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KYMEHT.
ABTOp JIOKyMeHTa — HU3MYECKOE MIIH IOPUIHYCCKOE IO, CO3MaBIIee NOKY el
) a o '
braauk moxymeHTa — HabOp PEKBH3MTOB, WIAECHTHQHMUHUPYIOLIHX aBTOP
(YMEHTA. 3
MICLMEHHOT0 J0KYMEH ) -
Buj 1o0KyMeHTa — OPUHAIE)KHOCTh JOKYMEHTA K ONpEAEsICHHOM IpyIie JAOKY
NpU3HAKaM COACPIKaHUA U LIEJEBOr0 Ha3HAYECHHUS. ., i
JIeno — COBOKYNMHOCTh AOKYMEHTOB MJIM OTHEIbHEIH JOKYMEHT, OTHOCSIII
BOIIPOCY HJIM Y4acTKy nesrenbHocTh MAY IO « ITI . e
Jlenonpou3BOACTBO — NEATENBHOCT, obecneynBaiolas co3anie opuImall
MEHTOB ¥ Oprasi3auuio pabotel ¢ HUMH B MAYJIO «JTILITUy.

C HOMEHKJIaTypoH ae.

JloxymenTuposanye — buxcarus HH(popMaIuy Ha MATCPHANIBHEIX HOCHTENSIX B YCTaHOB-
JICHHOM MOpsiaKe.
,Z[oxymemoo60p0'r — ABHIKEHHE NOKYMEHTOB C

HC COAEPIKATH TOBApPHOI'0 2HAaKa.

Homenxnarypa nen — CHCTCMATH3HPOBAHHEIA IIepeYeHs HaHMCHOBAHWH 1€, Gopmupye-
MBIX B MAY IO «ITILy, ¢ YKa3aHHEM CPOKOB X XpaHEHHS.

Obpaiuenue rpaynanuna — HallpaBneHHoe B MAY IO «ITI» B ITHCBMEHHOH GopMe win

B ()OpMe 371eKTPOHHOTO AOKYMCHTA IPEIUIOKEHHE, 3asIBIeHHE HITH Kanoba, a Takke ycTHOe 06-
pamerue B MAY 1O «JITI1ly.

1 CO3MaHHBIX UM 3a OIpeaeIe HHE [IEPHOL,

Odopmienne AOKYMCHTa — MpPOCTaBNCHHE HEOH
[IPaBHJIaMH TOKYMEHTHPOBAHHS.

[Tonnuuuuk JOKYMEHTa —

XOIHMBEIX PCKBH3HTOB, YCTAHOBJICHHEIX

JIEMEHT O(hOPMIIEHHSA JOKYMEHTA.,

— 3HaK, u3o0paxeHue KaKOH-HHOY/Ib BEIUM HIIH KHBOTHOLO JUL1 0003HAYEHHUS Ka-
4ECTBA Npe/mera,

Cny>xeOnplii AOKYMEHT — OHIHANBHEIH 10K

YMCHT, HCIIOJIb3YEMEIH B TEKYIIEH NesaTeNb-
HOCTH MAY IO «ITIIy» 1 BKJIFOYEHHBIH B €ro JOK

YMEHTO0000pOT.

YI' APYTHX; CPENCTBO MHANBH,/YAlH3ALHHU po-
THOCATCA 3aKOHOM K HMHTEILICK [YanbHOH COO-
4 MOTYT OBITh HCIONB30OBAHEI 3apErHCTPHPOBAHB]

AYKLHH, HCKIIOYHTENBHbIE NpaBa Ha KOTOpoe o
CTBEHHOCTH. B kauecTge TOBApPHOI0 3HaK
C/IOBECHBIC, N300pa3uTENbHEIE, 00BEMHEIE,

YHU(OHIHpPOBaHHAS (bopma noxymen

TCJIBHOCTH 3aJlauyaMH u PACIIOJIO)KEHHBIX B O[1

PCACICHHOM MOPSIAKE HA HOCHTE e HH}OpMaum,
®opmupoBanue nena —

[PYNIIHPOBKA HCITOJIHECHHEBIX AOKYMEHTOB B IIEJIO B COOTBETCTBHH
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GapieHHs B TOANHCAHHBIE (YTBEPXKIEHHBIE)

DYyMa: HTEIE. )
eHTOB Ha OYMasKIlOM HOC NI,
’ 3.5. Jlns co3janmst JOKYMEHTOB, OTP@KAIOWMX CHELHPUKY AesTeNbH pyI

MOT'YT HCIT0JIB30-
npaznenenuiit MAVIIO «ITII», n ynpaBneHus IaHHBIMH JOKyMEHTaMH yT
110

AIAOHHBIE CHCTEMBI.
cst Apyrue HHPOPMALHO THBIX JIMCTAX
36, Toxysenst MAYJIO «ITIII» obopisioTes Ha GRaRKax wii cTarzap

x297 MM).
6ymaru ¢opmata A4 (210 |
3.7. Jnsa n3rotosienus pokyMentos B MAY/JIO «ITII» ucnonn3yiores:
— OnaHk nplika3a (pacropspiKeHHs); | a9,
6J1aHK IHChMa JIJI BeACHUS IIEPENUCKH ¢ OpraHH3aluUaMH U rpakaaHaMH, HaxoasLl
iickor Denepaluy. .
cs Ha TeppuUTOpUU POCCHHACK L4
ITo pemenuto pykosogutens B MAVJIO «ITII» moryT ucnonp3oBarbes Apyrue 0a
npo-
OJlaHK THChbMa PYKOBOJHMTE/IS OPraHM3alMH HIIM HHOTO YIOJHOMOUYEHHOIr0 UM JiMla, OJadK 1p
TOKOJIa, OJ1aHK MUCHMa CTPYKTYPHOIO NMOJpa3ae/ie s,

Y ThCA
Jnst opopmnenns pezontounit Ha noxymente B MAYJIO «JITLLIy MOI'YT MCII0JIb30Ba
OJIaHKH pe30JIIOLIHH.

TCS
3.8. IIpu u3naHUM NOKYMEHTOB Ha CTAHAAPTHRIX JIHCTAX OyMary Ha HUX BOCIPOH3BOAS
PEKBM3HTEI, HEOOXOIMMBIE IS IOKYMEHTOB KOHKPETHOTO BHJA MJIH Pa3HOBHIHOCTH.

3.9. Ha 6n1aHkax 1OKYMEHTOR BOCIIpOM3BOAHTCS aMbieMa MAY [0 «JITLL». :
3.10. TpoexTnpoBanne 61aHKOB KOKYMEHTOR ocywectBasercs B coorerctsun ¢ [OCT

3.11. Bnanku AOKymMeHToB MAY IO «JITIL» n3rotapius
CPCACTBAMM ONCPATHBHOM nonurpadgun wmm KOMIBIOTEPHOM TEXHUKH.

3.12. JlokyMeHTE] H3TOTaBMUBAKOTCS Ha OyMaXkHOM HOCHTeNZe M B hopMe 3NEKTPOHHBIX
JIOKYMCHTOB C CODJIIONCHHEM YCTAHORIEHHEIX PaBHJI O(OPMIIEHHS TOKYMEHTOB.,

3.13. JJoxymeHTE! MAVYJIO «JITIy, opopMieHHBle Kak Ha Onauke, Tak u Ge3 Hero,
JDOJDKHBI HMETH ITOJIS HE MeHee:

— nesoe: 20 MM (pexomenayercs — 30 MM);

—npasoe: 10 MM (pexomennyercst — 15 MM);
— BepxHee: 20 Mm:

— HHKHee: 20 mMM.

3.14. JloxyMeHTBI, M31aBaeMble COBMECTHO OIHOH MM HECKOIBKHMM OpraHH3anHsIMH,

ohopMIIAIOTCH HA CTaHJApTHBIX JHCTaxX OyMaru c BOCIIDON3BELACHHEM DEKBHU3IHTOB BCEX OpraHu-
3allMH, YYaCTBYIOIIHX B H31aHHH J1OKYMEHTA.

3.15. Ilpu noarorosxke AOKYMCHTOB JOITYCKA€TCS MCIOJB30BAHHE
CTOPOHBI JiCTa. [Ipn aBycTOpoHHEM cO3nmanum JOKYMEHTOB LIHPHHA JIe

AIOTCA THIIOrpa(ckum criocobont,

JIMOEBOH H 060pOTHOII
BOI'0 ITOJIA HA JIMLEBOMH

MOro oprannsanuei. Pasmep wpngra — Ne 12—14 nr.
[Ipumeyanue: Pasmep mpupra (Keryb) Hamepsiercs B MyHKTaX (point); OANH MyHKT paBeH
1/72 motima, unu 0,376 mm (cokpameHnue: "pt").

[pu cocraBnenun Tabmumn gon

YCKACTCA MCIONIb30BaHHE WIPH(TOB MeHb iU
Ne 10, 11 nr.

X Pa3MepoB —

3.19. Texer moxymenra nevyaraercs ye
MCHTa BBIDABHHUBACTCS I10 LIIMPUHE JTHCTA.

MHOTOCTPOYHEIE pekBH3HTE] [eYaTaroTCs

pe3 1-1,5 MexcTpounsx HHTepBana. Texcr moky-

b
HCpE3 ABa HHTEpBaJia.

WnTeppan mexny OYKBAMH B C1OBaX — OOGBIYHKL
Wurepsan mexcny crnopamu — OMH npobe.

Crpoxu pexBH3HTOB BBIDABHHBAIOTCS 110 JIEBOIL T
HUTH LIEHTPYIOTCSl OTHOCHTENBHO caMOit JUTHHHOI CTPOK

Hnuna camolt amuuHOIN
He OoJiee 75 MM,

PAHHLC 30HBI PACIOJIOKEHHs PEKBI3HTA
H.

TPOKH DCKBH3HTAa NIPH YIJIOBOM pPacroONOXKeHHH PEKBH3HTOB

He 6onee 120 MM,



ccaT», «3aroJioro
I Inpﬂd)‘l()M peKBH3HIbI «aap 2 K
noJny>XUpHb M
BHIAEIATD y

eKCTA.
arMEHTBI T 5
», a TAKXKe OTICIBHBIC dp efTOB ODOPMISIETCS THTYJIBHBIH JIHCT.
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3.20. Jlonyckaercs
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X s O
3.22. CocTaB PEKBH3MTOB, HCMOJB3YEMP

-pacnopsan
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’ eif IHCTP
a) sM0s1eMa (B COOTBETCTBHH C ITYHKTOM 3.9 HacToAI

6) xox (GopMBI JOKYMEHTA,
B) HaUMelOBaHUE OpraHu3auHy,;

r) HAUMEHOBAHHE CTPYKTYPHOro MoApasAe/ICHI,;
1) HAUMEHOBAHHUE JO/DKHOCTH JIHLA,

e) CIIpaBOYHBIE NaHHBIE 00 OpraHHU3alHH;

XK) HAUMEHOBAaHHUE BHJIa IOKYMEHTA,

3) nara JOKYMEHTa,

M) pericTparuoHHbIH HOMED TOKYMEHTa, PITER—.
K) CChIJIKa Fa PErucTpaldOHHBIH HOMEp H JaTy [TOCTYTI

JT) MECTO COCTaBIeHHUS (M31aHHs) JOKYMEHTa,

M) rpu¢ OrpaHHYEeHHs JOCTYyNa K JOKYMEHTY,

H) azpecar;

0) rpu( yTBEP)XAECHHUS NOKYMEHTA,

I1) 3aroJIOBOK K TEKCTY:

p) TEKCT NOKYMEHTa,

C) OTMETKa O IIPHJIOKEHHH,

T) rpud cornacoBaHus JOKYMEHTa;

y) BU3a;

¢) noanuce;

X) OTMETKa 00 3JIEKTPOHHOM TOJIHCH;

I1) 1eYarTs;

4) OTMETKA 00 MCIIOJIHUTEE;

III) OTMETKA O 3aBEPEHHUH KOIIHH;

1I[) OTMETKA O IOCTYIUIEHUH NOKYMEHTA;

BI) PE30JTIOLIHSA;

3) OTMETKA O KOHTPOJIE;

10) OTMETKa O HalpaBJIeHHH JOKYMEHTA B 110,

3.24. bnank npukasa (pacnopskeHus) MAVY 10 «ATUI» momkeH BKIIOYATE PEKBH3HTHI:
— HaMMEHOBAHHE OpraHU3al|H;

— HAaWMCHOBaHKE BU/Ia I0KYMEHTA,

— OTMETKH IJIA PasMEIUEHHUsS PEKBU3HTOR «1aTa COCTaBIICHUS AOKYMEHTay, «peructpali-
OHHBIH HOMEp TIOKYMEHTAY).

— OMOJIEMY (B COOTBETCTBHH ¢ MyHKTOM 3.9 HacTosmei Uuc

BH3UTAMH OPraHH3alUH €HHBIH 6JI0K.

2.28. Kox ¢opmsr noxymenra [TIPOCTABJIACTCA HA YHU(DUIIHPOBAHHEIX (hopMax JOKyMEeHTOB
B COOTBETCTBHH ¢ OOepoccuiickum KJIaCCH(pHKATOPOM  ympaBneRYecKoii JOKYMEHTALUHU
(OKY D) nnu noxansHbmM KJIACCH(DHKATOPOM, pacroaraetes B [MPpaBOM BEpXHEM yriy pabodero
[IOJIT TOKYMEHTA, COCTOHT H3 CJIORB «Popma 110 (HaumMeHoBaHHe KIaccu(HKkaTopa)» @ [H(DPOBO-

BAaCTCs IIOJTHOE OQHIHANBHOE HAUMEHOBAHKE IOPHIAMYICCKOTO JIHLA C YKa3aHHEM ero OpraHu3sa-
HHOHHO-TIDABOBOH (OPMBI, Hal HAHMEHOBAHMEM OPTaHH3alliH YKa3bIBACTCsi HAMMEHOBAHHE
BBILICCTOSIEH Opranu3aunu (Ipu ee HAIM4KH), 10 HAUMEHOBAHUEM OPraHu3aLMUy B CKOOKax
YKA3bIBACTCs COKPAIEHHOE HAUMEHOBAHHE OPTaHH3ALHH, €CIIH OHO IIPENYCMOTPEHO Y CTaBOM.
3.30. HaumeHoBanue CTPYKTYPHOTO MOApa3’feneHus (B TOM YHCIe bunuana, oraenenus,
HIPCACTABUTENBCTBA, KOJLIETHAIBHOTO, COBCIIATCIBHOIO MM HHOTrO OpraHa) yKa3bIBaeTcs
B Oankax macem u 61ankax KOHKPETHBIX BHAOB NOKYMEHTOB, H31aBAEMELX COOTBETCTBYIOIUMH
IOAPA3NCIICHUSIMH B COOTBETCTBHH C JIOKQJIbHBIMH HOPMATHBHBIMH aKTaMu MAYIOO «JTI1y.
Hanx Haumenosanuenm CIPYKTYPHOTO NOZApasfenenus ykaspipaeTcs HaHMCHOBAaHKC OpraHu3ar,

YbHM (I)HJIPIEUIOM, OTACNIECHHEM, [IpeacT dBHTCJIECTBOM, KOJLIEr HAJIbHBIM HJIHA COBCLOATEIILHBIM Op-
['AHOM JIaHHOe [HOoApaselieHue ABJISCTCH,

3.31. HanmenoBanue nomxaocTw IHlla HCIOJB3YeTCS B OIaHKaX ITHCEM JOJDKHOCTHBIX
JIMIT H pacrionaraeTcs 1o HaHMEeHOBAHHEM MAY 1O «ITI1y.

3.32. CnipaBouHbIe qaHHEE 06 OPTaHH3aLHK YKa3bIBAIOTCS B OJAHKAX HCEM I BKJIIOYAIOT:
OYTOBBIH anpec MAY IO «JITIy (ZONIONHUTETBHO MOJKeT YKa3bIBaTBCs aapec MECTa HAXOM:-
ACHHS IOPHIAHYECKOTO JIHA, €CJIH OH He COBMAZACT C MOYTOBBIM aapecoM); HOMeEpa Tesie(poHOB,

[PCANPHATHH U OpraHH3aLiuii (OKIIO), ocHoBHoI1 FOCYNapCTBCHHBIA PETrUCTPALMOHH B HOMEp

opranusaunn (OI'PH) u UACHTH(DHKALUOHHBII] HOMED HAJIOTOIIATENBINMKA/KO IPHYHHEI [10-
CTAHOBKH Ha HAJIOTOBBIN yuer (MHH/KTIIT).

3.33. HaumenoBanue BHJa JOKYMEHTa YKa3BIBACTCSI HA BCex AOKYMEHTAX, 3a HCKIIOYCH-

CM IENOBEIX (Ciy)KeOHBIX) [IHCEM, pacronaraeTcs Mmoj HaHMEHOBAHIEM Opranu3auuyu (CTpyk-
TYPHOro nmojpaszneneHus, JOJDKHOCTH).

3.34. Tata nokymeHTa n0MmKHa COOTBETCTBOBATh NATE IMOMIMHCAHUS (YTBEpXKIEHMS) IOKY-
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M3 IBYX CIOCOOO0. _—
xoii: 01.
— apaGeknmu nudpamu, pasaeneHHbIMH TOY

— : 2019 .

CHOBeCHO-HI/l(l)pOBbIM criocoboMm: ] CCHTﬂ6pﬂ R O —
H JOKYMCHTax O(l)OpMJIHCMbI‘{ Ha OyaHKe, JaTa JAOKYN

a & ) HTa NPOCTaBJIACTCS [Haj

ymeHTay (B OJIAHKAaX KOHKPETHbx
HOM TI0JIe PSIOM C PEKBM3HTaMM «HaHMEHOBAHHC puaa JAOKYM - Olfr s—- do—"
. HBIE aH
BIJIOB JOKYMENTOR) M IOJ PeKBII3UTaMH «crpaBoyHbIe AaH aH

2019;

nuceMm).
JlaToii moKyMeHTa, H3JaHHOT

HBIMH JIHLIAMH ), SIBJIIETCA JaTa oAl
3.35. PerucTpanuoHHbIH HOMEp NOKYMEHTA —

THGHUKATOP HOKYMEHTAa, COCTOSIIHA H3 TOPAAKOBOTO HOMep:ﬁH

peramnio MAVJIO «ITII», MoxeT AONOTHATBCA i POBHIMHU

MKaTOPaMH.

STBHII C UCIIOB3VEMBIMH KJIACCH(

cCaMH) B COOTBETCTBHI ; g u Bojiee OpraHu3alMsIMu, IPOCTABISIOT-
Ha noxymeHTe, COCTaBI€HHOM COBMECTHO ABYM

5 u3auui. Peruc U-
sl pErHCTPALHOHHBIE HOMepa JOKYMEHTa, TPUCBOCHHBIC KKIOH Hz opra alluﬁ i 3amj1;1;21;
OHHBIE HOMEpa MPOCTABJISIIOTCS B MOPSAKE yKa3aHHA HauMEHOBaHUU OpraHHU3all y-

1 UepTOH.
HOIT gacTH (mpeamByie) JOKyMeHTa | OTAEIAITCS APYT OT Apyra Koco p e coctomias
3.36. Cchlika Ha perHcTpallHOHHEIN HOMED U J1aTy NOCTYNHBIICTO OKY ;

i1 Ja€TCs OTBET, IIPO-
M3 PEerucTpalroliEOro HOMepa M JaThl BXOAANIEro A0KyMEHTd, Ha KOTOPBIH 11 , TIP

cTapnsieres B Buue orMetki «Ha No ... oT ...» B bJaHKe THChMA. B
B TekcT NMHCHMa-OTBETa CBEAEHHS O PEerHCTpallMOHHOM HOMEPE M AaTe ITOCTYIIMBIIEro

ecTHO ABYMs HH Oojee opraHu3alMsAMH (JI0JDKHOCT-
0 COBM

HcaHus TOKyMeHTa MOCIEAHEH CTOPOHOH. .,
nu(pOBOH HUITH 6yKBEHHO-IM(POBOH Hpen-

OKYMEHTa, KOTOPBIH, IO YCMOT-
OyKBEHHBIMH KOJIAMH (MHJIEK-

NHChMa He BKIIOYAOTCH.
3.37. MecTo cocTaBiIeHUs (M31aHHs) JOKYMEHTa YKa3bIBA€TCsI BO BCEX NOKYMEHTAX, KpoMe

NIeNOBBIX (Cy)KeOHBIX) IMUCEM, BHYTPEHHUX HMH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, a TaK-

JKE B cllydae, ecilii MECTO HaXO0x(ACHMS OpraHu3alHy BXOJUT B €€ HAUMEHOBAaHHE.
Mecto cocraBieHus (M31aHns) JOKyMEeHTa YKa3bIBaeTCsl B COOTBETCTBHH C IPUHATHIM af-

MHHHCTPATHBHO-TEPPHUTOPHAIBLHBIM JICJICHHUEM.
3.38. I'pud orpanuyeHHs AOCTyNa K JOKYMEHTY IPOCTABJISIETCS B IPaBOM BEPXHEM YIUIy

IIepBOro JIMCTA JOKYMeHTa (IPOeKTa AOKyMEHTa, COMPOBOAHTENLHOIO MTUCEMA K JOKYMEHTY) OT
TPaHHIIbl BEPXHETO IOJI NMPH HATHYHH B JOKYMEHTE HH(DOPMALUH, JOCTYIT K KOTOPOH OrpaHu-
YHMBAETCs B COOTBETCTBHH C 3aKOHOaTenbcTBOM Poccuitckoit depepanuu.

Byuapr ueiiosnb3yeMbIX B OpraHu3auuy rpu)oB OrpaHMYeHHs AOCTYNA JOJDKHBI COOTBET-
CTBOBAaTh 3dKOHOMATEIBHBIM M MHBIM HOPMATHBHBIM NPaBOBBIM akTaM Poccuiickoit Menepaiun
¥ JIOJUKHBI OBITH 3aKPEIUIEHBI B JIOKATBHBIX HOPMATHBHEIX 4KTaXx. I'pu() orpanuyenus nocryna

K JOKYMEHTY (nomerka «Jlns cnyxebHoro NONb30BaHUD), rpH] «Kommepueckas Taifna») Mo-

KET OMOJIHATECA HOMEPOM 3K3EMIIIApA NOKYMEHTA U APYTHMH CBENCHUSIMU B COOTBETCTBHH C
3aKoHoAaTenbcTBOM Poccuiickoit Meneparun.

3.39. Anpecat — peKBH3HUT, UCMONB3YeMBbIif IPH OOPMIIGHHH J1eJIOBBIX (cy>keOHBIX) MH-
CEeM, BHYTPEHHUX HHQOPMALHOHHO-CIIPABOYHBIX JAOKYMEHTOB,

AJpecaTtoM DOKYMEHTa MOXET GbITh OpraHH3auus, ¢
3allAH, NOJDKHOCTHOE HJIM U3HYECKOe NHILO.

PexBusur «anpecat» opopmsercs ua OnaHke c
B BEpXIIEH MpaBoif yacTu AOKYMEHTa, Ha 61
CllpaBa MoN pexer3uTaMu 61akka. CTpoky

TPYKTYpHOE mnoapa3sjeneHye opranu-

YIJIOBBIM PacIioiojkeHHEM PEKBH3HTOB —
AHKE C IPONONLHBIM paconoseHueM PEKBH3HTOB ~
PEKBH3NTA «alipecaTy BbIpaBHUBAIOTCS 11O JIEBOMY

HOro Jiuua. Hanpumep:

B ['enepansHOMy gupexTOpY

OBY «Haumenosauue OpraH2al(HH»

Damunus U. O.

HpH AJIPCCOBAHHH ITHCHMA B OPraHH3aIuio YKa3bIBaACTCs €€ IOJIHOE HIIH COKpAIll€HHOEe
HAUMCHOBAHHE B HUMEHUTEIIEHOM [najgeixe.

Ilpn anpecoBanun noxymenra B CIPYKTYPHOC NOApa3NeNeHHe OPraHAH3alHH B PEKBH3HTE
«alpecar»  yKa3bIBAIOTCA B UMEHHTENIBHOM Iafe)ke HAHMEHOBAHME OPraHl3aluy, HHIKE —

HAaUMCHOBAHHE CTPYKTYPHOTrO NOApa3aeIeHuUS. Hanpumep:

DObY «Hammenoranue OpraHH3aI[HH)
(HHAHCOBOE ynpaBiieHke

[Ipx anpecoBanuu nucema PYKOBOZIUTE/IO CTPYKTYPHOTO MOAPA3ZENen s YKA3BIBAOTCS

B HMCHHTC/IBHOM I1az1e)ce HAUMCHOBaAHUeE OPraHH3al i, HHXKEe — B AATCIIBHOM [1a1€K€ HAHMEHO-

BAHHC I0/DKHOCTH PYKOBOAMUTEINS, BKIIOYAIOLIEE HAHMEHOBAHME CTPYKTYPHOI'O MOApPa3AeICHHUS
(haMUIHIO, MHHLIHATIBL. Hanpumep:

OBY «Haumenopanue OpraHHU3aIHH»

PykoBoaure o JOTOBOPHO-NIPaBOBOrO OTaENA
Qavunus U. O.

[lepen damunueit momxrocTHOrO JIML@ NOIMYCKAeTCa yNoTpeGiaTs COKpalleHue «r-HYy»

(rocnomuHy), eciu anpecar MYKUHHA, HITH «r-)Ke» (TOCroxe), eciu azmpecar )XEHIUHA.
Hanpumep:

r-ay Qamumis K. O.
r-»xe Oamumus U. O.

IIpu paccsuike noxymenta IPyNNe OpraHu3alui OJHOrO THMNA WIH B CTPYKTYPHBIE IIOI-

PASACIICHUA ONHOH OPraHH3aLMK, aPEcaT yKa3blBaeTCs 0000menno. Hanprmep:

PykosomuTtensv dunuanon (oraenoB)
DOLY «Hanmenosanme OpraHH3aLuU»

PykoBomuTensiM ynpasieuuii 11 oraeson
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oy

OBY «HaﬂMCHOBaHHC OpraHH3allHH

(no CITHCKY) s

M.
CIHCOK pacChUIKH COCTABJIACTCA HCITOJIHUTENC J— I
Ecnan nuceMo HampapiisieTcs B opraHu3aLHio il HILY

eCcTBO a1pecaToOB HE NOJDKHO Gy
ele Py Opramii3alii HiM Jo/DKHOCTHBIX JIHIL, ob1ee Koau4 ) CHIZ)BO i .
6oJiee YeThIpeX, IPH 3TOM OCHOBHOH aapecart yka3pIBaeTCsl NEPBHIM, To-
11 4

fl.
TaMM He nevaracTc
P TESREN, IR == sxeT BXONHTH MOYTOBBIH aIpec. DIeMEHTHI TOYTORQg

o — -k ctagoBenHoi TIpaBHiaMH OKa3aHUs yClyr noy.
TEJBLHOCTH, Y
aJipeca yKa3pIBalOTCsl B IIOCJIE0Ba

TOBOU CBSI3H:
HHE (IIpH
a) JUIs I0pI/IMYCCKOro JiKlia — MOJHOE HIIH coKpalleHHoe HAaHMCHOBA (np HUTHYHY),

e [IPDH HAJIUYHH ),
JJ TpaXXKaaHuHa (I)aMPUIH}I, HMs1, OTYECCTBO (HOCHCIIHC I1p ),
6)6 € PECKBH3HTHI (I.UIH [IOYTOBBIX NEepEBOAOB, HaIlPaBJIACMBIX IOPHHH‘ICCKOM}’
dAHKOBCKH

JTHILY HIH IPHHUMaeMBIX OT FOPHIHYECKOTO JIHIA);
B) Ha3BaHHE YJIMIIbI, HOMEp A0Ma, HOMEp KBapTHPEI;

I') Ha3BaHHE HACEJICHHOTO IYHKTA;

1) Ha3BaHKC paloHa; i .
€) Ha3BaHHe pecnyOnuKH, Kpas, 061acTd, aBTOHOMHOI'O OKpYTa (obnactH);

)K) Ha3BaHME CTPaHbI (1 MEeXKAYHAPOAHBIX ITOYTOBBIX OTIpPaBJCHHIA);

3) MOYTOBLINA HHIEKC.
[TouToBBIH afpec He yKa3plBaeTcs B JOKYMEHTAX, HanpaB/IAeMbIX B BBICIIHE OPraHbl Bia-

CTH, BBIUECTOAIUNE OpraHu3alud, IMOABEAOMCTBEHHBLIC OopraHu3allHd H IIOCTOSIHHBIM KOppe-
CITOHACHTaM (321 IICKJIJFOYEHHEM HallpaBJICHHA IMTHCEM YKa3aHHBIM aJpccaTaM B KOHBEPTaAX C IIpo-

3pauyHbIMH OKHaMH). )
IIpu oTmpaBske mHckMa MO 3JEKTPOHHOM MOYTE HIH (AKCHMHIIBHOHM CBS3H (0€3 10ChUIKH

110 [TOYTE) IIOYTOBEIH aApec He ykaswBaercs. [IpH HEOOXOMHMOCTH MOXET OBITH yKa3zaH 3jex-
TPOHHBIH aapec (HoMep Tenedona/pakca). Hanpumep:

I

CTOMT H3 clioBa «Y TBEP)K/TEH) («<YTBEPXIEHA», «YTBEPXIEHBI» unu «Y TBEPXK]IE-
HO»), cornacosannorg c HaNMEHOBaHHEM BHA YIBEPIKAAEMOT0 JOKYMEHTa

(Pernamenr) YTBEP)KIIEF " |
[IPHKa30M (pacnopsukeHueM)
AupexTopa MAY IO «ITILIy
oT 01.09.2025 Ne 123

(IIpaBuna) YTBEPX/IEHBI J

[Ipn yTBepxaenuu AOKYMCHTA KOJUIErHANBHBIM, COBEILATENbHEIM HWIH MHBIM ’BBraHom,
PCUICHHA KOTOPOro puKcHpyioTcs B IIPOTOKOE, B IrpH(pe yTBEpIKACHHS YKa3b(BACTCs1, HAMMEHO-
BAaHHE OpraHa, naTa ¥ HOMep NpoToKoa (B cxobkax). Hanpumep:

(ITonosxenue) YTBEPXJIEHO

[Tenaroruueckum coetonm MAY IO «ITIII»
(potoxoi ot 01.09.2025 No | )

(ObY «HaumeHoBaHMe OpraHU3aIiuu)
DJIEKTPOHHBINA ajipec

3.40. I'pu¢p yTBEpMIECHHA TOKYMEHTA MpPOCTAB/AETCA Ha JOKYMEHTAX B [IpaBOM BEpPXHEM
yriy NEpBOro jucra AOKyMeHTa. CTPOKM PEKBH3MTA BBIPABHUBAIOTCS 110 JICBOMY Kpaio HIH

LECHTPYIOTCA OTHOCHTENIBHO CaMO# [JUIMHHOM CTPOKH,
[Ipn yrBepikaenun noxymesra COOCTBEHHOPYYHOH MOANMUCHIO JOIKHOCTHOTO JIHLA rpud

YIBEPAACHHS COCTOMT M3 cnoBa «Y TBEPXK/IAIO», HanMeHOBaHMS HOJIKHOCTH JIMLa, YTBEp-
KAAIOLIETO NOKYMCHT, €ro MOANKCH, HHHLHAIOB, (haMHJIHY U JATHI yTBepokaAeHus. Hanpumep:

YTBEPXJIAIO

HAupekrop MAY IO «JITIII
Hoanucrs Y. O. damunus
Mlata

ITpn yTBepsnenun AOKYMEHTa pacrnopsauTe bHEIM AOKYMEHTOM Tpu() yTBep KJEeHHS CO-

—— .

3.41. 3aronoBok k TCKCTy — KpaTKoe comeprkanie AOKYMEeHTa. Ecnu 3arojioBok k TEKCTY
OTBEHACT Ha BOMPOC «O yeM?», oH Ha4uHHaeTcs ¢ npemiora «Oy («O6»). Ecimu 3aronoBox x Tek-

— IIpHKa3 (0 4eM?) 0 co3manuy ATTECTALlHOHHOM KOMHCCHH:
— ITHCBMO (0 9eM?) 0 MpenocTaBneHuy HH(pOpMaUuK;
— aKT (4ero?) lIpueMa-nepenayu ge:

TOJNKOBaHHUIL.

