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PEOEPAJIbHOE APXUBHOE AFEHTCTBO
NMPUKA3
ot 11 anpenst 2018 ropa N 44

06 yTBepxaeHun NMpuMepHON MHCTPYKLIMK MO [eNONPOM3BOACTBY B rOCYAapCTBEHHbIX
opraHuM3aumsx

B cooTBeTCcTBMU C NnoAnyHKTOM 5 nyHkTa 6 lNonoxeHns o ®enepanbHOM apxXMBHOM areHTCTBE, YTBEPXAEHHOro
Yka3som [MpeaugeHta Poccwuiickon Penepaumm ot 22 mioHa 2016 r. N 293 "Bonpocbl dPenepanbHOro apxmBHOro
areHtcTBa" (CobpaHne 3akoHoaaTenbcTBa Poccuiickoin depepaunn, 2016, N 26, c1.4034),

npuKasblBato:
YTBEpPANTL Npunaraemyto MpUMepHyo MHCTPYKLMIO MO AENONPOM3BOACTBY B FOCYAAPCTBEHHbBIX OPraHn3auusXx.

Pykosoantenb
A.H.ApTn3sos
3aperncTtpmupoBaHo
B MuHuMcTepcTBE oCTMLUN
Poccuiickon depepaumu
17 asrycta 2015 roga,
pernctpaunoHHbii N 51922
YTBEPXOEHA

npvkasom denepanbHOro
ApPXMBHOrO areHTCTBa
ot 11 anpensa 2018 roga N 44

anIMepHaFI UHCTPYKUMSA NO OeNonpou3BoactBy B rocynapCTtBeHHbIX opraHn3auusax

. O6wme NonoxeHus

1.1. lMpumMepHas MHCTPYKUMS NO OEeNONpOM3BOLCTBY B rOCYLAPCTBEHHbLIX opraHusaumax (panee - lNMpumepHas
MHCTPYKLUMA) padpaboTaHa B cooTBeTCTBUM C lNonoxeHnem o PenepanbHOM apxMBHOM areHTCTBE, YTBEPXAEHHbIM
Ykasom lMpeanneHta Poccuitickon depepaumm ot 22 umoHs 2016 ropa N 293 (CobpaHume 3akoHOAATENbCTBA
Poccuiickon ®epepaunn, 2016, N 26, c1.4034), a TakXe B COOTBETCTBMM C 3aKOHOOATENbLCTBOM Poccuinckon
depepaunm B cdhepe MHGOPMaLUM, OOKYMEHTauuW, apxXMBHOrO Lena, HauuMoHanbHbIMM CTaHjapTaMmu B cdpepe
ynpasneHnsi [OKYMEeHTaMu.

1.2. MpumMepHas WMHCTpyKuMs paspaboTaHa B LENsSX COBEPLEHCTBOBAHMS [LENONPOU3BOLACTBA U MOBbIWEHNS
9O PeKTUBHOCTU paboTbl C OOKYMEHTaMy MyTeM perfamMeHTauuvM Ha eOVHON MpPaBOBOW M METOAUYECKON OCHOBE
npasun NOATOTOBKM AOKYMEHTOB, TEXHOMOMMA paboThbl C HAMM, OPraHn3aumMn Nx TEKYWEro XpaHeHns U NOAroTOBKU K
nepenaye B apxve opraHM3aluu.

1.3. MpuMepHast MHCTPYKUMSI ycTaHaBNMBaeT TpeboBaHNs K JOKYMEHTMPOBAHMIO yNpaBneH4Yeckoi AedaTenbHOCTH
W opraHusaumn paboTbl C [OKYMEeHTamy B [OefOoNpOM3BOLACTBE rOCYOAPCTBEHHbIX OpraHvus3auui (manee -
opraHv3aums), He3aB1CKMMO OT UX OPraHN3aLMOHHO-NPABOBO HOPMbI, LENE N BULOB AeSTENbHOCTU.

1.4. TMonoxeHns lMpUMepHOI WMHCTPYKUMU pacnpoCTPaHSIOTCA Ha opraHmM3auuio paboTbl ¢ OpraHU3aunMoHHO-
pacrnopsanTENbHbIMA JOKYMEHTaMU HE3aBWCUMMO OT BuMAA HOCUTENS, BK/OYas MOArOTOBKY, PErucTpaumio, yyet u
KOHTPONMb WCMONIHEHUS1 OOKYMEHTOB, OpraHvM3aumMio WX TEeKYLWero XpPaHeHWUs, OCYLWECTBASEMbE C MOMOLbIO
VNHOPMALIMOHHO-KOMMYHUKALUMOHHBIX TEXHOOMUIA.
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1.5. OcobeHHOCTN opraHu3aumm paboTbl C LOKYMEHTAMU, COLEPXALLMMU MHCPOPMALMIO OFPAaHUYEHHOrO fOCTyna
(koMMepYeckyto TaliHy, MepcoHaNbHble AaHHble W WHYK KOHMUAEHUMANbHYIO WHAOPMALMIO), PErynupytoTcs
0TAEeNbHBIMU HOPMATUBHBIMY aKTamu, yTBEP X AAEMbIMU PYKOBOAMTENEM OpraHM3aumn.

1.6. OpraHu3auusi, BefeHVWe 1 COBEPLEHCTBOBAHME [ENONpPOU3BOACTBA HA OCHOBE €LOMHOW MOAUTUKA W
NPUHLUMMNOB, NMPUMEHEHNE COBPEMEHHbIX MHMOPMALMOHHBIX TEXHONOrW B paboTe C AOKYMEHTaMu, METOAMNYECKOe
PYKOBOLACTBO M KOHTpONb cobnogeHns nopsnka paboTbl C AOKYyMEHTamMuM B NoOpasfefieHnsx opraHusaumn
BO3NaraeTcs Ha CTPYKTYpHOe nonpasfeneHne, OTBETCTBEHHOE 3a BeleHue oenonpoussoacteal (panee - Cnyxba

[enonpovsBoacTBa).

1B opraHmsaumsx ¢ HebonbwuMm 0b6bEMOM LoKyMeHToobopoTa dpyHkuMn Cnyx6bl LenonpousBoncTBa MOryT
BbINMONHATHCA pabOTHVKOM (OEoNPOoV3BOANTENEM, CEKPETAPEM).

Cny>K6a aenonpon3soactea opraHun3aunm ,D,el7ICTByeT Ha OCHOBaHUN MNOJIOXEHUS O Hewn, yTBepxnaemoro
pykoBOAMTENIEM oOpraHmMs3auum un onpejengiowero 3afadvu un  yHKUuMM nogpasfeneHns, ero npasa u
OTBETCTBEHHOCTb.

1.7. OTBETCTBEHHOCTb 3a OpraHu3aunio paboTbl ¢ AOKYMEHTaMM B NOAPA3AENEHNsIX OpraHM3auuy Bo3naraetcst
Ha pyKoBOOMTENEN 3TWX nogpasneneHuit. HemocpencTBeHHOe BedeHVe Oenonpov3BOACTBA B MoApas3aeneHusx
opraHv3auum OcCylecTBNseTCcs OeNonpou3BOAUTENEM WAN WHbIM PABOTHUKOM MoApasfeneHnsl, Ha KOTOpOoro
BO3/10XeHbl 06513aHHOCTM MO BEAEHUIO AeN0NpoM3BOACTBA (Aanee - AeNONPON3BOANTENb NOAPA3AENEHNS).

1.8. [LOnXHOCTHble 0653aHHOCTW, MpaBa WM OTBETCTBEHHOCTb PaboTHWMKOB Crnyx6bl Oenonpov3BOaCTBa,
nenonpounssoanteneit nogpasfeneHuini 1M UHbIX pPaboTHMKOB, OTBETCTBEHHbIX 3a oOpraHusaumio paboTbl C
IOKYMEHTaMU, ONpenensitoTcs AONXKHOCTHBIMU UHCTPYKLIMSIMA.

1.9. Ha nepvon oTnycka, KOMaHAMPOBKM, GONE3HU WM B Cryyae YBONbHEHUS PabOTHUKU CTPYKTYPHbIX
nogpasgeneHvuin  opraHmsaumu o06si3aHbl NepegaBaTb  BCE  HAXOASWMECS Ha  WCMOMHEHUW  OOKYMEHTb
LenonponsBoaMTENIO NoApa3AeneHust unu opyromy paboTHUKY MO yKasaHUo pyKOBOAMTENS Noapa3aeneHus.

I'Ipvl CMeHe Jenonpoun3soantensd nogpa3neneHns coctaBndaeTcd akT npnema-nepenadyn 0OKyMeHTOoB 1 oern.

1.10. ConepxaHue cnyxebHbix OOKYMEHTOB He MOAJEXWT pasrnaweHuio. BaammopeicTeue co cpenctsamu
MaCCOBO MHghopMaLUK, Nepenaya UM Kakon-nnbo MHpopMaLmMm Unm [OKYMEHTOB 1 MX KOMMWIA LONYCKaeTCs TOMbKO C
paspeLeHns pyKkoBOANTENS OpraHn3alny Man MHOro YNoAHOMOYEHHOrO UM AOIXHOCTHOMO nnua.

PaboTHUKM  opraHuMsaumm HecyT  AWCUWMNIUHAPHYKO, AOMWHACTPATMBHYIO U WHYIO,  YCTaHOB/IEHHYIO
3aKkoHopatenbctBoM Poccuitckoii Pepepauun, OTBETCTBEHHOCTb 3a HapyleHWe CPOKOB XPaHEeHUS OOKYMEHTOB,
yTpaTy 1 HECaHKLIMOHNPOBAHHOE YHNUYTOXEHNE CNyXeOHbIX AOKYMEHTOB2.

2Ctatbm 192, 193 Tpymosoro kogekca Poccuiickoii ®epepaunn; nyHkTel 2; 15.11 ctatbu 13.25 Kopekca

Poccuiickoin ®epepaunm 06 afiMUHUCTPATUBHBIX NPaBOHaPYLWeHUsX; ctaTtbhs 7 defepanbHOro 3akoHa oT 6 nekabps
2011 r. N 402-d3 "O 6yxrantepckom yyete" (CobpaHune 3akoHogaTenbctea Poccuiickoin depepaumn, 2011, N 50,
cT1.7344; 2013, N 26, ¢1.3207; 2013, N 27, c1.3477; 2013, N 30 (HacTtb |), cT.4084; 2013, N 44, c1.5631; 2013, N 51,
CT.6677; 2013, N 52 (YacTb I), c1.6990; 2014, N 45, c1.6154; 2016, N 22, ¢1.3097; 2017, N 30, cT1.4440; 2018, N 1
(HacTb I), cT.65).

1.11. Tpwu yTpaTe [OKYMEHTOB [eNonpoM3BOAMTE/Nlb MOApa3feneHust WHPOPMUPYET  PYKOBOAUTENS
CTPYKTYpHOro nompasgeneHns n Cnyx6y Lenonpou3BoACTBa OpraHu3auuu, rnocne 4Yero OopraHu3yeTcst po3bicK
LOKYMEHTOB.

Ecnm PO3bICK OOKYMEHTOB He JpOaeT pe3ynbTtata COCTaBNndeTcsaA akT, B KOTOPOM YyKa3blBAalOTCA [OaHHbIe
yTpa4eHHOro nAOKyMeHTa, a TakKXe O6CTOﬂTeﬂbCTBa, npu KOTOPbIX npou3owna yTtpara, nnocne 4ero
npeanpnHnNMaroTCa Mepbl NO 3aMeLlleHNt0 JaHHOro JOKYMeHTa 3aBepeHH0|7| Konuemn OOKYyMeHTa.

1.12. Ha ocHoBe [MpuMepHOl MHCTPYKLMU B OpraHm3aumn paspabatbiBaeTcs MHAMBMAYaNbHASA UHCTPYKUUS NO
[.enonpon3BoaCTBY, yTBepXAaemas pykoBoanTenem opraHnsawmm.
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1.13. B uensax opraHmsaumm paboTbl C LOKYMEHTaMu B counmanax opraHm3aumm n o60cobneHHbIX CTPYKTYPHbIX
noapasfneneHnsx Moryt ObiTb BBEAEHbl WMHCTPYKUMU MO opraHusauum paboTtbl C AOKYMEHTamu, OOMOJHsWme
WHIOMBUAYANbHYIO MHCTPYKLIMIO MO AE0NPOM3BOACTBY OpraHnsaunmy, Ho He NpoTMBopeYalymne ein.

1.14. NpaBuna paboTbl C AOKYMEHTaMn B CMCTEME 3NEKTPOHHOro LOKyMeHToobopoTa opraHusauun (oanee -

C3) 1 MHbIX MH(OPMALMOHHBLIX CMCTEMAX, B KOTOPbIX OCYWECTBASETCA CO34aHue (BKMIOYEHME) U XpaHeHue
JOKYMEHTOB, HE O0JIXHbl BXOANTb B MPOTMBOPEYNE C NONOXEHNAMU [pUMEPHON MHCTPYKLUUN.

Il. LokyMeHTUpoBaHue ynpaBfieH4eCKOWN AesTeNIbHOCTU

2.1. B cooTtBeTcTBMM C 3akoHomaTenbcTBoM Poccuiickon denepauunn, nokanbHbIMA HOPMATUBHBLIMA aKkTamu B
opraHMsauumn n3garTcs opraHM3aunoHHO-pacnopaanTeNbHbIE OOKYMEHTHI.

2.2. OpraHn3aumnoHHo-pacnopsanMTenbHble JOKYMEHTbl, CO30aBaeMble B AEATENbHOCTY OpraHu3auumn, OONXHbI
6blITb  OCPOPMJIEHbl MO  MpaBwWnaM, YCTAHOBMIEHHbIM WHOVMBMAYaNbHOW WHCTPYKUMEH Mo AeNonpov3BOACTBY
opraHusauuu.

BHocuTb kakue-nmbo wcnpaBneHuss unu nobaBneHns B NOAMUCAHHbIE (YTBEPXAEHHbIE) AOKYMEHTbl He
nonyckaeTcs.

2.3. OcobeHHOCTN OCPOPMNEHUS OOKYMEHTOB, CO34ABAEMbIX B CTPYKTYPHbIX NMOAPA3AeNeHUsx opraHusauum u
oTpaxatruwmnx CI'IeLJ,I/ICbVIKy nx 0esaTeNibHOCTW, a Tak>Xe npasnna opraHnsaunmn pa6OTbI C OAaHHbIMWN OOKYMEeHTaMn MoryT
yCTaHaBnMBaTbCs OTAEMNbHbIMW NIOKaNbHbIMA HOPMATUBHBIMK aKkTaMn OpraHn3aumu.

2.4. CospaHve OOKYMEHTOB B oOpraHusauuu, ncnonbayowein C3L, B uensax nosblweHUs 3¢pdeKTUBHOCTH
ucrnonb3oBaHns CO[l, ocylwecTBnsieTcs C MCMNONb30BaHMEM WabnoHOB 6naHKOB [LOKYMEHTOB W  wabnoHoB
LOKYMEHTOB.

SHeKTpOHHbIe wabnoHbl 6naHKoB OOKYMEHTOB LOO/1XHbl 6blTb MOEHTUYHBI BnaHKaMm OOKYMEHTOB Ha 6yMa)KHOM
HocuTtene.

2.5. Ina co3paHus LOKYMEHTOB, OTpaxalowmx Cneunduky [esTenbHOCTM CTPYKTYPHbIX MoApasneneHuii
opraHv3auuu, 1 ynpasneHus JaHHbIMW AOKYMEHTaMn MOryT UCNOMb30BaThCA APYrne MHPOPMALMOHHbIE CUCTEMDI.

2.6. [JokyMeHTbl opraHusaumm opopMnaoTcst Ha 6naHkax unm ctaHoapTHbIX nuctax 6ymaru popmata A4.
2.7. Insi n3rotoBneHns DOKYMEHTOB B OpraHvM3auuny UCnonb3yoTCs:

6naHK npukasa;

6naHK pacrnopsiXeHus:;

6J'IaHK nncbMa Ona BedeHusa nepennuckn C opraHundaunsamn n rpaxpgaHamuy, HaxoOosaAWwUMUCA Ha Tepputopun
Poccuiickon ®enepauuu;

6naHKk nuMcbMa C PEKBM3UTaMW Ha PYCCKOM M OOHOM M3 WMHOCTPAHHbLIX SA3bIKOB AN BEAEHWUS MNepenuncku ¢
3apybeXHbIMY KOPPECTOHOEHTaMK.

Mo peweHWto PyKOBOAWUTENS B OpraHM3auMm MOryT UCMONb30BaTbCs Apyrve 6naHku: 6naHk  nucbma
PYKOBOAWTENS OpPraHn3aumm UM NHOro YNosHOMOYEHHOrO UM nvua, 6naHk npoTokona, 6naHk nMcbMa CTPYKTYPHOro
noapasaeneHus.

Lns ochopmneHus pesontounii Ha AOKYMEHTE B OpraHmnsaumm MoryT NCnonb30BaThCs 61aHKuM pe3onoLuii.

2.8. anI n3gaHnnm pQOOKYMEHTOB Ha CTaHOAPTHbIX nAncTtax 6ymar|/| Ha HUX BOCNPOU3BOOATCA PEKBU3UTHI,
HeobxoOuMble ans OOKYMEHTOB KOHKpPEeTHOro sunaa nnanm pa3HosnoHoOCTN.

2.9. Ha 6naHkax [OKyMEHTOB BOCMPOM3BOAMUTCS TOBApPHbIA 3HaK w/wnu (ambnema) opraHvdaumun (nNpu ux
Hanuuun).
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2.10. MNpoekTrpoBaHue 61aHKOB AOKYMEHTOB ocylecTBnsieTcs B cooteetctBumn ¢ FOCT P 7.0.97-2016 "Cuctema
CTaHAapToB MO WHAopmauuu, 6ubnnoteyHomy u uapaTtenbckoMmy gneny. OpraHusauvoHHO-pacnopsanTenbHas
LOKyMeHTaums. TpeboBaHns K 0POPMNEHUNIO AOKYMEHTOB"3 .

3Paspen 6 "BnaHkn nokymeHtoB" FOCT P 7.0.97-2016 "Cuctema ctaHAapToB No MHdpopmaumm, 6ubnnoteyHomy

n wnapartenbckomy neny. OpraHu3aumoHHO-pacnopsamTenbHas OOKyMeHTauus. TpeboBaHMs K  OCOPMIEHMIO
nokymeHToB" ¢ NameHeHuem N 1. - M.: CtangapTuHdopm, 2018.

2.11. BnaHku JOKYMEHTOB OpraHu3aunm U3roTaBnnBarTCs TMNorpadockum crnocobom, cpencTsamMm onepaTUBHONA
nonurpagun NN KOMMNbIOTEPHON TEXHUKN.

2.12. lokyMeHTbl W3roTaBnMBalTCs Ha OyMakHOM HocuTene M B (POpPMe SNEeKTPOHHbIX OOKYMEHTOB C
cobnioieHeM yCTaHOBIEHHbIX MPaBUI 0GOPMIEHNS TOKYMEHTOB.

2.13. [JokyMeHTbl opraHu3aunm, ogopMIIeHHble Kak Ha 6naHke, Tak 1 6e3 Hero, JONXHbl UMETb MO HE MEHee:

20 MM - neBoe;

10 MM - NpaBsoe;

20 MM - BepxHee;

20 MM - HNXHee.

2.14. JloKymMeHTbl, uagaBaeMble COBMECTHO OLHOM WM HECKONbKUMW OpraHusaumsamm, oopMAasalTcs Ha
CTaHOapTHbIX nmMcTax bymarn ¢ BOCMPOM3BEOSHWEM PEKBU3UTOB BCEX OPraHM3auuii, y4acTBYKOWWX B WU3OaHUK
JOKYMeHTa.

2.15. Mpn noarotoBke AOKYMEHTOB AOMYCKAeTCs MCMONb30BaHME NULIEBON M 0OOPOTHOI CTOPOHbI nucta. Mpwu
IBYCTOPOHHEM CO34aHWM [OKYMEHTOB LWWPWHA NEBOro MOAS Ha NMUEBON CTOPOHE nucTa M MNpaBoro nons Ha
000POTHOIN CTOPOHE NNCTA OO0NXHbI OblTh PaBHbI.

2.16. MNpu cospaHUM OOKYMeHTa Ha AByX M Oonee cTpaHuuax BTOPYI M mnocnedylowmne CTpaHuubl HyMepytoT.
Homepa cTpaHuL NnpocTaBnsoTCs No CepeinHe BEPXHEro nons AOKYMeHTa Ha paccTtosHum 10 MM OT BEPXHEro Kpas
nmicTta.

2.17. [1ns n3roToBneHns OOKYMEHTOB MCMONb3yeTcsl rapHUTypa wpudpTa no Belbopy opraHusaumm, Bxooswas B

CTaHAapTHbIA NakeT OhMCHOro NporpamMmHOro obecneyeHns, UCnonb3yemoro opraHmsauvei. Pasvep wpudrta - N
12-14 nt 4,

4Pa3mep wpudTta (Kernb) namepsetrcs B nyHkTax (point); oomMH NyHKT paseH 1/72 piorima, mnm 0,376 MM
(cokpaleHme: "pt").

Mpwu cocTaBneHun Tabnuu JONyckaeTcs NCNob30BaHne WU TOB MeHbwmnx paamepos - N 10, 11 nT.
2.18. A63auHblil OTCTYN B TeKcTe fokymeHTa - 1,25 cMm.
3aronoBky pasgenos 1 Noapasfenos nevataloTcs ¢ ab3auHbiM OTCTYNOM MW LEHTPUPYIOTCS MO WHPKUHE TekcTa.

2.19. Teker OOKYMEeHTa nevaraeTcsa Yyepes 1-1,5 MEXCTPOYHbIX MHTEpBana. Tekct OOKYMeHTa BbipaBHMBAETCA MO
wWnpuHe nnucra.

MHOFOCTpO'-IHbIe PEKBU3NTbI nedatarTca 4yepe3d oOunH Me)KCTpO‘-IHbII7I MHTepBan, CoOCTaBHble HaCTh PEKBU3NTOB
MOTYT pa3fgenaTtbCda AONOJSIHUTEIbHbIM MHTEPBAIOM.

Ecnu JAOKYMEHT roToBUTCA ONA n3naHua ¢ yMeHbleHneMm macwTaba, TEKCT nevyaTaeTcs yepes oBa nHtepeana.
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NHTepBan mexay 6ykBamm B cnoBax - 0Obl4HbIf. IHTEepBan Mexay cnosamu - oauH npoben.

CTpOKI/I PEKBU3NTOB BblpaBHMBAKOTCA MO nesou rpaHuue 30Hbl PacCnosioXXeHUsa pPekBuanTa unn LEeHTPYHTCA
OTHOCUTENbHO CaMoM ONIMHHOMN CTPOKW.

LnuHa camoil LNUHHO CTPOKU pPeKBM3nTa NpU yrnoBOM PacronoXeHUM PekBM3UTOB He Bonee 7,5 cwm.
LnuHa camoil LNUHHO CTPOKU peKkBM3nTa NpU NPOLOIbHOM PacnofioXEHUN PEKBU3NTOB He Bonee 12 cM.

2.20. HonyckaeTca BbloensATb MONYXWUPHbIM WPUAITOM PEKBM3UTLI "agpecat”, "3arofioBOK K TEKCTy" wau
"nognucb”, a TakXxe oTaefNbHbIe (PparMeHTbl TeKcTa.

2.21. Mpun NOAroTOBKE MHOrOCTPaHNYHbIX 4OKYMEHTOB OCPOPMASETCS TUTY/bHBIA NNCT.

2.22. CocTaB peKkBU3NTOB, WCMONb3yeMblX AN OQOPMIEHUS  LOKYMEHTOB, OMNpenensietcs BUAOM
(pasHOBUAHOCTbHIO) OPraHN3auNoOHHO-PACNOPSANTENIBHOrO AOKYMEHTA.

2.23. lNpy NoaroToBke OOKYMEHTOB OpPraHm3auum MUCMONb3yloTCA PekBU3NTbI, ycTaHoBNeHHble TOCT P 7.0.97-
20165

5TOCT P 7.0.97-2016 "Cuctema cTaHOapTOB MO MHgoOpMauuu, OGubNMOTEYHOMY W U3oaTeNbCKOMY neny.

OpraHu13aLmoHHo-pacnopsanTenbHas AokyMeHTauus. TpeboBaHns K oopMaeHuto 1okyMeHToB", ¢ ameHeHvem N 1.
- M.: CtraHnapTtuHdopm, 2018.

a) smbnema (B COOTBETCTBUM C NYHKTOM 2.9 NpUMEPHOA MHCTPYKLUUN);

6) TOBapHbIN 3HaK (3HaK 0bcnyXuBaHus) (B COOTBETCTBUM C MYHKTOM 2.9 MNpUMeEPHOR NHCTPYKLMK);
B) KOO 0OPMbl JOKYMEHTA;

r) HAaMMeHOBaHWe opraHusaumm;

[) HaMeHoBaHWe CTPYKTYPHOro noapasfeneHuns;

€) HauMeHoBaHve OONXHOCTY Nuua;

) cnpaBOYHble faHHble 06 opraHusaumm;

3) HaMMeHOoBaHWe B1uaa OOKYMEHTa;

1) nata OOKYMEHTa;

K) permcTpaumoHHbI HOMEP OOKYMEHTa;

n) ccbifika Ha perncTpaLmnoHHbIA HOMEP 1 AaTy NOCTYNUBILEro OOKYMEHTA;
M) MECTO COCTaBNeHuUs (M3aHns) LOKYMEHTA;

H) rpud orpaHnyYeHns 4ocTyna K OOKYMEHTY;

0) agpecar;

n) rpud yTBEPXAEHUS OOKYMEHTa;

P) 3arofioBOK K TEKCTY;

C) TEKCT OOKYMEHTA;

T) OTMeTKa O NPUIoXeHnu;
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y) rpuch cornacoBaHns JOKYMEHTA;

) BM3a;

X) NoAnnchb;

) oTMeTKa 06 aNeKTPOHHON NOAMNUCH;

Y) neyartb;

w) oTMeTKa 06 ncnonHuTene;

L) OTMeTKa O 3aBepeHMUn Konuu;

bl) OTMETKa O NOCTYMNEHWUN JOKYMEHTa;

3) pe3onouns;

t0) OTMETKA O KOHTPONE;

5) OTMeTKa 0 HanpasfeHun OOKYMeHTa B AenNO.

2.24. bnaHk nprkasa (pacrnopsXeHus) opraHnsaunm AOSIXeH BKI0YaTb PEKBUSNUTDI:

aMbneMmy (B COOTBETCTBUM C NYHKTOM 2.9 MNPUMEPHOI MHCTPYKLMNY);

TOBapPHbI 3HaK (3Hak obcnyXuBaHus) (B COOTBETCTBUM C NYHKTOM 2.9 MNpYMEPHOR MHCTPYKLMN);
HavMeHOoBaHWe opraHn3aunu;

HavMeHoBaHMe BMaa OOKYMEHTa;

MECTO COCTaBMIeHUS NN U3NaHUS OOKYMEHTa,

OTMEeTKM ONns pasMelleHns pekBu3nToB "Oara oKyMeHTa", "pernctpaumnmoHHblii HoMep OOKyMeHTa".
2.25. bnaHk nMcbMa opraHm3aumnn oNXeH BKAYaTb cneayowme pekBnsnTbl:

amMbnemy (B COOTBETCTBUM C NYHKTOM 2.9 MNPUMEPHO MHCTPYKLMN);

TOBapHbI 3HaK (3Hak obcnyXuBaHus) (B COOTBETCTBUM C NYHKTOM 2.9 MNprYMEPHOR NHCTPYKLMN);
HavVMeHOBaHWe opraHn3aunu;

cnpaBoYHble AaHHble 06 opraHu3aumu;

OTMEeTKM ON5 NPOCTaBNeHNs PeKBNU3NTOB "dara OOKYMeHTa", "pernctpaumoHHbii HOMep OOKyMeHTa", "ceblinka Ha
perncTpaurMoHHbI HOMEP 1 JaTy NOCTYNMBWEro AOKYMeHTa".

B 6naHK nucbMa AONIKHOCTHOrO NuLAa AOMONHUTENbHO BK/OYAETCS PEKBM3UT "HauMEHOBaHMe OOJNIXHOCTY nmua”,
a B 6naHk nucbMa CTPYKTYPHOro nonpasfeneHns (CoBewaTesbHOro, MeToAMYECKOro, 3KCMEPTHOrO WAU WHOMO
opraHa) opraHv3aumu - HaMeHoBaHNe CTPYKTYPHOro NoapasaeneHmsl.

2.26. BHyTpeHHME [OOKYMeHTbl oOpraHusauuu, O(OpMIsieMble He Ha OnaHke, [LONXHbl codepxaTb
COOTBETCTBYIOLWME BUAY LOKYMEHTA PEKBUSMUTHI.

2.27. OMbnema opraHusauuu, paspaboTaHHas 1 yTBepXAeHHas B Mopsake, YCTAHOBIEHHOM 3aKOHOLATeIbCTBOM
Poccuitickoin depepaunun, pasMewaetcs Ha GnaHkax LOKYMEHTOB B COOTBETCTBUM C MyHKTOM 2.9 [NpumepHoii

WHCTPYKUMN N HA OCHOBAHUN HOPMATUBHbLIX aKTOB OpraHmn3auunin.

M3o6paxeHne amMbneMbl MoMellaeTcsl Ha BEpXHEM none 6naHka JoKyMeHTa Ha paccTtosHuM 10 MM OT BepxHero

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBepXAeHUY MPpUMEpPHO NHCTPYKLMM MO AeN0NPOoM3BOACTBY B FOCY LapCTBEHHbIX OpraHn3aumnsax CtpaHuua 7
lNpuka3 PocapxuBa oT 11.04.2018 N 44

Kpas nncTta, 3axeatbiBas 4aCTb pa6oqe|7| 30Hbl OOKYMEHTA, LEHTPOBAHHO HAaO peKBU3NTaMn opraHn3auunin.

2.28. ToBapHblii 3HaK (3HaK 0OCNyXMBaHWS), 3aPErUCTPUPOBAHHLIA B YCTAaHOBNEHHOM 3aKOHOLATENbCTBOM
Poccuiickoin ®epepaunn nopsiake, BOCMPOM3BOAUTCS Ha OnaHkax opraHv3aumMu B COOTBETCTBUM C MyHKTOM 2.9
[MprMepHON NHCTPYKLMM U HA OCHOBaHUN HOPMATMBHbIX aKTOB OpraHu3auum.

M3obpaxeHne ToBapHOro 3Haka (3Haka oOCnyXMBaHUS) MNOMelaeTcss Ha BepxHeM Mojfe OOKYMeHTa Ha
paccTosHuM 10 MM OT BEpPXHEro Kpasi nucTa, 3axBaTblBas 4acTb paboyei 30Hbl JOKYMEHTa, Had PEeKBM3UTamu
opraHusauuy Unn cnesa Ha ypoBHE HaMMEHOBaHWS OpraHM3aumnn, 3axBaTbiBas YacTb NEBOro Nons.

2.29. Koa ghopMbl JOKYMeHTa MPOCTaBASETCS Ha YHUPUUMPOBAHHbLIX hopMax LOKYMEHTOB B COOTBETCTBMU C
Obwepoccuitickum KnaccudprkaTtopoM yrnpaeneHdyeckoin pgokymeHtauun (OKY L) nnu nokanbHbIM KNnaccudukaTopom,
pacrnonaraeTtcs B NpaBOM BePXHEM yrny paboyero nons OOKYMeHTa, cocTouT u3 cnos "®opma no (HanmeHoBaHue
knaccudomkatopa)” n LMgpoBoro Koga.

2.30. HaumeHoBaHue opraHuM3auMnm Ha OnaHke [OKYMEHTa [HONXHO COOTBETCTBOBATb HAWUMEHOBAHWMIO
IOPUAMYECKOrO /Mua B ycTaBe opraHum3auun. Ha 6naHkax AOKYMEHTOB YyKasbiBaeTCcsi MOSIHOE odouumanbHoe
HavMeHOBaHMe PUAONYECKOro Nuua C yKa3aHWeM ero opraHv3auvoHHO-MPaBOBOM (OOPMbI, HalL HaMMeHOBaHWEM
opraHv3auun ykasblBaeTCsl HauMeHOBaHWE BbIWECTOSWEN OpraHusaumn (Mpu ee Hanuyuum), non HavMeHOBaHVEM
opraHmsauum B ckobkax ykasblBaeTCsl COKpalleHHOEe HavVMEHOBaHWE OpraHu3auuu, ecnm OHO NPedyCMOTPEHO
yCTaBOM.

2.31. HammeHoBaHWe CTPyKTypHOro nonpasneneHns (B TOM Yicne dounuana, oTAeNeHus, npeactaBnTenbCcTea,
KonnervanbHOro, CoBewWwaTenbHOro AN NHOro opraHa) ykasbliBaeTcs B 6naHkax nuceM n 6naHkax KOHKPETHbIX BULOB
LOKYMEHTOB, M3[aBaeMblXx COOTBETCTBYIOWUMA MOAPA3LENEHMSIMA B COOTBETCTBMMU C JIOKANIbHbIMW HOPMATUBHBIMU
akTamym opraHu3dauun. Hap HavMeHOBaHMEM CTPYKTYPHOrO MNOApasfeneHvs yKasbiBaeTCs HauMeHoBaHue
opraHusauuu, YoM OUNIManoMm, oTAeNEeHNEM, NPEeACTaBUTENbCTBOM, KONNErnanbHbIM UM COBEWATENbHbIM OPraHoM
LaHHOEe nogpasfeneHve SBNseTcs.

2.32. HanMeHoBaHWe fONXHOCTY nuua NCcnonb3yeTcd B 6naHkax nMcem OOMXKHOCTHBIX L U pacnonaraetca non
HanMeHOoBaHEM opraHmnsaunn.

2.33. CnpaBoyHble AaHHble 06 opraHu3auuy ykasbiBaloTCs B 6naHkax MUCEM U BKMOYAKOT: MOYTOBbIA ampec
opraHusauun (DOoMoNHMTENbHO MOXET YyKasblBaTbCa alpec MecTa HaxoXIEHWs IopuOMYecKoro nuua, ecnv OH He
coBnagaeT C NoYTOBbIM aApecoM); HoMep TenedpoHa, akca, agpec SNeKTPOHHOW NOYThl, CEeTEBON adpec, a Takxe
koo opraHusaumm no O6wepoccuiickomy KnaccudukaTopy npeanpuatuii n opraHmdauuii (OKIMO), ocHosHoM
rocynapCTBEHHbIA  PEerucTpaumMoHHbli  HoMep  opraHmsaumn (OFPH)  ©n  uaeHTMdWKaAUMOHHBIA  HOMep
HanoronnaTenblmka / Kog NPUYNHbI MOCTaHOBKW Ha Hanorosblin ydeT (MHH/KIIM).

2.34. HaummeHoBaHWe Buaa [OOKyMEHTa yKasblBaeTCs Ha BCeX MAOKYMEeHTax, 3a WCKIIYEHUEM [enoBblX
(cnyxebHbIX) nuvcem, pacrnonaraetcs Mo4 HaUMEHOBAHWEeM opraHusauunM (CTPYKTYPHOro noapasneneHus,
JONXHOCTN).

2.35. Jata pokyMeHTa [OOMIXHa COOTBETCTBOBATb gaTe noanucaHus (yTBepXOeHus) AOoKyMeHTa unn (B
npoTokonax) fate cobbiTUs, 3adOMKCUPOBAHHOIO B AOKYMEHTE.

Jlata [okymeHTa 3anncbiBaeTcsl B MOCNenoBaTebHOCTU: eHb MecsLa, Mecsl, rog o4HUM U3 OBYX CrocoboB:

apabckmn undopamu, pasneneHHbiMy Todkoi: 05.06.2018;

CNOBECHO-UMPOBLIM criocobom: 5 nioHs 2018 T.

Ha nokymeHTax, opopmnsiemMbix Ha 6naHke, nata LOKYMeHTa NpoCcTaBnseTcs nof PekBM3nTamy "HauMeHoBaHue
BMAA OokyMeHTa" (B BnaHkax KOHKPETHbIX BULOB AOKYMEHTOB) U "ChpaBoYHble AaHHble 06 opraHusaumm” (B GnaHkax

nncem).

Haroii OOKyMeHTa, Wn3A0aHHOro COBMECTHO nOByMA WUNn 6onee opraHmsaumnsamm (JJ,OJ'I)KHOCTHbIMVI J'IVILI,aMI/I),
SBNSETCH farta noanucaHnsa LOKyMeHTa nocneiHen CTOPOHOM.

2.36. PernctpaLuMoHHbIli HOMEP LOKYMEHTA - LMPPOBOMA My BYKBEHHO-LMDPOBOA NMAEHTUUKATOP LOKYMEHTA,
COCTOAWMIA M3 MOPSOKOBOro HOMepa OOKYMEHTa, KOTOpblA, MO YCMOTPEHUIO OpraHu3auuu, MOXET [OMONHATbCA
UMOPOBLIMU UNKN BYKBEHHBIMU KOAaMK (MHAEKCaMU) B COOTBETCTBUM C UCMOSIb3YEMbIMU Knaccudukatopamm.
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Ha pokymeHTe, cocTaBneHHOM COBMECTHO ABYMS U Bonee opraHu3auusiMv, NpoCTaBASOTCS PErnctpaunioHHble
HOMepa OOKYMEHTA, MPUCBOEHHbIE KaXAOW U3 opraHudauunii. PernctpaunoHHbie HoMepa NpoCcTaBnaloTCsa B Nopsaake
yKasaHusi HAMMEHOBaHWUIA OpraHn3auuii B 3arofioBOYHON YyacTu (npeambyne) OOKyMeHTa 1 OTAEeNsoTCS Apyr oT apyra
KOCOW YepToWn.

2.37. Ccblinka Ha perncTpaumnoHHblii HOMep 1 gaTy NOCTYNMBLEro OOKYMEHTA, COCTOAWAs U3 PermcTpaunoHHOro
HOMepa 1 faTbl BXOAAWEro AOKYMEHTA, HAa KOTOPbIA AaeTcs OTBET, MpocTaBnsgeTcs B Buae otmetkm "Ha N ... o7 ..." B
6naHke nucbMma.

B TekcT nucbMa-oTBeTa CBeAEHUS O perncTpaunoHHOM HoMepe 1 naTte NocTynmellero NnucbmMa He BKIKO4YarkoTCA.

2.38. MecTo cocTaBneHus (M3paHUs) OOKYMEHTA YyKasblBaeTCs BO BCEX MOOKYMEHTAxX, KpOMe [HenoBbIX
(cnyxe6HbIX) MMCEM, BHYTPEHHMX WMHOPMAaUMOHHO-CNPaBOYHbIX OOKYMEHTOB, a TakXe B Cllyyae, ecliu MecTo
HaxoXOeHUs opraHMsauuyM BXOOWT B €€ HauMeHoBaHwe, Hanpumep: MOCKOBCKMIA FOpPOACKOW YHMBEpPCUTET
ynpasneHus.

MecTo cocTaBneHuns (M3paHus) OOKyMeHTa yKasblBaeTcsl B COOTBETCTBMM C MPUHSTLIM aAMUHUCTPATMBHO-
TeppuTopuanbHbLIM OeneHveM, Hanpumep: c.bnaroseweHckoe Benbckoro p-Ha ApxaHrenbckoi 06 71.

2.39. N'pucp orpaHuyeHust poctyna kK LOKYMEHTY MpOCTaBnseTcs B MpPaBOM BEpPXHEM Yrny nepBoro nucta
[OKyMeHTa (MpoekTa AOKyMeHTa, COMpOBOAWTENbHOMO MUCbMA K AOKYMEHTY) OT rpaHuubl BEepxHero nons npwu
Hannynn B OOKYMEHTe MquopMauvm, OOoCTyn K KOTOpOVI orpaHn4ymBaeTcsa B COOTBETCTBUM C 3aKOHOOATE/NbCTBOM
Poccuitckon denepaumu.

Bugbl  vcrnonb3dyemblx B opraHuMsauuMu  rpudpoB  OrpaHMyeHus  gocTtyrna  OO/IXHbl - COOTBETCTBOBATb
3aKoHOAaTENbHbIM 1 MHBIM HOPMaTUBHBLIM NPABOBLIM akTam Poccuiickoin deaepaummn u gonxHbl 6biTb 3aKpenieHsbl B
nokanbHbIX HOPMATMBHbIX akTax. [pug orpaHnyeHns poctyna K A[OKYMeHTy (nomeTka "Ina cnyxebHoro
nonb3oBaHusa"s, rpud "Kommepueckas tariHa"7) MOXeT OOMNOMHATbCS HOMEPOM 3K3emnnspa OOKYMEHTa U ApYyruMu

CBeLEeHMAMN B COOTBETCTBMM C 3aKOHOL4AaTENbCTBOM Poccuiickon CDep.epaLwM.

6 MyHKT 1.4 MonoxeHns o nopsioke obpalleHns co cnyxxebHol nHgopMaLlmeit orpaHNnYeHHOro pacnpocTpaHeHus

B qaeuepaanblx opraHax NCMONHNTENBHOWN BnacTu, ynonIHOMO4YEHHOM opraHe ynpaBneHns ncnonb3osaHneMm aTOMHON
SHeprum w1 YNONHOMOYEHHOM OpraHe Mo KOCMWYECKOW [OesATENbHOCTW, YTBEPXAEHHOro MOCTaHOBNEHNEM
MpaBuTtenbcTtBa Poccuiickoin ®enepaunmn ot 3 Hos6pst 1994 r. N 1233 (Cobpanue 3akoHopaTtenbcTBa Pocculickoi
®depepaumun, 2005, N 30, c1.3165; 2012, N 31, c1.4368; 2016, N 9, c1.1263; 2016, N 13, cT1.1833).

7YacTtb 4 ctatbn 6 depepanbHoro 3akoHa oT 29 unons 2004 r. N 98-d3 "O kommepyeckoii TaiHe" (CobpaHue

3akoHopaTtenobcTBa Poccwuiickon ®epepaummn, 2004, N 32, ¢1.3283; 2006, N 6, c1.636; N 52, ¢1.5497; 2007, N 31,
cT.4011; 2011, N 29, c1.4291; 2014, N 11, c1.1100).

B pnokyMeHTax opraHusauuu, cogepXalmnx cBefeHus, COCTaBnsaowWme KOMMEPYECKYIO TalHy, B COOTBETCTBUN C
®depnepanbHbiM 3akoHOM OT 29 mong 2004 r. N 98-d3 "O komMepueckon TarHe" Hapsay € rpudoM yKkasblBaloTCH
nofHoe opuumnanbHoe HaunMeHoBaHMe IPULNYECKOro nMua, MecTo ero HaxoxaeHus. Hanprumep:

Kommepyeckas TanHa
®bY "HammeHoBaHue opraHmsaummn”
MecTo HaxoXxaeHns
2.40. AppecaT - PekBU3WT, WUCMNONb3YeEMblA MPU OCOPMMEHNM [ENOBbIX (CNYXEOHbIX) MUCEM, BHYTPEHHUX
WHJOOPMALIMOHHO-CNPAaBOYHbIX JOKYMEHTOB.

AnpecaToM OOKYMeHTa MoXeT ObiTb OopraHmsauus, CTPYKTYpHOe noapasgeneHue opraHvw3aumu, OONXKHOCTHOe
Unu gmanyeckoe nnLo.

PekBnaut "agpecat" odoopmnsieTcs Ha GnaHke C YrioBblM PacronoXeHUeM PEKBU3VUTOB - B BEPXHEN MpaBoi
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yacTh OOKYMeHTa, Ha bnaHke C NPOLONbHBLIM PACMONOXEHUEM PEKBM3UTOB - CnpaBa NoL pPekBmautTamm bnaHka.
CTtpokn pekBmamTa "agpecat” BblpaBHUBAIOTCS MO NIEBOMY Kpal UM LEHTPYKOTCH OTHOCUTENbHO CamOn ANIMHHON
CTPOKMW.

Mpy appecoBaHUM [OKYMEHTA PYKOBOAWUTENIO (3aMECTUTEN0 PYKOBOAMTENS) OpraHu3aumy ykasblBaloTcs B
LNATeNbHOM MafeXxe HavVMEHOBaHWe [OMXHOCTU PYKOBOAWUTENS (3aMecTMTensl PyKOBOAWUTENS), BK/uawlee
HavMeHOBaHWe opraHu3aumn, ammanio, HULManbl 4ONXHOCTHOro nvua. Hanpumep:

["eHepanbHOMY AuUpeKTopy
dBY "HammeHoBaHue
opraHusauummn”

damnnus N.0.

I'Ip|/| agpecoBaHMn nnucbMa B oOpraHM3aunto ykKas3blBaetcda ee nonHoe unm cokpaweHHoe HaumMeHOBaHuE B
MMEHNTENIbHOM najgexe.

Mpv appecoBaHUM [OKYMeHTa B CTPYKTYpHOE noApasfeneHne opraHusaumm B pekBuante "agpecart”
yKasblBalOTCS B MMEHUTENbHOM Mafexe HavMEHOBaHWE OpraHu3aunmn, HWXe - HauMeHOBaHUE CTPYKTYPHOro
noppasgenenusi. Hanpumep:

dBY "HanmeHoBaHue
opraHusaummn”
duHaHcoBOE ynpaBneHne

Mpun anpecoBaHWM NUCbMa PYKOBOAMTENIO CTPYKTYPHOrO MOApasfeNieHnNsl yKasblBalTCS B UMEHUTENbHOM
nagexe HauMEHOBAaHWE OpraHu3auun, HUXe - B AATeNbHOM MadeXxe HaMMeHOBaHWEe OONXHOCTM PyKOBOOUTENS,
BK/OYAKOLEE HaUMEHOBaHMNE CTPYKTYPHOrO noapasneneHus, doamMmmnnio, MHuumansl. Hanprmep:

dBY "HammeHoBaHue
opraHuzauun”
Pykosoantento 4oroBopHO-
npasoBOro otaena
damunusa U.0.

Mepen chammnnein JONXHOCTHOrO nuUUA [OMNyckaeTcs ynoTpebnaTb cokpaweHue "r-Hy" (rocnoguHy), ecnu
agpecar MyXuumHa, unm "r-xe" (rocnoxe), ecnm agpecaTt XEHWMHa, Hanpumep:

r-Hy ®amunua N.0.
r-xe ®ammnnus N.0.

