POCCHUVICKASI ®EJEPALIUS
KA3AUYMHCKUHN PAVIOH
KPACHOSIPCKUM KPAM
AJIMUHUCTPALIUSI MOMOTOBCKOI'O CEJIbCOBETA

IIOCTAHOBJIEHHUE
3 nexadps 2024r. ¢. MoMoTOBO Ne 71

«00 yrBepxaennn UHCTpyKUUM 10 1eJIONPOU3BOACTBY B aIMUHUCTPAUUM MOMOTOBCKOIO
ceiabcoBera Ka3zaumnckoro paitona KpacHosipckoro kpas».

Ha ocnoBanuu ®enepanbuoro 3akona ot 22 oktadps 2004 Ne 125-03 «O0 apxuBHOM jeje B
Poccuiickoit @enepanun», [Ipukaza denepanbHoro apxuBHoro areHTcTBa oT 11 ampens 2018  Ne
44 «OO0 yTBEpkKACHUM MPUMEPHON MHCTPYKIMH 110 JAEJIONPOU3BOACTBY B TOCYIapPCTBEHHBIX
OpraHM3alysIX», PYKOBOACTBYACh cTarbaMu 16, 19 VYcraBa MoOMOTOBCKOro cenbCOBETa
Ka3zauunckoro paiiona, KpacHosipckoro kpas.

INOCTAHOBJIAIO:

1. Tlocranonenue Ne 56 ot 05.11.2024 «O6 yrBepxxaeHuu MHCTpyKIMKM 1O 1€I0MPOU3BOICTBY
B agMuHHUCTpauun MomoTroBckoro ceibcoBeta  KaszaumHckoro paiiona KpacHosipckoro
Kpas» OTMEHHUTb.

2. YTBepAMTb MHCTPYKLUHUIO IO JIEJIOHNPOU3BOJCTBY aZMUHUCTpallMd  MOMOTOBCKOTO

cenbcoBeTa Kazaunnckoro paitona Kpacuosipckoro kpasi», cornacuo punoxenuto Nel

KoHTpob 3a HCHIOTHEHNEM HACTOSAIIEr0 OCTAaHOBJIEHUS OCTaBIISAIO 32 COOOM.

4. TlocraHOBIEHWE BCTYMAeT B CHIy IOcie €ro O(QUIUAIBHOTO  OMyOJIMKOBAaHUS
(oO6HaponoBaHus) B razere «BecTHHMK », M MOMJIEKUT Pa3MELICHHUIO HAa O(PULMAIBHOM caifTe
aJIMUHHCTpaIMd MOMOTOBCKOTO cenbcoBeTa https://momotovskij-r04.gosweb.gosuslugi.ru/

w

I'maBa MOMOTOBCKOTO CEJILCOBETA C. B. Yamun


https://momotovskij-r04.gosweb.gosuslugi.ru/

[Ipunoxenne Ne 1
k [locTaHOBIEHUIO aIMUHUCTPAIIAN
MomoTtoBckoro ceinbcoBera oT 03.12.2024 Ne 71

HHCTPYKIOMUA ITO AEJOITPOU3BOJACTBY B I'OCYJAPCTBEHHbBIX
OPTAHMU3ALIUAX

I. O0mue moJs1o:xeHus

1.1. MHcTpyKius 1o AeNOoNpOU3BOACTBY B I'OCYAAapCTBEHHBIX opraHu3anusax (naiee - IIpumepnas
UHCTPYKLUs) pazpaboTaHa B cooTBeTcTBUU C [lonoxeHnueMm o denepanibHOM apXUBHOM areHTCTBE,
yTBepkAeHHbIM YKazoM IIpesupenra Poccuiickoit ®@enepanuu ot 22 utons 2016 roma N 293
(CoOpanne 3akoHonatenbctBa Poccuiickoit ®@eneparuu, 2016, N 26, cr. 4034), a Takke B
COOTBETCTBHUM C 3aKOHOZAaTenbcTBOM Poccuiickorr ®enepanmu B chepe wumHDOpMAaImm,
JOKYMEHTAllUM, apXMBHOI'O JieJla, HAIMOHAIBHBIMU CTaHAApTaMu B cdepe  YyIpaBICHUs
JIOKYMEHTaMH.

1.2. NucTpyknus pa3paboTaHa B IESX COBEPIICHCTBOBAHHS JAEJONPOU3BOJACTBA M TOBBIIICHUS
¢ dexTuBHOCTH PAOOTHI C JOKYMEHTaMH IIyTeM perjaMeHTallud Ha €JWHON TNpaBOBOM H
METOJMYECKOW OCHOBE IMpaBWJI IIOJrOTOBKM JIOKYMEHTOB, TEXHOJOIMl paboThl € HHUMH,
OpraHu3alu UX TEKYIIEro XpaHeHHUs U MOJATOTOBKH K IIepe/iaue B apXUB OpraHU3alHH.

1.3. HHcTpykuusi ycTaHaBIMBaeT TpeOOBaHHS K JIOKYMEHTHPOBAHUIO  YIIPABICHYECKON
NeSITeIbHOCTH M OpraHu3aluu paboThl ¢ JOKYMEHTaMHM B JIEJIONPOM3BOJICTBE TI'OCYIapCTBEHHBIX
OopraHu3aiuii (Jauee - opranusanys), He3aBUCHMO OT UX OpPraHU3alMOHHO-TIPABOBOM (OPMBI, LieeH
Y BUJIOB JESATEIBHOCTH.

1.4. TlonoxkxeHUss ~ WMHCTPYKLMU  PACIpOCTPAHSIOTCS ~ HA  OpraHu3anuio  paboTel ¢
OpraHU3aI[MOHHO-PACHIOPSAAUTENbHBIMU JIOKYMEHTAMHU HE3aBUCHUMO OT BHUJAa HOCUTEINS, BKJIIOYAs
MOJrOTOBKY, PETUCTPALIMIO, YYET U KOHTPOJIb UCIIOJHEHUS JOKYMEHTOB, OPIraHU3aLUI0 UX TEKYILErO
XPaHEHUs1, OCYILECTBISIEMbIE C TTOMOIIBbIO HHPOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTHH.

1.5. OcobeHHOCTH oOpraHu3anuu padoThl € JOKYMEHTaMH, COAEpXKALMMHU HH(POPMALHUIO
OTpaHMYEHHOr0  JocTyna (KOMMEpUecKyl0 TaliHy, IMepCOHaJbHbIE JaHHblE U  HMHYIO
KOH(QUJICHIIMATIbHYI0 HH(OpMaIUIO), PEryIupYIOTCS OTAEIbHBIMM HOPMATHBHBIMH  aKTaMH,
YTBEPKAAEMbIMU PYKOBOJIUTEIEM OpraHU3al1u.

1.6. Opranuzanusi, BEJEHHWE M COBEPIICHCTBOBAHUE JEIOMPOU3BOJICTBA HA OCHOBE €IUHOU
MOJIMTUKNA U TPUHIUIIOB, IPUMEHEHHE COBPEMEHHBIX MH()OPMAIMOHHBIX TEXHOJOTHI B paboTe ¢
JIOKYMEHTaMH, METOJUYECKOE PYKOBOACTBO M KOHTPOJb COOJIONEHUS TOpsaKa padoThl ¢
JOKYMEHTaMU B TOJpa3felieHUusX OpraHu3allid BO3JaraeTcs Ha CTPYKTYpPHOE TMOJpa3jelieHue,
OTBETCTBEHHOE 3a BEJICHHE JIEJIONMPON3BOIcTBA <1> (manee - Ciryx0a 1eT0nponu3BOICTBA).

<1> B opraaumzanmsx ¢ HeOOJbIIUM OO0BEMOM JOKyMeHToOoOOpoTa (yHkmuu CiryxObI


https://normativ.kontur.ru/document?moduleid=1&documentid=275374#l1

JIeNTOTIPOU3BOICTBA MOT'YT BBIIIOJIHATHCA PAOOTHUKOM (J1€T0MPON3BOIUTENIEM, CEKPETAPEM).

Cnyxba nAenompou3BOACTBA OpraHU3allUd JIEHCTBYeT Ha OCHOBAHMU TIOJOXKEHHS O HEM,
YTBEPKAAEMOTO PYKOBOJUTEIIEM OpPraHW3alliidl W  ONPEACNSIONIEro 3agadyd W (QYHKIUH
MoJipa3fiesieHus1, ero npaBa U OTBETCTBEHHOCTb.

1.7. OTBETCTBEHHOCTh 3a OPraHM3alMI0 PadOTHl C JOKYMEHTAMH B MOJPA3/EICHUSX OpraHU3aluu
BO3JIAraeTcsi Ha  PYKOBOAMTENeW ATUX  mopapaszaeneHuil. HemocpenctBeHHoe — BexeHue
JIETIONPOU3BOCTBA B TOAPA3JEICHUSIX OPraHU3alMH OCYIIECTBIISIETCS JEIONPOU3BOIUTENEM WU
UHBIM paOOTHUKOM MOJpa3AeieHUsi, Ha KOTOPOTO BO3JIOKEHBI OOSI3aHHOCTH TI0 BEICHHIO
JIeTIONPOU3BOCTBA (Aaee - AeNONPOU3BOAUTEND NOAPA3ICICHUS).

1.8.  JlomxHocTHBIE O0O0S3aHHOCTH, TpaBa M  OTBETCTBEHHOCTh Pa0OTHUKOB  Ciry:xObI
JIeTIONPOM3BOCTBA, EIONPON3BOIUTENEH NOApa3ACIeHI U HHBIX PAOOTHUKOB, OTBETCTBEHHBIX 3a
OpraHu3aIio paboOTHl C JOKYMEHTAMH, ONPEACISIOTCS TOMKHOCTHBIMA HHCTPYKIIUSMHU.

1.9. Ha nepuon ormycka, KOMaHAMPOBKM, OOJIE3HM WJIM B CiIydae YBOJbHEHMsS DPAOOTHUKHU
CTPYKTYPHBIX TOJpa3JeIeHuil OpraHu3anudy OO0sS3aHbl TepeAaBaTh BCE HAXOJIIIMECS Ha
UCIIOJIHEHUHM JIOKYMEHTBHI JI€JIONPOU3BOAUTENI0 MOJAPA3/eNeHUsl WM JApYyroMy paOOTHUKY I10
yKa3aHHUIO PYKOBOJIUTEIS OAPA3ACIICHUS.

[Ipu cmeHe nemonpou3BOAUTENS MOAPA3ACIICHUS] COCTABISETCS aKT MpUeMa-fepeaayn JOKyMEHTOB
U JIeN.

1.10. CopepxaHue ciayKeOHBIX JOKYMEHTOB HE IOJUIEKUT pasrialieHuo. B3aumoneiictBue co
Cpe/CTBaMU MaccoBOW MH(opManuu, nepeaya UM Kakoi-m60 HH(GOPMALIUH WK TOKYMEHTOB U UX
KOITMH A0IMYCKACTCA  TOJIBKO C pasp€licHusd PYKOBOAUTCIIA opranu3anvn ninm HHOIro
YIIOJTHOMOYEHHOTO UM JIOJDKHOCTHOTO JIMIIA.

PaGoTHMKM OpraHM3alMy HECyT TUCHMIIMHAPHYIO, aIMUHUCTPATUBHYIO U WHYIO, YCTAaHOBJICHHYIO
3aKoHOAaTenbCcTBOM Poccuiickoin ®enepanniv, OTBETCTBEHHOCTh 332 HapyIIEHUE CPOKOB XpaHEHUs
JIOKYMEHTOB, YTpaTy M HECAaHKIIHOHUPOBAHHOE YHUUYTOXKEHUE CIYKEOHBIX JOKYMEHTOB <2>.

<2> Crarpu 192, 193 TpynoBoro xoaekca Poccuiickoit denepanuu; myHkTs 2; 15.11 craTeu 13.25
Konekca Poccuiickoit ®eneparuun 00 aJIMUHUCTPATUBHBIX IPABOHAPYILEHUSX; CTaTbs 7
®enepanbHoro 3akoHa ot 6 aekadbps 2011 r. N 402-®3 "O Oyxranrepckom yuere" (CoOpanue
3akoHozaarenbcTBa Poccuiickoit denepanuu, 2011, N 50, ct. 7344; 2013, N 26, ct. 3207; 2013, N
27, ct. 3477; 2013, N 30 (Yacts I), ct. 4084; 2013, N 44, ct. 5631; 2013, N 51, ct. 6677; 2013, N
52 (Yacts 1), cT. 6990; 2014, N 45, ct. 6154; 2016, N 22, c1. 3097; 2017, N 30, cT. 4440; 2018, N 1
(Hacts 1), cT. 65).

1.11. IIpu yTpare MOKYMEHTOB AEIOMPOMU3BOAUTEND MOAPA3AeieHUs HHOOPMUPYET PYKOBOIUTES
CTpyKTypHOTO mofpaszneneHuss u CiyxOy eI0Nmpou3BOJICTBA OpPTraHU3AIMH, TOCIE Yero
OpraHU3yeTCs PO3bICK JOKYMEHTOB.

Ecmm PO3BICK IOKYMCHTOB HE JACT PE3yJibTaTa COCTABIACTCA aKT, B KOTOPOM YKa3bIBAIOTCSA JaHHBIC
YTPAYCHHOTI'O NOKYMCHTA, 4 TAKXKC O6CTO${TCJ'H:CTBE[, IIpU KOTOPBIX IMMPOU3O0IIIA yTpaTa, IMOCIC YCTro
NpeaANIpUHUMAIOTCA MEPBI 11O 3aMCIICHHUIO TaHHOI'0 JOKYMCHTA 3aBepeHH0171 KOITHEeH JOKYMCHTA.

1.12. Ha ocHOBe MHCTPYKIMM B OpraHU3alMM pa3padaTbIBaeTCs WHAMBHUIYyalIbHAs WHCTPYKIHS I10
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ACIJIOMPOU3BOACTBY, YTBCPIKAACMAAd PYKOBOAUTCIICM OpraHu3alu.

1.13. B mensx opranu3anuu pabOTHl ¢ JOKYMEHTaMH B (puiiManax opraHu3alii U 000COOJICHHBIX
CTPYKTYPHBIX MOAPA3JIEICHUSIX MOTYT OBbITh BBEIEHbl MHCTPYKIIMH IO OpraHu3alnuu paboThl ¢
JOKYMEHTaMH,  JOMOJHSIOMIUE  WHAWBUAYAIbHYIO  WHCTPYKIMIO 1O  JEJIONPOU3BOJICTBY
OpraHu3aliy, HO HE IPOTUBOpEYAIlne €il.

1.14. IIpaBuna paboOTHl ¢ JOKYMEHTaMHU B CUCTEME JIEKTPOHHOTO JOKYMEHTO000POTa OpraHU3aIiuu
(manee - COJl) m uMHBIX MH(OPMAILMOHHBIX CHCTEMax, B KOTOPBIX OCYIIECTBIIAETCS CO3AaHUE
(BKJIIOYEHHME) U XpaHEHHE JIOKYMEHTOB, HE JIOJDKHBI BXOJIUTh B IPOTHUBOPEYME C IOJOKEHUSIMU
[IpumMepHOt HHCTPYKIIUH.

I1. JlokyMeHTHpOBaHUE YIIPABJICHYECKOH e TeIbHOCTH

2.1. B cooTBeTcTBHM € 3aKOHOAATENLCTBOM Poccuiickoit @eaepanuu, JIOKaIbHBIMA HOPMaTUBHBIMU
aKTaMH B OpraHU3alMK U3AI0TCS OPraHru3aIllMOHHO-PACTIOPSIUTEIbHBIE TOKYMEHTHI.

2.2.  OpraHu3allMOHHO-PACIIOPSIIUTEIbHBIE  JIOKYMEHTBI,  CO3JaBacMbleé B  JESATEIbBHOCTH
OpraHu3aliy, JOJDKHbI ObITh OGOpPMIIEHBI 10 IpPaBUIAM, YCTAHOBJIEHHBIM HWHIMBUAYaJIbHOU
MHCTPYKLMEHN 1O JAeONPOU3BOACTBY OPTaHU3ALUH.

BHocuth xakue-in6o HCIIpaBJICHUS WU I[O6aBJ'IeHI/I$I B MMOAIIMCAHHBIC (YTBep)K,I[eHHBIe) JAOKYMCHTHBI
HC JOITyCKaCTCA.

2.3. OcobeHHOCTH OGOPMIIEHUS JOKYMEHTOB, CO3/1aBa€MbIX B CTPYKTYPHBIX TMOJpa3IeICHUSIX
OpPraHM3alliil W OTPAKAOUMX CHENU(UKY HMX JEATEIBHOCTH, a TaKKe IpaBWIa OpraHUu3aliH
pa6OTI)I C OaHHBIMM JOKYMCHTaMHW MOTYT YCTaHABJIMUBATLCA OTACIBHBIMH JIOKAJIbHBIMU
HOPMAaTHBHBIMU aKTaMH OpPTaHH3aLlUH.

2.4. Co3ganue JOKYMEHTOB B Opranmzanuu, ucnonb3yromeil COJl, B 1edsiX MOBBIIICHUS
s dexkTuBHOCTH Hcmonb3oBanus COJI, ocylecTBisieTcs C WCMOIb30BaHHMEM IIA0IIOHOB OJIAHKOB
JIOKYMEHTOB ¥ IMA0JIOHOB JOKyMEHTOB.

QHGKTpOHHBIe ma0JIOHBI OJIAHKOB JOKYMCHTOB J1OJI?KHBI OBITH NJICHTHUYHBbI OJlaHKaMm JOKYMCHTOB Ha
6YM8.)KHOM HOCHTCIIC.

2.5. Hns co3maHusl JOKYMEHTOB, OTPaXAIOUUX CHEHUPUKY JEATEIBHOCTH CTPYKTYPHBIX
NOJpa3JeJICHNN OpraHM3alllM, W YIPaBICHHUsS JAaHHBIMM JOKYMEHTAaMH MOTYT HCIIOJIb30BATHCA
Ipyrue nHGOpMalOHHbIE CUCTEMBI.

2.6. JIOKyMEHTBl OpraHu3au OQOpMIISIOTCS Ha OJaHKaX WM CTaHJAPTHBIX JUCTaX Oymaru
dopmara A4.

2.7. JIng u3roTOBJICHUS JOKYMEHTOB B OPTaHU3AIIUN UCTIONB3YIOTCS: OJaHK MpUKa3a;
OJIaHK pacropsKEHUS;

ONaHK THCbMa JJIsi BEACHUS TEpPEeNHCKH C OpraHU3alMsIMM U TPakKJaHaMH, HAXOIAIIMMHUCS Ha
tepputopuu Poccuiickon ®@enepanny;

0JaHK IHChMa C PEKBU3HUTAMH HAa PYCCKOM H OJHOM M3 HWHOCTPAHHBIX SA3BIKOB [JIA BCACHUA
MEPCIHCKU C 3aPY6C)KHBIMI/I KOppPCCIIOHACHTAaMU.

[To perienno pyKoBOJIUTEINS B OPraHU3AIMM MOT'YT UCIIOJIb30BAThCS Apyrue OaHKu: OJlaHK MHUChMa
PYKOBOJUTENS OPraHMU3alMU WIM MHOTO YIOJHOMOYEHHOTO MM JIMIA, OJNaHK MPOTOKOja, ONaHK



IIACHbMA CTPYKTYPHOI'O MOAPA3IACIICHHUS.

Jist opopmiieHHsT pe30NIONM HA JIOKYMEHTE B OPTraHMU3AIlMM MOTYT HCIIOJIB30BAaThCA OJIAHKH
PE30JIIOIIUMA.

2.8. Ilpu u3gaHuM JOKYMEHTOB Ha CTaHJAPTHBIX JMCTaX OyMarn Ha HUX BOCIIPOU3BOASTCA
PEKBU3UTHI, HEOOXOMMBIE JUI JOKYMEHTOB KOHKPETHOTO BUJIa MJIM PA3HOBHUIHOCTH.

2.9. Ha OnaHkax JOKyMEHTOB BOCIPOW3BOJUTCS TOBApPHBIA 3HAK W/WiH (3MOJIeMa) OpraHu3aluu
(pu UX HAJIMYUN).

2.10. TIpoekTtupoBanme OJAHKOB JOKYMEHTOB ocyiiecTBisgercs B coorBerctBuu ¢ ['OCT P
7.0.97-2016 "Cucrema craHgapToB 1Mo WHGOpMAIUU, OMOIHMOTEYHOMY H H3JATEIHCKOMY JEiy.
OpranuzalvoHHO-PACIOpAIUTENbHAS AOKYMeHTalus. TpeGoBaHuss K OPOPMIICHUIO JOKYMEHTOB"
<3>.

<3> Paznien 6 "bnanku qokymentoB" 'OCT P 7.0.97-2016 "Cucrema ctanaapToB 110 HHPOPMAIIHH,
OMOMMOTEYHOMY U W3JaTeNbcKoMy Jeiny. OpraHu3alMOHHO-PACIIOPSAUTEIbHAS JOKYMEHTAITHS.
Tpe6oBanus k opopmiienuto qokymeHToB" ¢ M3menenuem N 1. - M.: Crangaptundopm, 2018.

2.11. bnaHky JOKYMEHTOB OpraHU3allMy U3TrOTABIUBAIOTCS TUIOTPAPCKUM CIIOCOO0M, CpeICTBAMH
OTepaTUBHOM MONUrpadUuu WM KOMITBIOTEPHOU TEXHHUKH.

2.12. JIokyMeHTBI U3rOTaBJIMBAIOTCS Ha OyMa)KHOM HOCHTEJE U B (hopMe AIIEKTPOHHBIX TOKYMEHTOB
C COOJIIOIGHNEM YCTAHOBIJIEHHBIX MPaBHJI 0(hOPMIIEHUS TOKYMEHTOB.

2.13. I[OKYMCHTLI OopraHu3anuu, O(l)OpMJ'IeHHBIe KaK Ha 6J'IaHKe, Tak U 0e3 HETO, JOJDKHBI UMCTH
I10JIs1 HE MCHEC!

20 MM - 1€BOE;
10 MM - mpaBoe;
20 MM - BepXHee;
20 MM - HHKHEE.

2.14. I[OI(YMGHTLI, n3gaBacMbI€  COBMCCTHO O,Z[HOI71 WM  HCCKOJIbBKMMH  OpTraHU3alUusIMU,
Oq)OpMJ'ISII-OTCﬂ Ha CTaHAAPTHBIX JIMCTax 6YMal"I/I C BOCHPOU3BCACHUCM PCKBHU3UTOB BCEX
OpFaHI/I3aI_[HI>'I, Y49aCTBYIOIIUX B U3AAHUU JOKYMCHTA.

2.15. Ilpu mOATrOTOBKE JOKYMEHTOB JOMYCKAETCs MCIIOJIb30BAaHHUE JIMLIEBOM U 00OPOTHONW CTOPOHBI
mucta. Ilpu ABYyCTOpOHHEM CO3JaHMM JTOKYMEHTOB IIMPHHA JIEBOrO MOJI Ha JIMIEBOM CTOpPOHE
JMCTa U MIPABOTo MOJIsE HA 0O0POTHOM CTOPOHE JINCTA JOJKHBI OBITH PABHBI.

2.16. Ilpu cozmanuu AOKyMEHTa Ha JBYX W 0ojee cTpaHHUI[aX BTOPYIO M MOCIEAYIOUINE CTPAHUIIbI
HyMepyroT. Homepa cTpaHuIl NpOCTaBIAIOTCA IO CEPEJUHE BEPXHEro IoJid JOKyMEHTa Ha
pacctostHuM 10 MM OT BEpXHETr0 Kpasi JINCTA.

2.17. JIns U3roToBJIeHUs JOKYMEHTOB MCIOJB3YETCsl TapHUTYpa MIpUdTa 10 BHIOOPY OpraHU3alny,
BXOJIIAsi B CTaHJAPTHBIH MakeT O(UCHOrO MPOrPaMMHOIO OOECHeUeHHus, HCIOJIb3YyeMOro
opranuzarei. Pazmep mpudra - N 12 - 14 it <4>.
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<4> Pa3mep mpudra (kerip) u3mepsieTcst B MyHKTax (point); OAuH MyHKT paBeH 1/72 mroiiMa, uim
0,376 mm (cokparienue: "pt").

IIpu cocraBineHUU TaOJMIl TOMYCKAETCS UCIOJIb30BaHKe mpUdTOB MeHbIHX pasmepoB - N 10, 11
TT.

2.18. AG3amHbIif OTCTYN B TEKCTE JOKYMeEHTa - 1,25 cM.

3aroj0BKM Pa3/ieNoB M MOJPA3/ENoB MeYaTalTcs ¢ ab3alHbIM OTCTYIIOM WM LEHTPUPYIOTCS I10
LIMPHUHE TEKCTA.

2.19. Tekcr noxymeHrta mneuartaercs depe3 1 - 1,5 MeXCTpOUHBIX MHTEpBana. TeKCT TOKyMEHTa
BbIPABHUBAETCS 110 IIUPUHE JIUCTA.

MHOFOCTpOLIHI)Ie PEKBU3UTHI NICHATAKOTCA 4€PE3 OAWH MG)KCTpOLIHHﬁ HHTCPBAJI, COCTaBHBIC YaCTHU
PCKBU3UTOB MOTYT pa3aCiIsITbCA JOIIOJIHUTCIIBHBIM HHTCPBAJIOM.

Ecnu 1oxyMeHT rotoBUTCs Ui U3JJaHUA C YMEHbIIEHHEM MacluTada, TEeKCT IedaTaeTcsi yepes JiBa
MHTEpBaja.

I/IHTepBaJ'I MCKOY 6YKBaMI/I B CJIOBAax - OOBIYHBIM. I/IHTepBaJ'I MEXKAY CJI0OBAMH - OOUH HpO6CJ'I.

CTpokH pEKBU3UTOB BBIPABHUBAIOTCS 110 JIEBOM T'paHUIIE 30HBI PACIOJIOKEHHS PEKBU3UTA WIIU
LEHTPYIOTCS OTHOCUTEIBHO CAMOW JNIMHHOUW CTPOKH.

JnrHa camoi ATMHHOM CTPOKM PEKBU3MTA MPU YIIIOBOM PACIOJIOKEHUU PEKBU3UTOB HE Oomee 7,5
CM.

JmHa caMO¥ JUTMHHOM CTPOKH PEKBU3UTA MPHU MPOOIHLHOM PACIIONOKEHUU PEKBU3UTOB He Oojee
12 cm.

2.20. omyckaeTcs BBIIEIATh HOTYKUPHBIM MIPpUGTOM pEeKBU3UTHI "asipecar”, "3arooBoK K TeKCTy"
WK "MOANUCH", a TAKXKe OTJeNIbHBIE (PPArMEHThI TEKCTA.

2.21. Ilpu noAroToBKE MHOTOCTPAHUYHBIX JOKYMEHTOB 0(OPMIISETCS] TUTYIIbHBIH JIUCT.

2.22. CocTaB PEKBU3HUTOB, HUCIOJIB3YEMBIX A O(OPMIICHUS OKYMEHTOB, OIpENEIsIeTcs BUIOM
(pa3HOBUIHOCTBIO) OPTaHU3ALUOHHO-PACTIOPAIUTEIBHOTO TOKYMEHTA.

2.23. Ilpy NOATrOTOBKE IOKYMEHTOB OpraHM3allMd MCIIOJIB3YIOTCS PEKBU3UTHI, YCTAHOBIICHHBIC
'OCT P 7.0.97-2016 <5>:

<5> T'OCT P 7.0.97-2016 "Cucrema craHaapToB 1o uH(pOpMaNMU, OUOINOTEUHOMY U
u3zaTenbckoMy neny. OpraHu3allMOHHO-paclopsiAMTENbHas JOKyMeHTauus. TpeOoBaHus K
opopmaenuro nokymentoB", c Usmenenunem N 1. - M.: Crangaptundopm, 2018.

a) sMOsema (B COOTBETCTBHH C IyHKTOM 2.9 [IpuMepHOil MHCTPYKIINH);

0) ToBapHBI 3HAK (3HaK oOOCIyXuBaHUS) (B COOTBETCTBUM C MyHKTOM 2.9 IlpumepHoii
UHCTPYKLHUN);

B) KOJ ()OPMBI IOKYMEHTA;
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I') HAMMEHOBAaHKE OpraHU3aluy;

J1) HAUMEHOBAHUE CTPYKTYPHOI'O NOJIpa3eIICHUS;

€) HauMEHOBaHME JOJKHOCTH JIULIA;

) CIIPaBOYHbBIE IaHHbIE 00 OpraHu3ally;

3) HAMMEHOBAHME BUJIA JIOKYMEHTA;

1) JaTa JOKyMEHTa;

K) PeruCTPallMOHHBIA HOMEP JOKYMEHTA;

J) CChUIKA HA PErUCTPALMOHHBIA HOMEP U 1aTy IOCTYIUBLIErO JOKYMEHTa;
M) MECTO COCTaBJIeHHU (M3/1aHMs) TOKYMEHTA;

H) rpu¢ OrpaHUYEHUS TOCTYIA K JIOKYMEHTY;

0) azpecar;

) rpud yTBEPKICHUS TOKYMEHTA;

p) 3aroJIOBOK K TEKCTY;

C) TEKCT JJOKYMEHTA;

T) OTMETKA O MIPUIIOKEHUH;

y) Tpud coriaacoBaHus JOKYMEHTA;

¢) Bu3a;

X) TOJIIHUCH;

1) OTMETKa 00 3JIeKTPOHHOM MOAIMHUCH;

9) MeYaTh;

1) OTMETKA 00 HUCIIOJIHUTEIE;

1) OTMETKA O 3aBEPEHUU KOIIHU;

bI) OTMETKA O MOCTYIUIEHUH JJOKYMEHTA;

) PE30IIOLIHNS;

10) OTMETKA O KOHTPOJIE;

) OTMETKa O HaIlpaBJICHUU JJOKYMEHTa B JIENO.

2.24. bnaHk npuKa3a (pacopsKEHMsI) OpraHU3aluu JI0JKEH BKIIOYaTh PEKBU3UTHI:
MOsIeMy (B COOTBETCTBUH ¢ MyHKTOM 2.9 [IpuMepHON HHCTPYKLIUN);
TOBapHBII 3HAK (3HAK 00CTYXUBaHUs) (B COOTBETCTBUU C IYHKTOM 2.9 [IpumepHoil HHCTpYKIIMK);
HaUMEHOBAaHME OpraHU3aIUy;

HAauMEHOBAHME BUJIA IOKYMEHTA;

MECTO COCTABJICHUS WX U3AAaHUA NOKYMCHTA,



OTMETKH JUIsl pa3MELEHUS] PEKBU3UTOB "'1aTa JOKyMeHTa", ""perucTpaliMOHHbI HOMEpP JOKyMeHTa".
2.25. bnaHk nuchbMa OpraHu3alyy JODKEH BKIIIOUATh CIEAYIOLIUE PEKBU3UTHL:

9M0Os1eMy (B COOTBETCTBUHU € TYHKTOM 2.9 [IpuMepHO HHCTPYKITUN);

TOBapHBIN 3HAK (3HAK 00CTyKMBaHUs) (B COOTBETCTBHH C ITYHKTOM 2.9 [IprMepHO# HHCTPYKIIHH);
HauMEHOBAHME OpraHU3aluy;

CIpaBOYHBIC JaHHBIE 00 OpraHU3aIHH;

OTMETKM i1 TIPOCTAaBJIEHUSI PEKBU3UTOB 'nmara JokKymeHTa", '"perucTpallMOHHBIA HOMEpP
JOKyMeHTa", ""cchbUIKa Ha PErUCTPALlMOHHBIA HOMEP M J1aTy MOCTYIUBLIETO TOKyMEHTa'" .

B Omank nuceMa JOMKHOCTHOTO JIMIA JIOTIOJMHUTENIBHO BKIIIOYACTCS PEKBU3UT "HAUMEHOBAHHE
JTOJDKHOCTM Jdna", a B OJIaHK MHCbMa CTPYKTYPHOTrO Tojpa3zesieHusi (CoBeUaTenbHOro,
METOJMYECKOr0, 3KCIEPTHOIO WJIM MHOI'O OpPraHa) OpraHM3alii - HauMEHOBAHHME CTPYKTYpPHOIO
MOIpa3/IesIeHu.

2.26. BHyTpeHHHUE IOKYMEHTHI OpraHu3aiuu, oGopmisieMble HE Ha OJlaHKe, JOJDKHBI COAEPIKaTh
COOTBETCTBYIOILIME BUY JJOKYMEHTA PEKBU3UTHI.

2.27. Dwmbnema opraHuzanuu, pa3padoTaHHas W YTBEpXKICHHas B TMOPSAKE, YCTAaHOBICHHOM
3aKoHOAaTeNnbCcTBOM  Poccmiickoit  Deneparuu, pasMemaercs Ha OJlaHKaX JOKYMEHTOB B
COOTBETCTBUU € NYHKTOM 2.9lIpuMepHON HHCTPYKIIMM W HAa OCHOBAHMM HOPMATHBHBIX AaKTOB
OpraHu3aliHy.

I/I306pa>KeHHe IMOJIEMBI IIOMCHIACTCA Ha BEPXHEM II0JIC O1aHKa AOKYMCHTAa Ha paCCTOSSHUU 10 MM
OT BCPXHCI0 Kpas JIMCTa, 3axBaTbiBad 4YacCTb pa60qel71 30HbBI OOKYMCHTA, LCHTPOBAHHO Hal
PCKBU3UTAMU OpraHu3alinm.

2.28. ToBapHblii 3HaK (3HaK OOCITYXHBaHMS), 3apErUCTPUPOBAHHBIH B YCTaHOBJIEHHOM
3aKoHOAaTeNbCTBOM Poccuiickoit denepannu nopsjake, BOCIPOU3BOAUTCS Ha OJIaHKaxX OpraHU3aliu
B COOTBETCTBMM C IYHKTOM 2.91IpuMepHON MHCTPYKLIMM M Ha OCHOBaHMM HOPMAaTHBHBIX aKTOB
OpraHu3aluH.

N300pakeHre TOBapHOTO 3HaKa (3HaKa OOCITY)KMBaHUS) MOMEIIAETCS] HA BEPXHEM I10JIe TOKYMEHTa
Ha paccTosHUU 10 MM OT BEepXHEro Kpas JIMCTa, 3aXBaTbIBasi 4acTh pabouell 30HbI JOKYMEHTA, HaJl
PEKBU3UTAMH OPTaHMU3aLMU UJIM CJIEBA HA YPOBHE HAMMEHOBAHUs OPraHU3alluy, 3aXBaTbIBas 4acThb
JIEBOTO TIOJIA.

2.29. Koxg ¢opmbl AOKyMEHTa MpOCTaBIsAETCS Ha YHU(PUIUPOBAHHBIX (OpMax JIOKYMEHTOB B
cooTBeTcTBUM ¢ OOmepoccuiickum kiaccudukatopoM ympasieHdeckoil qokymenrtanuu (OKY /D)
WIN JIOKAIbHBIM KJIACCH(HUKATOPOM, pacIojaraercsi B IPaBOM BEpPXHEM YIIy pabodyero mos
JIOKYMEHTa, COCTOUT U3 cioB "Popma 1o (HauMeHoBaHue Kiaccudukaropa)" u uudpoBoro koja.

2.30. HawmmveHoBaHmWe opraHu3zalUy Ha OJaHKE JOKYMEHTa JOJKHO COOTBETCTBOBATh
HAUMEHOBAHUIO FOPUIUYECKOTO JIMIIA B yCTaBe opraHu3anvu. Ha O1aHkax JOKYMEHTOB YKa3bIBaeTCs
noyiHoe  odummasbHOE  HAMMEHOBAaHWE  IOPUIWYECKOTO  JIMIIA C  yKa3aHHEM  €ro
OpPTaHHW3aI[MOHHO-TIPAaBOBOM  (OPMBI, HAJ  HANMEHOBAHUEM  OpraHM3allMd  YKa3bIBaeTCA
HAaUMEHOBAHME BBILIECTOALIEH opraHu3anuu (Ipy ee HAJIMYKMH), 10 HAUMEHOBAHUEM OpTraHU3aluU
B CKOOKaxX yKa3bIBaeTCsl COKpAIIeHHOE HaWMEHOBAaHHE OpraHU3allid, €CIH OHO MPEIyCMOTPEHO
YCTaBOM.

2.31. HaumeHoBaHWe CTPYKTypHOTO TojApasaeieHus (B ToM uucie Guauana, OTACICHUS,
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MpEaACTaBUTCIILCTBA, KOJUICTUAJIBHOI'0, COBCHIATCIIBHOT'O UJIKN KHOT'O opraHa) YKa3bIBaCTCA B Onankax
nmuceM ®  OJlaHkax KOHKPETHBIX BHAOB JOKYMCHTOB, H3JJaBAC€MbIX COOTBCTCTBYIOIIMMU
noapa3aciiICHUAMMU B COOTBCTCTBUH C JIOKAJbHBIMH HOPMATHBHBIMU AKTAMH OpPraHU3aluu. Haz[
HaMMCHOBAHUEM CTPYKTYPHOI'O MoApa3ACICHHA YKa3bIBA€TCSA HAMMCHOBAHUEC OpraHu3aliliv, YbUM
(1)I/IJII/I3.JIOM, OTACIICHUCM, IPCACTABUTCIBCTBOM, KOJUICTHUAJIBHBIM HJIM COBCHIATCIBHBIM OpraHOM
JaHHOC IToApa3aCJICHUC SABJIACTCA.

2.32. HaumeHnoBanue AOJDKHOCTH JIMIA HCIIOJIB3YETCA B OJaHKax IHMCEM JOJI)KHOCTHBIX JIMI K
pacmnojiaractcsa noa HAMMCHOBAHUCM OpraHU3aluu.

2.33. CnopaBoyHble JaHHbIE 00 OpraHM3alMM YKa3blBalOTCA B OJIaHKaX IHUCEM W BKIIOYAIOT:
MIOYTOBBIM aJpec OpraHU3alMM (JONOJHUTEIBHO MOXKET YKa3blBaThbCs aJpeC MECTa HAXOXKACHUS
IOPUAMYECKOTO JIMIIA, €CJIM OH HE COBIIaJaeT C MOYTOBBIM aJipecoM); HoMmep TenedoHa, gakca, axpec
JIEKTPOHHOM IIOYThI, CETEBOM ajapec, a Takke Kox opraHuszauuu no OOmepoccuiickomy
knaccudukaropy mnpeanpustaii  u  opranusanuii  (OKIIO), ocCHOBHOW TrocyaapCTBEHHBIH
peructpanonnslii  Homep — oprammzamuu  (OIPH) w  wmaeHTudukanmoHHbBId  HOMEp
HAJIOTOIUIATebIINKA/KO/ IPUYKHBI TOCTAaHOBKH Ha Hanorosblil yuetr (MHH/KIIIT).

2.34. HauMeHoBaHUE BHUJAA JOKYMEHTa YyKa3blBAE€TCS HAa BCEX JOKYMEHTaX, 3a HCKIIOUEHHEM
JIeNTOBBIX (CIYKEOHBIX) TMHCEM, PACHojaraeTcs Moj HAaMMEHOBAHWEM OpPTraHU3aluH (CTPYKTYpHOTO
HOJpa3/IeNIeHus], JOJDKHOCTH).

2.35. Jlata nOKyMeHTa JOJIKHA COOTBETCTBOBAThH JAaTe MOANUCAHUS (YTBEPKICHUS) JOKYMEHTa WIH
(B mpoTOKOIax) aate coObITUS, 3a(DUKCHPOBAHHOTO B JOKYMEHTE.

Jlata JIOKyMEHTa 3alMChIBACTCS B IMOCIICAOBATEILHOCTH: JICHb MECAIA, MECSI], TOJl OJHUM M3 JIBYX
CIIOCO0OB:

apabckumu nudpamu, pasaencHHbIME Toukoi: 05.06.2018;
cioBecHO-1IU(poBBIM criocoboM: 5 uroHs 2018 .

Ha nokxymentax, odopmisiemMblx Ha OjaHKe, JlaTa JOKYMEHTa MPOCTABISAETCS IMOJ] PEKBU3UTAMU
"HaMEHOBaHUE BHJA JIOKyMeHTa" (B OJlaHKaX KOHKPETHBIX BHJIOB JIOKYMEHTOB) M 'CIIpaBOYHBIE
JaHHbIe 00 opraHu3anuu” (B OJIaHKaX MHCEM).

JlaToli TOKyMeHTa, M3JJaHHOTO COBMECTHO JABYMS MM 0ojiee OpraHu3alMsIMH (JIOJKHOCTHBIMH
JIMIIaMU ), SIBJISIETCS 1aTa MOANUCAHMS JOKYMEHTA MOCIeHEeH CTOPOHOM.

2.36. PerucrpaniMOHHBIA HOMEpP AOKYMEHTA - HIU(PPOBON MK OyKBEHHO-IIM(PPOBOM UAEHTU(DUKATOD
JIOKYMEHTa, COCTOSALIMM M3 MOPSAKOBOrO HOMepa JOKYMEHTAa, KOTOPBIM, IO YCMOTPEHHUIO
OpraHMu3ali, MOXET JOINOJHATbCA LHUPPOBBIMM WM OYKBEHHBIMM KOJAAaMM (MHIEKCaMHu) B
COOTBETCTBUH C UCMOJIb3YEMbIMHU KJIACCU(PUKATOPAMHU.

Ha nokymeHTe, COCTaBIEHHOM COBMECTHO ABYMsS W 0ojee OpraHH3alusMH, MPOCTABISIOTCA
pEerucTpallMoOHHbIE HOMEpA JOKYMEHTA, MPUCBOCHHbBIC KAXXI0W U3 OopraHu3anuidi. PeructpanmonHeie
HOMEpa MPOCTABIIAIOTCS B MOPSIIKE YKa3aHUS HaMMEHOBaHHWM OpraHu3aliii B 3aroJIOBOYHON YacTH
(mpeamOyIie) TOKyMEHTA U OTIETSIOTCS IPYT OT JIPyra KOCOH 4epTOil.

2.37. Ccbulka Ha pErucTPallMOHHBIA HOMEP M JaTy MOCTYNMBIIETO JAOKYMEHTa, COCTOSIIast W3
PETHCTPAllMOHHOTO HOMEpa MW JaThl BXOJMSIIETO JOKYMEHTa, Ha KOTOPBIM MaeTcs OTBET,
npocTaBisiercs B Buje orMetku "Ha N ... oT ..." B Gi1aHKe nmuchMa.

B Tekct nucbMa-oTBeTa CBEASHHUS O PEruCTpailiOHHOM HOMCEPE U AAaTC MOCTYNUBLIICTO IMHCbMa HE
BKIIIOYArOTCA.



2.38. Mecro cocraBieHus (M31aHUSA) OKYMEHTa YKa3blBacTCsd BO BCEX JOKYMEHTaxX, KpOMe
JIETOBBIX (CIY)KEOHBIX) MUCEM, BHYTPEHHUX WH()OPMAITMOHHO-CIIPABOYHBIX TOKYMEHTOB, a TAaK)KE B
cllyyae, €CIM MECTO HaXOXKJICHHsS OpraHM3allid BXOAWT B €€ HAaWMEHOBAaHUE, HaIpUMep:
MOCKOBCKHUH TOPOJCKON YHUBEPCUTET YIIPABIICHHUS.

Mecro cocraBieHusi (M3IaHMSI) JIOKYMEHTa VYKa3bIBa€TCS B COOTBETCTBUU C HPUHSATHIM
aJIMHUHUCTPATHBHO-TEPPUTOPHAIBHEIM JIelIeHueM, Hanmpumep: ¢. biaroeemenckoe Benbckoro p-na
ApXxaHTelIbCKOM 00J1.

2.39. I'pu¢ orpaHmdeHus JOCTYyMA K TOKYMEHTY MPOCTABIISICTCS B MPABOM BEPXHEM YTy TIEPBOTO
JUCTa JOKYMEHTa (IIPOEKTa JOKYMEHTa, COMPOBOJUTEIBLHOTO MUChMA K JIOKYMEHTY) OT T'PaHHUIIbI
BEPXHETO MOJISA MPH HAJUYHH B JIOKyMEHTE WH(GOpPMAIMHU, JOCTYN K KOTOPOH OrpaHUYMBACTCS B
COOTBETCTBUU C 3aKOHOJaTeIbCTBOM Poccuiickoit denepannm.

Bunbl ucnonb3yeMbIX B OpraHu3aivi rpud)oB OrpaHHYCHUs JOCTYIA JOHKHBI COOTBETCTBOBATH
3aKOHOJIaTEJIbHBIM M MHBIM HOPMAaTUBHBIM MPAaBOBbIM akTaM Poccuiickoil deaepanuym U JOJKHBI
OBITH 3aKperieHbl B JIOKAJIbHBIX HOPMATUBHBIX akTaxX. ['pud orpaHuueHusi 1octyna K JOKYMEHTY
(mometka "Jlns ciyxkeOHOTO ToNMB30BaHuA" <6>, rpud "Kommepueckas TaitHa" <7>) Moxker
JIOTIOJIHATBCSI HOMEPOM 3K3EeMIUIIpa JOKYMEHTa M JPYTMMU CBEICHHUSIMU B COOTBETCTBUU C
3aKkoHoAarenbcTBOM Poccuiickoit denepanun.

<6> IlynkTt 1.4 [Tonoxenus o mopsake oOpaiieHus co cayxebHoi nHbopManueil orpaHuYeHHOTO
pacnpocTpaHeHusi B (enepaibHbIX OpraHax HMCIIOJIHUTEIbHOW BIIACTH, YIIOJIHOMOUYEHHOM OpraHe
YIPaBJICHUS] HCIIOJIb30BAHUEM ATOMHOW SHEPIMM M YINOJIHOMOYEHHOM OpraHe IO KOCMHUYECKOU
JeSITENIBHOCTH, YTBEPKIEHHOTro noctaHoBieHueMm [IpaButenbcrBa Poccuiickoit ®enepauuu ot 3
HOs10pst 1994 1. N 1233 (CoOpanue 3akonoparensctBa Poccuiickoit @enepanuu, 2005, N 30, cr.
3165; 2012, N 31, ct. 4368; 2016, N 9, ct. 1263; 2016, N 13, cT. 1833).

<7> Yactp 4 cratbu 6 DenepanbHoro 3akoHa ot 29 wurons 2004 r. N 98-03 "O kxommepueckoit
taiine" (CoOpanne 3akoHonatenbcTBa Poccuiickoit deneparuu, 2004, N 32, ct. 3283; 2006, N 6,
cT. 636; N 52, ct. 5497; 2007, N 31, c1. 4011; 2011, N 29, c1. 4291; 2014, N 11, cT. 1100).

B noxkyMmeHTax opraHu3anuu, COJIEp)KalUX CBEACHMSI, COCTaBISIOLIME KOMMEPUECKYIO TailHy, B
cooTBeTcTBUU ¢ DenepanbHbiM 3akoHOM OT 29 mrons 2004 r. N 98-P3 "O xommepueckol TaiiHe"
Hapsay ¢ rpuoM yKa3bIBaIOTCS MOJHOE OPUIMATIBHOE HAMMEHOBAHNUE IOPUINYECKOT0 JIHMIA, MECTO
ero HaxoxzaeHus. Hanpumep:

Kommepueckas TaitHa
ObY "HaumeHnoBanue opranuzanuu’
MecTo HaX0KIEHUS
2.40. AnpecaT - pEKBHM3HT, HCIOJb3YeMbI NpH OQGOPMIIEHHH JIENOBBIX (CIYXKEOHBIX) IHUCEM,
BHYTPEHHUX HH()OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
AnpecaToM JTIOKyMEHTa MOKET OBITh OpraHu3alusi, CTPYKTYypHOE MOApa3/elieHHe OpraHu3aluy,
JOJIKHOCTHOE MJIH (PU3UYECKOE JIUIIO.

PexBusur "aznpecatr" odopmisercss Ha OJaHKe C YIVIOBBIM PACIIONOKEHHEM PEKBU3UTOB - B BEPXHEH
MpaBoOl YacTH JOKYMEHTa, Ha OJaHKe C MPOAOJIbHBIM PACIOJIOKEHUEM PEKBU3UTOB - CIIpaBa IOJ]
pekBuszuTamu Onanka. CTpokM pekBu3uTa "ajpecar" BbIpaBHUBAIOTCS IO JIEBOMY Kpai WIH
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LEHTPYIOTCS OTHOCUTEIBHO CAMOW JNIMHHOM CTPOKH.

IIpu angpecoBaHMM JOKYMEHTa PYKOBOJUTENIO (3aMECTUTENI0 PYKOBOJAUTEINS) OpraHU3alMU
YKa3bIBAIOTCA B JIaTeIbHOM TMaJie’ke HAMMEHOBAaHUE JIOJDKHOCTH PYKOBOAMTENS (3aMECTUTENS
PYKOBOIMTEIS), BKIIOYAIOIIEe HAMMECHOBAHUE OPTaHU3aINH, (paMHUITNIO, MHUIHAIBI TOJKHOCTHOTO
nua. Hanmpumep:

['enepanpHOMY qUpPEKTOPY

ObY "HaumeHoBaHue

opraHuzanuu"

®amunus N.0.
[lpyu anpecoBanuM THCbMa B OPraHM3ALMIO YKa3bIBAeTCA €€ IOJHOE MJIM COKPALICHHOE
HalMEHOBAHNE B MIMEHUTEILHOM MaJIeXKe.
ITpu anpecoBaHMU TOKYMEHTA B CTPYKTYpHOE MOJpa3AeiieHUE OpraHu3aliy B peKBU3UTE "aapecat"
yKa3blBAlOTCA B HMMEHUTEIbHOM IaJeKe HAUMEHOBAHUE OpraHMU3allud, HUXKE - HAauMEHOBaHUE
CTPYKTYpHOTO nozpasaenenus. Hanpumep:

®dBY "HaumeHoBanue

opraHuzamuun”

OuUHAHCOBOE YIIPaBIICHUE
[Ipu anpecoBaHMH THCbMAa PYKOBOJMTENIO CTPYKTYPHOTO TIOAPA3JCIICHUS] YKa3bIBAlOTCA B
MMEHHTEJILHOM T1a/Ie’Ke HAaMMEHOBAHHME OPraHW3alliy, HIDKE - B JIATEJILHOM I1aJIe)KE€ HAMMEHOBAHUE
JOJDKHOCTH ~ PYKOBOJUTENS, BKIIOYAIOIIEE HAMMEHOBAHUWE CTPYKTYPHOTO  TOApAa3/CiICHUs,
dbamunuto, nHUIHAIbEl. Hampumep:

ObY "HaumMeHoBaHue
opraHuzamnun"
PykoBouTENIO TOTOBOPHO-TIPABOBOTO OT/AETA
Oamumus N.0.
[lepen Qamunuelt MOKHOCTHOTO JHUIA JOMyCKaeTcsl yHOTpeOnsTh cokpamieHue 'r-ay"
(rocnioiuHy), €Civ ajpecaTr My>XKYuHa, WK "T-ke" (TOCToXke), €ClIM aapecaT KeHIIUHA, HallpuMep:

r-uy ®amunus 1.0.

r-xe ®amunus 1.0.
[Tpu paccbuike JOKyMEHTa IpyIie OpraHu3aluii OJHOrO TUIA WK B CTPYKTYPHbIE TOJpa3esieHus
OJTHOW OpTaHU3aIlH, aJipecaT yKaspIBaeTcs o0o0menHo. Hampumep:

PykoBonurensm ¢punuanos

®bVY "HaumeHoBaHue

opranu3anuu’

PykoBoguTensm ynpasieHHN

n otneaoB OBY "HanmenoBanue

opraHuzanuu”
[Ipu pacchiike JOKYMEHTa HE BCEM OpraHu3alMsIM WM CTPYKTYPHBIM IOAPA3JEICHUSIM 0]
pexBu3uToM "Anpecar" B ckoOkax ykasbiBaeTcs: "(1mo crucky)". Hanpumep:



PykoBonurensim ynpasnenuii u oraenoB ®bY "HaumenoBanue
opranu3anuu’
(o crucky)
CIucoK pacchlUIKU COCTABIIAETCS HCIIOTHUTEIEM.
Ecin nuceMo HampaiieTcss B OpraHM3alMI0 WK JOHKHOCTHOMY JIMIYYy U JJISl CBEACHUS €Ul pAIY
OpraHu3alil MM JOJDKHOCTHBIX JIML, OOIlee KOJUYECTBO aJApEecaToB HE JOJDKHO ObITh Oosee
YeThIPEX, IPU ATOM OCHOBHOM ajpecar ykasbIBaeTcsl mepBbiM, ciaoBo "Komwus" nepen BTOpBIM,
TPETbUM, YETBEPTHIM aJpecaTaMy He I1e4aTaeTcs.

