06 yTBep>xaeHuu NMpuMepHON UHCTPYKL UM NO
AeNoNpPoU3BOACTBY B FrOCyAapCTBEHHbIX OpraHn3auuax

Mpukas - Ne 44 - o1 11.04.2018 - PepepasibHOE apXUBHOE areHTCTBO * [lencTByeT 6e3 nsmMeHeHun

®ELNEPANIBHOE APXVBHOE ATEHTCTBO

MPUKA3

MockBa

11 anpensa 2018 r. Ne 44

06 yTBepxaeHumn NMprUMepHOM MHCTPYKLUM MO AeN0oNpOn3BOACTBY B

roCyapCTBEHHbIX OpraHM3aLmax

3aperncTpupoBaH MunHioctom Poccun 17 asrycta 2018 r.

PernctpauunoHHbIin Ne 51922

B cooTBeTCTBUN C NOANYHKTOM 5 nyHKTa 6 MMonoxeHns o PenepasibHOM apXMBHOM areHTCTBe,
yTBepXAeHHOro Yka3om lMpesngeHTa Poccuinckon ®enepauum ot 22 nioHsA 2016 r. Ne 293 "Bonpocsl
depnepansbHOro apxmeHoro areHTcTea" (CobpaHue 3akoHogaTensCcTBa Poccunckon ®epepaumm, 2016, Ne 26,
CT. 4034), npukasbiBato:

YTBEpANTL Npuiaraemyto NpruMepHyo MHCTPYKLMIO N0 Ae/I0NPOU3BOACTBY B FOCYAapCTBEHHbIX
opraHusaumsx.

PykosoguTtenb A.H.ApTun3os

YTBEPXIEHA

npvkasom ®epepanbHoro

APXUBHOMO areHTCTBa

oT 11 anpens 2018 r. Ne 44

MpyMepHas MHCTPYKLMA NO 4e0NpOM3BOACTBY B

rocyfapCTBEHHbLIX OpraHu3aumax

|. ObLme NnonoXKeHns

1.1. MprMepHasa UHCTPYKLMA NO 4ENONPON3BOACTBY B FOCYAaPCTBEHHbLIX OpraHun3aunsax (ganee -
MpyMepHas MHCTPYKLKMA) pa3paboTaHa B COOTBETCTBMM C [onoxeHnem o epepasibHOM apxXBHOM
areHTCTBE, YTBEPXKAEHHbLIM YKa3oM lMpe3naeHTa Poccninckon Pegepaumm ot 22 noHa 2016 roga Ne 293
(CobpaHue 3akoHomaTenbcTBa Poccuinckon ®epepaumm, 2016, Ne 26, cT. 4034), a Tak)Xe B COOTBETCTBMM C
3aK0HOaTeNbCTBOM Poccuinckon denepaunm B chepe nHopmaLumn, JOKYMEHTaLUKN, apxMBHOIO Aena,
HaUMOHaNbHLIMU CTaHAapTaMu B chepe ynpaBaeHUs JOKYyMEeHTaMMu.

1.2. NMpumepHasa MHCTPYKUMS pa3paboTaHa B Lensx COBEPLUEHCTBOBaHNS A4eN0NPON3BOACTBA W MOBbILLEHNS
3W(heKTUBHOCTM PaboThbl C LOKYMEHTaMK NYTEM perjaMeHTaLMmn Ha eanHON NPaBoOBON N METOANYECKON
OCHOBE MpaBW NOATOTOBKM AOKYMEHTOB, TEXHOAOr NI paboTbl C HAMKU, OPraHn3aLm X TEKYLLEro
XPaHeHUs 1 NOATOTOBKM K Mepeaaye B apXus opraHu3aunn.

1.3. MNpumMepHas MHCTPYKLMS yCTaHaBMBaeT TpeboBaHMSA K LOKYMEHTMPOBAHWIO YNPaBJIEHYECKON
AeATeNbHOCTU 1 opraHn3aumm paboTbl C JOKYMEHTaMn B 4e10NPON3BOACTBE FOCYAAapCTBEHHbIX
opraHusauun (ganee - opraHm3saums), HeE3aBUCMMO OT UX OpraHM3aLMOHHO-NPaBOBON HOPMBI, LIESIEN 1
BUOOB LeATeSIbHOCTMW.

1.4. NonoxxeHust MpUMEPHON NHCTPYKLMM PaclpPOCTPAHSATCS Ha oOpraHu3aumnio paboTbl C OpraHn3aLMoHHO-
pacnopsaanTenbHbIMU LOKYMEHTaMN HE3aBUCMMO OT BULA HOCMTENS, BKJIOYas NOArOTOBKY, perncTpaumio,
YY€T M KOHTPOJIb MCMOJSIHEHNSA SOKYMEHTOB, OPraHM3aumnio NxX TeKYLLEro XpaHeHus, ocyLecTeasemble ¢
NMOMOLLbI0 MHDOPMALNOHHO-KOMMYHMKALNUOHHBIX TEXHOOM .

1.5. OcobeHHOCTM opraHu3auum paboTel C [OKYMEHTaMM, COAepXXaMMmn MHGMOPMaLNI0 OrpaHNYeHHOr 0
L0CTYyNa (KOMMepYecKyto TanHy, NepcoHasbHble AaHHble N UHYI0 KOH(PUAEHUMANbHYO MH(OopMaLmMIo),
perynmpytoTca oTAe/IbHbIMU HOPMATUBHLIMU akTaMuy, YTBEPXXAAaEMbIMU PYKOBOAUTENIEM OpraHu3aumm.
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1.6. OpraHu3aums, BefeHne 1 COBEPLUIEHCTBOBaHNE A&/I0NPON3BOACTBA Ha OCHOBE €MHON MONNTUKMN U
NPUHLMMOB, NPUMEHEHNE COBPEMEHHbIX MH(DOPMALIMOHHBIX TEXHONOT A B paboTe C IOKYMeHTamu,
MeTOANYECKOe PYKOBOACTBO 11 KOHTPOJIb COOMOIEHNS NopsaKa paboThl C JOKYMeHTaMu B NoApa3aeieHnsx
OpraHuM3aLuy BO31araeTcs Ha CTPYKTYpHOe noJpa3fesieHne, 0TBETCTBEHHOE 3a BefieHne
[enonpon3BoacTea (nanee - Cnyxba AenonponsBoacTsa).

B opraHusaumsx c Hebonbwmnm 06beMoM gokymeHToobopoTa pyHKLMM Cnyxbbl 4enonpon3BoACTBa MOryT
BbIMONHATLCA PabOTHUKOM ([e/I0NPon3BOANTENEM, CEKPETAPEM).

Cnyxba nenonpon3BoACTBa OpraHn3aLnm OeNCTBYET Ha OCHOBAHMWM NMOJIOXKEHMNS O HEWN, YTBEP)KAAEMOr0O
pPYKOBOLUTENEM OpraHu3aLmm 1 onpefenaoLLero 3agadyv n yHKUUU nogpasneneHns, ero npasa u
OTBETCTBEHHOCTb.

1.7. OTBETCTBEHHOCTb 3a OpraHmM3aunio paboTbl C JOKYMEHTaMM B MOApa3AeNeHNsax opraHnsaumnm
BO3/J1araeTcs Ha PyKOBOAUTENEN 3TUX Noapa3aeneHnin. HemocpeacTBeHHoe BeAeHME Ae0NPON3BOACTBA B
noapa3faeneHnsax opraHM3aumnm oCcyLeCcTBASETCS AeN0NPONU3BOAMTENEM UM NHBIM PaBOTHMKOM
noapasfeneHns, Ha KOTOPOro BO3J10XXeHbl 0643aHHOCTIM NO BeAEHWIO AeN0oNpon3BOACTBa (Lanee -
aenonponssoanTesb noupa3,u,eneH|/|ﬂ).

1.8. [Jo/mKHOCTHbIE 0643aHHOCTK, NpaBa U 0TBETCTBEHHOCTb paboTHMKOB Cnyxbbl 4enonponsBoacTBa,
Aenonpon3BoamnTene noapasaeneHnini  NHbIX PaboTHNKOB, OTBETCTBEHHbIX 3@ OpraHmn3aumnto paboTsl €
LOKYMEHTaMu, onpefensoTcs OSKHOCTHBIMU MHCTPYKLNSMU.

1.9. Ha nepuop oTnycka, KOMaHANPOBKK, 6ONE3HN UK B CilydYae YBOJIbHEHNS PabOTHMKU CTPYKTYPHbIX
nop,pameneHw?l opraHm3saunn 064a3aHbl nepenaBaTb BCe HaxoodawMecqa Ha NCNOJIHEHUWN OOKYMEHTbI
AEeN0NPOU3BOAMTENIO NOAPa3AeNeHns Uan apyromMy paboTHUKY MO YKa3aHWIO PYKOBOAUTENS
nogpasaeneHus.

Mpun cMeHe genonponsBoauTeNns noapasfeseHns CoCTaBNAeTCS akT npueMa-nepefadn LOKYMEHTOB 1 gerl.
1.10. CogepxxaHue cnyxebHbiX JOKYMEHTOB HE NOAJEXUT pa3rialeHnto. Bzanmogencrame co cpeacTeamm
MaCcCoBOM MHDOPMaL MK, Nepeadya UM Kakon-nmbo nHpopmaLmm nnm 4OKYMEHTOB U X KOMUIA AOMNYCKaeTCs
TOJIbKO C pa3peLleHns pyKOBOANTENS OpraHu3auny WM MHOr0 YNOJHOMOYEHHOIO UM AO/IKHOCTHOMO AnLa.
PabOTHUKM OpraHm3aumm HeCYyT AUCUUMNANHAPHYIO, aAMWHUCTPATUBHYIO N UHYI0, YCTAHOBJIEHHYIO
3aKoHoZaTenbCcTBOM Poccuinckon ®epepaumm, OTBETCTBEHHOCTb 3a HapyLUeHe CPOKOB XPaHEHNS
JNIOKYMEHTOB, YTPaTy N HECAHKLIMOHNPOBAHHOE YHUYTOXEHNE CNY)KEOHbIX JOKYMEHTOB.

CtaTbM 192, 193 TpyaoBoro koaekca Poccuinckon denepaunn; nyHkThl 2; 15.11 ctatbn 13.25 Kogekca
Poccuinckon ®epepaumm 06 agMMHNCTPATUBHBIX MPaBOHAPYLLEHNSX; CTaTba 7 PenepasibHOro 3akoHa oT 6
nekabps 2011 r. Ne 402-03 "O byxrantepckom yyeTe" (CobpaHne 3akoHodaTenbCTBa Poccminckon
®epepaumm, 2011, Ne 50, cT. 7344; 2013, Ne 26, cT. 3207; 2013, Ne 27, cT. 3477; 2013, Ne 30 (YacTb 1), CT.
4084; 2013, Ne 44, cT. 5631; 2013, Ne 51, cT. 6677; 2013, Ne 52 (MacTb 1), cT. 6990; 2014, Ne 45, cT. 6154,
2016, Ne 22, cT. 3097; 2017, Ne 30, cT. 4440; 2018, Ne 1 (YacTb 1), €T. 65).

1.11. MNpw yTpaTe OOKYMEHTOB AEJIONPOM3BOANTENb NOAPa3AENEHNS UHDOPMUPYET PYKOBOANTENS
CTPYKTYpPHOro nogpasgenerHuns n Cnyxby nenonponsBoacTBa OpraHmM3aumm, Nnocse 4ero opraHm3yeTcs
PO3bICK JJOKYMEHTOB.

Ecnn po3bICK OOKYMEHTOB HE AaeT pe3y/ibTaTa COCTaBASETCSA akT, B KOTOPOM yKa3biBalOTCA AaHHbIE
YyTPa4YeHHOro JOKYMEHTa, a Takxe 06CToATeNbCTBa, NPY KOTOPLIX NMPOM30LWIa yTpaTa, Nociae Yyero
npeanpuHUMaloTCA Mepbl N0 3aMeLLEHNI0 AaHHOro JOKYMEHTa 3aBEPEHHOM KOMMeNn AOKYMeHTa.

1.12. Ha ocHoBe MprMepHON MHCTPYKLUMK B OpraHn3aunm paspabaTbiBaeTCa UHANBMAYANbHAA MHCTPYKLUNS
Nno Oeflonpon3BOACTBY, YTBEPXKAAEMAS PYKOBOAUTENEM OpPraHmM3aLuu.

1.13. B uensx opraHmnsaumm paboTbl C AOKYMEHTaMu B huamnanax opraHusaumm n 060cobneHHbIx
CTPYKTYPHbIX NOAPA3AENEeHNAX MOrYT BbITb BBEAEHbI MHCTPYKLUN MO OpraHu3aumm paboTbl €
LOKYMEHTaMW, OOMOJHAOWNE NHANBUAYANbHYI0 MHCTPYKLMIO MO AeN0NPOU3BOACTBY OPraHM3aLum, Ho He
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npoTMBOpeYyaLlme en.

1.14. MNpaBnna paboTbl C LOKYMEHTAMW B CUCTEME 3JIEKTPOHHOIO JOKYMeHT0060pOTa opraHu3aunn (oanee
- C3[1) 1 UHBIX NHOPMALIMOHHbBIX CUCTEMAX, B KOTOPbIX OCYLLECTBAAETCA CO34aHNe (BKAOYEHNE) 1
XpaHeHne OOKYMEHTOB, He OOJ/KHbI BXOAUTb B MPOTUBOPEYME C MONOXKEHNAMU TTPUMEPHON UHCTPYKL MW,
Il. LOKyMeHTUPOBaHME yrnpaBaeHYeCKON AeATeIbHOCTH

2.1. B COOTBETCTBMM C 3aKOHOA4ATENLCTBOM Poccminckon ®egepaumnm, 10KaJbHbIMA HOPMATUBHLIMU akTaMun
B OpraHM3auum n3gatTcs OpraHn3auMoHHO-pacnopagnTesibHbIe LJOKYMEHTI.

2.2. OpraHu3aumoHHo-pacnopagnTesibHble JOKYMEHTbI, CO34aBaeMble B AeATeSIbHOCTW OpraHu3aumnm,
JA0/KHbI 6bITb 0hOPMJIEHBI MO NPaBUIaM, YCTaHOBJIEHHBLIM UHAMBUAYANbHON NHCTPYKLMEN NO
LesIoNpPon3BOLCTBY OpraHu3aumm.

BHOCWTb Kakue-nmbo ncnpasneHmsa nnm gobasneHuns B noanncaHHole (YTBEPXAEHHbIE) LOKYMEHTbI HE
LornyckaeTcs.

2.3. OcobeHHOCTN 0(hopMAEHNS OKYMEHTOB, CO3[4aBaEMbIX B CTPYKTYPHbIX MOAPa3Ae/IeHMNAX OpraHn3aumm
N OTPaXkaloLmMxX CcneunduKky nx esTenbHOCTH, a TakXKe npaBuia opraHm3auumn paboTbl C faHHbIMK
LOKYMEHTaMu MOryT yCTaHaB/MBaTbLCA OTLAEJIbHbIMY JIOKaJIbHbIMUA HOPMATUBHLIMU aKTaMu OpraHu3aLnm.
2.4, Co3faHne OOKYMEHTOB B opraHu3auun, ncnonbaytoulen CIM, B Lensx nosbileHns 3HekTUBHOCTH
ncnosb3oBaHma CI[, oCcyWwecTBASETCA C UCNOAb30BaHMEM WabnoHoB 6/1aHKOB LOKYMEHTOB 1 WabioHoB
[OKYMEHTOB.

DNIEeKTPOHHbIE WabnoHbl 61aHKOB LOKYMEHTOB A0/KHbI ObITb MAEHTUYHBI 6/1aHKaM JOKYMEHTOB Ha
ByMa)KHOM HocuTene.

2.5. 1na co3paHmna [OKYMEHTOB, OTPaXaloLWmX Cneunuky AeaTenbHOCTN CTPYKTYPHbIX NOAPa3AEeNeHUI
opraHusauumn, n ynpasieHns LaHHbIMU LOKYMEHTaMN MOryT UCNONb30BaThCA Apyrue UHPOPMaLNOHHbIe
CUCTEMBI.

2.6. [IoKyMeHTbl opraHm3auumn oopmasioTca Ha 61aHKax nan CTaHAapTHbLIX AMcTax bymarun opmaTta A4,
2.7. Ina n3rotoBneHns OKYMEHTOB B OpraHmn3aumm UCrosib3yTCs:

61aHK NprKasa;

61aHK pacnopsXKeHus;

61aHK NCbMa A5 BeleHNs Nepenmnucky C opraHM3aunsMm n rpaxgaHaMm, Haxo4sWwnMMNCs Ha TeEPPUTOPUN
Poccuiickon ®epepaumu;

6N1aHK NUCbMa C PEKBU3NTaMU Ha PYCCKOM M OLHOM U3 MHOCTPAHHLIX S3bIKOB A1 BEAEHUS NEPENNCKU C
3apybeXXHbIMW KOppPeCcnoHAeHTaMU.

Mo pelueHnio pyKoBOAMTENS B OpraHn3aLmm MoryT UCMOb30BaThCa Apyrue 6naHkn: baaHk nucbma
PYKOBOAMNTENS OPraHn3aLny Uam MHOro YrNoJAHOMOYEHHOr0 UM nnua, 6naHk NPoTokoNa, 6naHK NucbMa
CTPYKTYPHOro nofpasgeneHus.

0nd ohopMIeHNs pe3osiioLniA Ha JOKYMEHTE B OpraHM3aunm MOryT NCMob30BaTbCa 6naHKu pe3onoumni.
2.8. Mpwn M3gaHUN [OKYMEHTOB Ha CTaHAAPTHbIX AMCTax ByMarn Ha HUX BOCMPOU3BOAATCSA PEKBU3NTSI,
HeobxoanMble 015 AOKYMEHTOB KOHKPETHOr0 BUAa WK Pa3HOBMAHOCTMU.

2.9. Ha 6n1aHKax OKYMEHTOB BOCMPOU3BOAMTCS TOBAPHbIN 3HaK n/unn (smbaema) opraHmsauum (npm mx
Hann4nn).

2.10. NMpoekTupoBaHmne 61aHKOB AOKYMEHTOB OCYyLLLeCTBNAeTCA B cooTBeTCTBUM ¢ TOCT P 7.0.97-2016
"CncTteMa CTaHAapTOB NO MHGopMaunn, bubanotTeyHomy n nsgatensckomy aeny. OpraHunsaLMoOHHO-
pacrnopsianTenbHas oKyMeHTauus. TpeboBaHNs K 0DOPMIEHNIO 1OKYMEHTOB".

Paspgen 6 "bnaHkn gokymeHTos" FOCT P 7.0.97-2016 "Cnctema CTaHOApTOB Mo MHMopMaLun,
6rnbnnoTevyHoMy 1 n3gatensckomy geny. OpraHn3aunoHHO-pacnopsanTenbHas 4OKYMEHTaUNA.
TpeboBaHus K ohopMaeHUio LoKyMeHTOB" ¢ i3MeHeHueM Ne 1. - M.: CTaHfapTuHgpopm, 2018.
2.11. bnaHKn OOKYMEHTOB OpraHM3aLumn N3roTaBanMBaloTCa TMnorpadckmM cnocobom, cpeacTeamu
onepaTVBHON NOAUrpacMn UM KOMMNbIOTEPHON TEXHUKMN.
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2.12. JoOKyMeHTbl 3roTaB/nBaloTCA Ha ByMaxxKHOM HocuTeNe 1 B DOPMe 3IEKTPOHHbIX JOKYMEHTOB C
cobnofeHnemM yCTaHOBIEHHbIX NPaBu 0POPMAEHNS LOKYMEHTOB.

2.13. [lokyMeHTbl OpraHmu3aunm, ohopMeHHble Kak Ha BnaHke, Tak 1 6e3 Hero, LOJHKHbI UMETb NOJIA He
MeHee:

20 MM - f1eBoe;

10 MM - npaBoe;

20 MM - BepxHee;

20 MM - H/XKHee.

2.14, JOKyMEHTbI, U34aBaeMble COBMECTHO OL4HON WX HECKONbKMMMK OpraHn3aumnammn, ohopMasioTCa Ha
CTaHZapPTHbIX IMcTax Bymaru ¢ BOCNpom3BeaeHNEM PEKBM3UTOB BCEX OpraHM3aLmi, y4acTBYOLWNX B
N3LaHWUM OOKYMEHTa.

2.15. MNpn NOAroTOBKE AOKYMEHTOB LOMNYyCKaeTCA UCMOAb30BaHME MLLEBOM U 060POTHON CTOPOHLI INCTA.
Mpy OBYCTOPOHHEM CO3L4aHNN OOKYMEHTOB LUMPUHA JIEBOTO MO Ha INLEBOM CTOPOHE IMCTa M NPaBoro
nons Ha 060POTHOWN CTOPOHE NNCTa AOJKHBI ObITb PaBHBI.

2.16. Mpwn co3pgaHnn OOKYMeHTa Ha AByX 1 6onee CTpaHULaxX BTOPYIO 1 Mocneaytowme CTpaHuLbl
HyMepyloT. HoMepa CTpaHuL, NPOCTaBAATCA MO CepefMHe BEPXHEro noas LOKyMeHTa Ha paccTosHum 10
MM OT BEPXHEro Kpas JincTa.

2.17. Ins n3rotoBNeHUs AOKYMEHTOB MCMOJb3YETCA rapHMTypa WpudTa no BbI6Opy opraHusaumu,
BXOAALLAA B CTAaHAAPTHbLIN NakeT 0(hMCHOrO NPOrpaMMHOro obecneyeHuns, NCNOb3yEMOro OpraHu3aLmen.
Pasmep wpudta - Ne 12 - 14 nT.

Pasmep wpudTa (Kernb) namepseTcs B NyHKTax (point); oAnH NyHKT paseH 1/72 atonma, unm 0,376 MM
(cokpalueHne: "pt").

Mpwn cocTaBneHnn Tabnumy 4oNycKaeTCcs UCNONb30BaHWE LWPUMTOB MEeHbLUIMX pa3Mepos - Ne 10, 11 nT.
2.18. AB3auHbIA OTCTYN B TEKCTE AOKYMeHTa - 1,25 cMm.

3aronoBKy pa3fenos 1 NoApa3feNioB nevyaTaloTcs ¢ ab3alHbIM OTCTYNOM MW LLEHTPUPYIOTCS MO LUMPUHE
TeKcTa.

2.19. TekCT gOKyMeHTa nevyataeTcs Yyepes 1 - 1,5 MeXXCTPOYHbIX UHTepBana. TeKCT OKYMEHTa
BblpaBHMBAETCA MO WNPKHE JINCTa.

MHOroCTpO4HbIE PEKBM3MTBI MeYaTalnTCa Yepes OAMH MEXCTPOYHbIA MHTEpPBaJs, COCTaBHbIE YacTy
PEKBM3UTOB MOTYT Pa3fensaTbCs AOMOJHUTEIbHBIM MHTEPBAJIOM.

Ec/v DOKYMEHT roToBUTCA AN N34aHna C yMeHblleHmeM MacwTaba, TeKCT nevyaTaeTcsa Yepes 4Ba
WUHTepBana.

WHTepBan mexay 6ykBamu B C10Bax - 06bIYHbIA. UHTEpBan Mexay cioBaMu - 0AUH npobern.

CTPOKM PEKBM3UTOB BbIPaBHMBAKOTCA MO JIEBOW rPaHKLLe 30HbI PACMONOXKEHNA PEKBM3NTA N LEHTPYIOTCA
OTHOCUTE/IbHO CaMOW ASIMHHOW CTPOKMU.

[MHa caMon OIMHHOW CTPOKMW PEKBU3NTA NPW YIJI0BOM PacnosIoXXEHNN PEKBU3NTOB He bonee 7,5 cm.
[nnHa camMon AAVHHOW CTPOKM PEKBU3MTA NPY NPOLOALHOM PACMONOXEHNN PEKBU3NTOB He Bonee 12 cm.
2.20. JonyckaeTcs BblAeSIATb NOJYXUPHLIM LIPUPTOM pekBM3NTLI "agpecaT”, "3arosloBoK K TEKCTY" niau
"'moanuce", a TakXe OTAesbHble (pparMeHTbl TeKCTa.

2.21. MNpn NoAroTOBKE MHOMOCTPaHNYHbIX JOKYMEHTOB 0hOPMAETCA TUTYIbHbIN JINCT.

2.22. CocTaB PeKBU3NTOB, UCMOJb3YEMbIX 415 0POPMIIEHNA LOKYMEHTOB, ONnpenenseTcs Buaom
(Pa3HOBUAHOCTLIO) OpraHM3aLMOHHO-PaCcNopPAANTESIbHOIO JOKYMEHTA.

2.23. Mpn NoaAroToBKE AOKYMEHTOB OpraHu3aunm NCNofb3yrTCA PEKBU3NUTLI, yCcTaHoBAeHHble [OCT P
7.0.97-2016:

a) ambnema (B COOTBETCTBUU C MYHKTOM 2.9 MpUMEPHON UHCTPYKLAK);

6) ToBapHbIN 3HaK (3HaK 0bCNyXMBaHWS) (B COOTBETCTBUMW C MYHKTOM 2.9 MpUMEPHON UHCTPYKLMN);

B) KOZ (POPMbl LOKYMEHTA;
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) HaMMEeHOBaHMe opraHn3auny;

L) HAMEHOBaHWE CTPYKTYPHOr 0 Nogpa3aeneHus;
€) HauMeHoBaHMe JOJHKHOCTMW NLa;

)K) CrpaBOYHble AaHHble 06 opraHu3aumm;

)
)

3) HAaMMEHOBaHMe BMAa LOKYMEHTa;

n) gaTa AOKYMEHTa;

K) PermcTpaLmoHHbIN HOMEP AOKYMEHTa;

J1) CCbINIKa Ha PEerncTpaunoHHbIA HOMEp 1 AaTy NOCTYMNUBLUErO AOKYMEHTa;
M) MeCTO COCTaB/ieHUs (M34aHNA) LOKYMEHTa;
H) rpud orpaHnyYeHns focTyna K GOKYMEHTY;
0) afgpecarT;

n) rpud yTBEPXXAEHNS LOKYMEHTa;

p) 3arofoBOK K TEKCTY;

C) TEKCT LOKYMEHTa;

T) OTMETKa 0 NPUJIOXKEHNN;

y) rpud cornacoBaHus JOKYMEHTa;

) Bu3a;

X) NOANUCH;

L) OTMeTKa 06 3/1eKTPOHHOM Noanuncuy;

Y4) nevaTb;

L) oTMeTKa 06 ucnonHuTene;

LLl) OTMEeTKa O 3aBEepPeHNN Konuu,

bl) OTMETKa 0 NOCTYM/IEHUN OOKYMEHTAa;

3) pe3onouuns;

l0) OTMETKa 0 KOHTPOJIE;

A1) OTMETKa 0 HarnpaBJeHUN OOKYMEHTa B eso.

FOCT P 7.0.97-2016 "CncTeMa CTaHAapTOB MO MHGopMaLun, 6ubnnotTeyHomy 1 n3gaTenbCKoMy aeny.
OpraHusaLmMoHHO-pacnopaauTenbHas LoKyMeHTauus. TpeboBaHMsa K 0popMaEHUI0 LOKYMEHTOB", C
N3meHeHnem Ne 1. - M.: CtaHgapTuHdgopm, 2018.

2.24. bnaHK nprKasa (pacnopsXXeHus) opraHnsauny LOJHKEH BKIOYaTb PEKBU3UTI:

smbnemy (B COOTBETCTBUN C MYHKTOM 2.9 [pMMEPHON MHCTPYKLNN);

TOBaPHbIV 3HaK (3HaK 06CNyXunBaHWs) (B COOTBETCTBUM C MYHKTOM 2.9 MpMMEPHON MHCTPYKLUN);
HavMeHOBaHWe opraHu3aunu;

HavMeHOBaHWe B1Aa OOKYMEHTa;

MeCTO COCTaBJIEHUS WM U3AaHUSA LOKYMEHTa;

OTMETKMN O/151 pa3MELLEHNS PEKBM3MTOB "OAaTa AOKYMEHTa", "perncTpaunoHHbIi HOMep OOKYMeHTa".
2.25. bfiaHK NCbMa OpraHM3auunmn Ao/KeH BKJIKYaTb Cefyiolwne peKBU3NTbI:

sMbieMy (B COOTBETCTBMM C MYHKTOM 2.9 [pUMeEpPHON NHCTPYKLUMK);

TOBaPHbIV 3HaK (3HaK 06CNyXunBaHWs) (B COOTBETCTBUM C MYHKTOM 2.9 MPMUMEPHON MHCTPYKLUN);
HavMeHOBaHWe opraHu3aunu;

CnpaBoYyHble faHHble 06 opraHu3auuw;

OTMETKM AN9 NPOCTaBAEHUS PEKBU3NTOB "AaTa AOKYMEHTa", "perncTpaumnoHHLIN HoMep AOKYMeHTa",
"CCbISIKa Ha PErnmcTpaLUMOHHBIN HOMEP 1 AaTy NOCTYMNUBLUEro JOKYMEHTa".

B 61aHK NncbMa [OHKHOCTHOMO M@ AOMONHUTENBHO BKIOYAETCA PEKBM3NUT "HAaMMEHOBAHNE [OJHKHOCTU
nnua", a B bnaHk nnucbMa CTPYKTYPHOro noapasfeneHuns (CosellaTelbHOro, METOAMYECKOro, 3KCNepTHOro
WM MHOTO OpraHa) opraHusaLmnmn - HaMMeHoBaHWe CTPYKTYPHOro nofpasaesieHns.

2.26. BHyTpeHHMe OOKYMEHThI OpraHu3aumu, ohopmasemblie He Ha 61aHKe, AOJIKHbI COAepXaTb
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COOTBETCTBYIOLWME BUAY AOKYMEHTA PEKBU3UTDI.

2.27. Imbnema opraHumsaumm, pa3paboTaHHasa 1 yTBep)KAEHHas B NOPSALKE, YCTaHOBIEHHOM
3aKoHoZaTenbCTBOM Poccuinckon ®egepaumm, pasMellaeTca Ha 6naHkax 4OKYMEHTOB B COOTBETCTBUM C
NYHKTOM 2.9 MpUMEPHON MHCTPYKLUN N Ha OCHOBAHUWN HOPMATUBHbIX aKTOB OpraHu3auuu.

M306paxxeHne 3mbnembl MoMeLLaeTca Ha BepXHeM none 6i1aHKa OKYMeHTa Ha paccTosHMM 10 MM oT
BEPXHEro Kpas INCTa, 3axXBaThiBas 4acTb paboyel 30Hbl LOKYMEHTA, LLEHTPOBAHHO Hak PEKBU3MTaMU
opraHu3auuu.

2.28. ToBapHbI 3HaK (3HaK 0BCNY>XXUBAHWUS), 3aperncTPUPOBaHHbLIN B YCTAaHOBIEHHOM 3aKOHOAATEIbCTBOM
Poccuiickon ®epepalmmn nopsgake, BOCNPOM3BOANTCS Ha B1aHKax opraHu3auny B COOTBETCTBMU C MYHKTOM
2.9 NpyMepHON NHCTPYKLMU 1 HA OCHOBAHWN HOPMaTUBHbIX aKTOB OpraHu3aLmu.

306pa)keHne TOBapHOro 3HakKa (3Haka 06CNy>X1BaHMA) NOMELLAETCA Ha BEPXHEM M0e LOKYMEHTa Ha
paccTosHUM 10 MM OT BEPXHEro Kpas IMCTa, 3axXBaThlBas YacTb paboyen 30Hbl JOKYMEHTa, Hafg
PEeKBM3MTaMUN OpraHmnsaLmm Uamn cneea Ha YpOBHE HaVMEHOBaHWS OpraHu3auny, 3axBaThiBas YaCTb 1€BOr0
nons.

2.29. KoL (hopMbl fLOKYMEHTa NPOCTaBAAeTCA Ha YHUPULNPOBAHHbIX (POpMax LOKYMEHTOB B COOTBETCTBUN
¢ ObLLepoCCUNCKMM KNacCMduKaTopoM ynpaBieHYeckon gokyMmeHTauumn (OKY ) nam nokanbHbIM
KNnaccupukaTopoM, pacrnosiaraeTcs B NpaBoM BepxHeM yriy paboyero nons LOKyMeHTa, COCTOUT U3 CNOB
"®opma no (HauMeHoBaHme KnaccudukaTopa)" 1 UMppPOBOro Koaa.

2.30. HaumeHoBaHuWe opraHusaumu Ha 6naHke LOKyMeHTa AOJKHO COOTBETCTBOBATL HAaVMEHOBAHMIO
IOPMANYECKOro SinLa B yCTaBe opraHusaummn. Ha bnaHkax LOKYMEHTOB yKa3biBaeTCs NojHOe odumumansHoe
HaMMeHOBaHME IPUANYECKOr0 LA C yKa3aHWeM ero opraHu3aLMoHHO-NPaBoBOM POPMbI, Ha
HaMMeHOBaHWEM OpraHM3aLumM yKasbliBaeTCs HaUMeHOBaHMeE BhlLLECTOoALWEeR opraHn3auum (npu ee
HaAn4uK), NoL HaMMeHOBaHMEM OpraHM3aLnn B CKOBKaxX yYKa3blBaeTCS COKPALLLEHHOE HauMeHOBaHMe
opraHm3aunm, ecsiv OHO NPeayCMOTPEHO YCTaBOM.

2.31. HanmeHoBaHMe CTPYKTYPHOIro nogpasaeneHuns (B Tom yncie gunnana, oToeneHuns,
NpeacTaBMTENbCTBA, KOJINErnaibHOro, CoBeLLaTeNLHOro NN MHOrO OpraHa) ykasbiBaeTcs B 61aHKax
nncem n 61aHKax KOHKPETHbIX BUAOB AOKYMEHTOB, M34aBaeMblX COOTBETCTBYOLWMUMN NoApa3aeNeHnaMN B
COOTBETCTBUM C NOKAJIbHbIMWU HOPMAaTMBHbLIMW aKTaMy OpraHu3auun. Hag HaumMeHoBaHMEM CTPYKTYPHOMO
nofpasfeneHnsa yKasblBaeTCa HauMeHOBaHWe opraHu3auum, Y4sum puananom, oTaeneHneMm,
npeacTaBUTENbCTBOM, KOJIIErNasibHbIM UAN COBeLLaTeIbHbIM OPraHoOM AaHHOe Nofpa3gesieHne aBnseTcs.
2.32. HaumeHoBaHMe AOMKHOCTY ML NCNONb3yeTca B BiaHKax NMCeM AOMKHOCTHBIX AL 1
pacrnonaraeTcs Nog HauMeHOBaHMEM OpraHu3aumm.

2.33. CnpaBoYHble AaHHbIe 06 opraHn3aumMmn yKasbslBatoTCa B 61aHKax MMCEM 1 BKKOYAKOT: MOYTOBLIA agpec
opraHm3auny (4oNoSHUTENbHO MOXET YKa3blBaTbCA afpec MecTa HaXxoXAeHNA IopUaNYecKoro auLa, ecnu
OH He coBnagaeT C NMOYTOBbIM afpecoM); HoMep TenedoHa, hakca, aapec 3NeKTPOHHOW MNOYThl, CETEBOW
afpec, a TakXXe KoA opraHusaumm no 06LepoccninckoMy KnaccugrkaTopy NpeanpusaTuin n opraHnusaumnn
(OKIMO), 0CHOBHOW roCyAapCTBEHHbIN PEFNCTPALMOHHBIA HOMep opraHu3auum (OFPH) n
NOEHTUPUKALNOHHBIA HOMEP HaNloronaaTeNbLLMKa / KOA NPUYMHBLI MOCTAHOBKM Ha HaOroBLIA y4eT
(MHH/KMM).

2.34. HaumeHoBaHMe BUAA LOKYMEHTA YKa3blBaeTCA Ha BCEX AOKYMEHTAX, 3a NCKJIIOYEHNEM OeSI0BbIX
(cny>kebHbIX) Nucem, pacnosiaraeTcs Noj HaMeHOBaHWEM opraHm3aunm (CTPYKTYPHOro noapasaeneHuns,
LOMKHOCTW).

2.35. laTa [OKYMEHTa LO/KHa COOTBETCTBOBAThL AaTe NOANUCaHNA (YTBEPXKAEHUSA) [OKYMEHTa uan (B
NpoTOKOJIax) AaTe cobbiTns, 3a)MKCMPOBAHHOIO B AOKYMEHTE.

[laTa DOKyMeHTa 3anucbiBaeTCa B MOCNEL0BaTENbHOCTMW: AeHb MecsLa, MecsL, rod 04HUM U3 ABYX
cnocobos:

apabckmummn ungpamu, pasgeneHHbiMu To4kon: 05.06.2018;

CNoBeCHO-LUMpoBLIM cnocobom: 5 nioHs 2018 r.
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Ha pokymeHTax, ohopMnsemMbix Ha 61aHKe, faTa LOKYMEHTa NPOCTaBASETCS MO PEKBM3UTAMU
"HanMeHOBaHWe BUAa AOKYMeHTa" (B 61aHKax KOHKPETHbIX BUAOB LOKYMEHTOB) U "CNpaBOYHble AaHHble 00
opraHusauun” (B 61aHkax nucem).

[laTon [OKYMeHTa, U3[aHHOr0 COBMECTHO ABYMS U 6onee opraHM3aunsaMm (OSPKHOCTHBIMU AnLaMu),
ABNAETCA AaTa NoANNCaHMA JOKYMeHTa nocjenHen CTOPOHONM.

2.36. PerncTpaunoHHbIi HOMep AOKYMEHTa - LMAPOBON Man ByKBEHHO-LIMGMPOBON NAEHTUDUKATOP
LOKYMEHTa, COCTOALMIA N3 NOPSAAKOBOr0 HOMEpa AOKYMEHTa, KOTOPbIA, MO YCMOTPEHWUIO OpraHu3aumm,
MOXXeT AOMONAHATLCA UUDPOBLIMUA NN BYKBEHHBIMW KOogaMu (MHOEKCaMn) B COOTBETCTBMM C
NCNoNb3yeMbiMn KnaccuumkaTopamu.

Ha DoKyMeHTe, COCTaB/IeHHOM COBMECTHO ABYMA 1 6onee opraHu3aumnsamMm, NpocTaBasoTCs
perncTpaumoHHble HoMepa LOKYMEHTa, MPUCBOEHHbIE KaXKA0N U3 opraHn3aumin. PernctpaumoHHsle HoMepa
NPOCTaBAAOTCA B NOPAAKE YKa3aHNA HAaVMEHOBaHWIA OpraHM3aumnin B 3aro0BOYHON YacTu (Mpeambyne)
JOKYMEHTa 1 OTAENATCA APYr OT Apyra KOCON 4epTon.

2.37. Ccbinka Ha perncTpaumoHHbIn HOMep 1 AaTy NOCTYMNMBLUEro AOKYMEHTa, COCToALWas U3
perncTpaumoHHOro HoMepa v AaTbl BXOAALLEro JOKYMEHTa, Ha KOTOPbI AAeTCs OTBET, MPOCTaBAAETCA B
Buae otmeTkn "Ha Ne ... oT ..." B 6BnaHKe nucbMma.

B TeKCT NnucbMa-oTBeTa CBELEHUSA O PEernucTpaLMoHHOM HoOMepe 1 faTe NOCTYNUBLLEro NnnuceMa He
BKJItOHAIOTCS.

2.38. MecTo cocTaBneHus (M3haHns) LOKYMEHTa YKa3biBaeTCa BO BCeEX LOKYMEHTaX, KpoMe Aefl0BblIX
(cny»xebHbIX) Mncem, BHyTPEHHUX NHOPMALMOHHO-CMPABOYHbIX 4OKYMEHTOB, @ TakXXe B C/lyvae, eciun
MEeCTO HaX0XXAEHUSA opraHM3aumm BXOAUT B ee HaMMEHOBaHMe, HanpuMmep: MOCKOBCKNA FOPOACKON
YHUBEPCUTET ynpaBieHus.

MecTo cocTaBfieHus (U3[aHNs) [OKYMEHTa YKa3blBaeTCs B COOTBETCTBUN C MPUHATHIM aAMUHUCTPATUBHO-
TeppuTopuasbHbIM gefieHneM, Hanpumep: . bnaroeeleHckoe Benbckoro p-Ha ApxaHrensckon obn.

2.39. M'pndh orpaHnyeHnsa oCcTyna K 4OKYMEHTY NPOoCTaBAdeTCs B MPaBOM BEPXHEM YrJy NepBoro ancTa
LOKYMeHTa (MpoeKkTa fOKYMEHTa, COMPOBOANTENLHOMO NUCbMa K LOKYMEHTY) OT FpaHuLbl BEPXHEro noss
npv HanM4yMK B OKYMEHTE UHOPMaL MK, OCTYN K KOTOPOW OrpaHNYNBaeTCsS B COOTBETCTBMM C
3aKOoHoaTesibcTBOM Poccuinckon ®epepaunu.

BuAbl NCNOJIb3yeMbIX B OpraHu3aumm rpudoB orpaHmMyeHns LoCTyna 4O/KHbI COOTBETCTBOBATb
3aKOHOAATENbHbIM U MHLIM HOPMATWBHLIM MPaBOBLIM akTaM Poccuiickon ®egepaum 1 SOMKHbI BbITh
3aKpenJieHbl B JIOKaJibHbIX HOPMATUBHLIX akTaX. [pud orpaHn4yeHns focTyna K 4OKyMeHTYy (nomeTka "[Ond
cny>xebHoro nonb3oBaHua", rpud "Kommepyeckas TaHa") MOXXeT AOMOJIHATLCS HOMEPOM 3K3eMnisapa
AOKYMEHTa 1 ApyrumMmn cBeaeHnsMn B COOTBETCTBUM C 3aKOHO4aTeNbCTBOM Poccunckon Gepepaunn.

MyHKT 1.4 MonoxxeHns o nopsiike obpalleHns co cnyxebHon nHpopmaLmen orpaHNYeHHOro
pacnpocTpaHeHuns B pefepasbHbiX OpraHax UCNOJIHUTENbHON BACTW, YNOJHOMOYEHHOM OpraHe
ynpasieHns NCNoab30BaHNEM aTOMHOW 3HEPTrUN 1 YNOJHOMOYEHHOM OpraHe no KOCMUYeCKoW
NeATeNbHOCTU, YTBEPXXAEHHOI0 NOCTaHOBNEHNEM paBuTensCTBa Poccuinckon ®enepauum ot 3 HoAbps
1994 r. Ne 1233 (CobpaHue 3akoHogaTenscTBa Poccuinckon Gegepaunn, 2005, Ne 30, cT. 3165; 2012, Ne 31,
CT. 4368; 2016, Ne 9, cT. 1263; 2016, Ne 13, cT. 1833).

YacTb 4 cTaTbun 6 OefnepanbHOro 3akoHa oT 29 ntona 2004 r. Ne 98-93 "O KoMMepyecKon TanHe"
(CobpaHue 3akoHomaTenbcTBa Poccuinckon depepaunn, 2004, Ne 32, c1. 3283; 2006, Ne 6, cT. 636; Ne 52,
CT. 5497; 2007, Ne 31, cT. 4011; 2011, Ne 29, cT. 4291; 2014, Ne 11, cT. 1100).

B LOKyMeHTax opraHusaunm, COAepXallmx CBeAeHNs, COCTaBAAOLMNE KOMMEPYECKYIO TalHy, B
COOTBETCTBUM C PefepasibHbIM 3aKOHOM OT 29 ntona 2004 r. Ne 98-03 "O KoMMepyeckon TanHe" Hapsaay C
rpyucoM yKasbiBaloTCS NoaHoe oduLManbHOe HaMMEHOBaHME IPUANYECKOr0 LA, MeCTO ero HaxoXaeHus.
Hanpumep:

Kommepyeckas TallHa
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®BY "HanMmeHoBaHMe opraHusaymm”

MecTo HaxoXxaeHus

2.40. AgpecaT - peKBU3UT, UCMOJIb3YEMbIN NP 0POPMIEHUN AEN0BLIX (Cy)KEOHbIX) NMUCEM, BHYTPEHHUX
NHMOPMaLIMOHHO-CMPaBOYHbIX JOKYMEHTOB.

AfpecaToM fOKYMeHTa MOXeT OblTb OpraHn3auuns, CTpPYKTYpHOe Nofpa3fieneHme opraHusauuu,
LOJDKHOCTHOE Unn pusmnyeckoe nnuo.

PekBn3uT "agpecat" odopmnsaeTcs Ha 6naHke € yraoBbIM PacrnosoXeHNEM PEKBU3MTOB - B BEPXHE NpaBon
4acTn OOKYMeHTa, Ha 61aHKe C MPOA0/IbHbBIM PACMOIOKEHNEM PEKBU3UTOB - CNpaBa Moj, peKBU3NTaMM
6naHka. CTPOKM pekBM3nTa "agpecaT" BbIpaBHMBAOTCA MO JIEBOMY KPak UAWN LLEHTPYIOTCA OTHOCUMTENBLHO
CaMOW ASIMHHOW CTPOKMU.

Mpy agpecoBaHny LOKYMEHTa PyKOBOAUTENIO (3aMeCTUTEN0 PYKOBOAMTENA) OpraHM3aLnm yKasblBaloTCca B
LaTeNbHOM Nafexe HaMeHOBaHue LO/MKHOCTW PYKOBOAMTENA (3aMecTUTens pykosoanTens),
BKJIOYaloLLee HavMeHOBaHMe opraHn3sauunm, GamMmununio, MHULKMaNbL OMKHOCTHOrO inua. Hanpumep:
eHepanbHOMY ANpPEKTOpY

®BY "HavMeHoBaHMe opraHusaymmn”

®amunmna 1.0.

Mpy appecoBaHny NMMCbMa B OpraHU3aLmMI0 YKa3biBaeTCs ee MoJIHOe WK COKpaLleHHOe HavMeHOoBaHue B
UMEHUTEJIbHOM MNajexe.

Mpy appecoBaHny LOKYMEHTa B CTPYKTYPHOE noapasfesieHne opraHm3auum B pekesusnTte "agpecat”
YKa3bIBalOTCA B UMEHUTE/IbHOM Mafle)Xxe HavMeHOBaHWe OpraHu3aumnm, HKe - HauMeHoBaHue
CTPYKTYPHOro nogpasgaenerHuns. Hanpumep:

®BY "HavMeHoBaHWe opraHusaymmn”

®drHaHCoBOE yrnpaBieHne

Mpy appecoBaHny NMMCbMa PYKOBOAUTENO CTPYKTYPHOIO NoApasaesieHns ykasblBaloTCa B UMEHUTeIbHOM
nagexe HauMeHoBaHMe opraHn3aunn, HUXe - B aTeSIbHOM Nnajexe HauMeHoBaHue LOJIKHOCTM
PYKOBOAWUTENS, BKJOYAIOLLLEE HAVUMEHOBaHNE CTPYKTYPHOrO nogpasfesieHuns, pamMuanio, HULManbl.
Hanpumep:

®BY "HanmeHoBaHue

opraHusauum”

PykoBoamnTenio 40roBopHoO-

npaBoBOro oThesa

®amununa U.0.

Mepen hamunmen fOMKHOCTHOMO NLA AONyCcKaeTca ynoTpebnaTe cokpalleHme "r-Hy" (rocnoanHy), ecnu
agpecaTt My>X4uHa, uam "r-xe" (Focnoxke), eciv agpecat XeHLKHa, Hanpumep:

r-Hy ®amunua 1N.0.

r-xxe ®amumnama 1.0.

