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[leTpoBHa:zx s Hnctpyiuns
0 JeJIONPOU3BOACTBY B MYHUIIUNIAJIBLHOM OI0/IKETHOM /IOIIKOJIbHOM 00pa30BaTeIbHOM
yupexaeHuu aerckui cag Ne S ropoaa-kypopra KucioBoacka
1. O61mme moj1okeHNs

1.1. UuCcTpyKIMS 1O ACIONPOU3BOACTBY B MYHHUIIUIIAILHOM OO/HKETHOM JIOIIKOJIBHOM
o0Opa3oBaTenbHOM yupexJIeHuu netckuii cag Ne 5 ropona-kypopra KucnoBoacka (manee -
Wnctpykuus, Yupexnenue) pazpaborana B cooTBercTBUU ¢ [lonoxenuem o ®expepanbHOM
apXMBHOM areHTCTBE, yTBEp)KIeHHbIM Yka3zoMm [lpesunenra Poccuiickoit ®enepauuu ot 22
utoHs1 2016 roga Ne 293 (CobOpanue 3akoHomarenbcTBa Poccuiickoit deneparun, 2016, Ne 26,
ct. 4034), a Takke B COOTBETCTBHHM C 3aKoHoAarelbcTBOM Poccuiickoii deneparuu B chepe
uHopMaInuu, IOKYMEHTAllUM, apXWBHOTO Jejia, HAIMOHAJIBHBIMM CTaHAapTamMu B cdepe
yIpaBICHUS TOKYMEHTaMH.

1.2. Wnctpykmusi paspaboTaHa B IICNISAX COBEPIICHCTBOBAHMS JCIIONPOU3BOACTBA U
noBbIIeHUS 3((HEKTUBHOCTH pabOThl C JOKYMEHTAMHU IyTeM perjiaMeHTallud Ha eIMHON
MPaBOBOM M METOAMYECKON OCHOBE MPABWJI MOJTOTOBKH JOKYMEHTOB, TE€XHOJOTHUN PabOTHI C
HUMHU, OPTaHU3ALMY UX TEKYIIEro XpaHEeHHUs U TIOJrOTOBKH K Tiepeiaue B apXuB Y UpesKICHHS.

1.3. UncTpykuus ycraHaBiIMBaeT TPeOOBaHUS K TOKYMEHTHPOBAHHUIO YIPABICHYECKOM
JESTENIbHOCTH U OpraHu3alui padoThl ¢ JOKYMEHTaMHU B ACIOMPOHM3BOJACTBE B YUPEKICHHUH,
HE3aBUCUMO OT UX OPraHU3alMOHHO-TIPABOBOM (POPMBI, 11€JIeH U BUJIOB JACSATEIHHOCTH.

1.4. Tlomoxxkenus WHCTPYKIIMM paclpOCTPAHSIOTCS HAa OpraHuU3aluio padoThl ¢
OpraHU3aIMOHHO-PACTIOPSIUTEILHBIMU TOKYMEHTAMH HE3aBUCUMO OT BHJA HOCHUTEJSI, BKIIOYAs
MOJATOTOBKY, PETUCTPALMIO, Y4€T U KOHTPOIb HUCHOJHEHHS IOKYMEHTOB, OPTaHU3AIMI0 HX
TEKYIEro XpaHEHHUs, OCYIIECTBISIEMbIE C TOMOINBI HHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTHUM.

1.5. OcobenHocTy opraHu3anu padOThl C TOKYMEHTAMHU, COAEPKALUMHU UH(OPMALIUIO
OTPAaHMYEHHOTO JOocTyna (KOMMEpPUYECKYI0 TailHy, NEpCOHaJbHbIE JAaHHBIE U HUHYIO
KOH(PHUICHIIMAIBHYI0O HMH(POPMAIINIO), PETyIUPYIOTCS OTAEIbHBIMH HOPMATUBHBIMH aKTaMHU,
YTBEPK/IAEMBIMU PYKOBOAUTENIEM Y UPEKICHUEM.

1.6. Opranu3zanusi, BEICHUE W COBEPIICHCTBOBAHWE JEJIOMPOU3BOJICTBA HA OCHOBE
€AMHON TOJUTUKU U TIPUHIIUIIOB, TPUMEHEHHE COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTHUH B
paboTe ¢ T0KyMEHTaMH, METOIUYECKOE PYKOBOJICTBO M KOHTPOJIb COOJIIOICHUS MTOPSAIKA pabOTHI
C JOKyMEHTaMu B YUpEeXJIECHUHM BO3Jaraercs Ha OTBETCTBEHHOTO 32 BEJEHUE
nenonpou3BojicTBa (nayee - Cioyx0a AeI0nmpon3BOICTBA).

Cnyx0a n1enonpou3BOACTBa YUPEKICHHS ASHCTBYET HA OCHOBAHUU IOJIOKEHUS O HEH,
YTBEP)K/IAEMOTO PYKOBOJUTEIEM YUPEKIECHUEM | ONPEIESNIIomero 3agaun W (QyHKIHHA
MO/pa3/ieNIeHus], €ro MpaBa U OTBETCTBEHHOCTb.

1.7. OTBETCTBEHHOCTh 3a OpraHu3aIuio pPabOThl C JOKyMEHTAaMH B YUPEKICHUU
BO3JIAraeTcsl Ha pyKOBOJAUTENS YUpEKACHUEM

1.8. JlomKHOCTHBIE OOS3aHHOCTH, TpaBa W OTBETCTBEHHOCTh PaOOTHUKOB CiyKObI
JIEIONPOU3BOJICTBA, ACTOMPOU3BOAUTENS U UHBIX pAOOTHUKOB, OTBETCTBEHHBIX 32 OPTaHU3AIIUIO
paboThI C TOKYMEHTAMH, OTPEIEIIAIOTCS JOIKHOCTHBIMU HHCTPYKLIHUSMHU.



1.9. Ha nepuop oTmycka, KOMaHJUPOBKH, OOJIE3HN WM B CIIy4ae YBOJIbHEHUS PaOOTHUKU
00s13aHbI MepeaaBaTh Bce HAXOSAIIUECsS Ha UCIOIHEHUN JOKYMEHTHI JEJIONPOU3BOIUTENI0 WU
JIpyromy pabOTHHKY MO YKa3aHUIO PYKOBOIHUTENS MOAPa3ACICHHUS.

[Ipu cmeHe AenONPOU3BOAMUTENST COCTABISETCS aKT MpUeMa-TiepeNayd JTOKYMEHTOB U
JElI.

1.10. Copepxanue CiIyXeOHbIX JOKYMEHTOB HE IOJUICKHUT  pa3IJIallCHHUIO.
B3aumoneiictBue co cpeiacTBamMH MaccoBoi MH(OpManMu, Tepedada MM KaKoH-Im0o
nH(pOpMallMK WA JOKYMEHTOB U WX KOMHH JIOMYyCKAETCsl TOJIBKO C Pa3pelieHUs] PyKOBOIUTEIS
OpraHU3alMy UM UHOT'O YIIOJTHOMOYEHHOT0 UM JOJKHOCTHOTO JIMLA.

PaGotHuku VYupexaeHuss HECyT IUCHUIUIMHAPHYIO, aIMUHUCTPATUBHYI0 M HHYIO,
YCTaHOBJIEHHYIO 3aKOHOJaTebcTBOM Poccuiickoit denepannn, OTBETCTBEHHOCTh 32 HAPYLLIEHUE
CPOKOB XpaHEHHUS JIOKYMEHTOB, YTpaTy M HECAHKIMOHHUPOBAHHOE YHHUUYTOKEHHUE CIY>KEOHBIX
JIOKYMEHTOB".

1.11. Ilpu yrpaTe HTOKYMEHTOB MIEIOMPOU3BOAUTENh HHPOPMUPYET PYKOBOIUTENS
VYupexnenueM u CiyxOy J€I0MpoU3BOACTBA OPraHU3aLMH, IIOCIE YEr0 OPraHU3yeTCsl PO3bICK
JIOKYMEHTOB.

Eciu po3bick JOKYMEHTOB HE JaeT pe3ysibTaTa COCTaBISAETCS aKT, B KOTOPOM
YKa3bIBAIOTCS JIaHHBIE YTPAYCHHOTO JOKYMEHTa, a TakKe OOCTOATEIbCTBA, MPHU KOTOPBIX
IIPOM30LLIA yTparTa, IOoCcie Yero NpeIpuHUMAIOTCS. MEPBI 10 3aMEILEHUI0 JaHHOIO JOKYMEHTa
3aBepEHHOI KOIMuUel T0KyMEeHTa.

1.12. Ha ocnoBe WHcTpykuuu B VYupexaeHuUu pa3padaTbIBaeTCs HHAMBHAyallbHAs
MHCTPYKIUS 10 I€TONPOU3BOJICTBY, YTBEPKAAEMast PyKOBOJAUTENIEM Y UPEXKICHHUS.

1.13. TIpaBuia paboThl ¢ JOKYMEHTaMH B CHCTEME DJIEKTPOHHOTO JIOKYMEHTO00O0pOTa
VYupexnenus (nanee - CO/1) 1 MHBIX UH(OPMAIIMOHHBIX CUCTEMAaX, B KOTOPBIX OCYLIECTBISETCS
co3/aHME (BKJIIOUEHHE) M XpaHEHHE JIOKYMEHTOB, HE JOJDKHBI BXOJIUTh B IPOTUBOPEUHE C
10JI0’keHUAMH [IprMepHON HHCTPYKLINH.

2. JlokyMeHTHPOBaHHe YIPABJIeHYECKOI e TeJbHOCTH

2.1. B coorBercTBUM C 3akoHoAaTenbcTBOM Poccuiickoii denepanuu, JI0KaIbHBIMU
HOPMAaTUBHBIMU aKTaMU B OpraHU3alMM M3JAI0TCS OPraHU3al[MOHHO-PACIOPSAUTEIbHbIE
JIOKYMEHTHI.

2.2. OpraHu3aliMOHHO-PACIOPSAAUTEIbHbIE JOKYMEHTHI, CO3JaBacMble B AEATEIbHOCTU
VYupexnaenus, NOJXKHBI ObITb O(GOpPMIIEHBI MO IMpaBWJIaM, YCTaHOBJIEHHBIM WHIUBUAYaTbHOU
MHCTPYKLHUEN 10 JEJIONPOU3BOACTBY Y UPEXKICHUS.

BHocuth kakue-nmubo ucnpaBieHUs WM A00aBIEHUs B MOJMHCAHHBIE (YTBEP)KIICHHBIEC)
JIOKYMEHTBI HE JIOITYCKAEeTCsl.

2.3. Ocobennoctu oQopmiIeHUS JOKYMEHTOB, CO3[aBa€MbIX B CTPYKTYpPHBIX
MOJPA3/ICIEHUSIX OpraHU3alluy U OTPAXKAIOLINX CHEIU(PUKY UX AEATEIbHOCTH, a TaKXKe MpaBuiia
opraHuzanuu padoThl € J@HHBIMM JOKYMEHTAMHM MOTYT YCTaHaBJIMBATHbCS OTIEIbHBIMU
JIOKaJIbHBIMH HOPMATUBHBIMH aKTaMH Y UpEKJICHHS.

2.4. Co3lanre TOKYMEHTOB B OpraHu3aluu, ucnoibs3yroneidn CO/l, B 1ensax moBbIlIeHUS
3 pexTUBHOCTH Hcnonb30BaHus COJ, oCyIIecTBIseTCs ¢ UCIOIb30BaHUEM I1a0JIOHOB OJIaHKOB
JIOKYMEHTOB U 11a0JIOHOB JOKYMEHTOB.

DJNEeKTPOHHBIE IAOJOHBI OJIAHKOB JOKYMEHTOB JOJDKHBI OBITh WICHTUYHBI OJIaHKaM
JIOKYMEHTOB Ha OyMa>KHOM HOCHUTEJIE.

2.5. ns cozmaHus JOKYMEHTOB, OTPAXKAIOUINX CIEUU(UKY JAeSITeIbHOCTH CTPYKTYPHBIX
NOJpa3/IeIeHUil OpraHn3aluyi, U YIPaBICHUS JAHHBIMH JOKYMEHTaMH MOTYT HCIIOJIb30BaThCs
npyrue nHHOPMAIIMOHHBIE CUCTEMBI.

2.6. JIokyMeHTBI OpraHu3aiuu opOpMIIIIOTCS Ha OJlaHKaxX WM CTAaHIAPTHBIX JINCTaxX
Oymaru ¢opmara A4.

2.7. Ans u3roToBIEHUS JOKYMEHTOB B Y UPEKICHUHN UCTOIb3YIOTCS:

ONaHK MpUKa3a;



OJaHK pacoOpsDKEHHUS;

OJlaHK TUChbMa Ul BEJCHHS MEPEeNHUCKU C OpPraHu3alusIMUA U TpaXKJIaHaMy, HaXOIALIMMUCS Ha
teppuropuu Poccuiickon ®@enepanny;

0JlaHK MHCbMA C PEKBU3UTAMH HAa PYCCKOM M OJHOM W3 WHOCTPAHHBIX SI3bIKOB IJI BEJICHUS
HEPENHUCKH € 3apYOEKHBIMU KOPPECTIOHACHTAMH.

[To pemieHuI0 pyKOBOAUTENS B OpPraHU3alldd MOTYT HCIIOJIB30BAThCs Apyrue OnaHku: OJaHK
IIMChbMa PYKOBOJUTEINSI OPraHU3alMi UM MHOTO YIIOJHOMOYEHHOI'O UM Jiuiia, OJaHK IIPOTOKOJIA,
0JIaHK MMMCbMa CTPYKTYPHOTO MOApPa3/IeICHHUS.

Jns opopmieHHs pe3oroNHid HAa JOKYMEHTE B OpPraHM3allid MOTYT HCIIOJIb30BaThCS ONaHKU
PE30JIIOIIUMA.

2.8. llpm wu3maHUM JOKYMEHTOB Ha CTAaHIAPTHBIX JIMCTax OyMarn Ha HHX
BOCIIPOM3BOSTCS PEKBU3HUTHI, HEOOXOMUMBbIE JJs JIOKYMEHTOB KOHKPETHOTO BHJA WU
Pa3HOBUIHOCTH.

2.9. Ha Onankax JOKYMEHTOB BOCIIPOM3BOJUTCS TOBApHBIM 3HAK W/uiau (dMOema)
OopraHu3anuu (IIpu UX HAJTUYUHN).

2.10. IIpoekTupoBanue OIAHKOB JOKYMEHTOB ocymiecTBisercss B coorBerctBuu ¢ ['OCT
P 7.0.97-2016 «Cuctema crannapToB 1o uHGOpMamwu, OMOINOTCYHOMY U U3/1aTEIIbCKOMY JICTTy.
OpranuzaloOHHO-PACTIOPAIUTENbHAS ~ JOKyMEHTauus.  IpeboBaHuss K  O(OPMICHUIO
JIOKYMEHTOB.

2.11. brnaHku MOKYMEHTOB OpraHU3alliy HU3TOTABIMUBAIOTCS TUHOTPA(PCKUM CIIOCOOOM,
CpeACTBaMH OIEPATUBHOMN MOIUTPAdUH UITH KOMIIBIOTEPHON TEXHHUKH.

2.12. JIokyMeHTBI U3rOTaBIMBAIOTCA Ha OyMaKHOM HOCHTENE U B (OpME AIEKTPOHHBIX
JOKYMEHTOB C COOJIIOJICHUEM YCTaHOBIICHHBIX MPABUII OPOPMIICHHS JOKYMEHTOB.

2.13. JlokyMeHTHI opraHu3aiuu, opOopMICHHbIE KaKk Ha OJIaHKe, Tak U 0€3 Hero, TOJKHBI
UMETh MOJIsl HE MEHee:

20 MM - J1€BOE;
10 MM - mpaBoe;
20 MM - BEpXHee;
20 MM - HUXKHEE.

2.14. JIokyMeHTbI, U3/1aBa€Mbleé COBMECTHO OJHOW WM HECKOJbKHUMH OpraHU3ALMIMHU,
OoQOpMIISIFOTCSL HAa CTaHJIAPTHBIX JIMCTaX Oymarn ¢ BOCHPOHU3BEJIEHUEM DPEKBU3UTOB BCEX
OpraHu3alui, y9aCTBYIOIIMX B U3/IaHUU JOKYMEHTA.

2.15. Ilpu noAroToBKe JOKYMEHTOB JIONYCKAETCsl UCIIOJIb30BAHUE JIMIIEBOM U 0OOPOTHOM
CTOpOHBI JucTa. [Ipu ABYCTOPOHHEM CO3AaHUU JOKYMEHTOB LIMPHUHA JIEBOTO MOJIS HA JIMLEBOU
CTOPOHE JIMCTA U IIPABOI0 MOJIsi HA 0OOPOTHOM CTOPOHE JINCTA JI0JIKHBI OBITH PaBHBI.

2.16. Ilpu co3naHuM TOKYMEHTa Ha JABYX M 0Oojiee CTpaHMIIaX BTOPYIO M MOCIEAYIOIINE
CTpaHuLIbl HyMepyroT. Homepa cTpaHuIl NOpOCTaBIsAIOTCS IO CEPEeIWHE BEPXHEro MOt
JIOKyMEHTA Ha paccTossHUU 10 MM OT BEpXHETro Kpasi JIKCTa.

2.17. ]Jlnsg W3TOTOBJICHUS JOKYMEHTOB HCIIOJB3YETCS TapHHUTypa mpudTa Mo BEIOOPY
OpraHMW3aIly, BXOJAIIas B CTaHAAPTHBIA MakeT O(QUCHOTO MPOTPAMMHOTO OOECTeueHus,
UCTIONIB3YeMOT0o opranu3zaiueii. Pazmep mpudra - Ne 12-14 mr”,

[Tpu cocraBneHnn TabIUI] TOMYCKAETCS UCIOIb30BaHUE MIPUPTOB MEHBITUX pazMepoB - Ne 10,
11 or.

2.18. AGzarHbIif OTCTYN B TEKCTE JOKyMeHTa - 1,25 cM.
3aroyIoBKM pazJieioB U MOAPA3/IeiOB MeUaTatoTCs ¢ a03alHbIM OTCTYIIOM WJIM LIEHTPUPYIOTCS IO
LIIMPHUHE TEKCTA.

2.19. Tekct nokymeHTa Tmedataercss udepe3 1-1,5 MeXKCTpOUHBIX HHTEpBasa. TEKCT
JIOKYMEHTA BbIPABHUBAETCS 110 ITUPUHE JIUCTA.

MHorocTpouHble pEeKBU3UTHI MEUYATAIOTCS Yepe3 OJWH MEKCTPOUYHBIH HMHTEpBaJl, COCTaBHBIC
YaCTH PEKBU3UTOB MOTYT Pa3JIeNsAThCS JOMOJHUTEIbHBIM HHTEPBAJIOM.

Ecnu moxyMeHT roTOBHUTCS ISl W3/1aHUS C YMEHBUICHHEM MaciliTada, TEeKCT IedaTaeTcsl 4epes
JIBa UHTEpBaJa.



WNuTtepBan Mexxay OyKBaMu B CJI0Bax - OOBIYHBIN. IHTepBaI MEXy CIIOBaMH - OJMH MTPOoOe.
CTpoku peKBU3UTOB BBIPABHUBAIOTCS 10 JICBOM I'PAHUIE 30HBI PACIOJIOKEHUS PEKBU3UTA WU
LEHTPYIOTCS OTHOCUTEIBHO CaMOW JNIMHHOM CTPOKH.
JlnuHa camoil UIMHHOW CTPOKM PEKBU3MTA MPH YTJIOBOM PACIOJIOKEHUU PEKBU3UTOB He Ooliee
7,5 cm.
JlnuHa caMoil JUIMHHOM CTPOKM PEKBH3UTA IPU MPOJOJIBHOM PACIHOJIOKEHHUH PEKBU3UTOB HE
Oonee 12 cm.

2.20. Jlomyckaercs BBIICISATH MOMYKUPHBIM IIPUPTOM PEKBU3UTHI  «aapecaT,
«3aroJIOBOK K TEKCTY» WIIH «IIOJAIKUCHY, a TAKXKe OT/IENIbHbIE ()parMeHThI TEKCTa.

2.21. Ilpu moaroToBKE MHOTOCTPAHUYHBIX TJOKYMEHTOB O(OPMIISCTCS TUTYJIBHBIN JTUCT.
2.22. CocTaB peKBU3UTOB, UCIOIB3YEMBIX IS OPOPMIICHUS JOKYMEHTOB, ONPECISETCS BUAOM
(Pa3HOBUIHOCTBIO) OPraHU3ALMOHHO-PACTIOPSAUTEILHOTO TOKYMEHTA.
2.23. Ilpu noAroToBKE JAOKYMEHTOB OpraHM3allMU HCIIOJIb3YIOTCS PEKBU3HTHI, YCTAaHOBJICHHbBIC
T'OCT P 7.0.97-2016":
a) aM0OsieMa (B COOTBETCTBHUH € IMyHKTOM 2.9 IIpuMepHON HHCTPYKLIUN);
0) ToBapHBI 3HaK (3HaK O0OCIyKuBaHUS) (B COOTBETCTBHMHM C NyHKTOM 2.9 IlpumephHoii
MHCTPYKLHUN);
B) K0J1 (hOpPMBI TOKYMEHTA;
I') HAMMEHOBAaHKUE OpraHU3aluy;
1) HAMMEHOBaHHUE CTPYKTYPHOTO MOJIpa3AesieHus;
€) HaMMEHOBAaHUE JI0JKHOCTH JIMIIA;
K) CIIpaBOYHBIE JaHHBIE 00 OPraHU3AIINH;
3) HAUMEHOBAHME BUJIA IOKYMEHTA;
M) JlaTa TIOKyMEHTa;
K) PETUCTPALIMOHHBIN HOMEDP TOKYMEHTA;
J) CChUIKA HA PErUCTPALMOHHBIA HOMEp U J1aTy MOCTYMUBIIETO JOKYMEHTA;
M) MECTO COCTaBJIeHHUS (M3/IaHMs) TOKYMEHTA;
H) Irpu¢ OrpaHUYEHHs JOCTYIA K IOKYMEHTY;
0) ajpecar;
) rpu¢ yTBEpKAECHUS TOKyMEHTAa;
p) 3aroJIOBOK K TEKCTY;
C) TEKCT IOKYMEHTa;
T) OTMETKA O MPHUJIOKEHUU;
y) Tpud coraacoBaHus JOKYMEHTA;
¢) Bu3a;
X) TOJIIHUCH;
1) OTMETKa 00 3JIEKTPOHHOM MOINCH;
Y) [€4aTh;
1) OTMETKA 00 HUCIIOJIHUTEIIE;
I1I) OTMETKA O 3aBEPEHUH KOIHUH;
bI) OTMETKA O MOCTYIJICHUH IOKYMEHTA;
) PE30IIOLIHNS;
10) OTMETKA O KOHTPOJIE;
) OTMETKa O HalpaBJIeHUU JOKYMEHTA B JIEJIO.
2.24. bnank nipukasa (pacrnopspKeHHs ) OpTaHU3allid TOJDKEH BKITFOYATh PEKBU3HUTHI:
MOseMy (B COOTBETCTBUH € TyHKTOM 2.9 IIpuMepHON HHCTPYKIIUH);
TOBapHBIM 3HAK (3HAaK O0OCITyXuBaHMsI) (B COOTBETCTBMM ¢ TyHKTOM 2.9 IlpumepHoi
MHCTPYKLHUN);
HAaUMEHOBAaHME OpraHU3aIUY;
HalMEHOBAaHUE BU/IA JOKYMEHTA,
MECTO COCTaBIICHUS WJIM U3JaHUS TOKYMEHTA,



OTMETKM Uil pa3MELICHUS PpEKBU3UTOB «aTa JOKYMEHTa», «pPErHCTPAaLMOHHBIA HOMEp
JIOKYMEHTa.

2.25. bnaHk nuchbMa OpraHu3alyy JODKEH BKIIIOUATh CIEAYIOIIUE PEKBU3UTHL:

sM0Os1emMy (B COOTBETCTBUU C TyHKTOM 2.9 [IprMepHON HHCTPYKITUH);

TOBapHBIM 3HAK (3HAaK oOOCIyKuMBaHHs) (B COOTBETCTBMU C MyHKTOM 2.9 I[lpumepHoii
WHCTPYKITUN);

HAauMEHOBAHME OpraHU3aluy;

CIPaBOYHBIE IaHHbIE 00 OpraHu3aluy;

OTMETKM JJIi TPOCTABICHHUS PEKBU3UTOB «JaTa JOKYMEHTa», «pPErHCTPALlMOHHBIA HOMEp
JOKYMEHTa», «CChUIKA Ha PETUCTPALIMOHHBII HOMEP U J]aTy MOCTYIUBILIErO JOKYMEHTa.

B Gmank muckMa J0JDKHOCTHOTO JIMIA JOTIOJTHUTENFHO BKIIIOYACTCS PEKBU3UT «HAMMEHOBAHUE
JOJDKHOCTH JIMIa», a B OJaHK IUChbMa CTPYKTYPHOIO IOApa3fieieHus (COBEIaTeNbHOrO,
METOJMYECKOTr0, SKCIIEPTHOTO MM MHOTO OpraHa) OpraHu3alii - HAMMEHOBAHUE CTPYKTYPHOIO
HOpa3/IeIeHusl.

2.26. BuyTpeHHHE JOKYMEHTHI OpraHu3aiuu, oGopmisieMble He Ha OJaHKe, TOIDKHBI COAEPIKATh
COOTBETCTBYIOLIME BUY JOKYMEHTA PEKBU3UTHI.

2.27. Dmbnema opraHu3aniu, pa3paboTaHHas M YTBEpXKIEHHas B MOPSAKE, YCTaHOBICHHOM
3akoHoJaTenbcTBOM Poccuiickoii ®expepauuu, pasmemaercs Ha OlaHKax JIOKYMEHTOB B
COOTBETCTBUM C MYHKTOM 2.9 IlpumepHON MHCTPYKIIMM M HAa OCHOBAaHWM HOPMATHBHBIX aKTOB
OpraHu3aluy.

N300paxeHune 3M0IeMbl TOMEIIAETCSI HA BEPXHEM IoJie OJaHKa JOKyMeHTa Ha pacctostHuu 10
MM OT BEPXHEro Kpas JIMCTa, 3aXBaThIBas 4acTh pabo4el 30HBbI JJOKYMEHTA, LIEHTPOBAHHO HaJl
PEKBU3UTAMH OPTaHU3ALNH.

2.28. ToBapHblii 3HaK (3HaK OOCIYy)KMBaHMs), 3apErHCTPUPOBAHHBIH B YCTAHOBICHHOM
3aKkoHOAaTenbCcTBOM Poccuiickoit ®enepanuu  mopsake, BOCIPOU3BOJIUTCS Ha OnaHKax
OpraHu3alii B COOTBETCTBUU C MYHKTOM

2.9 IlpuMepHO# HHCTPYKIIMH U HA OCHOBAaHHH HOPMATHUBHBIX aKTOB OPTaHU3AIIHH.

N300pakeHre TOBapHOro 3HaKa (3HaKa OOCIY)KMBAaHHs) IOMEIIAETCs Ha BEpXHEM I10Jie
JIOKyMEHTa Ha paccTosHuU 10 MM OT BepXHEro Kpas JIMCTa, 3aXBaTblBas 4acTh pabodeil 30HbI
JIOKYMEHTa, HaJl peKBU3UTAMU OPraHU3alluK UJIU CIeBa Ha YpOBHE HAMMEHOBAaHUS OpraHU3aliH,
3aXBaThIBasl 4aCTh JIEBOTO MOJIS.

2.29. Koxn ¢opMbl TOKYMEHTa MPOCTABISETCS HAa YHU(DUIMPOBAHHBIX (hopMax JOKYMEHTOB B
cooTBeTcTBUM € OOHIEpPOCCUICKUM  KJIacCU(PUKATOPOM  YNPaBIECHYECKOW JOKYMEHTalUu
(OKVY 1) unu JIOKaJNbHBIM KJIACCU(PHUKATOPOM, pacroiaraeTcsi B IpaBOM BEpXHEM yIiIy paboyero
MOJIsI JIOKYMEHTA, COCTOUT U3 clioB «Dopma no (HauMeHOBaHHEe KiaccupukaTopa)» u mudpoBoro
KOZa.

2.30. HaumeHnoBanue opraHuzanuu Ha OJaHKe JOKyMEHTa JOJDKHO COOTBETCTBOBATh
HalMEHOBAHMIO IOPUIMYECKOr0 JIMIla B ycTaBe opraHum3auumu. Ha OnaHkax JOKYMEHTOB
yKa3bIBaeTCs MOJHOE O(UIIMaibHOE HAHMMEHOBAaHUE HOPUIUYECKOrO JIMIA C YKa3aHHEM €ro
OpraHu3allMOHHO-NIPaBOBOM  (OpMBI, HaJ] HAUMEHOBAaHHMEM OpIaHU3AlMM  YKa3bIBaeTCs
HAaNMEHOBAHWE BBINMIECTOSIICH oOpraHu3amuu (MpU €€ HAIWYMh), I0J HAaUMEHOBaHHEM
OpraHu3ali B CKOOKax yKa3bIBaeTCsl COKpAllleHHOE HAaUMEHOBAaHHE OpraHM3allid, €ClId OHO
MPEyCMOTPEHO YCTaBOM.

2.31. HaumeHoBaHME CTPYKTYpHOrO mojpasfencHuss (B TOM uucie Quianana, OTIAEICHHS,
MPEJICTaBUTENIbCTBA, KOJUIETHAIBHOIO, COBEUIATEILHOTO WJIM WHOTO OpraHa) yKas3bIBaeTcs B
OnaHKax MUceM M OJlaHKaX KOHKPETHBIX BHJOB JOKYMEHTOB, M3/1aBA€MbIX COOTBETCTBYIOIINMU
HOJPAa3/IeIEHUsIMI B COOTBETCTBHM C JIOKAJbHBIMM HOPMAaTUBHBIMU aKTaMM opraHu3auuu. Han
HaNMEHOBAHHUEM CTPYKTYPHOTO IOJPA3/EICHUsI YKa3bIBAaeTCs HAWMEHOBAaHUE OpTaHU3aIUH,
YbUM (DUIHATIOM, OTAEICHHEM, MPEACTAaBUTEIbCTBOM, KOJUIETMAJIbHBIM WJIM COBEILATEIbHBIM
OpPraHoOM JJaHHOE IOJIPa3/IeTICHUE SIBIISETCS.

2.32. HaumeHoBaHME OJDKHOCTH JIMIIA UCIIOJIB3YETCs] B OJIaHKaxX MHCEM JOJDKHOCTHBIX JIMI] U
pacriosiaraeTcst 1ol HaMMEHOBaHUEM OpPTraHU3aIUH.
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2.33. CnpaBouHble JaHHble 00 OpraHM3allMM YKa3bIBalOTCS B OJaHKaX MHUCEM U BKIIOYAIOT:
MOYTOBBIN aJipec OpraHu3aly (JOMOJHUTEIBHO MOXKET YKa3bIBaThCS aIpeC MECTa HaXOXKICHHS
IOPUINYECKOTO JIMIA, €CIIM OH HE COBIAJAET C MOYTOBBIM aapecoM); HoMep TenedoHa, dakxca,
aJipec AIIEKTPOHHOM IOYTHI, CETEBOI ajpec, a Takxke KoJ opranuzanuu no OOuiepoccuiickomy
knaccudukaropy mnpennpustuii u opranuszauuii  (OKIIO), OCHOBHO# TOCyIapCTBEHHBIN
peructpannonHbii  Homep  opranuzamuu  (OI'PH) w  upmentuduxanuoHHBIA — HOMEp
HAJIOTOTIIATENbINMKA / KO/ IPUYMHBI IOCTAaHOBKU Ha HanoroBsii yuer (MHH/KIIIT).

2.34. HanmeHoBaHuE BHJAa JIOKYMEHTa YKa3bIBa€TCA Ha BCEX JOKYMEHTaX, 3a HCKIIIOUEHUEM
NeNoBBIX  (CyKeOHBIX) MHUCeM, pacrojaraercs I10J] HaWMEHOBAaHHEM OpTaHU3aINH
(CTPYKTYpHOTIO MOApa3/iesieHusl, JOKHOCTH).

2.35. Jlata 1OKyMEHTa JOJIKHA COOTBETCTBOBAThH JaTe MOANMCAHUS (YTBEPHKACHUS) JOKYMEHTA
WM (B IPOTOKOJIAX) aTe€ COOBITHSA, 3a)UKCHPOBAHHOTO B IOKYMEHTE.

Jlata OKyMeHTa 3alMChIBAETCSI B MOCJIEI0BAaTEIbHOCTH: JIEHb MECAla, MECAL, I'0Jl OJHUM U3
JIBYX CIIOCOOOB:

apabckumu udpamu, pasaeeHabMu Toukoi: 05.06.2018;

cioBecHO-IU(PpoBbIM criocobom: 5 uroHs 2018 r.

Ha noxymenTax, odopmiisieMbIx Ha ONaHKe, JaTa JOKYMEHTA MPOCTABIACTCS MO/ PEKBU3UTAMU
«HAaUMEHOBaHWE BHJAAa JOKyMeHTa» (B OJlaHKax KOHKPETHBIX BHIOB JIOKYMEHTOB) H
«CIIPaBOYHBIC JaHHBIE 00 OpraHU3aII (B OJIAHKAX MTUCEM).

JlaToii ToKyMeHTa, W3IaHHOTO COBMECTHO ABYMs WM Ooyiee OpraHu3alusMu (JOHKHOCTHBIMU
JUIAMU), SIBJISIETCS JaTa MOAMUCAHUS IOKYMEHTA MOCJIEeIHEeH CTOPOHOM.

2.36. PeructpanuoHHblii HOMEp JOKyMeHTa - I1dpoBoil win OykBeHHO-UU(POBOH
UJICHTUPHUKATOP AOKYMEHTA, COCTOSIIMI W3 TOPSIKOBOIO HOMEpa JTOKYMEHTA, KOTOPBIH, IO
YCMOTPEHHIO OPTraHMU3aIMH, MOXXET OMOJHATHCS HU(PPOBBIMU WM OYKBEHHBIMH KOJaMU
(MHJIeKCaMH) B COOTBETCTBHUHM C UCIOJIb3YEMBIMU KJIaCCU(PUKATOPaAMHU.

Ha nokymeHTe, COCTaBI€EHHOM COBMECTHO IBYMs W OoJjiee OpraHU3alMsIMH{, MPOCTaBISIOTCA
perucTpalioHHble  HOMEpa  JOKYMEHTa, T[PUCBOCHHbIE  KaXJIOM U3  OpraHu3aluii.
Peructpaimonasie HoMepa NMPOCTABISAIOTCS B MOPSAIKE YKa3aHUsI HAMMEHOBAHUM OpraHU3alvil B
3aroJIoBOYHOM yacTH (rmpeamOyiie) TOKyMEeHTa U OTIENSIOTCS APYT OT Apyra KOCOW 4epToil.

2.37. Ccpuika Ha PErMCTPALMOHHBIA HOMEP M JAaTy MOCTYNHBILIErO JTOKYMEHTA, COCTOSAIIAS W3
pPEerucTpallMOHHOTO HOMEpAa W JaThl BXOJAIIET0 JOKYMEHTa, Ha KOTOPBIM J/aercs OTBET,
npocTaBisieTcs B Buje orMeTku «Ha Ne ... ot ...» B 6aHKe muchma.

B tekct nucbMa-oTBeTa CBEIEHUS O PETrMCTPALMOHHOM HOMEpE M JlaTe MOCTYNMBILIErO MHUChMa
HE BKJIIOYAIOTCS.

2.38. Mecto cocraBieHUs (M3/1aHus) JTOKYMEHTa YKa3bIBAa€TCsl BO BCEX JIOKYMEHTax, KpoMme
JENOBBIX (CIYKEOHBIX) MHCEeM, BHYTPEHHHX HH()OPMAIIMOHHO-CIIPABOYHBIX JIOKYMEHTOB, a
TaK)Ke B CiIy4ae, €CJIM MECTO HaXOXKJICHHs OPTaHM3alluy BXOJUT B €€ HaUMEHOBaHHE, HallpUMep:
MoOCKOBCKHUI TOPOJCKON YHUBEPCUTET YIIPABICHHUS.

Mecto cocraBneHus (M3gaHus) JOKYMEHTA YKa3blBaeTCs B COOTBETCTBHM C MPHHSITHIM
aJMMHHCTPAaTUBHO-TEPPUTOPUAIIBHBIM JIENIEHHEM, Hanpumep: ¢. biarosemenckoe Benbckoro p-
Ha ApXaHTeabCKOM 001

2.39. I'pud orpaHuyeHus AOCTyNna K JOKYMEHTY MPOCTaBISETCS B IPABOM BEPXHEM YTy
MEPBOro JINCTA JOKYMEHTa (IIPOeKTa TIOKYMEHTa, COIPOBOAUTEIHLHOTO MUChMA K TOKYMEHTY) OT
TPaHUIBI BEPXHETO TOJIA TPH HaJIWMYMK B JIOKYMEHTEe WHQPOpPMAIUU, TOCTYH K KOTOPOW
OTPAaHUYMBAETCS B COOTBETCTBUU € 3aKOHOIaTeNbcTBOM Poccuiickoit denepanni.

Bunbl ucnons3yemMbIx B OpraHU3aliuu rpudOoB OrpaHUUYEHUS OCTYNA JOHKHBI COOTBETCTBOBATh
3aKOHO/IaTEJIbHBIM U MHBIM HOPMAaTHUBHBIM IIPAaBOBBIM akTaM Poccuiickoit Penepanuu U J0IKHBI
OBITh 3aKPEIUICHBI B JIOKATHHBIX HOPMATUBHBIX akTax. [ pud orpaHuveHus 10CTymna K JOKyMEHTY
(mometka «Jlyis  ciayxkeOHOTO T10JI630BaHIs, rpud «Kommepueckas TaﬁHa»7) MOXKET
JIOTIOJIHATBCSI HOMEPOM JK3EMIUIApa JOKYMEHTa M JIPYTMMM CBEIEHUSMU B COOTBETCTBUU C
3aKoHoJaTenbcTBOM Poccuiickoit denepanum.