Mpn paccbinke OOKYMEHTa rpynne opraHvM3auuii O4HOro TuMa WAM B CTPYKTYpHble noapasfeneHns OLHOWN
opraHusauun, agpecart ykasbiBaeTcs 0606ueHHo. Hanpumep:

PykoBoautensam counmanos
dBY "HanmeHoBaHue
opraHusaumm”

PykoBoontensim ynpasneHui
n otnenos dBY
"HanmeHoBaHue opraHmsauun”

Mpn paccbinke OOKYMEHTA HE BCEM OpPraHM3auusM UM CTPYKTYPHbIM MOAPa3fefieHUsM non PeKBU3UTOM
"Anpecat" B ckobkax ykasbiBaeTcs: "(no cnucky)". Hanpumep:

PykoBoantensm ynpasneHui
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n otoenos ®BY "HanmeHoBaHue
opraHusauumm”
(no cnucky)

Cnuncok pacchblfiku COCTaBNSETCA UCMONHUTENEM.
Ecnn nucbMo HanpaBnsieTcs B OpraHn3aumio M AOMXHOCTHOMY ULy U ONs CBEAEHUS elle psiny opraHu3aumii
WM OONMXKHOCTHBIX NuL, obllee KONMMYEeCTBO adpecatoB He AO0MXHO 6biTb Bonee yeTbipex, MpW 3TOM OCHOBHOM

agpecar ykasblBaeTcs nepsbiM, cnoso "Konusa" nepen BTOPbIM, TPETbMM, YETBEPTHIM aapecatamMm He nevaTaeTcsl.

B coctaB pekBuanta "Agpecar” MOXET BXOOMUTb NMOYTOBbIA aapec. DNeMeHTbl MOYTOBOr0 afpeca ykasbiBaTcs B
nocnenoBaTenbHOCTU, yCTaHOBNEHHON MpaBnnamm okasaHus ycnyr no4ToBON CBA3NE :

8MyHkT 22 [paBUn okKasaHusi yCnyr MO4YTOBON CBSI3W, YTBEPXIEHHbIX MNpUKa3oM MuHUCTEepcTBa CBA3W W

MaccoBblX KOMMyHuKaumin Poccuiickon ®epepaumm ot 31 uonsa 2014 r. N 234 (3apeructpuposaH B MuHmnctepcree
tocTnumn Poccuitckoin depnepauunn 26 nekabps 2014 r., pernctpaunoHHbiii N 35442), ¢ M3aMeHeHVsIMI, BHECEHHbIMU
npukasom MuHncTepcTBa CBSA3M M MacCoBbiX KOMMyHukauuin Poccuiickon ®epepauun ot 13 dpespansa 2018 r. N 61
"O BHeCeHUn uaMeHeHui B npukas MmnHuctepcTea CBA3U M MaccoBbiXx KOMMYyHUKauuii Poccuiickon depepaumm oT 31
umons 2014 r. N 234 "O6 yTteepxneHun [paBun okasaHUs yCnyr MOYTOBOW CBSI3U" (3apernctpupoBaH B
MwuHucTepcTtee tocTuumnmn Poceniickon ®enepaunn 28 mapta 2018 r., pernctpaunoHHbliin N 50545).

a) ons opuanmyeckoro nuua - fnonaHoe WM COKpalleHHOoe HavMeHoBaHue (NpW Hanuynn), ONna rpaxiaHuHa -
dammnnng, nMms, 0T4ECTBO (MOCNELHEE NPU HANNYUN);

6) 6aHKOBCKME PEKBUINTLI (L7151 MOYTOBbIX MEPEBOAOB, HAMPABSAEMbIX IOPUANYECKOMY ALY WU MPUHUMAEMbIX OT
IOPMANYECKOro Nnua);

B) Ha3BaHWe ynuubl, HOMEP OOMa, HOMEpP KBapTupbl;

) Ha3BaHWE HACEeNIEHHOro NyHKTa;

1) Ha3BaHue panoHa;

€) HasBaHue pecnybnuku, Kpas, obnactu, aBTOHOMHOro okpyra (obnactu);

X) HasBaHue cTpaHbl (419 MeXayHapoaHbIX MOYTOBbIX OTNPABIEHWNA);

3) NOYTOBbINA MHOEKC.

[MoyToBbIN agpec He ykasbiBaeTCs B OOKYMEHTax, HanpasfsSeMblX B BbICWMWE OpraHbl BNacCTW, BblECTOSAWME
opraHunsauumn, nogsenoMCcTBeHHble opraHmnsaumm n NOCTOAHHbIM KOppeCnoHOeHTaMm (38. NCKNIlo4eHneM HanpasneHusd
nnceMm yKkasaHHbIM aapecartam B KOHBepTax C Npo3payHbiMM OKHAMM).

Mpu oTnpaBke NUCbMa NO 3NEKTPOHHON MoYTE MAM PaKCUMUNBLHOWN cBA3M (6e3 LOChINKM MO MoYTe) MNOYTOBbIN

agpec He ykasbiBaetcsi. MNpy Heo6Xo0aUMOCTN MOXET ObiTb yKka3aH aNeKTPOHHLIN agpec (HoMep TenedgoHa/gakca).
Hanpumep:

®dBY "HammeHoBaHue
opraHusaummn”

ONEeKTPOHHbIV aapec

2.41. T'pndp yTBEPXLAEHUS OOKYMEHTA MPOCTABNSETCS Ha AOKYMEHTax B MPaBOM BEPXHEM yriy nepBoro nucta
nokyMeHTa. CTpOKM pPeKBM3NTa BbIPABHMBAOTCS MO NIEBOMY Kpak UMM LEHTPYOTCS OTHOCUTENbHO CaMOM ASIMHHOM
CTPOKMW.

Mpun yTBEPXAEHMN [OKYMEHTA COBCTBEHHOPYYHO NOAMUCHIO AOMXKHOCTHOMO NULA FPUd YTBEPXAEHNS COCTOUT
13 cnosa "YTBEPXOAIO", HauMeHoBaHUA OONXHOCTU nnua, YTBEP X AAoWero AOKYMEHT, €ro noanucu, MHAUManos,
dammnmm n gatbl yTBepXxaeHus. Hanpumep:
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YTBEPXOAIO

Oupektop BY "HanmeHosaHve
opraHusauumn”

lMognvce N.0.dammnng
Hata

Mpn yTBEpXOEHWM [OKYMEHTa pacrnopsguTefibHbiM OOKYMEHTOM rpudd YTBEpXOEeHMs COCTOUT K3 cnosa
"YTBEPXOEH" ("YTBEPXOEHA", "YTBEPXOEHbI" nnn "YTBEPXIOEHO"), cornacoBaHHOro ¢ HaMMeHoOBaHWEM
BMOa YTBEPXOaeMoro OOKYMEHTa, HasBaHus Buaa pacrnopsoMTenbHOro LOKYMeHTa B TBOPUTENbHOM nagexe, ero
natbl, Homepa. Hanpumep:

(PernameHrT) YTBEPXOEH
npukasom ®BY "HanmeHoBaHue
opraHusaummn”
0T 5 okTs6ps 2017 r. N 82

(Mpaswnna) YTBEP X OEHbI
npvkasom ®BY "HanmeHoBaHme
opraHusaummn”
oT 5 okTs6psa 2017 r. N 83

Mpun yTBEPXLEHWN LOKYMEHTa KONNervasnbHbIM, COBELATENbHBIM WM WHBIM OPraHOM, PEeLeHUs KOTOporo
PUKCUPYIOTCS B MPOTOKONE, B rpMudde yTBEPXAEHNS yKa3blBaeTCs, HAMMEHOBAHME OpraHa, aata u Homep nNpoTokona
(B ckobkax). Hanpumep:

(MonoxeHwne) YTBEPXOEHO
Hay4Ho-TeXHNYeCKMM COBETOM
®BY "HHoBaums"

(mpoTokon ot 12.09.2017 N 12)

2.42. 3aronoBoK K TEKCTY - KpaTkoe codep>XaHue fokyMmeHTa. Ecnu 3aronoBok K TeKCTy oTBeYaeT Ha BONpoc "o
yeM?", oH HaumHaeTcs ¢ npeanora "O" ("O6"). Ecnu 3aronoBok K TEKCTY OTBEYaeT Ha BOMpOC "4ero?", oH cocTaBnsieT
OLHO LUenoe C Ha3BaHneM Bmaa fokyMeHTa. Hanpumep:

nprkas (0 4émM?) 0 co3paHuy aTTeCTaUMOHHON KOMUCCUM

nMcbMo (0 4éM?) 0 NpenocTaBneHnn nHpopmaLum

aKkT (4ero?) npuema-nepenayv gen

NPOTOKON (Y4ero?) 3acenaHust aKCNePTHOM KOMUCCUN

3aronoBok K TEKCTY opopMAnsieTcs NofL pekeuamTamu GnaHka cneea, oT rpaHuLbl NEBOrO NOAS.

2.43. TekCT [OKYMEHTa COCTaBNSEeTCA Ha TrOCynapCTBEHHOM 43blke Poccuiickon ®epepaumm  wnm

rocynapcTBeHHOM A3blke (s3blkax) pecnybnuk B coctaBe Poccuiickoli depepaumm B COOTBETCTBUM C
3aKoHOAaTENbCTBOM pecnybnumk B coctase Poccuiickoih depepaunmn?.

9 3akoH Poccuiickoit Depepaumm ot 25 okTsa6psa 1991 r. N 1807-1 "O si3bikax Haponos Pocculickoin Penepauun”

(BepomocTn cbesna HapoAHbix fenytatos 1 BepxoBHoro Coseta Poccuiickoin denepaumn ot 12 nekabps 1991 r., N
50, ¢1.1740; CobpaHune 3akoHomaTtenbctBa Poccuiickoii ®enepaumm, 1998, N 31, ¢1.3804; 2002, N 50, cT1.4926;
2013, N 27, ¢1.3477; 2014, N 11, c1.1094).

TekcT OOKyMeHTa OO0J1XeH OblTb cOCTaBfeH rpaMoTHO, SACHO, MOHATHO W MO BO3MOXHOCTWU KpaTkKo. TekcT
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JOKYMeHTa OONXeH cogepXaTb OOCTOBEPHYIO U akTyanbHY0 UHPOpMaLMIO, OOCTATOYHYIO ONS NPUHATUS PELeHWU
NN X NCNoJIHEeHNA, He OOJIXEH OoMyCcKaTb pa3/InyHbIX TOIKOBAHWUA.

B Tekcte OOKyMeHTa, noarotoB1eHHOM Ha OCHOBaHWMW 3akoHodaTeJslbHbIX WU UHbIX HOPMAaTUBHbIX MPaBOBbIX
aKTOB, paHee n3aaHHbIX pacnopsaanTenbHbIX OOKYMEHTOB, YKa3blBalOTCA UX PEKBU3UTDI:

HavMeHOBaHMe OOKyMeHTa, HavMMeHOBaHue opraHa BnacTu (opraHusauuu), magaslero(ein) AOKYMEHT, narta
JOKYMEHTa, perncTpaumoHHbIi HOMEP OOKYMEHTA, 3arofnoBOK K TEKCTY;

HauMEHOBaHMe OpraHu3auuy WA [ONXKHOCTHOrO JNivua, YTBEPAMBILEro [LOKYMEHT, JaTta YTBepXIeHus
LOKyMEHTA.

TekcT OOKYMEeHTa MOXET cofepXaTb pasfenbl, nogpasfenbl, NyHKTbl, NOAMYHKTbI, HYMepyeMble apabckumu
undopamu. YpoBHel pybpukauum TekcTa He AoNIXHO ObiTe 6onee YeTbipex.

TekcT OOKYMEeHTa nanaraeTcs:
B npukaaax, n3aaHHbIX eguHONNYHO, - OT NepBOoro nmua eanHCTBeHHOro 4ymcna ("... I'IpI/IKa3bIBaPO");

B MpuKasax, n3faHHbIX COBMECTHO OBYMS unu 6onee opraHm3aumnsiMum, - OT NEPBOro NMLa MHOXECTBEHHOMO Yncna
("... npmkasbiBaem");

B MpPOTOKONax 3aceldaHuit - OoT TpeTbero nuua MHoxecTBeHHoro uucna ("CNYLWANN", "BbICTYTNN",
"MOCTAHOBWIIN" nnun "PEWINIIN";

B OENOBbIX MMUCbMax, OGPOPMEHHbIX Ha BnaHkax opraHm3auuu, - OT MepBOro fMua MHOXECTBEHHOro 4yucna
(mpocwumMm, Hanpaensem, npeanaraeM) Ui OT TPETbEro Mua eaUHCTBEHHOro ynucna ("npeanpustve He Bo3paxaer...",

"MHCTUTYT CYMTAET BO3MOXHbIM...");

B LEMOBbIX MMCbMax, 0OPMEHHbIX HA OOMXKHOCTHbIX GnaHkax, - OT MepBOro nvua eavHCTBEHHOro Yucna
("npowy...", "npeanarato...");

B AOKJIAAHbIX U CNyXebHbIX 3anunckax, 3asiBNieHnsIx - 0T NepBOro nMua eanHCTBEHHOro ymicna ("npouwy...", "cuntato
HeobxoOMMbIM...");

B [OOKyMEHTax, yCTaHaBnuBawoWmx yHKUMM (0683aHHOCTM), nNpaBa W OTBETCTBEHHOCTb CTPYKTYPHbIX
noapasneneHnii, paboTHUKOB (MONOXEHWE, WMHCTPYKUMS), a TakXe COAepXawux OonvucaHue CuTyauuin, aHanma
akToB U BbIBOAbI (&KT, Crpaska), UCrnofb3yeTcs oopmMa N3N0XEHNSA TeKCTa OT TPeTbero nuua eauHCTBEHHOro nUnu
MHOXEeCTBEHHOro ymcna ("oTaen ocylwecTenset pyHKumK...", "KOMUCCHa NpoBena nposepky...").

Mpu noorotoBke TekcTa OOKyMeHTa cnenyeT cobnopate mpasufia HanucaHus odovumanbHbIX HaVMEeHOBAaHWA,
YUCNNTENBHBIX U €AUHUL, N3MEPEHNS.

B TekcTax LOKyMeEHTOB ynoTpebnsoTcs oblwenpurHsaTole abbpeBraTypbl U rpagoMyeckne CoKpalleHus.
Mpu ykasaHum B TeKCTe hamMmnum nmua UHALManbl CTaBaTCs nocne ammnnn.
B nenogbix (Cny>ebHbIX) NMMCbMax UCMOMb3YIOTCS:
BCTYNuUTEeNnbHoe obpalleHune:
YBaxaemblii rocnoauH lNpeacenartens!

YBaxaembln rocnogmH MunHucTp!

YBaxaemblin rocnogunH VsaHos!

YBaxaemas rocrnoxa lNetposal

YBaxaembliin ViBaH MNeTposuny!

YBaxaemas AHHa HukonaeBHal!
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YBaxaemble rocnogal
3aknounTenbHas aTukeTHas gpasa: "C ysaxeHuewm, ...".

HammeHoBaHWe LOnXHOCTU B obpalieHun NUweTcs ¢ NponucHol BykBbl, B obpaleHnn no dpamMmunum nHuumanb
nmua He yKasblBaloTCs.

2.44. OTmeTka O TMPWIOXEHUN COOEPXMT CBEOEHVUS O [OKyMeHTe (HOKyMeHTax), npunaraemMmoMm K
CONPOBOANTENBHOMY NMUCbMY, NHOMY MHCPOPMALMOHHO-CNPABOYHOMY AOKYMEHTY, NN O TOM, YTO AOKYMEHT SBNSETCS
NPUNOXEHNEM K OCHOBHOMY NOKYMEHTY (HOPMaTUBHOMY, PacnopsanTENbHOMY U MHOMY).

B conpoBoanTeNbHbIX NUCbMax M OPYrvx UHEOPMALMOHHO-CMPABOYHBIX AOKYMEHTAx OTMETKa O NPUNOXEHUN
ochopMnseTcs N4 TEKCTOM OT FpaHuLbl 1eBOro Nons cneayowmm obpasom:

ecnv NpunoXeHne HaseaHo B TekcTe: MpunoxeHwe: Ha 2 n. B 1 aka.

€eCNu NPUI0XEHNE He HA3BaHO B TEKCTE UIN eCN MPUNOXEHWUIA HECKOJbKO:

MpunoxeHue: 1. NMonoxeHve 06 YNpaBneHnn permoHanbHoro KpeauToBaHms Ha 5 n. B 1 aka.

2. Cnpaska 0 KagpoBOM cocTase YnpaBneHns pernoHanbHOro kpeanTosaHus Ha 2 n. B 1 aka.

€CN NPUNoXeHue (MPUNoXeHus) cOPOLWIOPOBAHO(bI):

Mpunoxenue: B 2 9k3. MNpunoxexue: otyet o HNP B 2 aka.

€CNN JOKYMEHT, ABNAOWNACA MPUNOXEHNEM, UMEET NPUNOXEHNS C CAMOCTOATENbHON HyMepaumnei CTpaHuL:

[MpunoxeHune: noroBop Bo3mMesaHoro okasaHus ycnyr ot 05.09.2017 N 32-17/72 v npunoXxeHus K HeMy, BCero Ha
7 n.

€CNu NCbMO HanpaBs/sSieTCSA HECKO/IbKUM aapecaTam, a JOKYMEHT-NPUIOXEHVE TONbKO NepBoMy anpecary:
MpunoxeHune: Ha 3 n. B 1 3K3. TONbKO B NEPBbIA agpec.

ECNN NMPUNOXEHNEM SBNSAIOTCA OOKYMEHTbI, 3anncaHHble Ha oranyeckn 060COONEHHbIN 3NEKTPOHHbI HOCUTENb:
Mpunoxenune: DVD-R B 1 aks.

Mpyv aTOM Ha Bknagbiwe (KOHBEPTE), B KOTOPbIA MOMEWAaeTCs HOCUTENb, YKasblBalOTCA HaVWMEHOBaHWS
IOKYMEHTOB, 3anucaHHbIX Ha HOCUTE b, UMeHa doaiinos, o6beM B HainTax.

B pacnopsoutenbHbiX OOKyMeHTax (npukasax, pacrnopsiXeHusx), [LOroBopax, MONOXEeHWsX, npasunax,
WHCTPYKLMAX N APYTrMX LOKYMEHTax OTMETKA O MPUNOXEHUN 0popMNseTCs cneayowmnm obpasom:

B TEKCTe [OKYMeHTa npu MEepBOM YMOMWHAHUW OOKYMEHTa-MPUIOXEHUss B CKobKax yKasblBaeTcs:
(npunoxeHune) nnu ... (npunoxeHue 1), (npunoxexHve N 1);

Ha NepBOM NNUCTE AOKYMEHTA-MPUNOXEHMWS B NPABOM BEPXHEM Yr Ny yKa3blBaE€TCH:

MpunoxeHue N 2

K npvkasy ®BY "HanmeHoBaHune
opraHuzauun”

ot 15.08.2017 N 112

Ecnu npunoxeHveMm K pacrnopsgouTenbHOMY LOKYMEHTY SBNSETCS NOKalbHbIAi HOPMATUBHBLIA akT WAW WHOWA
LOKYMEHT, yTBEP X AAEMblii LaHHbIM PacnopsanTeNibHbIM JOKYMEHTOM, HA NEPBOM NINCTE NPUNOXEHMS NPOCTaBNSETCA
OTMETKA O MPUNoXeHun (6e3 CCbiNKM Ha pPacrnopsauTENbHbIA OOKYMEHT) U rpudd YTBEPXIEHWS, B KOTOPOM
yKasblBalTCS LaHHble pacnopsanTebHOro AOKYMEHTA, KOTOPbLIM YTBEPXAEH LOKYMEHT-NpunoxeHue. Hanpumep:
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Mpunoxenue N 1

YTBEPXOEHO

npukasom ®BY "HanmeHosaHue
opraHunsauun”

ot 18.09.2017 N 67

2.45. ['pudp cornacoBaHnsi NPOCTaBNSETCS HA AOKYMEHTE B CNyyYae ero BHELWHEro CornacoBaHuns (CornacoBaHue
C opraHamu BnacTtu, MHbIMU OPraHn3aumnsMi, LONXKHOCTHBIMU NLAMM).

Fpucp cornacoBaHWss B 3aBUCUMOCTM OT BMAA [LOKYMEHTa M OCOOEHHOCTeli ero OgoOpMIEHUsI MOXeT
NpOCTaBNATbCA:

Ha NepBOM NMCTE AOKYMEHTA (ECNN LOKYMEHT MMEET TUTYNbHbIA NACT, - HA TUTYNBHOM NINCTE) B IEBOM BEPXHEM
yrny Ha ypoBHe rpudpa yTBEP X AEHWS UK No4 HAUMEHOBAHUEM OOKYMEHTA BMXe K HUXKHEMY NOSI0);

Ha NocnegHeM NMCTe OOKYMEHTA NOL TEKCTOM;
Ha NNCTE COornacoBaHms, SBASIOLEMCS HEOTbEMIEMOW HaCTbO OOKYMEHTA.
"pndb cornacosaHus coctout na cnosa "COIMTIACOBAHO", nonXHOCTU nnua, ¢ KOTOPbIM COrfacoBaH OOKYMEHT

(BKNOYAs HaMMEHOBaHWE opraHusauun), ero CcoOCTBEHHOPYYHOW MOANWCK, WHWUMANOB, damMunuu, A[athbl
cornacosaHus. Hanpumep:

COI'MACOBAHO
["eHepanbHbIn AnpekTop
dBY "HanmeHoBaHue

opraHunzauun”
lMonnucek N.0. dammnnus
Hata

Ecnn cornacoeaHune OCylUleCTB/ISIeTCA KONnernanbHbiM, coBelwartesbHbiM WX WHbIM OpraHoMm, B rpudge
cornacoesaHus ykasblBaloTCA cBeneHuns 06 opraHe, cornacosaslemMm OOKYMEHT, oate n HoOMepe NpoTokKoia, B KOTOPOM
3aPMKCUPOBaHO pelleHne O COoriacoBaHuW. Ecnn cornacoBsaHmne OCYyLLeCTBNsAeTCAa NUCbMOM, yKa3blBalOTCA BUAO
JOKYMeHTa, HaMMeHOoBaHne opraHusaunun, cornacoBasllen OKYMEHT, nata 1 HoMep nucbma. HaanMep:

COr'JIACOBAHO
Hay4HO-TeXHNYeCKMM COBETOM
®bY "HammeHoBaHue opraHmsaummn”

(npoTtokon ot N )
COINMACOBAHO

nucbmom OBY "HanmeHoBaHme
opraHunsauun”

oT N

2.46. BHyTpeHHee cornacoBaHve LOKyMeHTa 0goopMNsieTcs BU30i. Braa BbipaxaeT MHEHUe nuua, BUSMPYIOLWEro
MPOeKT [HOKYMEHTa, W BK/OYAeT: OONXKHOCTb /vua, BU3UPYIOWEro LOKYMEHT, MOAMUCH, PacWMPOBKY MOAMUCK
(VHVMUWanbl, haMnnKio) U faTty BU3MpoBaHUs. Hanpumep:

PykoBoanTtenb topnanyeckoro otaena
Moaonmecs WN.O.damunus
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Hata

Mpv HanNMuYMM 3amMmeyaHnin K 4OKYMEHTY BU3y 0CDOPMASIOT CneayowmM o6pasom:

3aMeyvaHus npunaratTcs.
PykosoanTtenb topnanyeckoro otaena
lMogrves  N.0. damunng

Jara

B pokymeHTax, MOANIMHHWKWM KOTOPbIX XPaHATCS B OpraHumsauuun, BU3bl NPOCTaBASIOT Ha MOCNEeAHEM fUcTe
JNOKYMeHTa nof noanucbio, Ha 06opoTe MocnedHero nucTa MOAMMHHMKA LOKYMEHTa WM Ha NUCTe COrnacoBaHuUs
(BM3MpoOBaHMS), MpunaraeMom K JOKYMEHTY.

B ncxopswmx OOKYMeHTax BM3bl MPOCTaBNAOTCA HA 9K3eMnspax JOKYMEHTOB, NoMelwaeMblX B 0enN0.
Mo YCMOTPEHUIO OpraHm3aunm MoXeT NPUMEHSATLCSA NOJIMCTHOE BU3NPOBAHNE AOKYMEHTA U ero NpunoXeHun.

CornacoBaHune NpoeKkToB JOKYMEHTOB (BHEWHee, BHYTPEHHEee) OCyWeCcTBNSETCA B COOTBETCTBMM C NyHKTaMu 4.1-
4.11 TpuMepHO MHCTPYKLUMN.

2.47. Tloanucb BKJOYAET: HAMMEHOBaHWE AONMXKHOCTM  Nvua, MOAMUCHIBAOWEro  AOKYMEHT,  ero
coB6CTBEHHOPYYHYO MOAMUCH, MHMUMAnNbI, dhamunuto. Hanpumep:

["eHepanbHbIn AnpekTop loanuck N.0.damunng

Ecnu pokymeHT odpopmneH He Ha OnaHke, B HaWMEHOBAHME [OMXHOCTW BKJIHOYAETCA HaMMEHOBaHWe
opraHusauuun. Hanpumep:

"eHepanbHbI AMpekTop
®bY "HanmeHoBaHue
opraHusauum™ lMognuck N.0. damunnns

I"Ipvl odpopMneHnn OokymeHTa Ha 6naHke [HOONXHOCTHOrO fnuua AONXHOCTb 3TOr0 Nuua B MOAMUCU He
yKa3blBaeTcA.

MMonnucek N.0. damnnus

Mpy nognucaHnyM OOKYMEHTA HECKONbKMMW OOMIXHOCTHbIMM NULUAMKU, 3aHUMAKWWMKN pas3HOe MOSI0OXeHNe, UxX
noanucu pacrnonaralTcs OfHa nof ApYyrol B MocnefoBaTeNbHOCTW, COOTBETCTBYIOWEN CTatycy JHONXHOCTW.
Hanpumep:

["eHepanbHbI AnpekTop lMoanuck N.0. damumnus
I"naBHbI Byxrantep lMognucs N.0. damunnus

anI noaonmcaHnm OOKyMeHTa HeCKONbKUMU nnuaMmn paBHbIX OONXHOCTEN UX noanucu pacnonaratoTca Ha OOHOM
ypoBHe. Hanpumep:

3amecTuTenb gupekTopa 3amecTnTens gupekTopa
no oMHAHCOBbLIM BOMpPOCam no aaAMUHNCTPATUBHLIM BOMNPOCaM
lNMoanucek nN.0. ®amnnus Moanues  WN.0. damnnus

B nokyMmMeHTax, NOArOTOBNEHHbIX KOMUCCMEW, B MOAMMUCK YKa3biBAeTCH CTaTyC fMua B COCTaBe KOMUCCUW.
Hanpuwmep:
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Mpencenatenb koMmccun lMoanuck N.0. damunns
YneHbl koMmccum MMonnucek nN.0. damnnus
lNoanucek N.O. damunus

Mpu noonucaHuyM OOKYMEHTA NULIOM, WCMONHSIOWMM 06S3aHHOCTM PYKOBOAWUTENS, MOAMMCh OopMAsieTcsl ¢
yKasaHuem cTtaTtyca AOMKHOCTHOrO ivua B COOTBETCTBUM C NPMKA30M (pacnopsxeHnem). Hanpumep:

W.o. onpekTtopa lMoannck N.0. damnnus
nnu:

WcnonHsiiownii 06sa3aHHOCTH lNognuce N.0. damunus
anpekTopa

|_|pVI noonncaHnnm OOKyMmMeHTa nuudomMm, uMmerwmMm npaeso noanncn B CcCiydYae BpPeMeHHOro OTCYyTCTBUA
pykoBOAUTENHA, WCNpPaBNeHNsa B HauMEHoBaHWEe OONXHOCTW U pacwndpoBKy damMuamm noaroToBNIEHHOIO U
cornacoBaHHOro npoekta AOOKyMeHTa BHOCATCA OT PYKU UKW C MUCNONb30BaHMEM COOTBETCTBYHOWMUX WTAMMNOB. He
OonyckaeTtcsa CTaBUTb KOCYKO 4epTy, Haanucb "3a" nepeg HamMeHoBaHWMEM LOONXHOCTKM nuua B noanncu, ecnn
OOKYMEHT noanmcbiBaetT MHOE OOMXKHOCTHOE NNLO.

2.48. OTMeTKa 06 31EeKTPOHHOW NOAMNUCY UCMONb3YyeTCs ANs BU3yann3aunmn 3feKTPOHHON noanucu nonyyatenem
IOKYMeHTa npu obBMeHe 3NeKTPOHHbIMW  OOKYMEeHTaMW, MOAMUCAHHBLIMUA  YCUJIEHHOW  KBannduUMpOBaHHOW
3NEKTPOHHOM NOANUCHID.

B cooTBeTcTBMM C 3akoHogatenbcTBoM Poccuiickoit depepaummlt oTtmetka 06 SNEKTPOHHOW noanucu
opMMpyeTCS M BM3yanuanpyeTcs nporpamMmHeiMu cpenctsamu. OTmetka 06 3aneKTPOHHOW MOAMMCU BKOYaeT
dpasdy "LokyMeHT noanucaH 3NeKTPOHHOM MOAMMCHbIO", HOMEep cepTudomkara Kaya 3NEeKTPOHHOW noanucwy,
doammnunio, Mg, OTYECTBO BladesnblLa cepTudukara, Cpok AercTBus ceptTudomkara Knoya 31eKTPOHHOW NOAMUCH.
Hanpumep:

10 Mpurkas MuHUCTEpPCTBA CBS3U 1 MAcCOBbIX KOMMYyHMKauuin Poccuiickoin depepaummn n denepanbHoii cnyXosbi
oxpaHbl Poccuiickoin depepauun ot 27 mas 2015 r. N 186/258 "O6 yTBepxaeHun TpeboBaHWiA K OpraHM3auUnoHHO-
TEXHUYECKOMY B3aMMOLENCTBUIO FOCYLAPCTBEHHbBIX OPraHOB U rOCYAapCTBEHHbIX OpraHu3auuii nocpeacTeom obmeHa
JOKYMEHTaM B 3MIEKTPOHHOM Buae" (3aperucTtpuposaH B MuHuctepctee toctuumm Poccuiickon depepaumm 22
ceHTs6psa 2015 r., pernctpaumoHHblii N 38956).

OupekTop OOKYMEHT NOOMNCAH N.0. damunng
SNEKTPOHHOW NOOMUCHIO
CepTudpukar
1a1112aa000000000011
Bnapeney ®amunus Nms
OtyecTBO LlencTBuTENEH C
01.12.2012 no 01.12.2017

MoonucaHue (yTBepXAeHne) LOOKYMEHTa OCyWeCTBASeTCA B COOTBETCTBUM C MNyHKTOM 2.47 [lpumepHoi
WHCTPYKLUN.

2.49. MNeyaTtb 3aBepseT NOAAUHHOCTb NOAMMCK OONXHOCTHOrO nMua Ha OOKYMEeHTax, yOOCTOBepsiowmx npasa
nmud,  dUKcupylowmx doakTbl, CBfA3aHHble C (OWHAHCOBbIMM CpefcTBaMKl, a TakXe Ha WHbIX J[OKYMeHTax,
npegycMaTpuBaloWwmMx 3aBepeHve MoAMnuMcuM rfevyaTbld B COOTBETCTBMM C 3akoHodaTtenbcTBoM Poccuiickoit
depnepaumu.

JlokyMeHTbl 3aBepstoT nevatbio opraHusauun. eyatb npocTaBnsieTcsl, He 3axBaTbiBas COOCTBEHHOPYYHO
noanucu nuua, noanucasllero AOKyMeHT, Unn B Mecte, 06o3HaveHHoM "MIT" ("MecTo neyaTtun").

2.50. OtmeTka 06 ncnonHMTENe BKMOYAET PaMUIMIO, UMSt U OTYECTBO (MPW HANM4YUK) UCMONHUTENS, HOMEP ero
TenegpoHa. OtmeTka 06 WCMOMHUTENE MOXET [OMONHATbCS HaWMEHOBAHWEM LOJSIKHOCTW, CTPYKTYPHOro
noapasfeneHnst N aNeKTPOHHbIM agpecoM ucronHutens. OTmeTka 06 ucnonHuTene oOpPMNSIeTCS Ha NULEBON
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CTOPOHE MOCNeAHEro nucta LOKYMEHTa OT rpaHuubl NEBOro MONs WNAW, NMpU OTCYTCTBUM MecTa, - Ha 0BOPOTHOW
CTOpPOHE nncTa BHU3Y cnesa. Hanpumep:

Unbun Unbs Unbny, OToen ynpasneHus nepcoHanom, Beaylmin cneumanmct
+7(495) 924-45-67, llyin_lv@techno.ru

OTtmeTka 006 ucnonHUTEene Moxet OCpOpMJ'IF!TbCF! KaK HUXHUIA KONOHTUTYN N nevyaTtaTtbCA LUpI/ICpTOM MeHbllero
pasmepa.

2.51. OtmeTKa O 3aBepeHuM Konuu odpopmnseTcss ANS NOATBEPXIAEHUS COOTBETCTBUS KOMUU [OKYMeEHTa
(BbINUCKM M3 LOKYMEHTA) NOANUHHWUKY AOKYyMeHTa. OTMETKa O 3aBEpPEeHWU KOMuM NpocTaBnsieTcs Ha cBo6OAHOM OT
TEeKcTa MecTe Unv, Npu OTCYTCTBMU CBODOOLHOro MecTa Ha NULEeBOW CTOPOHE OOKYMeHTa, Ha 06opoTe AOKYMeHTa U
BKJIIOYaET: cfloBo "BepHo", HauMeHoBaHNe OONXHOCTU NnLa, 3aBePUBLIErO KOMWIO; ero cOBCTBEHHOPYYHYO NMOANUCh;
pacwmngpoBKy NoanncK (MHMUMansl, oamnnunio); AaTy 3aBepeHns Konmm (BbINUCKN N3 AOKYMEHTA).

Ecnu konns BblgaeTca ong NpencTaBneHns B APYrylo OpraHn3aumio, 0TMETKA O 3aBEPEHMU KOMWU JOMONHAETCS
3an1Cbio O MECTE XPaHEHNS NOKYMEHTa, C KOTOPOoro 6bina 3roToBneHa KOnus, 1 3aBepsieTCsl NevaTbio opraHnsaumm.
Hanpuwmep:

MoannHHUK gokymeHTa HaxoamTca B @BY "HaumeHosaHue opranmsauun” B gene N 08-05 3a 2015 r."

BepHo

3aB. 0TAENOM ynpaBneHus lNoanuck N.0. damunus
nepcoHanom

Harta Mevatb

Ha konunsx MHOroCTpaHuU4yHbIX OOKYMEHTOB OTMETKa O 3aBepeHUn KOonununm npocTaBnsdeTCd Ha KaXaoM JincTe
OOKyYMeHTa WU Ha nocnenHem JMCTe NpownmToro Mnm CKpenneHHoro UHbiM o6pa30M OOKYyMeHTa. 3anucb 0 mMecTe
HaxoXaeHunsa noannHHMKa NpocTaBnsaeTCcsa T0/IbKO Ha nocnenHeM nnucte JOKyMeHTa.

Insa 3aBepeHns Konum JoKyMeHTa, U3roToBIEHHON Ha 6yMa)KHOM HOCUTEene, MoOXeT UCNOoNb30BaTbCA WTaMN.

Konuwu 9NEKTPOHHbIX [OOKYMEHTOB, HanpasiseMmblXx M0 WHGOPMALMOHHO-TENEKOMMYHUKAUWNOHHOW CeTu,
3aBepsrTCca 3ﬂeKTpOHHOI7I nognncbto pykosoaouTensa opraHmsadmm uUnanm MHOro YnoaHOMOYEeHHOro UM numua u
BbICbINAKOTCA NONy4aTesno C CONnpoBOANTENIbHBIM MMCbMOM B (POPME 31IEKTPOHHOI0 OOKYMeHTa.

Konuwu 9NEKTPOHHbIX OOKYMEHTOB Ha u3nyecku 060C06NIEHHbIX HOCUTENSIX BbICbINATCS nonyyarento C
conpoeoanTe/ibHbIM MMCbMOM Ha 6yMa)KHOM HocuTtene.

B conpoBoanTENbHOM NUCbME K KOMUSAM 311IEKTPOHHbLIX JOKYMEHTOB YKa3blBAETCS:

HanMeHoBaHVe MH(POPMaLMOHHON CUCTEMBI, B KOTOPOW XPaHATCA LOKYMEHThI;

HanMMeHOBaHWS OOKYMEHTOB, KOMWUM KOTOPbIX HANpPaensnTCa nonyyartenio;

HasBaHuWsl haioB AOKYMEHTOB C yKasaHneM goopMaToB ¢aiinos n obbema kaxaoro gaina B barrax;
JaTa n3roToB/ieHUS 1 3aBEPEHUS KOMUMW.

Mpun aToM Ha domauyeckn 0H60COBNEHHOM HOCWUTENe HEeCMbIBaeMblM MapKepoM ykasbiBaetcs: "lMpunoxexve K
nucemy ot (gata) N ...".

Konus anekTpoOHHOro OOKYMeHTa, NPeLCTaB/eHHAs B BULE LOKYMEHTA Ha ByMaXHOM HOCMTENE, 3aBepsieTcs B
nopsake, ycTaHOBNEeHHOM [puMepHO UHCTPYKLUMER Ons 3aBepeHnst KOMuii LOKYMEHTOB Ha ByMaxHOM HocuTene, C
yKasaHueMm, B Kako MHPOPMaLMNOHHOM CUCTEME XPAHUTCSH SNIEKTPOHHbIN JOKYMEHT.

2.52. OTMeTka O MNOCTYNAeHWM LOKYMEHTa CNyXMWT ONs NOATBEPXAEHUS pakta NOCTYnieHWs LOKyMeHTa B
opraHusaumilo 1 BKOYaeT jgarty MoCTYnieHWs W BXOOAWWA PErucTpauuoHHblii  HOoMep HokymeHTa. [lpwn
HeobXx0AMMOCTN OTMETKA O MOCTYNNEHNN MOXET LOMOHATHCS YKasdaHWEM BPEMEHM MOCTYMNNEeHNS LOKYMeHTa B Yacax
U MUHyTax u cnocoba foCTaBky AOKYMEHTA.
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OtmeTka o NOCTYyNNEeHNN NOKYyMeHTa MOXeT NPOoCTaBNATbCA C NOMOWbIO WTaMna.

2.53. Pesoniounst OONXHa codepxaTb yKasaHue Mo WCMONHEHWIo OOKyMeHTa. Pesonoums odopmnsieTcs Ha
cBo60OHOM MecTe paboyero nonsi OOKYMeHTa, Ha 6naHke pe3oniounn UM BHOCWUTCS HEMOCPEACTBEHHO B CUCTEMY
3NEKTPOHHOro JOKyMeHToo6opoTa.

Pesoniouns fonxHa BKAYaTh: oammanio, UHALMANbI UCNONHUTENS (UCNONHUTENENR), NOPYYEHNE MO LOKYMEHTY
(KOHKpETHOEe 3afdaHve MO WCMONHEHUIO AOKYMEHTa WM DOPMY/MPOBKA LENW PAcCMOTPEHUS LOKYMEHTa), mpu
HeobXx0AMMOCTU - CPOK UCMONTHEHUS, MOAMMUCh NNLA, BBIHECILErO PE30IIOUMI0, JaTy PEe30OLMN:

damunusa N.0., Damunns LN.0.
Mpowy NoaroToBMTbL NPEAI0XEHMNS
k 10.11.2017 [lognuck

Jara

CpOK NCNONHEeHNA nopy4YeHusa He ONO0NXeH yKa3biBaTbCA, €C/in OH Ha3BaH B TEKCTE NOCTynmMBlWEro OOKyMeHTa n
pykoBoOuUTENlb HE CHNTAET HeobX0MMbIM N3MEHUTb €ro B CTOPOHY COoKpalweHuna nnn aBnsaeTcya TUMnoBbiM Onsg gaHHOro
Bunaoa ooKyMeHTa.

Mpn ykasaHWM HECKONbKWUX WCMOMHUTENen amMmnnga OTBETCTBEHHOrO WCMONHUTENS YyKasbiBaeTcs MNepBoW,
nonyepkunBaeTcst unu o6o3HavaeTcs cnoBom "oTB." ("OTBETCTBEHHbIR").

2.54. OTMeTKa 0 KOHTPONE CBUAETENbCTBYET O NOCTAHOBKE OOKYMEHTA HA KOHTPO/b, MNPOCTABASAETCS WTAMMNOM
"KoHTponb" Ha BepXxHeM nose OOKYyMeHTa.

2.55. OTmeTKa o HanpaseHn OOKyMeHTa B OeNno onpenendetr MecTto XpaHeHUsa NOKyMeHTa nocne 3aBepleHuns

paboTbl C HAM K BKOYaeT: cnoea "B neno", nHoekc gena no HoMeHknaType hef, B KOTOPOe noMewaeTcsl AOKYMEHT
Ha XxpaHeHwue, ¢ ykasaHveMm roga, AOMXHOCTU nuua, oPopMMBLIErO OTMETKY, Noanucuy, fatbl. Hanpumep:

B neno N 01-18 3a 2017 .

3aB. 0TAEeNOM KOopropaTuBHbIX NPOEKTOB

lNoanucek HJarta

OtmeTKa o HanpaBneHmm ,JJ,OKyMeHTa B OeN0 MOXeT OOMONHATbCA KpaTKI/IMI/I cBegeHnaMm o xapaKTepe
WCMNONIHEHUS OOKYMEHTA.

lil. NoaroTtoBka u ochopmneHue oTaenbHbIX BUAOB OOKYMEHTOB

3.1. JlokanbHble HOopMaTuBHble akTbl (Oanee - JIHA) opraHMsauumm mspalTcs B BUMAE NpPasBus, MONOXEHWUN,
WHCTPYKUWIA, PErnamMeHToB, NEpeYHen, KnaccmgukaTopoB U Opyrux BUOOB LOKYMEHTOB. PekomeHayemblii obpasel
ocoopmnenuns JIHA Ha npuMmepe NonoXeHns o CTPYKTYPHOM noapasgeneHun (npunoxeHune N 1).

JNHA npuobpeTaloT OpUANYECKYIO CUY NOCNE MX YTBEPXIAEHWUS PACMOPSAAUTENbHBIM LOKYMEHTOM (NMPMKa30M)
WA HENOCPEACTBEHHO PYKOBOANTENEM OPraHnM3auun NHbIM YNOMHOMOYEHHbBIM UM JINLIOM.

PykoBoanTenu CTpyKTypHbIX NoapasaeneHnini He srnpase nanasatb JIHA.
3.2. JIHA moryT 6bITb:
MOCTOSIHHO LENCTBYOWMMN (6€3 OrpaHNyYeHnst cpoka UX NPUMEHEHUS);

BPEMEHHbIMM (LEACTBYIOWMMN B TEYEHWE YKa3aHHOrO B HWUX CPOKa MAM OO HACTYyMNeHWst OnpenefeHHOro
cobbITuS).

3.3. OcHoBaHueMm ons nspaHus JIHA asnsoTca:

3aKoHoJaTeNbHbIE U MHblE HOPMAaTMBHblE NPaBoBble akThl Poccuiickoit depepaumun (ykasbl U pacrnopsixXeHus
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MpeanneHTta Poccuiickoin depepauun, NOCTaHOBNEHNUS U pacnopsixeHus MNMpasutenbcTea Poccuiickoin denepaunm,
aKTbl gpefiepanbHbiX OPraHoB UCMONHUTENbHOM BNacTu);

3aKoHomaTenbHble akTbl cybbekta Poccuiickoi depepaunn, HOPMaTUBHbIE NPABOBblE akTbl OPraHoB
rocynapcTBeHHoI Bnactu cybbekta Poccuiickoin denepaunu;

paHee nsgaHHble B opraHusauum JIHA n/nnm pacnopsaantenbHble JOKYMEHTbI.
3.4. JIHA nagatoTcs B Lensx:

yCTaHOBNEHNA HOPM, TpeboBaHWiA, MPaBmn B OTHOWEHWW MpeaMeTa HOPMATMBHOIO PErynupoBaHus, paHee He
SBNSIBIIEMCS NPELMETOM PEeryMpoBaHus B OpraHnsaumu;

N3MEHEHNs CYLWeCTBYOWNX HOPM, Tp66OBaHI/II7I, npasun, YCTaHOBJIEHHbIX paHee W3JaHHbIMXW HOPMaTUBHbIMU
OOKYMEHTaMU;

OTMEHbI paHee YCTaHOBNEHHbIX HOPM, TpeboBaHwWii, npasu.

3.5. MpennoxeHne o paspabotke npoekta JIHA BHOCMTCA PYKOBOOAUTENEM CTPYKTYPHOrO noapasfneneHust nnm
WHBIM OONXHOCTHbLIM NULLOM.

3.6. IHA paspabatbiBaeTtcs B cnydae, ecnu:
MMeeTCs y4yacToK paboTbl (BOMPOCHI AeSTENbHOCTH), HY X AAOLWNIACS B HOPMATUBHOM PErynMpoBaHnm;
TpebyeTcs BHECEeHMe 3HaYNTeNbHOr0 KOMYecTBa N3MeHeHNi B paHee NpuHSTLIA JIHA;

BbISIBNEHO Heckonbko JIHA, perynvpylowmx cMexXHble BONpockl, KoTopble LenecoobpasHo 06beanHNTb B O4MH
LOKYMEHT.

AxkTyannsaums paHee npuHaTbIX JIHA ocywecTBnseTcs yepes3 BHECEHNE B HUX U3MEHEHWIA.

3.7. Mpennoxexne ¢ obocHoBaHneM HeobxoaumocTu paspaboTku HoBoro JIHA npenctaBnsieTcs pyKoBOAMTENEM
CTPYKTYPHOrO nogpasfeneHns UaMm MHbIM YNONHOMOYEHHbIM AOOMXHOCTHBIM NIMUOM PYKOBOAUTENIO OpraHuM3auuv B
goopMe [oKNaaHon (cny>xebHoi) 3annckun, B KOTOPOI nanaraeTcs:

BOMPOC, TPEBYLWNIA PeWeHUs], C N3/I0XEHNEM OCHOBHbIX HANPaBNEHWUIA, CNIOCOBOB Ero peLeHus;

NPOrHo3 nocneacTeuin NPUHATNA HOPMaTUBHOIO JOKYMEHTa,

OpraHu3aumoHHble, KaapoBble, (PMHAHCOBblE, MaTepuanbHO-TEXHUYECKME W WHble MEepOonpusiTUS, KOTopble
Heobxoaumo ByneT NPOBECTH B CBSA3M C NMPUHATMEM HOPMATUBHOMO AOKYMEHTA;

nepeveHb paHee nsnaHHbix JIHA, nognexawmx 0TMEHE B CBSA3M C U3LAHWEM HOBOrO HOPMATMBHOMO OKYMEHTA;
npeanaraembllii Cpok Ans paspaboTky NPOeKTa HOPMATMBHOIO AOKYMEHTA.