B cocrtaB pexBusura "Anpecar" MOXKET BXOJUTHb IOYTOBBIM aapec. DJIEMEHThl IOYTOBOIO ajapeca
yKa3blBAIOTCA B I10CJIEI0BATEIbHOCTH, yCTaHOBIEHHOH IIpaBuimamu oka3aHus YCIyr IOYTOBOM
CBSI3U <8>:

<8> IMynkT 22 [IpaBui okazaHus yCayr MOYTOBOW CBSI3U, YTBEPKACHHBIX MPUKa30M MUHHUCTEPCTBA
CBA3M U MaccoBbIX KoMMyHMKanuil Poccuiickoii ®enepauum ot 31 wurong 2014 r. N 234
(3apeructpupoBan B MuHHCTepcTBe toctuiiuu Poccuiickoit ®enepanuu 26 nexadbps 2014 r.,
peructpanrionnbii N 35442), ¢ u3MeHEHUsMH, BHECEHHBIMU MPHUKAa30M MUHUCTEPCTBA CBSI3M U
MaccoBbIX KoMMyHUKauui Poccuiickoit @enepanuu ot 13 deppans 2018 r. N 61 "O BHeceHuu
U3MEHEHUH B MpUKa3 MHUHUCTEPCTBA CBA3M M MAacCOBBIX KOMMYyHUKanuil Poccuiickonn ®@enepanuu
or 31 wmonsa 2014 r. N 234 "O6 yrBepxnaenuu IIpaBui okasaHMs yciayr IMOYTOBOH CBsI3U"
(3apeructpupoBan B MunuctepctBe toctunmu Poccuiickoit ®enepanuu 28 mapra 2018 r.,
peructpanoHHbIi N 50545).

a) I IOPUAMYECKOro JIMLA - TOJHOE WM COKpAllleHHOE HauMEHOBaHUE (MpU HAIWYUM), IS
rpaxJaHUHA - paMuIns, UMsl, OTYECTBO (IIOCIEHEE TPU HATUYHHN);

0) 0aHKOBCKHE PEKBU3UTHI (JJIs1 MOYTOBBIX MEPEBOIOB, HAIIPABISIEMbIX IOPUANYECKOMY JIUILYy WIH
NPUHUMAEMBIX OT IOPUIUYECKOTO JIHIIA);

B) Ha3BaHUE YJIHIIbI, HOMEpP I0Ma, HOMep KBapTHUPHI;

') Ha3BaHHE HACEJIEHHOI 0 IIyHKTa;

1) Ha3BaHHE palioHa;

€) Ha3BaHHe pecnyOInKH, Kpas, 00JacTi, aBTOHOMHOTO OKpyra (001acTH);
K) Ha3BaHHUE CTPaHbI (7151 MEKYHAPOIHBIX TTOYTOBBIX OTIPABICHUN);

3) MOYTOBBINA UHJIEKC.

[ToutoBBIN anpec HE yKa3bIBaeTCS B JOKYMEHTAaX, HaIpaBIsieMbIX B BBICIINE OpraHbl BJIACTH,
BBIIIECTOAIME OpPraHU3alMy, OABEOMCTBEHHBIE OPraHU3alMU U MTOCTOSIHHBIM KOPPECIOHACHTaM
(32 MCKIIOUYCHHWEM HAmMpaBIICHUs TMHCEM YKa3aHHBIM ajpecaraM B KOHBEpPTaxX C MPO3paYHBIMU
OKHaMH).

[Tpu oTmpaBke nuchbMa MO JIEKTPOHHOM MouTe UM (HaKCUMUIIbHOM cBsA3H (0€3 AOCBUIKU MO MOYTE)
MOYTOBBIN ajipec He ykasbiBaeTcs. [Ipm HEOOXOIUMOCTH MOXKET OBbITh YKa3aH JIEKTPOHHBIM aapec
(romep Tenedona/dakca). Hampumep:
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®BY "HaumenoBaHue

opranu3anuu’

DNEeKTPOHHBIN ajipec
2.41. T'pud yTBEepXKIEHUS TOKYMEHTAa MPOCTABISAETCS Ha JOKYMEHTaX B IPAaBOM BEPXHEM YTy
MEepBOTro JincTa 1oKyMeHTa. CTPOKH PEKBU3UTA BBIPABHUBAIOTCS I10 JIEBOMY KPAK0 WUIIU LIEHTPYIOTCA
OTHOCHUTEJILHO CaMOM JITTMHHON CTPOKH.
[Ipu  yTBEpKICHUHM JTOKyMEHTa COOCTBEHHOPYYHON TOIUCHIO JODKHOCTHOTO JUIA TPHUP
yTBepKIeHus: coctouT wu3 cioBa "YTBEPX/IAKO", HauMeHOBaHHUS JOKHOCTH JIMIA,
YTBEPKAAFOIIETO JOKYMEHT, €Tr0 MOIICH, MHUITUAIIOB, (aMIIIMU U 1aThl YTBepKAcHHs. Hampumep:

VTBEPXJIALIO

Hupexrop ®bY "HanmeHnoBanue

opranu3anuu’

ITonnuce N.0. ®amunus

Hara
[Tpu yTBEpKACHUH JOKYMEHTA PaCHOPSIUTCIHHBIM JTOKYMEHTOM T'PH(} YTBEPKICHUS COCTOHUT U3
cioa "YTBEPXJEH" ("YTBEPXJIEHA", "VYTBEPXJEHbI" wmu "YTBEPXJIEHO"),
COTJIACOBAaHHOTO C HAWMEHOBAaHMEM BHJA YTBEPXKIAAEMOrO JTOKyMEHTa, Ha3BaHUsA BHUJA
pacnopsIUTENbHOIO JOKYMEHTA B TBOPUTEILHOM NaJIeXKe, ero 1aTel, HoMepa. Hanpumep:

(Pernament) YTBEPXJIEH
npukazom ObY "HanmenoBanue
opraHuzamuun”
oT 5 okTsa0ps 2017 1. N 82
(ITpasuna) YTBEPXX/IEHbBI
npukazom ®bY "Haumenosanune
opraHuzamuun"
otT 5 okTs10ps 2017 . N 83
[Tpu yTBEp>KIEHUM TOKYMEHTa KOJUIETHAJIbHBIM, COBEIIATEIbHBIM WM MHBIM OPIaHOM, pEIICHUS
KOTOPOTo (PMKCUPYIOTCS B IPOTOKOJIE, B TpH(E YTBEPKACHUS yKa3bIBaeTCsl, HAMMEHOBAaHUE OpraHa,
JaTa 1 HoMep poTokoa (B ckobkax). Hanpumep:

(ITonmoxxenne) YTBEPX/IEHO
Hay4HO-TeXHHMUYECKUM COBETOM
DOBY "MauoBarmsa”
(mpotokomn ot 12.09.2017 N 12)
2.42. 3aroioBOK K TEKCTY - KpaTKOE COJIepaHuEe JOKyMeHTa. ECin 3aroioBOK K TEKCTy OTBEYAET
Ha Borpoc "o yem?", oH HaunHaercs ¢ npeayora "O" ("O6"). Ecnu 3aronoBok K TEKCTy OTBEYaeT Ha
BoIpoc "yero?", OH cocTaBisieT OAHO 1EJ0€ C Ha3BaHUEM BUJa JoKyMeHTa. Hanpumep:
npukas (0 yem?) 0 CO3JJaHUM aTTECTAIIMOHHONH KOMUCCHU

nucbMO (0 yem?) 0 peJoCcTaBlIeHUH HH(POpMAIUU
aKkT (4ero?) mpuema-nepenadu aei
MPOTOKOJI (4ero?) 3aceianus SKCIIEPTHON KOMUCCUU

3aroioBoK K TCKCTY O(bOpMJBICTCH noa peKBU3UTaMHU OaHka CJICBA, OT I'PaHULBI JICBOI'O I10JIA.



2.43. TekcT AOKYMEHTa COCTaBIISIETCS Ha rocyAapcTBEHHOM s3blke Poccuiickoit denepaunn mnm
TOCYJIaPCTBEHHOM SI3BIKE (S3bIKaX) peciyosuk B coctaBe Poccuiickoit denepamnii B COOTBETCTBUU C
3aKOHOJATEILCTBOM pecyOsnK B cocTaBe Poccuiickoii deneparn <9>.

<9> 3akoH Poccuiickoii ®enepanuu oT 25 oktsa6ps 1991 r. N 1807-1 "O s3plkax Hapoz0OB
Poccuiickoit ®enepanuu" (Bemomoctu cbe3ga HapoaHbix jAenyratoB U BepxoBHoro CoBera
Poccuiickoit ®enepanun ot 12 mekadbps 1991 r., N 50, ct. 1740; CoOpaHue 3aKOHOIATEIHCTBA
Poccuiickoit ®eneparuu, 1998, N 31, ct. 3804; 2002, N 50, ct. 4926; 2013, N 27, ct. 3477; 2014, N
11, cT. 1094).

TekcT qOKyMeHTa AOJKEH ObITh COCTaBJIEH IPaMOTHO, SICHO, TOHSTHO U MO BO3MOXHOCTH KPaTKoO.
TekcT TOKyMEHTa JOJKEH COAep aThb JOCTOBEPHYIO M aKTyalbHYI0 HMH(OPMAIHIO, JOCTATOYHYIO
JUTSL IPUHSITHUS PEIICHUN UM UX UCTIOJTHEHUS, HE JI0JDKEH JIOMYCKATh Pa3IuYHbIX TOJKOBaHUH.

B Tekcte HAOKYMCHTA, MOATOTOBJICHHOM HAa OCHOBAHWHN 3aKOHOAATCJIbHBIX WJIAN UHBIX HOPMATHUBHBIX
IMPAaBOBbLIX AKTOB, PAHCC N3JJAHHBIX PACTIOPAANUTCIIbHBIX JOKYMCHTOB, YKA3bIBAOTCA UX PCKBU3UTHI:

HAaUMEHOBAHME JIOKyMEHTa, HAaMMEHOBAaHME OpraHa BJacTU (OpraHu3aluM), Wu3aaBLIero(eil)
JIOKYMEHT, JlaTa JOKYMEHTa, PerMCTPALlMOHHBIA HOMEp JOKYMEHTA, 3ar0JIOBOK K TEKCTY;

HAaMMCHOBAHUC OpraHu3aiuyu WJIM AJOJDKHOCTHOI'O JiMla, YTBCPAUBIICTIO JOKYMCHT, JaTa
YTBCPKACHUA JOKYMCHTA.

TekcT AOKyMeHTa MOXKET COJAep)KaTh pa3febl, MOJApa3Aelbl, MyHKThI, MOAMYHKTHI, HyMEpYyeMbIe
apabckumu nudpamu. YpoBHEH pyOpUKaIMK TEKCTA HE TOJDKHO OBITH 0OJIee YEThIPEX.

Tekct JOKYMCHTA U3JIaracTcs:
B IIpHUKa3ax, U3JaHHbIX CANHOJIMYHO, - OT IIEPBOTO JIMlla CAUHCTBCHHOI'O YHUCJIa ("... HpI/IKaSLIBaIO");

B TpHKa3axX, W3JIaHHBIX COBMECTHO JBYMs WU Oojiee OpraHu3aiusMud, - OT TIEPBOrO JIUIA
MHO>KeCTBEeHHOTro0 uncina (... mpukaspiBaeM");

B TNPOTOKOJAX 3acelaHuii - OT TpeTbero mauna MHoxkecTBeHHoro uwmcna ("CJIIYIIAJIN",
"BBICTYIIWJIN", "TTIOCTAHOBUWJIN" unu "PELINJIN");

B JIEJIOBBIX MHCbMax, 0OPMIICHHBIX Ha OJIaHKaxX OpraHu3alliy, - OT IEPBOTO JIUIAa MHOYKECTBEHHOTO
yycia (MpOCHM, HampasisieM, MpepiaraéM) WM OT TPEThero Julla €AMHCTBEHHOIO YHcia
("mpearnpusTHe HE BO3pakaer...", "MHCTUTYT CYMTAET BO3MOXKHBIM...");

B JICJIOBBIX MUCHbMax, OOPMIIEHHBIX Ha OMKHOCTHBIX OJIaHKaX, - OT MEePBOTO JIUIIA €IMHCTBEHHOTO
yucna ("mpomry ...", "npennararo ...");

B JIOKJIAQJHBIX U CIIY)KEOHBIX 3alMCKaX, 3asBJICHUSAX - OT IMEPBOrO JIMIA €JUHCTBEHHOI'O YHCIIA
("mpomty ...", "cunuTaro HEOOXOAUMBIM ...");

B JIOKyMEHTax, YCTaHaBIMBaIOMIMUX (GyHKIUU (00S3aHHOCTH), TIpaBa M OTBETCTBEHHOCTH
CTPYKTYPHBIX MOJApa3eNeHnid, paOOTHUKOB (ITOJIOKEHHE, MHCTPYKIHS), a TaKXkKe COJepiKalliX
ONMCAaHUE CUTYyalul, aHaiu3 (AKTOB U BBIBOJBI (AKT, CIIpaBKa), UCHOIB3YyeTCsl opMa M3II0KEHUS
TEKCTa OT TPETHETO JIMIAa €IUHCTBEHHOIO MM MHOXECTBEHHOro 4ucia ("OoTaen OCyIECTBIISIET
dbyHKIMA...", "KOMUCCHS POBETa MPOBEPKY...").

HpI/I MMOATOTOBKE TCKCTAa HOKYMCHTa CJICAYCT CO6J'IIOI[8.TB IpaBHJia HAIIMCAHUSA O(I)I/IL[I/IEU'IBHBIX
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HaHMeHOBaHHﬁ, YUCIUTCIbHBIX U CAUHUL] U3MCPCHU.

B Tekcrax OKyMEHTOB yHOTPEOISIOTCS OOMICTPUHAThIE a0OpeBUATypsl W TrpaduvecKue
COKpAIIICHHUSI.

[MIpr ykazaHum B TekcTe (paMHUIUU JHIIA WHHUIHAIBI CTaBATCA mocie (ammnuu. B menoBbIx
(cmyXeOHBIX ) MUChMaX MCIIOIB3YIOTCS:

BCTYIIUTCIBHOC o6pameHHe:

VYBaxkaembiii rocnionuH IIpeacenarens!
YBakaeMblii rociogH MuHucTp!
YBajkaeMbIH TOCIIONUH IBaHOB!
VYBaxkaemast rocnioxka [lerposa!
VYBaxxaembiii Ban [lerpoBuu!
VBaxkaemas Anna HukonaeBHa!

VYBaxxaemsie roconaa!

3aKIIIOUMTeNbHAS STUKeTHAs ¢paza: "C yBaxkeHuem, ...".

HaumenoBanme nOMKHOCTH B OOpAlleHWH MUIIETCS C MPOMUCHOM OYKBBI, B OOpallleHUHU TIO
(baMuIMKu HHUIUAIBI JTUIA HE YKA3bIBAIOTCA.

2.44. OTMeTKa O MPUIOKEHUH COJIEPKUT CBEACHUSA O JOKYMEHTE (HOKYMEHTax), MpuiaaraeéMoMm K
COIPOBOIUTEIIBHOMY MMHUCEMY, HHOMY HH()OPMAIIMOHHO-CIIPAaBOYHOMY JOKYMEHTY, HIIU O TOM, YTO
JIOKYMEHT SIBIISIETCS] IPUIIOKEHUEM K OCHOBHOMY JOKYMEHTY (HOPMaTUBHOMY, PACIIOPSIUTETHHOMY
W UTHOMY).

B COIIPOBOAUTCIIBHBIX IMHUCbMAX U APYIUux I/IHq)OpMaI_[I/IOHHO'CHpaBO‘IHLIX JOKYMCHTAax OTMCTKa O
MMPUITOKCHUHA O(bOpMJ'I?[GTCSI nmoa TCKCTOM OT I'paHUIBI JICBOT'O IOJIA CICAYIOIIUM 06pa30M:

CCJIU MMPUIIOKCHUC HA3BAHO B TCKCTEC!:

[Ipunoxenne: Ha 2 1. B 1 9K3.
€CJIU MPUJIO’KEHUE HE Ha3BaHO B TEKCTE WJIU €CIIH MPUIIOKEHUN HECKONIBKO!

[Tpunoxenue: 1. 1. [Tonoxxenue 06 YnpapieHuu
PErHOHANILHOTO KPEIMTOBAaHUA Ha 5 JI. B 1 3K3.
2. CrpaBka 0 KaApOBOM COCTaBe YpaBJICHUS
PETHOHAILHOTO KpeIUTOBaHMS Ha 2 1. B 1 9K3.
€CJTM MPUJIOKeHHE (MMPUIIOKEHHUS) COPOITIOPOBAHO(BI):

[Ipunoxxenue: B 2 3K3.
[Ipunoxenne: otruer o HUP B 2 3k3.
€CJIM JOKYMEHT, SIBJISIOLIUICS IPUIIOKEHUEM, UMEET ITPUIIOKEHUS C CAMOCTOSTENIbHON HyMepanuen



CTpaHUIL;

[Ipunoxxenue: AOTroBOp BO3ME3THOTO oKkazaHus ycayr oT 05.09.2017 N 32-17/72 u
IIPUJIOKEHUS K HEMY, BCEro Ha 7 JI.
€CJIM MHUCHhMO HAampaBIsieTCs] HECKOJIBKUM ajipecaraM, a JOKYMEHT-IPUJIIOKEHUE TOJIbKO MEPBOMY
ajzpecary:

[Ipunoxenue: Ha 3 1. B 1 3K3. TOJIBKO B MEPBHIH ajapec.
€CIM TPWIOKEHUEM SIBIISIFOTCS JOKYMEHTBI, 3alMCaHHble Ha (QU3NYecKd 000COOJICHHBIH
ANEKTPOHHBIA HOCHUTEIIb:

[Tpunoxenue: DVD-R B 1 3k3.
[Ipu »sToM Ha BKJIaablme (KOHBEPTE), B KOTOPBIA MOMEMIACTCS HOCHTENb, YKa3bIBAIOTCS
HAaMMEHOBAHHUS JOKYMEHTOB, 3allMCAHHBIX HA HOCUTEIb, HIMEHA (aiiyioB, 00beM B OaiiTax.
B pacnopsiauTenpHBIX JTOKyMEHTax (NpHKa3axX, pPacIOpsDKEHUSAX), JOTOBOPAX, ITOJOKCHHSX,
NpaBUiIax, HHCTPYKIMIX U APYTHX JOKYMEHTaX OTMETKa O MPHIOKEHUH 0POPMIISETCS CIICIYOIUM
o0pazoM:

B TEKCTE JOKYMEHTa IIPU [IEPBOM YIOMUHAHUM JOKYMEHTA-IIPUIOKEHUS B CKOOKAX YKa3bIBaeTCs: ...
(mpunoxeHue) Wi ... (mpusoxxenue 1), (mpuioxxenue N 1);

Ha IICPBOM JIMCTC JOKYMCHTA-IIPHUJIOKCHHUA B IIPABOM BCPXHEM YITY YKA3bIBACTCA:

[Tpunoxenue N 2

k npukazy ®bY "HaumenoBanue

opraHuzanuu"

ot 15.08.2017 N 112
Ecnu npunoxxeHnem K pacnopsIWTEIbHOMY JTOKYMEHTY SIBJIE€TCS JIOKAJbHBI HOPMATUBHBIM aKT
WJIM UHOW JOKYMEHT, YTBEP)KIAEMBbIi TAaHHBIM PACIIOPSIANTEILHBIM JOKYMEHTOM, Ha TIEPBOM JIHCTE
MPUIOKEHUST TPOCTABIAETCS OTMETKAa O TNPWIOKEHUH (0e3 CChUIKM Ha pacHopsaUTENbHBIN
JOKYMEHT) U Tpu( yTBEpXKIEHHS, B KOTOPOM YKa3bIBAIOTCA JaHHBIE PaCHOPSIUTEIHHOTO
JIOKYMEHTA, KOTOPBIM YTBEPKIEH JOKYMEHT-TIpuioxkenune. Hanpumep:

ITpunoxxenne N 1

YTBEPXIEHO

npukazom OBY "HaumenoBanue

opraHuzamnun"

ot 18.09.2017 N 67
2.45. I'pud cormacoBaHusl MPOCTABISETCA HA JIOKYMEHTE B CIIyd4ae €r0 BHEIIHErO COTJIACOBAHMS
(coriacoBaHMe C OpraHaMH BJIACTH, HHBIMU OpPraHU3alUAMH, TOJKHOCTHBIMHU JINLIAMH).
['puc cormacoBaHus B 3aBUCUMOCTH OT BHJIa TOKYMEHTa U 0COOEHHOCTEN ero 0OopMICHHSI MOXKET
IIPOCTABIISITHCS:

Ha TIEpBOM JIUCTE JIOKYMEHTa (€CIIM JOKYMEHT MMEET TUTYJbHBIN JIUCT, - Ha TUTYJIBHOM JIUCTE) B
JIEBOM BEPXHEM YIIly Ha YpOBHE rpuda yTBEp>KISHUS WU 0] HAUMEHOBAHHUEM JIOKYMEHTa OJuxKe
K HIKHEMY TI0JII0);



Ha MOCJICAHCM JIMCTC JOKYMCHTA IO TCKCTOM;,
Ha JIMCTC COrjlaCOBaHM:A, ABIAIOIICMCA HEOTHEMJIEMOM YaCThIO AOKYMCHTA.

I'pud cormacoBanust cocroutr u3 cioBa "COI'JIACOBAHO", nomkHOCTH aMIla, ¢ KOTOPBIM
COTJIacoBaH JOKYMEHT (BKIFOUasi HAMMEHOBAHHE OPraHU3allih), €r0 COOCTBEHHOPYYHOU MOIIHCH,
WMHUIMAJIOB, (JaMIIINH, 1aThl corjacoBanus. Hanpumep:

COI''TACOBAHO

['enepanbHbIil JUPEKTOP

®OBY "HaumenoBanue

opranu3anuu’

IToanuce N.0. damunus

Hara
Ecnu cornacoBanne OCyIIeCTBISECTCS KOJJIETHAIBHBIM, COBEIIATEIbHBIM WM MHBIM OpPraHOM, B
rpude coraacoBaHUs YKa3bIBAIOTCS CBEACHHS 00 OpraHe, COrjiacoBaBIlIeM JOKYMEHT, 1aTe U HOMEpe
MPOTOKOJIa, B KOTOPOM 3aUMKCHUPOBAHO peEIIeHHE O corjacoBaHuu. Eciu corjacoBaHue
OCYIIECTBIISIETCS TMHCHbMOM, YKa3bIBAlOTCA BHUJ JOKYMEHTa, HAaWMEHOBAHHE OpraHHU3aIUH,
COTJIacOBAaBIIIEH JOKYMEHT, J1aTa U HOMep nmuchbma. Hanmpumep:

COI''TACOBAHO
Hay4Ho-TexHu4ecKkuM cCOBETOM
OBbY "HaumenoBanue opranuzanuu’

(mpoTokoI OT N )
COI''TACOBAHO

mucemoM OBY "HaumenoBanue
opraHuzanuun"

oT N

2.46. BHyTpeHHee coryiacoBaHue JAOKyMeHTa oopmisieTcs BU30W. Buza BblpaxkaeT MHeHHE JUIIA,
BU3HPYIOIIETO TMPOEKT JOKYMEHTa, M BKJIOYAET: JOJDKHOCTH JIMIA, BU3HMPYIOIIETO JOKYMEHT,
HOJIKCh, paciIn(POBKY MOAMUCH (MHUIMAIBI, (aMUIIMIO) U 1aTy BU3npoBaHus. Hanpumep:

PykoBoauTenp OpUANYECKOTO
oTnena
Tloamuce .0 ®amunus
Jara
[Ipu HanMuuu 3aMeYaHui K JOKYMEHTY BU3Y O(DOPMIISIIOT CIIEAYIOIIUM 00pa3oMm:

3amMedaHus IPUJIararTCs.
PykoBoauTens 10OpuAMIECKOTO
oTaea
Iloamuce N.O damunms
Mara
B nokymMmeHTax, NoJJIMHHUKN KOTOPBIX XPAHSTCS B OpraHU3allui, BU3bl POCTABISIOT HA MOCIEAHEM



JUCTE JOKYMEHTA TOJ MOMUCKHI0, HA 000pOTe MOCIEIHEro JUCTa MOATUHHUKA JOKYMEHTa WU Ha
JIUCTE COTJIacOBAaHUS (BUHPOBAHMUS ), TPUIIATa€MOM K JTOKYMEHTY.

B ucxomsmmx 1oKyMeHTax BU3blI MPOCTABISIIOTCS HA HK3EMIUISIpaxX JOKYMEHTOB, MOMEIIAEMBIX B
JeIo.

ITo ycMOTpEHHUIO OpraHM3aldyd MOXET NPUMEHATHCS IOJMCTHOE BU3UPOBAHHUE NOKYMEHTA U €ro
IIPUIIOKEHUN.

CornacoBaHue IPOEKTOB JOKYMEHTOB (BHEILIHEE, BHYTPEHHEE) OCYIIECTBIISIETCS B COOTBETCTBUU C
nyHkTamu 4.1 - 4.11 IlpumepHON HHCTPYKLUU.

2.47. lloanuch BKIIOYAET: HAUMEHOBAHHUE JOJDKHOCTH JIUIA, MOJAMMUCHIBAIOIIETO JOKYMEHT, €ro
COOCTBEHHOPYUHYIO MOJMUCH, MHULIMAMBI, pamiuinio. Hampumep:

I'enepanbHbIil IUPEKTOP [Mogmuce  U.O. ®amunus
Ecnu nokymeHT oopmIiieH He Ha OyiaHKe, B HAUMEHOBAaHUE JIOJDKHOCTH BKJIFOUAETCS HAMMEHOBAHUE
opranuzanuu. Hanpumep:

I'enepanpHbIil TUpPEKTOP [Moanuce N.0. Gamunus

ObY "HaumeHoBaHue

opraHuzanun"
[Tpu odopmieHN TOKyMEHTa Ha OJlaHKE JOJKHOCTHOTO JIMIA AOKHOCTH 3TOTO JIMIA B MOATHCH
HE YKa3bIBAETCHI.

IToamuce N.0. ®amunug
[Ipu moamucaHuu TOKyMEHTAa HECKOJBKHMHU JIOJDKHOCTHBIMHU JIMIIAMHU, 3aHUMAIOIIMMH DPa3HOE
MOJIOKEHUE, WX TMOANMCH pACMOJaratoTCs OJHAa TMOJ JAPYrod B  IOCJEI0BATEIbHOCTH,
COOTBETCTBYIOIICH cTaTycy AobkHOCTH. Hampumep:

I'enepanbHbIN TUPEKTOP [Mogmuce  U.O. ®amunus

['naBHbI Oyxranrep ITogmuer  N.O. ®amunus
IIppy mnoanmucaHWyM JOKYMEHTAa HECKOJbKMMH JIMIAMH DPAaBHBIX JOJDKHOCTEH UX IMOAIUCH
pacnoyiararorcs Ha ogHoM yposHe. Hanpumep:

3amecTUTeNb TUPEKTOpa 3aMecTuTeNb JUPEKTOpa
1o (hMHAHCOBBIM BOIIPOCaM 10 3/IMUHUCTPATUBHBIM BOIIPOCAM
Tloamuce 1.0. dammmus Tloamuce N.0. ®amunus

B noxymeHTax, MOATOTOBJIICHHBIX KOMHCCHEH, B TOJIUCH YKa3bIBAETCSA CTATyC JIMIAa B COCTaBe
koMmuccun. Hanpumep:

N.0. Gamunms
[Ipencenarens koMuccun Tloamuce
YeHpl KOMHUCCUH IToanuce N.0. Gamunms
Tloamuce 1.0. ®amunusa
[Ipn moamucaHuu JOKYMEHTa IIMIIOM, HCIOJHSIOMNUM OOS3aHHOCTH PYKOBOJIUTENSI, IOAMKUCH



O(I)OpMJ'IHGTCSI C yKazaHueM CTaTyCa JOJLDKHOCTHOIO JiMa B COOTBCTCTBUM C IMIPUKA30M
(pactiopspxkeruem). Hampumep:

N.o. nupexropa [Mogmuce  U.O. ®amunus
WIIH:

Hcnonastonuii 00513aHHOCTH TUPEKTOPa TToamuce N.0. ®amunus

[Tpu noanucaHuy TOKyMEHTa JUIOM, HMEIOLUM IIPABO MOAINKCH B CJIy4ae BPEMEHHOIO OTCYTCTBUS
PYKOBOJIUTENS, MWCIPABICHUS B HAUMEHOBAHHWE JIOJDKHOCTM M paciiu(poBKY (paMHUINU
IOJArOTOBJIEHHOIO M  COIVIACOBAHHOI'O IPOEKTa JOKYMEHTa BHOCSATCS OT pyKM HIH C
UCIIOJIb30BAHUEM COOTBETCTBYIOIMX HITaMnoB. He pomyckaeTcst cTaBUTh KOCYIO 4epTy, HAANUCh
"3a2" mepexn HaMMEHOBAaHWEM JOJDKHOCTH JIMLA B IOANMCH, €CIM JOKYMEHT IOANMCHIBAET MHOE
JOJDKHOCTHOE JIMLIO.

2.48. OT™MeTKa 00 AJIEKTPOHHOW MOANMCH MUCTIONB3YeTCs ISl BU3yaIU3alud SJIEKTPOHHOW TOAIHUCH
HoJy4aresneM JOKyMeHTa Mpu OOMeHe 3JIEKTPOHHBIMH JOKYMEHTaMHM, MOANUCAHHBIMHM YCHUJICHHON
KBaJIM(DULMPOBAHHOMN 3JIEKTPOHHOM MOANHUCHIO.

B cootBercTBUU ¢ 3akoHOMaTeNbeTBOM Poccuiickoit denepammu <10> oTMeTKa 00 3JEKTPOHHOM
noanucu  (QopMUpyeTCsT U BU3YAIM3UpPYeTCs MpOrpaMMHBIMH  cpeactBamu. Otmerka 00
AJIEKTPOHHOW MOJANUCH BKIOYaeT (paszy "JIoKyMEHT MOANMCAH 3JIEKTPOHHOU MOMANUCHIO", HOMED
ceprudukaTa Kiroya 3JIEKTPOHHOM MONAMUCH, (paMUITUIO, UMsI, OTYECTBO Biajelblia cepTuduKara,
CpPOK JIeHCTBHS cepTh(UKaTa KiItoya IEKTPOHHOM nmoanucu. Hampumep:

<10> IIpuka3 MuHucrepcrBa CBA3M M MaCCOBbIX KOMMyHuKanui Poccuiickoii ®enepauuu u
@OenepanpHOil ciykOb1 oxpaHbl Poccuiickoit @enepamun or 27 mas 2015 r. N 186/258 "O6
yTBep)kIeHUH TpeOoBaHUN K OpraHU3allMOHHO-TEXHUYECKOMY B3aMMOJAEHCTBUIO TOCY1apCTBEHHBIX
OpraHOB U TOCYAApCTBEHHBIX OpraHU3alMil MOCPEeICTBOM OOMEHa JOKYMEHTaMH B 3JIEKTPOHHOM
Buze" (3apeructpupoBad B MunucrepctBe roctuunu Poccuiickoit @enepannu 22 cenradps 2015 r.,
peructpanonsbiii N 38956).

JIOKYMEHT TTOJITUCAH
DEKTPOHHOM MOAMNCKHIO

Jupektop Ceptuduxat lall1aaa000000000011 N.0. ®amunus
Bragenen ®amunnsa Umsg OTuecTtBo
JleiictBurenen ¢ 01.12.2012 mo
01.12.2017

[Tonmucanue (yTBEp)KIEHHE) JIOKYMEHTa OCYILIECTBIISETCS B COOTBETCTBHM C IYHKTOM 2.47
IIpuMepHON UHCTPYKLIMH.

2.49. TIleuarp 3aBepseT MNOMIMHHOCTh MOANUCHA JODKHOCTHOIO JiMIla Ha JOKYMEHTax,
YIOCTOBEPSIONIUX TpaBa I, GUKCUPYIOMUX (aKThl, CBSI3aHHBIE ¢ (HMHAHCOBBIMH CpPEACTBAMH, a
TAKX€ Ha UHBIX JJOKYMEHTAaX, MPeyCMaTPUBAIOIINX 3aBEPEHUE TTOANUCH M1€YaThI0 B COOTBETCTBUH C
3aKoHoaresbecTBOM Pocceniickont denepanuu.

JIOKyMEHTBI 3aBEPSIOT TNeyaTbl0 oOpraHu3zanuu. Iledats mpocraBisieTcs, HE 3aXBaTbIBas
COOCTBEHHOPYYHOU TMOATMMCH JIMIIA, MOAMUCABIIETO JOKYMEHT, Wi B MecTe, 0003HaueHHoM "MIT"


https://normativ.kontur.ru/document?moduleid=1&documentid=260342#l0

("Mecro neuaru").

2.50. Otrmerxka 00 UCHOJHMUTENE BKIOYaeT (aMuinnio, UM W OTYECTBO (IIPU HATUYHH)
UCTIONHUTENS, HOMep ero TtenepoHa. OrTmerka 00 HCIOIHHUTENE MOXET JONOJHATHCS
HAaNMEHOBAHHUEM  JIOJDKHOCTH, CTPYKTYPHOTO TMOJApa3feiCHUs U  OSJICKTPOHHBIM  aJpecoM
ucrionauTesss. OTMeTka 00 HcmoaHUTENe O(OPMITSIETCSl Ha JIMIEBOM CTOPOHE ITOCIEIHErO JHCTa
JOKYMEHTa OT I'PaHUIIbI JIEBOTO TOJISI WM, IPH OTCYTCTBHH MECTa, - Ha 00OPOTHOM CTOPOHE JIUCTA
BHH3Y cieBa. Hanpumep:

Wnbun Unes Unbuy, OTnen ynpasiaeHus IEpCOHAIOM, BeAyLui cienuanuct +7 (495)
924-45-67, llyin_lv@techno.ru
OtmeTrka 00 MCHOTHHUTENE MOXKET O(QOPMIIATHCS KaK HIDKHUM KOJIOHTUTYI U MeYaTaThCsl MPUPTOM
MEHBIIIET0 pa3Mepa.
2.51. OrMerka O 3aBepeHHMU KOMUU O(oOpMISieTCs A TOATBEPXKICHHS COOTBETCTBUS KOIHHU
JOKYMEHTa (BBIUCKH M3 JOKYMEHTAa) MOJIMHHMKY JOKyMeHTa. OTMeTKa O 3aBepEeHUM KOIHHU
NPOCTaBISETCS Ha CBOOOJHOM OT TEKCTa MECTE WM, NMPH OTCYTCTBHH CBOOOIHOTO MeCTa Ha
JHMLEBON CTOPOHE JOKYMEHTa, Ha 000pOTe JOKYMEHTa U BKJIIOYAET: clioBo "BepHo", HanMeHOBaHuEe
JOJDKHOCTH JIMIIA, 3aBEPHBILETO KOMHIO; €r0 COOCTBEHHOPYYHYIO MOJIMHUCH; PacIM(POBKY MOIMUCH
(uHMLIKMATBL, HAMUIIHIO); ATy 3aBEPEHUS] KOMHUH (BBIMUCKU U3 JOKYMEHTA).

Ecnu komnus BbAaercs Ui NMPEeACTaBIEHUS B JPYTyK OpraHU3aluIo, OTMETKA O 3aBEPEHUU KOMHUU
JIOTIOJIHSETCS 3allUChI0 O MECTE€ XPaHEHHs JIOKyMEHTa, ¢ KOTOpPOro Obula M3rOTOBJIEHA KONUS, U
3aBepseTcs nevarbio opranuzaunu. Hanpumep:

[Mopnuunuk gokymeHTa Haxonutcs B ®bY "HaumenoBanue opranuzanuun" B gene N 08-05
322015 r."

Bepro
3aB. OT/EJIOM YIPAaBIEHUS MEPCOHATIOM [Tonnuce N.0. ®amunus
Hara [Teuats

Ha xonmsx MHOTrOCTpaHHYHBIX JOKYMEHTOB OTMETKAa O 3aBEPEHHUU KOIMH IPOCTABIAETCS Ha
Ka)KJIOM JIMCTE JOKYMEHTA WM Ha MOCJIEIHEM JICTE MPOIINUTOrO WK CKPEIJIEHHOTO MHBIM 00pa3oM
JIOKYMEHTA. 3aIlich O MECTE HaXOXKICHMSI MOJUIMHHUKA IPOCTABIISAETCS TOJIBKO Ha MOCIIEIHEM JIUCTE
JOKYMEHTA.

Jis  3aBepeHUss KOMMUU JIOKYMEHTa, W3TOTOBJIEHHOH Ha OyMaXHOM HOCHTEIE, MOXKET
MCIIOJIb30BAThCS IITAMII.

Kommnn OJICKTPOHHBIX OJOKYMCHTOB, HAIIPAaBJISACMBIX I10 I/IH(bOpMaLII/IOHHO-TCHCKOMMyHHKaHHOHHOﬁ
CCTH, 3aBCPAIOTCA BHGKTpOHHOﬁ IOATIUCBIO PYKOBOAUTEIIA opraHusalnuunu NI HUHOro
YIOJHOMOYCHHOTO UM JIMIa U BBICBUIAKOTCA IMOJYUATCIIIO C COMMPOBOAUTCIIbHBIM IIMCBbMOM B (bopMe
SJICKTPOHHOI'O IOKYMCHTA.

Kommuu OJICKTPOHHBIX OJOKYMCHTOB Ha (1)I/I3I/ILICCKI/I 000COOJIEHHBIX HOCHTEIAX BBICHIIAIOTCS
MMoJIy4aTeJito ¢ COIMPOBOAUTCIIbHBIM ITMCbMOM Ha 6YMa)KHOM HOCHUTCIIC.

B COIMPOBOAUTECIIBHOM IMHUCHME K KOIIHUAM 3JICKTPOHHBIX JOKYMCHTOB YKa3bIBACTCA:

HauMEHOBaHHE MH()OPMALIMOHHON CUCTEMBI, B KOTOPOH XpaHSTCs IOKYMEHTHI;



HAaMMCHOBAHUA JOKYMCHTOB, KOIIMHU KOTOPBIX HAIIPABJIAIOTCA MOJYYATCIIIO,
Ha3BaHUs (DAIIIOB TOKYMEHTOB C yYKka3aHueM (GopmatoB (aiioB u o0beMa Kaxaoro ¢aina B OaifTax;
JlaTa U3TOTOBJICHUS U 3aBEPCHHUS KOTIHH.

[Ipu sToM Ha (U3NYECKH O0OCOOJECHHOM HOCHTEJIC HECMBIBACMBIM MAapKEPOM YKa3bIBACTCS:
"[Ipunosxxenue k nucbMy oT (mara) N ...".

Konust 31eKTpoOHHOr0 JOKyMEHTa, Npe/CTaBlIeHHas B BHUJE JAOKYMEHTa Ha OyMa)KHOM HOCHTEINE,
3aBepsETC B IIOPSAJNKE, YCTAHOBICHHOM IIpuMepHONM MHCTpyKIMEW Mg 3aBEpEHHs KOIUU
JIOKYMEHTOB Ha OyMa)KHOM HOCHUTEJIE, C YKa3aHUEM, B KaKOH MH(OPMAIIMOHHON CUCTEME XPAHUTCS
AJIEKTPOHHBIN JOKYMEHT.

2.52. OTMeTKa O TOCTYIUICHHMH JOKYMEHTa CIYKUT JUI TOATBEPKICHHUA (aKTa MOCTYIUICHUS
JOKYMEHTa B OPIaHM3ALMIO U BKJIIOYAET JaTy IMOCTYIUICHUS U BXOISIINN PETUCTPALIMOHHBIA HOMED
nokymenrta. [Ipu HeoOXOIMMOCTH OTMETKAa O MOCTYIJICHMM MOXET JOMOJHATHCS YKa3zaHHEM
BPEMEHU MOCTYIUIEHUS JOKYMEHTA B 4acax U MUHYTax U croco0a 1I0CTaBKH JJOKYMEHTA.

OtMmeTKa o MOCTYIINICHUU OJOKYMCHTA MOXKCET IPOCTABJIATHCA C ITIOMOIIBIO IITaMIIA.

2.53. Pesomronms JOJDKHA COAEpKATh YKa3aHWE 1O MCIOJHEHUIO JOKyMeHTa. Pesomtonus
opopmisieTcs Ha CBOOOAHOM MecTe pabodyero mojs JAOKYMEHTa, Ha OJlaHKE PE30JIIOLUU WU
BHOCHTCSI HEITIOCPEJCTBEHHO B CUCTEMY 3JIEKTPOHHOI'O IOKYMEHTO000POTA.

Pe3onronust 1opKHA BKITIOYATH: (DaMUJIMIO, HHUIUANIBI UCTIONHUTENS (MCIIOMHUTENEH), MopydYeHHe
M0 JIOKYMEHTY (KOHKPETHOE 3aJaHHe I10 WCIOJTHCHHIO JOKYMEHTa WU (OPMYIUPOBKA IICNN
paccMOTPEHHUSI TOKYMEHTa), IPU HEOOXOJUMOCTH - CPOK HCIOJIHEHHMs, MOAMKUCH JIUIA, BBIHECIIETO
PE30IIIOIHIO, 1aTy PE3OJIIOLINHU:

®amunus U.0., Gamumusa 1.0.

[Ipoury noaAroToBUTH NPeASIOKEHUS

k 10.11.2017 IToamuce

Hara
Cpok MCHOIHEHUS NOPYUYEHUsS! HE JOJDKEH YKa3bIBaThCs, €CJIM OH Ha3BaH B TEKCTE MOCTYNHBILIETO
JIOKYMEHTa U PYKOBOJUTENb HE CUUTAET HEOOXOJUMBIM U3MEHUTh €r0 B CTOPOHY COKpAILCHUS WU
ABJIIETCS] TUTIOBBIM JIJISl IaHHOTO BU/A JOKYMEHTA.
[Ipu ykazaHWM HECKOJIbKMX HCHOJHHUTENEH (amMuiiisg OTBETCTBEHHOI'O HCIIOJHMTENS YKa3bIBAeTCs
NEepBOii, moUepKUBaeTcs Wi o0o3Hayaercs cioBoM "oTB." ("OTBETCTBEHHBIN").

2.54. OTMmeTka O KOHTpOJ€E CBHUICTEIBCTBYET O IIOCTAHOBKE JOKYMEHTa Ha KOHTpOIb,
npoctasisiercs mramnoM "KoHTposs" Ha BepXHEM 1oJie T0KyMEHTA.

2.55. OTmeTKa 0 HampaBJICHUH JOKYMEHTa B JIEJI0 OMpPEAEseT MECTO XPaHEHHs TOKYMEHTa IOCIe
3aBepiieHust paboThl C HUM M BKJIFOYAeT: cioBa "B meno", uHaekc aena mo HOMEHKIAType nief, B
KOTOpOE TIOMEIIAeTCs TIOKYMEHT Ha XpaHeHHe, ¢ YKa3aHHeM To/1a, JOKHOCTH JHIa, 0()OPMHBILIETO
OTMETKY, OJANNCH, AaTel. Harmpumep:

B nemo N 01-18 3a 2017 r.
3aB. OT/IEJIOM KOPIIOPATUBHBIX MPOEKTOB
Iloamuce JlaTa



OTMeTKa (0] HaHpaBHeHI/II/I I[OKyMeHTa B OCJIIO0O MOXKET JOITIOJIHATHCA KpaTKI/IMI/I CBCACHUsIMU O
XapakTepe UCTOJHEHUS TOKYMEHTA.
I11. IToaroroBka u ogopmiieHre OTAEIbHBIX BUA0B JOKYMEHTOB

3.1. JlokanpHble HOpMaTUBHBIE akThl (nanee - JIHA) opranmsanum wu3garoTCs B BUJE IPaBUII,
MOJIOKCHUH, WMHCTPYKIUH, pErIaMeHTOB, TIepeyHel, Kiaccu(pukaropoB H JPYyrux BHJOB
JIOKYMEHTOB. PekoMeHmyembIit oopaszen odopmiienust JIHA Ha npuMepe NosI0KeHHUsS O CTPYKTYPHOM
nonpaszenenuu (npunoxenue N 1).

JIHA npuoOpeTtaroT 10pHINYecKyI0 CHITY IOCIE UX YTBEPHKICHUS PaCOPAIUTEIbHBIM JOKYMEHTOM
(puKa30M) WM HEMOCPEICTBEHHO PYKOBOAMTEIEM OpraHM3alMM UHBIM YIOJHOMOYEHHBIM UM
JULOM.

PykoBoauTenu CTpyKTYpHBIX MOJIpa3iesieHUil He BripaBe uzaaBath JIHA.
3.2. JIHA moryT ObITb:
MIOCTOSIHHO JIeHCTBYIOIMMU (0€3 OrpaHUYEHUs CPOKA UX IPUMEHEHMUS);

BPEMCHHBIMU (JCHCTBYIOIIMMU B TEUYCHHE YKAa3aHHOTO B HUX CpPOKa WIH J0 HACTYILICHHS
OTIPEICIIEHHOTO COOBITHS).

3.3. OcHoBauueM g nzgauusd JIHA saBistroTes:

3aKOHOJATeIbHbIE W MHbIE HOpPMAaTHBHbIE NpaBoBble akThl Poccuiickoil ®enepaunu (ykassl U
pactiopsbkenuss  Ilpesunenra Poccmiickon @enepanny, NOCTAaHOBIEHUS W PACIOPSIKEHUSA
ITpaBuTenscTBa Poccuiickoit deaepannu, akTsl GeepanbHbIX OPraHOB UCIOIHUTENBHOM BlIacTH);

3aKOHOJATebHbIE aKThl cyObekTa Poccuiickoit denepanny, HOpMaTUBHBIE PABOBBIE aKThl OPraHOB
rocyJIapCcTBeHHOM BiacTu cyonekTa Poccuiickoit denepanuu;

paHee u3nanHble B opranuzanuu JIHA w/unu pacnopsauTenbHble JOKYMEHTHI.
3.4. JIHA u3nmarotcs B LENAX:

YCTaHOBJIEHUS] HOPM, TPEOOBAHUM, ITPaBWJI B OTHOILIEHUH IIPeIMETa HOPMATUBHOTO PEryIHMpPOBaHUS,
paHee He SABIABIIEMCS IIPEIMETOM PETYJIMPOBAaHUs B OPraHU3aLUH;

HN3MCHCHUA CYHICCTBYIOIIHUX HOPM, Tpe6OBaHI/II>'I, IMpaBuJI, YCTAHOBJICHHBIX PpaHCC H3TAHHBIMU
HOPMAaTUBHBIMH JOKYMCHTAMU;

OTMCHBI PAHEC YCTAHOBJICHHBIX HOPM, Tpe60BaHHfI, IpaBUJIL.

3.5. Ilpemnoxenue o pa3pabotke mpoekta JIHA BHOCHUTCS pPYKOBOJUTENEM CTPYKTYPHOTO
MO/Apa3/IeNICHUs UM UHBIM JIOJDKHOCTHBIM JIMIIOM.

3.6. JIHA pazpabatbiBaeTcs B ciiydae, ecliu:

UMEeTCsl y4acTOK paboThl  (BONPOCHl  JEATENBHOCTH), HYXKIAIOMUHACI B HOPMAaTUBHOM
peryJiMpoBaHUY;

Tpe6yeTCH BHECEHME 3HAUUTEILHOI0 KOJIMYECTBA U3MEHEHUM B paHee HpI/IHHTHﬁ HHA,

BBIBIIEHO Heckoibko JIHA, perymupyrommx CMeXHbIE BOIPOCH, KOTOpBIE IIeIecOo00pa3HO
00BEAMHUTD B OJUH JJOKYMEHT.

AKTyaJ'II/ISaI_II/ISI paHeC MPUHATBIX JIHA OCYHICCTBJIACTCA Y€PEC3 BHCCCHUC B HUX W3MEHEHUIA.



3.7. Ilpemnoxxenue ¢ o6oCHOBaHMEM HEOOXOAMMOCTH pa3paboTku HoBoro JIHA mpexacraBnsercs
PYKOBOAMTENEM CTPYKTYPHOTO TMOJAPA3JCICHUsS WM HWHBIM YIMOJIHOMOYEHHBIM JOJIKHOCTHBIM
JUIOM PYKOBOAMTEIIO OpraHu3aluu B ¢GopMe JOKIAAHOW (CIy)KeOHOW) 3amuCKh, B KOTOPOM
u3JIaraeTcs:

BOIPOC, TPEOYIOUIHI pelIeHus, C U3JI0KEHHEM OCHOBHBIX HAIlPaBJIEHUH, CIIOCOOOB €ro pelieHus;
MPOTHO3 MOCJIEICTBUM MPUHATHSI HOPMATUBHOT'O JOKYMEHTA;

OpTraHHU3allMOHHBIC, KaAPOBLIC, (bI/IHaHCOBBIe, MaTCpUAJIbHO-TCXHUYCCKUC W HWHLIC MCPOIIPUATUA,
KOTOPBIC HeO6XOI[I/IMO 6y,I[eT IIPOBECTHU B CBA3HU C IPUHATUECM HOPMATUBHOI'O TOKYMEHTA,

MEpCUCHb paHCC U3OAAHHBIX .HHA, noJIcKalmux OTMCHE B CBA3H C U3JIaHMECM HOBOI'O HOPMATUBHOI'O
JOKYMCEHTA,

npeyiaraeMblid CpoK JUIsl pa3paboTKU MIPOEKTa HOPMATUBHOTO IOKYMEHTA.

