3apeructpmnpoBaHo B MuHiocte Poccum 17 asrycta 2018 r. N 51922

®EAEPA/IbHOE APXUBHOE ATEHTCTBO

NPUKA3
ot 11 anpens 2018 r. N 44

OB YTBEPXQEHUU NPUMEPHOI UHCTPYKLIUU
no AENonpou3BOACTBY B rOCYAAPCTBEHHbIX OPTAHU3SALUAX

B cooTtBeTcTBMM C MoAnyHKTOM 5 nyHKTa 6 lMonoxeHuna o PepepanbHOM apXMBHOM areHTCTBE,
yTBEpKAEHHOro Ykasom lMpesmaeHTta Poccuiickont Pepepaunmn ot 22 umioHa 2016 r. N 293 "Bonpocsl

depepanbHoro apxnsHoro areHtcTea" (CobpaHune 3akoHogaTtenbcTBa Poccuitckolt ®egepaumn, 2016, N
26, cT. 4034), np1KasblBato:

YTBEPAUTL Npunaraemyto MNpumepHY0 MHCTPYKUMIO NO Ae/0NPOn3BOACTBY B rocyAapCTBEHHbIX
opraHuM3aumsax.

Pykosoautenb
A.H.APTU30B
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YT1BepaeHa

npukasom degepanbHOro
APXMBHOFO areHTCTBa

07 11.04.2018 N 44

NPUMEPHAA UHCTPYKLUA
no AENOnrPoOU3BOACTBY B rOCYAAPCTBEHHbBIX OPTAHU3ALIUAX

I. O6wume nonoxeHns

1.1. NMpumepHan MHCTPYKLUMA NO Ae/IoNPOU3BOACTBY B rOCYyAapCTBEHHbIX opraHM3aumax (ganee -
MpumepHaa MHCTPYKUMA) pa3paboTaHa B cooTBeTcTBUKM C [onoxkeHnem o PegepasbHOM apXMBHOM
areHTCTBE, YTBEPXKAEHHbIM YKasom lMpesngeHTa Poccuiickon Pepepaumm ot 22 nioHa 2016 roga N 293
(CobpaHue 3akoHogaTenbcTBa Poccuinckoit ®egepaummn, 2016, N 26, c1. 4034), a TaKKe B COOTBETCTBUU C
3aKoHoZaTenbcTBoM Poccuiickoit ®eaepaumn B chepe MHPOpMaLMK, AOKYMEHTALMN, APXMBHOIO Aena,
HAUMOHANbHbIMU CTaHAAPTAMM B chepe ynpasBaeHMUa JOKYMEHTaMM.

1.2. MpumepHan UHCTPYKUMA pa3paboTaHa B LENAX COBEPLIEHCTBOBAHUA Ae/I0NPOU3BOACTBA U
noBbleHna 3PPeKTUMBHOCTU PaboTbl C AOKYMEHTAMU MyTEM PerfameHTaumn Ha eauHOM NpPaBoBOM U
MEeTOAMYECKOM OCHOBE NpaBua NOATOTOBKN AOKYMEHTOB, TEXHOIOTMIA paboTbl C HUMUK, OpraHM3aLmn mx
TEKYLLEro XpaHeHMs U NOArOTOBKM K Nepeaaye B apxXmB OpraHmnsaumnm.

1.3. MpumepHasa UHCTPYKUMA yCTaHaBINMBaET TPeboBaHMA K JOKYMEHTUPOBAHUIO YNPaB/IEHYECKOMN
OEATEeNbHOCTM M OpraHM3auum paboTbl € AOKYMEHTamMM B AE10NPOU3BOACTBE FOCYAAPCTBEHHbIX
opraHusaumin (ganee - opraHMsaums), HE3aBMCMMO OT MX OpPraHM3aUMOHHO-NPaBoBOW GOPMbI, Lenen u
BUAOB AEATENIbHOCTU.

1.4. NonoxeHusa T[PUMEPHON WHCTPYKLUMM PaCNPOCTPAHAIOTCA Ha opraHusauuio paboTbl C
OpPraHM3aLMOHHO-PACNOPAANUTENbHBIMA  JOKYMEHTAMM HE3aBUMCMMO OT BMAA HOCWUTENs, BK/OYan
NOArOTOBKY, PErncTpaumio, y4eT M KOHTPOJSIb MCMONHEHUA AOKYMEHTOB, OPraHM3aumio MX TEKyLLero
XpaHeHWsA, OCYLLLECTBAAEMbIE C MOMOLLbIO MHGOPMALMOHHO-KOMMYHUKALLMOHHbIX TEXHOIOTUIA.

1.5. OcobeHHOCTM opraHusaumm paboTbl C AOKYMEHTaMW, COZepKawmmu MHbOopMaLMIo
OrPaHWYEHHOro J0CTyna (KOMMEPYECKYHO TaliHy, NepCoHasIbHble JaHHbIE U MHYIO KOHUAEHUMANbHYIO
MHOPMaLMIO), PErYINPYIOTCA OTAE/IbHBIMU HOPMATMBHBIMU aKTamMK, YTBEPKAAEMbIMU PYKOBOAUTENEM
OpraHu3aumu.

1.6. OpraHusauua, BegeHWEe W COBepLIEeHCTBOBaHME [AeN0NpoM3BOACTBA Ha OCHOBE eAMHOM
NOMTUKMU U NPUHLUUNOB, NPUMEHEHUE COBPEMEHHbIX WHMOPMALMOHHBLIX TEXHONOrMi B paboTe C
OOKYMEHTaMK, METOAMYECKOE PYKOBOACTBO M KOHTPOMb CObAtoAeHMA NopaaKa paboTbl ¢ AOKYMEHTaMu
B MoApa3fefieHnax OopraHM3auMm BO3NaraeTca Ha CTPYKTYPHOe noapasaeneHue, OTBETCTBEHHOe 3a
BeJeHue genonpounssoactea <1> (aanee - Cnyxxb6a genonponsBoacTsa).

<1> B opraHusaumax c He6onbliMm ob6bemMom AOKymeHToo6opoTa ¢yHKUMKM  Cayxobbl
4eN10Mpon3BoACTBa MOTYT BbINOJIHATLCA PabOTHUKOM (4enonponsBoauTeNiem, CeKkpeTapem).

CHY)'K6a Aenonponssoncrtsa  oOpraHunsauun ,CI,EVICTByeT Ha OCHOBaAHUWU TMOJIOKEHNA O He|7|,
YTBEPKAAEMOIo pyKoBoaAUTENEM OpPraHM3aunn n onpeaenarowero 3agadn n d)YHKLI,I/IVI noapasgeneHuns,
€ro npasa n oTBeTCTBEHHOCTb.

1.7. OTBETCTBEHHOCTb 3a OpraHu3aLMio paboTbl C AOKYMEHTaMM B NOAPa3AeNeHnAX opraHM3aumm
BO3/1araeTcs Ha pykoBoauTenen sTnx nogpasaeneHuii. HenocpeacrseHHoe BegeHne Ae0Npon3BoACTBa
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B MNoApasfesieHnaX OpraHu3auum OCYLLeCTBAAETCA AeN0oNpPou3BOAMTENIEM WU WHbIM PaboOTHUKOM
noapasfesieHns, Ha KOTOPOro BO3/0XeHbl 06A3aHHOCTM NO BEAEHWIO Ae/I0Npou3BoAcTBa (nanee -
JenonpoussoanTens nogpasgeneHus).

1.8. [OMKHOCTHble 00A3aHHOCTW, MNpaBa W OTBETCTBEHHOCTb paboTHuKoB  CnyxK6bl
[enonpounsBoAcTBa, AenonpousBoauTesiei noapasaeneHuini M MHbiXx PaboTHUKOB, OTBETCTBEHHbLIX 3a
opraHmMsauuto paboTbl C AOKYMEHTaMM, ONPeAenatoTCA A0IKHOCTHBIMU MHCTPYKLUMAMMU.

1.9. Ha nepuog OTnNycka, KOMaHAMPOBKW, HONE3HW WAM B CAy4ae YBOJbHEHUA PabOTHUKMK
CTPYKTYPHbIX NOoApasaeneHnin opraHnsaummn obasaHbl nepesasBaTb BCE HAaXOAAWMECA HA MCMOAHEHUM
OOKYMEHTbI eN0NpPon3BOAUTENIO NoAPa3AENEeHUA UAK APYroMy PabOTHMKY MO YKa3aHWUIO pyKoBoaAUTENA
noapasgeneHus.

MNpn cmeHe [OenonpovsBOAMTENA NOAPA3AENEeHMA COCTaBAAETCA aKT Mpuema-nepenayu
[OKYMEHTOB U Aen.

1.10. CopeprkaHue cny*KebHbIX OOKYMEHTOB HE MNOANENWUT pasraaleHuto. Bsammogelicteme co
CpeAcTBamMM MaccoBOM MHPopmauMu, nepesada UM Kakoh-nmbo nHbopmaunm Uan AOKYMEHTOB U UX
KOMMUI JONYCKAEeTCA TONIbKO C paspeLleHna pyKOBOAUTENA OPraHN3aLLMN UAM MHOTO YNOJTHOMOYEHHOTO UM
LOJI)KHOCTHOTO /inua.

PaboTHMKM OpraHM3aLmMm HecyT ANCUUNIMHAPHYO, aAMUHUCTPATUBHYIO U MHYIO, YCTAHOBJIEHHYIO
3aKoHogaTeNbCcTBOM Poccuiickoii depepaumu, OTBETCTBEHHOCTb 3@ HapyLEHWE CPOKOB XpaHeHun
AOKYMEHTOB, YTPaTy U HECAHKLMOHMPOBAHHOE YHUUTOMKEHUNE CNYIKEOHbIX LOKYMEHTOB <2>.

<2> Cratbm 192, 193 Tpygosoro KogeKkca Poccuiickon ®epepaumm; nyHkTbl 2; 15.11 ctatbmn 13.25
KogzeKkca Poccuinckoit ®epepaumm 06 aaMUHUCTPATMBHBIX NPaBOHapyLeHUAX; cTaTba 7 PeaepanbHOro
3aKOHa oT 6 gekabpsa 2011 r. N 402-03 "O 6yxrantepckom ydyete" (CobpaHue 3aKOHOZATE/bCTBA
Poccuitckoit ®epepaumn, 2011, N 50, ct. 7344; 2013, N 26, cT. 3207; 2013, N 27, c1. 3477; 2013, N 30
(YacTb 1), cT. 4084; 2013, N 44, c1. 5631; 2013, N 51, cT. 6677; 2013, N 52 (Yactb 1), cT. 6990; 2014, N 45,
CcT. 6154; 2016, N 22, c1. 3097; 2017, N 30, cT. 4440; 2018, N 1 (YacTb 1), cT. 65).

1.11. Npwu yTpaTe AOKYMEHTOB Ae/10NPON3BOAUTENb NOAPa3AeNeHUA MHHOPMUPYET PYKOBOAUTENA
CTPYKTYpHOro nogpasaenexHusa n Cayxby AenonponssoacTBa OpraHM3aumMm, Nocsae Yero opraHusyetca
PO3bICK AOKYMEHTOB.

Ecnm po3bICK OKYMEHTOB He faeT pe3y/ibTaTa COCTaB/IAETCA aKT, B KOTOPOM YKa3blBAKOTCA AaHHble
YTPa4€HHOIro AOOKYMEHTa, a TaKXe O6CTOﬂTefIbCTBa, NP1 KOTOpPbIX Npowusolwaa yTpaTta, nocne 4ero
npeanpnHMMaroTCA Mepbl NO 3aMelleHNI0 JaHHOIo AOKYMEHTa 3aBepeHH01‘/’| Konuem AOKYMeHTa.

1.12. Ha ocHoBe MpUMEPHOI MHCTPYKUMWM B OpraHv3auuMu paspabaTbiBaeTcA MHAWBUAYaAbHAsA
MHCTPYKLMA NO AeI0NPOU3BOACTBY, YTBEPKAAEMAA PYKOBOAMTEIEM OPraHM3aLmu.

1.13. B uenax opraHusaumm paboTbl ¢ LOKYMEHTaMM B ¢puaManax opraHmsaumm u 06ocobneHHbIX
CTPYKTYPHbIX MoApasgeneHuax MOryT 6biTb BBeAEeHbl MHCTPYKUMWM NO OpraHusaumm paboTtbl C
AOKYMEHTaMM, AONOMHAWMNE MHAMBUAYANbHYIO MHCTPYKLMIO NO AEN0NPOM3BOACTBY OpraHM3aumnmn, Ho
He npoTMBOpeYvalLme eN.

1.14. NpaBunna paboTbl C AOKYMEHTaMM B CUCTEME INEKTPOHHOTO AOKYMEHTOO60POTa OpraHn3aumnm
(nanee - C3) 1 UHbIX HPOPMALMOHHBIX CUCTEMAX, B KOTOPbIX OCYLLLECTBAAETCA CO3AaHMNE (BKIOUYEHME)
N XpaHeHVWe AOKYMEHTOB, He AO0/KHbl BXOAWTb B MPOTMBOPEYME C MOAOKEHUAMM [prumMmepHOi
NHCTPYKLMMK.

Il. JoKymeHTUpOBaHUE ynpaB/ieHYEeCKON AeATeIbHOCTH
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2.1. B cOOTBETCTBUM C 3aKOHOAATENLCTBOM Poccuinckon degepaumnm, 10KaabHbIMU HOPMATUBHBIMU
aKTaMu B OpraHM3aumun n3gatoTca OpraHM3aunMoHHO-pacnopagmuTenbHble JOKYMEHTbI.

2.2. OpraHusauMoHHO-pacnopaguTesibHble  OOKYMEHTbl, CO34aBaemble B  AeATe/IbHOCTU
opraHmMsaumu, AOOMXKHbl ObiTb odopmaeHbl MO npaBuiaMm, YCTaHOBJIEHHbIM WHAWBUAYA/IbHOM
WMHCTPYKLMEN No AeNONPOU3BOACTBY OpraHU3aLmu.

BHOCUTb KaKne-nnbo ucnpasneHus uamn aobasneHna B NoAnmUcaHHble (YyTBepXaeHHble) JOKYMEHTbI
He JonycKaeTcs.

2.3. OcobeHHOCTM odopmMNeHUA AOKYMEHTOB, CO3ZaBaeMbIX B CTPYKTYPHbIX MOAPasaefeHunx
OpPraHM3aLMM 1 oTpaKaloWwmx cneumduKky Ux OeaTeNIbHOCTM, a TaKXKe NpaBuiaa opraHMsauumn paboThbl C
AaHHBIMWU JOKYMEHTaMM MOTYT YCTaHaBAMBATbLCA OTAE/bHbIMM JIOKaNbHbIMM HOPMATMBHbLIMM aKTamm
opraHunsaumu.

2.4. Co3gmaHWe [OOKYMEHTOB B oOpraHusaumm, wucnosbsytoweir C3[, B uensx noBbiWeHUA
apdpeKTMBHOCTU uncnonb3oBaHuA C3[M], OcCyLLecTB/AETCA C WUCMOoJib30BaHWEM LWabioHOB 61aHKOB
OOKYMEHTOB M WabioHOB AOKYMEHTOB.

D/IeKTPOHHbIE WabIoHbl 6/1aHKOB AOKYMEHTOB A0/XKHbI ObITb NAEHTUUYHbI B6/1aHKaM JOKYMEHTOB Ha
B6yMaxKHOM HocuTene.

2.5. [Ona co3gaHuA  [OOKYMEHTOB, OTPAKalOWMX CNeunuduKky AeATeNbHOCTU  CTPYKTYPHbIX
noApasfeneHnin opraH1saumuu, 1 ynpasaeHusa AaHHbIMU AOKYMEHTAMKM MOTYT MCNO/Ib30BaThCA Apyrue
NHPOPMALMOHHbBIE CUCTEMBI.

2.6. [JoKymeHTbl opraHusaumMm odopMAAITCA Ha OGnaHKax WAM CTAaHAAPTHbIX AUCTax Bymarm
dopmarta A4.

2.7. AnA M3roToBAEHUA LOKYMEHTOB B OPraHn3aLmMm NCNob3yloTcA: 61aHK NpUKasa;
61aHK pacnopsyKeHus;

61aHK NUcbMa Ana BeAEHUA MEPEnUCKM C OPraHM3aLMaMMU U TPaXKAAHAMM, HaXOAAWMMMUCA Ha
Tepputopun Poccuiickon Peaepaumu;

6/1aHK NUCbMa C PEKBM3UTAMM HA PYCCKOM WM OOHOM M3 MHOCTPAHHbIX A3bIKOB A/1A BeAeHUA
nepenuncku ¢ 3apybexkHbIMU KoppecrnoHAeHTaMu.

Mo peleH1IO pyKOBOAMTENSA B OpraHM3aLmm MOryT UCNOIb30BaTbCA Apyrue b6aaHKuK: 6aaHK nMcbmMa
PYKOBOAUTENS OpPraHn3aumMmn UaM MHOTO YNOJIHOMOYEHHOTO UM /MLA, BAaHK NPOTOKOAA, 6aaHK NUCbMa
CTPYKTYPHOro noapasgeneHus.

Ona odopmneHua pesontoumii Ha AOKYMEHTe B OpraHM3aumMM MOryT MCNO/Sb30BaTbCA OnaHKM
pe3ontounii.

2.8. Mpn uv3gaHUM [OKYMEHTOB Ha CTAaHAAPTHbIX AMCTaX 6ymarm Ha HWUX BOCNpou3BoaATCA
PEKBU3NTDI, HEO6XOAI/IMbIe AnAa JOKYMEHTOB KOHKPETHOro snaa nan pasHosnaHoOCTU.

2.9. Ha 6naHKax A4OKYMEHTOB BOCMPOM3BOAUTCA TOBAaPHbIN 3HaK U/mnm (ambnema) opraHmsaumm
(Npu nx Hanuumm).

2.10. MpoeKtnpoBaHMe B1aHKOB AOKYMEHTOB ocyllecTBaseTca B cootTBetctBumn ¢ FOCT P 7.0.97-
2016 "Cuctema craHgaptoB Mo uWHPopmauuu, 6ubAMOTEYHOMY W U3AaTeNbCKOMY  Aeny.
OpraHuM3auMoHHO-pacnopAaMTENbHAA AOKYMeHTaumA. TpeboBaHUA K 0popMAEHMIO JOKYMEHTOB" <3>.
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<3> Pasgen 6 "bnaHkn pokymeHTtos" FOCT P 7.0.97-2016 "Cuctema cTaHZapToB No MHPopmaumm,
6ubanoteyHomy UM um3gaTenbckomy geny. OpraHM3aLMOHHO-PACNoOPAANTENIbHAA  AOKYMEHTAUMA.
TpeboBaHuA K opopmneHuto gokymeHToB" c U3ameHeHnem N 1. - M.: CtaHzapTmHdpopm, 2018.

2.11. bhaHKM AOKYMEHTOB OpraHM3aL MM M3roTaBaMBatoTca TMnorpadcknum cnocobom, cpeactTsamm
onepaTUBHOM NOAUIPAdUU UAM KOMNBIOTEPHOMN TEXHUKK.

2.12. loKyMeHTbl U3roTaBMBaAOTCA Ha BYMaXKHOM HocUTeNE U B GOPME 3NIEKTPOHHbIX LOKYMEHTOB
c cobntoaeHNeM YCTaHOBNAEHHbIX MPaBu 0GOPMAEHMUS LOKYMEHTOB.

2.13. [JoKyMeHTbl OpraHun3aumm, opopmMmieHHble Kak Ha 61aHKe, Tak U 6e3 Hero, fOKHbI UMETb
Nnons He MmeHee:

20 mMm - neBoe;
10 mm - npaBoe;
20 mm - BepxHee;
20 MM - HUXKHee.

2.14. [IOKYMeHTbl, W3[aBaemble COBMECTHO OJHOW WM HECKONbKUMM OpraHusauuamm,
0pOPMAAIOTCA Ha CTAaHAAPTHBIX NMCTax Bymarn ¢ BOCMPOU3BEAEHUMEM PEKBU3UTOB BCEX OpPraHM3aLui,
YYacTBYIOLIMX B U3JaHUMN JOKYMEHTa.

2.15. MNpu NnoaroToBKe AOKYMEHTOB A0MYCKAETCA UCMOJIb30BaHME INLEBON U 06OPOTHOM CTOPOHDI
nvcTa. Mpu ABYCTOPOHHEM CO34aHUU AOKYMEHTOB LUMPUHA IEBOTO MOJA Ha /IMLEBOM CTOPOHE NnCTa U
npaBoro no/s Ha 060POTHOM CTOPOHE NUCTA A0NXKHbI BbITb PaBHbI.

2.16. Mpu co3gaHnM AOKYMEHTA Ha ABYX M H6osiee CTpaHMLAxX BTOPYIO U Nocaeaytolme CTpaHuLbl
HymepyIoT. Homepa cTpaHuL, NPOCTaBAATCA NO CEpeAnHE BEPXHErO NoiA AOKYMEHTa Ha pacctoaHun 10
MM OT BEPXHErO Kpas /InCTa.

2.17. ins U3roToBieHUsA JOKYMEHTOB UCMO/b3YeTCA rapHUTypa wpudTa no BbIGOPY opraHnsaLmu,
BXOAALWAA B CTAaHAAPTHbIM nakeT oO¢WUCHOro nporpamMmmHoro obecnevyeHusa, WUCNOJb3yeMoro
opraHusaumeii. Pasmep wpudTa - N 12 - 14 n1 <4>.

<4> Pasmep wpndTa (Kernb) nsmepseTtca B NyHKTax (point); oauMH NyHKT paseH 1/72 atoima, nau
0,376 mm (cokpauieHue: "pt").

Mpu coctaBneHMn Tabaul, 4ONyCcKaeTcsa UCNob3oBaHMe WpndToB MeHbLMX pasmepos - N 10, 11
nT.

2.18. AB3auHbIi OTCTYN B TEKCTE AOKYyMeHTa - 1,25 cm.

3aronoBKku pa3genos U nogpasaenios neyvyaTtaroTca C a63aLl,HbIM OTCTYNnOM UN UEHTPUPYHOTCA NO
LWNPUHE TEKCTA.

2.19. TeKcT gOKymeHTa nevataeTca yepe3 1 - 1,5 MeXKCTPOYHbIX MHTepBana. TeKCT OOKYMEHTa
BblIPaBHMBAETCA MO WMPUHE AUCTa.

MHOrocTpoyHble peKBU3UTbI NeYyaTatoTcA Yepes O4MH MG)-KCTpOHHbIVI MHTepBaa, COCTaBHble 4YaCTu
PEKBU3NTOB MOTYT Pa3aenATbCA 4ONO/THUTENbHbIM MHTEPBA/IOM.
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Ecnv AOKYMEHT roTOBUTCA A/1A U34aHUA C YMeHblUeHMeM MaclwTaba, TeKCT neyaTaerca yepes 483
WHTepBana.

NHTepBan mexay bykBamu B cnoBax - 06bl4HbIN. HTEpBan mexay c1oBaMu - 0auH npoben.

CTPOKM PEKBU3MTOB BbIPAaBHMBAKOTCA MO /IEBOW rPaHULLE 30Hbl PACMO/IONKEHMA PEKBU3UTA MU
LEHTPYIOTCS OTHOCMTE/IbHO CaMOM A/IMHHOM CTPOKMU.

[NvHa camoli gIHHOM CTPOKM PEKBMU3UTA NPW YI/IOBOM PACMNOJIOKEHUN PeKBU3UTOB He Bonee 7,5
cMm.

OnvHa camol 4NMHHOW CTPOKM peKBU3NTA NPU NPOA0IbHOM PaCro/IoKeHUN PEKBU3UTOB He bosee
12 cm.

2.20. JonycKaeTcs BblAENATb NOAYKUPHBbIM WpUdTOM pekBu3nTbl "agpecaT”, "3aroNoBoK K TeKkcTy"
unv "noanunck”, a TakKe oTaenbHble GparmeHTbl TeKCTa.

2.21. MNpu NoaroToBKE MHOFOCTPAHUYHbIX AOKYMEHTOB 0POPMAAETCA TUTY/IbHbIN NCT.

2.22. CocTaB PeKBU3WUTOB, MCNOJb3yeMbIX AN OPOPMIEHUA AOKYMEHTOB, ONpeaenseTca BUA0M
(pasHOBMAOHOCTbIO) OpPraHM3aLMOHHO-PACNOPAANTENBHOTO JOKYMEHTA.

2.23. lMpu1 No4roTOoBKE AOKYMEHTOB OPraHn3aumMm UCNob3yOTCA PEKBU3UTLI, ycTaHoBAeHHble TOCT
P 7.0.97-2016 <5>:

<5>TOCT P 7.0.97-2016 "Cuctema cTaHAapTOB N0 MHPOPMAL MU, BUBINOTEYHOMY U U3AATEIbCKOMY
aeny. OpraHnsauMoOHHO-pacnopsaanTebHas AoKyMmeHTauus. TpeboBaHUs K 0GOpPMAEHUIO AOKYMEHTOB",
c U3ameHeHnem N 1. - M.: CtaHaapTMHdpopm, 2018.

a) ambnema (B COOTBETCTBUM C NYHKTOM 2.9 MpUMepHOM UHCTPYKLUN);

6) ToBapHbI 3HAK (3HaK 06CNyKMBaHUA) (B COOTBETCTBUM C NYHKTOM 2.9 MpUMepHOM UHCTPYKLMN);
B) KoZ, GOpMbl JOKYMEHTa;

r) HaMMeHOBaHMWe opraHM3aLum;

[) HaMMEeHOBaHMWe CTPYKTYPHOTO NnogpasaeneHus;

€) HaMMeHOBaHMe A0MKHOCTM MLa;

) cnpaBoYHble AaHHble 06 OpraHn3aumy;

3) HaMMeHOBaHWe BUAA SOKYMEHT];

W) naTa LOKYMEHTa;

K) permcTpaumoHHbIit HOMep AOKYMEHTa;

N) CCblIIKa Ha PEerncTpaLMOoHHbIA HOMEpP M AaTy NOCTYMMBLUEro AOKYMEHTA;
M) MecCTO cOoCTaB/ieHMA (M34aHUA) JOKYMEHTa;

H) rpud orpaHuuYeHua JOCTyna K OKYMEHTY;

0) agpecar;
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n) roud yTBEpPKAEHUA LOKYMEHT];

p) 3aro/I0BOK K TEKCTY;

C) TEKCT AOKYMEHTa;

T) OTMETKA O NPUNONKEHUMU;

y) rpnd cornacoBaHUA AOKYMEHTa;

o) BU3a;

X) noAnuce;

1) OTMETKa 06 3N1eKTPOHHOW NoAnucy;

4) neyaTsb;

W) oTMETKa 06 ucnonHutene;

LLl) OTMETKa O 3aBepPeHUn Konuu;

bl) OTMETKa O MOCTYN/IEHUN AOKYMEHTa;

3) pe3sontouus;

10) OTMETKA O KOHTPOE;

A1) OTMETKa O HanpaBAEHUN JOKYMEHTA B AENO.

2.24. BnaHK NpyKasa (pacnops»KeHus) opraHM3auumn J0IKEH BKIOYATb PEKBU3UTLI:
ambnemy (B COOTBETCTBUU C MYHKTOM 2.9 MPUMEPHON UHCTPYKLUH);
TOBapPHbIM 3HaK (3HaK 06CNyKMBaHMA) (B COOTBETCTBUM C NYHKTOM 2.9 MpUMepHOI MHCTPYKLMN);
HaMMeHOBaHWe opraHn3auum;

HaMMeHOBaHWe BUAA AOKYMEHTa;

MECTO COCTaB/IeHUS U U3LAHUA OOKYMEHTa;

OTMETKM pONsi  pasmelleHMA pPeKBusuToB "AaTa [OKymeHTa", "perncrtpaumoHHbI Homep
OOKyMeHTa".

2.25. bAaHK N1cbma opraHM3aummn A0KEH BKIYaTb CAeAyiolme PeKBU3UTDI:

ambnemy (B COOTBETCTBUM C NYHKTOM 2.9 MpUMeEPHON MHCTPYKLUK);

TOBAPHbIV 3HAK (3HAK 06CNYKMBaHUA) (B COOTBETCTBMM C MYHKTOM 2.9 MpPUMEPHOI MHCTPYKLMK);
HaMMeHOBaHMe OpraHMn3aLmy;

CnpaBoYHble AaHHble 06 opraHM3aLumy;

OTMETKM ANA MNpPOCTaBAeHMA pPEeKBM3MTOB "AaTa AOKymeHTa", "perncrpaumoHHbIi Homep
AOKyMmeHTa", "cCbl/IKa Ha perncTpaunoHHbIN HOMEP M AaTy NOCTYNMBLIErO AOKYMeHTA".

B 6n1aHK nucbma AONKHOCTHOIO /imua AOMNOJIHUTE/NIbHO BKNKOYAETCA PEKBUSUT "HaumeHoBaHue



OOMKHOCTM nua", a B 6aaHK NUCbMa CTPYKTYPHOro noapasaeneHns (coselatenbHoro, MeToamMyecKkoro,
3KCMEepPTHOro UAU MHOFO OpraHa) OpraHM3aunmn - HAMMeHOBaHWE CTPYKTYPHOIO NoApasae/eHus.

2.26. BHYTpeHHWE AOKYMEHTbl opraHmnsaumm, obopmasemble He Ha 6aaHKe, AOMXKHbI coaepKaTb
COOTBETCTBYIOLWME BUAY AOKYMEHTA PEKBU3UTDI.

2.27. dmbnema opraHusaumm, paspaboTaHHan W YTBepXKAEHHasa B NopAdKe, YCTAaHOB/JIEHHOM
3aKoHoAaTenbcTBOM Poccuiickont deaepaumm, pasmelaeTca Ha 6aaHKax 4OKYMEHTOB B COOTBETCTBUU C
NyHKTOM 2.9 MpUMepHON MHCTPYKLIUN U Ha OCHOBAHWN HOPMATUBHbIX aKTOB OpraHM3aumu.

M3o6pa>1<eHme ambnembl nomelulaeTcAa Ha BEPXHEM Nnosie 6n1aHKa AOKYMEHTA Ha PaCCToOAHUN 10 mm
OT BEPXHEro KpaAa 1nCTa, 3aXBaTbiBaA 4acCTb pa60l-|e17| 30Hbl AOKYMEHTQa, UEHTPOBAHHO HA4 PEKBU3IUTAMMU
opraHusauuu.

2.28. ToBapHblit 3HaK (3Hak 0bCAYKMBAHMA), 3apPErnMCTPUPOBAHHbLIA B  YCTaHOB/IEHHOM
3aKoHoZaTeIbcTBOM Poccuinickon Pepepaumm nopagke, BOCNPOU3BOAUTCA HA BaaHKax opraHM3aumun B
COOTBETCTBUM C MYHKTOM 2.9 [pUMEPHON WMHCTPYKUMM W Ha OCHOBAHMM HOPMATUBHBLIX aKTOB
opraHusauuu.

M306parkeHne TOBapHOTO 3HaKa (3HaKka 06C/Ty»KMBaHKUA) NOMELLLAETCA Ha BEPXHEM MoJie AOKYMeHTa
Ha pacctoAHMM 10 MM OT BepxHero Kpas JINCTa, 3axBaTblBas 4acTb paboyei 30HbI AOKYMEHTa, Haj,
PEeKBM3UTaMM OPraHM3aLMM WAW CNeBa Ha YPOBHE HAaMMEHOBAHMA OpraHM3aumMu, 3axBaTblBas 4acTb
NeBoro nons.

2.29. Koa ¢opmbl AOKYMEHTa MPOCTaBAseTcA Ha YHUPUULMPOBAHHbIX GOPMax AOKYMEHTOB B
cooTBeTcTBUM ¢ OBLLEPOCCUICKMM KNacCMPMKATOPOM ynpaB/ieHYecKon AokymeHTauumn (OKYA) wam
JIOKANbHbIM K/IAacCUPUMKATOPOM, PacnosiaraeTcs B NpPaBOM BepxHem yriy paboyero nons LOKYMEHT],
coctout us cnos "®opma no (HaMmeHoBaHMe KnaccupmkaTopa)" u undposoro Koaa.

2.30. HaumeHoBaHWe opraHM3auMM Ha 6naHKe [JOKYMeHTa [OJIKHO COOTBETCTBOBaTb
HAaMMEHOBAHMIO OPUANYECKOrO /iMUa B ycTaBe opraHusaumn. Ha 61aHKax SOKYMEHTOB YKasblBaeTcA
nosHoe oduuManbHOE HaUMEHOBAHWE OPUANYECKOTO /NLA C YKa3aHMEeM ero opraHuM3auMOHHO-
npasoBo ¢opmbl, Hag HAaMMeEHOBAaHWEM OPraHW3aLMW YKa3biBaeTCA HaMMeHOBaHMWE BblLlecToALLeM
opraHvsaumm (Npv ee HanAuumuM), Nog HaMMEHOBAHMEM OpraHusauMM B CKOBKax YyKasblBaeTcs
COKpaleHHOe HauMeHOBaHWE OpraHM3aumn, ecam OHO NPeayCcMOTPEHO YCTaBOM.

2.31. HaumeHOBaHMe CTPYKTypHOro nogpasaeneHns (B Tom uucne duanana, oTAENEHWUA,
npeacTaBUTENbCTBA, KOErnManbHOro, COBELLATENbHOTO WM MHOTO opraHa) yKasbiBaeTca B 6/1aHKax
nucem 1 61aHKax KOHKPETHbIX BUAOB AOKYMEHTOB, M34aBaeMbIX COOTBETCTBYIOLLMMMN NOAPA3LENEHUAMM
B COOTBETCTBMM C JIOKa/IbHbIMU HOPMATMBHbBIMW aKTamu oOpraHusaumMuM. Hag HanmmeHoBaHMEM
CTPYKTYPHOrO MoApasgeneHua yKasblBaeTcA HauMMeHOBaHMe opraHusaumu, uYoum  duananom,
oTAeNleHneM, MNpPeacTaBUTENbCTBOM, KOJIJIETMAbHbIM - MM COBELLATE/IbHbIM  OPraHoOM  JaHHoe
noApaszeneHune aBnseTcsa.

2.32. HaumeHoBaHMe AO0NXKHOCTU AMUA Mcnosab3yeTca B 6naHKkax nucem AOJ/IXKHOCTHbIX /Ny, n
pacnonaraertca nog HanmeHoBaHMEM OpPraHun3auunn.

2.33. CnpaBoyHble AaHHble 06 opraHuM3aumMmM yKasblBaloTcA B 61aHKax MUCEM M BKAHOYAIOT:
MOYTOBbLIA aApec opraHu3aumMm (OOMNOMHUTENbHO MOMET YKasblBaTbCA aApec MecTa HaxoMKAeHMS
IOPMAMYECKOrO NLA, €C/IM OH He COBMajaeT C NOYTOBbIM aapecom); Homep TenedoHa, dakca, agpec
3/IEKTPOHHOW MOYTbI, CETEBOI afpec, a TaKKe Ko opraHusaumm no ObLiepoccuinckomy KnaccudumrkaTopy
npeanpuatmii 1 opraHmusaumii  (OKMO), OCHOBHOM rOCYAapPCTBEHHbIN PErucTpaLmoHHbI  HOoMep
opraHmusaumm (OFPH) 1 naeHTUGUKALMOHHbIN HOMEP HaI0ronnaTeNblMKa/Koa NPUYUHbI MOCTaHOBKM Ha
HanorosbIn yyet (MHH/KNMN).

2.34. HanmeHoBaHWe BMAaa AOKYMeHTa YKa3biBaeTCA Ha BCeX AOKYMEHTaX, 3a WUCKJIHYeHUnem
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aenosbix (cnyxebHbix) nuMcem, pacrnonaraetcA nod HaMMeHOBaHMEM oOpraHuMsaumm (CTPYKTYPHOro
noapasaeneHuns, AOMKHOCTM).

2.35. [laTa AOKYMeHTa A0/13KHa COOTBETCTBOBATL AaTe NOANMUCaHUA (YTBEPKAEHWNA) AOKYMEHTA UK
(s npoToKkonax) gate cobbiTMA, 3aPUKCUPOBAHHOIO B AOKYMEHTE.

[JaTta AoKymeHTa 3anucbiBaeTca B NOCAeA0BaTeIbHOCTU: AeHb MecALa, Mecall, roa OAHUM 13 ABYX
cnocobos.:

apabcknmn umdpamu, pasgeneHHbiMmm Toukol: 05.06.2018;
cnoBecHo-uuopoBbim cnocobom: 5 nroHsa 2018 r.

Ha pokymeHTax, opopmnaembix Ha 6iaHKe, AaTa AOKYMEHTA NMPOCTaBAAETCA Moj PeKBU3UTaMMU
"HaMmeHoBaHMe BUAa AOKYMeHTa" (B 6/1aHKaxX KOHKPETHbIX BUA0B AOKYMEHTOB) M "'cnpaBoYHble AaHHbIe
06 opraHusaumm" (B 6aaHKax nucem).

[aToit AOKyMeHTa, M34aHHOMo COBMECTHO ABYMA UAu 6osiee opraHuM3aumammn (40KHOCTHbIMU
NMuammn), ABnaeTca AaTta NoANMCcaHUA AOKYMeHTa nocieaHel CTOPOHO.

2.36. PerucrpauMoHHbI HOMepP AOKYMEHTa - LuMdpoBoi nnm bykBeHHO-UMdpoBOM naeHTUdUKaTop
OOKYMEHTa, COCTOALLMIA U3 NOPALKOBOrO HOMEepa AOKYMEHTA, KOTOPbIN, MO YCMOTPEHUIO OpraHMn3auum,
MOMET [OMONHATbCA UMPPOBbIMU  UAM  OYKBEHHbIMM KOZAMWM (MHAEKCAamMM) B COOTBETCTBUM C
NCNONb3yeMbIMU KNaccupuKaTopamm.

Ha pokymeHTe, cOCTaBNE€HHOM COBMECTHO [ByMa M 6osiee OpraHuMsaumsmu, MpocCTaBAAOTCS
pernctpaumoHHble Homepa AOKYMEHTa, MPUCBOEHHbIE Ka)AoW M3 opraHu3aumit. PerncrpaumoHHble
HOMepa MPOCTaBAAIOTCA B MNOpAAKe YKasaHWMA HaMMeHOBaHW OpraHuM3aumii B 3aro/IOBOYHOW 4acTu
(npeambyne) [OKYMeEHTa M OTAENAIOTCA APYT OT APYra KOCOMN YepTo.

2.37. Ccbl/IKa HA PEerncTpaunoHHbIi HOMep M AaTy NOCTYNMBLUEro AOKYMEHTa, COCToAWan U3
perncTpaunMoHHOro Homepa 1 AaTbl BXO4ALLEro JOKYMEHTA, Ha KOTOPbIV AaeTcA OTBET, MPOCTaBAAETCA B
Bnae otmeTkn "Ha N ... oT ..." B 61aHKe nucbma.

B TeKCT nncbma-oTBeTa CcBeeHUA O perncTpauMoHHOM HOMepe 1 aaTe NOCTYNMBLLIEro NMCbMa He
BK/1HO4AOTCA.

2.38. MecTo cocTaB/ieHuna (M34aHMA) AOKYMEHTa YKasblBAaeTcA BO BCEX AOKYMEHTax, Kpome
Aenosbix (Cny>KebHbIX) nucem, BHYTPEHHMX WHPOPMAaLMOHHO-CNPABOYHbIX [AOKYMEHTOB, a TaKXe B
c/lyyae, eciv MecTo HaxoXAeHUA OpraHusaummn BXOAMT B ee HauMeHoBaHue, Hanpumep: MOCKOBCKUi
rOpOACKOM YHUBEPCUTET YNpaBieHus.

MecTo cocTaBneHus (M34aHWA) [AOKYMEHTA YKasblBAeTCA B COOTBETCTBMM C MPUHATHIM
aAMWHUCTPATUBHO-TEPPUTOPMANbHLIM AeneHuem, Hanpumep: c. bnaroseuieHckoe BenbcKoro p-Ha
ApxaHrenbckoi 061.

2.39. Mpnd orpaHMyeHUA AOCTyNa K AOKYMEHTY NPOCTaBAAEeTCA B MPaBOM BEPXHEM yriy nNepeBoro
JINCTa IOKYMEHTa (NPOeKTa A0KYMEHTa, CONPOBOAUTEIbHOTO NUCbMA K AOKYMEHTY) OT rPaHMLLbl BEPXHEro
nons NpPM HaAMuMKU B AOKYMEHTe MHGOPMALMKM, AOCTYN K KOTOPOM OrpaHUYMBAETCA B COOTBETCTBUM C
3aKoHogaTenbcTBOM Poccuiickon Peaepauun.

Buabl MCNoNb3yeMbIx B OpraHusauuy rpudoB orpaHuyYeHus AOCTYNa AOJ/IKHbl COOTBETCTBOBATb
3aKOHOZATE/IbHbIM U MHbIM HOPMATMBHbBIM NMPABOBLIM akTaM Poccuiickoit Peaepaummn U OoMKHbI BbITb
3aKpenneHbl B NOKa/IbHbIX HOPMATUBHBIX aKTax. [pud orpaHNyYeHns 40CTyna K JOKYMeHTy (nomeTKa "Onn
cny>kebHoro nonb3osaHuA" <6>, rpud "Kommepueckaa TaliHa" <7>) MOXKeT [AOMNOAHATLCA HOMEPOM
3K3eMNIApPa AOKYMEHTA U APYrMMW CBEAEHUSMW B COOTBETCTBUM C 3aKOHOZATeNbCTBOM Poccuiickoit



depgepaunn.

<6> MNyHKT 1.4 MonoxeHusa o nopagKke obpalleHma co cny*kebHo MHopMaLLMen orpaHNYEHHOro
pacnpocTpaHeHus B defepanbHbiX OpraHax MCNOAHUTENbHOM BAacTM, YNOJHOMOYEHHOM oOpraHe
ynpaBneHna WCNONb30BaHMEM aTOMHOM 3HEepPrMnm W YNoAHOMOYEHHOM OpraHe Mo KOCMUYECKOi
0eATeNbHOCTU, YTBEPKAEeHHOro noctaHosnaeHMeMm MpasuTenbcTBa Poccuiickolt Pegepauun ot 3 Hos6pA
1994 r. N 1233 (CobpaHue 3akoHoaaTenbcTBa Poccuiickon ®eaepauymm, 2005, N 30, cT. 3165; 2012, N 31,
cT. 4368; 2016, N 9, cT. 1263; 2016, N 13, cT. 1833).

<7>Yactb 4 ctaTbn 6 GeaepanbHOro 3akoHa oT 29 miona 2004 r. N 98-$3 "O kommepyecKkoi TaHe"
(CobpaHue 3akoHoaaTenbcTBa Poccuiickon dPegepaunn, 2004, N 32, cT. 3283; 2006, N 6, cT. 636; N 52, cT.
5497; 2007, N 31, ct. 4011; 2011, N 29, cT. 4291; 2014, N 11, c1. 1100).

B OOKyMeHTax opraHuW3aumu, cofepiKallumx CBeAeHWA, COCTaBAAOLLME KOMMEPYECKYIO TaliHy, B
cooTBeTCTBUM ¢ PefepanbHbiM 3aKOHOM OT 29 mnionsa 2004 r. N 98-d3 "O KommepuecKoi TanHe" Hapagy ¢
ronpom yKasbiBalOTCA MNosHOe oduuManbHoe HaMMEHOBaHWE PUAMYECKOro /vLa, MecTo ero
HaxoXxaeHua. Hanpumep:

KommepyecKas TaliHa

®BY "HanmeHoBaHMe opraHmsaymm"
MecTo HaxoXKaeHua

2.40. AppecaT - PEKBM3WT, UCMOAb3yemblii Npu odpopmaeHUn AenoBbix (cny*KebHbIX) nucem,
BHYTPEHHMX MHGOPMALMOHHO-CNPABOYHbIX LOKYMEHTOB.

Appecatom OOKYMeHTa MOXeT 6bITb OopraHnsauua, CTPyKTypHoe noapasgeneHne opraHmsauunm,
AO/KHOCTHOE NN ¢M3MH€CKO€ anuo.

PekBum3nT "agpecat" opopmanercs Ha 61aHKe C yr10BbIM PACcNoOKEHNEM PEKBU3UTOB - B BEPXHEN
NPaBoOM YacTM [AOKYMEHTa, Ha 6/JaHKe C NPOAO/IbHbIM PACMO/IOKEHUEM PEKBU3UTOB - CMpaBa Noj
pekBmnsnTamm 6a1aHKa. CTPOKKM pekBu3nUTa "agpecat" BbIpaBHUBAKOTCA MO JIEBOMY KPAK MM LLEHTPYLOTCA
OTHOCWUTE/IbHO Camoii A/IMHHOM CTPOKM.

Mpy appecoBaHUM [OKYMEHTA PYKOBOAWUTENO (3aMecTUTENl0 PYKOBOAMTENA) OpraHusaumu
yKa3blBalOTCA B AaTe/NbHOM MaZeXe HaMMeHOBaHMe [O/IKHOCTM pyKoBoauTens (3amectutens
pyKOBOAMTENSA), BKAtOYAtOLLEE HAMMEHOBaHWE OpraHn3aummn, Gamuanio, MHULMANbI AOMKHOCTHOMO ANLa.
Hanpumep:

leHepanbHOMY AUpPEKTOPY
dBY "HanmeHoBaHMe
opraHusauuun"

damunma N.0.

an agpecosaHnn nnuCbma B OpPraHM3auUKo YKa3biBaeTCA €€ NnoJIHoeE WAnM COKpalwleHHoe
HanmeHoBaHWe B UMEHUTE/NIbHOM Nagexe.

Mpu agpecoBaHWM AOKYMEHTA B CTPYKTypHOe noApasgefeHuMe OpraHusaumm B pekBusuTe
"aapecat" yKasblBalOTCA B UMEHUTE/IbHOM NafesKe HauMeHOBaHME OpraHM3aL MK, HUKE - HAMMeHOoBaHMUe
CTPYKTypHOro noapasaeneHua. Hanpumep:
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®BY "HanmeHoBaHue
opraHusauuun”
duHaHcoBOe ynpaBaeHne

Mpu agpecoBaHMM MUCbMA PYKOBOOMUTENO CTPYKTYPHOrO NOAPasAeNeHUs YyKasbiBaloTcA B
UMEHUTENbHOM MajeKe HaMMeHOBaHWE OpraHM3auun, HUXKe - B AaTe/IbHOM MNajerKe HaMMeHOoBaHue
OOMIKHOCTM PYKOBOAMUTENA, BKAOYAIOLLEE HAaMMEHOBaHWE CTPYKTYPHOro nogpasgeneHuns, Gbamuauio,
WHUUManbl. Hanpumep:

®BY "HanmeHoBaHue
opraHusauumn”
PykoBoguTeNt0 4OrOBOPHO-
npaBoBOro oTAena
damunma U.0.

Mepes damunnein [OMKHOCTHOrO AMUA  AOMNyCKaeTcA ynoTpebnAaTb CoKpalleHue "r-Hy
(rocnoamny), ecnu agpecaT MyXKumHa, Uan "r-ke" (rocnoke), ecnun agpecar KeHLWnHa, Hanpumep:

r-Hy ®ammans N.0.
r-xe ®amunmsa 1.0.

Mpu paccblike AOKYMEHTa rpynne opraHun3aLmii 0og4HOro TMNAa UAK B CTPYKTYPHble NoapasgeneHus
04HOW OpraHun3aumu, agpecaT yKasbliBaeTcs 0606weHHo. Hanpumep:

Pykosogutenam ¢uavanos
®BY "HanmeHoBaHue
opraHusauuun"

PykoBoguTenam ynpasaeHui
n otaenos PEY "HaumeHoBaHue
opraHumsauun”

Mpy paccblike AOKYMEHTa He BCEM OPraHuM3aumMsm WM CTPYKTYPHbIM MOAPasAeNeHusM Mo
peksusntTom "Agpecat" B cKobKax yKasbiBaeTca: "'(no cnucky)". Hanpumep:

PyKkoBoguTtenam ynpasaeHuit n otgenos ®bY
"HanmeHoBaHwue
opraHusauun”

(no cnucky)

Cnucok PaCCbIZIKM COCTaBNAETCA UCMONTHUTENEM.