B noxyMeHTax opranu3zanuu, CoAepkKaliuX CBEICHHUS, COCTABIISIIONINE KOMMEPUECKYIO TailHy, B
cootBeTcTBUU ¢ DenepanbHbiM 3aK0HOM OT 29 mronst 2004 r. Ne 98-d3 «O kommepueckoin
TaiiHe» Hapsay ¢ TpudoM yKas3bIBalOTCS MOJTHOE O(HUIIMATFHOC HAMMEHOBAHUE FOPUINYECKOTO
JU1a, MECTO ero HaxoxaeHus. Hanpumep:
Kommepueckas TaitHa
OBbY «HauMeHoBaHUE OpraHu3aldn»
MecTo HaxXOXKIeHHS
2.40. Anpecar - peKBU3HUT, UCIOJIB3YeMbId MpU O(DOPMIICHUH JEIOBBIX (CITYKEOHBIX) MHCEM,
BHYTPEHHUX HH()OPMAIIMOHHO-CITPABOYHBIX JIOKYMEHTOB.
AnpecaToM JOKYMEHTa MOKET ObITh OpraHu3allus, CTPYKTYpHOE MoJipa3fiesieHue OpraHu3aluu,
JOJKHOCTHOE MJTH (PU3UIECKOE JIUIIO.
PexBu3ut «aapecat» odopmisercs Ha OJaHKE C YIJIOBBIM PACHOJIOKEHHEM PEKBU3UTOB - B
BEpXHEH MpaBOW YacTU JOKYMEHTA, Ha OJaHKE C MPOJOJIbHBIM PACIOJIOKEHUEM PEKBU3UTOB -
cnpaBa moj pekBuzutamu OnaHka. CTPOKM PEKBH3UTa «aJpecar» BBIPABHUBAIOTCS IO JIEBOMY
KpPAK0 WJIM LUEHTPYIOTCS OTHOCUTEIBHO CaMOW JNIMHHOUW CTPOKH.
[Ipu anpecoBaHMM [OKYMEHTa PYKOBOJUTENIO (3aMECTUTEIIO0 PYKOBOJUTEINs) OpraHU3alUuu
YKa3bIBaIOTCS B JAaTEIbHOM TMaJeKe HAWMMEHOBAHME JOJDKHOCTH PYKOBOJMTENS (3aMECTUTENS
PYKOBOAMTENS), BKJIIOYAIOIIee HAUMEHOBAHHME  OpraHu3auud, GamMwibi, HWHUALUAIBI
JIOJDKHOCTHOTO Jiniia. Hampumep:
['enepanbHOMY TUpPEKTOPY
ObY «HaumeHoBaHue
OpraHu3aIm
Gamunus 1.0.
[Ipu angpecoBaHMM NHMCbMAa B OPraHU3AIMIO0 YKA3bIBAETCS €€ IOJHOE WM COKpPAllleHHOE
HAaWMEHOBAaHHME B UMEHUTEIHLHOM IaJIekKe.
[Ipu agpecoBaHuM [OKyMEHTa B CTPYKTYpHOE TMOJpa3JeieHUEe OpraHu3alid B PEKBHU3UTE
«anpecar» YyKa3bIBalOTCS B HWMEHUTEIHLHOM I1aJIeK€ HAMMEHOBAHUE OpTraHU3alMH, HUXKE -
HAaMMEHOBAaHME CTPYKTYpHOro nojapaszaenenus. Hanpumep:
ObY «HaumeHoBaHue
OpraHu3aIn
OUHAHCOBOE YIPABJICHUE
[Ipu anpecoBaHuM NHChbMa PYKOBOAMUTENIO CTPYKTYPHOI'O TOJpa3/IeN€HUs YKa3bIBAIOTCS B
WMEHUTEIILHOM TIaJIe)Ke HAWMEHOBAaHME OpraHW3allid, HIDKE - B JIaTEJIbHOM TAaJIeke
HAaMEHOBAHHME JIOJDKHOCTHM PYKOBOJMTENS, BKIIOYAIONIEE HAMMEHOBAHUE CTPYKTYPHOTO
nojapasaenenus, pamumimio, nHUIMaNBL. Hanpumep:
ObY «HaumeHnoBaHue
OpraHU3aIII
PykoBoauTento 10roBopHoO-
MIPaBOBOTO OT/IEJIa
®amunus N.0.
[lepen damunuelr MODKHOCTHOTO JIMIIA JOIYCKACTCS YIOTPEOJATh COKpAIICHHE «T-HY»
(rociofnHy), €ciu aapecaT MYKUWHA, WM «T-ke» (TOCIOXE), €Cl ajpecar >KEHIIWHA,
Harpumep:
r-uy ®amunus 1.0.
r-xe @amunus 1.0.
[Ipu pacceiike [AOKyMEHTa TpymIe OpraHU3aluil OJHOrO0 THUMA WIM B CTPYKTYpPHBIE
NoJipa3/iesieHusl OTHOM opraHu3aluy, ajgpecar ykasbiBaeTcst 00001menHo. Hampumep:
PykoBoauTensam ¢puinanon
ObY «HaumenoBanue
OpraHu3aIm
PykoBoauTensm ynpaBiieHHI
u otaenoB ObY «HaumeHnoBanue
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OpraHu3aLn»
IIpu pacceuike TOKyMEHTAa HE BCEM OPraHM3ALMsIM WIH CTPYKTYPHBIM MOJPA3ACICHUAM IIOJ
PEKBU3UTOM «AJpecar» B CKOOKax ykasblBaeTcs: «(1o cnucky)». Hampumep:
PykoBoauTensiM yripaBiieHUH
u ornenoB PbY «HaumeHnoBanue
OpraHu3aLum»
(o crucky)
CHHCOK pacChbUIKM COCTABIISIETCS UCIIOJIHUTEIEM.
Ecin nucebMO HampaBisieTCsl B OPraHU3aLMI0 WM JOJDKHOCTHOMY JIMILY U JJIS CBEACHHUS €lIe
psny opraHM3alMii WM JOJKHOCTHBIX JIMI, OOIlee KOJIMYECTBO aJpecaToB HE JIOJKHO ObITh
Oosee 4yeThIpex, IPU 3TOM OCHOBHOM ajapecaT yKa3bIBaeTcsl HEpBbIM, ciaoBo «Komus» nepen
BTOPBIM, TPETBUM, YETBEPTBHIM apecaTaMy HE 11€4aTaeTCsl.
B cocraB pexBu3uTa «Anapecar» MOKET BXOJUTh IOYTOBBIN ajipec. DIEMEHTHI I0YTOBOTO ajipeca
YKa3bIBAIOTCS B IIOCJIEOBATEIbHOCTH, YCTaHOBJIEHHOM IIpaBmiiaMn okasaHus yCiIyr IOYTOBOM
CBSI3M®:
a) A IOPUAMYECKOro JIMIA - MOJHOE WJIM COKpallleHHOe HauMEeHOBaHHE (MPU HAIWYMHM), IS
rpakAaHUHA - paMIIINs, UMsl, OTYECTBO (I1OCIIEIHEE NTPU HAJIUYHH);
6) OaHKOBCKME PEKBU3UTHI (ISl MOYTOBBIX MEPEBOJOB, HAMPABISIEMbIX IOPUANYECKOMY JIHILY
VI IPUHUMAEMBbIX OT FOPUIUYECKOIO JIUIIA);
B) Ha3BaHUE YJIMIIbI, HOMEp JJOMa, HOMEp KBAapTUPBI;
') Ha3BaHHE HACEJIEHHOIO IIyHKTA;
1) Ha3BaHUE pailoHa;
€) Ha3BaHUE PeCnyOJIMKH, Kpast, 00JacTH, aBBTOHOMHOTO OKpyra (00J1acTu);
) Ha3BaHUE CTPaHBI (17151 MEXKTYHAPOJHBIX ITOYTOBBIX OTIIPABICHHA);
3) MMOYTOBBIN UHJIEKC.
[TouToBBIl anpec HE yKa3bIBaeTCs B JOKYMEHTaX, HAlpPaBISEMBbIX B BBICIIME OPraHbl BIIACTH,
BBIILIECTOSIIIE  OpraHU3alMd,  IOJBEJOMCTBEHHbIE  OpraHuM3alludi U  TOCTOSHHBIM
KOPPECIIOH/IEHTaM (3a UCKJIFOUCHUEM HalpaBJICHUs MHCEM YKa3aHHBIM ajjpecataM B KOHBEpTax C
MPO3paYHBIMU OKHAMH).
[Ipu ormpaBke mHcbMa MO JEKTPOHHON MOYTEe WIM (PAaKCHUMUIBHOM cBs3HM (0€3 JOCBUIKHM I10
[oYTe) TOYTOBBIM ajapec He ykasbiBaeTcs. llpu HeoOXoaMMoCcTHM MOXeT OBbITh YyKa3zaH
AIIEKTPOHHBIN ajpec (Homep Tenedona/dakca). Hanpumep:
ObY «HaumeHnoBanue
OpraHu3aLn»
DIIeKTPOHHBIN ajpec
2.41. I'pud yTBepkIeHHs JTOKyMEHTa MPOCTABIAETCS Ha JJOKYMEHTAax B MPAaBOM BEPXHEM YTy
nepBoro Jjucra AokyMeHTa. CTpPOKM pEKBU3WTAa BBIPABHMBAIOTCS IO JIEBOMY Kparo WIIH
LEHTPYIOTCS] OTHOCUTEIBHO CaMOW JUIMHHOMN CTPOKH.
[Ipu yTBepXkA€HUM IOKYMEHTa COOCTBEHHOPYYHOW MOJIMUCHIO JOHKHOCTHOIO JHIA Tpud
yTBepxkaeHuss coctouT u3 cioBa «YTBEPXJIAIO», HaumeHOBaHUS JOJDKHOCTH JIMIIA,
YTBEPKAAIOIIET0 JOKYMEHT, €ro TMOANHCH, WHHUIHAIOB, (aMHIUU M JaThl YTBEP)KIEHUS.
Hanpumep:
YTBEPXIAIO
Hupexrop OBY «Hanmenosanue
OpraHu3aIm»
[Mogmuer  N.O. ®damunus
Jara
[Tpu yTBEp>KACHNUU TOKYMEHTa PaclopsIUTeIbHBIM TOKYMEHTOM IpU(] YTBEP)KICHHUS COCTOUT U3
cioBa «YTBEPXJIEH» («YTBEPXIEHA», «YTBEPXJEHbI» umu «YTBEPXIEHOY),
COIVIACOBAHHOTO C HAaWMEHOBAaHUEM BHUJAA YTBEPKIAEMOIO JOKYMEHTAa, Ha3BaHUsA BHJA
pacopsAUTEIBLHOTO JOKYMEHTa B TBOPUTEIIBHOM IaJIEXKe, €ro AaThl, Homepa. Hanpumep:
(Pernmament) YTBEPX/IEH
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npukaszom ObY «HaumenoBanue

OpraHu3aIim»

ot 5 oktss0pst 2017 r. Ne 82

(ITpaBuina) YTBEPXJIEHbBI

npukazom ObY «HaumenoBanue

OpraHu3aI|»

ot 5 okTs10pst 2017 1. Ne 83
[Tpu yTBep>KIeHUH TOKYMEHTA KOJUIETHAIbHBIM, COBEIIATEIbHBIM UJIM UHBIM OPTaHOM, PEIICHHUS
KOTOPOTro (UKCHPYIOTCS B TPOTOKOJIE, B Ipude YTBEPKACHUS YKa3bIBACTCSA, HAMMEHOBAHUE
oprasa, jata 1 HoMep NpoTokoja (B ckookax). Hampumep:

(ITonoxenune) YTBEPXJIEHO

HayuHo-TexHH4eCKUM COBETOM

DOBY «MuHoBanus»

(mpotokoi ot 12.09.2017 Ne 12)
2.42. 3arojoBOK K TEKCTY - KpaTKoe COJEep)KaHWe TOKyMeHTa. Ecium 3arojioBOK K TEKCTY
OTBEUYaeT Ha BOMPOC «0 ueM?», OH HauumHaeTcs ¢ mpemiora «O» («O6»). Ecnam 3aroioBok k
TEKCTY OTBEUYAET Ha BOMPOC «UEro?», OH COCTABISAET OJIHO 1€JI0€ C HA3BaHMEM BHJIa JOKYMEHTA.
Hanpuwmep:
npuka3s (0 4€M?) 0 coO3JaHUM ATTECTALIMOHHON KOMUCCUU
nucbMo (0 u€M?) o MpeoCTaBICHUH HHPOPMAITUH
aKkT (yero?) mpuema-rnepeaadu aei
MPOTOKOJI (uero?) 3aceianus SKCIEPTHON KOMUCCUU
3aroJ0BOK K TEKCTY 0(OPMIIIETCS 1O/T PEKBU3UTaMHU OJIaHKa CJIeBa, OT TPAHMIIBI JICBOTO TIOJISL.
2.43. TekcT TOKYMEHTa COCTaBIIIETCA Ha rocyAapCTBEHHOM si3bike Pocculickoit denepanuu nim
rOCYJapCTBEHHOM sI3bIKE (s13bIKaxX) pecnyosuk B cocrtaBe Poccuiickoit @Dexepanuu B
COOTBETCTBUM € 3aKOHOJATEIbCTBOM peciyOiIMK B coctaBe Poccuiickoit CDez[epaunng.
TekcT AOKyMeHTa JOKEH OBITh COCTaBJI€H IPaMOTHO, SICHO, MOHSTHO M IO BO3MOXKHOCTHU
KpaTko. TekcT MOKyMeHTa IOHKEH COAEpKaTh JIOCTOBEPHYIO M aKTyaldbHYIO HH(OpMAIIHIO,
JIOCTAaTOYHYIO JIJIS TIPUHSATHS PEIICHUN WM X UCIIOJIHEHUS, HE JTOJDKEH JOIMYCKATh Pa3IMYHBIX
TOJIKOBAHUU.
B Tekcre noKkymeHTa, MOArOTOBJIEHHOM Ha OCHOBAaHUU 3aKOHOAATEIbHBIX WJIM HHBIX
HOPMAaTHBHBIX IMPaBOBbIX AaKTOB, paHEE M3JaHHBIX PACHOPSAUTENBHBIX JIOKYMEHTOB,
YKa3bIBAIOTCS UX PEKBU3UTHI:
HAUMEHOBAaHME JOKYMEHTa, HAaMMEHOBAaHHWE OpraHa BJIACTH (OpraHHU3aIUH), H3AaBIIEro(eil)
JIOKYMEHT, J1aTa JJIOKyMEHTa, PETUCTPALIMOHHBIA HOMEpP TOKYMEHTA, 3ar0JIOBOK K TEKCTY;
HAaMMEHOBAHME OpraHW3aldyd WU JOJKHOCTHOTO JIMIA, YTBEPJMBILErO JIOKYMEHT, JaTa
YTBEPKACHUS IOKYMEHTA.
TekcT TOKyMEHTa MOKET COJEPKATh PA3eibl, MOAPA3/eIbl, MIyHKThI, MOIMYHKTHI, HyMEpyeMbIe
apabckumu niudpamu. YpoBHEH pyOpHKalMK TEKCTa HE IOJDKHO OBITH 00Jiee YeThIpeX.
TekcT ToKyMeHTa U3JaraeTcs:
B IpHUKa3ax, W3JaHHBIX €AMHOJIMYHO, - OT TNEPBOr0 JIMIA E€JUHCTBEHHOIO YHCla
(«..MpP UK a3 HklBaioy),
B IpHUKa3ax, W3JaHHBIX COBMECTHO JBYMS WM Oojiee OpraHu3alUsM{, - OT IEPBOTO JIHIA
MHOKECTBEHHOTO YHCJIA (... TP UK a3 bl B a € M»);
B TPOTOKOJAX 3acedaHHil - OT TPeThero Juia MHokecTBeHHoro uucna («CJIYIIAJIN»,
«BBICTYTINJIN», «ITOCTAHOBWJINY unu «PEILNIIN®);
B JIEJIOBBIX MHUChbMaX, OG(OpPMJIEHHBIX Ha OJaHKaX oOpraHu3al, - OT IMEepPBOro JIHIA
MHOKECTBEHHOTO uyucia (IpoCHMM, HampaBligeM, MpeaiaraeéM) WIA OT TPEThero Jinua
€AMHCTBEHHOT'0 Yncia («IpeanpUusTie He BO3PaKaeT...», «MHCTUTYT CYUTAET BO3MOKHBIM...»);
B JICNIOBBIX NHUChMaX, O(GOPMIICHHBIX Ha JODKHOCTHBIX ONaHKaX, - OT TMEpBOro JIKIa
€AMHCTBEHHOT'0 YKcia («IIPOILY...», «IIPEIJarao...»);



B JIOKJIAJIHBIX M CITy’KEOHBIX 3alMCKax, 3asBJICHUSAX - OT MEPBOTO JHUIA €IUHCTBEHHOTO YHCIIA
(«tporry...», «CYUTaI0 HEOOXOIUMBIM...»);
B JIOKyMEHTaX, YCTaHaBIHMBAOIIUX (yHKIMKM (0OSI3aHHOCTH), IpaBa W OTBETCTBEHHOCTh
CTPYKTYPHBIX MOJpa3ieiacHuil, paOOTHUKOB (TOJO0XKEHUE, HHCTPYKLHUA), a TAKKE COJACpIKaIINX
ONHCAaHHE CHUTyaluuid, aHamu3 (AaKTOB W BBHIBOJABI (AKT, CIpaBKa), HCHOJB3yeTcs (opma
U3JIOKEHUSI TEKCTa OT TPEThEro JIMIA €IMHCTBEHHOTO WMIM MHOKECTBEHHOI'O uucia («oTmaem
OCYIIECTBIISICT (PYHKIUH...», KKOMHCCHUS TIPOBEIIA IIPOBEPKY...»).
[Ipu moaroToBke TekcTa AOKYMEHTa Clie[yeT COOJ0aTh MpaBHJia HAMUCAHUS O(PHUIIMATIBHBIX
HAaMMEHOBAHUHN, YUCIIUTEIBHBIX U €IMHUI] U3MEPEHUSI.
B Tekctax mDOKyMEHTOB YIOTPEOJSAIOTCS OOIIEHPUHAThIE a0O0peBHATyphl M Tpaduveckue
COKpAILLEHUS.
[Tpu ykazanuu B Tekcte haMUIMK JIUIAa UHULIUAIBI CTaBSITCS Mocie paMunuu.
B nenoBbIx (city>k€0HBIX) MMUCbMAX UCIONb3YIOTCS:
BCTYNUTEIbHOE OOpalleHue:
YBaxaewmslii rocnionuH IIpencenarens!
YBakaeMblii rociogH MuHucTp!
YBaxaewmslii rocrioiuH MiBaHoB!
VYBaxkaemas rocrioxa Ilerpona!
VBaxaewmslii MBan I[leTtpoBuy!
VYBaxkaemass Auna HukonaeBHa!
YBaxaemble rocnojial
3aKIIIOUMTENNbHAS STUKETHAs dpaza: «C yBaKEHHEM, ...».
HammeHoBaHue MOIKHOCTH B OOpalleHUH NHINETCS C MPONHCHON OYKBBI, B OOpalieHHH MO
(bamMMIINKM WHUIMATIBI JIMIA HE YKa3bIBAIOTCSL.
2.44. OtMeTKa 0 IPUIIOKEHUU COJEPKUT CBEACHUS O JOKYMEHTE (JIOKYMEHTAaX ), IpUIaraéMom K
COIIPOBOJIUTENILHOMY MUCbMY, HHOMY HWH(pOPMAIlMOHHO-CIIPAaBOYHOMY JOKYMEHTY, MJIM O TOM,
YTO JOKYMEHT SBJISIETCS TMPUIIOKEHUEM K OCHOBHOMY JOKYMEHTY (HOpPMaTHBHOMY,
pacropsauTeIbHOMY WK HHOMY).
B compoBoauTeNbHBIX TIHCBMaX U JPYTrUX WH(GOPMAIMOHHO-CIIPABOYHBIX TOKYMEHTAaX OTMETKa
0 MPUJIOKEHUN 0(POPMIISIETCS IO TEKCTOM OT I'PaHMIIBI JIEBOTO TOJIS CIIETYIOLM 00pa3oM:
€CJIN MIPUJIOKEHNE HAa3BaHO B TEKCTE:
[Tpunoxenue: Ha 2 11. B 1 9K3.
€CJIM MPUJIOKEHNE HE Ha3BAHO B TEKCTE WJIM €CJIH MPUIIOKEHUH HECKOJIBKO:
[Tpunoxenue: 1. ITonoxenue 06 YnpapieHUN perHOHATIBHOTO KPEeIUTOBAHUS

Ha 5 1. B | 9K3.

2. CnpaBka 0 KaJJpOBOM COCTaBE YIIpaBJICHUs PpETHOHAIILHOTO

KpeIUTOBaHUs Ha 2 JI. B 1 7K3.
€CITU MPUIIO’KEHUE (IPUIIOKEHUS) COPOLIIOPOBaHO(bI):
[Ipunoxenue: B 2 3K3.
[Tpunoxxenune: oruer o HHUP B 2 3k3.
€CJIM JIOKYMEHT, SIBJISIOIIMICS NPUIOKEHHUEM, HMEET TMPUIOKEHUS C CaMOCTOSTEIbHON
HyMepanuei cTpaHull:
[Ipunoxenne: AOroBOp BO3ME3THOTO OKazaHus ycayr ot 05.09.2017

Ne 32-17/72 v npunoxenus K HEMY, BCero Ha 7 JI.

€CJIM MMHCHbMO HAIPAaBIISETCS HECKOJIBKUM aJipecaTaM, a TOKyMEHT-IIPHIIOKEHNE TOJIKO ITEPBOMY
ajzpecary:
[Tpunoxenue: Ha 3 1. B 1 3K3. TOJBKO B MEPBBIN aJipec.
€CIIM TIPWIIOKEHUEM SBIISIIOTCS JOKYMEHTBI, 3allMCaHHble Ha (QU3HUECKH 000CO0ICHHBIN
3JIEKTPOHHBIN HOCUTEb:
[Tpunoxxenne: DVD-R B 1 3k3.
[Ipu sToM Ha BKIajbile (KOHBEPTE), B KOTOPHIA TMOMENIAeTCS HOCHUTENb, YKa3bIBAIOTCS
HAUMEHOBAHUS JOKYMEHTOB, 3aIIMCAHHBIX HAa HOCUTENb, UMEHA (ailioB, 00beM B OaiiTax.

10



B pacnopsauTensHbIX JOKyMEHTaX (IpUKa3ax, paclopsKeHUsX), JOrOBOpax, MOJOKEHUSX,
MpaBWiiaX, UHCTPYKUUSAX U JPYrUX JOKYMEHTaX OTMETKa O MpWIOKEeHUUu odopmisercs
CIeIyIOIUM 00pa3oMm:
B TEKCTe JOKYMEHTa IMpH NEpBOM YIOMHHAHMU JIOKYMEHTA-TIPHWIOKEHHUS B CKOOKax
yKa3bIBaeTCs: ...(MPHIOKEHKE) WK ... (mpuioxenue 1), (mpunoxenue Ne 1);
Ha [IEPBOM JIUCTE JOKYMEHTA-TIPUIIOKEHUS B IIPABOM BEPXHEM YIUIy YKa3bIBACTCS:

[Tpunoxenne Ne 2

K npukazy ®bY «HaumenoBanue

OpraHu3aLn»

ot 15.08.2017 Ne 112
Ecnu npuiiokeHreM K paciopsAMTEIbHOMY JOKYMEHTY SIBJISIETCS JIOKAJIbHBIM HOPMATHBHBIN aKT
WM WHOM JIOKYMEHT, YTBEPXKAAEMbId JAHHBIM DPACHOPSIUTEIBHBIM JOKYMEHTOM, Ha IMEPBOM
JIUCTE MPUIIOKEHUSI IPOCTABIISAETCS] OTMETKA O MPUJI0KEHUH (0€3 CChUIKM Ha paclopsiAUTEIbHBIN
JOKYMEHT) U Tpud YTBEpKICHHUS, B KOTOPOM YKa3bIBAlOTCA JaHHBIE PACIOPSAUTEIHHOTO
JIOKYMEHTa, KOTOPbIM YTBEP:KJIEH JOKyMEHT-puioxenue. Hampumep:

[Mpunoxenne Ne 1

YTBEPXJIEHO

npukazoM ObY «HanmenoBanue

OpraHu3aIum»

ot 18.09.2017 Ne 67
2.45. I'pud cormacoBaHusi MPOCTABISETCS HA TOKYMEHTE B CIy4ae €ro BHEIIHETO COTJIaCOBAaHUS
(cormacoBaHMe ¢ OpraHaMH BIACTH, UHBIMH OpPTraHU3aIlUsIMU, TOJDKHOCTHBIMU JTUIAMHU).
['pud cormacoBanusi B 3aBUCHMOCTH OT BUJAA JTOKYMEHTa M OCOOEHHOCTEW ero ohopMIIeHUS
MOJKET IIPOCTABJIATHCS:
Ha IIEPBOM JIMCTE JOKYMEHTA (€C/IM JOKYMEHT UMEET TUTYJIbHBIH JIUCT, - HAa TUTYJIBHOM JIUCTE) B
JIEBOM BEpPXHEM YIJy Ha YpOBHE IpHda YTBEpXAECHUS WIM I0Jl HAUMEHOBaHMEM JOKYMEHTa
OyInKe K HIPKHEMY TI0JTI0);
Ha MOCJEIHEM JINCTE JOKYMEHTA MO/ TEKCTOM;
Ha JINCTE COTJIACOBaHUS, SIBJIIOIIEMCS] HEOTHEMIIEMOM YaCThIO JOKYMEHTA.
I'pud cormacoBanus coctout u3 cinoBa «COI'JTACOBAHO», nomkHOCTH JHIA, ¢ KOTOPBIM
COrIacoBaH JIOKYMEHT (BKJIIOYas HAMMEHOBAHWE OpraHu3alliu), €ro CoOCTBEHHOPYUHOM
MOJIMMCH, MTHUIIUAJIOB, (haMUJINH, JaThl coryiacoBaHus. Hanmpumep:
COT'JTACOBAHO
I'enepanbHbBIN IUPEKTOP
OBbY «HammenoBaHue
OpraHu3aIum
IHogmucy M.O. Gamuius
JlaTa
Ecnu cornacoBanue ocymiecTBisieTcss KOUIErHalbHbIM, COBEIATENbHBIM WIIM UHBIM OPraHOM, B
rpude coriiacoBaHUsl yKa3bIBAIOTCS CBEAEHUS 00 OpraHe, COrJacOBaBIIEM JOKYMEHT, JaTe U
HOMEpe MPOTOKOJIA, B KOTOPOM 3aUKCHPOBAHO pellleHre o coryiacoBanuu. Eciu coriacoBanue
OCYILIECTBIIIETCS THMCbMOM, YKa3bIBalOTCA BHUJ JIOKYMEHTAa, HAMMEHOBAHME OpraHU3alluHy,
corjiacoBaBllIeil TOKYMEHT, jaTa U HoMep nucbma. Hampumep:
COT'JTACOBAHO
Hay4yHo-TeXHHYECKUM COBETOM
ObY «HammeHoBaHKe OpraHU3aLuN»

(IIPOTOKOJI OT Ne )
COTI'JTIACOBAHO

micbMoM OBY «HammMmeHnoBaHue
OpraHu3aIm

oT Ne
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2.46. BuyTpeHHee coriacoBaHMe IOKyMeHTa odopmisiercs Bu30il. Bu3a BbIpakaeT MHEHUe
JUA, BU3UPYIOLIETO NPOEKT JOKYMEHTAa, M BKIKOYAET: JOJKHOCThb JIMIA, BU3HPYIOLIETO
JOKYMEHT, TOIMHCh, paciiM(poBKY IMOANUCH (MHUIMAIBI, (PaMUIHMIO) M ATy BU3UPOBAHMSL.
Hanpuwmep:
PykoBoauTens opuau4eckoro otTaena
IHogmucy HN.O. Gamunus
Jara
[Tpu HanMuKUK 3aMeYaHUM K TOKYMEHTY BU3Y ODOPMIISIOT CIEAYIOIIMM 00pa3oM:
3aMeuaHus IpUIaraoTcs.
PykoBoauTenb 1OpUAMYECKOTO OTAENA
[Mognucey UN.O. Gamunus
Jara
B nokymeHTax, MOJJMHHUKK KOTOPBIX XpaHITCA B OpraHM3al[Md, BU3bl IPOCTABISIIOT Ha
MOCNEAHEM JIUCTE JOKYMEHTa MO TMOJIUCHhI0, HAa O0OpOTE IMOCIETHEro JIMCTa MOJTMHHHUKA
JIOKYMEHTa WJIM Ha JINCTE COIIaCOBaHUS (BU3UPOBAHUs), IPUIIATaEMOM K JOKYMEHTY.
B ucxoasumx JOKYMEHTax BU3bl IPOCTABIIAIOTCS HA SK3EMIUIAPaX JOKYMEHTOB, [IOMEIIAEMbIX B
JIEI0.
[To ycMOTpeHHIO OpraHU3aluyd MOKET IPUMEHATHCSA MOJIUCTHOE BUBMPOBAHUE JTOKYMEHTA U €ro
IIPUIIOKEHUN.
CornacoBaHue MPOEKTOB JIOKYMEHTOB (BHEIIIHEE, BHYTPEHHEE) OCYILECTBISETCS B COOTBETCTBUU
c nyHktamu 4.1 - 4.11 [IpumepHOil HHCTPYKIUH.
2.47. llonnuch BKIIIOYAET: HAMMEHOBAHUE JOJKHOCTH JIMLA, MTOANKUCHIBAIOUIETO JOKYMEHT, €ro
COOCTBEHHOPYUYHYIO MOJIUCH, UHULIMANBI, pamuiinto. Hanpumep:
I'enepanbHbIi IUPEKTOP IToanuce N.0. ®amunus
Ecin noxymeHT odopmieH He Ha OjaHKe, B HAaUMEHOBAHME JIOJDKHOCTH BKIIIOUAETCS
HaMMEHOBaHMe opranu3auuu. Hanpumep:
I'enepanbHBIN TUPEKTOP
ObY «HammenoBanue
OPTaHU3ALUU»» [Toanuce N.0. Gamunus
[Ipu odopmieHnn nokymeHTa Ha OJIaHKE JOJDKHOCTHOIO JIMIa JOJKHOCTh 3TOr0 JHla B
MOJIUCHU HE YKa3bIBAETCSl.

IToamuce N.0. damunusg
[Tpu moamucaHuy JOKYMEHTa HECKOJIBKUMH JIOJDKHOCTHBIMH JIMIIAMHU, 3aHUMAIOLUMHU Pa3HOE
MOJIOKEHUE, HX IMOAMNMCH paclojlaraloTcd OJHAa IOJ JPYyrod B IOCIEAOBATEIBHOCTH,
COOTBETCTBYIOILIEH cTaTycy JojkHOCTU. Hanpumep:
I'enepanbHbIil IUPEKTOP ITonnuce N.0. ®amunus
['maBHBINM OyxTantep [Toanuce N.0O. ®amunus
[Ipy noanucaHud AOKYMEHTA HECKOJbKMMH JIMIIAMH PaBHBIX JOJDKHOCTEM HX MOJNUCU
pacrosararoTcs Ha OJHOM ypoBHe. Hampumep:

3amecTuTeNnb IUPEKTOpa 3amecTuTeNnb JUPEKTOpa
1Mo (PMHAHCOBBIM BOTIPOCaM 110 a/IMUHUCTPATUBHBIM BOTIPOCaM
[Moamucy U.O. ©amunus [Mogmcy  UN.O. ®amunus

B nmoxkyMeHTax, moArOTOBIIEHHBIX KOMUCCHEH, B MOJIUCH YKa3bIBACTCS CTATyC JIMIA B COCTABE
koMmuccun. Hanpumep:

N.0. ®amummg
IIpencenarens komuccuu IToanuck
YieHbI KOMUCCUU IMoamnuce N.0. ®amunus
IToanuce N.0. damunus

[Ipy moamucaHuM JOKYMEHTA JIMIIOM, HMCIIOJNHSIOMIUM OOS3aHHOCTH PYKOBOJIUTENS, MOJIUCH
oopmisieTcs ¢ yKazaHHEM CTaTyca JOJDKHOCTHOTO JIMI[a B COOTBETCTBUH C TPUKA30M
(pactiopspxkeruem). Hanmpumep:

H.o. nupekropa ITognuce N.0. ®amunus
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WJIH:

Hcnonasaromuii 00s13aHHOCTH

JUpEKTOpa ITognuce N.0. ®amunus

[Ipy noamucaHuu JOKyMEHTa JMILOM, HMMEIOUIMM MPaBO MOJANKMCH B CIy4yae BPEMEHHOTO
OTCYTCTBUSL PYKOBOJHTENS, HCIPABICHUS B HAUMEHOBAaHHE JOJDKHOCTH M PacHIM(poBKY
dbamMuIMu MOATOTOBJIEHHOTO U COTJIACOBAHHOTO IMPOEKTAa JOKYMEHTa BHOCATCS OT PYKH HIIU C
MCII0JIb30BaHUEM COOTBETCTBYIOLIMX IITAaMIIOB. He nonmyckaercs cTaBUTh KOCYIO YEPTY, HAIIUCh
«3a» mepesl HAMMEHOBAaHUEM JOJKHOCTH JIMLA B TOJANUCH, €CIIU JOKYMEHT MOJIMUCHIBAET NHOE
JIOJKHOCTHOE JIULIO.

2.48. Otmerka 00 JJICKTPOHHOW TMOJMUCH HCIOIB3YETCS JUIsl BU3yaJM3aIldU AJICKTPOHHOU
MOJIKCH TIOJTyJaTesieM TOKyMEHTa Py 0OMEHE JIEKTPOHHBIMH JOKYMEHTAaMH, TOITHCAHHBIMU
YCUJIEHHOM KBAIU(DPUIIMPOBAHHOMN 3JIEKTPOHHOM MOAMKCHIO.

B cootBercTBUM ¢ 3akOHOIATENLCTBOM Poccuiickoit CDeﬂepaunnlo OTMETKa 00 DJICKTPOHHOU
noanucu QGopmupyercs W BHU3YaIH3UPYETCs MPOrPaMMHBIMH cpeacTBamu. OTmeTka 00
JIGKTPOHHON TOJIMUCU BKJIIOYaeT (pa3dy «JlOKyMEHT MOIIMUCAH SJICKTPOHHOW ITOAMUCHION,
HOMep cepTu(UKaTa KI04Ya SJICKTPOHHOM MoAnucH, (aMWINIO, UMs, OTYECTBO BIaJelNbla
cepruukara, Cpok JeiCcTBUS cepTUUKaTa KIto4a IeKTpoHHO! noanucu. Hanpumep:

S — +
| JOKYMEHT |
| I[MOAIINCAH |
Jupekrtop | BJIEKTPOHHOM ITOAITMCHIO I N.O. ®amuus

ICeptuduxar 1al11aaa000000000011 |
‘Bragenen @amunus Mms OtaecTBO |

[le#icrBurenen ¢ 01.12.2012 mo 01.12.2017|

Ao +
[Tonnucanue (yTBep:kKJIeHHE) TOKYMEHTA OCYIIECTBIIIETCS B COOTBETCTBUHM C IMyHKTOM 2.47
IIpuMepHON HHCTPYKIIUH.
2.49. Ileuarp 3aBepseT NOUIMHHOCTh IOANKUCH JODKHOCTHOIO JIMIIA HA JIOKYMEHTax,
YIOCTOBEPSIOLIUX PaBa JIML, (PUKCUPYIOMMX (PaKThl, CBSI3aHHbIE C (PUHAHCOBBIMH CPEJICTBAMU,
a TaKKe Ha MHBIX JOKYMEHTaX, IPEAyCMaTPUBAIOIIMUX 3aBEPEHUE IIOANNCU II€YaThlO B
COOTBETCTBUU C 3aKOHOJATENbCTBOM Poccuiickoi denepannm.
JIOKyMEeHTBl 3aBepslOT IedaThl0 oOpraHum3anuu. IleuaTs mpocraBisercs, HE 3axBaTblBas
COOCTBEHHOPYYHOM MOANMCH JIMIIA, TMOJNUCABIIETO JOKYMEHT, WJIM B MecTe, 0003HAaUEHHOM
«MII» («MecTo eqatny).
2.50. Ormerka 00 WHCIOJHUTENE BKIIOYAET (aMWINIO, UM M OTYECTBO (IIPH HAJIUYUHN)
UCTIOJIHUTENSA, HOMep ero Tenepona. OTMeTka 00 HWCHOJIHHUTEIE MOXKET JOMOJHATHCS
HAaUMEHOBAHMEM JIOJDKHOCTH, CTPYKTYPHOTO TOJpa3fAeNieHUuss M DIEKTPOHHBIM  aJpecoM
ucnonHuTenss. OTMeTka 00 UCTIONHUTENE 0OPMIISETCS Ha JIMIIEBONH CTOPOHE MOCIEIHEro JIHCTa
JOKYMEHTa OT T'paHUIIbl JIEBOrO MOJIA WM, IPU OTCYTCTBHH MECTa, - Ha 00OpOTHOW CTOpPOHE
JaucTa BHM3Y cieBa. Hammpumep:
Wneun Unea Uneny, OTnen ynpasieHus EpCOHAIOM, BEYIIAN CIIEIMAIACT
+7(495) 924-45-67, llyin_Iv@techno.ru
OtmeTka 00 HCMONHHUTENE MOXKET OQOPMIATHCS KaK HIDKHMM KOJIOHTUTYN U Te4aTaThbCs
HIpUGTOM MEHBIIETO pa3Mepa.
2.51. OtMeTrka O 3aBepeHMM KOMUHU O(OpMIISETCS Ui MOATBEPKICHHUS COOTBETCTBHUS KONMUU
JIOKYMEHTa (BBIIUCKHA M3 JOKYMEHTA) MOMJMHHUKY TOKyMeHTa. OTMETKa O 3aBEPEHMM KOINU
IPOCTaBISIETCS Ha CBOOOAHOM OT TEKCTa MECTE WM, NMPH OTCYTCTBUM CBOOOJHOIO MecTa Ha
JHIIEBOM CTOpOHE JOKyMEHTa, Ha 000poTe JOKyMEHTa M BKJIIOYaeT: cloBo «BepHoy,
HalMEHOBAHME JIOJDKHOCTHM JIMLA, 3aBEPUBIIErO KOIMHIO; €ro COOCTBEHHOPYYHYIO IOJIKUCH;
pacmppoBKy TOANUCH (MHULHMAIBI, (AMHINIO); ATy 3aBEPEHUs] KOMUHU (BBIMHMCKH U3

JIOKYMEHTA).
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Ecnu xomust BbAaeTcst Il MPEACTABJICHHS] B JAPYTYI0 OpraHu3aluio, OTMETKAa O 3aBEPEHUU
KOIUU JIOTIOJTHSETCS 3alMChI0 O MECTE XPaHEHHS JOKYMEHTa, ¢ KOTOPOro ObLIa M3TOTOBJICHA
KOIIUSI, U 3aBepsieTCs Mevarbio opranuzanuu. Hanmpumep:

[Topnmuuuuk noxkymenta Haxoautcs B ®bY «HaumeHoBanue opranuzanumy

B nene Ne 08-05 3a 2015 r.»

Bepno
3aB. OTJIEJI0M YIIPaBJICHUS IEPCOHATIOM [Mognucey  N.O. Gamunus
Jara [Ieuath

Ha xomusx MHOTOCTpaHWYHBIX JOKYMEHTOB OTMETKAa O 3aBEPEHUU KOIMHU IMPOCTABISETCS Ha
KQKIOM JIUCTE JIOKYMEHTa WJIM Ha MOCIEAHEM JIMCTE MPOIIUTOTO WM CKPEIJICHHOTO HHBIM
0o0pa3oM JOKyMeHTa. 3amuch O MECTE€ HaXOXKACHHUS MOJIMHHHMKA IPOCTABISAETCS TOJIBKO Ha
MOCJIEAHEM JIUCTE JOKYMEHTA.
Jiss  3aBepeHHsT KONHMM JOKYMEHTa, H3TOTOBJICHHOM Ha OyMa)XHOM HOCHTENE, MOXKET
MCIIOJIb30BATHCS IITAMII.
Komun AIEKTPOHHBIX JIOKYMEHTOB, HATPABJISIEMBIX 1o WH()OPMAITMOHHO-
TEJIEeKOMMYHUKAIIMOHHOW  CETH, 3aBEPSIIOTCS  DJIEKTPOHHOM  MOJIMHUCHI0  PYKOBOIHUTENS
OpraHu3aliil WM WMHOTO YIOJHOMOYEHHOTO WM JIMIIA W BBICBUIAIOTCS IIOJIy4aTeNio C
COIMPOBOUTENIBHBIM MHUCHMOM B (hOpMe 3JIEKTPOHHOTO TOKYMEHTA.
Konuu »1eKTpOHHBIX JOKYMEHTOB Ha (U3MYeCKH OOOCOOJIECHHBIX HOCHUTENSX BBICBUIAIOTCS
MOJIYYaTEIN0 ¢ COMPOBOIUTEIHHBIM MTUCHbMOM Ha OyMa>KHOM HOCHUTEJIE.
B conpoBouTEIFHOM MTUCHME K KOTIHSIM 3JICKTPOHHBIX JIOKYMEHTOB YKA3bIBACTCSI:
HAaUMEHOBaHHUE MH()OPMALIMOHHON CUCTEMBI, B KOTOPOU XPaHATCs IOKYMEHTHI;
HaMMEHOBAHHUS JOKYMEHTOB, KOITMH KOTOPBIX HAIPABIIAIOTCS TOTYYaTEINo;
Ha3BaHUs (PaliIoB JOKYMEHTOB C yKa3aHHeM (opmaroB (aiijioB u odbema Kaxaoro ¢aitna B
OaiiTax;
JaTa U3TOTOBIICHUS U 3aBEPEHUS KOMUU.
[Ipu »ToM Ha (usMyeckn 0OOCOOJIEHHOM HOCHUTEIE HECMBIBAEMBIM MapKEPOM YKa3bIBACTCS:
«[Ipunoxenue Kk mucbMy oT (1ata) No ...».
Komnwst 57eKTpOHHOTO JTOKyMEHTa, MpeICTaBIeHHasi B BUE JIOKyMEHTa Ha OyMa)KHOM HOCHUTEIE,
3aBepseTCs B TOPSAKE, yCTaHOBJIEHHOM I[IpuMmepHON HMHCTpYKIMEW Ansi 3aBepeHus KOMUN
JOKYMEHTOB Ha OyMa)XHOM HOCHTENe, C YKa3aHHEeM, B Kakoi WH(OpMAIMOHHOW cHCcTeMe
XPAHUTCS DIIEKTPOHHBIN TIOKYMEHT.
2.52. OTMeTKa O TOCTYIUIEHHUH JOKYMEHTa CIYKUT U TIOATBEpKIEHUs (DakTa MOCTYIUICHUS
JOKYMEHTa B OPraHU3allMI0 M BKIIOYAET ATy TOCTYIUICHUS U BXOMASIIUN PETUCTPAllMOHHBIN
HOMEp JoKyMeHTa. [Ipm HEoOXOAMMOCTH OTMETKa O TMOCTYIUICHHH MOXET JOTOIHSTHCS
yKa3aHWEeM BpEMEHHU TMOCTYIUICHHs [OKyMEHTa B dacaXx M MHUHYTaXx M Crocoba T0CTaBKU
JOKYMEHTA.
OTMeTKa 0 MOCTYIUICHUH JOKYMEHTA MOXKET MPOCTABISATHCS C IOMOIIBIO IITaMIIA.
2.53. Pesosronusa JOJKHA COAEPKATh YKA3aHWE IO HCIOJIHEHUIO JIOKYMeHTa. Pesoronus
odopmisiercs Ha cBOOOJHOM MecTe pabodyero Mojisl JAOKyMEHTa, Ha OJlaHKe Pe30JIOLUHN MU
BHOCHTCS HETIOCPEIICTBEHHO B CHCTEMY 3JICKTPOHHOTO JOKYMEHTOO0O0pOTA.
Pesomioniuss  nomkHA BKIIOYATH:  (PAMHIWIO, WHUIMAIBI HCIOMHUTENS (MCIIOTHUTENEH ),
MOpy4YeHHEe TIO0 JOKYMEHTY (KOHKPETHOE 3aJaHWe I0 WCIOJHEHWIO JOKYMEHTa WU
dbopMyIUpOBKa L€ PACCMOTPEHHS TOKYMEHTa), MPU HEOOXOAMMOCTH - CPOK HCIOJIHEHUS,
MOJIKUCH JINIIA, BEBIHECUIETO PE30IIOILUIO, 1Ty PE30IIOINH:

®amunus U.0., amunus 1.0.

[Ipoury noAroToBUTH NPEASIOKEHUS

k 10.11.2017 Tloanwuce

Jara
Cpok WCMONHEHHUS TOpPYYEHHUs HE [OJDKEH YKa3blBaThCs, €CIM OH Ha3BaH B TEKCTE
MOCTYMHBIIETO TOKYMEHTA U PYKOBOAUTEh HE CUUTAET HEOOXOAUMBIM U3MEHUTH €r0 B CTOPOHY
COKpAIIIEHUS WK SBIISICTCS] TUTIOBBIM ISl TAHHOTO BHJIA TOKYMEHTA.
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[lpy yKa3aHUM HECKOJBKUX HMCIIOJHHUTENCH (aMuIMst OTBETCTBEHHOTO  HCIIOJIHUTENS
yKa3bIBA€TCs IEPBOM, MOAYEPKUBAETCS UM 0003HAYAETCS CJIOBOM «OTB.» («OTBETCTBEHHBII).
2.54. OTmeTKa O KOHTpOJIE CBUJIETEIBCTBYET O IIOCTAHOBKE JIOKYMEHTAa Ha KOHTPOJIb,
npocrasisierca mramnoM «KoHTposb» Ha BEpXHEM I0JI€ TOKYMEHTA.
2.55. OrMeTka O HampaBlI€HUM JOKYMEHTa B JIEJIO OIPEAEISET MECTO XpPaHEHHs JTOKyMEHTa
II0CJIE 3aBEpILEHUs pabOThl C HUM U BKJIIOYAET: clioBa «B 1ei10o», nHAeKce Jena o HOMEHKIaType
JIe]l, B KOTOPOE MOMENIAeTCs JOKYMEHT Ha XpaHEHHWE, C yKa3aHUEM IoJa, JAODKHOCTH JIMLA,
o(opMHUBIIET0 OTMETKY, OAIUCH, AaThl. Hanpumep:

B neno Ne 01-18 32 2017 1.

3aB. OTZEIOM KOPIIOPAaTUBHBIX IIPOCKTOB

IToamuce JlaTa
OrmeTKa O HalpaBICHHH JOKYMEHTa B JI€JI0 MOXET JOINOJIHATHCA KPATKUMH CBEIACHHUSIMH O
XapakTepe UCIOIHEHUs JOKYMEHTA.

3. IloaroroBka u ogopmjieHHEe OT/IeJIbHBIX BUAOB IOKYMEHTOB
3.1. JlokanpHble HOpMaTUBHBIE akThl (nanee - JIHA) opranusanuu u3naroTcs B BUAE IPaBUI,
HOJIOKEHUH, MHCTPYKIHM, perjiaMeHToB, MepedyHed, KJIacCu(PUKaTopoB M JAPYrUX BHUAOB
NOKYMEeHTOB. Pexkomennmyemsbrii oOpazenr odopmienus JIHA Ha mnpumepe MOJOXKEHHS O
CTPYKTYpHOM HozpazaencHun (npunoxenue Ne 1).
JIHA npuoOperaroT IOpPUIMYECKYI0 CHIIy TIOCIE€ UX YTBEPKACHUS PACHOPSAUTEIBHBIM
JOKYMEHTOM  (IIPMKa30M) WJIM HENOCPEJICTBEHHO PYKOBOJIUTENIEM OpraHu3ald HHBIM
YIIOJTHOMOYEHHBIM UM JIUIOM.
PykoBoauTenn CTpyKTypHBIX TOApa3eeHnll He BIpase nznasars JIHA.
3.2. JIHA moryT ObITb:
MOCTOSIHHO JIeMCTBYIOIUMHU (6€3 OrpaHMUYEHHS CPOKA UX IIPUMEHEHUS);
BPEMEHHBIMHU (JEHCTBYIOIIMMU B TEUYEHHWE YKAa3aHHOIO B HUX CPOKAa WM JI0 HACTYIUJICHHS
OTIPEICIEHHOTO COOBITHS).
3.3. OcuoBanueM g usnanusg JIHA sasistrores:
3aKOHOJATENIbHBIE U MHBIE HOPMAaTHBHBIE NPAaBOBbIE akThl Poccuiickoit @enepauyu (ykasbl U
pactiopsbkenust  IIpesmnenta Poccuiickoit ®enepanuu, IOCTAaHOBICHUS U PaCHOPSIKEHUS
[TpaButensctBa Poccuiickoit ®Peneparuu, axkThl (eaepanbHbIX OPraHOB HCIIOJHUTEIbHON
BJIACTH);
3aKOHOJIaTeNbHbIE aKThl cyObekTa Poccuiickoit ®enepaiuu, HOPMAaTHUBHBIE INPABOBHIE AKThI
OpraHOB TOCY/IapCTBEHHOM BiIacTu cyobekTa Poccuiickoit denepanuu;
paHee u3aHHble B opranuzayu JIHA w/unu pacniopsauTenbHble TOKyMEHTHI.
3.4. JIHA u3zparoTcs B LENsX:
YCTQHOBJICHHsI HOpPM, TpeOOBaHWM, TMpaBWI B OTHOUIEHWH TMpeIMeTa HOPMATUBHOTO
peryJMpoBaHusl, paHee He SBJSABIIEMCS IPEAMETOM PEryIUpPOBaHUS B OpPraHU3allNH;
U3MEHEHHS CYILECTBYIOLIMX HOPM, TpeOOBaHWi, NMpaBMJl, YCTAaHOBJIEHHBIX paHee H3J1aHHBIMU
HOPMAaTUBHBIMH JOKYMEHTaMU;
OTMEHBI paHee YCTaHOBJIEHHBIX HOPM, TPEOOBAHUH, TPABUJI.
3.5. Ilpennoxenue o paspaborke mnpoekra JIHA BHocHUTCS PYKOBOAMTENEM CTPYKTYpPHOTO
NOJIpa3/ieJIEHUs] WIA UHBIM JJOJDKHOCTHBIM JIMIIOM.
3.6. JIHA paspabaTsiBaeTcs B c1ydae, €CIlIu:
UMEETCs y4acTOK paboThl (BOMPOCHI JIEATEIBHOCTH), HYXKJAIOIIUHCI B HOPMaTHBHOM
peryJinpoBaHUH;
TpeOyeTcst BHECEHHE 3HAYUTEIBHOTO KOJIMUECTBA U3MEHEHHH B paHee MpuHATHINA JIHA;
BBISIBIICHO HecKoibko JIHA, perymupyrommx CMEXKHBIE BOIPOCHI, KOTOpBIE IeIecoo0pasHo
00BETMHUTD B OJIUH TOKYMEHT.
Axtyanuzanus panee npuHAaThiX JIHA. ocymecTBisieTcs yepe3 BHECEHUE B HUX U3MEHEHUM.
3.7. llpennoxxenue ¢ 000CHOBaHMWEM HEOOX0IUMOCTH pa3zpaboTku HoBoro JIHA mpencrasisercs
PYKOBOAMTEIEM CTPYKTYPHOI'O INOIPA3ICICHUS WJIA MHBIM YIOJHOMOYEHHBIM JOJKHOCTHBIM
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JMIIOM PYKOBOAMTENIO OpraHu3aluu B (GopMe JOKIaJHOW (CiIy:KeOHOH) 3amMcKu, B KOTOPOM
M3JIaraeTes:

BOMIPOC, TPEOYIOUIMI peIIeHusl, C W3JI0KEHHEM OCHOBHBIX HAaIpaBJICHUH, CIIOCOOOB €ro
peleHus;

IIPOrHO3 TOCIEACTBUN NPUHATUS HOPMATHBHOIO JIOKYMEHTA; OpPraHU3allMOHHBIE, KaJpOBBIE,
(uHAHCOBBIE, MATEPUATIBLHO-TEXHUUECKUE U MHBIE MEPOIPUATHUS, KOTOpble HEOOX0auMO Oyzaer
IIPOBECTH B CBS3U C IPUHATHEM HOPMATUBHOT'O JIOKYMEHTA;

nepeyeHb panee usnaHHelx JIHA, mnomexammx OTMEHE B CBSA3M C H3JaHUEM HOBOTO
HOPMAaTUBHOT'O JIOKYMEHTA;

npejlaraeMslii Cpok JiIsl pa3pabOTKK IPOEKTa HOPMATUBHOTO IOKYMEHTA.

