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NHCTPYKIUA 11O JEJOITPOU3BOJACTBY

I. O01mme noJs1okeHNs

1.1. MHCTpYKIMSA TO JeNONpou3BOACTBY (manee - MHCTpyKums) ycTaHaBIMBaeT TpeOOBaHUS K
JOKYMEHTHPOBAHHUIO YIIPABICHUYECKOH JEATEIILHOCTH M OpPraHMU3aluu PadOThl ¢ JOKYMEHTaMHU B
nenonpousBozictBe B MJIOY «Jl/c Ne 66» (manee - opranuzamusi) U pazpaboTaHa B COOTBETCTBHHU
CO CJENYIOUIMMH HOPMATUBHBIMU JTOKYMEHTAMM:

- Ilonoxenne o denepaJbHOM apXMBHOM areHTCTBE, YTBEpxkAeHO Yka3oM [Ipesnnenra
Poccuiickoit ®enepanuu ot 22 urons 2016 roga Ne 293;

- "T'OCT P 7.0.97-2016. Hammonanensii ctangapt Poccuiickoit ®eneparuu. Cucrema
CTaHJApTOB MO MHGOPMAINH, OMOIMOTEYHOMY U M3AaTelIbcKoMy neny. Opranu3aimoHHO-
pacriopsauTenbHas JoKyMeHTanus. TpeGoBaHus K 0()OPMIIEHUIO TOKYMEHTOB", yTBEPKAEH
ITpuxazom Poccrangapra ot 08.12.2016 N 2004-cT;

- «Meroauueckie peKOMEHAALUU MO pPa3paboTKe MHCTPYKIHMH IO JIeJIONpPOMU3BOJCTBY B
(denepanbHbIX OpraHax MCIOJHUTEIBHON BIIacTU», YTBEPXKAEHbI mpukazoMm PocapxuBa ot
23.12.2009 Ne 76;

-  «lIpumepHas MHCTPYKUMS TO JEIONPOU3BOJCTBY B TOCYJApPCTBEHHBIX OPraHU3ALUAX,
yTBepxkAcHa pukazoM Pocapxusa ot 11.04.2018 Ne 44.

1.2. UHcTpyKuus pa3paboTaHa B IENSX COBEPILIEHCTBOBAHMS JEJIONPOU3BOJICTBA U IMOBBIIICHUS
3pPEKTUBHOCTH pPabOThl C JOKYMEHTAaMHM IIyTE€M pErJlaMeHTAallMd Ha €IMHOM NpaBOBOW H
METOJMYECKOW OCHOBE TPaBUJ MOJATOTOBKU JOKYMEHTOB, TEXHOJOTUH paboOThl C HHUMHU,
OpraHM3allH UX TEKYLIEro XpaHEHHs U MMOATOTOBKH K Iepe/iaye B apXUB OpraHU3alllu.

1.3. TMomoxenus MHCTPYKIIMK pactpOCTPaHSIIOTCS HA OPTaHHU3AIMI0 padOTHl C OPraHU3aIMOHHO-
pacropsiANTEIbHBIMA JIOKYMEHTaMH HE3aBHUCHUMO OT BHJIa HOCHTENS, BKIIOYas MOATOTOBKY,
PETUCTPALIMIO, YUET U KOHTPOJIb UCIIOJIIHEHUS TOKYMEHTOB, OPTaHU3AlMI0 UX TEKYIIETO XpPaHEHHUs,
OCYILIECTBIISIEMbIE C TIOMOIIBIO UH(OPMAITMOHHO-KOMMYHHUKAIIMOHHBIX TE€XHOJIOTHHA.

1.4. Opranuzanusi, BEJEHUE U COBEPLICHCTBOBAHME JEJONPOU3BOJACTBA HA OCHOBE EAMHOMN
HOJUTUKA M TPUHIMIIOB, TPUMEHEHHUE COBPEMEHHBIX MH(OPMAIIMOHHBIX TEXHOJIOTUN B paboTe C
JOKyMEHTaMH, METOJMYECKOe pPYKOBOJACTBO U KOHTPOJIb COOJIIOJIEHUSI Topsaka padoThl ¢
JOKyMEHTaMU B OPTaHU3allMK BO3JIaraeTcs Ha JeJI0NPOU3BOIUTES.



1.5. OTBETCTBEHHOCTh 3a OpPraHU3aLMI0 PaOOThl C JTOKYMEHTAMHU B MOJPA3/EIEHUSX OpraHNU3aluu
BO3JIAraeTcsi Ha PYKOBOOWTENEW OTUX noxpasfeneHud. HemocpencTtBeHHoe — BelneHue
JIEJIONPOU3BOJCTBA B OPTaHU3ALNN OCYILECTBISETCS AEIONPOU3BOIUTEIIEM.

1.6. JlomkHOCTHBIE OO0S3aHHOCTH, TpaBa W OTBETCTBEHHOCTH JIEJIOMPOM3BOJIUTENS W HHBIX
paOOTHUKOB, OTBETCTBEHHBIX 3a OpraHU3alMio padoThl € JIOKYMEHTaMH, OIpPEIEIISIOTCS
AOJDKHOCTHBIMU MHCTPYKIUSAMMU.

1.7. Ha mepuon oTmycka, KOMaHIMPOBKH, OOJIE3HW WM B CIy4ae YBOJBHEHHS pPaOOTHUKH
opraHusalnuu 00s13aHbI nepeaaBaTb BCEC HaxoaAmuecsa Ha HUCIIOJIHCHUU JOKYMCHTBI
JIeJIOTPOU3BOAMUTEINIO UM JPYroMy paOOTHUKY 110 YKAa3aHUIO PYKOBOIAUTEIIS.

ITpu cMeHe 1enonpoOU3BOAUTENS COCTABIISIETCA aKT IIpUEMa-Iepenadu JOKyMEHTOB U A€l

1.8. ConepxaHue ciaykeOHBIX JOKYMEHTOB HE MOMJISXKUT pasriiamieHuto. B3aummopelcTBue co
CpeACTBaMU MaccoBOW HMH(popMaIuy, nepeaaya UM Kako-1100 MHGOpMaK UM TOKYMEHTOB U
nX KOIHH JOIMYCKACTCA TOJBKO C PpPaspClIiCHUA PYKOBOAUTCIA OpraHu3ald HWJIHW HWHOTO
YIIOJIHOMOYEHHOT'0 UM JIOJKHOCTHOT'O JIULIA.

PaGoTHHKM oOpraHM3anmMyd HECyT JUCHUIUIMHAPHYIO, aIMHHHUCTPAaTUBHYIO M HWHYIO,

YCTaHOBJICHHYIO 3aKOHOAATENbCTBOM Poccuiickoin @enepanny, OTBETCTBEHHOCTh 3a HAPYIICHHE
CPOKOB XpaHEHHs JIOKyMEHTOB, yTpaTy M HECAaHKLUHMOHUPOBAHHOE YHHMUYTOXKEHUE CIYKEOHBIX
JIOKYMEHTOB.
1.9. IIpu yrpare IOKYMEHTOB AEJIONPOU3BOAUTENL MH(MOPMUPYET PYKOBOIUTENS OpraHU3alMH,
II0CJIE YeTO OPraHM3yeTCsl PO3BICK JOKYMEHTOB. Eciu po3bICK JOKYMEHTOB HE JA€T pe3yJbrara -
COCTaBJISieTCSl aKT, B KOTOPOM YKa3bIBAIOTCS JaHHBIE YTPAaueHHOIO JOKYMEHTa, a TaKke
00CTOSITENBCTBA, MPH KOTOPBIX IMPOM3OLILIA yTpaTa, MOCIE YEero MPEeANpPUHUMAIOTCS MEpbI 10
3aMEIICHUIO JaHHOTO JOKYMEHTA 3aBEPEHHOM KOIMEN JOKYMEHTA.

I1. JlokyMeHTHpOBaHUE YIIPABJICHYECKOH eI TeJIbHOCTH
2.1. B cooTBeTCcTBUM € 3aKOHOJaTeNbCTBOM Poccuiickoit denepanyiv, J0KaIbHBIMH HOPMaTUBHBIMU

aKTaMM B OpraHU3alluH U3/IAl0TCsl OPraHU3allMOHHO-PACTIOPIUTEIbHbIE TOKYMEHTHI.
2.2.  OpraHM3allMOHHO-pAacTOpAIUTEIbHBIE  JIOKYMEHTBI, CO3/1aBaéMble B  JIeATEIbHOCTH
OpraHu3allii, JOJDKHBI ObITh OGOpPMIIEHBl IO TMpaBWIaM, YCTAaHOBJIEHHBIM HACTOsAIIECH
UHCTpyKLMeH. BHocuTh Kakue-muOO HCHOpaBieHUs MO J0OaBIE€HUS B  MOJNMCAHHBIE
(YTBepKJIeHHBIE) JOKYMEHTHI HE JOMYCKAeTCs.
2.3. JlokyMeHTBl opraHu3anuu OQGOpMIIAIOTCS Ha ONaHKax WM CTAaHJAPTHBIX JIMCTax Oymard
dbopmara A4.
2.4. JInig A3rOTOBIEHUS JOKYMEHTOB B OPTaHU3aLUH UCIIOIb3YIOTCA:

- OnaHk npukasa (mpusoxenue Ne 1);

- o0mwmit 61aHK (mpunoxenue Ne 2);

- OJaHK MuchbMa ISl BEJICHHS MEPETUCKU C OPTaHU3aAIMsIMA U TPaKIaHaMH, HAXOSIIIAMUCS

Ha Tepputopun Poccuiickoit @eneparuu (mpunoxenue Ne 3).

2.5. IlpoexktupoBanue OJaHKOB JOKYMEHTOB ocyiecTtBisercss B cootBerctBuu ¢ 'OCT P 7.0.97-
2016 «Cucrema craHmaproB 1o uH(poOpMaAMK, OUOITMOTEUHOMY U H3AATEIBCKOMY JETy.
OpraHu3alnroHHO-pacTIoOpAIUTeIbHAs TOKyMeHTanus. TpeboBaHus K 0pOPMIICHHIO JOKYMEHTOBY.
(Paznen 6 «braHku TOKYMEHTOBY).
2.6. biiaHkn JOKYMEHTOB OpraHM3allii M3rOTABIUBAIOTCS TUIIOTPA(CKUM CIIOCOOOM, CpeicTBaMHU
OTIEPAaTUBHOW MOJUTpaUH WM KOMITBIOTEPHOM TEXHUKH.



2.7. JIokyMeHTBI N3rOoTaBIMBAIOTCS HA OYMa)KHOM HOCHUTENE U B (POPME JIEKTPOHHBIX JOKYMEHTOB
C COOJIIOICHNEM YCTAHOBIJIEHHBIX MPaBUJI 0(hOPMIIEHUS TOKYMEHTOB.
2.8. JIoKyMeHThI OpraHu3anuy, opopMIIEHHbIE KaK Ha OlaHKe, Tak U 0€3 Hero, J0JKHBI UMETh OIS
HE MEHEeE:

20 MM - JIEBOE;

10 MM - paBoe;

20 MM - BEpXHeEe;

20 MM - HUXKHEE.

JIOKyMEHTBI JUIMTENbHbIX (CBbIlIEe 10 J1eT) CPOKOB XpaHEHUs JOJKHBI UMETh JIEBOE I0JIE HE
menee 30 MM.
2.9. JIOKyMEHTbI, H3]laBa€Mble COBMECTHO OJHONH WJIH HECKOJIbKUMHM OpraHU3alUsMHy,
oOpMIISAIOTCS HA CTAaHAAPTHBIX JIUCTax OyMarn C BOCHPOM3BEAECHUEM PEKBU3UTOB BCEX
OpraHu3aluii, yuacTBYIOIIMX B U3JaHUH JOKYMEHTA.
2.10. TIpu moAroToBKE JOKYMEHTOB JOMYCKAETCSl MCIIOJIb30BAHUE JIMIIEBOM U 0OOPOTHON CTOPOHBI
mucta. Ilpu IBYCTOpOHHEM CO3/1aHUM JOKYMEHTOB ILIMPHUHA JIEBOTO IOJISI HA JIMIEBOW CTOpPOHE
JIMCTa ¥ MIPABOT'O TOJISE HA 0OOPOTHOM CTOPOHE JINCTA JOJKHBI OBITH PaBHBI.
2.11. Ilpu co3gaHum TOKYMEHTa Ha JBYX M 0ojiee CTpaHHMIaX BTOPYIO U MOCJIEAYIOIINE CTPAaHUIIbI
HyMepytoT. Homepa cTpaHull NpoOCTaBISIOTCA IO CEpeMHE BEPXHEro IOJs JOKyMEHTa Ha
paccrosHuu 10 MM OT BEpXHETO Kpast JIHCTa.
2.12. Jlns U3roToBJIEHUS JOKYMEHTOB MCIIOJIb3YEeTCsS FapHUTYpa mpudTa 1o BeIOOpY OpraHu3aluy,
BXOJdIIasi B CTAHJAPTHBIA MakeT O(HUCHOTO NPOrpaMMHOrO 0O0eCleYeHHs, HCIOIb3yEMOro
opranusamnueil. Pasmep mpudra - Ne 12-14 nrt. Pasmep mpudra (keriab) u3MeHsieTcs B IMyHKTax
(point); oquH yHKT paBeH 1/72miotima, umu 0,376 MM (cokpatienue: «hty).
[Tpu coctaBneHUM TaOJIUL JONMYCKAEeTCA UCMOIb30BaHNE MIPUPTOB MEHbIIMX pa3zmepoB - Ne 10, 11
IT.
2.13. AG3ausblii oTCTYn B TeKCTe JOKyMeHTa - 1,25 cM. 3arosioBKu pas3feioB M HOJpa3esioB
neyaTaroTcs ¢ ad3alHbIM OTCTYIOM WJIM LIEHTPUPYIOTCS 1O IUPUHE TEKCTa.
2.14. Tekcr nokyMeHTa medaraercs uepe3 1-1,5 MeXCTpOuHBIX MHTepBasa. TEKCT AOKYMEHTa
BBIPAaBHHUBAETCS 11O IIMPHUHE JIUCTA.

MHOrocTpouHble PEKBU3UTHI NI€YATAIOTCS YE€PE3 OJJUH MEXCTPOUHBII MHTEpBaJl, COCTABHbIE
YacTH PEKBU3UTOB MOTYT Pa3JeNsIThCs JOMOTHUTEIbHBIM HHTEPBAJIOM.

Ecnu noxkymMeHT roTOBUTCS Ul U3JaHUS C YMEHBbUIEHHEM Maciutada, TeKCT IedyaTraercs
yepes JIBa HHTEpBaa.

WutepBan Mexay OykBamMH B CioBax - OObIUHBIA. VHTepBas MexXIy CIOBaMU - OJUH
npoben.

CTpoKM pEKBU3UTOB BBIPAaBHHUBAIOTCS IO JIEBOM I'PAaHULE 30HBI PACIOJIOKEHUS PEKBU3NUTA
VI LEHTPYIOTCS OTHOCUTEIBHO CaMOM IJIMHHON CTPOKH.

JlnuHa camMoil JUIMHHOW CTPOKM PEKBU3HMTA IPHU YIVIOBOM PACIIOJIOKEHUH PEKBU3UTOB HE
Ooiee 7,5 cM.

JlnuHa caMoi JUIMHHOW CTPOKHU PEKBU3MTA IIPU MIPOAOJIBHOM PACIOI0KEHUN PEKBU3UTOB HE
6onee 12 cm.
2.15. Jlomyckaetcs BBIAETATH MOMYXHPHBIM HIPUGTOM DPEKBH3UTHI «aJpecary», «3arojloBOK K
TEKCTY» WIH «IIOAIHUCHY, @ TAKXKE OTIENbHbIC (PParMEeHThI TEKCTA.
2.16. IIpu moAroTOBKE MHOTOCTPAHUYHBIX JOKYMEHTOB 0(OPMIISETCS] TUTYIIbHBIH JIHCT.
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2.17. CocTaB pEeKBHU3UTOB, UCIOJB3YEMBIX 11 OOPMIICHHS] JOKYMEHTOB, OMPEICISAETCS BUIOM
(pPa3HOBUIHOCTHIO) OPraHU3ALMOHHO-PACTIOPSAUTEIBLHOTO IOKYMEHTA.
2.18. Ilpu moOAroToBKE MTOKYMEHTOB OPraHU3allUUd HCIOJIB3YIOTCS PEKBU3HUTHI, YCTAaHOBJICHHbBIE
'OCT P 7.0.97.2016 «Cucrema crangapToB mo uH(GoOpmamuu, OMOTHOTEUHYIO W W3/IaTEIbCKOMY
neny. OpraHu3allMOHHO-PAcHOpsSIUTENbHAs JOKyMeHTauus. TpeOoBaHus K odopmieHuio
TokyMeHTOB» ¢ M3menenusmu Nel,- M.: Crannaptundopm, 2018:
a) KoJ GOpPMBI TOKYMEHTA;
0) HaMMEHOBaHNE OpPraHU3aIHH;
B) HAMEHOBaHUE JOHKHOCTH JIUIIA;
I') CIIpaBOYHbIE JaHHbBIE 00 OpPraHU3alINY;
1) HAMMEHOBaHKE BHUJIA TOKYMEHTA;
€) JaTa TOKyMEHTa;
) PErUCTPALIMOHHBIA HOMEP TIOKYMEHTA;
3) CChIJIKA HA PErMCTPALlMOHHBII HOMED U AaTy MOCTYNUBILErO JOKYMEHTA;
1) MECTO COCTaBJieHUs (M3/1aHMsI) TOKYMEHTA;
K) TpU(Q OrpaHUYCHHS AOCTYIA K TOKYMEHTY;
J1) ajpecar;
M) rpud yTBEpKIEHUS JOKYMEHTA,
H) 3ar0JIOBOK K TEKCTY;
0) TEKCT IOKYMEHTa;
I1) OTMETKA O MPUIJIOKEHNH;
p) rpud cornacoBaHus JOKYMEHTa;
C) BU3a,
T) TIO/NKCH;
y) OTMETKa 00 3JIEKTPOHHON MOATHNCH;
¢) neyarts;
X) OTMETKa 00 HCIIOIHUTEIE;
1) OTMETKa O 3aBEPEHUU KOIINY;
9) OTMETKA O TOCTYIJIEHUU JOKYMEHTA,
II1) PE30JTIOLIHNS;
1) OTMETKa O KOHTPOJIE;
3) OTMETKA O HalpaBJIEHUU JTOKYMEHTa B JIEJIO.
2.19. brank nprKasa opraHu3alyy 10KEH BKI0YATh PEKBU3UTHI:
- HaMMEHOBaHWE OpPraHM3AIINH;
- HAMMEHOBaHWE BUJA IOKyMEHTa;
- MECTO COCTaBJICHHS WM U3JaHUsl TOKYMEHTa,
- OTMETKH MJi1 pa3MEIIeHUs PEKBU3UTOB «JaTa JAOKYMEHTa», «PETUCTPALMOHHBIA HOMEp
JIOKYMEHTa».
2.20. bnank nucbMa OpraHu3aluy JOJDKEH BKIIFOYATh CIEAYIOIINE PEKBU3HUTHI:
- HaMMEHOBaHUE OpraHU3AIINH;
- CHpaBOYHBIE IaHHBIE 00 OpraHU3aInu;
- OTMETKH MJIs MPOCTABICHUS PEKBH3UTOB «IaTa JOKYMEHTA», «PETUCTPALMOHHBIA HOMEp
JIOKYMEHTa», «CChUIKA Ha PErUCTPAIIMOHHBIM HOMEP U 1aTy MOCTYMUBIIETO JOKYMEHTA.
2.21. BayTpeHHHE TOKYMEHTHI OpraHu3aiuu, opopmisieMble HE Ha OlaHKe, JOJKHBI COACPIKATH
COOTBETCTBYIOIIME BUY TOKYMEHTA PEKBU3UTHI.



2.22. Kon ¢dopmbl JOKyMEHTa MPOCTABISAETCS Ha YHUPUIIMPOBAHHBIX (GOpMax JOKYMEHTOB B
cootBeTcTBUU ¢ OOmepoccuiickum kKiaccudukaTopoM ympasiieHudeckoi nokymentanuu (OKYJI)
WIM JIOKAJbHBIM KJIACCH(HUKATOPOM, paclioyiaraercs B IPaBOM BEpXHEM yIiay pabouero moJs
JIOKYMEHTa, COCTOUT U3 ciIoB «Popma 1o (HauMeHOBaHUE KJIacCH(PHUKATOPa)» U HU(POBOTO KOJA.
2.23. HaumeHoBaHWe OpraHu3any Ha OJlaHKE JIOKYMEHTa JIOJDKHO COOTBETCTBOBATh
HAaNMEHOBAHMIO OPUAMYECKOTO JIMI]a B YCTaBe opraHm3aumu. Ha OnaHkax JOKyMEHTOB
yKa3bIBa€TCsl TOJHOE O(UIMAIbHOE HAWMEHOBAaHHE MOPUAMYECKOTO JIMIA C YyKa3aHHEM ero
OpraHu3allMOHHO-NIPaBOBOM  (pOpMBI, HaJ  HAMMEHOBAaHMEM  OpPraHMU3ALUU  YKa3bIBACTCS
HAaUMEHOBAHME BBIIIECTOSIICH OpraHu3auuu (Ipyu ee HaJu4uHu), 0] HAMMEHOBAHUEM OpraHU3aluu
B CKOOKaX YKa3bIBa€TCSl COKpAIICHHOE HAaWMEHOBAHHE OpraHM3alllH, €CIM OHO MPEeITyCMOTPEHO
YCTaBOM.
2.24. ChpaBouHble JaHHble 00 OpraHU3alliy YyKa3bIBalOTCS B OJIaHKaX MUCEM M BKJIIOYAIOT:
MIOYTOBBIN ajpec OopraHu3aluu (JAONOJHUTEIBHO MOXKET yKa3blBaTbCsl aipeC MECTa HAXOXKICHUS
IOPHINYECKOTO JIMIA, €CIIM OH HE COBMAJAeT C MOYTOBBIM aapecoMm); Homep TenedoHa, ¢akca,
aZipec IJIEKTPOHHOM MOYTHI, CETEBOM ajapec, a Takke KoJ opraHuzauuu no OO6miepoccuiickomy
kinaccudukaropy npennpustaii u - opramm3anuii  (OKIIO), OCHOBHOHW TOCyIapCTBEHHBIN
peructpauMoHHbli  Homep  opraHuzaumd  (OI'PH) wu  wuneHTudukanvoHHBIH  HOMEp
HAJIOTOIUIaTeNbIINKA / KOJ TPUYUHBI TOCTAaHOBKU Ha HanoroBslid yuet (MHH/KIIIT).
2.25. HaumeHoBanue BHJa JOKYMEHTa YKa3bIBaeTCs Ha BCEX JOKYMEHTaX, 3a HCKIIOUECHUEM
JIEJIOBBIX (CIIy’)K€OHBIX) MUCEM, PACIONiaraeTcs Moj HAMMEHOBAHUEM OpraHU3aluu (CTPYKTYPHOTO
MOApa3eNeHUs, TOJDKHOCTH).
2.26. B opranax BiacTH W opraHuzaiusax pecnyOnuk Poccuiickoit ®enepaiviv, UCIOIb3YIOMINX
HapsAly C PYCCKHM SI3IKOM KakK TOCYAapCTBEHHBIM s3bIKOM Poccuiickoin  denepanuu
TOCYJApPCTBEHHBIN  s3BIK  (FOCYJApCTBEHHBIE S3BIKM) PECHyOJUK, MCIONB3YIOTCA OJIaHKU
JOKYyMEHTOB Ha PYCCKOM SI3bIKE M TOCYJapPCTBEHHOM S3bIK€ (TOCYAapCTBEHHBIX S3bIKAX)
pecmyONuK: YrioBble (PEKBU3UTHI OJIaHKa pacrojiaraloTcs Ha OJHOM YPOBHE: Ha PYCCKOM SI3BIKE -
ClieBa, HA TOCYJAapCTBEHHOM $3bIKe (TOCYJApCTBEHHBIX f3bIKaX) pecmyOlHMK - CrOpaBa) WA
NpOJONbHBIE (PEKBU3UTHl OJaHKAa Ha PYCCKOM SI3bIKE - CBEpXY, pPEKBU3UTHl OJaHKa Ha
rOCyIapCTBEHHOM $I3bIKE (TOCYIAPCTBEHHBIX S3BIKAX) PECIYONHK - HUXKE).
2.27. lata TOKyMEHTa JJOJI)KHA COOTBETCTBOBATH JlaTe MOANUCAHUS (YTBEPKIEHUS) TOKYMEHTA WU
(B mpoTOKOJax) AaTte cOObITHS, 3a)MKCUPOBAHHOTO B TJOKyMeHTe. JlaTa TOKyMEHTa 3al1ChIBAaeTCs B
MOCJIE0BATEIBHOCTH: IEHb MECS11a, MECSL, TOJ OJJHUM M3 JIBYX CIIOCOOOB:

- apabckumu nudpamu, pazaeneHHIME Toukoi: 05.06.2018;

- cioBecHO-1IU(poBbIM criocoboM: 5 utonst 2018 r.

Ha noxymenrtax, odopmiseMblx Ha OllaHke, JaTa JOKYMEHTa IPOCTaBJISETCS MOJ

PEKBU3UTAMU «HAaUMEHOBaHHE BUA AOKYMEHTa» (B OJlaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB) U
«CTIpaBOYHBIC JaHHBIE 00 opranm3anuu» (B OnaHkax mmceMm). JlaToil JMOKyMeHTa, W3IaHHOTO
COBMECTHO JByMsl wiu Ooyiee opraHuzanusMyd (JOJKHOCTHBIMHM JIMIIAMH), SIBJISIETCS JlaTa
MOAIMCAHUS JOKYMEHTA MOCIIEIHEN CTOPOHOM.
2.28. PeructpaninoHHBIH HOMEpP TOKYMEHTa - HU(PPOBON Wi OyKBEeHHO-IHU(POBOIT nueHTHPUKATOP
JIOKYMEHTA, COCTOSIIIMKA W3 TOPSAKOBOIO HOMEpa JOKYMEHTAa, KOTOPBIA, IO YCMOTPEHHIO
OpTaHM3aIi, MOXET JOTOJTHATHCS IUQPPOBBIMU MM OyKBEHHBIMH KOJaMH (MHIEKCaMH) B
COOTBETCTBUH C HUCIOJIb3YEMbIMH KJIACCU(UKATOPAMHU.

Ha noxymeHTe, coCTaBI€HHOM COBMECTHO IBYMs U OoJjiee OpraHu3alusIMHU, POCTABISIOTCS
pEerucTpaloHHble HOMEpPa TIOKYyMEHTa, IPUCBOCHHBIE KaXXI0W U3 opraHu3anuii. Perucrpanuontsie



HOMeEpa NPOCTABIAIOTCA B MOPSAKE YKa3aHNWA HAaUMEHOBAHWUN OPTaHU3ALMK B 3arOJ0BOYHOM YaCTH
(mpeamOyJe) JOKyMEHTa U OTIEJIAIOTCS APYT OT Jpyra KOCOoi 4epTou.

2.29. Ccpulka Ha PETUCTPALMOHHBIA HOMEP M JaTy MOCTYNHBILErO IOKYMEHTa, COCTOsALIas W3
pPETUCTPALIMOHHOTO HOMEpa M JaThl BXOJSILIEIO JOKYMEHTa, Ha KOTOPBIM JIaeTcsi OTBET,
npocrasisiercss B Buge orMeTku «Ha Ne ... or ..» B OmaHke muchbMma. B TekcT muchbma-oTBeTa
CBEJICHMSI O PErMCTPALlMOHHOM HOMEpPE U JJaTe IMOCTYNUBUIETO MHUChbMA HE BKIIIOYAOTCS.

2.30. Mecro cocraBieHMs (M34aHMsI) JTOKYMEHTa YKa3bIBaeTCsi BO BCEX JOKYMEHTaX, KpoMme
JIENIOBBIX (CITY)K€OHBIX) HCEM, BHYTPEHHUX MH(OPMAIIMOHHO-CIIPABOYHBIX IOKYMEHTOB, a TAK)KE B
Clly4ae, €CIM MECTO HAaxOXKICHMsS OpraHu3alud BXOJUT B €€ HAauMEHOBAHME, HaIpUMED:
MOCKOBCKUI TOPOJCKON YHUBEPCUTET YIIPABICHUS.

Mecto coctaBiieHust (U34aHUs) JOKYMEHTA YKa3blBae€TCSl B COOTBETCTBUM C MPUHATHIM

aJMUHHMCTPAaTUBHO-TEPPUTOPUAIIBHBIM JIEJICHUEM, HallpuMep: ¢. bnarosemenckoe Benbckoro p-Ha
ApxaHreynbckon 001.
2.31. I'pu¢ orpanmyueHust JOCTyIA K JOKYMEHTY MPOCTABISIETCS B IPABOM BEPXHEM YIIIy IEPBOTO
JUCTa JOKyMEHTa (IpOoeKTa JIOKyMEHTa, COIPOBOAMTEIBLHOIO MUChMa K JOKYMEHTY) OT TpaHMIIbI
BEPXHEro MOJI NpU HAJIWYUHM B JOKYMEHTE MH(QOpMAaIMH, JOCTYNl K KOTOPOM OrpaHMYMBAETCS B
COOTBETCTBUHU C 3aKOHOAaTenscTBOM Poccuiickoit denepanun.

Bunsl ucnonb3yemblx B OpraHu3alMd Ipu¢oB  OrpaHUYEHHs JOCTyHa  JIOJIKHBI
COOTBETCTBOBATh 3aKOHOJATEIbHBIM M HWHBIM HOPMAaTHBHBIM IIPaBOBbIM akraM Poccuiickoit
®denepanuy U AOJKHBI ObITh 3aKpEIUIEHb! B JIOKAJIIHBIX HOPMATHBHBIX akTax. ['pu¢ orpanuveHus
JocTyna K TIOKyMeHTY (momerka «/[is ciyxeOHoro nosibs3oBaHusy, rpud «Kommepueckas TaiiHa»)
MOJKET JIOIOJHATHCS HOMEPOM 3K3EMILIsipa JOKYMEHTA U IPYTMMH CBEJEHUSIMU B COOTBETCTBUU C
3aKoHoAarenbcTBOM Pocculickoit denepanuu.

B nokymeHTax opraHuzanuu, cOAepiKallldX CBEICHHS, COCTaBJISIOUINE KOMMEPUYECKYIO
TaliHy, B cO0TBeTCTBUU ¢ PenepanbHbIM 3ak0HOM OT 29 nrons 2004 r. Ne 98-D3 «O xommepueckoi
TailHe» Hapsay ¢ rpudoM yKasblBalOTCA IMOJHOE O(UIMANIbHOE HAUMEHOBaHHME IOPHINYECKOTO
JMIa, MECTO ero HaxoxaeHus. Hanpumep:

Kommepueckas Talina
ObY «HaumMeHoBaHuE OpraHu3alum»)
MecTto HaxOXaeHUs
2.32. Anpecar - peKBHM3UT, UCIHOJB3YEMBbIH NHpU O(POPMIIEHUU JETOBBIX (CIIy’KEOHBIX) IHUCEM,
BHYTPEHHUX HH()OPMAIIMOHHO-CIIPABOYHBIX JTOKYMEHTOB.

AnpecaToM JOKyYMEHTa MOXET OBbITh OpraHu3alus, CTPYKTYpHOE IMOJpa3JieleHne
OpraHu3aIy, JOHKHOCTHOE MM (PU3UUECKOE JIUILIO.

PexBu3ut «aapecar» opopmisieTcst Ha OJaHKe C YIIIOBBIM PACHOJIOXKEHUEM PEKBU3HUTOB - B
BEpXHEH MpaBoil yacTu JTOKyMEHTa, Ha OJlaHKE C MPOJOJIbHBIM PACHOJIO0XKEHUEM PEKBU3UTOB -
crpaBa MoJ] pekBu3uTaMu OiaHka. CTpOKH PEeKBU3UTA «aJIpecaTy BHIPABHUBAIOTCS 110 JIEBOMY Kparo
WJIU LIEHTPYIOTCS OTHOCUTENBHO CAMOW JUIMHHOW CTPOKHU.

[Ipu ampecoBaHnU JOKYMEHTa PYKOBOJIUTENIO (3aMECTUTENIO PYKOBOJUTENS) OpraHU3aluu
yKa3blBAIOTCA B JIATEJIbHOM MaJiek€ HAMMEHOBaHME [OJDKHOCTH PYKOBOJIUTENS (3aMecTUTENs
PYKOBOJUTEIS), BKIIOUAIOIEe HAMMEHOBAaHUE OpraHU3aliK, (aMUINI0, HMHULUABI JOPKHOCTHOTO
auna.

Hanpumep:



Hauvanbauky

MyHUIIMNIANBHOTO YUPEXKICHUS
«YmpapieHue oOpa3oBaHUs»
agmunuctpaiuu MOI'O «YxTay
besnocukosoii H. A.

[Ipu ajgpecoBanuu nuchbMa B OPraHU3aLUI0 YKA3bIBACTCS €€ IMOJHOE WM COKPAIICHHOE
HAaMMEHOBAHHME B UMEHUTEIHLHOM IaJIEXKe.

[Ipu agpecoBaHuM TOKYMEHTa B CTPYKTYpHOE MOJApa3/IeNieHHe OpraHu3alliud B PEKBHU3UTE
«anpecar» YKa3blBAIOTCS B HWMEHUTEIBHOM IaJ€K€ HAUMEHOBAHME OpraHU3alluM, HHIXKE -
HaMMEHOBAaHME CTPYKTYpHOro nozapaszaenenus. Hanpumep:

MyHununagbHOE yUpeKIeHue
«YmpaieHue o0pa3oBaHUs»
agmunuctpauu MOI'O «YxTay
JIOIIKOJIBHEINA OTACII

[Ipu appecoBanuy MUCbMa PYKOBOJUTEIIO CTPYKTYPHOTO MOJPA3EiICHHUs] YKa3bIBAIOTCS B
MMEHUTEIIbHOM T1a/Ie’Ke€ HaMMEHOBAHHE OPTaHU3alllU, HUXKE - B IaTEIbHOM IaJIe)ke HAMMEHOBaHUE
JTOJKHOCTH ~ PYKOBOAMTENS, BKIIOYAIONIee HAMMEHOBAHWE CTPYKTYPHOIO —MOJpa3/eeHHs,
damunuio, uaunuansl. Hanpumep:

MyHULIUIIATBHOE YUPEKICHUE
«Ynpasienrue oOpa3oBaHUs»
agmunuctparuu MOI'O «YxTtay
3aBEAYIOIIEMY JOMIKOJIbHBIM OTIEIIOM
Maibnesoii C. 1O.

Ilepen damunueit AOMKHOCTHOTO IUIA AOMYCKAETCS YMOTPEONSITh COKpAIICHHE «T-HY»
(rocriofnHy), €CIH aapecaT My>KUMHa, UITH «T-3Ke» (TOCIMOoKe), €CIIH aJipecat KEeHIIUHA, HalpuMep:
r-uy ®amunus 1.0.
r-xe ®amunus 1.0.
[Ipu paccelike MOKyMEHTa TpYyIIe OpraHu3aliid OJHOTO0 THUMA WA B CTPYKTYpPHBIE
Mo/Ipa3/iesieHns OJJHOM OpraHMU3aIliy, ajJpecaT yKaspiBaeTcs 0000menHno. Hanpumep:
PyxoBonuTensm ¢unuanos
®OBbY «HaumenoBanue
OpraHu3aIm

PykoBoguTensam ynpasieHUN
u otaenoB ObY «HaumeHnoBanue
OpraHu3aIun
[Ipu pacceiike TOKYMEHTa HE BCEM OPTaHU3aIUsIM WIN CTPYKTYPHBIM TOAPa3IeICHUSIM TI0]T
PEKBU3UTOM «AIpecaT» B CKOOKax ykasbiBaeTcs: «(1o crucky)». Hampumep:
PykoBoauTensM ynpaBiieHUH
u otaenoB ObY «HaumeHnoBanue
OpraHu3aIum
(o criucky)
CHHCOK pacChUIKU COCTABIISIETCS] UCIIOJIHUTEIIEM.