EciM NUCbMO HanpasAAeTCA B OPraHM3aumio Uav LO/KHOCTHOMY MUY UM ANS CBEAEHUA elle psaay
OPraHM3aLMii UAN SOKHOCTHBIX KL, 06LLEee KOJIMYECTBO aApecaToB He AO/IKHO bbiTb Bonee yeTbipex,
NpY 3TOM OCHOBHOW agpecaT yKasbiBaeTcs nepsbiM, c10Bo "Konua" nepes BTOpPbIM, TPETbUM, YETBEPTHIM
aZipecatamu He neyaTtaeTcs.

B coctaB pekBusuTa "AgpecaT" MOXKeT BXOAWTb MOYTOBbLIM agpec. I/1eMeHTbl NOYTOBOro aapeca
YKa3blBaloTCA B NOC/AeA40BaTeIbHOCTH, YCTaHOB/EHHOM MpaBrMaaMu oKasaHUA yCayr NOUYTOBOM CBA3MN <8>:
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<8> MyHKT 22 MpaBuA OKasaHMA YCAYT MOYTOBOW CBA3W, YTBEPKAEHHbIX NPUKasom MUHUCTepCTBa
CBA3WN M MaCcCOBbIX KOMMYHMKaLUuii Poccninckoit ®epepaumm ot 31 utona 2014 r. N 234 (3apeructpupoBsaH
B MuHucTepcTBe toctuumm Poccuinckoit Peaepauumn 26 aekabpsa 2014 r., pernctpaumnoHHbiii N 35442), ¢
N3MEHEHMAMM, BHECEHHbIMU MPUKa3oM MUHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHUKaunii Poccuiickoi
depepaunn ot 13 despana 2018 r. N 61 "O BHeceHMU U3MEHEHUI B NpUKas MUHUCTEPCTBA CBA3U U
MacCoBbIX KOMMYHUKaumii Poccuinckoit ®egepauymm ot 31 utona 2014 r. N 234 "06 yteepxaeHum Mpasun
OKa3aHuA ycayr NouToBoi ceasmn" (3apeructpmposaH B MnHUcTepcTee ocTuumm Poccuiickon deaepaumm
28 mapta 2018 r., peructpaumoHHbiii N 50545).

a) ANA pPUANYECKOro fiMua - NOMIHOE WM COKpalleHHoe HaumeHoBaHue (Mpu Haauuuu), ans
rpaxkaaHuHa - pamunma, ms, oT4ecTBo (MocnegHee Npu HaaNuUK);

6) H6aHKOBCKUE PEKBU3UTDI (,Cl,!'lﬂ NOYTOBbLIX NEPeEBOOOB, HANPAaBAAEMbIX HOpnAN4YECKOMY NNy nan
NMPUHUMAEMbIX OT HOPUANYHECKOTO nmu,a);

B) Ha3BaHMe yAnLLbl, HOMEP A0Ma, HOMepP KBapTUpbI;

r) Ha3BaHWe HaceNeHHOro MYHKTa;

[) Ha3BaHWe panoHa;

e) Ha3BaHue pecnybanKu, Kpas, o61acTM, aBTOHOMHOrO oKpyra (obnacTtu);
) Ha3BaHWe cTpaHbl (417 MeXKAYHapPOAHbIX MOYTOBbIX OTNPaBAEHUIA);

3) MOYTOBbIN MHAEKC.

MouTOBLIA agpec He YKasbiBaeTca B AOKYMEHTax, HanpasAdeMblX B BbICLUME OpraHbl BAACTH,
BbILIECTOALLME OPraHn3aLMm, NoABeAOMCTBEHHbIE OPraHN3aLUMM U MOCTOAHHbIM KOppecnoHaeHTam (3a
NCK/IIOYEHMEM HaNpaseHUA MMCEM YKa3aHHbIM agpecaTam B KOHBEpPTaX C MPO3padHbIMM OKHamM).

Mpu oTNpaBKe NMCbMa MO 3/1EKTPOHHOM NoYTe UAN GaKCUMMUABHOM CBA3K (6e3 AOCbIIKM MO noyTe)
NMoOYTOBbIN agpec He yKasbiBaeTcA. MNpu HEOBX0AMMOCTM MOXKET ObITb YKa3aH 3/1eKTPOHHbIM agpec (Homep
TenedpoHa/dakrca). Hanpumep:

®BY "HanmeHoBaHue
opraHusauuun"

DNeKTPOHHbIN agpec

2.41. Tpud yTBEPKAEHMSA LOKYMEHTA MPOCTAaBAAETCA Ha AOKYMEHTax B MPaBOM BEPXHEM Yy
nepBoro JncTa AOKymeHTa. CTPOKM PEeKBU3MTa BbIPAaBHMBAKOTCA MO JIEBOMY KPal WAU LEHTPYHOTCS
OTHOCWTE/IbHO CaMOM AJIMHHOM CTPOKM.

Mpn yTBEPKAEHUN [AOKYMEHTAa COOCTBEHHOPYYHOM MOAMUCBIO AO/IKHOCTHOrO JAuua rpud
YTBEPKAEHUS cOCTOUT M3 cnoBa "YTBEPKOAKD", HaumeHOBaHMA AO/IKHOCTU ANLA, YTBEPXKAAOLWEro
OOKYMEHT, ero noAnucu, MHMUManos, amunnm u gatol yTeepxaeHua. Hanpumep:

YTBEPXOAK

Oupektop ®BY "HanmeHoBaHue
opraHumsauun”

Moanuco n.0. damnnusa

[ata
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Mpu yTBEPKAEHUN AOKYMEHTa PacnopaanTeNbHbIM AOKYMEHTOM rpud yTBEPIKAEHMA COCTOUT U3
cnosa "YTBEPXAEH" ("YTBEPAEHA", "YTBEPAEHbI" wan "YTBEPXAEHO"), cornacoBaHHOro c
HanMeHOBaHWEeM BMAA YTBEPXKAAEMOro AOKYMEHTa, Ha3BaHMA BUAA PacnopsanTe/IbHOro AOKYMEHTa B
TBOPUTE/NIbHOM NajexKe, ero Aatbl, Homepa. Hanpumep:

(PernameHr) YTBEPXAEH
npukasom PBY "HameHoBaHue
opraHmusauumn"
oT 5 oKkTA6pA 2017 r. N 82

(Mpaswuna) YTBEPXAOEHbI
npukasom PEY "HaumeHoBaHue
opraHusauuun”
oT 5 oKTA6psa 2017 r. N 83

Mpu yTBEPKAEHUWN AOKYMEHTA KOMNErMaNbHbIM, COBELLATENbHBIM UM MHbIM OPraHOM, pelleHus
KoToporo GpUKCMpPYyHOTCA B MPOTOKOIE, B rpude yTBEPKAEHMA YKa3blBaeTcA, HAMMEHOBaHMe opraHa, AaTta
M HOMep NpoToKona (B ckobkax). Hanpumep:

(MonorkeHue) YTBEPXAEHO
Hay4yHO-TEXHUYECKMM COBETOM
®OBY "NHHoBauuA"

(npotokon o1 12.09.2017 N 12)

2.42.3aro/I0BOK K TEKCTY - KpaTKoe cogepiKaHne AoKymeHTa. ECn 3arooBOK K TEKCTY OTBEYaeT Ha
Bonpoc "o yem?", oH HaumHaeTcs ¢ npegnora "O" ("06"). Ecn 3aroNoBOK K TEKCTY OTBEYAET Ha BOMNpPOC
"yero?", OH coCTaBAAET OAHO Lie/ioe C Ha3BaHWEM BMAA AOKYMeHTa. Hanpumep:

npuKas (o 4em?) o co3gaHNN aTTecTauMOHHOW KOMUCCUU

nucbMo (0 Yem?) o NnpeaocTaBneHUn MHbopMaLUm

aKT (yero?) npuema-nepenauv gen

NpPoTOKOA (4ero?) 3aceaaHna 3KCNePTHOM KOMUCCUM

3aro/IoBOK K TEKCTY 0popmMAseTca noa peksmusmTamm 6aaHKa cnesa, OT rpaHuLLbl 1eBOro NoA.

2.43. TeKCT AOKYMeHTa COCTaBAAETCA Ha rocyAapcTBeHHOM n3blke Poccuiickoint Peaepauumn mam
rocyfapCcTBeHHOM si3bike (A3blKax) pecnybauk B coctaBe Poccuiickolt ®enepauym B COOTBETCTBUM C
3aKOHOZaTeIbCTBOM pecnyb/nK B cocTaBe Poccuiickon deaepaummn <9>,

<9> 3akoH Poccuiickoit depepauum ot 25 oktabpa 1991 r. N 1807-1 "O s3blkax Hapoaos
Poccuitckoit depepaummn” (Begomoctm cbesaa HapoaHbix AenyTaTtoB U BepxosHoro CoseTa Poccuiickoi
depepaunmn ot 12 pekabpsa 1991 r., N 50, cr. 1740; CobpaHue 3akoHoAaTenbcTBa Poccuitckol
depepaunn, 1998, N 31, ct. 3804; 2002, N 50, cT. 4926; 2013, N 27, cT. 3477; 2014, N 11, cT. 1094).

TeKCT AOKYMEHTa A0/1KeH BbiTb COCTaB/IEH rPAaMOTHO, ACHO, MOHATHO M NO BO3MOMHOCTM KPaTKo.
TeKcT AOKYMEHTa A0/IKEeH COAeprKaTb AOCTOBEPHYIO M aKTyanbHyl MHGbOPMALMIO, AOCTaTOUHYIO ANnA
NPUHATAA PELEHNI UK UX UCTIOSTHEHWSA, HE A0/IKEH AOMYCKaTb Pas3/IMYHbIX TOJIKOBAHWA.
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B TekcTe AOKYMEHTa, NoArotoB/IeHHOM Ha OCHOBaHWKU 3aKOHOAATE/IbHbIX UK UHBIX HOPMATUBHbIX
NpPaBOBbIX aKTOB, paHee U3aaHHbIX pacnopAanNTeNbHbIX AOKYMEHTOB, YKa3bIiBalOTCA UX PEKBU3UTDI:

HaMMeHOBaHMe [AOKYMEHTa, HaMMeHOBaHWe opraHa BAacTM (opraHusauuu), msgaswero(eit)
OOKYMEHT, AaTa AOKYMEHTA, PerMcTpaumMoHHbIM HOMep AOKYMEHTa, 3ar0/I0BOK K TEKCTY;

HanmeHoBaHMe oOpraHnsaunn wuwanm AO0KHOCTHONO /unua, yTBepauBLlero AOKYMeEHT, AdaTa
yTBEPXKAEHUA OOKYMEHTA.

TeKcT AOKYMEHTa MOMKET COAEP)KaTb pasgenbl, NoApasaenbl, NYyHKTbl, NOANYHKTbl, HYyMepyemble
apabcknmm umdpamu. YposHelt pybprKaLmMm TeKCTa He A0/MKHO ObiTb 6osiee YeTbIpex.

TeKcT AOKYMEHTA U3NaraeTcs:
B NPUKasax, U34aHHbIX eAMHOINYHO, - OT NEePBOro NLA eAMHCTBEHHOro Yucna ("... npukasbiBaw");

B MPMKA3ax, M3LaHHbIX COBMECTHO ABymMsA wau 6Gonee opraHusaumsamu, - OT MEPBOro Auua
MHoO¥ecTBeHHoro ymcna ("... npukasbiBaem");

B MPOTOKOJIaX 3acefaHuit - OT TpeTbero /vua MHoXecTBeHHoro uucna ("CAYWANNY,
"BbICTYNUNN", "NOCTAHOBUIN" nan "PELUNAN");

B [,eN0BbIX NMCbMax, 0bOPM/IEHHbIX Ha B1aHKax opraHM3aLUmm, - OT NepPBOro NLA MHOMECTBEHHOTO
yncna (Mpocum, Hanpasasem, npeanaraem) Uan oT TPETbero nua eANHCTBEHHOTO Yncna ('npeanpusaTtme

He Bo3paxaerT...", "MHCTUTYT cUMTaEeT BO3MONKHbIM...");

B 4eN0BbIX MMCbMax, 0POPMAEHHbIX Ha AONKHOCTHbIX 6N1aHKaXx, - OT NEPBOro NLA eAMHCTBEHHOIO

yncna ("npowy ...", "npeanarato ...");

B OOKNadHbIX U CI'Iy)Ke6HbIX 3aMNUCKax, 3aABJIeHNUAX - OT NepBOro anua eaAnHCTBEHHOrNo 4YuMcna

("npowy ...", "cuntato HeobxogumbIm ...");

B LOKYMEHTaXx, yCTaHaBMBaoWMX GyHKUMM (06A3aHHOCTK), NpaBa U OTBETCTBEHHOCTb CTPYKTYPHbIX
noapasgeneHnin, paboTHUKOB (NOMOXKEHME, UHCTPYKLMA), @ TaKKe COAEpMKaLMX onucaHMe CUTyaumii,
aHanu3 GakToB M BbIBOAbI (aKT, cnpaBKa), Ucnonb3yeTca GOPMa M3/I0KEHUA TEKCTA OT TPETLEro /MLa
€OUHCTBEHHOTO MM MHOXecTBeHHoro yncna ("otaen ocywectsaseT ¢yHKUMK...", "KoMmnccusa nposena
npoBepKy...").

Mpy NOAroToBKE TeKCTa AOKyMeHTa creayeT cobnogaTb npasuaa HanucaHua oduuManbHbIX
HaUMEHOBaHWUM, YNCAUTENBHBIX U eAUHUL, U3MEPEHMS.

B TeKcTax [AOKYMEHTOB ynoTpebnsatoTcA obuienpuHATble abbpesBuaTtypbl U rpaduyeckue
COKpaLleHus.

MpM yKasaHUMM B TeKCTe GaMWAMM MUA MHUUMANblI CTaBATcA nocne damuamum. B aenosbix
(cny»ebHbIX) NcbMax UCNONb3ylOTCA:

BCTynuTe/ibHOE o6paLu,eHv1e:

YBakaemblit rocnoauH MNpeacepatens!
YBarkaemblit rocnogmH Munuctp!
YBaxaemblii rocnogmH MeaHos!
YBaxaemas rocnoxa NeTtposa!
YBarkaemblit MBaH MNeTposuy!
YBaxaemas AHHa HukonaesHa!
YBarkaemble rocnoaa!



3aKN0YMNTENBbHAA 3TUKETHaA ¢pasa: "C yBarkeHuem, ...".

HavmeHoBaHMe [O0MKHOCTM B ODOpaLLEeHUM MULWETCA C NPONMCHOM OyKBbl, B obpaleHuu no
GaMUANK MHMLMANBI ML He YKa3blBaAOTCA.

2.44. OTMeTKa O NPUNONKEHUN COAEPIKUT CBEAEHUSA O AOKYMEHTe (AOKYMeHTax), npunaraeMom K
COMpPOBOAUTENBHOMY MUCbMY, MHOMY WHPOPMALMOHHO-CNPABOYHOMY AOKYMEHTY, WU O TOM, 4TO
OOKYMEHT AABNSIETCA NPUIOKEHMEM K OCHOBHOMY AOKYMEHTY (HOpMaTUBHOMY, pacrnopaauTeibHOMy Uan
NHOMY).

B conposoguTeNnbHbIX MUCbMax U OpPyrux MHd)OpMaLI,MOHHO-CFIpaBO‘-IHbIX AOKYMEHTaX OTMETKa O
NpUNOKEeHNN 0¢Ole’IﬂeTCH noA TEKCTOM OT rpaHuLUbl 1IEBOIro nona cneayroumm 06p630MZ

eCNn NpunoxeHmne HasBaHO B TEKCTE:

MpunnoxkeHue: Ha 2 n1. B 1 9Ks.

ecnm npunnoxeHme He Ha3BaHO B TEKCTE NN eC/in I'IpMnO)KEHMVI HECKOJIbKO:

Mpunoxenue: 1. 1. NonoxeHune 06 YnpaBneHUU permoHanbHOro KpeamnToBaHma Ha 5 n. B 1 aK3.
2. CnpaBKa 0 KagpoBOM COCTaBe YNpaB/ieHUs PerMoHaIbHOIo KpeamuToOBaHNA Ha
2 n.813K3.

€Ccnu NpuUNoXKeHue (NpunoxeHusa) cbpolutopoBaHo(bl):

MpunoxkeHue: B 2 9K3.

MpunoxeHue: otyeT 0 HUP B 2 3K3.

€CNN  OOKYMEHT, ABAAIOWMNCA NPUIOKEHUEM, WMMEET MNPUIOXKEHUA C CaMOCTOATENIbHOW
HyMepaumel cTpaHuLL:

MpnnoxkeHune: [0roBop BO3Me34HOro okasaHua yeayr ot 05.09.2017 N 32-17/72 u
NPUNOXKEHUA K HEMY, BCETO Ha 7 N.

€CNN NUCbMO HaMpaBAAETCA HECKO/IbKMM agpecaTam, a AOKYMEHT-MPUIOKEHNE TONbKO NepBomy
agpecary:

MpunoxkeHwue: Ha 3 A1. B 1 3K3. TOAIbKO B NepBbI agpec.

ecnnm  npunoxeHnem ABNAAKTCA [OOKYMEHTbl, 3aNMCaHHblE Ha d)MSW—IeCKVI 060c061eHHbIM
QHEKTpOHHbIVI HOCUTENb:

MpnnoxkeHune: DVD-R B 1 3Ks.

Mpyn 3Tom Ha BKAagble (KOHBepTe), B KOTOPbIA MNOMELLAeTcA HOCUTEeNb, YKasblBaloTcs
HaMMeHOBaHMA AOKYMEHTOB, 3anNncaHHbIX Ha HOCUTEb, UMeHa dannos, obbem B HanTax.



B pacnopAaguTenbHbiX AOKYMeHTax (MpuKasax, pacnopsxeHuax), OOoroBopax, MNONOXKEeHUAX,
npaBuNax, UHCTPYKUMAX U APYTUX OOKYMEHTaX OTMETKA O MPUIOXKEeHUU odopmMaseTca cnepytowmm
obpasom:

B TEKCTE JOKYMEHTa Mpu NepBoOM YNOMUHAHUU AOKYMEHTA-MPUIOKEHMSA B CKOBKax yKasblBaeTca:
... (npunoxkeHue) nnu ... (Nnpunoxkenue 1), (npunoskeHune N 1);

Ha NepBOM ANCTE AOKYMEHTA-MPUIOKEHMA B MPAaBOM BEPXHEM YI/y YKa3blBAETCA:

MpunnoxkeHue N 2

K npukasy ®BY "HanmeHoBaHue
opraHusauun”

o7 15.08.2017 N 112

Ecan npunoxeHMem K pacrnopaautTenbHOMY AOKYMEHTY SIBAAETCA SIOKaslbHbI HOPMATUBHbINA aKT
WUAN UHON AOKYMEHT, YTBEPXKOAEMbI AaHHbIM PacropaamTenbHbIM AOKYMEHTOM, Ha NEepBOM JiMCTe
NPUIOXKEHNA NPOCTABAAETCA OTMETKA O NPUIONKEHUWN (6e3 CCbIIKM HA PacnopaanTENbHbIA AOKYMEHT) U
rpnd yTBEpP)KAEHMA, B KOTOPOM YKA3blBAOTCA AaHHble PacnopaauMTenbHOro AOKYMEHTa, KOTOPbIM
YTBEPXKAEH AOKYMEHT-NPUNONKEHMe. Hanpumep:

MpunnoxkeHme N 1

YTBEP}KAEHO

npukasom PEY "HanmeHoBaHue
opraHumsauun”

ot 18.09.2017 N 67

2.45. I'pnd cornacoBaHMs NPOCTABASETCA Ha AOKYMEHTE B C/lydyae ero BHELIHEero CorjaacoBaHusA
(cornacoBaHue c opraHamu BAacTU, UHbIMW OPraHM3aUMAMM, AOMKHOCTHBIMU ULLAMM).

lpund cornacoBaHUsA B 3aBUCMMOCTU OT BUAA LOKYMEHTa M ocobeHHOCTEN ero 0GOPMAEHNS MOXKET
NPOCTaBAATLCA:

Ha NepBOM NIUCTE AOKYMEHTa (eCnn AOKYMEHT MMEET TUTY/bHbIN INCT, - Ha TUTY/IbHOM INCTE) B
NIeBOM BEpPXHEM YI/y Ha YpoBHe rpuda yTBEP:KAEHUA AWM Nog, HAMMEHOBaHMEM AOKYMEHTa 6/uxke K
HUXHEeMY Noso);

Ha nocneaHemM nncte JOKyMeHTa Noa TEKCTOM;
Ha InCTe cornacoBaHnA, ABnAaowemca HEeoTbeM/IEMOWM YacTbio AOKYMEHTa.

lownd cornacoaHus coctomnT M3 cosa "COMNTACOBAHO", foaKHOCTU ML, C KOTOPbLIM COr/1TacoBaH
AOKYMEHT (BK/IlOYas HaMMeHOBaHMEe OpraHusaumu), ero CobCTBEHHOPYYHOW MOAMMCHU, MHULMANOB,
dbamunnm, gatbl cornacoBaHus. Hanpumep:

COrNACOBAHO
leHepanbHbIN ANPEKTOP
®BY "HanmeHoBaHue
opraHusaummn”

Moanucb Mn.0. damunnua

[ata



Ecan cornacoBaHue OcCyLecTBAAETCA KOMJIernanbHbIM, COBELATeIbHbIM WUAU WMHbIM OPraHoMm, B
roude cornacoBaHWA yKasbiBalOTCA cBedeHuA 06 opraHe, cornacosaBllemM AOKYMEHT, JaTe U Homepe
NPOTOKO/1a, B KOTOPOM 3aPMKCMPOBaAHO peLleHne o cornacoBaHmu. Ecnm cornacoBaHme ocylecTBaseTca
NMUCbMOM, YKa3blBalOTCA BUA AOKYMEHTA, HAUMEHOBAHWE OPraHU3aLLMn, COrNacoBaBLLE JOKYMEHT, AaTa
M HoMep nucbma. Hanpumep:

COINACOBAHO
Hay4HO-TeXHMUYECKMM COBETOM
®BY "HaMmeHoBaHMe opraHMsaumn” (npoToKon

oT N )
COrNACOBAHO

nucbmom ®BY "HanmeHoBaHue
opraHusaummn”

oT N

2.46. BHyTpeHHee cornacoBaHue JoKyMeHTa opopmAaseTcs BU30M. Bu3a BbipaxkaeT MHeHMe Anua,
BM3MPYIOLLLETrO MPOEKT AOKYMEHTA, U BK/AIOYAET: AOMKHOCTb MLA, BUSUPYIOLLErOo AOKYMEHT, MOAMNUCH,
pacwndpoBKy noanucy (MHMLMansl, amuanio) 1 gaTy BUSMPOBaHUA. Hanpumep:

PyKkoBoguTenn topnanyeckoro otaena
Moanucb N.0 dammnua

Jata

MpY HaAVUYUKM 3aMeYaHmnIt K JOKYMEHTY BU3Y 0pOpPMAAIOT ciedytomm obpasom:

3amevaHuna npwunaratoTca.
PykoBoguTenb topnanyeckoro otaena

Moanucb N.0 dammnua
Jata
B AOKYMeHTaX, NOAJNMHHMKM KOTOPbIX XPAaHATCA B OpraHn3aummn, BU3bl NPOCTABAAIOT Ha NOc/aeaHeEM

NIMCTe AOKYMEHTa noA noanucbio, Ha obopoTe NocaeaHero AUCTa NOAJAMHHUKA AOKYMEHTA UK Ha nCTe
COrNacoBaHusA (BM3MPOBaHUA), MPUAAraemom K JOKYMEHTY.

B nMcxoaawmx AOKYMeEHTaxX BMU3bl NPOCTABAAIOTCA Ha 3K3eMMiApax AOKYMEHTOB, MomellaembiX B
aeno.

Mo YCMOTPEHUI0 OpraHM3aummn MOXKET MPUMEHATLCA NOSUCTHOE BU3MPOBAHME AOKYMEHTA M ero
NPUNOXKEHNA.

CornacoBaHve NPOEKTOB AOKYMEHTOB (BHeLLHee, BHYTPEHHEE) OCYLLLECTBAAETCA B COOTBETCTBUM C
nyHktamum 4.1 - 4.11 MprMepHOM MHCTPYKLUN.

2.47. MoAnucb BKAOYAET: HaMMEHOBaHWE AO0NMHOCTU NLA, MOAMUCHIBAIOLErO AOKYMEHT, ero
CoBCTBEHHOPYUHYIO MOANUCH, MHMLUManbl, bamuauio. Hanpumep:



leHepanbHbIN gUpPEKTop Moagnucb n.0. damnnus

Ecan AOKYMEHT ocl)omeeH HEé Ha 6I'IaHI-(e, B HanmeHOBaHMe AOJ/IXKHOCTU BKIKOYAETCA
HanmeHoBaHWe opraHn3auunun. Hanpmmep:

leHepanbHbIN ANPEKTOP
®BY "HavmeHoBaHue
opraHusaummn” Moanucb n.0. damnnus

Mpu opopmneHnmn JOKYMeHTa Ha 6aaHKe JONKHOCTHOTO ANLA AONKHOCTb 3TOFO ML B NOANUCH
He yKasblBaeTcs.

Moanuce n.0. dammnua

Mpn nognucaHnmM AOKYMEHTA HECKONbKUMWU AO0/IKHOCTHbIMM AMLAMM, 3aHUMAOWMMM pasHoe
NoJI0XKeHWe, UX NMOLNUCK PacnosiaraloTca ogHa Noa APYroi B NociefoBaTe/IbHOCTU, COOTBETCTBYHOLLEN
CTaTyCy 4ONXKHOCTU. Hanpumep:

[eHepanbHbI ANPEKTOP Moanuce n.0. dammnua

[naBHbI byxrantep Moanuce n.0. damnnus

MpyM NOANUCAHUN [OKYMEHTA HECKO/IbKUMW AWULAMM  PaBHbIX [O/IKHOCTEW WX MoAnucu
pacnonaratoTca Ha 0g4HOM ypoBHe. Hanpumep:

3amecTutenb AnpeKTopa 3amecTutenb AnpeKkTopa
no ¢UHaHCOBbIM BOMPOCaM no aAMUHUCTPATUBHbBIM BONPOCaM
Moanucb n.0. damnnnsa Moanucb n.0. damnnus

B OOKyMeHTax, NMoAroTOBAEHHbIX KOMMUCCMEN, B MOAMMCKU yKasbliBaeTCcA CTaTyC /iMLa B COCTaBe
Komuccuun. Hanpumenp:

n.0. damnnus

Mpepcepatens Kommccum MNoanuce
YneHbl KOMMccum Moanuce n.0. damnnusa
MNognucb n.0. damumnna

Mpyv noAnuCaHWWM AOKYMEHTa JIMLOM, MCNOAHAKWMM 06A3aHHOCTM PYyKOBOAUTENA, NOANUCH
0pOpPMAAETCA C yKasaHMeM CTaTyca LOKHOCTHOTO /IML@ B COOTBETCTBUM C NPUKA30M (pacnopskeHnem).
Hanpumep:

M.o0. pupekTopa MNognucob N.0. damunnns

nnu:



McnonHsaowmin o6Aa3aHHOCTH
AVpeKTopa MNognuco N.0. damunnns

an noanncaHnm AOKyMeHTa IMUOM, MMeEKLW MM NpaBo noanncu B csiy4ae BpeMeEHHOTO OTCYTCTBUA
pyroBOAUTENA, UCNPaB/EHNA B HAMMEHOBAHNE JONKHOCTUN U paCLLIMd)pOBKy d)aMMIIMM noAaroToBaE€HHOIo
N COrNnaCoBaHHOrO MNMPOeKTa OOKYMEHTAa BHOCATCA OT PYKU UIKU C UCNOJ/Ib3OBaHUNEM COOTBETCTBYHOLUX
wrtamnos. He AO0NYCKaeTCA CTaBUTb KOCYIO 4epTy, HaaMnMUCb 33" nepeg HanmeHoBaHMeM A0/IXKHOCTU LA
B no4nunucu, eCam gOKyMeHT noanncbiBaeT MHOE AO0/IXKHOCTHOE TNLLO.

2.48. OTMeTKa 06 31eKTPOHHOM NOANMUCK MCNONb3YETCA ANA BU3yaiM3aLMmM 3NEKTPOHHOW nognucu
nosy4yatenem AOKYMeEHTa NpuM OOMeHe 31EeKTPOHHbIMU AOKYMEHTaMW, MOAMMCAHHLIMU YCUAEHHOMN
KBanMdUUNPOBAHHOM SNEKTPOHHON NOANUCHIO.

B cooTBeTcTBMM C 3aKoHOAaTenbcTBOM Poccuiickoin ®epepaumm <10> oTmMeTKa 06 3/1€KTPOHHOM
noannucu GopmupyeTca uU BU3yanusmMpyeTca NporpammHbiMK cpeactBamn. OTmeTKa 06 3/1eKTPOHHOM
nognucu BrAoYaeT ¢ppasy "[JoKymMeHT noanucaH 3NeKTPOHHOM nognucbio”, Homep cepTuduKaTta Katoua
3/1eKTPOHHOM NoanucK, aMununio, MMsA, OTYECTBO Bladebla cepTndUKaTa, CPOK AEUCTBUA cepTUDUMKATA
K/Ato4a aNeKTpoHHOM nognucu. Hanpumep:

<10> MpuKaz MuHUCTEPCTBA CBA3M M MaCCOBbIX KOMMYHUKaumit Poccuiickoit depepaumm u
depepanbHom cny»bbl oxpaHbl Poccuninckon ®epepaumm ot 27 mas 2015 r. N 186/258 "O6 yTBepKaeHUK
TpeboBaHMIA K OpPraHU3aLMOHHO-TEXHUYECKOMY B3aUMOAEWCTBUIO TOCYAAPCTBEHHbIX OPraHoB W
rocyapCTBEHHbIX OpraHM3auMii NocpeacTBOM Ob6bMeHa [OKYMEHTaMM B 3/IeKTPOHHOM  Buge"
(3apeructpuposaH B MuHucTepcTBe tocTUUMM Poccuiickonnt depepaummn 22 ceHtabpa 2015 r,
perucTpaumnoHHbiii N 38956).

OJOKYMEHT NO4NMMUCAH
SNEKTPOHHOM nognncbro
AvpexTop CepTudumkaT 1a111aaa000000000011 N.0. dammnnna
Bnageney ®ammnuna Uma Otyectso
Oetvicteutener ¢ 01.12.2012 no 01.12.2017

MoanucaHue (yTBep)KAEHME) AOKYMEHTA OCYLLECTBASETCA B COOTBETCTBUM C MNyHKTOM 2.47
MpumepHON MHCTPYKLUUU.

2.49. TMeyaTb 3aBepAeT MNOAJAMHHOCTb MOAMNUCU  AOOJ/IKHOCTHOMO /MUA@  HAa  AOKYMEHTax,
yA0CTOBEPAOLLMX NPaBa avL, GUKcHpyowmx GaKTbl, CBA3aHHbIE ¢ GMHAHCOBLIMU CPEACTBAMMU, A TaKKe
Ha MHbIX [OKYMEHTax, NnpeaycMaTpuBAOWUX 3aBepeHuMe noAMuUCUM MeyvyaTbild B COOTBETCTBUM C
3aKoHoaaTenbCTBOM Poccuitckoin Pepepaumm.

[JOKymMeHTbl 3aBepAlOT nevyaTbio oOpraHusaumu. [leyaTb NPOCTaBAAETCA, He 3axBaTbiBas
cob6CTBEHHOPYYHOW MoAnMCM Auua, NOAMMCaBLIEro AOKYMEHT, uanm B mecte, ob6o3HayeHHom "MIM"
("MecTo neuatn").

2.50. OTmeTKa 06 UcnonHUTeNe BKAOHYAET GaMUIMIO, UMA M OTYECTBO (NPY HaIMYMK) UCNONHUTENA,
Homep ero TenedoHa. OTMeTKa 06 UCMONHWUTENE MOMKET AOMNOJHATLCA HaUMEHOBAHWEM LOJ/IKHOCTH,
CTPYKTYPHOrO NogpasAeneHuss M 3/1eKTPOHHbIM aapecom ucnonHutens. OTmeTka 06 ucnonHutene
opopmMAAETCs Ha /IMLEBOMN CTOPOHE MOCNeAHEro IUCTA AOKYMEHTA OT rPaHULLbl IEBOTO NOAA UK, NpU
OTCYTCTBMM MECTA, - Ha 06OPOTHON CTOPOHE INCTa BHM3Y caeBa. Hanpumep:

NnbuH Unbs Nnbuy, OTaen ynpasaeHUs nepcoHaaom, BeAyLLMI cnewmanmct
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OTmeTKa 06 ncnosHUTeNe MOXKeT OCbOpMﬂFITbCﬂ KaK HUXKHUM KOJIOHTUTYN U NeYaTaTbCA LLIpVI(bTOM
MeHbLUEro pasmepa.

2.51. OTmeTKa O 3aBepeHUU Konuu oPopMAAEeTCs ANA MOATBEP)KAEHWUS COOTBETCTBUA KOMUM
OOKYMEeHTa (BbIMUCKM W3 [OKYMEHTa) NOAJ/IMHHMKY fAOKymeHTa. OTMEeTKa O 3aBepeHun Konuu
npocrasaseTca Ha cBob6oAHOM OT TeKCTa MecTe MM, MPU OTCYTCTBUM CBOHOAHOrO MecTa Ha NuLeBow
CTOpPOHE AOKYyMeHTa, Ha 0bopoTe AOKYMEHTa W BK/KOYaET: c1oBo "BepHo", HaMmeHOBaHME A0JIKHOCTU
/ML, 3aBEpPUBLLErO KOMUIO; ero COBCTBEHHOPYYHYO MoAMNUCh; PaclinMpoBKY NOAMUCK (MHMLMANbI,
dbamumnuio); aaty 3aBepeHms Konuu (BbIMUCKU U3 SOKYMEHTA).

Ecnv Konus Bblaaetca Ans npeactaBieHna B APYryto OpraHmn3aumio, OTMeTKa O 3aBepeHun Konum
[OOMOJIHAGTCA 3aMWUCbi0 O MeCTe XpaHeHMA AOKYMEHTa, C KOTOporo 6blna M3rotosBjeHa KomuA, U
3aBepseTcA neyaTbio opraHMsauuun. Hanpumep:

MoANMHHUK AOKYMeHTa HaxoguTca B PBY "HanmeHosaHwue opraHmnsaumm” B gene N 08-05 3a 2015 r."

BepHo
3aB. OTAENOM yrpaBaAEHUA NEPCOHAN0OM Mognuce n.0. damumnua
[aTta Meyatb

Ha Konuax MHOTOCTPAHUYHbIX JOKYMEHTOB OTMETKA O 3aBePEHUN KOMUUN NPOCTABNAETCA HA Ka*KA0M
NNCTe AOKYMEHTA UK Ha nochegHemM nNCTe NpownToro nan CKpensieHHoro NHbim o6pa30M AOKYMEHTa.
3anuncb 0 MecTe HaxoXAeHMA NOA/IMHHUKA NPOCTaBNAETCA TO/IbKO Ha nocnegHeEM IUCTE AOKYMEHTA.

Ona  3aBepeHns Konuu [OOKYMEHTA, W3rOTOBJIEHHOW Ha OyMa*KHOM HOCUTENE, MOXKeT
MCMNO/b30BaTbCA LUTAMN.

Konuu anekTpoHHbIX 4OKYMEHTOB, HanpaBasemMblX N0 MHPOPMALMOHHO-TEIEKOMMYHMUKALLMOHHOM
CETM, 3aBEPAIOTCA 3/IEKTPOHHOM NOAMUCLIO PYKOBOAMTENA OPraHM3aunm Uan MHOTO YNOJIHOMOYEHHOIO
MM /iMUa@ W BbICbINAKOTCA MO/y4YaTeNto C COMNPOBOAUTENbHbIM MUCbMOM B GOpPMe 31eKTPOHHOro
OOKYMeHTa.

Konun 3neKTPOHHbIX [AOKYMEHTOB Ha ¢M3MH€CKM 060C06NEeHHbIX HOCUTENSX BbICbINAKOTCA
nony4yaTtento ¢c conposoanTe/sIbHbIM MMCbMOM Ha 6YMa)KHOM HOcuTene.

B conpoBoguTeIbHOM NUCbME K KOMUAM 3/IEKTPOHHbIX AOKYMEHTOB YKa3blBaeTCA:
HanmeHoBaHUe I/IHCbOpN\BLI,VIOHHOI?I Cucrembl, B KOTOpOﬁ XPaHATCA AOKYMEHTDI;
HanmMeHOBaHNA JOKYMEHTOB, KON KOTOPbIX HAaMpPaBAAKTCA NONy4aTeNo;

HasBaHua $aliNoB AOKYMEHTOB C yKasaHuem dopmaToB dalinoB M obbema KaxKaoro dainna B
bauTax;

AaTa U3rotossieHNA N 3aBepeHnNAa KONnun.

Mpun atom Ha ¢u3MyeckM 060C0H6NEHHOM HOCUTENle HEeCMbIBaeMbIM MAapPKEPOM YKa3blBaeTcs:
"MpunoxeHne K nnucbmy ot (aata) N ...".

Konua 3/1EKTPOHHOIoO AOKYMEHTa, nNpeacrtaBsieHHaAa B BUAE OOKYMEHTA Ha 6YMa)KHOM HOcuTene,



3aBepseTca B NopsaKe, yCTaHOBAEHHOM [TpUMepPHON MHCTPYKLMEN ANA 3aBePeHMSA KONUIN OKYMEHTOB Ha
6yMa)KHOM HocuTene, C yKasaHWeM, B KaKOM WMHPOPMALMOHHOM CUCTEME XPAHUTCA 3JEKTPOHHbIM
OOKYMEHT.

2.52. OTmeTKa O NOCTYN/IEHUW [OKYMEHTa CAYXUT ANA NoaTeBeprKaeHusa dakTa NocTynaeHuA
OOKYMEHTa B OpPraHM3auMio M BKAKOYAET AaTy MOCTYMNEHUA M BXOAALLMIN PErucTpaLMOHHbIA HOmep
OOKymeHTa. Mpn HeobXxoAMMOCTM OTMETKA O MOCTYMAEHUM MOMKET AOMONHATLCA YKa3saHWeM BpeMeHu
NOCTYNNEeHUA AOKYMEHTA B Yacax U MUHYTax M cnocoba A0CTAaBKM LOKYMEHTA.

OTmeTKa o NOCTYNNEHNN AOKYMEHTA MOXET NPOCTAaB/IATLCA C NTOMOLLbIO WTammMa.

2.53. Pesonouma pomKHa colep)KaTb YKasaHMe Mo WUCMNOJHEHUIO AOKYMeHTa. Pesontouma
odopmnseTca Ha cBobogHOM mecTe paboyero nons AOKYMeHTa, Ha 6a1aHKe pe3osilounn UAKM BHOCUTCA
HenocpeACTBEHHO B CUCTEMY 3/IEKTPOHHOIO LLOKYyMeHTOO6OopOTa.

Pesontouns gonxHa BKAOYaTb: GaMUANIO, UHULMANBI UCNONHUTENA (MCNOAHUTEeNEeR), NnopyyeHue
No [AOOKYMEHTYy (KOHKpeTHoe 3agaHue MO WCMOJIHEHMIO [AOKYyMeHTa wan GOopMy/MpPOBKa Leu
PacCMOTPEHMA AOKYMEHTA), NpU HeobXOoAUMMOCTM - CPOK WUCMOSHEHWs, MOANWUCb NuMLa, BbIHECLLEero
pesonoumio, 4aTy pPe3ontoumm:

damnnma U.0., Pamunnua U.0.
Mpowy NoArotToBUTb NPeasoXeHna
kK 10.11.2017 Moanuck

[ara

CpOK MCMNO/IHEHMA MOPYYEHUSA He OOMKEH YKA3blBaTbCA, €CM OH Ha3BaH B TEKCTE NOCTYNUBLLIErO
OOKYMEHTa M PYyKOBOAMTE/Ib HE CYMTaeT HeobXoAUMbIM M3MEHWUTb €ro B CTOPOHY COKpaLLeHWs wnam
ABNAETCA TUNOBbLIM 4151 4aHHOIO BMAA LOKYMEHTa.

Mpy yKasaHWM HECKO/IbKUX MUCNONHUTENEeN GaMuana OTBETCTBEHHOrO MCMONHUTENA YKa3biBaeTcs
nepeoii, noguyepKkneBaeTca nnmn obosHavyaetca cnosom "oTe." ("oTBETCTBEHHbIN").

2.54, OTMETKa 0 KOHTPOJIE CBUAETE/IbCTBYET O NOCTAaHOBKE AOKYMEHTA Ha KOHTPO/1b, MPOCTaBAAETCA
wramnom "KoHTponb" Ha BEpXHEM MNosie JOKYMEHTa.

2.55. OTmMeTKa 0 HanpaBAeHUN AOKYMEHTa B Ae/10 onpesensieT MecTo XpaHeHUa AOKYMeHTa noce
3aBeplueHmna paboTbl C HUM M BKItOYAET: coBa "B aeno", MHAEeKC aena Nno HOMeHKAaType Aen, B KoTopoe
nomeLLaeTcss SOKYMEHT Ha XpaHeHue, C yKasaHuem roga, AO/IKHOCTM vua, 0GOPMUBLUETO OTMETKY,
noanucu, gatel. Hanpumep:

B neno N 01-18 3a 2017 .
3aB. OTAE/10M KOPMOPATMBHbIX MPOEKTOB

Moanuco [ata

OTmeTKa o HanpaB/leHNUN AOKYMEHTa B AE€/I0 MOXET AOMNOJIHATbCA KpaTKMMh cBeaeHUAMU O
XapaKTepe UCNONTHEHNA AOKYMEHTAa.

lll. NogrotoBKka n opopmaeHune oTaeNbHbIX BUAOB AOKYMEHTOB

3.1. JlokanbHble HOpMaTMBHble aKTbl (ganee - JIHA) opraHusauuu usgaloTca B BUAe MpasBun,
NONIOXKEHWUN, UHCTPYKUMIA, pernameHToB, NepeyHer, KNnaccMPpuKatopos M Apyrux BUAOB AOKYMEHTOB.



PekomeHayembiit o6pasel, odopmneHms JIHA Ha npumepe NoNONKEHUA O CTPYKTYPHOM noapasaeneHunm
(npunokenune N 1).

JTHA npnobpeTatoT topnamyeckyto cuay nocae Ux yTBEPXKAEHMA pacnopAaMTeNbHbIM AOKYMEHTOM
(npuKasom) nnam HenocpeaCTBEHHO PYKOBOAMTENEM OPraHU3aLMmM UHBIM YTOTHOMOYEHHbBIM UM JIML,OM.

PykoBogMTENU CTPYKTYPHBIX NOoApasaeneHnin He Bnpase usgasatb JIHA.
3.2. IHA moryT 6bITb:
NOCTOAHHO AeNCTBYHOLWUMM (6€3 OrpaHUYEHMA CPOKa UX MPUMEHEHMA);

BpemMmeHHbIMU (AGVICTBVI-OLLI,VIMVI B TeyeHWe YKa3aHHOrNro B HWUX CPOKa WUAM OO0 HaCTynaeHuA
onpeaeneHHoro cobbitua).

3.3. OcHoBaHuem ana usganua JIHA asnatotca:

3aKOHOAaTe/IbHble U WMHble HOPMaTMBHbIE MpPaBoBble aKTbl Poccuiickon Pepepaummn (yKasbl u
pacnopsaxeHua MpesngeHTta Poccuiickolt ®epepaumn, NOCTAaHOBAEHMA U pacnopsxkeHna MNpaBuTenbCTea
Poccuitckoit Pepepaummn, akTbl peaepanbHbiX OPraHOB UCMOJIHUTENbHOM B1acTu);

3aKoHofaTesbHble aKTbl cybbekTa Poccuiickoii depepaumn, HOPMaTMBHble NPaBOBble aKThbl
OpPraHOB rocyiapCcTBEHHOM B1IaCTN cybbeKTa Poccuitckon ®egepaumm;

paHee n3gaHHble B opraHunsaumm JIHA n/vnmn pacnopaantenbHble AOKYMEHTbI.
3.4. IHA n3patotca B uenax:

YCTAHOB/IEHNA  HOPM, TpE6OBaHMl71, npasun B OTHOWEHUM nNpeameTa HOPMATUBHOIO
perynanpoBsaHna, paHee He ABNABLLUEMCA NPeaMeTOM peryanpoBaHnA B OpraHn3auunm,

N3MEeHEHNA CyLWeCTBYHOWNX HOPM, Tp66OBaHMﬁ, npasua, yCTaHOBJ/IEHHbIX paHee W3aaHHbIMU
HOPMaTUBHbIMU JOKYMEHTAMMU,

OTMEHbI PpaHee YCTaHOB/IEHHbIX HOPM, TpE6OBaHVIl7I, npasun.

3.5. MpegnoxkeHne o paspaboTke npoekta JIHA BHOCUTCA PYKOBOAUTENEM CTPYKTYPHOro
noapasaeneHmna Uan MHbIM SONKHOCTHBIM JIULLOM.

3.6. JIHA paspabaTbiBaeTcs B Cay4yae, ecnu:

MMeeTCA Yy4acToK paboTbl (BONPOCbl AEATENbHOCTM), HYXAAKWUIACA B  HOPMATUBHOM
peryanpoBaHuu;

TpebyeTcA BHECEHWE 3HAYUTENIbHOTO KOJIMYECTBA U3MEHEHWI B paHee NpuHATbIN JTHA;

BbIAABJIEHO HECKO/IbKO JIHA, peryavpylolmx CMeXKHble BOMPOCbl, KOTOpble LenecoobpasHo
06beAMHUTb B OAWNH SOKYMEHT.

AKTyanusauma paHee NpuHATbIX JIHA ocyliecTBaAAeTCA Yepes BHECEHME B HUX U3MEHEHUN.

3.7. NpepnoxxeHne c obocHoBaHMeM HeobxoaumocTu paspaboTkm Hosoro JIHA npeacTasnaeTca
pyKOBOAUTENEM CTPYKTYPHOTO MNoApasheNeHus UaM MHbIM YNOJIHOMOYEHHBIM AO0KHOCTHBIM JIULLOM
pYKOBOAUTENIO OpraHu3aLmm B popme A0KAaLHOM (CNy»KebHOi) 3anncKK, B KOTOPOI M3NaraeTcs:

BOMNpOC, Tpe6yrou.|,v|i/'1 peweHna, C U3NoXKeHnem OCHOBHbIX Hal'lpaBﬂeHMVl, cnocob6os ero peweHns;

NPOrHo3 I'IOCJ'IE,CI,CTBVIﬁ NMPUHATUA HOPMATUBHOIO JOKYMEHTAa,;



OpraHM3auMoHHbIe, KagpoBble, PUHAHCOBbIE, MATEPUA/IbHO-TEXHUYECKME U UHbIE MEepPOnpPUATHS,
KOTOpble Heobxoanmo 6yaeT NPoBECTM B CBA3M C MPUHATUEM HOPMATUBHOIO AOKYMEHTa;

nepeyvyeHb paHee ns3gaHHbIX JIHA, nognexxawmx otmeHe B CBA3M C U34aHNEM HOBOrO HOPMATUBHOTO
LOKYMEHTQ;

npeanaraemblii CpoK AaA pa3paboTKM NPOEeKTa HOPMATUBHOIO AOKYMEHTA.

