3apeructpupoBano B Muntocte Poccun 17 aBrycra 2018 r. N 51922

OE/IEPAJIBHOE APXUBHOE ATEHTCTBO

ITPUKA3
or 11 anpess 2018 r. N 44

OB YTBEPKXJEHUU NIPUMEPHOM HHCTPYKIIMH MO
AEJIOIMPONU3BOACTBY B I'OCYAAPCTBEHHDBIX
OPI'AHUM3BALIUAX

B cootBercTBUM ¢ moamyHkToM 5 myHkTa 6 [lonmoxkenust o denepalbHOM apXMBHOM areHTCTBE,
yrBepkaeHHOTO YKa3zoMm Ilpesmnmenta Poccuiickoit ®enepanmu ot 22 wmrons 2016 r. N 293
"Bonpocsl denepanbHoro apxuBHoro areHtctBa" (CoOpanue 3akoHonaTenbcTBa Poccuiickoit
®enepannn, 2016, N 26, ct. 4034), npuka3biBaio:

YTBepauth npuiaraemyro [IpuMepHyr0 MHCTPYKLIMIO IO JIEIOINPOU3BOJACTBY B IOCYJapCTBEHHBIX
OpraHu3alusIX.

Pyxosooumens

A.H. APTH30B

VTBEP)K/[EHA
npukasom DedepanbHo2o

apxueHoco acenmemeda

om 11.04.2018 N 44

IIPUMEPHAA UHCTPYKLIMUA 11O
AEJIOITPOU3BOACTBY B I'OCYAAPCTBEHHbBIX
OPI'AHM3BALIUAX

. O0uIne moJ10KeHU A

1.1. IlpumepHast HHCTPYKIMS MO AEIONPOU3BOJACTBY B IOCYJAapCTBEHHBIX OpraHM3alusax (naiee -
[TpumepHas HHCTPYKIMA) pa3paboTaHa B cooTBeTcTBUU ¢ [lonokenuem o deaepaqbHOM apXUBHOM
areHTCTBE, yTBEPKIeHHBIM YKa3zoM [Ipesunenta Poccuiickoit @eaepannu ot 22 utonst 2016 roga N
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293 (Cobpanme 3akoHomatenbcTBa Poccuiickoit @eneparuu, 2016, N 26, cr. 4034), a Ttakke B
COOTBETCTBHUM C 3aKOHOJATENIbCTBOM Poccuiickoit ®Deneparuu B cepe  umHPOpMAIIHH,
JOKYMEHTAIlMU, AapXWBHOTO Jella, HAIUOHAIBHBIMH CTaHIAapTaMd B cdepe  yIpaBJICHUS
JIOKyMEHTaMH.

1.2. TlpumepHass MHCTPYKIUS pa3paboTaHa B IIENIIX COBEPLICHCTBOBAHMS JAEJIONPOU3BOJACTBA U
NOBBIIIEHUS YPPEKTUBHOCTH PaOOTHI C JOKYMEHTAaMH IyTeM perjlaMeHTallui Ha €AMHON MPaBOBOM
U METOAMYECKON OCHOBE MPaBHJI MOJArOTOBKM JIOKYMEHTOB, TEXHOJOTHMH paboThl C HHUMH,
OpraHM3alH UX TEKYILIEro XpaHEHHs U MTOATOTOBKH K IIEpEIaye B apXUB OpraHU3al|HU.

1.3. IlpumepHast HHCTPYKIUSI yCTaHABIMBACT TPEOOBAHUA K JOKYMEHTHPOBAHUIO YIIPaBICHUYECKON
JESTEIIbHOCTH U OpraHu3aiuu paboThl C JOKYMEHTaMH B JICTONPOHM3BOJICTBE TOCYIAPCTBEHHBIX
OopraHu3anuii (Jauee - opranusaius), He3aBUCUMO OT UX OpPraHU3alMOHHO-TIPABOBOM (OPMBI, LieJeit
Y BUJIOB JCSATEIHHOCTH.

1.4. Tlonoxenust [lpuMepHON WHCTPYKIHMH pacCIpOCTPAHSIOTCS HA OpPraHM3aluI0 paboThl ¢
OpPraHU3allMOHHO-PACIOPSAIUTEIBHBIMA JTOKYMEHTAMHA HE3aBUCUMO OT BUJA HOCUTEINS, BKIIOYAs
IIOATOTOBKY, PETUCTPALIMIO, YUET U KOHTPOJIb UCIIOJIHEHUS JOKYMEHTOB, OPTaHU3aLUI0 UX TEKYLIETO
XpaHEeHHUs, OCYILECTBIISIEMbIE C TOMOILBI0 HHPOPMALMOHHO-KOMMYHUKALMOHHBIX TEXHOJIOTHH.

1.5. OcobeHHOCTM oOpraHuzauuu padoOThl € JOKYMEHTaMH, COJAEpXkallUMU HH(OPMALUIO
OTPAaHMYECHHOTO  JOCTyna (KOMMEPYECKyI0 TaliHy, MepCOHaJIbHbIE JaHHBIE H  HHYIO
KOHQHUICHIIMATBHYIO HH(POPMAIUIO), pPErYIUPYIOTCS OTACIbHBIMH HOPMATUBHBIMH aKTaMH,
YTBEPKIaeMbIMH PYKOBOJIUTEIEM OpPTraHU3aLHH.

1.6. Opranuzanus, BEACHHE M COBEPIIEHCTBOBAHME JCJIONPOM3BOACTBA HAa OCHOBE E€IMHOMU
NOJIMTUKN M TPUHIUIIOB, IPUMEHEHUE COBPEMEHHBIX MH(OPMALMOHHBIX TEXHOJOTUN B padboTe C
JOKYMEHTaMH, METOJNYECKOE PYKOBOJCTBO W KOHTPOJb COOJIIOJCHHUS TMOpsaka padoThl C
JOKYMEHTaMU B TOJpa3felIeHUusIX OpraHu3alliy BO3JaraeTcsi Ha CTPYKTYpHOE MOJpa3jeieHue,
OTBETCTBEHHOE 3a BEJICHHE JIETONPOon3BoicTBa <1> (manee - Ciyx0a Ae10npOU3BOACTBA).

<1> B opramumzanusx ¢ HeOOJBIIUM O00bEeMOM JOKyMeHTooOopoTa GyHKIuU CryKObI
JIeJTOTIPOU3BOICTBA MOT'YT BBITIOIHATHCS PAOOTHUKOM (JI€TOMPON3BOIUTENIEM, CEKPETAPEM).

Cnyx06a aemonpous3BOACTBA OpraHMU3aIlMU JIEWCTBYET HAa OCHOBAHWHM TIOJOXKEHUS O HeEW,
YTBEPKAAEMOTO PYKOBOJUTENIEM OpraHU3allid U  ONPEACINSIONero 3aaadd W (QyHKIUH
MOIpa3IeNIeHuUsI, €ro MpaBa U OTBETCTBEHHOCTb.

1.7. OTBETCTBEHHOCTh 3a OpPraHM3alMi0 PadOTHI C JOKYMEHTAaMH B MOJpa3/eieHUsIX OpraHu3aluu
BO3JIaraeTcsi Ha  pyKoBoAuTeNleHd d3Tux  mnoapasaencHuil. HemocpencTBeHHoe — BeneHMe
JIeJIOTIPOU3BOJICTBA B IOAPA3AEICHUAX OPraHU3alMKM OCYLIECTBISETCSA JEIONPOU3BOJUTENEM WM
UHBIM PaOOTHUKOM TOJpa3JeNieHusl, Ha KOTOPOTO BO3JIOKEHBI OOS3aHHOCTU 10 BEACHUIO
JIeJIONIPOU3BOICTBA (Jlasiee - AeIONPOU3BOAUTENb MOIPA3IEICHNU).

1.8.  JlomxHocTHBIe  OOS3aHHOCTH, TpaBa M  OTBETCTBEHHOCTh pPaOOTHUKOB  Ciy:xOblI
JIeNIONIPOU3BOCTBA, JEIONPOU3BOAUTENEN MTOAPA3/IEIEHNN U HHBIX PAOOTHUKOB, OTBETCTBEHHBIX 32
OpraHu3aIuio paboThl C JOKYMEHTAMH, ONPEACIISIOTCS TOMKHOCTHBIMA HHCTPYKLIUSMHU.

1.9. Ha mepuon orTmycka, KOMaHAMPOBKH, OOJIE3HM WJIM B CIy4yae YBOJIbHEHHUS paOOTHUKU
CTPYKTYpPHBIX TMOJApa3JeIeHUid opraHu3aluu oO0s3aHbl NepeaaBaTh BCE HaXOJdIIMecs Ha



UCTIOJIHEHUHN JIOKYMEHTHI JIEJIONPOU3BOAUTENIO MOAPA3JEICHUsI WU JApYyroMy paOOTHUKY I10
YKa3aHUIO PYKOBOJUTEIA MOAPA3ACIICHHUS.

HpI/I CMCHC ACIIOIPOMU3BOAUTEIIA MMOAPASACICHUA COCTABIACTCA aKT IMpHUEMa-niepeaadu 10KYMEHTOB
n aci.

1.10. Conmepxanue ciayXeOHBIX JOKYMEHTOB HE IOJUICKUT pasrjalieHuio. B3aumopaeicTBue co
CpeICTBAMU MacCOBOH MH(pOpPMAIINH, ITepeiada UM KaKoi-Tuo0 HHGOPMAIUHU WM JOKYMEHTOB U UX
KOIMUA  JIOMYCKAeTCs TOJBKO C Ppa3pelieHus PYKOBOAWUTENS OpraHU3AlMM WX HHOTO
YIOJIHOMOYEHHOT'O0 UM JIOJKHOCTHOTO JIHIIA.

PaboTHuKM opraHu3anuy HeCyT OUCLUIUIMHAPHYIO, aAMUHUCTPATUBHYIO U MUHYIO, YCTAHOBJICHHYIO
3aKOoHOAATenbCTBOM Poccuiickoin @enepanyy, OTBETCTBEHHOCTh 332 HApYyIICHHE CPOKOB XPAaHEHHUS
JIOKYMEHTOB, YTPaTy M HECAHKIIHOHMPOBAHHOE YHUUYTOXKECHUE CITYKEOHBIX TOKyMEHTOB <2>.

<2> Crarbu 192, 193 Tpynooro konekca Poccuiickoit @eneparnuu; nynktsl 2; 15.11 crareu 13.25
Konekca Poccuiickoit ®enepauuu 00 aIMUHUCTPATUBHBIX IIPAaBOHAPYUIEHUSX; CTaTbs 7
®enepanbHoro 3akona ot 6 gekabps 2011 r. N 402-®3 "O Oyxranrepckom yuere" (CoOpanue
3akoHoaarenbcTBa Poccuiickoit deneparuu, 2011, N 50, cr. 7344; 2013, N 26, ct. 3207; 2013, N
27, ct. 3477, 2013, N 30 (Hacts 1), cT. 4084; 2013, N 44, cT. 5631; 2013, N 51, ct. 6677; 2013, N
52 (Hacrts 1), ct. 6990; 2014, N 45, ct. 6154; 2016, N 22, ct. 3097; 2017, N 30, ct. 4440; 2018, N 1
(Hacts I), cT. 65).

1.11. Ilpu yrpare JOKYMEHTOB J€NONPOU3BOANUTEND MOApa3AeaeHNuss HHPOPMHUPYET PYKOBOIUTENS
CTpyKTypHOro mnojpaszneneHuss u CayxOy [eJ0NpoM3BOJACTBA OpPraHU3alMM, IIOCIE YEero
OpPraHU3yeTCsl PO3bICK JOKYMEHTOB.

Ecnu po3bIick JOKYMEHTOB HE JaeT pe3ysbTaTa COCTABISIETCS aKT, B KOTOPOM YKa3bIBAIOTCS JaHHBIE
YTPAa4eHHOT'0 JJOKYMEHTA, a Takke 00CTOSITENbCTBA, IPU KOTOPBIX MPOU30ILIA yTpaTa, MOCie Yero
MpEANPUHUMAIOTCS MEPHI 110 3aMEILIEHUIO JAHHOTO IOKYMEHTA 3aBEPEHHOU KOMHMEN T0KYMEHTA.

1.12. Ha ocHoBe IlpuMepHON HMHCTPYKIMHM B OpraHH3alMd pa3pabdaThIBA€TCs WHIUBUIyaIbHas
UHCTPYKIUSA 10 JEIONPOU3BOACTBY, YTBEPKAaeMas pyKOBOAUTEIIEM OpraHU3aIUu.

1.13. B nensax opranuszaiuu paboThl C JOKyMEHTaMH B (uiMaliaX OpraHu3aluu U 000COOIEHHBIX
CTPYKTYPHBIX TOAPA3/IEICHUSIX MOTYT OBbITh BBEIEHbl MHCTPYKIIMH IO OpraHu3aluu paboThl ¢
JOKYMEHTaMH,  JIONOJHSIONIME  WHAUBUAYAIbHYIO  MHCTPYKLIMIO IO  J€JIONPOU3BOJICTBY
OpraHM3aIiy, HO HE IPOTUBOpEYAIUE €il.

1.14. IIpaBuna paboThl ¢ TOKYMEHTaMHU B CUCTEME 3JIEKTPOHHOTO JOKYMEHTO000pOTa OpraHu3aliuu
(mamee - COJMl) u wHBIX WH()OPMAIMOHHBIX CHCTEMaX, B KOTOPBIX OCYIIECTBISAECTCS CO3/IaHUE
(BKJIFOYEHHE) U XpaHEHHE JOKYMEHTOB, HE JIOJDKHBI BXOJUTH B MPOTHBOPEYHE C TOJOKEHUSIMHU
IIpuMepHOI HHCTPYKIIUH.

Il. JoxymeHTHpPOBaHME YIIPABJIECHYCCKOM AeATeIbHOCTH

2.1. B cooTBeTcTBHM € 3aKOHOAATENLCTBOM Poccuiickoit @eaepanuu, JJIOKaIbHBIMA HOPMaTUBHBIMU
aKTaMH B OpFaHI/I3aI_II/II/I N30AKTCs OpFaHI/ISaI_[I/IOHHO-paCHOpHI[I/ITeJIBHBIe I[OKyMeHTI:I.

2.2. OpFaHI/I3aI_II/IOHHO-paCHOpH[[I/ITeJIBHBIe JOKYMCHTEI, CO31aBacMBbIC B ACATCIIbHOCTHU
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OpraHu3aliy, JOJDKHBI OBbITh O(GOpPMIIEHBI IO NpPaBUJIaM, YCTAHOBJICHHBIM HWHIWBUAYAJTbHOU
MHCTPYKLMEN 110 AEJIONPOU3BOACTBY OPTaHU3ALMH.

BHocuth kakue-nubo ucrpaBieHus WK 100aBJIeHUs B MOANKUCAHHBIE (YTBEPXKICHHbBIE) JOKYMEHTHI
HE JIOIyCKaeTcs.

2.3. Ocobennoctu o¢opMiICHHSI JOKYMEHTOB, CO3[aBa€MbIX B CTPYKTYPHBIX MOJPa3AeJICHUIX
OpPTaHM3alMN M OTPAXKAOIIMX CHCHU(PHUKY WX JEATEIHHOCTH, a TaKKe TMpaBHUiia OPraHU3alHUU
paboThl C JAaHHBIMH JOKYMEHTAaMH MOTYT YCTaHaBJIMBAThCS OTACIBHBIMH  JIOKAJIbHBIMU
HOPMAaTHUBHBIMHU aKTaMU OpraHU3al1u.

2.4. Co3ganue JOKYMEHTOB B Opranuzanuu, ucnons3ytomieil COJI, B 1ensX MOBBIIICHUS
s dexTuBHOCTH UcTonb3oBaHus COJI, OCyIIeCTBISETCS C WCIOJIb30BAHHWEM NIA0JIOHOB OJaHKOB
JIOKYMEHTOB ¥ IMA0JIOHOB JOKyMEHTOB.

OeKTpOHHbIE a0I0Hb! OJIaHKOB JOKYMEHTOB JIOJKHBI ObITh MJIEHTUYHBI OJJaHKaM JIOKyMEHTOB Ha
OyMa)KHOM HOCHTEJIE.

2.5. [ns co3maHus JOKYMEHTOB, OTPAKAIOLUX CHEUUPUKY JEATENbHOCTH CTPYKTYPHBIX
NOJpPa3/IeIeHUil OpraHu3aliy, U YIpaBlIeHHs JaHHBIMM JOKYMEHTaMH MOTYT HCIOJb30BaThCA
npyrue nHHOPMAIIOHHBIE CHCTEMBI.

2.6. JlokymeHTBl opraHu3anuu OQOPMIISIOTCS Ha OJIaHKaX WM CTaHAAPTHBIX JIUCTaX Oymaru
¢dopmara A4.

2.7. 1)1 ©3TOTOBIICHUS JIOKYMCHTOB B OpTaHHU3AI[MH HCIIOJIB3YIOTCS: OJIAHK TMPUKa3a;
OJlaHK pacToOpsHKEHHUS,

OJaHK THMCbMa JJIs BEACHUS NEpPEeNHCKH C OpraHU3alMsIMM U TpakJaHaMHU, HAXOJIIIMMHUCS Ha
tepputopun Poccuiickon ®@enepanny;

OllaHK THUChbMa C PEKBU3UTAMH Ha PYCCKOM W OIHOM W3 HHOCTPAHHBIX SI3BIKOB Ui BEACHUS
MIEPENUCKH C 3apyOESKHBIMU KOPPECTIOHICHTAMH.

[To perieHno pyKOBOIUTENS B OPraHU3aIMM MOT'YT UCIIOJIb30BAThCS Apyrue OaHKu: OJlaHK MHUChMa
PYKOBOJUTENS OPraHM3aLUU WIM MHOTO YIOJHOMOYEHHOTO MM JIMIA, OJaHK MPOTOKOja, ONaHK
MIACBbMAa CTPYKTYPHOI'O MOAPA3IACIICHHUS.

Jns opopmieHHuss pe30NolnMii HAa JOKYMEHTE B OPTraHU3alld MOTYT HCIIOJIb30BAaThCA OJIaHKU
PE30JIIOIIUN.

2.8. Ilpy u3gaHuM JOKYMEHTOB Ha CTaHIAPTHBIX JHMCTaX OyMarn Ha HUX BOCIPOM3BOJASATCS
PEKBU3UTHI, HEOOXOMMBIE /ISl JOKYMEHTOB KOHKPETHOTO BUJIa UM Pa3HOBUIHOCTH.

2.9. Ha OnaHkax JOKyMEHTOB BOCIPOM3BOJUTCS TOBAPHBIA 3HAK W/WiM (3MOJieMa) OpraHu3aluu
(TIpu X HAJTUYUN).

2.10. IIpoekTupoBaHue OJIAaHKOB JIOKYyMEHTOB oOcylecTBiIsieTcss B cooTBerctBuM ¢ [OCT P
7.0.97-2016 "Cucrema craHAapTOB O HWH(pOpPMAIMH, OWOIMOTCYHOMY M H3AATEIBCKOMY JEIy.
OpraHu3anroHHO-pacopsaIuTeIbHas JoKyMeHTanus. TpeOoBaHus K OQOPMIECHHIO JOKYMEHTOB"
<3>.

<3> Pazzen 6 "bnanku nokymentoB" 'OCT P 7.0.97-2016 "Cucrema craHaapToB 1o MH(OpMAaIH,
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OMOMMOTEYHOMY U W3JAaTeNbckoMy Jeny. OpraHu3almOHHO-pACTIOPSAUTEIbHAS JOKYMEHTAITHS.
TpeboBanus k opopmiiennto n1okyMmeHToB" ¢ M3amenennem N 1. - M.: Crangaptuadopm, 2018.

2.11. bnaHku JOKYMEHTOB OpraHU3allMy U3TOTAaBIUBAIOTCS TUNOTPAPCKUM CIOcoO0M, CpeIcTBaAMHU
OTepaTUBHON MONUrpauu WIH KOMIIBIOTEPHOM TEXHUKHU.

2.12. JIokyMeHTBI U3rOTaBIMBAIOTCS Ha OyMa)KHOM HOCUTENE U B JOPME IEKTPOHHBIX JTOKYMEHTOB
C COOJIIOICHNEM YCTAHOBIJIEHHBIX MTPaBHJI 0(hOPMIIEHUS TOKYMEHTOB.

2.13. JlokymeHTBl opranusaiuu, opopMICHHbIE KaK Ha OlaHKe, Tak U 0e3 Hero, JOJKHBI HUMETh
I10JIs1 HE MEHEE:

20 MM - 1€BOE;
10 MM - paBoe;
20 MM - BepxHee;
20 MM - HUKHEE.

2.14. I[OKYMGHTBI, n3gaBacMbI€ COBMCCTHO O,Z[HOI>'I HJIM  HCCKOJIbKMMH  OpraHu3alusaMU,
Oq)OpMJISHOTCﬂ Ha CTaHAAPTHBIX JIMCTax 6YMaI‘I/I C BOCHPOM3BCACHUCM PCKBHU3UTOB BCCX
opr aHI/ISaHHﬁ, Y49aCTBYIOIIUX B U3JAaHUU JOKYMCHTA.

2.15. IIpu moAroToBKE HOKYMEHTOB JOIMYCKAETCs MCMHOJIb30BaHUE JIMLIEBONH M OOOPOTHON CTOPOHBI
nucta. [Ipu nBycTOpOHHEM CO37aHUM JOKYMEHTOB IIMPHHA JIEBOTO TOJISI HAa JIMIEBOM CTOPOHE
JUCTA U TIPABOTO MOJI Ha 00OPOTHOM CTOPOHE JIUCTA IOJKHBI OBITH PaBHBI.

2.16. Ilpu coznanuu AOKyMEHTa Ha JBYX U Oojiee cTpaHHIaX BTOPYIO U MOCJIEAYIOIINE CTPaHULIBI
HyMepytoT. Homepa cTpaHMIl NpOCTaBISIOTCS MO CEpeJUHE BEPXHEro Mmojis JOKyMEHTa Ha
paccrostanu 10 MM OT BEpXHETO Kpasi JIUCTA.

2.17. JIns U3roToBJIEHUS TOKYMEHTOB MCHOJIb3YETCSl FapHUTYpa WIpUQTa M0 BHIOOPY OpraHU3alUH,
BXOJSIAsi B CTaHJApTHBIH MakeT O(UCHOrO MPOrpaMMHOIO OOECIEYeHHs, HCIOIb3yeMOro
opranuzareir. Pazmep mpudra - N 12 - 14 it <4>.

<4> Pasmep mpudTa (Kerip) u3Mepsercs B myHKTax (Point); oquH MyHKT paBeH 1/72 mroiiMa, Win
0,376 MM (cokparienue: "pt").

[Tpu cocraBneHuu TabIUI AOMYCKAaETCs MCIONb30BaHME MIpUPTOB MeHbIUX pasmepos - N 10, 11
TT.

2.18. AG3arHbIil OTCTYN B TEKCTE JOKyMeHTa - 1,25 cm.

3aroJOBKM Pa3/ieNoB M MOJPA3/ENOB MeYaTalTcsi ¢ ab3alHbIM OTCTYNOM WM LIEHTPUPYIOTCS T10
HIMpUHE TEKCTA.

2.19. Tekcr nokymeHTa medaraercs udepe3 1 - 1,5 mMexcTpouHblXx mMHTEpBajia. TeKCT AOKyMEHTa
BBIPABHUBACTCA IO INUPHUHC JIUCTA.

MHorocTpouHble peKBU3UTHI M€YATAIOTCS Yepe3 OAMH MEKCTPOUYHBIH MHTEpBaJl, COCTaBHbIE YaCTU
PEKBU3UTOB MOT'YT Pa3JeisAThCs JOMOTHUTEIBHBIM HHTEPBAJIOM.



Ecaun JAOKYMCHT T'OTOBUTCA JIA U3JAHUA C YMCHBIICHUCM MacmTa6a, TCKCT NICUATACTCA 4YCPE3 IBa
HHTEpBAJIa.

WuTepBan mexay OykBaMu B clIOBax - 0ObIuHbIN. HTEepBasl MeX 1y CIOBaMU - OJIMH MTPOOEIL.

CTpOKI/I PCKBU3UTOB BBIPABHUBANOTCA I10 JIEBOM rpaHuic 30HbI PACIIOJIOKCHUA PCKBHU3WUTA WA
LOEHTPYIOTCA OTHOCUTCIIBHO camMou I[HHHHOﬁ CTPOKH.

JnuHa camoi AJTMHHOM CTPOKHM PEKBU3HTA MIPU YIIIOBOM PACIIOIIOKEHUU PEKBU3UTOB He Ooiee 7,5
CM.

JnuHa camol JUTMHHOW CTPOKH PEKBU3HTA MPHU MPOJOJIBHOM PACIIOIOKEHHH PEKBU3UTOB HE OoJjiee
12 cMm.

2.20. JomyckaeTcs BBIIEIATh HOIYKUPHBIM IIPUGTOM pEKBU3UTHI "asnpecar”, "3arosoBoK K TeKCTy"
Wi "MoANUCh", a TaK)Ke OTACNIbHBIC (DparMEHThI TEKCTA.

2.21. Ilpu moAroTOBKE MHOTOCTPAHUYHBIX JOKYMEHTOB O0(OPMIIIETCS] TUTYIIBHBIH JIHCT.

2.22. CoctaB PEKBU3HUTOB, UCIOJIB3YEMBIX A O(QOPMIIEHUS JTIOKYMEHTOB, ONpPEIENSIETCS BUIOM
(pa3HOBUIHOCTBIO) OPraHU3ALMOHHO-PACTIOPAIUTENBHOIO IOKYMEHTA.

2.23. Ilpy NOArOTOBKE JOKYMEHTOB OpraHM3allMU MCIIOJb3YIOTCS PEKBU3UTHI, YCTAHOBIICHHBIE
I'OCT P 7.0.97-2016 <5>:

<5> TOCT P 7.0.97-2016 "Cucrema craHgapToB 1o uHPOpMAIHH, OUOIMOTEYHOMY U
u3gareabckoMy Jeny. OpraHu3allMOHHO-PAacHoOpsAUTeNbHas JIOKyMeHTauusa. TpeOoBaHus K
oopmienunto 1okymeHToB", ¢ Ismenenuem N 1. - M.: Crangaptungopm, 2018.

a) sMOsema (B COOTBETCTBHHU C IyHKTOM 2.9 ITpuMepHO#l HHCTPYKIIMN);

0) ToBapHbI 3HAaK (3HAK O0OCHyXHMBaHHA) (B COOTBETCTBUM C MyHKTOM 2.9 IlpumepHoit
UHCTPYKLIUN);

B) KOJ (JOPMBI IOKYMEHTA;

') HANMEHOBAHNE OPTaHU3AIHH;

1) HANMEHOBAHHE CTPYKTYPHOTO MTOIPa3/ICICHNUS;
€) HaMMEHOBaHUE JIOJDKHOCTH JIHIIA;

) CIIpaBOYHBIC JaHHBIE 00 OPraHU3AIINH;

3) HANMEHOBAaHUE BHJIA IOKYMEHTA;

W) JaTa JOKyMEHTAa;

K) PETUCTPAIIMOHHBIN HOMEP TOKYMEHTA;

J7) CChUTKA HA PETUCTPAIMOHHBIA HOMEp U JaTy NOCTYIHUBIIETO TOKYMEHTA;
M) MECTO COCTaBJICHHUS (M3/TaHMs) TOKYMEHTA;

H) Tpu( OrpaHUYEHUs JOCTYIA K TOKYMEHTY;

0) aJpecar;
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) rpu¢ yTBEPKACHUS TOKyMEHTa;

P) 3arojIOBOK K TEKCTY;

C) TEKCT TOKYMEHTA;

T) OTMETKA O IPUIIOKECHUH;

y) Tpud coraacoBaHus JOKYMEHTA;

&) Bu3a;

X) TIOJIITUCH;

1) OTMETKa 00 AJICKTPOHHOMN MOATHKCH;

Y) reyarb;

1) OTMETKA 00 UCIIOJIHUTEIIE;

I11) OTMETKA O 3aBEpEHUH KOIIUH;

bI) OTMETKA O NMOCTYIUICHUH JJOKYMEHTA;

3) pE3OJIOLIHS;

10) OTMETKA O KOHTPOJIE;

) OTMETKA O HAaIPaBJICHUU JOKYMEHTA B JIEJIO.

2.24. brnank npukasa (pacopspKeHHs) OpraHu3aliuy T0JDKEH BKIIFOYaTh PEKBU3UTHI:

aMOJIeMy (B COOTBETCTBUH C MMyHKTOM 2.9 [IpuMepHOI HHCTPYKLINN);

TOBApPHBII 3HaK (3HAK 00CTYXMBaHUs) (B COOTBETCTBUU C IIYHKTOM 2.9 [IpumepHOoil MHCTpYKIIMN);
HalMEHOBAaHUE OpraHU3alNH;

HalMEHOBaHNE BU/a JOKYMEHTAa,

MECTO COCTaBJICHUS WM U3JIaHUS JTOKYMEHTA;

OTMETKH JUIsl pa3MEIEeHUs] pEKBU3UTOB "1ata JoKyMeHTa", ""perucTpaliMOHHbI HOMEp JOKyMeHTa".
2.25. bnaHk nuchbMa OpraHU3alyud JOJDKEH BKIIIOUATh CIEAYIOIUE PEKBU3UTHL:

3MOseMy (B COOTBETCTBUH ¢ yHKTOM 2.9 [IpuMepHON HHCTPYKIIUH);

TOBApHBII 3HAK (3HAK 00CTYKUBaHUs) (B COOTBETCTBUU C MYHKTOM 2.9 [IpumMepHOil HHCTPYKIIHH);
HaUMEHOBAaHME OpraHU3aIUy;

CIpaBOYHBIE IaHHBIE 00 OpraHU3alny;

OTMETKM Il TPOCTABJIEHUs PEKBU3UTOB '"nmara JOKyMeHTa", "perucTpallMOHHBI HOMEP
JoKkymeHTa", "CChlTIKa Ha pErMCTPALMOHHBIA HOMED U JaTy MOCTYIUBIIErO JOKyMEHTA" .

B Omank nuceMa JMOMKHOCTHOTO JIMIA JOTOJHUTENIBHO BKITIOYACTCS PEKBU3UT "HAaMMEHOBaHHE
JOJDKHOCTM Juna", a B ONaHK MHCbMa CTPYKTYPHOTO TMojpa3fesieHus (COBELaTeNbHOTO,
METOJMYECKOr0, SKCIEPTHOTO WJIM WHOIO OpraHa) OpraHM3ald - HauMEHOBAHHUE CTPYKTYPHOTO
MO/APAa3/ICIICHHUS.



2.26. BHyTpeHHHE NOKYMEHTHI OpraHu3aiuu, ohopmisieMble HE Ha OJIaHKe, JOJDKHBI COAEPIKaTh
COOTBETCTBYIOILIME BUY JOKYMEHTA PEKBU3UTHI.

2.27. DOwmbnema opraHuzauuu, pa3paboTaHHAs M YTBEp)KICHHas B TMOPSAKE, YCTAaHOBICHHOM
3aKOHOJATENHLCTBOM Poccuiickoit  ®Denepanuu, pasmemaercs Ha OJaHKax JOKYMEHTOB B
COOTBETCTBUU € NYHKTOM 2.9IIpuMepHON HHCTPYKIIMM W Ha OCHOBAHUM HOPMATHBHBIX aKTOB
OpraHH3aIiHu.

N3o6paxenne sM0IeMbl IOMEIIAETCS HA BEPXHEM IoJjie OJaHKa JIOKyMeHTa Ha paccTossHuu 10 MM
OT BEpPXHEro Kpas JIMCTa, 3aXBaTbiBash 4YacTh pabouyeil 30HBI JIOKYMEHTA, IICHTPOBAHHO HaJ
PEKBU3UTAMU OpraHU3AIIH.

2.28. ToBapHplii 3HaK (3HaK OOCITY)KHWBaHHS), 3aPETHCTPUPOBAHHBIN B  YCTAaHOBJICHHOM
3aKoHOJaTeNbCTBOM Poccuiickoit denepannu nopsjike, BOCIPOU3BOAUTCS Ha OJIaHKaxX OpraHU3aluu
B COOTBETCTBHM C NMYyHKTOM 2.91lpumMepHON HMHCTPYKIMH W Ha OCHOBAaHHH HOPMATHUBHBIX aKTOB
OpraHu3aliHy.

N300pakeHre TOBapHOTO 3HaKa (3HaKa OOCITY)KMBaHUS) OMEIIAETCS] HA BEPXHEM I10JIe TOKYMEHTa
Ha paccTosHUU 10 MM OT BEpXHEro Kpas JINCTa, 3aXBaTbIBasi 4aCTh paboueil 30HbI TOKYMEHTa, HaJl
PEKBU3UTAMK OPTaHMU3aLMU WJIM CJIEBA HA YPOBHE HAMMEHOBAHUS OpraHU3alluy, 3aXBaTbIBas 4acTb
JICBOTO IIOJIA.

2.29. Koxn ¢opmbl JOKyMEeHTa MpOCTABISIETCS HAa YHU(MUIIMPOBAHHBIX (OpPMAx TOKYMEHTOB B
cooTBeTcTBUM ¢ OOmepoccuiickum kiaccudukatopoM ympasieHdeckoil qokymenrtanuu (OKY /D)
WIN JIOKAIbHBIM KJIACCU(HUKATOPOM, pacIojaraeTcsi B IPaBOM BEPXHEM YIIy pabouero moss
JIOKYMEHTa, COCTOUT U3 cioB "dopma no (HauMeHoBaHue Kiaccudukaropa)" 1 uudpoBoro koja.

2.30. HawmmenoBanme opraHm3andd Ha OJlaHKE JOKYMEHTa JIOJDKHO COOTBETCTBOBATh
HaMMEHOBAHHUIO IOPHIMYECKOT0 JIMIIA B ycTaBe opranu3anuu. Ha 6maHkax JOKyMEHTOB yKa3bIBaeTCs
NoJHOe  O(QUIMATbHOE  HAaUMEHOBAaHME  IOPUAMYECKOr0  JUIAa € YKa3aHUEM  €ro
OpraHU3allMOHHO-NIPaBOBOM  (OpMBI, HaJl  HAaWUMEHOBAaHUEM  OpPraHM3ALMU  YKa3bIBaeTcs
HAaUMEHOBAHME BBILIECTOALIEH opraHu3anuy (Ipy €€ HATMYKMK), 10J HAUMEHOBAHUEM OpraHu3aluu
B CKOOKaxX yKa3bIBaeTCsl COKpAIEHHOE HaMMEHOBAHWE OpraHM3allld, €CIM OHO IPEeIyCMOTPEHO
YCTaBOM.

2.31. HaumeHoBaHMEe CTPYKTYpHOTO TojpasjaeieHuss (B TOM uyucie Quinana, OTIEICHHUS,
MPEJICTAaBUTENbCTBA, KOJUIETHATbHOTO, COBEIIATEIHLHOTO MIIM HMHOTO OpraHa) yKa3bIBaeTcs B OJaHKaX
nmiceM ¢ OJaHKaX KOHKPETHBIX BHUJIOB JOKYMEHTOB, W3/JaBAaEMbIX COOTBETCTBYIOIIUMHU
MOJIpa3eieHusIMA B COOTBETCTBUU C JIOKAbHBIMH HOPMATUBHBIMU aKTaMH opraHuzanuu. Han
HAaWMEHOBAHHEM CTPYKTYPHOTO TOJpa3/eleHUs] yKa3bIBACTCS HAMMEHOBAHWE OPTaHU3AIluH, YbHM
dbunnanom, OTAENEHUEM, MPEACTABUTEIHCTBOM, KOJUIETHAIBHBIM HIIM COBEIIATEIBHBIM OpPraHOM
JAHHOE MOJIpa3/ielIeHue SBISIETCS.

2.32. HaumeHoBaHue AOJDKHOCTH JIMIa HCIIOJIB3YCTCA B OnaHKax IHCEM JOJDKHOCTHBIX JIMI U
pacmnojiara€tcsa nmoa HAMMECHOBAHUEM OpraHU3alum.

2.33. CnopaBouHble JaHHbIE 00 OpraHM3allMyd YKa3blBalOTCAd B OJIaHKaX IHCEM U BKIIOYAIOT:
MOYTOBBIA aJipec OpraHu3aluu (JOMOJHUTEIBHO MOXET YKa3bIBaThCsA aJlpec MeCcTa HaXOXKICHUS
IOPUAMYECKOTO JINIIA, €CIIM OH HE COBIMAJAET C MOYTOBBIM aJpecoM); HoMep TenedoHna, (akca, agpec
AIIEKTPOHHOM TOYTHI, CETeBOM ajapec, a Takke KojA opraHuzanud 1o OOmepoccuiickomy
kinaccuukaropy mpeanpustaii  u  opranusanuii  (OKIIO), ocHOBHOW TrocyaapCTBEHHBIH
perucrpanioHHbli  Homep — opranmzammu  (OI'PH) w  uaeHTudUKAanMOHHBIA  HOMEp
HaJIOTOTUIATEIbIMKA/KO I MPUYUHBI TOCTaHOBKH Ha HasmoroBbii yuet (MHH/KIIIT).
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2.34. HanMeHoBaHME BHJAa JOKYMEHTAa YKa3blBacTCd Ha BCEX JOKYMEHTax, 3a HCKJIIOYEHHEM
JIeNOBBIX (CIyKeOHBIX) MHUCEM, pacnojaraercs Moj HauMEHOBAaHMEM OpraHM3aluu (CTPYKTYPHOTO
1oJipa3/iesIeHus, 10JKHOCTH).

2.35. Jlata qOKyMeHTa JOJIKHA COOTBETCTBOBATH JaTe MOANMCAHUSA (YTBEPKICHMS) JOKYMEHTA WIN
(B mpoToKOIax) AaTe COOBITHS, 3a()UKCUPOBAHHOTO B JIOKYMEHTE.

JlaTa TOKyMEHTa 3alKChIBACTCS B IMOCIICIOBATEILHOCTH: JIEHbh MECSIA, MECAIl, TOJ] OJJHUM M3 JBYX
CII0CO0O0B:

apabckumu nudpamu, pazaeneHHbIME Toukoi: 05.06.2018;
cioBecHO-1IU(ppoBBIM criocoOoM: 5 uroHs 2018 .

Ha noxymentax, odopmisieMblx Ha OlaHke, Jara JOKYMEHTa IMPOCTABISETCS TMOJ PEKBU3UTAMU
"HauMEHOBaHME BUJA JOKyMeHTa" (B OJaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB) U 'CIPaBOYHBIE
JTaHHBIe 00 opranm3anuu’ (B OJTaHKaX MUCEM).

JlaToii nOKyMeHTa, M3IaHHOTO COBMECTHO JABYMS WU 0oJiee OpraHu3alUsIMH (JIOJKHOCTHBIMU
JUIIAMU), SIBJISIETCS JJaTa TOAMUCAHUS TOKYMEHTA MOCJIEIHEH CTOPOHOM.

2.36. PeructpaninoHHBINA HOMEp JTOKYMEHTa - MHU(PPOBOI Wi OYKBEHHO-IIM(PPOBOIH HACHTUDUKATOD
JOKYMEHTa, COCTOSALIMM M3 MOpPSAKOBOrO HOMepa JOKYMEHTa, KOTOPBIM, IO YCMOTPEHUIO
OpraHu3alii, MOXXET JONOJHATHCS LU(GPOBBIMA WM OYKBEHHBIMH KOJIAaMH (MHAEKCaMH) B
COOTBETCTBUM C UCIOJIb3YEMbIMHU KJIaCCU(PUKATOPAMH.

Ha nokymeHnTe, cocTaBl€HHOM COBMECTHO JABYMs U 0ojee OpraHu3alusMU, MPOCTABISIOTCS
PETUCTPALIMOHHBIE HOMEpA JOKYMEHTA, IPUCBOCHHBIE KaXKJI0M M3 opraHusainuil. Perucrpanuonssle
HOMEpa MPOCTABIIAIOTCS B MOPSIJIKE YKa3aHUsS HaMMEHOBAHHWM OpraHu3aluii B 3arojOBOYHOM 4yacTH
(mpeamOyJe) JOKyMEHTa U OTIEJNSAIOTCS APYT OT Jpyra KOcoi 4epTou.

2.37. Ccbulka Ha pPErMCTPAallMOHHBI HOMEpP M JaTy IOCTYNHUBIIETO JOKYMEHTA, COCTOAIIAs W3
PEruCTpallMiOHHOTO HOMepa M JaThl BXOJSIIET0 JOKYMEHTa, Ha KOTOPBIM Jaercs OTBET,
npocrasisercs B Bujae otMeTky "Ha N ... ot ..." B GiiaHKe nucbMa.

B tekct nucema-orBeTa CBCACHUA O PCTUCTPALIMOHHOM HOMEPE M JAaTC IMOCTYIHMBIICTO IMUCbMa HE
BKJIIOYArOTCA.

2.38. Mecro cocraBieHusi (M3AaHUs) JAOKYMEHTa YKa3blBae€TCsl BO BCEX JIOKyMEHTax, KpoMe
JIEJIOBBIX (CIYXEOHBIX) MUCEM, BHYTPEHHUX MH()OPMALIMOHHO-CIIPABOYHBIX JJOKYMEHTOB, a TaKXKe B
cillyyae, €ClIM MEeCTO HaXOXKJIEHHMs OpraHM3allid BXOAUT B €€ HaWMEHOBaHHUE, HalpuMep:
MOCKOBCKHUI TOPOJICKOW YHUBEPCUTET YIIPABICHUS.

Mecrto cocraBieHus (M3IaHMs) JOKYMEHTa YKa3blBaeTCs B COOTBETCTBUU C IPUHSATHIM
aJIMUHHUCTPATUBHO-TEPPUTOPUAIILHBIM JICTICHHEM, HarmpuMmep: ¢. briarosemienckoe Benbckoro p-Ha
ApxaHrenbcKoi 0011

2.39. I'pu¢ orpaHmyeHus JOCTyMa K TOKYMEHTY MPOCTABISIETCS B MPABOM BEPXHEM YTy TIEPBOTO
JUCTa JOKYMEHTa (IIPOEKTa JOKYMEHTa, COMPOBOIUTEIHLHOTO MUChMa K JOKYMEHTY) OT TPaHMIIBI
BEPXHETO MOJIA MPH HAJUYUU B JJOKyMEHTE WHGOpPMAIUH, TOCTYH K KOTOPOM OrpaHUYMBAETCS B
COOTBETCTBUU C 3aKOHOJATEILCTBOM Poccuiickoit denepanum.

Buapl ucnons3yeMbIX B OpraHU3all TPUQOB OrpaHMUYCHMS JOCTYNA JOJDKHBI COOTBETCTBOBATH
3aKOHOJIaTEJIbHBIM U WHBIM HOPMATHUBHBIM IMPABOBBIM akTam Poccuiickoii denepaunvl U JOTKHBI
OBITH 3aKpeIICHbl B JIOKAJbHBIX HOPMATUBHBIX aKTax. ['pud orpaHuueHust AOCTyna K JOKYMEHTY



(mometka "Jlnst cimyxeOHoro mnospzoBaHug" <6>, rpu¢ "Kommepueckas taitHa" <7>) MoOXKeT
JIOTIOJIHATBCSL HOMEPOM 3K3eMIUIsIpa JTOKyMEHTa W JPYTMMH CBEJCHMSMH B COOTBETCTBUU C
3aKoHoAarenbCcTBOM Pocculickoit denepanuu.

<6> [Iynkt 1.4 IlonoxkeHUs1 0 MOPSAIKE OOpAIICHUS CO CIY)KeOHON MHpOpMaIKMel OrpaHUYCHHOTO
pacripocTpaHeHus B (hefepalbHBIX OpraHax HMCIOJHHUTEIbHON BIACTH, YIOJHOMOYEHHOM OpraHe
yIpaBiIeHUS HUCMOJIb30BAaHUEM aTOMHOM SHEPrUU W YIOJIHOMOYEHHOM OpraHe MO KOCMHYECKOM
JESITEIbBHOCTH, YTBEPKIEHHOTO rnocrtaHosieHueMm IlpaButenbcrBa Poccuiickoir @enepauuu ot 3
HOs10pst 1994 1. N 1233 (Cobpanue 3akoHomarenbctBa Poccuiickort ®@eneparuu, 2005, N 30, cr.
3165; 2012, N 31, ct. 4368; 2016, N 9, ct. 1263; 2016, N 13, cT. 1833).

<7> Yactp 4 crarbu 6 @enepanbHoro 3akoHa ot 29 wmrons 2004 r. N 98-03 "O xommepueckon
taiine" (CoOpanme 3akoHomaTenbcTBa Poccuiickoit ®eneparuu, 2004, N 32, cr. 3283; 2006, N 6,
cT. 636; N 52, ct. 5497; 2007, N 31, cT. 4011; 2011, N 29, ct. 4291; 2014, N 11, ct. 1100).

B nmoxymenTax opraHuszainuu, COJEp)KallluX CBEIACHUS, COCTaBIAIONIME KOMMEPYECKYI0 TaWHy, B
cootBercTBUU ¢ PenepanbHbiM 3ak0HOM OT 29 mtons 2004 r. N 98-®3 "O kommepueckoit Taiine"
Hapsy ¢ rpudoM yKa3bIBaIOTCS TOJHOE O(PHUIIMATFHOC HAMMEHOBAHUE FOPUIMICCKOTO JIUIA, MECTO
ero Haxoxaenus. Hanpumep:

Kommepueckas TaiiHa
ObY "HaumeHnoBanue opranuzanuu’
MecTto HaxOXaeHUs
2.40. AnpecaT - peKBM3HT, HCIOJIb3YeMbI NpH OQOPMIIEHHM JIENOBBIX (CIYXKEOHBIX) IHCEM,
BHYTPEHHUX MH()OPMAIIMOHHO-CITPABOYHBIX JTOKYMEHTOB.
AnpecaToM JTIOKyMEHTa MOKET OBITb OpraHu3alusi, CTPYKTYpHOE MOApa3JelieHHe OpraHu3alui,
JOJIKHOCTHOE MJIH (PU3UYECKOE JINIIO.

PexBusur "anpecar" opopmisieTcst Ha OJIaHKE C YIIIOBBIM PACIIONOKEHUEM PEKBU3UTOB - B BEpXHEH
NpaBoil 4acTH JOKYMEHTa, Ha OJIaHKE C MPOJOJIbHBIM PACIIONOKEHHEM PEKBU3HMTOB - CIIpaBa MOA
pexkBu3uTamu OnaHka. CTpoKM pekBM3UTa "ajgpecaT”’ BBIPAaBHUBAIOTCS IO JIEBOMY Kpalo WIH
HEHTPYIOTCSI OTHOCUTEIBHO CaMOM JUIMHHOW CTPOKH.

[Ipu aapecoBaHMM MOKYMEHTAa PYKOBOJHWTENIO (3aMECTUTENI0 PYKOBOJUTENSI) OpraHU3AINHU
YKa3bIBalOTCA B JaTEIbHOM TMa/IeK€ HAWMEHOBAHHE JIOJHKHOCTH PYKOBOAUTENS (3aMECTUTENs
PYKOBOJIMTEIIS), BKIIFOYAIOIICe HAMMEHOBAHWE OpraHU3aIy, (aMUINI0, HHUIIAAIBI TOJDKHOCTHOTO
muua. Hanpumep:

I'enepanbsHOMY qUpEKTOPY

OBbY "HaumeHoBaHue

opranu3anuu’

®amunus N.0.
IIpu agpecoBaHMM mnHcbMa B OpPraHU3AIMIO0 YKAa3bIBACTCS €€ IOJHOE WM COKpAIllEHHOE
HAaMMEHOBAHHME B UMEHUTEJIHLHOM IaJIEXKeE.
[Ipu agpecoBaHnu AJOKYMEHTA B CTPYKTYPHOE MOAPA3CICHNE OpraHu3allii B peKBU3UTE "aapecat”
YKa3bIBalOTCS B HMMEHUTEJIBHOM I1a/Ie’K€ HAMMEHOBAHME OPraHu3allid, HUXKE - HAaUMEHOBaHUE
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CTPYKTypHOro nozpaszaenenus. Hanpumep:

®dBY "HaumeHnoBanue

opraHuzamuun”

®duHaHCOBOE yIIpaBJICHUE
[Ipu anpecoBaHMHM TMHCbMAa PYKOBOAMUTENIO CTPYKTYPHOIO TOAPA3/ICIICHUS] YKa3bIBalOTCA B
MMEHHUTEIILHOM T1a/Ie’Ke HAaMMEHOBAaHHWE OpraHU3alliy, HIDKE - B JIATEIHLHOM I1aJIe)KE€ HAMMEHOBAHUE
JIOJDKHOCTH ~ PYKOBOJUTENS, BKJIIOYAIOIIEE HAMMEHOBAaHUE CTPYKTYPHOTO  MOJApa3/IeNCHUs,
dbamunuto, nHunHaIbl. Hanmpumep:

OBV "HaumenoBaHue
opranuzanuu"
PykoBouTeno 10roBOpHO-NPaBOBOrO OTAEA
®amunus N.0.
[lepen Qamuminelt IOJKHOCTHOTO JMIAa JOMYCKaeTcs yHOTpeOasTh cokpalleHue 'r-ny"
(rocnioiuHy), €ciiu ajipecar MyXXunHa, Win "r-xe" (Tocroxe), eciy ajpecar )KEeHIIMHA, HallpUMep:

r-ay ®amunus 1.0.

r-xe ®amunus N.0.
[Tpu paccbuike JOKYMEHTa IpyIe OpraHu3aliuidi OJJHOTO TUMA WM B CTPYKTYpHBIEC TOApa3AeIeCHUS
OJIHOW OpraHu3aIlfy, ajpecaT yKka3biBaeTcs 0000meHHo. Hanmpumep:

PykoBoautensm ¢punnanon

OBbY "HaumeHoBaHue

opraHuzanuu"

PykoBoguTensm ynpasieHHN

u otaenoB O®bY "HaumeHnoBanue

opraHuzamnun"
IIpu paccelike AOKYMEHTa HE BCEM OpPraHU3alMsIM WM CTPYKTYPHBIM IOAPA3JECICHUAM 0]
pexBu3uToM "Anpecar” B ckoOkax ykasbiBaeTcs: "(mo crucky)". Hanpumep:

PykoBogurensam ynpasnenunii u otaenos @bY "HanMmeHnoBanue
opraHuzanuun”
(o cnucky)
CnHcoK pacchUIKM COCTABIISIETCS UCIOJHUTEIEM.
Ecnu nuceMo HampaBiiseTcss B OPraHU3alyio WIA JOJDKHOCTHOMY JIMILYy W JUISl CBEACHUS €lle pALy
OpraHu3alil MM JTOJDKHOCTHBIX JIMI, OOIlee KOJMYECTBO aJpPEecaroB HE JOJDKHO OBITH Oonee
YEeThIpeX, MPH 3TOM OCHOBHOM ajpecaT yKasblBaeTcs NepBbIM, ciaoBo "Komwms" mepen BTOpBIM,
TPETBUM, YETBEPTHIM aJpECaTaMU HE I1€4aTaeTCs.