3.8. CornacosaHne npoektoB JIHA ocywecTBnseTcs B COOTBETCTBUM C nyHkTamu 4.1-4.13 [pumepHoii
WHCTPYKLNN.

3.9. JIHA yTBepxpaetcs npukasoM pPyKOBOOWUTENS, €CNM OOHOBPEMEHHO C YTBEPXAEHWEM HOPMaTUBHOIO
LOKyMEHTa HeobXx0AMMO MPUHSTb MEPbl OPraHM3aLMOHHOro, (OUHAHCOBOM0, TEXHWYECKOrO, KaLpOBOro WM WMHOro
Xxapaktepa W JaTb COOTBETCTBYIOWME MOPYYEHNS PYKOBOILMTENSM CTPYKTYPHbIX MNOAPa3feneHniA VAW VHbIM
paboTHUKaM opraHusaunn, a Takxe ecnm HeobxoouMO BHECTM U3MEHEHWS MW MPU3HATDL YyTPATMBLIUMU CUIY paHee
yTBEepXxaeHHbie JTHA.

3.10. UameneHnsa B JIHA n otmena JIHA ocbopMnsioTCs NpvkasoM PyKOBOAUTENS OpraHmsaumn uam WHOro
LONIXHOCTHOMO Nnua, NpuHMMaBLero pewwexmne 06 yteepxaeHun JTHA.

NameHeHns B JIHA un otmeHa JIHA, yTBepX[eHHble HENOCPEACTBEHHO COBCTBEHHOPYYHON MOAMUCHIO
pPyKOBOAUTENS OpraHn3aumn 1M MHOro ynosHOMOYEHHOr0 UM OOJIXHOCTHOro nvua B rpudde yTeepXaeHus, BHOCATCS
npuKasoM, n3gaBaemMbiM PYKOBOAUTENEM OpPraHM3aLmn UM MHbIM YINOATHOMOYEHHbBIM UM OOIXHOCTHbLIM NULOM.
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3.11. B TekcTe npukasa 06 yTBepXaeHun, u3aMeHeHUn nnmn otmeHe JTHA ncnonb3yoTcst hopMynMpOBKU:

npu yteepXxaeHun Hosoro JIHA: "YTeepautb (Haseanue JIHA)" wunu "YTBepanTb (HaseaHue JIHA) v BBecTu B
hencTteue ¢ (nara)". Hanpumep:

1. YTBepanTb MNonoxeHne o0 nokanbHbIX HOPMATUBHBIX aKTax opraHnsauum.
unu:

1. YtBepantb UWTaTHoe ..... opraHmszauun Ha 2018 rom u BBecTu ero B pgeicteue ¢ 1 gHBaps 2018 .
(npunoxexue).

Npv BHECEHUWN N3MEHEHWIN B paHee yTBepXaeHHbIn JIHA: "BHecTn nameHeHus B (HassaHwue JIHA). Hanpumep:

1. BHecTn cnepyiowne mnameHeHns B LUtatHoe pacnucanve Ha 2018 rog, yTBepxnaeHHoe npukasom DPBY
"HammeHoBaHue opraHusauun” ot 25 gekabps 2017 r. N 345:...

npy oTMeHe paHee yTeepxnaeHHoro JIHA: "TpuaHatb yTpatmBwmm cuny (HassaHwe JIHA), yTBepXxaeHHoe ...".
Hanpuwmep:

4. MpuaHaTb yTpatuswmm cuny MonoxeHme o HEHOPMUPOBAHHOM paboyeM OHe, yTBepXAeHHOe npukasom dBY
"HaumeHoBaHwve opraHusauun” ot 15 dpespansa 2015 . N 22.

3.12. OcHoBHbIMU pekBuauTamm JIHA sBNSIHOTCS: HAMMEHOBaHWE OpraHn3aunmy, HauMeHoBaHe BUAa NOKYMEHTa v
3arofioBOK K TEKCTY, COCTaBNSAOWME OAHO LEeNoe, rpud yTBEPXAEHUS, MECTO N3LAHNSA LOKYMEHTA.

Ecnn npoekt JIHA sBnsieTcs MHOrOCTPAHWYHBIM U K HEMY OCPOPMNSETCS TUTY/bHbIA NUCT, yKasaHHble Bbille
PEKBU3NTHI PA3MeLanTCs Ha TUTYNIbHOM IUCTE.

3.13. ViHchopmauums cnpaBoYyHOro xapaktepa (rpadpuku, cxembl, Tabnuubl, oopMbl JOKYMEHTOB) 0COOPMSETCS B
BuAe npunoxeHun k JIHA.

Ha npunoxenusx k JIHA ogopmnseTca pekBusnT "O0TMeTKa O NPUNOXeHUN" B COOTBETCTBMU C MYHKTOM 2.44
MpuMepHOR NHCTPYKLMU.

3.14. JIHA BcTynaeT B CMNy B CPOK, yKasaHHbIA B Npukase, KOTopbIM yTBepXAeH JIHA, unu ¢ natbl yTBepXaeHus
NHA.

3.15. PacnopsautenbHble [OKYMEHTbl oOpraHmsaumy wusgaloTcs B (OpPMe MNpuKasoB U PacrnopsiXeHui.
PekomeHayeMble 06pasLbl 0hopMIeHNS Nprkasa v pacrnopsixeHus (npunoxenns N 2, 3).

Mprkasbl N30aTCS B LENSX 0CPOPMNEHUS PELLEHWIA:

HOpMaTUBHOrO xapakTepa (ecnu npukasom yteepxaaetca JIHA nnn npuHnmaeTcs peweHne opraHM3aunoHHOro
xapakTepa, Hanpumep, npukas 06 yTBEPXAEHUN CTPYKTYPbI M WTATHOW YUCNIEHHOCTW OpraHn3aumm);

opraHm3aulnoHHOro, aaMMHUCTPATUBHOro, B TOM 4YuCne onepatuBHOro Xapaktepa Mo BOMNpOCaMm OCHOBHOW
LeATeNbHOCTU opraHn3auunn.

3.16. MNpoekTbl NPUKa30B MO OCHOBHOW AEATENbHOCTW FOTOBSAT CTPYKTYPHblE MOApasfeneHnsl opraHnsaumum Ha
OCHOBaHWMM MOPYYEHWA pykoBoACTBA NMOO B MHULUMATMBHOM nopsiake. OTBETCTBEHHOCTb 3a Ka4yeCTBEHHYIO
MOArOTOBKY MNpOEKTa npukasa, COrnacoBaHWe W MNpaBUNbHOE OCOPM/IEHWE MNpPOeKTa HeceT PyKOBOAMTENb
noopasfeneHus, KoTopbliA FOTOBMT NPOEKT Npukasa v NPeacTaBnsieT ero Ha NoAnuCh.

3.17. KoHTponb 3a MpaBUNbHOCTbIO  OCPOPMIIEHMSI MPOEKTOB  MpukasoB  ocyuwecTtenser Cnyx6a
Jenonpon3socTsa opraHn3aLumu.

3.18. lNpwukasbl, n3gaBaemble B OpraHusauun, He AONXKHbI MPOTUBOPEYNTb 3aKoHoOaTeNbCcTBy Poccuiickoi
depnepaunmn, YcTaBy opraHvMs3aunun, nokanbHbIM HOPMaTUBHLIM aKkTaM OpraHvM3auvMn U paHee UsfaHHbIM npuKasam
opraHusauun.
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3.19. lNpukasbl N0 OCHOBHOM AeATENbHOCTU N3al0TCA:

BO MCMOJIHEHME HOPMATMBHbIX NPaBOBbIX aKTOB OPraHoB rocynapCTBEHHOM BNACTU U BbIWECTOSAWMNX OpraHn3aunii;

B LIeNISX OCYLWECTB/IEHMS yNpaBieH4eckom AesTeNbHOCTH, BbiTeKalowen n3 oyHKUMA 1 3a0a4 opraHnsaumm.

3.20. lNMprkasbl N0 OCHOBHON AeATENbHOCTU COCTABASOTCS HA OCHOBE TWATEeNbHOIr0 U BCECTOPOHHErO U3yyYeHuns
BOMpOCOB, Tpebylowux paspeweHns, 4tobbl comepxawmecs B npukasax nopyyeHust Obinn  KOHKPETHbIMU,
obecrneymBanucb [OCTATOYHbIMU MaTepPManbHO-TEXHUYECKUMUA U (PUHAHCOBBIMU CPELACTBAMU W B AaNbHEWLWeEM
UCKNoYanm HeobXxoOuMOCTb KOPPEKTUPOBKM MPUHSITIX PEWEHUd B CBS3UM C HEMONHOTOM unv HepopaboTkoi
npenblaoywero npvkasa.

3.21. lMpukasbl opraHusaunm ogopMAsTCA Ha BnaHke npukasa C UCMONb30BaAHWMEM CNELYOWUX PEKBU3NTOB!
jara [OKYMEHTa, perucTpaunoHHbli HOMep [OKYMEHTa, 3arofioBoK K TeKCTy, TekcT, noanuck. J[Mata wu
perncTpaunoHHbIi HOMEp Npukasa NPoCTasNAOTCA NOce NOANMCaHNS Npukasa pykoBoAMTENIEM OpraHm3aumnu.

3.22. 3aronoBok K Mpukasy neyataeTtcs Yepe3 OAUH MEXCTPOYHbLIA MHTEpBan NofL pekeuavTamu GnaHka cnesa
OT rpaHuubl nesoro nons. Toyka B KOHLE 3arofioBka He CTaBMTCS. 3aronoBOK K Mpukasy ¢opmynupyetcs C
npennorom "o" ("06"), KpaTko U TOYHO OTPaxkas codepXaHue Tekcta npukasa. Hanpumep:

06 yTBEepXaeHun VIHCTpyKumW No AeNONpPOM3BOACTBY;

O nopsake hrHAHCNPOBAHNS PEKTAMHO KaMmnaHuu;

O cospaHmmn aKCnepTHON KOMUCCUN.

3.23. TekcT mpukasa coCcTouT M3 OBYX 4actei: obocHoBaHusi (npeambynbl) U pacrnopsauTencHol yactu. B
060CHOBaHMW YKa3biBAETCS OCHOBAHWE, NPUYMHA UK Lenb n3faHns nokymeHTta. Hanpumep:

B cooTBeTcTBMM C NpukasoM MuHWCTEpPCTBA CBA3M M MACCOBbIX KOMMYyHUKauuii oT 25 aekabpsa 2014 r. N 1494
"O6 yTtBepxneHwun [MpaBun obmeHa [LOKYMEHTaMW B 3MEKTPOHHOM BUAE MPW OpraHu3auuy UHGOPMALMOHHOMO
B3avMogencTemsa” ...

B uensx opraHusauumm n nposeneHus paboTbl MO 3KCMEPTU3e LEHHOCTM AOKYMEHTOB, obpasyowuxcs B
LEeATeNbHOCTY OpraHu3aunm, n otbopy uUx 4ns nepefayn Ha XpaHeHe B apXnB OpraHn3aumnm v K yHUYTOXEHMIO ...

3.24. PacnopsantenbHas 4acTb Npukasa HaymHaeTcs CMoBOM "M p M K a 3 bl B a 10", KOTOPOe neyaraetcs
CTPOYHbIMM ByKBaMV BPa3pSAOKY.

PaCI'IOpﬂ,D,VITe)'IbHaH 4aCTb MOXET coaoepXartb:

peweHns opraHM3aumMoHHOro xapakTepa (yTBepauTb, cCo3Aatb, npeobpasoBaTb, NUKBMAMPOBATb, MPU3HATH
yTpaTuBLLIMM CUNY);

KOHKPETHbIE MOPYYEHNS C yKasaHUEM UCNONHUTENS (UCNONHMUTENEN) U CPOKOB UX BbIMOHEHWS.

3.25. Kaxpoe peuweHne (nopyyeHne) opopMnseTcs B NpuUKase Kak OTOeNbHbI NyHKT. [yHKTbl npukasa
pacnonarawTcs B NIOrMKO-BPEMEHHOWN MOCNEenOBATENBHOCTU N HyMepytoTca apabekmumu undopamu. Ecnn nopyyeHne
[aeTcs KOHKPEeTHOMY MoapasfeneHnio, ero HaMMeHoOBaHWe NUWEeTCS MOMHOCTbIO, B CKOOKax yKasblBaloTCcs cpaMuius
W MHMUManbl pykoBOANTENS NogpasfeneHns B UMeHNTENbHOM nagexe. Hanpumep:

..NpuKasbiBalo:

1. YyebHo-meToan4eckomy otneny (Pamunms N.0.) k 01.11.2017 noaroToBUTL Y NPEACTABUTL HA YTBEPXAEHME
nnaH yyebHo-MeToauyeckoin paboTel Ha 2018 rog.

Ecnu nopyyeHue paetcs KOHKPETHOMY WCMONHWUTENIO, ero OONXHOCTb U haMnnus ykasbisaloTcs 6e3 ckobok B
LaTenbHoM nagexe. Hanpumep:
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3. MnaBHomy byxrantepy (Pamunus 1N.0.) noAroToBMTb U NPEACTaBUTb HA PACCMOTPEHME U YTBEPXAEHUE CMETY
KOMaHAMpOoBOYHbIX pacxoaos Ha 2018 rog B cpok fo 30.11.2017.

MpennucbiBaeMoe OeNCTBME BbipaXaeTcsa rnaronoM B HeonpeneneHHo copme. He gonyckaetcsa ynotpebnsitb
HEKOHKpeTHbIe BbipaxeHust Tuna "ycunutb", "yckopuTb", "obecneunTs B KpaTyamwme cpoku".

Ecnn onHOMYy ucnonHuTento Heo6XoaMMO MOPYYMTb HECKONbKO pasHbiX 3ahaHuii C OLHUM CPOKOM BbINOHEHUS,
OTBETCTBEHHbIA WCMONHUTENb WU CPOK WCMOJSIHEHWS yKa3blBalOTCA OAMH pa3 B OCHOBHOM MYyHKTE, a MopyyeHus
BbIOENSIOTCA B OTAefbHble NOAMNYHKTbl.. ECnn y nopyyeHui pasHbie CPOKWM UCTMONHEHUS, CPOKW YKa3biBAIOTCH He B
OCHOBHOM NYHKTE, a B KaXX,A0M NOAMNyHKTE.

Cpok uncnonHeHnst nonxeH ObiTb peanbHbiM, COOTBETCTBOBATb 00beMy npegnonaraemblx pabot. [Mpu
YCTaHOBJ/IEHWUM CPOKa CeayeT yuynmTbiBaTbh BPEMS AOBEASHMUS OKYMEHTA [0 KOHKPETHbIX NCMONHUTENE.

CpoK UCMOJHEHMSI B MyHKTax pacropsiAMTeNbHON Y4acTu nprkasa He yKasblBaeTcsl B CNyvasiX, eCcivm OeicTBus
HOCSIT PerynsipHblii XxapakTep U UX BbINO/HEHUE NPELNnVChIBAETCS HA BeCb nMepuon AercTBus npvikasa. KonnyecTtso
UCTMONHUTENENR MO KaXAoMy NyHKTY (NMOAMYHKTY) He orpaHuyvBaetcs. OTBETCTBEHHbIA UCMOMHUTEND yKa3biBaeTCs
nepBbiM.

Ecnu npnKkas OTMeHsAeT MOJIHOCTbKD UM 4YaCTUYHO paHee u3haHHble OOKYMEeHTbl Mo TOMYy >Xe BOMnpocy, 10 B
npeanocnefHeM NyHKTe npukasa HeobxoAMMO UX MEPEYUCTUTb C YKa3aHMEM HAaMMEHOBAHUS OOKYMEHTA, ero naTthl,
HoMepa, 3aronoska. Hanpumep:

4. MNpnsHaTtb yTpaTUBWNM cuny npukas opraHusauum ot 5 asrycta 2010 r. N 175 "O6 yTBepXLeHUN SKCnepTHOM
KoMuccun opraHmsanmn”.

MocnegHun NYHKT npukKkasa - NyHKT O KOHTpOJsie, B HEM YyKa3blBalOTCA OO/IXHOCTb nnua, OTBETCTBEHHOro 3a
MCNOJIHEHNE OOKYMEHTA B LIe/IOM, ero pamMmnng n nHuumnarbi. Hanpmmep:

4. KOHTpO/b 3a MCMNOJIHEHMEM MpMKa3a BO3/1araeTcs Ha 3aMecTmTens reHepanbHoro aupektopa @amunns N.0.

B oTAenbHbIX cnyvasix pyKoBOAMTESNb OpraHM3aLmm MoXeT 0CTaBUTb KOHTPONb 3a coboii:

KoHTpo/b 3a UCMONHEHMEM NMprKasa oCcTaBso 3a CoHOiA.

3.26. He BkntoyaeTcs B TEKCT npukasa nyHKT "lNpukas gosectu 0o cesegeHns ... ."

MonopasneneHns u [ONXHOCTHbIE NULA, A0 CBEAEHNS KOTOPbIX HEO6X0AMMO LOBECTU NPUKa3, NepeyncnsoTcs B
ykasatene (nMcTte, Cnucke) pacCbinku, KOTOPbIA rOTOBUTCA MCMOMHUTENEM M MOXET O(OPMASTLCS HA 0B0POTHOM
CTOPOHe NocneaHero nucTa npukasa.

3.27. B npukasax He gonyckaeTcs:

N3MeHeHne paHee yCTaHOBNEHHbIX CPOKOB BbIMOJ/IHEHUA 3a4aHuin B CTOPOHY NX yBENMNYEHUSA,

NPUMEHEHME TMPOM3BOMIbHBIX COKPaWeHUA WAN WUCKaXEeHUe HauMeHOBAHWA CTPYKTYPHbIX nogpasfaefieHuni
opraHusaumii, NogBefOMCTBEHHbIX OpraHn3aumnii -MCNoNHUTENEN;

NMPVUMEHEeHMEe MPON3BOJIbHBLIX (HEe OOWENPUHSATBIX) TEXHWYECKMX W OPYruxX TEPMUHOB, COKpaLWEHHbIX CNoB U
HanMeHOBaHUN.

3.28. lpy HanMuMm NPUNOXEHW A B TEKCTe Mnpukasa B COOTBETCTBYIOWMX MYHKTaX pacrnopsaMTenbHOR YacTu
jaitcsa otcbinku: ... (Npunoxexnve N 1); ... (npunoxeHne N 2); ... "cornacHo MAPUNOXEHMIO", Ha MNPUNOXEHUN
0opopMASeTCH 0TMETKA O MPUNOXEHUN:

Mpunoxenue N 1

K npukady ®BY "HanmeHoBaHue
opraHusauun”

o1 12.11.2017 N 215
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N3paHre BMecTe C NprKa3oM NPUNOXEHWIA, He YNOMSIHYThIX B TEKCTE AOKYMEHTA, HE JOMycKaeTCs.
Ecnu nOKyMeHT, yTBEP X AEHHbIV NPMKA30M, BMOCNEACTBUN OEACTBYET B BULE CAMOCTOSTENBHOrO JOKYMEHTA, Ha

MepBOM NUCTE LOKYMEHTa B BEPXHEM MPaBOM Yriy MpPOCTaBAsieTCS rpudd YTBEPXAEHUS (Mpu HeobxoaMMoCTH, - C
yKasaHueM HoMepa NpuioXeHus), HanpuMep:

MHeTpyKuma YTBEPXIOEHA
npvkasom ®BY "HanmeHoBaHue
opraHusauun”
o1 22.01.2017 N5

3.29. PacnopsixeHusi 0popMASIOTCA MO TEM Xe Mnpasuiam, YTo 1 Npukasbl, 3a UCKIOYEHUEM TOr0, YTO B KOHLE
npeambynbl CTABUTCS ABOETOYME, MOCNE YEro CneayoT NyHKTbl pacnopsanTensHoin Yactn. Hanpumep:

B uenax ncnonHeHns npukasa PBY "HaumeHoBaHue opraHusaumn” ot 22 aerycta 2017 r. "O6 opraHusaumm u
npoeeaeHnn KoHkypca "Jlydwunin cekpeTtapb KomnaHmm - 2017":

1. PykoBoanTensm ynpasneHuids, otaenos un nabopatopuin B cpok no 10 ceHTs6ps 2017 r. npencTaBmTb CBOU
npennoXeHnsa o kKaHamaatypax cekpeTtapen u 4enonpon3soamTenein 0N y4actTus B KOHKypce.

2....
PaCI'IOpFI)KeHI/IFI MOryT HE UMEeTb npeaM6ynb|.

3.30. o npepctaBneHnss Ha NoANMCb NPOEKT npukasa (pacnopsXeHus) CcornacoBbiBaeTcd C
3aMHTepeCcoBaHHbIMU NLAMN B COOTBETCTBUM C NyHKTaMu 4.1-4.11 MNMpuMepHON MHCTPYKLMK.

3.31. Npukas noanunceiBaeT pyKoBOAMTENb OpraHM3aunm Unv nnuo, NCMosHslee ero 0653aHHOCTL.
Pacnops>xeHne noonncouiBaeTcs PyKoBOANTENEM W/UAN UHBIMWA YNONHOMOYEHHBIMA UM NINLLAMMW.

3.32. Konuu nprkasoB (pacrnopsiXeHwuin) paccbinaloTcs B COOTBETCTBMM C yKasatenem (MCTOM, CrUCKOM)
pacchbInku.

OnekTpoHHAs KOMUS Mpukasa pasMeliaeTcs B cooTBeTcTBytowel 6aze paHHbix C3M, mnu Ha KopnopatuBHOM
noprtane opraHusaumn B cetun "MIHTepHeT".

3.33. MNpwu ohopmneHnn npukasa, n34aBaeMoro COBMECTHO C APYrol opraHudauneni:

6naHK He McnonbayeTcs;

HaMMeHOoBaHUs opraHvM3aunii nevyaTarTcs Ha OOHOM YPOBHE;

HanmeHoBaHme Buaa nokymeHta (MPUKA3) pacnonaraertcs no LUEHTPy.

Jlatoi coBMeCTHOro npukasa $BnseTca JgaTta npocTasneHnsl mnocnegHein noanMcKM Ha  AOKYyMeHTe.
PervnctpaunoHHblii HoMep COBMECTHOrO nprkasa COCTOUT M3 perncTpaumoHHbIX HOMEPOB, NMPUCBOEHHbIX KaXa4oh 13

opraHusauuii u NPOCTaBSEMbIX Yepes KOCYo YepTy B MOPSAKE yKasaHUs opraHn3aumnii - aBTOpoB JOKYMEHTa.

TekcT COBMECTHOrO npukasa uanaraetcs OT MepBOro nvua MHOXECTBEHHOro yncna ("npukasbiBaem"), nognucu
pyKoBOOUTENEN OpraHn3aLmii pacrnoniaratoTcs Ha 04HOM YPOBHE C/ieBa 1 cnpasa.

3.34. [lesTenbHOCTb MO COBMECTHONM BbipaboTke peleHuidi Ha 3acedaHusix COBETOB, KOMMWCCWiIA, COBEeLaHusIX
opopMgeTcsa NpoToKonamu.

MpoTokon coCcTaBNsSeTCS Ha OCHOBAHWM OUKTOCOHHBLIX (PYKOMWCHBIX) 3anuncei, NpPOU3BEOEHHbIX BO BpeMs
3acefaHuns, NpeacTaBeHHbIX TE3MCOB NOKNALO0B U BbICTYMNNEHWA, CNPaBoK, MPOEKTOB PeLleHunii (MOCTaHOBNEHWIA).

MpoTokon odpopMnsieTcs B TedyeHue OAHOro-TPex [Hel Mocne npoBedeHMs 3acefaHusl, €Cnv CPOKW ero
NnoaroTOBKW He OroBOpeHbl 0co60.
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3.35. PekBuautamm npoTokona SABNAKTCA: HaMMeHOBaHWE opraHu3auunn, HammeHoBaHMe BUMOa OOKYMEHTa,
3arosioBokK K TeKCTy, oata n MeCcTo 3acenaHus, perMCTpaLLMOHHbIIZ HOMep NpoToKkona, TeKCT, NoAnncun.

3.36. 3aronoBoK K TEKCTY MPOTOKONa OTBEYaeT Ha BOMPOC "4ero?" n CoOAepXuT ykasaHue nogpasmneneHus nnm
opraHa, nesTenbHOCTb KOTOPOro NpotokonupyeTcs. Hanpumep:

MPOTOKON 3acenaHunsl aTTecTaunoHHON KoMUccum
MPOTOKON 3acenaHuns Hay4YHO-MeTOANYECKOM KOMUCCUMN.

Jarton npotokona siBnseTca gaTta 3acegaHvns. Ecnu 3acepaHne npoaoonXxaeTcs HECKONbKO OHEN, yKkasbliBaeTcs
Jara Hayana 3acefaHus 1 yepes Tupe - gaTta okoH4yaHus: 12-13 mas 2018 r.

3.37. TekcT npoTokona AoNXeH COCTOSATb U3 ABYX YyacTei: BBOAHOW M OCHOBHOW. B BBOAHOM yacTu npoTokona
ykasblBalotca  hamunum  npepcenarens  (npencenartenbCTBYIOWEro); cekpetaps; amMunun  y4acTHUKOB,
NPUCYTCTBYIOWMX Ha 3acedaHUn; NuL, NpuUrnalleHHbIX Ha 3aceaHne; noBectka OHs.

Ecnu konnyecTBo nNpuCyTCTBYIOWMX Ha 3acedaHny npesbiwaet 15 4yenoBek, B BBOLHOW YacTu npoTokona
LleniaeTcs CCblfika Ha CrUCOK, SIBSIOWMIACS HEOT BEMIEMOI YacTbio NpoTokona. Hanpumep:

MpucyTcTBOBaNM: 25 Yen. (CNUCOK NpunaraeTcs).

BeogHas 4acTb npoTOKONa 3akaH4yMBaeTCs MOBECTKOM [HS, COOepXallel nepedvyeHb paccMaTprBaeMblxX
BOMPOCOB, NEPeYNCNeHHbIX B Nopsake ux obCcyXOeHUs C yKasaHMeM LoKnadyuka no Kax oMy paccMaTpuBaemomy
Bonpocy. Bonpockl noBecTku oHA dpopMynmpytoTcs ¢ npegnorom "o" ("06"), neyataloTcs OT rpaHuULbl NEBOro Nons u
HyMepytoTcst apabckumm umndopamu.

B ocHoBHOI YacTu npoToKOoNa ouKCMpyeTcs xon 3acenaHus.

3.38. MonHbIA NPOTOKON COAEPXUT 3anUCb TOrO, YTO MPOMCXOAUNIO BO BPEMS 3acefaHusi, BKoYasi BOMPOCh K
JOKNafuvKy, OTBETbI Ha HWX, BbICTYNNEHUS B xo4e oBCyXIeHus Bonpoca, pedy/bTaTbl rOIOCOBAHNS MO BOMPOCY W
NPUHSATbIE peleHns. PekoMeHayeMmblii 06paseL, 0oopMneHns NoAHOro npotokona (npunoxenue N 4).

KpaTtkue npoToKonbl BedyTCs MpuM pPacCMOTPEHWM BOMPOCOB OMepaTUBHOrO xapaktepa. PekomeHnyemblit
obpasel, odpopmneHus kpatkoro npotokona (npunoxeHve N 5). B kpatkoMm npoTtokone dukcupyetcs Tema
obcyxaeHns, hammnmsa LoKnanyvka no BONpocy v NPUHSATHIE PELLEHNS.

3.39. OcHoBHas YacTb MOMHOro NPOTOKONA COCTOUT M3 pal3fenoB, NOCBSWEHHbIX BONPOCaM NMOBECTKW OHS. Xon
paccMOTpeHMs Kax aoro Bornpoca 3anucsieaetcs B nocnegosartensHoctu: CITYWANN - BbICTYTNWUIIA - PEWWWUTIN.

MocTaHoBneHWe (peleHne) B TEKCT MPOTOKOMA BHOCMTCS MOMHOCTbIO B TOWM (POPMYNMpOBKe, KoTopas 6bina
npuHATa Ha 3acefaHnu; Npyu HeobxoAMMOCTN NPUBOAATCA UTOrW ronocoBanms: "3a - ..., NPOTMB -..., BO34epXanoch -

3.40. TlpoTokon 3acepaHus MoAnNuCbiIBaeTCs npeacepateneM (npencefatenbCTBYOWMM) U cekpeTapem
3acefaHusl, ecnu nHoe He yctaHosneHo JIHA.

3.41. MNpy HeobX0AMMOCTM KOMMM MPOTOKOMOB UM BbIMMCKU M3 MPOTOKONOB PaCcChiNaTCs 3aMHTEPECOBAHHbIM
NLaM B 3/IEKTPOHHOM BULE B COOTBETCTBUM C yKasaTenem pacchlfiku.

B Bbinucke n3 npoToKkona A0N>XHbl BOCNPON3BOONTbCSA BCE PEKBU3UTDI 3aro0BOYHOM YacTu npoTtokona, sBooHasd
4acCcTb, BONPOC NOBECTKW OHA, NO KOTOPOMY rOTOBUTCA BbINUCKA, N TEKCT, mpaxaroumﬂ o6cy>|<,ueH|/|e BOMnpoca u
NPUHATOE pelleHune.

3.42. Oenosoe (cnyxebHoe) NUCbMO rOTOBUTCS Ha 6naHke nucbMma. [Mpu COCTaBNEHUM MUCEM OCPOPMASIOTCS
PEKBU3NTbLI: agpecar, 3arofioBoK K TEKCTY, TEKCT, NMOAMNMCb, OTMeTKa 06 MUCMONHWUTENE, B HEOOXOAUMbIX Cryyasx -
OTMeTKa 0 NMPUNoXeHun. PekoMeHayemblii 06paseL, ooopMneHns fenosoro nucbma (npunoxexue N 6).

3.43. Ecnv nncbMo SBNSIETCS OTBETOM Ha MOCTYMMBLIMIA 3anpoc nnu npocbOy, 3anonHAeTCs PEKBU3UT "CCbinka Ha
perncTpaunoHHbIi HOMEP 1 JaTy NOCTYNMBLWEro nucbma".

HauMeHoBaHne Buoa [OokymeHTa ("'mMMcbMO") M pasHOBMAHOCTb NWUcbMa  (Hanpumep, "npocbba”,
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"MHhopMaumoHHoe", "conpoBoanTenbHoe", "sanmpoc”, "HanomMuHaHue") B OenoBbiX (CNyXebHblX) nucbMax He
yKasblBaKOTCS.

Ecnn nucbMo HanpaBnsieTcs agpecaty Mo 9N1eKTPOHHOW MoyTe unm no dpakcy 6e3 [OChINKU Mo Nno4yTe, BMECTO
MOYTOBOro afpeca yKasblBaeTCst aapec 3NeKTPOHHOM NOYThl MU HOMEP TenedoHa-gakca.

3.44. OenoBoe (cnyxebHoe) NUCbMO JONXHO ObITb MOCBSILEHO 04HOMY Bonpocy. Ecnu Heobxoanmo obpaTtuntbes
B OpraHu3aumio OJHOBPEMEHHO MO HEeCKONbKMM BOMPOCaM, PEKOMEHAYeTCs COCTaBUTb OTAENbHOE MWUCbMO Mo
Kaxx oMy M3 HUX.

IMncbMo MOXET KacaTbCs HECKONbKUX BOMpPOCOB, €CN OHN B3aMOCBA3aHbI.

3.45. B ooHOM n1cbMe He JOMXHo BbiTb Bonee YeTblpex agpecaTos, NPY 3TOM OCHOBHOW aapecaT yka3sblBaeTcs
nepsbIM, OCTallbHbIM aapecaTam MMCbMO HanpasnsaeTcs ANng ceBefeHuns.

|-|pl/| Heob6Xo0AMMOCTM HanpasnuTb NMUCbMO 60ﬂbLIJeMy KONnn4yecTtBy appecatoB, FrOTOBUTCA CMNUCOK paccCbinku, n
nncbMa paccbinakTcsa No CNUcky.

3.46. lpu cocTaBneHWM [OenoBblX MUCEM WCMOMb3yeTcs BCTyNUTENbHOE obpalweHne 1 3aknoynTebHas
3TUKeTHas ¢ppasa B COOTBETCTBUMN C NMYHKTOM 2.43 MNpUMEPHOA MHCTPYKLIMN.

3.47. TekcT nucbma nusnaraeTtcs:

OT 1-ro nuua MHoXecTBeHHoro yncna ("npocum...", "npegnaraem...", "HanommHaem...");

oT 3-ro nuua eauHCTBEHHOro uucna ("npeonpuaTue cyutaet BO3MOXHbIM ...", "MHCTUTYT He pacrnonaraet

BO3MOXHOCTbIO ...");
oT 1-ro nuua eonHcTBEHHOro Yucna ("npowy ...", "mpegnarato ..."), ecnm NMcbMo 0HOPMASETCS Ha JONXKHOCTHOM
6naHke.

3.48. Ecnu npoekT genosoro (cnyxebHoro) nucbMa HanpaBnsieTcs agpecaty no noyTe, NPOeKT roTOBUTCS B ABYX
aK3emnnspax: OAvH aK3eMnnsip ooopMasieTcs Ha 61aHke, BTOPOM aK3eMNnsip, NpeaHasHaYeHHbI NS BU3MPOBaHMS),
- Ha cTaHOapTHbIX nucTax Bymaru.

Denosoe (cnyxebHoe) NUCbMO A0 NPeACTaBNEHMS HA MOANUCb AONXHO OblTb COrnacoBaHo (3aBM3MPOBAHO) CO
BCEMU 3aMHTEepecoBaHHbIMM nuuamu. CornacoBaHune (BM3MPOBaHWE) OENOBbIX MMCEM MPOBOAUTCA B COOTBETCTBUM C
nyHkTamu 4.1-4.11 NpuMepHO MHCTPYKUNN.

3.49. lenoBoe (cnyxebHoe) NNCbMO MOLMNVCLIBAETCS PYKOBOAUTENEM OPraHn3aumn iy UHBIM YNOHOMOYEHHBIM
uM nuuom. MoanucaHHoe aenosoe (Cny>xebHoe) NMMCbMO NMOANEXMUT PErucTpaLmm u oTnpaeke.

He OonyckaeTcs oTnpasnAaTb agpecartam nncbma, He nMmerwme gatbl 1 perncTpaunoHHOro Homepa.

3.50. lNocne mognucaHus nucbma u ero perncrtpauunm ak3emnndap numcbma C BM3aMm 3aMHTEpPECOBAHHbLIX NAL
nomewaeTcd B geno.

3.51. AKTbl COCTaBnSOTCS Ha OCHOBE YTBEPXOEHHbIX OpraHamu BfAacTV YHUAUUMPOBAHHbIX OOPM WAM B
cBoboaHOM chopMe B LiesiX MOATBEPXOAEHNS (DaKTOB, CBA3aHHbIX C AeSTENbHOCTbIO opraHuaauunn. PekoMeHayembll
obpaseL, ochopmMieHns akTta (npunoxerve N 7).

3.52. I'Ip|/| COCTaBJ/iIeHMN akKTOB MUCMONb3YKOTCA PEKBU3NTbl. HanMeHoBaHMWe opraHmn3auunn; HamMmeHoBaHne Buga
LNOKYMEHTA; [aTa AO0KYMEHTA; PerucTpaumoHHbIn HOMEP LOKYMEHTa; MECTO COCTaBNEHUS UMW U3LaHUS OOKYMEHTA;
3aro/ioBoK K TeKCTy; noanncb.

3.53. [laTor akTa aBngAeTcs nata cocTaBNeHUs akta U noannmcaHns ero CoCTaBUTENSMN.

Ecnu chopmoli akTa npeoycMOTPEHO €ro  yTBepXIEHWe PyKOBOOMTENEM OpraHu3auum Unm  WHbIM
YNONHOMOYEHHbIM AOMXHOCTHBIM NIMLIOM, 0ATON akTa ABNSETCS Aarta ero yTBepXAeHNs.

3.54. B BBOA4HOW YaCcTK akTa B UMEHUTENIbHOM NMagexe yKa3blBaOTCA:
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OCHOBaHMe cocTaB/ieHnsd akTa (J'IOKa)'IbeII7I HOPMAaTUBHbIA akT;

pacnopsaanTenbHblli AOKYMEHT oOpraHusauun (nprkas, pacnopsixeHue); akT unm cobbiTue, MOCNyXuBLIEE
OCHOBaHMEM 0719 COCTaBNEHUS akTa); COCTaBMTENM akTa (nepeuymcnsaorcs nocne cnosa "CocTtaBneH" ¢ ykasaHWeEM
JONXHOCTEN, HAMMEHOBaHUI OpraHM3auunii, ecnu CocTaBuTenn SBASIOTCS NPeacTaBMTensMu OpYron opraHvsaumu,
damnnnii 1 UHNLNAnNoB).

Ecnu akT cocTaBneH KOMWCCUEN, MEpBOW yKasbiBaeTcs haMunus npeacenatens KOMWCCUMM, 3aTeM Y/IeHOB
KOMUCCUMN B ancpaBnTHOM NOPSLKE.

3.55. B TekcTe akTa u3naraloTcs uenu M 3agadn CcocTaBfEeHUs akTa, CyWHOCTb, XapakTep, METodbl U CPOKK
nponenaHHoin paboThbl, ee pesynbTaTthl.

Mpu He0BX0OMMOCTM akT MOXEeT CoepXaTb BbIBOAbI U PEKOMEHAALIMN.

B 3aknouMTenbHOW 4YacTu  akTa ykasblBaloTCS KOMUYECTBO MOArOTOBMEHHBIX 9K3EMMASPOB akTa W
MECTOHAxX0X[eHMe Kaxhoro ak3emnnspa. KonmyectBo 3K3eMMNNspoB akTa OMNPEnensieTCs KOJNMYECTBOM CTOPOH,
3aMHTEPECcOBaHHbIX B €ro COCTaB/IEHUW, WA HOPMATWBHbIMU TPebOoBaHWAMU, PErnameHTVPYOWUMY COCTaBNeHNe
aKTOB KOHKPETHOM pa3HOBUAHOCTW.

3.56. Ok3emnnsApbl akTa NOANMUCLIBAOTCS BCEMU YNIEHAMM KOMUCCUMU (€CNM aKT COCTAaBASNCA KOMWUCCUER) man
COCTaBUTENSAMU 1, NP HEOOXOOUMOCTM, MPUCYTCTBOBABLIUMU NULLAMU.

|_|pl/l noanncaHuu akta npegcepartenem N 4neHamm KOMMCCUN HaMMeHOBaHNS X OONXKHOCTEN He yKa3blBAOTCA.
Ocoboe MHeHWe COCTaBMTENS akTa M3naraeTcs Ha OTAEeNbHOM NCTE, NOANUCHIBAETCS U npunaraeTcsa K akTy.

3.57. Ecnu 3akoHopatenbctBOM Poccuiickon ®epepaumm npenyCMOTPEHO 03HaKOMMIEHUE C COAEpXaHNeM akTa
nnd, yNnoOMAHYTbIX B akTe, nogd noanncb, Ha nocnenHeﬁ CTpaHuUe akTa npocTtaBnsdAeTcsa O3HakKoOMUTeNnbHasa BMU3a "C
akTOM O3HakKOMMEH(bl)", MpyM 3TOM yKasblBATCA HaMMEHOBaHWS OO0NXHOCTER, NWYHble MNOANUCK, pPacMPOBKK
noanucen, gatbl 03HaKoMaeHus. Jlnua, KoTopble 3HAKOMSATCS C COOEPXAaHMEM akTa, MMEKOT NpPaBO He COrnacuTbCs ¢
cogepXaHneMm akta B LENOM MAW ero OTAefbHbiIMA MONOXEHUSIMUA, YTO LOONXHO OblTb 3aduKCUpoBaHO Mpu
O3HaKOMJ/IEHUW C aKTOM.

3.58. NoknagHas (cnyxebHas) 3anucka UCNONb3yeTcs ANs OonepaTtMBHOIO MHCPOPMALMOHHOrO obMeHa Mexay
CTPYKTYPHbIMW MOApasfeneHnsMn 1 pykoBOACTBOM. PekoMeHayeMble 0b6pasubl 0GOPMIEHNS JOKNAAHON 3annckm u
cnyxebHoli 3anncku, NoaroTOBIEHHON Ha OCHOBE 311eKTPOHHOro wabnoHa (npunoxenust N 8, 9).

3.59. Obs3aTenbHbIMM PEKBU3UTAMU [OKNAAHON (CNy>ebHoM) 3anncku SBNSKOTCSA: HAMMEHOBaHWE CTPYKTYPHOrO
noapasaeneHns, HaMMeHoBaHe BuAa AOKyMeHTa (ooknafgHas 3anucka, cnyxebHas 3anucka), nata, 3aronoBok K
TEKCTy, agpecar, TeKCT, MOAMNNChb.

3.60. MNpu ampecoBaHWM JoKNagHbIX (CNyXebHbIX) 3anMCOK yKasbiBalOTCS B AaTe/lbHOM Magexe AOMXKHOCTb
nmua, KOTOPOMY afpecoBaH LOKYMEHT, (paMuans U nHMumansl. Hanpumep:

3amMecTuTento reHepanbHoro
avpekTtopa ®BY "HanmeHoBaHue
opraHuzauun”

damunng N.0.

nnu:
Pykosoauntenio [JenaptameHta

NHPOPMAaLNOHHBIX TEXHOOM NI
damnnus N.0.

3.61. HoknagHble (cny>xebHble) 3ammMckyM MOryT COCTaBISTbCS, pPacCMaTpuBaTbCs W XPaHUTbCS B TeYeHue
YCTaHOBJ/IEHHOIO CPOKa MUCKMOYMTENBHO B 9NEKTPOHHOM Buae B CO L.

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBepXAeHUY MPpUMEpPHO NHCTPYKLMM MO AeN0NPOoM3BOACTBY B FOCY LapCTBEHHbIX OpraHn3aumnsax CtpaHwuua 27
lNpuka3 PocapxuBa oT 11.04.2018 N 44

Mpn opraHm3daumn paboTbl C OOKNaLHbIMU (CNyXebHbIMM) 3anuckamum B 3NEKTPOHHOM BUIE WCMONb3YIOTCS
3NEeKTPOHHble WabnoHbl LOKNaAHOM 1 cny>XebHo 3anmcok.

3.62. TekcT moknagHow (cny>xebHoi) 3anvcku, B 3aBUCMMOCTM OT CNOXHOCTU COAEPXaHus U NpuBOAMMON
aprymeHTaumm, COCTOMT U3 OHOW, ABYX UM TPEX YacTen:

B MEpBOM 4acTuW M3naralTcs MpUYMHbl, akTbl WUAKM COBbITUS, MOCNYXWBWKWE MOBOAOM AfS COCTaBNEHUS
LOKYMEHTa;

BO BTOpOI7I YacTu OaeTcs aHanus CloXMuBLUencs cutyauumn, BOSMOXHble BapnaHTbl ee peLlleHnd;
B TpeTbeI7I 4acTun nanararoTcs BblBOAbl.

3.63. Pernctpaums JoknafHblx U cnyxebHblx 3anucok ocyuwecTsnsetcs B COL, npu otcytctBum COL - B
CTPYKTYPHOM noapasneneHun, NoAroToBUBLIEM AOKYMEHT.

3.64. [lenosble n1ucbMa, HanpaBnsieMble 3apybeXHbIM KOPPECMOHAEHTAM (B TOM YMC/e aapecaTam rocynapcts -
6biBWMX pecnybnuk B coctaBe CCCP), ochopMmnsiioTcs Ha GnaHke NcbMa opraHvM3auuy ¢ PEKBU3NTaMI Ha PYCCKOM 1
OJHOM N3 MHOCTPaHHbIX A3bIKOB.

3.65. TlucbMo, Hanpaensiemoe 3apybexHOMy agpecaTy, COCTaBNSAETCS Ha PYCCKOM S3blke, MNPOXOoauT
cornacoBaHve CO BCEMMW 3aMHTEpPEeCOBaHHbIMK fMLAMU OpraHmn3auuun, Nocne Yero nNMCbMo NepeBoaMTCS Ha OOUH U3
WHOCTPaHHbIX S3bIKOB (A13bIK aapecaTa Uv aHr MIMACKMA S3bIK) U ogoopMnsieTcs Ha 6naHke nNucbMa, NpeaHa3Ha4eHHOM
NS Nepenunucku ¢ 3apybexXHbIM KOPPEeCcnoHAeHTaMu.

MoANMHHUK NUCbMa, OGOOPMIIEHHbI Ha OAHOM W3 MHOCTPaHHbLIX $I3bIKOB, OONXEH ObiTb WOEHTWYEeH No
coOepXaHuo 9K3eMMsSPy Ha PYCCKOM S3bIKe C BU3aMU 3aUHTEPECOBaHHbIX NNLL.

3.66. Ha nopnvucb pykoBOAMTENIO MPEACTaBASIOTCS: 3KIEMNASP nNucbMa 3apybeXHOMy KOPPECTNOHAEHTY,
0CPOPMNEHHBIV Ha BnaHke, KON AAHHOMO NMCbMAa Ha CTaHAAPTHOM NUCTE ByMaru ¢ BU30 UCMONHUTENS, 9KIEMMNSAP
NnMcbMa Ha PYyCCKOM 513blKe C BM3aMy 3avHTEPECOBaHHbIX L.

3.67. lNocne nognucaHus NncbMa PyKoBOOAUTENEM WU/ UHBIM YMOHOMOYEHHBIM UM JINLOM:

9K3eMNnAp NUCbMa, OPOPMIEHHBI Ha BraHke, MOANMCAHHbI PYKOBOAUTENEM W 3aperncTpupoBaHHbiin B Cnyxbe
Lenonpou3BoACTBa, HaNpaBnseTca agpecary;

Konns nucbma C BM30A WUCMONMHUTENA W 3K3emnnsp MNucbMa, COCTABMIEHHbI Ha PYCCKOM £A3blke, C BU3aMu
3anHTEepecoBaHHbIX NUL NoMewaroTcs B AeNno.

3.68. Tucbma, HanpaBnsiemble 3apybexHbiM agpecataM, OOMXHb WUMETb PEeKBM3UTHLI: agpecat, [naTta,
perncTpaumnoHHbIA HoMep, TEKCT, NOAMNWCH.

Mpn HeobxoAMMOCTU MOryT OCOPMISITECA PEKBM3UTbI "CCbilkA Ha PEerucTpaumMoHHbIi Homep W Oaty
NOCTyNUBLIEro nucbMa" n "3aronoBoK K TekcTy". Ha konum nucbma, noMewaeMoin B [eNno, AOMNOHUTENbHO
npocTtasnsieTcsl oTMeTka 06 ncnonHuTene.

3.69. PekBn3nT "agpecat” odopMasieTcs cnpasa nod peksuamtaMmu 6naHka. AgpecatoMm nucbMa MoXeT ObiTb
opraHn3auust U KOHKPETHOE NNLO.

Ecnm nucbmo ajpecoBaHO oOpraHusauunu, cHadana paetcd ee HaMMeHOBaHue, 3aTeMm - NMOYTOBbIN ajpec B
nocnenoBaTenbHOCTU. HOMEP OOMa Unn 30aHnsA, Ha3saHne ynuubl; Ha3BaHWe ropona; cTpaHa.