B Te
KCT€ IOKyMeHTa, [IOATOTOBNCHHOM Ha OCHOBAHMH 34KOHOATEILHEIX HUJIH UHBIX HOp-

MATHBHBIX NpaBOBBIX AKTOB, paHee
, SAAHHBIX PaCHOPAMHTENBHEIX TOKYMe
HTOB
HX PEKBH3UTBHI: o e

Texer mokymenra moyer COAEPKATEL pasznensi, HOZIPA3NICNIBI, YHKTHI, IOAMNYHKTE HyMe-

PYEMBIC apaOCKHMH Wk pami. Y poBHeit PYOpHKaLuu TekcTa He AOJDKHO OBITE GoJtee 4YEThIpeXx
Texer noxkymenTa H3J1araeTcs:
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WHCTBEHHOIO0 YMCIa

-

pua en
nepBoro Ji

AHHBIX CAHHOJIHYHO, OT p

— B IIpHKa3ax, H3M

. — OT NEePBOTO JIK-
B — 0 AByMs HIH 0071€€ opraHu3aliAMH, P
ax IX COBMECTH
— B NIPHKa3ax, U3JaHHb

»)s
T MEORECIRSHRIOG SO (s SPSRRS. P ),Jmua MHO)KECTBEHHOI'O JHCIIa («CIIYIIAJINy,
i — OT TPETHETO
— B IIPOTOKOJIaX 3aCENaHH VTV
«BBICTYITAIINy, TIOCTAHOBIUI i «I;Em ax oplzaumamm, — OT IEePBOr0 JHLA MHO-
JIAHK
' L e a e[IHHCTBEHHOTO
— B JICJIOBBIX TTHCHMaX, O U OT TPETHETrO JTHII
YCECTBEHHOro wiicsa (MpoCcHM, HalIPaBIIAEM, npe;maraeM) - i
eT B
ypcna («mKoja He Bo3paxaer...», «1IKojaa cauTa ’
— B JIeJIOBBIX NMHUCBMax, OQOopMIEHHBIX Ha A

)
e IMHCTBEHHOTO YHCAa (KIIPOIIY ...», KIPESIAraio ...»); S
AHBIX M CITY)KEOHBIX 3aNMCKaX, 3agBJICHHAX — OT Iep
— B JIOKJI

03MOKHBIM...»):
JHDKHOCTHBIX OJlaHKax, — OT II€PBOro JHIa

yycna («Ipomy ...», CYUTa0 HEOOXOAHUMBIM M) S
B JOKYMEHTAX, YCTaHABJIHBAIOLIUX () yHKLIHII (oOs3aH .
Ei -

a TaKXX€ COoIepIKalnux
CTPYKTYPHBIX MOIpa3fieieHuii, pabOTHUKOB (TIOJOXKEHHE, MHCTPYKIUSA),

eTcsl hopMa U3JoxKe-
ONHCAHWE CHTYAlHi, aHaIu3 (aKToB H BBIBOJbI (AKT, clpaBKa), HCIOJb3Y e}J)I pr——
HHS TEKCTa OT TPETHEro JIMIla €JMHCTBEHHOTO MM MHOXXECTBEHHOTO 1HCJla («oTh VIII

n1s1eT QYHKIHH...», KKOMHCCHS IPOBEa POBEPKY...»). e el
[Ipr OATOTOBKE TEKCTa HOKYMEHTa CIeNyeT COOMOnaTh MpaBHia

HLIX HAUMEHOBAHH 1, YUCIIUTENBHBIX H €AUHHNI] H3MEPECHHU . e i
B TekcTax 10KYMEHTOB yHNOTpeOisoTcs o0LenpHHATEE ab0peBHaTyp Ipe

COKpallleHHS.
[IpH yKa3aHHH B TEKCTe (hpaMMIIMHM JIMIA HHHLMAJIBI CTAaBATCA MOciae GaMuiIuu. B 1enoBeix

(cmyxebHBIX) MACHEMax HCIIOIB3YHOTCA:
— BCTYNHTENbHOE OOpaleHue:

r
YBaxxaeMbli rocriogus [Ipeacenarens! YBaxkaeMas AHHA HHKOH&CBHE'L
YBaykaeMblil MBan IleTpoBuy!

YBaxkaemrbli rocriogquH ViBaHOB!
YBaxkaemas rocnosxa Ilerponal YBaxkaeMple rocrnoja!

— 3aKJIOYHTENbHAS 3TUKETHAS (pa3a: «C yBaxeHueM, ...».
HanmenoBaHHe NODKHOCTH B 0OpaIEHHH IUIIETCS C IIPONMCHOI GYKBBL, B 06pAILEHHH 110

(GaMIUIMM MHUILIY2JIBI JIMLA HE YKa3bIBAIOTCH.

3.43. OTMeTKa 0 PUIIOXKEHHH COAEPIKHUT CBEICHHS O JOKYMEHTE (mOKyMeHTax), IpHJjara-
€MOM K CONPOBOAUTEILHOMY NUCEMY, HHOMY HH(I)opmaunonﬂo-cnpaBquomy JOKYMEHTY, HIIM O
TOM, YTO ZIOKYMEHT SIBJIAETCS NPHIOKEHHEM K OCHOBHOMY JIOKYMEHTY (HOpMATHBHOMY, Pacrio-
PSAOUTEIILHOMY MIIA HHOMY).

B conmpoBoauTenbHbIX NHCEMaX M Apyrix HH(])OpMauPIOHHO-CI'IpaBOlIHBIX JOKYMEHTax OT-
MCTKa O NPHJIOKCHHHA OQOPMIISETCS MO TEKCTOM OT TPaHULEI JIEBOTO OJIA CIEAYIOLUM 00pa-
30M:

— €CJIM IPUJIOXKEHUE Ha3BaHO B TEKCTe:

Ilpunoxenue: Ha?2 1. B 1 3K3.

)

— CCJIM TIPUITOXKEHHE HE Ha3BaHo B TCKCTE Uy CCJIIU HpPIJIO)KCHHﬁ HECKOJILKO:
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[Ipunoxenune: 1. ITonoxxernue o6 YIIPaBJICHHUH ... Ha 5 J1. B | 3K3.
2. CripaBka o KaJ[pOBOM COCTaBe ... Ha 2 11. B | 3K3.

— C€CJIA LIPHIIOXKEHHE (MIPUIIOIKEHHS) cOponropoBaHo(b):

[Ipunoxenue: B 2 3ks.

IIpunoxenue: ortuer o HUP B 2 3x3.

— CCJIM IOKYMEHT, ABJLSIIOLIMICS NPHIOKEHHEM, HMeeT [IDHJIOXKEHUS C CAMOCTOSTEILHOK
HyYMEpalHeH CTpaHuLI;

[Ipunoxenne: norosop BosmesmrOro OKa3aHus yciayr oT 05.09.2017 Ne 32 u [IPHJIOKEHH S
K HEMY, Bcero Ha 7 I

— CC/IH TICBMO HANpaBJIsIETC HECKOJIBKUM aipecaraM, a AOKYMEHT-IIPUJIOKEHUE TOJIBKO
IEPBOMY aJipecary:

[Tpunoxenne: Ha 3 1. B 1 9K3. TONBKO B [IEPBBIX aapec.

— CCJIH TIPHIIOXKEHHEM SIBISIIOTCS JOKYMEHTEI, 3aMCAHHEIE Ha hH3HYEeCKH 060CO6NeHHBII
JJIEKTPOHHBIA HOCHUTEJID:

[Ipunoxxenne: DVD-R B 1 3Kk,

AYIOUHM 00pa3om:

— B TCKCTE NOKYMEHTA NPH NEPBOM YIIOMHHAHUH AOKYMEHTA-NPHIOKEHILs! B cKoOKaX yKa-
3BIBACTCA! ... (MPHIIOKEHHE) HIIH ... (mpunoxenue 1) wiu ... (npunoxenue Ne 1);

— Ha I[ICPBOM JIHCTE JlOKYMCHTa-HpHJIO)KCHPIH B [IPaBOM BEpXHEM YIIIY YKa3eIBaeTCs:

[Ipunoxenwue 1

K [IpHKa3y (pacropsKeHuio)
anpextopa MAYJ1O «ITILI»
oT 01.09.2025 Ne 123

Ecin npunoxennem x PACIIOPATUTENIBHOMY JOKYMEHTY SIBJISETCS JIOKAILHEL HOpMAaTHB-
HBIH aKT WJIH HHOM JOKYMEHT, YTBCPXIACMBIM NaHHBIM PACMOPSIHUTEIbHBIM JNOKYMEHTOM, Ha
TICPBOM JIHCTE NPUJIOKEHHS IPOCTABIAETCS OTMETKA O IPHITOXKEHNH (Be3 CChIIKH Ha pacrops-
AUTCILHBIH TOKYMEHT) M IpH() YTBEp)KAEHUS, B KOTOPOM YKAa3BIBAIOTCSl NaHHLIE PACTIOPSII-
TCIILHOTO I0KYMEHTA, KOTOPEIM yTBEpIK/IeH AOKyMEHT-npunoxenue. Hanpumep:
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. O. Gamunus
[Toamuch
Unens! koMuccny — . O. damuiusg 4

HOCTH PYKOBOIHTENS, Moj-
v PRI IORGMMERES SREh g S coomeicmnn C MpPHUKa3oM
1o ‘
(I;H nigrcx C yKa3zaHHeM cTaryca NIOJKHOCTHOTO JIHIA B
muck 0opM

(pacnopsxkenueM ). Hanpumep:

. O. GamMuius
M. o. aupexropa ‘ [Toanuchb
WITH:
1. O. damunus
Hcnonnsiomuii 00s13aHHOCTH AUPEKTOPA [Toamuch ]

H B CIy4Yae BPEMEHHOIo
[Ipy TOANMCAHMK NOKYMEHTA JIMLOM, MMEIOLIMM paBo TOATHE ) am};m(bpoi o s
OTCYTCTBHS PYKOBOIMTEJIS, HCIpaBIeHNs B HAMMEHOBaHHE NODKHOCTH Tp O oo
O -

JIMM TIOATOTOBJIEHHOTO H COMIACOBAHHOIO MPOEKTa JOKYMEHTa BHOCATCH Py

IEPTY, HAAIMHCEH «3a)
eTcsl CTaBUTh KOCYIO ¢

aHH X raMnoB. He pomycka

st on YMEHT IOANMHUCHIBAET HHOE NOIIK-

K
nepea HauMEHOBAHUEM INOJDKHOCTH JIMLA B MMOANMUCH, ECIIH 0

HOCTHOE€ JIHLIO. LRI
3.47. Ormerca 06 27IeKTPOHHOM MOANHCH MCIOJB3YETCS A1 BU3YaAIH3AUHH 3 p i

INOAMHCH ITOJay4daTesIEM NOKYMCHTA IIpH obMeHe 3JICKTPOHHBIMH JOKYMCHTaMH, I1OJIIMCAHHBIMH

YCHJIEHHOM KBATM(PHUIIEPOBAHHOMN JIEKTPOHHOH IOAIMHUCHIO. WFCRLL.
B COOTBETCTBHH C 3aKoHOmaTenbcTBOM Poccuiickoit @enepaunu (IIpukas Mununcrep

CBSI3M M MacCOBBIX KOMMYHHKauui Poccuiickoit ®Penepaunu 1 denepanbHOHU Cﬂy)li6bl OXPaHbI
Poccuiickoit denepamuu ot 27.05.2015 Ne 186/258 «O0 yrBepxaeHnu TpeOOBaHHH K OpraHu-
3a1IMOHHO-TEXHHUUCCKOMY B3aUMO/ICHCTBHIO rOCyJapCTBEHHBIX OPraHOB M IOCYapCTBEHHEIX Op-
raHM3aluii mocpeIcTBOM OOMeHa JIOKYMEHTAaMH B 3JIEKTPOHHOM BHIE») OTMETKA 00 3JIEKTPOH-
HOM moxamucH (OpMHpYeTCS M BHU3YAIM3HUPYETCs IIPOrpaMMHBIMH cpeicTBaMu. OTMeTka 00

3JIEKTPOHHOM IMOANHMCH BIUTIOYAaeT (ppa3y «JoKyMEeHT ImOAMHMCaH 3J€KTPOHHOM ITOAIMUCEIO), HO-
MEp CEpTH(HKATa KJIto4Ya 3JIEKTPOHHOH NMOANHCH, (paMUIMIO, UMS, OTYECTBO BjaNe/blla CepTH-

(uKara, cpox neicTBUs cepTHdHKaTa KiIoya dIeKTPOHHO#M noanucy. Hanpumep:

|7

3.49. Ot™merka 06 HenonHuTeTE BKJTFOYAET (PaMHITHIO, UMA H OTYECTBO (Tip¥ HaJIM4YHMH) uc-
MOTHHTCIIA, HOMED €ro Tenedora. OTMerka 06 HCIONHHTE e MOXKET OOIONHATLCA HAUMEHOBA-
HHEM JOJDKHOCTH, CTPYKTYPHOTrO IIOAPA3ICNICHUS. H IJIEKTPOHHEIM dIpECOM HcnonHuTens, Or-
MeTKa 00 UCIOJIHUTE e opopMseTcs Ha NHIEBOIL CTOPOHE ITOCJIENHErO JIMCTa NOKYMEHTA OT
rpaHHLbl JIEBOTO IOJIS MJIH, IIPH OTCYTCTBUM MECTa, — Ha 000pOTHOM CTOPOHE JHCcTa BHHU3Y Clie-

Ba. Hanpumep:

Vineun Mnest Mneud, Otaen ynpasnenns [IEPCOHAJIOM, BEAYIIHH CIIEHATHCT
+7 (495) 924-45-67, Ilyin_Iv@techno.ru | |

OTMeTka 06 ucnmonHuTeTe MOKET OhOpMIIATECA Kak HHKHMIT KOJTOHTHTYN M IevataTses
LIPH()TOM MEHBIIEro pasmepa.

3.50. OT™eTKa 0 3aBepeHMH KOMHM ODOPMIIIETCS IS MMOATBEPXKAEHHS COOTBETCTBHS KO-
UK TOKYMEHTA (BBIITHCKHU H3 AOKYMEHTA) NOMIMHHUKY JOKYMeHTa, OTMeTKa o 3aBEPEHHU KO-
[} IPOCTABIIACTCA HA CBOOOJHOM OT TEKCTa MECTE HIIH, [IPH OTCYTCTBHH CBOOOIOrO MECTa Ha
JIMUEBOH CTOPOHE HOKYMEHTa, Ha 00OpOTe MOKYMEHTa H BKIIOYAeT: CoBa «Komus BEPHAY,
HANMCHOBAHHE OJDKHOCTH JIHLA, 3aBEPHBLIETO KOIHIO, €ro COOCTBEHHOPYYHYIO MOAIMHCE: pac-
MH(pPOBKY MOANHCH (HHHLHABL, (haMHIIHIO); ATy 3aBEPEeHMS KOMHH (BBIMHCKH H3 JOKYMEHTA).

Ecnu xonus Beigaercs s MPEACTaBICHHUS B APYIYIO OPraHU3aluIO, OTMETKA O 3aBEPEHUH
KOIHH JIOTIOJTHACTCS 3alHChIO O MECTE XPaHEeHHUS AOKYMEHTA, C KOTOPOro ObUIa U3roTOBJICHA KO-
ITH3, K 3aBCPACTCA MeYaThlO Opra"u3anuy. Han pHMep:

[lonnuEHMK DOKyMeHTa HaXoauTCs B MAY]JIO «ATLL» B nene Ne 08-05 3a 2015 r-

KOIINSI BEPHA
3aB. OTAEIIOM YIIpaBJIeHUS II€PCOHAIOM [Toanuce . O. Gamunus
IlaTa [TeyaTs

JOKYMEHT IIOJITMCAH 1.0. Oamunus

SJIEKTPOHHOU ITIOAITUCHIO
Ceprudukar 1al11aaa000000000011

Bnagenen ®amunus Ums OtyecTBo
Je#cteurenen ¢ 01.12.2012 o 01.12.2017

JlupexTop

3.48. Ileya1p 3aBepsieT MOATHHHOCTD IOMKCH AOJDKHOCTHOIO JIMLIAa HAa JOKYMEHTaXx, yIo0-

CTOBEPAIOMMX NpaBa JHL, PUKCHUPYIOIMX (aKTHI, CBA3AHHEIE C (DMHAHCOBEIMH CpeCcTBaMH,
a TAlOoKEe Ha MHBIX IOKYMEHTaX, IPeayCMaTpHBAIOLIMX 3dBEPEHHE MOJANKCH TeyaThi0 B COOTBET-
CTBHH C 3aKOHOAATEIbCTBOM PoccHitckoii Deneparuy,

JIoKyMeHTHI 3aBepsioT meyateio Oprasusanuu. Ileyarg POCTaBIISIETCs, HE 3aXBaThIBaS

«MII» («MecTo neyatny).

Ha K&KIOM JIHCTE NOKYMEHTAa HIIH Ha MOCNEOHEM JIHCTE IIPOIIHTOI0 HMJIH CKPEIUIEHHOTO HHBIM
obpazoM nokyMmeHTa. 3amucek 0 MecTe HAXOXKACHHUS MOMTHHHHKA MPOCTABIAETCS TOJBKO HA [10-
CJICIHEM JIHCTE JOKYMEHTA.

Jns 3aBepenus xonuu AOKYMEHTA, H3TOTOBNCHHOH Ha GyMaXKHOM HOCHTENE, MOKET He-
[10JIb30BATHCS LITAMII.

Komun  snextponHBIX AOKYMCHTOB,  HampaBASEMBIX MO HH()OPMaLIHOHHO-
TCICKOMMYHHKAUHOHHON CETH, 3aBepsIOTCs JICKTPOHHOH NMOANKCHIO PYKOBOAMTENS OpPraHH3a-
HHH HJIH HHOTO YIIOJHOMOYEHHOTO MM JIHIA M BBICHUIAIOTCS IOJIy4aTe/O C CONPOBOAUTEIHHBIM
[THCEMOM B (hOpME JIEKTPOHHOIO JOKYMEHTA.

Komnuu 31eKTpOHHEIX TOKYMEHTOB Ha (DH3HUECKH 060CO6TEHHBIX HOCHTE (51X BBICBLTAIOTCSI
TMOJIY1aTeNo C CONPOBOANTENBEHBIM ITHCEMOM HA OyMa)XXHOM HocuTee,

B conpoBoauTensHOM nmuchMe K KOMHSIM SJICKTPOHHBIX TOKYMEHTOB YKa3bIBAETCS:

— HAaHMEHOBAHHE HH()OPMALIMOHHOI CHCTEMBI, B KOTOPOH XpaHATCS NOKYMEHTEI:

— HaHMCHOBAHHS NOKYMEHTOB, KOIHH KOTOPBIX HANPAB/IAIOTCS ITOJTy4aTeJIIo; |

— Ha3BaHMS (haisIoB NOKYMEHTOB C yKa3aHHeM (hopmaroB (aiinos 1 06BeMa KaxKI0ro aii-
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na B balrTax; -
— JaTa M3TOTOBJICHHS U 3aBepPCHHS KOIMHH. I
[Ipy 3TOM Ha (PHU3HYECKH oBocob1eHHOM HOCI

L.
csi: «IIpunoXkeHue K MTHChbMY OT (nata) Ne ... Rp——— R
HTa, NpeAcTaB
Komnus 371eKTpOHHOr0 AOKYMEHTA,

7 KLHEH 15 3aBEPEHUS KOTIHi
cuTesie, 3aBepsAeTcs B MOPSIKE, yCTAHOBIEHHOM HACTOALICH I{HCTPY ustnal i
,HTOB Ha GyMaXHOM HOCHTeNe, C yKasaHHEM, B KaKOH HHGOP
IOKyMe

HHUTCS DJIEKTPOHHBIA JOKYMEHT. CNYIKHT JUTSL [OATBEPICACHHS (baKTa [TOCTYIIIe-
OKyMEHTa Cly? yn
3.51. OT™meTka 0 MOCTYIJIEHHH 1

KJIIOYaeT JaTy NOCTYIICHHS U BXOISLIHMN PErHCTPALIHOHHBIH
B

bIM MapKepOM YKa3bIBaer-

HMS JOKYMEHTa B OpraHH3alHIo U eHHH MOXET JOMOMTHATHCA yKasa-
HOMEp J0KyMeHTa. IIpH HeoOXOaUMOCTH OTMETKA O MOCTYII P
HHEM BPEMCHH TTOCTYTUICHHS JOKYMEHTA B acaX H MHHYTaX H CIOCO -

bIO LITAMIIA.
OTMeTKa O MOCTYIUICHHH JOKYMEHTa MOXET MPOCTABIATECS C TOMOLI o
3.52. Pe3omomus QOKHA COAEP)KATh YKa3aHHE MO HCMOJTHEHHIO NOKYyMCEHTA.

; €30JII0LIUM HJIH BHO-
otopmisieTcss Ha cBoOOIHOM MecTe paboyero noJist JI0KyMEHTa, Ha OnaHke p

oTa.
CHTCS HEMOCPELCTREHHO B CHCTEMY JIEKTPOHHOT0 J0KYMEHTO0D0P R
Pezomonus qomKHa BKIFOYATE: (paMIIMIO, HHHIIHAJIBI HCTIOJTHUTEIIA :

py4eHHE 10 JOKYMEHTY (KOHKPETHOE 3aJaHHe T10 MCIIOMHEHHIO TOKYMEHTa HJIN (POpMYIHPOBKa
a, BEI-
IIeJIH PACCMOTPEHHS JOKYMEHTA), IpH HeOOXOAHMMOCTH — CPOK HCIIOJIHEHHS, IIOAMHCEH JIHIIA,

HECHIETO PE30JIIOIHIO, AaTy PE30JIIOIIHH.

Qavmmsg Y. O., Pamunusa U. O.
[Ipoury moAroTOBUTE NPEJIOKEHUSI
k 10.10.2019

[Iognuce
JlaTa

CpoK MCIIO/IIEHHS TIOpYYEHHMs HE JNOJUKEH yKa3blBaThCs, €CIIH OH Ha3BaH B TEKCTE MOCTY-
MBLIETO OKyMEHTa U PYKOBOAMTEND HE CUHTAET HEOOXOAHMMBIM MU3MEHHUTh €r0 B CTOPOHY CO-
KpalEHHs UM SBJIACTCS THIIOBBIM JUISI JAHHOI'O BHJIA IOKYMEHTA.

IIpu ykasaHuM HECKOJBKHMX HCIOJHHTENEH (haMUIHS OTBETCTBEHHOTO MCIIOIHHTENS yKa-
3bIBAETCS NIEPBOH, ITOAYEPKHBAECTCS WIH 0003HAYAETCS CIIOBOM «OTB.Y («<OTBETCTBEHHBIIY).

3.53. OtMeTKa 0 KOHTpOJIE CBHIAETENLCTBYET O MOCTAHOBKE JOKYMEHTA Ha KOHTPO/b, MPO-
CTaBIACTCS 1UTaMIIOM «KOHTPOJIbY Ha BEPXHEM II0JI€ JOKYMEHTA.

3.54. OrMerka 0 HaNpaBlIeHUH NOKYMEHTA B JEJI0 OINPEACNIAET MECTO XpaHEHHS JI0KYMEH-
Ta ITOCJIC 3aBEPLICHHUS pabOThl ¢ HUM H BKJIIOYACT: CJIOBA «B ACIIO», HHICKC nena o HOMEHKIIa-
TYpe Zie]l, B KOTOPOE IIOMEIAETCS JOKYMEHT Ha XpaHEHHe, ¢ YKa3aHHEM rojaa, JOJKHOCTH JIMLA,
O()OPMHBLIETO OTMETKY, IOAMHUCH, JATHI. Hanpuwmep:

B neno No 01-18 32 20125 r.
3aB. oToenoM
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XapaKTCpC HCITOJIHEHU AOKYMEHTA,

4. IIOAI'OTOBKA Y O®OPMJIEHUE OTAEJIbHBIX BUIOB JHOKYMEHTOB

4.1. JlokanbHBle HOpMATHBHEIE aKTh (manee — JIHA) opranusanuu H3MaI0TCs B BHAE Ipa-
BUJI, [I0JIOKCHHH, HHCTPYKLMIA, periaMenToB, [ICPCIHEH, KIACCH(DHKATOPOB U IPYrUX BHIOB 10-
KyMEHTOB. PexoMeHyeMruIii obpasen opopmnenus JIHA NIPEACTaBJICH B NPUIIOKEIIAH |.

JIHA npuoGperaror tOPHAHYECKYIO CHITY IOC/IE HX YTBEPIKIACHHUS PacopsAAUTEeTbHBIM J1O-
KyMEHTOM (IPHKa30M) HJIM HENOCPELCTBEHHO PYKOBOIHTE/IEM OpraHM3allid HHBIM YIIOJHOMO-
YEHHBIM UM JTHIIOM.

PyxoBoauTen cTpykTypHBIX IOApa3Ae/ICHHH He BnpaBe u3aanaTh JIHA.

4.2. JIHA moryT 6pITh:

— MOCTOAHHO ACHCTBYIOLUMMH (6€3 OrpaHuyen;s CPOKa HX INPHUMEHEHHSI):

— BDCMCHHBIMH (JCHCTBYIOIMMH B TEYEHUE YKA3AHHOIO B HUX CPOKa HJIH 10 HACTYIUIEHHS
OIIPE/ICJICHHOIO COOBITHS).

4.3. OcHoBanueM 11 u3nanus JIHA seistores:

— 3AKOHOJIATC/IbHBIE M MHEIE HODMATHBHBIE TIPABOBEIE aKTh!I POCCHItCKOMH Denepanun (yka-
3bl H pacnopsbkeHus Ilpesunenra Poccuiickoii benepauuy, MOCTAHOBIEHHS K pPacnopspKeHUs
[IpaButenscTBa Poccmiickoii Deaepauuu, akTsl (enepaabHbIX OPraHoB HCIIOJIHUTENLHOM BJia-
CTH);

— 3aKOHOJATC/IBHbIE aKTHI CcyOBekTa PoccHitckoi Penepannn, HOpMaTHBHEIE [IPABOBEIE
dKTBI OPraHOB roCy1apCTBEHHOH BNacTH Cy6bexTa Poccuiickoit Denepanuu;

— PaHEC H3aHHbIC B Opranu3auui JIHA w/unu PacopsANTEIbHEBIE JOKYMEHTEL.

4.4. JIHA uznarorcs B nesx:

— YCTAHOBJICHHS HOPM, TPeOOBaHHUI, NPABH/I B OTHOLICHUM [TPEIMETA 1IOPMATHBHOIO pe-
LYJTUPOBAHHS, PAaHEE HE ABJISIBLIEMCS [IPEAMETOM PETYJTHPOBAHIIA B Opradu3aliiy:

— MSMCHCHUS CYIIECTBYIOMIMX HOPM, TpeGoBaHHmi, [IPABHJI, YCTAHOBJIICHHBIX DaHEE W3/IaH-
HBIMH HOPMAaTHBHBIMH IOKYMEHTAMH:

— OTMCHBI paHEE yCTaHOBJIEHHBIX HOPM, TpeOoBaHMiA, npaBuII.

4.5. llpennoxenue o paspabotke npoekta JIHA BHOCHTCS PYKOBOIHTEIIEM CTPYKTYPHOIO
HIOAPasCNCHHS HITH HHBIM JOJDKHOCTHBIM JTHIIOM.

4.6. JIHA paspabatrisaetcs B CIydae, eClIu:

— HMCETCS y4acTOK paboThl (BOIpPOCH ACATEIBHOCTH), HY)KNAIOLIHHCS B HOPMaTHBHOM pe-
'YIHPOBAHHH;

— TpeOyeTcs BHECEHHE 3HAYMTEIBEHOrO KOJIHYECTBA H3MEHEHHH B paHee NPUHATHI JIHA;

— BBIIBJIICHO HeCKonbko JIHA, PCTYJIHPYIOIHX CME)XXHBIE BOIPOCHL, KOTOPEBIE LEIeC000-
Pa3sHO OOBEAMHHUTE B OJIHH JOKYMEHT.

AKTyalIu3alus paHee NpHHATEIX JIHA ocyuiectsisieTes 4CPE3 BHECEHHE b HIX H3MEHEHHI]
HJIH BHEIIpeHHe HoBoro JIHA, eciiu o6benm [IPABOK 3HAYHTEIBHBIH.

4.7. llpennoxenne ¢ 060cHOBaHMEM HEOOX0AUMOCTH paspaboTku HOBoro JIHA [IpeacTaB-

KOTOpPOH H3J1araeTes:

— BONPOC, TpeOyIOWMii pelIeHHs, ¢ H3N0sKeHHeN OCHOBHBIX HalpaBJIeHKIl. cIOCO60B ero
pemenus;
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oGocHopanus (npeaMbyIBI) U pacnopgpy,.
quHA WM UETb M3JIaHHS foky.

Y H.

— O co3maHMH SKCIepTHOH KOMHCCH —

4.23. Texct mpHKa3a COCTONT H3 ABYX  nssis, T
TenbHOI yacTit. 3 06ocHOBaHHH YKa3bIBACTCAH

MeHTa. Hanpumep:

’ -
cBs3M H MAcCOBBIX KOMMYHHKAMHH OT 25 nexabpg
TBA
B 2JIEKTPOHHOM BHJIE Mpy
Ne 1494 «O6 yrBepxaexun [1paBii obmena JOKyMEeHTaMH P D
e ) efCTBHS ...
opram3auui HH(GopMaUHOHHOTO B3aHMOJ T
D 110 SKCTIEPTH3E ,
. OPT: - enenus paboThl
B nensix opraim3amnHii 1 npos © MebeANH HA XPateH
o6pasylommxcst B A€ATEIBHOCTH Opranu3amiH, i otOopy KX 111; P
| 7o O
B apXHB OpraHu3aliH 1 K YHHYTOXKCHH y

B cooTBeTCTBHH ¢ puKa3oM MHUHHCTEPC

4.24. PacopsiiUTeNbHAs 9acTh IpHKa3a HAaYHHACTCH cnosom «TTPUKA3BIBAIO», koto.-
24. Pac

poe 1eyaraeTcs NPOMHCHBIMH OyKBaMH.
PacropsiauTenbaas yacTb MOYKET COACPIKATh.

— pELICHHMs OpraHH3allHOHHOrO XapaKTepa (

IIMPOBATh, TIPU3HATH YTPATHBIIUM CHITY);
— KOHKpETHBIC IOPYYEHHUs C yKa3aHHEM HCIIOJIH

IIOJTHEHHS. )
4.25. Kaxxnoe pemenue (mopydeHue) odopmisieTcs B NMpHKA3E KaK OTACIBLHBIM IMYHKT,

g - U HyME TCH
[TyHKTH! IpHKa3a pacroyaraioTcs B JIOTHKO-BPEMECHHOH MOC/IEAOBATCIBPHOCTH yaH ;g:g
apabckuMu nH(pamu. Eci nopydyeHue AaeTcs KOHKPETHOMY MOAPa3/Ie/ICHHIO, €0 H OBa-
HHE MHIIETCS TMOJHOCTBIO, B CKOOKAX YKa3bIBAIOTCA (PAMHMJIMS M MHHMIHAJIBI DYKOBOIMUTEIS NOJ-

yTBEPAHMTD, CO3/ATh, NMPeodPa3oBaTh, JTHKBY-

utens (MCTIOJIHUTENIEH) H CPOKOB MX BhI-

pasziesleHds B HIMEHHTEILHOM naaexe. Hanpumep:

... IIPHKA3bIBAIO:
1. Hayuno-metomuueckomy oraeny (Pamunus K. O.) k 01.09.2019 noarotoButs U npep-

CTaBMTb Ha YTBEPKACHHE HayuyHO-MeToanyeckou paboTsl Ha 2019-2020 yyeOHEBIN ro.

Ecnu nopy4enue naercst KOHKPETHOMY HCTIOJIHHTENIO, €ro JOIKHOCTh M (haMHIIHS YKa3bl-
BaroTCA Oe3 CKoDOK B naTensHOM naziesxe. Hampumep:

3. I'naBuomy 6yxrantepy ®amunus Y. O. IIOArOTOBHTh M MPEACTABUTH HA pacCMOTPEHHE
1 YIBCPAACHUC CMETY KOMaHAHPOBOYHBIX pacxof0B Ha 2025 rox B cpoxk 10 01.09.2025.

IlpennucriBaemoe neiicTeue BbIpakaercs [J1arojioM B HeonpezeneHHoi popme. He gomyc-

KaeTcs ynorped/isTh HEKOHKPETHEIE BLIDQKCHHUS THIA «YCHIIUTBY, «YCKOPHUTEY», «00eCMeyHTh
B KpaTYaHILHE CPOKHY.
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CpOK HCIONHEHHS NOKeH GpITE PCATIEHEIM, COOTBETCTBOBATE 00BEMY MpeamonaraeMorx

pabot. Ilpu ycraHoBneHHu CPOKa CleAyeT yYHTBIBaTh BpeMs JOBEACHHUS JOKYMEHTa 0 KOH-
KPETHBIX HCIIOJIHUTEIEH.

CpOK HCHOJIHEHHS B IIYHKTax pacCriopsIAHTENBHON 4acTH [TPHKa3a HE yKa2bIBAeTCHd B CIYy-
JasX, €CJIH ACHCTBHS HOCAT perysipHbIi XapaKTCp H UX BBIMOJIHEHHE MPENNHCLIBAETCH Ha BeCh
EpHOX ACHCTBHSA IpukKaza. KoauyecTso HCIIONIHHTENICH M0 KaKAOMY IYHKTY (MOANYHKTY)
He OrpaHHYHUBACTCs. OTBETCTBEHHBIH HCIIONHHUTEE YKa3bIBa€TCA IEPBEIM.

Ec/iH NpHKa3 OTMEHSET MONHOCTBIO HMITH YACTHYHO paHEe W3/IaHHBIC NOKYMEHTEI II0 TOMY
JKE BONIPOCY, TO B IIPEAIIOC/IEAHEM ITYHKTE NpHKa3a HEOOXOMIUMO HX IICPEYHCIIUTE C YKa3aHHEM
HaNMCHOBaHHA IOKYMEHTAa, €ro AaThl, HOMepa, 3arojIoBKa. Hanpumep:

TR ' 1

4. Ilpu3nate yTpaTHBIIMM cuty [IPHKa3 opraHusauuH oT 5 aBrycrta 2025 r. Ne 175 «O6
YTBEPIKACHHH OKCIEPTHOMH KOMHCCHH OPraHU3aIiHmy.

[locnennuit nmyHkT npukasza — HYHKT O KOHTPOJIE, B HEM YKa3bIBAIOTCH JOJKHOCTH JIHIIA,
OIBCTCTBCHHOIO 33 HCIIOJIHEHHE JOKYMEHTA B LIEJIOM, €ro GaMEIUsg H HHHIIHATLL Hanpumep:

- B

5. KoHTposis 3a ucnionnennem Hactosiero [IpHKa3a BO3JIaraeTCs HA 3aMECTHTENS JUPEK- |
Topa ®amunug U. O.

B oTaenpHbIX ciiyyasx pykoBoauTes OPraHH3alHH MOXET OCTaBUTH KOHTPOIb 3a COOOI:

5. KoHTposib 3a HenonuenueM HacTosiero [IpHKa3a OCTaBJIAIO 3a CODOIL. |

4.26. He BxIIOUaeTcs B TeKCT MpHKasa nyHKT «lIpukas nosectu no cremenus .. ».
[lonpaznenenus u nomxHOCTHEIE JIHIIa, 10 CBEAECHUS KOTOPEIX HEOOXOAUMO NOBECTH TIpH-

Ka3, NEPEIHCILIIOTCA B yKasarene (JIHCTe, CIUCKe) PAacChLIKH, KOTOPBIM FOTOBUTCH HCIIOMHHTE-
JIEM H MOXKET 0(pOPMIIATECS Ha 060POTHOH CTOPOHE MOCEHEr0 JINCTA IPHKa3a.