3.8. CornacoBaHue npoektoB JIHA ocyuwectBnaetcA B COOTBETCTBUMM C NyHKTamm 4.1 - 4.13
MpUMepPHON MHCTPYKUMU.

3.9. JTHA yTBeprKOaetca NPUKasOM PYyKOBOAMTENA, eCAM OAHOBPEMEHHO C YTBep)KAeHuem
HOPMATUBHOFO  AOKYMEHTa HeobXxogMMOo NPUHATb Mepbl  OpraHM3auMoOHHOro, ¢PUHAHCOBOTO,
TEXHUYECKOro, KaApPOBOro UAM MHOTO XapaKTepa M AaTb COOTBETCTBYHOLLME NOPYYEHUA PYKOBOAUTENAM
CTPYKTYPHbIX NOAPa3AeNneHUn UAN MHbIM PAabOTHUKAM OPraHM3aLmMK, a TakKe ecnm HeobxoAMMO BHECTH
M3MEHEeHMA NN NPU3HATb YTPATUBLLMMU CUY paHee yTBepKaeHHble JTHA.

3.10. U3meHeHus B JIHA 1 otmeHa JTHA odopmnAaoTCA NPUKA3OM PYKOBOAUTENA OpraHM3aumm Uau
WMHOTO AO0/I}XHOCTHOTO /LA, MPUHMMaBLLEro pelieHne o6 yteep»kaeHnn JTHA.

N3meHeHna B JIHA u oTmeHa JIHA, yTBepXAeHHble HenocpeacTBEHHO COBCTBEHHOPYYHOWM
NnoAnucbio PYKOBOAMTENA OPraHn3aLMm UAN MHOTFO YNOJHOMOYEHHOTO UM AO/XKHOCTHOTO nua B rpude
YTBEPKAEHWNA, BHOCATCA MpPMKa3oM, MW34aBaeMbIM PYKOBOAWUTENEM OpraHM3auum WAW  MHbIM
YNOJHOMOYEHHbIM UM A0/IKHOCTHBIM INLLOM.

3.11. B TeKcTe npuKasa 06 yTBEPKAEHUU, U3MEHEHUM wuam oTtmeHe JIHA wucnonbayrorca
dopmyNnpoBKK:

npu yTeepxaeHnn Hosoro JSIHA: "YTBepautb (HasBaHue JSIHA)" nnu "YTBepauTs (HassaHue JIHA) u
BBECTM B gencteue ¢ (gata)". Hanpumep:
1. YTBepauTb MNonoxeHne 0 I0OKaNbHbIX HOPMATUBHbIX aKTax OpraHM3auunm,
nnn:

1. YTBepauTb LLTaTHOE opraHm3saumm Ha 2018 roa v BBeCTM ero B geicteune ¢ 1 AHBapa 2018
r. (npunoxexue).

npu BHECEHUU U3MEHEHWUI B paHee yTBepKAeHHbIN JIHA: "BHecT n3meHeHus B (HassaHue JTHA).
Hanpumep:

1. BHecTn cneaytowme nameHeHuna B LLtatHoe pacnucaHune Ha 2018 roa, yTBep»KAeHHOoe
npukasom PEY "HaumeHoBaHWe opraHusaummn” ot 25 gekabps 2017 r. N 345: ...

npu oTmeHe paHee yTBepxaeHHoro JIHA: "Mpu3HaTb yTpaTMBIMM cuny (HasBaHue JIHA),
yTBEpPKAEHHOE ...". Hanpumep:

4. TMpu3HaTb yTpaTUBILUMM cuay [lonoKeHne O HeHOpMMpPOBaHHOM paboyem gHe,
yTBEpKAEHHOe npuKasom PEY "HaumeHoBaHue opraHmsaumm” ot 15 despana 2015 r. N 22.

3.12. OcHOBHbIMK pekBM3uTamun JIHA ABAAIOTCA: HaMMEHOBaHWe OpraHM3auuKn, HanmeHoBaHue
BMAA AOKYMEHTA U 3aro/I0BOK K TEKCTY, COCTaBAAIOLLME OAHO Lenoe, rpud yTBEPKAEHUA, MeCTo U34aHUA
AOKYMEHTa.



Ecnv npoekT JSIHA ABAAETCA MHOFOCTPaHMYHbLIM M K Hemy OoQOpMAAETCA TUTYNbHbIA JIUCT,
YKa3aHHble Bbllle PEKBU3UTbI PAa3MELLLAIOTCA Ha TUTYNIbHOM /IUCTE.

3.13. Hdopmauma cnpaBovyHOro xapaktepa (rpaduku, cxembl, Tabanubl, Gopmbl JOKYMEHTOB)
odopmnsieTca B BUAE NpUaoKeHui K JIHA.

Ha npunoxenuax Kk JIHA opopmnseTtca pekBUSUT "OTMETKA O MPUNOXKEHUN" B COOTBETCTBUM C
NyHKTOM 2.44 MpUMepHO UHCTPYKLUN.

3.14. THA BcTynaeT B CUAY B CPOK, YKa3aHHbIN B NPUKa3e, KOTopbiM yTBepKaeH JIHA, nnan ¢ aathbl
yTBepxaeHua JTIHA.

3.15. PacnopsguTenbHble [OOKYMEHTbl OpraHusaumm usgatotca B Gopme MPUKAsoB MU
pacnopaxeHuin. PekomeHayemble 06pasupl 0bopmaeHUA NPUKa3a U pacnopsaxKeHus (npunoxkeHus N 2,
3).

MpwKasbl U34at0TCA B Lenax 0GOpPMNEHUSA peLleHni:

HOPMaTMBHOrO XapaKTepa (ecin npukasom yTeepxaaetca JIHA uan npuHMMaeTcs pelleHue
OpPraHM3aLMOHHOIO XapaKTepa, Hanpumep, NPMKas 06 yTBEPKAEHUM CTPYKTYPbI U LITAaTHOM YUCIEHHOCTH
opraHusaumm);

OpraHn3aunMoHHOro, agMMHUCTPATUBHOIO, B TOM Y4YNC/1ie ONEPAaTUBHOINO XapakTepa Mo BOMpocam
OCHOBHOW AeATENNbHOCTU OpraHn3auunn.

3.16. MpoeKTbl NPMKA30B MO OCHOBHOW AEATENbHOCTM TOTOBAT CTPYKTYPHble noApasaeneHus
OpraHM3aLMKM Ha OCHOBAHWKM NOPYYEHNI PYKOBOACTBA MO0 B MHULUMATUBHOM nopAake. OTBETCTBEHHOCTb
33 KayeCTBEHHYIO MOArOTOBKY NMpOEeKTa MpWKasa, COr/1acoBaHWe M NpaBuibHOE opopMIeHME MPOEKTa
HeceT pyKoBoauTe/lb MNOAPa3LeNneHus, KOTOpblA FOTOBUT MPOEKT MpuKasa W NpeacTaBAseT ero Ha
noAanuce.

3.17. KoHTponb 3a NpaBWAbHOCTbIO OPOPMIEHMA MPOEKTOB MPMKA30B ocyluecTeaseT Cnykba
AenonpounsBoACTBa OpraHM3auum.

3.18. MpwvKasbl, n3gasaemole B OpraHU3auMn, He O0/KHblI NPOTUBOPEYUTb 3aKOHOAATeNbCTBY
Poccuiickoi (De,a,epau,vlm, YcTaBy opraHusauym, N0KasibHbIM HOPMATMBHbBIM aKTamM OpraHM3aunm n paHee
M3AaHHbIM NPUKasamM opraHn3auyumun.

3.19. NpurKasbl N0 OCHOBHOW AEeATE/IbHOCTU U3A3A0TCA:

BO UCMOJIHEHWE HOPMATUBHbIX MPaBOBbIX aKTOB OPraHOB rOCYAAaPCTBEHHOM B1IACTU U BbILIECTOALLMUX
opraHusauui;

B UEeNnAxX ocyuwecrtsneHunAa ynpaBnqueCKoﬁ AeATENbHOCTH, BbITeKaPOLU,Eﬁ n3 d)yHKLI,VIﬁ 1N 3a4a4
OopraHusauunu.

3.20. TlpuKasbl NO OCHOBHOM [AOEATENbHOCTM COCTaBAAIOTCA Ha OCHOBE TLWATE/NbHOMO MU
BCECTOPOHHErO WM3y4yeHus BOMPOCOB, TPEOYOLWMX paspelleHns, YTobbl cofepskawmecs B MNpMKasax
nopyyeHns OblIM KOHKPETHbIMKU, 06ecneuynmBasmucb [AOCTAaTOYHBIMU MATEPUANbHO-TEXHUYECKUMU WU
$UHAHCOBbLIMM CPEeACTBAMM U B Aa/IbHEWWEM WMCKIOYANIM HEOBXOAMMOCTb KOPPEKTUPOBKM MPUHATBIX
peleHnid B CBA3M C HEMOJHOTOM WM HeJopPaboTKOM NpeablayLWwero NpuKasa.

3.21. NpwuKasbl opraHMsaumm opopmMaAloTCcA Ha 6aaHKe MPUKasa ¢ UCMO/b30BAaHUEM CleLyHOLLMX
PEKBU3UTOB: AaTa [AOKYMEHTA, PErucTpaLMoHHbI HOMEP [AOKYMEHTa, 3aro/IoBOK K TEKCTY, TeKCT,
noanuceb. JaTa W PErucTpPaumoHHbIM HOMEpP NpMKasa MNPOCTAaBAAOTCA MOC/iAe NOoAMNWCAaHMA MPUKa3a
pyKoBOAMUTENEM OpraHU3aLmnm.



3.22. 3aroN0BOK K MpWKa3y nevaTaeTca Yyepes O4MH MEXKCTPOUHbIN UHTEPBAN NOA PEKBU3UTaMMU
61aHKa cneBa OT rpaHuMLbl N1€BOro NoasA. TOYKa B KOHLLE 3ar0/I0BKA He CTaBUTCA. 3aro/I0BOK K MPMKasy
dopmynupyetca ¢ npeasorom "o" ("06"), KPaTKO M TOYHO OTparkadA COLEp)KaHMe TeKcTa MNpuKasa.
Hanpumep:

06 yTBepKAeHUN NHCTPYKUUM NO AeNONPON3BOLCTBY;
O nopsgKke GUHAHCMPOBAHUA PEKNAMHON KaMMNaHWW;
O co34aHMM 3KCNEPTHOM KOMUCCUMU.

3.23. TeKCT npuKasa COCTOUT U3 ABYX 4YacTeil: obocHoBaHMA (Mpeambynbl) U pacnopAgUTeNbHOM
yacTu. B 060cHOBaHMM yKa3blBaeTcA OCHOBAHME, MPUYMHA UK LeNb MU34aHUA AOKYMeHTa. Hanpumep:

B cooTBeTCcTBMM C NpUKa3omMm MMHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHMKAUMA oT 25
Aekabpa 2014 r. N 1494 "0O6 yTtBepaeHuun MNpaBmun obmeHa AOKYMEHTAMM B 3/IEKTPOHHOM
BUAE NPU OpraHM3aunmn HGOPMaLMOHHOIo B3aumogencrema' ...

B uenax opraHusaumn mn nposegeHUA pa6OTbI no 3KCcneptTnse UeHHOCTU AOOKYMEHTOB,
o6pa3yrou.|,v|xcn B OEATENbHOCTUN OpraHun3auum, n 0T60py nx ana nepenayvyn Ha XpaHeHue B
dpPXunB OpraHM3aunn n K YyHUYTOXKEHMUIO ...

3.24. PacnopsaanTenbHas YacTb NPMKa3a HauMHAETCa CI0BOM "MpuMKasbiBato'', KOTopoe nevaTtaeTca
CTPOYHbIMM BYKBAMM BPA3PALKY.

PacrnopaguTtesibHasa 4acTb MOXKET cogepaTb:

peleHna opraHM3aLMOHHOrO XapakTepa (yTBepauTb, co3aaTb, Npeobpa3oBaTb, NMKBUAUPOBATH,
NPU3HATb YTPATMBLLUM CUAY);

KOHKpPETHbIE NOPYYEHUA C YKaszaHUEM UCTIONHUTENS (MCMONHUTENEN) U CPOKOB MX BbIMOJHEHWUA.

3.25. Kaxpoe peleHune (nopydyeHue) obopmaaeTca B NPMKase KaK OTAENbHbIA MyHKT. [MyHKTbI
NnpuKasa pacnonaralTca B JIOTMKO-BPEMEHHOM MOC/NeA0BaTeNbHOCTY U HYMEpPYIOTCA apabcKumu
umdppamn. Ecnn nopyveHue AaeTca KOHKPETHOMY MoApasAeneHuto, ero HaMmMeHoBaHMe nULeTcs
MOJIHOCTbIO, B CKOGKax YyKasbiBatloTcA GamMuams U MHUUMANAbI PyKoBOAUTENs noApasaeneHva B
UMEeHUTEeNbHOM Magerke. Hanpumep:

... Np1Ka3sblBalo:
1. YuebHo-meTogmyeckomy otaeny (Pammnma W.0.) kK 01.11.2017 noarotoBuTb U
NnpeAcTaBUTb Ha YTBEPXKAEHME NNAH yYyebHO-meToaMYecKoM paboTbl Ha 2018 roa.

Ecnn nopy4vyeHune gaetTca KOHKPETHOMY MCMONHUTENIO, ero AONXKHOCTb U d)aMM}'IMFI YKa3bIBalOTCA 6es
CKObOK B JaTenbHOM nagexe. Hanpumep:

3. FnaBHomy 6yxrantepy (Pamumnma U.0.) NoAroToBUTb U NPEACTaBUTb Ha PACCMOTPEHME U
YTBEPXKAEHME CMETY KOMaHAMPOBOUHbIX pacxoaos Ha 2018 rog 8 cpok ao 30.11.2017.

MpeanucbiBaeMoe AeNCTBUE BbIPayKaeTca rNaroiomMm B HeonpeaeneHHon ¢opme. He ponyckaetca
ynoTpebnsaTb HEKOHKPETHble BbipaxeHus tuna "ycunute", "yckoputb", "obecneuntb B KpaTyaliwue
cpokun".



Ecnn ogHOMY MCMONHUTENO HEOBXOAMMO NOPYYUTb HECKONBKO Pa3HbIX 3a4aHUI C O4HMM CPOKOM
BbIMOJIHEHWA, OTBETCTBEHHbIN WUCMOJIHUTE/Ib U CPOK MCMOMIHEHMA YKA3bIBAKOTCA OAMH Pa3 B OCHOBHOM
NyHKTE, a MNOPYYEHMA BbIAENAIOTCA B OTAE/IbHble MOAMYHKTbl. ECAM y nopyyeHMn pasHble CPOKM
WCMOJIHEHWNSA, CPOKU YKa3bIBAOTCA HE B OCHOBHOM MYHKTE, @ B KaXKA0M NOAMNYHKTE.

CpoK ncnonHeHuns AosxeH 6bITb peasibHbiM, COOTBETCTBOBATbL 0ObeMy mnpeanosiaraembix pabor.
Mpu YyCTaHOBNEHUM CPOKA Cc/edyeT Yy4yuTbiBaTb BpPemMA [OBeAEeHWAs [OOKYMEHTa [0 KOHKPEeTHbIX
UCNoONHUTENen.

CpOK MCMONHEHUA B MYHKTaX pacnopaauTesibHOM YacTu NpMKasa He YKasblBaeTca B C/y4YasX, ecau
AeNCTBMA HOCAT perynsipHblii XapakTep M UX BbINONHEHME NPEANUCLIBAETCS Ha BECb Nepuoa AencTBus
NpvKasa. KoauyecTBO MUCMOAHWUTENEH MO  KaxkAomy MyHKTY (NOAMNYHKTY) He orpaHuymMBaeTcs.
OTBETCTBEHHbIW UCMONHUTE b YKAa3blBAETCA NEPBbIM.

EcAn npuKas oTMeHseT MOJIHOCTbIO MM YacTMYHO paHee M3AaHHble AOKYMEHTbl MO TOMY Xe
BOMPOCY, TO B MpeAnociefHeM MyHKTe MpuKasa HeobXoAMMO WX MepeyncInTb C YKasaHuem
HaMMeHOBaHUA AOKYMEHTa, ero AaTbl, HOMepa, 3aronosKa. Hanpumep:

4. MNMpu3HaTb YTPATMBLUMM CUAY NpPUKa3 opraHusaumm ot 5 asrycta 2010 r. N 175 "0O6
VYTBEPXKAEHNM IKCNEPTHOM KOMUCCUM OpraHm3aummn'.

nOCHEAHMVI NYHKT NpPWUKa3a - NYHKT O KOHTPO/sie, B HEM YKasbliBaloTCA OO/IKHOCTb /uUa,
OTBETCTBEHHOIO 3a UCMNOJIHEHNE AOKYMEHTA B UENIOM, €0 d)amvmvm n MHUgmanbl. Hanpmmep:

4. KOHTPO/Ib 3a WCNOJSIHEHMEM MpWKasa BO3/araeTcid Ha 3amecTUTeNns reHepanbHOro
anpektopa ®amunma U.0.

B oTAesibHbIX CNy4anax pyKoBoAUTENb OPraHM3aumMmM MOXET OCTaBUTb KOHTPO/Ib 3a coboli:

KOHTpO/1b 32 UCNO/IHEHWEM NPUKa3a OCTaB/AKD 3a coboli.

3.26. He BKAtoYaeTcs B TEKCT NpMKasa NyHKT "lMNpuKas gosecty 4o cBeaeHua ...".

MoapasaeneHns M AOMMHOCTHblE ANUA, A0 CBEAEHMSA KOTOPbIX HEOBXOAMMO A0BECTM NPUKas,
NepeyncnntoTca B yKasartene (AncTe, CNMCKe) PacCblUIKM, KOTOPbIA FOTOBUTCA UCMNOIHUTENIEM U MOXKET
opopmMAATLCA Ha 060POTHOM CTOPOHE NOC/eQHEro INCTa NPUKa3a.

3.27. B npuKasax He gonycKaeTca:
WU3MEHEHWe paHee YCTaHOB/IEHHbIX CPOKOB BbINOJIHEHMA 3a4aHNI B CTOPOHY WX YBEIUYEHUS;

NPUMeHEHNEe MPOU3BO/IbHbLIX COKPAWEHUA WAN  UCKaXKeHWe HaMMEHOBaHWA CTPYKTYPHbIX
noapasgeneHuii opraHnsaumii, NoABeAOMCTBEHHbIX OpraHM3aUMii-UcnoNHUTeNEN;

npUMeHeHe NPOUN3BO/bHbIX (He 0BLLENPUHATBLIX) TEXHUUYECKUX N APYTUX TEPMUHOB, COKPALLLEHHbIX
C/I0B U HAUMEHOBAHWI.

3.28. Mpu HaAMuMM MNPUNONKEHUA B TEKCTe MNpWKasa B COOTBETCTBYIOLWIMX MyHKTax
pacnopaaMTesnibHOM 4acTu AAKOTCA OTCbIKK: ... (NpunoxKeHue N 1); ... (npunoxeHune N 2); ... "cornacHo
NPUNONKEHMIO", HA NPUNONKEHUN OPOPMIAETC OTMETKA O NMPUNONKEHWUN:

Mpunoxenne N 1



K npukasy ®BY "HanmeHoBaHue
opraHusaumn”
0712.11.2017 N 215

U3paHme BmecTe C NMPUKasom I'lpVI!'IO)KEHMﬁ, HE YNOMAHYTbIX B TEKCTE AOKYMEHTA, HE JO0NYCKAEeTCA.

Ecnv JOKYMEHT, yTBEPKAEHHbIV NPMKAa30oM, BNOCNEACTBUN AeICTBYET B BUAE CaMOCTOATE/IbHOMO
AOKYMEHTa, Ha NepBOM JINCTE JOKYMEHTa B BEPXHEM MPABOM YI/y NpocTaBaseTcsa rpud yTeep:RaeHun
(Npn HEOBXOAMMOCTH, - C YKazaHMEM HOMEPA NPUNOKEHUSA), HanpuUmep:

UHCTpYKumA YTBEPXAEHA
npukasom PEY "HaumeHoBaHUe
opraHumsauun”
01 22.01.2017 N5

3.29. PacnopsaxeHusa oGopmnATCA MO TEM e NpaBuaam, YTo 1 NPUKasbl, 38 UCKAOYEHMEM TOTO,
YTO B KOHLLE Npeamby/bl CTaBUTCA ABOETOUME, MOCAE YEro CAeAYyIOT MYHKTbl PacnopaanTesIbHON YacTy.
Hanpumep:

B uensax ucnonHeHus npukasa PBY "HammeHoBaHMe opraHusaummn” ot 22 asrycta 2017 r.
"06 opraHmMsaumm 1 NpoBeAeHUN KOHKypca "Jlydlwnii cekpetapb KomnaHum - 2017":
1. PykoBoguTeNnAamM ynpasaeHuii, otaenos n nabopaTtopuit B cpok go 10 ceHTabps 2017 .

npeAcTaBUTb CBOW NPEANOXKEHNA O KAHANAATYPAX CEKPETAapen U genonpounssoauTenen ans
y4yacTua B KOHKypce.
2. ...

PacnopsKeHna MoryT He UMeTb Npeambybl.

3.30. Jo npeactaBneHuMA Ha MNOAMNWCb MPOEKT NpPMKasa (pacnopsakeHWa) cOrnacoBbiBaeTcA C
3aMHTepPecoBaHHbIMM INLAMW B COOTBETCTBMU C NyHKTaMu 4.1 - 4.11 MpumMepHOIA HCTPYKLMU.

3.31. [llpukas nognucblBaeT pPyKoBOAUTENb OpraHuMs3auMm WAWM AULO, UCMNOJIHAIOLWEee ero
oba3aHHOCTM.

PacrnopsaxkeHne nognuncbiBaeTcA pyKoBoaUTEIEM M/M/’IM MHbIMNW YNOTHOMOYEHHbIMU UM TN LLAMW.

3.32. Konuun npuKasoB (pacnopsaskeHuit) paccblnaloTcd B COOTBETCTBMM C yKasaTenem (nnctom,
CMMCKOM) PacChINKMU.

JNEeKTPOHHAA KOMusA MpUKa3a pPasMeLLaeTcs B COOTBETCTByHOLW e 6ase AaHHbix CIO wau Ha
KOpPMNopaTMBHOM MOpTa/ie opraHM3aunm B cetn "UHTepHeT".

3.33. Mpu odpopmneHnn NprKasa, U34aBaeMOro COBMECTHO C APYroi opraHu3aument:
61aHK He UCNO/Ib3yeTCs;

HaMMeHOBaAHMA OpraHM3aLMii NeYaTatoTCA Ha OAHOM YPOBHE;

HanmeHoBaHue Buaa aokymeHTa (MPUKA3) pacnonaraerca no ueHTpy.

[laTol COBMECTHOro npuKasa ABASETCA AaTa NPOCTaB/AeHUA nociegHer NoAnucKM Ha AOKYMEHTe.
PerncrpaumoHHbIi HOMep COBMECTHOIO MPMKasa COCTOUT M3 PErmcTpaumMoHHbIX HOMEPOB, MPUCBOEHHbIX
KaXkOoM U3 opraHv3auuMii M NPOCTaBAsSEMbIX Yepes KOCylo YepTy B MOpALKE YKasaHUA OopraHusauui -



aBTOPOB AOKYMEHTa.

TeKcT COBMECTHOro MpuKasa M3naraeTca oOT MNepBOro  /iMua MHOXECTBEHHOro 4yucna
("npuKasbiBaem"), noaAnUcU pyKoBOAUTENEW OpraHuW3aLMii pacrno/siaraloTca Ha OAHOM YPOBHe C/leBa U
cnpasa.

3.34. [leaTeNIbHOCTb MO COBMECTHOM BblpaboTKe pelleHWit Ha 3acedaHuAX COBETOB, KOMUCCUIA,
coBeLaHnAX opopMAAETCS NPOTOKOIAMM.

MPOTOKON COCTaBNAETCA HAa OCHOBAHMM AUKTOPOHHBIX (PYKOMMCHbIX) 3annceit, Npon3BeaeHHbIX BO
BpemaA 3acefaHua, NpeacTaBieHHbIX Te3UCOB AOKNAA0B U BbICTYNAEHWIA, CNPaBOK, NPOEKTOB pelleHnit
(nocTtaHoBNEHUIA).

MpoToKon 0pOPMAAETCA B TEYEHUE OJHOIO - TPEX AHEel Nocne nNposBeaeHUA 3acejaHuna, ecim CPOoKM
€ro no/iIroTOBKM He OroBOpeHbl 0co60.

3.35. PekBM3UTaMM NPOTOKO/IA ABAAKOTCA: HAMMEHOBaHME OpraHMsaumMu, HaMMeHOBaHME BUAA
OOKYMEHTa, 3aro/IoBOK K TEKCTY, AaTa U MECTO 3acefaHuA, PErMCTPALMOHHBIN HOMEpP NPOTOKOA, TEKCT,
noanucu.

3.36. 3aronoBoK K TEKCTYy MNPOTOKONa oOTBeYyaeT Ha Bonpoc "4yero?' M coAep)KMT yKasaHue
noApasfeneHnn UAun opraHa, AesTe/IbHOCTb KOTOPOro NpoToKoaMpyeTca. Hanpumep:

NPOTOKOA 3aceAaHuA aTTecTalMOHHOM KOMUCCUU
NMPOTOKO/ 3acefaHnA Hay4HO-METOAMYECKON KOMUCCUMN.

[JaTtoi npoTokona ABnseTca Aata 3acefaHunsa. Ecam 3acepaHue npoaonrKaeTca HECKONbKO AHEW,
YKa3blBaeTcA gaTa Hayana 3acefaHuA n yepes TMpe - gata OKOHYaHuA: 12 - 13 maa 2018 r.

3.37. TeKCT NpOTOKOANa A0/KEH COCTOATb U3 ABYX YacTeli: BBOAHOM M OCHOBHOW. B BBOAHOI YacTu
NpPoTOKONa YKasblBatoTca pamunanmn npeacegatens (npencesatennCTBYOLLEro); cekpeTtaps; damuanu
YUYaCTHUKOB, NPUCYTCTBYIOLWMX HA 3aceaHnK; 1L, NPUrNaLLIEHHbIX HA 3acegaHune; NOBEeCTKa AHA.

Ecnam KonnyecTtBO NPUCYTCTBYIOWMX HA 3acefaHMKM MpeBblllaeT 15 yenosek, B BBOAHOIZ 4actu
NPOTOKO1a AeNnaeTCA CCbl/IKa Ha CNUCOK, FIBﬂFII-OLLI,VIl‘;ICFI HEOTbEM/IEMOM YaCTbtO NPOTOKOANa. Hanpwmep:

MpucyTtcTBoBanu: 25 yen. (cnMcok npunaraetca).

BBogHaA 4acTb MPOTOKO/MA 33aKAaHYMBAETCA MOBECTKOW AHA, cogepiKallei nepeyeHb
paccmaTpMBaeMbIX BOMPOCOB, NEPEUYNCAEHHDBIX B NOPAAKE UX 0OCYKAEHUA C yKasaHMeM AOKAag4uMKa No
KaXkQomy paccmaTpuBaemomy Bomnpocy. Bonpocbl noBecTkn aHA dopmynupytotca ¢ npegnorom "o"
("06"), neyaTatoTca OT rpaHMLLbl 1EBOrO MOJIA U HYMepytoTca apabckummn uudpamm.

B OCHOBHOI YaCTK NPOTOKO/1a GUKCUPYETCA XO4, 3aceaaHus.

3.38. [MoNHbI NPOTOKOA COAEPKMUT 3aNUCh TOFO, YTO NPOUCXOLNIO BO BpEMA 3acefaHnsA, BKAOYan
BONPOCbI K AOKNAAUYMKY, OTBETbl Ha HWX, BbICTYN/JEHMA B XoA4e 0OCyAeHMA BoMpoca, pesynbTaTbl
rofI0COBAaHUA MO BOMPOCY W MpPUHATbIE pelleHua. PekomeHayemblnt obpasel, obopmaeHUs MNOSHOro
npotokona (npunoxeHue N 4).

KpaTkMe npoTOKOAbI BeAyTcA MNPy  PacCMOTPEHWW BOMPOCOB OMEpPaTMBHOIO  XapakTepa.
PekomeHayembiit obpasel, opopmaeHUa KpaTKoro npoTokona (npunokeHue N 5). B KpaTKOM NpoToKone
duKcupyetca Tema obcykaeHuns, damuama 4oKnaa4mMKa no BONPocy v NPUHATLIE peLleHus.

3.39. OcHOBHaA 4acCTb MOMHOrO MPOTOKO/AA COCTOMT M3 pPa3AesioB, MOCBALLEHHbIX BOMPOCam
NOBECTKM AHA. X04 pacCMOTPEHUA KarxKAoro BONpoca 3anncbiBaeTca B nocnegosatenbHoctn: CIYLLAMN -



BbICTYIMWUAW - PELLNNN.

MocTaHOBNEHWE (peleHue) B TEKCT MPOTOKO/MA BHOCUTCA MOJIHOCTbIO B TO HOpPMYy/NMPOBKe,
KoTopas bbl/la NpUHATA Ha 3acedaHuu; nNpu HeobxoaAMMOCTM NPUBOAATCA UTOMM rosocoBaHus: "3a - ...,
NpPoOTMB - ..., BO34eprKanoch - ...".

3.40. TMpoTokon 3acedaHuss NoAMUCbIBaeTcs npeacenatenem (npeacenaTensCTBYOWMM) U
CeKpeTapem 3acefaHus, ecin MHOe He ycTaHoBneHo JTHA.

3.41. I'IpM HEO6XO,CI,VIMOCTVI KOMMMN NpPOTOKO/I0B WU/IM BbLIMUCKKN M3 NMPOTOKO/I0B pPaCCbiNakoTCA
3anHTEpPECOBAHHbIM /IULAM B 3ZTEKTPOHHOM BNAE B COOTBETCTBUU C YKA3aTeNEM PaCCbIIKU.

B BbiNUCKE W3 MNPOTOKONA [AOJ/IXHbl BOCNPOU3BOAUTLCA BCE PEKBM3UTbI 3arosI0BOYHOM 4acTu
NPOTOKOMA, BBOAHAA 4YacCTb, BOMPOC MOBECTKM [HA, MO KOTOPOMY FOTOBMTCA BbIMUCKA, U TEKCT,
OTparkaloLLnit 0b6CyKAeHMe BOMNPOCa U MPUHATOE peLleHune.

3.42. fenosoe (cnykebHoe) MMCbMO roToBUTCA Ha 6naHKe nucbma. MpuW COCTaBAEHUM MUCEM
0bOPMAAIOTCA PEKBU3UTLI: agpecaT, 3aro/IoBOK K TEKCTY, TEKCT, No4nNucb, OTMeTKa 06 UcnoaHuTene, B
HeobxoaMMbIX C/ly4yasix - OTMETKA O NPUJIOKeHUU. PekomeHayembin obpasel, obopmieHns 4enoBoro
nucema (npunoxkexHue N 6).

3.43. EcvM nNUCbMO ABNAETCA OTBETOM Ha MOCTYNUBLUMI 3anpoc MAM Npocbby, 3anonHseTca
PEKBU3UT "CCblIKa Ha PErMCTPALMOHHBIN HOMEpP W AaTy NOCTynMBLIEro nucbma".

HanmeHoBaHMe BMAa AOKymeHTa ('nMcbmo") u pasHoOBMAHOCTb NUcbma (Hanpumep, "npocbba”,
"MHPopmaLmoHHoe", "conposoauTenbHoe", "sanpoc", "HanomuHaHue") B AeN0BbIX (CAyXebHbIX)
NMMUCbMax He YKa3blBaloTCA.

Ecnn nucbMo HanpaeaseTca agpecaTy No 3/1eKTPOHHOM NoyTe uau no gpakcy 6e3 JoCbINKKU No NoyTe,
BMECTO MOYTOBOrO aApeca yKasblBaeTCsA agpec 3/1eKTPOHHOM NoYTbl UAN Homep TenedpoHa-dakca.

3.44. [Oenosoe (cnyxebHoe) NUCbMO [O/MKHO ObiTb MNOCBAWEHO oAHOMYy Bonpocy. Ecau
HeobxoaMMO 0bpaTUTLCA B OpraHn3aLMio OAHOBPEMEHHO MO HECKOJIbKMM BOMPOCaM, PEKOMeHayeTca
COCTaBUTb OTAENbHOE MUCbMO NO KaXXA0MY U3 HUX.

MnMcbMO MOXKeT KacaTbCA HECKOJ/IbKMX BOMNPOCOB, eC/I OHU B3aMMOCBA3aHbI.

3.45. B ogHOM NUCbMe He A0XKHO bbiTb 6onee YeTbipex aApecaTos, MPU 3TOM OCHOBHOM agpecaT
YKa3blBaeTca NepBbiM, OCTa/IbHbIM aApecatam MUCbMO HanpaBAseTca 414 CBeAeHUs.

an HEOGXOAMMOCTI/I Hanpasutb NNCbmMo 6OJ'IbLIJEMy Koan4yecTsy agpecaTtoB, rotoBUTCA CNUCOK
PaCCbIZIKN, N MUCbMaA PaCCblalOTCA NO CMUCKY.

3.46. TllpuM coOCTaBAEHMM AeN0OBblIX MUCEM MCMOAb3YEeTCA BCTynuTenbHOe obpalieHne W
3aKNt0UYMTEIbHAA 3TUKETHaA ¢pasa B COOTBETCTBUM C MYHKTOM 2.43 MpUMEPHOI MHCTPYKLMMK.

3.47. TeKCT NUcbMma U3naraeTca:

oT 1-ro Mua MHoKecTBeHHoro uncna ("npocum ...", "npegnaraem ...", "HanommnHaem ...");

OT 3-ro AMua eguMHCTBEHHOro 4ucaa ("npep,anﬂTme CYNUTAET BO3MOXKHbIM ..., "MHCTVITyT HE

pacnonaraeT BO3MOXHOCTbIO ...");

oT 1-ro anMua egmHcTBEeHHOro yncna ("npouwy ...", "npeanarato ..."), ecnn nnucbmo obopmaseTcsa Ha
JO/IKHOCTHOM BaHKe.

3.48. Ecan npoeKkT AenoBoro (cnyKebHoro) NUcbma HanpasAseTcA agpecaTty Mo MnoyTe, MPOeKT



rOTOBUTCA B ABYX 3K3emMnaapax: OAMH 3K3emnaap odopmasetca Ha 6GnaHKe, BTOPOW 3K3emnaap,
npeaHasHayeHHbIW g5 BUSMPOBAHMA) - HA CTaHAAPTHbIX IMCTax Bymaru.

Jenosoe (cnyxebHoe) NUCbMO [0 NPeLCTaBAEHUA HA MOAMUCH AO/MKHO ObiTb COr1acoBaHO
(3aBM3MpPOBAHO) CO BCeMM 3auUHTEepPeCcOBaHHbIMU MLamu. CornacoBaHue (BU3NpOBaHUE) AeN0BbIX NUCEM
NpPoBOANTCA B COOTBETCTBMM C NyHKTaMu 4.1 - 4.11 MNpumepHON MHCTPYKLUUMN.

3.49. [lenosoe (cny»kebHoe) NMCbMO NOAMUCLIBAETCA PYKOBOAUTENEM OPraHmsauum UAN UHbIM
YNOJAHOMOYEHHbIM UM nuuoMm. MognucaHHoe aenosoe (cnykebHoe) MMCbMO NOANEKUT PerncTpaymm u
OTnpaBKe.

He AONYCKaeTCA OTNpPaBaATb agpecatamM NMCbMa, HE UMeloWLne AaTbl U PerMcTpauMoOHHOIo Homepa.

3.50. [ocne noAnuMcaHWA nNMUCbMa W ero pPerucTpaumm 3K3emnasp nNuUcbmMa C  BU3aMu
3aMHTEePECOBaHHbIX UL, NOMELLAETCA B AeNO0.

3.51. AKTbl COCTaBAAIOTCA Ha OCHOBE YTBEPXKAEHHbIX OpraHaMM BAACTU YHUOULMPOBAHHBIX GOpMm
unu B cBobogHom dopme B LEAX NOATBEPKAEHNA PAKTOB, CBA3AHHbIX C AEeATE/IbHOCTbIO OpraHn3aLunm.
PekomeHayemblii 06pasel, opopmaeHna akta (npunoxkexHme N 7).

3.52. Mpn cocTaBneHUM aKTOB WUCMONb3YIOTCA PEeKBU3UTbl: HAMMEHOBaHMe OpraHusauum;
HanmeHoBaHWe BWUAA AOKYMEHTQ; AaTa AOKYMEHTaQ,; perMCTpaLLMOHHbIVI HOMep [OOKYMEHTa; MeCTO
COCTaB/1€HNA NN N30aHNA AOKYMEHTQA; 3aro/1I0BOK K TEKCTY,; NoANUCH.

3.53. ,ﬂ,aTOVI adKTa AB/IAETCA AaTa COCTaB/N1EHNA aKTa U NOANMUCAHNA ero COCTaBUTENIAMM.

Ecnn popmoit akTa npesycMoTPeHO ero yTBepsKAeHMe PYKOBOAMTENEM OPraHM3aumm UAnM UHbIM
YMO/HOMOYEHHbIM A0/IKHOCTHBIM JINLLOM, AaTOW aKTa ABMAETCA AaTa ero yTBepXaeHus.

3.54. B BBOAHOM YaCTM aKTa B UMEHUTEIbHOM MafleXKe yKa3blBaoTCA:

OCHOBaHMWE COCTaB/JEHUA aKTa (NIOKaNbHbI HOPMATWMBHbIN aKT; PacCNoOpPAAUTENbHbIN OOKYMEHT
opraHuMsaumm (nNpuKas, pacnopskeHue); ¢akT uanm  cobbiTUe, NOCAYXKMBLIEE OCHOBaHWEM AnA
COCTaB/IEHUA aKTa);

cocTaBuTenn akta (nepeuncnatotca nocne cnosa "CocTasneH" € yKasaHMEM [O/IKHOCTEN,
HaMMEHOBaHWI opraHM3aluunii, eciv COCTaBUTENN ABAAIOTCA MPeAcTaBUTENAMM APYrol opraHusaumm,
damununii u nHMUManos).

Ecnm aKT cocTaBneH KOMUCCHEN, NepBOI yKasbiBaeTca pamuama npeacenatens KOMUCCUMM, 3aTeM
YNeHOB KOMMUCCUM B andaBUTHOM MOPSLKeE.

3.55. B TeKCTe aKTa U3/1aratoTcs Leam 1 3aa4n COCTaBNEHMA aKTa, CYLLHOCTb, XapaKTep, MeToabl 1
CPOKM NpoaenaHHol paboTbl, ee pesynbTathl.

Mpwn HEO6XOAMMOCTM adKT MOXKET coaepKaTb BbIBOAbI U peKoMeHaAaUunn.

B 3aKntouMTENbHOM YacTKu aKTa YKa3blBalOTCA KOZINYECTBO NOAroTOB/IEHHbLIX 3K3EMNNAPOB aKTa U
MECTOHaXOXOeHNEe KaxXgoro aksemnnapa. Konnuyectso IK3eMNIAPOB aKTa onpeaenAaeTtca Konn4ecrsom
CTOPOH, 3anHTEPECOBAHHDbIX B ero COCTaB/1€HUMH, nnn HOPMaTnUBHbIMUA TPE6OBaHI/IHMVI,
pernameHTnpyrwmnmm CoCtaBeHME aKTOB KOHKpETHOﬁ Pa3sHOBUAOHOCTU.

3.56. 3K3EMI'II1’FIpr dKTa nNoAnucbliBardTCA BCEMU YIE€HaMU KOMUCCUU (ech dKT COCTaBAaANCA
KOMMCCMGﬁ) NN CoCTaBuUTenamum u, npu HEO6XOLI,MMOCTVI, NPUCYTCTBOBABLUMMU NN AMNA.

Mpu nognucaHMKn aKTa Npeacegatenem U YaeHamm KOMUCCMUM HAMMEHOBAHMA UX LI,Oﬂ)'KHOCTEl\;I He
YKa3biBatOTCA.



Ocoboe MHeHMe COCTaBMTENA aKTa M3Naraetcad Ha OTAe/IbHOM JNCTe, NOANWUCLIBAETCA M
NPWNAraeTcs K aKTy.

3.57. Ecnm 3akoHopaTenbctBom Poccuiickoit degepaummn npeaycMOTPEHO O3HAKOMIEHME C
coZeprKaHNeM aKTa inL, YNOMAHYTbIX B aKTe, No4, NOANMCh, Ha NOCAeAHEN CTPAHULLE aKTa NPOCTaBAAeTCA
O3HaKomuTesibHasA BM3a "C akTOM 03HaKoMeH(bl)", MpY 3TOM YKa3bIBalOTC HAMMEHOBAHMA LONKHOCTEN,
NINYHble noanuck, pacwmdpoBKM Noanucen, AaTbl O3HAKOMAeHMA. JlMua, KoTopble 3HAKOMATCA C
cofepKaHNeM aKTa, UMEIOT NPABO HE COrNacUTbCA C COAEPHKAHNEM AKTa B LLEIOM WU €ro OTAEIbHbIMM
NONIOXKEHUAMM, YTO AONKHO ObITb 3aPUKCMPOBAHO NPU 03HAKOMIEHUM C AKTOM.

3.58. [loknagHasa (cny»kebHas) 3anmcka MCNosb3yeTrca ANAa onepaTUBHOrO MHGOPMaLMOHHOro
obMeHa mMmeay CTPYKTYPHbIMM noapasfeneHuamMrU UM PyKoBoACTBOM. PekomeHayemble o06pasupl
0hOpPMIEHUNA AOKNAAHON 3aNUCKU U CAYKeBHOM 3anMCKM, NOAroTOB/EHHON Ha OCHOBE 3/1eKTPOHHOTO
wabnoHa (npunoxkenma N 8, 9).

3.59. ObA3aTeNnbHbIMU PEKBU3UTAMU AOKNALHON (CNY>KeBHOW) 3aNUCKKN ABNAIOTCA: HAMMEHOBaHKeE
CTPYKTYPHOro noApasgeneHna, HauMeHOoBaHWe BWAA AOKYMeHTa (4OKnagHas 3anucka, cay»kebHas
3anucka), AaTta, 3aro/I0BOK K TEKCTY, aapecaT, TEKCT, MOAMNMUCH.

3.60. MNpu agpecoBaHUN AOKNAAHbIX (CAyXebHbIX) 3aNUCOK YKa3biBalOTCA B AaTe/IbHOM Najeske
[OJI}KHOCTb /LA, KOTOPOMY aApecoBaH AOKYMEHT, pamunansa u nHnumansl. Hanpumep:

3amecTutento reHepanbHOro
aupekTopa PBY "HanmeHoBaHue opraHusaumm”
damunnma U.0.

nnun:

Pykosoautento [lenaptameHTa
MHPOPMALMOHHbBIX TEXHOIOTUI
®Pamumana N.0.

3.61. OoknagHble (cnyxebHble) 3annCcKM MOTYT COCTaBAATLCA, PACCMaTPUBATLCA U XPaHUTLCA B
TeyeHMe YCTAaHOBNIEHHOIO CPOKa UCKAIOUYNTENBHO B 31€KTPOHHOM BMae B CI/.

Mpu opraHusauum paboTbl C AOKAAAHBIMU (CNYKEBHBbIMW) 3anNMCKamu B 3NEKTPOHHOM BUAe
MCNOb3YIOTCA 3/IEKTPOHHbIE WabA0HbI LOKNAAHOMN U CNyKeBHOW 3anmncok.

3.62. TeKcT AoOKNagHoM (cny:KebHOW) 3anMMCKM, B 3aBUCMMOCTM OT C/IOXHOCTM COAEPMKaHWA U
NPMBOAMMOWN apryMeHTaL MK, COCTOUT U3 O4HOM, ABYX UM TPEX YacTel:

B I'IepBOI‘/JI 4YaCTn M3NarakoTCcA NPUYUNHDLI, d)aKTbl nnn C06bITVIF|, nocnyxuswmne nosogom nnAa
COCTaB/1€HMNA AOKYMEHTAQ;

BO BTOpOVI 4aCTun Ja€eTCA aHaNn3 CNOXUBLUENCA CUTYyaunun, BO3MOXKHbIE BapPUaHTbl €€ peLleHNA;
B TPETbEﬁ 4aCTU U31arakoTcA BbiBOAbI.

3.63. Pernctpaums AoKAagHbIX U CNyxebHbIX 3aNMcoK ocylectenserca B C3/[, npu otcytcteumn CI[,
- B CTPYKTYPHOM MnoApa3saeneHunm, nogroToBmMBLLIEM AOKYMEHT.

3.64. [lenosble NMcbMa, Hanpasasiemble 3apybeXKHbIM KOpPecnoHAeHTam (B TOM Yuc/ie agpecaTam
rocyfapcTse - 6biBWKX pecnybamKk B coctaBe CCCP), opopmastoTcs Ha 6i1aHKe NMUCbMa OpraHusauum ¢
PEKBM3UTaMM Ha PYCCKOM M OZLHOM M3 MHOCTPAHHbIX A3bIKOB.

3.65. MncbMmo, HanpaBasemoe 3apyberKHoMy agpecaTy, COCTaBAAETCA Ha PYCCKOM 3bIKe, NPOXoauT



cornacoBaHMe CO BCEMM 3aUHTEPECOBaHHbIMWN ANLAMUN OpraHn3aLmm, nocse Yero NMCbMo NepeBoamTca
Ha OAWH M3 MHOCTPAHHbIX A3bIKOB (A3bIK aApecaTta UKW aHIIMNCKUIA A3bIK) U odbopmasaeTca Ha BnaHke
nucbmMa, NpeaHasHaYeHHOM A4 NePennCKM € 3apybeXKHbIMN KOPPECNOHAEHTAMM.

MoAMHHNK NUCbMa, 0POPMIEHHbIN HA OAHOM U3 MHOCTPAHHbIX A3bIKOB, A0/XeEH BbITb UAEHTUYEH
MO COAEP>KaHMNIO IKIEMMNAPY HA PYCCKOM A3bIKE C BU3aMM 3aUHTEPECOBaHHbIX /ML,

3.66. Ha nognucb pykoBOAUTEND NPEACTaBAAIOTCA: 3K3eMnnAp MuMcbMa 3apyberkHomy
KoppecnoHAeHTY, 0dOPMEHHbIM HAa BaaHKe, KONUA AAaHHOIO MMCbMA Ha CTaHAAPTHOM AucTe Bymaru ¢
BM30M UCMONHUTENA, SK3EMNAAP NMUCbMA HA PYCCKOM A3bIKE C BU3aMW 3aUHTEPECOBAHHDbIX /ML,

3.67. Mocne nognucaHnAa nucbma pyrkosoauTenem man MHbiM ynosIHOMOYEHHbIM UM TULLOM:

3K3eMNIAp  Nucbma, OQPOPMAEHHbIM Ha 6naHKe, MNOAMNUCAHHLIA  pyKoBoaUTENEeM U
3aperncTpupoBaHHbIi B Ciyx6be 1enonponsBoacTBa, HanpasaseTca agpecary;

KOMMA NMUCbMa C BM30M UCNOAHUTENA U 3K3emMnaap nnucbma, COCTaBNEHHbIN Ha PYCCKOM A3blKe, C
BN3aMM 3aNHTEPECOBAHHbIX UL, NOMELLATCA B AeN0.

3.68. Mucbma, Hanpasasembie 3apybeKHbIM agpecaTam, AO0/XKHbI MMETb PEeKBU3UTbI: agpecar,
[aTa, PerncTpaLmMoHHbIA HOMep, TEKCT, NOAMNUCD.