Kaxaplii anemeHT agpeca MuWeTCs Ha OTAENbHOM cTpoke. HaseaHve ropofa, kak npaBuio, rnedyataetcs
nponucHbiMy 6ykBamu. Hanpumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN BR61 7RE
U.S.A.

Cnosa Avenue, Street, Place v nHble B agpece nuwyTcst ¢ NPONUCHOR ByKBbI.
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Mpun ochopMneHnn NOYTOBOro agpeca 3apybeXHbIM KOPPECMNOHAEHTaM MyHKTyaLus He NPUMEHSIETCS.

Mpw apgpecoBaHUM NCEM HEOOXOAMMO yYnTbIBATbL TPAOULIMW, XapakTepHble ONs OTAeNbHbIX CTpaH (Hanpumep, B
BenukobputaHum nocne ykasaHus ropoa MoxXeT bbiTb ykasaHo rpadgpcTeo, B CLUA - HasBaHve wrata).

Ecnn B Ha3BaHun compMmbl NnpucyTcTByeT hamunma nuua (Hanpumep, W. Edward & Co., Ltd), nepen HassaHnem
dovpMbl NPUHATO cTaBuTb cnoBo Messrs (cokpauweHue ot Messieurs - rocnoaa).

Ecnu nncbMo appecyetcs KOHKPETHOMY nuly, nepen HasBaHUMEM OpraHvM3auvMu ykasblBaloT amMunmio u
LOMXHOCTb paboTHUKA UM Er0 OONIXHOCTb.

Hanpuwmep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN

NE12 OLD

U.S.A.

3.70. B nucbmax 3apybexHbiM agpecataMm jpata OGOPMNSETCS  CNOBECHO-LUMPOBLIM crnocobom B
nocnenoBaTefnbHOCTU: AeHb MecsLa, Mecsl, rog.
Hanpumep: 24 aHBaps 2017 r.

[Mpwn cocTaBneHnn NnCbMa Ha aHr IMACKOM A3blke AonyckaeTcs oopMiieHMe Aatbl B NOCAeO0BaTeNbHOCTL: rog,
mecsu, AeHb Mecsua. Hanpumep: 2017, January 24.

3.71. B nucbmax 3apybexHbiM agpecatam WCNOMb3ylTCA BCTyNUTENbHbIE 0OpaleHns o AOMXHOCTA Unn no
hammnuu apgpecata. Hanpumep:

YBaxaemblii rocnoanH Toproeblii COBETHUK!
YBaxaemblin rocnoamH AHrenos!

3akaHyMBaeTCs NUCbMO 3aKNI0YNTENBHON 3TUKETHON ppasont "C yBaxeHuem, ...".

IV. CornacoBaHue NpoekToB AOKYMEHTOB. MoanucaHue (yTBepXaeHue) NpoeKToB AO0KYMEHTOB

4.1. CornacoBaHue npoekTa OOKYMEeHTa MpoBOAUTCA OO0 ero noanMcaHusl pyKoBOAMTENEM B LIENSAX OLEHKW
COOTBETCTBMSA NpoeKTa 3akoHoJatenbcTey Poccuickon ®egepaumm, nokanbHbIM HOPMaATUBHBLIM aKkTaMm OpraHm3sauuu,
KayectBa 1 9o PEeKTMBHOCTU Npeanaraemoro peleHuns.

CornacoBaHue npoekTa [OKYMEHTa OpraHu3yeTcsi HernoCPeACTBEHHbIM UCMOSHATENEM (COCTaBUTENEM) W
PYKOBOAMTENEM NOAPA3AENEHNS-UCTIONHNTENS U NPOBOAMTCS B Mpefenax yCTaHOBNEHHOr0 CpoKa UCMONHEHMSI.

42. Mpu Hanuumm B opraHudauum CI3OJl cornacoBaHne MNPOEKTOB LOKYMEHTOB OCYWECTBNSETCS B
aBTOMaTU3NPOBAHHOM PEXUME NOCPELCTBOM HaMpaBNeHWs NPOEKTOB AOKYMEHTOB NMLAaM, Ha3HAYeHHbIM B Ka4ecTBe
cornacyowmx, 1 opopMneHnst pesynbTaTos cornacosaHus 8 CO /.

CornacoBaHne MNPOEKTOB OOKYMEHTOB MOXET OCYWECTBASTbCA MOCPEACTBOM KOPMOPATUBHON 3NEKTPOHHOW
noytbl M OCPOPMIEHNS WCMONHWUTENEM JNUCTA COrNacoBaHWs C MPUNOXEHWEM SNEKTPOHHBIX COOOWEHWA nn,
y4yacTBOBABLUMX B COrflacOBaHUM NPOeKTa AOKYMEHTA.

4.3. CornacoBaHve MpPOEKTOB [HOKYMEHTOB C paboTHWKaMu opraHusauumM Wunu OpyruMu  opraHusaumsmu
opraHu3yeT WCMONMHWTENb MOCNe cornacoBaHus B paboyeM MOpSOKe NpPoeKkTa [OKYMEHTA C PYKOBOAWUTENEM
CTPYKTYPHOro nonpasfeneHns 1 B COOTBETCTBUM C MHCTPYKUME NO AENONpPOM3BOACTBY OpraHM3auMn Unm MHbIMU
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NOKanbHbIMW  HOPMAaTUBHBIMA ~ aKTamu, pPerynupylowmnmMm npouecc COornacoBaHvs (BU3MPOBAHWS) MPOEKTOB
DOKYMEHTOB.

4.4. TpoeKTbl AOKYMEHTOB COrnacyroTcs:

HenocpenCcTBEHHbIM UCTIONHUTENEM U PYKOBOAUTENEM NoApa3feneHns-ucnonHuTens;

COMCMONHNTENAMU (MPY MX HANNYUN);

PYKOBOAMTENSIMU CTPYKTYPHbIX NoApasaeneHnii, paboTH1KaMmn opraHm3auuny, HanpaBneHns NesTeNbHOCTU W/unn
hyHKLMOHaNbHblE 0653aHHOCTM KOTOPbIX 3aTparmBaloTCs B MPOEKTE LOKYMEHTa W/MAn KOTOPble yKasaHbl B NMPOeKTe
IOKYMEeHTa B KayecTBe WUCMOMHUTENeR (B Clyyae BPEMEHHOro OTCYTCTBUS PYKOBOAUTENS MoApasfeneHns npoekT

IOKYMEHTa BU3MPYeT N0, BPEMEHHO UCMONHSoWEe ero 0693aHHOCTH);

3aMecTUTENSIMU PYKOBOAUTENS OpraHv3aunn, KypupyowmMn 3aTpoHyTbie B NMPOeKTe AOKYMEHTa BOMPOCh! (eC/u
LOKYMEHT MoAnucbiBaeTcs (YTBEPXAaeTCsl) pyKOBOAUTENEM OpraHn3aumn);

topuamyeckoi cnyx6oi (npoekToB JIHA, NPOeKTOB NPUKa30B);
Cnyx60i1 nenonpon3BoacTBa.

MpoeKTbl JOKYMEHTOB, peanusaumns KoTopbix TpebyeT goMHaAHCOBbLIX 3aTparT, COrnacoBbiBAOTCS C (OMHAHCOBbLIM
noapasneneHuem.

He ponyckaeTcst HanpaBnsaTh HA COrnacoBaHue NpPoekT AOKYMeHTa 0AHOBPEMEHHO ABYM unu 6onee paboTHMKaM
0OHOr0 CTPYKTYPHOro nogpasgeneHus. B kadvectBe nuu, cornacyiowmx NpoekT AOKYMEHTa, AONXHbl BbICTynaTtb
NpPenMyLecTBEHHO PYKOBOANTENN CTPYKTYPHbBIX MOAPa3aeneHuiA.

4.5. BHellHee cornacoBaHMe MnpoekTa OOKYMEHTa OCYIECTBASeTCS MOCPEACTBOM HarpaBfieHWs npoekTa B
LpYryto opraHnsaLmio ¢ ConpoBoaMNTEbHbIM NMUCbMOM, B KOTOPOM YKa3blBAETCS CPOK COrNacoBaHus.

Ecnn opraHmsauum, cornacyiowme npoekT LOKYMeHTa, SBASTCS yyacTHukamu ogHon COM, cornacosaHue
MoxeT 6biTb npoBeneHo B CIOJLl 6e3 HanpaBneHWs COMPOBOAMTE/IbHOrO MUCbMAa W OAHOBPEMEHHO C BHYTPEHHUM
COrnacoBaHueM.

4.6. CpOKI/I cornacosaHnsa 0OKYMEHTOB yCTaHaBNMBAlOTCA I/IH,D,I/IBI/I,EW&J'IbHOVI MHCTDYKLlVIeIZ no oenonpon3eBoncTtBy
WV VMHbIMW NOKaNbHbIMK HOpMaTuMBHbIMKW akTaMn B 3aBUCUMOCTW OT BuMOa LOOKYMeHTa WU obbema OOKyMeHTa,
BKJ/Il0O4YasA NpunoXeHma K Hemy. CpOKI/I cornacosaHus OKYMEHTOB COCTaBNnAoTIL :

11 IHaMBMAYyanbHOW MHCTPYKUMEl MO Oenonpou3BOACTBY MOTYT OblTb YCTaHOBNEHbI MHbIE CPOKW COrNacoBaHWs
NMPOEKTOB NOKYMEHTOB.

MPOEKTbl AeNOBbIX (CNYXebHbIX) NuceMm - 1-3 paboumnx OHs;
MPOeKTbl NprKa3oB 6e3 NpunoxeHui - 1-3 pabounx OHS;
MPOEKTbI MPVKA30B C NPWIO0XEHNSMIU CPaBoYHOro xapakTepa - 3-5 pabounx gHei;

MPOEKTbl NPVKA30B C NPUNOXEHNEM NIOKaNbHbIX HOPMATKBHbIX aKTOB B 3aBMCUMOCTM OT nx ob6bema (He 6onee 50
cTpaHuu) - 5-10 paboymx OHel;

MPOEKTbl NoKaNbHbIX HOPMATWBHbBIX aKTOB, YTBEPXIAeMblX HEnoCPeACTBEHHO MOAMNWUCbIO PYKOBOAMTENS (He
6onee 50 cTpaHuu) - 5-10 pabounx oHEw;

NPOeKTbl MPOTOKONOB 3acelaHunii (CoBewaHuid) npu HeobXOOMMOCTW WX COrnacoBaHWs, B 3aBUCUMMOCTU OT
o6bema gokyMeHTa - 1-3 pabouunx oHs.

CpOKVI cornacosaHmga NpPoeKkToB JOKYMEHTOB, HanpaBngeMblX Ha BHEWHee cornacosaHne He OOXHbl COCTaBNATb
6onee 30 kaneHOAPHbLIX OHEVA.

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBepXAeHUY MPpUMEpPHO NHCTPYKLMM MO AeN0NPOoM3BOACTBY B FOCY LapCTBEHHbIX OpraHn3aumnsax CtpaHuua 30
lNpuka3 PocapxuBa oT 11.04.2018 N 44

B KOHKPETHbIX cny4dasax B 3aBUCUMOCTWU OT codepXaHusa U Ha3Had4eHnA OOKYyMEeHTa CPOK cOornacoBaHus MoXeT
6biTb COKpalleH nnn ysenmimdeH no peleHnto pykosoanTens, Kypupytouwero HanpasneHne neaTeibHOCTU, N0 KOTOPOMY
rOTOBUTCA NPOEKT peleHns.

4.7. OchopMneHne pesynbtaToB cornacosaHns JIHA n pacnopsaanTenbHbIX AOKYMEHTOB OCYLLECTBASETCS B BUAE
BW3, NPOCTaBNSEMbIX 3aMHTEPECOBaHHbIMWA NNLAMK Ha MOCNedHeM NUCTe NpoekTa AOKYMeHTa (Ha ero nvuesow unn
0OOPOTHOI CTOPOHE) MM Ha OTAENbHOM NIUCTE COrnacoBaHWs, SBNSAIOWEMCS HEOTHEMNIEMON YacTblo AOKYMEHTa.
OTMmeTKkM 0 cornacoBaHuu (rpudd COrnacoBaHWs M BU3bl) OCOOPMASIOTCS B COOTBETCTBMM C MyHKTamu 2.45, 2.46
[MpuMepHON NHCTPYKLMK.

Mpw cornacoBaHum fenoBbix (CNy>XebHbiX) MMCEM BU3bl MPOCTABASIOTCS HA KOMUU NMCbMa (BU30BOM 3K3EMMNsP),
KOTOpbIA Mocne noanucaHns NoLMHHWKA MUcbMa W ero peructpauuy noMelaeTcss B Oeno, uam Ha obopote
NOANIMHHMKA NCbMa, eCNM MUCbMO HaMNPaBnseTcs agpecary no dpakcy MM aNeKTPOHHOW NoyuTe. STOT Xe 9K3eMnasp
nucbMa nocne oTnpaeku agpecaTty (Mo doakCy unu aNeKTPOHHOW MoYTe B BUAE SNEKTPOHHOM KONUKM) noMewaeTcs B
neno.

I'IpoeKTb| NPOTOKO/IOB BU3NPYIOTCA NnUaMK, BbICTynaBWMMKW Ha 3acedaHun (cosemava) nyTeMm npocrtaBneHus
BU3bl HA NIEBOM None AOKyMeHTa HanpoTMB 3anncu BblICTyNnneHnsa COOTBETCTBYHOWEro pa6OTHI/IKa.

4.8. CornacoBaHve NPOEKTOB AOKYMEHTOB MOXeT ocylwecTtBnatbea B COM. lMNMocne 3aBepleHns npouenypsbl
cornacoBaHust (Npu C€O3OaHUM  MOA/IMHHMKA [JOKyMEeHTa Ha OyMaXHOM HOCMTENe) NUCT  COrfiacoBaHus
pacneyatbiBaetcs n3 COL, npvknanbiBaeTCcs K NPOEKTY AOKYMEHTA U MPEACTaBNSETCS Ha MOAMNUCb PYKOBOAUTENIO
opraHusauuy (MHOMY YronHOMOYEHHOMY UM NinLy).

CornacoBaHue BHYTPEHHUX OOKYMEHTOB, CO34aHWe, XpaHeHne W1 WNUCNoNb30BaHWE KOTOPbIX OCYLWECTBNAETCA
nocpeacteom CO 1, nposoautca B C3 L1 B 3NEKTPOHHOM BUAE.

I"Ip|/| cornacosaHnMnM nNpPoOeKToB BHYTPEHHUX OOKYMEHTOB, CO34aHHbIX Ha 6YMa)KHOM HOCuTene, BU3bI
NPOCTaBNAOTCA HENOCPEACTBEHHO HA MNPOEKTe NOKYyMEHTa.

4.9. [lpu BHEWHEM COrnacoBaHUW, MONYYEHHOM MUCbMOM, WM COrflacoBaHWM MNpoekTa [LOKyMeHTa
KonnernanbHbiM (COBELATENbHBIM) OPraHoOM C (PUKCaUMEN PELWEHUs O COrnacoBaHWM B NPOTOKONE 3acenaHust
UCMONHUTENb 0CPOPMIISIET Ha MPOEKTe AOKYMEHTA WV B INCTE COrlacoBaHWs Tpud COrnacoBaHns B COOTBETCTBUM C
MyHKTOM 2.45 MprMepHoin MHCTpyKumK. MNucbMa 0 cornacoBaHum (BbiMMCKa U3 NPOTOKONA) NpuaaratTcst K NPoeKTy
LOKYMeHTa.

4.10. B xope cornacoBaHus npoekTa [LOKyMeHTa paboTHWUK, cornacylowuid OOKYMEHT, MPUHUMaeT OAHO W3
crenyrolwnx peweHuni:

cornacosaTb NpPOeKT AOKyMeHTa 6e3 3ameyaHuii;
cornacosaTtb NPOEKT OOKYMEHTa C 3aMeyaHnsiMU1; OTKIOHUTb MPOEKT AOKYMEHTA;

yKasaTtb, YTO HE UMEET OTHOWEHMUS K NMPOEKTY LOKYMEHTA (PacCMOTPEHMNE BOMPOCa, N0 KOTOPOMY MPUHMMAETCS
pelweHne, He BXOAUT B 0653aHHOCTU paboTHMKa).

BospaxeHus no NpoekTy npukasa (pacrnopsi>xkeHus), BO3HUKatoLWMe Npu CornacoBaHnn, nanaratoTcs B crnpaske,
KoTOpas npunaraeTcs K NpoekTy, unn BHocutcs B CI L.

Ecnu NPOEeKT OOKyMeHTa cornacosaH C 3aMe4daHusaMmun, 310 O3HayaeT, 4YTO 3aMedaHusaA HOCAT pe,ﬂ,aKU,VIOHHbIVI
XapakTep, 1 nocne nx NnpuHATUA NCNONHUTENEM NPOEKT He Tpe6yeT MOBTOPHOro cornacoBaHus.

npOGKT OOKYMeHTa OTK/IOHAEeTCS NULUOoM, cornacyowmnm JOKYyMeHT, B Cliydasx:
HaNM4ns CyweCcTBEHHbIX 3aMeyaHni No NPoeKTy AOKYMEHTa;
Hecornacusa ¢ NnpoekToM OOKyMeHTa.

4.11. HecornacoBaHHbli MpPOeKT [HoKymMeHTa TpebyeT nopaboTkM MO  BbiCKA3aHHbIM  3aMeyvaHUsM,
nepeodOPMIEHNS 1 MOBTOPHOO COrTaCOBaHWS.

4.12. Ecnu npn popaboTke npoekTa AOKYMEHTA WCMONMHUTENb MPWHUMAET PELleHNe He YYUTbIBaTb 3aMevaHue
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(3ameanMﬂ) nnua (}'II/ILI,), y4yactBoBasWwmx B cCOrnacosaHun, WwWCNONHUTENEM TOTOBUTCA pPeecTp HeYyYTEeHHbIX
3amMeyaHun, KOTOprI?I BMeCTe C MNPOEeKTOM [OOKyMeHTa NpencTaBnsaeTCcda PykKoBOAUTENO opraHunsaumm mnm NHOMY
YNONHOMO4YEHHOMY MM OONXKHOCTHOMY nuuy, nognucbiBarowemy (yTBepx,uarou.lemy) OOKYMEHT. PeeCTp HeYy4YTeHHbIX
3amMeyaHuin NoanucbiBaeTcs pykoBoOuUTeENEM CTPYKTYPHOro nogpasaeneHnsa-ncnonHnTens.

4.13. PelweHre 0 TOM, NPMHMMATb WX HE NPUHMMATb HEYYTEHHbIE 3aMeYaHns NPUHUMAET PyKOBOANUTENb.

B cnyyae ecnu pykoBoauMTENb NPUHMMAET peleHMe O HeobOXOOMMOCTU YYecTb 3ameyaHusl, OTK/IOHEeHHble
UCNONHUTENEM, NCTMIONHUTENb fopabaTbiBaeT NPOEKT LOKYMEHTa B COOTBETCTBUU C BbICKa3aHHbIMU 3aMevaHnsiMU.

Ecnu pykoBoanTenb cornawaeTcs C MHEHUEM UCMONHUTENS, OH NOANUCHIBAET (YTBEPXAAET) OOKYMEHT.

4.14. [oKyMeHTbl, u3naBaeMble OT WMMEHW OpraHv3auMu, NOAMUCHIBAOTCS PYKOBOAMTENEM OpraHu3auuu unu
WHbIMM  YNMONIHOMOYEHHBIMA MM AO/IKHOCTHBIMM  fuaMy  (3aMecTUTEeNsIMA  PYKOBOAWUTENS  opraHusauuu,
PYKOBOAMTENSIMA  CTPYKTYPHbIX MOAPA3AENEHUA, WHBIMA  AOMXKHOCTHBIMA NWLAMW B COOTBETCTBUM C WX
KOMMeTeHUMEN, onpenensieMoin LOBEPEHHOCTSAMU Ha BbINOMHEHWE OMPeneneHHbIX OEACTBUA OT NMEHN OpraHM3aumu,
BHYTPEHHMMU HOPMATUBHBIMU LOKYMEHTAMW OpraHn3auun).

4.15. OtvpenbHble BWAObl BHYTPEHHWX [OOKYMEHTOB (ClyXebHble, OOBSACHWTENbHbIE 3anUCKM) Ha KMS
PYKOBOAMTENS CTPYKTYPHOro noapasaeneHus noanucbiBaloTCsa UCNONHUTENEM (COCTaBUTENEM), eCN paspeLlaemble
npv 3TOM BOMPOCHI HE BbIXOAAT 32 NPeLebl ero KOMNeTEeHLUMN.

4.16. [1oKyMeHTbl, HanpaBnsieMble B BbICWINE OPraHbl rOCy4apCTBEHHOW BNACTW, HA NMS NEPBbIX PYKOBOAUTENEN
oenepanbHbiX OpraHoB WCMONHUTENbHON BRacTW, pykoBogouteneit cybbektoB Poccuiickoih depepaummn u
3apybexHbIXx TocynapCTB, MOAMMUCHIBAOTCS PYKOBOAWUTENEM OpraHusauuM WnvM  AWLOM, WCTONHSIOWKUM  ero
06s3aHHOCTN.

4.17. [OKyMeHTbl, HanpaBnsemble B MNOABEOOMCTBEHHblE W CTOPOHHWE OpraHu3auun, MoANUCHIBAKTCS
3aMecTUTENSIMU PYKOBOOUTENS OpraHu3auuu, WHbIMKM LOOJIXHOCTHbIMA NMLaMXM OpraHms3auun B COOTBETCTBUM C
npenocTasNeHHbIMU UM MONHOMOYNAMMN.

4.18. [HokyMeHT nopnucblBaeTcs AByMs wunu 6onee nuuamu, €Cnu 3a COOEPXaHWE [OKYMEHTA HecyT
OTBETCTBEHHOCTb HECKONbKO PabOTHUKOB (AOKYMEHTbI, MOAFOTOBMEHHLIE HECKONbKUMW MOAPA3LENEeHUsIMA UMK
opraHusauusmm, paboyei rpynnoi, KoMuccuei).

4.19. MNonnucbiBaeTcsi, Kak MpaBwWIo, OOUH 3K3eMNnsp AokymeHTa. COBMECTHbIA AOKYMEHT MOANUCLIBAETCS B
KONMYeCTBe, COOTBETCTBYIOWEM KONMYECTBY OpPraHn3auunin, Co3faBlWmx AOKYMEHT.

Mpw HanpaeneHnn NCbMa U BHYTPEHHEr0 NHGPOPMALIMOHHO-CNPaBOYHOr0 JOKYMEHTA HECKONIbKUM ajpecaTtam
(He Bonee YeTbipex) NOAMNUCHIBAETCS KaX Al OTNPaBNSEMbIA 9K3EMMNNAP OOKYMEHTA.

4.20. Nognucb Ha AOKYMeHTe 0POPMSETCA B COOTBETCTBMU C NyHKTamu 2.47, 2.48 [pyuMepHO MHCTPYKLUMN.

4.21. YTBEepXAeHne OOKyMeHTa Npon3BoaMTCS:

HEeMNocpeLCTBEHHO PYKOBOAUTENEM - MPOCTABNEHNEM COOCTBEHHOPYYHON NOANMCU B rprudde YTBEP X AEHNS;

npukasom opraHmsauunu.

4.22. YTBEpXnOalTcs npasuna, MNONOXEHWUS, WHCTPYKUMMW, pernaMmeHTbl, HEKOTOpble BWAbl aKkTOB, MfaHbl,
nporpaMmbl 1 Opyrue OOKYMEHTbI, YCTaHaBAMBAOWME HOPMbl W/WMAM paCCYUTaHHble Ha AAUTENbHOE MPUMEHEHWE
(npunoxexune N 10).

OdpopmneHmne rpua yTBePXAEHNS MPON3BOANTCS B COOTBETCTBUU C MYHKTOM 2.41 [PUMEPHOA MHCTPYKLMUN.

4.23. Moanncb pykoBOAMTENS OpraHU3auuy UM MHOrO YNOSIHOMOYEHHOMO MM NMua Ha AOKYMeHTax, Tpebyowmx
0c060ro yA0CTOBEPEHMS NX NOLNMHHOCTM, @ TakXe Ha KOMusiX LOKYMEHTOB W BbINUCKAX U3 AOKYMEHTOB 3aBepsieTcs

neyatbto (npunoxexve N 11).

[MeyaTb Ha OOKYMEHTE NPOCTaBNSETCS B COOTBETCTBUM C MYHKTOM 2.49 [MpMMepHON NHCTPYKLMK.
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V. OpraHusaums ooKyMeHToo60opoTa

5.1. okyMeHTO060pOT BKMOYAET BCIO MOCNEA0BaTEIbHOCTb MEPEMELLEHN A AOKYMEHTOB, a TakXxe onepauuu,
COBEpLIAEMbIE C AOKYMEHTAMM B MPOLECCE WX CO3OAHUS W UCMONMHEHUS (MONyyYeHWe, oTnpaBka, NpenBapuTenbHoe
paccMoTpeHue, perncTpaums, pacCMOTPEHE PYKOBOAUTENEM).

5.2. Llenb opraHusaumm pokymeHToobopoTa - obecrneyeHue CBOEBPEMEHHOr0 MPUHATUS YNpPaBNeHYeCcKux
PEWEHNA N UX WCMONHEHWs. 3afjada [oKyMeHToobopoTa - OpraHuM3oBaTbh [HOBUXEHWE OOKYMEHTOB MO HaMMeHee
KOPOTKOMY NMyTW C MUHUMAsNbHbIMK 3aTpataMu TPpyaa M BPEeMEeHM, B YCIOBMSIX 3/1EKTPOHHOro AokyMeHToobopoTa -
obecrneynTb JOCTYN K AOKYMeHTaM nonb3osatensm COJl B COOTBETCTBMM C NPELOCTABNEHHBIMUA UM NpaBaMu.

5.3. B ycnosusix npumeHeHuss C3SL, B opraHusauuy WUCMONb3YOTCA SNEKTPOHHble AOKYMEHTbl, a TakXe
3NEKTPOHHbIE KOMUM JOKYMEHTOB, MOMYYEHHbIE B Pe3yNibTaTe CKaHMPOBaHWS OOKYMEHTOB Ha BymaXkHOM HocuTene.
JoKyMEHTbI OpraHu3auun, UMeLMe BPEMEHHbIE CPOKU XpaHeHus (0o 10 neT BKYMTENBHO) MOrYT CO34aBaThCH,
XPaHUTBbCS W UCMOMb30BaTbLCS UCKIOYNTENBHO B (POPME 3NEKTPOHHbIX AOKYMEHTOB.

MepeyeHb OOKYMEHTOB, CO34aBaEMbIX, XPAHUMbIX W UCMONb3YEMbIX WCKMOUYATENBHO B (DOPME 3NEKTPOHHBIX
LLOKYMEHTOB, YTBEPX1AETCS PYKOBOAUTENEM OpraHn3aunm.

5.4. OpraHuzauusi OBUXEHUSI OOKYMEHTOB B YCMOBUSIX 3NEKTPOHHOrO LOKYMEeHToob6opoTa OCYLecTBNSETCS B
COOTBETCTBUMM C pPErnameHTUpPOBaHHbIMU  MapwpyTamu, paspabaTtoiBaembiMi  Cnyx60i OenonpousBoncTsa.
MapuwpyTbl OBUXEHUS OpPraHU3aLMOHHO-PACMOPSAUTENbHBIX [OOKYMEHTOB [LOMXHbl ObiTb  OMATUMANbHbLIMK MO
3aTpaTtam BPeMEHW, He OONXHbl Aonyckatb AyOnupylowmnx onepaumnii 1 BO3BPaTHbIX OBUXEHWUA, He 0BYCNOBNEHHbIX
LenoBo He0BX0ANMOCTbIO.

5.5. OpraHnsaums LOKyMeHT0060poTa OCHOBBIBAETCS HA NMPUHLMNAX:

LeHTpanu3aumm onepauunii no npueMy u oTrpaske LOKYMEHTOB;

pacnpegeneHnss OOKYMEHTOB Ha [OKYMEHTOMOTOKM, MMelwWwne OOMHAKOBbIA MapwpyT (MapwpyTtusauus
IOKYMEHTOB);

opraHv3auuy npenBapuTenbHOro0 PaccMOTPEHUS BXOASIUNX JOKYMEHTOB;

WCKOYEHUSI BO3BPATHbIX ABMXXEHUIA NOKYMEHTA, He 06YCNOBEHHbIX AEN0BOW HEOOX0ANUMOCTbIO;

OAHOKPATHOCTY permcTpaunm 4oOKyMEeHTOB;

yCTpaHeHMs1 He0BOCHOBaHHbIX COrNacoBaHuii MPOEKTOB AOKYMEHTOB;

BPEMEHHOW pernameHTauun onepaumii no obpaboTke, pacCCMOTPEHWUIO 1 COFNaCOBaHMUIO JOKYMEHTOB.

5.6. B nokymMeHT0060pOTE OpraHn3aumnmn BblOSNSOTCA OOKYMEHTOMOTOKM: BXoAswme (MocTynatlme) JOKYMEHThI;
ucxogswme (oTnpasnsieMble) AOKYMEHThI; BHYTPEHHNE OOKYMEHTbl. B cocTaBe BXOIAWMX U MCXOASWMX OOKYMEHTOB
BblOENSOTCA:

IOKYMEHTbI OpraHoB rocy1apCTBEHHO BNacTu, OpraHOB MECTHOrO CaMoynpaBeHns;

IOKYMEHTbI (OUNNanoB 1 TepputTopranbHo 060cobneHHbIX NoapasneneHuii;

JIOKYMEHTbI U3 rOCYLapCTBEHHbIX U HEFOCYAAaPCTBEHHbIX OPraHM3aLuii;

3anpocbl genyTtatoB [ocynapctBeHHon Lymbl n uneHoB Coseta depepaunun, OenyTaToB 3aKOHOAATENbHbIX
opraHoB cy6bekToB Poccuiickoin ®enepauum n opraHoB MECTHOMO CaMOyrpaBfeHNs;

obpalleHns rpaxaH;

IOKYMEHTbI U3 NPaBUTENbCTBEHHBIX U HEMPABUTENbCTBEHHbBIX OpraHM3aumnin 3apybeXHbiX CTpaH 1 apyrue rpynno
LLOKYMEHTOB.

5.7. HocTtaBka W OTMNpaBka AOKYMEHTOB B OpraHM3auuy OCYLECTBASIOTCS CpPeacTBamy MOYTOBON CBA3W,

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBepXAeHUY MPpUMEpPHO NHCTPYKLMM MO AeN0NPOoM3BOACTBY B FOCY LapCTBEHHbIX OpraHn3aumnsax CtpaHuua 33
lNpuka3 PocapxuBa oT 11.04.2018 N 44

henbaoberepckon n KypbepCckon CBA3W, HAPOYHbIMM U Pa3NNYHbIMW BUOAMU 3NEKTPOCBA3U (CpaKCI/IMI/IHbHaﬂ,
TenerpadgHas, teneoHHas, aneKTpoHHasa rno4yta, cuctema MexBeJoMCTBEHHOr0 9/1eKTPOHHOIro ,EI.OKYMeHT0060p0Ta
(MSL0)1z, CO0).

12 [Insi rocynapCTBEHHbIX opraHmaauuii - ysactHukos M3.40.

5.8. B opraHuzaumio LOCTaBNseTcA KOPPECMNOHAEHUMS B BMOE MUCEM, MOYTOBbLIX KapTouyek, BaHaeponei u
nakeToB, NevyaTHbIX N30aHWIA, Tenerpamm, dpakcorpamm, TenedoHOrpamMm, 31eKTPOHHbIX LOKYMEHTOB U 3NEKTPOHHbIX
KOMuiA 0OKYMEHTOB.

5.9. MNpuem nokymeHTOB ocylwecTBnsietca Cnyx6oi aenonpon3soacTaa. [JLokyMeHTbl, NonyYeHHble paboTHUKaMU
0T OpYrux opraHusauuii, Takxxe nepegatoTtcs B Cnyx6y nenonponsBoactsa Anis peructpaumm u/mnm yyeta.

5.10. Bce nocTynuBlve B OpraHn3aumio JOKYMEHTbI MOANeXat nepBuyHoin obpaboTke, BKOYaOWEN:
NPOBEpKY NPaBWNbHOCTA JOCTABKW OOKYMEHTOB;
NPOBEpKY LEeNOCTHOCTY yNakoBKM (KOHBEPTOB, MAKETOB);

BCKPbITME YNakoBKW (3a WCKIOYEHWEM KOHBEpPTOB, NakeTtoB C noMeTkoh "JIM4HO" mn rpadbamy orpaHuyeHus
[OCTyna K OOKYMEHTY);

NPOBEPKY LeNOCTHOCTN BXOAAWMX LOKYMEHTOB, BKIOUYAS NPUNOXEHNS;

YHUYTOXEHNE KOHBEPTOB, MakeToB UM YNaKOBKY;

npocTaBneHne OTMETKN O NOCTYNNEHUMN LOKYMEHTA B OpraHn3aumio.

5.11. OwnboyHo [OCTaBNEHHbIE AOKYMEHTbHI MEPEChINaloTCs N0 Ha3HAYeHWIO MU BO3BPALLAOTCS OTNPAaBUTENHO.
JloKyMeHTbl, NOCTynuMBlLME B MOBPEXOEHHOW YNakoBKe, NMPOBEPSIOTCS HA LENIOCTHOCTb, B TOM YUCNe Ha Hanuyune
MEXaHUYECKNX MOBPEXAECHUIA.

MouyToBbIE OTMpPaBNEHUs, HecTaHOapTHble MO Becy, pasMepy, oopme, UMeloWwue HepoBHOCTM Mo 6okawm,
3aKk/fieeHHble NUMKOA NIEHTOW, MMelowWwmMe CTPaHHbI 3anax, UBeT, NPeanofioXUTENbHO KMEIoIWNEe BIOXEHUS, He
XapakTepHble [ONns MO4YTOBbIX OTNpPaBneHwi, He BckpbiBaoTcsa. O nonyyeHUn nOJO3PUTENBHOIO MNOYTOBOrO
oTNpaBneHns AoknanbiBaeTcs pykosoamtenio Cnyx6bl nenonpousBofctsa u B cnyxby 6e3onacHoctu (npu ee
Hanuuum).

5.12. lMpn nocTynneHmn BXOLAWEro LOKYMEHTa B MOBPEXAEHHON ynakoBKe, MOBPEXAEHUN OOKYMEHTa, npu
OTCYTCTBUM B KOHBepTe (NakeTe) AOKYMEHTa, ero YacTu Unm NpuaoXeHun K HeMy, a Tak>Xe npy OTCYTCTBUMN NOANUCH
Ha BXOAsWEM OOKYMEHTE COCTaBMSIETCS akT B ABYX 9K3eMmnisipax Ha BymaxkHOM HocuTene, NOoAMNVChIBAEMbIA OBYMS

paboTHukamm Cnyx6bl 0enonponssoacTBa.

OOMH 9K3eMnnsip akTa BMECTE C BXOOSAWMM OOKYMEHTOM U €ro TMNPUNOXEHUsSMU nNepenaetcs Ha
npenBapuTENbHOE PACCMOTPEHVE U PErMCTPaLMio, BTOPOI 3K3EMMASP akTa BbiCbiNaeTcsl OTNPaBUTENIO.

5.13. KOHBeprI, nakeTbl NN yNakoBKa COXPaHATCA U nNpunaratnTCcsa K BXoasWwmnMM OOKYMEHTAM B Cny4dasX:
€C/11 TOJIbKO MO HAM MOXHO YCTaHOBUTb OoTnpaBntTend nnu naty otnpaBnieHns;

€CNN BXOOSWMA OOKYMEHT MOCTYNUN MO3XeE yKas3aHHOro B TEKCTe OOKYMEHTa CpoKa WCMOMHEHWS uUnv naTthl
MEpOonpuATNS;

npun 60/blIOM pacxoxaneHunn Mexagy natamm noanmncaHna n nonyyeHnsa OOKyMeHTOB.
Mocne 3aBepleHuns paGOTbI C OOKYMEHTOM KOHBEPT BMeCTe C OOKYMEHTOM NnoMellaeTca Ha XxpaHeHne B Oeno.

5.14. KoHBepTbl (nakeThbl), nmetowme otmeTky "JinyHo" ("Private"), rpydobl orpaHnyeHns goctyna K LJOKYMEHTaM,
coliepXxatmm ceefeHNs KOHPUOEeHUManbHoro xapakrepa, He BCKpbIBalOTCS U nepenaloTcs:
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c otmeTkon "JlnyHo" ("Private") - HenocpeacTBEHHO agpecarty;

C rpmcpamu orpaHnyeHuns Joctyna - B cnyx6y KOHMAEHUMANBHOrO AeNoNpon3BoACTBa U paboTHYKY Cnyx6bl
LenonpousBoacTBa, B 0053aHHOCTM KOTOpPOro BXxoAMT o060paboTka [OOKYMEHTOB, COAEpXalux CBeLeHUS
KOHbMAeHUManbHoro xapaktepa.

5.15. Bxogsiwume sneKTpOHHble AOOKYMEHTbI, MOCTYNUBLIME OT APYrMx OPraHu3auuini no SNeKTPOHHOW nouyTe,
nocpeacteom C3 M wunn MO0 npuHumatotcs Cnyx6oi nenonponsBoacTea.

ONeKTPOHHbIE  OOKYMEHTbl, MOCTYNUBWWE MO  WMHPOPMAUMOHHO-TENEKOMMYHUKALMOHHEIM — KaHanam U
MOAMNUCaHHbIE YCWUIEHHOW KBanUMULUMPOBaHHOK noanucbio, BkoyarTcs B COL, nocne npoBepky 31eKTPOHHOM
noanncy W MOATBEPXAEHNS ee [eWCTBUMTENbHOCTUIZ; 3NEeKTPOHHble [LOOKYMEHTbl, MOCTYMNMBWIME OT OPYrux

opraHmsauuin no aneKTPOHHOW Mo4YTe W NoAnmMcaHHble YCUNEHHOW HekBanndUUMPOBAHHON MOAMUCHIO UM MPOCTOM
SNEKTPOHHOW MOANUCHIO, NPOXOAAT NpeaBapuTenbHOE paccMoTpeHne un BkaodaoTcs B CO L npu Hannumm mMexay
opraHusauuein-oTnpaBnTeNeM 1 opraHm3aumneii-nonydyaTenem cornaweHmst 06 obMeHe 3NeKTPOHHbIMU LOKYMEHTaMW,
noAnMcaHHbIMN COOTBETCTBYIOWEN NOAMUCHIO.

13 IHaMBMAYyanbHOW UHCTPYKLUMER No 4enonpon3BoACTBY MOXeET ObiTb NpeaycMOTpeHa pacrneyatka AOKYMEHTOB,

MOCTYNMBIUMX B (POPME 3NEKTPOHHbIX [OOKYMEHTOB, C MOCNeaylowen opraHusaumein paboTbl C HMMKM Kak C
LOKYMeHTaMun Ha ByMaxkKHOM HocuTene.

5.16. lepBuuHas  obpaboTka  9NEKTPOHHbIX  JOKYMEHTOB,  MOMYYEHHbIX MO  UHGOPMALMOHHO-
TeNEeKOMMYHVKALMOHHbBIM KaHanam CBaA3u (anekTpoHHas noyta, MO0, cainT opraHnsaumm) OT 4pyrux opraHnsaumi
W rpaxaH, LONXHA COOTBETCTBOBATbL TEXHONOMUM PaboThbl C BXOASAWMMUN LOKYMEHTaMM.

5.17. MNMepBuyHas obpaboTka LOKYMEHTOB 3aBeplaeTCs UX pacnpeneneHmem (COPTUPOBKOIA) Ha perncTpupyemole
n HeperucTpupyembie (npunoxeHue N 12)14.

14K poKyMeHTaM, He mnoanexalivM peructpauun, OTHOCSTCS OOKYMEHTbl, He Tpebyowme WCNOoNHeHUs 1 He
cogep>xaume MHOopMaLIMK, UCNONb3YEMOI B CNPABOYHbLIX LIENSIX.

5.18. Pernctpauus BXoasiwmx LOKYMEHTOB OCYLWECTBASIETCS HE3aBUCMMO OT cnocoba Mx AOCTaBKM OOUH pas: B
Cnyx6e nenonpousBOACTBA WM B CTPYKTYPHOM MOAPa3LeNeHnn OpraHnsauum B COOTBETCTBUAU C YCTAHOBNEHHOM
hopMoli opraHusaummn Lenonpoma3soacTaeals.

15B MHOMBMAYaANbHON WMHCTPYKUUM NO AeNonpou3BOLACTBY YCTaHaB/IMBAETCH MECTO perucrtpaumm BXOoOswmx

LOKYMEHTOB (LeHTpanunsoBaHHo - B Cnyx6e aenonponasoacTea niv B Cnyxbe nenonponsBoACcTBa U CTPYKTYPHbIX
nonpasgeneHusix), a Takxe cnocob peructpaumn (8 COL nnn B permctpaumoHHO-y4eTHbIX dpopMax Ha Byma>k HOM
HocuTene).

JlokyMeHTbI, mocTynawowme M3 Apyrux opraHu3aumii HEMNOCPEACTBEHHO B CTPYKTYPHble nogpasfeneHns, Ho
Tpebylowre paccMOTPEHNSI PYKOBOLACTBA, MepenaroTcs ANs perucrpauvmn v npenBapuTenbHOro pPacCMOTPEHUS B
Cnyx6y nenonpousBoacTea.

5.19. PerucTpaumsi BXOASWMX LOKYMEHTOB OCYLECTBNSAETCS B AE€Hb WX MOCTYMNEHUS UMW Ha Chenyowmii
pabounii AeHb NpU NOCTYMNNEHNN LOKYMEHTOB B KOHLIEe paboyero OHs unu B Hepaboyee Bpemsi.

Pervctpauus obpateHuii rpaxaaH OCylLecTBNSETCS B TEYEHNE TPEX AHEW C MOMEHTA NOCTYnneHus obpalleHus
16,

16 depepanbHbili 3akoH OT 2 Mas 2006 r. N 59-d3 "O nopsake paccMOTpeHus obpalieHwit rpaxnpaH B
Poccuiickoin depepaumnn” (CobpaHune 3akoHomaTtenbctea Poccuiickoin ®epepaunn, 2006, N 19, ¢1.2060; 2010, N 27,
cT.3410; N 31, c1.4196; 2012, N 31, cT1.4470; 2013, N 19, c1.2307; N 27, c1.3474; 2014, N 48, cT1.6638; 2015, N 45,
€T.6206; 2017, N 49, c1.7327).
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5.20. CBeneHns 0 NOCTYyMNMBLEM AOKYMEHTE BHOCSITCS B 9NEKTPOHHYIO PerMcTpaumoHHyto kaptoyky (9PK) C9.1
UM perucTpaumoHHO-yYeTHYl0 ¢oopMy Ha 6yMaxKHOM HocuTene, a noCTYNMBIIEMY AOKYMEHTY npucBauBaeTtcs
PEermcTpaumnoHHbIN HoMep.

PernctpaunoHHbIi HOMEp BXOJSWeEro AOKyMEeHTa COCTOUT M3 MOpsAKOBOro HoMepa AOKYMeHTa B npefenax
KaneHnapHoro roaa, KoTopbili MOXET ObiTb AOMOSIHEH LMEPPOBLIMU 1N BYKBEHHO-LMAPPOBLIMM KO4AMU (MHOEKCaMMU)
Mo Ucnonb3yeMblM KnaccudpurkaTopami’.

17 CTpyKTypa perncTpaLmoHHOro HoMepa BXOAAWEro JOKYMEHTA ONpeaensieTcs UHAMBMAYANbHOW UHCTPYKLUMEDR
no Aenonpov3BOLCTBY OpraHu3aumm.

5.21. Ha Bcex 3apernctpvpoBaHHbIX OOKYMEHTax, 3a WCK/IYEeHWEM [OOKYMEHTOB, MOCTYMMBLUMX B dhopMme
SNIEKTPOHHbIX OOKYMEHTOB, MPOCTaBASIOTCA OTMETKM O MOCTYN/JeHMU OOKYMeHTa B opraHusaumio. B otmetke o
MOCTYNNEeHUN OOKYMEHTa (PMKCUPYIOTCS Aarta nocTynneHus (Mpy HEOOBXOAMMOCTM - BPEMS MOCTYNNEHMs B Yacax u
MUHYTax) 1 BXOLAWMA PErncTpaLmoHHbI HOMEP OOKYMEHTA B COOTBETCTBUM C MYHKTOM 2.36 [MprMepHOn UHCTPYKLNN.

5.22. JlokyMeHTbl, MocTynuBwMe Ha OyMakHOM HOCUTENE, CKaHUPYIOTCS, 3NEKTPOHHAs KOMus LOKyMeHTa
Bknoyaetcsa B CO M n npucoennHsaetca k APK gokymeHTa.

5.23. KoppecrnoHOeHUMSI Ha WHOCTPaHHbIX $3blkax, afpecoBaHHas PYKOBOACTBY OpraHusaumu, mnocne
peructpaumn B Cnyx6e [enonpov3BoACTBA MepenaeTcs B COOTBETCTBYyioWee noapasfeneHne unm paboTHUKY
opraHusauuy Ons nepesoda v nocnenyowei nepegadn Ha paccMoTpeHne pykoBoacTea. Has koppecnoHaeHUns Ha
MHOCTPaHHbIX S3blKax NepenaeTcs No HasHaYeHUo HenocPeNCTBEHHO B CTPYKTYPHbIe NnoapasaeneHus.

5.24. MNpepBapnTeNnbHOE PACCMOTPEHME MPOBOLAMTCS B LIeNSX pacnpefeneHnsl NocTynatowmx B opraHM3aumno
LOKYMEHTOB Ha Tpebyowme o06583aTenbHOr0 pPacCcMOTPEHNS PYKOBOLACTBOM OpraHu3auum U HanpasBnseMble
HEemnocpenCcTBEHHO B CTPYKTYPHbIE NoapasaeneHuns.

5.25. MNpenBapnTebHOE PACCMOTPEHUE BXOASAIWMX LOKYMEHTOB ocylecTBasietcs B Cnyx6e AenonponsBoncTBa
nocne perncTpauny AOKyMEHTOB.

I"IpeuBaleTeanoe paccMoTpeHmne MOXeT NPpoBOANTbCA OO pernctpaunn B cnydyae noctynneHna OOKYMEHTOB C
OTMETKaMu, Tpe6YIOLIJ,I/IMI/I He3aMennnMTeNnbHOro pacCMoTpeHUs N NCMOJTHEHNA OOKYMEHTA.

5.26. NpeaBaputenbHOMY PacCMOTPEHMIO NOAAeXaT BXOASWMe AOKYMEHTbI, aApecoBaHHbIe B OpraHn3aumio 1 Ha
1MS ee pyKoBOAUTENS.

