[okymeHT npepoctasneH KoHcynbTaHTI10C

3apeructpuposaHo B MuHtocte Poccum 17 asrycta 2018 r. N 51922

QENEPANNbHOE APXMBHOE ATEHTCTBO

MPUKA3
ot 11 anpensa 2018 r. N 44

OB YTBEPXAEHUM NPUMEPHON UHCTPYKLIUU
no AENnonpou3BoOACTBY B rOCYAAPCTBEHHbIX OPTAHU3SALUAX

B cootBeTcTBMM € MoAnyHKTOM 5 nyHKTa 6 [MonoxkeHna o dPegepanbHOM apXMBHOM areHTCTBE,
yTBEpXKAeHHoro Ykasom [lpesmgeHta Poccuinckon ®epepauum ot 22 mioHA 2016 r. N 293 "Bonpocsl
depnepanbHoro apxusHoro areHtcTea" (CobpaHue 3akoHoaaTenbcTBa Poccuiickoit dPepepaunn, 2016, N
26, cT. 4034), npuKasbiBato:

YTBEPAMTL Npunaraemyto MNpUMepHY0 MHCTPYKUMIO MO Aen0npou3BOACTBY B roCyAapCTBEHHbIX
opraHu3aumax.

Pykosoautesnb
A.H.APT130B

YTBepKaeHa

npukasom depepanbHOro
APXMBHOIO areHTCTBa

01 11.04.2018 N 44

NMPUMEPHAA UHCTPYKLIUA
no AEnonrPon3BoACTBY B rOCYAAPCTBEHHbIX OPTAHU3ALUAX

l. O6wme nonoxkeHma

1.1. MpumepHas MHCTPYKLUMA NO AEeN0NPOU3BOACTBY B roCyAapCTBEHHbIX OpraHusauusax (aanee -
MpumepHaa MHCTPYKUMA) pa3paboTaHa B cooTBETCTBUKM C [onoxeHnem o PeaepasbHOM apXMBHOM
areHTCcTBE, YTBEPXKAEHHbIM YKa3om lNpesnaeHTta Poccuinckon Peaepaumn ot 22 utoHs 2016 roga N 293
(CobpaHue 3akoHogaTenbcTBa Poccuinckoit deaepaummn, 2016, N 26, c1. 4034), a TaKKe B COOTBETCTBUM C
3aKoHoaaTeIbcTBOoM Poccuiickoi ®epepaumm B chepe MHPoOpMaLMM, AOKYMEHTALMN, apXMBHOrO Aena,
HAUMOHANbHbIMU CTaHAAPTAMM B chepe ynpasBaeHMUa JOKYMEeHTaMM.

1.2. NpumepHaa MHCTPYKUMA pa3spaboTaHa B LENAX COBEpPLIeHCTBOBaHMA Ae/0npou3BOACTBa U
nosbliweHns 3GGEeKTUBHOCTU PaboTbl C AOKYMEHTaMM NyTEM pPernameHTauMyM Ha e4uMHOM NPaBOBOM U
METOAMYECKOl OCHOBE NPaBWA NOArOTOBKU AOKYMEHTOB, TEXHOOMMIA PaboTbl C HUMM, OpraHM3auMmn ux
TEKYLLEro XpaHeH s 1 NOArOTOBKM K Nepeaaye B apxne OpraHnsaumm.

1.3. MpumepHasa UHCTPYKUUA YCTaHaBAMBaeT TpeboBaHMA K AOKYMEHTUPOBAHMNIO yNpaBaeHYecKon
0eATeNbHOCTM W opraHusauuu paboTbl C AOKYMeHTaMW B Ae/I0NpPOU3BOACTBE TOCYAAPCTBEHHbIX
opraHusaumin (ganee - opraHMsaums), He3aBMCMMO OT MX OPraHU3aLMOHHO-NPaBoBOM GOpPMbI, Lenen u
BMAOB AeATe/NIbHOCTH.
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1.4. MonoxeHus [pPUMEPHON WHCTPYKUMU PaCnpOCTPaHAOTCS Ha opraHusaumio paboTbl C
OpraHM3aLMOHHO-PaACNOPAOUTENbHBIMU  AOKYMEHTaMM HE3aBUCMMO OT BMZA HOCUTENs, BK/tOYan
NoAroTOBKY, PErucTpaumio, yYeT U KOHTPOJIb MCMNONHEHMA AOKYMEHTOB, OPraHM3aumio UX TEKYLLero
XPaHEeHMUS, OCYLLECTBAAEMbIE C MOMOLLBI MHPOPMALMOHHO-KOMMYHUKALMOHHbIX TEXHOJIOTUA.

1.5. OcobeHHOCTM opraHM3aumMm paboTbl C AOKYMEHTaMM, coAep)Kawmmm uHdbopmauuto
OrPaHMYEHHOro A0CTyMna (KOMMepPYeCcKyto TalHy, NePCOoHasbHblE AaHHbIE U UHYI0 KOHPUAEHUMANbHYIO
MHDOPMALMIO), PETYNNPYIOTCA OTAENbHBIMM HOPMATMBHbBIMW aKTaMM, YTBEPKLAAEMbIMU PYKOBOUTENEM
opraHusauum.

1.6. OpraHusauma, BeAeHMEe U COBEPLUIEHCTBOBaHME Ae/I0NPOU3BOACTBA Ha OCHOBE eauHOM
NOMIMTUKM W MPUHLUMUMNOB, NPUMEHEHUE COBPEMEHHbIX MHGMOPMALMOHHbIX TexHonoruii B paboTte c
OOKYMeHTaMM, MeToauyeckoe PYKOBOACTBO M KOHTPOJIb cObatoaeHUA nopsaaka paboTbl ¢ AOKYMeHTaMu
B noapasfeneHuax opraHnsaluuM Bo3NaraeTcA Ha CTPYKTypHoe noapasgeneHue, OTBETCTBEHHOe 3a
BeJieHuMe aenonpoussoactea <1> (aanee - Cnyxba AenonponssoacTsa).

<1> B opraHmMsaumsax Cc HebosblwMM ob6bemom AoKymeHToobopoTa ¢yHKUuuM  Cayx6bl
OeN0onpPous3BoACTBa MOTYT BbINOJIHATLCA PabOTHMKOM (4eN10Mpon3BOAUTENIEM, CEKPETAPEM).

Cny>K6a Aenonponssoadcrtsa  oOpraHunsauuun AEﬁCTBVET Ha OCHOBAHMW TMOJIOKEHUA O Hen,
yTBEPXKAAaEMOIro pykoBoauTeNEM OpraH1U3aunn n onpeagenaroulero 3agadn m d)yHKLI,MVI noapasgeneHuns,
€ro npasa n oTBETCTBEHHOCTb.

1.7. OTBETCTBEHHOCTb 3a OpraHu3aLmMio paboTbl C AOKYMEHTaMM B NOAPa3AeNeHNAX opraHM3aumm
BO3/1araeTca Ha pykoBoauTenen sTux nogpasaeneHuii. HenocpeacrseHHoe BegeHe Ae0NPOU3BOACTBA
B noapasfeneHuAx OpraHuM3aumm OCYyLLEeCcTBAAETCA AeN0npousBoaMTenem UAN WHbIM PaboTHUKOM
noApasfesieHns, Ha KOTOPOro BO3/0MKeHbl 06A3aHHOCTM NO BeAEHWI0 Aefonpous3BoACTBa (Aanee -
AenonpoussoanTens noapasgeneHus).

1.8. [osKHOCTHble 06A3aHHOCTM, MNpaBa W  OTBETCTBEHHOCTb PabOTHWMKOB  CnyKoObl
[enonpousBoACcTBa, Ae/0Npom3BoaAMTeNel NoApasaAeeHUn U UHbIX PaboOTHMKOB, OTBETCTBEHHbLIX 3a
OopraHusaLmio paboTbl C AOKYMEHTAMMU, ONPeaensatoTca 4ONKHOCTHbIMU MHCTPYKUUAMM.

1.9. Ha nepvopn oTnycka, KOMaHAMPOBKW, 60ne3HUM WUAM B CAyvyae YBOJIbHEHUA PABOTHUKM
CTPYKTYPHbIX nogpasgeneHuii opraHmMsaummn obsas3aHbl nepefaBaTb BCe HAXOAALMECA HA UCMOJHEHUU
OOKYMEHTbl  AeNoNpou3BOAMUTENID  NOAPA3AeseHnAa  UAM  Apyromy paboTHUKY MO yKasaHuio
pykoBoAuTENA NoApasaeneHus.

Mpun cmeHe pJgenonpousBoauTena nojgpasfeneHnA COCTaBAETCA aKT npuema-nepesayu
AOKYMEHTOB U Aaen.

1.10. ComeprkaHne CNy:KebHbIX AOKYMEHTOB He MOAJ/EXWUT pasrnalleHuto. Bsanmoperictene co
CPeAcTBaMM MacCcoBOM MHPOpPMaLMK, Nepesaya UM KaKoM-Mbo MHPOPMaLMN AN SOKYMEHTOB U UX
KOMWI 40MNYCKAETCs TOMbKO C PaspeLleHns PyKoBOAMTENA OpraHM3aummn UAn MHOTO YNOJHOMOYEHHOTO
WM A0JIKHOCTHOTO nua.

PaboOTHMKM OpraHM3aLmMm HeCyT AUCLMNAUHAPHYIO, aAMUHUCTPATUBHYIO U UHYIO, YCTAHOBNEHHYO
3aKoHogaTenbcTBOM Poccuitickoit Pepepaumm, OTBETCTBEHHOCTb 33 HapyLIEHWE CPOKOB XpaHeHun
AOKYMEHTOB, YyTPaTy U HECAHKUMOHMPOBAHHOE YHUUTOMKEHWNE CNYIKEOHbIX JOKYMEHTOB <2>.

<2> Cratbm 192, 193 Tpyaosoro KogeKkca Poccuiickon ®egepaumnm; nyHkTbl 2; 15.11 ctatbn 13.25
Kogekca Poccuinckoit ®epepaumm 06 agMUHUCTPATMBHbIX NPaBOHapyLeHUnAX; cTatba 7 ®eaepanbHoro
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3aKOoHa oT 6 aeKkabps 2011 r. N 402-03 "O 6yxrantepckom y4yeTe" (CobpaHue 3aKoHOAaTeNbCTBA
Poccuinckoit ®epepaumn, 2011, N 50, ct. 7344; 2013, N 26, cT. 3207; 2013, N 27, c1. 3477; 2013, N 30
(MacTb 1), cT. 4084; 2013, N 44, c1. 5631; 2013, N 51, c1. 6677; 2013, N 52 (YacTb I), cT. 6990; 2014, N 45,
cT. 6154; 2016, N 22, c1. 3097; 2017, N 30, cT. 4440; 2018, N 1 (MYacTtb I), cT. 65).

1.11. MNpu yTpaTe [AOKYMEHTOB Ae/0Mpou3BoaAuTENb  MoapasaeneHma  uHbopmupyet
pPyKOBOAMTENA CTPYKTYpPHOro noapasgenerHunsa n Cnyby oenonpomssBoacTBa OpraHM3aumm, nocsae 4yero
OpraHu3syeTca po3bICK JOKYMEHTOB.

Ecnun po3biCK AOKYMEHTOB He faeT pe3ynbTaTa COCTABAAETCA aKT, B KOTOPOM YKa3blBalOTCA AaHHble
YTPA4Y4E€HHOIo AOOKYMEHTa, a TaKiXKe O6CTOF|TeﬂbCTBa, npu KOTOPbIX npousowna yTparta, nocne Y4ero
npeanpnHMMaroTca mepbl NO 3aMelleHNIO JaHHOIo 4OKYMEHTa 3aBep6HHOﬁ Konue AOKYMEHTa.

1.12. Ha ocHoBe MpUMEPHOI MHCTPYKUMWM B OpraHM3auuu paspabaTbiBaeTcA MHAWBUAYaNbHasA
MHCTPYKLMA NO AeN0NPOU3BOACTBY, YTBEPKAAEMAA PYKOBOAMUTENIEM OPraHM3aLmu.

1.13. B uensx opraHmsaumm paboTtbl C JOKYMEHTaMMU B Ppuamnanax opraHusaumm n o6ocobneHHbIxX
CTPYKTYPHbIX MoApasfeneHusax MoryT ObiTb BBeAEHbl WMHCTPYKUMM NO opraHusaumm pabotbl ¢
[OKYMEHTamMM, AONOHAOWNE UHANBUAYANIbHYIO MHCTPYKLUMIO MO Ae/I0NPOM3BOACTBY OpraHn3aumnm, Ho
He NpoTuBoOpeYvallne en.

1.14. Mpasuna paboTbl C [AOKYMEHTAaMW B CUCTEME 3JIEKTPOHHONO AOKYMeHToobopoTa
opraHusaumm (ganee - C31) v MHbIX NHPOPMALMOHHBIX CUCTEMAX, B KOTOPbIX OCYLLECTBAAETCA CO34aHNE
(BKNtOYEHME) U XpaHEHWE [AOKYMEHTOB, He [AOJ/IKHbl BXOAMTb B MPOTUBOPEYME C MOJIONKEHUAMMU
MpUMepPHON NHCTPYKUMMN.

Il. lOKyMmeHTMPOBaHUE ynpaB/ieHYeCKo AeATeNIbHOCTU

2.1. B cooTBeTCTBMM C 3aKoHOAaTeNbCTBOM Poccuiickoit  depepauuu, N0OKaAbHbIMU
HOPMaTUBHbLIMW aKTamMU B OpraHmn3aLumn U34ak0TCA OpPraHU3aLMOHHO-pacnopAaUTe/IbHbIe AOKYMEHTbI.

2.2. OpraHuW3auMOHHO-pacnopsaauTebHbIe  OOKYMEHTbl, CO34aBaemble B  OeATENbHOCTU
OpraHM3aumu, JO/XKHbl 6biTb  OdopMAeHbl MO NPaBWAAM, YCTaHOB/JEHHbIM WHAUBUAYANbHOW
WHCTPYKLUMEN No 4ea0npom3BoACTBY OpraH13aumm.

BHOCUTb Kakue-nbo wcnpasneHus uaum  pobasneHvs B MNOANUCaHHble  (YTBEPXKAEHHbIE)
OOKYMEHTbI He A0NycKaeTcA.

2.3. OcobeHHOCTM odopMNeHUA AOKYMEHTOB, CO34aBaeMbIX B CTPYKTYPHbIX MoApa3saefieHunax
OpraHM3auMM 1 oTpaxKalowWwmx cneumduKky Ux AeaTeNbHOCTM, a TaKke NnpasBuaa opraHvsauuu paboTsl C
AaHHBIMM AOKYMEHTaMM MOTYT YCTaHaBAMBATLCA OTAE/bHbIMU /I0Ka/IbHbIMM HOPMATMBHbIMM aKTaMu
opraHusaumu.

2.4. Co3fmaHue [OKYMEHTOB B oOpraHusauuu, wucnonbsyiouweinr C3[, B Uenax MoBblWEHUA
addeKTUBHOCTM Kcnonb3oBaHua C3[], ocywecTBAseTCA C WUCNoAb30BaHWEM WabaoHOB 61aHKOB
OOKYMEHTOB U Wab/0HOB AOKYMEHTOB.

al'IEKTpOHHbIe WwabnoHbl 61aHKOB AOKYMEHTOB OO0J/TXKHbI 6bITb NOEHTUYHDbI 6n1aHKam AOKYMEHTOB
Ha 6YMa)'KHOM HOCcuTene.

2.5. [Ona co3gaHMsA [OOKYMEHTOB, OTPakalolWmx Ccneundury AeATeNbHOCTU CTPYKTYPHbIX
noAapasfeneHnin opraHMsaumum, 1 ynpasaeHus AaHHbIMU AOKYMEHTAMW MOTYT MCMO/b30BaThCA Apyrue
MHPOPMALMOHHbIE CUCTEMBI.

2.6. [JOKyMeHTbl opraHusauum odpopmMAAloTCA Ha 6aaHKax MAW CTaHAAPTHbIX AMcTax bymaru
dopmara A4.



2.7. AnA U3roToB/NeHUs AOKYMEHTOB B OpraHmn3aLmnmn NCNob3yloTca: 61aHK NpuKasa;
621aHK pacnopsaKeHus;

6n1aHK NUCbMa ANA BeAEHMA MEPErnuckM C OpraHM3auMaAMM U rpaxaaHamu, HaXo4AWMMMUCA Ha
Tepputopun Poccuiickon degepauum;

6/1aHK NUCbMA C PEKBM3UTAMM HA PYCCKOM WM OOHOM M3 MHOCTPaHHbIX A3bIKOB A/1A BeAeHWs
nepenuckn ¢ 3apybekHbIMM KOppPecnoHAeHTaMM.

Mo pelweHU0 PYKOBOAWUTENA B OPraHW3aLMM MOTYT MCMONb30BaTbCA ApyrMe O6aaHKu: HaaHkK
NMcbMa PyKOBOAUTENA OPraHM3aLMm UAN MHOTO YNOJIHOMOYEHHOrO UM /ML, 61aHK NpoToKona, 61aHK
NUcbMa CTPYKTYPHOro noapasaeneHus.

Ona odopmneHua pesontoumii Ha AOKYMEHTe B OpraHM3aumm MOTyT MCMNO/b30BaTbCcA 6naHKM
pesonounii.

2.8. Mpn U3JaHUM [OOKYMEHTOB Ha CTaHAAPTHbIX AMCTax Oymarn Ha HUX BOCNPOM3BOAATCA
PEKBU3UTbI, HEOBXOAMMbIE A1 AOKYMEHTOB KOHKPETHOrO BUAA UM PAa3HOBUAHOCTU.

2.9. Ha 6naHKax AOKYMEHTOB BOCMPOW3BOAUTCA TOBaPHbIN 3HAK U/Maun (ambnema) opraHusaumm
(npu ux Hannuum).

2.10. MpoeKtupoBaHMe B1aHKOB AOKYMEHTOB ocyllecTBaseTca B cootsetcteumn ¢ FOCT P 7.0.97-
2016 "Cuctema craHgaptoB Mo wWHPopmauuu, 6ubnMoTeyHoMy W U3AaTeNbCKOMY  Aeny.
OpraHu13aumMoHHOo-pacnopaguTebHasa AoKymeHTaumsa. TpeboBaHMa K 0GOpPMIEHNIO AOKYMEHTOB" <3>,

<3> Pa3gen 6 "bnaHkn gokymeHTtos" FOCT P 7.0.97-2016 "Cuctema ctaHZapTos No MHbopmaLmu,
6ubnnoteyHoMy M u3gatenbckomy geny. OpraHM3auUMOHHO-pacnopaAMTENbHANA  AOKYMEHTaLMA.
TpeboBaHuA K opopmneHuto gokymeHToB" c U3ameHeHnem N 1. - M.: CtaHgapTuHdopm, 2018.

2.11. BAaHKKN AOKYMEHTOB OpraH13aLMmM M3roTaBanBaoTCA TMNOrpadcKMm cnocobom, cpeacTeamm
onepaTMBHOM NoAnrpadpum AN KOMNbIOTEPHOM TEXHUKMU.

2.12. [OKyMeHTbl W3roTaBAMBalOTCA Ha 6ymaxkHOM HocuTene M B GOpPME 3/EKTPOHHbIX
[OKYMEHTOB C cOb/10AeHMeM YCTaHOBAEHHbIX NPaBua 0GopMAEHUA OKYMEHTOB.

2.13. [JokyMeHTbl OpraHun3aumm, opopmieHHble KaK Ha 6a1aHKe, Tak U 6e3 Hero, A0/KHbI UMETb
Nnos He MeHee:

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

2.14. JJOKYMeHTbl, W34aBaemMble COBMECTHO OAHOW WAM HECKOJIbKUMW OpraHuM3aLusmu,
0pOPMAAIOTCA Ha CTaHAAPTHbIX AMCTax Bymaru C BOCMPOM3BEAEHUMEM PEKBU3MTOB BCEX OpraHu3auumii,
YUYaCTBYIOLLMX B M34aHMM AOKYMEHTA.

2.15. MNpn NOAroToBKE AOKYMEHTOB AOMYCKAETCA UCNO/b30BaHME NNLEBON M 06OPOTHOMN CTOPOHbI
nucta. MNMpu ABYCTOPOHHEM CO34aHUM AOKYMEHTOB LWMPMHA NIEBOTO MO Ha /IMLEBOIN CTOPOHE AUCTa U
NpaBoro nons Ha 060POTHOM CTOPOHE INCTA A0/KHbI BbITb PaBHbI.
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2.16. Npu co3pgaHnm AOKYMEHTA Ha ABYX M Honee CTpaHMLLax BTOPYIO U NOCaeayowme CTPaHULbI
HyYMepytoT. Homepa cTpaHuL, NPOCTaBAAIOTCA NO CepeaunHe BepxHero NoaA AOKYMEHTa Ha PacCTOAHUM
10 mm OT BepxHero Kpasa AncTa.

2.17. AnA U3rotoBAeHNA AOKYMEHTOB MCMOb3YETCA FAPHUTYPA WpUdTa No BbIBOPY OpraHm3aumuu,
BXOAALWAA B CTAHOAPTHbIM MakeT oOQPUCHOro nporpammHoro obecnevyeHua, MCNONAb3YEMOrO
opraHusaumei. Paamep wpndta - N 12 - 14 nT <4>.

<4> Pasmep wpndTa (Kernb) namepaetca B NyHKTax (point); oauH NyHKT paseH 1/72 alonma, nnu
0,376 mm (cokpalieHue: "pt").

Mpwn coctaBneHMn Tabaunw, gONycKaeTca UCnosb3oBaHMe WpndToB MmeHbwKnx pasmepos - N 10, 11
nr.

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

3aronoBKM pasaenos v NoapasAesos nedvataroTca ¢ ab3alHbIM OTCTYNOM MW LEHTPUPYIOTCA No
LUMPUHE TeKCTa.

2.19. TeKcT gOKymeHTa nevataetca yepe3 1 - 1,5 MeXKCTPOYHbIX MHTepBana. TEKCT AOKYMEHTa
BblpaBHMBAETCA MO WMPUHE AUCTA.

MHOrocTpoyHble PeKBU3UTbI NeYaTaloTCA Yepes OAMH MEXKCTPOUHbIA UHTepBas, COCTaBHble YacTu
PEKBU3UTOB MOTYT Pa3AenATbCA AOMOJAHUTENbHbIM MHTEPBA/IOM.

Ecnn JOKYMEHT roToBUTCA 4N U3L4aHUA C yMeHbLleHMem macwTtaba, TeKCT neyaTaeTcs Yyepes ABa
MHTepBana.

NHTepBan mexay bykBamu B c/loBax - 00bIYHbIN. IHTEpBan mexay c10BaMu - 0auH npoben.

CTpOKVI PEKBU3NTOB BblIPaBHUBAKOTCA MO nesoi rpaHnLEe 30Hbl pPacnonoXXeHnA PeKBU3INTa UIN
LEeHTPYTCA OTHOCUTE/IbHO camom AI’IMHHOVI CTPOKM.

[dnvHa camoli 4IHHOM CTPOKM PEKBM3UTA NPU YII0BOM PACMoOKEHNN PeKBM3UTOB He 6onee 7,5
CcM.

OnvHa camoi ANIMHHOW CTPOKM PEKBU3UTA NPU NPOAOJIbHOM PacCroIOXEHUU PEKBU3UTOB He
bonee 12 cm.

2.20. [fonyckaeTca BblAeNATb MNONYKMPHbIM LWPUGTOM pekBu3uTbl "agdpecat”, "3aronoBOK K
’
EKCW" nnn II| O,CI,IIMCb", a TaKXe oTae/ibHble d)parMEHlbl TeKCTa.

2.21. Mpy NOArOTOBKE MHOFOCTPAHUYHbIX AOKYMEHTOB 0POPMAAETCA TUTY/IbHbIN INCT.

2.22. CocTaB PeKBU3UTOB, MCNO/b3yeMbIX ANA 0GOPMIEHUA AOKYMEHTOB, ONpPeaenseTca BUAOM
(pa3sHOBMAHOCTLIO) OPraHN3aLMOHHO-PACNOPAAUTENBHOTO LOKYMEHTA.