Mpw paccblinke LOKYyMeHTa rpynne opraHM3aunin 04HOro Tuna Wam B CTPYKTYPHbIE NoApa3fesieHns 04HOW
opraHm3aunu, agpecaT ykasbiBaeTcsa 06obweHHo. Hanpumep:

PykoBoguTtenam uavanos

®OBY "HavmeHoBaHWe opraHusayum”

PykoBoguTenam ynpaBieHuin

n otnenos ®BY "HanmeHoBaHue

opraHusauum”

Mpu paccolyike [OKYMEHTa He BCEM OpraHM3aunaM Uam CTPYKTYPHbLIM NogpasgeneHnsaM nol peKBnu3nTom
"AnpecaT" B ckobkax yka3sbiBaeTcs: "(no cnucky)". Hanpumep:

PykoBoguTenam ynpaBaeHuin

n otpenos ®BY "HanmeHoBaHue

opraHusauum”
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(mo cnncky)

Cnncok pacchbiiKK COCTABIAETCA UCMONHUTENEM.

Ecnn nucbmMo HanpaBaseTCcs B opraHn3aumio UM GO/MKHOCTHOMY JIMLY W ONS CBeAeHMA eLle pagy
opraHu3auuni N OOHKHOCTHBIX KL, 0bLlee KONMYECTBO apecaToB He A0JKHO bbiTb Bonee YeThbipex, Npu
5TOM OCHOBHOW agpecaT yKa3blBaeTCA NepBbIM, C/10BO "Konna" nepen BTOPLIM, TPETbMM, YETBEPTHIM
aZlpecaTamMu He nevyaTaeTcs.

B cocTaB pekBu3nTa "AgpecaT" MOXXET BXOAMTb NMOYTOBLIA aApec. INeMeHThbl MOYTOBOr0 agpeca
YKa3bIBalOTCA B MOC/eA0BaTENbHOCTUN, YCTAHOBJIEHHON paBniamMm oKa3aHusa yCayr No4YToBON CBA3M:

MyHKT 22 MpaBni 0Ka3aHWa yCayr NOYTOBOM CBA3M, YTBEPXKAEHHbIX MPMKa3oM MuHncTepcTBa CBA3N ©
MaCCOBbIX KOMMYyHUMKaumin Poccuinckon ®egepauum ot 31 miona 2014 r. Ne 234 (3aperncTpmpoBaH B
MuHncTepcTae locTuumm Poccninckon ®epepaunn 26 aekabps 2014 r., pernctpaumoHHbin Ne 35442), ¢
N3MEHEeHUAMMW, BHECEHHbIMU NPUKa30M MUHMCTEPCTBA CBA3M U MACCOBLIX KOMMYHWKaLUN POCCMCKON
®epepaumm ot 13 despans 2018 r. Ne 61 "O BHECEHUN N3MEHEHWI B MPUKa3 MUHMCTEpPCTBA CBA3N 1
MaCCOBbIX KOMMYHUKauun Poccunckon ®epepaumm ot 31 nona 2014 r. Ne 234 "0O6 yTBepxxaeHumn Mpasun
OKa3aHMsa yCciyr NoYTOBOWN CBA3M" (3aperncTpmpoBaH B MUHMCTepCTBE CTULMK Poccninckon ®epepauunm 28
mMapTa 2018 r., pernctpaunoHHbin Ne 50545).

a) ANA IopUANYECKOro inua - NOJIHOE UM COKpaLleHHOe HavMeHoBaHme (Mpy Hann4mmn), ons rpaxaaHunHa -
hamunns, nMsa, 0THECTBO (NocNeaHee NPy HaanyuK);

6) 6aHKOBCKME PEKBU3NTLI (415 MOYTOBLIX NEPEBOAOB, HaNPaBASEMbIX IOPUANYECKOMY JNLLY NN
NPVHNMaeMbIX OT OPUANYECKOr0 NnLa);

B) Ha3BaHMWe yauLbl, HOMEpP AOMa, HOMEpP KBapTupbl;

) Ha3BaHWe HaceNeHHOro NyHKTa;

[l) Ha3BaHWe palnoHa;

e) Ha3BaHwue pecnybnunku, Kpas, 061acTn, aBTOHOMHOI0 okpyra (obnactwn);

)K) Ha3BaHMe CTPaHbl (A8 MeXAYHaPOAHbIX MOYTOBbLIX OTMNPaBEHNIA);

3) NOYTOBbLIA UHAEKC.

MoyTOoBLIN afApec He YKa3blBaeTCs B AOKYMEHTAX, HanpaBaseMbIX B BbICLLUWE OpraHbl BNAaCTU, BbILUECTOALLNE
opraHu3aunn, NoABeAOMCTBEHHbIE OpraHM3aLMm N NOCTOSHHBLIM KOPPECNOHAEHTaM (3a UCKI0YEHNEM
HanpasJIeHNs NMUCEM YKa3aHHbIM agpecaTaM B KOHBepTax C NPo3padyHbIMU OKHaMK).

Mpy oTNpaBKe NMCbMa Mo 3/IEKTPOHHON NMoYTe Man akCUMUIbHOM CBA3K (6e3 A0ChIIKM MO NoYTe)
MOYTOBbLIN afpec He yKa3biBaeTcs. MNpu HeobxoanMMOCTN MOXeT ObITb YKa3aH 3/1EKTPOHHbLIN afapec (Homep
TenedgoHa/akca). Hanpumep:

®BY "HavMeHoBaHWe opraHusaymmn”

DNeKTPOHHbIN agpec

2.41. T'pud yTBEPXKAEHNS OKYMEHTA NPOCTaBASETCS Ha AOKYMEHTaxX B MPaBOM BEPXHEM Yry MepBoro
incTa fokymeHTa. CTPOKM peKkBM3MTa BbIPaBHMBAKOTCS MO JIEBOMY KPato MU LEHTPYTCS OTHOCUTENbHO
CamMomn LJIMHHOWN CTPOKM.

Mpw yTBEPXKAEHNN OOKYMEHTa COBCTBEHHOPYYHOM MOAMMCHIO AOJHKHOCTHOMO JiLa rpud yTBEpXAEeHNS
cocTomT u3 cnosa "YTBEPXKIAKD", HauMeHOBaHNSA JO/MKHOCTU NnLa, YTBEP)KAAIOLLEro JOKYMEHT, ero
noanucK, NHALMANoB, PaMuanMm N gaTbl yTBEpXKAeHMS. Hanpumep:

YTBEPXKJAHRO

HOupekTop OBY "HanmeHoBaHMe opraHusaummn”

Moagnuce N.0.®ammnnunsa

[aTa

Mpy yTBEPXXAEHWUN LOKYMEHTA PacnopsaanTesibHbIM JOKYMEHTOM rpud yTBEPXXAEHWS COCTOMT M3 CJI0Ba
"YTBEPXXOEH" ("YTBEPXIEHA", "YTBEPXXLEHbBI" nnn "YTBEPXKIEHO"), cornacoBaHHOro ¢ HaMMeHoBaHMEM
BMIa YTBEPXKAAEMOro JOKYMEHTA, Ha3BaHNA BUAa PacnopsaanuTebHOro LOKYMEHTa B TBOPUTENLHOM
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nagexe, ero gatbl, HoMepa. Hanpumep:

(PernameHT) YTBEPXKIEH

npukasom ®BY "HanmeHoBaHWe opraHusaymmn”

0T 5 okTa6ps 2017 r. Ne 82

(Mpaswnna) YTBEPXKEHbI

npmkasom OBY "HanmeHoBaHMe opraHusaymmn”

oT 5 okTa6psa 2017 r. Ne 83

Mpw yTBEPXXAEHMNN LOKYMEHTA KOJIernaibHbiM, COBELWATENbHbIM UM UHBIM OPraHOM, PeLLUEeHNs KOTOPOro
(bmKcupytoTca B NpOTOKOJE, B rpude yTBEPXKAEHNS YKa3biBaeTCs, HAMMEHOBaHWe opraHa, gaTa u HoMep
npoTokona (B ckobkax). Hanpumep:

(Monoxenwne) YTBEPXXOEHO

Hay4HO-TeXHU4YeCKUM COBETOM

OBY "HHOBaUMS"

(npoTokon o1 12.09.2017 Ne 12)

2.42. 3arofIoBOK K TEKCTY - KpaTKoe cogepxaHue LoKyMeHTa. ECn 3aronoBoK K TEKCTY OTBeYaeT Ha
Bonpoc "o yem?", oH HauynHaeTcsa ¢ npeasiora "O" ("06"). Ecnun 3arofoBoK K TEKCTY OTBEYAET Ha BOMpPOC
"yero?", OH COCTaBNSAET O4HO Lienoe C Ha3BaHWeM BMUAa JOKYMeHTa. Hanpumep:

npuka3s (o 4em?) 0 co3aaHnn aTTeCTaLuNoOHHON KOMUCCUN

nMCcbLMO (0 4eM?) o0 NpefocTaBaeHUn NHDOpMaLLUN

aKT (4ero?) npuema-nepenayn gen

NPOTOKOJ (4ero?) 3acefaHns 3KCNEPTHON KOMUCCUM

3aronoBoOK K TEKCTY ohopMAaseTcs NoL pekBusntTamu 6naHka ciesa, OT rpaHuLbl IEBOro MO,

2.43. TeKCT JOKYMEHTa COCTaBASETCS Ha rOCYAapCTBEHHOM fA3blke Poccuinckon ®egepaunm nnm
rocyfapCTBEHHOM fi3blke (3blkax) pecnybnaunk B cocTaBe Poccuinckon ®enepaumm B COOTBETCTBUM C
3aKOHOoaTeNIbcTBOM pecnybnnk B cocTaBe Poccuiickon depepaumm.

3akoH Poccunckon ®epepaumm ot 25 okTa6psa 1991 r. Ne 1807-1 "O s3bikax HapoAoB Poccminckom
®epepaummn” (BegomocTun Cbesfa HapoaHbIX AenyTaToB U BepxosHoro CoseTa Poccuinckon depepaunm ot
12 pekabps 1991 r., Ne 50, cT. 1740; CobpaHue 3akoHogaTenbcTBa Poccninckon depepaunm, 1998, Ne 31,
cT. 3804; 2002, Ne 50, cT. 4926; 2013, Ne 27, cT. 3477; 2014, Ne 11, cT. 1094).

TeKCT AOKYMeHTa A0JIKeH OblTb COCTaB/IEH FPAMOTHO, SICHO, MOHATHO 1 MO BO3MOXXHOCTU KpaTKo. TekcT
LOKYMEHTa A0JIKEH COAEPXKaTb AOCTOBEPHYIO M aKTyaslbHYO MHDOPMaLMIO, OCTAaTOYHYIO 418 NPUHATKA
PELUEHNI NN UX UCMOJIHEHWSA, HE [OJKEH A0MNYCKaTb Pa3fINyHbIX TOJIKOBAHWUIA.

B TekcTe AOKYMeHTa, NOArOTOBIEHHOM Ha OCHOBaHWM 3aKOHOAATENbHbIX UM MHbIX HOPMATUBHbIX
MpaBOBbIX aKTOB, paHee N34aHHbIX PacnopsaAnTeNbHbIX JOKYMEHTOB, YKa3blBAOTCSA X PEKBU3UTDI:
HaVMeHOBaHWe LOKYMEeHTa, HaMMeHOBaHWE OpraHa BAacTy (opraHu3aunm), n3gasLliero(en) OOKYMeHT, AaTa
LOKYMEHTa, PerncTpaunoHHbI HOMEpP OOKYMEHTa, 3arofloBOK K TEKCTY;

HaVMeHOBaHMe opraHn3aLnmy N OOJHXKHOCTHOrO iU, YTBEPAUBLUEr0 AOKYMEHT, AaTa YTBEPXKAEHMNS
LOKYMEHTa.

TeKCT OKYMeHTa MOXET COAep>XaTb pa3fesibl, MoApasaesbl, MyHKTbl, NOANYHKTbI, HYMepyeMble
apabckmmm ungpamn. YpoBHen pybprkaunm TeKCTa He BOJHKHO ObiTb Bonee yeTbipex.

TeKCT [OKYMeHTa n3naraeTcs:

B NpUKa3ax, U3gaHHbIX €4NHOINYHO, - OT MEePBOro Anua eAMHCTBEHHOro Yucna ("... npukasbiBako");

B NMpUKa3ax, U3gaHHbIX COBMECTHO ABYMS nan 6onee opraHmM3aumamuy, - 0T MEPBOro JiLa MHOXXECTBEHHOMO
yucna ("...npnkKkasbBaem"),

B MPOTOKOJ1ax 3acefaHnii - OT TPETbEro AnLa MHOXXeCTBeHHOro Yucna ("CAYLLANN", "BbICTYNIN",
"MOCTAHOBUIN" nnn "PELLUNAN");

B LE/10BbIX MCbMaXx, 0hOPMIIEHHbIX Ha B1aHKax OpraHu3aunmy, - 0T NePBOro JiMLa MHOXXECTBEHHOr0 Y1Mcna
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(Mpocum, HanpasnseM, npeanaraemM) Uy oT TPETbEro Anua eAUHCTBEHHOrO Ynucaa ("npegnpuaTtue He
BO3paxaeT ...", "MHCTUTYT CYUTAET BO3MOXHbLIM ...");

B LE/10BbIX MMCbMax, 0hOPMIIEHHbIX Ha AOJHKHOCTHbIX Ba1aHKax, - 0T NepBOro Anua e4MHCTBEHHOr0 Y1ucna
("npowy ...", "npegnaraio ...");

B AOKNAAHbIX 1 CNIY)XeOHbIX 3annckax, 3asBeHUsxX - 0T NepBOro AnLa eAUHCTBEHHOro Yucna ("npouwy ...",
"cymTal HeobxoOAUMbIM ...");

B LOKYMEHTax, yCTaHaBAUBaLWNX GyHKLUN (0643aHHOCTK), NpaBa U OTBETCTBEHHOCTb CTPYKTYPHbIX
nonpa3aeneHunini, paboTHUKOB (MONOXKEHWE, UHCTPYKLMSA), @ TaKXKe COAEPXKaLMX onucaHne CMTyaLun,
aHasn3 (HaKTOoB M BbIBOAbI (aKT, CripaBka), NCNoJib3yeTcs hopMa U3N0XKEHNA TeKCTa OT TPEeTbero anua
eAVHCTBEHHOr0 UM MHOXXECTBEHHOI 0 Yncia ("oTAen ocyLlecTBaAseT pyHKuuK ...", "KoMmnccma nposena
NpoBEpPKY ...").

Mpn NOAroTOBKE TEKCTa AOKYMeHTa ceayeT cobnofaTth NpasBuia HanmcaHna ouLmanbHbIX
HaVMEHOBaHWA, YUCANTENbHbIX U € 4UHWL, N3MEPEHNS.

B TekcTax fOKYMeHTOB ynoTpebnsTca obwenpuHaTeie abbpeBmaTypbl 1 rpaduyeckme CoKpaLleHuns.
Mpu yKasaHun B TEKCTe haMuanm anua MHULKAJbLI CTaBATCA Nocsie ammamnm.

B penoBbix (cnyxebHbix) NMCbMax NCMOJb3YOTCA:

BCTyNuTenNbHoe obpalleHune: YBaxaeMmblin rocnoaunH Mpeacenatens!

YBarkaeMblin rocnoguH MmHncTp!

YBa)kaeMmblln rocnoamH MeaHos!

YBa)kaemasa rocrox<a lNeTtposa!

YBakaembinn ViBaH MeTposmy!

YBa)kaeMasa AHHa HukonaeBHa!

YBaXkaeMmble rocrnoga!

3aKnoumMTeNbHas aTukeTHasa gpasa: "C yBaxeHuew, ...".

HanmeHoBaHWe 0OHKHOCTY B 0BpaLLeHnn MULLETCSA C NPONUCHON ByKBbI, B 0bpaLleHnn no hamuanm
WNHULUMANbI ML He YKa3blBalTCS.

2.44. OTMeTKa 0 MPUIOXKEHNN COLEPXKMNT CBEAEHNS O OOKYMEHTE (AOKYMEHTax), npuiaraeMom K
COMPOBOANTENIBHOMY MUCbMY, MHOMY UH(POPMALMOHHO-CNPaBOYHOMY OOKYMEHTY, UM O TOM, YTO OKYMEHT
SABNAETCH NPUIOXKEHNEM K OCHOBHOMY AOKYMEHTY (HOPMaTMBHOMY, PacnopsanTeNbHOMY NN UHOMY).

B conpoBoauTeSNIbHbLIX MUCbMaXx Y APYruX MHPOPMALMOHHO-CNPaBOYHbIX LOKYMEHTax OTMeTKa 0
NPUAOXKEHUN ODOPMANAETCS NOL TEKCTOM OT FpaHuLbl 1IEBOr0 NoAs ciefyowmnm obpasom:

€CJIN NPUI0XKEHNE Ha3BaHO B TeKCTe: MNpuso)eHne: Ha 2 . B 1 3K3.

eC/IM MPUJIOXKEHME He Ha3BaHO B TEKCTE WK eCNUN NPUIIOXKEHUIN HECKObKO: MpunoxxeHue: 1. MonoxeHne
06 YnpaBieHUn pernoHanbHoro KpeanToBaHUS

Ha 5 . B 1 3Ks3.

2. CnpaBka 0 KagpoBOM COCTaBe YnpaBJieHUs pernoHaabHOro

KpeguToBaHus Ha 2 n. B 1 3K3.

ecnin npunoxxexme (Npunoxxexmns) cbpowwopoBaHo(bl): MpunoxxkeHue: B 2 3k3. MpunoxxeHue: otyeT 0 HAP B 2
3K3.

€CNN AOKYMEHT, SABAAOLWMNACSA NPUN0KEHNEM, UMEET NPUIIOXKEHUS C CAMOCTOSATENIbHON HYMepaLunen
cTpaHuy: MNMpunoxeHne: LOroBOP BO3ME3LHOIr0 OKasaHus ycayr oT

05.09.2017 Ne 32-17/72 v npuNoXXeHUs K Hemy, BCero Ha

7 n.

eC/In NMCbMO HamnpaBaseTCcs HECKONbKMM afipecaTaM, a LOKYMEeHT-NPUI0XKeHWe TOJIbKO NepBoMy afpecaTy:
MpunoxeHue: Ha 3 . B 1 3K3. TONbKO B NepBbIN agpec.

€CIN NPUIOXKEHNEM ABNAITCSA AOKYMEHTbI, 3aMMCaHHbIE Ha hr3n4eckn 060Co06AEHHbIN 3NEKTPOHHbIN
HocuTenb: MNMpunoxeHue: DVD-R B 1 3K3.

Mpy 3TOM Ha BKAaablle (KOHBEPTE), B KOTOPbLIA MOMELLAeTCsH HOCUTESb, YKa3blBaloTCA HAaMMeHOBaHUS
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JNOKYMEHTOB, 3aMnnCaHHbIX Ha HOCUTENb, UMeHa (aiisioB, 06beM B baliTax.
B pacrnopsianTenbHbIX JOKYMEHTax (Npukasax, pacrnopsXeHusax), LOroBopax, NnosioxXeHusx, npasuniax,
NHCTPYKLUMAX U APYIMX OOKYMEHTax OTMETKa O NPUI0KeHMN ohopMaseTca caeayowmm obpasom:
B TEKCTE AOKYMEHTa NPV NepBOM YNOMUHAHUN LOKYMEHTa-MPUN0XKEHUS B CKOOKax yKa3blBaeTCA: ...
(MpunoxeHwe) naw ... (npunoxenHue 1), (npunoxerHne Ne 1);
Ha NepBOM JINCTE LOKYMEHTA-MPUJIOXKEHWS B NPAaBOM BEPXHEM YTy YKa3blBaETCS:
MpunoxeHue Ne 2
K npukasy ObY
"HanmeHoBaHMe opraHusaumnn”
o7 15.08.2017 Ne 112
ECnv npunoXxeHneM K pacnopagnuTesibHOMY OOKYMEHTY SBASeTCS JIOKaNbHbI HOPMATUBHbIA aKT U UHON
LOKYMEHT, yTBEPXAAEMbIN AaHHLIM PACNOPSAAUTENbHLIM LJOKYMEHTOM, Ha MEPBOM JINCTE NPUIOXKEHNS
NPOCTaBNSETCSH OTMETKA 0 MPUAOKeEHUN (6€3 CCbIIKM Ha pacnopsanTeNbHbIA JOKYMEHT) 1 rpud
yTBEpPXEeHMNA, B KOTOPOM YKa3blBalOTCA AaHHbIE PAacnopsaanTENbHOr0 JOKYMEHTa, KOTOPbIM YyTBEPXXAEeH
LOKYMeHT-MpuioXxeHune. HanpumMep:
MpunoxeHue Ne 1
YTBEP>XJEHO
npmkasom OBY "HanmeHoBaHme opraHusaummn”
o1 18.09.2017 Ne 67
2.45. ['pndh cornacoBaHUsA NPOCTAB/ISETCA Ha AOKYMEHTE B C/ly4ae ero BHELWHEero corfiacoBaHus
(cornacoBaHue c opraHamu BJacTW, UHbIMK OpraHn3aLnsaMun, LOHKHOCTHBIMU NLAMN).
Ipud cornacoBaHUs B 3aBUCUMOCTU OT BUAA LOKYMEHTa U 0COBeHHOCTeN ero 0hopMaeHNs MOXeT
NPOCTaBAATLCA:
Ha NepBOM INCTE AOKYMEHTa (eCnn LOKYMEHT UMEET TUTYJbHbIA INCT, - HAa TUTY/IbHOM INCTE) B JIEBOM
BEPXHEM YrJly Ha YPOBHe rpuda yTBEPXKAEHNSA WU NOA HAaVMEHOBAHNEM AOKYMEHTa B/IMXKE K HUXKHEMY
nosio);
Ha nocjiegHeM NCTe OOKYMeHTa Nnog TEeKCTOM;
Ha JINCTe COorflacoBaHus, ABNSALLEMCA HEOTbEMIEMOW YaCTblO LOKYMEHTA.
pnd cornacosaHms coctouT u3 cnosa "COMNTACOBAHO", LO/MKHOCTK nnLa, C KOTOPbIM COrjlacoBaH
LOKYMEHT (BK/0Yas HAaMMEHOBaHME OpraHun3auum), ero CobCTBEHHOPYYHOW MOAMNCH, MHULNANOB,
thamunnu, fatel cornacoBanHus. Hanpumep: COMJTACOBAHO lMeHepanbHein gupektop OBY "HanmeHoBaHume
opraHmsauunn" NMognuce N.0.®amunma faTta
Ecnn cornacoBaHme OCyLLECTBASETCA KOJUIermanbHbiM, CoBeLLaTeNbHbIM UM UHBIM OPraHoM, B rpuge
COrnacoBaHmAa yKa3blBaloTCa cBefeHuns 06 opraHe, cornacoBaBlUeM LOKYMEHT, aTe U HOMepe NpoTOKoNa,
B KOTOPOM 3a(pKCMPOBAHO peLleHne 0 cornacoBaHnn. Ecnm cornacoBaHue ocyLecTBAAETCA MNCbMOM,
YKa3bIBAlOTCS BUA AOKYMEHTa, HAaUMEHOBaHMe OpraHmn3auum, CorfnacoBaBLlen JOKYMEHT, AaTa U HOMep
nuceMa. Hanpumep: COMMACOBAHO Hay4Ho-TexHU4ecknm cosetoMm OBY "HanmeHoBaHme opraHusaummn”
(npoTokon oOT No ) COTJTACOBAHO nucbmom ®BY "HanmeHoBaHMe opraHusaummn” ot

Ne
2.46. BHyTpeHHee corjlacoBaHne JOKyMeHTa opopMaseTcs BU30M. Bu3a BbipaxxaeT MHeHMe nnua,

BM3VPYIOLLLEr0 NPOEKT LOKYMEHTa, U BKJOYaeT: LOJHKHOCTb nLa, BUSUPYIOLLEro AOKYMEHT, NOAMUCH,
pacwngpoBKy noanucy (MHMumnansl, hamMmununio) n gaTy Bu3mpoBaHns. Hanpumep: PykoBoanTtenb
topnamnyeckoro otgena MNognuce N.0.®amunma JaTa

Mpy HaNU4YMKM 3aMevYaHnin K JOKYMEHTY BM3Y 0DOpMAA0T cnegyowmm obpasom: 3amMmedaHna npuaaraTcs.
PykosoguTens opugnyeckoro otgena Moanuck N.0.@amunng JaTa

B LOKyMeHTaX, MOAJIMHHUKNA KOTOPbIX XPaHATCSA B OpraHu3aLnn, BU3bl NPOCTABJIAIOT Ha NOCNeLHEM JICTe
LOKYMEHTa MnoA NoAnucklo, Ha 060poTe NOCNeAHEr0 NNCTa NOAJIMHHUKA OOKYMEHTa UK Ha InCcTe
COrflacoBaHus (BM3MPOBaHKA), MpUIaraemMoM K LOKYMEHTY.
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B ncxopawmx LOKYMeHTaxX BU3bl MPOCTABAATCA Ha 3K3EeMMISpax LJOKYMEHTOB, MOMeLLaeMbIX B AE0.

o yCMOTPEHUIO OpraHn3aunm MOXET NPUMEHSATHCS NOJIMCTHOE BU3NPOBAHUE AOKYMEHTA U €ro
NPUI0XKEHWNNA.

CornacoBaHue NMpoeKToB AOKYMEHTOB (BHELUHEE, BHYTPEHHEE) OCYLLIECTBASETCS B COOTBETCTBUN C
nyHkTamu 4.1 - 4.11 MpuUMepHON UHCTPYKLIUAK.

2.47. MNopnuch BKJIOYaET: HAMMEeHOBaHWe JO/HKHOCTU nLa, NOAMUCHIBAKOLWEro JOKYMEHT, ero
CcobCTBEHHOPYYHYIO MNOAMNUCH, MHUUMaNbI, hamuanto. Hanpumep: FeHepanbHbI anpekTop Moannck
N.0.®amunnmsa

Ecnn nokyMeHT odopMeH He Ha bnaHke, B HaMeHOBaHWE [O0JKHOCTY BKJIOYAETCS HaUMEHOBaHMe
opraHusauunn. Hanpumep: M'eHepanbHbin gupektop ®bY "HanmeHoBaHme opraHusaumn” Mognnch
N.0.®amunnumsa

Mpy ochopMneHnn OKyMeHTa Ha bnaHkKe JO/KHOCTHOrO AnLa AOJKHOCTb 3TOM0 /inLa B NOAMMUCK He
yKa3blBaeTCs.

Mognuce N.0.Pamnnns

Mpun nognucaHnn JOKYyMeHTa HECKOJIbKUMU LOJHKHOCTHLIMU JINLAMKN, 3aHUMAIOLLUMKN pa3HOe NMONoXKeHe,
X NOANUCK pacrnonaralTcsa 04Ha No4 APYron B NOCNeA0BaTeNbHOCTH, COOTBETCTBYIOLLEN CTaTyCy
LOMKHOCTW. Hanpumep: FeHepanbHbin gupekTop Mognuck N.0.®amunusa MasHbid byxrantep MNognucs
N.0.®amunnumsa

Mpy NoANMCaHUN OKYMEHTa HECKONbKUMU NNLLAMIK PaBHbIX AO/KHOCTEN UX NOANUCK pacnofiaratoTcs Ha
O[lHOM ypoBHe. Hanpumep: 3aMecTUTEb ANPEKTOpPa 3aMecTUTelb AUpeKkTopa No MHAHCOBbLIM BOMPOCaM
no afMWHNCTPaTMBHbLIM Bonpocam Moanuce N.0.®amununa Moanuce N.0.Oamununs

B nOKyMeHTax, NOAr0TOBAEHHbIX KOMUCCUEN, B MOAMUCY YKa3blBAaeTCA CTATyC Jila B COCTaBE KOMMUCCUM,
Hanpumep: MNpeacepnatens komuccum Mognunck N.0.®@amunma YneHsl komuccum Mognnce N.0.®amunms
Mognuce N.0.®amunns

Mpn noanNMcaHnM 4OKYMEHTA JIMLOM, NCMOJIHAOLWMM 0693aHHOCTM PYKOBOAUTENS, MOAMNNCH 0POPMASKETCS C
yKa3zaHmMeM cTaTyca AOJHKHOCTHOro L@ B COOTBETCTBUM C NPUKa3oM (pacrnops»xeHnem). Hanpumep:
W.o.oupekTopa Moanuce N.0.®amunns

nnu: cnonHsawowwun obasaHHocTn ampekTopa Moanuce U.0.®amumnus

Mpun nognucaHnn JOKyMeHTa JIMLLOM, UMeIoLW MM MpaBo NoANNCK B CJly4ae BPEMEHHOro OTCYTCTBUS
PYKOBOAUTENS, UCMPABIEHNS B HAaUMEHOBaHWe LO/IKHOCTU U paclngPOBKY hamMuanm noaroToBEHHOIo 1
COrNacoOBaHHOMO NPoeKTa AOKYMEHTa BHOCATCA OT PYKU MM C UCMOJSIb30BAHMEM COOTBETCTBYIOLMX
LWTaMMoB. He oonyckaeTca CTaBUTb KOCYIO YepTy, Hagnuce "3a" nepend HaMMeHoOBaHMEM [OJIXKHOCTW InLa B
NoAnNuCK, ecnn OKYMEHT NOAMUCHIBAET UHOE OO/IKHOCTHOE SIMLLO.

2.48. OTMeTKa 06 3N1eKTPOHHOM NOAMWUCY UCMOMb3YETCA 411 BU3yanan3aunm 31eKTPOHHON Noanncu
noayvyaTesnem AOKYMeHTa nNpu 0bMeHe 31eKTPOHHBIMI LOKYMEHTaMW, NOANNCAHHLIMA YCUJIEHHON
KBaJIM(PULMPOBAHHON 3/IEKTPOHHON NOAMNNCHIO.

B cooTBeTCTBMM C 3aKOHOAATENLCTBOM Poccuinckon ®egepaumm oTMeTKa 06 31eKTPOHHOM NoANNCK
hopMMpyeTCs 1 BU3Yyann3npyeTcs NporpaMmMHbiMu cpeactBamu. OTMeTKa 06 3N1eKTPOHHOM MOAMWCY
BKJtOYAET pa3y "[OKyMeHT NoanncaH 31eKTPOHHOW NOAMNCLI", HOMEep cepTudmrKaTa Kya
3/IEKTPOHHOWN NOANMUCK, aMUaNIO, NMS, 0THECTBO BRagenbla cepTudukaTta, CpoK 4enCTBUS cepTudukaTa
KJIl04a NeKTPOHHOM noanucn. Hanpumep:

| | DupekTop | AOKYMEHT NOAMUCAH | N.0.®amununs

| SIEKTPOHHOW NOAMUCHIO |

|CepTudukaT 1alllaaa000000000011 |

|Bnapeney ®amunns Vima OT4ecTBO |

|OencTteuteneH ¢ 01.12.2012 no 01.12.2017|

I |

MoanucaHve (yTBep)xaeHne) LOKYMeHTa OCyLeCTBASETCS B COOTBETCTBUM C NMyHKTOM 2.47 MpumepHoi
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NHCTPYKLU MW,

2.49, MNeYaTb 3aBepseT NOSJMHHOCTb MNOAMNCU LOJHKHOCTHOIO INLA Ha JOKYMEHTaXx, YAOCTOBEPSAOLLNX
npasa Ny, PUKCMpYOLWNX PakTbl, CBA3aHHbIE C PUHAHCOBLIMU CpeACTBaMM, @ TaKXe Ha UHbIX
[OKYMeHTax, NpefycMaTpUBatoLLNX 3aBEpeHne NoAnmucK nevyaTbio B COOTBETCTBMM C 3aKOHOA4aTe/IbCTBOM
Poccuiickon ®epepaumm.

[lOKYMeHTbl 3aBeps0T NevaTbio opraHm3aunu. NevaTb NPOCTAaBAAETCS, HE 3aXBaTbiBasi COBCTBEHHOPYYHOW
noanucy nuua, NoAnNMCcaBLIEro JOKYMEHT, nam B MecTte, obo3HadveHHoM "MM" ("MecTo nevaTtn").

Mprkas MMHUCTEPCTBA CBA3M U MACCOBbIX KOMMYHUKaL M Poccuinckon ®Penepaunn n denepasibHoMN
cnyx6bl oxpaHbl Poccuinckon ®epepauum ot 27 mas 2015 r. Ne 186/258 "06 yTBepxxaeHuun TpeboBaHuMmn K
OpraHn3aLUnOHHO-TEXHNYECKOMY B3aUMOLENCTBMUIO FOCYAAPCTBEHHbIX OPraHOB M rocyAapCTBEHHbIX
opraHv3aunii nocpeacTsoM obMeHa LOKyMEeHTaMu B 31IEKTPOHHOM BuAe" (3aperncTpupoBaH B
MuHucTepcTBe tocTuLmm Poccuiickon Peaepaunn 22 ceHTabpsa 2015 r., pernctpaunoHHbIn Ne 38956).
2.50. OTMeTKa 06 ncnonHmTeNe BKAKYAET (haMUInIo, UMS U OTHECTBO (NPY HaIMYMK) UCMONHUTENS, HOMEpP
ero TenegoHa. OTmeTKa 06 NCMONHUTENE MOXET AOMNOJIHATLCSA HAMMEHOBAHNEM LOJHKHOCTU, CTPYKTYPHOrO
noApasfeneHns N 3NeKTPOHHLIM afpecoM ncnonHntens. OTmeTka 06 ncnonHuTene ohopMaseTCs Ha
NMLEBON CTOPOHE NOC/AeAHEro IMCTa AOKYMEHTa OT FPaHuLbl IEBOr0 NOAS UK, NPY OTCYTCTBUU MeCTa, -
Ha 060pOTHOM CTOPOHE NUCTa BHU3Y cneBa. Hanpumep: UnbuH Unba Unbuy, OTaen ynpasneHus
nepcoHasoM, Befywmn cneumannuct +7(495) 924-45-67, llyin_Ilv@techno.ru

OTmeTKa 06 ucnosHmMTeNe MOXKET 0POPMAATLCA KaK HVXKHUA KONOHTUTYJT U NeYaTaTbCa WPUPTOM
MeHbLLero pasmepa.

2.51. OTMeTKa 0 3aBepeHUn Konum opopMnsaeTcs A8 NOATBEPXAEHNSA COOTBETCTBNSA KOMUW LOKYMEHTa
(BBINUCKM N3 OOKYMEHTA) NOAJIMHHUKY AOKYMeHTa. OTMeTKa O 3aBepeHMmn KOnun NpoCcTaBseTCa Ha
c8060AHOM OT TEKCTa MeCcTe WK, NPU OTCYTCTBUM CBOBOAHOr0 MecTa Ha IMLLEBON CTOPOHE AOKYMEHTA, Ha
0bopoTe NOKYMEHTa U BKJIlOYaEeT: C/10BO "BepHo", HauMeHOBaHWe OOKHOCTY LA, 3aBEPUBLLENO KOMUIO;
ero cobCTBEHHOPYYHYO NOAMUCH; PacNGPOBKY NOANUCK (MHULMANLI, (GhaMUInI0); AaTy 3aBepPEHUs Konum
(BBINUCKK N3 LOKYMEHTA).

Ecnm Konus BbifaeTCs AN NPefcTaBNeHNS B APYTYI0 OpraHu3aLmio, 0TMETKA O 3aBEPEHMMN KOMUK
LOMONHAETCH 3aMnCbio 0 MeCTe XpaHeHUs OKYMeHTa, C KOTOporo Bbifa n3roToBieHa KONus, 1 3aBepaeTcs
nevyaTbto opraHusaunn. Hanpumep: MoaNMHHUK OOKYMeHTa Haxoantcs B ®bY "HanmeHoBaHue
opraHusauun” B fene Ne 08-05 3a 2015 r." BepHo 3aB. 0Te/I0OM ynpasjeHus nepcoHasom MNoanunce
N.0.®amunnnga OaTta MNevyaTb

Ha Konunsx MHOroCTpaHUYHbIX LOKYMEHTOB OTMETKa O 3aBEPEHMM KOMUW MPOCTaBASAETCA Ha KaXXA0M JInCTe
LOKYMEHTa WU Ha NocnefHeM AUCTe NPOLUMTOr0 UK CKPErnjeHHOro MHbIM 06pa3oM JOoKYMeHTa. 3anuch 0
MecCTe Hax0oXAeHWs NoANVHHMKA NPOCTaBASAeTCSA TOIbKO Ha NocjeAHeM NUCTE LOKYMEHTa.

[ns 3aBepeHns Konum LOKYMEHTa, U3roTOBAEHHOW Ha ByMaXHOM HOCMTEee, MOXKET UCMO0b30BaThCs
WwTamn.

Konuun 3neKTPOHHbIX LOKYMEHTOB, Hanpas/igseMblX N0 MHHOPMALIMOHHO-TENEKOMMYHUKALNOHHOW CeTH,
3aBepA0TCA 3EKTPOHHON NOAMNUCHIO PYKOBOAUTENS OPraHn3auny Win MHO0 YNOAHOMOYEHHOIO UM AnLa K
BbICLINAKTCA NOyYaTENO C CONPOBOANTENbHLIM MUCbMOM B (hOPME 3NEKTPOHHOIO JOKYMEHTa.

Konuun 3neKTPOHHbIX LOKYMEHTOB Ha hu3nyeck 060Co06eHHbIX HOCUTENNAX BbIChIIAIOTCS NOJyYaTento ¢
COMPOBOANTENbHBIM MNCbMOM Ha ByMa)kHOM HOoCUTee.

B conpoBoAMTENbHOM NMUCbME K KOMWAM 3NEKTPOHHbIX LOKYMEHTOB YKa3blBaeTCs:

HavMeHoBaHMe MHMOPMALMOHHON CUCTEMbI, B KOTOPON XPaHATCA LOKYMEHTbI;

HaMMeHOBaHNA LOKYMEHTOB, KOMUW KOTOPLIX HAaMpaBAsoTCSA NOJiyYaTento;

Ha3BaHMA (anaoB 4OKYMEHTOB C yKa3aHueM opmMaToB haiioB n obbema Kaxaoro anna B bantax;

[laTa U3roTOBIEHUSA 1 3aBEPEHNSA KOMUU.

Mpwn 3TOM Ha pm3unyveckn 060cobneHHOM HOCUTENIE HECMBIBAaEMbIM MapKepoM ykasbiBaeTcs: "lMpunoxxeHne K
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nucbmy oT (mata) Ne ...".

Konus 31eKTPOHHOro OKyMeHTa, NpeAcTaB/ieHHas B BUAE AOKYMEHTa Ha bByMa)xHOM HocuTene,
3aBepseTcs B Nopsgke, yCTaHOBAEHHOM MPMMEPHON MHCTPYKLUMEN 41 3aBEePEeHNs KON LOKYMEHTOB Ha
ByMa)KHOM HOCUTeNe, C YKa3aHNEM, B KaKOW MHHOPMALMOHHON CUCTEME XPAHUTCS 3NEKTPOHHBIN
LOKYMEHT.

2.52. OTMeTKa 0 NOCTYMJIeHUN OOKYMEHTa CIY)XXUT AJ15 MOATBEPKAEHUSA (haKTa NOCTYMNJeHUA LOKYMEHTa B
OpraHu3aunio 1 BKAOYaeT AaTy NOCTYMJIEHNS 1 BXOAALLNIA perncTpPaunoHHbI HOMeEP OKyMeHTa. Mpw
HeobXx0A4MMOCTN OTMETKA O MOCTYMN/IEHNN MOXET AOMNOMHATLCSA YKa3aHWEM BPEMEHMN NOCTYMIEHUS
JOKYMEHTa B Yacax U MUHyTax n cnocoba AOCTaBKN OOKYMEHTa.

OTMeTKa 0 MOoCTYrJIeHUN OOKYMEeHTa MOXET NPOCTaBIATLCA C MOMOLLbIO LWTaMmMa.

2.53. Pe3onounsa fo/HKHa cofepxaTb YKa3aHme rno NCNoSHEHNIO A0KYMeHTa. Pe3onounsa oopmnaeTcs Ha
cBoboaHOM MecTe paboyero nons 4OKyMeHTa, Ha 61iaHKe pe3oaoLun nan BHOCUTCSA HENMOCPEACTBEHHO B
CUCTEMY 3JIEKTPOHHOI0 AOKYMeHTo0bopoTa.

Pesoniouma fo/KHa BKAOYATL: PaMUINo, MHULMASbLI UCNOAHUTENS (MCNOAHUTENEeR), NopyYeHmMe no
LOKYMEHTY (KOHKpPETHOE 3afaHune Mo UCMOJHEHMIO AOKYMEHTa UK (OPMYINPOBKaA LieSIn PacCMOTPEHUS
JOKYMEHTa), NPy HeobXxoQMMOCTU - CPOK UCMOSIHEHMS, MOAMWCH NINLA, BbIHECLLErO PE30JIIOLNI0, AaTy
pe3osilounmn:

®amnnua 1N.0., damunng 1.0.

Mpolwy NoAroToBUTL NPeaoXeHNs

k 10.11.2017 NMognucek

[aTa

CpOK UCMoNHeHnsa nopyyeHns He LOJKEH YyKa3blBaTbCA, €C/IN OH Ha3BaH B TeKCTe NoCTYNuBLLEro
LOKYMEHTa 1 PyKOBOAMUTENb HE CHMTAET HEOOXOAUMbBIM U3MEHUTbL €r0 B CTOPOHY COKPALLEHMNS UK
ABNAETCA TUMOBLIM A5 AAaHHOr0 BUAA LOKYMEHTa.

Mpy yKa3aHU HECKONIbKUX UCMONHUTENeNn paMnana OTBETCTBEHHOIO NCMONHUTENS YKa3blBaeTCA NepBon,
nogyvepkmeaeTca unn obo3HavaeTcs cioBom "oTB." ("OTBETCTBEHHbLIN").

2.54, OTMeTKa 0 KOHTpOJIe CBMAETENbCTBYET O MNOCTaHOBKE LOKYMEHTa Ha KOHTPO/Ib, MPOCTaBNAeTCs
Wwramnom "KoHTpoJib" Ha BEPXHEM NoJe JOKYMEHTa.

2.55. OTMeTKa 0 HanpaBsJieHUM LOKYMeHTa B [ef10 onpefenseT MecTo XpaHeHUs LOKYMeHTa nocie
3aBeplueHns paboTbl C HAM U BKJIOYAET: CJioBa "B neno", MHAEKC fena no HOMeHKaType Oef, B KoTopoe
noMeLLaeTCs AOKYMEHT Ha XpaHeHue, C yKa3aHueM rofa, O/HKHOCTU nnua, 0hOpMUBLLErO OTMETKY,
noanucu, gaTtel. Hanpumep:

B neno Ne 01-18 3a 2017 r.

3aB. 0TAe/I0M KOPNopaTUBHLIX MPOEKTOB

Moagnwuck JaTa

OTMeTKa 0 HanpaBJieHUW JOKYMEHTa B e/10 MOXXeT LOMOSHATLCSA KPpaTKUMM CBEAEHNAMN O XapaKTepe
NCNONHEHNA LOKYMEHTA.

lll. MogroToBKa 1 ohopmsieHNe OTAeNIbHbIX BUA0B LOKYMEHTOB

3.1. JlokanbHble HOPMaTKBHbIE aKTbl (fanee - JIHA) opraHnsaunm N34atoTca B BUAE MPaBW, NOJIOXKEHNUNA,
WHCTPYKLUMIA, pErNaMeHTOB, NepeyHei, KNnacCMpruKaTopoB 1 ApYyrux BUOOB LOKYMEHTOB. PEKOMEHAYEMbIN
obpaseL ocopmaeHus JIHA Ha NnpuMepe NONOXKEHNS O CTPYKTYPHOM noapasaeneHunn (npunoxxeHme Ne 1).
JIHA nprobpeTaloT IopnMAaNYECKYo CUy NOCe NX YTBEPXKAEHNSA PAaCMOPAAMTENbHBIM LOKYMEHTOM
(NpyKa3oM) M HenoCpeaCTBEHHO PYKOBOAMTENIEM OpraHn3aunMm MHbIM YNOJHOMOYEHHBIM UM JTNLIOM.
PykoBoguTenn CTPYKTYpPHbIX MoApa3aesieHnin He BrpaBe n3gasaTb JIHA.

3.2. JIHA mMoryT 6bITb:

MOCTOAAHHO AeNCTBYOWMMN (6€3 orpaHMyYeHns CPOKa NX MPUMEHEHNS);

BPeMeHHbIMY (AEeNCTBYIOLLMMIN B TEYEHME YKA3aHHOIO B HUX CPOKa WM L0 HACTYMJIEHUS OnpenesieHHOro
cobbiTnS).
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3.3. OcHoBaHueM gns n3ganus JIHA asnatoTcs:

3aKOHOoJaTesibHble U MHble HOPMaTWBHbIE MPaBoBble akTbl Poccuinckon ®epepaumm (YKasbl U pacnopsxeHns
Mpe3npeHTa Poccminckonm ®epepaum, NOCTaHOBAEHMA 1 pacnopsXeHus MpaBmuTensCcTBa Poccumnckon
®epepalinm, akTbl hefiepasibHbIX OPraHoB UCMONHUTENbHOW BNacTH);

3aKoHo4aTenbHble akThl cybbekTa Poccminckon degepaunm, HOPMaTUBHbLIE MPABOBbLIE aKTbl OPraHoOB
rocyaapCTBEeHHOW BnacTu cybbekTa Poccuinckon denepauuu;

paHee n3faHHbIe B opraHu3sauumn JIHA n/unmn pacnopsiintesibHble JOKYMEHThI.

3.4. THA n3pgatotca B Lensx:

yCTaHOBEHNS HOPM, TpebOBaHWIA, NpaBua B OTHOLLEHMN NPeaMeTa HOPMATUBHOIO PEryMpoBaHus, paHee
He ABJIABLUEMCA NPeLMEeTOM PerysMpoBaHns B opraHu3aumnm;

N3MEHEHUS CYLLECTBYIOLLMX HOPM, TpeboBaHMIA, MpaBusl, YCTAHOB/IEHHbIX paHee N3aaHHbIMK
HOPMAaTMBHbLIMW JOKYMEHTaMu;

OTMEHbl paHee YCTaHOBJIEHHbLIX HOPM, TpeboBaHWiA, NpaBuI.

3.5. MpepnoxeHune o pa3paboTke npoekTa JIHA BHOCUTCSA PYKOBOAMTENEM CTPYKTYPHOr0 Noapa3aenieHns
WAN UHBIM SO/IKHOCTHBIM JINLIOM.

3.6. JIHA pa3pabaTbiBaeTCsa B Ciyyae, ecnu:

MMeeTCs y4acToK paboTbl (BONPOCH AEATENbHOCTY), HYXXAAKLWNACA B HOPMAaTUBHOM peryavMpoBaHuuy;
TpebyeTca BHECEHME 3HAYUTENBHOIO KOJINYECTBa U3MEHEHU B paHee NpuHATLIA JIHA;

BbISIBJIEHO HECKO/IbKO JTHA, perynupyoLwmnx cMexxHble BOMpoChl, KOTopkle LienecoobpasHo 06beanHNTL B
OOVH OOKYMEHT.

AKTyanm3aums paHee NpuHATbIX JIHA oCyLLeCTBNSETCS Yepe3 BHECEHNE B HUX U3MEHEHWIA.

3.7. MpepnoxeHne ¢ obocHoBaHNeM HeobxoLnMOCTK pa3paboTkn HoBoro JIHA npeacTasnseTcs
pyKOBOAUTENEM CTPYKTYPHOIro nogpasaeneHuns uim nHbiM yrnosaHOMOYEHHbIM LOJ/KHOCTHbLIM JTNLLIOM
PYKOBOAMTENIO OpraHu3aunm B hopme goknagHom (cny>kebHow) 3annckun, B KOTOPON n3naraeTcs:

BOMPOC, TPebYOLLNIA peLleHns], C M3/10)KEHUEM OCHOBHbIX HamnpaB/ieHU, CNocoboB ero peLleHns;

NPOrHo3 NoCNeaCcTBUA NPUHATUA HOPMATUBHOIO JOKYMEHTa;

opraHuM3aLnoHHble, KafpoBble, PMHAHCOBLIE, MaTepUabHO-TEXHUYECKNE U NHbIe MepPONpUAaTUS, KOTOpbIEe
Heobxoanmo 6yLeT NPOBECTM B CBA3W C NMPUHATUEM HOPMATUBHOIO JOKYMEHTa;

nepeyeHb paHee u3gaHHblx JIHA, nofanexallmx OTMEHE B CBA3M C U34aHNEM HOBOMO HOPMaTUBHOIO
LOKYMEHTa;

npeanaraemblin CPok ANa pa3paboTky NPOeKTa HOPMATUBHOIO AOKYMEHTA.