3.8. CormacoBanue npoektoB JIHA ocymiecTBisercs B cOOTBETCTBUU C myHKTamu 4.1 - 4.13
[IprmepHOIl HHCTPYKIIUH.

3.9. JIHA yrBepxkaaeTcss MPUKA30M PYKOBOJUTENS, €CIM OJHOBPEMEHHO C YTBEP)KICHHEM
HOPMAaTHUBHOI'O JOKYMEHTa HEO0XOAMMO IPHUHATH MEphbl OPraHHU3aLMOHHOrO, (PMHAHCOBOTIO,
TEXHUUYECKOI0, KaJpOBOIO WJIM HHOTO XapakTepa M JaTh COOTBETCTBYIOLIUE IOPYUYEHUs
PYKOBOJUTENSAM CTPYKTYPHBIX IMOJpa3/IeJeHUN WX MHBIM paOOTHHKAM OpraHM3alliu, a TaKxke
€CIIM He0OXOAMMO BHECTH M3MEHEHUS WIH MPU3HATh YTPATUBIIMMHU CUITY PaHEe YTBEP)KICHHBIE
JIHA.

3.10. U3menenus B JIHA u ormena JIHA odopmisitoTcst MpUKa3zoM pyKOBOJAUTEISI OpTraHU3aluN
WJIN MHOTO JI0JDKHOCTHOTO JIMIIA, IPUHUMABIIEro pemeHue o0 yrepxkaennu JIHA.

Wsmenenus B JIHA u ormena JIHA, yTBepkIeHHBIC HEMOCPEIACTBEHHO COOCTBEHHOPYYHOM
MOJIHUCBHI0 PYKOBOJUTENS OPraHU3alliy WM UHOTO YIIOJIHOMOYEHHOIO UM JIOJDKHOCTHOIO JIMLA
B Tpude YTBEpXKICHUS, BHOCITCS MPHUKA30M, M3/1aBa€MBbIM PYKOBOJHUTEIEM OpPTaHMU3ALUU WU
VHBIM YIIOJTHOMOYEHHBIM UM JOJIKHOCTHBIM JIULIOM.

3.11. B Tekcre mpuka3za o0 yTBepxkaeHUU, uU3MeHeHuH win oTrMmeHe JIHA wucnonb3yrorces
(bopMyITUPOBKH:

npu yrepxaeHun Hooro JIHA: «YTBepauts (HazBanue JIHA)» wnn «YT1Bepauth (HazBaHue
JIHA) u BBecTH B AeiicTBHe ¢ (nata)». Hanpumep:

1. YtBepauts IlonoxkeHune o TOKaJIbHBIX HOPMAaTUBHBIX aKTaX OpPraHU3alui,

WIIH:

1. VrBepauts llltatHoe opranuzanuu Ha 2018 rog u BBecTu ero B aeiicteue ¢ 1 saBaps 2018 r.
(mpuoKeHMe).

IIpY BHECEHUM HM3MEHEHHI B paHee yTBepkaeHHbIH JIHA: «BHecTn m3MeHeHus B (Ha3BaHUE
JIHA). Hanpumep:

1. Buectu cnenyromue uamenenust B llltatHoe pacnucanue Ha 2018 rox, yTBep>KIeHHOE
npukazoM OBY «HaumenoBanue opranuzanum» ot 25 nexadpst 2017 r. Ne 345: ...

npu orMmeHe panee yreepxkiaeHHoro JIHA: «llpusnare yrpatuBmum cuiy (HazBanue JIHA),
yTBEpXKACHHOE ...». Hanmpumep:

4. Ilpusnatp yrpatuBmuM cuiy IlonokeHrne o0 HEHOPMUPOBAHHOM paboyeM JHE, YTBEPKICHHOE
npukazoM OBY «HaumenoBanue opranuzauuu» ot 15 gespans 2015 r. Ne 22,

3.12. OcHoBHbIMU pexBu3zuTamMu JIHA ABISIOTCA: HAMMEHOBaHUE OpraHU3AllMM, HANMEHOBaHUE
BUJA JOKYMEHTA U 3arojIOBOK K TEKCTY, COCTABIISIOIINE OJTHO 1eJ0e, IpU( YTBEP)KICHHS, MECTO
U3JIaHUS TOKYMEHTA.

Ecnmu npoext JIHA. siBisieTcst MHOTOCTpaHMYHBIM U K HEMY O(GOpPMIIIETCS THTYJIBHBIN JIUCT,
yKa3aHHbIE BbIIIE PEKBU3UTHI Pa3MEIaloTCs Ha TUTYJIHLHOM JIMCTE.

3.13. Undopmanus cnpaBoyHOro Xapakrepa (rpapuku, cXeMbl, TaOJIUIbI, POPMBI JOKYMEHTOB)
odbopmitsercs B Bue npuioxkennii kK JIHA.

Ha mpunoxenusx k JIHA opopmiisieTcst peKBU3UT «OTMETKA O MPHUIIOKEHUN» B COOTBETCTBHH C
NyHKTOM 2.44 [TpuMepHO HHCTPYKIWH.

3.14. JIHA BcTynaer B cuily B CpOK, yKa3aHHBIM B IpuKa3e, KOTOpeIM yrBepxacH JIHA, nmm ¢
natbel yrepxaeHus JIHA.
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3.15. PacnopsauTenbHble JTOKYMEHTBI OpraHU3allMM M3/4aloTcsi B (opMe TPUKA30B U
pacriopsbkeHuil. PexoMenayemble  00pasibl  OoQOpMIIEHHMS IpHKa3a M paclopsyKeHUs
(mpumoskerust Ne 2, 3).

[Tpukassl u3aar0TCs B LEIIX 0POPMIICHNS PELICHHUI:

HOPMAaTUBHOI'O Xapakrepa (ecinu npukasoM yrBepxkaaerca JIHA win npuHumaercst pelieHue
OpPraHU3alMOHHOIO XapakTepa, Halpumep, NMpHKa3 00 YTBEPKIEHUH CTPYKTYPbl M IUTaTHOM
YUCJIICHHOCTU OpTraHu3aIlim);

OpraHU3alMOHHOI0, aIMUHUCTPATUBHOIO, B TOM YKCJIE OIEPAaTUBHOIO XapakTepa 0 BOIpocam
OCHOBHOM J1€T€IbHOCTH OPraHU3alNH.

3.16. IIpoekThl NpHKa30B 10 OCHOBHOH [EATENBHOCTH TOTOBSAT CTPYKTYpPHBIE HOJpPAa3/eJICHUsS
OpraHu3alliil Ha OCHOBAaHMM IOPYYCHHH PYKOBOJCTBA JHOO B WHHUIMATHBHOM TOPSJIKE.
OTBETCTBEHHOCTb 3a KAUECTBEHHYIO MTOJIrOTOBKY IPOEKTA IIPHUKa3a, COINIACOBAHUE U IIPABUIbHOE
oopMIIEHHE TIPOEKTA HECET PYKOBOJUTEINb MOAPA3/A€ICHUs, KOTOPBIM TOTOBUT MPOEKT IpHKa3a
U MPE/ICTaBIISET €ro Ha MOAIHUCH.

3.17. KoHTponb 3a mpaBUIBHOCTBIO O(POPMIICHHS MPOEKTOB MPHUKa30B ocymecTBisieT Ciryxoa
JIeJIOTIPON3BOICTBA OPraHU3AIHH.

3.18. Ilpukasbl, U3gaBaeMble B OpraHU3allld, HE JOJDKHBI IPOTUBOPEUYMUTH 3aKOHOJATENILCTBY
Poccuiickoii ®denepaunu, YcraBy opraHu3alui, JOKaIbHBIM HOPMAaTUBHBIM aKTaM OpraHu3aliu
U paHee U3JaHHbIM IIPUKa3aM OpTraHU3alHu.

3.19. Ilpuka3sbl 10 OCHOBHOM JEATEIbHOCTH U3/IaI0TCS:

BO HCIIOJIHEHWE HOPMATHUBHBIX IIPABOBBIX AaKTOB OPraHoOB TOCYAApCTBEHHOW BJIacTU U
BBILIECTOSIIUX OpraHNU3aLUi;

B IIEJISIX OCYIIECTBJICHHS YIPABICHUYECKON AESITEIBHOCTH, BBITEKAIONIEH 13 (QYHKIMA U 3a1a4
OpraHH3aI|Hy.

3.20. Ilpuka3el 1O OCHOBHOHM JEATEILHOCTH COCTaBISAIOTCS Ha OCHOBE TINATEIBLHOTO U
BCECTOPOHHEI0 H3YYEHHUs BOIPOCOB, TPEOYIOIIMX pa3pelleHusi, 4ToObl coneprKaluecs B
IpHKa3ax MOpPY4YeHHs] ObUIM KOHKPETHBIMH, OOECHEeUMBAINCH JIOCTATOYHBIMU MaTepHUATIbHO-
TEXHUYECKMMU M (PMHAHCOBBIMU CPEJICTBAMM W B JAJbHEHIIEM MCKIIOYaIl HE0O0XOAMMOCTh
KOPPEKTUPOBKHU MPUHATBHIX PELIEHUI B CBSA3M C HEMOJHOTON WJIM HEAOPAOOTKOM MpeabIayIIero
npUKasa.

3.21. Ilpuxassl opranuzauu ohoOpMIIIIOTCS Ha OJaHKe MpUKa3a ¢ UCTIOIb30BAHUEM CIIEAYIOIINX
PEKBHU3UTOB: JjaTa JOKYMEHTA, PErUCTPALlMOHHBII HOMEDP JOKYMEHTA, 3ar0JIOBOK K TEKCTY, TEKCT,
noanuck. Jlata m perucTpallMOHHBIA HOMEp NpHUKa3a MPOCTABISAIOTCA IOCIE MOJIINUCAHUS
IIPUKa3a PyKOBOJUTEIEM OpPraHU3aLNN.

3.22. 3aronoBoK K NpUKa3y MeyaTaeTcsl Yepe3 OJUH MEKCTPOUHBIH MHTEPBAN O]l PEKBU3UTAMU
OnaHKa clieBa OT I'PaHMIIbI JIEBOrO Mouisd. Todyka B KOHIIE 3ar0JOBKa HE CTaBUTCS. 3aroJIoBOK K
npukaszy (QopMyIupyeTcsl ¢ MpeasoroM «o» («00»), KpaTKO M TOYHO OTpaXkas CoJepKaHue
TekcTa npukasa. Hanpumep:

06 yTrBep)xaeHnn MHCTpYKIIMHU 1O 1€7I0MPOU3BOJICTRY;

O nopsake GUHAHCUPOBAHUS PEKJIAMHON KaMITaHUY;

O co31aHu HKCIIEPTHON KOMUCCHUU.

3.23. TekcT npuKa3a COCTOUT U3 IBYX YacTei: 000CHOBaHUS (IIpeaMOyIlbl) U pacropsIUTeIbHON
yacTu. B 00ocHOBaHMM YyKa3bIBae€TCs OCHOBaHHWE, MPUYMHA WIM LEIb H3AaHHUS JOKyMEHTA.
Hanpumep:

B cooTBercTBUM ¢ nprkazoM MUHHCTEPCTBA CBSI3U M MAcCOBBIX KOMMYHHUKAIMI OT 25 nexalOps
2014 1. Ne 1494 «O6 yrBepxkaeHuu IlpaBusn oOMeHa JOKYMEHTaMHU B 3JIEKTPOHHOM BHIE HpU
OpraHu3aly HH(HOPMALIMOHHOTO B3aUMOAECHCTBUS ...

B mensx opraHumzanMu W TpOBEACHHS pPA0OTHI MO HSKCIEPTH3€ IEHHOCTH JIOKYMEHTOB,
00pa3yIoIMXCs B IeATEIbHOCTH OpraHu3alyu, 1 0T00py X Ul Nepejaud Ha XpaHEHHUE B apXUB
OpraHMU3alH U K YHUYTOKEHHUIO ...

3.24. PacnopsauTenbHas 4acThb NMpPUKa3a HAYMHAETCSA CJIOBOM «II P M K a3 bl B @ F0», KOTOPOE
[IeYaTaeTCsl CTPOYHBIMHU OYKBaMU BPa3psIKY.
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PacniopsimuTenbHast 4acTh MOXKET COIEPIKATH:

pelleHus: OPraHu3allOHHOrO Xapakrepa (yTBepAuTh, CO34aTh, IPeoOpa3oBaTh, JTUKBUINPOBATH,
MPHU3HATH YTPATUBIIUM CHITY);

KOHKPETHbBIE TIOPYUYEHHS C YKA3aHUEM UCIIOTHUTENS (UCIIOTHUTENEH) U CPOKOB UX BBIITOJIHEHUSI.
3.25. Kaxpnoe pemenue (mopydenue) oGopmiseTcs B IpUKa3e KaK OTACIbHBIA MyHKT. [TyHKTHI
MPHUKa3a pacrojiaraloTcs B JIOTUKO-BPEMEHHOM MOCIIEI0BATEILHOCTH U HYMEPYIOTCS apaOCKUMU
mudpamu. Eciiu nopydyenue gaercss KOHKPETHOMY MOJIPa3/eICHUI0, €r0 HAMMEHOBAHUE TTHILETCS
MOJIHOCTBIO, B CKOOKax yKa3bIBAIOTCS (pamMuiivsg ¥ MHUIMAIBl PYKOBOJIUTENS MOJpa3esieHus B
MMEHUTENBbHOM Majexe. Hanpumep:

... IPUKAa3bIBAIO:

1. Yuebno-meroguueckomy otaeny (Pammusg 1.0.) x 01.11.2017 noaroToBUTh ¥ NpeICTaBUTh
Ha yTBEPKJEHHUE IIJIaH yueOHO-MeToaudecKoi paboTel Ha 2018 roz.

Ecnu mopydenue naercs KOHKPETHOMY HCIIOJIHUTEIIO, €T0 TOJDKHOCTD U (DaMIITUST YKa3BbIBAIOTCS
0e3 ckoOoK B JaTenbHOM naaexe. Hanpumep:

3. I'maBHomy Oyxrantepy (Pamunust M.0.) HOArOTOBUTH U MPEACTaBUTh HA PACCMOTPEHHUE U
YTBEPKACHHUE CMETY KOMaHUPOBOUHBIX pacxo10B Ha 2018 rox B cpok g0 30.11.2017.
[TpennuceiBaeMoe JieiicTBHE BbIpa)kaeTcsl I1arojoM B HeompenenenHoi popme. He nomyckaercs
YIOTPEOISATh HEKOHKPETHBIE BBIPAKECHUS THMA «YCHIIUTBY, «YCKOPUTBY», «OOECIECYHTH B
KpaT4alIInue CPOKU».

Ecnu ogHOMY HCHOJTHHTENI0O HEOOXOIMMO TOPYYUTh HECKOJBKO pasHBIX 3aJaHUi C OJHUM
CPOKOM BBIIIOJIHEHHSI, OTBETCTBEHHBII MCIIOJHUTENb U CPOK MCIIOIHEHUSI YKa3bIBAIOTCS OJIUH Pa3
B OCHOBHOM ITYHKT€, a IOPYYEHHUs BBIICIAIOTCS B OTJEJIbHbIE NOANYHKTH. Eciu y nopydyeHuit
pa3Hble CPOKHM MCIIOJHEHMs, CPOKM YKa3bIBalOTCSI HE B OCHOBHOM IIyHKTE, a B KaXJ0M
MOJITYHKTE.

CpoK HCTIOJIHEHHSI TOJIKEH OBbITh peallbHbIM, COOTBETCTBOBATh 00BEMY MpPEIoaraeMblx padoT.
[Ipu ycTaHOBJIEHMM CPOKa CJIEIYET YYUTHIBATH BPEMs TOBEACHUS JOKYMEHTA 10 KOHKPETHBIX
UCIIOJTHUTEIICH.

Cpok HCNONHEHUs B MYHKTaX pacHopsAMTEIbHONW YacTH MpUKa3a HE YKa3blBae€TCsA B Clydasx,
€CJIM JIEHCTBUSL HOCST DPETYJSApHBIA XapaKTep W MX BBINOJHEHHE NPEIINUCBHIBAETCS Ha BECH
nepuoA AecTBus npukasa. KoandecTBo HMCIONHUTENENH MO KaXJI0My MYHKTY (IMOAMYHKTY) HE
orpanuuuBaercsi. OTBETCTBEHHBIN HCIIOJHUTEND YKa3bIBAETCS TIEPBHIM.

Ecnn nmpuka3 oTMEHsI€T MOJHOCTHIO WJIM YaCTUYHO paHee M3JaHHbBIE TOKYMEHTHI [0 TOMY e
BOINPOCY, TO B HPEANOCIEAHEM IyHKTE IMpHKa3a HEOOXOIUMO HX IEPEUUCIUTh C yKa3aHUEeM
HAaUMEHOBAaHUS JOKYMEHTA, €ro JaThl, HOMepa, 3aroyioBka. Hampumep:

4. Tlpu3HaTh yTpaTUBLIMM CHJIy NpHKa3 opranuzamuu ot 5 asrycra 2010 r. Ne 175 «O6
YTBEPKJICHUHN DKCIEPTHON KOMUCCHH OPTraHN3aLun».

[Tocneauii MyHKT NpHKa3a - MYHKT O KOHTPOJIE, B HEM YKAa3bIBAIOTCS JOJDKHOCThH JIMIIA,
OTBETCTBEHHOTO 32 UCIOJIHEHHE JOKYMEHTA B 11eJIoM, ero (haMuius 1 uHunuaisl. Hanpumep:

4. KoHTposp 3a UCIOJHEHUEM IIpUKa3a BO3JIaracTcs Ha 3aMECTUTENS T€HEPAIbHOIO ITUPEKTOpa
®amunus N.0.

B otnenbHBIX ciydasx pyKOBOAMTENb OPraHU3alUU MOXKET OCTaBUTh KOHTPOJIb 3a COOOI:
KonTposb 3a ucnonHeHrneM nprkas3a oCTaBJIsIo 3a cOO0H.

3.26. He Bxirovaercs B TEKCT NpUKa3a MyHKT «lIprka3 1oBecTH 10 CBEEHUS...».
[Tonpa3nenenus U OJKHOCTHBIE JIMIIA, O CBEACHHS] KOTOPHIX HEOOXOIMMO JOBECTH MpHUKa3,
NEPEUUCISIIOTCS B yKas3aTese (JIMCTE, CIUCKE) PACCHUIKU, KOTOPBIA TOTOBUTCS UCIOIHUTENEM U
MOXkeET 0OPMIIATHCSI HA 0OOPOTHON CTOPOHE MOCIEIHETO JMCTa IPUKa3a.

3.27. B npuka3ax He JOIyCKaeTCs:

M3MEHEHHUE PaHEEe YCTAaHOBIICHHBIX CPOKOB BBITNIOJIHECHMS 3alaHUN B CTOPOHY MX YBEIUYCHHS;
IPUMEHEHUE IPOU3BOJIbHBIX COKpAIlEHUH WIM HCKAKEHUE HAUMEHOBAaHUN CTPYKTYPHBIX
MoJpa3/IeICHU OpraHu3alrid, MOJBEIOMCTBEHHBIX OPraHU3aLMi - UCTIOJTHUTENEH;
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NPUMEHEHHUE TPOW3BOJILHBIX (HE OOIIENPHUHSTHIX) TEXHUYECKHX W JPYrUX TEPMHUHOB,
COKpAIIEHHBIX CJIOB M1 HAUMEHOBaHUII.
3.28. Ilpm Hamuuuum NOPUIOKEHUH B TEKCTE IpUKa3a B COOTBETCTBYIOIIMX ITYHKTaxX
PacHOPSIUTEIbHON YaCTH JAIOTCS OTCHUIKH: ... (mpuioxenue Ne 1); ... (mpuimoxenue Ne 2); ...
«COTJIACHO MPHIIOKEHHUIO», HA TIPUIIOKEHUHU 0(OPMIIIETCSI OTMETKA O MPUIIOKCHUU:

[Tpunoxenue Ne 1

k npukaszy ®bY «HaumeHnosanue

OpraHu3aIII»

ot 12.11.2017 Ne 215
W3nanue BMecTe ¢ MPHUKA30M MPHIOKEHUH, HE YIOMSHYTBHIX B TEKCTE JOKYMEHTa, He
JIOITYCKaeTCsl.
Eciu  1OKyMeHT, yTBEpXKACHHBIH  IPHKA30M, BIOCIEACTBHM  JEHUCTBYeT B  BHUIE
CaMOCTOSITEJIBHOTO JIOKYMEHTa, Ha IIEPBOM JIUCTE JOKYMEHTAa B BEPXHEM IIpaBOM YIIy
pocTaBisieTcs rpud yrBep:kaeHus (Mpu HEOOXOAUMOCTH, - C YKa3aHHUEM HOMEpPA MPUIIOKECHHS ),
Hanpumep:

NucTpykius YTBEPXJIEHA
npukaszom ObY «HaumenoBanue
OpraHH3aI|»
o1 22.01.2017 Ne 5

3.29. PacnopspkeHust oOpMIISIFOTCSL IO TeM e MpaBUJIaM, YTO M MPHUKA3bl, 32 UCKIIOYECHHEM
TOTO, YTO B KOHIE NpeaMOylbl CTAaBUTCS JIBOETOYHE, IIOCIE YEro CJICIYIOT ITyHKTHI
pacniopsiautenbHol yactu. Hanpumep:
B nensx ucnonnenus npukaza @bV «HaumenoBanue opranuszanuu» ot 22 asrycra 2017 r. «O6
OpraHu3aliy 1 NPOBEJeHNU KOHKYpca «Jlyummuii cekperaps koMnanuu - 2017»:
1. PykoBomuTensM ympaBiieHHH, OTAeNOB U Jaboparopuii B cpok n0o 10 centsdps 2017 r.
IIPEJICTaBUTh CBOM MNPEIJIOKEHHS O KAaHIUAATYpax CEKpPeTapell M AEIONpPOU3BOAMUTENECH IS
y4dacTusi B KOHKypce.
2. ...
PacrniopsikeHust MOryT HE UMETh IpeamOyIIbI.
3.30. lo mpexcraBiieHUs] Ha TMOAINUCH MPOEKT IMpHKa3a (PACHOPSHKEHUs) COIJIACOBBIBACTCS C
3aMHTEPECOBAHHBIMU JIMIIAMU B COOTBETCTBUM € MyHKTaMHu 4.1 - 4.11 IlpumepHO HHCTPYKLIUH.
3.31. Ilpuka3 nOANMCBHIBAET PYKOBOAUTENHb OPTraHM3allMM WM JIMLO, HCIOJHSIOUIEE €ro
00513aHHOCTH.
PacniopsbxeHne moAnMuChIBaeTCsl PYKOBOIUTENEM W/UIU UHBIMU YIIOTHOMOYEHHBIMU UM JIUI[AMHU.
3.32. Konnu npuka3oB (pacmopspKEHUN) pacChlIaloTCS B COOTBETCTBUM C yKa3aTeseM (JTUCTOM,
CIIMCKOM) PacChUIKH.
DNIeKTpOHHAsl KOMHS TMPHKa3a pa3MeNaeTcs B COOTBETCTBYIomel Oasze manHbix COJl mnm Ha
KOPIIOPaTUBHOM IOpTaJie OpraHu3anuu B cetu «MHTepHET».
3.33. IIpu odopmiiennn npukasa, u3[aBaéMoOro COBMECTHO C IPYTOW OpraHu3aIuei:
OJIaHK HE UCIOJb3YyeTCs;
HAaUMEHOBAHMS OpraHU3aluil eyaTaroTCs Ha OJJHOM YPOBHE;
HaumeHoBaHue Buaa nokymenrta (IIPUKA3) pacnionaraercst o neHTpy.
JlaToii coBMecTHOTO MpurKasa sBJISETCs JaTa MPOCTABJICHUS MOCIEIHEHN MOANNUCH Ha IOKYMEHTE.
PeructpaninoHHblii HOMEpP COBMECTHOIO IIPMKAa3a COCTOUT U3 PErHMCTPALMOHHBIX HOMEPOB,
MPUCBOEHHBIX KaXKJIOW M3 OpraHM3allii M MPOCTABIIEMBIX uepe3 KOCYl0 4YepTy B MOpSAKe
yKa3aHusi OpraHu3aluil - aBTOPOB JIOKYMEHTA.
TexkcT CcOBMECTHOro TpHKa3za H3jJaraeTcss OT IMEpBOro JHIla MHOXKECTBEHHOTO YHcla
(«puKa3bIBa€M»), MOANUCH PYKOBOAMUTENEH OpraHM3alMil pacloyiaraloTcsi Ha OJHOM YpPOBHE
CJIeBa U CIpaBa.
3.34. JlesATENbHOCTh IO COBMECTHOUW BBIPAOOTKE PEIICHMI Ha 3aCETaHUSX COBETOB, KOMUCCHUH,
COBeIaHUAX 0(OPMIISETCS MPOTOKOTIAMH.
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[TpoToKkoI cocTaBisieTcsl HA OCHOBAHUU JUKTO(MOHHBIX (PYKOIMCHBIX) 3aIUCeH, MPOU3BEICHHBIX
BO BpeMsl 3aCelaHus, MPEICTaBICHHbIX TE€3UCOB JOKJIAJ0B U BBICTYIJICHUH, CIIPABOK, IIPOEKTOB
pelieHni (MOCTaHOBJICHUH ).

ITpoTokosn odopmisieTcs B T€YEHUE OJHOIO-TPEX IHEW IOocie MpPOBENEHHs 3acelaHusi, eciu
CPOKH €ro MOJrOTOBKH HE OTOBOPEHBI 0C00O0.

3.35. PexkBusuTamMu IpOTOKOJIA SIBJSIFOTCS: HaMMEHOBAaHHE OpraHM3alliM, HAMMEHOBAaHHE BMJA
JOKYMEHTa, 3aroJIoBOK K TEKCTy, Jara W MECTO 3acelaHMsi, PErUCTPAllMOHHBIN HOMEp
IPOTOKOJIA, TEKCT, TOAIUCH.

3.36. 3arojgoBOK K TEKCTY IPOTOKOJA OTBEYAET HA BONPOC «UET0?» M COLAECPKUT yKa3aHHE
HOJpa3/IeJIEHUs] UM OpraHa, 1esTelIbHOCTh KOTOpOro nmpoTokonupyercsa. Hanpumep:

IIPOTOKOJI 3aCEAAHNS ATTECTALIUOHHOW KOMUCCUU

IPOTOKOJI 3aC€/laHus] HAYyYHO-METOMUECKON KOMHUCCUU.

JaToil mpoTokouna sBiseTcs Aara 3acefanus. Eciu 3acenanue mpoIoinKaeTcs HECKOJIBKO JTHEH,
YKa3bIBa€TCs JaTa Hayaja 3aceJaHus U 4epe3 TUpE - JaTa OKoHuYaHus: 12-13 mas 2018 r.

3.37. Tekct nmpoTOKOJa JOHKEH COCTOSITh M3 JABYX YacTel: BBOAHOM M OCHOBHOW. B BBOAHOI
4acTH IPOTOKOJA  YyKasplBaloTcad (damwinu  npeacedarens (IpelcenaTeabCTBYIOIIErO);
cekperaps; (haMIIMK YJaCTHUKOB, MPHUCYTCTBYIOIINX HA 3acCEIaHWM; JIHI, NPUTJAIICHHBIX Ha
3ace/laHue; MOBeCTKa JHs.

Ecnn xonm4ecTBO MPUCYTCTBYIOIIMX Ha 3aCEJaHUM MpEBbIMIaeT 15 uenoBek, B BBOJHOM 4acTu
IPOTOKOJIa [JENIAeTCs CChUIKA HA CHUCOK, SBJSIOIIMNCS HEOThEMJIEMON 4YacThlO IMPOTOKOJIA.
Hanpuwmep:

[TpucyrcTBOBamM: 25 Yen. (CIMCOK IpUIaraeTcs).

BBogHas dacTh 1IpOTOKOJA 3aKaHYMBAEGTCSl IOBECTKOM JIHA, COJEpJKalled IepeueHb
paccMaTpUBAaeMbIX BONPOCOB, IEPEUUCIEHHBIX B MOPSAJAKE HMX OOCYXKIEHHUS C YyKazaHHEeM
JOKJIaTyuKa IO KaXJAOMYy paccMaTpUBaeMOMYy Bompocy. Bompocbl mMoBecTkH — JIHS
bopMyIUpyIOTCS € HOpPeAsIoroM «o» («00»), MedararoTcst OT TpaHMIBl JIEBOrO MONSd U
HYMEpYIOTCsl apabCKUMH LIUPpaMu.

B ocHOBHOI yacTH IPOTOKOJIa PUKCUPYETCS XOJ1 3aCeIaHusl.

3.38. IlonHbI HPOTOKON COAEPKMUT 3aMUCh TOTO, YTO MPOUCXOAMIIO BO BpeEMs 3acelaHMs,
BKJII0Yasl BONPOCH! K JIOKJIAJUUKY, OTBEThl Ha HUX, BBICTYIUIEHUS B XO/€ 00CYXJI€HHUs BOMpOcCa,
pe3ynibTaThl TOJOCOBAaHUS IO BOIPOCY W NPUHATHIE pemieHus. Pekomenayemblil oOpaszer
oopmITeHHSsT TOJTHOTO POTOKOIA (TpuiokeHHe Ne 4),

Kpatkue mnpoTokonbl BeayTcs MpU PAaCCMOTPEHMHM BOMIPOCOB OINEPATUBHOIO XapakTepa.
Pexomenyemsbiii oOpazer; odopmiieHusi KpaTkoro npotokosa (mpuioxenue Ne 5). B kpaTkom
pOTOKOJIe (UKCHUPYETCs TeMa OOCYXAEeHMs, (paMuius AOKJIAAUMKa MO BONPOCY U NMPHUHSTHIE
peleHusl.

3.39. OcHOBHasl 4acTh IIOJIHOTO IMPOTOKOJA COCTOMT W3 Pa3leioB, MOCBAIIEHHBIX BOIPOCaM
MOBECTKU JHs. XOJ PAacCMOTPEHHUsl KakJI0r0 BONpPOCA 3aMMCBHIBAETCA B IOCIEN0BATEIBHOCTH:
CJIVIIAJIA - BBICTYIIWJIA - PEHIWIIN.

[TocTanoBneHue (pemeHue) B TEKCT MPOTOKOJIA BHOCHUTCS MOJHOCTBIO B TOH (OPMYIHPOBKE,
KoTopasi Obljla MPHUHATA HAa 3aceJaHUM; MPH HEOOXOJUMOCTH NMPUBOAITCS UTOTH T'OJIOCOBAHMUS:
«3a - ... IPOTHUB - ..., BO3AECPKAIOCH - ...».

3.40. Ilporokon 3acemaHusi MOJNUCHIBAETCSA MpezcenaTesneM (MpeacenaTeNIbCTBYIONINM) U
CEKpETApEM 3aCeIaHUs, ECIIM NHOE He ycTaHoBIIeHO JIHA.

3.41. Tlpu HEOOXOAMMOCTH KOIIMU TMPOTOKOJIOB HJIM BBIMKUCKH U3 MPOTOKOJOB PAacChUIAIOTCA
3aMHTEPECOBAHHBIM JIMIAM B 3JIEKTPOHHOM BHJI€ B COOTBETCTBUU C YKA3aTEJIEM PACCBHUIKH.

B BbInKMCKe M3 IMPOTOKOJIA JOJDKHBI BOCIHPOM3BOAUTHCS BCE PEKBU3UTHI 3ar0JOBOYHON 4acTH
IIPOTOKOJIA, BBOJIHAS YaCTh, BOIPOC MOBECTKHU JIHA, IO KOTOPOMY F'OTOBUTCSI BBINKMCKA, U TEKCT,
OTpaKaroIIMi 00CYXkI€HUE BOIIPOCA U IPUHATOE PEIlIEHHE.

3.42. JlenoBoe (cimyx)eOHOE) MUCHMO TOTOBUTCS Ha OnaHke mucbMa. [Ipu cocTaBieHMHM THCEM
O0(pOPMIIIOTCSI  PEKBU3MTHL: ajpecar, 3arojoBOK K TEKCTYy, TEKCT, HOJIHCh, OTMETKa 00
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UCTIOJIHUTEIE, B HEOOXOJUMBIX CIIydasX - OTMETKa O MPHIOKEHUU. PekomeHyeMblil oOpasert
odopmieHHs 1e10BOro nmuckMa (mpuaoxenue Ne 6).

3.43. Ecau muchbMO SIBJISICTCSI OTBETOM Ha TMOCTYNUBIIMK 3alpoc WM MPOCHOY, 3alOJIHIETCS
PEKBU3UT «CCHUIKA HA PETUCTPALMOHHBIA HOMEP U IaTy MOCTYIHUBILErO MUChMa.
HaunmeHnoBanue Buaa 10KyMEHTa («IIMCbMO») U Pa3HOBUIHOCTb IMCbMa (HAIpUMED, «IIPOChOay,
«MH(pOPMAIIMOHHOE»,  «COIPOBOJIUTENIBHOE»,  «3allpoCcy», «HAIIOMHHAHUE») B  JIEJOBBIX
(ciy>keOHBIX) MMUChbMaX HE YKa3bIBAIOTCH.

Ecnu nuceMo HampaBisieTcs ajpecary IO JIEKTPOHHOW MouTe WM Mo (akcy 0e3 JTOCBUIKH 110
[oYTe, BMECTO IIOYTOBOIO aJpEeca YKa3bIBACTCS aJpec HIIEKTPOHHOW TOYTHI MM HOMEp
tenedoHa-dakca.

3.44. JNlenoBoe (cmykeOHOE) MHCBMO JOJDKHO OBITh MOCBALICHO OAHOMY Bompocy. Ecmu
HEOO0X0AUMO OOpaTUTbCA B OPraHU3alMI0 OJHOBPEMEHHO II0 HECKOJIBKMM BOIIPOCAM,
PEKOMEHAYETCSI COCTAaBUTH OTAEIBHOE MUCHMO TI0 KaXKIOMY U3 HUX.

[TucbMO MOXKET KacaTbCsi HECKOJIBKUX BOIIPOCOB, €CJIM OHU B3aUMOCBSI3aHBI.

3.45. B oxmHOM muchbMe HE JOJDKHO OBITH OoJjiee YETHIpEX ajpecaTtoB, NMPH 3TOM OCHOBHOM
ajipecar yKa3blBaeTCs MEPBbIM, OCTAIbHBIM aJpecaTaM MHCbMO HaIPABISAETCS AJIS CBEJICHHS.
[Tpy HEOOXOAMMOCTH HAIIPABHUTH MUCHMO OOJIBIIEMY KOJIMYECTBY aJIPECaTOB, TOTOBUTCS CITHCOK
PacChUIKU, U TUChbMA PACCHITIAIOTCS MO CIUCKY.

3.46. Ilpum cocraBieHUM JAENOBBIX IHMCEM HCIOJIB3YETCS BCTYNUTEIbHOE OOpalleHue Hu
3aKJIIOYMTENNbHAs 3TUKETHAas! (ppa3a B COOTBETCTBUU C MYHKTOM 2.43 [IpuMepHON MHCTPYKIMH.
3.47. TekcT nucbMa U3JIaraercs:

0T 1-ro JInIa MHOKECTBEHHOT'0 YKCia (WIPOCUM...», «IIPEUIaraeM...», KHallOMUHAEM...»);

0T 3-TO JHIa €IWHCTBEHHOTO YHCla («IIPEANPUATHE CUATAET BO3MOXHBIM ...», KHHCTUTYT HE
pacrioyiaraeT BO3MOXKHOCTBIO ...»);

OT 1-TO NMIIa €IMHCTBEHHOTO YHCIIa (KIIPOITY ...», «IIPEJIaralo ...»), €Clii MUChbMO o(opmIsieTcs
Ha JIOJUKHOCTHOM OJIaHKe.

3.48. Ecn mpoekT nesoBoro (cay)e0HOro) mruchMa HaIpaBIsieTCs aApecary Io 1Mo4Te, MPOeKT
TOTOBUTCS B JIBYX 9K3EMIUISIPax: OJUH 3K3eMIUIIp oopmisieTcss Ha OiiaHKe, BTOPOH SK3EMILIAD,
npeHa3HAYSHHBIH U BUBUPOBAHUS) - HA CTAHJAPTHBIX JIHCTaX Oymaru.

JlenoBoe (ciyxe0HOE) MMCbMO JI0 MPEICTAaBICHHMS Ha MOJNHMCH JOKHO OBITH COIJIACOBAHO
(3aBU3MPOBAHO) CO BCEMHU 3aMHTEpecOBaHHBbIMU JuiamMu. CornacoBanue (BU3WPOBAHUE)
JIEJIOBBIX ITUCEM IPOBOJIUTCS B COOTBETCTBUM ¢ TyHKTaMHu 4.1 - 4.11 ITpumepHON HHCTPYKLINH.
3.49. JlenoBoe (ciykeOHO€) MUCbMO MOJAMUCHIBAETCS PYKOBOJIUTENIEM OpraHU3alluy WM UHBIM
YIIOJIHOMOYEHHBIM UM JunoM. [loamucanHoe nenoBoe (cinykeOHOE) MUCBMO MOJUIEKHT
pPETUCTpAINH U OTIPaBKeE.

He nomyckaercs oTmpaBnaTh ajapecaraM NHCbMa, HE UMEIOIIME JaThl U PErHCTPALUOHHOTO
HOMepa.

3.50. Ilocne mnoamucaHusi THCbMa M €ro pPErucTpald SK3eMIULIp NHCbMa C BU3aMHU
3aMHTEPECOBAHHBIX JIUI TOMELIAETCS B JIENO.

3.51. AKTBI COCTaBISIIOTCSI HA OCHOBE YTBEP)KICHHBIX OpraHaMM BJIACTH YHU(DHUIIMPOBAHHBIX
dbopm unu B cBOOOHON (hopMe B TEISAX MOATBEPKICHUS (DAKTOB, CBSI3aHHBIX C JACSITEIHHOCTHIO
opranmu3zanun. PexoMmenryemblii o0paser; opopmieHus akra (mpunoxerue Ne 7).

3.52. Ilpu cocTaBlI€HUM AaKTOB WCIIOIB3YIOTCSA PEKBU3UTHI: HAWMEHOBAHHME OpTraHU3AlUM;
HalMEHOBaHME BUJA IOKYMEHTA; JaTa JOKYMEHTa; PETUCTPAIIMOHHBI HOMEp JOKYMEHTa; MECTO
COCTABJICHUS WJTM M3JIaHUS TOKYMEHTA; 3ar0JI0BOK K TEKCTY; ITOIHUCH.

3.53. JlaToii akTa sBiIsIeTCS J1aTa COCTABJICHUS aKTa U MOIMCAHUS €T0 COCTAaBUTEISIMH.

Ecnu ¢popmoii akta mpeyCMOTPEHO €ro yTBEPKICHUE PYKOBOIUTENEM OpPraHU3alK M UHBIM
YIIOJIHOMOYEHHBIM JOJKHOCTHBIM JIMIIOM, IaTON aKTa SIBJISIETCS AaTa ero yTBEP KICHHS.

3.54. B BBOAHO 4acTH aKTa B UMEHUTEIbHOM IAJI€KE YKa3bIBAIOTCS:

OCHOBAHME COCTABJICHHUS aKTa (JIOKAJIbHBI HOPMATHUBHBIA aKT; PAaCHOPSAUTENBHBIA JOKYMEHT
opranuzanuu (ImpuKas, pacrnopsikeHue); (GpaxkT win CoOBITHE, TOCTY)KHBIIEE OCHOBAHUEM IS
COCTaBJICHUS aKTa);
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COCTAaBUTENM aKTa (mepeducisitorcs nocie ciaoBa «CocTaBlieH» € yKa3aHUEM JIOJKHOCTEH,
HalMEHOBAHMUH OpraHu3alMid, €clIM COCTaBUTEIM SBISAIOTCS IPEICTABUTENAMU JPYroi
opranuzanuu, GaMuIui 1 THULHAAIOB).
Ecnn akT cocraBieH Komuccueil, mepBoi ykasbiBaeTcss (haMuwiius Ipejceaaresis KOMUCCHH,
3aTeM WICHOB KOMUCCHH B aJI()aBUTHOM TOPSIJIKE.
3.55. B Tekcre akra M3naraioTcs LENM W 337ayd COCTABICHMs aKTa, CYIIHOCTb, XapakTep,
METO/BI U CPOKHU TPOJICITaHHON PabOTHI, €€ PEe3yIbTATHI.
[Tpy HEOOXOIMMOCTH AKT MOXKET COJIEPKaTh BHIBOIbI U PEKOMEHJALIUH.
B 3axirounTenbHON 4acTU aKTa yKa3bIBAIOTCS KOJIMYECTBO IOJArOTOBIIEHHBIX 3K3EMILISIPOB aKTa
U MECTOHAaXOXJEHHE KaXKAO0ro sk3eMiuiipa. KoimdecTBO HSK3eMIUISIpDOB aKTa OIpelessercs
KOJIMYECTBOM CTOPOH, 3aUMHTEPECOBAHHBIX B €r0 COCTaBICHUM, WJIM HOPMATHBHBIMU
TpeOOBaHUSAMHU, PETIIAMEHTHPYIOLMMH COCTABIEHNE AKTOB KOHKPETHON pa3HOBHIHOCTH.
3.56. DK3eMIUIApHI aKkTa MOJIUCHIBAIOTCS BCEMHM WICHAMHM KOMHUCCHUU (€CITU aKT COCTaBJISICS
KOMHCCHUEH) WIIM COCTaBUTEISIMU U, IPU HEOOXOAUMOCTH, IPUCYTCTBOBABILUMHU JIULIAMU.
[Tpu noanucanuy akTa mpeaceaaTesaeM U WieHaMH KOMUCCUYM HAaUMEHOBAHMSI UX JIOJKHOCTEH He
yKa3bIBaIOTCS.
Oco0oe MHEHHE COCTaBUTENsl aKTa U3JIaraeTcs Ha OTJAEIbHOM JIMCTE, IMOIMMCHIBACTCS MU
npusaraercs K akTy.
3.57. Ecnu 3akoHonatenscTBoM Poccuiickoil ®enepanuu npeaycMOTPEHO O3HAKOMIIEHHE C
COJICpKAHMUEM aKTa JIUL, YHOMSHYTBIX B aKTe, IOJl MOANUCh, Ha IOCJIEIHEH CTpaHMIEe aKTa
IIPOCTaBIISIETCS O3HAKOMHTeNbHasi BU3a «C akTOM O3HAKOMJIEH(BI)», IPU ITOM YKa3bIBAIOTCS
HaMMEHOBAaHHUS JIOJDKHOCTEH, JTMYHBIE MTOJIMUCH, paCIIU(pPOBKU MMOANUCEH, JaThl 03HAKOMIICHHUS.
Jluna, KoTOpble 3HAKOMATCA C COAEpPKAHUEM akKTa, HMEIOT IpPaBO HE COIVIACUTBCA C
COJepKAaHWEM aKTa B IEJIOM MM €ro OTAEIbHBIMHU TOJIOKEHUSIMH, YTO JOJDKHO OBITh
3a(MKCHPOBAHO MPU O3HAKOMJIEHUU C aKTOM.
3.58. JloknaaHas (cimykeOHas) 3amucKa MCIOJB3YETCs JJIs ONEpPaTUBHOrO HMH(GOPMAIIMOHHOTO
oOMeHa MEXJy CTPYKTYPHBIMU MOJIpa3/ielIEHUsIMU U PYKOBOJCTBOM. PekoMeHyeMble 00pasiibl
oopmieHHs JOKIaJHOW 3amMCKM M CIY)KeOHOM 3alucKd, IOATOTOBJICHHON Ha OCHOBE
ANIEKTPOHHOTO mabiona (mpusioxenus Ne 8, 9).
3.59. OO0s3arTenbHBIMM  PEKBU3MTAMH  JOKJIAJHOM  (CcioyxkeOHOM) 3amucKu  SBISIOTCS:
HAaUMEHOBAHME CTPYKTYpPHOTO MOJpa3/efieHusl, HaUMEHOBAHHWE BHUJAA JIOKYMEHTa (JOKJIaJHas
3arucka, ciayxeOHas 3almcKa), 1aTa, 3ar0JIOBOK K TEKCTY, aJipecat, TeKCT, MOAINUCH.
3.60. Ilpu anpecoBaHuu JOKIAIHBIX (CITYKEOHBIX) 3aMMCOK YKA3bIBAIOTCS B JATEILHOM TaeKe
JIOJDKHOCTB JIMIA, KOTOPOMY aJpecOBaH JIOKYMEHT, (haMunus u uHunmansl. Hanpumep:

3aMecTUTENI0 TeHEPATIbLHOTO

nupexropa ObY «HaumenoBanue

OpraHHu3aII»

®amunus 1.0.