3.8. CornacoBanue mpoektoB JIHA ocymecTBisieTrcss B cOOTBeTCTBUM ¢ myHKTamu 4.1 - 4.13
[IprMepHON UHCTPYKLIUH.

3.9. JIHA yrBepxkaaercss NpUKAa30M PYKOBOJIUTENS, €CIM OJHOBPEMEHHO C YTBEPKICHUEM
HOPMAaTUBHOTO JIOKYMEHTa HEOOXOAWMO WPHUHATH MEpPbl OpPraHU3alMOHHOTO, (PUHAHCOBOTO,
TEXHUYECKOIO, KaJpOBOIO WJIM HMHOTO XapakTepa U JaTb COOTBETCTBYIOIIME MOPYYEHUS
PYKOBOJIUTEISIM CTPYKTYPHBIX MOJPA3/ICICHNN WM HHBIM PaOOTHUKAM OpPTaHU3aINH, & TAaKXKe eCIH
HE0OXOIMMO BHECTH U3MEHEHUS WM MPU3HATh YTPATUBIIUMU CHITy paHee yTBepkaeHHbie JIHA.

3.10. Usmenenwus B JIHA u ormena JIHA odopMIsStoTCst MpUKa3oM pyKOBOJUTENS OPTaHU3AINN HITH
MHOI'0 JIOJKHOCTHOT'O JIMI[a, IPUHUMABILEro peiieHue o6 yreepxxaenun JIHA.

Usmenenus B JIHA u ormena JIHA, yTBepXkJeHHbIE HEMOCPEICTBEHHO COOCTBEHHOPYYHOM
MOJIKMCHI0 PYKOBOJMUTENS OPraHM3aldyd UM UHOTO YIOJHOMOYEHHOIO MM JOJKHOCTHOIO JIMIA B
rpude yTBep>KIeHUs, BHOCITCS MPUKA30M, U3aBa€MbIM PYKOBOJIUTENIEM OPraHU3alliid WU WHBIM
YIOJTHOMOYEHHBIM UM JTOJKHOCTHBIM JIMIIOM.

3.11. B Tekcre mnpukaza 00 yTBepKAECHHUH, U3MeHeHMH wuiaun oTtMeHe JIHA wucnons3yrorcs
(bOopMyINPOBKHU:

npu yrBepkeHuu HoBoro JIHA: "VTBepnuth (HazBanue JIHA)" unu "Y1Bepauts (HazBanue JIHA)
U BBECTH B jieiicTBHE ¢ (nata)". Hanpumep:

1. Y1Bepauts [lonoxkeHne o JIOKaIbHBIX HOPMAaTUBHBIX AKTaX OPraHU3alnu,

WIN:

1. YTBepauts lllTaTHOE Oopranusanuu Ha 2018 rog u BBecTH ero B Aeiictue ¢ | suBaps 2018

r. (mpuIIoXKEeHue).
IIpY BHECEHUU W3MEHEHUH B paHee yrBepxaeHHbIN JIHA: "Buectn nsmenenus B (Ha3Banue JIHA).
Hanpumep:

1. Baectu cnenyromue n3menenus B llltatHoe pacnincanue Ha 2018 ron, yrBepxkaeHHOE
npukazoM OBY "HaumenoBanue opranuzanuu" ot 25 nexabdbps 2017 r. N 345: ...
npu oTrMmeHe paHee yrBepkaeHHoro JIHA: "IlpusHate yrpatuBmmm cuiny (HasBanue JIHA),
yTBepKJIeHHoe ...". Hanpumep:



4. ITpusHate yrpaTtuBmuM cuity [lonoxeHne o HEeHOPMUPOBAHHOM paboyeM JHE,

yTBepxkaeHHoe npukazom ®BY "HanmenoBanue opranuzamuu” ot 15 deBpans 2015 r. N 22.
3.12. OcHoBHbIMU pekBu3uTamMu JIHA sBisioTCA: HauMEHOBaHHWE OPraHU3allMM, HAUMEHOBAHHE
BUJIAa JOKYMEHTa M 3arojIOBOK K TEKCTY, COCTaBISIOLIUE OAHO Iiefioe, Tpud YTBEP>KIACHHS, MECTO
U3JIaHUS IOKYMEHTA.
Ecmun mpoekr JIHA sBisercss MHOTOCTPAaHHMYHBIM M K HeMy OGOPMIISICTCS THUTYJBbHBIA JIUCT,
YKa3aHHBIE BbIIIE PEKBU3UTHI PA3MEILAIOTCS HA TUTYJIHLHOM JIMCTE.

3.13. Undopmanus crnpaBoYHOrO xapakrepa (rpaduku, cxembl, TaOIHIbI, (HOPMBI JTOKYMEHTOB)
odopmiseTcs B Bue npuiioskennii Kk JIHA.

Ha mpunoxenusx k JIHA odopmiisiercs pekBU3UT "OTMETKA O MPHIIOKEHUU" B COOTBETCTBHH C
NyHKTOM 2.44 [TpuMepHOI HHCTPYKIIHH.

3.14. JIHA BcTynaer B CHJIy B CPOK, YKa3aHHBIN B MPUKa3e, KOTOPbIM yTBepxkaeH JIHA, wiu ¢ natsl
yrBepxaeHus JIHA.

3.15. PacnopsiauTenbHble JOKYMEHTBI OpraHu3aluy U3JatTcs B GopMe NpUKa30B U pacopsKEeHHUH.
Pexomenryembie 00pa3iubl oopMiIeHUs TpUKa3a 1 pacropsokenus (mpuiokenus N 2, 3).

[Ipuka3el U3AAIOTCS B LIETAX OPOPMIICHUS PEIICHUI:

HOPMAaTHUBHOTO XapakTepa (ecau mpukazoMm yreepxkaaercs JIHA wunum mpuHUMaeTcs peuieHue
OpPraHM3al[MOHHOTO XapakTepa, HampuMmep, NpukKa3 o0 YTBEPXKIEHUU CTPYKTYphl M ILTATHOU
YHCIIEHHOCTH OpTaHH3aIHH );

OpraHru3aliMOHHOro, AAMHUHUCTPATUBHOI'O, B TOM YHCJIC OIICPATHBHOI'O XapaKTCpa II0 BOIIPpOCaAM
OCHOBHOH JICATCILHOCTH OopraHu3anuvu.

3.16. IIpoexTbl NpHUKa30B IO OCHOBHOH JAEATEIbHOCTU TOTOBST CTPYKTYPHBIE IOApa3IeiICHUs
OpraHu3alliii Ha OCHOBAHWW TIOPYYEHHUH PYKOBOACTBA JHMOO B WHHUIMATUBHOM MOPSJKE.
OTBETCTBEHHOCTh 332 KAYECTBEHHYIO ITOATOTOBKY NPOEKTa MpHKas3a, COTJACOBAHHUE U IPABHUIIBLHOE
oopMIIEHHE MPOEKTa HECET PYKOBOJAUTEINb MOJPA3/IEIeHHs], KOTOPbIA FOTOBUT MPOEKT MPHKa3a U
IIPEJICTABIISIET €r0 Ha MOIHUCH.

3.17. KoHTponb 3a NpaBWIBHOCTBIO O(OPMIIEHHS IMPOEKTOB MNpHKa30B ocymiecTBiser Ciyx0Oa
JIeJIONIPOU3BOICTBA OPTaHU3ALHH.

3.18. Ilpukassl, u3naBaeMble B OpraHU3allMM, HE JOJKHBI IPOTUBOPEUYUTH 3aKOHOJATEIHCTBY
Poccuiickoit @enepanuu, YcraBy OpraHu3aiuu, JOKaJIbHBIM HOPMATHUBHBIM aKTaM OpPraHU3aldHd U
paHee U3/IaHHBIM ITPUKa3aM OpraHU3alHH.

3.19. Ilpuka3bl 10 OCHOBHOMU AESITEIBHOCTH U3IAI0TCH:

BO HCIOJIHEHUE HOPMATUBHBIX MMPABOBBIX AKTOB OPTaHOB IOCYJAPCTBEHHOM BJIACTH U BBILIECTOSIIUX
OpraHu3aLui;

B IIENISX OCYIIECTBICHUS YIPABICHYECKOW IESITENbHOCTH, BBITEKArOImed u3 (GyHKUMNA W 3amad
OpraHH3aIiHy.

3.20. Ilpuka3sl MO OCHOBHOM JI€ATENBHOCTH COCTAaBJSIOTCSI HA OCHOBE TIIATEIBHOTO U
BCECTOPOHHETO M3YYECHHS BOIPOCOB, TPEOYIOMIUX pa3perieHus, YTOObI COAEpIKaIIuecs B MPUKa3ax
MopyueHusi ObUTM KOHKPETHBIMH, OOECTIEUNBATINCh JOCTATOUHBIMH MaTepUaTbHO-TEXHUUYECKUMHU U
(MHAHCOBBIMU CpPEJACTBAMU ¥ B JaJbHEUIEM HCKIIOYAIA HEOOXOJUMOCTh KOPPEKTUPOBKH
MPUHSTHIX PEIICHUH B CBS3M C HEMOTHOTOM UM HEOPaOOTKON MPEIbIAYIIEro MPUKa3a.



3.21. Ipuka3sl opraHuzanuu oQOpPMIISIOTCS Ha OJaHKE MpHUKa3a C HCIOJIb30BAaHHEM CIIEAYIOIINX
PEKBU3UTOB: JaTa JOKYMEHTA, PETUCTPAllMOHHBIII HOMEp JOKYMEHTA, 3aroJ0BOK K TEKCTY, TEKCT,
noanuck. Jlata ¥ perucTpaliMoOHHbIM HOMEp IpUKa3a MPOCTaBIISIIOTCS IOCE MOANMCAHUS MpUKa3a
PYKOBOJUTEIIEM OpraHU3aLUH.

3.22. 3arojioBOK K NpHUKa3y IeYaTaeTcsi 4yepe3 OJUH MEKCTPOUYHBIM MHTEpBal MOJ PEKBU3UTAMU
OJlaHKa clieBa OT I'paHUIbl JIEBOTO IoJid. Touka B KOHILIE 3aroJIoBKa HE CTABUTCS. 3arojoBOK K
npukazy dopmynaupyercs ¢ npeiorom "o" ("00"), KpaTKO M TOYHO OTpa)kas COJEpKaHUE TEKCTa
npukasa. Hampumep:

OO0 yrBepkaeHnn MHCTPYKINH 1O AETOIPONU3BOJICTBY;
O nopsiike GUHAHCHPOBAHUS PEKIAMHON KaMITaHWU;
O co3paHun PKCIEPTHON KOMHUCCHU.

3.23. TekcT mpuKa3a COCTOMT W3 JABYX 4YacTeil: 000ocHOBaHMA (TMpeaMOysbl) U pacHOPsSIUTEIbHON
yacTH. B 000CHOBaHMM yKa3bIBa€TCsi OCHOBAHME, NPUYMHA MM LEdb M3JaHUS JIOKYMEHTA.
Hanpuwmep:

B cootBercTBHU ¢ prKazoM MUHUCTEPCTBA CBSA3H U MACCOBBIX KOMMYHHUKAIIUN OT 25
nexabpst 2014 . N 1494 "O6 yrBepxnaenuu [IpaBui oOMeHa JOKYMEHTaMH B 3JIEKTPOHHOM
BU/IE TIPY OpraHHU3aIiK HH(HOPMAIIMOHHOTO B3aUMOJICHCTBUS " ...
B nensix opranuzanuu 1 npoBeieHus: paboThl O AKCIEPTU3E LIEHHOCTH JOKYMEHTOB,
00pa3yrIUXCs B AEATEIbHOCTH OpTaHU3aI|K, U OTOOPY UX JIJIs Mepeauu Ha XpaHEeHHe B
apXuB OpraHU3alMK U K YHUYTOKEHHUIO ...
3.24. PacnopsiauTenbHas 4acTh MPUKa3a HAYMHACTCS CIOBOM '"MpUKa3bIBalo'", KOTOpOE MedaraeTcs
CTPOYHBIMHU OYKBaMH BpPa3psIKY.
PacniopsiauTenpHas 4acTb MOXKET COJIEPIKATH!

pelIeHNs OpraHu3allMOHHOrO XapakTepa (yTBepIauThb, CO3/aTh, MpeoOpa3oBaTh, JUKBUIUPOBATH,
NPU3HATH YTPATUBIINM CHITY);

KOHKPCETHBIC ITOPYUCHUS C YKA3AHUECM HCITOJTHUTCIIA (I/ICHOJ'IHI/ITCJ'ICI\/’I) 1 CPOKOB UX BBITIOJIHCHUA.

3.25. Kaxnoe pemenue (mopydeHue) ohopmisieTcs B MpHKa3e KaK OTIAEIbHBIN MyHKT. [IyHKTHI
MpHUKa3a pPacroyiaratoTcsl B JIOTHKO-BPEMEHHOUW MOCIEA0BATEIHLHOCTH M HYMEPYIOTCS apabCKUMH
nuppamu. Ecnu nmopydyeHue JaeTcsi KOHKPETHOMY MOJpa3fesieHUI0, €ro HauMEHOBAHUE MUIIETCS
MOJTHOCTBIO, B CKOOKaxX YyKa3bIBalOTCA (PaMHIIMs U WHUIMATIBl PYKOBOAMTENS MOJpa3ielieHUus B
MMEHUTEIBbHOM najaexe. Hanpumep:

... IPUKa3bIBAIO:
1. Yuebno-merognueckomy otaeny (Gamwmmmst 1M.0.) k 01.11.2017 moaroToBUTH 1
MPEJICTAaBUTh Ha YTBEPKIEHUE IJIaH yieOHO-MeToAnueckoi padotel Ha 2018 rog.

Ecnu mopyueHue naeTcss KOHKPETHOMY HCTIOTHHUTEIN0, €r0 JIOJDKHOCTh U (haMIUIUS YKa3bIBAIOTCS
0e3 cCKkoOOK B maTenbHOM majniexe. Hanpumep:

3. 'maBrOMY Oyxrantepy (Pamunus M.0.) TOATOTOBUTE U MPEICTABUTHh HA PACCMOTPEHHE H
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YTBEPXKACHHUE CMETY KOMaHAUPOBOUHBIX pacxooB Ha 2018 rox B cpok x0 30.11.2017.

[IpeanuceiBacMoe NEWCTBUE BBIpa)KaeTCs Tarojom B HeompeaeneHHou ¢opme. He pomyckaercs
yIOTPeOIATh HEKOHKPETHBIE BhIpaKeHUs THMA "ycuiuTh", "yckopuTh", "oOecneunTs B KpaTyaime
cpoku".
Ecnu ogHOMY HCIIOTHUTENIO HEOOXOAMMO MOPYYUTh HECKOJIBKO Pa3HbIX 3a/JaHUIl C OJJHUM CPOKOM
BBINIOJIHEHUS, OTBETCTBEHHBIM HCIIOJIHUTENb M CPOK MCIIOJHEHMs YKa3bIBAIOTCS OAMH pa3 B
OCHOBHOM IIYHKTE, a IOPYYEHUSI BBIACISIFOTCS B OTJEJIbHBIE NOANYHKTHL. Eciin y nopyuenuii pazueie
CPOKH HMCIIOJIHEHUS], CPOKH YKA3bIBaIOTCSA HE B OCHOBHOM IIYHKTE, a B KQXJIOM IOJIITYHKTE.

CpOoK HUCHOJIHEHHsI JOJDKEH OBITh pealbHBIM, COOTBETCTBOBATh OOBEMY MpEHAIoaraeMbix padoT.
[Ipu ycTaHOBIEHUH CpOKa CIIEyeT YUUTHIBATH BpPEMs JIOBEJICHUS JTOKYMEHTa JI0 KOHKPETHBIX
UCHOJIHUTEIIEH.

Cpok HCIIONHEHUS B IIYHKTAaX pacHopsIUTENIbHON YacTH MPHUKa3a HE YKa3bIBAeTCs B CIydyasx, €CiU
JIEMCTBUSI HOCAT PETYJSIPHBIA XAapaKTep M MX BBIIIOJHEHHUE IPEAIUCHIBAETCS HA BECh IEPHOJ
neiictBus  npukasza. KonuuecTBO MCHNONHMUTENEM MO KaXJAOMy MYHKTY (TIOAMYHKTY) HE
orpannuyuBaerca. OTBETCTBEHHBIN UCIIOJHUTENb YKa3bIBAETCS IIEPBBIM.

Ecnu nmpuka3 OTMEHSIET IMOJHOCTBIO WIIM YAaCTUYHO PAHEE H3JAHHBIC JIOKYMEHTBHI II0 TOMY XK€
BOIIPOCY, TO B MPEANOCIETHEM IyHKTE IpHKa3a HEOOXOAMMO HX TMEPEYUCIUTh C yKa3aHUEM
HalMEHOBAHMSA JOKYMEHTa, €ro JaThbl, HOMEpa, 3aroysoska. Hanpumep:

4. [lpu3HaTh YTPAaTUBIINM CHITy IPUKa3 opranu3zanuu ot 5 aprycra 2010 r. N 175 "O6
YTBEPKJIEHUH DKCIIEPTHON KOMUCCUU OpraHU3alMu".
[TocneaHuii MyHKT MpHKa3a - MYHKT O KOHTPOJE, B HEM YKa3bIBaIOTCS JIOJKHOCTH JIMLA,
OTBETCTBEHHOT'O 32 UCIIOJIHEHHE JOKYMEHTA B IIeJIOM, ero (haMuins U uHunmanbsl. Hanpumep:

4. KoHTpOJIb 32 HCHIOJHEHHEM NPUKa3a BO3JIAraeTcsl Ha 3aMEeCTUTENIS TeHEPaIbHOT O
nupextopa @amunus 1.0.
B oTaenpHBIX caydasx pyKOBOAUTENb OPraHU3AMH MOKET OCTaBUTh KOHTPOJIb 3a COOOI:

KoHTpomb 3a ncnoaHeHneM nprkasa OCTaBIIsAI0 32 COOOM.
3.26. He Bxirovaercs B TEKCT npuka3a nyHKT "lIpuka3 nosectu no ceeneHus ...".
[Tonpa3nenenuss U JOHKHOCTHBIE JIMIA, JO CBEIEHUS KOTOPBIX HEOOXOJMMO JOBECTH IPHKa3,
NEePeUUCISIIOTCS B yKazaTese (JIMCTe, CHHCKE) PacChUIKH, KOTOPBIM T'OTOBUTCS MCIOJHUTENIEM U
MOXKET 0QOPMIIATHCSI HA 0OOPOTHOM CTOPOHE MOCIEIHETO JIHCTa IPUKa3a.

3.27. B npuka3ax He JOIyCKaeTCs:
M3MEHEHHNE PaHEE YCTAaHOBIIEHHBIX CPOKOB BBITMIOJIHEHMS 3a/laHU B CTOPOHY UX YBEIIMYCHHS;

INPUMCHCHUEC IMPOU3BOJIBHBIX COKpaHICHI/Iﬁ WM HCKaXCHHE HaWMCHOBAHHIA CTPYKTYPHBIX
HOIlpEB,Z[CJ'ICHI/Iﬁ OpFaHHSaHHﬁ, NOABCAOMCTBCHHBIX OpFaHHBaHHﬁ-HCHOHHHTCHeﬁ;

MPUMEHEHHE MTPOU3BOIBHBIX (HE OOMIENPUHATHIX) TEXHUYECKUX U IPYTUX TEPMUHOB, COKPAIICHHBIX
CJIOB 1 HAUMEHOBAHMIA.

3.28. Ilpu HaimuyuM TPWIOKEHUH B TEKCTe TMpHUKa3a B COOTBETCTBYIOMIMX ITYHKTax
pacropsiANTEIbHOW YacTU JAaroTCsl OTCBUIKU: ... (mpuioxkeHue N 1); ... (mpuioxenue N 2); ...
"'COryIacHO MPUJIOKEHUIO", Ha MPHIIOKEHUH 0OPMIIIETCS OTMETKA O TPUIIOKEHUU:



[Tpunoxxenne N 1

K npukazy ®bY "HaumeHnoBanue

opraHu3amuu’

ot 12.11.2017 N 215
N3nanue BMECTE ¢ IPUKA30M MPUIIOKEHHM, HE YIIOMSHYTBIX B TEKCTE IOKYMEHTA, HE 0IIyCKAeTCs.
Ecnu 10KyMeHT, yTBEp»ACHHBIN MPUKA30M, BIOCJIEICTBUU JEUCTBYET B BUJE CaMOCTOSTEIHHOIO
JOKYMEHTa, Ha TMEPBOM JIUCTE JOKYMEHTAa B BEpPXHEM IIPaBOM YIIIy MPOCTABISAETCS TPHP
yTBepKAeHUs (IIPU HEOOXOIUMOCTH, - C YKa3aHUEM HOMepa MPUJIOKEHUS ), HallpUMep:

WNHucTpykuus YTBEPX/JIEHA
npukazom ®bY "HaumenoBanue
opraHuzanuun”
ot 22.01.2017 N 5
3.29. PacniopspkeHHST OQOPMIISIFOTCS TI0 T€M K€ MPaBHJIaM, YTO W TPUKA3bl, 32 UCKIFOYCHUEM TOTO,
YTO B KOHIIE MpeaMOyJIbl CTaBUTCS JBOETOYME, IMOCTE YEero CIEAYIOT MYHKTHI PACHOPSAUTEIbHOM
yactu. Hanpumep:

B nensax ncnonnenus npukasa ®bY "Haumenosanue opranuszanuu" ot 22 asrycra 2017 r.
"O6 opranuzanuu U IpoBeAeHUH KoHKypca "Jlydmuit cekperaps kommanuu - 2017":
1. PykoBoauTensiM yrnpaBlieHH, OTACNIOB U JabopaTopuit B cpok a0 10 centsOps 2017 r.
IIPEJCTaBUTh CBOU MPEAJIOKEHNS O KAaHUIATypax CeKpeTapei u Ae10npor3BoAuTeNeH JUIs
ydacTusi B KOHKypcCe.
2. ...
PacnopspkeHust MOTYT HE IMETh TIpeamMOyJIbL.
3.30. Jlo mpeacraBieHHs Ha MOANUCH NPOEKT INpuKaza (PacHOpsDKEHHUs) COIJIaCOBBIBAETCS C
3aMHTEPECOBAHHBIMU JIMIIAMU B COOTBETCTBUHM € MyHKTaMHu 4.1 - 4.11 IlpumepHOl HHCTPYKLIUH.

3.31. Tlpuka3 TMOANMMCHIBAET PYKOBOAWTENb OpraHW3allMd WA JIMIO, WCIIOJHSIONIEe €ro
00s13aHHOCTH.

PaCl'IOpSDKeHI/IC MMOAINUCHIBACTCA PYKOBOJUTEIICM W/ UHBIMHA YIIOJIHOMOYCHHBIMHU UM JIMIIAMHU.

3.32. Konuu mpukas3oB (pacnopspKEHUI) pacChUIalOTCS B COOTBETCTBUHU C yKazaTesleMm (JIUCTOM,
CIIUCKOM) PacChLIKH.

DJNeKTpOHHAs KOIHUs TMpHKa3za pa3MeniaeTcsi B COOTBETCTBYIIeH Oaze nmanubix COJl mnm Ha
KOPIIOPaTUBHOM IIOpTaJle OpraHu3anuu B cetu "MHrepHeT".

3.33. Ilpu odopmieHnn mprkasa, i3aBaeMoro COBMECTHO C JIPYroi OpraHu3aIueil:
0JIaHK HE UCTIOJIb3YeTCH;

HAaUMEHOBAHUS OpraHU3aluil IeyaTaroTCcsl Ha OJHOM YPOBHE;

HauMeHoBaHue Buaa nokymenrta (IIPKA3) pacnonaraercst mo neHTpy.

JlaToii COBMECTHOrO IIpHKa3a SIBIAETCA JaTa IPOCTABICHUS IOCIECIHEW MOIIUCHA HAa JTOKYMEHTE.
PerucrpaniuoHHbli HOMEpP COBMECTHOTO IPHKa3a COCTOMT M3 PETUCTPALMOHHBIX HOMEpPOB,
IIPUCBOEHHBIX KaXJI0W U3 OpraHU3aluil U MPOCTABIISIEMBIX YEPE3 KOCYIO YEPTY B MOPAIAKE YKa3aHUs
OpraHu3aIui - aBTOPOB JJOKYMEHTA.



TexkcT COBMECTHOrOo TpHKa3a H3Jaraerca OT TIEpBOro JHMIA MHOXKECTBEHHOrO 4Yucia
("mpuka3piBaeM"), IOANMKUCH PYKOBOJIUTENIEH OpraHU3alliid PAcIOararoTCs Ha OJJHOM YPOBHE CJIeBa
Y CIIpaBa.

3.34. JleATenbHOCTh MO COBMECTHOM BBIPAOOTKE pEIICHUN Ha 3aceJaHUsiX COBETOB, KOMHUCCHH,
COBCIIAHUAX 0(HOPMIIAETCS MPOTOKOIAMH.

[TpoToKOII cocTaBisieTCss HA OCHOBAaHUH JAUKTO(POHHBIX (PYKOMUCHBIX) 3aMUCEH, MPOU3BEICHHBIX BO
BpeMsl 3acelaHMsi, MPEACTaBIECHHBIX TE3UCOB JOKJIAJOB M BBICTYIUICHHUH, CIPAaBOK, IPOEKTOB
pelieHui (I0CTaHOBIJICHUH ).

[Iporokon opopmIisieTcsl B TEYCHUE OJJHOTO - TPEX JHEH MOCIe MPOBEACHHs 3aCeAaHus, €CIIU CPOKH
€ro MOJATOTOBKU HE OTOBOPEHBI 0C000.

3.35. PekBu3uTaMH MPOTOKOJA SBIISIIOTCA: HAaUMEHOBAaHWE OpraHU3allid, HAMMEHOBAaHUE BHUAA
JIOKYMEHTA, 3arojIoBOK K TEKCTY, JJaTa U MECTO 3aceJaHusi, PEruCTPallMOHHBIM HOMEp MPOTOKOJIA,
TEKCT, TTOIIHCH.

3.36. 3aronoBoK K TEKCTy IPOTOKOJIa OTBEYaeT Ha Bompoc 'dero?" M COAEPKUT YyKazaHUE
HOJpa3/ieeH s WK OpraHa, JesiTeIbHOCTh KOTOPOro nNpoTokoiupyercs. Hanpumep:

IMPOTOKOJ 3aCCJaHuA aTTECTAllMOHHON KOMHCCHUU
IMPOTOKOJ 3aCCJaHuA Hay‘IHO-MeTOI[HqGCKOﬁ KOMHUCCHH.

Jaroil mpoTokosia siBisieTcsl Aara 3acefaHus. Eciau 3acenaHue mpoaosKaeTcss HECKOJIBKO JIHEH,
YKa3bIBaeTCs JlaTa Hayaja 3ace/laHus U Yepe3 THpe - 1aTa okoHyaHus: 12 - 13 mas 2018 r.

3.37. TekcT npoTOKOJIa IOJKEH COCTOSATh U3 JIBYX YacTel: BBOAHOM M OCHOBHOW. B BBOAHOI "acTu
MPOTOKONIA YKa3blBalOTCS (aMuiauu mpexacenarens (MpeAcenaTesIbCTBYIOIIET0); CeKpeTaps;
q)aMI/IJII/II/I Y4aCTHUKOB, NPUCYTCTBYIOIUX Ha 3aCCAaHUH; JIML, HNPUIITIAIICHHBIX Ha 3aCCIAAaHUC,
IIOBECTKA JTHS.

Ecnu konmuecTBO MPUCYTCTBYIOIIMX HA 3acCeJaHWU MPEBBINIACT 15 4eaoBeK, B BBOJHOM 4YaCTH
MPOTOKOJA JIEJIAeTCsl CChLJIKA HA CIHCOK, SBISIOLIIMKACS HEOTHEMIIEMOM 4YacTbKO IIPOTOKOJIA.
Hanpuwmep:

[IpucyrcrBoBanu: 25 den. (CIUCOK MPHJIaraeTcs).

BBogHas dWacTh MpOTOKONA  3aKaHUMBAETCS  TMOBECTKOM  JIHS, COJEpIKallei  IepedeHb
pacCMaTpuBaCMbIX BOIIPOCOB, IMNECPCUHUCIICHHBIX B TMOPAAKE HUX 06CY}KI[CHI/I$I C YKazaHHMEM
JOKJIaTYMKa M0 KaKIOMY paccMaTpruBaeMOMY BOIpocy. Bompockr moBecTku THS GOPMYITUPYIOTCS C
npemsioroM "o" ("06"), medyararoTCs OT TPAHUIIBI JIEBOTO TIOJISI U HYMEPYIOTCSl apaOCKuMu 1udpamu.

B ocHOBHOI yacTu pOTOKOIa PUKCUPYETCS XO/1 3acEeJaHUsl.

3.38. TlonHbBIH MPOTOKONI COAEPKUT 3aMKUCh TOTO, YTO MPOUCXOIUIO BO BPEeMsl 3aceaHus, BKIIOUas
BOITPOCHI K JOKJIAAYUKY, OTBETHI HA HUX, BBICTYIIJICHUA B XOJC O6CY)KJI€HI/I$[ BOIIpoCa, pe3yJabTaTbl
TOJIOCOBAHUS TI0 BOMPOCY U MPUHATHIE penieHus. Pekomenayemsbiii obpaszer; opopmiieHUs TOTHOTO
npoTokoa (mpusnoxxkerue N 4).

Kparkue mnpoTokosibl BenyTCd TMPH PACCMOTPEHUH BOIMPOCOB OIMEPATUBHOTO  XapakTepa.
Pexomennyemsbrii obpazerr ohopmiieHHs KpaTKoro mpoTokona (mpuioxenue N 5). B kparkom
MpoTOoKoJe (UKCHpPYETCs TeMa OOCYXIeHHs, (pamMuwius JOKJIaTIMKa IO BOMPOCY U TPHUHSATHIC
peLeHus.



3.39. OcHoOBHas 4acTb IIOJHOTO IPOTOKOJA COCTOMT H3 PAa3AeiioB, IOCBSILIEHHBIX BOIPOCAM
HOBECTKH IHA. XOJA PAacCMOTPEHHS KaKJOro BOMpPOCa 3aIMCBIBACTCS B IOCIIEAOBATEIBHOCTH:
CJIYIIAJIA - BBICTYIIWJIN - PELIWJIN.

[TocranoBnenue (pemieHUE) B TEKCT MPOTOKOJA BHOCUTCS TOJHOCTBIO B TOH (OpPMYITUPOBKE,
KOTOpasi Obljla MPUHSTA Ha 3aC€AaHUM; IPU HEOOXOAUMOCTH IPUBOJSATCS UTOTU rojlocoBaHus: "3a -
..., IPOTUB - ..., BO3JIEPKAIOCH - ...".

3.40. IIporokon 3acemaHusi TMOJIHUCBHIBaETCS mpenacenareneM (MpeAcenaTesbCTBYIONUM) H
CeKpeTapeM 3ace/laHus, eciu HHoe He ycTaHoBieHo JIHA.

3.41. Ilpu HEOOXOIMMOCTH KONMHUU MPOTOKOJOB WIJIM BBIMMCKH W3 TPOTOKOJOB PACCHUIAIOTCS
3aMHTEPECOBAHHBIM JIMIAM B 3JIEKTPOHHOM BHUJI€ B COOTBETCTBHHM C YKA3aTEJIEM PACCHUIKH.

B BbImuCke M3 MPOTOKOJIA JOJKHBI BOCIHPOM3BOIUTHCS BCE PEKBU3UTHI 3arojIOBOYHON YaCTH
MIPOTOKOJIA, BBOJHAS YacCTh, BOMPOC MOBECTKH [HA, [0 KOTOPOMY T'OTOBHUTCSI BBIHUCKA, U TEKCT,
OTpakaroIui 00CyKI€HUE BOIIPOCA U IPUHATOE PELICHHUE.

3.42. JlenoBoe (ciyxeOHOE) MUCHbMO TOTOBUTCS Ha Oylanke mucbMma. [Ipu cocraBieHuu mHcemM
OoOpPMIISIOTCSI  PEKBU3UTHI: aJlpecaT, 3arojOoBOK K TEKCTy, TEKCT, WOJIKNCh, OTMETKa 00
UCIIOJTHUTENIC, B HEOOXOJMMBIX CIlydasx - OTMETKa O TPUJIOKEHUHU. PexomeHmyemblii oOpaser
odopMIIeHHS JIeJI0BOT0 MHchMa (mpuiiokenue N 6).

3.43. Ecim mmchbMO SBISETCS OTBETOM Ha MOCTYNMUBIIMKA 3ampoc WM TPOCHOy, 3aIlOIHSETCS
PEKBU3UT "CChUIKA HA PETUCTPALIMOHHBIA HOMEP U 1aTy ITOCTYIMBLIETO MUChMa'.

HaumenoBanue Buja nokymeHTta ('muchMo'") M PasHOBHAHOCTH NMUChMa (Hampumep, "mpocsda',
"undopmanuonnoe", "compoBoautenabHoe", "3ampoc", "HarmomMuHaHuE") B JENOBBIX (CIY>KEOHBIX)
MUChMaX HE YKa3bIBAIOTCS.

Ecnau nucemo HampaBisieTcst agpecary IO 3JIEKTPOHHOM Iodre WM 1o (akcy 0e3 JOCBUIKH IO
oYyTe, BMECTO IOYTOBOIO aJpeca YKa3blBaeTCs aApec JIIEKTPOHHON TIOYThl WJIM HOMEp
TenedoHa-gakca.

3.44. JlenoBoe (cimyxkeOHOE) THCBMO JOJDKHO OBITH TMOCBSAIIEHO OXHOMY Bompocy. Ecmu
HEOOX0MMO OOpaTUTbCd B  OPraHM3ALMI0  OJHOBPEMEHHO IO HECKOJIBKMM  BOIIPOCAM,
PEKOMCHAYCTCA COCTABUTL OTACIIBHOC IMUCHbMO 10 KaXXJI0MY U3 HHUX.

ITnceMO MOXKET KacaThbCsl HECKOJIBKUX BOIIPOCOB, €CJIM OHU B3aMMOCBA3aHbI.

345.B OJHOM ITMCBbMC HE JOJIXKHO OBITH OOJICe YCTBIPEX aJpecaTosB, IIpHU 3TOM OCHOBHOH aapecar
YKa3bIBACTCA MEPBBIM, OCTAJIBHBIM aJipe€caTaM IMUCbMO HAITPABJIACTCA JIA CBEACHHA.

HpI/I H606XO)II/IMOCTI/I HaIllpaBUTb TIMCbMO 6OJ'H:>IJ_IeMy KOJIMYCCTBY aApeCaToB, TOTOBUTCS CIIMCOK
PACCBUIKH, U TMCbMa PACCBUIAOTCS IO CITUCKY.

3.46. Ilpum cocraBieHMM JAENOBBIX NHCEM MCHOJb3YyeTCSd BCTYNMUTENbHOE oOOpalleHue u
3aKJIIOYUTEIbHASA ATUKETHAS (paza B COOTBETCTBHHU C IMyHKTOM 2.43 [IpumepHON HHCTPYKLIUH.

3.47. TekcT MUChbMa U3J1aracTcs:

n

oT 1-ro numa MmHOkecTBeHHOTO uncia ("mpocum ...", "mpeanaraem ...", "HamoMuHaem ...");

"

oT 3-Tto Juna CAMHCTBCHHOI'O 4YHCIIa ("HpCIalI/IHTI/IC CYUTACT BO3MOXXHBIM ..., "I/IHCTI/ITYT HC

pacrosaraeT BO3MOKHOCTBIO ...");



oT 1-ro nuua equHCcTBeHHOTrO yncina ("mpomry ...", "mpeanaraio ..."), eciu nuckMo oQopmIIseTcs Ha
IOJHKHOCTHOM OJIaHKE.

3.48. Ecnu mpoekT nenoBoro (ciy:ke0HOro) muchbMa HampaBisieTCsl aapecary MO MoYTe, MPOEKT
TOTOBHUTCS B JIBYX JK3EMIUIIpax: OIUH 3K3eMIULIp odopmisiercs Ha OnaHKe, BTOPOH 3K3EMILIAD,
npelHa3HaYeHHBIN I BUSHPOBAHUS) - HA CTaHJAPTHBIX JIMCTax Oymaru.

HenoBoe (ciry’keOHOE) HHCBMO [0 IPEACTABICHUS HA MOAMHUCh JODKHO OBITH COIJIACOBAHO
(3aBM3UPOBAHO) CO BCEMH 3aMHTEPECOBaHHBIMU JMLamu. CoriacoBaHue (BU3UPOBAHME) EIOBBIX
IIMCEM IPOBOJUTCS B COOTBETCTBUM € ITyHKTamMu 4.1 - 4.11 IIpumepHON HHCTPYKLUN.

3.49. [lenoBoe (cimyxeOHOE) MHCbMO IOANUCHIBACTCS PYKOBOIMTENIEM OpraHU3allMd WIH WHBIM
yIIOTHOMOYEHHBIM MM JuIoM. lloamucanHoe penoBoe (CIy)keOHOE) THCHMO —MOJJICKUT
pETUCTpaIfK U OTIPABKE.

He AOIIYCKACTCA OTIPAaBJIATh agpecaTaM IMUCbMa, HE UMCIOINME JaThl U PETUCTPALIMOHHOI'O HOMEpPA.

3.50. TIlocme noAnucanuAa IIMCbMa HW Cro perucCTpaivid SK3CEMIULAP IIMCbMa C BH3aMH
3aNHTCPCCOBAHHBIX JIMI IMTOMEIIACTCA B ACJI0.

3.51. AKTHI COCTaBIISIIOTCS Ha OCHOBE YTBEP)KJIEHHBIX OpraHaMU BIACTH YHU(PHUIIMPOBAHHBIX (POpPM
WIM B CBOOOJHON Qopme B LensiX NOATBEPKICHUS (PAKTOB, CBS3AHHBIX C JAESITEIbHOCTHIO
opranu3aiuu. PekomenayeMslii oopasen odopmienus akta (mpuinoxenue N 7).

3.52. HpI/I COCTAaBJICHUHU AaKTOB HUCIIOJIB3YKHOTCA PCKBU3UTBI: HAUMCHOBAHUC OpraHU3aIUuU;
HAaMMCHOBAHUC BHUJA AOKYMCHTA, JaTa HOKYMCHTA, pGFI/ICTpaHI/IOHHI)IfI HOMCp JOKYMCHTA, MECTO
COCTAaBJICHUSA UJIN U3JJaHUA JOKYMCHTA; 3ar0JIOBOK K TCKCTY; ITIOAIIUCH.

3.53. JlaToii aKTa SIBJSETCS JaTa COCTaBJICHMS aKTa M TIOAMUCAHUS €TI0 COCTaBUTEIISIMH.

Ecnu dopmoii akTa mpenycCMOTPEHO €ro YTBEp KIECHHUE PYKOBOJUTEIEM OpraHU3alldd WU WHBIM
YIIOJTHOMOYEHHBIM JOJKHOCTHBIM JIMIIOM, aTOW aKTa SBJISIETCS 1aTa €r0 YTBEPKIACHUS.

3.54. B BBOAHOI YaCTH aKTa B UMEHUTEIHLHOM IaJIeKE YKA3bIBAIOTCS:

OCHOBaHUE COCTaBJIEHUS aKTa (JOKAJbHBI HOPMATHUBHBIM aKT; PACHOPSAUTENbHBIH JIOKYMEHT
opranu3auuu (IpuKa3, pacrnopsbkeHue); (pakT WM cOoObITHE, MOCTYKMBIIEE OCHOBAaHHEM IS
COCTaBJICHUS AKTA);

COCTaBUTENM akTa (mepedyucisitorcss mnocie cinoBa "CocTaBiaeH" ¢ yKa3aHMEM JIOJDKHOCTEH,
HAaNMEHOBAHWW  OpPTaHW3allMi, €CIM COCTABHTENM SBIISIIOTCS  TNPEACTABUTEISIMH  APYron
opraHu3zanuu, GaMuInil 1 THULIHAAJIOB).

Ecnu akT cocTtapieH KOMI/ICCI/IGI\/’I, HepBOI\/’I YKa3bIBaCTCA (I)aMI/IJ'II/ISI npeacenareyiisi KOMUCCHUu, 3aTeM
YJICHOB KOMHCCHH B aJ'I(l)aBI/ITHOM MOopsJaKeE.

3.55. B TekcTe aKkTa M3ararTCs IeJU U 3a1a4l COCTABIICHHS aKTa, CYITHOCTh, XapaKTep, METObI U
CPOKH MPOJICIIAHHOM PabOThI, €¢ Pe3yJIbTaThl.

HpI/I HGO6XOJII/IMOCTI/I AKT MOXET COACPIKATh BBIBOABI U PEKOMCHIAIIUH.

B 3akmrounTenbHOR 4acTH akTa YKa3bIBAOTCA KOJUYCCTBO IMOATOTOBJICHHBIX 3K3CMIUIAPOB aKTa U
MCCTOHAXOXKIACHUC KaXJIO0ro OSK3EMINIApPA. KommaectBo OK3EMIIISIPOB  aKTa  OHNpPCACTIACTCA
KOJMYCCTBOM CTOPOH, 3aMHTCPCCOBAHHBIX B €0 COCTABJIICHUU, NJIM HOPMATHBHBIMU Tpe6OBaHI/I$IMI/I,
PErIIaMCHTHUPYIOIIUMHU COCTABJIICHHUE AKTOB KOHerTHOI\/'I PAa3HOBHUIHOCTH.



3.56. DK3eMIUBIpbl aKTa MOAMKCHIBAIOTCS BCEMH YIIEHAMU KOMHUCCHH (€CIIM aKT COCTaBIISJICS
KOMUCCHEH) WIH COCTaBUTENSIMU U, P HEOOXOAUMOCTH, IPUCYTCTBOBABIIMMHU JTUIIAMH.

[Tpy moanucaHuM akTa MpejaceAarTesieM U 4WieHaMH KOMHCCUM HAauMEHOBAaHMs MX JIOJDKHOCTEH He
YKa3bIBAIOTCA.

Oco00e MHEHHE COCTaBUTENId aKTa u3jaracTcsd Ha OTACIBHOM JIMCTC, IMOANUCHIBACTCA U
MMpUIaracTCsa K aKTy.

3.57. Ecmm 3akoHonmarenbcTBOM Poccuiickoil @Penepanuu NpeayCMOTPEHO O3HAKOMIIEHUE C
COJCpKAHMEM aKTa JIMI, YHNOMSHYTBIX B akTe, [OJ IOJIMCh, Ha IOCIEIHEH CTpaHuLE aKTa
MPOCTaBIISIETCSl  O3HaKoMuTenbHass Bu3a "C akToM oO3HAaKOMJICH(BI)', TMPU STOM YKa3bIBAIOTCS
HalMEHOBAHUS JIOJKHOCTEH, JIMUHBIE MOANUCH, PACIIM(POBKH MOJINHUCENH, JaThl O3HAKOMJICHMS.
JIuna, KoTopble 3HAKOMSTCS C COJAEPKAHUEM aKTa, UMEIOT IIPABO HE COIVIACUTHCA C COJAEpKAHUEM
aKTa B II€JIOM MM €ro OTJEJbHBIMU IOJIOKEHUSIMHM, YTO JOJDKHO OBITh 3a(MKCHPOBAHO IpU
03HAKOMJIEHUHU C aKTOM.

3.58. Jlokmannas (ciy)keOHas) 3alMCKa HUCIOJNb3YeTCsl JJIs ONEPaTUBHOTO HMH(OPMAIMOHHOTO
oOMeHa MEXIYy CTPYKTYPHBIMU TOJPA3JCICHUSIMH W PYKOBOJICTBOM. PexomeHayemble 00pasiibl
oopMIICHHUS JOKJIATHOW 3alUCKA M CIY)KCOHOW 3amMCKH, TOATOTOBICHHOW Ha OCHOBE
JIEKTPOHHOTO mabdioHa (mpuioxenus N 8, 9).

3.59. O6s3arenbHBIMU PEKBU3UTAMM JIOKJIAAHOMN (Ci1y>KeOHOI) 3alIUCKU SIBJISIFOTCSI: HAUMEHOBAHUE
CTPYKTYPHOTO TIO/Ipa3/iesieHHs], HANMEHOBAaHHE BH/a JIOKYMEHTa (JIOKJaIHas 3alMcKa, CIIyKeOHas
3aIicKa), JarTa, 3aroJ0BOK K TEKCTY, apecar, TeKCT, HOAIHUCH.

3.60. IIpu agpecoBaHMM IOKJIATHBIX (CIY:KEOHBIX) 3alMCOK YKa3bIBAIOTCA B JATEILHOM MaJexke
JOJKHOCTB JIMIIA, KOTOPOMY aJIpeCOBaH JOKYMEHT, paMiivs U HHUIHAIeL. Hanpumep:

3aMeCTHUTENI0 TeHepaIbHOTO

mupexkropa ®BY "HaumenoBanue opranuzanun”

®amuius 1.0.

WIN:

PyxoBoautento JlenaprameHTa

WHGOPMAIIMOHHBIX TEXHOJIOTHIA

®amunus 1.0.
3.61. HdoxianHele (cinyKeOHbIE) 3aMCKH MOTYT COCTaBJISATBCS, pacCMaTpHUBATbCS M XPAHUTHCS B
TE4YEHUE YCTaHOBJIEHHOT'O CPOKa UCKIIIOUUTENBHO B JIEKTpOHHOM Buje B CO/L.
[Ipu opranuzanuu paboOThl C JOKJIATHBIMU (CIYXEOHBIMH) 3allUCKAMU B JJIEKTPOHHOM BHJIE
UCTIOJIb3YIOTCS 3JIEKTPOHHBIE IIa0JIOHBI T0KIaJHON U CIY)KeOHOM 3aIHCOK.

3.62. Tekcr moknanHoW (ciykeOHOM) 3amUCKU, B 3aBUCUMOCTH OT CIIOKHOCTH COAEp)KaHUS U
MIPUBOAMMON apryMEHTALMH, COCTOUT U3 OJHOM, IBYX WJIM TPEX YaCTEH:

B nep130171 JaCTHU H3JIararoTcsa IMPpUYUHBL, (I)aKTLI NN C06LITI/I}I, MOCIYKHUBIIUC TIOBOAOM JJIA
COCTaBJICHHUA JOKYMCHTA,

BO BTOpOI\/’I HaCTH JacTCs aHaJIn3 CIIOJKUBIIICHCS CUTyalll, BOBMOXHBIC BapUaHThI €€ PCIICHU,
B TpCTBCﬁ YacCTH U3J1arar0oTCsa BbIBOIEI.

3.63. Peructpanus AOKIAAHBIX M CIYXKeOHBIX 3amucok ocymiectBisercs B COJl, mpu OTCYyTCTBUU
C3/1 - B CTpYKTYpHOM TIO/Ipa3I€NIEHUH, TTOATOTOBUBIIIEM JTOKYMEHT.



3.64. JlenoBele muchbMa, HaMpaBsieMbIe 3apYOEKHBIM KOPPECIIOHIEHTaM (B TOM YHCIE ajpecaraMm
rocynapctB - ObiBmux pecnyosmk B coctae CCCP), odopmistorcs Ha OnaHkKe MHChMa
OpraHu3aly ¢ PEKBU3UTAMHU HA PYCCKOM M OJHOM M3 MHOCTPAHHBIX SI3BIKOB.

3.65. IluceMo, HampaBisieMoe 3apyOeKHOMY aJpecaTy, COCTABIIACTCS HA PYCCKOM SI3BIKE, TPOXOAUT
COTJIACOBAHME CO BCEMH 3aMHTEPECOBAHHBIMU JIMIAMH OpraHH3alMd, II0CIe Yero IMUChMO
MEPEBOAUTCS HA OJUH W3 HWHOCTPAHHBIX S3BIKOB (SI3BIK ajapecaTa WM AHTJIUMHUCKUM SI3BIK) U
opopmiusiercs Ha ONaHKe TUChbMA, NPEAHA3HAYCHHOM JUIS TEPEIUCKH C  3apyOeKHBIMU
KOPPECIIOHICHTAMHU.

[TonnuHHUK nrcbMa, 0OPMIICHHBIN Ha OJJHOM M3 UHOCTPAHHBIX SI3BIKOB, JIOJKEH OBITH MICHTUYEH
M0 COJICPIKAHUIO FK3EMIUISIPY HA PYCCKOM SI3bIKE C BU3aMU 3aMHTEPECOBAHHBIX JIUII.

3.66. Ha mnoamuch pyKOBOJUTENIO TMPEICTABISAIOTCS: SK3EMIULp MHCbMa 3apyO0eKHOMY
KOPPECIOH/IEHTY, O(GOPMJICHHBI Ha ONaHKe, KONHsS JAaHHOTO NHChbMa HAa CTaHJAPTHOM JIUCTE
6YM3,I‘I/I C BU3OH HCIIOJIHUTCIIA, OK3CMILIAP IMUCbMa Ha PYCCKOM A3BIKC C BU3aMHU 3aMHTCPCCOBAHHBIX
JIHLL.

3.67. Ilocne noanucanus NucbMa PyKOBOJUTEIEM UM UHBIM YITOJIHOMOYEHHBIM UM JIULIOM:

IK3eMIUIAp TNHUChMa, OQOPMJICHHBIH HAa  ONlaHKe, TMOANHWCAHHBIA  PYKOBOAWTEIEM  H
3aperucTpupoBaHHbIi B CiykOe IeI0npon3BO/ICTBA, HAIIPABISIETCA afpecary;

KOITMS IMChMa C BHU30M HCIIOJHHUTEISI U SK3EMILJIAP MMUCbMa, COCTaBJICHHBIN Ha PYCCKOM A3BIKE, C
BH3aMH 3aMHTCPCCOBAHHBIX JIUI IIOMCIIAOTCA B ACJIO.

3.68. IlucbMma, HampaBisieMble 3apyOeXHbBIM ajipecaTam, JOJKHBI UIMeTh PEKBU3UTHI: ajpecar, J1arta,
PEruCTPAaLlMOHHBINA HOMED, TEKCT, ITOIHUCH.