3.8. CornacoBaHme npoekToB JIHA oCyLLECTBNSETCS B COOTBETCTBUN C NyHKTamMn 4.1 - 4.13 MNpumepHon
NHCTPYKLUMK,

3.9. JIHA yTBep>KAaeTcs NpuKa3oM pyKOBOAUTENS, eC/I OLHOBPEMEHHO C YTBEPXAEHNEM HOPMATUBHOIO
LOKYMEHTa HeobxoAnMo NPUHATE Mepbl OPraHM3aLUMOHHOro, MUHAHCOBOr0, TEXHUYECKOr0, KaApPOoBOro Uu
MHOI0 XapakTepa 1 AaTb COOTBETCTBYIOLLME MNOPYHEHNS PYKOBOAUTENAM CTPYKTYPHbIX NOAPa3AeNeHnA niu
NHbIM pabOTHNKAM OpraHn3aunm, a TakXKe eciv HeobXoANMO BHECTW N3MEHEHMWS WU NPU3HATD
YyTPaTUBLUUMW CUNY paHee yTBepXKaeHHble JIHA.

3.10. 3meHeHus B JIHA n oTMeHa JIHA ohopMIAIOTCS NMPUKA30M PYKOBOAMTESSA OpraHu3aLmm nam NHoro
LOJ/DKHOCTHOMO LA, MPpMHUMaBLLero peweHmne o6 yteepxxaeHunm JIHA.

N3meHeHus B JIHA n oTmeHa JIHA, yTBep)KAeHHble HenocpeaCcTBEHHO COOCTBEHHOPYYHOW MOANUCHI0
PYKOBOAUTENSA OPraHn3aum nav MHOro ynoJIHOMOYEHHOro UM LLOJIKHOCTHOIO INLa B rpude yTBep)XAeHuS,
BHOCATCS NPUKa30M, N3LaBaeMblM PYKOBOAUTENIEM OpraHu3auny Ui UHbIM YNOJIHOMOYEHHbIM M
LOJDKHOCTHBIM JINLLOM.

3.11. B TekcTe npukasa 06 yTBep)KAEHUN, N3MEHEHNUN U oTMeHe JTHA ncnonb3yoTca hopMyInpoBKM:
npw yTeepxxaeHun Hosoro JIHA: "YTBepauTh (Ha3saHue JIHA)" unn "YTBepauTh (Ha3saHwe JIHA) u BBeCTU B
aencreue ¢ (gata)". Hanpumep:

1. YTBepaunThb losI0XKeHNe 0 NOKaJIbHbIX HOPMATUBHbIX aKTaxX opraHu3aunn.
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nnu:
1. YTBepanThb LUTaTHOE OpraHm3auun Ha 2018 rog v BBeCTU ero B fencteue ¢ 1 aHBaps 2018 r.
(MpunoxeHwne).

npv BHECEHUMN U3MEHEHWIN B paHee yTBepXAeHHbIN JIHA: "BHeCTun nsmeHeHus B (HassaHue JIHA).
Hanpumep:

1. BHecTun cnepytowme n3meHenms B LUtaTHoe pacnncanme Ha 2018 rog, yTBep)XaeHHoe npukasom ObBY
"HammeHoBaHMe opraHusaummn" ot 25 gekabps 2017 r. Ne 345: ...

npu oTMeHe paHee yTBepxaeHHoro JIHA: "Mpu3HaTb yTpaTuBwmum cuiy (HassaHue JIHA), yTBepXOeHHOe
...". Hanpumep:

4. Mpu3HaTb yTpaTuBLLUM cuay NoNoxXeHne 0 HEHOPMUPOBAHHOM paboyeM AHe, yTBepPXKLEHHOE NpuKa3oM
®BY "HammeHoBaHMe opraHusauun” ot 15 tespansg 2015 . Ne 22,

3.12. OcHOBHbIMU pekBu3uTamu JIHA ABNAIOTCA: HAMMEHOBaHKe opraHu3auny, HauMeHoBaHue B1aa
LOKYMEHTa 1 3aroJioBOK K TEKCTY, COCTaBAAOLINE OAHO Lesioe, rpud yTBepXXAeHUsA, MecTo n3gaHns
LLOKYMEHTa.

Ecnn npoekT JIHA ABAAeTCS MHOMOCTPAHUYHBLIM U K HEMY 0POPMAAETCA TUTYIbHBIN JINCT, YKa3aHHbIE Bbille
PEKBM3UTbI pa3MeLLaloTCA Ha TUTYJIbHOM JINCTE.

3.13. HdopmaLuma cnpaBoYHOro xapakTepa (rpadukm, cxembl, Tabnuubl, HopMbl JOKYMEHTOB)
0ohopMASETCS B BUAE NpuioxXeHun K JIHA.

Ha npunoxeHusx K JIHA opopmMnsaeTcsa pekBM3nT "0TMETKa O NPUIoXKeHUN" B COOTBETCTBUN C MYHKTOM
2.44 TIpUMEPHON UHCTPYKLMN.

3.14. JIHA BcTynaeT B CUJy B CPOK, YKa3aHHbIN B MPUKa3se, KOTOPbIM yTBepxaeH JIHA, niu ¢ fathbl
yTBepxaeHusa JIHA.

3.15. PacnopaguTenibHble LOKYMEHTbI OpraHm3aumm n3gatTca B opMe NpUKasoB 1 pacnopsXKeHUN.
PekomeHayemble 06pa3Lbl 0hOpMAESHNS NprKasa U pacnopsxxeHuns (npunoxeHus Ne 2, 3).

MpuKa3bl N30at0TCA B LeNSX 0QOPMJIEHNS PELLEHWNIA:

HOPMaTMBHOIO XapakTepa (ecnu npukasom yTeepxaetcsa JIHA nav npuHuMaeTcs pelleHue
OpraHM3aLnoHHOro xapakTepa, Hanpumep, Nprkas ob yTBepXXAEeHUN CTPYKTYPbI U LUTAaTHOW YNCSIEHHOCTM
opraHusauun);

OpraHn3aunoHHOro, agMMHUCTPATUBHOIO, B TOM YMCe ONepaTUBHOrO XapakTepa No BONpoCcaM OCHOBHOM
LeATeNIbHOCTN OpraHu3aLmm.

3.16. MpoeKTbl NPMKa30B N0 OCHOBHOW AEATENLHOCTY FOTOBSAT CTPYKTYPHbIE NOAPA3AeeHUs OpraHn3aLnm
Ha OCHOBaHWW NOPYYeHWI PyKOBOACTBa MO0 B MHULMATUBHOM nopsfke. OTBETCTBEHHOCTb 3a
KayeCTBEHHY!0 MOArOTOBKY MPOeKTa nprkKasa, corjiacoBaHue v rnpasuabHoe 0popMJIeHNe NpoeKkTa HeceT
pykoBoAUTENb NoApa3aesieHns, KOTOpPbIA FOTOBMT NPOEKT Mpukasa 1 npeacTaBaseT ero Ha NoANUCh.
3.17. KOHTPOJb 32 NPaBUJIbHOCTbLI 0hOPMJIIEHNS NMPOEKTOB NPUKa30B ocyulecTenseT Cnyxba
Llenonpou3BoACTBa OpraHm3auunu.

3.18. MNpwuka3sbl, N3gaBaeMble B OpraHM3aUnmn, He OO/KHbI MPOTUBOPEYNTL 3aKOHOA4AaTENLCTBY Poccunckom
®epepaumm, YCTaBy opraHm3aumnu, J0KaJibHbIM HOPMaTUBHBIM akTaM OpraHu3aumnm u paHee N3faHHbIM
nprvkKasam opraHum3auuu.

3.19. MNpukasbl N0 OCHOBHOWN AEATENbHOCTN U3[AL0TCS:

BO UCMOJIHEHME HOPMATMBHbIX NPABOBbIX aKTOB OPraHOB roCyAapCTBEHHOM BAACTU U BbILLECTOALLNX
opraHunsauunm;,

B LLeN1aX OCYyLLeCTBAEHNS YNpaBAEeHYeCKON AeATENbHOCTY, BbITEKaloWwen N3 yHKLMIA 1 3aaad
opraHusauuu.

3.20. MNpukasbl N0 OCHOBHOWN AEATENLHOCTU COCTABAATCA Ha OCHOBE TLLATEIbHOIO 1 BCECTOPOHHErO
13y4eHnsa Bonpocos, TpebyloLmx paspeLleHmns, 4Tobbl cofepxallnecs B npukasax nopyyeHus 6oiau
KOHKpeTHbIMU, obecneynBanncb SOCTAaTOYHbIMY MaTePUasibHO-TEXHUYECKMUN 1 (DUHAHCOBLIMW CPEACTBaMU
1 B OaJibHEMLLEM UCKII0YaIM HEOBXOANMOCTL KOPPEKTUPOBKM NPUHATLIX PELLEHNI B CBA3M C HEMOJHOTOM
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nnn HepopaboTKoW NpeabIAyLLEro NpuKasa.

3.21. Mpuka3sbl opraHu3aumm opopMasfloTca Ha 6naHke Nprkasa C NCNOJIb30BAHNEM CNIEAYIOLLNX
PEKBM3MTOB: fAaTa AOKYMEHTa, PErmcTpaLNoHHbIA HOMEP AOKYMEHTa, 3aro/jloBOK K TEKCTY, TEKCT, MOAMUCD.
[laTa 1 perncTpaumoHHbIN HOMEP NprKasa NPoCTaBAATCA Nocse NOANUCAHNS NPUKa3a PyKOBOAMTENEM
opraHusauuu.

3.22. 3arofI0BOK K MpuKa3sy nevyaTaeTcs Yepes 04nH MeXCTPOYHbIA NHTEPBA Mo pekBu3nTaMm bnaHka
CneBa OT rpaHuLbl NeBoro nosis. ToYka B KOHLLE 3arojloBKa He CTaBUTCA. 3aroJioBOK K NpuKasy
opmynnpyeTca ¢ npeasiorom "o" ("06"), KpaTKO 1 TOYHO OTParkas COAEP)KaHNe TEKCTa NpuKasa.
Hanpumep:

06 yTBEpXAeHUN NHCTPYKLMM NO AeN0npon3BOACTBY;

O nopagke UHAHCMPOBAHMA PEKIAMHON KaMNaHuw;

O co3faHun 3KCNEePTHON KOMUCCUN.

3.23. TeKCT nprKasa COCTOUT U3 ABYX YacTen: 06ocHoBaHWS (Npeambybl) 1 pacnopsaanTensHOR YacTu. B
060CHOBaHNM YKa3blBaeTCA OCHOBaHME, NPUYMHa WK LeNb U34aHNS OKYMeHTa. Hanpumep:

B cooTBeTCTBUM C MPMKa3oM MUHUCTEPCTBA CBA3MN N MaCCOBbIX KOMMYHUKaUNA 0T 25 aekabps 2014 r. Ne
1494 "06 yTBepxaeHun Mpaenn obMeHa JOKYMEHTaMU B 3/1EKTPOHHOM BMAE MPU OpraHM3aumm
MHOPMaLMOHHOIO B3anMoaencTensa" ...

B uensax opraHmsaumm n nposeneHns paboTel N0 3KCNEPTU3E LEHHOCTU AOKYMEHTOB, 00pa3yoLNXCS B
LeATEeNbHOCTY oOpraHn3auun, n otbopy nx Ans nepedayn Ha XpaHeHne B apxmB OpraHu3aLmm u K
YHUYTOXEHMNIO ...

3.24. PacnopsiauTesnbHas 4acTb NpuUKasa HavymMHaeTCs CJI0BOM "NnpukasblBato”, KOTOpoe rnevyaTaeTcs
CTPOYHbIMY ByKBaMU BPa3psaLKy.

PacnopsaguTesibHas 4acTb MOXET COAEPXKaTb:

peLueHns opraH1M3aLoHHOro XxapakTepa (yTBepamnTb, Co34aTh, Npeobpa3oBaTb, MMKBUANPOBATL, MPU3HATH
yTPaTUBLUUM CUNTY);

KOHKPETHbIEe Nopy4YeHUs C yKa3aHUeM UCNOSHUTENS (MCNONHUTENEeN) N CPOKOB X BbIMOHEHNS.

3.25. Kaxxpgoe pelueHune (nopy4eHune) ohopMaseTCa B NpUKase Kak 0TAENbHbIA NYHKT. MyHKTblI NpUKasa
pacnosiaraloTCs B IOMMKO-BPEMEHHON NOCNEA0BATENbHOCTY N HYMepyoTCa apabckumun ungpamu. Ecam
nopyvyeHue faeTcs KOHKPETHOMY noApa3AesfieHnto, ero HaMeHoBaHue NULIeTCcs NOMHOCTbLIO, B CKobKax
YKa3blBaAOTCA (haMUANS U MHUL MBI PYKOBOAUTENA NoApa3fesieHns B UMEHUTENbHOM najgexxe. Hanpumep:
... IpUKa3bIBalo:

1. YyebHo-meToanyeckomy otaeny (Pamunus N.0.) kK 01.11.2017 noaAroToBUTb M NPEACTaBUTb Ha
yTBEpXIeHMe nnaH yyebHo-meToamyeckomn paboTbl Ha 2018 rog.

Ecnn nopyyeHne faeTcs KOHKPETHOMY UCMOSIHATENIO, Ero A0/DKHOCTL U haMuans yKkasbiBatoTcst 6e3 ckobok
B AaTesIbHOM nanexe. Hanpumep:

3. FnaBHoMy Byxrantepy (®Pammnus U.0.) NoAroTOBUTL U NPEACTaBUTb Ha PacCMOTPEHME N YyTBEPXKAEHME
CMeTy KOMaHAMPOBOYHbIX pacxonos Ha 2018 rog B cpok no 30.11.2017.

MpenanncoiBaeMoe OeCTBME BbipaXaeTCs r1arosioM B HeonpeaeeHHon opme. He gonyckaeTcs
ynoTpebnsaTb HEKOHKPETHbIE BbipaXXeHns Tuna "ycunnte", "yckoputs", "obecneynTs B KpaTHanLlne cpoku"”.
Ecnn ogHOMY ncnonHUTEeNto HeobxoAnMO NOPYYNTb HECKONBbKO Pa3HbIX 3a4aHWIA C OAHMM CPOKOM
BbINOJSIHEHNSA, OTBETCTBEHHbIN UCNOAHUTENb U CPOK UCMONHEHNS YKa3biBAlOTCS OANH pa3 B OCHOBHOM
NyHKTE, @ NOpYYeHWs BbIAENA0TCA B OTAESbHbIE NOAMNYHKTbI. ECIM Yy NOpyYeHUin pa3Hble CPOKU
NCNONHEHUS, CPOKMN YKa3biBalOTCA HE B OCHOBHOM MYHKTE, a B KaXXAOM MOAMYHKTE.

CpoK McnonHeHus fomkeH BbiTb peasibHbIM, COOTBETCTBOBaThL 06beMy npeanonaraemMbix paboT. Mpu
YCTaHOBJIEHNWN CPOKa C/IeAyeT yYNTbIBaTb BPEMSA AOBEAEHUSA LOKYMEHTA [0 KOHKPETHbIX UCMONHUTENEN.
CpOK MCMOMHEHUS B MYHKTaX pacnopsanTenbHON YacTu NPMKa3a He yKa3blBaeTCs B Cy4asx, ecau
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LeiCTBUSA HOCAT pPeryfspHbIA XapakTep v WX BbiNOAHEHWE NpeannCbiBaeTCA Ha BECb NepUoL, AencTBuS
npvkasa. KonmyecTtBo NCNONHUTENEN MO KaXKA0MY MYHKTY (MOAMNYHKTY) He OrpaHuyYnBaeTCs.
OTBETCTBEHHbIN UCMOAHUTESb YKa3bIBAETCA MNEPBLIM.

Ecnv npuKas oTMeHseT NOJHOCTLIO UM YaCTUYHO paHee n3haHHble LOKYMEHTbI MO TOMY e BOMpocCy, TO B
npeanocnegHeM NyHKTe npurkasa HeobxoamMMo nx NepevyncanTb C yKka3aHMeM HaMeHOBaHUS LOKYMEHTa,
ero faThl, HOMepa, 3arososka. Hanpumep:

4. Mpu3HaTb yTpaTMBLUUM CUAY NPUKa3 opraHu3auum oT 5 aBrycta 2010 r. Ne 175 "O6 yTBepXAEHUN
DKCMEePTHOWM KOMUCCUW OpraHm3aummn.

MocnenHWn NYHKT NpuKasa - NYHKT 0 KOHTPOJ1e, B HEM YKa3bIBAlOTCHA LOJKHOCTb INLa, OTBETCTBEHHOM O 3a
NCMNOJIHEHNE OOKYMEHTa B LIeJIOM, ero haMuans n nHnuumansl. Hanpumep:

4. KOHTPOJIb 32 NCMONHEHNEM NPUKa3a BO3JIaraeTca Ha 3aMeCTUTEeNA reHepasibHoro gupektopa ®ammnung
n.0.

B oTAenbHbIX CnyYasx PyKOBOAUTESb OpraHmn3aLnm MOXeT 0CTaBUTb KOHTPOJIb 3a Cobo:

KOHTPOMb 3@ MCNOSHEHWEM MPUKa3a 0CTaBA 3a coboi.

3.26. He BKto4aeTCa B TEKCT NpuKasa NyHKT "lMprka3 foBecTn L0 cBeaeHus ..."

Moapa3feneHns n [OHKHOCTHbIE MLA, A0 CBEAEHNS KOTOPbIX HEOHX0ANMO [OBECTY NPUKa3,
nepeyncnaTCca B ykasatene (ncTe, CNNCKe) pacchbinkn, KOTOPbIA FOTOBUTCA UCMOSHUTENEM U MOXET
oopMNATLCS Ha 060POTHON CTOPOHE NOCNeLHEro MCTa NprKasa.

3.27. B nprKa3sax He fonyCKaeTcs:

M3MeHeHne paHee YCTaHOBJ/IEHHbIX CPOKOB BbINOJIHEHWSA 3a4aHWUIA B CTOPOHY UX YBEINYEHNUS;

NpYMeHEeHne NPon3BOJIbHbIX COKPALLEHUI UM UCKaXKEHNE HaVMEeHOBaHWI CTPYKTYPHbIX NoApa3aeneHuni
opraHu3auuii, NoABeLOMCTBEHHbLIX OpraHu3auni-uCcnosHuTeNnen;

NpUMeHeHne NPOn3BOJIbHbIX (He 0BLWEenPUHATBLIX) TEXHUYECKUX U APYTUX TEPMUHOB, COKPALLEHHbIX C/10B U
HaMMeHOBaHWN.

3.28. MNpu HaNU4MmM NPUNOXKEHUIN B TEKCTE NPUKa3a B COOTBETCTBYHOLLNX MyHKTax pacnopaanTensHon
4acTy JalTCA OTChIIKN: ... (NpunoxeHue Ne 1); ... (NnpunoxeHue Ne 2); ... "cornacHo NpuyioxeHu", Ha
NPUII0OXKEHUN 0hOPMIISETCA OTMETKA O NMPUIOXKEHWNN:

MpunoxeHue Ne 1

K npukasy ®bY "HanmeHoBaHue

opraHusauum”

o7 12.11.2017 Ne 215

Vi3paHue BMecTe C NPUKa30M NPUIOXKEHNIA, HE YNOMSAHYTHIX B TEKCTE LOKYMEHTa, He [onyCcKaeTCs.

EC/i DOKYMEHT, YTBEPXKAEHHbIN MNPUKa3oM, BNOCAeACTBMN LENCTBYET B BUAE CAMOCTOATENIbHOIO
LLOKYMeHTa, Ha NepBOM JINCTE LOKYMEHTa B BEPXHEM MPaBOM Yriy MPoCTaBSETCA rpud yTBepXAeHus
(npy HeobXxoAMMOCTH, - C yKa3aHneM HoMepa NpUIoXeHus), HanpuMep:

NHcTpyKuma YTBEPXKOEHA

npukasom OBY "HanMmeHoBaHue

opraHusauum”

07 22.01.2017 Ne 5

3.29. PacnopshkeHns ohopMasIOTCA N0 TEM Xe npasBuiaM, 4To U NpUKasbl, 38 UCKAIOYEHNEM TOro, YTo B
KOHLe npeambysibl CTaBUTCA ABOETOYME, NOC/IE Yero CIeAyI0T NYHKThl pacnopsaAnTeNbHOW YacTu.
Hanpumep:

B uenax ucnonHeHus npukasa ®bY "HanmeHoBaHMe opraHm3aumm” ot 22 aBrycta 2017 r. "O6 opraHunsauun
N NPOBeAEeHNN KOHKYpCa "Jlyqywimnin cekpeTapb kKomnaHum - 2017":

1. PykoBoanTensaM yrnpaBaeHun, oTaenos n nabopatopuin B Cpok 8o 10 ceHTabpa 2017 r. npeacTaBuTh
CBOW MpensioXeHna 0 KaHAMaaTypax cekpeTapen 1 Lenonpon3soauTeNien 4na y4acTus B KOHKypce.

2. ...

Pacnops»keHns MoryT He nmeTb npeaMbybl.
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3.30. Jo npeacTaBaeHns Ha NOANUCb NPOEKT NprKa3a (pacnops»KeHus) CornacoBbIBaeTCs C
3aMHTEPeCcoBaHHbIMU NNLAMK B COOTBETCTBUM C NYHKTaMmn 4.1 - 4.11 MNpuMepHON NHCTPYKLMUK.

3.31. Mpuka3 nognucbIBaeT PYKOBOAUTENb OPraHM3aLnmy Nan anLo, UcnosiHsawee ero 06893aHHOCTHN.
Pacnops»xeHme NoanncCbiBaeTCA PYKOBOAUTENEM WU/UAN NHBIMW YNOJHOMOYEHHBIMW UM INLLAMNA.

3.32. Konnun nprka3oB (pacnopsXeHuin) paccolialoTcs B COOTBETCTBUU C yKa3aTeseM (IMCTOM, CIIUCKOM)
paccoblSiKu,

DNEeKTPOHHAas KOMMUs NprKasa pa3MeLLaeTcs B COOTBETCTBYoWen 6a3e AaHHbIX CI nam Ha
KoprnopaTMBHOM MopTane opraHm3aunmn B cetn "NHTepHeT".

3.33. lNpwu ohopMaeHnn NprKasa, N34aBaeMoro COBMECTHO C APYyron opraHu3aunen:

6naHK He ncnosb3yeTcs;

HaVMeHOBaHWS OpraHu3aLnii NevyaTalTCa Ha O4HOM YPOBHE;

HanMeHoBaHve Bnaa AokyMmeHTa (MPUKA3) pacnonaraeTcs no LEeHTpy.

[laTon COBMEeCTHOro Npukasa ABAdeTCs faTa NpPoCTaBieHnsa NocaeaHen Noanncn Ha LOKyMeHTe.
PerncTpaunoHHbIn HOMep COBMECTHOI0 NpuKasa COCTOUT U3 PerncTpaunoHHbIX HOMEPOB, NPUCBOEHHbIX
Ka)KZO0MN 13 OpraHmn3aumni n NpocTaBASEMbIX Yepe3 KOCYI0 YepTy B NOPSAKE yKa3aHns opraHu3aunm -
aBTOPOB AOKYMEHTa.

TekCT COBMEeCTHOro nprkasa n3naraeTcs oT NepBoro AnLa MHOXXEeCTBEHHOro Yncna ("npukasbsisaem"),
NoANNCU PYKOBOLAMTENIEN OpraHn3aLmili pacnosiaraloTca Ha O4HOM YpOBHe CjleBa 1 CripaBa.

3.34. [leaTenbHOCTb MO COBMECTHOMN BbipaboTKe pelleHnin Ha 3acejlaHnsaX COBETOB, KOMUCCUIA, COBELLAHUAX
ohopMISETCA NPOTOKONAMM.

MPOTOKOJ COCTaBAARTCS HA OCHOBAHUN AUKTOMOHHbIX (PYKOMMUCHBIX) 3anncen, Npon3BeleHHbIX BO BpeMs
3acefaHuns, npefcTaB/eHHbIX TE31COB LOKNAL0B U BbICTYMNAEHUNA, CIPaBOK, MPOEKTOB peLleHnn
(mocTaHoBNEHMI).

MpoToKoN 0hOPMAAETCA B TEHEHME OAHOMO-TPEX AHEN NOoC/e NPOBefEeHUS 3aCeaHns, eCn CPOKMN ero
NOArOTOBKMN He OrOBOPEHbI 0C000.

3.35. PekB/3MTaMmM NpoTOKOJIa ABNAIOTCA: HAMMEHOBaHWE OpraHM3auumn, HaMMeHoBaHve Buaa OOKYMEHTa,
3aro/0BOK K TEKCTY, AaTa U MecTo 3acefaHuns, perncTpaumnoHHbI HOMep NPOTOKONA, TEKCT, NOAMMUCHK,
3.36. 3aroJIoBOK K TEKCTY MNPOTOKOa OTBEYAET Ha BOMPOC "4ero?" n COOepXXUT yKasaHme nogpasaeseHms
WUnW opraHa, AedATesIbHOCTb KOTOPOro NpoToKoMpyeTca. Hanpumep:

NPOTOKOJ 3aceaHnsa aTTeCcTaunoHHON KOMUCCUM

NPOTOKON 3aCefaHna HayYHO-MEeTOANYECKON KOMUCCUN.

[laTon NpoToKoNa ABASETCA AaTa 3acefaHns. Ecam 3acefaHne npofoKaeTCcs HECKObKO AHeN,
yKa3blBaeTCa faTa Havyasla 3acefaHmnsa 1 yepes Tupe - gaTta okKoHYaHus: 12 - 13 mas 2018 r.

3.37. TekCT NpoTOKONa LO/KEH COCTOATH U3 ABYX YacTel: BBOAHOW M OCHOBHOW. B BBOAHOW YacTu
NPOTOKOJIa YKa3blBaloTCs haMuamm npeacenatens (MpeacefaTensCTBYOWErO); cekpeTaps; hamunnm
YYaCTHUMKOB, MPUCYTCTBYIOLMX Ha 3acefaHunn; nL, NpuUrialleHHblX Ha 3aceflaHune; noBecTka AHS.

Ecnn KonM4ecTBO NPUCYTCTBYOWMX Ha 3acefaHum npesbilwaeT 15 4enosek, B BBOAHON YacTy NPOTOKONA
LlenaeTcs CCblJIKa Ha CNUCOK, ABASIOWNACA HEOTbeMJIEMOW HYaCcTbIo NPOTOKoa. Hanpumep:
MpucyTcTBOBaAN: 25 Yen. (CANCOK NpuiaraeTcs).

BBOZHasA 4acTb MPOTOKO1A 3aKaH4YMBAETCA NOBECTKON AHA, cofepiKalleln nepeyeHb pacCMaTpMBaeMblX
BOMPOCOB, NEPEYUCIEHHbIX B MOPAAKe UX 06CYXAEHUS C YKa3aHWeM JOoKNafuMKa Nno Kaaomy
paccMaTpuBaemMoMy BoMnpocy. Bonpockl noBecTky AHSA hopMynunpytoTcsa ¢ npeasiorom "o" ("06"),
neYyaTalTCA OT rpaHMLbl N1EBOr0 NOAA Y HYMepYyTCs apabCckuMmm uugpamu.

B 0OCHOBHOI YaCcTu NPOTOKONa MKCMPYETCSA X0 3acedaHuns.

3.38. MoNHbIN NPOTOKOJT COAEPXKUT 3aNnChb TOr0, YTO MPOUCXOAMWIIO BO BPEMSA 3aceflaHuns, BKJIK04Yas BOMPOCH
K LOKNaA4YuMKy, OTBETbI Ha HMX, BLICTYMNJIEHUS B X04e 00CyXAeHNs BONPOCa, pe3y/ibTaTbl FOJI0COBAHUSA NO
BOMPOCY U MPUHSATbIE peLleHns. PekomeHayeMmebln 06paseL, 0hopMaEHNS NOHOrO NPOTOKOMA (MPUIOXKEHNE
Ne 4).
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KpaTKue npoToKOJbl BEAYTCSA NPW PaCCMOTPEHUN BONPOCOB ONEpPaTMBHOIro XxapakTepa. PekoMeHayeMblIi
obpaseL oopMSIeHNs KpaTKOro NpoTokona (NpunoxeHue Ne 5). B KpaTKOM NpOTOKOJIE UKCMPYETCA TeEMa
obcyxaeHuns, hamnang oKNaaymnKa no BOMPoCy U NPUHATLIE PELLEHUS.

3.39. OCHOBHas 4aCTb MOJIHOrO NPOTOKOJIA COCTOUT U3 Pa3fesoB, NOCBALWEHHbIX BOMPOCaM NOBECTKU OHS.
Xo paccMOTpEeHMsa Ka)kgoro Bornpoca 3anucbiBaeTcs B nocnegosatenbHocTn: CJIYLWANN - BbICTYMNAJIN -
PELLININA.

MocTaHoBMIEHUE (peLleHe) B TEKCT NPOTOKOJIa BHOCUTCS MOJIHOCTbIO B TOW hOPMYAMPOBKE, KoTopas bbina
NpUHSATa Ha 3acegaHun; Npyu HeobxoANMMOCTY NPUBOASATCS UTOMM FON0COBaHMA: "3a - ..., MPOTUB - ...,
BO34epxanoch - ...".

3.40. MpoToKOA 3acefaHns NOANUCLIBAETCA NpeacenaTesieM (NpeacenaTensCTBYIOWNM) U CEKpeTapeM
3acefllaHuna, ecsiv NHoe He ycTaHoBJieHo JTHA.

3.41. Mpun HeEO6XOAMMOCTM KOMMM NPOTOKOIOB UM BbIMNCKMW M3 MPOTOKOJIOB pacChlNaloTCs
3aMHTEpPeCcoBaHHbLIM MLLAaM B 3/IEKTPOHHOM BMAE B COOTBETCTBMM C YKa3aTesleM pPacChblIKU.

B BbINMCKE U3 NPOTOKOJIa 4OJIKHbI BOCAPOU3BOANTLCA BCE PEKBU3UTbLI 3aroJIOBOYHON YacTu NPOTOKONA,
BBOZHas 4acCTb, BOMPOC MOBECTKW AHS, MO KOTOPOMY FrOTOBMTCS BbIMUCKA, W TEKCT, OTPaXKatoLwui
obcyxeHune BoNpoca 1 NPUHATOE PeLLEHMe.

3.42. lenosoe (cny>kebHoe) MNCbMO rOTOBMTCS Ha 61aHKe nucbMa. Mpy CoCcTaBeHUN NMCeM 0DOPMASAIOTCS
PEKBU3NTLI: aApecaT, 3aroJIoBOK K TEKCTY, TEKCT, MOANUCL, OTMETKa 06 CNONHNTeNE, B HEOBX0AUMBIX
CNnyvyasx - OTMETKa 0 NpuiaoXxeHun. PekomeHayeMbln obpasel, ohopMaeHns AenoBoro Nncbma
(mpunoxxeHne Ne 6).

3.43. ECnm NUCbMO SIBNSIETCA OTBETOM Ha NMOCTYMMBLUMIA 3aNpoC Uan NpockOy, 3anoSIHAETCS PEKBU3UT
"CCblJIKa Ha PermcTpaLmoHHbIN HOMEP 1 AaTy NOCTYNMBLLIEro Nucbma".

HavmeHoBaHMe BuAaa AOKyMeHTa ("Mncbmo") U pa3HOBMAHOCTL NUCbMa (Hanpumep, "npockba”,
"MHopMaLmoHHoe", "conpoBoanTensHoe", "3anpoc”, "HanoMUHaHKne") B 4efoBbIX (CyXebHbIX) NMncbMax
He yKa3blBaloTCA.

Ecnn nncbMo HanpaBnseTcs afpecaTy Mo 3NEKTPOHHOM MoYTe UK no gakcy 6e3 foChbIKK MO NOYTE,
BMECTO MOYTOBOr0 agpeca yKa3blBaeTCs afpec 3NeKTPOHHOM NoYThl Uan HoMep TenedoHa-hakca.

3.44. lenoBoe (cny>xebHoe) NMNCbMO A0JKHO BbITb MOCBALLEHO 0AHOMY Bomnpocy. Ecnin Heobxoanmo
0bpaTnTbCS B OpraHn3aLmio 0GHOBPEMEHHO MO HECKOJ/IbKM BOMPOCaM, PEKOMEHAYETCA COCTaBUTb
OTAENbHOE MUCbMO MO KaXKA0MY U3 HUX.

MMcbMO MOXXET KacaTbCA HECKOJIbKUX BOMPOCOB, €C/IN OHW B3aUMOCBSA3aHbI.

3.45. B ogHOM NncbMe He J0J/KHO bbiTb Bonee YeThipex agpecaTos, Npyu 3TOM OCHOBHOWM aJpecaT
YyKa3blBaeTCsa NepBbIM, 0OCTajlbHbIM agpecaTam NnuCbMO HanpaBaseTcs Oas CBeLeHUs.

Mpy HeobxoANMMOCTN HanpaBuTb NNCbMO BO/bLIEMY KOMYECTBY aApecaToB, FOTOBUTCS CANCOK PacCbikiy,
1 NCbMa PacChblIAloTCs MO CNUCKY.

3.46. Mpun cocTaBNeHNN OENOBbIX MUCEM UCMONb3YeTCSH BCTYNUTEIbHOE obpalleHne 1 3aK/lo4nTesbHas
3TUKETHas hpa3a B COOTBETCTBUM C MYHKTOM 2.43 MNpUMEPHOA NHCTPYKL MW,

3.47. TekCT NnUcbMa nU3naraeTcs:

0T 1-ro fiMua MHOXXeCTBEHHOIro Yyncaa ("npocum ...", "npepnaraem ...

, "HanoMuHaem ...");
OT 3-ro Jiuua egUHCTBEHHOr 0 Ynucna ("npeanpusatre CYUTAET BO3MOXKHbLIM ..."
BO3MOXXHOCTbI0 ...");

OT 1-ro fMua eaAnHCTBEHHOro Yucna ("npowy ...", "npegnarato ..."), ecam NncbMo 0hopMASETCH Ha
LO/MKHOCTHOM BnaHKe.

3.48. Ecnm npoekT genoBoro (ciy>xebHoro) nMcbMa HamnpaBaseTcd agpecaTy Mo NoYTe, NPOEKT FOTOBUTCS B
ABYX 3K3eMnaspax: 04UH 3K3eMnasp oopMaseTcs Ha bnaHke, BTOPOW 3K3eMNnsAp, NpeaHasHayYeHHbIA Ans
BM3MPOBaHWA) - Ha CTaHAAPTHbLIX ANCTax Bymarn.

[lenoBoe (cny>xebHoe) NCbMO [0 NpeacTaBiieHns Ha NOAMNUCH [O0/XKHO BbiTb COrnacoBaHo (3aBM3MPOBAHO)

CO BCEMWU 3anHTEepeCOoBaHHbIMU NNLaMI. CornacoBaHue (BVI3I/IpOBaHI/Ie) OenoBbIX nNnceMm NpoBoanTCA B

, "MHCTUTYT He pacronaraeT
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COOTBETCTBUM C NyHKTamun 4.1 - 4.11 MpruMEpPHON UHCTPYKLMN.

3.49. [lenoBoe (cny>xebHoe) NNCbMO MNOANMUCLIBAETCS PYKOBOAUTENEM OpraHM3aLnmy Nan NHbIM
YNOJIHOMOYEHHbIM UM NIMLLOM. MNoanncaHHoe fenosoe (Cny)xebHoe) NMMCbMO NOANEXUT perncTpauumn un
oTrnpaBke.

He ponyckaeTcs oTnpaBasaTh afgpecaTaM NMUCbMa, He umeroLe fathl U perncTpaLnoHHOro Homepa.

3.50. Mocne nognucaHns NMCbMa W ero perncTpaunm 3K3emnasap NMcbMa C BU3aMn 3aUHTEpPEeCOBaHHbIX UL
nomeLLaeTcs B Aeno.

3.51. AKTbl COCTaBNAKTCA Ha OCHOBE YTBEPXAEHHbIX OpraHamMun BAACTN YHUPULNPOBAHHBLIX (hOPM UK B
cBoboHOM hopMe B LieNiAX NOATBEPKAEHNS DAaKTOB, CBA3aHHbIX C AeATENIbHOCTbIO OpraHn3auunm.
PekomeHayeMbit 0bpa3zel, opopmaeHuns akTa (npunoxxexHme Ne 7).

3.52. Mpn coCcTaBNIeEHNN aKTOB UCMOJIb3YIOTCA PEKBM3NTLI: HAMMEHOBaHMWe OpraHn3aumn; HamMeHoBaHne
BMAa AOKYMEHTA; AaTa AOKYMEHTa; PerncTpaLMOHHbIA HOMEP AOKYMEeHTa; MECTO COCTaBAEHUS Un
N30aHNs LOKYMEHTA; 3arofloBOK K TEKCTY; MOAMMUCh.

3.53. JaTon aKTa fBNSeTCS AaTa COCTaBleHNS akTa U NOAMUCAHNS ero COCTaBUTENSMMU.

Ecnn dhopmon akTa npeayCMOTPEHO ero yTBEPXXAEHNE PYyKOBOANTENEM OpraHn3aLny Nan NHbIM
YNOJIHOMOYEHHbIM AO/KHOCTHbLIM JIMLIOM, 0aTON akTa ABNSETCS AaTa ero yTBepXaeHus.

3.54. B BBOAHOW 4aCTW aKTa B UIMEHUTENbHOM NajeXXe YKa3blBaloTCA:

OCHOBa@HMWe COCTaB/IEHNS aKTa (JIOKaJbHbIA HOPMATUBHBLIN aKT);

pacrnopsanTeNbHbIN AOKYMEHT OpraHnsaumm (Nprkas, pacnopskeHune); akT nam cobbiTue, NOCNyXuBLLEE
OCHOBaHMEM A1 COCTaBeHMA aKTa);

COCTaBMTENN aKTa (nepeymncnsaoTcs nocne cnosa "CocTassieH" C yKaszaHMeM OOJHKHOCTEN, HaMMeHOBaHUN
OpraHu3auuin, ecnn cCoCcTaBUTENN SBAAIOTCA NPeACTaBUTENSIMU APYrON opraHnsaumm, GamMmmnamm un
NHULMNANOB).

Ecnn aKT cocTaBneH KOMUCCKUEN, NEPBON YKa3bliBaeTCa haMunns npegcegaTenss KOMUMCCMKM, 3aTEM Y/1EHOB
KOMUCCUW B anhaBUTHOM MopsigKe.

3.55. B TeKkCTe aKTa M3naratoTcs Lean 1 3agavn CoCTaB/IEHMA aKTa, CYLLHOCTb, XapakTep, MeTogbl 1 CPOKK
npogenaHHon paboTbl, ee pe3ysbTaThl.

Mpy HeobX0ANMMOCTN aKT MOXXET COZlep)KaTb BbIBOAbI U PEKOMEHAALMN.

B 3aKN04MTENbHON YacTW aKTa YKa3blBalOTCA KOIMYECTBO NOATOTOB/IEHHbIX IK3EMMSPOB aKTa 1
MeCTOHaX0XAEeHNE KaXKAoro 3k3emMnasapa. Komy4ecTBo 3K3eMMNIsSPOB akTa onpenenseTcs Koam4ecTsoM
CTOPOH, 3aUHTEPECOBAHHbLIX B €r0 COCTaBAEHWW, AN HOPMATWBHLIMU TpeboBaHNSMM,
pernaMeHTUPYLWMMIN COCTaBNEHNE aKTOB KOHKPETHOW Pa3HOBUAHOCTHU.

3.56. Ik3emMnnApbl akTa NOANUCLIBAIOTCS BCEMU YSIEHAMUN KOMUCCUM (€CIN aKT COCTaBJIANCA KOMUCCHEN)
WA COCTaBUTENAMU U1, MPK HEOBXOAMMOCTHW, MPUCYTCTBOBABLUMMMN ANLAMMN.

Mpy nognucaHumn akTa npeacefatesieM n YaeHaMm KOMUCCMN HAMMEHOBAHUSA UX OOJKHOCTEN He
yKa3bIBaloTCS.

0Ocoboe MHeHMe COCTaBUTENA aKTa M3araeTcs Ha OTAE/bHOM JINCTe, NOAMNUCLIBAETCSA U NPUIaraeTcs K
aKTy.

3.57. Ecnm 3akoHo4aTenbCTBOM Poccuinckon ®efepaumm npeayCMOTPEHO 03HAKOMJIEHUE C COLepXXaHNeM
aKTa nuy, YNOMSHYTbIX B akTe, No4 NoANUCb, Ha NOC/JeHEeN CTpaHuLE akTa NPoCTaBAsEeTCS
O03HaKoMuTesbHas Bu3a "C akTOM 03HaKOMEH(bI)", MPU 3TOM yKa3bIBalOTCSH HAaMMEHOBAHNSA LO/KHOCTEN,
JINYHblE MOAMUCKY, PacNPOBKIM NoAgNMCcen, AaTbl 03HaKOMAEHNS. JInua, KOTopble 3HAaKOMATCS C
cofepXXaHMeM aKTa, UMEeoT NMPaBo He COrNAacUTLCA C COEpPXKaAHMEM aKTa B LLEJIOM UK ero 0TAENbHbIMU
MOJIOXKEHUSIMU, HTO HOJIKHO ObITb 3a)MKCMPOBAHO MPW 03HAKOMJIEHWNN C aKTOM.

3.58. loknagHas (cny>kebHas) 3anucka NCnoab3yeTcs A oNepaTUBHOrO MHGMOPMaLMOHHOM O 0bMeHa
MeXAay CTPYKTYPHbIMK MOApa3aeNeHnsaMn n pykoBoacTBoM. PekoMeHgyeMble obpa3ubl ohopMaeHns
LOKNAAHOM 3anNUCKN 1 CNy>KebHON 3anucKmn, NoAroTOBIEHHON Ha OCHOBE 3IEKTPOHHOrO WabioHa
(mpunoxeHns Ne 8, 9).
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3.59. Obsa3aTeNbHbIMU PEKBU3UTAMWN OOKNAAHOW (CNy>KebHO) 3aNnCKIK SBASIOTCA: HAaUMEHOBaHUe
CTPYKTYPHOro noapa3aeneHns, HanMeHoBaHMe Bnaa OOKYMeHTa (OoKnaaHasa 3anncka, cyxxebHas
3aMncka), faTa, 3aro/ioBOK K TEKCTY, afpecaT, TeKCT, MoAnuCh.

3.60. Mpun agpecoBaHMM AOKNaAHbIX (CNyXebHbIX) 3anNMCOK YKa3blBalOTCA B AaTe/lbHOM NafeXe A0/IKHOCTb
JiMla, KOTOPOMY afpecoBaH OOKYMEHT, haMumama n uHmumansl. Hanpumep:

3aMecTuTeNto reHepanbHOro

avpekTtopa ®bY "HanmeHoBaHue

opraHusauumn”

®amunmna 1.0.

nnwn:

PykosoguTtenio enaptameHTa

NHOPMALMOHHBIX TEXHONOM NI

®amununa U.0.

3.61. [loknagHble (cny>kebHble) 3anNnCKM MOryT COCTaBIATLCS, PAaCCMaTPMBATLCS U XPaHMUTLCS B TEYEHNE
YCTaHOBJIEHHOr0 CPOKa UCKJIYUTENBHO B 3N1eKTPOHHOM Buae B CI /.

Mpw opraHm3auumn paboTbl C AOKNAAHBIMK (CNY)KEOHBLIMMW) 3aNMMCKaMmn B 3JIEKTPOHHOM BUAE UCMOJb3YHOTCS
3NEKTPOHHbIE WabnoHbl LOKNaLHON U Cy)KeOHOW 3amnmncok.

3.62. TekCT noknanHom (cny)kebHol) 3anncku, B 3aBMCMMOCTUN OT CJIOXKHOCTU COAEPXAHUS 1 NMPUBOANMONA
aprymeHTaunn, COCTOUT M3 OOHOW, ABYX UAN TPex YacTen:

B MEpPBOW YaCTU U3NaratoTCa NpUYMHbI, GakTbl AN COBbITUS, NOCAYXXMBLUME MOBOLOM AJ1A COCTaBAeHNS
LOKYMEHTa;

BO BTOPOW YaCTU JAETCH aHaN3 CIOXKUBLUENCA CUTYaLMK, BO3MOXHbIE BapnaHThbl ee peLleHns;

B TPeTbeln 4aCTu N3araloTCa BbIBOAbI.

3.63. Pernctpauus goknafHbixX v Cny>kebHbix 3anucok ocylecteasetcs B COM, npu otcyTcTeum C3 - B
CTPYKTYPHOM MogpasaeneHnmn, noaroTOBNBLLUEM LOKYMEHT.

3.64. [lenoBble NUCbMa, HanpasaseMble 3apybeXxHbIM KoppecrnoHaeHTaM (B TOM 4ncCie agpecaTam
rocypapcTs - bbiBLMX pecnybnuk B coctaBe CCCP), ochopmasoTcsa Ha 6naHke nucbMa opraHu3aumm ¢
PEKBU3NTaMM Ha PYCCKOM U OAHOM M3 MHOCTPAHHbIX A3bIKOB.

3.65. Mnncbmo, Hanpasnsemoe 3apybe)xHoOMy afipecaTy, COCTaBASETCA Ha PYCCKOM fA3blke, MPOXOAUT
COrflacoBaHmMe CO BCEMU 3aMHTEpPeCcoBaHHbIMY MLL@MIN OpraHu3aunm, nocne Yero NMCbMO NepeBoaNTCS Ha
OOMWH U3 NHOCTPaHHbIX S3bIKOB (A3blK aApecaTa Wan aHr INACKUIA A3biK) 1 ohopmMaseTcs Ha BaHKe nucbMa,
npefHa3Ha4YeHHOM 415 NePEnnCcKn ¢ 3apybeXxHbIMU KOPPECMOHAEHTaMN.

MoANMHHMK NUCbMa, OPOPMIIEHHbBIN Ha OJHOM M3 UHOCTPAHHbIX A3bIKOB, A0/KEH ObITb MAEHTUYEH MO
COLEPXKaHUIO IK3EMMNAPY Ha PYCCKOM A3blKe C BU3aMU 3aMHTepeCcOBaHHbIX JnL,.

3.66. Ha noanunck pykoBoAUTENO NMPeaCcTaBASOTCA: 3K3eMMNNAP NUCbMa 3apybeXXHOMY KOPPECMOHAEHTY,
0hopMeHHbIN Ha BaHKe, KOMMA AAaHHOro NCbMa Ha CTaHAApTHOM AncTe Bymaru C BU30 NCNOHUTENS,
3K3eMMNASAP NMMCbMa Ha PYCCKOM fA3bIKe C BU3aMU 3aUHTEPECOBaHHbIX WL,

3.67. MNocne noanucaHMa NUCbMa pyKoBogMTENIEM WUW UHBIM YNOJIHOMOYEHHBIM UM JTINLIOM:

3K3eMMnAAp NMcbma, 0hopMaeHHbIN Ha 61aHKe, MOANMMCAaHHbLIN PYKOBOAUTENEM W 3aPEerncTpUpPOBaHHbIN B
Cnyx6e nenonpon3BoACTBa, HaNpPaBnAeTCa agpecaTy;

KOMUS NMCbMa C B30 UCNOMHWUTENSA 1 3K3EeMMAAP NNCbMa, COCTaBEHHbIN Ha PYCCKOM fA3bIKE, C BU3aMu
3aMHTEPECOBaHHbIX JIML, MOMELLATCS B 4e0.