WITH:

PyxoBonuremto /lenapramenTa

MH(OPMALIMOHHBIX TEXHOJOTUI

®amunus 1.0.
3.61. Jloxnanueie (cnyxe0HbIE) 3aIMCKU MOTYT COCTaBIISATHCS, pACCMATPUBATHCS U XPAHUTHCS B
TE€YEHHE YCTAHOBJIEHHOI'O CPOKA UCKIIIOUUTENIBHO B 3JIEKTPOHHOM BHzie B CO/I.
[Ipu opranuzanuu paboThl C JOKIATHBIMU (CIY’)KEOHBIMH) 3allUCKAMU B DJIEKTPOHHOM BHJIE
UCTIOJIB3YIOTCS 3JIEKTPOHHBIE MIA0JIOHBI IOKJIAJHON U CITY>KEOHOH 3aIHCOK.
3.62. Tekct noknaaHoOW (CIyKeOHOM) 3alMCKH, B 3aBUCUMOCTH OT CJIOKHOCTH COJIEpPKaHUS U
IIPUBOAMMON apryMEHTALMH, COCTOUT U3 OJHOM, IBYX WIH TPEX YaCTEH:
B IIEpBOM YaCTH M3JIAraroTCsl NMPUYMHBIL, (AKThl MM COOBITUS, MOCIYXKUBIIME MOBOJOM IS
COCTaBJIEHUS IOKYMEHTA;
BO BTOPOM YacTH J1aeTCsl aHAJIN3 CI0KUBIIEHCSA CUTYyallui, BO3MOXHbIE BAPUAHTHI €€ PELLCHMS;
B TPEThEH YaCTH M3JIaratoTCsl BBIBOJIBI.
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3.63. Peructpanus AOKIaIHBIX U CIIY’KEOHBIX 3aMMCOK ocymiecTBisiercs B CO/l, mpu oTcyTcTBUI
CO/I - B cTpyKTYpHOM MOJIpa3/eJIeHNH, MOArOTOBUBILIEM JOKYMEHT.
3.64. JlenoBble mHUChbMa, HampaBisgeMble 3apyOEKHBIM KOPPECHOHICHTAM (B TOM 4YHCIE
azpecaraM rocynapctB - OwbBImMX pecnyonmuk B coctaBe CCCP), odbopmisitorcss Ha OaHKe
NUChbMa OPTaHU3AINH C PEKBU3UTAMHU HAa PYCCKOM M OJTHOM U3 WHOCTPAHHBIX S3BIKOB.
3.65. IluceMo, HampaBisieMoe 3apyOeKHOMY ajpecary, COCTaBIIIETCS Ha PYCCKOM SI3bIKE,
IPOXOJUT COTJIAaCOBAaHME CO BCEMH 3aMHTEPECOBAHHBIMM JIMIIAMU OpraHU3allid, ITOCIE Yero
MUCHMO TEPEBOAUTCS Ha OAMH M3 MHOCTPAHHBIX S3BIKOB (S3bIK aJpecaTa WM aHTJIHHCKUH S3bIK)
u odopmisiercs Ha OJaHKEe NHCbMA, NPEAHA3HAYCHHOM JJIsi MEPENUCKH C 3apyOeKHBIMHU
KOPPECIOH/IEHTaMH.
[MognmuuHuK muckMa, O(GOPMIICHHBIM HAa OJHOM W3 HMHOCTPAHHBIX S3BIKOB, JOJDKEH OBITh
UJCHTUYEH 110 COJEP>KAHUIO HK3EMILIAPY HA PYCCKOM SI3bIKE C BU3aMH 3aUHTEPECOBAHHBIX JIUII.
3.66. Ha mnoanmuce pyKOBOAUTENIO NPEACTABISIIOTCS: SK3EMIULIp MHCbMa 3apyO0eKHOMY
KOPPECHOHIEHTY, O(OpPMIICHHBII Ha OJaHKe, KOMUSA JAaHHOTO MHUChMa Ha CTaHJAPTHOM JIMCTE
Oymarn ¢ BHU30M WCIOJIHUTENS, OHK3EMIUIAP MHChbMa HA PYCCKOM S3bIKE C BH3aMHU
3aMHTEPECOBAHHBIX JIMII.
3.67. Ilocne moanucaHust MUChbMa PYKOBOJUTEIIEM WM HHBIM YIOJTHOMOUYEHHBIM MM JIULIOM:
9K3EMIUIAp TMHUChbMa, OQOPMIICHHBIH Ha OJlaHKe, TOJNUCAHHBIA PYKOBOAHMTENEM U
3aperucTpupoBaHHbIil B Ciryx0e AeI0mpon3BO/ICTBA, HAIPABIISETCS aipecary;
KOMUS MUChMA C BU30M UCTIOTHUTENS U SK3EMILISAP MUChMa, COCTABJICHHBII Ha PYCCKOM SI3BIKE, C
BU3aMU 3aMHTEPECOBAHHBIX JIUI] IIOMETAIOTCS B JIETIO.
3.68. Ilucema, HampaBisieMble 3apyOeKHBIM ajpecaraM, JTOJDKHBI UMETh PEKBU3UTHI: aapecar,
JlaTa, peruCTPauOHHbIA HOMEP, TEKCT, TIO/IHCh.
[Tpu HEOOXOIUMOCTH MOTYT O(OPMIIATHCS PEKBU3HUTHI «CCHUIKA HA PETMCTPALlMOHHBIN HOMEp U
JIaTy TMOCTYIHBILETO MIMCbMa» U «3arojOBOK K TEKCTy». Ha Komuu nuckma, moMeniaeMoi B Jel1o,
JIOTIOJTHUTEIBHO MPOCTABIISIETCS] OTMETKA 00 UCTIOHHUTEIIE.
3.69. PexBusut «anpecar» ohopMIIIeTCs ClipaBa Mol peKBU3UTaMU OJaHKa. AJpecaTroM Mmuchma
MOYKET OBITh OpraHu3alys WIK KOHKPETHOE JIUIIO.
Ecnu nucemMo azpecoBaHo OpraHHW3aliy, CHavaja JaeTcsl €€ HAaMMEHOBAaHUE, 3aTe€M - TIOYTOBBIN
ajZipec B IOCIIEA0BATEILHOCTH: HOMEp JOMa WIM 37aHWs, Ha3BaHUE YIUIIbl; Ha3BaHHE TOpoja;
CTpaHa.
Kaxnplif smeMeHT ajpeca muILeTcss Ha OTAeNbHOW cTpoke. HazBanme roposaa, kak HpaBuIo,
revaTaeTcst mponucHeIMU OykBamu. Hampuwmep:

Brook & Son Toymakers

61-71 Steel Street

BRIDGETOWN

BR61 7RE

U.S.A.
CrnoBa Avenue, Street, Place u unble B afipece NUIIYTCS ¢ TPONUCHON OYKBBI.
[Ipu odopmieHUN MOYTOBOrO ajapeca 3apyOekKHBIM KOPPECIOHJIEHTaM ITyHKTyalus He
PUMEHSIETCS.
[Ipu agpecoBaHHMU NMHUCEM HEOOXOAMMO YUYMTHIBATH TPAJWIUH, XapaKTEPHbIE JJIS OTIENbHBIX
cTpaH (HarmpumMep, B BenukoOpuTanuy mocie yka3zaHHs TOpOJia MOKET OBITh YKa3aHO TpadCTBo,
B CIIA - Ha3BaHue 1ITATA).
Ecnu B Ha3zBanuu ¢upmbl npucyrcTByeT pamunus nuna (Hanpumep, W. Edward & Co., Ltd),
nepea Ha3BaHHWEM (UPMBI MPHHATO CTAaBUTh CJIOBO Messrs (cokparieHue ot Messieurs -
rocroja).
Ecnu muceMo azpecyercss KOHKPETHOMY JIMIy, TEpel Ha3BaHMEM OPTraHU3alUHN YKa3bIBAIOT
(haMUITNIO U TOJDKHOCTH pa0OTHUKA WITH €0 JOJIKHOCTD.
Hanpuwmep:

Mr. Andrew Roach
Sale Manager
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Super Toys Ltd

Chatfield Road

NEWTOWN

NE12 OLD

US.A.
3.70. B nucemax 3apyOexHbIM ajipecaraM aara opopMiIsieTcs cI0BeCHO-IU(GPOBBIM CIIOCOOOM B
II0CJIEI0BATEIBbHOCTH: IEHb MECS1a, MECALL, TO/.
Hanpuwmep: 24 suBaps 2017 r.
[Ipu cocraBieHWH THCbMAa Ha AaHIJIMKACKOM SI3bIKE JIOMyCKaeTcss OQOpMIICHHE JaThl B
II0CJIEI0BATEILHOCTHU: TO/I, MECALL, IeHb MEcsIa.
Hampumep: 2017, January 24.
3.71. B nuceMax 3apyOexHBIM ajapecaraM MCIIOJIb3YIOTCS BCTYNMTENbHbIE OOpalleHHs 110
JOJDKHOCTH WITH 110 haMminu aapecara. Hampumep:
YBakaeMblii rocrioiiH ToproBeiii COBETHUK!
YBaxkaemblii rocrioiuH AHIesnos!
3aKaHYMBAETCS MMCbMO 3aKJIIOUUTEIbHON 3TUKETHOH (Ppa3oil «C yBaxkeHUeM,...».

4. Cors1acoBaHue NPOEKTOB JOKYMEHTOB.
Hoanucanme (yrBep:KaeHne) NPOEKTOB JOKYMEHTOB

4.1. CornacoBaHue IpoeKTa JOKYMEHTa MPOBOJUTCS 10 €ro NOJIUCAHUs PyKOBOJUTEIEM
B LEIIX OLEHKM COOTBETCTBUS IpOeKTa 3akoHojarenabcTBY Poccuiickoit denepanuu,
JIOKaJbHBIM HOPMATHUBHBIM aKTaM OpTaHU3alllH, KayecTBa W A(P(PEKTUBHOCTH MPEATIAracMoro
peLeHMs.

CornacoBaHue TpOEKTa JOKYMEHTAa OpPraHU3yeTCsl HEMOCPEICTBEHHBIM HCIOJHUTENIEM
(cocTaBuTeNnEM) U PYKOBOJHUTEIEM IOJIPA3/IEICHUSA-UCIIONHUTENS U TPOBOAUTCS B Tpeaenax
YCTaHOBJIEHHOI'O CPOKA UCIIOJTHEHUSI.

4.2. Ilpm Hammuum B oprausauuun COJl corylacoBaHHE IIPOEKTOB JIOKYMEHTOB
OCYIIECTBJISIETCSI B AaBTOMATHU3MPOBAHHOM pEXUME IOCPEICTBOM HAMpaBiICHUS IPOEKTOB
JIOKYMEHTOB JIMI[aM, HAa3HAYE€HHbIM B KadyeCTBE COIJIACYIOUIMX, M O(QOpPMIIECHHS pe3yJIbTaToB
cormacoBanus B CO/I.

CornacoBaHue NPOEKTOB AOKYMEHTOB MOJKET OCYLIECTBIIATHCSA IOCPEICTBOM KOPIIOPATHBHOMN
AIIEKTPOHHOM MOYTHI M OGOPMIICHHS] HCIIOJHUTEIEM JIMUCTA COIVIACOBAaHUS C MPHIIOKEHUEM
HJIEKTPOHHBIX COOOIIEHUH JINII, YYaCTBOBABIIMX B COIJIACOBAaHUH ITPOEKTA TOKYMEHTA.

4.3. CornacoBaHue IPOEKTOB JOKYMEHTOB ¢ paOOTHUKAaMU OpraHu3alluy W/WUIU APYTUMU
OpraHu3alUsIMM OPTaHM3yeT HCIOJIHMUTENb IOCJE COrjacoBaHMs B pabouyeM MOpsIKe MPOEKTa
JIOKYMEHTa C PYKOBOAMTENEM CTPYKTYPHOI'O MOJpa3/esieHuss U B COOTBETCTBUU C MHCTPYKLIUEN
[0 JIeJIONPOM3BOJICTBY OpraHU3allMd WM WHBIMU JIOKAJbHBIMH HOPMAaTHBHBIMHM aKTaMH,
PEryJIHpPYIOIKUMHU IPOLECC COTNIacCOBaHMsI (BUSUPOBAHUS) POEKTOB TOKYMEHTOB.

4.4. [IpoeKThl TOKYMEHTOB COTJIaCyIOTC:

HENOCPEICTBEHHBIM HCIIOIHUTEIEM U PYKOBOAUTEIIEM MOAPA3/I€ICHUS-UCTIOTHUTENS;
COUCHOJHUTENSIMHU (TIPU UX HAJTHYUH);

PYKOBOAMTENSIMU CTPYKTYPHBIX TOJpa3ieieHuil, paOOTHUKaMU OpraHu3allid, HaIpaBlIEHUS
NEeSITeIbHOCTH W/MIM (YHKIMOHAIbHBIE OOS3aHHOCTH KOTOPBIX 3aTPAarvBalOTCs B IIPOEKTE
JIOKYMEHTa W/WJIN KOTOpble yKa3aHbl B IPOEKTE JOKYMEHTA B KaUeCTBE UCIIOJIHUTENEH (B ciryyae
BPEMEHHOI'O OTCYTCTBHSI PYKOBOJUTENS IMOAPA3JEIECHUS IMPOEKT JOKYMEHTa BU3HMPYET JIMIIO,
BPEMEHHO UCIOJHSIOIIEE €r0 00sI3aHHOCTH);

3aMECTUTEISIMU PYKOBOJUTEIIS OpraHU3alui, KypUPYIOIIMMH 3aTPOHYTHIE B IPOEKTE JOKYMEHTA
BOITPOCHI (€CIIM JOKYMEHT MOAMUCHIBAETCS (YTBEPHKAACTCS ) PYKOBOAUTEIIEM OpTraHU3aIiN);
IOpUINYECcKOi ciyx00ii (mpoekToB JIHA, MpoekToB MpHKa3oB);

Cnyx00# 1e10nmpon3BOCTRA.

[TpoexTsl JOKYMEHTOB, peain3anusi KOTOPbIX TpeOyeT (PMHAHCOBBIX 3aTpPaT, COTIACOBBIBAIOTCS C
(MHAHCOBBIM NMOAPA3ICICHUEM.
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He nomyckaercs HampaBisTh Ha COTJIACOBAHUE NMPOEKT AOKYMEHTA OJHOBPEMEHHO IBYM WIIU
Oosnee pabOTHUKAM OJHOTO CTPYKTYPHOIO MojpaszjelieHus. B kauecTBe JHI], COTIaCyrOIIMX
IOPOCKT JIOKYMEHTA, MJOJDKHBI BBICTYNATh HPEUMYLIECTBEHHO PYKOBOJIUTEIN CTPYKTYPHBIX
Mopa3/ieICHUM.

4.5. BHemHee coOIacoBaHUE IIPOEKTAa JOKYMEHTA OCYILECTBISETCS IOCPEACTBOM
HAIpPaBJICHUSI MPOEKTa B JAPYIylI0 OPraHU3aIUIO0 C COMPOBOJUTENLHBIM MUCBMOM, B KOTOPOM
YKa3bIBAETCS CPOK COTIIACOBAHUSI.

Ecnu opranuzanuu, cornacyrone mpoeKkT JOKYMEHTa, SIBJISIIOTCS ydacTHUKaMu ojHou COJI,
COIJIACOBaHUE MOXKET ObITh MpoBeneHo B CO/] 6e3 HampaBieHus! CONPOBOAUTEILHOTO MUChMA U
OJIHOBPEMEHHO C BHYTPEHHHUM COTJIACOBAHUEM.

4.6. Cpoku corjacoBaHusi JIOKYMEHTOB  YCTAHABIIMBAIOTCS  HMHIUMBUIyalbHOU
MHCTPYKIMEH MO JEJIONPOU3BOJCTBY W/WIM HHBIMHU JIOKaJbHBIMA HOPMAaTHUBHBIMH aKTaMH B
3aBHCUMOCTH OT BUJA JOKYMEHTa U 00beMa JOKYMEHTa, BKJItoYasi MpUIokKeHus K Hemy. Cpoku
COTTIACOBAHHS JOKYMEHTOB COCTABIISIOT
MIPOEKTHI JIETOBBIX (CIIYKEOHBIX) mHceM - 1-3 pabouux nHs;

MIPOEKTHI MPUKA30B 0€3 MPHIIOKEHUH - 1-3 pabounx aHS;

MPOEKTHI MPUKA30B C MPHUIOKESHUSIMH CIIPABOYHOTO Xapakrepa - 3-5 pabovyux JHEH;

MPOEKTHl MPHUKA30B C MPWIOKEHUEM JIOKATbHBIX HOPMATHBHBIX AKTOB B 3aBUCHMOCTU OT UX
obwema (He 6oree 50 crpanwmir) - 5-10 pabouux THEIH;

MPOEKTHl JIOKAIBbHBIX HOPMATHUBHBIX AaKTOB, YTBEP)KIAa€MbIX HEMOCPEICTBEHHO MOAMUCHIO
pykoBoautens (He 6onee 50 crpanun) - 5-10 pabounx nHEH;

MPOEKTHl MPOTOKOJIOB 3acelaHuil (COBEIIaHMi) MpU HEOOXOIUMOCTH HMX COTJIAaCOBAHUS, B
3aBHCHUMOCTH OT 00beMa JIOKyMeHTa - 1-3 paboumx aHs.

Cpoku coriacoBaHUsl MPOEKTOB JOKYMEHTOB, HAlpaBlIIEMbIX Ha BHEIIHEE COIJIAaCOBaHUE HeE
JIOJIKHBI COCTaBIATH Oosiee 30 KajeHIapHbIX THEH.

B KOHKpeTHBIX ciy4asx B 3aBUCHUMOCTH OT COJEpKaHWsS U Ha3HAYeHUs JOKYMEHTa CpOK
COTJIACOBAHUSI MOXKET OBITh COKpAaIleH WM YBEIMYEH TI0 PEHICHHUI0 pPYKOBOIMTEIS,
KypUPYIOIIEro HalpaBJIeHUE JIeATeNbHOCTH, IO KOTOPOMY T'OTOBUTCS MPOEKT PELICHHUS.

4.7. Odpopmienue pe3ynabTaTtoB coryiacoBanusi JIHA u pacnopsauTeNbHBIX TOKYMEHTOB
OCYILECTBIISICTCSI B BHUJE BU3, MPOCTABISAEMBIX 3aMHTEPECOBAHHBIMM JIMIIAMU Ha IOCIETHEM
JIUCTE MPOEKTa JOKYMEHTa (Ha €ro JINLEBON WM 0OOOPOTHOM CTOPOHE) WM Ha OTAEJILHOM JIUCTE
COIJIACOBAHUS, SIBIIAIOLIEMCS HEOThEMJIEMOM 4YacThl0 AOKyMeHTa. OTMETKH O COIJIaCOBAHUU
(rpud cornacoBaHus U BU3bl) OPOPMIISIOTCSI B COOTBETCTBUU € MyHKTaMu 2.45, 2.46 IIpumepHoit
UHCTPYKLIUH.

[Ipu cornmacoBaHMM JENOBBIX (CIIy’)KEOHBIX) MHCEM BU3bI MPOCTABJISIOTCS HAa KOMHUU IHChbMaA
(BM30BOIl AK3eMIUISAp), KOTOPBIM Mocie MOJMUCAHUS TOJIMHHUKA MUCbMA M €r0 PerucTpalnuu
MOMEIIAaeTCsl B JIeNIo, WM Ha 000poTe TMOMIMHHHKA IMUChMa, €CIH IMHUCHhMO HaNpaBIseTCs
azpecary 1o (akcy MM DJIEKTPOHHOH modure. DTOT ke 3K3EMIUISP MUChMa ITOCHe OTIPaBKU
azgpecary (110 akcy WM AJIEKTPOHHON TOYTE B BUJIE DJICKTPOHHOMN KOITUH ) TOMEIIAETCSI B JIEITO.

[TpoexTsl MPOTOKOJIOB BU3UPYIOTCS IMI[AMH, BBICTYIIABIIMMH Ha 3aCEAaHUU (COBELIAHUN) ITyTEM
NPOCTAaBICHUS BH3BI HAa JIEBOM TI0JI€ JOKYMEHTAa HAINpOTHUB 3allUCH  BBICTYIUICHUS
COOTBETCTBYIOILIETO pabOTHHKA.

4.8. CormacoBaHue NPOEKTOB JTOKYMEHTOB MoOkeT ocymectBisitheas B COJI. Tlocine
3aBepILEHUs MPOLEAYPhl corjacoBaHMs (IPU CO3JAaHUM MOJUTMHHUKA JTOKYMEHTa Ha OyMa)KHOM
HOCHUTEJIE) JIMUCT CcorJlacoBaHMsi pacneuaTtbiBaercs u3 COJl, mpuknanpiBaeTcs K HPOEKTY
JOKYMEHTa W  TpPEJACTAaBIseTCS Ha MOJINUCh PYKOBOAWUTENIO OpraHu3aluu  (MHOMY
YIIOJTHOMOYEHHOMY UM JIHILY).

CornacoBanne BHYTPEHHHUX JIOKyMEHTOB, CO3[aHHME, XPAaHEHHWE M HCHOJIb30BAHHUE KOTOPBIX
ocymecTsisiercs mocpeactsoM CIJI, mpoBoautcs B COJ] B 37€KTPOHHOM BUJIE.

[Ipu cornmacoBaHMM MPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3JaHHBIX Ha OyMa)KHOM HOCHTEJNE,
BU3bI IPOCTABJISIIOTCS] HETTOCPEJCTBEHHO Ha MPOEKTE TOKYMEHTA.
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4.9. Ilpu BHEIIHEM COIJIACOBaHHWH, MOJIYYEHHOM MHCbMOM, MJIM COIVIACOBAHUU IPOEKTA
JOKYMEHTa KOJUIETHAJIbHBIM  (COBEUIaTeNbHBIM) OpraHoM ¢ (uKcauueld pemeHus o
COTJIACOBAHUU B MPOTOKOJIC 3aCEJaHHsI UCTIOIHUTENh 0(OPMIIIET Ha MPOEKTE TOKyMEHTa WU B
JUCTE COTJacoBaHUs Tpud COrjJacoBaHUS B COOTBETCTBUU ¢ NyHKTOM 2.45 IlpumepHoii
uHCTpyKuuu. [luceMa o coryiacoBaHuM (BBIMCKA W3 IPOTOKOJIA) MPHJIATalOTCsl K IPOEKTY
JIOKYMEHTA.

4.10. B xozxe coriacoBaHUs MPOEKTa JOKYMEHTa PaOOTHUK, COTJACYIOIIMU JTOKYMEHT,
IIPUHUMAET OJIHO U3 CIEAYIOIIMNX PEIICHUI:

COIJIACOBATh MPOEKT JOKYMEHTa 0e3 3aMeYaHui;

COTJIacOBAaTh MIPOEKT JOKYMEHTA C 3aMEYAHUSIMU;

OTKJIOHUTH NPOEKT IOKYMEHTA;

yKa3zaTh, YTO HE HMEET OTHOILICHHS K MPOEKTy AOKYMEHTa (paccMOTpEHHE BOIpOca, IO
KOTOPOMY IPUHUMAETCS pELICHHE, HE BXOJUT B 00513aHHOCTH Pa0OTHHKA).

BospaxkeHus 1o mpoekTy mpukaza (pacrnopspKeHHs), BO3HUKAIOIIME TIPU COTJIAaCOBaHUH,
U3JIAraloTCs B CIIpaBKe, KOTOpasi MpUiiaraeTcst K NpoexTy, uinu BHocuTes B CO/1.

Ecnu mpoexT AOKyMeHTa COIJIacOBaH C 3aMEUaHUsAMM, 3TO O3HAYaeT, YTO 3aMEyaHus HOCST
PEeAAKIMOHHBIN XapaKkTep, U Nocie UX MPUHATHS UCTIOIHUTEIEM MPOEKT HE TPeOyeT MOBTOPHOTO
COTJIACOBAHUA.

[TpoekT JOKyMeHTa OTKIIOHSIETCS JTUIOM, COIIACYIOIIMM JOKYMEHT, B CIIy4dasx:

HaJIM4Msl CYyLIECTBEHHbIX 3aME€UaHUM M0 MPOEKTY JOKYMEHTA;

HECOIJIaCUs C IPOEKTOM JIOKYMEHTA.

4.11. HecornacoBaHHBI MPOEKT AOKyMEHTa TpeOyeT MopabOTKH MO BBICKa3aHHBIM
3aMEYaHusIM, TepeoOPMIICHHUS U TIOBTOPHOTO COTJIACOBAHUSI.

4.12. Ecnu npu 1opaboTKe MpOEKTa JOKYMEHTa UCIOJHUTENb MPUHUMAET pelleHue He
YUNTHIBaTh 3aMe4yaHue (3aMmeyaHus) Jua (JIMil), Yy4acTBOBABIIMX B  COIJIACOBAHUU,
WCIIOJIHUTENIEM TOTOBUTCS PEECTP HEYUYTCHHBIX 3aMEuyaHWil, KOTOPBIH BMECTE C IPOEKTOM
JIOKYMEHTa IPEJICTaBISIETCSl PYKOBOJUTENIO OpPraHU3allMd UM MHOMY YIOJIHOMOYEHHOMY UM
JOJDKHOCTHOMY JIUILY, TOANHUCHIBAIOLIEMY (YTBEpKIAIOIIEMY) AOKYMEHT. PeecTp HeyuTeHHBIX
3aMeuyaHuil MOJIUCHIBAETCS PYKOBOJUTENEM CTPYKTYPHOTO OAPA3AeICHUS -UCTIOTHUTEIS.

4.13. PemeHne o TOM, NPUHMMATh WJIM HE IPUHUMATh HEYYTCHHBIC 3aMEYaHUs
IIPUHUMAET PYKOBOJUTEb.

B ciydae eciu pykoBOOUTENh MPUHUMAET pELIEHWE O HEOOXOAMMOCTH Y4YecTh 3aMedaHMus,
OTKJIOHEHHbIE€ UCIIOJHUTEIEM, UCIIOJIHUTENb JOPaOaThIBAeT MPOEKT TOKYMEHTAa B COOTBETCTBUU
C BBICKa3aHHBIMU 3aMEUYaHUSIMMU.

Ecnu pykoBomuTens coryamaercs ¢ MHEHHEM HCIIOJIHHUTENS, OH TMOJIMUCHIBAET (yTBEp)KIaeT)
JIOKYMEHT.

4.14. JloKyMeHTBI, WU3JaBaeMble OT HMMEHHM OpraHu3alMH, MOANUCHIBAIOTCA
PYKOBOAMTENIEM OpraHMU3allMM WM WHBIMU YIOJHOMOYEHHBIMM MM JIOJDKHOCTHBIMU JIMIIAMH
(3amMecTUTENSIMU PYKOBOJIUTENSI OpraHU3allii, PYKOBOJIUTENISIMH CTPYKTYPHBIX MOJIpa3/iesieHuH,
WHBIMM JIOJDKHOCTHBIMM JIMIJAMH B COOTBETCTBHM C MX KOMIIETCHIMEHW, OMNpEessseMOon
JIOBEPEHHOCTSMHM Ha BBIIIOJHEHUE ONPEJCJIICHHbIX JEeWCTBUH OT HMMEHHU OpraHU3allH,
BHYTPEHHUMH HOPMATHUBHBIMH JJOKYMEHTAMHU OPTraHU3aLIHN).

4.15. OrpenbHble BHUABI BHYTPEHHUX JOKYMEHTOB (CIy)Ke€OHBIE, OOBSICHUTEIbHBIC
3alMCKN) Ha UMsI PYKOBOJUTENS CTPYKTYPHOT'O TIOIpa3AeIE€HUs OANNCHIBAIOTCS UCIIOJHUTEIIEM
(cocTaBuTeneM), €ciu paspeuiaeMble MpPH 3TOM BOMPOCHI HE BBIXOAAT 3a MpEJeNbl €ro
KOMIIETEHIIUH.

4.16. JIokyMeHTbI, HaMpaBiIsieMbl€ B BBICIIME OPTraHbl TOCYIApCTBEHHOW BJIACTH, HA UMS
HEepBbIX pyKoOBoauTeneil (eaepasbHBIX OpPraHOB HCIOJIHUTENIBHOW BIIACTH, PYKOBOAWTENEH
cyobekToB  Poccuiickoit  ®emepaniuu M 3apyOCKHBIX  TOCYIAApCTB,  IOJMKMCHIBAIOTCS
PYKOBOJIUTENIEM OPTaHU3ALUU WU JIUIIOM, UCTIOJHSIOIIUM €ro 00sS3aHHOCTH.
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4.17. JIOKyMEeHTBI, HalpaBisieMble B IOABEIOMCTBEHHBIE M CTOPOHHUE OpraHU3ALNH,
HOJKMCHIBAIOTCSA 3aMECTUTENIIMU PYKOBOJIUTENS OpraHU3aluy, HHBIMU JIOJPKHOCTHBIMU JIMLIAMU
OpraHU3ali B COOTBETCTBUU C IIPEIOCTABIEHHBIMUA UM IIOJHOMOYMSIMH.

4.18. JIoKkyMeHT MOANUCHIBAETCS IBYyMs WIM Oojee JIMLAMH, €ClId 3a COZAEp)KaHue
JIOKyMEHTa HECYT OTBETCTBEHHOCTb HECKOJBKO PAaOOTHHUKOB (JIOKYMEHTHI, MOATOTOBIEHHbBIE
HECKOJIbKUMH I10/Ipa3/ieICHUsIMHI WU OpraHu3alusiMu, padboueil rpymnmnoi, KOMUccuei).

4.19. IlonmnuceiBaercsd, Kak IpaBWIO, OJUH OK3eMIUIIp JAoKymMeHTa. COBMECTHBIN
JOKYMEHT MOJIUCHIBAETCA B KOJIMYECTBE, COOTBETCTBYIOLIEM KOJIMYECTBY OpraHU3alMid,
CO3/aBILHUX JIOKYMEHT.

[Ipy HampaBieHUM @NUCbMAa WJIM BHYTPEHHET0 HH(POPMALMOHHO-CIIPABOYHOIO JOKYMEHTa
HECKOJIbKUM ajapecaTaM (He Oosiee deThIpex) IMOAMUCHIBACTCS KaXIblil  OTIpaBiIsieMbIN
9K3EMIUISIP TOKYMEHTA.

4.20. Ioxmuce Ha AOKyMEHTE O(QOPMIISIETCS B COOTBETCTBHU C IyHKTamu 2.47, 2.48
[IprMepHON UHCTPYKLIUH.

4.21. YTBepxaeHUE TOKYyMEHTa IPOU3BOIUTCS:

HEMOCPEACTBEHHO PYKOBOJAUTENIEM - IMPOCTABICHHEM COOCTBEHHOPYUHOM moamucu B rpude
YTBEPKACHMUS;
IPUKA30M OpraHU3alHH.

4.22. YTBepkJat0TCs IPaBUIIa, MOJOKEHUS, MHCTPYKIIMH, PETJIaMEHTbI, HEKOTOPbIE BUIbI
aKTOB, IUIaHbl, MNpPOrpaMMbl M JpPyrue JOKYMEHTHI, YCTaHABIUBAIOIIME HOPMBI W/WIN
paccuMTaHHBIC Ha JUTMTENIbHOE TpruMeHeHue (putoxkenne Ne 10).

Odopmnenne rpuda yTBepkIeHUs MPOU3BOAUTCS B COOTBETCTBUU ¢ MyHKTOM 2.41 IIpumepHoit
UHCTPYKLHUU.

4.23. Ilognuch pyKOBOAUTENS OPraHU3ALNMN WM MHOTO YIIOJTHOMOYEHHOTO UM JIMIA Ha
JIOKYMEHTaX, TPEOYIIMMX OCO0OTO YIOCTOBEPEHHS HMX IMOUIMHHOCTH, a TAaKXe Ha KOMHSIX
JIOKYMEHTOB M BBIMMCKAaX U3 JOKYMEHTOB 3aBepsieTcsl eyarho (mprioxkerne Ne 11).

[leyarp Ha JOKYMEHTE IIPOCTaBISIETCS B COOTBETCTBUM C NyHKTOM 2.49 IlpumepHoit
UHCTPYKLIUH.
5. Opranusanus 10KyMeHT0000poTa

5.1. JIOKyMEHTO000POT BKJIIOUYAET BCIO MOCIIEI0BATEIBHOCTD MEPEMEIIEHUI TOKYMEHTOB,
a Tak)Ke OIlepaluy, COBEpIIaeMble C JOKYMEHTAaMH B MPOIECCE MX CO3JaHHUs M HCIOJHEHUS
(mosyueHue, OTNpaBKa, NPEABAPUTEIBHOE pPACCMOTPEHHE, PErucTpalus, pPacCMOTpEHUe
PYKOBOJUTENIEM).

5.2. lenp opraHu3anuu JOKYMEHTOOOOpOTa - oOecreueHue CBOEBPEMEHHOIO MPUHATHUS
YIPaBICHUYECKUX PELIEHU M MX HUCHOJHEHHs. 3ajada JOKYMEHTOOOOpOTa - OpraHHu30BaTh
JBUKEHHE JOKYMEHTOB II0 HAaMMEHEE KOPOTKOMY IYTH C MUHHUMAJbHBIMHU 3aTpaTaMH TpyAa U
BPEMEHH, B YCIOBHSIX JIEKTPOHHOTO JOKYMEHTOOOOpOTa - 00EeCeyuTh JOCTYN K JTOKYMEHTaM
nosib3oBaresiM CO/] B COOTBETCTBUM € IPEOCTABIEHHBIMUA UM IIPABAMH.

5.3. B ycnoBusax npumeHeHuss COJ] B oOpraHuzaluy HCIOIb3YIOTCA DSJIEKTPOHHBIE
JOKYMEHTBI, a TakKXe DJJEKTPOHHbIE KONMHM JOKYMEHTOB, IIOJyY€HHbIE B pe€3yJbTare
CKaHHPOBAaHMS JIOKYMEHTOB Ha OyMaXHOM HocuTene. JIOKyMEHThl OpraHu3aluy, UMEIne
BPEMEHHBIE CPOKM XpaHeHMs (10 10 JileT BKIIOYMTENBHO) MOTYT CO34AaBaThbCs, XPAHUTHCA M
MCIIOJIb30BAThCS UCKIIOYUTEIHHO B (DOPME FIMEKTPOHHBIX IOKYMEHTOB.

[lepedyeHb TOKYMEHTOB, CO3/1aBa€MbIX, XPAHUMBIX U HCHOJIB3YEMBIX HUCKIIOYUTEIBHO B (opme
AIIEKTPOHHBIX IOKYMEHTOB, YTBEPKIAETCSI PYKOBOJIUTENIEM OpraHU3aIiH.

5.4. OpraHuszanuss  JBWKEHUS  JOKYMEHTOB B  YCJIOBHUAX  DJIEKTPOHHOI'O
JOKYMEHTOO0O0pOTa OCYILECTBIISETCSI B COOTBETCTBUU C PETIAMEHTHPOBAHHBIMU MapILIpyTaMH,
paspabarbiBaeMbiMu  City>KO0H Jeonpou3BOACTBa. MapiipyThl JBHKEHHS OpraHH3allMOHHO-
pacropsAAUTENbHBIX JOKYMEHTOB JOJKHBI OBITh ONTUMAJBHBIMU 110 3aTpaTaM BpPEMEHH, HE
JIOJDKHBI TOMYCKaTh AYOJMPYIOIIMX ONEpalii U BO3BPATHBIX JBHKEHUH, HE O0YCIOBICHHBIX
JIEJTOBOA HEOOXOIMUMOCTBIO.
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5.5. Opranuzanus AOKYMEHTOOOOPOTa OCHOBBIBACTCS HA MPHUHIIMIIAX: LEHTPATU3AlNN
orepanuii o npueMy U OTIpaBKe TOKYMEHTOB;
pacnpezneneHuss JOKYMEHTOB Ha JOKYMEHTOIOTOKHM, HWMEIOIUME OJUHAKOBBIM MapuIpyT
(MapuIpyTu3amnus J0KyMEHTOB);

OpraHM3alH NIPEABAPUTEIBHOIO PACCMOTPEHUS BXOIAIIMX JOKYMEHTOB;

UCKJIIIOYCHHUS]  BO3BPATHBIX  JBMKCHHMH  JIOKYMEHTa, HE  OOYCIOBJIGHHBIX  JI€JIOBOM
HEOOXO0IMMOCTEIO;

OJIHOKPATHOCTH PEruCTpaliy JOKYMEHTOB;

yCTpaHEHUs] HEOOOCHOBAaHHBIX COTJIACOBAHUH MPOEKTOB IOKYMEHTOB;

BPEMEHHON perjaMeHTaluud orepanuil 1o o0paboTKe, PacCMOTPEHHUIO M COTJIACOBAHHIO
JIOKYMEHTOB.

5.6. B 10KyMEHTOOOOpOTE OpraHMU3allK BBIIEISIOTCS JOKYMEHTOMOTOKHU: BXOJSIIUE
(moctynaromuye) JAOKYMEHTBI; HUcxonsmue (OTmpaBiisieMble) JIOKYMEHTHI; BHYTPEHHHUE
JIOKYMEHTHI. B cocTaBe BXOASIINX U UCXOSAIIUX TOKYMEHTOB BbIICIISIOTCS:

JIOKYMEHTbI OPraHOB rOCYAapCTBEHHOM BJIACTH, OPraHOB MECTHOT'O CAMOYIIPaBJICHUS;
JOKYMEHTHI (PUIIMATIOB U TEPPUTOPHATIEHO 000COOICHHBIX MOAPA3ICICHUN;

JIOKYMEHTBI U3 TOCYIapPCTBEHHBIX M HETOCYIaPCTBEHHBIX OPraHU3alIN;

3anpochkl nenyraroB l'ocynapctBennoit Jlymbl u unenoB Coera @Denepanuu, IeMyTaTOB
3aKOHOJATENbHBIX OpraHoB cyObekToB Poccuiickoii ®enepanun © OpPraHoB MECTHOI'O
CaMOYIIPaBIICHUS;

oOpallieHus Tpa)/iaH;

JIOKYMEHTBI U3 TPAaBUTEILCTBEHHBIX U HEMPABUTEIBCTBEHHBIX OPraHU3AlMNA 3apyOeKHBIX CTpaH
U JpYTHe TPYIIbl JOKYMEHTOB.

5.7. JloctaBka M OTHpaBKa JOKYMEHTOB B OpraHU3allMd OCYILIECTBISIOTCS CPEICTBAMH
MOYTOBOM CBSI3U, (hETbIBETEPCKON U KYPHEPCKOW CBS3M, HAPOUHBIMH M PaA3IUYHBIMU BUIAMU
ANeKTpocBsi3u  (pakcuMmuibHasi, TenerpadHas, TenedoHHas, AJIEKTPOHHAs II0YTa, CHUCTEMa
MEXBEIOMCTBEHHOT'O JIEKTPOHHOTO JIOKYMEHTO000pOTa (M3I[O)12, CoN).

5.8. B opranuzamuio J0CTaBISE€TCS KOPPECHOHACHIMS B BHUJE IHCEM, IOYTOBBIX
KapTouek, OaHJaeponed W TakeToB, MEYAaTHbIX U3JaHUM, TenerpaMM, (akcorpamm,
TeneoHOrpamMMm, SIEKTPOHHBIX TOKYMEHTOB U DJIEKTPOHHBIX KOMUI TOKYMEHTOB.

5.9. Tlpuem noxymeHTOB ocymiectBisercss Ciyx00¥l nenonpou3BoacTBa. JJOKYMEHTHI,
MOJlyYeHHbIE pa0OTHUKAMM OT JIpYTHMX OpraHu3alnuid, Takxke mnepemaroTcs B CiyxOy
JIEJIONPOU3BO/ICTBA JUIsl pErHCTPalK U/UIH YUeTa.

5.10. Bce mocTynuBIKe B OpraHU3aldi0 JTOKYMEHTHI MOJIeKaT MepBUYHON 00paboTKe,
BKJIFOYAIOLIEH:

MPOBEPKY NMPABUIBHOCTU JOCTABKU JOKYMEHTOB;

MIPOBEPKY LIETIOCTHOCTH YIaKOBKU (KOHBEPTOB, MTAKETOB);

BCKPBITHE YIAKOBKU (32 MCKJIIOYEHHEM KOHBEPTOB, MAKETOB C MOMETKOU «JInuHo» u rpadamu
OTpaHWYEHUS JOCTYIA K TOKYMEHTY);

MPOBEPKY LIETOCTHOCTH BXOSAIINX JOKYMEHTOB, BKIIFOUasl MPUIIOKEHNUS;

YHUYTOXKEHNE KOHBEPTOB, TAKETOB UJIH YITAKOBKH;

MPOCTABIIEHHE OTMETKH O MOCTYIJIEHUU JOKYMEHTa B OPraHU3alIHIo.

5.11. OmmOo4YHO [OCTaBICHHBIE JOKYMEHTHI MEPECHUIAIOTCS TI0 HA3HAYEHUIO0 WIIN
BO3BPAILIAIOTCS  OTOPABUTENIO. JIOKYyMEHTBI, TOCTYNHUBIIME B TOBPEXKJICHHOM YIAKOBKE,
MIPOBEPSIIOTCS Ha 1IEIOCTHOCTh, B TOM YHCJI€ HAa HAIMYME MEXaHUYECKHUX TOBPEXKIECHUH.
[TouToBBIC OTIpaBIICHUs, HECTAHIAPTHEIE TIO BeCy, pazMepy, Gpopme, UMEIOIe HEPOBHOCTH 10
OokaMm, 3akJieeHHbIEC JIMIIKOW JIEHTOW, MMEIOIIME CTPaHHBIM 3amax, LBET, MPEANOI0KUTEIbHO
MMEIOIIME BIIOKEHUS, HE XapaKTEepHbIE ISl MOYTOBBIX OTMPABIICHUN, HE BCKpbIBatoTcs. O
MOJIyYUEHUU TOJO3PUTEIBHOTO TOYTOBOTO OTIPABJICHUS JIOKJIAIbIBACTCS PYKOBOJUTEINIO
Cry>x0bl IeTOTPON3BOACTBA U B CITyk0y Oe3omacHoCTH (TIpY €€ HATTUIHH).