Mpu HeobxoAMMOCTM MOTYT 0DOPMAATLCA PEKBU3UTDI "CCbINIKA Ha PErnCTPaLMOHHbI HOMep 1 AaTy
nocTynuBlUero nucbma" UM '"3aronoBoK K TeKcTy'. Ha KonuuM nucbma, MNOMELLaeMON B Aeno,
[ONONHUTE/IbHO MPOCTaBAAETCA OTMETKa 06 ncnoHuUTeNe.

3.69. Peksu3uT "agpecat" opopmaseTca cnpasa nog peksmsutamu 6naHKa. Agpecatom nucbma
MOKET BbITb OpraHM3aumsa UM KOHKPETHOE NULO.

Ecan nucbmo afpecoBaHO OpraHM3auunn, CHayasa gaetcA ee HaMMeHOBaHUe, 3aTemM - MOYTOBbIN
agpec B nocnenoBate/ZIbHOCTU: HOMEP AOMa UNU 30aHNA, Ha3BaHWeE yanLbl; Ha3BaHWe ropoaa,; CTpaHa.

Kaxkablit aneMeHT agpeca NULIETCA Ha OTAeNbHOW CTpoKe. HasBaHue ropoga, Kak NpaBuno,
neyaTtaeTcA NPonNUcHbIMK BykBamu. Hanpumep:

Brook & Son Toymakers
61 - 71 Steel Street
BRIDGETOWN

BR61 7RE

U.S.A.

Cnosa Avenue, Street, Place 1 nHble B agpece NULWYTCA C NPOMMUCHOM BYKBHbI.

Mpn odopmMneHMM no4yToBOro agpeca 3apybekHblM KOPPECNoOHAEHTaM MNyHKTyauusa He
npumeHseTca.

Mpuv agpecoBaHnM NMCeM HEOHBXOAMMO YUYUTbIBATb TPAAULMK, XapaKTepPHbIe AR OTAENbHbIX CTPaH
(Hanpumep, B BenukobpuTaHUKM Mocne ykasaHWa ropofa MOXKeT b6biTb yKasaHo rpadcreo, B CLUA -
Ha3BaHMe LWTaTa).

Ecnn B HazBaHUKU dupMbl NpUcyTcTBYEeT Ppamunma nmua (Hanpumep, W. Edward & Co., Ltd), nepeg,
Ha3BaHMeM GMPMbI NPUHATO CTaBUTb cNoBO Messrs (CoKpalieHue oT Messieurs - rocnoaa).

Ecnv nucbMo agpecyetca KOHKPETHOMY Auuy, nepes Ha3BaHMEM OpraHM3auMu YKasblBaloT
bamuanio N AOMKHOCTb PabOTHMKA MAKN €ro A0/KHOCTb.



Hanpumep:

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

NE12 OLD

U.S.A.

3.70. B nucbmax 3apyberkHbim agpecatam gata odopmaseTca cnoBecHo-uudposbim cnocobom B
nocnenoBaTe/IbHOCTU: AeHb MecaLa, MecsL, rog,.

Hanpumep: 24 ansapa 2017 r.

Mpn cocTaBAEHMM NUCbMA HA aHMIMACKOM A3blke Aonyckaetca odopmaeHue patbl B
nocnenoBaTeNbHOCTU: rog, Mecal, AeHb mecaua. Hanpumep: 2017, January 24.

3.71. B nucbmax 3apyberkHbIM agpecaTaM MCMNOAb3YHOTCA BCTyNUTeNbHble o6paleHus no
AONIKHOCTM UM no pammnanm agpecata. Hanpumep:

YBaykaemblii rocnogmH Toproebiii COBETHUK!
YBarkaemblit rocnoguH AHrenos!

3aKaHuMBaeTCA MUCbMO 3aKNHYNTENbHOM STUKETHOM ¢pasoi "C yBaxkeHuem, ...".

IV. CornacoBaHue NPOEKTOB A OKYMEHTOB.
MopnucaHue (yTBEpKAEHME) NPOEKTOB AOKYMEHTOB

4.1. CornacosaHue NPOeKTa A0OKYMEHTa NpoBOAUTCA A0 €ro noanncaHnAa pykosoauTenem B UeNAx
OLUEHKWN COOTBETCTBUNA MPOEKTA 3aKOHOOATENbCTBY Poccuiickoi CDe,u,epau,MM, JNOKa/IbHbIM HOPMATUBHbIM
dKTaM OpraHun3aunun, Kadyecrtea 1 3¢d)eKTMBHOCTM npeagnaraemoro peweHua.

CornacoBaHue NPOeKTa AOKYMEHTa opraHunlyetca HenocpeacTBeHHbIM NUcnonHUTeENnEmM
(COCTaBVITel'IeM) M pyKkosogutenem nogpasaeneHnAa-ucnonHutTena wu nposoaunTcaA B npeaenax
YCTaHOB/N1IEHHOIO CPOKa UCMNOJIHEHUA.

4.2. Mpwn Hannumm B opraHusaumm C3/[, cornacoBaHue NPOEKTOB AOKYMEHTOB OCyLLEeCTBAAETCA B
aBTOMATM3MPOBAHHOM  peXMme MOCPeACTBOM  HamMpaB/ieHWA MPOEKTOB  AOKYMEHTOB  /INLAM,
Ha3Ha4YeHHbIM B Ka4YeCTBe COrnacyowmx, u odopmaeHna pesynbTaTos cornacoBaHma B CI/.

CornacoBaHue NPOEKTOB AOKYMEHTOB MOXET OCYLWeCTBNATbCA NOCpeacTBOM KOpnOpaTMBHOVI
QHEKTpOHHOﬁ NoYTbl U Od)OpMﬂeHVIFI NCNoONHNTENEM NNNCTA COrNaCoBaHMA C NPUNOXKEHNEM INTEKTPOHHbIX
COO6LLI,€HMI\;1 1y, y4aCTBOBaBLIMX B COr/1aCOBaHUN NPOEKTA AOKYMEHTA.

4.3. CornacoBaHue MNPOEKTOB [AOKYMEHTOB C pPaboTHMKamu opraHuMsaumMmM u/vam Apyrumu
OpPraHM3aLMAMM OPraHN3yeT UCNOHUTENb NOC/IE COTIACOBaHMA B paboyemM NopagKe NPoeKTa LOKYMEHTa
C PYKOBOAUTENEM CTPYKTYPHOTO NOAPA3Ae/IeHNA U B COOTBETCTBUM C MHCTPYKLMEN NO Ae/10MPOn3BOACTBY
OpPraHM3auMM WM  WHBIMW  JIOKAZIbHBIMM  HOPMATMBHBIMU  aKTamW, Peryanpylowmumm  npouecc
COrNacoBaHus (BU3MPOBAHUA) NPOEKTOB AOKYMEHTOB.

4.4, NpoeKTbl 4OKYMEHTOB COr1acyroTCA:

HenocpeacTtBeHHbIM UCMONTHUTENEM N PYKOBOAUTENNIEM NO4Pa3aeneHnA-MCNnoNHUTENA;



concnonHunTenamm (I'IpM nx HaJ'IVI‘-IVIVI);

PYKOBOAUTENAMMU CTPYKTYPHbIX NOApPasAeneHuit, paboTHMKAMM OpraHusaummn, HanpasaeHUA
aearenbHocT U/uan GyHKUMOHabHble 06A3aHHOCTM KOTOPbIX 3aTParnsBaloTca B MPOEKTe AOKYyMeHTa
N/MAN KoTopble yKasaHbl B MPOEKTE AOKYMEHTa B KayecTBe WCMosHuTenein (B ciydae BPEeMeHHOro
OTCYTCTBUA PYKOBOAUTENA NOAPA3AENEHNA NPOEKT LOKYMEHTA BUSMPYET INL0, BPEMEHHO UCMONHAIOLLEee
ero 06s3aHHOCTH);

3aMeCTUTENIAMM PYKOBOAUTENA OPraHmM3aummn, KypupyoLwWMmMN 3aTPOHYTble B MPOEKTe AOKYMEHTa
BONPOCHI (€CNM AOKYMEHT NoAnucbiBaeTca (yTBepKaaeTcsa) pykosoamTenem opraHnsaumnu);

topuandeckon cnyxkboi (npoektos J/IHA, NpoeKToB NPUKA30B);
CnykboW genonpomsBoacTBa.

MpoeKTbl AOKYMEHTOB, peanu3aumsa KOTopbix TpebyeT ¢pUHaAHCOBbIX 3aTpaT, COr/iacoBbIBAOTCA C
dUHaHCOBbIM NoApasaeneHmem.

He ponyckaeTcs HanpasAsATb Ha COrNacoBaHUe NPOEKT AOKYMEHTa 04HOBPEMEHHO ABYM UK Bosiee
paboTHMKaM OZHOro CTPYKTYPHOro noApasaenieHns. B KauecTBe AnL, COrNacytomxX NPOEKT AOKYMEHTa,
[AOJIXKHbI BbICTYNaTb NPEUMYLLLECTBEHHO PYKOBOAMTENN CTPYKTYPHbIX NOAPA3AENEHUA.

4.5. BHewHee cornacosaHue NPOoeKTa AOKYMEHTA OCYLWECTBNAAETCA NOCPeACTBOM HaNpaBaeEHUA
NpoeKkTa B ApPYyryro OpraHumsauuvio C conpoBoauTENIbHbIM MUCbMOM, B KOTOPOM YKa3biBaeTCA CPOK
cornacosaHuA.

Ecnn opraHusaumm, cornacylowme MNPOEKT AOKYMEHTa, ABAAITCA y4yaCTHMKamu ogHon CI[,
cornacoaHme MoxeT 6blTb nposeseHo B C3[] 6e3 HanpaBaeHWs CONPOBOAUTENBHOIO MMCbMa M
O4HOBPEMEHHO C BHYTPEHHMM COr/1IacCOBaHMEM.

4.6. CpoKM cOrnacoBaHuMA [OOKYMEHTOB YCTaHABAMBAOTCA WHAMBMAYA/IbHON WMHCTPYKUMEn no
AeNonpousBoAcTBY M/WAM MHLIMU NOKaNbHBIMU HOPMATMBHbIMM aKTamMW B 3aBMCMMOCTM OT BMAA
OOKYMeHTa M 0b6bema LOKYMEHTA, BK/OYas NPUIoXKeHUAa K Hemy. CPOKM COrnacoBaHmMa AOKYMEHTOB
cocTaBnaT <11>:

<11> MHamMBmnAayanbHOM MHCTPYKUMEN NO AENONPON3BOACTBY MOTYT 6bITb YCTAaHOB/IEHbI MHbIE CPOKM
COr/IacCOBaHMUA MPOEKTOB LOKYMEHTOB.

NPOEeKTbl AeN0BbIX (CyKebHbIX) Nnucem - 1 - 3 pabounx aHsn;
NPOoEeKTbl NPUKa3oB 6e3 npunoxeHnit - 1 - 3 pabounx aHs;
NPOEKTbl NPMKA30B C NPUIOKEHUAMM CNPABOYHOIO XapaKTepa - 3 - 5 pabounx gHew;

NPOEKTbl MPUKA30B C NPUIOKEHMEM NOKA/IbHbIX HOPMATUBHbIX aKTOB B 3aBUCMMOCTM OT UX 06'bema
(He 6onee 50 cTpaHuy) - 5 - 10 pabounx aHels;

NPOEKTbl JIOKa/IbHbIX HOPMAaTMBHbIX aKTOB, YTBEP)KAAEMbIX HENoCPeACTBEHHO MOAMUCHIO
pykoBoauTens (He 6onee 50 cTpaHuy) - 5 - 10 pabounx aHel;

NPOeKTbl MPOTOKOJ/IOB 3acefaHuit (CoBelLaHui) npu HeobXoAMMOCTM WX COracoBaHMA, B
3aBMCMMOCTM OT 06beMa AOKYyMeHTa - 1 - 3 paboumnx AHS.

CpoKM cOrnacoBaHus MPOEKTOB [IOKYMEHTOB, HanpaBifAeMblX Ha BHELIHee cornacoBaHuWe He
OO/IKHbI cocTasnaTb 6onee 30 KaneHaapHbIX AHEN.



B KOHKPETHbIX CAy4asaX B 3aBUCMMOCTM OT COAEP)KAHUA M HA3HAYEHUA [OKYMEHTA CpOK
COr/MIacoBaHMA MOMET ObITb COKpalLleH WM YBE/IMYEH MO PELUEHUIO PYKOBOAMUTENs, KYPUPYIOLLEro
Hanpas/ieHMe AeATeNbHOCTH, MO KOTOPOMY FOTOBUTCS NMPOEKT pelleHus.

4.7. OdopmneHne pesynbtatoB cornacosaHua JIHA u  pacnopAaguTenbHbiX AOKYMEHTOB
OCYLLECTBNAETCA B BMAE BWU3, MPOCTABAAEMbIX 3aMHTEPECOBAHHLIMW JIMLAMW HA NOC/NeAHEeM NuUCTe
NpoeKTa AOKYMeHTa (Ha ero nmuesol nav 060pOTHON CTOPOHE) MM Ha OTAE/IbHOM JINCTE COr1acoBaHMS,
ABNAIOLLEMCA HEOTHEM/IEMOM YaCTbIO AOKYMeHTa. OTMETKM O CcorlacoBaHmm (rpud cornacoBaHus U BU3bl)
0dOpPMANAOTCA B COOTBETCTBUM C NyHKTaMu 2.45, 2.46 NMpumepHOIt MHCTPYKLUMK.

|_|pl4 cornacosaHuun AenoBbixX (Cl'ly>KE6HbIX) nncem Br13bl NPOCTAaBAAKOTCA Ha KON NUCbMa (BM3OBOﬁ
3K3EMI'IﬂF|p), KOTOprﬁ nocne nognmncaHnAa NnoAIMHHUKA NMCbMa U €ro perucTpaulmmn nomeulaeTca B geno,
Un Ha 060p0Te NOANIMHHUKA NMUCbMa, €C/ZI MMCbMO HanpasBaAeTCA agApecaTy no d)aKcy nnn 3J'IEKTpOHHOl7I
noyTe. 3TOT XKe IK3eMnaAp NMCbMa nNocne oTnpaBkn agpecarty (FIO d)aKCV nnn 3HEKTpOHHOI7’I noyre B BnUAe
3I'IEKTpOHHOf;I KOI'IVIVI) nomeulaeTcAa B Aeno.

MpoeKTbl MPOTOKO/IOB BM3UPYIOTCA ANLAMMW, BbICTyNaBWMMK Ha 3acedaHnn (coBellaHuK) nytem
NPOCTaB/NEHNA BM3bl Ha JIEBOM MNOJE AOKYMEHTA HamnpoTUB 3aMMCU BbICTYMN/JEHMSA COOTBETCTBYIOLLENO
paboTHUKa.

4.8. CornacoBaHue NPOEKTOB AOKYMEHTOB MOXeT ocyuwectsnatbca B C3/[. lNMocne 3aseplieHUn
npoueaypbl cornacoBaHuA (NpuM CO34aHUM NOAJIMHHWMKA AOKYMEHTa Ha OymasKHoOM HocuTene) auct
cornacoBaHua pacnevatbiBaetca ns C3/, npuKknagblBaeTca K NPOEKTY AOKYMEHTa M NpeacTaBAAETCA Ha
noAnucb PyKOBOAUTENIO OpraHmn3aumm (MHOMY YNONHOMOYEHHOMY UM nLYy).

CornacoBaHuWe BHYTPEHHWX [AOKYMEHTOB, CO3AaHMe, XPaHeHWe U WCMNONAb30BaHWE KOTOPbIX
ocyulectsnserca nocpeacrsom C3/M, nposoantca B8 CO/1 B 3N1eKTPOHHOM BUAE.

Mpwn cornacoBaHUn NPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO34aHHbIX Ha 6yMa)-KHOM HOCcuUTene, BU3bl
NPOCTaBNAKTCA HENOCPEACTBEHHO Ha NPOEKTe JOKYMEHTa.

4.9. Npw BHELWHEM COrNacoBaHMK, NONYYEHHOM NMUCbMOM, UM COTNACOBaHNM NPOEKTA AOKYMEHTa
KoAJierManbHbiM (CcoBelaTeNbHbIM) OpraHom ¢ dUKcaumel peleHus O COrlacoBaHMM B MPOTOKO/E
3acefaHua UcCnoiHUTeNb OPOPMASET Ha MNPOEKTe AOKYMEHTa WMAW B JIUCTE COMMAcoBaHWA rpud
COrNacoBaHMsA B COOTBETCTBUM C MyHKTOM 2.45 TpUMEPHON MHCTPYKUMKU. MMCbMa O COrnacoBaHUM
(BbINMCKa U3 NPOTOKOANA) NPUAAraloTCA K MPOEKTY AOKYMEHTA.

4.10. B xo4e cOrnacoBaHUA NPoeKTa AOKYMEHTa PabOTHMK, COrNacyoWMn JOKYMEHT, NPUHNMAET
04HO 13 CNeAyHoLMX PeLleHNit:

COrnacoBaTb NPOEKT AOKYMEHTa 6e3 3ameyaHuin;
COornacoBaTb NPOEKT OKYMEHTA C 3aMeEYaHUAMMU;
OTK/IOHUTb NPOEKT OO0KYMEHTA,

YKa3aTb, YTO HE MMeEET OTHOLWEHNA K NPOEKTY AOKYMEHTA (paCCMOTPEHMe BOMpoOCa, N0 KoTopomy
NMPUHUMAETCA pelleHne, He BXOAUT B obAzaHHOCTU pa6OTHMKa).

BosparkeHus No NPoeKTy NpMKasa (pacnopaskeHua), BO3HMKaloLWme Npu CornacoBaHMm, 3naratoTcs
B CMIpPaBKe, KOTOpas NpUAaraeTca K npoekTy, uam sHocutea B C3/.

Ecan NPOEKT OOKYMEHTA COorsiacoBaH C 3amMe4yaHunAMU, 3TO O3HaAYaAEeT, YTO 3amMeYdYaHUA HOCAT
pe,ﬂ,aKLI,MOHHbIﬁ XapaKTep, n nocne uUxX nNpuHATUA UCNONTHUTENEM TNMPOEKT HEe Tpe6yeT NOBTOPHOIo
cornacoBaHuA.



MpPOEKT AOKYMEHTA OTKJOHSETCA /IMLLOM, COM1acyoLWUM AOKYMEHT, B CAyYanX:
Ha/INYMA CYLLECTBEHHbIX 3aMeYaHMii No NPOEKTY AOKYMEHT];
Hecornacus C MPOEKTOM [OKYMEHTa.

4.11. HecornacoBaHHbI/ NPOEKT AOKyMeHTa TpebyeT f0paboTKM MO BbICKA3aHHbIM 3aMeYaHUAM,
nepeodopmneHna 1 NOBTOPHOIO COr1aCcoBaHMUA.

4.12. Ecnv npu popaboTke NpoeKTa AOKYMEHTA UCMONHUTENb NPUHMMAET PeLLEHME HE YUUTbIBATD
3ameyvaHue (3amedaHmsa) avua (Aug), y4acTBOBaBLLMX B COMIAaCOBaHMM, UCNONHUTENEM FOTOBUTCA peecTp
HEeYUYTEeHHbIX 3aMeYaHWi, KOTOpbIi BMeCTe C MPOEKTOM AOKYMEHTa MpencTaBAseTca PyKOBOAUTENIO
OpraHvM3aumMm WM MHOMY YMNOJHOMOYEHHOMY WM  AO/KHOCTHOMY /MUy, MOANMCbIBAlOWEMY
(yTBEpPrKOQlOWEMY) AOKYMEHT. PeecTp HeyyTeHHbIX 3ameyaHui MOAMUCLIBAETCA PYKOBOAUTENEM
CTPYKTYPHOTO nogpasaeneHua-ucnosiHUTens.

4.13. PeweHne o TOM, NPUHUMATb WAM HE MPUHUMATb HEyYYTeHHble 3amMeyaHunAa NpuHUmaeT
pykosoguTeNb.

B cnydae ecnu pykosoauTenb MPUMHMMAEET pelleHne O HeobXoAMMOCTM y4yeCTb 3ameyaHus,
OTK/IOHEHHbIe WUCMOAHUTENEM, WUCMONHUTEeNb AopabaTbiBaeT MPOEKT AOKYMEHTa B COOTBETCTBMU C
BbICKa3aHHbIMM 3aMeYaHUAMM.

Ecan pykoBoamuTesnb COrNalaeTcs C MHEHMEM WCMNOSHUTENs, OH MNoAMNuUCbIBaeT (yTBepXKAaaeT)
OOKYMEHT.

4.14. [lOKymeHTbl, M3gaBaemble OT WMMEHM OpraHusauum, MNoA4NUCbIBAKOTCA pPyKoBoaUTENEM
OpraHv3aumMm WM  UHLIMU  YNOJHOMOYEHHBIMU WM  OO/KHOCTHbIMM  IMUAMK  (3amecTUTeNaMU
PYKOBOAMTENA OpraHM3auuMu, PYKOBOAUTENAMM CTPYKTYPHbIX NOAPA3AENEHUNA, MHBIMU SONKHOCTHLIMM
NIMUAMM B COOTBETCTBMMU C WX KOMMETEHUMEWN, OMNpesensemol LOBEPEeHHOCTAMM Ha BbINOJHEHWE
onpeaeneHHblX AEUCTBMA OT WMMEHM OpraHU3aummn, BHYTPEHHUMM HOPMATUBHLIMU LOKYMEHTaMMU
opraHusaumm).

4.15. OTgenbHble BUAbI BHYTPEHHUX AOKYMEHTOB (CNy*KebHble, 06BbACHUTENbHbIE 3aMUCKKN) Ha UMA
pYyKOBOAWUTENA CTPYKTYPHOrO MoApasgeneHua NoAMMCbIBAlOTCA UCMOAHUTENEM (COCTaBUTENEeM), eciu
paspeluaemble NPU 3TOM BONPOCHI HE BbIXOAAT 3a NpeAesibl ero KOMNeTeHLMUN,

4.16. [JOKyMeHTbI, HanpaB/iAemMble B BbiCLUME OpPraHbl rocyaapCTBEHHOW BAACTM, Ha UMA MepBbIX
pykoBoauTenein denepanbHblX OPraHOB WCMNOJHUTENbHOM BNACTW, pyKoBoauTenelh cybbekTos
Poccuiickolt depepaLum 1 3apyberkHbIX roCyAapcTs, NOANMCHIBAOTCA PYKOBOAUTENEM OPraHU3aLUU UK
JIMLLOM, UCNOJTHAIOLLMM ero 064a3aHHOCTH.

4.17. ﬂ,OKYMEHTbI, HanpassiAemble B NOoABEAOMCTBEHHbIE W CTOPOHHME OpraHun3auuu,
noanucbiBakOTCA 3aMecTuTenamm pykosogutTena opraHnsaunn, UWHbIMKU  OONKHOCTHbIMU  SIULUAMU
OpraHunsaunn B COOTBETCTBUU C NpeaoCTaB€HHbIMKU UM NONTHOMOYUAMMWN.

4.18. JOKyMeHT NOANMCbIBAeTCA ABYMA AN Bonee AnLamm, ecav 3a CoAepKaHMe AOKYMEHTa HecyT
OTBETCTBEHHOCTb  HECKONbKO  PaboOTHWMKOB  (OOKYMEHTbl,  MOArOTOBJEHHbIE  HECKO/IbKUMM
noAapasfeneHnamm Uam opraHmMsaumamm, pabodei rpynnon, Komuccuen).

4.19. lMoAnucbiBaeTCsA, Kak NpaBWMAO, OAMH 3K3emMnaap AOKymeHTa. COBMECTHbIA AOKYMEHT
NOAMMCLIBAETCS B KONIMYECTBE, COOTBETCTBYHOLLEM KONMYECTBY OPraHU3aLMiA, CO34aBLUMX AOKYMEHT.

an HanpasaeHUn nuncbma WM BHYTPEHHETO MHq)OpMaLI,MOHHO-CI'IpaBO‘-IHOI'O AOKYMEHTA
HECKOJIbKMM aapecatam (He 6onee l-IETbI|IJEX) noanucbiBaeTcA Ka)‘Kﬂ,blﬁ OTHpaBﬂHEMbIVI aK3emMnaap
AOKYMEHTAa.



4.20. MNognucb Ha AOKyMeHTe 0pOPMAAETCS B COOTBETCTBUU C NyHKTamu 2.47, 2.48 MpumepHomn
WHCTPYKLUMN.

4.21. YTBEpaeHWe AOKYMEHTa NpoOnU3BOAMUTCA:

HEenocpeAcTBEHHO PyKoBOAMTENEM - MPOCTaB/iEHMEM COOCTBEHHOPYYHOM noanucu B rpude
YTBEPKAEHUS;

NMPUKa3om OopraHmnsauumun.

4.22. YTBEpKAAOTCA NPaBWUIa, NONOKEHMUS, MHCTPYKLUK, PErnameHTbl, HEKOTOPbIE BUAbI aKTOB,
nAaHbl, MPOrpaMmbl WM APYrMe AOKYMEHTbl, YCTaHaBAMBAlOWME HOPMbl W/MAM pacCYMTaHHble Ha
AnvtenbHoe npumeHenune (npunoxerue N 10).

OdopmneHne rpuda yTBEPKAEHMA NPOU3BOAUTCA B COOTBETCTBUM C NyHKTOM 2.41 MpumepHoi
WNHCTPYKLMN.

4.23. lNoanucb pykoBOoaUTeNA OpraHusaumMuM WAM WMHOTO YMNOJIHOMOYEHHOrO MM MUA Ha
OOKyMeHTax, Tpebytowmx 0coboro yaocToBepeHma Mx NOAJAMHHOCTU, 3 TaKKe HA KOMUAX LOKYMEHTOB U
BbIMWCKax U3 OKYMEHTOB 3aBepAaeTca neyatbto (npunoxkeHme N 11).

MeyaTb Ha LOKYMEHTE NPOCTaBAAETCA B COOTBETCTBUM C MYHKTOM 2.49 MNpuMepHON MHCTPYKUUMN.
V. OpraHusauma goKkymeHTooboporta

5.1. lokymeHTOObOpOT BK/HOYAET BCHO NOC/IEA0BaTE/IbHOCTb NEPEMELLEHNIM AOKYMEHTOB, a TaKXKe
onepauuun, coBepllaemble C AOKYMEHTaMM B MPOLECCe WX CO34aHUA U MUCMOJIHEHUA (nosnydeHue,
OTNpaBKa, NpeABapuUTe/IbHOE PAaCCMOTPEHME, PErNCTPaLMSA, PACCMOTPEHNE PYKOBOANUTENIEM).

5.2. LUenb opraHusaumm p[okymeHToobopoTa - obecrneyeHMe CBOEBPEMEHHOIO MPUHATUS
YNpPaBAeHYECKUX PELUEHU U UX UCMONHEHUA. 3afa4va AOKYMeHToobopoTa - OpraHM3oBaTb ABUMKEHME
OOKYMEHTOB N0 HaMMeHee KOPOTKOMY MYTM C MMHUMANbHbIMW 3aTpaTamm Tpy4a U BPEMEHMU, B YC/IOBUAX
3NEKTPOHHOTO AOKYMeHToob6opoTa - obecneuynTb AOCTYyN K AOKYMeHTam nosb3oBaTenam C3/[ B
COOTBETCTBUM C NPeAOCTaBAEHHbIMU MM NPaBaMK.

5.3. B ycnosuax npumeHeHua C3[, B opraHM3aLMM UCNOJb3YIOTCA 3/EKTPOHHbIE AOKYMEHTbI, a
TaKXKe 3/IeKTPOHHbIE KOMUU AOKYMEHTOB, MOJy4YeHHble B pe3y/abTaTe CKaHMPOBAaHWA AOKYMEHTOB Ha
6yMarkHoM HocuTene. [JOKyMeHTbl OpraHM3aLmMm, UMelLmMe BPEMEHHbIE CPOKM XpaHeHusa (ao 10 net
BK/HOYMTENbHO) MOTYT CO34aBaTbCA, XPAHUTbCA W  MCNONb30BATbCA MCKAYUTENBHO B ¢dopme
3N1EKTPOHHbIX AOKYMEHTOB.

I'Iepequb AOOKYMEHTOB, CO34aBaeMbIX, XPaHUMbIX U UCNOJIb3yeEMbIX UCKNKOYUTESIbHO B d)opme
INEKTPOHHbIX AOKYMEHTOB, YTBEPKOAETCA pyKOBOAUTENEM OPraHn3auunn.

5.4. OpraHv3auus ABMMKEHUS [OOKYMEHTOB B YC/I0BUAX 3/71EKTPOHHOIO JAOKymMeHToobopoTa
OCYLLECTBNAETCA B COOTBETCTBMU C PErIaMeHTUPOBaHHbIMM MapLUpPyTaMu, paspabaTbiBaembimmn Cay60it
Aenonpounssoactea. MapLpyTbl ABUMKEHUA OPraHN3aLMOHHO-PACNOPAANUTENbHbIX OKYMEHTOB A0/KHbI
6bITb ONTUMaNbHBLIMW MO 3aTpaTaM BPEMEHW, He AO0/KHbl AOonyckaTb AybAMpylowmMx onepaumin u
BO3BPATHbIX ABUKEHWNI, HEe 06YCNOBAEHHbIX A4e/10BO HEOBXOANMOCTbIO.

5.5. OpraHu3aumsa 4OKyMeHT0060pOoTa OCHOBbIBAETCA Ha MPMHUMMNAX:
LeHTpanM3aLmmn onepaumii No NnpMemy 1 oTnpasKe AOKYMEHTOB;

pacnpeaeneHus OOKYMEHTOB Ha [OKYMEHTOMOTOKM, WMEelLWMe OAMHAKOBbIM  MaplpyT
(MapwpyTnsaLma 4OKYMEHTOB);



opraHM3auunmn NpeaBapuTeNbHOro PaCCMOTPEHUA BXOAAWMUX AOKYMEHTOB;

WCKIOYEHNA BO3BPATHbIX ABUMEHUA OKYMEHTa, He 0BYC/I0BIEHHbIX Ae/10B0N HE0BX0AUMOCTbIO;
OZHOKPAaTHOCTM PerncTpaumm AOKYMEHTOB;

yCTpaHeHnA He0BOCHOBAHHbIX COr/1IacOBaHUI NMPOEKTOB AOKYMEHTOB;

BPEMEHHON pernameHTauMM onepauuini no o6paboTKe, PACCMOTPEHUIO M  COMIACOBAHUIO
AOKYMEHTOB.

5.6. B goOKymeHTOObOpOTE oOpraHM3auuuM BbIAENAOTCA  AOKYMEHTOMOTOKWU:  BXxoAgdAwme
(noctynatowme) AOKYMeHTbl; ucxogawme (oTnpaBnasemble) AOKYMEHTbl; BHYTPEHHWE AOKyMeHTbl. B
COCTaBe BXOAALWMX U UCXOAALLNX LOKYMEHTOB BblAENAOTCS:

[AOKYMEHTbI OPraHoB rocy4apCcTBEHHOMN BAACTMU, OPraHOB MECTHOro CaMoynpaBaeHuUs;
[OKYMeHTbI GUIMaNoB U TeppuToprnanbHo 060cobaeHHbIX NoapasaesieHuni;
[LOKYMEHTbI M3 roCyAapCTBEHHbIX U HEroCyAapCTBEHHbIX OpraHM3auuii;

3anpocbl AenyTtatos [ocyaapcteeHHoW [ymbl M uneHos Coseta degepauuu, OenytaTos
3aKoHoZaTe/IbHbIX OpraHoB CybbekToB Poccunitickoit degepaumm n opraHoB MeCTHOrO CaMoymnpaBaeHUs;

obpalleHun rpaskaaH;

[OKYMEHTbI U3 NPaBUTE/IbCTBEHHbIX U HEMPaBUTE/IbCTBEHHbIX OPraHM3aLmnii 3apybeXKHbIX CTpaH U
Apyrve rpynmnbl 4OKYMEHTOB.

5.7. [locTaBKa M OTnpaBKa AOKYMEHTOB B OpraHM3auumn OCYLLECTBAAIOTCA CPeaCcTBaMmn NoYTOBOW
cBA3M, denbaberepckoi U KypbepcKon CBA3M, HaPOYHbIMU U Pa3AUUYHBIMU BUOAMU SNEKTPOCBA3M
(bakcummnbHan, TenerpadHas, TenedpoHHas, 3NEKTPOHHAA MoOYTa, CUCTEMA MEKBEAOMCTBEHHOIO
3NEeKTPOHHOTO AOKyMeHToobopoTa (M340) <12>, C24).

<12> [1nAa rocyfapcTBeHHbIX OpraHnsaumi - ysactHukos M340.

5.8. B opraHusaumio [OOCTaBAAETCA KOPPECMNOHAEHUMSA B BMAE MMUCEM, MOYTOBbLIX KapTOYEK,
H6aHaeponeit 1 NakeToB, NeYaTHbIX U3AaHUN, Tenerpamm, bakcorpamm, TenepoHOrpaMm, 31eKTPOHHBIX
AOKYMEHTOB M 3/1EKTPOHHbIX KOMUIA SOKYMEHTOB.

5.9. Mpuem AoKymeHTOB ocyuiecteaseTca Cny»6oi AenonponssoacTsa. JOoKYMeHTbl, NOSyYeHHbIe
paboTHMKaMM OT APYrMX OpraHuWsauuii, Takke nepegatotca B CnyKby AenonpovsBoacTBa ANA
peructpauum u/vmam yyerta.

5.10. Bce nocTynuBLWIME B OpPraHM3auUMio AOKYMEHTbl noafexaT nepBuyHON 06paboTKe,
BK/IHOYaAlOLLLEN:

NpPOBepPKY NPaBUNLHOCTU LOCTABKN JOKYMEHTOB;
NPOBEpPKY LLe/IOCTHOCTM YNaKoBKM (KOHBEPTOB, NaKeToOB);

BCKPbITME YNAaKOBKM (33 UCK/AOYEHMEM KOHBEPTOB, MaKeToB C momeTkol "/lnyHo" u rpadammu
OrpaHWYeHUs AOCTYNa K AOKYMEHTY);

NPOBEPKY LLEe/TIOCTHOCTU BXOAAWMNX OOKYMEHTOB, BK/IlOYaA NPUNOKEHUA;



YHUYTOXXEHNE KOHBEPTOB, NAKETOB UJIM YNAKOBKU;
NpPOCTaB/ieHNne OTMETKHN O NOCTYyN/1IeHNUN AOKYMeHTa B OpraHn3auuto.

5.11. Owmnbo4HO AO0CTaBAEHHbIE AOKYMEHTbI NMEepPechIatoTCA N0 Ha3HAYeHUI0 UK BO3BpPaLLAlOTCA
oTnpasuTento. JOKYMeHTbl, NOCTyNMBLUNE B NOBPEKAEHHON YNaKOBKe, MPOBEPAOTCA HA LE/OCTHOCTb, B
TOM YMC/IE HA HaZIMYME MEXaHNYECKMX NOBPEXAEHUN.

MoyToBble OTNPaBAEHWUA, HECTAHAAPTHbIE MO Becy, pasmepy, Gopme, UMEeIOLLMEe HEPOBHOCTU MO
60KaM, 3aKNEeeHHble IMNKOWN IEHTON, MMEIOLLME CTPAHHBbIN 3anax, WBeT, NPeAno/I0KUTEIbHO MMEetoLLMe
B/IO)KEHWA, He XapaKTepHble A/1a MO4YTOBbIX OTNPAaB/AeHWUA, He BcKpbiBatoTca. O  noayyeHun
NoA03pUTENIbHOTO NOYTOBOrO OTNPAB/IeHNA A4oKNaAblBaeTcA pykoBoguTento Cay:Kbbl genonponssoncTsa
1 B cy*Kby 6esonacHocTu (Npu ee HaMuuK).

5.12. Mpn nocTynaeHnn BXOAALLErO AOKYMEHTA B MOBPEXAEHHOM YMaKOBKe, MOBPEXAEHUU
OOKYMEHTa, Npu OTCYTCTBUM B KOHBepTe (MakeTe) AOKYMEHTa, ero 4acTu WUAW NPUIOXKEHUA K Hemy, a
TaK¥XKe MpW OTCYTCTBMM MOAMNUCU HA BXOLALLEM AOKYMEHTE COCTAaBAAETCA aKT B ABYX 3K3eMMNApax Ha
bymaxkKHOM HocuTesne, noanucbiBaembiii AByma paboTHMKamu Cnyxbbl Ae/10npon3BoacTBa.

OaMH 3K3eMNNAp aKTa BMeCTe C BXOAALWMM AOKYMEHTOM M ero NpUIOKEHUAMU NepesaeTca Ha
npesBapuTebHOE PACCMOTPEHME U PEFUCTPALMIO, BTOPOMN IK3EMMAAP aKTa BbICblIAeTCcA OTNPABUTENIO.

5.13. KOHBeprI, NMaKeTbl NI YNaKOBKa COXPAHAKTCA U NpuanarakotTca K BXxogawmMm AOKYMEHTAM B
cnyyaax:

€C/1IN TOJZIbKO MO HUM MOXHO YCTAaHOBUTb OTNPaBUTENA NN AaTy OTNPaB/EHUA;

€C/I1 BXOAALWMI AOKYMEHT NOCTYNUA NO3XKe YKa3aHHOro B TEKCTE JOKYMEHTA CPOKa UCNOHEHMUA
WAN AaTbl MEPONPUATUSA;

npu 601bLOM PACXOXKAEHUN MEXKAY AaTaMW NOANUCAHMA N NONYYEHNA LOKYMEHTOB.

Nocne 3aBepleHnA pa6OTbI C AOKYMEHTOM KOHBEPT BMeCTeE C AOKYMEHTOM NOMellaeTCcA Ha
XpaHeHune B Aeno.

5.14. KoHBepThbl (NakeTbl), umetowme otmeTKy "JlInyHo" ("Private"), rpndsbl orpaHuyeHma goctyna K
[OKYMEHTaM, coaepiKallMm cBeeHNs KOHPUAEHLMANbHOTO XapaKTepa, He BCKPbIBAKOTCA M NepesatoTcs:

c otmeTKow "/inyHo" ("Private") - HenocpeacTBEHHO agpecary;

C rpudammn orpaHMYeHusa [ocTyna - B CAYKOYy KOHOMAEHLMANbHOrO [Lefonpou3BOACTBA MM
paboTHMKY Cny»6bl AenonporsBoacTBa, B 06A3aHHOCTM KOTOPOro BXoguT 06paboTKa AOKYMEHTOB,
coAepKalux cBeAeHNA KoHOMAEeHUMANbHOrO XapaKTepa.

5.15. BxogAume aneKTPOHHbIe AOKYMEHTbI, NOCTYNMBLUME OT APYIrUX OPraHU3aLLMN NO 3NEKTPOHHOM
noute, nocpeactsom C31 n/mam M340 npuHmumatotca Cayxboi aenonponssoacTsa.

DNEKTPOHHbIE AOKYMEHTbI, NOCTYMNMBLIME N0 MHGOPMALMOHHO-TENEKOMMYHUKALUMOHHbBIM KaHanam
M NoANWUCaHHbIE YCU/IEHHOW KBAaNMGUUMPOBAHHOM Moanucbio, BKAtoyatoTca B CI[ nocne npoBepKu
3/1IEKTPOHHOM TMOAMUCU U NOATBEP)KAEHUA ee AeWCTBUTENbHOCTU <13>; 3/IeKTPOHHbIE AOKYMEHTbI,
NOCTYyNuBLLUME OT APYrUX OPraHM3auuii MO 3/EeKTPOHHOM Mo4yTe W MNOAMMUCAHHbIe YCUIEHHOM
HeKBaMPULMPOBAHHOMN NOANUCHIO MU NPOCTON 3NEKTPOHHOM MOAMUCHI0, MPOXOAAT NpeaBapuTe/ibHoe
paccMoTpeHue W BKAoyatoTcs B C3 NpyM Haavumm  MexKAy OpraHv3auven-oTnpaBuTeseM W
opraHusaumen-nosyyatenem coriaweHns o6 obmeHe 3N1EKTPOHHLIMWU LOKYMEHTAMM, NOANUCAHHBIMU
COOTBETCTBYIOLWEN NOAMUCHIO.




<13> WHpMBMAYyanbHOW WHCTPYKUMEN MO OeNONPOU3BOACTBY MOMET ObiTb npeaycMoTpeHa
pacrneyaTka [AOKYMEHTOB, MOCTYynNMBWKNX B ¢GOpMe 3/MEKTPOHHbIX [AOKYMEHTOB, C Mocaeaytolen
opraHmsaumnen paboTbl C HUMM KaK C AOKYMEHTaMM Ha BymarkHOM HocuTene.

5.16. MNepBuyHaa 06paboOTKa 3MEKTPOHHbIX AOKYMEHTOB, MOAYYEHHbIX NO MHPOPMALMOHHO-
TE/IEeKOMMYHMKAUMOHHbIM KaHanaM CBA3W (3NeKTpoHHasa noyta, MO0, caliT opraHusauumn) oT gpyrux
OpraHu3aLLMin 1 rpaXkaaH, A0KHA COOTBETCTBOBATb TEXHOIOMMKU PaboTbl € BXOAALWMMMU LOKYMEHTAMMU.

5.17. NepBuruHaa obpaboTka AOKYMEHTOB 3aBepllaeTcs UX pacnpeneneHnem (COpPTUPOBKOI) Ha
pernctpupyemble U HeperucTpupyemsbie (npunoxenune N 12) <14>,

<14> K AOKymeHTam, He noa/iexalum perucTpauumn, OTHOCATCA [AOKYMEHTbl, He Tpebylolimne
NCMOJIHEHNA N He coaepsKalime MHPOPMaLMK, UCMONb3YEMOM B CNIPaBOYHbIX LLENIAX.

5.18. PerncTpauma BXoAAWMX AOKYMEHTOB OCYLLECTBAAETCA HE3AaBUCMMO OT CNOCOBa MX AOCTaBKM
oavH pa3: B Cnyxbe penonpoussoAcTBa MAM B CTPYKTYPHOM MOAPA3AeNeHUn opraHus3auum B
COOTBETCTBUM C YCTaHOBAEHHON POPMOI OpraHU3aLLMmn AenonponsBoacTea <15>.

<15> B MHAMBUAYaNbHOM MHCTPYKLUM MO A€N0NPOM3BOACTBY YCTaHAB/IMBAETCA MECTO PErMcTpaumum
BXOOALWMX [AOKYMEHTOB (UeHTpanu3oBaHHO - B Cnyxkbe pgenonpoussoactea uam B Cnykbe
AeNonNpousBoACTBa M CTPYKTYPHbIX MoApasgeneHusx), a TakKe cnocob peructpauum (8 CO4 man B
PerncTpaunoHHO-y4YeTHbIX popmax Ha BymarkHOM HocuTene).

[OKymeHTbl, nocTynalowme W3 APYrux OPraHuM3auuii  HenocpeacTBEHHO B  CTPYKTYpHble
nogpasfeneHvsa, Ho Tpebylolme pPacCMOTPEHMA PYKOBOACTBA, MepesaroTca Ana perncrpauuun u
npeaBapuTeibHOro paccmoTpeHua B Cay»kby A4enonponsBoacTea.

5.19. Peructpaumna BXoAAWMX OOKYMEHTOB OCYLLECTBAAETCA B AeHb MX NOCTYMNJeHUMA WAM Ha
cnepytowmii pabounini eHb NPy NOCTYN/IEHMM OOKYMEHTOB B KOHLe pabouyero gHA wunau B Hepabouee
Bpems.

Peructpauma obpalieHuit rpaxgaH ocyLWwecTBAAETCA B TeYeHNe Tpex AHel C MOMEHTa NoCTynaAeHus
obpaleHua <16>.

<16> depnepanbHbiii 3akoH oT 2 maa 2006 r. N 59-®3 "O nopsake paccMOTpeHus obpalleHui
rpaxkaaH B Poccuiickoit ®epepaumn” (CobpaHune sakoHogatenosctsa Poccuiickon ®epepaumnn, 2006, N 19,
cT. 2060; 2010, N 27, cT. 3410; N 31, cT. 4196; 2012, N 31, cT. 4470; 2013, N 19, c1. 2307; N 27, cT. 3474,
2014, N 48, cT. 6638; 2015, N 45, cT. 6206; 2017, N 49, cT. 7327).

5.20. CBegeHMA 0 NOCTYNMBLLUEM AOKYMEHTE BHOCATCA B 3/IEKTPOHHYIO PETMCTPALNOHHYIO KapTOUKY
(3PK) C2 nnun pernctpaumoHHO-y4eTHY0 Gopmy Ha BymaxkHOM HOCUTese, a MOCTYNUBLUEMY JOKYMEHTY
NpMcBanMBaeTCA PermcTpaLMoHHbIN HoMep.

PerncrpaumoHHbIi HOMepP BXOAALLErO AOKYMEHTA COCTOMT M3 MOPALKOBOTO HOMEpPA AOKYMEHTa B
npegenax KaneHAapHOro roga, KOTOPbIA MOMeT 6biTb AOMOAHEH UMPPOBLIMM MAN BYKBEHHO-
UMPPOBLIMM KogamMu (MHAEKCaMM) NO UCMO/b3yeMbIM KnaccudukaTopam <17>.

<17> CTpyKTypa PerucTpauMoHHOrO HOMepa BXOAAWEro [AOKYMeHTa onpegensercs
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WMHANBUAYANbHON MHCTPYKUMEN NO AEN0NPOM3BOACTBY OpraHM3aLmnu.

5.21. Ha Bcex 3aperncTtpmpoBaHHbIX 4OKYMEHTAX, 38 UCKAOYEHNEM OOKYMEHTOB, NOCTYNMBLUUX B
dopme 3N1eKTPOHHbIX JOKYMEHTOB, MPOCTaBAAOTCA OTMETKM O NOCTYNAEHUN OKYMEHTA B OPraHmn3aLmio.
B oTMeTKe 0 NoCTyniaeHun AOKYMeHTa GUKCUMpYLOTCA AaTa noctynaeHusa (npyu HeobxoaAMMOCTU - Bpems
MOCTYMNJ/IEHUS B Yacax U MUHYTaX) U BXOAALMIA PErUCTPALMOHHbIA HOMEpP LOKYMEHTa B COOTBETCTBUM C
NyHKTOM 2.36 MpMMepHO MHCTPYKLMN.

5.22. [JoKymeHTbl, NOCTYyNMBLUME HA OYMa’KHOM HOCUTE/Ie, CKaHWPYIOTCA, 3/1eKTPOHHAA Konua
OOKyMeHTa BKAtovaeTca B C3/[] n npucoegmHaetca K DPK aokymeHTa.

5.23. KoppecnoHgeHUMsA Ha WMHOCTPaHHbLIX A3blKax, aApecoBaHHasA PYKOBOACTBY OpraHv3aLuu,
nocne perncrpaumu B Cny:xkbe AenonponsBoacTsa nepesaerca B COOTBETCTBYOLWEE NoApasaeeHne uim
PaboTHWKY OpraHusauuMuM ANs nepesofa M Noc/ieaylolen nepenaym Ha pacCMOTPEHWE PYKOBOACTBA.
MHas KoppecnoHAeHUMA Ha MHOCTPAHHbIX A3blKax nepeaeTcs Mo HasHayeHMI0 HenocpPeaCcTBEHHO B
CTPYKTYPHble NoApasaAeneHus.

5.24. MNpeaBapuTenbHOE PACCMOTPEHME MPOBOAUTCA B LENAX pacnpeneneHMa NnocTynarowmx B
OpraHn3aLmio LOKYMEHTOB Ha Tpebytowme 06A3aTeNbHOr0 PaCCMOTPEHUA PYKOBOACTBOM OPraHU3aLmMm 1
HanpasaAeMble HENOCPEACTBEHHO B CTPYKTYPHbIE NoApa3aAeNeHus.