ITpy HEOOXOIMMOCTH MOTYT OQOPMIIATHCSI PEKBU3UTHI ""CChIIIKA HA PETUCTPALIMOHHBINA HOMED U J1aTy
noctynuBiiero nuceMa" M "3aroysioBok K Tekcty'. Ha kxonmum mnucbma, momMeniaemMod B JIENO,
JIOTIOJTHUTEIBHO MPOCTABIISIETCSl OTMETKA 00 UCTIOJHUTEE.

3.69. PexBusut "agpecatr" odopmisieTcs crpaBa NOJ PEKBU3UTaMU OylaHKa. AjpecatoM MHCbMa
MOJKET OBITh OPTaHU3alNS WIN KOHKPETHOE JIHIIO.

Ecin nucbMo afpecoBaHO OpPraHM3allid, CHadajla JAaceTcs €€ HAaUMEHOBAaHHWE, 3aTe€M - IOYTOBBIN
aZipec B IOCIIEAOBAaTEILHOCTU: HOMEpP JOMa WIM 3]1aHMs, Ha3BaHUE YIMIbI, Ha3BaHUE TOPOAA;
CTpaHa.

Kaxaplii 25eMeHT azapeca NUIIETCd Ha OTAEIbHOM cTpoke. HasBanme ropoga, Kak IpaBHIIO,
nevaraeTcsl NponucHbIMU OykBamu. Hampumep:

Brook & Son Toymakers

61 - 71 Steel Street

BRIDGETOWN

BR61 7RE

US.A.
CrnoBa Avenue, Street, Place u unble B afipece NUIITYTCS C MPOMUCHON OYKBBI.
[Ipu odopmieHnH MOUYTOBOTO ajpeca 3apyOeKHBIM KOPPECIOHJIEHTaM IYHKTyalusi He
MPUMEHSAETCS.

HpI/I aApCeCOBaHUU IMUCEM HeO6XO,Z[I/IMO YUYUTBIBATH TPAAULIUH, XAPAKTCPHBIC JIA OTACIBHBIX CTpaH



(HanpuMmep, B BennkoOpuTaHuu nocie ykazaHusi ropoaa MOXeT ObITh yka3aHo rpagcerso, B CLIA -
Ha3BaHUE IITATA).

Ecnu B Ha3zBaHuu ¢upmbl npucyTcTBYeT hammuius juna (Hanpumep, W. Edward & Co., Ltd), nepexn
Ha3BaHUEM (DPUPMBI IPHUHATO CTABUTH CIOBO Messrs (cokpaiienue ot Messieurs - rocroja).

Eciu nuceMo azapecyercs KOHKPETHOMY JIMILy, MEepel Ha3BaHMEM OpraHu3allid YKa3bIBaloT
(baMUIHIO U TOMKHOCTh pA0OTHHUKA HITU €TO JIOJDKHOCTb.

Hanpumep:

Mr. Andrew Roach

Sale Manager

Super Toys Ltd

Chatfield Road

NEWTOWN

NE12 OLD

U.S.A.
3.70. B nuceMax 3apyOexkHBIM agpecaram jgata oQopMIiIsieTcsi CIOBECHO-IU(POBBIM CIIOCOOOM B
MOCIIE0BATENBHOCTH: I€Hb MECs1la, MECSII, TOJI.
Hampumep: 24 suBaps 2017 r.

[lpm cocraBneHMHM THMCbMa Ha AaHTJIHMICKOM S3bIKE JIONycKaeTcs odopmileHHE JaThl B
MOCJIEI0BATENbHOCTH: TO/1, MecsL, ieHb Mecsna. Hapumep: 2017, January 24.

3.71. B nucbMax 3apyOeXHBIM aJpecaraM HCIOJIb3YIOTCS BCTYIHUTEJIbHbIE OOpalleHusl 110
JOJDKHOCTH W 1o (hamMuinu aapecara. Hampumep:

YBaxaemblii rocrioiuH Toproselil COBETHUK!
YBakaeMbIi TOCIIOAUH AHTeNoB!

3akaHYMBAETCS MMCbMO 3aKJIIOUUTEILHON 3TUKETHOHM (pazoil "C yBaxeHuew, ...".

IV. CorinacoBanue npoekToB J0kyMeHTOB. [loagnucanue (yrBep:kaeHue) NpoeKToB
AOKYMEHTOB

4.1. CornacoBaHue MpoOeKTa JOKYMEHTa MPOBOAUTCS J0 €ro MOJANUCAHUS PYKOBOJIUTENIEM B LIETSAX
OLICHKM COOTBETCTBUS IIPOEKTa 3aKOHOJaTenbcTBY Poccuiickoil @Denepanuu, JIOKaIbHBIM
HOPMAaTUBHBIM aKTaM OpraHU3alliy, KauecTBa U 3PPEKTUBHOCTH MPEAJIAraeMOro peIIeHHUs.

CornacoBanue IMPOCKTA AOKYMCHTaA OpTraHu3ycTCAd HCMMOCPCACTBCHHBIM HUCITOJTHUTECIIEM
(COCTaBI/ITCJ'ICM) U PYKOBOOUTCICM IMOAPA3ACIICHUA-UCIIOIHUTCIIA W IMPOBOAUTCA B IpcAciiax
YCTAaHOBJICHHOI'O CPOKa UCITIOJTHCHUS.

4.2, HpI/I HaJIMYUKU B OpraHu3aluuu C3I[ COTrJIaCOBaHUC NPOCKTOB JOKYMCHTOB OCYHICCTBIIACTCA B
ABTOMATHU3UPOBAHHOM PCKHUME IOCPECACTBOM HAIIPABJICHHUA TIPOCKTOB MOOKYMCHTOB JIMIAM,
HAa3HAYCHHBIM B KaUCCTBC COTJIACYIOIUX, U O(I)OpMJ'ICHI/ISI PE3YyJIbTATOB COIJIaCOBAHUS B C3I[

CormacoBanue MMPOCKTOB JOKYMCHTOB MOKCT OCYHICCTBIATHECA NTOCPEACTBOM KOpHOpaTI/IBHOﬁ
9J'I6KTp0HHOI71 IIO4YThI H O(l)OpMJ'IeHI/IH HCIIOJIHUTCIIEM JIMCTAa COIJIaCOBaHHA C MPUIOKCHHUEM
SJICKTPOHHBIX COO6IJ.IGHPII>1 JIMI, Y9aCTBOBABHIUX B COIIACOBAHUH MMPOCKTA JOKYMCHTA.



4.3. CormnacoBaHue MPOEKTOB JIOKYyMEHTOB ¢ paOOTHHKAMU OpraHU3alud W/HIN JAPYrHMHU
OpPraHM3alUsIMA OPTaHHW3yeT MCHOJHUTENb IOCIE COTJIACOBaHUS B paboueM MOpPSIKE IMPOEKTa
JOKYMEHTa C PYKOBOJHUTEIEM CTPYKTYPHOTO IOJPA3/ACICHUs U B COOTBETCTBUH C MHCTPYKIHEH O
JICTIONPOM3BOACTBY ~ OpPraHW3allMd WM  HMHBIMH  JIOKQJbHBIMH ~ HOPMATHBHBIMHU  aKTaMH,
PETyIHPYIOIUMHE MPOLIECC COTIIACOBAHUS (BU3UPOBAHUSA) IPOCKTOB JOKYMEHTOB.

4.4. IIpoeKThl TOKYMEHTOB COTJIaCyIOTCSI:
HENOCPEICTBEHHBIM HCIIOIHUTEIEM U PYKOBOAUTEIIEM MOAPa3/1eICHUS-UCTIOTHUTES;
COUCIIOJIHUTENSAMHU (IIPU UX HAJIUYHH);

PYKOBOIMTENSIMH  CTPYKTYPHBIX TOJpa3AciieHui, paOOTHUKAMH OpTraHU3AIMH, HAIPaBICHUS
JEATEIIFHOCTH W/WiKM  (yHKIMOHANbHBIE OOS3aHHOCTH KOTOPBIX 3aTParuBarlOTCS B IIPOEKTE
JOKYMEHTa W/MJIM KOTOpbIE yKa3aHbl B MPOEKTE JOKyMEHTa B KaueCTBE HCIIOJHHUTENEH (B ciydae
BPEMEHHOTO OTCYTCTBUSI PYKOBOJMTENS TOAPA3/ENEHHUs] MPOCKT IOKYMEHTa BH3HPYET JHIIO,
BPEMEHHO UCIOJHSIOLIEE €ro 00s13aHHOCTH );

3aMECTUTEISIMU PYKOBOJUTENSI OpPraHU3allii, KypUPYIOIIMMU 3aTPOHYThIE B NPOEKTE JTOKyMEHTa
BOMPOCHI (€ciu JOKYMEHT MOIUCHIBAETCS (YTBEPKIAETCS) PYKOBOAUTENEM OPTaHU3AIIHHN );

I0puAnYecKoil ciyx6oii (mpoexktoB JIHA, mpoekToB nNpuKas3oB);
Ciy>x001i IeIOnPOU3BOICTBA.

[TpoekTsl AOKYMEHTOB, peanu3alys KOTOpbhIX TpeOyeT (hPMHAHCOBBIX 3aTpaT, COIJIACOBBIBAIOTCS C
(MHAHCOBBIM MOJPA3/IEICHUEM.

He nomyckaercst HanpaBiIsITh Ha COIJIACOBAHUE MPOEKT JOKYMEHTA OJHOBPEMEHHO ABYM WM Ooiiee
pabOTHUKAaM OJIHOTO CTPYKTYpPHOIO MOJpa3jieleHus. B KkauecTBe UL, COINAcyOIIMX HPOEKT
JIOKYMEHTA, JI0JKHBI BBICTYIIATh IPEUMYLIECTBEHHO PYKOBOJAUTENMN CTPYKTYPHBIX IIOIpA3ICICHUN.

4.5. BHemHee coriacoBaHuE€ IPOEKTAa JOKYMEHTA OCYILECTBISETCS MOCPEACTBOM HAIPaBICHMUS
IIPOEKTA B JIPYTyH0 OPraHU3ALMIO C CONPOBOAUTENBHBIM IMCBMOM, B KOTOPOM YKa3bIBAE€TCS CPOK
COTJIaCOBAHUA.

Ecnu opranuszanmu, corjacyromiue HpOeKT JOKYMEHTa, SBIAIOTCA ydacTHUKaMu ofHoi COJI,
corjacoBaHue MokeT ObITh mpoBeaeHo B COJl 06e3 HampaBieHUs CONPOBOJUTENBLHOTO MHCbMa U
OJTHOBPEMEHHO C BHYTPEHHUM COTJIaCOBAaHHEM.

4.6. Cpoku coOriacoBaHHs JIOKYMEHTOB YCTaHaBJIMBAIOTCS WHAMBUAYAJbHONH HWHCTPYKLHMEH IO
JIeNIOTIPOU3BOICTBY /WM WHBIMHU JIOKAJIbHBIMH HOPMAaTHUBHBIMU aKTaMU B 3aBUCHMOCTH OT BHUJA
JOKyMeHTa W o0beMa JOKyMEHTa, BKIIOYas TPWIOKEeHUs K Hemy. CpokH COTrTacoBaHHS
JIOKYMEHTOB COCTABIISIIOT <1 1>:

<11> MHauBHIyadbHONH HHCTPYKLMEH MO JENONPOU3BOACTBY MOTYT OBbITh YCTaHOBJIEHBI HHBIE
CPOKH COTJIaCOBaHMsI TPOEKTOB JOKYMEHTOB.

MPOEKTHI JIEJIOBBIX (CIIyXeOHBIX) mHceM - 1 - 3 pabouux nHs;

MIPOEKTHI MPUKA30B 0e3 mpuiiokeHut - 1 - 3 pabouyux aHs;



MPOEKTHI MPUKA30B C MPHIIOKEHUSIMHU CIIPABOYHOIO XapakTepa - 3 - 5 pabouux nHei;

MPOEKTHI IPUKA30B C MIPUIIOKEHUEM JIOKATLHBIX HOPMAaTUBHBIX aKTOB B 3aBUCUMOCTH OT UX 00bheMa
(ae 6onee 50 crpanun) - 5 - 10 pabounx qHEH;

MPOEKTHl JIOKATBHBIX HOPMATHUBHBIX AaKTOB, YTBEPKIACMBIX HEMOCPEACTBCHHO IOAIMKCHIO
pykoBoautens (He 6oaee S0 cTpanwu) - 5 - 10 pabouunx aHEi;

IPOEKTHl IPOTOKOJIOB 3acelaHuil (coBellaHWH) NpU HEOOXOAMMOCTHM HX COIVIACOBAHUA, B
3aBHCHUMOCTH OT 00beMa JTIOKyMeHTa - 1 - 3 pabouux JHs.

Cpoku corimacoBaHusl IPOCKTOB JOKYMEHTOB, HAINpPaBIIEMbIX Ha BHEIIHEC COIJACOBAHUE HE
JIOJDKHBI cOCTaBIATh Oosee 30 KaeHIapHbIX JHEH.

B KOHKPCTHBIX CJIydadXx B 3aBUCUMOCTH OT COACPIKAHHMA MW Ha3HAUYCHHUA JOKYMCHTA CpPOK
COIJIaCOBAHMS MOXKET OBITh COKpalll€H UK YBCIIMYCH I10 PCHICHUIO PYKOBOAUTEIIA, KYPHUPYIOLIETO
HaIrpaBJICHUEC ACATCIbHOCTH, 110 KOTOPOMY I'OTOBUTCA MPOCKT PCIICHM.

4.7. Odopmnenne pe3ynbTatoB corjacoBanus JIHA u© pacnopsauTEeNnbHBIX JOKYMEHTOB
OCYILIECTBIISIETCS. B BUJIE BU3, NIPOCTABISEMBIX 3aMHTEPECOBAHHBIMU JIULIAMU HA IOCJIETHEM JIMCTE
MpOeKTa JOKyMEHTa (Ha €ro JIUIEBOM WIM OOOPOTHOH CTOpPOHE) WM Ha OTIEIHHOM JIUCTE
COTJIACOBAHUS, SIBIISIONIEMCS HEOTHEMJIEMOH 4acThio TIOKyMeHTa. OTMETKH O cOoryiacoBaHuU (rpud
COrJlacoBaHUsl U BH3bI) OGOPMIISIIOTCS B COOTBETCTBUM ¢ myHKTamu 2.45, 2.46[IpumepHoii
UHCTPYKLHUU.

IIpu cornacoBaHuu J€NOBBIX (CIIy’)KEOHBIX) IMHCEM BHU3bl IPOCTABIAIOTCS Ha KOINWU MHCbMa
(BM30BOI 3K3eMIUIAP), KOTOPBIA IMOCHE MOANMCAHUS IOJUIMHHUKA IMMUCbMAa M €ro pPerucTpalnuu
IIOMEIIAeTCsl B J€I0, WM Ha 000pOTe MOUIMHHMKA IHChMA, €CIM MHChMO HAIlpaBIIETCs aapecaTy
1o (akcy WIM 3JIEKTPOHHOHM Moure. DTOT ke SK3EMIULIp MHUChbMa Iocie OTHPaBKH ajapecary (Io
(dakcy Ui 3JIEKTPOHHOM 10YTE B BUJIE 3JIEKTPOHHOM KOMKK) IIOMEUIaeTcs B JEI0.

HpOCKTH IMPOTOKOJIOB BU3HUPYIOTCA JIMLAMH, BBICTYIIABIIMMU Ha 3aCCAaHUU (COBCH_[aHI/II/I) IIyTeM
MMPOCTaBJICHUSA BHU3bI Ha JICBOM IoJIC JOKYMCHTA HAIpoTHB 3alluCHu BBICTYIIJICHUA
COOTBCTCTBYIOIIICTO pa6OTHI/IKa.

4.8. CorylacoBaHue€ IPOEKTOB JOKYMEHTOB MOkeT ocymecTBiATbess B COJI. Ilocne 3aBepiieHus
IpoLEAYypbl coriacoBaHus (MpU CO3AaHUU MOJJIMHHHMKA JTOKYMEHTa Ha OyMa)XHOM HOCHTEJNE) JIMCT
cornmacoBaHusi pacrneuarsiBaercss u3  COJl, NpUKIaAbIBaeTCsl K NPOEKTYy JOKYMEHTa H
MPEJICTaBIISIeTCS Ha OJMUCh PYKOBOIUTENIO OPraHu3aluy (MHOMY YIOJHOMOYEHHOMY UM JIUILY).

CornacoBaHne BHYTPEHHUX JOKYMEHTOB, CO3JaHUE, XPAaHEHHUE U MHCIOJIb30BAaHUE KOTOPBIX
ocymectisiercs nocpeactsom COJI, mpoBoautcsi B CO/] B 2I€KTPOHHOM BHUJIE.

HpI/I COrJIaCOBaHUU IMTPOCKTOB BHYTPCHHUX AOKYMCHTOB, CO3JJAHHBLIX Ha 6YMa)KHOM HOCHUTCIIC, BU3BI
MMPOCTABJIAIOTCA HCITOCPEACTBECHHO HA IPOCKTC NOKYMCHTA.

4.9. Tlpu BHEIIHEM COTJIACOBAaHUH, MOJyUEHHOM MHUCHMOM, WJIM COTJIACOBAHUU MPOEKTa JTOKYMEHTa
KOJIJIETHAJIHBIM (COBEIIATEIbHBIM) OPraHOM C (pUKcalueil pemeHust O COrlacoOBaHUU B MTPOTOKOJIE
3acelaHusl MCIOJHUTENb OPOPMIISICT Ha MPOEKTe NOKYMEHTAa WIM B JIMCTE COIJAacOBaHUS Ipug
COIIACOBaHUsS B COOTBETCTBUU € MyHKTOM 2.45 ITpumepHoit uHcTpykuu. ITucema o cornacoBanun
(BBITIMCKA U3 MMPOTOKOJIA) MPUJIAraroTcs K MPOEKTY TOKYMEHTA.

4.10. B xone cornacoBaHusi MpOeKTa JOKyMEHTa pabOTHHK, COTJIACYIOIIMM JOKYMEHT, IPUHUMAET
OZHO U3 CIEAYIOIINUX PELICHUN:



COrJIaCoBaTh MPOCKT JOKYMCHTA oe3 38.MC‘-I&HPII>1;
COorjIacoBaTh MPOCKT JOKYMCHTA C 3aMCHAHUAMMU,
OTKJIOHHUTB IIPOCKT JOKYMCEHTA,

yKa3arh, YTO HE MMEET OTHOLICHUS K MPOEKTY AOKyMEHTa (pacCMOTPEHHE BONPOCa, MO KOTOPOMY
NPUHUMAETCS PeIIeHUE, HE BXOAUT B 00S3aHHOCTH paOOTHHKA).

BospaxeHnus 1o npoekty npukasa (pacopspkeHHs), BOSHUKAIOIIKE IIPU COIVIACOBAHUU, M3JIaratoTcs
B CIIPaBKeE, KOTOpas MpUIaraercs K MpoeKTy, uiu BHocutcs B CO/L.

Ecimu IMPOCKT JOKYMCHTaA COIJIaCOBaH C 3aMCYaHHAMH, OTO O3HAYACT, 4YTO 3aMCHaHUA HOCAT
pe,I[aKHI/IOHHHﬁ XapakTep, U IOCIEC UX HNPHUHATHUA HUCIIOJHHUTCICM IPOCKT HE Tpe6yeT IIOBTOPHOI'O
corjiaCoBaHuUs.

HpOCKT JOKYMEHTA OTKJIIOHACTCA JIMIIOM, COIJIaCyIOIIUM JOKYMECHT, B ClIydasaXx:
HaJIN4YUA CYIIECTBECHHBIX 3aMEUaHui 110 MMPOCKTY NOKYMCHTA,
HECOorJIacusd € MPOCKTOM JOKYMCHTA.

4.11. HecornmacoBaHHBIH HPOEKT TOKyMEHTa TpeOyeT AOpaOOTKH IO BBHICKA3aHHBIM 3aMEYaHUSIM,
nepeo(OpMIICHUS! 1 TOBTOPHOTO COTJIACOBAHUSI.

4.12. Eciu nipu gopabOTKe MPOEKTa TOKYMEHTA UCIIOJHUTEIh MPUHUMAET PEIICHUE HE yYUTHIBAThH
3aMedaHue (3amMeuaHusi) Juia (JIUI[), Y9acTBOBABIIMX B COIVIACOBAHWH, UCIIOJIHUTEIIEM TOTOBHUTCS
peecTp HEYUYTEHHBIX 3aMEYaHHK, KOTOPHI BMECTE C IPOCKTOM JOKyMEHTa IPEICTaBISACTCS
PYKOBOJUTEIIO OpPraHW3allii WM WHOMY YIOJHOMOYEHHOMY UM JOJDKHOCTHOMY JIMILY,
MO CHIBAIOIIEMY (YTBEPXKIAMOIIEMY) TOKYMEHT. PeecTp HeyuTEHHBIX 3aMEeUaHUi TOAMHUCHIBACTCS
PYKOBOJIUTEIIEM CTPYKTYPHOTO TIOAPA3ICIICHHUSI-UCTIOTHUTEIISL.

4.13. Pemenue o TOM, NPUHMMATh WJIM HE NPUHUMATh HEYYTEHHBIE 3aMEYaHUs MPUHHUMAET
PYKOBOJUTED.

B CIydac ¢€CJIM PYKOBOAUTCIIb HNPUHUMACT PCHICHUC O HCO6XOI[I/IMOCTI/I YUYeCTh 3aMCUaHus,
OTKJIOHCHHBIC HCIIOJTHHUTCIIEM, UCIIOJIHUTCIIb )IOpa6aTI>IBaCT IIPOCKT JOKYMCHTA B COOTBETCTBUU C
BBICKAa3aHHBIMU 3aMCYaHUAMU.

Ecnu pykoBoauTens corjamaercs ¢ MHEHMEM HCIHOJIHMUTENS, OH TIOANUCHIBAET (YTBEpXKIaeT)
JIOKYMEHT.

4.14. JloxymMeHThI, HU3[aBaeMble OT HMMEHU OPraHHU3alUH, TOJIUCHIBAIOTCS PYKOBOJIUTEIEM
OpraHu3ali WIH HWHBIMA YIOJHOMOYEHHBIMH MM JOJKHOCTHBIMU JIUIIAMU (3aMECTUTEISIMHU
PYKOBOJHUTEINSI  OpraHu3alvy, PYKOBOAUTEISAMH  CTPYKTYPHBIX  IOAPA3JEICHUM, HHBIMU
JIOJ>KHOCTHBIMU JIMIIAMH B COOTBETCTBUH C UX KOMIIETCHIMEW, ONPEAEIISIEMON JOBEPEHHOCTAMU Ha
BBITIOJIHEHUE OIPEAECIEHHBIX JEHCTBUM OT MUMEHHU OpPraHHU3allli¥, BHYTPEHHHUMU HOPMATHUBHBIMHU
JIOKYMEHTaMHU OpTaHU3aIin ).

4.15. OTnenpHbIe BUABI BHYTPEHHUX JIOKYMEHTOB (CIyXeOHbIe, 00bICHUTEIbHBIC 3aIIUCKN) HA UMS
PYKOBOJUTENS CTPYKTYPHOTO TMOJpAa3/IeIeHUs] MOAMUCHIBAIOTCS HCHOJIHHUTENEM (COCTaBUTENIEM),
€CJIM pa3pelaeMble IPU 3TOM BOIIPOCHI HE BBIXOAT 3a MPEAEIbl €r0 KOMIETCHIIUH.

4.16. JIokyMeHTbI, HalpaBisieMble B BBICIIME OPraHbl TOCY/IapCTBEHHOM BIACTH, Ha MMS MEPBBIX
pykoBoauTenel (emeparbHBIX OPraHOB MCIOJHUTEIHHOM BJIACTH, PYKOBOAHUTENICH CYOBEKTOB
Poccuiickoit  ®epeparun U 3apyOEKHBIX TOCYNapCTB, MOAMUCHIBAIOTCS PYKOBOJIUTEIEM



OopraHu3aly WA JULOM, UCITIOJIHAIOIIUM €TO 00513aHHOCTH.

4.17. JIOKyMEHTBl, HamIpaBiseMble B II0JIBEJOMCTBEHHbIE M CTOPOHHHE OpraHU3aluHy,
MOANKCBIBAIOTCSA 3aMECTUTEISAMU PYKOBOIUTENA OPraHM3alMy, MHBIMU JOJDKHOCTHBIMM JIMLIAMH
OpraHU3aluu B COOTBETCTBUU C IPEJOCTABICHHBIMA UM IIOJTHOMOYHUSMH.

4.18. JIoKkyMEeHT NOAMKUCHIBACTCS ABYMS WU 0oJiee JTUIaMHU, €CITH 3a COJIepKaHUE TJOKYMEHTA HECYT
OTBETCTBEHHOCTh  HECKOJIBKO PAOOTHHKOB  (JJOKYMEHTBI, IOATOTOBJICHHBIE HECKOJIbKHMH
MoApa3IeICHUSIMHM WJIM OpTraHU3aIUsIMHU, pabodel rpymnoni, KOMUCCUEH).

4.19. lloamuceiBaercsi, Kak NpPaBWJIO, OJUH DK3EMIUIAP JI0KyMeHTa. COBMECTHBIM JOKYMEHT
MOAMKUCHIBACTCSI B KOJIMYECTBE, COOTBETCTBYIOIIEM KOJIMYECTBY OpraHU3alMii, CO3/aBIIUX
JIOKYMEHT.

[lpy HampaBiIeHMHM TUCbMA WM BHYTPEHHET0 HMH()OPMAIMOHHO-CIIPABOYHOTO JIOKyMEHTa
HECKOJIbKUM azipecataM (He Oosiee YeThIpex) MOANMMCHIBAECTCS KaXAbIi OTIPABIsAEMBbIN IK3EMIUISIP
JIOKYMEHTA.

4.20. Iloamuce Ha AOKyMEHTE O(GOPMIIIETCS B COOTBETCTBHU ¢ myHKTamu 2.47, 2.48 IlpumepHoii
UHCTPYKIIHH.

4.21. VTBepxieHUE TOKYMEHTA IPOU3BOAUTCS:

HETIOCPEJCTBEHHO PYKOBOAMTEIEM - IPOCTABICHHWEM COOCTBEHHOPYYHOW TOANUCH B Tpude
YTBEPXKICHHUS;

IIPUKA30M OpPTraHU3aLNH.

4.22. YTBepKIalTcs MpaBWiIa, MOJOXKCHHS, HHCTPYKIIMH, PETIAMEHTHI, HEKOTOPHIE BHUIBI aKTOB,
IUTaHBI, TIPOTPaMMbl U JIPYTHE JOKYMEHTBHI, YCTaHABIMBAIOIIME HOPMBI W/UIM pPAacCUYUTaHHBIC Ha
JIUTeNbHOE TpuMeHenue (mpuioxenue N 10).

Odopmiienne rpuda yTBepKJIeHHs MPOU3BOJUTCA B COOTBETCTBUU ¢ MyHKTOM 2.41 IlpumepHoii
MHCTPYKLHUU.

4.23. Tlonmuce pyKOBOAUTENS OPraHUW3allMd WJIM MHOTO YIOJHOMOYEHHOIO MM JIMIIAa Ha
JIOKYMEHTaxX, TpeOyromux oco0oro YAOCTOBEPEHUs HX TOJMHHOCTH, a TakXe Ha KOIUAX
JIOKYMEHTOB U BBIITUCKAX U3 JOKYMEHTOB 3aBepsieTcs nedarbto (mpuioxkenue N 11).

IIeuats Ha JOKYMCHTC IMPOCTABJIACTCA B COOTBCTCTBHUU C ITYHKTOM 2.49 HpHMepHOﬁ HWHCTPYKIHUH.

V. Opranuzanusi J0KyMeHT0000poTa

5.1. JIokyMeHTOOOOpOT BKIIOYAET BCIO MOCIEAOBATEIHHOCTh MEepPEMENIEHUN JOKYMEHTOB, a Takke
OTIepallfK, COBEpIIAEMbIE C JIOKYMEHTaMH B TPOIIECCE UX CO3JaHWS U HUCTIOJHEHUs (MOIydeHue,
OTHpPABKa, IPEABAPUTEIILHOE PACCMOTPEHUE, PETUCTPALUS, PACCMOTPEHUE PYKOBOJIUTEIIEM ).

5.2. llenp opraHuzanuu JOKYMEHTOOOOpOTa - oOecreueHHe CBOEBPEMEHHOTO MPHUHSATHS
VIPaBICHUYECKUX PEUIeHU W HMX MCHOJIHEHHs. 3ajadya JOKYMEHTOo0OOpoTa - OpraHU30BaTh
JBUKEHHE JTOKYMEHTOB II0 HauMEHEe KOPOTKOMY IIyTM C MHUHMMAJIbHBIMHU 3aTpaTamMu TpyAa M
BPEMEHH, B YCIOBMSX JJIEKTPOHHOIO JOKYMEHTOOOOpOTa - 00eCHeunuTh JOCTYN K JOKYMEHTaM
nosib3oBarensiM CO/] B COOTBETCTBUM € IPEIOCTABIEHHBIMUA UM IIPABAMH.

5.3. B ycnoBusix mpumenenuss COJ] B opraHusainuul HCIOJNb3YIOTCS 3JIEKTPOHHBIE JOKYMEHTHI, a
TaK)KE€ IEKTPOHHBIE KOIIMHU JOKYMEHTOB, ITOJIyYEHHBIE B PE3YyJIbTaTe CKAHUPOBAHUS JOKYMEHTOB Ha



OymaxkHoM HocuTene. JIOKyMEeHThl OpraHu3alliy, UMEIOIUEe BPpEeMEHHBbIe CPOKH XxpaHeHus (mo 10
JEeT BKJIIOYUTENIBHO) MOTYT CO3JaBaThCs, XPAaHUThCA M MCIIOJIB30BaThCSl UCKIIIOUUTEIBHO B (opMe
AJIEKTPOHHBIX JJOKYMEHTOB.

HepequL AOKYMCHTOB, CO3aBaCMbIX, XPAHUMBIX W HCIIOJIB3YCMbIX HCKIIOYHUTCIBHO B (bopMe
OJICKTPOHHBIX TOKYMCHTOB, YTBEPKAACTCA PYKOBOAUTEIIEM OpraHu3aluu.

5.4. Opranuzanysi JBIDKEHUS JOKYMEHTOB B YCJOBHSAX 3JIEKTPOHHOTO JIOKyMEHTO00OpOTa
OCYIIIECTBIISIETCS. B COOTBETCTBUU C PErJaMEHTUPOBAHHBIMU MapHIPyTaMH, pa3padaTbiBaeMbIMU
Cnyx00if  nmenonpou3BOACTBa. MapupyThl JABWXEHHS OpPraHU3alMOHHO-PACTIOPSIUTEIBHBIX
JOKYMEHTOB JIOJDKHBI OBITH ONTUMAJbHBIMU [0 3aTpaTaM BPEMEHH, HE JIOJDKHBI JOIMYCKaTh
OyONMMpYIOMIMX  ONepaluii W BO3BPATHBIX  JABW)KCHUW, HE  OOYCIOBICHHBIX  JICJIOBOM
HEO00XOINUMOCTBIO.

5.5. Opranuzanusi TOKyMEHTOOOOpOTa OCHOBBIBACTCS HA MPUHIIUIIAX:
LEHTpaJIU3aluy Ollepaluii o MPUEMY U OTIIpaBKe JOKYMEHTOB;

pacmpenelieHuss JIOKYMEHTOB Ha  JOKYMEHTOIIOTOKH, HWMEIONINE OJWHAKOBBIA  MapIipyT
(MapupyTHU3aIys 10KyMEHTOB);

OpraHu3aluy NPeIBAPUTEIBLHOTO PACCMOTPEHUS BXOAAIIMX JOKYMEHTOB;

WCKJTFOUEHHS BO3BPATHBIX JBIKEHHI JOKYMEHTA, HE O0YCIIOBICHHBIX JIEIIOBON HEOOXOIUMOCTBIO;
OJHOKPAaTHOCTU PETUCTpPALUU JOKYMEHTOB;

yCTpaHEHUs! HEOOOCHOBAaHHBIX COTJIACOBAHUM MPOEKTOB IOKYMEHTOB;

BPEMEHHOI perlaMeHTaluu omnepauuid 1o o0pabdoTKe, PpPacCMOTPEHUI0 U  COINIACOBAHUIO
JIOKYMEHTOB.

5.6. B nokymeHTOOOOpOTE€ OpraHM3alUd  BBIJACHSAIOTCS  JOKYMEHTONOTOKU:  BXOJSIIUE
(mocTynaroiue) T0KyMEHTbI; UCXOAsINeE (OTIpaBIsieMble) IOKYMEHTbI; BHYTPEHHUE TOKYMEHTHI. B
COCTaBE€ BXOAIIUX U UCXOASIINX TOKYMEHTOB BBIIEISAIOTCS:

JIOKYMEHTBI OPTaHOB FOCYJIaPCTBEHHOM BJIACTH, OPTAaHOB MECTHOT'O CAMOYITIPaBJICHUS;
JIOKYMEHTHI (PHIIHAJIOB U TEPPUTOPUATIBHO 000COOTEHHBIX MOAPA3ACIICHUI;
JIOKYMEHTBI U3 TOCYIAPCTBEHHBIX U HETOCYIapCTBEHHBIX OpraHU3allnii;

3anpocsl  aenyraroB l'ocynapctBeHHod Jymsl u uneHoB Cosera @enepauuu, AeNyTaToB
3aKOHOJATENbHBIX OpraHoB cyOwbekToB Poccuiickoii @®exepaui U OpPraHoB  MECTHOTO
CaMOYIIpaBJICHNUS,

oOpallieHus Tpa)x/iaH;

JIOKYMEHTHI U3 MPaBUTEIbCTBEHHBIX U HENPABUTEIbCTBEHHBIX OpPTraHU3alUi 3apyOeXHBIX CTpaH U
JIpYTHUe rpynmbl JOKYMEHTOB.

5.7. JocTaBKa M OTIIpaBKa JOKYMEHTOB B OpPraHU3allMy OCYIIECTBISIOTCS CPEICTBAMU MOYTOBOMU
CBsI3H, (heTBABErepCKON U KYpbEepPCKOM CBSI3M, HAPOYHBIMU M PA3TMYHBIMU BUIAMH JJIEKTPOCBS3H
(baxcummibHas, tenerpadHas, tenedoHHas, AIEKTPOHHAS IMOYTA, CHCTEMa MEKBEIOMCTBEHHOTO
AIIEKTPOHHOTO JOoKyMeHToobopoTa (MDJ10) <12>, COT).




<12> JIns rocyqapCcTBEHHBIX OpraHu3anuii - yuactHukos M3 J10.

5.8. B opraHuzanuio IOCTaBJIAECTCA KOPPECHOHJEHIMS B BHMJAE IIMCEM, IIOYTOBBIX KapTOYEK,
OaHjeposieil W TAaKeTOB, NEYATHBIX M3JaHUM, TejerpammM, ¢akcorpaMmM, TenedOoHOTpaMM,
JJIEKTPOHHBIX JTOKYMEHTOB U 3JIEKTPOHHBIX KOIIUHI TOKYMEHTOB.

5.9. Ilpuem noxymeHTOB ocymecTsisiercs: Ciyk00i 1enonpou3BoAcTBa. JJOKyMEHTHI, OJIyUYCHHbIE
pabOTHUKAMU OT JPYrHX OpraHu3aluid, Takxke nepenatorca B CiyxOy Ienonpou3BOJCTBA IS
perucTpanuy u/mim ydera.

5.10. Bce mocTynuBIIME B OpraHU3alMIO JOKYMEHTHI MOJAJEKAT IEpPBUYHON 00paboTKe,
BKJIFOYAIOIIEH

MIPOBEPKY MPABUILHOCTHU JOCTABKU JOKYMEHTOB;
MPOBEPKY LIEIOCTHOCTU YIAKOBKHU (KOHBEPTOB, TAKETOB);

BCKpBITHE YMAKOBKU (32 UCKIIOYEHHEM KOHBEpPTOB, MakeToB ¢ momeTkoi "Jluuno" u rpadamm
OTrpaHHYEHUS JOCTYIA K JOKYMEHTY);

IMMPOBEPKY LHCITOCTHOCTU BXOAAIINX JOKYMCHTOB, BKIIIOYas ITPHUIIOKCHUS
YHUYTOKCHHUEC KOHBCPTOB, ITAKETOB NUJIN YIIAKOBKHU;
MMPOCTABJICHUC OTMETKH O MOCTYIVICHUU NOKYMCHTA B OpraHU3alulo.

5.11. OmunboYHO AOCTaBIEHHbIE JOKYMEHTHI MEPECHUIAIOTCS [0 HA3HAYEHHUIO WM BO3BPALLAIOTCS
OTIpaBUTENIO. JIOKYMEHTBI, IOCTYNMBIIME B IIOBPEKICHHOM YIaKOBKE, IPOBEPSIOTCS Ha
OEJIO0CTHOCTD, B TOM YHCJIC Ha HAITMYNUEC MEXaHHUYCCKUX HOBpC)KI[GHI/If/'I.

[TouToBBIE OTHpaBieHUs, HECTAHAAPTHHIE 1O BeCy, pasMmepy, (Gopme, UMeroIue HEPOBHOCTH IO
OOKaM, 3aKJICeHHbIE JIMIIKOM JIEHTOH, HMMEIOLUe CTpaHHbIM 3amax, IBET, MPEeaNoN0KUTEIbLHO
HMCIONIUC BJIOKCHHA, HC XapPaKTCPHBIC IJId ITOYTOBBIX OTHpaBHeHHﬁ, HC BCKPBIBAIOTCA. O
MOJYYEHUU MOJIO3PUTENILHOIO MOYTOBOIO OTIPABICHMS JTOKIaJbIBacTCs pykoBoauTeno CiyxObl
JIEJIONPOU3BO/ICTBA U B CIYX)0y 0€30MacHOCTH (IIPU €€ HAIUYUH).

5.12. llpn DOCTYIUIEHMM BXOJMAIIETO JOKYMEHTa B IIOBPEXKICHHOH YNAaKOBKE, IOBPEXICHUU
JIOKYMEHTA, IPU OTCYTCTBUU B KOHBEPTE (ITaKeTe) JOKYMEHTA, €r0 YaCcTH WM MPUJIOKEHUHN K HEMY,
a TaKXke MPU OTCYTCTBHUHM NOANKCH Ha BXOJSALIEM TOKYMEHTE COCTABIIIETCS aKT B IBYX JK3EMILIApax
Ha OyMa)KHOM HOCHUTEJE, OAMUChIBaeMbIi 1ByMsl paboTHUKamMH City:KObl 1€710IIPOU3BO/ICTBA.

OILI/IH OK3EMIUIAAP aKTa BMCCTC C BXOJAAIIHMM JOKYMCHTOM M €TI0 IMPUITOXKCHUAMH NEPCHACTCA Ha
NpeaABapUTCIIbHOC PACCMOTPCHUE W PETrUCTpalulo, BTOpOfI SK3EMIUIAP AaKTa BBICBUIACTCA
OTHPAaBUTCIIIO.

5.13. KoHBepThI, TaKeThl WIH yIIAKOBKA COXPAHSIIOTCS M MPHUIATAIOTCS K BXOMASAIIUM JTOKYyMEHTaM B
CIIyJasix:

€CJIU TOJIBKO ITO HUM MOKHO YCTAHOBHUTH OTHPABUTECIIA UJIW ATy OTHPAaBJICHUSA,

€CJIM BXOJAIINI JOKYMCHT HNOCTYIIWJI IMO3KC YKA3aHHOI'O0 B TCKCTC HOKYMCHTA CPOKa HMCIOJHCHUA
HJIN OaTbl MCPOIIPUATHUA

npu 0O0JIBIIIOM PACXOXKACHUU MECKAY JaTaMU IMMOATIMCAHUA U IMOJTYYCHHA JOKYMCHTOB.

ITocae 3aBCPUICHUA pa60TBI C HOOKYMCHTOM KOHBCPT BMCECTC C JOKYMCHTOM IIOMCHIACTCA Ha



XpaHEHUE B JIETIO.

5.14. KonBeptsl (maketsl), umerone orMetky "Jlnuno" ("Private"), rpudsr orpannuenus qoctymna K
JOKYMEHTaM, COJEp’KalllUM CBEICHHs] KOH(UIECHIMAIBHOIO XapakTepa, HE BCKPBIBAIOTCS MU
HEePeAAOTCS:

¢ ormetkoi "Jlnuno" ("Private") - HermocpenCTBEHHO azipecary;

¢ rpudaMu OrpaHWUYEHUsS JOCTyNa - B CIYKOY KOH(DHUICHIMATBHOTO JEIOMPOM3BOJCTBA WIIH
paboTHuKy Ciy)0bI JeIONPOU3BOJICTBA, B 00SI3aHHOCTH KOTOPOTO BXOIUT 00pabOTKa JOKYMEHTOB,
COJIepKAINX CBEICHUS KOH(DUICHIINAIBHOTO XapaKTepa.

5.15. Bxopsmue 53I€KTPOHHBIE JOKYMEHTBI, IIOCTYIHMBIIME OT JAPYTHX OpraHu3auuid 1o
9JIeKTpOHHOM  moute, mocpeactBom COJ[  w/mmum  MDOJIO  npunumarotcs  CioyxOoit
JIEJI0NIPOU3BO/ICTBA.

DJEeKTPOHHBIE JOKYMEHTHI, TIOCTYIHBIINE 110 HH()OPMAIIHOHHO-TEIEKOMMYHHKAIIMOHHBIM KaHaJIaM
U MOANKCAHHbIE YCUJICHHOHN KBaJIM(UIIMPOBAHHOM OIUCHIO, BKIItoYaroTesa B CO/] mocne nposepku
AJIEKTPOHHOM MOJIUCU M MOATBEPKIACHUS €€ JIEHCTBUTEIBHOCTH <13>; 3JIeKTpOHHBIE JOKYMEHTHI,
NOCTYNMBIIME OT APYTHX OpraHU3alMil IO JJIEKTPOHHOW I0YT€ M INOAIMCAHHBIE YCUJICHHOU
HEKBATHU(DUIIMPOBAHHON  TMOANMMCHIO WM  TMPOCTOM  DIEKTPOHHOH  MOMMUCHIO,  MPOXOMAT
IIPEIBApUTEIIBHOE  paccMOTpeHne u  Bikimovarorcs B CDOJ[ mpum  Hanuuumm — Mexnay
OpraHu3alUeN-oTIIpaBUTENIEM M OpraHu3alUel-loydareaeM  corlamieHus o0  oOMeHe
3JIEKTPOHHBIMU JOKYMEHTaMHU, IOANMCAHHBIMHA COOTBETCTBYIOIIEH MTOANKCHIO.

<13> WHauBuyanbHOM HWHCTPYKUHEH IO JAEIONPOU3BOACTBY MOXET OBITH IPeryCMOTpEeHa
pacrieyaTtka JOKYMEHTOB, IOCTYNHBIIMX B ()OpME 3JIEKTPOHHBIX JOKYMEHTOB, C IOCIEAYIOIIEH
opranusanuei paboTel ¢ HUIMH KakK € JIOKYMEHTaMH Ha OyMa)KHOM HOCHUTEJE.

5.16. [lepBuunas o0OpaboTka AIIEKTPOHHBIX JIOKYMEHTOB, MOJIy4E€HHBIX 1o
UH(POPMALIMOHHO-TEJIEKOMMYHUKAIIMOHHBIM KaHalaM CBsI3M (JeKTpoHHas modra, MOJIO, caiir
OpraHu3aIiy) OT APYTHUX OPTaHU3alUi U TpaXk/iaH, JODKHA COOTBETCTBOBATH TEXHOJIOTHU PaOOTHI C
BXOJISIIIIUMH TOKYMEHTaMHU.

5.17. TlepBuuHast 0OpaboTKa JOKYMEHTOB 3aBEpIIaeTCsl UX paclpesielieHneM (COPTHPOBKON) Ha
perucTpupyemble U Heperucrpupyemsie (mpuioxenue N 12) <14>.

<14> K AOKYMCHTaM, HC IIOJIC)KAIIUM PErucTpanuv, OTHOCATCA HOKYMCHTBI, HC Tpe6y10mI/Ie
HCIIOJIHCHUA U HC COACPKAIIUC I/IH(l)OpMaIII/II/I, PICHOJII:SyGMOfI B CIIPaBOYHBIX LEJIAX.

5.18. Perucrparnus BXOIAIUX TOKYMEHTOB OCYIIECTBISETCS HE3aBUCUMO OT CIOCO0a MX TOCTaBKH
onuH pa3: B CmyxOe IelIOnpou3BOJCTBA WIM B CTPYKTYPHOM IMOAPA3JICICHUH OpraHU3allid B
COOTBETCTBUU C YCTAaHOBJIEHHOH (hOPMOI OpraHU3aIiy JAeTONPOU3BOACTBA <15>,

<15> B wuHAMBUAYaJIbHONM MHCTPYKLHMHM IO JI€JIONPOU3BOJACTBY YCTAHABIMBAETCS MECTO
PErUCTpalMi BXOSAIIMX JOKYMEHTOB (LIeHTpanu3oBaHHO - B Ciyx0Oe aenonpou3BOACTBA WK B
CnyxOe 1e10npon3BOJICTBA U CTPYKTYPHBIX MOJpPA3JIENIEHUsX), a TaKke CHocol perucrpauuu (B



CD/] unu B perucTpaiioHHO-y4eTHBIX (popMax Ha OyMakHOM HOCHUTEIIE).

JIOKyMEHTBI, IIOCTYNAlOUMe U3 JAPYIMX OpraHu3alMid HEMOCPEACTBEHHO B  CTPYKTYpPHBIC
NOJpa3/eNIeHusl, HO TPeOyIOIe PacCMOTPEHHUsS PYKOBOJCTBA, NMEPEAAIOTCA Ui PETHCTPAlUU |
MpeBapUTeNIbHOTO paccMoTpeHus B Ci1yx0y 1eT0npon3BOICTBA.

5.19. Peructpauusi BXOASIIMX JIOKYMEHTOB OCYIIECTBIISIETCS B J€Hb HMX MOCTYIUICHHS WM Ha
clenyromui pabounii IeHs IpU MOCTYIUIEHUH JOKYMEHTOB B KOHIIE padouero AHs WK B Hepabouee
BpeMs.

Peructparus obpanieHuii rpakKaaH OCYIIECTBIISETCS B TSYCHUE TPEX JTHEH ¢ MOMEHTA MOCTYIUICHHS
obparmenus <16>.

<16> denepanbublii 3akoH OT 2 Masg 2006 r. N 59-®3 "O mnopsigke paccCMOTpEeHUs OOpalieHHi
rpaxnad B Poccuiickoit @eneparun” (Cobpanue 3akononarenscrBa Poccuiickoit @eneparun, 20006,
N 19, ct. 2060; 2010, N 27, ct1. 3410; N 31, ct. 4196; 2012, N 31, c1. 4470; 2013, N 19, cT. 2307; N
27, ct. 3474; 2014, N 48, ct. 6638; 2015, N 45, cT. 6206; 2017, N 49, ct. 7327).

5.20. CaegeHusi O NOCTYNMBIIEM JOKYMEHTE BHOCATCS B JJIEKTPOHHYIO PETUCTPALUOHHYIO
kaprouky (OPK) CDOJ] wumm perucrpalmoHHO-y4eTHYI0 (opMy Ha OyMa)kHOM HOCHUTENE, a
IIOCTYIHBIIEMY JOKYMEHTY IIPUCBAUBAECTCS PETUCTPALIMOHHBIN HOMED.

PeructpannoHHblii HOMEp BXOZSILIErO JOKYMEHTAa COCTOUT M3 MOPSAIKOBOTO HOMEpA JOKYMEHTA B
npefenax — KaJeHJApHOro Troja, KOTOpPbIH MOXeT ObITh JONOJHEH LU(QPOBBIMU WU
OyKBEHHO-ITU(POBBIMU KOJaMH (MHIEKCAMH) TIO UCTIONB3yEeMbIM KitaccupukaTopam <17>.

<17> CrpyKkTypa perucTpalMOHHOIO HOMEpa BXOJAILIEr0  JOKYMEHTa  OIpeleNsercs
VHJVBHIyAIbHOW HHCTPYKIMEHN IO IE€TONPOU3BOICTBY OpraHU3aliu.

5.21. Ha Bcex 3aperucTpupoBaHHBIX JOKYMEHTaX, 32 UCKIIOYEHHEM JIOKYMEHTOB, MOCTYNUBIIUX B
dopMe DSIEKTPOHHBIX JOKYMEHTOB, NPOCTaBISIOTCS OTMETKM O TIOCTYIUIEHHMHM JIOKyMEHTa B
opraHuszanuio. B oTMerke o MOCTyIJIeHMM AOKyMEHTa (DUKCHPYIOTCS JaTa HOCTyIUIeHus (Ipu
HEOOXO/IMMOCTH - BpeMs MOCTYIUICHHs B YacaX ¥ MUHYTax) U BXOJSIIUI PErMCTPalluOHHBIN HOMEp
JIOKYMEHTa B COOTBETCTBUH C MMyHKTOM 2.36 IIpuMepHON HHCTPYKIIUH.

5.22. JIOKyMEHTBI, MOCTYNUBIINE HAa OYMa)XHOM HOCHUTENE, CKAaHUPYIOTCS, 3JEKTPOHHAs KOIHS
nokyMmeHTa Bkitouaercs B COJl u npucoenunsercs k OPK noxymeHra.

5.23. KoppecnoHaeHIMs Ha WHOCTPAHHBIX A3BIKAX, aJpPECOBaHHAs PYKOBOJCTBY OpraHU3allUH,
nocie peructpanuu B Ciry:x0e 1e710npor3BOJICTBA MepeiaeTcs B COOTBETCTBYIOIIEE MoIpa3ieiieHue
WK PaOOTHUKY OpraHM3aLUU JJs IEpPeBOJa U IOCIENYIOUIeW Mepeadyd Ha pacCMOTpPEHHE
pykoBozacTBa. MHas KOpPpEeCHOHIEHIMS HAa HHOCTPAHHBIX SI3bIKaX IEPENaeTcs MO0 Ha3HAYEHMIO
HEINOCPEICTBEHHO B CTPYKTYPHbIE MOpa3AeTICHUS.

5.24. TlpenBapuTenbHOE PACCMOTPEHUE MPOBOAUTCS B LEIAX PaCHpEeiesieHUs IMOCTYMAINUX B
OpraHM3aIIi0 JOKYMEHTOB Ha TpeOyromue 00s3aTeIbHOTO PAacCMOTPEHUsT PYKOBOICTBOM
Opra’Hu3aluy U HalpaBIIeMble HEIIOCPEACTBEHHO B CTPYKTYPHBIE ITOAPA3AEICHUS.


https://normativ.kontur.ru/document?moduleid=1&documentid=158860#l0

5.25. TlpenBapuTenbHOE PACCMOTPEHHME BXOISAIIMX JOKYMEHTOB ocymecTBisercs B Ciyx0e
JIETIOTIPOU3BOJICTBA MTOCJE PErUCTPALIMH TOKYMEHTOB.