JloKyMeHTbl, anpecoBaHHble noapasaeneHnsiM, pykoBoAMTENSM NOAPA3Ae/eHNA U cneunanicTam, nepeaarTcs
B CTPYKTYpHble noapasnaeneHusi 6e3 npeasaputeibHOr0 paccCMOTPEHNUA1E

18CocTaB [OOKYMEHTOB, MOA/MeXawWux npeaBapuTeslbHOMY PacCMOTPEHUIO B OpraHvM3auuu, MOXeT ObiTb
KOHKPETU3MPOBAH B MHAMBULYANbHOW MHCTPYKLMM NO AEN0NPON3BOACTBY.

5.27. TpepBapuTenbHOE PaCCMOTPEHWE OCYWECTBASETCA WCXOAS W3 OUEHKWM COOEPXaHus BXOLSAWMX
IOKYMEHTOB, C YYeTOM YCTaHOBJIEHHOro B OpraHu3auumu pacrnpeneneHns yHKUMOHaNbHbIX 0Bs3aHHOCTERn Mexay
PYKOBOLMTENEM OPraHM3aLMn, ero 3aMeECTUTENAMU, PYKOBOAMTENSIMU CTPYKTYPHbIX NOAPa3aeNeHNA.

5.28. Mo pesynbTatam npenBapuMTeNbHOrO PacCMOTPEHUS OOKYMEHTbl pacrnpeaensoTcs Ha LOKYMEHTOMOTOKM,
Hanpaensiemble:

Ha pacCMOTpeHne pykoBoOUTENSA oOpraHmnsaunmn (,EI,OKYMeHTbI, nocrtynawuwmne mn3 opraHos FOCyﬂ,apCTBeHHOVI
BnacTtn, opraHoB MeCTHOro camoynpasieHuns, OOKYMEHTbl Mo Hanbonee BaXHbIM U npuHUMNmnanbHbIM BOMpPoOCam

OeAaTenbHOCTU opraH I/I38.LI,VIVI) ;

Ha paccMOoTpeHue 3amMecTuTenen PykoBoanTens (,EI,OKyMeHTbI no HanpasNeHunsaM neAaATeNnbHOCTU, KypupyemblX
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COOTBETCTBYOWNMH 3aMeCTI/ITel'IFIMI/1);
Ha pacCcMOTPEeHNE NHbIX PYKOBOAMTENEN, rNaBHbIX 1 BeOywWnx cneumanucTos;
Ha pacCMOTpeHne N ncCnonHeHmne B CTPYKTYpPHbIe noapa3gefsieHna no HanpaseHnaM nx neatesibHOCTH.

5.29. Tlo 3aBepleHUn NPenBapUTENIBHOrO PaCCMOTPEHUS OOKYMEHTbl MEePenaloTCsl  COOTBETCTBYHIOWMM
PYKOBOAMTENSIM LN PACCMOTPEHUS U BLIHECEHUS PE30/IIOLMIA (YyKasaHWii Mo UCTMIONHEHWIO).

5.30. PaccmoTpeHue [OOKYMEHTOB PYyKOBOOWTENEM OCYLWECTBASETCS B [OeHb Nepefayn LOKYMEHTOB
PYKOBOLMTENIO MW HA creaytownii paboumnii AeHb, eCnm JOKYMEHTbI NepefaHbl PyKOBOLACTBY B KOHLE paboyero oHs.

JlokymeHThbI, Tpebytolme CPOYHOro PacCMOTPEHNS, a TaKXe TeNerpammbl 1 TeNedOHOrPaMMbl paccMaTpMBatoTCs
PYKOBOOMTENEM HE3aMeANNTENbHO.

5.31. Pe3ynbTaTtbl paccMOTPEeHUs AOKYMEHTa pYKOBOAMTENEM OpraHusaumu, ero 3amecTutensamu,
pykoBoAUTENSAMM nogpasgeneHuini othopMasioTCS B BUAE PE30NIOLMN B COOTBETCTBUM C NYHKTOM 2.43 [pumepHoi
WHCTPYKLIN.

5.32. CeneHuns o pesonoumm (MCMONHUTENb, COAEPXaHue MOPYYEHUS, CPOK WCMOJIHEHUS) CNeumnanmcTom
Cnyx6bl genonponssonctea BHocstcss B OPK C3[M, nocne 4yero UCMOMHMTENM MOAy4YaloT OOCTYMN K 31EKTPOHHOMY
LOKYMEHTY UMM 3NEKTPOHHOI KOMUM AOKYMEHTA, eCniv AOKYMEHT MNOCTYNuUN Ha 6ymMa>kHOM HocuTene.

5.33. IlokyMeHThI, nocTynatowme Ha ByMaxHOM HocuTene, nocne ux peructpauum, BknodeHns 8 C3L B Buae
SNEKTPOHHbIX KOMUIA U PpACCMOTPEHMS PYKOBOICTBOM NepenatoTcsl B COOTBETCTBYIOLIME CTPYKTYPHbIe noapasaeneHns
Ha McrofHeHue UM nomewatoTcs B Jeno B Cnyxb6e [enonpous3BoAcTBa B COOTBETCTBMM C HOMEHKNATYpoi moen
opraHusauuu.

Lns dovkcaummn dpakta nepenayn BXOASIWMX OOKYMEHTOB M UX KOMWA HA ByMa>KHOM HOCMTENE WCMONHUTENSIM B
CTPYKTYPHbIE MOAPA3AENEHNS MOTYT UCMONIb30BATLCSA XYypHanbl (peecTpbl) nepenayn OOKYMEHTOB.

5.34. |_|pl/l 6yMa)KHOM ,D,OKyMeHTOOGOpOTe NOONNHHUKN BXOOAWMX OOKYMEHTOB, B C/lly4ae Ha3Ha4eHnA HEeCKOJIbKUNX
ncnonHuTenemn nepenarTcd OTBETCTBEHHOMY UCMONHUTENO, OCTalbHbIM UCMOJNTHUTENAM Cny>K6a aenonpon3soncrtea
nepenaet Konnmm OOKyMeHTa.

5.35. Vicxopsiwume [OKYMEHTbI, 3aBM3WPOBAHHbIE BCEMW 3AMHTEPECOBAHHbLIMW NULAMW U MNOAMNWUCAHHbIE
PYKOBOOMTENEM UM  WHbIM YMOJSIHOMOYEHHBIM 1M  NMUOM, perucTpupyotcs B Cnyxbe nenonpovnsBoncTsa
opraHusauuu.

5.36. PeI'I/ICTpaLI,I/IH ncxonsawmx nOKyMeHTOB OCyWeCTBNAeTCA B AeHb noanncaHnsa Unn Ha CJ'IeJJ,yIOLLI,I/IVI pa6oqv||71
OeHb, eCnn OOKYMEHTbI 6blnK NoAnMcaHbl B KOHLE pa6oqero OHA NN B Hepa6oqee Bpems.

5.37. lMepen pervctpaumeri ucxogswmx OokymeHToB Cnyx6a [enonpou3BoACTBa MPOBEPSET MPaBMiIbHOCTb
OCPOPMNEHUS [OKYMEHTOB (B TOM 4UCNE HanMyve MNOAMWCEN, BW3, MPaBUNbHOCTb HaNMCaHUS afpecoB), a TakXxe
yKasaHHbIX B UCXOLAWMNX LOKYMEHTaxX NPUNOXEHWUA, COOTBETCTBUE KONMYECTBA 3K3EMM/ISIPOB KOMYECTBY afpecaToB
no ykasaTento pacchliku, Hanmume oTMeTkr 06 NCnonHNTENE.

5.38. MNpwn pernctpaummn ncxopawero nucema B COL, cBeneHns 06 oTnNpaBnseMoM AOKYMEHTE (OUKCUPYIOTCS B
OPK, K KOTOPOW NpuKpennseTcs aNeKTPoHHas KONnsa OTNpPasnsemMoro AOKyMeHTa.

Ecnu OPK 6bina cosgaHa B COJLL npu noaroToBke mnpoekTa AOKYMEHTa, TO MpWU Pernctpaumm MCXoOsiwero
LOKyMeHTa B Hee [0OaBNSOTCS CBEAEHUS O PErUCTPaLMOHHOM HOMEpPe, AaTe perucTpauun u gpyrue ceeneHus ob
UCXOLSIEM JOKYMEHTE.

5.39. PeI'VICTpaLI,VIOHHbIVI HOMEp mncxonsuwero gokymeHTa OOJ1IXeH COCTOATb U3 KOA40B (I/IH,EI,eKCOB) B COOTBETCTBUN
C NPUMEHSAEMbIMU KnaccugpmkarTopamm 1 NopsaaKkoBOoro HoMepa OOKyMeHTa B npefenax KaseHaapHoro roga.

Jata peructpaumm n perucTpaurMoHHbIi HOMEP MPOCTAaBNSAITCSA Ha OTMPaBNSEMOM LOKYMEHTe, a TakXe Ha
KOMMM UCXOASLWEro 4OKYMEHTa, ocTatowwencs B gene, B COOTBETCTBUM C NyHKTamu 2.35, 2.36 [NprMepHO MHCTPYKLUMN.

5.40. Ucxonswwuin OOKYMEHT, NoAnMCaHHbIRA pykosBoaoutenem opraHm3admm mnn MHbIM YNONHOMOYEHHbIM UM
OON>XHOCTHbIM NNLUOM, nepenaeTcsa Ha oTnpaeBky, Konnsa OOKyYMeEHTa Ha 6yMa)KHOM HOCuTene C B1nM3amm nomeuwaeTcs B
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Jeno B COOTBETCTBUM C HOMEHKNaTypou gen.

ONEeKTPOHHblE [OKYMEHTbI Mocne WX NoanucaHusl SNeKTPOHHOW MOANUCLI0 M OTMNPAaBKWU agpecaTy XpPaHsTcs B
6a3e paHHbIXx CO M.

5.41. B 3aBucuMocTun ot cooepXaHuna n CpOYHOCTU OOKYMEHTbI, oTnpaBfseMble U3 opraHn3aunn, 0OCTaBNAOTCA
agpecatam cpencTsBamy MOYTOBOWN, henbAberepckon CBA3W, CNELCBA3M, KYPbepoM, SKCMPEeCcC-NoYyTon, a Takxe
nepenalwTCs No KaHanam 31eKTPOoCcBA3N (gpakCnMuibHas cBa3b, Tenerpad, TenedoH, anekTpoHHaa noyta, M3 0,
can).

O6paboTka KOPPECMNOHAEHLMN 015 OTNPaBKM NOYTOBOMN CBA3bIO OCYWECTBNASETCS B COOTBETCTBUM C [MpaBunamu
oKasaHug ycnyr no4ToBoMn CBA3N1Y .

18 Mpurkas MuHncTepcTBa CBA3M M MacCOBbIX KOMMyHuKauuii Poccuiickoin depepaumm ot 31 niong 2014 r. N 234

"O6 yTtBepxnheHun [paBun okasaHWsi ycnyr MOYTOBON CBA3W" (3apeructpympoBaH B MUHMCTEPCTBE HOCTULMM
Poccuiickoin depepaunmn 26 gekabpsa 2014 r., pernctpaumoHHbii N 35442), ¢ U3BMEHEHUsIMM, BHECEHHbIMM NMPKUKa30M
MuHUCTEpCTBA CBSA3M M MACCOBbIX KOMMyHukaumii Poccuiickon depepauum ot 13 doespans 2018 r. N 61 "O
BHECEHUN M3MeHeHU B npukas MuHuCTepcTBa CBS3M M MaccoBbiXx KOMMyHukauuidi Poccuiickon ®depepaunn ot 31
umons 2014 r. N 234 "O6 yTteepxneHun [paBun okasaHUs yCnyr MOYTOBOW CBSI3U" (3apernctTpupoBaH B
MwuHucTepcTtee tocTuumnn Poceniickon ®@enepaunn 28 mapta 2018 r., pernctpaumnoHHbliin N 50545).

5.42. ﬂ,OKyMeHTbI, He unmeroune anpeCHon 4acTun, NpMHMMarKTCAa Ha OTnpaBKy C conpoBoanTeNibHbIMA NMCbMaMun
(33_ WCKIOYEHWEM KOMWIA pacnopagnuTenbHbIX JOKYMEHTOB, HanpaBnsgeMblX B No0aBeOOMCTBEHHbIE opraHmsame).

HenpaBnnbHO 0OCGOPMNIEHHbIE LOKYMEHTbl W KOPPECMNOHOEHUMS Hecny>XebHOro xapaktepa K OTnpaBke He
NPVHUMAIOTCSA 1 BO3BPALLAIOTCS UCMONHUTENIO.

JokymeHTbl, nognexauwue oTnpaske, LOMXHbI 06pabatbiBaTbCs M OTNPABNATLCA B OEHb WX MOAMUCAHWSA U
pervcTpaumu nam Ha cnegyrownii paboynii AeHso.

5.43. [Hocbinka wnvM 3amMeHa paHee OTMPaBNEHHOrO [OKYMEHTa OCYLWeCTBASeTCs Mo yKasaHuio nuvua,
NnoanucaBWero JOKYMEHT.

5.44. I"IpoxoxneHme BHYTPEHHUX [OOKYMEHTOB Ha 3Ttanax Wux TMNOoAroToBKM W OCQOPM/IEHNA  OONXKHO
COOTBETCTBOBATb MPOXOXOEHNIO NCXOO4AWNX OOKYMEHTOB, @ Ha aTane UCNnoiHeHUs - BXOAAWMX LOKYMEHTOB.

5.45. MpoekTbl pacnopsanTebHbIX AOKYMEHTOB (MPUKA30B, Pacnopsi)XeHUiA), MOArOTOBAEHHbIX ONs NOANUCAHUS,
nocne NOAroTOBKM U COrNacoBaHUsl C 3aUHTEPECOBAHHbIMK Nuuamy nepepatotcs B Cnyx6y Aenonpon3BoacTea Ans
NMPOBEPKYM NPaBUbHOCTA UX 0CDOPMIIEHNS.

5.46. [lpaBMnbHO OCPOPMIEHHbIE MpPKKa3bl, PacrnopsXeHWs nepenalTcd Ha MNOANUCH PYKOBOAUTENIO
opraHusauum nam MHoOMy yrnonHOMOYEHHOMY UM fnLLY.

5.47. TlogonucaHHble npuKasbl, PacropsiXeHWs MO OCHOBHOW HesATenbHOCTM peructpupyotcs B Cnyxbe
JenonponssoacTean

2 [NogroToBka npmkasoes Mo JMYHOMY COCTaBy K nognncaHuUo pykosogutTenem wu WX perncrtpauns
OCyWeCTBNATCA nogpasneneHnem no ynpasneHno nepcoHanom.

Mpukasam, pacrnopsiXeHWsiIM MO OCHOBHOW LOESTENbHOCTU MPUCBAMBAKOTCS MOPSOKOBblE HOMepa (Mo KaxAow
rpynne [OOKYMEHTOB OTAENbHO) B Mpefenax kaneHaapHoro ropa. [lopsokoBbli HOMEpP [LOKYMEHTa MoXeT
LOMOMHATbCS  OYKBEHHbIM  WAM  UMCPPOBBIM  MHOEKCOM, 0603HavalwWwmMM  MPUHAANEXHOCTb  OOKYMeHTa
COOTBETCTBYIOLWEN rpynne NOKYMEHTOB.

CeepeHus 0 peructTpupyembix npukasax, pacrnopsixeHusax Hocatca B COM wnm B MHble permctpaumvoHHO-
y4yeTHble OpMbl HAa ByMa>kHOM HOCUTENE WU B 3NEKTPOHHON ¢hopMe B COOTBETCTBUM C NMYHKTOM 5.54 MpumepHol
WHCTPYKLINN.
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5.48. MMoaNNHHUKN NPUKa30B (PacropsXeHWn) No MEeCTy UX pernctTpauum hopMnpyoTCs B Aena B COOTBETCTBUU
C HOMEHKNaTypon gen opraHM3aLmmn B COOTBETCTBMU C NyHKTOM 8.20 [NpuMepHOM MHCTPYKUUNA.

Konun npwkasoB, pacrnopsixXeHWin paccbinaloTCs WCMOMHUTENSIM W WHbIM - 3aUHTEPECOBAHHbIM  NMuaM B
3NEKTPOHHON hopMe Unm Ha ByMaxkHOM HOCUTENE B COOTBETCTBUM C YKa3aTeNeM paccChbiiku.

Konun npukasos, pacrnopsiXeHuid, paccbinaemble Ha 6GymMaXkHOM HOcuTene, 3aBepsitoTCs B COOTBETCTBUM C
nNyHKTOM 2.51 [NpuMepHOR NHCTPYKLMK.

5.49. TpoTokonbl 3acefaHuii, COBEWaHWn, MPOBOAMMbIX PYKOBOACTBOM OpraHusauunn, perucTpupytoTcs B
Cnyx6e nenonponsBoacTBa NN CEKPETAPSIMU COOTBETCTBYIOLMX PYKOBOAUTENEN.

MpoTokonbl 3aceaaHuii, CoBeWaHnin, NPOBOANMBIX KONNErnanbHeIMU (CoBelwaTtenbHbIMI1) OpraHaMn, KOMUCCUSMUA
UM B CTPYKTYPHbIX MOLPA3LENEHUsX OpraHusauuv, PerucTpupyroTcs B NOOpa3feneHusix, OTBETCTBEHHbIX 3a
opraHusaumio 1 npoeedeHne Meponpuatvsa. Konum Takux MPOTOKONOB TFOTOBSATCA K PAacChiKE U PacchinaloTcs
CTPYKTYPHbIM NoLpa3feneHnem, OTBETCTBEHHbBIM 32 OpraHn3aumto 1 NPoBEeAEHUE MEPOMNPUSTUSI.

5.50. MpoTokonam npucBavBatoTCs NOPSAKOBbIE HOMEPA B NpeAenax kaneHhapHoro roga unu nepvona paboTol
BPEMEHHOI paboyeii rpynnbl (KOMUCCUK) MO KaX A0 rpynne NpoTOKOOB OTAENbHO.

MoANMHHUKM NPOTOKONOB MO MECTY MX perncTpaunn hopMUpPYoTCS B fena no HoOMeHKnartype nen opraHvsauum
B COOTBETCTBMM C NyHKTOM 8.20 [NpuMepHO NHCTPYKUUN.

5.51. BHyTpeHHMe OOKYMEHTbl Ha MS PyKOBOAMUTENS OPYroro CTPYKTYPHOro noapasneneHns perucTpupyoTcs B
C3M wnnm (npn otcyTtctBun COL mnm OTCyTCTBUN BO3MOXHOCTU 3apErMcTpMpoBaTtb BHYTPEHHMIA fOKyMeHT B CO /)
pPErucTpupytoTcss B NOoApasfeNeHun, COo3OaBWiM  OOKYMEHT. 3aperncTpupoBaHHbIi  OOKYMEHT nepenaeTcs
HernocpencTBEHHO B NoApasaeneHre - agpecar, B KOTOPOM NOBTOPHO HE perncTpupyercs.

5.52. Mpwn BknoyeHnn B CO M BXOASAWMX OOKYMEHTOB, WX permctpaumv, paccMoTpeHnnM u mucnonHexnum B IPK
BHOCATCS Cneaylowme CBeAEHUS O JOKYMEHTe 21:

21YKasaHHbIl cocTaB cBeAeHui, Bkaoyaembix B CO L npu peructpauum n B xoae PacCMOTPEHUS 1 UCMONHEHMNS
BXOASWMX N UCXOOAWMNX NOKYMEHTOB, 06583aTeneH Ans opraHmaaumii - ysactHukos M3.O0.

a) HauMeHoBaHWe opraHn3aunn (KoppecnoHaeHTa);

6) agpecar;

B) HAMMeHOBaHWe B1UAa JOKYMEHTa;

r) gata nocTynMBLWEro AOKYMEHTA;

[) permcTpaLmMoHHbI HOMEp NOCTYMMBILErO OOKYMEHTA;

€) DONXHOCTb, (haMunns n nHULMansl nnua, NoANUCAaBLIEro OOKYMEHT;
X) farta nocTynneHns OKYMEHTa;

3) BXOAAWMI perucTpaumoHHbIA HOMep;

1) 3aronoBOK K TEKCTY (KpaTkoe conepXaHme LOKYMEHTA);

K) KOIMYECTBO NMMCTOB OCHOBHOMO AOKYMEHTA;

N) 0TMETKA 0 NPUNOXEHUN (KONMYECTBO NPUNOXEHWIA, 0BLLEe KONMYECTBO NUCTOB NPUI0XEHNUIA);

M) CBEOEHMS O CBSA3aHHbIX OOKYMEHTax (HaMMeHOBaHMe BUAA OOKYMEHTa, JaTa, PerncTpauuoHHbIA HOMEp, TuM
CBA3M);
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H) pe3ontouns (MCNONHNTENb (MCMONHUTENW), MOPYYEHME, [ONXKHOCTHOE L0, AaBLIEE NOPYYEHNEe, [aTa);
0) CPOK MCMONHEHNS [OKYMEHTA;

n) MHAEKC Oena no HoMeHKnaType aen;

p) CBeneHNs 0 nepeagpecaumn JOKYMEHTa,;

C) OTMEeTKa 0 KOHTpOneE;

T) FPU orpaHnyeHns [octyna K 4OKYMEHTY;

y) cBeaeHms 06 aneKTPOHHOW NoAMNNCH;

@) pesynbTaT NPOBEPKN SNEKTPOHHOK NOANNCNZZ .

22 Bkntovatotcst B C3 L0, ecnu nocTynuBLWNG OKYMEHT NOAMNMCAH YCUNEHHOI 3N1EKTPOHHON NOAMNMUCHIO.

5.53. MNpwu BkntoyeHun B C3 I, ucxopswmx nokymeHtoB B OPK BHOCSATCS cnenyowme CBEAEHNS 0 LOKYMEHTE:
a) agpecar;

6) [ONXKHOCTb, PamMmnns 1 MHULManNbLI 1ua, NoANNCaBLIEr0 LOKYMEHT;

B) HAMMEHOBaHWe BUAa OOKYMEHTa;

r) pata OOKYMeHTa;

[) perMcTpaLmMoHHbIii HOMEP OOKYMEHTa;

€) 3arofioBOK K TEKCTY (KpaTkoe coaepXaHue OOKYMeHTa);

X) CBeOEHMS O CBA3aHHbIX AOKYMEHTax (HavMeHOBaHMe BuAa OOKYMEHTa, AaTa, PerucTpaumoOHHbIA HOMEp, Tun
CBA3K);

3) KONNYECTBO NIMCTOB OCHOBHOIO AOKYMEHTA; M) MHAEKC Aena Nno HOMeHKnaType oen;

K) 0OTMETKa 0 MPUNOXEHNU (KONMYECTBO MPUNOXEHWI, 0bLee KONMYECTBO NNCTOB NPUI0XEHWIA);
N) rpuch orpaHNyeHns 4ocTyna K AOKYMEHTY;

M) noapasneneHne - OTBETCTBEHHbIN UCMONHUTENb OOKYMEHTA;

H) cBeAeHnsl 06 3NEeKTPOHHO NOAMMCH.

5.54. MNpwu BkntoyeHun B C3 L1 BHYTPEHHUX LOKYMEHTOB B OPK BHOCATCS cneaytowme CBEAEHUS O OOKYMEHTE 23:

2 CocTtaB cBefeHuid, BHocumblx B C3L npu pernctpaumum BHYTPEHHUX [OOKYMEHTOB, 3aBWCMT OT BuAa
PErncTPUPYyemMoro JOKyMeHTa.

a) HanMeHoBaHMe nogpasnenieHnsd, noaroTosmMeLlero NPpoekT OOKYMEHTA;
6) HanMeHoBaHMe Bnaa OOKYMEHTA;
B) Aarta OOKYMEeHTa,

I') PermcTpauUnoHHbI HOMEP AOKYMEHTa;
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,!J,) OOXKHOCTb, q)anmvm n nHMUnanbl nuda, noanucaswero AOKYMEeHT;

€) CBELEHUS O CBA3AHHbIX OOKYMEHTax (HaMMeHOBaHue BuMAa OOKYMEHTa, AaTta, PerncTpaumMOHHbIA HOMEP, TunM
CBA3K);

X) 3aronoBOK K TEKCTY (KpaTkoe cojepXaHue OOKYMEHTA);

3) OTMETKA O NPUIOXEHUN (KONMYECTBO NPUNOXEHUIA, 0BLIEE KONMYECTBO NCTOB NPUNOXEHWIA);

1) MHOEKC Jena no HoMeHknaType nen;

K) yKasaHus no NCMONHEHWIO LOKYMEHTa (UCNOMHMUTENb, NOPYyYEeHMe, AaTta UCMONHEHNS);

n) 0OTMETKa 0 KOHTpONeE;

M) Frp1d orpaHMyeHns gocTyna K AOKYMEHTY;

H) nogpasaeneHue (LOXHOCTHOE NNLO) - UCMONHUTENb (OTBETCTBEHHbIA NCMONHUTENb) OOKYMEHTA.

JlononHMTENBHO K YKa3aHHbIM CBEEHNSAM 0 BXOOSWMX, UCXOASWMX U BHYTPEHHMX AokyMeHTax B OPK CO 1 moryT
BHOCWTbCS MHblE CBEAEHUS.

5.55. YyeT konuyectBa OOKYMEHTOB, NOCTynuMBLINX, CO3OaHHbIX, OTNpPaB/ieHHbIX 3a onpe,ueneHHb||7| nepunon
BpeMeHn, MOXeT MNpoBOANTbCA MO opraHn3aunm B LEeNOoM, No OTAe/ibHbIM CTPYKTYPHbIM nogpasneneHusam, no
rpynnamMm OOKYMEHTOB, KOppecCrnoHAeHTaMm, OencTBusM, npon3seneHHbIM C OOKyMeHTaMu, 1 OpyruM napameTpam,
HeobxoOMMbIM s aHann3a pa6OTbI C OOKYMEHTaMN B LieNnsxX ee CoBeplleHCTBOBAHUA.

5.56. Mpn yyeTe obbema OOKYMeHTOOOOpOTa MOACYMTLIBAETCS KOMMYECTBO JOKYMEHTOB BblAENEHHON rpynnbi.
YueT KonmyecTBa AOKYMEHTOB NPOBOANTCS NO AaHHbIM CO L, pernctpaunoHHO-y4eTHbIX XYPHaNoB 1 KapToTek.

5.57. 3a enouHuuy yyeTa KONMMYeCTBA [AOKYMEHTOB MNPWHMMAETCS EOMHCTBEHHbIi 3K3EeMNsp [LOKyMeHTa
(MOANMHHWK WM KOMWSl, eCN KOMWUS -eOMHCTBEHHbIA 9K3EeMMNsip LOKyMEHTa B OpraHusauuun, HamnpuMep, Konusi
ucxopswero nucbma) 6e3 yyeta KOMWiA, CO3AABaeMbiX NPV MeyaT M KONMPOBaHWWU (TUpaxuposaHuu). Konuu
JOKYMEHTOB Mpy HeOOXOAMMOCTY aHann3a y4nThlBaloTCS OTAENbHO.

5.58. PesynbTtatel yyeta obbema [OKyMeHToobopoTa B opraHu3aumm exerogHo obobwatotcs Cnyx6oi
LeNonpon3BOACTBA U NPEACTABNSIOTCS PYKOBOACTBY B BuAe oT4eTa 06 06 beme nokyMeHToobopoTa 3a rog.

VI. KoHTpOonb UCNOHEHUS A,O0KYMEHTOB (MOpy4eHui)

6.1. KOHTpOJ'Ib MCNONMHEHNA NOKYMEHTOB (nopyquMVl) BeJeTcd B UendaxX X CBOEBpPEMEHHOro n Ka4eCTtBeHHOro
NCNONHEHUA.

6.2. KOHTpONb MCMONHEHNS OOKYMEHTOB (MOPYYEHUIA) BeAeTCS:

PYKOBOOMTENEM WM WHbIM LOMXHOCTHBIM JIMLUOM OPraHv3aumn - MCMOSHEeHWsI OOKYMEHTOB (MOpYYeHuid) no
CyLLECTBY;

Cnyx6oli 0enonpousBOACTBA OpraHuM3auMyM W OTBETCTBEHHbIMM 3a AENOMNPOW3BOACTBO B CTPYKTYPHbIX
noapasneneHunsix - COOKOB UCMONTHEHWSI [OKYMEHTOB (MOPYYEHUIA).

B Cnyx6e nenonpov3BoACTBa LEHTPANNM30BAHHOMY KOHTPOJO nonnexart 3aperucTpvpoBaHHble LOKYMEHTbI C
OTMeTKOW 0 KoHTpone ("KoHTponb"), NpocTaBnsieMor B COOTBETCTBUMN C NYHKTOM 2.54 [NpuMepHO MHCTpyKLMK, a B
CTPYKTYPHbIX NOApa3feneHnax opraHm3aumm - Bce 3aperucTprupoBaHHbie AOKYMEHThI, Tpebyiowwne NCNONHEHNS.

6.3. PacnopsiontenbHble OOKYMEHTbl, MPOTOKOJNbI 3acelaHwin (CoBelaHuii), cogepXawue MopyyYeHns ¢
KOHKPETHbLIMM CPOKAaMU UCMOMHEHWS, CTABSATCS HA KOHTPO/b MO KaX A0MY NopyyYeHnio 0TAeNbHO.

6.4. KOHTPONIb CPOKOB MCMONHEHNS LOKYMEHTOB (NOpPYyYeHnin) BKtoYaeT B cebs:

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBepXAeHUY MPpUMEpPHO NHCTPYKLMM MO AeN0NPOoM3BOACTBY B FOCY LapCTBEHHbIX OpraHn3aumnsax CTpaHuua 41
lNpuka3 PocapxuBa oT 11.04.2018 N 44

NOCTaHOBKY LOKYMEHTOB (MOPYYEHWUI) HA KOHTPOb;

NPOBEPKY CBOEBPEMEHHOCTW AOBEAEHNS AOKYMEHTOB (NMOPYYEHUIA) A0 UCNONHUTENEN;
npenBapuTenbHy0 NPOBEPKY U perynnpoBaHne xoaa UCNoNHEHNS AOKYMEHTOB (MOopyYeHui);
CHATWE C KOHTPONS LOKYMEHTOB (NOpYyYeHUiA);

yyeT, 0606LWeHre N aHanmM3 pe3ynbTaToB X04a UCMONHEHNS OKYMEHTOB (MOPYYEHUIA);

VNHGOPMNPOBAHNE PYKOBOOMTENEN O XO4E VUCTIONHEHNS NOKYMEHTOB (MOpy4eHWit) U COCTOSIHAN UCMOTHATENbCKOM
LMCUMNINHBI.

6.5. CpokM NCNONHEHNS LOKYMEHTOB (MOPYYEHNIA) UCHUCTSIOTCS B KaNeHOaPHbIX LHSIX.

Ecnu nocnegHuini feHb cpoka MCMOSHEHWSI LOKYMeHTa (MOPYYeHWs)) MpUMXOOMTCA Ha Hepabouuii AeHb, TO
LOKYMEHT MOANEXUT UCMONHEHWIO B BNvXanwmnii cnepyowmii 3a HAM pabounii AeHb.

Jarta uncnonHeHns pokymeHTa (nopydyeHus) cdoukcupyetcs B OPK COM mnm vHOR permctpaumoHHO-yYeTHOM
oopMe, NCMONb3YEMOIA AN OTCNEXMBAHUSA CPOKOB UCMONHEHNS OOKYMEHTA (MOpYyYeHuns).

Cpokn WCMONHEHNS OOKYMEHTOB (MOPY4YEHWIA) YCTaHaBNMBAKOTCA PYKOBOAMTENEM, WUCXOOS U3  CpOKa,
YCTaQHOBJIEHHOrO0 OpraHusauven, HanpaBMBWERA [OKYMEHT, WU CPOKOB, YCTAHOBMIEHHbIX 3aKOHOAATENbCTBOM
Poccuiickon depepaumu.

6.6. [JokyMeHTbl (MOpy4YeHMs) noanexar NCNOMHEHNIO B Ceayowme CPOKU:

C KOHKPETHOW [aTon UCNONHEHUS - B YKa3aHHbIA CPOK;

6e3 ykaszaHusl KOHKPETHOW OaTbl UCMONHEHWS, UMEloLMEe B TEKCTE MOMETKY "BeCbMa CPOYHO" - B TE@YEHNe 04HOro
IHS, "CPOYHO" - B 3-LHEBHbIN CPOK; "onepaTuBHO" - B 10-OHEBHBIA CPOK; OCTaNbHbIE - B CPOK He bonee 30 aHeir;

no napnamMeHTCKnM 3arnpocam - He No3nHee 4YeM yepes 15 OHewn co gHsa nonyyeHuns;

no sanpocam 4neHos Coseta depepaumun, genytatos [ocynapcTBeHHOR Iymbl (OenyTarckomy 3anmpocy) He
nosaHee yem yepes 30 OHen CO OHA NONYyYEHUS;

no MexBeOoOMCTBEHHbIM 3anpocaMm O npeacTtaBneHUWn LOOKYMEHTOB U (I/Iﬂl/l) I/IHCpOpMaLI,I/II/I B Uenax
NpPenoCTaBNeHNs rOCyLAPCTBEHHBIX Y MyHUUMMANbHBIX YCnyr - 5 pabounx OHER co OHS MONyyeHus 3anpoca, ecnu
3akoHogaTtenbcTBom Poccuiickori denepaunm He yCTaHOBNEH MHOWM CPOK;

no obpalleHusimM rpaxaaH - 30 AHel Co AHSA perncTpaumu.

6.7. MNprocTaHOBUTL WMCMOSIHEHWE KOHTPONIbHOMO [HOOKYMEHTa (MOPy4YeHMs), a TakXe OTMEHUTb ero MoxeT
PYKOBOAMTENDb, NOANUCABLWNIA JOKYMEHT NN OABLWIWA NOPYyYeHne (yKasaHue).

6.8. B Lenax cBOeBpPEMEHHOr0 WUCMOMHEHMNS OOKYMEHTOB, MOPYYEHUA (yKasaHWi), NOCTaBNEHHbIX HA KOHTPO/b,
paboTHUk Cnyx6bl AEeNonpPoV3BOACTBA, OTBETCTBEHHBIV 32 BeAEHUE KOHTPOS UCMO/HEeHVS AOKYMEHTOB, NpoBepsieT
CBOEBPEMEHHOCTb AOBEAEHUSA AOKYMEHTA (MOPYyYEHNS) OO0 UCMIONHUTENS.

6.9. Ecnn cpok WCMONHEHUsI [LOOKyMeHTa (MOopy4YyeHus)) MpeBblaeT OOMH Mecal, B Uensx obecrneyeHus
CBOEBPEMEHHOIO MCMONIHEHNS OOKYMeHTa (MOpyyYeHus) MpOBOAUTCSA MpenBapuTeNbHbIA KOHTPONb U HanoOMUHAHUA

WCMONHUTENSIM O NPUBANXKEHNN CPOKOB UCMONTHEHNSI AOKYMEHTOB (MOPYYEHNIA).

6.10. [llpenBapuTenbHbIA KOHTPOMb OCYWECTBASETCA B CRefyloweM nopsake: OOKYMEHTOB (MOpYyYeHWi)
nocnenyouwmnx neT - He pexe o4HOro pasa B rof;

LOKYMEHTOB (MOpPYYEHWiA) MOCNeayoLWmMX MeCSLIEB TEKYLLEro roaa - He pexe OAHOro pasa B Mecs;

IIOKYMEHTOB (Mopy4YeHuit) Tekylero Mecsaua - 3a 5 AHe 00 NCTEeYEHUs CpoKa UCMOTHEHNS.
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6.11. HanomvHaHve wcnonHUTensaMm o NPUBNMXEHUN CPOKOB WCMONHEHUS LOKYMEHTOB (MopyuyeHuid) MoxeT
OCYLWEeCTBNATLCS B aBTOMATUYECKOM pexume nocpeactsom C3 .

HanomuHaHust ncnonHUTENsM, a TakXxe uHgopMaums 06 UCNONHEHUN AOKYMEHTOB (MOPYYEHWiA), NONyYeHHas oT
ucnonHutenein, dukeupytotcs B OPK C3I vmnn MHbIX peructpaumoHHO-yYeTHbIX ¢oopMax, WUCNonb3yembiX ANs
KOHTPONS UCNONHEHUS OOKYMEHTOB (NOpYYeHMi).

6.12. MNpn HEO6X0AUMOCTUN N3MEHEHNS CPOKA UCMONHEHNSI OKYMEHTA (MOPYYeHUs) OTBETCTBEHHDIA CNONHUTENb
06s3aH NpeAcTaBuTb Ha UMA PYKOBOAMTENS, AaBLEro nopyyeHve, 06ocHoBaHme (CnyxebHyto 3anncky) o NpoaneHnm
cpoka € yKkasaHueM NpuyviH NPOANeHUst U AaTtbl UCMOHEHUS.

O6ocHoBaHVWE MNPOANEHUS CpOKa WCMOMIHEHMSI OOKYMeHTa (MopyyeHus) [HOOMXHO ObiTb  HanpaBfeHo
COOTBETCTBYIOUWEMY pPyKOBOOUTENIO HE MNMo3aHee, 4eM No UCTeYeHUU OBYX TPEeTbUX CpoKa MUCNONHEHUA OOKYyMeHTa
(nopyyeHus).

O6 W3MEHEeHUM CcpoKa WCMONHEHUS [OKYyMeHTa (MOpPYyYeHUs)) OTBETCTBEHHbIi WCMONHUTENb MHAOPMUpYyeT
Cnyx6y nenonponseoncTeazs.

24 AHanornyHolM 06pas3om MoryT 6biTb BHECEHbI U3MEHEHUsI B COCTaB UCMONHUTENEN AOKyMeHTa (MopyyeHus) c
06s13aTeNbHbIM HPOpMUpPOBaHeM Cnyx6bl 4eNONPON3BOACTBA.

6.13. JoKyMeHT (Mopy4yeHne) CHATAETCS UCMONHEHHBIM, ECNW MPUHSTHl PEeWeHns No NMocTaBaeHHbIM BOMPOCaM,
MOArOTOBNEHbI COOTBETCTBYIOWME AOKYMEHThI, HanpaeneHa crpaeka 06 WCMOMHEHUM B COOTBETCTBYHOWME OpraHbl
BNacTy (OpraHM3auuv) Unu faH oTeeT Mo CyWecTBY 3aUHTEPECOBAHHBIM NMLAM.

PeweHve 06 wucnonHeHun p[okymeHTa (MOPYYEHUS) MNPUHUMAET PYyKOBOAWTENb, MOCTABMBWWA LOKYMEHT
(Nopy4eHne) Ha KOHTPOJIb, C 06513aTeNbHbIM MHAPOPMUPOBaHeEM Cnyx6bl Aenonpon3BOACTBA OPraHN3auUmnu.

Ha ncnonHeHHOM OOKYMEHTe NPOCTaBNASeTCs OTMeTKa O HanpasiieHMM OOKYMEHTa B OeNn0o B COOTBETCTBUM C
nyHKTOM 2.55 MpuUMepHOI MHCTPYKUMKW, CBELEHNS 00 NCNONHEHUM AOKYMeHTA (nopyyeHus) BHocaTcs B SPK C3 M unu
WHYIO PErucTpaunoHHO-y4eTHYIO COOPMY, UCMONb3YEMYIO 4151 KOHTPONAS UCMIONHEHNS.

6.14. [lokyMeHTbl (MOPYYEHNs), HE CHATbIE C KOHTPONS, a TakXe OOKYMEHTbl (MOpy4YeHus), CPOK WUCMOHEHNS
KOTOPbIX HE MPOLNIEH, CYNTAIOTCA HEUCMONHEHHbIMN.

6.15. Cnyxba [enonpou3BOACTBA OpraHu3auuMnm aHanuavpyeT COCTOSIHME W pe3ynbTaTtbl  WCMONHEHUS
LOKYMEHTOB (MOPYYEHMUiA) N COCTOSIHUE UCTIONHUTENbCKOM AMCLUMMNHBI:

B Mopsiike npeaBapuTENnbHOrO KOHTPONS Hanpaensetr B CTPYKTypHble nogpasfeneHus opraHusaumm
HanoMnHaHWs 0 AOKYMeHTax, CPOKM UCMOMTHEHNS KOTOPbIX UCTekatoT (3a 3-5 AHel [0 OKOHYaHus cpoKa UCMONHEHUS
LOKYMeHTa);

pas B MeCsL, 1 N0 OKOHYaHWUM roaa PyKoBOAWTENIO OpraHvM3aunm n pyKoBOAUTENSM CTPYKTYPHbIX NoApasaeneHuii
HanpaBnseT OT4yeTbl O KONMYECTBE [OKYMEHTOB, WCMOMHEHHbIX B CPOK, WCMOMHEHHbIX C MPOLNEHWEM CpokKa
WCMONHEHUS, HE WCMONHEHHbIX, HaxXOOSAWWXCS Ha WCMNOMHEHUW MO OpraHn3auMnm B LENOM, MO CTPYKTYPHbIM
noapasneneHmsm n, Npu HeobxoaMMOCTK, - NO OTAENbHBIM UCTMIONHUTENSM.

VII. OpraHusauus paboTbl UICMONHUTENSA C AOKYMEHTaMM

7.1. VicnonHntenb nony4aet AOKYMEHTbl HA UCMONIHEHNE B JeHb MX PACCMOTPEHMS UNN Ha crepytowwnii paboynii
IeHb B COOTBETCTBUM C Pe30NioUMaMM PYKOBOACTBA OpraHmsauMn u pykosoguTens nogpasgeneHuns. CpouHble
JOKYMEHTbI NepenalTcs UCNONHNTENO He3aMe 4INTENbHO.

7.2. lokymeHTbl, NocTynawwme B CTPYKTYpHOE noapasfeneHne ¢ pe3oniouMsaMym pykoBOACTBa, NepenarnTcs
pykoBoguTenio nogpasgeneHns. Ecnv QoOKyMeHT, MOCTynMBWWIA Ha WCMOMHEeHWe B nogpasfeneHue, He umeeT
OTHOWEHNS K KOMNEeTeHUMM noapasfeneHvs, pykosoauTenb noapasfeneHns B TOT Xe OeHb UM Ha Cnemylownia
pabounii neHb Bo3Bpawaet ero B Cnyx6y nenonpousBoACTBa LNS PEWeHUs Bonpoca O NepeHanpasieHnn ero Ha
UCNOMIHEHWE B ApYroe nogpasaeneHve (opyromy UCroaHUTENIo).
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7.3. VicnonHeHue ookymeHTa npegycMatpuBaer:

cbop 1 aHann3 HeobxoAUMOI NHGPOPMALINN;

noaroTOBKY MpOeKkTa AOKYMEHTa 1 ero 0oopMIeHmE;
cornacosaHve npoekTa OOKYyMEHTA C 3aUHTEPECOBaHHbIMU NULLAMK;

nopaboTky MpoekTa AOKYMEHTa MO 3aMevyaHusM, MofyYeHHbIM B XOA4E COrnacoBaHus u, npu HeobxoommocTw, -
NOBTOPHOE COrnacoBaHue);

MOAroTOBKY crucka (ykasaTens) pacChbiNku LOKYMEHTA, eC OKYMEHT alpeCOBaH rpynne opraHnsauuii;
npeacTaBneHne NPoeKkTa 4OKYMEHTA Ha NOANUCH (YTBEPXAEHMWE) PYKOBOACTBY;

MOAroTOBKY [NOKYMEHTA K OTNpaBke 1 nepenadvy Konum JOKYMEHTA B Aefo 25.

25 BeinonHsietca Cny>x 60l enonpon3BoacTaa.

7.4. I'Ip|/| HanpaBneHnn pn[okKymMeHTa HEeCKONIbKUM WUCNONHUTENSAM OTBEeTCTBEHHbIM 3a NOAroToBKY MpoekTa
OOKYMeHTa sBNAeTCA WUCMNOJNIHUTENb, yKa3aHHbII7I B pe3onoounnm nepsbiM UIn 0603Ha4YEeHHbIN B pesonunn Kak
OTBETCTBEHHbIA UCNONHUTENb.

7.5. OTBETCTBEHHbIA UCMOMHUTEND UMEET MPaBO OaBaTb MOPYYEHWUS OCTANIbHbIM WCMOMHUTENSIM, MPOBOAUTH
paboyve coBelwaHns ons BblpaboTKU COBMECTHOrO peweHus. Bce ncnonHnteny B paBHo CTENEHN OTBETCTBEHHbI 3a
CBOEBPEMEHHOE U Ka4yeCTBEHHOE WCMOJIHEHUE MOPYYEHUSI U MPEACTaBNEHUE OTBETCTBEHHOMY WCMONHUTENO B
YCTAHOBJ/IEHHBLIE MM CPOKWM HEOBXOOUMBIX MatepuanoB (MPOEKTOB LOKYMEHTOB, CMPaBOK). VicnmonHutenn He uMetoT
npaea nNpPeAcTaBnsATb MPOEKTbl AOKYMEHTOB PYKOBOAMTENMO, [OABWEMY TMOPYyYEeHMEe, MUHYS OTBETCTBEHHOrO
UCMONHUTENS.

7.6. B cny4ae OTCyTCTBMSI MCMONHWUTENS (KOMaHOMPOBKA, OTNycK, 60Ne3Hb) HLOKYMEHT MO yKasaHuto
PYKOBOAWTENS MOLpa3feneHus nepenaeTcs OPyroMy WCTONHUTEN0 ¢ 06s3aTenbHbIM COOBWEHMEM €ro hamunmnm
LENOnNpou3BOANTENIO MNoApasfeneHnst AOns BHeceHust uameHeHuii B OPK  pokymeHta B COL wam  unHyo
PErmcTpauUmoHHO-YYETHYIO OOPMY.

7.7. Tlpn yBONbHEHUM UNN NEPEXOAE Ha OPYroi yyacTok paboTbl COTPYLHMK 0653aH coath OOKYMEHTHI U Aena
PYKOBOAMTENO NOAPA3AeNeHNS UK MO ero yKasaHuio BHOBb Ha3HAYE€HHOMY COTPYAHUKY (B CnyYyae HeobxoamMmMocTw, -
no akTy npveMa-nepefadyn, B KOTOPOM YyKasblBalOTCA BMAbl AeNn (3aronoBku Aef) U UX KOAUYeCTBO WU KOTOPbIV
noAnucbiBaeTca paboTHMKOM, NepeaaslumM AOKYMEHTbI, 1 PAOOTHVMKOM, MPUHSBLLMM LOKYMEHTbI).