B cocraB pexBusuta "Anpecar" MOXKET BXOAUTH MOYTOBBIM ajgpec. DJIEMEHTHl MOYTOBOIO ajpeca
YKa3bIBAIOTCA B IIOCJIEAOBATEIILHOCTH, yCTaHOBIEHHOW [IpaBuiamu oka3zaHusi YCIyr TOYTOBOMH
CBSI3U <8>:

<8> Ilynkt 22 IlpaBws oka3zaHusl yCIAYT MIOYTOBOM CBS3U, YTBEPKICHHBIX TPUKa30M MUHUCTEPCTBA
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CBSI3M M MAaccoBbIX KomMMmyHuKaimii Poccuiickoit @enepammu ot 31 wumroms 2014 r. N 234
(3apeructpupoBan B MuHnuctepcTtBe roctuiiuu Poccuiickoit ®eneparuu 26 nexabps 2014 r.,
peructpaunonubiii N 35442), ¢ u3MeHeHUsIMU, BHECEHHBIMU NPUKa30M MUHUCTEpPCTBA CBSI3U U
MaccoBbIX KOMMYyHHKanuii Poccuiickoit ®@enepanun ot 13 ¢espans 2018 r. N 61 "O BHeceHuun
WU3MEHEHUH B NpUKa3 MHUHHUCTEPCTBA CBA3M M MacCOBBIX KOMMYHMKauui Poccuiickon @enepannu
or 31 wmroma 2014 r. N 234 "OG yrBepxuenuu I[IpaBwin oka3zaHus YCIyr IOYTOBOW CBS3H"
(3apeructpupoBadn B MunuctepctBe toctunmu Poccuiickoit ®enepanuu 28 mapra 2018 r.,
perucrpamnuonsbiii N 50545).

a) A IOPUAMYECKOr0 JIMIA - MOJHOE WM COKpAlIEeHHOE HAaWMEHOBaHUE (MPU HATUYMH), IS
rpakAaHUHA - PaMIIIKA, UMs, OTYECTBO (IIOCIIeIHEE TPU HATUYHH );

0) 0aHKOBCKHME PEKBH3HTHI (VI IOYTOBBIX IEPEBOJOB, HANPABISEMBIX IOPUIMUYECKOMY JIAILY WU
IPUHUMAEMBIX OT IOPUIUYECKOTO JIULIA);

B) Ha3BaHUE YJIMIIbI, HOMEp JIoMa, HOMEp KBapTHUPHI;

') Ha3BaHHE HACEJIEHHOIO IIyHKTA;

1) Ha3BaHHUE palioHa;

€) Ha3BaHHUe pecnyOInKH, Kpas, 00JacTH, aBBTOHOMHOTO OKpyra (00Jy1acTn);
’K) Ha3BaHHUE CTPaHbI (7151 MEKYHAPOIHBIX TOYTOBBIX OTIPABICHUN);

3) MMOYTOBBIA UHIEKC.

[TouToBBIN anpec HE YyKa3bIBaeTCS B JOKYMEHTAaX, HaIMpaBJIsieMbIX B BBICIIME OpraHbl BJIACTH,
BBIIIECTOAIINE OpPraHU3alMy, OABEAOMCTBEHHBIE OPraHU3alMN U MMOCTOSHHBIM KOPPECTIOHEHTaM
(32 MCKIIOUEHHMEM HampaBlICHUs] IMHCEM YKa3aHHBIM ajpecaraM B KOHBEpPTaxX C MPO3paYHBIMU
OKHaMH).

[Tpu oTnpaBke nucbMa MO JIEKTPOHHOMN MouTe WM (HaKCUMHUIBHOM CBs3H (0€3 TOCBIIKHU MO MOYTE)
MOYTOBBIN ajipec He ykasbiBaeTcs. [IpM HEOOXOIUMOCTH MOXKET OBITh YKa3aH 3JIEKTPOHHBIN ajipec
(rHomep Tenedona/dakca). Hanmpumep:

®bVY "HanmenoBanue

opranu3anuu’

DNEKTPOHHBIN agpec
2.41. I'pud yTBepkaeHUS JOKYMEHTa IPOCTaBISIETCS Ha JIOKYMEHTaX B IPAaBOM BEPXHEM YTy
NEPBOro JIncTa JOKyMeHTa. CTPOKM pEKBU3UTA BBIPABHUBAIOTCS 110 JIEBOMY KparO WIN LIEHTPYIOTCS
OTHOCHUTEIIBHO CaMOW JITTMHHOM CTPOKH.
[lpu yTBepKAEHUU JIOKyMEHTa COOCTBEHHOPYYHOW TOIMMUCHIO JOJDKHOCTHOTO JiMIa rpud
yTBepKIeHus: coctouT u3 cioBa "YTBEPX/IAKO", HauMeHOBaHHUS [OJDKHOCTH JIMIIA,
YTBEPKJAIOIIETr0 TOKYMEHT, €ro MOINICH, HHUITHAJIOB, (haMUIINK U 1aThl yTBepxkaeHus. Hanpumep:

YTBEPXIAIO

Hupexrop ®bY "HanmeHnoBanue

opranu3anuu’

IToanuce N.0. damunus



Hara
[Ipu yTBep)KIeHUN AOKYMEHTA PACHOPSAUTEIBHBIM JOKYMEHTOM T'pU(] YTBEPXKIACHHUS COCTOUT W3
cioa "YTBEPXJEH" ("YTBEPXIEHA", "YTBEPXIEHbI" wmu "YTBEPXIEHO"),
COIJIACOBAaHHOTO C HAaWMEHOBAaHMEM BHUJA YTBEPXKIAAEMOIOo JOKYMEHTa, Ha3BaHUs BHJA
pacHopsAAUTENIBHOTO JOKYMEHTA B TBOPUTEIBLHOM MAJIEKE, €ro AaThl, HOMepa. Hanpumep:

(Permament) YTBEPXJIEH
npukazom ®bY "Haumenosanue
opranuzanuu’
ot 5 okTs16ps 2017 . N 82
(ITpaBwa) YTBEPXEHBI
npukazom ®bY "Haumenosanue
opranuzanuu"
ot 5 okTs16ps 2017 . N 83
[Tpu yTBep>KICHUH TOKYMEHTa KOJUIETHAIbHBIM, COBEIIATEIbHBIM WM UHBIM OPraHOM, pelleHUus
KOTOPOTO (PMKCUPYIOTCS B IIPOTOKOJIE, B TpH(E YTBEPKACHUS yKa3bIBaeTCSI, HAMMEHOBAHUE OpraHa,
JlaTa ¥ HoMep MpoTokoJa (B ckoOkax). Hampumep:

(ITonoxenune) YTBEPXKXIEHO
Hay4HOo-TeXHUYEeCKIM COBETOM
dBY "Uanosamusa"
(mpotokon ot 12.09.2017 N 12)
2.42. 3aronoBoK K TEKCTy - KpaTKOE cojepKaHue JTOKyMeHTa. Eciii 3aronoBOK K TEKCTYy OTBEYAeT
Ha Borpoc "o uem?", on HauuHaetcs ¢ npeiora "O" ("O6"). Ecnu 3arooBoKk K TEKCTY OTBEYAeT HA
BOIpoc "uero?", OH COCTABIISIET OJHO 1LI€JI0€ C HA3BaHUEM BHUAA TOKyMeHTa. Hampumep:
npuka3s (0 4em?) 0 CO3JaHUM ATTECTALIMOHHON KOMUCCUU

nucbMo (0 yem?) 0 MpeoCcTaBICHUH HH(OPMALIUY

akT (uero?) mpuema-mnepesadu Aein

MPOTOKOI (Uero?) 3aceanus SKCIEPTHON KOMUCCUU

3aroi0BOK K TEKCTY 0(pOpMIISIETCS MO peKBU3UTAMU OJIaHKa CJIeBa, OT TPAHUIIBI JIEBOTO TOJIS.

2.43. TekcT MOKYMEHTa COCTaBIISIETCS HA TOCYIJAapCTBEHHOM si3bike Poccuiickoit denepanuu Wi
TOCY/IapCTBEHHOM sI3bIKE (S3bIKaX) pecnyOnuk B coctaBe Poccuiickoii deaepaiinu B COOTBETCTBUH C
3aKOHOJIaTEILCTBOM pecmyOnK B cocTaBe Poccutickoit deneparum <9>.

<9> 3akon Poccuiickoit ®enepanuu ot 25 oktsaOps 1991 r. N 1807-1 "O s3bIkax HapoOIOB
Poccuiickoit ®enepanuu” (Bemomoctn cbe3nga HapoaHbix jgemyraToB U BepxoHoro Coeta
Poccwuiickoit ®enepaunu ot 12 gexadbps 1991 r., N 50, ct. 1740; CoOpaHue 3aKOHOIATENHCTBA
Poccutickoit ®eneparuu, 1998, N 31, ct. 3804; 2002, N 50, ct. 4926; 2013, N 27, ct. 3477, 2014, N
11, ct. 1094).

TekcT moKyMeHTa JOMKEH OBITh COCTABIIEH TPAMOTHO, SICHO, TIOHATHO U MO BO3MOXHOCTH KPaTKO.
TekcT TOKyMEHTa JOJKEH COAep aThb JOCTOBEPHYIO M aKTyalbHYI0 MH(POPMAIUIO, 10CTaTOYHYIO
JUTS TIPUHSATHUS PEIICHUIA WM UX WCTIOTHEHUS, HE IOJDKEH IOMYCKATh Pa3IMYHbIX TOJKOBAaHUH.
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B Tekcte JOKYMCHTA, NIOATOTOBJICHHOM Ha OCHOBAHWHW 3aKOHOJAATCIIBHBIX MJIM MHBIX HOPMATUBHBIX
IIPAaBOBBIX AKTOB, PAHCC U3JJAHHBIX PACTIOPAANTCIBHBIX JOKYMCHTOB, YKa3bIBAIOTCA UX PCKBU3UTHI:

HAUMEHOBAHME [JIOKyMEHTa, HAMMEHOBAaHME OpraHa BJacTU (OpraHu3alUM), wu3AaBLIero(eil)
JIOKYMEHT, J1aTa JOKYMEHTA, PErUCTPALIMOHHBIA HOMEP TOKYMEHTA, 3aroJIOBOK K TEKCTY;

HAaUMEHOBAHME OpraHu3allid WIA JODKHOCTHOIO JIMLA, YTBEPAMBLICTO JOKYMEHT, JaTa
YTBEPKJICHHS TOKYMEHTA.

TekcT AOKyMEHTa MOXET COJEp)KaTh pa3Jelibl, TOAPA3AeIbl, MYHKTHI, MOAMYHKTHI, HyMEpYyeMbIC
apabckumu nudpamu. YpoBHE#H pyOpHKaIlliy TEKCTa HE JOJDKHO OBITh O0JIee YeThIpEX.

TekcT 1OKyMeHTa U31araercs:
B [IPUKa3ax, U3/IaHHBIX €MHOJIIUYHO, - OT IIEPBOIO JIMIIAa EAMHCTBEHHOr 0 uncia (... mprukas3piBaro");

B MpHKa3aX, M3JAaHHBIX COBMECTHO JABYMS WM OoJjiee OpraHu3alusiMH, - OT IEPBOrO JIUIA
MHO’KeCTBEHHOro uucina ("... mpukassiBaeM");

B IIPOTOKOJAX 3acelaHuii - OT TpeThero Jjuma MHoxkectBeHHoro uyucna ("CIIYIIAJIN",
"BBICTYIIUJIN", "TIOCTAHOBWJIN" nnu "PEIINIIN");

B JIEJIOBBIX IHCbMax, 0OOPMIICHHBIX Ha OJIaHKaX OpraHU3allu, - OT IEPBOTO JIUIA MHOKECTBEHHOTO
yuciaa (MpoCUM, HampaBiseM, MOpeJlaraeM) WIM OT TPEeTbero JHla €JUHCTBEHHOrO Yucia
("mpenmpusiTe He BO3paxkaeT...", "MHCTUTYT CUUTAET BOZMOXKHBIM...");

B JICJIOBBIX NMHAChMaX, OOPMIICHHBIX Ha JOJDKHOCTHBIX OJIaHKAX, - OT IIEPBOTO JIUIA €IUHCTBEHHOTO
yuciaa ("mpomy ...", "npemnarato ...");

B JOKJIaAHBIX H CJ'Iy>K€6HBIX 3alUCKax, 3asBJICHUAX - OT HNCPBOIro JiMia CAWHCTBCHHOTO 4YHCIIa
("mpomry ...", "cunTaro HEOOXOAUMBIM ...");

B JIOKyMEHTax, YCTaHaBIMBAIOMMX (QYHKIUK (OOS3aHHOCTH), TMpaBa M OTBETCTBEHHOCTH
CTPYKTYPHBIX TOJpa3jciieHul, paOOTHUKOB (ITOJIOKCHHE, WHCTPYKIUSA), a TaKXKe COJepiKallux
OMKCAaHUE CUTYyallud, aHanu3 (aKTOB M BHIBOJBI (aKT, CIIpaBKa), UCHOIB3yeTCsl opMa M3IOKEHUS
TEKCTa OT TPEThEro JUIA €JUHCTBEHHOTO WM MHOXECTBEHHOTO 4Yucia ("OTaen OCYIIECTBISET
¢yHkuuu...", "KOMuccHs MpoBea IpoBepKy...").

[Ipy moAroToBke TEKCTa MOKyMEHTa cieayeT coOirofaTh MpaBuia HaMMCaHUud OQUIUAIbHBIX
HAaUMEHOBAHMUN, YUCIUTEIbHBIX U €INHULl U3MEPEHHUS.

B Tekcrax JOKYMEHTOB yHOTpeOisitoTcs oOOIIenpuHAThIe alOOpeBuatypbl U rpaduyeckue
COKpAILEHHUSL.

[lpu ykazaHum B TekcTe (paMUIUU JIHMIIA WHULMATBI CTaBATCA mocie (amunuu. B 1nenoBbix
(cmyXeOHBIX ) MIUChMaX HCIIOIB3YIOTCS:

BCTYNUTEIbHOE OOpallleHue:

VYBaxaemblid rocioguH [Ipencenarens!
YBakaeMblii rocnogAnH Munuctp!
VBaxxaemblil rocnoaut VBaHos!

VYBaxkaemast rocnioka [letposa!



VBaxaewmslii MBan I[leTtpoBny!
VYBaxaemass Auna HukonaeBHa!

VBaxkaemsble rocrnoaal

3aKTIOYHTEIbHAS dTUKeTHAs ¢pasza: "C yBaxkeHuew, ...".

HanmenoBanune JOJDKHOCTH B O6paH_[€HI/II/I MNUIICTCA C HpOHHCHOfI 6YKBBI, B 06paI_HeHI/II/I 10
q)aMI/IJII/II/I HWHUIKAJIbI JIMIIAa HC YKA3bIBAIOTCH.

2.44. OTMeTKa O NMPUIOKEHUHM COJEPKUT CBEIECHUSA O JOKYMEHTE (JOKYMEHTax), MpUIaracéMoM K
COIIPOBOJIUTENILHOMY MHUCbMY, HHOMY HH(OPMAallMOHHO-CIIPAaBOYHOMY JOKYMEHTY, UM O TOM, YTO
JIOKYMEHT $IBJISIETCS] IPUJIO’KEHNEM K OCHOBHOMY JOKYMEHTY (HOPMaTUBHOMY, PaclopsiANTEIbHOMY
WA UHOMY).

B conpoBoauTenbHBIX MHUCbMax U APYruX UHMOPMALMOHHO-CIIPABOYHBIX JOKYMEHTaX OTMETKa O
NPUI0KEHUU 0(hOPMIISIETCS 11O/ TEKCTOM OT I'PAHMUIIBI JIEBOTO MOJIS CIEAYIOLIMM 00pa3oM:

CCJIM ITPHUIJIOKCHHUEC HAa3BaHO B TCKCTEC!

[Ipunoxenue: Ha 2 1. B 1 3K3.
€CIIM MIPUIIOXKEHHE HE Ha3BaHO B TEKCTE MJIM €CIIU MPUII0KEHHH HECKOJIBKO:

[Ipunoxenne: 1. 1. ITonoxenue 06 YnpasieHun
PETMOHAIIBHOIO KPEUTOBAaHUA Ha 5 JI. B | 2K3.
2. CrpaBka 0 KaJIpOBOM cOCTaBe Y IIpaBJICHUS
PErMOHAIBHOTO KPeIUTOBaHMs Ha 2 JI. B 1 9K3.
€CJIU TIPUIIOKEeHUE (TIPUIIOKEHHS) COPOIITIOPOBAHO(bI):

[Ipunoxxenue: B 2 3K3.

ITpunoxenne: ordyer o HUP B 2 3k3.
€CJIM JJOKYMEHT, SBJISIIOLIUICS NPUIIOKEHUEM, UMEET MPUIIOKEHHS C CAMOCTOATEIIBHON HyMepauein
CTpaHuLL:

[Tpunoxenue: HOroBop Bo3Me3AHOTo okazaHus ycuyr ot 05.09.2017 N 32-17/72 u
MIPUJIOKEHUS K HEMY, BCEro Ha 7 JI.
€CIIM MMUChbMO HAaNpaBIISIETCS HECKOJIBKUM ajpecaraM, a JIOKYMEHT-TIPHIIOKEHUE TOJBKO MEPBOMY
azpecary:

[Ipunoxenue: Ha 3 1. B 1 3K3. TOJBKO B MEPBbIH ajapec.
€CIIM  TIPWIOXKEHHWEM SIBJISIOTCS  JOKYMEHTBI, 3alMCaHHble Ha (U3HYECKH 000COOJICHHBIN
AIIEKTPOHHBIA HOCUTEIb:

ITpunoxenne: DVD-R B 1 3k3.
[Ipu »TOM Ha BKIangbime (KOHBEPTE), B KOTOPBIH TIOMENIAETCS HOCUTEh, YKa3bIBAIOTCS
HAUMEHOBAHUS JOKYMEHTOB, 3aIIMCAHHBIX HAa HOCUTENb, UMEHA (ailioB, 00beM B OaiiTax.



B pacnopsiaurensHbIX JOKyMEHTax (IIpHKa3ax, pacloOpsDKEHUSAX), AOrOBOPAxX, IOJIOKEHMSIX,
NpaBUiIax, HHCTPYKIMSX U APYTHX JOKYMEHTaX OTMETKa O MPHJIOKEHUH OPOPMIISETCS CIICIYOIUM
o0OpazoM:

B TEKCTE JOKYMEHTA MPU MEPBOM YIIOMUHAHUU JOKYMEHTA-TIPUIIOKEHUS B CKOOKAX YKa3bIBAETCH: ...
(mputokeHue) wid ... (mpuioxenue 1), (mpunokenue N 1);

Ha ICPBOM JIUCTC JOKYMCHTA-TIPHUJIOKCHHUA B IIPABOM BCPXHEM YIIY YKA3bIBACTCA:

[Tpunoxxenue N 2

k npukazy ®BY "HaumenoBanue

opranu3anuu’

ot 15.08.2017 N 112
Ecnu mpunokeHneM K pacrnopsiAUTEIbHOMY JTOKYMEHTY SIBISICTCSI JIOKAJbHBIM HOPMATUBHBIM aKT
WJIM UHOW JOKYMEHT, YTBEP>KIAEMBbIi TAHHBIM PACIIOPSAUTEIILHBIM JOKYMEHTOM, Ha IEPBOM JICTE
NPUJIOKEHUST TPOCTABIIAETCS OTMETKAa O NPWIOKEHUH (0e3 CChUIKM Ha pacHopsAUTENbHBINA
JOKYMEHT) W Tpu] yTBEPXKICHUS, B KOTOPOM YKa3bIBAIOTCS JaHHBIC PaCIOPSAUTEIHLHOTO
JIOKYMEHTa, KOTOPBIM YTBEPKJIEH JOKyMEHT-Tpuioxenue. Hampumep:

[Tpunoxenne N 1

YTBEPXIEHO

npukazom OBY "HaumeHnoBanue

opraHuzanuu"

ot 18.09.2017 N 67
2.45. T'pu¢ cormacoBaHus MPOCTaBISIETCS Ha JOKYMEHTE B ClIydae €ro BHELIHETO COIIACOBAHUS
(cormacoBaHM€e ¢ OpraHaMHM BJIACTH, UHBIMH OpraHU3alUsMU, TOJKHOCTHBIMU JIULIAMHU).
I'pud cormacoBaHusi B 3aBUCUMOCTH OT BUJa JOKYMEHTa U OCOOEHHOCTEN ero o(hOpMIIEHUSI MOXKET
IPOCTABIIATHCS:

Ha MEePBOM JIUCTE JOKyMEHTa (€CM JOKYMEHT MMEET THTYJbHBIA JIUCT, - Ha TUTYJBHOM JIUCTE) B
JIEBOM BEPXHEM YIJly Ha YpOBHE rpuda yTBEp>KICHUS WU 0] HAUMEHOBAHHUEM JIOKYMEHTa OJIMxKe
K HIDKHEMY TI0JII0);

Ha MOCJICAHEM JIMCTC NOKYMCHTA IO TCKCTOM;,
Ha JIUCTC COrjJlaCOBaHUA, ABIAOIIEMCA HEOTHEMIIEMOM JaCThIO AOKYMCHTA.

I'pud cormacoBanust cocroutr u3 cinoa "COI'NTACOBAHO", nmomkHOCTH JHIIa, C KOTOPHIM
COrJacoBaH JOKYMEHT (BKItOUasi HAMMEHOBAHHME OPraHU3allii), €r0 COOCTBEHHOPYYHOU MOMITMHCH,
WHULIMAJIOB, (haMUJTUH, AaThl corjacoBaHus. Hampumep:

COI''TACOBAHO

I'enepanbHBIN AUPEKTOP

®OBY "HanmeHnoBaHue

opranu3anuu’

IToamnuce N.0. damunus

Hara
Ecnu cornacoBanue OCyIIECTBISETCS KOJJIETHMAIbHBIM, COBEIIATENbHBIM WM UHBIM OpPraHOM, B
rpude coraacoBaHus YKa3bIBAIOTCS CBEJICHUS 00 OpraHe, COTJIacOBaBIIIEM JIOKYMEHT, JaTe K HOMepe



IPOTOKOJIa, B KOTOpPOM 3a(UKCHpPOBAHO pelIeHHe O corjacoBaHuu. Ecmm cormacoBaHue
OCYILECTBIIICTCSI IHMCbMOM, YKa3bIBalOTCS BHUJA JIOKyMEHTa, HAaUMEHOBAaHHE OpraHU3allH,
COIIacOBaBIIEH TOKYMEHT, JaTa U HOMep nucbma. Hanpumep:

COI''TACOBAHO
Hay4HO-TeXHU4YECKUM COBETOM
OBbY "HaumenoBanue opranuzanuu’

(TIpOTOKOI OT N )
COI''TACOBAHO

nmucemoM OBY "Haumenosanue
opranu3anuu"

oT N

2.46. BaytpenHee coriacoBaHHe JOKyMeHTa odopmiisercs BU30il. Buza BbIpakaeT MHEHUE JIHIIA,
BU3UPYIOIIETO TPOEKT ITOKYMEHTa, W BKJIIOYACT: JOJDKHOCTH JIMIA, BH3UPYIOUIETO JOKYMEHT,
MOJIMKUCH, paCHIM(PPOBKY MOAMUCH (MHULIKANBI, (aMHIINIO) U 1aTy BU3upoBaHus. Hanpumep:

PykoBoguTens 10puaM4eCcKOro
oTnena
Tloamuce 1.0 ®amunus
Jara
[Ipu HanmMuuM 3aMeYaHMi K JOKYMEHTY BU3Y O(hOPMIISIIOT CIIEAYIOIIUM 00pa3oMm:

3ameuaHus IPUIIAraroTCsl.

PykoBoauTens 10OpuaM4eCcKOro

oTaea

Iloamuce 1.0 ®amunus

[ara
B noxyMeHTax, NOJAJIMHHUKU KOTOPBIX XPAHATCA B OpPraHU3alMK, BU3bI IPOCTABIIAIOT HA MOCIEIHEM
JUCTE JOKYMEHTA IOJ] MOAMKUCHhI0, Ha 000POTE MOCIEHEr0 JUCTA MOIJTUHHUKA JIOKYMEHTA WU Ha
JUCTE COTJIacOBaHUs (BUHPOBAHMS ), TPUIATAEMOM K JIOKYMEHTY.
B ucxoasmmx MOKyMeHTaX BH3bI MPOCTABIAIOTCS HAa YK3EMIUIBIpaxX JOKYMEHTOB, IOMENIAEMBIX B
JIeIo.

IIo yCMOTpeHHIO OpraHuU3aluu MOXKET IMPUMEHATHCA IOJUCTHOE BU3UPOBAHME JOKYMEHTA U €ro
MIPUIIOKEHUN.

CornacoBaHue MPOEKTOB JOKYMEHTOB (BHEILIHEE, BHYTPEHHEE) OCYIIECTBIISAETCS B COOTBETCTBUU C
nyHkTamu 4.1 - 4.11 IIpumepHO HHCTPYKIUK.

2.47. Tloanuce BKJIIOYAET: HAUMEHOBAHHME JOJDKHOCTH JIMIIA, MOAMMCHIBAIOIIETO TOKYMEHT, €ro
COOCTBEHHOPYUYHYIO TOJTUCH, MHULIMANBI, pamuinio. Hanpumep:

I'enepanbHbIN TUPEKTOP [Togmucs  M.O. @amunus
Ecmu JAOKYMCHT 0(1)OpMJICH HC Ha 6J13_HKG, B HAMMCHOBAHHUEC NOJIZKHOCTHU BKJIKOYACTCA HAUMCHOBAHUEC
opranu3anuu. Hanpumep:



I'enepanbHblil JUpPEKTOP [Moanuce N.0. Gamunus

ObY "HaumeHoBaHue

opraHuzanuu"
[Tpu odopmieHn TOKyMEeHTa Ha OJIaHKe JOJKHOCTHOTO JIMLA JOHKHOCTH 3TOTO JIMILA B MOANUCU
HE YKa3bIBAETCH.

IToamnuce N.0. ®amunus
[Ipu moamucaHuu JTOKYMEHTAa HECKOJBKHMHU JIOJDKHOCTHBIMH JIMIIAMH, 3aHUMAIOIIMMH Pa3HOE
MOJIOKEHUE, WX TMOAMKMCH pACIOJararoTCs OJHA IMOJ JAPYrod B  IOCJIEI0BATEIbHOCTH,
COOTBETCTBYIOIICH cTaTycy AobkHOCTH. Hampumep:

['enepanbHbIil TUPEKTOP [Mogmuce  U.O. ®amunus

['maBHbIi OyxTantep Iloamuce N.0. damunus
[Ipu mnoanucaHud JAOKYMEHTAa HECKOJIbKHMMH JIMIIAMUA PABHBIX JIOJDKHOCTEH UX TOANKCH
pacnoJyiararotcs Ha ogHoM ypoBHe. Hanpumep:

3amMecTUTeNb AUPEKTOpa 3amMecTUTeNb AUPEKTOpa
10 (MHAHCOBBIM BOIIPOCaM 10 aJIMUHUCTPATUBHBIM BOIIPOCAM
Iloamuce N.0. damunus Iloamuce N.0. ®amunug

B nokymeHTax, MOArOTOBJIEHHBIX KOMHCCHEN, B IOANMCH YKa3bIBA€TCS CTAaTyC JIMIA B COCTaBE
komuccun. Hanmpumep:

N.0. Gamunns
[Ipencenarens koMuccuu ITonnmce
YieHbl KOMUCCUH Iloamuce N.0. damunusg
TToamuce 1.0. ®amunusa
[Ipy moamucaHuu JOKYMEHTa IUIIOM, HCIOJHSAIOMNUM OOS3aHHOCTH PYKOBOJIUTENS, MOAMUCH
obopmiieTcss C yKa3zaHHWEM cTaryca JOJDKHOCTHOTO JIMIIa B COOTBETCTBHH C TPUKA30M
(pacnopsixenuem). Hanpumep:

N.o. nupekropa [Mogmucy  U.O. ®amunus
nin:

Hcnionusronuii 0043aHHOCTH TIUPEKTOPA [ogmuer  N.O. ®amunus

[Ipu moanucaHWM JOKyMEHTA JIMIIOM, UMEIOIITUM TIPaBO MOJMKCH B CTydae BPEMEHHOTO OTCYTCTBUS
PYKOBOAMTENS, WCHpPABICHUS B HAUMEHOBAHHWE JOJDKHOCTH U  pacm@poBKY GdaMuiInu
MOATOTOBJICHHOTO W  COTJIACOBAHHOTO TIPOEKTa JIOKYMEHTa BHOCATCS OT pPYKH WIH C
MCIIOJIb30BAaHUEM COOTBETCTBYIOIIMX IITaMIloB. He pomyckaercs CTaBUTh KOCYIO YEpTy, HAJIUCH
"3a" mepen HaMMEHOBAHWEM JIOJKHOCTH JIMI@ B TMOJMMCH, €CIM JOKYMEHT MOJINUCHIBAET HUHOE
JOJDKHOCTHOE JIUIIO.

2.48. OTMeTKa 00 3JEKTPOHHOM MOAMMCH UCTIOIB3YETCS I BU3yaU3alliu dJIEKTPOHHOW MOATHCH
MoJTydaTesieM JTOKyMEHTa IIpu OOMEHE AJIEKTPOHHBIMU JTIOKYMEHTAMH, MOAMHCAHHBIMHU YCHICHHOU
KBATH(UITUPOBAHHOM SJIEKTPOHHOM MOITUCKIO.



B cootBercTBUM ¢ 3akoHOAarenbcTBOM Poccuiickoit @enepanun <10> orMeTka 00 3JIEKTPOHHOM
noanucu  (GopMHUpyeTcsi M BU3YyaIM3UpYeTcs MpPOrpaMMHBIMU  cpeinctBamu. OtTmerka 00
AJIEKTPOHHON MOANKCH BKItouaeT (pasy "JlokyMeHT moamucaH 3JIEeKTPOHHOH MOANMKUCHIO", HOMEP
cepTU(HKaTa KIH04Ya 3JIEKTPOHHOM moimnucu, GaMuinio, UMs, OTYECTBO BIajieiblia cepTUHUKATA,
CpPOK JIeHCTBHS cepTu(UKaTa KJltoya 3IeKTpOHHON noanucu. Hampumep:

<10> Ilpukaz3 MwuHHUCTEpPCTBA CBS3U M MACCOBBIX KOMMYyHUKanui Poccuiickoit ®enepauuu u
@DenepanbHOil ciykOb1 oxpanbl Poccuiickoit @eneparun ot 27 mas 2015 r. N 186/258 "O6
yTBepxkAeHUH TpeboBaHMi K OPraHU3allMOHHO-TEXHUYECKOMY B3aWMOICHCTBUIO TOCYIapCTBEHHBIX
OpraHOB U TOCYAAPCTBEHHBIX OpraHM3alMil MOCPEICTBOM OOMEHa JAOKYMEHTaMH B 3JIEKTPOHHOM
Buze" (3apeructpupoBaH B Munucrepctse octunuu Poccutickoit deneparuu 22 centsops 2015 r.,
perucrpamonnbiii N 38956).

AOKYMEHT HOAIIMCAH
SJIEKTPOHHOMU ITOAIIMCBIO

Hupektop Ceptuduxar lall1aaa000000000011 N.0. ®amunus
Bnanenen ®amunus Mms OtuectBo
JleiictBurenen ¢ 01.12.2012 no
01.12.2017

[Tonnmucanue (yTBEpKIEHHE) TOKYMEHTa OCYHIECTBISETCS B COOTBETCTBHM C MyHKTOM 2.47
IIpuMepHOI HHCTPYKIIUH.

2.49. [Ileuarp 3aBepsieT NOMJIMHHOCTH NOANHMCH JIOJDKHOCTHOTO JIMIIAa Ha JIOKYMEHTax,
YIOCTOBEPSIONINX TMpaBa Jinil, PUKCUPYIOMINX (aKThl, CBSI3aHHbIE ¢ (PMHAHCOBBIMHU CPEACTBAMHU, a
TaK)Xe Ha UHBIX JIOKYMEHTax, MpelycMaTpUBAIOLMX 3aBEPEHUE MOANUCH MI€YaThi0 B COOTBETCTBUU C
3aKoHoOAarenbCcTBOM Pocculickoit denepanuu.

JlokymMeHTBl 3aBepslOT MeuyaTblo opranu3auuu. IlewaTe mpocTaBiseTcs, HE 3axBaThbIBas
COOCTBEHHOPYYHOU TMOAIMUCH JIMIIA, MOAMUCABIIEr0 JOKYMEHT, HJIM B MecTe, o0o3HaueHHoM "MIT"
("Mecto niedatu").

2.50. Otmerka 00 wuCHomHUTENE BKIIOYAaeT (aMHUIUIO, WM M OT4YECTBO (TpU HATUYHH)
UCIIONIHUTENA, HoMep ero TeinepoHa. OTmerka 00 HCIONHUTEIE MOXKET JOMOIHSITHCS
HAaMMEHOBAHMEM  JOJDKHOCTH, CTPYKTYPHOTO TMOAPA3ACICHUS U  BJIEKTPOHHBIM  aJpecoM
ucnonuutens. OtmeTka 00 ucnonHuTene oGOopMIIsSeTcsl Ha JIMIEBOM CTOPOHE IOCIETHEro JIHCTa
JIOKYMEHTa OT TPAHMIIBI JIEBOTO TOJISI WJIHM, IPU OTCYTCTBHH MECTa, - Ha 000POTHOM CTOpPOHE JINCTa
BHM3Y cieBa. Hanmpumep:

Wnbun Unes Uneny, OTen ynpasieHus epcoHaioM, BeAyIui cnenuanuct +7 (495)
924-45-67, llyin_Iv@techno.ru
OTmeTka 00 UCHOJTHUTENE MOXKET OGOPMIIATHCS KaK HUKHHUNA KOJOHTUTYI U MeYaTaTbes MPUPTOM
MEHBIIIEro pa3Mepa.
2.51. OrMeTka O 3aBepeHHMH KOMHUU O(OpMISeTCs AN TOATBEPKICHHS COOTBETCTBHS KOIMHUH
JOKYMEHTa (BBIUCKHM M3 JOKYMEHTAa) MOMJUHHHUKY JOKyMeHTa. OTMETKa O 3aBEpEeHUM KOMHHU
NPOCTaBIsETCS Ha CBOOOJHOM OT TEKCTa MECTE WM, MPH OTCYTCTBHMM CBOOOAHOTO MecTa Ha
JUIIEBOM CTOPOHE IOKYMEHTa, Ha 000pOTe TIOKYMEHTA U BKJIIOUaeT: clIoBO "BepHo", HauMeHOBaHWe
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JOJIKHOCTH JIUIIA, 3aBEPHUBIIETO KOIHIO; €r0 COOCTBEHHOPYYHYIO MOAMKCH; PACIIN(PPOBKY MOAMHCH
(vHUIMANBI, (HaMUIIHIO); IaTy 3aBEPEHUS KOMHH (BBIITUCKH U3 JOKYMECHTA).

Ecnu xomms BBLAACTCA IJI INPEACTABJICHUA B APYI'YIO OpraHHU3alydio, OTMETKA O 3aBEPCHHUU KOIIMU
AOMMOJIHACTCA 3allUCbI0 O MECTC XpaHCHHUA JOKYMCHTA, C KOTOPOI'O ObllIa M3rOTOBJICHA Komnusd, 1
3aBEPACTCA NICYATHIO OpraHu3anum. HaHpHMep:

[Mopmuunuk gokymeHTa Haxonutcs B ®BY "HaumenoBanue opranm3anuu’ B gene N 08-05
3a2015r."

Bepro
3aB. OTJEJIOM yIpaBJI€HUS IEPCOHATIOM [Hognuce N.0. ®amunus
Hara IleuaTs

Ha xonusix MHOTOCTpPaHUYHBIX JOKYMEHTOB OTMETKAa O 3aBEPEHHUU KOIUU MPOCTaBIsIeTCS Ha
KQKJOM JICTE JOKYMEHTA WJIH Ha MOCIEAHEM JIUCTE MPOIIUTOTO WU CKPEIUICHHOTO HHBIM 00pa3oM
JIOKYMEHTA. 3aIliCh 0 MECTE HaXOXKICHH MOUIMHHUKA MPOCTABIISETCS TOJBKO Ha MOCIEIHEM JIUCTE
JIOKYMEHTA.

Jns 3aBepeHHs KOMHUUM JOKYMEHTa, M3TOTOBICHHONH Ha OyMaXXHOM HOCHUTEIE, MOXKET
HCIIOJIL30BaThCS IITaMII.

Kommuu OJICKTPOHHBIX AJOKYMCHTOB, HAIIPaBJIACMBIX I10 I/IH(bOpMaIII/IOHHO'TGHGKOMMYHHK&HHOHHOﬁ
CCTH, 3aBCPAOTCA BHeKTPOHHOﬁ IO AITHUCBIO PYKOBOAUTECIIA OopraHu3anuu nin HHOT'O
YIOJHOMOYCHHOT'O UM JIMIIAa U BBICBUIAKOTCA IMOJIY4aTCII0 C COIMPOBOAUTCIIBHBIM ITMCbMOM B q)opMe
SJICKTPOHHOTI'O IOKYMCHTA.

Kommuu OJICKTPOHHBIX OJOKYMCHTOB Ha (1)1/131/ILICCKI/I 000COOJICHHBIX HOCHTCIAX BBICBIIAIOTCS
MoJIy4aTeJito € COIMpOBOAUTEIIBHBIM ITUCbMOM Ha 6YM8.)KHOM HOCHUTCIIC.

B compoBoauTensHOM NUCbME K KOMMSM 3JIEKTPOHHBIX JOKYMEHTOB YKa3bIBaeTCs:

HaNMEHOBaHNE MH(POPMAITMOHHOW CHCTEMBI, B KOTOPOU XPAHSTCS JOKYMEHTHI;

HAaNMEHOBAHUS JOKYMEHTOB, KOITMH KOTOPBIX HAPABIISIOTCS TIOTYYaTeINo;

Ha3BaHU (PaiIoB JOKYMEHTOB € yKa3aHHeM (GopMaToB (aiiyioB u oo0beMa Kaxaoro ¢aitia B OaiiTax;
JlaTa U3rOTOBJICHUS U 3aBEPEHHSI KOITHH.

[Ipu sTOM Ha ¢du3udecku 000COOJIEHHOM HOCHUTEIE HECMBIBAEMBIM MapKEpOM YKa3bIBACTCS:
"IIpunoxenue k mucbMy ot (mata) N ..."

Konust 31eKTpOHHOTO JOKyMEHTa, MpeACTaBlIeHHas B BUJAE JAOKYMEHTa Ha OyMa)KHOM HOCHTEJNE,
3aBepsieTCsl B TOPSAJKE, YCTAaHOBIEHHOM [IprMepHON WHCTpyKUuenW Ui 3aBEpeHUsl KOMMM
JIOKYMEHTOB Ha OyMa)XHOM HOCHUTEJIE, C YKa3aHUEM, B KaKOH WH(OPMAIIMOHHON CUCTEME XPaHUTCS
AJIIEKTPOHHBIN JOKYMEHT.

2.52. OTMeTKa O TOCTYIUIEHHH JOKYMEHTA CIY)KUT Ui TOATBEPXKIACHHs (akTa MOCTYIUICHUS
JIOKYMEHTA B OpPraHU3aliio ¥ BKJIFOYAET AATy MOCTYIUIEHUS U BXOJAIIMN PErUCTPALIMOHHBIA HOMEP
nokymenrta. [Ipu HeoOXOIMMOCTH OTMETKa O IOCTYIJICHMH MOXKET JOTOJIHATHCS YyKa3zaHHEeM
BPEMEHHU MOCTYIUIEHHSI TOKYMEHTa B YacaX U MUHyTaX U Clocoba JOCTaBKH IOKYMEHTA.

OTMeTKa 0 IMOCTYIINICHUHU JOKYMCHTA MOXKET IMPOCTABIATHCA C IIOMOIIBIO IITaMIIa.



2.53. Pesomionus JoJDKHA COAEpKaTh YKa3aHWE MO MCIOJHEHUIO JOKyMeHTa. Pesomtouus
opopmisiercs Ha CBOOOAHOM MecTe pabodero Mmojis JOKyMEHTa, Ha OJaHKe pPE30JIIOLUU WU
BHOCHUTCS HETIOCPEJICTBEHHO B CUCTEMY 3JIEKTPOHHOTO JOKYMEHTOO0O0pOTA.

Pesomionust 1omKHA BKITIOYATH: (DaMUJIHIO, WHUITUAIBI UCTIOJHUTENS (MCTIOMHHUTENEH), TOpyUYeHHe
0 JIOKYMEHTY (KOHKPETHOE 3aJaHH€ I10 HCIOJIHEHHIO JOKyMEHTa WU (OpMYyJIUpOBKa IIeNd
PaccCMOTpPEHHs JOKYMEHTa), MPU HEOOXOJUMOCTH - CPOK MCIOJIHEHHMS], TIOJIMUCH JIUIIA, BHIHECUIETO
PE30IIOLHUIO, 1aTy PE30JIIOLHH:

®amunug U.0., Gamunmus 1.0.

IIporry moAroTOBUTE NPEAIOKEHHS

k 10.11.2017 [Tonnuce

ara
Cpok MCHOJTHEHUS] OPYUYEHUS! HE JOJDKEH YKa3bIBaThCs, €CJIM OH Ha3BaH B TEKCTE MOCTYIIHUBILETO
JIOKYMEHTa U PyKOBOJAUTENb HE CUUTAET HEOOXOAUMBIM U3MEHHUTh €r0 B CTOPOHY COKpAILlEHHs WIIN
SBJISIETCS TUIIOBBIM JIJISl IAaHHOTO BU/A JOKYMEHTA.
[Tpy yka3aHHWU HECKOJIBKMX HCHOJHHUTENECH (aMHUIIUS OTBETCTBEHHOI'O MCIIOJHUTENS YKa3blBAETCS
NepBOM, IOJUepKUBaeTCA WK 0003HayaeTcs cioBoM "oTB." ("OTBETCTBEHHBIN").

2.54. OTMmeTrka O KOHTpOJE CBHUICTEILCTBYET O IIOCTAHOBKE JIOKYMEHTa Ha KOHTpOJIb,
npoctasisierca mramnoM "KoHTposs" Ha BepXHEM MoJie T0KyMEHTA.

2.55. OTMeTKa O HalpaBJIEHUM JOKYMEHTa B JI€J0 OIpEessseT MECTO XpPAaHEHUsS TOKYMEHTa IOoCie
3aBepIleHus] paboThl ¢ HUM U BKJIIOYaeT: cioBa "B neno", uHaekc nena mo HOMEHKJIAType e, B
KOTOPOE IIOMEINAETCsl TOKYMEHT Ha XpaHEHUE, C yKa3aHUEM rojla, JOJDKHOCTH JIMIa, 0(OPMHUBILErO
OTMETKY, OJMKCH, 1aTel. Hampumep:

B meno N 01-18 3a 2017 r.

3aB. OT/IETIOM KOPIIOPATHUBHBIX MPOEKTOB

IToanuck Jara
OTMeTKa O HampaBiICHHH [IOKyMEHTa B J€I0 MOXET JAOMOJHATHCA KPATKUMU CBEICHHUSIMH O
XapaKTECpeC UCIMOJIHCHUA TOKYMCHTA.

1. IloaroroBka u O(l)OpMJIeHI/Ie OTACJIbHbIX BU/10B IOKYMCHTOB

3.1. JloxanbHble HOpMaTHBHBIE akThl (manee - JIHA) opranmsauuu wu3naroTcs B BHAE IMPaBUIIL,
NOJIOKEHUH, MHCTPYKIHH, pErJiaMeHTOB, TMepeyHel, KiIacCu(uKaTopoB U JAPYIHMX BHJIOB
JTOKyMeHTOB. Pexomentyemblit oOpaser] opopmienust JIHA Ha npuMepe MoiaoxkeHus: 0 CTPYKTYpHOM
nozpasaenenun (npuioxenue N 1).

JIHA npuoOpeTtaroT 10pUINYecKyl0 CHITY MOCIE UX YTBEPXKJIEHUS paCOPAIUTENbHBIM JOKYMEHTOM
(MpUKa30M) WJIM HENOCPEICTBEHHO PYKOBOAMTEIEM OpPraHMU3allid WHBIM YIIOJIHOMOYEHHBIM UM
JIULIOM.

PykoBonuTenu cTpyKTypHBIX IOApa3IeleHU He BIpase n3nasars JIHA.
3.2. JIHA moryT OBITS:

MOCTOSIHHO JIEHCTBYIOMMMH (0€3 OTpaHUYEHHUs CPOKA UX PUMEHEHHUS ),



BPEMCHHBIMHU (JICHCTBYIONIMMH B TEUEHHE YKA3aHHOTO B HHUX CpPOKa WM JI0 HACTYIUICHUS
OTIPENICTICHHOTO COOBITHS).

3.3. OcHoBanueM g n3nauusd JIHA saBistroTces:

3aKOHOJATEJbHbIE M HMHbIE HOpPMAaTHBHBIE IIpaBOBble akThl Poccuiickoii @Penepauuu (ykasbl U
pacniopsbkenusi  [Ipesunenra Poccuiickoit  ®enepanuu, TOCTAHOBICHHS M PaACIOPSKECHUS
[TpaBuTenscTBa Poccuiickoit depepannu, akTol GeaepantbHbIX OPTaHOB UCTIOIHUTEIBHON BIACTH);

3aKOHOJIATEeNbHBIE aKThl CyObekTa Poccuiickoit @enepaiui, HOpMaTHBHBIE IPABOBBIC aKThl OPTaHOB
rocyJapCcTBEHHOM BiacTH cyobekTa Poccuiickoit deneparuu;

paHee u3ganHble B opranuzanmu JIHA w/umu paciopsauTenbHble TOKyMEHTHI.
3.4. JIHA u3marorcs B LENAX:

YCTAHOBJICHUA HOPM, Tpe60BaHPII>i, [MpaBUJI B OTHOHICHUH IIPEAMECTAa HOPMATUBHOI'O PETYJIIMPOBAHUS,
PaHEC HC ABJIABLIICMCA MMPECAMETOM PETYJIUPOBAHHA B OpraHU3aluu;

HN3MCHCHHUA CYHICCTBYIOIIHUX HOPM, TpC6OBaHI/II71, IIpaBuJI, YCTAHOBJICHHBIX paHCC HW3JaHHbBIMU
HOPMAaTUBHBIMH JOKYMCHTaMU;

OTMEHBI paHEe YCTAaHOBJIEHHBIX HOPM, TPEOOBaHUH, IPaBUII.

3.5. Ilpemnoxenue o paspabotke npoexkra JIHA BHOCUTCS PpPYKOBOAMTEIEM CTPYKTYpPHOTO
HOJpa3AeIeHUs WIA HHBIM JIOJDKHOCTHBIM JIHIIOM.

3.6. JIHA paspabaTsiBaeTcsi B ci1y4ae, €CIIu:

UMEeTCs  y4acTOK palboThl  (BOMPOCHI  ACSATEIBHOCTH), HYXKIAIOIMHUICI B HOPMATHBHOM
PETryIMpPOBAHNH;

TpeOyeTcs BHECEHNE 3HAUUTENbHOT0 KOJIMYECTBA M3MEHEHUH B paHee NpuHATHIN JIHA;

BBIABIIEHO Heckonbko JIHA, perynmupyrommx CMeXHBIE BOIPOCHI, KOTOpBIE I€IecO00pa3HO
00BETMHUTD B OJIUH TOKYMEHT.

Axrtyanusanus panee npuHAThIX JIHA ocymiecTBisieTcss yepe3 BHECEHUE B HUX U3MEHEHUH.

3.7. Ilpennoxxenne ¢ 0OOCHOBaHHEM HEOOXOAMMOCTH pa3padoTku HoBoro JIHA mpencramisercs
PYKOBOJUTENEM CTPYKTYpHOTO TMOJpa3/IeieHNUss WIM HHBIM YIIOJIHOMOYEHHBIM JOJKHOCTHBIM
JUIOM PYKOBOJUTENIO OpraHu3aiuu B (QopMe TOKIaaHOW (CIy)KeOHOM) 3amucKe, B KOTOPOH
u3Jaraercs:

BOIIPOC, TPEOYIOMINIA PEIICHUS, C M3JI0’)KEHHEM OCHOBHBIX HaIIPaBJIEHUH, CIOCOOOB €ro PEIIeHUS;
MIPOTHO3 MTOCJICICTBUI MPUHSATHSI HOPMAaTHBHOTO JOKYMEHTA;

OpraHu3allMOHHbIE, KaJpOBble, (PMHAHCOBBIC, MATEPUATbHO-TEXHHUUECKHUE U WHBIE MEpPONPHUATHA,
KOTOpbIe He00X0IMMO OyJIeT MPOBECTH B CBSI3U C MPUHATHEM HOPMATUBHOI'O TOKYMEHTA,

MEPCUCHb paHCC U3AaHHBIX HHA, mogIC)Kamux OTMEHE B CBA3H C U3JJAHUEM HOBOT'O HOPpMAaTUBHOI'O
AOKYMCHTA,

npeyiaraeMblii CpoK JUIsl pa3pabOTKU MPOEKTa HOPMATUBHOTO TIOKYMEHTA.