HpC,I[BapI/ITCJ'IBHOC pPaCCMOTPCHUEC MOXKCET IPOBOJUTHCA OO0 PErHCTpaldi B CIIydac IMOCTYIJIICHUA
JOKYMCHTOB C OTMCTKaMW, TpCGYIOH_II/IMI/I HEC3aMCIJIUTCIIBHOIO PACCMOTPCHUA W HCIIOJIHCHUA
JOKYMCHTA.

5.26. llpenBapuTenbHOMY PAaCCMOTPEHHUIO TMOJUICKAT BXOIAIIME JOKYMEHTBI, aJpECOBAHHbBIC B
OpraHHU3aIIO U HA UM €€ PYKOBOIUTEIS.

JIOKyMEHTEHI, aJpecOBaHHbIC MOAPA3/ACICHUSIM, PYKOBOAUTEISAM IOIPA3CICHUN U CIEIHAINCTAM,
NIEepEAI0OTCs B CTPYKTYPHBIE 1T0Apa3ieleHNs 0€3 IpeIBapUTEIbHOI0 pacCMOTpeHHs <18>.

<18> CocraB JOKYMEHTOB, MOJUIEKAIIMUX IPEABAPUTEIBHOMY PACCMOTPEHUIO B OpraHu3allui,
MOJKET OBITh KOHKPETU3UPOBAH B HHIMBUYaTbHOU HHCTPYKIIUHU IO JEIONPON3BOCTBY.

5.27. llpenBaputenbHOE paCCMOTPEHUE OCYIIECTBIISETCS UCXO/ISI U3 OILICHKU COACPIKAHUS BXOSAIINX
JOKYMEHTOB, C YYETOM YCTAHOBJIIEHHOTO B OpraHH3alMd pachpeseneHus (¢(yHKIIHOHATbHBIX
00s13aHHOCTEH MEXIy PYKOBOAMTEIEM OpTraHU3allud, €ro 3aMeCTUTENSIMU, PYKOBOJMUTEISMHU
CTPYKTYPHBIX TOJIpa3aeNieHUM.

5.28. Ilo pesynpTaTam NpPEIBAPUTENHLHOTO PACCMOTPEHUS JOKYMEHTHI pACIpenessioTcs Ha
JIOKYMEHTOTIOTOKH, HaIllpaBJIsieMbIE:

Ha PpacCMOTPCHUC PYKOBOIUTCIIL OpraHHU3alun (,[[OKYMGHTLI, nocTynaromue #nu3 OpraHoB
FOCYII&pCTBCHHOﬁ BJIaCTH, OPraHoOB MECTHOI'0 CaMOYIIPpaBJICHHA, JOKYMCHTEI I10 HauOoJiee BAXKHBIM
W IIPUHOUIIHAJIBHBIM BOIIPOCaM ACATCIbHOCTU OPIt aHI/ISaI_[I/II/I);

Ha PAacCMOTPEHHUE 3aMECTUTENIeH PYKOBOJMUTENS (JIOKYMEHTHI IO HANpaBICHUSAM JEsITEeIbHOCTH,
KYpUPYEMBIX COOTBETCTBYIOIIIMMH 3aMECTUTEISIMHU );

Ha PaCCMOTPCHNUEC NHBIX pYKOBOﬂHTeHeﬁ, TJIaBHBIX U BEAYIIUX CIICHUATIUCTOB,

HAa pAacCMOTPEHHE M WCIIOIHEHHWE B CTPYKTYpHBIE TOJApa3AeNieHUs] IO HalpaBICHUSIM UX
JIeSITENLHOCTH.

529. TIlo 3aBepuieHHMH  NPEIBAPUTETBLHOTO  PACCMOTPEHHUS  JOKYMEHTHI  MEpenaroTcs
COOTBETCTBYIOIIUM PYKOBOJUTENSIM JJIi PACCMOTPEHMsI M BBIHECEHHUS PEe30NIONUM (yKa3aHui 1O
HCTIOJTHEHHUIO).

5.30. PaccmoTpeHne JTOKYyMEHTOB PYKOBOJUTENIEM OCYLIECTBISETCS B JIEHb Mepeaud JOKYMEHTOB
PYKOBOJIUTEINIO WM Ha CIEAYIOIIWN pabdo4wii NeHb, €CIU JOKYMEHTH NepelaHbl PYKOBOJCTBY B
KOHIIE paboyero JHsl.

JlokymMeHTBI, TpeOyrolue CPOYHOTO PACCMOTPEHUS, a TaKXKe TelerpaMMbl U Tele(OHOTpaMMBbI
paccMaTpHUBaAIOTCS] PYKOBOAUTEIEM HE3aMEJIUTEIBHO.

5.31. Pe3ynbrarel paccMOTpEHUsI JOKYMEHTa PYKOBOJMUTEIEM OPraHU3allUU, €r0 3aMECTUTENISMH,
PYKOBOAMTENSIMU TOJpa3iefeHuil 0OpMIISIOTCS B BUIE PE30JIIOLIMU B COOTBETCTBUU C MYHKTOM
2.43 [IpumepHOIl MHCTPYKIIMH.

5.32. CmepeHuss O pe30dOUUU (UCHOJIHUTENb, COJEp)KaHHWE TOPYYEHHs, CPOK HCIIOIHEHNS)
cnermanuctom CayxOb1 nenonpousBojacTBa BHocsTcs B OPK C3OJI, mocie 4yero HCMOIHUTENH



MOJIy4alOT JOCTYI K DJIEKTPOHHOMY JOKYMEHTY WIM JJICKTPOHHOM KOIMU JOKYMEHTa, €CIIH
JOKYMEHT IOCTYIUI Ha OyMa)KHOM HOCHUTEJIE.

5.33. JlokyMeHThI, MOoCTyHaroue Ha OyMa)kHOM HOCHTENIE, MOCIEe UX PEruCTpally, BKIIOUYECHHUS B
COJl B BHIE DJJIEKTPOHHBIX KONMH H PpPacCMOTPEHHMs PYKOBOJACTBOM II€pelaloTcs B
COOTBETCTBYIOIIIME CTPYKTYPHBIE IOJAPA3NCICHUS HA HUCHOJHEHHE WM IOMEUIAloTCs B JIEJO B
Cnyx0e 1e10npon3BOICTBA B COOTBETCTBUU C HOMEHKJIIATYPOH JIE]I OpraHU3aIiH.

Hns dukcanum Qakra mepenadyd BXOIAIMIMX JTOKYMEHTOB M HMX KONMUKA Ha OyMa)XHOM HOCHTEJIE
UCIIOJIHUTENIIM B CTPYKTYpPHBIE MOAPA3/CICHUS MOTYT HCIOJIb30BaThCA JKYypHAIBI (peecTphbl)
nepeaayu JOKYMEHTOB.

5.34. Tlpu OymMaXHOM JOKYMEHTOOOOPOTE TMOMJMHHUKUA BXOJSAIIMX JIOKYMEHTOB, B CIly4yae
HA3HAYEHMS] HECKOJIbKUX HCIOJHUTENICH MEepe/latoTCcsi OTBETCTBEHHOMY HMCIOJIHUTENIO, OCTaIbHBIM
ucnonuutensaMm Ciyx0a 1e710Mponu3BOICTBA NIEpeIaeT KoMUY JOKYMEHTA.

5.35. Hcxopsmue JOKYMEHTBI, 3aBU3UPOBAHHBIE BCEMM 3aMHTEPECOBAHHBIMH JIMLAMU U
HNOJNNCAaHHbIE PYKOBOJUTENIEM WM HHBIM YIIOJIHOMOYEHHBIM MM JIMIIOM, PErMCTPUPYIOTCS B
Cayx6e 1e10npon3BOACTBA OPTaHU3ALINHY.

5.36. Peructpauusi UCXOIAIIMX JOKYMEHTOB OCYIIECTBJISICTCS B JCHb MOJINUCAHUA WJIA Ha
clenyomuii pabouynii eHb, €CIM JOKYMEHTHl OBUIM IMOJNHMCAHBI B KOHIIE padoOvero JHS WIHA B
Hepabouee BpeMs.

5.37. Ilepen peructpauueil UCXOASIMIMX JOKyMEHTOB Ciyx0a IelIompou3BOJICTBA MPOBEPSIET
MPaBUILHOCTH O(OPMIICHUSI JOKYMEHTOB (B TOM YHWCJIE HaJU4HMe MOMAMKCEH, BU3, MPaBUIHLHOCTD
HAIMCAHMs aJ[PECOB), a TAK)XKe YKa3aHHBIX B MCXOMAAIIUX JTOKYMEHTax IMpPUIIOKEHUM, COOTBETCTBHE
KOJIMYECTBA K3EMIUIAPOB KOJIMYECTBY aJ[PECATOB IO yKa3aTEI0 PACCBUIKU, HAIMYHWE OTMETKU 00
HCITOJIHUTEIIE.

5.38. Ilpu peructpanuu ucxoxasdmero nucbmMa B COJ] cBeneHus 06 OTmIpaBisieMOM JOKYMEHTE
¢ukcupyrorcsa B OPK, k KoTOpoii mpUKperIsieTcs 3eKTPOHHAsE KOS OTIPABIIIEMOT0 IOKYMEHTA.

Ecmn OPK Obuia cozgana B COJl mpu MOArOTOBKE NpPOEKTa JOKYMEHTAa, TO IMPH PETrUCTpaluu
UCXOJALIETO JOKYMEHTa B Hee J00aBIIIOTCS CBEIEHHS O PErucTpalluOHHOM HOMeEpe, Jare
pEerucTpalnmy 1 Ipyrue cBeleHust 00 NCXOAIIEeM JOKYMEHTE.

5.39. PeructpallMOHHBIM HOMEP HCXOJAIIETO TOKYMEHTa JOJHKEH COCTOSTh M3 KOJOB (MHIEKCOB) B
COOTBETCTBUU C TMPUMEHSIEMBIMH KJIacCU(UKATOpAaMU M TIOPAIKOBOTO HOMEpa JTOKYMEHTa B
npejenax KajJeHIapHOro roja.

Jlata perucTpanuil U perucTPallMOHHBIA HOMEp MPOCTABIISIOTCS HA OTHPABISIEMOM JOKYMEHTE, a
TaKXe Ha KOIUHM HUCXOASAIIET0 JOKYMEHTa, OCTAIOLIEHCs B /i€, B COOTBETCTBUU C MyHKTaMu 2.35,
2.36 [IpumepHOI MUHCTPYKIIMH.

5.40. MHcxonmdammii JOKYMEHT, TOINUCAHHBIA PYKOBOJIWUTEIEM OpPraHU3alMd WJIH HWHBIM
YIOJTHOMOYEHHBIM MM JIOJDKHOCTHBIM JIMIIOM, INEPENacTcs Ha OTHPAaBKY, KOINHS JOKYMEHTa Ha
OyMa)KHOM HOCHUTEJIE€ C BU3aMHU ITOMENIAETCS B JIEJI0 B COOTBETCTBUU C HOMEHKJIATYpOH JIeII.

DJIEKTPOHHBIE JTOKYMEHTHI MOCJIE UX MOJIMUCAHUS JIEKTPOHHON MOJMUCHIO U OTIPABKHU aJpecaTy
xpansaTcs B 6aze manubix COJ1.

5.41. B 3aBHCHMOCTH OT COJEp>KaHUS U CPOYHOCTH JOKYMEHTHI, OTIPABIISIEMBIE U3 OpraHU3aluH,
JIOCTABJIIIOTCS apecaTaM CpPeACTBAMHU IOYTOBOM, (erbaberepckoif CBsI3M, CHELCBA3H, KyphepoM,
HKCIIpECC-TIOUTOM, a TakKe IepelaloTcs M0 KaHajgaM »JJIEKTPOCBS3U ((pakCUMUIIbHAS CBS3b,



tenerpad, tenedoH, anekrponHas noura, M3J10, CO/I).

O0paboTka KOPPECTIOHACHITUH IJIsI OTIPABKU MMOYTOBOM CBSI3bI0 OCYIIECTBISIETCS B COOTBETCTBHUH C
[IpaBuyiamu oka3aHus yCIyT OYTOBOM CBSA3U <19>,

<19> Ilpuka3 MuHucTtepcTBa CBSI3M U MaccoBbIX KoMMyHuKauuii Poccuiickoit ®enepanun ot 31
utong 2014 1. N 234 "OO6 yrBepxkaenun IIpaBuwin oka3aHWs yCIyr TIOYTOBOM CBs3U"
(3apeructpupoBan B MunuctepctBe toctuuuu Poccuiickoit @epepauun 26 aexabps 2014 r.,
peructpanoHHbii N 35442), ¢ u3MeHEHUSMHU, BHECEHHBIMH TMPHUKAa30M MUHUCTEPCTBA CBSI3H U
MaccoBbIX KoMMyHuKauuii Poccuiickoit ®enepanuu ot 13 ¢epans 2018 r. N 61 "O BHecenun
W3MEHEHUHN B IpuKa3 MUHUCTEPCTBA CBSI3M M MACCOBBIX KOMMYyHUKanui Poccuiickoit @enepanun
or 31 wmrons 2014 r. N 234 "OO6 yrBepxnaenuu IlpaBun okasaHHMs yCIyr IOYTOBOH CBSI3U"
(3apeructpupoBan B MuHHcTepcTBe IocTunmu Poccuiickoit ®enepanuu 28 mapra 2018 r.,
peructpaunoHubiii N 50545).

5.42. JIoKyMeHTbl, HE UMEIOIIME aJpPEeCHOM 4YacTh, MPUHMMAIOTCS HAa OTOpPaBKy ¢
COIIPOBOJIUTENIBHBIMU THChbMAaMM (32 HUCKJIIOUEHHEM KOMUN paclopsIuTeIbHbIX JOKYMEHTOB,
HaIpPaBJIIEMBIX B I10JIBEJOMCTBEHHbIE OPraHU3aLINN ).

HempaBwibHO odopMIIeHHBIE JOKYMEHTBI M KOPPECIOHJCHIMS HECTy)KeOHOro Xapakrepa K
OTIIPaBKE HE NPUHUMAIOTCS U BO3BPALLAIOTCS UCIIOJHUTEIIO.

JIOKyMEHTBI, TOJUIeKAIINE OTIPaBKe, OJDKHBI 00padaThIBATECS M OTIPABIATHCS B JCHb HUX
MOJMUCAHUS ¥ PErHCTPAIK WU HA CIeNYIOIHi pabounii 1eHb.

5.43. HOCLIJ'IKEI HJIM 3aMCHA paHEC OTIIPABJICHHOI'O JOKYMCHTA OCYHICCTBIIACTCA IO YKA3aHUTO JIMIIA,
noAnucCaBmICro JOKyYMCHT.

5.44, HpOXO)KI[eHI/IC BHYTPCHHUX JOKYMCHTOB Ha 3TallaX HUX HOATOTOBKHU U O(I)OpMJ'ICHI/IH JOJIKHO
COOTBETCTBOBATh MPOXOKACHUIO HUCXOIAININX JOKYMCHTOB, @ Ha 3TAllC HCIIOJIHCHUA - BXOIAAIIHNX
JAOKYMCHTOB.

5.45. IIpoeKThl pacOpsIIUTENBHBIX TOKYMEHTOB (IIPUKA30B, PACIOPSKEHUH ), TOATOTOBICHHBIX IS
MOJIMUCAHUS, TOCJIE MOATOTOBKM M COIJIACOBAHMS C 3aMHTEPECOBAHHBIMH JIMLIAMU MEPENAIOTCS B
CnyxOy nenonpou3BoJCTBa I HPOBEPKU MPABUIBHOCTH UX OPOPMIICHHUS.

5.46. [IpaBubHO 0OpMIICHHBIE TPUKA3bI, PACIIOPSKEHUS MTEPEIAI0TCS Ha TOJIUCH PYKOBOIUTEIIO
OpraHu3aly WIK HHOMY YIIOJIJHOMOYEHHOMY UM JIULLY.

5.47. TloanucaHHble TpPUKa3bl, PACHOPSIKEHHUS] MO OCHOBHOW JIE€ATEIHHOCTH PETUCTPUPYIOTCA B
Cnyx06e nenonpounsBojicTea <20>.

<20> IloaroToBka NpPHKAa30B IO JIMYHOMY COCTaBYy K IIOAIMCAHUIO PYKOBOJIWUTEIIEM M HX
pPEruCTpanys OCYILECTBIISIOTCS MOAPA3ACIIEHUEM I10 YIIPABICHUIO IIEPCOHATIOM.

[Tpuka3zam, paciops>KEHUSIM IO OCHOBHOM J€ATENbHOCTH NMPUCBAUBAIOTCS MOPAIKOBBIE HOMepa (110
KaKIOU Tpymme JTOKYMEHTOB OTHAEIbHO) B Mpenenax KajeHaapHoro rona. IlopsaxoBeiii Homep
JOKYMEHTa MOXET JIONOJHATbCA OYKBEHHBIM WM IUPPOBBIM HHICKCOM, 0003HAYAIOLINIM
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MIPUHAJIEKHOCTD IOKYMEHTA COOTBETCTBYIOLIEH IPyNIe JOKYMEHTOB.

CBeneHusi O PETUCTPUPYEMBIX TMpUKa3ax, pacnopsokeHusx BHocATcs B COJl wiu B uHBIC
pPErUCTpallMOHHO-YUeTHbIE (OpMbI Ha OyMa)XKHOM HOCHUTEJIE WIM B JJIEKTPOHHOH ¢dopme B
COOTBETCTBUU C IMYHKTOM 5.54 IIpuMepHONl HHCTPYKIUH.

5.48. IlogmMHHUKNA TTPUKA30B (PacCIOPsDKEHHI) 110 MECTy MX perucTpanuud GopMupyroTcs B Aeiia B
COOTBETCTBUU C HOMEHKJIATYypOW €Nl OpraHu3aluy B cOOTBETCTBUU ¢ IyHKTOM 8.20 IlpumepHoii
MHCTPYKLHUU.

Konuu npuka3os, pacrnopskKeHUH pacchlIaloTCs UCIIOJHUTEISIM U UHBIM 3aMHTEPECOBAHHBIM JIMLIaM
B 3JIEKTPOHHOI hopMe min Ha OyMakKHOM HOCHTENIE B COOTBETCTBUU C YKAa3aTEJIeM PacChUIKH.

Konuu mnpuka3oB, pacnopsKeHHH, pacchliaeMble Ha OyMaKHOM HOCHTEJE, 3aBepsloTCs B
COOTBETCTBUU C IMyHKTOM 2.5 11IpumMepHON HHCTPYKLINH.

5.49. [Ilporokosbl 3aceaHMil, COBEUIaHWM, MPOBOJMMBIX PYKOBOJACTBOM  OpTaHU3aLMH,
peructpupytorcs B CiyxOe  Jelonpou3BOACTBA MM CEKpPEeTapsiMM  COOTBETCTBYHOLIUX
PYKOBOIUTEIEH.

[TpoTokosbl  3acenaHuii, COBEIAHUM, NPOBOAMMBIX KOJUICTHAIBHBIMU  (COBEIATEIbHBIMU)
OpraHaMy, KOMHMCCHUSIMU WJIM B CTPYKTYPHBIX MHOJPA3JECICHUAX OpPraHU3allH, PErUCTPUPYIOTCS B
NOZPa3JCIICHUsAX, OTBETCTBEHHBIX 3a OPraHU3alUI0 U NpoBeicHHe Meponpusatus. Kommm Takux
IIPOTOKOJIOB  TOTOBATCA K PAacChUIKE M PacChUIAIOTCS  CTPYKTYPHBIM  IOJpa3JEICHUEM,
OTBETCTBEHHBIM 32 OPTaHU3ALMIO U ITPOBEJECHUE MEPOIIPUATHS.

5.50. IIporokonaM NpHUCBAMBAIOTCS HOPSAKOBbIE HOMEpa B NpeAenax KaJeHIapHOro roja HIu
nepuosia paboThl BPEMEHHOW pabodell Tpynmbl (KOMHCCHH) IO KaXKIOW TpyIIe MPOTOKOIOB
OTJIENIBHO.

[ToMMHHUKY TPOTOKOJIOB 110 MECTY MX PETUCTpaIiu (OPMHUPYIOTCS B Jeia M0 HOMEHKJIAType Jel
OpraHu3aluyi B COOTBETCTBUU C MyHKTOM 8.20 [IprMepHOIt HHCTPYKIUH.

5.51. BHyTpeHHUE AOKYMEHTBI Ha HUMs PYKOBOAMTENS IPYroro CTPYKTYPHOI'O MOApa3ieleHUs
peructpupytorcs B COJl wm (mpu orcyretBun COJl wiM  OTCYTCTBUM BO3MOXKHOCTH
3aperucTpUpOBaTh BHYTpeHHUI JOKyMEHT B CO/l) peructpupyrorcsa B MOApa3aeiIeHUH, CO30aBIIUM
JIOKYMEHT. 3aperucTpUpOBAHHBIN JOKYMEHT IE€pelaeTcsi HEMOCPEJCTBEHHO B IOJpa3/ElCHUE -
azpecar, B KOTOPOM IMOBTOPHO HE PETHUCTPUPYETCS.

5.52. Tlpu Bxmouenun B CDJ] BXOAAMMX JOKYMEHTOB, WX pErucTpallM, PAacCMOTPEHUU U
ucnionHennu B OPK BHocsATCA cieayroniye cBeIeH s 0 JOKyMeHTe <21>:

<21> VYkazaHHBI cocTaB cBeAeHMH, BKiIodaeMblx B COJl mpu perucrpauuu U B XOA€
paccMOTpEeHUs U MCIIOJHEHUS BXOJAIIMX U UCXOAIINX JOKYMEHTOB, 00s13aTelIeH ISl OpraHU3aIuii
- yaactTHukoB MOJ1O.

a) HaMMEHOBaHHNE OpraHu3aluu (KOPPECTIOHICHTA);
0) axmpecar;
B) HAMMEHOBAHHE BHU/Ia IOKYMEHTA;

1") AaTa MOCTYNUBUICTO NOKYMCHTA,



1) pETUCTPAaLlMOHHBIM HOMEP NOCTYIUBIIETO JOKYMEHTA;

e) JOJDKHOCTB, q)aMI/IJII/ISI W MHUIHUAJIBI JIMLA, IIOANUCABIICTO JOKYMCHT,

) J1aTa MOCTYIUICHHS JTOKYMEHTA;

3) BXOJSIMH PETHCTPALIMOHHBIN HOMED;

1) 3ar0JIOBOK K TEKCTY (KpaTKO€E CoAepKaHUE JOKYMEHTA);

K) KOJIMYECTBO JINCTOB OCHOBHOTI'O JOKYMEHTA;

J) OTMETKA O MPHIIOKEHUH (KOJIMYECTBO MPUIIOKEHHH, 001I1ee KOJTMYECTBO JINCTOB MPHIIOKECHUI);

M) CBE/IEHHUS O CBA3AHHBIX JIOKYMEHTax (HaMMEHOBAHME BMJIA JOKYMEHTA, J1aTa, PeruCTPallMOHHBIN
HOMEp, THII CBA3H);

H) pe30JTtonus (MCIIOTHUTENb (MCIIOTHHUTENH ), TIOPYYEHHUE, TODKHOCTHOE JIUIIO, JaBIIee MOPyYCHHE,
JaTa);

0) CPOK UCITOJIHEHHS JIOKYMEHTA;

1) UHJIEKC JieJia IO HOMEHKIAType Aell;

p) CBeIEHUS O Mepeaapecalnnu JOKYMEHTa,
C) OTMETKa O KOHTPOJIE;

T) rpu( OrpaHUYEHUS TOCTYyIA K JOKYMEHTY;
y) cBeZieHUs 00 3NIEKTPOHHOM MOMNCH;

&) pe3ynbTat IpOBEPKHU AIEKTPOHHON MOIIUCH <22>.

<22> Bxmovarorcss B COJI, ecnmu MOCTYNUBIIMKM JOKYMEHT MOAMUCAH YCUJICHHOM AJIEKTPOHHOMN
MOAMUCHIO.

5.53. IIpu Bxmouennu B COJI ucxondammx nTokyMeHTOB B DOPK BHoOcCATCS ciepyromue CBEIEHUs O
JIOKYMEHTE:

a) ajpecar;

0) AOIKHOCTh, (paMuIIKs M MHUIUAIIBI JIMLIA, TOAMUCABILETO JOKYMEHT;
B) HAMMEHOBaHHE BUJIa JOKYMEHTA;

T) JaTa TOKyMEHTa;

1) PETUCTPALIMOHHBIA HOMEp T0KYMEHTA,

€) 3aroJI0BOK K TEKCTY (KpaTKoe COfiep KaHue TOKYMEHTA);

) CBEJIEHHs O CBSI3aHHBIX JOKYMEHTaX (HaMMEHOBaHHWE BUJA JIOKYMEHTa, /1aTa, PeruCcTPalliOHHbIN
HOMeEp, THII CBS3H);

3) KOJIMYCCTBO JIMCTOB OCHOBHOTO JOKYMCHTA,

I/I) HHJCKC AcJia 10O HOMCHKIIATYPC ACII;



K) OTMETKa O MPHJIOKEHUH (KOTUYECTBO MPUIIOKEHUH, 001I1ee KOJINYECTBO JTUCTOB MPUIIOKEHHH );
1) Tpud OrpaHUYEHUS TOCTYIA K TOKYMEHTY;

M) [I0JIpa3/i€JeHNe - OTBETCTBEHHbII UCIIOIHUTENb JOKYMEHTA,;

H) CBeJICHUS 00 JIEKTPOHHOM IOITUCH.

5.54. Ilpu Bmovyenuu B COJl BHyTpeHHUX I0KyMeHTOB B DPK BHOCATCS cienyronie cBeASHUs O
JIOKYMEHTE <23>:

<23> CocraB cBeieHUH, BHOCUMBIX B COJI 1pu perucrpanuy BHyTPEHHUX JOKYMEHTOB, 3aBUCUT OT
BUJIA PETUCTPUPYEMOTO TOKYMEHTA.

a) HAaMMEHOBAaHUE MOAPAa3/IEICHUS], TOATOTOBUBIIETO MPOEKT JOKYMEHTA;
0) HaMEHOBaHUE BU/1a JTOKYMEHTA;

B) JlaTa JOKYMEHTA;

') pETUCTPALIMOHHBIN HOMEP TIOKYMEHTA,

1) TOJDKHOCTD, (PaMUIIHs 1 MHULIMAIIBI JIMIIA, TIOATKUCABIIETO JOKYMEHT;

€) CBEICHUS O CBSI3aHHBIX JOKYMEHTax (HauMEHOBaHME BUJA JOKYMEHTA, JJaTa, PeruCTpalluOHHBIN
HOMEp, THII CBS3H);

K) 3ar0JIOBOK K TEKCTY (KpaTKOe COAepKaHuEe JOKYMEHTA),

3) OTMETKA O MPUIOKEHUH (KOJTMUYECTBO MPUIOKEHU, 00I1Iee KOJIMUYECTBO JTUCTOB MPUIIOKECHHUIA);
W) UHJIEKC JieNia IO HOMEHKJIAType Ael;

K) YKa3aHUs M0 UCTIOJHEHHUIO IOKYMEHTa (MCIIOJIHUTENb, TOPYUYCHHE, JTaTa UCTIOJIHEHHUS ),

J1) OTMETKa O KOHTPOJIE;

M) rpuQ OrpaHUYEeHHs TOCTyNa K TOKYMEHTY;

H) TMOJpa3feNeHne (IOJDKHOCTHOE JIMII0) - UCHOTHUTENb (OTBETCTBEHHBIH HCIIOIHHUTED)
JIOKYMEHTA.

JIOTIONHUTENBHO K YKa3aHHBIM CBEJIEHUSM O BXOISAILINX, UCXOASIIMUX U BHYTPEHHUX JOKYMEHTaXx B
OPK CO]] MoryT BHOCUTHCSI UHBIE CBEJICHUSI.

5.55. YVder xonu4ecTBa JOKYMEHTOB, ITOCTYNMBIINX, CO3/JAHHBIX, OTIIPABIICHHBIX 34 ONPEIEICHHBIN
NEPUOJ, BPEMEHHU, MOXKET MPOBOJIUTHCSA IO OPraHU3alMU B IIEJIOM, 110 OTAEIBHBIM CTPYKTYpPHBIM
NoJIpa3JieNieHusIM, M0 TpylrnaMm JOKYMEHTOB, KOPPECIOHJIEHTaM, JEWCTBUSAM, MPOU3BEIECHHBIM C
JOKYMEHTaMH, U APYTUM MapaMeTpam, He0OOXOAUMBIM ISl aHaJIN3a paboThl C JOKYMEHTaMH B LIEJISIX
€€ COBEPIICHCTBOBAHNUS.

5.56. Ilpu yuere oOBeMa JOKyMEHTOOOOpPOTa TIOACYMTHIBACTCS KOJHYECTBO JIOKYMEHTOB
BBIJICJICHHOW TpPYINIBl. Y4YeT KOJWYeCTBA JOKYMEHTOB MNPOBOAUTCA 10 JgaHHbIM CO/],
PErMCTPAallMOHHO-YYETHBIX )KYPHAJIOB U KapTOTEK.

5.57. 3a CAUHUIY Y4YCTa KOJHUYCCTBA MOOKYMCHTOB I[PUHHUMACTCIA €IMHCTBEHHBII OK3EMIIAP



JOKyMeHTa (TMO/UIMHHUK WM KOIUS, €CJIU KONUSA - €QUHCTBEHHBIM JK3EMIUISIP IOKYMEHTa B
OpraHH3aIiy, HalpuMep, KOMHs UCXOASIIEro NuchMa) 0e3 yuera KOMHid, CO3JaBaeMbIX MPH Me4aTu
U KONMUpOBaHMM (TUpakupoBaHuu). Komum JOKYMEHTOB TpU HEOOXOAMMOCTH aHAIN3a
YUHUTBIBAKOTCS OT/IEIBHO.

5.58. PesynbraThl yduera oObeMa JOKYMEHTOOOOpPOTa B OpraHH3alUU €XKEroJaHo 0000IIarTCs
Cnyx00ii JeTONpPOU3BOICTBA W MPEICTABISIIOTCS PYKOBOACTBY B BHJAE OT4eTa 00 o0ObeMe
JOKYMEHTOO00pOTa 3a IO/,

VI. KOHTpPOJIb HCTIOJIHEHUS JOKYMEHTOB (IOPYy4eHMi)

6.1. KoHTponb uCHONHEHHUS TOKYMEHTOB (IIOPYYEHUH) BEIETCS B ILIENSAX HUX CBOEBPEMEHHOTO U
KaueCTBEHHOT'O UCTIOJHEHUS.

6.2. KoHTpOJIb UCTIOJIHEHUSI IOKYMEHTOB (TIOpYYECHHIT) BEACTCS:

PYKOBOJIUTENEM WIM HHBIM JIOJDKHOCTHBIM JIMLIOM OPraHU3allMM - MCIIOJHEHHUsI JOKYMEHTOB
(mopy4eHuii) o CyIecTBy;

Cnyx00#1 Jenonpou3BOACTBa OpraHU3allUd M OTBETCTBEHHBIMM 33 JEJONpPOU3BOJICTBO B
CTPYKTYPHBIX NOJIpa3/eJICHUSAX - CPOKOB UCIOJHEHUS JTIOKYMEHTOB (IIOpYUYEHUIN).

B Cmyx0e nemonpou3BoACTBa HEHTPAIN30BAHHOMY KOHTPOJIO TOJUICKAT 3apETUCTPUPOBAHHEIC
JOKYMEHTHI ¢ oTMeTKoi 0 KoHTpoise ("KonTpomnsp'"), mpocTaBisieMoil B COOTBETCTBHHM C ITYHKTOM
2.541IpumMepHON MHCTPYKLUMH, a B CTPYKTYPHBIX MOAPA3JEICHUSIX OpraHu3aluud - BCE
3aperucTPUpPOBAHHBIEC JOKYMEHTHI, TPEOYIOIIe UCTIOTHEHUS.

6.3. PacnopsautenbHble JIOKYMEHTBI, IIPOTOKOJIBI 3acelJaHuil (COoBeLIaHMil), copaepxKaliue
HOPYYEHHUsI C KOHKPETHBIMU CPOKaMH MCIIOJHEHMS, CTaBATCA HAa KOHTPOJIb 10 KaXI0OMY OPYYEHUIO
OTJEIIBHO.

6.4. KoHTpOJIb CPOKOB MCTIONHEHUS JOKYMEHTOB (ITOpYy4YEHUI) BKIIOYAET B ceOsl:

MOCTaHOBKY JIOKYMEHTOB (TIOpY4€HUIT) Ha KOHTPOJIb;

IPOBEPKY CBOEBPEMEHHOCTH JIOBEJICHHSI JOKYMEHTOB (ITOPYUYEHUI) 10 UCTIOTHUTENCH;
NpeBapUTEIFHYIO TPOBEPKY M PETYIUPOBAHHE X012 UCTIOTHEHUS IOKYMEHTOB (TIOpYyUeHH);
CHSITUE C KOHTPOJIS IOKYMEHTOB (MIOPYYEHH);

yueT, 0000I11IeHre U aHAJIU3 PE3YyNIbTAaTOB X0/a UCIIOIHEHUS IOKYMEHTOB (MIOpydeHuil);

UH(GOPMHUPOBAHUE PYKOBOJIUTENEH O XOJ€ HUCIOJHEHHUS JOKYMEHTOB (IOpYYEHHH) U COCTOSHHM
MCIIOJTHUTENICKON AUCIUIIIINHBI.

6.5. CpoKu UCTIOJIHEHHS] IOKYMEHTOB (OPYUYEHUIT) UCUUCTISAIOTCS B KaJ€HIAPHBIX JHSIX.

Ecnu mocnenHuit neHb Cpoka HCTIOTHEHHS AOKyMEHTa (MOpYy4YeHHs) MPUXOIUTCS Ha Hepabouwmii
JIeHb, TO IOKYMEHT TIO/IJICKUT UCTIOJIHEHHUIO B OJIMDKAUIIINN CIISAYIONINN 32 HUM paOOvHii IeHb.

Jara wucnomHeHus JokyMmeHTa (mopyueHusi) ¢ukcupyercs B OPK  C3Jl wnmm  wuHOM
PETrUCTPALIMOHHO-YUYEeTHOU (QopMe, HCIONb3yeMON il OTCIEXKHBAaHHUS CPOKOB HCHOJHEHUS
JIOKYMEHTA (TIOpY4YEHHUS).

CpOKI/I HCIIOJIHCHUA JOKYMCHTOB (HOpy‘-ICHHﬁ) YCTAHABJIMBAIOTCA PYKOBOAUTCIIEM, HCXOAA U3



CpPOKa, YCTAHOBJICHHOI'O OpraHM3alUei, HalpaBUBILIEH JOKYMEHT, WJIH CPOKOB, YCTAHOBJIEHHBIX
3akoHoJaTenbcTBOM Poccuiickoit denepanum.

6.6. JlokyMeHTHI (IIOpyUYeHUs ) NOJyIekKAT UCTIOTHEHUIO B CIEIYIOIUE CPOKHU:
C KOHKPETHOM JaTOW HUCIIOJIHEHUS - B YKa3aHHBIN CPOK;

0e3 yKkazaHHsd KOHKPETHOH JaThl MCIIOJHEHUS, UMEIOIINE B TEKCTE IMOMETKY "BEcbMa CpOYHO" - B
TEUEHHE OJHOro AHs, "cpouHO" - B 3-IHEBHBIM Cpok; "omepaTuBHO" - B 10-IHEBHBIM CpPOK;
ocTaJbHBIC - B CpOK He Oornee 30 nHeit;

110 MapJaMCHTCKUM 3aIllpocaM - HE IMO3JHCEC YEM YEPE3 15 ,I[Heﬁ CO JHA IMOJTYYCHUS,

no 3ampocam uiaeHoB CoBera Deneparuu, aemyratoB ['ocymapctBeHHOUW Jymbl (memyTaTcKomMy
3ampocy) He no3aHee yem uepes 30 aHei co JHS MOJTydeHHUS.

o MEXBECJOMCTBCHHBIM 3allpoCcaM O MNPEACTAaBICHHUU AJOKYMCHTOB H (I/IJ'II/I) I/IH(I)OpMaI_[I/II/I B O CIIAX
MpeaoCTaBJICHUA TrOCYIapCTBCHHBIX U MYHUIUIIAJIIBHBIX YCIYT - 5 pa6oq1/1x IIHGIZ CO JIHA IMMOJTYy4YCHHUA
3aIrpoca, €CJIM 3aKOHOAAaTCIIbCTBOM Poccuiickoit d)ez[epaum/l HC YCTaHOBJICH WHOM CPOK;

1o oOpaiieHusM rpaxaas - 30 THel co THS peruCTpaIyH.

6.7. IIpnocTaHOBUTH UCIOJHEHHE KOHTPOJIBHOTO AOKYMEHTa (MOPYYEHHMsI), & TAaKK€ OTMEHUThH €ro
MOYKET PYKOBOJIUTEb, TOANMCABIINI JOKYMEHT WM JaBIIUI opydeHue (yKa3aHue).

6.8. B 1ensix cBoeBpeMEHHOT0 UCIIOJIHEHUS JOKYMEHTOB, TOpyUeHUH (yKa3aHHii), TOCTABJICHHBIX Ha
KOHTPOJIb, paboTHUK CiyKOBl JEIONPOU3BOACTBA, OTBETCTBEHHBIM 3a BEIACHHUE KOHTPOJIS
UCIIOJTHEHUSI TOKYMEHTOB, MPOBEPSET CBOEBPEMEHHOCThH JIOBEACHUS JOKyMEHTa (TOpy4YeHus) IO
WCIIOJTHUTEIIA.

6.9. Eciu cpok HUCHONHEHUS [OKyMEHTa (IOpY4YEeHHs) IPEBBILACT OJUH MeECsl, B LENAX
oOecrie4eHHss  CBOEBPEMEHHOIO0  MCIIOJHEHUS  JIOKyMEHTa  (IIOpYyY€HHs)  MPOBOAUTCA
npeBapUTeNbHbI KOHTPOJIb U HAIOMUHAHUS UCIOIHUTENSM O MPUOIMKEHUN CPOKOB UCTIOTHEHUS
JIOKYMEHTOB (ITOpY4YEHHUH).

6.10. IlpenBapuTenbHbli KOHTPOJIb OCYLIECTBIISAETCS B CIEAYIOIIEM MTOPSIKE:

JOKYMEHTOB (ITOpYUYEHMI) MOCIEAYIOIIMX JIET - HE peke OJJHOTO pasa B TOJ;

JIOKYMEHTOB (ITOpYUYEHMI) MOCIEAYIOIMX MECALIEB TEKYIIETO T'o/1a - HE PEeXKe OJHOTO pa3a B MECHI;
JIOKYMEHTOB (MIOPYUEHMI ) TEKYIIEro MecsAIla - 3a 5 THEeH 10 UCTeUEHUsT CPOKa UCTIOTHEHUS.

6.11. HamomuHaHwe WCHOTHUTEISAM O MPUOIMKCHHH CpPOKOB HCIIOJIHCHUS JIOKYMEHTOB
(Opy4eHHit) MOKET OCYIIECTBIATHCS B aBTOMaTHYECKOM pekuMe mocpeactsoM COJI.

Hanomunanusi ucnosHuTensM, a Takxe HHpopmanus 00 UCHOTHEHUH JOKYMEHTOB (IOpydYeHUi),
nojy4deHHasi oT ucnonHuteneil, pukcupyrorcs B OPK COJ] nam MHBIX perucTpariioHHO-y4ETHBIX
dbopMax, UCIIOJIb3YEMBIX AJI1 KOHTPOJISI UCIIOJIHEHUSI JOKYMEHTOB (IOpyUYEHUit).

6.12. IIpu He0OXOIMMOCTH U3MEHEHUSI CPOKA HCIIOHEHUS TOKYMEHTa (MIOPYYEHHs) OTBETCTBEHHBIN
UCTIOJIHUTENb 00s3aH MPEICTaBUTh HA UM PYKOBOJMTENS, JABIIErO IMOpy4YeHHE, OOOCHOBaHME
(cmy>xeOHYI0 3aITMCKY) O MPOJICHUH CPOKA C YKa3aHHEM MPUYWH MIPOJIJICHUS U AaThl UCIIOJTHCHHS.

O06ocHOBaHME TPOAJICHUSI CPOKA MCIIOHEHUS JTOKyMEHTa (MOpYy4YeHUs) JOKHO OBITh HAINPaBIIEHO
COOTBETCTBYIOIIIEMY PYKOBOJWUTENIO HE TO3JHEE, YeM 110 HCTEUYCHHH JBYX TPEThUX CpOKa
WCIIOJTHEHUS IOKYMEHTa (IOpyUYeHus).



OO0 wu3MeHEeHMHM CpOKa UCIOJHEHUS JOKyMeHTa (NOpPYYEHHs1) OTBETCTBEHHBIH HCIIOJHUTENb
uHpopmupyer Ciyx0y aenonpou3BoacTBa <24>,

<24> AHanoru4HbIM 00pa30M MOTYT ObITh BHECEHBI H3MEHEHUS B COCTaB UCTIOJTHUTEINEH TOKYMEHTA
(mopyuenusi) ¢ o6s13aTeabHbIM HHGOpMHUpPOBaHUEM CITyKOBI IEJI0TPOU3BOJICTBA.

6.13. lokymMeHT (OpyY€HHE) CUUTACTCS UCIIOJIHEHHBIM, €CJIM MIPUHATHI PEIICHUS 110 TOCTaBICHHBIM
BOIIPOCaM, MOATOTOBIEHBI COOTBETCTBYIOIINE JOKYMEHTHI, HallpaBlieHa CIPaBKa 00 MCIOJHEHHH B
COOTBETCTBYIOIINE OpraHbl BIACTH (OpraHU3alMK) WK JIaH OTBET MO CYHIECTBY 3aUHTEPECOBAHHBIM
JIMLAM.

Pemenne 00 ucCnomHEHWM MOKyMEHTa (MOPYYCHHs) MPUHUMAET PYKOBOJIUTENb, MMOCTABUBIIHIA
JOKYMEHT (TOpy4YeHHe) Ha KOHTPOJb, C oOs3arenbHbIM  uHpOpMupoBanueM  CiryxObl
JIeTTOTIPOU3BOICTBA OPTaHU3AIHH.

Ha wucnonneHHOM JOKyMEHTE NPOCTaBIACTCS OTMETKAa O HANpaBJICHHH JOKYMEHTa B JIEJIO B
COOTBETCTBUU C NMyHKTOM 2.55 IlpumepHON WHCTpYKUMHU, CBEeAEHHUS 00 HCIOTHEHUU ITOKYMEHTa
(mopyuenust) BHocsaTcsi B DPK COJ] wnn uHYI0 perucTpaiiiOHHO-YYE€THYIO (POpMY, UCTIOIb3yEeMYIO
JUTSL KOHTPOJISL UCTIOJTHEHHUS.

6.14. JIokyMeHTbI (IOpy4Y€HUs1), HE CHATHIE C KOHTPOJIS, a TaKXKe JOKYMEHTHI (IOpPY4YEHHs), CPOK
UCIIOJIHEHUS KOTOPBIX HE MPOJJIEH, CUNTAIOTCS HEHCIIOIHEHHBIMH.

6.15. Cnyx0a 1e10nporu3BOICTBA OPTaHU3AINH aHATU3UPYET COCTOSIHUE U PE3yIbTaThl HCIIOTHEHUS
JIOKYMEHTOB (MIOPYUYEHU ) U COCTOSTHUE UCTIOJIHUTEIBCKON JTUCIUTIIINHBI:

B NOPpAAKE NPCABAPUTCIIBHOTI'O KOHTPOJIA HAIPABJISACT B CTPYKTYPHBIC MOAPA3ACIICHUA OpraHU3allun
HAallOMMHAaHHA 0 JOKYMCHTAaX, CPOKHU HCIIOJHCHUSA KOTOPLIX UCTCKAIOT (33. 3-5 I[Heﬁ J0 OKOH4YaHUA
CpOKa UCIIOJIHCHU A I[OKYMCHTa);

pa3 B MECALl U MO OKOHYAHUU I'OJla PYKOBOJUTCIIIO OpTraHU3allui U PYKOBOAHUTCIIAM CTPYKTYPHBIX
HOI[pa?:Z[eJ'IeHI/II\/II HammpaBJIACT OTYETbBI O KOJHUYCCTBE MOOKYMCHTOB, HWCIOJIHCHHBIX B CpPOK,
HCIIOJIHCHHBIX C ITPOJJICHUEM CPOKa UCHOJHCHUS, HC UCITOJHCHHBIX, HAXOAAIINUXCS Ha UCITIOJITHCHHUU
o opraHusanu B LOECJIOM, IO CTPYKTYPHBIM I[MOAPA3ACIICHUAM U, IIPU H€06XO)II/IMOCTI/I, - II0
OTACIBbHBIM UCIIOJTHUTCIIAM.

VII. Opranusanus padoThl HCIOJIHUTEIS ¢ JOKYMEHTAMH

7.1. HWcnonHuTtens MOdMy4aeT JOKYMEHTbl Ha HCIOJHEHHE B JIEHb WX PacCMOTPEHHUS WIH Ha
cienylomuid pabounii J€Hb B COOTBETCTBHUHM C PE3OJIIOLMSAMH PYKOBOJCTBA OpraHU3alud U
pykoBogutens — moapasnencHus.  CpouHble  JOKYMEHTBI  IEPEAAIOTCS  UCHOJHUTEINIO
HE3aMeJUIUTENBHO.

7.2. JIOKyMEHTBI, MOCTyHalolMe B CTPYKTYPHOE MOAPA3LACICHHUE C PE30JIIOLUIMU PYKOBOJICTBA,
NepealoTcss PyKOBOAUTENIO MojpasneneHus. Eciu AOKyMeHT, MOCTYNUBILIMII Ha HCIOJHEHHUE B
nojapasjiefiecHie, HE HMEET OTHOLIEHUS K KOMIIETEHLMH TOJApA3/IeNeHUsl, PYKOBOIUTEND
nojpa3/iefieHuss B TOT XK€ JIEHb WJIM Ha CIEeAYImUid padoumii AeHh Bo3Bpamaer ero B CmyxOy
JIEJIONPOM3BOJICTBA JJIsi PEUICHUs BOMpOCca O MEpPEHANpaBICHUU €ro Ha HUCIIOJIHEHUE B JIPYroe
nojapasjaeneHue (ApyroMy UCIOTHUTEIIO).

7.3. UcnioiHeHne TOKyMEHTA IIPeyCMaTPUBAET:



c6op u aHanM3 HEOOXOAMMOM HH(pOpMAIHH;
HOJrOTOBKY MPOEKTA JOKYMEHTa M €ro 0()OpMIICHUE;
COIJIACOBAHHUE MTPOCKTA JOKYMEHTA C 3aHHTEPECOBAHHBIMU JIMLIAMU;

N0opa0OTKy MpOEKTa JOKYMEHTa IO 3aMEeYaHusM, IOJYyYEHHBIM B XOJ€ COIJIaCOBAaHUS W, IPH
HE00XOIUMOCTH, - [IOBTOPHOE COTIaCOBaHUE);

MOATOTOBKY CIHMCKa (yKa3zaTelisi) pacChUIKM JOKYMEHTa, €CIIM JIOKYMEHT aJpecOoBaH TPYIIe
OpraHu3alLui;

IIpeJICTaBICHHUE IIPOEKTA JOKYMEHTA Ha MOANKCH (YTBEPKJIEHNUE) PYKOBOJCTBY;

MOJIFOTOBKY JIOKYMEHTA K OTIPAaBKe U Mepeiavy KOMUU JOKYMEHTa B JIeno <25>.

<25> Bemonusercsa Ciyx00i1 1e101pon3BOACTBA.

7.4. HpI/I HaIllpaBJICHUN NOKYMCHTAa HECKOJIBKUM MHCIIOJIHUTCIISIM OTBETCTBCHHBIM 3a ITOATOTOBKY
IMPOCKTa JOKYMCHTA ABJIACTCA UCIIOJIHHUTCIIb, YKa3aHHLIfI B PC30JIIOLUH TICPBBIM HJIN 0003HaYCHHEIN
B PC30JIIOLUHU KaK OTBETCTBEHHBIN MCITOJIHUTEb.

7.5. OTBETCTBEHHBIN HCIOJHUTENb UMEET MpaBO JaBaTh MOPYUYEHHUS OCTAIBHBIM HMCIIOJHUTEISIM,
MPOBOANTH paboyue COBEIIaHUs ISl BBIPAaOOTKM COBMECTHOTO pelleHus. Bce ucmonHuTenu B
paBHON CTENEHW OTBETCTBEHHBI 3a CBOEBPEMEHHOE M KAaYECTBEHHOE WCIIOJHEHHE MOPYYEHHUS M
MPEJICTABJICHHE OTBETCTBEHHOMY WCIIOJIHUTENI0 B YCTAaHOBIEHHBIE HM CPOKH HEOOXOAMMBIX
MaTepuayioB (MPOEKTOB JOKYMEHTOB, CHpaBoK). VcrmoaHuTeNnn HE MMEIOT MpaBa MPEACTABISTH
IIPOEKTHI JOKYMEHTOB PYKOBOJAUTEII0, 1ABIIEMY [IOPYUYEHHUE, MUHYSI OTBETCTBEHHOI'O UCITOIHUTEIIA.

7.6. B citydae oTCyTCTBUS UCTIONHUTENS (KOMaHAUPOBKA, OTIYCK, 00JI€3Hb) JOKYMEHT IO YKa3aHUIO
PYKOBOJIUTEIS MOJPA3AEIECHUS IIEPENaeTCsl IPYroMy HUCIOIHUTENIO C 003aTelbHBIM COOOIIEHUEM
ero (haMuInu JeIONPOU3BOAUTENIO NOApa3iesieH s A1 BHeceHHus n3MeHeHuit B OPK nokymeHnTa B
CO/l niu MHYIO peruCcTpalluOHHO-YUYETHYIO (hopMy.

7.7. Ilpn yBOJNBHEHMM WJIM NEpexoAe Ha JpYyro ydacToK pabOThl COTPYAHHMK 00s3aH CHATh
JOKYMEHTBI U JieJa PYKOBOJUTENIO MOAPA3JCICHHs] WIM IO €ro YKa3aHUI0 BHOBb Ha3HAYEHHOMY
COTPYAHUKY (B cilyyae HEOOXOJUMOCTH, - MO aKTy NpHeMa-liepesadd, B KOTOPOM YKa3bIBalOTCA
BU/JIBI 7)1 (3ar0JI0BKH JI€) U UX KOJMYECTBO U KOTOPBIH MOAMUCHIBAETCS paOOTHUKOM, IIEpeaBIINM
JIOKYMEHTBI, U paOOTHUKOM, IPUHSBIINUM JTOKYMEHTHI).