Ecnu nucbmMo HampapisieTcss B OpraHU3alyio WK JOJDKHOCTHOMY JIMILY U JJIS CBEACHHUS €IIe PsIiy
OpraHu3alil WU JOJDKHOCTHBIX JIMIL, oOliee KOJUYECTBO aJlpecaroB HE JOJDKHO OBITH Ooliee
YeThIpeX, MPU STOM OCHOBHOM ajpecaT yKa3bIBaeTcs HEepBbIM, ciloBo «Komus» mepen BTOPBIM,
TPETbUM, YETBEPTHIM aJpecaTaMu HE I1€YaTaeTCsl.

B cocraB pexBusuta «Anpecar» MOXKET BXOAUTbh IOUYTOBBIN ajpec. DJIEMEHThl IOYTOBOIO
aZpeca YyKa3bIBAIOTCA B IIOCIEA0BAaTENbHOCTH, YyCTaHOBJIEHHON IIpaBuiamu okazaHus yciyr
IMOYTOBOM CBSI3U:

a) JUld IOPUAMYECKOro JIMLA - MOJIHOE WM COKpAIllEHHOE HAauMEHOBaHHWE (IIPU HAIUYUM),
JUTSI TpaKIaHUHA - GaMIIIHSL, UMS1, OTYECTBO (TOCIeIHEee PU HATUYUH);

0) OaHKOBCKHE PEKBU3UTHI (11 MOYTOBBIX IE€PEBOJOB, HAMPABISEMBIX HOPUIUYECKOMY
JUIY WIA IPUHUMAEMbIX OT FOPUIUYECKOrO JIUIIA);

B) Ha3BaHUE YJIHUIIbI, HOMEP JI0Ma, HOMEP KBapTUPBIL;

I') Ha3BaHHE HACEJIIEHHOT' O MIYHKTA;

1) Ha3BaHHE paloHa;

€) Ha3BaHHE PECIyOJIUKH, Kpasi, 001aCTH, aBTOHOMHOT'O OKpyra (00J1acTh);

K) Ha3BaHHE CTPaAHBI (7151 MEXTYHAPOIHBIX MTOYTOBBIX OTIPABJICHH);

3) IOYTOBBINA UHICKC.

[TouToBBIii afpec HE YKa3bIBAE€TCS B JOKYMEHTAX, HAIIPABIISIEMbIX B BBICIIHE OpPraHbl BIACTH,
BBIIIECTOSIIIIME OPTaHU3allUU, TTOJBEIOMCTBEHHBIE OPTaHU3AIMH U MOCTOSHHBIM KOPPECIIOHIEHTaM
(32 MCKIIOYEHHEM HampaBlIeHUs MHCEM YyKa3aHHBIM ajpecaTaM B KOHBEpTax C MPO3PAuHbIMU
OKHaMH).

[Ipu oTnpaBke nucbMa MO IEKTPOHHON MOYTE WK (PAKCUMIIBHOMN cBA3U (6€3 JOCHUIKH IO
1I0YTE) MOYTOBBIN aapec He yka3bpiBaeTcs. [Ipn HE0OXOAMMOCTH MOXKET OBITh YKa3aH 3JI€KTPOHHBII
anpec (Homep tenedona/dakca). Hampumep:

ObY «HaumenoBanue
OpraHu3aIun»
DIIeKTPOHHBIN ajipec
2.33. I'pud yTBepKAeHUS JTOKYMEHTa MPOCTAaBIISIETCS Ha JOKYMEHTaX B IPaBOM BEPXHEM YTy
NIEPBOro JUCTa Jo0KyMeHTa. CTPOKH pPEKBU3UTA BBIPAaBHUBAIOTCS 110 JIEBOMY Kparo MM LEHTPYHOTCS
OTHOCHUTEIIBHO CaMOW JJTMHHOM CTPOKH.

IIpu yTBepKIAeHUU JOKyMEHTa COOCTBEHHOPYYHOM MOJMHUCHIO TOJHKHOCTHOTO JHIA TPHQ
yTBepxkaeHuss coctout u3 ciaoBa YTBEPXJ/IAIO, HanMeHOBaHMS  JOJDKHOCTH — JIUIIA,
YTBEPKAAIOIIETO JOKYMEHT, €ro MOANHCH, WHULUAIOB, (aMWINK U JaThl YTBEPXKICHUS.
Hampumep:

YTBEPXIAIO
3aseayrommit MJIOVY «Jl/c Ne 66»
N.HN. domuuesa

(JTMYHAs TTIOATIHCE)

11.02.2019

IIpu yTBepKIeHMM [OKYMEHTa paclopsIUTEIbHBIM JOKYMEHTOM TIpU( YTBEpXKAECHUS
cocroutr u3 cioa YTBEPXJIEH (YTBEPX/IEHA, YTBEPXJEHbBI wmn YTBEPXIEHO),
COIVIACOBAHHOTO C HAaMMEHOBAHMEM BHJA YTBEP)KIAeMOro [OKYMEHTA, Ha3BaHHA BHJA
pPacopsAUTEIBLHOTO JOKYMEHTA B TBOPUTEIIBHOM IIAJIE€XKE, €ro AAThl, HOMEPA.

Hanpumep:



(Permament) YTBEPXJ/IEH
npukazom MJIOVY «JI/c Ne 66»
ot 24.11.2019 Ne 01-10/13

(ITlpaBuna)  YTBEPXJIEHbI

npukazoM MJIOVY «/1/c Ne 66»

ot 24.11.2019 Ne 01-10/13

[Ipu yTBepkJCHUU JTOKYMEHTa KOJJICTHATBHBIM, COBEIIATEIHHBIM KA HHBIM OpPTaHOM,

pemieHUs KOTOporo (UKCHUPYIOTCS B TIPOTOKOJE, B Tpude YTBEPKICHHS YKa3bIBACTCS
HaMMEHOBAaHHE OpraHa, JaTa ¥ HOMEp IPOTOKoJja (B ckoOkax). Hampumep:

(ITonoxenune) YTBEPXJIEHO

[Tenarornyeckum coBeroM MJIOVY «/1/c Ne 66»

(mpotoko:n ot 12.09.2017 Ne 12)

2.34. 3arojoBOK K TEKCTY - KpaTKOE COJEpKaHUe TOKyMeHTa. Eciii 3aroioBoK K TEKCTY OTBEYaET
Ha BOIMPOC «0 4eM?», oH HauuHaeTcs ¢ mpemiora «O» («O0»). Eciu 3aroioBok K TEKCTY OTBEYaeT
Ha BOIPOC «4ero?», OH COCTaBJISIET OJHO IIeJI0e ¢ Ha3BaHHEM BHJIa JoKyMeHTa. Hampumep:

npukas (o 4€m?) 0 coO3aHUM ATTECTAIIMOHHOW KOMUCCUU

mucbMo (0 ué€M?) 0 MPeOCTaBICHUH HHPOPMAITHH

akT (4ero?) mpuema-repeaadn e

MIPOTOKOJI (4ero?) 3aceianns SKCIIEPTHON KOMUCCUH
3aroyIoBOK K TEKCTY 0popMIIsIeTCs 1101 pEKBU3UTaMU OJIaHKa cJIeBa, OT TPaHUIIbI JIEBOTO MOJIS.

2.35. TekCcT MOKyMEHTa COCTaBJISIETCSl Ha TOCYIapCcTBEHHOM si3bike Poccuiickoit denepanun wim
rOCYJapCTBEHHOM SI3bIKE (SI3bIKax) pecnyOsuk B coctaBe Poccuiickoit denepaiiny B COOTBETCTBUH
C 3aKOHOJIaTeIbCTBOM peciyOnuK B coctaBe Poccuiickoit deneparuu.

TexkcT qoKyMeHTa JOJKEH ObITh COCTABIICH IPAMOTHO, SICHO, TMOHSTHO M 10 BO3MOXHOCTH
KpaTko. TeKCT TOKYMEHTa JOJDKEH COJepXkKaTh JIOCTOBEPHYIO M aKTyalbHYIO HH()OpMALHIO,
JIOCTaTOYHYIO JUIsl TPUHSATUS PEIICHU WIM UX WCIOIHEHUS, HE JOJDKEH JOIMYCKATh Pa3JIMYHbIX
TOJIKOBAHUU.

B Tekcre nOKyMeHTa, MOArOTOBIEHHOM Ha OCHOBAaHMM 3aKOHOJATEIbHBIX WM HHBIX
HOPMAaTUBHBIX MPABOBBIX aKTOB, PAHEE M3/IaHHBIX PACIOPSIUTENbHBIX TOKYMEHTOB, YKa3bIBAIOTCS
WX PEKBU3HTHI:

- HaUMEHOBaHHE JIOKyMEHTa, HAMMEHOBAHME OpraHa BJIACTH (OpraHu3aluu), U3aaBLIero(ein)

JIOKYMEHT, J1aTa JJ0KYMEHTA, PETUCTPALIMOHHBIA HOMEP TOKYMEHTA, 3ar0JIOBOK K TEKCTY;

- HaUMEHOBAHHWE OPraHU3ALMH WIM JOHKHOCTHOTO JIMIA, YTBEPJMBILIErO JOKYMEHT, Jara

YTBEPKACHUS IOKYMEHTA.

TexkcT AOKyMeHTa MOXKET COJAep)KaTh paslenbl, MNOJApa3felibl, MYHKTbI, MOIIYHKTHI,
HyMepyeMmble apaOCKuMH IudpaMu. YpoBHEH pyOpUKalMu TEKCTa He AOJDKHO ObITh Oonee
YEThIPEX.

TekcT noKyMeHTa u3naraercs:

- B IIPHUKa3ax TEKCT M3JIaraercs OoT EPBOro JHIa €AUHCTBEHHOro yKcia ('mpukaspiBat");
- B MPOTOKOJIAX 3aceJaHuil - OT TPEeThEro JHIAa MHOXECTBEHHOTO 4YHCHA («CIIyIIaIn»,

«BBICTYIHITN Y, «IIOCTAHOBYIIN UITU «PETIUII);

- B JICJIOBBIX NHUChMaX, O(GOpPMIEHHBIX Ha ONaHKaX OpraHW3alyd, - OT IEPBOrO JIHIA

MHOKECTBEHHOI0 4YHcia (IIPOCHUM, HaIpaBisieM, NpeularaéM) WIA OT TPEThEro Juua
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€IMHCTBEHHOTO 4ucia  («IPeOnpUATHE HE  BO3PAXKAET...», «MHCTUTYT  CUUTAET

BO3MOJKHBIM...»);

- B JIOKJQJHBIX M CIIy)K€OHBIX 3alMCKaX, 3asiBJICHHUAX - OT IE€PBOIO JIHMIA E€IUHCTBEHHOI'O
quciia («Ipomy...», «CUUTAI0 HEOOXOAUMBIM...»);

- B JIOKyMEHTaX, YCTaHaBIMBAOMMX (QyHKIUH (00S3aHHOCTH), MpaBa U OTBETCTBEHHOCTb
CTPYKTYPHBIX IOApa3feieHUi, paOOTHUKOB (IIOJIOKEHHME, MHCTPYKLMs), a TaKKe
coJiepKallMX ONMMCAaHUE CUTYalUil, aHaIn3 (PAKTOB U BBIBOJIBI (KT, CIIPABKa), UCIIOJIb3YyeTCs
(dopMa M3II0KEHHsI TeKCTa OT TPETHEro JIMLA €IUHCTBEHHOIO UM MHOKECTBEHHOT'O 4HCia
(«oTmen ocymiecTBIsET (HYHKIIHH...», KKOMUCCHS TPOBEJA MIPOBEPKY...»).

[Ipy moAroTOBKE TEKCTa JOKYMEHTa CIEAyeT COONMIoJaTh MpaBWjia  HaMCAHUS
o(HUIMaNbHBIX HAUMEHOBAHUH, YUCITUTEIBHBIX U €TUHHUI] U3MEPEHUSI.

B Tekcrax MOKyMEHTOB yHmoOTpeONSIOTCs OOIICTIpHHATHIE ab0peBUATypbl M TpaduyuecKue
COKpAILEHUSL.

IIpu yka3aHuu B TekcTe (paMUIMU JIUIA HHULMAJIBI CTABATCS 1OCIe (PaMUIIUH.

B nenoBbix (ciy:ke0HBIX) MUCbMAaX UCIOIB3YIOTCS:

BCTYIUTEIbHOE OOpallieHue:
YBaxxaemblii rocioauH Ilpeacenarens!
YBaxkaemblii rocriogud Munuctp!
YBaxaewmslii rocrioivH MiBaHoB!
YBakaemas rocnioxxa [letposa!
VBaxaewmsiii Ban IletpoBuy!
VYBaxaemass AuHa Hukonaesna!
YBaxaemsle rocnonal
3aKJIIOYUTEbHASA ITUKEeTHAS Ppaza: «C yBaKEHUEM, ...».
HaumeHoBaHMe TOMKHOCTH B OOpallleHUH MUILETCS ¢ MPOMUCHON OYKBBI, B OOpaIlleHUH 110
(bamMHUITIH MHUIHATIBI JINTA HE YKa3bIBAIOTCS.
2.36. OT™MeTKa O MPUIIOKEHUH COJIEPIKUT CBEJIEHUS O JOKYMEHTE (JOKyMEHTax), MpHJIaraéMoM K
COITPOBOJIUTENIFHOMY MTUCHMY, HHOMY HH()OPMAIIHOHHO-CIIPAaBOYHOMY JOKYMEHTY, WJIA O TOM, YTO
JOKYMEHT  SIBJIIIETCSl  TPHWJIOXKEHHEM K  OCHOBHOMY  JIOKYMEHTY  (HOpMaTHBHOMY,
pacropsauTeIbHOMY WK HHOMY).
B conpoBoguTenbHBIX MHCbMax W APYrUX HWH()OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTaX
OTMETKa O TPHJIOXKEHHH O(OpMISeTcs MO TEKCTOM OT TIpaHUIlbl JIEBOTO TOJS CIEAYIOIIUM
obpazom:
- €CIJIM IPUJIO’KEHHE Ha3BaHO B TEKCTE:
IIpunoxenwne: Ha 2 1. B 1 3K3.

- €CJIM IPUJIOKEHNE HE Ha3BaHO B TEKCTE WM €CJIU MPHUIIOKEHUN HECKOJIBKO:
[Tpunoxenue: 1. Ilonoxenue 06 YnpaBieHUN perHOHATLHOTO KpeIMTOBaHUS Ha 5 J1. B 1 9K3.

2. CripaBka 0 KaJpOBOM COCTaBe YIpaBJIEHHs pETHOHATIBHOTO KPEIUTOBAHUS Ha 2 1.

B | 9K3.

- ecu mpwiIokeHue (MPUI0KeHHs1) COPOoIIOpoBaHO(bI):
[Tpunosxenue: B 2 3K3.
[Tpunoxxenue: oruer o HUP B 2 3k3.

- €CIM JOKYMEHT, SIBJSIIOIIMNCS MPUIOKEHUEM, UMEET INPHIOKEHHUS C CaMOCTOSTENIbHOM
HyMEpaluei CTpaHuIL:
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[Ipunoxenue: 1OroBOp BO3ME3IHOr0 okazanus yciayr ot 05.09.2017
Neo 32-17/72 w npunoxeHus K HeMy, Bcero Ha 7 JI.
- €ClId NMHCHbMO HaIpaBIISIeTCd HECKOJbKUM ajpecaraM, a JOKYMEHT-IPUJIOKEHUE TOJIBKO

IIEPBOMY aJipecary:

[Ipunosxxenue: Ha 3 1. B 1 3K3. TOJIBKO B IIEPBBIN aJpec.
- eClIM TIPWIOKCHHEM SIBJITIOTCSI JIOKYMEHTHI, 3alCaHHble Ha (U3MYecKu 000COOICHHBIN
3IEKTPOHHBIA HOCUTEb:
[Tpunoxenue: DVD-R B 1 3k3.

[Ipu sTomM Ha BKIaabIIie (KOHBEPTE), B KOTOPBIH IMMOMEIIACTCS HOCUTENb, yKa3bIBAIOTCS
HAUMEHOBAHHUS JOKYMEHTOB, 3aIIMCAHHBIX HAa HOCUTENb, UMEHA (ailioB, 00beM B OaiiTax.

B pacnopsauTensHBIX TOKyMEHTaxX (IIPHKa3ax, PaclopsbKeHUSX ), JOTOBOPAX, MOJIOKEHHSIX,
MpaBWIaX, HWHCTPYKIHSIX H JPYIHX JOKYMEHTaXx OTMETKa O TMPWIOKCHHH O(OpMIISETCS
clenyromumM oopa3om:

B TEKCTe€ JOKYMEHTa IpHU IEepBOM YHNOMHUHAHUU JOKYMEHTA-NPUJIIOKEHUS B CKOOKax
YKa3bIBaeTCH: ...(PUTIOKEHUE) UIH ... (mpuiioxkenue 1), (mpunoxenue Ne 1);

Ha TIEPBOM JIUCTE TOKYMEHTA-PUIIOKEHHSI B IPABOM BEPXHEM YTy YKa3bIBACTCS:

[Ipunoxxenue Ne 2
k ipukazy MZIOY «/1/c Ne 66»
o1 05.05.2018 Ne 01-10/56

Ecnim  mpunoxenueM K pacHoOpsSIUTEIbHOMY  JTOKYMEHTY  SIBII€TCS  JIOKQJIbHBIN
HOPMATUBHBIM aKT WJIM WHOW JOKYMEHT, YTBEpKJaeMblii JaHHBIM PaCHOPSIUTEIbHBIM
JIOKYMEHTOM, Ha TIEPBOM JIUCTE MPHIIOKEHUS MPOCTABIISAETCS OTMETKA O MPHIIOKEHUH (0€3 CChUIKU
Ha PACIOPSIUTENbHBIA JOKYMEHT) M TpHU( YyTBEPXKICHHUS, B KOTOPOM YKa3bIBAIOTCS JaHHBIE
pacnopsIUTENbHOTIO JOKYMEHTA, KOTOPBIM YTBEPKAEH TOKYMEHT-TIpuiioxenue. Hampumep:

[Ipunoxenne Ne 1
YTBEPXIEHO

npukazom MJIOVY «Jl/c Ne 66»
ot 18.09.2017 Ne 01-10/56

2.37. I'pud cornacoBaHus MPOCTABISETCS HA JOKYMEHTE B CIlyyae €ro BHEIIHETrO COTJIACOBaHUS
(cormacoBaHMe ¢ OpraHaMH BIACTH, UHBIMH OpPTraHU3aIUsIMU, TOJDKHOCTHBIME JTUIIAMHU).

I'pucd cornacoBanus B 3aBUCHMOCTH OT BHJIa JTOKYMEHTa U OCOOEHHOCTEH ero odopmieHus
MOXET IMPOCTABJIATHCA:

- Ha IICPBOM JIMCTC JOKYMCHTA (ecnn JOKYMCHT HMECT TPITy.]'IBHBIfI JIUCT, - HA TUTYJIBHOM
JUCTE) B JIEBOM BEpXHEM YIUIy Ha ypoBHE rpuda yTBEep)KIEeHUS WU O]l HaMMEHOBaHUEM
JOKyMEHTa OJMKe K HIDKHEMY TIOJTIO);

- Ha MOCJIEIHEM JIUCTE JOKYMEHTA MOJ] TEKCTOM;

- Ha JIUCTE COTJIaCOBaHMSI, SABJISIONIEMCS] HEOTHEMIIEMOI YacThIO JOKYMEHTA.

I'pud cormacoBanus cocrout u3 cioBa «COI'JTACOBAHOY, nomKHOCTH JUIA, ¢ KOTOPHIM
COIJIACOBAH JIOKYMEHT (BKJIOYasi HAMMEHOBAHHE OPraHU3allMM), €r0 COOCTBEHHOPYYHOU TOJIHCH,
HWHHUIIUAJIOB, (1)aMI/IJII/II/I, JaThbl COTrJIaCOBaAHMUA.

Hanpumep:
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COI''TACOBAHO

3aBeyIONIUI JOIIKOJIBHBIM OTACIIOM
MyHHUITUTIATBHOTO YUPEIKICHUS
«Ympasienue 00pa3zoBaHU»

agmunuctpauu MOI'O «YxTay
C. I0. Manbuesa

(JTMYHAs TIOIIHCH )

20.09.2019

Ecan  coryacoBanue OCyIIECTBIIAECTCS KOJUIETHMAIBHBIM, COBEIIATEIBbHBIM WJIM HHBIM
opraHoM, B rpude coriacoBaHUs YKa3bIBaIOTCS CBEJIEHHS 00 OpraHe, COrjacoBaBIIEM JOKYMEHT,
JaTe ¥ HOMepe NpPOTOKOoJa, B KOTOpOM 3adUKCHUpPOBAHO peEIIeHHWe O coryiacoBaHuu. Ecmu
COIJIACOBAHUE OCYILIECTBISECTCS IHCbMOM, YKa3bIBalOTCS BHJA JOKYMEHTa, HAaWMMEHOBAHUE
OpraHu3alvy, COTJIaCOBABLIEH JOKYMEHT, 1aTa U HoMep nucbma. Hanpumep:

COI'’TACOBAHO
Ilemarornyeckum COBETOM

MOV «/Il/c Ne 66»

(mMpoToKOI OT No )

COT'JTJACOBAHO

mucbMoM OBY «HammeHnoBanue
OpraHU3aALN»

oT Ne

2.38. BuyTpeHHee coriacoBaHue JOKyMeHTa odopmiisiercss Bu3oi. Buza BelpakaeT MHEHUE JHIIA,
BU3HPYIOIIETO MPOEKT JOKYMEHTa, M BKJIIOYAET: JOJDKHOCTh JIMIA, BU3HUPYIOIIETO JOKYMEHT,
HOJKCh, paciIn(POBKY MOANUCH (MHULMATBI, (aMUIIHMIO) U 1aTy BU3upoBaHus. Hanpumep:
PykoBoauTENb IOPUIUYECKOTO OT/IENA

IMogmuce WM.O. Gamunus

Jara

[Ipu HanmMuuu 3aMe9aHuil K JOKYMEHTY BH3Y O(DOPMIISIOT CIAEAYIOMHUM 00pa3oMm:
3amedaHus IPUIArarTCs.
PykoBoauTens 10pUAMYECKOTO OTIENa
[Mognucey UN.O. Gamunus
JlaTa

B nmokymeHTax, MOJUIMHHUKH KOTOPBIX XPAaHSTCS B OPTaHU3AIMH, BH3bI MPOCTABISIOT Ha
MOCJICTHEM JIUCTE JOKYMEHTa IOJ] TOJIMUCHhI0, Ha 000pOTE TMOCIEIHEr0 JMCTa TOJIMHHUKA
JIOKYMEHTA WJIM Ha JINCTE COTJIacoBaHUs (BUSUPOBAHMS ), IPUIAraéMOM K IOKYMEHTY.

B ucxomsmmx JOKyMEHTaxX BH3bl MPOCTABIAIOTCS Ha JK3EMIUISIPaX JIOKYMEHTOB,
MOMEIIAEMbIX B JIEJIO.

[To ycMOTpeHHIO OpraHU3aIHA MOXKET MPUMEHSTHCS TOJUCTHOE BU3UPOBAHUE IOKYMEHTA U
€ro NpUJIOKECHUM.
2.39. Iloanuck BKJIIOYAET: HAUMEHOBAHHUE JIOJDKHOCTH JIMIA, MOAMKMCHIBAIOMIETO JTOKYMEHT, €ro
COOCTBEHHOPYUYHYIO TIOJIMUCH, HHUIIAAJBI, (PaMUITHIO.
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Hanpuwmep:
3aBeyIOIIHit IMoamuce . 1. ®omnuesa

Ecimu nmokymeHT odopmiieH He Ha OnaHKe, B HAMMEHOBAaHWE JOJDKHOCTH BKIJIFOYACTCS
HAaMMEHOBAHHE OPTaHU3aIMH.
Hanpumep:
3aseayrommit MJIOVY «J1/c Ne 66y Iloamuce H. U. domuuena

[Ipn noamucaHuy AOKYMEHTa HECKOJbKUMH JIOJDKHOCTHBIMHU JIMIAMH, 3aHUMAIOIIMMHU
pa3Hoe TMOJIOKEHHE, WX TMOJIUCH PacHoNiaraloTcsl OAHA MOJ JPYroil B IOCIENOBATEIbHOCTH,
COOTBETCTBYIOIICH cTarycy nomkHocTU. Hampumep:
3aBeayromnuit [Toanuce H. 1. domuueBa

['naBHbI Oyxranrep IMoanuce O. C. MypaBbéBa

HpI/I MNoANMUCaHUN JOKYMCHTA HCECKOJBKMMU JIMIAMU PAaBHBIX I[OJ'I)KHOCTCﬁ HnXx IIoAIIMCHU
paciojiararorcd Ha O4AHOM YPOBHE. HaHpHMep:

3amMecTuTeNh 3aBEIYIOIIETO 3amMecTuTeNh 3aBeIYIOIIETO
A. B. bopucosa K.H. "BanoBa
(TMYHAs TIOIIIHCH) (JTMIHAs TTOIIKCH)

B AOKYMCHTAax, MOATOTOBJICHHBIX KOMHCCHCﬁ, B INIOAIIMCH YKaA3bIBACTCA CTATYC JIMIA B
COCTaB€ KOMUCCHH. HaHpHMep:

[Ipencenarens komMmuccuu .. ®omuueBa
(moamuce)

HiieHbl KOMUCCHM: A. B. bopucosa
(TmomHCh)

H. H. BanoBa
(Toamucs)

HpI/I MmoANMMCaHUN JOKYMCHTA JIMIIOM, UCITIOJIHATOIIUM 00s13aHHOCTH PYKOBOJAUTEIIA, IMTOATINCH
oopmisieTcs ¢ ykazaHHMEM cTaryca JOJDKHOCTHOTO JIMIIA B COOTBETCTBHH C TIPHKAa30M
(pacnopsixenuem). Hanpumep:

N.o. 3aBenyromero IToanuce H. O. ®amunus
WJIH:

Hcnonasaromuii 00s13aHHOCTH
3aBeyIoIero TToamuce H. O. ®ammnus

[Ipn nmonmucaHuM AOKYMEHTa JIMIIOM, UMEIOUIMM MpPaBO MOAMKHCH B ClIydae BPEMEHHOIO
OTCYTCTBHSI PyKOBOJUTEIS, UCIIPABICHUSI B HAUMEHOBAHUE JTOJDKHOCTU U paciindpoBKy pamumuu
MOJATOTOBJICHHOTO U COTJIACOBAHHOTO TMPOEKTa JOKYMEHTa BHOCSTCS OT pPyKH WU C
MCIIOJIb30BAaHUEM COOTBETCTBYIOIIMX IITamMrnoB. He momyckaercs CTaBUTh KOCYIO Y€pTy, HAAIMUCh



14

«3a» mepe] HaMMEHOBAaHMEM JOJDKHOCTH JIMIIA B HOJAINMCH, €CJIM JOKYMEHT MOJINKCHIBAET MHOE
JOJIKHOCTHOE JIULIO.

2.40. Ot™meTka 00 3JIEKTPOHHOM MOAMKUCH UCIIOIB3YETCS ISl BU3yaIU3aIliu AJICKTPOHHON TOIIHACH
MOJTydaTesieM JOKYMEHTa MPH OOMEHE JIEKTPOHHBIMH JOKYMEHTAMH, MOAMUCAHHBIMEI YCUJICHHON
KB (UIUPOBAHHON 3JIEKTPOHHOH IMOAIHUCHIO.

B cootBercTBUU ¢ 3akOHOIATENBCTBOM Poccuiickoii Depepanuu oTMeTKa 00 3JIEKTPOHHOM
noanucu  GopMupyeTcs € BU3YAIM3HpPYETCS TNpOorpaMMHBIME  cpeactBamu. OTMerka 00
AJIEKTPOHHON TOJIMUCH BKIFOUaeT Ppazy «[OKyMEeHT MOAMKMCAH 3ICKTPOHHOU MOMANKCHI0», HOMEP
ceptudukaTa Kiaro4a 3JIEKTPOHHON moanucu, GaMuinio, UMs, OTYECTBO BIIaJIeNblla cepTU(UKaTa,
CPOK JeiicTBUs cepTuduUKaTa Kioya 3JeKTpoHHOoM noanucu. Hanpumep:

JOKYMEHT INOAITMCAH
JIEKTPOHHOM ITIOITMCHIO
Ceptuduxar l1al11aaa000000000011
Brnanenen ®ammnmus Ums OtuectBo
HeiicrBurenen ¢ 01.12.2012 no 01.12.2017

3aBeayromnuit H. O. ®amunus

2.41. [Ilewatp 3aBepseT NOMIMHHOCTh MOJNUCH JODKHOCTHOIO JMIAa Ha JOKYMEHTaXx,
YIOCTOBEPSIONIUX MpaBa Jnll, GUKCUPYIOMUX (aKThl, CBA3aHHbIE C (MHAHCOBBIMU CPEICTBAMU, a
TaK)Xe Ha MHBIX JJOKYMEHTaX, IPeAyCMaTPUBAIOIINX 3aBEPEHUE MOJINUCH NI€YAThI0 B COOTBETCTBUU
¢ 3aKoHOJaTenbLCTBOM Poccuiickoit denepanum.

JIOKyMeHTBI 3aBepsiloT Nedarblo opraHu3anuu. [ledarh mpocraBiseTcs, HE 3axBaTbIBas
COOCTBEHHOPYYHOU TOJIMKCH JIUIIA, TIOJIMMCABIIETO JOKYMEHT, WIH B MecTe, 0003HaueHHOM «MII»
(«Mecto meqatny).
242. Ormerka 00 WCHOJNHUTENE BKIOYAaeT (aMuiIuio, UMS U OTYECTBO (IpU HAJIUYUN)
UCTIOJIHUTENSA, HoMep ero TenegoHa. OTmeTrka 00 HCIONHUTENE MOXKET JIOTOJHATHCS
HAaUMEHOBAHMEM  JOJDKHOCTH, CTPYKTYpHOIO TIOAPA3JElICHHUsT U  DJIEKTPOHHBIM  agpecoM
ucnonHutensa. OTMeTka 00 ucnoigHuTene oGopmisieTcs Ha JUIEBOM CTOPOHE MOCIETHEro JHCTa
JIOKYMEHTa OT TPaHMIIbI JIEBOTO OISl WK, IPU OTCYTCTBUU MECTa, - Ha 00OPOTHOM CTOPOHE JIUCTa
BHHU3Y ciieBa. Hanpumep:
Wnbun Unes Unbuy, OTaen ynpasieHUs: IEpPCOHATIOM, BEYIIUN CIEUATTUCT
+7(495) 924-45-67, llyin_Iv@techno.ru

OtmeTka 00 MCHOJMHUTENE MOXKET OGOPMISATHCS KaK HUKHUN KOJOHTHUTYJ M I€YaTaThbCs

nIpu(TOM MEHBILIETro pa3Mepa.
2.43. OtmeTKka O 3aBepeHMM KOMUU OGOpPMIIAETCS Ul TOATBEP)KIEHHS COOTBETCTBUS KOIUHU
JIOKYMEHTa (BBIMUCKM W3 JOKYMEHTA) MOUIMHHUKY TOKyMeHTa. OTMeTKa O 3aBEpeHUU KOMHHU
IPOCTaBIsIeTCS HAa CBOOOJHOM OT TEKCTa MECTe WIIM, MPU OTCYTCTBHM CBOOOJHOTO MecTa Ha
JUILIEBOMl CTOpPOHE JOKyMEHTa, Ha O000poTe JOKyMEHTa U BKIIOYaeT: cloBo «BepHoy,
HAaUMEHOBAaHME JOJDKHOCTH JIMIA, 3aBEPUBIIETO KOMHIO; €ro COOCTBEHHOPYYHYIO MOJIIUCH;
pacinpoBKy MOANKUCH (MHUIMAIBI, (DaMUIINIO); 1aTy 3aBEPEHUS KOMUU (BBITUCKU U3 TOKYMEHTA).
Ecnu xomnus BelAaeTcs Uisl MPEACTABICHUS B IPYIYI0 OPraHU3alMI0, OTMETKA O 3aBEPEHUU
KOIMHU JOMOJHSIETCS 3aIMChI0 O MECTE XPaHEHMsI JOKYMEHTa, ¢ KOTOPOro Obljla M3rOTOBJIEHA KOMHS,
Y 3aBEPSIETCS 1€YaThlO0 OpraHU3aL|HU.
Hanpuwmep:
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[Tognmuuuuk nokymenta Haxoautcs B ®bY «HauMmenoBanue opranuzanumy
B neie Ne 08-05 3a 2015 1.

Bepno
3aB. OTJIEJI0OM YIPaBJICHUS IEPCOHATIOM [Toanuce N.0. Gamunus
Hara [Teuars

Ha xonusix MHOrocTpaHUYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHUU KOIIMM IPOCTABJIAETCS Ha
KQKIOM JIMCTE€ JOKYMEHTa WJIM Ha IOCJIEIHEM JIUCTE MPOIIUTOIO WM CKPEIUIEHHOTO WHBIM
o0pa3oM JOKyMeHTa. 3alluCh O MECTe HaXOXKACHUS IOJUIMHHUKA IPOCTABIAETCS TOJNBKO Ha
MOCJICAHEM JIUCTE JOKYMEHTA.

Jlns 3aBepeHMs] KONMM JOKYMEHTa, W3IOTOBJICHHOM Ha OyMa)KHOM HOCHUTENE, MOMKET
MCII0JIb30BAThCS IITAMIIL.

Komnun AIEKTPOHHBIX JIOKYMEHTOB, HaIpaBJIIEMbIX 1o MH(POPMAIIMOHHO-
TEJIEKOMMYHUKALMOHHON CETH, 3aBEPAIOTCS 3JIEKTPOHHON MOJNUCHI0 PYKOBOIUTENS OpraHU3alUU
WIM HMHOTO YIOJHOMOYEHHOTO UM JIMIIA U BBICBUIAIOTCS IOJIyYaTENIl C COMNPOBOJIUTEIBHBIM
UCHMOM B (hopMe STIEKTPOHHOTO TOKYMEHTA.

Konuu 31eKTpOHHBIX JOKYMEHTOB Ha (PU3MYECKH 000COOJIEHHBIX HOCHUTENSX BbICHUIAIOTCS
HOJIY4aTeNto ¢ COPOBOAUTENBHBIM MTMCBMOM Ha OyMa)KHOM HOCHUTEJIE.

B conpoBoanuTENbHOM NUCHME K KOIMAM JIEKTPOHHBIX JOKYMEHTOB YKa3bIBAETCS:

- HauMeHOBaHUE MH(OPMAIIMOHHON CUCTEMBI, B KOTOPOM XPaHATCS TOKYMEHTHI;
- HaMMEHOBAaHHUS JOKYMEHTOB, KOIIMH KOTOPBIX HAMPABJISIOTCS MOIy4aTelto;
- Ha3BaHMA (ailIoB JOKYMEHTOB C yKa3aHueM GopmarToB ¢ailyioB 1 oobemMa Kaxoro (aiina B

OaimiTax;

- JlaTa U3TOTOBJICHUS U 3aBEPEHUS KOIHH.

[Tpu sTOM Ha pusznuecku 060COOJIEHHOM HOCUTEIIE HECMBIBAEMBIM MapKEPOM YKa3bIBACTCS:
«[Ipunoxxenue k mucbMy oT (ata) Ne ...».

Konust 31eKTpoHHOro JOKyMEHTa, IpeJCTaBleHHass B BHJE JIOKYMEHTa Ha OyMaXHOM
HOCHTEJIE, 3aBEPSAETCS B NOPSAJKE, yCTaHOBIEHHOM [IpuMepHOi MHCTpYKIMEN [UIsl 3aBEpEHNsT KON
JIOKYMEHTOB Ha OyMa)KHOM HOCHTEJE, C yKa3aHHEM, B Kakoi HH(POPMAIIMOHHOHN CHCTeMe XPaHUTCS
AJIEKTPOHHBIN JOKYMEHT.