2.23. MNpn NoArotoBKe [OKYMEHTOB OpraHun3auumn WUCMoJb3yloTCA PEKBU3UTbI, YCTaHOBNEHHblEe
FOCT P 7.0.97-2016 <5>:

<5> TOCT P 7.0.97-2016 "Cuctema cTtaHgapTtoB no MWHPopmauum, 6ubanMoTeyHOMY W
nsgatenbckomy  aeny. OpraHusaLMOHHO-pacnopAguTesibHas  AOKymMeHTauma. TpeboBaHus K
odopmneHuto aokymeHtoB", c M3ameHeHnem N 1. - M.: CtaHgapTuHbopm, 2018.
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a) ambnema (B COOTBETCTBUM C NMYHKTOM 2.9 MpMUMeEPHOIM UHCTPYKLMK);

6) TOBapHbIM 3HAK (3HaK o0b6CAyKMBaHMA) (B COOTBETCTBMM C NyHKTOM 2.9 [lpumepHo#
NHCTPYKLMWK);

B) Koa, GOpPMbl IOKYMEHTA;

r) HaMmeHOBaHUWe opraHM3aUnm;

A1) HaMMeHOBaHMWe CTPYKTYPHOro noapasaeneHus;
€) HaMmeHOoBaHMe A0IKHOCTU /IMLLA;

) cnpaBoYHble gaHHble 06 opraHn3aumu;

3) HaUMeHOBaHWe BUAA AOKYMEHTa;

1) pata AOKYMEHTa;

K) permcTpaumoHHbIi HOMep AOKYMEHTa;

N) CCbINKA Ha PErnMCTPaLMOHHDBI HOMEep M 4aTy NOCTYNMBLUEro AOKYMEHT];
M) MeCTO cOoCTaB/ieHUA (M34aHUA) JOKYMEHTa;
H) rpnd orpaHMyYeHMA A0CTYNa K AOKYMEHTY;
0) agpecar;

n) rpnd yTeepKaeHUA AOKYMEHT];

p) 3aroN0BOK K TEKCTY;

C) TEKCT LOKYMEHTA];

T) OTMETKA O NPUIONKEHUMU;

y) rpnd cornacosaHuA AOKYMEHTa;

o) BU3a;

X) noAnuce;

L) OTMeTKa 06 3N1eKTPOHHOW NoAnucy;

4) neyaTsb;

L) oTMETKa 06 ucnonHuTene;

LLL) OTMETKa O 3aBepPeHMM Konuu;

bl) OTMETKa O MOCTYN/IEHUN AOKYMEHTa;

3) pesontouus;

10) OTMETKA O KOHTPO/IE;

ﬂ) OTMETKa O Hanpas/1eHNUN AOKYMEHTA B AENO.



2.24. bnaHK npuKasa (pacnopsKeHumsa) opraHnsaLmMm AOMKEH BKAOYATb PEKBUSUTDI:

ambnemy (B COOTBETCTBMM C MYHKTOM 2.9 MprmepHOMN MHCTPYKUNHN);

TOBapPHbIN 3HaK (3HaK 06CNyKMBaHMA) (B COOTBETCTBMMU C NYHKTOM 2.9 MpUMepHOIA MHCTPYKLMN);
HaMMeHOBaHMe OpraHunsauuu;

HaMMeHOBaHWe BUAA AOKYMEHTa;

MECTO COCTaB/IEHUA AN U3AAHUA OOKYMEHTa;

OTMETKM [Ns  pasMmelLleHMA peKBu3MToB "AaTa [OKymeHTa", "perncrpaumoHHbIn HOoMmep
OOKyMeHTa".

2.25. bnaHK nnucbma opraHmMsaunm AoNXKeH BKAKOYATb Cedytowme PeKBU3NTDI:

ambnemy (B COOTBETCTBUM C NYHKTOM 2.9 MpUMeEpPHON UHCTPYKUNK);

TOBapPHbINM 3HaK (3HaK 06CNyKMBaHMA) (B COOTBETCTBMM C NYHKTOM 2.9 MpUMepHOI MHCTPYKLMN);
HaMMeHOBaHMe OpraHM3auunm;

CNpaBoYHble AaHHble 06 opraHM3aumy;

OTMETKU AN1A TNpPOCTaB/leHMA PeKBU3MTOB "data AoKymeHTa", "perncrpaumoHHbIi Homep
AOKyMeHTa", "ccblniKa Ha perMcTpaLMoHHbIA HOMep U AaTy NOCTYNUBLIEro AoKymeHTa".

B 6/1aHK NUCbMa AONKHOCTHOTO NMLA AOMNONHUTENbHO BKAOYAETCA PEKBUIMT "HanmmeHoBaHWe
AONKHOCTM Mua”, a B 61aHK NMCbMa CTPYKTYPHOro noApasaesieHnn (coBelatesbHOro, METOANYECKOTO,
3KCMEePTHOro UM MHOFO OpraHa) OpraHU3aLUmMmn - HaMMeHoOBaHWE CTPYKTYPHOro NoApasaeneHuns.

2.26. BHYTpeHHWE AOKYMEHTbl opraHmnsaumm, odopmasemble He Ha 6aaHKe, AO/IKHbI cogepKaTb
COOTBETCTBYIOLLME BUAY LOKYMEHTA PEKBU3IUTDI.

2.27. dmbnema opraHusaumn, paspaboTaHHaa WU yTBEPXKAEHHAs B MNOpALKe, YCTAHOBNEHHOM
3aKoHoaaTenbcTBOM Poccuiickolt Pepepaumnm, pasmelaetca Ha 61aHKax LOKYMEHTOB B COOTBETCTBUM C
NyHKTOM 2.9 MpMMepHOM MHCTPYKLIUN N Ha OCHOBAHUN HOPMATUBHbIX aKTOB OpraHmM3aLmu.

MN306paxkeHne ambaembl NoOMeLLaeTcs Ha BepxHem none 61aHKa AOKYMeHTa Ha pacctoaHuu 10
MM OT BEpXHero Kpas /AMCTa, 3axBaTblBad 4acTb pabouyeit 30HbI AOKYMEHTa, LEHTPOBAaHHO Hag
PEKBMU3UTaMM OpraHn3aLmm.

2.28. ToBapHblit 3HaK (3HaK o06CAYKMBaHWA), 3apPerncTPMpPoBaHHbLIM B  YCTaHOBAEHHOM
3aKoHoZaTeNbCcTBOM Poccuiickolt depepaunm nopagKe, BOCNPOM3BOOUTCA Ha HaHKax opraHM3auun B
COOTBETCTBUM C NyHKTOM 2.9 [pUMEpHOM WHCTPYKLMM M HA OCHOBAHMM HOPMATUBHbLIX AKTOB
OpraHu3aumu.

M306pa>KeHme TOBAPHOro 3HakKa (3HaKa O6C}'Iy)‘KMBaHMFI) nomeuwlaeTcA Ha BepXHemM noJsie
AOKYMeHTa Ha pPacCToAHUMN 10 mm ot BepXHero Kpaa AnCta, 3axBaTbiBaA 4acCTb pa60qe1‘/’1 30HbI
AOKYMeHTa, Ha[ pPeKBU3UTaMWU OpraHMsauun UAnM cnesa Ha ypoBHeE HaMMEHOBaAHMA OpraHun3auuu,
3aXBaTblBaA YaCTb /1IeBOro nonaAa.

2.29. Kog ¢dopmbl LOKYMEHTa MPOCTaBAAETCA Ha YHUPUUMPOBAHHbLIX GOpPMax [OKYMEHTOB B
cooTBeTcTBUM € OB6LLEPOCCUNCKMM KNacCUbUKATOPOM ynpaBieHYeckon aokymeHTaummn (OKYA) wnum
NIOKaNbHbIM KnaccdUKaTOpPOM, pacrnonaraeTca B NpaBOM BepxHem yray pabodero nonsa [OKyMeHTa,
coctouT ns cnos "®opma no (HaMmeHoBaHMe KnaccudumkaTopa)' u umdpoBoro Koaa.
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2.30. HaumeHoBaHWe oOpraHM3auMm Ha 61aHKe [OKYMeHTa [OJIKHO COOTBETCTBOBaTb
HaMMEHOBaHMIO OPUANYECKOro /ML@A B ycTaBe opraHusaumm. Ha 61aHKax AOKYMEHTOB YyKa3blBaeTcs
nonHoe oduuUManbHOEe HaUMEHOBaHWE PUANYECKOrO JUL@ C YKasaHMeM ero OpraHM3aLuOHHO-
npasoBoi GpopMmMbl, HaJ HaMMEHOBAHMEM OPraHM3alLMM YKas3blBaeTC HaMMeHOBaHWe BblllecToALlel
opraHusaumm (npuM ee HaAuumMu), nNoa HaMMEHOBAHWEM OpraHuMsaLMM B CKOBKax YyKasblBaeTcs
COKpalLeHHOe HanMeHOBaHWE OpraHU3aL MM, eC/IM OHO NPeAyCMOTPEHO YCTAaBOM.

2.31. HaumeHoBaHMe CTPYKTypHOro noapasgeneHns (B Tom uucne oéwuavana, oTAeNeHus,
npeAcTaBUTENbCTBA, KOJINErMasbHOMO, COBELLATE/IbHOTO MAWM MHOFO OpraHa) ykasbiBaeTca B BaHKax
nmMcem UM 61aHKaX  KOHKPETHbIX  BMAOB  [OKYMEHTOB, M3[aBAaeMblX  COOTBETCTBYHOLLMMMU
noapasgeneHusMn B COOTBETCTBMW C JIOKaZibHbIMM HOPMATUBHbIMM aKTamu opraHusauuun. Hapg,
HanMeHOBaHWEeM CTPYKTYPHOro noapasfgeneHusa YKasblBaeTcA HauMeHOBaHWe OpraHusauuu, 4Ybum
dvnnanom, otaeneHnem, nNpeacTaBUTENbCTBOM, KOIErManbHbIM WAW  COBELWATe/NIbHbIM OpPraHom
JaHHOe noapasaeneHue AsnaeTcs.

2.32. HaumeHoBaHMe AO0NXKHOCTU AMUQA MUCNONIb3yeTCcA B 6naHKax nucem AOO/TKHOCTHbIX iy, “n
pacnonaraeTca nog HaumeHoBaHUEM OPraHnU3auUnn.

2.33. CnpaBoy4Hble AaHHble 06 oOpraHW3auMM YyKasbiBaloTcA B O/aHKAaxX MUCEM W BK/IHOYAIOT:
MoYTOBbLIM agpec opraHusauuu (LOMOJHUTENbHO MOMKET YKa3blBaTbCA aApec MecTa HaxoXAeHus
IOPUAMYECKOTO INLA, €C/IM OH He COBMaAaeT C NOYTOBbIM afpecom); Homep TenedoHa, Ppakca, agpec
3/IEKTPOHHOM MOYTbl, CETeBOM aZpec, a TaKXe Kog opraHusaumm no Obuiepoccuimckomy
KnaccuduraTopy npeanpuatmii u opraHnsaumii (OKMO), oCHOBHOW rocyAapCTBEHHbIN PerncTpaLMOoHHbIM
Homep opraHusauun (OTMPH) M MAeHTUPUKALMOHHBLIM HOMep HanoronnatenblimMka/Kom, MPUYMHBI
NOCTaHOBKW Ha Hanorosbli yyeT (MHH/KMNN).

2.34. HavmeHoBaHMe BWAA AOKYMEHTA YKa3blBAeTCA Ha BCeX AOKYMEHTaxX, 3a WUCK/AOYEeHWeM
AenoBbix (cny»kebHblX) nucem, pacnosiaraetca nog HaMMeHOBaHMEM OpraHusaumm (CTPYKTYpPHOro
noapasgeneHuns, LOKHOCTH).

2.35. [lJaTa AOKYMeHTa O0/KHa COOTBETCTBOBATb AaTe MOAMUCAHUA (YTBEPMKAEHWUA) AOKYMEHTa
nnm (B NpoToKonax) gate cobbiTvA, 3aPUKCMPOBAHHOTO B AOKYMEHTE.

[aTa foKymeHTa 3anucbiBaeTca B Noc/ie[0BaTe/IbHOCTU: AeHb MecALa, Mecal, rof OAHUM U3 ABYX
crnocobos:

apabcknumm umdpamu, pasgeneHHolMmm Toukol: 05.06.2018;
cnoBecHo-uudpoBbim cnocobom: 5 nroHsa 2018 r.

Ha aokymeHTax, opopmnsaembix Ha 6naHKe, AaTa AOKYMEHTa MPOCTaBAAETCA MO, PEKBUM3UTaMM
"HaumeHoBaHWe BMAA AOKYMeHTa" (B 6naHKax KOHKPETHbIX BMAOB OOKYMEHTOB) M 'CnpaBouyHble
AaHHble 06 opraHusaunn” (B 6aaHKax nucem).

[aTo AOKYyMeHTa, U34aHHOIO COBMECTHO ABYyMA WA 6onee opraHusaumMamu (O0MKHOCTHbIMU
ivuamu), ABnaeTca AaTa NoANMcaHUA AOKYMeHTa nocsieaHei CTOPOHOM.

2.36. PeructpauMoOHHbIN HOMep [OOKymMeHTa - uubpoBoit wan  BykBeHHO-UMPPOBOI
NOEHTUOMKATOP LOKYMEHTA, COCTOAWMA M3 MNOPAAKOBOrO HOMEpa AOKYMEHTa, KOTOpblA, no
YCMOTPEHMIO OPraHN3aLMmM, MOXKET AONOHATLCA LMOPOBbIMU UAN BYKBEHHBIMU KOAAMM (MHAEKCAMM) B
COOTBETCTBUM C UCMO/Ib3yEMbIMM KNacCUpUKaTOpamu.

Ha [AOKymeHTe, COCTaB/eHHOM COBMECTHO ABymMsA W 6osiee opraHM3auMsaMK, MPOCTaBAAIOTCA
perncTpaunoHHble HOMepa AOKYMEHTA, MPUCBOEHHbIE KaXKgoW M3 OopraHusaumit. PerMcrpauMoHHble
HOMepa NPOCTaBAAOTCA B MOPAAKE YKasaHUA HaMMEHOBaHW OpraHuW3auMii B 3aro/I0BOYHOM YacTy
(npeambyne) AOKYMEHTA M OTAENAKOTCA APYT OT APYra KOCOWN YepToil.



2.37. Ccbl/IKa Ha perncTpaumoHHbIi HOMepP M AaTy NOCTYyNUMBLUEro AOKYMEHTa, cocToAwas U3
perncTpaunMoHHOro Homepa 1 AaTtbl BXOAALLErO AOKYMEHTA, Ha KOTOPbIM AaeTcs OTBET, NPOCTaBAAETCA B
Buae otmeTkM "Ha N ... oT ..." B 61aHKe nnucbma.

B TeKCT nncbma-oTeeTa cBeaeHuA o pernctrpaunoHHOM Homepe U gate nocrtynmeLlero NnNCbma He
BK/1IOYAOTCA.

2.38. MecTo cocTaBneHua (M34aHMA) AOKYMEHTa YKa3blBaeTCs BO BCEX JIOKYMEHTax, Kpome
OeNnoBbIX (cny*KebHbIX) nMcem, BHYTPEHHUX WMHOOPMALMOHHO-CMPABOYHbIX AOKYMEHTOB, a TaKKe B
C/ly4yae, ec/in MeCcTo HaxoXAEeHMA opraHMsauMm BXOAMT B ee HaumeHoBaHue, Hanpumep: MOCKOBCKUi
ropoACKOM YHUBEPCUTET YNpaBAEHUS.

MecTo cocTaBneHus (M34aHWA) [OKYMEHTA YKasblBAaeTCA B COOTBETCTBUMM C  MPUHATbIM
AAMUHUCTPATUBHO-TEPPUTOPUANIBHBIM  AeneHnem, Hanpumep: c. bnaroseuweHckoe BenbcKoro p-Ha
ApxaHrenbckoi 061.

2.39. Mpnd orpaHMUeHna AOCTyNa K AOKYMEHTY MPOCTaB/IAETCA B NPAaBOM BEPXHEM YI/y NepBoro
NINCTa OOKYMeHTa (NpoekTa AOKYMEHTa, COMPOBOAMTE/NIbHOMO MNMUCbMa K AOKYMEHTY) OT rpaHuubl
BEPXHEro nons Mnpu Haauunuum B AOKYMeHTe WHdopmauuu, AOCTYyN K KOTOPOM OrpaHu4mMBaeTca B
COOTBETCTBMM C 3aKoHOA4aTeNbCTBOM Poccuinckon ®egepaumn.

Buabl Mcnonb3yembix B OpraHuMsaumun rpudoB orpaHUYeHus AocCTyna AOJIKHbl COOTBETCTBOBATb
33aKOHOAATENIbHbIM M MHbIM HOPMATUBHbBIM MPaBOBbIM akTam Poccuninickon Peaepaunn U JoNKHbI ObITb
3aKpensieHbl B /IOKa/IbHbIX HOPMATUBHbIX aKTax. [pud orpaHMYeHUs AOCTYyNa K AOKYMEHTY (nomeTka
"Ona cnykebHoro nonb3oBaHMAa" <6>, rpud "KommepuecKkas TaiHa" <7>) MOXKeT AONONHATLCA HOMEPOM
3K3eMNAsApa AOKYMEHTa M APYrMMWU CBELEHMAMM B COOTBETCTBUM C 3aKOHOLATENbCTBOM Poccuickom
depepaunn.

<6> MyHKT 1.4 NonoxeHusa o nopsgKe obpalleHma co cnyebHol HbopmaLmMen orpaHNYeHHOro
pacnpocTpaHeHus B denepanbHbIX OpraHax MCNOAHUTENIbHOM BAACTM, YNOJIHOMOYEHHOM oOpraHe
ynpaBAeHUa MWCMNO/b30BaHMEM aATOMHOM 3HEprMm W YMNOJIHOMOYEHHOM OpraHe Mo KOCMUYECKoWM
OeATeNbHOCTU, YTBEPXKAEHHOrO nocTtaHoBAeHWem MpaBuTenbcTBa Poccuiickon ®epepaumm ot 3 HoabpA
1994 r. N 1233 (CobpaHue 3akoHogaTenbcTBa Poccuinckoit degepaumm, 2005, N 30, cT. 3165; 2012, N
31, cT.4368; 2016, N 9, cT. 1263; 2016, N 13, cT. 1833).

<7> Yactb 4 ctatbmn 6 PepepanbHOro 3akoHa ot 29 uiona 2004 r. N 98-d3 "O kKommepyecKkoi
TanHe" (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepaumm, 2004, N 32, ct. 3283; 2006, N 6, cT. 636;
N 52, cT. 5497; 2007, N 31, cT. 4011; 2011, N 29, cT1. 4291; 2014, N 11, c1. 1100).

B [OKYMeHTax OpraHu3auMu, COLAEpPrKALMX CBEAEHWA, COCTaBAAIOWME KOMMEPUYECKYIO TailHy, B
cooTBeTCTBUM ¢ PegepanbHbim 3akoHOM oT 29 nions 2004 r. N 98-d3 "O Kommepueckol TaliHe" Hapagy
c rpudoM yKasbIBAOTCA MONHOE OdUUMANbHOE HaUMeHOBaHWE PUAMYECKOro nla, MecTo ero
HaxoxKaeHus. Hanpumep:

Kommepueckas TaliHa

®BY "HaumeHoBaHuMe opraHmsaumm"
MecTo HaxoXKaeHuA

2.40. AgpecaTt - pPEeKBU3UT, UCMOSb3YeMbl Npu opopmMaeHUN AenoBbiX (CAy*KebHbIX) nucem,
BHYTPEHHMX MHGOPMALMOHHO-CNPABOYHbIX JOKYMEHTOB.

ApgpecaTom AOKYMeEHTa MOXKeT 6biTb OpraHM3aums, CTPYKTYpHOe noapasgeneHue opraHusauumu,
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AO/NKHOCTHOE NN ¢M3VILIECKOE anuo.

Peksuant "agpecat" odopmnaetca Ha HGnaHKe C YrOBbIM PACNONOXKEHMEM PEKBU3UTOB - B
BEPXHEN NpaBol YacTn AOKYMEHTa, Ha BiaHKe ¢ NPOAOAbHBIM PACNONOXKEHNEM PEKBUM3UTOB - CNpaBa
nog pekemsntamm 6naHKa. CTpOKM peKkBu3uTa "agpecat" BbIPpaBHMBAKOTCA MO JIEBOMY Kpato wau
LLeHTPYOTCA OTHOCUTENIbHO CaMOM AJIMHHOM CTPOKMU.

Mpyn aapecoBaHWW [OKYMEHTA PYKOBOAMTENIO (3aMecTUTeNto PYKOBOAMTENs) OpraHu3auumu
YyKa3blBalOTCA B AaTeNbHOM MaZeXe HaMMeHOBaHMe [O/IKHOCTM pyKoBoamuTena (3amectutens
PYKOBOAMTENA), BK/IOYAOWEE HAMMEHOBaHME OpraHusaumun, Gamuauio, MHULMAAbI AOJKHOCTHOIO
Avua. Hanpumep:

leHepanbHOMY AMpPEKTOPY
®BY "HanmeHoBaHue
opraHusauumn”

®amunma U.0.

Mpn appecoBaHUM MUCbMa B OpPraHM3auMIi0 YKa3blBaeTCA ee MNOoJIHOe WM COKpaleHHoe
HanmeHoBaHWe B UMEHUTENIbHOM Nagexe.

Mpu agpecoBaHWM [OKYMEHTA B CTPYKTYpHOe MoAapasgefeHuMe OpraHusauum B pPeKBUsUTe
"agpecat" yKasbiBalOTCA B MMEHMTE/NbHOM Mage)Ke HauMeHOBaHMe OpraHusauuun, Huke -
HauMeHOBaHUWe CTPYKTypHOro nogpasgeneHusa. Hanpumep:

®BY "HanmeHoBaHue
opraHusauuun"
duHaHcoBOe ynpasBneHne

Mpu agpecoBaHMM MMCbMa PYKOBOAMUTENO CTPYKTYPHOrO NOAPasAeneHus YKasbiBaloTcA B
UMEHUTENbHOM MajeXXe HauMeHOBaHWE OpraHu3auun, HUXKe - B AaTe/IbHOM MNagerKe HaMMeHoBaHue
OONKHOCTM PYKOBOAUTENA, BKAIOYAIOLLEE HAaMMeHOBaHWE CTPYKTYPHOro noapasgeneHuns, bamuauio,
MHUUManbl. Hanpumep:

®BY "HanmeHoBaHue
opraHusauuun"
PykoBoauTeNto A0roBOpHO-
npaBoBOro oTaena
damnnma U.0.

Mepes damunneinr [OMKHOCTHOrO AMUA  AOMyCKaeTcA ynoTpebnATb CoKpalieHne "r-Hy
(rocnoamny), ecnu agpecaT MyXKumHa, Unan "r-»ke" (rocnoske), ecnun agpecar KeHluHa, Hanpumep:

r-ny ®ammnua U.0.
r-xe ®amunna U.0.

MMpu paccblike AOKYMEHTa rpynne opraHu3aumii 04HOro TMNa UAK B CTPYKTYPHble NoapasaeneHus
04HOW OpraHun3aumu, agpecaT yKasblisaeTcs 0606ueHHo. Hanpumep:

Pykosoautenam ¢unvanos
®BY "HanmeHoBaHue



opraHusauumn”

PykoBoguTenam ynpasaeHui
n otgenos PBY "HammeHoBaHue
opraHmusauumn"

Mpwn paccblike OOKYMEHTa He BCEM OPraHU3aUMAM WKW CTPYKTYPHbIM MNOApPa3aefeHuMAM nog
peksusntom "Agpecat" B cKObKax yKasbiBaeTca: "'(no cnucky)". Hanpumep:

PykoBoguTenam ynpasneHuii u otaenos dbY
"HammeHoBaHMe
opraHmusauumn"

(no cnncky)

Cnu1COK paccbiNKK COCTaBAAETCA UCMOSTHUTENEM.

Ecamn nnucbmo HanpaBAseTca B OpraHM3aumio UM AOKHOCTHOMY INLY W ANA CBeAeHUn ele pagy
OopraHM3auni UAn AONXKHOCTHbIX UL, ObLLLee KONMYECTBO aApPeCcaToOB He A0JIXKHO ObiTb 6osee YeTbipex,
npM 3TOM OCHOBHOM agpecaT YyKasbiBaeTca nepsbiMm, cnoso "Konua" nepen BTOPbIM, TPETbUM,
YyeTBEPTbIM agpecaTamu He neyartaercs.