5.25. MpeaBapuTesibHOE PacCMOTPEHME BXOAALWMX [AOKYMEHTOB ocyliectsaseTrca B Ciyxkbe
AenonponsBoacTBa Noc/ae perucTpaumm JOKYMEHTOB.

MNpeaBapuTesibHoe PacCMOTPeHMEe MOXKeT NPOBOAUTBCA A0 PerncTpaumu B caydyae NocTynseHua
AOKYMEHTOB C OTMETKaMM, Tp66y|OLLI,MMM HE3aMeaNNTE/IbHOIO PACCMOTPEHUA N UCNOJTHEHUA AOKYMEHTA.

5.26. MpegBapuTesbHOMY PACCMOTPEHMUIO NOA/EXKAT BXOAALWME AOKYMEHTbI, aApecoBaHHble B
OPraHM3auMIoO U Ha UMS ee PYKOBOAMUTENS.

[LOKYMEeHTbI, aapecoBaHHble N0APa3aeNeHUAM, PYKOBOAUTENAM NOAPA3LAENEHUN U CNeLManmncTam,
nepespatoTca B CTPYKTYPHble noapasgeneHuns 6e3 npeaBapuTebHOro paccMmoTpeHms <18>.

<18> CoctaB AOKYMEHTOB, noanexawux npeasaputenbHOMYy pPacCMOTPEHUKO B OpraHunsauuu,
MOXeT bbITb KOHKPETU3NPOBAH B VIHLI,VIBM,EI,yaI'IbHOVI MHCTPYKL MM NO AenonponssoacTsy.

5.27. [pepBapuTenbHOE pPaCcCMOTPEHME OCYLLECTBAAETCA MCXOAA M3 OLEHKW COAep’KaHuA
BXOAALMX AOKYMEHTOB, C YYETOM YCTaHOB/IEHHOIO B OpraHu3auuu pacnpegeneHns GpyHKLMOHaNbHbIX
00s3aHHOCTEN MeXAy PYKOBOAWTENEM OpraHu3auMu, €ero 3amecTUTeNsAMM, PYKOBOOMTENAMM
CTPYKTYPHbIX NOApasaeneHun.

5.28. Mo pe3synbTaTam nNpeaBapuUTENbHOIO PACCMOTPEHUS LOKYMEHTbl pacrnpenenstorcs Ha
[OKYMEHTOMOTOKM, HanpaBasiemble:

Ha pacCMoTpeHne pyKkosoguTenAa opraHu3auunm (AOKYMEHTbI, nocrtynawowme wn3 O0praHoB
FOCVAapCTBeHHOVI B/1aCTHU, OpPraHoOB MeCTHOIro CamoynpasaeHnAa, JOKYMEHTbI No Hanbonee Ba)KHbIM U
NPUHUUNNMKUANbHbIM BONPOCaM AeATE/IbHOCTU OpFaHM3aLI,MM);

Ha PacCMOTPeHWEe 3aMecTuTeNei pyKkoBoauTensa (AOKYMEHTbl MO HanpaBAEHUAM AEATENIbHOCTH,
KYPUPYEMbIX COOTBETCTBYIOLMMM 3aMeCTUTENAMM);

Ha PaCcCMOTPEHNE UHbIX DYKOBO,CI,VITEI'IEVI, rNaBHbIX N BeAYyWUX CNeLnaancTos,;

Ha paccmoTpeHune wn UCnoaHeHMe B CTPYKTYpPHble nogpasgeneHnAa no HanpaBaeHnam Uux



AeATeNbHOCTU.

5.29. Tlo 3aBepweHMn npeaBapuTeNbHOrO  PacCMOTPEHUA  OOKYMEHTbl  nepegatoTcA
COOTBETCTBYIOLIMM PYKOBOAUTENSIM ANA PacCMOTPEHUS U BblHECEHUA pe3oouunii (yKasaHui no
WUCMNONIHEHWIO).

5.30. PaccmoTpeHue JOKYMEHTOB PYKOBOAUTENEM OCYLLECTBAAETCA B AeHb Nepesayun JOKYMEHTOB
PYKOBOAMTENIO UM Ha Cleaytowmii pabouynini AeHb, ecin 4OKYMEHTbI nepesaHbl PyKOBOACTBY B KOHLeE
pabouero axs.

[oKymeHTbI, Tpebylolme CPOYHOTO PACCMOTPEHUA, a TaKkKe Tenerpammbl UM TenedpoHOrpammbl
paccMmaTpuBaloTCA PYKOBOAUTENEM HE3aMed IUTENbHO.

5.31. Pe3ynbTaTbl pacCMOTPEHUA AOKYMEHTa PYKOBOAUTEIEM OpraHu3aLumn, ero 3amecTuTenamu,
pyKoBOAMTENAMW NOAPA3LENEHNA 0DOPMAAIOTCA B BUAE PE3ONIOLUN B COOTBETCTBMM C NMyHKTOM 2.43
MpUMePHON NHCTPYKUMMN.

5.32. CBegeHuAa 0O pe3onounmn (UCNONHUTENb, COAEP’KaHME MOPYYEHUs, CPOK MCMNONHEHUS)
cneumanmctom Cny»bbl genonpomnssoactsa BHocaTcs B IPK C3/1, nocne 4ero UCNOSHUTENN NOJyYaloT
OOCTYN K 3IEKTPOHHOMY AOKYMEHTY UM SNEKTPOHHOM KOMUU AOKYMEHTA, €CIN AOKYMEHT MOCTYNWUA Ha
6ymasKHOM HocuTene.

5.33. JOKymeHTbI, nocTynatowme Ha 6YMa)KHOM HOCcuUTenNne, nocne Ux perncTtpautnmn, Bkao4YeHnAa B
C34 B Buge 3/1EKTPOHHDbIX Konut n PacCMOTPEHNA PYKOBOACTBOM MNepenaroTcA B COOTBETCTBYHOUWMUE
CTPYKTYPHble noapa3geneHna Ha UCNoJIHEHUE NN NOMELLAOTCA B ENO B Cny>K6e Aenonponssoncrtsa B
COOTBETCTBUN C HOMeHK}'IaTYFJOﬁ Aen opraHnsauunn.

Onsa dukcaummn dakTa nepesaunm BXOAAWMX AOKYMEHTOB M MX KOMWM Ha BymaxkKHOM HocuTene
UCMOIHUTENAM B CTPYKTYPHbIE MOAPA3Ae/IeHNs MOTyT MCMO/Ib30BaTLCA KYPHasbl (peecTpobl) nepesayn
OOKYMEHTOB.

5.34. Mpn BymaxkHOM [OKYMEHTOO60pOTE NOAJIMHHUKM BXOAAWMX [AOKYMEHTOB, B C/yyae
Ha3HaAYeHUA HECKO/NIbKMUX WCMOMHUTENEN NepefatoTcA OTBETCTBEHHOMY MWCMOJHUTENO, OCTa/ibHbIM
ucnonHutenam Cnyxba genonponsBoaCcTBa nepesaeTt Konum 4OKYMEHTa.

5.35. WUcxopAawme AOKYMEHTbI, 3aBU3NPOBaHHblE BCEMWU 3aUHTEPECOBAHHbIMKU JNUUAMUN U
noanucaHHble pykosBoauTenem UaM UHbIM YNOJTHOMOYEHHbIM UM NTNUOM, PETUCTPUPYIOTCA B Cny>K6e
Aenonponssoacrtsa opraHM3aLUun.

5.36. Pernctpauma MCXOAALMX [AOKYMEHTOB OCYLIECTBAAETCA B [AeHb MnoAnucaHus WAW Ha
cnepytowmii pabounin aeHb, ecan OKYMeEHTbI Bblan noanucaHbl B KOHUe paboyero aHs nam B Hepabouee
Bpems.

5.37. Mepea peructpaumein UCXoAAWMX [OKyMeHToB Cny:kba penonpovs3BoacTBa MNpoBepsieT
NpPaBuAbHOCTb 0OPMIEHUA [AOKYMEHTOB (B TOM UMCNe HanuMuMe MNOAMMCEN, BM3, MPaBUIbHOCTb
HanMcaHWA af4pecoB), a TaKMKe YKa3aHHbIX B MCXOAALMX AOKYMEHTaX MPUNOMKEHWUIA, COOTBETCTBUE
KO/IMYECTBA 3K3eMMIAPOB KOJMYECTBY aApecaToB MO YKasaTenlo PacCblUIKM, HanvumMe OTMETKU 06
ncnonHuTene.

5.38. Mpu peructpaumm umcxogawero nucoema B CI[ cBedeHMs 06 OTNpaBAAEMOM AOKYMEHTe
duKeupytotca B IPK, K KOTOPOI NpUKPENAAETCA 3/1eKTPOHHAA KONUA OTNPaBAAEMOro AOKYMeHTa.

Ecnm 3PK 6bina cosgaHa B C3[] npu NoAroTOBKE MPOEKTa AOKYMEHTa, TO MpU perncrpaumu
NCXOAALLETO LOKYMEHTA B Hee A06aBAAOTCA CBEAEHUS O PEFUCTPALMOHHOM HOMEPE, AaTe PerncTpaLmm
W apyrue ceeseHnn 06 ncxoaalem AoKyMeHTe.



5.39. PernctpaumoHHbI HOMep UCXOAALLEro AOKYMEHTa AO/MKEH COCTOATb M3 KOAo0B (MHAEKCoB) B
COOTBETCTBUM C MPUMEHAEMbIMU KaaccuduKaTopamm M NOPAAKOBOro HOMepa [AOKYMeHTa B npeaenax
KaneHaapHoro roaa.

JaTta perncrpaymm m permcTpaumoHHbIi HOMep NPOCTaBAAIOTCA Ha OTNPABASEMOM AOKYMEHTE, a
TaKXe Ha KOMUU UCXOAALLEro AOKYMEHTA, OcTaloweica B gene, B COOTBETCTBUM € nyHKTamu 2.35, 2.36
MpUMePHON NHCTPYKUMMN.

5.40. Wcxopaawmii  AOKYMEHT, MNOAMNUCaHHbIA pyKoBOAMTENEM OpraHM3auMm WUAN  WHbIM
YNOJHOMOYEHHbIM UM AOIKHOCTHLIM JINLLOM, NepeaaeTca Ha OTNPaBKy, KONMA AOKYMEHTa Ha BymMaxKHOM
HoCUTeNe C BU3aMM NOMELLAETCA B 4e/10 B COOTBETCTBMM C HOMEHKNATYPOM aen.

DNeKTPOHHbIE AOKYMEHTbI NOC/e UX NOAMNMCAHUA 3/IeKTPOHHOM NOANUCLIO U OTNPABKU agpecaty
XpaHATca B 6base AaHHbIX CI/[.

5.41. B 3aBMCMMOCTM OT COAePKaHMA N CPOYHOCTM OOKYMEHTbI, OTNPaBAAEMble U3 OpraHM3auuu,
OOCTaBNAOTCA afpecaTam CpeacTBAMU MOYTOBOM, denbaberepckoin CBA3WM, CMewucBAsu, Kypbepom,
SKCMpecc-noYTon, a TaKkKe nepeaaroTcs Mo KaHasamM d1eKTpocBA3M (dbakcMmunbHaa cBAsb, Tenerpad,
TenedoH, aneKTpoHHanA noyta, M340, C3A).

O6paboTKa KoppecnoHAEHL MU A5 OTNPaBKN NOYTOBOM CBA3bIO OCYLIECTBAAETCA B COOTBETCTBUM C
MpaBuaamMmm oKa3aHUA YCAYr NOYTOBOM CBA3MN <19>.

<19> MpuKas MUHUCTEPCTBA CBA3M U MACCOBbIX KOMMYHUKauui Poccuitckoit ®eaepauymm ot 31
niona 2014 r. N 234 "06 yteBepkaeHUM MNpaBun OKasaHUA YCayr NOYTOBOW CBA3KU" (3aperncTpmMpoBaH B
MuHucTepcTBe tocTuumm Poccuiickon degepaumnn 26 aekabpa 2014 r., pernctpaumoHHbin N 35442), ¢
N3MEHEHMAMMW, BHECEHHBIMW NMPMKa3zom MUHMUCTEPCTBA CBA3N M MACCOBbIX KOMMYHMKALKUI Poccminckoit
depepaunn ot 13 despana 2018 r. N 61 "O BHECEHUM U3MEHEHWUI B NpuKas MUHUCTEPCTBA CBA3U U
MacCOBbIX KOMMYHUKaumii Poccuinckoin ®epepaumm ot 31 utona 2014 r. N 234 "0O6 yteepxaeHun Mpasun
OKa3aHuA ycayr NoYToBOM cBA3M" (3aperucTpmupoBaH B MuHuUcTepcTBe tocTuummn Poccuiickoit degepaumm
28 mapta 2018 r., pernctpaumoHHbIin N 50545).

5.42. [OKYMEHTbl, He WMelolMe aApecHol YacTh, MPUHMMAIOTCA Ha OTNpPaBKy C
COMPOBOAMUTENIbHBIMM  MUCbMamMM (33 UCK/IOYEHMEM KOMWIA  PacnopAAMUTENbHbIX  AOKYMEHTOB,
HanpaeAAeMbiX B N0ABEAOMCTBEHHbIE OpraHM3aummn).

HenpaBuabHO 0GOPMAEHHbIE OOKYMEHTbl M KOPPECMOoHAEHUMA HecnyxebHoro xapaktepa K
OTNpaBKe He NPUHUMAIOTCA M BO3BPALLLAIOTCA UCNONHUTENIO.

JOoKyMeHTbl, Moa/siexkalllMe OTnpaBKe, A0/XHbl 06pabaTtbiBaTbCA M OTNPABAATLCA B A€Hb WX
noAnucaHua 1 pernctTpaumm AN Ha cneayrowmii pabounii aeHsb.

5.43. [locbinKa nnm 3ameHa paHee OoTNpPaB/AE€HHOIo AOKYMEHTA OCYLLEeCTBNAAETCA NO YKa3aHUIO 1nLa,
noanucaswiero 4OKyMeHT.

5.44. NpoXoKAeHNe BHYTPEHHMX AOKYMEHTOB Ha 3Tanax MX NOATOTOBKM M 0pOpMAEHUA AOMKHO
COOTBETCTBOBATb MPOXOMKAEHUIO UCXOAALWMX [AOKYMEHTOB, @ Ha 3Tane WCMOAHEHUA - BXOOALLMX
AOKYMEHTOB.

5.45. MpoeKTbl pacnopaamTesbHbIX 4OKYMEHTOB (NPMKa30B, pacnopAXKeHuiA), NOAroTOBAEHHbIX A1A
NoANMCcaHusA, Nocse NoAroTOBKM U COT/IaCOBaHUA C 3aMHTEPECOBAHHBIMUW IMLAMK NepeaatoTca B Caykoy
AeN0nponsBoACTBa 411 NPOBEPKM MPABUILHOCTU UX 0DOPMIEHMS.

5.46. MpaBunbHO OGOPMAEHHbIE MNpPUKasbl, PaACNOPSXKEHMA NepeaaloTca  Ha  NoAMUCh
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PYKOBOAMUTENIO OpraHM3aUmm AN MHOMY YNOIHOMOYEHHOMY UM /LY.

5.47. MNoanucaHHble MPWKasbl, PACNoOpPsAXKEHUA MO OCHOBHOM AEATEeNbHOCTU PErncTpupyroTcs B
Cnyxbe genonponssozacrtsea <20>.

<20>MNoaroToBKa NMPWUKa30B NO JINHHOMY COCTaBY K NOANMNCAHUIO pyKOoBOAUTENEM U UX PETNCTPALNA
OCyLWwecTBNAKOTCA noApasaenieHnem no ynpasaeHNo nepcoHa oM.

MpuKasam, pacnopaKeHMAM No OCHOBHOM AeATeNbHOCTM NPUCBaNBAOTCA NOPAAKOBbIe HoMepa (No
Ka)K4ol rpynne AOKYMEHTOB OTAeNbHO) B npeaenax KaneHgapHoro roga. lMopAagKoBbi Homep
OOKYMEHTa MOMKeT AOMNONHATbCA OYKBEHHbIM WAM  UMOPOBbIM  MHAEKCOM, 0603HaYaloLWMm
NPUHAANENKHOCTb LOKYMEHTA COOTBETCTBYHOLLLENM rpynne AOKYMEHTOB.

CBegeHna O perucTtpupyembliXx MpuKasax, pacnopaxeHumax BHocatca B C3[ wvam B UHble
pPerncTpaunmoHHo-y4YeTHble GopMbl Ha ByMaxKHOM HOCUTENE NN B 3NEKTPOHHON popme B COOTBETCTBUMU C
NyHKTOM 5.54 MpumepHO MHCTPYKLMN.

5.48. MoOANVMHHUKM NPUKA30B (pacrnopsAsKeHUit) No MecTy Ux permcTpaumm GopmupytoTca B Aena B
COOTBETCTBMM C HOMEHKNATYpPOA [eN opraHusauMuM B COOTBETCTBMM C NyHKTOM 8.20 [lpumepHoit
WHCTPYKLMMW.

Konuu NPWUKa3o08s., pacnopﬂmeHMﬁ paccblnakoTCA UCNONHUTENAM U UHbIM 3aUHTEPECOBAHHbIM
nuam B QHEKTpOHHOVI d)opme NN Ha 6yMa)+(HOM HOCUTENNE B COOTBETCTBUU C YKA3aTE/IEM PACCbLIJIKN.

Konun npuKkasos, pacnopaxeHui, paccbinaemble Ha OymaxKHOM HocuTene, 3aBepaloTcA B
COOTBETCTBUM C NMYHKTOM 2.51 MprmepHORN MHCTPYKLUUM.

5.49. T[lpoToOKo/bl 3acefaHuii, COBELAHW, NPOBOAUMBIX PYKOBOACTBOM  OpraHM3aumuy,
peructpupytotca B Cnyxbe nenonponsBoaCcTBa NN CEKPETAPAMMN COOTBETCTBYHOLLMX PYKOBOAUTENEN.

MpoToKoAnbl 3acep,aHm71, COBELLI,aHVIVI, npoBoOAMMBIX  KOJ/1erMaibHbIMU (COBELU,aTEJ'IbeIMM)
opraHamu, KOMUCCUMAMU WUIKM B CTPYKTYPHbIX noAapasgeneHnAax opraHmsaunn, pernctpupyroTca B
nogpasfeneHuax, OTBETCTBEHHbIX 3a OpraHu3auuio M nposBegeHuMe meponpuATnA. Konmum TaKux
NMPOTOKO/I0B NOTOBATCA K PACCbI/IKE U PACCLINIAOTCA CTPYKTYPHbIM nogpasaeneHmnem, oTBeTCTBEHHbIM 3a
OpraHm3sauunio n nposegeHmne MeponpuUATUA.

5.50. MpoToKkonam npucBaMBaloTCA NOPSAKOBblE HOMEpa B Mpefenax KafeHJapHoOro roga wuam
nepuoaa paboTbl BpemeHHOoM paboyei rpynnbl (KOMUCCMM) NO Kaxkaon rpynne NpoTOKOI0B OTAE/bHO.

MoANMIHHWKKM NPOTOKO/I0B MO MECTY UX pernctpaumm GopmMmmpyoTca B Aea No HOMEHKAAType aen
OpraHu3aLmm B COOTBETCTBMMU € NyHKTOM 8.20 MpruMepHOI MHCTPYKLMK.

5.51. BHyTpeHHME [AOKYMEHTbl Ha UMA PYKOBOAMTENA APYroro CTPYKTYPHOro nojpasgeneHus
peructpupytotca 8 C34 uam (npu otcytcteum C3[ MAM OTCYTCTBUM BO3MOMKHOCTM 3aperncTpupoBaTb
BHYTPEHHMI AOKymeHT B C3[]) peructpupyloTca B NOAPa3AENEHMM, CO34ABLUMM  AOKYMEHT.
3aperncTpupoBaHHbIA AOKYMEHT NepeaaeTca HeMnocpeaCcTBEHHO B NogpasaeneHune - agpecaT, B KOTOPOM
NOBTOPHO He perncTpupyeTcs.

5.52. Mpu BKAoYeHMM B CO[ BXOAALWMX AOKYMEHTOB, WX PErucTpauuu, PacCMOTPEHUU WU
ncrnonHeHun B IPK BHOCATCA cnefytolme cBegeHus 0 LOKYMeHTe <21>:

<21> YKasaHHbI COCTaB CBeAEeHWM, BKAtoYaeMblx B CO/L npu perucTpaLmmn 1 B Xo4e paccMoTpeHus



N UCNOMTHEHUSA BXOAALMX U UCXOAALLMX IOKYMEHTOB, 06A3aTeNieH A1a opraHusaLmii - ydactHmkos M30.

a) HaMMeHOoBaHMe opraHM3aLUmm (KoppecnoHaeHTa);

6) agpecar;

B) HAMMEeHOBaHMWe BUa AOKYMEHTa;

r) AaTta NOCTYNUBLUETO AOKYMEHTa;

[) PErMcTPaLMOHHbBIN HOMEpP NOCTYMMBLLEro AOKYMEHTa;

€) A0NKHOCTb, GaMUNUA U UHMLMANBI IMLA, MOANUCABLLErO AOKYMEHT;
X) AlaTa NOCTyNAeHUs AOKYMEHTa;

3) BXOAALLMIA PETUCTPALMOHHbIN HOMEP;

1) 3aro/IOBOK K TEKCTY (KpaTKoe coaeprkaHue AOKYMEHTa);

K) KOZIMYECTBO IMCTOB OCHOBHOIO JOKYMEHTA;

N1) OTMETKA 0 NPUNONKEHUN (KONMUYECTBO NPUNONKEHNI, 0bLLee KOIMYECTBO IMCTOB MPUNONKEHUN);

M) CBeZleHMA O CBA3AHHbIX JOKYMEHTax (HaMmeHoBaHue BUAa AOKYMEHTA, AaTa, PerncTpaLMoHHbIN
HOMep, TUM CBA3MK);

H) pesonouna (MCI‘IOHHMTeJ'Ib (MCI‘IOJ‘IHMTenM), nopy4vyeHune, 4OIKHOCTHOE ZINLUO, AaBLlee NopyyeHne,
Aata);

0) CPOK MCNONHEHNA LOKYMEHTA;

n) MHAEKC Aena No HOMeHKNaType gen;

p) cBeAEHMA 0 NepeaspecaLm JOKYMEHTa;
C) OTMETKA 0 KOHTpO/IE;

T) rpud orpaHMyeHna 40CTyna K 4OKYMEHTY;
y) cBeAeHMA 06 31eKTPOHHOM NoAnucy;

&) pesynbTaT NPOBEPKMN INEKTPOHHOM NOANUCU <22>.

<22> Bkntovatotca B C3[], ecnm MNOCTYNMBLUMIA AOKYMEHT MOAMMUCAH YCUAEHHOW 31EKTPOHHOWM
NoAnucbo.

5.53. Mpwn skaouveHmn B CI3[ ncxogawmx gokymeHtos B IPK BHOCATCA cneaytowme cBeaeHma o
OOKYMeHTe:

a) agpecar;
6) 4ONKHOCTb, aMUAMNA N UHULMAMbI NNLE, NOANNCABLUENO AOKYMEHT;

B) HanmeHoBaHWMeE Bna AOKYMEHTa;



r) AaTa AOKYMEHTa;
A) perncTpaunoHHbIi HOMepP AOKYMEHTa;
€) 3aro/I0BOK K TEKCTY (KpaTKoe cofieprKaHne AOKYMeHTa);

X) cBeAeHMA 0 CBA3aHHbIX JOKYMeHTax (HaMMeHOBaHMeE BMAA AOKYMEHTa, aTa, PerncTpaLuoHHbIMI
HOMep, TUM CBA3MN);

3) KOJINYECTBO /INCTOB OCHOBHOTO AOKYMEHTa;

W) MHOEKC Aena No HOMEHKNaType Aen;

K) OTMETKA O MPUNOKEHMM (KONMYECTBO NPUIOKEHWNI, 06LLLEE KOMYECTBO INCTOB MPUNOKEHUIA);
N) rpud orpaHMYeHna A0CTyNa K LOKYMEHTY;

M) noapasaeneHue - OTBETCTBEHHbIN UCMONHUTENb AOKYMEHTa;

H) cBeAieHMA 06 3N1eKTPOHHOM NoANMUCH.

5.54. Mpwn BrkAtoyeHun B C3/[, BHYTpeHHUX AOKYMeHTOB B DPK BHOCATCA cneaylowme cBegeHua o
OOKYMeHTe <23>:

<23> CoctaB cBegeHuWli, BHOCUMbIX B C3/] Npu pernctpaumm BHyTPEHHUX OOKYMEHTOB, 3aBUCUT OT
BMAA PETUCTPUPYEMOTO AOKYMEHTA.

a) HaMmeHoBaHWe NogpasaeneHuns, NoAroTOBMBLIErO NPOEKT AOKYMEHTa;
6) HauMeHOBaHWe BUAA AOKYMEHTa;

B) AiaTa OKYMEHTa;

r) perucTpaumoHHbIi HOMEP AOKYMEHTa;

A) AOMKHOCTb, GamMmUANA U MHULMANbI UL, NOAMNMUCABLUErO AOKYMEHT;

€) cBegeHUA 0 CBA3AHHbIX AOKYMEHTax (HaMmeHOBaHWe BUAA AOKYMEHTA, AaTa, PErMCTPALMOHHDIN
HOMep, TUM CBA3MK);

) 3aro/I0BOK K TEKCTY (KpaTKoe cofepikaHue AOKYMeHTa);

3) OTMETKa 0 NMPUNOKEHUN (KONMYECTBO NPUIONKEHNN, 0OLLEE KOTMYECTBO JINCTOB NPUJIOKEHUI);
W) MHAEKC Aena no HoMeHKnaTtype aen;

K) YKa3aHWA No UCMOMIHEHUIO AOKYMEHTA (MCNOMHUTENb, MOPYYEHME, AaTa UCMONHEHUSA);

N) OTMETKA O KOHTPO/IE;

M) rpud orpaHMYeHUs AOCTyNa K AOKYMEHTY;

H) nopgpasgeneHue (QO/MKHOCTHOE ANULO) - MUCNONHUTENb (OTBETCTBEHHbIA UCNOJIHUTEND)
JOKyMeHTa.

LJononHUTeNbHO K YKa3aHHbIM CBeAEHUAM O BXOOALWMX, NCXOAALWLMNX U BHYTPEHHUX AOKYMEHTaxX B



9PK C3/1 moryT BHOCMTbCA UHblE CBEAEHMUA.

5.55. YyeT Ko/in4ecTBa JOKYMEHTOB, MOCTYNMBLUNX, CO3A4aHHbIX, OTMNPaB/IEHHbIX 32 ONPeAeIeHHbIN
nepuos BpPemMeHM, MOXKeT NPOBOAMTbCA MO OpPraHM3auuM B LEAOM, NO OTAE/IbHbIM CTPYKTYPHbIM
noapasgeneHuam, Mo rpynnam AOKYMEHTOB, KOppecrnoHAeHTam, AeWCTBMAM, MNpou3BeAeHHbIM C
OOKYMEHTamMM, U APYrMm napameTpam, HeobXxoauMbIM A8 aHanu3a paboTbl C AOKYMEHTaMM B LENsAxX ee
COBEPLUEHCTBOBAHMA.

5.56. Mpu yuyeTe ob6bema [AOKYMeHTOODOpPOTa MNOACYUTLIBAETCA KOJIMYECTBO [OKYMEHTOB
BblAENEHHOM rpynnbl. YY4eT KonYecTBa AOKYMEHTOB NpoBOAUTCA Mo AaHHbiM C3/[, perncrpaumoHHo-
YUYETHbIX }KYPHAN0B U KapTOTEK.

5.57. 3a eAMHMLY y4yeTa KOAMYEeCTBa [AOKYMEHTOB MNPUMHMMAETCS eAMHCTBEHHbIM 3K3emnasp
AOKYMeHTa (NOANMHHUK UK KOMKUA, €CN KOMUA - @ AUHCTBEHHbI 3K3eMNAAP AOKYMEHTA B OpraHM3aumuy,
Hanpumep, KOMusA UCXOAAWEro nNMcbma) 6e3 yyeta KOMui, co3gaBaemblX MPM Mevyat U KOMMpoBaHUK
(TpaxkunposaHum). Konmm OKYMEHTOB NPU HEOBXOAMMOCTM aHaA/IM3a YYUTbIBAKOTCA OTAE/bHO.

5.58. Pe3ynbTatbl yyeTa ob6bema AOKYMEHTOOb6OpOTa B OpraHusauum exkerogHo obobuiatorca
Cny»kbolh genonpousBoACTBA W NPEACTaBAAITCA pPYKOBOACTBY B BMAe oT4eTa 06 obbeme
[OKYyMeHToob0opoTa 3a rog.

VI. KOHTpO/b UCMONHEHUA J,OKYMEHTOB (Nopy4YeHuit)

6.1. KOHTpOAb MCNOMIHEHWA AOKYMEHTOB (MOpy4YeHuid) BeAeTca B LLeNAX UX CBOEBPEMEHHOMO U
KauyecTBEHHOIO UCMONHEHMUS.

6.2. KOHTPO/Ib UCNONHEHMA AOKYMEHTOB (NOpy4YeHuii) BeaeTca:

pYyKOBOAMTENEM MAN MHbIM AO/KHOCTHBIM /IMLOM OPraHM3auMu - WCNONHEHUA LOKYMEHTOB
(nopy4yeHwuit) no cywiecrsy;

Cnyxboil genonpousBoAcTBa OpPraHM3auMM W OTBETCTBEHHbIMM 33 [e10MNpPOM3BOACTBO B
CTPYKTYPHbIX NOAPa3AeeHUAX - COOKOB UCNONHEHUA AOKYMEHTOB (MOpy4YeHuit).

B Cny:kbe 0enonpovsBoACTBA LEHTPAIM30BAaHHOMY KOHTPOJIIO MOAJMIENKAT 3aperucTpupoBaHHble
OOKYMEHTblI C OTMEeTKOM 0 KoHTposne ("KoHTponb"), npocTaBnsemon B COOTBETCTBUM C NyHKTOM 2.54
MPUMEPHON MHCTPYKUMK, @ B CTPYKTYPHbIX NOAPA3AENEHUAX OpraHM3aumun - BCe 3aperMcTpupoBaHHble
AOKYMEHTbI, Tpebytowme NCnoHeHn .

6.3. PacnopsaguTenbHble AOKYMEHTbl, MNPOTOKOAblI 3aceAaHuit (coBelaHuii), coaeprkaline
NOPYYeHUs C KOHKPETHbIMW CPOKaMW WCMOJIHEHWA, CTAaBATCA HA KOHTPOJIb MO KaXXAOMYy MOPYyYeHUto
OTZEe/bHO.

6.4. KOHTPO/Ib CPOKOB UCMONIHEHUS AOKYMEHTOB (MOPYyYeHUIA) BKAtOYAET B cebA:

NOCTaHOBKY ALOKYMEHTOB (MNOPYYEHUI) Ha KOHTPOIb;

NpPOBepPKY CBOEBPEMEHHOCTU A0BEAEHMUA AOKYMEHTOB (MOpyYeHuid) 40 UCNoNHUTeNel;
npeABapuUTe/IbHYI0 NPOBEPKY U PETYNPOBaHME X043 UCNONHEHNA AOKYMEHTOB (NopydeHuit);
CHATME C KOHTPO/A LLOKYMEHTOB (NopyyYeHuin);

yueT, 0606LLeHME U aHaNNU3 pe3y/ibTaToB X043 UCMNONHEHUA AOKYMEHTOB (NopyYeHuit);

MHPOPMUPOBAHME PYKOBOAMTENEN O XO4Ee UCMOSHEHUA LOKYMEHTOB (NOPyYeHWUin) U COCTOAHUM
NCMNONHUTENBbCKOW ANCUMUNANHDI.



6.5. CPOKM UCMONIHEHMA SOKYMEHTOB (NOPYYEHMIA) UCUMCAAIOTCA B KaeHAAPHbIX AHAX.

Ecan nocnesHuit AeHb CPoKa MUCNONHEHUSA AOKYMeHTa (MopydyeHus) npuxoauTca Ha Hepabounit
A€eHb, TO AOKYMEHT NOANEXUT UCMONHEHMIO B BAMMKaLWKIA cneayowmii 3a HUM paboynin aeHb.

[aTa ncnonHeHua AokymeHTa (nopy4deHus) dukcupyerca B IPK C3/ Maun MHOM perncTpaumoHHo-
y4eTHon Gopme, UCMONb3YEMOM A5 OTCAEKUBAHNA CPOKOB UCMONIHEHUA AOKYMEHTA (NOpyYeHus).

CpOKM WUCMONHEHUS [OOKYMEHTOB (NMOPYYEeHW) yCTaHABAWMBAlOTCA PYKOBOAMTENEM, UCXOAA M3
CPOKa, YCTAHOB/JEHHOIO OpraHu3auMen, HanpaBuBLUEM [OOKYMEHT, WM CPOKOB, YCTaHOB/EHHbIX
3aKoHogaTenbcTBOM Poccuiickoit Peaepauun.

6.6. [JoKymeHTbl (NOpyYeHns) NoaNeKAT UCNOJHEHUIO B CAEAYIOLWME CPOKM:
C KOHKPETHOW AATON UCNONHEHWNA - B YKa3aHHbIM CPOK;

6e3 yKa3aHUA KOHKPETHOW AaTbl UCMOJIHEHWUA, UMEIOLLME B TEKCTE MOMETKY "BecbmMa CPOYHO" - B
TeyeHue ogHOoro aHa, "cpoYHo" - B 3-AHEBHbIV CPOK; "onepaTnBHO" - B 10-AHEBHbIN CPOK; OCTaNbHble - B
CPOK He 6osee 30 gHew;

No NAap1aMeHTCKMM 3anpocCaM - HE No3gHee Yem 4yepes 15 ,CI,HEVI CO OHA nNoaly4yeHuA,

no 3anpocam uyneHos CoseTa deaepaumu, genyratoB [ocyaapcTBeHHoM Aymbl (aenyTaTckomy
3anpocy) He no3aHee yem yepes 30 AHEN CO AHA NONYYEHUS.

Mo MeXKBeAOMCTBEHHbIM 3aMpocam O NPeACTaBJAeHNN AOKYMEHTOB 1 (Maun) nHbopmaumm B Lensx
npeaocTaBAeHMs FOCYAAaPCTBEHHbIX U MYyHUUMMNAAbHbLIX ycayr - 5 paboumx AHeN co AHA MoayveHus
3anpoca, ec/iv 3aKoHOAaTeNbCTBOM Poccuitckoit deaepaumm He yCTaHOB/IEH MHOM CPOK;

no obpatueHnam rpaxaaH - 30 gHel co AHA perncTpauuu.

6.7. MPUOCTaHOBUTbL UCNOJIHEHWE KOHTPOJIbHOTO AOKYMEHTA (NopyYeHus), a TakKe OTMEHUTb ero
MOXET PyKOBOAMUTEb, MOANUCABLUMIA AOKYMEHT UK AABLINIA NOpyYeHUe (YKasaHue).

6.8. B uensax cBoeBpemMeHHOro UCNoIHEHNA OKYMEHTOB, NOpyYeHuid (YKa3aHKit), NOCTaBAEHHbIX Ha
KOHTPO/b, PaboTHUK Cny6bl AeN0NPOM3BOACTBA, OTBETCTBEHHbIA 33 BeAeHWe KOHTPOSA MCMOHEHUA
[OKYMEHTOB, NPOBepPAET CBOEBPEMEHHOCTb A0BEAEHUA AOKYMEHTA (MopyYeHnsa) A0 UCMONHUTENS.

6.9. ECNM CPOK WCMNONHEHWUA [OKYMeHTa (nopyyeHusa) npesbillaeT OAWH MecAl, B Lensx
obecneyeHns CBOEBPEMEHHOIO MUCMNOJHEHMA AOKYMEHTa (MopyyeHus) NpoBOAUTCA MpenBapuTebHbIN
KOHTPO/Ib M HAMOMWHAHMA WCMOJAHUTENAM O MNPUBAUNKEHMU CPOKOB MWCMOSHEHUA [AOKYMEHTOB
(nopyueHuit).

6.10. MpeaBapuTe/ibHbIA KOHTPOb OCYLLECTBAAETCA B CAeAYIOLLEM NOPAAKE:

[OKYMEHTOB (MopyyeHuiA) nocaeayowmx NeT - He pexe 0AHOro pasa B rof;

AOKYMEHTOB (MopyYeHuid) nocieayowmx MecsaLes TEKYLLEro roaa - He pexke 04HOro pasa B Mecsll;
[OKYMEHTOB (MopyveHuMid) TeKyL,ero mecaua - 3a 5 AHei 40 UCTeYeHUs CPOKa UCNONHEHMA.

6.11. HanomuHaHWe WCMNOAHUTENAM O MNPUBAUNKEHMN CPOKOB WCMONHEHUA AOKYMEHTOB
(nopyyeHmit) MOXKeT OCyLLECTBAATLCA B aBTOMATUYECKOM pexkume nocpeactsom CI/.

HanoMunHaHWA UCNONHUTENAM, A TaKKe MHPopmauma 06 UCNONHEHUN AOKYMEHTOB (MOpyyeHuit),
noslyyeHHan oT ucnonHutenei, pukcmpytotrca B IPK C3/[1 MAM UHBIX perncTpaumoHHO-YYETHbIX GopmaXx,
MCNONb3yeMbIX A1 KOHTPONA UCNONIHEHUA AOKYMEHTOB (NOpyYeHUi).



6.12. MMpu HeobXxogMMOCTM W3MEHEHWs CPOKa WCMOJIHEHWA OOKYMeHTa  (mopyyeHus)
OTBETCTBEHHbIN WMCMOAHWUTENb 00A3aH MNpeAcTaBUTb Ha WMMA PYKOBOAWUTENA, AABLIEro Mopy4vyeHue,
obocHoBaHMe (cnyXebHylo 3anucKky) O NPOANEHUM CPOKa C YKasaHMemM MPUYMH NPOAJSIeHUs U AaTbl
NCMOIHEHUSA.

O6ocHOBaHWE NPoANEHNA CPOKA UCMONIHEHMA AOKYMEHTa (NopydYeHus) fOMKHO ObiTb HanpaB/eHo
COOTBETCTBYIOLLEMY PYKOBOAMTENIO HE MO3AHEE, YeM MO UCTEYEHUU ABYX TPETbUX CPOKa UCMOJIHEHUS
OOKyMeHTa (nopyveHus).

06 MV3MeHEeHUM CpOKa MCMNONHEHMS [OKYMEHTa (NopyyeHWs) OTBETCTBEHHbIM WCMONHUTENb
nHopmmpyet Cny:kby genonpounsBoacTea <24>.

<24> AHaNorM4YHbIM 06pPa3OM MOTYT BbITb BHECEHBI U3MEHEHMA B COCTAB UCMOJIHUTENEN AOKYMEHTA
(nopyueHus) c obszaTtenbHbiM MHPopMmmupoBaHuem Cnyxbbl Ae10NPOU3BOACTBA.

6.13. JoKyMeHT (nopydYeHne) cHUTaeTCA UCNOSIHEHHBIM, €CIN NPUHATbI PeLleHUs Mo NOCTaBAEHHbIM
BOMpPOCaM, MOArOTOBAEHbI COOTBETCTBYIOLLME AOKYMEHTbI, HanpasieHa crnpaBKa 06 MCNOAHEHUM B
COOTBETCTBYIOLWME OpraHbl BNacTM (opraHuMsauumn) uam AaH OTBET MO CyLWeCcTBY 3auMHTepPecOBaHHbIM
avuam.

PeweHne 06 MCNONHEHMM [OKYMEHTa (MOpydYeHMs) NPUHUMMAET PYyKOBOAMTENb, NOCTaBMBLUMIA
AOKYMEHT (Mopy4yeHmre) Ha KOHTPOb, C 0653aTeNibHbiM MHPOpMMpPOBaHNEM Cny»Kbbl 4eN10NPoM3BOACTBA
opraHusaumu.

Ha ucnonHeHHOM [OKymeHTe NpOCTaBAAETCA OTMEeTKa O HanpasBneHUW AOOKYMeHTa B AeNno B
COOTBETCTBUM C MNyHKTOM 2.55 [puMepHON WHCTPYKUMM, cBeLeHMA 0O WCNOJHEHUW [OKYMEHTa
(nopyuyenus) BHocaTca B DPK C3[, MAU UHYIO perncTpauMoHHO-yY4eTHYI0 GOpPMYy, MUCNONb3YEMYIO ANSA
KOHTPOJ1A UCNOJIHEHMA.

6.14. [loKymeHTbl (NOpy4YeHns), He CHATbIE C KOHTPOA, a TaK¥Ke OOKYMEHTbI (MopyyYeHus), CpoK
NCMNOJIHEHWNS KOTOPbIX HE NPOAJIEH, CYNTAIOTCA HEUCTIONHEHHbIMMU.

6.15. Cnyxba penonpousBoACcTBa OpraHM3auMM  aHa/M3MpyeT COCTOSIHUE W pe3ynbTaTbl
NCNONIHEHWNS AOKYMEHTOB (MOPYYEHUIT) U COCTOAHUE UCMOTHUTENBCKOM AUCLUNINHDI:

B nopAAakKe npeaBapuUTeNIbHOro KOHTPO/IA HanpaBAAe€T B CTPYKTypHble noAapa3geneHuAa
OopraHn3saunMn HaNnoOMWHaHNA O OOKYMeHTaX, CPOKUN UCMONTHEHNA KOTOPbLIX UCTEKAIOT (3a 3-5 AHeﬁ ao
OKOHYaHMA CPOKa UCNONTHEHNA p,OKyMeHTa);

pPa3 B mecAay U N0 OKOHYaHUM roga PyKOBOAUTENO OpraHn3aunm n pykoBoauTenAmM CTPYKTYPHbIX
nop,pasp,eneHMﬁ HanpaB/IAET OTYETbl O KO/IMYeCTBE AOKYMEHTOB, NCMOJIHEHHbIX B CPOK, MCMNOJZIHEHHDbIX C
npoaneHnem Cpoka UCNOSIHEHNA, HE UCNOJIHEHHbIX, HaX04AWMNXCA Ha NCNOJIHEHUN MO OpraHun3auunn B
Lenom, No CTPYKTYPHbIM noapasaeneHnam m, npu HeO6XOAMMOCTM, - No OTAENIbHbIM UCNONTHUTENAM.

VII. OpraHusauma paboTbl UICNONHUTENA C AOKYMEHTaMM

7.1. UcnonHuTenb nosny4vaetT AOKYMEHTbl Ha WUCMOJAHEeHWEe B AeHb WX PacCMOTPEHMA WAM Ha
CﬂGAVIOLLI,MVI pa60qm71 AeHb B COOTBETCTBUU C PE3ONTHOUMNAMUN PYKOBOACTBA OpraHn3aunn n pykosoantena
nogpasaeneHua. CpO‘-IHbIe AOKYMEHTbI nepenatroTca MCNONTHUTENO HE3aMeaINTENIbHO.

7.2. [JOKyMeHTbI, NocTynalowme B CTPYKTYpHOE nogpasaeneHue C PesoNtoumaMu PyKoBOACTBA,
nepeaalroTca PyKoBoAWUTENO nogpasgeneHuna. EcAM AOKYMEHT, MNOCTYNUBLLUMIA Ha MUCMOJHEHWe B
noApaszeneHne, He UMeeT OTHOLLEHMA K KOMNETEHLMK NoApa3aeeHns, PyKoBoaUTe b NogpasaeneHus
B TOT }Ke AEHb WM Ha cinegylowmin paboumnii geHb Bo3BpalLaeT ero B Ciyxkby AenonponsBoacTBa ANs



pelleHMsa Bonpoca O MepeHanpasBAeHUW ero Ha WCNoJIHeHWe B Apyroe noapasgeneHue (apyromy
WUCNONHUTENID).

7.3. icnosiHeHMe AOKyMeHTa npeaycmaTpuBsaer:

cbop 1 aHann3 HeobxoAMMOM MHbOPMaLMNY;

NoAroTOBKY MPOEKTa AOKYMEHTA M ero 0QOpPM/IEHME;
corfiacoBaHue NPoeKTa AOKYyMeHTa C 3auHTepecoBaHHbIMU NLAMK;

[0paboTKYy MPOeKTa AOKYMEHTa MO 3aMeuyaHUAM, NOJYYEeHHbIM B XOAEe COrNacoBaHUA W, Npwu
HeobX0AMMOCTH, - MOBTOPHOE COrNIacoBaHue);

NoAroTOBKY CMMCKa (yKasaTena) pacCbiiKM [IOKYMEHTA, €C/lM [AOKYMEHT afipecoBaH rpynne
opraHusaunii;

npeacTaB/eHne NPOeKTa AOKYMEHTA HA NOANMUCH (YTBepKAEHWNE) PyKOBOACTBY;

noAroToBry AOKYMEHTA K OTNpPaBKe U nepeaavyy Konnn JOKymMmeHTa B AeNo <25>,

<25> BbinonHsaetca Cny»xb60i1 genonponsBoacTsa.

7.4. Tpy HanpaBieHUN AOKYMEHTa HECKOJIbKUM MUCMONHUTENAM OTBETCTBEHHbIM 33 NOAFOTOBKY
NpoeKTa AOKYMEHTA ABNAETCA UCMOJIHUTE/b, YKA3aHHbI B PE30/oLUN NepBbIM UM 0603HAYEHHbIV B
pe30/1oLUNM KaK OTBETCTBEHHbIN MCNONHNUTEND.

7.5. OTBETCTBEHHbIA UCMONHUTENb MMEET MPABO AaBaTb MOPYYEHUA OCTa/bHbIM MCMONHUTENAM,
npoBoauTb paboune coselaHua A1A BbipabOTKM COBMECTHOro pelueHusA. Bce MCNoNHUTENM B paBHOM
CTeneHu OTBETCTBEHHbI 32 CBOEBPEMEHHOE U KaueCTBEHHOE MUCMOJIHEHME NOPYYEHUA U NpeacTaBieHue
OTBETCTBEHHOMY MWCMO/IHUTENIO B YCTaHOB/IEHHbIE MM CPOKM HEobXoAMMbIX MaTepuanoB (NPOEKToB
OOKYMEHTOB, CMpaBoK). McnonHWTennm He WMeloT npaBa MNPeACTaBAATb MNPOEKTbl AOKYMEHTOB
pYKOBOAMTENIO, AABLUEMY NOPYYEHUE, MUHYS OTBETCTBEHHOO UCMONHUTENS.

7.6. B cnyyae oTcyTcTBUA MCNOAHUTENA (KOMAHAMPOBKA, OTMNYCK, 60/1€3Hb) AOKYMEHT MO YKa3aHMUIo
pyKoBOAMTENA NoApa3aeneHnsa nepesaeTca APYromy UCNoAHUTENto ¢ oba3aTenbHbIM COObLLEHMEM ero
damunnm fenonponsBoAnTENO NOAPA3AENEHUA ANA BHECEHMA U3meHeHn B DPK pokymeHTa B C3/ nam
WHYIO PerncTpaLMoHHO-y4YeTHY0 dopmy.

7.7. Npyn yBONbHEHUM WAM Mepexode Ha APYroi yyacToK paboTbl COTPYAHWMK 06fA3aH caaTtb
OOKYMEHTbI M [eNa PyKOBOAWUTENIO MNOAPA3AENeHMA MAM MO ero yKasaHUIo BHOBb HasHaYeHHOMY
COTPYAHWMKY (B ClyYae HEOBXOAMMOCTH, - MO aKTy NpMema-nepeaaqn, B KOTOPOM YKa3biBatOTCA BUAbI AN
(3aronoBKM AeN) U NX KONMYECTBO M KOTOPbIM NoANUCbIBaeTCA paboTHUKOM, NepeaaBLluM AOKYMEHTbI, U
PabOTHNKOM, NPUHABLLUUM LOKYMEHTbI).