2.44. OTrMeTka O TOCTYIJICHHMM JOKYMEHTa CIYXUT JJs MOJATBEpKIEHUs (akTa MOCTYIIEHUS
JIOKYMEHTa B OpraHU3all{I0 U BKJIIOYAET JaTy NOCTYIUICHUS U BXOJASIIUN PETUCTPALlMOHHBIA HOMEP
nokyMmeHTa. Ilpu HeoOXOAMMOCTHM OTMETKa O TMOCTYIIEHUHM MOXKET JOMOJHATHCS YyKa3aHUEM
BPEMEHHM MOCTYIUIEHHSI IOKYMEHTa B Yacax U MUHYyTaX U Crocoda JOCTaBKH IOKYMEHTA.

OTMmeTKa 0 MOCTYIUIEHUH JOKYMEHTAa MOXKET IPOCTABIIATHCS C IIOMOILBIO IITAMIIA.

2.45. Pe3omronus [NOJDKHA COJEpKaTh YKa3aHUE 10 MCIOJIHEHMIO JIOKyMEHTa. Pesosmronus
oopmisiercs Ha CBOOOJHOM MecTe paboyero Imoiis JTOKyMEHTa, Ha OJaHKe Pe30JIONUN WIH
BHOCHUTCS HETIOCPEJICTBEHHO B CUCTEMY 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

Pezomromnust gomkHa BKIIOYATH: (PaMUINIO, WHHUIIMATBI WCIIOMHUTENS (MCIIOJHHUTENEH),
HOpYYEHHUE M0 JOKYMEHTY (KOHKPETHOE 33JaHue 110 UCIOJHEHUIO JOKYMEHTa Wi (GOpMYIHPOBKA
LEJIM PACCMOTPEHUsI JOKYMEHTa), NMPHU HEOOXOAMMOCTH - CpPOK MCIIOJHEHMs, NOJMNHCH JIMIA,
BBIHECILETO PE30JIIOLUIO, 1ATy PE3OIIIOLUH:
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Mopo3zoBoii H.P., ®egoceesoii I'. /1.

[Ipomry moaroroButh npemyoxenus k 04.05.2019
MOJIHUCH

naTa

CpOK HCIIOJIHCHUA TIIOPYUCHUA HC [JOJDKCH YKa3blBaTbCd, C€CJIM OH HAa3BaH B TCKCTC
MOCTYIMUBUICTO NOKYMCHTA U PYKOBOAUTCIIb HC CUHUTACT HCO6X0,HI/IMBIM HU3MCHUTH €0 B CTOPOHY
COKpalICHUS WX ABJIACTCSA TUIIOBBIM IAJId JAHHOI'O BHJa JOKYMCHTA.

[Ipn yka3aHUM HECKOJBKUX HCIONHUTENCH (aMuiIusg OTBETCTBEHHOTO WCIOJHUTENS

YKa3bIBAETCs MEePBOH, MOAUEPKUBACTCS HIIM 0003HAYAETCS CIIOBOM «OTB.» ((OTBETCTBEHHBINY).
2.46. OtrMerka O KOHTpOJIE CBUIETENbCTBYET O IIOCTAHOBKE JIOKYMEHTa Ha KOHTpPOJIb,
npocTaBisiercs mramnoM «KoHTposb» Ha BEpXHEM MoJie TOKYMEHTA.
2.47. OTMeTKa O HaIpaBJICHUU JOKYMEHTA B JIEJIO ONPEIEISIET MECTO XPAaHEHHs IOKYMEHTA TOCIIe
3aBepIueHus: paboThl C HUM M BKIIIOYAET: CiioBa «B 1eno», nHAeKC Jena Mo HOMEHKIAType Jel, B
KOTOpOE MOMEIIAETCS JOKYMEHT Ha XpaHEHHE, C YKa3aHUEM oJia, T0JKHOCTHU Jula, 0()OpPMUBIIETO
OTMETKY, OJANNCH, AaTel. Hampumep:

B neno Ne 01-18 3a 2017 .
3aB. OTACJIOM KOPIOPATUBHBIX ITPOCKTOB
Ilonnuce Jara

OTMmeTKa 0 HallpaBJIEHUU JIOKYMEHTA B JI€JI0 MOXET JOTOIHITHCS KPAaTKUMU CBEJICHUSIMU O
XapakTepe UCIOJHEHNs JOKYMEHTA.

I11. IToaroroBka u oopMiIeHNE OTACIBLHBIX BUI0B JOKYMEHTOB
3.1. JlokanbHble HOpMaTHBHbIE akThl (manee - JIHA) opranuzanuu u3garoTcsl B BUAE IpaBull,
MOJIO)KEHUH, MHCTPYKIMM, pEriIaMeHTOB, IepedyHel, KilacCcu(PUKaTopoB U JAPYTUX BHJIOB
nokyMmeHToB. JIHA mproGperaroT IopuInuecKylo CUIy MOCIe UX YTBEPKIEHUS PacIopsIUTEIbHBIM
JOKYMEHTOM  (IIpMKa30M) WJIM HENOCPEACTBEHHO PYKOBOJAMUTEIEM OpraHu3alliy, HWHBIM
YIOJIHOMOYEHHBIM UM JIUL[OM.
PykoBonuTenu cTpyKTypHBIX IOApA3IENeHUN He BIpase n3nasars JIHA.
3.2. JIHA moryT OBITS:

MOCTOSIHHO JICHCTBYIOIMMHU (06€3 OrpaHMUYEHHsI CPOKa UX IPUMEHEHU);

BPEMEHHBIMU (JEHCTBYIOIMMHU B T€YEHHE YKAa3aHHOTO B HUX CpPOKa MJIM O HACTYIUICHHUS
OTIPENIETIEHHOTO COOBITHS).
3.3. OcHoBanueM g n3gauusd JIHA saBistroTes:

3aKOHOJATeIbHbIE U MHbIE HOpMaTUBHBIE MTpaBoBble akThl Poccuiickoit denepannu (ykassl u
pacnopskeHust  [Ipesmnenta Poccuiickoit ®Denepanuy, DOCTAHOBIECHHS W PacHOPSKEHHUS
[TpaBuTenscTBa Poccuiickoit deaepannu, akTol GeaepanbHbIX OPraHOB UCIOIHUTENIBHOM BIAcTH);

3aKOHOJATENbHbIE aKThl cyObekTa Poccuiickoit denepaniv, HOPMAaTUBHBIC PABOBHIC AKTHI
OpraHoOB TOCyIapCTBEHHOU BiacTu cyObekTa Poccuiickoii deneparuu;

paHee u3gaHHble B opranuzanuu JIHA w/wim pacniopsiiuTeNbHble JOKYMEHTHI.
3.4. JIHA uznmarorcs B LENAX:

YCTAHOBJIEHUsI HOpPM, TpeOOBaHMN, MNpaBWJI B OTHOUIEHWH IpeAMETa HOPMAaTHBHOIO
PETYJINPOBAHHUS, PAHEE HE SABJISABUIEMCS IPEAMETOM PEryJIMPOBaHUs B OPraHU3ALNH;
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W3MEHEHHUS CYLIECTBYIOIIMX HOpPM, TpeOOBaHUN, TIPaBUJ, YCTAaHOBJIEHHBIX paHee
W3JIaHHBIMU HOPMAaTUBHBIMH JOKYMEHTaAMU;

OTMEHBI paHee YCTaHOBJICHHBIX HOPM, TpeOOBaHUIl, TPaBUII.

3.5. [Ipennosxenue o pazpabotke npoekra JIHA BHOCHUTCS pyKOBOJIUTEIEM OpPTraHU3AIUU UIH HHBIM
JIOJIKHOCTHBIM JIMLIOM.
3.6. JIHA pa3pabaTsiBaeTcsi B ci1y4ae, €Clu:

MMEETCS YYacTOK paloThl (BOIPOCH JEATENBHOCTH), HYXAAIOUIMHCSA B HOPMATUBHOM
pEryJInpoBaHUY;

TpeOyeTcss BHECEHUE 3HAYNTEILHOTO KOJIMYECTBa U3MEHEHU B paHee mpuHATHIH JIHA

BBISIBJICHO HecKosibko JIHA, perynupyromux cMeXHbIE BOIPOCHI, KOTOPHIE 1e1ecO00pa3HO
00BEAMHUTD B OJUH JJOKYMEHT.

Axrtyanuzainus panee npuHATHIX JIHA. ocyiiecTBisieTcs uepe3 BHECEHHE B HUX U3MEHEHHIA.

3.7. Ilpennoxenune ¢ 0OOCHOBaHUEM HEOOXOoAMMOCTH paszpabotku HoBoro JIHA mpencraBnsercs
YIIOJIHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM PYKOBOJHUTEIIO OpPraHM3alud B (GopMe JOKIaTHOU
(ciy>xeOHOM) 3aMMCKHU, B KOTOPOU U3JIaraeTcs:

BOMPOC, TPeOYIOIIMK pEIICHUs, C H3JI0)KEHHEM OCHOBHBIX HAIpPaBJICHUH, CIIOCOOOB €ro
peleHus;

MIPOTHO3 MOCJEACTBUN MPUHATHS HOPMATHBHOTO IOKYMEHTA; OpraHUu3alluOHHbIE, KaJpOBLIE,
¢dbuHaHCOBBIE, MaTepUaTbHO-TEXHUUYECKUE U HHBIE MEPOIpPHUATHS, KOTOpble HeoOXoaumo Oyner
MIPOBECTH B CBSI3U C IPUHATHEM HOPMATUBHOTO JIOKYMEHTA;

nepeueHb paHee wu3naHHbIX JIHA, mojuexammux OTMEHE B CBSA3M C M3AaHUEM HOBOIO
HOPMAaTUBHOTO JIOKYMEHTA;

IpeIaraeMblii CpoK JUIsl pa3pabOTKU MIPOEKTa HOPMAaTUBHOTO IOKYMEHTA.

3.8. CormacoBanne mnpoektoB JIHA ocymecTBisiercs B COOTBETCTBUU ¢ myHKTamu 4.1 - 4.11
HACTOALIEH MHCTPYKIIMH.
3.9. JIHA yrBepKIaeTcs MPUKAa30M pPYKOBOAMUTENSA, €CIM OJHOBPEMEHHO C YTBEPKICHHEM
HOPMAaTHUBHOTO JIOKYMEHTa HEOOXOAMMO TPHUHATH MeEpbl OPraHU3alMOHHOIO0, (UHAHCOBOTO,
TEXHUYECKOTO, KaJApOBONO WJIM HMHOIO XapakTepa M JaTh COOTBETCTBYIOIIHME MOPYYEHUs
paOOTHHMKAaM OpraHM3alMM, a TakXe €clIM HEOOXOIUMO BHECTHM M3MEHEHHUs WIM NpPU3HATh
YTpaTUBLIMMHU CUITy paHee yTBepxaeHHbIe JIHA.
3.10. Usmenenus B JIHA u ormena JIHA odopmisitoTcsi mpuKka3oM pyKOBOJIUTENSI OpraHU3alluu
WJIM UHOTO JIOJKHOCTHOTO JIMIA, PUHUMABIIETo pemieHre o0 yreepxkaenun JIHA.
N3menenus B JIHA u ormena JIHA, yTBepkIeHHbIE HEMOCPEICTBEHHO COOCTBEHHOPYYHOMU
MOJAINHUCHI0 PYKOBOJUTENS OPraHU3alliy WIM MHOTO YIIOJIHOMOYEHHOIO UM JOJKHOCTHOIO JUIa B
rpude yTBep>KAEHUs, BHOCATCS MPUKA30M, N3aBA€MbIM PYKOBOJIUTENIEM OpPraHU3aIlMM WM WHBIM
YIOJTHOMOYEHHBIM UM JOJKHOCTHBIM JIULIOM.
3.11. B Tekcre mpukasza o0 yTBepXAeHUU, H3MeHeHuH uiu otmeHe JIHA wucnonssyrorcs
(bOopMyIUPOBKHU:

- npu yrBepxkiaeHuu HoBoro JIHA: «Yt1Bepauts (Ha3zBanue JIHA)» wnm «YTBepauTh

(nazBanue JIHA) u BBectH B aeiictBue ¢ (nara)». Hanpumep:

1. YTBepauts IlonoxxeHune o J0KaIbHBIX HOPMAaTUBHBIX aKTaX OpraHU3aluy.

WJIN:

1. YrBepauts lTtaTHOE opranuzauuu Ha 2018 rox u BBecTH ero B AeiictBue ¢ 1 suBaps 2018 T.
(mpUIOKEHHE).
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- TPy BHECEHUH M3MEHEHUH B paHee yTBepkaeHHbId JIHA: «BHecTn u3meHnenus B (Ha3BaHUE

JIHA). Hanpumep:

1. Buectu cnegyromue usmenenus B llltatnoe pacnucanue Ha 2018 roj, yTBepKI€HHOE MPUKA30M
MOV «Jl/c Ne 66» ot 25 nexadbps 2017 r. Ne 345: ...

- 1pu orMeHe paHee yrBepxaeHHoro JIHA: «IIpusnate yrpatuBmmm cuiy (HazBanue JIHA),

yTBEpkKACHHOE ...». Hampumep:

4. Ilpusnath yrpatuBmuM cuiy llojgoxkeHue o HEHOPMHUPOBAHHOM pabO4YeM JHE, YTBEPKIACHHOE
npukazom MJIOVY «JI/c Ne 66» ot 15 deBpans 2015 r. Ne 22.
3.12. OcHoBHbiMH pekBu3uTamMu JIHA sBirOTCS: HaMMEHOBaHUE OpraHU3allid, HAaUMEHOBaHUE
BUJA JIOKyMEHTA M 3aroJIOBOK K TEKCTY, COCTABIJISIOIINE OJTHO LIeN0e, TPU(] YTBEPKACHUS, MECTO
U3JIaHUS IOKYMEHTA.

Ecnu npoexrt JIHA sBisieTcs MHOTOCTpaHUYHBIM U K HEMY O(OPMIISIETCS] TUTYJIBHBIN JIHUCT,
YKa3aHHBIE BBIIIE PEKBU3UTHI Pa3MEIIAIOTCA Ha TUTYJIHLHOM JIMCTE.

3.13. Undopmanust cnpaBoyHOro xapakrtepa (rpaduku, cxeMbl, TaOIHIbl, (HOPMBI JOKYMEHTOB)
odopmiseTcs B BUC npuiiokenuii Kk JIHA.

Ha mnpunoxenusx k JIHA odopmisercs pekBU3UT «OTMETKA O TMPHIOXKEHUU» B
COOTBETCTBUU C IYHKTOM 2.35 HACTOAILLEH HHCTPYKIUU.

3.14. JIHA BcTynaer B cUily B CPOK, yKa3aHHBIN B IIpHKa3e, KOTOpeIM yTBepkaeH JIHA, wiu ¢ natet
yrBepxaeHus JIHA.

3.15. PacnopsiauTenbHbIE JOKYMEHTHI OpraHHM3alMd HW3JaloTcs B (opMme mpukazoB. [Ipukassr
U3JIAI0TCS B LENSIX O(POPMIICHUS PEeLeHUI:

HOPMAaTHUBHOTO XapakrTepa (eciu mpuka3zoM yrepxkaaercs JIHA wiu npuHumaercs perieHue
OpPraHU3allMOHHOIO XapakTepa, HampuMmep, Mpuka3 00 YTBEP)KICHUM CTPYKTYphl M IITATHOM
YHUCICHHOCTH OpPTaHU3aIlH);

OpPraHM3allMOHHOI0, aJMUHUCTPAaTUBHOTO, B TOM YHCJIE OIEPATHBHOIO Xapakrepa I0
BOIPOCaM OCHOBHOM J€SITEIbHOCTH OpraHU3aliu.

3.16. IlpoekTsl MpHUKA30B MO OCHOBHOM JIEATENILHOCTH TOTOBST CTPYKTYPHBIE MOJpPa3aeiIeHUs
OpraHM3alMM Ha OCHOBAaHUU TOPYYEHHH pPYKOBOACTBAa JUOO B HWHHUIMATUBHOM TOpPSIKE.
OTBETCTBEHHOCTh 32 KaueCTBEHHYIO MOJATOTOBKY MPOEKTa MpPHKa3a, COrJIaCOBAHME M IMPaBUIIbLHOE
oopmieHre IPOoeKTa HECeT PYKOBOJIUTENb MOAPA3eeHHs], KOTOPBIH TOTOBUT MPOEKT MpUKaza U
IIPEJICTABIISIET €r0 Ha MOJIIHUCH.

3.17. KoHTponb 3a NpaBWIBHOCTbIO OGOPMIIEHUS MPOEKTOB IPHKA30B  OCYLIECTBISET
JIEJIONIPOU3BOUTEND OPraHU3aLUH.

3.18. Ilpumka3pl, U3gaBaeMble B OpraHU3allMM, HE JOJDKHBI NPOTUBOPEYHUTH 3aKOHOJATEIBCTBY
Poccuiickoit @enepannu, YcTaBy OpraHu3alny, JOKAIbHBIM HOPMATUBHBIM aKTaM OPraHU3aluu 1
paHee M3/1aHHbIM NIPUKa3aM OpraHU3aluu.

3.19. IIpuka3sbl 10 OCHOBHOM JAEATEIBHOCTH U3/IAF0TCS:

BO HCIIOJHEHHE HOPMAaTHBHBIX IPAaBOBBIX AaKTOB OpPraHOB TOCYAAPCTBEHHOM BIAacTH H
BBIILIECTOSIIIUX OPraHU3alnii;

B LEJAX OCYIIECTBJICHUS YIPABICHUYECKON NEATENbHOCTH, BBITEKAromed u3 (YHKUUN U
3a/1a4 OpraHu3alny.

3.20. Ilpuka3pl 1O OCHOBHOW JI€ATENHOCTH COCTABJISIIOTCSA HAa OCHOBE TINATEIBHOTO U
BCECTOPOHHETO M3YYEHHUS BOMPOCOB, TPEOYIOIINX pa3pelleHus, 4YToObI coAepKaliuecs: B MpuKa3ax
Mopy4YeHus: ObLIIM KOHKPETHBIMH, 00ECII€YUBAINCH JOCTATOYHBIMU MaTepUaIbHO-TEXHUUECKUMHU U
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(UHAHCOBBIMU CpEACTBAMH U B JaJbHEHIIEM HCKIIOYAId HEOOXOJUMOCTh KOPPEKTHPOBKHU
MPUHSTHIX PEIICHUH B CBSA3M C HEMOIHOTOM UM HEOPaOOTKON MPEIbIAYILEro MPHKa3a.

3.21. Ilpuka3sl opranuzauuu oQOpMIIAIOTCS Ha OJaHKE MPHKa3a C HUCIOJb30BAHUEM CIIEIYIOLIUX
PEKBU3UTOB: J1aTa JOKYMEHTA, PETUCTPALlMOHHBIA HOMEDP JTIOKYMEHTA, 3aroJIOBOK K TEKCTY, TEKCT,
noanuck. Jlara ¥ perucTpaloHHbBIN HOMEp MpHUKa3a MPOCTABIAIOTCA MOC]IE NOANMCAHUS ITPUKa3a
PYKOBOJMTENEM OPTaHU3aLUH.

3.22. 3arojoBOK K MpHUKa3y NEYaTaeTcsi 4epe3 OJUH MEKCTPOUYHBIM MHTEPBAJI O] PEKBU3UTAMHU
OJlaHKa ciieBa OT IpaHMIbI JIEBOro Moss. Touka B KOHIE 3arojlOBKa HE CTaBUTCS. 3arojoBOK K
npukasy GpopMyiaupyeTcs ¢ IpeioroM «o» («o0»), KpaTKo U TOYHO OTpaxas CoAepKaHHe TEKCTa
npukasa. Hanpumep:

06 yrBepxkaeHnu MHCTpYKIMHU MO 1€T0MPOU3BOJICTRY;

O nopsake pUHAHCUPOBAHMS PEKJIAMHON KaMITaHUU;

O co3aHuy 3KCIEePTHON KOMUCCHUU.

3.23. Tekcr mpukasa COCTOMT U3 JIBYX ydacTeil: o0ocHoBaHMs (peaMOysibl) U pacnopsIuTeIbHON
yactu. B 000cHOBaHNH yKa3bIBa€TCSl OCHOBAHUE, TPUYMHA WX 1IeITb U3/IaHUS TOKYMEHTA.
Hanpuwmep:

B coorBercTBUU ¢ mpuka3zoM MUHHCTEPCTBA CBS3M W MAacCOBBIX KOMMYHHKanui oT 25
nexadbps 2014 r. Ne 1494 «O6 yrBepxkaenun IIpaBun oOMeHa JOKyMEHTaMU B DJIEKTPOHHOM BUJE
[P OpraHu3aluu HHPOPMAITMOHHOTO B3aUMOACUCTBU ...

B memsix opraHuzanuu M MpoBelNeHUS padOThl MO HKCHEPTHU3E LEHHOCTU JIOKYMEHTOB,
o0pa3yromuxcsi B JeSTEJIbHOCTH OpPraHu3alliy, U oTOOpYy MX JUId Mepelayd Ha XpaHEHHE B apXHUB
OpraHU3ali U K YHUYTOXKEHHUIO ...

3.24. PacnopsauTenbHas 4acTh IpUKa3a HAYMHAETCS CJIOBOM «II P U K a3 bl B a l0», KOTOpOe
NI€YaTaeTCs] CTPOUHBIMU OyKBaMU BPa3psIIKY.
PacniopsiiutenpHast 4acTh MOXKET COJIEPHKATh:

pelieHus] ~ OpraHM3allMOHHOTO  Xapakrepa  (yTBepAMTb, CO3JaTh, IpeoOpa3oBarth,
JMKBUAUPOBATH, IPU3HATH YTPATUBIINM CHITY);

KOHKpETHBIE TOPYYEHHUS C YKa3aHWEM MWCIOJHUTENS (UCIONHUTENeil) M CpPOKOB HX
BBITTOJIHEHUSL.

3.25. Kaxnoe pemenue (ropydeHue) opopmisieTcs B MpUKa3ze Kak OTIACIbHBIM MyHKT. [TyHKTBHI
IpHKa3a pacrojaraimTcs B JIOTMKO-BPEMEHHOW IMOCIIEeI0BAaTeIbHOCTH M HYMEPYIOTCS apaOCKuMu
nudppamu. Eciu nmopyyeHue naetcss KOHKpETHOMY IOJApA3/IeNeHNI0, €r0 HaMMEHOBAaHUE MHILIETCS
MOJIHOCTBIO, B CKOOKax YKa3bIBAIOTCS (paMHMIIUs UM MHHUIMAIBI PYKOBOAMTENS MOJpa3AefieHUs B
MMEHUTENBHOM Najexe. Hanpumep:

..IpHUKa3blBalo:

1. Yuebno-metoquueckomy otaeny (Gamunus 1.0.) k 01.11.2017 noaroToBUTH U MPEICTaBUTH HA
YTBEp)KJEHHE TUIaH yueOHO-MeToanyeckoi paboTsl Ha 2018 roz.

Ecnu mnopyuenHue pnaercsi KOHKPETHOMY HCIIOJIHUTENIO, €ro JOJDKHOCTh U (pamMuius
yKa3bIBalOTCs 0€3 CKoOOK B IaTenbHOM nazaexe. Hampumep:

3. I'maBHomy Oyxranrepy (Pamwmmms M.0.) moAroToBUTh W NPENCTaBUTh Ha PACCMOTPEHHE U
YTBEPKACHHUE CMETY KOMaHIUPOBOUHBIX pacxonoB Ha 2018 rox B cpok g0 30.11.2017.

[IpennuceiBaeMoe JACWCTBHE BBIpAKAETCS THArojioM B HeompeaeneHHoW ¢opme. He
JIOITYCKAETCs yIOTPeOIsITh HEKOHKPETHBIEC BEIPAKEHUS THIIA YCHIUTB, KyCKOPHTDHY, «00ECTIEUUTh
B KpaTyallInue CPOKH».
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Ecnu ogHOMY MCIIONHUTENIO HEOOXOAMMO MOPYYUTh HECKOJBKO Pa3sHBIX 33JaHUN C OJHUM
CPOKOM BBIIIOJIHEHHS], OTBETCTBEHHBIN HCIIOJHUTENb U CPOK MCIOJIHEHUS YKA3bIBAKOTCS OJUH pa3 B
OCHOBHOM IIyHKTE€, a THOPYYEHHS BBIICISAIOTCA B OTAENbHBIE NOANMYHKTHL. Ecinu y nopydeHuid
pa3Hble CPOKH UCIIOJIHEHUS, CPOKU YKa3bIBAIOTCSI HE B OCHOBHOM IIYHKTE, a B Ka)XK/I0M IOJIIYHKTE.

Cpok HCIOTHEHUS TOJDKEH OBITh PEalbHBIM, COOTBETCTBOBATH OOBEMY IPEIIOIaracMbIX
pabot. Ilpu ycraHoOBIEHMM CpOKa CJEIyeT YYMTHIBaTh BpEMs JOBEIEHUS JOKYMEHTa J0
KOHKPETHBIX MCIIOJHUTENICH.

Cpok HCIIOJIHEHUS B IIYHKTax pacloOpsAUTEIbHONW YacTH IpHUKa3a HE YKa3bIBaeTCs B
CIIy4asix, €CJIM JEHUCTBUS HOCIT PETYJISIPHBINA XapakTep U MX BBINOJHEHUE MPEANUCHIBAETCS HA BECh
nepuoj NedcTBUs MpHka3za. KolWyecTBO HCHONHUTENEH MO KaXIOMYy MYHKTY (HMOIMYHKTY) HE
orpaHnuyuBaerca. OTBETCTBEHHBIN HCIIOJHUTENb YKa3bIBAETCS IEPBBIM.

Ecan npuka3 0TMEHSET MOJTHOCThIO WM YaCTUYHO paHee U3/IaHHbIE JOKYMEHTBI [10 TOMY XKe
BOIIPOCY, TO B IPEIIOCIEIHEM IYHKTE IpPHKa3a HEOOXOOUMO HUX NEPEUYHUCIUTh C yKa3aHUEM
HAaUMEHOBAaHUsS JOKYMEHTA, €ro JaThl, HOMepa, 3aroyioBka. Hanpumep:

4. Ilpu3HaTh yTpaTUBLIMM CUJIy Npuka3z opradumzauuu ot 5 asrycrta 2010 r. Ne 175 «O06
YTBEPAKACHUHU DKCIEPTHON KOMUCCUU OpraHU3alun».

[locnenHuii MyHKT mpuKa3a - MyHKT O KOHTPOJIE, B HEM YKa3bIBAIOTCS JOJDKHOCTH JIMLA,
OTBETCTBEHHOTO 32 UCIOJIHEHHE TOKYMEHTA B IIeJIOM, ero (haMuins u uHunuansl. Hanpumep:

4. KoHTpOJb 32 UCIIOJIHEHUEM PHUKA3a BO3JIAraeTcsl Ha 3aMecturenis 3aBeayrouiero @amunus U.0.

B oTnenpHBIX clydasx pyKOBOJIUTENb OpraHU3alui MOKET OCTaBUTh KOHTPOJIIb 3a cO00ii:
KoHTposb 3a ucronHeHneM nprkasa OCTaBIsIo 32 COOOM.

3.26. He BrimtouaeTcst B TEKCT npuka3a myHKT «[Ipuka3 10BecTH 10 CBEICHHUS...».

[Tonpa3nenenuss U JTOJKHOCTHBIE JIMIA, JO CBEIEHUS KOTOPBIX HEOOXOJUMO JIOBECTH IpHKa3,
NEPEYUCIIAIOTCS B yKaszaTene (JIMCTe, CIUCKE) PacChUIKU, KOTOPBIM TOTOBUTCS HCIIOIHUTEIEM U
MOXeET 0QOPMIIATHCSI Ha 0OOPOTHON CTOPOHE MOCIETHEr0 JHCTa MPUKa3a.

3.27. B npuka3ax He JOIyCKaeTCs:

U3MEHEHHE paHEE YCTAHOBJICHHBIX CpPOKOB BBINIOJHEHUS 3aJaHuil B CTOPOHY HX
YBEITUUYCHUS;

MIPUMEHEHUE TPOU3BOJIBHBIX COKPAIIEHUW WM HUCKa)KEHUE HAMMEHOBAHUM CTPYKTYPHBIX
MOApa3/IeICHU OpraHru3alrid, MOJBEIOMCTBEHHBIX OPraHU3aLNI - UCIIOJTHUTENEH;

MPUMEHEHUE TPOM3BOJIBHBIX (HE OOLIEHPUHATHIX) TEXHUYECKUX W JAPYTUX TEPMHHOB,
COKpAILEHHBIX CJIOB M1 HAUMEHOBaHUII.

3.28. Ilpm Hamuuuu MNOPUIOKEHHM B TEKCTE€ INpUKa3a B COOTBETCTBYIOIIMX ITYHKTax

pacnopsIUTENIbHON YacTU JAIOTCS OTCBUIKM: ... (mpuiiokenue Ne 1); ... (mpunoxkenue Ne 2); ...
«COTJIACHO MPUJIOKEHHUIO», HA TPUIIOKEHUHU 0(OPMIIIETCSI OTMETKA O MIPUIIOKESHUU:

ITpunoxeHne k mpukasy

MOV «l/c Ne 66» ot 12.11.2017 Ne 215

W3nanne BMecTe ¢ MPUKAa30M MPWIOKEHWH, HE YIOMSHYTBIX B TEKCTE€ JIOKYMEHTa, HE
JIOTTYCKaeTCsl.

Ecnu  noKkyMeHT, YTBEp)KICHHBIM MPUKA30M, BIIOCIEACTBHUM JICHCTBYET B  BHIE
CaMOCTOSITEJIBHOIO JTOKYMEHTa, Ha MEpPBOM JIUCTE JOKyMEHTa B BEPXHEM IIPABOM YIUIy
npocTasisieTcs rpud yTBepkAeHUs (IMIpH HEOOXOTUMOCTH, - C YKa3aHHEM HOMepa MPHIIOKEHHS),
HanpuMep:
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HNucTpykuus YTBEPXJIEHA
npukazom MJIOVY «Jl/c Ne 66y
oT 22.01.2017 Ne' 5
3.29. Ilpuka3 mOANUCHIBAET PYKOBOAUTENb OpraHU3allid WIM JIUIO, HWCHOJHSIOLIEE €ro
0053aHHOCTH.
3.30. Konuu npukas3oB paccbulaloTCsl B COOTBETCTBUH C YKa3aTesleM (JINCTOM, CHUCKOM) PacChUIKH.
3.31. Ilpu opopmieHnH pHKa3a, U3aBAEMOT'0 COBMECTHO C JIPYTOi OpraHu3aIueii:

OJIaHK HE UCTIOJIb3yeTCs;

HaVMEHOBAHMS OpraHU3alMi [1e4aTarTCs Ha OJJHOM YPOBHE;

HanMmeHoBaHue Buaa nokymenta (ITPUKA3) pacnonaraercst mo neHTpy.

JlaToif COBMECTHOrO MpHKa3za SBISIETCS JaTra IPOCTaBICHUS IOCIEIHEW MOIINUCH Ha
JIOKyMEeHTE. PerucrpauvoHHbII HOMEpP COBMECTHOIO MpPHUKa3a COCTOUT U3 PEruCTPallMOHHBIX
HOMEPOB, IPUCBOEHHBIX KaXKI0M U3 OPraHU3alUi U IPOCTABISEMbIX Yepe3 KOCYIO YEPTY B HOPSAKE
yKa3aHUs OpraHu3aluil - aBTOPOB JIOKYMEHTA.

TekcT coBMECTHOro mpHKa3za H3Jaraercs OT IEpPBOTO JIMIIA MHOXKECTBEHHOI'O 4HcCla
(«puKa3bIBa€M»), OJIUCH PYKOBOJIUTENIEH OpraHU3aluil pacloyiaratoTcsl Ha OJJHOM YPOBHE ClIeBa
U CIpasa.

3.32. JleATenbHOCTh MO COBMECTHOI BBIPAOOTKE pEIICHHWN Ha 3acelaHusX COBETOB, KOMHUCCHIA,
COBEIIaHUAX 0(OPMIISETCS MPOTOKOIAMH.

[Iporokon cocTraBisieTcss Ha OCHOBaHMHM JUKTO(POHHBIX (PYKOIHMCHBIX) 3alHCei,
IIPOU3BEIEHHBIX BO BpeMs 3acelaHusi, MPEACTABIECHHBIX TE3UCOB JOKIAJO0B M BBICTYIUICHUH,
CIIPABOK, TPOEKTOB PELIEHUH (IOCTAaHOBJICHH).

[Iporokon odopmiisieTcss B TeUEHHE OJHOTO-TPEX JIHEH MOCie MPOBEACHMS 3aceqaHMtsl, eClln
CPOKH €0 NOJArOTOBKU HE OTOBOPEHBI 0c000.

3.33. PexBu3uTamMHM MNPOTOKOJIA SBJIAIOTCS: HAUMEHOBAaHUE OpraHU3allid, HAaMMEHOBaHUE BHUIA
JIOKYMEHTA, 3arojoBOK K TEKCTY, JaTa U MECTO 3acelaHMsl, pETUCTPAllMOHHBIM HOMEDP MPOTOKOIIA,
TEKCT, TIOJIITUCH.

3.34. 3aros0oBOK K TEKCTy NPOTOKOJA OTBEYAET HA BOIPOC «UEro?» M COHEPKHUT YyKa3aHHUE
NOZIpa3ieJICHUs] WIK OpraHa, AesITeIbHOCTh KOTOPOro NMpoTokonupyercs. Hanpumep:

MIPOTOKOJI 3aC€AAHUS ATTECTALIMOHHOW KOMUCCUU

MIPOTOKOJI 3aC€AAHNS HAYyYHO-METOAMYECKON KOMHUCCHHU.

JlaToil mpoToKoya SBISETCA JaTa 3acenaHus. Ecin 3acegaHue IMpoJ0JDKAaeTCs HECKOJIBKO
JTHEW, yKa3bIBAE€TCS JaTa Havaja 3aceJaHus U yepes3 Tupe - Aata okoHyanus: 12-13 mas 2018 r.
3.35. TekcT MpOTOKOJIA JOHKEH COCTOATh U3 ABYX YacTeil: BBOJHOW U OCHOBHOM. B BBOJHOM yacTu
IPOTOKOJIa YKa3bIBAIOTCS (aMMIMM Tpencenatens (MpeaceaaTeNbCTBYIOIEr0); CeKpeTaps;
dbaMuIMM y4aCTHHKOB, MPHUCYTCTBYIOIIMX HAa 3acelaHWU; IUI, MPHUTJAIIeHHbIX Ha 3aceJaHue;
MIOBECTKA JIHS.

Ecnu xonuyecTBO NMpUCYTCTBYIONIMX HA 3ac€JaHUM TpeBbIIAeT 15 4enoBek, B BBOAHOM
YacTH MPOTOKOJIA JIeJaeTcs CChUIKa Ha CIMCOK, SIBJISIFOIIMICS HEOTHEMJIEMOM YacThIO MPOTOKOJIA.
Hanpuwmep:

[IpucyrcrBoBanm: 25 den. (CIIUCOK MpHIaracTcs).

BBogHas dacTh MPOTOKOJIAa 3aKAHYMBAECTCS IIOBECTKOM JHSA, COJEpXKalleld MEPEUYECHb
paccMaTpUBaEMbIX BOINPOCOB, TIEPEUMCICHHBIX B TMOPSIKE HMX OOCYXKICHHS C YyKa3aHUEM
JIOKJIQTYUKA 110 KKIOMY paccMaTpuBaeMoMy BoIpocy. Bompockl moBecTku aHS GOPMYIUPYIOTCS
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C MpeioroM «o» («o0»), TeYaTaroTCs OT TPaHUIIBl JIEBOTO TOJS W HYMEPYIOTCS apabCKuMH
nudpamu.

B ocHOBHOI1 yacTH pOTOKOIa GUKCUPYETCS X0/ 3aCeAaHusl.