B coctaB pekBu3uTa "AgpecaT" MOXKeT BXOAWTb MOYTOBbLIM aapec. INeMeHTbl NOYTOBOro aapeca
YKa3bIBaloOTCA B NOCAe40BaTENbHOCTH, YCTaHOB/EHHOM MpaBMaaMu oKasaHWA yCayr NOYTOBOM CBA3M <8>:

<8> MyHKT 22 MpaBna 0Ka3aHWA yCayr NOYTOBOM CBA3W, YTBEPKAEHHbIX NPUKazom MuHUCTepcTBa
CBA3M W MacCCOBbIX KOMMYHWKauui Poccuiickon @Pegepaumm ot 31 uwona 2014 r. N 234
(3apernctpupoBaH B MuHUCTepcTBe tocTuumMn  Poccuiickoli depepaumm 26 aekabpsa 2014 r,
peructpaumnoHHbii N 35442), ¢ M3MEHEHUSAMW, BHECEHHbIMW MNpPUKazom MUHUCTepCTBA CBA3U U
MacCoBbIX KOMMyHMKaumin Poccuinckoir ®Pepepaummn ot 13 ¢espana 2018 r. N 61 "O BHeceHuu
M3MeHeHMN B NPUKa3 MUHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHMKaumn Poccuitckot ®epepaumm ot 31
niona 2014 r. N 234 "06 yTBep:kaeHUM MpaBun oKasaHUA yCayr NOYTOBOW CBA3KU" (3aperncTpMpoBaH B
MuHUcTepcTBe tocTuumm Poccuniickont Peagepaumm 28 mapta 2018 r., pernctpaumoHHbin N 50545).

a) ANA PUAMYECKOro Mua - MOJHOE WM COKpaleHHOe HaMMeHoBaHue (Npu Hanuuuu), gnna
rpaxkgaHuHa - baMmuauns, UMs, 0TYeCTBO (NocaeaHee Npu HanMumm);

6) 6aHKOBCKME PEKBU3UTBI (419 NOYTOBbIX NEPEBOAOB, HANPABAAEMbIX IOPUANYECKOMY AULY MK
NPUYHMMaEMbIX OT OPUANYECKOTO MLA);

B) Ha3BaHMeE yAuULLbl, HOMEp AO0Ma, HOMEpP KBAapTUpbI;

r) Ha3BaHWe Hace/IeHHOTO MYHKTa;

A1) Ha3BaHWe panoHa;

e) Ha3BaHue pecnybanKu, Kpas, ob6n1acTv, aBTOHOMHOrO oKpyra (obnacTtu);
) Ha3BaHMe cTpaHbl (417 MeXAyHaPOAHbIX MOUYTOBbIX OTNPABAEHWUIA);

3) MOYTOBbIN MHAEKC.

MoyToBbIN agpec He YKa3biBae€TCA B OOKYMEHTaX, HanpasB/aA€MblX B BbiCLUME OpPraHbl BAACTH,
BbllecToAl e opraHnsaunmn, noaseaoMcCcTBeHHble OpraHn3aunMmM U NOCTOAHHbIM KOppecCcnoHAeHTam (3a
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UCKNKOYeHnem HanpasaeHnAa nmcem ykasaHHbIM agpecaTtaM B KOHBeEPTaxX C MPOo3payYHbiMn OKHaMVI).

Mpu oTNpaBKe NMCbMa MO 3/IEKTPOHHOM NoYTe UAK GaKCUMUIBbHOM CBA3K (6e3 A0CbIIKK Mo noyTte)
MOYTOBbIN agpec He yKasbiBaeTcA. [pyu HeobxoAMMOCTM MOXKET ObiTb YKa3aH 3NEKTPOHHbIA agpec
(Homep TenedoHa/dpakca). Hanpumep:

®BY "HanmeHoBaHMe
opraHmusauumn"

INeKTPOHHbIN agpec

2.41. Tpud yTBEpPKAEHMA LOKYMEHTA MPOCTABAAETCA Ha AOKYMEHTax B MPaBOM BEPXHEM YI/y
nepBoro AncTa AOKymeHTa. CTPOKM PEeKBU3MTa BbIPaBHMBAKOTCA NO JIEBOMY KPal WAU LEHTPYHOTCS
OTHOCWUTENIbHO CaMOM AJIMHHOW CTPOKM.

Mpyn yTBEpPXAEHUN AOKYMEHTa COBCTBEHHOPYYHOM MOAMUCLIO AO/MKHOCTHOrO Auua rpud
yTBepXAeHUAa cocTout us cnosa "YTBEPMAAKD", HaMmeHOBaHMA OO0MKHOCTM NULA, YTBEP)KAAMOLLEro
AOKYMEHT, ero noanuncu, uHMuManos, damuanm u aatol yTeep:KaeHua. Hanpumep:

YTBEP}JAIO

Oupektop ®BY "HanmeHoBaHue
opraHumsauun”

Moanucb n.0. damumnnsa
[ara

Mpy yTBEPKAEHUN AOKYMEHTA PacnopaauTebHbIM AOKYMEHTOM rpud yTBEPIKAEHUA COCTOUT U3
cnosa "YTBEPXAEH" ("YTBEPAEHA", "YTBEPAEHbI" wnan "YTBEPAEHQ"), cornacoBaHHOro c
HaMMeHOBaHMEM BUAA YTBEPXKAAEMOro AOKYMEHTa, Ha3BaHUA BUAA PacnopaanTe/IbHOro AOKYMEHTa B
TBOPUTENLHOM Mafexe, ero Aatbl, Homepa. Hanpumep:

(PernameHT) YTBEPXKAEH
npukasom ®BY "HaumeHoBaHue
opraHusauun”
oT 5 oKkTA6pA 2017 r. N 82

(Mpaswuna) YTBEPXAEHbI
npukasom PBY "HaumeHoBaHUe
opraHusauuun"
oT 5 oKTA6psa 2017 r. N 83

Mpy yTBEPKAEHUN AOKYMEHTA KOMNErManbHbIM, COBELLATENbHBIM UM MHbIM OPraHOM, pelleHus
KOToporo GpUKCMpPYyHOTCA B NPOTOKO/IE, B rpude yTBEPKAEHMA YKa3blBaeTcA, HAMMeHOBaHMe opraHa, AaTta
M HoMep NpoToKona (B ckobkax). Hanpumep:

(MonorkeHue) YTBEPXAEHO
Hay4yHO-TeXHUYeCKMM COBETOM
OBY "MHHoBauna"
(npotokon o1 12.09.2017 N 12)

2.42. 3aro/fI0BOK K TEKCTY - KpaTKoe CoAep)KaHne AOKymeHTa. ECAn 3arofioBOK K TEKCTY oTBevaeT



Ha Bonpoc "o yem?", oH HauuHaetca c npeasora "O" ("O6"). Ecan 3aronoBOK K TEKCTy OTBeYaeT Ha
Bonpoc "yero?", oH cocTaBnAeT OA4HO Le/oe C Ha3BaHMeM BMAA AOKYMeHTa. Hanpumep:

npuKas (o Yem?) o co34aHUN aTTeCTaLLMOHHOW KOMUCCUMU

nucbMo (0 Yem?) o npegocTaBneHnn MHbopmaumm

aKT (4ero?) npuema-nepesayn gen

NPOTOKOA (4ero?) 3acegaHuns sKCNEePTHOM KOMUCCUM

3aronoBOK K TEKCTY 0POPMAAETCA NoL PEKBU3UTaMM BNaHKa CleBa, OT rPaHuLLbl 1I€BOTO MOASA.

2.43. TeKCT AOKYMEHTA COCTaB/IAETCA Ha rocyAapcTBEHHOM A3blke Poccuitckoint degepauym mam
rocyapcTBeHHOM A3blke (A3blkax) pecnybauK B coctaBe Poccuitickon deaepaumm B COOTBETCTBUM C
3aKOHOZaTe/IbCTBOM pecnyb/iMK B cocTaBe Poccuinckon ®egepaumm <9>.

<9> 3akoH Poccuiickoint depepauum ot 25 oktabpa 1991 r. N 1807-1 "O s3blkax Hapoaos
Poccuitckolt depepauymmn” (Begomoctm cbesaa HapoaHbIx AenyTatoB u BepxosHoro CoseTa Poccuiickon
depepaunn ot 12 gekabpsa 1991 r., N 50, cr. 1740; CobpaHue 3akoHomaTenbcTtBa Poccuinckolt
depepaunn, 1998, N 31, ct. 3804; 2002, N 50, cT. 4926; 2013, N 27, c1. 3477; 2014, N 11, cT. 1094).

TeKCT JOKYMEHTa A0/KeH BbITb COCTaBNEH rPaMOTHO, AICHO, MOHATHO M MO BO3MOXHOCTM KPaTKo.
TeKCT AOKYMEHTa A0/IKEeH COAep’KaTb AOCTOBEPHYIO M aKTyanbHyto MHOOPMALMIO, AOCTAaTOYHYO AN
NPUHATUA PELLEHUI UAN UX UCNOSTHEHUA, HE A0/IXKEH A0MYCKaTb Pa3/IMYHbIX TOJIKOBAHUN.

B TekcTe AOKYMEeHTa, NoArotoB/1eHHOM Ha OCHOBAaHUKU 3aKOHOAATe/IbHbIX TN UHbIX HOPMATUBHbIX
NPaBOBbIX aKTOB, paHee N34aHHbIX pacnopAANTENbHbBIX AOKYMEHTOB, YKa3bIiBalOTCA UX PEKBU3UTDI:

HaMMeHOBaHMe [OKYMeHTa, HaumeHOBaHWe opraHa BfAacTu (opraHusauuu), usgaswero(eit)
OOKYMEHT, AaTa lOKYMEHTa, PErMCTPaUMOHHbIN HOMEP AOKYMEHTA, 3aro/10BOK K TEKCTY;

HaMMeHOBaHMEe OpraHu3aLuMuM WA  OOMKHOCTHOTO /MUA, YTBEPAMBLUEro [OKYMEHT, JaTta
YTBEPXKAEHNA AOKYMEHTA.

TeKCT AOKYMEHTa MOMKET cofep)KaTb pasaesibl, NoApasaesbl, NyHKTbl, NOAMNYHKTbI, HYMepyemble
apabckmmm umdpamu. YposHeit pybpurKaLmm TeKCTa He A0/MKHO ObiTb Bosiee YeTblpex.

TeKcT [OKYMEeHTa usnaraerca:
B NPMKasax, U34aHHbIX eAMHOINYHO, - OT NEePBOro NLUa eaMHCTBEHHOoro Yucna ("... npmMkasbiBaiw");

B MPWKasax, M3AaHHbIX COBMECTHO ABYMA WM bonee opraHMsauuamM, - OT MepBOro auvua
MHOecTBeHHoro uncna ("... npukasbiBaem");

B MPOTOKO/IaX 3acefaHuit - OT TPeTbero /uua MHoXecTBeHHoro uucna ("CAYWANN",
"BbICTYNUAN", "NOCTAHOBUN" nnu "PELLNNN");

B [AeNoBblX nNucbMaxX, OQGOPMIEHHbIX Ha 6aaHKax opraHusauuu, - OT MepBOoro Juvua
MHOKECTBEHHOro Yncna (Mpocum, Hanpaeasem, npegnaraem) uam oT TPeTbero vua eauHCTBEHHOro
uncna ("npegnpusatue He Bospakaer...", "MHCTUTYT cCUMTAET BO3MOXKHbIM...");

B [AE/0BbIX MUCbMAX, OQPOPMIEHHbIX Ha [OMKHOCTHbIX 61aHKax, - OT nepBoro Jauua

eauMHcTBeHHoro ymcna ("npouwy ...", "npeanarato ...");
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B AOOKNAAHbIX U Cﬂy)'Ke6HbIX 3aMnUCKax, 3aABNEHUNAX - OT NepBoro anda egunHCTBEHHOIoO 4ucna

("npouwy ...", "cumTato HeobxoguMmbIm ...");

B [JOKYMEHTax, YycCTaHaBAMBawWNX ¢GyHKUMKM (06si3aHHOCTM), nNpaBa M OTBETCTBEHHOCTb
CTPYKTYPHbIX NoapasgeneHunii, paboTHUKOB (NONOKEHNE, MHCTPYKLMSA), @ TaKKe cogeprKalux onmcaHmne
CUTyaumin, aHanus ¢akToB M BbIBOAbI (aKT, cnpaBKa), ucnosb3yetcs Gpopma M3NOXKEHUA TeKcTa oT
TpeTbero NnNLAa eAUHCTBEHHOIO WM MHOMKecCTBeHHoro uucna ("otaen ocyuwectsafetr ¢GyHKUMK...",
""Komuccua npoBena npoBepky...").

an noaroToBgke TEKCTAa AOOKYMEHTa chegyer COGI]IO,CI,aTb npasuaa HanmcaHuA Od)MLLlfiaJ'IbeIX
HaMMEHOBaHMﬁ, YNCNNTENDbHDbLIX U €EONHUL, USMEPEHNA.

B TeKcTax [AOKYMEHTOB ynoTpebnsaloTcA obuenpuHATble abbpesBuaTtypbl U rpaduyeckue
COKpaLleHus.

Mpy yKasaHMM B TeKcTe paMuavm anua MHUMUMaAbI CTaBATCcA nocsie pamuavn. B aenosbix
(cny»ebHbIx) NMcbMax UCNONb3yHOTCA:

BCTYNUTEIbHOE obpalleHue:

YBaxaembli rocnoguH Mpepceaatens!
YBaxaemblii rocnogmH MuHuctp!
YBarkaemblt rocnogmH MeaHos!
YBaxaemas rocnoxa NeTtposa!
YBaxaembii MBaH MNetposuny!
YBaxkaemas AHHa HukonaesHal!
YBaxaemble rocnoaa!

3aK/10YnNTENbHAA 3TUKETHaA ¢pasa: "C yBarkeHuem, ...".

HavnmeHoBaHMe [0MKHOCTM B ODOpaLLEeHUM MNULETCA C NPONUCHOM OyKBbl, B 0OpalieHuu no
daMUANKM MHMLMANDBI ML HE YKa3blBaAOTCA.

2.44. OTMeTKa O NPUIOKEHUN COLEPKUT CBEAEHMSA O AOKYMEHTE (4OKYMEHTax), Nnpuiaraemom K
CONPOBOAUTENBHOMY MUCbMY, MHOMY WHGOPMALWNOHHO-CNPABOYHOMY AOKYMEHTY, WAW O TOM, 4TO
OOKYMEHT IBAAETCA NPUNONKEHMEM K OCHOBHOMY AOKYMEHTY (HOPMATUBHOMY, PacnopaanTelbHOMY AN
NHOMY).

B conpoBoguTeNbHbIX MUCbMAX U OpYyrnx MHd)OpMaLI,MOHHO-CI'lpaBO‘-IHbIX AOKYMEHTaX OTMETKa O
npunoXeHnn Od)OpMﬂﬂeTCFI noAa TEKCTOM OT rpaHuMLLbl 1€BOTo NoaAa caeayroumm o6pa30M:

ecnm npunnoxeHme HasBaHO B TEKCTE:

Mpunorkenune: Ha 2 n.B 1 3K3.

ecnm npunnoxeHme He Ha3BaHO B TEKCTE NN eC/in I'IpMﬂO)-KEHMﬁ HECKOJ/IbKO:

Mpunorkenune: 1. 1. NonoxeHune 06 YnpaBneHNU perMoHanbHOro KpeamtToBaHma Ha 5 1. B 1 aK3.
2. CnpaBKa 0 KaApOBOM COCTaBe YNpaBaeHUA PermoHanbHOro KpeauToBaHmA
Ha 2 n.8 13Ks.

ecnun NpunoxKeHue (NpuaoxeHua) cépotutoposaHo(bl):



MpunnoxkeHune: B 2 3K3.

MpunnoxxeHue: otyeT 0 HUP B 2 9K3.

€C/IN  AOKYMEHT, ABAAIOWMACA MPUIOKEHMEM, UMEET MNPUNOXKEHUA C CaMOCTOATENbHOM
HyMepaLmeln CTpaHNL;:

MpunnoxxeHue: [l0roBOpP BO3ME3AHOro oKasaHua ycayr ot 05.09.2017 N 32-17/72 m
NPUNOXKEHUA K HEMY, BCEro Ha 7 N.

€C/IM MUCbMO HamnpaBnAeTcA HECKOJZIbKUM aapecaTtam, a JOKYMEHT-NPUNOXKEHNE TOZIbKO NepBomy
aapecary:

MpunoxkeHue: Ha 3 /1. B 1 3K3. TONbKO B NEPBbLIN agpec.

ecnm  npunoxeHnem ABNAKTCA [OOKYMEHTbl, 3alNMCaHHblE Ha ¢M3M‘-IeCKVI 060c061eHHbIN
3I'IEKTpOHHbIl7I HOCUTENb:

MpnnokeHune: DVD-R B 1 3Ks.

Mpn >3TOM Ha BKhagplwe (KOHBepTE), B KOTOprﬁ nomeuwaeTca HOCUTENb, YKa3blBakoTCA
HanmeHOoBaHNA OOKYMEHTOB, 3alMMCaHHbIX Ha HOCUTE/Ib, UMEHAa d)aﬁnos, obbem B baliTax.

B pacnopaauMTenbHbix AOKYMeHTax (MpuKasax, pacnopsKeHusax), [AOroBopax, MNONOMKEHUAX,
npaBuaax, MHCTPYKLUMAX U OPYIUX OOKYMEHTaX OTMETKAa O MPUaoXKeHUMM odopmAaseTcAa creayrolum
obpasom:

B TEKCTe AOKYMEHTa Mpu NepBom YyNOMUHAHUN OOKYMEHTa-MPUIONKEHUA B CKOBKax yKasblBaeTcs:
... (npunoxkeHue) nnu ... (Nnpunoxkenue 1), (npunoskeHue N 1);

Ha NepBOM /IUCTE LOKYMEHTA-NPUIOKEHUA B MPABOM BEPXHEM Yy YKa3blBAETCA:

MpunoxeHune N 2

K npukasy ®BY "HanmeHoBaHue
opraHumsauun”

o1 15.08.2017 N 112

Ecnv npunoskeHnem K pacnopaamuTeNbHOMY LOKYMEHTY SIBNSIETCA /IOKA/IbHbIA HOPMATUBHBIN aKT
WU MHOW LOKYMEHT, YTBEPXKAAEMbI AaHHbIM PacnopAauTeNbHbIM LOKYMEHTOM, Ha MepBOM JUCTE
NPUNOXKEHWNA NPOCTAB/AETCA OTMETKA O MPUIOKEHUM (6€3 CCbIIKM Ha PacnopaaUTENbHbIN SOKYMEHT) U
roud yTBEpP)KAEHWA, B KOTOPOM YKasblBAIOTCA AaHHble pPacnopAauTeNbHOTO AOKYMEHTA, KOTOPbIM
YyTBEPKAEH LOKYMEHT-NpuaoxkeHue. Hanpumep:

MpunoxkeHne N 1

YTBEPAEHO

npukasom ®BY "HanmeHoBaHKe
opraHusauumn"

o1 18.09.2017 N 67



2.45. Tpnd cornacoBaHUA MPOCTABAAETCA Ha AOKYMEHTe B C/ly4yae ero BHELIHEero CorjacoBaHusA
(cornacoBaHue c opraHamu B/1aCTU, UHbIMW OpPraHU3aLUUAMMU, AONKHOCTHLIMU NLAMM).

lpud cornacoBaHmA B 3aBUCMMOCTM OT BMAA AOKYMEHTA U 0COBEHHOCTEN ero 0PpopMAEHMA MOXKET
NPOCTaBAATbCA:

Ha MepBOM JIUCTE AOKYMEHTA (€C/IM AOKYMEHT MMEET TUTY/bHbIN JINCT, - HAa TUTY/IbHOM JIUCTE) B
NIeBOM BepXHeM Yy Ha ypoBHe rpuda yTBepKAeHUA UAK Nogd HaMMeHOBaHMeM AOKYMeHTa 6auxKe K
HUXKHEMY Noto);

Ha nocneaHeM Nncte JOKYyMEHTa Noa TEKCTOM;
Ha 1nCTe cornacoBaHuA, ABnAaolemca HEeOTbeM/IEMOI YacTblo AOKYMEHTA.

lpud cornacoBaHua coctout u3 cnosa "COIMMMACOBAHQO", ponXHOCTM /5Mua, C KOTOPbIM
COrNacoBaH [AOKYMEHT (BK/Alo4Yasd HauMMeHOBaHWe opraHM3aumm), ero cobCTBEHHOPYYHOW MoAnuCH,
UHUUManos, bamMnnnmn, AaTbl cornacosaHuaA. Hanpumep:

COIrNACOBAHO
[eHepanbHbI ANPEKTOP
®BY "HammeHoBaHue
opraHusaummn”

Moanucb Mn.0. damunnua

Jata

Ecnn cornacoBaHue OCYLLECTBASETCA KONEernasbHbiM, COBELLATENbHbIM UAN MHbIM OPraHoOM, B
rpude cornacoBaHMsA YKasbiBaloTCA cBeAeHWA 06 opraHe, COracoBaBLUEM AOKYMEHT, AaTe U Homepe
NPOTOKONA, B KOTOPOM 3aPUKCUPOBAHO peLeHne 0 cornacoBaHnn. Ecam cornacosaHme ocyliecTBaseTca
NMCbMOM, YKa3blBalOTCA BUA, AOKYMEHTA, HAMMEHOBAHME OpraHn3aLnm, CornacoBasluein LOKYMEHT, AaTa
n Homep n1cbma. Hanpumenp:

COl/IACOBAHO
Hay4yHO-TEXHUYECKMM COBETOM
®BY "HaumeHoBaHMe opraHumsaumnmn” (NpoTokon

oT N )
COIrNACOBAHO

nucbmom ®BY "HanmeHoBaHue
opraHusaummn”

oT N

2.46. BHyTpeHHee cornacoBaHve gOoKyMeHTa odopmaseTcs BU3oi. Busa BbipaxkaeT MHeHWe nua,
BM3UPYIOLLLETro MPOEKT AOKYMEHTA, U BK/IOYAET: AO/IKHOCTb /IMLA, BUSUPYIOLLEro AOKYMEHT, MOANUCH,
pacwndpoBKy noanucy (MHMLmMansl, amuanio) U gaTy BUSMPOBaHUA. Hanpumep:

PyKkoBoguTenn lopnanyeckoro otaena
Moanucb nN.0 damnnmnsa

[ata



Mpwn HaNMYUK 3aMeYaHN K LOKYMEHTY BU3Yy 0QOPMAAIOT Ceayowmm obpasom:

3amevaHuna npunaratoTca.
PyKOBO,D,MTeﬂb ropnanyeckoro otaena

Moanucb N.0 dammnua

[ata

B [OOKyMeHTax, NOANMHHUKM KOTOPbIX XPAHATCA B OpraHM3auMu, BM3bl MPOCTABAAOT HaA
nocnegHem AMcTe AOKYMEHTa NoA NoAnucbio, Ha 0bopoTe nociegHero AMcTa NOAJMHHUKA AOKYMEHTa
WAW Ha INCTE COrNacoBaHMA (BU3NPOBAHMA), MPMUAAraeMom K AOKYMEHTY.

B Mcxoaawmx AOKYMEHTax BU3bl MPOCTaBAAIOTCA Ha 3K3eMMAApax AOKYMEHTOB, MOMELLAEMbIX B
aeno.

Mo yCMOTpPEHMIO OpraHU3aLMm MOXKET NPUMEHATLCA MNOAUCTHOE BU3MPOBAHUE AOKYMEHTA U €ro
NPUIOXKEHWUNA.

CornacoBaHue NPOEKTOB AOKYMEHTOB (BHELIHEe, BHYTPEHHEE) OCYLLECTBAAETCA B COOTBETCTBUM C
nyHkTamum 4.1 - 4.11 MprMepHOM UHCTPYKLUN.

2.47. MoAnucb BKAOYAET: HaMMeHOBaHWe AONXHOCTU AuLa, NOAMNUCHIBAIOWErO AOKYMEHT, ero
COBCTBEHHOPYUHYIO NMOANUCH, MHMLUMaNbI, bamuaunio. Hanpumep:

[eHepanbHbI ANpPEKTOpP MNoanuce N.0. damnnus

Echn  poKymeHT Od)OpMJ'IE’H Heé Ha 6I'IaHKe, B HaMmMeHOBaHUWE OONXKHOCTM BK/IHOYAETCA
HanMeHoBaHue opraHmsaumm. Hanpumep:

leHepanbHbIN ANPEKTOP
®BY "HaumeHoBaHue
opraHusaumnmn” Moanucb N.0. damnnus

Mpwn O(I)OpMﬂeHMVI AOKYMEHTAa Ha 6naHKe AO/IKHOCTHOIo Amua A0/IXKHOCTb 3TOro inlba B nognucu
Heé YKa3blBaeTCA.