7.8. PesynbTaToMm WCMNOAHEHNA [OKYMEHTa ABAAETCA NPOEKT AOKYMEHTa, I'IOLI,FOTOBHEHHbIl\;I
NUCNONTHUTENEM.

npOGKT AOKYMEHTa CO BCEMU HEO6XO,£I,I/IMbIMVI NPUNOKEHNAMU, HaneyaTaHHbIN K Od)OpMI'IEHHbIl)‘I B
COOTBETCTBMN C nNpaBuiaMy, yCTaHOBZIEHHbIMMU B pa3gene 3 anMepHOﬁ UHCTPYKUUN, UCNOSTHUTENb
COornacoBbIiBa€T C 3aNHTEPECOBAHHbIMU NOAPA3AENEHNAMU U TULAMAU U, NTPU HeOGXO,CI,VIMOCTVI, c apyrnmm
opraHunsaumammn.

[JOKyMeHTbl, NpeAHasHayYeHHble A8 OTnpaBKM, 0GOPMAAIOTCA Ha 6naHKe opraHusauum
yCTaHOB/IEHHOW ¢opMmbl. [NA OTNpaBKM OOKYMEHTOB, HE MMENLWMX afpecHOi 4acTu, cocTaBaseTca



conposoguTenbHoe NMNUCbMO.

Ha fo0KymeHT, paccblinaemblit bosiee yem B YeTblpe agpeca, UCMONHUTE b TOTOBUT CMIMCOK PaCcCbIIKK,
onpeaenseT KOJIMYECTBO 3K3eMNNAPOB AOKYMEHTa M nocae pernctpauum obecneynsaeT M3rotosaeHne
HEeobX0AMMOro KONMYecTsa Konui.

7.9. UcnonHuutenb (OTBETCTBEHHbIA WCNOAHUTENb) OpraHM3yeT cornacoBaHue (BU3MPOBaHUE)
NpoeKTa [AOKYMEHTA CO BCEMW 3aUHTEPECOBAHHbLIMU JIMLAMM M MPOBOAUT A0pPabOTKy NpoeKTa no
3aMeyaHuAM B COOTBETCTBUM C NyHKTaMu 4.1 - 4.11 MNpumepHON MHCTPYKUMMK.

an Ha/MYMKM 6ONbLIOrO KONMYECTBA 3amedaHui A0 npeancraBneHunA ,D,Opa6OTaHHOFO NPOEKTa
AOKYMEHTa Ha noanncCb pykKoBoAUTENHO UCNOJIHUTENb TOTOBUT CBOAKY 3amMeyaHui (ﬂpe,ﬂ,ﬂO)KEHMﬁ), B
KOTOpOﬁ YKa3bIBaE€TCA: coAep*KaHne 3amedaHunA (ﬂpe,Cl,l'IO)KEHVIFI), AO/IKHOCTDb, d)aMMﬂMﬂ Nnua, aaswero
3ameydaHune, NPUHATO NN OTKJIOHEHO 3ameYaHune (ech 3ameydaHune OTKNI0HEHO, - NPU4YnNHy OTK}'IOHeHVIFI).

7.10. Nocne pAopaboTKM M NOBTOPHOrO BU3MPOBAHUA (COrNacoBaHWA) MPOEKT AOKYMEHTa
nepegaercsa Ha nognucaHue (yTeepxaeHue). [lo NnpeacTaBieHUa Ha NOANUCb UCMIONHUTENb NpoBepaeT
NpPaBUAbLHOCTb OPOPMIEHMA AOKYMEHTA, NPABUIbHOCTL OPOPMIEHNA a4 pecaTa, Hanune HeobxoANMbIX
BU3, TMPWUIOXKEHUN, NPU HEeobXoAMMOCTM - CMpPaBOK, MOACHUTE/IbHbIX 3aMUCOK, Pa3bACHAKOLWLMX
cogeprkaHune noaroToBAeHHbIX OKYMEHTOB, IMCTa (YKa3aTenn) pacchinKu.

7.11. MoanucaHHbIA AOKYMEHT MCMNOAHUTENb B COOTBETCTBUMM C MOPALKOM, YCTaHOB/IEHHbLIM
WMHAMBUAYANbHON MHCTPYKUMEN NO AeN0NPON3BOACTBY, NepeaaeT ANA PerncTpaumm n oTnpasku n/mam
BK/IIOYEHUA B AeNo.

B COOTBETCTBUM C HOMEHKNATYPOI AeN UCNONHUTENb OnpeaenseT MHAEKC Aena, B KOTOPoe A0/KeH
6bITb BKNHOYEH AOKYMEHT.

7.12. B xoae ucnonHeHUA AOKYMeEHTa UCNOJIHUTENb MMeeT NpaBo NpeanaaraTb U3MeHeHMe CpoKa
WCMO/IHEHWUA, €CAN OTCYTCTBYIOT peasibHble YC/IOBUSA WMCMOJHEHUA [AOKYMEHTA (nopyyeHus), Aenatb
NOMETKU Ha JOKYMEHTEe O BpeMeHM ero NnoctynaeHna, o gatax NPoMeXXyTo4yHOro KOHTpoAA, TeﬂedJOHHbIX
M MMCbMEHHbIX 3aMpocax, O AaTe U pe3y/ibTaTe OKOHYATEe/IbHOTO UCMOJIHEHMA.

7.13. UcnonHnTenb He UmeeT Npasa pasrialaTb cogepaHue NOCTYNUBLUNX K HEMY JOKYMEHTOB U
NOAFOTOBNEHHbIX MPOEKTOB CNYKEOHbIX AOKYMEHTOB, C HUMU MOTYT ObITb O3HAKOMJIEHbI TO/IbKO KL,
MMeloLLMe OTHOLLEHWNE K UX MCNOJTHEHMIO.

VIIl. dopmuposaHue A0KymeHTanbHOro poHpa opraHusayum

8.1. OnepaTMBHoe XpaHeHMne JOKYMEHTOB OpraHM3sauunn o nepenadn nx Ha XxpaHeHne B apxms Nan
YHUYTOXXEHME OCYLLECTBNAETCA B CTPYKTYPHbIX NoApa3aeneHnAxX opraHnsaunn.

8.2. B uenax XpPaHEeHWUA, NOUCKA U UCNO/b30BaAHUA OOKYMEHTblI Ha 6YM3)KHOM HocuTene wu
INIEKTPOHHbIE AOKYMEHTbI d)OpMI/Ipy}OTC‘r'I B Aeia B COOTBETCTBUU C HOMEHK!’IaTypOﬁ aen.

HomeHKnaTypa Aen 3akpenseT Knaccudmkaumio (rpynnmpoBKy) UCNOHEHHBIX AOKYMEHTOB B AeN1a
(3neKTpoHHbIE Aena), cMcTemMaTM3aLMIO U MHAEKCALMIO A€/, CPOKU UX XPaHEHUA U ABNAETCA OCHOBHbIM
YUYETHbIM AOKYMEHTOM.

HomeHKnaTypa Aen ABAAeTCA OCHOBOW AN COCTaBJAEHMA ONMcei Aen MOCTOAHHOrO, BPeMeHHbIX
(cBblwe 10 NneT) CPOKOB XpaHEHMA W MO ANYHOMY COCTaBy, aKTOB O BbIAENEHUM K YHUUTONKEHWIO
OOKYMEHTOB C WCTEKIUMMM CPOKaMK XpaHeHWAa, a TaKKe Ana ydeTa Aen BpemeHHbix (4o 10 net
BK/IHOYMTE/IbHO) CPOKOB XpaHeHus.

8.3. HomeHKnaTypa aen opraHn3aumMm coCTaBNAETCA HA OCHOBE U3YYEHMA COCTaBa U cogepXKaHuA
AOKYMEHTOB, o6pa3yrou.|,|4xc;| B AeATENbHOCTU OpPraHuMsauunn, BKAKOYAA AOOKYMEHTbI, noctynakouwune ms



APYrvx opraHnsauni.

8.4. Mpu cocTaBNeHUM HOMEHKNATYpbl Aen cneayeT PyKOBOACTBOBATbCA YCTaBOM OpraHM3auuy,
NOJIOKEHUAMM O CTPYKTYPHbIX NOApPa3AeeHMAX, LWTaTHbIM pacnnucaHMem, naaHamm u ot4etamm o pabote
OpraHusaLun, HOMEHKNaTypol Aen 3a npollealnii roa, NOKaNAbHbIMM HOPMATUBHLIMU aKTamu
OpraHusaLun, coaepKallMmm CBeleHMA O JOKYMeHTax, 06pasyolmMxca B AeATeNbHOCTU OpraHM3aLuu,
TUMNOBbLIMU U MPUMEPHLIMU HOMEHKAATypaMmu Aen (Mpyu ux Hanuumu), BeAOMCTBEHHBIMU U TUMNOBbLIMU
NnepeyYHsMU JOKYMEHTOB C YKazaHMEM CPOKOB UX XpaHeHUS.

8.5. B HOMeHKNaTypy Aen BKAOYAOTCA BCE AOKYMEHTbI, OTparkatowme AesTeIbHOCTb CTPYKTYPHbIX
noapaszeneHnin opraHn3aLmMm U NOCTOAHHO UM BPEMEHHO AeNCTBYIOWMX OPraHoB (KOMUCCUIA, COBETOB,
KOMMUTETOB), B TOM YMC/IE AOKYMEHTbI OrPaHNYEHHOTO A0CTYNa, PErNCTPALLMOHHbIE U YYETHbIE XKYPHabI U
KapTOTEKM, B HEOBXOAMMbIX C/yHanX - KONUU AOKYMEHTOB <26>. [JOKYMEHTbI, CO34aHHbIE B 3/1eKTPOHHOM
dopme, BKIOYAIOTCA B HOMEHKNATYPY AN N0 Tem Ke MNpaBuiam, YTO U AOKYMEHTbl Ha BymaxkHom
HocuTene.

<26> Konuun [OOKYMEHTOB BKOYAOTCA B HOMEHKNATYPYy L€/, €CAN KOonus - eAMHCTBEHHbIN
3K3eMNAsAp [LOKYMEHTA B OpraHMsauuu, a TaKXKe, ecin Konuu HeobxoaMmbl ANA OpraHM3aumu
OeATeNbHOCTU noapasaeneHus.

He BKknto4vatoTca B HOMEHKNATYypy Aen nepnognyvyeckne nsgaHua, KHUry, 6p0LLII-Opr.

8.6. HomeHKnatypa gen opraHusaumm (cBogHas) coctasnsetca Cny»Kb6oi genonponsBoacTsa Ha
OCHOBaHWW HOMEHKIATYp AeN CTPYKTYPHbIX noapasgeneHuii no ¢opme, ycTaHoBAEHHOW [Mpasuaamu
XpPaHeHWsA, KOMMNEKTOBaHUA, y4yeTa M MCMNONb30BaHUA AOKYMeHTOB ApxuBHOro ¢oHza Poccuiickoi
denepaunn 1 gpyrux apxXmMBHbIX AOKYMEHTOB B OpraHax rocyAapcTBEHHOM BAAcCTU, opraHax MecTHOro
camoynpaB/ieHns, opraHnsaumnsax <27> (aanee - NMpasuna xpaHeHus).

<27> MpunoxeHne N 25 Kk [paBunam XpaHeHWA, KOMNIEKTOBaHUA, yyeTa M MCNONb30BaHUA
OOKymeHTOB ApxmsHoro ¢oHaa Poccuiickon Pepepaumm U Apyrux apxmMBHbIX AOKYMEHTOB B OpraHax
rocygapcTBEHHOW B/ACTW, OpraHax MEeCTHOrO CaMOYMpPaBNEeHUA, OPraHU3auMAX, YTBEPKAEHHbIM
npukasom MuHUCTepCTBa KyabTypbl Poccuitickoit ®eaepauymm ot 31.03.2015 N 526 (3apernctpupoBaH B
MuHUcTepcTBe tocTUuMKM Poccuiickont depepaunmn 7 ceHTabpa 2015 r., peructpaumoHHbin N 38830)
(manee - MpaBuna xpaHeHUs).

CBoHasA HOMeHK/aTypa Aen COCTaBAAETCA B NOCAeAHEM KBapTae TEKYLLEro rofa Ha NpeacToALLMiA
KaneHaapHbIN roa.

8.7. HomeHknaTypa [Aen  opraHuM3auun  noanucbiBaetcs  pykosoautenem  Cayxobbl
[eNonpousBoACTBa, BU3MPYETCA PYKOBOAMTE/IEM apxvBa (WMLOM, OTBETCTBEHHbIM 3a apXwuBe),
COrNacoBbIBAETCA C LLEHTPA/IbHOM SKCMEepPTHOM KoMUCCUEN (IKCNepPTHOM KOMUCCHEN) OpraHn3aumn U, ecam
opraHmM3auna ABNAETCA NCTOYHUKOM KOMMJIEKTOBAHUA rOCyAapCTBEHHOMNO AU MYHULIMNANbHOrO apXmBa,
OAMH pa3 B 5 neT npeactaBaseTcA Ha COM1acoBaHWE COOTBETCTBYHOLLEN 3KCMepTHO-NPOBEPOYHOM
KOMWCCUMM YNOJIHOMOYEHHOFO OpraHa MCNOJHWUTENBHOW BNacTM cybbekTa Poccuitckont Pepepauun B
obnactm apxuBHoro gena (ganee - 3MK apxMBHOMO y4YpeXAEHUA) WAW  FOCYAAPCTBEHHOTO
(MyHMLMNANbHOIO) apx1MBa B COOTBETCTBMM C MPESOCTaBAEHHLIMW €My MOJIHOMOYMAMMU B MOPALKE,
yCTaHoBAEHHOM [1paBmuaamm xpaHeHna <28>.

<28> lNyHKT 4.8. [paBna XxpaHeHUA.
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HomeHKnaTypa pgen, cornacosaHHaa 3K apXMBHOMO YYpeXKAEHUA WAM FOCyAapCTBEHHbIM
(MyHMLMNANbHBIM) apXMBOM B COOTBETCTBUM C MPEAOCTaB/EHHbIMU €My MONHOMOUYUAMM, YTBEPKAAETCS
pyKoBoAMTENEM OpraHn3aumnmn u BBOAUTCA B AeNCTBME C 1-ro AHBapA NPeACTOALLEro KaleHaapHoro roaa.

OpraHusaumm, B 4eATeNbHOCTU KOTOPbIX HE CO3A4atoTCA AOKYMEHTbI ApxnBHoro ¢oHaa Poccuiickom
depepaunu, yTBepKAAOT HOMEHKAATYPY Ae/1 CAMOCTOATE/IbHO.

B cnyyae mameHeHuna GYHKUMIA M CTPYKTYpbl OPraHU3auMnm HOMEHKAATypa Aen COCTaBaseTcs,
COrIacoBbLIBAETCA U yTBEPKAAETCA 3aHOBO.

8.8. CornacoBaHHasa ¢ cootseTcTBytowelr MK apxMBHOro y4ypexaeHua WAWM rocyAapCTBEHHbIM
(MYyHULMNANbHBIM) apXMBOM B COOTBETCTBUM C NPEAOCTABNEHHbIMW €My NMOJHOMOYMAMM HOMEHKNATYPA
OeN B KOHUe KaXAoro roga YTOYHAETCA, nepenedvyaTbiBaeTcA, YTBEPKAAETCA pPyKOBOAMTENEM
OpraHusaLmn 1 BBOANUTCA B AelcTBME C 1 AHBapA NPeacToALLEro KafeHAapHOoro roaa.

8.9. MepBbili 3K3EeMNAAP YTBEPKAEHHON HOMEHKNATYPbI AEN ABAAETCA AOKYMEHTOM MOCTOAHHOIO
XPaHEHMS M BK/OYAETCA B HOMEHKNaTypy Aen B pasgen Cnyxbbl AenonpousBoacTBa, BTOpPOW -
ncnonbsyerca Cny>kboit genonponsBoAcTBa B KayecTBe paboyero aksemnasapa, TPeTUi - nepeaaerca B
ApXUB OpraHM3auMM B KayecTBe Y4YEeTHOro [AOKYMEHTa, 3/IEKTPOHHAA KOMMA HOMEHKAATypbl gen
OpraHv3auuW, YTBEPXKAEHHOW pyKoBOAMTENEM OpraHusauuu, nepegaeTcd B FOCyAapCTBEHHbIN
(MyHULMNANbHBIN) apXMB, NCTOYHMKOM KOMIM/IEKTOBAHWA KOTOPOTO AB/IAETCA OpraHM3aums.

B noapasgeneHna opraHnUsaumym HOMeHKIaTypa 4en paccbliaeTca CJ'Iy)K6OVI AenonponssoncTtea B
Buae Konui COOTBETCTBYHOLWMNX pa3aenoB Ha 6yMa)-KHOM HOCUTENE UInN B 3!'IEKTp0HHOl71 d)oplvte.

8.10. HomeHKnatypa Aen opraHv3auMu CTPOMUTCA MO CTPYKTYPHOM (HasBaHMAMK pasaenos
(noppasaenos) HOMeHKNATYpbI AeN ABAAOTCA HAa3BaHUA CTPYKTYPHbIX NOAPA3LAENeHUN, PACTIONOKEHHbIE
B COOTBETCTBUM C YTBEPKAEHHOW CTPYKTYPOI opraHusaumu), nam GyHKLMOHaNbHOM cxemam (Ha3BaHUAMU
pasfesioB HOMEHKATypbl Ae ABAAOTCA HanpaBAeHUA AeATEbHOCTU OPraHn3aLmm).

8.11. HomeHKnaTypa Aen CTPyKTYpHOro noapasaeneHnA COCTaBAAETCA B KaXKAOM noapasaeneHum
opraHusaumm paboTHMKOM, OTBETCTBEHHbIM 33 Ae/0oNpPOM3BOACTBO MoApasfeNeHus, MNpu yd4acTum
BeAyLIMX CNeLmnanncTos nogpasaeseHus, CornacoBbiBaeTCA C SKCNEPTHON KOMUCCUMEN NoAapasaeneHus
(npu ee HannMummM), NoANUCHIBAETCA PYKOBOAUTENIEM CTPYKTYPHOIO NoApasAeieHns U NPeaCcTaBAAeTcs B
Cny6y fenonponsBoacTBa.

HomeHknaTypa fen CTPyKTypHOro noapasgeneHua cocTaBasetrcA no ¢dopme, YCTaHOBAEHHOM
Mpasunamm xpaHeHna <29>.

<29> lMpunoxxeHune N 26 K MNpasBnunam xpaHeHUA.

BHOBb CO34aHHOE W/AM pPeopraHM30BaHHOE MOAPa3LeNeHNe [O/MKHO B MECAYHbIM CPOK
paspaboTaTb HOMEHKNATYPY Aen 1 nNpeacTaBuTb ee B Cy:Kby AenonponsBoacTBa.

8.12. Bce 3arosoBKM AeN, BKAOYEHHble B HOMEHKNATypy Aen CTPYKTYPHOro noZpasaefieHus,
MHAEKcUpytoTca. MHAEeKC aena yKasbiBaeTca B rpade 1 HOMEHKNaTypbl A€ U COCTOUT M3 MHAEKCa
CTPYKTYpHOro noAapasgeneHva (Koga noapasfaesneHns B COOTBETCTBMM C YTBEPNKAEHHOW CTPYKTypOWi
OpraHM3aumMM UaM KnaccudMKaTopoM CTPYKTYPHbIX MoApasgeneHuii) U nopaaKkoBoro Homepa Aena B
pasaene HOMeHKNaTypbl Aen. MHaekcol aen o6osHavarotca apabekumu umdpamn. Hanpumep: 01-05, rae:

01 - KoA CTPYKTYpPHOro noAapasaefieHns;

05 - NopsZKOBbIM HOMep AeNa B pas3faesie HOMEHKNATYpbI gen.
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Jdena no Bonpocam, HepaspeleHHbIM B TeYeHWe O4HOro roaa, ABAATCA "nepexoaswmmun’ m
BHOCATCA B HOMEHKANATYPY AeN CAeAyloLLero roga ¢ Tem Ke MHAEKCOM. PeKomeHAayeTca COXpaHATb B
HOMEHKNaType eN 0AMHaKOBbIe NHAEKChI AN OAHOPOAHbIX e/, BKAOUYEHHbIX B pasHble pa3aensi.

Ecnu B TedyeHUe roaa B eATeNbHOCTU OpraHM3aLmm 06pasyoTca JOKYMEHTbI, HE NPeayCMOTPEHHbIEe
HOMEHKNATYPOI Aen, 3aro/IOBKM HOBbIX Aen AOMNONHUTENbHO BKAKOYAOTCA B HOMEHKNaTypy Aen. B
Ka)kJOM pasfefie HOMEHKNaTypbl AeN AN BHOBb 3aBOAMMbLIX Aen NpeaycmMaTpuBaloTCs pe3epBHble
HoMepa.

8.13. 3aronoBoK gena (rpada 2 HoMeHKNaTypbl Aen) AoNKeH B 0606leHHON dopme OTpaxKaTb
OCHOBHOE COAEpPKAHME N COCTAB AOKYMEHTOB Aena. He aonyckaeTca ynoTpebaeHme B 3arosoBKke Aena
HEKOHKPETHbIX GopMynnpoBoK ("'pasHble maTepmansl”, "obwan nepenncka"), a TakKe BBOAHbIX C/10B U
CNOMHbIX CMHTaKCMYECKUX 0BOPOTOB. 3aro/IoBKM AeN MOTYT YTOYHATLCSA B TEYEeHWe rofa B npoLecce
dopmupoBaHMAa N opopmneHma gen.

3aronoBOK gena [OONKeH COCTOATb M3 3/IEMEHTOB, pacnonaraembiXx B C!'IELI,YI'OLLI,EVI
nocnenoBaTteNbHOCTU:

a) Has3BaHMe BMAa Aena (nepenuncka, »KypHan, 4e10) AN BUAE AOKYMEHTOB, BKIOYEHHbIX B A€N10
(npoToKoAbl, NpuKasbl);

6) HaMMmeHOBaHMeE OpraHM3auuKn, CTPYKTYPHOro noapasAeneHns, NOCTOAHHO AeNCTBYIOLWEro MAN
BPEeMEHHOro opraHa, A40/IKHOCTHOrO NLLA, CO34aBLUNX AOKYMEHT(bl);

B) HAMMEHOBAHME KOPPECNOoHAEHTa (OpraHM3aLmMm, MLUA, KOTOPOMY aApPecoBaHbl UK OT KOTOPOTO
NoAyYyeHbl AOKYMEHTbI);

r) KpaTKoe cofepskaHue AOKYMEHTOB AeNa;

A1) Ha3BaHWe MeCTHOCTU (TEpPUTOPUM), C KOTOPOI CBA3AHO CoAepKaHNe AOKYMEHTOB Aena;
e) gata (nepuoa), K KOTOPbIM OTHOCATCA AOKYMEHTbI AeNa;

) yKa3aHMe Ha KONUIMHOCTb JOKYMEHTOB Aena.

8.14. TlopApoK pacrnosioXKeHUs 3aro/OBKOB f4eN BHYTPU pas3fesnioB HOMEHKAATypbl Aen
onpeaensaerca CTeneHb BaXKHOCTU LOKYMEHTOB, BK/IOYEHHbIX B Aena.

B Hayane pasgena  pacnosaraloTca  3arofiOBKM  AeNl,  COAEPNKALWMX  ydpeauTesibHble,
OPraHM3aLUMOHHO-MPaBOBbIE W PACNOPAAUTENbHbIE LOKYMEHTbI, 3aTeM 3aro/IoBKM Ae/, COAepKaluux
NAaHOBblE, OTYETHble, WHPOPMALMOHHO-AHAIMTUYECKME [OKYMEHTbI, [AOKYMEHTbI, OTpakatolme
AeATeNbHOCTb NoApa3aeNieHuns, NePenncKky, B KOHLUE pas3gena - PermcTpaumoHHbIe U yYeTHbIe XKypHabl,
KapToTeku, 6asbl AaHHBIX.

3aroNoBKM AeN, COCTaB/lEHHbIX MO KOPPECnoHAEHTCKOMY W reorpapuyeckomy npuaHaKam,
BHOCATCA B HOMEHKAATYpY Aen no andaBuTy KOPPECNOHAEHTOB WU reorpaduUecknx HassaHUN.

B 3aronoBKax Aen, coAepskallmMx [AOKYMEHTbl MO OAHOMY BOMPOCY, HO He CBA3aHHbIX
nocnenoBaTe/IbHOCTbIO PeLleHns BONpoca, B KayecTse BUAa Aena ynoTpebaserca TepmMuH "A0KyMeHTbI",
a B KOHLLe 3aro/10BKa B CKOBKaXxX yKa3blBaloOTCA Ha3BaHWUA BUAOB AOKYMEHTOB, Hanbosee npeacTaB/ieHHbIX
B gene:

"[JOKYMEHTbI O NPOBEAEHNMN COBELLLAHMI U CEMMHAPOB (Mporpammsl, CIUCKK, AoKNaabl)".

TepMuH "JOKYMeHTbI" MPUMEHAETCA TaKKe B 3aro/IoBKax [Ae, COAEepMKaluxX AOKYMEHTbI-
NPUNONKEHNA K KAKOMY-TMB0 AOKYMEHTY (BUAbI AOKYMEHTOB-NPUAOKEHUI HE NEPEUNCAIOTCA):
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"[JOKYMEeHTbI K NPOTOKO/1laM 3acefaHuit HayyHo-TexHMYecKoro coseTa";
"MpOTOKO/Ibl MPON3BOACTBEHHbIX COBELLAHWUIA NPU reHepasibHOM AMPEKTOpE U AOKYMEHTbI K HUM".

B 3arosioBKax Aes, npeAHasHayYeHHbIX A4 FPYNnMPoOBKM OAHOTUMHBIX AOKYMEHTOB, 3Ta rpynna
[OKYMEHTOB YKa3blBAa€TCA BO MHOMECTBEHHOM YMC/IE:

"MpoToKobl 3acegaHnin gupexkumn'.

B 3aronoBkax gen, coaepXawmnx nepenncky, ykasbiBaetcda, C Kem MU MO KAaKOMy BOMPOCY OHa
BeaeTca:

"MepenuncKa c 06pa3oBaTeNIbHbIMU YUPEKAEHUAMM O MNOBbILWEHUN KBaANDUKaLMM paboTHNKOB".

B 3arosioBKax fAen, coaepaLinx nepenncky ¢ 0AHOPOAHbIMU KOPPECNOHAEHTaMM, NocieaHNe He
Ha3bIBAOTCA, @ YKA3bIBAETCA UX BUAOBOE Ha3BaHMe:

"MepenncKka ¢ peaepanbHbIMM OpraHamMmm UCMONAHUTENBHOW BAACTU O 3aKNHOYEHUU U UCNONHEHWUN
rocyAapCTBEHHbIX KOHTPAKTOB".

B 3aronoskax gen, cogeprkallmx nepenmnucky ¢ pasHoOpPoOLHbIMU KOppecrnoHAeHTaMu, NocieaHue He
nepevyncnAarTca:

"MepenncKka o 3aKJ0YEHUN U UCMOJIHEHUM FTOCYAAPCTBEHHbIX KOHTPAKTOB".

B 3aro/IoBKe [iena yKa3blBaeTCcA KOHKPETHbIM KOPPECMNOHAEHT, eC/IM Nepenmncka BeaeTcsa TONbKO C
HUM:

"Mepenucka c 000 "MopcesA3b" 0 NpeaocTaBAEHUN YCAYT CBA3K".

Mpy 0603HaYeHUN B 3aroN0BKax Aen aAMUHUCTPATUBHO-TEPPUTOPUANbHBIX eAUHUL, YUUTbIBAETCA
cneayiollee:

ecnun coaepaHne gena Kacaetca HeCKONIbKMX O AHOPOAHbIX aAMUHUCTPATUBHO-TEPPUTOPUAJIbHBIX
eanHUL, B 3aroz10BKe Ae/1a He YKa3blBaloTCA UX KOHKPETHbIe Ha3BaHWUA, a YKa3blBaeTCA UX o6u.|,ee Bnagosoe
Ha3BaHue:

"MepenuncKa ¢ yupexaeHUAMMU KyNbTypbl a4MUHUCTPATUBHbIX OKpYyros MockBb!".

eCNN  copepkaHue pgena KacaetcA OAHOW  aAMMHWUCTPATUBHO-TEPPUTOPUANBHON  eAMHULPbI
(HaceneHHOro NyHKTa), ee (ero) HasBaHWe yKa3blBAETCA B 3aro/I0BKe Aena:

"MepenucKa c dunmanom B MOCKOBCKOM 061aCTN 0 NNaHUPOBAHUU N OTYETHOCTK".

B 3arosioBKax gen, coAepiKallmx naaHOBYH MM OTYETHYIO AOKYMEHTaLMIO, YKA3biBAeTCA Nepuos,
(mecsu, KBapTan, roa) Ha (3a) KOTOPbIN COCTaBNEHbI NAaHbl (OTYETHI):

"OTueTbl CTPYKTYPHbIX NoapasgeneHnin 3a 2017 roa”;
"CTaTMCTUYECKMIN OTYET O YUCIEHHOCTH, COCTaBe U ABMMXKEHMM Kaapos 3a 2017 rog (¢. N 27-roa)".

Mpn bopMMpoBaHMM Aena U3 HEeCKONIbKMX TOMOB (4acTelt), Kpome obLiero 3aronosBKa Aena npu
HeoBXOAMMOCTN COCTaBAAIOTCA 3ar0/I0BKM KaKAOro Toma (4acTu), YTOUYHAWME coaepXaHue TOMOB
(yacTeit) aena.

3aronoBKM AN MOTyT YTOYHATLCA B Npouecce GpopmMUpoBaHna U opopmaeHus aen.

8.15. 'pada 3 "KonumyectBo gen" 3anosHAETCA N0 OKOHYaHUM KaneHaapHoro roga. Mo AocTuKeHum
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AeNoM, BKAHOYaOLWUM AOKYMEHTbI BpeMeHHbIX (cBbiwe 10 neT) M NOCTOAHHOMO CPOKOB XpaHeHus, obbema
B8 250 NnMCTOB, TOM 3aKpblBAeTCA W OTKPbIBAeTcA HOBbIM Tom. B rpade 3 HomeHKnatypbl Aen
nocneaoBaTebHO YKa3blBalOTCA HOMeEpPa TOMOB W KpaiHMe AaTbl AOKYMEHTOB KaxKAoro Toma:

T. 1. 11.01.2017 -

30.06.2017

JNeKTPOHHbIe Aenla Ha ToMa (4acTu) He pa3aenatoTca. Bce aneKTPoHHbIe AOKYMEHTbI, HE3aBUCUMO
OT Ux 06beMa, BK/IKOYAIOTCA B O4HO 3/IEKTPOHHOE AeNo.

8.16. B rpade 4 "Cpok xpaHeHua u N cTaTbyi No nepeyHo" yKasbiBAlOTCA CPOKU XPaHEHMA Aen U
HoMepa cTaTe MO TUMOBOMY WAW BEAOMCTBEHHOMY MNEPeYHl0 AOKYMEHTOB C YKasaHMEM CPOKOB
XpaHeHus, beagepanbHOMY 3aKOHY UM MHOMY HOPMATUBHOMY NPaBOBOMY aKTY.

8.17. B rpade 5 "MpumeuaHue" npocTaBnaoTCcA OTMETKM O 3aBegeHun gen ("3asegeHo"), o
nepexoasawmx aenax (Hanpumep, "Mepexogawee ¢ 2016 roaa"), o BblAENEHUN AEN K YHUUTOXKEHUIO, O
iMuax, OTBETCTBEHHbIX 3a dopmupoBaHWMe nen, O nepefade Aen B APYyryl0 opraHuMsaumio aas
NPOAOKEHUS.

Echn peno popmmpyetca B UHGOPMALUMOHHOM CUCTEME U BKIIOYAET 3/1EKTPOHHbIE AOKYMEHTbI, B
rpade "MpumeyaHme" oTmeyaeTca, YTO Ae10 BeAETCA B 3/1IeKTPOHHOM BUAE C YKa3aHMEM HaMMeHOBaHUSA
MHGOPMALNOHHOM CUCTEMDI:

"InekTpoHHble gokymeHTbl. C3/[] "Kanuenapusa", B "Cny»kebHble 3anuckn".

8.18. Mo 3aBeplUeHUN AeN0NPOM3BOACTBEHHONO rofa B KOHLLE HOMEHKAATYpbl A€/l B Ka*KAOM
CTPYKTYPHOM nogpasgeneHnm odopmaseTca UTOroBas 3anucb, B KOTOPYID BHOCATCA CBEAEHMA O
KoanyecTBe 3aBefeHHbIX gen (TOMOoB, YacTelt), OTAENbHO NOCTOAHHOIO U BPEMEHHbIX CPOKOB XPaHEHUS,
BPEMEHHbIX CPOKOB XpaHeHua c oTmeTkoi "IMK" n nepexopAwmx. Mtoroeas 3anucb [ONOAHAETCA
AaHHbIMU O KOJIMYECTBE 3/IEKTPOHHbIX [1€/1 COOTBETCTBYHOLLMX CPOKOB XPaHEHMUA.

B nTOroByto 3anucb CBOAHOM HOMEHK/IATYypbl AeNn CBeAEeHWA BHOCATCA HAa OCHOBAHWW [AAHHbIX,
nepenaHHbIX U3 CTPYKTYPHbIX NoApa3aeseHUiA opraHu3aLmu.

CeefeHun, copepiKalumeca B UTOFOBOWM 3aMMCU HOMEHKAATYPbI AeN OpraHvM3aumu, nepeaarotca B
apXuB OpPraHM3aLMM, 0 YeM B HOMEHKNAType AeN NPOCTaBAAeTCcA OTMETKA C YKa3aHWeM [O/IKHOCTU U
noAnucKu Anua, nepeaasLUIero cBeaeHus.

8.19. lena co AHA WX 3aBeAeHUA A0 nepeaaqvn B apxms OpraHM3auMm UAW A0 BblAeNeHUsa UX K
YHUUTOXEHMIO MO UCTEYEHMM CPOKA XPaHEHMA XPaHATCA MO MecTy Ux GoOpMMUPOBaHMUA.

[eno cuntaetca 3aBef,eHHbIM C MOMEHTA BK/IIOYEHUA B HErO NepBOro UCNOJIHEHHOTO AOKYMEHTA.

8.20. Mpu dopmmpoBaHMM fen Ha ByMarKHOM HoCUTe e AO/IKHbI COBI0AaTLEA Cieaytolwme obune
npasuna:

B 4€eN0 NOMEeWaTCA MUCNOJZIHEHHbIE AOOKYMEHTbI, COOTBETCTBYHOLME NO CBOEMY COAEPHKAHUIO
3aro/s1oBKy Aes1ia N0 HOMeHKNaType Oen;

NPUIOMKEHUA MOMELLAIOTCA BMECTE C OCHOBHbIMU JIOKYMEHTaMU;
B 4e/10 BKHOYAOTCA AOKYMEHTbI OHOr0 KasieHA4apHOro roAa, 3a UCKAoYEHUEM NepexoasaLinx aen;

AOKYMEHTbI NOCTOAHHOIO N BPpEMEHHbIX COOKOB XpaHEHUA TrpynnUPYyKOTCA B AeN1a Pa3aesibHoO;
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B OE/10 BK/IIOYAETCA NO OAHOMY 3K3eEMNNAPY KaXKO0ro AOKYMEHTa,;

daKcorpammbl, Tenerpammsbl, TesiedoHOrpaMmmbl MOMELLAIOTCA B Aefa C Nepenmnckon Ha oblmx
OCHOBAHMAX;

B [1e/10 NOMELLATCA AOKYMEHTbI NPaBUIbHO U NONHOCTbIO OPOPMAEHHbIE (AOKYMEHTbI A0/KHbI
MMeTb 4aTy, NoANUCb U Apyrne HeobxoaAnMble PEKBU3UTDI);

B A€/10 He BKNIOYaloTCA AOKYMEHTbI, MoANesKallme BO3BpaTy, NIUWHNE 3K3eMNAAPbl U YePHOBUKU
(3a ncknoveHnem ocobo LEHHbIX);

no o6bemMy Aeo, BK/YaloLee AOKYMEHTbI Ha ByMaxKHOM HOCUTene, He A0/IKHO npeBbiwaTtb 250
NINCTOB, Npu ToAlMHe He 6onee 4 cm (TONWMHA AeN CO CPpOKaMM xpaHeHuAa Ao 10 net He A0/XKHa
npesbiwatb 10 cm). MNpu npesbileHUM 4aHHOTO 06bema 3aBoAUTCA BTOPOM ToM. Mpu Hanuuum B gene
HECKOJIbKMX TOMOB (4acTelt) MHAEKC 1 3aroN10BOK Ae/1a NPOCTaBAAOTCA Ha KaXKaoM Tome ¢ AobaBneHnem
obo3HauyeHun: "T. 1", "T. 2",

[lOKyMeHTbI BHYTPU [ie/1a pacnoiaraloTca CHU3Y BBEPX B XPOHOJ/IOTMYECKOM, BOMPOCHO-/10TMYECKOi
NocNeA0BaTe/IbHOCTU MU UX COYETaHUM.

PacnopagutesibHble JOKYMEHTbI FPYNNMPYIOTCA B Aena No BUAaM U XPOHOIOMMKN C OTHOCALLLMMMUCA K
HUM NPUNOXKEHUAMU. [JOKYMEHTbl - OCHOBAHMA K pacnopAaguTesibHbIM OOKYMEHTaM BK/AKOYAOTCA B
oTAeNnbHOE Aeno.

MpoToKObI B Aesie pacnoaaratoTcA B XPOHONOMMYECKOM NopALKe U N0 HOMepam.

JOoKymeHTbl K 3acefiaHMAM (coBelLLaHMAM) rpynnupyoTcs B OTAeNbHOE AeN0, KaK U MPUIOXKEHMUA K
NPOTOKO/1aM, eCIN OHU copep:KaT 6osee 25 cTpaHuLL.

[OKYMEHTbl K MPOTOKO/MaM, eC/IM OHW CrpynnupoBaHbl B OTAE/bHbIE Aefla, CUCTeMaTUINPYIoTCA
BHYTPU Aena No NopaaKy HOMEPOB NMPOTOKO/IOB.

JIOKasibHble HOPMATUBHbIE aKTbl, YTBEPXKAEHHbIE PacnopAgUTeNIbHbIMU AOKYMEHTaMU, ABNAIOTCA
NPUNOKEHUAMU K HAM U TPYNNUPYHOTCA BMECTE C YKa3aHHbIMU OOKYMEHTAMMW.

MprKasbl N0 OCHOBHOM AEATENbHOCTU FPYNNUPYIOTCA OTAE/bHO OT NPUKA30B MO INYHOMY COCTaBy
W NPUKA30B N0 aAMUHUCTPATUBHO-XO3ANCTBEHHOW AeATeNbHOCTM <30>.

<30> B cootBetcTBUM C [lepeyHem TMMOBbLIX YMPABAEHYECKUX APXMBHbLIX [AOKYMEHTOB,
obpasylolwmxca B nNpouecce AeATeNbHOCTM  TOCYAapPCTBEHHbIX OPraHOB, OPraHOB  MECTHOro
CaMOYMpaB/ieHMA W OpPraHuMsauMi, C YKa3aHMEeM CPOKOB XPaHEHWA, YTBEPXKAEHHBIM MPUKA3OM
MuHUCTepcTBa KynbTypbl Poccuiickon Pepepaumm ot 25 asrycta 2010 r. N 558 "O6 yTBepaeHun
MepeyHsa TMMNOBbIX YNPABAEHYECKMX apPXMBHbIX LOKYMEHTOB, 06pa3yoLWLMXCs B NPOLLECCe AeATENbHOCTH
rocyfapCTBEHHbIX OPraHOB, OPraHOB MECTHOFO CaMOYMNpPaBNEHMA N OPraHU3aUNin, C YKa3aHMeEM CPOKOB
XpaHeHus" (3apernctpmpoBaH B MuHucTepcTBe toctuumm Poccuiickoii ®epepaumm 8 ceHtabpa 2010 r.,
perucTpaumoHHbii N 18380); ¢ M3MEHEHWAMW, BHECEHHbIMW MNPUKA3OM MMUHUCTEPCTBA KYbTYpbl
Poccuiickoir Pepepaumm ot 16.02.2016 N 403 "O BHeceHUM U3MeHeHU B [lepeyeHb TUMOBbIX
YyNpaBAeHYECKMUX apXMBHbIX AOKYMEHTOB, 06pasyloLLMXCA B nNpoLecce AeATe/IbHOCTU roCyAapCTBEHHbIX
OpraHoOB, OPraHOB MECTHOTO CaMOYMpPaBieHUA U OPraHW3auMii, C YKasaHMEM CPOKOB XpPaHeHUs,
YTBEPKAEHHbI NPpMKazom MuHUCTepPCTBA KynbTypbl Poccuiickon ®eaepaumm ot 25 aBrycta 2010 . N 558"
(3apernctpupoBaH B MwuHuUcTepcTBe toctuumMM  Poccuiickoih  degepaummn 15 mapta 2016 .,
pernctpaunoHHbiit N 41414), K aAMUHUCTPATUBHO-XO3NCTBEHHOW AeATe/IbHOCTU OTHOCATCA BOMPOCHI NO
cobntoaeHNI0 NPaBUA BHYTPEHHErO pPacnopafKa, 3KCAyaTaumMm CAyKeOHbIX 34aHWN, TPaHCMOPTHOMY
obcnyKMBaHUIO, BHYTPEHHEN CBA3K, obecneyeHnto 6€30MacHOCTM OpraHn3aLmin.
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MpuKasbl NO IMYHOMY COCTaBy GOPMMUPYIOTCA B Ae/1a B COOTBETCTBMM CO CPOKAMM XpaHEHMA.
JIOKYMEHTbI B IMYHBIX AeNaxX Pacrno/iaratoTcs no mepe Ux nocTynieHus.

Mepenucka rpynnupyeTca B Aena No TeMaTtuke U/UamM KoppecnoHAeHTam U cucTemaTmsmpyeTca B
XPOHONOTMYECKON MOC/NeA0BaTeNIbHOCTU: [OKYMEHT-OTBET MOMELLAeTCa 3a A0KYMEHTOM-Mpocbbol
(3anpocom). Mpu BO306HOBNEHUM NEPENUCKM NO ONpeaeieHHOMY BONPOCY, HauyaBLlelcs B NpesblayLem
ro4y, LOKYMEHTbI BK/IOYAKOTCA B €10 TEKYLLEro roAa C yKasaHMem MHAEeKca Aena npeablaywero roga.

DNEeKTPOHHbIe JOKYMEHTbI GOPMUPYIOTCA B 3/1IEKTPOHHbIE Ae/1a B COOTBETCTBUM C HOMEHKNATYPOW
AeN OpraHn3aLmm B To MHPOPMALMOHHON CUCTEME, B KOTOPOW OHM BblIM CO34aHbl MU B KOTOPYIO BblIK
BK/IHOYEHDI.

8.21. Onsa obecneyeHUsa COXPaHHOCTU, y4eTa JOKYMEHTOB U AeN CTPYKTYPHOro nogpasaeneHua m
OopraHM3aumnmM A0CTyna K HUM NPOBOANTCA KOMMIEKC paboT:

CO3AaHue ONTMMasIbHbIX YCI0BUIA XPaHEHUA AOKYMEHTOB 1 Aen;
pasmelleHune aen;

NnpoBepKa HaIMUYUA U COCTOAHUA AOKYMEHTOB U Aen;
cobntogeHe nopagKa Bblgaun aen.

8.22. [lena pasmewator B paboymx KOMHaTax WAW CneumasibHO OTBEAEHHbIX A/ 3TOW uenm
nomeLLeHUsAX B WKadax, Ha cTennarkax, ytobbl obecneuynTb X COXPAHHOCTb M 3aLLMTy OT BO34ENCTBUA
BpeAHbIX GaKTOpOB.

[ena pna ux yyeta u 6bICTPOrO NOMCKA A0MKHbI PACNoNaraTbCa BEPTUKANbHO, KOPELKAMU HaPYKy
M B COOTBETCTBMM C HOMEHKNATypoW Aen. Ha KopeluKax 06/10XKeK Aen yKasbliBaloTcA WMHAEKCbI No
HOMEHKNAType Aen, npy HeobxoaMMOCTU HoOMep TOMa Aena, AaTy gena. HomeHknaTtypa 4en uav Bbinmucka
M3 Hee NOMELLAETCA HA BHYTPEHHEl CTopoHe WwKada.

8.23. MpoBepKM HaNNYNA U COCTOAHMA LOKYMEHTOB M AeN B LenAx YyCTaHOBJIeHMA d)aKTVI‘-IeCKOFO
Hann4yma gen ooNKHbl NpoOBOAUTLCA AesionpoussoautTenem noapasaeneHma B cnyvaax:

nepes nepeaavent JOKYMEHTOB B apX1B opraHM3aLmu;
npv NepemeLLeHnn aen;

npM CMeHe pPyKOBOAMTENA  CTPYKTYPHOro  noagpasgeneHvsa,  pykosoautena  Cay»kbbl
AeNonponsBoACTBa;

npwn peopraHnsaunn n a(Mkengaunm opraHmn3aummn nam CTPyKTypHOro noapasageneHumAa.

I'IposepKa Han4ynAa npoBoguTCA nyTem CBEPKU cTaTei HOMEHKANATypbl gen C onncaHnem aen Ha
O6J'IO)'KK€, a d)VIBVI‘-IECKOE CoCToAHME AOen onpegenderca nytem WUX BU3YaJZIbHOTo MNPOCMOTPaA. Bce
O6H3py>KEHHbIe HeAOCTaTKN OO0/1XKHbI d)l/lKCMpOBaTbC‘r'I B aKTE€ NPOBEPKU Ha/MNYMNA N COCTOAHNA OEN.

8.24. B C/lydae BblABNEHUA OTCYTCTBMA €N, YNCNAWNXCA MO HOMEHKANATYpPE Aesl, PYKOBOACTBOM
I'IOApE]3[J,EI'IEHMV1 NPUHUMAIOTCA Mepbl MO WX pPO3bICKY. Ecnn posbiCK aen He p[aeT pes3ynbrara,
COCTaB/NIAe€TCA ChnpaBKa O MNpPUYNHAX WUX OTCYTCTBUA, KOTOpaA NoAMUCbiIBaAeTCA pyKoBoaUTeENnem
nogpasaeneHna n npeacraBaiAaeTca B Cny>K6y genonponssoacrtea.

dakT yTpathl gena (aen) ¢ouKcupyetca B akTe, coctasasemom Cny»kb6oit genonpomssoacTsa U
pyKoBoAMUTENEM CTPYKTYPHOrO noapasaeneHua (YyNnoNHOMOYEHHbIM UM INLLOM) B TPEX IK3emnaspax: no



O4HOMY 3K3EeMMAAPY aKTa XpaHutca B Cnykbe AenonpousBOACTBa M CTPYKTYPHOM MoApasiaeneHnu;
3K3eMNAApP aKTa NPeACcTaBAfeTCA B apXMB OpraHM3aLmmn Npy nepegaye Aen CTPYKTYPHOro nogapasaeneHus
Ha apXMBHOE XpaHeHue.

8.25. JKkcnepTM3a UEHHOCTU AOKYMEHTOB MPOBOAMTCA Ha OCHOBE 3aKOHOAATE/NIbHbIX U MHbIX
HOPMaTUBHbIX MPaBOBbIX aKTOB Poccuiickoit Pepepaumn, yctaHaBAMBaAOWMUX TPebOOBAHUA K CpPOKam
XPaHEeHUss AOKYMEHTOB, TUMOBbLIX U BEAOMCTBEHHbIX MEpPeyYHen AOKYMEHTOB C YyKa3zaHMEM CPOKOB WX
XpaHeHuA:

npun COCTaBNEHNUN HOMEHKNATYpPbI AeN;
npu noaroToBKke gen K nepeaaye B apxmsB opraHnsaunun,
B apxuBe opraHn3auunun.