7.8. PeBy.]'ILTaTOM HUCIIOJIHCHUA JOKYMCHTA SABJSICTCA IMPOCKT MNOKYMCHTA, MOATOTOBJICHHBIM
HUCITIOJTHUTCIIEM.

[TpoekT ToKyMeHTa cOo BCeMH HEOOXOAMMBIMM MPUIIOKEHUSIMH, HalleYaTaHHbIM U O)OPMIICHHBINA B
COOTBETCTBUU C ITPAaBUJIaMH, YCTAHOBIICHHBIMU B paszeie 3 [[pumMepHO HHCTPYKIIUH, HCTIOJTHUTENb
COIJIACOBBIBACT C 3aMHTEPECOBAHHBIMHM MOJPA3JEICHUSMH U JHMLIAMH U, IpU HEOOXOIMMOCTH, C
JPYTUMU OpraHU3alUsIMU.

JIOKyMeHTBI, TpeAHa3Hau€HHble I OTNpaBKH, OQOPMISIOTCA Ha OJlaHKe OpraHu3aluu
yCcTaHOBJIEHHOH (hopMBl. /[ OTIpaBKH JOKYMEHTOB, HE MMEIOLINX aJPECHON YacTH, COCTABIAETCS
COINPOBOIUTENBHOE MHCHMO.

Ha HAOKYMCHT, paccmnaeMmﬁ OoJiee ueM B YCTBIPEC aApcCa, UCIIOJHHUTECIIb TOTOBUT CIIMCOK PACCBUIKU,



OonpeaAc/sICT KOJUYCCTBO  OK3CMIUIAPOB HOKYMCHTA W TIIOCJIC PErucTpanuun obecnieunBaeT
HU3TOTOBJICHHUEC HeO6XOI[I/IMOFO KOJIMYECTBA KOITHH.

7.9. Wcnonuurens (OTBETCTBEHHBIM HCIOIHUTENb) OPraHU3YyeT COIVIacOBaHUE (BU3UPOBAHME)
MPOEKTa JIOKYMEHTa CO BCEMHU 3aMHTEPECOBAHHBIMHU JIUIIAMU M MPOBOAMT AOPAOOTKY MPOEKTa IO
3aMEYaHUsIM B COOTBETCTBUU € MyHKTaMu 4.1 - 4.11 IIpuMepHON HHCTPYKIUH.

[Tlpr HamMuuu OOJBIIOTO KOJUYECTBA 3aMEYaHUN 110 MPEACTABJICHUS ITOpAaOOTAaHHOTO MPOEKTA
JIOKYMEHTa Ha MOANUCH PYKOBOJUTEIO MCIIOJIHUTEIb TOTOBUT CBOAKY 3aMeuaHHui (MpeanoxeHuit),
B KOTOpPOH YyKa3bIBAaeTCS: COJAEp)KaHHE 3aMedaHus (MPeUIOKEHUs), JOJDKHOCTh, (haMMIus JUIa,
JIABILIEr0 3aMeYaHue, IPUHATO UM OTKJIOHEHO 3aMeyaHMe (€l 3aMEeYaHHUe OTKJIOHEHO, - IPUYUHY
OTKJIOHCHHS).

7.10. Tlocme mopaOOTKM © TIOBTOPHOTO BHU3WUPOBAaHUS (COTJIACOBAHMS) TIPOEKT JIOKYMEHTa
nepenaercss Ha mnonanucaHue (yrBepxkiaeHue). Jlo mpencTaBieHHs Ha TOJINUCH HCIOJHUTEINb
MPOBEPSIET MPABUIHLHOCTH OPOPMIICHHS JOKYMEHTA, TIPABUILHOCTh OOPMIICHHS apecaTa, HaTnIne
HEOOXOIUMBIX BHU3, MPHIOKEHUN, MPHU HEOOXOAUMOCTH - CIPABOK, MOSICHUTEIbHBIX 3aIMCOK,
Pa3bICHSIONIUX COJIEPKaHUE TIOITOTOBJICHHBIX TOKYMEHTOB, JIUCTA (yKa3aTess) PacChLIKHU.

7.11. TlognucaHHBIA JOKYMEHT HCIIOJIHUTENb B COOTBETCTBUM C IOPSJIKOM, YCTaHOBICHHBIM
WHJUBHIYAIbHOW MHCTPYKLIMEW IO ACIIONPOU3BOACTBY, MEPENACT Ul PErUCTPALMM U OTIPaBKU
W/WIIN BKJIFOUYEHUS B JI€J10.

B cootBeTcTBUM C HOMCHKJ’I&TypOfI JACJI UCIIOJIHUTCIIb OIIPCACIIACT MHACKC JI€JId, B KOTOPOC OOJIZKCH
OBITH BKJIIOUECH JOKYMCHT.

7.12. B X04e HUCIOJNHEHUs JOKYMEHTa MCIIOJIHMTENb MMEET IPaBO Ipeaaratb M3MEHEHHE CPOKa
UCIIOJIHEHUS], €CIM OTCYTCTBYIOT peajibHbl€ YCIOBMSI UCIIOJIHEHUS JOKYMEHTa (IIOpydYeHus), JenarTh
IIOMETKM Ha JOKYMEHTE O BPEMEHM €ro IIOCTYIUICHHMS, O JaTax I[POMEXYTOYHOIO KOHTPOJI,
TeNeQOHHBIX U MMCbMEHHBIX 3alIPOCaX, O AATE U Pe3y/IbTaTe OKOHYATEIIbHOTO UCTIOIHEHHUS.

7.13. UcnonHuTenb HE UMEET MpaBa pasriianiarh COJAEpKaHUE MOCTYNHUBIINX K HEMY JJOKYMEHTOB U
HOJTrOTOBJIEHHBIX MPOEKTOB CIY>KEOHBIX JTOKYMEHTOB, C HUMHU MOTYT OBITb O3HAaKOMJIEHBI TOJIKO
JMIa, UMEIOIIUE OTHOLLIEHUE K MX UCTIOJHEHHUIO.

VIII. ®opMupoBaHre JOKYMEHTAJbHOT0 (JOHAA OPraHu3auuu

8.1. OnepaTuBHOE XpaHEHUE JOKYMEHTOB OpPTaHMU3aIlMU JI0 Mepeay X Ha XpaHEHUE B apXUB WU
YHUUYTOKEHHUE OCYLIECTBIISIETCS B CTPYKTYPHBIX MTOAPA3AEICHUSIX OpraHu3aliu.

8.2. B OexX XpaHCHUA, IMOUCKA W HCIIOJB30BAHHA OJOKYMCHTBLI Ha 6yMa}KHOM HOCHUTCIIC U
SJICKTPOHHBIC TOKYMCHTBI (1)0pMI/Ipy}OTCH B A€JIa B COOTBCTCTBHUHU C HOMCHKJ’I&TypOfI JCII.

Homenknarypa gen 3akpernseT kiaccudukaiuio (TpynnupoBKy) UCTIOJHEHHBIX TOKYMEHTOB B JieNa
(37EeKTpOHHBIE J1e7la), CUCTEMATHU3aIlMI0 U WHICKCAIMIO JIeN, CPOKH WX XPaHEHUS W SBIACTCA
OCHOBHBIM YYETHBIM IOKYMEHTOM.

Homenkiiatypa nen gBIISIETCS OCHOBOM I COCTaBIICHMSI ONMMCEHN JeJI MOCTOSHHOTIO, BPEMEHHBIX
(cBbime 10 j€eT) CPOKOB XpaHEHUS U MO JMYHOMY COCTaBY, aKTOB O BBIJCNCHUM K YHUYTOKEHHUIO
JOKYMEHTOB C MCTEKIIMMHU CPOKAMU XPAaHEHHUs, a TaKkkKe JUId ydera el BpeMeHHbIX (1o 10 jer
BKJIFOUUTENBHO) CPOKOB XPaHEHHUS.

8.3. HOMCHKJ'IaTypa ACJI OpraHru3alu COCTaBJIAACTCA HA OCHOBC HM3YUCHUSA COCTABa U COACPIKAHUA
JOKYMCHTOB, O6p33yIOHII/IXC${ B ACATCIIBHOCTU OpraHu3aluu, BKIIOYasd HOKYMCHTBI, ITOCTYIAOIINEC



U3 IpyruX OpraHu3aLui.

8.4. Ilpu cocTaBieHHHM HOMEHKJIATYpPbl J€J CIIEJYyeT PYyKOBOJCTBOBAThCS YCTaBOM OpraHU3alluy,
IIOJIOKEHUSAMHU O CTPYKTYPHBIX MOJPA3AEICHUAX, IITATHBIM PAaCIIMCAHUEM, IIJIAHAMH U OTYETaMH O
paboTe opraHu3anuy, HOMEHKJIATypoil el 3a MpOLIEAINN Troj, JOKAIbHBIMH HOPMAaTHUBHBIMU
aKTaMM OpraHM3allid, COAEpXKALIMMU CBEICHUSA O JOKYMEHTaX, oOpa3yIOLIMXCs B AEATEIbHOCTU
OpraHM3aly, TUIIOBBIMM M I[PUMEPHBIMM HOMEHKJIAaTypaMu Jeil (OpY HX HaJIU4yuM),
BEJJOMCTBEHHBIMH U TUIIOBBIMU IIEPEYHAMH JTOKYMEHTOB C YKa3aHUEM CPOKOB UX XPaHEHHUSI.

8.5. B HOMeHKIIaTypy /1€ BKJIIOUAIOTCS BCE JOKYMEHTHI, OTPAKAIOIIUE AESITEIbHOCTh CTPYKTYPHBIX
MoJIpa3/ielieHuii OpraHu3aldyd M IMOCTOSHHO WM BPEMEHHO JCHCTBYIOLIMX OpPraHOB (KOMHUCCHIA,
COBETOB, KOMHUTETOB), B TOM YHCJIE JOKYMEHTbl OIPAaHUYEHHOIO JOCTYIa, PErMCTPALMOHHBIE U
YUETHBIE KYpPHAJIBI M KAPTOTEKHU, B HEOOXOAUMBIX CIy4asiX - KOMUU JOKYMEHTOB <26>. JIOKyMEHTHI,
CO3JIaHHBIE B JIEKTPOHHOU (OpME, BKIIIOYAIOTCS B HOMEHKJIATYPY A€ IO TeM e MpaBuiIaM, 4TO U
JIOKYMEHTBI Ha OyMa)KHOM HOCHTEJIE.

<26> Komuu JOKyMEHTOB BKJIIOUAIOTCS B HOMEHKIATYpPY JI€d, €CIAM KOMMS - €JUHCTBEHHbIN
9K3EMIUISIp JOKYMEHTa B OpPraHU3allMd, a TaKXe, €CIM KOIMUM HEOOXOJUMBI AJIs OpraHu3aliu
JESTCIIBHOCTH ITOAPA3IEICHHUS.

He BkirouaroTcs B HOMCHKIJIATypYy ACJI NCPUOAUICCKHUC U3NAHUA, KHUT'H, 6pOH_IIOpBI.

8.6. HomeHkiatypa nen opranu3anmu (cBogHas) cocrtamisiercss CiykOOW IeIoNmpou3BOJICTBA HA
OCHOBAaHMM HOMEHKJIATYp Jell CTPYKTYpPHBIX MOApa3jieieHuii 1o ¢opMe, YCTaHOBICHHOU
HpaBI/IJIaMI/I XpaHCHUA, KOMIIJICKTOBAHMWA, Y4€Ta U UCIIOJIb30BAHHUA JOKYMCHTOB ApXI/IBHOFO q)OHI[a
Poccuiickoii @enepanu U Ipyrux apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOW BIACTH,
OpraHax MECTHOI'O CaMOYIpaBJIEHUs], OpraHu3auusax <27> (nanee - [IpaBuna xpanenus).

<27> lpunoxenne N 25 k IlpaBuiam XpaHeHMs, KOMIUIEKTOBaHMs, yyeTa U HCIOJIb30BAHUS
JTOKyMeHTOB ApxuBHOro ¢onna Poccuiickoii @enepaniii U JIpyrux apXUBHBIX JIOKYMEHTOB B
OpraHax TOCYIJapCTBEHHON BJIaCTH, OpraHax MECTHOIO CaMOYINpAaBIEHUS, OpraHu3alusx,
YTBEPKACHHBIM IIpHKa3oM MuHuctepcTBa KyabTypbl Poccuiickoit @eneparuu ot 31.03.2015 N 526
(3apeructpupoBan B MuHnucrepctBe roctuinmu Poccuiickoit denepauuu 7 centsops 2015 r.,
peructpanronnsiii N 38830) (nanee - [IpaBuiia xpaneHust).

CBoJHas HOMEHKJIATypa /€]l COCTaBIISAETCs B IIOCIEAHEM KBapTaie TEKYLIETO TOAa Ha MPEACTOSIIINN
KaJICHAPHBINA TOI.

8.7. HomeHknaTypa fen  OpraHu3allMd  TOJAMUCHIBaeTcs  pykoBoautesneM  CiyObl
JIEIONPOU3BOJICTBA, BHU3MPYETCS PYKOBOJAWUTEIEM apXuBa (JIMLIOM, OTBETCTBEHHBIM 3a apXUuB),
COIJIACOBBIBACTCS C LEHTPAIbHONW SKCIEPTHONW KOMHCCUEH (IKCIEpTHOW KOMHCCHEH) OopraHu3anuu
M, €CIM OpraHu3alMs SBISETCSd HMCTOYHUKOM KOMIUIEKTOBAaHUS T'OCYAApCTBEHHOIO WU
MYHHUIUIIAJIBHOTO apXHUBa, OJUH Pa3 B 5 JIET MPEACTaBIIAECTCS Ha COTIIaCOBAHUE COOTBETCTBYIOLIEH
AKCIEPTHO-TIPOBEPOYHON KOMHUCCHM YIIOJTHOMOYEHHOTO OpraHa UCIHOJIHUTEIbHOM BIACTH CyOBeKTa
Poccuiickoit denepannu B obnactu apxuBHOro aena (ganee - DIIK apXUBHOTO ydpexJIeHUs) WIH
roCy/IapCTBEHHOr0 (MYHUIMIAIBHOTO) apXuBa B COOTBETCTBHUM C MIPEJOCTABIEHHBIMU €My
MIOJIHOMOYMSIMU B MOPSAKE, ycTaHOBIEHHOM [IpaBuiiamMu xpanenus <28>.
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<28> Ilynkr 4.8. IlpaBui xpaHeHHUS.

Homenknarypa nen, coryacoBanHass OIIK apxuBHOro yupexaeHuss WIM TOCYAapCTBEHHBIM
(MyHMLMIAIBHBIM) apXMBOM B COOTBETCTBMM C MPEIOCTABICHHBIMU €My IOJIHOMOYMSIMH,
YTBEPKAAECTCA PYKOBOJUTEIEM OpraHU3allMU U BBOJUTCS B A€McCTBHE C 1-T0 SHBaps MPEACTOSIIETO
KaJICHIApHOTO roJ1a.

Opranu3zaiuu, B JeSTeIbHOCTH KOTOPBIX HE CO3Aat0TCs JOKyMEHThl ApxuBHOro ¢onaa Poccuiickoii
®denepanyy, yTBEpKAaI0T HOMEHKIATYPY A€ CAMOCTOSITENIBHO.

B cnyuae u3MmeHeHus (QYHKIHMI M CTPYKTYyphl OpraHM3allii HOMEHKJATypa Jell COCTaBIIAETCA,
COIJIACOBBIBAETCS U YTBEPKIAAECTCS 3aHOBO.

8.8. CornacoBanHas ¢ cootBercTByromel OIIK apXuBHOro y4ypexaeHusl WIM TOCYJapCTBEHHBIM
(MyHUIIMIIAIBHBIM) apXHMBOM B COOTBETCTBUM C MPEAOCTABICHHBIMH €My HOJHOMOYHUSMH
HOMEHKJIaTypa M€l B KOHIIE KaXIOro Tofa YTOYHSETCS, IepereyaThiBacTCs, YTBEPIKIaeTCs
PYKOBOJAWTENEM OPraHM3allMi W BBOAMTCS B JeHCTBUE ¢ | SIHBaps MPEACTOAIIErO KaJeHIAPHOTO
roja.

8.9. IlepBblil 3K3eMIUIAP YTBEPAKACHHOM HOMEHKIIATYPHI 1€ SBISETCS JTOKYMEHTOM IOCTOSHHOTO
XPaHEHUs1 U BKIIIOYAETCS B HOMEHKIATYpy jAen B pasnen CiyxObl 1e710Mpou3BOJICTBA, BTOPOMl -
ucnonezyercst Ciy:k00¥  1elonpou3BOACTBA B KayecTBe pabodero -HK3emIuiapa, TpeTuud -
IIEpEeNacTCsl B ApXUB OpraHU3alMM B KadeCTBE YYETHOIO JOKYMEHTA, JJIEKTPOHHAs KOs
HOMEHKJIATypbl €]l OpPraHU3alldH, YTBEPKICHHOW PYKOBOAMTEIIEM OpraHU3alliH, MEepeacTcsl B
rOCy/IapCTBEHHBIH (MYHULMNANbHBINA) apXWUB, UCTOYHUKOM KOMILJIEKTOBAHHUS KOTOPOIO SIBISIETCS
OpraHu3arus.

B moapaznenenust opraHuzanuy HOMEHKJIATypa zen pacceiiaercss Ciy:xk00i 1e10mpou3BOACTBA B
BU/JIE KOTIMI COOTBETCTBYIOIIMX Pa3/I€JI0B Ha OyMaKHOM HOCHUTEJIE WM B JIEKTPOHHOH (opMe.

8.10. Homenkmarypa JAen OpraHM3allid CTPOMTCA IO CTPYKTYpPHOH (Ha3BaHMSIMH pa3JeiioB
(moapasnenoB) HOMEHKJIATyphl JeNl  SBJSIOTCS Ha3BaHUS CTPYKTYPHBIX  IOAPA3JIEIECHUH,
pacrojOKEHHBIE B  COOTBETCTBUM C  YTBEP)KIEHHOM CTPYKTypOHl  OpraHusanuu), WIH
(GyHKIIMOHAIBHOW cXxeMmaM (Ha3BaHUSMHU pa3JeioB HOMEHKJIATYPbl €N SIBJISIFOTCS HAIpPaBJICHUS
JeSITeIbHOCTH OPTaHU3aIUN).

8.11. HomeHnknarypa zien CTpyKTYpHOTO MOAPA3JEJICHUs COCTaBIISIETCS B Ka)KJIOM IOJpa3/IeleHUN
OpraHu3aly paOOTHUKOM, OTBETCTBEHHBIM 3a JI€JIONPOU3BOJICTBO MOJPA3/AEICHUS, NPU y4aCTHH
BEAYUIMX CHEHUAINCTOB  MOAPA3JEJICHUs, COIJIACOBBIBAETCA C  OKCIEPTHOW  KOMMCCHEH
nosipaszziesieHus (Mpu ee HaJU4uH), HOAMUCHIBAETCS PYKOBOJIUTEIEM CTPYKTYPHOTO MOApa3eIeHUs
u npeacrasisgercs B Ciyk0y 1e10npon3BOJICTBA.

HomeHnknarypa Jen CTPYKTYpHOrO HOJpPAa3/eNIeHUusl COCTaBIseTcs MO (QopMme, YCTAHOBJIEHHOU
ITpaBuiiamu xpaneHus <29>.

<29> [Ipunoxxenue N 26 k [IpaBunam xpanenus.

BHOBB CO37aHHOE WM PEOPraHU30BAHHOE MOJPA3ICICHUE TODKHO B MECSYHBIH CPOK pa3paboTaTh
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HOMEHKJIATypy el ¥ pecTaBUTh ee B Ciryk0y 1e7I0mpOr3BOICTRA.

8.12. Bce 3arosoBKu J€J, BKJIIOYEHHbIE B HOMEHKJIATYpy M€l CTPYKTYpPHOIO NOJpa3iesieHus,
uHaekcupytorcs. Muneke aena ykaspiBaercs B rpade 1| HOMEHKIATyphl 1)1 U COCTOMT U3 MHJAEKCa
CTPYKTYpPHOTO IoJpa3aeneHus (Koaa noapaseieHusi B COOTBETCTBUU C YTBEP)KIEHHOM CTPYKTYpoi
OpraHu3alUK WK KJIACCU(PUKATOPOM CTPYKTYPHBIX [1OJIpa3/ieleHNii) U NOPsIKOBOTO HOMepa Jiesla B
paszene HOMEHKIATypbl nen. Munekcel nen obo3HavaroTest apabckumu nudpamu. Hanpumep: 01 -
05, roe:

01 - Koz CTPYKTYPHOTO MOIPA3/ACICHUS;
05 - mopsiIKOBBIN HOMEP JieNia B pa3zieliec HOMEHKIIATYPHI Jell.

Hena mo BompocaM, Hepa3pelIeHHbIM B TEUYEHHWE OJHOrO roja, ABISIOTCS 'mepexomsimumu" u
BHOCSATCS B HOMEHKJIATYPY JIeJI CIEAYIOIIETro rojia ¢ TeM e UHAEKCOM. PexomMeHyeTcst COXpaHaTh
B HOMEHKJIATYPE 1€ OJJMHAKOBBIC MHICKCHI JJISI OJTHOPOIHBIX JEJI, BKIOUEHHBIX B Pa3HbBIC Pa3ciibl.

Ecnu B TeueHue ro/ia B ICATEIILHOCTH OpraHu3aud 00pa3yroTcsl TOKYMEHTHI, He TIPEAyCMOTPEHHbBIC
HOMEHKJIATYPOW JIeJ1, 3ar0JIOBKH HOBBIX JICJ TOTIOJIHUTEIILHO BKJIFOYAIOTCS B HOMEHKJIATYPY el B
KaXJIOM pa3zjielie HOMEHKJIATYPhI JIeN /Ui BHOBH 3aBOJIMMBIX JIeJ MPEAYCMaTPUBAIOTCSI PE3CPBHBIC
HOMepa.

8.13. 3aronoBok nena (rpadga 2 HOMEHKIATYpHI JeN) AOKEH B 00001IeHHON (opMe OTpakaTh
OCHOBHOE COJIEp>)KaHHE M COCTaB JOKYMEHTOB Jena. He nomyckaercss ynoTpeOsieHHEe B 3arojioBKe
Jiela HEeKOHKpEeTHBIX GopMynupoBok ("pasHble Marepuanbl’, "oOmias mepenucka'), a TaKxke
BBOJHBIX CJIOB M CJIOKHBIX CHHTaKCHYCCKUX OOOpPOTOB. 3arojIOBKM el MOTYT YTOYHSATHCS B
Te4YeHHe roja B mpoiecce GopMupoBaHus U 0HOPMIICHHS JIE.

3aroJIoBoK Jcjla  JOJDKCH COCTOATH u3 3JICMCHTOB, paciojiaracMbIxX B cnez[y}omeﬁ
OCICA0OBATCIBbHOCTHU !

a) Ha3BaHME BMJA Jena (Tepenucka, XKypHal, J1eJ0) WM BUJa JOKYMEHTOB, BKIIIOYEHHBIX B JIEJI0
(MpOTOKOIIBI, MPUKA3bI);

0) HaMMEHOBAaHHUE OPTraHU3alMM, CTPYKTYPHOTO TOJApA3/ENECHHUs, MOCTOSHHO JEHCTBYIONIETO HIIH
BPEMEHHOT'0 OpraHa, JOHKHOCTHOTO JUIA, CO3JaBIINX JOKYMEHT(bI);

B) HAaMEHOBaHHE KOPPECHOHeHTa (OpraHu3aluy, Jua, KOTOpOMY aJpecoBaHbl WM OT KOTOPOTO
HOJy4EHbI JOKYMEHTBI);

I') KpaTKoe Cofiep)KaHue TOKYMEHTOB JIeNa;

1) Ha3BaHHE MECTHOCTHU (TEPPUTOPHH), C KOTOPOH CBS3aHO COZEpKaHUE TOKYMEHTOB JIeJia;
e) nara (mepuoj), K KOTOPbIM OTHOCATCS IOKYMEHTHI JIeNIa;

’K) YKa3aHHE Ha KOIMUIHOCTh JOKYMEHTOB JIEJa.

8.14. HOpH,Z[OK PacCIIOJIOKCHU A 3aroJIOBKOB €I BHYTPU PAa31€JIOB HOMCHKIIATYPbI ACII OIIPECACIIACTCA
CTCIICHBIO BA)KHOCTU JOKYMCHTOB, BKIIFOYCHHBIX B JI€JIA.

B HaydaJic pa3zaciia pacnorararoTcsa 3aroJOBKH ACI, COACpIKaAInX YUYpCAUTCIILHBIC,
OpTraHHU3allMOHHO-TIPABOBEIC U PACIOPAAUTEIIBHBIC TOKYMEHTBI, 3aTEM 3aroJIOBKH ACJ, COACpKAIIUX
IJIAHOBBIC, OTYCTHLIC, I/IH(I)OpMaI_II/IOHHO-aHaHI/ITI/IquKI/IC JAOKYMCHTBI, HOKYMCHTELI, OTpaXaromue
ACATCIIBHOCTE MOAPA3ACIICHHA, IHCPCIIMCKY, B KOHIEC pasacia - PErUCTPAUOHHBIC W YYCTHEBIC
JKYypHaJIbl, KAPTOTCKHU, 0a3bl JaHHBIX.



3arojoBKM [IeJI, COCTABJIEHHBIX 110 KOPPECHOHIEHTCKOMY M TreorpaduyeckoMy IpH3HAKaM,
BHOCSITCSI B HOMEHKJIATYpPY A€l MO0 aln(aBUTy KOPPECIOHIEHTOB UM reorpapuuecKiuX Ha3BaHUU.

B 3aronoBkax mgen, copep)KamMx JOKYMEHTHl II0 OJHOMY BOIIPOCY, HO HE CBS3aHHBIX
IIOCJICIOBATEIBHOCTBIO PEILICHUST BOIPOCa, B KadyecTBe BHUAA JieJla YIHOTpeOJsieTcss TepMUH
"IOKyMEHTHI", a B KOHIIC 3aroJIoBKa B CKOOKax YKa3bIBAIOTCS HAa3BaHUS BHIOB JIOKYMEHTOB,
HauOoJee MPEICTaBICHHbBIX B JIENIE:

"JIOKyMEHTBI O TIPOBEICHUH COBEIIAHWN U CEMUHAPOB (MPOTPaMMBbI, CITUCKH, JOKIaabl)".

Tepmun "MTOKYMEHTHI" MPUMEHSETCS TaK)Xe B 3aroJIOBKax zen, coJIeprKallmX
JOKYMEHTBI-TIPUJIOKEHHUST K KaKOMY-JIHOO JIOKYMEHTY (BUIbI JOKYMEHTOB-TIPWJIOXKEHUN HE
MIePEUHCIIIOTCS ):

"JIOKyMEHTBI K IIpOoTOKOJIaM 3acefanuii Hayuno-texnuueckoro cosera';
"ITpoTOKOJIBI TPOU3BOICTBEHHBIX COBEIAHUH IPU T€HEPAIIBHOM JIUPEKTOPE U IOKYMEHTHI K HUM .

B 3aromoBkax ACJI, MPEAHA3HAYCHHBIX U I'PYHOIIMPOBKU OAHOTHIIHBIX HOKYMCEHTOB, 3Ta I'PYIIIA
JOKYMCHTOB YKa3bIBACTCA BO MHOXKXCCTBCHHOM YUCJIC:

"ITpoToxoibl 3aceiaHuil AupeKuun".

B 3aromoBkax ACJI, COACpKaAIIUX IICPCIHCKY, YKa3bIBACTCsA, C KEM U II0 KAKOMY BOIIPOCY OHa
BCACTCA:

"Tlepenucka ¢ 00pa3oBaTENbHBIMU YIPEKICHUSIMHU O MOBBIIICHUH KBATM(UKAIIIH PAOOTHUKOB".

B 3aronoskax ACJI, COACpKaUX IMEPCINUCKY C OAHOPOAHBIMH KOPPECIIOHACHTAMHU, ITOCICAHNUEC HC
HAa3bIBAIOTCA, a YKA3bIBACTCA NX BUJOBOC HA3BAHUC!

"Tlepenucka ¢ (eaepaqbHBIMU OpraHAMU WCIOJHHUTEIBHOM BIACTH O 3aKIIOYEHUN U WCIIOJTHEHUH
roCyIapCTBEHHBIX KOHTPAKTOB'".

B 3aronoBkax nen, comepikalux MEpenucKy ¢ pa3HOPOAHBIMU KOPPECIOH/IEHTAaMH, MOCIEIHUE HE
MEePEUUCIIAIOTCS:

"Ilepenncka 0 3aKJIFOUEHUH U UCIIOJHEHUH F'OCYAAPCTBEHHBIX KOHTPAKTOB" .

B 3aronoske nmena YKa3bIBaACTCA KOHKpCTHBIfI KOPPECIIOHACHT, €CJIM MEPCIIHCKAa BEACTCA TOJIBKO C
HUM:

"Tlepenucka ¢ OOO "T'opcBs3p" 0 MpeIOCTaBICHUN YCIYT CBSA3H' .

[Tpu o0o3HaYeHUH B 3arojioBKax A€l aJMUHUCTPATUBHO-TEPPUTOPUATBHBIX €IUHUI] YUHUTHIBACTCS
ClIeyIolIIEe:

CCJIN COACPKAaHUEC NCJIa KaCaCTCAd HECKOJBKHUX OAHOPOAHBIX aAMHUHUCTPATUBHO-TCPPUTOPUAIIBHBIX
CIAWHHUI, B 3aroJIOBKC ACjIa HC YKAa3bIBAIOTCA MX KOHKPCTHBIC HA3BaHUA, 4 YKa3bIBACTCA HUX O6HIGG
BHUJ0BOC Ha3BaHUC:

"Ilepenucka ¢ yupeKIeHUAMH KyJIbTYypbl aIMUHUCTPATUBHBIX OKPYrOoB MOCKBBI'".

€CIi COoJEep)KaHHWe Jejla KacaeTcsli OJHOW aJAMHHHCTPATUBHO-TEPPUTOPUATBHON  €IUHUIIBI
(HacelleHHOTO MMyHKTa), €€ (€ro) Ha3BaHHE YKa3bIBAETCs B 3ar0JIOBKE Jiela:

"Ilepenncka ¢ punuaniom B MOCKOBCKOM 001acTH O MJIaHUPOBAHUU U OTYETHOCTH".



B 3aromoskax ACJ, COACPIKAIINX IIAHOBYIKO MJIM OTYCTHYIO NOKYMCHTAIWIO, YKA3bIBACTCA MCPUO/L
(Mecsit, KBapTai, roja) Ha (3a) KOTOPBIH COCTABJICHBI TIJIaHBI (OTYETHI):

"OT4eTsl CTPYKTYPHBIX ToApazaeneHuid 3a 2017 roa";
"CTaTUCTUYECKHUI OTYET O YHCIEHHOCTH, COCTaBe U JBIKeHUH KaapoB 3a 2017 rox (¢. N 27-rox)".

[Tpu popmupoBaHuu Jena U3 HECKOJIBKUX TOMOB (YacTeif), Kpome OOIIero 3arojoBKa Jelia MpH
HEOOXOJIMMOCTH COCTABIISIFOTCSL 3arOJIOBKM Ka)XIIOr0 TOMa (YacTH), YTOUHSIONIME COJEpKaHHE
TOMOB (4Yacteit) gena.

3aroyioBKHU JIeJ1 MOTYT YTOUHSITHCS B Iipoliecce popmMupoBaHus U 0HOpMIICHHS J1e.

8.15. I'pada 3 "KomuuecTBo aen" 3amonHAETCS 10 OKOHYAHUH KajeHaapHoro roja. [lo qoctmwkenun
JIEJIOM, BKJIFOYAIOIIKUM JOKYMEHThI BpeMEHHBbIX (cBbIlIe 10 JIeT) U MOCTOSHHOIO CPOKOB XpaHEHUS,
o6bema B 250 TMCTOB, TOM 3aKpBhIBAETCS U OTKPBIBAeTCs HOBBIM TOM. B rpade 3 HoMeHKIIaTyphl aei
MOCJIEIOBATEIbHO YKAa3bIBAIOTCSI HOMEpPA TOMOB M KpailHue AaThl JOKYMEHTOB KaXJI0r0 TOMa!

T. 1. 11.01.2017 -
30.06.2017
DNEeKTPOHHBIE Jiefla Ha ToMa (4acTu) He pa3enstorcsa. Bee aneKkTpoHHbIe JOKYMEHTHI, HE3aBUCHMO
OT UX 00bEeMa, BKIIFOYAIOTCS B OJTHO JIEKTPOHHOE JIEIIO.
8.16. B rpade 4 "Cpok xpaHenus u N CTaTbH M0 MEPEUYHIO" YKA3BIBAIOTCS CPOKHU XPAHEHUS el U
HOMEpA CTaTel MO TUIOBOMY WJIM BEJOMCTBEHHOMY IEPEUYHIO IOKYMEHTOB C YKa3aHHEM CPOKOB
XpaHeHus, peepatbHOMY 3aKOHY HWJIM HHOMY HOPMaTHBHOMY MPAaBOBOMY aKTy.

8.17. B rpade 5 "llpumeuanue" MpoCTaBISAIOTCS OTMETKH O 3aBeneHuu nen ("3aBemeHo"), o
nepexoaanmx aenax (Hampumep, "[lepexoasiee ¢ 2016 roxa"), o BeIAEICHUH €] K YHUUTOXECHHUIO,
0 JIMIIaX, OTBETCTBEHHBIX 32 (pOpMHpOBAHHWE JEJ, O IMepeaade Jell B JPYryr OPTaHU3AIMI0 IS
MPOJIOJKEHUS.

Ecnu neno gopmupyercss B HHPOPMAITMOHHON CHUCTEME M BKIIIOUAET AJIEKTPOHHBIC TOKYMEHTHI, B
rpadge "llpumeuanue" oTMeudaeTcs, UYTO €70 BEIASTCS B DJJICKTPOHHOM BHJE C YyKa3aHUEM
HAaUMEHOBAaHUS UH()OPMALIMOHHON CUCTEMBI:

"Onexktponnbie nokyMeHThl. COJI "Kanuensapus", Bl "CnyxebHbie 3anucku'.

8.18. Ilo 3aBeprieHHM [AETONPOU3BOACTBEHHOTO ToJia B KOHIIE HOMEHKJIATYphl JIed B KaXJIOM
CTPYKTYPHOM TOpa3aeleHuu 0(hOpMIISEeTCS UTOrOBas 3alKcCh, B KOTOPYI) BHOCSITCS CBEICHHUS O
KOJIMYECTBE 3aBEJICHHBIX JIe1 (TOMOB, 4acTei), OTACIBHO TOCTOSHHOTO W BPEMEHHBIX CPOKOB
XpaHEHUs, BpEMEHHBIX CPOKOB XpaHeHust ¢ orMmeTkol "OIIK" u mepexomsumx. Mtorosast 3anucek
JTOTIOJTHSETCS TAHHBIMU O KOJIMYECTBE AJIEKTPOHHBIX JIEJT COOTBETCTBYIOIINX CPOKOB XPAHCHHUS.

B wuroroByro 3anuch CBOAHOM HOMEHKJIATypbl JEJN CBEICHHS BHOCATCS HAa OCHOBAHUM JAHHBIX,
MEepPEIaHHbBIX U3 CTPYKTYPHBIX MOAPA3ICTCHUN OpraHu3aluu.

CBC}IGHI/IH, COJZCpKaIIECa B HTOTOBOM 3aITHCH HOMCHKIJIATypbl J€JI OpraHu3aluu, NEpcaaroTCs B
ApXUB OpraHu3anuu, 0 Y€M B HOMCHKJIATYPC ACIT MPOCTABIIICTCA OTMETKA C YKA3dHUCM NOJIKHOCTU
W MMOAIIMCH JIHLA, ITEPCAABIICTO CBEACHM.

8.19. Jlena co oHA MX 3aBelEHUs O MEpPENayd B apXWUB OpPraHU3alluy WIA 0 BBIACJIECHUS UX K
YHUUTOKEHUIO 110 UCTEYEHUH CPOKa XPAHEHUS XPAHATCS 10 MECTY UX (POPMHUPOBAHUS.

ZICJ'IO CUHUTACTCA 3aBCICHHBIM C MOMCHTA BKJIFOUYCHNA B HET'O IIEPBOT'0 UCITIOJIHEHHOT'O JOKYMCHTA.



8.20. Ilpu popmupoBanuu nen Ha OyMa)KHOM HOCHTEJE JOJDKHBI COOTIOATHCS CIEAYIONINE 00Iue
npaBUIa;

B JCJI0 IIOMCIIAKOTCA HCIIOJHCHHBIC IOKYMCHTBI, COOTBETCTBYIOIIHME II0 CBOEMY COACPKAHHIO
3aroJIOBKY JAc€Jja 10 HOMCHKIIATYpPC ACII;

IIPUII0KEHUS IIOMEILAIOTCS BMECTE C OCHOBHBIMU JJOKYMEHTaMU;

B JI€JI0 BKJIFOYAKOTCSA JOKYMEHTBI OJHOTO KaJIEHAAPHOTO I'0/1a, 38 UCKIIOYEHUEM NIEPEXOISIIMNX e,
JIOKYMEHTBI IOCTOSIHHOT'O U BPEMEHHBIX CPOKOB XPaHEHUsI TPYIIIUPYIOTCS B JI€a Pa3IeibHO;

B JIEJIO BKJIKOYAETCA M0 OJJHOMY IK3EMILIIPY KaXKJI0T0 JOKYMEHTA;

dakcorpammbl, TelerpaMMbl, TeleQoHOrpaMMbl MOMEMIAIOTCA B Jefla C MEePenucKoil Ha oOmmx
OCHOBaHUSIX;

B JCJI0O NOMCIIAIOTCA AOKYMCHTBI IMPAaBHUJIbHO W ITOJTHOCTBIO O(bOpMHeHHBIG (I[OKyMeHTBI JOJIKHBI
HUMCTb ATy, NOANINCh U APYIrUuc HeO6XOI[I/IMHe peKBI/I3I/ITLI);

B JICJIO HE BKJIFOYAIOTCSI IOKYMEHTHI, ITOJICKAIINE BO3BPATY, JIMITHUE SK3EMIUSIPhI M YSPHOBUKH (32
HCKIIFOYEHHEM 0CO00 1IEHHBIX );

1o o0beMy J1eJ10, BKIIFOYAOIIee JTIOKYMEHThI Ha OyMa)KHOM HOCHTEJE, HE JOJDKHO IMpeBbIaTh 250
JUCTOB, TIPH TOJIIIMHE HE Oojiee 4 cM (TOJIIMHA JIe] CO CpOKaMu XpaHeHus j0 10 JeT He TonKHa
npesbimath 10 cm). [lpu nmpeBbleHNH TaHHOTO 00beMa 3aBOJAUTCS BTOpOM TOM. [Ipu Hammumu B
JieJie HECKOJIbKMX TOMOB (9YacTell) MHIIEKC M 3aroJIOBOK Jiejia MPOCTABISIOTCS Ha KaKIOM TOME C
nobasnenneM oo6o3znauenuii: "T. 1", "T. 2".

JIOKyMEHTBI BHYTpPH Ji€JIa paciioyiaratoTcsl CHU3Y BBEPX B XPOHOJIOIMUYECKOM, BOIIPOCHO-IOIMUECKOI
HOCJIEI0BATEIBHOCTH HWIIM UX COYETAaHUH.

PaCI'IOp}I,I[I/ITeJ'ILHBIC JAOKYMCHTBI I'PYHIIUPYROTCA B J1€JIa IO BUJAM U XPOHOJIOTUH C OTHOCAIIUMHUCA K
HUM ITPUITOKCHUAMMU. I[OKYMGHTBI - OCHOBAaHHs K paclIopAAUTCIbHBIM JOKYMCHTAM BKIIIOYAIOTCA B
OTACIBHOC ACJIO.

HpOTOKOHBI B JICJIC pacCojiararoTcda B XpOHOJIOTMYCCKOM MMOPAAKE U IO HOMEPaM.

JIOKyMEHTBI K 3acefaHusIM (COBELaHUsIM) IPYIIHUPYIOTCS B OT/EIbHOE /€0, KaK U MPUIIOKEHUS K
IPOTOKOJIaM, €CJIM OHM coJiepkat bosee 25 cTpaHuL.

JIOKyMEHTBI K IPOTOKOJIaM, €CJIM OHU CIPYNIHUPOBAaHbI B OTAEIbHBIE JI€]a, CUCTEMaTHU3UPYIOTCA
BHYTPH JI€JIa 110 NOPSAAKY HOMEPOB IIPOTOKOJIOB.

JlokanbHbBIC HOPMATUBHBIC AKTBI, YTBCPIKIACHHBIC PACTIOPAAWUTCIBHBIMHA NOKYMCHTAMMU, ABJIAIOTCH
MPUITOKCHUSAMU K HUM U T'PYHITHUPYIOTCA BMECTC C YKa3aHHBIMU JJOKYMCHTAMU.

ITpuka3bl M0 OCHOBHOM JEATENBHOCTH IPYNIUPYIOTCS OTAEIBHO OT MPUKA30B IO JIMYHOMY COCTABY
Y IIPUKA30B M0 aIMUHUACTPATUBHO-XO35IIICTBEHHOM AEATENbHOCTH <30>.

<30> B coorBerctBUM ¢ llepeyHeM THUMNOBBIX YIPaBICHUYECKUX aAPXUBHBIX JOKYMEHTOB,
o0Opa3yromuxcsi B TpOIECCEe NEATEeIbHOCTH TOCYAapCTBEHHBIX OpPraHOB, OPraHoOB MECTHOTO
CaMOYTIPaBJIEHUs U OPTraHM3alUi, C YKAa3aHHUEM CPOKOB XPaHEHUs, YTBEPKIECHHBIM MPHUKA30M
MunucrtepcTBa KyapTypsl Poccuiickoit @eneparuu ot 25 aBrycta 2010 . N 558 "OO0 yTBepkaeHnun
[lepeyHss THUMOBBIX YIPAaBIEHYECKUX AapPXMBHBIX JOKYMEHTOB, OOpa3ylolIUXcs B MpoIecce
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JIEATETbHOCTH TOCY/APCTBEHHBIX OPraHOB, OPTaHOB MECTHOI'O CAMOYIPABJICHUS U OpraHu3alui, ¢
yKa3aHUEM CpPOKOB XpaHeHHs" (3aperucTpupoBaH B MUHUCTEPCTBE IOCTUIIMU Poccuiickoi
Oeneparn 8 centsiops 2010 r., perucrtpanmonnsiii N 18380); ¢ M3MEHEHHUSMH, BHECEHHBIMH
npukazoM MunuctepcTBa KynbTypbl Poccuiickoit @enepaunu ot 16.02.2016 N 403 "O BHeceHuu
u3MeHeHul B llepedyeHb THUIMOBBIX YIPABICHUECKUX APXMBHBIX JIOKYMEHTOB, OOpa3yrOIIMXCS B
MPOLECCe JAEATEIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIIPAaBJICHUS H
OpraHu3aIuii, ¢ yKa3aHUEM CPOKOB XpaHEHUsl, YTBEPKICHHbIN MPUKa30M MUHHUCTEPCTBA KYJIbTYPHI
Poccuiickoit ®denepanuu ot 25 aBrycra 2010 r. N 558" (3apeructpupoBaH B MUHHCTEPCTBE
roctuiuu  Poccuiickoit ®enepaunn 15 mapra 2016 1., peructpaunonssii N 41414), x
aJIMUHHCTPATUBHO-XO35IICTBEHHON JESITENbHOCTA OTHOCATCS BOIPOCHI MO COOJIIOICHUIO TMPaBUII
BHYTPEHHETO PaclopsKa, HKCIUTyaTallul CIIYy>KEOHBIX 37JaHUN, TPAHCHOPTHOMY OOCITYXHBAHHUIO,
BHYTpEHHEH CBs3U, 00ecrieueHn 0 6€30MacHOCTH OpraHu3alui.

[Tprkassl MO JIMYHOMY COCTaBY (POPMHPYIOTCS B Jiea B COOTBETCTBUH CO CPOKAMHU XPAHEHHUSI.
JIOKyMEHTBI B JINYHBIX [EJIaX PACIOIararTCs 10 MEpPe UX MOCTYILICHHUS.

[lepenucka rpynmnupyercs B Jelia M0 TeMaTHUKE W/UIM KOPPECHOHJEHTaM U CHUCTeMaTU3UpyeTcs B
XPOHOJIOTUYECKOH IMOCIIEA0BATEILHOCTH: JTOKYMEHT-OTBET MOMEIIAETCS 3a JOKYMEHTOM-IIPOChOOH
(3anpocom). IIpu BO30OHOBIEHHHM TEPENUCKH IO OIpPEIEICHHOMY BOMNPOCY, HayaBIIeWcs B
NpEeABIIYIIEM TOY, JOKYMEHTHI BKJIIOUAIOTCS B JIEJIO TEKYILETO rojla C yKa3aHUEM HMHJIEKca Jena
MpebIIYIIEro roja.

DJNIEKTPOHHBIE TOKYMEHTHI ()OPMHUPYIOTCS B SJIEKTPOHHBIC JieJla B COOTBETCTBUU C HOMEHKJIATYPOil
JIeJT OpraHu3aluy B Toil HHGOPMAIMOHHON CUCTEME, B KOTOPOH OHM ObLIM CO3JaHbl WM B KOTOPYIO
OBLIN BKJIFOYEHEI.

8.21. lna obecrieueHus: COXpaHHOCTH, yyeTa JOKYMEHTOB M J€Jl CTPYKTYPHOrO MOJpa3ieiieHus u
OpraHu3aliK JOCTYIA K HUM IPOBOJUTCS KOMILIEKC paboT:

CO3JaHHUEC OIITUMAJIbHBIX yCJ'IOBI/II\/JI XpaHCHUA JOKYMCHTOB U JICJI;
PasMEIICHUE ACIT;

IMMPOBEPKa HAJINYUA U COCTOAHUA JOKYMCHTOB U JCJI;
CO6J'IIOI[CHI/IC IMopsaKa Bl gavuu JCJI.

8.22. Jlena pa3sMmemaloT B pabOYMX KOMHATaX WJIM CHEIUAIBHO OTBEJAEHHBIX ISl 3TOW IEH
MOMEIEHUsIX B IKadax, Ha cTeuiaxaX, 4YTOObl O0ECIeYUTh UX COXPAaHHOCTh M 3alIUTy OT
BO3/ICHCTBUS BPEIHBIX (PaKTOPOB.

Hena g ux ydeta U ObICTPOTO MOMCKA JODKHBI PACIoIaraThCsl BEPTUKAIBHO, KOPEIIKAaMHU HAPYKY
U B COOTBETCTBUU C HOMEHKIATypou nen. Ha xopemikax o0yokeK AeN yKa3bIBAIOTCS WHIEKCHI IO
HOMEHKJIAType JeN, P HEOOXOIMMOCTH HOMEp ToMma Jiefa, naty nena. HoMmeHkmnatypa nen wid
BBIMICKA U3 HEee MOMEIIAeTCsl Ha BHYTPEHHEH CTOpoHe mikada.

8.23. IIpoBepku HaMUYMsI U COCTOSIHUS IOKYMEHTOB M J€J B LENSIX YCTaHOBJIEHHUS (DaKTHUUECKOTO
HaJIU4¥s €]l JOJIKHBI IPOBOJUTHCS JEIOINPOU3BOIUTEIIEM ITOAPA3IACICHU B CIIydasx:

nepej nepegadeil JOKYMEHTOB B apXUB OpraHU3alnu;
IIpU NepeMELLEHUH JIET;

IpU  CMEHE  PYKOBOJIUTENS  CTPYKTYpHOro  mojapasaeneHusi, pykoBoautenss  CiayxkOsbl



ACJIOMPONU3BOACTBA,
IIpu pCopraHusanv U JUKBUAAIWHU OpraHrU3alvui WJIN CTPYKTYPHOI'O IOAPa3ACICHUA.

[IpoBepka HamMUUs MPOBOAMTCS MYTEM CBEPKH CTaTEl HOMEHKJIATYpHI JIEJI C OIMCAHUEM /el Ha
0050kKe, a (PU3MYECKOE COCTOSHHE /NI ONpENeNseTcsl MyTeM HX BH3YalbHOTO IpocMoTpa. Bee
00OHapy)KeHHbIE HETOCTAaTKH JOJDKHBI (PUKCHPOBATHCS B aKTE MPOBEPKH HAJTMYMS U COCTOSIHUS JIEII.

8.24. B cnyyae BBISIBICHUS OTCYTCTBUS J€JI, YHUCISIIMUXCS 110 HOMEHKJIAType Jell, pyKOBOJICTBOM
NOJIpa3elIecHnii NPUHUMAIOTCA MEphl 10 MX po3bIcKy. Ecim po3bick J1ea1 He naeT pes3yibrara,
COCTaBJISIETCSl CIpaBKa O MPUYMHAX HMX OTCYTCTBHS, KOTOpas MOJIHCHIBACTCS PYKOBOJIUTEIEM
noapasenenus u npeacrasisiercs B Ciryx0y 1enonponu3Bo/CTBA.

®akT yrparbl naena (nen) dukcupyercs B akre, coctaBisieMoM Ciyx00#l 1el10npou3BOJCTBA U
PYKOBOJUTENIEM CTPYKTYPHOTO MOJpa3fesieHuss (YMOJIHOMOYEHHBIM UM JIMIIOM) B Tpex
9K3EMILIApaX: [0 OJJHOMY 3K3eMIULIpY akTa xpaHutcs B Ciyx0e 1eJ0Mpou3BOICTBA U CTPYKTYPHOM
MOAPA3ICNICHUN; JIK3EMIUISIp aKTa MPEJCTaBIsSETCSs B apXUB OpraHM3allMd NpU Tepenaye e
CTPYKTYPHOTO MOJpa3ieTICHUs Ha apXUBHOE XpaHEHHE.

8.25. DOkcnepTu3a LEHHOCTH JOKYMEHTOB IIPOBOJUTCS HA OCHOBE 3aKOHOJATENIBHBIX W HWHBIX
HOPMAaTHBHBIX MPABOBBIX akTOB Poccuiickoit denepanyy, ycTaHABIUBAIOIINX TPEOOBAHUS K CPOKaM
XPaHEHUs JOKYMEHTOB, TUIIOBBIX U BEOMCTBEHHBIX IIEPEYHEN TOKYMEHTOB C YKa3aHUEM CPOKOB HX
XpaHEHUS:

IPU COCTaBJIEHUM HOMEHKJIATYpbI J1€J1;
IpY HOJATOTOBKE €] K Iepejaue B apXUB OpraHn3aluy;
B apXUBE OpraHU3al1u.