3.68. Mncbma, HanpaBaseMble 3apybeXxHbIM afpecaTaM, OOJKHbI UMEeTb PEKBU3UTLI: agpecaT, AaTa,
perncTpaumnoHHbIN HOMEP, TEKCT, MOAMNCh.

Mpy HeobxoANMMOCTN MOTYT 0POPMIIATLCS PEKBU3UTLI "CCbIJIKA Ha PErMCTPaLMOHHbLIA HOMEpP U gaTy
MOCTYMMBLUEr0 NUCbMa" 1 "3arosloBOK K TEKCTY". Ha Konun nucbma, NoMeLlaeMon B 4eno, LONOAHUTENBHO
NpoCTaBAseTCA 0TMETKa 06 ncnosHuTene.

3.69. PekBn3nT "agpecaT" oopmasdeTcs cnpaBa NoL pekBusntamu bnaHka. AopecatoM nucbMa MoXxeT
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ObITb OpraHM3auUna UM KOHKPETHOE JIMLO.

Ecav nMcbMo agpecoBaHo opraHusauny, CHavyana JaeTca ee HaMeHOBaHMe, 3aTeM - NOYTOBbIA afpec B
nocnenoBaTeNbHOCTW: HOMEP AOMa WAW 34aHus, Ha3BaHWe yauLbl; Ha3BaHWe ropoaa; CTpaHa.

KaX bl 31eMeHT agpeca NuLIeTCs Ha 0TAeNIbHOM CTpoKe. Ha3BaHme ropoja, Kak npaswio, neyataeTcs
nponucHbiMK bykBamu. Hanpumep:

Brook & Son Toymakers

61 - 71 Steel Street

BRIDGETOWN

BR61 7RE

U.S.A.

CnoBa Avenue, Street, Place 1 nHble B aapece nNULLYTCS C NPONUCHON BYKBbI.

Mpwn ohopMneHn NOYTOBOro agpeca 3apybexHbiM KOppeCnoHAEHTaM NyHKTyaLna He NPUMEHseTCs.
Mpw agpecoBaHMN NUCEM HEOBXOAMMO YYNTEIBATb TPAAULUN, XapaKTePHble 415 OTAEbHbIX CTPaH
(HanpuMep, B BennkobprtaHum nocse ykasaHusa ropofa MoxeT 6biTb yka3aHo rpadcTso, B CLUA -
Ha3BaHuWe wWTaTa).

Ecnv B HazBaHWW hupmMbl NpucyTCTBYeT (hamunus nuua (Hanpumep, W.Edward & Co., Ltd), nepen
Ha3BaHMeM MPMbl MPUHATO CTaBMTb C10BO Messrs (cokpallieHne oT Messieurs - rocnoga).

EC/v NMCbMO agpecyeTcs KOHKPETHOMY nuLy, nepes Ha3BaHWEM OpraHu3auny ykasblBaloT haMuamio n
LOKHOCTb pabOTHMKA NN ero LO/MKHOCTb.

Hanpumep:

Mr. Andrew Roach

Sale Manager

Super Toys Ltd

Chatfield Road

NEWTOWN

NE12 OLD

U.S.A.

3.70. B nncbmax 3apybexHbiM agpecaTtaM faTa 0hOpMASETCA COBECHO-LNGPOBLIM cnocobom B
nocJie0BaTeNbHOCTU: IeHb MecsAua, MecsL, roA.

Hanpumep: 24 aHeaps 2017 r.

Mpwn cocTaBNeHNM NUCbMA Ha aHTIMNCKOM S3blKe A0MYCKAeTCa ohopMieHue faThl B MOCAEA0BaTENbHOCTU:
rof, Mecsu, AeHb Mecsua.

Hanpumep: 2017, January 24.

3.71. B nnucbmax 3apybexHblM agpecaTaM UCNOJIb3YOTCA BCTYNUTEbHblE 0bpalleHns no 4OSHKHOCTY UK
no hamununmn agpecaTa. Hanpumep:

YBa)KaeMbll rocnoguH ToproBbil COBETHUK!

YBa>KaeMbli rocnogunH AHrenos!

3aKaH4MBaeTCsa NMCbMO 3aKJIYUTEeIbHOM 3TUKETHON (hpason "C yBakeHueMm, ...".

IV. CornacoBaHune NpoeKToB LOKYMEHTOB.

MoanuncaHue (yTBepXAeHue) NPOeKToB LOKYMEHTOB

4.1. CorlacoBaHwue npoeKkTa AOKYMEeHTa NPoBOAUTCA A0 ero noAnncaHnsa PyKOBOAUTENEM B LIEIIX OLLEHKN
COOTBETCTBUA MPOEKTa 3aKoHO4aTeNbCTBY Poccuinckon ®enepauun, 0KaJbHbIM HOPMATUBHBIM aKTaM
opraHusaumu, kavyecTsa u 3MHEKTUBHOCTY NpeasiaraemMoro peLleHus.

CornacoBaHue NpoeKkTa LOKYMEHTa OpraHW3yeTcs HenoCpeaCTBEHHbIM UCMOSIHUTENEM (COCTaBUTENEM) 1
pykoBoauTeNeM nogpasfeneHns-uCcrnonHuTeNs U NpoBoAUTCA B NpenesiaXx YCTaHOBIEHHOI0 CPOoKa
NCNONHEHUA.

4.2. MNpwn Hann4mm B opraHmsaumm C3[] cornacoBaHme NpoeKToB AOKYMEHTOB OCYLLECTBJIAETCS B
aBTOMaTU3MPOBAHHOM peXXrMe NoCPeLCTBOM Harpas/eHNs NPOEKTOB LOKYMEHTOB NLaM, Ha3HaYeHHbIM B
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KayecTBe coriacyowmx, n ohopmneHns pesynbTaToB cornacosaHns B C3[.

CornacoBaHue NPOEKTOB LOKYMEHTOB MOXET OCYLLECTBAATLCSA NOCPEACTBOM KOPNOPATUBHON 31€KTPOHHON
NoYTbl 1 0YOPMAEHNS UCMONHUTENEM AINCTA COrNacoBaHWs C MPUIOXKEHNEM 3JIEKTPOHHbIX CO0BLLEHUI nu,
y4aCTBOBaBLUMX B COrNacoBaHNM NPOEKTa AOKYMEHTA.

4.3. CornacoBaHme NpoeKTOB LOKYMEHTOB C paboTHMKaMM opraHn3aLum u/Mam gpyruMm opraHmu3aLnamu
OpraHn3yeT UCMONHNTESb MOC/IE CoraacoBaHMs B paboyem nopsagke NpoekTa AOKYMEHTa C PYKOBOANTENEM
CTPYKTYPHOro noapasfeneHuns n B COOTBETCTBUM C UHCTPYKLIMEN N0 AeN0NPOU3BOLACTBY OpraHu3aLum nau
WHBIMW NI0KaJIbHbIMW HOPMATUBHbLIMW aKTaMu, PEryanpyowmnMm NpoLecc cornacoBaHms (BU3NpoBaHus)
NPOEKTOB AOKYMEHTOB.

4.4, MpoeKTbl JOKYMEHTOB COrnacyloTcs:

HenocpeaCcTBEHHbIM UCAONHUTENEM U PYKOBOAUTENEM NOAPA3AeNeHUSA-UCNONTHUTENS;

COUCMOJIHUTENAMY (NPU X HaNNYUK);

PYKOBOAUTENAMMW CTPYKTYPHBIX NoApa3aeneHnii, paboTHUKaMU opraHu3aLmmn, HanpaseHNs AeAaTEeNbHOCTM
n/mnn YyHKLMOHaNbHble 0653aHHOCTY KOTOPLIX 3aTparnBatoTCsA B MPOEKTE OKYMEHTa WU/UAN KOTOopble
yKa3aHbl B NPOeKTe AOKYMEHTa B Ka4eCTBE UCNOJIHUTENIEN (B Cly4ae BPEMEHHOIO OTCYTCTBUS
PYKOBOAUTENA MOAPA3AENEHUS NPOEKT LOKYMEHTA BUSMPYET NNLLO, BPEMEHHO UCMONHSIOLLEE €ro
0653aHHOCTW);

3aMeCcTUTENAMN PYKOBOLUTENA OpraHmn3aLmm, KypupyroLwmnMm 3aTPOHYTbie B MPOEKTe A4OKYMeHTa BOMPOCHI
(ecnn LOKYMEHT NnoAnncCbIBaeTCs (YTBEPXXAAeTCA) PYKOBOAMTENIEM OpraHm3aLmm);

topuanyeckon cnyxbon (npoekTos JIHA, NPOEKTOB NPUKa30B);

Cny>x6o1 f[enonpon3BoacTBa.

MpoeKTbl 4OKYMEHTOB, peanusaLmns KoTopbix TpebyeT (hMHaHCOBbIX 3aTpaT, COrlacoBbLIBAOTCA C
(PUHAHCOBBLIM NoApa3aeneHnem.

He ponyckaeTcs HanpaBAaTb Ha COrlacoOBaHWe NPOeKT LOKYMeHTa O4HOBPEMEHHO ABYM nnu bonee
paboTHMKaM 04HOr0 CTPYKTYPHOro noapasaeneHns. B kavyecTse v, COrnacyowmnx NpoekT AOKYMEHTa,
JOJ/DKHbI BbICTYNAaTh NPENMYLLIECTBEHHO PYKOBOAUTENN CTPYKTYPHbIX NOAPa3aeSeHNN.

4.5. BHeluHee cornacoBaHue NpoeKkTa A4OKYMEeHTa OCyLLeCTBASETCA NOCpeACTBOM HamnpaB/ieHns NpoeKkTa B
APYrylo OpraHn3aLumio C CONpoBOAUTENbHbLIM MUCbEMOM, B KOTOPOM YKa3blBAaeTCA CPOK COr1aCoBaHMA.

Ecnun opraHm3aumm, cornacytoline npoekT 4OKYMEHTa, ABASIOTCSA y4acTHMKamm ogHon C3[, cornacoBaHume
MoXKeT BbITb NpoBeaeHo B CO[1 6e3 HanpaBneHMs CONPOBOAUTENLHOIO NMUCbMa U OJHOBPEMEHHO C
BHYTPEHHWM COr1aCOBaHMNEM.

4.6. CpoKK corflacoBaHns LOKYMEHTOB YCTaHaBIMBAOTCA UHAMBUAYANbHON NHCTPYKLMEN MO
Aenonpon3BoACTBY W/WN UHBIMUK NTOKaJbHbIMW HOPMATWUBHbLIMU aKTaMW B 3aBUCUMOCTU OT BUAA AOKYMEHTa
1 obbeMa LOKyMeHTa, BKJII0Yas NPUAoXKeHUs K HeMy. CpoKy COrlacoBaHUs LOKYMEHTOB COCTaBASAIOT:
NPOEKTbI AeN0BbIX (CNy)KebHbIX) nucem - 1 - 3 paboyux gHS;

NpoeKThbl NpuKa3oB 6e3 npuaoxeHun - 1 - 3 paboyunx oHS;

NPOEKThbl NPUKA30B C NPUIOXKEHUAMM CPABOYHOI0 XapakTepa - 3 - 5 pabo4ynx gHen;

NPOEKTbI NPUKA30B C MPUNOXKEHUEM SIOKANbHbIX HOPMATUBHbLIX aKTOB B 3aBUCUMOCTU OT Ux obbema (He
6onee 50 cTpaHuy) - 5 - 10 paboynx gHen;

NPOEKTbI NOKaIbHbIX HOPMAaTUBHbIX aKTOB, YTBEP)KAAEMbIX HENMOCPEACTBEHHO NOAMUCLIO PYKOBOAUTENS (He
6onee 50 cTpaHuL) - 5 - 10 paboumnx nHen;

NMPOEeKTbl NPOTOKOJI0B 3acefaHnii (CoBeLLaHnin) Npn HeobXoAMMOCTM UX COrnacoBaHWs, B 3aBUCUMOCTN OT
obbema foKyMeHTa - 1 - 3 paboumx aHA.

NHOnBUAYaNbHON NHCTPYKLMEN MO AENONPON3BOACTBY MOrYT ObiTb YCTAHOBJEHbI MHbIE CPOKM
COrJlacoBaHMS NPOEKTOB LLOKYMEHTOB.

CpoKu cornacoBaHus MPOEKTOB LOKYMEHTOB, HanpaB/iseMblX Ha BHELUHEe COrjlacoBaHWe He O0JIKHbI
coctaBnaTb 6onee 30 KaneHAapHbIX AHEN.
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B KOHKPETHbIX C/ly4asix B 3aBUCUMOCTW OT COAEPXKAHUSA N Ha3Ha4YeHWs OOKYMEHTa CPOK COrlacoBaHUS
MOXeT BbITb COKpPALLEH UM YBEANYEH MO PELLEHNIO PYKOBOAUTENS, KYPUPYIOLLEro HanpaBaeHme
LeATeNbHOCTU, MO KOTOPOMY FOTOBUTCA MPOEKT peLleHms.

4.7. OthopMneHune pesynbTaToB cornacosaHmsa JIHA n pacnopsaanTesibHbIX JOKYMEHTOB OCYLLECTBAAETCS B
BMAE BU3, NPOCTaBASEMbIX 3aMHTEPECOBaHHbIMU ULLAMW Ha NOCNeHEM INCTE NPOEKTa AOKYMeHTa (Ha ero
JIMLEeBON unmn obopoTHON CTOPOHE) NI Ha OTAENIbHOM JINCTE COrNlacoBaHUs, ABNSAOLWEMCS HEOTbEMIIEMONA
4acTbio JOKYMeHTa. OTMETKM 0 CoraacoBaHum (rpud cornacoBaHnsa 1 BMU3bl) OPOPMASAIOTCA B COOTBETCTBUN
C NyHKTamu 2.45, 2.46 MpuMepHON NHCTPYKLUN.

Mpwn cornacoBaHnn AeNoBbIX (CNy)KeBHbIX) NMCEM BM3bl MPOCTABAAIOTCA Ha KOMWK NUCbMa (BU30BOWA
3K3eMnAp), KOTOpbIN Nocae NoANNCaHns NOLJIMHHUKA NUCbMa 1 ero perucTpaLmm noMeLaeTcs B 4eno,
nnn Ha 06opoTe NOAJIMHHMKA MUCbMa, €C/IM MUCbMO HaNpPaBAseTCA agpecaTy No Gakcy UM 3NEKTPOHHOW
noyTe. ITOT XKe IK3eMNAfp NMCbMa Nocae OTNPaBKKU agpecaTy (No akcy Uan 3NEKTPOHHOW MOYTE B BUAE
3JIEKTPOHHOW KOMWK) NOMELLLaeTCs B Aes0.

MpoeKTbl NPOTOKOJIOB BUSUPYIOTCA IMLLaMK, BbICTYNAaBLUMMK Ha 3aceflaHuu (CoBeLlaHnm) nyTem
NpoCTaB/ieHNA BU3bl Ha IEBOM NOJIE 4OKYMEHTa HanpoTWUB 3aMUCK BbICTYMNEHNA COOTBETCTBYOLLEr0
paboTHUKa.

4.8. CorlacoBaHwue NMpoeKkToB LJOKYMEHTOB MOXeT ocyLlecTBnAToca B CO/M. lMocne 3aBepLieHnsa npouenypsbl
COrnacoBaHmA (Mpu co3aaHnm NOLJIMHHUKA AOKYMEHTa Ha ByMa)kHOM HOCUTeNE) INCT COrlacoBaHMs
pacrieyaTbiBaeTcs n3 CO[, NpuKnanblBaeTCa K NPOEKTY AOKYMEHTa 1 NpefAcTaBAseTCa Ha NOANUCh
PYKOBOAWNTENO OpraHu3aunm (MHOMy yNoAHOMOYEHHOMY UM ANLY).

CornacoBaHue BHYTPEHHUX OOKYMEHTOB, CO3[jaHNe, XPaHEeHNe 1 UCMOJb30BaHMe KOTOPbIX OCYLLEeCTBAAETCA
nocpenctsom C3[, nposoautcsa B C3[, B 31€KTPOHHOM BUzeE.

Mpwn cornacoBaHnn NPOEKTOB BHYTPEHHNX AOKYMEHTOB, CO3AaHHbIX Ha BYMa)KHOM HOCMTENE, BU3bI
NPOCTaB/ATCA HEMNOCPEACTBEHHO Ha NPOEKTe AOKYMEHTa.

4.9. lMNpwn BHELWHEM COraiacoBaHUK, NOJY4EHHOM MUCbMOM, AN COrNacoBaHWM NPOeKTa AOKYMEHTa
KoermanbHbIM (CoBellaTeslbHbIM) OpraHoM ¢ (hukcaLmen peleHns 0 CoraacoBaHUM B NpoToKoJ1e
3aceaHunsa NCNoJHMTENb ODOPMASAET Ha NPOeKTe AOKYMEHTa Uan B IMCTE COrlacoBaHna rpug
COrlacoBaHMs B COOTBETCTBMM C NYHKTOM 2.45 MpuMepHON NHCTPYKUMK. MNncbMa 0 CoriacoBaHUM (Bbinucka
13 NPOTOKOMA) MPUNAralTCa K NPOEKTY LOKYMEHTa.

4.10. B xoae cornacoBaHus NPoeKTa NOKYMeHTa paboTHUK, COrnacyoWwmnin OKYMeHT, MPUHUMAET OHO 13
cnefyoLwmnx peLueHuii:

CornacoBaTb MPOEKT OOKYMeHTa 6e3 3ameyvaHunii;

COrylacoBaTb MPOEKT LOKYMEHTa C 3aMeYaHnsmu;

OTKJIOHUTb MPOEKT OOKYMEHTa;

yKa3aTb, YTO HE UMEET OTHOLLIEHUS K NPOEKTY AOKYMeHTa (pacCMOTPEHMe BOMpocCa, N0 KOTOPOMY
NPUHUMAETCS peLleHmne, He BXOAUT B 0643aHHOCTM paboTHKKaA).

Bo3pa)keHus no NpoekTy npukasa (pacnops»xeHns), BO3HMKaILLNE Npu COrNacoBaHUN, N3aratoTca B
CnpaBke, KOTOpas nNpuiaraeTcs K NpoekTy, unn BHocutcs B CI[.

Ec/v NpoekT OOKyMEeHTa corjacoBaH C 3aMeyaHuAaMK, 3TO 03HAYaeT, YTO 3aMevyaHns HOCAT pedaKLNOHHbIN
XapaKTep, U Nocne nx NPUHATUSA NCNOJIHUTENEM NPOEKT He TpebyeT NOBTOPHOrO COrjlacoBaHMS.

[poeKT OOKYMeHTa OTKJIOHAETCS JIMLOM, COrNacylowmM LOKYMEHT, B C/lyHanX:

HaM4nNs CYLWECTBEHHbIX 3aMe4YaHNIn NO NPOEKTY AOKYMEHTa;

Hecornacusa C NPOeKTOM [LOKYMEHTa.

4.11. HecornacoBaHHbI NPOEKT AOKYMeHTa TpebyeT nopaboTKy Mo BbiCKa3aHHbIM 3aMeYaHnsm,
nepeotopmMIeHNs 1 MOBTOPHOIO COrnacoBaHms.

4.12. Ecnv npu popaboTke NpoekTa LOKYMEHTa UCMOMHUTE/b NPUHUMAET peLLIeHne He Y4UTbIBaTb
3aMedaHue (3aMeyvaHusa) nnua (), y4acTBOBABLUMX B COMJIaCOBaHUW, UCNOJIHUTENIEM FOTOBUTCS peecTp
Hey4YTeHHbIX 3aMeYaHWnin, KOTOPbIN BMECTe C MPOEKTOM LOKYMEHTa NpeacTaBAseTCs PyKOBOAUTENIO
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opraHuM3aLum Uanm NHOMY YroJHOMOYEHHOMY UM LO/KHOCTHOMY JIMLY, MOAMUCHIBAOLLEMY
(yTBEpxaaloLwemy) LOKYMEHT. PeecTp HeyYTEeHHbIX 3aMeYaHnin NoANNChHIBAaeTCA PYKOBOOUTENIEM
CTPYKTYPHOro rnofpasfesieHnsa-UCnoHUTenNs.

4.13. PelueHmne o TOM, NPUHMMATb UK HE NPUHMMATb HEYYTEHHbIE 3aMeYaHns NPUHUMAET PYKOBOAUTEb.
B cnyyae ecan pyKoBOAMTENb MPUHMMAET peLleHmne 0 HeobXo0AMMOCTY Y4eCTb 3aMeYaHns, OTKJIOHEHHble
NCNONHNTENEM, UCMONHUTENb fopabaThiBaeT NPOEKT AOKYMEHTA B COOTBETCTBUM C BbICKa3aHHbIMU
3aMeYaHmamu,

Ecnn pyKoBOAMTENb COMrNallaeTCa C MHEHWEM UCMOJIHUTENSA, OH NOANUCLIBAET (YTBEP)KAAET) LOKYMEHT.
4.14. JOKYyMeHThbI, M3aBaeMble OT UMEHW OpraHn3auunm, NoLNUCLIBAIOTCA PYKOBOMTENEM OpraHm3aLmnm
WAV NHBIMW YNOAHOMOYEHHbLIMU UM OOHKHOCTHLIMU INLLaMK (3aMeCcTUTeNAMU PYKOBOAMTENS OpraHmM3aumuu,
PYKOBOAUTENAMU CTPYKTYPHbIX NOAPA3AENEHUN, UHBIMU [O/DKHOCTHBIMU ANLAMW B COOTBETCTBUN C UX
KoMneTeHLUNeln, onpenesseMoil OBEPEHHOCTAMN Ha BbINOJIHEHNE ONpPeAeNeHHbIX AeNCTBUA OT UMEHN
opraHu3auuny, BHYTPEHHUMUN HOPMATWBHbLIMW SOKYMEHTaMM OpraHu3aumm).

4.15. OToenbHble BUAbI BHYTPEHHUX OOKYMEHTOB (CNyxebHble, 06 bACHUTENbHbIE 3aMUCKN) Ha NMA
PYyKOBOANTENA CTPYKTYPHOro noapasfaeneHns noanncbiBaloTCa NCNOIHUTENEM (COCTaBMTeNEM), eCn
pa3spelaeMble Npy 3TOM BOMPOCHI HE BLIXOAAT 3a Npefesibl ero KOMneTeHuun.

4.16. IOKyMEeHTbI, HanpaBaseMble B BbICLUME OpraHbl FOCYAAapPCTBEHHOM BNACTW, Ha UMS NMEPBbIX
pykoBoauTenen denepanbHbIX OPraHoB UCMOJIHUTENLHON BACTK, pykoBoauTenen cybbekToB Poccuiickoi
depepaumm 1 3apybexxHbIX rocyaapcTs, MOANMUCLIBAOTCSA PYKOBOAUTENEM OPraHM3aLumn uanm InMLom,
ncnosHAWMM ero 06a3aHHOCTN.

4.17. JOKYMeHThI, Hanpasnsemble B NOABEAOMCTBEHHbIE U CTOPOHHWE OpraHM3aunmn, NoanMCobiBaloTCA
3aMeCcTUTeNI MU PYKOBOAUTESIA OpraHn3aunn, UHbIMA SO/KHOCTHBIMUY JIMLL@MU OpraHm3aummn B
COOTBETCTBUM C MPEeAOCTABJIEHHLIMA UM NMOJIHOMOYNAMMN.

4.18. IOKyMeHT NoanuncbiBaeTca AByMsa nam bosee nuuammn, ecan 3a cogep)xaHme JOKYMeHTa HecyT
OTBETCTBEHHOCTb HECKO/IbKO PabOTHMKOB (LOKYMEHTbI, MOArOTOBAEHHbIE HECKOMBKMMM NOAPa3AeNEeHNAMN
nnn opraHuaumamu, paboyen rpynmnon, KOMMccuen).

4.19. MofnncbiBaeTCs, Kak NPaBunfo, OONH 3K3eMnAsap AOKYMeHTa. COBMECTHbIN OKYMEHT NOAMMCbIBAeTCS
B KOJIMYECTBE, COOTBETCTBYIOLLEM KOJIMYECTBY OpraHu3aLmMm, Co3aaBlnx JOKYMEHT.

Mpwn HanpaBneHUM NUCbMa UAN BHYTPEHHEro MH(POPMALMOHHO-CMPaBOYHOIr0 JOKYMEHTa HECKOJIbKUM
agpecaTaM (He 6onee YeTbipex) NOAMNNCLIBAETCS KaXXAblli OTMPaBASEMbIA 3K3EMMAAP NOKYMEHTA.

4.20. MNoAnncb Ha AOKyMeHTe 0hOpMAAETCS B COOTBETCTBMM C NyHKTamu 2.47, 2.48 MNpumMepHon
NHCTPYKLU MW,

4.21. YTBepXAeHve LOKyMeHTa Npou3BOAMTCS:

HenocpeaCcTBEHHO PYKOBOAUTENEM - MPOCTaBAeHNEM COBCTBEHHOPYYHOW NOANNCK B TpUde YTBEPXKAEHUS;
npuKa3oM opraHusauuu.

4.22. YTBepXLaloTCs npaBuia, NoJIOXKEHNUS, MHCTPYKLUW, periaMeHTbl, HEKOTOpPble BUAbl aKTOB, MNaHbl,
nporpaMMbl U gpyrue JOKYMeHThl, yCTaHaBMBaLWME HOPMbl U/UN pacCHMTaHHbIe Ha OJIMTeNIbHOe
npumeHeHune (npunoxxexHue Ne 10).

OdopmneHune rpuda yTBep)XAeHNA NPOM3BOANTCSA B COOTBETCTBUM C MYHKTOM 2.41 MpumepHon
NHCTPYKL MW,

4.23. Nopnnce pyKOBOAUTENA OpraHM3aLny UM MHOTO YNOJIHOMOYEHHOr0 UM JiNLa Ha LOKYMeHTaXx,
Tpebyowunx 0coboro yaoCcToBEPEHNS X MOAJIMHHOCTM, @ TaKXKe Ha KOMUSAX AOKYMEHTOB U BbIMUCKaX U3
[LOKYMEHTOB 3aBepseTcs neyvaTbio (MpunoxxeHme Ne 11).

MeyaTb Ha AOKYMEHTE MNPOCTaBAAETCA B COOTBETCTBMM C MYHKTOM 2.49 MpUMEPHON UHCTPYKLMN.

V. OpraHu3auus [okymeHToobopoTa

5.1. lokyMeHT0060pOT BKJIIOYaET BCKO NOC/AEA0BATEIbHOCTb NEPEMELLEHNN JOKYMEHTOB, @ TakxXe
ornepauuun, copepLlaeMble C JOKYMEHTaMM B MpoLecce Ux Co3haHna 1 UCMONHEHNA (MonyyYeHne, oTnpaBka,
npenaBapuTeSibHOE PaCCMOTPEHNE, pErncTpaLns, paCCMOTPEHNE PYKOBOANTENEM).
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5.2. Llenb opraHusaumm okymeHToobopoTa - obecneyeHne CBOEBPEMEHHOIO NPUHATUS YPaBJIeHYECKNX
PeLleHn N UX NCMONHEHNS. 3aaya AOKYMeHT0060pOTa - OpraHM30BaTh ABMXKEHNE LOKYMEHTOB MO
HavMeHee KOPOTKOMY MyTW C MUHMMAaIbHbIMUW 3aTpaTaMun TpyAa Y BPEMEHMU, B YCJIOBUAX I/IEKTPOHHOMO
NOKyMeHTo0bopoTa - obecneynTb AOCTYN K AOKYMeHTaM nosb3oBaTensam C3[ B COOTBETCTBUM C
npenocTaBfeHHbIMW UM NpaBaMu.

5.3. B ycnosusx npumeHeHus C3[0 B opraHu3aLmnm NCNosb3yOTCA 3/IEKTPOHHbIE JOKYMEHThI, @ TakXXe
3NEKTPOHHbIE KOMUN JOKYMEHTOB, MNOJTyYeHHbIE B pe3y/ibTaTe CKaHMPOBaHWUSA OKYMEHTOB Ha ByMa)xHOM
HocuTene. [IOKyMeHTbl OpraHu3aumm, uMetoLmne BpeMeHHbIe CPOKKN XpaHeHns (80 10 neT BKIYNTESNbHO)
MOryT CO034aBaTbCA, XPaHUTbCA N NCNOJIb30BaTbCA NCKJTIOYNTEJIBHO B cpopme 3JIEKTPOHHbIX JOKYMEHTOB.
MNepeyeHb LOKYMEHTOB, CO3aBaeMblX, XPAHUMbIX U UCMOJIb3YEMbIX UCKIOYUTENBHO B (hOPME 3N1eKTPOHHbIX
LOKYMEHTOB, YTBEP)XXAAETCSH PYKOBOAUTENIEM OpraHu3aLnu.

5.4. OpraHu3auns 4BUXEHNS LOKYMEHTOB B YC/IOBUSIX 3IEKTPOHHOIO AOKYMEHT0060pOTa OCYyLLECTBAAETCS
B COOTBETCTBUW C PErNaMeHTUPOBAHHbIMK MapLUpyTaMu, pa3pabaTbiBaeMbiMu CinyK60M
Lenionpon3BoacTBa. MapLlupyThl ABMXXEHUS OPraHN3aLMOHHO-PaCNopAaNTESIbHbIX OKYMEHTOB 4OJIKHbI
ObITb ONTUMaNbHLIMK MO 3aTPaTaM BPEMEHW, HE AO/KHbI AOMYCKaTb Ay6AnpyoLwmx onepauni n
BO3BPaATHbIX ,EI,BVI)KeHI/II7I, He 06yCJ‘IOBJ‘IeHHbIX )J,e."IOBOI7I He06X0,EI,VIMOCTb}0.

5.5. OpraHusauns LoKyMeHT00b60poTa OCHOBLIBAETCSA Ha NPUHLMUNAX:

LeHTpaaM3aumnm onepaunn no npmeMy n oTrpaBke JOKYMEHTOB;

pacrnpegeneHns JOKYMEHTOB Ha A OKYMEHTOMOTOKN, MMEOLWME OANHAKOBbLIN MapwpyT (MapwpyTr3auus
JIOKYMEHTOB);

OopraHn3auum NpeaBapuTesIbHOro PAaCCMOTPEHNSA BXOAALMNX JOKYMEHTOB;

NCKJIIOYEHMNS BO3BPATHLIX ABUXEHNA AOKYMEHTa, He 00yC/OBNEHHbLIX 4e/10BON HeE0BX0AUMOCTbIO;
OOHOKPATHOCTU permctpaumm LOKYMEHTOB;

yCTpaHeHns HeobOCHOBAHHbIX COr1acoBaHMN NPOEKTOB AOKYMEHTOB;

BPEMEHHOW pernameHTaLMn onepaumnin no 0b6paboTke, paCCMOTPEHUIO 1 COrNIaCoOBAHUI0 LOKYMEHTOB.

5.6. B pokymeHT0060p0OTE OpPraHM3aumnmn BbIAENAOTCA JOKYMEHTOMNOTOKMW: BXoAsAWMe (NocTynatowne)
LOKYMEHTbI; ncxoasuine (oTnpasaseMble) LOKYMEHTbI; BHYTPEHHUE OOKYMEHTbI. B cocTaBe BXOAAWMX U
nexoaAawmnmx JOKYMeHTOB BbliAENATCA:

LOKYMEHTbI OPraHOB roCyAapCTBEHHOW BAACTU, OPraHoB MECTHOro CaMoyrnpaBieHuns;

LOKYMEHTbI (OUSIMaNioB U TEPPUTOPUAJSIbHO 060C0BNEHHBIX MOAPa3AENEHWN;

AOKYMEHTbI U3 rOCYAapCTBEHHbIX 1 HErOCYAapCTBEHHbIX OpraHn3aLmni;

3anpockl AenyTaToB [ocyaapcTBeHHOM [yMbl 1 YneHoB CoBeTa Pefepaummn, AenyTaToB 3aKOHOAATENbHbIX
opraHoB cybbekToB Poccuinckon ®Pepepaun 1 OpraHOB MECTHOIO CaMOYMNpPaBJIEHUS;

obpalleHuns rpaxxaaH;

LOKYMEHTbI U3 MPaBUTENbCTBEHHbIX Y HEMPABUTENbCTBEHHbLIX OpraHM3aunin 3apybexxHbIX CTpaH 1 apyrue
rpynnbl LOKYMEHTOB.

5.7. locTaBKa 1 O0TNpaBKa AOKYMEHTOB B OpraHmn3aLmm oCyLLeCTBAAOTCA CpeacTBaMuy NOYTOBOM CBA3M,
henbaberepckon N KypbepCKom CBSA3M, HAPOYHBLIMU 1 Pa3INYHBLIMK BUAAMMW 3/1EKTPOCBA3N ((hakCMMUIbHAA,
TenerpatHas, TenedoHHas, INEKTPOHHAA NOYTa, CUCTEMA MEXBELOMCTBEHHOIO 3/1EKTPOHHOI0
nokymeHToobopoTa (M340), C31).

[ns rocygapCcTBEHHbIX OpraHM3aunim - ydactHukos M30.

5.8. B opraHu3auunio 4oCTaBASeTCS KOPPECNOHAEHLNA B BUAE NMNCEM, MOYTOBLIX KapTo4ek, baHaeponen n
NakeToB, NevYaTHbIX N34aHWUIA, Tenerpamm, hakcorpamm, TeneoHOrpaMMm, 31eKTPOHHbLIX JOKYMEHTOB U
3NIEKTPOHHbIX Konun OOKYMEHTOB.

5.9. MNprem ookyMeHTOB ocyLlecTBaseTca Cnyxbon genonponssoacTea. [JoKkyMeHTbl, MONyYEHHblE
paboTHMKaMK OT ApYrux opraHu3aunii, Takxe nepenatoTcs B Cnyxby nenonponssoacTea 44
perncTpaumm u/nunm yyeta.
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5.10. Bce nocTynuBLLME B OPraHM3aLunio OKYMEHTbI MoaNexXaT nepsuyHoin 0bpaboTke, BKOYAOLLEN:
NPOBEPKY NPaBUIbHOCTN LOCTaBKN LOKYMEHTOB;

NMPOBEPKY LeI0CTHOCTN YNaKOBKN (KOHBEPTOB, MaKeToB);

BCKPbITME YNAaKOBKU (3a UCKJIIOYEHNEM KOHBEPTOB, MaKeToB C NoOMeTKoM "JIn4HO" 1 rpadhaMm orpaHnUYeHns
[OCTYNa K 4OKYMEHTY);

NPOBEPKY LIeSIOCTHOCTY BXOAALUNX LOKYMEHTOB, BKJOYas NPUIOXKEHNS;

YHUYTOXEHNE KOHBEPTOB, NaKeTOB UM YNaKOBKY;

NpocTaB/ieHne 0TMETKMN 0 NOCTYMNJIeHNUN AOKYMEHTa B OpraHu3auuio.

5.11. Owmnb0o4HO AOCTaABAEHHbIE AOKYMEHThI MEPEChIIAOTCA N0 Ha3HAYEHWIO UM BO3BPALLAIOTCS
oTnpasuTeNto. JOKyMeHTbl, MOCTYNMBLUME B NOBPEXAEHHON YNaKoBKe, MPOBEPSAIOTCSA Ha LeNoCTHOCTb, B
TOM YUCJIE Ha HaJIn4yme MeXaHUYeCKNX NoBpexXAeHnn.

MoyToBbLIE OTNPaBAeHMs, HECTaHLAPTHbIE MO BeCy, pa3mepy, popMe, UMeILLE HEPOBHOCTM No Bokam,
3aKJleeHHble JINMKON NEHTON, MMetoLLMe CTPaHHbIN 3anax, UBeT, MPeanofioXXUTENbHO UMEIOLLNE BIOXKEHUS,
He XapakKTepHble 419 NOYTOBbIX OTMNPaBAEHUN, He BCKPbIBaOTCA. O Nosy4YeHnn nogo3puTesbHOro
NoYTOBOr0 OTMNPaB/eHNsa AOKNaAbiBaeTCa pykoBoauTento Cnyx6bl 4esonpon3BoacTBa U B CyXby
6e3onacHOCTY (Npu ee Hannyun).

5.12. Mpwn nocTynaeHun BXo4ALLEro LOKyMeHTa B MOBPEXAEHHON YNaKOBKe, NOBPEXLEHUN AOKYMEHTA,
npw OTCYTCTBUW B KOHBEpPTE (NakeTe) LOKYMEHTA, ero YacTu Win MPUIoXeHUin K HeMy, a TakXXe npu
OTCYTCTBUM NOAMNNCK Ha BXOASLLEM AOKYMEHTE COCTABNAETCS aKT B BYX 3K3eMMigpax Ha ByMa>kHOM
HocuTene, NnoAnucbiBaeMbln AByMs paboTHukamm Cnyxbbl Aenonpon3BoacTBa.

OLVH 3K3eMnap akTa BMecTe C BXOLAALWMM LOKYMEHTOM U ero NpuioxXeHnsMm nepeaeTcs Ha
npeaBapuTenbHOe pacCMOTPEHUE U PerncTpaLmio, BTOPO 3K3eMMNIAP akTa BbICbIIAeTCa OTNpaBUTenio.
5.13. KoHBepTbl, NakeTbl UM YNakoBKa COXPaHAOTCSA U NPUAaratnTca K BXOAAWMM AOKYMEHTaM B C/yYasX:
€CJ/IM TOJIbKO MO HMM MOXXHO YCTaHOBUTb OTMPaBUTENA UK AaTy OTNpaBieHuns;

eCJin BXOAALWMA OKYMEHT MOCTYMWA NO3XKe YKa3aHHOro B TEKCTe JOKYMEHTa CPOKa UCMOJIHEHNS Uan faThl
MeponpusaTrs;

npv 60NbLIOM PacXOXAEHUN MeXay AaTaMu NOANUCaHWA U NOJTyYeHUS LOKYMEHTOB.

Mocne 3aBeplueHNs paboTbl C JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM MOMELLAETCS Ha XpPaHEeHNE B
Leno.

5.14. KoHBepTbl (MakeTol), umetowimne oTMeTky "JinyHo" ("Private"), rpudbl orpaHnyeHmsa goctyna K
LOKYyMeHTaM, COAepXallMM CBeleHns KOH(MAEHUNAIbHOro XapakTepa, He BCKPbIBAOTCA U NepefatoTcs:
c oTMeTkom "JinyHo" ("Private") - HemocpeaCTBEHHO afapecaTy;

C rpuamm orpaHnM4eHns focTyna - B CNyx0y KoOHPUAEHLMANLHOro AeN0npon3BOACTBa MK PabOTHUKY
Cny>x6bl fenonpon3BoAcTBa, B 06593aHHOCTU KOTOPOro BXoauT obpaboTka LOKYMEHTOB, COAEpKaLLUX
cBefeHnsa KOHpUaeHUansHoro xapakrepa.

5.15. BxoasLme 3n1eKTPOHHbIE AOKYMEHTbI, MOCTYNUBLUME OT APYrMX OpPraHn3aLnii no aNeKTPOHHON NoYTe,
nocpeactsom C3[ n/vwnn M300 npuHumatoTca Cnyxboi genonponsBoacTBa.

DJIeKTPOHHbIE LOKYMEHTbI, MOCTYMNMBLUME MO MHPOPMALUOHHO-TENEKOMMYHUKALIMOHHBIM KaHanaM 1
noAnncaHHble YCUIEHHOW KBaMMULMpPOBaHHON NOANNCHIO, BKAoYatoTca B C3[] mocne NpoBepku
3NEeKTPOHHOW MOAMUCY U NOATBEPXKAEHNS ee AeNCTBUTENbHOCTY; 3JIEKTPOHHbIE JOKYMEHTbI, MOCTYNUBLUME
OT OPYrux opraHu3aLmin no 31eKTPOHHON NoYTe U NOAMNNCaHHbIE YCUNEHHON HEKBaNU(ULIMPOBaHHOM
NOAMWCHIO UM NPOCTON 3/IEKTPOHHON MOAMUCHIO, MPOXOANT NpefiBapuTesibHOe pacCMOTpeHne 1
BKJItOYaoTCa B CI[ npu Hann4um Mexay opraHu3aunen-oTnpaBuTeNeM N opraHusaumen-nonyyaTenem
cornaweHmns 06 obMeHe 3N1EeKTPOHHbIMU AOKYMEHTaMu, NOAMUCaHHbIMU COOTBETCTBYIOLLEN MOAMNCHIO.
5.16. MNepBu4Has 06paboTKa 3NEKTPOHHbLIX LOKYMEHTOB, MOAYYEHHbLIX MO MHOPMALMOHHO-
TeNeKOMMYHUKaLNOHHBIM KaHanaM CBA3u (31eKTpoHHas noyta, M50, canT opraHusaumm) oT Apyrux
OpraHuM3auni 1 rpaxKaaH, fO/KHa COOTBETCTBOBaTb TEXHOOMMMN paboThl C BXOAALLMMN JOKYMEHTaMU.
5.17. NepBu4yHas obpaboTka LOKYMEHTOB 3aBEPLUAETCA UX pacnpenefieHnem (COpTUPOBKON) Ha
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PeErncTpupyemMelie N HeperncTpupyemsble (npuaoxexme Ne 12).

5.18. Perncrpaumsa BXoASLNX LOKYMEHTOB OCYLLECTBAAETCS HE3ABUCMMO OT cnocoba nx AoCTaBKU 04NH
pa3: B Cnyxbe genonponssBoacTsa Wan B CTPYKTYPHOM NOApa3ae/eHn opraHu3aunm B COOTBETCTBUN C
yCTaHOBJIEHHOW (hOPMON opraHM3aLnmn 4enonpon3BoaCcTBa.

[lOKyMeHTbI, NOCTYMatoLme U3 opyrux opraHn3aumin HenoCpeaCTBEHHO B CTPYKTYPHbIE NOAPa3AeNIeHNs, HO
TpebyloLine pacCMOTPEHNS PyKOBOACTBA, MEPEefaloTCs AN perncTpaumm u NnpeaBapuTensHoro
paccmoTpeHus B Cnyxby oenonponssoacTsa.

5.19. Pernctpaumsa BXoAALWNX 4OKYMEHTOB OCYLLECTBAAETCA B €Hb UX NOCTYMIEHNS AN Ha CeayoLwmni
paboynin geHb Npu NOCTYNEHUN OKYMEHTOB B KOHLe paboyero aHa unu B Hepaboyee Bpems.
Pernctpauus obpalleHnin rpakgaH oCyLLECTBASETCA B TeYEHME TPeX AHEN C MOMEHTa NOCTynaeHns
obpaLueHus.

VHOnBMAYyanbHON NHCTPYKLMER MO OEIONPON3BOACTBY MOXET ObITb NPefyCMOTPEHA pacneyaTka
LOKYMEHTOB, MOCTYMMBLUNX B (hOPME I/IEKTPOHHLIX LOKYMEHTOB, C MOCNEAYIOLLEN opraHu3aLumen paboTsl C
HUMW Kak C LOKyMeHTaMn Ha ByMa)kHOM HocuTene.

K BOKYMEHTaM, He noasexallmMm perncTpauimn, 0OTHOCATCA OOKYMEHTbI, He TpebyoLine NCNOAHEHNS 1 He
cofepxxalime nHopMaLmMm, MCNoNb3YeMON B CNIPABOYHbIX LIesX.

B MHAMBUAYaNbHON UHCTPYKLMM NO OEN0NPOU3BOACTBY YCTaHaB/IMBAETCA MECTO perncTpaunm BXoAALWMX
LOKYMEHTOB (LLeHTpanun3oBaHHo - B Cnyxbe genonponssoactea unm B Cnyxbe fenonpoms3soacTsa v
CTPYKTYPHbIX NoApa3aeNieHnsx), a Takxe cnocob pernctpauun (8 COL nam B perncTpaumMoHHO-yHeTHbIX
opmax Ha BymMarkHOM HocuTene).

®efiepanbHbIA 3aKoH 0T 2 Mag 2006 r. Ne 59-03 "O nopaake paccmMoTpeHns obpalleHunin rpakaaH B
Poccuinckon ®epepaumn" (CobpaHme 3akoHogaTenbCTBa Poccuinckon ®epepaumm, 2006, Ne 19, cT. 2060;
2010, Ne 27, cT. 3410; Ne 31, cT. 4196; 2012, No 31, cT. 4470; 2013, Ne 19, cT. 2307; Ne 27, cT. 3474; 2014,
Ne 48, cT. 6638; 2015, Ne 45, cT. 6206; 2017, Ne 49, cT. 7327).

5.20. CBefeHmMa 0 NOCTYNMBLUEM JOKYMEHTE BHOCATCS B 3JIEKTPOHHYIO PErncTpaunoHHyo KapToyky (I3PK)
C3[ nnn pernctpaumoHHo-y4eTHYI0 (hopMy Ha BymMa)kHOM HOoCUTesNe, a MOCTYNUBLUEMY AOKYMEHTY
NpuYcBamMBaeTCs PerncTpaLnoHHbIA HOMep.

PerncTpaumnoHHbIN HOMEp BXOAALLEro JOKYMEHTa COCTOUT M3 NOpsALKOBOro HoMepa AOKYMeHTa B npeaenax
KaJleH[apHOro rofa, KOTOopbI MOXeT ObITb AOMOSHEH LNUGMPOBLIMU NN BYKBEHHO-LIM(POBLIMK KOAAMU
(MHOeKcaMu) No NCnonb3yeMblM KnaccugpurkaTopam.

5.21. Ha Bcex 3aperncTpmMpoBaHHbIX JOKYMEHTaXx, 3a UCKJII0YEHMEM OOKYMEHTOB, NOCTYMNUBLLNX B hopMe
3NEeKTPOHHbIX JOKYMEHTOB, MPOCTaBAATCA OTMETKN O NOCTYMJIEHUN [OKYMEHTa B OpraHu3aumnio. B
OTMETKe 0 MOCTYNJeHNN LOKYMeHTa (PUKCMPYIOTCSA faTa NocTynaeHns (npy HeobxoanMMocCTu - BpeMs
NOCTYMJEHNS B Yacax ¥ MUHYTax) ¥ BXOAALLNIA perncTpaLnoHHbI HOMepP LJOKYMEeHTa B COOTBETCTBUN C
NYHKTOM 2.36 MpUMepHON UHCTPYKLIK.

5.22. JOKyMEeHTbI, MOCTYNMBLUME Ha ByMa)kHOM HOCUTENE, CKaHMPYIOTCA, SNEKTPOHHAS KONNSA OOKYMEHTa
BKtoYaeTca B CI n npucoennHaeTcs K IPK LOKyMeHTa.

5.23. KoppecnoHZeHLNs Ha MHOCTPaHHbIX f3blKax, adpecoBaHHAs PYKOBOACTBY OpraHm3auumu, nocne
pernctpauum B Cnyxbe 1enonpom3BoAcTBa NepefaeTcs B COOTBETCTBYIOLLEE NOAPA3AEeHNe Nn
paboTHMKY OpraHu3aLmm aas nepesoja 1 nocnefyiowen nepeadn Ha paccMoTpeHre pykosoacTsa. MHas
KOPPeCMnOoHAEHLUMA Ha MHOCTPaHHBIX A3blKax NepefaeTcs No Ha3HaYeHNo HeNnoCpeACTBEHHO B
CTPYKTYpHble nofapa3sfeneHus.

5.24. MpepBapuTtesibHOEe pacCMOTPEHME NPOBOANTCA B LeNaxX pacnpenesieHns noctynawwmx B
OpraHM3aunio 4OKYMEHTOB Ha Tpebytowme 06493aTeNbHOro pacCMOTPEHNS PYKOBOACTBOM OpraHm3aumm u
HarnpasJiseMble HernocpeACTBEHHO B CTPYKTYPHbIE NoApa3hesieHus.