4.27. B npukasax He nomyckaercs:
— H3MCHCHHC paHee YCTAHOBJICHHBIX CPOKOB BBIIOMHEH HSl 3aJaHUH B CTOPOHY HX YBEJIH-

YEHHS,

— PHMEHCHHE NPOH3BOJIBHBIX COKPAILECHHI WM HCKAKEHHe HaUMEHOBAHHH CTPYKTYPHBIX

[TOApa3sACICHHIT OpraHu3alHii, MMOABEIOMCTBEHHBIX OpraHH3alMH-HCIIOJHHTEIEIH

— IPUMEHEHHE INIPOH3BONBHEIX (He OOLIENPHHATEIX) TEXHHYECKHX M JAPYTHX TEPMHHOB,

COKPALlICHHBIX CIIOB H HAUMEHOBAHHUIL.

4.28. [1pu HANMMYUM NPUTOKEHHIT B TekoTe [IPHKa3a B COOTBETCTBYIOLLH X NYHKTAX PACIO-

PALHTEIBHOH YaCTH NaIOTCS OTCBUIKH: ... (npunoxenue 1); ... (MpHoXeHHe 2); ... «COMIACHO
HPHIIOXKCHHION, HA NPHIIOKEHHH 0OPMIIAETCS OTMETKA O IIPHIIO)KEHHH

[Ipunoxenue 1
K npukazy MAY IO « 1Ty
oT 12.11.2025 Ne 215

M3nanue BMecTe ¢ npukasom (IPHJIOJKCHHH, HE YIIOMSHYTBIX B TEKCTE JOKYMEHTA, He I0-

MyCKaeTcs,
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piocaeaCTBHH neicTBYET B BHIIE CaMocToyg.
M

— M IIpaBOM YyIriay I'IpOCTaBJmeTCﬂ
PUIIOXKEHHUS), HallpUMep:

UK

Ecnu JOKYMEHT, yTBEpKACHHBIH TP -
TETHHOTO JOKYMEHTa, Ha TMepBOM JHCTE A )
rpud yTBEpX/IeHHs (TPH HEOOXOMUMOCTH, yK

Nz
yTBEP)KJIEHA
e npHKa3oM (pacnopﬂxceﬁnem)
AMpeKTopa MAVIO «JITII»
or 22.01.2025 Ne 5 o

Je IpaBHIaM, 4TO 1 TPUKA3EI, 33 HCIIIOYeny.

MJISIOTCS 1O TEM
4.29. Pacnopmxetus 0pop ouue, rocje Yero CaeayroT TYHKTBI pacrnopg.

T
eM TOTO, YTO B KOHIle IpeaMOyJibl CTaBUTCS ABOC
IHTENBHON vacTH. Hanpumep:

B uensix ucnonsenus npukasa MAYJ10 «JITIL» oT 22 aBrycra 2025 r. «O6 opranusanyy |

H TIpOBeNeHHH KOHKypca «JIydnmii pabOTHHK — 2025»:

1. PykoBOAMTENSAM YIIpaBJICHHH, OTACIOB H 1200

KOHKYpCe.
IPEJCTABUTh CBOM MPEUIOKEHHS 0 KaHauaaTypax i yJacTHd B YP |

PacropsieH st MOIyT He MIMETh TIpeamMOyJIbL.
4.30. Jlo npeAcTaBiaeHHs] Ha MOANHCH NMPOEKT MpHKa3a (pacmopsi>KEHHS) COFHaSOBbIBaeTc;{
u 5.1 — 5.11 nacrosueit Mucrpyk-

paTopHi B CPOK [0 10 centadps 2025 r.

C 3aUHTEPECCOBAHHBIMH JIMIIdAMH B COOTBETCTBHHU C IIYHKTaM

105028
4.31. TIpuka3 NIOANHMCHIBAET PYKOBOAMTEIb OPraHM3allMH HIH JIHIO, HCIOJIHIIONIEE ero

00s13aHHOCTH.
Pacnopspiene NMOANMCHIBAETCS PYKOBOAHUTEIEM W/WIH HHBIMM YIOJHOMOYEHHBIMHU UM

JTMIAMH.
4.32. Konuu npuKa3oB (pacrnopsikeHHi) pacChlaloTesl B COOTBETCTBHH C YKa3aTesleM (Jiu-

CTOM, CITHCKOM) PacCBUIKH.
DNeKTpOHHAas KOMNHMs IpHKa3a pa3MellaeTcss B COOTBETCTRyIomEH 0a3e naHHbIX COJ] umn

Ha KOPNOpPaTHUBHOM IIOpTaJie OpraHMu3aiuy B ceTH « IHTepHETY.

4.33. Ilpy o)opMJIeHHH TIpHKa3a, U34aBaEMOro COBMECTHO C IPYIrOH OpraHu3aliueii:

— OJIaHK HE UCIIONB3YETCS,

— HAaUMCHOBAaHMs OpraHHM3alMy 11e4aTaroTCsl Ha OJHOM YPOBHE;

— HauMeHoBaHue Buja nokymenta (IIPMKA3) pacnonaraercs no nenrpy.

JlaToii cCoBMECTHOrO npHKa3a SBIAETCS AaTa POCTABIEHHUS TOC/IeAHeH TOMITHCH Ha IOKY-
MEHTe. PerucTpaioHHbI HOMEP COBMECTHOIO NMpPHKA3a COCTOMT U3 pErucTpalHOHHbIX HOME-
pOB, NMPHCBOCHHBIX KX(IOH M3 OpraHH3alMii ¥ NpPOCTABISEMBIX UEpe3 KOCYIO YEPTY B MOPSMAKE
yKa3aHHs oprasu 3alui — aBTOPOB JOKYMEHTA,

Texcr coBMECTHOrO npyKas3a H3naraercs ot IICPBOro JIna MHOXXECTBEHHOTr 0 Yyuca («IpH-
Ka3blBAa€M»), MOANKCH PYKOBOAMTENEH OpraHM3aLuil pacroyiararoTcsi Ha OJHOM YpOBHE CJieBa
U CIIpaBa.

4.34. [lesTeIbHOCTH 110 COBMECTHOIH BbIpaOOTKE pelueHmit Ha 3aCCOaHHUsIX COBETOB, KOMHC-
CHH, COBCLIAHMAX O(POPMILETCA TPOTOKOIAMH.

TIPOCKTOB pelmenuii (ocTaHoB e i),
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[IpoToxon opopmisercs B Teuenne o1HOro — TPEX OHEIT MOC/Ie NPOBEACINifg 3aceaaHMus,
ecJId CPOKH €ro IMOArOTOBKH He OroBopeHks! 0¢060,

4.35. PeKBU3HTaMH NpPOTOKONA ABJAIOTCA: HAHMEHOBAHHE OpraHH3alHH, HauMEHOBaHHE

BHAAa AOKYMCHTA, 3ar0JIOBOK K TEKCTY, AaTa U MECTO 3aceaaHHs, PETHCTPAaUMOHHBIA HOMEP MpO-
TOKOJIa, TEKCT, I10IMTUCH,

4.36. 3aroIoBOK K TEKCTY NPOTOKOJIa OTBEYAET Ha BOIIPOC «YE€ro?» U COACPKHT YKa3zaHHE
[TOApasACICHH HITH OpraHa, NeATeIbHOCTH KOTOPOTO NIpoToKoNdpyeTcs. Hanpuatep:
— NMPOTOKOJI 3aC€AaAHNST aTTECTALlHOHHON KOMHCCHH

— IIPOTOKOJI 3aCEAaHUS HAYYHO-METOHYECKOH KOMHCCHH.

JlaToH MPOTOKOJIA sABJSAETCS JaTa 3acelNaHus. ECaM 3acenaHme MPOJIOJIKAETCA HECKOJIBKO
JHeH, YKa3bIBAa€TCA /IaTa Havyasla 3aceflaHns U Yepe3 THpe — aaTa OKOHYaHus: 12—13 mas 2019 r.

4.37. TexcT npoTOKOJIa HOKEH COCTOSTE U3 ABYX 4YacCTeH: BBOAHOH M OCHOBHOMH. B BBOJI-
HOH YaCTH INPOTOKOJIAa YKa3bIBAIOTCS (DaMHIMK IpejiceaaTe)s (mpenacenaTenbCTBYIOIMIEro); Cek-
peTapst; (PaMHJIMM YYaCTHHKOB, MPHCYTCTBYIONIHX HA 3aCEHAHHM; JIHII, NPUIIALLCHHBIX HA 3ace-
JIaHHKE; [I0OBECTKA JHS,

EC/IH KOJMYECTBO NPHUCYTCTBYIOIIMX HA 33aCEIaHUH MPEBBILIAET 15 4enoBeK, B BBOIHOH
1acTH IIPOTOKOJIA ACIACTCS CChLIKA Ha CNHCOK, SBJSIOUIHACS HEOTHEMIIEMOM YacThIO IPOTOKO-
na. Hanpumep:

[IpucyrcTBOBanu: 25 yei. (Criucok [IpHIaraeTcs).

BBoaHast YacTh NMPOTOKOMA 3aKAHUMBAETCS MOBECTKOM IS, COJIepoKallCi Mepevuenb pac-
CMATPHBACMBIX BOITPOCOB, IICPEYHC/ICHHBIX B MOPALKE UX OOCYIKIEHHS C YKa3aHHEM MOKJIaIdH-
Ka 110 K&KIOMY pacCMaTpHBaéMOMY BOIIpOCy. Borpockl noBecTky QHsA GOpPMYIHPYIOTCA C npen-
JIOTOM «O» («00»), MeyaTaroTCs OT rPaHULBI JIEBOTO MOJIS H HYMEpPYIOTCs apaOCKUMH LU paMH.

B 0cHOBHOI# YacTH NpoTOKOIa GHKCHPYETCS X0/ 3aCe IAHHS.

4.38. ITo/HBIH MPOTOKO CONEPIKHT 3aHCH TOro, 4TO IMPOHCXOIMIIO BO BpeMsl 3aceNaHHs,
BIUIIOHast BOIPOCKI K AOKTaTYHKY, OTBETBI HA HHX, BBICTYIUICHUS B XOAE 00CYIKIEHMs BOMpoca,
PE3yJBTATBI FOJIOCOBAHHS 110 BONPOCY U NPHHATBIE PelueHus. PexoMeHTyeMElil oOpasel opopm-
JICHHUS IIOJTHOTO MIPOTOKOJIA (MIpHIIOKEHHE 4).

KpaTkue npoToKons! BexyTes mpu PAaCCMOTPEHHH BOIIPOCOB ONEPATHBHOIO Xapakrepa. Pe-
KOMEHAYEMBIH 00pa3en 0(OpMIEHHS! KPaTKOTO IPOTOKO/A (npunoxenue S). B kparkoM npoto-
KOJIe QUKCHpPYeTCs TeMa 00CyXaeHHs, GpaMuHs ACKJIaAHKA IO BOTIPOCY H NPHHATEIEC PELIEHHUS.

4.39. OcHOBHAs 4acTh MOJIHOTO [IPOTOKOJIa COCTOHT M3 a3leJIOB, IOCLS INEHHLIX BOMPO-
CaM IOBECTKH AHS. XOJX PAaCCMOTPEHHS Kay<I0ro BOIIpOCa 3arlMCBhIBAETC B IIOC/I€L0OBATEIIBHO-
cti: CJIVIIAJIU — BRICTYTIUJIU — PELLIMJIU.

[Tocranosnenue (pewenue) B Tekcr [TIPOTOKOJ1a BHOCHTCS TOJHOCTBIO B TOH (HOpMYIHpPOB-
K€, KOTOpast ObLla NMPHHATA HA 3aCEeAHHM: pH HEOOXOMMMOCTH MPHBOISATCS UTOTH rOJIOCOBA-
HUSA: «3a — ..., IPOTHB — ..., BO3AEPXKAIOCH — ...).

4.40. IIpoTtokon 3acemaHus NOAMMCHIBACTCS peacenatTesieM (MpeacesaTeIbCTBYIOUHM )
1 CCKpPeTapeM 3acejaHHmsl, €I UHOE He yeTaHoBeHo JIHA.

4.41. Ilpu HeoOXOAMMOCTH KOMUH [IPOTOKOJIOB H/TH BBIITHCKH H3 IIPOTOKOJIOB PacChUIAIOT-
C5l 3AHHTEPECOBAHHBIM JIHLAM B 9JIEKTPOHHOM BHJIE B COOTBETCTBHH C YKa3aTelIeM pacChUIKH.

B BBIMHCKE H3 MPOTOKONA MOKHEL BOCIIPOH3BOAMTECSA BCE PEKBHU3HUTHI 3ar0JIOBOYHOM ya-
CTH TIpOTOKOJIA, BBOAHAS YacCTh, BONPOC TMOBECTKH AHS, IO KOTOPOMY TOTOBHTCS BBIMHCKA,
H TCKCT, OTpaXalomui 00Cy)KACHHE BONPOCa H IPHHSTOE pELIEHHE.

4.42, Jlenosoe (cnyxeGHOE) MHCHMO FOTOBHTCA HA OJAHKE MHCLMA. [Ipu cocraBnenun nu-
CEM O(hOPMIIAIOTCS PEKBH3HTBI: Apecar, 3aroJioBoK K TEKCTY, TeKCT, MOAMNHCH, OTMETKa 00 HC-



H MOTYT cocTaBIAThCA, PACCMATPHBATBLCS K Xpa-
HCK

4.61. JloxnagHbIE (cny>Ke6HbIe) 3arl {OYMTETBHO B 9JeKTPOHHOM BHJIC B C3II.
a UCKJI
HHUTHCS B TEUEHNE YCTAHOBJIECHHOTO CpOK ( Cny)Ke6HLIMH) 3alTUCKAMH B 3JICKTPOHHOM py.

IMH
Fiper oprasiasiign paomwS o aHOH U cnnyxeOHOH 3aITHCOK.
OKJI
onHbIe 11adJIOHBI A
e HCIIONIB3YIOTCS SEKTP - GH0if) 3AMHACKH, B 3aBHCHMOCTH OT CJIOXKHOCTH COAEpXKanyy
4.62. TexcT DI0KJIaTHOH

- yacTeEMH:
BYX MJIH TPEX
TOUT U3 OJHOH, A
H IIPHBOJIMMOM apryMeHTalnH, coc NS
’ B nepBoﬁpqacm H3araloTcs TPHUMHBL, (aKThl HIH COOBITHS, 4 OBOIOM

JUISL COCTaBJI€HUS IOKYMEHTA,
— BO BTOPOITl YacTH AACTCA

AHAJIH3 CIIOXHUBIIECHCA cUTyallHH, BO3MOYKHBIC BADHAHTEI ee pe.
C

IIEHHS;
— B TPEThEH YaCTH H3J1aratoTcs BBIBOJIBI.

4.63. Peructpanus JOKIAAHBIX H cy>keOHBIX 3aMHCOK OC

MEHT.
cyrctBud COJ] — B CTPYKTYPHOM IOAPa3ACICHHH, MOArOTOBHUBIIEM TOKY
4.64. JTenosbie MUCHMa, HANPaBIsSEMBIC 3apyOEKHBIM KOPPECTIOHACHTAM (B TOM YHCIIE ap-

pecaTaM rocyaapcrtp — OBIBIIMX PecIyOJIMK B COCTABE CCCP), odpopMistoTCs Ha OJIaHKe MHChMg

ymecTBigeTcs B COJI, npu or.-

3BIKOB.

OpraHU3aLiH ¢ PCKBH3UTAMHM Ha PyCCKOM M OHOM M3 HHOCTPAHHBIX 3l
4.65. TTuceMo, HampasiseMoe 3apyOexHOMY aapecary, COCTABIICTCA Ha PYCCKOM A3bIke,
IIPOXOIHUT COIJIACOBAaHHE CO BCEMH 3aHMHTEPECOBAHHBIMH JIMIAMH OPTraHH3allHH, IIOCIE Yero

ITHCHEMO TIEPEeBOAUTCS Ha ONHMH M3 MHOCTPAHHBIX S3BIKOB (A3bIK afpecaTa MIH aHITHHCKHHA A3bIK)
Ha3HAYEHHOM JUIS TIEPEMHCKH C 3apyOeXHBIMH Koppe-

H oopmiigeTcss Ha OJIlaHKE HCHMa, Npe]

CIIOHIIEHTaM M.
[TognmuHHUI MHCEMa, 0()OpPMIIEHHBIH Ha OAHOM H3 MHOCTPAHHBIX S3BIKOB, OOJIKEH OBITE

HJIEHTHYEH II0 COJAEPIKaHHUIO SK3EMIUISPY Ha PyCCKOM A3BIKE C BU3aMU 3aHHTEPECOBAHHBIX JIHLI.
4.66. Ha moamuce pyKOBOIMTENIO NPEACTABIAIOTCS: 3K3EMILIAP MHCBEMa 3apyOejKHOMY

KOpPpEeCHOHAECHTY, oopMIeHHbIH Ha OJaHKe, KONHMSA JaHHOrO IHMChbMa Ha CTaHIApPTHOM JIHCTE

OyMaru ¢ BH30H MCIIOJTHHUTENS, SK3EMIUIIP MUCbMa Ha PYCCKOM S3BIKE C BU3aMH 3aHHTEPECOBaH-

HBIX JIHIL.
4.67. Ilocne noanucaHus NUCEMa PYKOBOTHTENEM HJIM HHBIM YIIOJHOMOYEHHBIM UM JIH-

LIOM:
— 9K3EMILLIp IHChMa, OYOPMIIEHHBIH Ha O1aHKe, OAMHCAHHEBIN PYKOBOAUTENIEM H 3apErH-
CTpupOBaHHBIHA B Ci1y»6e Nen0onpou3BoACTBa, HAIPABIAETCS azpecary,
— KOIHS ITHCbMA C BU30H HCIIOJIHUTENS H 9K3eMIUIIp MHUChMA, COCTABJIECHHBIN Ha pPYCCKOM
JI3BIKE, C BU3AMH 3aMHTEPECOBAHHBIX JIML] MOMELIAIOTCS B JEJI0.

4.68. Incena, HanmpaBaseMpie 3apyOe)XHBIM afipecaTaM, AOKHLI HMETh PEKBU3HUTEI: aape-
CaT, aTa, perucTpallHOHHEIA HOMED, TEKCT, TOIMNHUC,

IIpu HeobxomumocTu MOTYT OOPMIIATECS PEKBH3UTHI «CChLIKA Ha perucTpalHOHHBIA HO-

MCP M NIaTy NOCTYNHBIIETO IIHCHMA» H «3aro0BOK K TEKCTy». Ha xonuu nucema, momeraeMon
B Z1€710, NONIOJIHHTEIIBHO NIPOCTABIIAETCS OTMETKA Of HCIIOJIHUTETE.,

4.69. Pexusur «anpecary odopmasieTcs cnpapa NON peKBH3UTaMHU OJiaHKa. ApecaToM
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Kaxnpl 3JIEMEHT aJipeca nNumeTcs Ha OTAEABHOM cTpoke. Ha3sanue ropoja, kak npasuiio,
neyaTacTCs MpOMACHEIMK OykBamu. Hanpumep:

Brook & Son Toymakers
61 — 71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

CnoBa Avenue, Street, Place u HHbIe B anpece MUIIYTCS ¢ IPOMHUCHON OYKBEL

[lpy odopmieruu mnouroBOoro ampeca 3apy6esKHBIM KOPPECIMOHACHTaM ITyHKTYaIlHs
HE IIPUMECHSETCA.

[Ipn agpecoBaHuM myuceM HEOOXOIHMMO YYHTHLIBATE TpagiLMH, XapaKTEepHbIE ISl OTAEIL-
HBIX CTpaH (HanpuMmep, B BenukoGpuranuu nocie yKa3aHHS ropojJia MOXKeT ObITh yKa3aHO rpad-
crBO, B CILIA — Ha3BaHue wiTara).

Ecnu B HasBaHuK (pUpMBI npHCYTCTBYeT (hamuiua nuna (Hanpumep, W. Edward & Co.,
Ltd), nepex Ha3BaHUEM (UPMBI IIPUHATO CTABHTH CJIOBO Messrs (cokpameHue ot Messieurs —
rocrona).

Eciu mUCBEMO ajipecyeTcss KOHKPETHOMY JIHLLY, nepea Ha3BaHHEM OPraHH 3aLUHA YKa3biBalOT
(GaMHIIHIO M IOIDKHOCTE pabOTHHUKA WIIH €r0 J10JDKHOCTS. Hanpumep:

Mr. Andrew Roach
Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NE12 OLD

U.S.A.

4.70. B muceMax 3apyGexxHeBIM agpecaTam aaTa O(OPMIISIETCSl CIIOBECHO-1{H(POBBIM CIIO-
COOOM B MOC/IE0BATENBLHOCTH: AEHD MECSIA, MECSILL, FOJL.

Hanpumep: 24 susaps 2025 r.

[Ipu cocraBnennu nuckMa Ha aHIMHCKOM S3BIKE AOMyCKaeTcss 0(hopMIeHHE NaThl B MO-
CJICAOBATE/IBHOCTH: TOA, MeCAL, NeHb Mecsiua. Hanprmep: 2025, January 24.

4.71. B nucemax 3apyGexxHbIM ampecaram HCIIOJIB3YIOTCSl BCTYNHUTENIbHEIE 0OpallleHHs M0
JI0JDKHOCTH WK 110 (amuiinu anpecara. Hanpumep:

— YBaxxaeMslit rocrionus Toproselii copeTHuHK!

— YBaXkaeMbIH roCIIOUH AHIEI0B!

3aKaHYMBACTCS MHCHMO 3aK/TIOYHTEILHON STHKETHOI (pasoit «C ysaxkeHueM, ...».

5. COI'TTACOBAHUE IMTPOEKTOB TOKYMEHTOB.

ITOAITMCAHHUE (YTBEPXIEHME) ITPOEKTOB JOKYMEHTOBR

S.1. CornacoBanne npoexra JOKYMEHTa IPOBOAKTCS A0 CrO MONMHCAHNS PYKOBOJAUTEIEM
B LCJIAX OLCHKH COOTBETCTBHSA MPOEKTAa 3aKOHOAATENbCTBY Poccwiickoit Mejepaiyu, J0Kab-
HBIM HOpMAaTHBHBIM aKTaM OPraHH3alNH, KauecTBa H 3(HEKTHBHOCTH IPEIaraeMoro pelieHusl.
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[OCPEACTBEHHBIM  Hemo
AMEHTA OpraHHgyCTCﬂ HC P IH’re;IeM
CornacoBatiiie MPOCKTd AVES neeHUs-HCTIOTHATEIL B SpOBOARICA B 1Peaenay

a3
nqeM moap
(cocrapHTeIEM) i PYKOBOAHTC

HEHHSL. eKTOB JOKYMEHTOR o
yCTAHOBJIEHHOTO CPOKa HCTOT ysamun COJI corTacoBaHe fpo -~ “Ylliecrg,
B OpraH
5.2. [Ipx HaTHYHH

JIEHHs. IPOCKTOB IOKYMey
oM peKHME TTOCPEACTBOM Hanpas i OB iy
H S I'J1
seTcs B aBTOMATH3HPOBaH " coraCyIoNIX, 1 opopMyICHHS pPE3Y ACOBay,
a4yecCTB . SITHCSL TTIOCPENICTBOM K
naM, Ha3HayeHHBIM B K <TOB JIOKYMEHTOB MOXCT OCYILIECTBII P KOprigp,.
ague mpoe CTa COTJIaCOBAHMUS C mpyy
s tI:Tm 1 o()OpMJICHHA HCIIOJMHUTENEM JIH OEKTa NOK g
y i1 110 ‘ : HUH IT eHTa.
R o i MLl, yJacTBOBaBIUIMX B corjacoBa P YM
eM 5TeKTPOHHEIX COOOIIEHHH JIHL, TOB ¢ pabOTHUKaMH OPraHH3ALHUH H/Hiy DYy
5.3. CorylacoBaHne MPOEKTOB AOKYMEH

oMHHTENB TIOCTE COMIACOBAHKA B PaGOUEM MOPSAKe mpogyy,
raHu3yeT HCII ro moapas/ieNeHuss i B COOTBETCTBHH C HHCTPYKpej;

H JI0KJIbHBIMH HOPMATHBHBIMH aKTaMH, peryy,

OpraHH3alHsMH Op
JOKYMEHTa C PYKOBOAHTEIEM CTPYKTYPHO

HHBIM
Mo AEJOMPON3BOACTBY OpraHu3alny Hin pp————
PVIOLIMMHU 1IPOL[ECC COTIACOBAHM (BU3HPOBAHH

HTOB COIJIaCYIOTCSL:

eKThI IOKyMEHTOB - -

5.4. IIpo uram HCIIOMHHTENEM H PYKOBOJMTENEM TIOAPA3ACTICHUA-HCIIONHUTeny;
— HENOCpeICTBEHHBIM 2=

— COHCIOJHHUTENSMH (IIPH HX Hw;“;l:;)l;agneneum‘i, pimmancs spetay

! PYKOBOHHTCH’?;/’L;T(I;);;{;?HMBHHB 0653aHHOCTH KOTOPBIX 3aTParuBalOTCs B Npoekre

zzixf::; Tdnzzzczgropme yKkas3aHbl B IIPOEKTE JOKYMCHTA B Kaqecn:; HCZZJ;:H::;IZH (:Tcnyqae

BPEMEHHOI0 OTCYTCTBHS PYKOBOAHUTEIIA n)ozIpa311€JICHPIH IIPOCKT AOKYM PYeT nup,
ro o0s13aHHOCTH ),

BpeMefj:MHeiﬁigme;;Koaomrem OpraHu3anuy, KypUPYIOUIMMH 3aTPOHYTBIE B Mpoekre

JIOKYMEHTa BOIPOCHI (€C/IH TOKYMEHT NMOAMHCHIBAETCS (YTBEPXKAACTCS) PYKOBOAUTENEM Oprany-

- MKa30B);
— 1opuanueckoif cyx06oit (1mpoextoB JIHA, NpoeKTOB IIp :

— Cityx0o0ii nenonpou3BoACTBa.
[IpoekTsl JOKyMEHTOB, peaiu3alus KOTOpbIX TpedyeT (PHUHAHCOBBIX 3aTpPAaT, COIIACOBEH-

BAIOTCS C (UHAHCOBBIM MOApa3AeIeHHEM.
He nomyckaercs HampaBiATh Ha COIJIACOBaHME NPOEKT NOKYMEHTA OXHOBPEMEHHO [BYM

wiH Oonee paboTHHKAM OJHOTO CTPYKTYPHOTO IOApas/eNeHus. B kauecTse au1, cormacyiomx
[IPOEKT JIOKYMEHTA, JIOJDKHBI BBICTYNIATh IPEUMYLIECTBEHHO PYKOBOAMTEN CTPYKTYPHBIX IOf-
pa3aeIeHuii.

5.5. Bremnee cornacosanue npoexra AOKYMEHTa OCYILIECTBIIAETCSl IIOCPEACTBOM Harpas-
/ICHHA TIPOCKTA B IPYTYIO OPraHM3aLHUIO C CONPOBOAMUTENHBIM IIHCEMOM, B KOTOPOM yKa3bIBaer-
Cs1 CPOK COTJIaCOBAaHHS,

Ecni opranmsauum, cormacyiome MPOCKT NOKYMEHTA, ABNAIOTCS Y4YaCTHUKAMH OJHOIl
COJl, cornacosanue Moxer 6giTE 1posefieHo B COJ Ge3 HampaBjieHHS COTIPOBOAHMTEIHHOMO
HHCLMA M OIHOBPEMEHHO € BHYTPCHHUM COIJIACOBAHHEM.

5.6. Cpoku cornacosanus AOKYMCHTOB yCTaHABIMBAIOTCS HACTOSILEI HMucTpykiuen 1o

NOKYMEHTa U 06bLema AOKYMCHTA, BKIIOYAs MpUiIoKeHus K HeMy. Cpoxu coryiacoBaHHA JOKY-
MEHTOB COCTaBJISIOT:

— NIPOEKTEI NeI0BRIX (CIIy)K€6HI>IX) MmuceMm — |

—3 paboyux nus:
~ IIPOCKTLI NpHKa3oB Ges MPUIIOXEHNH — |

3 pabounx mus:
PaBOIHOro XapakTepa — 3—5 pa6oumx aHei;

f
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— IPOCKTRI IIPHKA30B C NPHIIO)KEHHEM JIOKATLHEIX HOPMATHBHBIX aKTOB B 3ABHCHMOCTH OT
nx obwvema (He bosee 50 crpanmiy) — 5-10 paboyux aHeit;

— IPOCKTDI JIOKATBHBIX HOPMATHBHEIX AKTOB, YTBEPIKIAeM bIX HEMnOCpeACTBEHHO NOAMACHIO
pykoBoauTeNs (He bonee 50 cTpanun) — 510 pabounx IHei:

— MPOCKTEL IIPOTOKO/IOB 3acefaHu (COBEIIaHHIT) NPH HEOOXOIUMOCTH HX COrJjlaCOBaHH4,
B 3aBHCHMOCTH OT 00heMa JoKyMeHTa — 1—3 paGounx aHs.

CpOKH COIJIaCOBaHMS MPOEKTOB JOKYMEHTOB, HAIlpaBIAEMBIX Ha BHEIIHEE COIJIACOBaAHHE
HE 0JDKHBI COCTABIIATL Oostee 30 KaneHaapHBIX JHENH.

B KOHKDETHBIX ClIyyasiX B 3aBHCHMOCTH OT COACPXKAHHS M HA3HAYEHIs! [[OKYMEHTA CPOK
COIJIaCOBAHHS MOXKET OBITh COKPAILEH HITH YBEJIHYEH [10 PELICHHIO PYKOBOAHTEIIS, KYPHPYIOLIE-
O HalpaBJICHHE ACATCILHOCTH, MO KOTOPOMY FOTOBHTCSA IIPOEKT PELICHHS.

5.7. OhopMmieHne pe3ynpTaToB cormacosanus JIHA H pacIOpSOHTENIBHEIX JOKYMEHTOB
OCYIICCIBIICTCA B BUAC BH3, MPOCTABIAEMBIX 3aHHTEPECOBAHHBIMH JIMLAMH HA [TOC/IEIHEM JTH-
CTe NPOEKTa NOKYMEHTa (Ha ero JMLEBOH UM 060pOTHOM CTOPOHE) MJIH Ha OTAEILHOM JIUCTE
COTJIACOBAHMA, ABJIIAIOMEMC] HEOTBEMJIEMOH YacThI0 AOKyMeHTa. OTMETKH O COr/lacoBaHHH
(rpud cornacoBaHus H BU3bI) OhOPMIIAIOTCSL B COOTBETCTBHH ¢ HACTOSILE! HUHCTpYKLIEH.

IIpu cornacoBaHnu menoBeIx (cny)xe6GHBIX) MHCEM BH3bI IPOCTABIIAIOTCS Ha KOMHHU IHCHMA
(BH30BOH 9K3€MIUIAP), KOTOPBIH [OC/E MOMTHCAHHS [IO/UTHHHHKA ITHCbMa H €ro perucTpalHH
ITOMCLIACTCA B NI€J10, HIIH Ha 000pOTe NOMIMHHHUKA ITUCHMA, €CITH THCEMO HalpaBJI€TCA ajgpeca-
Ty MO (PaKCy MIIH IEKTPOHHOI MouTe. DTOT ke OK3EMIUISP IMTHChMA II0C/E OTMNPABKH afpecaTy
(o (haxcy MM 3JIeKTPOHHOI MMoYTe B BHIe ANMEKTPOHHOM KOITHH) ITOMELIACTCS B 1e10.

[Tpoektsl mpoToKONIOB BH3MPYIOTCH JIMI[aMH, BBICTYTIABIUHMMH Ha 3acelaHiii (COBELAHHH)
MIyTEM NPOCTABJICHHS BH3bl HA JIEBOM II0JIE JOKYMEHTA HanmpOTHUB 3aIlHCH BBICTYILIEHHS COOT-
BETCTBYIOLLETO pabOOTHHKA.

5.8. CornacoBanune npoeKTos AOKYMCHTOB MOXET ocywecTsiarscs B COJI. ITocne 3aBep-
HICHHS [TPOLEAYPBI COIVIaCOBAHHUA (TIPH CO3JAHMH ITOTHHHHUKA AOKYMCHTA Ha OyMa)XHOM HOCH-
TE€JIE) JIUCT COIJIACOBAHMSA PACICYATHIBACTCS 13 COJl, npukiagsIBaeTCs K MPOCKTY JOKYMEHTA
1 IIPEACTABJIACTCA Ha NOANHCH PYKOBOAUTENO OPraHU3aHy (HHOMY YIOJIHOMOYCHHOMY MM Jiki-

y).

CornacoBanue BHYTPCHHHX JIOKYMEHTOB, CO3JaHUE, XPaHCHUE ¥ HCIOJIB30BAHHE KOTOPHIX
OCYIWECTB/IIeTCA niocpeactBomM COJI, npoBoauTes B C3O/]1 B anekTpoHHOM BHzE.

an COTJIaCOBaHHUH [IDOCKTOB BHYTPECHHHUX AOKYMCHTOB, CO3JaHHBIX HA GYMa)KHOM HOCH-
TCJIC, BH3BI IIPOCTABJISIOTCS HCIIOCPEACTBEHHO HA [IDOCKTE AOKYMCHTA.