7.8. Pe3yﬂbTaTOM VCMNONIHEHNS LOKYMEHTA SABNAETCS NPOeKT AOKYMEHTa, NOArOTOBNEHHbIA UCMONMHUTENEM.

MpoekT [oKyMeHTa CO BCEMU HEOBXOAMMBLIMU MPUNOXEHUSIMA, HANeYyaTaHHbIA U OGOOPMIEHHbIA B COOTBETCTBUM
C npaBunamu, YCTAHOB/EHHbIMM B pasgene 3 [lpMMepHOW WHCTPYKUWMW, WCTONHWTENb COrnacoBbiBAET C
3aVHTEPECOBaHHbLIMW NOAPAa3aeNeHNUAMI N MuamMm n, Npyu Heo6Xo0LMMOCTU, C APYFUMI OPraHN3aLUsSMK.

JlokyMeHTbl, NpefHa3HayYeHHble Ans 0TNpaBky, 0OPMASIOTCA Ha BnaHke opraHM3auun ycTaHOBNEHHOW POpPMbI.
Lns oTNpaBkn JOKYMEHTOB, HE MMEIOLMX aApeCcHOM YacTu, COCTaBNSAETCS CONPOBOANTENIbHOE NMNCHMO.

Ha nokyMeHT, paccoinaemblii 6onee Yem B YeTblpe afpeca, UCTMONHUTE b FOTOBUT CMMCOK PacChiNKu, onpenensiet
KONMYEeCTBO 9K3EMMNSIPOB OOKYMEeHTa W rnocne peructpaumm obecrneyvBaeT W3roToBleHWE HeobXoauMoro
KONM4YecTBa KOonui.

7.9. WcnonHntenb (OTBETCTBEHHbIA WCMOMHUTENb) OPraHn3yeT cornacoBaHve (BUM3UPOBaHWE) npoekTa
LLOKyMEHTA CO BCEMW 3aUHTEPECOBAHHBIMY NULLAMM U NMPOBOANT [0paboTKy NpoekTa Nno 3aMeyaHusiM B COOTBETCTBUM
C NyHKTamu 4.1-4.11 NpuMepHO NHCTPYKLMUN.

Mpun Hanuuum 6ONbLWOro KONMYECTBa 3aMeyaHuid [0 NPencTaBneHus OopaboTaHHOro MpoekTa AOKYMeHTa Ha
MoAMNWCb PYKOBOAMTENO WCMNONHWTENb FOTOBWT CBOAKY 3aMevyaHuii (NpeLnoXeHwuid), B KOTOPOM yKasbiBaeTCs:
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colepXaHve 3ameyaHus (NPemnoXeHus), LONMXHOCTb, aMuMnus nuua, [LaBWEro 3amevyaHue, MPUHATO WK
OTKJ/IOHEHO 3amMeyvaHue (ECM 3aMeyaHne OTKIOHEHO, - MPUYKNHY OTK/IOHEHUS).

7.10. Mocne nopaboTkM ¥ MOBTOPHOTrO BU3NPOBAHUSI (COrnacoBaHMsl) MPOEKT LOKYMEHTa nepenaeTtcsl Ha
nognucaHve (yreepxaeHue). [lo npeacrasneHns Ha NOANUCb UCMOTHUTENb NPOBEPSET NPaBUIbHOCTbL 0GOPMIEHUS
LOKYMEHTAa, NPaBNNbHOCTb OCDOPMIIEHNS agpecaTa, Hanmune HeobxoaUMbIX B3, MPUIOXEHWIA, MPU He06X0ANMOCTH -
CMpaBokK, MOSACHUTENbHbIX 3aMUCOK, Pa3bsACHAIOWMX COAepXaHne NoAroToBNEHHbIX JOKYMEHTOB, nMcTa (ykasaTtens)
paccblKu.

7.11. MNoanuncaHHbIN AOKYMEHT WCMONIHATE/lb B COOTBETCTBMM C MOPSIOKOM, YCTAHOB/IEHHBIM VHAMBUAYaNbHOM
WHCTPYKLWE No Aenonpon3BoacTBy, nepenaeT s perucTpauunn n oTnpasky W/unm BKIIOYEHNs B AeNo.

B cootBeTcTBMM C HOMeHKJ'IaTypOI7I nen uncnonHutTenb onpepnendetr MHOEKC nena, B KOTOpoe OONXKeH 6bITb
BK/IOYEH OOKYMEHT.

7.12. B xoLe UCMONHEHUS OOKYMEHTa WCMOMHMUTENb UMeeT MpaBo npennaraTb M3MEHEHWe CpoKa WCMONHEHNS,
€CNM OTCYTCTBYIOT peasnbHble YCNOBUS WCMONHEHWUSI LOKYMEHTa (NopyuyeHus), nenatb NOMETKM Ha LOKYMEHTE O
BPEMEHW €ro MOCTYMNNeHMs, 0 Aarax NPOMEXYTOYHOro KOHTPONS, TeNeOHHbIX U MMCbMEHHBIX 3anpocax, 0 fate u
pe3ynbTaTe OKOHYATENbHOr0 UCMONHEHUS.

7.13. WcnonHntenb He uWMeeT npasa pasrnawartb COAepXaHWe MOCTYMUBWUX K HEMY [OKYMEHTOB W
NOArOTOBNEHHbBIX MPOEKTOB CNYXEOHbIX LOKYMEHTOB, C HUMU MOryT ObiTb O3HAKOMNEHbI TONMLKO NULA, UMEKWMe
OTHOLUEHUE K UX UCMIOSHEHMIO.

VIll. dopMupoBaHme noKyMeHTanbHOro ooHaa opraHusauum

8.1. OnepaTvMBHOE XpaHeHVWe [OOKYMEHTOB OpraHusauuy Qo nepegayn ux Ha XpaHeHwe B apxuB Unn
YHUYTOXEHWE OCYLWECTBNSIETCA B CTPYKTYPHbIX NoApa3aeNeHnsx opraHm3aumm.

8.2. B uensx xpaHeHus, nMoucka W WCMONb30BaHWUSA [LOKYMEHTbl Ha OyMaXHOM HOCWUTENe W SNEKTPOHHble
LOKYMEHTbI (POPMMPYIOTCS B fienia B COOTBETCTBUM C HOMEHKNATYpOW aen.

HomeHknatypa nen 3akpennser Knaccucpukauuio (rpynnuMpoBKY) WCMONHEHHbIX [OOKYMEHTOB B gena
(9NeKTPOHHbIE Oena), CUCTEMATU3ALUIO Y MHOEKCAUMIO OEN, CPOKU MX XPAHEHUS U SABNSETCSH OCHOBHBLIM YYETHbIM
LOKYMEHTOM.

HomeHknaTtypa pen siBnsieTcsl OCHOBOW 4711 COCTABNIEHMS! ONUCE fen NOCTOSIHHOro, BpeMeHHbIx (cebiwe 10 ner)
CPOKOB XpaHEHWUs1 1 MO IMYHOMY COCTaBYy, aKTOB O BbIAENEHUN K YHUYTOXEHUIO AOKYMEHTOB C UCTEKIIMMMN CPOKamMu
XpaHeHusl, a Takxe ANs yyeta fen BPpeMeHHbIX (10 10 neT BKIOUYNTENbHO) CPOKOB XpaHEHUS.

8.3. HOMeHKﬂaTypa Oen opraHn3aunnm coctaBndeTcsd Ha OCHOBE U3y4eHusa cocTaBa U cogep>XaHus NOKYMEHTOB,
06pa3yroumxc;1 B 0eATeNbHOCTU opraHm3aumnn, BKka4asa AOKYMEHThI, MoCcTynarwmne n3 gpyrmnx OpFaHVI3aLI,I/II7I.

8.4. Mpu cocTaBneHn HOMEHKNATypbl Aen cnefyeT pyKOBOACTBOBATLCS YCTABOM OpraHm3aumm, NooXeHnsaMm o
CTPYKTYPHbIX MOAPa3OENeHNsX, WTATHbIM pacnucaHWeM, nnaHamm u oTyetamm O paboTe opraHM3auuu,
HOMEHKNaTypol [Oen 3a npowenwwnid rog, NOKanbHbIMA HOPMATMBHLIMM akKTamu OpraHvw3auuv, coaepXawumu
CBEEHMS 0 AOKYMEHTax, 06pasyowmxcs B 4eATENbHOCTY OpraHn3auuy, TUNOBLIMU U NPUMEPHBIMA HOMEHK1aTypamu
[en (Npu nx HannymMu), BEAOMCTBEHHBIMM 1 TUMOBLIMU NEPEYHSAMM AOKYMEHTOB C yKa3aHMEeM CPOKOB UX XPaHEHWS.

8.5. B HoMeHknatypy m4en BKNOYAKOTCS BCE MOOKYMEHTbl, OTpaxawowue [LesTENbHOCTb CTPYKTYPHbIX
noapasneneHnii opraHm3auum n NOCTOSHHO UM BPEMEHHO OENCTBYIOWNX OPraHoB (KOMUCCUIA, COBETOB, KOMUTETOB),
B TOM 4YMC/NE [OKYMEHTbl OFPAaHUYEHHOr0 [OCTYMa, PErucTpauuOHHbIE U YYETHblE XypHanbl W KapTOTeKW, B
HEeobX0OUMbIX Cny4yasix - KOMWU AOKYMEHTOB26. [lOKyMEHTbl, CO3AaHHble B 3NEKTPOHHOW (POpMe, BKMOYAIOTCA B

HOMEHKNaTypy 4eN Mo TEM Xe npasuiam, 4To U LOKYMEHTbl Ha ByMaxkHOM HocUTene.

26 Konuwm OOKYMEHTOB BKNOYAKTCA B HOMEHKNATYpy Oen, ecnum Konusa - €MHCTBEHHbIN aK3eMnnsdap OOKyMeHTa B
opraHmnsauumn, a Takxe, ecnm Konmn HeobxoaMMbl ans opraHmnsaunn oeatTenbHOCTU nogpasneneHuns.

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBepXAeHUY MPpUMEpPHO NHCTPYKLMM MO AeN0NPOoM3BOACTBY B FOCY LapCTBEHHbIX OpraHn3aumnsax CtpaHuua 45
lNpuka3 PocapxuBa oT 11.04.2018 N 44

He BkntovatoTca B HOMeHKNnaTypy aen nepunoanyeckmne n3naHms, KHUru, 6pOI.IJIOpr.

8.6. HomeHknaTtypa men opraHmsauum (cBogHasi) coctaBnsietcss Cnyx60i OenonpousBOACTBA HA OCHOBAHWM
HOMEHKNaTyp [AOen CTPYKTYpHbIX noapasfneneHuidi no dopMme, YycTaHOBNEHHow [paBunamy  XpaHeHus,
KOMMN/IEKTOBaHUS, yyeTa W WCMoNb30BaHUS LOKYMEeHTOB ApxuBHOro dooHma Poccuiickoin denepaumm v opyrux
apXMBHbIX AOKYMEHTOB B OpraHax rocynapCTBEHHO BNacTW, opraHax MECTHOro camoynpaBNeHusl, opraHn3aumnsx2?

(manee - lNMpaBnna xpaHeHuWs).

21MpunoxeHue N 25 k MNpasBunam xpaHeHWs, KOMMEKTOBAHMWS, y4eTa N UCNOMb30BaHUS AOKYMEHTOB APXMBHOIO

goHna Poccuiickoii denepaunm n Opyrux apXuBHbIX OOKYMEHTOB B OpraHax rocyfnapCTBEHHOW BfacTu, OpraHax
MECTHOrO camoynpasneHus, opraHm3auusix, YTBepXJIeHHbIM npuka3oMm MwuHuctepctBa KynbTypbl Poccuickoi
®depepaumm ot 31.03.2015 N 526 (3apeructpuposaH B MwuHuctepctee toctmumm Poccuiickon ®epepauun 7
ceHTa6ps 2015 r., pernctpaumoHHbili N 38830) (nanee - Mpasuna xpaHeHus).

CsogHas HOMeHKNaTtypa Jnen CoCTaBndeTca B MNocnenHeM KeBapTane Tekyuwero roga Ha I'IpGﬂ,CTOFILIJ,VII?I
KaﬂeHﬂ,aprlVI ron.

8.7. Homenknatypa pen opraHusauum nognucebiBaetcs pykosogutenem Cnyx6bl  Aenonpov3BOACTBa,
BU3MPYETCS PYyKOBOOUTENEM apxusa (NMLOM, OTBETCTBEHHbIM 3a apxmB), COrNacoBbIBAETCHA C LEHTPanbHON
SKCMEepPTHON KOMUCCUEN (SKCMEePTHON KOMWUCCME) opraHvsaumm u, ecnn opraHusauus SBnseTcs UCTOYHUKOM
KOMMNEKTOBaHMSA rOCYyOapCTBEHHOr0 WAM MyHWUMNANbHOrO apxvea, OAMH pa3 B 5 neT npeacrasnsercs Ha
cornacoeaHme COOTBETCTBYIOWEN 3KCMepPTHO-MPOBEPOYHON KOMUCCUMM YMONHOMOYEHHOrO opraHa WCMNONHUTENbHOW
Bnactm cybbekTta Poccuiickoin denepaunn B obnactn apxusHoro nena (panee - 9MNK apxvMBHOro yypexaeHns) nam
rocynapCTBEHHOro (MyHUUMNANbHOr0) apxvea B COOTBETCTBUN C NPefoCTaB/IEHHbIMM eMy NOSIHOMOYMUSIMA B NopsaakKe,
yCTaHOBNEHHOM [MpaBnnamm xpaHeHns 28 .

2 [MyHKT 4.8. MpaBun xpaHeHus.

HomeHknatypa gen, cornacosaHHas OlMK apXuBHOrO yuypeXAeHWs UM rocyfapCTBEHHbIM (MyHULMNANbHbBIM)
apXMBOM B COOTBETCTBMM C NPEAOCTaBfIEHHbIMM €My MONHOMOYMAMM, YTBEPXOAETCS PYKOBOANTENEM OpraHu3aunm un
BBOAMTCH B AelcTBME C 1-ro sHBaps NpeacToswero KkaneHaapHoro roaa.

OpraHm3auun, B [OesTENbHOCTM KOTOPbIX HE CO3[alTCs [LOKYMeHTbl ApxmBHOro doHma Poccwuiickoit
denepaunm, yTBEPXAAOT HOMEHKNATYPY AeN CAMOCTOATENbHO.

B cnyyae nameHeHns chyHKUMIA N CTPYKTYPbl OpraHm3aumnm HoMeHKnaTypa nen CocTaBnseTcs, CornacoBbiBaeTcs
N yTBEPXLAeTCs 3aHOBO.

8.8. CornacosaHHag ¢ cooTBeTcTBytowen SMNK apXnBHOro yupex aeHUs Nnm rocyapCTBEeHHbIM (MyHULUNAbHbBIM)
apXxvMBOM B COOTBETCTBMW C NPEAOCTaB/EHHbIMUA €My MOSHOMOYUSIMU HOMEHKNnaTypa Aen B KOHUE KaxJgoro roga
YTOUYHSIETCS, NepeneyaTbiBaeTCs, YyTBEPXAAETCA PYKOBOAUTENEM OpraHn3aumMm n BBOAUTCSA B AeAcTBMe ¢ 1 aHBaps
NpencToswWero kaneHaapHoro roaa.

8.9. lNepBblii 9K3eMNNAP YTBEPXAEHHOW HOMEHKNATYPbl OEN SABASETCS OOKYMEHTOM MOCTOSHHOMO XpPaHeHUs U
BK/lOYaeTCcs B HoOMeHknatypy gen B pasgen CnyxO6bl OenonpousBoACTBa, BTOpPOW - ucnonbayetcs Cnyxboit
Lenonpon3BoACTBa B kayecTBe pabouyero aKk3emnnspa, TPETUid - NepenaeTcs B apxvMB OpraHU3auuyM B KadyecTse
Yy4YETHOro [OKYMEHTa, 3/IeKTPOHHas KOMusl HOMEHKNaTypbl [Oen OpraHusauuv, YTBEPXAEHHONW PyKOBOOMTENEM
opraHusauun, nepenaeTcsl B rocy4apCTBEHHbIA (MyHULUNANbHBIA) apXyMB, UCTOYHUKOM KOMMIEKTOBAHUS KOTOPOro
SBNSIETCS OpraHn3aums.

B nonpasneneHns opraHusaumm HomeHknatypa aen paccoinaetcs Cnyx6oi nenonpom3BoacTBa B BUAE KOMUIA
COOTBETCTBYIOWMX pa3aenos Ha 6yMaxkHOM HOCUTENE VW B 9NEKTPOHHOW (hopMe.

8.10. HoMmeHknatypa nen opraHusauuMm CTPOUTCA MO CTPYKTYPHOW (HasBaHWaMW pas3fenos (Noapasnenos)
HOMEHKNaTypbl [Oen SABNATCA HasBaHWs CTPYKTYPHbIX noApasfeneHnin, pacrnofioXeHHble B COOTBETCTBUM C
YTBEPXOEHHON CTPYKTYPOR opraHmsaumu), nnm (OyHKUMOHaNbHOW cxemaM (HasBaHWsaMW pas3fefioB HOMEHKNaTypbl
Oen aBNsTCS HanpaeneHnsa OesTeNnbHOCTN opraHmu3anmn).
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8.11. HomeHknaTypa Len CTpyKTYpHOro noapasfeneHust CoCTaBnseTcsl B KaXA0M NoapasaeneHnn opraHnsaumm
paboTHUKOM, OTBETCTBEHHbIM 3a [EeNOMPOM3BOACTBO NOAPA3LENEHUs, NPV y4yacTMU Bemywux CcrneuuanvicToB
noapasneneHunsl, CornacoBbiBaeTCA C 9KCMEPTHOW KOMUCCHel noapasaeneHus (Npy ee Hanvmuum), noanucbiBaeTcs
PYKOBOAMTENEM CTPYKTYPHOro noapasaeneHust u npeacrasnsetcs B Cnyx6y Aenonpon3BoacTBa.

HomeHknatypa pen CTpPyKTypHOro nogpasfeneHvust cocTaBnseTcs no dopme, ycTaHoBneHHow [pasumnamu
XpaHeHna2s .

2 MNpunoxeHune N 26 k MNpasunam xpaHeHns.

BHOBb cO3maHHOE WM  pPeopraHn3oBaHHOE MNoApasfefeHne [ONMXKHO B MeCsYHblii Cpok paspaboTatb
HOMEHKNaTypy Aen u npeactasnTb ee B Cnyx6y nenonponssoacTsa.

8.12. Bce 3aronosku gen, BKMOYEHHbIE B HOMEHKNATYPY Oen CTPYKTYPHOro nogpasfeneHus, MHOEKCUPYHTCS.
NHpekc gena ykasbiBaetca B rpadpe 1 HOMeHKnaTypbl Aen U COCTOUT U3 MHAEKCa CTPYKTYPHOro noapasfeneHuns
(kopa nogpasgeneHnss B COOTBETCTBUM C YTBEPXOEHHOW CTPYKTYpOM oOpraHuM3aumum uan KnaccuukaTopom
CTPYKTYPHbIX MoApasfeneHnii) 1M nopsnkoBOro Homepa gena B pasgene HomeHknatypbl gen. WHgekcol nen
obo3HavatoTca apabekumu umgppamun. Hanpumep: 01-05, rae:

01 - ko4O CTPYKTYpPHOro noapasaeneHus;

05 -nopsaKoBbIA HOMEP fefna B pasfene HoOMEHKNaTypbl Oern.

Jlena no BompocaM, HepaspeweHHbIM B TEYEeHWe OOHOro rofa, SABASKTCH "MepexomsawuMmn” u BHOCHATCS B
HOMEeHKNaTypy [Aen cnegylowero roja Cc TeM Xe WHOEeKCOM. PekomeHayeTcsi COXpaHsaTb B HOMeHKnaTtype gen
OLMHAKOBbIE MHAEKCHI AN OAHOPOAHbIX AN, BKNOYEHHbIX B padHble pasgenbi.

Ecnu B TeyeHue ropa B [HesiTeNlbHOCTU opraHusauuy obpasyroTcsl AOKYMEHThl, He MpenyCMOTPEHHble
HOMEHKNaTypow fen, 3arofloBKN HOBbIX Oen AOMONHUTENIbHO BKNOYAIOTCA B HOMEHKNaTypy Aen. B kaxaom pasgene
HOMEHKNaTypbl Aen AN BHOBb 3aBOAMMbIX AeN NpeaycMaTpmnBatoTCs pe3epBHble HoMepa.

8.13. 3aronoBok nena (rpadpa 2 HoMeHKnaTypbl Aen) AonXeH B 0606WeHHoM dbopMe oTpaxaTb OCHOBHOE
cogepXxaHne M cocTaB OOKYMEHTOB fena. He ponyckaetca ynotpebneHne B 3aronoBke Aena HEKOHKPETHbIX
chopmynmpoBok ("pasHble Matepuansl”, "obuwas nepenucka"), a TakXxe BBOAHbIX CMNOB M CNOXHbBIX CUHTAKCUYECKMNX
060p0TOB. 3arofoBKU AeN MOryT YTOYHATHCS B TEYEHME rofa B NPOLECCE (DOPMUPOBAHNS 1 OCDOPMNEHUS OEN.

3aronoBok Aena [oNXEeH COCTOATb M3 9/IEMEHTOB, pacnonaraemMbix B crefytower nocnenosarteibHOCTU:

a) HasBaHWe BuAa gena (nepenucka, XypHan, nefno) unm suaa OOKYMEHTOB, BK/IIOYEHHbIX B Aen0 (MPOTOKObI,
npukaasl);

6) HavMeHoBaHWEe opraHusauun, CTPYKTYPHOro noapasaeneHusi, NOCTOSIHHO OEMCTBYIOWEro Wan BPEMEHHOMO
opraHa, OMXHOCTHOro nnua, co3aaBWmnx 4OKYMEHT(bl);

B) HaUMEHOBAHWE KOPPECMNOHOEHTA (OpraHudaumu, nuua, KOToOpoMy anpecoBaHbl UAM OT KOTOPOro MOyYeHbl
LOKYMEHTHI);

r) KpaTkoe cofep>xaHue LOKYMEHTOB Aena;

[l) Ha3BaHWe MECTHOCTY (TEPPUTOPUN), C KOTOPOW CBA3aHO COAEPXaHne JOKYMEHTOB Lena;
e) nata (nepvof), K KOTOpbIM OTHOCSATCS! AOKYMEHTbI LeNa;

X) yKasaHue Ha KOMMMHOCTb LOKYMEHTOB Aena.

8.14. nOpﬂJJ,OK pacnonoXxeHmsa 3aronoBKOB Aen BHYTPWU pa3nesioB HOMEeHKNaTtypbl Aen onpenensaetca CTterneHbio
Ba>XHOCTW OOKYMEHTOB, BK/TIOYEHHbIX B Aena.

B Havane pasnena pacnonaratoTcsa 3aroioBku gen, cooepxauwmx yypeagntenbHbole, OpraHn3aumMoHHO-NpaBoBbIE N
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pacrnopaanTenbHble OOKYMEHTbl, 3aTeM 3arofloBKW [Oen, coAepXallMx nnaHoBble, OTYETHble, UHGOPMaLUVNOHHO-
aHanntTndeckne nOOKYMEHTbl, OOKYMEeHTbl, oTpaXawuwune [edaTe/lbHOCTb MnoapasneneHuns, nepenncky, B KoHUe
pasnena - perncTpaunoHHble N y4eTHble XYypHanbl, KAPTOTEKN, 6a3bl AaHHbIX.

3aronoBky [Hen, COCTaB/IEHHbIX MO KOPPECMOHAEHTCKOMY W reorpacuyeckoMy npuaHakam, BHOCATCS B
HOMEHKNaTypy Aen Nno andgasnTy KOPPECMNOHAEHTOB UK reorpacpruyeckmx Ha3BaHuii.

B 3aronoskax ngen, cogepxauwmx OOKYMEHTbl MO OAHOMY BOMPOCY, HO HE CBA3aHHbIX MOCNEeL0BaTENbHOCTLIO
peleHnst Bompoca, B KayecTBe Buaa gena ynotpebnsietcss TepMUH "OOKYMEHTbI", a B KOHUE 3arofioBka B ckobkax
yKasblBalOTCS HAa3BaHNs BUOOB OOKYMEHTOB, Hanbonee NpeacTaBNeHHbIX B fene:

"I[JOKYMEHTbI O MPOBEAEHUMN COBELLAHWUA 1 CEMUHAPOB (NPOrpammsbl, CINCKKU, Aoknaabl)".

TepMUH "OOKYMEHTHI" MPUMEHSIeTCa TakXXe B 3arofioBkax Aen, coaepXawmux JOKYMEHTbI-MPUIOXEHUS K KakoMy-
nnbo [OKYMEHTY (BMAbl AOKYMEHTOB-MPUNOXEHWA HE NEPEUNCNAIOTCS):

"[loKyMeHTbI K MPOTOKONAaM 3acenaHunin HayyHo-texHuyeckoro coeseta”;
"MpoTOKONbI NPON3BOACTBEHHbIX COBELWAHWNA NPU reHepanbHOM AMPEKTOPE U OOKYMEHTbI K HAM".

B 3aronoskax gen, npegHa3Ha4YeHHbIX Ona rpynnnpoBki OOHOTUNMHBLIX OOKYMEHTOB, 3Ta rpynna OOKYMEHTOB
yKa3blBaeTCsd BO MHOXECTBEHHOM 4ucne:

"MpoTokonbl 3acenaHnii oupekumnm”.
B 3aronoekax gen, cogepxallmx nepenucky, ykasblBaeTcs, C KEM 1 MO KaKOMy BOMPOCY OHa BeAeTCS:
"Mepenuncka ¢ 06pa3oBaTeNbHBIMU YYPEXAEHNSAMN O NOBbLIWEHUN KBanMgmkaumm paboTHUKOB".

B 3aronoskax gen, cooepXawmnx nepenncky ¢ ooHopoaoHbIMM KOppecnoHaeHTaMn, nocnegHne He Ha3blBaloTCA, a
yKa3blBaeTcsd X BnagoBoe Ha3BaHue:

"Mepenncka ¢ doenepanbHbIMM  OpraHamy UCNOMHWUTENbHOM BRACTU O  3aK/MOYEHUN U UCMONHEHMWM
rocynapCTBEHHbIX KOHTPaKTOB".

B saronoekax gen, cogepXawux nNepenucky C PasHOpPOOHbIMM  KOPPECMOHOEHTAMW, MOCNeOHWe He
nepeyYncnstTCs:

"Mepenucka o0 3aKNOYEHUN U UCMIONHEHUN FOCYAaPCTBEHHbIX KOHTPaKTOB".

B 3aronoeke aena ykasbliBaeTCs KOHKPETHbIA KOPPECNOHAEHT, €CNN Nepenncka BeAeTCS TObKO C HUM:
"Mepenncka ¢ OO0 "lMopcesa3b" 0 NpenocTaBieHUN yCnyr cBa3n'.

Mpu 0603Ha4YeHM B 3aronoBkax Aen agMUHUCTPATMBHO-TEPPUTOPUANbHBIX AVHULL YYMTEIBAETCS CNeayowee:

eCcnn cogep>XxaHue gena KacaeTCsa HeCKONbKMX OOHOPOAHbIX adMUHUCTPaTUBHO-TEPPUTOpPMAnbHbIX eduHUL, B
3arosioBke gena He ykaablBaloTCA NX KOHKPETHbIEe Ha3BaHUA, a YKa3blBaeTCsa UX oblwee BMOOBOE Ha3BaHWE:

"lMepenncka ¢ yypeXxaeHUsIMnN KynbTypbl aAMUHUCTPATUBHBIX OKPYroB MockBbl".

ecnu cogepxaHve gena Kkacaetcs 0AHON aAMUHUCTPATUBHO-TEPPUTOPUANTbHON eANHULbI (HACENEHHOrO NyHKTAa),
ee (ero) HaseaHve ykasblBaeTCs B 3arofoBke gena:

"Mepenucka ¢ ounmanom B MockoBckol 06nacTvi 0 MnaHMPOBaHUM 1 OTYETHOCTK".

B 3aronoskax gen, coepXxawux MNaHOBYD WM OTYETHYKD OOKYMEHTauMio, ykasbliBaeTcs nepuon (Mecsu,
KBapTan, ron) Ha (3a) KoTopblii COCTaBMEHbI MNNaHbl (OTYETHI):

"OT4eThbl CTPYKTYPHbIX NogpasaeneHuin 3a 2017 roa";

"CTaTuCcTNYeCKmin OTYET O YNCNEHHOCTN, COCTaBe 1 ABuXxeHuun kagpos 3a 2017 rog (d. N 27-ron)".
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Mpw cbopMrpoBaHUK Aena U3 HECKONbKMX TOMOB (YacTeit), KpoMe oblero 3aronoska gena npu HeobxoammocTu
COCTaBNSAOTCA 3arofloBKM KaXJOro Toma (4acTu), yTOYHSIoWmMe coaepxaHne ToMoB (YacTten) nena.

3aronoBku gen MOTYT YTOYHATbLCSA B Npouecce oOpMMPOBaHNA N OCPOPMIEHUS Oen.

8.15. N'padpa 3 "Konunuectso men" 3anonHAeTCs NO OKOHYaHUM KaneHpapHoro roga. 1o OOCTUXEHUN OEenoM,
BK/IOYAIOWMM [OKYMEHTbI BPEMEHHbIX (CBbiwe 10 NeT) 1 NOCTOSIHHOrO CPOKOB XpaHeHus, o6bema B 250 NMCTOB, TOM
3aKpblBaeTCa U OTKPbIBAeTCs HOBbI TOM. B rpacdbe 3 HOMeHKnaTypbl Aen nocnenosatefibHO ykasbiBatoTCa HOMepa
TOMOB M KpanHne aTbl JOKYMEHTOB KaXoro toma:

T.1.  11.01.2017-
30.06.2017

SﬂeKTpOHHbIe oena Ha ToMa (‘-IaCTVI) He pas3gensalTcs. Bce 3NEeKTPOHHble NOKYMEHTbl, He3aBUCMMO OT WX
obbema, BK/oYaloTCs B OIHO ANEKTPOHHOE Oeno.

8.16. B rpadhe 4 "Cpok xpaHeHus n N ctatbu no nepeyHio” ykasblBalOTCS CPOKU XpaHEHWS OeN U HOMepa cTaTei
no TMNOBOMY WNWN BEOOMCTBEHHOMY MepeyHi0 NOKYMEHTOB C yKasaHuWeM CPOKOB XpaHeHus, doefdepanbHOMy 3aKOHY
WA NHOMY HOPMaTMBHOMY NPaBOBOMY akTy.

8.17. B rpadpe 5 "lMpumeyaHne" NpocTaBnsAnTCA OTMETKM O 3aBefeHumn fen ("3aBefeHo"), 0 nepexonsmx genax
(hanpumep, "Tepexonsiwee ¢ 2016 roga"), 0 BblAeNeHWM Oen K YHUYTOXEHUIO, O nuuax, OTBETCTBEHHbIX 3a
dopMmupoBaHve gen, o nepegade gen B Apyryto opraHnsaumio 4ns npoaonxeHus.

Ecnn peno doopmmpyetcss B MHM(OPMAUMOHHON CUCTEME W BKKOYAET 9NEeKTPOHHble OOKYMEHTbl, B rpade
"lMpumMeyaHme" oTMevaeTcs, 4TO Aeno BeJeTCs B 9NEeKTPOHHOM BUAe C yKa3aHWem HavMeHOBaHus MHGOPMaLMOHHOWN
CUCTEMBI:

"OnekTpoHHble AokyMeHTbl. CO/L1 "KaHuenspus”, B, "CnyxebHble 3anmcku".

8.18. o 3aBeplweHnn [enonpon3BOACTBEHHOINO roda B KOHUE HOMEHKNaTypbl Aefn B KaXAoM CTPYKTYPHOM
nogpasgeneHmn oopMnaeTcsl UTOroeas 3anncb, B KOTOPYIO BHOCATCS CBEOEHMS O KONNYECTBE 3aBedeHHbIX Oen
(TOMOB, yacTe), OTAEe/bHO NOCTOSHHOIO Y BPEMEHHbBIX CPOKOB XPAaHEHWS, BDEMEHHbIX CPOKOB XPaHEHNS C OTMETKOWN
"OMNK" n nepexonawux. itoroeas 3annucb OONOMHAETCA AAHHBIMW O KONMYECTBE ANEKTPOHHbBIX AEN COOTBETCTBYIOWMX
CPOKOB XpaHeHuUs.

B nToroBylo 3anvcb CBOAHOW HOMEHKNATypbl Aef CBeAEHWUS BHOCSTCS HAa OCHOBAHWM AAaHHbIX, NepeaaHHbIX U3
CTPYKTYPHbIX MOApa3aeneHunii opraHmsaumm.

CepneHns, cooepXxauwumecsa B MUTOroBOM 3anuncu HOMeHKNaTtypbl Oen opraHm3aunn, nepenarTca B apXuB
opraHunsauummn, o 4em B HOMeHKNaTtype Oen npoctaBNndeTcda OTMeTKa C ykKasaHumeM LOOJIXHOCTWM U nognucu nuua,
nepenasuwero ceeneHuns.

8.19. lena co oHA nx 3aBedeHns 00 Nepenayn B apxme OpraHmM3auun Unm 4o BblAeNEeHUs UX K YHUYTOXEHWIO MO
UCTEYEHUN CPOKA XPAHEHUS XPaHATCSA MO MECTY X (DOPMMPOBAHUS.

Jeno cuntaeTcs 3aBeleHHbIM C MOMEHTA BKJIIOYEHUS B HErO NMEePBOro NCMOIHEHHOMO AOKYMEHTA.
8.20. Mpwu chopMmpoBaHuy fen Ha ByMaxHOM HocuTene [oMXHbl cobnioaatbes cneyiowye oblwme npasmna:

B OEN0 MOMELAOTCSA UCMONTHEHHbIE NOKYMEHTLI, COOTBETCTBYIOWME N0 CBOEMY COLEPXaHUIO 3aronoBky nena no
HOMeHKNaType aen;

MPUNOXEHNS NOMELLAIOTCS BMECTE C OCHOBHBIMU LOKYMEHTaMU;
B A0 BKJIIOYAKTCSA JOKYMEHTbI OHOMO KaneH4apHoro rona, 3a UCKMIYEeHNEM NeEpexoasinx nen;
[IOKYMEHTbI MOCTOSIHHOMO M BPEMEHHbIX CPOKOB XpaHeHMs FpynnNupyoTCs B Aena pasnenbHo;

B OEN0 BK/KOYaeTCd No OOHOMY 3K3eMNNsApy KaX a0oro AoKyMeHTa,
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hakcorpammbl, TefierpamMmbl, TeneddOHOrpaMmbl MOMELLAIOTCS B AeNa C NEPENUCKO Ha 0BWUX OCHOBaHWSX;

B [e/0 MOMewWarTcs AOKYMEHTbl MPaBUIbHO W MOSIHOCTbIO OCPOPMNIEHHbIE (AOKYMEHTbl HOMXHbl UMETb AaTy,
MoANUCb 1 Opyrne HeobXoANMblE PEKBU3NTDI);

B [OEN0 HEe BKMIOYAKTCA [OKYMEHTbl, MNOANEXxalue BO3BPATy, NUWHWE 3K3EMMNNAPbl U YEPHOBMKM (3a
WCKTIOYEHMEM 0CO60 LIEHHBIX);

no o6bemy Leno, BK/oYalee AOKYMEHTb Ha ByMa>kHOM HOCUTENe, He LOMXHO npesbiwatb 250 NMCTOB, npwu
TONWMHe He 6onee 4 cM (TonwwHa AeN co cpokamu xpaHeHust 0o 10 neT He ponxHa npesblwate 10 cm). Mpu
npeBblWeHU gaHHOro obbema 3aBoAuTCcs BTOPO ToM. Npy HannymMm B fene HEecKoNIbKUX TOMOB (4acTei) HOEKC U
3aro/ioBoOK fena npocTaBnsloTCs Ha Kax aoM ToMe ¢ nobaeneHnem obosHaveHmin: "T. 1", "T. 2",

JlokyMeHTbl BHYTPW [Hena pacrnofiaralTcsl CHW3Y BBEPX B  XPOHONIOMMYECKON, BOMPOCHO-0rMYecKoi
nocnenoBaTenbHOCTU NN X COYETaHUN.

PaCI'IOpFUJ,VITefIbeIe OOKYMEHTbl rpynnumpyroTca B Aena no BuaaMm u XpOHONOrMM C OTHOCAWMMUCA K HUM
NPUNOXEHNAMN. ,ﬂ,OKyMeHTbI - OCHOBAHWA K pacnopsaanontTenbHbIM OOKYMEHTAM BKIKOYAKOTCA B OTAOE/NIbHOE OeNO.

npOTOKOﬂbI B Oene pacnonararTcsa B XPOHONIOr'M4eCckom nopsake n no Homepam.

JlokyMeHTbI K 3acefaHusiM (COBELaHMAM) rpynnvpyloTCcsa B OTAENbHOE AeN0, Kak U NPUNoXeHUs K NPOTOKONaM,
ecnu oHu copepxart bonee 25 cTpaHuL.

JloKyMeHTbI K MPOTOKO/IaM, €CNN OHW CrPYNMNMPOBaHbl B OTAENbHblE Aena, CUCTEMATUINPYIOTCS BHYTPW aena no
nopsaKy HOMepOoB NMPOTOKOJIOB.

JlokanbHble HOPMATUBHbIE aKThbl, YTBEPXKAEHHbIE pacnopaanTenbHbIMXU OOKYMEHTAMU, ABNAOTCA NMPUNOXEHNAMIN
K HAM U TPYyNNMPYKOTCA BMeCTe C yKa3aHHbIMU OOKYMEeHTaMu.

[Mpukasbl N0 OCHOBHOWM OEATENBHOCTY FPYANUPYIOTCS OTAENbHO OT MPUKA30B MO IMYHOMY COCTaBy M NPUKAa30B Mo
aJMUHUCTPATUBHO-XO3SANCTBEHHON OeATEeNbHOCTMN IO,

30B cooTBeTCTBUM C [lepeyHeM TMMOBbLIX yNpaBneHYeCKMX apXMBHbIX OOKYMEHTOB, 0bpasylownxcs B npoLecce

eAaTenbHOCTU rocyfapCTBEHHbIX OPraHoB, OPraHoB MECTHOIO CaMoyrnpasneHns 1 opraHn3aLuin, ¢ ykasaHnem cpokos
XpaHeHus, yTBepXAeHHbIM npukasoM MuHucTepcTBa KynbTypbl Poccuiickon depepaummn ot 25 asrycta 2010 r. N
558 "O6 yTtBepxneHun lNepeyHs TUNOBbIX YNPaBNEHYECKUX apXMBHbIX OOKYMEHTOB, obpasylowmxca B npouecce
NesaTenbHOCTU rocyfapCTBEHHbIX OPraHoB, OPraHOB MECTHOIO CaMoynpasneHus 1 opraHnsaLuuii, ¢ ykasaHnem cpokos
xpaHeHus" (3apeructpupoBaH B MwuHncTepcTBe tocTuumm Poccuiickoit ®epepaumm 8 ceHTab6ps 2010 r.,
peructpaumoHHbin N 18380); ¢ M3MeHeHusIMW, BHECEHHbIMW npukasoM MwuHucTepcTBa KynbTypbl Poccuiickon
depepaumm o1 16.02.2016 N 403 "O BHeceHUM u3MeHeHwuih B [lepeyeHb TMMOBbLIX YNPaBNEHYECKUX APXMBHbIX
NOKYMEHTOB, o06pasylowmxcs B npouecce AOesATeNbHOCTM TOCYAapCTBEHHbIX OpPraHoB, OPraHoB MECTHOro
camoynpasfieHNs W opraHu3auuii, C YyKasaHMeM CPOKOB XpaHeHus, YTBEpXJAEHHbl npukasom MuHucTepcTBa
KynbTypbl Poccuiickoin @epepaummn ot 25 asrycta 2010 r. N 558" (3apernctpuposaH B MUHMCTEPCTBE HOCTULMM
Poccuinickon ®epepaunm 15 mapta 2016 r., pernctpaunoHHbin N 41414), K aOMUHUCTPATUBHO-XO3SNCTBEHHON
LNEeATENbHOCT OTHOCATCS BOMPOCHI MO COOMIOAEHMIO NPaBUN BHYTPEHHEro pacrnopsaka, akcnayatauum cnyxeobHbix
30aHuiA, TpaHCNOPTHOMY 0BCNYXUBAHWIO, BHYTPEHHEN cBA3U, obecrneyeHnto 6e30MacHOCT OpraHn3aLunii.

Mpwukasbl Mo NMYHOMY cOCTaBy (DOPMUPYIOTCS B AENA B COOTBETCTBMU CO CPOKAMU XPAHEHMSI.
JlokyMeHTbI B NYHBIX Aenax pacrnonaratTcs No Mepe Ux NoCTynNeHus.

Mepenncka rpynnupyetcss B gena Mo TeEMATMKe W/UAWM  KOPPECMNOHAEHTAM U CUCTEMATM3UpyeTCcs B
XPOHONIOrMYECKO NMOCNenoBaATENBHOCTW: JOKYMEHT-OTBET MOMEeWaeTcs 3a AOKYMEHTOM-Npocbboit (3anpocom). Mpu
BO30OHOBNEHUM NEPENMCKUN MO ONpPeneneHHOMY BONPOCY, HaYaBIIeNCs B Npeablaylem roay, LOKYMEHThl BKOYaOTCS
B Ae/0 TeKyLwero roja ¢ ykasaHvwem uHaekca nena npeaplayliero roaa.

ONeKTPOHHbIE [LOKYMEHTbI (POPMUPYIOTCS B 9NEKTPOHHblE Jena B COOTBETCTBMM C HOMEHKNATypoin nen
opraHusauuy B To MHGOPMALIMOHHON CUCTEME, B KOTOPOI OHU Bbifiv CO3AaHbI MK B KOTOPYIO OblNn BKOYEHDI.
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8.21. [Ins obecneyeHns COXPaHHOCTU, yyeTa OOKYMEHTOB W AN CTPYKTYPHOro NoApasfefieHnsl U opraHusauum
LOCTyna K HUM NPOBOAMTCS KOMMNEKC paboT:

co3aHue onTuManbHbIX YCNOBUIA XPaHEHWs [OKYMEHTOB 1 Aen;
pasMelleHve oen;

nposepka Hann4dma n COCToAHNA OOKYMEHTOB U Oen;
cobniofeHne Nopsiaka Bolgayn gen.

8.22. [lena pasmMewatotr B paboymx KomMHaTax WA crneunanbHO OTBEOEHHbIX ONs 3TON Lenu MOoMeleHnsx B
wkadpax, Ha cTennaxax, 4tobel 06ecneymTb X COXPAHHOCTb 1 3alUMTY OT BO3AENCTBMS BPeAHbIX (DaKTOPOB.

Dena ons nx yd4eta m BbICTPOro nowcka AOJSIXHbI pacnofiaratbCsl BEPTUKANbHO, KOPELWKaMu HapyXxy u B
COOTBETCTBMWN C HOMEHKNaTypoii aen. Ha kopewkax 06510XXek Oen ykasblBaloTCsl UHOEKChI N0 HOMEeHKNatype aen, npu
HeobxoAMMOCTN HOMEp ToMa aena, naTy gena. HomeHknatypa oen nnm Bbinucka u3 Hee NnomellaeTcsl Ha BHYTPEHHEeN
CTOpOHEe WwKaga.

8.23. I'Iposeme HannM4ymsa U COCTOSHUA OOKYMEHTOB W Oen B Legax YCTaHOBNEeHNS (PpakTUYecKoro Hannyna nen
OON>XHbI NPOBOAUTBCA Aenonpon3soanTenemM nogpasneneHmnd B cnyvyasx:

nepen nepenayen NOKYMEHTOB B apXUB OpraHu3aumu;

npu nepeMelleHnn oern;

Mpu CMEHe PyKOBOOMTENS CTPYKTYPHOro nogpasaenexus, pykosoamtenst Cnyx6bl 0enonpon3BoacTBa;
npu peopraHnsaunm u NUKBUOaUUA OpraHu3aunm Unmn CTPYKTYPHOro noapasaeneHms.

I"IposepKa HanuMyna NPOBOAUTCA MYTEM CBEPKW cTaTelh HOMeHKNnaTypbl Aen C onucaHnem gen Ha obnoxke, a
pusnyeckoe cCoCTosAAHWE Len onpenenseTcsd nyTeMm UX BU3yanbHOro npocmoTpa. Bce O6H8.py>KeHHbIe HeOooCTaTkun
OOJTXHbl (OMKCUPOBATLCA B aKkTe NPOBEPKM HANUYUA N COCTOSHUS Oenn.

8.24.B cnyyae BbISIBIEHUS OTCYTCTBUA Oen, YUCNSLWMXCS N0 HOMEeHKNaType nen, pykoBoACTBOM nogpasnenieHuni
NPUHNUMAIOTCA Mepbl MO X PO3bICKY. Ecnn pOo3bICK OeNn He naeT pe3dynbTaTa, COCTaBNAeTCsa cnpaska O npuynHax ux
OTCYTCTBUA, KOTOpasA noAanncblBaeTCAa pykoBoaguTenem nogpasneneHna un npencrtaBndetca B CJ'Iy)K6y
nenonponssoncTtea.

dakT yTpaTthl gena (men) dukcmpyeTtcsa B akte, coctasnsemom Cnyx6oi 0enonponsBoacTBa U PyKOBOAUTENEM
CTPYKTYPHOro noapasfefieHnst (YynonHOMOYEHHbIM MM NULOM) B TPex 9K3eMmnngpax: no O4HOMY 3K3eMnnspy akTta
xpaHuTcsi B Cnyx6e 0enonpon3BoACTBa U CTPYKTYPHOM NOAPa3faeNeHnn; aK3eMNSP akTa NpeAcTaBnsieTcsl B apxvs
opraHusauun npu nepegade gen CTPyKTYpHOro nogpasfeneHns Ha apxvBHOE XpaHeHue.

8.25. dkcnepTusa LEHHOCTM OOKYMEHTOB MPOBOAMTCS HA OCHOBE 3aKOHOLATENbHbIX U WHbIX HOPMATUBHbBIX
npaBoBblXx akToB Poccuiickon depepaumun, yctaHaBnuBawwWwmx TPebOBaHUS K CPOKAM XPaHEHUs [OOKYMEHTOB,
TUMNOBbIX M BELOMCTBEHHbIX MEPEYHEN OOKYMEHTOB C YKa3aHNEM CPOKOB NX XPaHEHUS:

npv COCTaBNEHUN HOMEHKNATYPbI AEN;

npv NOAroTOBKE OEN K nepenaye B apXus OpraHM3aunm;

B apXVBe OpraHu3auum.