5.25. NpepBapuTenbHOe PacCMOTPEHME BXOASALNX JOKYMEHTOB OCyLLecTBAseTcs B Cnyxbe
Lenonpou3BoACTBa Noc/e perncTpauumn 4OKyMeHTOB.
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MpenBapuTenbHOE PaCcCMOTPEHME MOXKET NPOBOAMTLCA A0 PErucTpauny B ciyyae nocTynaeHus
LOKYMEHTOB C OTMeTKaMu, TpebylowmMmn HezaMeaanTeNbHOr0 PaCCMOTPEHNSA 1 UCMOTHEHNS AOKYMEHTA.
5.26. MNpegBapuTebHOMY PacCMOTPEHUIO NoAexaT BXoAsAWwmMe LOKYMEeHThl, afpecoBaHHbIe B
opraHm3aunto n Ha NMA ee pykoBoaguTenA.

[OKYMeHTbl, aipecoBaHHble NoApa3feseHnsM, pyKoBoAUTENSM NoApa3AeNieHNd U cneumanucTam,
nepenalnTCcs B CTPYKTYPHble nofpa3aenerns 6e3 npeiBapnTesibHOro pacCMOTPEHNS.

CTpyKTypa permctpauMoHHOro HoMepa BXOAAWEro JOKYMEHTa onpeaenseTcs UHANBMAYaabHOW
WHCTPYKLMEN No 4enonpon3BOACTBY OpraHu3aumm.

CocTaB OOKYMEHTOB, NoANeXallMX NpeiBapuTeslbHOMY PaCCMOTPEHUIO B OpPraHn3auum, MoxeT BbiTb
KOHKPETM3MpPOBaH B UHAMBUAYAbHON NHCTPYKLMMN NO 4eNONPON3BOACTBY.

5.27. MNpepBaputesibHOe PacCMOTPEHME OCYLLECTBAAETCA UCXOAA U3 OLLEHKW COLAEPXKaHUS BXOOALLMNX
JNIOKYMEHTOB, C Y4E€TOM YCTAHOBJIEHHOI0 B OpPraHun3auun pacnpeaeneHns GyHKLUMOHanbHbIX 06593aHHOCTEN
MeXAy PYKOBOAMTENEM OpraHv3auunm, ero 3aMecTuTensaMu, pyKoBoANTENAMU CTPYKTYPHbIX
nogpasfaeneHuni.

5.28. lNo pe3ynbTaTam NpeaBapuTesibHOro PacCMOTPEHUSA OOKYMEHTbI pacnpenensoTcs Ha
LLOKYMEHTOMOTOKW, HarnpaB/sieMble:

Ha pacCMOTPeHWE PyKOBOANTENA OpraHn3aumm (AOKYMeHThI, NOCTyNaoLwWwme n3 opraHoB rocyapCcTBeHHON
BNACTW, OPraHoOB MECTHOIr0 CaMOyMNpPaBAEeHNSs, AOKYMEHThI N0 Hanbonee BaXKHbIM U NPUHLAMWANbHBLIM
BOMPOCaM AEeATeIbHOCTY OpraHm3auum);

Ha pacCMOTPEHNE 3aMeCTUTENEN PYKOBOANTENS (LOKYMEHTbI MO HanpaBieHNSaM OeaTeIbHOCTMY,
KYpUpyeMbIX COOTBETCTBYOLUMY 3aMeCTUTENAMN);

Ha pacCMOTPEHMWE UHbIX PYKOBOAMUTENEN, FNABHbIX Y BeAyLUX CNeLmanncTos;

Ha pPacCMOTPEHME N UCMOJIHEHNE B CTPYKTYPHbIE NoApa3fesieHns No HarnpasB/ieHUsAM UX OesATeNbHOCTW.
5.29. Mo 3aBepLieHnn NpeaBapuTebHOr0 PpaCCMOTPEHNSA LOKYMEHTLI NepenatnTCs COOTBETCTBYOWNM
PYKOBOAUTENAM A5 PACCMOTPEHMUSA 1 BbIHECEHWS PE30OLNIA (YKa3aHWU N0 UCMOJIHEHNIO).

5.30. PaccMoTpeHne 0OKYMEHTOB PyKOBOAMTENIEM OCYLLECTB/IAETCA B AeHb Nepefayn LOKYMEHTOB
PYKOBOAWUTENIO UK Ha Ccrieayowmnin paboyunin oeHb, e OOKYMEHTbI NepefaHbl PyKOBOACTBY B KOHLE
paboyero gHs.

[loKyMeHTbI, TpebyloLime CPOYHOro pacCMOTPEHMS, @ TaKXXe TenerpaMmel U TeneoHOrpaMmel
paccMaTpuBalOTCA PyKOBOAUTESNIEM HEe3aMe/INTeNbHO.

5.31. Pe3ynbTaTbl paCCMOTPEHNSA JOKYMEHTa PYKOBOAUTENEM OpraHu3aunn, ero 3amecTuTensaMu,
pykoBoAUTENAMU NofpasfeneHuii ohopMnAlTCS B BUAE pe30soLny B COOTBETCTBUM C MYHKTOM 2.43
MpuMepHOM MHCTPYKLUN.

5.32. CBegeHunsa o pesonoumm (MCNONHNTENb, COAEPXKAHME MOPYHEHUS, CPOK NCMOJTHEHMA) CNEeLNaancToM
Cnyx6bl genonpounssoacTsa BHocATCA B 9PK CO/[, nocsie 4ero UCNOAHUTENN NOaYyYaloT AOCTYN K
3N1EeKTPOHHOMY [OKYMEHTY WJIN 3NIEKTPOHHON KOMUW LOKYMEHTa, €C/IN LOKYMEHT NOCTYNNA Ha ByMa>kHOM
HocuTene.

5.33. [lokyMeHTbI, NocTynatowme Ha bymMma)KHOM HoCUTeNe, Nocse Ux perncTpaunn, Bkaoyenmnsa s CoL B
BME 3N1eKTPOHHbIX KOMWUA 1 pacCMOTPEHNA PYKOBOLCTBOM NepefaloTcs B COOTBETCTBYIOLLNE CTPYKTYPHbIE
noApasfeneHns Ha UCMOJIHEHUE MK NoMeLLatoTcs B fAeno B Cnyxbe fenonponsBoicTBa B COOTBETCTBMM C
HOMEHK1IaTypon Len opraHu3auuu.

Ons pukcauun akTa nepefaym BXOAALMX LJOKYMEHTOB U X KON Ha ByMa>kHOM HocuTene
NCNOJIHNTENAM B CTPYKTYPHbIE MOAPa3AeeHnsa MOryT UCM0JIb30BaTbCA XypHasbl (peecTpbl) nepenayn
JOKYMEHTOB.

5.34. Mpun BymMmaKkHOM LOKYMeHT0060poTe NOAMMHHUKM BXOAALLMX LOKYMEHTOB, B C/ly4ae Ha3HaveHus
HECKOJIbKUX UCNOJIHUTENIe NepefatoTcs 0TBETCTBEHHOMY UCMOJHUTENI, OCTasIbHbIM UCMOHUTENAM
Cny>xx6a nenonpon3BoACTBa NepefaeT KONumM LOKYMeHTa.
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5.35. icxopswmne [OKYMEHTbI, 3aBU3MPOBaHHbIE BCEMU 3aMHTEPECOBAHHbLIMU INLAMMN U NOAMUCAHHbIE
PYKOBOAUTENEM U NHBLIM YMOJHOMOYEHHbBIM UM NINLLOM, perncTpupytoTcs B Cny>xbe aenonponsBoacTea
opraHu3auuu.

5.36. Pernctpaumnsa ncxoosawmx 4OKyMEHTOB OCYLLECTBAAETCSA B AeHb NOANUCAHNSA UAW Ha Ceayowmni
paboyunin geHb, ecan OOKYMeHTbl Bbliv NoAnMcaHbl B KOHLe paboyero oHsA nam B Hepaboyee Bpems.

5.37. Nepepn peructpauunen ncxoaswmx nokymeHToB Cnyxba 1enonpon3BoaCcTBa NPOBEPSET NPaBUJIbHOCTb
0hopMaEHNS [OKYMEHTOB (B TOM YMUC/e Haanyme Noanncen, Bu3, NpaBUAbHOCTb HaNMCaHNs agpecos), a
TaKXXe yKa3aHHbIX B UCXOAAWMX OOKYMEHTaX NPUIOXKEHNA, COOTBETCTBME KOMNMYECTBA IK3EMMJIAPOB
KOMNYeCTBY aApecaToB MO YKa3aTesto PacChblIKK, Hanmymne oTMeTKN 06 ncnonHuTene.

5.38. Mpwu pernctpaumm ncxogawero nuceMa B C3[1 cBeaeHus 06 oTnpasBiseMoM JOKYMEHTE (PUKCUPYIOTCS
B 9PK, K KOTOPOW NPUKPEMNISETCSA 3/IEKTPOHHAA KOMMA OTNPaBJISEMOr0 AOKYMEHTA.

Ecnn 9PK 6bina cozgara B C3[] npm NoAroTOBKE NPOeKTa AOKYMEHTa, TO Npu perncTpaunm Ncxoaawero
LNOKYMEHTa B Hee 106aBNATCA CBEIEHNS O PErNCTPaLMOHHOM HOMEpPe, AaTe perncTpaunm n gpyrue
cBefieHns 06 ncxopsLLeM OOKYMEHTE.

5.39. PerncTtpaunoHHbIN HOMEP UCXOAALLEro AOKYMEHTa AO/KEH COCTOATb U3 KOAOB (MHOEKCOB) B
COOTBETCTBUM C MPUMEHSAEMBIMY KNacCMprKaTopamm 1 NOpsiAKOBOro HoOMepa AOKYMeHTa B npefenax
KasieH4apHoro roga.

[JaTa pernctpaumm n perncTpaLroHHbIN HOMEpP NPOCTaBAAITCA Ha OTMNPABASEMOM AOKYMEHTE, a TakXe Ha
KOMUN UCXOAALLEr0 AOKYMEHTa, OCTalOLWLENCA B Aene, B COOTBETCTBUN C NyHKTaMu 2.35, 2.36 MpumepHoin
NHCTPYKLU MK,

5.40. Ncxopsawmim LOKYMEHT, NOAMNUCAHHbLIA PYKOBOAUTENIEM OPraHn3aLnm Uan NHbIM YyrnosHOMOYEHHbLIM UM
LO/MKHOCTHBLIM JINLLOM, NMepefaeTcs Ha OTNPaBKy, KONUs 4OKyMeHTa Ha bByMa)XHOM HocuTene C BU3aMm
noMeLLaeTCca B 4e0 B COOTBETCTBUN C HOMEHKAaTYpon aen.

DNIEKTPOHHbIE LOKYMEHTbI MOC/e NX MOANNCAHNA 3N1EKTPOHHON NOAMNUCHIO U OTMNPAaBKW agpecaTy XPaHATCS
B 6a3e JaHHbix C31.

5.41. B 3aBUCUMOCTM OT COLEPXKAHUSA N CPOYHOCTU JOKYMEHTLI, OTNPaBJISEMbIE U3 OpraHu3aLun,
LOCTaBNATCA agpecaTaMm CpeacTBaMy NOYTOBOW, Pefbaberepckoin CBA3N, CNELCBA3N, KypbePOM,
9KCMPECC-NoYTOM, a TakXe NnepenatnTca No KaHanam NeKTPOCBA3N ((hakCMMUbHas CBA3b, Tenerpadg,
TenedoH, 3NeKTPOHHas noyTta, M340, C3[).

ObpaboTka KOPPECNOHAEHUMUN ANS OTMPABKM NMOYTOBON CBA3bIO OCYLLECTBJIAETCA B COOTBETCTBUM C
MpaBuniamMmn oKasaHWs ycayr NoYTOBON CBA3N.

5.42. JOKyMEeHTbI, HE UMelLLINe aipeCHON YacTu, MPUHNMAOTCS Ha OTMPaBKy C COMPOBOAUTEbHbIMM
NUCbMaMu (3a UCKNOYEHMEM KOMUIA pacnopsaanTenbHbIX JOKYMEHTOB, HanpaBAsEMbIX B
noABeAOMCTBEHHbIE OpraHu3aunm).

HenpaBnsibHO 0(DOpPMIEHHbIE LOKYMEHTbI U KOPPECMOHAEHLNS HECNY)KEBHOr0 XapakTepa K OTNpaBKe He
NPUHMMAIOTCS M BO3BPALLAIOTCSA UCMOJHUTENIO.

[lOKYMeHTbI, Noffiexallne oTnpaBke, A0KHbI 06pabaThiBaTbCA 1 OTNPABAATHCSA B A€Hb UX MNOAMNNCAHUS U
perncTpaumm uin Ha cnepyowmnn paboynin geHso.

5.43. [JocblsIKa UM 3aMeHa paHee OTMNPaBJIEHHON0 JOKYMEHTa OCYLLEeCTBJIAeTCA MO YKa3aHuio 1nua,
NoAMMUCaBLLEro AOKYMEHT.

5.44., NpoxoxAeHne BHYTPEHHMX OKYMEHTOB Ha 3Tanax Ux nogroToBKW U 0POpMAEHUS SOSIKHO
COOTBETCTBOBATb MPOXOXAEHNIO NCXOAALWMX LOKYMEHTOB, @ Ha 3Tarne UCNOJIHEHUS - BXOLAALLNX
LOKYMEHTOB.

5.45. MNpoeKkTbl pacnopsanTenbHbIX JOKYMEHTOB (MPMKa30B, Pacnops»XeHnin), MOArOTOBAEHHbIX AN
noanuncaHna, nocsie NOAroTOBKM U COrJlacoBaHWNA C 3aMHTEPECOBaHHbLIMU NnLaMm nepenatotca B Cnyxoy
LesIoNnpon3BoLCTBa 415 NPOBEPKU MPaBUIIbHOCTN UX OPOPMAEHNS.

5.46. MpaBnSibHO 0POPMJIEHHbIE NPUKa3bl, PaCNOPSXKEHNS NepenatoTCa Ha NOAMNCL PYKOBOAUTENIO
opraHmMsauum Uan NHOMY yrnosHOMOYEHHOMY UM NNLY.
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5.47. MoanucaHHble NPrKasbl, PacnopsXKeHUs No OCHOBHONM AeATeNbHOCTU perncTpupytoTcs B Cnyxbe
Llenonpon3BoaCTBa.

Mprkas MUHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHUKaLUmin Poccuinckon ®epepaunu ot 31 uiona 2014 r. Ne
234 "06 yTBepxxaeHnu MpaBun okasaHUs ycayr NoYTOBON CBA3N" (3aperncTprupoBaH B MUHUCTepCTBE
tocTuumm Poccuinckon ®epepaunn 26 aekadbps 2014 r., pernctpaunoHHbiin Ne 35442), ¢ naMeHeHUsMMU,
BHECEHHbIMY MPUKa3oM MUHUCTEPCTBa CBA3M M MAaCCOBbIX KOMMYHMKaL i Poccunckon deaepauum ot 13
teBpana 2018 r. Ne 61 "O BHECEHMM N3MEHEHWI B NpuKa3 MMHUCTEPCTBA CBA3M N MaCCOBbIX
KOMMYHUKaumin Poccuinckon ®epepaumm ot 31 utong 2014 r. Ne 234 "06 yTBep>xaeHunn MpasBun okazaHus
yC/yr no4TOBOW CBA3W" (3aperncTpupoBaH B MuHucTepcTae ocTuummn Poccunckon depepauum 28 mapTa
2018 r., perncTpaumoHHbiin Ne 50545).

MoAroToBKa MNPMKa3oB Mo JIMYHOMY COCTaBY K NOAMUCAHMIO PYKOBOAUTEIEM N UX perncTpaums
OCYLLeCTBAATCA NOAPa3AeeHMeM No YNpaBieHUIo MepCcoHasioM.

MprkasaM, pacnopsXKeHUsaM No OCHOBHOW AeATeNbHOCTM NPUCBanBaloTCA NOPsSLKOBbIE HOMepa (M0 KaXKaou
rpynne OOKYMEHTOB OTAE/bHO) B Npefesiax KaJieHaapHoro roga. NopsaakoBbi HOMEP 4OKYMEHTa MOXeT
LOMNONHATLCS BYKBEHHBIM UM LUEPOBLIM MHAEKCOM, 0603HaYaloWMM NPUHAANEXHOCTL JOKYMEHTA
COOTBETCTBYIOLLEN rpynne LOKYMEHTOB.

CBefieHMNsa 0 perncTpmpyembix npukasax, pacnops>xeHmsax BHocAaTcs B C3L unm B MHble perncTpauLmoHHo-
y4YeTHble (hopMbl Ha ByMaXKHOM HOCUTENE NN B 3NIEKTPOHHON (hopMe B COOTBETCTBUM C NYHKTOM 5.54
MpUMepHON NHCTPYKLU MK,

5.48. TIOANMHHUKIM MPUKA30B (pacnopsXKeHnn) No MecTy UX pernctpauumn GopMupyroTca B Lena B
COOTBETCTBUM C HOMEHKNATYPON Aefl opraHn3aLny B COOTBETCTBMMU C MyHKTOM 8.20 MpumepHon
NHCTPYKLUMK,

Konvn nprka3oBs, pacnops>XeHUn paccbialoTCa UCNOAHUTENAM U UHBIM 3aUHTEPECOBaHHbLIM ML,aM B
3N1EeKTPOHHOI hopMe Man Ha ByMaKHOM HOCMTENE B COOTBETCTBUN C YKa3aTeNeM PacChUIKU.

Konun nprka3oB, pacnops>KeHWuin, paccbiiaeMblie Ha ByMaXKHOM HOCUTeNe, 3aBEPSIOTCA B COOTBETCTBUM C
NyHKTOM 2.51 MNprMepHON NHCTPYKLNN.

5.49. MpoTOKObI 3aCeflaHNIN, COBELLAHWNIA, MPOBOAMMbIX PYKOBOLCTBOM OpraHu3auunm, perncTpupyroTcs B
Cnyxx6e nenonpon3BoACTBa UM CEKpeTapsMM COOTBETCTBYIOLMX PYKOBOAUTENEN.

MpoTOKObI 3aCeaHnii, COBELLL@HNA, MPOBOAMMBIX KOJIernasibHbIMK (COBELLATENbHbBIMM) OpraHamum,
KOMUCCUAMU WU B CTPYKTYPHbBIX NoApa3feneHnsaxX opraHm3auunm, perucTpupyoTcs B noapasaesieHmsax,
OTBETCTBEHHbIX 3@ OpraHn3aunio 1 NpoBefeHne MeponpuaTns. Konum Takmnx NnpoTOKOI0B MOTOBATCA K
pacchbliKe 1 pacChbiNaloTCa CTPYKTYPHbIM NoApasfesieHneM, 0OTBETCTBEHHbIM 3a OpraHu3aumio n
npoBefieHne MeponpuaTrs.

5.50. MpoToKONaM NpMCBanBaOTCSA NOPALKOBbIE HOMEpPA B Npefesiax KaneH4apHoro roga nav nepuoaa
paboTbl BpemeHHON paboyen rpynnbl (KOMUCCUM) MO KaXX 40N rpynne NpoTOKOI0B OTAELHO.
MoAVHHUKN NPOTOKOJIOB MO MEeCTY UX perncTpaunm hopMmnpyroTca B Aea no HOMeHKNaType nen
opraHusauuny B COOTBETCTBUN C MYHKTOM 8.20 MpuMepHON MHCTPYKLNN.

5.51. BHyTpeHH/e LOKYMEHTbI Ha UMS PYKOBOLUTENSA APYrOro CTPYKTYPHOro nofpasfesieHns
peructpupytotcs B C3[ nnm (npu otcyTcTBUM CIM nan OTCYTCTBUN BO3MOXKHOCTY 3aperncTpmpoBaTh
BHYTPEHHWI JOKYMeHT B CO/1) peructpupytoTca B noApasfeneHnm, Co34aBLUMM AOKYMEHT.
3aperncTpmpoBaHHbIi JOKYMEHT nepefaeTcs HenoCcpeACcTBEHHO B NoApa3aesieHne - agpecaT, B KOTOPOM
NMOBTOPHO HE perucTpupyercs.

5.52. Mpwu BkAtoveHnn B C3[, BXOAALMX LOKYMEHTOB, UX PerncTpaunm, paCCMoTPEHUN U NCNONHEHUN B IPK
BHOCATCH Cliefytowmne ceBeeHns 0 JOKYMEeHTe:

a) HaMMeHOoBaHWe opraHu3aumnm (KkoppecrnoHaeHTa);

6) appecarT;

B) HAMMEHOBaHMe B1Aa LOKYMEHTa;
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r) JaTa NOCTYMNMBLLEro JOKYMEHTa;

[) PErMCTPaLMOHHbIA HOMEP NOCTYMMBLUErO LOKYMEHTa;

€) AOJHKHOCTb, (PaMUANS N MHMLMAbI LA, NOAMNNCABLIEr0 JOKYMEHT;
)K) AlaTa NOCTYMJIEHUS LOKYMEHTa;

3) BXOAALLNI PErNCTPALNOHHBIA HOMEp;

N) 3arofioBOK K TEKCTY (KpaTKoe cogepxaHne fOoKyMeHTa);

K

)
)

KOMNYECTBO JINCTOB OCHOBHOMO AOKYMEHTA;
J1) OTMETKA 0 NMPUN0XXeHUn (KOAMYeCTBO NPUIoXKeHuin, obLiee KoJIMYeCTBO SINCTOB NPUI0XKEHWUN);

M) CcBeeHNA O CBA3aHHbIX OOKYMEHTaX (HaI/IMeHOBaHI/Ie B/Oa OOKYMeHTa, AaTa, peFVICTpaLI,I/IOHHbIVI HOMep,
TN CBA3N);

H) pe3onoumsa (MCNONHUTENb (MCAONHUTENN), MOPYYEHME, AOJHKHOCTHOE NLO, AaBLUEe NopyYeHne, aaTa);

)
)
)
)

)
0) CPOK MCMOJIHEHNSA [OKYMEHTa;
n) MHIOEKC Aena no HOMeHKNaType aen;
p) CBeLleHMs O nepeagpecaunn OKYMEHTa;
C) OTMETKa 0 KOHTPOeE;

T) rpud orpaHMyeHna [ocTyna K JOKYMEHTY;
y) cBeeHnsa 06 3N1eKTPOHHOW NoANnCY;

() pe3ynbTaT NPOBEPKUN INEKTPOHHOM MNOAMMUCHK.

YKa3aHHbIN COCTaB CBeAEHWN, BKOYaeMbix B CI[] npu perncTpauum n B Xo4e pacCMOTPEHNSA 1
NCMONHEHUS BXOLALLMX N UCXOAALLNX [OKYMEHTOB, 06d3aTeneH ans opraHm3aunm - y4actHmkos M3J0.
Bkntoyatotca B C3/], ecnv NOCTYNUBLUNA AOKYMEHT MOAMWCAH YCUIEHHOW 3JIEKTPOHHOW NOAMNNCHIO.
5.53. Mpwu BkAo4eHnn B CI[, ncxonawmx 4OKYMeHToB B IPK BHOCATCA Cnefylowme CBeleHUsa 0 OKYMEHTE:
a) apgpecaT;
6) BOMKHOCTb, (PAaMUANS N MHMLMANbI INLA, NOAMNNCABLIEr0 OKYMEHT;

)

B) HaMMeHOBaHWe B Oa OOKYMEHTa,

)
r) LaTa OOKYMEHTa;
[l) PErMCTPaLMOHHbIA HOMEP AOKYMEHTa;

€) 3aro/I0BOK K TEKCTY (KpaTKoe CoaepXaHne OOKYMEeHTa);

)K) CBEAEHMA O CBA3AHHbIX OKYMEHTax (HanMeHOBaHWe BUAa OOKYMEHTa, AaTa, PErMCTPaLUnOHHbIA HOMEp,
TUN CBA3N);

3) KOJIMYECTBO JINCTOB OCHOBHOIO JIOKYMEHTa;

1) NHIOEKC Aena no HOMeHkKaType aen;
K) OTMETKa O MPUI0XKEHUN (KONNYECTBO NPUIoXXeHni, obLiee KOAMYeCTBO ANCTOB NPUIOXKEHWNI);

N1) rpud orpaHnyYeHns gocTyna K JOKYMEHTY;

M) nogpasfeneHmne - OTBETCTBEHHbIN UCMOJIHUTE b OOKYMEHTa;

H) cBefeHns 06 3NeKTPOHHOW NOANUCH.

5.54. Mpwu BkntodeHnn B CII1 BHYTPEHHUX OOKYMEHTOB B IPK BHOCATCA CliefyioLme cBefeHns o
LOKYMEHTE:

a) HauMeHoBaHWe NoApa3aeneHns, NoAroTOBMBLLErO MPOEKT AOKYMEHTA;

6) HaumeHoBaHWe BUAA [OKYMEHTA;

B) AaTa OOKYMEHTa;

) pErncTpaunoHHbIN HOMEP LOKYMEHTa;

A1) OOJDKHOCTb, DaMuans 1 NHULMaNbl inua, NoANMCaBLUEro OOKYMEHT;

€) CBelleHMs 0 CBSI3aHHbIX NOKYMEHTax (HauMeHoBaHWe B1Aa AOKYMEHTa, AaTa, PeErmcTpaLnuoHHbIA HoMep,
TUN CBA3N);

)K) 3arofloBOK K TEKCTY (KpaTKoe cogepXaHne LOKYMeHTa);

3) OTMETKa 0 NPUI0XKEHNMN (KOINMYECTBO NPUIOKEHMNI, 0bLLee KOIMYECTBO INCTOB NPUSIOXKEHWUN);
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1) NHOEKC Aena no HOMeHKNaType aen;
K) yKa3aHus No NCMNOSIHEHWNIO AOKYMEHTa (MCMONHNTENb, MOpYYeHne, AaTa NCMONHEHNS);
J1) OTMETKa O KOHTPOJE;
M) rpud orpaHuyYeHns 0ocTyna K JOKYMEHTY;
)

H) nogpa3neneHne (BOJHKHOCTHOE INLLO) - MCNONHUTENb (OTBETCTBEHHbIN MCMOJHUTENb) OOKYMEHTa.

CocTaB cBefieHWI, BHOCMMbIX B C3[] npu pernctpaumm BHyTPEHHUX AOKYMEHTOB, 3aBUCUT OT BUAa
PerncTpMpyemMoro LoKyMeHTa.

[loNONHNTENBHO K YKa3aHHbIM CBEAEHNAM O BXOASALWMNX, MCXOAALNX U BHYTPEHHUX A0KYMeHTax B OPK C3[]
MOryT BHOCUTbLCS MHbIE CBEAEHUS.

5.55. YyeT Konmn4yecTtBa 4OKYMEHTOB, MOCTYMMBLUKX, CO3A4aHHbIX, OTAPAB/IEHHbIX 3a ONPEeAeSIeHHbIN Nepnos
BPEMEHM, MOXXET NPOBOANTLCA MO OPraHM3aLun B LLEIOM, MO OTAE/bHbIM CTPYKTYPHbLIM NoApa3aesieHnsM,
no rpynnam AOKYMEHTOB, KOPPECNOHAEHTaM, AeNCTBMAM, MPOU3BEAEHHbBIM C JOKYMEHTaMm1, U Apyrum
napameTpaM, HeobXoAMMbIM 15 aHanM3a paboTbl C LOKYMEHTaMU B LeNIX ee COBEPLUEHCTBOBAHMS.

5.56. Mpu y4eTe obbema HOKyMeHTO060pOTa NOACHNTLIBAETCA KOMYECTBO AOKYMEHTOB BblAEIEHHOW
rpynnbl. Y4eT KONMYecTBa AOKYMEHTOB NPOBOAUTCA NO AaHHbIM C3[], perncTpaunoHHO-YYETHbIX XXYpPHasoB
N KapTOTEK.

5.57. 3a eguHmMLy y4eTa KOIMYEeCTBa AOKYMEHTOB NPUHMMAETCS €ANHCTBEHHbIN 3K3eMNAAP OOKYMEHTa
(MOANIMHHMK AW KOMWA, eCNIN KOMKWS - eAUHCTBEHHbIN 3K3EeMMNAAP AOKYMEHTa B OpraHM3auumn, Hanpumep,
KOMMA NCXOAALLEro NUcbMa) 6e3 yyeTa KOMnuia, co3gaBaeMbixX Npu NevaTy U KONMpPoBaHNM
(TupaxknpoBaHuK). Konmm LOKyMeHTOB NPY He0BX0AMMOCTU aHaNN3a YYMTbIBAOTCSA OTHAESbHO.

5.58. Pe3ynbTaThl y4yeTa obbeMa foKyMeHTOobOpoTa B opraHusaumm exeronHo obobuiatotca Cnyxbon
[,e710NPOM3BOACTBA 1 MPeACTaBNAOTCS PYKOBOACTBY B BUAE 0TYeTa 06 06beMe AOoKyMeHTO0O0pOTa 3a roa.
VI. KOHTPOAb MCNOAHEHNSA LOKYMEHTOB (MOpyYeHuin)

6.1. KOHTPOJIb NCMOSIHEHNS LOKYMEHTOB (MOpYyYeHWiA) BEAETCA B LLENSX UX CBOEBPEMEHHOMO U
Ka4yeCTBEHHOI0 NCMOIHEHNS.

6.2. KOHTPOJIb NCMONHEHNS LOKYMEHTOB (MOPYyYeHnin) BeAeTCs:

PYKOBOAUTENEM UN NHBIM AOJ/PKHOCTHBIM JIMLOM OpPraHn3aumnmn - MCMOJIHEHNS JOKYMEHTOB (MOpyYeHunin) no
CyLLecTBy;

Cny>x6011 fenonpon3BoACTBa OpraHM3aLnm U OTBETCTBEHHLIMUW 3@ AE/10NPOM3BOACTBO B CTPYKTYPHbIX
noapa3faeneHnsx - COOKOB UCMOJIHEHNS LOKYMEHTOB (MOpyYeHuiA).

B Cny»x6e nenonpon3BoAcTBa LEHTPAIN30BAaHHOMY KOHTPOJIO NOAJeXaT 3aperncTpUpoBaHHbIe
LOKYMEHTbI C OTMETKOM 0 KOHTpoJe ("KOHTposb"), NpOCTaB/ISeEMON B COOTBETCTBUM C MYHKTOM 2.54
MpyMepHOM MHCTPYKLNUN, @ B CTPYKTYPHbIX NOAPa3LeNEeHNSX OpraHn3aLmm - BCe 3aperncTpmpoBaHHble
LOKYMEHTbI, TpebyloLme NCNoSTHEHNS.

6.3. PacnopsanTensHble AOKYMEHTLI, MPOTOKObLI 3aceAaHnin (COBELLAaHNI), COAEpKaLLME NOPYHEHNS C
KOHKPETHbIMW CPOKaMUN UCMOJSTHEHUS, CTAaBATCSA Ha KOHTPOJIb MO KaXXAOMY NMOPYYEHUIO OTAENbHO.

6.4. KOHTPOJIb CPOKOB NCMOJIHEHNS OKYMEHTOB (MOPYYEHUIA) BKOYAET B Ceb4:

NMOCTaHOBKY OOKYMEHTOB (MOpPYYeHWIA) Ha KOHTPOJIb;

NPOBEPKY CBOEBPEMEHHOCTUN L0BEAEHNS JOKYMEHTOB (MOPYYEHUIN) A0 UCMONHMUTENEN;

npenBapuTeNIbHYIO MPOBEPKY W PeryanpoBaHue xona UCNONHEHNS LOKYMEHTOB (MOpyyYeHui);

CHATWE C KOHTPOJIA OKYMEHTOB (MOpy4eHunin);

yyeT, 06obLieHre 1 aHanu3 pesybTaToB X04a UCMONHEHMNS LOKYMEHTOB (MOpyYeHuin);

NHMOPMUPOBAHNE PYKOBOAUTENEN O XOA€ UCTIONHEHUSA JOKYMEHTOB (MOPYYEHMWI) U COCTOSAHUM
NCNOJIHATEIbCKON AUCLMTMINHBI.

6.5. CpOKM NCNOJTHEHUS LOKYMEHTOB (MOPYYEHUIA) NCYNCAAIOTCS B KaseHOapHbIX AHAX.

Ecnn nocnegHun geHb CpoKa UCMOJSIHEHUS OKYMEHTa (MOpyYeHMs) NPUXOANTCS Ha Hepabounii feHb, TO
LOKYMEHT MOANEXWUT UCMOJIHEHWIO B BAVv»Kanwnin cnegyowmin 3a HAM paboynii eHb.
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[laTa ncnonHeHns OoKymeHTa (Nopy4vyeHuns) dukcupyetcs B IPK CI mnm MHOM perncTpaLUmnoHHO-y4eTHON
hopMe, NCNONb3YEMON AN OTCIEXMBAHNSA CPOKOB UCMOSIHEHNSA AOKYMEHTa (MopyyeHuns).

CpOoKM NCMONHEHNA OKYMEHTOB (MOPYyYEeHMI) yCTaHABANBAIOTCA PYKOBOANTENEM, NCXOAS U3 CPOKaA,
YCTaHOB/IEHHOr0 OpPraHu3aLmeit, HanpaBUBLLEN AOKYMEHT, MW CPOKOB, YCTAHOBAEHHbIX
3aKoHO4aTenbCTBOM Poccuinckon ®enepavumm.

6.6. [JokyMeHTbl (Nopy4YeHns) NOAJIEXaT NCNOJIHEHNIO B C/IEAYIOLINE CPOKM:

C KOHKPETHOM AAaTON UCMOMHEHUS - B YKa3aHHbIN CPOK;

6e3 yKkaszaHns KOHKPETHOW AaTbl UCMOSHEHNS, UMEIOLINE B TEKCTE MOMETKY "BeCbMa CPOYHO" - B TEYEHME
OAHOro AHA, "CPOYHO" - B 3-AHEBHbIN CPOK; "onepaTmMBHO" - B 10-AHEBHbIN CPOK; OCTaJIbHbIE - B CPOK He
6onee 30 gHew;

no napsaMeHTCKUM 3anpocaM - He No3aHee 4yeM yepes 15 gHen co AHSA NoayveHus;

no 3anpocam 4neHos CoseTa ®efepauun, genytatoB [ocygapcTBEHHON AyMbl (AenyTaTCKOMY 3amnpocy) He
nosgHee 4yem yepes 30 AHeN CO OHA NONYyYEHNS;

N0 MeXXBeOMCTBEHHbLIM 3amnpocaM 0 NpeacTaBAeHUN LOKYMEHTOB U (MAM) UHGOPMaLUN B Liensx
npenocTaBieHNs roCyAapCTBEHHbIX M MYHULMAAIbHbLIX YCAyr - 5 paboynx gHen co gHSA noayyeHus
3anpoca, ecnun 3akoHoLaTenbCTBOM Poccunckon ®efepaumm He yCTaHOBAEH UHOW CPOK;

no obpatleHmsam rpaxgaH - 30 gHen Co AHS perucTpaumm.

6.7. MMPMOCTaHOBUTb NCMONHEHNE KOHTPONLHOIO AOKYMEHTa (MopyyeHmns), a TakXKe OTMEHUTb €ro MoxeT
PyKOBOAWNTENb, MOANNCABLUNIA OKYMEHT AW AaBLUMIA NOpyYeHUue (YKasaHue).

6.8. B LLensix CBOEBPEMEHHOI0 NCNOJIHEHNS OOKYMEHTOB, MOPYYeHUI (YKa3aHUIN), NOCTaB/IEHHbIX Ha
KOHTPONb, paboTHMK Cnyxbbl Lenonpon3BoACTBa, OTBETCTBEHHbLIN 33 BEAEHNE KOHTPOASA NCNOJIHEHNS
LLOKYMEHTOB, MpoBepseT CBOEBPEMEHHOCTb A0BEAEeHUS LOKYMEHTa (NopyyYeHuns) Ao NCNOSHUTEeNS.

6.9. ECiv CPOK NCMOMHEHNS [OKYMEHTa (MOpPYyYeHUs) MPeBbLILAET O4MH MecsL, B Liensx obecneyeHuns
CBOEBPEMEHHOM0 NCMOJIHEHNSA AOKYMEHTa (MopyYeHns) NPOBOANTCS NpeaBapuUTEbHbI KOHTPOb 1
HanoMWHaHNA UCMOJHUTENSM O NPUBANXKEHNN CPOKOB UCMONHEHNS IOKYMEHTOB (MOPYYEHNIA).

6.10. MpepBapuTeNbHbIN KOHTPOb OCYLLECTBASETCA B CIEAYIOLLEM NOPSAKe:

LOKYMEHTOB (MOPYyYeHWI) NOCAEeAYIOWMX JIET - HE peXxe 04HOro pasa B rog;

AOKYMEHTOB (NOpyYeHnin) NoCNeayoLmnx MecsLeB TEKYLEro rofa - He peXxe 0HOro pa3a B Mecsl,;
LOKYMEHTOB (NOpYYeHMIN) TeKyLLEero Mecaua - 3a 5 AHel 10 UCTeYeHMs CPOKa UCMOSTHEHNSA.

6.11. HanoMMHaHWe NCNONHUTENSM O NPUBNXKEHUN CPOKOB UCMOJIHEHUS NOKYMEHTOB (MOPYYEHU) MOXET
OCYLLEeCTBAATLCA B aBTOMATUYECKOM pexume rocpenctsom C3M.

HanoMnHaHMa NCNONHMTENAM, @ TakXe nHGopMauma 06 NCMONHEHNN LOKYMEHTOB (MOpYyYeHuin),
noJiy4eHHasa oT ucnosiHmtenein, pukcupyroTcs B IPK C3[, nan UHbIX perncTpaunoHHO-y4eTHbIX (hopMax,
NCNOJIb3yeMbIX A5 KOHTPOS UCNOJIHEHNSA OOKYMEHTOB (NOpy4eHun).

6.12. Mpn HEOOXOAMMOCTMN U3MEHEHMNS CPOKA UCMOJIHEHNSA OOKYMEHTa (MOpyYeHns) OTBETCTBEHHbI
ncnonHnTens 06a3aH NpeacTaBUTb Ha UMSA PYKOBOAUTENS, AABLUEro nopyyeHue, 06ocHoBaHMe (Cny>kebHyio
3aMnCKy) 0 NPOAJIEHUN CPOKa C YKa3aHWEM MPUYUH NPOANEHNA U AaTbl UCNOHEHUS.

0O6ocHOBaHMe NpoANeHUs CPOKa UCMONHEHNS LOKYMEHTa (NopyyYeHuns) foSHKHO BbITb HanpaBieHo
COOTBETCTBYIOLLEMY PYKOBOAUTESIIO HE MO3A4HEE, YEM MO UCTEYEHUN ABYX TPETbUX CPOKA UCMOJIHEHUS
LOKYMeHTa (nopyyeHus).

06 n3meHeHUN CpoKa MCNOJIHEHNA AOKYMeHTa (MopyYeHns) OTBETCTBEHHbIN UCMONHUTENb UHGOPMUpPYET
Cnyxby nenonpon3BoacTBa.

AHanornyHbiM 06pa3om MoryT 6biTb BHECEHBI U3MEHEHNS B COCTAB UCMOJIHUTENEN JOKYMEHTa (NopyyeHns)
c oba3aTesibHbIM UHpopMUpoBaHnem Cny>xbbl 4enonpon3BoaCTBa.

6.13. [lokyMeHT (mopyyeHne) cCHMTaeTCa NCMOHEHHbLIM, €C/IN MPUHSATHLI PeLleHns Mo MOCTaBMEHHbIM
BOMpPOCaM, MOArOTOB/IEHbI COOTBETCTBYIOLLNE AOKYMEHTbI, HanpaB/iieHa cnpaBka 06 CNOSIHEHNM B
COOTBETCTBYHOLLME OPraHbl BAACTW (OpraHn3aunm) an gaH oTBeT MO CyLWeCTBY 3aUHTEPECOBaHHbLIM ULAM.
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PelueHne 06 NCnosHeHUN NOKYMeHTa (MOpyYeHns) NPUHUMAET PyKOBOAMTENb, MOCTAaBUBLLMIA AOKYMEHT
(nopyyeHne) Ha KOHTPOIb, C 06g3aTeNbHLIM HopMUpoBaHUeM Cnyxbbl enonNpon3BOACTBa OpraHu3aLuu.
Ha ncnonHeHHOM [OKYMeEHTe NPoCTaBAsEeTCS OTMETKa O HanpaBieHn LOKYyMEeHTa B A0 B COOTBETCTBUN
C NYHKTOM 2.55 MpuMepHON MHCTPYKLMK, CBEAEHNS 06 NCMONHEHNN LOKYMEHTa (NOpyYeHMs) BHOCATCS B
3PK C3[1 nnun nHyto perncTpaLnoHHO-y4eTHYI0 OPMY, NCNOJb3YEMYIO 415 KOHTPONS UCMIONHEHMS.

6.14. JoKyMeHTbl (MOPYYEHNS), HE CHATBIE C KOHTPOJISA, @ TakXKe JOKYMeHTbI (MopyyYeHus), Cpok
NCMNOSIHEHUS KOTOPbIX HE NPOAJIEH, CYATAOTCA HEUCMOHEHHBLIMU.

6.15. Cnyxba nenonpon3BoaCcTBa OpraHn3aLum aHaN3NPYET COCTOSIHNE 1 Pe3yibTaTbl MCMOJIHEHNSA
LOKYMEHTOB (NOpyYeHuin) N COCTOSHUE UCNOJIHUTENbCKON AUCUNMINHBIL:

B NoOpsiiKe NpeaBapuUTebHOr0 KOHTPOISA HanpaBaseT B CTPYKTYPHbIE NoApa3feneHunsa opraHusaumum
HaNnOMUHaHWA 0 AOKYMEHTaX, CPOKM UCMOSIHEHMSA KOTOPbIX UCTEKalT (3a 3 - 5 AHEeN A0 OKOHYaHWUS CPoKa
NCNONHEHUS LOKYMEHTA);

pa3 B MecsL, 1 M0 OKOHYaHUN rofa PYKOBOAUTENO OpraHM3auum n pykoBOANTENAM CTPYKTYPHbIX
noApasfeneHnin HanpaBasaeT 0TYETbl 0 KOIMYECTBE AOKYMEHTOB, NCMOMHEHHbIX B CPOK, NCMOJIHEHHbIX C
NpoasieHNEeM CPpOKa MCMOJIHEHWS, HE NCMOSIHEHHbIX, HAXOAALWMNXCA Ha NCAOAHEHUN MO OpraHn3aunn B
LeNIoM, MO CTPYKTYPHbIM NOAPa3AeSieHnaM 1, Npyu HeobX0AUMOCTK, - MO OTAENbHLIM NCMOJIHUTENAM.

VII. OpraHunsauus paboTbl UCMOAHUTENS C AOKYMEHTaMU

7.1. UcnonHunTeNb NoJsly4aeT AOKYMEHTbI Ha UCMONHEHNE B eHb X PACCMOTPEHUSA WM Ha CeLyowmn
paboynin feHb B COOTBETCTBUM C PE30JIIOLMUSAMUN PYKOBOACTBA OpPraHU3aLmMm n pyKoBoAUTeNs
nogpasgeneHns. CpovHble LOKYMEHTbI NepesatoTCca UCNOIHUTENI0 He3aMeaNTeNbHO.

7.2. loKkyMeHTbl, NOCTYNaKLWme B CTPYKTYPHOE NnoapasaesieHne ¢ pe3osiounaMn pyKoBoaCTBa,
nepefalTCcs pyKOBOAMTEO noapasaeneHns. ECnvm JOKYyMeHT, NOCTYNUBLLMIA Ha UCNOJIHEHME B
noapasfeneHvie, He MMeeT OTHOLLEHUS K KOMNeTeHUU NoApa3aeseHns, pykoBoAUTe b NoApa3aeneHns B
TOT Xe OeHb UK Ha cnefyownii paboyuin feHb Bo3BpaLlaeT ero B Cnyxby aenonponssoacTsa 4ns
peLleHns BONpOCa O NepeHanpaBiaeHnn ero Ha UCNOSIHEHME B ApYyroe nogpasaeneHme (apyromy
NCMONHUTENIO).

7.3. icnonHeHne gokyMeHTa npefycMaTpuBaeT:

cbop v aHanu3 Heo6Xx0AMMON UHGOPMaLUN;

NMOArOTOBKY MPOEKTa LOKYMEHTa 1 ero ohopMieHue;

COrflacoBaHme npoekTa AOKYMeHTa C 3auHTepeCcoBaHHbIMU ANLAMU;

n0paboTKy NpoekTa AOKYMeHTa Mo 3aMeyaHunsaM, NoJlyYeHHbIM B XO4€e COrlacoBaHUs 1, nNpu
HeobXx0aMMOCTK, - MOBTOPHOE COrlaCcoBaHME;

NOArOTOBKY CMMCKA (YKa3aTesns) pacCbliKM LOKYMEHTa, eC/in JOKYMEHT aipecoBaH rpynne opraHv3auun;
npeacTaBneHne NpoekTa LOKYMEeHTa Ha NoANUCh (YTBEpXXAEeHVe) PYKOBOLACTBY;

NOArOTOBKY OOKYMEHTa K OTrpaBke 1 nepefavy Konuum 4OKyMeHTa B Aefo.

BoinonHsieTca Cny>x6oin nenonpon3BoacTBa.

7.4. MNpn HanpaBAeHUN LOKYMEHTa HECKONbKMM UCAOIHUTENAM OTBETCTBEHHbLIM 3a NOAMOTOBKY NPOEKTa
LOKYMEHTa ABNIAETCSA UCMOMHUTESb, YKa3aHHbIN B PE30JII0L MM NepBbIM MAK 0603Ha4YeHHbIA B pe30toLnn
KaK OTBETCTBEHHbIN UCMONHUTESb.

7.5. OTBETCTBEHHbLIN UCMOSIHUTESb UMEET NPABO AaBaTb NOPYYEHUS OCTaNbHbIM UCMOAHUTENSM, NPOBOANTL
paboune coBellaHns A5 BbipabOTKN COBMECTHOrO peLleHmns. Bce nCNoNHUTENN B paBHOW CTEMEHU
OTBETCTBEHHbI 32 CBOEBPEMEHHOE U KAa4YeCTBEHHOE NCMOJIHEHWE NOPYYEHUS U NpefcTaBsieHne
OTBETCTBEHHOMY WCMOJIHUTENO B YCTAaHOBJIEHHbIE UM CPOKN HEODXOANMBIX MaTepunasioB (MPOEKTOB
LLOKYMEHTOB, CNpPaBokK). CNnonHNTEeNN He UMEIDT NpasBa NPeacTaBNAATb MPOEKTbl JOKYMEHTOB
PYKOBOLUTESO, JABLUEMY MOPYYEHNE, MUHYS OTBETCTBEHHOI0 UCMONHUTENA.

7.6. B cnyyvae OTCYyTCTBUSA UCMONHUTENS (KOMAHOUPOBKA, OTNYCK, 60M1e3Hb) LOKYMEHT MO YKa3aHuto
pyKoBOAMTENA NoApa3LeneHns nepefaeTcs opyromMmy McnoaHnTento ¢ obsasatesibHbIM coobuieHnem ero
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hamununm 0enonpon3BOANTENO NOAPA3AEEHNSA A1 BHECEHNS N3MeHeHUIn B IPK gokymeHTa B C3[ unu
WNHYI0 PermcTpaLmoHHO-YYeTHYI0 hopMy.

7.7. Mpw yBOJIbHEHMM MU NEPEXOAE Ha APYron y4acTok paboTbl COTPYAHMK 00653aH CAaTb OOKYMEHTbI U
[lena pyKkoBoaMTeNo noapasaeneHns uim no ero yKasaHuio BHOBb Ha3Ha4Ye€HHOMY COTPYLHUKY (B cinyyae
Heobxo4MMOCTH, - N0 aKTy NpueMa-nepefayun, B KOTOPOM YKa3bIBAOTCA BUAbLI AeSl (3aron0BKU Aen) n nx
KOJINYECTBO U KOTOPbLIA NOAMMUCLIBAETCSA PabOTHNKOM, NepefaBLInM LOKYMEHTbI, U PabOTHUKOM,
NPUHABLUUM LOKYMEHTHI).