5.9. Ilpu BHewmHeM COIJIAaCOBAHHH, IIOJYYEHHOM IHCHEMOM, WJIH COIJIACOBAHNU MPOCKTa
NOKYMEHTA KOJUIErHAIbHBIM (CoBewwaTenbHeBIM) OpranoM ¢ (uKcaumei pemenus o cornacosa-

3.10. B xone cormacoBanus POCKTAa NOKYMEHTa pabOTHHK
[IPHHAMACT OJTHO U3 CJIEAYIOLIMX PelIeHHi:

— COrIacoBathb MPOEKT NOKYMeHTa Oe3 3aMeyanmuif:

— COIJIaCOBATh NMPOEKT NOKYMEHTA C 3aMEYaHHsMH;

— OTKJIOHHTD MPOEKT JOKYMEHTA;

— YKa3aTb, YTO HE€ HMEET OTHOLIEHHUS K HPOCKTY NIOKYMEHTa (PacCMOTpEHHE BOINpOCa,
110 KOTOpOMyY NpHHUMAETCS pelleHHe, He BXOIUT B 0043aHHOCTH paGoTHHKA).

Bospaxenus no [IPOCKTY TIpHKasa (pacnopsukeHHs), BO3HHKAIOMHE 1P.f COTVIACOBAHH,

» COTTIACYIOIUHH JOKYMEHT,
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— HAJTHYHS CYIECTBEHHBIX 3aMe4yaHui 110 TP
— HecOrJacHs ¢ MPOEKTOM JOKYMCHTE. o
5.11. HecornacoBaHHEIH MPOEKT A0KYM

y THS.
HOTO corJiacoBat
aHASM, TIepeo(pOpMIIEHHS H ITOBTOP pp— . o
nmpoeKTa JOKY MCTIOJHHUTENL TPHHAMACT PCIICHH
5.12. Ecnn nipu gopadboTKe

[IHX B COTJIACOBAHHH, MCIOIHHTe.
yUMTHIBATH 3aMeuanne (3amMeyaHus) JTula (L), Y“aCTB?BaB - HoeKTOM HOKyMEHTS o
FOTOBHUTCS peecTp HEYYTEHHBIX sameyaHuii, KOTOpBIH BMECTE C TP pes-
1eM

M A0JDKH
TeqIO OpraHM3alH HIM HHOMY yNoJHOMOYEHHOMY M 1 OCVTHO“ 1y
CTaBJIETCA PYKOBOOH PeecTp HEYUYTECHHDIX 3aMCYaHUH nopy-

OKYMEHT.
- epyIaoeMy) 1
M1y, TOANHCHIBaromeMy (YTBEp e neHHA-HCTOMHHTES.

MHUCHIBAETCS PYKOBOJAMTENEM CTPYKTYPHOrO I0/pas i ey Skt seisings
3 WJIU HE MPHHH!
5.13. Pemeniie o TOM, IpHHHMATh

peGyeT AopabOTKH MO BBICKA3AHHEBIM 3ame.

PYKOBOIUTEIIb.
B ciydae eciii pyKOBOAMTEIb NTPHHHMAET PE

OTKJIOHEHHBIE HCIIOJHHUTEIEM, HCIIOTHHTCID nopa6

C BBICKa3aHHBIMH 3aMeYaHUSIMH.
EcH pyKOBOJHTENb COrMAIIACTCS ¢ MHEHHEM HCIIONHHUTEIA, OH HOAIMHCHIBACT (YyTBepxa-

menne 0 HeOOXOJAUMOCTH YYECTh 3aMeyaHusy,
aThIBAET MPOEKT JOKYMEHTA B COOTBETCTBHH

€T) JOKYMEHT.
5.14. JloxyNeHTBI, H3aBaeMble OT UMEHH OpraHH3aldH, MOANHCHIBAIOTCA PYKOBOAUTEIEM

OpraHy3auyy HJIM HHBIMH YIIOJIHOMOYCHHBIMH UM IOJDKHOCTHBIMH JIMIIAMH (33M€CTHTCIIHMH PYy-

KOBOJHTE/IS OPraHH3alMH, PYKOBOJUTEISIMH CTPYKTYPHBIX IOAPA3ACICHHH, HHBIMH JI0/DKHOCT-
HBIMH JIMIIAMH B COOTBETCTBHM C MX KOMIIETEHIHEH, OnpeacaseMOoi AOBEPEHHOCTSIMH Ha Bhbl-
MOJIHEHHE ONPEEICeHHBIX JEHCTBHI OT HMEHH OpraHHu3aliy, BHYTPEHHHMH HOPMaTHBHBIMH JI0-
KVMEHTAMH OpraH13alliH).

5.15. OtaenuHble BUABI BHYTPEHHHX JOKYMEHTOB (CIy)XK€OHBIE, OOBSICHUTEIbHEIC 3aITHC-

KH) Ha HMS PYKOBOAMTENIA CTPYKTYPHOIO IOJApa3fe/IeHUs MOAMUCHIBAIOTCS HCIIOJHUTENEM (Co-
CTaBUTEJIEM), €CJIH pa3pellacMble IIPH 3TOM BOIIPOCHI HE BBIXOAAT 3a NpEAEbl ero KOMIIETeH-
I[HH.

5.16. JlokyMeHTEI, HanpaBifeMble B BBICUIHE OPraHEbl rocy1apCTBEHHOM BJIACTH, Ha HMA
MEPBBIX PYKOBOAMTENEH (heIepalbHBIX OPraHOB WCHOJHUTENBHOM BIACTH, DPYKOBOJHMTENEI
cybbexToB Poccuiickoii Denepannu u 3apydeimHpbIX rocyaapcTB, NOAMNMUCHIBAIOTCSA PYKOBOAHTE-
JIEM OpraHu3alliy MIIH JIMLOM, HCIIOJHSIOUIMM ero 0613aHHOCTH.

5.17. lokyMeHTH, HallpaBJIIEMBIE B IIOABEIOMCTBEHHBIE U CTOPOHHHE OpraHu3aluH, nox-
THCBIBAIOTCA 3aMECTHTENISIMH PYKOBOIUTEJIS OPraHH3allii, MHBIMH JOJDKHOCTHBIMH JIMLIAMH OpP-
TaHH3AIHH B COOTBETCTBHH C NPEAOCTABIEHHBIMH UM [TIOJTHOMOYHSIMH,

>-18. JloxymenT mommncrpaercs ABYMA U Oonee nuuamu, ecnu 3a conepxanue A0Ky-
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HECKOJIEKHM aZipecaTaM (He Gonee 4yeThIpex) MOAMHCHIBACTCS KaXIBIH OTIIPABIAEMBIH 3K3EM-

msp AOKYMEHTa.
5.20. Ilonmuce Ha foKyMeHTe 0(OPMIISETCS B COOTBETCTBHHM ¢ HACTOSINEH Huctpykumeit.

5.21. YTBep)XKA€HHE TOKYMEHTA IIPOU3BOJUTCH:
— HCIOCPEACTBCHHO DPYKOBOAMTEIEM — IIPOCTaBJIECHHEM COOCTBEHHODPYYHON TNOMAMHCH

B rpu(e yTBEPIKAECHHS;
— [IpUKa30M OpraHH3allkiHy,
5.22. YTBepXIaloTCs NpaBUIIa, MOJ0KEHHS, HHCTPYKIHY, PerJIaMeHTEl, HEKOTOPEIC BHIEI

aKTOB, ILIaHBI, IIDOI'PAMMEI U ADYTHE JOKYMEHTEHI, YCTaHaBJIHBAIOIIHE HOPMEI H/HITH paCCHHTaH-

HbIE Ha JUTUTEJIBHOE IpHMeHeHHe (npuiiokerue 10).
O¢opmnenne rpuda yTBepKIEHHS NPOHU3BOAMICS B COOTBETCTBHHM C HacTosmeld WH-

CTPYKLIHEH.
5.23. Iloamuch pyKOBOAMTENS OpraHH3alldH MJIH MHOTO YIIOJHOMOYEHHOrO MM JIMOA Ha
IOKYMEHTaXx, TPEOYIOIIHX 0CO60ro ya0CTOBEPEHHS UX MOMIHHHOCTH, a TAK)Ke Ha KOMUAX JOKY-

MEHTOB H BBIITHCKaX M3 JOKYMEHTOB 3aBepsieTCs NevaThio (mpuioxenue 11).
[leyaTs Ha MOKyMEHTe NPOCTABIAETCA B COOTBETCTBHH C MyHKTOM 2.49 ITpHMepHO# HH-

CTPYKLIHH.

6. OPTAHU3BALIVS JIOKYMEHTOOBEOPOTA
6.1. JIokyMeHTOOGOPOT BKJIIOYAET BCIO MOC/IENOBATENFHOCTE IepEeMeIeH I J0KYMEHTOB,

d TaKoKC OIICpalniMH, COBEPLIACMBIC C IOKYMEHTAMH B [IPpOLECCE HX CO3JaHUA U HUCIIOJIHEHHS (HO-
JTYICHHC, OTIIpaBKa, IIPEABAPUTEIILHOEC paCCMOTPCHHE, PEruCTpanu, PaCCMOTPEHHEC PYKOBOIH-

TEJIEM).
6.2. Llenp opraHu3anuy ZOKyMEHTOO0OpPOTa — ObecrneucHue CBOEBpPEME {HOr0 MPHHSITHS

YNPABJICHUCCKHX PEIICHHH W HX HCIIONHEeHNs. 3aaa4a JOKYMEHTOO60pOTa — OpraHH30BaTh JBH-
ACHHC IOKYMEHTOB 110 HAMMCHEE KOPOTKOMY IIYyTH ¢ MHHUMAJIBLHBEIMH 3aTpaTaMH TPYAa U Bpe-
MCHH, B YCJIOBHAX SJICKTPOHHOIO INOKyMEHTOOOOpOTa — 00ECHEeYHTh NOCTYN K DOKyMEHTaM
mo/b30BaTeIsIM CIJ] B COOTBETCTBUH € IPEAOCTABIEHHBIMH MM IpaBaMH. ’ |

6.3. B ycnosusx npumerenus C3J] B opranusamuu MCTIOJIB3YIOTCS 3JIEKTPOHHBIE JOKY-
MCHTBI, @ TAKOKE SJIEKTPOHHBIE KOMHH AOKYMEHTOB, IONYYEHHEIE B PE3YIIBTATE CKaHHPOBAHHSI
TIOKyMEHTOB Ha OymMaXKHOM HocHuTeje. JJOKYMEeHThI OpraHH3all(H, UMEIOIIHE BPESMEHHBIE CPOKH
XpaneHus (oo 10 yeT BKIOYMTE/NBHO) MOTYT CO34aBaThbCs, XPAaHUTHLCA H HCIOJIB30BATHCS HC-

KIIFOYHTEIBHO B ()OPME IJIEKTPOHHBIX JOKYMEHTOB.
[lepevyeHb NOKYMEHTOB, CO31ABAEMBIX, XPAHHMBIX M HCIIONIB3YEMBIX HCKITIOYHTEIBHO

B (DOPME 3JIEKTPOHHBIX JOKYMEHTOB, YTBEPIKAACTCS PYKOBOJHTEIEM OpPraHH3aLHH.
6.4. Opranu3anus ABHKEHHSI TOKYMEHTOB B YCNOBHSAX JJIEKTPOHHOIO NOKYMEHTOO0OpOoTa

OCYUICCTBIIACTCS B COOTBETCTBHH C PErIaMEHTHPOBAHHBIMH MAPIIPYTAMH, pa3pabaTeIBACMBIMHK

CayxGoii aenonponssoactsa. MapuipyTsl ABHIKEHHUS OpraHH3alHOHHO-PaCIIOPSIAUTENBHBIX JI0-

KYMEHTOB JJOJDKHBI OBITh ONTHMAIBHBIMH I10 3aTPATaM BPEMEHHU, He JOJDKHEL nonyckars ayOJiH-

PYIOIIMX ONEpalnH H BO3BPATHBIX ABHXKEHHI, HE 00YCIIOBIEHHBIX EIOBOI HE0OXO0AUMOCTEIO.
6.5. Opranu3anus Z0KyMeHTo060pOTa OCHOBBIBAETCS Ha IPHHLMIIAX:

— UCHTPATH3ALHH ONEPALUH 10 IPUEMY H OTIIPABKE JOKYMEHTOB;
— PaClIpeACICHHA NOKYMEHTOB Ha JOKYMEHTOMOTOKH, MMEIOLIHE ONMHIKOBLI MapuIpyT

(MapuIpyTH3aLUs JOKYMEHTOB);
— OpraHH3alHH MPEABAPHTENLHOTO PACCMOTPEHHS BXOISIIHX JOKYMEHTOB;
— HCKJIIOYCHHST BO3BPATHBIX JABH)KCHHH JOKYMEHTa, HE 0OYCIOBIEHHBIX IEIOBOH HEOBXO-
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JHMOCTBIO;

€HTOB, :
— OJHOKPAaTHOCTH perHcTpalii J0KYM ’ KTOB JIOKYMEHTOB,;

Y e
acoBaHHi MPO
— ycTpaHeHHs He000CHOBaHHBIX COIJI TKE, PACCMOTPEHHIO M COTNIaCOBayyy,,

i o 006pado
— BPEMEHHOM perjiaMeHTalin omepauui mo o0op

OKYMEHTOB.
ATOTCH
6.6. B 0KyMeHTO0G0pOTE OpraHu3alliy BHIACT

(p1e) AO0K
CTYTAOI(IMe) JOKYMEHTHI,; UCXOMSLIHE (oTmpaBIIAEN )

eJISIIOTCA.
. X NOKYMEHTOB BBIA
B cocrase BXOASAIHX H HCXOAAIHX TOKYM 0B MECTHOTO CAMOYTIPaBJIeH s

o o I\aH
— IOKYMEHTbI OpraHOB roCyAapCTBEHHOH BIacTH, OP peommm—"
— IOKYMEHTH! (DMIHAJIOB U TEPPUTOPHATBHO 060cobaEHHBIX TTOAP :

X opralu3anuu;
— ZIOKYMEHTBI H3 FOCYJapCTBEHHBIX H HEroCyAapCTBEHHBIX OP e e, _—
— 3anpockl jenytatos IocyaaperserHoil ymbl i YICHOB Coseta Deaepaum, aenyrarop

1 CKOI aHOB MECTHOT
3aKOHONATE/IBHbBIX OpraHoB cybBekToB Poccuiickoil dexepalnd H OpP 0 camo-

yMEHTBI; BHYTPCHHHE NOKyMenty;

Yyl paBJIEHHUA;
— o0OpanieHus rpa)/aas; )
— JIOKYMEHTB! M3 NPABHTEILCTBEHHBIX H HENPABHTEIbCTBCHHBIX OPTaHHU3ALHHU 3apyOes-

HBIX CTPaH M JIpyrHe IPyIIbl JOKYMEHTOB.
6.7. JloctaBka M OTmpaBKka JOKYMEHTOB B OpraHH3allHH OCYLUCCTBIIAIOTCHA CpeacTBamy

IOYTOBOI CBsI3H, (peJIbABErepcKoi M KypbepCKOH CBA3H, HAPOYHBIMH M Da3jIHYHBIMH BHIamy
3JIEKTPOCBs3H ((hakcUMUIbHAS, TejerpadHas, TeneoHHas, NEKTPOHHAS TI0YTa, CHCTEMa Mex-

BEZJOMCTBEHHOT0 31eKTpoHHOoro qokymentoobopora (MOJ10), CI/).
6.8. B opranu3anuio gocrasiseTcs KOppPECIOHACHIHSA B BUAE ITHCEM, IIOUYTOBBIX KapToyek,

OaHzieposeif ¥ MakeToB, MeYaTHBIX M3JAHHUI, TemerpaMM, ¢axcorpamm, Tene(poHorpamMmm, snek-

TPOHHBIX TOKYMEHTOB M 3JICKTPOHHBIX KOITHH JOKYMEHTOB.
6.9. Ilpuem nokymenToB ocyiectusercss Cnyxboi aenonpou3BoacTsa. JJoKyMeHTsI, no-

JIy4CHHbIC paOOTHUKAMH OT APYTHX OpraHu3auluii, Taiie mepepaiorcs B Cinyxby nenonpomus-

BOJCTBA JUISl PETHCTPALMK H/HJIH y4eTa.
6.10. Bce nocrynmuBIIBe B OpraHM3aLMiO JOKYMEHTBI NOJJIEKAT MEPBUYHOIN oOpaboTke,

BKJIFOYAIOIIEH :

— IIPOBEPKY NMPaBUIBHOCTH JOCTABKH JOKYMEHTOB;

— IIPOBEPKY 1[E€IOCTHOCTH YITAKOBKH (KOHBEPTOB, TAKETOB);

— BCKPBITHE YIIAKOBKH (32 HCKIIOYEHHEM KOHBEPTOB, MAKETOB C IMOMETKOMH «JIHUHOY
H IPH(AMH OrpaHHYEHHS JOCTYNA K JOKYMEHTY):

— IIPOBEPKY LCIOCTHOCTH BXOMANUIHX JOKYMEHTOB, BKIIIOYAS TPHIIOKEHHS:

— YHHYTOXXCHHE KOHBEPTOB, IIAKETOB MIIH YIIAKOBKH:

— IPOCTaBJICHUE OTMETKH O MOCTYIJICHHH JOKYMEHTA B OpraHU3aIHIo.

0.11. OmHG0YHO JOCTaBIEHHBIE AOKYMCHTBI IIEPECELIAIOTCS 10 HA3HAYCHHIO MIIH BO3Bpa-

HIAIOTCA OTNpaBuTEMO. JIOKyMEHTBI, MOCTYIHBIIHE B TIOBPEXACHHON yIaKoBKe, MPOBEPSIOTCA
Ha ICJIOCTHOCTh, B TOM YHCJIE HA HATHYHE MCXaHHYECKHX MOBPEXIEHHIA,

IlouroBrie oTnpasnenus, HCCTAaH/IapTHEIE 11O Becy, pasmepy, (opme, umeromnue HEPOBHO-

IOKYMEHTOTIOTOKH: BXOZSIIHE (g,
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K HEMY, & TAKKC IIDH OTCYTCTBHH MOMAMHUCH HA BXOMAIIEM JOKYMEHTE COCTABJIAETCS aKT B IBYX
3K3EMIUIIpaX Ha OYMaKHOM HOCHTese, MOMNUCHIBAEMBIil nByms pabotHukami CnyxObl geno-

MPOU3BO/ICTBA.
OJUH 9K3eMIIISAP aKTa BMECTe ¢ BXOIS LM JOKYMEHTOM H €ro NpHIOKEHHAMH IepeaacT-

cs1 HA NMPCABAPDHTCIIBHOE PACCMOTPEHHE H per HCTPALHIO, BTOpOﬁ OK3€MILIAP aKTa BBICBUIACTCSA

OTIIPABHTEIIO.
6.13. KoHBepTSI, IakeTh! HIIH yNakOBKa COXPAHSIOTCS M [IPHIAraloTCA K BXOISAIIAM IOKY-

MEHTaM B ClIy4yasx:
— €CJIH TOJIPKO I10 HUM MOXXHO YCTaHOBHTE OTIIPABHTEJS HIIM JATy OTTIPABICIIAL;

— €CJIH BXOASAIUIHH JOKYMEHT MOCTYITHII T03)Ke YKA3aHHOTO B TEKCTE JOKYMCHTA CpOKa HC-

[MOJITHEHHS HJIH JAThl MEPOTIPHATHA;
— NpH OOJIBLIOM pacXOXKAEHHH MEXIY AaTaMH HOIMHCAHUS U [IOJIyYE€HHS TOKYMEHTOB.
[locne 3aBepiuenns pabGoTEI ¢ JOKYMEHTOM KOHBEPT BMECTE C HJOKYMEHTOM IIOMEINAeTCs

Ha XpaHEHHE B JeJI0.
6.14. KoHBepThI (IakeTs!), HMEIOLIHE OTMETKY «JInynHoy» ("Private"), rpudbl orpanngenus

A0CTYNa K NOKYMEHTaM, COAEPAIUMM CBEACHHS KOH(HICHUMAIBHOTO XapaKTepa, He BCKPhIBa-
IOTCSI U NepelaroTe:

— C OTMETKOH «Jluuno» ("Private") — HemocpencTBeHHO aznpecary;

— C rpu)aMu OrpaHUYEHHsI OCTYNA — B CIIYKOY KOHQHAEHIHAIBHOTO IeI0NPOU3BOACTBA
WM paOOTHUKY CiyxObl JeIONpOU3BOACTBA, B 065S3aHHOCTH KOTOpPOro BXoAuT obpaboTka mo-
KyMEHTOB, COACPIKALIMX CBEACHHUA KOHYUASHIMAIFHOTO XapaKTepa.

6.15. Bxonsimue 31eKTpOHHBIE HOKYMEHTEL [MOCTYNHUBUWIME OT APYIUX OpramM3amHil Mo
JIEKTPOHHOH moyTe, nocpeactsomM COJI w/unun MIJIO npHHEUMAIOTCS Ciyx0o0it genonpous3so-
CTBaA.

ONEKTPOHHBIE NOKYMEHTEI, IIOCTYIHBILIHE I10 HH(})OPMANMOHHO-TEIEKOMMYHHKAITHOHHBIM
KaHalaM | IIOAMHCAHHEIC YCHICHHOH KBATH()UIIMPOBAHHON NONMUCHIO, BKIIOYAIOTCS B C3/1 nmo-
CJIC IIPOBEPKH 3JICKTPOHHOH IMOAMMCH U MOJATBEPIKACHUS €€ NeHCTBUTEIEHOCT I (B OTHETBHBIX
CTyqasix MpeAyCMOTPEHa pacnevaTka JOKYMEHTOB, IIOCTYIHUBLINX B (hopMe 3neKTPOHHBIX JOKY-
MCHTOB, C NOCICAYIOWIEH OpraHu3anueil paboTel ¢ HUMHU KaK C JOKYMEHTaMH Ha OyMaKHOM HO-
CHTEJIC); 3JIEKTPOHHBIE NOKYMEHTEI, NOCTYNHBIUKE OT APYrHX OpPraHH3alHil [0 3JIEKTPOHHOM
HMOYTE H MOANMHCAHHBIE YCHJICHHOH HEKBATH(HIIMPOBAHHOM IIOIITHCHIO HITH ITPOCTOH 3JIEKTPOH-
HOH TOIIHCHIO, IPOXOAST IPEIBAPUTENHHOE paccMOTpeHHue U BKIOYaroTcss B COJI npu HaH-
YHH MEXIY OpraHu3alHeH-OTIPaBHTEIEM | OpraHu3alMeH-IoyyaTesIeM COoralaeHus 06 06-
MCHE 3JICKTPOHHBIMH JOKYMEHTAMH, IMOTHCAHHBIMH COOTBETCTBYIOUIEH MO CEIO.

6.16. [lepBuunas o6paboTka JJICKTPOHHBIX TOKYMEHTOB, MOJIyYEHHBIX 110 HMH()OPMALHOH-
HO-TCIICKOMMYHHKALHOHHBIM KaHaIaM CBA3M (9JIEKTPOHHAS 110YTA, M3O/I0O, caiiT opranu3anuun)
OT ApPYrHX OpraHM3alH{ U rpaXkaaH, JOJHKHA COOTBETCTBOBATH TEXHOIOIHH paOoTEI ¢ BXOALIH-
MH TOKYMEHTaMH.

6.17. IlepBuynas o6paboTka AOKYMCHTOB 3aBEpIIAETCS WX paclpezesneHueM (COpTHPOB-
KO#) Ha peTHCTPHPYEMBIE i HEPErHCTPUPYEMbIE (NpUIIOKEeHHE |2).

K noxymenram, ne nomiexamum PCrHCTPaLMH, OTHOCATCS JOKYMEHTHI, He Tpedylolue
HCIOJIHEHHS U HE CoZiepiKaliie HH(OPMALHH, HCIIOIb3YEMOH B CIIPaBOYHBIX LEJISIX.

6.18. Peructpauus Bxomsmmx AOKYMCHTOB OCYILECTBJIACTCA HE3aBHCHMO OT CIIOC00a HX
AOCTaBKH OAHMH pa3: B Ciyx0e Aenonpon3BoCTBa HIIH B CTPYKTYPHOM IIOAPA3/€JIEHHA OpraHH-
3aIHH.

JIOKYMEHTBI, IIOCTYNAIONHE H3 APYIHX OPraHM3aLUMH HCMOCPEACTBEHHO B CTPYKTYPHDIE
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«OBOJICTBA, MEPENAIOTC UL pemCTPalmu

ﬂ ‘7
110 TpeOyIoLHE pacer’® eﬁﬂﬂnegnpomBozICTBa‘
Cnyxoy b UX NOCTYILIe
HiIS B >e op ocyLiecTIeTCA B ACH YTUICHHY yy,

\MEHTOB B KOHLIE PA00YEro JHs uny g He.

noapasnciCHiis,
H [peaBapUTEILHOrO pacCMOTPE |
6.19. PerucTpamus BXOASLIHX JOKYD

JIOKY
Ha cieayromuii paboyui ACHD TPl

X AHEH C MO
pabodyee BpeMs. geTcs B TEYCHHC TPEX 1 MEHTa 1.
GpameHuy rpaxiaaH OCYLIECTBIT " N $9-03 €O TOPAAKE pacey.
HcTpaiHs odpant 2 59- : |
crvnnle)s;n (ngnuem{: (denepanbHbli 3aKOH OT 02.0)5.200 Tpe
: L < eait Degepalliiy).
HUs oOpamienuii paxaad B POCCHHCKOH den [:,Te ol
6.20. CBenenusi 0 MOCTYNHBLIEM JOKYMCE

-yyeTHY0 (O
xapTouky (OPK) CDJI mau perucTpalioHHO-YH it HOMED.

HHBI
g peracTpauHo
CTYIIHBINEMY JOKYMEHTY IIPHCBAaHBACTCA P CTOMT M3 MOPSAKOBOTO HOMepa JOKy-

HTa CO
PerucTpanyoHHEIH HOMEP BXOIALIETO HOK?:{;KCT GBITH JOMOTHEH LH(DPOBBIMU 1k Gyy.
' ro roja, KOTOPbIH
MEHTAa B Ipejesnax KaleHJapHO , cH(pHuKaTOpam.
MBIM KJIaC
BCHHO-LIM()POBLIMIT KOZAMU (MHICKCAMH) 110 HCMONB3YE

HEM JOKYMEHTOB, Moctv.
6.21. Ha Bcex 3aperscTpEpOBAaHHBIX NOKYMEHTaX, 33 HCKJIIOHCH AOKY , TIoCTy

CTYII )
BIIUX B (hopMe 3MEKTPOHHBIX JOKYMCHTOB, [IPOCTAB/AIOTCS OTMETKH O TMOCTYIUICHHH Jioky
1905 :
a B OpraHH3aIMIo. B oTMeTKe 0 MOCTYIUICHHH JOKYMEHTA (pUKCHPYIOTCS AaTa IOCTYNekyy
MEHT :

XOJSIIHH PErHCTPaIHoy-
acax ¥ MUHYTax) 4 B

; — BpeMs ITOCTYIUJIEHHA B 4

(mpH HEOOXOIMMOCTH — Bp TY

Tc B 9EKTPOHHYIO PETHCTPALKOKRyy,
pmy Ha OyMaXXHOM HOCHTelle, g p.

g HEH.
HEIif HOMep JIOKYMEHTa B COOTBETCTBHH ¢ HacTosuelf MHCTPYKI .
6.22. JIOKYNEHTBI, MOCTYIHBIIHE Ha OyMaiHOM HOCHTEIC, CKaHMPYIOTCAL, KTPOHHa
. - ,

KOIHS OKyMeHTa Bkmiodaercs B COJI u npucoenunserca k IPK nokymenTa. -
6.23. KoppecnoHaeHIHsS Ha HHOCTPaHHBIX A3bIKaX, alpEeCOBaHHAs PYKOBOJACTBY OpraHu3a-
KM, nocne perucrpauud B Coyxbe ae1onpou3BO/ACTBA IIEPEAACTCA B coovTBeTC'rBonmee 1noj-
paszeneHde WM pabOTHHKY OpraHM3alUdH JUlsd NepeBoAa U MOCIEAYIOIIEH Iepeaayu Ha pac-
CMOTPEHHE PYKOBOJCTBa. MHas KoppecnoHAEHILHS Ha HHOCTPAHHBIX f3BIKAX II€PENaeTcs Mo

Ha3HaY€HHIO HENOCPEACTBEHHO B CTPYKTYPHBIE NOApa3Ae/IEHHU .
6.24. [lpensaputenbHOe pacCMOTPEHHE NMPOBOAMTCA B LEJSX PACIIPENENIEHUS MOCTYIIAl0-

IIMX B OpraHM3alHIo JOKYMEHTOB Ha Tpebyrouiue 0053aTe/IbHOr0 paCCMOTPEHHS PYKOBOACTBOM

- OpraHH3aiii U HalpaB/IEeMbIC HENOCPEJACTBEHHO B CTPYKTYPHBIC IIOApPa3AC/ICHHUA.

6.25. IIpensapuTensHOEe pacCMOTpeHHE BXOAAIIMX JOKYMEHTOB OCYIIECTBISETCS B Cryx-

Oe menonpon3BoACTBa ITOC/Ie PErHCTPALHE JOKYMEHTOB.
[IpensapurenbHOe paccMOTpeHHE MOXKET MPOBOAUTHECS OO PErHCTPALIMU B CIydae MocTyn-
JICHHSA TOKYMEHTOB C OTMETKaMH, TpeOyIOIHUMH He3aMeUIHTEeIbHOIO pacCMOTPEHHS H HCIION-
HEHHS JOKYMEHTA.
6.26. [IpenBapurensHoMy PaCCMOTPCHHIO NMOLIeHAT BXOAAIIME AOKYMEHTHI, aApecoBaH-
HBIC B OPraHH3alHMIO U HAa HMS €€ PYKOBOIMTES,

JloxymeHTEI, anpecoBanHBIe HOAPA3CICHAAM, PYKOBOAHTENAM MOApA3AeIeHHIl 1 CreLHa-
JIACTaM, IEPEAIOTCA B CTPYKTYPHbIE TIOApPa3aeNeHus Gea NPEABAPUTE/ILHOIO PACCMOTPEHHS.

TCAMH CTPYKTYPHBIX NOApa3ne/eHuii.

6.28. Ilo pesynsraram [IpeaBapUTEILHOrO

PACCMOTPEHHs NOKYMEHTEI pacrpeaeasaioTes Ha
AOKYMCHTONIOTOKH, HallpaBisempe:

— Ha paccMoTpenue pykoBoauTens OpraHusaruy (HOKyMeHTHr, [MOCTYNAIOIIHE U3 OpraHob
FOCYNapCTBEHHOI! BNAaCTH, opraHop MECTHOro CaMoynpasnenusy, AOKYMEHTBI 0 HauboJiee BaX-
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HBIM H NPHHUHITHAIBHBIM BOMPOCaM AEATEeABHOCTH OpraHH3aim);
— Ha DACCMOTPCHHE 3aMeCTHUTENeH PYKOBOAMUTEJISA (IOKYMEHTBI IO HANpaBICHHAM Jes-

TE/IBHOCTH, KYPHPYCMBIX COOTBETCTBYIOIIHMH 3aMECTHTE/ISIMH);

— Hd PaCCMOTPCHHE HHBIX PYKOBOAUTEIEH, ITIABHBIX H BEAYIIHX CIIEIHATHCTOB:

— Ha paCCMOTPEHHE H HCMOJIHEHHE B CTPYKTYPHBIE ITOAPA3ACICHHS 10 HalpaBJIeHUAM HX
HNEATEIBHOCTH.

6.29. Ilo 3aBepmiennn npensapurensHOro pacCMOTpPEHHSI AOKYMEHTBI INepenarTcs cooT-
BEICIBYIOMM PYKOBOIHTEIIM [UISl paCCMOTPEHHS M BEIHECEHHS PE30JIONMYI (YKa3aHHi 11O He-
[TOJTHEHHIO ).

6.30. PaccMOTpenne noKyMEHTOB pykoBoaMTEIEM OCYLICCTBJIACTCS B ACHb INEpenayn 1o-
KYMCHTOB PYKOBOLHTEIO MM Ha CIeXYIOMHH paGounii AEHB, €CTH NOKYMEHTHI nepenaHs! py-
KOBOJICTBY B KOHLE pabouero nHsl.

JIOKyMEHTBI, TpeSyiomue cpoyHoro PaCCMOTPEHHS, a TAKXKE TeJIerpamnbl U TeaedoHo-
rpaMMbl PaCCMaTPHBAIOTCSI PYKOBOIHUTENEM HE3aMeUIUTETBHO.

6.31. PesynpTarel paccmoTpenus AOKYMEHTA PYKOBOJHTEJIEM OpraHH3allHH, €ero 3aMeCTH-
TC/MHF, PYKOBOAHTE/IIMH TTOApa3eNIeHHi 0(OPMIILIOTCS B BHAE PE30JIOLHH B COOTBETCTBHH
¢ HacToswen MHcTpykumeH.

6.32. CBeieHHS O pe30JIIOLHU (MCIIOJIHHTEIB, COAEPIKAHHE TIOPYUICHHS, C])OK HCITOJIHEHHSI)
cnennanucToM Ciry:kObl Ienonpou3BoAcTBa BHOCATCS B DPK CO/I, mocne uero UCnoMHHTEIH
HOJIYHaloT ZOCTYI K 3/ICKTPOHHOMY JOKYMEHTY WM 3NIEKTPOHHOM KOIMHH JOKYMEHTa, eC/TH J0-
KYMEHT IIOCTYITHII Ha OYMa)KHOM HOCHTEJe.