3.8. CornacoBanue mnpoekToB JIHA ocymiecTBiasieTcss B cOOTBeTCTBUU ¢ TyHKTamu 4.1 - 4.13
IIpuMepHON UHCTPYKLIUH.



3.9. JIHA yrBepxkaaercss NPUKAa30M PpPYKOBOIUTENS, €CIM OJHOBPEMEHHO C YTBEPXKICHUEM
HOPMAaTHUBHOI'O JOKYMEHTa HEOO0XOAMMO IPUHATH MEpbl OPraHU3alMOHHOIO, (HPUHAHCOBOIO,
TEXHUUYECKOT0, KaJpOBOTO WJIM MHOIO XapakTepa W JaTh COOTBETCTBYIOILUE IOPYYECHHUS
PYKOBOJUTENSAM CTPYKTYPHBIX OJAPA3/I€JIeHUI WM UHBIM PAaOOTHUKAM OpPraHU3aliHy, a TaKXe eClu
HE00XO0MMO BHECTU U3MEHEHUS WIN IPU3HATh YTPAaTUBLIMMU CUITy paHee yTBepxacHHbIe JIHA.

3.10. U3menenus B JIHA u ormena JIHA oopMIsSIOTCS IPUKA30M PYKOBOIUTENS OpraHU3aMK WIN
MHOI'0 JIOJKHOCTHOT'O JIMIa, IPUHUMABILEro perieHue o6 yreepxkaeHuu JIHA.

WUsmenenuss B JIHA u ormena JIHA, yTBep»KACHHBIE HEMOCPEACTBEHHO COOCTBEHHOPYYHOM
MOJIMHUCHI0 PYKOBOJUTENS OPraHU3alMK WM UHOTO YHOJHOMOYEHHOI'O UM JIOJDKHOCTHOTO JIMIA B
rpude yTBepKIeHUs, BHOCATCS MPHUKA30M, U3]aBAEMbIM PYKOBOJUTEIIEM OPTaHU3AIMH WIH HHBIM
YIOJTHOMOYEHHBIM UM JTOJKHOCTHBIM JTUI[OM.

3.11. B Tekcre mnpukaza o0 yTBepxaeHHH, u3MeHeHHMH win oTrMeHe JIHA wucmonbsyrorces
(bOopMyJINPOBKHU:

npu yrBepkaeHuu Hosoro JIHA: "YTBepauts (HazBanue JIHA)" unu "Y1Bepauts (nazBanue JIHA)
Y BBECTH B JieiicTBue C (narta)". Hanmpumep:

1. VTBepauts IlonokeHue o JTOKaIbHBIX HOPMATUBHBIX aAKTaX OpraHU3aliy,

WIN:

1. YrBepauts llTaTHOE opranu3anuu Ha 2018 roa u BBecTu ero B aeictBue ¢ 1 suBaps 2018

r. (IpUJI0)KEHUE).
IpY BHECEHUH M3MEHEeHUH B paHee yTBepkJaeHHbIN JIHA: "Buectu usmenenus B (Ha3zBanue JIHA).
Hanpuwmep:

1. Buectu cnenytromue nusmeHenus B llltatnoe pacnucanue Ha 2018 ron, yrBepKIeHHOE
npukazoM OBY "HanmenoBanue opranmzanuun ot 25 nexadps 2017 r. N 345: ...
npu otMmeHe paHee yrBepxkiaeHHoro JIHA: "llpusnate yrpatuBmum cuiy (Ha3Banue JIHA),
yTBepxaeHHoe ...". Hampumep:

4. IlpuzHate yrpatuBmnuM cuity [longoxeHue o HEHOPMUPOBAHHOM paboyeM JHe,

yTBepkaeHHoe npukazoM OBY "HaumeHnoBanue opranuzamuu” ot 15 depans 2015 r. N 22.
3.12. OcHoBHBIMM pekBH3uTaMu JIHA SBISAIOTCA: HaMMEHOBAaHWE OPraHM3alMY, HAMMEHOBAHUE
BUJA JIOKYMEHTa U 3arojloBOK K TEKCTY, COCTaBJISAIOIIME OJHO Iesioe, Tpu( yTBEp>KAECHUS, MECTO
W3/IaHHS TOKYMEHTA.
Ecnmu npoekr JIHA sBnsieTcs MHOTOCTPAaHMYHBIM U K HEMYy OQOpPMIISeTCS TUTYJIbHBIN JHUCT,
YKa3aHHBIE BBIILIE PEKBU3UTHI Pa3MEIIAIOTCS HA TUTYJIBHOM JIUCTE.

3.13. Undopmanmst crpaBoyHOTO Xapakrepa (rpadukw, cxembl, TaOIHUIBI, (HOPMBI JTOKYMEHTOB)
odopmitsiercs B Buje npuioxeHuit k JIHA.

Ha nmpunoxenusix xk JIHA odopmisercs pekBU3UT "OTMETKA O MPHUIIOKEHUHU"' B COOTBETCTBUU C
yHKTOM 2.44 [IpuMepHOIl HHCTPYKIIMH.

3.14. JIHA BcTynaer B CUJIy B CPOK, yKa3aHHBIN B IIpUKa3e, KOTOpbIM yTBepkaeH JIHA, unu ¢ gatsl
yTBepxkaenust JIHA.

3.15. PacniopsiauTenbHble JOKYMEHTBI OpraHU3aluy U3Ja0Tcs B (hopMe MPUKA30B M PACTIOPSIKCHHN.



Pexomenyembie 00pa3iibl opopMIIeHUs pHuKasa 1 pacnopsokenus (npuwioxenus N 2, 3).
[Tpukassl U3a0TCS B LESIX 0POPMIICHHS PELICHU:

HOPMAaTHUBHOTO XapakTepa (eciau mpukazoMm yrBepxaaercs JIHA wumum npuHuMaercs perieHue
OpPraHM3alMOHHOTO XapakTepa, HalpuMep, IpukKa3 o0 YTBEP)KIEHUU CTPYKTYpPbl M ILUTAaTHOU
YHUCIIEHHOCTU OpTaHU3aIH);

OpraHHu3allMOHHOI0, aAMHUHUCTPATHUBHOI'0, B TOM YHCJIE OIICPATHBHOI'O XapaKTEpa II0 BOIIpOCaM
OCHOBHOH JIEATCILHOCTH OopraHu3anuvu.

3.16. IlpoekTsl NpUKA30B IO OCHOBHOW JEATEIBHOCTH TOTOBAT CTPYKTYpPHBIE MOApa3/IeICHUs
OpraHu3allil Ha OCHOBAHWW TIOPYYEHUH PYKOBOACTBA JHUOO B WHHUIIMATUBHOM MOPSJKE.
OTBETCTBEHHOCTh 32 KAYECTBEHHYIO MOATOTOBKY IPOEKTa IPHKA3a, COIJIACOBAHUE W IPABUIIBHOE
oopMIIEHHE NPOEKTa HECET PYKOBOJUTEIND MOAPA3JIEICHUs, KOTOPbI TOTOBUT MPOEKT NpHUKa3a U
MIPEACTABIISIET €T0 Ha MOIHUCH.

3.17. Koutponp 3a NpaBUIBHOCTHIO O(OpPMIIEHUS MPOEKTOB MpHKa30B ocymiecTBiseT Ciyx0a
JIEJIONPOU3BO/ICTBA OPraHU3ALIUH.

3.18. Ilpukasbl, u3gaBaeMble B OpraHHU3alUd, HE JIOJDKHBI MPOTUBOPEUUTH 3aKOHOAATEIHCTBY
Poccuiickoit @enepanun, YcraBy OpraHu3ainy, JOKaJIbHbIM HOPMATUBHBIM AKTaM OpPraHU3alHid U
paHee W3/IaHHBIM MPUKa3aM OpraHU3aIUH.

3.19. Ilpuka3sbl 10 OCHOBHOM JEATEIBHOCTH U3/Iat0TCS:

BO HCIOJIHEHUE HOPMATUBHBIX MMPABOBBIX AKTOB OPTAHOB TOCYJAPCTBEHHOM BJIACTH M BBILIECTOSIIUX
OpraHu3alui;

B IIENISX OCYIIECTBICHUS YIPABIEHYECKOW AESITENbHOCTH, BBITEKaMOmeH M3 (QyHKIMNA U 3amad
OpraHH3aIiHy.

3.20. IIpuka3pl 1O OCHOBHOM [E€ATENBHOCTH COCTaBIAIOTCS Ha OCHOBE TIIATEIBHOTO U
BCECTOPOHHETO M3Y4YEHHs BOIPOCOB, TPEOYIOIINX pa3pelIeHus], YTOObI CoJeprKalliecs] B MpUKa3ax
NOpy4eHHUs: ObITM KOHKPETHBIMHU, OOECIIEUMBAIUCH JOCTATOUYHBIMU MaTEpUAbHO-TEXHUYECKUMU U
(UHAHCOBBIMU CpPEJICTBAMU W B JaJbHEWIIEM HCKIIOYAIM HEOOXOIUMOCTh KOPPEKTHPOBKU
NPUHATHIX PELICHUH B CBSA3U C HEMOJHOTON WIIM HEJOPaOOTKOM MpeAbIIyIIEro NpuKasa.

3.21. Ilpuka3sl opranuzanuu oQOpMIISIOTCS Ha OJaHKe MpPHUKa3a C MCIOJIb30BAaHHEM CIIEAYIOIINX
PEKBU3HUTOB: JaTa JOKYMEHTA, PErMCTPAllMOHHBII HOMEpP JAOKYMEHTA, 3arojloBOK K TEKCTY, TEKCT,
noanuce. Jlara U perucTpaliMOHHBIM HOMEp IpHKa3a MPOCTABIISIFOTCS MOCIE MOANUCAHUS ITPHUKa3a
PYKOBOJIUTEIIEM OPraHU3aLUH.

3.22. 3arosoBOK K MpHUKa3y IE€YaTaeTcs 4yepe3 OJUH MEKCTPOUHBIM MHTEpBaJ MOJ PEKBU3UTAMU
OylaHka ciieBa OT TIpaHUIbl JIEBOro mosis. Touka B KOHIIE 3arojioBKa HE CTaBUTCS. 3arojoBOK K
npukasy ¢opmynupyercs ¢ npemiorom "o" ("06"), KpaTKO U TOYHO OTpaxkasl COJep>KaHHuEe TeKCTa
npukasa. Hanmpumep:

006 ytBepkaennn MHCTPYKITUHU IO IETIOTPOU3BOJICTBY;
O nopsiake GuHAHCHPOBAHUS PEKIIAMHON KaMITaHUU;
O co31aHUU HKCIIEPTHON KOMUCCHUHU.

3.23. TekcT mpuKaza COCTOMT M3 JBYX 4YacTel: 000CHOBaHHS (MpeaMOyJibl) U PacCTIOPSAIUTEIHLHOM
gactu. B O6OCHOB3.HI/II/I YKa3bIBa€TCd OCHOBAHUC, NpHUYMHA WKW OCJIb HU3AaHUA JOKYMCHTA.



Hanpuwmep:

B cooTtBercTBHM € TpuKazoM MUHUCTEPCTBA CBSA3M U MACCOBBIX KOMMYHUKAIUMK OT 25
nexabps 2014 r. N 1494 "OG6 yrBepxkaenuu [IpaBun oOMeHa JOKYMEHTaMU B 3JIEKTPOHHOM
BU/JIE MIPY OpraHU3aly HH(OOPMALIMOHHOTO B3aUMOJAeHCTBH" ...
B nensax opranuzanuu v npoBeeHus: padoThI MO SKCIEPTU3E [IEHHOCTH JOKYMEHTOB,
00pa3yroIuXcs B A€ATEIbHOCTH OpraHU3allK, U OTOOPY UX JJIS epeauu Ha XpaHEeHUE B
apXUB OPraHU3aLUU U K YHUYTOXKEHHUIO ...
3.24. PacnopsiauTenbHas 4acTh MPUKa3a HAYMHAETCS CJIOBOM ''TIpUKa3bIBalo", KOTOPOE MevyaTaeTcs
CTPOYHBIMU OYKBaMHU BPa3PSIKY.
PacnopsimuTenbHas 4acTb MOXKET COJIEPKaTh:

pelleHus] OpraHu3allMOHHOTO Xapakrepa (YTBEpAMUTh, CO3JaTh, MPeoOpa3oBaTh, JMKBUIUPOBATD,
IPU3HATh YTPATUBLIUM CHUITY);

KOHKPCETHBIC ITIOPYUCHUS C YKA3AHUECM HCITOJITHUTCIIA (I/ICHOJ'IHI/ITCJ'IGI‘/'I) M CPOKOB HX BBIITOJIHCHHA.

3.25. Kaxnoe pemenue (mopydeHue) odhopmisieTcss B MpHKa3e KaK OTAENbHBIM MyHKT. [IyHKTBHI
IIpPUKa3a pacIoJliararoTcsi B JIOTMKO-BPEMEHHOM IOCIEA0BATEIbHOCTH U HYMEPYIOTCS apaOCKUMU
nudppamu. Ecnu mopydeHue gaetcs KOHKPETHOMY MOJpPa3AENeHUI0, €ro HauMEHOBAaHUE MUIIETCS
MOJTHOCTBIO, B CKOOKaX YKa3bIBalOTCA (PaMHIIMS W WHUIMAIBl PYKOBOJMTENS MOJpa3ciiCHUs B
UMEHUTENbHOM mnajexe. Hanpumep:

... IPUKAa3bIBAIO:
1. YueOHno-meronuueckomy otaeny (Gamumus 1M.0.) k 01.11.2017 noarotoButs u
MIPE/ICTaBUTh Ha YTBEPKJICHHE MJIaH y4eOHO-MeToAnueckoi padotel Ha 2018 rog.

Ecan MOPYUYCHHUEC NACTCA KOHKPCTHOMY HUCHOJIHUTCIIIO, €T0 AOJDKHOCTD U q)aMI/IJ'II/Iﬂ YKa3bIBAlOTCA
6e3 ckoOOK B AaTenbHOM mnajaexe. Hanpumep:

3. 'maBHOMY Oyxrantepy (Pamuiusg 1.0.) moAroToBUTh U MPEACTaBUTh HA PACCMOTPEHUE U

YTBEPXKACHHUE CMETY KOMaHAUPOBOUHBIX pacxoaoB Ha 2018 rox B cpok x0 30.11.2017.
[TpennuceiBaeMoe JeiicTBHE BbIpakaeTcs IJIaroloM B HeomnpezaeneHHoH ¢gopme. He nomyckaercs
yIOTpeOIsATh HEKOHKPETHBIE BhIpaXKEeHUs THNA "ycuiuTh", "ycKOpuTh", "00ecneuuTs B KpaTyaniime
cpoku".
Ecnu ogHOMY HCIIOTHUTENIO HEOOXOAMMO MOPYYUTh HECKOJIBKO Pa3HbIX 3a/laHUIl ¢ OJJHUM CPOKOM
BBIMIOJTHEHUS, OTBETCTBEHHBIN MCIIOJHUTEIb M CPOK HCIIOJIHEHUS YKa3blBalOTCS OJUH pa3 B
OCHOBHOM ITYHKTE, a IOPYYEHUS BBIICISIFOTCS B OTJENbHbBIE IOAIYHKTHI. Eciii y mopy4deHuii pa3Hsle
CPOKHM HCIIOJIHEHUS, CPOKHU YKa3bIBAIOTCSI HE B OCHOBHOM IYHKTE, a B KaXKJIOM MOIMYHKTE.

CpoK HCIOJIHEHUS! JOJKEH ObITh peallbHbIM, COOTBETCTBOBAThH OOBEMY IpEAINoyaraeMblx paloT.
[Ipu ycTaHOBIEHMHM CpOKa CIIEyeT YUWUTHIBATh BpPEMsl JIOBEJEHUS JOKYMEHTa 1O KOHKPETHBIX
HCHOJIHUTEIIEH.

CpOoK UCIIONIHEHHUS B MYHKTaX pacHopsIUTEIbHON YacTy MPHKa3a HE YKa3bIBACTCS B CIy4YasiX, €CIH
JNEHCTBUSL HOCST PETyNSpHBIM XapakTep W HMX BBINOJIHEHHE MPEINUCHIBAETCS HAa BECh MEPUOJ
JnedcTBus  mpukaza. KoiaudyecTBO HMCHOJNHUTENEH MO KakAOMY MYHKTY (MOANYHKTY) HeE
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OrpaHU4YuBacTCs. OTBETCTBEHHBIN HCITOJHUTEND YKa3bIBACTCs IICPBBIM.

Ecnu mpuka3 OTMEHSIET IMOJHOCTBIO WJIM YAaCTHYHO PAHEE HW3JAAHHBIE JOKYMEHTBHI IO TOMY XK€
BOIPOCY, TO B MPEANOCICAHEM ITyHKTE IpHUKa3a HEOOXOIMMO HX MEePEUHUCIUTh C YKa3aHHEM
HaNMEHOBAHUS JOKYMEHTA, €ro AaThl, HOMEpA, 3arouoska. Hanpumep:

4. Tlpu3HaTh yTPAaTUBIINM CUJTY MpUKa3 opranu3amnuu ot 5 aBrycra 2010 r. N 175 "O6
YTBEPKACHUHN DKCIEPTHON KOMUCCUU OpraHu3anuu’.
[Tocneanuii MyHKT MpHKa3a - MYHKT O KOHTPOJE, B HEM YKa3blBalOTCA [IOJDKHOCTH JIMIIA,
OTBETCTBEHHOTO 32 UCIOJIHEHUE TOKYMEHTA B LIEJIOM, ero GpaMuins 1 nHunuansl. Hanpumep:

4. KoHTpOJb 32 UCIIOIHEHUEM IIPHKa3a BO3J1araeTcsl Ha 3aMECTUTEINS TeHEPaIbHOTO
nupekropa @amunusa U.0.
B otnenpHBIX ciyyasx pyKOBOJIUTENh OPraHU3alUA MOXKET OCTaBUTh KOHTPOJIb 32 COOOM:

KoHTpob 32 HCIIOJTHEHUEM TTPUKAa3a OCTABJISIO 32 COOOM.
3.26. He BritouaeTcst B TeKCT npukasa nyHkT "[Ipukas moBectu A0 cBeneHus ...".
[MogpasneneHuss W MODKHOCTHBIC JIUIA, IO CBEICHHUS KOTOPBIX HEOOXOIMMO JOBECTH NpPHUKa3,
MEPEYUCIIAIOTCST B yKa3arene (JINCTE, CIUCKE) PACCBUIKU, KOTOPHIA TOTOBUTCS HMCIOJHUTEIEM H
MOXET 0OPMIIATHCSI Ha 00OPOTHON CTOPOHE MOCIICTHETO JMCTa IPUKa3a.

3.27. B npuka3ax He JOIyCKaeTcs:
HN3MCHCHHUEC PAHCC YCTAHOBJICHHBIX CPOKOB BBITTOJTHCHUSA SajlaHI/Ifl B CTOPOHY UX YBCIHNYCHHA,

IIPUMEHEHNE TMPOU3BOJIBHBIX COKpPAICHUHM WM MUCKaKEHUE HAUMEHOBAHUM CTPYKTYPHBIX
MOJpa3IeICHU OpraHu3alrid, MOJBEIOMCTBEHHBIX OPraHU3ALMI-UCIIOTHUTEIIEH;

MPUMEHEHNE MTPOU3BOJIBHBIX (HE OOLIENPUHATHIX) TEXHUYECKUX U IPYTUX TEPMUHOB, COKpAIIEHHbIX
CJIOB U HAMMEHOBAHUM.

3.28. Ilpu HanuuuM OPWIOKEHWH B TEKCT€ INpHUKa3a B COOTBETCTBYIOIIMX IYHKTaX
PacHoOpSITUTENbHON YacTH MAr0TCs OTCHUTKHU: ... (mpmimoxenue N 1); ... (mpuioxkenue N 2); ...
"coriacHo NPUIIOKEHUIO", Ha IPUIIOKEHUU 0(POPMIISETCS OTMETKA O MPUIIOKEHUHU:

ITpunoxenne N 1

k npuka3zy ®bY "HaumenoBanue

opraHuzanuu"

or 12.11.2017 N 215
W3naHue BMECTE ¢ IPUKA30M MPUIIOKEHHM, HE YIIOMSIHYTBIX B TEKCTE IOKYMEHTA, HE I0ITyCKAETCA.
Ecnu 10KyMeHT, yTBEpXACHHBIN NMPUKAa30M, BIOCIEICTBUU JEUCTBYET B BUJE CaMOCTOSTEIHHOIO
JOKYMEHTa, Ha TMepBOM JIUCTE JOKYMEHTa B BEpPXHEM IIPaBOM YIJIy NPOCTaBiseTcs Ipud
yTBEpkKACHUS (ITPU HEOOXOAUMOCTH, - C YKa3aHUEM HOMepa MPUJIOKEHUS ), HallpUMep:

NucTpykius YTBEPXIEHA
npukazom ®bY "HaunmeHnoBanue
opraHuzanuun”



ot 22.01.2017 N 5
3.29. PacniopskeHust 0opOpMIISIFOTCS 110 T€M K€ MpaBHJiaM, YTO U MPUKa3bl, 32 UCKIIOYEHUEM TOrO,
9TO B KOHIIE MpeaMOYJIbl CTaBUTCS TBOCTOYHE, MOCIE YETrO CIEAYIOT MYHKTHI PACHOPSIUTEIHLHOM
yactu. Hampumep:

B nensax ncnonnenus npukasa ®bY "Haumenosanue opranuszanuu" ot 22 asrycra 2017 r.
"O0 opraHu3amyy ¥ MpoBeJeHNN KoHKypca "Jlydmmuii cekperaps kommanuu - 2017":
1. PykoBomuTensiM ynpaBlieHUH, OTAEIIOB U TJabopatopuii B cpok 10 10 centsopst 2017 r.
MIPEJICTaBUTh CBOU MPEAJIOKEHUS O KaHIUAATypax CEeKpeTapeil U Jeonponu3BOIUuTeNeH As
y4JacTusi B KOHKypce.
2. ..
PacnopspkeHust MOTYT HE UMETh TIpeaMOyJIbl.
3.30. Mo mnpencraBieHHUs Ha MOIIMUCH MPOEKT NpuKaza (paclopsDKEHHs) COTTIACOBBIBACTCS C
3aMHTEPECOBAHHBIMU JIMLIAMU B COOTBETCTBUHM € MyHKTaMHu 4.1 - 4.11 IIpumepHOl HHCTPYKLIUH.

3.31. Tlpuka3 mOANMCHIBAET PYKOBOJMUTENb OpraHW3allMd WIA JIMIO, WCIOJHSIONIEe €ro
00513aHHOCTH.

Pacnop;m(eHI/Ie IMOAIMUCBIBACTCA PYKOBOJUTCIICM H/WIIA UHBIMA YIIOJITHOMOYCHHBIMU UM JIMLIAMH.

3.32. Konuu npuka3zoB (pacHopspKEHHI) pacchUIalOTCS B COOTBETCTBUM C yKazaTeneM (JIUCTOM,
CIIMCKOM) PacChUIKH.

DJNIeKTpOHHAsl KOIUs TMpHUKa3za pa3MeniaeTcss B COOTBETCTBYIIEeH 0Oaze nanubix COJl mnam Ha
KOPIIOPaTUBHOM IIOpTaJie OpraHu3anuu B cetu "MHTepHeT".

3.33. [Ipu odopmiieHun rpukasza, H3[aBa€MOro COBMECTHO C IPYTOd OpraHu3aIuei:
0JIaHK HE UCIIOJIB3YETCS;

HAaUMEHOBAHUS OpTraHU3aIUi MeYaTaroTCs Ha OJHOM YPOBHE;

HauMmeHoBaHue Buaa nokymenrta (IIPUKA3) pacnonaraercst mo neHTpy.

JlaToil COBMECTHOroO IpuKasa SIBIIECTCA JaTa MPOCTABICHUS IOCIEAHEN MOANNUCH HAa JTOKYMEHTE.
PerucrpaliuoHHbIi HOMEDP COBMECTHOIO IIPHKa3a COCTOMT M3 PETUCTPALMOHHBIX HOMEpPOB,
IIPUCBOEHHBIX KaXJI0W U3 OpraHn3aluil U MPOCTABIISIEMBIX YEpe3 KOCYIO YEPTYy B MOPAIKE YKa3aHUS
OpraHu3aluil - aBTOPOB JTOKYMEHTA.

TexkcT CcOBMECTHOro IpHKa3a H3Jaraercs OT INEPBOr0 JIMLA MHOXXECTBEHHOIO YHCIIa
("mpuxa3piBaeM"), MOANKUCH PYKOBOJIUTENIEH OpraHU3alMi pacroiaraloTcss Ha OJTHOM YpOBHE cjeBa
Y CIIpaBa.

3.34. JleATenbHOCTh O COBMECTHOM BBIPaOOTKE PEIICHUN Ha 3aCEeNaHUsIX COBETOB, KOMHCCHIM,
COBEIIaHUAX 0(OPMIISETCS MPOTOKOIAMH.

[TpoTokoI cocTaBisieTcss HA OCHOBAaHUH JAUKTO(QOHHBIX (PYKOMUCHBIX) 3aMUCEH, MPOU3BEICHHBIX BO
BpeMsl 3aCEIaHus, INPEACTABICHHBIX TE3UCOB JOKIAIO0B M BBICTYIUICHHUH, CIPAaBOK, IPOEKTOB
peleHuii (TOCTaHOBJIEHUH).

[TpoToxon odopmisieTcss B TEYEHHE OJJHOTO - TPEX JAHEH Mocie MpOoBEACHUs 3aCedaHtsl, €CIIU CPOKH
€ro MOATOTOBKH HE OTOBOPEHBI 0¢000.

3.35. PekBu3uTaMM MPOTOKOJA SBISIIOTCA: HAaUMEHOBAaHWE OpraHW3allid, HAMMEHOBAaHUE BHUAA
JIOKYMEHTA, 3aroJIOBOK K TEKCTY, JlaTa U MECTO 3ace/laHus, PErUCTPAllMOHHBIM HOMEp IMPOTOKOJA,



TCKCT, IIOAITHUCH.

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

IMPOTOKOJ 3aCCJaHuA aTTECTAllMOHHON KOMHCCHU
IMPOTOKOJ 3aCCJaHUA Hay‘IHO-MeTOI[HlIGCKOﬁ KOMUCCHH.

Jaroil nmpoTokosia siBiIsieTcsl Aara 3acefqaHus. Ecnm 3acenaHue IpoaoJIKAaeTcss HECKOJIBKO THEH,
YKa3bIBA€TCs JlaTa Hayaja 3ace/laHus U Yepe3 THpe - 1aTa okoHyaHus: 12 - 13 mas 2018 r.

3.37. TekcT npoTOKOJIa IOJKEH COCTOSATh U3 JIBYX YacTei: BBOJAHOW M OCHOBHOM. B BBOHOI yacTu
MPOTOKOJIa  YKa3blBalOTCS (aMuianM mpexacenarens (MpeacenaTesIbCTBYIOIIET0); CEKpeTaps;
q)aMI/IJII/II/I YYaCTHUKOB, HNPUCYTCTBYIOIUX Ha 3aCCAaHUH; JIML, HNPUIIIAIICHHBIX Ha 3aCCIAaHUC,
MOBECTKA JIHS.

Ecnu koyMuecTBO MPUCYTCTBYIOIIMX HAa 3aCEIAaHUM IPEBbIIAET 15 4YeloBEK, B BBOJHOM 4YaCTH
MPOTOKOJIA JEJAaeTCsl CChUIKA HA CHUCOK, SIBJSIOIIMNCA HEOThEMJIEMOM 4YacThblO IPOTOKOJIA.
Hanpuwmep:

[TpucyrcTBoBanu: 25 yen. (CHUCOK MpUIaraeTcs).

BBosHass dYacTh MPOTOKOJA  3aKaHYMBACTCS  MOBECTKOW JIHSA, COJEpKalleld  IepedeHb
pacCMaTpUuBacMbIX BOIIPOCOB, ICPCUHUCIICHHLIX B IOPAAKE HUX O6CY)KI[CHI/I$I C YKa3aHUCM
JOKJIQTYUKA TI0 KaXKJIOMy paccMaTpruBacMoMy Borpocy. Bompocs! moBecTku AHS GOpMYyITUpPYIOTCS C
npemsioroM "o" ("06"), medararoTCs OT TPAHMIIBI JIEBOTO TIOJIT U HYMEPYIOTCS apaOCKUMU Iudpamu.

B ocHOBHOI yacTu IpOTOKOJIa PUKCUPYETCS XO/1 3acelaHusl.

3.38. TlomHBII TPOTOKOI COAEPIKHUT 3aMUCh TOTO, YTO MPOUCXOUIIO BO BPEMs 3acCe/IaHMsI, BKIIIOYast
BOITPOCHI K JOKJIAAYUKY, OTBETHI Ha HUX, BBICTYIIJICHUA B XOJC O6CY)KI[CHI/I${ BOIIpoOCa, pe3yJbTaTbl
TOJIOCOBAHUS 110 BOTIPOCY M NMPUHSATHIEC pelieHus. PekoMeHyeMblii o0paser; 0pOopMIICHHUS TTOTHOTO
nporokoia (npuioxenue N 4).

Kparkue mpOTOKONBI BEOYTCS TMPH PACCMOTPEHUH BOIMPOCOB OINEPATUBHOTO  XapaKTepa.
Pexomennyembiii oOpaszer; odopmieHus KpaTtkoro mnpotokosa (mpuioxenue N 5). B kpaTkom
NPOTOKOJIE (UKCHpYETCsl TeMa OOCYXAeHUs, (haMmins JOKIaT4hKa 10 BOMPOCY W TPHHSTHIC
peleHHs.

3.39. OcHOBHasg 4YacTh IOJHOTO IPOTOKOJA COCTOMT W3 pPa3JeioB, IMOCBAILIEHHBIX BOIPOCAM
NOBECTKU AHS. XOJ PACCMOTPEHUS KaKIOrO0 BOIPOCAa 3alMCBIBAETCS B IOCIEJOBATEIbHOCTHU:
CJIVIIAJIA - BBICTYIIWJIA - PEHIWJIIN.

[TocranoBneHue (peuieHre) B TEKCT IPOTOKOJA BHOCHUTCS MOJHOCTbIO B TOH (OpMYyITUPOBKE,
KOTOpas ObljIa IPUHATA HA 3aCeJaHUU; P HEOOXOUMOCTH MPUBOJIATCS UTOTH rojocoBanus: "3a -
..., IPOTUB - ..., BO3JIEPKAIOCH - ...".

3.40. [Ilporokon 3acenaHusi TMOJNUCHIBAETCS MpeacenareneM (MpeAcelaTeNbCTBYIOIMIUM) U
CEeKpeTapeM 3aceiaHus, eciid HHoe He ycTaHoBieHo JIHA.

3.41. Ilpu HeEoOXOAMMOCTH KOIWU TPOTOKOJIOB WJIM BBIMUCKH W3 TPOTOKOJIOB PACCHUIAIOTCS
3aNHTCPCCOBAHHBIM JIMIIAM B 3JICKTPOHHOM BHUAC B COOTBCTCTBUU C YKA3ATCIICM PACCBUIKH.

B BreImHCKE U3 IIPOTOKOJIa AOJIKHBI BOCIIPOU3BOAUTHCA BCC PEKBU3HTHI 3arojJJOBOYHOM 4YacTH
IMMPOTOKOJIa, BBOJAHAA 4YaCTb, BOIPOC MOBCCTKU AHA, IO KOTOPOMY TI'OTOBUTCA BBIIIHMCKA, U TCKCT,



OTpakaroIuii 00CyKIEHUE BOMPOCA U IPUHATOE PEIICHHUE.

3.42. JlenoBoe (cimyx)eOHOE) MUCHMO TOTOBUTCS Ha OnaHke mucbMa. [lpw cocTaBieHuu nuceM
Oo(OPMIISIFOTCS  PEKBU3UTBI: ajpecaT, 3arojoBOK K TEKCTy, TEKCT, IIOJANUCh, OTMETKa 00
UCIIOJTHUTENIC, B HEOOXOJMMBIX CIydasx - OTMETKa O TPUJIOKEHUHU. PexomeHmyemblii oOpaserr
odopmiaeHus aemoBoro nmuckMa (rmpuaoxenue N 6).

3.43. Ecnu mmchbMO SIBISIETCS. OTBETOM Ha TOCTYNHBIIMKA 3alpoC WM MPOCHOY, 3armoiHsIeTCs
PEKBU3UT "CChUIKA HA PETUCTPALIMOHHBIA HOMEP U JIaTy MOCTYNUBIIEro Muchma'.

HanmvenoBanme Buaa mokymeHTa ("mHUCbMO') M Pa3sHOBHAHOCTh NMUChMa (Hampumep, "mpockba',
"unpopmarnmonnoe", "compoBoautenpHoe", "3ampoc”, "HamomuHaHHE") B JCIOBBIX (CIYXEOHBIX)
MUChMaX HE YKa3bIBAIOTCSI.

Ecnau nucemo HampaBisieTcst agpecary IO 3JIEKTPOHHOM Iodre WM 1o (akcy 0e3 JOCBUIKH II0
1o4Te, BMECTO IIOYTOBOTO ajJpeca YKa3bIBaeTCS aJapec OJJIEKTPOHHOW TIOYTHl WM HOMEp
TenedoHa-gpakca.

3.44. [lenoBoe (cinyxeOHOE) MNHUCbMO JOJDKHO OBITh IOCBSIIEHO OJHOMY Bompocy. Ecnu
HEOOXOAMMO O00paTUThCs B  OPraHU3aAIMI0O OJHOBPEMEHHO IO HECKOJBKHM  BOIPOCAM,
PECKOMCHAYCTCA COCTABUTL OTACIIbHOC ITMCBbMO I10 KaXXJI0MY U3 HHUX.

ITuceMO MOKET KacaThbCs HECKOJIBKUX BOIIPOCOB, €CJIKM OHU B3aNMOCBA3aHBI.

3.45. B oqHoM muceMe He MOJDKHO OBITH 0OJiee YeThIpEX aapecaTroB, IIPU dTOM OCHOBHOH ajpecar
b
YKa3bIBa€TCs TIEPBBIM, OCTAIBHBIM aJipecaTaM MUChMO HAIPaBJISETCS AJI CBEICHHUS.

HpI/I H606XO)II/IMOCTI/I HaIllpaBUTb TIMCbMO 6oaneMy KOJIMYCCTBY aApeCcaToB, 'OTOBUTCA CIIMCOK
PACCBUIKH, U TMCbMa PACCBUIAOTCS IO CITUCKY.

3.46. Ilpum cocraBieHUM JAETOBBIX IIMCEM MCHOJb3YyEeTCAd BCTYNUTENbHOE oOOpalleHue u
3aKJIFOYUTEIbHAS ATUKETHAs (paza B COOTBETCTBHHU C IyHKTOM 2.43 [IpumepHON HHCTPYKLIMH.

3.47. TekcT nrchMa U3JIaracTC:

oT 1-ro numa MHOXKecTBeHHOTro uncna ("mpocum ...", "mpennaraem ...", "HanmoMuHaem ...");

oT 3-To Jrunma CAWMHCTBCHHOI'O 4YHCIIa ("Hpe)ll'[pI/IHTI/Ie CUUTACT BO3MOXHBIM ..., "I/IHCTI/ITYT HC

pacrnojaraer BO3MOKHOCTBIO ...");

oT 1-ro numa eguHCTBeHHOTO yricna ("mpomry ...", "mpemiara ..."), €ciii MUCbMO oQopMIIseTCs Ha

JOJIXKHOCTHOM OnaHke.

3.48. Ecnu mpoexT AenoBoro (ciayeOHOTo) MUChMa HAIPaBISETCS aIpecaTy IO TMOYTe, MPOEKT
TOTOBUTCSL B JIBYX DK3EMIUIApax: OJUH 3K3eMIULIp odopmisiercs Ha OlaHKe, BTOPOM 3K3eMILIp,
npeHa3HaYeHHBIN I BUSUPOBAHUS) - HA CTaHJAPTHBIX JIUCTaX Oymaru.

HenoBoe (cmyxebHOE) MHUCHMO [0 TPEACTABICHUS Ha TMOAMHUCH JODKHO OBITh COTJIACOBAHO
(3aBM3UPOBAHO) CO BCEMH 3aMHTEPECOBaHHBIMU JHLaMH. CorjacoBaHue (BU3UPOBAHME) JIETOBBIX
MIACEM ITPOBOJIUTCS B COOTBETCTBUHM C IMyHKTaMu 4.1 - 4.11 [IpumepHON HHCTPYKIIHH.

3.49. [lenoBoe (ciyxeOHOE) MHCbMO IMOANUCHIBACTCS PYKOBOIUTENEM OpraHU3alMd WIA HHBIM
yIIOTHOMOYEHHBIM WM JHIoM. lloamucanHoe penoBoe (CIy)keOHOE) THCHBMO —MOJJICKUT
pETUCTpaIy U OTIPABKE.

He AOIYCKACTCA OTHPABJIATH aApecaTaM IMMrucbMa, HEC UMCIOIHUEC JaThbl U PCTUCTPALITMOHHOI'O HOMCPA.



3.50. Ilocne mnoamucaHus NUCbMAa M €r0 PErucTpaluy dSK3EMIULIp MHCbMa C BU3aMU
3aMHTEPECOBAHHBIX JIUL IOMEIIAECTCS B IEII0.

3.51. AKTBI COCTaBJISIFOTCS HAa OCHOBE YTBEPIKJICHHBIX OpraHaMHu BJIACTH YHU(DUIUPOBAHHBIX (HOpM
WK B CBOOOMHOW QopMe B MENAX TMOATBEPKIACHUS (PAKTOB, CBSI3aHHBIX C JEATEIHHOCTHIO
opranuzaiuu. PekomeHngyemslii oopasert opopmienus akra (npuioxenne N 7).

3.52. Ilpum coCTaBI€HHHM aKTOB HCIOJB3YIOTCS PEKBU3UTHL: HAUMEHOBAHUE OPraHU3alLUU;
HalMEHOBAaHME BUJAA JOKYMEHTA; Jara JOKYMEHTA; PEerMCTPAaLlMOHHBIM HOMEp JOKYMEHTa; MECTO
COCTaBJICHUS WJIN U3JaHUs TIOKYMEHTA; 3ar0JIOBOK K TEKCTY; OAIMMKCH.

3.53. JlaToii aKTa sIBJS€TCS 1aTa COCTaBJICHUS aKTa M MOAMMCAHUS €T0 COCTABUTEIISIMU.

Eciu dopmoii akta mpenycMOTpPEHO €ro yTBEpXKACHHE PYKOBOAMTENIEM OpPraHU3alMH WM WHBIM
YIOJIHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM, AaTOW aKTa SBJISICTCS 1aTa €ro YTBEPKIACHUSI.

3.54. B BBOAHO! YacTu aKTa B UMEHUTEILHOM MaJIEKE YKA3bIBAIOTCA:

OCHOBaHUE COCTaBIICHUS aKTa (JIOKAJNbHBI HOPMATHUBHBIA aKT; PACHOPSAUTEIBHBIA JTIOKYMEHT
opranu3ainuu (TpuKas, pacrnopsikeHue); (paxkT uiam coObITHE, TOCTYKHMBIIEE OCHOBAHHEM JIsS
COCTaBIICHUS aKTa);

cocTtaBuTeNnM akTa (mepeuucnaroTcs mnocine cioBa "CocraBineH" ¢ yKa3aHUEM JIOJDKHOCTEH,
HAaMMEHOBAHMM  OpraHu3aliii, €cld COCTABUTEIM  SBJISIIOTCS  NPEICTABUTEIAMH  JIPYroi
opraHu3aruu, GaMuIni 1 HHUITHAIOB).

Ecnu akT cocraBiieH KOMHCCUEH, NEpBON yKa3bIBaeTcs (aMmiIns IpeaceaaTenss KOMUCCUHU, 3aTeM
YJICHOB KOMHMCCUH B aJI(paBUTHOM IMOPSJIKE.

3.55. B TekcTe akTa U3JararTcs IeU U 331a4l COCTABIICHHS aKTa, CYIIHOCTh, XapaKTep, METOIBI U
CPOKH TIPOJICIIAHHOM PabOThI, €€ Pe3yJIbTaThl.

HpI/I HCO6XOI[I/IMOCTI/I AKT MOXCET COACPIKATh BLIBOABI 1 PCKOMCHIAIINH.

B 3akmrounTenpHOM 4acTH aKTa YKa3bIBaAOTCA KOJIUYCCTBO IOATOTOBJICHHBIX 3K3EMIUIAPOB dKTa U
MCCTOHAXOXKIACHUC KaXIOIo OSK3EMILIApPA. Kommuectso OK3CMIUISIPOB  aKTa  OIPCACTIACTCA
KOJMYCCTBOM CTOPOH, 3aMHTCPCCOBAHHBIX B €TI0 COCTABJICHUU, NJIM HOPMAaTUBHbBIMU Tpe6OBaHI/I$IMI/I,
PEMIIaMCHTUPYIOIUMU COCTABJICHHUEC aKTOB KOHerTHOI\/II PAa3HOBHUIHOCTH.

3.56. 3K3CMHHHPBI aKTa MHOOAINUCBIBAKOTCA BCEMHU 4YJICHAMHU KOMHCCHUHU (CCJ'II/I aKT COCTaBJIAJICA
KOMHCCHeﬁ) HJIN COCTAaBUTCIIAMU U, ITPU H606XOHI/IMOCTI/I, IPpUCYTCTBOBABIIMMU JIMI[AMH.

HpI/I MOAINMMCAHUM aKTa MpeaAceaarcjicM W 4JICHaMW KOMHCCHUH HAWMMCHOBAHUA HX }IOH)KHOCTGI)’I HE
YKa3bIBAKOTCA.

Oco0oe MHEHUE COCTaBUTEId aKTa u3jIaractcs Ha OTACJIBHOM JIMCTC, MOANHUCBHIBACTCA H
MMpUIAracTcCs K aKTy.

3.57. Ecnm 3akoHonarenbcTBOM Poccuiickoit denepanuu npeaycCMOTPEHO O3HAKOMIICHHE C
COJIEpKaHUEM aKTa JIUI[, YIMOMSHYTHIX B aKTe, IMOJ TOJIWCh, Ha TOCICAHEH CTpaHUIIE aKTa
MpocTaBisieTcss O3HaKoMuTenbHas Buza "C akToM O3HaKOMIEH(bI)', MPU 3TOM YKa3bIBAIOTCA
HAaWMEHOBAaHHMS JIOJDKHOCTEH, JIMYHBIC TMONMUCH, paciIu(POBKH TMOAMUCEH, MaThl O3HAKOMIICHHUS.
Jluna, KOTOpbIE 3HAKOMSTCS C COAEPKAHMEM aKTa, UMEIOT MPABO HE COTJIACUTHCS C COJIEpKAHUEM
aKTa B I1IEJIOM WJW €r0 OTIEIbHBIMH TIOJOKECHHUSIMH, YTO JOJDKHO OBITh 3a(UKCHPOBAHO TIPH
03HAKOMJICHUH C aKTOM.



3.58. JloxmangHas (ciyxeOHasl) 3alMCKa HCIOJb3YeTCsl A ONEpaTUBHOrO HMH(OPMAIIMOHHOTO
o0OMEHa MeXJy CTPYKTYpHBIMH MOJpa3JeIeHUs MU U PYKOBOACTBOM. PekomeHnyemble 00pa3ibl
opopmieHHS JOKIATHOM 3aluCKA M CIHYXeOHOW 3amuCKH, TOATOTOBIEHHOW Ha OCHOBE
3JIeKTpOHHOrO 11abona (mpunokenus N 8, 9).

3.59. O0s3aTenbHBIMU PEKBU3UTAMH JOKIQJHON (CIy>KEOHOM) 3alMCKU SIBJISIOTCS: HAUMEHOBAHHE
CTPYKTYpPHOTO TOJpA3/Ie/ICHNs, HANMEHOBAaHUE BHJIA IOKYMEHTa (JOKJIaTHAs 3aIicKa, CIyXeOHas
3aIKcKa), 1aTa, 3aroJI0BOK K TEKCTY, aJpecaT, TEKCT, TOAIMHUCH.

3.60. Ilpu agpecoBaHuM TOKIAAHBIX (CIY>KEOHBIX) 3aMMCOK YKa3bIBAIOTCS B JaTCIIbHOM MaJexKe
JIOJDKHOCTB JIAIA, KOTOPOMY aIpeCOBaH JIOKyMEHT, (haMuius u nHuIMaisl. Harpumep:

3aMeCTUTENIO TeHEPAIbHOTO

nupektopa ®BY "HanMmenoBanue opranuzanuu”

Gamumus N.0.

WIIH:

PykoBogurento Jlenmapramenra

MH(OPMALIMOHHBIX TEXHOJIOTUI

Gamumus N.0.
3.61. Hdoxinanubie (ciyxeOHbIE) 3aMCKM MOTYT COCTaBJISTHCS, PACCMaTPUBATHCS U XPAaHUTHCS B
TE€YEHHE YCTAHOBJIEHHOI'O CPOKA UCKIIIOYUTENIBHO B 3JI€KTPOHHOM BHie B CO/I.
[Ipu opranmzanuu pabOThl C JOKJIATHBIMHU (CIYKEOHBIMH) 3allUCKaMU B JJIEKTPOHHOM BHJIE
MCIIOJIb3YIOTCS DJIEKTPOHHBIE A0IOHBI JOKJIAAHON U CITYy>KEOHOMN 3aMHCOK.

3.62. Texct moknamaHoOW (Cmy:KeOHOM) 3aMHMCKH, B 3aBUCHUMOCTH OT CIIOKHOCTH COJIEpKaHUS U
MPUBOJUMOM apryMEHTAllUU, COCTOUT U3 OJHOM, IBYX MJIM TPEX YaCTEH:

B HGpBOfI YaCTu U3JIararoTCsa INIpPHUYHHBI, (baKTI)I N CO6I)ITI/I$I, MOCIYKHUBIIMEC TIOBOJOM JJIA
COCTAaBJICHHU NOKYMCHTA;

BO BTOpOfI YacTH JA€TCs aHaJIM3 CIO0XKHUBILEHCS CUTyallur, BO3BMOXXHBIC BAPUAHTHI €€ PCIICHU,
B TpeT},eﬁ YacCTHU U3J1araroTCsa BbIBOIBI.

3.63. Peructpanus NOKIaAHBIX M CIYXEOHBIX 3amUCOK ocymiectBisercs B COJl, mpu oTCyTCTBUU
CD/] - B CTpYKTYpHOM MOJIpa3/IeI€HNH, TOATOTOBUBIIEM JOKYMEHT.

3.64. JlenoBble nucbMa, HampaBisieMble 3apyOexKHBbIM KOPPECIOHACHTaM (B TOM 4YHCIIE ajpecaTam
rocymapcTB - ObBmux pecnyonmuk B coctaBe CCCP), odopmisitorcss Ha OjaHke HUCbMA
OopraHu3alnr ¢ pCKBU3UTaMU Ha PYCCKOM U OJJTHOM U3 MHOCTPAHHBIX A3BIKOB.

3.65. IluceMo, HampaBIsieMoe 3apyOe)KHOMY aJIpecaTy, COCTABIISIETCS] HA PYCCKOM SI3bIKE, TPOXOIUT
COTJIJaCOBAaHME CO BCEMHU 3aMHTEPECOBAHHBIMU JIMIIAMH OPTaHU3ALMM, IIOCIE YEro MUChMO
MEPEeBOJUTCS Ha OJUH M3 MHOCTPAaHHBIX S3BIKOB (SI3BIK ajJipecara WM aHTJIUICKUN S3BIK) U
opopmisiercs Ha ONaHKe THChbMa, TMPEAHA3HAUYEHHOM JJs TEPENUCKH C 3apyOeKHBIMU
KOPPECIOH/IEHTaMH.

[TonnuHHUK MuUcbMa, 0OPMIICHHBIN Ha OJJHOM M3 MHOCTPAHHBIX SI3BIKOB, JIOJDKEH OBITh MICHTUYCH
M0 COZIEP KAHMIO SK3EMIUISIPY Ha PYCCKOM SI3bIKE C BU3aMHU 3aWHTEPECOBAHHBIX JIUILI.

3.66. Ha moanuck pyKOBOAWUTENIO TMPEACTABISIOTCS: DJK3EMIULSIP MHChbMa 3apyOeKHOMY
KOPPECHOHIEHTY, O(OpMIICHHBI Ha OJaHKe, KOMHUs JaHHOTO MHUChMa Ha CTaHAAPTHOM JIMCTE
OyMaru ¢ BU30M MCHOJIHUTENS, SK3EMIUIAP MUChMa Ha PYCCKOM SI3bIKE C BU3aMU 3aMHTEPECOBAHHBIX



JIULI.
3.67. Ilocne noanucanus MMCbMa PyKOBOJAUTEIEM UM UHBIM YIIOJIHOMOUYEHHBIM UM JIULIOM:

SK3EMIUIAp NHcbMa, OGOpMIICHHBIH Ha  OJllaHKe, TMOAMNHCAHHBIA  PYKOBOAMUTENEM U
3aperucTpupoBaHHbIil B Ciyx0e 1eI0mpon3BOICTBA, HAIIPABIISIETCS a/ipecary;

KOITMS IHChbMa C BHU30M HCIIOJHHUTENISA U 9K3CMILJIAp MMUCbMa, COCTaBJICHHBIM Ha PYCCKOM A3BIKE, C
BH3aMHU 3aUHTCPECOBAHHBIX JIMII ITIOMCIIAOTCA B JCJIO0.

3.68. ITucbMma, HampaBsieMble 3apyOeKHBIM aJipecaTam, TOJDKHBI UMETh PEKBU3HTHI: ajpecarT, Aarta,
PETUCTPAIIMOHHBIN HOMED, TEKCT, ITOIITUCH.

[Tpu HEOOXO0AMMOCTH MOTYT O(OPMIIATHCS PEKBU3UTHI ""CChIIIKA HA PETUCTPALIMOHHBINA HOMEP U ATy
noctynuBiiero nuceMa" M "3arosioBok K Tekcty'. Ha kxonmum nMcbma, momMeniaemMoi B JIENO,
JIOMIOJIHUTEIBHO MPOCTABIISIETCS] OTMETKA 00 UCTIOIHUTEIIE.

3.69. PekBusut "ampecat" odopmisieTcs crpaBa IMOJ PEKBU3UTAMH OJIaHKa. AJpecaToM MHCbMa
MOYKET OBITh OpraHU3aIMs WIA KOHKPETHOE JIUTIO.

Ecnu nucbMo agpecoBaHO OpraHu3allvd, CHavajla JaeTcs €€ HauMEHOBaHUE, 3aTe€M - MOYTOBBIH
aZipec B IIOCJIEJIOBATEJIbHOCTA: HOMEpP JlOMa WJIM 3/aHWs, Ha3BaHME YJIMIIbI; HAa3BaHWE TIOpOJa;
CTpaHa.