3.36. [1osnHbII IPOTOKOJ COAEPHKUT 3aIUCh TOTO, YTO IMPOUCXOAUIO BO BPEMsI 3aceaHMtsl, BKIOYast
BOIIPOCHI K JIOKJIaYMKY, OTBEThl Ha HUX, BBICTYIUICHHUS B XOZ€ OOCYXIEHHUS BOIIPOCA, PE3YIIbTaThI
rOJIOCOBAHUS 110 BOIIPOCY U MPUHSTHIC PEILICHHS.

Kparkue mpoTOKOJIbI BEAYTCsl IIPH PACCMOTPEHUU BOIIPOCOB OINEPATHBHOrO XapakTtepa. B
KpaTkoM MpOTOKoJIe (UKCHUpyeTcs Tema OOCYXIeHHs, (aMuiaus OKJIaAYyuKa MO BONPOCY H
HPUHATHIE PEIIECHUS.

3.37. OcHOBHas 4YacTb IIOJHOIO MPOTOKOJIA COCTOUT M3 PAa3/eioB, MOCBAIIEHHBIX BOIPOCaM
HOBECTKU JHA. XOJA PACCMOTPEHHUs KaKJIOro BONpOCa 3alMCHIBACTCA B I10CIIEAOBATEILHOCTH:
CJIYIIAJIA - BBICTYIIWJIN - PEHIWJIN.

[locranoBieHue (peleHue) B TEKCT MPOTOKOJIa BHOCUTCS IIOJIHOCTBIO B TOW (POPMYIHPOBKE,
KOTOpas ObLIa MPHUHATA HA 3aCEAAHNU; IPU HEOOXOIMMOCTH TPUBOJISTCSI UTOTH TOJIOCOBAHMS: «3a -
... IPOTHUB - ..., BO3JEPHKAIOCH - ...».

3.38. IlpoTtokon 3acenaHusl MOANUCHIBAETCS IpenacenareneM (IpenceaaTelbCTBYIOIMUM) U
CeKpeTapeM 3acellaHusl, eclid MHoe He ycTtaHoBieHo JIHA.

3.39. Ilpu HeoOXOAMMOCTH KONHMM IPOTOKOJOB MJIM BBIIUCKHA M3 IPOTOKOJOB PacChUIAIOTCS
3aMHTEPECOBAHHBIM JIMIAM B 3JIEKTPOHHOM BHJI€ B COOTBETCTBHUHU C YKA3aTEJIEM PACCBUIKH.

B BbIIMCKe U3 MPOTOKOJIA TOJIKHBI BOCIIPOU3BOANUTHCS BCE PEKBU3MUTHI 3ar0JIOBOYHOMN 4acTH
NPOTOKOJIA, BBOJHAS YacTh, BOMPOC TOBECTKH JHS, IO KOTOPOMY TOTOBHTCS BBHINHCKA, U TEKCT,
OTpakaroIuii 00CyKI€HUE BOIIPOCA U PUHATOE pELICHHUE.
3.40. [lenoBoe (ciyke0HOE) MUCHMO TOTOBUTCS Ha Osanke mucbMma. [Ipu cocTtaBieHUM mnuceM
OQOpMIISIFOTCSL  PEKBMU3UTHI: ajpecar, 3arojoBOK K TEKCTy, TEKCT, IOANHUCh, OTMETKa 00
UCIIOJIHUTEIIE, B HEOOXOAUMBIX CITy4asiX - OTMETKA O MPUIIOKEHUH.
3.41. Ecnu nuceMo sBIS€TCS OTBETOM Ha IMOCTYNMBIIMH 3alpoc WIM NPOChOY, 3aroyIHsAeTCs
PEKBU3UT «CCHUIKA HA PETUCTPALIMOHHBIA HOMEP U JIaTy MOCTYIHUBILErO MHChMaY.
HaumenoBaHue BuAa JOKyMEHTa («IIHMCbMO») U Pa3sHOBUIHOCTH MUChbMa (HANpHMeEp, «IIpocbOay,
«H(pOPMAIIMOHHOE», «COMPOBOIUTENBHOEY, «3aMPOCy, «HATIOMUHAHUE)) B JICIOBBIX (CIIYKEOHBIX)
MUChMAaX HE YKa3bIBAIOTCSI.
Ecnu nuceMo HampaBisieTcsl aapecaTy IO JIEKTPOHHOW moute Wiad mo Qaxcy 0e3 JOCBUIKH O
M0YTE, BMECTO MOYTOBOI'O a/ipeca YKa3bIBaeTCs a/pec 3JIEKTPOHHOM MOUTHI UM HOMED TenedoHa-
dakca.
3.42. ]JlenoBoe (cmyxkeOHOE) NUCBMO JIOJDKHO OBITH TIOCBSIIEHO OJHOMY Bompocy. Eciu
HEOO0X0MMO O0paTUTBCS B  OPraHM3ALMIO OJHOBPEMEHHO IO HECKOJBKUM BOIpOCaM,
PEKOMEH/IyeTCs COCTaBUTh OTAENbHOE MUCHMO MO KaXIOMYy U3 HHX. [IMChMO MOXeT KacaTbes
HECKOJIbKUX BOIIPOCOB, €CJIM OHU B3aUMOCBSI3aHBI.
3.43. B oqHOM mucChbMe HE JOJIKHO OBITH OoJiee YeThIpeX aapecaroB, PU 3TOM OCHOBHOM ajapecaT
YKa3bIBAETCS TIEPBBIM, OCTAIILHBIM aJipecaTaM MUCHMO HAMPaBIISIETCS TSl CBEICHHUS.
[Tpr HEoO6X0AMMOCTH HANpaBUTh MUCHMO OOJNBIIEMY KOJMYECTBY aJpecaToB, TOTOBUTCS CIIHCOK
PacChUIKU, U MUCbMA PACCHIIAIOTCA O CIHCKY.
3.44. Ilpu cocTaBleHUH [ICIOBBIX IHUCEM HCHOJb3YeTCSl BCTYNUTEIBbHOE OOpalieHue M
3aKJIIOYUTEIbHASA ATUKETHAS (pa3za B COOTBETCTBHHU C ITYHKTOM 2.34 HACTOSIIEH MHCTPYKIIHH.
3.45. TekcT nucbMa U3IaraeTcs:

OT 1-ro nuIa MHOXXECTBEHHOT'O YHCIa ((IIPOCHM...», «IIPEAJIATAEM...», KHAIIOMUHAEM...»);
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0T 3-TO JMIla €IWHCTBEHHOrO Yucia («IPEeanpHUsITHE CUUTACT BO3MOKHBIM ...», «UHCTUTYT
HE pacrosiaraeT BO3MOXKHOCTBIO ...»);

oT l-ro 5Mua eIWHCTBEHHOrO 4YHcla (IIpPOIly ..», «IpeLIararm ...»), €Cld IMHCbMO
odopmIsieTcss Ha JOHKHOCTHOM OJIaHKe.

3.46. Ecnu mpoekT AenoBoro (ciayxeOHOro) MUChbMa HANpaBisIeTCsl aJpecary IO IOoYTe, MPOEKT
TOTOBHUTCS B JIBYX SK3eMIUIpax: OJUH 3K3eMIULIp odopmisieTcss Ha OJaHKe, BTOPOU 3K3EMILISD,
npeIHa3HAYCHHBIH [ BUBUPOBAHUS) - Ha CTAHJAPTHBIX JIHCTaX Oymaru.

HenoBoe (cmyxeOHOE) MHUCHMO [0 NPEACTABICHHUS Ha TMOANUCH JODKHO OBITH COTJIaCOBAHO
(3aBU3MPOBAHO) CO BCEMHU 3aMHTEpecOBaHHBIMU JiniaMu. CoriacoBaHue (BU3HPOBAHUE) JETOBBIX
IIACEM MTPOBOJIUTCS B COOTBETCTBUHM € MyHKTaMH 4.1 - 4.9 HacToseil MHCTPYKLIMH.

3.47. JlenoBoe (cinykeOHOE) MHUCHMO TMOJMHCHIBACTCS PYKOBOJIUTEIEM OPTaHHU3allMd WU HHBIM
VIOJTHOMOYEHHBIM UM JunoM. llognucanHoe pgenoBoe (CioyxeOHOE) MHCHMO MOMJIEKUT
peructpanuu u ornpaske. He nomyckaercss oTnpaBisiTh agpecaraM MUCbMa, HE UMEIOLUE AAThl U
pEerucTpalioHHOr0 HOMeEpA.

3.48. Ilocne moanmucaHUsi MUCbMa M €ro PETUCTPALMU DK3EMIUILIp NHCbMa C BH3aMHU
3aMHTEPECOBAHHBIX JIUI] IOMEIIAETCS B JEJIO0.

3.49. AKTBI COCTaBJISIOTCS HA OCHOBE YTBEP)KJIEHHBIX OPraHaMU BJIACTH YHU(PHUIIUPOBAHHBIX (OPM
Wi B CBOOOAHOW ¢opMe B LENsAX MOATBEpkAEHUS (AKTOB, CBSI3aHHBIX C JESATEIBHOCTHIO
OpraHH3aIiH.

3.50. Ilpm cocTaBieHHMH aKTOB HCIOJb3YIOTCS PEKBU3UTHL: HAMMEHOBAaHUE OpraHU3AIINM;
HAaUMEHOBAaHME BUJA JIOKYMEHTa; JaTa JOKYMEHTa; PErHCTPAllMOHHBI HOMEpP JOKYMEHTa; MECTO
COCTaBJICHUS WM U3JaHUs IOKYMEHTA; 3ar0JIOBOK K TEKCTY; MOJAIHUCH.

3.51. JlaToit akTa sIBJS€TCS 1aTa COCTaBJICHUS aKTa M TIOAMMCAHUS €T0 COCTaBUTEIISIMH.

Ecnu ¢opMoil akTa mpeaycMOTPEHO €ro YTBEP)KJIEHHUE PYKOBOAUTENIEM OpPraHU3allid WK UHBIM
YIIOJTHOMOYEHHBIM JI0JDKHOCTHBIM JIMLIOM, JATOM aKTa SIBJISIETCA JaTa €ro yTBEPKIACHHUS.

3.52. B BBOAHOM 4acTH aKTa B UMEHUTEIBHOM IaJ€KE YKa3bIBAIOTCH:

OCHOBAaHME COCTaBJICHMS aKTa (JOKAJIbHBI HOPMAaTHBHBIA aKT; pacloOpsAUTEIbHBIN
JIOKYMEHT OpraHu3alnuu (Ipukas, pacnopsbkeHue); Gpakt uiau coobITHe, MOCTYKHUBILIEE OCHOBAaHUEM
JUIS COCTaBJIEHUS aKTa);

COCTaBUTENH aKTa (TMepeuucistorcs mnocie ciaoBa «CoCTaBlIeH» € yKa3aHHEM JOJIKHOCTEH,
HAaUMEHOBAHMNM  OpraHu3alui, €clii COCTABUTEIM SIBISIIOTCS  MPEACTABUTENSIMU  APYroi
opraHusanuu, GaMuIui 1 HHULUAJIOB).

Ecnu akt cocraBneH komuccuel, nepBoi ykasbpiBaeTcs (pamMuiusi mpeaceaaresns KOMUCCUH,
3aTeM YWIEHOB KOMUCCHH B aI(paBUTHOM TOPSIZIKE.

3.53. B Tekcre akTa M3nararoTcs LEIU U 3aa4d COCTABJIEHUS aKTa, CYIIIHOCTh, XapaKTep, METObI U
CPOKH NpO/JIeJIaHHON paboThl, €€ Pe3yJIbTaThl.

ITpu HEOOXOIUMOCTH aKT MOKET COJIEP>KATh BHIBOJIBI M PEKOMEHJAIIUH.

B 3akimrounTenbHOM 4acTU akTa yKa3blBalOTCS KOJUYECTBO MOATOTOBJICHHBIX 3K3EMIUISPOB
aKTa U MECTOHAXOXKJEHHE KaXKIO0ro sk3eMIuisipa. KonnuecTBo 3K3eMIUISIPOB aKTa OIpeaesseTcs
KOJIMYECTBOM CTOPOH, 3aUHTEPECOBAHHBIX B €r0 COCTaBJICHUHU, UM HOPMATUBHBIMHU TPEOOBAHUAMU,
perJaMeHTUPYIOIIUMHU COCTAaBIIEHUE aKTOB KOHKPETHOW Pa3HOBUIHOCTH.

3.54. Dx3eMIUISIpbl aKTa MOJAMMCHIBAIOTCS BCEMH WICHAMH KOMHUCCUHU (€ClId aKT COCTaBIISIICS
KOMHCCHUEH) WIIM COCTAaBUTEISIMU U, IPH HEOOXOAMMOCTH, IPUCYTCTBOBABIINMU JINIIAMH.

IIpy mnoamucaHum axkTa NpeaceAaTeIeM U 4WiI€HAaMHM KOMHUCCUM HAaWMEHOBaHHUS HX

JIOJXKHOCTEN HE YKa3bIBAKOTCA.



24

Oco0oe MHEHHE COCTABHUTENSl aKTa M3JIaraeTcs Ha OTIENbHOM JIMCTE, MOJIMUCHIBACTCA U
MpUJIaraeTcs K akTy.
3.55. Ecimm 3akonomarensctBoM Poccuiickoii ®Depepanuu NPeayCMOTPEHO O3HAKOMIICHHE C
COJIEp’)KaHUEM aKTa JIUL, YHOMSHYTBIX B aKTe, II0J IOJIMUCh, HAa IOCIEIHEH CTpaHULE aKTa
IIPOCTAaBIISIETCS  O3HAKOMUTEIbHAas Bu3a «C aKTOM O03HAKOMJEH(bI)», NPU 3TOM YKa3bIBarOTCS
HAUMEHOBAHUS JIOJDKHOCTEH, JTMYHBIC TOJIMUCH, PAcIIU(GPOBKU MOAMUCEH, AaThl 03HAKOMIICHUS.
JInna, KoTopble 3HAKOMSITCS C COJEPKaHUEM aKTa, UMEIOT [IPaBO HE COIVIACUTHCA C COJAEP’KaHUEM
aKTa B IEJIOM WM €ro OTACIbHBIMHU TOJOXEHHUSIMH, YTO JOJDKHO OBITh 3a()MKCHPOBAHO IPHU
03HAKOMJICHUHU C aKTOM.
3.56. JloxnagHast (ciyxeOHasi) 3almmMcKa HCIONB3YeTCS JJIS ONEepPaTUBHOIO HMH(POPMAIIMOHHOTO
oOMeHa MEXy CTPYKTYPHBIMHU MOJIpa3AeIEHUSIMU U PYKOBOACTBOM.
3.57. O6s13aTeNbHBIMU PEKBU3UTAMU JOKIAAHON (CIy>KeOHOM) 3allMCKU SBIISIOTCS: HAUMEHOBAaHUE
CTPYKTYpHOI'O HOJpa3zeiieHusl, HANMEHOBAaHUE BUJA JOKYMEHTa (JIOKJa/JHas 3alKCcKa, Clly:KeOHas
3anMcka), 1ara, 3arojoBoK K TEKCTY, aJipecar, TEKCT, OAMKCH.
3.58. Tlpu ampecoBaHuM MOKIAAHBIX (CIYKEOHBIX) 3aMMCOK YKA3bIBAIOTCS B JIATEITBLHOM IMAJEKe
JOJKHOCTB JIMIIA, KOTOPOMY aJIpeCOBaH JOKYMEHT, pamMuvs U HHAIHAIsl. Hanpumep:
3asenytomemy MJIOY «/l/c Ne 66»
®omunuéoii 1. U.

3.59. Tekct noknaaHou (cmy>keOHOW) 3amUCKU, B 3aBHCHUMOCTH OT CJIOKHOCTH COJCp)KaHUS U
MPUBOAMMON apryMEHTAIINH, COCTOUT U3 OJITHOM, IBYX WJIM TPEX YaCTEeH:

B MEPBOM YaCTU M3JIArat0TCsl MPUINHBI, (PAKTHI UM COOBITHUS, TOCTYKUBIITHE TOBOJOM JIJIsI
COCTaBJICHUS JOKYMEHTA,

BO BTOpPOM 4YacTH JaeTCs aHajIu3 CIIOKHUBIIEHCS CHUTYallid, BO3MOXKHBIC BApUAHTHI €€
pelIeHus;

B TPEThEN YaCTH U3JIararoTCsi BHIBOJBI.

IV. CornacoBanmne npoeKToB 10KYMEHTOB.
IHoanucanue (yrBep:KaeHue) NpPOeKTOB JOKYMEHTOB
4.1. CornacoBaHue NpoeKTa JTOKyMEHTa IPOBOAMUTCA A0 €ro MOANUCAHUS PYKOBOJUTEIEM B LENSIX
OLICHKM COOTBETCTBHSl IIPOEKTa 3aKOHOAATenbCcTBY Poccuiickoil dDenepanuu, JIO0KaJIbHBIM
HOPMAaTHUBHBIM aKTaM OpraHMU3allly, KauecTBa U 3(PPEeKTUBHOCTH MPEIaraeéMoro petieHusl.
CornacoBaHue NpPOEKTa JOKYMEHTAa OpPraHU3YETCsl HENOCPEACTBEHHBIM HCIOJHUTEIEM
(cocTaBuTEeNEM) W PYKOBOAMTENEM TMOAPA3ACICHUSI-UCIIONHUTENSI W TPOBOAUTCA B Ipenenax
YCTaHOBJIEHHOT'O CPOKA UCIIOJTHEHUSI.
4.2. CornacoBaHHu€ IPOEKTOB JOKYMEHTOB C pPAaOOTHMKaMH OpTraHU3allUd W/WIH JApYTUMU
OpraHU3alUsIMH OpraHU3yeT HCIOJHUTENb IOCJIE COIIacCOBaHUS B pabodyeM MOpsIKe MPOeKTa
JIOKYMEHTa C pYKOBOJIUTEIEM CTPYKTYpPHOTO MOJPA3/EIeHUs U B COOTBETCTBUM C MHCTPYKLUEH 110
JIEJIONPOU3BOJACTBY ~ OpPraHM3allud WM MHBIMH  JIOKQJIBHBIMM  HOPMAaTHBHBIMHU  aKTaMH,
PETYJIMPYIOIKMHU IPOLECC COTTIACOBAHMSI (BUSUPOBAHUS) IPOEKTOB TIOKYMEHTOB.
4.3. [IpoeKThl TOKYMEHTOB COTJIaCyIOTCS:
HENOCPEACTBEHHBIM HCIIOJHUTEIEM U PYKOBOAUTEIEM MOAPA31EICHUS-UCTIOTHUTES;
COMCTIONTHUTEISAMU (TIPU X HAJTUYHH ),
PYKOBOJUTENSAMHU CTPYKTYPHBIX MOJpa3/ieleHuii, paOOTHUKaMM OpraHU3alyu, HalpaBJIeHUs
NESITEeIbHOCTH W/MIM  (YHKUMOHAIbHbIE OO0S3aHHOCTH KOTOPBIX 3aTParuBalOTCsi B IPOEKTE
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JIOKYMEHTa W/WJIM KOTOphIE YKa3aHbl B MPOEKTE JOKYMEHTa B KadecTBEe MCIOJHHUTeNEH (B ciayyae
BPEMEHHOI'O OTCYTCTBHSI PYKOBOIUTENS NOJpa3fesieHUus] MPOEKT JIOKYMEHTa BH3HPYET JIHIIO,
BPEMEHHO UCHOJIHSIONIEE €r0 00s13aHHOCTH );

3aMECTUTENSIMU  PYKOBOJUTENSI OpraHU3allM, KypUPYIOLIUMHU 3aTPOHYTBIE B IIPOEKTE
JIOKYMEHTa BOMNpPOCHl (€CIM JOKYMEHT TMOJIMUCHIBaeTCA (YTBEPKIAETCA) PYKOBOAUTEIIEM
OpraHu3aIm);

IOpUINYecKoil cyx00ii (mpoekToB JIHA, MpoekToB MpHuKa3oB);

[IpoexThl  JOKYMEHTOB, peanu3anus KOTOpbIX  TpeOyeT  (MHAHCOBBIX  3aTpar,
COTJIACOBBIBAIOTCS C (PUHAHCOBBIM MOAPA3ICTICHUEM.

He nomyckaercsi HampaBisiTh Ha COIJIACOBAHUE MPOEKT JIOKYMEHTa OJHOBPEMEHHO JBYM
win Oonee pabOTHHKAM OJHOTO CTPYKTYPHOTO MOJpa3ziefieHus. B kadecTBe JUIl, COTNACyIOIIUX
MNPOEKT JIOKYMEHTa, [OJDKHBI BBICTYNAaTh MPEUMYIIECTBEHHO PYKOBOJIUTENHU CTPYKTYPHBIX
IIOAPA3ACIICHAMN.

4.4. BHemiHee COTJacOBaHME IPOEKTA JOKYMEHTa OCYIIECTBISETCS IOCPEACTBOM HAIpaBiIECHUS
IIPOEKTa B JAPYTyI0 OPraHU3allMI0 C COIPOBOAMUTEIbHBIM MHCbMOM, B KOTOPOM YKAa3bIBA€TCSl CPOK
COIJIACOBaHUSI.

4.5. Cpoku coriiacoBaHusl IOKYMEHTOB COCTABJISIIOT:

MIPOEKTHI IETIOBBIX (CITyKeOHbIX) mceM - 1-3 paboumnx aHs;

MIPOEKTHI MPUKA30B 0e3 MpUIIoKeHuH - 1-3 pabounx nHs;

MIPOEKTHI MPUKA30B C MPHIIOKEHUSIMHU CIIPABOYHOTO Xapakrepa - 3-5 pabouux qHEl;

MIPOEKTHI IPUKA30B C NMPUIOKEHUEM JIOKAJTbHBIX HOPMAaTUBHBIX aKTOB B 3aBUCHUMOCTH OT MX
obbema (He 6omee 50 crpanun) - 5-10 paboumnx nHEH;

MIPOEKTHI JIOKAJIIbHBIX HOPMATHUBHBIX AKTOB, YTBEPkAAEMbIX HEMOCPEICTBEHHO MOJIHUCHIO
pykoBoauTens (He 6onee 50 crpanun) - 5-10 pabounx nHEH;

MIPOEKTHl MPOTOKOJIOB 3aceaHui (COBEIaHHWi) MpU HEOOXOJUMOCTH MX COIJIACOBAHUS, B
3aBHCHUMOCTH OT 00beMa JIOKyMeHTa - 1-3 pabouux aHs.

Cpoku coriacoBaHus IPOEKTOB JOKYMEHTOB, HAIIPABIIIEMbIX HAa BHEITHEE COIVIACOBAHUE HE
JIOJDKHBI cocTaBiATh 6osee 30 kaeHIapHbIX AHEH.

B KOHKpETHBIX CiIy4asX B 3aBUCUMOCTU OT COACP)KAHMS M Ha3HAUEHUS JAOKYMEHTa CpPOK

COIJIACOBaHUS MOKET OBITh COKpAIEH WM YBEIMUYEH IO PELICHUI0 PYKOBOAMUTENS, KypUPYIOLIETo
HaIpaBJIEHUE JI€ATEIbHOCTH, 10 KOTOPOMY F'OTOBUTCS IPOEKT PELICHUS.
4.6. Odopmnenue pe3yapbratoB cornacoBanus JIHA wu  pacnopsauTenbHBIX JOKYMEHTOB
OCYIIIECTBIISIETCSI B BUJE BU3, MIPOCTABISEMbIX 3aMHTEPECOBAHHBIMU JIMIIAMU HA IMOCIEIHEM JIUCTE
IpOeKTa JOKYMEHTa (Ha €ero JIMIEBOW WM OOOpOTHOM CTOpPOHE) WM HA OTAEIHHOM JIUCTE
COIJIACOBAHUS, ABJISAIOMIEMCS] HEOTHEMIIEMON YacThio JOKyMeHTa. OTMETKHU O coriacoBaHuu (rpug
COIJIACOBAHUS U BH3bI) OQOPMISIOTCS B COOTBETCTBUM ¢ MyHKTamu 2.36, 2.37 HacTosuien
MHCTPYKLUU.

[Ipu cornmacoBaHuu AENOBBIX (CIYX EOHBIX) MUCEM BHU3bI MIPOCTABIISIFOTCS HAa KOMHUH MHChMa
(BM30BOM 3K3eMIUISIP), KOTOPBIA IOCIE MOANMCAHUS IMOJJMHHUKA MHUCbMa M €ro pPerucTpanuu
MOMEIIAETCs B JIEJI0, UM Ha 000pOTe MOATUHHUKA MUCbMa, €CIIM MHUChMO HampaBisieTcs aapecary
1o (akcy WM 3JEKTPOHHOI Mmoure. DTOT K€ SK3EMIUISIp MUChMa IOCie OTIPaBKU ajapecary (o
(akcy WiIn 3EKTPOHHOH 1OYTE B BUJIE 3JICKTPOHHOM KOMMH) IOMEIIASTCS B JIEIIO.

IIpoekThl MPOTOKOJIOB BU3UPYIOTCS JIMLIAMH, BBICTYNABIIMMHU Ha 3acelaHUU (COBELIAHHH)
IyTeM IPOCTABJIEHUS BU3bl HA JIEBOM II0JIE JOKYMEHTAa HAIpPOTUB 3alMCH BBICTYIIIICHUS
COOTBETCTBYIOLIETO paOOTHHKA.
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4.7. Ilpn BHEIIHEM COIIACOBAaHMH, MTOJYYEHHOM ITUCbMOM, WJIM COIIACOBAHUU MPOEKTa JOKYMEHTa
KOJIJIETHAJIbHBIM (COBELIATENbHBIM) OPraHoM ¢ (puKcalueil peneHns o CorlacoOBaHuu B MPOTOKOJIE
3ace/laHusl UCHOJHUTENb O(GOPMIISIET Ha MPOEKTe JOKYMEHTa WM B JIUCTE COIJIacOBaHMs IPUP
COIIACOBaHUsS B COOTBETCTBUHU C NMyHKTOM 2.36 HacTosAlell nHcTpykuuu. Ilucema o cornmacoBanuu
(BBIIIMCKA U3 MIPOTOKOJIA) MPUIIATralOTCs K IPOEKTY TOKYMEHTA.

4.8. B xone cornacoBaHus MPOEKTa JTIOKYMEHTa paOOTHHK, COTJIACYIOUIMH JOKYMEHT, IPUHUMAET
OJIHO M3 CIEAYIOLUX PEIICHU:

COIJIacOBAaTh IPOEKT AOKyMEHTa 0€3 3aMeuaHuil;

COIJIaCOBAaTh MPOEKT JOKYMEHTA C 3aMEYaHUSIMU;

OTKJIOHUTBH IIPOEKT JTOKYMEHTA;

yKa3aTb, YTO HE MMEET OTHOIIEHUS K MPOEKTY IOKyMEHTa (pacCMOTpPEHHE BOIpOca, IO
KOTOPOMY IIPUHUMAETCS peIIeHUE, He BXOAUT B 00S13aHHOCTU PAOOTHUKA).

BozpaxxeHust mo npoekTy mnpukaza (pacrnopssKeHus), BO3HUKAIOLIUE IPU COIJIacOBaHUM,
U3JIaraloTCs B CIIpaBKe, KOTOpas PUJIaraeTcs K MpOeKTy.

Ecnu npoekT 10KyMeHTa corjaacoBaH C 3aMEYaHUsIMHU, 3TO 03HAYaeT, YTO 3aMEUaHUsl HOCAT
PENaKIMOHHBIA XapaKTep, U MOCIe UX MPUHITHS UCIOJHHUTEIEM MPOEKT HE TPeOyeT MOBTOPHOTO
COI'JIACOBAHUS.

[TpoekT 1oKyMeHTa OTKJIOHSETCS JIULIOM, COTJIACYIOIIUM JIOKYMEHT, B CIIy4asx:

HAJINYMS CYLIECTBEHHBIX 3aMEYaHUN 110 IPOEKTY IOKYMEHTa;

HECOrJIacHs ¢ MPOEKTOM JOKYMEHTA.

4.9. HecornacoBaHHBIM MPOEKT JOKYMEHTa TpeOyeT MopaOOTKU MO BBICKA3aHHBIM 3aMEUYaHUsIM,
nepeoOopMIIEHHS U TIOBTOPHOTO COTJIACOBAHMUS.

4.10. Ecnu ipu 1opaboTKe MpOeKTa TOKYMEHTa UCIIOJHUTEh TPUHUMAET PEIICHUE HE YUUTHIBATh
3aMevaHue (3aMeuaHus) Juna (JUI), y4acTBOBABIIMX B COTJIACOBAHWUU, MCIIOJHUTEIEM TOTOBUTCS
peecTp HEYYTEHHBIX 3aMe4aHui, KOTOpBII BMECT€ C MPOEKTOM JOKyMEHTa IpeiCTaBiseTcs
PYKOBOJIUTENIO OpraHu3allMd WJIX HWHOMY YIOJHOMOYEHHOMY HM JIOJDKHOCTHOMY JIMILY,
HOJNKChIBatOIEMY (YTBEPKAAOLIEMY) TOKYMEHT. PeecTp HEyUTEeHHbBIX 3aMe4aHuil MOANNCHIBACTCS
PYKOBOIUTENEM CTPYKTYPHOTO MOAPA3IEICHUS-UCIIOIHNATESL.

4.11. Pemienue o TOM, NPUHMMATh MM HE MPUHHMATh HEYYTCHHbIE 3aMEYaHUs NPUHUMAET
pykoBoauTenb. B ciydyae ecnu pyKoBOAMTENb NPUHHUMAET pEUIEHHE O HEOOXOAMMOCTH YYeCTb
3aMeyaHMs, OTKJIIOHEHHbIE HWCIOJHUTENIEM, HCIOJHUTENb J0pabdaThiBaeT MPOEKT JOKyMEHTa B
COOTBETCTBUU C BBICKa3aHHBIMU 3aMeuyaHusiMu. Eciu pyKoBOIWTENb COTJIAIIAETCSl ¢ MHEHUEM
WCIIOJTHUTEIS, OH MOJAINKUCKHIBAET (yTBEPKAAET) TOKYMEHT.

4.12. JlokyMeHTBI, H3/aBacMble OT HMMEHH OpraHu3alM{, IOANUCHIBAIOTCS PYKOBOAUTEIEM
OpraHu3alliil WJIM HWHBIMH YIOJHOMOYEHHBIMH UM JOJDKHOCTHBIMH JIMLIAaMHU (3aMecTUTeNeM
PYKOBOJIUTENS OpraHU3alluy, WHBIMH JIOJDKHOCTHBIMHM JIMIIaMH B COOTBETCTBHH C HX
KOMIIETEHIIMEH, OIpeaensieMol JTOBEPEHHOCTSAMH Ha BBINOJHEHUE ONpEeAETICHHbIX ACWCTBUI OT
UMEHH OpTraHW3alliH, BHYyTPEHHUMH HOPMaTHBHBIMH TOKYMEHTaMHU OpTraHU3aIHHN).

4.13. OtnenbHbIE BUIbI BHYTPEHHUX TOKYMEHTOB (CiIyeOHble, 00BbICHUTENbHbIE 3alIUCKN) HA UMS
PYKOBOJUTENS CTPYKTYPHOTO NOJpPA3JeNICHUs] MOANMUCHIBAIOTCA HCIOJHUTENEM (COCTaBUTEIEM),
€CIIM pa3pelaeMble IIPU TOM BOIIPOCHI HE BBIXOJAT 32 MPEAEbl €r0 KOMIIETEHIUH.

4.14. JIoKyMEHTBI, HalpaBlisieMble B BBICIINE OpPTraHbl rOCYIapCTBEHHOW BIIACTH, HA UM MEPBBIX
pyKoBouTeNeH enepaabHbIX OPraHoOB HCIOJHUTENBHON BIACTH, PYKOBOIUTENCH CYOBEKTOB
Poccuiickoit ®epepanu ©  3apyOEkKHBIX TOCYIapCTB, MOJIHMCHIBAIOTCS PYKOBOJIUTEIIEM
OpraHu3aIlK WIH JULIOM, UCTIOIHSIOLUIMM €ro 00s13aHHOCTH.
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4.15. JlokyMeHTBbI, HampaBisieMble B IIOJIBEIOMCTBEHHbIE M CTOPOHHHE OpraHHU3aIluH,
MOJIUCHIBAIOTCS 3aMECTUTEISIMU PYKOBOJUTEINS OpPraHMU3allMM, WHBIMU JOJDKHOCTHBIMH JIMLAMHU
OpraHU3alli B COOTBETCTBUHU C IIPEJOCTABICHHBIMU UM IIOJTHOMOYMSIMH.

4.16. JIokyMeHT MOAMMCHIBACTCS IBYMsI MJIH OoJiee JTUIaMH, €CIIH 32 COJIepyKaHhe JOKyMEHTa HECyT
OTBETCTBEHHOCTb ~ HECKOJIbKO  pPAaOOTHHUKOB  (JIOKYMEHTBHI, IOJIIOTOBJIEHHBIE  HECKOJIbKUMU
MOJPa3/ICICHUSIMH WM OPTaHU3ALUSAMHE, padoyel rpymIoi, KOMHCCHEH).

4.17. llopnuceiBaeTcs, Kak IPaBUIO, OJUH 3K3eMIULIp AoKymMeHTa. COBMECTHBIH JOKYMEHT
NOJIUCBHIBAETCA B KOJIMYECTBE, COOTBETCTBYIOLIEM KOJIMYECTBY OpraHU3alUN, CO3JaBIIMX
JOKYMEHT.

IIpu HampaBieHMM NHCbMa WIM BHYTPEHHEro HH()OPMAIMOHHO-CIPABOYHOIO JOKYMEHTa
HECKOJIbKUM ajipecaTaM (He 0ojiee YeThIpex) MOANUCHIBACTCS KaXKIbli OTIPABISEMBIH HK3EMILIAP
JIOKYMEHTA.

4.18. Tloanuce Ha MOKyMeHTE O(GOPMIISIETCS B COOTBETCTBUM C MyHKTamMu 2.37, 2.38 HacTosmien
MHCTPYKLHUU.
4.19. YTBepxaeHUE TOKyMEHTa IPOU3BOUTCS:

HETIOCPEJICTBEHHO PYKOBOIMTEIEM - IPOCTABICHUEM COOCTBEHHOPYYHOU MOJMHCH B Tpude
YTBEPKACHMUS;

IIPUKA30M OpPraHU3ALHH.

4.20. YTBepxIaroTcs MpaBuila, MOJIOKECHUsI, HHCTPYKLUHU, PETJIAMEHTBI, HEKOTOPHIE BHUIBI AKTOB,
IUIaHBl, IPOrPaMMbl M JIpyTHe JAOKYMEHTHI, YCTaHABJIMBAIOLIME HOPMbI M/WJIM PACCUUTAHHBIE HA
JUTUTENIbHOE TTpuMeHeHue (mpuioxeHue Ne 4).

Odopmienne rpuda yTBEpKICHUS MPOU3BOAUTCS B COOTBETCTBHM C IYHKTOM 2.32
HACTOAIIEH UHCTPYKIIHUH.

4.21. Tlognuch pPYKOBOAWTENSl OpraHMU3allMM WJIM HHOTO YIOJHOMOYEHHOTO WM JIMIa Ha
JIOKYMEHTaxX, TpeOyIoLIMX 0co00ro YAOCTOBEPEHHS HX MOAJIMHHOCTH, a TakXKe Ha KOMHUIX
JIOKYMEHTOB U BBIIIMCKAX U3 JOKYMEHTOB 3aBEPSAETCS ME€YATHIO.

ITeyaTp Ha JOKYMEHTE NIPOCTABIISAETCS B COOTBETCTBUU C MyHKTOM 2.4(0 HAaCTOSIIENH HHCTPYKLIUU.