6.33. JIoKyMeHTbI, NOCTynaromHe Ha OyMa’kHOM HOCHTEJNe, MociIe UuX PEerucTpanuy, BKJIIO-
yeHHst B COJI B BuAE 9/1€KTPOHHBIX KOIHIT K PaCCMOTPCHHSI PYKOBOACTBOM II€PENAIOTCS B COOT-
BCTICTBYIOIIHE CTPYKTYPHBIE [IOJApa3feNeHHs Ha HCIIONHEHHE HITH MOMELIAIOTCs B 1es0 B Cirysk-
O¢ Ae10npOH3BOACTBA B COOTBETCTBHH C HOMEHKIIATYPOH A€/ OpraHu3aliy.

st pukcanuu dakra nepegaun BXOSIIHX TOKYMEHTOB H HX KONHH Ha OyMa)KHOM HOCH-
TCJIC HCIIOJIHMTENIIM B CTPYKTYPHBIE MOApa3feieHHs MOTYT HCIOJIB30BATBCs JKypHAIEl (pe-
€CTPEl) Nepeaays JOKYMEHTOB.

6.34. IIpu OymaxcHOM JI0OKyMEHTOOOOPOTE MOMIMHHMKU BXOISLIHX OOKYMEHTOB, B ClIy4ae
HAasHAYICHUA HECKOJIBKMX HCIIOJIHHUTENEH mepenaroTcs OTBCTCTBEHHOMY HCITONHHTENIO, OCTAE-
HBIM HCnomHHTEAM Ciyxba aenonpounssoncTsa [IEpEeNACT KOMIIH JOKYMEHTA,

6.35. Ucxonsmme n0KyMeHTEl, 3dBH3HPOBAHHBIC BCEMH 3aHHTEPECOBAIIHBIMH JIHIAMH
H IIOITHCAHHDBIE DYKOBOAMTENEM HJIH HHBIM YIIOJIHOMOYEHHBIM HM JIMLIOM, PErHCTPHPYIOTCS
B City6e aenonpousBoacTsa OpraHH3allH,

0.36. Peructpauus mexomsmux AOKYMCHTOB OCYIIECTBIISICTCS B JIEHb MOANMHCAHUS WIH HA
CICAYIOUMH pabO4nil N€Hb, €CIM NOKYMEHTHI GBUIH MIOANKCAHEI B KOHLE pabouero aHA WU
B HEpabouee BpeMsl.

6.37. Ilepen perucrpaumei MCXOMIIHUX noKyMeHTOB Cnyx6a nenonpoi3soncTea MpoBe-
PACT NpaBHJIBHOCTD O(hOpMIIEHHS AOKYMCHTOB (B TOM YHCJIe HAIHYHE IOANHCEH, BU3, IPaBHJIb-
HOCTb HAaIHCAHMsL aiPECOB), & TAKKE YKA3aHHBIX B HCXOMAIIHX NOKYMEHTAX NPHIOKEHHI, COOT-

OTMETKH 00 HUCIIOJIHUTEIE.

6.38. [pn perucTpaunu Hexomsmero nmuceMa B COJL cBemeHus 06 OTnpanisenon IOKY-

MEHTE (ukcupyiores B DPK, k KOTOPOH MPHKPENIACTCS 3ACKTPOHHAS KOITHS OTNPABIISIEMOrO
NOKYMEHTA,

Eciu OPK 6sm1a co3nana B CO/I npx moaroToBke mpoexra AOKYMEHTA, TO IIPH perucrpa-
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STOR cpeieHUs O pCFHCTpaHHOHHOM HOMepe, Nate
Al

, HTE.
eM JOKYyME
111 0 IOKYMEHTA OJDKEH COCTOATH M3 Kojop (i
1l

c]{(pHKaTopaMH H NMOpSAAKOBOTIO HOMCpa ﬂol(y.

obaBI
MM HCXOASALIEro JOKYMCHTA B Hee A

cxXoasl
perucTpaImil U ApYrue CBEACHHA 00 H

¥ pexons
> OHHBIII HOMEP
6.39. Perncrpau o

BIMH

JIEKCOB) B COOTBETCTBHH C pUMEHAEM
MEHTA B Npejeax KaJeHIapHOro roja. ~
Jlata perucTpauuy H perucTpalHoH ;
MEHTe, a TaKXxe Ha KOITHH ucxoasamero A
- caHHBIH PYKOBOAHTCJICM OPraHH3ALHH HIH yyy,

% T, oAl

6.40. Vcxosimud  JOKYMEHT, SN BRI M
IDKHOCTHBIM JTHIIOM, MepefacTcs Ha OTIIPaBKY, vy Ta

—————— COOTBETCTBHUH C HOMEHKIIATYpPOii ey,

JIeKTPOHHBIe )i | C ITOCJI II I BKH

agueix CO/1.
ajipecaTy XpaHsTcs B 06ase I 15 M CPOYHOCTH JOKYMEHTbI, OTIIPABIISEMbIE U3 opry.

. BUCHMOCTH OT COJAEpIKaH} 5 e
o4l B s BaM# T0YTOBOH, (peTBABEIEPCKOH CBS3H, Crenchysy

. aM CpeacT
HH3allMH, JOCTaB/IIIOTCA aapecat e G
KypPbEpPOM, SKCIIPECC-TIOYTOl, a TaKKe MepefatoTed Mo KaHajlaM 3JI€KTPO (pakcumunpyag

O, CoA).
cBsI3b, Tenerpad, Tenedon, snekrponnas noura, MO0, l{) R
O6paboTka KOPpEeCIOHAEHIHA JUIs OTIPABKA IOYTOBOH CBSI3BIO OCYIII 51 B COOT-

BETCTBHH ¢ [IpaBHiiaMH OKa3aHHs yCJIYT II0YTOBOH CBSA3H. .
6.42. JToKyMeHTHI, He HMEIOIHe aIpecHO! YacTH, IPAHHMAIOTCS Ha OTIPaBKy C conpogo-

INTEeNhHBIMH ITHCEMaMH (3a HCKIIOYEHHEM KonuH pacrnopsAAHTEIBHBIX JOKYMCHTOB, HaIlpapg-

 goMep TMPOCTaBILIOTCA Ha OTHpPaBIIsieMom NOKy.
KyMEHTa ocTarouieics B AeJi€, B coomercmm
?

EMBIX B ITOABEAOMCTBEHHBIE OPraHH3aLHH).
HenpaBuiasHO 0popMIIeHHBIE JOKYMEHTBI H KOPPECIIOHACHIHA HECJTYXEOHOro XapakTepa

K OTIPaBKe He NMPUHUMAIOTCS M BO3BPALLAIOTCS HCIIOJIHHTEIO.
JIOKYMEHTBI, IIOAJIEKALIHE OTIIPaBKe, TOKHB! 00padaThIBATECS M OTNPABISTHCS B JIEHD HX

NOJANHCAHUS ¥ PETHCTPAIIMH MM Ha CIeAyIOUi paboyuni AeHb.
6.43. Jlocbuika M 3aMEHa paHee OTNpPABIEHHOrO AOKYMEHTa OCYIIECTBIISIETCS 10 yKas3a-

HHIO JIMLA, TOAIY CABLIErO JOKYMEHT.
6.44. [IpoxoxaeHue BHYTPEHHHX JOKYMEHTOB Ha 3Tamlax MX MOATOTOBKH H O(OPMIIEHHS
JOJDKHO COOTBETCTBOBAThL IPOXOXKAEHHIO HCXOAALUMX JOKYMEHTOB, a Ha 3Tare MCIIOJIHEHHS —

BXOJAIIHUX JOKYMEHTOB.
6.45. IIpoexT! pacmOpsAHTENBHBIX TOKYMEHTOB (IPHKA30B, pacropsHKEHHU), OATOTOB-

JICHHBIX IUIA IIOJANMHUCABHA, IOCJIE IOATOTOBKH M COIJIACOBAHHS C 3aHHTCPECOBAHHBIMH JIMLIAMHA
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BETCTBHH C IYHKTOM 6.54 HacTosme# UHCTpyKIHH.
6.48. IIoTHHHHKH NpuKa3oB (PaCMOpsKEHHI) IO MECTY HX perucrpauvyu (hopMHpPYIOTCS
B ej1a B COOTBCTCTBHH C HOMEHK/IATYpPOH J(€J1 OpraHM3alUHH B COOTBETCTBHI! ¢ NyHKTOM 9.20

gactosmend MHCTpyKIum.
Konuu NpHKa30B, pacnopsnkeHH pacChUIAIOTCS MCIIOJHHTEISM M HHBIM 3aHHTEPECOBaH-

HBIM JIMLIAM B JJICKTPOHHOH ()opMe HiIH Ha OyMa)cHOM HOCHMTENE B COOTBETCTBHH C yKazaTejeM

PaCCBHUIKH.
KomnHyu NpHKa30B, paclopspKeHHi, pacchliaeMble Ha OyMa)KHOM HOCHTCITE, 3aBEePAIOTCS

B COOTBETCTBHH C HacTosued Uucrpykuueii.
6.49. IIpoToKons! 3acenanuii, coBewmanuii, NPOBOAMMBIX PYKOBOICTBOM OpraHH3alHH, pe-
ructpupyloTcs B Ciryx0e nenonponsBoicTBa HIIH CEKPETapAMU COOTBETCTBYIOLIMX PYKOBOIH-

TEJIEH.,
[IpoTOKONIEI 3acenanuit, COBEMAHMI, TPOBOIMMBIX KOJIIErHAILHBIMH (coBemIaTeNEHBIMH)

OpraHaMH, KOMHCCHAMH HJIM B CTPYKTYPHBIX IOApa3[eIe€HUsIX OpraHHU3alliH, PErHCTPHPYIOTCS
B NOZIPa3ZIC/ICHHAX, OTBETCTBEHHBIX 3a OPraHH3alHIO H IPOBEJACHUE MEPOITPpHs T s, Konuu Takux
IPOTOKOJIOB I'OTOBATCA K pacChbUIKE M pacChbUIAlOTCA CTPYKTYPHBIM I10Apas/c/icHUEM, OTBET-

CTBEHHBIM 3a OPraHU3allMIO U MIPOBEACHHE MEPOIPHSITHUS.
6.50. IlpoTokonam mpHcBaHBAIOTCS MOPSAKOBBEIE HOMEPA B npeaenax KajJeHIapHOro roja

HJIA TIEPHOa pabOThI BpeMEHHOM paGoyeil rpymmbl (KOMHCCHE) 1O KayKIAOi ITpyNIIe IPOTOKOJIOB

OTJEIBHO.
[TomMHEAKA IPOTOKOJIOB 1T0 MECTY HX PErHCTpALHHA (pOpMHPYIOTCA B /I8 1a [T0 HOMEHKJIa-

Type AT Opranu3allii B COOTBETCTBHH € nynKToM 9.20 Hactosiueit UncTpyKuir.

6.51. BuyTpeHHHE MOKYMEHTBI Ha HMSI PYKOBOLHMTEJIS APYTOro CTPYKTYPHOIrO mozapasje-
JICHHs peruCTpUpyIOTea B COJ] uiu (npu otcyreTBu COJ] MIH OTCYTCTBHH BO3MOIKHOCTH 3ape-

THCTPHPOBATE BHYTPEHHHH JOKYMEHT B COJI) perucTpupyloTcs B MOApa3ieeHuH, CO3NaBIIHM
JOKYMEHT. 3aperHCTPHPOBAHHBIN JOKYMEHT TIepeaacTcs HEMOCPEACTBEHHO B I10Apa3Ae/IeHHE —
azipecat, B KOTOPOM IIOBTOPHO HE PETHCTPHPYETCS.

6.52. Ilpu Bmoyenun B COJ] BXOASIIMX AOKYMEHTOB, X PErHCTPALlli, PACCMOTPEHHH
H HCroHeHUH B OPK BHoOcsTCS ciienyiomme cBeaenus o JOKYMEHTE:

a) HAHMEHOBaHHE OPraHU3allHH (KOoppecrnoHaeHTa);

0) anpecar;

B) HAHMEHOBAHHUE BH/A JOKYMEHTA,

) JaTa MOCTYNHBLIErO JOKYMEHTA;

J) PErUCTPAlHOHHEIH HOMEP NOCTYNHBINEr0 JOKYMEHTA,

€) NOJKHOCTD, (PaMMITHSI ¥ MHHIHATEI JIMIa, MOAMKUCABIIEr0 NOKYMEHT;

)K) AaTa MOCTYIUICHHUS JOKYMEHTA,

3) BXOJSIIHUH PErHCTPALMOHHBII HOMeEp;

H) 3aroJIOBOK K TEKCTY (KpaTKoe COAEPIKAHUE NOKYMEHTA);

K) KOJIHYECTBO JIHCTOB OCHOBHOI'O JOKYMEHTA;

JI) OTMETKA O NMPHJIOKEHHH (KOIHYECTRO [IPHJIOXKCHUIL, 00Liee KOJIMYEC T80 NHUCTOB TIpH-
JIO)KEHHUI);

M) CBEIEHHS O CBSI3AHHBIX JOKYMEHTaX (HaHMEHOBAHHE BHJIA JOKYMEHTa, 1aTa, perucrpa-
LTHOHHBIH HOMEp, THII CBSI3H);

H) pe3oyiouus (MCMOMHUTEb (MCTIONHHUTENH), NOpYyYeHHe, NOIKHOCTHOE JIMIO, JaBHIee
[IOpy4eHue, aara);

0) CPOK HCIOJIHEHHSI IOKYMEHTA:
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e Jell,

0 HOMEHKJIATYP |
1) HHOEKC Aena 1 CYMEHTA:

0
p) cBeAeHHs O mepeanpecaii i

¢) OTMETKA O KOHTPOJIC;
1) rpu¢ orpaHHyeHHs A0CTYNa K

. i 110
y) cBejieH1st 00 IMeKTPOHHOM MOATHE S
() pe3ynbTaT NPOBEPKH MEKTPOHHOH

v '+ [TOMITHCBIO).
IOKYMEHT MOAMHCAH YCHIEHHOH 3JIeKTPOHHON IL it
6.53. IIpu Bnogernd B COl HCXOAAIINX A1

JICHHS O JOKYMEHTE:
a) agpecar:
0) AOKHOCTH, (paMHITUA ]
B) HaUMEHOBaHHe BUAA JIOKYMCHTA,

r) AaTa JOKYMEHTa, |
1) perHCTPaLHOHHE HOMEp JOKYMEHTA,;

MEHTA);

e cojepxaHHe J0KY

e) 3aroJIOBOK K TEKCTY (KpaTKo S =

)) CBEJIEHHS O CBSI3aHHAIX JOKYMEHTaX (HauMeHOBaHHE BHIA 10KYM . JlaTa, Peructpa.
K

NOKYMEHTY

HCH;
JITHCH; atoted B CO/1, ecnu TOCTY Ny

B DPK BHOCATCA Clienyiomye Che.

MCHT,
1 HUMLEaIe! JULa, HO}JHHC&BIIICFO JOKY :

LIIOHHBII HOME], THII CBS3H).
3) KOJMYECTBO JJMCTOB OCHOBHOIO JOKYMCEHTA,

e aen,
H) HHIEKC AeJa 110 HOMEHKIATyp )
K) OTMETKa O MPHIOKEHHH (KOJMYECTBO NMPHIOKCHHH, ob1ree KOJIHYECTBO JIMCTOB Npyyyo.

XKEHHH );
1) rpud OorpaHAYeHHs AOCTYNa K JOKYMEHTY;
M) Mmoapas/ie1eHHe — OTBETCTBEHHBIH HCIIOMHUTENb JOKYMEHTA,

H) cBeACHHUs 00 3JIEKTPOHHOM MMOAIHUCH.
5.54. Ilpu Bxmoyenuu B CDJ] BHyTpeHHHX N0oKyMeHTOB B OPK BHOCATCH creayiompye

CBEACHHS O AOKYMeHTe (cocTaB cBeleHMH, BHOCHMBIX B COJ] NpH perucTpauuu BHYTpeHHuy
AOKYMEHTOB, 3aBHCHUT OT BHa PETHCTPHPYEMOT0 JOKYMEHTA):

a) HaMMEHOBaHHUE IOApa3/ieeH s, IIOArOTOBHBILErO IIPOEKT JOKYMEHTA;

0) HaumMeHOBaHHEe BUAA JOKYMEHTA;

B) JaTa JOKYMEHTa;

I') PETHCTPAIIHOHHEIH HOMEp JOKYMEHTa,

M) ZOJKHOCTD, (haMUIIHS M MHHIMATBI JIMLA, TT0MHCABIIEro OOKYMEHT;

€) CBEAEHHS O CB3AHHBIX JOKYMEHTax (HaUMEHOBaHHe BHIA JIOKYMEHTa, JIaTa, perucrpa-
LIHOHHBIH HOMED, THH CBSA3H);

) 3aroIOBOK K TEKCTY (KpaTKoe CofepKaHHe JIOKYMEHTa);

3) OTMETKA O NPHIONKEHHH (KoJM4ecTBO MPHIIOKEHHH, 0OLIee KONMYECTBO JIMCTOR [PHUJIO-
MKEHUH);

H) HHIEKC fena 1o HOMEHKJIaType Je;

K) YKa3aHHS 110 HCIIOTHEHUIO AOKYMEHTa (HCIIOMHHTE D, IIOpy4Y€HHUE, naTa UCIIOJHEHHS);
J1) OTMETKA 0 KOHTpoJIE;

M) Ipu( orpaHHyenus AOCTYNa K 10KyMeHTY;

H) moapaszenenue (ZomKHOCTHOE JINLO)

~ MCIIONIHATEND (OTBETCTBEHHBIH MCIIONHHUTEN)
JIOKYMEHTa,

4]

J€/ICHHbIH TIEDHO/L BPEMEHH, MOJKET MPOBOAMTHCS M0 OPraHH3ALMH B LEIOM, MO OTHETbHBIM
CTPYKTYPHbLIM ITOZIPA3ACNICHUAM, IO IpynnaMm A0OKYMEHTOB, KOPPECIIOHAEHTaM, AeHCTBHAM, MIPO-
H3BCAICHHBIM € IOKYMCHTaMH, X ApYTUM MapaMeTpaM, HeoOXOIUMBIM /I aHaIH3a paboThl C I0-
KyMEHTaMH B LIEJISIX €€ COBEPINEHCTBOBAHHSI.

6.56. Ilpu yuere ob6wvema HOKyMEHTO0G0OpOTA MOACUYMTHIBACTCS KOMHUCCTEO JIOKYMEHTOB
BBIAETICHHOH TPYIIIbL. YYeT KOJMYECTBA JOKYMEHTOB MpoBOAHMTCA MO AaHHEIN (D[, perdcrpa-
HOHHO-YYETHBIX )KYPHAJIOB H KapTOTeK.

6.57.3a CIMHMIY y4eTa KOJHYECTBA JOKYMEHTOB IPHHHMAETCS €IMHCTBEHHBIH JK3eM-
J1Sp AOKYMEHTa (MOMJIHMHHUK HIIH KOIHS, €C/TH KOIHS — e HHCTBEHHbIH IK3EMILULAP AJOKYMEHTa
B OpraHH3aliiy, HANPHMEp, KOMHs HCXOAALIEro nmucbMa) 6e3 yyera KONMHH, CO3[aBaeMbIX IPH
nevaTd M KOITHPOBAHHH (THPaXHpOBaHHH). KONMHH HOKYMEHTOB IIPH HEOOXOMWMOCTH aHAIU3a
YYHTBIBAIOTCA OTAEIBHO.

6.58. Pe3ynpTarel yyera oOnema AOKYMEHTOODOpOTa B OpraHH3alHH €:KerogHo obodnia-
oTest CnyxO0i AeI0NpoU3BOACTBA U NPEACTABIISIOTCS PYKOBOACTBY B BHIE OT4eTa 00 0OBEME
OOKYMEHTOOO0pOTa 3a roj.

7. KOHTPOIJIb UCITOJIHEHUS IOKYMEHTOB (ITOPYYEHUUN)

7.1. KOHTPOJIb MCIOMHEHHsI TOKYMEHTOR (Mopy4enuii) BeneTcs B 1{eNIsX HX CBOCBPEMEH-
HOI'0 H KaY€CTBEHHOT0 HCIIOJHEHHUA.

7.2. KOHTPOJIb HCIIONTHEHHS JOKYMCHTOB (IIOPYU€HHI) BEASTCH:

~ PYKOBOZMTC/ICM MJIH MHBIM MO/DKHOCTHBIM JMIOM OPraHH3AalMH — HCIOMHEHHS IIOKY-
MEHTOB (MIOPYYEHHH) 10 CYLIECTBY;

— Cnyx60i nenonpoussoacraa OPraHH3allid H OTBETCTBEHHBIMM 3a JEJIONIPOHU3BOACTBO
B CTPYKTYPHBIX MMOAPA3ACNICHHIX — CPOKOB HCIIOIHEHHS AOKYMEHTOB (ITOpYYeHI{i1).

B CnyxGe nemonponssoactra HCHTPAIIH30BAHHOMY KOHTPOJIIO MOIJISHAT 34PErMCTPHPO-
BAHHBIC JOKYMEHTBI C OTMETKOH O KOHTpPOJIE («KOHTpOsBY), mpocTaBnseMoii B COOTBETCTBHH
C HacToseH MHcTpykuueii, a B CTPYKTYPHBIX IOApAa3/IEJICHUSAX OpraHHU3allHH — BCe 3aperu-
CTPHPOBAHHBIC NOKYMEHTHI, TPEOYIOLIHE HCIIOMHEHHS.

1.3. Pacnopsinurenpupie AOKYMEHTEI, IIPOTOKOJIBI 3acenanuii (coBemanui), coAep kalre
HTOPYHCHHS C KOHKPETHBIMH CPOKAMH MCIIOIHEHHS, CTABATCS 1A KOHTPOJIb N0 KQKAOMY MOpyuye-
HHIO OT/ENIBHO.

7.4. KOHTPOJIB CPOKOB HCIIOTHEHUS AOKYMCHTOB (IIOPYYE€HHI) BKIIFOYAET B cehs:
— NOCTaHOBKY IOKYMEHTOB (IIOpy4eHHii) Ha KOHTPOJIb;

— CHATHE C KOHTPOJISI AOKYMEHTOB (nopyuenwii);
— y4eT, 00001eHne u aHaIH3 PE3YJIBTATOB X04a MCIIOIHEHUS AOKYMEHTOB (I[I0pYYEHHIT);

ACHD.

Hara ucrnonuenns AOKYMEHTa (Iopy4eHHs) puxcupyercs B DPK COMl unn uHOM peru-
CTPalHONHO-yueTHOH (hopme, HCIIOJIBE3yeMOH JULSl OTCNIEXKHBAHUS CPOKOB MCIIOJHEHUS IOKYMEH-

2
LY
3



BAIOTCS PYKOBOJHUTENIEM, HCXOIy
HT, WIH CPOKOB, YCTaHOBJIEH-

Ta (Mmopy4eHus). v -
CpoKH HCIIOTHEHHS NOKYMEHTOB (mopydeHHi) ycTaHaB

? 7 M€
W3 CPOKA, YCTAHOBJIEHHOIO OpraHU3alHCH, HarpaBuBILEH HOKY
HEIX 3aKOHOIaTeTbeTBOM Poccuiickoi denepamuy. )
7.6. JIokyMeHTHI (TIOPYYEHHS) MOAIeNAT HCITOJTHEHHIO B CJIeIYIOLI

— ¢ KOHKPETHO JaToif HCMOTHEHHUS — B yKa3aHHBIH CPOK, -
— Ge3 yKa3aHHMs KOHKpETHOH Jarhl HCIOJHEHHS, HMCIOLIHC B TEKCT

7 : TUBHO» — B 10-
CPOYHO» — B TEYEHHE OIHOTO AHSA, CPOYHO» — B 3-IHEeBHBIM CPOK, «OTepa
THEBHBIN CPOK; OCTaJIbHBIE — B CPOK He 6oJiee 30 aHEH, )
— 110 MapJaMEeHTCKHUM 3anpocaM — He MO3IHEE YEM 1epes 15 oHe# co OHA IOJI o
e I n Z
— 110 3anpocaM uineHoB Cosera denepalnuu, ACNyTaTOB ['ocynapcTBenHo# JlyMbl (aemy

TATCKOMY 3arpocy) He nosaHee yeM yepes 30 aHei co aAHA NOITyueHHA.
— 10 MEeXBEJOMCTBEHHBIM 3alpocaM O IMpeJICTaBJICHUH JOKYMEHTOB H (MaH) HH(OPMALHH

= i CO OHA
B LEJIAX IIPENOCTABICHHS I'OCYJapCTBEHHBIX H MYHHUIHIIAIBHBIX YCIYT 5 paboyux OHEU CO A ;
MIOJTY9EeHHUs 3aIpoca, €ClId 3aKOHOAATe/IbCTBOM Poccuiickoit Penepaniyu He yCTAHOBJIEH HHOH

e CPOKH:

Yy «BeChMa

YUEHHS;

CPOK;
— 110 oOpammenusm rpaxkaad — 30 QHeH co AHS PErucTpaluH.
7.7. IIpHOCTAHOBHTh MCIIOJHEHHE KOHTPOJIBHOTIO JOKYMEHTa (MOPYYEHHS), a TAKXKE OTME-

HHTb €r0 MOYKET PVKOBOJMTENb, NOANMCABLINI JOKYMEHT HIIH AaBLIMIT nopydenHe (yKasaHHe).
7.8. B LieJ11X CBOEBPEMEHHOI0 MCIIONHEHHS JOKYMEHTOB, IIOPYYeHHH (YKa3aHHI), TOCTAB-

JIEHHBIX Ha KOHTPOJb, paboTHUK Cy)KOBI J€TOTPOM3BOACTBA, OTBETCTBEHHBIH 32 BEICHHE KOH-

TPOJIA HCIIONHEHHS NOKYMEHTOB, NIPOBEPAET CBOEBPEMEHHOCTh JOBEACHHS JOKYMEHTa (ITopyye-

HHSA) 00 UCIOJTHUTEIA.
7.9. Ecimtu cpoK MCIOJHEHUS AOKyMeHTa (IIOpy4yeHHs) MPEBBIIIACT OOHH MECAL, B LEJX

obecrieyeHs CBOEBPEMEHHOIO MCHOJHEHHMS JOKyMeHTa (IIOpy4YeHHs) NPOBOAMUTCS NpEeABapH-
TEJIbHBIM KOHTPOJ/Ib B HAMOMHHAHHS HCIOJHUTENSAM O NMPUOIHXKEHHH CPOKOB HCIIOJIHEHHS TOKY-

MEHTOB (IIOPYYEHUH ).
7.10. IIpenBapuTeabHBINA KOHTPOJIb OCYLIECTBIISETCA B CIEAYIOLIEM MOPSAKE:

— JOKYMEHTOB (IIOpY4YEHHH ) ITOCIEOYIOLIHUX JIET — HE PE)KE OJIHOr0 pas3a B I'OJ;
— JOKYMEHTOB (IIOpYYEHHH) MOCIEAYIOMIMX MECSLEB TEKYILUErO0 rojga — HE pe)xe OJHOro

pasa B Mecsll;
— JOKYMEHTOB (IIOPYYEHHH) TEKYILEro Mecsna — 3a 5 JHeH [0 MCTEYEHHS CPOKa HCITOJIHE-

HHUA.
7.11. HanomMuHaHnue MCIONHHUTENSAM O NPHOIMKEHHH CPOKOB HCIOJHEHHS JOKYMEHTOB

(mopy4eHH#) MOKET OCYIIECTB/IATECSA B aBTOMaTHIECKOM peskuMe mocpeactsom CH]I.
Hanomunanus ucnonHuTtenaM, a taioke HHGopMaLnus o6 HCIoIHEHUH JOKYMEHTOB (IIOpy-

YCHHH), 01y4YelHas oT uenonuuTeneit, pukcupyiores 8 OPK COIT unu HHBIX peErMcTpauoOHHO-

YUYETHBIX ()OpMAax, HCIOJIb3YEMbIX /I KOHTPOJIS UCITOHEHHUS AOKYMEHTOB (IIOpy4YeHHMir).

7.12. IIpn HEOOXOAMMOCTH M3MEHEHHS CPOKA MCIIOTHEHHS AOKyMEHTa (IOpy4YeHHs) OT-
BETCTBEHHBIH HCIIOJHHUTENb 0053aH NpPEACTABHTH HAa HUMS PYKOBOAHTENs, NABIIErO MOPYYEHHE,
obocHoBaHHEe (CiysKe6HYIO 3alIUCKY) O INIPOMICHHH CpOKa C YKa3aHHEM MNPHYHH IIPOJJIEHHS
U TaThl UCTIOJIHEH U],

O6ocHoBanue mpomnenus CPOKa HCMNOJHEHHUS NOKYMEHTa (Mopy4eHHus) nOmKHO GBITH
HAITPaBJICHO COOTBETCTBYIOUIEMY PYKOBOAUTENIO He TO3AHEE, YEM 0 UCTEYEHHH ABYX TPETHUX
CPOKa MCIIOJIHEHH S JOKYMEHTA (mopyyenus).

O6 u3MeHeHHH cpoka uenonHenus AOKYMEHTa (IOPY4EeHHUS) OTBETCTBEHHELI HCITOJIHUTENb

B |

-
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uapopmupyet CinyxOy nenonpoussoncTsa. AHATOrHYHBIM obpa3oM MOryTt OBLITE BHECEHBI H3-
MEHEHHS B COCTaB HCIIOJIHHTENCH NOKyMEHTa (MMOpy4eHHus) ¢ 0053aTehHBIM HH(DOPMHPOBAaHHEM

Cyx0B1 I€TOIIPOH3BOJICTRA.
7.13. JIoKyMEHT (Opy4yeHHe) cUMTAeTCA HCIONHEHHBIM, €CIIH NPHHATH PeMIeHHs MO TI0-

CTaBJICHHBIM BOIIDOCaM, NOATOTOB/IEHBI COOTBETCTBYIOLIHE AOKYMEHTHI, HallpaB/ieHa crpaBka 06
HCIIOJTHEHHH B COOTBETCTBYIOIIHE OpraHbl BJIACTH (OpraHH3alyMH) WM JaH OTBET I10 CYINECTBY
3aHHTEPECOBAHHBIM JIHLIAM.

Perrenne 00 HCIOIHEHHH NOKYMEHTA (TIOPYYeHHS) TPHHUMAET PYKOBOTENB, ITOCTABHUB-
MK JOKYMEHT (ITOPYYeHNHE) Ha KOHTPOJIb, ¢ 06s3aTeNbHBIM HH(pOpMHupoBarmen Ciryiber Aesio-

MPOM3BOACTBA OPraHU3aI[HH.
Ha HCIOJHEHHOM JOKYMEHTE MPOCTABISIETCS OTMETKA O HAMpaBJIEHHH JOKYMEHTA B 4EJI0

B COOTBETCTBHH C HACTOALEH MHCTpYKIHEH, cBeIeHNs 00 UCIIOIHEHHH JOKYMEHTA (IOpydYeHHA)
pHocaTess B OPK COJl unu mHyro perucrpauuonno-yueTHyo GbopMy, HCIOMB3YEMYIO WIS KOH-

TPOJIsA HCIIOJTHEHHS,
7.14. JlokyMeHTHI (OpyY€eHHs), He CHATBIE C KOHTPOJIA, a TAKKe JOKYMEH TEl ([IOpyYeHHs),

CPOK HCITOJIHEHHSI KOTOPBIX HE MPOJIEH, CHHTAIOTCA HEUCITOJIHEHHBIMH.
7.15. Cayxba nenonpou3BoaCTBa OpraHH3alUH aHAIH3HPYeT COCTOSHHE H pe3yJIBTATEI
HCMOJIHEHNST TOKYMEHTOB (ITOPYYEHHH) H COCTOSHHE UCIIQTHUTEIBCKOM TUCIIUTLIHHEL
— B TNOPAAKE IPEABAPDHTEILHOIO KOHTPOJIA HANpaB/Is€T B CTPYKTYPHBIE IIOApPA3ae/ICHHS
OpraHH3allil HAallOMHHAHHA O NOKYMEHTaX, CPOKHM HCIOJHEHHS KOTOPBIX HCTeKaioT (3a 3-S5

JHEH 10 OKOHYaHHS CPOKA HCITOIHEHHS JOKYMEHTA);
—pas B MCCAL H MO OKOHYAHHH roJa PYKOBOAHMTENIO OpPraHH3allMi i PYKOBOIHTEIIM

CTPYKTYPHBIX MNOApa3AeICHHH HAIIPpaBJIACT OTYETHEI O KOJIHYECTBE AOKYMCHTOB, HCIIOJIHCHHEIX
B CPOK, HCIIOJIHCHHBIX C INPOIJIEHUEM CPOKa HCIIOJIHCHHSI, HEC HCIIOJIHECHHBIX, HAXOMALIUXCSI Ha
HCITOJTHCHHH ITO OPraHHU3allHH B LIEJIOM, 10 CTPYKTYPHBIM IIOAPA3ACICHUAM H, IIPH HCO6XOMMO-

CTH, — 110 OTACJIBHBIM UCIIOJIHHTEIISIM.,

8. OPTAHU3AIIUS PABOTBI UCTIOJIHUTEJISI C HOKYMEHTAMI/

8.1. icmonHuTeNnh nojy4aer JOKYMEHThI Ha HCIIOMHEHHE B ACHb HX pacCMOTPEHHS HJIM Ha
CJICAYIOIHH pabOYHi 1€HD B COOTBETCTBUH C PE3OIOLUSIMHU PYKOBOACTBAa OpraHH3alHdH U PyKO-
BOZMTE/I TOApasfeneHus. CpOYHbIe JOKYMEHTSHI IEPEAIOTCS HCTIOTHUTE/IO He3aMe UTHTENbHO.