Kaxaplii smeMeHT aapeca NUIIETCS Ha OTIENbHOW cTpoke. HasBanuwe roponaa, kKak mpaBuIo,
revaTaeTcsl NponucHpIMU OykBamu. Hampumep:

Brook & Son Toymakers

61 - 71 Steel Street

BRIDGETOWN

BR61 7TRE

US.A.
CnoBa Avenue, Street, Place u uHble B azpece MUIIYTCs C IPOIMHCHON OYKBBI.
[lpu odopMieHWH TMOYTOBOTO ajpeca 3apyOeKHBIM KOPPECMOHICHTAaM ITYHKTYyaIlusl He
HIpUMEHSEeTCS.

[Tpu anpecoBaHuy MrceM HEOOXOJUMO YUHUTBHIBATH TPAAUIIUH, XapaKTepHbIE Ul OTACIbHBIX CTPaH
(nanpumep, B BennkoOpuTanuu nocie ykazaHusi ropojia MOXXeT ObITh yka3zaHo rpadcerso, B CHIA -
HA3BaHHE IITATA).

Ecnu B HazBaHuu HpupMbl npucyTcTBYeET hamuius iuia (Hanpumep, W. Edward & Co., Ltd), mepen
Ha3BaHHEM (DUPMBI IPUHATO CTABUTH cI0BO Messrs (cokpamienue ot Messieurs - rocroa).

Ecniu nuceMo anpecyercss KOHKPETHOMY JIMILy, I€peJ Ha3BaHMEM OpraHU3allud YKa3bIBaIOT
(baMUITHIO U TOJDKHOCTH pa0OTHUKA WITH €r0 JOJIKHOCTD.

Hanpumep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road



NEWTOWN

NE12 OLD

U.S.A
3.70. B nmuceMax 3apyOekHbIM aapecaraM gaTta o(OpMIISETCs CIOBECHO-IU(POBBIM CIIOCOOOM B
II0CJIEI0BATEIbHOCTH: IEHb MECS1a, MECALL, TO/.
Hanpumep: 24 suBaps 2017 r.

[Ipu cocTtaBieHMM @MCbMAa Ha AHIVIMHCKOM S3bIKE JoIlyckaercs odopMieHHne JaThl B
MOCJIEI0BATEIbHOCTHU: TO/I, Mecsll, 1eHb Mecsa. Hanpumep: 2017, January 24.

3.71. B nucbMax 3apyOeXHBIM aJpecaraM HCIOJIb3YIOTCS BCTYNHUTENIbHBIE OOpaIieHus 1o
JOJDKHOCTHU WITH 110 (paMuiinu aapecara. Hampumep:

YBaxaemblii rocrioiuH Toproselil COBETHUK!
VBaxxkaeMblil rocioaud AHrenoB!

3akaH4YMBAETCs MUCHMO 3aKITIOYUTEILHON ITUKETHOU (hpa3oil "C yBaxkeHueM, ...".

V. CornacoBanune npoekToB 10kyMeHTOB. [loanncanue
(yTBep:KIeHne) NPOEKTOB IOKYMEHTOB

4.1. CornacoBaHue IIpOeKTa JOKYMEHTa IIPOBOAUTCS IO €ro MOANUCAHUS PYKOBOJIUTENIEM B LIEJAX
OLICHKM COOTBETCTBUS IIPOEKTa 3aKOHOJAaTenbCcTBY Poccuiickoin denepauuu, JIOKaIbHBIM
HOPMAaTUBHBIM aKTaM OpraHU3aliy, KauecTBa U 3(PPEKTUBHOCTH MPEATIAraeMOro perIeHHUs.

CornacoBanue IMPOCKTAa AOKYMCHTA OpTraHu3ycTCd HEMMOCPEACTBCHHBIM HUCITOJTHUTCIIEM
(COCTaBI/ITeHeM) U PYKOBOAUTCIICM IOAPA3ACIICHUA-UCIIOIHUTEIIL W IMPOBOAUTCA B IpcAciiax
YCTAHOBJICHHOI'O CPOKa UCITOJIHCHU .

4.2, HpI/I HaJIMYUKU B OpraHu3aluu CQI[ COTJIaCOBAaHUEC IPOCKTOB JOKYMCHTOB OCYHICCTBIISACTCA B
ABTOMATHU3UPOBAHHOM PCKHUME MOCPCACTBOM HAIPABJICHUA MPOCKTOB MOOKYMCHTOB JIMIIAM,
HAa3HAYCHHBIM B KaUCCTBC COTJIACYIOIUX, U O(l)OpMJ'ICHI/ISI PE3YyJIbTATOB COI'JIACOBAHUS B CBH

CormacoBanue MMPOCKTOB JOKYMCHTOB MOKCT OCYHCCTBIATLECA TTOCPEACTBOM KOpHOpaTHBHOfI
BJICKTI)OHHOI\/II IIOYThI H Oq)OpMJ'IeHI/ISI HCIIOJIHUTCIIEM JINCTAa COIJIaCOBaHUA C TMPUITOKCHUEM
SJICKTPOHHBIX COO6IJ.I€HPII>1 JIMI, Y9aCTBOBABHIUX B COIIACOBAHUH MTPOCKTA JOKYMCHTA.

4.3. CorynacoBaHue NPOEKTOB JOKYMEHTOB C pa0OTHHKaMHM OpraHM3allud W/WIK JIPYTUMH
OpraHu3alsIMM OpPraHU3YeT HCIOJHUTENb TOCJE COIJIacoBaHUS B paboueM MOpsAKE MPOEKTa
JIOKYMEHTa C PYKOBOJUTENEM CTPYKTYPHOIO MOJpa3/esieHnss U B COOTBETCTBUU C MHCTPYKLMEH IO
JEIIONPOU3BOJACTBY  OpPraHM3allMM WJIM  UHBIMH  JIOKaJbHBIMM  HOPMAaTHUBHBIMU  aKTaMH,
PEryJIHpPYIOIKUMHU IPOLECC COTTIAaCOBAHUSI (BUSHPOBAHUS) IPOEKTOB JOKYMEHTOB.

4.4. ITpoeKThl JOKYMEHTOB COIIaCyOTCS:
HETIOCPEICTBEHHBIM HUCIIOJHUTEIEM U PYKOBOAUTEIEM MTOAPA3ICICHUA -UCIIOTHUATEIS;
COUCIIOTHUTEISAMHU (TIPH UX HATUYHH);

PYKOBOIMTENSIMU CTPYKTYPHBIX TOJpa3zesieHuii, paOOTHUKaMH OpraHM3allM, HalpaBiIeHUs
NESITeIbHOCTH W/HIM  (YHKIIMOHAJIBHBIE OOS3aHHOCTH KOTOPBIX 3aTParvBalOTCS B IPOEKTE
JOKYMEHTa W/WJIM KOTOPHIE YKa3aHbl B MPOEKTE JOKYMEHTa B KayecTBE HCIOJHUTENEH (B ciydae
BPEMEHHOI'O OTCYTCTBUSl PYKOBOAMTENS IOAPA3ACIEHUS NPOEKT JNOKYMEHTa BU3HMPYET JHMIIO,



BPEMEHHO UCTIOIHAIONIEE €ro 0053aHHOCTH);

3aMECTUTEISIMU PYKOBOJUTENSI OpPraHU3all{, KypUPYIOIIMMU 3aTPOHYTBIE B IPOEKTE JTOKyMEHTa
BOIPOCHI (€ciu JOKYMEHT MOIUCHIBAETCS (YTBEPKIACTCS) PYKOBOAUTEIEM OPTaHU3aINN);

IOPUINYECKOi ciyx00ii (mpoekToB JIHA, MpoeKkToB MpHKa3oB);
Cry>x001i 1eIonpOU3BO/ICTBA.

[IpoekTel JOKYMEHTOB, peanau3anusi KOTOPBIX TpeOyeT (PMHAHCOBBIX 3aTpar, COTIACOBBIBAIOTCS C
(MHAHCOBBIM MOAPA3CTICHHEM.

He nomyckaercst HanpaBisTh Ha COTJIACOBAHKE MPOEKT JTOKyMEHTa OJJHOBPEMEHHO JIBYM HIIU OoJjee
pabOTHUKAaM OJIHOTO CTPYKTYpPHOIO IOJpa3jieleHus. B KauecTBe JuI, COIIAacyrOIIUX IPOEKT
JIOKYMEHTA, JI0JKHBI BBICTYIIATh IPEUMYLIECTBEHHO PYKOBOJAUTEIH CTPYKTYPHBIX IIOIpa3ICICHUN.

4.5. BHemHee coriacoBaHu€ IPOEKTAa JOKYMEHTA OCYILECTBISAETCS MOCPEACTBOM HAIIPaBJICHUS
IIPOEKTA B JIPYIyH0 OPraHU3ALHIO C COINPOBOAUTENBHBIM ITIMCBMOM, B KOTOPOM YKAa3bIBAa€TCS CPOK
COTJIaCOBAHUS.

Ecnu opranuszanmu, corjacyroliue IOpOeKT TOKYMEHTa, SBIAIOTCA ydyacTHUKaMu ofHoi CO/JI,
COTJIACOBaHME MOXKET ObITh mpoBeaeHo B COJl 6e3 HampaBiIeHHS COMPOBOAUTEIHLHOTO MUCHMA U
OJTHOBPEMEHHO C BHYTPCHHHUM COTJIACOBAaHUEM.

4.6. Cpoku coriacoBaHus JIOKYMEHTOB YCTAHABIIMBAIOTCS HWHAWBHUAYAJIbHONM HWHCTPYKLUEH I10
JIeJIOTIPOU3BOJICTBY M/MAM HWHBIMHU JIOKAJIbHBIMA HOPMAaTUBHBIMU aKTaMU B 3aBUCHUMOCTH OT BUA
JOKyMEeHTa W o0beMa JOKyMEHTa, BKIOYas TpWIOKEeHUs K Hemy. Cpokd CcOTrTacoBaHHS
JIOKYMEHTOB COCTABIISIIOT <11>:

<11> WuauBuayanbHON HMHCTPYKLHMEH MO JeNONpPOU3BOACTBY MOTYT OBITh YCTaHOBIJIEHBI WHBIE
CPOKH COTJIaCOBaHMsI IPOEKTOB JOKYMEHTOB.

MIPOEKTHI JIETIOBBIX (CIIyXeOHBIX) mHceM - 1 - 3 pabouux nHs;
MPOEKTHI MPUKA30B 0e3 mpuiiokeHul - 1 - 3 pabouyux aHs;
MIPOEKTHI TIPUKA30B C MPHIOKESHUSIMH CIIPABOYHOTO XapakTepa - 3 - 5 pabounx IHEH;

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

NPOCKTHl JIOKATBHBIX HOPMATHUBHBIX aKTOB, YTBEPKIAEMBIX HETMOCPEJACTBEHHO IOAMUCHIO
pykoBoauTens (He 6onee 50 crpanun) - 5 - 10 pabounx nHei;

MPOEKTHI TPOTOKOJOB 3acelaHuii (COBEIIAaHW) TpU HEOOXOAMMOCTH WX COTJaCOBaHUS, B
3aBHCUMOCTH OT 00beMa JJoKyMeHTa - 1 - 3 pabouux JHs.

Cpoku corynacoBaHus MPOEKTOB JOKYMEHTOB, HAIpaBIsE€MbIX Ha BHELIHEE COIJIACOBAaHUE HE
JIOJDKHBI COCTaBIIATH Oosiee 30 KajeH apHbIX THEH.

B KOHKpeTHBIX ciy4asXx B 3aBUCHMOCTH OT COJIEpKaHUS M Ha3HAYCHUS JIOKYMEHTAa CpPOK
COTJIACOBaHUS MOXKET OBITh COKpAIEH WJIM YBEJIUYEH IO PELICHUIO0 PYKOBOAMTENS, KypUPYIOIIEro
HaIlpaBJIEHUE ACSITEIbHOCTH, IO KOTOPOMY FOTOBHUTCS MPOEKT PELICHUSI.



4.7. Odopmnenue pesynpraToB coryacoBanus JIHA u  pacnopsAUTENbHBIX JOKYMEHTOB
OCYILECTBIISICTCS. B BUJE B3, IPOCTABIISIEMbIX 3aWHTEPECOBAHHBIMH JIMLAMH HA IOCIIEAHEM JIMCTE
IpOEKTa JOKYMEHTa (Ha €ro JMLEBONH HIM OOOPOTHOW CTOpPOHE) MM Ha OTAEIBHOM JIUCTE
COIJIACOBAHUS, SIBJIAIOLIEMCS HEOThEMJIEMON yacThio ToOKyMeHTa. OTMETKH O coryiacoBaHuu (rpug
COTJIACOBAHUS W BU3bI) O(GOPMISIOTCS B COOTBETCTBMM ¢ NyHKTamu 2.45, 2.46IIpumepHoit
UHCTPYKLIUU.

[Ipu cornacoBaHuU [A€NOBBIX (CIIy’)KEOHBIX) MHUCEM BHU3bl IPOCTABISIOTCS Ha KOIWU IMHCHbMa
(BU30BOM 3K3EMILISP), KOTOPBIM IOCHE MOANMCAHUSA IOJUIMHHMKA IUCbMa WU €ro pPEerucTpaluu
MOMEIAeTCs B JIeJ10, WM Ha 000pOTe MOUIMHHUKA MUChMA, €CIIU MUChbMO HAIpaBIIseTCs aJpecary
1o (akcy WIM JIEKTPOHHOH ModTe. DTOT ke HK3EMIUIIpP MUChMa IOCIe OTIpaBKU ajapecaty (1o
dakcy uiu 3IeKTPOHHOM MOYTE B BUJIE SJIEKTPOHHOM KOMHMH) IOMEIIAETCS B JIEIO.

[TpoekThl MPOTOKOJOB BU3UPYIOTCS JULAMH, BBICTYNABIIMMHU Ha 3acelJaHUM (COBEIIAHWU) IIyTEeM
NPOCTaBIICHUS BHU3Bl HA JIEBOM IOJI€ JOKYMEHTAa HAlpOTHB  3allUCH  BBICTYIUICHUS
COOTBETCTBYIOILIETO PAOOTHHKA.

4.8. CornacoBanue NpPOEKTOB JOKYMEHTOB MOxkeT ocymecTBisatbest B COJI. Tlocnme 3aBepriueHus
MpoLEAYyphl CoriacoBaHus (MpU CO3AaHUU MOMIMHHHUKA JOKYMEHTa Ha OyMa)KHOM HOCHUTEJNE) JIUCT
coriacoBaHusi pacrneuartsiBaercss u3 COJl, mNpuKIaAbIBaeTCsl K HPOEKTYy JOKyMEHTa U
MPEJICTaBISIeTCS Ha TIOMUCH PYKOBOIUTEIIO OPraHU3aliy (MHOMY YITOJIHOMOYEHHOMY MM JIUILY).

CornacoBanre BHYTPEHHUX JOKYMEHTOB, CO3JaHUE, XPAHCHHE U HCIOJIb30BAaHUE KOTOPHIX
ocymiectBisiercs mocpenctsom COJI, mpoBoautcs B CO/] B 2IeKTPOHHOM BUJE.

HpI/I COTJIaCOBAHUHU ITPOCKTOB BHYTPCHHUX NOKYMCHTOB, CO3JIdHHBIX Ha 6YM3)KHOM HOCHUTCIIC, BU3bI
MMPOCTABJIAIOTCA HECMOCPEACTBCHHO HA MPOCKTC NOKYMCHTA.

4.9. Ilpn BHEIIHEM COIJIACOBAaHUH, MTOJyYEHHOM MHCHMOM, WM COTJIACOBAHUU IPOEKTA JTOKYMEHTA
KOJUIETHAJIbHBIM (COBEIATENIbHBIM) OPraHOM C (PUKcaIel pelieHus: 0 COrIacoBaHUU B NPOTOKOJIE
3acefaHusl MCIOJIHUTENb OQOPMIIET Ha NMPOEKTe JOKYMEHTa WM B JIMCTE COIJacOBaHUs Ipug
COIJIACOBaHUS B COOTBETCTBUU € MyHKTOM 2.45 ITpumepHoii uncTpykiuu. Ilucema o cornacoBanuun
(BBINKMCKA U3 MIPOTOKOJIA) MPUJIATAIOTCS K MPOEKTY IOKYMEHTA.

4.10. B xone cormacoBaHusi MpoOeKTa JOKYMEHTa pabOTHUK, COTIACYIONINI JOKYMEHT, IPUHUMAET
OJIHO M3 CIEAYIOLIUX PEIICHU:

COTJIaCOBaTh IMMPOCKT JOKYMCHTA 0e3 3aMe‘IaHHﬁ;
COTJIaCOBaTh MMPOCKT JOKYMCHTA C 3aMCUYAHUAMMU,
OTKJIOHUTB IMMPOCKT JOKYMCHTA,

yKa3aTh, YTO HE UMEET OTHOIIEHHUS K MPOEKTY JOKYMEHTa (PaCCMOTPEHHE BOIPOCA, MO KOTOPOMY
MPUHUMAETCS PEIlIeHUE, HEe BXOIUT B 0053aHHOCTU PaOOTHHKA).

BozpaxkeHnus no npoekTy npukasza (pacrnopsKeHHs), BOSHUKAIOUINE PU COTJIacOBaHUU, U3JIaraiorcs
B CIIPAaBKE, KOTOpPas MpUJlaraeTcs K MpoeKTy, Wi BHocutcs B CO/L.

Ecnu mpoekT JoKymMeHTa COrjacoBaH C 3aMEUaHUSIMM, 3TO O3HAYaeT, YTO 3aMEYaHHUsl HOCST
PENaKIMOHHBIM XapakTep, U MOcie UX MPUHATUS HCIOJIHHUTENIEM MPOEKT HE TpeOyeT MOBTOPHOTO
COTJIACOBAHUA.

[TpoekT JOKyMeHTa OTKIIOHSIETCS JTUIOM, COTIACYIOIINM JOKYMEHT, B CIIydasx:

HAJIMYUs CyHIECTBEHHBIX 3aMeUaHui 10 MPOEKTY JOKYMEHTA,



HECoryIacusd ¢ MPOCKTOM JOKYMCHTA.

4.11. HecornacoBaHHBIH HPOEKT TOKYMEHTa TpeOyeT JOpaOOTKU MO BHICKA3aHHBIM 3aMEUaHHSIM,
nepeo(OpMIICHUS ¥ TOBTOPHOTO COTJIACOBAHUSI.

4.12. Ecnu ipu 1opabOTKe MPOEKTa JOKYMEHTA UCIIOJHUTENh TPUHUMACT PEIICHHE HE YYUTHIBATH
3aMedaHue (3amMeuaHusi) Juia (JII), y9acTBOBABIIMX B COTVIACOBAHWH, UCIIOJHUTEIIEM TOTOBHUTCS
peecTp HEYUYTCHHBIX 3aMEYaHWi, KOTOPHI BMECT€ C MPOCKTOM JOKYMEHTa MPEICTaBISICTCS
PYKOBOJUTEIIO OpraHW3allid WM WHOMY YIOJHOMOYEHHOMY UM JIOJDKHOCTHOMY JIMILY,
MOIMMCHIBAIOIIEMY (YTBEPXKIAIOIIEMY) TOKYMEHT. PeecTp HeyuTEHHBIX 3aMEeUaHUil TTOAMUCHIBACTCS
PYKOBOJUTEINIEM CTPYKTYPHOTO TIOAPA3eIICHUS-UCTIOTHUTEIIS.

4.13. Pemenue o TOM, NPUHMMAaThb MWJIM HE NPUHUMATh HEYYTEHHBbIE 3aMEYaHUs IPUHUMAET
PYKOBOJUTEIID.

B ClIydac ¢€CJIM PYKOBOAUTCIIb HNPUHUMACT PCHICHUE O HCO6XOI[I/IMOCTI/I Y4eCTh 3aMC4aHusl,
OTKJIOHCHHBIC HCIIOJIHHUTCIIEM, UCIIOJIHUTCIIb IIOpaGaTBIBaCT IIPOCKT JOKYMCHTA B COOTBETCTBUHU C
BbICKA3aHHBIMHU 3aMCYaHUAMU.

Ecnu pykoBOAMTENs cOTJallaeTCsi ¢ MHEHHUEM HCIIOJHUTENS, OH MOJNUCHIBAeT (yTBEpXKIAeT)
JIOKYMEHT.

4.14. ]JloxymMeHTBI, HU3JaBacMbple OT HMEHU OpraHU3aluH, IOJIUCBHIBAIOTCA PYKOBOJIUTEIEM
OpraHM3alMy WM HWHBIMUA YIIOJHOMOYEHHBIMM MM JOJDKHOCTHBIMU JIHMIAMH (3aMECTUTENSIMU
PYKOBOAMTEIA  OpraHU3alvM, PYKOBOAUTEISAMU  CTPYKTYPHBIX  MOJAPa3[eiICHUN, HHBIMU
JTIOJKHOCTHBIMM JIMIIAMH B COOTBETCTBUM C UX KOMIIETEHIMEH, ONPEAEIIIEMON JOBEPEHHOCTAMH Ha
BBIIIOJIHEHUE OIPENEICHHBIX NEHCTBUM OT MMEHM OpraHU3allly, BHYTPEHHHUMH HOPMATHBHBIMU
JIOKYMEHTaMU OpTaHU3aliHN).

4.15. OTnenpHble BUABI BHYTPEHHUX JIOKYMEHTOB (CIyKE€OHbIE, 00BSICHUTENIbHBIE 3alIMCKH) HA UM
PYKOBOJUTENS CTPYKTYPHOTO MOJPA3JIEIEHUs] IMOAMUCHIBAIOTCS HCHOJHUTENEM (COCTaBUTENIEM),
€CJIM pa3pelaeMble IPU 3TOM BOIIPOCHI HE BBIXOST 3a MPEAEIbl €ro KOMIETEHIINH.

4.16. JlokyMeHTbI, HalpaBisieMble B BBICIIME OpPraHbl FOCYJapCTBEHHOM BIIACTH, HA MUMS INEPBBIX
pykoBoguTenel (¢eaepaibHbIX OPraHOB HCIOJHUTENBHOM BIACTH, PYKOBOJIUTENEH CyOBEKTOB
Poccuiickoit ®eneparuu u  3apyOeXHBIX TOCYAApPCTB, IOAMUCHIBAIOTCA  PYKOBOJAUTENIEM
OpraHMU3aIH UITU JINLIOM, UCIIOJIHSIOIIUM €r0 00sI3aHHOCTH.

4.17. JIOKyMEHTBI, HalpaBsIeMble B TOABEIOMCTBEHHbIE W CTOPOHHHE OpPraHU3aINH,
MOAIMCHIBAKOTCS 3aAMECTUTEIISIMU PYKOBOJUTEISI OPraHU3allMi, WHBIMH JOJDKHOCTHBIMHM JIMLAMH
OpraHU3aIMU B COOTBETCTBUU C MPEIOCTABICHHBIMU UM IMOJTHOMOYHSIMH.

4.18. JIOKyMEHT MOJIMTUCHIBACTCS JBYMS UM Oo0Jiee JIMIIAMH, €CJIU 3a COJIepIKaHue IOKyMEHTa HeCyT
OTBETCTBEHHOCTb  HECKOJBKO pPAOOTHUKOB  (JOKYMEHTBI, IOJATOTOBJIEHHbIE HECKOJIbKHUMHU
MOJpa3/IeIEHUSIMH WM OpraHU3alUsAME, paboyel rpymnmoii, komuccueil).

4.19. TlognuceiBaeTcsi, Kak MpaBUIO, OIWUH OJK3EMIUIIp A0KyMEHTa. COBMECTHBIM JIOKYMEHT
MOJIMUCHIBAETCI B KOJMYECTBE, COOTBETCTBYIOIIEM KOJMYECTBY OpraHU3alui, CO3AaBILIUX
JIOKYMEHT.

[Ipy HampaBieHUM TUChbMA WM BHYTPEHHET0 HH(OPMALIMOHHO-CIIPABOYHOTO JOKYMEHTa
HECKOJIBKUM ajipecaraM (He Oosiee YeThIpeX) MOAMMCHIBACTCS KaXAbI OTIPABISEMBIN K3EMIUISIP
JIOKYMEHTA.

4.20. Tlognmuck Ha MOKyMEHTE O(DOPMIISIETCS B COOTBETCTBUHU C MyHKTamu 2.47, 2.48 IlpumepHoi



WHCTPYKIUH.
4.21. VTBepieHUE JOKYMEHTA IPOU3BOJIUTCS:

HEMOCPEJCTBEHHO PYKOBOJUTENIEM - IPOCTaBICHHEM COOCTBEHHOPYYHOH moanucu B rpude
YTBEPKJICHHUS;

IIPUKA30M OpPTraHU3aLNH.

4.22. VYTBepKIAIOTCs MPaBHIIa, MMOJIOKEHUS, HHCTPYKIIMH, PETJIAMEHTBI, HEKOTOPBIC BUJBI aKTOB,
TUTAHBI, TIPOTPaMMbI M JPYTHE JOKYMEHTBHI, YCTAaHABIMBAIOIIME HOPMBI W/WIM PACCUYUTAHHBIC Ha
juaTensHoe npuMeHenue (mpuiaoxenue N 10).

Odopmnenue rpuda yTBEpKICHUS MPOU3BOAMTCS B COOTBETCTBUU C NMyHKTOM 2.41 IlpumepHoit
WHCTPYKIIUH.

4.23. Tlommuce pyKOBOAUTENS OpPraHU3alMM WJIM HMHOTO YINOJHOMOYEHHOIO MM JIMIIa Ha
JIOKYMEHTaX, TPEOYIOIMUX 0CO0O0ro YIOCTOBEPEHHUS WX TIOJJIMHHOCTH, a TaKKe Ha KOIUIX
JIOKYMEHTOB M BBIITUCKAX U3 JJOKYMEHTOB 3aBepsieTcs rnevathio (mputokenne N 11).

IleuaTts Ha JAOKYMCHTC ITPOCTABJIACTCA B COOTBCTCTBHUU C ITYHKTOM 2.49 HpHMepHOﬁ HHCTPYKIUH.

V. Opranu3anusi J0KyMeHT0000poTa

5.1. JIokyMeHTOOOOpOT BKJIIOYAET BCIO MOCIEAOBATEIHHOCTh MEPEMEIICHUI JOKYMEHTOB, a TaKKe
OTIEpaIlfH, COBEPIIAEMBbIE C JIOKYMEHTaMH B IPOIIECCE MX CO3/IaHUS M HMCTIOJHEHUs (MOJydeHHE,
OTIIpaBKa, MpeIBapUTENLHOE PACCMOTPEHUE, PETUCTPAIIUs, PACCMOTPEHUE PYKOBOUTEIIEM).

5.2. llenp opraHuzanuu JOKYMEHTOOOOpOTa - oOecreueHHe CBOEBPEMEHHOTO MPHUHATHS
YIOPaBICHUYECKUX PEUIEHU W HMX MCHOJIHEHMs. 3ajada JOKYMEHTOo0OOpoTa - OpraHu30BaTh
JIBIDKEHUE JIOKYMEHTOB IO HaMMeHee KOPOTKOMY NYTH C MUHUMAJIbHBIMHM 3aTpaTaMu Tpylaa H
BPEMEHM, B YCIIOBUAX JJIEKTPOHHOTO JOKYMEHTOOOOpOTa - OOECHeuuTh AOCTYN K JIOKYMEHTaM
nosib3oBarensiM CO/] B COOTBETCTBUM € IPEOCTABIEHHBIMUA UM IIPABAMH.

5.3. B ycnoBusix npumenenus COJl B opraHu3anuy HCHOJB3YIOTCS AJIEKTPOHHBIE TOKYMEHTHI, a
TaK)KE€ IEKTPOHHBIE KOIIMH JOKYMEHTOB, IIOJIyYEHHBIE B PE3Y/IbTaTe CKAHUPOBAHMS JOKYMEHTOB Ha
OyMaxxHOM Hocutene. JIOKyMEHThl OpraHM3alii, UMEIOIUE BpEMEHHbIE CPOKHM XpaHeHus (1o 10
JeT BKJIIOYUTENFHO) MOTYT CO3JaBaThCs, XPAaHUTHCA U MCIIOJIB30BaThCs MCKIIOYUTEIHHO B (opMme
AIIEKTPOHHBIX IOKYMEHTOB.

HepequL JOKYMCEHTOB, CO3/JaBaCMbIX, XPAaHUMBIX H HCIOJIB3YCMBIX HCKIIOYHUTCIBHO B (bopMe
SJICKTPOHHBIX JOKYMCHTOB, YTBCPIKIAACTCA PYKOBOAUTCIICM OpraHU3alnu.

5.4. Opranuzanus JBH)KEHHUS JOKYMEHTOB B YCIOBHUSIX 3JIEKTPOHHOTO JOKYMEHTOOOOpOTa
OCYIIECTBIISIETCS. B COOTBETCTBUU C PETJIAMEHTUPOBAHHBIMU MapIIPyTaMH, pa3padaThiBa€MbIMU
Cnyx00¥f  1emOnpoOU3BOACTBA. MapmpyTsl JIBWIKEHUS OPTraHU3AIMOHHO-PACTIOPAIATEIBHBIX
JOKYMEHTOB JIOJDKHBI OBITh ONTHMAJbHBIMU IO 3aTpaTaM BPEMEHH, HE JOJDKHBI JOMYyCKATh
OyONMUpYIOMMX  Omeparii ¥ BO3BPATHBIX  JIBIDKCHHM, HE  OOYCIOBJICHHBIX  JEIOBOU
HE00XO0IUMOCTBIO.

5.5. Opranuzanus JOKyMEHTOO0OpOTa OCHOBBIBAETCS HA IPUHITUTIAX
LEHTpaIN3alUu ONepaluii Mo MPUEMyY U OTIIPaBKe JOKYMEHTOB;

pacnpeacicHud OOKYMCHTOB Ha  OTOKYMCHTOIIOTOKH, HUMCIOIIINEC O,Z[I/IHaKOBBII\/JI MapuipyT



(MapmpyTH3aIus 10KyMEHTOB);

OpraHM3aly IPEABAPUTENBHOIO PACCMOTPEHUS BXOIAIIMX JOKYMEHTOB;

UCKIJIFOUEHHS BO3BPATHBIX JABMKEHUH JOKYMEHTA, HE 00YCIIOBJIEHHBIX JI€JI0BONH HEOOXOIUMOCTBIO;
OJIHOKPAaTHOCTH PETUCTPALIUU TOKYMEHTOB;

yCTpaHEeHUs] HEOOOCHOBAaHHBIX COTJIACOBAHUHN MPOEKTOB JTOKYMEHTOB;

BPEMEHHOM perjIaMeHTAallMH omnepauuii 1o o0paboTKe, pPAaCCMOTPEHHIO M  COTJIACOBAHUIO
JIOKYMEHTOB.

5.6. B  1OKyMEHTOOOOpOTE OpraHW3alui  BBIICISIOTCS  JIOKYMEHTONOTOKU:  BXOJSINUE
(mocTymnaroime) T0KyMEHThI; UCXOAIIMe (OTIPaBIIIeMbIe) TOKYMEHThI; BHYTPEHHHE TOKYMEHTHI. B
COCTAaBC BXOOAIUX U UCXOOAIIUX JOKYMCHTOB BbIACIIAIOTCA:

JIOKYMEHTBI OPTaHOB FOCYJaPCTBEHHOMN BJIACTH, OPTAaHOB MECTHOT'O CAMOYITPaBJICHUS;
JTOKYMEHTHI (PUIINATIOB U TEPPUTOPHATIEHO 000COOIEHHBIX MOAPA3ICICHUN;
JIOKYMEHTBI U3 TOCYAApCTBEHHBIX U HETOCYAApCTBEHHBIX OpraHU3aIuil;

3anpockl aemytatoB ['ocymapctBennoir [ymsr u uneHoB Coera @Deaepanuu, EMyTaToOB
3aKOHOJATEIbHBIX OpraHoB cyObekToB Poccuiickoit @enmepanii ¥ OpraHoB  MECTHOTO
CaMOYTIpaBJICHNUS,

oOpallleHus Tpa)/iaH;

JOKYMEHTBI M3 MPAaBUTEILCTBEHHBIX U HEMPAaBUTEIbCTBEHHBIX OpPraHU3allUil 3apyOeKHBIX CTpaH U
Jpyrue Tpynibl JOKYMEHTOB.

5.7. JocTaBKa M OTIIpaBKa JOKYMEHTOB B OpPraHU3alliy OCYIIECTBISIOTCS CPEICTBAMU MOYTOBOU
CBSI3U, (PerbIBErepCcKoi U KypbepCKOW CBSI3M, HAPOUHBIMU M PA3IMYHBIMU BHJAMH 3JIEKTPOCBSI3U
(pakcumunbHas, tenerpadHas, TenedOHHAs, HIEKTPOHHAS IMOYTA, CHCTEMa MEKBEIOMCTBEHHOTO
3JIEKTPOHHOT0 JI0KyMeHToobopoTa (MD/10) <12>, CO/I).

<12> JIns rocyqapcTBEHHBIX opraHu3anuii - yuactHukoB M3 J10.

5.8. B opranuzanuio A0CTaBISE€TCS KOPPECHOHAEHUMS B BHJE MHCEM, IMOYTOBBIX KapTOYEK,
OaHIeponel W TMaKkeToB, TMEUYaTHBIX W3JaHWM, TenerpamMM, Qakcorpamm, TenedoHOTpaMM,
ANIEKTPOHHBIX JIOKYMEHTOB U AJICKTPOHHBIX KOTIHI JOKYMEHTOB.

5.9. [Ipuem noxkymeHToB ocymiecTBisieTcss Ciy:x00# nenonpon3BocTBa. JJOKYMEHTHI, TTOTy4EHHBIC
paboTHUKaMU OT JPYTMX OpraHu3aluii, Takxke mnepenatorcs B CiyxOy AeTOmMpoOW3BOACTBA IS
pEerucTpaluy u/uin ydera.

5.10. Bce mocTynuBIIHE B OpraHU3aldi0 JIOKYMEHTHI TOJUIekKaT TEepBUYHOM 00padoTKe,
BKJIFOYAIOIIEH

IPOBEPKY MPaBUIIBHOCTU I0CTaBKH JJOKYMEHTOB;
IIPOBEPKY LIEJIOCTHOCTH YIAaKOBKU (KOHBEPTOB, IAKETOB);

BCKPBITHE YIIAKOBKH (32 HCKJIIOYCHHEM KOHBEPTOB, MAaKeTOB ¢ momeTkoil "Jlmuno" u rpadamu



OTpaHMYEHUS AOCTYIA K JOKYMEHTY);

IIPOBEPKY LIEIOCTHOCTH BXOJALIMX JOKYMEHTOB, BKIIIOUYasl IPUIIOKEHNUS,
YHUYTOXXEHUE KOHBEPTOB, IIAKETOB UIIU YIIAKOBKH;

IIPOCTABIICHUE OTMETKH O IOCTYIIJICHUU JOKYMEHTA B OPraHU3ALMIO.

5.11. OmnboYHO AOCTaBIEHHBIE JOKYMEHTBI MEPECHUIAIOTCS 110 HA3HAYEHUIO WJIM BO3BPALLAIOTCS
OTIpaBUTENIO. JIOKYMEHTBI, IOCTYNMBIIME B IOBPEKICHHOM YMAaKOBKe, IPOBEPSIIOTCA Ha
LIEJIOCTHOCTh, B TOM YMCJIE Ha HAJTMYNE MEXAHUYECKUX ITOBPEXKICHUI.

[TouToBBIC OTHpAaBIICHUsS, HECTAHJAPTHBIC MO BECy, pa3Mmepy, GopmMe, UMEIOIIUE HEPOBHOCTH IIO
0OKaM, 3aKJICCHHBIC JIMIIKOW JICHTOH, MMEIOIIMEe CTPAHHBIM 3amax, IBET, IMPEAINOIOKUTEIHHO
HMCIOIIUC BJIOKCHHA, HC XapPaKTCPHBIC JIA ITOYTOBBIX OTHpaBHGHHfI, HC BCKPBIBAKOTCA. O
MOJIYYEHUU TOJ03PUTENLHOTO MOYTOBOTO OTIIPABJICHUS JOKJIaAbIBaeTCs pykoBoauTento CiyKOblI
JIeJIOTPOU3BO/JICTBA U B CITYK0Y Oe30macHOCTH (TP €€ HAJTMYUN ).

5.12. llpn DOCTYIUIEHMM BXOJMAIIET0 JOKYMEHTAa B IIOBPEXKIECHHOH YNAKOBKE, IIOBPEXICHUU
JIOKYMEHTA, IPU OTCYTCTBUU B KOHBEpPTE (IIaKeTe) JOKYMEHTA, €r0 YaCTU WM MPUJIOKEHUN K HEMY,
a TaKXKe IPU OTCYTCTBUHM IOANMCH Ha BXOJSLIEM JOKYMEHTE COCTABIIAETCS aKT B JBYX HK3EMILIApax
Ha OyMa)XHOM HOCHTEJIE, TIOIMHUChIBAEMBbIi ABYMs paboTHHKamMu CIryKObI 1€II0IPOU3BOICTBA.

OIII/IH OK3CMIIIIP aKTa BMCCTC C BXOAAIIMM AOKYMCHTOM M €ro HpUJIOKCHUAMU NEPCAACTCA Ha
npeaABapUTCIbHOC pPACCMOTPCHUEC W PErucrpanuro, BTOpOfI OK3CMIIIAP aKTa BbICBLIACTCA
OTHPAaBUTCIIIO.

5.13. KoHBepThl, TaKeThl WIH yIaKOBKAa COXPAHSIOTCS M MPHUIATAIOTCS K BXOMAAIIUM JTIOKyMEHTaM B
CIIyJasix:

€CJIM TOJIBKO IO HUM MOKHO YCTAHOBUTDL OTIIPABUTECIIA UJIW JaTy OTIPABJICHUA,

€CJIM BXOJISIINMN JOKYMCHT HOCTYIIUJI IO3KE€ YKA3dHHOI'O B TCKCTC NJOKYMCHTA CPOKa HUCIIOJIHCHHA
HJIN OaTbl MCPOIIPUATUSA

npu 0O0JIBIIIOM PACXOXKACHUU MCKAY JaTaMU MMOAIIMCAaHUA U IMOJTYYCHHUA JOKYMCHTOB.

ITocae 3aBCPUICHUA pa60TBI C HOKYMCHTOM KOHBCPT BMCCTC C IOOKYMCHTOM IIOMCHIACTCA Ha
XPaHCHUC B JCJIO.

5.14. KouBeptsl (makeThl), uMeromue otMeTky "Jlnano" ("Private"), rpudsl orpanuyenus 1octymna K
JIOKYMEHTaM, COJIEepKalllUM CBEJICHHs KOH(UICHIMATBHOIO XapakTepa, He BCKPBIBAIOTCS H
HEepeaaAroTCs:

c ormeTkoi "JInuno" ("Private") - HemocpeacTBEHHO aapecary;

¢ TpudaMu OrpaHHUYEHHUsS JOCTyMa - B CIYKOYy KOH(MUISHIIMAIBLHOTO JAETIONPOU3BOJICTBA WIIH
pabotHuKy Ciy>kObI AEIOMPOU3BOJICTBA, B 00S3aHHOCTH KOTOPOT'O BXOJUT 00pabOTKa TOKYMEHTOB,
COJIepIKaIINX CBEJCHHS KOH(PHUACHIIMATHHOTO XapaKTepa.

5.15. Bxopsmue SIEKTpOHHBIE JOKYMEHTHI, TIIOCTYIIHBIIHE OT JPYTHX OpTaHU3alil TI0
ANIEKTPOHHOM  moute, mocpeactBom COJ1  wmwm MO0  npunumarorcs  Cimyx60i
JIeTIONIPOU3BOCTBA.

ONEKTPOHHbIE TOKYMEHTHI, MOCTYHUBIINE MO0 MH()OPMALIMOHHO-TEJIEKOMMYHUKALIMOHHBIM KaHajlaM
U TIOANMCAaHHbBIC YCUJICHHON KBAIM(UIIMPOBAHHOM MOANKUCHIO, BKIMovyatoTest B CO/] mocie npoBepku



AJIEKTPOHHOM HOJIMUCH U MOATBEPKIACHUS €€ IEHCTBUTEIBHOCTH <13>; 3JIeKTpPOHHBIE JOKYMEHTHI,
IOCTYNMBIIME OT APYTHX OpPraHU3alMil II0 JJICKTPOHHOW I0YT€ M IOAIMCAHHBIE YCUJICHHOU
HEKBATU(DUIIMPOBAHHON  MOANMUCHIO WM  TMPOCTOH  DIEKTPOHHOM  MOANHUCHIO,  MPOXOIST
IIPEIBAPUTEIBHOE  paccMOTpeHue u  Bkmovarorcs B COJ mpu  Hanuumm — Mexnay
OpraHM3alUeH-OTIpaBUTENIEM U OpraHM3alUel-ToNnydaTelneM  coriameHus o0  oOMeHe
JJIEKTPOHHBIMU JOKYMEHTaMHU, TOANMCAHHBIMYA COOTBETCTBYIOIIEH MOANNCHIO.

<13> HuHauBuAyaJbHOW WMHCTPYKLUMEH IO JEJIONPOU3BOJACTBY MOXET OBITh MpPEeayCMOTpEHa
pacrieyaTtka JOKYMEHTOB, IOCTYNMBIIMX B ()OpME 3JIEKTPOHHBIX JOKYMEHTOB, C IOCIEAYIOIIEH
opranu3zaiyei paboThl ¢ HUIMU KaK ¢ JIOKyMEHTaMH Ha OyMa)KHOM HOCHTEJIE.

5.16. [TepBuuHas o0paboTka 3JIEKTPOHHBIX JIOKYMEHTOB, MOJTyYEHHBIX o
MH(OPMaLlMOHHO-TEIEKOMMYHUKAIIMOHHBIM KaHajaMm cBs3M (3yekTpoHHas mnouta, M3JIO, caiit
OpraHu3alm) OT APYTrUX OpraHu3aluil ¥ rpaxJiaH, JOKHA COOTBETCTBOBATh TEXHOJIOIUU PabOTHI €
BXOJALIUMH IOKYMEHTAMHU.

5.17. IlepBuuHast oOpa0oTKa JOKYMEHTOB 3aBEepLIAeTCs MX paclpeieieHueM (COPTHUPOBKON) Ha
peructTpupyemMbie U Hepeructpupyembie (npuiokenne N 12) <14>,

<14> K nokymMeHTaM, He MOJIeKAIIUM PEruCTpallH, OTHOCATCA IOKYMEHTHI, He Tpedyroliue
WCIIOJTHEHUS ¥ HE COoJieprKalre nH(popMaIuu, UCIoJIb3yeMOU B CIIPABOYHBIX HIETISX.

5.18. Perucrpanust BXOAAMIMX JOKYMEHTOB OCYLIECTBISETCS HE3aBHCHMO OT CIOCO0a UX JOCTaBKU
onuH pa3: B CiyxOe Jelonpou3BOJCTBA WIM B CTPYKTYPHOM IMOApA3JIEICHUH OpraHu3alud B
COOTBETCTBUM C YCTAHOBJIEHHOM (pOpMOIi opraHn3aium 1eJ10npou3BoacTBa <15>.

<15> B UWHIMBHAy&JIbHOW WHCTPYKIUMU IO JEJIONPOM3BOJACTBY YCTaHABIMBACTCA MECTO
perucTpanmy BXOJSAIIMX JOKYMEHTOB (LleHTpanu3oBaHHO - B Ciyx0e Aenonpou3BOACTBA WIH B
Cnyx0e nenonpou3BOACTBA U CTPYKTYPHBIX IOJPA3JCIICHUSX), a TaKKe CHOoco0 perucrpaunuu (B
CD/] unu B perucTpaiioHHO-yYeTHBIX (popMax Ha OyMakHOM HOCHUTEIIE).

JlokyMeHTBI, TMOCTyHarolue W3 APYIMX OpraHu3aluid  HEMOCPEACTBEHHO B CTPYKTYpPHBIE
nojipa3fiesieHusi, HO TpeOyrollhe pPacCMOTPEHUs PYKOBOJCTBA, MEPEeNaloTcs JUIsl perucTpanuv U
MpeBapUTENHLHOTO paccMoTpeHus B Cinyk0y 1eIonpou3BOICTBA.

5.19. Peructpauusi BXOASIIMX JIOKYMEHTOB OCYIIECTBIISIETCS B JE€Hb MX MOCTYIUICHHS WU Ha
clenyromui pabounii 1IeHb IpU MOCTYIUIEHUH JOKYMEHTOB B KOHIIE padouero AHs WK B Hepabouee
BpeEMSL.

Peructparust oOpaieHnii rpak/iaH OCYIIECTBIISIETCSI B TEUCHHUE TPEX THEH ¢ MOMEHTa MOCTYIUICHHS
oOparenus <16>.

<16> ®enepanbHblii 3ak0H OT 2 Mast 2006 r. N 59-@3 "O mnopsiike paccMOTpEHHsI 0OpareHHi
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rpaxnal B Poccuiickoit ®eneparun” (Cobpanue 3akononatensctBa Poccuiickoit denepanuu, 2006,
N 19, ct. 2060; 2010, N 27, ct. 3410; N 31, ct. 4196; 2012, N 31, ct. 4470; 2013, N 19, ct. 2307; N
27, cr. 3474; 2014, N 48, c1. 6638; 2015, N 45, ct. 6206; 2017, N 49, c1. 7327).

5.20. CBeneHusi O TMOCTYIHUBIIEM JOKYMCHTE BHOCSTCA B JJIEKTPOHHYIO PETUCTPAUOHHYIO
kaptouky (OPK) CDJ] wmm perucrpalyioHHO-YYeTHYIO (GopMy Ha OyMaKHOM HOCHUTENE, a
HOCTYIHBIIEMY JOKYMEHTY ITPUCBAUBACTCS PETHCTPAIIMOHHBIA HOMEP.

PeructpaiinoHHbIii HOMEpP BXOMSINErO JTOKYMEHTAa COCTOHUT W3 IMOPSIKOBOTO HOMEpA JOKYMEHTa B
npefenax —KaJCHIApPHOTO Tojia, KOTOPBIA MOXET OBITh JOMOJHEH UU(QPOBBIMUA WA
OYKBEHHO-IIU(POBBIMU KOJIaMU (MHIEKCAMH) TI0 UCTIOIB3YeMbIM Kllaccuukaropam <17>.

<17> Crpykrypa perucTpajuOHHOTO HOMEpa BXOISILIEro JOKYMEHTa  OIpeleNsercs
WHJVBHIyAJIbHOW MHCTPYKIMEHN IO IEJIONPOU3BOICTBY OpraHU3alUHY.

5.21. Ha Bcex 3aperucTpupOBaHHbIX JOKYMEHTaX, 332 MCKJIIOUCHHEM JOKYMEHTOB, NOCTYIUBIIUX B
dopMe BIEKTPOHHBIX JOKYMEHTOB, IPOCTAaBIISIIOTCS OTMETKHM O IOCTYIUIEHHU JIOKYMEHTa B
opraHuzanyio. B oTMeTke O NOCTYIUIEHUM AOKyMEHTa (UKCUPYIOTCS JaTa MOCTYIUIeHUs (Ipu
HEO0OXOUMOCTH - BpeMs MOCTYIJICHUS B YacaX U MUHYTaxX) U BXOJASALIUN PErUCTPALIMOHHBIA HOMED
JIOKYMEHTa B COOTBETCTBUU C MyHKTOM 2.36 [IpuMepHOil THCTPYKLIMH.

5.22. JIOKyMEHTBI, MOCTYNUBLINE Ha OyMa)KHOM HOCHUTENE, CKaHUPYIOTCS, 3JEKTPOHHAs KOIMUs
nokyMmeHTa Bkitouaercs B COJ1 u npucoenunsercs k OPK nokymenra.

5.23. KoppecnoHieHIMsi Ha MHOCTPAHHBIX SI3bIKAX, aJpPECOBAaHHAs PYKOBOJCTBY OpraHH3allHH,
nociie peructpanuu B Ciry:x0e Je0npor3BOCTBA MEPEIaeTCsi B COOTBETCTBYIOIIEE MOIpa3eicHue
Wi PaOOTHUKY OPraHM3allMU JUIsl TEpPeBOJa W TOCIEYIONIeH Tmepeaayd Ha PacCMOTPEHUE
PYKOBOJCTBA. Nnas KOPPECIIOHACHIIUA Ha HWHOCTPAHHBIX A3BIKAX IEPCAACTCA IO HAa3HAYCHUIO
HETOCPEJCTBEHHO B CTPYKTYPHBIC TIOIPa3 ICIICHUSI.

5.24. IlpenBapuTenbHOE PAcCMOTPEHHME MPOBOAUTCS B LENSIX PACHpPENesIeHUs IMOCTYMAIOUUX B
OpraHu3allii0 JOKyMEHTOB Ha TpeOyromue o005S3aTeIbHOTO PacCMOTPEHUs PYKOBOJCTBOM
OpraHU3aly U HAIPABIIIEMbIEC HEITOCPEICTBEHHO B CTPYKTYPHBIE TIOIPA3/IEICHUS.

5.25. TlpenBaputenbHOE pacCMOTPEHHE BXOIAIIMX TOKYMEHTOB ocymiecTBisiercss B CiyxoOe
JIETIOTIPOU3BO/JICTBA MOCJE PETUCTPALIMH IOKYMEHTOB.

[IpenBapuTelbHOE PACCMOTPEHUE MOYKET MPOBOJAUTHCA IO PETUCTPALMU B CIIydae IMOCTYIUICHHS
JOKYMEHTOB C OTMETKamH, TPeOYIOIMIMMH HEe3aMeUINTEILHOTO PACCMOTPEHUS W HCIOJIHEHUS
JIOKYMEHTA.

5.26. IlpenBapuTeabHOMY pPAaCCMOTPEHHMIO TMOMJIEKAT BXOASNIME JIOKYMEHTHI, aJpECOBAaHHBIC B
OpraHU3aIMIO U HA UMS €€ PYKOBOUTENS.

JIoKyMeHTBI, agpecOBaHHbIE MOAPA3ACICHUSIM, PYKOBOJUTEISAM IMOAPA3ACICHUN U CIIEHHAATUCTAM,
NepeaalTcsl B CTPYKTYpPHBIE TOpasiesieH s 0e3 mpeABapUTeIbLHOr0 paccMoTpenus <18>.