8.26. [lnAa opraHu3auum M npoBefeHMAa paboTbl MO 3KCMEPTU3E LEHHOCTU [AOKYMEHTOB B
OpraHM3aLLMM NPMKa3oOM PYKOBOAUTENA CO34AETCA IKcnepTHas Komuceus (aanee - 3K), B opraHMsauusx,
UMeIoLMNX NOABEAOMCTBEHHbIE OpraHu3aumm, uamnasnsbl, - LEHTPabHan IKCNepTHas Komuccua (ganee -

LI9K).

3agaun, GyHKUMK, npaBa, opraHM3aumnsa pabotbl IK (LIIK) onpenenaoTca NoNoOKEHMEM O HEWN,
KoTopoe pa3pabaTbiBaeTcA HAa OCHOBAaHUW MPUMEPHOTO NOJIOKEHWS, YTBEPKAEHHOTO YNOAHOMOYEHHbBIM
depepanbHbIM OPraHOM UCNOJHUTENIBHOM BAACcTU B chepe apxMBHOTO Aena n aenonpomssoactaea <31>.

<31> Mpukas PepepanbHOro apxmBHoro areHtctea oT 11.04.2018 N 43 "O6 yTBepkaeHUK
MpUMepHOro NooXKeHnsa 0b 3KCNepTHOM KoMUCCUKU opraHusaumu” (3apeructpupoBaH B MuHUCTepCTBe
toctuumm Poccuiickoit ®epepaumm 15.06.2018, pernctpaumoHHbin N 51357).

8.27. OcHoBHbIMM pyHKUMAMM DK ABnatoTcA:
OopraHu3auma exxerogHoro otbopa Aen ANnA XpaHEHUA U YHUUTOXKEHNSA;

pPacCMOTpeHNE U cCornacoBaHMe nMpPoexkTa HOMEHKANATypbl Aen opraHun3auuu, onucemn aen
NOCTOAHHOIO N BPEMEHHbIX (CBbILue 10 I'IET) CPOKOB XpaHeHMA, B TOM Y1cne no 1IM4HOMY COCTaBy, aKTOB O
BblAeENEHUN K YHUYTOXKEHUIO AeN, HE NodNneXKalnX XpaHeHULo;

yyacTue B NMoAroTOBKe M PacCMOTPEHUM NPOEKTOB HOPMATUBHbIX U METOANYECKMUX AOKYMEHTOB Mo
BOMpPOCam paboTbl C LOKYMEHTAMU B OpraHn3aL .

8.28. JKcnepTu3a LEHHOCTM AOKYMEHTOB OCYLUECTBAAETCA €XKerogHo [AenonpousBoautTensamu
nogpasgeneHnii coBmectHo ¢ DK opraHusaumMmM M nof MeToanyeckum pykosoactsom Caysk6bl
AenonponsBoACcTBa OpraHn3aLuu.

8.29. Mpu nposBegeHUN 3KCNEPTU3bl LLEHHOCTU AOKYMEHTOB Mpu NoAaroToBKe Aen K nepegaye B
dpXu1B OpraHM3aunn oCyLeCTBNAETCA:

oT60p AOKYMEHTOB NOCTOAHHOIO M BPpeMEHHbIX (CBbilwe 10 neT) CPOKOB XpaHeHWA ANA nepeaayn B
apXuB opraHusauuu;

oT60p AOKYMEHTOB BpeMeHHbIX (80 10 NeT BKAOUMTENIbHO) CPOKOB XpaHeHUa 1 ¢ nomeTkamu "o
nn

MWHOBAHUA HaA06HOCTVI , "o 3ameHbl HOBbIMl/I", nognexawmnx ,u,aaneﬁLuemy XPaHEHUIO B CTPYKTYPHbIX
nogpasaeneHunax;

BblaeNneHNe K YHUUTOXEHUIO AeN 3a npeablaywine rogbl, COOKU XpaHEHNA KOTOPbIX UCTEKNN.
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O,CI,HOBpeMeHHO nposepAeTcA KayeCctBO WU MNMOJIHOTa HOMEHKNATypbl Aen opraHun3dauuu,
NnpPaBuUIbHOCTb onpeaeneHnAa CPOKOB XpaHeHUA Aen.

8.30. lena nocToAAHHOIO M BpemeHHbIX (cBbiwe 10 NeT) CpOKOB XpaHEHUA Noa/ieKaT NoJMCTHOMY
NPOCMOTPY 418 BblAENEHNA U3 UX COCTaBa AOKYMEHTOB BpemeHHbIX (40 10 1eT) CPOKOB XpaHeHMA.

Odena ¢ otmeTkoit "IMK" noasepratotcs MNOAUCTHOMY MNPOCMOTPY B LEeNAX OnpeaeneHus u
BblAE/IEHUA U3 UX COCTABA AOKYMEHTOB, MOAJIEKALLMX NOCTOAHHOMY XPaHEHMIO.

8.31. OTH6OpP 3NEKTPOHHbIX AOKYMEHTOB ANA Nepeaayn B apXuB OpPraHM3aLMu OCYLLECTBASETCA B
aBTOMATU3MPOBAHHOM peXKMMe nyTem oTbopa LOKYMEHTOB 13 6a3 AaHHbIX MHPOPMALMOHHBIX CUCTEM NO
npusHaky "UHgekc gena" ("Cpok xpaHeHus").

8.32. Mo pe3ynbTaTam 3KCNepTUsbl LEHHOCTU [OOKYMEHTOB B OpraHvMsaumMm npoBoAUTCA
obopmneHne Aen n COCTaBAAIOTCA OMUCU Aen MOCTOSHHOIO XpaHeHuA, BpemeHHbIX (cBbiie 10 neT)
CPOKOB XpPaHEeHMA U NO JNMYHOMY COCTaBY, a TaKXe aKTbl O BblAENEHUN K YHUUTOMKEHMIO Aen, He
noaneXKalinux XpaHeHuto.

Onucu aen NoCTOAHHOrO XpaHeHus, BpeMeHHbIX (cBbite 10 NeT) CPOKOB XpaHEHUA 1 NO AUYHOMY
COCTaBY, @ TaK)Ke aKTbl O BblAENEHUM K YHUUTOXKEHUIO 4EN, HE NoANEXKALWLMX XPAHEHUIO, PaCCMaTPUBALOTCA
Ha 3acegaHum 3K (U3K) opraHusauum ogHoBpemeHHo. CornacoBaHHble 3K (LK) akTbl u onucu
YTBEPKAAOTCA PYKOBOAUTEIEM OPraHU3aumu.

8.33. [lena, o6pasoBaBlUMECA B AeATENbHOCTU OpPraHM3aummn U Noa/exKalme XpaHeHu o, NpoxoaaT
NOJIHOE WAK YacTUYHOoe odopmaeHune. MoaHOMY ODOPMIEHUIO NOAIENKaT Aena BpemeHHbIX (cebiwe 10
NeT) CPOKOB XPaHEHUs M MOCTOAHHOro XpaHeHusa. [lena BpemeHHbIX (8o 10 neT) CPOKOB XpaHeHun
noAnesKaTt yacTMIHOMY OPOPMIEHNIO.

OdopmneHve pen nNpoBOAMUTCA B CTPYKTYPHbIX MNOAPA3LEeNeHUAX OpraHusauMum no  MecTy
bopmMMpOBaHUNA LOKYMEHTOB B AeNa.

8.34. NonHoe opopmaeHme gena Ha ByMarKHOM HOCUTENE BKAKOYAET:
odopmaeHne pekBM3nTOB 0610KKK Aena no popme;

HyMepauuto NCTOB B gene;

COCTaB/IEHME NCTa-3aBEPUTENA AEN3;

COCTaB/IeEHME B HEOOXOAMMBIX C/Iy4asixX BHYTPEHHEW ONUCU LOKYMEHTOB AENa;
NOALWMBKY U NepenseT Aena;

BHECceHMe HeobXoAMMbIX YTOUYHEHWI B pPEeKBU3UTbI O6/IOXKKM Aena (yTouyHeHMe HasBaHusA
opraHu3auun, MHAEKca Aena, KpamHUx AaTt Aena, 3aros0sKa aena).

JlncT-3aBeputenb Aena, BHYTPEHHAA ONWUCb AOKYMEHTOB Aefla U 06/10)KKa Aena CoCTaBAATCA No
dopmam, ycTaHOBAEHHbIM paBnnamm XxpaHeHus <32>.

<32> lMpunoxxenua N 8, 27, 28 K lMpaBnnam xpaHeHuUA.

8.35. [lena BpemeHHbIx (40 10 NeT BKAOUYNTENLHO) CPOKOB XpaHeHUA, NoAneKallime YacTUiHoOMYy
opopMIEeHNIO, AOMYCKAETCA XPaHWTb B Marnkax, B KOTOPbIX [Aena XpaHWAUCb B AeNOnpov3BOACTBE,
nepecuctemaTvsauusa OOKYMEHTOB B Jefie He MNPOBOAMTCA, JNCTbl Aena He HYMEpPYHTCA, JUCTbI-
3aBepuTeNM Aena He coctasaAloTcA. Ha 0610)Ke fgena B COOTBETCTBMM C HOMEHKAATypol Aen
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opraHM3aLmm 3anoNHAIOTCA PEKBU3UTLI: HAMMEHOBaHWE OpraHn3aL MM, HaMmeHoBaHMe noapasaeneHus,
WHAEKC iena, 3aro/I0BOK Aen1a, CPOK XpPaHEHUA JOKYMEHTOB.

8.36. Ha obnokKe gen BpemeHHbIx (cBbilwe 10 neT) CPOKOB XpaHEHMA U MO JINYHOMY COCTaBYy
yKa3sblBatoTCA:

HaMMeHOBaHWe BbILIECTOALLEA oOpraHusaumm (opraHusaumMm-yupeauTens); HaMmeHOBaHUe
OpraHn3aLmmn - UCTOYHMKA KOMMNEKTOBAHWUSA rocy4apCcTBEHHOrO (MyHULUMNANBHOIO) apXmBa;

HaMMeHOBaHMe CTPYKTYPHOro noapasaeneHus;
WHAEKC Aena no HoOMeHKNaType aen;

HOoMep Toma (4acTu);

3aro/iIoBOK gena (Toma, yactu);

KpaiHue gatbl gena (toma, yactu);

KO/IMYECTBO /INCTOB B Aene;

CPOK XpaHeHua aena;

apxuBHbIN Wndp aena.

Ha o6noxkKax Aen NOCTOAHHOro XpaHeHuA Had HaMMeHOBaHMEM OpraHuM3auunmn ykKasbliBaeTcAa
HanmeHoBaHWe rocyaapcreeHHoro (MyHMLI,MI'Ia!'IbHOFO) apxuea, NICTOYHMUKOM KOMMNJIEKTOBAHMUA KOTOPOIo
BbICTYNaeT opraHn3auuA.

8.37. Npu odbopmneHnn ob610KKKN gena:

HaMMeHOBaHMe BbILLECTOALLEN OpraHM3auMu (OpraHusauuu-yupeauTens), Npu ee Hanuuum,
YKa3bIBAeTCA TMOJIHOCTbIO B MMEHWUTE/NbHOM MaZe)Ke, MoZ MOJIHbIM HauMeHOBaHMEeM B CKOOKax
yKa3blBaeTcs opuumnanbHOE NPUHATOE COKpaLLleHHoe HaumeHoBaHMe (Npu ero HaaMunm);

HaMMeHOBaHWe OPraHM3aLMMK yKasblBaeTCA NOJHOCTbIO, B MMEHWUTEIbHOM Magee, C yKasaHuem
opUnLUMaNbHO MPUHATOrO COKPALLEHHOrO HaMMeHOBaHMA (MPU ero HaauuMKn), KOTOpoe YKasblBaeTcA B
cKobKax nocne NoAHOro HaMeHOoBaHMs;

HaMMeHOBaHME CTPYKTYPHOroO noApasfe/ieHnA YKasblBaeTcA MNONHOCTbI0O B COOTBETCTBUM C
YTBEPKAEHHOM CTPYKTYPOWM OpraHM3aumu (MpU HaAMYMKM COKPALLEHHOTO HaMMEHOBAaHWUA CTPYKTYPHOro
noApasfesieHna OHO YKasblBaeTcA B CKOBKax);

MHAOEKC AeNla NPOCTaBNAAETCA B COOTBETCTBUUN C HOMeHK!'IaTypOﬁ Aen opraHnsauunm;

3aroz1I0BOK Aena nepeHoCcnTCca U3 HOMEHKIAaTypbl Aen opraHn3auunun (B HeO6XOAVIMbIX Caiy4dasax B
3aro/1IoBOK BHOCATCA yTO'-IHeHI/I‘r'I);

AaTbl aena (rog(bl) 3aBeieHMA U OKOHYaHWA Aena B 4e/I0NPOU3BOACTBE).

Mpn M3MeHeHUM HaMMeHOBAHMA OpraHu3auMu WA noapasfesieHMa B TevyeHMe nepuoaa,
OXBaTblBaeMoOro gOKymeHTaMWn Aena, Wan npun nepeaade Aena B Apyroe noapasgeneHne Ha 0610KKe
Aena noa npexXHum HanmeHOoBaHWEM  YKa3blBaeTCA HOBOE HanmeHoBaHWE  OpraHun3auunm
(I'IOﬂ,pa3ﬂ,e}1€HMH), a npexXHee HauMeHOBaHUE 3aK/1I04aeTCA B CKOBKM.

MHaeKkc aena u 3arofioBOK Aena nepeHocATca Ha 060Ky M3 HOMeHKnatypbl gen. Ecam geno
COCTOMUT U3 HECKO/IbKNX YacTel, Ha 0610KKY Kaxaoro Toma (4actun) BbiIHOCMTCA 0BLLMIA 3aro/I0BOK Aena u



3aro/I0BOK KaXkAoM YyacTu (npu ero Haanumm).

[aTto pen, coaeprKalmx pacrnopaaUTENbHYIO AOKYMEHTaLUMIO, a TakKe Aef, COCToAWMX U3
HECKOJ/IbKMX TOMOB (YacTeit), ABNAOTCA KpaHWe AaTbl AOKYMEHTOB Aena, TO ecTb AaTbl (Uncno, mecsd,
roa) permcrpaumm (CoctasieHns) camoro paHHEero 1 caMmoro No3AHero 40KYMEHTOB, BK/IOYEHHbIX B Ae0.
Mpu 3TOM AeHb mecaLla (aBa 3HaKa) 1 rog, (YeTbipe 3HaKa) o603HauatoTca apabckumm undpamm, HasBaHue
MecsaLa NULIEeTCa cI0BOM. ECnv B AeN10 BKAKOYEHbI JOKYMEHTbI, AaTbl KOTOPbIX BbIXOAAT 3a KpaHue AaThl
Aena, To NoA AataMu Aena, C HOBOM CTPOKU ienaeTca 3anuch: "B gene nuMmeroTcsa AOKYMEHTbI 3a ... roa(bl)".
[aTbl Aena MoryT He YKa3biBaTbCA Ha 06/10XKKe Aen, coaeprKallmx, Hanpumep, rogosble NaaHbl U 0TYETHI,
TaK KaK OHM OTParKatoTca B 3aro/0BKax Aen.

Datamun pena, cogeprKawero npoToKo/ibl 3acep,aHMﬁ, ABNAKOTCA AOaTbl NeEPBOro M nocnegHero
NPOTOKONa.

KpallHUMK gaTamm IMYHOTO Aena ABAAITCA AaTbl NOANUCAHUA NPUKasa o npueme (Npyv Hanuuum
TPYZ0BOro [0roBopa - Aarta 3aK/louyeHus TPYA0BOro A0rosopa) v npukasa 06 yBONbHEHUU /MLaE, Ha
KOTOpOEe OHO 3aBeeHO. B ciiyuae cmepTy InLa, Ha KOTOPOe 3aBeAEeHO [1e/10, KOHEUHOMN AaTo ABsAeTCA
[aTa JOKYMEeHTa, U3BEeLLaIOLLErO O ero KOHUYMHE.

PekBU3UT "CPOK XpaHeHUA aesa" nepeHocUTCA Ha 00JIOXKKY Aena U3 HOMEHKATYpbl Aen nocie
CBEPKMU ero Co CPOKOM XpaHeHWs, YKa3aHHbIM B NMepeyHe TUMOBbIX AOKYMEHTOB UAU B BEAOMCTBEHHOM
nepeyHe JIOKYMEHTOB, C YKa3aHMEeM CPOKOB XpaHeHMUs.

Ha genax noctoAHHOro xpaHeHua nuweTcs: "XpaHWUTb NOCTOAHHO".

8.38. [0 OKOHYaHMM roga B HaANUCK Ha 06103KKax Aen NOCTOSAHHOIO U BpeMeHHbIX (cBbiwwe 10 neT)
CPOKOB XpaHeHNA BHOCATCA YTOYHEHMA: NMPWU HECOOTBETCTBMUM 3aro/I0BKa e/l Ha 06/10KKe CoAepIKaHNto
NOALWMNTBIX AOKYMEHTOB B 3ar0/10BOK [ie/1a BHOCATCA U3MEHEHUA U A0NOSHEHUSA.

HanmeHoBaHUA OpraHvM3auMu U NoApPasAesieHUs, rof4 U HOMEpP AeNa MOTyT MPOCTaBAATbLCA HA
06.10KKe C NOMOLLLbIO WTamna.

8.39. B uensax obecneyeHMa COXPaHHOCTM U 3aKpensieHna NopsaKa PacrnofioKeHUA LOKYMEHTOB,
BK/IIOYEHHbIX B [€/10, BCE ero JIMCTbl, KPOME /INCTa 3aBEepUTEeNsA U BHYTPEHHEN OMWUCKU, HyMepyroTcA
apabckumum umbpamm BanoBoM Hymepaumen. JIMCTbl HymepytoTcs rpaduTOBbIM KapaHAAWOM WK
HyMepaTopom (ynotpebieHne YepHUA M LBETHbIX KapaHaaLel g HymepaLumm IMCTOB He A0NYyCKaeTcA)
cBepxy BHM3, UuMbdpbl NPOCTaBAAOTCA B MPAaBOM BEPXHEM YI/y JINCTA, He 3afeBad TeKCTa AOKYMEHTa.
NNcTbl BHYTPEHHEN ONUCU HYMEPYIOTCA OTAE/bHO.

JlncTbl gen, cocToAwMmMX N3 HECKOIbKMX TOMOB W/IN yacTen, HYMepyrTCA NO KaxXaomy Tomy uUnu
4aCTun OTAOE/TIbHO.

JOKyMeHTbI ¢ COBCTBEHHOM HYMepaLMet IMCTOB HYMepytoTca B 0bLem nopsaxe.

Nuct noboro popmaTa, NOAWINTLIN 33 OAMH Kpali, HYMEPYETCA KaK OAMH JINCT B MPAaBOM BepXHEM
yrny. CNOMKeHHbIN AUCT pa3BOpaYMBaETCA M HYMepyeTca B NPaBoOM BepxHem yray. JIUCT, CIOMKEHHbIN U
NOALWMNTBIN 33 cepeanHy, NOANEKNUT NepeLlnBKe U HYMeEPYeTCA Kak OAMH JINCT.

Ecnn B feno nogwmt KOHBEPT C BJIOXKEHMEM, CHavyaa HyMmepyeTcAa KOHBEPT, a 3aTem odyepesHbiMm
nopAAKOBbIM HOMEPOM Ka*KJ0€ B/1I0OXXEHUNE B KOHBEPTE.

Ecnv B Hymepaunm anctos gonyuieHo 6onee 10 owmnboK, Bce Aen0 HymepyeTca 3aHoBO. lMpy 3Tom
cTapble HoMepa 3a4ePKUBAIOTCA, M PALOM CTaBUTCA HOBbIM HOMEP JIUCTA.

an HaM4Ynn oTaeNbHbIX OWMNBOK B Hymepaunn nnctos OMNyCKaeTcA yn0Tpe6neHme NTNTEPHDbIX (C
6YKBeHHbIMM AOI'IOI]HEHVIFIMVI) HOMepPOB TNCTOB.



8.40. MNocne 3aBeplIEHUA HYMepaLMW JIUCTOB COCTABASETCA JINCT-3aBEpUTENb AeNa, KOTOopblit
pacnosiaraeTca B KoHUe gena. B nncte-3aBeputene undpamm M Nponmcbio YKasbiBalOTCS KOINYECTBO
JIUCTOB B laHHOM genie, 0COBEHHOCTU OTAENbHbIX LOKYMEHTOB (HESICHbIV TEKCT, Pa3pbiBbl, CKNENKK).

JlucT-3aBeputenb aena NOANUCLIBAETCA €ro COCTaBUTENEM C YKa3aHMEM A0/I}KHOCTU, MHULINA/IOB U
dammanm, gatbl COCTaBAEHUA.

Ko/snyectso nnCTOB B Aene, yKasaHHOe B /iMCTe-3aBepuTesie Aena, NpocTaBaseTcs Ha 0610XKe
aena.

Ecan pgeno nepenneteHo n noawnTo 6es NNCTa-3aBepuTtena, 1o COCTaB/IEHHbIN NNCT-3aBepUTEb
noaAKNenBaeTCAa K BHYTPEHHeﬁ CTOpOHe 3a,£l,HEI7I 06.10KKHM aena.

8.41. inA yyeTa AOKYMEHTOB onpenaesieHHbIX KaTeropmit NocToAHHOTO M BpeMeHHoro (cebiwe 10
JIET) CPOKOB XPAHEHWs, y4YeT KOTOPbIX Bbi3BaH creundUKON AOKYMEHTaLUWW, BKOYEHHOW B Ao,
COCTaBAAETCA BHYTPEHHAA ONUCb JOKYMEHTOB Aena, NoOMeLLaemasn B ero Hayaso.

BHYTPeHHAs ONMCb BK/lOYaeTcA B Aefla, uMmelowme ocobylo 3HAYMMOCTb, a TakKe B Jena,
chopMmMpoBaHHblE MO BUAAM [AOKYMEHTOB, 3aro/ioBKM KOTOPbIX HE PacKpbiBalOT KOHKPETHOro
coAepKaHna JOKYMEHTOB.

BHYTPEHHASA ONWUCb AOKYMEHTOB Ae/1a COCTAaBAAETCA TaKXe Ha obbemHble Aefla NOCTOAHHOIo U
BPEMEHHbIX (cBbiwe 10 NeT) CPOKOB XPaHEHUA B LLENAX yYeTa M BbICTPOro HaXoXKAEeHWA AOKYMEHTOB B
aene.

B KoHue BHyTPEHHEVI ONMUCKU yKa3blBaeTCA LI,Md)paMVI M NPonNnNCbo KOMMYECTBO BKNIKOYEHHbLIX B HEe
AOKYMEHTOB U KO/INYeCTBO /INCTOB BHyTpeHHe[/JI onucu.

BHyTpeHHﬂﬂ ONnUCb AOKYMEHTOB Aesia NoAMUCbIBAETCA COCTaBUTeNleM C YKasaHMemM O0/1XKHOCTU,
MHNUUMNANOoB U d)aMMﬂMVI, 0aTbl COCTaB/1IEHUA.

Ecnun geno nepenneteHo v NoAWMTO 6e3 BHYTPeHHe OnucK, To CoCTaBeHHas BHYTPEHHAS ONUCh
NOAK/NENBAETCA K BHYTPEHHEN CTOPOHE ANLLEBOI 0BN0XKKK gena.

8.42. [JoKyMeHTbl NOCTOAHHOro, BpemMeHHbIX (cBbile 10 NeT) CPOKOB XpaHEHUA M MO JANYHOMY
COCTaBy, COCTaBAAOWME AEN10, MOMELLAIOTCA B TBEPAbIe 06/10KKN U3 KapTOHa, NOAWNBAIOTCA B YeTbipe
NPOKOoaa AN NepPenNeTatoTcs C y4eTOM BOSMOXKHOCTM CBOBOAHOrO YTEHMA TEKCTA BCEX OKYMEHTOB, AaT,
BW3 W PE30OLMIA Ha HUX. Pe30/11oumMn PYKOBOACTBA, COCTABNEHHbIE Ha OTAENbHbIX INCTaxX, NOMELLAOTCA
nepes, AoKymeHTOM. py NOAroToBKe Aen K noglueke (nepennety) nposepseTcs NpaBUAbHOCTb WX
dopmupoBaHua, odopmaeHua, Bce MNAACTUKOBbIE WM MeTaN/MYecKMe KpenneHus, a TaKxKe
TepmMmonepeneTbl U3 JOKYMEHTOB yAaNA0TCA.

[Jlena nocToAHHOIO XpaHeHUs, COCTosLLME U3 0CO60 LLeHHbIX UM HepOPMaTHbIX LOKYMEHTOB, MOTYT
NPMHMMATbLCS Ha XpaHeHMEe B 3aKPbITbIX TBEPAbIX ManKax C TPeMsA KaanaHamu M C 3aBA3KaMu MW B
KopobKax.

8.43. MoAroToBKa 3N1EKTPOHHbIX SOKYMEHTOB K Mepesaye B apXvMB OpPraHM3aumm ocyLLecTBAAETCA
CTPYKTYPHbIM MOApasAeneHUeM OpraHuMsauum - BAaZesbLem COOTBETCTBYOWENA MHGOPMALMOHHOM
CUCTEMbI COBMECTHO C noapasgeneHnem (cneumanuctom), obecneumsaowmm ¢yHKUMOHUMPOBAHME
MHPOPMALMOHHOM CUCTEMBI.

8.44. MNpn NoAroTOBKeE 3/1IEKTPOHHbIX AOKYMEHTOB, 0TO6PaHHbIX K Nepegaye B apXus OpraHM3aLmu,
BbIMOJIHAIOTCA CeAyloLLMe OCHOBHbIE NpoLeaypbl paboTbl C LOKYMEHTAMMU:

KOHBEPTaLMA 3NEKTPOHHOIO AOKYMeHTa B GOpMaT apXxMBHOIO LIOKYMEHTa <33>;



<33> lNyHKT 4.34 lNpaBunn xpaHeHuA.

dopmupoBaHme B UHPOPMALMOHHON CUCTEME OpraHM3auMM SAEKTPOHHbIX Aen, ABAAIOWMXCA
COBOKYMHOCTbIO KOHTEMHEPOB 3/IEKTPOHHbIX LOKYMEHTOB UM KOHTEMHEPOM 3/IEKTPOHHOFO SOKYMEHTA,
BK/IIOYAIOLLEM: KOHTEHT U MeTafaHHble 3/1eKTPOHHOrO AOKYMeHTA, $aisibl 3NEKTPOHHbLIX Nognucein u
BM3Ya/IN3MPOBAHHYHO KOMUIO TEKCTOBOTO 3/1EKTPOHHOrO AOKYyMeHTa B dopmaTe PDF/A <32>;

bopmMUpPOBaHME ONUCK INEKTPOHHbLIX AEN, AOKYMEHTOB CTPYKTYPHOIO NoApasae/eHus;

MUTPALUMA 3/IEKTPOHHbIX AOKYMEHTOB Ha ¢usmuyeckm obocobneHHble matepuasnbHbie HOCUTENMN,
€C/IN AOKYMEHTbl MepefalTca B apXMB OpraHM3aumu He no UHOOPMAaUUOHHO-KOMMYHUKALMOHHbIM
KaHanam;

npoBepKa BOCMPON3BOANMOCTU 3/IEKTPOHHbIX JOKYMEHTOB;
NPOBEepPKa 3/IEKTPOHHbIX JIOKYMEHTOB Ha Ha/MYMe BPEAOHOCHbIX KOMIMbIOTEPHbIX MPOrpPamm;

NOATBEPXAEHWE LUENOCTHOCTM 3/IEKTPOHHOIO [efia 3/1eKTPOHHOM MNOAMUCLIO PYKOBOAUTENA
CTPYKTYpPHOro nogpasgeneHva (MHOro YMOAHOMOYEHHOrO /NLA), OCYLLECTBAAIOWEro MNoAroToBKY
3NEKTPOHHbIX AOKYMEHTOB K Nepeiaye B apxmMs OpraHM3aumm.

8.45. JNeKTpOHHble AOKYMEHTbl MepeaaloTcd B apxXuB OpraHM3auMuM no MHPOPMaLMOHHO-
TENEKOMMYHUKALMOHHOW CeTM WMAM Ha ¢u3ndYeckn 060COBMEHHbIX HOCUTENAX B COOTBETCTBUU C
YCTaHOB/IEHHbIMM MpaBunamm <32>, 6e3 coxpaHeHWUA [AaHHbIX 3/EKTPOHHbIX AOKYMEHTOB B
COOTBETCTBYIOLWMNX MHPOPMALMOHHBIX CMCTEMAX.

8.46. OnucK aen coCTaBaAOTCA B CTPYKTYPHbIX NOApa3AeieHUAX OpraHn3aummn nog MeTogmMyeckum
pykosoactsom Cny»<bbl 4enonponssoacTBa.

OnucK fen cocTaBAoTCA OTAE/bHO Ha Ae/la NOCTOAHHOIO XPaHeHUs; Aena BpeMeHHbIX (cebiwe 10
NeT) CPOKOB XpaHEeHUA; Aena No AMYHOMY COCTaByY, S/IEKTPOHHbIE AENa, a TaKKe Ha Aena, COCToALME U3
AOKYMEHTOB, XapaKTepHbIX 41A AaHHOM opraHusaumn (cyaebHble, cneAcTBEHHbIE Aefa, HayYyHble OTYETbI
no Temam).

Onucuy gen CTpyKTYpHbIX NoApasaeneHnin CocTaBaaoTca No Gopmam, ycTaHOB/IeHHbIM lMpasunamm
XpaHeHua <34>.

<34> lMpunoxxenua N 23, 24 K NMpasunam xpaHeHUA.

Mo onucam gen CTPyKTYpPHbIX nop,pa3/:|,eneHm71 AOKYMEHTbI NepenarTcA B apXmB OpraHmn3sauunn.

Ha aena BpeMeHHbIX CPOKOB XpaHeHua (4o 10 neT BKAOYMTEIbHO) ONUCK HE COCTaBAAKOTCA, U B
apXxuB Takue Aena He nepeaaoTca.

Mpu Hannumm B opraHmsauumn C3M onvcu aen GopmupyoTca B cucTeme.

8.47. OnvcK fgen CTPYKTYPHbIX NOAPa3AeNeHNn NpeacTaBAsIOTCS B apPXMB OpraHM3aummn He paHee,
yeM yepes OOMH rog, U He No3aHee, Yem Yepes TpU rofa Noc/ie 3aBepLeHns Aen B 4eIoNPOn3BOACTBE.

8.48. OTaenbHaa onucb NpeacTaBaseT coboi nepeyeHb onucaTeNbHbIX CTaTe C CaMOCTOATE/IbHOW
NopAAKOBOWN HYMepaLMEN, KaXaan U3 KOTOPbIX A0/Ha BKAKOYATb cieaylolmne ceeaeHua:

NnopAAKOBbIA HOMEP Aena no onucuy;
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WHAEKC Aena;
3aro/I0BOK 4ena;

KpaliHWe aaTtbl Aena;
KO/INYeCTBO IMCTOB B AeNe;
CPOK XpaHeHun aena;
npumeyaHms.

8.49. MNpu coctaBneHMU ONUCKU AeN CTPYKTYPHOro nogpasaeneHua cobntogaroTca cneaytouime
TpeboBaHMA:

3aro/IoBKM fAen BHOCATCA B OMUCb B COOTBETCTBMM C MPUHATOM CXEMOW cucTemaTtusaumu aen,
3aKpenieHHO B HOMeHKNaType aen;

Ka*Xgoe Aeno BHOCUTCA B OMUCb NoA CaMOCTOATE/IbHbIM NMOPAAKOBbIM HOMEPOM (ECHM aeno
COCTOUT W3 HECKO/IbKUX TOMOB WAM 4YacTen, TO Ka)i(p,blﬁ TOM WM 4YaCTb BHOCATCA B ONMUCb NOA
CaMOCTOATE/IbHbIM HOMepOM);

nopAAOK Hymepauuun aen B onnucu - Ba/I0BbIN;

rpadbl OMMUCKU 3aMONHAIOTCA B COOTBETCTBUM C TEMM CBEAEHUAMM, KOTOPbIE BbIHECEHDbI Ha 0BNOMKKY
aena;

npu BHECEHUK B ONMCb NoapAAa Aen (TOMOB, YacTelt) C 04MHaKOBbIMM 3aro/I0BKaMK 3aro/I0OBKU BCEX
aen (Tomos, YacTeit) NULLYTCA NOIHOCTbIO; NPU BHECEHMM B ONUCb NOC/AeAHEero 3aronosBKa agobasnaerca
cnoso "MocneaHnin");

rpada onucu "MpumedaHua" ucnonb3yetrca ANA OTMETOK O MNpueme e, 0CoOBeHHOCTAX WX
dn3NYECcKoro cocToAHMA, O Nepegaye gen APYrMm CTPYKTYPHbIM NoApa3AeneHnemM CO CCbIIKOM Ha akKT, 0
Ha/IMYUN KOMUIA.

8.50. Mepen BHeceHMem 3aro/s0BKOB A€/ B OMUCb NPOBEPAOTCA KayecTBO GOpMMPOBaAHUA U
opopmieHna aen, COOTBETCTBUE KONNYECTBA Ae/, BHOCMMbIX B OMUCb, KOMYECTBY 3aBeAEeHHbIX Aen no
HOMEeHKANaType Aen opraHnsaLumu.

B KoHUe onucu BCnea, 3a Noc/iefHein onucaTeNbHOW CTaTbell 3amo/IHAETCA MTOroBas 3amnuch, B
KOTOpOW yKasblBatoTca (umMdpamm M NPONUCbIO) KOAMYECTBO AE/, YUCAALMXCA MO ONWUCK, NEPBbIA U
nociaeaHUit HoMepa 4en Mo OMUCK, a TaKXKe OroBapuBaloTCA 0COBEHHOCTM HyMepauuu Aen B Onucu
(nnTepHble Homepa ¥ NponyLLEeHHbIE HOMepa).

8.51. MNopAAoK NPUCBOEHNA HOMEPOB ONUCAM AEN CTPYKTYPHbIX NoApa3aeneHuii ycTaHaBAnBaeTca
MO COr/IaCOBaHUIO C APXMBOM OPraHU3aLUK.

8.52. [pu cocTaBaeHMMN ONUCKU SINEKTPOHHBIX AeN B ONUCb BKAOYALOTCA:
NopsAKOBbIA HOMEP 3/1IeKTPOHHOTIO Aea Mo ONUCK;

MHAOEKC 3N1eKTPOHHOro Aena;

3aro/10BOK AeNa;

fnaTa gena (Toma, 4acTtn);

CPOK XpaHeHWUA Oena;



06bem anekTpoHHoro aena 8 M6;
npumevaHms.

B coctaBe onucu 3aneKkTpoHHbIX gen B C3[, dopmupyeTca peectp 3NeKTPOHHbLIX AOKYMEHTOB
(KOHTEliHEPOB 3/IEKTPOHHBIX [OKYMEHTOB), B KOTOPOM YKa3blBaloTCA CBeAeHUA 06 3/1eKTPOHHbIX
OOKYMEHTaX, BKJIOUYEHHbIX B KaX0e 3N1eKTPOoHHoe Aeno.

8.53. OnwucK fen CTPYKTYpPHOTo NoApasae/ieHna NoAnmcbiBaloTca PyKoBoaUTeNEM NoAPa3aeeHus,
cornacosblBatoTca IK CTPYKTYpHOro nogpasaeneHus (npu ee Haamumm) n Cnyxb6oli AenonpounsBoACcTBa.
PeecTp 3/1eKTPOHHBIX AOKYMEHTOB, ABAAIOWMIACA NPUNOKEHMEM K OMUCU SNEKTPOHHbIX AOKYMEHTOB,
NOAMMWCLIBAETCA COCTaBUTE/NIeM peecTpa C YKasaHWeM JO/IKHOCTM, WHUUMANoB, Gamuauu, aatbl
COCTaB/EHMSA.

8.54. OnucKu gen CTPYKTYpPHOro nogpasaeneHna opraHnM3aumMm CoOCTaBAAKTCA B ABYX 3K3emMnaapax
Ha BymaxkHOM HocuTene, O4MH N3 KOTOPbIX NepesaeTca BMECTe C Ae/laMK B apXMB OpraHM3aumm, a BTOPoOi
OCTAeTCA B KAaYeCTBE KOHTPOJIbHOTO SK3eMNIAPa B CTPYKTYPHOM noApasaenieHnun. B apxms opraHusauum
TaK¥Ke nepenaeTca No 3K3eMnaapy onucen 4en B 3/1EeKTPOHHOM BUAE B pefakTupyemom dopmate ans
MCNO/Ib30BaHUA B JafbHellem Ans MOArOTOBKM apPXMBHbLIX OMuCcei nAefl, AOKYMEHTOB (rofoBbix
pa3genos).

8.55. [lena nepenatoTcsa Ha XpaHEHWE B apXMB OpPraHu3aLmMm B COOTBETCTBMU C rpaduUKoM nepeaadun
OOKYMEHTOB, YTBEPXKAEHHbBIM PYKOBOANTENEM OPraHM3aLMKN MW UHBIM YNOJHOMOYEHHBIM UM IULLOM U
COr/IacoBaHHbIM C PYKOBOAMTENAMM CTPYKTYPHbIX NOApPa3aeneHnn.

8.56. [lena noCTosHHOIO M BpemeHHbIX (cBbiwe 10 NeT) CPOKOB XPaHEHUA, LOKYMEHTbI N0 IMYHOMY
COCTaBY, 3/IEKTPOHHbIE AOKYMEHTbI NEPeAatoTCa B apXMB OpraHM3auumn He paHee, Yem 4Yepes rod, u He
nosaHee, yem Yepes TPU roda Nnocsie 3aBeplueHns UX B Ae/I0NPOM3BOACTBE.

8.57. MNepepavya pen B apxuB OpraHMsauuMm MPOM3BOAMUTCA MO OMNUCAM Aen CTPYKTYPHbIX
nogpasgeneHun.

8.58. YNonHoMouYeHHbI pPaboTHUK apxuBa NpoBepsAeT MPaBUAbHOCTb ObOPMAEHUA W
dbopmupoBaHma aen, NpaBUIbHOCTb COCTaBAEHWA OMUCEA [en, COOTBETCTBME KoaudvecTsa Jen,
BK/IIOYEHHbIX B OMWUCb, KONNYECTBY Aes, CPOPMMPOBAHHBIX B COOTBETCTBMM C HOMEHKATypon aen.

BblfiBNIeHHblE MpPU NPOBEPKE HeZOoCTaTKM B GOPMUMPOBAHMM M O0DOPMAEHMU Aen PaboTHUKK
CTPYKTYpHOro noapasaeneHns 06sa3aHbl yCTPaHWUTb B ABYXHEAENbHbIN CPOK.

8.59. T[puvem Ka)Kooro Jena B apxuMB OpraHM3auMuM MNPOM3BOAMUTCA B MPUCYTCTBUM
AeNonpousBoanNTeNst CTPYKTYPHOrO noapasaeneHus. Mpu aTom Ha oboux 3K3emnaspax onucy npotus
KaXkOoro Ziena, BK/AOYEHHOro B Hee, feN1aeTcsd OTMETKA O HAa/IMYMKM Aena. B KOHLUe KarKkaoro aksemnaspa
onuncK B UTOFOBOM 3aMUCK YKa3blBaeTcA UMPPaMM M MPONUCHIO KOAMYECTBO PaKTUUECKU MPUHATLIX B
apxuB e, B TOM YMC/e 3/1IEKTPOHHbIX, HOMepa OTCYTCTBYIOWMX Ae/, AaTa npuema-nepesayn gen, a
TaKXe NoANMCK 1A, OTBETCTBEHHOIO 33 apXuB, U IMLA, NepesaBLuero aena.

WToroBas 3anucb NOATBEPXKAAETCA MOAMUCAMM  COTPYAHWKA apxXuMBa WU COTPYAHUKA
(aenonpoussoamTenn) CTPyKTYpHOro noApasgesieHns, nepeaasluero aena Ha 6ymaxkHOM HocuTene u
3/1eKTPOHHbIe Aena.

8.60. Mepeaaya 31EKTPOHHbIX AOKYMEHTOB B apXMB OpraHM3auumn npov3BOAMTCA Ha OCHOBAHMM
onuncen 3MEeKTPOHHbBIX 4eN N0 MHPOPMALMOHHO-TENEKOMMYHMKALMOHHON CeTU (NpY HaiMuMK B apxuse
opraHuM3aumMm WHOOPMALMOHHON cUCTeMbl) MAM Ha u3nYeckn 060COBNEHHbIX MaTepuasbHbIX
HOCUTeNAX, KOTOpble NPEACTaBASAIOTCA B ABYX UAEHTUYHBIX 3K3EMMASAPAX.

8.61. B cnyyae SMKBUZALMU UAW PEOPraHM3aLMM CTPYKTYPHOTO NoApasgeneHus opraHusaumm



AenonpoussoauTens nogpasgeneHua B Nepuos MNpoBeAeHUA NUKBUMAAUMOHHLIX MEPONpPUATUIA
dbopmMmupyeT BCe MMeIoLLMECA JOKYMEHTbI B Aenia, 0popMAseT Aena 1 nepesaeT ux B apxmus opraHMsaummn,
HEe3aBMCUMO OT CPOKOB XpaHeHus. Mepeaaya Aen OCyLLeCTBAAETCA NO ONUCAM AN U HOMEHKNAType Aen.

8.62. Ha gena c UCTEKWMMKM CPOKaMKU XpPaHEHWUA B CTPYKTYPHbIX NoApasaesieHUAX opraHusaumm
COCTaBAAKOTCA MNPeasiOXEHUA K aKTy O BblAe/IeHUUN K YHUUTOXKEHUIO AOKYMEHTOB, He MoAjexKalinx
XpaHeHuto (no popme, ycTaHOBAEHHOM MpaBunamm xpaHeHusa <35>,

<35> lMpunoxxenne N 21 K MNpasnnam xpaHeHuUA.

Ha ocHoBe NpeanosKeHnn CTPYKTYPHbIX NogpasaeneHnin Chy»kba AenonponssoacTBa opraHusaunm
COCTaB/AET aKT O BblAENEHUN K YHUUTOXKEHMIO AOKYMEHTOB, HE MOAMENKalUMX XpaHeHNo, Ha Aena Bcei
OpraHmn3aLmm no Toi e dopme. 3aroIOBKU 0AHOPOAHbIX A€/, OTOBPAHHbIX K YHUUTOMEHUIO, BHOCATCA B
aKT nof o6LMM 3aro/IOBKOM C YKa3aHWEM KOJIMYECTBaA Ae/l, OTHECEHHbIX K aHHOM rpynne.

8.63. [ena BKAOYAOTCA B aKT O BblAENIEHUN K YHUUTOXEHWUIO AOKYMEHTOB, He MoAJjiexalimnx
XPaHEHWIO, CIN NPEAYCMOTPEHHbBIN AN HUX CPOK XPaHEeHMA UCTEK K 1 AHBApA roZa, B KOTOPOM COCTaBAEH
akKT. Hanpumep, 3akoH4YeHHble B 2014 roay Aena ¢ 3-1eTHUM CPOKOM XPaHEHUA, MOTYT ObiTb BK/IHOUYEHbI B
aKT, KOTopbIN byaeT cocTaBneH He paHee 1 aHBapsa 2018 roaa.

8.64. [lena c otmetkon "IMK" <36> noanexkaTr MOSUCTHOMY MPOCMOTPY B LENAX BblBAEHUS
OOKYMEHTOB, Mog/AeXalunx MOCTOAHHOMY XPaHEeHWIO. BbiABMEeHHble B TakUX JAenax [AOKYMEHTbI
NMOCTOAHHOIO XPaHeHMA BbIAENAOTCA M NPUCOEAUHAIOTCA K OAHOPOAHBIM Aenam uan GopmupyoTca B
camocToATeNbHble aena.

<36> OtmeTKa "IlMK" 03HaYaeT, YTO YacTb AOKYMEHTOB MOXKET ObiTb OTHECEHA K CPOKY XpaHeHuA
"noctosHHO".

OcTanbHble JOKYMEHTbI Aena c otmeTkol "IMK" BKAtouatoTcs B akT, Nnpu aTom oTmeTKa "IlMK" B akTe
He yKa3blBaeTcs.

8.65. AKT 0 BblAENEHUN K YHUYTOXEHUIO AOKYMEHTOB, HE NoaNneXalnx XpaHeHUO, NpeacTaBaAEeTCA
Ha pacCcMmoTpeHne n cornacoBsaHue 9K OoAHOBpPeEMEHHO C onnucamm Aen NOoCToAHHOro XpaHeHmA U no
TNMYHOMY COCTaBy.

8.66. AKT 0 BbIAENEHUN K YHUUTONKEHWNIO AOKYMEHTOB, HE MNOAEKALLMX XPAHEHUIO, YTBEPKAAETCA
pyKoBOAMTENEM OPraHM3aLMKM nocse yTeepKaeHusa MK apXMBHOTO yuperKAeHUs, rocy4apCTBEHHOO UK
MYHWULIMNANbHOTO apXWBa B COOTBETCTBMM C NPEAOCTAB/NEHHbIMU €My MOJHOMOYMAMM Onucein aen
NOCTOSAHHOIO XPaHEHWA U COTIAaCOBAHMSA ONUCEN AeN NO IMYHOMY COCTaBy, NOC/E Yero AeNa, BblAeeHHble
MO aKTY K YHUUTOMKEHUIO, MOTYT BbITb YHUUTOMKEHDI.

8.67. lena, nognexawme YHUUTOXKEHMIO, NepeaatoTcs Ha nepepaboTky (ytnamsauuio). Nepegaya
aen obopmnaeTca NPUemMo-caaTouHOM HaKkNaaHOM.

Mocne YHUUTOMKEHUA AeN B HOMEHKAaType Aen NPOCTaBAAoTCA OTMETKM, 3aBepAemble NoAnuchio
cneumanncta Cny»6bl 4e10NpPoM3BOACTBA, U AaTOM:

"YHuUTOKEeHo. Cm. akT N oT . Mognuck, uHMumansl, bammunns".

8.68. 3J'IEKTp0HHbIe AOKYMEHTbI C UCTEKWMMU CPOKaMWUN XPaHEHUA noanexKart BblAENEHUID K
YHUYTOXEHUIO Ha 06LI.I,VIX OCHOBaAHUMAX, nocse 4ero npoBoauUTCA UX d)VI3VI‘-IeCKOE YHUYTOXEHUNE UIN
YHUYTOXEHME NPOrpamMmmMmHO-TEXHNYECKMMU CpenctBamun C COOTBETCTBW’OLLI,EVI OTMETKOM B aKTe o
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BblaeNeHNN K YHUYTOXKEHUIO INNEKTPOHHbLIX AOKYMEHTOB.

DNEeKTPOHHbIE LOKYMEHTbI CHUTAIOTCA YHUUTOXKEHHbBIMMU, ECIN UX HENIb3A BOCCTAHOBUTL CPEACTBAMMU
MHGOPMALNOHHOM CUCTEMbI HA HOCUTENAX MHDOPMALUKN U N3 PE3EPBHbLIX KOMUNA.