Moanuce n.0. damnnunsa

Mpy NOAMMCAHUN OOKYMEHTA HECKOJbKMMM AO/MKHOCTHBIMU JIMLAMM, 3aHUMAIOLLMMUN PasHoe
NOJIOXKEeHUe, UX MOANUCK PacMoNaraloTcs oAHa Nog Apyroi B NocneAoBaTe/IbHOCTM, COOTBETCTBYHOLLEN
cTaTycy Ao/XKHOCTU. Hanpumep:

leHepanbHbIN gUpPeKTop Mognucob n.0. damnnus

[naBHbIN byxrantep Moanucb N.0. Pamnnus

MpM NOANUCAHUM AOKYMEHTA HECKONIbKUMW AWNLAMM  PaBHbIX AO/KHOCTEW WX MoAnucu
pacnonaratoTca Ha 0g4HOM ypoBHe. Hanpumep:



3amectutens ANPEKTOPa 3amectutens ANPEKTOpPa
no d)MHaHCOBbIM BonpocCam no agMNUHUCTPATUBHbIM BOMPOCaM

Mognucb n.0. bamnnnsa Mognuce n.0. damnnunsa

B AOKyMeHTax, NOArOTOB/EHHbIX KOMMUCCMEN, B MOAMWUCKU YKasblBAeTcA CTaTyC /MLA B COCTaBe
Komuccmun. Hanpumenp:

n.0. Pamunnuns

Mpepcepatens kKommccum MNoanuce
YneHbl Komumccmm MNoanuce n.0. damumnna
MNoanuck n.0. damumnnsa

Mpy noAnVMCaHMWM LOOKYMEHTa JIMLOM, MCNOAHAKWMM 06A3aHHOCTM PYKOBOAMUTENA, NOANUCH
obopMAAETCA C YKa3aHMeM CTaTyca A0KHOCTHOTO IML,A B COOTBETCTBUM C NMPUKA3OM (pacnopsikeHnem).
Hanpumep:

M.0. gupektopa MNognuco N.0. damunnns

nnu:

UcnonHsaowmi obAa3aHHOCTH
AVpeKTopa MNognucob N.0. damunnnsa

Mpy nognucaHMM [OOKYMEHTa /IMLUOM, MMEIWMM MpaBo NoAMMCM B C/ly4ae BPEMEHHOro
OTCYTCTBMA PYKOBOAWUTENSA, UCMPAB/AEHNA B HAaMMEHOBAaHME AO0MKHOCTM U pacwndpoBKy damuanm
NOArOTOB/NIEHHOTO WM COrNacOBAHHOMO MPOEKTa AOKYMEHTa BHOCATCA OT PYKM MAWM C UCMOJ/Ib30BaHWEM
COOTBETCTBYIOLIMX LITamMnoOB. He JonyckaetcA CTaBUTb KOCYlO 4epTy, Hagnucb "3a" nepeg
HaMMeHOBaHWEM AO0/MKHOCTU ML B NOAMMUCU, ECIN SOKYMEHT NOANMUCHIBAET MHOE A0/IKHOCTHOE NULO.

2.48. OTMeTKa 06 31eKTPOHHOM NOAMNNCU UCNOAb3YETCA AN1A BU3YaaM3aumm SNeKTPOHHOM nognucu
nosyyatesem AOKYMeHTa MpU OOMEHEe 3NEKTPOHHbIMW AOKYMEHTaMW, NOAMUCAHHbIMU YCUAEHHOM
KBa/IMULUMPOBAHHOM 3/IEKTPOHHOM NOANUCHIO.

B cooTBeTcTBUM C 3aKoHOZaTenbcTBOM Poccuiickolt depgepaumm <10> oTmeTKa 06 3/1EKTPOHHOM
noanucn GopmupyeTtca M BU3YanU3MpyeTca NporpamMmHbiMK cpeacTBamu. OTMeTKa 06 31eKTPOHHOM
nognucu BrAoyaeT ¢ppasy "[JoKymMeHT noanucaH aNeKTPOHHOW nognucbio”, Homep cepTudmKaTta Katoua
3/IeKTPOHHOW noanuck, GamMuauilo, WMA, OTYeCcTBO Bagenbua cepTuduKaTta, CpPOK AencTeua
cepTMdUKaTa KNtoYa 3/1eKTPOHHOM noanucu. Hanpumep:

<10> MpuKas MuHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHWKauMii Poccuiickoit depepaumm m
depepanbHOM cnyxbbl oxpaHbl Poccuiickoit ®Pepepauum ot 27 maa 2015 r. N 186/258 "06
yTBEPKAEHUN TpeboBaHUM K OpraHM3aUMOHHO-TEXHUYECKOMY B3aMMOZLEWCTBUIO FOCYAAPCTBEHHbIX
OpPraHoB M roCyAapCTBEHHbIX OpPraHM3aLmMii NOCPeaCcTBOM 0bMeHa AOKYMEHTaMM B SNEKTPOHHOM Buae"
(3apeructpuposaH B MuHUCTepcTBe tOCTUUMKM Poccuiickon depepaumm 22 ceHTabpa 2015 r.,
pernctpaunoHHbiii N 38956).
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OOKYMEHT NOANMUCAH
SNEKTPOHHOWM NOANUCHIO
AvnpekTop CepTudukat 1a111aaa000000000011 N.0. Pammnnusa
Bnageney ®ammnuna Uma Otyectso
DetictButenen ¢ 01.12.2012 no 01.12.2017

MoanucaHue (yTBep)KAeHWE) AOKYMEHTa OCYLLECTBASAETCA B COOTBETCTBUM C NyHKTOM 2.47
MpUMepPHON MHCTPYKLUUU.

2.49. TMeyaTb 3aBepAeT MNOAJIMHHOCTb MOAMNUCK [AO/IKHOCTHOMO /MU HA LOKYMEHTaX,
y40CToBepAoWwmMX nNpasa any, Gukcupyowmx GakTol, CBA3aHHble C PUHAHCOBLIMM CPEACTBAMMU, A TaKXKe
Ha MWHbIX [OOKYyMeHTaX, npeaycmatpuBalOWnMX 3aBepeHne noanncn neyatbido B COOTBETCTBUU C
3aKoHoAaTenbcTBOM Poccuiickoit ®eaepauymm.

JOKyMeHTbl 3aBepAloT MeyaTbid OpraHM3aumun. [lleyaTb NPOCTABAAETCA, He 3axBaTblBad
CObOCTBEHHOPYYHON NOANUCKM AMLA, NOAMNMUCABLUEro AOKYMEHT, UAn B mecte, obosHavyeHHom "MM"
("MecTo neuatn").

2.50. OTmeTka 06 wucNonHMUTeNne BKAOYAEeT GamMUAMIO, MMA U OTYeCcTBO (NpwW HaAnuum)
ncnonHuTens, Homep ero TenepoHa. OTMeTKa 06 UCNONHUTENE MOXKET AONONHATLCA HaMMEHOBaHUEM
OONKHOCTM, CTPYKTYPHOro noApasfeneHnna U 3/eKTPOHHbIM aapecom wucnosiHuTensa. OTmeTKa o6
ncnonHutene oGoOpPMNNAETCA Ha /IMLEBON CTOPOHE NOCNeAHero ANCTa AOKYMEHTA OT rpaHuubl IeBOro
NoAs UAKM, NPU OTCYTCTBUM MECTa, - Ha 06OPOTHOW CTOPOHE AnCTa BHU3Y cneBa. Hanpumep:

NnbuH Unba Nnbuy, OTaen ynpasaeHUs nepcoHanom, BeayLumii cneumanmct
+7 (495) 924-45-67, llyin_Iv@techno.ru

OTmeTKa 06 ncnosHUTeNe MoXKeT Od)OpMﬂFITbCFI KaK HUXHU KOJTIOHTUTYN U NeYaTaTbCA LUpM(bTOM
MeHbLUEero pasmepa.

2.51. OTmeTKa O 3aBepeHMM Konuu odopmAaseTca ANsA MNOATBEPKAEHWA COOTBETCTBMA KOMWUU
OOKYMeHTa (BbIMUCKM M3 [AOKYMEHTa) MNOAJAMHHWMKY AOKyMeHTa. OTMeTKa O 3aBEepeHMM Komuu
NpPOCTaBAAeTCA Ha cBOBOAHOM OT TEKCTa MecTe WM, Npu OTCYTCTBUKM cBOBOAHOTO MecTa Ha JNLLEBOM
CTOpOHEe [IOKYMEHTa, Ha 060poTe AOKYMEHTa M BKAKOYAET: c10BO "BepHo", HaMMeHoBaHMeE AOMKHOCTU
JIMLA, 33aBEpPUBLUETO KOMWIO; ero COBCTBEHHOPYYHYIO MOAMMUCH; PacliMpPOBKY MOANUCK (MHMLMANDI,
dbamumnuio); aaty 3aBepeHusa Konuu (BbIMUCKU U3 JOKYMEHTA).

Ecan konuAa BblgaeTca Ana npeacraBneHnA B Apyryro opraHn3aunio, OTMETKa O 3aBepPeHUN KOoMnun
AoNO/IHAETCA 3alMUCblo O MecCTeé XPaHEHUA OOKYMEHTa, C KOTOPOro 6blna U3roToBneHa KonuAa, "
3aBepAeTCA neYvyaTbo opraHn3auunn. HaanN\ep:

MoANMHHUK fOKYMeHTa HaxoauTcs B PBY "HameHoBaHue opraHmsauun” B gene N 08-05 3a 2015

r.

BepHo
3aB. OTAENOM yNpaB/ieHUA NepcoHanom Moagnuck n.0. damnnus
[ata MNevaTb

Ha KonuAx MHOFOCTPaHUYHbIX AOKYMEHTOB OTMEeTKa O 3aBepeHUM KOMuUM NPOCTaBAAETCA Ha
KaXXgom Nncte AOKYyMeHTa UIN Ha nocnegHem nncrte npownmTtoro Uanm CKpenieHHoOro MHbim o6pa30M



OOKYMEHTa. 3anucb O MecTe HaxOXAEeHWA NOoAJMHHMKA MPOCTaBAAETCA TOAbKO HA Noc/iegHemM ucte
OOKYMEHTa.

Ona  3aBepeHns Konuu [AOKYMEHTA, W3rOTOB/MIEHHOMW Ha OyMa)KHOM HOCUTENE, MOXKeT
MCNob30BaTbCA LWTamn.

Konuu anekTpoHHbIX JOKYMEHTOB, HanpaBAaeMblX N0 MHPOPMALMOHHO-TENEKOMMYHMUKALLMOHHOM
CeTH, 3aBEPAOTCA 3/IEKTPOHHOM NOANUCHIO PYKOBOAMUTENA OPraHU3aLMmM UM MHOTO YNOJHOMOYEHHOIO
MM LA W BbICLINAKOTCA NOAYYaTeNtd C COMpPOBOAMTENbHBIM MUCbMOM B GOPME 31EKTPOHHOTO
OOKyMeHTa.

Konuu INNEKTPOHHbIX OOKYMEHTOB Ha ¢M3M‘-I6CKM 060C06NEeHHbIX HOCUTENSX BbICbINAKOTCA
nony4yatento C conposoauUTe/IbHbIM MUMCbMOM Ha 6yMa)KHOM HOcutene.

B conpoBoAnTE/IBHOM NMUCbME K KOMUAM 3/IEKTPOHHbIX AOKYMEHTOB YKa3blBaeTcA:
HanmeHoBaHWe NHGOPMALMOHHOM CUCTEMbI, B KOTOPOWN XPAHATCS AOKYMEHTbI;
HaUMEeHOBaHUA AOKYMEHTOB, KOMUN KOTOPbIX HAaNpPaBAsOTCA Noay4YaTesio;

HasBaHus $aliNoB AOKYMEHTOB C yKasaHuem dopmaToB daiinoB M obbema KaxKaoro dainna B
banTax;

AaTa U3rotoBsieHNA N 3aBepeHnNA KONnun.

Mpu aTom Ha ¢u3Myeckm 060cO06NEHHOM HOCUTENIE HECMbIBAaeMbIM MapPKEPOM YKa3blBAETCA:
"MpunoxeHue K nucbmy oT (gaTta) N ...".

Konua anekTpoHHOro JOKYMEHTa, NpeacTaB/aeHHan B BUAE AOKYMEHTa Ha BymakHOM HocuTene,
3aBepseTcA B NOpPAAKE, YCTAaHOBAEHHOM [1pUMEPHON MHCTPYKUMEN ONA 3aBEPEHUN KOMUI AOKYMEHTOB
Ha BymaXHOM HocuTene, C yKasaHMeM, B KaKOM MHPOPMALMOHHOW CUCTEME XPAHWUTCA 3NEKTPOHHbIN
OOKYMEHT.

2.52. OTmeTKa O MOCTYM/IeHUN AOKYMEHTa CAYXKWUT ANA NOATBEPNKAEHMA ¢aKTa nocTynaeHus
OOKYMEHTa B OpraHM3auuio W BK/KOYaeT AaTy NOCTYN/JEHMA U BXOAALMA PErncTPaLUOHHbIA HOMep
OOKyMeHTa. MNpu HeobXoAMMOCTM OTMETKA O MOCTYMAEHUN MOMKET AOMONHATLCA YKa3aHWMeM BpPeMeHU
NOCTYN/IEHUA AOKYMEHTA B Yacax U MUHYTax U cnocoba A0CTaBKM LOKYMEHTa.

OTmeTKa o NOCTYNNeHNN AOKYMEHTA MOXKET NPOCTaBNATLCA C NTOMOLbIO WTamna.

2.53. Pesoniouma pomKHa codep)KaTb YKasaHMe MO WMCMNOJHEHWIO AOKYMeHTa. Pesontouua
odopmnseTca Ha cBoboagHOM mecTe paboyero Nons AOKyMeHTa, Ha 6/1aHKe pe3osiiouun UAU BHOCUTCA
HenocpeCcTBEHHO B CUCTEMY 3/IEKTPOHHOIO IOKYMeHTO0bopoTa.

Pesontouma A0MKHA BKAOYATb: GaMUAMIO, MHMLMANLI UCNONHUTENA (MCNoAHUTENe), nopydYeHne
No AOKYMEHTY (KOHKpeTHoe 3afJaHWe MO WUCMOJHEHUIO AOKYMEHTa WAM (GOPMY/NMPOBKa LEeu
PacCMOTPEHUA AOKYMEHTa), Npu HeobXoAMMOCTM - CPOK WCMOJIHEHMA, NOAMWUCb NULA, BbIHECWEro
pe3o/itoLuio, AaTy Pe30/oLMUK:

damunnua N.0., Pamunms N.0.
Mpowy NoAroToBMUTb NPeaoKeHun

kK 10.11.2017 Moanuce

[ara



CpOK MUCNOJZIHEHNA NOopy4YeHNA He OO01KeH YKa3biBaTbCA, €C/IM OH Ha3BaH B TEKCTE NOCTynuMBLLUEro
AOKYMeHTa U pyKoBOAUTENIb HE CYUTaeT HEO6XOLI,VIMbIM U3MEHUTb ero B CTOPOHY COKpalweHMnAa mnnun
ABNAeTCA TMNoOBbIM ANA AAaHHOIO BUAa AOKYMEHTaA.

Mpwn yKasaHUM HECKONbKUX UCNOAHUTeNnen GbaMuana OTBETCTBEHHONO MCMOJIHUTENA YKasblBaeTcA
nepBoW, NogyepknsaeTca nnu obosHavaetcs cnosom "oTB." ("oTBETCTBEHHbIN").

2.54. OTmeTKa O KOHTpONEe CBUAOETENbCTBYET O MNOCTAaHOBKE [AOKYMEHTAa Ha KOHTPOAb,
npocrasaseTca wramnom "KoHTponb" Ha BEpXHEM Nnone AOKYMEHTa.

2.55. OTMeTKa 0 HanpaB/IeHUN OOKYMEHTA B AeN0 onpeaensieT MecTo XpaHeHMA AOKYMeHTa nocne
3aBeplieHna paboTbl ¢ HUM M BKAKOYaeT: cioBa "B aeno", MHOEKC Aena no HOMEHKAaType gen, B
KOTOpOe MOMeLLaeTcs AOKYMEHT Ha XpaHeHue, C yKasaHuem roga, AOJIKHOCTU nua, ohOpMUBLLETO
OTMETKY, noanucu, aatbl. Hanpumep:

B npeno N 01-18 33 2017 r.
3aB. 0TAE/10M KOPNOPaTUBHbBIX MPOEKTOB

Moanuco [ata

OTMeTKa O HanpaB/ieHUMW OOKYMEHTa B Ae/I0 MOXKET AOMOJHATbCA KPAaTKUMKU CBEAEHUSAMU O
XapaKTepe UCMOJIHEHUA AOKYMEHTA.

lll. NogrotoBKka n opopmaeHue oTaeNbHbIX BUAOB AOKYMEHTOB

3.1. J/lokanbHble HOpMaTUBHbIe aKTbl (ganee - JIHA) opraHM3aumMm U3galoTca B BUAE MNPaBuU,
NOIOXEHWNIN, UHCTPYKUMIM, pernameHToB, nepeyHer, KnaccupmuKkaTtopos M Apyrux BUAOB AOKYMEHTOB.
PekomeHayemblii o6pasel, obopmaeHus JIHA Ha npumepe NONOXKEHUA O CTPYKTYPHOM noapasaefieHunm
(npunokenume N 1).

JIHA npuo6peTaloT IPUAMYECKYIO CUAY NOCNE UX YTBEPHKAEHUA PACNOPAAUTENbHBIM AOKYMEHTOM
(npukasom) nam HenocpeaCcTBEHHO PYKOBOAMTENEM OPraHM3aLMn MHbIM YNOAHOMOYEHHbIM UM NINLOM.

PykoBogMTENM CTPYKTYPHBIX NOApasaeneHnin He Bnpase nsgasato JIHA.
3.2. IHA moryT bbITb:
NOCTOSIHHO AENCTBYOLWMMM (€3 OrpaHNUYEHUs CPOKA UX NPUMEHEHWA);

BpeMeHHbIMU (OEeNCTBYIOWMMMN B TEYEHME YKA3aHHOTO B HWX CPOKA MAW A0 HaCcTynaeHuA
onpeaeneHHoro cobbitua).

3.3. OcHoBaHuem ana nsganua JIHA asnatorca:

3aKOHOAaTe/IbHble U MHble HOPMaTMBHbIE MPABOBble aKTbl Pocculickoit Peapepauumn (yKasbl u
pacnopskeHus MNpesnaeHTa Poccuitickoi Pesepaumm, NocTaHOBAEHUA U pacnopsKeHusa MpaBuTenbcTea
Poccuitckoit epepaumm, akTbl pegepanbHbiX OPraHoOB UCNOIHUTEIbHOW BAACTK);

3aKoHogaTe/bHble aKTbl cybbekTa Poccuiickoit Pegepaunn, HOPMaTMBHbIE MPABOBble aKTbl
OpraHoB rocyAapcTBeHHoOM BnacTu cybbekta Poccuiickoit Peaepauuu;

paHee usgaHHble B opraHusaumm JIHA u/vnm pacnopaautesnibHble AOKYMEHTbI.
3.4. THA n3patotca B Lenax:

YCTaHOB/IEHNA  HOPM, Tp66OBaHVIlz, npasun B OTHOWEHWMM nNpeameTa  HOPMATUBHOTIO



perynMpoBaHuaA, paHee He ABAABLWEMCA NPeaMeTOM PeryinpoBaHnua B opraHu3aLmu;

M3MEHEHMA CYLUECTBYIOWMX HOPM, TpebOoBaHWIA, NpaBu/, YCTAHOB/EHHbIX paHee WU3AaHHbIMU
HOPMaTUBHbIMWU AOKYMEHTAMMU;

OTMEHbI paHee YCTaHOBNAEHHbIX HOPM, TpeboBaHM, NpaBu.

3.5. MMpeanoxkeHne o paspaboTke npoekta JIHA BHOCUTCA PYKOBOAUTENEM CTPYKTYpPHOro
noapasgeneHma Uan NHbIM SONKHOCTHBIM JIULLOM.

3.6. JIHA paspabaTbiBaeTcs B Cay4yae, ecnu:

MMeeTCs y4yacToK paboTbl (BOMpOCbl AEATeNbHOCTM), HYXAAWMNACA B  HOPMATUBHOM
perynmpoBaHum;

TpebyeTcsa BHECEHUE 3HAUYMUTENIbHOTO KOIMYECTBA U3MEHEHU B paHee NpUHATbIN JTHA;

BbIABIEHO HECKO/IbKO JIHA, peryavpylolwmx CMeXKHble BOMpOCbl, KOTopble LenecoobpasHo
06beAMHUTb B OANH AOKYMEHT.

AKTyaJ'IM3aLI,M‘r'| paHee NPUHATbLIX JTHA OCYyLLEeCTBNAETCA Yepe3 BHECEHUNE B HUX N3MEHEHUN.

3.7. NpepgnoskeHune c obocHoBaHWEM Heobxoammoctu paspaboTkn Hosoro JIHA npepacrasnaetca
pyKoBOAMTENEM CTPYKTYPHOro nogpasgeneHua WUam UHbIM YNOJIHOMOYEHHbIM AO/IKHOCTHbIM JINLLOM
PYKOBOAMTENIO OpraHuM3aummn B popme AoKkNaaHon (cny>kebHoi) 3anmMckn, B KOTOPOK U3naraercs:

BOMPOC, TPebyOLWWI peleHns, ¢ U3N10XKeHMEeM OCHOBHbIX HanpaB/IeHWA, CNOCOOOB ero pelleHus;
NPOrHO3 NOCNeACTBUIA NPUHATUA HOPMATUBHOTO AOKYMEHTa;

OpraHn3aunoHHble, Kagposble, d)VIHaHCOBbIe, maTepnanbHO-TEXHUYECKUE U UHbIE MEPONPUATUA,
KOTOpble HEO6XO,C],MMO 6yp,eT NpPoBECTN B CBA3U C NPUHATNEM HOPMATUBHOTO AOKYMEHTAQ;

nepeyeHb paHee wu3[aHHbIX JIHA, nognexawmx oOTMeHe B CBA3M C M3JaHMEM HOBOIO
HOPMaTUBHOIoO AOKYMEHTQa,;

npeanaraembiit CPOK AN Pa3paboTKM NPOEKTa HOPMATUBHOIO SOKYMEHTA.

3.8. CornacoBaHue npoektoB JIHA ocyuiectBnAetcA B COOTBETCTBMM C NyHKTamm 4.1 - 4.13
MpUMepPHON NHCTPYKUMMK.

3.9. JIHA yTBepAaeTca NPUKAa3sOM PYKOBOAMTENA, €CAN OAHOBPEMEHHO C YTBEPXKAEHMEM
HOPMaTMBHOIMO AOKYMEHTa HeobXoAMMO MPUHATb Mepbl  OPraHWM3auMoHHOro, QGUHAHCOBOTO,
TEXHUYECKOTO, KaZpPOBOTO WM MHOFO XapaKTepa U AaTb COOTBETCTBYHOLME NMOPYYEHUA PYKOBOAMTENAM
CTPYKTYPHbIX MOAPAa3aeNeHNUiA AN UHbIM PabOTHMKaM OpraHun3aLLMm, a TakxKe ecan HeobxoaMMOo BHECTU
N3MEHEeHWsA UAN NPU3HATb YTPATUBLLMMU CUY paHee yTBepKaeHHble JIHA.

3.10. U3meHeHus B JIHA n oTmeHa JIHA odopmnaioTca NPMKA3oOm PYKOBOAMTENA OpraHM3auuu
WAN UHOTO AOMKHOCTHOIO ML, NPUHUMaBLLEro pelleHne o6 yTeepaeHumn JIHA.

N3meHeHna B JIHA u oTmeHa JIHA, yTtBepXAeHHble HenocpeacTBEHHO COOCTBEHHOPYYHOWM
NoAnuCbio PYKOBOAUTENA OPraHU3aLLMm UAN MHOFO YNOJHOMOYEHHOTO MM AO/IKHOCTHOFO /iMLa B rpude
YTBEPKAEHNA, BHOCATCA MNPMKa3oM, W34aBaeMbIM PYKOBOAMUTENEM OpraHM3auuM WAW  MHbIM
YNOAHOMOYEHHbIM UM A0/KHOCTHBIM INLLOM.