<18> CocraB JOKYMEHTOB, MOJJICKAIIUX MPEABAPUTEIHPHOMY PACCMOTPEHUIO B OpraHHU3allNH,
MOXKET GBITB KOHKPCTHU3UPOBAH B HHI[HBHI[y&HLHOﬁ HWHCTPYKIUU IO ACTIOMPOU3BOACTBY.



5.27. IlpenBapuTenbHOE paCCMOTPEHHE OCYILECTBIIAETCS UCXO U3 OLIEHKU COEP KaHUS BXOASIINX
JOKYMEHTOB, C YY€TOM YCTAHOBJIIEHHOTO B OpraHU3allMU pacrpenaesieHus (yHKIHMOHATBHBIX
00s13aHHOCTEHl MeXJly PYKOBOJIUTENEM OpraHM3alllud, €ro 3aMEeCTUTENIIMH, PYKOBOAUTEISIMHU
CTPYKTYPHBIX ITOAPA3ACIICHUMN.

5.28. Ilo pesynpTaTam NpPEIBAPUTEIBLHOIO PACCMOTPEHHUS JOKYMEHTBHI pACHpPENEISAIOTCS Ha
JIOKYMEHTOIIOTOKH, HAaIlPaBJISIEMbIE:

Ha PAacCMOTPEHHUE PYKOBOAMUTENSI OpraHu3aludud (JOKYMEHTBI, IOCTYMAlOUIMe U3 OpPraHoB
roCy/IapCTBEHHOW BJIACTU, OPraHOB MECTHOTO CaMOYIIPABIICHHUs, IOKYMEHTHI 110 HanboJiee BaKHBIM
Y IIPUHIUITHATBHBIM BOIIPOCAM JICSITEIIbHOCTA OpraHUu3alim);

Ha PAaCCMOTPEHHE 3aMECTUTENIEM PYKOBOAUTENS (JOKYMEHTBHI MO HAIPaBICHUSM JEATEIbHOCTH,
KYpPUPYEMBIX COOTBETCTBYIOIIMMH 3aMECTUTEISIMHU );

Ha paCCMOTPCHUEC MHBIX pYKOBOI[I/ITeJIef/'I, TJIaBHBIX W BEAYIIUX CIICHHUATIUCTOB,

Ha pAacCCMOTPEHUE M HCIIOJHEHUE B CTPYKTYpHBIE IIOAPA3JEICHUs II0 HAINPABICHUAM HX
JeATEIbHOCTH.

529. TIlo 3aBepmicHWM  TPEIBAPUTEIHLHOTO  PACCMOTPEHUS  JIOKYMEHTHI  TEPEIaroTCs
COOTBETCTBYIOIIUM PYKOBOIMTEISIM JUISI PACCMOTPEHHUS M BBIHECCHHS PE30JIONUN (yKa3aHHWH 110
HCIIOJTHCHHIO).

5.30. PaccmoTpeHne TOKyMEHTOB PYKOBOJAUTEIIEM OCYIIECTBISICTCS B JIEHb Mepelayd JOKYMEHTOB
PYKOBOIMTENIO WM Ha CIEAYIOUIMI pabouyuil AeHb, €ClIM JTOKYMEHTHI MepelaHbl PYKOBOJICTBY B
KOHIIE paboyero JHs.

JlokyMeHThI, TpeOyIoIie CPOYHOTO PACCMOTPEHHMS, a TakKe TelerpaMMmbl U TelaeOHOTPaMMBI
paccMaTpuBarOTCA PYKOBOAUTENEM HE3aMEATUTENBHO.

5.31. Pe3ynbTarel pacCMOTPEHHS JOKYMEHTA PYKOBOJUTEIEM OpraHU3AIMH, €r0 3aMECTHTEIISIMH,
PYKOBOAMTENSIMU TOJIpa3eNieHuil 0hOpMIISIOTCS B BUIE PE3OJIONHH B COOTBETCTBUU C IMYHKTOM
2.43 [IpumepHOIl MUHCTPYKIIMH.

5.32. CmepeHuss O pe30dIONUU (UCHOTHUTENb, COAEPKAHHE TOPYUYEHUS, CPOK HCIIOTHEHHS)
cnenpanuctoM CiyxObl nenonpousBojictBa BHocsiTcss B OPK CDOJI, mocne 4ero HMCHOTHUTETH
MONTy4aloT JOCTYM K DJIEKTPOHHOMY JOKYMEHTY WM DJICKTPOHHOW KOMHH JOKYMEHTa, €Cld
JOKYMEHT TIOCTYITWIJI Ha OyMa)KHOM HOCHUTETIE.

5.33. JIokyMeHTHI, IOCTYIAIOIINEe Ha OYMa)KHOM HOCHUTEJIE, TIOCIIe UX PETHCTpAIliU, BKIIOUEHUS B
C3O1 B BHAE DHIEKTPOHHBIX KOMMM W pPAacCMOTPEHUsI PYKOBOJCTBOM MEpPENAlOTCS B
COOTBETCTBYIOIIME CTPYKTYpPHBIE TOJPA3CICHHS] HAa WCIOJHEHHWE WM TOMEMAlOTCS B JIENO B
Crmy>x0e 1elonpor3Bo/ICTBA B COOTBETCTBUH ¢ HOMEHKJIATYPOH J1eJ OpraHu3alluu.

Jns ¢ukcauuu ¢akra nepegauyd BXOJSAIIMX JIOKYMEHTOB M WX KOMUNH Ha OyMa)XHOM HOCHUTENe
UCTIOJIHUTENISIM B CTPYKTYPHBIE MOJPa3/IeleHusT MOTYT HCIOJIb30BaThCS >KypHabl (peecTpsl)
nepeaadn JOKyMEHTOB.

5.34. Ilpu OyMaXKHOM JOKYMEHTOOOOpPOTE TMOJJIMHHUKH BXOISAIIMX JOKYMEHTOB, B CIIydae
Ha3HA4YCHUSA HECKOJBKUX HUCIIOIHUTEIIEH nepcaaroTcss OTBETCTBCHHOMY HCIIOJIHUTCII0, OCTAJIbHBIM
ucnonuutensaM Ciyxx0a 1e710Mponu3BOICTBA NIEpeaeT KON JOKYMEHTA.

5.35. Hcxopsamme JOKYMEHTBI, 3aBU3MPOBAHHBIE BCEMM 3aMHTEPECOBAHHBIMU JIMLIAMH M



MOAMUCAHHBIE PYKOBOJIUTEIEM WM HMHBIM YINOJTHOMOYEHHBIM WM JHIIOM, PETUCTPUPYIOTCS B
Cnyx0€ 1enonpon3Bo/ICTBa OpraHU3aI|H.

5.36. Peructpamusi UCXOISMIMX JOKYMEHTOB OCYILECTBISETCS B JC€Hb MOJMUCAHUS WIA Ha
CIEIYIOIUNA padOuYuil JeHb, €CIM JTOKYMEHTHI OBbLUTM IOAMKMCAHBI B KOHIIE pabodero IHS WK B
Hepabouee Bpemsi.

5.37. llepen peructpamueil UCXomAmMX IOKyMeHTOB Ciyx0a elomnpou3BOJACTBA HPOBEPSET
IPaBUWIBHOCTh O(OPMIIEHUS JAOKYMEHTOB (B TOM YHWCII€ HAJIW4HME IMOANUCEH, BU3, MPaBUIBHOCTh
HarucaHusAa aﬂpeCOB), a TAaKXKXC YKa3aHHBIX B UCXOIAIIUX JOKYMCHTax HpHHO)KeHHﬁ, COOTBCTCTBUC
KOJINYECTBA IK3EMIUISIPOB KOJIMYECTBY aJpecaToB IO YKa3aTeN0 PAcChUIKM, HAJIM4YUE OTMETKH 00
UCIIOJIHUTEIIE.

5.38. Ilpu peructpauun ucxozgsuiero nuckMa B COJl cBemenust 00 OTHPABIISIEMOM JIOKYMEHTE
dukcupyrorcsa B OPK, Kk KOTOpoii MpUKpETIseTcs 2IEKTPOHHAS KOMUS OTIIPABIIEMOT0 TOKYMEHTA.

Ecin OPK Obuta co3zgana B COJl mpu MOATOTOBKE MPOEKTa JIOKYMEHTA, TO IMpPH perucrpanuu
UCXOJSIET0 JOKyMEHTa B Hee JO0aBISIOTCS CBEOCHUS O PEruCTPallMOHHOM HOMEpe, jaaTe
PETUCTpAINH U IPYTHE CBEACHUS 00 UCXOSIIEM IOKYMEHTE.

5.39. PerucrpaiimoHHblii HOMEP UCXOJSIIETO JIOKYMEHTa JOHKEH COCTOSTh M3 KOJOB (MHICKCOB) B
COOTBETCTBUM C TPUMEHSEMBIMH KiIaccu(UKaTOpaMH M TOPSAKOBOIO HOMeEpa JOKYMEHTa B
npejienax KajaeHIapHoro roja.

Jlata peructpanuy U perucTpalMOHHBI HOMEp MPOCTABIIAIOTCS HAa OTIIPABISEMOM JOKYMEHTE, a
TaK)K€ Ha KOIUHU MCXOJSIIET0 TOKYMEHTA, OCTAIOLIEICs B JIele, B COOTBETCTBUM C MyHKTamu 2.35,
2.36 [IpumepHOIl MHCTPYKIIMH.

5.40. Hcxopsmmii JOKYMEHT, TOJMUCAHHBIA PYKOBOAMUTEIEM OpraHU3allUd WA  HHBIM
YIOJIHOMOYEHHBIM MM JOJDKHOCTHBIM JIMIIOM, TEpeNaeTcs Ha OTIpPaBKy, KOMUS JOKYMEHTa Ha
OyMa)XHOM HOCHUTEJIE C BU3aMH IIOMEIIAETCs B JEJI0 B COOTBETCTBUU C HOMEHKIIATYpPO JIE.

ONEKTPOHHbIE JOKYMEHTBI MOCJIE UX MOJANUCAHUS 3JIEKTPOHHOW MOJNMUCHI0 U OTIPABKU ajapecary
xpaHsTcs B 6aze nanubix CO/I.

5.41. B 3aBUCHMOCTH OT COAEpX aHUSI U CPOYHOCTU OKYMEHTHI, OTIPABISIEMbIE U3 OpPraHU3allNU,
JOCTABIISIIOTCSL apecaTaM CPEACTBaMH IOYTOBOH, (PEeIbIBErepCKOil CBSI3M, CIEICBS3H, KyphepOM,
DKCIIpEeCC-TIOUTOM, a TakKe TMepelalTcs MO KaHajdaM »dIIEKTPOCBs3U ((PaKkCUMUIBbHAS CBS3b,
tenerpad, TenedoH, anekrponHas noyra, M3J10, CO/).

O6paboTka KOPPECIOHJCHIIUY Il OTIIPABKU MTOYTOBOM CBSI3bI0 OCYILECTBIISETCS B COOTBETCTBUU C
IIpaBunamMu oka3aHUs yCIIyT MOYTOBOU CBsI3U <19>.

<19> Ilpuka3 MuHucTtepcTBa CBSI3M M MaccoBbIX KOMMyHuKauuil Poccuiickoit denepanun ot 31
utonsg 2014 r. N 234 "O6 yrBepxnaenun [lpaBun okazaHuss yciayr mOYTOBOW cCBsi3u"
(3apeructpupoBad B MuHnuctepcrse toctuiuu Poccuiickoit @enepanuu 26 nexadbps 2014 r.,
peructpaunoHHbld N 35442), ¢ u3MeHEeHUsMU, BHECEHHBIMH MpPHKa30M MUHUCTEPCTBA CBS3U U
MaccoBbIX KoMMyHuKauuii Poccuiickoit ®@enepamuun ot 13 despans 2018 r. N 61 "O BHeceHuu
W3MEHEHUHN B puKa3 MUHUCTEPCTBA CBSI3M M MAacCOBbIX KOMMYyHUKanuid Poccuiickoit denepaunn
or 31 wmons 2014 r. N 234 "OG yrBepxnaenuu IlpaBuii okazaHHsl yCIyr IOYTOBOM CBSI3U"
(3apeructpupoBadn B MuHHcTepcTBe Ioctunmu Poccuiickoit ®eneparmu 28 mapra 2018 T,
perucrparonsbiii N 50545).
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5.42. ]JIoKyMeHTBI, HE€ UMEIOUIME AaJPECHOM YacTH, MPUHUMAIOTCI Ha OTIPaBKy C
CONPOBOJUTEIBHBIMU TMHUCbMaMHU (32 MCKIIOUYEHHEM KOIMHM pacrnopsAUTENbHBIX JTIOKYMEHTOB,
HAIPAaBIIIEMBIX B M10JIBEJOMCTBEHHbIE OPraHU3aLINN ).

HenpaBunbHo ohopMIICHHBIE TOKYMEHTHI U KOPPECHOHJIEHIUS HECITYKEOHOro Xapakrepa K
OTIPABKE HE MPUHUMAIOTCSI U BO3BPAIIAIOTCS UCIIOJHUTEIIO.

JIOKyMEeHTBI, MOAJEXAIIUe OTIpaBKe, IOJKHBI 00pabaThIBaThCS W OTMNPABIATHCS B JI€Hb HUX
MOJNMCAHUS ¥ PETUCTPAIIMU WM Ha CIEAYIOUINA pabouuii 1eHb.

5.43. Jlocbuika WK 3aME€Ha paHee OTIPABICHHOIO JOKYMEHTA OCYLIECTBIISIETCA 110 YKa3aHUIO JUIIa,
MOJMUCABIIETO IOKYMEHT.

5.44. Tlpoxox/ieHne BHYTPEHHHUX JOKYMEHTOB Ha 3Tamax MX MOJATOTOBKH U O(OPMIICHHS JOJIKHO
COOTBETCTBOBATh IPOXOXKIACHUIO HCXOIALIUX JTOKYMEHTOB, a Ha JTalle MCIIOJHEHHUS - BXOAALIUX
JIOKYMEHTOB.

5.45. IIpoeKTbl pacropsiIUTENbHBIX JOKYMEHTOB (IIPUKA30B, PaClOPsHKEHUN ), TOATOTOBJIEHHBIX IS
MOJAIMCAHUS, 10CE MOATOTOBKM M COIVIACOBAHMS C 3aMHTEPECOBAHHBIMH JIMLIAMU IEPENAIOTCSA B
CnyxOy nenonpon3BoACTBA ISl IPOBEPKH MPABUIBHOCTH UX O(POPMIICHHS.

5.46. [IpaBunbHO 0GOPMIICHHBIE MTPUKA3HI, PACIIOPSIKEHUS MEPeIaloTCs Ha MOAMUCH PYKOBOIUTEIIO
OpraHU3aIy WX UHOMY YITOJTHOMOYECHHOMY UM JIUILY.

5.47. lloanucaHHble NpUKa3bl, PAaCHOPSIKEHHUS] IO OCHOBHOW JIE€ATENbHOCTH PETUCTPUPYIOTCA B
Cnyx0e nenonpounsBojactsa <20>.

<20> [ToaroroBka IIPUKA30B IO JIMYHOMY COCTaBy K TIOAINMCAHWUIO PYKOBOAUTCIEM W HUX
perucTpanyrsa OCymeCTBIAIOTCA MOAPA3ACICHUEM IO YIIPABJICHHUIO ITEPCOHATIOM.

[TpukazaM, pacopsKEHHSIM 110 OCHOBHOM JI€ATENbHOCTH NMPUCBAUBAIOTCS MOPSAKOBBIE HOMepa (TI0
KaX/I0il rpynne JOKYMEHTOB OTAEIbHO) B Ipejesax KajleHaapHoro roja. IlopsaxoBslii Homep
JIOKYMEHTa MOYET JIONOJHAThCS OYKBEHHBIM WM LUQPPOBBIM HHIEKCOM, 0003HAYarOIINM
[IPUHAJIEKHOCTh JOKYMEHTA COOTBETCTBYIOLIEH TPYIIIE JOKYMEHTOB.

CBeneHuss O PpETUCTPUPYEMBIX MpUKa3ax, pacnopsbkeHusx BHocATcds B COJl mnm B uHBIE
PETHCTPAllMOHHO-YYETHBIE (OpPMBI Ha OYMaXHOM HOCHTENE WJIM B DJJIEKTPOHHOH QopMe B
COOTBETCTBUU C MYHKTOM 5.54 IIpuMepHON HHCTPYKIUH.

5.48. TlogMMHHUKY MPUKA30B (paclopsKEHU) M0 MECTY UX perucTpanuu GopMUPYIOTCS B Jea B
COOTBETCTBUU C HOMEHKJIATYpOW J€J OpraHu3aluy B cOOTBETCTBUU ¢ IMyHKTOM 8.20 IIpumepHoit
WHCTPYKIUH.

Kommuu IIPpHUKa30B, paCI'IOpSDKeHI/II\/’I pacChlIar0OTCA UCITOJHUTEIAM U MHBIM 3aMHTCPCCOBAHHBIM JIMLIAM
B BHCKTpOHHOﬁ (bOpMC WK Ha GYMa)KHOM HOCHUTCJIC B COOTBCTCTBUU C YKA3aTCJICM PACCBHIJIKH.

Konuu mnpuka3oB, pacnopsKeHMH, pacchliaeMble Ha OyMaKHOM HOCHUTENE, 3aBEepsIOTCS B
COOTBETCTBUH C MyHKTOM 2.5 1IIpuMepHON HHCTPYKLIKN.

5.49. [Ilporokosbl 3aceqaHMii, COBEUIaHWM, MPOBOJUMBIX PYKOBOJACTBOM  OpTaHU3aLMH,
peructpupytorcss B Ciyx0Oe  JelONpoOU3BOACTBA UM CEKPETapsIMH  COOTBETCTBYIOILIUX



PYKOBOJIUTEIIEH.

[IpoTtokonel 3acegaHuii, COBELIAHWUNA, MPOBOJUMBIX KOJJICTHAIBHBIMUA  (COBEIIATEIbHBIMU)
OpraHaMH, KOMHUCCHUSIMU WJIH B CTPYKTYPHBIX MOJPA3/IEICHUSIX OpraHU3al[id, PErHCTPUPYIOTCS B
MO/pa3/ieNICHUsIX, OTBETCTBEHHBIX 3a OpPraHU3alMI0 M TMpoBejeHue Mepomnpuarus. Komuum takmx
MPOTOKOJIOB TOTOBATCA K PAacChbUIKE M  PACCBUIAIOTCS  CTPYKTYPHBIM — MOJpa3/elieHUEM,
OTBETCTBEHHBIM 33 OPraHU3AIUIO U IPOBEACHUE MEPOIIPUSATHUSA.

5.50. IIporokosiaM HpUCBaMBAKOTCS INOPSAKOBbIE HOMEPA B IPElENax KaJIEHAAPHOIO Ioja WU
nepuosia paboThl BPEMEHHOW pabodell Tpynmbl (KOMHCCHH) IO KaXKJIOW TpyIIe MPOTOKOIOB
OTJIENBHO.

[ToyIMHHUKY TPOTOKOJIOB 110 MECTY UX PErucTpanuy (GOpMHUPYIOTCS B JAeja 10 HOMEHKJIAType Jell
OpraHM3ali B COOTBETCTBUU ¢ MyHKTOM 8.20 [IprMepHOI HHCTPYKLINH.

5.51. BuyTpeHHHE AOKYMEHTHl Ha WMs PYKOBOJAUTENSl OPYTOro CTPYKTYPHOIO MOJpa3ielieHus
peructpupytorcs B COJl wm (mpu orcyrctBuu COJ] wam  OTCYTCTBMHM  BO3MOKHOCTH
3aperucTpUpoBaTh BHYTpeHHUN JokyMeHT B CO/]) peructpupyrorcs B moapa3aesieHuu, CO3AaBIINM
JOKYMEHT. 3aperucTpUpOBAaHHBIM JOKYMEHT IE€peNaeTcsi HEMOCPEICTBEHHO B MOApA3JIEICHUE -
azipecaT, B KOTOPOM MOBTOPHO HE PETUCTPUPYETCS.

5.52. Ilpu BxkmtoueHun B CDOJl BXOASAIIMX JTOKYMEHTOB, HUX PETHUCTpAalld, PACCMOTPEHHUU U
ucnonHenuu B DPK BHocATCS creayrolue CBeIeHNs 0 TOKyMeHTe <21>:

<21> VkazaHHBI cocTaB cBeieHUM, BKiIoyaeMblx B COJl mpu peructpanyuv U B XOJe
paccMOTpEHHSI ¥ CTIOJIHEHHS BXOASIINX U UCXOAAIINX JOKYMEHTOB, 00s13aTeINICH IJIsl OpTaHU3aIfi
- yuactHukoB M3O/J10.

a) HaMMEHOBaHHNe OpraHu3aluu (KOPPECTIOHICHTA);

0) agpecar;

B) HAMEHOBaHUE BUA JOKYMEHTA;

T) JaTa MOCTYIHUBIIETO T0KYMEHTA,

Il) PETUCTPAIIMOHHBII HOMEP TMOCTYIHUBIIETO JOKYMEHTA;

€) IOKHOCTh, (PaMUIIHS U UHUIHAIIBI JTUIA, TOANKUCABIIETO TIOKYMEHT;
) JlaTa MOCTYIUIEHUS JOKYMEHTA;

3) BXOJSIINI perucTpaliMOHHbIA HOMEp;

M) 3aroJIOBOK K TEKCTY (KpaTKoe CoJiepKaHue IOKyMEHTa);

K) KOJIMYECTBO JINCTOB OCHOBHOT'O IOKYMEHTA;

J1) OTMETKA O MPUJIOKEHUH (KOJTMYECTBO MPUIIOKEHNN, 00111ee KOTUIECTBO JIMCTOB MPHIIOKEHUH );

M) CBEJIEHHUS O CBSI3aHHBIX JOKYMEHTaX (HaMMEHOBaHHE BHJA IOKYMEHTA, /1aTa, PErUCTPallMOHHBIH
HOMED, THUII CBSI3U);

H) pe30TIONHUs (MCTIOMHUTENb (MCTIOTHUTENH ), TOPYUYEHUE, JODKHOCTHOE JIUIIO, JaBIIee TOPYyICHHE,
Jara);



0) CPOK HCIIOJIHEHUS JOKYMEHTA,

1) MHAEKC JIeJIa 10 HOMEHKJIAType eI,

P) CBeJleHUs O Mepeaapecalny JOKYMEHTa,
C) OTMETKA O KOHTPOJIE;

T) rpu() OrpaHUYEHUS 10CTYyIA K JOKYMEHTY;
y) CBeieHUs 00 3IEKTPOHHON MOIIHCH;

&) pe3yabTar MPOBEPKH AIEKTPOHHON MOAMMKUCH <22>,

<22> Bxmouvarorcss B COJI, ecnu mMOCTYNUBIIMKA AOKYMEHT MOAMHUCAH YCHWJICHHOW 3JIEKTPOHHOMN
MOJIMHUCHIO.

5.53. Tlpu Bximrouenuu B COJ] ucxomsmmx nokymeHToB B DPK BHOCSTCS ciemyromiye CBEICHHS O
JIOKyMEHTE:

a) ajpecar;

6) JOJIDKHOCTD, q)aMI/IJII/Iﬂ WU MHUOHUAJIBIL JIMLA, TOAIMCABIICTO JOKYMCHT,
B) HAMMCHOBaHUE BHJIA IOKYMEHTA;

T) 1aTa TOKyMEHTa;

1) pETUCTPALlMOHHBIA HOMEpP TI0KYMEHTA,

€) 3aroJIOBOK K TeKCTY (KpaTKoe CojiepKaHne JOKYMEHTA),

) CBEJIEHHs O CBSI3aHHBIX JOKYMEHTaX (HaMMEHOBaHHE BUJA IOKYMEHTa, /1aTa, PerucTpaluOHHBINA
HOMeEp, THII CBS3H);

3) KOJINYECTBO JIMCTOB OCHOBHOI'O JJOKYMEHTA;

M) UHJEKC JieNia 10 HOMEHKJIaType Aed;

K) OTMETKa O MPHJIOKEHUH (KOJTUYECTBO MPUIIOKEHUH, 001IIee KOJINYECTBO JTUCTOB MPUIIOKEHHH );
1) rpud orpaHUYEHUs JOCTYyMNA K IOKYMEHTY;

M) MOApa3/ieJIeHHe - OTBETCTBEHHBIN UCIIOIIHUTENb TOKYMEHTA;

H) CBE/ICHUS 00 3JEKTPOHHOM MOJIIHCH.

5.54. Ilpu Bxmoyenuu B COJl BHyTpeHHUX 10KyMeHTOB B DPK BHOcATCS cienyroniye cBeASHUs O
JIOKyMEHTe <23>:

<23> CocraB cBeieHUH, BHOCUMBIX B CO/I pu perucrpanuy BHyTPEHHUX JOKYMEHTOB, 3aBUCUT OT
BUJIA PETUCTPUPYEMOTO JOKYMEHTA.

a) HaNMMCHOBAHUC MMOAPA3ACIICHHUA, ITIOATOTOBUBIICTO ITPOCKT JOKYMCHTA,



0) HaMMEHOBaHKE BHUJIA JOKYMEHTA,

B) JaTa JIOKYMEHTA;

') pErUCTPALIMOHHBIN HOMEP TOKYMEHTA,

1) TOJKHOCTh, (haMUIIHSI 1 MHUIMAIIBI JTUIA, TOAMKUCABIIET0 JOKYMEHT;

€) CBEJCHUS O CBSI3AHHBIX JOKYMEHTAaX (HAaMMEHOBAHUE BHJA JOKYMEHTA, J1aTa, PErUCTPALlMOHHBII
HOMeEp, THII CBS3H);

K) 3ar0JIOBOK K TEKCTY (KpaTKOe coiepKaHHe JOKYMEHTA);

3) OTMETKA O MPUIIOKEHUH (KOJTMYECTBO MPUIOKECHHM, 00Iee KOJTUIECTBO JINCTOB MPUIIOKCHHH );
1) UHJIEKC JieJla 10 HOMEHKJIAType Jell;

K) yKa3aHUs 10 UCIIOJIHEHUIO JOKYMEHTa (MCIOIHUTEINb, TOPYUYEHUE, 1aTa UCTIOTHEHUS );

J) OTMETKA O KOHTPOJIE;

M) rpuQ OrpaHUYEHHs] 1OCTyNa K TOKYMEHTY;

H) [Oojpa3JeNeHne (JOJKHOCTHOE JIMIIO0) - UCHOJHUTENb (OTBETCTBEHHBIH HCIIOIHUTEID)
JOKyMEHTA.

JIOTIOTHUTENBHO K YKa3aHHBIM CBEJICHUSIM O BXOJSIIUX, UCXOSMIINX U BHYTPECHHUX JTIOKYMEHTax B
OPK C3/] MOoryT BHOCUTBCSI UHBIE CBE/ICHHUSI.

5.55. Y4er Koau4ecTBa JOKYMCHTOB, INOCTYIIUBIIHNX, CO3AAaHHBIX, OTIIPABJICHHBIX 3a OHpGI[CJ'ICHHHfI
nepruoa BpEMEHU, MOKCET IMPOBOAUTHCA IO OpraHu3allliud B LCJIOM, IO OTACILHBIM CTPYKTYPHBIM
noapas3aciiCHUuAM, 110 IpylniiaM AOOKYMCEHTOB, KOPPCCIIOHACHTAM, ﬂeﬁCTBHHM, MMPONU3BCACHHBIM C
JOKYMCHTAaMH, U IPYIruM rapamMecTpam, H€06XOI[I/IMBIM JJI1 aHaJInu3a pa6OTBI C JOKYMCHTAaMHU B LECJIAX
€C COBCPUICHCTBOBAHMU.

5.56. Ilpm yuere oOBeMa JOKYMEHTOOOOpPOTAa TOJCYMUTHIBACTCS KOJIMYECTBO JOKYMEHTOB
BBIICTICHHOW TPYyNMbl. YYeT KOJHYeCcTBa JJOKYMEHTOB MpoBOAHWTCS 1o JaHHbIM CDOJI,
PETUCTPAlIMOHHO-YYETHBIX )XYPHAJIOB U KapTOTEK.

5.57. 3a emuHuny ydera KOJIMYECTBA JOKYMEHTOB MPUHUMAETCS EIWHCTBEHHBIH SK3EMILIAP
JOKyMEHTa (TO/UIMHHUK WM KOIUS, €CJIM KONHUS - €QUHCTBEHHBIM JK3EMIUIIP IOKYMEHTa B
OpraHHu3aIy, HalpuMep, KOMUs UCXOASIIEro NuchMa) 6e3 yuera KOMHid, CO3JaBaeMbIX MPH Me4aTu
U KONMUpOBaHMM (TUpakupoBaHuM). Kommm JOKYMEHTOB MpU HEOOXOJMMOCTH aHAJIN3a
YUUTBIBAIOTCS OTJEINIBHO.

5.58. Pesymbrarhl ydeta o0beMa JOKYMEHTOOOOpPOTa B OpTaHU3AlMU €XKETroJAHO 0000IarTcs
Cnyx001 J1eTOnpOU3BOACTBA U TPEACTABISIIOTCS PYKOBOJCTBY B BHAEC OT4eTa 00 0OBEeMe
JOKyMEHTO000pOTa 3a TO/I.

V1. KOHTpPoJIb HCTIOJTHEHHSI JOKYMEHTOB (IIOPY4Y€eHM )

6.1. KoHTposib MCHOJHEHUS NOKYMEHTOB (IIOPYYEHMI) BEAETCA B LENAX UX CBOEBPEMEHHOIO U
Ka4eCTBEHHOI'O HCIIOJIHEHHUSL.

6.2. KoHTpOJb UCTIOJIHEHUSI IOKYMEHTOB (TIOpYYCHHMIT) BEACTCS:



PYKOBOAMTENEM WM WHBIM JODKHOCTHBIM JIMIIOM OpTraHW3allid - KCIOJHEHUS JOKYMEHTOB
(mopy4YeHuii) 1Mo CyIIeCTBY;

Cnyx00il 1enonpou3BOACTBa OpraHU3allMd M OTBETCTBEHHBIMM 3a JIEJIOIPOM3BOJCTBO B
CTPYKTYPHBIX IOJIpa3EJICHUSX - CPOKOB UCIOJHEHUS TOKYMEHTOB (IIOPYUYEHUIN).

B Cnyx0e nenonpou3BOACTBa LEHTPAIU30BAHHOMY KOHTPOJIO MOAJIEKAT 3aperucCTPUPOBAHHBIC
JIOKYMEHTBI ¢ OTMeTKOM 0 KoHTpoiie ("KoHTpons'"), mpocTaBisieMoil B COOTBETCTBUM C ITYHKTOM
2.54lIpumepHOl MHCTPYKUMH, a B CTPYKTYPHBIX MOJPA3ACICHUSAX OpraHu3alul - BCE
3aperuCTPUPOBAHHBIE JOKYMEHTHI, TPEOYIOIINE UCTIOTHEHUSI.

6.3. PacnopsiauTenbHble JOKYMEHTBI, MPOTOKOJBI 3acelaHuil (COBEIIaHMi), cojepiKaliue
MOPYUYEHUS C KOHKPETHBIMU CPOKAMH HCIIOHEHHUS, CTABATCS HAa KOHTPOJIb M0 KaKIOMY IOPYYEHHUIO
OTJIENbHO.

6.4. KOHTpOJIb CPOKOB MCIIONHEHUS JJOKYMEHTOB (ITOpYyYEHUI) BKIIOYAET B ceOsl:

MOCTaHOBKY JIOKYMEHTOB (IIOpy4Y€HUI1) Ha KOHTPOJIb;

IIPOBEPKY CBOEBPEMEHHOCTH JOBEJCHUS TIOKYMEHTOB (IIOPYUYEHUIT) 10 UCIIOIHUTENIEH;
IpEJIBApUTENBbHYIO IPOBEPKY U PETYIUPOBAHUE XOAa UCIIOJIHEHUS JOKYMEHTOB (IIOpyYEHU);
CHSITHE C KOHTPOJIS IOKYMEHTOB (TIOPYYCHHIA );

yueT, 0000IIeHHEe U aHAJIU3 PE3YJIbTaTOB X0/1a UCIIOTHEHUS JOKYMEHTOB (TIOpy4YeHHil);

MH(OPMUPOBAHUE PYKOBOAUTEIEH O XOJi€ MCIOIHEHMS] JOKYMEHTOB (IOPYYEHUMH) U COCTOSIHUM
UCIIOJIHUTENIBCKOW TUCLIAIIIINHBIL.

6.5. CpoKH UCTIONIHEHUS TOKYMEHTOB (ITOpYUYEHHI) UICUUCIIAIOTCS B KaJICHIAPHBIX JHSX.

Ecnn mocnenHuil 1eHb CpOKa HMCIOIHEHHS AOKyMEHTa (IMOpY4YEeHHs) MPUXOIUTCS Ha HepaOouuid
JIeHb, TO JOKYMEHT MOJIC)KUT UCTIOJIHEHHUIO B O KAUIINNA CIeyIoIMid 32 HUM paOouuil 1eHb.

Hara wucnomHeHus JokyMeHTa (mopyueHusi) ¢uxcupyercs B OPK  C3J1 wimm  wuHOM
pEerucTpaloHHO-Y4eTHOM (opMe, HCHOIb3YeMON Ul OTCIIEKUBAHUS CPOKOB HCIOJHEHUS
JIOKYMEHTa (TTOpyuYeHHUs).

Cpoku HUCHOJHEHHUS JOKYMEHTOB (IIOPYYEHMI) YCTAHABIMBAIOTCA PYKOBOJIUTENIEM, HCXOIS U3
CPOKa, YCTaHOBJIECHHOT'O OpraHM3allel, HallpaBUBIIEH JOKYMEHT, WJIH CPOKOB, YCTaHOBJIEHHBIX
3aKoHoaTrenscTBOM Pocculickon denepanuu.

6.6. JIokyMeHTHI (TOpyUYEHHUSI ) TTOJICIKAT UCTIOJTHEHHUIO B CIIETYIONINE CPOKH:
C KOHKPETHOM JJaTOM UCIIOJHEHHUS - B YKAa3aHHBIN CPOK;

0e3 yka3aHHs KOHKPETHOM JaThl MCIOJHEHUS, UMEIOIME B TEKCTE MOMETKY "BechbMa CpOuYHO" - B
TEYEHUE OJHOro IHfA, "CpouHO" - B 3-IHEBHBIM CpoK; "omepaTuBHO" - B 10-IHEBHBIM CPOK;
OCTaJIbHBIE - B CpOK He Oonee 30 aHEl;

10 MapJaMEHTCKUM 3aIpocaMm - He MO3/IHee 4eM depe3 15 nHel co AHS NOJTydeHHs;

nmo 3ampocam uineHOB CoBera Deneparuu, aemytatoB ['ocymapctBeHHoOM Jlymbl (memyrarckomy
3ampocy) He no3aHee yeM uepes 30 aHel co AHS MoJTydeHHUs.

[0 MEXKBEJOMCTBEHHBIM 3alpocaM O MPEICTABICHUM JOKYMEHTOB M (MJIM) MHPOPMALUU B LEIAX
IPEOCTaBICHHS TOCYAAPCTBEHHBIX U MYHUIUIAIBHBIX YCIYT - 5 pabouux JHEW O JHS MOTy4YeHHUS



3a1poca, €CJIM 3aKoHoAaTenbCcTBOM Pocculickoit denepani He YCTaHOBIIEH HHOM CPOK;
1o oOpanieHusiM rpaxkaan - 30 THeW co JHS perucTpaIum.

6.7. IlpnocTaHOBUTH UCHOJHEHHE KOHTPOJIBHOTO JOKYMEHTA (IIOPYYEHHUS), a TAKKE OTMEHUThH €ro
MO’KET PYKOBOJUTEINb, TOANNUCABIINI JOKYMEHT WM aBIIUI NOpy4YeHHE (YKa3aHUE).

6.8. B 11ensx cBOEBpEMEHHOIO UCIIOJIHEHUS JOKYMEHTOB, IOPYyUEHUH (yKa3aHHii), IOCTABJICHHbBIX Ha
KOHTpOJb, paOoTHUK CiayxObl JeONpPOU3BOACTBA, OTBETCTBEHHBIM 3a BEJEHUE KOHTPOJIA
UCIIOJIHEHUSI TOKYMEHTOB, IIPOBEPSET CBOEBPEMEHHOCThH JIOBEACHUS JOKYMEHTa (MOpY4YeHHs) IO
UCTIOJTHUTEJIS.

6.9. Ecnu cpok HCHONHEHUs AOKYMEHTa (MOPYYEeHHs) MPEBBIIIACT OJUH MECAl, B IENsIX
oOecrieueHuss  CBOEBPEMEHHOTO0  HCHOJHEHHs]  JOKyMeHTa  (IIOpYy4eHHs)  MPOBOIUTCS
MpeABAPUTEIIbHBIA KOHTPOJIb U HATIOMUHAHUS UCIIOJTHUTEIIAM O MPUOJIMKEHUN CPOKOB UCTIOJIHEHUS
JIOKYMEHTOB (IIOPY4EHUN).

6.10. IlpenBapuTenbHbIi KOHTPOJIb OCYIIECTBISIETCS B CIEIYIOIIEM MOPSIKE:

JIOKYMEHTOB (MIOPYUYEHUI ) MTOCIEAYIONIUX JIET - HE PEKE OJAHOTO pasa B TOJ;

JIOKYMEHTOB (IIOpY4E€HUI) IOCIEAYIOLINX MECSLEB TEKYILETrO T'ojla - HE PeKe OJJHOTO pa3a B MECHII;
JIOKYMEHTOB (IIOPY4EHHUIT) TEKYIIEro MecsIa - 3a 5 IHel 0 UCTEUEHHUs CPOKa UCTIOTHEHUS.

6.11. HamomuHaHue WCIOMHHUTENSAM O NPUOIMIKEHUH CPOKOB HCIIOJHEHUS JIOKYMEHTOB
(mopy4eHHit) MOKET OCYILECTBIATHCS B aBTOMaTHYECKOM peknMe nocpeactsoM COJI.

HanomuHaHus MCIIOMHUTENSAM, a Takke MHPOpMalus 00 UCIONHEHUH JOKYMEHTOB (MOpydeHuil),
NoJlyueHHasi oT ucrnosiHuTenen, gukcupyrorcs B OPK COJ] unm MHBIX perucTpaniiOHHO-YYETHBIX
bopmax, UCIIONIB3YEMBbIX JJIs1 KOHTPOJIS UCTIOJHEHUS IOKYMEHTOB (TMOpyYeHUil).

6.12. IIpu He0OOXOMMOCTH N3MEHEHHS CPOKA UCTIOJIHEHUS IOKYMEHTa (IOPY4YEHHUs) OTBETCTBEHHBIIN
UCIIOJIHUTENIb 00s513aH MpPEICTaBUTh HAa HUMsI PYKOBOJWTENS, JABIIEro IMOpydyeHHe, 0OOCHOBaHME
(cayxe0HyI0 3alUCKY) O MPOAJICHUN CPOKa C yKa3aHHUEM MPUYHMH MPOAJICHUS U 1aThl UCTIOIHEHHMS.

O6ocHOBaHME MPOAJIEHUSI CPOKA MCIIONHEHUS JIOKyMEHTa (Opy4YeHUs) JOKHO OBITH HAIPaBIIEHO
COOTBETCTBYIOILIEMY DPYKOBOIMTENIO HE IIO3[HEE, YEM II0 HCTEUYEHUU JIBYX TPETbUX CpOKa
MCIIOJTHEHUS IOKYMEHTa (IIOpyUYEHus).

O0 wu3MEHEeHWH CpOKa WCIOJHEHUs JOKyMeHTa (MOpY4YeHHs]) OTBETCTBEHHBIH HCIIOJHUTENb
uHpopmupyet Ciayx0y AeTonpon3BoACTBa <24>.

<24> AHanoru4HsIM 00pa3zoM MOT'YT ObITh BHECEHBI H3MEHEHHS B COCTaB UCIOJIHUTENEH TOKyMEHTa
(mopyuenwust) ¢ 06s13aTenbHBIM HHQOpMupoBaHueM CiyKObl JeT0NPOU3BOACTBA.

6.13. JlokymMeHT (IopydeHne) CYUTAeTCS UCIIOHEHHBIM, €CJIA IPUHSITHI PEUISHHS 110 TTIOCTaBICHHBIM
BOIIPOCaM, MOJTOTOBJIEHBI COOTBETCTBYIOIINE JOKYMEHTHI, HAIllpaBjeHa CIpaBka 00 MCIOJHCHUH B
COOTBETCTBYIOIINE OpraHbl BJIACTH (OpraHU3alllK) WX JIaH OTBET IO CYIIECTBY 3aMHTEPECOBAHHBIM
JIMLAM.

Pemenne 00 wcnonHEeHMHM AOKyMEHTa (MMOPYYEHHUS) NMPUHUMACT PYKOBOAWTENb, IMTOCTABHBIIMHA
JOKYMEHT (TopydeHHe) Ha KOHTpPOib, ¢ o0s3aTenbHbIM — HH(popMupoBanueMm  CiayxObl



ACJIONPOU3BOACTBA OpTraHHU3allNN.

Ha wucnonneHHOM JOKyMEHTE NpPOCTaBISE€TCS OTMETKAa O HAMpaBIIEHUM JIOKYMEHTa B JIeJIO B
COOTBETCTBUHU C MYHKTOM 2.55 IlpuMepHOW WHCTPYKIIMHU, CBEICHHUs 00 HCIOJHEHHH JIOKYMEHTa
(mopyuenwusi) BHOcsiTcs B OPK COJ] wim uHYI0 perucTpaiyioHHO-YIeTHYIO0 (POopMYy, HCIIONB3yEeMYIO
JUTSL KOHTPOJISL UCTIOJTHEHMS.

6.14. JIokyMeHTbI (IOpy4Y€HUs1), HE CHATHIE C KOHTPOJIS, a TAKXKE JOKYMEHTHI (IIOPYYEHMsI), CPOK
UCIIOJIHEHUS KOTOPBIX HE MPOJJIEH, CUNTAIOTCSA HEMCIIOJIHEHHBIMH.

6.15. Cnyx06a 1eronporu3Bo/ICTBAa OPTaHU3AIMH aHATU3UPYET COCTOSIHUE U PEe3yJIbTaThl UCIIOTHEHUS
JIOKYMEHTOB (MIOPYUYEHHI) U COCTOSIHUE UCTIOIHUTEIBCKON JUCITUTIIINHBI:

B IIOPAAKE MPEIBAPUTEIIBHOIO KOHTPOJISA HAIIPABISAET B CTPYKTYPHBIE IMOAPA3IEIICHUS OpraHU3aluu
HAIIOMUHAHUS O JOKYMEHTaX, CPOKU MCIOJIHEHUS KOTOPHIX UCTEKAIOT (3a 3 - 5 mHel 10 OKOHYaHUs
CPOKa UCIIOJHEHUS TOKYMEHTA);

pa3 B MecsdAll ¥ 110 OKOHYAHUU T0fa PYKOBOAUTEIK OPraHU3alUU U PYKOBOAMUTEIAM CTPYKTYPHBIX
IIOAPA3/ICIICHUN HANpaBJISIET OTYETHl O KOJMYECTBE JOKYMEHTOB, HCIIOJHEHHBIX B CpOK,
UCIIOJIHEHHBIX C IPOUICHUEM CPOKA MCIIOJIHEHUs, HE UCIIOJIHEHHBIX, HAXOMALIUXCSA HA UCIIOJIHEHUU
[0 OpraHu3alid B LEJIOM, IO CTPYKTYPHBIM IOApa3ACICHUSAM H, NMPH HEOOXOAWMOCTH, - IO
OTZEIIbHBIM UCIIOJIHUTEIISAM.

VIIl. Opranu3anusi padoTbl HCIIOJHUTEJS € JOKYMEHTAMHU

7.1. HWcnonHuTtens Moiy4aeT JOKYMEHTbl Ha HCIOJHEHHE B JIEHb HX PacCMOTPEHMS WJIH Ha
cienylomuid pabounii J€Hb B COOTBETCTBHUM C PE3OJIOLUSMU PYKOBOJCTBA OpraHM3alUU U
pykoBogutens — moapasznencHus.  CpouHble  JOKYMEHTBI  INEPEAAIOTCS  HCIHOJHUTEIO
HE3aMeUIUTENBHO.

7.2. JIOKyMeHTHI, TOCTYMAIOIINE B CTPYKTYPHOE IIO/pa3/esIeHHe C PEe3OJIOIHUIMH PYKOBOJCTBA,
HepeAaTCss PyKOBOAUTENO THoapasjesneHus. Ecnmu TOKyMeHT, MOCTYNUBIIMKA Ha HCIIOJIHEHHE B
NoJpa3/ieliecHue, HE WMEeT OTHOMICHUS K KOMIIETCHIUH TOApA3JeNeHHs, PYKOBOJIUTEIh
NOJpa3/ieIeHus] B TOT e JIeHb WM Ha cleAyroumii pabouuit aeHb Bo3Bpamaer ero B Ciyx0y
JIETIONPOMU3BOACTBA JUI PELICHUs] BOINPOCAa O MEPEHANpaBICHHUH €ro Ha HCIOJIHEHHE B IpYyroe
nojpasjienieHue (ApyromMy UCHOTHUTEIIO).

7.3. UcnioniHeHnE TOKyMEHTA IPEeyCMaTPUBAET:

cOop U aHanU3 HEOOXOAUMOM MHGOpPMaIUY;

MOJTrOTOBKY NPOEKTa JTIOKyMEHTa U ero 0(popMIICHHE;
COIIACOBaHMUE MPOEKTA JJOKYMEHTA C 3aMHTEPECOBAHHBIMHU JIMIIAMY;

JOpabOTKy MpOEKTa TOKyMEHTa MO 3aMe4YaHWsIM, TOJIYYCHHBIM B XOJ€ COTJIACOBAHWS H, TPH
HEO0OXOIUMOCTH, - IOBTOPHOE COTIIACOBAHUE);

MOATOTOBKY cCIucKa (yKa3zaTelisi) pacChUIKM JIOKYMEHTa, €CIM JIOKYMEHT aJpecoBaH TPYIIe
OpraHu3aLui;

IIPEJICTaBICHNUE TPOEKTA JOKYMEHTA Ha MOANUCH (YTBEPKIEHUE) PYKOBOJCTBY;

MOJTOTOBKY IOKYMEHTA K OTIPABKE U Mepeiady KOMUHU JOKYMEHTa B Jes0 <25>.



<25> Bemonnsercs Ciry>x001 AeT0MpON3BOICTBA.

7.4. HpI/I HaIllpaBJICHUKU AOOKYMCHTAa HCCKOJIbKUM MHCIIOJIHUTCIIAM OTBCTCTBCHHBIM 3a HOATOTOBKY
IMPOCKTa JOKYMCHTA ABJIACTCA UCIIOJIHUTCIIb, y1(a3aHHI)II71 B PE30JIFOIMH IIEPBBIM HUJIN 0003HaYEHHBIH
B PC30JIIOIINU KaK OTBETCTBEHHBIN MCIIOJIHUTEIb.

7.5. OTBETCTBEHHBIM HCHOJHUTENIb MMEET MPaBO JaBaTh MOPYUYEHUS OCTAJIbHBIM HCIIOTHUTEIISIM,
MPOBOAUTH paboyue COBEIIaHUs ISl BbIpaOOTKM COBMECTHOTO pelleHus. Bce ucnomHutenu B
PaBHOM CTEIEHH OTBETCTBEHHBI 3a CBOEBPEMEHHOE M KAYECTBEHHOE HCIIOJHEHHE NOPYYEHHUS M
MPEJICTABJICHUE OTBETCTBEHHOMY WCIIOJIHUTENI0 B YCTAaHOBJIEHHBIE HM CPOKH HEOOXOAMMBIX
MaTepuayioB (MPOEKTOB JOKYMEHTOB, CIpaBOK). McmomHuTenn HE HMMEIOT MpaBa MPEACTaBIATH
IIPOEKTHI JOKYMEHTOB PYKOBOIAUTEIO, 1ABIIEMY [IOPYUYEHHUE, MUHYSI OTBETCTBEHHOI'O UCIIOJTHUTENS.

7.6. B ciydae OTCYyTCTBUS UCTIOTHUTENS (KOMaHIUPOBKA, OTITYCK, 00JIE3HB) JOKYMEHT MO0 YKa3aHUIO
PYKOBOAMTENS MOAPA3CIICHUs MepelaeTcsl APYroMy HUCIIOIHUTENI0 ¢ 00sS3aTeIbHBIM COOOIIEHUEM
ero ¢haMUIIMU JAETONPOU3BOIUTENIO TTOApa3ieNieHus Aia BHeceHus n3meHeHui B DPK nokymenrta B
CO/l nnu UHYIO perUCTPAMOHHO-YYETHYIO (hopMYy.

7.7. Tlpu yBONBHEHMHM WM TEpPEXOAe Ha APYroil ydacTok pabOThl COTPYIHUK O00si3aH claTh
JIOKYMEHTHI U JIeJla PYKOBOJUTENIO MOAPA3/ICICHUs WU MO0 €r0 YKa3aHWI0 BHOBb HA3HAYEHHOMY
COTPYIHUKY (B ciiydae HEOOXOAMMOCTH, - MO aKTy IpHeMa-liepeladd, B KOTOPOM YKa3bIBaIOTCS
BU/IBI JI€TT (3ar0JIOBKH JI€T) ¥ UX KOJUYECTBO U KOTOPBIN MOAMUCHIBACTCS pA0OTHUKOM, TIEPEIaBIINM
JOKYMEHTHI, U paOOTHUKOM, IPUHSBIIUM JOKYMEHTHI).

7.8. Pe3ynpTaTOM HCHOJHEHUS JOKYMEHTa SBISIETCS MPOEKT JOKYMEHTa, IOATOTOBICHHBIN
UCIIOJIHUTEIIEM.

[TpoekT ToKyMeHTa co BCeMH HEOOXOAMMBIMM MPUIOKEHUSIMH, HalleyaTaHHbIM U 0()OPMIIEHHBINA B
COOTBETCTBUU C MpaBUIIaMH, YCTAaHOBJIEHHBIMU B pazfene 3 [IpuMepHON HHCTPYKIMH, UCIIOJHUTENb
COIJIACOBBIBACT C 3aMHTEPECOBAHHBIMHM MOJPA3JEICHUSMH M JMLIAMHU U, IpU HEOOXOAMMOCTH, C
JPYTUMU OpraHU3alUsIMU.