8.2, JIOKyMEHTEI, IOCTYNAIOLIHE B CTPYKTYPHO€ IOApA3JEICHHE C PE30MIOLHAMH DYKO-
BOJICTBA, MCPENAIOTCsA PYKOBOAMTENIO MOApasjeneHus. ECiu JOKYMEHT, MOCTVIHBIINIT Ha He-
HOJIHCHHE B TIOApasAC/ICHHE, HE HMEET OTHOMEHHS K KOMIETCHIHY MOAPA3AE 1k HA. PYKOBOJIH-
TCIb TIOMpa3AC/ICHUsl B TOT XK€ JACHb WM Ha CIEAYIOLMH pabouuil HeHEb BO3BpaIla€T €ro B
CryQy ne10npon3BoACTBa IS pelue s BOIIPOCA O MNEPEHANpPaBIEHHH €ro Ha HCIOJHEHHE B

ApYTO€ noapa3ie/ieHHe (ApYroMy HCIIOIHHTENIO).
8.3. McnonHenue nokymenra NpeayCMaTpUBAET:
— cOOp U aHaIM3 HeOOXOAMMOMN HH(pOPMALIHH;
— [IOArOTOBKY ITPOCKTA JOKYMEHTa H €ro 0()OPMIIEHUE;
— COIIaCOBaHKE NPOEKTa JOKYMEHTA C 3aHHTEPECOBAHHEIMHU JIMLIAMH,
— 0pabOTKy MPOEKTa JOKYMEHTA 110 3aMEYaHHAM, MOJYYEHHBIM B XOA€ COrIACOBAHMS H,

[TpH HEOOXOIMMOCTH, — ITOBTOPHOE COIJIACOBAHHE):;
— IIOArOTOBKY CIHCKa (yKasaress) pacChUIKH JOKYMEHTA, €CIIH JOKYMEHT aJpeCcoBaH

rpynrie opraHu3aLuit;
— IIPEACTABJICHHE NIPOCKTA NOKYMEHTa Ha IOAIMHCE (YTBEPIKACHIIE) PYKOL (JICTBY:;
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aqy KoIMH TOKYMEHTa B JIEJIO (B“”O”“’Te'rcg

[ meped

(€]
— NNOATOTOBKY 1101(}’MCH'I'8 K OTHpaBl

Cnyx060ii jeno1l POH3BOJCTBA). -
8.4. [Tpu HanpaBJICHHH NOKYMEHT
eyTa ABIAETCA HCMOJH
TCTBEHHBIH

HCTIOHHMTENAM OTBETCTBEHHBIM 33 gy

KOJIbKUM
pe30JIIOLHH IEPBBIM Iy 06o.

uTeb, W%aﬂﬂbm .

HCTIOJTHUTEID.
T paBo AaBaTh MOPYHCHIA OCTATBHBIM Henopy,,

6 copenanus s BBIPaOOTKH cOBMECTHOTO pelueHus. Bee ACTongy.
aboune KaueCTBCHHOE HMCITOIHEHKe
BpEMEHHOC H fopy.
it cTe CTBEHHBI 3@ CBOC
M B PaBHOIl CTCIIEHH OTBET OBJICHHBIE M CDOKH
ey cTapjieHHe OTBETCTBCHHOMY JCIIONHUTENIO B YCTaH POKH Heoyy.
4eHHs U TIpefl sl He UMEIOT My
I aiepHaJIOB (MPOeKTOB AOKYMEHTOB, crpapok). MICIOMHHT et ! PaBa npe,.
: - ,
nmam IpOEKTS! JOKYMEHTOB pYKOBOJHUTEIIO, nasuieMy nopydeHHC, y [CTBEHHKqp,
c

HCIOJTHUTES.
8.6. B ciyyae OTCYTCTBHS HCTOTHHTCA (KON

TOBKY IpOEKTa JI0KYM
3HayeHHBI B pe30JIOIHH KaK OTBE .
8 5. OTBEeTCTBEHHBIH HCITOJTHUTEND HM

TesIsiM, TIPOBOJHTE P

(aHAUPOBKa, OTIIYCK, 0oe3Hb) OKYMEHT 14

: - C
yKa3agMIo pyKOBOANTENS MOAPA3ACICHHA nepenaercs ApyroMy HCIIOJTHHTEJIIO 06ﬂ3arenLHHM

coobmeHreM ero (GaMuIHH eT0IpOH3BOAHTEO noppasfeeHus I BHCCCHHA H3Meneyy;;
B DPK noxymenta B CO/I HiH HHYIO perHCTPalHOHHO-YIETHYIO bopMy.
y4acTOK paboThbl COTPYAHHK 00s13aH cpary

8.7. [Ipu yBOJIBHEHHH HJIM NepexoAe Ha ApyT OH
OKYMEHTHI H JieNla pyKOBOJHTENIO NOApa3aeIcHAA JITH 110 €r0 YKa3aHHIO BHOBD Ha3HaueHHoy

COTPYRHHKY (B ciTydae He0OOXOXUMOCTH, — IO aKTy npHeMa-Tepesiayt, B KOTOPOM yKa3biBakore
BIIBI Jien (3aroJIOBKH Jed) H MX KOJH4eCTBO H KOTOPBIH TOAMHKCHIBAETCS PAbOTHHKOM, Tepe-

NaBIUHM JOKYMEHTBI, H paOOTHHKOM, TPHHABIIHM JOKYMEHTEI).
8.8. Pe3y/bTaTOM HCIIOMHEHHA JOKYMEHTA ABIACTCA POCKT AOKYMEHTa, MOArOTOBICHHE

HCIIOTHUTENIEM. )
IIpoeKT JOKYMEHTa cO BCEMH HEOOXOAMMBIMHU NPHIOKCHHAMH, HAlICYaTAHHBIH H o(opy-

JIEHHBI B COOTBETCTBHH C NpaBHJaMHu Hacrosied VHCTpYKIHH, UCIIOJHUTEIE COrIacoBbIBacT
¢ 3aHHTEPECOBAHHHIMA TOAPA3JETCHHSIMH 1 JHUAMH H, IPH HEOOXOAMMOCTH, C APYTHMHU opra-
HHM3ALMAMH.

JIOKYMeHTBI, TIpefHa3HaueHHble QI OTIPaBKH, OQOPMIAIOTCSA Ha OaHKe OpraHu3aumy
yCTaHOBJAEHHOH (opMeL. J[1s OTIPABKH JOKYMEHTOB, HE HMEIOINX aIpeCHOH YacTH, COCTaB/g-

eTcs COIPOBOIUTENBHOE MUCHMO.
Ha moxymeHT, pacceuiaeMelii 60yiee yeM B YeThipe ajpeca, HCIIOJTHUTENb FOTOBHT CITHCOK

pacChUIKH, OTpeae/IsseT KOJIUYECTBO SK3EMIUIAPOB JIOKYMEHTa M I10C/Ie PErucTpalHu obecneyy-

BAET M3TOTOBJICHIIC HEODXOMUMOro KOJIHYECTBA KOTIHHA.
8.9. McnonuuTens (OTBETCTBEHHBIH HCIONHHTENb) OPraHH3YeT COrIACOBAHME (BH3HPOBA-

HHE) MpOeKTa JOKYMEHTa CO BCEMH 3aHHTEPECOBAHHBIMH JIMLAMH M NIPOBOJUT A0PabOTKY mpo-

€KTa 10 3aMeYaHHAM B COOTBETCTBHH C IyHKTaMH 5.1 — 5.11 HacTosmei MHcTpyKuuH.
[Ipu Hannyuu 601BII0rO KOJMYECTBA 3aMeYaHmil 1o npeacTaBJieHUs1 JopadoTaHHOro Mpo-

cKTa JIOKYMEHTA Ha TIOANHCH PYKOBOIHUTENO MCIONHHTENb TOTOBUT CBOAKY 3aMedaHuil (mpef:
JIOJKEHUH), B KOTOPOH yKa3bIBaeTCs: COAEPIKAHHE 3aMEYAHHS (mpeanoxeHus), M0MKHOCTb, (a-

MHJIHA JIHOQ, NaBIIEro 3aMeyaHue, IPHHATO MIIH OTKIOHEHO 3aMeyaHue (ecau 3aMedaHue 0T
KJIOHEHO, ~ IPUYHHY OTKJIOHEHHS).

:ee]f::: ?::B};i;;ﬁzc:;:;;ﬁzip knewne). Jlo npencTaBienns Ha NoAMHCH MCTIOAHHTEb MO

o o TR # AOKYMEHTA, NIPAaBHIILHOCT 0Q)opMIeHHs aapecaTa, HATHIHE

PasbACHSIOLHX cozlepmanue » TP HeobxomuMocTy - CIIPABOK, ITOSICHUTEILHBIX 3amHCOK,
H0ATOTOBNEHHBIX NOKYMEHTOB, MicTa (Yka3aTess1) pacCBUIKH.
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8.11. IloanucaHHBIH QOKYMEHT MCIONHHTENb B COOTBETCTBHU C MOPAAKOM, YCTAHOBJIEH-
HbIM HHIMBHIYAJIBHOH HHCTPYKUHEH I10 AeJI0NPOH3BOACTBY, NEpeaacT Wi perucTpaldyd H OT-
npaBKH H/HJIH BKJIFOYCHHS B J1€JI0.

B COOTBETCTBHH C HOMEHKJIAaTYpOH [eJI HCIIOJIHHTEJIb ONpeNe/seT HHAEKC Jesla, B KOTOpOe

H0/DKEH OBITH BKIIIOYEH NOKYMEHT.
8.12. B Xo€e HCNO/HEHHS TOKYMEHTa HCIIOJIHHTEIb UMECT MPaBO IPEUIIraTh H3MCHCHHE

cpOKa HCIIOIIHEHHUS, €CJIH OTCYTCTBYIOT peaJibHble YCJIOBHSI HMCIIOJIHEHHs MOKyMeHTa (rmopyue-
HHUA), AeNaTh IIOMETKH Ha JOKYMEHTE O BPEMEHH €ro MOCTYIUICHHs, O JaraX IPOMEKYTOYHOIO

KOHTPOJIA, TeHe(pOHHBIX H MHCBMEHHBIX 3arpocax, 0 AaTe H Pe3yJIbTaTe OKOHYATEC/IbHOTrO HCIIOJI-

HEHHA.
8.13. MUcnionHHTENb HE MMEeT MpaBa pa3rauaThk COAEpIKaHHE ITOCTYMHBIUUMX K HEMY JIO-

KyMEHTOB M MOIAIOTOBJEHHBIX IPOEKTOB CIYXEeOHBIX AOKYMEHTOB, C HUMH MOIYT OGITh O3HA-
KOMJIEHB! TOJIBKO JIMLIAa, HMEIOLIHE OTHOUICHHE K HX HCIIOJIHEHHUIO.

9. POPMHUPOBAHUE JIOKYMEHTAJIBHOI'O ®OHOA OPT'AHU3AILINHA
9.1. OnepaTHBHOE XpaHEHHE NOKYMEHTOB OpraHM3allHH A0 Nepeaadyd HX Ha XpaHEHHE

B apXHB HMJIH YHHUTOXXEHHE OCYLIECTB/SIETCS B CTPYKTYPHBIX ITOApa3ACICHUAX OpraHH3aLHH.
9.2. B nensax xpaHeHUs, NIOUCKa U HCIIOJb30BaHUA NOKYMEHTBI Ha OYM{IKHOM HOCHTEIE

H 2JIEKTPOHHEIE JOKYMEHTHI (DOPMUPYIOTCS B /I€/1a B COOTBETCTBUM C HOMEHKJIUTY PO HCIL.
HomeHnkiaTypa e 3akperuier kiaccu@ukaiuio (rpynInupoBKY) HCIIOJIHEHHBIX JOKYMEH-
TOB B J€Ja (2JEKTPOHHBIE [e/a), CUCTEMATHU3ALHI0 H HHAEKCAIHIO ZIeJI, CPOKH HX XpaHeHHS

H SIBJISIETCS] OCHOBHBIM YUETHBIM JIOKYMEHTOM.
Homenknatypa nen siBisieTcss OCHOBOMH IS COCTABJIEHHST ONHCEH el MOCTOSHHOrO, Bpe-

MEHHBIX (cBbILIE 10 JIET) CPOKOB XpaHEHUs H MO JTHYHOMY COCTaBY, aKTOB O BLIZAEJICHHUH K YHH-
YTOXKCHHIO JOKYMEHTOB C HUCTEKIIHMH CPOKAMH XPaHEHHS, a TAKKE ULl yueTa NeJl BpeMEHHBIX

(mo 10 et BKIIIOYHMTENBHO) CPOKOB XPaHEHHSI,
9.3. HomeHknatypa Jie)i OpraHH3alMid COCTABJSETCS Ha OCHOBE M3YUYEHHs COCTaBa H CO-

JIepXKaHus TOKYMEHTOB, 00pasyromUXCcs B AEATEIBHOCTH OpPraHH3al(dH, BKIIOYas JOKYMEHTEI,
[IOCTYNAIOIIKE U3 APYTrUX OpraHu3alHi.

9.4. Ilpu cocTaBneHHH HOMEHKIATYPHI A€l ClIeNyeT PYKOBOACTBOBATECS VCTABOM OpraHu-
3allMH, IIOJIOKCHHSMH O CTPYKTYPHBIX MNOAPA3ACICHHAX, LITATHBIM PACIUCAHHEM, TJIaHAMH
H OTYETaMH O padoTe opraHu3alnH, HOMEHKJIATYPOH Aen 3a NpOIIEAIUNH I'OA, JIOKAJIbHBIMH
HOPMaTHBHLIMH aKTaMH OpraHU3alliH, COACPIKAIMMH CBEAEHHS O JOKYMEHTAaX, 00pa3ylomuxcs
B ACATCILHOCTH OPraHH3alliH, THIIOBEIMH H IPUMEPHBIMH HOMEHKJIATYpaMH JieJ1 (IIpH HX HaIu-
YHH), BEAOMCTBEHHBIMH H THIIOBBIMH IEPEYHSIMH JOKYMEHTOB C YKa3aHHEM CpPOKOB MX XpaHe-
HHUSL,

9.5. B HOMeHKIaTypy Hesl BKJIOYAIOTCA BCE JOKYMEHTBL, OTPaXaIOWH.C NECATELHOCTH
CIPYKTYPHBIX NOAPA3AC/ICHHH OPraHH3aUHH H MOCTOAHHO HJIH BPEMEHHO ACHCTIBYIOMLHX opra-
HOB (KOMHCCHH, COBETOB, KOMHTETOB), B TOM YHCJIE AOKYMEHTbI OTPAHHYEHHOr0 AOCTYMNa, per-
CTPaLHOHHBIC M yUCTHBIC JKyPHAIIBI M KAPTOTEKH, B HEOOXOAHMBIX CIIydasX — KOIHH JOKYMEH-
TOB. KOnHH JOKYMEHTOB BKJIIOYAIOTCS B HOMEHKJIATYpy HeJl, €CJIH KOIMHS — eqUHCTBEHHBINA K-
SEMIULIp IOKYMEHTA B OpraHM3alliy, a TAKKE, €CIH KOMHH HeOOXOAMMBI A/ OPraHH3alHH esl-
TCJIEHOCTH OAPA3AENECHHU. JIOKYMEHTEI, CO3IalHBIe B 9JIEKTPOHHOM (hOpMeE, EIJIOUAIOTCS B HO-
MCHKJIATYpy ACJI [0 TEM K€ MPaBHJIaM, UTO X JOKYMEHTEI Ha OyMaXcHOM HOCHT (e,

He BK/TIOYAIOTCA B HOMEHKJIATYDY J€JT EPHOJHIECKHE M3JaHHS1, KHUTH, OpOLIIOPEI.

9.6. Homenxknatypa nen opranusauuu (CBOAHAs) COCTaBIISAETCS Cnyx60it nenonpous3Bos-
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X NOApa3ACTEHHH 110 e, CTa”OB“elIHOﬁ

b
cTpYKTYPH

cTBA HA OCHOBaHHH HOMEHKJIATYP - ,T{zyxyqera y HCI0JIb30BaHHA JOKYMEHTOR ApXHBHor

, oBaHH4, B B OpPraHax rocymapc
nageHns, KOMITJICKT KYMEHTO PCTRe
- Xpa.Hu (pc’ﬂepauuu i1 ApYTHX apXHBHBIX ol y:x (TTpnaoXeHHe Ne 25 [Tpa HHoj
donma PocCHICROI ) opranu3alH Apxidnsiono Bing),
: X

BJIACTH, OpraHax MEeCTHOro caM JTOKyMEHTOB AP . OHJZla POCc;m_
XpaHeHHs, KOMILIEKTOBaHMHS, y¢ pranax rocylapcTBEHHOH Bnacty, opra

’ IX
CKO}‘,’{ d)enepaunn H npyrﬂk apquHI’ MCHHBIM anKaBOIﬂ I\/IHH"CTepc]Ba

€p
opranu3aiuax, YIB
Hax Mecmr?ro CfMO};I I:Da:;:;:;;;u (I))T 31.03.2015 Ne 526 (3aperMCTPHPOBAaH B MHHHCTechBe
KyJAbTYphl POCCHHCKO

it No 38830) (manee —
Poccuitckoii denepaii 07.09.2015, per HCTpallHOHHDL ) ( nPaBm,a
JOCTHLIHH -

: | apTajne TeKyler
XPaHEHHs) ey cocTapisieTcs B MOCTEAHEM KBAp KYIIEro ropg y,

CBojaHas HOMEHKJIaTypa A
g BII TOJI.
NPEACTOSAIIHH KajleHAapH rapM3aIiH TTOANHACHIBACTCA pykoBoautTeneM Cnyxby; e

arypa Aeix op .
9.7. HomeHKIaTyp TesleM apxuBa (JTHIOM, OTBETCTBEHHEIM 33 aPXHB), copy,

OBO " ”
MPOH3BOACTBA, BU3HPYETCA PYK (5KCTIepTHOM KOMHCCHEH) OPraHu3anyy
|

% HOIM KOMHUCCHEH
aeTcsl ¢ LIeHTPAJIbHOHU 3KCNEPT
COBBIBAET P OYHHKOM KOMIIJIEKTOBAHHA rocyAapCTBEHHOI'O0 MIIH MYHHL.

aHu3alysg aBiasgeTcsa HCT .
€CJIH Opr il JICT npe,ucramme*rcsx Ha corJlaCOBaHHC COOTBCTCTB}/}OmeH Ke-

a3 B 5 y
NaJbHOr0 apXHBa, ONHH P OJTHUTENBHOH BIIACTH CyBpeyy,

aHa MCII
MepPTHO-NIPOBEPOYHON KOMHCCHH YIOJHOMOYEHHOTO opr wsbrie e
Poccamiickoit ®enepamim B 0671aCTH apXHBHOTO Jea (aaiee — [K ap: YUpeKneHny)

HUJIA TOCYAapCTBEHHOIO (My'HHuHrIaJIbHOI‘O) apxXuBa B cOOTBETCTBHH C NPCAOCTABJICHHbIMY EMy

1 (ITyukr 4.8.).
[OJHOMOUHSIMHU B TIOpSIKe, ycTanoBleHHoM [IpaBuiaMu XpaHEHH (Ily )
Homenxnarypa aen, cormacopannast OI1K apxHBHOTO yUPEKACHHS HIH FOCYNapCTBennyy

(MyHHIIMNIAIBHBIM) apXHBOM B COOTBETCTBHH C NnpeaoCTaBJICHHLIMH €My HOJIHOMO‘-IHHMH,
YTBEP)KIAETCS PYKOBOAHTEIEM OpraHW3alliH H BBOJHTCH B neucTBHE ¢ 1-ro sHBaps [IPEeACTog-

LIero KaJleHJapHOoro roja.
OpraEu3auuy, B JEATEIRHOCTH KOTOPBIX HE CO3JAHOTCA MOKYMEHTbI APXHBHOr0 (orna

Poccuiickoit Qenepanun, yTBEP)(1al0T HOMEHKIATYPY A€ CAMOCTOATEIIBHO.
B cnyuae 13MeHeHHs QYHKUHE H CTPYKTYphl OpraHU3allHd HOMEHKIIATYpa JIe/ COCTaBxg-

€TCs, COITIaCOBBIBAETCS U YTBEPIKAAETCS 3aHOBO.
9.8. Cornacosannas ¢ coorserctyfomei DIIK apXHBHOro y4peKIEHHs MM rocynap-

CTBEHHBIM (MYHUIMIATbHBIM) apXUBOM B COOTBETCTBHH C IIPEAOCTABICHHBIMU €MY 1OJTHOMOYH-
SIMH HOMEHKJIaTypa JeJl B KOHIIE KXAO0ro rofia yTo4YHAETCs, NEPeneyaTbIBaeTCs, YTBEPKAAeTCy
PYKOBOAHTE/IEM OPTraHH3allMH H BBOAMTCA B A€HCTBHE C | IHBAps MPEACTOSILErO KaleHapHoro
roaa.

9.9. IlepBblii 3K3eMILIAP YTBEPHAEHHON HOMEHIIATYDHI A€ SBJISETCS JOKYMEHTOM I10-
CTOAHHOI'O XpaHEHUA M BKJIIOYACTCs B HOMEHKIIATYpy Aen B pasaen CiayxObl JEeJIOTIPOH3BOCTBA,
BTOPOH — Henonb3yercs CiryxGoii 1e10NpOH3BOACTBA B KAYECTRE paboyero sK3eMrusipa, TpeTHil
— HICPCNAcTCs B apXHB OpraHHU3alUHH B KaYECTBE YYETHOIQ AOKYMEHTa, 2JIEKTPOHHAsI KOIMHS HO-
MCHKJIATYpBl N€J OpraHM3alliM, YTBEPXKIAEHHOMH PYKOBOAHTENIEM OpraHu3allHH, IEpeiaeTcs

B TOCYNapCTBEHHBIM (MYHHIMNANBHEINA) apXHB, HCTOUYHHKOM KOMIUIEKTOBAHHSI KOTOPOTO SABJf-
€TCsl OpraHU3alKsl,
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JIOKCHHBIC B COOTBCTCTBHH C YTBEPXKIAECHHOH CTPYKTYPOH OpraHU3alyH), HIH GYHKIHOHAILHOH
cxeMaM (Ha3BaHHAMH pa3/Ie/loB HOMEHKJIATYPEI [eN ABASIOTCS HaNpaBAeHUA ACSTENBHOCTH Op-

raHH3aLHH).
9.11. HomMeHnknaTypa nen cTpyKTypHOro moapasieNeHHs COCTABIAETCA B Ka)KIOM NOApa3-

AeJIeHHH OpraHH3allHH paOOTHHKOM, OTBETCTBEHHBIM 3a JAEJIONPOH3BOJICTBO MOJpa3ie/ieHHU,
npH y4acTUH BECAYIIHX CINEUHATIUCTOB MMOApa3IeICHUs, COIJIaCOBBIBAETCA C IKCIIEPTHOU KOMHC-
cHel 1MOApa3/eeHHs (IIpH e€e HAJNH4YMH), MTOANHCEIBAETCS PYKOBOAHTENEM CTPYKTYPHOIO IOJ-
pasaeneHHus H npeacrasiigercs B Ciry)x0y aenonpou3BoaCTBa.

HoMeHKIIaTypa [Aesl CTpyKTYPHOro MoApa3sfeneHust COCTaBsIeTes Mo (popae. YCTaHOB/ICH-
noi I1paBnnamu xpanenus (Ilpunoxenne No 26 k [IpaBuyiam xpaHeHHS).

BHOBB CO3Z1aHHOE HJIH pEOpraHM30BaHHOE IOApAa3AeIeHHE A0KHO B MECIUYHBIH CPOK pas-
paboTaTh HOMEHKJIATYPY Je/1 H NpeAcTaBUTh €e B Cayx6y AeT0npoOr3BOACTBA.

9.12. Bee 3aronoBku gen, BITIOYEHHbIE B HOMEHKIATYPY A€ CTPYKTYPHOI'O MOApaszaesie-
HHUS, HHAEKCHPYIOTCA. MHaeke nena ykassiBaercs B rpade 1 HOMEHKIATYPBI [€/I H COCTOMT U3
HHAEKCA CTPYKTYPHOIO I10JApa3aeaeHnsl (KOaa NoApa3Ae/IiCHHs B COOTBETCTBHIM C yTBEPKIAECHHOM
CTPYKTYPOH OpraHM3alllH MJIH KJTaCCH(HKATOPOM CTPYKTYPHbIX [OAPA3AEICH i), TOPAIKOBOIO
HOMEpa KOHKPETHOI'O BHAA ACATEJIPHOCTH MOAPa3Ae/ICHHs H MOPSAAKOBOr0 HOMeEpa Aeja B pas-
Aiesie HOMEHKIIATypbl Ae. MHaekcel aen o6o3naqatoTes apabCcKuMH U paMH.

Hanpumep: 01-2-05, rae:

Ol — KoI CTPYKTYpPHOrO MmoapasaeieHUS;

2 — NOPAIKOBBIA HOMEP KOHKPETHOTO BHIA AEATEIBHOCTH MOAPA3AETEeHHs!:

05 — MOpsIIKOBEIH HOMEp J€J1a B pasaerie HOMEHKJIaTyphbl JIe1.
Jlena no Bompocam, HepaspeleHHBIM B TE€YEHHE OJHOTO rOAa, SBJITIOTCS «IepexoasaLH-

MH» H BHOCSTCA B HOMCHKIIATYpY JeJI CASAYIOLIEro roga ¢ TeM jKe HHIEKCOM. PekoMeHnayeTcs
COXPaHATbE B HOMCHKJIATYpPE O€JT OQWHAKOBBIE HHIAEKCHI OIS OXHOPOAHBIX [AEJ], BKIIOYEHHBIX
B pasHbIC pa3/iebl.

Ecnu B TeueHHe rona B AeATENBHOCTH OpraHM3alMy 00pasyroTcst JOKYMECHTEI, HE Mpeay-
CMOTPCHHBIC HOMCHKJIATYPOH H€JI, 3aroJOBKH HOBBIX AEN HOTNOJIHHUTENLHO BICIIOYAIOTCS B HO-
MEHKJIATypy Jeil. B KaXca0oM paszelie HOMEHKJIAaTypbl Jef JUIsi BHOBb 3aBONHMEIX nen Ipeny-
CMaTpPHBAIOTCS pe3epBHEIE HOMEpA.

9.13. 3aronoBok nena (rpaga 2 HOMEHKJIaTypEI ZIe7) H0JDKEH B 0606menHo#i dopme oTpa-
KdIb OCHOBHOE COLCpKaHHE H COCTaB NOKYMEHTOB aena. He momyckaercs ynoTpedieHHe B 3a-
OJIOBKE N€/la HEKOHKPETHBIX (OPMYJIMPOBOK («pasHBle MaTepHANBD), «OOIIAs [IEPEITUCKa),
4 TAKIKC BBOMHBIX CNIOB H CJIOXHBIX CHHTAKCHYECKHX OOOPOTOB. 3aroloBKH (cn MOCYT YTOY-
FUITHCA B TCUCHHE roJia B riponecce ()OpMHPOBAHHS H O(OPMITCHHUS el

3aroJIOBOK Aena JOKEH COCTOSTH M3 JJICMCHTOB, paclojlaraéMeIX B CIEAVIOLIEH mociie-
NOBATEJIbHOCTH!

a) Ha3BaHHe BHZA Aena (Mepenucka, KyPHaJ, 1€710) UM BHJA NOKYMEHTOB, BKIIOYEHHBIX
B [1€J10 (IPOTOKOJIBI, IIPHKA3bI);

0) HaMMEHOBaHHE OpPraHU3aLUH, CTPYKTYPHOIO NOApa3ae/IeHHs!, MOCTOSI1 10 JeHCTBYIOLLE-
'O HJIH BpEMCHHOI'O OpraHa, JO/DKHOCTHOTO JIMLa, CO3/1aBIIUX AOKYMEHT(BI);

B) HAHMEHOBAHUE KOPPECIOHIEHTA (OpraHu3aun, JHLa, KOTOPOMY aZipeCOBaHbl UJIH OT

KOTOPOro MOJIy4YeHBl JOKYMEHTHI);
I') KpaTKOE COAEPIKAHHE TOKYMEHTOB Je/Ia;
/) Ha3BaHHE MECTHOCTH (TEPPHTOPHH), ¢ KOTOPO#l CBSI3aHO CO/IEP)KaHHE AOKYMEHTOB JIefa;

€) Jara (Tepuox), K KOTOPBEIM OTHOCSITCS IOKYMEHTEI JAeJIa;
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B nena.
OKyMEHTO A371€JJ0B  HOMEHKIaTy

KOB
s 3arosiob - g fea.
A cozepKatix y4p HBIE, Opray,

e,
BarOHOBKH .
MEHTBI, 3aTEM 3aroJIOBKH Z€JI1, COnepx(ame

JIOKYMEHTBI, IOKYMEHTEI, OTpa’“a*OIune
nena — PErHCTPAUHOHHEIE 1y YileThy,

K) YKa3aHHe Ha KOMUAHOCTD

9.14. [TopanoK pacmoJIoKeHH

g CTereHbIO BaYKHOCTH
IOTCA

enpHBIE AOKY
Ho-ananmﬂ‘lec"”e
HCKY, B KOHIC pas

OnpeaessieTe
B nauane pazacia pacroJard

T
3a1lHOHHO-NPaBoORbLIC H pacrnopAa/iH
[JJaHOBBIE, OTYETHBIE, uH(pOopMalHOn

el
NEeSTETBHOCTD NMOAPa3AeICH A, nep

)KypHAJTBI, KApTOTCKH, Damrar 0 KoppecToHAEHTCX
cTaBJeHHBIX II rpapUuecK 3
3aroJI0BKH e, CO wiy KOppeCTOHACHTOB HJIH reorpad UX Ha3payyy

aB
BHOCSTCS B HOMEHKIATypy A€ IO ang OKyMEHTBI [10 OIHOMY BOTIPOCY, HO HE CBA3aHupIx p,
auux A )
aroJioBKax Jiel, CoaepK noTpebnseTcs: TepMu
- Cro pex;ermsx ponpoca, B kauecTse BiA gena ynotp PMHH «noxy.
BATEHLHOCTD HIOB JOKYMEHTOB
- e 3aroJI0BKa B CkoOKaxX yKa3bIBAIOTCA ya3BaHMS BHJIIOB JIOKYM » Haubopee
eHThI», @ B KOHI i 1 CEMUHADPORB
M ; 5 nene: «JIOKYMEHTBI O npoBeICHHA coBelIaHuH 1 p (HPOI‘paMMM’
npeacTaBIeHHbBIX :

CITHCKH, JIOKJIAJBI)». TaKoKe B 3aroyloBkax aci, COAEPIKAIINX OKYMefTy,.

HTBI» TPUMEHACTCA :
TepMHH «JIOKYME P OKYMEHTOB-TIPHJIOKCHIH HE TIEPEIHCIsIoTCy),

160 JOKYMEHTY (BHADI |
if HayuHO-METOAMYECKOTO COBETAN;

[aHHi TIpY AHPEKTOPE H NOKYMEHTBI K HuMy),
yIIHPOBKH OAHOTHIIHEIX JOKYMEHTOB, 37

pIX O TP
B 3arojoBKax nel, MpeaHa3HaueHH u
rpymnna JOKYMEHTOB yKa3bBaeTCH BO MHOYKECTBEHHOM YHCJIC. «[TpOTOKOJIBI 3aCeaHNi aqmuyy.

CTpalHuy.
B 3arogopkax Aef, COAEpKAUMX NMepenicKy, yKa3pIBacTCA, C KeM H TIO KaKOMy Bompocy

ona Begetcs: «llepenucka ¢ obpa3oBaTeNbHBIMH yupesKIeHHAMH O MOBBILICHHH KBaTHpuKanuy

oMy M reorpapuaeckomy MPH3KaKy,,
)

PHJIOKEHHUS K KaKOMY
— «JloKXyMEHTBI K MPOTOKOJIaM 3aceJlaHH

— «IIpoTOKOJIBI MPOU3BOACTBEHHBIX COBE

pabOTHHKOBY.
B sarooBKax Aed, CoAepKaluX MepenucKy ¢ OAHO
ClIeqHHe He Ha3bIBAIOTCH, @ YKA3bIBaeTCA HX BHOBOC Ha3BAHHC. «Ilepenucka ¢ (peaepanbHemy

POJHBIMH KOPPECIIOHAEHTaMH, To-

B 3aronoBkax ej, coAep)Kalux IepenucKy ¢ pasHOPOAHBIMH KOPPECIIOHAEHTaMH, no-
cienHue He mepeurcisiorcs: «[lepemncka O 3aKIIOYEHHH W HCMOJHCHHH TOCYIapCTBEHHEI

KOHTPAKTOB).
B 3aronoBke fiena yka3blBaeTCS KOHKPETHBIH KOPPECIIOHICHT, €CJIH MEpenucKka Bejercy

Tonbko ¢ HUM: «Ilepemncka ¢ OO0 «I'opcBA3b)» 0 MPEIOCTABICHHH YCIIYT CBA3H.
[Ipy 0603HaYeHHH B 3aroJJOBKax A€/ aAMMHUCTPATUBHO-TEPPHTOPHUATILHBIX €IHHHI YYH-

ThIBaeTcs cleayloulee:

—€C/IH COo/lepKaHHMe Jiena KacaeTcsd HECKOJbKHMX OOHOPOJAHBIX aAMHHHCTPATHBHO-
TEPPHTOPHAIBHBIX E€IHHHL, B 3arojJIOBKE Je/la HE YKa3bIBAIOTCAd MX KOHKpPETHBLIE Ha3BaHHi,
a ykasplBacTCs HX obuiee BHIOBOe HazBaHHue: «[lepemucka ¢ yupexneHusaIMHu KyapTypsl Pecnyd-
nuKH Tatapcrany;

— CCIIH COACPIKaHUE IeNIa KacaeTCs OAHOH aAMHHHCTPATHBHO-TEPPHTOPHAIBHOM ¢IUHHI
(HaceneHHoro nmyuxra), ee (ero) HazBaHue yKa3bIBaeTcs B 3aronoBke zena: «Ilepemucka ¢ (Quis-
aloM B MOCKOBCKO#H 0611acTH 0 [NIAHHPOBAHHH U OTYETHOCTH).