7.8. Pe3ynbTaTOM UCNOJIHEHUSA OOKYMEHTa ABASETCA NPOEKT AOKYMEHTA, NMOArOTOBAEHHbIN NCMOJHUTENEM,
MpoeKkT OOKYMeHTa CO BCeEMU HEOBXOAUMbBIMU NPUIOXKEHUAMU, HaneYaTaHHbIA 1 0DOPMJIEHHLIN B
COOTBETCTBUM C NPaBWSiaMu, YCTaHOB/IEHHbIMY B pa3gene 3 NprMepHON NHCTPYKLUK, UCMOHUTESb
COrNacoBbIBAET C 3aUHTEPECOBAHHLIMW MOAPa3AENEHUAMUN U IMLAMUN U, MPK HEOBXOAMMOCTH, C APYruMuy
opraHusauunsamu,

[lOKYMeHTbI, NpeAHa3HavYeHHble A5 OTNPaBKM, 0HOPMIAIOTCA Ha BlaHKe OpraHn3aumnmn yCTaHOBJIEHHON
(hopMbl. 115 OTNPaBKM LOKYMEHTOB, HE UMEIOLLMX aipeCHON YacTun, COCTaBAAETCA CONPOBOAUTESIbHOE
NMUCbMO.

Ha pokyMeHT, pacceiiaemMbli 6onee 4em B HeThIpe aApeca, MCNOJHUTENb FOTOBUT CAUCOK PACcChIKK,
onpenenseT KOAM4eCcTBO IK3eMMNISPOB LOKYMEHTa ¥ Nocse pernctpaLumm obecnevymsaeT N3roToBaeHme
HeobX04MMOro KoJIM4ecTBa KOMui.

7.9. icnonHnTenb (0TBETCTBEHHLIN UCMONHUTENbL) OpraHU3yeT CorjacoBaHme (BM3MPOBaHME) MpoeKTa
LOKYMEHTa CO BCEMUN 3aMHTEPECOBAHHbLIMI ANLLaMmM 1 NPOBOANT A0paboTKy NpoeKTa Mo 3aMe4yaHusM B
COOTBETCTBUM C NyHKTaMn 4.1 - 4,11 [MpUMepHON NMHCTPYKLNN.

Mpwn Hannymm 6oNbLLIOr0 KOIMYECTBa 3aMedvaHnin 40 NpeacTaBieHns LopaboTaHHOro NpoekTa AOKYMeHTa
Ha NoAMNMUCb PYKOBOAUTENO NCNOSIHUTENb FOTOBUT CBOAKY 3aMevyaHuin (MpeasioXKeHnin), B KOTOPOM
YKa3blBaeTCA: COAEPXKaHMe 3aMedaHmns (NpeanoXXeHuns), LOMKHOCTb, haMuans nuua, AaBliero 3aMedyaHue,
NPUHATO AN OTKIOHEHO 3aMeYvaHune (ecan 3aMmedaHne 0TKJIOHEHO, - MPUYNHY OTKJIOHEHNS).

7.10. NMocne popaboTKy 1 NOBTOPHOrO BU3MPOBAHMA (COrnacoBaHna) NPOEKT LOKYMEHTa NepefaeTcs Ha
nognucaHne (yreepxxaeHune). [1o npeacTaBiieHNs Ha NOAMNUCH MCMOJHUTENb NPOBEPSAET NPaBUJIbHOCTb
ohopMneHNa AOKYMeEHTa, MPaBUIbHOCTb OhOpMIEHUS agpecaTa, Halmyme HeobXoaMMbIX BU3,
NPUAOXKEHUIA, NPU HEOBXOAMMOCTH - CMIPABOK, MOSCHUTENbHBIX 3aNUCOK, PA3bACHAIOLWLNX COAEPXKaHNe
NOArOTOB/IEHHbIX LOKYMEHTOB, INCTa (yKa3aTens) pacCbiiku,

7.11. NoanucaHHbIN [OKYMEHT NCMONHUTENbL B COOTBETCTBUM C MOPSAAKOM, YCTAaHOBEHHbIM
WUHAMBUAYANbHON NHCTPYKUMEN N0 4eN0NpoOn3BOACTBY, NepedaeT 4Na perncTpaumm n oTnpaskm n/mnm
BKJIIOYEHMSA B OeN0.

B COOTBETCTBMM C HOMEHKNATYPON AeN UCNOAHUTENb onpeaenseT NHAEKC fiena, B KOTopoe fo/KeH ObiTb
BKJIIOYEH OOKYMEHT.

7.12. B xo[e UCMOJIHEHNA OOKYMEHTa UCMOJIHUTEe b UMEET MpaBo npefsiaratb U3MEeHeHne CpoKa
NCNOJIHEHUS, €CNN OTCYTCTBYIOT peasibHble YCI0BMA UCMOHEHNS LOKYMEHTa (Nopy4veHus), aenatb
NMOMETKUN Ha JOKYMEHTe O BPEMEeHW ero nocTyniaeHns, 0 AaTtax NpoMexXyTOYHOr0 KOHTPOS, TenedOoHHbIX 1
NMUCbMEHHBIX 3arnpocax, 0 AaTe 1 pe3ynbTaTe OKOHYaTe/IbHOro UCMOSIHEHUS.

7.13. icnonHWTeNb He MMeeT Mnpasa pa3sriallaTbh CoAepXaHue NOCTYNUBLUNX K HEMY LOKYMEHTOB U
NMOArOTOB/IEHHbIX MPOEKTOB C/YXKEBHbLIX LOKYMEHTOB, C HUMWU MOTYT BbiTb 03HAKOMJIEHbI TO/IbKO MLa,
nMeroLLe OTHOLLEHNE K UX UCTIONTHEHMIO.

VIIl. PopMupoBaHMe LOKYMEHTasIbHOro hoH4a opraHm3aumm

8.1. OnepaTrBHOE XpaHeHNe LOKYMEHTOB OpraHu3aLuy 0o nepefayun ux Ha XpaHeHue B apxXuBs Uu
YHUYTOXEHNE OCYLLECTBASETCA B CTPYKTYPHbIX MOoApasae/eHNAX opraHn3aLumnm.

8.2. B Lenax xpaHeHus, nomcka v NCrnosib30BaHNs OKYMEHThl Ha ByMa)KHOM HOCUTenNe U 3NeKTPOHHbIe
LOKYMEHTbI (POPMUPYIOTCS B fesia B COOTBETCTBUM C HOMEHKIATYpomn gen.

HomeHKNaTypa Len 3akpennseT KnacCMukaumio (rpynnupoBKy) NCMOMHEHHbIX JOKYMEHTOB B Aefa
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(3NeKTpoHHbIE Aena), cucTeMaTu3aumnio U MHAEeKCaUnio Aesl, CPOKM UX XPaHEHWA U ABASETCH OCHOBHbLIM
YY4ETHbIM JOKYMEHTOM.

HomeHKNaTypa Len ABNSeTCs 0CHOBOW A1 COCTaB/eHUS ONucei Aen NoCTOSAHHOMO, BpeMeHHbIX (CBbilwe 10
JIeT) CPOKOB XpPaHeHMs 1 N0 INYHOMY COCTaBY, akTOB O BblAENEHUN K YHUHTOXEHNIO LOKYMEHTOB C
NCTEKLUIUMY CPOKAMMN XPaHEHUS, @ TakXXe ANs y4eTa Aefl BpeMeHHbIX (40 10 neT BKYMUTENbHO) CPOKOB
XpaHeHus.

8.3. HomeHKnaTypa Aen opraHv3aumm CoCTaBNAETCA Ha OCHOBE M3y4YeHUs CoCTaBa U cofep)aHus
LOKYMeHTOB, 0bpa3yowmuxcs B AeaTeNIbHOCTU OpraHu3aLuinm, BKYas 4OKYMEeHTbl, NoCcTynaoLwme 13
APYTrUX opraHu3aumm.

8.4. Mpwn cocTaBneHnn HOMeHKNaTypbl Aes C/iefyeT PyKOBOACTBOBATLCA YCTaBOM OpraHu3auunng,
MOIOXKEHUAMN O CTPYKTYPHbIX MOAPa3AeNeHNsaX, WTaTHbIM pacnucaHneMm, niaHamm n ot4yetamm o pabote
opraHm3auny, HOMeHKNATYpon Aen 3a NpoweALWwnid rofl, N0KaJibHbIMW HOPMATUBHbLIMY aKTaMu
opraHu3aunm, CoaepXaLlMm cBeieHns 0 LOKyMeHTax, 06pa3yowmnxcs B 4eaTeIbHOCTY OpraHn3auumm,
TUMNOBLIMW Y MPUMEPHBIMU HOMEHKIaTypaMmn Aen (Mpu Ux Hann4mm), BeLOMCTBEHHbIMU U TUMOBbLIMU
nepeyHsMU LOKYMEHTOB C YKa3aHWeM CPOKOB MX XPaHEHWS.

8.5. B HOMeHKaTypy Aen BKJIYaTCA BCE AOKYMEHThI, OTpaXkaloLlme AedaTelbHOCTb CTPYKTYPHbIX
nofpasfeneHnin opraHm3aLm u NOCTOSHHO UKW BPEMEHHO AENCTBYIOLUX OPraHoB (KOMUCCUIA, COBETOB,
KOMWUTETOB), B TOM YMCe LOKYMEHTbI OFrpaHMYEHHOro AOCTYNa, PErMCTPaLNOHHbIE Y YHeTHble XYpHasbl 1
KapTOTeKW, B HEOOXOANMbIX C/TyHanX - KONUU AOKYMEHTOB. [JOKYMEHThI, CO34aHHbIE B 2/IEKTPOHHON hopMe,
BKJ1I04QIOTCA B HOMEHKIaTypy A&/ M0 TEM Xe NpaBuiaMm, 4To 1 LOKYMEHTbl Ha ByMa)kHOM HocuTene.

He BK/IIO4AIOTCS B HOMEHKNATYPY AN NepMoANYecKne n3gaHus, KHiru, 6poLutopsi.

8.6. HomeHknaTypa gen opraHusauuu (csogHas) coctasnsetca Cnyxb6on enonponsBoicTBa Ha OCHOBaHUU
HOMEHKIAaTyp Len CTPYKTYPHbIX NoApa3feneHnin no opme, yCTaHOBIEHHON NpaBmunaMm xpaHeHus,
KOMMJIEKTOBAHNWSA, y4eTa U UCMONb30BaHMS LOKYMEHTOB ApXMBHOIO hoHAa Poccuinckon depepauum n
APYrux apxvBHbIX JOKYMEHTOB B OpraHax rocyapCTBEHHOWN BAACTW, opraHax MecTHOro caMoynpaBsJieHns,
opraHusauusx (nanee - Mpasuna xpaHeHus).

Konnn fOKYMEHTOB BKJIIOHYAOTCA B HOMEHKATYPY A€, eC/IN KOMUA - eANHCTBEHHbIN 3K3eMNAsAp
LOKYMEHTa B OpraHu3auum, a Takxe, ecav Konmm Heobxoammel Ans opraHvm3aunm 4esTensHoCTH
nogpasfeneHus.

MpunoxxeHune Ne 25 K MNpaBunam xpaHeHUs, KOMMIEKTOBAHNSA, y4eTa 1 UCNOJIb30BaHNA JOKYMEHTOB
ApxnBHOro ¢oHgaa Poccuiickon ®egepaumm n OpPyrux apxmBHbIX JOKYMEHTOB B OpraHax rocy4apCTBEHHOW
BNACTW, OpraHax MeCTHOro CaMoyrnpaBieHNS, OpraHn3aLmnsax, yTBEPXXAEHHbIM NPUKa3oM MUHUCTePCTBa
KynbTypbl Poccuiickon ®epepaumm ot 31.03.2015 Ne 526 (3apeructpuposaH B MUHUCTEPCTBE IOCTULUN
Poccuinckon ®epepaummn 7 ceHTabps 2015 r., pernctpaunoHHbii Ne 38830) (nanee - MpaBuna XxpaHeHus).
CBofHas HOMeHKNaTypa Aen COCTaBAAeTCs B NOC/NeAHEM KBapTasie TEeKyLLero roga Ha NpeacToaLmn
KaJIeHdapHbIN rog,.

8.7. HomeHknaTypa Aen opraHu3auum noanuceiBaeTca pykosoantenem Cnyxbbl 4e10npon3BoacTBa,
BM3MPYETCA PYKOBOAUTENEM apXMBa (/IMLLOM, OTBETCTBEHHbLIM 3@ apXUB), COr/lacOBbIBAETCS C LLIeHTPasibHOMN
3KCNEepPTHON KOMUCCMEN (3KCNEPTHON KOMUCCUEN) OpraHm3auum 1, eciin opraHnusauns sBnseTcs
NCTOYHNKOM KOMMJIEKTOBAHNA FOCYLapCTBEHHOI0 UM MYHULMNANLHOIO apXxmnBa, OAWNH pa3 B 5 neT
NpeacTaBAAETCA Ha COrnacoBaHMe COOTBETCTBYIOLWEN IKCMNEPTHO-NPOBEPOYHON KOMUCCUM
YNO/HOMOYEHHOr0 OpraHa UCNOoJIHUTENbHON BNacTu cybbekTa Poccuinckon ®epepaumm B obnactu
apxmBHOro gena (manee - MK apxnBHOIro y4peXX AEHNS) UIN FOCYAapPCTBEHHOIO (MyHMLXNAALHOI0) apXxmnBa
B COOTBETCTBUW C NPeLOCTAB/IEHHbIMU eMY MOJIHOMOYMAMM B NOPAAKE, yCTaHOBAEHHOM [paBunamu
XpaHeHus.

MyHKT 4.8. MpaBun xpaHeHus.
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HomeHKnaTypa fen, cornacoaHHas 3K apXMBHOIo y4pexx4eHNs Uamn rocyapCTBEHHbIM
(MyHWLMNaNbHLIM) @apXMBOM B COOTBETCTBUMW C NPEAOCTABAEHHLIMI €My NMOJHOMOYUSAMU, YTBEPXKAAETCA
pyKOBOAMTENEM OpraHn3aLny 1 BBOAUTCA B AENCTBUE C 1-ro sHBapa NpeacTosLLero KajieH4apHoro roga.
OpraHusaumm, B 0eaTeNbHOCTM KOTOPbIX He CO34at0TCA LOKYMeHTbl ApXUBHOMO hoHaa Poccuinckonm
®epnepalmun, yTBEPXAAOT HOMEHKIaTYpY e CaMOCTOATESbHO.

B cnyyae uamMmeHeHus yHKLUNIA U CTPYKTYPbl OpraHu3aunm HOMeHKaTypa Aen cocTaBnseTcs,
COrJlaCcoBbIBAETCA U YTBEPXKAAETCH 3aHOBO.

8.8. CornacoBaHHas c cooTBeTcTBYyloWEN MK apXMBHOIO yYpeXAEHNS UAN FOCY AaPCTBEHHbIM
(MyHMLMNaNbHLIM) apXMBOM B COOTBETCTBMMW C MPEA0CTABAEHHBIMI €MY MOJHOMOYUSAMUN HOMEHKIATYpa Aen
B KOHLLE Ka)X[0ro rofia yTO4HSEeTCs, nepeneYvaTbiBaeTCs, YTBEPXKAAETCA PYKOBOAUTENEM OpraHm3auum n
BBOAWTCH B AencTsue ¢ 1 sHBapsa NpefCcToALLero KajseH4apHoro roaa.

8.9. MNepBbIi 3K3eMNNAAp YTBEPXKAEHHOW HOMEHKNATYPbI AN ABASETCSH JOKYMEHTOM NOCTOSAHHOMO XpaHeH A
1 BKJIIOYAETCA B HOMEHKATYpPY Aen B pa3aen Cny>x0bl 4enonpon3BoACTBa, BTOPOW - NCMO/b3yeTCs
Cnyx6o011 fenonpon3BoAcTBa B kKa4yecTBe paboyero ak3emnasapa, TPETUIA - NepefaeTCcs B apxuB
OpraHu3aunn B Ka4ecTBe Y4ETHOIr0 AOKYMEHTA, 3IeKTPOHHAA KOMNS HOMEHKAATYpbl AN OpraHu3aumu,
YyTBEPXAEHHON PYKOBOAUTENEM OpraHunsaLnmy, nepefaeTca B rocyjapCTBeHHbIN (MyHULMNANbHbIA) apXuB,
NCTOYHNKOM KOMMIEKTOBAHNS KOTOPOr0 ABSETCA OpraHu3aLms.

B nofpasneneHns opraHnsauum HoMeHKNaTypa Aen paccbinaetca Cnyxboin nenonpon3BoacTea B BUae
KOMWI COOTBETCTBYIOLLMX pa3fienoB Ha ByMaXKHOM HOCMUTENE UK B IEKTPOHHON hopMe.

8.10. HomeHKnaTypa gen opraHu3aumm CTPOUTCS MO CTPYKTYPHOW (Ha3BaHUSAMK pa3aenioB (noapa3nesnos)
HOMEHKJ1aTypbl Aef SBAAI0TCA Ha3BaHUA CTPYKTYPHbIX NoApa3feNeHnin, pacnosioXeHHbIe B COOTBETCTBUN C
YyTBEPXXAEHHOW CTPYKTYPOW OpraHn3auunm), nam yHKLMOHaNbHOW CxeMaM (Ha3BaHWAaMU pa3fenos
HOMEHKaTypbl AeN SBAAIOTCA HanpaBaeHNa AeATeNIbHOCTU OpraHu3aumm).

8.11. HomeHKnaTypa gefl CTPYKTYPHOro NogpasfesieHns CoOCTaBIAeTCs B KaXXA0M nojpasfeneHuniu
opraHm3auny paboTHNKOM, OTBETCTBEHHbIM 3a [Ee10MPON3BOACTBO NOAPA3AENIEHNS, MPU YYaCTMM BEOYLLUNX
cneunanncToB noapasfeneHns, CoriacoBbiBA€TCA C SKCMEPTHON KOMUCCUEN NnoapasaeneHmns (npu ee
HaM4Mn), NOANUCHIBAETCA PYKOBOANTENEM CTPYKTYPHOro noapasaeneHna n npeacrasnserca B Cnyxoy
Lenonpon3BoacTBa.

HoMmeHKNaTypa 4en CTPYKTYPHOro nogpasaeneHns coctaBnsaeTcs no opme, yCTaHOBNEHHON MpaBunamu
XpaHeHus.

MpunoxxeHne Ne 26 K MpaBniaM xpaHeHuUs.

BHOBb CO3aHHOE NN PeopraHW30BaHHOE NoLpa3aeneHne A0SHKHO B MECAYHBIA CPOK pa3paboTaTb
HOMEHKaTypy fen u npeacTaBuTh ee B Cnyx6y Aenonpon3BoacTBa.

8.12. Bce 3aronoBku fef, BKIOYEHHbIe B HOMEHK1aTYpy Oen CTPYKTYPHOro noapasnesieHuns,
NHAeKcupytoTca. MHOeKC fena yKa3biBaeTcs B rpade 1 HOMeHKIaTypbl Ae U COCTOUT U3 MHLAEKCa
CTPYKTYPHOro nogpasgeneHns (Koga nogpasaeneHns B COOTBETCTBMMN C YTBEPXKAEHHOW CTPYKTYpPOW
opraHusauuny nam KnaccugurukaTopom CTPYKTYPHbIX NogpasfieneHnin) n nopsLKoBoro HoMepa fesna B
pa3sfene HOMeHkNnaTypbl Aen. MHaekcol gen obosHavatoTca apabckumn uudpamm,. Hanpumep: 01 - 05, rge:
01 - Kog CTPYKTYPHOrO noapasfnenieHns;

05 - NopsaAKoBbI HOMEP fena B pa3fene HOMEHKNIATypbl Aen.

[ena no Bonpocam, Hepa3peLweHHbIM B Te4eHMe 0HOro roga, aBasTCs "nepexonawmnmmm” n BHOCATCS B
HOMEeHKJ1aTypy Aen Ciefylolero roga c Tem Xxe NHAEKCOM. PekoMeHyeTCA COXpaHATb B HOMeHKJaType
Aen OONHAKOBbIE NHAEKCHI A5 OAHOPOAHbIX AEN, BKOYEHHbIX B pa3Hble pa3gessbl.

Ecnn B TeYeHne roga B AeATENbHOCTU OpraHn3aumm obpasyoTcs JOKYMEHTHI, He NpeayCMOTPEHHbIe
HOMEHKaTypon e, 3arojloBKN HOBbIX A&/ AOMONHUTENLHO BKIOYAOTCA B HOMEHKAATYPY Aesl. B Kaxxaom
pa3sfene HOMeHKIaTypbl AeN A5 BHOBb 3aBOANMBIX Ae NpefyCcMaTpuBaloTCs pe3epBHble HoMepa.

8.13. 3aros0BoK fgena (rpaca 2 HOMeHKIaTypbl Aen) AomkeH B 0606 eHHON hopme 0Tpa)kaTb OCHOBHOE
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Ccoaep)XaHne n cocTaB fOKYMEHTOB Aena. He ponyckaeTcs ynotpebneHve B 3arosioBke gena
HEKOHKPETHbIX (hOPMYIMPOBOK ("pa3Hble MaTepuransl”, "obwas nepenncka"), a Tak)Ke BBOAHbIX CJIOB 1
CNOXHbIX CUHTaKcM4yecknx obopoToB. 3arofIoBKN A& MOryT yTOYHATLCSA B TeYEHMe rofa B npouecce
hopmMumpoBaHns 1 0hopMaeHnsa gen.

3arofIoBOK Aiefla AOJKEH COCTOATh 13 3N1EMEHTOB, pacnosaraemMelX B Cnefytolen nocnefoBaTeNbHOCTH:
a) Ha3BaHwWe BMAa Aena (mepenncka, XXypHas, 4efo) Wav Bnaa LOKYMEHTOB, BKIOYEHHbIX B 4eN10
(NpoTOKONbI, MPUKa3bl);

6) HaumeHoBaHMe opraHM3aumnmn, CTPYKTYPHOro noapasfaeneHns, NoCTOAHHO AENCTBYIOWEro Uan
BPEMEHHOr0 OpraHa, 4O/MKHOCTHOMO Jinua, CO34aBLUNX AOKYMEHT(bI);

B) HaVMeHOBaHWe KoppecrnoHAeHTa (opraHn3aLmm, anMua, KOTOpoMy afpecoBaHbl UM OT KOTOPOro
noJly4eHbl LOKYMEHTHI);

) KpaTKoe cofepXaHne 4OKYMEHTOB ena;

[1) Ha3BaHMe MEeCTHOCTM (TeppuTOopunK), C KOTOPOW CBA3AHO COEP)XXaHNE JOKYMEHTOB Aena;

e) naTa (nepnof), K KOTOpPbIM OTHOCATCS LOKYMEHTbI Aena;

)K) YKa3aHme Ha KOMMMHOCTb AOKYMEHTOB Aefa.

8.14. MNopsAoK pacnosioXXeHns 3aroNoBKOB A&/l BHYTPU pa3fesioB HOMEHKNATYPbl A& onpefenseTcs
CTeneHbIo BaXXHOCTN LOKYMEHTOB, BKJIKOYEHHbIX B Aena.

B Hayvasie pa3fena pacrnosiaratoTCa 3aroJioBKK Aefl, CoAepXKallunx yypeanTenbHble, OpraHm3aLoHHO-
npaBoBble N pacnopaguTesbHble JOKYMEHTHI, 3aTeM 3arofloBKU fefl, COAepKallMX NaaHoBble, OTHETHbIE,
NHMOPMaALMOHHO-aHANNTNYECKE LOKYMEHTbI, JOKYMEHTbI, OTPpaXkatLlue OeaTesIbHOCTb Nogpa3aeneHus,
Nepenucky, B KOHLLE pa3fesa - PErNCTPaLMOHHbIE U YYETHbIE XKYPHabl, KApTOTEKK, B6a3bl AaHHbIX.
3aroJIoBKY e, COCTaBJIEHHBIX M0 KOPPECMOHAEHTCKOMY U reorpadnyeckoMy npusHakam, BHOCATCA B
HOMEeHKaTypy Aen no anasnTy KOPPECNOHAEHTOB UAN reorpaunyeckmnx Ha3gaHum.

B 3arosioBkax gen, cogepxalmx SOKYMEHThl Mo O4HOMY BOMPOCY, HO He CBA3AHHbIX NOCAe0BaTeSIbHOCTbIO
pelleHns BOMPOCa, B Ka4eCTBe BMaa Aena ynotpebnsercs TepMnH "OOKYMEHThI", @ B KOHLe 3arofioBKa B
CckobKax yKa3blBalOTCA Ha3BaHWA BMAOB NOKYMEHTOB, Hanbonee npeacTaB/iEHHbIX B Aee:

"[JOKyMeHTbl 0 MPOBEAEHUN COBELLAHNIA N CEMUHAPOB (MPOrpamMMmbl, CANCKK, foKNaabl)".

TepMuH "0OKYMEHTHI" MPUMEHAETCS TakXKe B 3aro/loBKax Aefl, COAepXXallunX LOKYMEHTLI-NPUN0XeHNs K
KakoMy-1nbo fOKYMEHTY (BUAbl LOKYMEHTOB-MPWUJIOKEHNI HE MNePeYnCcnstoTCs):

"[lOKyMeHTbl K MPOTOKOJ1laM 3acefaHunin Hay4yHo-TeXHMYECKOro cogeTa";

"TMPOTOKOIbl MPON3BOACTBEHHbLIX COBELLLAHMIA NMPU FreHePasIbHOM ANPEKTOPE U OKYMEHThI K HUM",

B 3arosioBkax gen, npefHa3HayeHHbIX O FPYNMNMPOBKM OLHOTUMHBLIX LOKYMEHTOB, 3Ta rpynna
LOKYMEHTOB YKa3blBaeTCA BO MHOXKECTBEHHOM YUCNE:

"TpOTOKOMbI 3acefaHnii gupekuun".

B 3arosioBkax gen, cogepxkallmx nepernncky, yKasolBaeTcs, C KeM U N0 KaKoMy BOMPOCY OHa BefeTCs:
"Mepenuncka ¢ 06pa3oBaTeSIbHBIMU YYPEXOEHNAMN O NOBbILEHNN KBaANGUKaLumn paboTHNKOB".

B 3arosioBkax gen, cogepxxalmx nepernmcky ¢ 0O4HOPOAHbLIMIU KOPPeCnoHAeHTaMu, nocieHne He
Ha3bIBAKTCS, @ YKa3blBaeTCA UX BUAOBOE Ha3BaHME:

"Mepenucka ¢ hegepanbHbIMU OPraHaMn UCNOJIHUTEIbHON BIACTM O 3aKJIIOHEHUN U UCMOJIHEHWN
rocyfapCTBEHHbIX KOHTPaKTOB".

B 3arosioBkax gen, cogepxxallmx nepenncky ¢ pasHoOpoLHbIMU KOppeCcnoHaeHTaMu, nocsefHue He
nepeyncrsaiTCs:

"TMepenncka 0 3aKJII0YEHUN N UCMOJTHEHWN FOCY[APCTBEHHbLIX KOHTPAKTOB".

B 3aronoBke gena ykasblBaeTCA KOHKPETHbIM KOPPECNOHAEHT, €C/IM Nepenncka BeAeTCs TONbKO C HUM:
"Mepenucka ¢ 000 "TopcBA3b" 0 NpefoCTaBAEHNIM YCAYr CBA3N".

Mpy 0603Ha4YeHUN B 3aron0BKax Aesl agMUHUCTPATUBHO-TEPPUTOPUASIbHBIX €4NHWL YYNThIBAETCS
cnepyioulee:

ecnn copepXxaHue fena KacaeTcs HECKONbKMX 0QHOPOAHbIX aAMUHUCTPATUBHO-TEPPUTOPUASIBHBIX e4MHNL,
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B 3ar0/10BKe fena He YKa3blBaloTCA X KOHKPETHbIe Ha3BaHWs, a yKa3blBaeTcsa nx obuiee BnaoBoe
Ha3BaHue:

"NMepenncka ¢ yYperxx4eHNAaMmn KyJibTypbl aMUHUCTPATUBHbLIX OKPYroB MoCKBbI".

ecnn copepXxaHne aena KacaeTcs 0AHON agMUHUCTPaTUBHO-TEPPUTOPMAbHON eANHULLI (HaCeNeHHOoro
NyHKTa), ee (ero) Ha3BaHMe yKa3biBaeTCA B 3ar0/I0BKe gena:

"Mepenucka ¢ punnanom B MocKkoBCKOM 061aCcTy 0 NIAaHUPOBAHUN N OTHETHOCTK".

B 3arosioBkax gen, cogepxkallmx niaHoBy UM OTHETHYIO LOKYMEHTAUMIo, YKa3blBaeTcs nepuos (Mecau,
KBapTas, rof) Ha (3a) KOTOPbIA COCTaBJIEHbI MaHbl (OTYETHI):

"OTyeTbl CTPYKTYpPHbIX Nofapa3aeneHni 3a 2017 rog";

"CTaTMUCTMYECKMIN OTHET O YNCIEHHOCTH, COCTaBe 1 ABMXKEeHUN Kaapos 3a 2017 rog (. Ne 27-rop)".

Mpw chopMmnpoBaHMM Aena U3 HECKObKNX TOMOB (Y4acTel), Kpome obLLEero 3arofioBka aesa npu
HeobXx04MMOCTIN COCTaBASATCA 3ar0/I0BKM Ka)kAoro ToMa (4acTu), yTOYHSOLWME coaep)XaHne TOMOB
(yacTen) pena.

3arofIoBKK Aen MOryT YTOYHATBLCS B npoLecce (hopMUpoBaHns U ohopMaeHns gen.

8.15. padha 3 "KonmnyecTso gen” 3anonHAeTCa No OKOHYaHWUM KaneHgapHoro roga. Mo oCTvXeHnW gesiom,
BKJIOYAOLLMM LOKYMEHTbI BpEMEHHLIX (CBbIle 10 N1eT) 1 MOCTOSAHHOIrO CPOKOB XpaHeHMs, obbema B 250
JINCTOB, TOM 3aKPbIBAETCA N OTKPbIBAETCA HOBLIN TOM. B rpache 3 HoMeHKNaTypbl Aes NocaefoBaTebHO
YyKa3blBalOTCA HOMEpa TOMOB M KpaliHWe AaTbl 4OKYMEHTOB KaXK40ro ToMa:

T.1.11.01.2017 -

30.06.2017

DNeKTPOHHbIE Aena Ha ToMa (4YaCTu) He pa3fensaTcs. Bce 3feKTPOHHbIE JOKYMEHTLI, HE3aBUCMMO OT MX
obbeMa, BK/IOYAKTCS B O4HO /IEKTPOHHOE Aeso.

8.16. B rpade 4 "Cpok xpaHeHMs 1 Ne CTaTbyM N0 NepeyvHi" yKasblBatOTCSA CPOKM XpaHEHNS Oen n HoMepa
CTaTeln No TUNOBOMY WV BEAOMCTBEHHOMY MepPEeYHI0 JOKYMEHTOB C yKa3aHMeM CPOKOB XPaHEHNS,
(hbenepanbHOMY 3aKOHY WY MHOMY HOPMATWBHOMY MPaBOBOMY aKTYy.

8.17. B rpache 5 "lMpuMedaHme" NpoCTaBasloTCAa OTMETKM 0 3aBefeHun gen ("3aBegeHo"), 0 nepexonsimx
aenax (Hanpumep, "Mepexogswee ¢ 2016 roga"), o BblAENEHNN L K YHUHTOXEHMNIO, 0 NnLaX,
OTBETCTBEHHbIX 3a (DOPMMPOBaHMNE Oel, 0 Nepefaye e B APYryto opraHn3aumio ans npoaosiKeHus.
Ecnn peno dhopmupyeTcs B MHDOPMALMOHHON CMCTEME U BKIOYAET 3/1EKTPOHHbIE JOKYMEHTHI, B rpage
"MpnMevaHne" oTMeYaeTCs, 4TO AeS10 BeLeTCA B 3/IeKTPOHHOM BUAE C YKAa3aHMEM HaUMeHOBaHUSA
NHGOPMaLIMOHHON CUCTEMBI:

"9neKTpoHHble JoKyMeHThl. C3[1 "KaHuenapus", L "CnyxxebHble 3anmckun".

8.18. lNo 3aBepLUEeHNM 0eN0NPON3BOACTBEHHOMO rofa B KOHLLE HOMEHKIATYpPbl AEN B KaXKAOM CTPYKTYPHOM
nogpasgeneHnm ohopMaseTCs UTOroOBas 3anuchb, B KOTOPYIO BHOCATCS CBELAEHUSA O KONMYeCcTBe
3aBedeHHbIX fen (TOMOB, YacTel), OTAebHO NOCTOAHHOIO Y BPEMEHHbLIX CPOKOB XPaHEHUS, BPEMEHHbIX
CPOKOB XpaHeHns ¢ oTmeTkon "IMK" n nepexogawmx. ITorosas 3anmcb AOMNOAHAETCS AaHHbIMMK O
KOJINYeCTBE 3/IEKTPOHHbIX fes1 COOTBETCTBYIOLLUX CPOKOB XPaHEHUS.

B MTOroByto 3anucb CBOAHOW HOMEHKNATYpPb! AeS1 CBeAEHMNA BHOCATCSA Ha OCHOBaHWM OaHHbIX, NepefaHHbIX
N3 CTPYKTYPHbIX NoApa3aesieHnin opraHu3aumm.

CeepneHuns, cogepixalmecs B UTOFOBOM 3anncy HOMEHKIATYpbl AeN OpraHu3aumnm, nepenatoTcs B apxus
opraHuM3auumn, 0 4em B HOMeHKNaType Aefl NpoCTaBaseTca OTMeTKa C YKa3aHueM JO/DKHOCTU 1 NOSMUCH
Jiua, nepefasLUero cBeieHus.

8.19. lena co gHA uUx 3aBeeHUs 4o nepefadn B apxXus opraHu3saumm nan o BblgeneHuns nx K
YHUYTOXEHMIO MO UCTEYEHUN CPOKa XPaHEHNS XPaHATCA Mo MeCcTy UX (hOPMUPOBaHNS.

[leno cyntaeTcs 3aBefeHHbIM C MOMEHTA BKJIKOYEHNS B HEMO MEPBOro MCMOJIHEHHOIO AOKYMEHTA.

8.20. Mpun hopMupoBaHumM aen Ha ByMaxHOM HocuTene fo/KHbI cobnoaaThcs cnepytowmne obuine
npasusa:

B [eJ10 MOMeLLaloTCA UCNOJIHEHHbIE LOKYMEHTbI, COOTBETCTBYIOLLME MO CBOEMY COAEPXKAHMUIO 3aroJIOBKY
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[leNa No HOMEHKNaType aen;

NPUI0XKEHUS MOMELLAIOTCA BMECTE C OCHOBHbIMUW LOKYMEHTaMU;

B [1€J10 BKJIOYAKOTCA AOKYMEHThLI OHOMO KaJleHAAPHOro roAa, 3a UCK/0YEHUEM Nepexoasiunx oen;
JOKYMEHTbI MOCTOSIHHOIO W BPEMEHHLIX CPOKOB XPaHEHUS TPYyNnMpyTCS B fefia pa3fesbHo;

B /10 BKJIOYAETCA MO OQHOMY IK3EMMNAAPY KaXXAOr0 AOKYMEHTa;

hakcorpammsl, TefnerpaMmbl, TeNeoHOrpaMMbl MOMELLAIOTCA B AeNla C MEPENUCKON Ha 0BLLMX OCHOBAHUSX;
B L€/10 MOMEeLLaloTCA OKYMEHTbI MPaBWUJIbHO M MOJIHOCTbI0 OPOPMJIEHHbIE (LOKYMEHTbI AOJIKHbI UMETb
AaTy, NOANWUCb N Apyrue HeobxoanMble PEKBU3NTHI);

B [l€J10 He BKJOYAOTCS NOKYMEHTbI, MOAJeXalle BO3BPaTy, JULHNE IK3EMMSAPLI U YEPHOBMKY (3a
NCKJIlo4YEHMEM 0C060 LIeHHbIX);

no o6beMy Aeno, BKJYatoLlee OKYMEHTbl Ha ByMaXKHOM HOCUTeNe, He JO/MKHO NpeBbiWaThs 250 ANCTOoB,
npv ToNWwmnHe He 6osiee 4 cM (ToMWMHA AeN CO CPOKaMK XpaHeHus fo 10 neT He foKHa npesbiwaTb 10
cm). Mpwy NpeBbILWEHNN AaHHOTO 06BbEeMa 3aBOAMNTCS BTOPO TOM. [py HannmymMm B fefe HECKOJIbKUX TOMOB
(4acTeln) MHAOEKC 1 3aroJIOBOK fiesla NPOCTaBAAOTCA Ha Ka)kaoM ToMe ¢ gobaBneHnem obo3HaveHun: "T. 1",
"T. 2",

[loOKyMeHTbI BHYTpMW Aena pacrnofiaratoTCs CHM3Y BBEPX B XPOHOJI0r M4ECKOM, BOMPOCHO-I0rM4ECKON
nocnefoBaTeNbHOCTM MAN UX COYETAHUN.

PacnopsianTensHble JOKYMEHTbI FPYNMUPYIOTCA B AeNa N0 BUAAM M XPOHOMOT MU C OTHOCALLMMUCS K HUM
NPUN0XKEHNAMU. [lOKYMEHTbI - OCHOBAHMS K PacnopsaanTesibHbIM JOKYMEHTaM BKOYAOTCSA B OTAENbHOE
aeno.

MpoTOKOJIbI B Aef1e pacrnosaralTCs B XPOHOIOrMYECKOM NOPAAKE 1 MO0 HOMEpPaM.

[loKyMeHTbI K 3acefaHnsaM (CoBelaHnsaM) rpynnupyoTca B OTAENbHOE 4eN0, KaK U NPUI0KeHNs K
NMPOTOKOJIaM, eC/in OHU cofiepkaT bonee 25 cTpaHuL.

[lOKyMEHTbI K MPOTOKO1aM, €CIN OHW CTPYNNMPOBaHbl B OTAEJIbHblE Aefla, CUCTEMATU3NPYIOTCSH BHYTPY
Aena no nopsaKy HoMepoB MPOTOKOJIOB.

JlokanbHble HOPMATMBHbIE aKTbl, YTBEPXAEHHbIE PACNOPAAUTENBHBIMW LOKYMEHTAMU, ABMAIOTCS
NPUIOXKEHUSMUN K HUM 1 TPYNMNNPYIOTCA BMECTE C YKa3aHHbIMU JOKYMEHTaMU.

MprKa3sbl N0 OCHOBHOW AEATENbHOCTW rPYNNMPYTCS OTAENbHO OT NPUKA30B MO JIMYHOMY COCTaBY U
NPVYKa30B M0 agMUHUCTPATUBHO-X03ANCTBEHHON AEATENbHOCTN.

B cooTBeTCTBMM C [lepeyHeM TUMNOBLIX YNPaBAEHYECKUX apXUBHbLIX OKYMEHTOB, 0bpa3syoLmnxcs B
npowecce AeATeNbHOCTY FOCYAapCTBEHHbIX OPraHoOB, OPraHOB MECTHOIO CaMOYMpPaB/IEHUS 1 OpraHM3auui,
C YKa3aHMeM CPOKOB XpaHeHUs, yTBepXAEHHbIM MPMKa3oM MuHncTepcTsa KyabTypbl POCCMCKON
®epepaumm ot 25 aBrycta 2010 r. Ne 558 "O6 yTBepxxaeHunmn MepeyHs TUNOBbIX YNPaBAeHYeCKUX apXUBHbIX
LOKYMEHTOB, 06pa3yloLwmnxcs B npoLecce AeaTeNIbHOCTN roCyAapCTBEHHbIX OPraHoB, OPraHoOB MECTHOMO
CaMOynNpaB/IeHNA 1 OpraHM3aLunia, C yKaszaHNeM CPOKOB XpaHeHns" (3apernctpuposaH B MUHUCTepcTBE
tocTuumm Poccuinckon ®epepaunn 8 ceHTabpsa 2010 r., pernctpaunoHHbIn Ne 18380); ¢ nsMeHeHUsiMu,
BHECEHHbIMW NPrUKa3zoM MuUHUCTepCTBa KynbTypbl Poccunckon Penepaunm ot 16.02.2016 Ne 403 "O
BHECEHWW N3MeHeHWI B NepeyeHb TUMOBbIX YNPaBIEHYECKNX apXNBHbIX JOKYMEHTOB, 0b6pa3yoLwmnxcsa B
npowecce AeATesIbHOCTY FoCyAapCTBEHHbIX OPraHoB, OPraHOB MECTHOIO CaMOYMpaB/IeHUs U OpraHM3auni,
C YKa3aHMWeM CPOKOB XpaHeHWs, yTBEPXKAEHHbIN NPUKa3oM MUHUCTEPCTBA KYbTypbl POCCUCKON
®epnepaumm ot 25 aBrycta 2010 r. Ne 558" (3apermuctpupoBaH B MMHUCTEPCTBE IOCTULMUMK Poccunckom
®epepaummn 15 mapta 2016 r., pernctpaumoHHbin Ne 41414), K aAMUHUCTPATNBHO-X035NCTBEHHOM
AeATeNbHOCTU OTHOCATCA BONPOCHI MO COBAI0AEHNIO MPaBW BHYTPEHHEr0 pacnopsfka, akcnayataumm
cny>ebHbIX 34aHNIA, TPAHCMOPTHOMY 06CNY)KMBaHWUIO, BHYTPEHHEN CBA3K, obecneyeHnto 6e3onacHoOCTM
opraHu3auui.

MprKasbl N0 IMYHOMY COCTaBY (HOPMUPYIOTCA B AeNa B COOTBETCTBUM CO CPOKAMU XPaHEHUS.

JOKyMeHTbI B JIMYHbIX AefiaX pacrnosiaraloTca no Mepe ux nocTynieHuns.
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Mepenucka rpynnupyeTca B Aena N0 TEMaTUKE U/UAN KOPPECMOHAEHTaM 1 CUCTEMaTU3NPYeTCS B
XPOHOJ/I0r MYECKOI NMOCe0BaATENIbHOCTU: JOKYMEHT-OTBET NOMELLAETCS 3a AOKYMEHTOM-Npockboi
(3anpocom). Mpun B0306HOBNEHNW MEPENNCKIM NO ONpeaeseHHOMY BOMPOCY, HaYaBLLIENCS B NpeablayLem
roay, OOKYMEHTbI BK/IOYAKOTCS B AE10 TEKYLLEro rofa € yKasaHMem UHAekca Aena npeabigyuero roga.
DNIEeKTPOHHbIE LOKYMEHTbI (POPMUPYIOTCS B 31EKTPOHHbIE Aesla B COOTBETCTBUN C HOMEHKIATYpPoON aen
opraHv3auny B TON MHGOPMALIMOHHON CUCTEME, B KOTOPOW OHM BbINn CO3AaHbl AN B KOTOPYHO Oblin
BKJIIOYEHbI.

8.21. Ina obecnevyeHnss COXPaHHOCTK, y4€Ta AOKYMEHTOB 1 e/ CTPYKTYPHOro noapasaeneHus n
opraHu3auuy 0ocTyna K HAM NPoBOAUTCA KOMMJeKC paboT:

co3AaHne onTUMasbHbIX YCNOBUN XpaHEHNS GOKYMEHTOB U ger;

pa3MmeLlleHune gen;

npoBepKa Han4yns 1 COCTOSHUS LOKYMEHTOB W 4ef;

cobnoeHne nopsaka Bblgavm gen.

8.22. [lena pa3mewwatoT B paboymx KOMHaTax nau cneumanbHO OTBEAEHHbIX A5 3TON Lenn NoMeLLeHNAX B
Wwkadax, Ha cTennaxax, 4Tobbl 06ecne4ynTb X COXPaHHOCTb W 3alMTy OT BO34ENCTBUA BPEeAHbIX
(hakTOpOB.

[ena ons nx ydyeta n 6bICTPOro NonMcka AOKHbI pacrnonaraTbCs BEPTUKAIbHO, KOPELLKaMM HapyXXy 1 B
COOTBETCTBUM C HOMEHKNATYPON Aen. Ha Kopelkax 06/10)KeK Aen yKa3blBalTCA MHAEKCHI MO
HOMeHKNaType aen, npu HeobxoAUMOCTU HOMep ToMa Aena, AaTy Aena. HomeHknaTypa Aen Wiam Bbinncka
13 Hee NoMeLLLaeTCa Ha BHYTPEHHEN CTOPOHe Lwkada.

8.23. MpoBepKMN HaNYNSA N COCTOSHUA OOKYMEHTOB U el B LefiaX YCTaHOBIeHUS (haKTUY4eCKoro Hann4ms
Lesl LOJDKHbI MPOBOAUTLCA Ae/0NPON3BoOAUTENEM NoApa3aeneHns B cnyyasx:

nepeg nepefayen LOKYMEHTOB B apXMB OpraHu3auuny;

npu nepeMeLLeHmnmn gen;

npv CMeHe pyKoBOAUTENA CTPYKTYPHOIro nogpasaeneHuns, pykosogutens Cnyxbbl 0enonpon3BoLCTBa;
npu peopraHm3aumm n TMKBULaALUN OpraHm3aumm nan CTPYKTYPHOro nogpasaeneHus.

MpoBepka Haan4ns NPOBOAMTCS NYyTEM CBEPKMN CTaTen HOMEHKIATYpbl AeN C onucaHnem gen Ha 0610xke,
a (h13MYeCcKoe COCTOSIHME Aen onpenenseTcs NyTeM UX BU3yasibHOro NnpocMoTpa. Bce obHapy>KxeHHble
He[oCTaTKN OO/KHbI (DUKCUPOBATLCA B aKTe MPOBEPKM HANMYNA U COCTOAHUS Oe.

8.24. B cniyyae BbIIBJIEHUS OTCYTCTBUA A1, YNCAALWNXCA N0 HOMEHKNAType Aes, PyKOBOACTBOM
noapa3sfaeneHnini NPUHUMAIOTCSA Mepbl MO UX PO3bICKY. ECNK po3bICK Aen He faeT pe3ynbTaTa, COCTaBAAETCS
CnpaBKa 0 MpUYMHAX NX OTCYTCTBUSA, KOTOPas NOAMNUCHIBAETCA PYKOBOAMTEEM NOAPa3AENeHNa U
npeacTtasnseTcsa B Cnyxby nenonponssoaCTBa.

®aKkT yTpaThl Aena (gen) pukcupyeTcs B akTe, cocTaBnsemom Cnyxboin genonponssoacTea 1
pyKoBOAMUTENEM CTPYKTYPHOro noapasgeneHns (ynoHOMOYEHHbIM UM INLLOM) B TPEX 3K3eMnaspax: no
04HOMY 3K3eMNAsApY akTa xpaHuTcs B Cnyxbe genonponsBoAcTsa U CTPYKTYPHOM NOo4pa3aeeHnu;
3K3eMNAAp aKTa NpeacTaBAfseTCs B apxuB OpraHu3auny npv nepefade nen CTPYKTYPHOro noapasgeneHuns
Ha apXUBHOE XpaHeHue.

8.25. JkcnepTm3a LEHHOCTN LOKYMEHTOB NMPOBOANTCA HA OCHOBE 3aKOHOAATEeJSIbHbIX U UHbIX HOPMATUBHbIX
MpaBoBbIX aKTOB Poccuickon ®epepaunm, yCTaHaBAMBaloWmMX TpeboBaHMA K CPOKaM XpaHeHMWs
LOKYMEHTOB, TUMOBLIX N BEAOMCTBEHHbIX MepeYyHeNn JOKYMEHTOB C yKa3aHNeM CPOKOB UX XPaHEHUS:

npv COCTaBIEHNN HOMEHKNATYpbl Aen;

npuv NOAroTOBKE e K nepegayvye B apxXus opraHusaumu;

B apXMBE OpraHu3auunu.