JIoKyMeHThI, TpeAHa3HaueHHBIE JJs OTMHpPaBKH, OGOPMISIOTCS Ha OJaHKE OpraHU3aIUH
yCTaHOBJICHHOU (hopMmbl. J[J1s OTIIpaBKK JOKYMEHTOB, HE UMEIOIINX aIPECHOM YacTH, COCTaBISETCS
COIIPOBOJAUTEIBHOE MMUCHMO.

Ha HAOKYMCHT, paCCBIHaeMBIﬁ OoJiee ueM B YCTBIPC aApcCa, UCIIOJHUTECIIb TOTOBUT CIIMCOK PACCHIIIKH,
OonpeacsIET KOJUYCCTBO OK3CMILUIAPOB AOKYMCHTA MW  IIOCJIC PErucTpanuu obecreynBacT
HN3TOTOBJICHHUC HGO6XOI[I/IM01"0 KOJIMYECTBA KOMUM.

7.9. Wcnonuurenb (OTBETCTBEHHBIM WCIIOIHUTENb) OPraHU3YyeT COIVIacOBaHUE (BU3UPOBAHUE)
IPOeKTa JOKYMEHTa CO BCEMH 3aWHTEPECOBAHHBIMH JHMIIAMU U MPOBOAUT TOPAOOTKY MPOEKTa I10
3aMEYaHMSIM B COOTBETCTBUM C MyHKTamu 4.1 - 4.11 [IpuMepHOl HTHCTPYKLIMH.

[Tpr Hanmmuuu OOJIBIIOTO KOJHMYECTBA 3aMEYaHWU JIO MPEACTaBICHHUS JOpa0OTaHHOTO IPOEKTa
JIOKYMEHTa Ha TOJIIMUCh PYKOBOJUTEINIO0 UCTIONHUTENb TOTOBUT CBOJIKY 3aMeYaHUi (MPeAsIOKeHUN),
B KOTOpPOH YKa3bIBaeTCs: COJACP)KaHHE 3aMevaHusi (MPEIUIOKEHUs ), JOJDKHOCTh, (haMIIUs JUIA,
AaBHICTO 3aMCYAHUC, IPUHATO UKW OTKIIOHCHO 3aMCYAaHUC (GCJ'II/I 3aMCYaHUC OTKJIOHCHO, - IIPUYHUHY
OTKJIOHCHHUS ).

7.10. Tlocme nopaGOTKM W TOBTOPHOTO BHU3UPOBaHMA (COTJIACOBAHMA) MPOEKT JOKYMEHTA



nepenaercss Ha mnoanucanue (yrBepxkaeHue). Jlo mpenactaBieHus Ha MOAMNUCH HCIIOIHUTENb
MPOBEPSIET MPABUILHOCTH OPOPMIICHHS TOKYMEHTA, PaBUILHOCTh 0(OPMIICHHUS apecara, HalTuyue
HEOOXOUMBIX BHU3, MPHIOKECHHUN, MPH HEOOXOAUMOCTH - CIPABOK, MOSICHATEIHHBIX 3aIMCOK,
Pa3bACHSIOUINX CO/IepP KaHKe MOITOTOBICHHBIX JOKYMEHTOB, JIHCTa (YKa3aTelis) PaCChUIKH.

7.11. lloanucaHHBI JOKYMEHT MCHOJHHUTEIbL B COOTBETCTBHUU C MOPSJIAKOM, YCTaHOBJIECHHBIM
WHJUBUIYAJIbHOW HHCTPYKLHMEH MO ACIONPOU3BOACTBY, MEpPENaeT Il PErUCTpallMi U OTIPaBKU
W/WIN BKJIIFOYEHUS B [ETI0.

B cootBercTBHU C HOMGHKHaTypOﬁ ACJT UCTIOJIHUTECIIb OMPCACIIACT MHACKC ACJId, B KOTOPOC NOJIKCH
OBITH BKJIIOUEH JOKYMCHT.

7.12. B X04e HCIONHEHHsA JOKYMEHTa HMCIIOJIHMTEIb MMEET IPaBO IpEaaraTb M3MEHEHHE CPOKa
UCIIOJIHEHUS], €CIM OTCYTCTBYIOT peaslbHbIE YCJIOBMSI UCIIOJIHEHUS JOKYMEHTa (IOpy4YeHus), JesarTh
IIOMETKM Ha JOKYMEHTE O BPEMEHHM €ro IOCTYIUIEHHs, O JaTaX IPOMEXYTOYHOIO KOHTPOIL,
TeNe(QOHHBIX U MMCbMEHHBIX 3aIIPOCaX, O AAT€ U PE3yJIbTaTe OKOHYATEIbHOTO UCIIOIHEHHUS.

7.13. UcnnonHHUTEIb HE UMEET IIpaBa pas3rjialmaTrb COACPKaHNUEC MMOCTYIIHBIINX K HCMY JOKYMCHTOB U
MMOATOTOBJICHHBIX IIPOCKTOB CJIY)KG6HI)IX AOKYMCHTOB, C HUMHU MOTI'YT OBITE 03HAKOMJICHEI TOJIBKO
Jmna, UMCIOIIUME OTHOIICHUEC K MX MCIIOJTHCHHUIO.

VIll. ®opMupoBanne 10KYyMEHTAJIbHOTO (DOH/IA OPraHU3aALNH

8.1. OnepaTuBHOE XpaHEHUE JOKYMEHTOB OpPTraHMU3aIlMU JI0 Mepeay X Ha XpaHEHUE B apXUB WU
YHUUTOKEHHE OCYILECTBISETCS B CTPYKTYPHBIX MOAPA3ICICHHUIX OpraHU3aIiu.

8.2. B OeX XpaHCHUA, IMOUCKAa W HCIIOJB30BAHHA JOKYMCHTBLI Ha 6YMa}I(HOM HOCHUTCIIC U
SJICKTPOHHBIC TOKYMCHTBI (1)0pMI/Ipy}OTCSI B Ac€JiIa B COOTBCTCTBHUHU C HOMCHKHaTypOﬁ JCII.

Homenknartypa fen 3akperniseT kiaccudukaiuio (TpynmupoBKy) UCTIOJHEHHBIX TOKYMEHTOB B JieNa
(97IEeKTpOHHBIE J1e€71a), CUCTEMATHU3AIlMI0 U WHJICKCALMIO JIeJI, CPOKH WX XPAaHEHUS U SBISACTCA
OCHOBHBIM YYETHBIM TOKYMEHTOM.

HOMGHKJ'IaTypa JCJI ABJIACTCSA OCHOBOI1 JJI1 COCTaBJICHUA ormceit ACT MMOCTOAHHOI'0, BPEMCHHBIX
(CBBII_HC 10 J'ICT) CPOKOB XpaHCHUA U IO JIUIYHOMY COCTABY, dKTOB O BBIJACIICHUUN K YHUYTOXKCHUIO
JOKYMCHTOB C MCTCKIIMMU CpOKaMMU XPaHCHHA, a TAKKC JJId y4d€Ta ACJT BPCMCHHBIX ()10 10 ner
BKJ'IIO‘II/ITCJ'H:HO) CPOKOB XpaHCHMU.

8.3. HoMeHknaTypa Aen OpraHu3aliy COCTABIIETCS Ha OCHOBE M3YYEHHs COCTaBa U COACPKaHUS
JIOKYMEHTOB, 00pa3yloluXcsl B ACSITEIbHOCTH OpraHU3alliy, BKIIOYas JOKYMEHTHI, OCTyMHAlOIIe
U3 JPYTUX OpPTaHU3aLNM.

8.4. Ilpn cocTaBneHUM HOMEHKIATYpPBI JEN CIEAyeT PYKOBOJCTBOBATHCS YCTAaBOM OPTraHM3aLNH,
MOJIO)KEHUSMU O CTPYKTYPHBIX MOJPA3AEIEHUAX, IITATHBIM PAaCIMCAHUEM, IIJIaHAMHU U OTYETaMH O
paboTe opraHu3aluy, HOMEHKJIATypoil JeN 3a MpOLIEAMNN Troj, JOKAIbHBIMH HOPMAaTHUBHBIMU
aKTaMHM OpraHM3allud, COJIEP)KALIMMU CBEICHUS O JOKYMEHTaX, 0Opa3yIOLIMXCS B JAEATEIbHOCTU
OpraHM3ali, TUIOBBIMM M TMPUMEPHBIMH HOMEHKJIAaTypaMu Jen (Opu HX HaJIU4duM),
BEJJOMCTBEHHBIMH U TUIIOBBIMU NIEPEYHSAMU JOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHEHUS.

8.5. B HOMEHKIATypy J1e]1 BKIOYAIOTCS BCE JOKYMEHTBI, OTpaXKarolue AesATeIbHOCTh CTPYKTYPHBIX
NOJpa3eJICHNH OpPraHu3aliyd M IOCTOSHHO WM BPEMEHHO JCHCTBYIOLIUX OpPraHOB (KOMHCCH,
COBETOB, KOMHUTETOB), B TOM YHCJE JOKYMEHThl OIPaHWYEHHOIO JOCTYIa, PErUCTPAllMOHHBIE U
YUYETHBIE KypHAJIbl U KAPTOTEKH, B HEOOXOUMBIX CIIydasix - KOMUH JOKYMEHTOB <26>. JIOKyMEHTHI,



CO3JIaHHBIE B 3JIEKTPOHHOM (OpMe, BKIIIOYAIOTCS B HOMEHKJIATYPY /A€ IO T€M e MpaBuiiaM, 4To U
JOKYMEHTBI Ha OyMa)KHOM HOCHUTEJIE.

<26> Komuu JIOKYMEHTOB BKJIIOUAIOTCS B HOMEHKIIATYypy JI€J, €CIM KOMMsI - €IUHCTBEHHBIN
9K3EMIUISIp JOKYMEHTa B OpPraHU3allud, a TaKXke, eClIM KOINUM HEOOXOAMMBI JJs OpraHu3aluu
JESATCIIBHOCTH ITOAPA3IEICHHUS.

He Bximouarorcs B HOMCHKIJIATypy ACII NCPUOJUYICCKHUEC U3AaHNUs, KHUTH, 6p0H_IIOpBI.

8.6. HomeHnkiatypa nen opranuszanuu (cBomHas) coctaBisiercs CiayOoW eIompou3BOJCTBA Ha
OCHOBAaHMM HOMEHKIIATYp Jiel CTPYKTYPHBIX MOJApa3ieicHuil 1o ¢GopMe, YCTaHOBJICHHOM
HpaBI/IJIaMI/I XpaHCHUA, KOMIIJICKTOBAHMWA, Y4€Ta U UCIIOJIb30BAHHUA JOKYMCHTOB ApXI/IBHOFO (1)OHI[a
Poccuiickoii ®enepanuu U APYrux apXUBHBIX JOKYMEHTOB B OpraHax rOCYJapCTBEHHOH BIIACTH,
OpraHax MECTHOI'O CaMOYIpaBJIeHUs], Opranu3auuax <27> (nanee - [IpaBuna xpaneHus).

<27> lpunoxenne N 25 k IlpaBuiam XpaHeHMs, KOMIUIEKTOBaHMs, ydyeTa U HCIOJIb30BAHUS
JIOKyMeHTOB ApxuBHOro ¢onna Poccuiickoii @enepanu U JIpyrux apXUBHBIX JOKYMEHTOB B
OpraHax TOCYJapCTBEHHOH BJIaCTH, OpraHaXx MECTHOIO CaMOYINpAaBICHUS, OpraHu3alusix,
YTBEP)KJICHHBIM MpUKa3zoM MuHucTepcTBa KynbTypsl Poccuiickoit @enepanuu ot 31.03.2015 N 526
(3apeructpupoBad B MuHHCTEpcTBe tocTulimM Poccmiickoit ®enepanmu 7 centsops 2015 r.,
peructpanrionsslii N 38830) (nanee - [IpaBuna xpanenus).

CBoJHas HOMEHKJIaTypa /€]l COCTaBIISAETCs B IIOCIEAHEM KBapTaie TEKYLIETO TOAa Ha MPEeACTOSIIINN
KaJICHApPHBINA TOI.

8.7. Homenknatypa fen  OpraHu3allMd  TOJAMUCHIBaeTcs  pykoBoautesneM  CiykObl
JIEJIONPOU3BOJICTBA, BHU3MPYETCS PYKOBOJIWTEIEM apXuBa (JIMIOM, OTBETCTBEHHBIM 3a apXuB),
COIJIACOBBIBAETCS C LEHTPAIbHONW SKCHEPTHON KOMHCCHEH (IKCIepTHOW KoMHCcCUeil) opraHu3alnuu
M, €CIM OpraHu3alMs SBISAETCS HMCTOYHUKOM KOMIUIEKTOBAaHUS TOCYJApPCTBEHHOTO  WJIHU
MYHHUIUIIAIBHOTO apXHUBa, OJUH Pa3 B 5 JET MPEICTaBIAECTCA HA COINIACOBAHUE COOTBETCTBYIOILEH
HKCIEPTHO-NIPOBEPOYHON KOMHUCCHM YIIOJTHOMOYEHHOTO OpraHa UCHOJIHUTEIbHOW BIACTH CyOBeKTa
Poccuiickoit denepannu B obiactu apxuBHOro gena (nanee - DIIK apXuBHOTO ydpexJIeHUs) WK
roCy/1apCTBEHHOr0 (MYHUIMIAJIBHOTO) apXuBa B COOTBETCTBUU C MPEAOCTaBICHHBIMH €My
IIOJIHOMOYMSIMU B MOPSAKE, ycTaHOBIEHHOM [IpaBuiiamMu xpanenus <28>.

<28> IlynkT 4.8. [IpaBui XpaHeHHS.

Homenknarypa nen, cornacoBanHass OIIK apxuBHOro yupexaeHWss WIH TOCYAapCTBEHHBIM
(MyHUIIMIIAIBHBIM) apXWBOM B COOTBETCTBHHM C IPEIOCTABIEHHBIMH €MYy IIOJHOMOYHSAMH,
YTBEPKAAECTCA PYKOBOJUTEIEM OPraHU3allMU U BBOJIUTCS B JE€MCTBHE C 1-T0 SIHBaps MPEACTOSIIETO
KaJICHIapHOI'0 roja.

Opranuzanuu, B IATEIBHOCTH KOTOPBIX HE CO3AAI0TCS JOKYMEHTHI ApxuBHOro (ponna Poccuiickoit
®denepanyy, yTBEpKAAI0T HOMEHKIIATYPY A€ CAMOCTOSITEIIBHO.

B cnyuae m3MeHeHHs (QYHKIHMM M CTPYKTYyphl OpraHH3allid HOMEHKJIATypa el COCTaBiseTcs,


https://normativ.kontur.ru/document?moduleid=1&documentid=258679#l758
https://normativ.kontur.ru/document?moduleid=1&documentid=258679#l758
https://normativ.kontur.ru/document?moduleid=1&documentid=258679#l758
https://normativ.kontur.ru/document?moduleid=1&documentid=258679#l541

COTJIACOBBIBACTCA U YTBCPIKAACTCA 3aHOBO.

8.8. CornacoBanHas ¢ cootBercTByromel DIIK apXuBHOro y4pexaeHHsl WIM TOCYJapCTBEHHBIM
(MyHUIIMIIAIBHBIM) apXMBOM B COOTBETCTBUM C MPEAOCTABICHHBIMH €My IIOJIHOMOYHSIMHU
HOMEHKJIaTypa Jel B KOHIIE KaXJIOro Troja YTOYHSETCS, IeperneyaThiBacTcs, YTBEp)KIaeTcs
PYKOBOAWTENEM OPraHM3alUM W BBOAWTCS B JeiicTBUE ¢ | SIHBaps HPEACTOSAIIEro KaJeHIAPHOTO
roja.

8.9. IlepBblil SK3eMILIAP YTBEP>KICHHOW HOMEHKIIATYPHI €M ABJIAETCS TOKYMEHTOM IOCTOSTHHOTO
XpaHEHHUs W BKIIOYAETCS B HOMEHKJIATYpy Jen B pazaen CiyxObl Jemonpou3BOACTBA, BTOPOH -
ucnonezyercst Ciy:k00¥  1eonpou3BOACTBA B KayecTBe pabodero -HK3emIuisipa, TpeTud -
NEpPEJacTCsl B apXUB OpraHM3allMM B KayeCTBE YUYETHOIO JOKYMEHTA, 3JIEKTPOHHAs KOIus
HOMEHKJIATYpbI JIeJI OpraHu3alliH, YTBEP>KICHHOW PYKOBOIMTENIEM OpraHHU3aliH, MepeaaeTcs B
rOCYJapCTBEHHBIN (MYHULIMITAJIIbHBIN) apXWB, UCTOUHUKOM KOMIUICKTOBAHUS KOTOPOTO SIBIISIETCS
OpraHu3aIus.

B noapaznenenust opraHuzanuy HOMEHKJIaTypa Jen paccbuiaercss Ciy:x00i J1e10npou3BOJACTBa B
BUJIC KOIIMI COOTBETCTBYIOIIMX Pa3AeioB HA OyMa)XKHOM HOCHTEJIE UM B JIEKTPOHHOH (opme.

8.10. Homenkmarypa JAen OpraHM3alldd CTPOMTCA 10 CTPYKTYPHOH (Ha3BaHMSMU pa3/eiioB
(mogpasnenoB) HOMEHKJIATyphl Jell  SBJSIOTCS Ha3BaHUS CTPYKTYPHBIX — IOAPA3JIEIECHUH,
pacIloIO’)KEHHbIE B COOTBETCTBMM C  YTBEP)KACHHOM  CTPYKTYpOHl — OpraHusanuu), WM
(GyHKIIMOHAJIBHOW cXeMmaM (Ha3BaHUSMU pa3JeioB HOMEHKJIATYPbl €N SIBJISIFOTCS HAIpPaBJICHUS
JeSITeIbHOCTH OPTaHU3aIUN).

8.11. HomeHnknarypa z1ea CTpyKTypHOTO MOAPAa3JEJICHUs] COCTABIISIETCA B KaKIOM IOJpa3AciICHUN
OpraHM3ali paOOTHUKOM, OTBETCTBEHHBIM 3a JIEJIONPOU3BOACTBO MOJPA3AEICHUS, NPU yYaCTHH
BEIyIIUX  CHELUUAIUCTOB IMOJAPA3JEICHUSA, COIVIACOBBIBAETCS C  OKCIEPTHOM  KOMHCCHEU
nozipaszziesieHus (Mpu ee HaJIUu4Ku), HOAMUCHIBAETCS PYKOBOJIUTENEM CTPYKTYPHOTO MOJpa3/esieHus
u npeacrasisgercs B Ciyk0y 1e10npon3BOJICTBA.

HomeHknaTtypa nen CTpPYyKTYpPHOTO MOJAPA3AEiI€HUs COCTaBIsAETCS O (opMe, YCTaHOBIEHHOU
ITpaBuiiamMu xpaneHus <29>.

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

BHOBB cO31aHHOE MM PEOPTraHM30BAHHOE TIOJpa3/IelieHHe JODKHO B MECSYHBIN CPOK pa3padoTarh
HOMEHKJIaTypy el ¥ MpecTaBUTh ee B CiykO0y J1e10npOr3BOJICTBA.

8.12. Bce 3arosioBku Jei, BKIIOYEHHBIE B HOMEHKJIATYpy J€l1 CTPYKTYPHOI'O IOAPA3ACIICHHUS,
uHaekcupytotcs. Muneke aena ykaspiBaercs B rpade | HOMEHKIATYphl Il U COCTOMT U3 MHJAEKCA
CTPYKTYpPHOTO ToJipa3enieHus (Koaa MoApa3/ieleHusl B COOTBETCTBUH C YTBEPKJIEHHOW CTPYKTYpOi
OpraHu3alK WK KJIACCU(PHUKATOPOM CTPYKTYPHBIX MO/Ipa3/ieleHuii) U MOPsAKOBOTO HOMepa JieNa B
pasziesie HOMEeHKIaTyphl aen. MHnaekcsl nen o6o3Havarores apabckumu nudpamu. Hanpumep: 01 -
05, roe:

01 - Koz CTPYKTYpHOTO MOAPA3ICICHHUS,
05 - mopsAIKOBBIN HOMED JieIa B Pa3ziesic HOMEHKIJIATYPHI Jel.

Jena mo BompocaM, Hepa3pelICeHHbIM B TE€UEHHWE OJHOrO roja, ABJISIOTCS '"epexomsmuMu" u
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BHOCATCA B HOMCHKJIATYpY ACJI CICAYIOUICTO IroJila ¢ TCM KC MHIACKCOM. PGKOMGHI[YGTCSI COXPAaHATH
B HOMCHKJIaTYp€ A€ OAMHAKOBBEIC HHACKCHI AJIsI OJHOPOAHBIX €I, BKIIFOYCHHBIX B Pa3HbIC pa3aCiIbl.

Ecnu B TeueHne To/1a B ICATEIILHOCTH OpraHU3auyd 00pa3yroTcsi TOKYMEHTHI, He TIPeyCMOTPEHHbBIE
HOMCHKHaTypOI;'I ACJI, 3aroJIOBKM HOBBIX ACJI HOMOJHHUTCIBHO BKIIIOYAIOTCA B HOMCHKIIATYPY ACIL. B
KaXJIOM pa3zjielie HOMEHKJIATYpBI 1l JJIi BHOBbH 3aBOJIMMBIX JIEJ MPEIYyCMaTPUBAIOTCS PE3ePBHBIC
HOMepa.

8.13. 3aromoBok aena (rpada 2 HOMEHKJIATYpHI Jied) JOHKEH B 0000IIEHHOW (hopMe OTpakaTh
OCHOBHOE COJIEp’KaHHE M COCTaB JOKYMEHTOB nena. He momyckaercsi ynorpeOieHue B 3aroJioBKe
Jiena HEKOHKPETHBIX (GopMynupoBoK ("pa3Hble Marepuanbl', "oOmas mnepemnucka'), a Takxke
BBOJHBIX CJIOB U CJIOKHBIX CHHTAaKCHYCCKUX OOOpPOTOB. 3arojiOBKM JAENl MOTYT YTOYHSATHCS B
Te4YeHHe roja B npoiecce GopMupoBaHus U 0HOPMICHHUS JIE.

3aroJioBoK Acjla  JOJDKCH COCTOATH u3 3JICMCHTOB, paciojiaraCMbix B CJ'ICIIYIOH_[eﬁ
OCICA0BATCIbHOCTHU !

a) Ha3BaHME BHJA Jeia (MeperucKa, X)KypHai, JIej0) WIM BUJA JOKYMEHTOB, BKIIFOUCHHBIX B JIEJIO
(IpOTOKOJIBI, TPUKA3HI);

0) HaMMEHOBAaHUE OPraHU3alMH, CTPYKTYPHOTO MOJAPA3AENEHHUs, MOCTOSHHO JEHCTBYIOUIETO HIIH
BPEMEHHOI'0 OpraHa, JOHKHOCTHOTO JIMIIA, CO3AABIINUX JTOKYMEHT(bI);

B) HAaMEHOBAaHUE KOPPECIOHJIeHTa (OpraHu3aluy, JIMLA, KOTOPOMY aIpecOBaHbl UM OT KOTOPOTO
HOJIy4EHbI JOKYMEHTBI);

I') KpaTKoe cofiep)KaHue TOKYMEHTOB JIeNa;

1) Ha3BaHHE MECTHOCTHU (TEPPUTOPHH), C KOTOPOH CBSI3aHO COZEpKaHHE JOKYMEHTOB JIeNa;
e) nara (mepuoj), K KOTOPbIM OTHOCATCS IOKYMEHTHI JIeNia;

) yKa3aHHe Ha KOIUHHOCTh JOKYMEHTOB JIea.

8.14. HOpSII[OK PacCIIOJIOKEHU A 3aroJIOBKOB €I BHYTPHU PAa31€JIOB HOMCHKIIATYPBI ACII OIIPEACITIACTCA
CTCIICHBIO BA)KHOCTU JOKYMCHTOB, BKIIIOYCHHBIX B JI€JIA.

B HaydalJic pa3aciia pacnojiararoTcsd 3aroJOBKH ACI, COACpKaAINX YIpCAUTCIIbHBIC,
OpTraHHU3allMOHHO-TIPABOBEIC U PaACIOPAAUTCIIBHBIC TOKYMCHTBI, 3aTEM 3aroJIOBKH ACJ, COACPKAIIUX
IIJIAHOBBIC, OTYCTHLIC, I/IH(I)OpMaLII/IOHHO-aHaJ'II/ITI/I‘-ICCKI/IC JAOKYMCHTBI, NOKYMCHTELI, OTpPAXAromue
ACATCIIBHOCTE MNOAPA3ACIICHHA, INCPCIIMCKY, B KOHIEC pasjaciia - PCErUCTPAUOHHBIC W YYCTHEBIC
JKypHaJibl, KAPTOTCKHU, 0a3bl JaHHBIX.

3aroJoBKM [IeJI, COCTABJIEHHBIX 110 KOPPECHOHIEHTCKOMY M TreorpaduyeckoMy MpH3HAKaM,
BHOCSITCSI B HOMEHKJIATYpY el 10 aln(aBUTy KOPPECIOHIEHTOB UM reorpapuuecKux Ha3BaHUH.

B 3aronoBkax AC, coACpKaluxX HOOKYMCHTBHI II0 OAHOMY BOIIPOCY, HO HE CBA3aHHBIX
MOCJICAOBATCIIBHOCTBIO PCEIICHUA BOIPOCA, B KAa4Y€CTBE BHAAa ACJia y1'IOTpe6J'I$IeTCSI TEPMHUH
"I[OKYMCHTLI", a B KOHIIC 3arojJloBKa B CKOOKax YKa3bIBAKOTCSA Ha3BaHUSA BUAOB HJOKYMCHTOB,
HauoOoee MMPEACTAaBJIICHHBIX B JICJIC:

"JIOKyMEHTBI O IPOBEICHUH COBEIIAHWN U CEMUHAPOB (MPOTPaMMBbl, CTUCKH, TOKJIAIbI)".

Tepmun "TOKyMeHTHI" MIPUMEHSETCS TaKXKe B 3aroJIOBKax Jien, COZIepIKAILNX
JOKYMEHTBI-IPUJIOKEHUST K KaKOMY-THOO JTOKYMEHTY (BHUIbI JOKYMEHTOB-TIPHJIOKCHUH HE
NIEPEUUCIISIOTCS):



"JIoKyMEHTHI K IPOTOKOJIaM 3aceganuii HayuHo-TexHuueckoro coera';
"IIpoTOKOJIBI TPOU3BOICTBEHHBIX COBEIAHUH IPU T€HEPAIBHOM IUPEKTOPE U IOKYMEHTHI K HUM'".

B 3aromoBkax ACII, MPEAHA3HAUYCHHBIX IJId I'PYHOIIMPOBKHU OJHOTHIIHBIX AOKYMCHTOB, 3Ta I'pYyIIIa
JOKYMCHTOB YKa3bIBACTCA BO MHOXKCCTBCHHOM YHUCJIC:

"ITpoToxoJibl 3aceiaHuil Aupekuun".

B 3aromoBkax ACI, COACpKAIIUX IIEPCIHUCKY, YKaA3bIBa€TCid, C KEM M II0 KaKOMY BOIIPpOCY OHa
BCOCTCA:

"Tlepenucka ¢ 00pa3oBaTENbHBIMU YUPEKICHUSIMHU O MOBBIIICHUH KBATM(UKAIIUH PAOOTHUKOB".

B 3aronoskax ACJI, COACpKaUX IEPECHHUCKY € OAHOPOAHBIMU KOPPECIIOHACHTAMHU, IMOCJICIHUC HE
HAa3bIBAIOTCA, a YKA3bIBACTCA UX BUJOBOC HA3BAHUC!

"Tlepenucka ¢ (eaepalbHBIMU OpraHAMU WCIOJHHUTEIBHOM BIACTH O 3aKIIOUYEHUHM U UCTIOJTHEHUH
roCy1apCTBEHHBIX KOHTPAKTOB'".

B 3aronoBkax nen, conepikKalux MEPEenucKy ¢ pa3HOPOAHBIMU KOPPECIOHJIEHTaMH, MOCJIEIHUE HE
NEPEYUCIIAIOTCS:

"HepenHCKa 0 3aKJIFOUCHUHN U UCITOJIHCHUU I'OCYAApCTBCHHBIX KOHTpaKTOB".

B 3aronoske nmena YKa3bIBACTCA KOHKpGTHHfI KOPPCCIIOHACHT, C€CJIM ICPCIIHMCKAa BEACTCA TOJIBKO C
HUM:

"ITepenincka ¢ OOO "T'opcBA3p" 0 NPeAOCTaBICHUH YCIYT CBA3H .

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

€CJIN COACPKAHUEC NCJIa KAaCAaCTCAd HECKOJBKHUX OAHOPOAHBIX aAMHUHUCTPATUBHO-TCPPUTOPUAIIBHBIX
CIAWHHI, B 3aroJIOBKC ACJIa HC YKAa3bIBAIOTCA WX KOHKPCTHBIC HA3BaHHUA, 4 YKA3bIBACTCA HX 06[1166
BHU0BOC HAa3BaHUC:

"Ilepenucka ¢ yupexI€HUSIMHU KYJIbTYpbl aIMUHUCTPATUBHBIX OKPYroB MOCKBBI".

€CIi  COJep)KaHMe Jejla KacaeTcsl OJHOW aJAMHHHMCTPAaTUBHO-TEPPUTOPUANBHOM  €IMHULIBI
(HacelleHHOTO MMYHKTA), €€ (€ro) Ha3BaHHE YKa3bIBAETCs B 3aroJIOBKE Jiela:

"Tlepenncka ¢ ¢punmanioM B MOCKOBCKOM 001acTH O MJIaHUPOBAHUHM U OTUYETHOCTH".

B 3aronoBkax fen, copepiKaliux IUIAHOBYIO WJIM OTYETHYIO JOKYMEHTAIUIO, YKa3bIBAeTCsl MEepUOJL
(Mecs11, KBapTal, TOM) Ha (3a) KOTOPBII COCTABJICHBI IUIAHBI (OTYETHI):

"OTueTsl CTPYKTYpHBIX nofapazaeneHuit 3a 2017 rox";
"CTaTHCTUYECKUN OTYET O YHCICHHOCTH, COCTaBe M IBMKEHNH KaapoB 3a 2017 rox (¢. N 27-rom)".

[Ipu GopmupoBaHuu Jena W3 HECKOJIBKUX TOMOB (4YacTeif), Kpome OOIIero 3arojoBKa jena Mpu
HEOOXOJUMOCTH COCTABIIIIOTCS 3arojJOBKM Ka)X/I0ro Toma (4YacTH), YTOYHSIIOIIME COJAEpKaHHe
TOMOB (4acteit) gena.

3aroJj0BKH Jiesl MOTYT YTOUYHSTHCS B Tpoliecce (opMUpoBaHus U 0POPMIICHUS Jedl.

8.15. I'pada 3 "KommyecTBo men" 3amonHsIETCS IO OKOHYAHUM KajieHaapHoro rona. [lo qoctmwkenun
JIEJIOM, BKJIFOYAIOIIKUM JOKYMEHTBI BpeMEHHBIX (cBbllIe 10 J1eT) M MOCTOSIHHOIO CPOKOB XpaHEHMUS,



o0bema B 250 TUCTOB, TOM 3aKpBIBACTCS U OTKPHIBAECTCS HOBBIM TOM. B rpade 3 HOMeHKIaTyphl et
IIOCJIEZ0BATENBHO YKa3bIBAIOTCSI HOMEpPA TOMOB M KpallHHE AAThl JOKYMEHTOB Ka)X0I0 TOMA:

T. 1. 11.01.2017 -
30.06.2017
DJEKTPOHHBIE Jiejla Ha ToMa (4acTu) He pa3leistorcs. Bee anekTpoHHbIE TOKYMEHTHI, HE3aBUCUMO
OT UX 00beMa, BKIIFOYAIOTCS B OJJHO 3JIEKTPOHHOE JIETIO.
8.16. B rpade 4 "Cpok xpanenust u N cTaTbu 1o mnepeuHio" yKa3bIBalOTCS CPOKH XPAHEHUS JIeN U
HOMepa CTaTeil Mo THIIOBOMY MJIHM BEJIOMCTBEHHOMY IEPEUHIO JOKYMEHTOB C yKa3aHHEM CpPOKOB
XpaHeHus, GpeaepaTbHOMY 3aKOHY WIM HHOMY HOPMAaTUBHOMY IIPaBOBOMY aKTY.

8.17. B rpade 5 "llpumeuanue" mNpocTaBISAIOTCS OTMETKH O 3aBeneHuu nen ("3aBemeHo"), o
nepexoaanmx aenax (Hampumep, "[lepexoasiee ¢ 2016 roga"), o BeIAEICHUH €] K YHUUTOKECHHUIO,
0 JIMIaX, OTBETCTBEHHBIX 3a (popMHpoOBaHHE JeJ, O Mepenade Jel B IPYrylH0 OpPTaHH3aAIUI0 IS
MIPOJIOJDKCHUS.

Ecnmu neno gopmupyercst B nHGOPMAIIMOHHON CHCTEME M BKIIIOYAET AJIEKTPOHHBIC JTOKYMEHTHI, B
rpade "Ilpumeuanue" oTMedaeTcs, YTO JE€JIO BEAETCA B DIIEKTPOHHOM BHJIE C YKa3aHHEM
HAaNMEHOBAHUS UHPOPMALIMOHHOW CUCTEMBI:

"Onexrponnbie okymeHThl. COJl "Kannensapus", B/l "CnyxeOnble 3anmucku’.

8.18. Ilo 3aBepuieHMM [€IONPOM3BOJICTBEHHOIO T'0/la B KOHIIE HOMEHKJIATYpPbl /€1 B KaXA0M
CTPYKTYPHOM MOJpa3/ieaeH O0(OpMIISETCSl UTOrOBas 3alKch, B KOTOPYIO BHOCATCS CBEIEHUS O
KOJINYECTBE 3aBEJCHHBIX Jed (TOMOB, yacTeill), OTAEIbHO IMOCTOSHHOIO M BPEMEHHBIX CPOKOB
XpaHEHUs, BPEMEHHBIX CpOKOB XxpaHeHus ¢ ormerkod "DIIK" m mepexomsmux. Mtorosas 3amuch
JIOTIONHSIETCSA JAaHHBIMU O KOJIMYECTBE DJIEKTPOHHBIX JIEJI COOTBETCTBYIOIUX CPOKOB XPaHEHHUS.

B uTOroByro 3amuch CBOJHOW HOMEHKIIATYPBI JEJI CBEIAEHUS BHOCATCS HA OCHOBAaHUU JaHHBIX,
MEePEaHHBIX U3 CTPYKTYPHBIX MOAPA3ACICHUN OpraHu3aluu.

CBeI[CHI/IH, COZCpIKalurecsa B HWTOrOBOM 3amucH HOMCHKIJIATYpbI ACJI OpraHu3aluu, MepecaaroTCsa B
ApXUB OpraHu3anuu, 0 4€M B HOMCHKJIATYPEC A€ MPOCTABIIACTCA OTMCTKA C YKa3aHUEM NOJIKHOCTHU
U NMOATIMCH JINLA, TEPCAABIICTO CBEACHU .

8.19. Jlena co gHA MX 3aBeleHUs O MEpPENayd B apXWUB OpPraHU3alluy WIA 0 BBIACIECHUS UX K
YHUUTOKEHUIO 110 UCTEYEHUH CPOKa XPAHEHUS XPAHATCS 110 MECTY UX (OPMUPOBAHUSI.

I[CJ'IO CUHUTACTCA 3aBCACHHBIM C MOMCHTA BKJIFOUCHUA B HCT'O IICPBOI'0 UCIIOJIHCHHOI'O JOKYMCHTA.

8.20. Ilpu popmupoBanuu ien Ha OyMa)KHOM HOCHTEJE JOJDKHBI COOTIOIAThHCS CIEAYIOIHMEe 001ue
IpaBuiIa:

B JCJIO TIOMCHIAKOTCA HCIIOJHCHHBIC IOOKYMCHTBI, COOTBCTCTBYIOIIHMEC II0 CBOCMY COACPIKAHUIO
3aroJIOBKY Ji€jia IO HOMCHKJIATYPE ACII;

MPUITOKCHUA TOMCIIAOTCA BMECTE C OCHOBHBIMH TOKYMCHTAMM;
B ZICJIO BKIIHOYAKOTCA NOKYMCHTBI OAHOTO KAJICHAAPHOI'O I'0Jid, 3a UCKIIFOUCHUCM MEPCXOAAIUX OCI;
JOKYMCHTBI TOCTOAHHOI'O U BPECMCHHBIX CPOKOB XpaHCHUS I'PYHNIIUPYKOTCA B [1€J1a pa3AC/IbHO,

B ZICJIO BKIIHOYACTCA IO OJJHOMY 3K3EMINIIAPY KaXKJA0ro JOKYMCHTA,



(akcorpammbl, TelerpaMMmbl, Teiae(poHOrpaMMbl NMOMEIIAIOTCS B Jelia C MEPEernucKoi Ha 0OImMx
OCHOBaHMSIX;

B JICJIO TIOMEIIAOTCS JOKYMEHTHI MPaBUJIBHO M TMOJTHOCTBIO O(opMiICHHBIE (JOKYMEHTBI JOJIKHBI
MMETh JIaTy, MOAMKUCH U IPYTUe HEOOXOIUMBbIE PEKBU3HTHI);

B JIEJIO0 HE BKJIFOUAIOTCS IOKYMEHTBI, ITOIJIC)KAIINE BO3BPATY, JIMITHUE YK3EMIUIAPHI U YSPHOBHUKH (32
UCKITIOYCHHEM 0CO00 IEHHBIX);

1o 00beMy J1eJ10, BKIFOUAIONIee TOKYMEHTH Ha OyMa)KHOM HOCHUTEIE, HE JIOJDKHO MpeBbImaTh 250
JUCTOB, IIPU TOJIIIMHE HE Oosee 4 cM (TONIIMHA [N cO cpokaMu XpaHeHus 10 10 jneT He JomKHa
npeBbimath 10 cm). [lpu npeBbilieHnn TaHHOTO 00BbeMa 3aBOAMTCS BTOpod ToM. Ilpu Hanuuuum B
JieJie HECKOJIbKMX TOMOB (4acTel) MHIEKC M 3aroJIOBOK Jiejia MPOCTaBJISIOTCS Ha KaXKIOM TOME C
npobasinennem odo3nauenumii: "T. 1", "T. 2",

I[OKYMGHTH BHYTpPHU JCJIa pacClioJlaratoTcs CHU3y BBCPX B XpOHOHOFH‘ICCKOﬁ, BOHpOCHO-J’IOFH‘lGCKOﬁ
noCIaCaA0BaTCIbHOCTHU UJIN UX COYCTAaHUH.

PaCHOpHI[I/ITeJH)HHe JOKYMCHTHI I'PYHIIUPYIOTCA B JI€j1a 110 BUJaM U XPOHOJIOTHUH C OTHOCAIIMUMHUCA K
HHUM IIPHUIIOKCHHUAMU. I[OKYMGHTLI - OCHOBAHH: K PpACHOPAAUTCIBHBIM JOKYMCHTAM BKIIHOYAKOTCA B
OTACIBHOC ACJIO.

HpOTOKOHBI B ACJIC pacriojiaratoTca B XpOHOJIOTHYCCKOM ITOPAAKE U 110 HOMEpAM.

JIOKYMEHTBI K 3acellaHusIM (COBEIAaHUsIM) TPYNIUPYIOTCS B OTIIEIBHOE €0, KaK U MPUIOKEHUS K
MIPOTOKOJIAM, €CJIM OHU cojiepkaT 0osiee 25 CTpaHuil.

JIOKyMEHTBI K IIPOTOKOJIaM, €CJIA OHU CIPYNIIHPOBAHBI B OTAEIBHBIE /€A, CUCTEMATU3UPYIOTCS
BHYTpH JI€JIa 110 NOPSAKY HOMEPOB IPOTOKOJIOB.

JIokanbHBIC HOPMATUBHBIC AKTBI, YTBCPKICHHBLIC PACHIOPAAWUTCIbHBIMHA NJOKYMCHTAaMU, ABJIAIOTCA
MMPUITOKCHUSAMU K HUM U I'PYHITUPYIOTCA BMECTC C YKA3aHHBIMH JOKYMCHTaMHU.

[Tpuka3bl M0 OCHOBHOM JESATENbHOCTH TPYNIUPYIOTCS OTAEIBHO OT MPUKA30B MO JIMYHOMY COCTABY
Y TIPUKA30B 110 aIMMHHACTPATUBHO-XO03SMCTBEHHOM esTenbHOCTH <30>.

<30> B coorBerctBuM cC [lepeyHEeM THUIOBBIX YIPaBICHUYECKUX aPXUBHBIX JTOKYMEHTOB,
00pa3yloIMXcsi B Tpolecce MAEATENbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO
CaMOYIpaBJIEHUS M OpraHu3alMii, ¢ YKa3aHHEM CPOKOB XPAaHEHHUS, YTBEPXKIECHHBIM IPUKA30M
MunucrepcerBa KyabTypsl Poccuiickoit @eneparuu ot 25 aBrycra 2010 r. N 558 "O06 yTBepxaeHIH
[lepeyHss THUMOBBIX YHPaBIEHYECKHMX apXHMBHBIX JOKYMEHTOB, OOpa3yloluxcs B Ipoliecce
JEATENIBHOCTH T'OCYJAPCTBEHHBIX OpPraHOB, OPraHOB MECTHOI'O CaMOYIPABIIEHUS U OpraHU3alui, C
yKa3aHUEM CpPOKOB XpaHeHHs" (3aperucTtpupoBaH B MUHHCTEpCTBE IOCTHIMU Poccuiickoi
Oeneparn 8 centsiops 2010 r., peructpanuonnsiii N 18380); ¢ M3MeHEHHSIMH, BHECEHHBIMH
npukazoM MunucrepcTBa KyabTypbl Poccuiickoit @enepanuu ot 16.02.2016 N 403 "O BHeceHuun
u3MeHeHUi B llepeueHb THUIMOBBIX YIPaBIECHUYECKUX APXHMBHBIX JOKYMEHTOB, OOpa3yrOIIUXCS B
MpoLEecce JAEATEeIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPraHOB MECTHOIO CaMOYIIPaBJICHUS H
OpraHu3alui, ¢ yKa3aHueM CPOKOB XPaHEHUS, YTBEPKIACHHBIN PUKa30M MHUHHUCTEPCTBA KYJIBTYPBI
Poccuiickoit ®denepanmu ot 25 arycra 2010 r. N 558" (3apeructpupoBan B MwuHucCTEpCTBE
roctuiun - Poccuiickoit ®enepanun 15 mapra 2016 1., peructpaumonssii N 41414), k
aJIMUHHCTPATUBHO-XO35IIICTBEHHON JESITEIbHOCTH OTHOCATCS BOIPOCHI MO COOJIIOICHUIO TPaBUII
BHYTPEHHETO PaclopsKa, HKCIUTyaTallil CIYKEOHBIX 37aHUN, TPAHCHOPTHOMY OOCITYXHBAHHUIO,
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BHYTPEHHEH CBsI3H, 0OecrieueHro 0€30IacHOCTH OpraHu3aIi.

[Tpuka3zbl Mo TMYHOMY COCTaBY (POPMHUPYIOTCS B JieJia B COOTBETCTBUU CO CPOKAMH XPaHEHHUS.
JIOKyMEHTBI B JIMYHBIX JIEJIaX PAcHoJiaraloTcs 10 Mepe UX MOCTYIICHHUS.

[lepenucka rpynnupyercss B Jieia 10 TEMAaTUKE W/WIA KOPPECTIOHACHTaM M CHCTEMAaTU3HPYETCS B
XPOHOJIOTUYECKON MOCIEeI0BATEIIbHOCTH: JOKYMEHT-OTBET MOMEIIAeTCs 32 JOKYMEHTOM-IPOChOOi
(3ampocom). Ilpu BO30OHOBIEHUHM TIEPENHMCKH IO OIPEAEICHHOMY BOINPOCY, HayaBIIEHCS B
NpeAbIIYIIEM TOAY, JOKYMEHTBI BKJIIOUYAIOTCS B JEJIO TEKYIIEro rojla ¢ yKa3aHUeM HHJIeKca Jena
IIPEABIAYIIEro roja.

DNEKTPOHHBbIE TOKYMEHTHI (POPMHUPYIOTCS B DJIEKTPOHHBIE JIela B COOTBETCTBUU C HOMEHKIIATYpOu
JIeJl OpraHu3alyy B TOi HHPOPMAIIMOHHON CUCTEME, B KOTOPOH OHM ObUIN CO3JaHbl WM B KOTOPYIO
OBLIN BKJIIOYEHBI.

8.21. I[J'IH obecneyeHus COXPAaHHOCTH, y4€Ta NOKYMCHTOB U JCJI CTPYKTYPHOI'O IIOAPA3ACICHUA U
opraHu3al J0CTYyIla K HUM IIPOBOAUTCA KOMIIJICKC pa60T:

CO3JIaHUE ONTUMAIIBHBIX YCIIOBUI XpaHEHHS JOKYMEHTOB H JICT;
pasMeleHue Jei;

IMPOBEPKA HAIIMYHNA U COCTOAHUA JOKYMCHTOB U ICJI;
cOOJTI0IeHHE TTOPSIIKA BBIIA4H JIE].

8.22. Jlena pa3meniaroT B pabO4YMX KOMHATaxX MJIM CHEIHMAIbHO OTBEAEHHBIX Ui 3TOM Lenu
NOMEIIeHUsIX B mKadax, Ha cTeiaxax, 4YToObl O0ECNeYuTh UX COXPAaHHOCTh M 3aIIUTy OT
BO3/IEUCTBUS BpPEAHBIX (PaKTOPOB.

Jena myist ux ydera U ObICTPOTO MOMCKA JOJKHBI PACTIONaraThCsi BEPTHKAIBHO, KOPEIIKAMU HAPYKY
U B COOTBETCTBHHM C HOMEHKJIAaTypou nen. Ha kopemrkax o0JOXeK el YKa3bIBalOTCS MHACKCHI 110
HOMEHKJIaType JeJ, P HeoOXOIMMOCTH HOMep ToMa Jefa, JaTy jaena. HomeHkmarypa aen wiu
BBITIMCKA U3 HEE TIOMEIAeTCs Ha BHYTPEHHEH CTOpoHE mKada.

8.23. HpOBepKI/I HaJIM4Yug U COCTOAHUA NOKYMCHTOB M JI€JI B LEJIAX YCTAHOBJICHHUSA (baKTI/ILICCKOFO
HaJIM4YHWA A€ AOJIKHBI ITPOBOAWUTHCA ACIIOMPOU3BOANUTCIIEM MOAPA3ACIICHUSA B ClIydadX:

nepeq nepegayei JOKYMEHTOB B apXUB OpraHU3aluy;
IIpY MIEPEMEILCHUN JETT;

Opy  CMEHE  PYKOBOJIUTENS  CTPYKTypHOro  mojpaszieneHus, pykoBogutens  CiayxOsl
JIeNIONPOU3BO/ICTBA;

IIpu pCoOpraHun3sanv U JJMKBUAAIWUU OpTraHrUu3alui WU CTPYKTYPHOT'O MOAPA3ACIICHUA.

[IpoBepka HamMuUs MPOBOAMTCS MyTEM CBEPKH CTaTel HOMEHKJIATYpBI JIEJI C ONMMCAHUEM JeN Ha
00N0XKKe, a (U3MYECKOE COCTOSHHE JeN ONpENeNsieTcsl MyTeM MX BH3YalbHOTO HpocMoTpa. Bce
0OHapy)KEHHBIE HETOCTAaTKH JOJDKHBI (PUKCHPOBATHCS B aKTE MIPOBEPKH HAJTMYMS U COCTOSIHUS JIEIT.

8.24. B cnydyae BBISIBICHHS OTCYTCTBUS J€J1, YHCISIIMXCS MO HOMEHKIATYpE JeN, PYKOBOJCTBOM
MOAPA3ICICHUN IPUHUMAIOTCS MEphl M0 HMX PO3BICKY. EciiM pO3BICK el HE JaeT pe3yibrara,
COCTaBJISIETCSl CIpaBKa O MPUYMHAX MX OTCYTCTBUS, KOTOpas MOAIMKMCHIBAETCS PYKOBOJIUTEIIEM
noapasneneHus u npeacrasisiercs B Ciryx0y 1enonpon3Bo/ICTBA.



@akt yrparbl aena (nen) Qgukcupyercs B akre, cocraBisieMoM CiyxO00W IeI0npou3BOJICTBA U
PYKOBOJIUTENEM CTPYKTYpHOrO MojpasieieHus (YHOJHOMOYEHHBIM UM JIMIOM) B  Tpex
AK3EMIUIApax: IO OJHOMY SK3eMIUIIPY akTa XpaHutcs B Ciry:kOe Jeonpon3BOACTBA U CTPYKTYPHOM
NOJPA3/IeIEHUH; 3K3EMIULIp aKTa IPeJCTaBIsAeTCs B apXWB OpraHu3allMyd IpU Iepejrade el
CTPYKTYPHOTO MOJPAa3/IeICHUs Ha apXUBHOE XpPaHEHHUE.

8.25. DkcnepTusa IEHHOCTH JIOKYMEHTOB IPOBOJMTCS HAa OCHOBE 3aKOHOJATENIbHBIX W HHBIX
HOPMAaTUBHBIX MPABOBBIX akTOB Poccuiickoit denepanyu, ycTaHABIMBAOIINUX TPEOOBAHUS K CPOKAM
XPaHEHUs JJOKYMEHTOB, TUIIOBBIX ¥ BEJIOMCTBEHHBIX NIEPEUYHEH TOKYMEHTOB C YKa3aHHEM CPOKOB UX
XpaHEHHS:

IIPY COCTABJIICHUU HOMEHKJIATYyphI J€E;
MIPY MOATrOTOBKE JIEJ K MEPEIade B apXUB OPraHU3aLNH;
B apXUBE OpraHu3alvH.

8.26. Jlns opraHu3aiuu W TPOBEACHUS pabOThl MO JKCIEPTH3E IICHHOCTH JIOKYMEHTOB B
OpraHu3alMy TMPUKA30M PYKOBOJIUTENS CO3/JaeTcsi HJKcrepTHas komuccusa (mamee - OK), B
OpraHu3aIUsaX, UMEIOIINX TOABEIOMCTBEHHBIC OPTaHU3aINH, (PUITHAIIBI, - IEHTPAIbHAS SKCIIEPTHAS
komuccus (nanee - [[OK).