5.12. Ilpu mOCTyIUIEeHMHM BXOASIIETO JOKYMEHTa B TOBPEXKIECHHOW YIaKOBKE,
MOBPEXKACHUM JTOKYMEHTa, TIPU OTCYTCTBUM B KOHBEpTe (MaKeTe) JHOKYMEHTa, €ro 4YacTH WIIU
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OPWIOKEHUH K HEMY, a TakXe IMpU OTCYTCTBUM IIOANMCH HA BXOJALIEM JOKYMEHTE
COCTaBJIAETCSl aKT B JBYX O9K3EeMIUIsIpaX Ha OyMa)kKHOM HOCHUTEJE, MOJINMCHIBAEMBIH ABYMS
pabotHuKamMu Ciry)ObI IETONPOU3BOJICTBA.

OnuH 3K3eMIUIIp aKTa BMECTE C BXOASIIUM JOKYMEHTOM U €ro IMPUJIOKEHUAMHU IeperaeTcs Ha
[IPEJIBAPUTENILHOE PACCMOTPEHHE U PEruCTpaliio, BTOPOM 3K3EMIULIp aKTa BbICBUIAETCS
OTIIPABUTEIIO.

5.13. KoHBepTbl, MakeTbl WIM YIAKOBKAa COXPAHSIOTCS U NPUIIArarTcs K BXOJAIIMM
JIOKYMEHTaM B CIIyJasx:
€CJIA TOJIKO 110 HUM MOKHO YCTaHOBUTb OTIIPABUTEISI UJIU 1aTy OTIIPABICHUS;
€CIIM  BXOSIIUI JOKYMEHT IOCTYNMJ II03)K€ YKAa3aHHOTO B TEKCTE JOKyMEHTa CpokKa
VCIIOJIHEHUS WJIM 1aThl MEPOTIPUATHS;
1py OOJIBLIOM PACX0KICHUH MEX/Y JaTaMH MOANUCAHUS U MOIY4YEHUS JOKyMEHTOB.

[Tocne 3aBepuieHust pabOTHl ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM IOMEIIAeTCsl Ha
XpaHEeHHeE B JIEO0.

5.14. KouBeptsl (makersl), wuMeromme oTMeTky «Jlmuno» («Private»), rpuds
OrpaHUYEHUs JOCTyIA K JJOKYMEHTaM, COAEPKALIUM CBEJCHUs KOH(UICHIIMAIBHOT O XapaKTepa,
HE BCKPBIBAIOTCS U NEPETAIOTCA:
¢ otMeTko# «JInuno» («Private») - HemocpeICTBEHHO ajipecaTy;
¢ TpudamMHu OrpaHMUYCHHS JIOCTYyNa - B CIYXOy KOH(PHUICHIMATHHOTO JEIONPOU3BOJICTBA HIIN
pabotHuky CiyxObl [1€JOMPOU3BOJICTBA, B OO0S3aHHOCTH KOTOPOTrO BXOAUT 00OpaboTka
JIOKYMEHTOB, COZIEpKAIlUX CBEACHUS KOH(UICHIIMAIBHOTO XapaKTepa.

5.15. Bxogsuue 351eKTpOHHbIE JOKYMEHTBI, MOCTYIMBILKE OT JAPYIMX OpraHu3aluil 1o

AIEKTPOHHON moure, mocpeactBom COJI wwm MDBJIO npunmmatorcs  Ciyx00it
JIEJIONPOU3BO/ICTBA.
ONEeKTPOHHbIE JOKYMEHTBI, TIOCTYNUBIIME MO0 HH(OPMALNOHHOTEIEKOMMYHUKAIIMOHHBIM
KaHaJlaM U IOJMMCAHHBIE YCUJICHHOM KBaIM(UUMPOBAHHOM MOINKCHIO, BKiItoyaroTes B COJ]
MOC/E TPOBEPKH SNCKTPOHHON TMOAMMCH ¥ TONTBEPIKACHHS €¢  JICHCTBUTEIBHOCTH ™,
AJIEKTPOHHBIE JOKYMEHTBI, IMOCTYNUBLIME OT APYIMX OpraHU3alui MO 3JEKTPOHHOM IoYTe U
MOJIMUCAaHHBIE YCHJIEHHOM HEKBaIM(PUIMPOBAHHOW TMOAMKMCHIO WJIM TPOCTOM 3JIEKTPOHHOMN
MOJIKUCHIO, MPOXOJAT MPEABAPUTEIBLHOE PAacCMOTpeHHE M Bkioudarorcs B COJl npu Hainuuu
MEXJly OpraHu3aluen-oTIIpaBUTEeNIEM U OpraHu3aluel- MojdydareiaeM corjlaineHus o6 ooMeHe
AJIEKTPOHHBIMU JTOKYMEHTAMH, OANNCAHHBIMUA COOTBETCTBYIOILEH TIOIHUCHIO.

5.16. IlepBuuHas 00pabOTKa DJIEKTPOHHBIX  JOKYMEHTOB, IOJYYEHHBIX IO
UH(POPMALIMOHHO-TEIEKOMMYHHUKAIIMOHHBIM KaHajlaM CBA3M (3JeKTpoHHas nouta, MO0, caiit
OpraHM3ali) OT APYTrUX OpraHu3alui M TpaxaaH, JI0JDKHA COOTBETCTBOBATH TEXHOJIOTUU
paboOThI ¢ BXOASIIUMH JJOKYMEHTAMH.

5.17. llepBuuyHas o00paboTka JIOKYMEHTOB 3aBEpIIaeTcs MX paclpeaeaeHuemM
(COPTHPOBKOIi) Ha PErHCTPUPYEMBIE B HeperncTpupyemsie (mpruoxkenne Ne 12)',

5.18. Peructpanmsi BXOJSAIMIMX JOKYMEHTOB OCYIIIECTBIISIETCS HE3aBUCHMO OT CIIOc00a ux
nocTaBku oauH pa3: B CiayxOe Jenonpou3BOACTBA MM B CTPYKTYPHOM IOApa3feleHUN
OPTaHM3aIliH B COOTBETCTBHH C yCTAHOBICHHON (OPMOii OpraHM3aIiH AEIOMPOH3BOLCTBA ™,
JIOKyMEeHTBI, TOCTyHaroUMe W3 JPYI'MX OpraHHu3allMid HENOCPEACTBEHHO B CTPYKTYpHbIE
noJipa3/iesieHus, Ho TpeOyroIIMe PacCCMOTPEHHSI PYKOBOJICTBA, MEPEAAIOTCs IJIsl PETUCTPAlluU U
npeBapuTeNbHOr0 paccMoTpenus B City:k0y AeI0Mnpon3BOACTBA.

5.19. Perucrpanus BXOASIINUX JOKYMEHTOB OCYILECTBIISIETCS B A€Hb UX MOCTYIUICHUS WA
Ha cienyroumil pabounil eHb MpH MOCTYIUICHWH JOKYMEHTOB B KOHIIE pa0o4ero AHS WIH B
Hepabouee Bpemsi.

Perucrpanust oOpaimieHuii TpakaaH OCYIIECTBISIETCS B TEYEHHE TpeX JHeH C MOMEHTa
MOCTYTIJICHUS o6pa1ueHH5116.

5.20. CsenmeHuss O IOCTYNMBUIEM JOKYMEHTE BHOCSTCS B  3JIEKTPOHHYIO
peructpannonnyio kaptouky (OPK) COJ] unu peructpanmoHHO-yIeTHYI0 (hopMy Ha OyMakKHOM
HOCHTEJIE, a HOCTYNMBILEMY TOKYMEHTY IPUCBAUBAETCS PETUCTPALIMOHHBINA HOMEP.
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PerucrpanmonHsiii HOMEP BXOASIIETO TOKYMEHTA COCTOUT M3 MOPSIKOBOTO HOMEpa JIOKYMEHTa
B IIpeJieNiax KaJeHIapHOro Toja, KOTOPBI MOKET ObITh TOMOJHEH HU(POBBIMU WM OYKBEHHO-
1 pPOBBIMH KOJAMH (MHIEKCAMH) 110 HCIIOIb3YeMBIM Kiiaccu(ukaropam’’

5.21. Ha Bcex 3aperucTpUpOBAHHBIX JIOKYMEHTaX, 3a HUCKJIIOYEHHEM JOKYMEHTOB,
MOCTYIHUBIIUX B (OPME IIEKTPOHHBIX JOKYMEHTOB, MPOCTABIISIOTCS OTMETKH O TOCTYIIICHUH
JOKyMEHTa B OpraHuzanuio. B oTMeTKke O MOCTYMJIeHUH JTOKyMEHTa (QUKCUPYIOTCS [aTa
NOCTyIJIeHUsT (TP HEOOXOJUMOCTH - BpEMsl MOCTYIUICHUS B Yacax M MUHYTAaX) U BXOJSIIUN
pPErUCTPAallMOHHBIM HOMEp JOKYMEHTa B COOTBETCTBMM C NyHKTOM 2.36 Ilpumepnoit
WHCTPYKIIUH.

5.22. JIOKyMEHTbI, MOCTYNHUBIINE Ha OyMa)KHOM HOCHTENE, CKAHUPYIOTCS, JIEKTPOHHAs
Komust TokymenTa Bkitouaercst B COJ[ u npucoenunsiercs k OPK noxkymenra.

5.23. KoppecrionaeHuus Ha HMHOCTPAHHBIX f3bIKAaX, aJpecoBaHHas pPYKOBOJCTBY
opraHuszanuu, mnociae peructpauuu B CayxOe  1elI0npou3BOJACTBAa  IMEpElaeTcs B
COOTBETCTBYIOIIIEE TOIpa3iesieHue UM PaOOTHUKY OpraHU3aI|H JIJIs IEPEBO/Ia U TOCIeAYIOIeH
nepeJaud Ha pacCMOTPEHHME PYKOBOACTBA. VHas KOpPpECHOHAEHLMS HAa MHOCTPAHHBIX S3bIKax
nepesaeTcs Mo Ha3HAYSHUIO HETIOCPEICTBEHHO B CTPYKTYPHBIE MMOAPA3ICICHHUS.

5.24. [IlpeaBapuTenbHOE pacCMOTPEHHME MPOBOJUTCS B ILENAX  PACHPEAETICHUS
MOCTYMAIONIMX B OPraHU3allio JOKYMEHTOB Ha TpeOyrolue o00s3aTebHOTO PACCMOTPEHHS
PYKOBOJCTBOM  OpraHM3alliM W  HalpaBiseMble HEMNOCPEICTBEHHO B  CTPYKTYpHbIE
MOIpa3/IesICHus.

5.25. TlpenBapurenbHOE PACCMOTPEHUE BXOMSIIUX JOKYMEHTOB OCYIIECTBIISIETCS B
Cny>x0e 1eonpor3Bo/ICTBA MOCE PETUCTPALIMHA JOKYMEHTOB.

[IpenBapuTenbHOE PaCCMOTPEHUE MOKET MPOBOJIUTHCS 10 PErMCTPAIMM B CIIy4ae NOCTYIICHUS
JIOKYMEHTOB C OTMETKaMH, TPEOYIOIIMMHU HE3aMeIUTEIbHOTO PACCMOTPEHUS U HCIIOJHEHUS
JIOKYMEHTA.

5.26. IlpenBapuTenbHOMY  PACCMOTPEHUIO  MOJUIEKAT  BXOJASIIME  JOKYMEHTHI,
aJipecOBaHHbBIC B OPTaHU3ALIMIO U HA UMS €€ PYKOBOIUTEIIS.

JIoOKyMeHTBI,  aApECOBAaHHbIC  MOJPA3JEICHUSIM, PYKOBOAUTENISAM  MOAPA3ACICHUN U
CHenuaiucTaM, MepefaroTcsi B  CTPYKTypHble ToOJpa3aeieHuss 0e3 IpeaBapUTEIbHOrO
paCCMOTpeHI/Iﬂls.

5.27. llpenBaputenbHOE PACCMOTPEHHUE OCYIIECTBIISETCS UCXOS U3 OLICHKU COJEPKaHUs
BXOJSIIMX JIOKYMEHTOB, C YYE€TOM YCTAHOBIIEHHOI'O B OpraHU3allUM pacnpeeiaeHus
(GYHKIIMOHAJIBHBIX 0053aHHOCTEH MEX]y PYKOBOJHUTENEM OpraHU3allud, €ro 3aMeCTUTENSIMHU,
PYKOBOJMTEISAIMU CTPYKTYPHBIX MOJIpa3IeiIeHUM.

5.28. Ilo pe3ynbrataM HpeaBapUTEIBLHOTO PACCMOTPEHHUS AOKYMEHTBI pacHpelesitoTCs
Ha JOKYMEHTOIIOTOKHU, HAaIlpaBJIsieMbI€:

Ha pAcCMOTpPEHHE PYKOBOAMTENs OpraHu3aluu (JAOKYMEHTBHI, IOCTYIalollue H3 OpraHoB
TOCY/IapCTBEHHOW BIJIACTH, OPTaHOB MECTHOTO CaMOYIIPABJICHHUs, TOKYMEHTHI M0 Hamboiee
BKHBIM ¥ IPUHIIUITHATHHBIM BOIIPOCAM JIESITEIbHOCTH OpTaHU3aIlNH);

HA PACCMOTpPEHUE 3aMeCTUTENIe PYKOBOAMUTENS (JIOKYMEHTHI IO HAMPAaBICHUSIM JIEATEIHHOCTH,
KYPUPYEMBIX COOTBETCTBYIOIIUMH 3aMECTUTEISIMU );

Ha PACCMOTPEHUE UHBIX PYKOBOJUTEIEH, TTIABHBIX U BEAYLIUX CHEI[UAINCTOB;

Ha pacCMOTpPEHHE M HCIOJHEHHE B CTPYKTYpHbIE MOJpa3/eieHHs] IO HaMpaBiICHUSIM HX
JESATEIBHOCTH.

5.29. Ilo 3aBeplIEeHMH NPEIBAPUTEIBHOTO PACCMOTPEHMS JOKYMEHTBHI IEPENArTCs
COOTBETCTBYIOIIMM PYKOBOAMUTEINSM JUIsl PACCMOTPEHHUS U BHIHECEHUSI PE30IIOLUH (yKa3aHUH 10
WCITOJTHCHHIO ).

5.30. PaccmoTpeHHe JOKYMEHTOB PYKOBOJUTENIEM OCYILECTBISETCS B JIEHb IEeperadu
JOKYMEHTOB PYKOBOJUTENIO MJIU Ha CIEAYIONIMM pabouuii JeHb, €Clau JTOKYMEHTBI MepeaaHbl
PYKOBOJICTBY B KOHIIE paO0OYero JHs.

JIoKyMeHTBI, TpeOyIoLe CPOYHOTO PACCMOTPEHHS, a TaKXKe TeJIerpaMMbl U Tele(pOoHOTrpaMMbl
paccMaTpUBAIOTCS] PYKOBOAUTEIEM HE3aMEUIUTEIBHO.
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5.31. Pe3ynbrarhl paccMOTpeHUs JOKYMEHTa pPYKOBOAWUTEIEM OpraHU3allud, €ro
3aMECTUTENIIMHU, PYKOBOAMUTEISIMU TMOJpa3AeacHUl Oo(OpMISIOTCS B BHUIE PE30JIIONUU B
COOTBETCTBUU C IMYHKTOM 2.43 IIpuMepHON HHCTPYKIUH.

5.32. CaenmeHust 0 pPE30NIONUN (UCIIOJTHUTENb, COJEPKAHUE IOPYUYCHUS, CPOK
ucnonHenus1) cnenuanucrom CiyxObl aenonpousBojactsa BHocsaTes B DOPK C3/, mocne vero
UCIIOJTHUTENIN TMOJIy4aloT JOCTYH K DSJICKTPOHHOMY JOKYMEHTY WM JJIEKTPOHHON KOMHUH
JOKYMEHTA, €CJIM JJOKYMEHT MOCTYIMWI Ha OyMa)XKHOM HOCHUTETIE.

5.33. JIoKyMeHTBI, MOCTYIAIIKe Ha OyMa)KHOM HOCHTEINE, TOCJIe HMX PEruCTpallvH,
BKitoueHus: B COJl B BUi€ 2JIEKTPOHHBIX KOIUI U pacCMOTPEHUSI PYKOBOJCTBOM IEPEAOTCS B
COOTBETCTBYIOIIME CTPYKTYpPHbIE MOJpa3Ae/ieHUs] Ha WCIOJHEHUE WU MOMEIIAI0TCS B JENO B
Cnyx0e 1e10npon3BOICTBA B COOTBETCTBUU C HOMEHKJIATYPO J1e]1 OpraHU3aIHH.

Jns ¢ukcanuu dakra nepenayn BXOIAUINX JTOKYMEHTOB M UX KONHUM Ha OyMa)KHOM HOCHTENE
UCIIOJIHUTENISIM B CTPYKTYpPHBIE MOJPA3/EICHUs] MOTYT HCIOJIb30BaThCS KypHaJbl (peecTpbl)
nepesay JOKyMEHTOB.

5.34. Tlpu OyMaXxHOM JIOKyMEHTOOOOpPOTE MOJIMHHUKU BXOMSAIIUX JIOKYMEHTOB, B
Clly4ae Ha3HAUY€HUs HECKOJBbKUX HCIOJIHHUTENCH MepearoTcsi OTBETCTBEHHOMY MCIIOJHUTEIIO,
ocTajabHbIM ucnonHuTessAIM Ciyx0a J1e7101poU3BOJICTBA IIEPEJACT KOMUU JOKYMEHTA.

5.35. Ucxopsmue JOKYMEHTHI, 3aBU3UPOBAHHBIE BCEMU 3aWHTEPECOBAHHBIMU JTUIIAMHU U
MOJINUCAHHBIE PYKOBOJUTEIEM WM HHBIM YIOJHOMOYEHHBIM WM JIMLIOM, PErUCTPUPYIOTCS B
Crny>x0e 1e710Ipor3BOJICTBAa OPTaHU3AIHH.

5.36. Perucrpauus UCXOASIIUX JOKYMEHTOB OCYLIECTBIISETCS B J€Hb MOJANUCAHUS WU
HAa CIIeJYIOIUN pabounii eHb, €CIH JJOKYMEHTHI ObUIH MOAMKUCAHbI B KOHIIE pabovero JHS WM B
Hepabouee BpeMs.

5.37. TIlepen peructpauueil HCXoAAmIUX JOKyMeHTOB Ciyx0a aer1onpou3BoICTBA
IIPOBEPSIET MPAaBWIBHOCTh OPOPMIICHUS JOKYMEHTOB (B TOM 4YMCIIE HaJIUuue MOAINHCEH, BU3,
MPaBUJILHOCTh HAMHCAaHUS aApPECOB), a TaKXKe YKa3aHHBIX B UCXOAAIIUX JTOKYMEHTax
IPUJIOKEHNH, COOTBETCTBUE KOJIMYECTBA SK3EMIUIIPOB KOJIMUYECTBY aJlpecaToB IO YKa3aTelro
pacChUIKU, HATMYUE OTMETKU 00 MCIIONHUTETIE.

5.38. Ilpu perucrpanuu ucxonsmero nucbma B CDOJ] cBemenust o0 OTHpaBiIseMOM
nokymente ¢ukcupytorcss B OPK, K KOTOpoil mnpuKpemssercs 3JIeKTpOHHas KOMHUs
OTIIPABJISIEMOIO JJOKYMEHTA.

Ecmn OPK 6bu1a coznana B COJ] nmpu moAroToBKe MPOEKTa JTOKYMEHTa, TO MPH PErucTpaluu
UCXOJSIIIET0 JIOKYMEHTa B Hee JOOaBJISIIOTCS CBEIEHUS O PETUCTPALlMOHHOM HOMEpe, JaTe
pEerucTpanmy 1 Ipyrue cBeleHust 00 NCXOAsIIeM JOKYMEHTE.

5.39. PerucrpanmoHHblii HOMEP HUCXOMASIIETO JOKYMEHTa JOJKEH COCTOSITh U3 KOJIOB
(MHIEKCOB) B COOTBETCTBHM C MPUMEHSIEMBIMU KiaccH(UKaTOpaMH U TOPSIKOBOTO HOMEpa
JIOKYMEHTA B TpeJiesiax KaJeHJapHoro roja.

JlaTta perucrpanuy U perucTpallMOHHBIA HOMEP IIPOCTABIISIFOTCS HA OTIPABIIAEMOM IOKYMEHTE, a
TaK)K€ Ha KOIUHU HCXOMAILIETO JTIOKYMEHTa, OCTalolIeiics B Jiee, B COOTBETCTBUM C MYHKTaMU
2.35, 2.36 [IpumepHOIl HHCTPYKIIMH.

5.40. Mcxopammil JOKYMEHT, NOANHUCAHHBIA PYKOBOAMTEIEM OpPraHU3allMHM WIA WHBIM
YIOJIHOMOYEHHBIM UM JIOJDKHOCTHBIM JIMIIOM, TEPEaeTcs Ha OTIPaBKY, KOMHUS JOKYMEHTa Ha
OyMa)KHOM HOCHUTEJIE C BU3aMH IIOMEIIAETCS B JEJI0 B COOTBETCTBUU C HOMEHKJIATypOM JIell.
ONEKTPOHHBIE JOKYMEHTHI IIOCJI€ HX MOANUCAHUSA DJIEKTPOHHOW MOAMMCHI0 U OTHPAaBKU
azpecary xpansrtcs B 6a3e qaaasix CO/1.

5.41. B 3aBHUCHMMOCTH OT COJEpP)KaHUS M CPOYHOCTH JOKYMEHTBI, OTIPABISEMBIE W3
OpraHM3aliy, [OCTaBISIOTCS ajJpecaTaM CpelCcTBaMU IOYTOBOW, (eNbIbEerepckoil cBs3u,
CIEICBA3H, KypbEepOM, JKCIIPECC-IIOUTOM, a TaKXe IEpPEeAaloTCs 0 KaHajlaM 3JIEKTPOCBSI3U
(baxcummibHas CBs3B, Tenerpad, tenedoH, anekrponnas nmoyra, MDOJ10, CO/I).

OO0paboTka KOPPECTIOHIEHIIMM JJsl OTIPABKM IOYTOBOM CBS3bIO  OCYLIECTBISETCS B
COOTBETCTBHUH ¢ IIpaBHIIaAMHI OKA3aHHSL yCIyT TIOYTOBOI CBS3U ™.
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5.42. JloxyMeHTBl, HE HUMEIOUIME aJPECHOM 4YacTH, NPUHHUMAIOTCA Ha OTIPABKYy C
COIIPOBOJIUTENIHBIMU TMHCbMaMH (32 HCKJIFOYEHUEM KOIUH pachopsIUTEIbHBIX JOKYMEHTOB,
HaIpPaBJIIEMBIX B I10JIBEJOMCTBEHHbIE OPraHU3aLINN ).

HenpaBwibHO 0(OpMIIEHHBIE TOKYMEHTHI M KOPPECIOHAEHLMS HECIyKeOHOro Xapakrepa K
OTIIPAaBKE HE IPUHUMAIOTCS U BO3BPAILAIOTCS UCIIOJIHUTEINIO.

JIOKyMeHTBI, THOJJIeXKalle OTIpaBKe, JOKHBI 00pabaThIBaThCA M OTIPABIATHCS B JIEHb UX
MOJIMCAHUS ¥ PETUCTPAIIMU WM Ha CIEAYIOUINA pabouuii 1eHb.

5.43. JlochlKa WIM 3aMEHa DPAaHEe OTIPABICHHOIO JOKYMEHTa OCYILECTBIISETCS IO
YKa3aHHUIO JIMLA, TOANNCABILIETO TIOKYMEHT.

5.44. IlpoxosxaeHne BHYTPEHHUX JTOKYMEHTOB Ha 3Talax UX MOATOTOBKU U O(POPMIICHUS
JIOJIKHO COOTBETCTBOBATH IIPOXOXACHUIO UCXOJAIIMX JOKYMEHTOB, a Ha 3Talle UCIOJIHEHMS -
BXOJSILINX JOKYMEHTOB.

5.45. IlpoexkTel pacHoOpsAUTENbHBIX JOKYMEHTOB  (IIPUKA30B, PpPACHOPSIKEHMI),
IOArOTOBJIEHHBIX Ul MTOANNCAHUSA, I10CJIE TOATOTOBKH U COIVIACOBAHUS C 3aMHTEPECOBAHHBIMU
munamu  niepenatorcs B CioyxOy /€I0mnpoM3BOACTBAa JJIE IPOBEPKU IMPABUIBHOCTU MX
odopMIICHHUS.

5.46. IlpaBunbHO OGOpPMIICHHBIE MPHUKA3bl, PACIIOPSHKCHUS TEPENAlOTCS Ha MOJIHUCH
PYKOBOIMTEIIO OPraHU3alui UM MHOMY YIIOJJTHOMOYEHHOMY UM JIMILY.

5.47. [lloanucaHHble MpPHUKa3bl, pPaCHOPSIKEHUS] IO OCHOBHOM  JESITEIbHOCTU
peructpupytorcs B Ciryx0e 1e10npon3BoICTBA 0
[TpukazaMm, pacropssKeHUsIM 110 OCHOBHOM JI€ATENIbHOCTH MPUCBANBAIOTCS MOPSIIKOBbIE HOMEpA
(Mo KaxAoW rpymne AOKYMEHTOB OTJENbHO) B NpeAenax KaneHaapHoro rona. IlopsaxoBbliit
HOMEp TOKYMEHTa MOKET JIOTIOHATHCS OYKBEHHBIM WM IIU(PPOBBIM UHJIEKCOM, 0003HAYAIOIINM
IIPUHAJJIEKHOCTh JOKYMEHTA COOTBETCTBYIOLIEHN IPYIIIIE JOKYMEHTOB.

CBeneHusi 0 pErucCTpUpPyEMBbIX IpHUKa3axX, pacnopspkeHusx BHocsTess B COJ] wnm B uHbBIE
pEerucCTpaliMOHHO-Y4YeTHbIe (OpMbI Ha OyMa)KHOM HOCHUTENIE WIM B 3JIEKTPOHHOH ¢dopme B
COOTBETCTBUU C MMyHKTOM 5.54 TIpuMepHON HHCTPYKIUH.

5.48. TloaIMHHUKY NPUKA30B (pacTopsKeHU) IO MECTY UX perucTpanuu GopMupyroTcs
B JieJla B COOTBETCTBMM C HOMEHKJIATYpO#l JieJl OpraHu3aluyd B COOTBETCTBUU C MyHKTOM 8.20
IIpuMepHON UHCTPYKLIUH.

Konuu npukasos, pacnopsKeHHIl pacchUIaOTCSI UCHOJHUTENSAM W MHBIM 3aMHTEPECOBAHHBIM
JMIIaM B 3JIEKTPOHHOW (opMe WiIM Ha OyMa)KHOM HOCHUTENE B COOTBETCTBUM C YKazaTelleM
PacChUIKH.

Konuu npuka3oB, pacnopspkeHHi, paccblUlaeMble Ha OyMa)kKHOM HOCHTENE, 3aBepsloTCs B
COOTBETCTBUU C MyHKTOM 2.51 IIpuMepHON HHCTPYKIUU.

5.49. Ilporokounbl 3aceqaHuil, COBELIaHUI, MPOBOJUMBIX PYKOBOJCTBOM OpTaHU3AlMH,

peructpupyiorcst B CiyxOe Jel10Mpou3BOJICTBA WM CEKPETapsIMU  COOTBETCTBYIOIIMX
PYKOBOJIUTEIIEH.
[IpoTokonbl 3aceqaHuii, COBELIAHWI, NTPOBOAMMBIX KOJUIETHMAJbHBIMU (COBEIIATEIbHBIMH)
OpraHaMH, KOMUCCHUSIMU WM B CTPYKTYPHBIX IIOJIPA3AEIEHUSAX OPraHU3alud, PETUCTPUPYIOTCS B
MOJIpa3/ieNIeHUsIX, OTBETCTBEHHBIX 32 OPraHM3allMI0 U MpoBeaeHre MeponpusaTusa. Konuu takux
IIPOTOKOJIOB TOTOBSATCA K PACCBIIKE M PAacChUIAIOTCS CTPYKTYPHBIM IOJpa3JElICHUEM,
OTBETCTBEHHBIM 32 OPTaHU3AIIMIO U ITPOBEICHUE MEPOTIPUSATHS.

5.50. IIporokosiaM IprCBauBarOTCs OPSAAKOBBIE HOMEPA B Mpeeiax KaJleHIapHoro rojaa
WM Tiepro/ia paboThl BpeMEHHOM paboueil rpymmbl (KOMUCCHM) 10 KaXKIOW IpyIIe IpOTOKOJIOB
OTJIENBHO.

[TofIMHHUKY TPOTOKOJIOB MO MECTY MX PErucTpanuu GopMUPYIOTCS B Jiejla IO HOMEHKJIAType
JIEJI OpraHu3aluy B COOTBETCTBUU ¢ TyHKTOM 8.20 [IpumepHOil HHCTPYKIIMH.

5.51. BHyTpeHHHME JOKYMEHTbI Ha HUMS PYKOBOJIUTENS JPYroro CTPYKTYpPHOTO
noapasaenenust peructpupytorcss B COJ] wnu (npu orcyrctBuu COJl uam OTCYTCTBUU
BO3MOYKHOCTH 3aperHCTPUPOBATh BHYTpeHHHH 1okymMmeHT B CDJI) peructpupyrorcs B
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NOJpa3Je/IEHNH, CO3JaBUIMM JOKYMEHT. 3aperucTpUpOBAHHBIM JOKYMEHT IEpENaeTCs
HEINOCPEICTBEHHO B MOJpa3/ieJIeHHE - a/ipecar, B KOTOPOM IIOBTOPHO HE PETUCTPUPYETCS.
5.52. Ilpu Britouenuu B COJI BXOASIIMX TOKYMEHTOB, UX PErMCTpPALlMH, PACCMOTPEHUN
u ucnoiaHenuu B DPK BHocsTCA cienyromnye cBeIeHus: 0 JOKyMeHTe
a) HAMMEHOBAaHUE OpraHu3aluu (KOPPECTIOHIECHTA);
0) ampecar;
B) HAMEHOBaHUE BUA JOKYMEHTA;
T) JaTa MOCTYIMUBIIETO TOKYMEHTA,
1) pETUCTPaLlMOHHBIM HOMEP OCTYIUBIIETO JOKYMEHTA;
€) IOJKHOCTh, (haMUIIHUS U UHUIHAIIBI JIUI[A, TOANKUCABLIETO TI0KYMEHT;
) J1aTa MOCTYIJIEHUS! IOKYMEHTA;
3) BXOJSIIUI pEruCTPallMOHHBINA HOMEp;
1) 3ar0JIOBOK K TEKCTY (KpaTKOE CofiepKaHUe JOKYMEHTA);
K) KOJIMYECTBO JTUCTOB OCHOBHOTO JIOKYMEHTA;
J) OTMETKa O TPWIOKEHUU (KOJUYECTBO MPWIOKEHHH, oO0liee KOJUYECTBO JIUCTOB
MIPUITOKEHU );
M) CBEIEHUS O CBSI3aHHBIX JOKYMEHTaxXx (HauMMEHOBaHME BMJA JIOKYMEHTa, J1ara,
pPErUCTPaLlMOHHBIN HOMEp, THII CBS3H);
H) pe3oitonus (MCIOJHUTENb (HMCIOJHUTENN), IMOPYYEHHE, JODKHOCTHOE JIMIIO, JIaBlee
MopyuyeHue, 1aTa);
0) CPOK HCIIOJIHEHUS JOKYMEHTA,
1) UHJIEKC JieJia IO HOMEHKJIAType Aell;
P) CBelleHus O Nepeajipecaliii JOKYMEHTa;
C) OTMETKa O KOHTPOJIE;
T) TpU(Q OrpaHUYEHUS TOCTyNa K TOKYMEHTY;
y) CBe/IeHUs 00 3JIEKTPOHHON MOIMHCH;
&) pe3yabTar MPOBEPKHU AIEKTPOHHOU noxmucH>.,
5.53. Ilpu Bxmouenuu B COJ] ucxoasmumx gokymMeHToB B DPK BHOCATCS cienyromniye cBe1eHHs
0 TIOKyMEHTE:!
a) agpecar;
0) NOKHOCTh, paMHUIINS U MTHULMAJIBI JIUIA, TOAMUCABIIETO JOKYMEHT;
B) HAMMEHOBaHHUE BU/Ia IOKYMEHTA;
I) JaTa JOKyMEHTa;
1) pEeTUCTPallMOHHbII HOMEpP IOKYMEHTA;
€) 3aroJIOBOK K TEKCTY (KpaTKoe CofiepKaHhe JTOKYMEHTA);
’K) CBEIEHHMs O CBS3aHHBIX JIOKyMEHTax (HaMMEHOBaHHUE BHUJAA JIOKyMEHTa, JaTa,
pPErucTpallMOHHBIA HOMEp, THII CBSI3H);
3) KOJIMYECTBO JIMCTOB OCHOBHOI'O JJOKYMEHTA,
1) UHCKC JIeNIa 0 HOMEHKJIIAType e,
K) OTMETKa O TPWIOKEHHH (KOJTUYECTBO NPUIOKEHUH, oOlee KOJIWYeCTBO JIMCTOB
MPUIOKEHUN);
) rpud OrpaHUYEHHS TOCTYIA K TOKYMEHTY;
M) MOApa3/ieJeHHe - OTBETCTBEHHBIN HCIIOIHUTEND JOKYMEHTA;
H) CBEICHUS 00 3JEKTPOHHOM MOJIIHCH.
5.54. ITpu Bxmrouenun B COJ] BHyTpeHHHMX NOKymMeHTOB B DOPK BHocATCs ciepyromue
CBEJICHMS O ILOKyMCHT623:
a) HaMMEHOBaHMe MOAPa3/IeJIeHHUs], TOATOTOBUBIIETO MPOEKT JOKYMEHTA;
0) HaMMEHOBaHUE BU/IA JIOKYMEHTA,
B) JaTa IOKYMEHTa;
') pETUCTPALIMOHHBIN HOMEP T0KYMEHTA,
1) TOJKHOCTD, (haMUIIMSI 1 MHUIMAIIBI JTUIA, TOAMKUCABILEro JOKYMEHT;
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€) CBEIeHUs O CBSI3aHHBIX JIOKYMEHTax (HaMMEHOBaHWE BHUAA JOKYMEHTa, Jara,
PEruCTpallMOHHBIA HOMEp, THII CBSI3H);

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

3) OTMeTKa O TMPWIOKEHUH (KOJMYECTBO TMPUIIOKEHHUH, o0Illee KOJIMYEeCTBO JIMCTOB
PUIOKEHUN);

1) UHJIEKC JieJia IO HOMEHKIAType Aell;

K) YKa3aHus 110 UCTIIOJHEHHUIO JIOKYMEHTa (MCIIOJHUTENb, TOPYUYECHHE, JaTa UCIIOJIHEHHUS ),

J) OTMETKA O KOHTPOJIE;

M) rpu¢ OrpaHUYEHUS TOCTYIA K JTOKYMEHTY;

H) mojapas3aenceHue (JOHKHOCTHOE JIMIO) - HCHOJHHUTENb (OTBETCTBEHHBIM HCIIOTHHUTEID)
JIOKYMEHTA.

JlomoNMHUTENBHO K YKa3aHHBIM CBEJCHUSAM O BXOMSIINX, UCXOAAIIUX U BHYTPEHHUX JOKYMEHTaX
B OPK CD/] MOryT BHOCUTBCS] MHBIE CBE/ICHUS.

5.55. Yuer konuyecTtBa JOKYMEHTOB, MOCTYNHUBIIHMX, CO3/IaHHBIX, OTIPABICHHBIX 3a
ONpEENICHHBI MEpHOJ] BPEMEHH, MOXKET IPOBOAUTHCA IO OpraHu3aludd B LEJIO0M, IO
OTJICIbHBIM CTPYKTYPHBIM TMOJPA3Je/IeHUsIM, IO TPYIIaM JIOKYMEHTOB, KOPPECIIOHACHTaM,
JEHCTBUSAM, IPOU3BEACHHBIM C JOKYMEHTaMH, M JPYIHMM IapaMeTpaM, HEOOXOIUMBIM s
aHanu3a paboThl ¢ JOKYMEHTaMH B LIETISIX €€ COBEPIICHCTBOBAHMUS.

5.56. Ilpu yuete oObeMa JOKYMEHTOOOOPOTA MOJCUNTHIBACTCS KOJIHMYECTBO JOKYMEHTOB
BBIICTICHHOW TPYMIbl. YYeT KOJUYeCcTBa JOKYMEHTOB MpoBoAUTCS 1o AaHHbM CO/I,
perucTpaloHHO-Y4YETHBIX KYPHAJIOB U KapTOTEK.

5.57. 3a enuHuIly y4yeTa KOJMYECTBA JOKYMEHTOB NPUHHUMAETCS EIMHCTBEHHBIN
AK3EMIUISAP JOKYMEHTa (HOJUIMHHMK WJIM KOMNMS, €CIM KOMHs - €AMHCTBEHHBIH 3K3EeMIULIP
JIOKYMEHTa B OpraHu3allid, HampuMep, KOMMsS HCXOAALIEro nucbMa) 0e3 ydera KOMHi,
CO3/aBacMbIX NpHU Te€YaTd U KONMHUpPOBaHMM (THpakupoBaHuu). Komuum [TOKyMEHTOB MpH
HEO0XO0/IMMOCTH aHaJIM3a YUYUTBIBAIOTCS OTAEIBHO.

5.58. Pesymbrarel yuyerta oOBbeMa JOKYMEHTOOOOpPOTa B OpTaHM3AIllMU E€XKETOIHO
obo0matorcst Ciryx00i 1enoNnpon3BOACTBA U MPEICTABIAIOTCS PYKOBOACTBY B BHJIE OT4YETa 00
00beMe TOKYMEHTO000pOTa 3a TOJI.

6. KoHTpoJIb HCIIOTHEeHHSI JOKYMEHTOB (IOpYy4eHui)

6.1. KoHTponmb WCIONHEHHS TOKYMEHTOB (TIOpyYeHHi) BemeTcs B IeNsiX UuX
CBOEBPEMEHHOT'0 M KaU€CTBEHHOI'0 MCIIOJIHEHNUS.

6.2. KOoHTpOJIb UCTIOJIHEHUSI IOKYMEHTOB (TTOpYYEeHU) BEACTCS:

PYKOBOJMTENEM WM UHBIM JOHDKHOCTHBIM JIMIIOM OPTaHU3AIMH - UCIOIHEHUS JOKYMEHTOB
(mopy4eHuii) o cyImecTny;

Cnyx00#f 1e70mpOU3BOACTBA OpPraHM3ALUMU U OTBETCTBEHHBIMH 3a JIEJIONPOU3BOJICTBO B
CTPYKTYPHBIX MOJIpa3IeNIEHUsIX - CPOKOB UCIOJHEHUS TOKYMEHTOB (TIOpyUYEHUil).

B Cnyx06e nenonpou3Bo/CcTBa EHTPATU30BAHHOMY KOHTPOJIIO MOJIEKAT 3apErUCTPUPOBAHHBIE
JIOKYMEHTBI C OTMETKOM 0 KOHTpoJie («KOHTpOIbY), MpOCTaBIsieMO B COOTBETCTBHH C MTYHKTOM
2.54 TlpuMmepHON HMHCTPYKLMH, a B CTPYKTYPHBIX IOJpa3leJCHUsAX OpraHu3aluu - BCE
3aperucTpUpPOBaHHBIE JOKYMEHTHI, TPEOYIOIINe UCTIOTHEHUSI.

6.3. PacniopsiauTenbHble TOKYMEHTBI, IPOTOKOJIBI 3acE€AaHMi (COBELaHMI), coAepKalne
MOPYYEHUs C KOHKPETHBIMU CpPOKaMHU MCIIOJHEHUS, CTaBSITCS Ha KOHTPOJIb IO KaXKIOMY
MOPYUYEHUIO OTJIEIBHO.

6.4. KoHTpOJIb CPOKOB HCTIOTHEHUS JOKYMEHTOB (IIOpYy4YEHUI) BKIIIOYAET B ceOsl:
MIOCTAaHOBKY JIOKYMEHTOB (TIOpy4€HUil) Ha KOHTPOJIb;

MIPOBEPKY CBOEBPEMEHHOCTHU JAOBEICHUS TOKYMEHTOB (TIOPYUYEHHI) 10 UCIIOTHUTENEH;
IpeBapUTENbHYIO TPOBEPKY M PETyTUPOBAHHE X0/1a UCTIOIHEHUS TJOKYMEHTOB (TIOpyUYeHH);
CHATHE C KOHTPOJIS IOKYMEHTOB (TMIOPyYEHU);

yueT, 0000IIeHNe U aHAJIU3 PE3YIIbTATOB X0 CTIOIHEHUS TOKYMEHTOB (TIOpyUYeHHi);
MH(OPMUPOBAHUE PYKOBOAUTENEH O X0/1€ UCIIOIHEHUSI JOKYMEHTOB (ITOPYUYEHUIN) U COCTOSTHUU
UCTIOJTHUTENIbCKOM TUCIIUIUIMHBL.
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6.5. Cpoky UCIIOJTHEHUS TOKYMEHTOB (MIOPYYEHMI ) MCUUCIISAIOTCS B KaJICHAAPHBIX JTHSAX.
Ecnu nocnennuii 1eHb Cpoka UCHOIHEHHs JOKYMEHTa (IIOpyYeHHUs) MPUXOJUTCS Ha Hepabouunit
JI€Hb, TO JIOKYMCHT IOJIJIC)KHUT UCIIOTHEHUIO B OJIMIKAUIIINK CIICYIONUI 32 HUM pa0O4uil IeHb.
Jlata wucnomHeHHs JoKyMmeHTa (mopydeHus) ¢ukcupyercs B DOPK CDJl wm wHOU
PETUCTPAIIMOHHO-YYETHOW (OpMe, HCIOIB3YEeMOW MJIsi OTCIEKUBAHHUS CPOKOB HCIIOJTHEHHS
JIOKyMeHTA (TIOPYYCHHS).

Cpoku UCHOJIHEHMSI TOKYMEHTOB (MOPYYEHMil) YCTaHABIMBAIOTCA PYKOBOJIUTENIEM, UCXOASl U3
CPOKa, YCTAaHOBJICHHOTO OpraHu3alyei, HalpaBUBLICH JOKYMEHT, UM CPOKOB, YCTAHOBJICHHBIX
3aKoHoAarenbCcTBOM Poccutickoit denepanuu.

6.6. JlokyMeHTHI (ITOpyUYeHUs1) MOJUIekKAT UCTIOIHEHUIO B CICAYIOIINE CPOKH:

C KOHKPETHOM JaTOW HUCIIOJIHEHUS - B YKa3aHHBIN CPOK;

0e3 yka3zaHusi KOHKPETHOM J1aThl UCIIOJIHEHHUS, UMEIOIIHNE B TEKCTE TOMETKY «BEChbMa CPOYHOY - B
TEYEHHE OJHOIO JHS, «CPOYHO» - B 3-THEBHBIM CpPOK; «oneparuBHO» - B 10-IHEBHBIN CpOK;
OCTaJIbHBIC - B CPOK He Oosiee 30 nHEl;

110 MapJIaMEHTCKUM 3aIlpocaM - He M03/Hee yeM uepe3 15 aHel co JHS NOodydYeHHUs;

no 3anpocam wieHoB Cosera @enepainuu, nenyratoB ['ocyaapcTBenHoi Jymbl (nemyrarckoMmy
3ampocy) He no3aHee yem uepes 30 aHei co qHS MOJTydeHHUS.

M0 MEKBEJJOMCTBEHHBIM 3aIlpocaM O MPEACTABICHUU JOKYMEHTOB U (WIK) HHGOPMAIIUU B LENSIX
[IPEIOCTABJIEHUSI TOCYIApPCTBEHHBIX M MYHHUIMNAIBHBIX yCIyr - 5 pabouyux JHEH co JHS
MOJTyYEHUs 3ampoca, eCiiu 3aKoHoAaTenbcTBOM Poccuiickoii denepannu HE YCTAaHOBIEH WHOM
CpOK;

1o oOparieHusM rpaxaas - 30 THel co JTHS perucTpaIyH.