8.26. lns opraHnsaumm n nposeaeHust paboThbl MO SKCNEPTU3E LIEHHOCTY LOKYMEHTOB B OpraHusaumm nprkasom
pyKOBOAUTENS CO3JaeTCcs aKCnepTHas komuccus (panee - OK), B opraHmsaumsx, MMeWwux noaBefOMCTBEHHble
opraHusauun, ounnansl, - LeHTpanbHas akcnepTHas kommcems (ganee - LK)

3agaun, yHkuun, npasa, opraHmsauust pabotel 9K (LISK) onpemensioTcsi MOnoOXeHWeM O Heil, KoTopoe

paspabaTbiBaeTCsd Ha OCHOBAHUM MPUMEPHOrO MONOXEHWUS, YTBEPXIAEHHOrO YMONHOMOYEHHbIM henepanbHbIM
OpraHoM VCMONHWUTENBHOW BNacTX B CPEpPe apXUBHOMO Aena v Aenonpon3BoacTBas! .
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31 MNpwukas denepanbHoro apxmeHoro areHTcTea ot 11.04.2018 N 43 "O6 yTBepxaeHnn MNpUMepHOro nNonoXxeHus

06 3KCMepTHOW KoMmuccuu opraHusauun” (3apeructpupoBaH B MuHucTepcTBe tocTuummu Poccuiickoit denepauun
15.06.2018, pernctpaunoHHbin N 51357).

8.27. OcHoBHbIMM oyHKLUMsSMK OK aBnstoTCS:
opraHu3aums exerogHoro otéopa nen Ans XpaHeHns N YHUYTOXEHNS;

paccMOTpPeHNe 1 COrnacoBaHve MnpoekTa HOMEHKNaTypbl Aen opraHusauun, onuceid Aen MNOCTOSIHHOMO U
BPEMEHHbIX (cBblwe 10 NfeT) CPOKOB XpaHEHWsi, B TOM 4YUCNE MO JIMYHOMY COCTaBy, akTOB O BbIAENEHUUN K
YHUYTOXEHWIO AEN, HE NOANEXalUMX XPaHEHUIO;

yyacTne B MOATrOTOBKE W PAcCMOTPEHUM MPOEKTOB HOPMATUBHBIX U METOOMYECKMX OOKYMEHTOB MO BOMpOCaM
paboTbl C HOKYMEHTaMu B OpraHun3alui.

8.28. OKcnepTm3a LEHHOCTM OOKYMEHTOB OCYWECTBNSIETCS €XEeronHo Lenonpous3BoaUTENsIMU noapasneneHui
coBMecTHO ¢ 9K opraHusaumm n nog METOAMYECKMM pykoBOACTBOM CyX6bl AENONPOM3BOACTBA OpraHM3aunn.

8.29. |-|pl/| npoeeneHMn 3aKcCnepTunabl LUEHHOCTWM OOKYMEeHTOB nNpu noAroTtoBke nen K nepegade B apxuB
opraHn3aunn ocylwecTBndaeTca:

oT6Op [LOKYMEHTOB MOCTOSHHOTO U BPEMEHHbIX (cBbllle 10 NEeT) CPOKOB XpaHeHus Afs nepepadn B apxuB
opraHusauuu;

0oT60Op OOKYMEHTOB BpeMeHHbIX (80 10 neT BKYMTENbHO) CPOKOB XpaHeHus n ¢ noMeTkamu "o MnHOBaHMA

HanobHocTn", "Ilo 3aMeHbl HOBBIMU", MOAAeXaWwmnx fanbHeNWeMy XpaHeHWO B CTPYKTYPHbIX NMoapa3neneHnsx;
BbIOENIEHME K YHUUTOXEHWIO AeN 3a npeablaylume rofbl, CPOKM XPaHEHUs KOTOPbIX UCTEKIIN.

OOHOBPEMEHHO MpOBEpPsiIeTCS KAayeCcTBO UM MOMHOTA HOMEHKNaTypbl Oen OopraHusauuu, npaBubHOCTb
onpeneneHnsi CooKoB XpaHeHus nen.

8.30. ena nocTOsiHHOrO U BPpEMEHHbIX (CBbiWwe 10 NeT) CPOKOB XpaHeHWst MoAneXxat nofiMCTHOMY NPOCMOTPY ANs
BbIAENEHNS U3 UX COCTaBa [OKYMEHTOB BPEMEHHbIX (10 10 NET) CPOKOB XpaHEHWSI.

Hena ¢ otmeTtkon "SIK" nonsepraloTcsa NOANCTHOMY MPOCMOTPY B LENAX ONpefeneHns n BblOeNeHUs n3 nx
cocTaBa AOKYMEHTOB, NoAneXalmx NoCTOAHHOMY XpaHeHWIo.

8.31. OT6op 9NeKTPOHHbIX [OOKYMEHTOB [ANs nepefayds B apxuB OpraHvM3auMu  OCYWECTBNSETCA B
aBTOMaTM3NPOBAHHOM pexuMe nytem oTbopa OOKyMEHTOB u3 6a3 OaHHbIX MHGOPMALMOHHBIX CUCTEM MO MPU3HaKy
"Mnpekc gena” ("Cpok xpaHeHus"),

8.32. Mo pesynbTatam 3KCMEPTW3bl LEHHOCTM LOKYMEHTOB B OpraHvM3auuu npoBOAUTCS OCPOPMNEHUE LEN U
COCTaBNSOTCS OMWCK OeN MOCTOSIHHOTO XPaHEeHWUsl, BPEMEHHbIX (CBbiwe 10 NeT) CPOKOB XpaHeHWsl U MO IMYHOMY
COCTaBy, a TakXe akTbl O BblAENEHNN K YHUYTOXEHUIO OEN, HE MOANEXAIMNX XPAHEHMIO.

Onucy nen NoCTOSHHOrO XpaHeHWs, BPpeMeHHbIX (CBbiwe 10 neT) CPOKOB XpaHeHWus M No NNYHOMY COCTaBy, a
TaKXe aKkTbl O BblAENEHUN K YHUYTOXEHUIO OeN, He NoAanexawmx XpaHeHuto, paccMaTpueatoTcs Ha 3acepaHmm 3K
(LW3K) opraHmsauum opHoBpeMeHHO. CornacoBaHHble 3K (LISK) akTbl v onucu yTBEPXOAOTCH PYKOBOAUTENEM
opraHusauuu.

8.33. [lena, obpasoBaBlwmecs B AeSTENBHOCTU OpraHM3auuy 1 noanexalume XpaHeHuio, NPOXoasT NONHOE UK
yacTnyHoe odpopmneHue. MonHoMy odoopMNeHWIo NoanexaT Aena BPpeMeHHbIX (cBbiwe 10 NeT) CpokoB XpaHeHUs U
NOCTOSHHOrO XpaHeHus. Jena BpemeHHbix (00 10 neT) CPOKOB XpaHeHWs noanexar 4acTUYHOMY 0COOPMIEHNIO.

OcpopMneHme Oen npoBoAUTCA B CTPYKTYPHbIX NoApas3fefieHnax opraHusaumm no Mecty dhopmupoBaHuns
OOKYMEHTOB B Agena.

8.34. MNonHoe ochopmneHre nena Ha BymMaxkHOM HOCUTENE BKIIIOYAET: OGPOPMIEHNE PEKBU3NTOB 0O6N0OXKM Aena
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no coopMe; HyMepaLmto NMCTOB B AeNe;
COCTaB/ieHMe NMCTa-3aBepuTens nena;
cocTaB/ieHMe B HEOOXOAMUMBIX Cyyasix BHYTPEHHEN OMnnucKu JOKYMEHTOB Aena;
NOALWMBKY ¥ NepenneT Aena;

BHeCeHMe HeoOX0OUMbIX YTOYHEHWUI B PEKBU3UTBI 00N0XKM Aena (YyToOYHeHMe HasBaHus opraHusauun, uHaekca
[ena, KpaHux gat gena, 3aronoeka aena).

NucT-3aBeputenb Aena, BHYTPEHHSAS ONWCb AOKYMEHTOB nLena v obnoxka gena COCTaBnsloTCs No doopmam,
yCTaHOBMEHHbIM [1paBunamu xpaHeHms 32 .

32MpunoxeHusa N 8, 27, 28 k NpaBunam xpaHeHus.

8.35. Ilena BpeMeHHbIX (80 10 neT BKAKOYMUTENBHO) CPOKOB XpaHEHUs, nognexalme 4acTuyHOMY OOOpMEHNIO,
Joryckaetca XpaHuTb B Mankax, B KOTOPbIX Jhefla XpaHuaucb B AeNonpou3BOACTBE, MepecuctemaTnsaums
JOKYMEHTOB B Jefie He NPOBOAMTCS, NMUCTbI Aena He HyMepYyTCH, NMUCThI - 3aBepuTeNn gena He coctasnaiTcsa. Ha
obnoxke pena B COOTBETCTBMM C HOMEHKNATYPOA AEen OopraHu3auum 3anofHSITCS PEKBU3UTbI: HaUMEHOBaHWE
opraHusauuun, HaMeHoBaHve noapasaeneHns, MHOeKe gena, 3aronoBoK Aena, CPok XpaHeHUs OOKYMEHTOB.

8.36. Ha obnoxke nen BpeMeHHbIx (cBbiwe 10 NeT) CPOKOB XpaHEHMUS! U MO IMYHOMY COCTaBYy yKa3blBAlOTCS:

HaVMeHOBaHMe BbIWECTOSWEN OpraHn3aunn (opraHn3aumm - yupeantens);

HavMeHOBaHMe oOpraHn3aumm - UICTOYHMKA KOMNIEKTOBAHNS roCyAapCTBEHHOMO (MyHULMNANbHOro) apXuBea;

HanMMeHoBaHWe CTPYKTYPHOro nogpasneneHus;

WHOEKC nena rno HoOMeHknatype nern;

HOMep ToMa (4acTtw);

3arofioBok gena (toma, 4actu);

KpanHue patbl gena (Toma, yacTu);

KO/IM4eCTBO /IMCTOB B AeNe;

CPOK XpaHeHuns aena;

apXvBHbIN WP Oena.

Ha o6noxkax Oen NOCTOAHHOro xXpaHeHusa Had HauMeHOBaHWMeM opraHunsauunnm ykasblBaeTcsa HaummeHoBaHue
rocyoapCTBeHHOro (MyHVILJ,VII'IaJ'IbHOFO) apxumea, NCTOYHMKOM KOMMNNEKTOBAHNA KOTOPOro BbiICTynaeT opraHn3auns.

8.37. MNpwu ochopmneHmmn 0610XKn gena:

HaVMeHOBaHMe BbIWECTOSWEN OpraHM3auun (opraHmsauun - ydpeguTens), Npyu ee HanMyny, ykasblBaeTcs
MOMHOCTBIO B UMEHWTENbHOM Manexe, Nojh MOJHbIM HauMeHoBaHMeM B Cckobkax ykasblBaeTcsi odouumanbHoe
NPUHATOE COKpaLLeHHOe HaMeHOBaHMe (MPW ero HannMunum);

HavMeHOBaHWe opraHM3aunu ykasblBaeTCq MOMHOCTbIO, B MMEHUTENIbHOM Nagexe, C ykasaHuem oduumanibHo
NPUHATOro CokKpaweHHOro HanMeHoBaHuA (I'IpVI ero HaJ'IVI‘-IVIVI), KOTOpPOE YyKa3blBA€TCA B ckobkax nocne MonaHOro
HanMeHOBaHWA,

HavMeHoBaHWe CTPYKTYPHOro MoJpasfefieHns yKasblBaeTCs MOJSIHOCTbIO B COOTBETCTBUM C YTBEPXAEHHOW
CTPYKTYpOIA opraHm3aumm (MpW HanUYUMM COKPAaWEHHOro HaMMEHOBaHMS CTPYKTYPHOro noapasfeneHust OHo
yKasblBaeTcsl B ckobkax);
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MHAEKC Aena NpocTaBnsieTCcsl B COOTBETCTBMMN C HOMEHKNATYPOV AeN OpraHn3auum;

3arofioBOK fena MepeHoCUTCs M3 HOMEHKNATypbl Oen opraHusaumy (B HEo6XOOMMbIX Clyvasx B 3arofoBOK
BHOCSITCS! YTOYHEHNS);

natbl oena (FO,D,(bI) 3aBefeHnsa N OKOH4YaHnA noena B ,uenonpomsso,ucme).

I"Ipm N3MEHEHUN HauMeHOoBaHuUga opraHnsadunn wmnn nopopasneneHnsa B TedyeHue nepuona, OoxXBaTbiBaeMoro
LOKyMEHTaMu gena, Wiy Mpu nepefjaye gena B Opyroe nogpasgeneHve Ha o06noxke gena nod npeXHum
HanMeHOBaHMEM YyKa3blBaeTCA HOBOE HaMMeHOBaHWEe opraHunsaunn (noupas,ueneHm;l), a npexHee HamMmeHoBaHue
3aKnoyaeTcs B CKOOKM.

NHoekc mena n 3aronoBok Lena nepeHocsiTcs Ha 0OnoXKy M3 HoMeHknaTypbl nen. Ecnn meno coctout w3
HECKONbKUX YacTel, Ha 0610XKY KaXaoro ToMa (4acTu) BbIHOCUTCS OBWMIA 3arofioBOK Oena WM 3arofioBOK KaXAoM
yacTtu (Mpw ero Hanuuuw).

Jaton gen, cogepXxalmx pacnopaanuTenbHy0 JOKYMEHTaUMIo, a TakXxe Oen, COCTOSWMX N3 HECKONIbKMX TOMOB
(4acTen), ABNAIOTCS KpaliHWe oatbl JOKYMEHTOB Aena, TO eCTb Aathl (YACNOo, MeCsL, rof) peructpauumn (CoctTaBneHuns)
CamMoro paHHero M camoro no3gHero OOKYMEHTOB, BKJIIOYEHHbIX B Aeno. lNpu aToM geHb Mecsaua (OBa 3Haka) U rof
(yeTblpe 3Haka) obo3HavalTca apabckuMu LUMdopamn, Ha3BaHWe Mecsila NueTcst CNoBoM. Ecnv B feno BKOYEHbI
JOKYMEHTbl, AaTbl KOTOPbIX BbIXOAAT 3a KpalHwe patbl gena, TO NoA gartamu nena, ¢ HOBOW CTPOKWU nenaeTtcs
3anvck: "B nmene umeloTcs LOKyMeHTbl 3a..rofg (bl)". [artbl gena MoryT He ykasbiBaTbCsi Ha 06/0XKe gnen,
cofepxatmx, HanpuMmep, rofosble NaaHbl U 0TYETHI, TaK KaK OHW OTPaxaroTcs B 3aronoskax gerl.

Hartamu gena, cofep:kallero npoTokosbl 3acefaHnin, ABNAIOTCA AaThbl NepBOro 1 NocnenHero NnpoTokona.

Kpailthumm patamy NMYHOroO dena sIBASHOTCS AaThl MOAMUCAHUA Npukasa O npueme (Mpu HanMyYMn TPyLoBOro
[OroBopa - Aata 3ak/lo4eHNsl TPYLOBOro 4OroBopa) v npukasa 06 yBONbHEHUM NMUa, Ha KOTOPOe OHO 3aBedeHo. B
cryyae CMepTU Nnua, Ha KOTOpoe 3aBefeHo Aefo, KOHEYHOM 4ATON SBNsSieTCcs AaTa AOKYMEHTa, M3BEWaowWwero o ero
KOH4YUHe.

PekBuanT "cpok xpaHeHns gena" nepeHocuTcsl Ha 0BN0XKY Oena U3 HOMEeHKNaTypbl Aen Mocyie CBepKu ero co
CPOKOM XpaHeHusl, yKasaHHbIM B MNepeyHe TUMOBbIX AOKYMEHTOB WNM B BEOOMCTBEHHOM MNepeyHe OOKYMEHTOB, C
yKasaHneMm CPOKOB XpaHeHWs.

Ha genax nocTosIHHOro xpaHeHus nuweTcs: "XpaHUTb NOCTOSIHHO".

8.38. Mo okoHYaHuM roga B Haanucy Ha obnoxkax Aen NOCTOSIHHOTO M BPeMEHHbIX (cBblwe 10 net) cpokos
XPaHeHNs BHOCSTCS YTOYHEHWS: MPU HECOOTBETCTBMM 3aronoska Aen Ha 06noXKe COAEepXaHWio MOAWNTHIX
JOKYMEHTOB B 3aroJfioBOK fAefia BHOCATCA U3MEHEHWS U OOMOJIHEHNS.

HanmeHoBaHus opraHunsaumm n nogpasneneHund, roo n HoMep nena MOryt npocTtaBnATbCd Ha obnoxke ¢
noMoLubto WTamna.

8.39. B uensix obecneyeHns COXpaHHOCTM M 3aKpenneHns nopsaka pacnofioXeHns OKYMEHTOB, BK/IIOYEHHbIX B
Leno, BCE ero NUCTbl, KPOME NUCTa 3aBEPUTENS U BHYTPEHHE ONUCK, HyYMepyloTcs apabckmmmn Lmdppami BanoBom
Hymepauvei. JIncTbl HyMepyloTCa rpadoMToBbIM KapaHoaloM Ui HyMepaTopoMm (ynotpebneHne YepHun v LBEeTHbIX
KapaHpawer ons Hymepauum NMCTOB He AOMYCKAEeTCs) CBEPXY BHU3, LGPl NPOCTABNSIOTCS B MPABOM BEPXHEM YTy
nncTa, He 3a4eBas TekcTa AOKyMeHTa. JINCTbl BHYTPEHHER OnncK HyMepytoTCs 0TAENbHO.

NucTbl gen, CoCcToAWMX U3 HECKONBbKMX TOMOB UNN YacTel, HYMepyTCs MO KaXAoMy TOMY UAKN YacTh OTAENbHO.

JLoKyMeHTbI ¢ COBCTBEHHOM HyMepaLuuen NMCTOB HyMepytoTCsl B 0OLWeEM NopsaKe.

Nuct noboro cpopmata, NOAWUTHIA 3a OAWH Kpal, HyMepyeTcsl Kak OOMH NIUCT B MPaBOM BEPXHEM Yriy.
CnoXeHHbIA NUCT pa3BopayvMBaeTCst U HYMEpyeTcsl B MpPaBOM BepPXHeM yrny. JIMCT, CNOXEHHbI U NOAWMNTbIA 3a

cepenuHy, noonexuT nepewmneke n HymepyeTcsa Kak oauH JINCT.

Ecnu B oeno nofwmT KOHBEPT C BNOXEHWEM, CHayana HyMepyeTcs KOHBEPT, a 3aTeM o4YepenHbiM NOpPsSLKOBbLIM
HOMEPOM KaX o€ BNOXEHNE B KOHBEPTE.
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Ecnn B Hymepaumu nuctos ponyweHo 6onee 10 owmbok, BCe Leno HymepyeTcs 3aHoBo. [pu aToM cTapble
HOMepa 3a4epKuBatoTCs, ¥ PSAOM CTaBMTCS HOBLIV HOMEP NncTa.

Mpv HanMuun oTaEenbHbIX OWMBOK B HyMepauuu NUCTOB AOMycKaeTcs ynotpebneHne nuTepHbix (C OyKBEHHbIMU
LOMONHEHNSIMM) HOMEPOB NINCTOB.

8.40. Mocne 3aBepLieHNs HyMepaLuun NUCTOB COCTaBNSIETCA NUCT-3aBepuTeNb Aena, KOTopblii pacronaraeTcs B
KoHUe [Hena. B nucte-zaBeputene unpamy M MPOMUCbIO YKa3blBAIOTCS KONMUYECTBO NIMCTOB B AaHHOM gene,
0COBEHHOCTUN OTAENbHbIX JOKYMEHTOB (HESCHBIV TEKCT, pa3pbiBbl, CKIENKN).

nVICT-3aBepVITeFIb Jena noanncbiBaeTca ero CoctaBuTenieM C ykasaHnem OOJIXXKHOCTU, MHUUMANoB U goamnnmu,
OaTbl COCTaBNEeHUs.

KonuyectBo nucToB B gene, yKasaHHoe B NncTe-3aBeputene nena, npocrtaBngeTca Ha obnoxke mena.

Ecnv peno nepenneteHo u  nopwnuto 6e3 nucTa-3aBepuTENS, TO COCTaB/EHHbIA NINCT-3aBEPUTENDb
NnoaKNemBaeTCcs K BHYTPEHHEN CTOPOHe 3aaHei 06noXku nena.

8.41. Ina yyeta OOKYMEHTOB OnpeaeneHHbIX KaTteropui nocTOSIHHOrO U BpeMeHHoro (csbiwe 10 neTt) cpokos
XpaHeHus, yyeT KOTOPbIX Bbl3BaH CMELMAUKON [OOKYMEeHTauuu, BKIHOYEHHOW B AEen0, COCTaBNseTcs BHYTPEHHSAS
Onucb OOKYMEHTOB Hena, NoMelaemMas B ero Hayarno.

BHyTpeHHsIsi onucb BK/OYaeTCs B Aena, uMetowme ocobyto 3Ha4YMMOCTb, a TakXe B Aena, CROPMUPOBaHHbLIE MO
BMAAM [OKYMEHTOB, 3aro/fioBK/ KOTOPbIX HE PACKPbIBAIOT KOHKPETHOrO COAEPXXaHNS JOKYMEHTOB.

BHyTpeHHSS onncb LOKYMEHTOB OeNa COCTaBNSETCH TakXe Ha ObbeMHble Aena MOCTOSHHOTO M BPEMEHHbIX
(cBblwe 10 NeT) CPOKOB XpaHeHWs B LeNsx yyeTta 1 ObICTPOro HaxoX AeHNs LOKYMEHTOB B AeNe.

B KOHLEe BHyTpeHHe onucy ykasblBaeTcst Lmgppamu 1 Nponmcbio KOMMYECTBO BKJTHOYEHHbIX B HEE AOKYMEHTOB U
KONMYECTBO NNCTOB BHYTPEHHEW OMMUCH.

BHYTpeHHFIH onncb OOKYMEHTOB nena noanuncblBaeTCa COCTaBuTeneMm C ykadaHuem OONXHOCTU, UHUUManoB u
thammnuu, natbl cOCTaBNEHUS.

Ecnm peno nepenneteHo n noawnTo 6e3 BHyTpeHHeIZ onmcu, TO CoCTaB/ieHHasd BHYTPEHHAA Onucb
NoJKNenBaeTCs K BHYTPEHHel CTOpoHe NnuUeBoi obnoxku nena.

8.42. [loKyMeHTbl MOCTOSIHHOrO, BPEMEHHbIX (CBbiwe 10 NeT) CPOKOB XpaHeHWs W Mo JIMYHOMY COCTaBy,
cocTaBnsiowme Oeno, noMewarTcss B TBepAble OONOXKM U3 KapToHa, MOAWMBAIOTCA B 4YeTbipe Mnpokona wiw
nepenneTatTcs C y4eTOM BO3MOXHOCTM CBOOOLHOIrO YTEHUS TEKCTa BCEX LOKYMEHTOB, AaT, BU3 1 PE30NoUMiA Ha
HWX. Pesoniouuy pyKOBOLCTBA, COCTABNEHHblE HA OTAENbHbIX NUCTax, MoMewarTcs nepen OOKYMeHToM. [lpu
MOArOTOBKE [Hen K MoAwuBke (nepennety) NpoBepsieTCs MpPaBWIbHOCTb WX (POPMUPOBAHUS, OPOPMIEHMS, BCe
MNacTUKOBbIE U MeTannmyeckne KpenneHns, a Takxe TepMonepenneTsl U3 JOKYMEHTOB yaansoTcs.

Jena nocTosiHHOro XpaHeHus, cCocTosiwme 3 0cobo LEHHBIX NN HECPOPMATHBIX LOKYMEHTOB, MOTYT NPUHUMATLCS
Ha XpaHeHue B 3aKpbITbiX TBEPAbIX Nankax ¢ TPeMs KnanaHamy 1 ¢ 3aBsiakamu unm B kopobkax.

8.43. MoaroToBka 9NeKTPOHHbIX NOKYMEHTOB K Mepefadye B apXvB OPraHM3aLumn OCYWECTBASETCS CTPYKTYPHbIM
nogpasfeneHVemM opraHvw3auum - BnagenbleM COOTBETCTBYIOWENA WHHOPMALMOHHON CUCTEMbl COBMECTHO C
noapasneneHvnem (cneumannuctom), obecneumsarowmm yHKLUMOHMPOBAHNE MHOPOPMALMOHHOR CUCTEMDI.

8.44. Mpun NOAroTOBKE 3MEKTPOHHbLIX LOKYMEHTOB, 0TODpPaHHbIX K Nepefaye B apxXuB OpraHn3aunm, BbIMOMHSATCS
cnepytolwme OCHOBHbIe Npouenypbl paboTbl C LOKYMEHTaMU:

KOHBepTaums aIeKTPOHHOro JOKYMEHTa B oopMaT apXmMBHOIro AoKyMeHTa 33 ;

33TMyHKT 4.34 lMpasun xpaHeHus.

¢oopmmpoBaHme B VIHC*)OpMaLI,VIOHHOVI cucteMe opraHmsaunn 3NEeKTPOHHbIX Aef, ABNAIWNXCA COBOKYMHOCTbIO
KOHTeVIHepOB 9NEKTPOHHbIX OOKYMEHTOB WK KOHTeVIHepOM 9NIEKTPOHHOIro OOKYMEeHTa, BKOYaloWeM: KOHTEeHT U
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MeTafaHHble 3NEeKTPOHHOro AOKYMeHTa, doaibl 3NeKTPOHHbIX NOANUCEN N BU3Yann3npoBaHHYIO KOMUIO TEKCTOBOMO
9NEKTPOHHOro AokyMeHTa B popmate PDF/A32;

32 MNpunoxeHns N 8, 27, 28 k Npasunam xpaHeHNs.

POPMMPOBaHMNE ONUCK 3NEKTPOHHBIX Oefl, OOKYMEHTOB CTPYKTYPHOro noapasneneHus;

MUrpaumst aNeKTPOHHBbIX JOKYMEHTOB Ha pr3nyeckn 060cobneHHble MaTepuanbHble HOCUTENWN, eCNN LOKYMEHTbI
nepenarnTCs B apxme OpraHn3aummn He no MHPOPMaLMOHHO-KOMMYHVKALMOHHBIM KaHanaw;

npoBepKa BOCMPOM3BOANMOCTN 3NEKTPOHHbIX LOKYMEHTOB;

npoBepKa 3NeKTPOHHbIX JOKYMEHTOB Ha Hann4yne BPegoHOCHbIX KOMMbIOTEPHbIX NPOrpamMm;

NnoATBEepXAeHNe LEeNOCTHOCTU 9NeKTPOHHOro Aena SMIEKTPOHHOW MOAMUCbIO PYKOBOOUTENS CTPYKTYPHOro
nogpasgeneHns (MHOro YMOMHOMOYEHHOro nuua), OCYLLeCTBASIOWEro MNOArOoTOBKY SNEKTPOHHbIX OOKYMEHTOB K
nepepaye B apxve opraHmsaunn.

8.45. OnekTpPOHHble  OOKYMEHTbl  NepefjalTCcs B apxXMB  OpraHMsauMm Mo  MHGOPMALMOHHO-

TeﬂeKOMMYHVIKaLI,VIOHHOM cetTn unm Ha uanyeckun 060C06NEeHHBIX HOCUTENAX B COOTBETCTBUU C yCTaHOBJ/IEHHbIMU
npaBsnnamn=z, 6e3 COXpPaHEeHNsa OaHHbIX 3NEKTPOHHbIX LOKYMEHTOB B COOTBETCTBYIOWMX NHOPMALVOHHbBIX CUCTEMAX.

32Mpunoxenusa N 8, 27, 28 k MNpaBunam xpaHeHms.

8.46. Onncum [Oen CcocTaBfAlOTCS B CTPYKTYPHbIX MoOpasdeNeHnsx opraHvsauuy nog MeToONYEeCcKUM
pykoBoacTsom Cnyx6bl Lenonpons3soacTea.

Onucmn poen cocTaBnaoTCca OTAENbHO Ha Aena NoCTOSHHOro XpaHeHusa; nena BpeMeHHbIX (CBbILIJe 10 HeT) CpoKoB
XpaHeHua; gena no JIM4YHOMY COCTaBy, 3NEKTPOHHble nAena, a TakXxe Ha gena, cocrtosdwme un3 OOKYMEHTOB,
XapakTepHbIX AN 0aHHOW opraHmn3aumm (CyJJ,e6HbIe, cnenctBeHHble aena, Hay4Hble OT4eTbl NO TeMaM).

Onwuck pen CTPYKTYPHbIX NogpasaeneHunii CocTaBngaTCcs rno oopMam, yCTaHOBNEHHbIM I'IpanmaMM XpaHeHns 34 .

3Mpunoxenunsa N 23, 24 k lNMpaBunam xpaHeHus.

Mo onucam pen CTPYKTYPHbIX NoApasneneHuii JOKYMEeHTbl nepenatTcs B apxXus opraHnsaumn.

Ha nena BpeMeHHbIX CPOKOB xpaHeHust (8o 10 neT BKNOYUTENbHO) OMWUCU HE COCTAaBASIOTCS, U B apXuB Takue
Lena He nepeparoTcs.

Mpwn Hannyun B opranmnsauumn C3 [, onvuck gen popMrnpyloTcsa B cUCTEME.

8.47. Onucy pgen CTPYKTYPHbIX NnogpasfeneHunini NpeacTaBnsaioTCs B apxXuB OpraHn3auum He paHee, YeMm yepes
OLVH rof, 1 He no3aoHee, 4eM Yepel Tpu roga rnocne 3aseplieHns nen B 4eNonpon3BoACTBe.

8.48. OTaenbHas onucb npeacTtasnsieT coboli nepedeHb onmcaTtesbHbIX CTaTen C caMoCTOATENbHON NOPAAKOBOWA
HyMepauuei, kaxaas u3 KoTopblx AOMXHA BKKOYaTh cneayowme ceeaeHns:

nopsaKOBbIA HOMEp Aena rno onucy;
MHOEeKC gena,;
3arosioBok oena;

KpainHve paTbl gena;
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KOJIMYECTBO NIMCTOB B AENE;

CPOK XpaHeHus fena;

npvMeYaHus.

8.49. Mpw cocTaBneHnn onucK fen CTPyKTYPHOro noapasaeneHns cobniogarTcs cnegyowme TpebosaHus:

3aro/ioBKU e BHOCATCSA B OMUCb B COOTBETCTBUM C MPUHSITOM CXEMOW cUcTeMatuaaunn Aen, 3aKpenieHHon B
HOMEHKnaType Len;

Kaxnmnoe pneno BHOCUTCA B OMWCb NoO CaMOCTOATE/IbHbIM MOPAOKOBbIM HOMEPOM (ecnm neno coctont um3
HEeCKO/IbKMX TOMOB UM YacTen, TO KaX bl TOM UM YaCTb BHOCATCS B ONMUCb NOL CAMOCTOSATE/IbHbIM HOMepOM);

nopsanoK Hymepauum gen B onmcu - BanoBsbli;
rpadpbl onucu 3anonHAKTCA B COOTBETCTBUM C TEMU CBEAEHUAMN, KOTOPbIE BblHECEHbI Ha O6ﬂ0)KKy aena;

npv BHECEHUWN B ONUCb NOAPAL Aen (TOMOB, YacTel) C OAMHAKOBLIMM 3arofioBKaMun 3aronoBku Bcex aen (TOMOB,
yacTeil) NuWyTCS NMONHOCTbLIO; MPU BHECEHUM B OMNCh NMOCNeAHero 3arofoeka nobaensetcs cnoso "MocnenHnin");

rpacgpa onucy "MpuMevaHus" ncrnonb3yeTcsl Ons OTMETOK O npueme Aefn, OCODEHHOCTSX UX OU3MYecKoro
COCTOSIHWS, O Nepefaye oen ApyruMm CTPYKTYPHbIM NoApasaefieHMeM Co CCbINIKOW Ha akT, 0 Hann4mMm Konui.

8.50. [MNepen BHECEHMEM 3aronoOBKOB AEN B ONUCb NPOBEPSIIOTCS KAYeCTBO (DOPMMPOBAHUS N OCPOPMIEHNS Aen,
COOTBETCTBME KONMYECTBA [Me/l, BHOCUMbIX B OMWCb, KOJMYECTBY 3aBEHEHHbIX [eN MO HOMeHKnatype nen
opraHvsauuu.

B koHUue onucu Bcnep 3a MocnefnHein onucatesnbHOW cTaTbel 3anoNHAeTCs WTOroBas 3anucb, B KOTOPOWA
ykasbiBatoTcs (Lumdppamy 1 NPOMNMChbIo) KOMMYECTBO LN, YUCTSWMXCS MO OMNWCK, NMepBbIf U NOCNeaHWIA HoMepa Oen Mo
onucy, a TakXXe oroBapuBatoTcst 0COOEHHOCTI HyMepaLuumn Aen B ONUCK (MMTEPHbIE HOMEpa 1 NPONYLLEeHHbIE HOMEPA).

8.51. [llopsnok NPWCBOEHWS HOMEPOB OMUCSM Len CTPYKTYPHbIX MoApas3feneHnini  ycTaHaBnMBaeTcs Mo
COrnacoBaHUIO C apXVMBOM OpraHu3aLumm.

8.52. lNpwu cocTaBneHMn onUcK aNeKTPOHHbIX AeN B ONUCb BKIIOYAIOTCS:

nopsaKOBbIA HOMEP 3NeKTPOHHOro Aena no onucy;

NHOEKC 3NEeKTPOHHOro nena;

3aronoBoK Oena;

nata gena (Toma, 4acTu);

CPOK XpaHeHus aena;

06beM anekTpoHHoro aena B M6;

npumeYaHuns.

B coctaBe onucn anekTpoHHbIX nen B COJL cdopmupyeTca peecTp 3NeKTPOHHbIX AOKYMEHTOB (KOHTEHEepPOB
9NEKTPOHHbIX [OKYMEHTOB), B KOTOPOM YKasblBAlOTCS CBeLEHWS 006 3MEeKTPOHHbIX OOKYMEHTAaX, BK/OYEHHbIX B
Kax.joe anekTpoHHoe Aeno.

8.53. Onucu pen CTPYKTYpHOro nogpasfneneHns MoAnuChbIBAOTCA  PyKoBOAWUTENeM noapasieneHus,
cornacosbiBatoTcs 9K cTpykTypHOro nogpasneneHus (npu ee Hanuumm) n Cnyx6oii nenonpoussoncTtea. Peectp
SNEKTPOHHbIX [LOKYMEHTOB, SBAAIOWWACA NPUNOXEHNEM K OMUCKM SNEKTPOHHbIX [OOKYMEHTOB, MOANUCHIBAETCS

COCTaBUTENEM peecTpa C yKkazaHUeM LOJIKHOCTU, uHMUManos, doamuimm, gatbl COCTaBNEHMUS.

8.54. Onwncn oen cTPYKTYpHOro noapasaenieHns opraHm3auny CoCTaBNSOTCA B ABYX 3K3eMnasipax Ha 6yMa>kHoM
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HocuTene, oAMH U3 KOTOPbIX NepefaeTcs BMecTe C Aenamy B apxXvB OpraHv3aumun, a BTOPO OCTaeTcs B KA4ecTBe
KOHTPONIbHOTO 3K3eMnisipa B CTPYKTYPHOM rogpaspeneHni. B apxuB opraHvsaummu Takxe nepepnaetcs no
9K3EeMNNApy onuceit Aen B 9NEKTPOHHOM BUAE B PELAKTUPYEMOM (oopMaTte AN UCMONb30BAHWUS B JaNbHENWeEM s
NMoArOTOBKW apXMBHbIX OMWCEeR Oen, HOKYMEHTOB (FrOA0BbIX Pa3fiesos).

8.55. [lena nepepalwTCs Ha XpaHEHWe B apxmB OpraHumsauMym B COOTBETCTBMM C rpadoukoM nepenaum
JOKYMEHTOB, YTBEPXXAEHHbIM PyKOBOAUTENEM OpraHM3aumnm UM NHbIM YNoaHOMOYEHHbIM UM NULOM M COrNlaCOBaHHbIM
C PyKOBOAMTENSAMU CTPYKTYPHbIX NOApasaeneHun.

8.56. [lena nocToSHHOrO M BpPeMEHHbIX (cBbiwe 10 neT) CPOKOB XpaHEHUS, OOKYMEHTbl MO IMYHOMY COCTaBy,
9MIEKTPOHHbIE OOKYMEHTbI MepenatoTCs B apXxvB opraHmsauum He paHee, YeMm 4Yepes rof, U He nosagHee, Yem 4yepes
TPV rofa nocne 3aeeplueHns Ux B 4enonpon3BoacTBe.

8.57. MNMepenaya nen B apxvs opraHnsauny NponsBoaMTCS Mo ONUCSM OeN CTPYKTYPHbIX NoApasaeneHuni.

8.58. YMONHOMOYEHHbIi pPaboTHUK apxuBa MNpPoOBepsieT MPaBUNbHOCTb OGOPMIEHUS U CDOPMUPOBAHUS Oen,
npaBW/IbHOCTb COCTaB/IEHWSI OMWCEN LeN, COOTBETCTBME KOMMYECTBA LES, BK/OYEHHbIX B OMUCb, KONMYECTBY AEN,
CCPOPMUPOBAHHBIX B COOTBETCTBMN C HOMEHKNATYPOW Aen.

BbisiBNeHHble NpyU MpoBepke HeaocTatkm B (DOPMMPOBAHUM WM OCPOPMNEHUM Len paboTHWKM CTPYKTYPHOro
noapasneneHns 0653aHbl yCTPaHUTb B ABYXHELENbHbIA CPOK.

8.59. lpuem kaxn[oro [fena B apxuB OpraHvM3auMu NPOM3BOAWUTCA B MNPUCYTCTBMAM OEN0NPOU3BOAUTENS
CTPYKTYpHOro nogpasgenenus. MNpn aToM Ha 060Mx 3K3eMMnnsgpax onucy NPOTMB KaXA0ro Aena, BKIIKOYEHHOrO B Hee,
fernaetcs OTMeTka O Hanmumu gena. B koHUe Kaxporo ak3emnisipa OfnvMcuM B MTOrOBO 3anucy ykasbiBaeTcs
undopamMn M NPONUCbI0 KONMYECTBO (PAKTUYECKM MPUHATBIX B APXVMB [LEef, B TOM YMCNE SNEKTPOHHbIX, HOMepa
OTCYTCTBYIOWMX Hen, pata npuema-nepenadv Len, a Takxe Noanucy nuua, OTBETCTBEHHOrO 3a apxuB, W Nvua,
nepeaaswero gena.

WToroeas sanucb noATBepXnAaeTcs MNOANUCAMU COTPYOHMKA apxuBa W COTpyAHMKA (Oenonpous3soanTens)
CTPYKTYPHOro noapasaeneHuns, nepenasliero gena Ha 6yMaxxHoM HocuTenNe 1 3N1eKTPOHHbIe Aena.

8.60. lMepepaya aneKTPOHHbIX [OOKYMEHTOB B apxue oOpraHusauuy Mnpov3BOAUTCA Ha OCHOBaHWM Onucen
3NEKTPOHHbIX Aen No MHAOPMALMOHHO-TENEKOMMYHUKALIMOHHOA CeTu (Npy HanMymu B apxvMee opraHusauuu
WHCPOPMALIMOHHOW  CUCTEMbI) WAM  Ha  u3nyeckn 060COONEHHbIX MaTepuanbHbiX  HOCUTENsiX, KOTOpble
npeacTasnaloTCsa B ABYX WASHTUYHbBIX SK3eMnaspax.

8.61. B cnyyae nukBMpaUUM WM peopraHM3auuy  CTPYKTYpHOro  MoApasfdeneHvst  opraHusaumu
LEeNonponsBoanTeNb NoOPasfeNieHns B Mepuon NPOBEAEHWUs NUKBUIALMOHHBIX MEpPOonpusiTuii oopMUpyeT Bce
uMelolmecs OOKYMEHTbl B Aena, oopMnsieT oena v nepefaeTt Ux B apXuB OpraHu3auuun, He3aBMCUMO OT CPOKOB
xpaHeHus. MNepenaya oen ocylwecTBAseTCS MO ONVUCSM AeN 1 HOMeHKNaType aen.

8.62. Ha mena c ncTekwuMy cpokamm XpaHeHnsi B CTPYKTYPHbIX MOApa3feneHusix opraHm3aumnm cocTaBnsoTCs
NPennoXeHnss K akTy O BbIOENEHWM K YHUYTOXEHMWIO LOKYMEHTOB, He MOANEeXawux XpaHeHuio (no dopme,
yCTaHOBNeHHoW MNMpaBunamy XxpaHeHus 33 .

35 MNMpunoxeHune N 21 k MNpaeunam xpaHeHns.

Ha ocHoBe npennoXeHwin CTpyKTypHbIX noapasneneHnin Cnyxba nenonponM3BoAcTBa OpraHn3aumum cocTaBnser
aKT O BblAENEHUN K YHUYTOXEHMIO AOKYMEHTOB, HE MOANEXaWNX XpaHEeHUO, Ha fena BCel opraHmu3aumnm no Toin xe
chopMe. 3aronoBkM OLHOPOAHbIX LN, OTOOPaHHBIX K YHUYTOXEHUIO, BHOCATCS B akT Moh OOWWM 3arofioBKOM C
yKasaHueM KonnyecTBa 4ef, OTHECEHHbIX K AaHHOW rpynne.

8.63. Ilena BkNtOYAOTCA B aKT O BblAENEHUM K YHUYTOXEHUIO OOKYMEHTOB, HE MOANEXalnX XPaHeHuto, ecnm
NPenyCMOTPEHHbI AN HUX CPOK XpaHeHus uctek Kk 1 sHBaps roja, B KOTOPOM COCTaBfeH akT. Hanpumep,
3aKoH4YeHHble B 2014 rony mena ¢ 3-NETHUM CPOKOM XPaHeHUsi, MOryT ObiTb BKJIIOYEHbI B aKT, KOTOpbIA Oyaet
cocTasneH He paHee 1 aHBaps 2018 roaa.

8.64. Hena c otmeTkow "OIMK"3 nognexar MNOAUCTHOMY MNPOCMOTPY B LENAX BbISBNEHUS OOKYMEHTOB,
nognexatwmx noCTOAHHOMY XpaHeHu 0. BbisBneHHbIe B TakMX genax AOKYMEHTbl MOCTOSIHHOMO XpaHeHWs BblAeNSaTCS
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1 NPUCOENHAIOTCA K OAHOPOOHbIM Aenam UM qoopMUPYOTCA B CaMOCTOSATE/IbHbIE Aena.

36 OTMeTka "9IMK" 03Ha4aeT, YTO YacTb AOKYMEHTOB MOXET OblTb OTHECEHA K CPOKY XpaHEeHUs "NMocTOsIHHO".

OctanbHble OOKyMeHTbl gena ¢ oTmeTkoi "IMMK" BknwovawTca B akT, npu aToM otmetka "OMK" B akTe He
yKasblBaeTCs.

8.65. AKT 0 BblOENEHUN K YHUYTOXEHUIO [OOKYMEHTOB, He nognexauwmx XpaHeHWUo, npencrtaBndetca Ha
paccMmoTpeHne n cornacoesaHune oK OJHOBPEMEHHO C onncammn gen noCToAHHOro XxpaHeHns n no nM4YHOMy COoCTaBy.

8.66. AKT 0 BbIOENEHMU K YHUYTOXEHWUIO [OOKYMEHTOB, He MOAMEXaWmnx XpaHeHWo, YTBepXIaeTtcs
pyKOBOOMTENEM oOpraHusaumv nocne yrteepxaeHus OMK apXxuBHOrO yuypexmOeHusl, rocydapCTBEHHOrO Wnu
MYHULMNANbHOrO apxvMBa B COOTBETCTBMU C MPEOOCTABAEHHLIMWM €My MO/HOMOYMUSIMU OMUCEA OEeN MOCTOSIHHOMO
XpaHEeHUs W COrnacoBaHUs OMUCER HOen Mo NMYHOMY COCTaBy, MOCNE Yero Aena, BblOeNeHHble Mo akTy K
YHUYTOXEHWIO, MOTYT ObITh YHUYTOXEHDI.

8.67. [Lena, nognexaiune YHWYTOXEHWUIO, MepepalTcsa Ha nepepabotky (yTunusauwmo). [lepepava gen
odpopmMngeTcsa NnpMeMo-caaToyHon HaknagHoM.

Mocne yHU4TOXEHNs Aen B HOMEHKNAType Aen NpPoCTaBfslOTCS OTMETKW, 3aBepsieMble MOAMNUChI0 creumnanmeTa
Cny>x6bl 1enonponsBoacTBa, U OaTo:

"YHnytoxeHo. CM. akT N oT . Noanwnce, nunumansl, hammnns”.

8.68. SHGKTpOHHbIe OOKYMEHTblI C UCTEKWNMN CpOoKaMn XpaHeHuda noanexart BblOoeNneHUo K YHUYTOXEHWUIO Ha
obwux OCHOBaHUWAX, Mocne 4Yero npoBOAUTCA UX (PU3NYECKOE YHUUYTOXEHME WNN YHUYTOXEHWE MpOorpammHo-
TeXHn4eckmmm cpencrteamm C COOTBeTCTBy}OU.I,eVI OTMETKOM B aKTe O BblAeNneHunm K YHUYTOXEHUID 3NMEKTPOHHbIX
OOKYMEHTOB.

ONEeKTPOHHbIE OOKYMEHTbl CYMTANTCH YHUUTOXEHHbIMW, €CAN WX HENb3s BOCCTAHOBMTb CPELCTBAMU
VHGOPMALIMOHHON CUCTEMBI HA HOCUTENAX MHEPOPMAaLMKM 1 U3 PE3EPBHbLIX KOMUIA.

8.69. AKTbl 0 BbIAENEHUN K YHUUTOXEHNIO OOKYMEHTOB, HE NOANEXAWMX XPAHEHWNIO, XPAHATCS NOCTOSIHHO B Aene
poHOa.

IX. OpraHusauus gocryna K JOKYMEHTaM U UX UCMOJIb30BaHUSA

9.1. Boljava pen, Haxomswmxcs Ha xpaHeHun B Cnyx6e [enonpousBOACTBa, CTPYKTYPHbIX MOApa3neneHunsx
opraHusauuy paboTHVMKaM Opyrvx noapasfeneHuidi Ans 03HaKoMNeHust u (Mnu) Onsi BPEMEHHOro MCMONb30BaHus B
paboTe Npov3BOAMTCA NO 3anpocaM, NOAMUCAHHBIM PYKOBOLMTENEM (3aMECTUTENEM PYKOBOAUTENS) CTPYKTYPHOrO
noapasgneneHuns, 3anpawnsaolero Aeno (LOKyMEHT) U ¢ paspelweHns pykosoamTtens Cnyx6bl nenonpom3BoicTBa
UNKN CTPYKTYPHOrO noapasfeneHns, LOKYyMEHTbI KOTOPOro 3anpalmnBakTcs.