V. Opranmnsanus 10KyMeHT0000poTa
5.1. JIokyMeHTOOOOpOT BKIIIOYAET BCIO MOCIIEA0BATENbHOCTh MEPEMELICHN TOKYMEHTOB, a TaKxkKe

olepalru, CoBepllaeMble C JOKYMEHTaMH B IpOIecCce UX CO3JaHUS M UCIOJHEHUS (IOJIyuyeHHE,
OTIIpaBKa, MPEJIBAPUTENLHOE PACCMOTPEHHE, PETUCTPALUsl, PACCMOTPEHUE PYKOBOIUTEIIEM).
5.2. llenp opraHm3andd JOKYMEHTOOOOpOTa - oOOecredeHne CBOEBPEMEHHOTO TMPUHSATUS
VIPaBICHUYECKUX PpEHIeHUH M UX MCIOJIHEeHHA. 3ajada JOKYMEHTOOO0OpOoTa - OpraHu30BaTh
JBUKEHHE JOKYMEHTOB 0 HaMMEHee KOPOTKOMY MYTH C MHUHHUMAJbHBIMHM 3aTpaTamMH Tpyda U
BpPEMEHH.
5.3. JIoKyMeHTbI OpraHu3alyy, UMeroIre BpeMeHHbIe CPOKH XpaHeHus (10 10 JeT BKIIOYUTETHHO)
MOTYT CO3[aBaTbCsl, XPAHUTHCS U MCIOJIB30BAThCS HCKIIOUUTENBHO B (OpME 3JIEKTPOHHBIX
JIOKYMEHTOB.
[lepeueHb JOKYMEHTOB, CO3[1aBa€MBIX, XPAaHUMBIX U HCIOJIb3YEMbIX HCKIIOUUTEIHHO B (Qopme
3JIEKTPOHHBIX JOKYMEHTOB, YTBEPKIAETCA PYKOBOAUTEIIEM OpPraHU3aluu.
5.4. Opranu3anus J0KyMEHTOO00pOTa OCHOBBIBACTCS HA MPUHIIAIIAX:

LEHTPAIN3alNN ONIEPALMI O TPUEMY U OTIIPABKE TOKYMEHTOB;

pacnpesiesieHuss JTOKyMEHTOB Ha JOKYMEHTONOTOKHM, HMEIOIIME OAMHAKOBBIA MaplIpyT
(MapmpyTH3aIys 10KyMEHTOB);
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OpraHu3alyy NPEIBAPUTEIBHOTO PACCMOTPEHUS BXOISIINX JOKYMEHTOB;

UCKIIIOYEHHUS] BO3BPATHBIX  JIBIDKEHUH JOKyMEHTa, He OOYCIOBJICHHBIX JIEJIOBOU
HEOOXOIMMOCTBIO;

OJIHOKPaTHOCTH PETUCTPALMU JOKYMEHTOB;

ycTpaHeHHUs] HeOOOCHOBaHHBIX COTJIACOBAHUI MPOEKTOB JOKYMEHTOB;

BPEMEHHOW perjiaMeHTaluy olepanuidi mo oOpaboTKe, PacCMOTPEHHIO M COTJIACOBAHHIO
JIOKYMEHTOB.

5.5. B J0KyMeHTOOOOpOTE OpraHW3alil  BBIACISIOTCS  JOKYMEHTOMOTOKH:  BXOJSIIUE
(mocTymnaroiue) J0KyMEHThI; UcXoadiue (OTIpaBiIsSeMble) TOKYMEHTbl; BHYTPEHHHUE JTOKYMEHTHI.
B cocTtaBe BXOAAIMMX U UCXOIAIINX JOKYMEHTOB BBIICISIOTCSA:

JOKYMEHTBI OPraHOB rOCYAapCTBEHHOM BIaCTH, OPraHOB MECTHOT'O CAMOYIIPABJICHHUS;

JOKYMEHTHI (PUITHAIOB U TEPPUTOPUATIELHO 000COOICHHBIX MMOAPA3ICICHUN;

JOKYMEHTBI U3 FOCYAAPCTBEHHBIX U HETOCYAAPCTBEHHBIX OpraHU3aluii;

3anpockl aenytatoB ['ocymapcrBennor Jymbr u uinenoB Cosera denepaiuu, IemnyTaToB
3aKOHOJIATENPHBIX ~ OpraHoOB CcyOBekToB Poccmwiickoit ®enepanmyu W OpraHoB  MECTHOTO
CaMOYIIPABJICHUS;

oOpaliieHus TpaXkiaH;

JOKYMEHTBHI M3 MPaBUTEIBCTBEHHBIX U HEMPABUTEIHCTBEHHBIX OpPraHU3AIMK 3apyOesKHBIX
CTpaH U Ipyrue rpynibl J0KYMEHTOB.

5.6. JlocTaBka U OTHpaBKa JOKYMEHTOB B OpraHU3allMM OCYILIECTBISIOTCS CPEACTBAMH ITOYTOBOM
CBS3M, (ENIbIBETEPCKON U KypbepCKOM CBSA3HM, HAPOUHBIMHU U Pa3IMYHBIMH BUJAMH 3JIEKTPOCBSI3U
(paxcumunbHas, TenerpadHas, TeneoHHas, 3IEKTPOHHAS 1I0YTa).

5.7. B opraHuzanuio J0CTaBJSeTCS KOPPECHOHJEHIMS B BUAE IHUCEM, IOYTOBBIX KapTOYEK,
OaHzeposel M TakeToB, IEYaTHBIX M3JaHUM, TenerpamM, QaxkcorpamM, TeaepoHOrpamM,
AJIEKTPOHHBIX JOKYMEHTOB M 3JIEKTPOHHBIX KOMHUH JOKYMEHTOB.

5.8. IlpuemM JOKYMEHTOB OCYLIECTBIIAETCSA JEIONPOU3BOAMUTENEM. JIOKYMEHTBI, IOJIY4YECHHbIE
pabOTHUKAaMU OT JPYTUX OpraHU3alui, TaKKe NepeaaroTcs JeNONPOU3BOIUTENIO Ul PETUCTPALIUU
W/WIM yJera.

5.9. Bce mnocrynuBmIME B OpPraHM3aLMI0 JOKYMEHTHI TOJIEXKaT MEpBUYHOM 00paboTKe,
BKJIFOYAOLIEH:

MIPOBEPKY MPaBUIBLHOCTU JOCTAaBKU JOKYMEHTOB;

MIPOBEPKY LIEIOCTHOCTH YIAaKOBKU (KOHBEPTOB, ITAKETOB);

BCKpBITHE YMAaKOBKU (32 HUCKJIIOYEHHEM KOHBEPTOB, MAaKETOB C MOMeTKOM «JInuHo» u
rpadamMu orpaHUYEHUs JOCTYIA K TOKYMEHTY);

IIPOBEPKY LIETIOCTHOCTH BXOASIINX JOKYMEHTOB, BKIKOYasl IPUIIOKEHHUS;

YHUUTOKEHUE KOHBEPTOB, IAKETOB MJIM YIIAKOBKU;

IIPOCTaBJIEHUE OTMETKH O MIOCTYIIEHUH TOKYMEHTA B OpraHU3aLHIoO.

5.10. OmmO0YHO JOCTABJICHHBIC TOKYMEHTHI MEPECHUIAIOTCS MO HA3HAYCHHUIO WJIM BO3BPAIAIOTCS
oTnpaBuTeNo. JIOKyMEHTbI, MOCTYNUBIIME B TOBPEXKJIECHHON YHIaKoOBKE, IPOBEPSIOTCS Ha
LEJIOCTHOCTh, B TOM YHCJIE HA HATMYHE MEXaHUUYECKHUX ITOBPEXKICHUI.

[TouroBbIe OTHpaBIEHUS, HECTAHIAPTHBIE 110 BECy, pa3Mepy, opMe, UMEIOIIe HEPOBHOCTH
no OoKkaM, 3aKJIeeHHBIC JTUIKOHN JICHTOW, MMEIOIIME CTPaHHBIA 3amax, IBET, MPEINOI0KUTEITHHO
UMEIOLINE BIIOXKEHMS, HE XapaKTepHbIE JUIsl IOYTOBBIX OTIPABICHUM, HE BCKpbiBaroTcsa. O
IIOJIyYUEHUU  TOJO3PUTENBHOIO  IIOYTOBOI'O  OTIPABJIECHMUS  JOKJIAJBIBAETCS  PYKOBOAMUTEIIO
OpraHH3aIiH.
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5.11. Ilpm mnOCTymJI€eHMHM BXOJIAILIECTO JOKYMEHTAa B TMOBPEKICHHOW YIAKOBKE, MOBPEKICHUU
JIOKYMEHTA, MU OTCYTCTBUU B KOHBEpTE (IIaKeTE) TOKYMEHTA, €ro YacTH WM MPUIOKEHHUH K HEMY,
a TakkKe IpU OTCYTCTBHUHM IOANKCH Ha BXOJSIIEM JIOKYMEHTE COCTaBJsieTCS akT B JABYX
IK3EMIUIApax Ha OyMa)KHOM HOCHTENE, MOJIMUCHIBAEMBIA JBYMS PAOOTHHKAMH: PYKOBOJIUTEIIEM
OpraHMu3alUH U JEJI0IPOU3BOIUTEIEM.

OnuH 5K3eMIUISIp aKTa BMECTE C BXOJISAIIUM JIOKYMEHTOM U €r0 MPUIIOKEHUSAMH NIepe1aeTcs
Ha MPEIBApUTEIbHOE PACCMOTPEHHE U PErUCTPAlUIO, BTOPOM SK3EMIUIAP aKTa BBICHUIAETCS
OTIIPABUTEIIIO.
5.12. KoHBepThl, MaKeThl UM YIAKOBKA COXPAHSAIOTCA M MPUIIATalOTCs K BXOSIIUM JOKYMEHTaM B
CITyJasix:

€CJIM TOJILKO TI0 HUM MOYKHO YCTAaHOBUTH OTIIPABUTEINS UJIH JIaTy OTIIPABICHHUS;

€CIIM BXOJAIIUN JOKYMEHT TMOCTYNUJ TO3KE YKa3aHHOTO B TEKCTE JOKYMEHTa CpoKa
WCIIOJTHEHUS I JTaThl MEPOIPHUSTHUS;

MpU OOJIBIIIOM PACXOXKIECHUU MEXIY JaTaMU MOAMUCAHUS U TIOJTyUYEeHUsI IOKYMEHTOB.

[Tocne 3aBepiieHuss pabOTHI ¢ TOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM IIOMELIAETCs Ha
XpaHEHUE B JIETIO.
5.13. KonBepTsl (akeTsl), UMErOIIKe 0TMETKY «JInuno» («Private»), rpudsl orpaHU4eHUs JOCTyMa
K JOKYMEHTaM, COJAEpKallluM CBEACHHsS] KOH(UIECHIIMAIBHOTO XapakTepa, HEe BCKpPBIBAIOTCS M
nepesarTes:

¢ otmeTKoi «JIuuno» («Private») - HemocpeACTBEHHO aapecaTy;

¢ rpudamMu OTpaHUYEHUS JJOCTYIIA - B CIIYXKO0Y KOH(PUIECHIIMATHLHOTO JEJIOMPOU3BOICTBA UITH
pabotauKy Cy>KOBI 1€TOTIPOU3BOACTBA, B 00S3aHHOCTH KOTOPOTO BXOJIUT 00pabOTKa JOKYMEHTOB,
COJIeprKalINX CBEJCHHS KOHPHUIECHINATBHOIO XapaKkTepa.
5.14. IlepBuuHas oOpaOOTKa 3JIEKTPOHHBIX JOKYMEHTOB, IOJIYYEHHBIX MO HH(OPMALMOHHO-
TEJIEeKOMMYHUKAIIMOHHBIM KaHalaM CBS3M (QJIEKTPOHHAs IMOYTa, CAMT OpraHW3aluu) OT APYTUX
OpraHM3alii ¥ TpaKAaH, JODKHA COOTBETCTBOBATh TEXHOJOTHUU pabOThl € BXOIALIIUMHU
JIOKYMEHTaMHU.
5.15. TlepBuunast 06paboTKa JOKYMEHTOB 3aBEpILIAETCS UX pachpeleieHreM (COPTUPOBKOW) Ha
perucTpupyemble U Hepeructpupyembie (mpunoxkenue Ne 5). K moxkymeHTaM, He MOJUIekKAIIUM
perucTpamnuu, OTHOCITCS JOKYMEHTBI, HE TpeOyIollMe UCHOJHEHUS W HE CcoJeprKaline
uH(pOpPMAIIH, UCTIONIH3yeMOH B CIIPABOYHBIX ETISX.
5.16. Perucrpariust BXOJANUX JOKYMEHTOB OCYIIECTBIISCTCS HE3aBUCUMO OT CIOC00a UX JOCTaBKU
OJIMH Pa3 JIeJIONPOU3BOIUTEIIEM.
5.17. Peructpanus BXOASIIMX JOKYMEHTOB OCYIIECTBISAECTCS B JEHb MX MOCTYIUICHUS WJIM Ha
CIeNyIIui pabouyuil JeHb TMpH TOCTYIUIEHWH JTOKYMEHTOB B KOHIIE pabodero AHA WIA B
Hepabouee BpeMsl.
Peructparus obpaiieHuii Tpaxk/iaH OCYIIECTBIISETCS B TEUEHUE TPEX JHEH C MOMEHTA TOCTYIICHUS
oOparieHus.
5.18. CaenmeHns O NOCTyNUBIIEM JOKYMEHTE BHOCATCS B JKypHal perucTpaluyd BXOASIIEH
KOPPECIOH/ICHIINH, a MOCTYMHUBIIEMY JOKYMEHTY IPUCBAUBAETCS PETUCTPALIMOHHBIA HOMED.
PerucrpaiinoHHbIil HOMEp BXOZSIIETO JOKYMEHTa COCTOMT M3 MOPAIKOBOrO HOMEpa JIOKyMEHTa B
npenenax KaJleHAapHOTO T0/a, KOTOPbIM MOXET ObITh JOMOJHEH HU(POBBIMU WM OYKBEHHO-
MG poBbIMU KOJaMU (MHIEKCAMH) TI0 UCTIOIb3YEMBIM KJIacCH(UKATOPaM.
5.19. Ha Bcex 3aperucTpupOBAaHHBIX [OKYMEHTAX, IPOCTABIISIIOTCS OTMETKM O MOCTYIJIEHUH
JOKyMEHTa B OpraHu3anuioo. B OTMETKe O TMOCTYIUICHHH JOKYMEHTa (HUKCHUPYIOTCS Jara
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noctyrieHus: (Ipu HEOOXOIMMOCTH - BpeMsl MOCTYIUIEHUS B yacaX W MUHYTax) M BXOMASIIUHN
pPEruCTPallMOHHBIM HOMEP IOKYMEHTA B COOTBETCTBUU C IMYHKTOM 2.27 HACTOSIIIEH HHCTPYKIIUH.
5.20. [IpeaBaputenbHOE  pacCMOTpPEHHE BXOJSIIUX  JOKYMEHTOB OCYUIECTBIISETCS
JIETIONPOU3BOJIUTEIIEM TOCIIE PETUCTpAIlUU JOKYMEHTOB. [IpeaBapuTenibHOE pacCMOTPEHUE MOXKET
MPOBOAMTHCS IO PETUCTPAIMH B CIydae MOCTYIUICHHS TOKYMEHTOB C OTMETKaMH, TPEOYIOUTUMHU
HE3aMeJIUTEILHOTO PACCMOTPEHHUS U UCIIOTHEHUS JJOKYMEHTA.

5.21. TlpenBapurenbHOMY PacCMOTPEHHMIO MOMAJIEKAT BXOJAIIUME JOKYMEHTBHI, aJpEeCOBAHHbBIC B
OpraHU3aIMIO U HA UMS €€ PYKOBOIUTEIS.

5.22. llo pe3ynapTaTaM MpEABAPUTEIBHOTO PACCMOTPEHUS JOKYMEHTBI pacCHpeAcAloTCsS Ha
JIOKYMEHTOIIOTOKH, HallpaBJsieMbIE:

Ha PAacCMOTPEHUE PYKOBOJUTENS OpraHU3aluu (JOKYMEHTHI, MMOCTYIAIONIME M3 OpPraHoOB
roCy/IapCTBEHHOW BJIACTH, OPIraHOB MECTHOTO CaMOYIpPaBIEHUs, JOKYMEHTHI 110 HauboJjee BaKHbIM
Y IPUHIIUITHATBHBIM BOIIPOCAM JICSITEIIbBHOCTA OpTraHUu3allim);

Ha pPAcCMOTPEHUE 3aMECTUTENICH PYKOBOAUTENS (IOKYMEHTHI [0 HaIpaBJICHUSIM
JeATEeIbHOCTH, KYPUPYEMBIX COOTBETCTBYIOIIMMU 3aMECTUTEIISIMH );

Ha PaCCMOTPEHHUE UHBIX CIICIIHAIUCTOB.

5.23. Ilo 3aBeplIEeHUH  MPEIBAPUTEIBHOTO  PACCMOTPEHUsS]  JOKYMEHTHl  IEepeaaroTcs
COOTBETCTBYIOIIUM PYKOBOAMUTENSAM JII PACCMOTPEHMSI U BBIHECEHHS PE30NIONUI (yKa3aHU M0
HCITOJTHCHHIO ).

5.24. PaccmoTpeHre JOKYMEHTOB PYKOBOJUTEIEM OCYILIECTBIISIETCS B JIEHb MEpeJayl IOKYMEHTOB
PYKOBOAMTEINIO WJIM Ha CIEAYIOMUNA pabOuuil JeHb, €CId JOKYMEHTHI MepeaHbl PyKOBOJICTBY B
KOHIIE paboyero JHs.

JIoKyMeHTBI, TPeOYIOIIHMEe CPOYHOTO PACCMOTPEHUs, a TakXKe TeJIerpaMMbl U Tele(OHOTPaAMMBI
paccMaTpuBarOTCS PYKOBOJIUTEIEM HE3aMEIJTUTEIHHO.

5.25. Pe3ynbTarhl pacCMOTPEHUsI JOKYMEHTa PYKOBOAMUTEIEM OpraHu3aluu, €ro 3aMeCTUTEISIMU,
PYKOBOAMTENSIMU MOApa3AeIeHU 0QOPMISIFOTCS B BUIE PE3OJIOLUUA B COOTBETCTBUU C IMYHKTOM
2.44 nacTosiiel UHCTPYKLIHH.

5.26. JIokyMeHTBI, TIOCTyMawIIue Ha OyMaXHOM HOCHUTeNe, TMOClIe WX pPETUCTpalliu U
pPacCMOTpPEHHsSI PYKOBOJCTBOM, TNIE€PENAIOTCS HA UCIOJHEHUE WIA [OMENIaloTCd B JIEJO
JIETIOTPOU3BOIUTEIEM B COOTBETCTBHUU C HOMEHKJIATYPOU JIe7T OpraHu3allHiH.

5.27. TlogMMHHUKK BXOASIIMX JOKYMEHTOB, B CIIy4a€ HAa3HAYEHHsS HECKOJIbKUX HWCIIOJHUTEIIEH,
MEepPETAIOTCS OTBETCTBEHHOMY WCIOJHUTETIO, OCTAJIBHBIM HCIIOTHUTENSM JIeTOTPOU3BOTUTEIND
nepeaaeT KoUK IOKYMEHTA.

5.28. MHcxopsumme [OKYMEHTBI, 3aBU3UPOBAHHBIE BCEMH 3aWHTEPECOBAHHBIMHM JIMLIAMH U
MOANUCAHHBIE PYKOBOAMTENIEM WM HWHBIM YIOJIHOMOYEHHBIM HM JIMIOM, PETUCTPUPYIOTCA
JI€TIONPOU3BOIUTEIIEM.

5.29. Peructpauuss HCXOASIIMX JOKYMEHTOB OCYLIECTBISIETCS B JI€Hb MOJNUCAHUS WM Ha
CIeMYIOMUNA pabounii JI€Hb, €CJIM JOKYMEHTHl ObUIM TIOJIMCAaHBI B KOHIIE paboyero IHsS WIH B
Hepabouee BpeMs.

5.30. [TIlepem peructpamuend HUCXOASIIMX JOKYMEHTOB JEJIONPOU3BOJIUTENIbL  MPOBEPSET
MPaBWIBHOCTh O(OpPMIIEHUS AOKYMEHTOB (B TOM YHCJE HaJTWYHe MOAMHCEN, BU3, NMPABUIBHOCTh
HaIMCaHUsl aJ[PECOB), & TAKXKE YKA3aHHBIX B UCXOJALIUX JTOKYMEHTaX MPUIIOKEHHM, COOTBETCTBUE
KOJIMYECTBA DK3EMILUISIPOB KOJIWYECTBY aJpecaToB MO yKa3aTeNll0 PACCHUIKU, HATHYHUE OTMETKH 00
UCIIOJIHUTEJIE.
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5.31. PerucrpartnoHHbI HOMEP MCXOAIIETO TOKYMEHTA JIOJDKEH COCTOSITh U3 KOJIOB (MHJIEKCOB) B
COOTBETCTBUM C IPUMEHSEMBIMU KJIaCCU(PUKATOPAaMU M IOPSJAKOBOIO HOMEpa JOKYMEHTa B
npezenax KajJeHJapHOro roja.

Jlatra peructpalii M PpPEruCTPAlMOHHBII HOMEpP NPOCTAaBIISIIOTCS Ha OTIPABISIEMOM
JIOKYMEHTE, a TAaK)K€ Ha KOMMM HCXOMSIIEro JTOKYMEHTa, OCTAIOIIEHCs B JI€lie, B COOTBETCTBUM C
nyHKTamu 2.26, 2.27 HacToAIEeH HHCTPYKIUU.

5.32. Hcxopsamuii JOKYMEHT, IOANHUCAHHBIA pPYKOBOJWUTENEM OpraHU3alUd WIA HHBIM
YIIOJTHOMOYEHHBIM MM JIOJDKHOCTHBIM JIMLIOM, II€PEAAETCS Ha OTIPAaBKY, KOMMs JIOKYMEHTAa Ha
OyMa)KHOM HOCHTEJIE C BU3aMU IIOMEIIAETCsI B JIEJIO B COOTBETCTBUU C HOMEHKJIATYpO Jiell.

5.33. B 3aBUCHUMOCTH OT COAEP>KaHUS U CPOUYHOCTH JOKYMEHTBI, OTIPABJISIEMbIE U3 OpraHU3allly,
JIOCTABJIAIOTCS ajpecaTaM CpeJCTBaMU IOYTOBOM, (hebIbErepcKoil CBsI3U, CIELCBA3H, KYPbEepoM,
9KCIPECC-TIOUTON, a TaKKe MNEepeAaloTcs IO KaHajdaM 3JIEKTPOCBA3M ((aKCUMMIIbHAS CBS3b,
tenerpad, TenedoH, AEKTPOHHAS [T0UTA).

O06paboTka KOPPECTOHACHIIUH JIJIsl OTIPABKU MOYTOBOM CBSI3BIO OCYIIECTBIISIETCS B COOTBETCTBHUU C
IIpaBrunamu oka3aHus yCIIyT IOYTOBOW CBSI3U.

5.34. JlokyMeHTBI, HE UMEIOLIUE aJPEeCHOM YacTH, IPUHUMAIOTCS HAa OTIPABKY C
COIIPOBOJIUTENILHBIMU IHCbMaMHU (32 MCKJIIOYEHMEM KONMHM paclopsIuTeabHbIX JOKYMEHTOB,
HalpaB/IIEMbIX B MOABEJOMCTBEHHbIE opranu3anuu). HempaBuibHO oopMiIeHHBIE TOKYMEHTHI U
KOPPECIIOHJICHIIUST HecIykKeOHOro XapakTepa K OTIIpaBKe HE IMPHUHUMAIOTCS M BO3BPAILAIOTCS
UCTIOJHUTEN0. JIOKYMEHTBI, MOAJIeKaIue OTIIPaBKe, JOKHBI 00padaThIBaThCSl U OTIIPABIATHCS B
JIeHb UX TOJIMCaHUs U PETUCTPALIMU WIH Ha CIeIyIoMi pabounii 1eHb.

5.35. Jlockuika wiy 3aMeHa paHee OTIPABJICHHOTO JIOKYMEHTa OCYIIECTBIIACTCS 10 YKa3aHUIO JIUIIA,
MOJMUCABUIETO IOKYMEHT.

5.36. IlpoxoxieHre BHYTPEHHUX JOKYMEHTOB Ha 3Tamax WX MOJATOTOBKH W O(QOPMIICHHS JTOJHKHO
COOTBETCTBOBATh INPOXOXKJIEHUIO UCXOIAIINX JAOKYMEHTOB, @ Ha 3Talle MCIOJIHEHMS - BXOISAIIUX
JIOKYMEHTOB.

5.37. IIpoeKTbl pacnopsIUTEIbHBIX JOKYMEHTOB (IIPUKa30B, PACHOPSHKEHUH), MOATOTOBIEHHBIX
JUISL TOANUCAHUS, ITOCIIE TOATOTOBKY M COTJIACOBAHMSI C 3aMHTEPECOBAHHBIMU JIMIIAMH IIEPENAIOTCS
JIeNTOTIPOU3BOUTEINIO [Tl TPOBEPKH MPABUIBHOCTH UX O(OPMIICHHSL.

5.38. IlpaBuibHO 0hOpMIIEHHBIE PUKA3bI, PACTIOPSHKEHUS TIEPEAAOTCS Ha MOMUCH PYKOBOIUTEIIO
OpraHu3ali UM HHOMY YIIOJTHOMOYEHHOMY UM JIMILY.

5.39. TloanucaHHBIE NpPHKa3bl, PACIHOPSHKEHHS 1O OCHOBHOM JE€ATEIBbHOCTH PErMCTPUPYIOTCS
JIEJIONIPOU3BOIUTEIIEM.

IIpukazaM, paclnopspKEHHSM 110 OCHOBHOM JI€ATEIbHOCTU IPUCBAMBAIOTCS IOPSAIKOBBIE
HOMepa (TI0 KakJJ0M rpyIe JOKyMEHTOB OTJENbHO) B IIpesenax KajleHaapHoro roaa. [lopsakoBblit
HOMEpP JOKYMEHTa MOJKET JOTOJIHATHCS OYKBEHHBIM MIU LU(POBBIM HHIEKCOM, 0003HAYAIOLIIM
IIPUHAJJIEKHOCTh JOKYMEHTA COOTBETCTBYIOILIEHN TPYIIIE JOKYMEHTOB.

5.40. [TonnMHHUKY PUKA30B MO MECTY UX pErucTpanuu GOpMUPYIOTCS B Jiejia B COOTBETCTBUU C
HOMEHKJIATYpOH J€JI OpraHu3alMy B COOTBETCTBUU C ITyHKTOM &.18 HacTosEel NHCTPYKIUN.

Konuu  npuka3oB,  pacnopsKeHMH  pacchUIalOTCAd — MCIOJHUTENSIM U HHBIM
3aMHTEPECOBAHHBIM JIMIAM B JIEKTPOHHON (hopMe WiIn Ha OyMa)KHOM HOCHUTEJIE B COOTBETCTBHH C
YKa3aTeJIeM PacChLIKH.

Konuu mpukas3oB, pacnopspKeHHH, pacchliaeMble Ha OyMa)XHOM HOCHUTENIE, 3aBEPSIIOTCS B
COOTBETCTBUU C MYHKTOM 2.42 HACTOSIIEH HHCTPYKLIHH.
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5.49. [Ilporokosbl 3acefaHuii, COBELIAHWI, MPOBOAUMBIX PYKOBOJICTBOM OpraHU3aINH,
PETUCTPUPYIOTCS AETIONPOU3BOAUTEIIEM.

IIpoTokonbl 3acenaHuil, coBellaHuii, TPOBOJUMBIX KOJUIETMAJIbHBIMH (COBEIATEIbHBIMU)
OpraHaMM, KOMHUCCHSIMH WM B CTPYKTYPHBIX IOJPa3e/ICHUSX OpraHU3alluu, PErUCTPUPYIOTCS B
NOJIpa3/IeJIEHUsIX, OTBETCTBEHHBIX 3a OPraHU3allMI0 M IpoBeaeHUE MeporpusaTus. Konum Takmx
IPOTOKOJIOB TOTOBATCS K PACCBUIKE U  PAacChUIAIOTCS  CTPYKTYPHBIM  IOJpa3/elICHUEM,
OTBETCTBEHHBIM 32 OPTaHU3ALNIO U IIPOBEJEHUE MEPOIIPUATHS.

5.50. IIpoTokonamM NpHUCBaMBAIOTCS IOPSIKOBBIE HOMEpa B Ipefesax KaJeHJapHOIO Toja Wi
nepuojia paboThl BpeMEHHOM pabodel Ipynnbl (KOMHUCCHM) IO KaXIOM Ipymie HpOTOKOJIOB
OTJEIBHO.

[ToaMMHHUKY TPOTOKOJIOB IO MECTY MX perucTpanuu (GopMupyroTcs B Jiejia 10 HOMEHKIAType Ael
OpraHu3alK B COOTBETCTBUU C IMYHKTOM 8.18 HacTosIIeld HHCTPYKLIUH.

5.51. Y4er konuyecTBa JOKYMEHTOB, IOCTYIMBIINX, CO3/IaHHbIX, OTIIPABJICHHBIX 3a OIPEIEICHHBIN
NEpPUOJ BPEMEHHU, MOXKET IPOBOAUTHCA IO OPraHU3alMM B LIEJIOM, 110 OTAEIbHBIM CTPYKTYPHBIM
NOJIpa3/IeNIEHUsIM, 10 TpyIIaM JOKYMEHTOB, KOPPECIOHJEHTaM, AEHCTBUSIM, MPOU3BEAECHHBIM C
JIOKyMEHTaMH, U JApPYyTUM [apaMeTpaM, HEOOXOAMMBIM JUIsl aHaiau3a padOThl C JTIOKYMEHTaMU B
LEJIIX €€ COBEPLICHCTBOBAHMUS.

5.52. Ilpu yyere oObemMa JOKYMEHTOOOOpPOTa HOJCUUTHIBAETCS KOJIMYECTBO JOKYMEHTOB
BBIJICJICHHON TPYNINbl. YYeT KOJIMYECTBA JOKYMEHTOB IPOBOJAUTCS MO JAHHBIM PErHCTPaLMOHHO-
YUYETHBIX XKYPHAJIOB U KapTOTEK.

5.53. 3a eauHMIy yd4eTa KOJIMYECTBAa JOKYMEHTOB MPUHUMAETCS €AMHCTBEHHBIM SK3EMIUIIp
JOKyMEHTa (TMOMJIMHHUK WM KOIHWS, €CIIM KONHUS - €IWHCTBEHHBIH HK3eMIUIIp JIOKYyMEHTa B
OpraHu3aliy, HalpuMep, KOIUs UCXOAIIEro MUchbMa) 6e3 yueTa KON, Co3/1aBaeMbIX MPH MeYaTh
U KomupoBaHMM (TUpakupoBaHuu). Kommu [0OKyMEHTOB mpu HEOOXOAMMOCTH aHaIu3a
YUUTBIBAIOTCS OT/AEIBHO.

VI. KoHTpoJIb HCIIOJIHEHUSI JOKYMEHTOB (IIOPY4Y€eHUI)
6.1. KoHTpoJIb MCNONHEHUS OKYMEHTOB (IIOpYyYEHUM) BEIETCS B LIENSAX UX CBOEBPEMEHHOTO M
KayeCTBEHHOI'O UCIIOJTHEHUSI.
6.2. KoHTpOJb HCTIONHEHNS JOKYMEHTOB (ITOPY4YEeHUI) BEAETCA:
PYKOBOJMUTENEM WU UHBIM JOJKHOCTHBIM JIMIIOM OPTaHU3ALMU - UCIIOJHEHUS JOKYMEHTOB
(mopyueHwHif) o CyIIeCTBY;
JIeTTOTIPON3BOANTENIEM OPTaHU3AIMH - CPOKOB UCTIOJIHEHHS TOKYMEHTOB (ITOPYUYSHHIA).
Jlenonpon3BOAUTENEM LEHTPAIU30BAHHOMY KOHTPOJIO MOJIEXKAT 3aperucTpUpOBaHHbBIE
JIOKYMEHTBI C OTMETKOW 0 KoHTposie («KOHTpoIb)»), MpOCTaBIsI€EMOIl B COOTBETCTBUU C ITYHKTOM
2.45 HacTosiel HHCTPYKIUH.
6.3. PacnopsinurenbHble JAOKYMEHTBI, IPOTOKOJIBI 3acelaHui (COBELIaHUil), cojaepKalue
MOPYUYEHUS C KOHKPETHBIMH CPOKAMH HCIIOTHEHHUS, CTaBATCS Ha KOHTPOJIb M0 KaXKIOMY IMOPYUEHHIO
OTJIENBHO.
6.4. KOHTpOJIb CPOKOB HCIIOTHEHUS JOKYMEHTOB (ITOpYyYEHUI ) BKITIOYAeT B ceOsl:
IIOCTAHOBKY JIOKYMEHTOB (IIOpYyY€HUI) Ha KOHTPOJIb;
MIPOBEPKY CBOEBPEMEHHOCTH JIOBEJICHUS TOKYMEHTOB (ITOPYUYEHHIT) 10 UCTIOTHUTENCH;
IIPEJBApUTEIIbHYI0O TIPOBEPKY U  PEryJMupOBaHHE XOAAa MCIOJHEHHS JOKYMEHTOB
(mopy4enwii);
CHSITHE C KOHTPOJIS JOKYMEHTOB (IMOPYy4YEHUI);
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y4eT, 0000IeHNEe U aHAIN3 PE3YJIbTATOB X0/1a UCIIOTHEHUS JOKYMEHTOB (ITOPYUYEHUH );

MHGOPMHUPOBAHNE DPYKOBOJUTEIEH O XOJ€ MCIOJHEHHUS JIOKYMEHTOB (IIOpYYEHUH) WU
COCTOSIHUU MCIIOJHUTEIbCKON AUCIUILINHBI.

6.5. Cpoky UCIIOJTHEHMSI TOKYMEHTOB (MIOPY4YEHMI) UCUUCIISIOTCS B KaJ€HIAPHBIX THSX.
Ecnu mocnennuii 1eHb CpoKa UCIONHEHUS JOKyMEHTa (TMOpydYeHHs) MPUXOJUTCA Ha Hepabouuit
JI€Hb, TO JIOKYMEHT TOJIC)KHUT UCIIOTHEHUIO B OJIMIKAWIIINK CIICIYIOMUI 32 HUM pa0Ouuil IeHb.

Cpoku UCTHIOJHEHHUS JTOKYMEHTOB (IIOPYYEHUM) yCTaHABIMBAIOTCS PYKOBOJUTEIEM, UCXOS
U3 CPOKa, YCTAaHOBJIEHHOT'O OpraHU3alueil, HalpaBUBILEH JTOKYMEHT, UM CPOKOB, YCTAHOBJIEHHBIX
3aKoHOJaTenbCcTBOM Poccuiickoit denepanni.

6.6. JlokyMeHTHI (IIOpyYeHUs ) NOJIekKAT UCTIOTHEHUIO B CIEIYIOIUE CPOKHU:

C KOHKPETHOM JJaTOl HCIOJIHEHHUS - B yKa3aHHbIN CPOK;

0e3 yka3aHUs KOHKPETHOM JaThl WCIOJHEHHs, MMEIOLIME B TEKCTe IIOMETKY «BechbMa
CPOYHO» - B TE€YEHHE OJIHOTO JIHA, «CPOUYHO» - B 3-IHEBHBIA CPOK; «ONEPATUBHO» - B 10-AHEBHBIN
CPOK; OCTaJIbHBIE - B CpOK He Ooiiee 30 qHei;

110 TIapJIAMEHTCKHUM 3aIpocaM - He MO3/IHee YeM depe3 15 nHel co qHSA NOJIydeHHUS;

no 3ampocam uneHoB Coera ®epepanuu, genyratoB [ocynapctBeHHOW —Jymbl
(IemyTaTrckomy 3ampocy) He no3zaHee yem yepe3 30 1Hel co THS MOoTydeHus..

10 MEXBEJIOMCTBEHHBIM 3aIlpocaM O MPEeACTaBICHUU JOKYMEHTOB U (Win) MH(OpManuu B
LEJIAX MPEeJIOCTAaBICHHUS IOCYJapCTBEHHBIX U MYHHULMIAIBHBIX YCIYr - 5 pabouux JaHEH co AHA
HOJIy4EHHUs 3aIpoca, €clii 3aKoOHoAaTesIbeTBOM Poccuiickoit @enepalinu He yCTaHOBJIEH HHOU CPOK;

1o oOparieHusiM rpaxxaas - 30 gHel co JHS perucTpanuy.