3.11. B TekcTe npuKasa 06 yTBep)KAEHUW, U3MEeHeHUM uanm oTtmeHe JIHA wmcnonb3yroTca
dopmMyNNpPoBKN:



npu yteepxaeHum Hosoro JTIHA: "YTeepautb (HasBaHue JIHA)" nan "YtBepantb (HasBaHue JIHA) n
BBECTM B genctame c (garta)". Hanpumep:

1. yTBep,D,MTb MonoxeHne 0 NOKANbHbIX HOPMATUBHbIX aKTaxX OpraHn3auuu,
nnn:

1. Y1Bepautb LUtaTHOe opraHusauum Ha 2018 roa n BBECTU ero B Aencrteme ¢ 1 aHBaps
2018 r. (npunokeHue).

NnpW BHECEHUWN U3MEHEHUN B paHee yTBepKaeHHbI JIHA: "BHecTn nameHeHus B (HasBaHue JIHA).
Hanpumep:

1. BHecTn cnepytowme nameHeHuna B LUtatHoe pacnucaHune Ha 2018 roa, yTBepKAeHHOe
npukasom PEY "HaumeHoBaHWe opraHusaumnmn” ot 25 aekabps 2017 r. N 345: ...

npu OTMeHe paHee yTBepxgeHHoro JIHA: "MpusHaTb yTpatMBwMm cuny (HasBaHue JIHA),
yTBEpPKAEHHOE ...". Hanpumep:

4. TMpusHaTb yTpatMBWMM cuay [loNoKeHne O HEHOPMWPOBAHHOM paboyem aHe,
yTBEpKAEHHOEe npuKaszom PBY "HaumeHoBaHMe opraHmsaummn” ot 15 dpespana 2015 r. N 22.

3.12. OcHOBHbIMWU peKBU3MTamn JIHA ABNAIOTCA: HaMMEeHOBaHWEe OpraHM3auym, HaMMeHOoBaHMe
BUAA [OOKYMEHTA WM 3aro/I0BOK K TEKCTY, COCTaBAALOWME OAHO Uenoe, rpud yTBepXAeHWA, MecTo
n34aHnsa JOKYMEHTa.

Ecnv npoekT JIHA ABNAETCA MHOFOCTPaHUYHbIM M K Hemy OQOPMAAETCA TUTYAbHbIA JIUCT,
YKa3aHHble Bbllle PEKBU3UTbI PAa3MELLLAIOTCA Ha TUTYIbHOM IUCTe.

3.13. MHdopmaums cnpaBoOYHOro xapaktepa (rpaduku, cxembl, Tabauubl, GoOpMbl LOKYMEHTOB)
odopmnseTca B BUAE NpuaoxKeHnin Kk JIHA.

Ha npunoxeHunax k JIHA opopmnsetca pekBM3UT "OTMETKA O MPUAONKeHMU" B COOTBETCTBUU C
NYHKTOM 2.44 TIpUMepHON UHCTPYKLNN.

3.14. THA BCTynaeT B CUAY B CPOK, YKa3aHHbIN B NPUKase, KOTopbiM yTBepaeH JIHA, nan ¢ aathbl
yTBepaeHua JIHA.

3.15. PacnopsgauTenbHble [AOKYMEHTbl OpraHusaumm u3galTca B dopme MPUKA3oB WU
pacnopsaxeHuin. PekomeHayemble 06pasupl 0bopmaeHUA NPUKasa M pacnoparKeHua (npunoxkeHus N 2,
3).

MpYKasbl M34at0TCA B LLeNAX 0POPMIEHNA peLleHNin:

HOPMaTMBHOrO XapaKktepa (ecim npuKasom yteepKaaetcs JSIHA wav npuvHUMMaeTcs pelleHue
OpPraHM3aUMOHHOIO XapakTepa, Hanpumep, MpUKas 06 YTBEPKAEHUM CTPYKTYpbl W LWITATHOM
YMCAEHHOCTU OpraHM3aumm);

OpraHn3aunMoHHOro, agMMHUCTPATUBHOIO, B TOM 4YUNC/Z1Ie ONepaTUBHOINO Xapakrtepa no BOMNpoCam
OCHOBHOW 0eATeNIbHOCTU OpraHn3auunun.

3.16. TpoeKTbl MPWKa30B MO OCHOBHOM AEATENbHOCTU FOTOBAT CTPYKTYpHble MoApasaeneHus
OpraHM3auMM Ha OCHOBAHMM TMOPYYEHUI PYKOBOACTBA /MO0 B MHUUMATMBHOM  MOPAAKeE.
OTBETCTBEHHOCTb 3@ KauyeCTBEHHYIO MOArOTOBKY MPOEKTa MNpuKasa, COr/iacoBaHWe M MpaBwuibHOe



odopmieHNe MNPOeKTa HeceT PyKoBOAWUTENb MOAPa3AefieHnA, KOTOPbl FOTOBMT MPOEKT MpuKasa U
npeacTaBAsieT ero Ha NoAmnuUCh.

3.17. KoHTponb 3a NpaBWAbHOCTbIO OPOPMIEHMA MPOEKTOB MPMKA30B ocyliecTeaseT Cnykba
[enonpon3BoACTBa OpraHM3aumnmn.

3.18. MMpuKasbl, M3gaBaemble B OpPraHM3aunm, He AOAXKHbl NPOTUBOPEUUTb 3aKOHOAATENbCTBY
Poccuitckolt Pepepaumm, YcTaBy opraHmMsaumm, 10KaAbHbIM HOPMATUBHbIM aKTam OpraHuMsaumm 1 paHee
M30aHHbIM MPUKA3am OpraHM3aunm.

3.19. NpurKasbl N0 OCHOBHOW AEATE/IbHOCTU U3AA0TCA:

BO WCMOJIHEHME HOPMATMBHbIX MPaBOBbIX aKTOB OPraHOB rOCYAapCTBEHHOM BAacTn M
BbILUECTOALLNX OPraHu3aLumii;

B LENAX OCYLLEeCTB/IEHUS YNPaBIEHYECKON AeATesIbHOCTU, BbiTeKawlwen u3 GyHKUM M 3aaad
opraHmMsauuu.

3.20. TMpwuKasbl NO OCHOBHOW [OEATEeNbHOCTM COCTaB/IAKOTCA Ha OCHOBE TLIATE/IbHOTO W
BCECTOPOHHEr0 WM3y4YeHMA BOMPOCOB, TPeOylLWMX paspelleHnn, YyTobbl cogeprKalmecs B MNPUKasax
nopyyeHma 6blIM KOHKpPETHbIMU, obecrneuymBanncb OOCTaTOYHbIMKU MaTEPUANbHO-TEXHUYECKMMU U
dUHaAHCOBbLIMM CPEACTBAMU U B AaNbHENLEM UCKAHOYANU HEOBXOAMMOCTb KOPPEKTUPOBKM MPUHATLIX
peLleHni B CBA3M C HEMOJIHOTOM UK HeaopaboTKOM NpeablayLEero NpMKasa.

3.21. NpwuKasbl opraHM3aumm opopmMaaloTcA Ha 6aaHKe NpuMKasa C UCMO/b30BaHUEM CAeAYHOLLMX
PEKBU3IUTOB: faTa [AOKYMEHTa, PEerncTpauMoHHbIA HOMEp [AOKYMEHTa, 3aro/loBOK K TEKCTy, TeKCT,
nognucb. [ata M PerucTpaumoHHbii HOMEp MpMKasa MPOCTaBAAOTCA MNociae NoAnucaHus MpuKasa
pyKoBOAUTENEM OpPraHU3aLnm.

3.22. 3aro/I0BOK K MPWKasy nevyataeTca yepes OfMH MEXKCTPOUHbIA MHTEPBan NOL PEKBM3UTaMMU
61aHKa cneBa OT rpaHuLbl 1eBOTO NoJiA. TOUKA B KOHLE 3aro/loBKa He CTaBUTCA. 3aro/I0BOK K NpuKasy
dopmynupyetca ¢ npegnorom "o" ("06"), KpaTKO M TOUYHO OTpa)Kkas coAeprkaHue TeKcTa NpuKasa.
Hanpumep:

06 yTBepKaeHUN UHCTPYKLUKM NO AeN0NpOn3BOACTBY;
O nopsaake pMHaHCMPOBAHMA PEKNAMHOM KaMnaHWK;
O co34aHMM 3KCNEPTHOM KOMUCCUMU.

3.23. TeKCT nNpuKasa COCTOUT U3 ABYX YacTel: 0bocHoBaHMA (Mpeambynbl) U pacnopaanTeNbHOM
yacTu. B 060CHOBaHMM yKa3biBAETCA OCHOBAHME, MPUYMHA UK LieNib U3AAHUA AOKYMeHTa. Hanpumep:

B cooTBeTcTBMM C MpuKasom MWHKUCTEPCTBA CBA3M M MACCOBbIX KOMMYHWMKALMA OT 25
Aekabpa 2014 r. N 1494 "06 yTtBepxaeHumn MpaBua ob6mMeHa A4OKYMEHTAMM B 3/IEKTPOHHOM
BMAE NPU OpraHnsaLmm MHPopMaLlMOHHOro B3aMmogaenctama' ...

B uenax opraHusaumm m nposegeHUA pa6OTbI no 3KCneptTnse UeHHOCTU AOAOKYMEHTOB,
o6pa3yrou.|,v|xc;i B OEATENbHOCTKN OpraHun3auun, n 0T60py nx ona nepenayvyn Ha XpaHeHue B
dpPXu1B OpPraHM3aLmn n K YHUYTOXKEHMUIO ...

3.24. PacnopsanTenbHas YacTb NPMKa3a HauMHaeTca cloBoM "MpuKasbiBalo”, KOTopoe neyaraerca
CTPOYHbIMM BYKBaMW BPa3PAAKY.

PaCI'IOPFI,CI,VITe}'IbHaFI 4aCTb MOXKET CoAepKaTb:



peLleHnA opraHM3aLMOHHOIO xapakTepa (yTBepauTb, C034aTb, NpeobpasosBaTb, IMKBUMAMPOBATD,
NPW3HaTb YTPATUBLUUM CUATY);

KOHKPETHbIE NOPYYEHUA C YKa3zaHUEM UCNIONHUTENA (MCNONHUTENEN) U CPOKOB UX BbINOAHEHUS.

3.25. Kaxpaoe pelueHue (nopydyeHune) obopmnseTca B NpuKase Kak OTAeNbHbIA MyHKT. MyHKTbI
NnpuKasa pacnonaralTca B JIOTMKO-BPEMEHHOM MOC/AeA0BaTeNIbHOCTM U HYMEpPYIOTCA apabcKumu
umdpamn. Ecnn nopyveHwe [aeTcA KOHKPETHOMY MNOAPA3AeNneHuto, ero HaMMeHoBaHWe nuLeTcA
MOJIHOCTbIO, B CKOOKax yKasbiBatoTcA Gamumams U MHUUMAALI PyKOBOAMTENs noapasgeneHva B
UMEHUTENbHOM Magerke. Hanpumep:

... MPUKa3sbIBalo:
1. YuebHo-meTogmyeckomy otaeny (Pammnms WK.0.) kK 01.11.2017 noarotoBuTb U
npeacTaBuTb Ha yTBEpPXKAeHMe NaH yyebHo-meToamuyeckon paboTbl Ha 2018 roa,

Ecnv nopyyeHne Aaetca KOHKPETHOMY MCMONHUTENIO, ero AO/IKHOCTb M GaMWUIMA YKasblBalOTCA
6e3 ckobok B gaTenbHOM nagexke. Hanpumep:

3. FnaBHomy byxrantepy (Pamumnma U.0.) NoAroToBUTb U NPEACTaBUTL Ha PaCCMOTPEHME U
YTBEPXKAEHME CMETY KOMaHAMPOBOUHbIX pacxoaos Ha 2018 rog 8 cpok 4o 30.11.2017.

MpeanucbiBaeMoe AeCTBUE BbIPayKaeTca rnaroiom B HeonpegeneHHon dopme. He ponyckaerca
ynotpebnsaTb HEKOHKPETHble BblpaxeHua Tmna "ycunute", "yckoputb", "obecneunTb B KpaTyanwwume
cpokun".

Ecnm ogHOMY UCNOTHUTENIO HEO6XOAMMO NOpPYy4YnUTb HECKOJIbKO Pa3sHbIX 3ap,aHm71 C OAHUM CPOKOM
BbIMNO/IHEHWA, OTBETCTBEHHbIN UCNOAHUTEND U CPOK MCNO/IHEHUA YKa3biBAalOTCA OAMH pa3 B OCHOBHOM
NYHKTE, a MOpPYy4YeHUA BbIAENAIOTCA B OTAeNbHble NOAMNYHKTbl. Ecan y nopyquMﬁ pa3Hbleé CPOKHU
MCNONTHEHWA, CPOKU YKA3blBAOTCA HE B OCHOBHOM NYHKTE, a B Ka*XA0M NOANYHKTE.

CpoK MCNoMHEeHMA O0/KeH BbiTb peasibHbIM, COOTBETCTBOBATb 06bemy npeanonaraembix pabor.
Mpu YyCTaHOBNEHWWM CPOKa CcledyeT Y4YuTbiBaTb Bpems [OBEeAEHUS [OOKYMEHTa [0 KOHKPETHbIX
MUCNONHUTENen.

CpOK MCMONIHEHUA B MYHKTaX pacnopaauTesibHOM YacTu NPMKasa He YKasblBaeTcA B C/1y4asX, ecau
AeNCTBUA HOCAT perynspHblii XapaKTep M UX BbINOJHEHME NPeANUCLIBAETCA Ha BeCb Nepuos AencTeus
npuKasa. KOAMYecTBO MUCMOAHWUTENE MO  KaxkAomy MyHKTY (nognyHKTy) He orpaHuyuBaetcs.
OTBETCTBEHHbI UCNONHUTE b YKa3blBAETCA NEPBbIM.

Ecan npuKas oTMeHAeT MOAHOCTbIO UAW YacCTUYHO paHee MU3JAHHble AO0KYMEHTbl Mo TOMy Xe
BOnNpocy, TO B npeanocneaHem nNyHKTe MNPWUKasa HEO6XOLI,MMO MX nepevyncintb C YKasaHuUemM
HanMeHOBaHMA AOKYMEHTa, ero AaTbl, HOMepa, 3aroaoBKa. Hanpumep:

4. Mpu3HaTb YyTPaTMBLLUMM CUAY NpPUKa3 opraHusaumm ot 5 aerycta 2010 r. N 175 "0O6
YTBEPKAEHUN IKCNEPTHON KOMUCCUM OpraHm3aumnn’.

I'Iocnep,HMﬁ NYHKT MNPWKa3a - NYHKT O KOHTPO/se, B HeM YKasblBaloTCA [AOO/IXKHOCTb /WUUa,
OTBETCTBEHHOIO 3a UCNOJIHEHNE AOKYMEHTa B UEe/IOM, ero cbamvmvm M nHMumansl. Hanpumep:

4. KOHTpO/b 3a WMCNOJIHEHMEM MNpPUKa3a BO3/araeTca Ha 3amMecTUTeNA reHepasibHOro



anpektopa Pamunua N.0.

B oTAenbHbIX C/ly4aAax pykoBoAUTEIb OPraHn3aunm MOXKET OCTaBUTb KOHTPOJIb 3a coboli:

KOHTpO/1b 33 UCNO/IHEHNEM MPUKA3a OCTaBAAK 3a CObON.

3.26. He BK/ItoYaeTcA B TEKCT NpmMKasa NyHKT "MpuKas gosectu Ao ceegeHus ...".

MNoapasgeneHns U OOMKHOCTHblE NULA, A0 CBEAEHWS KOTOPbIX HEOBXOAMMO A0BECTM MpPUKas,
NepeyncantoTca B yKasartene (1ncTe, CNMCKe) PacCcblUIKM, KOTOPbIA FOTOBUTCA UCMNOJIHUTENIEM U MOXKET
0popmMNATLCA Ha 06OPOTHOM CTOPOHE NOC/eHEro IMCTa NPUKA3a.

3.27. B npuKasax He AoNycKaeTca:
M3MeHeHMe paHee YCTaHOB/IEHHbIX CPOKOB BbIMO/IHEHMA 334aHUI B CTOPOHY MX YBENMYEHNS;

NPUMEHEHNE MPOU3BOJIbHbIX COKPAWEHUA WAN  WUCKaXKEeHWEe HaMMEHOBAHWUA CTPYKTYPHbIX
noapasgeneHuii opraHnsaumii, NoABeAOMCTBEHHbIX OpraHM3aLMA-UCNoNHUTENEN;

NPUMEHEHNEe TMPOU3BO/IbHLIX (HE OBLWLENPUHATLIX) TEXHUYECKUX W  APYrMX TEPMUHOB,
COKPALLLEHHbIX C/I0B U HAUMEHOBAHWN.

3.28. Mpu HaNAMuMM MNPUNONKEHUA B TEKCTe MNpWKasa B COOTBETCTBYIOLWMX MyHKTax
pacnopAaMTeNbHON YacTK AalTCA OTCbIIKM: ... (NpunoxkeHne N 1); ... (npunoxkenue N 2); ... "cornacHo
NPUNONKEHNIO", HA NPUNONKEHUN OPOPMIAETCA OTMETKA O NMPUNOKEHWUN:

MpunoxkeHne N 1

K npukasy ®BY "HanmeHoBaHue
opraHusaumn"

o7 12.11.2017 N 215

U3paHne BmecTe C NpUKasom I'IpMI'IO)KE‘HMI‘a, HE YNOMAHYTbIX B TEKCTE AOKYMEHTa, HE JO0NYCKaeTCA.

Ecnv JOKYMEHT, YTBEPKAEHHbIV NPMKAa30M, BNOCNEACTBUN AeCTBYEeT B BUAE CaMOCTOATENbHOMO
[OKYMEHTa, Ha MepBOM JINCTE AOKYMEHTA B BEPXHEM NPaABOM YI/y NpocTasaseTca rpud yTeep:RaeHus
(Npu HEOBXOAMMOCTH, - C YKa3aHUEM HOMEPA NPUNOKEHUSA), HanpuUMep:

UHCTpYKUmA YTBEPHKOEHA
npukasom OBY "HammeHoBaHue
opraHumsauun”
0T 22.01.2017 N 5

3.29. PacnopsaxeHusa oGopmaAoTCA MO TEM Ke NpaBuaam, YTo 1 NPUKasbl, 38 UCKAOYEHMEM TOTO,
YTO B KOHLLe Npeamby/ibl CTaBUTCA ABOETOUME, NMOCAE YEro CAeAytoT NYHKTbl PacnopaanTeIbHON YacTy.
Hanpumep:

B uensx ucnonHeHuns npukasa ®bY "HammeHoBaHue opraHusaumm” ot 22 asrycta 2017 r.
"O6 opraHmMsaunmn U NpoeeaeHMN KOHKypca "Jlydwnii cekpetapb KomnaHum - 2017":

1. PykoBoguTenam ynpasneHui, otgenos n nabopaTtopuit B cpok go 10 ceHTabps 2017 .
npeAcTaBUTb CBOW NPEANOXKEHNA O KAHANAATYPaAX CEKpeTapen u genonpoussoauTenen ana
y4yacTua B KOHKypce.



PacnopssKeHns MoryT He UMeTb Npeambybl.

3.30. o npeactaBneHWA Ha NOAMMCb MPOEKT MpuKasa (pacnopsKeHua) cOornacoBblBAeTCA C
3aUHTEPECOBaAHHbIMU NMLL@MWN B COOTBETCTBMM C NyHKTamu 4.1 - 4.11 NMpumepHON MHCTPYKUMMK.

3.31. MpuKa3s noanucbiBaeT PYKOBOAWUTENb OpraHU3auMM WAW AULO, WCMONHAOWEe ero
ob6Aa3aHHOCTW.

PacnomeeHme noAanuncbliBaeTcAa pykosoautenem VI/VII'IVI MHbIMNU YNOTHOMOYEHHbIMU UM TN LMW,

3.32. Konuu npukasos (pacnopaxeHuit) paccbinatoTca B COOTBETCTBMU C yKasaTenem (NUCToMm,
CNUCKOM) PacCbINKK.

DNEeKTPOHHAA KOMuA MpUKasa pPasMeLLlaeTcs B COOTBETCTBylOWLeM 6ase AaHHbix CO[ vamn Ha
KOpnopaTMBHOM MOpTasie opraHM3aunm B cetn "UHTepHeT".

3.33. Npu obopmMmaeHnM NpmKasa, U34aBaemMoro COBMeCTHO C APYroi opraH13aumen:
621aHK He ucnosib3yercs;

HanMeHOBaHUA OpraHn3aunii neyaTaloTca Ha OJAHOM YPOBHE;

HanmeHoBaHWe Buaa aokymeHta (NMPUKA3) pacnonaraetcs no ueHTpy.

[aTolht cOBMEeCTHOro NpuKasa ABAAETCA AaTa NPOCTaBAEHUA NocaefHel NognucK Ha SOKYMEHTe.
PermcrpaumoHHbIi HOMEpP COBMECTHOTO MpPUKasa COCTOUT U3 PermcTpaLMOHHbIX HOMEPOB, MPUCBOEHHbIX
Ka*KZOW M3 OopraHM3auMii U NPOCTaBAAEMbIX Yepes KOCylo YepTy B MOpALKE YKa3aHMA opraHusauuii -
aBTOPOB JOKYMEHTA.

TeKcT COBMECTHOro MpuWKasa W3faraetcs OT NepBOro  /iMLa MHOXECTBEHHOro  4ucia
("npukasbiBaem"), NoANMCU PYKOBOAUTENEN OpraHM3aumii pacnonaraloTca Ha O4HOM YPOBHE C/ieBa U
cnpasa.

3.34. [leaTenbHOCTb NO COBMECTHOW BblpaboTKe pelleHMIt Ha 3acefaHUsAX COBETOB, KOMMCCUM,
COBEeLLaHNAX 0POPMAAETCA MPOTOKONAMM.

MPOTOKON COCTaBNAETCA Ha OCHOBAHUMN ANKTOPOHHbIX (PYKOMUCHbIX) 3anuncei, NnponsseaeHHbIX BO
BpPEMA 3acefaHunsa, NpeacTaBieHHbIX Te3MCOB [OKNAA0B U BbICTYNIEHNI, CNPaBOK, NPOEKTOB pelleHu
(nocTaHoBneHUN).

npOTOKOJ'I Od)Ole'I’r'IeTCFl B Teé4YeHne oA4HOro - Tpex AHeﬁ nocne nposeneHA 3acedaHunAa, ecnu
CPOKM €ero noaArotoBkn He oroBopeHbl ocobo.

3.35. PekBusnMtamm NPOTOKO/1a ABNAKOTCA: HAaMMEHOBaHMWE OpraHun3aunn, HanmeHoBaHMe BUAQA
AOKYMEHTQa, 3arosioBOK K TEKCTY, AaTa U MeCTO 3acedaHunAa, peI'VICTpaLI,MOHHbI[;I HOMep NPOTOKOJ1a, TEKCT,
noanucun.

3.36. 3aronoBOK K TEKCTY MPOTOKONA OTBeYaeT Ha Bonpoc "4yero?' W COAEP)KUT yKasaHue
noApasfeneHns UNu opraHa, AesTe/IbHOCTb KOTOPOro NpoToKoAupyeTca. Hanpumep:

NPOTOKO 3acedaHunA aTTECTaLLMOHHOVI KOMUCCcnun

NPOTOKO/ 3acenaHnA Hay‘-IHO-MeTO,CI,M‘-IeCKOﬁ KOMUCCUMN.



[aTtolt npoToKona aBnsieTcA AaTa 3acefaHua. Ecnm 3acegaHue nNpoaosiKaeTca HECKOIbKO AHEW,
YKa3blBaeTCcA gaTta Havyana 3acefaHunA u Yyepes TMpe - aTa OKOHYaHuA: 12 - 13 maAa 2018 r.

3.37. TeKCT NPOTOKO/1a A0JI}KEH COCTOATb M3 ABYX YacTeli: BBOAHOM M OCHOBHOW. B BBOogHOM YacTn
NPOTOKONa YKasbiBatloTca pamunmm npeacenatens (npeacenatenbCTBYHOLIEro); cekpeTapa; damuanu
YYaACTHUKOB, NPUCYTCTBYIOLWMNX HA 3acedaHunm; nL, NPUTNALLIEeHHbIX Ha 3aceZaHne; NOBEeCTKa AHA.

Ecnnm Konn4ecTBO MPUCYTCTBYHOWMX Ha 3acefaHuu npesbiwaer 15 yenoBeKk, B BBOAHOW 4acTu
NPOTOKO/1a AENAETCA CCbl/IKa Ha CMMUCOK, ABNAOLWNNCA HEOTbEMIEMOM YaCcTbio MPOTOKOAA. Hanpumep:

MpucytctBoBanu: 25 yen. (cNUCoK npunaraercs).

BBoaHas uYacTb MPOTOKO/IAa 3aKaHUMBAeTC MNOBECTKOM AHA, codeprkallei nepeveHb
paccmaTpuBaeMbIX BOMPOCOB, NepPeYnc/ieHHbIX B MOPAAKE UX 0OCYyXKAEHUA C yKasaHUeM AOoKnaa4mKa no
KaXaoMy paccmatpmBaeMoMy Bomnpocy. Bonpocbkl nosectkn aHa dopmynupytoTcs ¢ npegnorom "o
("06"), neyaTatoTcA OT rpaHMLLbl 1EBOrO NOA U HYMEpPYIOTCA apabckmumu uudpamu.