6.7. IlpuocTaHOBUTH MCIIOJIHEHHE KOHTPOJIBHOTO JOKyMEHTa (IIOpYy4YEHHUs), a TaKkKe
OTMEHHUTb €ro0 MOXET PYKOBOJIWTENb, IOANMUCABIIMN JOKYMEHT WM JAABIIUN IOpYyYEHHUE
(ykazanue).

6.8. B memsix CBOEBPEMEHHOTO HCIONHEHUS] JOKYMEHTOB, MOpydeHHi (ykasaHwuii),
MIOCTABJIEHHBIX HA KOHTPOJIb, paboTHUK CiayxObl JeJI0NpPOU3BOJCTBA, OTBETCTBEHHBIM 3a
BEJICHUE KOHTPOJII HCIIOJHEHUS JOKYMEHTOB, TIIPOBEPSIET CBOEBPEMEHHOCTh JOBEIEHUS
JIOKYMEHTA (TIOpYYEeHHMsI) 1O UCTIOJIHUTEIS.

6.9. Ecnu cpok MCHOJHEHUS TOKyMEeHTa (MOpYyYeHUs) MPEBBILACT OJUH MeCll, B LEIX
o0ecrieyeHHss  CBOEBPEMEHHOI'O  HCIIOJIHEHUS  JOKYMEHTa  (MOpYy4YeHHs]))  MPOBOJIUTCS
OpeBapUTENbHbIH KOHTPOJIb M HAIIOMMHAHUS HCIOJHUTENSAM O MNpUOIMKEHUH CPOKOB
WCIIOJTHEHUS TIOKYMEHTOB (TTOpYUYEHUH ).

6.10. ITpenBapuTENbHBIM KOHTPOJIb OCYIIECTBIISIETCS B CIEYIOIIEM MTOPSIIKE:
JIOKYMEHTOB (ITOpY4€HHUI) TIOCTIEAYIOIIMX JIET - HE PeXKe OJHOT0 pa3a B IoJl;

JIOKYMEHTOB (TMOPY4YEHMI) MOCIEAYIOIUX MECALIEB TEKYIIEro roja - HE PeXe OJHOro pa3a B
MeCsIII;
JIOKYMEHTOB (ITOpYYEHMI) TEKYILEro Mecsla - 3a 5 THEeH 10 UCTeUeHUs CPOKa UCTIOTHEHHUS.

6.11. HanomMuHaHWe WCTIOTHHUTEISIM O TMPUOJIMKEHUH CPOKOB MCIIOJIHEHHS JOKYMEHTOB
(TTOpy4eHHit) MOKET OCYIIECTBIATHCS B aBTOMaTHYECKOM pekuMe mocpeactoM COJI.
Hanomunanus wucnomHutensM, a Takke uHbopManuss 00 MCIOIHEHHH JOKYMEHTOB
(mopyueHwuii), mnoiydeHHas OT wucnoiHurtened, ¢uxcupyrorcs B OPK COJl wmnam wuHBIX
PErUCTPALlMOHHO-YUETHBIX (hOpMax, HMCIOJIb3YEMbIX JUIsl KOHTPOJS HUCIOJHEHHs JIOKYMEHTOB
(mopyueHwuii).

6.12. Ilpu HEOOXOAMMOCTH M3MEHEHMsI CpPOKa HUCIOJHEHHS JOKyMEHTa (IOpy4eHHs)
OTBETCTBEHHBIH HCIIOIHUTENb 00s3aH MPEICTABUTh HA UMS PYKOBOJIUTES, JABIIETO MOpyUYEHHE,
obocHOBaHUE (CITYKEOHYIO 3alMCKy) O MPOJJICHWU CPOKa C YKa3aHWEM NMPUYHMH MPOIJICHUS U
JIaThl UCTIOJTHEHMSL.

OOocHOBaHWE TMPOJICHUS CpPOKA WCIOTHEHUS JOKyMeHTa (MOpYy4YeHHs) AOHKHO OBITh
HAIpPAaBJIEHO COOTBETCTBYIOIIEMY PYKOBOJUTEIIO HE MO3HEE, YEM IO UCTEYEHUHU ABYX TPETHHUX
CpOKa MCTIOJIHEHUSI IOKYMEHTA (TIOPYUCHHUS ).
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OO0 u3MEHEHMM CpOKa MWCIOJHEHHs JOKYMEHTa (IOpY4YEeHHs) OTBETCTBEHHBIH HCIIOJIHUTEIh
uHpopmupyet Ciayx0y 1en10npor3BOACTBA” .

6.13. JlokymMeHT (MOpy4Y€HHE) CUMTACTCS HMCIOJHEHHBIM, €CIIA MPHUHATHI pPEHICHUsl Mo
MOCTaBJICHHBIM BOIPOCAM, IMOATOTOBIIEHBI COOTBETCTBYIOIIUE JOKYMEHTHI, HalpaBieHa CIpaBKa
00 HCIIOJIHEHMU B COOTBETCTBYIOLME OpraHbl BJIACTH (OpraHM3alMM) WM JaH OTBET I10
CYIIECTBY 3aMHTEPECOBAHHBIM JIUIAM.

Pemenne 00 MCIOMHEHMH AOKYMEHTa (MIOPYYEHHs) IPUHUMAET PYKOBOIMTENb, MOCTABUBIIHMA
JOKYMEHT (TMOpydYeHHE) Ha KOHTPOJIb, C o00s3aTenbHbIM HHPOpMUpOBaHUEeM Ciry OBl
JIEJIONPOU3BO/ICTBA OPraHU3ALIUH.

Ha ucnonneHHOM AOKyMEHTE MpPOCTaBIsSIeTCS OTMETKAa O HANpaBICHUM JOKYMEHTa B JI€JO B
COOTBETCTBUH C IMyHKTOM 2.55 [IpuMepHOI MHCTPYKLINH, CBEACHUS 00 UCIOTHEHUU TOKYMEHTa
(mopyuenusi) BHocsaTcss B OPK CDJ[ wuimm WHYHO perucTpaliMOHHO-YYETHYIO —(GopMmy,
UCIOJIb3YEMYIO JUUIsl KOHTPOJISL UCIIOJTHEHHUSL.

6.14. JlokymeHTHl (MOpY4YeHHs), HE CHATbIE C KOHTPOJISL, a TaKkKe JIOKYMEHTHI
(mopy4eHust), CpOK UCIOJHEHUS] KOTOPBIX HE IPOAJIEH, CYUUTAIOTCS HEUCTIOJTHEHHBIMHU.

6.15. Cnyx0a nenonpous3BOJICTBA OPraHU3AlUU AHATU3UPYET COCTOSHUE U PE3YyIbTaThl
MCIIOJIHEHUS IOKYMEHTOB (IIOPYUYEHHI) U COCTOSIHUE UCTIOIHUTENbCKOW JUCIIUIIINHBL:

B TMOpSIKE TPEIBAPUTEIHLHOTO KOHTPOJIS HAIMpaBisieT B CTPYKTYpHbIE TOJpa3AelieHus
OpraHM3ali HAIIOMUHAHUS O JJOKYMEHTaX, CPOKH UCIIOJIHEHHUSI KOTOPBIX UCTEKAtOT (3a 3-5 nHel
JI0 OKOHYAHUS CPOKA UCTIONHEHUS TOKYMEHTA);

pa3 B Mecsdll M 10 OKOHYAHMU ToOJa PYKOBOJIUTENIO OpraHu3allud U PYKOBOIUTEISAM
CTPYKTYPHBIX MOJpa3AeICHUI HaIMPaBIsIeT OTYETHl O KOJINYECTBE JOKYMEHTOB, UCIIOJIHEHHBIX B
CPOK, MCIIOJIHEHHBIX C MPOJJIEHUEM CpPOKa HCIIOJIHEHUS, HE HCIOJHEHHBIX, HaXOISIIUXCS Ha
UCIIOJHEHUM TI0 OpraHu3aluyd B LEJIOM, [0 CTPYKTYPHBIM IOAPA3JEICHUAM MW, IpU
HEO0OXOJIUMOCTH, - 110 OTAEIbHBIM UCIIOJHUTEISIM.

7. Opranusanusi padboTbl HCIIOJTHUTEJIA C JIOKYMEHTAMU

7.1. McnionHuTENb MONMYYaeT JOKYMEHTHI HAa UCIOJHEHHUE B JIEHb UX PACCMOTPEHMS MU
Ha clenyrouuii pabounii 1€Hb B COOTBETCTBUU C PE3OJIIOLMSIMHM PYKOBOJCTBA OpPTaHU3AlMU U
pykoBoguTens — nozapasnencHus.  CpouHble  TOKYMEHTBl — INE€PENAIOTCA  MCIOJIHUTEIIO
HEe3aMe/UINTEIbHO.

7.2. JIOKyMEHTBI, NOCTYyNAKOUIME B CTPYKTYPHOE IOAPA3JEICHUE C PE30THOLUAMU
PYKOBOJICTBA, MEPEJAIOTCS PYKOBOAMTENIO MOApa3ieneHus. Ecau JOKyMEeHT, NOCTyNMBIINN Ha
UCIIOJHEHUE B TOJPA3AEICHUE, HE HMEET OTHOLIEHWS K KOMIETEHIMM NOJpa3zeiieHus,
PYKOBOJUTEIND MOAPA3JIEICHNUs B TOT € JeHb WIN Ha CIEeAyIOIIMi pabouuil AeHb BO3BpAILAET
ero B CuyxOy Jenonpou3BOJACTBA JUId pELISHHs BOIpoOca O IepeHanpaBleHHH €ro Ha
HCIIOJTHEHHE B JIPYroe Mojipa3zesieHue (JIpyroMy UCIIOTHUTEIIO).

7.3. UcniosnHEeHNE JOKYMEHTA NIPEAYCMATPUBAET:
cOop U aHAM3 HEOOXOAMMOM UH(POPMAIINH;

MOJTrOTOBKY IPOEKTa TIOKyMEHTa U ero 0popMIICHHE;

COIJIacOBaHMUE MPOEKTA JOKYMEHTA C 3aMHTEPECOBAHHBIMHU JIHIIAMH;

opabOTKYy MpOEKTa JIOKYMEHTa I0 3aMEeuYaHHsM, MOJyYeHHBIM B XOJ€ COTJIacOBaHMS U, TpHU
HEO0OXOIMMOCTH, - IOBTOPHOE COTJIACOBAHUE);

MOJTrOTOBKY CHHCKa (yKa3aTelis) PacChUIKM JOKYMEHTAa, €CIU JOKYMEHT aJpEecoBaH TIpyIie
OpraHu3aIuii;

npe/CTaBIeHNE MPOEKTa JOKYMEHTA Ha OAIKCH (YTBEPXKIEHUE) PYKOBOJCTBY;

MOJrOTOBKY JIOKYMEHTA K OTIPABKE U Mepeiady KOMUHU JOKYMEHTa B JIEJI0 .

7.4. Ilpu HampaBlIeHUM JOKYMEHTa HECKOJBKUM HCIOJIHUTENSM OTBETCTBEHHBIM 32
MOJTOTOBKY MPOEKTA JOKYMEHTA SIBJISIETCSI MCTIOIHUTENb, YKa3aHHBIN B PE30JIIOLIUU MTEPBBIM UITU
0003HaUCHHBIH B PE30JIIOIIMH KaK OTBETCTBEHHBIN UCIIOTHUTENb.

7.5. OTBETCTBEHHBIM HCIOJHUTEIb HWMEET IMPaBO [1aBaTh MOPYYEHUS] OCTaJIbHBIM
UCTIOJIHUTEIISIM, MIPOBOAUTH paboune COBEIIaHMs Ui BBIPAOOTKH COBMECTHOTO pereHus. Bce
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VCIIOJIHUTENIN B PaBHOW CTENEHU OTBETCTBEHHBI 38 CBOEBPEMEHHOE U KAUYECTBEHHOE UCIIOJIHEHUE
IOpPYYEHUs] U TPEACTaBICHUE OTBETCTBEHHOMY HCIOJHMTENIO B YCTAHOBJICHHBIE UM CPOKH
HEOOXOUMBIX MaTepUaioB (IIPOEKTOB TOKYMEHTOB, CIPaBOK). McroJHUTENN HE MMEIOT IpaBa
OPEACTaBIATh  NPOEKThl  JIOKYMEHTOB  PYKOBOJIMUTENIO, JaBLIEMY MOpPYYEHHE, MHHYs
OTBETCTBEHHOI'O UCIIOJIHUTEIIS.

7.6. B ciydae oTcyTCcTBUS UCIIONHUTENS (KOMaHAMPOBKA, OTIIYCK, 00JI€3Hb) TOKYMEHT 110
yKa3aHUIO PYKOBOJUTEIS MOIPA3/IEICHUS TIepelacTCs APYroMy UCIOIHHUTEIO ¢ 0053aTeIbHBIM
cooOuieHreM ero (paMumiuy Ienonpou3BOIUTENIO MOIPA3AEICHUS [l BHECEHUS! NU3MEHEHUH B
OPK nokymenta B COJl uiu HHYIO PETUCTPAIIMOHHO-YUETHYIO (hopmy.

7.7. 1lpu yBOJIBHEHMM WJIM TEepexoje Ha APYroi ydacToK pabOThl COTPYAHMK OO0s3aH
CAaTh JOKYMEHTBl M Ji€Jla PYKOBOAMTENIO IOJPA3AEICHUS WIM IO €ro YyKa3aHHI0 BHOBb
Ha3HAYEHHOMY COTPYJIHMKY (B cllyuyae HEOOXOJUMOCTH, - IO aKTy IpHUeMa-Iiepeaadn, B KOTOPOM
YKa3bIBAIOTCSA BHJbI JeN (3arojIOBKM JIe1) U MX KOJMYECTBO M KOTOPBIM IOJMMCHIBAETCS
pabOTHUKOM, EPEAABIINM JOKYMEHTHI, U pAOOTHUKOM, IPUHSBIINAM JTOKYMEHTHI).

7.8. Pe3ynapTaroM = HCHNONHEHHUS  JOKYMEHTa  SIBJISIETCS  INPOEKT  JOKYMEHTa,
HOJrOTOBJICHHBIH UCTIOJIHUTEIIEM.

[TpoekT 1oKyMeHTa CO BCEMH HEOOXOAMMBIMU MTPUIIOKEHUSMH, HalleuaTaHHbIA U 0(OPMIIEHHBII
B COOTBETCTBUU C IIpaBWJIaMM, YCTAHOBJIEHHbIMH B paszzaene 3 IIpumepHON MHCTPyKIMH,
UCIIOJIHUTEJIb COTJIACOBBIBAET C 3aWHTEPECOBAHHBIMM IOAPA3JCICHUAMU W JIMLAMU U, IPU
HE00XO0/IMMOCTH, C APYTMMH OPraHU3ALUSAMH.

JIOKyMeHTBI, TpeIHa3HAYCHHbIE [UIA OTIPAaBKH, OQOPMILIOTCS Ha OJIaHKE OpraHU3aIluH
yCTaHOBJIEHHON (opMbl. [l oOTHpaBKM JOKYMEHTOB, HE MMEIOLIMX aJpecHOW YacTH,
COCTaBJISIETCS] COIIPOBOAUTEIBLHOE MTHUCHMO.

Ha nokymeHT, pacchuiaeMblii Oojiee 4yeM B 4eThIpe ajpeca, HMCIOJHUTEIb T'OTOBUT CIHMCOK
pPacChUIKH, OMNpeAenseT KOJIMYECTBO OJK3EMIUIIPOB JOKYMEHTa U IIOCJIE€ pPEerucTpanuu
o0ecreynBaeT U3roTOBJICHHE HEOOXOIUMOT0 KOJTMYECTBA KOMUIA.

7.9. Hcnomnutenb (OTBETCTBEHHBIM  HMCIOJIHHUTENb) OpPraHU3yeT  COIJIACOBAHUE

(BU3MpOBaHME) NPOEKTa JOKYMEHTa CO BCEMM 3aMHTEPECOBAHHBIMM JIMLAMH U IPOBOJIUT
J0paboOTKy MpOeKTa MO 3aMe4yaHusM B coOoTBeTcTBMM c nyHkTamu 4.1 - 4.11 Ilpumepnoii
MHCTPYKLUU.
[Tpu Hanuumum OOJIBLIOTO KOJMYECTBA 3aMEUYaHUU J0 MPEJCTaBIICHUs AOPAa0OTAHHOIO MPOEKTa
JOKyMEHTa Ha TMOANHMCh PYKOBOAWUTEIK MHCIOJHUTENb TOTOBUT CBOJIKY 3aMEYaHUi
(mpenyIoKeHuit), B KOTOPOU YKa3bIBAETCS: COJIEpKaHUE 3aMedaHus (TPeJI0KEHHUs ), T0JKHOCTb,
damunus nMna, AaBLIEr0 3aMedyaHue, MPUHATO WM OTKJIOHEHO 3aMeyaHue (€clu 3aMedaHue
OTKJIOHEHO, - IPUYHUHY OTKJIOHEHUS).

7.10. ITocne nopabOTKK U MOBTOPHOI'O BU3MPOBAHUS (COTJIACOBAHUS) MPOEKT JTOKYMEHTa
nepenaeTcsi Ha mnoanucaHue (yrepxaeHue). Jlo mpeacTaBieHUS Ha TMOANKUCH HCIOJIHUTENTb
IpOBEpPsEeT NPAaBWIBHOCTh OGOPMIICHHUS JOKYMEHTa, IMPaBHJIBHOCTh O(opMIIEeHHs ajpecara,
HaJIMyue HEeOOXOJUMBIX BU3, MPUIOKEHUHM, MpU HEOOXOJWMOCTH - CHPABOK, MOSCHUTEIbHBIX
3alMCOK, PA3BACHSIOMINX COJepKAaHUE MOJTOTOBICHHBIX JIOKYMEHTOB, JHCTa (yKa3aTess)
PaCChUIKH.

7.11. IloamucaHHBI JOKYMEHT MWCIOJHHUTEIbL B COOTBETCTBUU C  IOPSIIKOM,
YCTAaHOBJIEHHBIM HWHIMUBUAYAIbHOW HWHCTPYKLUHEH 10 JENONpPOU3BOJACTBY, Mepefaer Uit
perucTpanyy U OTIPaBKU W/HIU BKIIOUEHHS B JIETIO.

B cooTBeTcTBUM ¢ HOMEHKIATYpOH /€] HCIOJHUTENb ONpENeNseT MHAEKC Jena, B KOTOpoe
JIOJKEH OBITh BKITIOYEH JOKYMEHT.

7.12. B X0J1e UCIIOJIHEHUSI IOKYMEHTA UCIIOJIHUTENIb UMEET MPABO MpejiaraTb U3MEHEHHE
CpPOKa MWCIOJHEHMs, €CIM OTCYTCTBYIOT pEaJbHbIE YCJIOBHMSI HCIOJHEHUS JOKYMEHTa
(mopyueHwust), JenaTb IMOMETKM Ha JOKYMEHTE O BpPEMEHM €ro MOCTYIJIEHHd, O JaTax
IPOMEXYTOUYHOTO KOHTpPOJIS, TeNe()OHHBIX M MUCBMEHHBIX 3ampocax, O Jare U pe3ysbTare
OKOHYATEeIbHOTO UCIOJHEHNUS.
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7.13. McnonHutens HE MMEET IpaBa pasllallaTh COJAEP)KaHUE IMOCTYNUBIIUX K HEMY
JOKYMEHTOB U TIOJTOTOBJICHHBIX MPOEKTOB CIYXKEOHBIX JOKYMEHTOB, C HUMHU MOTYT OBITh
03HAKOMJIEHBI TOJIBKO JIMIIA, UMEIOLIUE OTHOLLIEHUE K UX UCTIOJHEHMIO.

8. ®opMupoBaHHe TOKYMEHTAJIBHOI0 (POHIA OPraHU3aANNU

8.1. OneparuBHOE XpaHEHHUE JOKYMEHTOB OpraHU3alMH JI0 [€pelayl UX Ha XpPaHEHUE B
apXMB WJIA YHUUTOKEHUE OCYLIECTBISAETCS B CTPYKTYPHBIX MOIpa3IeICHUSAX OPraHU3alUu.

8.2. B mensx xpaHeHus, MOMCKa U UCTIOJIBb30BaHUS JTOKYMEHTHl Ha OyMa)XHOM HOCHUTENE

AJIEKTPOHHBIE JOKYMEHTHI (DOPMUPYIOTCS B JIeia B COOTBETCTBUU C HOMEHKJIIATYpPO JIell.
Homenknarypa nen 3akpemisieT KiacCu(pUKauio (TPynnupoBKY) HCIOJHEHHBIX JOKYMEHTOB B
nena (3JIEKTPOHHBIE Jela), CUCTEMaTH3alUi0 U HHIEKCALUIO [eJ, CPOKH HMX XpaHEHUs u
ABJIIETCS OCHOBHBIM YYETHBIM JOKYMEHTOM.
Homenkiiatypa aein siBisieTcss OCHOBOM ISl COCTaBJIEHUS OMUCEN el TOCTOSSHHOIO, BPEMEHHBIX
(cBblmie 10 yeT) CPOKOB XpaHEHUS U IO JINYHOMY COCTaBY, AKTOB O BBIJECJIEHUU K YHUUTOKEHUIO
JOKYMEHTOB C MCTEKIIMMH CPOKaMH XPaHEHHUs, a TakKe JJs ydeTa Jen BpeMeHHbIX (1o 10 ner
BKJIFOUUTEJIBHO) CPOKOB XpaHEHHUS.

8.3. HomeHknatypa nen opraHu3allMM COCTAaBISIETCS HAa OCHOBE M3YYEHHUS COCTaBa U
COJIep’KaHusl JOKYMEHTOB, 00pa3yloIIUXCs B IATEIbHOCTH OpraHU3alllM, BKIKOYasl TOKYMEHTBHI,
MOCTYMAIOIINE U3 APYTUX OpraHu3alui.

8.4. Ilpum cocraBieHUM HOMEHKJIATYphl JI€J CIEIYyEeT PYKOBOJCTBOBATHCS YCTAaBOM
OpraHu3aly, TMOJOXEHUSIMU O CTPYKTYPHBIX NOAPA3JEIICHUSIX, LITAaTHbIM pAaCIUCaHUEM,
IUIAaHAMH M OTYeTaMu O paboTe OpraHm3alui, HOMEHKIATYpOH [ed 3a MpOIMIeTIINN TOJ,
JIOKaJbHBIMU HOPMATUBHBIMM aKTaMU OPraHU3alUU, COACPKAIIMMU CBEJICHUS O JOKYMEHTax,
oOpa3yromuxcsi B AESITEIbHOCTH OpPraHM3allMM, TUIIOBBIMM M NMPUMEPHBIMM HOMEHKJIATypaMu
nen (Mpu UX HaJIWYMH), BEIOMCTBEHHBIMU U TUIOBBIMH TMEPEYHSIMH JOKYMEHTOB C yKa3aHUEM
CPOKOB UX XPaHEHUS.

8.5. B HOMeHKiaTypy A€l BKJIIOYAIOTCA BCE JOKYMEHTBHI, OTPaKarOIIHUE JEATEIBHOCTh
CTPYKTYpPHBIX TOJAPA3JIEICHUA OpraHu3allid U TOCTOSHHO WM BPEMEHHO JEHCTBYIOLIMX
OpraHoB (KOMHUCCHH, COBETOB, KOMUTETOB), B TOM UHCJI€ JOKYMEHThl OTPaHUYEHHOTO JIOCTYTIA,
pEerucTpalyoHHble W YYEeTHbIE JKypHalbl M KapTOTEKH, B HEOOXOJUMBIX ClydasiX - KOIUHU
I[OKYMCHTOBZB. JIOKyMEHTBI, CO3/1aHHBIE B 3JIEKTPOHHOI (opme, BKIIOYAIOTCS B HOMEHKIATYPY
JIeJT TIO TEM K€ MpaBUiIaM, YTO U JIOKYMEHTHI Ha OyMa)kHOM HOCHUTEIIE.

He BritouaroTcst B HOMEHKJIATYPY JI€J1 HEPUOIUUECKUe U3AaHus, KHUTH, OpOILIOPHI.

8.6. Howmenkmarypa gen opranusanuu  (cBojmHas)  cocrtaBisercs — CiyxOou
JIeNIOTIPOU3BO/ICTBA HA OCHOBAHWM HOMEHKJIATYp JeN CTPYKTYPHBIX MOJpasjesieHuit mo ¢opme,
ycTaHoBJieHHOHU [IpaBunamu xpaHeHus, KOMIIJIEKTOBaHUS, yuyeTa U UCIOJIb30BaHUS IOKYMEHTOB
ApxuBHoro ¢onga Poccuiickoit @enepauuu M APYrUX apXUBHBIX JOKYMEHTOB B OpraHax
TrOCY/IAPCTBEHHON BIACTH, OPraHax MECTHOTO CAaMOYIIPABICHWS, OPraHM3alMsx’ (mamee -
[TpaBuna xpaHeHus).

CBogHass HOMEHKJIATypa Jell COCTaBjseTcsl B IOCIEAHEM KBapTaje TEeKyIlero roja Ha
MPEACTOALMNA KaJE€HIAPHBIN TOI.

8.7. HomeHkiaTypa [en oOpraHu3aluy MOANHUCHIBaeTCs pykoBoauTeneM CiryxObl
JIEJIONPOU3BOJICTBA, BU3UPYETCS PYKOBOAUTENIEM apxXxuBa (JIMLOM, OTBETCTBEHHBIM 3a apXWB),
COTJIACOBBIBAETCSI C IEHTPaJbHOM SKCIEPTHOM KOMHCCHEH (PKCHEepTHOM KOoMHCCHE)
OpraHM3aly U, €CIU OpPraHu3alus SABJISETCS HCTOUHUKOM KOMIUIEKTOBAHUS TOCYAApCTBEHHOTO
WIM MYHUIUNAIBHOTO apxuBa, OJWH pa3 B 5 JeT MpeAcCTaBiseTcss Ha COIJIaCOBaHUE
COOTBETCTBYIOIIEH  3KCIEPTHO-NIPOBEPOYHON  KOMHCCHUM  YIOJHOMOYEHHOTO  OpraHa
WCIIOTHUTENIbHON BilacTu cyOnekTa Poccuiickoit deneparinu B 00J1acTH apXUBHOTO Jiena (faiee -
OIIK apXMBHOTO YyUYpeXAECHHs) WIM TOCYJapCTBEHHOTO (MYHMIIMIAJIBHOTO) apXuBa B
COOTBETCTBUM C NPEJOCTABICHHBIMH €MY IIOJIHOMOYMSMU B TOPSAKE, YCTAHOBIEHHOM
IIpaBunamu xpaHeHH;I28
Howmenknarypa pnen, cornacoBanHas OIIK apXMBHOro y4ypexaeHus WM TOCYIapCTBEHHBIM
(MyHUIIMIIAJIBHBIM) apXMBOM B COOTBETCTBUU C IPEIOCTABIECHHBIMM €MY IOJHOMOYMSIMY,
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YTBEP)KIACTCS PYKOBOJAUTEIEM OpPraHM3allid W BBOAMUTCA B JEHCTBHE C 1-ro  sHBaps
MPEJICTOSIIIEr0 KaJeHAapHOoro roja.

Opranu3zanuu, B JESITEIBHOCTH KOTOPBIX HE CO3JAI0TCAd JTOKYMEHTHl ApxuBHOTO (oHma
Poccuiickoit denepainu, yrBepKaat0T HOMEHKIIATYPY J1€J1 CaMOCTOSITEIBHO.

B cinyuae msmeneHust GyHKIMH M CTPYKTYphl OpTaHU3allMd HOMEHKJIATypa JIeJI COCTaBIISETCS,
COTJIACOBBIBACTCS U YTBEP)KIAACTCS 3aHOBO.

8.8. CornacoBanHas ¢ cooTBercTBYMOIEl JIIK apXuBHOroO yupexaeHus: MU rocyAapCTBEHHBIM
(MyHUIIMTIAIBHBIM) apXMBOM B COOTBETCTBUU C IMPEIOCTABICHHBIMU €MY MOJTHOMOYHSIMH
HOMEHKJIaTypa Jie]l B KOHIIE Ka)/J0ro rojia YTOUYHSIETCS, IEepEeredyaTbiBaeTCs, yTBEPKAAeTCs
PYKOBOJMTENEM OpraHU3allui U BBOJUTCS B JIeHCTBUE ¢ | SHBaps MPeICTOSIIEro KaleHJapHOTo
roja.

8.9. IlepBblii AK3EMIUISIP YTBEPKIACHHOW HOMEHKJIATYPBI €71 SBJISETCA JTOKYMEHTOM
IIOCTOSIHHOTO ~ XPaHEHUs M BKJIKOYAETCs B HOMEHKIarypy Jen B pasgen CayxObl
JIEJIONPOU3BOJICTBA, BTOPOil - Hcnonb3yercs CiaykO00i JAeTonpou3BOICTBA B KauecTBE pabouero
IK3EeMILIsIpa, TPETUH - MEpEeJacTCcsl B apXWMB OpPraHM3allMM B KayeCTBE YUETHOIO JOKYMEHTa,
JJIEKTPOHHAS KOMHS HOMEHKJIATYpbl Jell OpraHu3aliH, YTBEPKIEHHOW pYKOBOJIUTEIIEM
OpraHu3aly, TMepeaaeTcss B TOCYAapCTBEHHBIH (MYHHIMIIAIBHBIA) apXuB, HCTOYHUKOM
KOMIUIEKTOBAHUS KOTOPOTO SIBJISIETCS OpPraHU3aIusl.

B nonpasnenenust opraHu3anuu HOMEHKIaTypa nen pacceuiaercs Ciyx00i 1emonpon3BoAcTBa
B BUJIE KOTIHI COOTBETCTBYIOIIUX Pa3/IeIOB HA OyMa)KHOM HOCHUTEJIE WU B JIEKTPOHHON (opme.

8.10. HomeHnkiaTypa paen OpraHu3aliM CTPOUTCS IO CTPYKTYpPHOM (HAa3BaHUSMU
pa3nenoB  (moJpa3ielioB)  HOMEHKJIATYphl €Nl SIBJISIFOTCS  Ha3BaHHsS  CTPYKTYPHBIX
10JIpa3/ieJIeHNH, Pacloil0kKEHHbIE B COOTBETCTBUU C YTBEPKIECHHOW CTPYKTYpOM OpraHu3alum),
wid  (QYHKIMOHABHOW cXeMaM (Ha3BaHUSIMHM pa3/esioB HOMEHKIJIATYphl i€l  SBISIOTCS
HAIpPAaBJIEHUS JAEATEIbHOCTH OPraHU3alNH).

8.11. HomenkiaTypa Jen CTPYKTYpHOTO HOJpPA3JeI€HUs] COCTAaBISETCS B KaxXJIOM
MOJpa3/JieIeHuy  OpraHu3aluy  paOOTHMKOM, OTBETCTBEHHBIM  3a  JI€JIOINPOU3BOJICTBO
NOJpa3/ieNIeHus, MPH Y4aCTHUH BEIYLIMX CHELHaTMCTOB IOJApa3AeieHUs, COITIACOBBIBACTCS C
HKCIIEPTHOM KOMHCCHEH MojapasfeneHus (Mpu ee HaJu4MM), MMOANUCHIBAETCS PYKOBOAMUTEIEM
CTPYKTYpPHOTO MoJipa3/ieieHus u npeacrasisercs B Ciyx0y 1e10npou3BOJICTBA.

Homenxknarypa nen CT;)YKTypHOFO MOJIpa3/ieNieHnsl COCTaBisieTcsl Mo (opMe, YCTAaHOBJIEHHOM
[TpaBunamu XpaHeHI/Iﬂz .

BHOBb cO3aHHOE WM PEOPraHMW30BAHHOE TMOJpa3AelieHue JOHKHO B MECAYHBIH CpPOK
pa3paboTaTb HOMEHKJIATYpy JeJl ¥ pecTaBUTh ee B Ciyk0y 1e10IpOr3BOJICTBA.

8.12. Bce 3aronoBku [ied, BKIIOYEHHbIE B HOMEHKJIATYpy [Jel CTPYKTYpHOTO
noJpasiesieHusi, MHaeKcupyorcs. Muneke nena ykaspiBaercst B rpade 1 HOMEHKIATYpHI A€l U
COCTOMT M3 MHJEKCa CTPYKTYpHOrO MojpaszzieneHus (Koaa Mojpas/ieieHHs B COOTBETCTBUU C
YTBEP)KJEHHOH  CTPYKTYpOH  OpraHu3aluM  WIH  KJIAaCCU(PHUKATOPOM  CTPYKTYPHBIX
noJipa3/ielieHnii) ¥ MOPSAKOBOIO HOMEpa JeNa B pasziele HOMEHKIATyphl nen. MHaekchl aen
o0o3HauatoTcs apadckumu uuppamu. Hampumep: 01-05, rae:

01 - Ko/ CTPYKTYPHOTO MO/Ipa3/ICICHHUS;

05 - mopsAKOBBIM HOMEp Jiena B pa3ziesie HOMEHKIATYPHI JIe.

Jlena mo BompocaM, Hepa3pelleHHbIM B TEUEHHE OJHOIO rojia, SBIAIOTCS «1€PEXOASIIIUMU» U
BHOCSTCSI B HOMEHKJIATypy J€J CIEQYIOIIEro roja ¢ TEM K€ MHJIEKCOM. PexomeHnyercs
COXpaHITh B HOMEHKJIAType J1e]1 OJUHAKOBbIE MHJEKCHI /Ui OJHOPOJHBIX €], BKIIOYEHHBIX B
pa3HbIe pa3eibl.

Ecin B TedyeHue rojga B JIEATEIBHOCTHM OpraHM3alMM O00pa3yloTcs JOKYMEHTBI, He
IPeIyCMOTPEHHBIE HOMEHKJIATYPOH JIeJI, 3ar0JIOBKH HOBBIX JI€J JOMOJHUTEIBHO BKIIIOYAIOTCS B
HOMEHKJIATypy JAel. B kaxaom pasaene HOMEHKJIATYpPbl A€l Ui BHOBb 3aBOAMMBIX €T
npeaycMaTpUBaIOTCs pe3epBHBIE HOMEPA.

8.13. 3aromoBok nema (rpada 2 HOMEHKIJIATYpHI Jie1) TOJDKEH B 0000ImeHHON (opme
OTpa’kaThb OCHOBHOE COZIEpKaHUE U COCTaB JOKYMEHTOB jena. He momyckaercs ynorpebieHue B
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3aroJIOBKe Jie1a HEKOHKPETHBIX (POPMYITUPOBOK («pa3Hble MaTepHalbl», «00IIas Mepernucka), a
TaKXe BBOJHBIX CJIOB M CJIOXKHBIX CHUHTAKCHUYECKHX 00OPOTOB. 3ar0j0BKH JIe]l MOI'YT YTOUHSThCS
B TEYCHHUE TO/a B mpoiecce GOpMUPOBAHUS U OPOPMIICHUS JIEIL.
3arojoBOK Jiela JIOJDKEH COCTOATh M3 3JEMEHTOB, paclojaraéMblX B  clepyrolei
[10CJIEI0BATEIbHOCTH:
a) Ha3BaHUe BUjA Jiena (Mepenucka, )KypHail, Aej0) WIK BuJa JOKYMEHTOB, BKJIFOUEHHBIX B /110
(IpOTOKOJIBI, MPUKA3bI);
0) HauMEHOBaHME OPraHU3ALUU, CTPYKTYPHOI'O IIOJPA3/IeI€Hus, [IOCTOSHHO JEHCTBYIOLIETr0 WU
BPEMEHHOI'0 OpraHa, JOKHOCTHOIO JIUIIA, CO3AaBIINX TOKYMEHT(bI);
B) HAaMMEHOBaHHE KOPPECIOHJAEHTa (OpraHu3alMy, JUIa, KOTOPOMY aJpecOBaHbl WM OT
KOTOPOTO MOJIY4YEHbI IOKYMEHTBHI);
I') KpaTKoe COZIep)KaHue TOKYMEHTOB JIENa;
1) Ha3BaHUE MECTHOCTHU (TEPPUTOPHH), C KOTOPOH CBSI3aHO COZEpKaHUE JOKYMEHTOB JI€Na;
e) nara (mepuoa), K KOTOpbIM OTHOCATCS IOKYMEHTHI JiefIa;
) YKa3aHHE Ha KOMUIHOCTh TOKYMEHTOB JIeJIa.

8.14. Ilopsiok pacnoJOXKeHUs 3arojIOBKOB JIell BHYTPH pPa3JieIoB HOMEHKJIATYphl Jiel
OIPEEIIAETCS CTETEHbIO BAXKHOCTH JOKYMEHTOB, BKJIFOUEHHBIX B JI€JIa.
B Hawane pa3zmena pacmonarairoTcs  3aroJIOBKM €N,  COJAEpXKalluX  Y4peAUTENbHBIE,
OpraHU3al[MOHHO-TIPABOBbIE U  PACHOPSAMTEIbHBIE JOKYMEHTBI, 3aT€M 3arojoBKH Jell,
CoJIepKalMX IJIAHOBbIE, OTYETHBIE, MHPOPMALIMOHHO-AHATUTUYECKNE TIOKYMEHTHI, JOKYMEHTHI,
OTpakarolllie AESITEIbHOCTh NOJIpa3ielieHus], IEPENHCKY, B KOHIIE pa3jielia - PErucTpalioOHHbIE
U YUETHbIE )KypHAJIbl, KAPTOTEKH, Oa3bl JAHHBIX.
3arojloBKM JI€JI, COCTaBJIEHHBIX MO KOPPECHOHJIEHTCKOMY U TeorpapuyeckoMy IpHU3HAKaM,
BHOCATCS] B HOMEHKJIATYPY JIe] 0 al(aBUTy KOPPECTIOHACHTOB UM reorpapruecKux Ha3BaHUi.
B 3aronoBkax pen, coaepKalux JOKYMEHTbl 10 OJHOMY BONPOCY, HO HE CBSI3aHHBIX
MIOCJIEI0BATEIbHOCTBIO PEIICHHsI BOIPOCa, B KayecTBE BHUJA Jiesla YNOTpeOasieTcs TepMUH
«JIOKyMEHTBI», @ B KOHII€ 3arojioBKa B CKOOKaX yKa3bIBalOTCS Ha3BaHMs BUJOB JOKYMEHTOB,
HaunOoJiee MpeICTaBIEeHHBIX B JieNe:
«J1oKyMEHTbI O IPOBEJEHUH COBEILIAHUI U CEMUHAPOB (MIPOTrpaMMBbl, CIIMCKH, TOKIIAIbI)».
TepMUH <«TOKyMEHTBI» MPUMEHSETCS TaKK€ B 3arojoBKax [eJ, COJEp)KallUuX JOKYMEHTBI-
MPUIOKEHHUS K KAKOMY-JINOO TOKYMEHTY (BU/bI JJOKYMEHTOB-TIPUIIOKEHUI HE IEPEUUCIISIFOTCS):
«/lokyMeHTHI K IpOTOKOJIaM 3aceaHnii HaydyHO-TeXHMYECKOTro COBETay;
«IIpoTOKOIBI MPOU3BOACTBEHHBIX COBELIAHUI MpPHU T'€HEPAIBHOM TUPEKTOPE M JIOKYMEHTHI K
HUM.
B 3aronoBkax e, nmpeiHa3HauYEHHBIX Ul TPYIIIUPOBKU OJHOTHIHBIX JOKYMEHTOB, 3Ta rpymnmna
JIOKYMEHTOB YKa3bIBA€TCS BO MHOKECTBEHHOM YHCJIE!
«ITpoTOKOJIBI 3aCE€aHUIN TUPEKIIUM.
B 3aromoBkax nen, coaepikammx INEPENucKy, YKa3bIBAaeTCs, ¢ KEM M IO KaKOMY BOIIPOCY OHa
BEJIETCS:
«[lepernucka c 06pa30BaTEIbHBIMU YUPEKACHUSIMH O MOBBIIICHUN KBATHU(PUKALIUN PAOOTHUKOBY.
B 3arosioBkax jgen, colxepikalux MEPernucKy ¢ OJHOPOJHBIMH KOPPECHOHIAEHTAMHU, MOCIIEIHUE
HE Ha3bIBAIOTCS, a YKa3bIBAETCS UX BUIOBOE Ha3BaHUE!
«Ilepenucka ¢ (¢enepaibHbIMU OpraHaMH HCIIOJIHUTEIBHOW BIACTH O 3aKIIOYEHUU U
VCIIOJIHEHUH FOCYAPCTBEHHBIX KOHTPAKTOB.
B 3aronoBkax jgen, cofepraliux NEPernucKy ¢ pasHOPOIHBIMU KOPPECIOHIEHTaMU, MOCIIEIHUE
HE MEPEUHCIIAIOTCA:
«Ilepenncka o 3aKIIOYEHNUU U UCIIOJIHEHUH FOCY1apCTBEHHBIX KOHTPAKTOBY.
B 3arosioBke fena yka3bIBaeTCsl KOHKPETHBIN KOPPECIIOHAEHT, €CIIN NEPENNCKA BEAETCS TOJIBKO C
HUM:
«IIepenucka ¢ OOO «I'opcBsi3b» 0 NPENOCTABIEHUH YCIIYT CBS3U.
[Ipy o6o3HaueHMM B 3arojioBKax Jedl  aJAMUHUCTPATUBHO-TEPPUTOPHUAIBHBIX  €IUHMIL
YUUTBIBAETCS CIEAYIOLIEE:
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€CIM  COJIEp)KaHME  Jejla  KacaeTcsl  HECKOJbKMX  OJHOPOJHBIX  aJAMHMHHUCTPaTHBHO-
TEPPUTOPUANIBHBIX €IMHUL], B 3aroJIOBKE JI€Ja HE YKa3bIBAIOTCS MX KOHKPETHbIE Ha3BaHUS, a
yKa3bIBAETCs UX 00ILee BUI0OBOE Ha3BaHHUE!
«Ilepemnucka ¢ yupexA€HUAMU KYJIbTYPbl aIMUHUCTPATUBHBIX OKPYTOB MOCKBBI».
€CIM COJACp)KaHUE JieJla Kacaercs OJHOM aJIMUHHUCTPATUBHO-TEPPUTOPUAIBHON €IUHUIIBI
(HacelleHHOTO IyHKTa), ee (€ro) Ha3BaHME yKa3blBaeTcsi B 3arojioBke nena: «llepemmcka c
¢mimanom B MOCKOBCKO# 001aCTH O TUTAHUPOBAHUU U OTYETHOCTH.
B 3aronoBkax nen, coiepKalmiux IUIAHOBYKO MJIM OTYETHYIO JOKYMEHTAILUIO, YKa3blBAETCs
nepuo (Mecsl, KBapTall, Toj) Ha (3a) KOTOPBIA COCTaBJICHBI IJIAaHbI (OTYETHI):
«OTYeThl CTPYKTYPHBIX Noapaznencuuii 3a 2017 rony;
«CTaTUCTUYECKUI OTUET O YMCIIEHHOCTH, COCTAaBE M JIBMKEHUHU KaapoB 3a 2017 rox (¢p. Ne 27-
TOMI)».
[Tpu hopmupoBaHUM Jeiia U3 HECKOJIBLKHX TOMOB (YacTeil), KpoMe OOIIero 3arojioBKa Jejia Mmpu
HEOOXO/IMMOCTH COCTAaBJISIIOTCS 3ar0JIOBKM Ka)KAOro ToMa (4acTH), YTOUHSIOIIME COJepiKaHue
TOMOB (4acTeil) zena.
3aroJ0BKH Jiesl MOT'YT YTOUYHSATBHCS B polecce GopMupoBaHust U opopmieHus aed.
8.15. I'pada 3 «KommdecTBO Jeim» 3amoiHICTCS 1O OKOHYAHWH KaleHmapHoro roma. Ilo
JOCTMDKEHUM JIEJIOM, BKIIIOYAIOLIUM JIOKYMEHTHI BpeMEeHHbIX (cBbliiie 10 JIeT) U MOCTOSHHOIO
CPOKOB XpaHeHUs, 00bemMa B 250 JIMCTOB, TOM 3aKpPBIBACTCSI M OTKPBIBAECTCsl HOBBIM ToM. B rpade
3 HOMEHKJATyphl JeJl IOCJIEIOBATENbHO YKA3bIBAIOTCS HOMEpa TOMOB M KpalHHUE JaTbl
JIOKYMEHTOB Ka)/10ro TOMa:

T.1.11.01.2017 -

30.06.2017
OJeKTpOHHBbIE Jlela Ha ToMa (YacTH) He pas3fensioTcs. Bce 3IeKTpoHHBIE JOKYMEHTHI,
HE3aBHCHUMO OT UX 00beMa, BKIIFOYAIOTCS B OIHO 3JIEKTPOHHOE JIETIO.