8.26. [Ins opraHuzauuu M NpPOBEACHUS pPAOOTHI MO D3KCIEPTU3E IIEHHOCTH JIOKYMEHTOB B
OpraHu3allii NPUKa30M PYKOBOJIUTENS CO3AaeTcsl HKcmepTHas komuccusa (manee - OK), B
OpraHu3aIsIX, UMEIOIINX TTOABEIOMCTBEHHBIE OPTaHU3AINH, (PHITHAIIBL, - IEHTPAIbHAS SKCIIEPTHAS
komuccus (naiee - [[OK).

3amauun, QyHkiuu, mpasa, opranusamnus padborel K (I[DK) ompenensitorcs mosiokeHHEM O HEW,
KOTOpoe pa3palaThiBaeTCs Ha OCHOBAaHUU TMPUMEPHOTO  TOJOXKEHUS, YTBEPXKIECHHOTO
YIIOJHOMOYEHHBIM (peiepalbHbIM OPraHOM HCIOJIHUTEIBbHOW BIACTH B cepe apXUBHOTO Jena U
JIeIONPOU3BOICTBA <3 1>,

<31> Ilpukaz denepanpHoro apxuBHOro arenrctBa ot 11.04.2018 N 43 "OO yTBepx)aeHUU
[TpumepHOro TmMONOXKEHHUsI 00 DOKCIEPTHOW KOMHCCHHM OpraHu3anuu’ (3aperucTpUpOBaH B
Munuctepctse octuiuu Poccuiickoit @enepanuu 15.06.2018, peructpanmonnsiii N 51357).

8.27. OcHoBHBIMU GyHKIMAMU DK SBISIOTCS:
OpTaHu3aIs eKETOTHOTO 0TOOpa JIEI ISl XPAaHEHUS! U YHUITOKCHUS;

pacCMOTpPEHHE M COIJIaCOBAHME TMPOEKTa HOMEHKJIATyphbl JeJI OpraHu3allid, ONHCed Jeln
MOCTOSIHHOTO U BpeMeHHBIX (cBbIiIe 10 J1eT) CpOKOB XpaHEHUs, B TOM UYHKCIIE MO JIMYHOMY COCTaBY,
aKTOB O BBIICJICHUH K YHUUTOKCHHIO JIEJI, HE TIOIJICKAIINX XPAHCHHIO;

y4aCTueC B MMOATOTOBKEC U paCCMOTPCHUU IIPOCKTOB HOPMATHUBHBLIX U METOANYCCKUX NOKYMCHTOB I10



BOIIpOCaM paGOTBI C JOKYMCHTAaMH B OpraHu3alnu.

8.28. Dkcreptusza IEHHOCTH JIOKYMEHTOB OCYILIECTBIISCTCS €XErOAHO JEIONPOU3BOAUTEISIMU
nojpasniesnieHuii copMectHo ¢ DK opraHmsanmue W T0J METOIUYECKUM PYKOBOACTBOM CIry:KObI
JIeNTOTIPOU3BOCTBA OPTaHU3AIHH.

8.29. Ilpu mpoBeneHUH SKCIEPTU3bl IIEHHOCTH TOKYMEHTOB IPH IMOJATOTOBKE JACN K Iepeaadye B
apXMB OPraHU3alUU OCYIECTBIISETCS:

0TOOp JOKYMEHTOB MOCTOSTHHOTO M BpeMeHHBIX (cBbimIe 10 JieT) CpOKOB XpaHEHUs JUIs Iepeiadn B
apXuB OpraHu3aluy;

0TOOp TOKYMEHTOB BpeMEHHBIX (10 10 JeT BKIIOYHUTENBHO) CPOKOB XpaHEHUs U ¢ momeTrkamu "Jlo
MUHOBaHMsI HanoOHoctu", "Jlo 3amMeHbl HOBBIMHU'", TMOJUICKANIUX MaJbHEUIIEMY XpaHCHUIO B
CTPYKTYPHBIX MOAPA3ACIICHUSIX;

BBIACIICHHUEC K YHUYTOXCHUIO ACJI 3a MPECABIAYIIUEC I'OAbl, CPOKH XPAHCHUS KOTOPBIX UCTCKIIM.

OI[HOBpeMeHHO MMPOBEPACTCA KAaUCCTBO U IMOJIHOTA HOMCHKIIATYPBI ACJI OpraHu3aluu, NpaBUJIbHOCTb
OmnpeacICHUA CPOKOB XpaHCHUA OCII.

8.30. Jlena nmocTOSAHHOIO M BpeMEHHBIX (cBbIlIe 10 JIeT) CPOKOB XpaHEHUs MOAJIEKAT MOJIUCTHOMY
POCMOTPY JUISl BBIACTICHUS U3 UX COCTaBa IOKYMEHTOB BpeMeHHBIX (10 10 J1eT) CpOKOB XpaHEHHS.

Hena ¢ ormerkon "JIIK" mnoaBepraroTcsi MOJIMCTHOMY IPOCMOTPY B ILENAX OMNPENCICHUS U
BBIJICTICHUS M3 UX COCTaBa JIOKYMEHTOB, OJIC)KAIIUX TIOCTOSIHHOMY XPaHEHHUIO.

8.31. OT0Oop RJIEKTPOHHBIX JOKYMEHTOB [UIsl MEpelayd B apXHUB OpPraHU3allMd OCYIIECTBISETCS B
ABTOMATU3UPOBAHHOM PEKUME IyTeM OTOOpa JOKYMEHTOB M3 0a3 JaHHBIX WH(OPMAIMOHHBIX
cuctem 1o npusHaky "Munekc nena" ("Cpok xpanenus").

8.32. Ilo pe3ynabTaTaM »SKCHEPTU3bl LIEHHOCTH JOKYMEHTOB B OpraHuU3allMd MPOBOJUTCS
odopmiIeHHe JIeNT U COCTABIISIOTCS OMUCH /I IOCTOSHHOTO XpaHEeHHsl, BpeMeHHBIX (cBbiiie 10 ner)
CPOKOB XpaHEHHUsS W IO JIMYHOMY COCTaBY, a TaK)Ke aKThl O BBIACICHHH K YHUUYTOKCHHUIO €I, HE
HOJUIeXKAIUX XPAaHEHUIO.

Omnucu e NOCTOSIHHOTO XpaHeHUs, BpeMeHHBIX (cBbIle 10 J1eT) CpOKOB XpaHEHHUs U MO JINYHOMY
COCTaBy, a TakK€ aKThl O BBIJCJIEHUUM K YHHUUYTOXKEHUIO Jell, He MOAJEeXAllUX XPAHEHUIO,
paccmatpuBatorcst Ha 3aceganun OK (IDK) opranuzamum ogHoBpemenHo. CormacoBanHble DK
(I2K) axThl 1 onucH yTBEPKIAIOTCS PYKOBOAUTEIIEM OpTraHU3aIUH.

8.33. [lena, oOpa3oBaBInecs B AEATEIbHOCTH OPraHU3alUKN U MOAJEKAIINe XPAaHEHUIO, IPOXOIAT
NOJIHOE WK YyacTUYHOe opopmieHue. [lomHoMy odopMieHnIo moanexaT fejia BpeMEHHBIX (CBBIIIE
10 71er) CpoKOB XpaHEHHs M TMOCTOSHHOro xpaHeHus. [lena BpemeHHbBIX (10 10 5eT) cpokoB
XpaHEHUs MOJUIeKaT YaCTUIYHOMY O0(OPMIIEHHIO.

Odopmnenne nen NOPOBOAMTCA B CTPYKTYPHBIX MOJApPA3/EICHUSIX OpraHu3allud IO MECTY
(dbopMHpOBaHUs TOKYMEHTOB B JIeTa.

8.34. [TonmHoe odopmiteHHE feia Ha OyMa)KHOM HOCUTEJIE BKITFOUAECT:
odopmIIeHHE PEKBU3UTOB O0JIOKKH Jiena 1Mo (hopMme;
HYMEpAIUIO JIUCTOB B JIETIE;

COCTAaBJICHHUC JINCTA-3aBCPUTCIIA ACIIA;



COCTaBJIEHUE B HEOOXOAUMBIX CITy4yasiX BHYTPEHHEH ONMUCH JOKYMEHTOB JIEJIa;
IOALIMBKY U IEPEILIET e,

BHECEHUE HEOOXOJMMBIX YTOYHCHHH B PEKBHU3UTHI OOJIOKKH Jeja (yTOYHCHHE Ha3BaHHS
OpraHu3alliy, HHACKCa Jiea, KpalHuX Jat jelia, 3arojoBKa Jesa).

JlucT-3aBepuTeNb JIeNa, BHYTPEHHSISI ONUCh JTOKYMEHTOB Jefia U OOJIOKKA JIela COCTABIISIOTCS IO
dbopmam, yctaHOBICHHBIM [IpaBumamu xpanenus <32>.

<32> IIpunoxenus N 8, 27, 28 k IIpaBuiam xpaneHus..

8.35. lena BpeMeHHBIX (10 10 €T BKIIOYUTENBHO) CPOKOB XpaHEHUS, MOJJIEKALIUE YACTUUHOMY
oopmiteHHIO, TOMTyCKAaeTCs XPaHUTh B MANKax, B KOTOPBIX Jea XPaHWINCh B JIEJIONPOU3BOACTBE,
nepecrucTeMaTu3anys JOKYMEHTOB B Jiele HE TPOBOAMTCSA, JIMCTHI Jela He HyMEpYyIOTCs,
JMCTHI-3aBEPUTENIN JIeJla HE COCTaBIIIOTCS. Ha 000KKe Jiena B COOTBETCTBHM C HOMEHKIATYPOil
JeNl  OpTaHM3aLMU  3alOJHSIOTCS PEKBU3UTHL: HAWMEHOBAaHWE OpraHU3allMHd, HAUMEHOBAHHE
HoJpa3AeeH s, MHJIEKC Jiefia, 3aT0JIOBOK JIeJIa, CPOK XPAHEHHUS JIOKYMEHTOB.

8.36. Ha obnoxxke nen BpeMeHHBIX (cBbimie 10 J€T) CPOKOB XpaHEHHUS U MO JTUYHOMY COCTaBY
YKa3bIBAIOTCS:

HanMMCHOBAaHUC BBIH.IGCTOHH.IGﬁ OpraHu3annuu (OpFaHI/I3aI_[I/II/I-y‘IpeI[I/ITeJ'I$I); HanMCHOBAHHUC
OopraHu3alr - UICTOYHUKA KOMINICKTOBAHUA TOCYJapCTBEHHOI'O (MYHI/IIII/IHB,JII)HOFO) apxuBa,

HAaNMEHOBAHHE CTPYKTYPHOTO MOIPa3/ICICHNUS;
WHJICKC JieJia [0 HOMEHKJIAType /e,

HOMEp ToMa (4acTH);

3aroJI0BOK Jiernia (ToMa, 4acTH);

KpaliHHe JIaThl J1eJia (ToMa, 4acTH),
KOJIMYECTBO JTUCTOB B JIEJIE;

CPOK XpaHEHHUs Jena;

apXUBHBIN mu@p nena.

Ha o6aoxkax ACJT TOCTOAHHOTO XpPaHCHUA HaJd HAWMMCHOBAHUCM OpPraHu3alii YKa3bIBaCTCA
HAaNUMCHOBAHUC TOCYAApPCTBCHHOI'O (MYHI/II_II/IHaJ'IBHOFO) apxXuBa, HUCTOYHUKOM KOMIIJICKTOBAHUA
KOTOPOI'0 BEICTYIIACT OpraHu3anus.

8.37. Ilpu oopmiieHnr 00IOKKH AeTa:

HaMMCHOBAHUC BBILHCCTOHH_Ieﬁ opraHnu3anuu (opr aHI/I3aI_II/II/I-y‘-IpeI[I/ITCJ'I$I), npu ¢©¢ HaJlu4uu,
YKa3bIBaA€TCA IIOJIHOCTBIO B HMCHUTCIIBHOM IIaACKE, IMOJ IMOJIHBIM HAMMCHOBAHUEM B CKOOKax
YKa3bIBACTCA O(I)I/II_[I/IaJIBHOe MMPUHATOC COKPAIICHHOC HAUMCHOBAHHUC (HpI/I €ro HaJ'II/I‘II/II/I);

HAaMMCHOBAHUEC OpraHu3aliMy YKa3bIBACTCA IOJHOCTHBKO, B MMCHUTCIIBHOM MaACKE, C YKa3aHHEM
O(I)I/IL[I/IaJ'IBHO OPHUHATOTO COKPAIICHHOTO HAMMCHOBAHUA (HpI/I €ro HaJ'II/I"II/II/I), KOTOPOC YKa3bIBACTCHA
B CKOOKAaX ITOCJIE IOJHOTO HanMCHOBAHUSI,
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HalMEHOBAHHUE CTPYKTYPHOTO TIOApA3JCNICHUs] YKa3bIBAaeTCsS IOJHOCTBIO B COOTBETCTBUU C
YTBEPXKIEHHON CTPYKTYypOH opraHusanuu (Ipyd HAJIMYMM  COKPAIICHHOTO HAWMEHOBAHUS
CTPYKTYPHOTO IOJIpa3/ieJICHUs OHO YKa3bIBACTCS B CKOOKaX);

WHJIEKC JIeJIa MPOCTABISETCA B COOTBETCTBUU C HOMEHKIIATYPOH €)1 OpraHu3aluu;

3aroJIOBOK Jejia MEePEeHOCUTCS M3 HOMEHKJIATYphl JleJl OpraHu3aluu (B HEOOXOIUMBIX CIydasx B
3aroJIOBOK BHOCSTCS YTOUHEHMUS);

JaTel 1ena (roja(bl) 3aBeIeHUs U OKOHYaHUS Jiejia B JIEJIONPOU3BO/JICTBE).

[Ipy wu3MEHEeHHMM HAUMEHOBAHUS OpraHM3allMM WM TOJpa3/ieJieHUs B TEUYEHHE NEepUoa,
OXBaTBHIBAEMOI'0 JOKYMEHTaMHU Jiejia, WK MPH Mepeaade Jeia B APyroe moapasieieHne Ha 00JI0KKe
Jelna  TOJ TNPeKHUM HAaWMEHOBAaHHEM YKa3bIBAeTCsl HOBOE HAMMEHOBAHHME OpraHMU3alNH
(moxpaszenenus), a NpekHee HAMMEHOBAHUE 3aKITI0YACTCS B CKOOKH.

WNunekc mena M 3arojoBOK Jejia MEpPEeHOCATCS Ha OOJO0XKKY M3 HOMEHKIATypbl aen. Eciu nemo
COCTOUT U3 HECKOJIBKHMX YacTel, Ha 00JI0XKKY KaKJJOro ToMa (4acTH) BBIHOCUTCS OOIIMI 3arojIoBOK
JIeJ1a ¥ 3aroJI0BOK Ka)KJI0M yacTH (IIpU €ro HaJIU4uK).

Jaroit nmen, coaepkaliux pacHopSAMTEIbHYIO JOKYMEHTAIMIO, a TakKe e, COCTOSANIMX U3
HECKOJIBKUX TOMOB (qaCTeﬁ), ABJIAKOTCA KpaﬁHHe AaTbl JOKYMCHTOB J€Jjia, TO €CTb JaThl (LII/ICJIO,
MECSIIl, TOJA) PEerucTpanuu (COCTaBJIICHUS) CaMOr0 PAHHEr0 W CaMOro IO3JIHETr0 JIOKYMEHTOB,
BKJIFOYCHHBIX B fAeno. [Ipu 3Tom neHp Mecsia (1Ba 3HaKa) U roj (4eTbipe 3HaKa) 0003HAUYAIOTCS
apaOCKUMH IU(PpaMu, HA3BaHUE MECSIa MHUIIETCS CIOBOM. Eciu B /€70 BKJIFOYEHBI JOKYMEHTHI,
JaThl KOTOPBIX BBIXOMAT 3a KpaHWE JAThl Jejia, TO TMOJ JaTaMH Jejia, ¢ HOBOM CTPOKH JIejacTcs
3anmuch: "B nenme mMmeroTcs MOKyMEHTHI 3a ... roxa(el)". JlaThl nena MOTYT HE YKa3bIBaThCsS Ha
00JIOKKE JIeJI, COJepIKaIINX, HAIPUMEpP, TOJOBBIC TUIAHBI M OTYETHI, TAK KaK OHU OTPAKAIOTCS B
3aroJI0BKax Jiel.

Jaramu nena, conepskamiero NpPOTOKOJIBI 3aCENaHUM, SIBJSIOTCS JaThl NEPBOTO MU IOCIEIHETO
IPOTOKOJIA.

KpaitHumu gatamMu JTUYHOTO JieNia SBISIOTCS JaThl MOIIMUCAHUS TpUKa3a o mpueMe (Tpu HaTu4uu
TPYZOBOI'O JOTOBOpA - JaTa 3aKIYEHUs TPYI0BOTO JI0rOBOpa) U MpHKaza 00 YBOJIbHEHHUH JIMLIA, HA
KOTOpO€ OHO 3aBeleHO. B ciiyyae cMepTu nMia, Ha KOTOPOE 3aBEIEHO €710, KOHEYHOW IaTou
ABJISIETCS 1aTa JOKYMEHTA, U3BEIIAIOIIEro O €ro KOHYMHE.

PexBusut "cpok xpaHeHus nena’ NEpPEeHOCUTCS Ha OOJIOXKKY Jeja U3 HOMEHKJIATyphl €N I1OcCIe
CBEPKM €ro CO CpOKOM XpaHEHMs, YKa3aHHbIM B II€pEYHE THUIOBBIX JIOKYMEHTOB WIH B
BEJIOMCTBEHHOM II€pEYHE JOKYMEHTOB, C YKa3aHHEM CPOKOB XpPaHEHHUS.

Ha nenax moctossHHOro xpaneHus numiercs: "XpaHUTh IOCTOSIHHO" .

8.38. Ilo oxoHUaHWU TOJa B HAMUCH Ha 00JI0KKaX JIEN MOCTOSIHHOTO M BpeMeHHBIX (cBbimie 10 ser)
CPOKOB XpaHEHHS BHOCATCS YTOYHEHUWS: TPH HECOOTBETCTBUH 3arojioBKa Jie1 Ha OOJIOXKKE
COJIEPKAHUIO MOIIUTHIX JOKYMEHTOB B 3ar0JI0OBOK JI€J1a BHOCATCS U3MEHEHUS U JOTIOJTHEHUS.

HanmenoBanms opraHu3alvi W HOOAPA3ACICHHUA, Iog WU HOMEp A€jla MOIYT IPOCTaBIATHCA Ha
00JIOXKKE C IIOMOIIBIO HITaMIIA.

8.39. B nensax obecrieueHusi COXpAaHHOCTH U 3aKpEIJIeHHUs MOpsIKa PaclioyoKEHHUs! TOKYMEHTOB,
BKJIFOUEHHBIX B JI€JIO, BCE €T0 JIMCThI, KPOME JINCTA 3aBEPUTENSI U BHYTPEHHEH OMHMCH, HyMEpYIOTCA
apabckumu 1udpamu BaloBoi Hymepanuen. JIucTel HymMepyroTcs rpauTOBBIM KapaHAAIoOM WU
HyMmepaTopoM (ymoTpeOiieHHe 4YepHWI W UBETHBIX KapaHJalled Ui HyMepaluu JIMCTOB He



JIOITYCKAeTCs1) CBEPXY BHU3, IU(PBI MPOCTABISAIOTCS B MPAaBOM BEPXHEM YIJy JIMCTa, HE 3a/€Bas
TEKCTa JOKyMeHTa. JIMCTBI BHYTPEHHEN OITUCH HYMEPYIOTCSI OTIEINIBHO.

JIncTel A€, COCTOAIMUX M3 HCCKOJIIbBKMX TOMOB HJIH T-IaCTeI‘/JI, HYMEPYIOTCA 110 KaXXIOMY TOMY WU
4aCcTHu OTACIIBHO.

JIoKyMeHTBI ¢ COOCTBEHHOM HyMepaluel JINCTOB HyMEpYIOTCs B 001IeM MOpPSIKE.

Jluct moboro dhopmara, MOAMIUTHIA 32 OUH Kpaid, HyMEpyeTcsl KaKk OJIMH JIUCT B MPABOM BEpXHEM
yray. CI0KEHHBIM JIMCT pa3BOpauMBacTCs M HyMEpyeTcss B IIpaBOM BepxHem yriy. Jlucr,
CJIOKEHHBIN M MOAIINTHIN 32 Cepe/IHY, MOANEKUT MEPEIInBKEe U HyMepyeTcs KaK OJJUH JIUCT.

Ecnu B 1710 mOAIIMT KOHBEPT € BIIOKEHUEM, CHAayaJla HyMEPYETCsl KOHBEPT, a 3aTEM OYEpPEIHBIM
MOPSIIKOBBIM HOMEPOM KaXKI0€ BJIOKCHUE B KOHBEPTE.

Ecnu B Hymepanuu nucTtoB ponyieHo 6onee 10 ommubok, Bee 1e10 HymepyeTcs 3aHoBo. [Ipu aTom
CTapble HOMEPA 3aYEPKUBAIOTCS, U PAJIOM CTAaBUTCS HOBBIN HOMED JIUCTA.

[Tpy HaMMYUU OTIENIBHBIX OIIMOOK B HyMEpallUu JIUCTOB JIOMyCKaeTcss ynoTpeOieHue JUTepHBbIX (C
OYKBEHHBIMU JOIOJIHEHUSIMU) HOMEPOB JICTOB.

8.40. Tlocne 3aBepiieHHs] HyMEpalMHM JIMCTOB COCTABISETCA JIUCT-3aBEPUTENb Jelia, KOTOPBIN
pacrioyiaraeTcsi B KOHIE Jena. B nmcre-3aBeputenie mudpamMu W MPOIMHUCHIO  YKa3bIBAKOTCS
KOJIMYECTBO JIUCTOB B JaHHOM Jelie, OCOOCHHOCTH OTACIbHBIX JOKYMEHTOB (HESICHBIA TEKCT,
pa3phIBBI, CKICHKN).

.HI/ICT'?:aBCpI/ITCJIB AcJIa MOAINMUCHIBACTCA €ro COCTABUTCIICEM C YKA3aHUCM JOJDKHOCTH, MHUIUAJIOB U
q)aMI/IJ'H/II/I, JaTbl COCTaBJICHHA.

KomnyecTBO JTHCTOB B ACJIC, YKAa3aHHOC B JINCTC-3aBCPUTCIIC [ACJIa, IPOCTABJIACTCA HaA 00/107KKe Acia.

Ecmu nmeno MNEPCIICTCHO W TIOAIIUTO oe3 JINCTA-3aBEPUTECIIA, TO COCTaBJICHHBIN JINCT-3aBCPUTCIIb
MNOAKJIICUBACTCA K BHYTpeHHCﬁ CTOPOHC 3aJHEN 00JIOKKH JAcia.

8.41. Jlns yyera TOKyMEHTOB OIPEJCIIEHHBIX KAaTETOPHi MOCTOSHHOTO M BpeMeHHOro (cBiire 10
JIET) CPOKOB XpaHEHHUs], yUe€T KOTOPBIX BbI3BaH cleUU(UKON JOKYMEHTAIlUU, BKIOYEHHON B JIEJO,
COCTABIISIETCS] BHYTPEHHSIS ONUCH JOKYMEHTOB JI€J1a, IOMEIaeMas B €ro Havyajo.

BHYTpeHHSISI OIIMCh BKIKOYACTCA B J€JIa, HMCIOIIHC 0C06y10 3HAYUMOCTh, a TakKX€ B [€Ja,
C(i)OpMI/IpOBaHHHe o BHUAaM HOOKYMCHTOB, 3aroJIOBKH KOTOPbIX HE PACKPBIBAIOT KOHKPETHOI'O
COJACPpIKaHNUA JOKYMCHTOB.

BHyTpeHHSsIsI ONMUCh JOKYMEHTOB J€Jla COCTaBJISIETCS TakKe Ha OOBEMHBIE Jieja TMOCTOSHHOTO W
BpeMeHHBIX (CBbImIe 10 JIeT) CPOKOB XpaHEHUS B LENSIX y4eTa U ObICTPOTO HaX0XICHHS TOKYMEHTOB
B JIEJIE.

B KOHIIC BHyTpeHHefI OIMIMCHU YKaA3bIBACTCA I_[I/I(I)paMI/I U INPONHUCHIO KOJIMYCCTBO BKIKOUCHHBIX B HEC
JOKYMEHTOB U KOJIMYECTBO JINCTOB BHYTpeHHef/II OITHMCH.

BHYTpeHHHH OIMKMCb IOOKYMCHTOB J€JIa MOANMHCBIBACTCA COCTABHUTCIEM C YKAa3aHUEM JOJKHOCTH,
HWHHUIIUAJIO0B U (I)aMI/IJ'II/II/I, JaTbl COCTaBJICHUS.

Ecnu neno meperneTreHo W moAmuTo 6€3 BHYTPEHHEHW OMUCH, TO COCTABJICHHAS BHYTPEHHSISI OMHCH
MOJIKJIENBAETCS K BHYTPEHHEN CTOPOHE JIMIIEBOI 0OJI0KKH Jiea.

8.42. JIoOKyMEHTbI MOCTOSIHHOTO, BpeMeHHBIX (cBblime 10 J1eT) CPOKOB XpaHEHUS U MO JHUYHOMY



COCTaBy, COCTABJIAIOLINE JIEJI0, IMOMEUIAIOTCS B TBEPAbIE OOJOXKKM M3 KapTOHA, MOJALIMBAIOTCS B
YeTblpe MPOKOJa WM MEPEIIeTaloTCs C Y4ETOM BO3MOXKHOCTHU CBOOOJHOTO YTEHHUS TEKCTa BCEX
JOKYMEHTOB, [aT, BH3 M DPE30JIOLMKA Ha HHUX. Pe3omonum pyKOBOICTBA, COCTaBICHHBIC HA
OTIENbHBIX JINCTaX, IOMELIAIOTCS Inepel ANOKyMeHTOM. llpm moaroroBke nen K IOAIIMBKE
(meperieTy) mpoBepsieTcs MPaBMIIBHOCTh MX (hOopMUpOBaHHs, O0(OpPMIICHHUS, BCE IUIACTHKOBBIE U
METaJUIMYECKUE KPEIUICHH, a TAKXKE TEPMOIIEPEIUIETHI U3 JOKYMEHTOB yIaJIAI0TC.

Jlena TOCTOSIHHOTO XpaHEHHWs, COCTOSNIME W3 0CO00 IEHHBIX WJIM HE(POPMATHBIX JIOKYMEHTOB,
MOTYT MPUHUMATHLCS HA XPaHEHUE B 3aKPBITHIX TBEPJBIX MMANKaX C TPeMsl KJIalmaHaAMH U C 3aBSI3KaMu
WM B KOPOOKax.

8.43. IloaroroBka 3J€KTPOHHBIX JIOKYMEHTOB K II€pe/lade B apXWUB OpPraHU3AlMM OCYILIECTBISETCS
CTPYKTYPHBIM MOJpa3feiICHUEM OPTaHH3alUH - BIAAEIbIIEM COOTBETCTBYIOIIEH MH(OPMALMOHHOM
CHCTEMBI COBMECTHO C TOJpa3esieHueM (CHEeIHaINCcTOM), 00eCIeYMBaOIIUM (DYHKIIMOHUPOBAHNE
UH()OPMAIIMOHHON CHCTEMBI.

8.44. IIpu moArOTOBKE JEKTPOHHBIX TOKYMEHTOB, OTOOPAHHBIX K Mepeaayue B apXuB OpraHu3aliuy,
BBITIOJIHSIFOTCS CJIEAYIOIINE OCHOBHBIC MPOIEAYPHI padOTHI C JOKYMEHTAMMU:

KOHBEPTALIUS IEKTPOHHOTO JOKYMEHTa B (popMaT apXUBHOTO JTOKyMeHTa <33>;

<33> IlynkT 4.34 IIpaBun XxpaHeHusl.

dopmupoBaHne B HMHGMOPMAIMOHHON CHCTEME OpraHU3aIlMM SJIEKTPOHHBIX [T, SBIISIOMINXCS
COBOKYITHOCTBIO KOHTEHHEPOB JJIEKTPOHHBIX JIOKYMEHTOB WJIM KOHTEHHEPOM 3JEKTPOHHOTO
JOKYMEHTa, BKJIIOYAIOIIEM: KOHTEHT U METaJiaHHbIe »JJEKTPOHHOTO JIOKYMEHTa, (haibl
AIIEKTPOHHBIX TMOAMUCEH U BU3YATH3UPOBAHHYIO KOIHIO TEKCTOBOTO 3JIEKTPOHHOTO JOKYMEHTa B
dopmare PDF/A <32>;

(dbopMUpOBaHNE ONMMCH AEKTPOHHBIX JIEN, JOKYMEHTOB CTPYKTYPHOI'O MOAPA3/IEIECHHUS;

MUTpaIys JIEKTPOHHBIX JOKYMEHTOB Ha (pU3n4ecku 000co0IeHHbIE MaTepUaIbHble HOCUTEIH, €CIH
JOKYMEHTBI TepeJaloTcsi B apXWB OpraHu3alliiM He MO HH(POPMAlMOHHO-KOMMYHHUKAIMOHHBIM
KaHaJaMm;

IMMPOBEPKa BOCIIPOU3BOJAUMOCTH IJICKTPOHHBIX TOKYMCHTOB;
IMPOBEPKaA 3JICKTPOHHBIX JOKYMCHTOB Ha HAJIMYNEC BPEAOHOCHBIX KOMIIBIOTCPHLBIX ITPOTPAMM;,

MNOATBCPKIACHUC TCIOCTHOCTU DOJICKTPOHHOIO AcCiia 3J'I€KTp0HHOI\/’I MNoANMUCBI0 PYKOBOAHUTEIIA
CTPYKTYPHOTI'O MOApPa3aACIICHHUA (I/IHOFO YIIOJTHOMOYCHHOT'O J'II/II_[a), OCYHICCTBJIAOUICTO IMOATOTOBKY
SJICKTPOHHBIX JOKYMCHTOB K IIEpCaayu€ B apXuB OpraHu3anuu.

8.45. DJIEKTPOHHBIE JIOKYMEHTBI MepearTcs B apXxuB OpraHu3aluu o
WH(OPMAIIMOHHO-TEIIEKOMMYHUKAITMOHHON ceTH Wiu Ha (pusndecku 000COOIEHHBIX HOCHTENSNX B
COOTBETCTBUU C YCTAHOBJEHHBIMH TMpaBuUiaMu <32>, 0e3 COXpaHEHHWs aHHBIX JJICKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBYIOIUX MH(POPMAIIMOHHBIX CHCTEMAX.

8.46. Onucu e COCTaBIISIIOTCS B CTPYKTYPHBIX MOAPA3AEIEHUAX OpraHU3alud M0 METOAUYECKUM
pykoBoAcTBOM CIy:KOBI JEIOMPOU3BOCTBA.

Onucu ACJI COCTABJIAKOTCA OTACIIBHO HA ACJIa MOCTOAHHOI'O XpaHCHU; J1€JIa BPCMCHHBIX (CBBIIJ_IC 10
J'IeT) CPOKOB XpaHCHUA; AC€Jla II0 JUYHOMY COCTaBy, OJJICKTPOHHBIC J[J€jIa, a TaKXC Ha [Acja,
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COCTOSIIIIME W3 JOKYMEHTOB, XapaKTEPHBIX AJisl JaHHOW opraHu3anuu (CyneOHbIe, CIEICTBEHHBIC
JieNa, Hay4qHble OTYETHI IO TEMaMm).

Omnucu fen CTPYKTYPHBIX TTO/Pa3/IeICHHH COCTAaBISIOTCA 10 JopMaM, yCTaHOBICHHBIM [IpaBunamu
xpaHeHus <34>.

<34> IMpunoxenus N 23, 24 k [IpaBunam xpaHeHUsI.

[To onucsm nen CTpYKTYPHBIX MOJpa3ieieHU JOKYMEHTHI [IepelaloTcs B apXUB OpraHU3aluu.

Ha JcJIa BPECMCHHBIX CPOKOB XpaHCHHA (,Z[O 10 et BKJ'IIOLII/ITGJ'IBHO) OIIMCHU HE€ COCTaBIAKOTCA, U B
APXUB TAaKHC JICjIa HC ICPCAA0OTCA.

[Tpu Hanmuuu B opranm3zanuu COJ onucu e GOpMUPYIOTCS B CUCTEME.

8.47. Onucu nien CTPYKTYPHBIX MOApPa3/IeieHHl MPEACTABISIOTCS B apXUB OpraHU3alliy HE paHee,
YyeM uepe3 OJUMH Toj, U He I[O03JHee, YeM uepe3 Tpu ToAa IOoClie 3aBEpIICHUs el B
JIEJIONPOU3BO/ICTBE.

8.48. OtnenbHAst OMKUCH MPEACTABISACT COOOH MEepEUYCHb OMMCATEIBHBIX CTATEH C CAMOCTOSTEIILHON
HOPSIKOBOI HyMepalueH, Kakaas U3 KOTOPBIX JO0JDKHA BKIIIOYATh CIICIYIOIIUE CBEICHHS:

MOPSIIKOBBIM HOMEP JIeJia 0 OIHCH;
HHACKC Aeia;

3aroJIOBOK Jcia;

KpaliHHUE JIaThI JIeTIa;

KOJIMYECTBO JINCTOB B JCIIC;

CPOK XpaHEHHUS Jiena;

pUMEUYaHUS.

8.49. Ilpu cocTaBlE€HUMH ONMCU €]l CTPYKTYPHOIO MOJApa3feieHus COOIIOAAI0TCS CIeIyolue
TpeOoBaHUS:

3aroJIOBKH JA€J BHOCATCA B OIIMCh B COOTBETCTBHUHU C HpHHSITOfI cxXeMou cucreMaTrusalmu aci,
3aerHHCHHOI>’I B HOMCHKJIATYp€C ACJI;

Ka)K70€ JIeJI0 BHOCUTCS B OIUCH 01 CAMOCTOSITENIbHBIM MOPSAIKOBBIM HOMEPOM (€CIIU A0 COCTOUT
U3 HECKOJIBKHX TOMOB WM YacTe, TO KaXKABIH TOM WJIM 4YacTb BHOCATCA B OINKCH IIOJ
CaMOCTOSITENIbHBIM HOMEPOM);

MOPSIOK HyMEpAaIMK JEN B OMMCH - BAJIOBBIN;

rpadbl OMUCH 3aMOJTHIIOTCS B COOTBETCTBUU C TEMU CBEICHUSMU, KOTOPbIC BBIHECEHBI Ha 00JI0XKKY
Jena;

IIpU BHECEHUH B OMKCH MO /11 (TOMOB, YacTel) ¢ 0JIMHAKOBBIMH 3ar0JIOBKaMU 3aroJIOBKU BCEX
nen (TOMOB, 4acTeid) MUIIYTCSl TMOJHOCTBIO; MPH BHECEHHWH B OMNUCH TOCJIEIHEro 3arojioBKa
nobasisiercst cioBo "llocneanuit");

rpada onucu "[Ipumeuanus" ucnonb3yercs s OTMETOK O MpUEMe Jel, OCOOEHHOCTIX HuX
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(U3UUECKOro COCTOSIHUS, O Mepeaaye el JPYruM CTPYKTYPHBIM MOJpa3/IeieHUEM CO CChUIKOM Ha
aKT, O HAJIMIUH KOIIUH.

8.50. Ilepen BHeceHHeM 3aroJIOBKOB JeJl B ONKCh IPOBEPSIOTCS KauecTBO (OPMHUPOBAHUS U
0 OpMIICHHUS JIe]T, COOTBETCTBUE KOJIMYECTBA JeJl, BHOCUMBIX B OIKCH, KOJIMYECTBY 3aBEICHHBIX JEI
10 HOMEHKJIAType JieJl OpraHu3aIiu.

B xonme ommcm Bcaen 3a MOCJeAHEH OIMCATEILHOM CTaThed 3aIloNHSISTCS WTOIroBas 3aIlich, B
KOTOPOH yKa3bIBaroTCs (IM(PpaMu U MPOMUCHIO) KOJWYECTBO ACII, YUCISIIUXCS 110 ONUCH, TIEPBBIA U
MOCIICHUI HOMEpa JIeJT TI0 OIUCH, a TaK’Ke OrOBapUBAIOTCS OCOOCHHOCTH HYMEPAIUH JIeT B OIHCH
(IuTepHBIC HOMEpa U MPOIYIICHHBIC HOMEPA).

8.51. Ilopsok MPUCBOEHUS HOMEPOB OMUCSAM JI€T CTPYKTYPHBIX MOJpPa3/IeIeHU yCTaHABINBACTCS
10 COTJIACOBAHUIO C APXHMBOM OpPIraHU3alUH.

8.52. IIpu cocTaBIE€HUM ONMKUCH AIEKTPOHHBIX JEJ B ONMKUCH BKIIOYAOTCA:
MOPSIIKOBBIF HOMEP 3JIEKTPOHHOTO JIeNa 110 OIKCH;

WHJIEKC JICKTPOHHOTO JIeT1a;

3aroJIOBOK Jcia;

Jata jaena (Toma, 4acTH);

CPOK XpaHEHHUS Jiea;

00BEM 3JIEKTPOHHOTO Jiea B MO;

pUMEUYaHUS.

B cocrtaBe omwmcu snektpoHHbIx nen B COJl gopmupyercs peecTp 3JIEKTPOHHBIX TOKYMEHTOB
(KOHTEHHEPOB DJIEKTPOHHBIX JIOKYMEHTOB), B KOTOPOM YKAa3bIBAIOTCSI CBEJEHUS 00 DJIEKTPOHHBIX
JIOKYMEHTaX, BKJIIOUEHHBIX B KaX/10€ AJIEKTPOHHOE JIEIIO.

8.53. Onucu gen CTpyKTypHOTO MOAPAa3IeNeHus MOANUCHIBAIOTCA PYKOBOJUTENEM MOAPA3IEIEHNU,
cornacoBbeiBatoTcst  OK  crpyktypHOoro mogmpazneneHuss (npu  ee Hamuuuu) U CimyxOoi
JIETIONPOU3BOJICTBA. PeecTp 3JIEKTPOHHBIX JOKYMEHTOB, SIBISIOIIMICS MPUIOKEHUEM K OIHUCU
AJIIEKTPOHHBIX JOKYMEHTOB, TOJIUCHIBAETCS COCTABUTEJIEM peecTpa C YyKa3aHHUEM JOJDKHOCTH,
WHUIIAIIOB, ()aMHIINH, 1aThl COCTABIICHUSI.

8.54. Onucu nen CTPYKTYPHOTO TOJpa3/IeJICHUs OpraHu3alliid COCTABJISIOTCS B ABYX SK3EMILIsIpax
Ha OyMa)XHOM HOCHUTeIe, OJMH U3 KOTOPBIX MepefaeTcs BMECTe ¢ JellaMy B apXHB OpraHu3allvu, a
BTOPOM OCTAa€TCsl B KAYECTBE KOHTPOJBHOIO DK3EMIUISIPA B CTPYKTYPHOM IOJpa3jeiaeHuu. B apxus
OpraHM3allMi TaKXKe TMepefaeTcs IO OHK3eMIUIIpY OMucCedl Jen B OJIEKTPOHHOM BHJAE B
penaktupyemMom ¢dopmMare I UCTOIH30BaHUS B JAJIbHEUIIIEM JIJIsi TTIOATOTOBKU apXHBHBIX OMUCEH
JieIT, JOKYMEHTOB (TOJIOBBIX Pa3/IeioB).

8.55. I[CJ'IE[ Nepeaar0TCsd Ha XPAHCHUC B apXHUB OpraHu3anu B COOTBETCTBUU C Fpa(i)I/IKOM nepcaauun
JOKYMCHTOB, YTBCPXKIACHHBIM PYKOBOAWUTCICM OpraHu3dallii HJIW HWHBIM YIIOJHOMOYCHHBIM UM
JIMIIOM U COTJIACOBAHHBIM € PYKOBOJUTCIIAIMU CTPYKTYPHBIX HO,[[pBB)ICJICHHfI.

8.56. Jlena nocTostHHOTO U BpeMeHHBIX (cBbliie 10 JieT) CpOKOB XpaHEHUSs, JOKYMEHTHI [0 INYHOMY
COCTaBY, IEKTPOHHBIE TOKYMEHTHI IIEPENAIOTCS B apXUB OPraHU3AlMM HE PaHee, YeM uepe3 roj, u
HE M03/]HEE, YEM Uepe3 TPU I'o/la II0CiIe 3aBEPIICHHS] UX B JIEJIONPOU3BOICTBE.



8.57. Ilepemaua pnen B apxuB OpraHM3allUd NPOU3BOAMTCS IO OMNHUCAM JAEN CTPYKTYPHBIX
MoJpa3/ieICHH.

8.58. VYmonmHOMOYEHHBI pAaOOTHHK apXWBa MPOBEPSAET MPABUIBHOCTE OQOPMIICHUS U
dbopMupoBaHUs [1eN, MPABUIBHOCTH COCTABJICHUS OMHCEH JeN, COOTBETCTBHE KOJIMYECTBA e,
BKJIFOUEHHBIX B OIUCH, KOJIMYECTBY /i€, CPOPMUPOBAHHBIX B COOTBETCTBUH C HOMEHKJIATYPOH J1eI.

BrisiBiieHHBIE TIPH TPOBEPKE HEAOCTATKH B (OPMHUPOBAHUUM U O(OPMIICHHU JIel PaOOTHHKH
CTPYKTYPHOTO MOpa3ieJeHs 0053aHbl YCTPAHUTH B IBYXHEIEIbHBIN CPOK.

8.59. Ilpmem kaxkmoro Jena B apXWB OpraHU3alMd I[POU3BOJIUTCS B  MPHUCYTCTBUU
JIETONPOU3BOJIUTENST CTPYKTYpHOTro mojapasjaeneHusd. [Ipu sTom Ha 000MX 3K3eMIUIApax OMUCH
MIPOTUB KaXKJIOTO JIeJia, BKIIOYEHHOTO B Hee, JIeJaeTcsl OTMETKA O HaJM4KM jAenia. B KoHIe Kaxaoro
DK3EMIUISpa OMUCH B HMTOTOBOM 3amMCH YKa3blBaeTCs NHPpaMU U TPOMHUCHIO KOJIUYECTBO
(bakTUYECKU MPUHATHIX B apXUB JI€J, B TOM YHCJI€ JIEKTPOHHBIX, HOMEpa OTCYTCTBYIOLIUX JIEJ, AaTa
npuemMa-nepeiadu Jejd, a TakKe MOJIUCH JIUIA, OTBETCTBEHHOTO 3a apXWB, W JIHMIIA, TIEPEIaBILIEro
nena.

NrtoroBasg 3anmuch MOATBEP)KIACTCS  MOANMCAMH  COTPYJAHMKA apXMBa W COTPYIHHUKA
(1enonpor3BOIUTENS) CTPYKTYPHOTO MOApa3AeNieH s, epeaaBIlero aena Ha OyMaKHOM HOCHUTEIe
Y DJIEKTPOHHBIE JIeTIa.

8.60. Ilepenaua >M€KTPOHHBIX JTOKYMEHTOB B apXUB OpraHU3al[MM IPOM3BOJUTCS HAa OCHOBAaHUU
OMKCEN DIIEKTPOHHBIX AEN MO0 HHQPOPMAIMOHHO-TEIEKOMMYHUKAIIMOHHOW CeTH (IpU HAIUYUU B
apXvMBe OpraHu3amuyl HHPOPMAIMOHHOW CHUCTEMBbI) WJIH Ha (U3UYECKH 000COOICHHBIX
MaTepuaIbHBIX HOCUTEINAX, KOTOPBIE MPEACTABISAIOTCS B IBYX MACHTUYHBIX dK3EMIUISIpaXx.

8.61. B cinyuae nMKBHIAUMU WIM PEOPraHU3alUU CTPYKTYpPHOTO NOJpa3fesieHus OpraHu3aluu
JICTIONPOU3BOANTENb TIO/IPA3/ICNICHHsT B TEPUOJ TPOBEACHHS JHKBHIAIMOHHBIX MEPOIPHITHIA
dopmupyeT Bce HMEIOIIUECs AOKYMEHTHI B Jeia, oGopMisieT nena W IepeJaeT MX B apXuB
OpraHu3aliy, HE3aBUCUMO OT CPOKOB XpaHeHHs. [lepenada ien ocymecTBIseTCs IO OMUCIM A€l U
HOMEHKJIaType Jell.

8.62. Ha nena ¢ MCTEKIIMMH CPOKaMU XpaHEHMs] B CTPYKTYPHBIX MOJpPA3/IEICHUSIX OpraHU3aluu
COCTABJIAIOTCS TMPEATIOKEHHS K aKTy O BBIJCJIEHUM K YHUUYTO)KEHHUIO JIOKyMEHTOB, HE TOJUIEKAINX
xpaHeHuto (no popme, ycranonnenHoi [IpaBunamu xpanenus <35>.

<35> [Ipunoxkenue N 21 k [IpaBunam xpanenus.

Ha ocHoBe npeioxkeHuil CTpyKTypHBIX mojpaszaenenuit Ciy:x6a AeIonpon3BoACTBa OpraHu3alun
COCTaBJISIET aKT O BBIIEJICHUHM K YHUUTOXKEHHIO TOKYMEHTOB, HE MOJUIeKAINX XpaHEHUIO, Ha JieNa
BCEIl opraHu3anuu 1o Toi ke popme. 3aroJOBKH OJHOPOJHBIX /1€, OTOOPAHHBIX K YHHUTOXKEHHUIO,
BHOCSITCSI B aKT IOJ OOIIMM 3arojOBKOM C YKa3aHHEM KOJIMYECTBA /i€, OTHECEHHBIX K JIaHHOM
rpymnre.

8.63. Jlena BKIIOYAIOTCS B AKT O BBIAEIEHUM K YHMUYTOXKEHHUIO JOKYMEHTOB, HE IOJUIEkKAIIUX
XPaHEHUIO, €CIM MPEIyCMOTPEHHBIN I HUX CPOK XpaHEHHsS MCTeK K | sHBaps roga, B KOTOPOM
cocraBieH akT. Hampumep, 3akonuenHsle B 2014 roay nena ¢ 3-JIETHUM CPOKOM XpaHEHMsI, MOTYT
OBITH BKJIFOUEHBI B aKT, KOTOPBIN OyAeT cocTaBieH He paHee | suBaps 2018 roxa.

8.64. Jlena ¢ ormerkon "OIIK" <36> mojuiekaT MOJIMCTHOMY IPOCMOTPY B LEJISAX BBIBICHUS
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JIOKYMEHTOB, MOJJIEKAIINX I[OCTOSSHHOMY XpaHEHHUIO. BbIABIEHHBIE B TaKUX J€NaX JAOKYMEHTHI
MOCTOSTHHOTO XPaHEHHUS BBIACIAIOTCS U MPUCOECTUHSIOTCS K OJHOPOIHBIM JieiaM Ui (OpMUPYIOTCS
B CAMOCTOSITEJIbHBIE JIeNa.

<36> OtmeTtka "DIIK" o3Ha4aer, 4TO 4YacTh JOKYMEHTOB MOXKET OBITh OTHECEHA K CPOKY XpaHCHHS
"MmocTostHHO".

OcrasibHble TOKYMEHTHI zena ¢ otMeTkoil "OIIK" Bkimtovarorest B akt, ripu 3Tom orMmeTka "IOIIK" B
aKTe HE YKa3bIBaeTCsl.

8.65. AKT O BBIJCICHUM K YHUYTOKCHUIO JIOKYMEHTOB, HE MOJJICKAINIUX XPAHCHHUIO,
NpEACTABISIETCS Ha paccMOTpeHue M coriacoBanue OK OJHOBpEMEHHO € ONUCAMH  JIE]
MOCTOSTHHOTO XpaHEHHs U 110 JINYHOMY COCTaBY.

8.66. AKT O BBIICIICHUU K YHUUYTOKEHUIO JOKYMEHTOB, HE IOUIEKAIIUX XPAHEHUIO, YTBEPIKIAETCs
pykoBoguTeneM — opraHuzauumu  nocie  yrBepxkaeHus — OIIK  apxuBHOro - yupexnaeHus,
rOCylapCTBEHHOIO0 HWJIM MYHHUIMIAJIBHOTO apXWBa B COOTBETCTBHM C IPEJOCTABICHHBIMU €MY
MMOJTHOMOYHSIMH OITHCEN ACJI IMMOCTOAHHOIO XPAaHCHUA M COIJIaCOBaHUA onuceit ACI 110 JIMYHOMY
COCTaBY, I1OCJIE YE€TO J/Iej1a, BbIICIICHHBIE 110 aKTY K YHUUTOKEHHIO, MOT'YT ObITh YHUUTOXKEHBI.

8.67. Jlena, moanexalue yYHUUTOXKEHUIO, IMEPEAAOTCs Ha nepepaboTky (yrunuzauuio). Ilepenaua
Jen opOpMIISIETCSI TPUEMO-CIATOYHON HAKIaJHOM.

[Tocne yHHUYTOKEHHUS /1€ B HOMEHKIIAType JeNl MPOCTABISAIOTCS OTMETKHU, 3aBEPSIeMbIE MOAMUCHIO
cnenuanucta Ciry>kObl 1€T0NPON3BOJICTBA, U TATOM:

"VHuuroxkeno. Cum. akt N oT . [lognuce, nauIMasl, hamunus".

8.68. 3HeKTp0HHHe AOKYMCHTBI € HCTCKIIMMHU CPOKAMH XPAHCHUA IOMAJICKAT BBIACICHUIO K
YHUYTOXCHHIO Ha 06HII/IX OCHOBAHHUAX, ITOCJIC YCTO MPOBOANUTCA UX (1)I/I3I/I‘-ICCKO€ YHUYTOXCHUC WU
YHUYTOXKCHHUEC NPOTPAMMHO-TCXHUYCCKUMU CPCACTBAMHU C COOTBCTCTBYIOIJ_Ieﬁ OTMETKOM B aKTe€ O
BBIICIICHUU K YHUYTOXKCHHUIO JICKTPOHHBIX JOKYMCHTOB.

ONEKTPOHHBIE JOKYMEHTBl CUMTAIOTCSl YHUYTOXKCHHBIMH, €CIM MX HEJIb3s BOCCTAaHOBUTH
cpeacTBaMu MH(POPMAIIMOHHON CUCTEMbI Ha HOCUTENSX UH(OPMALIUK U U3 PE3EPBHBIX KOIMUH.