3amaun, QyHkuuu, npasa, opranuzanus padbotel DK (LIDK) ompenensroTcss moiokeHueM O HE,
KOTOpO€ paspabaThiBacTCsi Ha  OCHOBaHMM MNPUMEPHOTO  TOJOXKEHMs, YTBEPKIACHHOTO
YIIOJTHOMOYEHHBIM (peiepaibHbIM OPTaHOM HCIOJTHHUTEIBHOM BIACTH B cepe apXUBHOTO Jea U
JIeIONPON3BOJICTBA <3 1>,

<31> Ilpuka3 denepanpHoro apxuBHoro areHrctBa ot 11.04.2018 N 43 "OO6 yrBepxIeHHH
[IpumepHoro mojokeHUsT 00 OKCIEPTHOM KOMHUCCHU OpraHu3anuu’ (3aperucTpUpoBaH B
Munucrepctse roctuiinu Poccuiickoit ®eneparmu 15.06.2018, perucrparmonnsiii N 51357).

8.27. OcHoBHbIMH QyHKIMsIMH DK sSBISIOTCS:
OpraHu3aIys eXeroHOro 0Toopa el A XpaHEHUS! U YHUUTO)XKEHUS;

pPacCMOTPEHHME U COIVIACOBAHUE IIPOEKTa HOMEHKIATYphl JEJl OpPraHu3aluy, OIUCEH Jel
MOCTOSIHHOTO U BpeMEHHBIX (cBbIlIe 10 JIeT) CpOKOB XpaHEHHsI, B TOM YHUCIIE 10 JINYHOMY COCTaBy,
AKTOB O BBIJICJICHUH K YHUUYTOKCHUIO JEJI, HE TIOAJIEXKAIIUX XPAHCHUIO;

y4aCTue B MMOATOTOBKE U paCCMOTPCHUHU MPOCKTOB HOPMATUBHBIX U METOANYCCKUX JOKYMCHTOB IIO
BOIIpOCaM pa6OTBI C JOKYMCHTAaMH B OpraHU3alnu.

8.28. DkcnepTusza IEHHOCTH JIOKYMEHTOB OCYILIECTBIISETCS €XEroOAHO JETONPOU3BOAUTEISIMU
nospaszzeneHuil copmectHo ¢ DK opraHuzanuu U IMojJ METOAUYECKUM PYKOBOJACTBOM Ciy:KObl
JIEIONPOU3BOJICTBA OPTaHU3AIIHH.

8.29. Ilpu mpoBeIeHHH SKCIEPTU3bl LEHHOCTH JOKYMEHTOB IPH IMOATrOTOBKE JAEN K Iepeade B
apXMB OPraHU3aLUU OCYILECTBISACTCS:

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

0TOOp TOKYMEHTOB BpeMeHHBIX (0 10 JeT BKIIOUYHUTENBHO) CPOKOB XpaHEeHus U ¢ nomerkamu "Jlo



MUHOBaHMS HanoOHocTh", "Jlo 3amMeHBl HOBBIMH', TOJUICKAIIMX JajJbHEHIIEeMy XpaHEHUIO B
CTPYKTYPHBIX MOJIpa3IeJICHUsX;

BBIJICIICHHUE K YHUYTOXCHHUIO ACT 3a NPEABIAYIIUE I'OJAbl, CPOKH XPAHCHHA KOTOPBIX UCTCKIIN.

OIIHOBpeMeHHO MPOBEPACTCA KAaUCCTBO U IMOJIHOTA HOMCHKIIATYPbI ACJI OpraHu3aluu, NpaBuJIbHOCTb
OonmpeacICHUA CPOKOB XpaHCHUA OCII.

8.30. lema mocTOsSTHHOTO W BpeMeHHBIX (cBbImIe 10 JI€T) CPOKOB XpaHEHHS MOJJICKAT IMOJTUCTHOMY
MIPOCMOTPY ISl BBIIETICHUS U3 UX COCTaBa JOKYMEHTOB BpeMeHHBIX (10 10 J1eT) CpoKoB XpaHEeHHUS.

Hena c¢ ormerkoi "JOIIK" monaBepraioTcs IMOJUCTHOMY MPOCMOTPY B LEISAX ONPEACICHUS U
BBIJICJICHUSI U3 UX COCTaBa JJOKYMEHTOB, MOJIJICKAIIUX TOCTOSTHHOMY XPaHEHHUIO.

8.31. OTbop 2JIEKTPOHHBIX JOKYMEHTOB JUISl MEpPEadydl B apXUB OPTaHU3AIMHA OCYIICCTBISETCS B
ABTOMATH3UPOBAHHOM DPEXHME IyTeM OTOOpa JIOKYMEHTOB M3 0a3 JaHHBIX WH(GOPMAIIMOHHBIX
cucrteM o npusHaky "Muaexc aena" ("Cpok xpanenus").

8.32. Ilo pe3ynpTaTaMm »SKCHEPTU3bl ILEHHOCTH JOKYMEHTOB B OpraHu3alMd I[POBOAUTCS
o(opMIIEHHE JIeN ¥ COCTABIISAIOTCS ONUCH JIEJ IOCTOSHHOIO XpaHeHus1, BpeMeHHbIX (cBbilie 10 jer)
CPOKOB XpaHEHHUs U I0 JIMYHOMY COCTaBY, a TaK)X€ aKTbl O BBLACICHUM K YHUUTOXKEHHUIO JEJl, HE
HOJUIEXKALUX XPAHEHUIO.

Omnucu Jien NOCTOSHHOTO XpaHEHUs, BpeMEHHBIX (cBbliie 10 JIeT) CpOKOB XpaHEHUs U MO JINYHOMY
COCTaBy, a TaKXe aKThl O BBIJCJIEHUM K YHMUYTOXKEHHUIO JeJ, He MOJIeKaIlUX XPaHEHHUIO,
paccmarpuBaroTcs Ha 3aceganuu DK (LIDK) opranusammm ognoBpemenHo. CornacoBanHbie DK
(IOK) akThl 1 OnUCH YTBEP)KIAIOTCS PYKOBOIUTEIEM OpraHU3aLUH.

8.33. Jlena, oOpa3oBaBminecs: B NEATEILHOCTH OpraHU3AIMKN U TOJICKAIINE XPAHCHHUIO, TTPOXOIAT
NOJHOE WK YyacTuyHoe oopmienue. [lomHoMy odopmieHnto moanexaT Aejaa BpeMEHHBIX (CBBIILE
10 5eT) CpokoB XpaHEHMs] U IOCTOSHHOTO xpaHeHus. [lema BpemeHHbIX (0 10 5et) cpokoB
XpaHEeHUs MoJyIekaT YaCTUIHOMY 0(OPMIIEHHUIO.

OdopmiieHne naen NPOBOAUTCS B CTPYKTYPHBIX MOJPA3/ENCHUSAX OpraHU3alMd IO MEeCTY
(dbopMUpOBaHUS JOKYMEHTOB B JieNa.

8.34. IlomHoe oopmieHne 1ena Ha OyMa)XXHOM HOCHUTEJE BKIIIOYAET:
oopmiieHre PEeKBU3UTOB 00JIOKKH Jema 1o popme;

HyMEpaIuIo JINCTOB B JIETIE;

COCTaBJICHHUE JIMCTa-3aBEPUTEIIS JIEIa;

COCTaBJIEHUE B HEOOXOAUMBIX CITy4yasiX BHYTPEHHEH ONUCH JOKYMEHTOB JIeNa;
MOJIIMBKY U MEPEeIUIeT Aena;

BHECEHHE HEOOXOAMMBIX YTOYHEHMH B PEKBU3UTHI OOJIOKKM Jena (YyTOYHEHHE Ha3BaHUSA
OpraHM3aly, NHIEKCA Jiea, KpalHUX JaT Jieja, 3arojI0BKa Jema).

Jlucr-3aBepuTenb Jena, BHYTPEHHSSI OMUCh JOKYMEHTOB Jesia M O0JOXKKa Jella COCTaBISIOTCS IO
dbopmam, yctaHoBIeHHBIM [IpaBrmamu xpanenus <32>.

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


https://normativ.kontur.ru/document?moduleid=1&documentid=258679#l649
https://normativ.kontur.ru/document?moduleid=1&documentid=258679#l767
https://normativ.kontur.ru/document?moduleid=1&documentid=258679#l770
https://normativ.kontur.ru/document?moduleid=1&documentid=258679#l649
https://normativ.kontur.ru/document?moduleid=1&documentid=258679#l767
https://normativ.kontur.ru/document?moduleid=1&documentid=258679#l770

8.35. Jlena BpemeHHBIX (0 10 JIeT BKIOYUTEIHHO) CPOKOB XPaHEHUs, MOJICKAIINE YaCTUUHOMY
0(OPMIICHHIO, TOMYCKAETCS XPAHUTh B ManKax, B KOTOPBIX JieJia XPaHWIUCh B JCIOMPOU3BOICTBE,
nepecucTeMaTH3anus JOKYMEHTOB B Jelie He NPOBOAMUTCA, JHCTHI Jela He HYMEepYITcs,
JUCTBI-3aBEPUTENN JIeNa He cocTaBisitoTca. Ha 00noke aena B COOTBETCTBUM C HOMEHKIIATYpOil
JeJl  OpraHM3alllMM 3aloJIHSAIOTCA PEKBU3UTHI: HAMMEHOBAaHWE OpraHu3allid, HauMEHOBaHHE
[oJipa3/iesIeHus1, MHJIEKC JIeJIa, 3ar0JI0BOK JI€J1a, CPOK XPaHEHUS JTOKYMEHTOB.

8.36. Ha obnoxke nen BpemeHHBIX (cBbime 10 JIeT) CPOKOB XpaHEHHS U IO JIMYHOMY COCTaBY
yKa3bIBAIOTCS:

HAaMMEHOBAHME  BBIIIECTOSIIECH  OpraHu3aluu  (OpraHU3aALMH-YUPEIUTENs1); HaUMEHOBaHUE
OpraHU3aIiH - UCTOYHMKA KOMIUIEKTOBAHHUS FOCYIapCTBEHHOTO (MYHUIIMTIAIIBHOIO) apXHBa;

HAaUMEHOBAaHUE CTPYKTYPHOTO MOIpa3aeICHHUS;
MHJIEKC JIeTIa 110 HOMEHKJIaType /e,

HOMEp TOMa (4acTH);

3aroJIOBOK Jiejia (ToMa, 4acTH),

KpaliHHE JIaThl Jiea (ToMa, 4acTH),
KOJIMYECTBO JICTOB B JIEIIC;

CPOK XpaHEHHUS JIeNa;

apXUBHBIN mudp nena.

Ha o06aoxkax ACI TIOCTOAHHOTO XpaHCHUA HaJ HAWMMCHOBAHHWEM OpraHU3allui YKa3bIBACTCS
HAaMMCHOBAHUC TOCYIAApCTBCHHOI'O (MYHI/IHI/IHZU'IBHOFO) apxuBa, HCTOYHHUKOM KOMIIJICKTOBAHUSA
KOTOPOI'O BBICTYIIACT OpPraHu3anus.

8.37. Ilpu oopmieHun 00JIOKKH Aea:

HAaUMEHOBAHME BBIIIECTOSIIIEH OpraHu3aluu (OpraHU3alMU-YUpeAUuTeNns), NpH €€ HaIU4uu,
yKa3bIBAETCSl MOJHOCTHIO B HMMEHHMTEIBHOM TaJeXe, MOJ IMOJHBIM HalMMEHOBAaHHEM B CKOOKax
yKa3bIBaeTCs O(pUIIMATIBLHOE IPUHITOE COKPALlIEHHOE HAMMEHOBaHuUeE (TIpU €ro HATM4YHH);

HAaUMEHOBAHME OPraHU3alUU YKa3bIBA€TCS IIOJIHOCTBIO, B MMEHMUTEIBHOM IaJEKe, C YKa3aHHUEM
OQUIMATEHO MPUHATOrO COKPALIEHHOIO0 HAUMEHOBaHHUA (TIpU €ro HAJIMYMU), KOTOpPOe YKa3bIBaeTCs
B CKOOKax I1OCJI€ TIOJIHOTO HAaUMEHOBAHMS;

HAaUMEHOBAHME CTPYKTYPHOI'O TMOAPA3/AEICHUS YKa3blBaeTCSd IOJHOCTBIO B COOTBETCTBUU C
YTBEPKACHHON CTPYKTypoll opraHuzauuu (IpU HaJIMYUU COKPAIIEHHOIO HAaWMEHOBAaHMUS
CTPYKTYPHOTO IOJIpa3/ieJIeHHs OHO YKa3bIBaeTCsl B CKOOKaX);

WHJIEKC JIeJIa TIPOCTABIISETCSA B COOTBETCTBUU C HOMEHKIIATYPOH JIeJT OpTraHu3aIliu;

3arojIOBOK Jiefla MEPEHOCUTCSI U3 HOMEHKJIATYphI /€]l OpraHu3aiui (B HEOOXOJUMBIX CIIydasx B
3aroJIOBOK BHOCSTCS YTOUHEHMS);

JaTel esa (roa(bl) 3aBeIeHNS U OKOHYaHUS JIeJia B JISTIONPOU3BOICTBE).

HpI/I N3MCHCHHUN HAWMMCHOBAHUS OpraHu3allviid WA [OOAPAasACJICHUA B TCUCHUC IICpUOIA,
OXBAaTbIBACMOI'0 JOKYMCHTAMU [i€Jia, WJIK IIPHU IIEpeaadc Acjiia B APpYyroc noApa3aciIiCHUC Ha 00JI0KKE



Acla 1noxa MNOpCeKHUM HAWUMCHOBAHHUCM  YKA3bIBACTCA HOBOC HAWMMCHOBAHHC OpTraHHU3allun
(nonpamenemm), a I[MPEKHEC HAUMCHOBAHHUE 3aKIIIOYACTCA B CKOOKH.

Wupexkc nena u 3arojioBOK Jejia MepeHocsATCS Ha OOJO0XKKY M3 HOMEHKIAaTypbl nen. Ecmu neno
COCTOMUT M3 HECKOJIbKHMX YacTel, Ha 0OJOKKY KaKJIOTO TOMa (4acTh) BEIHOCUTCS OOIIHIA 3ar0JI0BOK
JIeJ1a ¥ 3aroJI0BOK Ka)KJI0M yacTH (IIpU €ro HAJIUYUH).

Jaroil nen, copepkamMx pacHoOpSAMTENbHYIO JOKYMEHTAIMIO, a TakkKe e, COCTOSALIMX U3
HECKOJIbKUX TOMOB (4YacTeil), sSIBISIIOTCA KpallHME OaThl JOKYMEHTOB Jiejla, TO €CTh JaThl (YHCIIO,
MecCsll, TOJ) PErucTpanuu (COCTABJICHHS) CaMOTO PAaHHErO0 M CaMOr0 MO3JHEr0 JOKYMEHTOB,
BKJIIOUEHHBIX B Jie0. [lpu 3TOoM neHp mecsna (ABa 3HaKa) U rof (YeTbpe 3HaKa) 0003HAYAIOTCS
apaObckuMu IU(paMu, Ha3BaHUE MECSIAa MHUIIETCS CIOBOM. EciayM B €70 BKJIIOYEHBI JOKYMEHTHI,
JaThl KOTOPBIX BBIXOMAT 32 KpallHUE JaThl JeNa, TO MOJ JaTaMu Jejia, ¢ HOBOM CTPOKH JENaeTCs
3anuch: "B nene umeroTcss AOKYMEHTHI 3a ... rof(sl)". JlaTel gena MOTyT HE yKa3blBaTbCs Ha
00JIOKKE JIeJl, COAEepIKaIINX, HapuMep, TOJOBbIE TUIaHbI U OTUYETHI, TAK KaK OHU OTPaKaloTCs B
3aroJIoBKax Jell.

,Z[aTaMI/I Aciia, CoACpIKaAmero IMPOTOKOJIbL 3aC€HaHHﬁ, SABJIAIOTCA OaThbl IICPBOro MW IMOCICIAHCTO
IMIPpOTOKOJIA.

KpaﬁHHMH AarTaMy JIUYHOrO JCJIa ABJIAKOTCA OAaThbl IMOAINMCAHUA IMPUKa3a O IMpUEMC (HpI/I HaJIM4Ynmn
TPYZOBOTO JOTOBOpA - JAaTa 3aKII0YCHHs TPYIOBOTO J0rOBOpa) U MpHKaza 00 YBOJIbHEHHUH U1, HA
KOTOpPOE OHO 3aBeleHO. B cimydae cmepTu jimua, Ha KOTOPOE 3aBEICHO A0, KOHEYHOM JaTou
ABIISIETCS 1aTa JOKYMEHTA, U3BEIIAOIIEro O €ro KOHYHHE.

PexBuzut "CpOK XpaHCHUA L[ena" INEPCHOCUTCA Ha O6J'IO)KKy ACJIa U3 HOMCHKIJIATYPBI HCJI ITOCJIC
CBCpKH €ro CO CpPOKOM XpaHCHHA, YKa3aHHbIM B IICPEYHC THUIIOBBIX OOKYMCHTOB WK B
BCAOMCTBCHHOM IEPCUHE JOKYMCHTOB, C YKa3aHUEM CPOKOB XpaHCHU.

Ha nenax nmocTossHHOTO XpaHeHusl numeTcs: "XpaHUTh MOCTOSHHO".

8.38. Ilo oxoHUaHUM rojia B HAAMUCH Ha 00JIOKKaX JIeJ MOCTOSSHHOTO M BpeMeHHBIX (cBbiiie 10 ner)
CPOKOB XpaHEHHUS BHOCATCS YTOYHEHHsS: IPU HECOOTBETCTBUHM 3aroJioBKa Jel Ha OOJIOXKKe
COJIEPKAHUIO TTOIIIUTHIX TOKYMEHTOB B 3aTr0JIOBOK JI€JIa BHOCSTCSI U3MEHEHHSI U JIOTIOJTHEHUSI.

HaumeHoBaHMsI opraHu3aliii M TOJpa3fefieHus, TOA U HOMEp Jela MOTYT MPOCTaBIAThCSA Ha
00JIOKKE C TIOMOIIBIO IITaMIIA.

8.39. B menax oOecnedyeHrs COXPAaHHOCTH M 3aKpEIUIEHUs MOpSAIKa PACIOJIOKEHUS JOKYMEHTOB,
BKJIIOUEHHBIX B JIENIO, BCE €T0 JIUCThI, KPOME JINCTA 3aBEPUTENS U BHYTPEHHEN ONMCH, HYMEPYIOTCS
apaOckumu 1dpamMu BanoBoil Hymepanueil. JIncTel HymepyroTcsl rpadUTOBBIM KapaHAAIIoOM HIIH
HyMepaTtopoM (ynorpeOiieHue 4YepHWJ M LBETHBIX KapaHJalled Ui HyMepaluu JIMCTOB He
JIOTTYCKaeTCs1) CBepXy BHM3, LU(PHI MPOCTABISAIOTCS B MPaBOM BEPXHEM YTy JIUCTA, HE 3a/ieBas
TeKCTa JOKyMeHTa. JINCTB BHyTpEHHEN ONIMCH HYMEPYIOTCS OTAEINIBHO.

JIncTel J€JI, COCTOAIINX M3 HECKOJIBKHX TOMOB HJIIH '—IaCTeI\/II, HYMEPYIOTCA IO KaXXJIO0MYy TOMY WA
4aCTHu OTACIBHO.

JIOKyMEeHTBI ¢ COOCTBEHHOM HyMepaIuei IMCTOB HyMEPYIOTCS B 00IIEM MOPSIIKE.

Jluct mob6oro dhopmara, MOAMUTHINA 32 OJUH Kpaid, HyMEpYyeTcsl KaKk OJIMH JIUCT B MPABOM BEpXHEM
yray. CIOKEHHBIM JIMCT pa3BOpauMBacTCd M HYMEPYEeTCss B IpaBOM BepxHeM yray. Jlucr,
CJI0’KE€HHBIN M OJIIIUTHIN 32 CEPEINHY, MOJICKUT MEPEIINBKE U HyMEPYETCS KaK OJIMH JIUCT.

Ecnu B €m0 moAmuT KOHBEPT C BJIOKEHHEM, CHadajla HyMEpyeTcs KOHBEPT, a 3aTEM OuYepeIHBIM



MOPAAKOBBIM HOMECPOM KaKAOC BJIOKCHHUEC B KOHBCPTC.

Ecnu B Hymepanuu nmucToB ponyiieHo 6onee 10 ommOoK, Bee eno HyMepyercs: 3aHoBo. [Ipu aTom
CTapbie HOMEpa 3a4ePKUBAIOTCS, U PSAIOM CTaBUTCSI HOBBIH HOMED JIMCTA.

[Tpr HaMMYWU OTAENBHBIX OMMOOK B HyMEpAaIlMU JINCTOB JOIYCKAETCS YHOTPEOIeHUE TUTEPHBIX (C
OYKBEHHBIMU JOIMOJIHEHUSIMU) HOMEPOB JICTOB.

8.40. Ilocne 3aBepilieHHS] HYMEpAIMU JIUCTOB COCTABJISIETCS JIMCT-3aBEPUTENb Jie€Jla, KOTOPBIN
pacronaraeTcsi B KOHIE Jena. B nmcre-3aBeputene mudpamMu W MPOMUCHIO  YKA3bIBAIOTCS
KOJIMYECTBO JIUCTOB B JaHHOM Jeljie, OCOOCHHOCTHU OTIEIbHBIX JIOKYMEHTOB (HESCHBII TEKCT,
pa3pbIBbI, CKICHKH).

Jluct-3aBepuTenb Jiena MOAMNUCHIBAETCS €r0 COCTaBUTEIEM C YKa3aHHWEM JOJDKHOCTH, WHUIAIIOB U
(dbaMunuu, aThl COCTaBJICHHUS.

KonandecTBO IHUCTOB B ACJIC, YKa3aHHOC B JIMCTC-3aBCPUTCIIC €A, IPOCTABIACTCA HA 00JI0KKE JAcia.

Ecnu neno mepemiereHo M moammTo Oe3 JIHMCTa-3aBEpUTENs, TO COCTABICHHBIN JIMCT-3aBEPUTENb
MOJIKJIEUBAETCS K BHYTPEHHEH CTOpOHE 3aHEN 00JI0KKH Jera.

8.41. [lna yuera JOKYMEHTOB ONPEJCIIEHHBIX KAaTErOpuil MOCTOSIHHOIO U BpeMeHHOro (cBbime 10
JIeT) CPOKOB XPaHEHMsI, y4eT KOTOPBIX BbI3BaH CHEHM(DPUKON JOKYMEHTAllUH, BKIOUYEHHON B JIENO0,
COCTaBJIACTCS] BHYTPEHHSISI OIIUCh JOKYMEHTOB JI€J1a, [IOMEIAaeMast B €ro Havyalo.

BHYTpeHHHH OIIMCh BKJIKOYACTCA B [J€JIda, HMMCIOIIHMC OCO6YIO 3HAYUMOCThb, a TaKXXC€ B JC€JIa,
C(l)OpMHpOBaHHHe o BHUAaM HOOKYMCHTOB, 3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOI'O
COJACpKaHUA JOKYMCHTOB.

BHyTpeHHsI1 ONMUCh JOKYMEHTOB Jejla COCTaBJIETCS Takke Ha OObEeMHBIE Jiela MOCTOSHHOTO U
BpeMeHHbIX (cBbIle 10 J1eT) CpPOKOB XpaHEHMsI B LIETISAX y4eTa U ObICTPOro HaXOKIEHHS IOKYMEHTOB
B JICIIE.

B koHIle BHyTpeHHE! OnucH yKa3blBaeTcs LU(paMu U MPONKUCHIO KOJUYECTBO BKIIOUEHHBIX B HEE
JIOKYMEHTOB U KOJIMYECTBO JIUCTOB BHYTPEHHEW OIUCH.

BHYTpeHHSIH OIMMCh OOKYMCHTOB J€JIa NMOANUHCHEIBACTCA COCTABUTCICM C YKA3aHUCM [JOJIZKHOCTH,
WHUIUAJIOB U (1)aMI/IJ'II/II/I, JaTbl COCTaBJICHUSI.

Ecnu neno meperuiereHo M MOAMIMTO Oe3 BHYTPEHHEH ONUCH, TO COCTaBJIEHHAss BHYTPEHHSS OIUCh
MOJIKJIEUBAETCS K BHYTPEHHEHN CTOPOHE JINIIEBOI 00JI0XKKH Jiea.

8.42. JIOKyMEeHTBI NOCTOSIHHOTO, BpeMeHHbIX (cBblilie 10 JieT) CPOKOB XpaHEHHs] U MO JINYHOMY
COCTaBy, COCTABJIAIOLIME JIEJI0, NMOMEUIAI0TCA B TBEp/Able OOJOXKKH M3 KapTOHA, MOJIIMBAIOTCS B
YeTbIpe MPOKOJAa MM MEPENIeTaloTCsl C Y4eTOM BO3MOXKHOCTH CBOOOJHOIO YTEHHUS TEKCTa BCEX
JOKYMEHTOB, JaT, BH3 M pe30JIOLMM Ha HHUX. Pe3omonuu pyKOBOACTBA, COCTaBJICHHBIE Ha
OTJENBHBIX JIMCTaX, MOMEMIAITCS Iiepea AOKyMEeHTOM. IIpu moaroTroBke npenm K IOJIIMBKE
(meperieTy) mpoBepsieTcs MPaBWIBHOCTE MX (hOpMUpOBaHMS, O(OPMIIEHUS, BCE IIACTUKOBBIE U
METaJUIMYECKUE KPEIUICHUS, a TAKXKE TEPMOIIEPEIUIETHl U3 TOKYMEHTOB yIAJISIOTCS.

Jlena TMOCTOSIHHOTO XpAHEHHWs, COCTOSALIME W3 0CO00 IICHHBIX WJIM HEPOPMATHBIX JTOKYMEHTOB,
MOT'YT IPUHUMATHCS] Ha XpPaHEHHUE B 3aKPBITHIX TBEPBIX MalKax ¢ TpeMs KIalaHaMHU U C 3aBI3KaMH
WIN B KOPOOKax.

8.43. IloarotoBKa 3JEKTPOHHBIX JTOKYMEHTOB K II€pelade B apXWB OpPraHMU3ALMM OCYILECTBISAETCS
CTPYKTYPHBIM IOJIpa3/I€JICHUEM OpraHu3ally - BIAJEIbIEM COOTBETCTBYIOIIEH MH()OPMALMOHHON



CHCTEMBI COBMECTHO C TOJpa3elieHueM (CHEIHaINCTOM), 00eceuynBaouM (yHKIIMOHUPOBAHUE
UH(POPMALIMOHHOM CUCTEMBI.

8.44. IIpn moAroTOBKE 3JEKTPOHHBIX TIOKYMEHTOB, OTOOPAHHBIX K Mepeaaye B apXUB OpraHu3aliuy,
BBITIOJTHSIOTCS CJICTYIOIE OCHOBHBIC MTPOLIEAYPHI PA0OTHI C IOKYMEHTAMH:

KOHBEPTALIUS IEKTPOHHOTO JOKYMEHTa B JopMaT apXUBHOTO JOKyMeHTa <33>;

<33> IlynkT 4.34 IIpaBun XxpaHeHusl.

¢GopmupoBaHne B HWH(OOPMAIIMOHHON CHCTEME OpPraHW3alliH OJIEKTPOHHBIX €N, SBIISIOIIUXCS
COBOKYITHOCTBIO KOHTEHHEPOB 3JEKTPOHHBIX JIOKYMEHTOB MJIM KOHTEHHEPOM 3JEKTPOHHOIO
JOKYMEHTa, BKJIOYAIOIIEM: KOHTEHT M METaJaHHbIe 3JEKTPOHHOIO JOKyMEHTa, (haisbl
SIICKTPOHHBIX MONKCEH W BH3YAJHU3UPOBAHHYIO KOITHIO TEKCTOBOI'O 3JIEKTPOHHOIO JOKYMEHTa B
dopmare PDF/A <32>;

(opMHUPOBAaHKE ONKCH WIEKTPOHHBIX J€]1, JOKYMEHTOB CTPYKTYPHOI'O [TOIPA3/ICIICHUS;

MUTpaLys JIEKTPOHHBIX JOKYMEHTOB Ha (pU3n4ecku 000co0IeHHbIE MaTepHUaIbHbIe HOCUTEIH, €CIIH
JOKYMEHTBI TepeJaloTcsi B apXWUB OpraHu3alul HE O HHGPOPMALMOHHO-KOMMYHHUKALMOHHBIM
KaHaJaMm;

IMPOBEPKa BOCIIPONU3BOAUMOCTH IJICKTPOHHBIX TOKYMCHTOB,
IMMPOBEPKaA 3JICKTPOHHBIX JOKYMCHTOB Ha HAJIMYNEC BPECAOHOCHBIX KOMIIBIOTCPHBIX IIPOTpaMM;

MNOATBCPXKIACHUC TCIOCTHOCTU JJICKTPOHHOIO Acjia SHCKTpOHHOﬁ MnNoAINuUChbI0 PYKOBOIAUTEIIA
CTPYKTYPHOTI'O MOApPa3ACICHHUA (I/IHOFO YIIOJTHOMOYCHHOT'O J'II/II_[a), OCYHICCTBJIAOMICTO IMOATOTOBKY
SJICKTPOHHBIX JOKYMCHTOB K II€pCAavu€ B apXUB OpraHu3aiuu.

8.45. DNEeKTPOHHBIE JIOKYMEHTBI nepeaarTes B apXuB OpraHu3aIuu o
WH(OPMAIIMOHHO-TEIIEKOMMYHUKAIIMOHHON ceTH Wiu Ha (pusnuecku 00OCOOIEHHBIX HOCHUTENSX B
COOTBETCTBUU C YCTAHOBJICHHBIMH TpaBWiIaMu <32>, 0e3 COXpaHEHWS JaHHBIX JJICKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBYIOIIUX MH()OPMAIIMOHHBIX CHCTEMaX.

8.46. OmucH JeN COCTaBIISIOTCS B CTPYKTYPHBIX MOAPA3ACICHUSIX OPraHU3alUU 0T METOUYECKUM
pykoBoacTBOM CIy>KOBI JEIONPOU3BOICTBA.

Onucu ACJI COCTABJIAKOTCA OTACIIBHO Ha J€JIa ITOCTOAHHOTO XpaHCHUA; 1€JIa BPCMCHHBIX (CBLIH_IC 10
J'IeT) CPOKOB XpaHCHHUA; AC€Jia II0 JHUYHOMY COCTaBy, OJJICKTPOHHBIC J[€jJIa, a TaKXC Ha [Jecja,
COCTOAUC U3 NOKYMCHTOB, XAaPAKTCPHBIX IJIA JIaHHOM opraHuzaliin (Cy,JIC6HBIe, CIICACTBCHHBIC
Ac1a, HAYYHBIC OTUCTEI 110 TeMaM).

Onwucu 1en CTpyKTYypHBIX MOJpa3aesieHuil COCTaBIIsA0TCS 10 (hopMaM, yCTaHOBIEHHBIM [IpaBuiamu
XpaHeHus <34>.

<34> [1punoxenus N 23, 24 x [IpaBuiiam XpaHeHUs!.

[To onucsm nen CTpYKTYPHBIX MOpa3ieieHU JOKYMEHTHI [IepelaloTCs B apXUB OpraHU3aIuu.

Ha nena BpeMeHHBIX cpokoB XpaHeHus (10 10 jeT BKIHOYMTEIBHO) ONUCH HE COCTAaBISIOTCA, U B
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apXMB TaKue JeJia He ePeIatoTCsl.
[Tpu Hammuuu B opranm3aruu COJ] onucu nen GopMHUPYIOTCS B CHCTEME.

8.47. Onucu Jien CTPYKTYPHBIX MOpa3/ieieHH MPEeACTaBIAIOTCA B apXUB OpraHU3alliid HE paHee,
yeM 4epe3 OAMH TIoJl, M HE I[O03[JHee, 4YeM uepe3 TpU TrojAa Iocie 3aBeplIeHUs Jell B
JIEJIONPOU3BO/ICTBE.

8.48. OTnenpHas OMKUCH MPEJCTABISAET COOOM MepeueHb OMUCATEBHBIX CTATEH ¢ CAMOCTOSITCIBHON
MOPSIIKOBOM HyMepaluen, Kak/1as U3 KOTOPBIX JOJDKHA BKIIIOYATh CIAEAYIOIINE CBEACHHUS:

HOPSIIKOBBIM HOMED J€JIa 10 OIKCH;
MHJICKC JIeN1a;

3aroJIOBOK JI€JIa;

KpalHHE JaThl J1eN1a;

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHHUS €A,

IIPUMEYaHUsI.

8.49. Ilpu coCTaBIEHUU OMUCH eI CTPYKTYPHOTO TOJPA3CIICHUs COOJIIOAIOTCS CIICAYIOINE
TpeOOBaHUS:

3aroJIOBKH JA€JI BHOCATCA B OIMUCHh B COOTBECTCTBHH C HpHHSITOﬁ cXeMoM cucTeMaTusanmmu aci,
3aerHHCHHOI>’I B HOMCHKJIATYp€ ACJI;

KaKI0€ AC€JI0 BHOCUTCH B OIMHUCH IO CaMOCTOATCIIbHBIM IMMOPAJKOBBIM HOMEPOM (CCJ'II/I AC€JI0 COCTOUT
N3 HCECKOJIBKHMX TOMOB MHJIH ‘-IaCTGI\/'I, TO Ka)I(,I[I)IfI TOM HJIHX YaCThb BHOCATCA B OIMCH 110
CaMOCTOATCIIbHBIM HOMepOM);

MOPSAOK HyMEpAIMK JEN B OMMCH - BAJIOBBIN;

rpadpl OMUCH 3aNOJIHIIOTCS B COOTBETCTBUU C TEMU CBEJIEHUSMH, KOTOPHIE BBIHECEHBI Ha 00JIOKKY
zena;

IIpY BHECEHUH B OMMCh MOJPSIA /1] (TOMOB, YacTel) ¢ OJIMHAKOBBIMH 3aroJIOBKaMH 3aroJIOBKHM BCEX
nen (TOMOB, 4YacTed) MUIIYTCS MOJIHOCTHIO; NMPU BHECEHWHW B OMHCH TOCTEIHEr0 3arojoBKa
no6asisiercst cinoo "[locneanuit");

rpada omucu "llpumeuanusa" HCMOMB3YETCS I OTMETOK O TpHEME Jiell, OCOOCHHOCTAX WX
(U3UYECKOTO COCTOSIHHSI, O Tepeaaye AeN APYTUM CTPYKTYpPHBIM MOAPA3/IEICHUEM CO CCHUIKOW Ha
aKT, 0 HAJIMYNH KOITHH.

8.50. Ilepen BHeceHHEM 3arojOBKOB JeJd B OMNHMCh MPOBEPSIOTCS KauecTBO (OPMHUPOBAHUA U
o(opMIIeHHUS J1e]1, COOTBETCTBUE KOJIMUYECTBA /i€, BHOCUMBIX B OIUCH, KOJIMYECTBY 3aBEIEHHBIX el
110 HOMEHKJIAType A€l OpraHu3auy.

B konie omucu Bcned 3a MOCHEAHEW OMHMCAaTeNbHOW CTaThel 3amloNIHSAETCS MTOTOBas 3aluch, B
KOTOPOH YKa3bIBarOTCs (IIU(PpaMH U MPOMUCHIO) KOJIMYECTBO JIEN, YHCISIINXCS MO OMKCH, TICPBBIA U
MOCIICAHUI HOMEpa JIeJT TI0 OIKCH, a TaKKe OrOBAPUBAIOTCS OCOOEHHOCTH HYMEpPAIUU JIeT B OMHCH
(JIuTepHBIC HOMEpa U MPOIYIICHHBIC HOMEPA).

8.51. Ilopsnok MpUCBOEHUS HOMEPOB OMUCAM /€] CTPYKTYPHBIX MOAPA3IEIeHUN yCTaHABINBAETCS



M0 COTJIACOBAHUIO C APXHUBOM OPTaHU3AIIHH.
8.52. Ilpu cocTaBIEHUM ONUCH 3JIEKTPOHHBIX JEJ B OIKCH BKIIFOUAOTCA:
MOPSITKOBBIA HOMEP 3JIEKTPOHHOTO JIeJIa TI0 OIKCH;

HHJICKC 3JICKTPOHHOTO Jiea;

3aroJIOBOK Jiea;

JaTa jena (Toma, 4acTH);

CPOK XpaHEHH Jeia;

00BbeM 3JIEKTPOHHOTO JieTa B MO;

pUMEUYaHUS.

B cocraBe ommcu snekrpoHHBIX aen B COJl GopmupyeTcss peectp 3JIEKTPOHHBIX JOKYMEHTOB
(KOHTEHHEPOB IEKTPOHHBIX JTOKYMEHTOB), B KOTOPOM YKa3bIBAIOTCSl CBEAEHUS 00 3JIEKTPOHHBIX
JIOKYMEHTaX, BKJIIFOUEHHBIX B KaXK0€ 3JIEKTPOHHOE JIENO.

8.53. Onucu Aen CTpyKTYpHOTO MOAPA3JEJICHUs MOANUCHIBAIOTCS PYKOBOIUTENIEM IIOIpa3AciICHus,
cornacoBbiBatoTcsi OK  crpykrypHoro mopnpasaenenuss (mpu ee Hainuuuu) u  CiyxOoit
JIeNIONIPOU3BOICTBA. PeecTp 3JIEKTPOHHBIX JOKYMEHTOB, SIBJISIFOIIMICS NPUIOKEHUEM K OIUCH
AJIEKTPOHHBIX JIOKYMEHTOB, IOJIMCBHIBAETCS COCTABUTEIEM pEECTpa C YKa3aHHEM JIOJKHOCTH,
MHUIHMAIOB, (aMUIIMH, 1Tl COCTaBIICHUS.

8.54. Omucu J1en CTPYKTYPHOTO MOJpa3/ieNieHus OpraHu3allii COCTaBIISIIOTCS B ABYX JK3EMILIApaxX
Ha OyMa)XHOM HOCHTEIe, OJMH U3 KOTOPBIX TepeaacTcs BMECTe ¢ JellaMi B apXHB OpPraHU3alliu, a
BTOPOIl OCTaeTcs B Ka4eCTBE KOHTPOJIBHOTO IK3EMILISApa B CTPYKTYPHOM MOJpa3ieneHnu. B apxus
OpraHW3aIlMi TAKXKE TMepeIaeTcs I10 DJK3EMIUIIPY OMNKMCEeH el B DJIGKTPOHHOM BHJIE B
penaktupyemMoMm ¢opMare AJis UCMOJIB30BaHUS B JANbHEWIIEM JAJSl IOJTOTOBKUA apXWUBHBIX OMHCEH
Jien, TOKYMEHTOB (TOJAOBBIX Pa3/IeyioB).

8.55. Jlena nepenaroTcs Ha XpaHEeHHE B apXMB OpraHU3allli B COOTBETCTBHUHU € Irpa)uKoM Hepeaadu
JIOKYMEHTOB, YTBEP)KICHHBIM DPYKOBOJWUTEIEM OpPraHU3allid WIM HHBIM YIOJIHOMOYEHHBIM WM
JIMIIOM U COIJIACOBAaHHBIM C PYKOBOJIUTEISIMU CTPYKTYPHBIX ITOAPA3IEICHUN.

8.56. Jlena mocTOSIHHOTO U BpeMEeHHBIX (cBbllIe 10 J1eT) CpPOKOB XpaHEHUS, JOKYMEHTHI 110 IUYHOMY
COCTaBY, AJIEKTPOHHBIE IOKYMEHTHI MI€PEIaloTCs B apXUB OpraHU3allii HE paHee, YeM uepe3 roj, u
HE M03/IHEE, UEM Yepe3 TPU rojia MOCe 3aBEPLICHHS UX B AEIONPOU3BOJICTBE.

8.57. Ilepemaua pgenm B apXWB OpraHU3alMd IPOM3BOAUTCSA MO ONHUCAM JENI CTPYKTYPHBIX
MOAPA3ACIICHAN.

8.58. VYmonHOMOYeHHBI pabOTHMK apxuBa NpPOBEpPsSET MNPABUIBHOCTH OQOPMICHHUS U
dbopMupoBaHUs JeN, MPaBWIBHOCTh COCTABIIEHUS OMHUCEH JeJI, COOTBETCTBHE KOJIMYECTBA e,
BKJIIOYEHHBIX B OIHICh, KOTMYECTBY /€], CHOPMUPOBAHHBIX B COOTBETCTBUHM C HOMEHKJIATYpOU Jedl.

BrisiBieHHble TpU MpPOBEpKE HEAOCTATKU B (GOpMUPOBaHHU M OGOPMIEHMM Jell pabOTHUKU
CTPYKTYPHOTO MOJIpa3/ieieHuss 0053aHbl yCTPAHUTH B IBYXHECIBHBINA CPOK.

8.59. Ilpmem kaxgoro Jena B apXMB OpraHU3alMy IPOU3BOJUTCS B  IMPHUCYTCTBUHU
JEIIONPOU3BOUTENSL CTPYKTYpHOro moapazaencHus. [Ipm stoMm Ha 000MX 3K3EMIUISpPAaX OMHUCH
IIPOTUB Ka)KJI0TO JI€J1a, BKIFOYEHHOTO B HEE, AENAeTCsl OTMETKA O HAJIMYMM Jena. B KoHIe Kaxxaoro



9K3EMIUIApa OMHMCH B WTOTOBOM 3alMCH YKa3blBaeTcss LU(paMH U TPOMUCHIO KOJIMYECTBO
(akTHUECKU NPUHATHIX B apXUB JI€JI, B TOM YHUCJIE 3JIEKTPOHHBIX, HOMEpa OTCYTCTBYIOIIMX i€, AaTa
IpueMa-TIepeayu e, a TakKe MOMINUCH JIMLA, OTBETCTBEHHOIO 3a apXWB, U JHUIA, IIEPEAABIIETO
Jena.

HtoroBass 3amuch MOATBEPKIAETCS MONMUCAMU  COTPYIHHMKA apXuBa U  COTPyJHUKA
(Z1enonpon3BOIUTENA) CTPYKTYPHOTO MOJAPA3ACIeHUs, IEPEAABILEIO Jejla Ha OyMaXXHOM HOCHUTENE
U DJIEKTPOHHBIE JIeNa.

8.60. Ilepemaua 3M€KTPOHHBIX TOKYMEHTOB B apXUB OpraHU3alMd IPOM3BOJUTCS HAa OCHOBAaHUU
OIMHUCEH AJIEKTPOHHBIX Je] M0 WHPOPMAIMOHHO-TEICKOMMYHUKAITMOHHOW ceTH (IpU HAJWYUHN B
apXvMBe OpraHu3aluy HHPOPMAIMOHHOW CHUCTEMBI) WIHM Ha (U3WYECKH 000COOICHHBIX
MaTepHaIbHBIX HOCUTEIISX, KOTOPBIE MPEIICTABIISIOTCS B IBYX MICHTHYHBIX SK3EMILISPaX.

8.61. B CJIydac JIMKBUOAIIMKU WM PEOpraHU3allN CTPYKTYPHOI'O IOAPA3ACIICHUA OpraHU3alnuu
ACJIOMPOU3BOJUTCIIb IMMOAPA3ACIICHUA B IICPHUOA IMPOBCACHHA JIMKBUAAIIWMOHHBIX MepOHpI/ISITI/Iﬁ
(1)OpMI/Ipy€T BCC HMCOIIUECA NOKYMCHTHI B JcCJIa, O(i)OpMJIHCT Jcjla WU IepeaacT UX B aApPXHUB
opraHu3aln, HE3aBUCUMO OT CPOKOB XPAaHCHUS. Hepez{aqa ACI OCYHICCTBIISICTCA 11O OIMUCAM JCIT U
HOMCHKIJIATypE ACJI.

8.62. Ha nena ¢ MCTEKIIMMHU CPOKaMHU XpPAHEHHsS] B CTPYKTYPHBIX IHOJpPA3AEICHUSX OpraHu3aluu
COCTABJIAIOTCS MPEATIOKECHHS K aKTy O BBIJCJIICHUM K YHHUUYTOXKEHUIO JOKYMEHTOB, HE MOJUIEekKAIUX
xpaHeHuto (no popme, ycranonnenHnoi [lpaBunamu xpanenus <35>.

<35> [Ipunoxkenue N 21 k [IpaBunam xpanenus.

Ha ocHoBe npenyoxkeHuil CTpyKTypHBIX moapaszaenennii Ciyx0a IeIonponu3BOICTBa OPraHU3aIluN
COCTaBJISIET AKT O BBIACICHUU K YHUUYTOXKECHHIO JTOKYMEHTOB, HE MOJUIEKAIINX XPAaHEHUIO, HA J€NIa
BCEH OpraHu3aluu 1o Toi ke ¢popMme. 3arosoBKH OJHOPOAHBIX €], OTOOPAaHHBIX K YHHUUTOKEHUIO,
BHOCATCSI B aKT IOJ OOIIMM 3aroJOBKOM C YKa3aHHEM KOJIMYECTBa JIeJ, OTHECEHHBIX K JIaHHOMN
rpymnme.

8.63. Jlena BKIIIOYAIOTCS B AKT O BBIAEICHUM K YHHYTOXEHHIO IOKYMEHTOB, HE IMOAJIEKAIIUX
XPaHEHUIO, €CIIM MPEyCMOTPEHHBIN Ui HUX CPOK XpaHEHHUsS UCTEK K | sHBaps roga, B KOTOPOM
cocraBieH akT. Hampumep, 3akondyennsle B 2014 rony nena ¢ 3-JIETHUM CPOKOM XpaHEHMsI, MOTYT
OBITH BKJIFOUEHBI B aKT, KOTOPBIN OyAeT cocTtaBiieH He paHee 1 suBaps 2018 roaa.

8.64. Jlena ¢ ormerkon "JIIK" <36> mojyexar MOMMCTHOMY HPOCMOTPY B LENSAX BBISBICHUSA
JOKYMEHTOB, IOJUIEKAIIUX IOCTOSSHHOMY XpAaHEHMIO. BBIABIEHHBIE B TaKUX JA€laX JOKYMEHTHI
MOCTOSTHHOTO XPaHEHHUS BBIACISIOTCS U MPUCOECTUHSIIOTCS K OJJHOPOIHBIM JIeaM Uil (OpMUPYIOTCS
B CAMOCTOSITEJIbHBIE JIENa.

<36> Otrmertka "OIIK" o3HauaeT, 4YTO YacTh JOKYMEHTOB MOKET ObITh OTHECEHA K CPOKY XPaHEHHUS
"moCTOAHHO".

OcTallbHBIE JOKYMCHTHI A€JIa C orMmeTkor "OIIK" BkIrowaroTcsa B akT, npu 3ToM oTMeTka "OIIK" B
y 3
AKTC HC YKa3bIBaACTCH.

8.65. AKT O BBIJICICHUM K YHUYTOXKEHUIO JIOKYMEHTOB, HE TMOJJIKAIUX XPAHECHHUIO,
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NpeaACTaBIACTCd Ha PaCCMOTPCHUC W COIJIACOBAHUC 9K OOIHOBPCMCHHO C€ OIIHMCAMU €I
IMOCTOAHHOI'O XpaHCHHUA U 110 JIMYHOMY COCTAaBY.

8.66. AKT 0 BBIIEJICHUU K YHUYTOXKEHUIO JOKYMEHTOB, HE MOAJIESKAIINX XPAHEHUIO, YTBEPKIALTCs
pykoBoauTeneM — opraHuzauuu  nocie  yrBepxkaeHus — OIIK  apxuBHOro  yupexaeHus,
roCyJapCTBEHHOI'O MJIM MYHHULMIAIBHOIO apXWBa B COOTBETCTBMM C IPEIOCTABICHHBIMU €My
MIOJIHOMOYMSIMU OIMCEN /€T MOCTOSHHOTO XPaHEHUs M COIVIACOBAHUS ONMUCEN AEN M0 JUYHOMY
COCTaBY, I10CJIE YEro JIej1a, BbIICJIEHHbIE 110 aKTY K YHUYTOKEHHIO, MOTYT ObITh YHUUTOXEHBI.

8.67. [lena, mojuiexaniue yHUUYTOKEHUIO, TIepeatoTcsl Ha nepepaboTky (yruwimsanuio). Ilepenaya
nen opOpMIISIETCSI TPUEMO-CaTOYHON HAKIaJHOM.

[Tocne yHMUYTOXKEHHS JieJ B HOMEHKJIAType JIeJl MPOCTABIISIOTCS OTMETKH, 3aBEPSIeMbIC TIOJITHCHIO
cnienpanucta CiyxObl 1€T0MPOU3BOICTBA, U JATOM:

"Vunuroxeno. Cum. akt N oT . [lognuce, naumanel, Gamumms".

8.68. QHGKTpOHHHe AOKYMCHTBI € HCTCKIIMMHU CPOKAMH XPAHCHHUA IOMAJICIKAT BBIACICHUIO K
YHUYTOXCHHIO Ha 06HII/IX OCHOBAHUAX, ITOCJIC YCTO IMPOBOAUTCA UX (1)I/I3I/I‘-ICCKO€ YHUYTOXCHUC WU
YHUYTOKCHHUEC NPOTPAMMHO-TCXHUYCCKUMU CPCACTBAMHU C COOTBGTCTBYIOH_[Cﬁ OTMETKOHM B aKTe O
BBIACJIICHUU K YHUYTOKCHHUIO 3JICKTPOHHBIX JOKYMCHTOB.

ONEKTPOHHBIE JOKYMEHTBl CUMTAIOTCS YHUYTOKCHHBIMHM, €CIM HX HEIb3sl BOCCTAaHOBUTH
cpeAcTBaMu HH(POPMAIIMOHHOW CHCTEMBI HAa HOCHTENSIX HH()OPMAIIUH U U3 PE3EPBHBIX KOIIHIA.

8.69. AxTBI O BBIACIICHUU K YHHYTOXCHHIO HJOKYMCHTOB, HC MOJJICKAININUX XPAHCHHUIO, XPAHATCA
INOCTOSAHHO B JCJIC (bOHI[a.