8.26. [1na opraHunsaunmn n nposeaeHns paboTbl N0 3KCNePTM3e LEHHOCTY LOKYMEHTOB B OpraHu3aumm
NpVYKa3oM pyKOBOAUTENS CO34AeTCs IKCNepTHas komuccus (ganee - 3K), B opraHmsaumsax, Mmeowmx
NnoABefOMCTBEHHbIE OpraHmn3aunn, dunmnansl, - LEHTpPanbHaa aKCcnepTHasa komuccns (ganee - LK),
3agaun, yHKLUKM, NpaBa, opraHunsauma pabotel 9K (LIIK) onpenensdoTcs Noso)KeHMEM 0 HER, KOTopoe
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pa3pabaTbiBAaETCS Ha OCHOBAHWMW MPUMEPHOMO MOJIOXKEHNS, YTBEPXKAEHHOIO YMOJTHOMOYEHHbIM
thenepasibHbIM OpPraHoM UCMNONHUTENLHOW BACTW B C(hepe apX1BHOMO Aena 1 [e0npon3BoaAcTBa.

Mprka3 PenepalibHOro apxnBHOro areHTCcTBa oT 11.04.2018 Ne 43 "O6 yTBEpXAEHMM [TpUMepHOro
NonoXeHns 06 3KCNepTHON KOMUCCMIM opraHm3aummn” (3aperncTpuposaH B MUHUCTEPCTBE IOCTULUN
Poccninckon ®Pegepaunn 15.06.2018, peructpaunoHHbin Ne 51357).

8.27. OCHOBHbIMU (hyHKLMAMU K ABNAIOTCA:

opraHuM3aunsa exerofHoro otbopa fen 49 XPaHEHNS N YHUHTOXEHNS;

pacCMOTpeHue 1 CorjlacoBaHme npoeKkTa HOMEHKIATYpbl A& OpraHu3aumm, onucen Aen NoCTOAHHOro 1
BpeMeHHbIX (CBbille 10 neT) CPOKOB XpaHeHWs, B TOM Yuce Mo JIMYHOMY COCTaBY, aKTOB O BblAeNeHUn K
YHUYTOXEHWNIO AeS], He NOoAJIeXaLlUNX XpaHeHuIo;

yyacTume B NOArOTOBKE U PpaCCMOTPEHUN NMPOEKTOB HOPMATUBHbIX N METOANYECKMNX LJOKYMEHTOB Mo
Bonpocam paboThl C LOKYMEHTaMun B OpraHn3aLmm.

8.28. dkcnepTmM3a LEeHHOCTY AOKYMEHTOB OCYLLECTBJIAETCSA €XEero4Ho 4e0Npon3BoANTEeNAMN
nofpasfeneHnin COBMECTHO € 9K opraHu3aumm 1 nog MeToanyeckumM pykoBoactsom Cayxobl
Lenonpon3BoACTBa OpraHM3auuu.

8.29. Mpun npoBefeHNM 3KCNePTU3bl LEHHOCTUN OOKYMEHTOB MpuW NOATOTOBKE AieN K Nepefaye B apxus
OopraHu3aunn oCyLLEeCTBISETCS:

0oT6op LOKYMEHTOB NOCTOSHHOMO 1 BPEMEHHbIX (CBbILe 10 NeT) CPOKOB XpaHeHUs ANid Nepefayn B apxuB
opraHusauuu;

oTH0p AOKYMEHTOB BpeMEHHbIX (A0 10 neT BKAYNTENBHO) CPOKOB XPaHeHMS U C noMeTKkamu "o
MUHOBaHWA HagobHocTn", "[lo 3aMeHbl HOBLIMUK", NOANIEXALUUX AafIbHENLLEMY XPaHEHWUIO B CTPYKTYPHbIX
nofapasfeneHunsx;

BblAeJIeHNe K YHUHYTOXEHNIO fes 3a nNpeablayLine rofbl, COOKM XPaHEHUS KOTOPbIX UCTEKJIN.
OnoHoBpeMeHHO NnpoBepseTcs KavyecTBO 1 NMOJIHOTa HOMEHKJIaTypbl e/l OpraHn3aLmm, NpaBuibHOCTb
onpeLeneHns CPOKOB XpaHeHWsa aen.

8.30. [lena NoCTOAHHOr0 1 BPeMEHHbIX (CBbiwe 10 NeT) CPOKOB XpaHeHMA noase)xaT NoANCTHOMY
NPOCMOTPY AN15 BblAeNIeHMsA N3 NX COCTaBa LOKYMEHTOB BpeMeHHbIX (40 10 neT) CPOKOB XpaHeHUs.

Jena c otmeTkon "IMNK" nogsepratoTca NOAUCTHOMY NPOCMOTPY B LeNax onpefeneHns 1 BoIAeNeHNa 13 nx
COCTaBa AOKYMEHTOB, MOAJIEXALLNX NMOCTOAHHOMY XPaHEHMIO.

8.31. OT60Op 3N1EKTPOHHBLIX 4OKYMEHTOB A4 Nepefiayn B apXuB OpraHm3aLmm oCcyLecTBASETCS B
aBTOMAaTU3MPOBAHHOM peXxume nytem oTbopa LOKYMEHTOB U3 6a3 faHHbIX MHHOPMAaLMOHHbBIX CUCTEM MO
npusHaky "MHpekc gena" ("Cpok xpaHeHus").

8.32. INo pe3ysibTaTaM 3KCMNepTU3bl LLEHHOCTU OKYMEHTOB B OpraHu3aLuny NpoBoAMTCS 0hopMIIeHNE Aen U
COCTaBJIAOTCA ONUCK AeN NOCTOSHHOMO XpaHeHWs, BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHUs 1 Nno
JINYHOMY COCTaBY, @ TaKXXe aKTbl O BbIAEJIEHUN K YHUYTOXEHUIO AeS1, HE NO4JeXaLUnX XpaHeHIo.

Onucy fen NoCTOAHHOrO XpPaHeHus, BpeMeHHbIX (CBbilwe 10 neT) CPOKOB XpaHEHUS 1 MO IMYHOMY COCTaBy,
a TAKXXe aKTbl O BblAENIEHUN K YHUYTOXEHUIO i, He NOAJIeXaLlMX XpaHeHNI0, paccMaTpUBaloTCs Ha
3acenaHmm 3K (LIIK) opraHusauum ogHoBpemeHHo. CornacoBaHHble 3K (LL3K) akTbl 1 onuncu
YyTBEPXAAOTCA PYKOBOAUTENEM OpraHn3aLunu.

8.33. Oena, obpa3oBaBlumecs B 4eATENbHOCTY OpraHn3auum 1 nogaexalime XxpaHeHuo, NpoXoaaT NosiHoe
nnn YactuyHoe oopmaeHne. MonHomy opopMIEHUIO NOAEXAT Ae/la BPEMEHHbIX (CBbiwe 10 f1eT) CpokoB
XPaHeHUs 1 NOCTOSHHOI O XpaHeHus. [lena BpeMeHHbIX (00 10 f1IeT) CPOKOB XpaHeHus noanexar
YaCTU4YHOMY O(POpPMJIEHNUIO.

OdopmMnieHne fen npoBoAMTCA B CTPYKTYPHbLIX NoApa3aeneHnax opraHm3aunm no Mecty (hopMmnpoBaHms
LLOKYMEHTOB B flena.

8.34. NMonHoe othopmeHme gena Ha ByMa)KHOM HOCUTESIE BKJIOYAET:

ochopMneHne pekBn3nToB 0610XKKKU fena no hopMe;
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HyMepaLuo TMCTOB B Aene;

COCTaBJIEHNE NTNCTa-3aBEPUTENS AENa;

COCTaBJIeHNEe B HEOOXOANMbIX C/TyYasix BHYTPEHHEN OMWUCU AOKYMEHTOB [EeNa;

noaLwnBKY N nepenneT aena,

BHECEeHNe HeobX04MMbIX YTOYHEHWI B PEKBU3UTLI 0610)KKN Aena (yToYHeHNe Ha3BaHWA OpraHmnsaumm,
WHOEKCa Aena, KparnHux gaT gena, 3arosoBka gena).

JlncT-3aBepuTenb Aena, BHYTPEHHAS ONUCh AOKYMEHTOB Aena 1 06/10)KKa Aefla COCTaBAATCS No opmam,
YCTaHOB/IEHHbIM [paBMnaMy XpaHeHus.

MpunoxeHus Ne 8, 27, 28 K MNpaBunam xpaHeHus.

8.35. lena BpeMeHHbIX (8o 10 neT BKAYNTENbHO) CPOKOB XPaHEHUS, NoANeXallne YacTU4HOMY
0hopMIEHNIO, AOMYCKAETCSA XPaHUTb B NMankax, B KOTOPbIX Ae/la XPaHUINCh B Ae/IONPON3BOACTBE,
nepecucTemMaTusauns LOKYMEHTOB B fesie He NPOBOAUTCA, NCTbl Aena He HYMEPYIOTCA, NCTbI -
3aBepuTeNn fena He cocTaBnsAoTcs. Ha 06110)KKe gena B COOTBETCTBMM C HOMEHKIATYpPO Aen
OpraHu3auny 3anoHAI0TCA PEKBU3UTbI: HAMMEHOBAHWE OpraHn3aLnmM, HaMMeHoBaHWe Noapa3aeneHns,
WHAEKC Oena, 3arojloBoK Aefia, CPOK XPaHEHNS1 JOKYMEHTOB.

8.36. Ha obnoxxke gen BpeMeHHbIX (CBbilwe 10 f1eT) CPOKOB XpaHEHMS U MO JIMYHOMY COCTaBY YKa3blBalOTCS:
HaMMEHOBAHME BbILLIECTOALLLEN OpraHmM3aumn (opraHnsauum - yypeantens);

HaVMeHOBaHMe OpraHn3aLnn - ICTOYHMKA KOMMJIEKTOBAHWSA rOCyAapCTBEHHOr0 (MyHULMNAAbHOM0) apXmBa;
HavMeHOBaHWe CTPYKTYPHOro noapa3faeneHuns;

WHAEKC Oefla No HOMEHKNaType aen;

HOMep ToMa (4acTw);

3aronoBoK Aena (Toma, 4actu);

KpalHWe gaTbl gena (Toma, 4actw);

KOMNYECTBO JINCTOB B Aee;

CPOK XpaHeHns aena;

apPXUBHbIV WGP gena.

Ha 06n0>xKkax gen NnoCTOSHHOro XpaHeHMs Hall HAMMEHOBAHWEM OpraHn3aL M YKasblBaeTCs HAaMMEHOBaHMe
roCyfapCTBEHHOr0 (MyHULMNANAbHOMO) apXmBa, MCTOYHNKOM KOMMJIEKTOBAHMNS KOTOPOro BbiICTyMNaeT
opraHusauus.

8.37. Mpwu ochopmneHmm 0bnoxkKn gena:

HaVMeHOBaHWe BbILLECTOALWEN OpraHn3aummn (opraHusaummn-yypeanTens), npyn ee Hamynn, ykasblsaeTcs
MOJIHOCTbIO B UMEHUTEJILHOM NafeXXe, Nof, NoJHbIM HaMeHOBaHNEM B CKOBKax yKa3blBaeTCs ouLnaibHOE
NPUVHSATOE COKPaLLEeHHOE HavMeHOoBaHMe (Mpy ero Haan4mm);

HaVMeHOBaHVe OpraHu3aLnmy yKasblBaeTCa NOJIHOCTbIO, B UMEHUTENLHOM Najexe, C yKasaHuem
ohnLMaIbHO MPUHATOrO0 COKPALLEHHOr0 HaVMEHOBaHMA (MPW ero Haan4umn), KOTOPOE yKa3biBaeTCA B
ckobkax mocse NoJIHOro HaMMeHOBaHMS;

HaVMeHOBaHWe CTPYKTYPHOro noapa3aesieHns YKa3blBaeTCs MOMHOCTbIO B COOTBETCTBMM C YTBEPXKAEHHOW
CTPYKTYPOW OpraHm3auun (Mpm Haaninum COKpaLLeHHOro HaMMeHoBaHNA CTPYKTYPHOro noapasaeneHns oHo
yKa3blBaeTCs B CKobkax);

WHAEKC Oefla NpoCTaBAAeTCsA B COOTBETCTBMM C HOMEHKNATYPOWN AeNn opraHmM3auuy;

3aroJIOBOK Aefla NepeHoCUTCS U3 HOMEHKNATYpPbl AeN OpraHn3aumm (B HeobXoAUMbIX CJly4asix B 3ar0/0BOK
BHOCSATCS YTOYHEHNS);

AaTbl gena (rof(bl) 3aBegeHUs 1 OKOHYaHWSA Jefia B Ae/10Npon3BOACTBE).

Mpy N3MEHEHN HAaUMEHOBAHMWA OpraHn3aLmMm UAn NnoapasfeneHns B Te4eHNe neprnoaa, 0XBaTbIBAEMOr0
LOKYMEeHTaMu gena, uav npu nepefadye gena B Apyroe nogpasgesneHme Ha 0610xxke gena nog npexxHum
HavMeHOBaHMEM YKa3blBaeTCq HOBOE HaMMeHOBaHWe opraHusauny (nogpasfeneHns), a npexHee
HaVMeHOBaHWe 3aKJIl4aeTCs B CKOOKM.
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HOeKc fena v 3arofIoBoK Aefla NepeHocsTCa Ha 0610)KKy U3 HOMEHKaTypbl Aen. Ecin geno coctouT us
HECKOJIbKMX YacTeln, Ha 06J10XKKY Ka)kAoro TomMa (4acTu) BbIHOCMTCS 06LLINA 3arofoBOK AeNla U 3aro/loBoK
Ka)XKZomn 4acTu (Npu ero Haamyun).

[aTon gen, cogepxaliux pacnopsaauTesbHylo JOKYMEHTaLUMI0, @ TakXKe Oefl, COCTOALWMX U3 HECKOJIbKNX
TOMOB (YacTen), ABNATCS KpalHMe AaTbl 4OKYMEHTOB Aefa, To eCTb AaThl (41C0, Mecsl, roa)
permctpaumm (coctaBneHmsa) camoro paHHero u camoro no3gHero AOKYMEHTOB, BKJIIOYEHHbIX B Aeno. Mpu
5TOM AeHb Mecsiua (ABa 3Haka) 1 rog (4eTbipe 3Haka) o6o3HayvatoTCa apabCckmumm umudpamm, HasBaHue
Mecaua nuweTcsa coBoM. Ecam B 4eno BKIOYEHb! OKYMEHTbI, A4aTbl KOTOPbIX BbIXOAAT 3a@ KpanHue aTol
[ena, To NoA fatamu aena, C HOBOW CTPOKMW AenaeTcs 3anuch: "B fene nMeloTca 4OKYMeEHThI 3a... rof(bl)".
[aTbl Aena MoryT He yKa3biBaTbCa Ha 0610)KKe fes, CoaepXallmx, Hanpumep, rofoBble NaaHbl K 0TYETHI,
TaK KakK OHW 0Tpa)kaloTCsa B 3aronoBKax gesl.

[aTamu gena, cogepxallero npoToKObl 3acefaHunin, ABASIOTCA AaTbl NEPBOro U NOC/AeAHEro NPOTOKOa.
KpalHuMu gataMu MYHOro Aena ABAATCA AaTbl MOANMCAHUA MpUKasa o npueme (Npy Hann4mm
TPYAOBOro [OroBopa - aTa 3akJ/04eHNs TPYA0BOro AOroBopa) 1 npmkasa o6 yBoJIbHEHWMM NULa, Ha
KOTOPOE OHO 3aBefdeHo. B criydae cMepTu Anua, Ha KOTOPOEe 3aBeAEeHO 4es0, KOHEeYHOW AaTon ABAeTCA
fAaTa OOKYMEHTa, M3BELLAloOLEro 0 ero KOHYMHe.

PekBU3NT "CPOK XpaHeHNs gena" nepeHocuTCsa Ha 0610XKY Aena M3 HOMEHKATypbl A& NOoCsie CBEPKMN ero
CO CPOKOM XpaHEeHWs, YKa3aHHbIM B MepeyHe TUMNOBbIX JOKYMEHTOB WM B BEAOMCTBEHHOM MepeyHe
LOKYMEHTOB, C YKa3aHWeM CPOKOB XpaHEeHUs.

Ha penax noCTOAHHOIro XpaHeHusa nuweTcs: "XpaHUTb NOCTOSHHO",

8.38. 0 OKOHYaHUM roga B HaANUCK Ha 0610XKKax fen MOCTOSHHOrO 1 BPEMEHHBbIX (CBbiwe 10 neT) CpokoB
XPaHEeHUs BHOCATCSA YTOYHEHMSA: NPY HECOOTBETCTBUN 3arosioBKa Aef Ha 06/10kKKe CoOAep>XaHnio NOALNTbIX
LOKYMEHTOB B 3ar0/10BOK [eNa BHOCATCA U3MEHEHUS 1 LOMNOJSIHEHWUS.

HavmeHoBaHMS opraHu3auny 1 noapasneneHuns, rog 1 HoMep Aesa MoryT NPOCTaBAATLCA Ha 06/10XKKe C
MOMOLLLIO LWTaMna.

8.39. B uenax obecnevyeHns COXPaHHOCTU 1 3aKPENIEHNS NOPSAAKa PACnoNoKEHNS LOKYMEHTOB,
BKJIIOYEHHbIX B A€J10, BCE ero ANCTbl, KPOME INCTa 3aBEPUTENS U BHYTPEHHEN ONNCK, HYMEPYIOTCS
apabckmmn ungpamu BanoBon Hymepaunen. JINCTbl HYMeEPYTCS rpadTOBLIM KapaHAaLloM WUin
HyMepaTopoM (ynoTpebiieHme YepHU 1 LBETHbIX KapaHAallen ofs HyMepaLunm JMCTOB He A0MNYyCKaeTCs)
CBEpPXY BHM3, LMDPbI NPOCTABASIOTCA B NPaBOM BEPXHEM Yy SINCTA, HE 3ajleBas TeKCTa AOKYMeHTa.
JINCTbI BHYTPEHHEN ONNCK HYMEPYIOTCS OTAENbHO.

JINCTbI gen, CoCTOAWMX N3 HECKOJIbKMX TOMOB MJIN YacTeN, HyMepyrTCa N0 KaX40My TOMY WU HacTu
OTHeNbHO.

[loKyMeHTbl ¢ COBCTBEHHOM HyMepaumnen TMCTOB HyMepytoTcs B 0bLieM nopsake.

JlncT ntoboro opmaTa, NOAWNUTLIA 3@ OANH KPal, HYMEPYETCS KaK OAUH JINCT B MPaBOM BEPXHEM YIiy.
CNOXKEHHbIN MNCT pa3BoOpavYMBaETCA U HyMepyeTCs B MPaBOM BEPXHEM Yry. JINCT, CNOXKEHHbLIN 1
NOALMNTBIN 32 cepeanHy, NOANEXUT NepPeLnBKe N HyMepyeTCs Kak O4UH JINCT.

Ecnun B 0eno NoALWmnT KOHBEPT C BJIOXKEHWEM, CHaYana HYMepyeTCsa KOHBEPT, a 3aTeM 04epeHbIM
NMopsAKOBLIM HOMEPOM KaXk[0€e BIOXKEHNE B KOHBEPTE.

Ecnn B Hymepauum nnuctoB ponyuieHo 6onee 10 ownbok, BCe fen0 HyMepyeTcs 3aHOBO. [1pn 3TOM CTapble
HOMepa 3a4epKMBalOTCA, U PALOM CTaBUTCSH HOBbI HOMEp JINCTa.

Mpn HaMYMKM OTAENbHbIX OWMOOK B HyMepaLun INCTOB AOMYyCKaeTCsa ynoTpebneHme nMTepHbIX (C
6yKBEHHbLIMU AOMOJIHEHNSMMW) HOMEPOB JINCTOB.

8.40. MNocne 3aBepLUEHNS HYMepaL WX INCTOB COCTaBASETCSA JIMCT-3aBEPUTENb AeNa, KOTOPbLIN
pacrnofiaraeTcsa B KOHUE gena. B nucTe-3aBepuTtene undpamm n Nponncebio YKasbiBaloTCA KOJIMYECTBO
JINCTOB B AaHHOM fesne, 0C06eHHOCTM OTAENbHbIX 4OKYMEHTOB (HEACHbIA TEKCT, pPa3pblBbl, CKAENKN).
JIncT-3aBepuTenb Aena NoAnNnCbIBAaeTCA ero CoCTaBuTesIeM C yKasaHMeM OJHKHOCTU, MHULMANoB U
thamunum, fatel COCTaBAEHNS.
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KonuyecTBo IMCTOB B Aefe, yKa3zaHHOe B INCTe-3aBepuTenie fefa, MpocTaBaseTcsa Ha 0bnoxke gena.
Ecnn geno nepenneTeHo 1 NOAWMTO 6€3 NMCTa-3aBepuTenNs, TO COCTaBNIEHHbIA NNCT-3aBEPUTESb
NOOKJIEMBAETCH K BHYTPEHHEN CTOPOHE 3aAHen 0610)KKK aena.

8.41. 1na y4eTa LOKYMEHTOB OnpefeneHHbIX KaTeropuin MOCTOAHHOIo 1 BpeMeHHoro (cabiwe 10 neT)
CPOKOB XpaHeHU$, y4eT KOTOPbIX Bbi3BaH CNeLMpUKOA LOKYMEHTaLUUN, BKIIOYEHHON B fe/10, COCTaBAAeTCA
BHYTPEHHAS ONUCb LOKYMEHTOB [efa, NoMeLlaemMas B ero Ha4vaso.

BHYTpeHHAS oNnCb BKNOYAETCS B fena, umetoLime ocobyto 3Ha4YMMOCThb, a TakXXe B AieNa, ChOPMMPOBaHHbIE
no BMAaM LOKYMEHTOB, 3aroJIoBKM KOTOPbIX HE PAaCKPbIBAOT KOHKPETHOro CoAepXXaHns JOKYMEHTOB.
BHYTpeHHAS onnCb LOKYMEHTOB Aefla COCTaBAAETCA TakKe Ha 06beMHble fena NOCTOAHHOIO N BPEMEHHbIX
(cBbilwe 10 neT) CPOKOB XpaHeHWs B Lenax yyeTa v BbICTPOro HaxoXAeHWsa LOKYMEHTOB B fefe.

B KOHLe BHYTPEeHHel OnncK yKa3blBaeTcs Ludpamm 1 NPONUCLI0 KOJIMYECTBO BKJTIOYEHHBIX B HEE
LOKYMEHTOB 1 KOIMY4ECTBO INCTOB BHYTPEHHEN OMUCHK.

BHYTpeHHAS oNnCb JOKYMEHTOB Aief1a NoAMUCHIBAETCSH COCTaBUTENEM C YKa3aHMeM LO/MKHOCTU, UHLMAN0B
1 hamMnaum, faTbl COCTABIEHUS.

Ecnn geno nepenneTeHo 1 NOAWMNTO 6€3 BHyTpeHHen onuncK, To COCTaBAeHHas BHYTPEHHAS ONUCH
NOLK/IEMBAETCA K BHYTPEHHEN CTOPOHE NULEBON 0610)KKK Aena.

8.42. [IOKyMeHTbI MOCTOSAHHOI 0, BPEMEHHbIX (CBbile 10 eT) CPOKOB XPaHEHUS 1 MO JIMYHOMY COCTaBy,
COCTaB/AKLLME [e/0, MOMELLAloTCs B TBepable 06/10KKU 13 KapTOHa, MOALIMBAOTCA B YeTbipe NpoKosia nan
nepenseTalnTCcs C y4eTOM BO3MOXXHOCTM CBOBOAHOr0 YTEHNS TEKCTa BCEX LOKYMEHTOB, AaT, BU3 1
pe3o0slouUniA Ha HUX. Pe3oniouun pyKoBoACTBa, COCTaB/IEHHbIE Ha OTAE/bHbBIX INCTax, MOMeLLalnTCs nepeq
LOKYMeHTOM. [py NOAroTOBKE AN K MOALIMBKE (NepenseTy) NpoBepseTCa NPaBUIbHOCTb NX
hopMmpoBaHus, 0hoOpMIIEHMSA, BCE MIACTUKOBbIE U METAJIJIMYECKNE KPENJIeHNS, a TaKXKe TepMorepernieTsbl
13 LOKYMEHTOB yansatoTcs.

[lena NnoCTOAHHOI0 XpaHeHMs, COCTOoALLME U3 0COB0 LIEHHbIX UM HE(OPMATHbIX LOKYMEHTOB, MOTYT
NPVHUMATBLCS Ha XpPaHEeHMWe B 3aKPbITbIX TBEPAbIX Nankax ¢ TpeMsa KnanaHaMmu v ¢ 3aBs3kamut MU B
KopobKax.

8.43. MNoaroToBKa 3/1eKTPOHHbBIX 4OKYMEHTOB K Nepefiaye B apXvB opraHu3aLnm oCcyLLecTBASeTCS
CTPYKTYPHbIM nogpasfesieHneM opraHm3aunm - BlagesblemM COOTBETCTBYIOLEN MH(POPMaLMOHHON
CUCTEMbl COBMECTHO C NoApa3feneHmem (cnewmannctom), obecnedmsaowum hyHKLUOHMPOBaHNE
NHMOPMaLMOHHON CUCTEMBI.

8.44. Npn NOAroTOBKE 3NEKTPOHHbLIX JOKYMEHTOB, 0TOOPaHHbLIX K Mepefiaye B apxvB OpraHusaumuu,
BbINOJIHAOTCA Cliefylolle 0CHOBHbIe npoLueaypbl paboTbl C LOKYMEHTaMu:

KOHBEpPTaLUMs 3IeEKTPOHHOI 0 AOKYMEHTa B (popMaT apXMBHOIO LOKYMEHTa;

hopMupoBaHme B UH(OPMALMOHHOM CUCTEME OpraHM3aLn INEKTPOHHbIX Ae, ABAAIOLMXCA
COBOKYMHOCTbIO KOHTENHEPOB 3/IEKTPOHHbIX LOKYMEHTOB WM KOHTENHEPOM 3N1EKTPOHHOIO AOKYMEHTA,
BKJIIOYAIOLLEM: KOHTEHT 1 MeTaZlaHHble N1EKTPOHHOr0 AOKYMEHTa, (halibl 3IEKTPOHHBIX MOAMMCEN 1
BM3YaJIN3MPOBAHHYO KOMWIO TEKCTOBOI0 3JIEKTPOHHOI0 AOKYMeHTa B (hopMmaTe PDF/A;

(hopMuMpOoBaHME ONUCK SNEKTPOHHBIX Les, LOKYMEHTOB CTPYKTYPHOI0 NoApasaeneHus;

MUrpaLns 31eKTPOHHBIX JOKYMEHTOB Ha (hm3nydeckn obocobneHHble MaTeprasibHble HOCUTENN, eCu
LOKYMEHTbI NepefaloTcs B apXMB OpraHm3aunm He no MHPOPMaLMOHHO-KOMMYHWKALMOHHBLIM KaHaslaMm;
NnpoBepKa BOCMPON3BOAUMOCTUN 3NIEKTPOHHbLIX LOKYMEHTOB;

NPOBEpPKa 3/1EKTPOHHbIX JOKYMEHTOB Ha HaJM4yne BPeAOHOCHbIX KOMMbIOTEPHBIX NPOrpamMM;
NOATBEPXKAEHUE LLeNIOCTHOCTU 3IEKTPOHHOI0 Aie/1a I/IEKTPOHHON NOAMUCLI0 PYKOBOAUTENS CTPYKTYPHOIO
nofpasaeneHns (MHOro ynoaHOMOYEHHOrO0 nLa), OCYLLEeCTBAAOLLEro NOArOTOBKY 3/1€KTPOHHbIX
LLOKYMEHTOB K rnepefaye B apxvs opraHn3aLuu.

MyHKT 4.34 MNpasna XpaHeHUs.
8.45. DNeKTPOHHbIe LOKYMEHTbI NepeatoTcs B apXmuB opraHusaumm no MHMOPMaLMOHHO-
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TeJIEKOMMYHWKALIMOHHOM CeTU nan Ha dusnyeckn 060cobneHHbIX HOCUTENSX B COOTBETCTBUN C
YCTaHOBJ/IEHHbIMY MpaBunamMu, 63 COXpaHeHNS faHHbIX 3/1EKTPOHHbIX LOKYMEHTOB B COOTBETCTBYIOLLNX
NHOPMALMOHHBIX CUCTEMAX.

8.46. Onncy gen cocTaBAfTCSA B CTPYKTYPHbIX Nogpa3faeneHnsax opraHusaumnm nog METOANYECKUM
pykoBoacTeom Cny»x6bl enonpon3BoacTsa.

Onncu gen cocTaBAATCA OTAENbHO Ha Aefla MOCTOSHHOIrO0 XpaHeHUs; Aena BpeMeHHbIX (cBbiwwe 10 neT)
CPOKOB XpaHeHus; fesna no JMYHOMY COCTaBY, I/IEKTPOHHbIE efa, a TakXe Ha gena, cocToswme 3
JIOKYMEHTOB, XapaKTEPHbIX A5 AaHHOW opraHu3lauum (cyaebHble, cneaCcTBEHHbIE AeNa, HayYHbIe OTYETHI
no Temam).

Onuncw gen CTPYKTYPHbIX MOApa3AeeHnin COCTaBAATCSA No hopMaM, YCTaHOBEHHbIM [paBmunamu
XPaHeHuNs.

MpunoxxeHna Ne 23, 24 K MpaBuiaM XpaHeHUs.

Mo onncsM gen CTPYKTYPHbIX NoapasfeneHnin QOKYMEHThI NepenatnTcs B apXmns opraHunsaLum.

Ha nena BpeMeHHbIX CPOKOB XpaHeHus (80 10 neT BKAYNTESNIbHO) ONMCK HE COCTaBASAIOTCA, U B apXuUB
Takume fesia He nepepnatwTcs.

Mpun Hanu4mun B opranmsaumm C3 onucu gen GopMUpyroTCcs B CUCTEME.

8.47. Onncm gen CTPyKTYPHbIX NoApa3geneHnin npeacTaBasioTCa B apXnB OPraHn3aLum He paHee, 4em
yepes OAVuH rof, v He No34Hee, YeM Yyepes Tpu rofa rnocse 3aBeplleHns gen B 4en0npon3BoLcTBe.

8.48. OToenbHas onuchb NpencTaBaseT cobon nepeyveHb onncaTesbHbIX CTaTen C CaMOCTOATENbHON
NopsiAKOBOM HyMepaumnen, Kaxxaasa n3s KOTOpbIX AOJKHA BKOYATb CleayoLline CBeaeHuns:

NOpPAAKOBLIN HOMEP Aena no onucu;

NHAEKC nena;

3aroJIoBOK fena;

KpanHue gaTthbl aena;

KOJIN4eCTBO INCTOB B AEE;

CPOK XpaHeHns aena;

npumeYvaHus.

8.49. Mpu cocTaBneHUn ONUCK Aen CTPYKTYPHOro nogpasgeneHns cobnogaoTcs cnegyowmne TpeboaHms:
3aron0BKY Aesl BHOCATCA B ONUCb B COOTBETCTBUMN C MPUHSATON CXEMOW CUCTeMaTU3aLmm gen,
3aKpenJIieHHOWN B HOMEHKIAType fern,;

KaXK4oe Ae0 BHOCMTCS B ONUCb MOA CaMOCTOATE/IbHbIM MOPSAAKOBLIM HOMEPOM (eCNn feno COCTOUT U3
HECKOJIbKMX TOMOB WM YacTel, TO KaXAbl TOM WM 4aCTb BHOCATCA B ONUCL N04 CaMOCTOATENbHbLIM
HOMEepoM);

NopsaAoK HyMepauum gen B ONUCK - BaslOBbIN;

rpadbl ONNCK 3aNOJHSAIOTCA B COOTBETCTBUN C TEMW CBEAEHUAMU, KOTOPLIE BblHECEHBI Ha 06J10XKKY Aena;
npv BHECEHMMW B ONUCb NOAPAA Aen (TOMOB, YacTeln) C 0ANHAKOBLIMU 3arojI0BKaMu 3arofIoBKU BCEX Ae
(TOMOB, YacCTeln) NULLYTCS MNOMHOCTLIO; NPU BHECEHWM B ONMUCb NOC/EAHEr0 3aronoBka AobaBnseTcsa Ca0BO
"MocnegHnn");

rpaca onucu "MpumedaHns" NCNonb3yeTcs A8 OTMETOK O NpueMe aen, 0CobeHHOCTAX MX hMU3MYeCcKoro
COCTOSHMSA, 0 Nepefaye 4en ApYruM CTPYKTYPHbLIM NogpasaesieHneM CO CCbIIKOM Ha aKT, 0 HaAu4yum Konui.
8.50. Mepepn BHeCEHMEM 3ar0JI0OBKOB €1 B ONUCH MPOBEPSAOTCSA KAa4eCTBO (POPMUPOBAHMA U OPOPMIIEHNS
[lesl, COOTBETCTBME KOJINYECTBa AN, BHOCUMBIX B OMUCh, KONNYECTBY 3aBeLEeHHbIX e/ N0 HOMeHKNaType
LEen opraHunsaumm.

B KoHUe onuncu Bcen 3a nocaefHen onncaTenbHom CTaTben 3anoHAETCA UTOroBas 3anncb, B KOTOPOK
yKa3blBaloTCA (LndpamMu 1 NPONUCHI0) KOINYECTBO A€, YNCAALWMXCS NO ONUCK, NEPBLIN U NOCAEAHNI
HOMepa [es Mo OMNKCK, @ TakXKe OroBapMBaloTCs 0COBEHHOCTM HYMepauun fen B ONWUCK (IMTepHbIE HOMepPa
1 NPOnyLLEeHHbIE HOMEPa).
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8.51. MNopsiaoK NPMCBOEHNS HOMEPOB OMUCAM Aes1 CTPYKTYPHbIX MOApa3aesieHnn yCTaHaBANBAETCA No
COrJlaCoBaHMIO C apXMBOM OpraHmn3aLunu.

8.52. MNpwu cocTaBneHNnN ONNCK 3N1eKTPOHHbLIX A&/ B OMUCh BKJIIOYAKTCS:

I'IOpf-I,EI,KOBbII7I HOMEpP 3JIEKTPOHHOI 0 Aesia no onncu;

WHOEKC 3JIeKTPOHHOr 0 fena;

3aronoBOK Aena;

faTa fena (Toma, YacTu);

CPOK XpaHeHns aena;

00bEM 3/1EKTPOHHOr0 aena B M6;

npumeYyaHus.

B cocTaBe onuncu anekTpoHHbIX gen B CIL hopMUpyeTcs peecTp 3EeKTPOHHbIX AOKYMEHTOB (KOHTENHEPOB
3N1EKTPOHHbIX OKYMEHTOB), B KOTOPOM YyKa3blBaloTCA cBeAeHMS 06 INEeKTPOHHbIX LOKYMEHTAX,
BKJIIOYEHHbIX B KaXXA0€ 3JIEKTPOHHOE Aeno.

8.53. Onwncy pen CTpyKTypHOro nogpasfesieHns noAnucbIBaloTCA pyKoBoauTeneM noapasneneHus,
COrflacoBbIiBalOTCA 3K CTPYKTYPHOro nogpasaeneHns (npu ee Haany4umm) n Cnyxbon nenonponssoacTsa.
PeecTp 3N1eKTPOHHbLIX LOKYMEHTOB, ABASIOWNACS NPUIOXKEHNEM K OMNUCK 3N1EKTPOHHBIX LOKYMEHTOB,
NOAMNMCbIBAETCA COCTaBUTENIEM peecTpa C YKaszaHueM LOJIKHOCTY, MHULMANoB, (haMunuu, gaTsl
COCTaBNEHNS.

8.54. Onncy pen CTpyKTypHOro nogpasfesieHns opraHm3aunm CoCTaBASAIOTCA B BYX 3K3eMrispax Ha
HyMaxHOM HOCMTene, OAMH U3 KOTOPbIX MepeaaeTcs BMecTe C AeslaMy B apXxvB OpraHusaunm, a BTOpow
0OCTaeTCA B Ka4eCTBe KOHTPOIbHOMO 3K3eMnJisapa B CTPYKTYPHOM nogpasfeneHn. B apxus opraHusaumm
TakXXe nepefaeTcs Mo 3K3eMnaspy onucen Aen B 3/1eKTPOHHOM BUAE B pelakTupyemMoM opmaTe ans
NCMNOJIb30BaHWA B fajibHENLWEeM AN NOATOTOBKY apXMUBHbIX ONUCER Aesl, LOKYMEHTOB (FO40BbIX pa3fesos).
8.55. [lena nepenatoTcs Ha XpaHeHWe B apXuB OpraHM3aumnm B COOTBETCTBUN C rpadkoM nepenaym
LOKYMEHTOB, YTBEPXXAEHHbLIM PYKOBOAUTENEM OpraHn3aunm Uinm UHbIM YNOAHOMOYEHHbIM UM JINLLOM Y
COrJIaCoOBaHHbLIM C PYKOBOAUTENAMUN CTPYKTYPHbIX NOApasaeNeHunn.

8.56. [lena NoCTOAHHOro 1 BpeMeHHbIX (CBbiwe 10 fIeT) CPOKOB XpaHeHWs, LOKYMEHTbI M0 JIMYHOMY
COCTaBYy, 3/IEKTPOHHbIE NOKYMEHTHLI NepenatdoTCcAa B apXmnB opraHn3aunnm He paHee, 4eM 4yepe3 roj, n He
no3fHee, 4em Yyepes TpW roda nocse 3aBepLleHuns Nx B Lenonpon3BoacTBe.

8.57. MNepenaya oen B apxus OpraHu3aumm NponM3BOAUTCS MO ONUCAM AEN CTPYKTYPHbIX NOAPa3AeeHUN.
8.58. YNoNHOMO4Y€EHH®IN paboTHUK apxmBa NPOBEPSET NPaBMALHOCTL OPopMAeHNs U DOPMUPOBAHNS Oen,
NpaBuMIbHOCTb COCTABJIEHNS ONUCEN Aesl, COOTBETCTBUE KOMYECTBA A, BKJIIOYEHHbIX B OMUChH,
KONN4YecTBy Aen, ChOPMUPOBAHHBIX B COOTBETCTBMM C HOMEHKIATypon aer.

BbisiBNIeHHblE MpU NpoBepKe HeOoCTaTKy B (hOPMMPOBAHUN 1 0hOPMIIEHNUN Aen PabOTHUKIM CTPYKTYPHOro
nofpasfneneHnsa 06s3aHbl YCTPaHUTL B ABYXHEAEbHbIA CPOK.

8.59. Mpuem Kaxx4oro fesa B apxXus oOpraHn3aumnm nponm3sBoaMTCSA B MPUCYTCTBUN Ae/1I0NPON3BOAUTENS
CTPYKTYpPHOro nogpa3aeneHus. MNpu 3sToM Ha 060Mx 3K3emMnasapax onucu NPOTUB KaXkAoro Aena,
BKJIIOYEHHOr 0 B Hee, [ieN1aeTCa OTMEeTKa O Han4mm aena. B KoHUe KaXx4oro sK3emnspa onncy B UTOr0BOK
3anncy yKasblBaeTca uudpamm n Nponmcbio KOMYeCTBO haKTUYECKN NPUHATBLIX B apXUB Aesl, B TOM Yyucne
3JIEKTPOHHLIX, HOMepa OTCYTCTBYOLWWNX AeN, AaTa NpuemMa-nepenadn nen, a Takxke noanncu nnua,
OTBETCTBEHHOI0 3a apxXuB, U nLa, nepefasLlero gesna.

ViTorosas 3anucb NOATBEPXAAETCA MOAMMUCAMN COTPYAHMKA apXMBa U COTPYLAHMKA (Lenonpon3soanTens)
CTPYKTYPHOro noapasaeneHus, nepefasLlero gena Ha 6yMaKHOM HOCMTENE U NEeKTPOHHbIE fena.

8.60. MNepenaya 3N1EKTPOHHbLIX OKYMEHTOB B apXVB OpPraHn3aLum npon3BoaAnTCS Ha OCHOBAHUM ONUCEN
3NEKTPOHHbIX A& M0 UHHMOPMALNOHHO-TEIEKOMMYHUKALMOHHOW CeTu (Mpu Hanynm B apxmnse
opraHu3auny MHHMOPMaLMOHHOW CUCTEMBI) AN Ha (r3M4eckn 060COBNEHHbIX MaTepranbHbIX HOCUTENSX,
KOTOpble NPeACTaBAAITCA B ABYX NAEHTUYHbIX K3EeMaspax.

8.61. B c/iyvyae IMKBMAALMM UKW PeopraHm3aumnmn CTPYKTYPHOro noapasaesieHns opraHusanmm
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LEenonpon3BoamnTeNb NoOApa3aeseHnsa B Nepnos npoBefeHns NMKBUAALMOHHbBIX MEPONPUATUIA hopMupyeT
BCE MMeloLLMecs JOKYMEHTHI B Aefa, 0OhopMASET Aena 1 nepefaeT nx B apxXuB OpraHu3aumm, He3asnucnumo
OT CPOKOB XpaHeHus. MNepefada Aen oCyWwecTBaASeTCA N0 ONUCAM Len U HOMEeHKaType aes.

8.62. Ha gena c UCTeKWMMN CPOKaMUN XPaHEHNSA B CTPYKTYPHbIX NOApa3AeNIeHNsaX opraHm3aumm
COCTaBAATCA NPESNOXKEHUSA K aKTY O BblAeNIeHUN K YHUYTOXEHMNIO LOKYMEHTOB, HE NoAJIexXallmx
XpaHeHuto (no opme, ycTaHOBAEHHOW [paBuaamMmn XxpaHeHus).

Ha ocHoBe NpeasioxXeHnin CTPYKTYPHbIX noapa3saeneHunin Cnyxba genonponssoacTsa opraHm3auum
COCTaBASAET aKT O BblAENEHNN K YHUHTOXEHNIO LOKYMEHTOB, HE MOAJIEXALLMNX XPAHEHWIO, Ha Aefla BCen
opraHu3auuy No Ton xe dopme. 3aroJIoBKN 0AHOPOAHbLIX A&, 0TOBPaHHbIX K YHUYTOXEHNIO, BHOCATCA B
aKT nog obLiMM 3aronoBKOM C YKa3aHUEM KOMYeCTBa A, OTHECEHHbIX K AaHHOW rpynne.

8.63. [lena BKOYAIOTCA B @KT O BblAEJIEHUM K YHUYTOXKEHNIO JOKYMEHTOB, He nogsiexallnx XpaHeHuo,
eCcn NPefyCMOTPEHHbIN AN HUX CPOK XPaHEHUS NCTeK K 1 sHBaps rofa, B KOTOPOM COCTaBJIEH aKT.
Hanpumep, 3akoH4YeHHble B 2014 roay aena ¢ 3-N€THUM CPOKOM XPaHeHUs, MOryT OblTb BKJIlOYEHbI B aKT,
KOTOpbIN ByaeT cocTaBsieH He paHee 1 sHBapsa 2018 roaa.

8.64. [lena c otmeTkown "IMK" noanexxaT NOANCTHOMY NPOCMOTPY B LieNSX BbIABAEHNS LOKYMEHTOB,
nogJsexalinx NoCTOAHHOMY XPaHEHMI0. BbiSiBNEHHbIE B TaKNX AeNax AOKYMEHTbl MOCTOAHHOIMO XPaHeHNs
BbIAENATCA U NPUCOESMHAIOTCA K OQHOPOAHbLIM AenaM uan (OpMUPYIOTCS B CaMOCTOATESIbHbIE fena.

MpunoxeHue Ne 21 K MNpaBunam xpaHeHUs.

OtmeTKa "IMK" 03HavyaeT, 4TO YaCTb JOKYMEHTOB MOXET ObITb OTHECEHA K CPOKY XPaHEHMS "MOCTOAHHO".
OcTasibHble JOKYMEHTbI fesia ¢ oTMeTKon "IMMK" BKYalTCs B akT, Npy 3ToM oTMeTKa "IMK" B akTe He
yKa3blBaeTcs.

8.65. AKT 0 BbIAENEHUN K YHUYTOXKEHWNIO LLOKYMEHTOB, He NOAJIeXALLUNX XPaHEHWNIO, NMPeACTaB/IfAEeTCSA Ha
paccMoTpeHwue u corylacoBaHne 9K 04HOBPEMEHHO C OMUCAMW Aes1 MOCTOAHHOr0 XPaHeHUs 1 Mo JIM4YHOMY
COCTaBy.

8.66. AKT 0 BblAEJIEHNN K YHUYTOXXEHUNIO JOKYMEHTOB, HE NOANEXALUNX XPaHEHWIO, yTBEPXKAAEeTCS
pyKOBOLUTENEM OpraHu3aumm nocse yreepxaeHusa 3K apXnBHOIo y4Ypexx4eHus, rocyJapCTBEHHOro uan
MYHULUMMANbHOrO apXmMBa B COOTBETCTBUMN C MPELOCTABAEHHbIMU €My NOJAHOMOYMAMWN ONNCERN Aen
NOCTOSHHOrO XPaHEeHWs 1 COrlacoBaHUS Onucen Aen no AMYHOMY COCTaBy, NOCne Yero Aena, BblAeNeHHbIe
M0 aKTY K YHUYTOXEHWIO, MOTYT ObITb YHUYTOXKEHBI.

8.67. [lena, noanexaline YHUYTOXEHNIO, MepenaloTca Ha nepepaboTky (yTunmnsauuio). Mepenaya gen
0hopMASETCS MPUEMO-CAATOYHON HaKNagHOM.

Mocne yHMYTOXEHNS LeSl B HOMEHKaType Aen NPOCTaBASAI0TCS OTMETKHN, 3aBepsiemMble Nognnceo
cneunanncta Cnyx6bbl 4en0nNpon3BoaCTBa, U AaTOou:

"YHn4TOXKEHO. CM. aKT Ne oT . Mognuce, nHnymanel, hamunnsa”,

8.68. 21IeKTPOHHbIE LOKYMEHTbI C UCTEKLLIMMU CPOKAMU XPaHEHUSA NOAJIEXAT BblAENEHNIO K YHUYTOXEHMIO
Ha 06LLMX OCHOBaHMUSAX, MOC/IE YEro NPOBOAUTCS NX (PUINYECKOE YHUHTOXKEHNE UIN YHUYTOXEHNE
NPOrpaMMHO-TEXHUYECKUMUN CPeCTBaMM C COOTBETCTBYIOLLEN OTMETKOM B aKTe O BblAeNeHUN K
YHUYTOXKEHMIO 3JIEKTPOHHbIX LLOKYMEHTOB.

DNEeKTPOHHbIE JOKYMEHTbI CHATAOTCA YHUYTOXKEHHBIMU, €C/IN UX HEMb3S BOCCTAHOBUTL CpeacTBaMu
NHHOPMALMOHHON CUCTEMbI Ha HOCMTENAX UHADOPMALUKN N N3 Pe3ePBHbLIX KOMWI.

8.69. AKTbI 0 BblAeNIeHUN K YHUYTOXEHMNIO LOKYMEHTOB, HE NMOAJIeXaLLMX XPaHEHWNIO, XPaHATCS MOCTOAHHO B
nene oHaa.

IX. OpraHm3saumnsa gocTyna K JOKYMeHTaM 1 UX UCMOJSIb30BaHUA

9.1. Bblgayva aen, HaxoAsWwmnxca Ha XxpaHeHun B Cnyxbe nenonpon3BoaCTBa, CTPYKTYPHbIX
noapasfeneHnsax opraHmsauum paboTHUKam Apyrux nogpasaeneHnin 4nsa 03HakoMaeHns u (nam) gns
BPEMEHHOr0 MCMOAb30BaHMA B paboTe Npon3BOAMTCA MO 3anpocamM, NOAMNNCAHHLIM PYKOBOANTENEM
(3amMecTuTENEM PYKOBOAUTENSA) CTPYKTYPHOro Nogpa3sfeneHuns, 3anpaLlmeatowero 4eno (LOKYMEHT) 1 C
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pa3spelleHns pykosoautens Cnyxobel 4enonpon3BoacTBa WK CTPYKTYPHOrO noapa3sfeneHns, LOKYMeHThI
KOTOPOro 3arnpallnBatoTCs.