8.69. AxTHI O BBIICJIICHUN K YHHYTOXCHHIO JOKYMCHTOB, HC MOJICKAINIUX XPAHCHHIO, XPAHATCA
INOCTOSAHHO B JCJIC (I)OH)Ia.

IX. Opranusanus 10cTyna K J10KyMeHTaM H UX HUCIO0JIb30BAHUS

9.1. Beimaua pnen, Haxoasmuxcs Ha xXpaHeHWu B CrykOe IelOmpoOU3BOJCTBA, CTPYKTYPHBIX
MO/Ipa3IeNICHUsIX OpraHu3alui pabOTHUKAM APYTUX TMOJIPA3ACICHUN I O3HAKOMIICHUS W (WJIH)
JUIST BPEMEHHOTO HCIIOJIb30BaHMSI B paboTe MPOM3BOJUTCS IO 3alpocaM, MOANHUCAHHBIM
PYKOBOAMTENEM (3aMECTUTENIEM PYKOBOJIUTENSI) CTPYKTYPHOIO MOAPA3IEICHUs, 3alpalliBaroLIero
Jeno (IOKyMEHT) U ¢ paspenieHus pykoBoauTens CiyXObl IeTONpPOU3BOJICTBA UM CTPYKTYPHOTO
noJipa3fiesieHus1, JOKYMEHTbl KOTOPOTO 3alpaliuBaroTCs.

9.2. Jlena, TOKyMEHTHI BBIJAIOTCS BO BPEMEHHOE MOJIb30BaHUE PaOOTHHUKAM OpraHU3allid Ha CPOK
He 0oJiee OHOTO MECSIIA.

['ocynapcTBeHHBIM oOpraHaMm (CyJaeOHbIM, MPAaBOOXPAHUTEIbHBIM, OpPraHaM TOCYAApCTBEHHOTO



KOHTpPOJIA YW HaJ30pa) Jelia U OTAENbHbIE JOKYMEHTHI BBIJIAIOTCS HA OCHOBAHMHM MX MUCHBMEHHBIX
3alpOCOB C pa3pelleHrs PYKOBOIUTENSI OpraHU3alliy WM MHOTO YHOJHOMOYEHHOIO UM JIMIA, IO
aKTaM Ha CPOK He 0oJiee IIEeCTH MECSIICB.

HpI/I HCO6XOI[I/IMOCTI/I CPOK HUCIIOJIB30BAHUSA JOKYMCHTOB MOXCT OBITH MMPOAJICH.

9.3. B nucbMeHHOM 3arpoce pabOTHUKOB OpraHu3alliy O Bblaye JOKYMEHTOB (Je71) BO BpEMEHHOE
[I0JIb30BAHNE M3JIaratoTCsl MPUYMHBI, IO KOTOPHIM 3alpaliuBacTci €0 (JIOKYMEHT) U Iellb
HCIIOJI30BaHUS JOKYMEHTOB, HAXOJLIMXCS HA ONIEPAaTUBHOM XPaHEHHUH.

9.4. Ha BbI1aHHOE €710 3aBOAMTCS KapTa-3aMeCTUTENb, IIOMEIIaeMas Ha MECTO BBIJAHHOTO Jieia. B
HEl yKa3bIBaIOTCS MHJIEKC Jelia, JaTa ero BbAauM, KOMY JeJO BbIJAHO, JlaTa €ro BO3BpallCHHUS,
npeycMaTpuBaroTCs rpadbl 171 MOIIICEH B MOJIyYeHUN U TIpUeMe Jena.

Ha wmecto wu3BATOrOo NOUIMHHHKA JOKyMeHTa paboTHHK CiyXObl JelONpPOU3BOJACTBA WM
JIeJIONPOU3BOAMTENb MOJAPA3ICIICHUs] BKJIAJBIBACT B JIEJIO JIMCT-3aMECTUTENb C YKa3aHUEeM, KOrjia,
KOMY U Ha KaKOH CpPOK BBbIJaH JIOKYMEHT U HOJIUCSAMU B MOJIy4eHUH U npueme aena. [lpu stom B
JIeJI0 TOMENIAETCs 3aBEpPEeHHas KOs JTI0KyMEHTa.

ITocne peuiCHuA BOIIpOCa, I PaCCMOTPCHHUA KOTOPOro JAecjia (I[OKYMCHTBI) HU3bIMAJINCh II0
3arpocaM TroCyJapCTBCHHBIX OPraHoB, NOJAJIWMHHUKHW OOKYMCHTOB OOJIKHBI OBITh BO3BpallCHbI B
OpraHr3anurio 1 IIOMCHICHLI B 1€JI10.

9.5. DnexTpoHHBIE JOKYMEHTBI, HAXOJAILIUECS Ha ONEpaTMBHOM XpaHEHMM B 0a3ax JJaHHBIX
UH(POPMALIMOHHBIX CHUCTEM, BBIJAIOTCA JJS  MCIOJB30BaHMS B BHUAE KOMUH 3IEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBHHM € MyHKTOM 2.51 [IpumepHOil HHCTPYKIIMH.

9.6. Ilopsimok mocTyna pabOTHHUKOB OpraHU3allMM K JOKyMEHTaM, pasmerniaembiM B COJl uiu uHoOM
WH(POPMAIIMOHHON CUCTEME, YCTAaHABJIMBACTCS JIOKAJIbHBIMH HOPMATUBHBIMU aKTaMU OpPTaHU3aIlHH,
OMMpCAC/IAIOIIMMUA  TTOPAAOK OKCILTyaTalluu I/IH(l)OpMaIII/IOHHOI\/JI CHUCTEMBI, U B COOTBETCTBHU C
MEPCOHAIBHBIMU YYETHBIMU 3aTUCSMU paboTHHUKOB B COJI min nHOM HMHPOPMAIIOHHOM cHUcTEME.

PaGoTHukam, He WMMEIOIIMM TIpaBa JOCTyNa K COOTBETCTBYIOIIEH HMH(POPMAIIMOHHOW CHUCTEME,
ANIEKTPOHHBIE JOKYMEHTHI BBIJIAIOTCS B COOTBETCTBMM ¢ nyHKTamu 9.1 - 9.3 Ilpumepnoit
WHCTPYKIMU, Ha (U3UYECKH 000COOJIEHHOM HOCHUTENE, BBICBUIAIOTCS IO JJIEKTPOHHOMY aJpecy
paboTHHKA, 3aIPALTUBAIOIIETO TOKYMEHT, UM UHBIM 00pa3oM.

9.7. B Cnyx0e aenonpou3BOACTBA, CTPYKTYPHOM IOJPa3/Ie/ICHUH, BbIAABIIEM JeJI0 (JOKyMEHT)
BEJETCSI y4YeT BBLAAHHBIX Jel (JOKYMEHTOB) M KOHTPOJIb HX CBOEBPEMEHHOIO0 BO3BpaTa.
DJeKTpOHHBIE Jiena (JOKYMEHThI) BO3BPATy HE MOAJIEXaT.

9.8. PaboTHuKM opraHu3anuu oOs3aHbl 00€CIEeYMBaTh COXPAHHOCTb MOJYYEHHBIX BO BPEMEHHOE
NOJb30BaHUE JIOKYMEHTOB (/1e1) Ha OyMaXHOM HOCHUTENEe M UCHOJIb30BaTh IOJYYEHHYIO
WHPOPMALIUIO B CIY)KEOHBIX IIETSIX B COOTBETCTBUU C TPEOOBAHHMSIMH JIOKAJHHBIX HOPMATHBHBIX
aKTOB. 3armpelaeTcs IMepenadya IMOJYYeHHBIX JOKYMEHTOB WM UX KOMUH pPabOTHUKAM APYrHX
HOJpa3AeIeHUI NI OpraHn3aIi.

9.9. W3psatue (BbIEeMKa) JTOKYMEHTOB, OOpa30BaBIIUXCS B JICSITEIBHOCTH OpTraHHU3AIUH,
MIPOU3BOJUTCS B COOTBETCTBUU C 3aKOHOJATENLCTBOM Poccuiickoit denepannu.

9.10. U3bsTue (BbleMKa) TOKYMEHTOB MPOU3BOAUTCS HAa OCHOBAHUU MHUCHBMEHHOTO PACIOPSKEHUS
(TOCTaHOBIIEHUS) COOTBETCTBYIOLETO OpraHa BJAcTU C pa3pelieHHs] PYKOBOJIUTENS OpraHU3aluu
WJIM WHOTO YIIOJTHOMOYEHHOTO MM JIMIA C U3BEIICHUEM PYKOBOJIUTENS MOAPA3AEIeHUs, JOKYMEHTBI
KOTOPOI'0 U3BIMAKOTCSI.



9.11. ®akt u3bATHA (BBIEMKH) JOKYMEHTOB (PUKCHUPYETCS B MPOTOKOJE (aKTe) U3BATUS (BBIEMKH)
JIOKYMEHTOB, KOTODPBIH COCTaBJIsIeTCSI HE MEHee 4YeM B JBYX OJK3eMIUIApax U MOJANUCHIBACTCA
YIIOJTHOMOYEHHBIMH TPEACTABUTEISIMU OPTaHU3AIMA U COOTBETCTBYIOIIETO T'OCYAapCTBEHHOTO
oprana. K mpotokoiy (akTy) mpriaraeTcsi Omuch (peecTp) U3bATHIX TOKYMEHTOB (J1e1).

9.12. Tlpu u3bSATUU MOJUIMHHUKOB JOKYMEHTOB B JI€JI0 TIOMEUIaeTcs 3aBepeHHasi KOs TIOKyMEHTa,
Ha 000pOTE€ KOTOPOW YKa3bIBA€TCSI OCHOBAHME HW3BATHS MOMJIMHHUKA, CPOK BO3Bpara, gara M
MOJMUCH PAOOTHHKA, OTBETCTBEHHOT'O 3a ((OPMUPOBAHUE W/WJIM XPAHEHUE JIeTa.

9.13. IlomMHHUK JOKYMEHTA, U3BATHIM W3 JieJla Ha OCHOBE COOTBETCTBYIOLIEIO PEIICHHs, MOCIe
pPaccMOTpPEHHUSI U PElIeHUs] BOMPOCca, BO3BPAIIAETCS B €0, IPU 3TOM KOIMs, IOMEIIEHHas B JEJ0
BMCCTO INOAJIMHHUKA, U3BIMACTCA.

X. U3roroBjieHue, yuer, MCIOJIb30BaHUE U XPaHEHHUE NeYaTel, ITaMI0B, 0JIAHKOB
JOKYMEHTOB, HOCHTeJIel 3JIEKTPOHHBIX NMOANUCe

10.1. bnaHku oOpraHU3aIMOHHO-PACIOPSAIUTENBHBIX JOKYMEHTOB pa3padarbiBatorcsa CioyxOoi
JIeTTOTIPOU3BOACTBA. BUIbl O1aHKOB OpraHU3aIlMOHHO-PACTIOPSAUTEIBHBIX IOKYMEHTOB, TPEOOBaHHS
K UX O(OPMIIEHUI0O U HCIOJB30BAHUIO YCTAHABIUBAIOTCA HHIWBUIYaTbHOM HHCTPYKIMEH IO
JIEJIONPOU3BOJICTBY OpraHU3al1u.

10.2. Obpa3ipl 0JaHKOB TOKYMEHTOB YTBEP)KIIAIOTCS B COCTABE MHAMBUAYAJIbHON WHCTPYKIIUU TIO
JICITOTIPOU3BOICTBY MJIHM MIPUKA30M PYKOBOMTENSI B COCTABE KOMIUIEKTA (ajibOoMa) OJIaHKOB.

10.3. B opranu3anvu IOJjid IMOATOTOBKHW JOKYMCHTOB MOI'YT HCIIOJIB30BAaThCS OJIaHKH1 JOKYMCHTOB,
HU3TOTOBJICHHBIC TI/IHOFpaq)CKI/IM CII0CO0OOM HJIN cpeacrBaMu OHepaTHBHOﬁ HOJII/IFpa(i)I/II/I.

OpraHu3anuy BrpaBe IpPHU TMOATOTOBKE JIOKYMEHTOB MCIIOJIb30BaTh 3JIEKTPOHHBIE I1a0JIO0HBI
OaHKOB. DJEKTPOHHbIE MIA0JIOHBI OJAaHKOB JOJDKHBI COOTBETCTBOBAaTh OOpaslaM OJaHKOB,
YTBEP)KJICHHBIX PYKOBOJUTEIEM OpraHU3alllH.

10.4. bnanku OpTraHHu3alOHHO-PACTIOPAANUTCIIbHBIX TOKYMECHTOB, IIPUMCHACMBIC B OpraHHU3allui, HE
MOT'YT IICPEAABATLCA APYTI'UM OpTraHU3alluiaAM, JOJZKHOCTHBIM U (1)I/ISI/I‘I€CKI/IM JunaM.

10.5. Cay»x6a nenonpou3BOACTBA OPraHU3aAIIUN:

oopMIIsIeT 3aKa3bl Ha M3TOTOBJIEHHE OJIAHKOB OpPraHU3allMOHHO-PACHOPSAIUTENBHBIX JOKYMEHTOB
TUNOrpaCKUM CIIOCOOOM HITH CPe/ICTBAMM ONEPaTUBHOM Mmonurpagpuu;

OCYILECTBIISICT XpaHEHHE OJaHKOB OPraHU3aL[IOHHO-PACHOPSAUTENbHBIX JOKYMEHTOB U BbIJauy UX
B CTPYKTYPHBIE MOJIpa3ICICHUs OpraHUu3allHy;

OCYIICCTBIIACT KOHTPOJIb 3a NpPaBUIILHOCTHIO HWCNOJIb30BaHUS OJ1aHKOB
OpraHU3alMOHHO-PACHIOPSAUTEIBHBIX JOKYMEHTOB <37>.

<37> WuauBuAyanbHOW WHCTPYKIHEH TIO JEJIONPOU3BOJICTBY OpraHU3alMd MOXKET OBITh
MPEelyCMOTPEHO BeIeHHE yueTa OJaHKOB TIOKYMEHTOB.

10.6. B opranmsauuu B COOTBETCTBMM C @DenepalbHbIM KOHCTHUTYLIMOHHBIM 3akoHOM "O
INocynapctBerHom repbe Poccuiickoit denepanuu” <38> u ycTaBOM OpraHHM3aIldd HCIOJIB3YETCS
neyaTh ¢ BocmpousBeneHueMm l'ocynapctBenHoro repba Poccuiickoit denepanuu (nanee - nevyarb
OpTaHU3AIHH ).


https://normativ.kontur.ru/document?moduleid=1&documentid=57820#l0

<38> ®denepasibHbIA KOHCTUTYLUHMOHHBIN 3akoH oT 25 gpekabps 2000 r. N 2-®K3 "O
I'ocynapctBenHom repbe Poccutickoit ®@eneparuu" (CoOpaHue 3akoHomaTenbcTBa Poccuiickoit
®enepanun. 2000, N 52, cr. 5021; 2002, N 28, ct. 2780; 2003, N 27, ct. 2696; 2009, N 46, cr.
5417;2011,N 1, ct. 1; 2013, N 30, ct. 4022; 2014, N 11, ct. 1088; 2017, N 52, cT. 7916).

B opraHu3aly TaKXKE MOI'YyT HCIIOJIB30BaTbCAa II€HATH HOHpaBHCHCHHﬁ, neyatu aJjisd I1ake€TtoB H
OTACIBHBIX KaTCI‘OpI/Iﬁ JOKYMCHTOB, a TaKXC MCTAJUIMYCCKUC BBLKHUMHBIC TICHATH  JIA
OIc4aTblBaHUA HOMCH.[CHI/Iﬁ " YOOCTOBCPCHUA CIICHUATIBHBIX ITPOITYCKOB.

B OopraHu3anmnM MOKCT HCIOJIb30BATbHCA IITaMII (H_ITaMHBI) C (baKCI/IMHHBHOfI noAIMMUCBhIO
PYKOBOAUTECIIA U UHBIX NOJIKHOCTHBIX JIMII.

[Topsimok HCNONB30BaHMS IITAaMIOB C  (DAKCUMMIIBHOM HOJNMCBIO PYKOBOJMUTENS U MHBIX
JNOJDKHOCTHBIX JIML] <39>, BHIBI JOKYMEHTOB, TOANKUCHIBAEMBIX (HaKCUMHIIBHONW MOIMHCHIO
YCTaHaBIUBAETCA JIOKAIbHBIM HOPMAaTUBHBIX aKTOM OpraHU3aLUHU.

<39> C yueroMm nosnoxxeHuil nyHkta 2 ctatbd 160 uyactu I I'paxknanckoro xoxaekca Poccuiickoit
Oenepannn (Codbpanne 3akoHoAaTenbcTBa Poccutickoit @enepanuu. 1994, N 32, ct. 3301; 2011, N
15, ct. 2038).

10.7. Tleuats opranuszauud c BocnpousBeneHuem [ocynmapcrBenHoro rep6a Poccuiickoit
Oenepaii  JODKHA COOTBETCTBOBaTh TpeboBaHusM, ycraHoBieHHbiM ['OCT P 51511-2001
"I[lesatn ¢ BocmpousBeneHueM [ocymgapctBenHoro rep6a Poccuiickoit ®epepanuu. Dopwma,
pa3Mepsl U TeXHu4Yeckue TpedoBanus’ <40>.

<40> 'OCT P 51511-2001 "Tlewatn ¢ Bocnpou3BeaeHueM I 'ocymapcTBenHoro repba Poccuiickoit
Oenepanun. ®opma, pazmepsl U TexHuueckue Tpedosanus”. - M.: UIIK Usn-Bo cranmaptos, 2004,
c usmeHenusimu N 1 - 4.

10.8. Tleyatn w mTamnbl OpraHU3alMU H3TOTABIMBAIOTCA B KOJIMYECTBE, HEOOXOIUMOM s
OCYILECTBIICHUS TO/Apa3fAeNCHUsIMA OpraHu3aluil M €€ pabOTHUKaMM BO3JIOKEHHBIX Ha HHUX
¢byHkuil. Pemenrne 06 M3roTOBIEHUN U KOJMYECTBE 3K3EMIUISIPOB MeYaTei U IITaMIIOB IPUHUMAET
PYKOBOJIUTENb OpraHU3allMi MO MpeacTaBieHHIo pykoBoauTens CiyxObl eJ0NpOU3BOJCTBA
OpraHu3aIuu.

Ecnu neuarn opraHn3alivii UCIOJB3YETCA B HECKOJBKHX 3K3EMILIApax, HOMCP SK3CMILIApa 1nedaTu
YKa3bIBACTCA B KIIMIIEC II€YATU IIPU €€ U3TOTOBJICHUU.

10.9. TleuaTpro OpraHu3anuy 3aBEPSIOT MOUIMHHOCTD MOAIUCH PYKOBOJIUTENS OPraHU3alMi U HHBIX
YIOJTHOMOYEHHBIX MM JIMLI, Ha TOKYMEHTaxX U KOIUAX JOKYMEHTOB B COOTBETCTBHM C IIyHKTOM 2.49
IIpuMepHOI HHCTPYKIIMH.

10.10. ITewatn W 1mITamMmbl BBIJAIOTCS U1 MCIOJIB30BAaHUS PAOOTHHKAM, OTBETCTBEHHBIM 3a WX
WCIIOJIb30BAHUE U XPAHEHUE MOJ MOAINKCH B )KypHAJIe ydeTa Me4YaTedl U IITaMIIOB. YUeT Ievareu u
mTamMnoB opranu3anuu Beaet Ciryx0a 1eTonporu3BOICTBA WM WHOE TI0Ipa3/ieJieHue OpraHUu3alliH.


https://normativ.kontur.ru/document?moduleid=1&documentid=57820#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=319150#l749
https://normativ.kontur.ru/document?moduleid=9&documentid=29275#l0
https://normativ.kontur.ru/document?moduleid=9&documentid=29275#l0

10.11. Ilpu ucnonmp3oBaHuM B paboTe NeyaTH M INTAMIIBI XPaHATCS B 3alHMPAIOMIMXCS IIKadax
(ceiidax) paOOTHUKOB, OTBETCTBEHHBIX 32 XpaHEHUE U UCIOJIb30BAaHUE TICYATCH U ITAMITOB.

10.12. Ilepenaya meyaTeid W IITAMIIOB IMOCTOPOHHUM JIMIIAM HE JlonyckaeTca. BeiHOC mewaTed u
ITAaMIOB 3a Mpeleiabl OpPraHu3aldd BO3MOXXEH B HCKIIOUYHUTENBHBIX CIIy4asX IO PEeLICHUI0
PYKOBOJICTBA OpTaHHU3alluu (HAIIpUMED, MTPH MOAMUCAHUH IOTOBOPORB).

10.13. Cnyx0a 1emonpou3BoICTBA OPTaHU3AINN €KETOTHO MPOBEPSIET COOI0IEHNE paOOTHUKAMHI
YCIIOBHI WCIOJNB30BAHUS M XPAaHCHHs I€YaTeii M IITaMIOB B CTPYKTYPHBIX MOJPa3JIEICHUSIX
OpraHu3aIuHg.

10.14. ITpumeamne B HETOAHOCTh U YTPAaTUBLINE 3HAYEHHUE I€YaTH U ILITaMIIbI IOJJIEXKAT BO3BpaTy
B Ciy)x0y 1€710IpON3BOJICTBA UM MHOE IOApa3feieHHue, Ha KOTOPOE BO3JIOKEH Y4eT revared U
LITAMIIOB, U1 LEHTPAJIM30BAHHOIO YHMUYTOXKeHUsA. Ilewatn yHHUYTOXKAIOTCS 1O aKTy C
COOTBETCTBYIOLIEH OTMETKOM B JKypHaJIe ydeTa rnevyareil U ITaMIIOB.

10.15. Jlna obmeHa 3JEKTPOHHBIMH JIOKyMEHTaMu TocpenctBoM M3JIO B opraHuzamuu JTOJKHBI
UCIIOJIb30BAThCSl YCHIICHHBbIE KBaTU(UIIUPOBAHHBIE 3JEKTPOHHBbIE MoamucH. CocTaB JTOKHOCTHBIX
Ul ¥ pabOTHUKOB OpPraHW3aIlMU - BIIAJCIBIEB YCWICHHBIX KBAJTU(PHUIIUPOBAHHBIX AJICKTPOHHBIX
TOJIKMCEH JIOJDKCH OTPEICISITh PYKOBOJUTEIh OpPraHU3aIINH.

10.16. Ilpu nepenade opraHu3anuen 3JEKTPOHHBIX JTOKYMEHTOB Ha 3JIEKTPOHHBIN aapec Ipyroi
OpraHMW3ali, a Takke i1 OOMEeHa JIIGKTPOHHBIMH JOKyMeHTamu TmocpeactBom C3Jl B
OpraHM3alli U €€ MOAPA3JCICHUIX MOTYT UCIOJb30BaThCS YCHIIEHHBIE HEKBaTU(UIIMPOBAHHBIC
AJICKTPOHHBIC TTOJINMCH W/WIHM TPOCTHIE AJICKTPOHHBIE TIOJIUCH (J1ajiee - 3JIEKTPOHHAS TOIINCH) B
cooTBeTcTBUU ¢ DenepanbHpIM 3akoHOM 0T 6 anpens 2011 r. N 63-D3 "O6 anekTpoHHO# noanucu"
<41>.

<41> denepanbHblii 3ak0H 0T 6 anpens 2011 r. N 63-®3 "O6 >nextponHoi noanucu" (Cobpanue
3akoHoaarenbcTBa Poccuiickont denepanuu, 2011, N 15, ct. 2036; N 27, ct. 3880; 2012, N 29, cr.
3988; 2013, N 14, ct. 1668; N 27, ct. 3463, ct. 3477; 2014, N 11, ct. 1098; N 26, ct. 3390; 2016, N
1, cT. 65; N 26, ct. 3889).

10.17. Dnextponubiii gokymeHt B CDOJl opraHu3anuu, MOAMHCAHHBIM SJEKTPOHHOM TMOJIHUCHIO,
NpU3HAETCS ~ PaBHO3HAYHBIM  JOKYMEHTYy Ha  OyMaXHOM  HOCWUTENe,  MOAMHCAHHOMY
COOCTBEHHOPYYHOM TOJMUCHI0O M WMEET OJWHAKOBYIO C HHM IOPHUJIUYECKYI0 CHIY TIpH
OJIHOBPEMEHHOM COOJIIO/ICHUH CIEIYIOIINUX YCIOBHIA:

KIIFOY TIOJMUCH, OTHOCSAIIUICS K KOHKPETHOW JJIEKTPOHHOW MOJIMUCH, HA MOMEHT MOAMHCAHUS
AIIEKTPOHHOI'O JIOKYMEHTa SIBJIIETCS JIEHCTBUTENIBHBIM (JIOCTOBEPHBIM), HE YTpaTui cuily (He
OTO3BaH);

MOATBEPIK/ICHA MMOJIJTMHHOCTD 3JICKTPOHHOM MOAMKUCH B JIEKTPOHHOM JTOKYMEHTE;
JlaTa ¥ BpeMsi CO3JaHusI AIEKTPOHHOU mToAmnucH 3aduxcupoBadsl B CO/I;

QJICKTPOHHAA MNOANWUCH MUCIIOJIB3YCTCA B COOTBCTCTBHUU C YCTAHOBJICHHBIM B OpraHu3allliu
pacnpeaciCHucM paBa MOoANNCH JOKYMEHTOB MCXKAY JOJDKHOCTHBIMU JIMIaMU U pa6OTHI/IKaMI/I.

10.18. I'enepanmio U XpaHeHue Kitoded HekBamudbunupoBanHoi u mpoctoit D11 B COJ| momxeH
ocyiecTBIATh aaMuHucTpaTop CO/I.


https://normativ.kontur.ru/document?moduleid=1&documentid=282848#l0
https://normativ.kontur.ru/document?moduleid=1&documentid=282848#l0

10.19. Cnyx6a nenonpous3BOACTBA MM MHOE TOApA3/eeHHE OpraHW3alliy BeIeT y4eT KIIIoYeH
SJIEKTPOHHBIX MOJANMHCEH <42> B CcHEeUHAIbHOM >KypHasie. Bpimadya maTepuanbHBIX HOCHTENEH
JIEKTPOHHOM MOAIKCH U UX BO3BpAT 110 UCTEYEHUH CPOKA JEMCTBUS OCYIIECTBISETCS O] MOANNUCH
paboTHHKA B )KypHaJe.

<42> Buzabpl 2JIEKTPOHHBIX IOJANMUCEHN, HCHOIB3YEMBIX B OPraHM3allU{, YCTAHABIMBAIOTCA
OpraHM3alel U 3aKPEIIIOTCS B JIOKAJbHOM HOPMaTUBHOM aKTeE.

10.20. Co3ganue mnaposieil ajis MpPOCTOM SJIEKTPOHHOM MOJNUCH OCYIIECTBISETCA B TOPSJIKE,
YCTaHOBJICHHOM JIOKQJIbHBIM HOPMATHUBHBIM aKTOM OPTaHM3aIlMM, YCTAHABIUBAIOLIMM IOPSI0K
skcruryaranuu CO/J1 1 UCTIONb30BaHUSA JIEKTPOHHBIX MOIMUCEN IpU paboTe ¢ JOKYMEHTaMH.

10.21 Knrou »ieKTpoHHOW moANUCH, HCcmoiab3yeModt B CDJI, sBisercs KOHGUISHIIUATHLHON
uH(popMaLel 1 3allMIaeTcs B COOTBETCTBUU C 3aKOHO1aTeIbcTBOM Poccuiickoit @enepanuu.

Ilpunooicenue N 1

peKomeHoyemblli 0bpaszey

HaunmenoBanue oprana
rOCYJapCTBEHHOH BIIACTH
®enepanbHoe OropxeTHOE yupexaenue Y TBEPXKIATO
"HAYYHO-UCCJIEJIOBATEJIbCKWH Tupexrop ®BY
IHTEHTP "HaumenoBanue opranuzanun”
"HAUMEHOBAHUE
OPIAHU3 A"
(OBY "HUL] ...") [Toanuce N.O. ®amunus
I[MTOJIOXKEHUE Jara

OB OT/JEJIE
HAYYHO-TEXHUYECKOU
NHO®OPMALIMU
MockBa

1. O01mme moJ1okeHUs

1.1. Ornen Hay4yHO-TexHHuYeckoil uHpopmanmu (manee - OHTU) saBnsercs camMoCTOSITENbHBIM
CTPYKTYpHBIM mnojpasaeneHueM @ObBY "HaummeHoBanue opranuzanuu', OCYIIECTBIISIIOIIAM
UH(POPMALIMOHHOE O0CITYXMBaHUE HAyYHO-UCCIENI0BATEIbCKUX M TMPOEKTHBIX MOApa3JeNeHui U
OpraHu3alyil Hay4HO-MEeTOANYECKON NH(pOopMaIHel 0 HayKe U HayYHO-TeXHUYECKOH MOJUTHKE...

1.2. OHTU Bo3rnasiseTcss 3aBEAYIOUIMM W HENOCPEACTBEHHO IOJUMHSIETCA 3aMECTUTEIO
nupektopa ®bY "HanmenoBanue opranuzanuu’, kypupytouiemy aestensnocts OHTU.

1.3. 3aBenyronuit OHTU Ha3HavyaeTcst Ha TOHKHOCTh U OCBOOOKIAETCS OT JOHKHOCTH TTPHKA3aMH



mupekropa ®BY "HaumeHnoBanue opraHmzanuu" B COOTBETCTBUU C 3aKIHOYEHHBIM TPYAOBBIM
JIOTOBOPOM TI0 MpeAcTaBiIeHUI0 3amectutens aupexkropa ®bBY "HammenoBanwe opranuzanuu,
Kypupytoiero aesteasnocts OHTU.

1.4. OHTU coctouT M3 4YETHIpEX CTPYKTYPHBIX IOApA3ACICHUNA: CEKTOpa HH(OPMAIIHOHHOTO
o0ecrieyeHUss M BEJIEHUS  CHPABOYHO-MH(POPMALMOHHOTO (OHIA, CEKTopa 3apyO0exHOM
HaYYHO-TEXHUYECKOH HWHpopMauuu B cdepe HHHOBALUH, CEKTOpa »AIIEKTPOHHBIX PECYPCOB
Hay4YHO-TEXHUUYECKON MH(OpMaIK U PeJaKIIMOHHO-U3AAaTEIbCKOI0 CEKTOPA.

1.5. Peopranmzanus u gukBugauus OHTU npoBomgutcss mnpukazamu aupekropa DObBY
"HaumeHnoBanue opranuzamuu’ ...

Ipunoowcenue N 2

pexomeHOyemblil obpazey

HaumenoBanue oprana
roCyJ1IapCTBEHHOM BJIACTH

®denepanbHOE OIOIKETHOE YUPEKICHHUE

"HAYUYHO-UCCJIEJIOBATEJILCKUM
LIEHTP
"HAVUMEHOBAHUE
OPTAHM3ALIUN"

(OBY "HUL] ...")

[TPUKA3
25 oktsi6ps 2017 r. N 125

Mocksa

O co3naHnn PKCNEPTHON KOMUCCUU
U YTBEPKJIEHUU TOJIOKEHUS O Hell

B OeaxX YyIaydlICHHuA OpraHu3aluu ACJIONPOU3BOJACTBA M APXHMBHOI'O XpPAaHCHUS JOKYMCHTOB,
obOpazyromuxcsi B AesrensHoctd OBY "HanMenoBanue opranuzanuu", coOmoieHus TpeOOBaHHIA
3akoHoarenbeTBa Poccuiickoit denepanuu B chepe apXuBHOTO /i€ ... MPUKA3BIBAIO:

1. Coznats 3xcniepTHyro Komuccuto @bY "HanmenoBanue opranuzanun’ B cocTase:
npeJceaaTens - 3aM. TeHepabHoro aupexkropa @amunus 1.0.;
cekpeTraps - nenonpousBoautens Pammmg U.0.;

YIeHBl: HaYalbHUK  obmero otaena Damwms  W.O., 3amecTuTens  3aBEIYIOIIETO
TIaHOBO-dKOoHOMHUYeckuM otaenoM Pamunust M.O., 3amectutens riaaBHoro oyxranrepa damunus
N.0., zaBenyrommit otaenom kaapoB Damunus M.O., 3aBemyromuii OTAEIOM HHHOBAIIMOHHBIX
texHonoruit ®amunusa M.0., 3aBeayromuil OTACIOM 3KCIEPUMEHTANIBHBIX HCClleqoBaHUN DamMuins



H.0.
2. VrBepauts llonoxenne 06 SKCepTHOW KOMUCCUH (TTPUITIOKEHHUE).

3. KoHTpoab 3a WCIOJHEHHEM IpUKa3a BO3JIOXKHTh HAa 3aMECTHTENs IeHEpaJbHOro JIUPEKTOpa
damuug U.0.

Hupektop [Togmucy  W.O. Gamunus

Tlpunoowcenue N 3

pexomeHOyemblil 0bpazey

HaumenoBanue opraHa rocygapCcTBEHHOU BIACTH
®denepalibHOE OIOJHKETHOE YUPEKICHHE

"HAYYHO-UCCJEJOBATEJLCKUI LIEHTP
"HAUMEHOBAHUWE OPI"TAHU3ALIMN"

(OBY "HUIJ ...")
PACIIOPSDKEHUE
Mocksa

O noaroToBke NpeIoKEeHUH

k mmany HUOKP na 2018 1.
B cBs3u ¢ hopmupoBanuem I[lnmana HUOKP na 2018 ron, dpuHaHcHupyeMbIX U3 TOCYAapCTBEHHOTO
Oromxera:
1. PykoBoauTenssM HaydHO-HUcchenaoBaTenbekux noapazaenenuit (Gammmms U.0., Gammmus U.0.,

®amunust 1.0., Gamunusg U.0.) moAroTOBUTE U NPEICTaBUTh YYCHOMY CEKPETAPIO MPEUIOKEHUS K
wiany HUOKP na 2018 roa B cpok 10 15.06.2017.

2. Yuenomy cekpetapio (@amunug U.0.) obecnieunts GpopmupoBanue npoekra iaHa HUOKP na
2018 rox, puHaHCHPYEMBIX U3 rocyAapcTBEHHOro Oropkera, B cpok Ao 01.07.2017.

3. KoHTpoIb 32 UCTIONHEHUEM PACTIOPSHKEHHUST BO3JIOKUTH HA 3aMECTUTEIIST AUPEKTOPA M0 HAYIHOH
pabote ®amunus 1.0.

Jupexrop [Mogmuce  M.O. @amunus



Ipunooscenue N 4

pexkomenoyemblil 0bpazey

HaumeHnoBanue oprana rocyapCTBEHHOM BIIACTH
®denepasibHOE OIOJKETHOE YUPEKIACHHE

"HAYYHO-UCCJEJOBATEJILCKUI [IEHTP
"HAUMEHOBAHUWE OPT’TAHU3ALIMN"

(OBY "HUIJ ...")
[TPOTOKOJI
Mocksa

O moAroTOBKE MPEIIOKCHUI

k miany HUOKP na 2018 1.
3acelaHusl TUPEKINH
[IpencenarensctByromuii - @amunus 1.0.

Cexkpetaps - @amunus 1.0.

[TpucyrctBoBanu: 17 yenoBek (CIIUCOK MPUIIATaeTCs)
I[NOBECTKA JIHA:

1. O mepax o peanuzanuu GeaepanbHON IeIeBO MPOTPaAMMBI ...
Hoxnan 3amectutens aupektopa @amumnus 1.0.

2. ...

1. CJIVIIAJIA: Ilerpos ILII. - TekcT qokiiana npuiaraeTcs.
BBICTYIINJIU:

®ammina N.0. - kpaTkas 3a1uch BBICTYIUIEHUS.

®ammina N.0. - kpaTkas 3a1uch BBICTYIUIEHUS.

PEIINJIN: (ITOCTAHOBWJIN)

1.1. ChopmupoBaTh BpeMeHHbIE TBOPUYECKHE KOJJIEKTUBHI 10 peau3alui MpoeKToB (erepanbHoit
L(E€JIEBOM IIPOIPAMMBI ...

1.2. IToAroTOBUTH M YTBEPAUTH IIJIaHBI PAOOTHI MO MPOEKTaM (eepanbHOM 11eJIEBOI MPOTPaMMBI ...



[IpencenarenbCcTBYOMMI TToamuce N.0. ®amunus

Cexkperapb [Tonmucey  W.O. Gamuius
Ipunoowcenue N 5

pexomeHOyemblil 0bpazey

HaunmenoBaHue oprana rocy1apcTBEHHON BJIACTH
®denepalibHOE OIOJHKETHOE YUPEKICHHE

"HAYYHO-UCCJEJOBATEJILCKUI LIEHTP
"HAUMEHOBAHUWE OPI"TAHU3ALINN"

(OBY "HUILJ ...")
ITPOTOKOJI
Mocksa

O noaroToBke NpeUIoKEHUN
k miany HUOKP na 2018 1.

ONICPATUBHOT'O COBCIIAHUA

Y 3aMECTUTEJIA JUPCKTOPA HEHTPpaA

3amecturens qupekropa - @amminsa 1.0.
Cekperaps - @amuius 1.0.

[TpucyrcrBoBanu: @amuiusg N.0., @amunus N.0., Gamunus U.O. ...

1. O6 opranu3zamuu obcienosanus no reme HUOKP ...

(Pammmus N.0. <*>, Gammus 1.0., Gamunus 1.0.)
1. YcTraHoBUTD, UTO ...
2. PyxoBonutento tembl (Pamunus 1.0.) obecrieuuTs KOHTPOIIb ...

2. 006 yuyactuu B 3acelaHUM paboueil rpymsl 1o ...




(Pammmus 1.0. <*>, Gammmus U.0., Gamunus 1.0.)

1. [ToaroToBUTH K 3aceAaHUIO paboYeil rpynbl MAaTEPUATIBI O ...

3amecTuTeNnb IUPEKTOpa [Mogmuce  U.O. ®amunus
Cexkperapb [Tonmuce  UW.O. Gamunus

<*> TlepBoil yka3biBaeTcsl (haMWIHsl ¥ WHUIMAIBI OCHOBHOTO JOKIAI4MKa, 3aTeM - (haMuIuu u
WHUIMAIIBI JIUL, Y4aCTBOBABIIIUX B 00CYX/IEHUHU BOMpOca.

Ipunoowcenue N 6

pexomeHOyemblil obpazey

HaumeHnoBanue OopraHa FOCYHapCTBeHHOﬁ BJIaCTHu

®denepanbHOE OIOIKETHOE YUPEKICHHE PexTopy
"HAYYHO-UCCJIEJOBATEJILCKUI LIEHTP (HammenoBanue
"HAUMEHOBAHUWE OPTAHU3ALIMI" yueOHOT0 3aBE/ICHN)
®amuius 1.0.
(®BY "HULT ...") ITouToBBIN agpec

Jlenunckuit mpocr., 1. 83, Mocksa, 117296
tel. (495) 934-23-23; ten./daxc (495) 718-30-23
e-mail: mail@techno.ru; http://www.innovation.ru
OKIIO 02842709; OI'PH 1027700380724; MHH/KIIII
7708033109/771001024
30.08.2017 N01-22/345
Ha N

OoT

06 Y4aCTHU B aHKCTUPOBAHUHN

VBaxkaemselit ims, OtuecTBo!

[Ipennaraem Bam mnpuHATE ydacTHE B aHKETHMPOBAaHMM OOpPa30BAaTEIbHBIX OpraHMU3aIMi,
OCYILIECTBIAIOIINX TOATOTOBKY CIIELUAIMCTOB I10 MHKEHEPHBIM CIIELIUAIIBHOCTSM.

AHKeTHpOBaHHE NPOBOAUTCA HAMHM B IeNsix cOopa HHGOpMALKUKU O By3aX, BBITYCKAIOUIUX
CHELHMATUCTOB HEOOXOMUMBIX HaM CHEIMaIbHOCTEH, KOTOPHIX B JAJbHEHIIEM MOKHO ObUIO OBl
MIPUBJIEKATH JUISl IPOXOXKIAEHUS IPONU3BOJACTBEHHON MPAKTUKU M MOMOJHEHUS 1ITaTa CIIEHAINCTOB
Ha IPEANPUATHIX OTPACIIU.

3aHOJ'IHCHHyIO AHKCTY IMPOCUM BBICJIATH B HAII apcEcC.

[Ipunoxenne: AHkera Ha 2 1. B 1 9K3.



C yBaxxeHuew,

HupekTop [Tonmuce  W.O. Gamunus
I.T.H., Ipodeccop

®damuius, UMs, 0OTYECTBO, peepeHT JUPEeKTopa

(495) 934-23-23; mail@techno.ru

Ilpunoowcenue N 7

pexkomenoyemblil 0bpazey

HanmenoBanue oprana rocyaapCTBEHHOM BIaCTH
denepanbHOE OI0KETHOE YUPEKICHUE
"HAYYHO-UCCJIEJJOBATEJIbCKHI IIEHTP
"HAUMEHOBAHUWE OPTAHU3ALINUIN"
(OBY "HUIJ ...")
AKT

05.08.2017 N 5)
Mocksa
MIPOBEPKU TEXHUYECKOTO COCTOSIHUSI OPTTEXHUKH

OcHoBanue: npukaz ®bY "HUIL ..." ot 30.07.2017 N 89 "O npoBepke TEXHHUYECKOTO COCTOSHUS
OpPI'TEXHUKHU, UCIIOJIb3YEMON OTJIEIOM JEJIONPOU3BOICTBA".

CocraBneH: 3aMmM. HaudajdbHUKa HWHGOpPMALUOHHO-TeXxHHYecKoro otaena damumus HW.0.;
HAYaJIbHUKOM  aIMUHUCTPATUBHO-XO35HCTBEHHOW ciyxObl @Pammiua W.O., 3aB. oTaenom
nenonpousbojictea @amunug N.0.

B xone npoBepku TEXHUYECKOTO COCTOSIHUS OPITEXHUKHU OT/ela JIEJIONPOU3BOJICTBA, IPOBEIEHHOM
04.08.2017, ycTaHOBIIEHO ...

IIpoBepkoil mpU3HAaHbI HEMPUTOJHBIMH JUIS SKCIUTyaTallAN:

Iloxnuce N.0. ®amunus
Iloanuce N.0. ®amunus
Iloxnuce N.0. ®amunus

Ipunoowcenue N 8

peKomeHoyemblli obpaszey

OTJHEJI AEJIOITPOM3BOJACTBA
Hupexropy PbY



JOKJIAJHA S 3ATIMCKA "HUIJ, ..."
damunna N.0.
10 okTs16ps 2017 . N 35

OO0 yBenuueHNUH MTATHOM
YHUCJIEHHOCTHU NOJIpa3AeieHUs

VYBaxaemsrit Umst OtuectBo!
B cBs3M CcO 3HAUMTENBHBIM YBEIMYCHHEM OO0BEMOB 00pabaThiBaeMON KOPPECHOHICHIUH,
MOCTYIAIOIICH B CBSI3H C ...
npoiry Bac u3bickaTh BO3MOXHOCTh YBEJIMYUTH MTATHYIO YHCJICHHOCTh OT/ENIa Ha OJHY JOJDKHOCTh

crenuaincTa 2-i KaTeropuH.

C yBaxxeHuew,

3aB. OTHEenoOM Iloamuce N.0. damunus

Ilpunooicenue N 9
pexomeHOyemblil 0bpazey
Komy: PykoBoauTesnsam ynpaBiaeHU U OTIETIOB
Ot: ®amunus N.0., pykoBoaAUTETh aIMUHUCTPATUBHO-XO03MCTBEHHOM CITYKOBI
Hara: 17 anpens 2017 r.
Tewma: [logaua 3asBOK Ha aBTOTPaHCIIOPT
CHIYXEBHAS 3AIINCKA
B nemnsx noseimeHust 3¢p(HeKTUBHOCTH MCTOIB30BAHMS M COKPAIIEHUS TPOCTOEB aBTOTPAHCIIOPTHBIX

CPEICTB ILIEHTpa MPOITy PYKOBOAUTENEH TMOJApa3/ieJICHUN 10/1aBaTh 3asBKHM HA aBTOTPAHCIOPTHBIC
cpencrsa He nozaHee 15:00 nHA, mpeaecTBYIOMETrO MOE3KE.

PykoBoauTenn HN.0. ®amnnns
aIMHUHUCTPATUBHO-XO35IICTBEHHOMN CITYKOBI

Ipunoocenue N 10



MNPUMEPHBINA NEPEYEHD YTBEPXKJIAEMbBIX JOKYMEHTOB
1. AKTbI (IIpOBEPOK, PEBU3HIA; CIIMCAHUS; IKCIIEPTU3bI; JIUKBUAALNN OpraHU3alui).
2. I'papuxu paboT, OTIYCKOB, CMEHHOCTH.
3. IHCTpyKIUH, JOKHOCTHBIE HHCTPYKLUH.
4. Knaccugukaropsl ”HPOpPMAIIUHU, TOKYMEHTOB.
5. Meroanueckue peKOMEHAALNHN, METOJAUYECKHAE YKA3aHUS U METOIUKHU.
6. Homenkiiatypa gen opranu3aiui.

7. HopMmbl U HOpPMATHBBI (BpEMEHH, YHCIEHHOCTH PAOOTHHMKOB, PACXOJlla CHIPbS U MaTEpUANIOB,
AIIEKTPOIHEPTHH ).

8. Ommcu nen (MOCTOSHHOTO, BpeMEHHBIX (cBbimie 10 JieT) CPOKOB XpaHEHUS U 10 JHYHOMY
COCTaBy).

9. [lepeunu (10JDKHOCTEN, OpraHU3alMii, BUI0B HHPOPMALIUU, JOKYMEHTOB).
10. ITonutukwu.

11. TTonoxenus (o moapas3aencHusX, IPEeMUPOBAHUH, aTTECTALINN ).

12. Tlopsiakwu.

13. IlpaBuna.

14. PernameHThI (B TOM UHKCIE PErJaMEHThl OM3HEC-TIPOILIECCOB).

15. CtanmapThl opraHu3alui.

16. YcTaBsl.

17. YauduuupoBaHuble GOpMbI JOKYMEHTOB.

18. IlITaTHOE pacniucanue.

Tpunoowcenue N 11

MMPUMEPHBINA NEPEYEHD TJOKYMEHTOB, 3ABEPSIEMbBIX ITIEYATBIO
OPI'AHM3 AU

1. ApxuBHas crpaBka.

2. AKTHI (TIpueMa 3aKOHYEHHBIX CTPOUTEIHCTBOM OOBEKTOB, 00OPYIOBaHMS, BHIMOJIHEHHBIX PadoT,
CIIMCAHUS, SKCIIEPTHU3BI).

3. Konuu u BEIIIHCKH U3 AOKYMCHTOB, BbIIABACMBIX IJIA NPCACTABJICHUA B APYI'UC OpraHnu3aluu.

4. OOpa3ipl OTTUCKOB TNedyaTed M MoANHCced paOOTHUKOB, HMEIOUIMX IPaBO COBEpUIATH
(MHAHCOBO-XO035HCTBEHHBIE ONIEPALINH.

5. HOpy‘{eHI/Iﬂ (6IOI[)KCTHBIG, 6aHKOBCKI/IC, INCHCUOHHBIC, IIIATC)KHBIC, MHKACCOBLIC B OaHK Ha
MOJIYYCHHUE UHBAJIIOTEI CO CUETOB, IIEPEBO/ BaJ'IIOTBI).

6. HpCI[CTaBJ'IeHI/ISI 1 XOJaTaicTBa (O HarpaxaA¢Hu" rocy1apCTBCHHbIMHA HarpajaaMu 1 HpeMI/IHMI/I).



7. PeecTpbl (4eKOB, HOPYUYCHUH, IPE/ICTABIIIEMBIX B 0aHK).

8. CnpaBku (0 1oxonax (PU3NYECKUX JIUI, O BHIMJIATE CTPAXOBBIX CYMM, O OalaHCOBOW CTOMMOCTH
OCHOBHBIX (DOHJIOB, 1O MEPCOHUPHUIMPOBAHHOMY YUETy, OOPMIICHHIO CTPaXOBbIX CBUIETEILCTB,
0 3aIpocaM OpraHM3aLKH, [0 JOKYMEHTaM, MPEI0CTABISIEMbIM B CY/I, - IO HEOOXOAUMOCTH).

9. YnocroBepeHust paOOTHHKOB.

Ipunoowcenue N 12

MPUMEPHBIA NEPEYEHh HEPETUCTPUPYEMBIX BXOIAIINAX JOKYMEHTOB
<1>7

<1> Ecnau yka3zaHHblE JOKYMEHTbl IOCTYNMJIU C COMNPOBOJUTENBbHBIM HHUCHBMOM, IHCHhMa
PETUCTPUPYIOTCS B MOPSIIKE, YCTAHOBICHHOM MHCTPYKLMEH 110 AEIONPOU3BOACTBY OPTaHU3ALMH.

1. AHKeTHI (pe3toMe), HaNpaBIIIeMbIe B LIETSAX TPYAOYCTPONUCTBA.

2. EYXFaJ'ITepCKI/Ie AOKYMCHTBI (6YXF8.JITCPCK3${ OTYCTHOCTH, CUCTA, cqua-(baKTypr, dKTbl CBCPKHU
B3aUMOPACUYCTOB, AKThI IPUCMKHU-TICPCAaY OCHOBHBIX CPCACTB, TOBAPHBLIC HaKJIaI[HI)IC).

3. 'OCTsl, TeXHUYECKHE pErJaMEeHTbl, PYKOBOIAIIUE M JPYrHMe€ JOKYMEHTHI 0 TEXHUYECKOMY
PEryJaupOBaHUIO U CTaHIAPTU3ALIHH.

4. I'paduku, HapsAIbI, 3asBKH, Pa3HAPSIKY.

5. JIokyMeHTHI (IIPOEKTHI TOKYMEHTOB), TPEOYIOIHe MOIMUCAHUs (COTIIACOBAHUS, YTBEPKICHUS) U
NOCJELYIOLETO BO3BPATa.

6. KonkypcHast JoKyMeHTaIusl.
7. HayqHO-TeXHUYECKas U MPOEKTHAS JOKYMEHTALH.
8. Koppecnonaenmusi, aapecoBaHHas paOOTHUKAM OpraHU3aIuu ¢ moMeTKou "JInuno".

9. TIleyaTHbIC u3gaHus (KHI/IFI/I, JKYPHAJIbI, ra3eTBI), KaTaJIOTH, TCXHUYECKad JIMTeparypa,
TEMATUYCCKUEC U CIICIINAJIbHBIC C60pHI/IKI/I, IJIaKaThl.

10. H03,I[paBI/ITCJ'IBHLIC ImMcbMa U TCIICTPAMMBI, 6J'IaFO,Z[apCTBeHHBIe Inm1McbMa H TCIICTPpAMMBI,
MMPUTTTACUTCIIbHBIC OWJIETHI.

11. IlpeickypaHTsl.

12. [IpurnacutensHble OUIETHI, IPUTIIAIICHUS.

13. I[Iporpammsl KOH(pepeHLINH, COBEIIAHHHA.

14. Pexnamuble MaTepuasl (MMCbMa, JINCTOBKHU, MPOCIEKTHI, OYKJIETHI).
15. YuebHble miiaHbl, IPOrpaMMBI.

16. @opmbl 1 G1aHKH, B TOM YHCciie POPMBI CTATUCTUYECKON U MHOW OTYETHOCTH.