8.16. B rpade 4 «Cpox xpaHeHus U Ne craTbM MO NEpPEUHIO» YKa3bIBAIOTCS CPOKH
XpaHEHUs JIeJ1 U HOMepa cTaTeil M0 TUIOBOMY WJIM BE€AOMCTBEHHOMY IE€PEYHIO JOKYMEHTOB C
yKa3aHHEM CPOKOB XpaHEeHHs, (efepalbHOMY 3aKOHY WJIM MHOMY HOPMAaTHBHOMY IIPaBOBOMY
aKTy.

8.17. B rpade 5 «lIpumeuanue» NPOCTABIAIOTCI OTMETKM O 3aBEACHUU JIeN
(«3aBenenoy), o mepexoasamux aenax (Hanpumep, «Ilepexomsmiee ¢ 2016 rona»), o BICICHUN
JieNl K YHUUYTOKEHMIO, O JIMIIaX, OTBETCTBEHHBIX 3a (OpPMHMpOBAaHHUE JieNl, O Mepenade JAed B
JIPYTYIO0 OpraHU3aLUIO0 Ui TPOJOJIKEHHMSL.

Ecnu neno ¢popmupyercst B nHGOPMALIMOHHON CUCTEME U BKJIFOUAET IEKTPOHHBIE JOKYMEHTHI, B
rpade «IIpumedanue» oTMeudaeTcsi, YTO JAENO BEAETCS B JJIEKTPOHHOM BHJE C YKa3aHUEM
HaNMEHOBaHUS UHPOPMALIMOHHON CUCTEMBI:

«9nextpornsie nokymeHThl. COJ] «Kauuenspus», bl «CinyxeOHbIe 3aTUCKN».

8.18. Ilo 3aBepuieHMH AETONPOM3BOACTBEHHOIO I'0/la B KOHIE HOMEHKIATYphl €l B
KaKJOM CTPYKTYPHOM TMOJipa3fieieHuu O(QOpMIISIETCS WTOTOBasi 3allCh, B KOTOPYIO BHOCSTCS
CBEJIGHUS O KOJMYECTBE 3aBEIEHHBIX Jel (TOMOB, YacTel), OTIAENbHO IOCTOSIHHOTO U
BPEMEHHBIX CPOKOB XpaHEHUs, BPEMEHHBIX CpPOKOB XpaHeHHs ¢ oOTMeTkon «OIIK» wu
nepexondammx. MroroBas 3amuch TOMONHSETCS JaHHBIMU O KOJMYECTBE 3JIEKTPOHHBIX JAEI
COOTBETCTBYIOIIUX CPOKOB XPaHEHHSI.

B uTorosyro 3anuch CBOJHON HOMEHKIJIATYPHI /€] CBEJEHHUS BHOCSTCS HA OCHOBAaHUM JaHHBIX,
nepeJaHHbIX U3 CTPYKTYPHBIX MOApa3AeIeHII OpraHu3aluu.

CseneHus, cozeprkaliiecs: B UTOTOBOM 3alIMCH HOMEHKJIATYpBI JI€l OPraHU3aliy, IEPEAAIOTCS B
apXxuB OpraHu3alMM, O 4YeM B HOMEHKJIAType el IPOCTABISACTCS OTMETKa C yKa3aHHeM
JOJKHOCTH Y MOANKCH JIMIA, IEPEJABIIETO CBEICHUS.

8.19. [lena co AHS uX 3aBEIEHUS 10 MEPEIadyud B apXUB OpraHU3alMK WU JI0 BBIICICHUS
UX K YHHYTOXKEHUIO 10 HICTEUEHUH CPOKA XPAHEHHUSI XPAHITCS TI0 MeCTy UX (pOpMUPOBaHHUSL.
Jleno cuuTaercs 3aBEACHHBIM C MOMEHTAa BKJIIOYEHUS B HEro IEPBOrO HCIOJIHEHHOIO
JIOKYMEHTA.
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8.20. Ilpu dopmupoBanum 1en Ha OYMaXHOM HOCHTENE JOJDKHBI COOIIOIATHCS
cileAyrolye od1ue npaBuiIa;
B JIEJIO TIOMEUIAIOTCSl MCIOJIHEHHBIE JTIOKYMEHTBI, COOTBETCTBYIOLIUE II0 CBOEMY COJAEPIKAHHIO
3aroJIOBKY Jiesla 10 HOMEHKJIaType /e,
NPUIIOKEHHUS] TTIOMEIIAIOTCS BMECTE C OCHOBHBIMU JIOKYMEHTAMU;
B JICJIO BKJIFOYAIOTCSI JOKYMEHTBI OJIHOTO KAJIEHJApPHOI'O I'0/d, 32 UCKIOYEHUEM MEepPeXOIsInX
ACT;
JIOKYMEHTBI IIOCTOSIHHOT'O U BPEMEHHBIX CPOKOB XpaHEHUS IPYIIHUPYIOTCS B JI€1a Pa3/ieibHO;
B JIEJIO BKJIFOYAETCS IO OJHOMY 3K3EMIUIIPY KaKJI0Tr0 IOKYMEHTA;
(akcorpammsl, TejaerpamMMsbl, Tene(oHOrpaMMbl IOMEIIAIOTCS B JieIa C MEePEeNnucKoil Ha o0Imx
OCHOBAHMSX;
B JIEJI0 TOMEUIAI0TCSA JJOKYMEHTBI IIPABUIIBHO U MOJIHOCTBIO O()OPMIIEHHBIE (JJOKYMEHTHI 1OJIKHbI
UMETh JaTy, HOJIKCh U IPYTHe He0OX0IMMBbIE PEKBH3UTHI);
B JIEJIO HE BKJIFOYAIOTCS JIOKYMEHTBI, TOJIeKAIIKe BO3BPATY, JIUIIHUE IK3EMIUIIPBI U YEPHOBUKHU
(3a MCKIJIIOUEHHEM 0CO00 LIEHHBIX);
o 00beMy J1es10, BKJIKOYAIOLIee JOKYMEHThl Ha OyMa)KHOM HOCHUTENE, HE JOJDKHO MPEBBIIIATh
250 nucroB, mpu TONIIMHE HE OoJiee 4 cM (TOJIIMHA JIe] CO CpoKamu xpaHeHwus jo 10 ner He
nokHa npesbimath 10 cm). [Ipu npeBsiieHnn gaHHOro oobema 3aBoAuTcs BTopoi ToM. Ipu
HAJIMYUK B JIeJIe HECKOJBKUX TOMOB (YacTeil) MHIEKC M 3aroJIOBOK Jeja MPOCTABIAIOTCS Ha
KaX/10M ToMe ¢ to0aBieHneM obo3HadeHuit: «T. 1», «T. 2».
JIOKyMEeHTBI BHYTPH JleJla pPAacHoJaraloTcsi CHU3Y BBEPX B XPOHOJIIOTHYECKOH, BOIPOCHO-
JIOTMYECKON MOCIIEJ0BATEIbHOCTU MM UX COUYETaHHH.
PacnopsimuTenbHple  JOKYMEHTHI TPYNIUPYIOTCS B Jeda 10 BHAaM UM XPOHOJOTHH C
OTHOCALIMMHCA K HHUM MPUIOKEHUAMHU. J[OKYMEHTBI - OCHOBaHMS K DPaCHOPSAUTEIbHBIM
JIOKYMEHTaM BKJIIOYAIOTCS B OTJEJIBHOE JIETIO.
[TpoTOKOIIBI B Jiefie pacroiaratoTcs B XpOHOJIOTHYECKOM MOPSIKE U [0 HOMEPaM.
JIOKyMEHTHI K 3aceJaHusIM (COBEIIAaHUSIM) TPYIITUPYIOTCS B OTIEIBHOE JIENI0, KaK M MPUII0KCHHUS
K IIPOTOKOJIaM, €CJIM OHHU COZIepKat Oosiee 25 cTpaHuL.
JIOKyMEHTBI K MIPOTOKOJIAM, €CJITH OHU CTPYIITUPOBAHBI B OTACIBHBIC JIENla, CHCTEMaTH3UPYIOTCS
BHYTpH JIeJia 110 MOPSJIKY HOMEPOB MTPOTOKOJIOB.
JlokanbpHBIE HOPMAaTHBHBIE AKTHI, YTBEP)KICHHBIE PACTIOPSTUTEIFHBIMU JIOKYMEHTAMH, SIBISIOTCS
NPUIOKEHUSMHU K HUIM U TPYIIUPYIOTCS BMECTE C YKa3aHHBIMH JJOKYMEHTaMHU.
[Tprka3sl IO OCHOBHOW MAEATENBHOCTH TPYMIUPYIOTCS OTAEITBHO OT Hg)I/IKaSOB M0 JIMYHOMY
COCTaBY M NMPHUKA30B 110 aIMHUHUCTPATUBHO-X03AUCTBEHHOM NESATEILHOCTH
[Tprka3sl O JIMYHOMY COCTaBY (POPMHUPYIOTCS B Jiea B COOTBETCTBUH CO CPOKAMHU XPAHEHUSI.
JIOKyMEHTBHI B JIMYHBIX JIeJIaX PacIoaraloTcs M0 Mepe UX MOCTYIICHHS.
[Tepenucka rpynmupyeTcs B Jieia 10 TeMaTHKE W/WIH KOPPECIIOHIEHTaM M CUCTEMaTH3UPYeTCs
B XPOHOJIOTMUYECKOW IOCIIEA0BATEIbHOCTH: JIOKYMEHT-OTBET IIOMEIaeTcs 3a JOKYMEHTOM-
npocsOoii  (3ampocom). Ilpu BO30OHOBIEHMM TMEPENMCKH IO OMNPEAEIEHHOMY BOIPOCY,
HauaBIICHCs B MpEAbIyIIEM IOy, JOKYMEHTHl BKIIOYAIOTCA B JEJI0 TEKYIIero roaa ¢
yKa3aHUEM MHJEKca Jiea MpeabIAYIIero roja.
OJEeKTPOHHBIE JIOKYMEHTHl (OPMHUPYIOTCS B DIIEKTPOHHBIE Jeja B COOTBETCTBUU C
HOMEHKJIATYpOil JieNl OpraHu3aluyd B TOM MH(OPMAllMOHHOW cHCTeMe, B KOTOpPOW OHU ObLIN
CO3JIaHbl WJIK B KOTOPYIO OBUIM BKITFOYEHBI.

8.21. Jlns obecrnieueHuss COXpPAHHOCTH, ydeTa JOKYMEHTOB U Jell CTPYKTYypHOTO
MOJpa3/IeIeHUs] U OPraHu3aluy JOCTYIA K HUM MPOBOIUTCS KOMILIEKC paboT:
CO3/1aHUE ONTHUMAJIbHBIX YCIIOBUI XpaHEHMs JOKYMEHTOB U JIEJ1;
pa3MelleHue Jell;
IPOBEPKA HAINYMS U COCTOSHUS IOKYMEHTOB U JIEJT;
COOJIOZICHHE MTOPSIKA BBIAYH JICTI.
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8.22. Jlema pa3MemiaroT B padOYMX KOMHATaX WIH CIEIUATBHO OTBEICHHBIX ISl 3TOMN

LeJIM TIOMEUIeHHIX B IKagax, Ha CTeJJIaKax, YTOObl 00ECTIeYUTh UX COXPAHHOCTh U 3aIIUTY OT
BO3/CUCTBUS BPEAHBIX (PaKTOPOB.
Jena nns ux ydera U OBICTPOTO IMOMCKA JIOJDKHBI PacHojiaraTbCs BEPTUKAIBHO, KOPEIIKaMU
HApy>Xy U B COOTBETCTBUU C HOMEHKIATypod nen. Ha kopemkax OOJOXKEK el yKa3bIBaIOTCS
MHICKCHl TI0 HOMEHKJIAType [el, IpU HEOoOXOJUMOCTM HOMEp TOMa Jena, Jary Jela.
Homenknarypa jen uian BBIIMCKA U3 Hee MMOMEIIaeTCsl Ha BHYTPEHHEH CTOpOHe mKada.

8.23. IlpoBepku HanMUuyusi U COCTOSIHHSI JOKYMEHTOB W JIeJd B IEJIAX YCTaHOBJICHHS
(baKTHUECKOro HaIW4Msl JeJl JOJDKHBI MPOBOJIUTHCS JEIIONPOU3BOIAUTEIEM MOAPA3/ICICHUS B
CITyJasix:
nepes nepegadeii JOKYMEHTOB B apXUB OpraHU3alluu;

[IpU [epeMEeIeHUH JIeT;

OpU CMEHE pYKOBOJAUTENS CTPYKTYpPHOTO mojpasjeieHus, pykoBoautens  CiryxObl
JIEJIONPOU3BO/ICTBA;

IIPU PEOPraHU3alMY U JIMKBUAALNN OpPraHU3aluK UM CTPYKTYPHOIO MOIpa3esICHuUsI.

[TpoBepka HanM4Us MPOBOAUTCS IMyTEM CBEPKHU CTaTeii HOMEHKJIATYPHI JIe] C OMHCAHUEM JIe Ha
00JI0KKe, a (PU3NIECKOE COCTOSIHHUE JIEN ONPEENIeTCs IyTeM UX BH3YallbHOTO TpocMoTpa. Bee
oOHapyXeHHbIE HEJOCTATKU JOJDKHBI (DUKCUPOBATHCS B aKTE€ MPOBEPKU HAIHYUS M COCTOSHUS
JIeJI.

8.24. B cinyyae BBISIBJICHHSI OTCYTCTBUS JIE], YUCISIIUXCS IO HOMEHKJIATYpe J1e]1, PyKOBOJICTBOM
NoJipa3/ieJIeHu MPUHUMAIOTCSI MEphl MO0 UX pO3bICKY. Eciau po3bick 1€ He JaeT pe3ylibrara,
COCTaBIISIETCS CIpaBKa O MPUYMHAX MX OTCYTCTBHS, KOTOpas MOJIMUCHIBACTCS PYKOBOAMUTEIEM
nojpasneneHus u npeacrasisercs B Cyx0y nenonpon3BoCTBA.

®daxT yTpaThl nena (nen) ukcupyercs B akTe, coctaBisieMoM Ciyx00il 1emonpou3BoACTBa U
PYKOBOAMTENIEM CTPYKTYPHOTO TOApa3jiefieHuss (yIMOJTHOMOUYEHHBIM UM JIMIIOM) B Tpex
DK3EMILUIApax: IO OJHOMY OJK3eMIUIIpy akTa XpaHutcs B Ciyx0e Ielonpous3BOJICTBA U
CTPYKTYpPHOM MOJpAa3/eICHUH; 3K3EMIULSIp aKTa NPEJCTaBIsIeTCd B apXHMB OpraHU3allUU IpH
nepeaaye JAen CTPYKTYPHOIO MOAPa3AesIeHHs] HA apXUBHOE XpaHEHUE.

8.25. DkcnepTusa MEHHOCTH JOKYMEHTOB MPOBOJUTCS HA OCHOBE 3aKOHOJIATEIBHBIX U
WHBIX HOPMATUBHBIX MPaBOBBIX akTOB Poccuiickoii deneparinu, ycraHaBIUBAIOUINX TPEOOBaHUS
K CpOKaM XpaHEHUsI JOKYMEHTOB, TUIIOBBIX M BEIOMCTBEHHBIX IE€pEYHEH JIOKYMEHTOB C
YKa3aHUEM CPOKOB MX XPAHECHMUS:

IIPU COCTABJIEHUU HOMEHKJIATYpPhI JelT;
MIpU TIOJITOTOBKE JIeJI K Mepejaue B ApXUB OpraHu3aluu;
B apXMBE OpraHU3aliu.

8.26. lns opranuszaiyy ¥ NpoBeJeHUs padOThl MO AKCIEPTH3E LEHHOCTH JOKYMEHTOB B
OpraHM3aly TMPUKA30M DPYKOBOJAUTENS CO3JaeTcsl dKcmepTHas komuccus (naiee - OK), B
OpraHM3aIMaX, HWMEIONINX [OJBEIOMCTBEHHBIE OpTraHMU3aluu, (UINANbBI, - [EeHTpalbHas
sKcnepTHas komuccus (nanee - 1IOK)
3anaun, pyHKIUY, paBa, opranuzaius padotel K (ILIDK) onpenenstorcs mojaokeHHEM O HEH,
KOTOpO€ pa3pabaTbiBaeTCsi HAa OCHOBAaHUU MPUMEPHOTO IIOJIOKEHUS, YTBEPKIECHHOTO
YIOJIHOMOYEHHBIM (?C,Z[epaJIBHBIM OpraHOM HCIIOJIHUTENHHON BIACTH B cepe apXUBHOTO JIeNa U
JICITTOTIPOH3BOICTBA"

8.27. OcHoBHbIMU (yHKIMAMU DK sABISAIOTCA:

OpraHM3alys eKeroJHOro 0Toopa Jel A1 XpaHEeHUs! U YHUUTOXKECHHUS,

pPacCMOTPEHHME M COTJIACOBAaHHWE MPOEKTa HOMEHKJIATyphl M€l OpraHu3alllH, OIMHCEeH el
MOCTOSIHHOTO U BpeMEHHbIX (CBbIme 10 JIeT) CPOKOB XpaHEHHUs, B TOM YHCIE IO JUYHOMY
COCTaBY, aKTOB O BBIJCJICHUHU K YHUUTOXEHUIO JIEJI, HE MOJIeKAITUX XPAaHEHUIO;

ydacTue B MOJTOTOBKE M PACCMOTPEHUHU MPOEKTOB HOPMATUBHBIX U METOJUYECKHUX JIOKYMEHTOB
0 BOIIPOCaM pabOTHI ¢ JOKYMEHTAMU B OPTaHU3AIIHH.
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8.28. Okcneprusa LIEHHOCTHU JIOKYMEHTOB OCYIIECTBIISIETCS €KEr0THO
JIeNIONPOU3BOAMUTEISIMUA TOJpasiesieHuil copmecTHO ¢ DK opraHusanuu M 1oja MEeTOAUYECKHM
pykoBoJcTBOM CiTy>KOBI 1eTOTIPON3BOACTBA OPTaHU3AIHH.

8.29. Ilpu mpoBeieHUM SKCIEPTU3bl LEHHOCTH JIOKYMEHTOB IIPH IMOATOTOBKE OEN K
nepeadye B apXyUB OpraHu3aliy OCYILECTBISAETCS:
0TOOp IOKYMEHTOB IIOCTOSIHHOT'O U BpeMeHHbIX (cBble 10 JIeT) CPOKOB XpaHEHUs JUIsl llepeJjadn
B apXUB OpraHU3aluy;
0TOOp JOKYMEHTOB BpeMeHHbIX (10 10 jeT BKIIOYMTENBHO) CPOKOB XPAaHEHHS U C ITOMETKaMHU
«Jlo MuHOBaHMS HATOOHOCTHY, «Jl0 3aMEHBI HOBBIMUY, TOJICKAIINX JATbHEHIIEMY XPaHEHUIO
B CTPYKTYPHBIX MOAPA3/CICHUSIX;

BBIJIEJICHUE K YHUUTOXKEHUIO J1€]1 3a MPEABIAYIIHNE F0JIbl, CPOKH XPAHEHUSI KOTOPBIX UCTEKIIN.
OZHOBpPEMEHHO IIPOBEPSAETCS KadeCTBO M IIOJIHOTa HOMEHKIATypbl Jel OpraHu3aluH,
IIPABUJIBHOCTb OIIPEJIETICHUSI CPOKOB XPAHEHHUS JIEII.

8.30. Jlema mocTOSTHHOTO W BpeMeHHBIX (CBbIme 10 JI€T) CpOKOB XpaHEHHUs ITOJICKAT
MOJIMCTHOMY IIPOCMOTPY JJIsl BBIJEJIEHUS M3 UX COCTaBa JOKYMEHTOB BpeMeHHbIX (10 10 er)
CPOKOB XpaHEHHUS.

Hena c ormerkoil «OIIK» moasepraroTcsi MOJIMCTHOMY HPOCMOTPY B ILIENIAX OINpPEAEIEHUs U
BBIJICJIEHUS U3 UX COCTaBa JJOKYMEHTOB, OJUIEKALIUX OCTOSHHOMY XPaHEHHUIO.

8.31. Ot0op »3JEKTPOHHBIX JOKYMEHTOB [UIsl MepeAauyd B apXWUB OpraHU3aluu
OCYILECTBIISICTCSI B aBTOMAaTU3UPOBAHHOM pEXHME IyTeM OTOOpa JOKYMEHTOB M3 0a3 JaHHBIX
MH(}OPMaLMOHHBIX cucTeM 1o npusHaky «Muaekc nena» («Cpok XpaHEeHUs»),

8.32. Ilo pe3ynbTaTam 3KCHEpPTHU3bl LEHHOCTH JTOKYMEHTOB B OpraHM3allld MPOBOJUTCS

oopMIIEHHE JIe]l U COCTaBISIOTCS OMMCH JIeN NMOCTOSHHOIO XpaHEHUs!, BpeMeHHbIX (cBbliie 10
JIeT) CPOKOB XpaHEHUs U IO JUYHOMY COCTaBY, a TaKXK€ aKThl O BBIJICJIEHUU K YHHUUTOKEHHIO
JIeJ1, He TOUIekAIIUX XPaHEHHUIO.
Onucu Jen MOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (cBblmie 10 JIeT) CpOKOB XpaHEHHs M 10
JUYHOMY COCTaBy, a TaK)K€ aKThl O BBIICJICHUM K YHUYTOXXKEHUIO JIel, He TMOJIeKaIINX
XpaHeHH1o, paccMmarpuBatorcss Ha 3acenanuu DK (IIDK) opranmzamum  0HOBpEMEHHO.
CornacoBannbie OK (ILI9K) akTbl 1 onucH yTBEp>KIAtOTCS pyKOBOIUTENEM OpraHU3aliu.

8.33. Jlena, oOpa3oBaBInecs B AEATEIILHOCTH OPTaHU3aMM U MOJyIeXkKAalue XPaHEHUIO,
IPOXOJAT MOJIHOE WM vacTHuyHoe odopmiieHue. [lonmHomy odopmieHuto mnojiexar aena
BpeMeHHbIX (cBbIie 10 JIeT) CpOKOB XpaHEHHs M OCTOSHHOTO XpaHeHUs. J[ena BpeMeHHbIX (10
10 51eT) cpokoB XpaHEHUs MOAJIEKAT YACTUYHOMY O(hOPMIIEHHUIO.

OdopmiieHne aen MPOBOAUTCS B CTPYKTYPHBIX MOApA3ACICHUSX OpPraHMU3alUdU IO MECTy
(dbopMUpOBaHUS JOKYMEHTOB B JieNa.

8.34. IlonHoe odopmiieHne Aena Ha OyMa>)kHOM HOCHUTEIE BKIIFOUYAET:

odopmIIeHHE PEKBU3UTOB O0JIOKKH Jiena 1Mo (hopMme;

HYMEpALUIO JIUCTOB B JIEIIE;

COCTaBJICHUE JIMCTa-3aBEPUTENS JIeTa;

COCTaBJIEHUE B HEOOXOAUMBIX CITy4yasiX BHYTPEHHEH ONMUCH JOKYMEHTOB JIENa;

MOJIINBKY U MEPEUIeT Jena;

BHECEHHE HEOOXOMUMBIX YTOYHEHMH B PEKBHU3UTHI OOJOXKKH Jena (yTOUHEHHE Ha3BaHUS
OpraHu3aliy, HHIEKCa Jiea, KpalHuX JaT Jieja, 3arojioBKa Jena).

Jlucr-3aBepuTeNb Aeia, BHYTPEHHSS OMMCh JOKYMEHTOB Jiesia U 00JIOKKa Jiefla COCTABISIOTCS 110
dbopMmam, ycraHOBICHHBIM [IpaBHIaMi XpaHEHHS 2.

8.35. Jlena BpemeHHBIX (0 10 JIeT BKIIOYUTENHHO) CPOKOB XpAHEHUS, MOANEKAIIUE
YaCTUYHOMY O(QOPMIIEHUIO, JOIYCKAETCsl XPAaHUTh B IalKaxX, B KOTOPBIX Jeja XPaHWINCh B
JIEJIONPOU3BO/ICTBE, IIEPECUCTEMATHU3AIMSA JOKYMEHTOB B JIEJIe€ HE MPOBOAUTCS, JIMCTHI Aejla HE
HYMEPYIOTCSI, JINCTHI - 3aBEpUTEIH JieJla He cocTaBisiioTea. Ha 00moxkke nena B COOTBETCTBUM C
HOMEHKJIATYpOM [1€]1 OpraHu3alliy 3aloJIHSIOTCS PEKBU3UTHI: HAaMMEHOBAHME OpraHU3alluy,
HalMEHOBAaHUE MOAPA3eNICHNsI, MHIEKC JeJa, 3ar0JI0BOK JIeJIa, CPOK XPaHEHHs JOKYMEHTOB.
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8.36. Ha obnoxke nen BpeMeHHBIX (cBbimie 10 J1eT) CpOKOB XpaHEHUS U IO JTHYHOMY
COCTaBY yKa3bIBAIOTCS:
HaMMEHOBAHME BBIIIECTOSIIECH OpraHu3anuu (OpraHu3aluy - yapeauTens);
HAaMMCHOBAaHHWE  OpraHW3alMl -  WCTOYHMKA  KOMIUIGKTOBaHHS ~ TOCYIapCTBEHHOTO
(MYHULIMTIAJIBHOTO) apXHBa;
HAaMMEHOBAHHE CTPYKTYPHOTO MOIPa3/ICICHUS;
MHJIEKC JIeJia [0 HOMEHKJIaType /e,
HOMED ToMa (4acTH);
3aroJIoBOK Jiejia (Toma, 4acTH);
KpaliHHE JIaThl J1ej1a (ToMa, 4acTH),
KOJINYECTBO JICTOB B JIEIIC;
CPOK XpaHEHHUS JIeNa;
apxXUBHBIN mUdp aena.
Ha o0noxkax Jen MOCTOSHHOTO XpaHEHWs HaJi HAMMEHOBAaHUEM OPIraHU3allMU YKa3bIBACTCS
HaMMEHOBAHHE TOCYIAPCTBEHHOTO (MYHHIIMIAIBLHOTO) apXHWBa, MCTOYHUKOM KOMILJICKTOBAHUS
KOTOPOT'O BBICTYIIACT OPTaHU3aIIHSI.

8.37. Ilpu odopmiteHnn 00T0KKH Jela;
HAMMCHOBAHME BBIIIECTOAIICH OpraHM3anuy (OpraHUu3allK - YYPEAMTENs), IPU €€ HaIH4YuH,
YKa3bIBAETCS MOJHOCTHIO B UMEHHUTEIHHOM MAJEXKe, MO MOJHBIM HauMEHOBAaHHEM B CKOOKax
yKa3bIBaeTCs O(QUITHATLHOE TIPUHATOE COKPAIICHHOS HAUMEHOBaHKE (TIPU €0 HAIUYHH);
HaMMEHOBAHNE OPTraHU3aIMK YKa3bIBACTCS TOJTHOCTHIO, B IMEHUTEIHFHOM IaJIeKe, C YKa3aHUEM
Oo(pHIIMANTBHO TPUHITOTO COKPAIICHHOTO HAMMEHOBaHUs (MPU €ro HaJU4YuHu), KOTOpOe
YKa3bIBAETCS B CKOOKaX MOCJIE MOJTHOTO HAMMEHOBAHUS;
HalMEHOBAHHUE CTPYKTYPHOTO MOApA3JeNeHHs] YKa3blBAE€TCS MOJHOCTbIO B COOTBETCTBHU C
YTBEP)KICHHON CTPYKTYpOH oOpraHu3anuu (MpW HAIWMYUH COKPAIICHHOTO HAaUMEHOBAHHS
CTPYKTYPHOTO MO/Ipa3/ieJIeHNsl OHO YKa3bIBae€TCs B CKOOKaX);
MHJIEKC JIeJIa MMPOCTABIISIETCS] B COOTBETCTBUU C HOMEHKJIATYPOU JIENT OpTaHU3alIiH;
3aroJIOBOK JieJla MePeHOCUTCS U3 HOMEHKIIATYPhI Jiesl OpraHu3alnuu (B HEOOXOIUMBIX CIIydasx B
3aroJIOBOK BHOCSITCS YTOUHEHMUS);
natel fena (roj(bl) 3aBeJJIeHUs 1 OKOHYAHUS JIeNla B IeTI0IPOU3BOJICTBE).
[lpy w3MeHeHMHM HAWMMEHOBAHHWsS OpTaHW3AIMM WM TO/PA3ACICHUs B TEUEHHE IEpHo/a,
OXBaTBIBAEMOI'0 JIOKYMEHTaMH [ieJla, WM TpH Iepefadye Jiena B ApPYroe MoJpas/ielieHue Ha
00JIOKKE J1eNTa MoJT MPEeKHUM HaNMEHOBAHNEM YKa3bIBA€TCS HOBOC HAMMEHOBAHHNE OpraHU3aIiu
(monpaszenenus), a NpekHee HAMMEHOBAHUE 3aKII0UaeTCs B CKOOKH.
Wupekc nena u 3arojoBOK Jefia MEPEHOCATCS Ha OOJIOKKY M3 HOMEHKIATYphl Aen. Eciu meno
COCTOUT M3 HECKOJbKHX YacTei, Ha OOJOXKKY KaXJOro Toma (4acTh) BBIHOCHUTCS OOLIMiA
3aroJI0OBOK JieJa U 3arojIOBOK KaX10i 4yacTH (IIpH €ro HaJIu4uuu).
Jaroil nen, coiepXamux pacHoOpSAUTENBHYIO JOKYMEHTAIMIO, a TaKXKe [ell, COCTOSIIUX W3
HECKOJIBKUX TOMOB (9acTeil), SBISIOTCS KpaiHue JaThl JOKYMEHTOB Jieja, TO €CTh JaThl (YHCIIO,
Mecsll, TOJ) PErHcTpaluu (COCTaBJIEHHUS) CAMOTO PAHHEr0 W CaMOro IMO3JHEr0 JOKYMEHTOB,
BKJIFOYEHHBIX B Jie710. [Ipu aTOM neHp Mecsina (1Ba 3HaKa) v ToJ1 (YeThIpe 3HaKa) 0003HAYAFOTCS
apabckumu nudpamMu, Ha3BaHUE Mecsla MHUIIETCs cI0BOM. Eciu B 1€710 BKITIOYEHBI TOKYMEHTHI,
JIaThl KOTOPBIX BBIXOJAT 33 KpalHHUE aThl Jiela, TO MO/ JaTaMu Jelia, C HOBOW CTPOKHU JIENaeTCs
3anuchk: «B nene MMeroTcs MOKyMEHTHI 3a...roj (bl)». JlaThl genma MOTryT He yKasbIBaThbCs Ha
00JIOKKE JeT, COMepKAINX, HallpUMep, TOJIOBBIE TUTAHBI U OTUYETHI, TAK KaK OHU OTPAXKAIOTCS B
3aroJjIoBKax Jed.
Jatamu nena, coAepiKaimero MpOTOKOJBI 3aCeIaHuM, SIBISTIOTCS JAThl MIEPBOTO M ITOCIEIHETO
IPOTOKOJIA.
KpaitHuMu natamMy JHYHOTO Jiefia SIBJISIFOTCS JaThl TOJIUCAHWS TpUKaza o mpueme (Tmpu
HAJIMYUKA TPYAOBOTO JIOTOBOpa - JaTa 3akKJIIOYEHHUs TPYAOBOrO JIOTOBOpa) W IMpHKaza o0
YBOJIBHCHUH JIUIIA, HA KOTOPOE OHO 3aBeleHO. B ciydae cMmepTH smiia, Ha KOTOPOE 3aBEIECHO
J1eNi0, KOHEYHOM 1aTOM SBJISIETCS 1aTa JOKYMEHTA, U3BEIIAOIIET0 O €0 KOHYUHE.
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PekBH3HT «CPOK XpaHEHUS Jelia» MEePeHOCUTCS Ha OOJIOXKKY JieNla U3 HOMEHKIIATYphI JIelT 1ociie
CBEpPKM €ro CO CPOKOM XpaHEHHUs, YKAa3aHHbIM B IEpEYHE THUIIOBBIX JIOKYMEHTOB MWJIM B
BEJJOMCTBEHHOM I1€pEYHE JJOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHHUSI.

Ha nesax mocTostHHOro XpaHeHHs! MUIIETCS: «XPaHUTh TOCTOSTHHO.

8.38. Ilo oxoHUaHMHM T0/1a B HAJIMUCH Ha O0JIOKKAX JIeNl MOCTOSIHHOTO U BpeMEHHBIX (cBbimie 10
JIET) CPOKOB XPAHEHMs BHOCSATCS YTOYHEHMS: IIPU HECOOTBETCTBUM 3arojioBKa JIeJl Ha 00JIOKKe
COJIEP’KaHUIO MOALIUTHIX JOKYMEHTOB B 3ar0JIOBOK JieJ1a BHOCSATCS U3MEHEHUS U JIOTIOJIHEHMSL.
HanmeHoBaHus opraHuzaliy U MOApa3AeieHus, roJ U HOMEp Jejla MOTyT IpPOCTaBJIATbCA Ha
00JI02KKE € TIOMOILBIO IITaMIIA.

8.39. B mensax oOecneueHHs] COXPAHHOCTUM M 3aKpEIUICHHs MOpsAKa PacloIOKEHHs
JIOKYMEHTOB, BKJIIOUEHHBIX B JIEJIO, BCE €0 JIMCTHI, KPOME JIMCTa 3aBEPUTENS U BHYTPEHHEH
ONUCH, HyMepyroTcs apaOCKuMu IudpamMu BajoBoW Hymepauuen. JIMCTBI HyMepyroTcs
rpadUTOBBIM KapaHJIAIIOM MM HyMepaTopoM (yrmoTpebiieHHe YepHHII M [BETHBIX KapaHaamen
JUIs HyMepalM{ JIMCTOB HE JIOIYCKAaeTcs) CBEpXY BHU3, LUQPbHI MPOCTABIAIOTCS B IPaBOM
BEPXHEM YUy JIUCTA, HE 3a/i€Basi TEKCTa JOKyMeHTa. JIMCTbI BHYTpEHHEH OIUCH HYyMEpYIOTCS
OTJIEJIBHO.

JIucTel fen, coCTOSAIMMX U3 HECKOJIBKUX TOMOB WIJIM YacCTeH, HyMEPYIOTCS [0 KaX/10My TOMY UJIU
YaCTH OT/AEIbHO.

JIOKyMEHTBI ¢ COOCTBEHHOW HyMepaIluel JINCTOB HyMEPYIOTCS B 00IIIEM MOPSIJIKE.

Jlucr moboro ¢opmaTa, NOMIMTHIA 3a OJUH Kpail, HyMepyeTcs Kak OAMH JIUCT B IPaBOM
BepxHeM yriay. CII0KEHHBIH JIMCT pa3BOPAuMBAETCS U HYMEPYETCsS B IPaBOM BEPXHEM YIIIy.
Jlucr, cloKeHHBIN M MOALIMTHIN 3a cepelluHy, MOUIEKHUT MEPELIMBKE U HyMEepYyeTcsl Kak OJMH
JIUCT.

Ecin B gAemo NOAIWINT KOHBEPT C BIOXEHHEM, CHadajla HYMEpYeTcs KOHBEpT, a 3aTeM
OuYepeIHBIM MOPSIIKOBBIM HOMEPOM KaXKJ0€ BIOKEHHE B KOHBEPTE.

Ecnu B Hymepauuu aucroB pomnyiieHo 6onee 10 ommbok, Bce aeno HymepyeTcs 3aHoBo. Ilpu
3TOM CTapble HOMEpPa 3a4EPKUBAIOTCS, U PSAJIOM CTAaBUTCS HOBBIN HOMED JIUCTA.

[Tpy HanUuMK OT/AEIBHBIX OMIMOOK B HyMEpaluy JUCTOB AOMYCKaeTCsl yHoTpeOIeHne JTUTEPHBIX
(c OyKBEHHBIMHU JOTIOJIHEHUSIMHU) HOMEPOB JIMCTOB.

8.40. Ilocne 3aBeplieHHs HyMeEpalUU JIMCTOB COCTAaBISETCS JIMCT-3aBEPUTENb [EIIa,
KOTOpBIM pacrosiaraercs B KOHIlE Jena. B nwucre-3aBeputene uudpaMu M IOPOMUCHIO
yKa3bIBAIOTCSA KOJIMYECTBO JIUCTOB B JAHHOM JieJie, OCOOCHHOCTH OTJIENbHBIX JOKYMEHTOB
(HEsICHBIHN TEKCT, pa3pbIBbl, CKIEHKN).

JIuct-3aBepurens ena MOAIUCHIBAETCS €r0 COCTABUTEEM C YKa3aHUEM JIOJKHOCTH, HHULIMAJIOB
U (GaMUINU, AaThl COCTaBJICHHUS.

KonnyecTBo MUCTOB B jeje, yKa3aHHOE B JINCTE-3aBEpUTENE JIea, IPOCTABISETCS Ha O0JIOKKE
Jena.

Ecnu neno nepersieTeHo U MOAMIMTO O€3 JIMCTa-3aBepUTENs], TO COCTABICHHBIN JTUCT-3aBEPUTEND
MOIKJICUBACTCS K BHYTPEHHEW CTOPOHE 3a/IHEH 00JI0KKH Jea.

8.41. lna ydyera ITOKYMEHTOB OIIPENEICHHBIX KAaTETOPUHM MOCTOSIHHOIO U BPEMEHHOIO
(cBbime 10 5eT) CpoKOB XpaHEHMs, y4eT KOTOpBIX BbI3BaH CHEHU(PUKON JOKYMEHTaIuHu,
BKJIIOUEHHOW B JIEJI0, COCTaBIISETCS BHYTPEHHSS ONKCH JIOKYMEHTOB Jiela, IIOMellaeMasi B €ro
Haya’o.

BHyTpeHHsIsI omMch BKIIIOYAeTCs B JieNa, MMEIIIME OCO0YyI0 3HAYMMOCTb, a TaKkKe B Jiena,
c(opMUpPOBaHHbBIE 1O BUIAM JTOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PACKPHIBAIOT KOHKPETHOIO
COJIep’KaHusl JOKYMEHTOB.

BHyTpeHHsAS onuch JOKYMEHTOB JI€Jla COCTABIISAETCS TakKe Ha 0OBEMHBIE Jie]la TIOCTOSHHOTO U
BpeMeHHBIX (cBbie 10 JIeT) CPOKOB XpaHEHHUS B LENAX ydeTa U OBbICTPOro HaxXOXKIACHUS
JIOKYMEHTOB B JIEJIe.

B koHIle BHYyTpeHHEH ONMUCH yKa3bIBaeTCs HHU(pamMHu U MPOMUCHI0 KOJIMYECTBO BKJIIOUYEHHBIX B
Hee JOKYMEHTOB M KOJIMYECTBO JIMCTOB BHYTPEHHEH OMMCH.
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BHyTpeHHs onuCch JOKYMEHTOB Jieja MOANNCHIBAETCS COCTABUTEIEM C YKa3aHUEM JIOJKHOCTH,
WMHHUIMAIOB U (paMUIMHU, 1aThl COCTABIICHUSL.

Ecnu neno meperiereHO W MOAIIMTO O€3 BHYTPEHHEH OIMMCH, TO COCTaBJICHHAs BHYTPEHHSS
OIUCH MOAKJIEUBACTCS K BHYTPEHHEH CTOPOHE JIMLIEBOM 00JI0XKKY Jiena.

8.42. JIoKkyMeHTBI IOCTOSIHHOTO, BPEMEHHBIX (cBbllie 10 J1€T) CPOKOB XpaHEHHUS U IO
JUYHOMY COCTaBY, COCTABISIOLIME [I€JI0, MOMEUIAI0TCS B TBEpAble OOJOXKKM W3 KapTOHa,
MNOJLIMBAIOTCS B YETHIPE IMPOKOJA WIM MEPEIUIETAOTCA C yYETOM BO3MOYKHOCTH CBOOOJHOIO
YTEHUsl TEKCTa BCEX JOKYMEHTOB, J1aT, BU3 M PE30JIOLMHA Ha HHUX. Pe3omronuu pykoBOJCTBa,
COCTaBJICHHBIE HA OTJEJIbHBIX JINCTAX, IOMEIAIOTCSA Iepel JoKyMeHToM. [Ipu moaroToske nen k
NOJIIMBKE (TeperieTy) IMpoBepseTcsl MPaBWIBHOCTh MX (OPMHUPOBAHUS, OPOPMIIECHHS, BCE
IUIACTUKOBBIE W METAJUVIMYECKUE KPEIUIEHHs, a TaKkKe TEpPMONEpPEIUIEThl U3 JOKYMEHTOB
YIAISIOTCA.

Jlena OCTOSIHHOTO XpaHEHUs, COCTOSAIIME M3 0CO00 IEHHBIX WM He(POPMATHBIX JOKYMEHTOB,
MOTYT NPUHUMATbCA Ha XpaHEHUE B 3aKPBITHIX TBEPJBIX MalKax ¢ Tpems KiIalaHaMU U C
3aBsI3KaMH UJIM B KOpPOOKax.

8.43. IloaroroBka 5JIEKTPOHHBIX [JOKYMEHTOB K IiepeJaue B apXuB OpraHU3allu
OCYIIIECTBIISETCS CTPYKTYPHBIM  TOJpa3feiieHuEM OpraHu3anuu - BJIQ/IETIBLIEM
COOTBETCTBYIOLIEH MH(POPMAITMOHHONW CUCTEMBI COBMECTHO C ITOJIPa3/Ie€iCHUEM (CIELHATUCTOM),
o0ecreunBarOIUM (YHKINOHUPOBAHHE HH(POPMALIMOHHON CUCTEMBI.

8.44. Ilpu nmoaroToBKe 3JEKTPOHHBIX JOKYMEHTOB, OTOOPAaHHBIX K Ie€peladye B apXHB
OpraHM3al1H, BHIIOJIHSIOTCS CIEIYIOINE OCHOBHBIE ITPOLIEYpPhI paOdOThI C JOKYMEHTaMHU:
KOHBEpTAlMs JIEKTPOHHOI'0 IOKyMeHTa B (hOpMaT apXUBHOT'O JJOKYMEHTa™
¢dopmupoBaHrue B MH(POPMAITMOHHOW CHCTEME OPTaHU3AIMH DJIEKTPOHHBIX €I, SBIISIOLIMXCS
COBOKYITHOCTBIO KOHTEHHEPOB JJIEKTPOHHBIX JOKYMEHTOB WJIM KOHTEHHEPOM 3JIEKTPOHHOTO
JOKYMEHTA, BKJIIOYAIOIIEM: KOHTEHT M METaJaHHble »>JEKTPOHHOTO JOKYMEHTa, (hailibl
AJIEKTPOHHBIX MOAMNMCEN U BU3yaTU3UPOBAHHYIO KOIIUIO TEKCTOBOT'O 2JIEKTPOHHOIO IOKYMEHTA B
dopmare PDF/A%;

(bopMHpOBaHUE OMUCH TEKTPOHHBIX JIEJ1, JOKYMEHTOB CTPYKTYPHOTO MOJIpa3/IeIeHNUS;
MUTpaus MEKTPOHHBIX JOKYMEHTOB Ha (PU3MYECKH 000COOJIEHHBIE MaTepUabHbIE HOCUTEIH,
€CIM  JOKYMEHTbl MepeAaloTcs B apXUB OpPraHM3alud HE 1O  HMH(OPMAIMOHHO-
KOMMYHHKAIIMOHHBIM KaHaJlaM;

IIPOBEPKA BOCIIPOM3BOAMMOCTH 3JIEKTPOHHBIX JOKYMEHTOB;

IIPOBEPKA AJIEKTPOHHBIX JOKYMEHTOB Ha HAJIM4KE BPEJOHOCHBIX KOMITBIOTEPHBIX IPOTrpamMm;
MOATBEP)KJIEHUE LEJIOCTHOCTU DJIEKTPOHHOIO Jeja AJIEKTPOHHOW IOANHUCHI0 PYKOBOJMUTENS
CTPYKTYpHOTO  MOJpa3JesieHus (MHOr0  YHNOJHOMOYEHHOIO JIMIA), OCYILECTBISIOLIETO
MOJArOTOBKY 2JIEKTPOHHBIX JOKYMEHTOB K I€peAaue B apXUB OpraHU3aIiH.