B oCHOBHOI YacTu NPOTOKOMa GUKCUPYETCA X0, 3aceaHus.

3.38. MNosHbIM NPOTOKON COAEPHKUT 3aMUCh TOrO, YTO MPOUCXOANIO0 BO BPEMSA 3acedaHuns, BKAoYan
BOMPOCbl K AOKNaZAuMKy, OTBETbl Ha HWX, BbICTYN/JIEHUs B Xode OOCyKAEHWs BoMnpoca, pesynbTaTbl
ro/10COBaHUS MO BOMPOCY U NpUHATble pelleHMA. PekomeHayemblli obpasel, obopMAeHUs MOSHOMO
npotokona (npunoxeHue N 4).

KpaTkMe npoTOKOoAbl BeayTcA MNpWM  PacCMOTPEHWW BOMPOCOB OMNEpPaTMBHOIO XapakTepa.
PekomeHayemblii 0b6pasel, 0bopMaEHUA KpaTKoro NpoTokona (npunoxeHue N 5). B KpaTKom npoTokose
duKeupyetca Tema obeyKaeHus, ammnma AoKNaauMKa No BONPOCY U NPUHATbIE peLleHus.

3.39. OcHOBHaA 4acTb MOAHOrO MPOTOKO/A COCTOMT M3 pasaesioB, MOCBALLEHHbIX BOMPOCam
NOBECTKM AHA. X0 pacCMOTPEHMA KaXaoro Bonpoca 3anucbiBaeTtca B nocnegosatensHoctu: CJTYLLAIN
- BbICTYNMWU - PELLUNNA.

MocTaHoBNEHME (pelleHne) B TEKCT NPOTOKOMA BHOCUTCA MNOJIHOCTbIO B TOW (OpMYIMpPOBKe,
KoTopasn 6blia NPUHATA Ha 3aceAaHnn; Npu HeobxoaMMOCTU NPUBOAATCA UTOMM ronocoBaHua: "3a - ...,
NpPoTKMB - ..., BO3A4eprKanoch - ...".

3.40. MpoToKon 3acegaHua noanucbiBaeTca npeacepatenem (nNpeacenatensCTByOWMM) U
ceKkpetapem 3acefiaHuA, ecin nHoe He yctaHosneHo JTHA.

3.41. I'IpM HEO6XO,CI,I/IMOCTVI KOMMn npoTOKO/I0B WU/ BbLIMUCKN M3 NPOTOKO/1I0B pPACCbINIAOTCA
3anHTEPECOBAHHbBIM /ILLAM B 3/TEKTPOHHOM BUAE B COOTBETCTBUU C YKa3aTe/lemM PacCCbliIKU.

B BbIMMCKE M3 MPOTOKO/JIA AOJIKHbI BOCMPOM3BOAUTLCA BCE PEKBU3UTbI 3aro/I0BOYHOM YaCTy
NpoTOKONa, BBOAHAA 4acTb, BOMPOC MNOBECTKM AHA, MO KOTOPOMY FOTOBWUTCA BbINUCKA, W TEKCT,
oTpaxkatolmii obeyKaeHne Bonpoca v NPUHATOE pelleHure.

3.42. Odenosoe (cnykebHoe) NMMCbMO FOTOBMUTCA Ha G/iaHKe nucbma. Mpu cocTaBAEHMM NUCEM
0pOPMAAIOTCA PEKBU3UTBLI: agpecaT, 3aro/IoBOK K TEKCTY, TEKCT, NoANuCb, OTMETKa 06 ucnosHuTene, B
HeobXoAMMbIX CyYanXx - OTMETKA O NPUIOXKeHUU. PekomeHayemblit obpasel, 0opopmMaeHNa 4eN0BOro
nucoma (npunoxenue N 6).

3.43. EcvM nNUCbMO fIBNAETCA OTBETOM Ha MOCTYNUBLUMI 3anpoc MAM MNpocbby, 3anonHseTcs
PEKBU3UT "CCbl/IKa Ha PErMCcTPALMOHHBIA HOMEpP M 4aTy NOCTYNMBLLEro Nucbma".

HanmeHoBaHMe BMAa AOKymeHTa ('nMcbmo") u pasHOBMAHOCTb NUcbMa (Hanpumep, "npocbba”,
"MHpopmaumoHHoe", "conposoautensHoe", "sanpoc", "HanomuHaHue") B AenoBbIX (CAyXKebHbIX)



NMNCbMax He YKa3blBalOTCA.

Ecan nucbmo HanpasnfeTca agpecaTty Mo 3/1eKTPOHHOM noyTte uam no ¢dakcy 6e3 A0CbIIKK Mo
noyTe, BMECTO NMOYTOBOr0 aApeca YKa3blBaeTCA aapec 3N1eKTPOHHOM NoYTbl AN HoMmep TenedoHa-daKca.

3.44. [lenosoe (cny»kebHoe) NMUCbMO [JO/KHO O6bITb MOCBALWLEHO OAHOMY Bonpocy. Ecau
HeobxoAMMOo 06paTUTbCA B OpraHM3aUmMio OA4HOBPEMEHHO MO HECKOJIbKMM BOMPOCaM, PEKOMEHAYETCA
COCTaBUTb OTAENbHOE MUCbMO MO KaXKA0MY U3 HUX.

MMCbMO MOXKET KacaTbCA HECKONIbKNX BOMpPOCOB, €C/IMN OHN B3aMMOCBA3aHbI.

3.45. B ogHOM Nucbme He A0/IKHO bbiTb 6oNee YeTbipex aLpecaTos, MPU 3TOM OCHOBHOM agpecaT
YKa3blBaeTca nNepBbiM, OCTa/IbHbIM agpecaTam MMCbMO HamnpasaseTca Ana CBeAeHMS.

Mpn HEOBXOAMMOCTN HanpPaBWUTb NMMCbMO 6OAbLIEMY KOIMYECTBY aApecaToB, rOTOBUTCA CMMCOK
Paccbl/IKK, U MUCbMa PaCcCbINAOTCA MO CMIUCKY.

3.46. Mpu cocTaBneHMW [OeN0BbIX NUCEM WCMO/b3YETCS BCTYNUTE/IbHOE obpalleHue wu
3aK0YUTENbHAA 3TUKETHaA Gpa3a B COOTBETCTBUM C MYHKTOM 2.43 MpUmMepHON MHCTPYKLUUN.

3.47. TeKCT NUCbMa M3naraeTca:

OT 1-ro nMua MHOXKecTBeHHoro Yncna ("npocum ...", "npeanaraem ...", "HanomumHaem ...");

OT 3-ro /Mua eaMHCTBEHHOro 4ucna ("npegnpusatue cYMTaeT BO3MOMKHbLIM ...", "MHCTUTYT He

pacnonaraet BO3MOXHOCTbIO ...");

oT 1-ro nmua egmnHcTBeHHoro uncna ("npowy ...", "npegnarato ..."), ecan nucbmo opopmaneTca Ha
AONKHOCTHOM B1aHKe.

3.48. Ecan npoekT aenoBoro (cny:kebHoro) NUCbma HanpasAseTcA agpecaTty Mo MnoyTe, NPOeKT
roTOBUTCA B ABYX 3K3eMnaapax: OAMH 3K3emnaap odopmasetca Ha 6GnaHKe, BTOPOW 3K3emnaap,
npegHasHayeHHbIN AN BU3MPOBAHMA) - HA CTaHAAPTHbIX IUCTax Bymaru.

Oenoeoe (cnyxebHoe) NUCbMO A0 NPEACTaBAEHUA HA MOAMUCb AO/MKHO 6biTb COracoBaHO
(3aBM3MpOBaAHO) CO BCEMM 3aMHTEpPeCcOoBaHHbIMK Auuamu. CornacoBaHue (BM3MpPOBaHWE) LE/10BbIX
nmcem NPOBOAUTCA B COOTBETCTBMM C NyHKTamu 4.1 - 4,11 NMpumepHON MHCTPYKUMMN.

3.49. Jenosoe (cny*kebHoe) NMCbMO MOAMMWCLIBAETCA PYKOBOAUTENEM OPraHM3auuu UAU UHbLIM
YNOHOMOYEHHbIM UM IMLOM. MoanucaHHoe AenoBoe (Cy*KebHoe) NUCbMO NOAJIEXKUT PErMCTPaLUN U
OoTnpaBKe.

He ponyckaetca oTNpaBAATb agpecatam MMCbMa, He MMelolWwMe Aatbl U PerucTpaumMoHHOro
Homepa.

3.50. Tllocne noanucaHMa nucbmMa W ero perncrtpaumnmn  sKsemnaap nuMcbma C BU3aMMU
3anHTEpPEeCOBaAHHbIX NL NOMeLlaeTca B 4ENO.

3.51. AKTbl COCTaBIAIOTCA HA OCHOBE YTBEPXKAEHHbIX OpPraHaMu BAAcTU YHUUUMPOBaAHHbLIX Gopm
unu B cBobogHOM popme B LeNsAX NoATBEPKAEHNA GaAKTOB, CBA3AHHbIX C AEATE/IbHOCTbIO OpraHU3auuy.
PekomeHayemblit 0b6pasel, opopmaeHna akta (npunoxkexme N 7).

3.52. TlpM COCTaBNEHUM aKTOB WCMNONb3YIOTCA PEKBU3UTbI: HAMMeHOBaHWe OpraHusauuuy;
HaMMeHOBaHMEe BWAA [AOKYMEHTa; AaTa AOKYMEHTA, PervcTpaumoHHblii HOMep AOKYMeHTa, MecTo
COCTaB/IeHUA UAN U3AaHWUA AOKYMEHTA; 3ar0/I0BOK K TEKCTY; MOAMMUChH.

3.53. ﬂ'aTOﬁ dKTa ABNAETCA AaTa COCTaB/1eHUNA aKTa U NOANNUCaHNA ero CoOCTaBuTenamm.



Ecnv dopmoit aKkTa NpeaycMOTPEHO ero yTBepKAeHWe PYKOBOAWUTE/IeM OpraHu3aunm UAn UHbIM
YNOJIHOMOYEHHbIM AONKHOCTHBIM JIMLOM, 4ATOMN aKTa ABAAETCA AaTa ero yTBeprKAEeHUA.

3.54. B BBOAHOM 4acTW aKTa B UMEHUTE/IbHOM NajeKe yKasblBatoTca:

OCHOBAHWME COCTaB/IEHUS AKTa (/IOKa/bHbI HOPMATMBHbLIA aKT; PacrnopsauTeNbHbIN LOKYMEHT
opraHusaumm (NpuKas, pacnopsaxeHue); ¢akT uAM cobbITUE, MNOCNYKMBLUEE OCHOBAHMEM ANSA
COCTaB/IEHUsA aKTa);

cocTaBuUTENN aKTa (nepeuucnsatoTca nocne cnosa "CocTaBneH" € yKasaHMeM [ONKHOCTEMN,
HaMMeHOBaHMWI OpraHuU3aUnii, ecan CocTaBUTENU ABAAIOTCA NPeACTaBUTENAMU APYroi opraHusauumu,
damunnii u MHMLManos).

Ecnv aKT cocTaBneH Komuccuei, NepBoi yKasbiBaeTcs Gdamuana npeacenatens KOMUCCUK, 3aTem
YNeHOB KOMMUCCUM B anhaBUTHOM MOpAIKe.

3.55. B TeKcTe aKTa nsnaratoTca Leaun 1 3agavym cCoCTaB/IeHMA aKTa, CYLWHOCTb, XapaKTep, MeToabl n
CPOKM NpoAenaHHomn paboTbl, ee pesynbTaThbl.

Mpn HEOBXOAMMOCTM aKT MOKET CoAeprKaTb BbIBOAbI U PEKOMEHAALMNN.

B 3aKNHOYMTENbHOM YacTU aKTa YKa3blBalOTCA KONMYECTBO MOATrOTOB/IEHHbIX SK3EMMNAAPOB aKTa M
MECTOHaXOX/AeHMe Kaaoro sksemnaapa. KoamMyecTso 3K3eMNNAPOB akTa onpeaenaerca KoaM4ecTBom
CTOPOH, 3aMHTEPecoBaHHbIX B €ro  COCTaBAEHWUWU, WUAM  HOPMATMBHbIMW  TpeboBaHMAMM,
pernameHTUPYIOLWMMM COCTaBNEHME aKTOB KOHKPETHOW pa3HOBUAHOCTH.

3.56. JK3emMnasApbl aKTa MOANUCLIBAIOTCA BCEMW YleHaMW KOMWUCCUMM (eCan aKT COCTaBAsAACA
KOMMCCMeVI) NN COCTaBUTENAMU U, I'Ipl/l He06XO,£I,VIMOCTVI, I'IpVICVTCTBOBaBLIJVIMVI nuamu.

|_|pl/| noanncaHM akTa npeacepgarenem U 4ieHamm KOMUCCUMN HaMMeHOBaHUA UX ,CI,O}'])KHOCTeﬁ He
YKa3biBatOTCA.

Ocoboe MHeHMe CcOCTaBUTENs aKTa M3naraetcs Ha oTaenbHOM AnCte, noAanucCbiBaeTca WU
npunaraeTca K akTty.

3.57. Ecnm 3akoHopatenbctBOM Poccuiickolt degepaumm npeaycmMoTpeHO O3HaKoM/eHMe ¢
CoOeprKaHMEM aKTa /ML, YNOMAHYTbIX B aKTe, MoA MOAMMCb, Ha MOCNedHel CTpaHMUE aKTa
NPOCTaBAsAeTCA O3HaKoMuTenbHas Bu3a "C aKTOM oO3Hakom/eH(bl)", npuM 3TOM YKas3biBakoTCA
HAaMMEHOBaHMA [OMKHOCTEN, IMYHbIE NOANUCK, pacMbPOBKU Nognucen, AaTbl 03HAKOMIEHMA. Jluua,
KOTOpble 3HAKOMATCA C COAEPMKAHMEM aAKTA, MMEIOT NPaBO HEe COrNacuUTbCA C COoAeprKaHWEM aKTa B
LEeSIOM UMM ero OTAE/IbHbIMU MONOXKEHUAMMU, YTO AOMKHO ObiTb 3aPUKCMPOBAHO NPU O3HAKOMIEHUU C
aKTOM.

3.58. [oknagHasa (cnyxebHas) 3anucKa MCnonb3yeTcs AN OnepaTMBHOrO WHGOPMaUMOHHOIO
obmeHa MeXay CTPYKTYPHbIMM MNOAPasAenNeHUMAMU M PYKOBOACTBOM. PekomeHayemble 06pasupbl
opopmMaeHNA AOKNAQHOWN 3aMUCKM U CAYKeBHOW 3anUCKKU, NOATOTOBAEHHOW Ha OCHOBE 3/1eKTPOHHOrO
wabnoHa (npunoxkeHma N 8, 9).

3.59. ObA3aTenbHbIMM PEKBU3UTAMU AOKNAAHON (CNy>KeBHOW) 3aNUCKN ABNAIOTCA: HaMMEHOBaHKe
CTPYKTYPHOro nojpasgenieHns, HaumeHoBaHMe BUAA AOKYMeHTa (AOK/MagHas 3anucKa, cny»kebHas
3anucka), 4aTa, 3aro/I0BOK K TEKCTY, aapecaT, TEKCT, NOAMMUCH.

3.60. Mpu agpecoBaHMM AOKNAAHbIX (CNyXebHbIX) 3aMMCOK YKa3biBalOTCA B AaTe/IbHOM Majerke
OOIKHOCTb NLA, KOTOPOMY afpecoBaH AOKYMEHT, daMuUama U MHULManbl. Hanpumep:

3amectutento reHepasibHoOro



aunpekTopa ®BY "HanmeHoBaHWe opraHusaummn'
®Pamumana N.0.

nnu:

Pykosoautento lenaptrameHTa
MHPOPMALMNOHHbBIX TEXHOOT NI
®amunuma N.0.

3.61. [loknagHble (cnyKebHble) 3aMMCKM MOTYT COCTaBAATLCA, PAaCcCMaTPUBATLCA M XPaHWUTLCA B
TeYyeHMne YCTaHOB/IEHHOTO CPOKA MCKNHOUYMTE/IbHO B 31€KTPOHHOM BuAae B CI/,.

Mpy opraHusaumMmM paboTbl C AOKNAAHbIMU (CNYKeBHbIMM) 3anNUCKaMKU B 3/1eKTPOHHOM BUAE
MCMOJIb3YOTCA 3/IEKTPOHHbIE Wab/10HbI AOKNAAHOM U CNY*KeOHOM 3aNnCOK.

3.62. TeKcT AoKnaaHoW (cny»kebHoW) 3anuCcKKU, B 3aBUCMMOCTU OT CNOXMHOCTU COAEPIKaHUA U
NPMBOANMOM aprymMmeHTaLnm, COCTOUT U3 OAHOM, ABYX U TPEX YacTen:

B MEepBOM YacCTU M3/1araloTca MPUYMHLI, GakTbl MAM CODbITUA, MOCNYXKMBLUME MOBOAOM ANA
COCTaB/IeHUS JOKYMEHTA;

BO BTOpOVI 4aCTun Oa€eTCA aHaNn3 CNnoXmsLencs CNTYyaunun, BO3MOXKHble BapWMaHTbl ee pelueHunA,
B TDETbEf/‘I 4aCTU U31arakoTcAa BbiBOAbI.

3.63. Pernctpaums OoKAagHbIX U CAY»KebHbIX 3anuMcok ocyuwecTteasetcs B C3/[, npu oTcyTCTBUM
C3/1 - B CTPYKTYpHOM nojpasaeneHnn, noarotTosmMsLLIEM AOKYMEHT.

3.64. fenosble NUCbMa, HanpasasieMble 3apyberKHbIM KOppecnoHAeHTam (B TOM Ync/ie agpecatam
rocyaapcts - b6biBwmnx pecnybamk B coctase CCCP), opopmnstoTca Ha BnaHKe NMCbMA OpraHU3auumn ¢
PEKBM3NTAMM Ha PYCCKOM U O4HOM M3 MHOCTPAHHbIX A3bIKOB.

3.65. MMucbmo, Hanpaensemoe 3apybekHOMy agpecaTy, COCTaB/AAETCA Ha PYCCKOM fA3bIKe,
NPOXOAUT COrNacoBaHUE CO BCEMM 3aMHTEPEeCcOBaHHbIMM AULAMU OPraHM3auum, Nocae Yero NUCbMO
nepeBoAMTCA Ha OAMH U3 MHOCTPAHHbIX A3bIKOB (A3bIK agpecaTa Wau aHIIMIACKUIA A3bIK) 1 opopmaneTca
Ha 6/1aHKe NUCcbMa, NpegHa3sHaYeHHOM 411 NEePENUCKU C 3apyberKHbIMM KOPPECNOHAEHTaMU.

MOANMHHUK nNUCbMma, OQPOPM/IEHHbIN Ha OAHOM M3 MHOCTPaHHbIX A3bIKOB, AO0/KEH ObiTb
MAEHTUYEH MO COAEPHKaHUIO IK3EMNAAPY Ha PYCCKOM A3bIKe C BU3aMM 3aMHTEPECOBaHHbIX NL,

3.66. Ha nopnucb pyKoOBOAMTENO MPEACTaBAAKOTCA: 3SK3EeMMNAAP MMcbMa 3apybexkHomy
KoppecnoHAeHTY, 0GOpPMAEHHbIA Ha BaaHKe, KONMA AAaHHOTO MMCbMa Ha CTaHAAPTHOM /iMcTe Bymaru c
BM30W UCMONHUTENA, IK3EMMAAP MMCbMa Ha PYCCKOM A3bIKE C BU3aMM 3aMHTEPECOBAHHbIX JINLL.

3.67. Mocne nognucaHuA Nnucbma pykosoauTenem man MHbIM ynoJ1THOMOYEHHbIM UM TNLLOM:

3K3emMnaap nucbma, O0QGOpPM/EHHbIM Ha 6naHKe, nognucaHHbIA  pyKoBoguTeNnem MU
3aperucTpupoBaHHbili B Cny:kbe fesonpon3BoACTBa, HanpasaseTca agpecarty;

KOMMA NUCbMa C BM30M UCNOAHUTENA U aK3emMnaAap nnucbma, COCTaBNEHHbIN Ha PYCCKOM A3blKe, C
BU3aMM 3anHTEPECOBAHHbIX INLY, NOMELLA0TCA B A€ENO0.

3.68. Mucbma, Hanpasasemble 3apybeXkHbiM aapecatam, AO/BKHbI MMETb PEeKBM3UTbI: agpecar,
AaTa, PerncTpaumnoHHbIN HoMep, TEKCT, MOANUCH.

Mpn HeobxoAMMOCTU MOTYT 0DOPMAATLCA PEKBU3UTLI "CCbIZIKA HA PErnmcTPauMoOHHbIA HOMEpP U



[aty noctynuewero nmcbma" M "3aronoBoK K TeKCTy". Ha Konuu nmucbma, Nomewaemon B AeNo,
[0MO/IHUTEIbHO NPOCTaBAAETCA OTMETKa 06 ucnosiHuTe Ne.

3.69. Peksu3unT "agpecat” opopmnsetcs cnpasa nos peksusMTamum BnaHKa. AgpecaTtom nmMcbma
MOKeT BbITb OpraHM3auma UM KOHKPETHOE IMLLO.

Ecam nnucbmo agpecoBaHO opraHuWsauumu, cHavana AaeTcs ee HauMeHOBaHWe, 3aTeM - MOYTOBbIN
afpec B NoCAeA0BaTeIbHOCTU: HOMEP A0Ma UK 34aHUA, Ha3BaHWE YANLbI; Ha3BaHMe ropoaa; CTpaHa.

Kaxablit anieMeHT agpeca NULEeTcA Ha OTAeNbHOW CTpoKe. Has3BaHue ropoga, Kak NpaBuno,
neyaTtaeTcA NPONUCcHbIMK 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 NPOMMUCHOW BYKBHbI.

Mpu odopmMneHMM no4yToBOro aapeca 3apybekHbIM KOPPECNOHAEHTAM MNYHKTyauus He
npumeHseTcs.

Mpu agpecoBaHUM NMCEM HEOBXOAMMO YYUTbIBATb TPAANLUKN, XapPaKTEPHbIE A/1A OTAE/IbHbIX CTPaH
(Hanpumep, B BennkobpuUTaHUKM MoCAe yKa3aHWA ropoda MOXeT bbiTb yKasaHo rpadcrtso, B CLIA -
Ha3BaHuWe LWTaTa).

Ecnv B HasBaHuM dupmbl npucyTcTeyeT pammaus avua (Hanpumep, W. Edward & Co., Ltd), nepeg
Ha3BaHWem GUPMbI NPUHATO CTaBUTL CN0BO Messrs (cokpalueHune oT Messieurs - rocnoga).

Echm nucbmo appecyetca KOHKPeTHOMY /Uy, nepes Ha3BaHMEM OpraHu3auum yKasbiBaloT
¢amw1mo N AO0/1KHOCTb pa6OTHMKa Unn ero JoNHocCTb.

Hanpumep:

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

NE12 OLD

U.S.A.

3.70. B nucbMmax 3apyberkHbiM agpecatam gata opopMaAeTcs CNoBeCHO-LMdPOoBbIM cnocobom B
nocaef0BaTeNbHOCTU: AeHb MecALa, MecsL, ro,.

Hanpumep: 24 ansapa 2017 r.

Mpn cocTaBfeHMM nNUCbMA HA aHIIMACKOM f3blKke Jonyckaetca odopmneHue patbl B
nocnenoBaTeNbHOCTU: rog, Mecsal, AeHb mecaua. Hanpumep: 2017, January 24.

3.71. B nucbmax 3apybexkHbIM agpecaTaM MCMOAb3YHOTCA BCTyNUTeNbHble obpaleHus no
AONKHOCTM UK nNo pammanm agpecarta. Hanpumep:



YBarkaemblit rocnogmH Toprosblit COBETHMK!
YBaykaemblii rocnogmH AHrenos!

3aKaHuYMBaAETCA MUCbMO 3aKNHOUNTENbHOM STUKETHOM ¢pasoi "C yBaxkeHunem, ...".

IV. CornacoBaHue NpoeKTOB A,0KYMEHTOB.
MNoanucaHue (yTBepKAeHME) NPOEKTOB AOKYMEHTOB

4.1. CornacosaHue NPOEeKTa AOKYMEHTa NpoBOAUTCA A0 €ro nognmcaHnAa pykosoauTenem B Uenax
OLUEHKWN COOTBETCTBUA MPOEKTA 3aKOHOOATENLCTBY Poccuinckol (De,a,epau,mm, NOKaJ/IbHbIM HOPMATUBHbIM
dKTaM OpraHun3auunun, Kadyectea 1 3¢¢EKTMBHOCTM npeagnaraemoro peweHua.