8.69. AKTbl O BblIAENEHUN K YHUUYTOMKEHUIO AOKYMEHTOB, He NOoAJeXawmx XpaHeHUo, XpaHATCA
NOCTOAHHO B gene poHAa.

IX. OpraHusauma focTyna K OKYMEHTamM U UX UCNO/Ib30BAHUA

9.1. Bblgaya Aen, Haxo4AWMXCA Ha XpaHeHuM B Cnyxkbe AenonpousBOACTBA, CTPYKTYPHbIX
nogpasgeneHusax opraHusaunmn paboTHMKam Apyrux noapasgenieHnin ans o3HakomneHua u (uaum) gna
BPEMEHHOro UCNonb3oBaHWA B paboTe NMPoOM3BOAUTCA NO 3anpocam, NOAMUCaHHbIM PYKoBOAMUTENEM
(3amecTuTENEM pYyKOBOAUTENSA) CTPYKTYPHOrO NoApasaeneHuns, 3anpalimBalowero Aeno (40KyMeHT) 1 ¢
paspelieHmsa pykosoguTens Cay»<6bl 4eN0npor3BOACTBA UM CTPYKTYPHOrO noAapasaeneHna, 4OKYMEHTbI
KOTOpPOro 3anpalumnsatoTca.

9.2. lena, AOKYMEHTbI BblAAOTCA BO BPEMEHHOE M0/1b30BaHKE paboTHNMKam OpraHu3aLmm Ha CPoK
He Bbonee ogHoro mecsua.

FocygapcTBeHHbIM opraHam (cyaebHbiM, NpPaBOOXPaHUTE/bHbIM, OpraHam rocyAapcTBEHHOro
KOHTPOAA U Hag3opa) Aena u oTaeNbHble AOKYMEHTbI BblAatOTCA Ha OCHOBaHMUM X MUCbMEHHbIX 3aNpocoB
C pa3pelleHna pyKoBoAUTENA OpraHU3aLmMm Uau MHOTO YNOJHOMOYEHHOTO UM /1ML, MO aKTaM Ha CPOK He
6onee WecTn mecaues.

Mpwn HEO6XO,£1,MMOCTM CPOK NCNo/s1b30BaHNA AOKYMEHTOB MOXET 6bITb npoaneH.

9.3. B nCbMeHHOM 3anpoce paboTHMKOB OpraHM3aL MK o Bblaadye AOKYMEHTOB (4en) BO BpeMeHHoe
NONb30BaHME M3MAralTCA MPUYMHBI, MO KOTOPbIM 3anpawmBaeTcs Aeno (LOKYMEeHT) W uenb
MCMO/Ib30BaHNA OKYMEHTOB, HAaXOAALMXCA HA ONEePaTUBHOM XPaHEHWUN.,

9.4. Ha BblaaHHOE Ae/10 3aBOAUTCA KapTa-3amecTuTe b, NoOMeLLaeman Ha MecTo BblAaHHOro Aena.
B Hel yKasblBalOTCA MHAEKC Aena, AaTa ero BblAadyu, KOMY [e/0 BblAaHO, AaTa ero BO3BpalleHus,
npeaycmaTtpusaioTca rpadbl 417 NOANUCEN B NOYYEHUN U MpMeme aena.

Ha mecto u3bATOro MOAJMHHUKA [AOKYMeEHTa pa6OTHMK C!'IY)K6bI agenonpounssoacrtesa wUau
aAenonpounssoanTtenb nogpasaeneHna Bk1aablBaeT B AE/10 JIMCT-3aMeCTUTE/Ib C YKa3aHMEM, KOorga, KoMy
M Ha KaKoW CPOK BblaH AOKYMEHT M NOoANUCAMM B NOAYyYEeHUW U npueme pgena. [pun aTtom B geno
NOoMeLLaeTCA 3aBepeHHaA KONA OOKYMEHTa.

Mocne peleHMA BOMpoca, AA PaCCMOTPEHMA KOTOPOro Aena (AOKYMEHTbl) M3biMaauCb MO
3anpocam roCyAapCTBEHHbIX OPraHoB, MOAJIMHHUKM LOKYMEHTOB LOJ/IKHbI ObiTb BO3BpalLEHbl B
OPraHM3aLMIo U NOMELLEHbI B 4ENO.

9.5. DNEeKTPOHHble AOKYMEHTbI, HaxoAALMeCA Ha OnepaTMBHOM XpaHeHUM B 6Hasax [AHHbIX
MHPOPMALMOHHBIX CUCTEM, BbIAAIOTCA A1 MCNONb30BAHUA B BUAE KOMUIA SNEKTPOHHbIX JOKYMEHTOB B
COOTBETCTBMM C NYHKTOM 2.51 MprmepHON MHCTPYKUUK.

9.6. MNopAafoK AocTyna paboTHMKOB OpraHM3auun K AOKYMeHTam, pasmeltaembsim B CI, nam nHoi
MHPOPMALMOHHOM CUCTEME, YCTaHABAMBAETCA JIOKa/bHbIMM HOPMAaTUBHbLIMW aKTaMu OpraHu3aumm,
onpeaensloWMMN  MNOPAAOK 3KCnayaTaumm WMHGOPMaUMOHHOM CUCTEMbl, M B COOTBETCTBMM C
NepCcoHaNbHbIMKN YYETHbIMW 3anncAMM PaboTHMKOB B CI/L AN MHON MHDOPMALMOHHOM cucTeme.

PaboTHMKam, He MMmeloWwMM npaBa AOCTyna K COOTBETCTByOWEN WMHOOPMALUMOHHON cucTeme,
3/IEKTPOHHbIE AOKYMEHTbI BblAAOTCA B COOTBETCTBMM C NyHKTamuM 9.1 - 9.3 MpumepHOI MHCTPYKUUK, Ha
¢dusnyeckm obocobseHHOM HoOcuTeNe, BbICLINAKOTCA MO 3/EKTPOHHOMY agpecy pPaboTHMKA,



3anpawmnBarolero 4OKyMeHT, NI UHbIM o6pa30M.

9.7. B Cnykbe menonpoms3BoACTBa, CTPYKTYPHOM noApasaefieHnn, BblaasBliem Aeno (A0KYMeHT)
BeJeTcA yyeT BblAaHHbIX AeN (AOKYMEHTOB) U KOHTPO/b UX CBOEBPEMEHHOr0 BO3BpaTa. INEKTPOHHbIEe
Aena (AOKyMeHTbl) BO3BpaTy He noajear.

9.8. PaboTHUKM opraHm3aumm obasaHbl obecneymBaTb COXPAHHOCTb MOJYYEHHbIX BO BPpEMEHHOE
Nno/ib30BaHME AOKYMEHTOB (fen) Ha BymaxKHOM HOCUTENle U UCMOIb30BATb NOIYYEHHYHO MHGOPMALUIO B
CNYXKeOHbIX LLensx B COOTBETCTBUM C TpebOBaHMAMM JIOKA/NbHbIX HOPMATMBHbBIX aKTOB. 3anpeLlaercs
nepegaya MONYYEHHbIX AOKYMEHTOB WAM WX KONUKA pPaboOTHMKaM Apyrux MoApasaeNeHuin uau
opraHusauuin.

9.9. WU3bATHe (BbleMKa) [AOKYMeHTOB, 06pa30BaBLIMXCA B AeATE/NbHOCTUM OpraHu3aLuuu,
NpPOu3BOAMUTCA B COOTBETCTBUM C 3aKOHOAAaTeNbCTBOM Poccuinckon ®epepauuu.

9.10. U3bsATUE (BbleMKa) AOKYMEHTOB NPOM3BOAMTCA Ha OCHOBAHMM MUCbMEHHOMO PacropAXKeHUs
(nocTaHOBNEHMSA) COOTBETCTBYIOLLErO OpraHa BAACTU C PaspelleHns PyKOBOAWUTENS OPraHM3auumn WUau
WHOTO YNOJIHOMOYEHHOI0 MM N1LLa C U3BELLEHNEM PYKOBOAMUTENA NOAPA3AE/IEHNA, LOKYMEHTbI KOTOPOTo
M3biMatoTcA.

9.11. ®aKT n3bATMA (BbIEMKM) AOKYMEHTOB GUKCUPYETCA B NPOTOKONE (aKTe) U3bATUA (BblEMKM)
OOKYMEHTOB, KOTOPbIA COCTaBAAETCA HEe MeHee YemM B [ABYX 3K3eMnaapax W noAnucbiBaeTcs
YNOAHOMOYEHHbIMWU NPEACTaBUTENAMMU OPraHM3aLMmn 1 COOTBETCTBYHOLLENO rOCYAapCTBEHHOMO opraHa. K
NpoToKoy (aKTy) npuaaraeTcs onucb (peecTp) N3baATbiX LOKYMEHTOB (aen).

9.12. Mpu U3BATUM NOAMHHUKOB JOKYMEHTOB B 1€/10 MOMELLAETCA 3aBePeHHan KonuaA JOKYMEHTa,
Ha 060poTe KOTOPOM YyKa3blBAETCA OCHOBaHME U3BbATMA MOANMHHMKA, CPOK BO3BpaTa, Aata M MoAMnuchb
paboTHUKA, OTBETCTBEHHOIO 3a GOPMUPOBaAHUNE U/UAN XpPaHeHUe aena.

9.13. MoA/MHHMK LOKYMEHTa, U3bATbIN U3 Aefla Ha OCHOBE COOTBETCTBYIOLLErO pelleHus, nocne
paccMOTpPEHUA U peLLeHnA BONpoca, BO3BpaLLaeTca B 4e/10, MPU 3TOM KOMKUA, NOMeLLLeHHasA B 4810 BMeCTo
NOANTIMHHUKA, N3biMaeTCA.

X. U3rotoBneHue, yuet, ICNONb30BaHUE U XpaHEHUE NeyvaTel,
WwTamnos, 61aHKOB 40KYMEHTOB, HOCUTE/IEN 3/1IeKTPOHHbIX noanuceit

10.1. BnaHKM OpraHM3aLMOHHO-PACMOPAAMTENbHBIX AOKYMEHTOB paspabatbiBatotca Cayxboi
AenonpounsBoAacTea. Buapl 61aHKOB OpraHn3aLMOHHO-PACNOPAAUTENbHbIX 4OKYMEHTOB, TPE6OBAHMSA K UX
OpOPMIEHNIO M UCMONb30BAHWIO  YCTAaHABAMBAIOTCA  MHAOMBMAYANbHOM  WMHCTPYKUMEH  no
AeN0NPon3BOACTBY OpraHM3aummn.

10.2. O6pa3supl 6AaHKOB AOKYMEHTOB YTBEPXKAAOTCA B COCTaBe MHAMBUAYANbHOM MHCTPYKLAN MO
AeN0nponsBoACTBY UM MPUKA3OM PYKOBOAMTENA B COCTaBe KOMM/EKTa (anbboma) 61aHKOB.

10.3. B OopraHnsaunn onAa NnoArotoBkM AOKYMEHTOB MOTYT UCMOJZIb30BATbCA 6.1aHKK AOKYMEHTOB,
MU3roToOB/IEHHbIE TI/IFIOFpad)CKVIM cnocobom mam cpeacrsamm OﬂepaTMBHOD’I FIOJ'IVII'pad)VIM.

OpraHusauuu BnpaBe MpyM MNOATOTOBKE [AOKYMEHTOB MCMOJIb30BaTb 3/1EKTPOHHbIe LabioHbI
6NaHKOB. DJIEKTPOHHble WabnoHbl 61aHKOB  AO0/IKHbI  COOTBETCTBOBATb 06pasuam 61aHKOB,
YTBEPXAEHHbIX PYKOBOAMTENEM OPraHn3aLmu.

10.4. BnaHKku OpraHn3aunMoOHHO-pacnopAanTeNbHbIX JOKYMEHTOB, NpUMeHAeMble B OpraHn3auuu,
He MOryT nepeaaBatbCA APYyrmm opraHnsaumnam, A01KHOCTHbIM U ¢M3M‘-I€CKMM NNLUaM.

10.5. Cny»xb6a aenonpomsBoAcTBa OpraHM3aLnu:



odopMAAeT 3aKasbl HA M3roToBNeHUEe 6AaHKOB OPraHU3aLMOHHO-PACNOPAANTENbHbBIX OKYMEHTOB
TMnorpadpckmMm cnocobom nam cpeacTBamm onepaTMBHOM noamrpadum;

OCYLLECTBNIAET XpaHeHWe 6N1aHKOB OPraHU3aLLMOHHO-PACNOPAANTENbHbIX LOKYMEHTOB M BblAaudy UX
B CTPYKTYPHbIE NOApPa3aAeeHnA OpraHn3aLmnu;

OCYLIECTBASAET KOHTPO/Ib 33 MPaBWIbHOCTbIO WCMONb30BaHWA 6/1aHKOB OpraHM3aLMOHHO-
pacnopaauTenbHbIX AOKYMEHTOB <37>.

<37> WHAMBUAYANbHON WHCTPYKUMEN no Aefonpou3BOACTBY OpraHM3auMum MOXKeT 6biTb
npeaycmMoTpeHo BeaeHue yyeTa 6/1aHKOB AOKYMEHTOB.

10.6. B opraHusaumm B cooTBeTcTBUM C DegepasibHbiM KOHCTUTYUMOHHbIM 3akoHom "O
lFocypapcteeHHOM repbe Poccuinckonn Pepepaunmn’ <38> 1 ycTaBoM OpraHM3aLMmn UCNOb3YeTCA nevaThb C
BocnpousseaeHnem focyaapcrTeeHHoro repba Poccuiickoit Peaepaunn (aanee - nevatb opraHnsaumm).

<38> depepanbHblit KOHCTUTYLMOHHbIM 3aKOH OT 25 aekabpsa 2000 r. N 2-®K3 "O MocyaapcTBeHHOM
repbe Poccuiickon deaepaumnmn” (CobpaHue 3akoHogaTenbcTea Poccuiickon deaepaumm. 2000, N 52, cT.
5021; 2002, N 28, c1. 2780; 2003, N 27, cT. 2696; 2009, N 46, cT. 5417; 2011, N 1, cT. 1; 2013, N 30, cT.
4022; 2014, N 11, ct. 1088; 2017, N 52, cT. 7916).

B opraHusaumm TakKe MOryT MCMO/b30BaTbCA MeyaTV NoapasAeneHuit, nevatm AN NakeToB M
OTAEe/IbHbIX KaTeropuii AOKYMEHTOB, a TaK¥Ke MeTal/IMYecKMe BbIXKMMHbIE MedYaTh A oneyaTbiBaHUA
NOMELLEHUI U yAOCTOBEPEHMA CNELMaNbHbIX MPOMYCKOB.

B opraHM3auMm MOMKET WCMoNb30BaTbCA WTamn (WTamnbl) ¢ GaKCMMWIBHOW NOAMUCHIO
PYKOBOAMTENA N UHBIX LONKHOCTHbIX WL,

MopAagoK MCNONb30BaHMA LWTAMNOB C (GAKCUMMUIBHOW MNOAMUCHIO PYKOBOAUTENA W UHbIX
OO/MKHOCTHbIX  Anl,  <39>, BMAbl [AOKYMEHTOB, MoAnucbiBaeMblX (aKCUMUAbHOW  MOAMNUCHIO
yCTaHaB/ANBAETCA JIOKaNbHbIM HOPMaTUBHbIX aKTOM OpraHM3aLmm.

<39> C yyeTOomM MONOXEHUM NyHKTa 2 cTaTbM 160 yactu | MparkaaHcKoro Koaekca Poccuiickom
depepaunn (CobpaHune 3akoHoaaTenbcTBa Poccuitickoin Pepgepaumn. 1994, N 32, ct. 3301; 2011, N 15, cT.
2038).

10.7. Mevatb oOpraHusaumMm c BocrnpousBeseHnem [ocygapcTBeHHOro repba Poccuiickon
depepaunn goNKHA COOTBETCTBOBATb TpeboBaHMAM, ycTaHoBAeHHbIM TOCT P 51511-2001 "Mevatu c
BocnpowusseaeHmem FlocypapcteeHHoro repba Poccuiickoit Pepepaunn. dopma, pasmepbl M TEXHUYECKME
TpeboBaHua" <40>.

<40> IOCT P 51511-2001 "Mevatu c BocnpousBeaeHnem locyaapcteeHHoro repba Poccuinckoit
depepaunn. dopma, pasmepbl U TexHU4Yeckne TpebosaHua". - M.: UMK N3g-so ctaHgapTtos, 2004, c
nameHeHmamm N 1 - 4.

10.8. Meyatn u wTamnbl OpraHnsaunMn wmn3rotTaBINBaAKOTCA B KOJIMYECTBE, H606XOAMMOM Aana
ocywecrtsneHna nogpasgeneHnamm opraHm3almm m ee paﬁoTHMKaMM BO3/I0XKEHHbIX Ha HUX d)YHKLLMVI.
PeweHune 06 M3roToBNEHUN N KONNYECTBE 3K3emMmnnAapos neyaTtem u WTaMMnoB NMPUHUMAET pyKoBoAUTETb
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opraHu3aumm no npeacrasneHuto pykosoamtens Cayx6bl 4e10Npon3BOACTBa OpraHM3aLuun.

Ecnan nevatb OpraHnsaunmn NcnoablyeTca B HECKOJIbKUX aK3eMNIApPax, HOMep 3K3eMNn/aiAapa neyvyaTtu
YKa3biBaeTCA B K/1le nevyaTtu Npu ee n3rotosieHunmn.

10.9. NeyaTbto OpraHM3aumu 3aBepAOT NOLJ/IMHHOCTb NOA4NMNCKU PYKOBOAMUTENA OPraHM3aLmMm U UHbIX
YNONHOMOYEHHbIX UM /UL, Ha AOKYMEHTax U KOMuAX OOKYMEHTOB B COOTBETCTBUM C MyHKTOM 2.49
MpUMepPHON NHCTPYKUMMK.

10.10. MeyaTy ¥ wWTaMNbl BbIAAKOTCA ANA MCNOAb30BAHMA pa60THMKaM, OTBETCTBEHHbIM 33 WX
MCnonb3oBaHNE U XpaHEHUE No4 NoAMNMUCb B XXypHa/se ydeTa neyate W wWTamnoB. YYeT nevyaten wu
WTamMnoB OpraHn3aunn segeT Cny>+<6a Aenonponssoacrtea Nan MHoe nogpasageneHne opraHn3sauun.

10.11. Mpwn umcnonb3oBaHMKM B paboTe MeyaTV M LWTaMMbl XPAHATCA B 3anMpatowmxcs WKadax
(celidax) pabOTHUKOB, OTBETCTBEHHbIX 33 XpaHEHUE U UCNONb30BaHME NevyaTein u WTamnos.

10.12. Nepepaya neyaTeit M LWITAMNOB NOCTOPOHHUM NINLAM He AONycKaeTca. BblHOC nevaTteit u
LUTaMMOB 33 Npeaenbl OPraHN3aunm BOSMONKEH B UCKAOUUTEbHBIX C/Iy4aax No pelleHnio pyKoBOACTBa
opraHusaumm (Hanpumep, NpU NOANMUCAHUN LOTOBOPOB).

10.13. Cny:x6a oenonponsBoaCcTBa OPraHM3aLnm exXerogHo nposepaeT cobtogeHne paboTHUKaMM
YCOBUI MCMONb30BAHMA U XPaHEHWA NeYaTel 1 LWTAaMMOoB B CTPYKTYPHbIX NO4pa3AeNeHUAX OpraHn3aumm.

10.14. Mpuwealwne B HErOAHOCTb U YTPATUBLUME 3HAYEHME NEeYaTh U WTamMnbl NOANEXKaT BO3BPaATY
B Cny»by penonpousBoAcTBa MAW WHOE NOApPasheseHne, Ha KOTOpPOe BO3JIOXEH Yy4eT neyaten U
LWITAaMMOB, A/1A LUEHTPa/SIM30BaHHOTO YHMUUTOMKEHUSA. [eyaTy YHUUTOXKAIOTCA MO aKTy C COOTBETCTBYHOLLEM
OTMETKOW B XKypHa/ie y4yeTa neyaTem 1 LITamnos.

10.15. na obmeHa 3/1eKTPOHHbIMKU AOKYMeHTaMu nocpeactsom M30 B opraHM3aumm 4OMXKHbI
MCMNONb30BaTbCA YCUNEHHbIE KBAIMDULIMPOBAHHbIE 3/1IEKTPOHHbIE NoAnMcK. CocTaB AOMKHOCTHBIX UL, U
pabOTHMKOB OpraHU3aLMK - BAAAENbLEB YCUAEHHbIX KBAa/IMOULMPOBAHHbIX 3/1EKTPOHHbLIX noanuceit
OO/MKEH OnpefenaTb PYKOBOAMTEb OpraHM3auuu.

10.16. Mpu nepenaye opraHM3aLMein 3NEKTPOHHbIX AOKYMEHTOB Ha 3/1EKTPOHHbII aapec Apyrow
OpraHuM3aumm, a Takke ana obMeHa 3N1eKTPOHHbIMU AOKYMeHTamMK nocpeactsom CI/ B opraHM3aummn un
ee noapasgeneHnax MoryT UCnosib30BaThCA YCUIEHHbIE HEKBAMDULMPOBAHHbIE 3/1EKTPOHHbIE NOAMNUCK
N/MAn NPoCTble 31EKTPOHHbIE NOANUCHK (Lanee - 3NeKTPOHHaA NoANNCL) B cCOOTBETCTBMM ¢ PeaepanbHbiM
3aKoHOM oT 6 anpens 2011 r. N 63-®3 "0O6 anekTpoHHOM noanucn" <41>.

<41> depepanbHbIit 3aKoH oT 6 anpens 2011 r. N 63-®3 "0O6 anekTpoHHOM nognucun" (CobpaHne
3aKoHogaTenbcTBa Poccuitickoit ®eaepauymm, 2011, N 15, ct. 2036; N 27, c1. 3880; 2012, N 29, cT. 3988;
2013, N 14, cT. 1668; N 27, cT. 3463, cT. 3477; 2014, N 11, cT. 1098; N 26, cT. 3390; 2016, N 1, cT. 65; N 26,
cT. 3889).

10.17. DNeKTPOHHbIM AOKyMeHT B C3[] opraHM3auuu, NOAMNUCAHHbIA 3MEKTPOHHOW MOANUCHIO,
NPU3HAEeTCA PaBHO3HAYHbIM AOKYMEHTY Ha BymaxKHOM HocuTene, NoAnuMcaHHOMY COBCTBEHHOPYUHOM
NOAMMCBLIO M MMEET OAMHAKOBYIO C HWM OPUAMYECKYID CUAY MNpU OAHOBPemMeHHOM cobntogeHum
cneayroLmx YCAOBUIA:

K04 noanucuy, OTHOCHU.I,MI‘;ICFI K KOHerTHOVI 3ﬂeKTpOHHOl71 noanncn, Ha MOMEHT noanmcaHuA
INNIEKTPOHHOIO AOKYMEHTA AB/IAETCA ,CI,EVICTBVITEJ'IbeIM (AOCTOBeprIM), He yTpaTtun cuny (He OT03BaH)}

nogreepxageHa noa/IMHHOCTb 3HEKTpOHHOlZ noannucu B 3SZIEKTPOHHOM A OKYMEHTE;
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[aTa 1 Bpems CO34aHuA 3N1eKTPOHHOM noanucy 3adpuKcnpoBaHbl B CI/;

3/IEKTPOHHAA MoAnuUCb WCMONb3YETCS B COOTBETCTBMM C YCTAHOB/JIEHHbIM B OpraHusaumm
pacnpegeneHMem npasa NoAnUCU AOKYMEHTOB MeXKAY A0/IKHOCTHbIMU ANLAMKU U paboTHUKaMK.

10.18. FeHepaLMio N XpaHEHWE Katoyein HeKBannduumposaHHon u npoctoin 3 B C3[, gonxeH
ocyLecTBnATb agmuHuctpatop C34.

10.19. Cny»xb6a genonpounsBoACTBa UAN MHOe noapasgeneHue opraHusalMu BedeT yyeT Koudel
3NEKTPOHHbIX nognuceit <42> B cneuManbHOM KypHane. Bblgaya MaTepuanbHbIX HOCUTenein
3NEKTPOHHOM NoAnNUCK MU UX BO3BPAT MO UCTEUYEHUM CPOKa AENCTBUA OCyLLecTBAAeTCA Mnod noAnuch
paboTHMKa B KypHasne.

<42> Bwuabl 3N1EKTPOHHbIX MOANUCEN, WCMONb3YEMbIX B OpraHusauMM, YCTaHaBAMBAOTCA
OpraHusaLmen 1 3aKPennaTCA B IOKa/IbHOM HOPMATUBHOM aKTe.

10.20. Co3paHue naposieit AnA MPOCTON 3/EKTPOHHOW MOAMUCKM OCYLLECTBAAETCA B MNopAdKe,

YCTAaHOB/IEHHOM J10Ka/ibHbIM  HOPMQATUBHbIM aKTOM OpraHusauun, YyCTaHaB/IMBalOWMM NOPAAOK
IKCNAyaTauum C3/[ n ucnonb3osaHuA 3/1EKTPOHHbIX I'IOLI,I'IVICGVI npu pa60Te C AOKYMEHTaMMU.

10.21 Knwou 31eKTpoOHHOW noanucu, ucnonbdyemonm B CI[, asnaetca KoHOMAEHUMANbHOM
nHPopmMaumen 1 3almLLaeTCA B COOTBETCTBUM C 3aKOHOAaTeNbCcTBOM Poccuiickoit Pepepaumu.

MpunoxeHne N 1

pekomeHayemMbll obpasel,

HavmeHoBaHWe opraHa rocy4apcTBeHHoM BAacTu

depepanbHoe BloAKETHOE yUpeXKaeHue YTBEPXOAHKD
"HAYYHO-UCCNEAOBATENLCKMI LIEHTP [mpektop ®BY
"HAMMEHOBAHMWE OPTAHU3ALNN" "HanmeHoBaHue opraHunsaymm"
(PBY "HULL, ...") Moanuck N.0. damunns
NOJTIOXKEHUE [ata
N

06 oTaene HayYHoO-TEXHUYECKO MHbOopMaLUK

MockBa

1. O6wue nonoxeHua

1.1. OTgen Hay4yHo-TexHMyeckon WHPopmaumn (ganee - OHTU) sBnseTca camocToATENbHbIM
CTPYKTYPHbIM  noapasgeneHnem  @PBY  "HammeHoBaHnve  opraHumsaumun',  ocywecTBAAIOLLMM
MHPOPMALMOHHOE OBCAYKMBAHME HAYYHO-UCCNEAOBATENLCKMX W MPOEKTHbIX MNOoApPasfeNeHnin u
opraHu3aumii Hay4yHo-meToanYecKon MHGOopPMaLMen MO HayKe U HAYYHO-TEXHUYECKOWN NOINTUKE...



1.2. OHTWU BoO3rnasnserca 3aBeaylOWMM W HeNocpeaCcTBEHHO MOAYMHAETCA 3amMecTUTeNto
anpekTopa ®BY "HanmeHoBaHWe opraHusaumn', Kypupyrouwemy geatenbHoctb OHTU.

1.3. 3aBseaytowmint OHTU Ha3HavyaeTcs Ha A0/KHOCTb M 0cBODOOXKAaeTca OT AO/IKHOCTM NPUKa3amm
avpekTopa PBY "HammeHoBaHMe opraHM3aummn" B COOTBETCTBUM C 3aKAHOUYEHHbIM TPYA0BbIM AOrOBOPOM
no npeacTaBAeHUIO 3amectuTensa gupektopa PBY "HammeHoBaHuWe opraHuMsaummn”, Kypupyrowero
peatenbHoctb OHTHA.

1.4. OHTW cocTtouT M3 4eTbipex CTPYKTYPHbIX MNOApPa3LeNneHuii: cektopa WMHPOPMALMOHHOTO
obecneyeHna W BeAeHUA CNPaBOYHO-UHPOPMAUMOHHOTO ¢GOHAAQ, CeKTopa 3apybexkHon Hay4yHo-
TEXHUYECKOM MHPOpMaLMK B chepe NMHHOBALLMIA, CEKTOPA SNEKTPOHHbLIX PECYPCOB HAYYHO-TEXHUYECKOM
nHbopmMaLumM U peakUMOHHO-U34aTe/IbCKOr0 CEKTOpA.

1.5. PeopraHmsauma wn aukemgauma OHTWU nposoantca npukaszamu aumpektopa ObBY
"HanmeHoBaHMe opraHmsauumn” ...

MpunoxkeHue N 2
pekomeHAayembln obpasel,
HavmeHoBaHMe opraHa rocyaapCTBeHHOM BNacTU
depepanbHoe BlOAKETHOE yUpeXKaeHue

"HAYYHO-UCCNEOOBATENLCKUM LIEEHTP
"HAMUMEHOBAHWE OPTAHU3ALMN"

(®BY "HULL ...")

MPUKA3

25 oKTabpna 2017 T. N 125

MockKBa

O co3gaHum 3KCI'IepTHOV1 KOMUCCcnun

N yTBepXaAeHNUn NoNoXKeHnAa o HeM

B uenax yaydylweHus OpraHusaumMv Lenonpov3BOACTBA M APXMBHOTO XPaHEHWs AOKYMEHTOB,
obpasywowmxca B pgeatenbHoctn PBY "HammeHoBaHue opraHusaumn", cobntogeHus TpeboBaHWi
3aKoHogaTenbcTBa Poccuiickoit Pepepauum B chepe apxMBHOIO AeNa ... NPUKa3bIBAIO:

1. Co3gaTtb aKcnepTHyto Komuccuto PBY "HanmeHoBaHWe opraHmsaumnmn” B cocTaBse:
npeacenartesnb - 3aM. reHepanbHoro aupekrtopa Pammana U.0.;
ceKkpeTapb - genonpoussoantens Pammana N.0.;

yneHbl: HayanbHUK obuiero otaena ®amuana WN.0., 3amecTMTenb 3aBeayloWEero naaHOBO-



3KoHomuuyecknm otaenom @Pammama WU.0., 3amectutenb rnaBHoro 6Oyxrantepa Pamuama WU.0.,
3aBeayolWwmin otaenom Kagpos Pamunma M.0., 3aBeayoWMin OTAE/IOM WMHHOBALMOHHbLIX TEXHONOIMMMN
damunnma UN.0., 3aBeayoWwmMin oTAENOM SKCNEePUMEHTa/IbHbIX nccnegoBaHuii @amunma U.0.

2. Y1BepanTb NonoxeHne 06 sKcnepTHOM KoMmuUccum (NpunokeHue).

3. KOHTpO/b 33 UCMOJIHEHMEM MPUKa3a BO3JIOKUTb Ha 3aMeCcTUTe/Is FeHepanbHOro AupeKTopa
damunua U.0.

Oupektop MNognucob n.0. damnnns

MpunoxkeHune N 3
pekomeHayembln obpasel,
HavmeHoBaHMe opraHa rocyapCcTBEHHOM BNACTU
depepanbHoOe BIOAKETHOE yUpeKAEHME

"HAYYHO-UCCNELOBATENBCKUIA LEEHTP
"HAMMEHOBAHWE OPTAHU3ALIMN"

(dBY "HULL ...")
PACNOPAXEHUE
N
MockBa

O noAroToBKe NpeanoxeHui

K nnaHy HNOKP Ha 2018 r.

B cBasn ¢ popmuposaHuem MaaHa HUOKP Ha 2018 roa, puHAHCUPYyEMbIX M3 rOCYAAPCTBEHHOMO
boaxeTa:

1. PyKoBoauTenam HayyHo-UcciefoBaTenbckux nogpasgenedmin (Pamumnma MU.0., Pamumnma N.0.,
damumnama N.0., damunmna U.0.) NnoAroToBUTL U NPEACTaBUTb YYEHOMY CEKPETapIo NPeaNoXKeHUs K NaaHy
HWOKP Ha 2018 rog B cpok ao 15.06.2017.

2. YueHomy cekpeTapto (Pamunma U.0.) obecneunTtb dopmupoBaHme npoekTa nnaHa HUOKP Ha
2018 roa, dpUHaHCMpyeMbIX U3 rocyaapcTBeHHOro 6ioaxeTa, B cpoK ao 01.07.2017.

3. KOHTPO/Ib 33 UCNOIHEHWEM PACMOPAKEHMA BO3/IOXKUTL Ha 3aMeCTUTENA ANPEKTOPA MO Hay4yHOW
pabote Pamumana UN.0.

OunpeKktop Mognuco n.0. dammnua



MpunoxkeHue N 4
pekomeHAyembl obpasel,
HanumeHoBaHWe opraHa rocysapCcTBeHHOM BAacTu
depepanbHoe BlOaKETHOE yUpeKaeHue

"HAYYHO-UCCNELOBATENBCKUIA LEEHTP
"HAMMEHOBAHWE OPTAHU3ALIUN"

(OBY "HUL, ...")

MPOTOKON

MockBa
3acefaHuna gMpeKkumum
Mpeacepatensctayowmii - Pamumans U.0.

CeKkpeTapb - Pamunma U.0.

MpucyTcTBoBanu: 17 YenoBekK (CNMCoK npunaraetca)
MOBECTKA AHA:

1. O mepax no peanusaumm denepanbHOM LeneBon NpPorpammsi ...
Joknapg 3amectutens aupektopa ®ammansa U.0.

2. ...

1. CTYWANW: Netpos IN.11. - TEKCT AOKNa[a npuaaraeTca.
BbICTYNU/IN:
®amunma N.0. - KpaTKaa 3anucb BbICTYNIEHNA.
®amunmna N.0. - KpaTKaa 3anuncb BbICTYMNIEHUA.
PELLWNN: (NTOCTAHOBWIN)

1.1. CoopmmnpoBaTb BpemeHHble TBOPYECKME KO/IEKTMBbI MO pPeannsaumm nNpoekToB deaepanbHoi
LeneBoi NPorpaMmmbi ...

1.2. NoAroToBUTL M YTBEPAUTL NaHbI PaboTbl MO NPOEKTam dpeaepanbHON LeNeBo NPOrpammel ...

2. ...



MpeacenatenbCTBYHOWMIA MNoanuce n.0. damunnua

CekpeTapb MNognucob n.0. damnnnsa

MpunoxkeHne N 5
pekomeHAayembln obpasel,
HaumeHoBaHWe opraHa rocygapCTBeHHONM BAacTu
PepepanbHOe OIOAKETHOE YUpeXaeHne

"HAYYHO-UCCNEAOBATENBCKUM LIEHTP
"HAMMEHOBAHWE OPTAHU3ALIUA"

(OBY "HUL, ...")

MPOTOKON

MockBa

OnepaTUBHOIO COBELLAHNA

Y 3aMecTuTena MpPEeKTopa LeHTpa
3amecTutenb gupektopa - Pamunma U.0.
CeKkpeTapb - Pamunma U.0.

Mpucytcteosann: ®amunana N.0., Pamunna N.0., Pamunna U.0. ...

1. O6 opraHusaumun obcnenosanHus no teme HAOKP ...

(Pamunnnsa N.0. <*>, damumnmna U.0., damuaus 1.0.)

1. YcTaHOBUTD, UTO ...

2. Pykosoautenio Tembl (Pamunma 1N.0.) obecneuynTtb KOHTPOb ...

2. 06 yyactum B 3acegaHuu paboyeit rpynnbl no ...

(Pamunnusa N.0. <*>, damunua NU.0., damunus 1.0.)

1. MoAaroToBWTb K 3acegaHuto paboyeit rpynnbl MaTepranbl o ....



3amecTutenb AnpeKTopa MNognuco Nn.0. damnnns

CekpeTtapb MNoanuce n.0. dammnua

<*> MepBoW yKasbiBaeTca Gpamuama U MHULMANbI OCHOBHOrO [IOKNaAuYMnKa, 3aTeM - Gamuamm 1
MHULUMaNbl UL, y4acTBOBABLLUMX B 0OCY»KAEHMMN BOMpOCa.

MpunoxkeHne N 6

pekomeHayemblli obpaseLl,

HanvmeHoBaHue OopraHa FOCVﬂ,apCTBEHHOVI BN1actn

depepanbHoe BlogKETHOE yUpeKaeHue PekTopy
"HAYYHO-UCCNEQOBATENLCKUA LEEHTP (HaumeHoBaHMe yuebHOro 3aseseHmn)
"HAMUMEHOBAHMWE OPTAHU3ALNN" ®amunma N.0.
(PBY "HUL, ...") MouToBbIN agpec

NeHnHcKMI npocn., 4. 83, Mockea, 117296
Ten. (495) 934-23-23; ten./dakc (495) 718-30-23
e-mail: mail@techno.ru; http://www.innovation.ru
OKNO 02842709; OIPH 1027700380724; NHH/KNN
7708033109/771001024

30.08.2017 N 01-22/345

Ha N oT

06 yyacTuu B aHKETUPOBAHUM

YBarkaembit Uma, Otyectso!

I'Ipe,u,naraeN\ Bam NMPUHATL Yy4yaCTthe B aAHKETUPOBAHUU 06pa3OBaTeflebIX Opl'aHI/I3aLI,VIl‘/JI,
OCyWwecTBNAWMX NOArOTOBKY Cneunanncrtos no NHXeHePHbIM CneunasibHOCTAM.

AHKeTMpOBaHMWe MPOBOAMTCA HaMu B Lenax cbopa MHOOpMALMM O By3ax, BbIMYCKAOLWMX
CNeunanncTtoB HeobXxoAMMbIX Ham CMeuManbHOCTEN, KOTOPbIX B AajibHEMWeM MOXKHO 6bl1o 6bl
npuBAeKaTb A1 NPOXOXAEHMA NPOU3BOACTBEHHON MPAKTUKM M MONOMIHEHUA WTaTa CNeUManmcToB Ha
npeanpuATUAX OTPacaun.

3aI'IOI1HeHHyIO dHKEeTY NMPOCMM BbiIC/1aTb B Hall agpec.

MpunnoxkeHune: AHKeTa Ha 2 1. B 1 3K3.

C yBaxkeHunem,



Oupektop
A.T.H., npodeccop Moanucb Nn.0. damnnnsa

damunus, Ums, oTyecTso, pedepeHT aUpeKTopa

(495) 934-23-23; mail@techno.ru

MNpunoxkeHne N 7

pekomeHAayembln obpasel,

HanmeHoBaHWe opraHa rocyapcTBeHHON BNacTu

depepanbHoe BIOAKETHOE yuperKaeHne
"HAYYHO-UCCNEAOBATENLCKUM LLEHTP
"HAMMEHOBAHWE OPTAHU3ALUN"

(®BY "HULL ...")
AKT

05.08.2017 N 5

MockBa

npoBepPKN TEXHNYECKOIO COCTOAHUA
OpPITeXHUNKU

OcHoBaHue: npukas ®bY "HUL, ..." ot 30.07.2017 N 89 "O npoBepKe TEXHUYECKOFO COCTOAHUA
OpPrTeXHUKU, NCNOIb3yEeMOM OTAeN0M AenonpounssoacTea'.

CoctaBneH: 3aM. HayafNbHWKA WHPOPMALMOHHO-TeXHUYeckoro oTtaena Pamuana WN.0,;
Haya/lbHUKOM  aAMWHUCTPATUBHO-XO3AWCTBEHHOW  cayxbbl  Pamuana WU.0., 3as. oTAenOM
aenonpoussoactsa ®amuamsa U.0.

B xo4e NpoBepKM TEXHUUYECKOTO COCTOAHMA OPITEXHUKN OTAEa A4eN0NPon3BOACTBaA, NPOBEAEHHOM
04.08.2017, ycTaHOBANEHO ...

I'IpOBepKoﬁ NMPU3HAHbI HEMPUTOAHbIMU ONA SKCNyaTaUuUn:

Mognucb n.0. damunnua
Moanuce n.0. damnnnsa

Mognucb n.0. damunnua



MpunoxkeHne N 8

pekomeHAyembl obpasel,

OTAEN AENOMPOU3BOACTBA

OupekTtopy ®BY "HUL, ..."

OOKNAOHAA 3ANUCKA damunma U.0.

10 okTA6pA 2017 1. N 35

06 yBeNNYEeHUM LITATHOM
YMCNEHHOCTU NOAPA3AENEHUSA

YBaxaemblt Mma OtyecTso!

B cBA3W CO 3HauMTeNbHbIM YyBe/NYeHnem obbemoB O6pa6aTbIBaEMOﬁ KoppecnoHAeHUUN,
nocwnarou.l,eﬁ BCBA3U C....

npowy Bac m3biCKaTb BO3MOMKHOCTb YBEAWYUTb LUTATHYIO YUCAEHHOCTb OTAENA Ha OAHY AOMKHOCTb
cneumnanncTa 2-i Kateropum.

C yBaxeHuem,

3aB. oTAENOM MNoanuce n.0. damunnua

MpunoxkeHne N 9
pekomeHayemMbll obpasel,
Komy: PykoBoguTenam ynpaBaeHuii u oTAenos
Ot: ®amumnma U.0., pykoBoauTeb a4MUHUCTPATUBHO-XO3AUCTBEHHOM Cy»KObl
[aTta: 17 anpena 2017 r.
Tema: Nogava 3a8BOK Ha aBTOTPaAHCNOPT
CNYXEBHAA 3AMUCKA
B uenax nosbiweHnn 3GGEKTUBHOCTU MCNO/Ib30BAHMA U COKPALLLEHUS NPOCTOEB aBTOTPAHCMNOPTHbBIX

CPeACcTB LEHTPa Mpolly pyKoBoAuUTENein noapasfaeneHuii nogasaTb 3aABKM Ha aBTOTPAHCMNOPTHble
cpeacTtsa He nosgHee 15:00 aHA, NpeALIecTBYOLLEro noesake.

PykoBoauTelb aAMUHUCTPATUBHO-
XO03AMUCTBEHHOM CNYXKOblI Nn.0. Pamnnus



MpunoxkeHue N 10

NPUMEPHbIN NEPEYEHDb YTBEPXXAAEMbIX LOKYMEHTOB

=

. AKTbl (MpOBEPOK, PEBU3UIA; CMNCAHMA; SKCMEPTU3bI; IMKBUAALMM OpraHn3aLmin).
2. I'padukm paboT, OTNYCKOB, CMEHHOCTMU.

3. IHCTPYKUMU, AONHKHOCTHbIE MHCTPYKLUMM.

4. KnaccudumkaTtopbl MHGOPMALMK, JOKYMEHTOB.

5. MeToauyeckue pekomeHaaumnm, MeToauyeckme yKasaHusa U MeToauKu.

6. HomeHKnaTypa gen opraHusaumu.

7. Hopmbl M HOpMaTUBbI (BpEMEHM, YNCNEHHOCTM PAaBOTHMKOB, pacxoda CbipbA M MaTepPUanos,
3/1eKTPO3HEPIUM).

8. Onuck aen (NOCTOSHHOTO, BPeMeHHbIX (cBbile 10 NeT) CPOKOB XpPaHEHMA U MO TIMYHOMY COCTaBy).
9. MepeyHn (A0NXKHOCTEN, OpraHnsaLmii, BUAOB MHPOPMaLMU, AOKYMEHTOB).

10. Monntunku.

11. MonoxeHua (o0 nogpasaeneHUax, NPEMUPOBAHUM, aTTecTauum).

12. NopAaakw.

13. MNpaswuna.

14. PernameHTbl (B TOM Yncie perfiaMeHTbl bUsHec-npoL,eccos).

15. CraHaapTbl opraHmnsaumm.

16. YcTaBbl.

17. YHnoumumpoBaHHble popmMbl 4OKYMEHTOB.

18. WtaTHOE pacnucaHue.

Mpunoxkenne N 11

NPUMEPHbIA NEPEYEHD
OOKYMEHTOB, 3ABEPAEMbIX NEYATbIO OPTAHU3ALIUA

1. ApxusHaa cnpaska.

2. AKTbl (NpMema 3aKOHUYEHHbIX CTPOUTENLCTBOM 06BbEKTOB, 060pyA0BaHMSA, BbIMOAHEHHbIX PaboT,



CNUCaHUSA, SKCNEepPTU3bI).
3. Konuu v BbINWCKM U3 JLOKYMEHTOB, BblAaBaemMbIX 415 NPeACcTaBAeHNA B APYrve opraHu3aumu.

4. O6pasLbl OTTUCKOB NeYyaTein 1 nognuceit paboTHMKOB, MMEIOLLMX NPaBo coBepwwaTtb GUHAHCOBO-
X03ANCTBEHHbIE OMepauunm.

5. nOpYHEHMﬂ (6PO,D,)KETHbIe, 6aHKOBCKMG, NEHCUOHHbIE; nnaTexXHble, MHKaCCoBble B 6aHK Ha
nony4yeHune MHBAOTbl CO CHETOB, NEPEBOL, BaﬂI'OTbI).

6. MpeacraBneHnsa U XxoaaTancTea (0 HarpaXKAeHUM rocyAapcTBEHHbIMM Harpaaamm U npemmamm).
7. PeecTtpbl (4eKoB, NOpyyYeHUin, NpeactaBaaemblix B 6aHK).

8. CnpaBku (0 goxoaax GpU3NYECKMX ANL, O BbiMiaTe CTPaxoBbiXx CYyMm, 0 6anaHCOBON CTOMMOCTU
OCHOBHbIX ¢$OHAOB, MO NEPCOHUPULMPOBAHHOMY ydeTy, 0DOPMIEHUID CTPAXOBbIX CBUAETENbCTB, NO
3anpocam opraHuM3aunii, No AoKyMeHTam, NPeaoCTaBAfAEMbIM B CyA, - N0 HEOH6X04MMOCTH).

9. YpgocTtoBepeHua paboOTHUKOB.

MpunoxkeHue N 12

NPUMEPHbIA NEPEYEHD
HEPETUCTPUPYEMDbBIX BXOAALWLNX AOKYMEHTOB <43>

<43> EcnAn yKasaHHble [AOKYMEHTbl NOCTYNWAM C COMPOBOAUTE/IbHLIM MUCbMOM, MNUCbMA
perncTpupyoTca B NOpALKe, yCTAaHOBAEHHOM MHCTPYKLMEN MO AEe10NPOU3BOACTBY OpraHM3auun.

1. AHKeTbl (pe3tome), HanpaBasemble B LEeNsX TPYA0YCTPOICTBa.

2. byxrantepckne HOKyMeHTbl (Byxrantepckas OTYETHOCTb, cyeTa, cyeTa-paKTypbl, aKTbl CBEPKM
B3aMMOPACYETOB, aKTbl MPUEMKMU-NEPesauYm OCHOBHbIX CPEACTB, TOBapHbIe HaKNaaHble).

3. TOCTbl, TeXHUYECKME PErNaMeHTbl, PYKOBOAALWME M APYrne OOKYMEHTbl MO TeXHUYEecKomy
peryMpoBaHuIO U CTaHAAPTU3ALLUM.

4. TpaduKK, HapsAabl, 3asBKU, Pa3HAPALKM.

5. JOKyMeHTbI (MPOeKTbl 4OKYMEHTOB), Tpebylolme nognucaHma (CornacoBaHus, yTBEPKAEHUA) U
nocneaytollero sosspara.

6. KOHKypCHaa AOKyMeHTaums.
7. HayuyHO-TeXHMYECKaa U NPOEKTHAA AOKYMEHTaUMA.
8. KoppecnoHaeHUus, agpecoBaHHaa paboTHUKAaM opraHmnsaLmm ¢ nomeTkon "JInyHo".

9. MeyaTHble w3JaAHMA (KHI/IFM, KypHanbl, Fa3ETbI), KaTtanorn, TexXHU4YeCKaa JnTepartypa,
TemaTnyeckme n cneumnasbHble C60pHMKM, naaKaTtbl.

10. NosapaBuTenbHble NUCbMa W Tefnerpammbl, 61arogapcTBeHHble MMCbMa M TeNerpammbl,



npurnacuTenbHble buneTobl.
11. NpencKkypaHThbI.
12. NMpurnacutenbHble BUNETbI, NPUFAALLEHUA.
13. Mporpammbl KOHPEPEHLMIM, COBELLAHWUNA.
14. PeknamHble maTepuanbl (MTMCbMa, IMCTOBKM, MPOCNEKTbI, BYKNETDI).
15. YyebHble nnaHbl, NPOrpammsi.

16. ®opmbl 1 61aHKK, B TOM Ymcie GopMbl CTAaTUCTUHECKON M MHON OTYETHOCTM.