6.7. [IppocTaHOBUTH MCIIOJIHEHWE KOHTPOJIBHOTO JIOKYMEHTa (IIOpYUYEHUs), a TaKKe OTMEHUTh €ro
MOJKET PyKOBOJIUTEINb, MOANKUCABIINI JOKYMEHT UJIH aBIIUI Opy4yeHHe (yKa3aHHe).

6.8. B 1ensix cBOEBpEMEHHOTO HCIOIHEHUS JTOKYMEHTOB, MOPYUYEHUN (yKa3aHUM), OCTABIECHHBIX
Ha KOHTPOJb, JIEJONPOU3BOJUTEND IPOBEPSAET CBOEBPEMEHHOCTh JIOBEACHMS JOKYMEHTa
(mopyueHust) A0 UCTIOJIHUTEIS.

6.9. Ecin cpok HCHOJIHEHHS [OKyMEHTa (NOpPYYEHHs) NpEBbIIAeT OJMH Mecsl, B LelsiX
o0OecrieyeHHss  CBOEBPEMEHHOI'O  WCIOJHEHHS  JIOKyMeHTa  (MOpydYeHHs])  MPOBOAMUTCS
npeBapUTeNbHbIH KOHTPOJIb U HATOMUHAHUS UCTIOTHUTENSAM O MPUOIMKEHUH CPOKOB UCTIOJIHEHHS
JIOKYMEHTOB (ITOpY4EHHUH).

6.10. IIpenBapuTenbHBI KOHTPOJIb OCYIIECTBIISIETCS B CIIEYIOIIEM MTOPSIIKE:

JIOKYMEHTOB (ITOpYy4€HHUI) MOCIEeYIOMIMX JIET - HE PEXKE OJTHOTO pasa B roJl;

JOKYMEHTOB (TIOpYYEeHHIT) MOCIIEAYIOIUX MECSIIEB TEKYILEro roja - He peke 0JHOro pas3a B
MeCHIILI;

JOKYMEHTOB (ITIOpY4YEHHUI) TEKYILLETO MeCsIa - 3a 5 THEN J0 UCTEUEHUs CPOKA UCIIOTHEHUS.
6.11. Ilpu HEOOXOOUMOCTM HW3MEHEHHMs CpOKa HCIOJHEHUS JIOKyMeHTa (HOpYy4eHus)
OTBETCTBEHHBIM HCIONHUTENb 00s3aH MPEJCTaBUTh HAa MMs PYKOBOIMTEINS, JABLIETO MOPYYEHHUE,
obocHOBaHUE (CIY’)KEOHYIO 3aIMCKY) O TIPOJICHUH CPOKA C YKa3aHWEM MPUYHH MPOJICHUS U JTaThl
MCIIOJTHEHUSI.

OO6ocHOBaHME TMPOJICHUS CPOKa HCIOJHEHUS JAOKYMEHTa (TIOpYYEHHs) IOJDKHO OBITh
HalpaBJIEHO COOTBETCTBYIOIIEMY PYKOBOJIMTENIO HE MO3JHEE, YeM IO UCTEYEHHU IBYX TPETHUX
CPOKa UCIIOJHEHUS JOKYMEHTA (IOpYUYEHUS).

OO0 n3MeHeHHH CpOKa UCIOIHEHUS JOKYMEHTA (TMOpyUYeHHs) OTBETCTBEHHBIN MCIIOTHUTENb
UHPOPMHPYET JEIOIPOU3BOIUTEIIS.
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6.12. JloxymeHT (TOpy4YeHHE) CUMUTAETCA WCIOJHEHHBIM, €CJIIM TPUHATHI PEHICHUS IO
MOCTaBJIEHHBIM BOIIPOCAM, MTOATOTOBJICHBI COOTBETCTBYIOIINE JOKYMEHTHI, HallpaBjeHa clpaBka 00
UCIIOJTHEHUH B COOTBETCTBYIOIIME OpraHbl BiacTU (OpraHU3alMu) WIK JJaH OTBET MO CYILECTBY
3aMHTEPECOBAHHBIM JIUIAM.

Pemenne 00 WCHOMHEHMH JOKyMEHTa (TOpPY4YeHHsS) TPUHUMAECT PYKOBOJIUTEIb,
MOCTABUBIIUK JOKYMEHT (TOpydYeHHE) Ha KOHTPOIb, C 00s3aTeNbHBIM HH(YOPMHUPOBAHUEM
JIeTTOTIPOU3BOMTEINSI OPTaHU3aALINH.

Ha ucrosiHeHHOM JOKYMEHTE MPOCTaBISETCsl OTMETKA O HAIpPaBICHUH JOKYMEHTA B JIeJIO B
COOTBETCTBUU C MyHKTOM 2.46 HAaCTOAIIEH HHCTPYKITUH.

6.13. JlokyMeHTHI (MOpYYEHHUsI), HE CHATHIC C KOHTPOJS, a TaKKe JOKYMEHTHI (MIOPYUYEHHUS ), CPOK
WCIIOJTHEHUS KOTOPBIX HE MPOJICH, CUUTAIOTCS HEUCTIOTHEHHBIMHU.

6.14. Jlenonpous3BOAUTENb aHATM3UPYET COCTOSHUE M PE3yJAbTaThl HCIOTHEHHUS JTOKYMEHTOB
(TTOpy4eHHMIA) U COCTOSTHHE UCTIONHUTEIIbCKON UCIIATIINHBL

B TIOPSAKE MPEIABAPUTEIILHOTO KOHTPOJS HAIPaBIIIET B CTPYKTYPHBIC TMOJApa3eIICHUs
OpTraHU3aIMH HAITOMUHAHKS O JOKYMEHTaX, CPOKH UCTIOJTHEHUS KOTOPBIX UCTEKaloT (3a 3-5 jaHel 10
OKOHYAHUS CPOKA UCTIOTHCHHMS IOKYMEHTA);

pa3 B Mecsll M MO OKOHYAHUHU TOJa PYKOBOJUTENIO OPraHU3AlMU U PYKOBOIUTEISM
CTPYKTYPHBIX TOAPA3/ICICHUI HAMpaBIseT OTYETHl O KOJIMYECTBE AOKYMEHTOB, HCIIOJIHEHHBIX B
CPOK, HUCIOJHEHHBIX C MPOAJIEHHEM CpPOKA HCIIONHEHUS, HE MCIOJHEHHBIX, HAXOMAIIMXCA Ha
WCIIOJTHEHUH 110 OPTaHU3AIIUU B LIEJIOM, TI0 CTPYKTYPHBIM MOAPA3ICICHUSIM U, IPU HEOOXOIUMOCTH,
- TT0 OTACITEHBIM HCIIOJTHUTEIISIM.

VII. Oprannsanus padoTel HCHOJHUTEIS ¢ JOKYMEHTAMH
7.1. HWcnonHurtens MojydaeT JOKYMEHTHl Ha HCIIOJIHEHHWE B JIeHb MX PAacCMOTPEHMsI WM Ha
CJIeAYIOIIMNA paboumii IeHb B COOTBETCTBUHU C PE3OJIIOLUSAMH PYKOBOJIUTENS OpraHn3auuu CpodHble
JIOKYMEHTBI N1epPeIatoTCs UCIIOJIHUTENI0 HE3aMeITTUTENBbHO.
7.2. icnonHeHne TOKyMEHTa IpelyCMaTPUBAET:

cOop U aHaNM3 HEOOXOAUMOMN UH(POPMAIIH;

MO/ATOTOBKY MPOEKTA IOKYMEHTa U €ro 0(hopMIIEHUE;

COTJIACOBaHMUE MPOEKTA TOKYMEHTA C 3aMHTEPECOBAHHBIMHU JIUIAMH;

JI0pabOTKY MPOEKTa TOKYMEHTA 110 3aMeUaHUsIM, ITOJIyY€HHBIM B XOJI€ COTJIACOBAHUS U, IIPH
HE00XO0/IMMOCTH, - IIOBTOPHOE COTJIACOBAHHE);

MOJITOTOBKY CIHCKa (yKa3arelss) pacChbUIKH JOKYMEHTa, €ClIM JOKYMEHT aJpecoBaH IpyIie
OpraHu3aLui;

Mpe/ICTaBJIeHHE MTPOEKTa JOKYMEHTA Ha MOANUCH (YTBEPXKIEHHE) PYKOBOJICTBY;

MOATOTOBKY IOKYMEHTA K OTIIPAaBKeE U Mepeiady KoMUY JOKYMEHTa B JIEIO.
7.3. Ilpu HampaBieHUM JTOKYMEHTAa HECKOJIBKHM HCIIOJHUTENSIM OTBETCTBEHHBIM 3a IMOJTOTOBKY
MIPOEKTa JOKYMEHTA SIBJISIETCS UCIIOJIHUTEINb, YKA3aHHBIM B PE30JIIOIMH EPBBIM UM 0003HAUEHHBII
B PE30JIIOLIUN KaK OTBETCTBEHHBIN HUCIIOJIHUTED.
7.4. OTBETCTBEHHBII HCIIOIHUTEIb UMEET IIPABO JaBaTh MOPYYEHHUS OCTAJbHBIM HCIIOJIHUTEISAM,
IPOBOJIUTH paboune COBEIIAaHUS s BBIPAOOTKM COBMECTHOTO pelIeHHs. Bce HCrmomHuTenn B
paBHOM CTENEHM OTBETCTBEHHBI 3a CBOEBPEMEHHOE M KAaYECTBEHHOE HCIIOJHEHUE IMOPYYEHHUS U
IPEJCTAaBICHUE OTBETCTBEHHOMY MCIIOJHUTEN0 B YCTAaHOBJIEHHBIE UM CPOKM HEOOXOJMMBIX
MaTepHaoB (IPOEKTOB JOKYMEHTOB, CIpPABOK). VCHOMHUTENM HE MMEIOT IpaBa IpPECTaBIATH
IPOEKTHI JOKYMEHTOB PYKOBOJIUTEIIIO, IaBIIEMY TOPYUEHHUE, MUHYSI OTBETCTBEHHOI'O UCIIOJIHUTEIIS.
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7.5. B cnydae OTCYTCTBHSI HCIOJTHHUTENS (KOMaHAMPOBKA, OTMYCK, OOJE3HB) MOKYMEHT IIO
yKa3aHUIO PYKOBOJUTENS IMOApA3ZeNeHUs] NepeAaeTcss NPyroMy MCIOJHUTEI0 C 00sS3aTelIbHbIM
cooOuieHreM ero (haMuwiny AEIONPOU3BOAUTENIO AJISi BHECEHUS M3MEHEHUH B PEruCTPallMOHHO-
YUYETHYIO hopMmy.

7.6. Tlpu yBOJIIBHEHHWH WM TIEPEXOJie¢ Ha APYroil ydacTOK padOThl COTPYIHUK O0O0s3aH CHATh
JIOKYMEHTBI U JieJa PYKOBOAMTENIO IOJpa3AeieHUs] UM 110 €ro yKa3aHUI0 BHOBb HAa3HAUEHHOMY
COTPYAHUKY (B CiIy4ae HEOOXOIMMOCTH, - MO aKTy IpUeMa-lepesadn, B KOTOPOM YKa3bIBAIOTCS
BUIBI JIeJ1 (3arOoJIOBKM JIeJ1) M MX KOJMYECTBO M KOTOPBIM MOJINHMCHIBACTCA PaOOTHHKOM,
HepeAaBIINM JOKYMEHTHI, U PAOOTHUKOM, IPUHSBIIUM JTOKYMEHTHI).

7.7. Pe3ynbTaToM UCHOJHEHUS JOKYMEHTa SBIAETCS IPOEKT JOKYMEHTa, IOArOTOBIICHHBIN
UCIIOJIHUTEIIEM.

IIpoekT nOKyMeHTa €O BCEeMHM HEOOXOAMMBIMHU IPUIIOKEHUSIMHU, HaleYaTaHHbIA MU
O(QOpPMIICHHBIII B COOTBETCTBMM C IIpaBWJIaMHU, YCTaHOBJIEHHBIMH B paszfeiie 3 HacToslen
MHCTPYKLUH, UCIIOJHUTEIb COIIACOBBIBAET C 3aMHTEPECOBAHHBIMU MO/IPA3JICICHUIMHU U JINLIAMU H,
pU HEOOXOIUMOCTH, C IPYTUMHU OpraHU3aIHSIMU.

JIOKyMEHTBI, TpeJHa3HauYeHHbIE ISl OTHpPaBKH, O(QOPMIISIOTCS Ha OJIaHKEe OpTraHU3alUU
yCTaHOBJICHHOH (hopMBI. JIJIsl OTIIPaBKU JOKYMEHTOB, HE HMEIOIINX a{PECHOM YacTH, COCTaBIISIETCS
COIIPOBOJIUTENIHOE TUCHMO.

Ha nokymeHT, pacceliaeMblii Oosiee 4eM B YeThIpe ajpeca, UCIOIHUTENb TOTOBUT CIIUCOK
PacChUIKH, ONpeAeNsieT KOJMUECTBO SK3EMIUIIPOB JOKYMEHTA U IOCJIE PErUCTpalii 00ecreyuBaeT
M3TOTOBJIEHHE HEOOX0IMMOTr0 KOJIMYECTBA KOIHUH.

7.8. Ucnonuurtenb (OTBETCTBEHHBIN MCIOIHUTENb) OpPraHU3yeT COrJlacoBaHHE (BU3WPOBAHUE)
IIPOEKTa JIOKYMEHTa CO BCEMM 3aMHTEPECOBAHHBIMU JIMLIAMHU U MPOBOJIUT AOPabOTKY MpPOEKTa IO
3aMeyaHHUsIM B COOTBETCTBHUH ¢ MyHKTamH 4.1 - 4.9 HacTosIIel HHCTPYKIUU.

IIpy Hamuuuu OOJBIIOTO KOJMYECTBA 3aMEUaHUIl 10 NPEeACTaBICHUS J10paOOTaHHOTO
IpoeKTa JOKYMEHTAa Ha NOJNHCh PYKOBOAMTENIO HCHOJIHHUTENb TOTOBUT CBOJAKY 3aMeuyaHHi
(mpe1oKeHuit), B KOTOPOH yKa3bIBaeTCs: CoAep)KaHue 3aMeyaHus (PeAIoKEeHHsT), TOJKHOCTb,
damunus nMIa, JABHIETO 3aMeyaHWe, MPUHATO MM OTKJIOHEHO 3aMedyaHue (eciid 3amMedyaHue
OTKJIOHEHO, - IPUYUHY OTKIOHEHHUS).

7.9. Ilocne nopabOTKH ¥ MOBTOPHOT'O BU3HPOBAHUS (COTJIACOBAHMS) TPOEKT IOKYMEHTA MepelaeTcs
Ha noamnucaHue (yrBepxzaeHue). Jlo mpencrtaBieHHs] Ha TMOANKUCH HCIOJIHUTENb TPOBEPSET
MPaBWIBHOCTh OGOPMIICHUS JIOKYMEHTa, MPaBWIBHOCTH OGQOpMIIEHUS ajapecara, Hajlu4due
HEOOXOIUMBIX BU3, MPUIIOKEHUH, MPHU HEOOXOIUMOCTH - CIPABOK, MOSCHUTEIbHBIX 3alHCOK,
Pa3bICHAIONINX COJIepKaHUe MMOATOTOBIEHHBIX JOKYMEHTOB, JIHCTa (yKa3aTels) pacChUIKH.

7.10. TlonmucaHHBIM JOKYMEHT HCHOJHMUTENb MepefaeT Uil PerucTpalud U OTHpPaBKU H/HIU
BKJIIOUEHUS B JI€JI0. B COOTBETCTBUMM C HOMEHKJIATYpOM €1 MCIOJHUTENb OINpPENEISeT MHACKC
Jiena, B KOTOPOeE JI0JIKEeH ObITh BKIIIOUEH JIOKYMEHT.

7.11. B xoae UCNOJHEHUS TOKYMEHTA MCIIOJIHUTENbh MMEET MpPaBO MpeajiaraTb U3MEHEHUE CpOKa
WCIIOJTHEHUS], €CJIM OTCYTCTBYIOT peajibHbl€ YCIIOBUS MCIOJIHEHUS JOKYMEHTa (opy4YeHus), AenaTh
IIOMETKH Ha JOKYMEHTE€ O BPEMEHM €ro IMOCTYIUIEHHUS, O JaTax MPOMEXYTOYHOIO KOHTPOJI,
Tes1e(DOHHBIX U MMCbMEHHBIX 3aIPOCaX, O 1aTe€ U Pe3yJIbTaTe OKOHYATEIbHOIO UCIIOJHEHHUS.

7.12. cionHUTENh HE UMEET IpaBa pas3riamaTh coAepikaHue MOCTYHUBIINX K HEMY JOKYMEHTOB U
MOJATOTOBJICHHBIX MPOEKTOB CIY)KEOHBIX JOKYMEHTOB, C HUMH MOTYT OBITb O3HAKOMJICHBI TOJIBKO
JM1A, UMEIOLUE OTHOLLIEHUE K MX UCIIOJHEHUIO.
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VIII. ®opMupoBaHue T0KYMEHTAJbLHOI0 (pOHIA OpraHu3anuu

8.1. OnepatuBHOE XpaHEHHE JOKYMEHTOB OPraHU3alUU JI0 [Iepeadyl UX Ha XpaHEHHUE B apXUB UIIU
YHUUTOXKEHHE OCYILLECTBIIAECTCA B CTPYKTYPHBIX IOJIPA3/ICICHUSAX OpraHU3alnH.

8.2. B menax XxpaHeHus, NOHUCKA M MCIOJIb30BAaHUS JOKYMEHThl Ha OyMa)KHOM HOCUTENE H
AIIEKTPOHHBIE TOKYMEHTHI (JOPMHUPYIOTCS B JIeJIa B COOTBETCTBHH C HOMEHKIJIATYPOH /€.

Homenknarypa ngen 3akperuisier  KiacCHUKAnuio  (TPYNIUPOBKY)  HCHOTHEHHBIX
JIOKYMEHTOB B Jiela (2JEKTPOHHBIE J€a), CUCTEMATH3alUI0 M MHJIEKCALMI0 JIeJ, CPOKH HX
XPAaHEHUS U SBJISIETCSI OCHOBHBIM YUETHBIM JIOKYMEHTOM.

HomeHnkiatypa nen sBisleTCsl OCHOBOM JUIsl COCTABJICHHMSI ONMCEH JeNl IOCTOSHHOTO,
BpeMeHHbIX (cBbliie 10 JieT) CPOKOB XpaHEHHUS U IO JMYHOMY COCTaBy, aKTOB O BBIJCJICHUU K
YHUUTOXEHUIO JJOKYMEHTOB C UCTEKIIMMHU CPOKAMH XPAaHEHHUs, @ TAKXKE JJIs1 ydeTa Je1 BPEMEHHBIX
(o 10 neT BKIIOYUTETHHO) CPOKOB XPaHEHHUSI.

8.3. Homenknarypa nien opraHusalnyy COCTaBIIIETCS Ha OCHOBE M3YYEHMsI COCTaBa U COJEpKaHUs
JIOKYMEHTOB, 00pa3yIoUInXcsl B JESITEILHOCTH OPraHU3aIliK, BKIIOYas JOKYMEHTBI, TOCTYIAIONINe
U3 IpyTUX OpraHU3alui.

8.4. Ilpu cocraBieHMM HOMEHKJIATYphl €Nl CIEAYET PYKOBOJCTBOBAaTHCS yCTaBOM OpraHM3aluH,
HITATHBIM paclucaHUeM, IUIAaHAMU U OTYeTaMH O paboTe opraHu3aliy, HOMEHKJIATYpol Aen 3a
MPOLIEIIINI IO, TIOKaJbHBIMU HOPMATUBHBIMHM aKTaMU OpraHU3allMH, COAEPKAIIUMHU CBEACHUS O
JOKYMEHTaX, O00pa3ylolmuxcss B JEATEJIbHOCTH OpraHHU3alllM, TUIOBBIMU M MPUMEPHBIMU
HOMEHKJIaTypaMu Jien (Mpy UX HaJU4YWHU), BEJOMCTBEHHBIMHU U TUIIOBBIMU MEPEYHSIMH JOKYMEHTOB
C YKa3aHHEM CPOKOB MX XpaHEHHUS.

8.5. B HoMeHKIaTypy A€ BKIIIOYAIOTCS BCE JOKYMEHTBI, OTpaXKarollue JesITeIbHOCTh CTPYKTYPHBIX
NOJIpa3/ielIeHni OpraHu3alMy W TMOCTOSHHO WJIM BPEMEHHO NEHCTBYIOIIMX OpPraHoB (KOMHCCHUH,
COBETOB, KOMHUTETOB), B TOM YHUCJIE€ JOKYMEHTbl OIPaHUYEHHOI'O JOCTYIA, PErHCTPallMOHHBIE U
yUYETHbIE JKypHaJbl M KapTOTEKH, B HEOOXOJUMBIX CllyyasX - KONMHUU J0KyMeHToB. Kommu
JIOKYMEHTOB BKJIIOUAIOTCS B HOMEHKJIATypy J€J, €CIM KONUS — EAUHCTBEHHBIN JK3EMILLIp
JIOKYMEHTa B OpraHU3alliM, a TaKKe, €CIM KOMUU HEOOXOJUMBI JIUIsl OpraHU3aliK AESTelIbHOCTH
noapasyieneHus. JJoOKkyMeHThbl, CO3/IaHHbIE B AJIEKTPOHHON (opMe, BKIIOYAIOTCS B HOMEHKIIATYPY
JIeJT TI0 TeM K€ MIpaBUjIaM, YTO U JOKYMEHTHI Ha OyMa)XXHOM HOCHUTEJIE.

He BkitouaroTcsi B HOMEHKIJIATYPY JI€]1 IEPUOJUYECKIE U3/1aHNs, KHUTH, OpPOIIIOpHI.

8.6. Homenknatypa men opraHu3anuu (CBOJHAs) COCTaBIISCTCS JCIONMPOM3BOIUTENIEM Ha
OCHOBAaHMM HOMEHKJIATyp [el CTPYKTYpPHBIX Mojpa3fesneHuid 1o ¢opMe, yCTaHOBIEHHOMN
[TpaBuiiaMu XpaHeHHsI, KOMIUIEKTOBAHUS, yU€Ta U UCIOJIb30BaHUS TOKYMEHTOB ApXUBHOIO (oHIa
Poccuiickoit @enepanuu U Apyrux apXuMBHBIX JOKYMEHTOB B OpraHax rOCyJapCTBEHHOW BJACTH,
OpraHax MECTHOI'O CaMOYIPaBJIEHUs, Opranu3anusx (nanee - [IpaBuia xpaneHus).

CBonHas HOMEHKJATypa JieJ COCTaBIsETCS B IIOCIEIHEM KBapTajle TEKyLIero roja Ha

MPEACTOALNNA KaJE€HaPHbIN TOI.
8.7. HomeHnknaTypa JeJ1 OpraHu3alyyi NOANKUCHIBAECTCS JIEIONPONU3BOAUTEIIEM, COIVIACOBBIBAETCS C
OKCIEPTHOM KOMMCCHEH OpraHuM3allMid U, €CJIM OpraHu3alus SBJISETCS HCTOYHUKOM
KOMIUIEKTOBAaHUSI TOCYJIAPCTBEHHOTO WJIM MYHHULIMIAIBHOIO apXWBa, OJMH pa3 B S5 JeT
MPEACTABISIETCS. HA COIJIACOBAHUWE COOTBETCTBYIOIIEW HKCIEPTHO-IPOBEPOYHOM KOMHCCHH
YIIOJTHOMOYEHHOTO OpraHa MCIIOJHUTEIBHOU BIacTU cyObekTa Poccuiickoit @enepanuu B obnactu
apxuBHoro Jnena (mamee - OIIK apXuBHOro ydpexaeHHs) WIM TOCYJapCTBEHHOIO
(MyHUIIMIIAJILHOTO) apXUBa B COOTBETCTBUHU C IPEJOCTABIEHHBIMU €EMY ITOJIHOMOYHUSIMH B MOPSIJIKE,
yctaHoBieHHOM [IpaBuiiamMu XxpaHeHus.
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Howmenxknarypa nen, cormacoBanHast DIIK apXuBHOro y4pexaeHusi WM TOCYIapCTBEHHBIM
(MyHUIIMIIAJIIBHBIM) apXUBOM B COOTBETCTBHHM C IPEAOCTABICHHBIMH €My IOJHOMOYHIMH,
YTBEPKAACTCA PYKOBOJUTEIIEM OPraHU3allii U BBOJIUTCS B IEUCTBUE C 1-TO SHBAps MPEACTOSIIErO
KaJIEHapHOT0 roJia.

Opranu3zanuu, B JESATEIBHOCTH KOTOPBIX HE CO3JAl0TCS JOKYMEHTbl ApXuBHOro (hoHza
Poccniickoit denepanuu, yrBepKAaat0T HOMEHKIIATYPY A€l CAMOCTOSITENIBHO.

B cnywyae m3meHeHus (yHKIMI W CTPYKTYphl OpraHM3alldd HOMEHKJIATypa JIeJl COCTaBIISIeTCH,
COIJIACOBBIBAETCS U YTBEPKIAAECTCS 3aHOBO.

8.8. CornacoBanHas ¢ cooTBercTBytomeid DIIK apXuBHOro ydpexaeHus Wil rocyAapCTBEHHBIM
(MyHUIIMIIAIIBHBIM) apXWBOM B COOTBETCTBUU C MPEAOCTABICHHBIMH €My IOJHOMOYHSIMHU
HOMEHKJIaTypa Jell B KOHIE KaXIOro Troja YTOUYHSAETCS, IeperedyaTrbiBaeTCs, YTBEP)KIAeTCs
PYKOBOAMTENEM OpPraHU3allid ¥ BBOJUTCS B AecTBHE ¢ 1 sSHBapsl MPEACTOSIIEro KajleHIapHOro
roja.

8.9. IlepBblii SK3eMILISAp YTBEPKICHHONH HOMEHKIATYPHI JIEN SBISETCS JOKYMEHTOM IOCTOSIHHOTO
XpaHEHHs W BKJIIOYAETCS B HOMEHKJIATYPY el B pasaen «/leronpons3BoacTBO M apXuBy», BTOPOH -
UCTIONB3YETCSI B KaYeCTBE pabOyero SK3eMIUIsipa, TPETHH - MepenaeTcs B apXUB OpPraHU3allH B
KauecTBE YYETHOrO JOKYMEHTa, »JJEKTPOHHAs KOMUS HOMEHKIATyphl [Iel OpraHu3allvu,
YTBEPKACHHON PYKOBOJUTENIEM OpPraHU3alliu, MepelaeTcsl B TOCYIapCTBEHHBINH (MyHHUIIMITATbHBIN)
apXUB, UCTOYHHUKOM KOMILJICKTOBAHHS KOTOPOTO SIBJISIETCS] OPraHU3allvs.

B monpa3znenenus opraHuzanuid HOMEHKIIATypa JeJl PacChlUIaeTcsl JIEIOMPOU3BOIUTEIEM B
BUJIC KOITMI COOTBETCTBYIOIIMX Pa3/iejoB Ha OyMa)KHOM HOCHTEJIE WIH B DIIEKTPOHHOH (Gopme.
8.10. Bce 3aroioBku fein, BKJIIOYEHHbIE B HOMEHKJIATYpy €l CTPYKTYpHOTO MOJpa3feieHus,
uHAeKcupytotcs. MHnekce nema ykassiBaeTcs B rpade 1| HOMEHKIATYpHI Ie] U COCTOUT U3 MHIEKCA
CTPYKTYPHOTO TOJpa3/ieieHuss (KoJa TMOJApa3/ielieHusi B COOTBETCTBHHM C  YTBEP)KICHHOH
CTPYKTYpOH OpraHM3alii WM KIacCU(PUKATOPOM CTPYKTYPHBIX TMOJApA3CNeHU) U MOPSIIKOBOTO
HOMeEpa Jiesla B pasjiesie HOMEHKJIATyphl Jen. VHaekcsl aen o0o3HavaroTcest apabckuMu LU paMu.
Hanpumep: 01-05, rae:

01 - Koz CTPYKTYpHOTO MO/Ipa3AeIeHHUs;
05 - mopsAKOBBINM HOMED Jiena B pa3ziesie HOMEHKIATYphI JIell.

Jlena 1o Bompocam, Hepa3pelIeHHbIM B T€UEHHE OJJHOTO TOJia, SIBIISTIOTCS «IEPEXOISIIAMI
U BHOCATCSI B HOMEHKIJIATYpy JAeN CIEAYIONIET0 Tofa C TeM JKe HHIEKCOM. PexomeHmyercs
COXpaHsTh B HOMEHKJIAType /e OJWHAKOBBIE WHAEKCHI U OJHOPOIHBIX JIeJ, BKJIIOUCHHBIX B
pa3HbIe pa3febl.

Ecnmu B TeueHwe roja B JEATEIBHOCTH OpraHU3alMM OOpa3ylOTCs JIOKYMEHTHI, HeE
NPeIyCMOTPEHHBIE HOMEHKIIATYPOM J1eN, 3arojOBKH HOBBIX J€J JIOMOJHUTEIBHO BKIIIOYAIOTCS B
HOMEHKJIATypy Jel. B KaxIoMm pas3gene HOMEHKIATyphl Jeld JUisi BHOBb 3aBOJAMMBIX €T
npeaycMaTpuBarOTCs pe3epBHbBIE HOMEPA.

8.11. 3aromoBok nena (rpadga 2 HOMEHKIATYpHI Jed) JOJDKEH B 0000IeHHON (opme oTpakarth
OCHOBHOE€ COJIep’)KaHuEe U COCTaB JOKYMEHTOB Jena. He nomyckaercs ynoTpeOiieHHe B 3arojlOBKe
Jiefla HEKOHKPETHBIX (OPMYITUPOBOK («pa3HbIE MaTepHaNIb», «OOIIas TMEepenucka»), a TakkKe
BBOJHBIX CJOB M CJOXHBIX CHHTAaKCUYECKUX OOOpPOTOB. 3arojioBKM 1€l MOTYT YTOUHSATHCA B
TE4eHHUe roja B mporecce GopMUPOBaHUS U OPOPMIICHUS JIEI.

3arojoBOK Jena  JOJDKEH COCTOATh W3 3JEMEHTOB, pacloyiaraéMblX B CIeXylomei
MOCJIE0BATEIbHOCTH:
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a) Ha3BaHME BHJA Jena (Iepenucka, )KypHall, JeJI0) WM BUJa JOKYMEHTOB, BKIIOUYEHHBIX B
Jeno (IPOTOKOJIbI, TPUKA3HI);

0) HauMEHOBaHME OPraHU3alUK, CTPYKTYPHOTO MOApa3AeIeHUs, IOCTOSIHHO AEHCTBYIOLIETO
WJIM BPEMEHHOT'O OpraHa, JIOJDKHOCTHOTO JIMIIA, CO3/IaBIIUX JOKYMEHT(bI);

B) HaMEHOBAaHHE KOPPECHOHJEHTAa (OpraHu3aluy, JHIA, KOTOPOMY aJpECOBAaHbl WM OT
KOTOPOTO MOJIY4EHbI IOKYMEHTBHI);

I') KpaTKOE COepKaHUE TOKYMEHTOB JI€Ja;

1) HA3BaHKE MECTHOCTHU (TEPPUTOPHH ), C KOTOPOH CBSI3aHO COZAECP>KaHUE TOKYMEHTOB JIENa;

e) aara (1epuoa), K KOTOpbIM OTHOCATCS IOKYMEHTBI J1eN1a;

) yKa3aHHMEe Ha KOIUIHOCTh JOKYMEHTOB JIeJIa.

8.12. Ilopsnaok pacroyio)KeHHsl 3arojOBKOB JEl BHYTPU pa3[elioB HOMEHKIJIATYpbl Jield
OIIpeNIeNsIeTCs CTENEHbIO BAXKHOCTH JOKYMEHTOB, BKIIIOUEHHBIX B J€ja.

B Hawanme paszmena pacnosjararoTcs 3arojlOBKM €N, COAEpXKallUX Y4peAUTEIbHBIE,
OpraHU3al[MOHHO-TIPABOBBIE U PACIIOPSIUTENbHbBIE JOKYMEHTBI, 3aTEM 3ar0JI0BKHU JIE€JI, COJEPKAIINX
IUTAHOBBIE, OTYETHbIC, MH(POPMAIMOHHO-aHAIUTHYECKUE JOKYMEHTBI, JOKYMEHTBI, OTPa)KaroIIue
JeSTENIbHOCTh MOJIpa3/esieHus, MEPENUCKy, B KOHLE pa3jiela - PErucTpPallMOHHBIE M y4Y€THbBIE
KYpHaJbl, KAPTOTEKHU, 0a3bl TaHHbIX.

3arojoBKM [IeJ, COCTaBJIEHHBIX 110 KOPPECHOHJIEHTCKOMY U reorpaguueckoMy Mpu3HaKam,
BHOCATCS] B HOMEHKJIATYpY JIe] 10 al(paBUTy KOPPECHIOHACHTOB UM reorpapuecKux Ha3BaHUi.
8.13. I'pada 3 «KomuuecTBO nem» 3amoJIHAETCS 10 OKOHYAHMHM KalleHaapHoro roxaa. Ilo
JOCTHKEHUH JEJIOM, BKIIOYAIOIIMM JOKYMEHThl BpEeMEHHBIX (cBbimie 10 J€T) M MOCTOSHHOTO
CPOKOB XpaHeHHUsl, 00beMa B 250 JHCTOB, TOM 3aKpbIBA€TCSI U OTKPBIBAETCS HOBBINM TOM. B rpade 3
HOMEHKJIATYphI JIe] MOCIIEI0BAaTENbHO YKa3bIBAIOTCSI HOMEPA TOMOB U KpalHUE /1aThl JOKYMEHTOB
Ka)KJ0ro ToMa:

T.1.11.01.2017 -

30.06.2017

DJNeKTpOHHBIE JieJla Ha ToMa (4YacTh) He pasfensioTcs. Bce 31eKTpoHHBIE TOKYMEHTHI,
HE3aBUCHMO OT X 00beMa, BKIIFOYAIOTCS B OJTHO AJIEKTPOHHOE JIENO.

8.14. B rpade 4 «Cpoxk xpaHeHust 1 Ne CTaTbu O MEPEUHIO» YKA3BIBAIOTCS CPOKU XPAaHEHUs €T U
HOMEpa cTaTeil 1o TUIIOBOMY WJIM BEAOMCTBEHHOMY MEPEYHIO TOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHeHus, ¢peepantbHOMY 3aKOHY WJIM HHOMY HOPMaTUBHOMY IPaBOBOMY aKTy.

8.15. B rpade 5 «lIpumedanue» NpocTaBIsAIOTCS OTMETKH O 3aBeleHUU Jen («3aBeAeHo»), O
nepexomanux nenax (mampumep, «llepexomsmee ¢ 2016 roma»), O BBIIEICHUH J€T K
YHUYTOXXEHUIO, O JIMIaX, OTBETCTBEHHBIX 3a (OpPMHUpOBaHME [el, O Iepenade Ael B JPYryro
OpraHMU3aLUIo AJIs IPOAOKEHNUS.

Ecnmu neno ¢opmupyercs B MHGOPMALMOHHOM CHCTEME W BKIIOYAET HIIEKTPOHHBIE
JOKYMeHThI, B rpade «lIpumeuyanue» oTmeuaercs, 4TO JeJI0 BEAETCS B DJIEKTPOHHOM BHUE C
yKa3aHWeM HauMEHOBaHMs HH)OPMAIIMOHHONW CUCTEMBI:

«9nexrpornsie nokymeHThl. COJ] «Kanuenspus», bl «CioyxeOHbIe 3aTUCKN».