9.2. [lena, 4OKYMEHTbI BbIAAOTCA BO BPEMEHHOE MO/b30BaHNe paboTHMKaM opraHM3aumnmn Ha Cpok He bonee
04HOro Mecsua.

ocynapCTBEHHbIM opraHaM (cyaebHbiM, NPaBOOXPaHUTENbHbLIM, OPraHaM FrocyAapCTBEHHOr0 KOHTPOS U
HaA3opa) fena v oTAesNbHble OKYMEHTbI BblAATCA Ha OCHOBAHWUW NX MUCbMEHHbIX 3anpoCcoB C
pa3peLleHns pyKoBOAUTENS OpPraHM3aLum naM NHOro YnoJIHOMOYEHHOI0 UM JiMLa, MO akTaM Ha CPOK He
bonee wecTn MecsLeB.

Mpn HeEOBXOAMMOCTUN CPOK UCMOAb30BaHNSA LOKYMEHTOB MOXET ObITb NPOAJIEH.

9.3. B nncbMeHHOM 3anpoce paboTHNKOB OpraHM3aLnn 0 Bblgavye 4OKYMEHTOB (L4en) BO BPEMEHHOe
NnoJib30BaHWe NU3naratTCsa NPUYMHbI, MO KOTOPLIM 3anpallnBaeTCa Aeno (AOKYMEHT) 1 Lienb NCMOJb30BaHNS
LOKYMEHTOB, HAaXOOALWMUXCA Ha ONEPaATUBHOM XpPaHEHUN.

9.4. Ha BblgaHHOE O€e0 3aBOAUTCS KapTa-3aMecTuTe b, MOMELLLaeMas Ha MeCcTo BblAaHHOr0 Aena. B Hen
YKa3blBalOTCA NHOEKC Aena, AaTa ero Bblgayn, KOMy A0 BblAaHo, faTa ero BO3BpaLleHus,
npenycMaTpuBaloTCs rpadbl 48 NOANMCEN B MOSYYEHNIM U NpuemMe aena.

Ha MecTo n3bATOro NOAJIMHHNKA AOKYMeHTa paboTHMK Cnyx6bl Aenonpon3BoaCcTBa Un
LEeNoNpou3BOAMTENb NOAPa3AeeHNs BKNaabiBaeT B A€/0 JINCT-3aMeCTUTESb C YKa3aHWeM, KOraa, KoMy 1
Ha KaKoW CPOK BblAaH AOKYMEHT 1 NOANUCSAMM B MOSyYeHUn U npueme gena. Mpu 3ToM B 410 NoMeLLaeTcs
3aBepeHHas Konusa JOKYMeHTa.

Mocne peweHnsa BONpOCa, ANA PacCCMOTPEHMA KOTOPOro Aena (4OKYMEHTbI) M3biIMaancCh No 3anpocam
rocyagapCTBeHHbIX OPraHoB, MOAJINHHUKN OOKYMEHTOB OOJIXKHbI ObITb BO3BpallleHbl B OpraHn3auunto n
noMelleHbl B 4eo.

9.5. 2NEeKTPOHHbIE JOKYMEHTHI, HAXOAALWMECH Ha ONEePaTMBHOM XpaHeHMMN B Ba3ax AaHHbIX
NHHOPMALMOHHBIX CUCTEM, BbIAAOTCS 419 UCMOJIb30BaHMA B BUAE KOMWUIA 3/1IEKTPOHHbIX JOKYMEHTOB B
COOTBETCTBMM C MYHKTOM 2.51 MNpuMepHON MHCTPYKLU MW,

9.6. Mopspok gocTyna paboTHMKOB OpraHn3aumnm K JOKYMeHTaM, pa3mellaembiM B CI 1 unam nHom
NHMOPMALMOHHON CUCTEME, YCTaHaBANBAETCS JIOKaSIbHbIMW HOPMAaTUBHLIMW aKTaMMi OpraHn3aLuunu,
onpegensowmMm NopagoK sKCnayaTaunm MHPoOpMaLMOHHON CUCTEMBI, U B COOTBETCTBUN C
NnepCcoHanbHbIMU YYETHBIMU 3annucamMmn paboTHNKOB B C3[] nam MHon NHGMOPMaLIMOHHON CUCTEMe.
PaboTHMKaM, He NMEIOLLMM NpaBa A0CTYMNa K COOTBETCTBYOLEN MHHOPMALMOHHOW CUCTEME, SNIEKTPOHHbIE
JOKYMEHTbI BblAAOTCSA B COOTBETCTBUM C MyHKTaMmM 9.1 - 9.3 NMpuMepHON NHCTPYKLUMK, Ha (hnU3nMYecKn
060co61eHHOM HOCUTENE, BbICHINAKTCA MO 3JIEKTPOHHOMY adpecy paboTHMKA, 3anpalunBatoLLero
OOKYMEHT, N1 NHbIM 06pa30M.

9.7. B Cnyxxbe nenonponsBoacTBa, CTPYKTYPHOM NoApa3aeeHnm, BolgaBLleM geno (4OKyMeHT) BeaeTcs
yyeT BblAaHHbIX Aes (JOKYMEHTOB) U KOHTPOJIb UX CBOEBPEMEHHOI0 BO3BpaTa. JJIEKTPOHHbIE Aena
(DOKYMEHTbI) BO3BpaTY He nogjexar.

9.8. PaboTHMKM opraHn3aunm 0ba3aHbl 06ecrneymBaTb COXPAaHHOCTb MOJTYYEHHbIX BO BPEMEHHOE
NnoJib30BaHMe JOKYMEHTOB (4en) Ha ByMa>KHOM HOCMTENE 1 UCMOb30BaTb MOMYYEHHYIO MHGOPMaLMIO B
Cny>XebHbIX Lensax B COOTBETCTBUM C TpeboBaHMAMM N0KaJIbHBIX HOPMaTMBHbIX akTOB. 3anpeLlaeTcs
nepenaya noslyYeHHbIX LOKYMEHTOB UM UX KONUA paboTHUKAM APYrux noapasfeneHnin nam opraHusaLmi.
9.9. N3bATMe (BblEMKA) OKYMEHTOB, 06pa30BaBLUMXCS B AEATENbHOCTY OpraHm3auumn, NpomM3BoanTCS B
COOTBETCTBMM C 3aKOHOAATENbCTBOM Poccunckon ®egepauum.

9.10. N3baTKe (BbleMKA) OOKYMEHTOB MPON3BOAUTCA HAa OCHOBAHUM MUCbMEHHOIO PaCMOpPSXXEHNS
(mocTaHOBNEHMS) COOTBETCTBYIOLLErO OpraHa BAacTU C pa3peLleHns pyKoBoAUTENS OpraHM3aunum nim
MHOro yrnoJiHOMO4YeHHOro UM Jinla C n3BelleHnem pykosognTena nogpasgeneHna, LOKyMeHTbl KOTOPOro
n3bIMaoTCS.

9.11. ®aKT U3bATUSA (BbIEMKIN) LOKYMEHTOB (PMKCMPYETCS B MPOTOKOE (aKTe) M3bATUSA (BbIEMKN)
LOKYMEHTOB, KOTOPLIN COCTaBASETCA HE MEHEE YeM B ABYX IK3EMMNAAPaX U NOANUCHIBAETCA
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YNOJIHOMOYEHHbIMY NPEeACTaBUTENSAMUN OPraHn3aLnm u COOTBETCTBYIOLLEr0 roCyAapCTBEHHOr0 opraHa. K
NPOTOKOJY (aKTy) NpuaaraeTcs onuch (peecTp) U3bATbIX LOKYMEHTOB (Aen).

9.12. MNpu n3BATUN NOAJIMHHNKOB OOKYMEHTOB B [1eJ10 NMOMeLLaeTCs 3aBepeHHas Konma 4oOKyMeHTa, Ha
060pOTe KOTOPOW yKa3blIBAETCS OCHOBAHWE U3bATUSA MOAJIMHHMKAE, CPOK BO3BpaTa, AaTa U NoANnCh
paboTHUKaA, OTBETCTBEHHOIO 3@ (POPMUPOBAHNE W/NSIN XPaHEHWe fena.

9.13. Mo/ IMHHNK OOKYMEHTa, U3bATHIN U3 Jesla Ha OCHOBE COOTBETCTBYIOLLErO PELUEHNS, NOCse
paccMOTPEHUS N peLleHns BoNpoca, BO3BpaLlaeTcs B 4eso, Npu 3TOM KOMnus, noMeLLeHHasa B 4ef10 BMeCTo
NOOAVHHWKA, N3bIMaeTCs.

X. N3roTtoBneHune, y4eT, UCMOJIb30BAHUE N XPaHEHME NeYvaTen,

WTamnoB, 6/1aHKOB AOKYMEHTOB, HOCUTENEN 3/IEKTPOHHbIX

noanucen

10.1. bnaHKK opraHn3aLUNOHHO-pacnopAaNTENbHbIX SOKYMEHTOB pa3pabaTbiBatoTca Cny>xbon
[e710Npon3BOACTBa. Buabl 61aHKOB OpraHn3auMoHHO-pacnopaanTesNbHbIX JOKYMEHTOB, TpeboBaHMA K NX
0(hOPMJIEHNIO 1 NCMOJIb30BaHMIO YCTaHABIMBATCA UHANBMAYANbHON MHCTPYKLMEN N0 OeN0npon3BOACTBY
opraHu3auuu.

10.2. O6pa3ubl 61aHKOB 4OKYMEHTOB YTBEPXXAAIOTCA B COCTaBE MHANBUAYASIbHON NHCTPYKLMUN MO
AEeNoNpon3BOACTBY WM NPUKA30M PYKOBOAMTENS B COCTaBe KoMnnekTa (anbboma) 6naHKoB.

10.3. B opraHusauuy oas noaroToBKM AOKYMEHTOB MOMYT MCMOJ/b30BaThCs 6NaHKN OOKYMEHTOB,
N3roTOBJIEHHbIE TUMOrpadCKM cnocobom nnm CpeacTBamm onepaTMBHOW Noaurpacgum,

OpraHusaumm BNpase Npu NOAr0OTOBKE LOKYMEHTOB MCMOJ/b30BaTb 3JIEKTPOHHbIE WabnoHbl 6n1aHKoB.
DNeKTpOHHbIE WabnoHbl 61aHKOB [OKHLI COOTBETCTBOBATL 06pa3uamM 61aHKOB, yTBEPXKAEHHbIX
pyKOBOLMTENEM OpraHu3aumm.

10.4. bnaHkn opraHn3aLMOHHO-pacnopsanTeNbHbIX JOKYMEHTOB, MPUMEHSEMbIe B OpraHu3auum, He MoryT
nepenasaTbCa PYrUM OpraHm3aumaM, LOJHKHOCTHBIM U (QU3NYECKUM SIMLIaM.

10.5. Cnyxba genonpon3BoAcTBa OpraHM3aUnm:

0hOpMASET 3aKa3bl Ha N3roToBAeHNe 61aHKOB OpPraHN3aLMOHHO-PaCcNoPSAANTENbHbIX JOKYMEHTOB
TunorpadCKum cnocobom mnam cpeacTeamm onepaTMBHON noaurpauu;

OCYLLLeCTBAAET XpaHeHMe 61aHKOB OpraHM3aLnOHHO-PaACNOPAANTENbHbIX JOKYMEHTOB U Bblady UX B
CTPYKTYPHbIE NOLpa3LesieHna opraHmsaunm;

OCYLLECTBJIAET KOHTPOJIb 3@ MPaBUIbHOCTbLIO UCMOb30BaHMA 61aHKOB OpraHn3aLnoHHO-
pacnopsaanTenbHbIX JOKYMEHTOB.

10.6. B opraHusaumm B COOTBETCTBUN C PefepanbHbiM KOHCTUTYLUMOHHBLIM 3aKOHOM "O MocyaapCTBEHHOM
repbe Poccuiickon ®egepauun” n ycTaBoM opraHu3aunm NCNob3yeTcs nevyaTb C BOCNPON3BEAEHNEM
locynapcTBeHHoro repba Poccuiickon degepaunn (ganee - neyaTb OpraHu3aumm).

B opraHusauuy Takxxe MOryT UCNoJSIb30BaThCA NevYaTu Nogpa3fesieHni, nevyaT 4S8 NakeToB 1 0TAeNbHbIX
KaTeropmm LOKYMEHTOB, @ TaKXe MeTal/IM4YeCcKne BbDKMMHbIE NeYaTn Aas oneyvyaTbiBaHWUA NOMELLEHNI 1
yA0CTOBEPEHMSA CneunabHbIX MPOMyCKOB.

B opraHmMsauum MoOXET NCMOJIb30BaThLCA WTaMM (LWTaMmbl) C haKCMMWUJIbHOW NOAMUCHI0 PYKOBOAUTENS U
WHbIX OOJDKHOCTHBIX UL,

MopsiAOK MCMOb30BaHNSA LUTAaMMOB C haKCMMUIbLHON NOAMUCHI0 PYKOBOAUTENS U NHbBIX AOMKHOCTHbLIX L,
BMAbl 4OKYMEHTOB, MOAMMCbIBAaEMbIX (DAKCUMUILHON NOAMNNCHI0 YCTaHABANBAETCA JIOKaIbHbIM
HOPMATMBHbIX aKTOM OpraHu3aLuuu.

10.7. MNevaTb OpraHu3auum C BocnpounsseaeHnem FocynapcteeHHoro repba Poccuinckon ®epepaumm
JI0J)XKHa COOTBETCTBOBaThL TpeboBaHmsaM, ycTaHoBAeHHbIM TOCT P 51511-2001 "MevaTn C
BOCnpon3BefeHnem NocynapcrteeHHoro repba Poccuinckon ®epepaummn. PopMa, pasMepbl M TEXHUYECKME
TpeboBaHna".

MHﬂ,MBMD,yaﬂbHOIZ I/IHCprKLI,I/IeIZ no Agesionpon3soAcTBy OpraHM3auni MOXET 6bITb npenycMoTpeHo
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BedeHne yyeTa 61aHKOB JOKYMEHTOB.

depepanbHbIN KOHCTUTYLIMOHHBIA 3aKOH OT 25 fekabpsa 2000 r. Ne 2-®K3 "O lNocypapcTeeHHOM repbe
Poccunckon ®egepaummn" (CobpaHume 3akoHogaTenscTBa Poccuinckon ®epepaumm 2000, Ne 52, cT. 5021;
2002, Ne 28, cT. 2780; 2003, Ne 27, cT. 2696; 2009, Ne 46, cT. 5417; 2011, Ne 1, cT. 1; 2013, Ne 30, cT. 4022;
2014, Ne 11, cT. 1088; 2017, Ne 52, cT. 7916).

C y4eToM NonoXeHnn nyHkTa 2 ctaTby 160 vacTn | paxxagaHCKOro kogekca Poccninckon ®degepaunmn
(CobpaHue 3akoHomaTenbCcTBa Poccuinckon ®epepaumm 1994, Ne 32, c1. 3301; 2011, Ne 15, cT. 2038).
FOCT P 51511-2001 "MeyvaTwn c BoCnpom3BeneHnem rocygapcTBeHHoro repba Poccuiickon ®eaepaumn.
dopmMa, pasmepbl U TexHUYeckne Tpebosanms". - M.: UMK W3a-8o cTaHpapTos, 2004, ¢ nameHeHnsamn Ne 1 -
4,

10.8. MeYaTy 1 WTaMnbl OpraHn3aumm N3roTaBanBaTCA B KOJIMYECTBE, HEOOXOAMMOM A5 OCYLLECTBJIEHNS
noapasfaeneHnsaMm opraHnsaunm n ee paboTHNKaMn BO3JIOXKEHHbIX Ha HUX PYHKLMIA. PeweHne 06
N3rOTOBJIEHUN N KOIMYECTBE IK3EMMIAPOB NeYaTen 1 WTaMMnoB NPUHUMAET PYKOBOAMTENb OPraHmM3auum
no npeacTaBaeHmnto pykooantens Cny>xbbl 4enonpon3BoAcTBa opraHM3aunu.

Ecnn nevyaTb opraHunsaumm NCnosb3yeTcs B HECKONbKUX 3K3eMMisgpax, HOMep 3K3eMmnspa nevyaTu
YKa3blBaeTCs B KJIMLLIE NMevyaTu Npu ee M3roToBJIEHUMN.

10.9. MeyaTblo OpraHn3aumnm 3aBepaT NOLJIMHHOCTb NOAMUCK PYKOBOAUTENA OpraHm3aLnn N NHbIX
YNOJIHOMOYEHHbIX UM 1L, Ha LOKYMEHTaX U KOMMAX LOKYMEHTOB B COOTBETCTBUMN C MyHKTOM 2.49
MpYMepHOM NHCTPYKLNN.

10.10. MevyaTu 1 WTaMnNbl BbIAATCA 419 UCMONb30BaHNS paboTHMKAM, OTBETCTBEHHbIM 3a UX
NCNoNb30BaHME N XPaHeHe NoL4 NOAMUCh B XXYPHAJIe y4eTa nevyaTen 1 WTaMnoB. YYeT nevyaten n LWTamMnos
opraHusauunv seget Cnyxxba enonponsBoACcTBa WM MHOE MOApa3AeNeHne opraHm3aumm.

10.11. Mpwn ncnonb3oBaHUK B paboTe NevyaTn 1 WTaMMbl XPaHATCS B 3anupatomxcs wkadax (cendax)
paboOTHUKOB, OTBETCTBEHHbIX 3@ XPaHEHWE 1N UCMOJIb30BaHME NeYvyaTen 1 WTaMMoB.

10.12. NMepepaya nevyaTen n WTaMNOB MOCTOPOHHMM JiMLLAM He OoMNyCKaeTcs. BbIHOC meYaTen 1 WTamnos 3a
npegensl OpraHn3aunum BO3MOXKEH B UCKIOYUTESNbHBLIX C/TyYasaX Mo peLleHnio pyKoBOACTBa OpraHm3aumm
(Hanpumep, Npu NoANNCaHWM LOrOBOPOB).

10.13. Cny>xba oenonponsBoACcTBa OpraHM3aLumn eXxerogHo nposepsieT cobntoaeHne paboTHUKaMu
YCJI0BU NCMOb30BaHUA U XPaHEHNS NevyaTen 1 WTaMmnoB B CTPYKTYPHbIX NOApa3AeneHnax opraHm3auum.
10.14. Npuwenwmne B HErogHOCTb N YTPaATUBLLME 3HAYEHME NeYaTu 1 WTaMnbl NoAJieXXaT BO3BpaTy B
Cnyxby nenonpon3BoACTBa WM MHOE NOAPa3Ae/ieHne, Ha KOTOPOE BO3JIOXKEH YYeT nevyaTen 1 WTaMmos.,
4719 UEHTPAJIM30BAHHOI0 YHNYTOXEHMA. MedaT yHUYTOXKAOTCA MO aKTy C COOTBETCTBYIOLLEN OTMETKOM B
)XYpHase yyeTa nevyaTen u WTaMMoB.

10.15. Ons obMeHa 31eKTPOHHbLIMY JOKYMeHTaMu nocpeactsom M30 B opraHu3aumm fOKHbI
MNCNOJIb30BaTbCA YCUNEHHbIE KBAN(MULNPOBAHHbIE 3NEKTPOHHbIE noanucu. CocTaB AOMKHOCTHbLIX L U
paboTHUKOB OpraHM3auun - BafesbLeB YCUAEHHbIX KBaMPULMPOBAHHbIX 3JIEKTPOHHbIX NOAMNUCEN
LO/KEH onpeaensaTb PyKOBOAUTENb OpraHn3aLunu.

10.16. Mpn nepefaye opraHM3aLmen 3IEKTPOHHbIX LOKYMEHTOB Ha /IEKTPOHHbLIA aApec Apyron
opraHusaunn, a Takxe aas obMeHa 31eKTPOHHbIMY AOKYMeHTaMu nocpeactsom C3[, B opraHmMsaumm n ee
noapa3faeneHnsx MoryT NCNoNb30BaTbCs YCUIEHHbIE HEKBANMMULMPOBAHHbIE 3JIEKTPOHHbIE NOAMUCK
N/MAN NPOCTble 3IEKTPOHHbIE NOAMNUCK (Jasiee - 3NeKTPOHHasA NoANNCh) B COOTBETCTBUN C PefepalibHbiM
3aKoHOM OT 6 anpenst 2011 r. Ne 63-03 "O6 3/1eKTPoHHON noanucK'”.

10.17. neKTPOHHbIN foKyMeHT B C3[] opraHu3aunm, NoANMCaHHbIA 3N1eKTPOHHOW NOANWNCLIO, MPU3HAEeTCS
PaBHO3HAYHbIM OOKYMEHTY Ha ByMa)kKHOM HoCUTeNe, MOANUCaHHOMY COBCTBEHHOPYYHOW NOAMNCHIO N UMeeT
0OWHAKOBYIO C HUM OPUONYECKYIO CUTY NMPW OAHOBPEMEHHOM COBJIIOAEHUN CNey oKX YCTOBUIA:

KJII04 MOAMMCYK, OTHOCALLUNCSA K KOHKPETHOW 3/1EKTPOHHON NOAMNUCK, Ha MOMEHT NoAnncaHms
3JIEKTPOHHOI O LOKYMEHTA ABNAETCA AENCTBUTENbHbLIM (LOCTOBEPHBLIM), HE YTPaTWA CUAy (He OTO3BaH);
noaTBepXAeHa NOAJNHHOCTb 3/1EKTPOHHON MOAMMUCK B 3JIEKTPOHHOM OOKYMEHTE;
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JlaTa 1 BpeMS CO34aHuNs 3NeKTPOHHOM noanuncu 3adukcnpoBaHsl B CIL;

3N1EKTPOHHAN NOAMNUCHL NCMOJb3YETCS B COOTBETCTBMM C YCTAHOBJIEHHLIM B OpPraHM3auumn pacrnpegeeHmnem
npasa NOAMMUCK LOKYMEHTOB MeXAY AOJHKHOCTHLIMU inLiaMmn n paboTHUKaMu.

10.18. l'eHepaLMIo U XpaHeHWe KJIloYen HekBanuduumposaHHon u npocton 30 B CO fosmkeH
OCyLLeCTBNATb agMumHucTpaTop C3/.

10.19. Cnyxba oenonponsBoACcTBa WM MHOE NoApa3feNieHNe opraHu3aLmMm BeAET YYeT KIYen
3NEKTPOHHbIX MOAMNMUCEN B CMELMabHOM XypHae. Boladya MaTepuanibHbIX HOCUTENEN 3IEKTPOHHON
NOAMNUCKA N X BO3BPAT MO NCTEYEHUN CPOKA AENCTBUS OCYLLECTBASETCSA Nog nognuck paboTHMKa B
)XypHane.

10.20. Co3gaHne naponen 4as NpocTon 3NEKTPOHHON NOAMUCKU OCYLLLECTBASETCA B MOPSALKE,
YCTaHOB/IEHHOM JI0KaJIbHbIM HOPMATMBHbBIM aKTOM OpraHu3aumm, yCTaHaBAMBaLWNM NOPALOK
skcnayaTauum CII n NCnonb30BaHUSA 3EKTPOHHbIX NoAnncen npu paboTe C LOKYMEHTaMMU.

10.21. Knto4 371eKTPOHHOM noanuncu, ucrnonb3yemoin B C3[, SBS€TCA KOHDUAEHLNANBHON MHOPMaLMEN 1
3alUMLLAETCS B COOTBETCTBUN C 3aKOHO4ATENbCTBOM Poccuinckon degepaunu.

depepanbHbI 3aKoH oT 6 anpens 2011 r. Ne 63-03 "O6 3nekTpoHHON noanucn” (CobpaHne
3aKoHogaTenbcTBa Poccuinckon ®egepaumm, 2011, Ne 15, cT. 2036; Ne 27, cT. 3880; 2012, Ne 29, cT. 3988;
2013, Ne 14, cT. 1668; Ne 27, cT. 3463, cT. 3477; 2014, No 11, cT. 1098; Ne 26, cT. 3390; 2016, Ne 1, cT. 65; Ne
26, cT. 3889).

BnAbl 31€KTPOHHBIX NOAMMUCEN, NCMOAb3YEMbIX B OPraHM3auumn, yCTaHaBAMBAOTCA OpraHu3aumen un
3aKpensaoTCs B JIOKaJIbHOM HOPMATMBHOM aKTe.

MpunoxxeHue Ne 1
pekoMeHayeMbl obpa3zey,
HanmeHoBaHMe opraHa
rocygapcTseHHon Bnactn YTBEPXKOAKD
depnepancHoe biogxeTHoe yypexxaeHne Jupektop ObY
"HAYYHO-VUCCNELOBATEJIbCKUW "HaumeHoBaHMe opraHmsauun" LLEHTP Mognuce N.0.®amunns
"HAUMEHOBAHWE OPrAHW3ALWN" OaTa
(PBY "HUL, ...")
MOJIOXKEHWNE
Ne
06 oTaene Hay4YHO-TEXHUYECKOW
NHopMaLuun
MockBa
1. O6wwme nonoxxeHuns
1.1. OToen Hay4yHO-TEXHUYECKOW MHopMauun (ganee - OHTW) aBAsSeTCs CaMOCTOATENbHbBIM CTPYKTYPHbBIM
noppasgeneHneMm ®bY "HanmeHoBaHMe opraHusaumm”, ocyLeCcTBAAIOWMM NHPOPMaLIMOHHOE
0bCcny>XnBaHMe Hay4HO-UCCNen0BaTENbCKMX Y MPOEKTHbLIX NOAPa3AeSIEHUNA 1 OpraHn3aLmMin Hay4yHo-

MeTOANYECKON UH(opMaLMeln Mo HaykKe U Hay4YHO-TEXHUYECKON NOJINTHUKE ...

1.2. OHTW Bo3rnaensieTcs 3aBefyowM U HEMNOCPEACTBEHHO NOAYMHAETCS 3aMecTUTeNto gupektopa ObBY
"HanMmeHoBaHMe opraHusaumn", kypupyouwiemy geatenbHocTb OHTHU.

1.3. 3aBeaytowmin OHTW Ha3HavYaeTCa Ha A0JHKHOCTb 1 0CBOBOXAAEeTCSA OT AO/HKHOCTY NMpuKasamu
anpekTtopa ®BY "HamMmeHoBaHMe opraHmn3aumn" B COOTBETCTBUM C 3aKJIIO4EHHbBIM TPYA0BbLIM AOMOBOPOM MO
npeLcTaB/eHnto 3aMecTuTena anpektopa ®bBY "HavnmeHoBaHMe opraHusaumn”, KypupyroLlero
neaTtenbHocTb OHTHW.

1.4. OHTW cocTomMT 13 YeThblpex CTPYKTYPHbIX NOApPa3AeNIeHNIA: CEKTopa NH(OPMaLMOHHOr0 obecneyvyeHns
BEAEHUS CMPaBOYHO-MHMOPMaLMOHHOro hoHaAa, CEKTOpa 3apybexxHoM Hay4YHO-TEXHNYECKON NH(opMaLnn B
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chepe NHHOBALMI, CEKTOPA 3/IEKTPOHHbBIX PECYPCOB HayYHO-TEXHUYECKON MHDOPMALIUKN U pedaKLNOHHO-
N3[aTesIbCkoro cekTopa.

1.5. Peopranusauuns v nuksungauma OHTU nposoanTca npukasamu gupektopa ®bBY "HanmeHoBaHme
opraHusauum” ...

MpunoxxeHune Ne 2

pekoMeHayeMbli obpa3sey,

HanmeHoBaHWe opraHa rocyaapCTBeHHoOW BnacTu ®eaepanbHoe B104)KETHOE yUYpexxaeHune
"HAYYHO-UCCNIEQOBATEIbCKUIA LIEEHTP

"HAMMEHOBAHWE OPIrAHU3ALNIA"

(®BY "HWL, ...")

MPUKA3

25 okTabpa 2017 r. Ne 125
Mocksa

O co3paHuMn 3KCNepTHOW KOMUCCUN

N yTBEPXKOEHUMN MONOXKEHUNSA O HEN

B uenax ynyyweHums opraHusauum 4enonpon3BoACcTBa U apXMBHOMO XpaHEHNS OKYMEHTOB, 06pa3yoLnxcs
B AeaTenbHocTn ®BbY "HanmeHoBaHme opraHusaunn”, cobnoaeHns TpeboBaHWn 3aKOHO4ATEeNbLCTBA
Poccuiickon ®epepalmmn B chepe apxmBHOro fena ... Np1MKasblBalo:

1. Co3paTb 3KCNepTHYto kKomuccuio PBY "HanmeHoBaHMe opraHu3aumn” B COCTaBe:

npefcepatesib - 3aM. reHepasibHoro gmpektopa ®amunns N.0.;

cekpeTapsb - genonpoussogutesis ®amunus 1.0.;

YJieHbl: HavanbHMK obLero otaena Pamunmns N.0., 3aMeCcTUTENb 3aBEAYIOLLErO NAAHOBO-3KOHOMUYECKUM
otaenom Pamunusa N.0., 3amectuTens rnasHoro byxrantepa ®amunus N.0., 3aBeayowwimin oTAe10M KaLpoB
®amunua L.0., 3aBeayOLLNA OTAEOM MHHOBALIMOHHBLIX TexHonorum ®amunma 1.0., 3aBeayowWmnn oTaenom
IKCNepuMeHTasnbHbIX nccnegosaHni ®ammnnus N.0.

2. YTBepauTb MonoxxeHne 06 3KCNePTHON KOMUCCUM (MPUSIoXKEHNE).

3. KOHTpOJIb 3@ UCMOSIHEHNEM NPUKAa3a BO3JIOXKUTb Ha 3aMeCTUTEeNS reHepasibHOro gupektopa Gamunns
1.0. OupekTop Moanuce N.0.®amunus

MpunoxeHue Ne 3

pekoMeHayeMmbin obpasel,

HanmeHoBaHMe opraHa rocyapCTBeHHon BnacTu ®egepansHoe B10a)KeTHOE yyYpexaeHue
"HAYYHO-UCCNEOQOBATENIbCKWIN LIEHTP

"HAMMEHOBAHMWE OPIrAHU3ALNIA"

(dBY "HWL,...")
PACMOPAXKEHUE

Ne
MockBa

O noaroToBke NPenoXKeHNn K

nnaHy HAOKP Ha 2018 r.

B cBsi3u ¢ hopmupoBaHmem MNnaHa HUOKP Ha 2018 roa, hmHaHCUpyeMbIX M3 roCyaapCTBEHHOMO boaxeTa:
1. PykoBoaAnTENSAM Hay4YHO-UCCNIefoBaTENbCKUX Nogpa3aeneHunin (Pamunna U.0., ®amunusa N.0., Pamnnus
1.0., ®amunuma N.0.) nogrotoBnTb N NPeACTaBUTb YYEHOMY CeKpeTapto npeanoxxeHus k naaHy HAOKP Ha
2018 rog B cpok 0o 15.06.2017.

2. Y4eHomy cekpeTapto (Pamunma 1.0.) obecneyunTtb hopMmupoBaHme npoekTa naaHa HWOKP Ha 2018 rog,
(PUHAHCMPYEMbIX U3 roCcyAapCTBeHHOro broaxxeTa, B cpok Ao 01.07.2017.

3. KOHTpOJIb 3@ NCMOSIHEHNEM PACMOPSXKEHNS BO3I0XKNTh Ha 3aMeCcTUTeNs ANPEKTopa No Hay4Hon paboTe
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®amnnuna N.0. OupekTtop Mognuce N.0.Gamunusa

MpunoxeHune Ne 4
pekoMeHayeMbli obpa3sel,
HanmeHoBaHMe opraHa rocyfapCTBeHHON BnacTu ®efepanbHoe BI0AXXETHOE yupexaeHne
"HAYYHO-WUCCNELOBATE/IbCKUIA LIEHTP
"HAMMEHOBAHWE OPTAHU3ALINI"
(dBY "HWLL...")
MPOTOKON
Ne

MockBa

3acefaHnsa oupekLumm

Mpepcepatenscryowmi - Pamunug K.0.

CekpeTapb - ®amunus .0.

MpucyTcTBOBaAn: 17 YenoBek (CNUCOK npuaaraeTcs)

MOBECTKA [IHA: 1. O mepax no peanusaunu enepasibHON LleneBon nporpammel ... loknag samectutens
avpektopa ®amunus N.0. 2. ... 1. CIIYLWANN: MNeTpos M.11. - TeKCT AoKnaka npuiaraeTcs.

BbICTYMNWIIN:

®amunnsa W.0. - KpaTkas 3anncb BbICTYMAEHNS.

®amnnua N.0. - KpaTKas 3anuck BbICTYMNIEHNUS.

PELLWIN: (MOCTAHOBWJIN) 1.1. CchopMmpoBaTh BPEMEHHblEe TBOPYECKME KOJINEKTUBbI N0 peanunsaumm
NpoeKTOoB (heaepasnbHON LieneBoi MporpaMmel ... 1.2. MoAroTOBUTL U YTBEPANUTHL MiaHbl paboTbl No
npoekTaM hefepanbHONM LieneBon Nporpammsl ... 2. ... NMpeacepgatenscreytowmnn NMognmuce N.0.Gamunnns
CekpeTapb Moanucs N.0.®amununs

MpunoxeHune Ne 5
pekoMeHayeMbl obpasey,
HanmeHoBaHWe opraHa rocyapCTBeHHoM BnacTn ®eaepanbHoe B10a)KEeTHOE yYpexaeHue
"HAYYHO-UCCNEQOBATENIbCKUIA LIEHTP
"HAUMEHOBAHWE OPIr AH/3ALILAIN"
(PBY "HUL,...")
MPOTOKON
Ne
MockBa onepaTVBHOIrO COBELLAHNA Y 3aMeCTUTeNs AMPeKTopa LLeHTpa 3aMecTuTeNb gupekTopa - PamMmnus
N.0. CekpeTapb - ®amunnsg N.0. Mpucytcteosanu: ®amunns N.0., Pamunua U.0., damunng .0. ...
1. 06 opraHusaunn obcnenosaHmsa no teme HAOKP ...

(Pamnnnsa N.0.*, ®amunmna N.0., ®Pamunmna 1.0.) 1. YCTAHOBMUTb, YTO ... 2. PykoBoguTento TeMbl (PaMmnnns
1.0.) obecne4nTb KOHTPOJb ....
2. 06 yyacTum B 3acegaHun paboyer rpynnbl Mo ...

(Pamunns N.0.*, damunns N.0., ®amunua 1.0.) 1. MoaroToBnThb K 3acefaHnto paboyen rpynnbl MaTepuansi
0 .... 3amecTuTenb gupekTtopa Moagnuck N.0.®amununsa Cekpetapsb Moanuck 1.0.Qamunns

* I'IepBO|7| YKa3blBaeTCA CbaMVIJ'IVIﬂ N NHNUWaNbl OCHOBHOIO AOoKNad4Ka, 3aTeM - (*)aMVIJ'IVIVI n nHMUnanbl nnd,
y4aCTBOBaBLINX B o6cy>Ku,eH|/||/| BOMpoOCa.

MpunoxeHue Ne 6
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pekoMeHayeMbli obpa3sel,

HanmeHoBaHMe opraHa

rocygapcTBeHHon BnacTn ®egepanbHoe B0gXKEeTHOE yYpexaeHue
"HAYYHO-UCCNENOBATE/IbCKINWN PekTopy

LEHTP (HanmeHoBaHue y4yebHoro 3aBefeHmns)

"HAUMEHOBAHWE OPIAHU3AUWN" ®amunns WN.0.

(PBY "HWL, ...") MoyTOBbLIN agpec

JleHnHckni npocn., 4. 83,

MockBa, 117296

Ten. (495) 934-23-23;

Ten./pakc (495) 718-30-23

e-mail: mail@techno.ru;

http://www.innovation.ru OKIMO 02842709; OI'PH 1027700380724;

WHH/KMN 7708033109/771001024

30.08.2017 Ne 01-22/345 Ha Ne oT 06 yyacTun B aHKeTMPOBaHWK

YBaxaembln ms, OTyecTBo!

Mpepnaraem Bam npuHATL y4acTre B aHKeTUPOBaHMM obpa3oBaTesibHbIX OpraHu3aLniA, OCyLLEeCTBSAIOLLNX
NOArOTOBKY CAELMaNNCTOB MO NHXEHEPHbIM CreunanbHOCTAM.

AHKeTUpOBaHMe NPOBOAUTCS HaMK B Liensx cbopa nHopMaL MM 0 By3ax, BbiMyCKaoLWMX CNeLnanncToB
HeobXxoaMMbIX HaM CneLnanbHOCTENR, KOTOPbIX B AaslbHENLLIEM MOXXHO Oblno 6bl MpUBIEKaTb AN
NMPOX0XXAEHWNS NPON3BOACTBEHHON NPAKTUKM W MOMOJIHEHUS WTaTa CNeUnaancToB Ha NPeanpusaTuax

oTpac/u.
3anoJIHeHHY aHKeTy NPoCKM BbIC/1aTb B Halw agpec. MNpunoxeHune: AHKeTa Ha 2 /1. B 1 3k3. C yBaxxeHuemM,
OuvpekTop A.T.H., npodeccop MNoanucs N.0.Gamunng Gamunns, nMs, 0T4ECTBO, pedepeHT anpekTopa (495)
934-23-23; mail@techno.ru

MpunoxeHune Ne 7

pekomMeHAyeMbIn 0bpa3el, HanMeHOBaHWe opraHa rocyiapCTBEHHON BNACTH
®epnepanbHoe BIOOXETHOEe yupexaeHue

"HAYYHO-UCCNEOQOBATENLCKIN

LLEEHTP "HAMMEHOBAHWE OPTAHN3ALMN"

(dBY "HWL, ...")
AKT

05.08.2017 Ne 5
MockBa

NMPOBEPKN TEXHNYECKOr0
COCTOAHUSA OPrTEXHUKN

OcHoBaHue: npukas ®BY "HUL, ..." o1 30.07.2017 Ne 89 "O npoBepKe TEXHUYECKOro COCTOSHUA OPrTEXHUKMU,
NCNoJSib3yemMon OTAEN0M AeSIoNPOoM3BOLACTBa".

CocTaBJieH: 3aM. HaYanbHWKa MHPOPMALIMOHHO-TEXHMYeCKoro oTaena ®amunnsa U.0.; HavabHUKOM
aAMUHUCTPATUBHO-X03AWCTBEHHOW CNyX6bl ®amunna 1.0., 3aB. 0TAe0M Aenonpon3BoAcTBa Pamumnus
n.0.

B xo4e npoBepKn TEXHUYECKOr0 COCTOSHMSA OPrTeXHUKM OTAEeNa AeI0NPOU3BOLACTBa, NPOBEAEHHON
04.08.2017, yCcTaHOBNEHO ...

MpoBepKon NpU3HaHbl HEMPUrOAHBIMU 418 SKCNayaTaLmm:

Moanuck N.0.®amunusa
Moanucek N.0.®ammnnusa
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Moanuck N.0.®ammnnunsa

MpunoxeHune Ne 8

pekoMeHayeMbli obpa3sel,

OTAEN OENONPON3BOLACTBA

OOKNALHAA 3AMNNCKA OupekTopy ®BY "HUL, ..."

10 okTs6ps 2017 r. Ne 35 ®amunma K.0.

06 yBenmyeHnn WTaTHON

YUCJIEHHOCTW NoApa3aeneHns

YBaxaembln ima OTyecTBO!

B cBA3M CO 3Ha4YNTENbHBLIM YBeNn4eHnem 0b6bemMoB obpabaTbiBaeMo KOPPECNOHAEHUMUN, MOCTYNAOLLEN B
CBSI3U C .... MPOLLY Bac n3biCKaTb BO3MOXHOCTb YBENYNTb LUTATHYIO YNCNEHHOCTb OTAE/a Ha OOHY
LO/MKHOCTb CheumanncTa 2-in kateropuu,

C yBaXkeHuem,

3aB. otaesnom Moanuck N.0.@amunnms

MpunoxeHue Ne 9

pekoMeHayeMbli obpa3ew, Komy: PykoBoauTtensMm ynpassieHun n otgenos O1: ®amunmna K.0.,
pyKoBOAUTENb aAMUHUCTPATUBHO-X03ANCTBEHHON CNyx6bbl NaTa: 17 anpensd 2017 r. Tema: MNofada 3a8B0K
Ha aBToTpaHcnopT CJIYXXEBHAA 3AMNCKA

B Lensx nosblleHns 3hPeKTUBHOCTN UCNOSIb30BaHMA U COKPALLEHNst NPOCTOEB aBTOTPAHCMOPTHbIX
CPeLCTB LeHTpa NpoLly pyKoBoAMTEeNen noapasfeneHnin nofaBaTh 3a9BKM Ha @aBTOTPAHCMOPTHbIE
cpencTsa He nosgHee 15:00 aHA, npeflwecTBYOLWEro noesake.

PykoBoauTesnb aiMUHUCTPaTUBHO-

X03ANCTBEHHON cnyX6bl N.0.Pamnnns

MpunoxeHue Ne 10

MpMepHbIN NepeyeHb YTBEP)KAAEMbIX JOKYMEHTOB

1. AKTbl (MpOBEPOK, PEBM3MIA; CMMCAHNS; SKCNEPTU3bI; IMKBUAALUN OpraHn3aumn).

. F'padmkmn paboT, 0OTNYCKOB, CMEHHOCTMW.

. MHCTpyKuMK, [OMKHOCTHBIE MHCTPYKLMUMN.

. KnaccugmkaTopsl MHpOpMaLIMK, LOKYMEHTOB.

. MeToanyeckme pekoMeHaaumnmn, METOANYECKNE YKa3aHUS N METOANKN.

. HomeHknaTypa gen opraHunsaumm.

. HopMbl 1 HOpMaTKBLI (BPEMEHU, YNCIEHHOCTM PabOTHMKOB, pacxofa Chipbs U MaTepranos,
3N1eKTPO3HEpPrunm).

8. Onncm gen (NOCTOSHHOIr0, BpeMeHHbIX (CBbille 10 1eT) CPOKOB XPaHEHMS U MO JIMYHOMY COCTaBY).
9. MNepeyHn (LOHKHOCTEN, OpraHM3aunin, BUAOB NHOpMaL MK, LOKYMEHTOB).

10. NMonunTtukn.

~N o U B W N

11. NMonoxeHus (0 nofapasgeneHnax, NpeMnpoBaHuK, atTecTauun).
12. Mopagku.

13. MNpaswnna.

14. PernameHThbl (B TOM YUC/e perfnameHTbl GU3HeC-NpoLLEeCcCcoB).
15. CTaHOapThl opraHm3auunm.

16. YcTaBbl.

17. YHndrumnpoBaHHbIe (hopMbl LJOKYMEHTOB.

18. LLTaTHOE pacnuncaHme.
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MpunoxxeHme Ne 11

MpyMepHbIN NepeyeHb OKYMEHTOB, 3aBEPSAEMbIX MeYaTbio

opraHusauun

1. ApxrBHa# cnpaBka.

2. AKTbl (MpreMa 3aKOHYEeHHbIX CTPOUTENLCTBOM 06bEKTOB, 060pyA0BaHNS, BbIMOJHEHHbIX PaboT,
CMMCaHNs, 3KCNEPTU3bI).

3. Konuu v BbINUCKN N3 OOKYMEHTOB, BblAaBaeMbIX 419 NPeCTaBAeHNS B ApYre opraHn3aunn.

4. Obpa3ubl OTTUCKOB NeYaTen n noanucen paboTHNKOB, NMEKLMX NPaBO COBEPLLaTh PMHAHCOBO-
X0351IMCTBEHHbIE Onepaumn.

5. MopyyeHns (brog)keTHble, 6BAHKOBCKMNE, MEHCUOHHbIE; MIAaTEXHbIE, UHKACCOBbIE B BaHK Ha MoJyYeHne
WHBAOTHI CO CHETOB, NEPEBOL, BaJIIOThI).

6. MpenctaBneHna 1 xogaTancTea (0 HarpaXKAeHWM rocy4apCTBEHHbIMY Harpagamm u NpeMmamu).

7. PeecTpbl (4eKOB, NOpyYeHWiA, NpencTaBaseMbix B 6aHK).

8. CnpaBku (0 goxonax U3NYecKnx JiuL, 0 BbiNJaTe CTPaxXoBbIX CyMM, 0 6aNaHCOBON CTOMMOCTU OCHOBHbIX
(hoHA0B, MO NEPCOHNPNLMPOBAHHOMY Y4eTYy, 0hOPMIIEHMIO CTPAXOBbIX CBMAETENLCTB, MO 3anpocam
opraHu3auui, No AOKyMeHTaM, NpeocTaBAseMbIM B Cy [, - M0 HEO6X0AMMOCTK).

9. YpocTtoBepeHus paboTHUKOB.

MpunoxeHue Ne 12

MpyMepHbIN NepedYeHb HEPErNCTPUPYEMbIX BXOAALWMX JOKYMEHTOB

1. AHKeTbl (pe3tome), HanpasasgeMble B LLeNsaX TPYLOyCTPOMCTBa.

2. byxrantepckue LOKyMeHTbl (Byxrantepckas 0TYETHOCTb, CHeTa, CYeTa-DaKTypbl, aKTbl CBEPKY
B3aMMOpPacYeToB, aKThbl MPUEMKU-Nepesadn OCHOBHbIX CPeACTB, TOBApHble HakalHble).

3. TOCTbl, TEXHUYECKNE perlaMeHTbl, PYKOBOAALWME U ApYrue LOKYMEHTbI M0 TEXHUYECKOMY
perynvpoBaHuMio 1 CTaHdapTusauuu,

4. 'pahmkn, HapALbl, 3a8BKK, pasHapsaLKu.

5. IOKyMeHTbl (MpOeKTbl AOKYMEHTOB), TpebytoLne nognucaHus (CornacoBaHns, yTBEPXXAEHUS) U
nocnenytwouLiero Bo3spaTa.

6. KOHKypCHas foKyMeHTauus.

7. Hay4yHo-TexHn4yeckasa 1 npoeKkTHas OKyMeHTauus.

8. KoppecnoHaeHums, agpecoBaHHasa paboTHMKaM opraHu3aumm ¢ noMeTkom "JinyHo".

9. MeyvaTHble N3JaHNa (KHUTK, XXYPHabl, Fa3eTbl), KaTanoru, TeXHM4Yeckas anTepaTypa, TeMaTU4eckmne un
cneunansHele COOPHUKM, NNaKaThl.

10. Mo3apaBuTeNbHbIE MUCbMa ¥ TenerpaMmel, 6narofapCTBeHHbIE MUCbMa Y TenerpaMmel,
npurnacuTenbHele BUNETHI.

11. NMpenckypaHThI.

12. MpwrnacutensHble BUAETLI, NPUrIaLLIEHNS.

13. MporpamMmbl KOHDEPEHLUIA, COBELLAHUNA.

14. PeknamHble MaTepuanbl (MNCbMa, IMCTOBKKW, MPOCHEKTbI, BykneThl).

15. Y4yebHble naaHbl, NPOrpamMmbI.

16. ®opmMbl 1 6N1aHKK, B TOM YncSie (OPMbl CTaTUCTUYECKON Y MHOW OTYETHOCTN.

Ecnu yka3aHHble OKYMEHTbI MOCTYNUAN C CONPOBOAMTESIbHLIM MUCbMOM, MUCbMa PErUCTPUPYIOTCS B
nopsifike, yCTaHOBJIEHHOM MHCTPYKLIMEN MO AeNoNpon3BOACTBY OpraHu3aLuum.
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