I X. Opranu3anus 10cTyna K J0KyMeHTaM M UX UCI0JIb30BaHNS

9.1. Belmaua gen, Haxonsdmuxcs Ha XpaHeHuu B CiyxOe AeT0npou3BOJACTBA, CTPYKTYPHBIX
NOJIpa3/ieNIeHUsAX OpraHu3alud pabOTHUKaM APYTUX MHOJpa3fesieHuil A 03HAKOMJICHUS U (WIIM)
JUIs BPEMEHHOIO MCIIOJIb30BaHUs B pPaboTe NPOM3BOIUTCS IO 3ampocaM, MOJIMUCAHHBIM
PYKOBOJUTENEM (3aMECTUTENIEM PYKOBOAMTENS) CTPYKTYPHOIO MOJPA3/AEICHUS, 3alPalINBAIOLIETO
neno (JOKYMEHT) M ¢ paspelieHus pykoBojautens CiayxObl 1eI0npou3BOJACTBA UM CTPYKTYPHOTO
NOJpa3/IeNIeHus], JOKYMEHTBI KOTOPOTrO 3allpalINBAOTCA.

9.2. Jlena, TOKYMEHTHI BBIIAIOTCS BO BPEMEHHOE IOJIb30BaHHE paOOTHUKAM OpraHHU3al[Mi Ha CPOK
He 6oJiee 0IHOrO MecsIIa.

['ocynapcTBeHHBIM oOpraHaMm (CyJaeOHbBIM, MPAaBOOXPAHUTEIbHBIM, OpPraHaM TOCYAapCTBEHHOTO
KOHTpPOJISI U Ha/A30pa) J€jla U OTAEIbHBIE JOKYMEHTHI BBIIAIOTCS Ha OCHOBAaHMHU MX NMHCbMEHHBIX
3apOCOB € pa3peleHUs PyKOBOAMTEINS OpraHU3allMM WIM UHOTO YIOJHOMOYEHHOIO MM JIMIA, 110
aKTaM Ha CpOK He 0oJiee IeCTH MECSIIEB.

HpI/I HGO6XOJII/IMOCTI/I CPOK HCITIOJIB30BAaHHA JOKYMCHTOB MOXET OBITh IMPOAJICH.

9.3. B nucbMeHHOM 3arpoce pabOTHUKOB OpPraHU3allii O Bblaue JOKYMEHTOB (ZeJ1) BO BpEMEHHOE
MOJIb30BAHMUE W3JIAraloTCsl MPUYMHBI, 1O KOTOPHIM 3alpalivBaeTcsl AeNo (IJOKYMEHT) U ILelb
UCIIOJIb30BaHUs IOKYyMEHTOB, HAXOAAIINXCSA HA ONIEPAaTUBHOM XPAHEHHH.

9.4. Ha BhI1aHHOE Z1€710 3aBOJIUTCA KapTa-3aMECTUTENb, IOMEIaeMasi Ha MECTO BBIJJaHHOTO siena. B
HEW yKa3bIBalOTCS MHJIEKC Jela, JaTa €ro BblJayd, KOMY JIeJIO BBIJAHO, JlaTa €ro BO3BpAILCHUS,
peycMaTpUBaIOTCs Tpadbl IS TOUCEH B MOJYYCHUU U TIpUeMe JIeTia.



Ha w™ecTto wu3BATOrO NOMIMHHHUKA JOKyMEHTa paboTHUK CroyxObl JeIONPOU3BOJACTBA WIIH
JICJIONPOU3BOAUTENb TOAPA3ICIICHUS BKJIAJBIBAECT B JIEJIO JIUCT-3aMECTUTENIb C YKAa3aHUEM, KOT/a,
KOMY U Ha KaKOH CPOK BbIJaH JOKYMEHT M NOAMMUCSAMH B MOJIYyYECHHHU U npuemMe nena. [Ipu stom B
JIEJIO TIOMENIAETCS 3aBEPEHHAST KOIHSI JOKYMEHTA.

[Tocne pemenus Bompoca, A PAcCMOTPEHUsT KOTOpPOro Jena (AOKYMEHThI) H3bIMAIUCh IIO
3ampocaM TOCYAapCTBEHHBIX OPTaHOB, MOJMHHUKUA JOKYMEHTOB JOJDKHBI OBITH BO3BpAIICHHI B
OpraHMU3aI1I0 U IIOMEIIECHBI B JIENO.

9.5. DnekTpoHHBIE JOKYMEHTBI, HaxXOJIIIMECs] Ha ONEpPaTHBHOM XpaHEHWH B 0azax HJaHHBIX
UH(POPMALIMOHHBIX CHUCTEM, BBIJAIOTCA JJIS MCIOJIB30BaHMS B BUJAE KOMUH DJIEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBHHU € MyHKTOM 2.51 [IpumepHON HHCTPYKIUH.

9.6. Ilopsimok mocTyna pabOTHHUKOB OpraHU3alUM K JOKyMEHTaM, pasmeniaembiM B COJl uinu uHoM
WH(POPMALIMOHHON CUCTEME, YCTAHABIIMBACTCS JIOKATbHBIMH HOPMATUBHBIMU aKTaMU OpraHU3allHy,
OMpCAC/AIOIMMUA  TTOPAAOK OSKCILTyaTaluu I/IH(i)OpMaHI/IOHHOfI CHUCTEMBI, U B COOTBCTCTBUH C
MEPCOHAIBHBIMU YUETHBIMU 3aITUCSIMU pab0THHUKOB B COJI min nHOM MHPOPMAIIMOHHOM crucTeMeE.

PaGoTHMKaMm, HE WMEIOIIMM IIpaBa JOCTyNa K COOTBETCTBYIOMICH HH(DOPMAIMOHHOW CHCTEME,
3JIEKTPOHHBIE JOKYMEHTBI BBIIAIOTCS B COOTBETCTBUM ¢ mnyHKTamu 9.1 - 9.3 Ilpumepnoit
WHCTPYKIINU, HAa (U3NYeCKH 000COOJICHHOM HOCHTENE, BBICBUIAIOTCA MO AJIEKTPOHHOMY aapecy
paboTHHKA, 3aIPALITUBAIOIIETO TOKYMEHT, UM UHBIM 00pa3oM.

9.7. B Cnyx0e nenonpou3BOJCTBA, CTPYKTYPHOM TMOJpPa3AeICHUH, BBIIABIIEM €TI0 (IOKYMEHT)
BEJIETCS y4YeT BBIJIAHHBIX JIe71 (JOKYMEHTOB) W KOHTPOJb HMX CBOEBPEMEHHOI'O BO3Bparta.
DNEeKTPOHHBIE Jiena (JOKYMEHTHI) BO3BpATy HE MOJIeXKAT.

9.8. PaboTHuKM opraHu3anuu o0s3aHbl 00€CIeYNBaTh COXPAHHOCTb MOJYYEHHBIX BO BPEMEHHOE
NOJb30BaHNUE JIOKYMEHTOB (Z1e1) Ha OyMaXHOM HOCHTENE U HCIOJIb30BaTh IMOJYyYEHHYIO
WHPOPMALIAIO B CIYKEOHBIX IIETSX B COOTBETCTBUU C TPEOOBAaHHMSIMH JIOKAJHHBIX HOPMATHBHBIX
aKTOB. 3ampelnaercs IMepenaya IMOJyYeHHBIX JOKYMEHTOB MM HX KOMUH pPabOTHUKAM ApPYrHX
HOJpa3AeIeHUI NN OpraHnu3aIyi.

9.9. U3bsatue (BbIEeMKa) JTOKYMEHTOB, OOpa30BaBIIUXCS B JIEATEIBHOCTH OpraHU3aIlUH,
MIPOU3BOJUTCS B COOTBETCTBUU C 3aKOHOJATENbCTBOM Poccuiickoit denepanuu.

9.10. U3bsTHe (BbIEMKA) TOKYMEHTOB MPOU3BOAUTCS HA OCHOBAaHUU MHUCHBMEHHOTO PACIOPSKEHUS
(TOCTaHOBIIEHHS) COOTBETCTBYIOLIETO OpraHa BJACTU C pa3pellieHUs PYKOBOIMUTENS OpraHU3aluu
WJIM UHOTO YIOJIHOMOYEHHOTO UM JIMI[A C U3BEIIEHUEM PYKOBOJIUTENS MOApa3AeIeHus], JOKYMEHTHI
KOTOPOT'0 U3BIMAIOTCHI.

9.11. ®akt u3bATUSA (BBIEMKH) JOKYMEHTOB (PUKCUPYETCS B IMPOTOKOJIE (AKTE) U3bATUS (BBIEMKH)
JIOKYMEHTOB, KOTODPBI COCTaBJISIETCSI HE MEHee YeM B JBYX OK3EMIUIIpax U IMOJANUCHIBAETCA
YIOJTHOMOYEHHBIMH TPEACTABUTEISIMU OPraHU3allMM M COOTBETCTBYIOIIETO T'OCYAAPCTBEHHOIO
oprana. K mporokoiy (akTy) npuiaraercst Omuch (peecTp) U3bsATHIX TOKYMEHTOB (J1e1).

9.12. Ilpu U3BATUU NMOJUIMHHUKOB JOKYMEHTOB B JIEJIO MIOMEUIAETCS 3aBEPEHHast KOIUs JOKYMEHTA,
Ha 000pOTE€ KOTOPOW YKa3bIBa€TCsl OCHOBAHME W3BATHS TOJJIMHHUKA, CPOK BO3Bpara, gara |
MOJMUCH PAOOTHHKA, OTBETCTBEHHOTO 3a ()OPMUPOBAHUE U/WUIIH XpaHEHHUE JIeTa.

9.13. IloqMMHHUK OKYMEHTA, U3BATHIA U3 Ji€Ja Ha OCHOBE COOTBETCTBYIOLIETO PELICHMs, MOCIe
pPAcCMOTPEHUS U pEIIEHUs] BOIIPOCa, BO3BPALIAETCS B JI€JI0, IPH 3TOM KOIMHMs, IOMEIEHHAas B JeJI0
BMECTO MOJIMHHUKA, U3bIMAETCSl.



X. U3roroBJjieHune, y4eT, HCIOJIb30BAHNE U XPAHEHHUE NeYaTeid,
IITAMIIOB, OJIAHKOB IOKYMEHTOB, HOCHTEJIeH 3JIEKTPOHHBIX MOANMCEH

10.1. biaHku OpraHu3alMOHHO-PACIIOPSAUTEIIBHBIX JTOKYMEHTOB pa3pabarpiBatoTcss Cyx00it
JIEIONPOU3BOICTBA. Bkl OJ1aHKOB OPraHU3AIMOHHO-PACTIOPSANTEIBHBIX JOKYMEHTOB, TPEOOBAHMS
K MX O(OPMIEHUI0O U HCIOJIb30BAHUIO YCTAHABIMBAIOTCA WHIMBUIYaJbHOM HHCTPYKIMEH IO
JIEJIONPOU3BOJCTBY OpraHU3aluy.

10.2. OGpa3ipl OJAaHKOB JOKYMEHTOB YTBEPIKAAOTCS B COCTABE MHIUBUAYAILHOW WHCTPYKIIUU TIO
JIEIIONPOU3BOJICTBY WIIH MPUKA30M PYKOBOJIUTENS B COCTaBE KOMILIEKTa (albOOMa) OJIaHKOB.

10.3. B opranuzauuu s MOATOTOBKM JOKYMEHTOB MOTYT MCIOJIb30BaThCs OJIAHKU JIOKYMEHTOB,
U3rOTOBJICHHbIE TUIIOIPA(CKUM CIIOCOOOM HIIM CPEICTBAMM ONEPaTUBHOM monurpapuu.

Opranuzanuy BIOpaBe IPU IOATOTOBKE JOKYMEHTOB MCIIOJIb30BaTh 3JIEKTPOHHBIE I1a0JIOHBI
0J1aHKOB. OJEKTPOHHbIE II1a0JIOHBI OJAHKOB JOJDKHBI COOTBETCTBOBATH OOpa3liaM OJaHKOB,
YTBEPKJICHHBIX PYKOBOJUTEIEM OPraHU3aLHH.

10.4. bnanku OpTraHrU3allMOHHO-PACTIOPAANUTCIIbHBIX JOKYMCHTOB, IIPUMCHACMBIC B OpTraHHU3allui, HE
MOT'YT IIEPEAaBaATLCA APYI'UM OpTraHU3aluiaAM, JOJLKHOCTHBIM U (I)I/ISI/I‘IGCKI/IM JIMIaM.

10.5. Cinyx6a nenonpon3BOACTBA OPraHU3ALINH:

odopmisier 3aka3bl Ha U3rOTOBJICHHE OJAHKOB OPraHU3aLMOHHO-PACIIOPAIUTEIbHBIX JOKYMEHTOB
TUNIOTpa)CKUM CIIOCOOOM WIIH CPEJICTBAMU OllepaTUBHON NoJaUrpaduu;

OCYIICCTBIIACT XPAaHCHUC 0J1aHKOB OpPraHnu3alluOHHO-PACTIOPAANTCIBHBIX JOKYMCHTOB M BblJAYy UX
B CTPYKTYPHBIC TOAPA3ACIICHUA OPpraHUu3alun;

OCYIICCTBJIACT KOHTPOJIb 3a IMPaBUJIBHOCTBIO HUCITIOJIB30BaHUA 0J1aHKOB
OpTraHHU3allMOHHO-PACTIOPAAUTCIIBHBIX JOKYMCHTOB <37>.

<37> MWuauBuayanbHOW MHCTPYKIMEW IO JIEJIONPOU3BOJICTBY OpPraHU3alMd MOXKET ObITh
IPEyCMOTPEHO BEJICHHE yueTa OJJaHKOB JOKYMEHTOB.

10.6. B opramuzanuu B CcOOTBETCTBUUM C PDenepanbHbIM KOHCTUTYLHHOHHBIM 3akoHoM "O
['ocynapcrBennom repoe Poccuiickoit denepanmu" <38> u ycTaBOM OpraHM3allié UCIOIb3YETCS
neyaTth ¢ BocmpousBenaeHueM ['ocymapcrBenHoro repba Poccuiickoit deneparnuu (nanee - medyaThb
OpraHu3allyN).

<38> ®denepanbHblii KOHCTUTYLUMOHHBIM 3akoH OT 25 gekabps 2000 r. N 2-®K3 "O
'ocynapcrBennom repbe Poccuiickoit ®denepanun" (CoOpanue 3akoHonmaTenscTBa Poccuiickoit
®enepanun. 2000, N 52, ct. 5021; 2002, N 28, ct. 2780; 2003, N 27, ct. 2696; 2009, N 46, cT.
5417; 2011, N 1, ct. 1; 2013, N 30, ct. 4022; 2014, N 11, ct. 1088; 2017, N 52, ct. 7916).

B OopraHu3al TaKXC MOTYT HCIOJIB30BATHCA IICHATU HO,Z[p?BI[CJICHPIﬁ, ncyatu ajisd IIak€ToB H
OTACIBbHBIX KaTeFOpI/Iﬁ JOKYMCHTOB, a TaKXE€ MCTAJUIMYCCKUC BBDKHMHBIC II€HATH  IJIA
OII€4YaTbIBaHUA HOMGH.[GHI/II\/JI " YOOCTOBCPCHUS CIICHIUAJTIBHBIX IMPOITYCKOB.


https://normativ.kontur.ru/document?moduleid=1&documentid=57820#l0
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B opraHumzanumum MOXET HCIONB30BaThei IITAaMN  (IITaMmbl) € (AKCUMHJIBHOW TOZIMHUCHIO
PYKOBOJMTEIIA U UHBIX JTOJDKHOCTHBIX JIML.

[Topsimok uCNONB30BaHMST IITaMIOB C  (DAKCUMMIIBHOM HOJNMCHIO PYKOBOJAMTENS U MHBIX
JOJDKHOCTHBIX  JIMI, <39>, BHIBI JOKYMEHTOB, THOAMUCHIBAEMBIX (AKCUMIJIBHONW MOIIHCHIO
YCTaHaBIUBAETCA JIOKAaIbHBIM HOPMAaTUBHBIX AKTOM OpraHU3aluHU.

<39> C yueroMm nosnoxkeHuil nyHkra 2 ctatbu 160 uyactu | I'paxnanckoro xoxekca Poccuiickoit
Oenepannn (Cobpanue 3akoHoaaTenbcTBa Poccuiickoit @enepanuu. 1994, N 32, cr. 3301; 2011, N
15, ct. 2038).

10.7. TlewaTs opraHumsanuu C BoclpousBeneHueM [ ocymapcTtBeHHOro repba Poccuiickoit
@Oenepanil  JODKHA COOTBETCTBOBATh TpeOoBaHusiM, ycrtaHoBieHHbiM ['OCT P 51511-2001
"l[levatn c BocmpousBeaennem [ ocynmapcTtBeHHoro repba Poccuiickoit ®enepanuu. Popma,
pa3Mephl M TEXHUYECKHe TpeOboBaHus" <40>,

<40> 'OCT P 51511-2001 "Tlewatu ¢ Bocmpou3BeaeHueMm l'ocynapcTBenHoro repba Poccuiickoit
Oenepanun. ®opma, pazmepsl U TexHuueckue Tpedosanus”. - M.: UIIK U3n-Bo cranmaptos, 2004,
¢ u3menenusimu N 1 - 4.

10.8. Tleyatn w mTamnbl OpraHU3alMU HW3TOTABIMBAIOTCA B KOJIMYECTBE, HEOOXOIUMOM s
OCYILECTBIICHUS TOApa3ACICHUSIMUA OpraHu3alui MU ee pabOTHMKaMM BO3JIOKEHHBIX Ha HHUX
¢byHkuil. Pemenrne 006 M3roTOBIEHNN U KOJMYECTBE 3K3EMIUISIPOB MeYaTeid U IITaMIIOB NPUHUMAET
PYKOBOJUTENb OpraHU3allMi IO MpeJacTaBleHHI0 pykoBoauTens CiyxObl Jel0NpOU3BOJCTBA
OpraHu3aIuu.

Ecnu neuars opraHu3anu UCIHOJIB3YCTCs B HECKOJIBKHUX 3K3CMIUIApAX, HOMEP JK3CMILIApa 1IeUaTnu
YKa3bIBACTCA B KJIIMIIEC IM€YATH ITPU €€ U3TOTOBJICHUU.

10.9. Iledarpto opraHu3anuu 3aBepsIoT NOIMHHOCTh MOJIUCH PYKOBOJUTENS OpraHU3alui U UHBIX
YIOJTHOMOYEHHBIX MM JIMLI, Ha TOKYMEHTaxX U KOIUAX JOKYMEHTOB B COOTBETCTBHMHM C IIyHKTOM 2.49
IIpuMepHOI HHCTPYKIIUH.

10.10. Ileyatm ¥ mITaMIIBI BBIJAOTCA JId HWCIIOJIBb30BaHHUA pa6OTHI/IKaM, OTBCTCTBCHHBIM 34 HX
HCIIOJIB30BAHUE U XPAaHCHHUE IO/ NOJANHNCH B JXYpHAJIC y4ycTa IeyaTeil ¥ MTaMIIOB. YUeT IleJyaTe u
TaMIIOB OpraHu3anu BEACT CJ'Iy>K6a ACJIIOIIPOU3BOACTBA UJIM MHOC ITOAPA3ACIICHUEC OpraHU3alluu.

10.11. IIpu ucnonp3oBanuu B pabOTe MeYaTH W INTAMIBI XPaHATCS B 3aMUpAOIIUXCS Mmkadax
(ceiidax) paOOTHUKOB, OTBETCTBEHHBIX 32 XpaHEHUE M MUCIOJIb30BaHUE TIEYATeH U ITAMIIOB.

10.12. Tlepenaua mevaTedl M IITAaMIIOB ITOCTOPOHHUM JIMIIAM HE JAoIyckaeTcs. BelHOC nedarei u
HITAMIIOB 3a TMpEAeNbl OpraHU3aldid BO3MOXKEH B MCKIIIOUMTENbHBIX CIy4yasX [0 PEIIEHUI0
PYKOBOJCTBA OpraHu3aluu (Harnpumep, Ipy MOANNCAHUY J0TOBOPOB).

10.13. Cnyx0a 1e10npou3BoACTBAa OpraHU3aAMK €XKETOHO MPOBEpseT coO0eHHE PAOOTHUKAMHU
YCJIOBUI HCIOJNIB30BAaHUS M XPaHEHHWs NedaTeil M INTaMIIOB B CTPYKTYPHBIX ITO/PA3JCICHHUSAX
OpraHu3aIuy.
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10.14. ITpumeamne B HETOAHOCTh U YTPAaTUBLIME 3HAUEHHUE TI€YATH U ILITAMIIbI ITOJIEkKAT BO3BpaTy
B Ciy)x0y /1€710IpON3BOJICTBA UM MHOE IOApa3feieHue, Ha KOTOPOE BO3JIOKEH YYeT rnedareil u
LITAMIIOB, U1 LEHTPAJIM30BAHHOIO YHMUYTOXKeHUs. Ilewatm yHMUYTOXKAIOTCS 1O aKTy C
COOTBETCTBYIOLIEH OTMETKOH B JKypHaJe yuyeTa rneyareil U LITaMIIOB.

10.15. Jlna obMmeHa 3JEKTPOHHBIMH JOKyMEHTaMu TocpenctBoM MDOJIO B opraHu3amuu JTOJHKHBI
WCIIOJIb30BAThCSl YCUIICHHBIC KBATU(HUIIMPOBAHHBIC 3JIEKTPOHHBIE ToAmucH. COCTaB JTOKHOCTHBIX
Ul 1 PaOOTHUKOB OpPraHU3AIMH - BIIAJICTBIIEB YCUJICHHBIX KBATH(PHUIIUMPOBAHHBIX SJIEKTPOHHBIX
MOJAMKCEH TOIKEH ONPEACIATh PYKOBOAUTENb OpTraHU3aIiH.

10.16. Ilpu mepenade opraHu3alMeil AIEKTPOHHBIX JOKYMEHTOB Ha 3JICKTPOHHBIA aapec Apyrou
OpraHMW3ali, a TakXke M1 OOMEeHa JIIEKTPOHHBIMH JOKyMeHTamu mocpeactBom C3Jl B
OpraHM3ali U €€ MOAPA3JEICHUIX MOTYT HCIOJb30BaThCS YCHIIEHHBIE HEKBaIU(UIMPOBAHHBIC
AJICKTPOHHBIC TTOJINMCH W/WJIHM TPOCTHIC ICKTPOHHBIC MOMIUCH (J1ajiee - AJICKTPOHHAS TOJINCH) B
cootBeTcTBUU ¢ DenepanbHpIM 3akoHOM 0T 6 anpens 2011 r. N 63-D3 "O6 anekTpoHHO# noamucu"
<41>.

<41> Oenepanbubliii 3akoH OT 6 anpens 2011 r. N 63-®3 "O6 snextponHoii noanucu" (Cobpanue
3akoHoaarenbcTBa Poccuiickoit @enepanuu, 2011, N 15, ct. 2036; N 27, ct. 3880; 2012, N 29, crT.
3988; 2013, N 14, ct. 1668; N 27, ct. 3463, c1. 3477; 2014, N 11, cT. 1098; N 26, cTt. 3390; 2016, N
1, ct. 65; N 26, ct. 3889).

10.17. DOnexrtponnsiii aokymeHT B COJI opraHuszanuy, MOANMCAHHBIM SJIEKTPOHHOW MOXIUCHIO,
NPU3HAETCSI ~ PAaBHO3HAYHBIM  JOKYMEHTY Ha  OyMa)XHOM  HOCUTENE,  IOANHCAHHOMY
COOCTBEHHOPYYHOM MOJANMCHIO M MMEET OJMHAKOBYID C HHUM IOPUAMYECKYI0 CHIIy TIpHU
OJIHOBPEMEHHOM COOJIIOIEHUH CIIETYIOIUX YCIOBUI:

KIIFOY TIOJITUCH, OTHOCALIUICS K KOHKPETHOM JIIEKTPOHHOW MOJMUCH, HA MOMEHT IOANMHCAHUS
AIIEKTPOHHOTO JIOKYMEHTa SBJIIETCSA JI€HCTBUTENIBHBIM (JIOCTOBEPHBIM), HE yTpaTui cuiy (He
OTO3BaH);

MOATBEPK/IEHA MOJIMHHOCTD JIEKTPOHHOM MOJNUCH B 3JIEKTPOHHOM JIOKYMEHTE;
JlaTa ¥ BpeMsi CO3J[aHusl AIEKTPOHHOU moAnucH 3aduxkcupoBansl B CO/;

QJICKTPOHHAsA MOANWUCH MCIIOJIB3YECTCA B COOTBCTCTBHMM C YCTAHOBJICHHBIM B OpraHu3aluu
pacnpeaciCHucM 1npapa nNoANMCH JOKYMCHTOB MCKAY JOJDKHOCTHBIMU JIMIIAMHU U pa6OTHI/IKaMI/I.

10.18. I'enepanmio U xpaHeHue Kiroded HekBamupunupoBanHoi u mpoctoit D11 B COJ momxen
ocyIiecTBIATh aaMuHucTpatop CO/I.

10.19. Cnyx06a menonpou3BOACTBA WM WHOE TOJpa3/elieHHe OpPraHU3alMd BEAET Y4eT KIouen
ANIEKTPOHHBIX NOANHCEN <42> B CIENMAIBHOM JKypHale. Bplaya MarepuanbHbIX HOCUTENEH
AIIEKTPOHHOMN MOAIUCH U UX BO3BpAT MO UCTEYCHHUH CPOKA JACHCTBHSI OCYIIECTBISETCS MO MOAMUCH
pabOTHHKA B KypHAaJE.

<42> Buzapl 2JIEKTPOHHBIX MOJIMUCEHN, HCHONB3YEMbIX B OpraHU3allM, YCTaHABIIMBAIOTCS
OpraHM3aleH U 3aKPEIIIOTCS B JIOKAJIbHOM HOPMaTUBHOM aKTe.
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10.20. Co3ganue mnaposiei [uisi MPOCTOM 3JIEKTPOHHOM NOAMMCH OCYILIECTBIISETCS B IOPAIKE,
YCTaHOBJICHHOM JIOKAJIbHBIM HOPMAaTHBHBIM aKTOM OPTaHM3allH, YCTAHABIMBAIOIIMM MOPSIOK
skcruryaranuu COJ] 1 UCTIONB30BaHMS AJIEKTPOHHBIX MOMUCEH IpU paboTe ¢ JOKYMEHTaMH.

10.21 Kitou »nexkTpoHHOH mnoamucu, wucnoiabzyemoit B COJl, sBiseTcs KOH(QUACHIUAILHOU
nH(popMaIen 1 3alunaeTcss B COOTBETCTBUU C 3aKOHOATENHCTBOM Poccuiickoit denepanuu.

Ipunooicenue N 1

pexomeHOyemblll 0bpazey

HaunmenoBanue oprana
rOCyIapCTBEHHOW BJIACTH
®enepanbHoe OroxeTHOE yupexaenue Y TBEPXKIATO
"HAYLIHO-I/ICCHEI[OBATEHBCKHPII[Hp&:KTOp OBY
LHEHTP "HaumenoBanue opranuzanuu"
"HAUMEHOBAHUWE
OPI'AHU3ALINI"
(OBY "HUIJ ...") [Toanuce N.0. Gamunus
I[TOJIOXKEHUE Jara

OB OT/IEJIE
HAVYHO-TEXHUYECKOU
NUHO®OPMALINNA
MockBa

1. O01mue moJ10KeHUA

1.1. Otnen wnayuHo-texHu4eckol wuHpopmanuu (nanee - OHTU) sBisercss camocTOSTEIbHBIM
CTPYKTYpHbIM TmozapasneneHuem @OBY "HaummeHoBanuwe opraHuzanuu’, OCYILIECTBIISIIOUIUM
nH(popManmoHHOEe O0CTY)KMBaHUE HAYYHO-HCCIEIOBATEIBCKUX M TPOCKTHBIX TMOAPA3IACICHUA U
OpraHU3aIil HAyYHO-METOANYeCKOi HHPOpMAIUEH 0 HayKe U HAyYHO-TeXHHYECKOH MOJUTHKE...

1.2. OHTH Bo3rmaBisieTcss 3aBEAYIOIIMM M HEMOCPEACTBEHHO MOAYMHSETCS 3aMECTUTEIIO
nupektopa ®BY "HanmeHnoBanue opranuzanuu’, Kypupyromemy aestensnocts OHTH.

1.3. 3aBenyronuit OHTU Ha3HavyaeTcst Ha TOHKHOCTh U OCBOOOKIAETCS OT JOHKHOCTH TIPHKA3aMH
nupexkropa ®BY "HaumenoBanue opranuzanuu’" B COOTBETCTBHUU C 3aKJIIOUEHHBIM TPYIOBBIM
JIOTOBOPOM TI0 MpeAcTaBiIeHUr0 3amectutens aupexkropa ®bBY "HammenoBanuwe opranuzanuun',
Kypupytomero aestensHocts OHTH.

1.4. OHTU coctoutr u3 dYeThIpeX CTPYKTYPHBIX MOJpa3felieHuil: cekTopa WH(OPMAIUOHHOTO
obecrieueHUss W BEIEHUS  CIPaBOYHO-MHPOpMaMOHHOTO  (OHIA, CeKTopa 3apyOeKHOH
HAyYHO-TEXHHYECKON wuH(poOpMaluu B cdepe HHHOBAIMH, CEKTOpa OJJIEKTPOHHBIX PECYPCOB
HAYYHO-TEXHHYECKON MH(DOpMAINK U PeIaKIIMOHHO-M3AaTeIbCKOTO CEKTOpPa.

1.5. Peopranmzanus u guxBugauus OHTU npoBogutcst mnpukazamu aupekropa PbBY



"HaumenoBanue opranuzanuu’ ...
Ipunoosicenue N 2

pexkomenoyemblil 0bpazey

HaumenoBanue oprana
roCyAapCTBEHHOM BIIACTH

denepanbHOE OFOHKETHOS YUPEKICHUE

"HAYYHO-UCCJIEJOBATEJILCKUI
LIEHTP
"HAUMEHOBAHUE
OPTAHM3ALTN"

(OBY "HUL] ...")

[TPUKA3
25 okts6ps 2017 r. N 125
MockBa

O co3naHuu SKCIEPTHON KOMUCCUU
U YTBEPXK/ICHUH TTOJIOKEHUS 0 Hel

B nmemsx ynydiieHuss OpraHM3aluu JEJNONPOU3BOACTBA M APXUBHOIO XPaHEHHs JIOKYMEHTOB,
oOpa3zyromuxcs B gesrenbHoctd OBY "HanmenoBanue opranuzanuu”, coOmoaeHUsT TpeOOBaHUM
3akoHoJiaTenbcTBa Poccuiickoit @enepanuu B chepe apxMBHOTO J€a ... IPUKa3bIBaIO:

1. Coznate 3kcnepTHyro komuccnio @BY "HanmenoBanue opranusanuu’ B cCOCTaBe:
npejceaaTenb - 3aM. TeHepanbHoro aupexkropa @amunus 1.0.;
cekperaps - nenonpousBoaurens Pamunus 1.0.;

YjIeHbl:  HavalbHUK  oOmero otaena @amwmmus  M.O., 3amecTuTens  3aBEAYIOIIETO
M1aHOBO-3KoHOMHUYeckuM otaenom Pamuust M.O., 3amectutens riaaBHoro oyxranrepa @amuius
N.0O., 3aBenyromuii otaenom kaapoB damunusa N.O., 3aBenyromuil OTIEIOM HHHOBALMOHHBIX

texHonoruit ®amunusa N.0., 3aBeayromuii OTAEIOM SKCIIEPUMEHTAIbHBIX UCCIIeTOBAaHUN DaMuiust
H.O0.

2. VrBepauts Ilonoxenue 06 SKcrepTHOW KOMUCCUH (ITPUITOKEHHUE).

3. KoHTponb 3a WCIOJMHEHHWEM IpUKa3a BO3JIOKHTH HAa 3aMECTHTENs T'eHEpaIbHOTO JUPEKTOpa
damumug U.0.

Hupektop [Togmucs  M.O. @amunus



Ipunoscenue N 3

pexkomenoyemblil 0bpazey

HaumeHnoBanue oprana rocyapCTBEHHOM BJIaCTH
®denepasibHOE OIOJKETHOE YUPEKIACHHUE

"HAYYHO-UCCJEJOBATEJILCKUI [IEHTP
"HAUMEHOBAHUWE OPT"TAHU3ALINN"

(OBY "HUIJ ...")
PACIIOPSDKEHUE
Mocksa

O noaroToBke NpeIoKEHUM

k miany HUOKP na 2018 1.
B cBsi3u ¢ dopmupoBanuem [1nana HUOKP na 2018 ron, duHaHCHpYyeMBIX U3 TOCYIapCTBEHHOTO
Oromkera:
1. PykoBoaurensiMm HaydHO-HccienoBaTesbckux noapasaenenuit (Pamunus M.0., Gamunus 1.0.,
®ammnua 1.0., @ammiug 1.0.) noAroToBUTh U MPEICTABUTh YUEHOMY CEKpETapro MpeIoKEeHUS K
many HUOKP na 2018 rox B cpok no 15.06.2017.

2. Yuenomy cekpetapio (@amunusg U.0.) obecnieunts GpopmupoBanue npoekra miaHa HUOKP na
2018 rox, puHaHCHPYEMBIX U3 FOCyAapCTBEHHOro Oro/keTa, B cpok 10 01.07.2017.

3. KoHTpoJb 3a HCIIOJIHEHUEM PACHOPSKEHHS BO3JIOXKUTH HA 3aMECTUTEN AUPEKTOPA IO HAY4YHOH
pabore ®amunusa U.0.
Jupekrop [Mogmuer  N.O. ®amunus

Ipunooscenue N 4

pekomeHoyemblli obpaszey

HaunmeHnoBanue oprana rocyapCcTBEHHOM BIACTH
®denepanbHOE OFOHKETHOE YUPEKICHUE

"HAYVUYHO-UCCIEJOBATEJILCKUI LIEHTP
"HAUMEHOBAHUWE OPT’TAHU3ALINN"

(OBY "HMII ...")



[TPOTOKOJI
Mocksa

O noaroToBKe NpeUI0KEHUN
k uiany HUOKP na 2018 1.
3aceaHus AUPEKIHH

[TpencenarenscTByromuii - ®amunus 1.0.
Cexkperapsp - @ammnus 1.0.

[TpucyrcTBoBanu: 17 yenoBek (CHUCOK MPUIIAraeTcs)

I[TOBECTKA JIHA:

1. O mMepax no peannzaiuu enepayibHON 1ETEBON TPOTrPAMMEI ...
Hoxuan 3amecturens aupexropa @amunus 1.0.

2. ...

1. CJIVIIAJIA: ITerpos ILII. - TekcT nokyiaga npuiaraeTcs.
BBICTVYIINJIN:

®ammiug W.0. - kpaTkas 3auch BbICTYIUICHUS.

®ammiug W.0. - kpaTkas 3auch BbICTYIUICHUS.

PEHINJIN: (ITOCTAHOBUJIN)

1.1. ChopMupoBaTh BpeMeHHbIE TBOPUYECKHE KOJIJIEKTUBHI 10 pearu3alud IpoeKToB deaepanbHON
LEJIEBOM MPOTPaMMBHI ...

1.2. IToaAroTOBUTH U YTBEPAUTH IJIAHBI paOOTHI 1O MPOEKTaM (eiepaabHOM 11eIeBOM MPOTrPaMMBI ...

2. ...

IIpencenarenbCTBYOMINM [Mogmucy  M.O. ®amunus
Cexkpertapb [Mogmucy  U.O. ®amunus

Ipunooscenue N 5

pexkomenoyemblil 0bpazey

HanmenoBanue oprasa rocy1apCTBEHHOU BIIACTU



denepanbHOE OFOHKETHOS YUPEKICHUE

"HAYYHO-UCCJIEJOBATEJLCKHI LIEHTP
"HAUMEHOBAHUWE OPT’TAHU3ALIMN"

(OBY "HUIT ...")
[MTPOTOKOJI
MockBa

O noaroToBke NnpeioKeHn i
k mimany HUOKP na 2018 r.

OIICPpaTUBHOI'O COBCIIAHHA

Yy 3aMECTUTECIIA JUPCKTOPpA IECHTPpa

3amecturensb aupekropa - @amumiusg 1.0.
Cexkpetaps - @amunus 1.0.

[TpucyrcrBoBanu: @amuiusa U.0., @ammna N.0., @amunus 1.0. ...

1. O6 opranuzauuu odcnenoBanus no reme HUOKP ...

(Pammmms N.0. <*>, damunus U.0., @amunus 1.0.)
1. YcTaHoBUTD, UTO ...
2. PyxoBonutento tembl (Pamunus 1.0.) obecrieyuTs KOHTPOIIb ...

2. 006 yuyactuu B 3acelaHUM paboueil rpymsl 1o ...

(amunus 1.0. <*>, Gamunus U.0., Gamunus 1.0.)

1. IToaroToBUTH K 3aceqaHuio paboyeil rpynIbl MaTEPUAIIBI O ...

3aMecTUTENb AUPEKTOPA [Togmucs  M.O. @amunus
CexkpeTtapb [Mogmucy  M.O. ®amunus

<*> [lepBoil yka3piBaeTcs (amMiidsg MU WHHUIMAIBI OCHOBHOTO JOKJIAJA4UKa, 3aTeM - (GaMUWINHU U
WHUIUAIIEI JIUI], Y9aCTBOBABIINX B OOCYXICHUU BOTIPOCA.

Ipunoosicernue N 6



pexkomenoyemblil 0bpazey

HaumeHnoBanue oprana rocyapCcTBEHHOM BIaCTH

®denepanibHOE OIOJKETHOE YUPEKIACHUE Pektopy
"HAYYHO-UCCJIEJIOBATEJILCKUI IITEHTP (HaumeHnoBanue
"HAUMEHOBAHUWE OPI"AHU3ALINN" y4eOHOT0 3aBEJICHUS)
®amunus N.0.
(®BY "HUIJ ...") [TouroBeIit agpec

Jlenunckuii npocn., 1. 83, Mocksa, 117296
Ten. (495) 934-23-23; Ten./dakc (495) 718-30-23
e-mail: mail@techno.ru; http://www.innovation.ru
OKIIO 02842709; OI'PH 1027700380724; NUHH/KIIIT
7708033109/771001024
30.08.2017 NO1-22/345
Ha N

oT

06 y4aCTHU B aHKCTUPOBAHUHN

VBaxkaemelir ims, OtuecTBo!

Hpez[naraeM Bam MNPpUHATL Y4YaCTHEC B AHKCTUPOBAHUHN O6p830BaTCJ'H>HBIX OpraHHSaHHﬁ,
OCYIICCTBIAIOMUX MOATOTOBKY CIICHUAIMCTOB IO MHXKCHCPHBIM CIICHUAIBHOCTAM.

AHKeTHpOBaHHE NPOBOAUTCA HaMM B ILensix cOopa HHGOpMalUMKU O By3aX, BBITYCKAIOUIUX
CHELHATNCTOB HEOOXOIUMBIX HaM CHEUHaTbHOCTEH, KOTOPBIX B JAJIbHEHIIEM MOXHO OBbLIO ObI
IIPUBJIEKATH JUIS IPOXOXKIACHUS IPOU3BOJACTBEHHON NMPAKTUKHU M ITOMOJHEHMS IITAaTa CIEHUAIUCTOB
Ha IPEANPUATHIX OTPACIIH.

3aI0JIHEHHYIO aHKETY IIPOCUM BBICJIaTh B HAIII aJIpec.

[Tpunoxxenue: Ankera Ha 2 1. B 1 3K3.

C yBaxkeHuew,

Hupekrop [ogmuecs  N.O. ®amunus
I.T.H., ipodeccop

daMuius, UMsi, 0OTYECTBO, pePEepeHT AUPEKTOpa

(495) 934-23-23; mail@techno.ru

Ipunoscenue N 7

pexomeHOyemblil 0obpazey

HanmenoBanue oprana rocyaapCTBEHHOM BIacCTH



denepanbHOE OI0KETHOE YIPEKICHUE
"HAYYHO-UCCJIEJJOBATEJIbCKHWI LIEHTP
"HAUMEHOBAHUWE OPI"AHU3ALIWI"
(OBY "HUIJ ...")
AKT

05.08.2017 N 5
MockBa

MIPOBEPKU TEXHUYECKOTO COCTOSIHUSI OPTTEXHUKHU

OcnoBanue: npukaz ®bY "HUILL ..." ot 30.07.2017 N 89 "O npoBepke TEXHUYECKOTO COCTOSIHUS
OPI'TEXHUKH, HCII0JIb3YEMOH OT/EIOM JIeIOIPOU3BOACTBA" .

CocraBneH: 3aM. HaudalbHUKAa WHPOpMaNMOHHO-TeXxHHYeckoro otaena dammwmsa HW.0.;
HAYaJIbHUKOM  aJIMUHUCTPATUBHO-XO3siiicTBeHHON ciyxObl ®amwiusa HW.O., 3aB. oraenoMm
nenonpousBojictBa @amunus U.0.

B Xo/e nmpoBepKH TEXHUYECKOTO COCTOSIHUS OPTTEXHUKHU OTJIENa JISJIONPON3BOJICTBA, IPOBEICHHON
04.08.2017, ycTaHOBIIEHO ...

IIpoBepkoil NpU3HAHBI HENPUTOJAHBIMHA JUIS SKCILTYaTallMN:

IHoanuce N.0. ®amunus
Iloanuce N.0. ®amunus
Iloanuce N.0. ®amunus

Ipunosxcenue N 8

peKkomeHoyemblli 0bpaszey

OTHEJI AEJIOITPOMN3BOJCTBA
Hupexropy ®bY
JOKJIAJIHA A 3ATTMCKA "HUILT ..."
Oammms N.0.
10 oxTs16pst 2017 1. N 35

OO0 yBenuueHUH MTATHON
YHCIIEHHOCTH TO/Ipa3/ielieH s

VBaxaemsbiit Umst OtuectBo!

B cBs3M cO 3HAUMTENBHBIM YBEIWYEHHEM OO0BEMOB 00pabaThiBaeMON KOPPECHOHICHITUH,
MOCTYNAIOIICH B CBS3H C ...

npoiy Bac u3bickaTe BO3MOXKHOCTb YBEJIMYUTh IMITATHYIO YACIEHHOCTh OT/ENa Ha OJIHY JOJKHOCTh
CHenuaincTa 2-i KaTeropyuH.



C yBaxxeHuew,

3aB. oTaEIOM TToamuce N.0. ®amunus

Ipunooicernue N 9
pexomeHOyemblil 0obpazey
Komy: PykoBoguTensm ynpaBiIeHUN U OTAEIOB
Ot: ®amunus N.0., pykoBoaUTENh aIMUHUCTPATUBHO-XO03AHCTBEHHOM CITYKObI
Hara: 17 anpens 2017 r.

Tewma: [logada 3asBOK Ha aBTOTPaHCIIOPT

CJIYXEBHAS 3AIINCKA

B nensx noeimenns 3¢pHEeKTUBHOCTH UCIIOIB30BAHUS U COKPAILIEHHsI TPOCTOEB aBTOTPAHCIOPTHBIX
CPEICTB LIEHTpa IMpOoIIy PYKOBOAMUTEJEH IMOApa3JesieHni MoJaBaTh 3asBKU Ha aBTOTPAHCIOPTHBIE
cpencrsa He nozgHee 15:00 1HA, TpeaecTBYIONIETO MOE3KE.

PykoBoguTens N.0. Damunus
aIMHUHHCTPATUBHO-XO35IIICTBEHHOM CITY>KOBI

Ipunoowcenue N 10

NPUMEPHBII IEPEYEHD YTBEPKJIAEMbBIX
JTOKYMEHTOB

1. AkTHI (IPOBEPOK, PEBU3UIA; CIIMCAHUS; SKCIIEPTU3bI; TMKBUAALUN OPraHU3alui).
2. I'padpuxu paboT, OTIYCKOB, CMEHHOCTH.

3. UHCTpYKIIUH, TOKHOCTHBIE HHCTPYKITUH.

4. Knaccudukatopsl HHGOpMAIIUHA, TOKYMEHTOB.

5. Meronuueckre peKOMEeHJallM1, METOINYECKHE YKa3aHU U METOIUKU.

6. HomeHkmatypa fen opranu3aiii.

7. HopMbl U HOpMaTHUBBI (BPEMEHH, YHCIEHHOCTH PabOTHUKOB, pacxoja ChIpbs U MaTepHUasoB,
AJIEKTPO3HEPIHH).



8. Ommcu nen (MOCTOSIHHOTO, BpeMEHHBIX (cBblme 10 JeT) CpOKOB XpaHEHUS U MO JHUYHOMY
COCTaBy).

9. [lepeunu (OJDKHOCTEH, OpraHU3alliid, BUI0B HH(POpPMAIIUU, JOKYMEHTOB).
10. Ionutukwu.

11. ITonoxenus (o nogpas3aencHusX, IPEeMUPOBAHUU, aTTECTALIUN).

12. Iopsanakwu.

13. IIpaBuna.

14. PernameHThI (B TOM YHUCIIE periiaMeHThl OM3HEC-TIPOIIECCOB).

15. CranmapTsl OpraHu3aiui.

16. YcraBsl.

17. YauduuupoBanubie GOpMbI JOKYMEHTOB.

18. lllTatHOE pacnrcaHue.

Ipunooicenue N 11

IMPUMEPHBIA IEPEYEHDb TJOKYMEHTOB,
3ABEPAEMBIX IIEYATBIO OPTTAHU3AIIUN

1. ApxuBHas crpaBka.

2. AKTHI (TIpueMa 3aKOHYEHHBIX CTPOUTEIHCTBOM OOBEKTOB, 000PYIOBaHMS, BHIMOJIHEHHBIX PadoT,
CIIMCAHUs, SKCIEPTU3BI).

3. Konmuu ¥ BBIIUCKH U3 AOKYMCHTOB, BbIIABACMBIX IJIA IPCACTABJICHUA B APYIr'UC OpraHU3aluu.

4. OOpa3ipl OTTUCKOB TNedyared M MoAnHced paOOTHUKOB, HMEIOUIMX MIPaBO COBEpIIATH
(MHAHCOBO-XO035HCTBEHHBIE ONIEPALIUH.

5. HOpy‘ICHI/Iﬂ (6IOI[)KCTHBIC, 6aHKOBCKI/IC, INCHCUOHHBIC, INIATC)KHBIC, MHKACCOBLIC B 0aHK Ha
MOJIYYCHHUE WHBAJIIOTEI CO CUETOB, IIEPEBO/ BaJ'II-OTBI).

6. [IpencraBienus 1 xoaTaiicTBa (0 HarpaXkA€HUU TOCYAAPCTBEHHBIMU HArpajaMy U MPEMHSIMHU).
7. PeecTpsbl (4€KOB, IOPYUYEHUH, IPEJICTABIAEMBIX B OaHK).

8. CrpaBku (0 moxomax (PM3WYECKUX JIHI], O BBITUIATE CTPAXOBBIX CyMM, O OalaHCOBOW CTOMMOCTH
OCHOBHBIX ()OHJIOB, MO MEPCOHUPHUIIMPOBAHHOMY YUETy, OPOPMIICHHIO CTPAXOBBIX CBUJIETEIHCTB,
10 3aIMpocaM OpTaHHU3alni, TT0 TOKYMEHTaM, ITPEA0CTaBIIEMbBIM B CY/I, - 10 HEOOXOAMMOCTH).

9. YnoctoBepeHus: paOOTHHUKOB.

Ipunooicernue N 12

MNPUMEPHBINA NEPEYEHb HEPETMCTPUPYEMBIX



BXOAAIIUX JOKYMEHTOB <1>

<1> Ecmu ykazaHHblE JOKYMEHTHl IMOCTYNWIH C CONPOBOJUTEIBHBIM IIMCBMOM, IHCbMa
PETUCTPUPYIOTCS B MTOPSAIAKE, YCTAHOBICHHOM MHCTPYKIIMEH IO AEIONPOU3BOJACTBY OPraHU3ALUH.

1. AHKeTHI (pe3toMe), HaNpaBIIIeMbIe B LIESAX TPYAOYCTPONUCTBA.

2. Byxranrepckue AOKYMEHTHI (OyXraiaTepckasi OTYEeTHOCTh, CUeTa, cueTa-(pakTypbl, aKThl CBEPKH
B3aMMOpPACUETOB, aKThl IPUEMKHU-TIEPEIaul OCHOBHBIX CPEZCTB, TOBAPHbIE HAKIIAIHBIE).

3. 'OCTsl, TEXHUYECKHE pErIaMEHThl, PYKOBOIAIIUE M JPYrHMe JOKYMEHTHI 10 TEXHUUYECKOMY
PEryJaupOBaHMIO U CTaHAAPTU3ALUU.

4. I'pacduxu, HapsAAbI, 3aBKH, pPa3HAPSIIKH.

5. JIokyMeHTBI (IIPOEKTHI TOKYMEHTOB), TPEOYIOIIHe MOIMICAHUs (COTIIACOBAHUS, YTBEPKICHUS) U
HOCJIEIYIOLIEro BO3Bpara.

6. KoHkypcHas fokymMeHTanus.
7. Hay4HO-TeXHUYECKas U MPOECKTHAS JOKYMEHTALHU.
8. Koppecnonaenuusi, aapecoBaHHasi paOOTHUKaM OpraHu3aluu ¢ momerkon "JInyno".

9. IleyarHble u3gaHus (KHI/IFI/I, JKYPHAJIbI, ra3eTBI), KaTaJIOTH, TCXHUYCCKasd JIMTEparypa,
TEMATUYCCKUEC U CIICIINAJIbHBIC C60pHI/IKI/I, IJIaKaThl.

10. Ilo3mpaBuTenbHBIE MUCBbMA W TEJIETPaMMBbl, OJIarOJapCTBEHHbIE MHCbMa M TeJErpPaMMBI,
IPUTJIACUTEbHbIE OMIICTHI.

11. IIpeickypaHTBhl.

12. TlpurnacutenbHble OUIETHI, IPUTIIAIICHHUS.

13. I[Iporpammsl KOH(pepeHLINH, COBEILIAaHHHA.

14. Peknamuble MaTepuansl (IMCbMa, IMCTOBKH, IIPOCTIEKTHI, OYKIIETHI).
15. Yuebnble miiaHbl, IPOrpaMMBI.

16. ®opmsbl 1 O1aHKH, B TOM Yncie GOPMBbI CTATUCTUYECKON U MHOM OTYETHOCTH.