8.45. DnexTpoHHBIE JOKYMEHTHI [IepelatoTCs B apXUB OpraHu3aluy 1Mo HH(OPMalnOHHO-
TEJIEKOMMYHHUKAIIMOHHON CEeTH WJIM Ha (hpU3nYeckn 000COOIEHHBIX HOCUTENSAX B COOTBETCTBUU C
YCTAHOBJICHHEIMI TIPABHJIAMH 2, ©€3 COXpAHCHHS IAHHBIX ODICKTPOHHBIX JOKYMEHTOB B
COOTBETCTBYIOIIUX HH(POPMALIMOHHBIX CUCTEMAX.

8.46. Ommcu Aen COCTaBISIOTCS B CTPYKTYPHBIX MOJAPA3JEICHUSAX OpPraHU3ALMM 0.
METOAMYECKUM PYKOBOJICTBOM Ci1yKOBI J1eTONPOU3BO/ICTBA.

Omnucu fen cocTaBIIAIOTCS OTAENIBHO Ha Jefla MOCTOSHHOTO XpaHEeHUsl; Jejla BpEMEHHBIX (CBBILIE
10 7er) cpokoB XpaHEHHs; Jefa Mo JUYHOMY COCTaBY, JIEKTPOHHBIE JieNla, a TakKe Ha Jena,
COCTOSIIIIME U3 TOKYMEHTOB, XapaKTEePHBIX I TaHHOM opraHu3zanuu (cyneOHbIe, CIeICTBEHHbIE
JIeN1a, HayYHbIE OTUYETHI II0 TEMaM).

Onucu pen CTPYKTYDHEIX NOJpPA3/IeIEHUl COCTaBIAOTCS MO (opMaM, YCTaHOBJICHHBIM
IIpaBunamu XxpaHeHus 4

[To onucsM e CTPYKTYPHBIX MOJIPA3/IeNeHUI TOKYMEHTHI IEPEJAtOTCs B ApXUB OpraHU3alHH.
Ha nena BpeMeHHbIX CpOKOB XpaHeHus (110 10 jeT BKIIOYUTENIBHO) OUCH HE COCTABIISIIOTCS, U B
apXx¥B TaKue JIeJa He NepelatoTCsl.

[Tpu Hanuuu B opranm3aruu COJ] onucu nen GopMUPYIOTCS B CHCTEME.
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8.47. Onmcu nen CTpYKTYpHBIX MOAPA3IEICHUN MPEACTABISAIOTCS B apXUB OpraHU3aluu
HE paHee, YeM 4epe3 OJUH TOoJl, U He MO3JHee, YeM Yepe3 TPU rojia Mocie 3aBeplIeHHs Ael B
JIEJIONIPOU3BO/ICTBE.

8.48. OtnenbHas OMHUCh MPEACTABISET COOOW TIEpeueHb OIMMCATEIBHBIX CTaTed C
CaMOCTOATEJIbHOM TOPSIIKOBOM HyMEpalMed, KaxkJaas M3 KOTOpPbIX JIOJDKHA BKIJIKOYATh
CIIEIyIOIINE CBEJCHHUS:

IIOPSIIKOBBIM HOMEP JIeJIa 110 OIKCH;
UHJCKC JIeNa;

3aroJIOBOK JI€JIa;

KpaliHue J1aThl JIeNa;

KOJIMYECTBO JIMCTOB B JIEJIE;

CPOK XpaHEHHUs Jena;

IpUMEYaHUsl.

8.49. Ilpu cocraBneHUM OMNHCH €] CTPYKTYpHOTO TOJpa3feNieHusi COOII0IAr0TCs
CIIeAYIOIIHEe TPeOOBAHUS:
3aroJIOBKU JieJ BHOCSITCSI B OMKCHh B COOTBETCTBUU C MPHUHITONW CXEMOW CHCTEMAaTH3alluu Jed,
3aKperyIEHHOW B HOMEHKIJIAType Ael;

KaXKI0€ JIeJI0 BHOCUTCS B OMHUCH IMOJ CAMOCTOSTEIbHBIM MOPSIKOBBIM HOMEPOM (€Ciu JeNo
COCTOMT U3 HECKOJBKHUX TOMOB MJIM YacTel, TO KaXKJIblii TOM MJIM YaCTh BHOCSTCS B OIHUCH IO/
CaMOCTOSITENIbHBIM HOMEPOM); TIOPSA0K HyMepalliu A€l B ONKCH - BAJIOBBIIA;

rpadpl ONMUCH 3aIOJHAIOTCS B COOTBETCTBHM C TEMH CBEICHUSMH, KOTOpBIC BBIHECEHBI Ha
00JIOKKY J1ena;

IIPY BHECEHUU B OIMCH MOJPSA Jied (TOMOB, YacTel) ¢ OJIMHAKOBBIMM 3aroJOBKaMH 3arojOBKHU
BCEX JeJ (TOMOB, 4acTell) MUIIYTCS MTOJIHOCTBIO; P BHECEHUH B ONMCH IOCIIEIHErO 3arojoBKa
nobasisiercst cnoBo «llocneaHuitg);

rpada omnucu «lIpumedanus» Hcronb3yercs A OTMETOK O IMpHEME JeJl, OCOOCHHOCTAX HUX
(U3NYECKOT0 COCTOSHUS, O Mepenaye Jed IpYruM CTPYKTYPHBIM HOJpa3AeeHUEM CO CChUIKOM
Ha aKT, O HAJINYUU KOIHUH.

8.50. Ilepen BHECEHHEM 3ar0JIOBKOB JIEN B OIUCH IPOBEPSIIOTCS Ka4yecTBO (hOPMHUPOBAHUS

U 0opOpMIIEHUS [IeJl, COOTBETCTBHE KOJIMYECTBA JI€Jd, BHOCHMBIX B OINHCh, KOJUYECTBY
3aBE/ICHHBIX JIeJ1 IO HOMEHKJIAType JieJl OpraHu3aIiu.
B koHIe onucu Beien 3a MOCHEIHEN OMMCATEIbHOW CTAaThEl 3allOJIHAETCS WTOTOBas 3alllCh, B
KOTOpOW yKa3bIBalOTCS (LUPpaMH W TPOIMUCHIO) KOJUYECTBO €N, YHUCISIIUXCA TO OIHUCH,
HEPBBI U MOCIeHNI HOMEpa JeJ IO OMKCH, a TAK)KE OTOBAPUBAIOTCS OCOOCHHOCTH HyMEpaluu
JIeJ1 B OMKCH (JIMTEpHbIE HOMEPA U MPOIYILIEHHbIE HOMEPA).

8.51. Tlopsimox NpHUCBOEHHS HOMEPOB OIUCAM i€ CTPYKTYPHBIX TIOJpPA3AeICHUI
YCTaHaBIIMBAETCS 10 COTJIACOBAHUIO C ApXMBOM OpraHU3aluHU.

8.52. Ilpu cocTraBneHNM ONUCH 3JIEKTPOHHBIX €I B ONUCH BKIIIOYAIOTCS:

MOPSAIKOBBIM HOMEP AJIEKTPOHHOTO JeJia M0 OMHCH;

MHJEKC 3JIEKTPOHHOTO JIENa;

3aroJI0BOK JIeNa;

naTa fena (ToMa, 4acTu);

CPOK XpaHEHUs Jena;

00BEeM JIEKTPOHHOTO jeia B MO;

pUMeYaHusl.

B cocraBe ommcu snextpoHHbIX aen B COJl popmupyercs peecTp 37€KTPOHHBIX JTOKYMEHTOB
(KOHTEHHEPOB 3JEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBAIOTCS CBEJCHHS 00 AJIEKTPOHHBIX
JIOKYMEHTaX, BKJIIFOUEHHBIX B Ka)KJ0€ JIEKTPOHHOE JIENO.

8.53. Onucu J[en CTPYKTYpPHOTO TOAPA3JAECICHUS TMOJMUCHIBAIOTCA PYKOBOIUTEIEM
noJpassiesieHusi, coriaacoBeiBatoTcss DK cTpyKTypHOro moapasjeneHusi (Mpu ee HAIWYUH) U
Cyx001 1eonpon3BOACTBA. PeecTp 31eKTpOHHBIX TOKYMEHTOB, SIBJSIOMIUNUCS MPUT0KEHUEM K
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OMMHUCU DJICKTPOHHBIX JOKYMCHTOB, IOAMUCBIBACTCA COCTABUTCIIEM PpCECTpa C YKa3aHUCM
JOJIKHOCTH, MHULIMAJIOB, (DaMUJIMH, JaThl COCTABICHHUS.

8.54. Onucu nen CTPYKTYPHOTO TMOJPA3JeieHUs] OpraHU3allud COCTABJISIOTCS B JIBYX
9K3EMILIApax Ha OyMa)KHOM HOCHUTEIE, OJIMH U3 KOTOPBIX MEePEaeTCss BMECTE C JIeJlaMi B apXHUB
OpraHM3ali, a BTOPOH OCTaeTcsi B KAa4eCTBE KOHTPOJIBHOTO 3K3EMIUISIpa B CTPYKTYPHOM
nojpaszielieHnu. B apXuB opraHuzaliy TakKe IepelaeTcsl MO SK3eMIUIIpYy OmHced Jen B
QJIGKTPOHHOM BHJIE B peIakTUpyeMoMm ¢opmare JUisi UCIOJIb30BaHUS B JajbHEHIIEM IS
MOJIFOTOBKU aPXUBHBIX OMHCEH e, JOKYMEHTOB (TOI0BBIX Pa3eiioB).

8.55. Jlena nepenaroTcsa Ha XpaHEHHUE B apXUB OPraHU3AIMH B COOTBETCTBHHU C IpauKOM
nepefaud  JIOKYMEHTOB,  YTBEP)KIACHHBIM  PYKOBOJHUTENEM  OpraHu3alMd WIM  HHBIM
YIOOJHOMOYCHHBIM WM JIMIOM W CONIACOBAHHBIM C  PYKOBOAHUTCIIIMHU  CTPYKTYPHBIX
MoJpa3/ieICHHM.

8.56. Jlena moCTOSSHHOTO M BpeMEHHBIX (cBbllie 10 JI€T) CpOKOB XpaHEHMsI, TOKYMEHTbI
M0 JINYHOMY COCTaBY, 3JIEKTPOHHBIE JOKYMEHTHI MEpealoTCs B apXUB OpraHU3allMi HE paHee,
YeM uepe3 rojl, U He MO3HEee, YEM Uepe3 TPU Irojia MOCIIE 3aBEPILICHHS UX B JI€JI0NPOU3BOJICTBE.

8.57. Ilepenaua nen B apXUB OPraHU3ALMU MTPOUZBOJUTCS MO OMUCSAM €T CTPYKTYPHBIX
IIOAPA3ACIICHAMN.

8.58. YmoiaHOMO4YEHHBI pabOTHUK apXuBa MPOBEPSET MPaBUIBHOCTH OPOpPMIICHUS U
(dbopMupoBaHUs J€ll, NPaBUIbHOCTh COCTaBJICHUS ONMCEN /1€, COOTBETCTBUE KOJMYECTBA JEl,
BKJIIOUEHHBIX B OMUCH, KOIUYECTBY JeJ, C(HOPMUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYPOI
JIeJI.

BrisiBieHHble TpU MPOBEpPKE HEAOCTATKU B (HOPMUPOBAHUM U OPOPMIICHUU Jell PabOTHHKU
CTPYKTYpPHOTO MOApa3/ieeHHs 00513aHbl YCTPAHUTh B IByXHEJIEIbHBIN CPOK.

8.59. Ilpuem kaxaoro Aena B apXWB OpPraHU3alMU IPOU3BOIAUTCS B IMPUCYTCTBUU
JIEJIONPOU3BOUTENSL CTPYKTYpHOro nojpaszzaeneHus. [Ipu atom Ha 000MX 3K3eMIUIIpax ONHCU
IIPOTUB Ka)XJ0ro Jieja, BKJIIOUYEHHOTO B HEe, JIeNaeTcs OTMETKAa O Haluuuu jaena. B koHue
KKIOr0 HK3EeMIUIpa OMNHCH B UTOTOBOW 3allUCH  YKa3blBaeTCs LHUPpaMU U IPOMUCHIO
KOJINYECTBO (DAaKTUYECKH MPUHATBIX B apXuB Jied, B TOM YHCIE DSJEKTPOHHBIX, HOMeEpa
OTCYTCTBYIOILIUX JIEJI, 1aTa MpuemMa- neperadu Jell, a TakkKe MOANKUCH JIMIA, OTBETCTBEHHOI'O 3a
apxuB, U JIMLA, IEPEAABILErO Aea.

NtoroBasg 3amuch NOATBEPXKAACTCS MOANMMUCAMH COTPYJIHHMKAa apXwBa M COTpPYJAHUKA
(1es1onpou3BOUTENS) CTPYKTYPHOTO TOJpA3JesIeHUs, IepelaBliero Jena Ha OyMaXXHOM
HOCHTEJIE U JIEKTPOHHBIE JIeTa.

8.60. Ilepemaua >IEKTPOHHBIX JOKYMEHTOB B apXWB OPTraHU3alMM IPOU3BOJIUTCS Ha
OCHOBaHUU OMUCEH AMEKTPOHHBIX eI M0 UHPOPMAIIMOHHO-TEIEKOMMYHUKAIIMOHHON ceTH (Tipu
HAJIMYMM B AapXWMBE OpraHM3aluU HWHPOPMALMOHHOM CHUCTEMbI) MM Ha (PU3UYECKU
000CO00JIEHHBIX MaTCpUAJIBHBIX HOCHUTCIIAX, KOTOPBIC IPCACTABIAIOTCA B JABYX HIACHTHYHBIX
AK3EMILIApaXx.

8.61. B ciywae nuKBHOAIMM WIM PEOPTaHMU3ALUUU CTPYKTYPHOIO MOJApA3/IEICHUs
OpraHM3aly JAEJIONPOU3BOANUTENb TOAPA3ACIEHUS B IEPUOJ IPOBEACHUS JHMKBUIALIMOHHBIX
MEPONPUITHI POPMUPYET BCE UMEIOLINECS TOKYMEHTHI B Jiea, 0ohopMIIseT Jesia U MepeaeT ux
B apXUB OpraHM3allM, HE3aBUCHMO OT CPOKOB XpaHeHus. llepenaua nen ocyiiecTBiseTcs 1o
OTIMCSIM JIeJl 1 HOMEHKJIaType Jedl.

8.62. Ha nema ¢ MCTEKIIMMU CPOKaMU XpaHEHHS B CTPYKTYPHBIX MOJAPa3JCIICHUAX

opraHu3alnr COCTABJIAIOTCA MPEAJIOKCHUSA K aKTY O BBIACICHUU K YHUYTOXKCHUIO JOKYMCHTOB,
HE MOJJIeKaIIUX XpaHeHuo (1o ¢popme, ycraHoBiIeHHOI [IpaBunamu xpaHeHHﬂ35.
Ha ocHOBe mpemiokeHWii CTPYKTYpHBIX mnonpasneneHuit  Cmyx0a JIenonpou3BOJICTBA
opraHu3al COCTABJISICT AKT O BBIACICHUU K YHUYTOXCHUIO HOKYMCHTOB, HC ITOIJICKAIIUX
XpaHEHHWIO, Ha JieJla BCEH OpraHM3anuyd 1o TOW ke ¢opme. 3aroJOBKHM OJHOPOIHBIX EI,
0T06paHHBIX K YHHUYTOXXCHHUIO, BHOCATCA B aKT IIOA OGH.[I/IM 3aroJIOBKOM C YKa3aHUCM
KOJIMUECTBA JIeJI, OTHECEHHBIX K IaHHOM rpymie.
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8.63. Jlema BK/IIOYAIOTCS B aKT O BBIIEICHMM K YHUYTOXKEHHIO JIOKYMEHTOB, HE
MOJJIEKAIIUX XPAHEHUIO, €CIU MPEAYyCMOTPEHHBIN JUIsl HUX CPOK XpaHEHUs UCTEK K 1 sHBaps
rojaa, B KOTOpoM cocTtaBiieH akT. Hampumep, 3axkonuyeHusie B 2014 romy agena ¢ 3-JeTHUM
CPOKOM XPaHEHHs, MOTYT ObITh BKJIIOUEHBI B aKT, KOTOPBI OyAeT coCTaBlieH He paHee | sHBaps
2018 roga.

8.64. Jlena ¢ oTMeTKOM «IIK»*® nopexar MOJUMCTHOMY MPOCMOTPY B LIEJISAX BBISBJICHUS
JIOKYMEHTOB, TMOJIJICKAIINX [MOCTOSTHHOMY XPaHEHHUIO. BBIsBICHHBIC B TaKUX JEJIaX JOKYMEHTBI
MIOCTOSIHHOTO XPAHEHUsl BBIACISIOTCS W IPUCOCIUHAIOTCA K OJHOPOJHBIM JelNaM WU
(bOpMUPYIOTCS B CAMOCTOSITEIIBHEIE JIeNa.

OcranbHble JOKYMEHTHl Jena ¢ oTMeTkod «JIIK» BkirouaroTcsi B akT, IpU 3TOM OTMETKa
«OIIK» B akTe He yKa3bIBaeTCsl.

8.65. AKT O BbIIETICHUM K YHUYTOXKCHHIO JTOKYMEHTOB, HE MOJJIEKALIUX XPaHEHHUIO,
MPEACTABISIETCS HA paccMOTpeHue u corjacoBaHue DK OAHOBPEMEHHO C OIUCAMH JIel
MOCTOSIHHOT'O XPAHEHUs U IO JINYHOMY COCTaBY.

8.60. AKT O BBIJIEICHUM K YHUUTOKEHUIO JOKYMEHTOB, HE IMOJUIEkKAIIMX XPAHEHHUIO,
YTBEPKIAETCS PYKOBOJAMTEIEM opraHu3zanuu nociie yrBepxkaenus OIIK  apxuBHOrO
YUpPEKICHUSI, TOCYIapCTBEHHOTO WM MYHHUIIMIAJIBHOTO apXWBa B COOTBETCTBHH C
MPEAOCTABICHHBIMU €MY MOJIHOMOYHUSIMU OIUCEN JIeJ MOCTOSIHHOTO XPAaHEHHUs M COrJIacOBaHUSs
OMHCEN JIeNl 0 JIMYHOMY COCTaBY, IOCJIE Yero Jeja, BBIACICHHBIC MO aKTy K YHHUYTOXCHHIO,
MOTYT OBITh YHHUTOKEHBI.

8.67. Jlena, mojjiexxaiiue yHHYTOKEHUIO, TIEPEIA0TCs Ha MepepadoTKy (YTHIIM3AIIHUIO).
[lepenava nen opopmitsieTcst MpUEeMo-CAATOYHON HAKIIATHOM.

[Tocne yHWUYTOXKEHMSI J€ B HOMEHKJIATYpPE JeJl MPOCTABISIOTCS OTMETKH, 3aBepsieMble
noAnucko creruanucta CiayxObl 1eT0NpPOU3BOACTBA, U 1aTOM:
«Yanuroxxeno. Cm. akt Ne oT . [lognuce, nHUIMATBL, (haMUITHS.

8.68. DIJEKTpOHHbIE JOKYMEHTbl C HCTEKIIMMH CpPOKAMH XPAHEHHUs IOJIeXaT
BBIJICJICHUIO K YHUUYTOKCHHUIO Ha OOIIMX OCHOBAHUSX, MOCIIEC YEro MPOBOAUTCS MX (PU3NUECKOE
YHUUTOXKEHUE UM YHUUTOXKEHUE MPOTPAMMHO-TEXHUUYECKUMU CPEACTBAMHU C COOTBETCTBYIOLIEH
OTMETKOM B aKT€ O BBIICJICHUH K YHUUYTOXKEHUIO JJIEKTPOHHBIX IOKYMEHTOB.

OJNIEKTPOHHBIE JIOKYMEHTHl CUUTAIOTCSI YHUYTOKEHHBIMU, €CIM HMX HENb3d BOCCTAaHOBUTH
cpencTBamMu HH(OOPMAITMOHHOM CHUCTEMBI HAa HOCUTEIIIX WH(OpPMAIIUU U U3 PE3EPBHBIX KOMHIA.

8.69. AKTBHI O BBIJCICHUM K YHUYTOKEHHUIO JOKYMEHTOB, HE MOAJICKALUIUX XPAHEHUIO,
XPpaHATCS TOCTOSIHHO B Jienie (poHa.

9. Opranusanusi 10cTyna K JOKYMeHTaM H UX HCIOJIb30BaHUSI

9.1. Bwimawa pnen, Haxonmsammxcs Ha xpaHeHun B Croyx0e JeT0ompon3BOACTBA,
CTPYKTYPHBIX TIOJIpA3/ICJICHUSX OpraHu3ali pabOTHHUKAM JPYrUX MOApa3CIeHUNd IS
O3HAKOMJICHUS U (WJIH) 711 BpEMEHHOTO MCIOJIb30BaHUs B pab0OTe MPOM3BOAUTCS TIO 3ampocawm,
MOJIMMMCAHHBIM PYKOBOJHUTENIEM (3aMECTHTENIEM PYKOBOJUTEIIS) CTPYKTYPHOTO TOJIpa3fieiiCHus,
3ampanimBaroiero  Jaelo  (JOKyMEHT) W ¢ paspeuieHuss  pykoBoautens — CimyxObl
JIeITOTIPOU3BOICTBA WIIM CTPYKTYPHOTO TIOIPA3IeIeHus], TOKYMEHTHI KOTOPOTO 3alpalTHBAIOTCS.

9.2. Jlena, TOKyMEHTHI BBIJAIOTCSI BO BPEMEHHOE T0JIb30BaHUE PA0OTHUKAM OpraHU3aluu
Ha CPOK He 0oJiee OTHOTO MecsIia.
['ocymapcTBeHHBIM OpraHaM (CyAeOHBIM, MPaBOOXPAHUTENBHBIM, OpPraHaM TOCYJIapCTBEHHOTO
KOHTPOJIA U Hazlsopa) JcJIa U OTACIBbHBIC JOKYMCHTBI BBIJAIOTCA HAa OCHOBAHUH HUX IMMCbMCHHBIX
3aMpOCOB C pa3perieHuss PyKOBOJUTENSI OPraHU3AINH WM UHOTO YIIOJTHOMOYEHHOTO UM JIHIIA,
10 aKTaM Ha CPOK He 00JIee IEeCTH MECSIICB.
[Tpy HEOOXOIMMOCTH CPOK UCTIOIB30BAHUS JTOKYMEHTOB MOXET OBITh MPOICH.

9.3. B mucbMeHHOM 3ampoce pabOTHUKOB OpPraHU3allUM O BbIJaue JOKYMEHTOB (Z1€7) BO
BPEMCHHOC IMOJIb30BAHUC U3JIAral0OTCA NPUYHHBI, 110 KOTOPBIM 3allpalinBacTCA ACJI0 (I[OKYMGHT)
U 11eJTh MCTIOJIb30BAHUS JOKYMEHTOB, HAXOISAIMXCS HAa ONIEPaTUBHOM XPaHECHUH.
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9.4. Ha BblmaHHOE €10 3aBOAMTCA KapTa-3aMECTUTENb, IIOMEIIaeMas Ha MECTO
BBIJIaHHOTO Jiefia. B Hell yka3bIBalOTCs MHIEKC JIeNa, JaTa ero BblIayl, KOMY JeJI0 BbIIaHo, 1aTa
€ro BO3BpAILEHUS, TPEIyCMaTPUBAIOTCS rpadbl I MOANNCEN B MOIYYEHUH U IpUEMe JeNa.

Ha Mecto u3BsATOr0 mNOMIMHHHUKA AOKyMeHTa paOOoTHMK Ciy:KObl [1€JI0MPOU3BOJICTBA UIIU
JIEJIONPOU3BOUTEND TIOAPA3JEICHNs BKJIAAbIBAET B JI€J0 JIMCT-3aMECTUTENb C YKa3aHHUEM,
KOrzia, KOMy M Ha KaKoi CpOK BbIJIaH JJOKYMEHT U MOJNUCSIMH B OJTy4eHUH U npueme nena. [pu
3TOM B JI€JIO TIOMEIIAETCS 3aBEPEHHAs KOMMSI JJOKyMEHTA.

[Tocne pemeHust Bompoca, s PacCMOTPEHHUS KOTOPOro Jena (JOKYMEHThI) M3bIMAIHUCH I10
3arpocaM rocyAapCTBEHHBIX OPraHOB, MOUIMHHUKHU JOKYMEHTOB JIOJKHBI OBITH BO3BpAICHbI B
OpraHMU3aII0 U IIOMEIIECHBI B JIEO.

9.5. DAeKTpOHHBIE JOKYMEHTHI, HAXOJIIMECS Ha ONEPATUBHOM XpaHEHHWH B 0azax
JTAHHBIX THGOPMAIIMOHHBIX CUCTEM, BBIJAIOTCS JUISl KCTIOIb30BAHMS B BUJIE KOMHM 3JIEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBHHM € MyHKTOM 2.51 [IpumepHOil HHCTPYKIMH.

9.6. Ilopsanok nocryna pabOTHUKOB OpraHU3allid K TIOKyMEHTaM, pa3MeniaeMbiM B CO/]

WIM MHOM MH(POPMAIMOHHON CHCTEME, YCTaHABIMBACTCS JIOKAJIbHBIMU HOPMAaTUBHBIMHU aKTaMH
OpraHH3aIiy, OINPEACTSIONMMI MOPAIOK JKCIUTyaTalluu HWH()OPMAIIMOHHOW CHCTEMbI, U B
COOTBETCTBUU C IEPCOHAIBHBIMU YYETHBIMU 3anucsiMu paboTHukoB B CDJ] wim uHON
nH(OPMALIMOHHON CHCTEME.
PaGoTHukam, HE MMEIOIIUM TIpaBa JOCTyNa K COOTBETCTBYIOIIEH MH(OPMAIIMOHHOW CHUCTEME,
9JIEKTPOHHBIE JOKYMEHTBI BBIIAIOTCS B COOTBETCTBMM ¢ myHKTamu 9.1 - 9.3 ITlpumepHoii
MHCTPYKLINH, Ha (PU3NYECKH 000COOJICHHOM HOCHTENE, BBICBUIAIOTCS 10 JICKTPOHHOMY aJIpecy
paboTHHKA, 3aIPALITUBAIOIIETO JOKYMEHT, UM UHBIM 00pa3oM.

9.7. B Cnyx0e nenonpou3BOACTBA, CTPYKTYPHOM TMOAPA3/JACICHUU, BBIIABIIEM JEJI0
(TOKYMEHT) BeJeTCsl ydeT BbIIAHHBIX Jell (JOKYMEHTOB) M KOHTPOJIb MX CBOEBPEMEHHOIO
BO3BpaTa. DIIEKTPOHHBIE Jiefia (IOKYMEHTBI) BO3BpATy HE MOJJIeKAT.

9.8. PaboTHMKM opraHuzanuu 00s3aHbl OOECleYMBaTh COXPAHHOCTh MOJYYEHHBIX BO
BPEMEHHOE I10JIb30BAHUE JOKYMEHTOB (/€71) Ha OyMaXHOM HOCHUTENIE U HCII0JIb30BaTh
MOJYYEHHYI0O MH(OpMAIMIO B CIIYyKEOHBIX IIENSX B COOTBETCTBUU C TPEOOBAHUSAMH JIOKAIBHBIX
HOPMAaTUBHBIX aKTOB. 3ampeuiaercd Iepefada IONYYEHHbIX JIOKYMEHTOB WM WX KONUM
pabOTHUKAM JIPYTUX MOApa3AeIeHUN WIN OpraHU3alHi.

9.9. U3bsatue (BbleMKa) TOKYMEHTOB, OOpa30BaBIIUXCS B JIEITEILHOCTH OpraHU3aIlUH,
IIPOU3BOJUTCS B COOTBETCTBUHU € 3aKOHOAATENbCTBOM Poccuiickoi Penepanuu.

9.10. U3bsTue (BbIEeMKa) AOKYMEHTOB IPOU3BOJUTCS HAa OCHOBAaHWUU MHUCHMEHHOTO
pacriopskeHus:  (ITOCTAHOBJICHMs) COOTBETCTBYIOIIETO OpraHa BJIACTH C  pa3pellieHHs
PYKOBOJUTENS OpraHu3allid WM MHOTO YIOJHOMOYEHHOIO UM JIMIla C W3BELICHUEM
PYKOBOAMTENS MOAPA3ACIEHUS, TOKYMEHTBI KOTOPOI'O U3bIMAKOTCSI.

9.11. ®akT u3bATHA (BBIEMKH) JOKYMEHTOB (PUKCHPYETCS B MPOTOKOJE (aKTe) U3BATHUS
(BBIEMKHM) JOKYMEHTOB, KOTOPBIM COCTaBJsieTCs HE MEHee YeM B JBYX OJK3eMIUIIpax |
MOJIMUCKHIBAETCA YIOJHOMOYEHHBIMU TPEACTABUTENSIMU OpraHU3allid U COOTBETCTBYIOIIETO
rocyJapcTBeHHOro opraHa. K mporokony (akTy) mpuiaraercs ONUCh (PeecTp) H3BIATHIX
JIOKYMEHTOB (z1e1).

9.12. Tlpn MU3bATHM NMOIJIMHHUKOB JIOKYMEHTOB B JEJIO NOMEIAETCS 3aBEPEHHAs KOIMHUs
JIOKYMEHTa, Ha 000pOTe KOTOPOH yKa3bIBaeTCsl OCHOBAHHME M3bATHS MOIJIMHHHUKA, CPOK BO3Bpara,
JlaTa v MOANUCh pabOTHHUKA, OTBETCTBEHHOTO 32 (POPMHUPOBAHUE H/UIIN XpaHEHHE JIefa.

9.13. [logMMHHUK JOKYMEHTA, U3BATHIA U3 Ji€]a HA OCHOBE COOTBETCTBYIOIIETO PEUICHHS,
IIOCJIE PAacCMOTPEHUS W PELIEHMs BOIpPOCa, BO3BpallaeTcs B JEN0, NpPU ITOM KOIHS,
MOMEILEHHAs B JIeJI0 BMECTO MOAJIMHHUKA, N3bIMAETCS.

10 U3roToBJieHne, yueT, HCIOJIb30BaAHUE U XPaHEHHe NevaTeil, ITaMIoB, 0JIJAHKOB
JAOKYMEHTOB, HOCHTEeJeH 3JIeKTPOHHbIX MOANMUCEel
10.1. bianku oOpraHU3alMOHHO-PACTIOPSAUTEIBHBIX JTIOKYMEHTOB pa3padaThIBAIOTCS
CnyxOoif  genmompousBoacTBa.  Buiael  OnaHKOB — OpraHM3alMOHHO-PACTIOPSIUTEIBHBIX
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JOKYMEHTOB, TpeOOBaHUS K UX O(GOPMICHHI0O ¥ HCHOJb30BAHUIO YCTAHABIMBAIOTCS
WHUBUIyaJIbHOW HHCTPYKIMEHN IO 1€TONPOU3BOICTBY OpraHU3alUu.

10.2. OOpa3mpl OaHKOB JOKYMEHTOB YTBEPKIAIOTCS B COCTaBE WHIUBUIYATbHOU
MHCTPYKIMU IO JEJONPOU3BOJACTBY WM IPHUKA30M PYKOBOJMUTENS B COCTaBE KOMIUIEKTA
(ampOOMa) O6IIaHKOB.

10.3. B opranuzanuu Juisi HOJATOTOBKM JIOKYMEHTOB MOTYT HCIIOJIb30BAaThCs OJaHKH
JOKYMEHTOB, HW3TOTOBJIEHHBIE THUNOTPA()CKUM CIIOCOOOM WJIM CPEACTBAMU OIEPATUBHOU
nosmrpaduu.

VYupexxaeHnue BOpaBe NpU TOATOTOBKE JOKYMEHTOB HCIOJB30BATH AJICKTPOHHBIC IIa0IOHBI
0JIaHKOB. DJIEKTPOHHBbIE IIA0JOHBI OJAHKOB JOJKHBI COOTBETCTBOBATH 0OOpaslamM OJaHKOB,
YTBEPKACHHBIX PYKOBOJUTENIEM OPraHU3alUH.

10.4. biaHku OpraHu3alMOHHO-PACHOPSAIUTEIbHBIX JOKYMEHTOB, IPHUMEHSEMBbIE B
OpraHM3ali, He MOTYT NEepeNaBaThCs JAPYTUM OpPraHU3alMsIM, JOLKHOCTHBIM U (PU3NYECKUM
JTULAM.

10.5. Ciy»x0a 1enonpon3BO/ICTBA OPTaHNU3AIHH:

o opMIISIET 3aKa3bl HA U3TOTOBJIICHUE OJIAHKOB OPraHU3alMOHHOPACTIOPSIIUTEIBHBIX TOKYMEHTOB
TUTIOTPA(CKUM CITIOCOOOM HITH CPEICTBAMH OTIEPATUBHOM MOTUTpadum;

OCYIIIECTBIISIET XpaHEeHHEe OJaHKOB OpPraHU3alMOHHO-PACIIOPAIUTENbHBIX JOKYMEHTOB U BbIAAUy
UX B CTPYKTYpPHBIE MOPAa3/IeICHHs] OpraHu3aluu;

OCYIIECTBIISIET KOHTPOJIb 3a MPABUJIBHOCTHIO HCIIOJIb30BaHUS OJAHKOB OPraHU3allMOHHO-
PACTIOPSINTEIBHBIX JJOKYMCHTOB"

10.6. B opranuszanuu B cootBeTcTBUU ¢ DenepaibHbIM KOHCTUTYLIMOHHBIM 3aKOHOM «O
['ocynapctBenHom repbe Poccuiickoii @eﬂepauun>>38 M YCTaBOM OpraHU3alHUM HCIOJIb3YyETCA
nedath ¢ BocmpousBeneHueM ['ocynapctBenHoro rep6a Poccuiickoit ®enepanyu (nanee -
nevyaTh OpraHu3aIun).

B opranuzanum Takyke MOTYT HCIIOJIB30BAThCA NE€YaTH MOAPA3AEICHUM, NTeYaTH JUIsl TaKETOB U
OTJICNbHBIX KaTEropuil JOKYMEHTOB, a TaKXe METAJUIMYECKUE BBbDKMUMHBIE I€4aTu JUis
OIleYaThIBAHUS TOMEIEHUIN U YAOCTOBEPEHUS CIEIMAIBHBIX IPOITYCKOB.

B opranmzanuy MOXKET HCIHOJIB30BAThCA IMITaMI (IITaMIbl) C (PAKCUMUIBHOM IOJIHUCHIO
PYKOBOIMTENSA U UHBIX JOJKHOCTHBIX JIMLL.

[Topsimok HCMONB30BaHUS IITAMIOB € (DAaKCUMMWJIBHOM MOANKMCHIO PYKOBOJIUTENS W HHBIX
JOIDKHOCTHBIX  JIHIL",  BHJIBI JOKYMEHTOB, MOJNHMCHIBAEMbIX (aKCUMMIBHON IOANUCHIO
YCTaHaBJIMBAETCS JIOKAJIbHBIM HOPMAaTUBHBIX aKTOM OpraHU3alllu.

10.7. Tledats opranuzanuu ¢ BocrnpousBeaeHneM ['ocymapcTBenHoro repba Poccuiickoit
Odeneparil JIOJDKHA COOTBETCTBOBAaTh TpeOoBaHmsiM, ycranoBieHHBIM ['OCT P 51511-2001
«[lewatn c¢ BocmpoussenenueMm ['ocynapctBeHHoro rep6a Poccuiickoit denepauuu. Popma,
pasMephl ¥ TEXHHUECKHE TPEGOBAHMS» .

10.8. IleyaTn U WITaAMIBl OPraHU3AUKN M3TOTABIMBAIOTCS B KOJMYECTBE, HEOOXOIMMOM
JUISL OCYIIIECTBIIEHUS TOJPa3IeICHUSIMI OpraHu3aly U €€ pabOTHUKAMU BO3JI0XKEHHBIX HAa HUX
¢ynkuuii. Permenne 00 M3rOTOBIEHMH W KOJMYECTBE SK3EMIUIIPOB Ie4aTedl W IITaMIIOB
NPUHUMAET PYKOBOJUTENIb OpraHM3allMM IO MpeJcTaBieHuio pykoBoauTtenss CiryxObl
JIEJIONPOU3BO/ICTBA OPraHU3ALHN.

Ecnn meuvate opraHusanuy HCMONB3YEeTCS B HECKOJIBKHMX SK3EMIUISIpaX, HOMEp SK3eMIUIIpa
NI€YaTH yKa3bIBaeTCsl B KJIMIIE [1€YaTH MIPU €€ U3TOTOBIEHUH.

10.9. [IlewaTpro oOpraHu3anuu 3aBEpSIOT NOJJIMHHOCTh IOJINUCH PYKOBOAMUTEIS
OpraHM3alMi U HMHBIX YINOJIHOMOYEHHBIX MM JIMI, Ha JAOKYMEHTaX M KONHUAX JOKYMEHTOB B
COOTBETCTBUU C MYHKTOM 2.49 [IpuMepHOU HHCTPYKIUH.

10.10. ITeyaT ¥ mWTAMIBI BBIAAIOTCS AJIST HCIIOJB30BAaHUS paOOTHUKAM, OTBETCTBEHHBIM
32 UX UCIHOJIb30BAHUE M XPaHEHUE I0J NOANKCH B KypHAJIE ydyeTa IeyaTed M IITaMIIOB. YUeT
neyaTei ¥ mramnoB opranuzanuu BeneT Ciayx0a elonpou3BOACTBA WIM UHOE TIOApa3/elicHHe
OpraHu3aIuu.
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10.11. Ipu ucnonp3oBaHUM B pabOTe MEYATH M IUTAMIIBI XPAHATCS B 3alUPAIOLIMXCS
mkadax (ceidax) paOOTHUKOB, OTBETCTBCHHBIX 3a XPAHCHHE W HCIIOJIb30BaHHE IeYaTel W
[ITaMIIOB.

10.12. Tlepemaua meyareil U IITAaMIIOB MMOCTOPOHHUM JIMIIaM HE JOMycKaeTcsi. BeiHoc
neyaTeil M IITaMIIOB 3a MpPEJebl OpPraHU3allMd BO3MOXKEH B HCKIIOYUTENIBHBIX CIIy4asX I10
pEIIEeHUI0 PYKOBOICTBA OpraHU3alluu (Harpumep, Ipy MOAMUCAaHUH I0TOBOPOB).

10.13. Cnyx0a Aemompou3BOACTBA OPraHU3AlMU E€XKETOJHO IMPOBEPSET COONIOICHUE
pabOTHUKAaMHU YCJIOBHMM HCIIOJIb30BAHUS W XpaHEHHs IeyaTel M IITaMIlOB B CTPYKTYPHBIX
MO/Apa3IeNICHUsIX OpraHu3aliy.

10.14. [Ipumeamne B HETOAHOCTh U YTPATUBLINE 3HAYECHUE [1€YATH U IITAMIIbI 10/J1€KAT
Bo3Bpary B CiyxOy Jenonpon3Bo/CTBa WM MHOE MOJpa3JieieHUue, Ha KOTOPOE BO3JIOKEH yUeT
neyaTei U ITaMIIOB, JUIsl HEHTPAIIM30BAaHHOTO YHUUTOXKEHUS. [leyaTn yHUUTOXKarTCs 10 aKTy ¢
COOTBETCTBYIOIIECH OTMETKOM B JKypHAJIE y4eTa I1edaTel U MITaMIIOB.

10.15. [Inst oOMeHa 3IeKTpOHHBIMU JOKyMeHTaMu mnocpenctsom MDJ1O B opranuzanuu
JOJKHBI HCIIOJIB30BAThCS YCHIJICHHBIC KBaTH(HUIIMPOBAHHBIC 3JEKTpOHHBIC moxamnucu. Cocra
JOJIKHOCTHBIX JIUII U paOOTHUKOB OPraHU3AIMHU - BIIACNbIEB YCUIICHHBIX KBATU(DUIIMPOBAHHBIX
AJNIEKTPOHHBIX MOJMUCEN JOJIKEH ONPEEIsITh PYKOBOIUTEIh OpraHU3aliH.

10.16. IIpu nepenaye opraHu3anuend 3JIE€KTPOHHBIX JOKYMEHTOB Ha 3JIEKTPOHHBIN aapec
JIPYTOl OpraHu3alnd, a TaKXkKe JUIsi 0OMEHa 3JIEKTPOHHBIME JOKyMeHTaMu mocpenctsom COJI B
OpraHHu3aIy U ee MOAPa3AeICHHUIX MOTYT UCIIOJIb30BaThCS YCUIICHHbIE HEKBAIU(DUIIMPOBAHHbBIE
AJICKTPOHHBIC MOANKMCH /WA MPOCTHIE AICKTPOHHBIC MOIMUCH (J1ajiee - SJCKTPOHHAS TTOIIIHCH)
B cooTBeTcTBUU ¢ DenepanbubiM 3akoHOM 0T 6 ampens 2011 r. Ne 63-@3 «OO0 »neKTpoHHOMN
O AIHCH» .

10.17. DnexrtpoHHblli JOKyMeHT B C3Jl opraHuM3anuy, MOANUCAHHBIA AJIEKTPOHHOU
MOJAMKCHIO, MPU3HAETCS PABHO3HAYHBIM JTIOKYMEHTY Ha OyMa)KHOM HOCHUTEJNE, MOJIMHUCAHHOMY
COOCTBEHHOPYYHOW TMOAMHUCHI0 W HMMEET OJIMHAKOBYID C HHUM IOPUIUYECKYI0 CHIY MpHU
OJTHOBPEMEHHOM COOJIIOICHUH CIISTYIOIINX YCIOBHM:

KJIFOY TOJIUCH, OTHOCSIIMIICS K KOHKPETHOM 3JEKTPOHHOW MOJNUCH, HA MOMEHT MOANUCAHUS
AJIEKTPOHHOTO JOKYMEHTA SIBIIAECTCS JCHCTBUTEIBHBIM (JJOCTOBEPHBIM), HE YTpaTUil Cuiy (HE
OTO3BaH);

MOATBEPIK/ICHA MTONTMHHOCTH JIEKTPOHHOMN TOJINMUCH B DJIEKTPOHHOM JIOKYMEHTE;

JaTa v BpeMsl CO3JIaHusl IIEKTPOHHOM moanucH 3agukcupoBanbl B CO/1;

AJIEKTPOHHAS TIOJIUCh HCIOJIB3YEeTCSI B COOTBETCTBHHM C YCTAaHOBJICHHBIM B OpTaHHU3aIlUU
pacmpezieieHueM MpaBa MOANUCH JOKYMEHTOB MEXKIY AOKHOCTHBIMU JIMIIAMU U paOOTHUKAMH.

10.18. I'enepauuio u XxpaHeHue Kirouell HekBanuuimpoBanHoi u npocrtoit D11 B COJ]
JIOJKEH OCYIIECTBIATh aqMunuctparop CI/I.

10.19. Cnyxx6a nenonpou3BOACTBA WM WHOE TMOAPA3ACIICHUE OPTraHU3alMH BEIET Y4eT
KJIFOUEeH  AIIEKTPOHHBIX noanuceir™? B crermansHoM KypHaie. Bbimaua MarepuanbHBIX
HOCUTEJIEW JJIEKTPOHHOM TOANMHCH W HMX BO3BpaT MO HCTEYEHUM CpOKa JEUCTBUSA
OCYIIECTBIISIETCS MO/ MOJANUCH pAOOTHUKA B XKypHAJE.

10.20. Co3pganue mnapoded sl MPOCTOM BJIEKTPOHHOW MOJMKMCH OCYIIECTBISETCS B
MOPSIIKE, YCTAHOBJIEHHOM JIOKAJIbHBIM HOPMATUBHBIM aKTOM OpraHU3alliH, YCTaHABIMBAIOLUIUM
nopsiiok  dkcruryatanun COJ] M MUCMOIB30BaHMS DJIEKTPOHHBIX IMOJMUCEH TIpu paboTre ¢
JIOKYMEHTaMHU.

10.21 Kiurou  »leKTpOHHOW  moAanucH, wucnonbdyeMod B COJl,  saBusercs
KOH(MUICHIMATBFHOW HHPOpPMAIME ¥ 3alUIIaeTCs B COOTBETCTBHH C 3aKOHOJATEIhCTBOM
Poccuiickoit denepanumu.
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