9.2. lena, OOKYMEHTbl BblAAIOTCS BO BPEMeHHOe Monb3oBaHMe paboTHMKAM opraHvM3auvn Ha cpok He bonee
0[HOro Mecsua.

[ocynapcTBeHHbIM opraHam (cynebHbiM, MpaBOOXpPaHUTENbHbIM, OpraHaM rocyAapCTBEHHOrO KOHTPONS U
Haf3opa) Aena M OTAeNbHble JOKYMEHTbl BblOAIOTCS HA OCHOBAHWM WX MUCbMEHHBIX 3AMPOCOB C paspelleHus
PYKOBOAMTENS OPraHn3aummn nnm NHOoro YnonHOMOYEHHOTO MM LA, No akTaM Ha CPok He 6onee WecTn MecsLEB.

Mpv HeOHXOAMMOCTY CPOK MUCMONb30BaHUS AOKYMEHTOB MOXET ObiTb NMPOANEH.
9.3. B nucbMeHHOM 3anpoce paboTHVKOB OpraHn3aumu o Bblaaye AOKYMEHTOB (4ef) BO BPEMEHHOE MONb30BaHme
M3naratTcs MNPWYMHbI, NO KOTOPbIM 3anpawvBaeTcs [HOeno (LOKYMEHT) M Uefb WUCMONb30BaHWS LOKYMEHTOB,

HaxosaWwmxcsa Ha onepaTtnBHOM XpaHeHUN.

9.4. Ha BblgaHHOe [eno 3aBoauTcs KapTta-aaMectutenb, noMeuwaemasd Ha MeCTO BbloaHHOro nena. B Hen
yKa3blBalOTCA MHOEKC Oena, nata ero Bblaayn, KOMy geno BbloaHO, AaTa €ro BOo3BpalleHusd, npenycMmatpunsBaroTcs

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBepXAeHUY MPpUMEpPHO NHCTPYKLMM MO AeN0NPOoM3BOACTBY B FOCY LapCTBEHHbIX OpraHn3aumnsax CtpaHuua 59
lNpuka3 PocapxuBa oT 11.04.2018 N 44

rpadobl ong noanucen B NonyYeHUn 1 npueme agena.

Ha MecTo M3b4aTOro noanvHHMKa OOKyMeHTa paéoTHl/IK C}'Iy>K6bI genonpon3eoncTtea nnn nenonpon3sognTerlb
noapasneneHnsa BknanbiBaet B Oe/0 INCT-3aMeCcTUTENb C yKasaHnem, Koraa, KoMy 1 Ha Kako CpOK BblAaH OOKYMEHT
n noaonncsamm B nonyvyeHUn n npueme gena. |_|pl/l 3TOM B O€eN0 NnoMellaeTcsa 3aBepeHHas Konma JOKyMeHTa.

Mocne peweHna BoMnpoca, AOnsa pacCMOTpeHud KOToporo ngena (,EI,OKYMeHTbI) n3biManncb nNo 3arnpocam
rocynapcTBeHHbIX opraHos, NMOA/MHHUKN OOKYMEHTOB OO0J1KHbI OblTb BO3BpalleHbl B opraHm3auuno 1 nomelleHbl B
aeno.

9.5. ONeKTPOHHbIE [OKYMEHTbI, HAXOAAWMECH HA OMNEpPaTUBHOM XpaHeHun B 6asax AaHHbIX MHEOPMALMOHHbIX
CWCTEM, BblOAOTCA ONS WCMONb30BAHUSA B BMAE KOMWUA 3NEKTPOHHbBIX OOKYMEHTOB B COOTBETCTBUM C NMYyHKTOM 2.51
[MpuMepHON NHCTPYKLMK.

9.6. MMopsmok pgocTyna paboTHUMKOB oOpraHM3auMnm K OOKyMeHTaMm, pasMewaembiM B C3LO wunm wuHoM
WHGOPMALIMOHHON CUCTEME, YCTaHaBIMBAETCA NOKabHbIMU HOPMATMBHBLIMM aKTaMu opraHu3auun, onpenensiowmmm
nopsaaoK aKcnayaraumm MHAOPMALMOHHON CUCTEMbI, M B COOTBETCTBUMU C MEPCOHANBbHBIMM YYETHBIMU 3anucamu
paboTHukoB B COl nnu MHOM NHPOPMAaLIMOHHON cUcTeMe.

PaboTHukaM, He uMelowWMM MpaBa AOCTyna K COOTBETCTBYOLWEN WHHOPMALMOHHON CUCTEME, 3/EeKTPOHHbIe
IOKYMEHTbI BblOAOTCS B COOTBETCTBUM C NyHKTaMu 9.1-9.3 MpuMepHoI MHCTPYKUMK, Ha domnsndeckn 060cobneHHOM
HocuTene, BbIChINaOTCS Mo 9NeKTPOHHOMY aapecy paboTHMKA, 3anpawmnBatowero JOKYMEHT, UM UHBIM 06pasoM.

9.7. B Cnyxb6e nenonpon3BoACTBa, CTPYKTYPHOM MoApasfenieHnm, BolAaBlWeM Oeno (LOKYMEHT) BedeTcsl ydyeT
BblOaHHbIX AeN (LOKYMEHTOB) M KOHTPO/b MX CBOEBPEMEHHOrO BO3BpaTa. ONeKTPOHHbIE Aena (A0KYMEHThI) BO3BpaTy
He nognexar.

9.8. PaboTHMKM opraHmsaumnm ob6s3aHbl obecneynBatb COXPaHHOCTb MOMYYEHHbIX BO BPEMEHHOE MONb30BaHWE
LOKYMEHTOB (Aen) Ha GymMaXkHOM HOCMTENe M WCMONb30BaThb MOMYYEHHYID MHAPOPMAaUMIO B CNyXeOHbIX Lensx B
COOTBETCTBUM C TPeOOBaHNAMU NOKaNbHbIX HOPMATUBHBLIX aKTOB. 3anpelaeTtcs nepeaaya nonyYeHHbIX JOKYMEHTOB
WNN NX KOMWii paboTHMKAM Apyrux noapasneneHnii unm opraHmaaLmii.

9.9. N3batne (BbleMka) AOKYMEHTOB, 006pa3oBaBWUXCS B OESTENbHOCTW OpraHu3auun, npousBoAMTCS B
COOTBETCTBUM C 3aKOHOAATENLCTBOM Poccuiickolh denepaumnu.

9.10. WN3baATMe (BbIeMKa) AOOKYMEHTOB MNpon3BOoOMNTCA Ha OCHOBAHMM NMUCbMEHHOro pacnopsaxeHus
(I'IOCTaHOB}'IeHI/IFI) COOTBETCTBYKOWEro opraHa BNacTu C paspeweHnsa pykoBoouTensa opraHusaumm unn MHOro
YNONHOMOYEHHOIro MM nnua C n3BelleHnem pykosogunTend nogpasneneHns, 0OKyMeHTbl KOTOPOro n3biMaroTCcs.

9.11. PakT N3bATUSA (BbIEMKM) OOKYMEHTOB (PMKCUPYETCS B NPOTOKONE (aKTe) U3bATUS (BbIEMKM) OOKYMEHTOB,
KOTOPbI COCTABNSETCSA HE MEHEE YEM B [BYX 9K3EeMMaspax u NOANMCbIBAETCS YNONHOMOYEHHbIMA NPEACTABUTENAMM
opraHusauum n CoOTBETCTBYIOWEro rocyaapcTBeHHoro opraHa. K npoTtokony (akTy) npunaraetcs onucb (peectp)
N3 bATbIX JOKYMEHTOB (Len).

9.12. MNpu M3BbATAM NOANMHHMKOB LOKYMEHTOB B [E/10 NMOoMelaeTcsl 3aBepeHHas Konvs OOKyMeHTa, Ha obopoTe
KOTOPOli yKa3blBaeTCS OCHOBAHWE W3BATUS MNOLNMHHMKA, CPOK BO3BpaTa, gata M noanucb paboTHuKa,
OTBETCTBEHHOI0 3a POPMMPOBAHUE N/UNN XPaHEHME Aena.

9.13. MNoANVHHNK AOKYMEHTa, U3bATbIA N3 Aena Ha OCHOBE COOTBETCTBYIOWErO PeLeHns, Mocne paccMOTPeHNs 1
pelleHns Bonpoca, Bo3BpallaeTcs B Oeso, Npy 3TOM KOMus, NnoMelleHHas B 0en0 BMeCTO NOA4NNHHMKAE, U3bIMAETCS.

X. U3roTtoBneHue, yyet, MCNONb30BaHMe U XpaHeHWe neyaTen, LUTaMNoB, 61aHKOB A OKYMEHTOB,
HocuTenen 3N1IeKTPOHHbIX noanucen

10.1. BnaHku OpraH13aumnoHHO-pacnopPsaANTeNbHbIX LNOKYMEHTOB paspabaTbiBaloTcs Cnyx6oii
nenonpoussoacTea. Buabl 6naHKOB  OpraHvM3auMOHHO-pacropsaMTENbHbIX  AOKYMEHTOB, TpeboBaHus K  UX
OCPOPMNEHUID W WUCMONb3OBAHWIO YCTAHABAMBAOTCS WHAWBMAYANbHON WHCTPYKUMEA MO OEenonpou3BOACTBY
opraHvsauum.

10.2. O6pasubl 61aHKOB [LOKYMEHTOB YTBEPXAAlOTCS B COCTABE WHAMBMAYaNbHOW WHCTPYKUUM MO
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Oenonpon3sBoncTey UK NPUKa3oM PyKoBOOUTENA B COCTaBe KOMMIeKTa (anbéoMa) 61aHKoB.

10.3. B opraHmsauum ons noAaroToBKM NOKYMEHTOB MOTyT MCNONb30BaTbCA 61aHKM AOKYMEHTOB, N3rOTOB/IEHHbIE
Tnorpadockmm cnocobom nnv cpeacTeammu onepaTBHON nonurpacum.

OpraHuzauuy BrpaeBe npu MOArOTOBKE [OOKYMEHTOB MCMO/Mb30BaTh 3/EKTPOHHbIe WwabnoHbl 61aHKoB.
OnekTpoHHble WwWabnoHbl 6NaHKOB [OMXHbI COOTBETCTBOBATH 0Bpasuam 61aHKOB, YTBEPXIAEHHbIX PYKOBOLMTENEM
opraHusauun.

10.4. BnaHkn OpraHn3aunMoHHO-PACNOPSANTENbHBIX OOKYMEHTOB, MPUMEHSIEMbIE B OpraHu3auvu, He MoryT
nepenasaTbCs OPYrM OpraHnm3aumsaM, JOKHOCTHLIM U (OU3NYECKMM NMLAM.

10.5. Cnyx6a nenonpon3BoacTBa OpraHn3aUuin:

odoopMnisieT  3aKkasbl Ha  M3roToBleHME 6ONaHKOB  OpraHM3auMOHHO-PaCcMoPSAMTENbHBIX — JOKYMEHTOB
TUNorpadpckmMm crnocobom Mnm cpeacTeamy onepaTMBHO NoONUrpagoum;

OCyLeCTBNSIeT XpaHeHue O6naHKoB OpraHM3auMOHHO-PACNoOPSAANTENbHBIX LOKYMEHTOB W Bblgayy WX B
CTPYKTYpPHbIE NOAPA3AENEHUS OpraHn3aunu;

ocyuwecCcTBndeT KOHTPO/Sb 3a NpaBU/IbHOCTbIO WMCMNONb30BAHUA 6naHkoB OopraHn3aunoHHO-pacnopAaanTeNbHbIX
DOKYMEHTOB37 .

37 IHamBmayanbHoOW MHCTPYKUMER MO OeNOonpou3BOACTBY OpraHusaumm MoXeT ObiTb NpeaycMOTPEHO BeLeHue
yyeTa 651aHKOB JOKYMEHTOB.

10.6. B opraHusauum B cootBeTcTBUM ¢ PeaepanbHbiM KOHCTUTYLIMOHHBIM 3akoHoM "O MocynapcTBeHHOM repbe
Poccuitckon depepauun”sE n yctaBoMm opraHmsaumm UCnofb3yeTcs nevyartb ¢ BOCNpou3seneHmnem [ ocynapCcTBeHHOro

repba Poccuiickoin denepaunm (oanee - neyatb opraHusaumm).

38 ®epepanbHblii KOHCTUTYUMOHHBIA 3akoH oT 25 pekabpsi 2000 r. N 2-®K3 "O ocynapcTBeHHOM repbe
Poccuiickoit depepaumn” (CobpaHne 3akoHoaaTtenbctea Poccuiickoin Pepepaunn. 2000, N 52, ¢1.5021; 2002, N 28,
cT.2780; 2003, N 27, ¢1.2696; 2009, N 46, c1.5417; 2011, N 1, cT1.1; 2013, N 30, c1.4022; 2014, N 11, c1.1088; 2017, N
52, c1.7916).

B opraHusaummu Takxe MOryT WCMonb30BaTbCs Meyatu nogpasfeneHuwii, nedatn ANs nakeToB U OTAE/bHbIX
Kateropuii OOKYMEHTOB, a TakXe MeTaN/Myeckme BbIXMMHble MevyaTu [Ons ornevyaTblBaHWs MOMEeWeHnn wu
yOOCTOBEPEHWS creunanbHbiX NPomnyCckoB.

B opraHmsaumm MOXeT MCMnonb30BaTbCs WTaMn (Wtamnbl) ¢ hakCUMUIbHOW NOAMUCHI0 PYKOBOAMTENS U UHbIX
LOJIXHOCTHBIX ML,

nOpﬂ,D,OK MCNoNb30BaHNSA WTaMMOB C (paKCVIMI/IJ'IbHOIZ MOAMNNCbIO PYKOBOOUTENSA U WHbIX OONXKHOCTHbLIX NnL, 37,

BUObI LOKYMEHTOB, MOAMMUCHIBAEMbIX (PAKCUMMW/IbHOW MOANUCHIO YCTAHABNMBAETCA NOKaNbHbIM HOPMATMBHbLIX aKTOM
opraHusauum.

33C yyeTOM MNONoOXeHwWi nyHkTa 2 crtatbum 160 yactm | [paxnpaHckoro komekca Poccuiickonn denepauun
(CobpaHue 3akoHomaTtenbctBa Poccuiickoin depgepaummn. 1994, N 32, ¢1.3301; 2011, N 15, c1.2038).

10.7. MNevaTb opraHusaumm ¢ BocnpomaseneHnem FocyagapcTeeHHoro repba Poccuiickoin ®enepaunm OonxHa
cooTBeTCcTBOBaTb TpeboBaHMsIM, ycTaHoBneHHoiM [OCT P 51511-2001 "lMe4yatm C BOCMNPOW3BELEHNEM
MocynapcteeHHoro repba Poccuiickoin depepaunn. @opma, pasmepbl U TeXHUYeckme TpeboBaHus" 40,

a1 TOCT P 51511-2001 "Mevatn ¢ BocnpousBedeHneM [ocymapctBeHHoro repba Poccuiickoin denepaumnm.
®dopma, pasmepbl U TexHuYeckmne Tpebosanus". - M.: UMK N3p-Bo ctanaapTos, 2004, ¢ nameHeHmsimmn N 1-4,
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10.8. Meyatn u wTamnbl opraHW3auuyM W3roTaBAMBAKOTCS B KOMMYECTBE, HEOOXOLMMOM ANS1 OCYLECTBNEHUS
noapasaeneHnsMm opraHnsaummn n ee paboTHNKaMN BO3NOXEHHBIX HA HUX (OYHKUMA. PeweHne 06 narotoBneHun u
KONMNYEeCTBE 9K3EMMIAPOB MNevaTei W wWTamrnoB MPUHUMaET PYKOBOAUTENb OpraHu3aumu no npencrasneHunto
pykooamTens Cnyx6bl 4enonpon3BOACTBA OPraHM3auum.

Ecnn nevatb opraHnsaunm ncnonb3dyeTca B HECKOJ/IbKUX 3K3eMnnsdgpax, HOMep aK3emnngapa nevyatm yka3bliBaeTcs
B Knuwe ne4aTth npu ee N3rotoBneHmnn.

10.9. Tllevyatbio opraHM3aumMm 3aBepsloT MNOAJMHHOCTL MOAMWCA PYKOBOAUTENS OPraHu3auum u  WHbIX
YNOMIHOMOYEHHbIX UM NI, Ha OOKYMEHTax W KOMWSX OOKYMEHTOB B COOTBETCTBUM C MyHKTOM 2.49 [lpumepHoi
WHCTPYKLNN.

10.10. MNMeyaTtn 1 wTamnbl BblAOTCS AN UCNONb30BaHUS pa6OTHVIKaM, OTBETCTBEHHbIM 3a UX UCMNONb30BaHNE U
XpaHeHue nofn noanucb B XypHane yyeTta nevyarer M WITAMMOB. YyeT nevaten u wrtamnos opraHnsauunn sepget
Cny>K6a genonpoun3eoncTtea nnm nHoe nonpasgeneHne opraHnsalnn.

10.11. lMpu wncnonb3oBaHuu B paboTe neyatym W wWTaMnbl XPaHATCS B 3anupatollmxcs wkagax (cerigoax)
pPabOTHUKOB, OTBETCTBEHHbIX 32 XPaHeHWe 1 UCTIONb30BaHWe NnevyaTeli 1 WTaMros.

10.12. lNepepaya nevaTein M WTAMNoOB MOCTOPOHHWM NULAM He AonyckaeTcs. BblHOC nevyaTtein u wrtamnos 3a
npegesnbl OpraHn3aunm BO3MOXEH B UCKNIOYUTENbHBIX CyYasix Mo peleHnio pyKoBOACTBA OpraHm3auumn (Hanpumep,
npu NOANMCaHUN OOrOBOPOB).

10.13. Cnyx6a [enonpou3BoACTBa OpraHvM3auMn eXerofHo nposepsieT cobniogeHue paboTHMKaMU yCnoBuid
NCNOMb30BaHMA N XpaHeHNs nevyaTen 1 WTaMnoB B CTPYKTYPHbIX NOApa3aeNeHNsX opraHmsauun.

10.14. MNpuwenwmre B HErOOHOCTb W YyTpaTUBLIME 3HAYEHME MeyaTu K WTamnbl noanexar so3epaty B Cnyxby
JenonpovussoacTBa WM WHOE nogpasfenieHve, Ha KOTOpoe BO3/I0XEH Y4YeT neyaTel W wWTamnos, ANA
LEeHTPanM30BaHHOro YHUUYTOXeEHUS. leyaTn yHMUYTOXATCH MO akTy C COOTBETCTBYIOWEA OTMETKOM B XypHane
yyeTa neyaten v WTAMMOB.

10.15. ng obmMeHa anekTPOHHbIMKU LOKyMeHTamu nocpenctsom MO0 B opraHu3aumm AONXHbI UCNONb30BaTbLCS
yCUNEHHbIE KBANMPULUMPOBAHHbIE aNEeKTPOHHbIe noanucu. CocTtas AONXHOCTHbIX NvL M paboOTHUKOB OpraHn3aumu -
BnadenbLeB YCUNEHHbIX KBanUMUUMPOBaHHbLIX 3MEKTPOHHbIX MNOAMWUCERA OONXEH onpeaensaTb pPykoBOAMTESb
opraHusauuu.

10.16. lNpn nepenaye opraHnsaumen aNeKTPOHHbIX JOKYMEHTOB Ha 9NEeKTPOHHbIA agpec Apyron opraHusaumm, a
Takxe Ans obMeHa 31eKTPOHHbIMKM OOoKyMeHTamu nocpenctsom C3J1 B opraHmsaummn v ee nogpasneneHnsx MoryT
NCNOMb30BaTbCH YCUNEHHbIE HEKBANNMPUUNPOBAHHbIE SNEKTPOHHbIE NOAMUCKA W/WAN NPOCTbIE 3NEKTPOHHbIE NOANUCH
(Danee - aneKkTPOHHAs MOAMNWCb) B cooTBeTCTBUM ¢ PepepanbHbiM 3akoHoM oT 6 anpens 2011 r. N 63-d3 "0O6
3M1IEKTPOHHOW nognucn” 41,

HAdenepanbHblii  3akoH oT 6 anpens 2011 r. N 63-®3 "O6 anekTpoHHoi nognuck” (CobpaHue

3akoHopaTenncTBa Poccuiickoin denepaunn, 2011, N 15, ¢1.2036; N 27, ¢1.3880; 2012, N 29, ¢1.3988; 2013, N 14,
c7.1668; N 27, ¢1.3463, c1.3477; 2014, N 11, c1.1098; N 26, c1.3390; 2016, N 1, c1.65; N 26, c1.3889).

10.17. OnekTpoHHbIA AokymMeHT B C3JL, opraHu3aumv, MOAMNUCaHHbIA 3NEKTPOHHON NOAMWCHLIO, MPU3HAETCH
PaBHO3HAYHbIM [OKYMEHTY Ha OyMaxHOM HocuTene, noAnMCaHHOMY COOCTBEHHOPYYHOW MOAMUCHIO W UMeeT
O4MHAKOBYHO C HUM HOPUANYECKYIO CUNY NPU OAHOBPEMEHHOM COBOAEHNIN CNESYIOWMX YCOBUIA:

KNMOY MOAMUCU, OTHOCSIUMIACA K KOHKPETHOW 3NMEKTPOHHOW MOAMUCK, HA MOMEHT MOAMUCaHWS 3NEeKTPOHHOrO
LOKYMEHTa sIBNSeTCs AeNCTBUTENbHbBIM (LOCTOBEPHbIM), HE yTpaTWUA CUy (HE OTO3BaH);

noaTsepXaeHa Nnoa/MHHOCTb 3N1EKTPOHHOM NOANUCA B 9NEKTPOHHOM LOKYMEHTE;

aTa 1 Bpems co3gaHusi 3NeKTPOHHOM noanvcun 3agoukcuposarbl B COL;
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ANEeKTPOHHasA noanncb NCNoNb3yeTCcda B COOTBETCTBUN C YCTAHOB/IEHHbIM B OpraHn3aunn pacnpeneneHmem npasa
noaonncn OOKyMeHTOB MeXay AOO0NTKHOCTHbIMU nuuamn n pa6OTHI/IKaMI/I.

10.18. NeHepaumnio n XpaHeHMe KnoYen HekBanugumumposaHHoi 1 npocton SN B COL, nonxeH ocylwecTBnaThL
agmuHucTpartop C3 M.

10.19. Cny>K6a genonpoun3eoncTtea Uan MHoe nogpasneneHne opraHndaumm eenet yyet Knoyen ANEKTPOHHbIX
nognucer42 B cneumanbHOM XypHane. Bbloava MaTepunanbHbIX HocUTENen SﬂeKTpOHHOI7I noanucnm n nx sBo3spart no

NCTEYEHNMN CpoKa LeCTBMS OCYLWECTBASETCA MO NOANUCE paboTHUKA B XYypHarne.

42Buabl  9NEKTPOHHbIX MOAMMCEN, WCMNONb3YEMbIX B OpraHW3auMu, YCTaHaBAMBAIOTCS OpraHu3auvein wu
3aKpennaTCs B IOKAaNbHOM HOPMaTUBHOM akTe.

10.20. Co3paHvie naponei Lns NPOCTOV 3NEKTPOHHOWM MOAMUCU OCYLWECTBNAETCS B MOPSALKE, YCTAHOBNEHHOM
NIOKanbHbIM HOPMATUBHbLIM akTOM OpraHu3aunn, ycTaHasvBalowWwmM nopsnok akennyataumn COJL v ncnonb3oBaHus
3NEeKTPOHHbIX Noanucert npu paboTe ¢ AOKYyMEHTaMM.

10.21 Kntoy anekTpoHHOW noanucy, ucrnonb3yemoin B COL, sBnseTcs KOH(UAEHUMANbHON MHpopMaumnein n
3awmwaeTcs B COOTBETCTBMM C 3aKOHOAATENbCTBOM Poccuiickor denepaumu.

MpunoxeHue N 1

pekomeHayeMmblii obpasel

HavnmeHoBaHue opraHa
rocynapCTBEHHOR BNacTu

depnepanbHoe blogxeTHoe YTBEPXOAIO
yupexnaeHve HOupekTtop PBY
"HAYYHO-UCCJEOOBATENbCKUN "HanmeHoBaHue opraHnzauumn”
LEHTP "HAMMEHOBAHUE HNoanuce  1N.0. damunus

OPrAHU3ALNN" Hata

(dBY "HUL, ...")

NOJTIOXXEHUE

N

06 oTHene Hay4YHO-TEXHUYECKOW
VHpopmMaLumm

MockBa

1. O6Lwme NnonoxeHus

1.1. Otoen HayyHo-TEeXHWYeckon mHgopmaumm (panee - OHTU) aBnseTca camoCTOATENbHLIM CTPYKTYPHbIM
nonpasneneHnem ®BY "HanmeHoBaHWe opraHm3aummn”, oCylecTBASIOWMM NHPOPMALMOHHOE 0BCyXUBaHNE HAy4HO-
nccnenoBaTtenbCkmx U NPOEKTHbIX NoApasfeneHnin u opraHm3aunii Hay4HO-MeTOANYECKON MHApopMaLmen No Hayke n
Hay4HO-TEXHNYECKOW NONNTHUKE ...

1.2. OHTW BoarnaBnseTca 3aBenyloWMM U HEMOCPEACTBEHHO MOLYMHSAETCA 3aMecTuteno gupektopa PBY
"HavmMeHoBaHve opraHusaummn”, Kypupyouwemy gestensHocts OHTU.

1.3. 3aBepytownit OHTN Ha3HavaeTcs Ha AONXKHOCTb M 0CBOOOXAAETCA OT OOMXKHOCTU Nprkasamy gupekTopa
®bY "HaumeHoBaHve opraHusaumm" B COOTBETCTBUM C 3aK/NOYEHHbIM TPYAOBbIM OOrOBOPOM MO MPEenCTaBleHMUIo
3amecTtutensa aupektopa PBY "HanmeHoBaHve opraHusaummn”, Kypupytowero gestensHocts OHTA.
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1.4. OHTWN cocTouT M3 4YeTbipex CTPYKTYPHbIX MOApasfneneHnit: cekTopa MHAPOPMALMOHHOrO obecneyeHns u
BEAEHUS CMPaBOYHO-UHGOPMALMOHHOIO PoHAa, cekxTopa 3apybeXHol Hay4yHO-TeXHUYECKOoW UHdopMauun B cgepe
WHHOBAaLWIA, CEeKTopa 3NEeKTPOHHbIX PECypCoB Hay4yHO-TEXHUYECKOM WHJpOpMaLMM M pefakunoHHO-M3OaTenbckoro
cekTopa.

1.5. Peopranusauus v nuksmpaums OHTW npoeoaoutcsa npukasamm gupektopa PBY "HaumeHosaHve
opraHusauuu” ...

MpunoxeHue N 2

pekomeHayeMmblli obpasel

HaumeHoBaHuWe opraHa rocynapcTBeHHON BnacTu
depepanbHoe 610AXETHOE yupeXx AeHne

"HAYYHO-UCCNEOOBATENIbCKUWN LLEHTP
"HAMMEHOBAHWUE OPIrAHU3ALNAU"

(DBY "HUL, ...")

NMPUKA3
25 okT196psa 2017 T. N 125
MockBa

O co3paHum 3KCnepTHON KOMUCCUM
N yTBEPXAEHUM NONOXEHNS O Hel

B uenax ynyyweHus opraHusauuv OENOMPOM3BOACTBA WM apXUBHOIO XPaHEHWs OOKYMEHTOB, 06pasylowmnxcs B
nestenbHocTn @PBY "HanmeHoBaHune opraHusauun’, cobniopeHuns TtpeboBaHuii 3akoHopaTenbctBa Poccuiickol
®denepaumnm B cpepe apxmMBHOro gena ... npukasblisato:

1. Co3paTtb akcnepTHyto kommcentio PBY "HanmeHoBaHue opraHmnsaumm” B cocTaBe:

npeacenatenb - 3aM. reHepanbHoro agmpektopa ®@ammnus N.0.;

cekpeTtapb - nenonponssoantens @ammnusa N.0.;

yneHbl: HavanbHuk obwero otaoena Pamunus LN.O., 3amMecTuTeNnb 3aBEOYHOWErO MNAHOBO-3KOHOMUYECKMM
otnenom ®amunus WN.O., 3amectutenb rnasHoro Oyxrantepa ®amunus W.O., 3aBenyowmii OTOENOM Kagpos
damunng N.0., 3aBenyoWMin OTAENOM WMHHOBAUMOHHbLIX TexHonoruin Pamunns WN.O., 3aBenyowmini oToeNOM
aKCnepuMeHTanbHbIX uccnepgosanunin @ammnua N.0.

2. Y1BepaunTb MNMonoxeHne 06 aKCnepTHOW KOMUCCUM (MPUNOXEHNE).

3. KOHTpOJ'Ib 3a UCNnoJIHEHMEM MNpukKasa BO3/10XKUTb Ha 3aMeCTUTENA reHepasnibHOro ampektopa damnnns N.0.

OuvpekTop lMoanuce N.0. damununa
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MpunoxeHue N 3

pekomeHayeMmblii obpaseL

HanMeHoBaHuWe opraHa rocyaapCTBEHHOV BNacTu
depepanbHoe 6i04XETHOE yupexaeHne

"HAYYHO-UCCJIEQOBATE/IbCKUWU LLEHTP
"HAMMEHOBAHUWE OPIrAHNU3ALUN"

(®BY "HUL....")
PACMOPSIXKEHUE
N

MockBa
O nogroToeke
NPeLnoXeHUn K nnavy
HWNOKP Ha 2018 r.
B cBsi3u ¢ hopmmposaHmeM MnaHa HAOKP Ha 2018 ron, covHaHCMpyeMbiX M3 rocyaapcTBeHHOro broaxera:

1. PykoBoaouTtensiMm Hay4dHo-uccnegmosatenbckmx nogpasgeneHun (Pamununa N.0., damunna UN.0., damnnusa
N.0., ®ammnng N.0.) noarotoBuTb 1 NPEACTaBUTb YY4EHOMY cekpeTapto npeanoxenus k nnaHy HUOKP Ha 2018 ron
B cpok go 15.06.2017.

2. YyeHoMmy cekpeTtapto (Pamunua U.0.) obecneunTtb chopmupoBaHue npoekta nnaHa HAOKP Ha 2018 rog,
(PUHAHCMPYEMBIX M3 rocyAapcTBEHHOro 6roaxeTa, B cpok fo 01.07.2017.

3. KOHTponb 3a MCNONHEHMEM PacnopsiXeHUs BO3MOXWUTb Ha 3aMecTUTens AMpekTopa Mo HayyHoil paboTte
damunusg N.0.

OupekTop lMognucs N.0. damunng

MpunoxeHue N 4

pekomeHayeMmblli obpasel

HanMeHoBaHWe opraHa rocyaapCTBEHHOV BNacTu
depepanbHoe 604XeTHOE yupexaeHne

"HAYYHO-UCCJEOOBATE/IbCKUW LEHTP
"HAMMEHOBAHWUE OPIrAHU3ALNN"

(PBY "HUL...")

NPOTOKON
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MockBa

3acefaHus onpekumm
Mpencenartenbcteytowmin - @amunnsg N.0.
CekpeTapb - @amumnus N.0.

MpucytcTBOBaNU: 17 4enoBek (CANCOK npunaraeTcs)

MNOBECTKA OHA:

1. O Mepax no peanuaauun dpeaepanbHOA LLeNeBoin NporpaMmsi ...

Hoknap 3amectutens gupektopa ®ammnus N.0.

2....

1. CTYWANWU: MeTtpos IN.1. - TekcT goknana npunaraeTtcs.

BbICTYTMUIIN:

damunua U.0. - kpaTkas 3anucb BbicTynneHns. @ammnus N.0. - kpatkas 3anncb BbICTYNNEHNS.
PEWWNN: (MOCTAHOBWIIN)

1.1. CchopMupoBaTtb BPEMEHHbIE TBOPYECKME KOMNEKTUBBI MO peanu3auuv NpoekToB goenepasbHOV LeneBoi
nporpammsi ...

1.2. MoAroToBWTL M YTBEPAMTL NNaHbl paboThl MO NPoekTam goeaepasnbHO LeneBoli Nporpammel

2.
MpencenatenbCTBYOWMIA lMoanuck N.0. dammnus
CekpeTapb lMoanvck N.0. dammnus

Mpunoxexue N 5

pekomeHayeMmblin obpaseL

HavnMeHoBaHWe opraHa rocyaapCTBeHHON BnacTum
®denepanbHoe 6l04XeETHOE yUpexaeHue

"HAYYHO-UCCJIEOOBATE/IbCKUW LEHTP
"HAMMEHOBAHWUE OPIrAHU3ALNA"

(®BY "HUL,...")

MPOTOKOIJI

MockBa
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CTpaHunua 66

OnepaTyBHOrO COBELLAHUS
y 3aMecTUTens aupekTopa LeHTpa

3amecTutenb aupektopa - Pamunusa N.0.
Cekpetapb - ®amumnusa N.0.

MpucytcteoBanu: ®amunma N.0., Pamunua N.0., Pamnnus N.0....

1. O6 opraHusaumu obcnenosanHusa no teme HAOKP ...

(Pammnusa N.0.*, damnnma N.0., Pamunng U.0.)

1. YcTaHoBUTb, 4TO ...
2. PykoBoamTenio Tembl (Pamunms MN.0.) obecneuntb KOHTPONb ...

2. 06 yyactun B 3acenaHum paboyeii rpynmnbl o ...

(Pamunusa N.0.*, damununsa N.0., Pamunns N.0.)

1. MoaroToBuUTb K 3aceaaHuio paboyeit rpynnel MaTepuans o ....

3amecTtutenb lNMonnucek nN.O. ®amnnus
anpekTopa
CekpeTapb lMoanvck N.0. damunns

* I'IepBO|7| yKa3blBaeTc4 cpanmvm N nHMumanbl OCHOBHOIo AokKJjiagynka, 3aTeM - q)aMI/IJ'II/II/I n nHnuumanbl nuu,

y4yacTtBOBaBWMX B OﬁCY)K,D,eHI/II/I BoOnpoca.

MpunoxeHue N 6

pekomeHayeMmblii obpaseL
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HanmeHoBaHue opraHa rocynapCTBEHHOM PekTopy
BlacTu (HaumeHoBaHwue yyebHoro
3aBeneHns)
depepanbHoe 6l0aXeTHOE yyYpexaeHne damunng N.0.
"HAYYHO-UCCNEOOBATEJ/IbCKUWA
LEHTP "HAMMEHOBAHUE MouToBbIN agpec
OPIrAHU3ALMUN"
(®PBY "HUL...")

JleHuHckuin npocn., .83, Mocksa, 117296
Ten. (495) 934-23-23; Ten./gakc (495) 718-
30-23
e-mail:mail@techno.ru;
http://www.innovation.ru
OKT10 02842709; OI'PH 1027700380724;
WMHH/KTIIM 7708033109/771001024

30.08.2017 N 01-22/345

Ha N oT

O6 yyacTun B aHKeTUPOBaHMK

YBaxaembin Mmsa, OTuyecTBO!

I"IpeunaraeM Bam NPUHATDE Yy4YacTune B aHKeTUpOoBaHUU 06pasoBaTeanb|x opraHmsaumVl, ocylwecTBnAaowmnx
noAaAroToBKy crneunanncToB Mo MHXEeHepPHbIM cneunanbHOCTAM.

AHKEeTMpOBaH/We NpPOBOAUTCS Hamy B Uensx cbopa WMHopMauMm O By3ax, BbiMycKaloWMX CreuManmMcToB
HeobOX0AMMbIX HaM creumanbHOCTelN, KOTOPbIX B JanbHEMWeM MOXHO 6bino 6bl mpuBnekaTtb ONS NPOXOXAEHUS
NPON3BOLACTBEHHOW NPaKTUKW 1 MOMOJHEHWS WTaTa creunanicToB Ha NPeanpPUsSTUSIX oTpachnu.

3anofiHeHHYI0 aHKeTy NMPOCUM BbicnaTh B HaW anpec.

Mpunoxenune: AHkeTa Ha 2 n. B 1 aKa.

C yBaxeHuem,

JwvpekTop A.T.H.,
npodeccop loanuck N.0. dammnus

dammnus, nMsl, 0THECTBO, peddepeHT ampekTopa (495) 934-23-23; mail@techno.ru

MpunoxeHue N 7

pekomeHayeMblin 06paszel
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HaumeHoBaHve opraHa rocynapCTBeHHOA
Bnactu

®enepanbHoe OIOAXETHOE yYpex AeHne
"HAYYHO-UCCNELOOBATEJIbCKUA
UEHTP "HAMMEHOBAHUE

OPIrAHU3ALMN"
(PBY "HUL....")
AKT

05.08.2017 N5
MockBa

NpoBEPKN TEXHNYECKOro COCTOAHUA
OPrTexHnKun

OcHoBaHue: npukas ®BY "HUL ..." ot 30.07.2017 N 89 "O npoBepke TEXHUYECKOro COCTOSHUS OPrTEXHUKM,
MCMoNb3yeMoi OTAeNI0OM genonponssoncrea”.

CocTtaBneH: 3aM. HavanbHuMKa MWHMOPMaUMOHHO-TEXHMYeckoro otaena ®ammnamng W.0.; HavyanbHMKOM
aAMUHUCTPATMBHO-X03SCTBEHHOM cnyX6bl @amunus M.0., 3aB. otaenom genonpoussoactesa Pammnus U.0.

B xone npoBepky TEeXHMYECKOro COCTOSIHMA OPrTeXHWKW oThena AenonpomssoacTtsa, nposeneHHon 04.08.2017,
YCTaHOBJEHO ...

MpoBepkol NpU3HaHbl HENPUIro4HbIMK ANS 3KCMAyaTaLun:

lMonnucek nN.0. damnnus
lNoanuvcek N.O. damunus
lMonnucek nN.0. damnnus
Mpunoxenue N 8
pekomeHayeMmblin 0bpaseL
OTOEN OENOMPOM3BOOCTBA IOunpekTtopy ®BY "HAL] ..."
damnnus N.0.

JOKNAOHASA 3AMNCKA

10 okT96ps 2017 r. N 35

06 yBenuyeHUn WTaTHoM
YMCIEHHOCTW NnoapasfeneHus

YBaxaemsblin Vima OtyecTtBo!

B cBS13M CO 3HAUMTENBHBIM yBENN4YEeHNEM 06bemMoB o6pa6aTb|BaeM0|7| KoppecnoHaeHUMn, nocTynatowen B CBA3n C
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npowy Bac wu3bickaTb BO3MOXHOCTb YBENWYUTb WTATHYIO YUCNEHHOCTb OTAEeNna Ha OfHY [ONXHOCTb
crieunanucTa 2-i kateropum.

C yBaxeHuem,

3aB. oTOenoMm lMonnucek N.0. damnnus

MpunoxeHue N 9

pekomeHayeMmblli obpasel

Komy: PykoBoauTtensim ynpaeneHuin n otaenos

O1: ®amunus N.0., pyKoBoAMTENb aAMUHUCTPATUBHO-XO3SACTBEHHO CNy XO6bl

Hara: 17 anpensa 2017 r.

Tema: Nopaya 3a8BOK Ha aBTOTpaHCNopT

CNY>XEBHA4 3AMNMUCKA

B uenax nosblweHNs addEKTUBHOCTA MUCMONb30BAHNSA M COKpALWEHUs NPOCTOEB aBTOTPAHCMOPTHbLIX CPeacTB
LeHTpa npowy pykoBoAUTEnein noopasfnefeHnin nogasath 3asiBKM Ha aBTOTPAHCMOPTHbIE CPeAcTBa He no3gHee
15:00 oHg, NpealwecTByOWeEro noesake.

Pykosoantenb agMUHUCTPATUBHO- N.0. dammnng
XO3AACTBEHHON CNyXObl

8.

9.

Mpunoxenue N 10

anMeprlﬁ nepeydyeHb yTBepXxagaembiX 0OKYMEHTOB

. AKTbl (MPOBEPOK, PEBU3NWIA; CMUCAHWNS; 3KCNEPTU3bI; TMKBUAALNN OpraHn3aumi).
. Fpadpuky paboT, OTNYCKOB, CMEHHOCTN.

. MHCcTpyKumnn, BONXHOCTHBIE MHCTPYKLUUN.

. KnaccndpukaTtopbl uHdpopmaLmm, [OKYMEHTOB.

. MeToanyeckne pekomeHpoaunm, MeToanyeckmne ykasaHmsa n METOAUKMU.

. HomeHknatypa nen opraHunsauuu.

. HopMbl 1 HopMaTuBbl (BpEMEHW, YNCNEHHOCTU PABOTHNKOB, PACcX04a Cbipbsi 1 MATEPUANOB, ANEKTPOIHEPT UN).

Onucwy gen (NOCTOSIHHOrO, BPeMeHHbIX (CBbllwe 10 NeT) CPOKOB XPaHEHWS 1 MO MYHOMY COCTaBy).

MepeyHn (LONXHOCTEN, OpraHn3aumnii, BULOB MHCpOPMALUK, LOKYMEHTOB).

NC «TexakcnepT: 6 nokoneHne» NHTpaHeT



06 yTBepXAeHUY MPpUMEpPHO NHCTPYKLMM MO AeN0NPOoM3BOACTBY B FOCY LapCTBEHHbIX OpraHn3aumnsax CtpaHuua 70
lNpuka3 PocapxuBa oT 11.04.2018 N 44

10. Monutumkw.

11. MonoxeHunsa (0 nogpasneneHusix, NPeMnpoBaHnmn, atTectauum).
12. MNopsaakw.

13. Npasuna.

14. PernameHTbl (B TOM 4YniCne pernameHTbl B3Hec-npoLeccos).
15. CtaHgapTbl opraHvsauuu.

16. YcTasbl.

17. YHudpunumpoBaHHbie (0OpMbl LOKYMEHTOB.

18. lTaTHoOe pacnucaHue.

Mpunoxexne N 11

MpuMepHbIN NepeyeHb AOKYMEHTOB, 3aBepsieMblX NeyaTbio OpraHu3auum

1. ApxmBHas cnpaska.

2. AKTbl (Mpuema 3aKOHYEHHbIX CTPOMTENBCTBOM 06BHEKTOB, 060PYAOBaHMS, BbINOSHEHHbIX pPaboT, crnucaHus,
3KCNepTu3bl).

3. Konum n Bbinuckn 13 OOKYMEHTOB, BblaaBaeMmbiX 04 npencrtasneHnd B gpyrine opraHmnsadunn.

4. Ob6pasubl OTTMCKOB Mnevarterr u noanuceir paboOTHUKOB, MUMEOWMX NpPaBo CcoBepwaTtb OUHAHCOBO-
XO034MNCTBEHHbIE ornepaLuu.

5. MopyyeHns (6tooxeTHble, BAaHKOBCKUE, MEHCUOHHbIE; MnaTeXHble, WMHKAaccoBble B OaHK Ha MosyyYeHue
WHBAMKOThI CO CYETOB, NEPEBOL BaNIOThI).

6. NMpencTaBneHns n xopatancTea (0 HarpaXXAeHUW rocyapCTBEHHbIMU HAarpagammn 1 NPemMmsiMm).

7. PeecTpbl (4eKOB, NMOPYyYeEHWit, NpeacTaBnsembix B 6aHk).

8. CnpaBkn (0 moxomdax (OU3NYECKWUX Nnu, O BbiNjaTe CTPaxoBbiX CyMM, O 6anaHCOBOV CTOMMOCTU OCHOBHbIX
(POHA0B, MO NEPCOHNPPULMPOBAHHOMY y4YeTy, 0DOPMIIEHNIO CTPAXOBbIX CBUOETENbCTB, MO 3anpocaM opraHu3auui,

Nno [OKYMEHTaM, NPefoCcTaBNseMbIM B Cy 4, - N0 HEOOXOAUMOCTW).

9. YnocTtoBepeHus paboTHMKOB.

Mpunoxenne N 12

anIMeprIﬁ nepeyeHb HeperucTpupyembixX BXoAsILLLUX JOKYMEHTOB

4 Ecnn yKa3aHHble OOKYMEHTbI NOCTYNUAn ¢ conpoBoanTe/ibHbIM MACbMOM, NMNCbMaA PErMCTPUPYIOTCA B Nopsnke,
yCTaHOBJ/IEHHOM VIHCTDYKLI,VIGVI no genonpon3sBoacTBy opraHmnsaunn.
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1. AHKeTbl (pe3stomMe), HanpaBnseMble B LLENSX TPyAOyCTPOUCTBA.

2. byxrantepckue [poOKyMeHTbl (Byxrantepckas OTYETHOCTb, CYeTa, CyeTa-(pakTypbl, akTbl CBEPKU
B3anMMopacyeToB, akThl MPUEMKU-NEePenayn OCHOBHbIX CPEACTB, TOBAPHbIE HAaKNaaHble).

3. TOCThbl, TexHMYeckne pernameHTbl, pykosogswme n gpyrne AoKyMeHTbl N0 TeXHNYECKOMY perynmpoBaHuio 1
CTaHgapTusaunn.

4. padukn, Hapsiabl, 3asiBKWU, pa3HapsaKU.

5. [lokyMeHTbI (MPOEeKThbl HOKYMEHTOB), Tpebytowmne noanmcaHuns (CornacoBaHus, yTBepX AeHNs) 1 Nocnenyowero
BO3Bpara.

6. KoHkypcHas nokyMeHTaums.
7. HayuHo-TexHnyYeckas 1 npoekTHas JOKyMeHTauums.
8. KoppecnoHaeHuus, agpecoBaHHasi paboTHUKAM OpraHnu3aumm ¢ noMeTkom "JNinyHo".

9. MevaTHble M3maHMs (KHUMKW, XYypHanbl, raseTbl), Katanoru, TEexXHUMYeckas nuTepaTtypa, TemaTuyeckue u
cneumnanbHble COOPHMKM, MnakaTbl.

10. MoagpaBnTenbHbIe NUCbMa 1 Tenerpammbl, 61arogapCcTBEHHbIE NUCbMA U Tenerpammbl, NpUrnacuTenbHole
ouneTbl.

11. MNMpenckypaHThbI.

12. MpurnacuTtenbHble 6UNeThl, NPUrnaweHns.

13. lNporpamMmbl KOHPEPEHLWIA, COBELLAHWNIA.

14. PeknamHble Matepuarsbl (MMcbMa, TMCTOBKYW, MPOCMEKThI, BykneTol).
15. YyebHble nnaHbl, Nporpammbi.

16. ®opmbl 1 BnaHkn, B TOM Yncne hopMbl CTATUCTUHECKOW 1 UHOW OTYETHOCTM.

ONEKTPOHHbIN TEKCT OOKYMEHTa
noarotoeneH AO "Konekc" n ceepeH no:
OdhuumanbHbll NHTEpPHET-NopTan
npasoBO MHGPOpMaLUK
www.pravo.gov.ru, 20.08.2018,

N 0001201808200001
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