8.16. Ilo 3aBepuieHMM IEIONPOU3BOACTBEHHOIO TOAAa B KOHIE HOMEHKJIATYpBl A€ B KaXJOM
CTPYKTYPHOM HOJpa3/eleHuu 0GOopMIIIETCSI UTOrOBask 3allMCh, B KOTOPYIO BHOCSTCS CBEIEHUS O
KOJIMUECTBE 3aBEJIEHHBIX Je1 (TOMOB, 4YacTei), OTAEIbHO IOCTOSSHHOTO M BPEMEHHBIX CpPOKOB
XpaHEHUs, BpEMEHHBIX CPOKOB XpaHeHHs ¢ oTMeTkol «OIIK» u nepexonsamux. Mtorosas 3anuce
JIOTIOJIHSIETCS JAaHHBIMU O KOJIMYECTBE AJIEKTPOHHBIX JIEJI COOTBETCTBYIOIIUX CPOKOB XPaHEHMSL.
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B wuToroByrwo 3amuch CBOJAHOW HOMEHKJIATYPHI JEJ CBEACHUS BHOCATCS HAa OCHOBAHHH
JTaHHBIX, IEPEJAHHBIX U3 CTPYKTYPHBIX MOAPA3ACICHUNA OpraHu3aluu.

CBeneHus, CoJAEpKalllMeCss B HWTOTOBOM 3allMCH  HOMEHKJIATypbl JeJ OpraHu3alluu,
MEePENAOTCAd B apXUB OpraHu3alMyd, O 4Ye€M B HOMEHKJAType JeJI MPOCTABISETCA OTMETKA C
YKa3aHUEM JOJLKHOCTH U MOAMMUCH JIULA, IEPEAABIIETO CBEICHUS.

8.17. [ena co mHs WX 3aBElEHUs JI0 NEpe/layd B apXHB OpPraHU3AMH WX JO BBIICICHUS UX K
VHHUYTOKEHUIO 110 HCTCYCHUH CPOKA XPAHCHHSI XPAHATCS 10 MECTY UX (POPMHUPOBAHUS.

Jeno cunraercs 3aBeIEHHBIM C MOMEHTA BKJIFOYEHHUS B HETO MEPBOTO UCIIOJHEHHOTO JOKYMEHTA.
8.18. Ilpu dpopmupoBaHuu 1en Ha OyMa)KHOM HOCHUTEIE JIOJDKHBI COOTFOAATHCS CASAYIOIMNE O0ITHe
MpaBuIa:

B JEJI0 IOMEIIAITCS HWCIOIHEHHbIE JOKYMEHTBI, COOTBETCTBYIOIIME IO CBOEMY
COJIEpKAHUIO 3ar0JIOBKY J€Jia 10 HOMEHKJIAType e,

MPUJIOKEHUS MIOMEIIAIOTCSI BMECTE C OCHOBHBIMU JJOKYMEHTaMU;

B JIEJO0 BKJIOYAKOTCA JOKYMEHTBHI OJHOIO KaJ€HJApHOIO0 TO0/a, 3a HCKIOYECHHEM
MEepEeXOAAIIUX JE;

JOKYMEHTBl TIOCTOSSHHOTO W BPEMEHHBIX CPOKOB XpAaHEHUs TPYNIHUPYIOTCS B Jiea
pasziesibHo;

B JIEJI0 BKJIKOYAETCS IO OJJHOMY 3K3EMILISPY KaXKI0ro JOKYMEHTA;

(hakcorpamMmsl, TelerpamMMbl, Tele(OHOTpaMMBI MOMENIAIOTCS B Jelia C TEPENHCKON Ha
OOIIIMX OCHOBAHMIX;

B JIEJIO TIOMEIIAIOTCS JOKYMEHTHI MPAaBWJIHBHO W TIOJHOCTHIO O(GOPMIICHHBIE (JIOKYMEHTHI
JIOJDKHBI UMETH JaTy, TOANKCH U Ipyrue HeoOX0AMMbIE PEKBU3UTHI);

B JIEJI0 HE BKJIIOYAKOTCA JOKYMEHTBI, MOJUIEKAIIME BO3BpaTy, JHUIIHHE 3K3EMIUISAPBI U
YEPHOBHUKH (32 UCKITIOYEHUEM 0CO00 IIEHHBIX);

nmo oOweMy Jeno, BKIOYAlONlee JOKYMEHThl Ha OyMaKHOM HoOcUTene, He JOJHKHO
npeBbiath 250 AUCTOB, MPHU TONIIMHE HEe Oomee 4 cM (TONIIMHA AeNl cO cpoKamu XpaHeHus 10 10
JeT He AoskHa npesbimats 10 cm). [Ipu mpeBbllieHrr JaHHOTO 00BeMa 3aBOJUTCS BTOPOM TOM.
[Tpu HanmuuuM B Jiee HECKOJIbKUX TOMOB (YacTeil) MHIEKC U 3aroJIOBOK Jiea MPOCTaBISAIOTCS Ha
Ka)KZIOM ToMe ¢ fo0aBinenneM obo3zHaueHuii: «T. 1», «T. 2».

JIOKyMEHTBI BHYTpU J€Ja PACMHOJIaraloTCs CHU3Y BBEPX B XPOHOJOTMYECKOM, BOMPOCHO-
JIOTHYSCKOM ITOCIIEJOBATEIIFHOCTH HIITH NX COUCTAHNH.

PacnopsiauTensHble TOKYMEHTBHI TPYHIHUPYIOTCS B Jeda IO BUAAM U XPOHOJOTHH C
OTHOCAIIUMHUCA K HHUM HPUIOKEHUAMHU. J[OKYMEHTBI - OCHOBAHUS K PacrnopsauTEIbHBIM
JIOKYMEHTaM BKJIIOYAIOTCS B OTAEIIBHOE JIETIO.

[IpoToKOIBI B €€ pACTIOIAralOTCA B XPOHOJIOTHYECKOM MTOPSAIKE U II0O HOMEPAM.

JIOKyMeHTBl K 3acelaHusM (COBEIIaHHSIM) TPYNIUPYIOTCI B OTACIbHOE Jel0, Kak u
MPUIIOKEHHUs K TPOTOKOJIAM, €CITH OHU COJIepKaT Oosee 25 CTpaHuIl.

JIoKyMeHTBI K TPOTOKOJAaM, €CIIM OHU CIrpyNIHUpPOBaHbl B  OTACJIbHBIE JI€Na,
CHCTEMaTU3UPYIOTCA BHYTPH JI€JIa MO MOPSAJIKY HOMEPOB MPOTOKOJIOB.

JloxanbHblE HOPMATHBHBIE AaKTbhl, YTBEPKACHHBIC PACHOPSIAUTEILHBIMA JOKYMEHTaMHU,
SIBJISIFOTCS] IPUIIOKEHUSAMH K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMH JIOKYMEHTaAMH.

[Ipuka3el 1O OCHOBHOM AEATEIBHOCTH TPYNIIUPYIOTCS OTAENBHO OT MPHUKA30B IO JUYHOMY
COCTaBy M IMPHUKA30B IO aJIMHUHUCTPATUBHO-XO3AUCTBEHHOW NEATENBbHOCTH (K aIMUHUCTPATUBHO-
XO3SUCTBEHHON JAESITETbHOCTH OTHOCSTCS BOIPOCHI IO COOJIIOJICHUIO TIPaBWJI BHYTPEHHETO
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pacriopsifika, SKCIUTyaTallid CIyXeOHBIX 3aHWi, TPAHCHOPTHOMY OOCITY)KUBaHHIO, BHYTPCHHEH
CBsI3H, o0ecrieueHnt0 0€301MaCHOCTH OpTaHU3AIIH ).

[Ipuka3pl MO JMYHOMY CcOCTaBy (OPMHPYIOTCS B Jiela B COOTBETCTBHH CO CpPOKaMH
XpaHEHHUS.

JIOKYMEHTBI B JINYHBIX JieJIaX PACHOJIaraloTcs 0 Mepe UX MOCTYIICHHUS.

[lepenucka rpymnmupyeTcss B Jeida 1O TeMaTUKE W/MIM  KOPPECIOHAEHTaM |
CHCTEMAaTH3HPYETCSI B XPOHOJOTHYECKON IMOCIEN0BATEIBbHOCTH: JTOKYMEHT-OTBET MOMEUIAeTCs 3a
JIOKYMEHTOM-TIPOCK00ii (3arpocom). [Ipu B0O30OHOBIIEHUH TTEPEMTUCKH 10 OMPEACIEHHOMY BOMPOCY,
HAuaBIICHCsl B MPEABIAYIIEM TOY, JOKYMEHTHI BKJIIFOUAIOTCS B JIEJIO TEKYIIETO rojia ¢ yKa3aHUueM
WHJIeKCa Jiejia IPEbIAYIIero Toa.

DNEeKTPOHHBIE JIOKYMEHTHI (OPMUPYIOTCS B JJIEKTPOHHBIE Jela B COOTBETCTBUU C
HOMEHKJIATYpOW JieJl OpraHM3alid B TOW WH(OPMAIMOHHOW CHCTEME, B KOTOPOW OHHU OBbLIH
CO3JIaHBI WIIK B KOTOPYIO OBUIH BKITIOYCHBI.

8.19. Jlnsa obecriedeHus] COXpaHHOCTH, y4eTa JOKYMEHTOB M JIe] CTPYKTYpPHOTO MOJpPA3AEICHUS U
OpraHu3aIy JOCTYIA K HUM MPOBOIUTCS KOMILIEKC paboT:

CO3JIaHHME ONITUMAIIBHBIX YCIIOBUH XpaHEHHS JJOKYMEHTOB U JET;

pasMeleHue aei;

MPOBEPKA HAIMYKSI U COCTOSIHUS JIOKYMEHTOB U JICIT,

COOJTIOJICHHE TIOPSI/IKA BbIJIAYH JICII.

8.20. Jlenma pasMemniaroT B pabOYMX KOMHATaX WM CIIEHUAIBHO OTBEACHHBIX VI JTOW IIEIH
MOMEMICHUAX B IKadax, Ha CTeJUlaxax, 4TOObl OOECIEeYHTh WX COXPAHHOCTh M 3allUTy OT
BO3/ICUCTBUS BPEAHBIX (PaKTOPOB.

Jlena amst X y4deta u OBICTPOTO IMOMCKA JOJDKHBI PACIIONIaraThCsl BEPTHKAIBLHO, KOPEITKAMH
Hapy)Xy U B COOTBETCTBHHM C HOMEHKIATypoil nem. Ha kopemkax OOJIOKEK HeN YKa3bIBarOTCS
UHJEKChl 110 HOMEHKJaType Jejd, Hpu HeoOXOAMMOCTH HOMep ToMma Jena, Jary Jiena.
Homenknarypa aen win BRITUCKA U3 HEe MOMEIIAeTCsl Ha BHYTPEHHEH CTopoHe mikada.

8.21. IIpoBepku HaMU4UA U COCTOSIHUSI TOKYMEHTOB U JIe B IENSIX YCTaHOBJCHHS (haKTUYECKOTO
HAJIMYUS €T JOJDKHBI IPOBOAUTHCS JIETOMPOU3BOJUTENIEM B CIIYJasiX:

nepes nepeaadel JOKYMEHTOB B apXHUB OpPTaHU3AIINN;

MIPU TIEpEMETICHIH JIETT;

MIPU CMEHE PYKOBOIMTENSI OPTaHU3AINH, IEITOTPOU3BOTUTEIIS;

MIPH PEOPTaHM3ALNH U JTUKBUIAINHA OPTaHNU3AIUH WK CTPYKTYPHOTO MO/Ipa3AeIICHHUS.

[TpoBepka HaMWYHS TIPOBOTUTCS MYTEM CBEPKH CTATEH HOMEHKIATYpPHI NIl C ONMHCAHUEM

JieNT Ha 00JI0kKKe, a (PU3MUecCKoe COCTOSHUE Jel ONpeAesseTcs MyTeM UX BU3yalbHOI'O MIPOCMOTPA.
Bce oOHapyx)eHHBIE HETOCTATKH JOKHBI (PUKCHPOBATHCS B aKTE MPOBEPKH HATHUHUS M COCTOSHUS
Jed.
8.22. B ciy4ae BBISBICHHSI OTCYTCTBHSI A€M, YHCISIIUXCS MO HOMEHKIJIAType JeN, PYKOBOJICTBOM
MOJIpa3/IeIeHUil TTPHHUMAIOTCSI MEPBI 10 WX PO3BICKY. ECIM poO3BICK /Jen He JaeT pe3yibTara,
COCTABIIICTCSI CTpaBKa O MPHYMHAX WX OTCYTCTBHSI, KOTOpas MOJIKCHIBACTCS PYKOBOIUTEIEM
TIOIPa3ICIICHUS U JCTIOTIPOU3BOIUTEIICM.

®dakt yTparhl Aena (men) GUKCHpPYETCs B aKTe, COCTaBISEMOM JEIONPOU3BOIUTEIEM U
PYKOBOAMTENEM OpraHu3aluyl (YIOJTHOMOYCHHBIM UM JIMIIOM) B TPeX JK3EMILIApax: MO OJHOMY
IK3EMIUISIPY aKTa XPaHUTCS y JIEJIOMPOU3BOJIUTEINS, B CTPYKTYPHOM MOAPA3JCICHUN; YK3EMILIIP
aKTa MPEJICTaBISIeTCS B apXUB OpraHU3alliu MpH Mepeaade Ael CTPYKTYPHOTO MoJpa3ieiieHus Ha
aApXUBHOE XpPaHCHHUE.
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8.23. Dkcnepru3a IEHHOCTH JOKYMEHTOB IMPOBOJUTCS HAa OCHOBE 3aKOHOJATENbHBIX W HHBIX
HOPMAaTUBHBIX TPaBOBbIX akTOB Poccuiickoit denepanuu, ycTaHaBIMBAIOMIMX TpeOOBaHUS K
CpPOKaM XpaHEHUs JTOKYMEHTOB, TUIIOBBIX M BEJOMCTBEHHBIX IE€peuHel JOKYMEHTOB C yKa3aHUEM
CPOKOB UX XpaHEHHUS:

IIPU COCTABJIEHUU HOMEHKJIATYpBl JEI;

IIpU MOATOTOBKE JIEN K Iepeiaue B apXUB OpraHU3allly;

B apXMBE OpraHU3al1y.

8.24. Jlns opraHM3alii ¥ TPOBEAEHUS pPabOThl IO SKCIEPTH3E IEHHOCTH JOKYMEHTOB B
OpraHM3aly MPUKA30M PYKOBOAMTENS co3/JaeTcs sKcrepTHas komuccusa (manee - OK). 3agaun,
dbyHKIIMH, TTpaBa, opranuzanus padoTsl DK onpenenstorces monoxenuem 06 JK.

8.25. OcHoBHbIMU QyHKIHSAME DK sSBISIOTCS:

OpraHu3allys eKerogHoro oToopa Aein A XpaHEeHUs! U YHUUYTOXKCHHUS,

PacCMOTPEHHME U COIJIACOBAaHUE IMPOEKTa HOMEHKIJIATYpbI J€J1 OpraHU3aluu, OMHCEeH el
IIOCTOSIHHOTO ¥ BpeMeHHbIX (cBbilIe 10 J1eT) CpOKOB XpaHEHUs, B TOM UYHUCIIE 10 JJUYHOMY COCTaBY,
AKTOB O BBIICJICHUM K YHUUTOXECHUIO JI€J1, HE MOJUIEKAIINX XPaHEHUIO;

ydyacTueé B IIOJIOTOBKE M PACCMOTPEHUU IPOEKTOB HOPMATHUBHBIX M METOJIUYECKUX
JIOKYMEHTOB 10 BOMpOcaM paboThl ¢ JOKYMEHTaMH B OPraHU3alIUH.

8.26. DkcrmepTh3a LEHHOCTH JOKYMEHTOB OCYIIECTBISIETCS €KErOJHO ACNOMPOU3BOAUTEIIMU
coBMecTHO ¢ DK opranuzanuu.

8.27. Ilpu mpoBeAeHUN HKCIEPTHU3bI LIEHHOCTH JOKYMEHTOB IpU MOATOTOBKE Jed K Mepenaye B
apXUB OpraHU3aI[U OCYLECTBIISIETCS:

0TOOp JTOKYMEHTOB MOCTOSIHHOIO M BpeMeHHBIX (cBbilie 10 J€eT) CpOKOB XpaHEHHUs A
nepesavyy B apXyB OpraHu3aluy;

oTOOp JOKYMEHTOB BpeMEHHBIX (0 10 JeT BKIIOYMTEIBHO) CPOKOB XpaHEHUsS U C
noMmeTkamu «Jlo MHUHOBaHUSA HAZOOHOCTH», «Jl0 3aMEeHBI HOBBIMHY, MOJUICKAIIMX AaTbHEHIIEMY
XPAaHEHUIO B CTPYKTYPHBIX MTOPa3AECIICHUSAX;

BBIIEJICHUE K YHUUTOXKECHMIO JI€] 3 MPEbIIYIINE FO/Ibl, CPOKH XPAaHEHHs KOTOPBIX UCTEKIIH.

OnHOBpEMEHHO MNPOBEPSIETCS KAa4eCTBO M IOJHOTA HOMEHKJIATYpPhHl €Nl OpraHU3allMH,

IIPABUJIBHOCTh ONIPEJIENIEHHs CPOKOB XPaHEHUS A€l
8.28. Jlena mocTossHHOTO U BpeMeHHbIX (cBbIlIEe 10 JIeT) CPOKOB XpaHEHUsI MOAJIEKAT OTUCTHOMY
IIPOCMOTPY JUISl BBIJIENIEHUS U3 UX COCTaBa JOKYMEHTOB BpeMeHHbIX (10 10 JieT) CpoKOB XpaHEHHUS.
Hena ¢ ormerkoit «OIIK» moaBepraroTcsi NOJUCTHOMY HNPOCMOTPY B ILENISIX ONpPENEICHUs H
BbIJIEJICHHS U3 UX COCTaBa JOKYMEHTOB, MOAJIEKAIIUX IOCTOSHHOMY XpaHEHHUIO.
8.29. Ilo pe3ynpraraM »HKCHEPTHU3bl LEHHOCTH JOKYMEHTOB B OpraHHU3alMM IPOBOJUTCS
odopmiieHHe JeN U COCTABISIOTCS OMUCH JIeJ MOCTOSTHHOTO XpaHeHus1, BpeMeHHbIX (cBbimie 10 ser)
CPOKOB XpaHEHHUS W IO JUYHOMY COCTaBy, a TAK)KE aKThl O BBIACICHUU K YHUUTOXKECHUIO JEJI, HE
NOJJIEKALINX XPaHEHUIO.

OnucH Jenn MOCTOSIHHOTO XpaHeHMsI, BpeMEHHbIX (cBbliie 10 JeT) CpoKOB XpaHEHHs U T10

JUYHOMY COCTaBY, a TaK)K€ aKThl O BbIIECJICHUN K YHUUYTOXKEHUIO /1], HE MOJIeKAIINX XPAHEHUIO,
paccMmaTtpuBaroTcsa Ha 3acegaHuu JK opranmzanmu ogHoBpeMeHHO. CornlacoBaHHble DK akThl U
OTIHMCH YTBEPXKAAIOTCSI PyKOBOJUTENIEM OPraHU3alUH.
8.30. [lena, oOpa3oBaBuInecs B ACATEIBHOCTH OPTaHU3AIMK U TOJICKALINE XPAHEHHIO, TPOXOASAT
MOJIHOE WK YacTuuHoe odopmiieHue. [lomHoMy odhopMIiIeHHIO OIekKAT Jesia BpeMEHHBIX (CBBIIIE
10 ner) cpokoB XpaHEHUsT M TMOCTOSHHOro XpaHeHus. Jlema BpemeHHbIX (10 10 5iet) cpokoB
XpaHEHUS MOJyIekKAT YACTUIHOMY 0(OPMIICHUIO.
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Odopmienue aen MPOBOAUTCA B CTPYKTYPHBIX MOAPA3JEICHUSIX OpraHU3alldd MO MECTy
dbopMupOBaHUS JOKYMEHTOB B Jieja.

8.31. [TonHoe odhopmiteHHe nena Ha OyMaKHOM HOCHUTEJIE BKIIFOYACT:

odopmIIeHHEe PEKBU3UTOB OOJIOXKKH Jielia o (hopMme;

HyMEpALUIO JIUCTOB B JIEJIE;

COCTaBJICHHE JIMCTA-3aBEPUTENS JIENIA;

COCTaBJICHHE B HEOOXOAUMBIX CIy4asiX BHYTPEHHEH OMMCH JOKYMEHTOB JIENa;

MOJIIIMBKY U NEPEIIET JIETa;

BHECEHHE HEOOXOIMMBIX YTOYHEHHH B PEKBHU3UTHI OOJIOKKH Jesia (YTOYHEHHE Ha3BaHUS
OpraHu3alyy, MHIEKCA Jiea, KpalHuX JaT Jieja, 3arojioBKa Jena).

Jluct-3aBepuTenb Jena, BHYTPEHHsSSI OMUCh JOKYMEHTOB Jena M OO0JIOKKa Jiena
cocTaBIsOTCA 10 popmam, ycTaHOBJICHHBIM [IpaBunamu xpaHeHus!

8.32. lena BpemeHHBbIX (10 10 €T BKIIOYMTEIBHO) CPOKOB XPAHEHUs, MOJUIEKALINE YACTUUHOMY
0(OpMIIEHHUIO, JOMYCKAETCSI XPAHUTh B Malkax, B KOTOPHIX Ji€Jla XPaHWINCh B JI€JIONPOU3BOICTBE,
nepecucTeMaTH3anus JOKYMEHTOB B JIeJIe€ HE MPOBOJAUTCS, JHUCTHI Ji€Jla HE HYMEPYIOTCS, JHUCTHI -
3aBepUTENM Jesia He cocTaBiisAloTcs. Ha o0noXke nera B COOTBETCTBUM C HOMEHKIIATypoOul el
OpraHM3ally  3allOJIHAIOTCSA  PEKBU3UTHL:  HAUMEHOBAaHHE  OpraHM3alllH, HAUMEHOBAaHUE
noJipa3iesieHus, HHIEKC Jieia, 3ar0J0BOK Je)la, CPOK XpaHEHUs JOKYMEHTOB.

8.33. Ha oOnoxke nen BpeMeHHbIX (cBbimie 10 1eT) CpoKOB XpaHEHHS U MO JUYHOMY COCTaBYy
YKa3bIBAIOTCA:

HAaMEHOBAHHE BBIIIECTOSIIEH OpraHu3auy (OpraHu3amny - yapeauTens),

HAaUMCHOBAHHWE OPTaHM3AMM - WCTOYHUKA KOMILICKTOBAHHS  TOCYIapCTBCHHOTO
(MyHUIIMIIAJIBHOTO) apXMBa;

HaUMEHOBAaHME CTPYKTYPHOT'O MOpa3AeieHUS;

WHJIEKC JieTia IO HOMEHKIIAType JIeT;

HOMEp ToMa (Y4acTH);

3aroJIoBOK Jefa (ToMa, 4acTH);

KpaiiHue JaTel Jena (ToMa, 4acTH);

KOJIMYECTBO JIUCTOB B JIEIIE;

CPOK XpaHEHHUs JIeNa;

apXUBHBIA mUdp aena.

Ha 0650xkax 1e1 moCTOSHHOTO XpaHEHHs HaJl HAMMEHOBAHUEM OpraHM3alluy YKa3bIBaeTCs
HAaUMEHOBAHHE TOCYJAPCTBEHHOTO (MYHHUIIUTIAIBHOTO) apXHWBa, HCTOYHHUKOM KOMILJICKTOBAHHS
KOTOPOTO BBICTYIAET OPTaHU3AIIHSL.

8.34. Ilpu opopmieHnn 0OI0KKH Jena:

HAaUMEHOBAHHE BBIIIECTOSIICH OpraHU3alluu (OpraHu3alluy - YIpeaIuTels), Ipy ee HalIuIuH,
YKa3bIBAETCS TOJHOCTHIO B UMEHHUTEIHLHOM TaJieXke, MOJ TMOJTHHIM HAaUMEHOBAaHMEM B CKOOKax
yKa3bIBaeTCsl OQUITHATFHOE TIPUHATOE COKPAIIEHHOE HAUMEHOBaHUE (TIPH €0 HATWIHH);

HAaMMEHOBAHME OpraHM3allMKM YyKa3blBaeTCsd IOJHOCTHIO, B HMEHUTEIBHOM IMaJexe, C
yKazaHueM O(UIIHAIbHO MPUHATOTO COKPAIIEHHOT0 HAaMMEHOBAaHHUA (TPU €ro HaJIW4YHH), KOTOpOe
yKa3bIBaeTCs B CKOOKaxX MOCIE MOJIHOr0 HAaMMEHOBAHMS,

HAaUMEHOBAHHE CTPYKTYPHOTO TOJpPAa3/ICICHHs YKa3bIBACTCS MOJTHOCTHIO B COOTBETCTBUU C
YTBEPXKACHHONW CTPYKTYpOW oOpraHuzanmuu (MpU HATUYUA  COKPAIICHHOTO HAMMEHOBAaHUS
CTPYKTYPHOTO MOJpa3ieTICHUs] OHO YKa3bIBaeTCsl B CKOOKaX);

WHJICKC JIeTia IPOCTABIISIETCS. B COOTBETCTBUH C HOMEHKIIATYPOH /1€ OpraHu3alluu;
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3arojIOBOK JeJla MEePEHOCUTCS M3 HOMEHKIATypbl Jell OpraHu3auuu (B HEOOXOAMMBIX
CIIy4asiX B 3aroJIOBOK BHOCATCS YTOUHEHHUS);

natbl aena (roj(bl) 3aBeeHUS U OKOHYAHUS Jeia B IeJIONPOU3BOJICTBE).

[Ipy M3MEHEHMH HAMMEHOBAHMS OPTAaHU3AIMM WM IOJPA3/CICHUs B TEUEHHE Iepuoja,
OXBaTBHIBAEMOT'0 JIOKYMEHTAMH JIeJIa, HJIU TIPH Tepeiade Jesia B Ipyroe moapasaeieHue Ha 00I0KKe
Jena TOJ TPeKHUM HAMMEHOBAHMEM YKa3blBaeTCsl HOBOE HAMMEHOBAaHHE OpraHU3aluu
(moxpaszenenus), a IpekHee HAMMEHOBAHUE 3aKITI0YACTCS B CKOOKH.

Wupekc nena u 3aroJioBOK JieNa MEPeHOCATCS Ha OOJIOKKY M3 HOMEHKIATypbl nei. Ecmu
JIEJI0 COCTOUT M3 HECKOJbKUX dYacTed, Ha OOJIOKKY KaXXIOro ToMa (4acTH) BBIHOCUTCS OOLIuit
3aroJI0OBOK JieJla U 3arojIOBOK KaX10i 4acTH (IIpH €ro HaJIu4duu).

Jlatoit nen, coaepKalmx pacnopsaIuTebHYI0 JOKYMEHTAIUIO, a TaKXKe JIe]l, COCTOAIIUX U3
HECKOJIbKUX TOMOB (4acTeil), SIBJISIFOTCS KpalHue NaThl JOKYMEHTOB Jielia, TO €CTh JaThl (4HCIIo,
MeCsll, T0J) perucTpanuu (COCTaBJICHHUS) CAMOTO pPaHHErO0 M CaMOro IO3JHET0 JIOKYMEHTOB,
BKIIIOUEHHBIX B 7eno. [Ipu 3TOM neHb Mecsma (Ba 3HaKa) U Toj (YeThipe 3HaKa) 0003HAYAFOTCS
apabckumu 1rQpamu, Ha3BaHUE MeCsa MUIIETCS CIOBOM. Eciu B J€70 BKIIIOYEHBI TOKYMEHTHI,
JIaThl KOTOPBHIX BBIXOIAT 32 KpaiHWE AATHI JieNa, TO MOJ JaTaMH Jeja, ¢ HOBOW CTPOKH JeIaeTcs
3anuch: «B nene uMMeroTcs JOKYMEHTHI 3a..roj (bl)». JlaTel nena MOryT HE YKa3bIBaTbCs Ha
00JIOKKE Jel, COAepKallluX, HAIPUMep, FOJIOBbIC IUIAHBI U OTYETHI, TaK KaK OHU OTPAKAIOTCA B
3aroJIoOBKax Jied.

Jlatramu nena, cofiepsKamiero mpoToKOIbl 3aCeAaHtii, SBISIOTCS JaThl IEPBOTO U MOCIEIHErO
MPOTOKOJIA.

KpaitHuMu matamui TUYHOTO JieNia SIBJSIFOTCS JAaThl TOANMCAHKS TpHKa3a O mpueme (IpH
HAJIMYUU TPYIOBOTO JIOTOBOPA - JIaTa 3aKITF0UEHUs TPYAOBOTO JOTOBOPA) | MpHKa3a 00 YBOJIHHEHUHU
JuIa, Ha KOTOPOe OHO 3aBeleHO. B ciyuae cMepTH nMila, Ha KOTOPOE 3aBEJEHO J1e10, KOHEUHOH
JlaToil sBNIseTCs aTa JOKYMEHTA, U3BELIAlOIEero O ero KOHYMHE.

PekBU3UT «CPOK XpaHEHUs Jenay MEePEeHOCHTCS Ha OOJOXKKY Jela U3 HOMEHKIIATYphI el
1I0CJI€ CBEPKHM €ro CO CPOKOM XpaHEHUs, yKa3aHHbIM B I€peYHE TUIOBBIX JOKYMEHTOB WU B
BEJIOMCTBEHHOM IE€PEYHE JOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHHUS.

Ha nenax mocTossHHOTO XpaHEeHUS MUIIEeTCs: «XPaHUTh TOCTOSTHHOY.

8.35. Tlo okoOHYaHMU TO/Aa B HAANUCH Ha O0JIOKKAaX /e MOCTOSHHOTO W BpeMEHHBIX (cBblme 10
JIeT) CPOKOB XPaHEHWsS BHOCSATCS YTOYHEHHS: TPH HECOOTBETCTBHM 3arojlOBKa NI Ha OOJIOXKKE
COJIEpKaHUIO TTOIIIUTHIX TOKYMEHTOB B 3aTr0JIOBOK JIeJIa BHOCSTCSI U3MEHEHHSI U JIOTIOJTHEHUSI.

HanmeHoBaHMS OpraHHW3alMy W MOIPA3/CICHUsS, TOJ U HOMEp Jejla MOTYT MPOCTABISTHCS

Ha 00JI0’KKE C MOMOIIIBIO HITaMIIa.
8.36. B nensax obecrneyeHHss COXpPAaHHOCTH U 3aKPEIUICHUS MOPSAJKA PACIOIOKEHUS JOKYMEHTOB,
BKIIFOUEHHBIX B JIEJIO, BCE €T0 JINCTHI, KPOME JICTa 3aBEPUTENS U BHYTPEHHEH OMUCH, HyMEPYIOTCS
apabckumu nudpamu BamoBod Hymeparueil. JIucTel HyMepyroTcs rpaUTOBBIM KapaHIAIoOM WITH
HyMepaTtopoM (yrmoTpeOJieHHe YepHHMI W IBETHBIX KapaHAamed ajis HyMepalud JHCTOB He
JIOITYCKAETCs) CBEPXY BHH3, MU(PHI MPOCTABISIOTCS B MPABOM BEPXHEM YIIIy JIMCTa, HE 3a]eBas
TeKcTa JOKyMeHTa. JINCThl BHYTpEHHEN OUCH HYMEPYIOTCS OTIEINIBHO.

JIucThl A€, COCTOSIIMUX U3 HECKOJIBKUX TOMOB WJIM YacTeil, HyMEpYIOTCS M0 KaKIOMY TOMY
WJIA YaCTH OT/EIIHHO.

JIOKyMEHTBI ¢ COOCTBEHHOM HyMepaIueil IMCTOB HyMEPYIOTCS B OOIIIEM MOPSIJIKE.
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Jluct moboro ¢gopmara, MOAMIMTHIA 332 OJUH Kpaid, HyMEpPYeTCsl KaK OJWH JIUCT B MPaBOM
BepxHeM yrity. CIOKEeHHBIH JIMCT pa3BOpauuBaeTCs U HyMepyeTcs B IIPaBOM BepxHeM yriy. Jlucr,
CJIOKEHHBIN M MOAIINTHIN 3a CepeIHY, MOAJSKUT MEPEIINBKEe U HyMepyeTcs KaK OJJUH JIUCT.

Ecin B n1€710 MOAIIMT KOHBEPT C BIOKEHUEM, CHauyala HyMEpyeTcsi KOHBEPT, a 3aTeM
OuYEepEIHBIM MOPSIKOBBIM HOMEPOM KaXK0€ BIOXKEHUE B KOHBEPTE.

Ecnu B Hymepanuu nauctoB fomymieHo Oonee 10 ommOok, Bce 7emo HyMepyeTcs 3aHOBO.
ITpu 3TOM cTapble HOMEpa 3a4€pKUBAIOTCS, U PSJIOM CTAaBUTCSI HOBBI HOMEP JIUCTA.

[Ipy HamUUMM OTAETBHBIX OIIMOOK B HyMEpalMH JHCTOB JOIMYCKAETCS YHOTpeOsieHue

JUTEPHBIX (C OYyKBEHHBIMU JOTIOJHEHUSIMHU) HOMEPOB JIHCTOB.
8.37. Ilocne 3aBepuieHUs] HyMepalMUd JIUCTOB COCTABJISACTCS JIMCT-3aBEPUTEIb JieJla, KOTOPBIN
pacmoriaraeTcss B KOHIEe Jneia. B mmcre-3aBeputene muppamMu U TPOMHCHIO  YKa3bIBaIOTCA
KOJIMYECTBO JIMCTOB B JAaHHOM Jielie, OCOOCHHOCTH OTAENbHBIX TOKYMEHTOB (HESCHBIM TEKCT,
Ppa3pbIBbI, CKIEHKH).

Jluct-3aBepuTenb Jiena IMOANMUCHIBAETCS €r0 COCTaBUTENIEM C yKa3aHHWEM JOJDKHOCTH,
WHHUIAAIOB ¥ (paMUIIHHU, TaTHl COCTABIICHUSL.

KonuuecTtBo 1UCTOB B Jenie, yKa3aHHOE B JIUCTE-3aBEpUTENE Ji€a, IMPOCTaBISETCS Ha
00JIOXKKE fHea.

Ecnu neno meperuiereHo W MOMIIMTO ©O€3 IUCTa-3aBEpUTENsS, TO COCTABJICHHBIN JUCT-
3aBEpUTEIIb MTOIKJIEUBACTCS K BHYTPEHHEH CTOpPOHE 3aHEH 00I0KKH Jiena.

8.38. [lng ydyera TOKYMEHTOB OIpE/IEICHHBIX KaTEeropuii MOCTOSIHHOTO U BpeMeHHoro (cBbimie 10
JIET) CPOKOB XpaHEHUs, YU€T KOTOPBIX BbI3BAaH CHEHU(PUKON TOKYMEHTAllUH, BKJIOYEHHON B /€TI0,
COCTaBJISI€TCS] BHYTPEHHSIS ONUCH JOKYMEHTOB JIeJa, IOMelaeMasi B €ro Hayaio.

BHyTpeHHs onuch BKIIIOYAETCs B JieNa, UMEIOIIE 0CO0YI0 3HAYUMOCTb, a TaKKe B Jiefa,
c(OopMUpOBaHHBIE 0 BHUJAM JOKYMEHTOB, 3arojIOBKM KOTOPBIX HE PacKpbIBAlOT KOHKPETHOIO
COJIep’KaHusl JOKYMEHTOB.

BHyTpeHHss 0nHUCh TOKYMEHTOB JieJla COCTaBISETCs TaKKe Ha OOBEMHBIE JIeNia TTOCTOSIHHOTO
U BpeMeHHbIX (cBbimie 10 J€T) CPOKOB XpaHEHHUs B IENSIX y4deTa U OBICTPOro HaXOXKJICHUS
JIOKYMEHTOB B JIEJI€.

B KoHIle BHYTpeHHEW ONMUCH yKa3bIBaeTCs MU(PPaMU U MPOMUCHI0 KOINYECTBO BKIFOUEHHBIX
B HEE JIOKYMEHTOB U KOJINYECTBO JIMCTOB BHYTPEHHEH OMUCH.

BHyTpeHHsE oOmuch JOKYMEHTOB Ji€fla TOJIHUCBHIBAETCS COCTaBUTENEM C YyKa3aHUEM
JOJIKHOCTH, MHULIMAJIOB U (haMUJIMU, AaThl COCTaBJICHHUS.