B 3aronoskax nen, comepskammux [UIAHOBYIO MJTH OTYETHYIO JOKYMEHTAIIMIO, YKa3bIBaCTCh
epHON (MecsiLl, KBapTal, rof) Ha (32) KOTOPBIf COCTABICHBI IAHEL (OTYEeTHI): |

— «OT4ers! cTpyKTYpHEIX HoApaszenenuii 3a 2019 ropy: |
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— «CTAaTHCTHYECKHH OTYET O YMCJIEHHOCTH, COCTaBe M IBHKEHHH Kaapos 3a 2019 ron
(. Ne 27-rom)».

[Tpu popMUPOBAHHH JeTa U3 HECKOJIBKHX TOMOB (dacTeif), KpoMe 00LIero 3arojoBka aesa
npH HEOOXOIMMOCTH COCTABJIAIOTCA 3aroJIOBKH KaXKAOro ToMa (YacTH), YTOYHAIOIIHE COaepiKa-
ygue TOMOB (JacTel) aena.

3aro/IOBKH J1€J1 MOTYT YTOYHATELCSA B npouecce GopMHUPOBAHUSA H O(DOPMIICHHA ACL.
9.15.I'pada 3 «KonuugecTBo nen» 3amoiHseTcs MO OKOHYAHHH KaneHaapHoro rozaa. Ilo

NOCTHM)KEHHH JI€JIOM, BKJIIOYAIOIHM INOKYMEHTBl BpeMeHHBIX (cBpime 10 JIET) H IOCTOSAHHOIO
CPOKOB XpaHeHHs, 06beMa B 250 JTHCTOB, TOM 3aKphIBAETCS H OTKPHIBAETCA HOBBIN TOM. B rpade
3 HOMEHKJIATyphl A€ NMOC/IEAOBATEIBHO YKa3bIBAIOTCA HOMEpAa TOMOB H KpaHHHE AaTbl JOKY-

meHToB Kaxkaoro toma: T. 1. 11.01.2017-30.06.2017
DNEeKTPOHHBIE Ziela Ha ToMma (YacTH) He paszesisiorcs. Bce 2JeKTpoliHbie JOKYMEHTEI,

HE3aBUCHUMO OT X 00BbeMa, BKJIIOYAKOTCS B O/IHO JIEKTPOHHOE JEJNO.
9.16. B rpage 4 «Cpok xpaneHuss 1 No cTaThH no MepedyHIo» yKa3bIBalOTCs CPOKH XpaHe-
HHS J€J1 U HOMEepa CTaTeH I10 THIOBOMY HJIM BEAOMCTBEHHOMY II€PEYHIO JOKYMEHTOB C yKa3a-
HHUEM CPOKOB XpaHEHHs], (heAepalIbHOMY 3aKOHY HJIH HHOMY HOPMaTHBHOMY [IPAaBOBOMY aKTy.
9.17. B rpade 5 «IlpuMedanue» npocTaBiIsioTCA OTMETKI O 3aBeIeHHH Ac1 («3aBelueHoy),
0 mepexoAsaIuX aenax (Hanpumep, «llepexomsiee ¢ 2018 rogar»), o BeIAEAEN MM A& K YHHYTO-
YKEHHIO, O JIHUAaX, OTBETCTBEHHBIX 3a (POpMHpOBaHHE Jie/, O mepeaade ael B Apyryilo oprannsa-

A0 JUTSI TIPOAOJIKEHHS.
Ecau geno ¢opmupyercsi B MHGOPMAIIHOHHOM CHCTEME M BKJIIOYAET 3JIEKTPOHHBIE HOKY-

MEHTBI, B rpade «IIpuMeuyanne) oTMedaercs, 4To /€10 BEASTCs B 3JIEKTPOHHOM BHIE C yKa3aHH-
eM HaHMEHOBaHHs HH()DOPMALHOHHOH CUCTEMBI: «IDNeKTpoHHBIe NoKyMeHThl. CDJI «Kanuensi-
pusi», b/ «Ciny)xeOHbIe 3anUCKHY.

9.18. Ilo 3aBepIeHHH AENONPOH3BOACTBEHHOrO roja B KOHIIE HOMEHKIATYpPBI A€/l B KakK-
JIOM CTPYKTYPHOM I0JIpa3/ie/IeHHH O()OpMIISeTCs UTOroBas 3amKch, B KOTOPYIO BHOCATCS CBEe-
HHS O KOJIHYECTBE 3aBEACHHBIX 1€/ (TOMOB, YacTeH ), OTASIbHO NOCTOAHHOIO H BpPEMEHHEIX CpO-
KOB XpaHE€HHs, BPEMEHHBIX CPOKOB XpaHEHHsS ¢ OTMETKOU «DIIK» u nepeXommux. HTorosas
3aIMMCh JOMOJIHACTCA AaHHBIMH O KOJIMYECTBE 3JIEKTPOHHBIX O] COOTBETCTBYIOUIMX CPOKOB

i

XPpaHEeHH.
B uTOroByIo 3amHCh CBOAHOM HOMEHKJIATYDAI 1€/ CBEACHHS BHOCATCS HA OCHOBAHHUH JaH-

HBIX, MEPEAAHHBIX H3 CTPYKTYPHBIX NIOApa3/Ic/ICHHH OpraHH3alHH.

CBelieHHs, COAEPXAIHECS B MTOTOBOM 3aMCH HOMEHKJIATYpHI Jel OpraHU3aIlHH, Iepe-
AAIOTCs B ApXHB OPraHHU3alHH, O Y4eM B HOMEHKJIATYpE A€ MPOCTABISETCS OTMETKA C YKa3aHHEM
JOOJIKHOCTH M ITOIHCH JIMLIA, [IEPEaBIIEro CBEACHHUS.

9.19. Jlena co aHs HX 3aBECHHS HO IEPelauyd B ApXHB OPraHH3ALHMH MK [0 BBIASIEHHS
HX K YHHYITOXKCHHIO ITO HCTCUECHHH CPOKA XPAHEHHS XPAHTCS [0 MECTY X (DOpPMEHPOBAHHIL.

Jleno cunTaercs 3aBeCHHBIM ¢ MOMEHTA BKJIIOYEHHS B HErO MEPBOrO HCIOJHEHHOrO 0-

KyMEHTA.,
9.20. Ilpx popmMupoBaHHH A€l HA OYMaXKHOM HOCHTENE JO/KHBEI COBIIONATHCS clnenylo-

[ue oduue npasuia:

— B JI8JI0 NIOMELIAIOTCS HCIIOJIHEHHBIE JOKYMEHThI, COOTBETCTBYIOLIHE 10 CBOEMY CO/(Ep-
JKaHHIO 3aroJIOBKY Jiejia 10 HOMEHKJIAType JC;

— IIPHJIOKEHHS NOMELLAIOTCS BMECTE C OCHOBHBIMH JOKYMEHTAMH,

— B JICJI0 BKJIIOYAIOTCS AOKYMEHTBI OIHOTO KaJ€HAApHOIro rojia, 3a HCKIIOYEHHEM IIEPEX0-

IOAIINX 1T
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0.28. DKcriepTH3a IEHHOCTH AOKYMCHTOB ocyul
JISIMH TIOZIpa3AeieHHi COBMECTHO C 2

K opranusauHu H TOA
Cny>x65!1 Ae70MpO113BOACTBA OpraHi3alHH.
9.29. IIpu 1npoBeJEeHHH KCIICPTH3BI LIEHHOCTH

naye B apXHB OpraHM3alliH OCYIEeCTBIACTCA:
— 0T00p IOKYMEHTOB IOCTOSHHOTO H BpEMEHHBIX

g eXeroHo IEIONPOU3BOLTe.
METOIMYECKHM PYKOBOZCTR),

TOKYMEHTOB TPH TIOITOTOBKE NIEI K miepe.

(cpiure 10 71eT) CPOKOB XPAHEHHS fpg

repeaavyd B apXuB OpraHu3alHH,;
— OT6Op JIOKYMEHTOB BpeMeHHBIX (10 10 neT BKIIOHH , )
MeTkamMu «Jl0 MHHOBaHHs HaZOOHOCTHY, «Jlo 3aMeHbI HOBHIMHY, MOAJICKAITHX TAIbHEH ey

XPaHEHHIO B CTPYKTYPHBIX NOAPa3AEICHHAX,
— BBIAEIEHHE K YHHYTOXKEHHIO A€ 3a MPEeAbLIyIIHC TOB; CPOKH XPaHCHHI KOTOPBIX Kc-

TCKJIH.
OI[HOBPCMGHHO ITPOBEPACTCA Ka4yecTBO U IMOJHOTA HOMEHKJIATYPhI A€J1 OPpraHHU3allHy, Ipa-

BHJIBHOCTh OIpeJieJIeHHs CPOKOB XpaHEHHUS AEI.
9.30. Jlena noCTOSHHOTO M BpeMeHHBIX (cBbiuie 10 JieT) CPOKOB XPAHEHHS IIOMIeKAT o-

JHCTHOMY POCMOTPY ZUISl BBIAEJNEHHS H3 HX COCTaBa JOKYMEHTOB BPEMCHHBIX (110 10 nier) cpo-

KOB XpaHEHHS.

Jlena ¢ oTMeTKoi «O3
U BBIZIEJIEHHS H3 UX COCTaBa JOKYMEHTOB, ITOIeKAUIHX MOCTOSHHOMY XPaHCHHIO.

9.31. O160p 371€KTPOHHEIX JOKYMEHTOB JUIS ITEpEaayd B apXHB OpraHU3alUH OCYIIECTBIIS-
eTCsl B aBTOMATH31{POBAHHOM PEXXMME ITyTeM oTOopa JOKYMEHTOB H3 0a3 MaHHBIX HH(OpMallH-

OHHBIX CHCTEM N0 npu3Haky «Muaekc nena» («Cpok XpaHEHH»).
9.32. Ilo pe3ynpTaTtam 3KCIEpTH3bl LEHHOCTH JOKYMEHTOB B OpPraHH3allHH ITPOBOIUTCA
O()OpMIIEHHE 1€ H COCTABILIIOTCS OMHCH JeJ MOCTOSHHOIO XpaHEeHHs, BpeMEHHBIX (CBbiue 10

JICT) CPOKOB XpaHEHHA H IIO JIHYHOMY COCTaBY, 4 TaKX<€ aKThl O BBIAEJIEHUH K YHHYTOXEHHIO

» IIOIBEPraroTCs MOJUCTHOMY NMPOCMOTPY B LENAX ONpE/e/er s

AeJ1, He MOUIeXalIuX XpaHEeHHIO.
Onucy 1en MOCTOAHHOrO XpaHeHHs, BpeMeHHbIX (cBbime 10 eT) cpokoB XPpaHEeHHS H I10

TTIHOMY COCTaBY, a TakoKe aKThl O BBIACICHHH K YHHYTOXEHHIO [ell, HE TMO/UIeKAIHX XpaHe-
HHIO, paccMatpuBaroTes Ha 3acenanu DK (L[OK) opranmsaimu OAHOoBpeMeHHO. CorJiacoBan-
Hele 9K (LIOK) axTs! u omMcH yTBepsK1ai0TCS PYKOBOZHUTENIEM OpraHHu3allHH.

9.33. lena, o6pa3oBaBuIHecs B HeATEIbHOCTH OPraHH3allMd U NoJJIeXKallde XpPaHEHHIO,
POXOZAT MOJHOE HIIM YACTHYHOE O(OpPMIICHHE. [TortnoMy oopmnenuio IoaJie)xar jejna Bpe-
MEHHBIX (CBBIE 10 JIET) CPOKOB XpaHEHHS M MOCTOSHHOIO XpaHeHus. [lena Bpemennsix (1o 10
JerT) cgoxon XPaHCHHUS IOIEIKAT YACTHYHOMY o(popMIIeHHU]O.
d)opanq;ZiHM;’;Z’; ;::H:i’:‘;oﬁ:;:“ 8 CIPYKTYPHBIX MOAPA3/eNIeHUAX OpraHH3amHy Mo MeCTy

9.34. ITonHoe odopmnenue nena ua OYMaXXHOM HocHTeTe BKJII :
— O opMIIEHHE PEKBH3HTOB 0610KKH Aena 1o (opme: o
— HyMEpaLHIO JIMCTOB B fee: |

— COCTaBJI€e IHCTa-3aBepUTe s Jiena;

o COCT&BHEHHG B HCO6 {0’ bIX C V‘l |
b
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— MOJAIIMBKY H TEpEeIvIET Aena,
_ BHeceHHe HeoOXOMMMBIX YTOUHEHHI B PEKBH3HTEI 06/10KKH Ae/a (YTOUHEHHE Ha3BaHH

opraHu3allii, HHAEKCa Jie/1a, KpaHHHX JaT Ae/a, 3aroJIoBka aena).
JIncT-3aBEPUTEIND J€jia, BHYTPEHHSA ONHChL NOKYMEHTOB [€/a H 00J10’KKa Jien1a cocTaBJis-
foTcs no popmam, ycTaHOBJICHHBIM IIpaBHyiaMH XpaHEHHS (ITpunoxenns N 8, 27, 28 x [lpapu-

1aM XpaHEHHA).
9.35. Jlena BpemeHHBIX (10 10 1eT BKIIOYMTENBHO) CPOKOB XPAHCHHA, moJuIe Kamuye 4a-

cTHIHOMY O(OPMJICHHIO, AOIYCKAeTCss XpaHHTh B Iarkax, B KOTOPBIX I€jla XpAHHIHCD B AeJo-
[pOM3BO/CTBE, IEPECHCTEMATU3aLHs JOKYMEHTOB B ICJIC HE IIPOBOANTCA, JTACTHI JIeia He HyMe-
PYIOTCS, JINCTBI-3ABEPUTENIH Jea He COCTAaBIAIOTCA. Ha obno:kke nejga B COOTBETCTBHHM C HO-
MEHKJATYpOil /€] OpraHu3alu 3amloJHSIOTCA PEKBH3HTBL: HAHMCHOBAHHC OpraHH3alHH,
HAHMEHOBaHUeE MOAPA3IeICHNS, HHAEKC JeNa, 3arojI0BOK [e/1a, CPOK XpaHCHHA JOKYMCHTOB.
9.36. Ha o6oxke aen BpeMeHHbIX (cBbiure 10 J1eT) CpOKOB XPaHEHHS W MO JTHIHOMY CO-
CTaBy YKa3bIBaIOTCH:
— HAMMEHOBAHME BbILIECTOAIEH OpraHu3auui (OpraHH3alHH-y4PeAHTe 1s1); HAHMEHOBA-
HHE OpraHH3allM{ — UCTOYHHKA KOMIUIEKTOBAHHSA rOCYAapCTBEIHOIO (MYHH LI OQJIBHOI'O) apXH-
Ba,
— HAMMEHOBAaHHE CTPYKTYPHOTIO MOApa3AC/ICHH,
— HHJEKC JeJ1a 10 HOMEHKJIaType Jell,
— HOMEp ToMa (JacTH);
— 3aroJIOBOK geJsa (ToMa, 4acTH),
— KpaifHue JaThl Aena (ToMa, 9acTH),
— KOJIM4YECTBO JIUCTOB B [EJIE;
— CPOK XpaHEHHs JeJ1a;

— apXHBHBII WH@p Aena.
Ha 065105kKax e/l MOCTOSHHOrO XpaHCHUST Hal HAHMEHOBAHHEM OpraHH3alMH yKa3blBacT-

CSl HAUMEHOBAaHHE TOCYJapCTBEHHOro (MYHHLHMNAIBHOIO) apXWBa, UCTOYHMKOM KOMIIJIEKTOBA-

HHA KOTOPOro BBICTYITIACT OpraHH3allMl.

9.37. Ilpu opopmiaeHHH 0OJI0XKKH ena:
— HAUMEHOBAHUE BBILIECTOAILEH OpraHM3anuu (OpraHu3auuU-ydpeauTesis), IIpH €€ Hajlu-

YHH, YKA3bIBACTCA MNOJIHOCTHIO B HMCHHTCIIBHOM NIaACiHKe, 110 INOJIHBIM HAMMECHOBAHHUCM B CKOO-

Kax yKa3bIBaeTCsl O(PHILHAILHOE IIPHHATOE COKpAIlEeHHOEe HauWMEeHOBaHHE (TIPH €ro HAJTMYUH);
— HAMMEHOBAHHE OpPraHH3aIUH YKA3bIBACTCS MOJHOCTHIO, B MMEHHUTEILHOM ITafIe)Ke, ¢ yKa-

3aHHEM O(HIHANBHO NPUHATOrO COKPALNEHHOIO0 HAaMMEHOBaHMs (NPH ero HIWUiI), KOTOpOoe

YKa3bIBaeTCsl B CKOOKAxX I1OC/IE MOJHOI0 HauMCHOBAH U,
— HAHMEHOBAHHE CTPYKTYPHOI'O IMOAPA3AC/IEeHUs YKA3bIBACTCS IMOJHOCTHIO B COOTBETCTBHH
C YTBEPKICHHOH CTPYKTYpPOH OpraHusaudyd (IIpd HaIMYMW COKpPALIEHHOr0 HaUMEHOBAHHS
CTPYKTYPHOI'O ITOApa3AEIeHHUs] OHO YKA3EIBAeTCA B CKOOKax);
— HH/JEKC [eJ1a ITPOCTaBJISICTCSI B COOTBETCTBHHY ¢ HOMEHKJIATYPOM €/ OpraHUu3alHH;

— 3aroJIOBOK JeJia MEPEHOCHUTCsS W3 HOMEHKIATYphl JieJl OpraHusamii (6 1eo0X0 HMBIX

CJIyvasiX B 3aroJIOBOK BHOCSITCSI YTOUHEHHS );
— AaThl fena (rof(bl) 3aBEAEHH U OKOHYAHHS Jiejia B IEJI0NIPOH3BOICTBE).

Hpu H3IMCHCHHH HAWMCHOBAHHS OPraHHU3AlHH HJIH MOAPA3/CJICHHS B TE€YEHHE II€pPHOMA,
OXBATBIBACMOI'0 NJOKYMCHTAMH 1€Jia, HJIH IIpH Mepenaydye aeja B Apyroe mnoapasacieHHe Ha 00-
JIOKKE AcCjIa IO MPeXXHUM HAUMCHOBAHHEM YKA3bIBACTCS HOBOE HAUMEHOBAHHE OPraHH3allHH

(moapasnesieHus), a NpeXHee HAMMEHOBAHHE 3aK/II0YAETCS B CKOOKH.
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HauMeHOBaHHS OpTaHH3ALMH I IOAPa3/Ie/eH s, TO1 H HOMEp /Ie/la MOTYT NpPOCTaBAThs

Ha 00J102(Ke C MOMOIIIBIO IUTaMIa.

0.39. B nemax obecrnedeHHUs COXPaHHOCTH M 3aKPEIUVIEHHSA ITOPsIKa PaCIIONOXKEHHS JOKy-

MEHTOB. BKJIIOYEHHBIX B JEJIO, BCE €ro JHCTHI, KpOMe JIMCTA 3aBEPHTEJII U BHYTPEHHEHN OIHCH,
2

HyMepyloTcst apabckuMH LudpamHu BajoBoi Hymepamuueid. JIHCTBI Hymepyro'rc;i rpaHTOBBM
KapaHJamoM WM HymepaTopoM (ymoTpebieHHe YEpHHJI M LBETHBIX KapaHOALIeH Uil HyMepa-
[IHH JIACTOB He J0NYCKaeTcs) CBepXy BHU3, IM(PPBI [IPOCTABJIAIOTCA B ITIPAaBOM BEPXHEM YIJTy JH-
CTa, He 3a11eBas TeKkCTa JOKyMeHTa. JIUCTh! BHYTPEHHEH OMUCH HYMEPYIOTCS OTAEIbHO.

JIMCTBI A€, COCTOAIMX M3 HECKOJIBKHX TOMOB HJIM 4YacTel, HYMEPYIOTCS IO KaIoMy T0-

MY MJIH YaCTH OT/EJIBHO.
JloKyMEHTEI ¢ COGCTBERHOI HymepaLHeil INCTOB HyMepYIOTCS B 0O1EM TOPSIIKE.

Jluct mo6oro ¢opmara, mommMTEIL 32 OAMH Kpail, HyMepyeTcsl KaK OJAHUH JIMCT B MPaBoN
BEPXHEM yriy. CnOXXEeHHBIH JIHCT Pa3BOPAaYMBACTCA U HYMEPYETCSA B MpPABOM BEpXHEM Yriy.
JIueT, cnoxeHusii u IIOAIIUTEIN 32 CEPEAHHY, IIOAJICKHT IIEPELIHBKE H HyMepyeTcs KaK 0JHH.

Ecmu B neno nogmmr KOHBEPT C BIIOXKEHHEM, CHaYyaa HyMepyeTCcsl KOHBEPT, a 3aTeM 04¢-
PEAHBIM MOPIIKOBEIM HOMEPOM KaXKI0€ BJIOKEHHE B KOHBEpTE,

ECr B Hymepaumn icToB omymeno Goree 10 ownbok, Bce neno mymepyercs 3aHOBO.
IIpu 3TOM CTapele HOMepa SAUCPKUBAIOTCSA, M PANIOM CTABHTCS HOBBIM HOMEP JIKCTA.

29

9.40. Tlocne 3aBepmenns HymepaunH THCTOB COCTAB/ACTCA JIHCT-3aBEPHTEIb A€/a, KOTO-

pbIH pacrojiaraeTcs B KOHILE Aena. B ymcre-3aBepHTeNe Hu(paMH H NPOMHCHIO YKa3bIBAIOTCA
KOJIHYCCTBO JIHCTOB B JAHHOM Jejie, OCOOEHHOCTH OTIAEIBHBIX AOKYMEHTOB (HESCHBIA TEKCT,

pa3pbIBbl, CKJICHKH).
JlucT-3aBepHTeNb N€a NOANHCHIBAETCS €r0 COCTABHTENEM C YKA3aHHEM /(0/IKHOCTH, WHH-

[[AAJIOB M (paMHJTHH, JaThl COCTABJICHHA.
Ko/m4ecTBo MCTOB B Jese, yKa3aHHOE B JIACTE-3aBEpHUTENE [eNa, NpoCTaB/IgeTcsa Ha 00-

JIOXKKe Jiesa.
Ecrn neno mepennereHo W mommuTo 6e3 JMCTa-3aBEPHTENA, TO COCTABJIEHHBIA JIHCT-

3aBCPHTEIIb NIOAKJIEHBACTCS K BHYTPEHHEH CTOpOHE 3aaHEH 00JI0XKKH Jea.

9.41. lna y4era NOKYMEHTOB ONpPEICIECHHBIX KATErOpHH ITOCTOSIHHOTO M BPEMEHHOTO
(cBbre 10 JIeT) CpOKOB XpaHEeHHS, Y4eT KOTOPBIX BbI3BAH CMEMI(HKON JOKYMCHTALMH, BKIIO-
YEHHOH B JI€JIO, COCTABJISICTCSI BHYTPEHHSS OIHCH JOKYMEHTOB JeJia, IIOMEIIaeMasi B ero Hayaslo.

BHYTpeHHsISI OHCh BIUTIOYASTCS B J€/1a, HMEIOLIHE 0co0yI0 3HAYUMOCTH, @ TaK)Ke B JieJia,

C()OPMHPOBAHHbIC MO BHAAM JOKYMEHTOB, 3ar0JOBKH KOTODBEIX HE PacKpBIBAIOT KOHKPETHOI'O

COACPKAHHA JOKYMEHTOB,
BH}'TpCHHﬂSI OIMHCb NOKYMEHTOB JeJia COCTaBJISIETCS TaIKe Ha 00OBbEeMHBIE ACJ1a TTIOCTOAH-

HOTO M BPEMEHHBIX (CBBIWIE 10 JI€T) CPOKOB XpaHEHHs B LEIsAX yYeTa o OBICTPOr0 HAXOXKACHUS

JOKYMEHTOB B JIEJI€.
B xoHne BHyTpeHHeit omucH yka3sbisaercs nHdpamMu H NPOITHCEIO KOJIAYECTBO BKITIOYEH-

HBIX B HEC IOKYMEHTOB H KOJIMYECTBO JIUCTOB BHYTPEHHEH OIIHCH.
BH)’TPﬁHHHH OIIHCh JOKYMEHTOB J€Jia IOAMHChIBACTCS COCTABHTEIIEM C YKa3aHHEM 0JIXK-

HOCTH, HHHLIHAJIOB H (paMHJTHH, AAThI COCTAB/ICHHS.
Ecnn neno nepensieteno u nmogmwuTo Ges BHYTPEHHEH OITMCH, TO COCTaB/ISHHAS BHYTPEH-

FSI1 ONHCE TMTOAKIIENBACTCS K BHYTPEHHEI CTOPOHE JIHLIERO# 06103KKH Ae)Ia.
9.42. JIOKyMEHTHI IIOCTOSIHHOTO, BpeMeHHBIX (cBbILIe 10 1eT) CPOKOB XpaHEHHS H IO JTHY-

HOMY COCTaBy, COCTaBJSAIOLIME J€JI0, HOMELIAIOTCS B TBEPABIE OOIOMNKKH H3 KapTOHa, MOJIIHBAa-
fOTCSL B YETHIPE IPOKOJIa MITH MEPEIUIETAIOTCS C YYETOM BO3MOYKHOCTH CBOOOJHOIO YTEHHS TeK-
CTa BCEX IOKYMCHTOB, JaT, B3 U PE30JIIOLHII HA HUX. Pe30mronnu PYKOBOJCTBA, COCTaBJICHHBIE
Ha OTAC/BHBIX JIHCTAX, MOMELIAIOTCS TEPEel JOKYMEHTOM. [Ipn moaroToBke /(21 k noammuske
(MeperuieTy) npoBepseTcss MPaBHIBHOCTE HX (bopMHupoBaHus, OPOPMITEHHS, BCE MIACTHKOBLIC
1 MCTAJUINYECKHE KPEIIEHNS, & TaK)Ke TePMONeperieThl 13 AOKYMEHTOB YAJISAIOTCS.

Jlena nocrostHEOrO Xpanenus, COCTOSILIME H3 0CO00 LIEHHBIX WIIH He()OpPMaTHBIX JOKYMEH-
TOB, MOI'YT NPHHUMATECS Ha XpaHEHHE B SAKPBITBIX TBEPABIX IAllKaX C TPeMs KJIAlaHAMH
H C 3aBsI3KaMH HJIM B KOpoOKax.

9.43. IToaroroska JICKTPOHHBIX NOKYMEHTOB K Iepefaye B ApPXUB Opranu3aluu ocCy-
LICCTBIIACTCS CTPYKTYPHEIM MOApa3Ae/ieHHeM OPTaHH3allMM — BNANEJIBUEM COOTBETCTBYOLIEI]
HH()OPMAIIHOHHOM CHCTEMBI COBMECTHO o HOAPA3CICHHEM (CIELUATHCTOM), obecrnieynBaroLMM
(pyHKUMOHMpOBaHHE HH()OPMaLIMOHHON CHCTEMEL.

9.44. I1pu noaroroske JICKTPOHHBIX JOKYMEHTOB, OTOOPAHHEBIX K [Iepeaaye B apxuB opra-
HH3ALHH, BBINOHAIOTCS CNEAYIOLHE OCHOBHE]E fpouenypel pabOThI ¢ MOKYMEHTAMH:

— KOHBEPTALHSL SJIEKTPOHHOIO JOKYMEHTA B (popmar apxuBHOrO HoKymeHTa (IIynkr 4.34
[IpaBun xpanenus);

— (popMupoBaHue B HH(OPMaLHOHHON CHCTeMe OPTaHHU3ALUHN ONICKTPOHHBIX €N, SIBISIO-
HIHXCSL COBOKYNMHOCTBIO KOHTEHHEPOB JJICKTPOHHBIX NOKYMEHTOB HJIH KOHTEHHEPOM 3JIEKTPOH-
HOIO NOKYMEHTa, BKJIOYAIOIIEM: KOHTEHT U MCTallaHHbIE 3JICKTPOHHOTO IOKYMEHTA, (aiiner
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rOTOBI;Y;;n 3~r§ onHbIe JOKyMEHTEI nepenalorcx B apXHB opraHu3auuu Io HHq)OpMaIlHOHHO-
4)5. INEKTP

AITHOHHOI ceTH HIH ga (pu3HICCKH 060c00JIEHHBIX HOCHTEIISIX B COOTBeTCTy,
TeIeKOMMYHHK ' iy

cTAHOBJIEHHBIMH TpaBHIaMH, 6e3 coXxpaHeHHMs JIAHHBIX 3IEKTPOHHBIX TOKYMEHTOB B Coorpey,
CY

CTBYIOLUHX uH(OpMAHOHHBIX cucrTeMax.
0.46. Onucu ael cocTapisioTcs B CTP

651 JE€TOMPOU3BOACTBA.
yecKHUM PYKOBOACTBOM Cryx | |
. Onnfu nen COCTaBJIAIOTCA oTHeJBpHO Ha JIefa MOCTOSHHOTO XPaHEHHS; JeNa BPeMeHkyy

(cBbume 10 n1eT) CPOKOB xpaHeHus; Aena no TUYHOMY COCTaBY, SJICKTPOHHBIC JICIIA, a Takke yy
jeja, COCTOAIIHE H3 TOKYMEHTOB, xapamepublx 1 JaHHOH opraHu3alinH (Cyne6nme, crep.

TEMaM).
cTBEeHHBIE Je1a, HaydHble OTHETHI IO
OnucH Oen CTPYKTYPHBIX oApas/ieeHuH cocTapisioTes 1o (hopMaM, YCTaHOBIIEHHb

[IpaBujaMH XpaHECHHS (ITpusosxeHns Ne 23, 24 x I1paBunaM XpaHeHH).
[To ommcsM Jen CTPYKTYPHBIX noapaszieneHui JOKyMCHTE epealoTCs B apXHB Oprai:

3aIHH.
Ha nena BpeMEHHBIX CPOKOB XpaHCHH (mo 10 et BKI

cs1, ¥ B apXMB TaKue jeja He Nepe/laioTeil.
[Tpu HanMHYHK B OpraHK3alHH CAJ1 onucu Al (pOpMHUPYIOTCA B CHCTEME.

0.47. Onucu Aen CTPYKTYPHBIX moapasieNeHui NpeACTaBIA0TCA B apXUB OpraHH3ali
11 He TI03IHEE, UeM Yepe3 TPH rojia nocje 3aBepIICHH fien B e

yKTYPHBIX [OApa3AeIEHUAX OPraHU3AIHH N0} Mer,,

JOUUTEJIEHO) OITMCH HE COCTABIAT-

He paHee, 9YCM yepe3 OJHH roxn,

JIOIIPOH3BOJICTBE.
0.48. OTaenpHas OMHCh NPEICTaBIgeT coOO0H NepeucHb onucaresIbHBIX CTaTeH C Ca

qTeIBHOM TOPSAKOBOH HyMepalueH, Kaxaas u3 KOTOphIX N0JDKHA BICTIOYATH CJIEIYIOMHAC

{OCTO-

JICHHS:
— JOPSIKOBbIM HOMED /€1 110 OIHCH,

— MHIEKC JeNa,

— 3aroJIOBOK JIeJia;

— KpaiHUe NaThl Aena;

— KOJIMYECTBO JIUCTOB B JIEJIE,
— CpOK XpaHCcHHA Aena,

— IIpUMEYaHHuA.

9.49. IIp COCTAaBNEHHH ONMCH HeN CTPYKTYPHOTO MOJApasaeNenus cob/oaaiorceh CreA)

folue TpedoBaHu:

— 3arOJIOBKH JIeJI BHOCATCSA B ONHCh B COOTBETCTBHH C NPUHATON cXeMOW CHCTEM
JieJ1, 3aKpeIIEHHOH B HOMEHKJIAType JIe;

CBE-

ap3auii
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— KaKI0€ JeJI0 B
HOCHTCSl B OMHCH IMOA CAMOCTOSTENBHBIM MOPAIKOBBIM HOMEpOM (ecnu

€10 COCTOUT M3 .
. HECKOJIEKHX TOMOB HIIH 4acTeif, TO KaKABIi TOM MIIH YacTh 2HOCATCH B ONHCH
10 CAMOCTOSATEIbHBIM HOMEPOM );

— [IOPAAOK HYMEPAUUH I/l B ONHCH — BAJIOBBINA;

— rpa(bl OMHCH 3aNONHSIOTCA B COOTBETCTBHH C TEMH CBEICHUSAMH, KOTOPbIE BHIHECEHBI HA
00JIOKKY Aena,

— IIpH BHCCCHHH B OIHMCH MOAPST AEi (TOMOB, YacTel) ¢ OMHHAKOBLIMHU 3ar0JIOBKAMH 3aro-

JIOBKH BCEX €I (TOMOB, YacTel) MHIIYTCS MOMHOCTHIO; NP BHECEHHH B OMHCI, IIOCICIHETO 3a-
ronoBka j00asnsercs cnoBo «[locnemuuity);

—rpada ormucu «IIpumeyanusy) UCIOIb3yeTCsl [UIst OTMETOK O TPHEME Jell, OCOOEHHOCTAX

HX (U3HYECKOI0 COCTOSAHHUS, O Iepeaayde ael APYruM CTPYKTYPHBIM MOApPa3aCICHUEM CO CChUI-
KOH Ha aKkT, O HAJIMYHH KOITUH.