CornacoBaHve MNpPOeKTa [AOKYMEHTa OpraHuM3yetcs HenocpeACTBEHHbIM  UCMOAHUTENEM
(cocTaButenem) w pykosoauTenem noApasAeNeHUA-UCNONHUTENA M NPOBOAUTCA B npeaenax
YCTaHOB/IEHHOrO CPOKa UCMOJIHEHMA.

4.2. MNpwn Hannumm B opraHusaummn CIO[ cornacoBaHue NMPOEKTOB AOKYMEHTOB OCYLLECTB/AECTCA B
ABTOMATM3MPOBAHHOM  pEXUME MOCPeaCcTBOM  HAMNpPaB/IEHUA MPOEKTOB  AOKYMEHTOB  JIMLAM,
Ha3Ha4YeHHbIM B Ka4ecTBe cornacyroumx, 1 obopmaeHns pesyibTaToB cornacosaHma 8 CI/.

CornacoBaHue MPOEKTOB [OKYMEHTOB MOMET OCYLLECTBAATbCA MOCPEeACTBOM KOPMNopaTUBHOM
3/1eKTPOHHOM NOYTbI 1 OPOPMAEHUA UCMIONHUTENEM IMCTA COFNACOBAHMA C NPUNOKEHNEM NEKTPOHHbIX
COOBLLEHUI NN, YY4ACTBOBABLUMX B COrIaCOBAHUMN NPOEKTa JOKYMEHTA.

4.3. CornacoBaHuve MNPOEKTOB [AOKYMEHTOB C pPaboTHMKamMW oOpraHusaumMuM u/vam apyrumu
OpraHM3auMAMM OpraHM3yeT WCMOJHWUTENb MOC/Ae CornacoBaHus B paboyem nopagKe MNPOeKTa
OOKYMEHTa C pyKOBOAWTE/NeM CTPYKTYPHOro MNoApasAeneHns M B COOTBETCTBUM C MHCTPYKLMEN Mo
AenonpousBoACTBY OPraHM3aLMmM MU UHBbIMWU J10KaZIbHbIMM HOPMATMBHbBIMU aKTamK, PEryanpytoLmmm
NpoLecc cornacoBaHus (BU3MPOBaHMA) MPOEKTOB AOKYMEHTOB.

4.4, NpoeKTbl AOKYMEHTOB COr1acytoTCA:
HenocpeacTBEHHbIM UCNONHUTENEM U PYKOBOAUTENEM NoApa3ae/IeHUA-UCNONHUTENS;
COUCMNONHUTENAMM (NPU UX HANUYUK);

PYKOBOAMUTENSAMWU CTPYKTYPHbIX MoApasgeneHunii, paboTHMKamMM oOpraHuWsaumu, HanpasaeHus
AeATeNnbHOCTM U/Mnn GyHKUMOHabHble 06A3aHHOCTM KOTOPbLIX 3aTParvBaloTCA B MPOEKTe AO0KYMEHTa
N/MAN KOTopble YKasaHbl B MPOEKTe LOKYMEHTa B KayecTBe WCMOAHWTesnel (B caydae BpPemMeHHOro
OTCYTCTBMA  PYKOBOAMTENSA NOAPA3AENEHUs TMPOEKT OOKYMEHTa BU3WPYeT /MU0, BPEMEHHO
ucnosHsowee ero o6da3aHHOCTH);

3aMeCTUTENIAMUN PYKOBOAMTENA OpPraHM3auum, Kypupyowmmm 3aTPpOoHyTble B NPOEKTe AOKYMEHTa
BOMPOCHI (€CAN AOKYMEHT NOANUChIBAaeTCA (YTBEP:KAAETCA) PyKOBOAUTENEM OpraH13aumnn);

ropuandeckon cnyboi (npoektos JIHA, NpoeKToB NpMKasos);
Cny6oi oenonponsBoacTBa.

npOEKTbI AOKYMEHTOB, peann3dauma KOTopbIX TDE6YET d)I/IHaHCOBbIX 3aTpaT, COornacoBbiBakOTCA C
¢MHaHCOBbIM nogpasaeneHnem.

He fponyckaeTcA HanpaBAsTb Ha COM/acoOBaHWE MPOEKT AOKYMEHTa OAHOBPEMEHHO ABYM WM
6osee pabOTHMKAM OLHOrO CTPYKTYPHOTO nogpasfgeneHus. B KauecTBe AuL, COMAcylOLMX MNPOEKT
AOKYMEHTa, A0/IKHbI BbICTYNaTh NPEMMYLLECTBEHHO PYKOBOAUTENMN CTPYKTYPHbIX NOAPa3aeieHNN.



4.5. BHewHee cornacoBaHue NPOEKTa OOKYMEHTA OCYyLWECTBNAAETCA NOCPeaACTBOM HaNpaBaeHUA
NpoeKTa B APYyryw oOpraHusauuvio C conposoauTe/ibHbIM NMUCbMOM, B KOTOPOM YKa3blBaeTCA CPOK
cornacoBaHuA.

Echn opraHusaumm, cornacylowme MNPOEKT AOKYMEHTa, ABAAKTCA yyaCTHMKamum ogHoi C3[,
corsfiacoBaHMe MoOXKeT O6biTb nposegeHo B C3[] 6e3 Hanpas/ieHWs CONPOBOAUTENbHOIO MUCbMa U
0AHOBPEMEHHO C BHYTPEHHMM COT/1aCOBAHMEM.

4.6. CpoKM COr/lacoBaHWA [OOKYMEHTOB YCTaHaB/MBAOTCA WHAMBWUAYA/IbHOM MHCTPYKUMEN no
OeNnonpounsBoAcTBY WU/MAU UHbIMU /IOKaZbHbIMU HOPMATUBHbIMW aKTamu B 3aBUCMMOCTM OT BMAA
OOKYMeHTa M obbema AOKYMEHTa, BK/toYas NMPUIoXKeHUA K Hemy. CPOKM COrnacoBaHUA AOKYMEHTOB
coctaBaatT <11>:

<11> UHpMBUAYanbHOW WMHCTPYKUMEN MO AeNONPOU3BOACTBY MOTYT ObiTb YCTAaHOB/IEHbI WHbIE
CPOKW COrNacoBaHMA NPOEKTOB AOKYMEHTOB.

NPoeKTbl AeN0BbIX (CNyKebHbIX) nucem - 1 - 3 pabounx AHs;
NPOEKTbI NPUKa3oB 6e3 npuaoxeHun - 1 - 3 pabounx gHs;
NPOEKTbI MPUKA30B C NPUIOKEHUAMM CNPABOYHOro XapakTepa - 3 - 5 pabounx gHen;

NPOEKTbl MPUKA30B C MPUIONKEHUEM NOKa/NbHbIX HOPMATUBHbIX aKTOB B 3aBMCMMOCTM OT MX
obbema (He 6onee 50 cTpanHuL) - 5 - 10 pabouunx aHel;

MPOEKTbl /IOKa/IbHbIX HOPMATMBHbIX aKTOB, YTBEPXAAEeMbIX HENoCPeACTBEHHO MOAMMUCHIO
pykoBoautens (He 6onee 50 cTpaHuy) - 5 - 10 pabounx aHew;

MPOEeKTbl MPOTOKO/IOB 3acefaHuit (coselwaHuin) npu HeobXoAMMOCTM WX COrNacoBaHWA, B
3aBMCUMOCTM OT o6bema AoKyMeHTa - 1 - 3 pabounx gHs.

CpoKM cOrnacoBaHMs MPOEKTOB [OKYMEHTOB, HanpaB/iAemblX Ha BHellHee corjacoBaHuMe He
OO/IKHbI cocTaBNATb 6onee 30 KaneHaapHbIX AHEN.

B KOHKpETHbIX CAy4asaXx B 3aBMCMMOCTM OT COAEPNKAHWA W Ha3HAYEHUA [OKYMEHTa CPOK
COT/IaCOBAaHMA MOXEeT b6biTb COKPALWLeH WAM yBENMYEH MO PEeLeHUIO PYKOBOAMTENA, KypUpPYHoLWero
HanpaBaeHue AeATeNbHOCTM, MO KOTOPOMY FOTOBMUTCA NPOEKT peLueHus.

4.7. OdopmneHne pesynbtatoB cornacosaHma JIHA 1 pacnopaguTenbHbIX OOKYMEHTOB
OCyLLeCTBNAETCA B BUAE BWU3, NPOCTaBAAEMbIX 3aMHTEPECOBAaHHbIMW NULAMW Ha NoOcCAedHeM nucTe
NnpoeKkTa A[OKYMeHTa (Ha ero /uueBOW MAM ODOOPOTHOM CTOPOHE) MAM Ha OTAE/bHOM JIUCTe
COr/NIacoBaHMWA, ABAAIOWEMCS HEOTbEMIIEMOWM YacTblo AOKyMeHTa. OTMETKM O cornacoBaHum (rpud
CornacoBaHuA 1 BU3bl) 0POPMAAIOTCA B COOTBETCTBMU C NyHKTamu 2.45, 2.46 MpUMepHOMN MHCTPYKLUMN.

Mpu cornacoBaHMM AenoBbiX (CAyXebHbiX) NMcem BWM3bl MPOCTABAAIOTCA Ha KOMMM NKUCbMA
(BM30BOI 3K3EMNAAP), KOTOPbIA MocAe MOANUCAHWUA MNOAJMHHMKA MMCbMa W €ero perncrpaumu
nomeuiaeTcs B A€o, UAK Ha 060poTe NOANMHHMKA NMUCbMa, €CIM MUCbMO HanpaBAseTcA agpecaTy no
daKcy MAM 3NEeKTPOHHOM NoyTe. ITOT Ke 3K3eMNAP NMCbMa Noc/e OTNPaBKM agpecaTy (no ¢akcy uam
3/1eKTPOHHOW NoYTe B BUAE 3/IEKTPOHHOW KOMUKU) MOMELL,AEeTcs B 4e0.

MpoeKTbl MPOTOKO/IOB BU3UPYIOTCA IMLAMM, BbICTYNAaBWMMM Ha 3acedaHun (coBelaHumn) nytem
NPOCTaB/ieHNA BU3bl Ha IEBOM MNoJie AOKYMEHTa HanpoTMB 3aMuCK BbICTYM/IEHUA COOTBETCTBYHOLLErO
paboTHMKa.



4.8. CornacoBaHue NPOEKTOB AOKYMEHTOB MOMXKeT ocyuwectsnateca B C3/[. Mocne 3aseplieHna
npoueaypbl COrnacoBaHUA (Npu CO34aHUKM MNOAJMHHWMKA OOKYMEHTa Ha bymakHOM HocuTene) auct
corniacoBaHma pacneyatbiBaetca ns C3/, npuKNaabiBaeTca K NPOEKTy AOKYMEHTa U NpeacTaBAseTCA Ha
noAnmncb PyKOBOAMUTENO0 OpraHn3aummn (MHOMY YNoJIHOMOYEHHOMY UM NMLY).

CornacoBaHme BHYTPEHHUX [OOKYMEHTOB, CO34aHWE, XPaHEHME W UCNOAb30BaHME KOTOPbIX
ocywecrsnaetca nocpegcrsom C3/[, nposoantca B C3/], B aneKTPOHHOM BuAe.

Mpn cornacoBaHMM MPOEKTOB BHYTPEHHMX AOKYMEHTOB, CO34aHHbIX Ha OymMa)XHOM HocuTene,
BM3bl NPOCTaBAAOTCA HENOCPEACTBEHHO HA NMPOEKTE JOKYMEHTA.

4.9. MNpwn BHeWHeM cornacoBaHuu, NOY4EHHOM MUCbMOM, UK COFTaCOBaHUM NPOEKTa AOKYMEHTa
KonnernanbHbiM (coBellaTelbHbIM) OpraHOM C (UKCAUMEN pPeLIEHMA O COMNAcOBaHUM B MPOTOKOJE
3acefaHmAa UCNoNHUTENb OPOPMAAET HA NPOEKTe AOKYMEHTAa WAM B JIUCTE COFacoBaHuA rpud
COrnacoBaHMA B COOTBETCTBMM C MyHKTOM 2.45 [pMMepHOM WHCTPYKuuKu. MNUcbmMa O COrflacoBaHUM
(BbINMCKa U3 NPOTOKO/A) NPUNArakoTCA K NPOEKTY AOKYMEHTa.

4.10. B xo4e cornacoBaHua NPOeKTa AOKYMEHTA PaboTHMK, COrnacyowmii AOKYMEHT, NPUHMMaeT
O[HO U3 CAeayoLNX peLeHni:

COrnacoBaTh NPOEKT AOKYyMeHTa 6e3 3ameyaHuii;
cornacoBsaTb MPOEKT AOKYMEHTa C 3aMevaHUaMU;
OTK/IOHUTb MPOEKT AOKYMEHTa;

yKa3aTb, YTO HEe MMeeT OTHOLWIEHMA K MPOEKTY AOKYMEHTa (paccmMoTpeHne Bomnpoca, no KOTopomy
NPUHUMaETCA pelleHne, He BXOAUT B 06513aHHOCTM paboTHMKa).

Bo3parkeHMss MO MNPOEKTy MpMKasa (pacnops)KeHus), BO3HWMKaloWMe Mpu COrNacoBaHMM,
M3NaraloTcs B CNpaBKe, KOTOPas NpuaaraeTca K NpoekTy, uam BHocutca B CI/J,.

Echn npoeKkT [OKYMeHTa COrnacoBaH C 3amMeyaHWAMM, 3TO O3HayaeT, YTO 3aMeydyaHuA HOCAT
pEAaKLLMOHHbIVI XapaKTtep, n nocne uMX NpPUHATUA UCNONHUTENNIEM TMPOEKT He TDE6YET NOBTOPHOTIO
cornacoBaHuA.

MPOEeKT LOKYMEHTA OTK/IOHAETCA JIMLOM, COFNACYOLUM SOKYMEHT, B CYy4asAX:
Ha/INYMA CYLLECTBEHHbIX 3aMeYaHMi NO NPOEKTY AOKYMEHT];
HEeCcornacus C NPOEKTOM AOKYMEHTA.

4.11. HecornacoBaHHbII1 NPOEKT AOKyMeHTa TpebyeT AopaboTKM MO BbICKAa3aHHbIM 3amMedaHnaAM,
nepeodopmaeHUs 1 NOBTOPHOIO COracoBaHuA.

4.12. Ecnv npu aopaboTKe NpoeKTa AOKYMEHTa UCNONHUTENIb MPUHUMAET PELEHNE He YYUTbIBATb
3aMeyaHue (3ameyaHus) amua (1nL), y4acTBOBABLUMX B COMIACOBAHUM, UCTIOIHUTEIEM FTOTOBUTCA pPeecTp
HEYYTEHHbIX 3aMeYaHWi, KOTOPbIM BMecTe C MPOEeKTOM AOKYMEHTa MNpencTaBAseTca PYKOBOAMTEO
OpPraHM3auMM WAM  MHOMY YMOJIHOMOYEHHOMY WM  AOJ/IKHOCTHOMY /MUy, NOZAMUCHIBAOLWEMY
(yTBEp:KOalOWEMY) AOKYMEHT. PeecTp HeyuyTeHHbIX 3amMeyaHuii NoAMUCLIBAETCA PyKOBOAUTENEM
CTPYKTYPHOTO NOAPa3aeeHNA-UCNIONHUTENS.

4.13. PeweHve O TOM, MPUHMMATb WAM He MPUHUMATb HEyYTEeHHble 3amMeyaHus NPUHUMAET
pyKosoauTensb.

B cnyyae ecnn pykoBoauTenb MNPUHUMAET pelleHne o HEO6XOAVIMOCTVI y4yecTb 3ameYdaHuA,
OTK/IOHEHHbIE WUCNoNHUTenem, UCNONHUTENb lCI,O|:)E':\6E':\TbIBa(-Z‘T NPOEeKT AOKYMeHTa B COOTBETCTBUU C



BbICKa3aHHbIMU 3amMmevYaHUAMN.

Echn pykoBoauTenb cornallaeTcA ¢ MHEHWEM WCMNONHUTENs, OH MOANUCbIBaeT (yTBeprKaaerT)
OOKYMEHT.

4.14. [lOKymeHTbl, M3gaBaemble OT WMMEHM OpraHmsauum, MNo4NUCbIBAOTCA pyKoBoauTeNEeM
OpraHusaumMm WAN MUHLBIMW  YNOJIHOMOYEHHbIMM WM  [AOJIKHOCTHbIMM  ANLAMU  (3aMeCTUTENs MU
pPyKOBOAMTENA OpraHM3auuu, PYKOBOAUTENSAMMU CTPYKTYPHbIX NOApPa3aAeneHUin, MHbIMU AONKHOCTHbIMU
JIMLAMM B COOTBETCTBUWU C MX KOMMETEHUMEWN, OMNpeaensemolr AOBEePEeHHOCTAMM Ha BbINOJHEHUE
onpeaeneHHblXx AEUCTBUA OT WMMEHW OpraHM3auuun, BHYTPEHHUMMU HOPMATUBHLIMU [OKYMEHTAMMU
opraHusaumm).

4.15. OTaenbHble BUAbI BHYTPEHHMX AOKYMEHTOB (CNy»KebHble, 06bACHUTENbHbIE 3aNUCKU) Ha UMA
PYKOBOAMUTENS CTPYKTYPHOrO MoapasgeneHua MOAMMCHIBAOTCA UCMOAHUTENEM (COCTaBUTENEeM), ecu
paspeluaemble Npu 3STOM BOMPOCHI He BbIXOAAT 3a NpeAe/ibl ero KOMMETEHLMMU.

4.16. JOKYMeHTbI, Hanpas/iseMble B BbICLUME OpPraHbl roCyapCTBEHHOM B/1ACTU, HA UMSA MEPBbIX
pykoBoauTenen d¢enepanbHbiX OPraHOB MWCMOJIHUTENIbHOW BAacTW, pPyKOBOAUTENIEM CybbeKToB
Poccuiickoli degepaunn 1M 3apybexkHbIX rocyAapcTs, NOAMMCHIBAIOTCA PYKOBOAWUTE/NIEM OpraHu3auuu
U IMyom, UCNONHAKLWUM ero obAa3aHHOCTHU.

4.17. [OKyMmeHTbl, Hanpasademble B NOABEAOMCTBEHHblIE W CTOPOHHME OpraHusauum,
NoANUCLIBAOTCA 3aMeCTUTENIAMM  PYKOBOAUTENA OpraHmsaumMn, WUHbIMW  OOMKHOCTHBIMM  IMLLAMM
OpraHM3auum B COOTBETCTBUM C NPeaoCTaBAEHHbIMU UM MOJHOMOYNAMM.

4.18. [loKymeHT noanucbiBaeTca AByMA wan Bonee nnLAMKM, eCiN 3a coAepKaHMe AOKYMeHTa
HecyT OTBETCTBEHHOCTb HECKOJIbKO PabOTHWKOB (ZOKYMEHTbI, MOATOTOB/IEHHbIE HECKOJIbKUMM
nogpasgeneHusamMmm UM opraHmsaumamm, pabouei rpynnoi, Kommccuen).

4.19. MopanucbiBaeTcsA, Kak NpaBWIO, OAMH 3K3eMnaap AoKymeHTa. COBMECTHbIN [OKYMEHT
NOAMMCLIBAETCA B KONNYECTBE, COOTBETCTBYHOLLIEM KONNYECTBY OPraHN3aLmiA, CO34aBLUMX AOKYMEHT.

Mpn HanpaBAeHUM MUCbMa WAM  BHYTPEHHEro WHPOPMALMOHHO-CNPABOYHOIO AOKYMEHTA
HECKONbKMM agpecaTam (He 6osiee 4eTbipex) MOAMNMCHIBAETCA KarKAblIM OTMPABAAEMbIA 3K3eMNAAP
OOKyMeHTa.

4.20. Mognucb Ha AOKYMeHTe 0pOpMAAETCA B COOTBETCTBMU C NyHKTamu 2.47, 2.48 MpumepHoi
WUHCTPYKLMN.

4.21. YTBEpPKAEHNE AOKYMEHTA NPOM3BOAMTCA:

HenocpeacTBEHHO PYyKOBOAMTENeM - MPOCTaB/ieHWeM COBCTBEHHOPYYHOW noanucu B rpude
YTBEPKAEHWUSA;

NPUKa3om OpraHmnsauumun.

4.22. YTBEpKAAOTCA NPaBuaa, NOMOXKEHMA, MHCTPYKLUN, PernameHTbl, HEKOTOPble BUAbI aKTOB,
nAaHbl, MPOrpaMmbl WM AOpPyrMe AOKYMEHTbl, YCTaHaBAMBAlOLWME HOPMbl W/MAM paccyMTaHHble Ha
anutensHoe npumeHeHue (npunoxkexHne N 10).

Odopmneruve rpuda yTBep:KAEHUS MPOU3BOAUTCA B COOTBETCTBMM C MyHKTOM 2.41 MpumepHOM
MHCTPYKLMMW.

4.23. lognucb pyKkoBOAMTENA OpraHM3auunM WAWM WHOTO YNONHOMOYEHHOTO UM AMUa Ha
OOKyMeHTax, Tpebytowmx ocoboro yaocroBepeHma Mx NOAJANMHHOCTU, 3 TaKKe Ha KONUAX AOKYMEHTOB U
BbINUCKAX U3 JIOKYMEHTOB 3aBepaeTca nevatbio (npunoxkerHune N 11).



MeyaTb Ha JOKYMEHTE NPOCTABAAETCA B COOTBETCTBMM C MYHKTOM 2.49 MPpUMEPHOA MHCTPYKLMK.
V. OpraHu13auma A,oKymeHToo60poTa

5.1. lokymeHTOObOpPOT BK/HOMAET BCHO NOC/1€A0BaTE/IbHOCTb NEPEMELLLEHNI AOKYMEHTOB, a TaKXKe
onepauun, coBepllaemble C [OKYMEHTaMW B MpoOLecce MX CO34aHus U UCNOJIHEHMA (nony4yeHue,
OTnNpaBKa, NpeasapuUTeIbHOE PAaCCMOTPEHME, PErUCTPaLLUA, PaCCMOTPEHNE PYKOBOAUTENEM).

5.2. Uenb opraHusaumMm AOOKyMmeHToobopoTa - obecrneyeHue CBOEBPEMEHHOrO MPUHATUSA
YyNpaBAEHYECKUX PELUEHMI U UX UCMONHEHMA. 3afada AOKYMeHTOobopoTa - OpraHM3oBaTb ABUMKEHMe
OOKYMEHTOB NO HaUMEHee KOPOTKOMY MYTU C MMHMMalbHbIMW 3aTPaTaMu TPy4a U BPEMEHMU, B YC/TIOBUAX
3/IEKTPOHHOIO AO0KYMEeHTOObOpoTa - obecneunTb [OCTYN K AOKYMeHTam nosb3oBatenam C3[ B
COOTBETCTBMM C NPEAOCTABNEHHBbIMWU MM MPaBamMm.

5.3. B ycnosuax npumeHeHua C3[, B opraHM3auum MUCNOJb3YHOTCA 3/1EKTPOHHbIE AOKYMEHTbI, a
TaKXKe 3/IeKTPOHHbIE KOMUU AOKYMEHTOB, MOJy4YeHHble B Pe3ynbTaTe CKaHWMPOBAHUA AOKYMEHTOB Ha
b6ymaxKHOM HocuTene. JOoKyMeHTbl OpraHM3aunmn, UMeloLLIMe BPeMEHHbIe CPOKKU XpaHeHua (go 10 ner
BK/IIOYNTE/IBHO) MOTYT CO34aBaTbCA, XPaHWUTbCA W  WUCMNO/b30BaTbCA WUCKOYUTENIbHO B  dopme
3NEKTPOHHbIX AOKYMEHTOB.

MepeyeHb AOKYMEHTOB, CO34aBaeMbIX, XPaHUMbIX WU UCMO/b3YEMbIX UCKAOYUTENbHO B dopme
3NEKTPOHHbIX JOKYMEHTOB, YTBEPKAAETCA PYKOBOAMUTEIEM OPraHn3aLmnm.