Ecnu neno neperuiereHo u nmoaAmuTo 0e3 BHYTPEHHEH ONMucH, TO COCTaBICHHAsi BHYTPEHHSSA

OTKCH TOAKJIEUBACTCSA K BHYTPEHHEH CTOPOHE JIMLIEBOM 00JI0XKKH Jiena.
8.39. JIokyMeHTBI MOCTOSIHHOTO, BpeMeHHBIX (CBhImIE 10 J1eT) CPOKOB XPaHEHUS U MO JIMYHOMY
COCTaBy, COCTaBISIONIME €0, MOMEMIAIOTCS B TBEpJble OOJIOKKH W3 KapTOHA, MOJIIMBAIOTCS B
YeThlpe MPOKOJIa WM MEPerIeTaloTCsl C YUeTOM BO3MOXHOCTH CBOOOJIHOTO YTEHHUS TEKCTa BCEX
JOKYMEHTOB, JaT, BU3 M pPE30JIOIMA Ha HuX. Pe3omonuu pyKkoBOJACTBA, COCTaBICHHbIE Ha
OTJIENbHBIX JINCTaX, MOMELIAIOTCA mepen AoKyMeHToM. [Ipu mHOAroTroBke Jen K MOJIIMBKE
(meperieTy) mpoBepseTCS MPaBUIBHOCTh UX (HOPMHpPOBaHUs, OPOPMIICHUS, BCE TIACTUKOBBIE U
MeTaJJIMYECKHUE KPETUICHHs], a TAKXKe TEPMOIIEPEIIEThI U3 TOKYMEHTOB yIaJSIFOTCSI.

Jlena TOCTOSIHHOTO XpPaHEHMs, COCTOSIIME M3 0CO00 IIGHHBIX WM He(POPMATHBIX
JIOKYMEHTOB, MOTYT MIPHHUMATHCS Ha XPaHEHUE B 3aKPBITHIX TBEPJBIX MalKaxX ¢ TpeMsl KiarmaHaMu
U C 3aBSI3KaMH UJIHM B KOPOOKax.

8.40. Oncu ien cocTaBIIsAIOTCS AEI0IPOU3BOUTENEM.
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Onucu Aen coCTaBIAIOTCS OTAENBbHO Ha JieNla MOCTOSHHOIO XPaHEHUs; Jea BPEMEHHBIX
(cBbimie 10 71€eT) CpOKOB XpaHEHHs; Jiela MO JUYHOMY COCTaBY, JIEKTPOHHBIE Jejia, a TakKe Ha
JieNna, COCTOSIIIME M3 JOKYMEHTOB, XapaKTEpHbIX JJIs JaHHOW opraHuzanuu (cyneOHbIe,
CJIC/ICTBEHHBIC JIeJ1a, HAYYHBIE OTUYETHI [10 TEMaMm).

Ha nena BpemeHHBIX cpokoB XpaHeHus (10 10 JieT BKIOYUTENBHO) OMUCH HE COCTABIISIOTCS,
U B apXMB TaKue JeJia He MepeaaroTCs.

8.41. Onucu nen mpencTaBNISIIOTCS B apXUB OpraHU3allMd HE paHee, YeM 4Yepe3 OJUH TOoJl, U He
NO3/HEE, YEM Yepe3 TPH rojia ocie 3aBEpIIEHUs el B AJIONPOU3BOICTBE.

8.42. OtnenbHasi ONMUCh MPEACTABIIAECT COOON MepeueHb OMUCATENbHBIX CTaTe C CaMOCTOSTENbHOM
MOPSAIKOBOM HyMepalueH, Kax/1as u3 KOTOPBIX JOJDKHA BKIIIOYATh CIEAYIOIUE CBEICHUS:

MOPSAIKOBBIM HOMED Jieia IO OMHCH;

WHJICKC JIeTa;

3aroJI0OBOK J1€Na;

KpailHue JaThl Jea;

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHHS Jena;

pUMEYaHusl.

8.43. Ilpu cocTaBieHHH OIHUCU JENI CTPYKTYPHOTO MOAPA3JICICHUS COOJIIOAIOTCA CIEAYIOUINe
TpeOOBaHUS:

3aroJIOBKU JIeJ BHOCSITCSI B OMUCh B COOTBETCTBUH C MPHUHATONW CXEMOHM cHCTeMaTH3allud
JIeJ1, 3aKPEIICHHON B HOMEHKJIaType JIe;

KaXKJI0€ JIeJI0 BHOCUTCS B OIUCH IO CAMOCTOSITEIIbHBIM TTOPSIKOBBIM HOMEPOM (€CIn JIeTI0
COCTOUT W3 HECKOJIbKUX TOMOB WJIM YacTeW, TO KaXKJbIH TOM WJIM YacTh BHOCSTCS B OMHCH O]
CaMOCTOSITEIIbHBIM HOMEPOM ); TIOPSA0K HyMEpaIluu JIeN B ONUCH - BaJIOBBIA;

rpadbl OMHUCH 3aIOJIHAIOTCA B COOTBETCTBUU C TEMU CBEACHUSMHU, KOTOPHIE BHIHECEHBI Ha
00JIOXKKY J1ena;

omucu «lIpuMedanus» HCMONB3yeTCs AJE OTMETOK O MpHUeMe Jell, OCOOCHHOCTSAX HX
(bU3UYECKOTO COCTOSIHUA, O Tiepeaade AeN APYruM CTPYKTYPHBIM MOJpa3ieleHHeM CO CChUTKON Ha
aKT, O HATMYUU KOTIHH.

8.44. Tlepen BHeceHHWEM 3aroJOBKOB JIeJI B OIKCh IPOBEPSIIOTCS KadyecTBO (POPMHUpPOBAHUS U
odopmIIeHUs J1e], COOTBETCTBHE KOJMYECTBA JI€], BHOCHMBIX B OMNHUCH, KOJTMYECTBY 3aBEICHHBIX
JIeJ1 IO HOMEHKJIAType JeJ1 OpraHu3aliu.

B xonI11e ommmcu Beien 3a moclIeIHEer OMUCaTeIbHON CTaThel 3aIOHIETCST UTOTOBAs 3aIiCh,
B KOTOPOH yKa3bIBatoTcs (IUpaMu U IPOMUCHIO) KOITUYECTBO A€, YUCISIIIUXCS TI0 OMKUCH, TIEPBBIi
U TIOCTIEAHUA HOMEpa Il MO OMKCH, a TAaK)KE OTOBAPHUBAIOTCS OCOOCHHOCTH HYMEpaluH el B
ONUCH (JIUTEpHBIE HOMEPA U MPOMYILIEHHbIE HOMEPA).

8.45. Ommcu €1 COCTaBISIOTCA B JABYX SK3EMIUIApaxX, MOJINUCHIBAIOTCS PYKOBOAUTENIEM
opraHu3aluu 1 cornacossiBatrorcs JK.

8.46. Jlena mocTosIHHOTO U BpeMeHHbIX (cBbIIe 10 J1eT) CpOKOB XpaHEHUs, JOKYMEHTHI [0 TUYHOMY
COCTaBY, AJIEKTPOHHBIE TOKYMEHTHI TIEPEatoTCsl B apXUB OpraHU3allii He paHee, 4YeM uepes rofl, u
HE M03/IHEee, YeM Yepe3 TPU rojia Mocie 3aBepLIeHHs UX B AETONPOU3BOJICTBE.

8.47. Ilpumem Kaxaoro Jeina B apXWMB OpraHU3alMU MPOU3BOJUTCS B MPUCYTCTBUU
nenonpousBoguTens. llpu 3ToM Ha 000MX OJK3EMIUISIpaxX OIMUCH TMPOTHB KAXKIOTO Jena,
BKJIIOYEHHOT'O B HEe, JeJIaeTCsd OTMETKAa O HaJu4MuM Jejia. B KoHIle KaXJaoro 3K3eMIuisipa ONMUCH B
UTOTOBOM 3aIKMCH YKa3bIBAETCS IUPPAMH U MPOMUCHI0 KOINYECTBO (DaKTHUECKU MPUHSITHIX B apXHUB
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JieNl, B TOM 4HCJE 3JEKTPOHHBIX, HOMEpa OTCYTCTBYIOLIUX JI€Jd, JaTa MpueMa- nepegadyu Jienl, a
TaK>Ke MOJIUCH JINIA, OTBETCTBEHHOIO 3a apXMUB, U JIULIA, IEpEAaBILEro Jea.
8.48. Ha nena ¢ MCTEKIIMMU CPOKaMU XPaHEHUS B CTPYKTYPHBIX MOJpPa3AeICHHUSIX OpraHU3allH
COCTaBJISIIOTCS MPEUIOKEHUSI K aKTy O BBIJICJICHUM K YHUUTOXKEHHUIO JTOKYMEHTOB, HE MOJIEKAILUX
xpaHeHuto (o ¢opme, ycranoBieHnoi [IpaBunamu xpanenus). Otmerka «I9IIK» o3nauaer, uTo
YaCTh JIOKyMEHTOB MOKET OBITh OTHECEHA K CPOKY XPaHEHUS «IIOCTOSTHHO .
8.49. Jlena BKJIIOYAIOTCS B aKT O BBLIEIEHMM K YHUUYTOXXEHHUIO JOKYMEHTOB, HE IMOAJIEKAIIUX
XPAaHEHUIO, €CJIM MPEAYCMOTPEHHBIN /Il HUX CPOK XpaHEHUs UCTEK K 1 sHBaps rojga, B KOTOPOM
cocTaBlieH akT. Hanpumep, 3akoHueHnsie B 2014 roay gena ¢ 3-J1€THUM CPOKOM XPaHEHUS, MOTYT
OBITH BKJIIOUEHBI B aKT, KOTOPBIN OyIeT cocTaBiieH He paHee | saBaps 2018 rona.
8.50. Hlema c ormetrkon <«OIIK» mnojnexar mNOJIUCTHOMY HPOCMOTPY B LENSX BbISBICHUSA
JIOKYMEHTOB, MOJJIEKAIIUX MOCTOSHHOMY XpaHEHWUIO. BEHISBICHHBIE B TaKUX Jie€laX JOKYMEHTHI
IIOCTOSSHHOTO ~ XPAHEHMsI BBIICISIOTCS W INPUCOECOUHSIOTCS K OJHOPOAHBIM JI€JlaM  WJIU
(bopMUPYIOTCS B CAMOCTOSITENIbHBIE JIENA.
OcranbHble 10KyMeHTHI Jena ¢ otMeTkor «OIIK» BkirouatoTcs B akT, npu 3ToM oTMeTka «IIIK» B
aKTe HE YKa3bIBAETCA.
8.51. AKT O BBICNCHUUM K YHUYTOKECHHIO JIOKYMEHTOB, HE TMOJUIeKAIIUX XPaHEHHIO,
IpeJCTaBIsieTcss Ha paccMOTpeHue u cornacoBaHue DK  OZHOBpPEMEHHO C OMNUCAMHU JIe]T
MOCTOSIHHOTO XPAHEHUs U 10 JIMYHOMY COCTaBY.
8.52. AKT 0 BBIJICJICHHH K YHHUUTOKEHUIO JOKYMEHTOB, HE MOJUICKAIINX XPaHEHUIO, YTBEPKIAeTCs
pyKkoBoauTeNeM  opraHuzanuu  nocie  yrBepxaeHus OIIK  apxuBHOro  yupexaeHus,
roCy/IapCTBEHHOIO0 WJIM MYHULHUIAIBHOIO apXvBa B COOTBETCTBUHU C IPEAOCTAaBICHHBIMU €MY
MOJIHOMOYMSIMHU ONHCEN JIeNl MOCTOSIHHOTO XpPaHEHUs W COTJIacOBAaHHS ONMUCEH JAeN MO JINYHOMY
COCTaBY, I1OCJIE YETO Jieja, BbICJIEHHbIE IO aKTY K YHUUYTOXKEHHUIO, MOTYT OBITh YHUUTOXEHBI.
8.53. [lena, moanexaniye yHUYTOXKEHHUIO, IEpeAaloTcs Ha nepepaboTKy (yrunmsanuio). Ilepenaua
nen oopMIsieTcst MpUeMO-CIaTOYHON HAKIIaIHOM.

Ilocne yHWYTOXKEHHSI A€l B HOMEHKIJIAType JeJl IPOCTAaBIISIFOTCS OTMETKH, 3aBEpsieMble
MOJIUCHIO JEIONPOU3BOAUTENS, U 1aTOU:
«YHnutokeHo. CM. akT Ne oT . [loanuck, MHUIHATBL, (HhaMUTHS.

854 AKTI)I O BBIACJICHHUHN K YHI/I‘ITO)KGHI/IIO I[OKYMGHTOB, HC ITOoJICKalqux XpaHeHI/IIO, XpaHfITCﬂ
MOCTOSIHHO B JieTie hoHa.

IX. Opranuszanmst 10cTYNAa K J0KYMEHTAM U UX UCIOJIb30BAHUS
9.1. Bplgaua pnen, HaxOOAIIMXCS HA XPAaHEHUU Y JACIONPOU3BOAMUTENS, B CTPYKTYPHBIX

MO/APa3ICNICHUSX OpPTaHU3AINKH PAOOTHUKAM IPYTUX TMOAPA3IACICHUN JIJIT O3HAKOMJICHUSI W (WJIH)
JUIST BPEMEHHOTO HCMOJb30BaHUS B paboTe MPOM3BOAMWTCA IO 3alpocaMm, MOJMUCAHHBIM
PYKOBOAMTENEM CTPYKTYpHOTO TOJpa3fefieHus, 3allpalldBaloIIero J1eno (JIOKYyMEeHT) U ¢
paspenieHus: pyKoBOJUTENS CTPYKTYPHOTO MOJIpa3/IeieHus, JOKyMEHTbl KOTOPOIO 3alpalliiBatOTCs.
9.2. llena, TOKyMEHTHI BBIJAIOTCS BO BPEMEHHOE IMOJIb30BaHUE pa0OTHUKAM OpraHU3alliu Ha CPOK
He 0oJiee OHOTO MECSIIA.

lNocynapcTBeHHBIM opraHam (cyneOHbIM, MIPaBOOXPAHUTENLHBIM, opraHam
roCy/IapCTBEHHOTO0 KOHTPOJIS U HaJA30pa) Jieja U OTAeNbHbIE JOKYMEHTHI BBIJIAIOTCS HA OCHOBAHHH
UX T[HCbMEHHBIX 3allpOCOB C pa3peuleHHs] PYKOBOJIUTENS OpraHu3aldd WIM  HHOTO
YIIOJTHOMOYEHHOTO UM JIUIIA, 10 aKTaM Ha CPOK HE 0OJiee MECTH MECSIICB.

ITpu HEOOXOIMMOCTH CPOK UCIIOIB30BAHUS JOKYMEHTOB MOXKET OBITh MPOIJICH.
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9.3. B nuceMeHHOM 3amnpoce pabOTHUKOB OpTaHU3AIMK O BbIAade TOKYMEHTOB (71e)1) BO BPEMEHHOE
MOJIb30BAHME W3JIAraloTCsl MPUYMHBI, MO KOTOPBIM 3allpallidBaeTcsi 1eno (IOKyMEHT) U LeJb
MCIOJIb30BaHUs JOKYMEHTOB, HAaXO/ISIIMXCS HA ONEPAaTUBHOM XPaHEHHH.
9.4. Ha BrImaHHOE J1€]10 3aBOJUTCS KapTa-3aMECTUTENb, [IOMEIIaeMasl Ha MECTO BBbIJIaHHOTO jAena. B
HEell YKa3bIBAaIOTCS MHJIEKC Ji€a, JaTa €ro BblJayd, KOMY JIeJ0 BbIJIAHO, JjaTa €ro BO3BpAalllECHUs,
npeaycMaTpuBaroTCs rpadbl Ui HOANUCEH B MOIyYEeHUH U TIpUEMe Jena.

Ha mMecTo n3b4TOoro noaMHHUKA JOKYMEHTA JIE€JI0NPOU3BOAUTEND BKJIAIbIBAET B JIE€JIO0 JIUCT-
3aMECTUTENb C YKa3aHHWEM, KOIJa, KOMy M Ha KaKOH CpOK BbIIAaH JOKYMEHT M MOJIUCSIMHU B
MOJIyueHuH U npueme nena. [Ipu aTom B 1e10 moMeniaercs 3aBepeHHas KOnus J0KyMeHTa.

[Tocne pemenust Bompoca, Uisi paCCMOTPEHHSI KOTOPOro Jieyia (I0KyMEHTbI) U3bIMAIUCh TI0
3arpocaM TOCYJapCTBEHHBIX OPTraHOB, MOJUIMHHUKUA JOKYMEHTOB JOJDKHBI OBITH BO3BpPAIEHBI B
OpraHMU3aII0 U IIOMEIICHHI B JIENO.

9.5. B cTpykTypHOM TO/Ipa3ieNIeHUH, BBIJABIIEM €10 (JOKYMEHT), BEJIETCS YUYEeT BBIIAHHBIX eI
(IOKYMEHTOB) ¥ KOHTPOJIb UX CBOEBPEMEHHOT'O BO3BpaTa.

9.6. PaboTHMKHM opraHM3anuu 00s3aHBI 00ECTIEYMBATh COXPAHHOCTH TOJTYYEHHBIX BO BPEMEHHOE
MOJIb30BAHME JIOKYMEHTOB (7es) Ha OyMa)KHOM HOCHUTENE M HCIIOJIBb30BaTh IMONYyYCHHYIO
uH(GOPMAIIMIO B CIYXEOHBIX LIETSX B COOTBETCTBUU C TPEOOBAHUAMHU JIOKATBHBIX HOPMATHUBHBIX
aKTOB. 3ampelaercss mnepenavya MOTYYSHHBIX JOKYMEHTOB WM UX KOMHWM paOOTHUKAM IPYTHX
MOJIpa3ieNieHui UM OpraHu3aIHid.

9.7. W3bsartue (BbleMKa) JOKYMEHTOB, 0Opa3oBaBIIMXCA B JACSITEILHOCTH OpraHU3AINH,
MIPOU3BOAUTCS B COOTBETCTBUHM C 3aKOHOAATENBCTBOM Poccuiickoit deaepanuu.

9.8. N3bsaTHe (BbleMKa) TOKYMEHTOB MPOU3BOJAUTCS Ha OCHOBAHWU NMUCBMEHHOI'O PACIOPSKEHUS
(OCTaHOBJIEHUSI) COOTBETCTBYIOIIETO OpraHa BJIAcTH C pa3pelieHHs PYKOBOAMUTENS OpraHU3aluu
WJIM UHOTO YIIOJTHOMOYEHHOT'O UM JIMIIA C U3BELIEHUEM PYKOBOJIUTENS MOAPA3/IEICHUS, TOKYMEHTbI
KOTOPOT'O U3BIMAIOTCHI.

9.9. ®akT u3bBATHS (BBIEMKH) JTOKYMEHTOB (PMKCHPYETCSl B MPOTOKOJIE (aKT€) U3BATHUS (BBIEMKH)
JIOKYMEHTOB, KOTOPBIH COCTaBJISIETCS HE MEHEe 4YeM B JBYX JK3EeMIUIIpax M MOJIHCHIBAeTCS
YIIOJIHOMOYEHHBIMU TIPEJCTABUTENSIMA OPraHU3allid U COOTBETCTBYIOILErO T'OCYIapCTBEHHOI'O
oprana. K mportokoiy (akTy) npuiaraercs ornuch (peectp) U3bSThIX JOKYMEHTOB (J1€1).

9.10. Ilpu n3pATHN MOATMHHUKOB JOKYMEHTOB B JIE€JIO ITOMEIIAETCS 3aBEepEHHast KOMUs TI0KYMEHTa,
Ha 000poTe KOTOpOH YKa3bIBae€TCsi OCHOBAHME H3BATHS IMOJJMHHUKA, CPOK BO3BpaTa, Jara U
MOJMUCH PAOOTHHKA, OTBETCTBEHHOT'O 3a ((OPMHUPOBAHHE W/WUIIH XpaHEHUE JeNa.

9.11. ITogIMHHUK TOKYMEHTA, U3BATHIA W3 JieJla HA OCHOBE COOTBETCTBYIOUIErO PEUIECHHUS], MMOCIE
paccMOTpeHHs U pelIeHHs BONpOca, BO3BPAILAETCS B JIEJI0, IIPU ATOM KOIHMs, IOMEIIEHHas B JeJI0
BMECTO MOJTUHHHUKA, U3BIMACTCH.

X. MH3roromieHune, y4yer, HCHOJb30BAHHE W XpaHeHUHe TmeyaTeil, ITAMIOB, O0JAHKOB

AOKYMEHTOB, HOCUTeJIel JIeKTPOHHBIX MOANMCEH

10.1. O6pa31sl 6J1aHKOB JOKYMEHTOB YTBEPXKJIAIOTCS B COCTaBE HHCTPYKITUH 1O JASIOMPOU3BOICTBY

WM TIPUKA30M PYKOBOJIUTEINS B COCTaBE KOMILIEKTa OJIAHKOB.

10.2. B opranuzamuu A MOATOTOBKH JOKYMEHTOB MOTYT HCIIOJIb30BAThCsl OJAHKU TOKYMEHTOB,

U3TOTOBJICHHBIE TUIIOTPACKUM CIIOCOOOM HITH CPEJICTBAMU OTIEPATUBHOM MOTUTpa(HH.
Opranuzanuu BOpaBe MpH MOATOTOBKE JOKYMEHTOB HCIIOJIb30BATh AJIEKTPOHHBIE AOIOHBI

OJIaHKOB. JICKTPOHHBIC ITA0JOHBI OJIAHKOB JOJKHBI COOTBETCTBOBAaThH oOOpasiam OJIaHKOB,

YTBEPKACHHBIX PYKOBOIUTENIEM OPraHU3aI|H.
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10.3. bnanku opraHu3alMOHHO-PACTIOPAIUTENBHBIX JTOKYMEHTOB, MPUMEHSAEMbIE B OpraHU3alluu,
HE MOTYT IIepejaBaThCs APYTUM OpPTaHU3ALMIM, JOHKHOCTHBIM U (PU3UYECKUM JIULIAM.

10.4. B opranumszanuu B CcOOTBETCTBUM C DenepaibHbIM KOHCTUTYLIMOHHBIM 3aKOHOM «O
['ocynmapctBenHoM rep6e Poccuiickoit denepanun» U yCTaBOM OpPTaHU3AIMH HCTIOIB3YETCs eUaTh
¢ BocmpousBeaeHueM [ocynapcrBenHoro repba Poccuiickoit ®enmepanuu (manee - Tedath
OpraHU3allNH).

B opranmzamnuu MO>KeT HCIONB30BAThCS MITAMIl (IMITaMIbl) ¢ (HAKCUMUIBLHOW TOJIMUCKHIO
PYKOBOAMTEIIS.

[Topsanok HCMONBb30BaHUS IITAMIOB C (PAaKCUMUIBHOW MOJMUCHI0 PYKOBOJIUTEINS, BUIbI
JOKYMEHTOB, TOAMHUCHIBAEMBIX (AKCUMUJIBHOW TMOJINHUCHI0  YCTAHABIMBACTCS  JIOKAJIbHBIM
HOPMATHBHBIX aKTOM OpraHU3aliu.

10.5. TIlewats opranmzamuu c BocmpousBeleHHeM [ocymapcTBeHHoro repba Poccuiickoit
®denepannu  A0HKHA COOTBETCTBOBAaTH TpeOoBaHusiM, ycraHoBieHHbIM ['OCT P 51511-2001
«Ilewatn c BocmpousBeneHueMm locynmapctBenHoro rep6a Poccuiickoit ®enepamuu. Popwma,
pa3Mepbl U TEXHUYECKUE TPEOOBAHUSI.

10.6. Ilewatn u mTammnbl OpPraHU3allMd HM3TOTABIMBAIOTCA B KOJIMYECTBE, HEOOXOIUMOM IS
OCYIIECTBIICHUSI PAOOTHHKAMH OpraHW3allud BO3JIOKEHHBIX Ha HHUX ¢yHKuil. Pemenue 06
M3rOTOBJIEHUM M KOJIMYECTBE OHK3EMIUIIPOB I€YaTed M IUTAMIIOB IMPUHUMAET PYKOBOJUTEIb
OpraHu3aluu.

10.7. IleyaTpr0 OpraHu3anuy 3aBEPSIOT IOJUIMHHOCTb MOJNUCU PYKOBOJMTENS OPraHHU3aluu U
WHBIX YIIOJHOMOYEHHBIX WM JIHI], Ha JOKYMEHTaX W KOMHUSAX JTOKYMEHTOB B COOTBETCTBUM C
nyHKTOM 2.40 HacTOsAIIEH HHCTPYKITUH.

10.8. IleyaTn W MmTaMIbl BBIAAIOTCSA MJIs MCIOJIB30BaHHUS PaOOTHUKAM, OTBETCTBEHHBIM 32 HX
WCIIOJIb30BAaHUE M XpaHEHHE TOJ] MOMUCH B KypHAJIe y4yeTa redareid ¥ MTaMIloB. YUeT nevarei u
HITaMIIOB OPraHU3allMK BEIET JEIONPOU3BOUTEND.

10.9. IIpu ucnonp3oBaHUM B pabOTe MeyaTH M INTAMIIbl XPAaHATCA B 3amHparoluxcs mkadax
(cetihax) paOOTHUKOB, OTBETCTBEHHBIX 33 XpaHEHHUE U UCIIOJIb30BaHUE TIeUaTel U ITaMIIOB.

10.10. Ilepenaua meyaTeil ¥ WITAaMIIOB OCTOPOHHHUM JIMLIaM HE JOmNyckaercs. BolHOC medarei u
IITAaMIOB 3a MpEAeNbl OpraHU3allid BO3MOXXEH B MCKIIOUUTENBHBIX CIIy4asX IO PEHICHUIO
PYKOBOJCTBA OpraHU3aIMK (HapuMep, IPH MOAIMTUCAHUN JOTOBOPOB).

10.11. Ilpumenmme B HErOAHOCTh W YTPATHBIIME 3HAYEHWE I€YATH M IITAMIbl TOJJIEkKAT
[EHTPATM30BAaHHOMY VHUYTOXKEHHWI0. [leyaTw yHHYTOXKAIOTCS MO aKTy C COOTBETCTBYIOIIEH
OTMETKOH B )ypHaJje ydeTa neqare v ITaMIIoB.

10.12. Ilpu nepenaue opraHu3anedl ANEKTPOHHBIX JOKYMEHTOB Ha AJIEKTPOHHBIA aJpec Ipyroi
OpraHu3alMii B OpraHu3alMd W €€ NOJAPA3JEICHUsAX MOTYT HCIOJIb30BAaThCA YCUJICHHBIC
HEKBAU(UIIUPOBAHHBIE AJIEKTPOHHBIC TOIMUCH W/WIH MPOCThIC DJIEKTPOHHBIE MOAMUCU (Jlanee -
JIEKTPOHHASI MOJMKUCH) B cOOTBETCTBUU ¢ PenepanbHbIM 3akoHOM 0T 6 ampens 2011 r. Ne 63-P3
«O0 2IEKTPOHHOM TTOTUCH.

10.13. T'maBHBI OyxrajTep OpraHU3alMA BEIET Yy4YeT KIIIOYeH DJIEKTPOHHBIX TMOAMKUCEH B
CIIEMAJIbHOM XypHase. Bpiaaua MarepruanbHbIX HOCHTENEH 3JEKTPOHHOW MOANUCU U UX BO3BpAT
M0 UCTEYEHUH CPOKa JEHCTBUS OCYIIECTBISETCS MO MOANKUCH pabOTHHKA B )KypHaJe.

10.14. Co3panue mapoisiell Uil NMPOCTON 3JIEKTPOHHOW MOJIMCH OCYLIECTBISIETCS B TMOPSAKE,
YCTaHOBJICHHOM JIOKaJIbHBIM HOPMATHUBHBIM aKTOM OPraHU3alli{, YCTAHABJIMBAIOLIUM MOPSIOK
MCIIOJIb30BaHUs DJIEKTPOHHBIX MOANUCEH TIpU paboTe ¢ JOKYMEHTaMHU.
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10.15 Kitto4 351eKTpOHHOM TOANKCH SBIIAETCS KOH(UICHIINATLHON WH(pOpMaIMen 1 3aluIacTcs B
COOTBETCTBUU C 3aKOHOJATEIbLCTBOM Poccuiickoit denepanum.

COI''TACOBAHO

MeToaucT Mo apXuBHOMY JCJIONPOU3BOJICTBY
MY «ubopmMaimoHHO-METOANYECKU IIEHTP» T.
VXTHI

/ /

« » 20 I.
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[Tpunoxxenue Ne 1
MyHuuunajgibHoe J0IIK0JIbHOe 00pa3oBaTeibHOE YUpeKIeHue
«Jlerckmii cag Ne 66 KOMOMHHUPOBAHHOI0 BHIA)
MAOY «/l/¢c Ne 66»

ITPUKA3
« » 20 1. Ne

r. YxTa

O mepax no npoduinakruke u 6opsde ¢ rpunnom u OPBU

Ha ocHoBanum mnpukaza MyHUIUNATBHOTO YUpEeXIEHUs «YTpaBieHHEe O0pa30BaHUMD»
aagmuHuctpanuu MOI'O «YxTa» ot Ne «O6 ycuneHuu npoduIaKTHIECKON
paboThl», ¢ LEIbI0 MPEeayNpPexaACHUs pacnpocTpaHeHUus: MHPEKUHOHHBIX 3aboneBanuiit B MIOY
«d/c Ne 66 mp K a3BblBalo:

1.  VYrBepauTh  IJaH  MEpPONPHATHH O  OpraHu3aluu  HOPOPWIAKTUYECKUX U
OPOTUBOAMUIEMHUECKUX MeponpustTuii no ©6opbde c¢ rpunnoMm u OPBUM cormacHo
npuiiokeHnto Nel;

(98]

4. KoHTposb 3a UCMIOJTHEHHEM ITPHKa3a OCTABIISIO 3a COOOM.

3aBeqyronuit N. . ®omnuéna
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[Ipunoxenne Ne 2

MyHununajibHoe J0IIKOJbHOEe 00pa30oBaTeibHOE YUpesKIeHne
«Jlerckuii cag Ne 66 KOMOMHUPOBAHHOTO BUIA)
MAOY «ll/c Ne 66»

r. Yxra

ara
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[Ipunoxenne Ne 3

MyHuuMnajdbHOe YUYpeskIeHue «¥YXTa» Kap KbITHIbIH MYHUIUNAAbHO
«YnupasJiienne 06pa3oBaHUusMD» IOKOHJIOH aAMUHHUCTPauusica
aAMUHUCTPAIUM MYHHUIUNAJILHOTO 00pa3oBaHus «M636¢ BeOAOMOH BeCHKOLIAHI»
TOPOACKOI0 OKpyra «Yxra» MYHMUHMNAJbHON yupexaeHue
MyHuuunajabHoe J0KOJbHOE «66 Ne-a yeassapboc BHA3AHIH»
oOpa3oBaTeJibHOE yUpeKaeHue IKO0J1a0/3 BeJogaH
«Jlerckmii cag Ne 66 KOMOMHMPOBAHHOIO BUAA» MYHMUHMNAJbHON yupexaeHune
MAOY «J/c Ne 66»

169312, Pecnyommuka Komu, r. Yxrta np-t Jlenuna, 41-a, Ten. 8(8216) 77-25-85, 8(8216) 72-20-95
e-mail: detsadik66@gmail.com  agpec caiita: http://ds66.edu-ukhta.ru/
OKIIO 85380984 OI'PH1081102003377 MHH/KIIIT 1102060258/110201001
N

Ha N oT
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[Tpunoxenue Ne 4

Ilepeuenn yTBepsKaaeMbIX TOKYMEHTOB

1. AKTBI (IPOBEPOK, PEBU3UI; CIIMCAHUS; SKCIIEPTU3BL; TUKBUIALMN OpraHu3aluil).

2. ['paduxu paboT, OTITYCKOB, CMEHHOCTH.

3. WHCcTpyKLINH, TOJKHOCTHBIE HHCTPYKIIHH.

4. Knaccugukaropsl HHPOpMAILIUU, TOKYMEHTOB.

5. MeTtoanyeckie peKOMEHIallui, METOJMUECKUE YKAa3aHUS U METOIHUKH.

6. Homenknatypa jen opraHu3aiuy.

7. Hopmbl 1 HOpMaTuBBI (BpeMEHH, YMCIEHHOCTH PAaOOTHHKOB, PAacXoAa CBHIPbS M MAaTEpHUaoB,
AIEKTPOIHEPTHH ).

8. Onucu nen (IOCTOSHHOrO, BPEMEHHbIX (cBbllie 10 JIeT) CPOKOB XpaHEHUS U MO JINYHOMY
COCTaBy).

9. [Tepeunu (omKHOCTEH, OpraHu3anuii, BUJI0B HH(GOPMALUU, TOKYMEHTOB).

10.  TlomuTHKH.

11.  TIlonoxenwus (0 moapa3aeieHUsX, IPEMUPOBAHUH, ATTECTALHN ).

12.  Tlopsaxwu.

13.  TlpaBuia.

14.  PernameHTsI (B TOM YHCIIE pEriIaMEHThI OU3HEC-TIPOLIECCOB).

15. Cranpaptsl opraHu3aiuu.

16.  VYcrassL

17.  YuudumupoBanHsie GOPMBI JOKYMEHTOB.

18.  UlraTHOe pacmucaHue.
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[Ipunoxenne Ne 5

Ilepeuens HeperncTpupyeMbIX BXOASIIUX TOKYMEHTOB

1. Amkersl (pe3tome), HampaBIsieMbIC B LIEISIX TPYAOYCTPOHCTBA.
2. bByxranrepckue NOKYMEHTHI (OyXraiaTepckas OTYETHOCTb, CHeTa, cueTa-(pakTypbl, aKThl CBEPKU
B3alMOPAaCcUY€TOB, aKThl IPUEMKH-TIEPEIaYl OCHOBHBIX CPE/CTB, TOBAPHbIE HAKIIAHBIE).

3. TOCTsI, TeXHUYECKHE PETJIAMEHTBI, PYKOBOJISIIME W JAPYIHe JOKYMEHTHI 10 TEXHHYECKOMY
PEryJIMPOBAHMIO U CTaHAAPTU3ALUU.

4. T'paduku, HapsIbI, 3aIBKH.

5. JlokyMeHTBI (TIPOEKTHI JOKYMEHTOB), TPEOYIOIIHME MOAMUCaHUs (COTJIACOBAHMSI, YTBEPIKICHUS) U
MOCIEAYIOIIEr0 BO3BpaTa.

6. KoHKypCHas JOKyMEHTAIHS.

7. HayuyHO-TexHHYECKas M IPOCKTHAS JJOKYMCHTAIHSI.

8. KoppecnonaeHius, aapecoBaHHas pabOTHUKAM OPraHH3alUH ¢ TIOMETKOM «JIHIHOY.

9. TleyarHsble u3gaHus (KHI/IF ", XYpHAaJbI, ra3eTBI), KaTaJIOTH, TCEXHHUYCCKasA JIMTeparypa,
TEMATHUYCCKHUC U CIICIHMAJIBHBIC C60pHI/IKI/I, I1JIaKaTHhI.

10. H03,I[paBI/ITeJ'IBHBIC ImMcCbMa MW TCICIPAMMEI, 6HaFO,Z[apCTBeHHLIC nucbMa MW TCJICTPAMMEIL,
MMPpUrIaCUTCIbHLIC OMJIETEL.

11. TIpeiickypaHThi.

12. TlpurnacurenbHbie OWUIETHI, IPUTIIANICHUS.

13. TIporpammbl KOH(EPEHIHIA, COBSIIAHUH.

14. Pexnamupie MaTepuaiibl (TUCbMa, TIUCTOBKH, IIPOCIIEKTHI, OYKIIETHI).
15. YueOHble raHbl, IPOrpaMMBbI.

16. ®opmsbl 1 61aHKH, B TOM YHCie POPMBI CTATHCTHYCCKOW M HHOM OTYETHOCTH.
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