9.50. Ilepen BHECEHHEM 3aroJIOBKOB e/l B ONKCH MPOBEPSIOTCS KA4eCTBO (POPMHPOBAHHS
1 0OpMJICHHUA [I€JI, COOTBETCTBHE KOJIHMYECTBA [/, BHOCHMBIX B ONHCH, KOJN'(CCTBY 3aBEICH-
HBIX JI€J1 N0 HOMEHKJIATYPe Ae OpraHu3anuii.

B KOHIlE ONMUCH BCAEA 3a MOCHEeAHEH ONMCATENIbHOH CTAaThEeH 3aIlOJHACTCA MTOroBas 3a-
MHCh, B KOTOPOH yKa3bIBaloTCcA (MHUdpaMH U IPOMUCHIO) KOJHYECTBO AEJ, YUCIIIIMXCS 10 OH-
CH, MEpPBbIH W MOCIEIHUH HOMEpa AeJl IO OITHCH, a TAKKE OrOBApHBAIOTCH 0COOEHHOCTH HyMeE-
paluy Aejl B OMKCH (JIMTEPHBIE HOMEPA M NPOIYEHHbIE HOMEpa).

9.51. TlopsmOK MPUCBOEHHS HOMEPOB OMHCAM JEJl CTPYKTYPHBIX MOAPA3NCICHIH YCTaHAR-
JIMBAETCS 10 COTVIACOBAHHIO ¢ AQpXMBOM OpraHH3allkH.

9.52. Ilpu COCTaBICHUHU ONHUCH IMEKTPOHHBIX 1€/ B OMUCH BKIIOYAIOTCA:

— NIOPSIIKOBBII HOMEP 3JIEKTPOHHOTO JIej1a 110 OINKCH,

— HHIEKC 3JICKTPOHHOIO €A,

— 3aroJIOBOK Jela,

— naTa gena (Toma, 4acTH),

— CPOK XpaHEeHHsI JIeJ1a,;

— 00BbEM 21eKTpoHHOro aena B Mo;

— NIpUMEYaHHS.

B cocrase omucu ekTpoHHbX nen B COJI popMHpYeTCst peeCTp 3ICKTPOHHBIX TOKyMCH-
ToB (KOHTEHHEPOB 3/IEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBAFOTCS CBEACHII 00 3JeK-
TPOHHBIX JJOKYMEHTAX, BKIIOUEHHBIX B KAK/0€ 3ICKTPOHHOE ACIIO.

9.53. OnMcH e CTPYKTYPHOIO MOAPA3AENCHHs TMOANACEHIBAIOTCA PYKOBOIHTENCM TOX-
pa3zeNeHus, CorjlacoBbIBAIOTCS DK cTpYKTYpHOTO Iojpasjelienus (MpH ee Hainari) 1 Cnyx-
6ot Aenonpou3BoACTBa. PeecTp dNEKTPOHHBIX AOKYMCHTOB, SIBJISIOLMHCS NPUIJIOJKEHHEM K OITH-
CH JIEKTPOHHBIX JOKYMEHTOB, IOJMHCHIBACTCS COCTABUTENIEM PECCTpa C yKa3aHHeM J0/DKHOCTH,
HHULHAI0B, (haMHJIMH, AaThl COCTABICHH.

9.54. OrMCH €1 CTPYKTYPHOTO IMOAPA3fe/eHHsl OpraHn3anii COCTABJIAIOTCH B IBYX 9K-
seMIUIIpax Ha OyMaXHOM HOCHTENE, OAMH W3 KOTOPBIX [epelaeTcsl BMECTE C [(e/laMi B apXuB
OpraHu3auyy, a BTOPOH OCTaeTCHA B KAUCCTERE KOHTPOJIBHOTO dK3EMIUIApa B CLPYKTYPHOM IHOXL-
paszie/ieHuH. B apXuB OpraHH3alHu TAIOKe nepefaeTest Mo K3EMILIAPY OmnuMCeH JieNl B 3JIEKTPOH-
HOM BHJIC B peJaKTHpYeMOM (opmaTe s HCIOIb30BAHMA B nanbHemeM s MOArOTOBKH ap-

XMBHBIX OTHCEH e, JOKyMEHTOB (IOZI0BBIX pa3felioB).
9.55. Jlena mepefaloTCs Ha XPaHCHHE B ApXUB OpraHuU3alHy B COOTBETCTBHH C rpad KoM

rnepeaain JOKYMCHTOB, yTBep}KlIBHHBIM pylcononmenem 0pranu3amm HIH WULIM YIOJIHOMO-

yeHHbIM UM JIHLIOM H COrJIaCOBAHHBIM C pyKOBOHHTCHﬂMH CTPYKTYPHBIX MOAPQ3ACIICHHIL.
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e 10 j1eT) CpOKOB XpaHECHHSI, IIOK}/MQHTbl o

pix (cBEIL HH3ALHH He
ocTosHEOrO H BPEMCHH aioTcs B ApXHB OPTaHHSAL Paiee, ye,
i omHBie IOKYMEHTHI TEPE puIeHns HX B /IONPOH3BONCTRe
e L
JIHYHOMY COCTaBY, S7EKTP rocJie 3aB
Y TPH FOBZ jr3poAUTCS 110 OTHCIM JCT CTpy KT Piny

ee. yeM Jepe3
U He NO3IHEE, 3 OpraHH3aIli mpo

poBepAET paBHIILHOCTE O(I)OPMHCHH,]
ucelt e, COOTBETCTBHE KOJIHYecTp, Ten
HHBIX B COOTBETCTBHH C ”OMGHKﬂarypoﬁ

yepe3 rof,
9.57. [lepenava aen B apXH

rojpa3aeaeHui.
9.58. YnonioMO4eHHEIH

H (popMHpOBaHHs A€, MpaBH/Ib -
BK/TIOYEHHBIX B OMHCH, KOJHYECTBY AC,

pabOTHHK apXHBa
HoCTh COCTaBIeHHA Ol
c(hopMHpOBa
ypoBaHiH H OPOPMJICHHH Ze) paGoTip,

. BepKe HeZOCTaTKH B opM

BriiBneHHBIE ITPH IIPO JCTpAHHTS B NByXHEAETBHBI CPOK.
s13aHbI
CTPYKTYPHOTO noapa3acICHHA 00 e opraHmem nponggonmcn B IIPDHCYTCTBUY Zeno.
jga B ap:
9.59. Ilpuem Kaxxaoro Ae

OHX IK3EMILISIPAX OMNpc
0 mojpaseeH . [Tpu 3TOM Ha - B e
MPOM3BOJUTENS CTPYKTYPHOT TMeTKa O HATHYHH Jesa. B KoHue kajop,

0

B Hee, JeJaeTCs

ro Jena, BKJIFOYEHHOI'0 OIUCHIO KOJIHYECTRO

THB KaXIOTO [ a,B S ToroBoif 3AMHCH yKa3biBacTCs LHppaMH i TP — (baxTy.

3K3EMILIApa OIMHCH nes, B TOM YHCJIE 9JIeKTPOHHBIX, HoMepa OTCYTCTBYIOLUHX Jej, Jarg
bIX B ApXHB s X U JIKLIA

et AP CJI'I) A TaKOKe [TOAMACH JTHIA, OTBETCTBEHHOTO 34 apXHB, 1, Iepeapmyer,

npueMa-Tepeaaun e,

X COT
nmoATBepKAaeTCs MOAMHCAMH COTpPYAHHKA apXHBa H PYAHHKA (neno.
ToroBa SaIcek repefaBIIero Aeia Ha OyMa)KHOM HOCHTee

IPOM3BOAMTENS) CTPYKTYPHOrO IOJApa3Ac/iCHIA,

U 3JICKTPOHHEIE J€ea. |
9.60. IMepenaya 3MeKTPOHHBIX JOKYMEHTOB B apXHB OpraHu3alHH IMPOHU3BOAHTCS Ha ocyy.
.60. Ilepen ALMOHHO-TENEKOMMYHHKAUHOHHOM ceTn (mpy

o OpM
JIEKTPOHHBIX A€l M0 HH(
BAliiH - ofHCeeH: 9 P 0if CHCTEMBI) HJIM Ha (DM3HYECKH 0b0cobey.

HH(OPMAaLHOHH
HAJIHYHY B apXuBe OpraHH3alHH |
HBIX MATePHATBHLIX HOCHTE/ISAX, KOTOPBIE MPEACTABIAIOTCA B ABYX HACHTHIHBIX JK3EMIIApax,

9.61. B cnyuyae JHKBHAALUMH HJIH PEOPraHH3alHH CTPYKTYPHOI'O nonpaanenenfm Oprany-
3aUAN IeNONPOH3BONUTENb IOAPa3ae/eH s B IEPHO/ IPOBEJICHHS IMKBHIALHOHHBIX btieponpﬂ.
9THii (POPMHEpYET BCe HMEIOIHECs OKYMEHTHI B 1e/1a, 0POPMISET Aeja U NePe/iaeT HX B apxy
OpraHu3aLyy, He3aBHCHMO OT CPOKOB XpaHeHHs. [lepeaya e OCYILECTBIISIETCS MO OIHCAM ey

AcJia,

1 HOMEHKJ1aType JAell.
9.62. Ha nena ¢ HCTEKIDMMH CPOKaMH XPaHEHHS B CTPYKTYPHBIX MOJAPA3NEICHHUSIX OpraHy-

3allMH COCTaBIAIOTCS MPEUIOKEHHS K aKTY O BBIACJCHHH K YHHUYTOKEHHIO JOKYMEHTOB, He M0j-
nexamux XpaHeHHio (1o ¢opme, ycraHopieHHOH IlpaBunamu XpaneHust (ITpunosxenue No2|
K IIpaBusiam xpaHeHus).

Ha ocxoBe mpemnoxenuit cTpykTypHsIX noapaszenenuit Ciyx6a ae10npon3BoicTsa op-
FaHH3aLMK COCTAB/IIET aKT O BBLIACIEHHH K YHHYTOXKEHHIO JOKYMEHTOB, HE MOIEKALIHX Xpa-
HCHHIO, Ha Zie/la BCEH OpraHM3alliH 1O TOH ke (popMe. 3aroOBKH OJHOPOIHBIX JEl, 0TOOpax-
HDIX K YHHYTOXCHHIO, BHOCATCA B aKT MOJ OOLIMM 3arojIOBKOM C yKa3aHHEM KOJIHYECTBA Je.
OTHECEHHLIX K JaHHOH IpyIIIIe.

9.63. [lena BKITIOYAIOTCA B aKT O BBIAEICHHH K YHHYTOXEHHIO IOKYMEHTOB, HE IMOJJIEKa:
HHX XpaHCHHUIO, €CIM NPEYCMOTPEHHBI A1 HHX CPOK XPaHEHHS UCTEK K | sHBaps roja, B Ko-
TOpOM cocTaeien akT. Hanpumep, 3akonyennsie 8 2016 roxy aena ¢ 3-JETHUM CPOKOM XpaHe-
13, MOTYT OLITh BKJIIOYEHBI B aKT, KOTOPIf Oyaer cocrasien He panee | ssHBaps 2020 rona.

(hOPMHPYIOTCA B CAMOCTOATEIIEHbIE JeNa.

OcTraneHbIe JOKYMEHTE! fea o OTMeTKOH «IIIK» BrmOYaloTes B axT, [MpH 3TOM OTMETKAa
«2IIK» B aKTe He yKka3piBaercs.

9.65. AKT O BBIZC/ICHHUH K YHHYTONEHINO AOKYMCHTOB, HE NOMUIEKAMMX XPAHEHHIO, TIpe -
CTABJIACTCS HA pACCMOTPEHHE U cornacoBanue K OAHOBPEMEHHO C OMHUCSAMH JIeJT [TOCTOAHHOIO
XPaHEHHS H 110 JIHYHOMY COCTaBY.

9.66. AKT O BBINCNEHHH K YHHYTOKEHHIO AOKYMEHTOB, HE ITOUIEKAIOHX XPaHCHHIO,
YTBEPIKAACTCA DYKOBOAMTENIEM OPraHU3AlMH IIOC/e yrBepkneHus IIIK apxusroro yupesxue-
HU3A, TOCYAAPCTBEHHOIO MM MYHHUHNAILHOrO apXHBa B COOTBETCTBHH C MpejI0OCTaBAEHHLIMH
€My HOJHOMOYHAMH OMHCEH 1€/ IIOCTOAHHOTO XPaHEHHS H COrTACOBARMS OIHCEN AeJT MO JIHY-
HOMY COCTaBy, IIOCJIE 4ero nena, BeIACICHHBIE [0 aKTy K YHHYTO)XXCHHIO, MOT'yT OBITh YHHYTO-
YKEHBI.

9.67. [lena, moaexaiue YHHUTOKCHHIO, IIepelaloTCs Ha IepepaboTKy (YTHIH3AmHIO).
[lepenaya nen opopmisercs [IPHEMO-CAATOYHO HAKJIAJHOMN.

[locne ynuuToxenus ngen B HOMCHKIIATYpE A€ MpPOCTABJISIIOTCA OTMETKH, 3aBepseMEle
MOAMHCEIO crienHanHeTa CiyxObl AeI0NpON3BOACTBA, I AATON:

«YHHUTOMEHO. CM. akT No OT . loanucs, HHAUHATEL, haMIUTHDY.

9.68. DnekTpoHHbIE AOKYMEHTBI ¢ HCTCKIIHMH CPOKAMH XPaHEHHS TOUIEKAT BhLICICHHUIO
K YHHUITOXCHHIO Ha O0LUMX OCHOBAHHSIX, MIOC/IE Yero IPOBOJHUTCA HX (DU3AYECKOE YHHYTOKCHHE
I YHHYTOKCHHE NpOrpaMMHO-TEXHHYECKMMH CPEACTBAMH C COOTBETCTBYIOIIEH OTMETKOI
B dKT€ O BBIAC/ICHHH K YHHYTOXXEHHIO 3JIEKTPOHHBIX JOKYMEHTOB.

ONEKTPOHHBIE JOKYMEHTEl CYHTAIOTCH YHAUYTOXXCHHBIMH, €CJIH UX HE/h35 BOCCTAHOBHTH
CPEACTBAMH HH(DOPMALIHOHHOH CHCTEMBI Ha HOCHTE/SX HHGOOPMALIMH U H3 Pe3epPBHBIX KOMMII.

9.69. AKTBI 0 BBIZIE/IEHHH K YHHITOXKEHHIO NOKYMEHTOB, HE ITOUIE/KAIHX XPaHEHHIO, Xpa-

HATCs1 IOCTOSIHHO B Aese (oHaa.

10. OPTAHM3AILIUS TOCTYIIA K HOKYMEHTAM U UX UCIIOJIb30BAHUS

10.1. Beinaya nen, Haxomsmuxcs Ha Xpanenuu B Ciyxbe aenonpousso, crea. CTPYKTYp-
HBIX MOAPA3ACICHHUAX OpraHH3alMH paboTHIKAM APYTHX NOApa3sAeNeHHH Ul O3HAKOMJIEHHUS
H (HJIH) JUI1 BPEMEHHOTO HCIIOIB30BAHMS B paboTe NpoH3BOAUTCA 1O 3arpocaM, IOANHCAHHBIM
PYKOBOJHTEIEM (3aMECTHTEIeM PYKOBOAHTE/IS) CTPYKTYPHOI'O MOApa3eseHH s, 3arpauIuBao-
LIEero Ae/10 (HZOKYMEHT) H ¢ pa3pelueHH s pyxoBoauTesst CnykObl Ie0NpOH3BOACTBA 1M CTPYK-
TYPHOI'O TIOApasAEICHHS, JOKYMEHTEI KOTOPOro 3anpaurHBaroOTCsl,

10.2. Tena, ROKYMEHTBI BELAAIOTCS BO BPEMEHHOC MOJIb30BaHHE PAOOTHHI AN Opralu3al(iiH
Ha CpOK He Oosiee oIHOroO Mecsma.

["ocysapcTBeHHBIM Opranam (CyneOHBIM, [IPABOOXPaHHTEIBHBIM, OpraHaM roCyJapCTBEH-
HOrO KOHTPOJIS1 K HaA30pa) Aela U OTAeNIbHBIE AOKYMCHTEI BBIJAQIOTCS HA OCHOBAHHH HMX MHCH-
MCHHBIX 3aIIPOCOB C pa3speLICHHs] PYKOBOAHTEIS OPraHH3alHH HITH HHOTO YIOJHOMOYEHHOrO UM
JINLI4, 110 aKTaM Ha CPOK He OoJlee eCTH Mecses.

ITpn HEOOXOMHMOCTH CPOK HCMONB30BANHS AOKYMEHTOB MOXET OBITE PO 11eH.

10.3. B nucsMenHom 3anpoce PabOTHIIKOB OpPraHH3aUMH O BLAAYE JAOKYMCHTOB (aen) Bo
BPECMCHHOC N0JIb30BAHHE H3J1araloTCs IPHYHHEL, 110 KOTOPBIM 3anpanruBaeTcs 110 (J0KyMEHT)
H LCJIb HCIIOJB30BAHHS IOKYMEHTOB, HAXOIAIIUXCS HA OMEPAaTHBHOM XpaHEHHH.

10.4. Ha Beigannoe 1es10 3aBoauTes KapTra-3aMECTUTEb, MOMeINaeMas Ha MECTO BBIIAHHO-
ro nena. B Helt ykassiBaioTcs HHaekc ACTa, 1aTa €ro BeIAAYH, KOMY JEJI0 BBIAAHO, IATA ero BO3-
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oxnuceH B nony4eHHH H IIPHEME Jiena,
enTa pabOTHHK CnyxObI Henonpomﬂollcma H
eT B JIENO JIHCT-3AMECTHTEIb C yK&aHHeM’ ,::
[OAMUCSMH B IOTYYEHHH H IpHeme iy N

yMEHTAa.
g KOTOpOTO JeJIa (LIOK)/MCHTBI) H3bIMayy

KIl JOKYMEHTOB HOJDKHBI OBITE BO3Bp,

BPAlLEHHs, TPEAYyCMaTpHBaIOTCA rpa¢sl 1A 1
Ha MecTO M3BSATOro MOAIHHHHKA HOKYM
IIEJIONPOH3BOUTENb NMOAPA3ACICHHA BKJIAAbIBA
rfia, KOMy H Ha Kakoif CpoK BeIaH JOKYMCHT H
3TOM B JI€J10 IOMEaeTcst 3aBepeHHas KOs 0K
[Tocne pemenns Bonpoca, Uil paccMOTPEHH
3alpocaM rocyapcTBEHHBIX OpraHoB, IOJIHHHH
B OpPraHM3alMIo ¥ NOMeLEHEI B ACTIO.

10.5. DneKTpoHHEIE JOKYMEHTBI, HAXOMAIIHEC )
HBIX HH(OPMALMOHHBIX CHCTEM, BBLAAIOTCA Ui HCTOB3OBAHMA B BHAC KOMHH TCKTPOKyy,

JIOKYMEHTOB B COOTBETCTBHH ¢ HacTosmeH NHCTPYKIHEH.
10.6. Iopsinok mocTyna paboTHUKOB OpraHH3auuH K AOKYMEHTaM, pasMellnaemy g W

HJIH HHOH HH(OpPMaLHOHHON cHcTeMe, YCTaHaBIUBaeTCA JOKAIBPHBIMH HOPMAaTHBHEIMy aKray,
OPraHM3alMH, ONpeae/IOLIUMHU ITOPSA0K IKCIUTyaTalliH HHOPMAIlHOHHOH CHCTEMEI, j g Coop.
BETCTBHH C I1€pCOHATBHBIME Y4ETHBIMH 3amucsavMi padoTHHKOB B COJl MM HHOM HHAOpMay,.
OHHOM CHCTEME.

Paboruukam, He HMerommM npasa JOCTYIA K COOTBETCTBYIOIIEH HH(POPMHHHOHHOL‘i Cli-
CIEME, SJIEKTPOHHBIE JOKYMEHTHI BBIAIOTCS B COOTBETCTBHH C IMyHKTaMH 10.1 — 10.3 Hacrog.
e VIHCTpyKuuy, Ha (H3HYecKH 060COGNEHHOM HOCHTEINE, BBICBUIAIOTCS 110 HIEKTPOHHOyy
4/IpeCy paboTHHUIA, 3aNPalTHBAIOLIEr0 JOKYMEHT, HIH HHBIM 06pa3oM.

10.7. B Cnyx6e nenonpon3soctsa, CTPYKTYPHOM NOJPA3sACICHHH, BBIIABLIEM fefo (10~
KYMEHT) BEJIETCS y4YeT BEITAHHBIX e (OKYMEHTOB) H KOHTPOJIb X CBOEBPEMEHHOIO BO3Bpary
OJEKTPOHHEBIE [e/1a (TOKYMEHTBI) BO3BpATy He IOJIIeXKaT.

10.8. PaGoTHnku opranmsaumn 0683aHBI 00ecHeYMBATE COXPaHHOCTE  IIOJTYYEeHHBIX g
zg}e(x)wzr:é)oo; Z:ﬁ;i?sﬂ:; ;Zréitzizc;f;ge:);z i};fzxmom HOCHTEJIE H HCIIOIB30BATH NOMyyey.

TBHH C TPEOOBAHUSIMH JIOKAJIbHEIX HOpMa-

TUBH
bIX aKTOB. 3ampenraercs nepegaya NOTy4CHHBIX NOKYMEHTOB MJIM MX KOITHIi PadoTHHKay
APYTHX IIOJpa3NeIeHHH MM OpraHu3ayil,

Ch no
Hle;;u

7 Ha ONePaTHBHOM XDAHEHHH B Gasqy -

(zen).
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11. UI3ATOTOBJIEHUE, YYET, UCITOJIb30BAHUE U XPAHEHUE ITEYATEH,

[HTAMIIOB, BJIAHKOB JOKYMEHTOB,

HOCHTEJIEU DJIEKTPOHHBIX [TOAITUCEN

11.1. brauku  OpraHM3alMOHHO-PaCHOPAIUTENLHEIX HIOKYMEHTOB pa3pabaThiBaroTCA
Cnyx00# neronpou3BoAcTBa. Buabr 6J1aHKOB OpraHM3alHOHHO-PACIIOPAAHTENBHBIX HOKYMEH-
TOB, TPEOOBAHUA K HX O(DOPMIICHHIO H HCIIOJIB30BAHUIO YCTAHABIMBAIOTCS HHIIBUAYAIBHON HH-
CTPYKIIHEH MO ACJIONPOU3BOACTBY OpraHH3arl(iu.

11.2. Obpasusl OJaHKOB JOKYMEHTOB YTBEPMIAAIOTCS B COCTABE HHIOHBHAYATHHOM HH-
CTPYKIHH I10 JCJIOTIPOH3BOACTBY HJIM IMPHKA30M PYKOBOAHMTEIA B COCTABE KOMIUIEKTa (a1s0oMa)
OJIaHKOB.

11.3. B opranu3auuy 1is DOArOTOBKH JOKYMEHTOB MOTYT MCIIOJIB30BAThHCA OJIAHKH HOKY-
MEHTOB, H3TOTOBJICHHBIE THIIOrPapCKUM cIOCOOOM WIIH CPEACTBAMH OMEPAaTHBHOM noaurpaduu.

OpranH3alMH BIIpaBe IPH MOATOTOBKE JOKYMEHTOB HCIOJIB30BAaTh IS IPOHHBIC 1IA0JI0-
Hbl ONaHKOB. DJIEKTPOHHbIE IIabsIoHbI ONaHKOB JOJDKHBEI COOTBETCTBOBATH OOpasnaM ONaHKOB,
YTBEPIKAECHHBIX PYKOBOJHTE/IEM OpraHH3allH,

11.4. branky OpraHu3alHOHHO-PaCNOPAAUTEIBHBIX JOKYMEHTOB, IIPUMEHSIEMEBIE B Opra-
HHU3aLHH, HE MOTI'YT I€peAaBaThCA APYIUM OpPraHH3alusaM, 10 PKHOCTHEIM M (PH3MYECKHM JIHLIAM.

11.5. Cinyx0a genonpou3BoacTBa OpraHU3arHH:

— 0(pOpMIJISET 3aKa3bl Ha H3rOTOBJIEHUE OJIAHKOB OpraHH3AlIHOHHO-PACIIC 1S AHTEILHBIX J10-
KYMEHTOB THIIOTPa()CKHM CII0COOOM HIIH CPEICTBAMM ONEPATHBHOM MOHIPA i;

— OCYLLECTBJIACT XpaHEHHE OJIaHKOB OpraHH3allHOHHO-PACTIOPSOATEIIBHLIX JOKYMEHTOB
H BBIZIaUuy HX B CTPYKTYPHBIE [IOApa3e/IeHUs] OpraHH3aUH;

— OCYILECTBJIIET KOHTPOJIb 3a IPABHJIBHOCTBIO HCIOJIL30BaHMS OJIaHKOB OpraHHu3aHOHHO-
pacropsSaUTENIbHBIX AOKYMEHTOB.

11.6. B opranusauuu B COOTBETCTBHH ¢ DefepalbHbIM KOHCTHTYLIMOHHBIM 3aKOHOM
«O I'ocynapcteenHoM repbe Poccuiickoit denepanun» ¥ yCTAEOM OpraBRH3amiiil Pa3pereHo Hc-
[MOJIb30BAHHUE NE€YATH C BOCHpoH3BeaeHHeM ['ocynapcrBenHoro repba Poccuiickoit depepanuu
(aasiee — nevyarh OpraHu3auuH).

B opraHusanuu TaKkxe MOTyT HCIIONb30BAaTLECS I€YATH MOApa3Ae/ICHHI, nevyaTH JUid naKe-
TOB U OTACJIBHBIX KaTerOpHH JOKYMEHTOB, a TAKXe METAUINYECKHE BBDKHMHBIE IIeYaTH JUISA
OIeYaTBIBAHHS NMOMECIICHHH U YIOCTOBEPEHHSI CIIEIHABHEIX TIPOITYCKOB.

B opraHH3amHH MOXET HCMOJNB30BATHCA WTAMIT (IOTamMNbl) ¢ (hAKCHMEIILION MOAMHCEIO
PYKOBOJHMTEJS H HHBIX JOJDKHOCTHBIX JIULI.

[Topsinox uCnonb30BaHMs WTAMNOB ¢ (DAKCHMUIBHOM MOANMCHIO PYKOBOMHTENSI M HHBIX
AOJDKHOCTHBIX JIHI, BHABI JOKYMEHTOB, NMOANHCHIBAEMBIX (DAKCHMHIIBHOM ITOMMHCHIO YCTaHAB-
JIMBACTCS JIOKAJIbHBIM HOPMATHBHBIX aKTOM OpraHH3alluH.

11.7. Ilevats opranu3auuH ¢ BOCIpOM3BEACHHEM [ 0CynapcTBeHHOro repba PoccHiicKoi
(enepanun NOMKHA COOTBETCTBOBATH TpeboBaHHsaM, ycraHosneHHeM 1'OCT P 51511-2001
«lleyatn ¢ BocnpoumssenenneM ['ocynapcrsenHoro repba Poccmiickolt Pexepar. dopma,
pasMepbl U TEXHHYECKHE TPEOOBAHHSIY.

[1.8. Ileyaty ¥ wraMmnsl OpraHM3allMd M3rOTABJIMBAIOTCS B KOJIMYECTBE, HEOOXOMMMOM
IU1st OCYLIECTBIICHMS MOAPA3JICICHHIMH OpraHH3alty U €¢ paOOTHUKAMH BO3JIOJKEHHBIX HA HUX
(yHkiui. Pemenye 06 H3roTOBIEHHH U KOJIHYECTBE SK3EMIUISIPOB TEUaTeil M 1ITaMIIOB IIPHHU-
MaeT pYKOBOAMTEJb OpraHH3alMH 10 NMPEACTaBICHHIO pyKoBOAKUTENsT Ciry:KOL! 1enonpon3Boi-

CTBa OPraHH3alHH,
Ecin nevaTs opraHu3aliy HCIIONB3YETCsl B HECKOJBKUX 9K3EMILIIpax, HOMep 3K3eMILIspa
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ek nuch pabOTHHKA B JKypHaje,
I .
166 HBPOTORTE H aBJIMBalOTCA Opra-
jiie nevatH 1np Buae! 37I€KTPOHHAIX MOAMHCEH, HCNONB3YEMbIX B OPraHH3alliH, YCTAHAB) p
neyatH yka3siBaeTcs B K DAIOT [MOIMHHOCTD TIOAMMHCH PYKOBOZIHTe g oprg g . ‘
Hity, HH3AUHEH H 3aKPEIUIAIOTCS B JIOKATHHOM HOPMATHBHOM aKTe.

raHy3alnny 3aBe
11.9. ITeyatso OP Ha JOKYMEHTAX H KOMHAX JTOKYMEHTOB B COOTBe

- CCIBIACTCA B IOPAL-
IIMH M HHBIX YIOJHOMOYEHHBIX UM JIHIL, Ct 11.20. Co3manHe naponeif s MpoCTOit MMEKTPOHHOH MO ITHCH OCYIII b

C ITyHKTOM 3.49 HacToAIEH HHCTpYKUHH. 6 K€, YCTAHOBJICHHOM JIOKAJIbHBIM HOPMATHBHbAIM aKTOM OpraHHu3alHH, YCTaHaBJIMBaIOIUHUM MOpA-
' HUS paDOTHHKAM. O )
11.10. TTeyaTy ¥ mTAMIBI BbIAAIOTCA UL MCIIO/IE30BAHH P : TBeTCTBeHHmna noK akcrutyataund COJl ¥ HCNIONBb30BaHKS 3IEKTPOHHBIX MOAMHCER MpH paboTe ¢ JOKyMEHTa

TeH
X HCIIONB30BAHHE H XpaHEHHE M0J MOAMHCD B KypHaIe yHeTa NCHATCH H IITamnos, Yye, - -

reii 11 mTammos oprammsauk BexeT CIyKOa AETOMP ARIROHCESR FER M00R "104pasneneyy, 0p- 11.21. Kimo1 31eKTpoHHO# noamucH, nenoaszyemoit B COJI, sBnsercs KOH(pHACHIHATE-

HoO¥ HH(pOpPMAUHEH M 3aLHINACTCS B COOTBETCTBHH C 3aKOHOAATENbCTBOM Poccuiickoh denepa-

raHu3aiHH.
XpaHATCs B ,
11.11. TIpu Hemonb30BaHuK B paboTe nMedaTH H IITAMIIE XP SalHparomyx g - —h

thax (ceifpax) paGOTHHKOB, OTBETCTBEHHBIX 34 XpaHeHHe U HCIOMIB30BaHHE NeyaTei i WTaypq,

11.12. Ilepenaya neyaTei U MITAMIIOB IOCTOPOHHUM JIHLIAM HE JIONYCKaeTcy, Bringe ey,
Teif ¥ IITAMITOB 3a TPEJIe/Ibl OPraHH3alHH BO3MOXEH B HCKITIOUHTEIBHBIX CIyYasx ng Pelliey,
PYKOBOZCTBA OpraHHU3aIiH (HAMpHMep, P MOAMHCAHHH I0TOBOPOB).

11.13. Cnyx0ba nenonpon3BOACTBA OpraHH3alllH eixcerouno MPOBEPALT COOMO e kye N
GOTHHKaMH YC/IOBHIT HCMOIb30BaHHA H XPAHEHHUS N€YaTEH H IITAMIIOB B CTPYKTYpPHEIx 10zpa;.
JEeJIeHHSAX OpraHH3allKH.

11.14. IIpnmeamue B HErOAHOCTh H YTPATHBIIHE 3HAYCHHE MEYATH H LITAMITE] 10 esxa
Bo3BpaTy B Ciryx0y AeI0mpoH3BOJCTBA HJIH HHOE IOJpa3s/eNieHHe, Ha KOTOpoe BO3JI0JKey yyp,
neyaTed 1 MTaMMOB, /Ul UEHTPATH30BAHHOrO YHHUTOXKEHHS. [leyaTH yHHYTONKAI0TCS 110 akry
C COOTBETCTBYIOIIEH OTMETKOH B JKypHaJle y4eTa 1neyaTteit H IITAMIIOB.

11.15. Ins obmena 31eKTPOHHBIMH AOKYMEHTAMH MOCPEACTBOM M3JIO B OpraHmayy
AODKHBI MCHOMb30BATECS YCHIICHHBIE KBATH(HLUHPOBAHHEIE 3E€KTPOHHBIE IMOMMHCH. Cocrag
AOJDKHOCTHBIX JIHL M PabOTHHKOB OpraHM3allHi — BJAENbLEB YCHICHHDIX KBaTH pHUHpopyy.
HBIX 3NCKTPOHHBIX NOANHCEH JOJKEH ONpPeaesaTh PYKOBOIUTEND OpraHM3allHH,

31.16. IIpu nepenave opranmsanmeit JICKTPOHHBIX NOKYMEHTOB Ha 3JIEKTPOHHH] anpec
AIPYTOH OpraHH3auuH, a TakKe 1T 0OMeHa 3MeKTPOHHBIMHU AOKYMCHTAMH IOCPEACTBOM Can
B OPraHH3allHK M €€ NOAPa3/IeNIEeHHAX MOTYT HCIOB30BATECS YCHIICHHBIC HEKBaTH(HUHPOBay-
HEIC SJICKTPOHHBIE NOAIUCH H/UIM NIPOCTHIE JJICKTPOHHBIE MIOAINHCH (fanee — INEKTPOHHAY nog-

[IHC) B COOTBETCTBHH ¢ Denepansyr 3 )
e p IM 3ak0HOM oT 06.04.2011 Ne 63-D3 «0O6 JIEKTPORHOI]
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