5.4. OpraHu3auua AOBUXKEHUS [JOKYMEHTOB B YC/IOBMAX 3/1EKTPOHHOIO [AOKymeHToobopoTa
OCYLLECTBNSAETCA B COOTBETCTBUM C PErN1amMeHTUPOBAHHbIMKM  MaplpyTamn, paspabaTbiBaemMbiMu
Cnyxboli  genonpousBoACTBa. MapwpyTtbl  OBUXKEHUA OpraHM3aUnMOHHO-pacnopPAANUTENbHbBIX
OOKYMEHTOB AO0/XHbl OblTb ONTUMaNbHbIMM MO 3aTpaTam BPEMEHW, He [AOJKHbl A0NycKaTb
Ayb6nvpyloLLMX onepaunii n BO3BPATHbIX ABUMKEHUN, He 06YCNOBAEHHbIX A4e10BON HEOBXOAMMOCTbIO.

5.5. OpraHu3aumsa 4oKyMeHT0060poTa OCHOBbIBAETCA Ha MPUHUMNAX:
LEeHTpann3aLmMm onepaumin no Npuemy 1 oTnpaBke AOKYMEHTOB;

pacnpeaeneHna OOKYMEHTOB Ha [OOKYMEHTOMOTOKW, MMeEKWMe OAMHAKOBbIA  MapLpyT
(MmapwpyTnsauma 4OKYMEHTOB);

OopraHunsauunn npenBapuTesibHONro PaCcCMOTpPEHNA BXOAAWNX OOKYMEHTOB;

NUCKHOYEHNA BO3BPATHbIX ABM)KeHM[;I AOKYMEHTaQ, He O6yCﬂOBﬂeHHbIX AGHOBOVI HEO6XOAVIMOCTbIO;
OAHOKPATHOCTU peErncTtpaunm OKyMeEHTOB;

YCTPaHEHUA Heo6OCHOBaHHbIX COrNacoBaHNUM NPOEKTOB AOKYMEHTOB;

BPEMEHHON pernameHTauMM onepauuini no o6paboTKe, PaCcCMOTPEHUIO UM  COMIACOBAHUIO
AOKYMEHTOB.

5.6. B pOoKymeHTOOb6OpOTE OpraHMsauMM  BbIAENAIOTCA  OOKYMEHTOMOTOKM:  BXogsluue
(noctynatowme) AOKYMEHTbI; Mcxodawme (oTnpaBasaemble) AOKYMEHTbl; BHYTPEHHWE AOKYMEHTbl. B
COCTaBe BXOAALLMX U UCXOAALLNX LOKYMEHTOB BblAENAOTCA:

[OKYMEHTbI OPraHoOB rocyAapCTBEHHOM B1ACTW, OPraHOB MECTHOTO CaMOynpaB/eHus;
[OKYMEHTbI GUANAN0B U TEPPUTOPMANbHO 060COBIEHHbIX NoAPasAeNeHN;

AOKYMEHTbI U3 TOCYAaPCTBEHHbIX N HEFTOCYA4aPCTBEHHDbIX opraHmsau,Mﬁ;



3anpocbl aenytatoB locypapctBeHHolM [ymbl M uneHoB Coseta Pegepaumu, aAenytaTos
3aKoHoZaTesIbHbIX OpraHoB CybbekToB Poccuitickol degepaumm n opraHoB MeCTHOrO CaMoymnpaBaeHUs;

obpalleHun rpaxkaaH;

AOKYMEHTbI U3 NPaBUTE/IbCTBEHHbIX U HEMPaBUTE/bCTBEHHbIX OPraHM3aumnin 3apybeskHbIX CTpaH U
Apyrve rpynnbl 4OKYMEHTOB.

5.7. locTaBKa M OTnpaBKa AOKYMEHTOB B OpraHM3auLuu OCYLLECTBAAIOTCA CPeaCcTBaMn NOYTOBOW
cBA3M, denbaberepckolt U KypbepcKoW CBA3M, HaPOYHbIMU U Pas3ANYHbIMKM BUAAMM 3EKTPOCBA3U
(bakcummnbHan, TenerpadHasn, TenedpoHHass, 3/MEKTPOHHAA Mo4YTa, CUCTEMa MENKBEAOMCTBEHHOTrO
3/IeKTPOHHOIo AOoKyMeHToobopoTta (M30) <12>, C34).

<12> [Ons rocygapcTBEHHbIX OpraHu3aumim - yyactHukos M340.

5.8. B opraHu3aumio A0CTaBAAETCA KOPPECNOHAEHUMA B BUAE NMCEM, MOYTOBbIX KapTO4ekK,
baHAeponen 1 NakeToB, NeYaTHbIX U3AAHUN, Tesnerpamm, Gakcorpamm, TenedoHOrpamm, 3/1EKTPOHHbIX
OOKYMEHTOB M 3NEKTPOHHbIX KOMWIA AOKYMEHTOB.

5.9. T[lpuem [OKyMeHTOB ocylwecteaseTca Cnayxboii pgenonpoussoactsa.  [dOKYMEHTSI,
no/slydyeHHble paboTHMKaMM OT APYrMx OpraHU3aunuin, TakKe nepegatotca B Cay:kby genonponssoacTea
ANA peructTpauumn u/unm yyera.

5.10. Bce nocTynuBlIME B OpPraHM3aUMIO [OKYMEHTbl nogasnexaT nepBuyHon o6paboTke,
BKJ/IHOYAIOLLIEN:

NPOBEPKY NPaBUIbHOCTU AOCTaBKM SOKYMEHTOB;
NPOBEpPKY LLeNIOCTHOCTM YNAaKOBKM (KOHBEPTOB, MAKeToB);

BCKPbITME YMNaKOBKM (33 UCK/AOYEHMEM KOHBEPTOB, MAKeTOB C MomeTkol "/lnyHo" u rpadamm
OrpaHWYEHUA JOCTYNA K AOKYMEHTY);

NpPoBEepPKY LLeZIOCTHOCTU BXOAAWMNX AOKYMEHTOB, BK/1KOYaA NPUNOKEHUA,
YHUYTOXXEHNE KOHBEPTOB, NAaKETOB U/IN YNMAaKOBKH;
NpocCTaB/ieHNE OTMETKHN O NOCTYN/IEHUN AOKYMEHTA B OpraHn3auuto.

5.11. OwmnboYHO AOCTaB/1IEHHblIE OOKYMEHTbI NEPECHLINNATCA MO HAa3HAYEHUIO NN BO3BPALLAOTCA
otnpasutento. JJoKymeHTbl, NOCTyNUBLLME B I'lOBpG)K,CI,EHHOVI YNaKoOBKe, MPOBepPAKOTCA Ha LLeZIOCTHOCTb, B
TOM 4YUCNE HA HaInYne MmexaHn4yecKkunx I'IOBpE)K,EI,EHMI‘;I.

MoyToBble OTNPaB/AEHUA, HEeCTaHAAPTHbIE NO Becy, pasmepy, Gopme, UMEIOLLIME HEPOBHOCTU MO
H60KaM, 3aKNEeeHHble JIMNKOWN JIEHTOM, MMEIOLLME CTPAHHbIN 3anax, LBET, MPeanonoKUTEIbHO UMetoLLMe
B/IO)KEHWA, HEe XapaKTepHble A/ MO4YTOBbIX OTNPAB/AEeHWA, He BCKpbiBatoTcs. O  noayyeHun
NoA03PUTENILHOTO MoOYTOBOrO oTnpaBAeHUs [OKNaabiBaerca PYKOBOAUTENIO Cny6bl
OEeNonponsBoACTBa M B CNYXKOYy 6esonacHOCTM (Npu ee Haanymm).

5.12. Mpu noctynneHMM BXOAALLErO AOKYMEHTA B MOBPEXAEHHOW YMaKOBKE, MOBPEXAEHUU
OOKYMEHTa, Npu OTCYTCTBUM B KOHBepTe (NaKeTe) AOKYMEHTa, ero 4acTu WM NMPUNONKEHUI K Hemy, a
TaKKe Npu OTCYTCTBMM MOAMMUCK Ha BXOAALEM AOKYMEHTE COCTaB/AETCA aKT B ABYX 3K3emMnaspax Ha
6ymaxkKHOM HocuTene, noanucbiBaembliii AByma paboTHMKamu Cny»Kbbl AenonponsBoacTBa.

OauH IK3emMnnAap akTta Bmecte C BXoA4AWMM AOKYMEHTOM U ero npunoxXeHnamum nepenaetca Ha



npegsapuTesibHOE PacCMOTPEHME U PETUCTPALIMIO, BTOPOW SK3EeMMAAP aKTa BbICbINAETCA OTNPABUTEN!O.

5.13. KoHBepTbl, NakeTbl MAM YNAKOBKA COXPAHAKOTCA U NPUAAraloTca K BXOAALWMM AOKYMEHTaM B
cny4asx:

€C/1IN TOJZIbKO MO HUM MOXHO YCTaHOBUTb OTNpasutTena nan AaTty oTnpassieHnA,;

ecnn BXO,D,HLLI,VIVI AOKYMEHT NOCTYNUA NO3XE YKA3aHHOIo B TEKCTE JOKYMEHTA CPOKa UCNOJIHEHUA
U1 0atbl MEPONPUATUA;

npu 60nbWOM PaCXoXO4eHNN MeXay AaTaMn noANNCaHNA N NONTy4EHUA AOKYMEHTOB.

Mocne 3asepuweHna paboTbl C AOKYMEHTOM KOHBEPT BMECTE C AOKYMEHTOM MOMELLAeTca Ha
XpaHeHue B Aeno.

5.14. KoHBepTbl (NakeTbl), umetome otmeTKy "JlInyHo" ("Private"), rpndbl orpaHuyeHma goctyna K
OOKYMeHTaM, CcofepyKallMm CcBedeHMs KOHPUAEHUMANbHOTO XapakTepa, He BCKpbIBaloTcA WU
nepegatoTca:

c otmeTKow "MlnyHo" ("Private") - HenocpeacTBEHHO aapecary;

C rpudamu orpaHuMyeHMsa AOCTyna - B CAYXOYy KoHbMAeHUMaNbHOro AeNonpownsBoACTBa MM
paboTHUKY Cny»bbl AenonpovsBoAcTBa, B 06A33aHHOCTM KOTOPOro BXOAUT 06paboTKa AOKYMEHTOB,
cogeprKalmx cBeeHUsA KOHOUAEHLMANbHOTO XapaKTepa.

5.15. BxopgAwme 3NeKTPOHHble [OKYMEHTbl, MOCTynNuBLUIME OT APYIMX OpraHusaumin no
3N1EKTPOHHOM nouTte, nocpeacrsom C3A n/uan M30 npuHumatotcs Cayxboi 4enonpors3BoacTBa.

DNEKTPOHHbIE  [AOKYMEHTbI, MOCTyNMBWMWE MO MHOOPMALMOHHO-TEIEKOMMYHUKALMOHHbIM
KaHanam M nognucaHHble YCWAeHHOW KBanMbUUMpPOBaHHOW nognucbio, BKAkodatoTca B C3[] nocne
NPOBEPKN 3NEKTPOHHOW MNOAMUCU U NOATBEPKAEHMA ee AeNCTBUTENbHOCTU <13>; 3/1eKTPOHHble
AOKYMEHTbI, NOCTYNUBLLME OT APYrUX OPraHN3aumii MO 3NEKTPOHHOW NoYTe M NoANMUCaHHbIE YCUNEHHOM
HeKkBaMOULUMPOBAHHOM NOANUCHIO AN MPOCTON 3NEKTPOHHON NOANUCHIO, NPOXOAAT NpeABapuTeibHoe
paccMoTpeHne W BKAoualoTca B C3 NpyM HaAvuMmM MeKay opraHusaumen-oTnpaBuTenem W
opraHusaumein-nosyyatenem cornaweHna o6 obmeHe 3NEKTPOHHLIMWU AOKYMEHTAMM, NOANUCAHHbIMM
COOTBETCTBYIOLWEN NOAMNUCHIO.

<13> WHAMBMAYaNbHOW WHCTPYKLMENH MO Aefonpov3BOACTBY MOXKET ObiTb NpeaycMoTpeHa
pacrneyaTka [OKYMEHTOB, MOCTYNUBWMX B ¢GOpMe 3NEKTPOHHbIX AOKYMEHTOB, C MocC/aeayloLLeit
opraHusaumen paboTbl C HUMM KaK C JOKYMEHTAaMM Ha BymarkKHOM HocuTene.

5.16. lMepBu4yHaa 06paboTKa 3NEKTPOHHbIX AOKYMEHTOB, MOJYYEHHbIX MO MHPOPMALMOHHO-
TENEKOMMYHUKALMOHHbIM KaHanaM CBA3W (371eKTpoHHas noyta, M30, caliT opraHusauuun) ot Apyrux
OpraHun3auuii 1 rpaxaaH, fo1KHa COOTBETCTBOBATb TEXHOIOMMM PaboTbl C BXOAAWMMU AOKYMEHTAMM.,

5.17. NepsunyHas obpaboTKa AOKYMEHTOB 3aBepLUAETCA UX pacnpeseseHMeM (COPTUPOBKOWM) Ha
pernctpupyemble U HeperucTpupyemsbie (Npunoxenune N 12) <14>.

<14> K AOKYMEHTaM, HE nognexawmnm perncrpaunmm, OTHOCATCA OOKYMEHTbI, HE Tpe6yrou.|,me
MUCNONTHEHNA N HE coaepiKalme l/IHd)OpMaLI,MM, MCHOﬂb3y€MOﬁ B CMPaBOYHbIX UeNAX.

5.18. Perucrpaums BXoAALMX AOKYMEHTOB OCYLLECTBAAETCA HE3aBUCMMO OT cnocoba MX A0CTaBKu



oAMH pa3: B Cnyxbe [enonpousBoAcTBa WAW B CTPYKTYPHOM MNoOApasaeneHuu opraHusaumm B
COOTBETCTBMM C YCTaHOBNEHHON GOPMOI OpraHn3aLUunm aenonpomnssoacrsa <15>.

<15> B wWHAMBMAYANbHOW MUHCTPYKUMWM MO [AEeN0NpPOU3BOACTBY YCTaHaB/MBAEeTCA MecCTO
perncTpaunmn BXxogsawmx 4OKYMEHTOB (LeHTpannsoBaHHoO - B Cnyxxbe genonpounssoactsa uam B Cnykbe
OEeNonpomnsBOACTBa M CTPYKTYPHbIX MogpasfaeneHusax), a Takxe cnocob peructpauum (8 C34 wam B
pPerncTpaunmoHHO-y4YeTHbIX popmax Ha BymarkHOM HocuTene).

[JOKymMeHTbI, nocTynalowme W3 ApYyrux OPraHuM3auMii  HemnocpeacTBEHHO B CTPYKTYpHble
noapaszeneHunn, Ho Tpebylolwme pPacCMOTPeHMs PYKOBOACTBA, NepesaloTca ANA PerucTpauym u
npegBapuTeIbHOro paccMmoTpeHus B Cny»Kby AenonponsBoacTsa.

5.19. Peructpauma BxoAAWMX AOKYMEHTOB OCYLLECTBAAETCA B [AeHb WX NOCTyNaeHuMA WAM Ha
cneayrowmii pabounii geHb Npyv MNOCTYMJIEHUN AOKYMEHTOB B KOHLE paboyero gHA MauM B Hepabouee
Bpems.

Pernctpaums obpalleHMn TpakAaH OCYLIEeCTB/AETCA B TeYeHMe Tpex J[Hel C MOMEHTA
noctynneHuns obpauwteHma <16>.

<16> depepanbHbiii 3akoH oT 2 maa 2006 r. N 59-®3 "O nopsake paccMOTPeHWUs obpaleHui
rpaxkgaH B Poccuitckoit depgepaunn” (CobpaHue 3akoHogaTenbcTBa Poccuiickon degepaumm, 2006, N
19, cT. 2060; 2010, N 27, cT. 3410; N 31, cT. 4196; 2012, N 31, cT. 4470; 2013, N 19, cT. 2307; N 27, cT.
3474; 2014, N 48, cT. 6638; 2015, N 45, cT. 6206; 2017, N 49, cT. 7327).

5.20. CsefeHMA O NOCTyNMBLUEM [AOKYMEHTe BHOCATCA B 3/IEKTPOHHYIO pPerucTpaLmoHHYo
KapTouky (3PK) C3/[ vnu perucTpaumoHHo-y4YeTHyo dopmMy Ha BymaxKHOM HocuTesie, a MOCTynMBLUEMY
OOKYMEHTY NPMCBaMBAETCA PErnCTPaLLMOHHbBIN HOMED.

PerncTpaumoHHbIi HOMep BXOAALLErO AOKYMEHTA COCTOUT U3 MOPAAKOBOro HOMepa AOKYMEHTa B
npeaenax KaneHZapHoOro roja, KOTOPbIA MOMKeT ObiTb A0MNosHeH LUMPPOBbIMU UAN  BYKBEHHO-
UMPPOBLIMM KogaMu (MHAEKCaMM) NO UCNOb3yeMbIM KnaccudukaTopam <17>.

<17> CTpyKTypa perucTpauMoHHOro HOMepa BXOAALLEro [AOKYMeHTa  onpegenserca
WMHANBUAYANbHOMN MHCTPYKUMEN MO AEN0NPOU3BOACTBY OpraHn3aLum.

5.21. Ha Bcex 3aperncTpMpoBaHHbIX AOKYMEHTAX, 33 UCKAOYEHMEM AOKYMEHTOB, MOCTYNUBLUUX B
bopMe 31eKTPOHHbIX LOKYMEHTOB, NPOCTaBAAOTCA OTMETKM O NOCTYN/IEHNUN AOKYMEHTA B OPraHn3aumio.
B oTMeTKe 0 nocTyniaeHUn AOKYMeHTa GUKCUMPYHOTCA AaTa NocTynaeHusa (Npyu HeobxoAMMOCTU - Bpemsa
NOCTYMN/JIEHUS B Yacax U MMUHYTax) U BXOAALWMI PErncTPaLMOHHbIA HOMEpP LOKYMEHTA B COOTBETCTBUM C
NyHKTOM 2.36 MpMMepHOI MHCTPYKLUN.

5.22. [JoKyMeHTbl, MOCTyNMBLIME Ha OyMa)KHOM HOCUTEsNE, CKAHMPYHOTCA, 3/IEKTPOHHAasA Konus
AOKymeHTa BKatoyaeTcs B C3/1 u npucoeauHaeTca K OPK goKymeHTa.

5.23. KoppecnoHAeHUMA Ha WMHOCTPaHHbIX A3blKaX, a4pecoBaHHana PYKOBOACTBY OpraHM3aLuiu,
nocne peructpauumn B Cnykbe OenonpousBoacTBa nepenaeTcs B COOTBETCTBYlOLLee nogpasaeneHue
MAM PaboOTHWKY oOpraHuMsauMM Ana nepesoga WM nocaedylolleit nepegayyM Ha paccmoTpeHue
pykoBoAacTBa. MHas KOppecnoHAeHUMA Ha WMHOCTPaHHbIX fA3blKax MNepefaeTcA Mo Ha3HauyeHuto
HenocpeAcTBEHHO B CTPYKTYPHbIe NoApasaAeneHus.
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5.24. MNMpeaapuTeibHOE PAacCMOTPEHWEe NPOBOAUTCA B LEensxX pacnpegeneHus nocTynawowux B
OpraHM3aumio AOKYMEHTOB Ha Tpebytowme 0bsA3aTeIbHOro PacCMOTPEHUA PYKOBOACTBOM OpraHusaumnm
M Hanpas/sieMble HenoCcpeaCTBEHHO B CTPYKTYpPHbIe Noapa3aenieHuns.

5.25. MpeaBapuTtenbHOE pPacCMOTPEHUE BXOAAWMX [AOKYMEHTOB ocyliectaseTca B Ciyxbe
[en0npon3BoACTBa NOCAE PErncTpaumMmnm 4OKYMeEHTOB.

MpeasapuTesibHOE PAaCCMOTPEHME MOMKET NPOBOAUTLCA A0 Perucrpaumm B ciydae nocTynneHus
OOKYMEHTOB C OTMETKamM, TpebylolwmmMn HesameaUTeNbHOro PacCMOTPEHUA U UCTIOJIHEHMUSA
OOKYMEHTa.

5.26. MpepgBapuTebHOMY PACCMOTPEHMUIO MOA/ENKAT BXOAAWME AOKYMEHTbI, apecoBaHHblE B
OpPraHM3aLMIo U HAa UMS ee PYKOBOAMUTENA.

[JOKyMeHTbl, aZpecoBaHHble  MOApPa3AeNeHUAM,  PYKOBOAUTENSAM  MoApasfefieHuin U
cneumanncTam, nepeaaroTcs B CTPYKTYPHble noapasgeneHua 6e3 npeaBapuTesibHOrO PacCMOTPEHUS
<18>.

<18> CocrtaB AOKYMEHTOB, nognexawux npeaBaputesibHOMY PaCcCMOTPEHUIO B OpraHu3dauunu,
MOXKeT bbITb KOHKPETU3NPOBAH B MHAMBMAyaﬂbHOVI MHCTPYKLU MM NO Aenonponssoacrsy.

5.27. [pepBapuTenbHOE pPACcCMOTPEHME OCYLLECTBAAETCA MCXOAA M3 OLEHKU COoAeprKaHuA
BXOOALLMX AOKYMEHTOB, C YYETOM YCTaHOB/IEHHOrO B OpraHMsaumum pacnpeneneHns GyHKUMOHaAbHbIX
06s3aHHOCTEN MeXAy PYKOBOAWUTENEM OpraHuM3auMu, €ero 3amecTUTeNAMM, PYKOBOOMUTENAMM
CTPYKTYPHbIX NoApasaeneHum.

5.28. Mo pe3ynbtatam npeaBapuTe/ibHOTO pPacCMOTPEHMA [AOKYMEHTbl pacnpefendarTca Ha
LOKYMEHTONOTOKM, Hanpasisemble:

Ha paccMOTpeHMe PYKoBOAMTENA OpraHvsaumu (LOKYMEHTbl, NoCTynalowue U3 OpraHoB
rocyAapCTBEHHOW BAACTU, OPraHoOB MECTHOrO CaMOoyMNpaBieHMUA, AOKYMEHTbI NO Hanbosiee BaKHbIM U
NPMHLMNNAAbHBIM BONPOCaM AeATeIbHOCTM OpraHM3aumn);

Ha PacCMOTPEeHWEe 3aMecTUTeNie PyKoBOAUTENS (LOKYMEHTbI MO HamnpaBAeHUAM LeATe/IbHOCTH,
KYPUPYEMbIX COOTBETCTBYIOLLMMM 3aMeCTUTENAMM);

Ha PaCCMOTPEHNE UHbIX pyKOBOAVITeﬂeﬁ, rNaBHbIX N BeAyWwunx cneunaaincros,;

Ha paccmoTpeHune wun UCnoanHeHMe B CTPYKTYPHble noAapasgeneHnAa no HanpaBaeHnam Uux
AeATENDbHOCTU.

5.29. Mo 3aBepweHUN nNpesBapuUTE/IbHOrO  PACCMOTPEHUA  AOKYMEHTbl  MepeaaroTca
COOTBETCTBYIOWMM PYKOBOAUTENAM AO/1A PACCMOTPEHMA WM BbIHECEHMA pe3oalounin (YKasaHuii no
WUCNOIHEHUIO).

5.30. PaccMoTpeHne AOKYMEHTOB PYKOBOAMTEIEM OCYLLECTBAAETCA B A€Hb Nepeaadn AOKYMEHTOB
PYKOBOAMUTENIO MW Ha Cleaylowmnin paboumnii AeHb, ecnn AOKYMEHTbI nepegaHbl PYKOBOACTBY B KOHLE
pabouero ans.

JoKymeHTbI, Tpebylolme CPOYHOrO PAcCMOTPEHUA, a TaKkKe Teserpammbl U TenedpoHOrpammbl
paccMaTpuBaloOTCA PYKOBOAUTENIEM HE3aMen IUTEbHO.

5.31. Pe3y/ibTaTbl PaCCMOTPEHUA AOKYMEHTa PYKOBOAMUTENIEM OpPraHM3aLuu, ero 3amecTUTeNs Mu,
pyKoBoAUTENs MW MoapasgeneHuii obopmaaTcA B BUAE PE30NOLUMN B COOTBETCTBUM C NMyHKTOM 2.43



MpUMEPHON MHCTPYKUMN.

5.32. CBefeHuss o0 pe3osounn (MCNONHUTENb, COAEpXKaHUE MNOPYYEHUs, CPOK UCMOJIHEHUS)
cneumanmuctom Cny»x6bl genonpomnssoactsa BHocATca B IPK C3/[1, nocne 4ero UCNOAHUTENN NOJIyYaloT
OOCTYN K 3N1EeKTPOHHOMY LOKYMEHTY UAWN NEKTPOHHOM KOMUU AOKYMEHTA, eCN AOKYMEHT NOCTYNUA Ha
6ymaxKHOM HocuTene.

5.33. [JokymeHTbl, NocTynatowmne Ha bymaxKHOM HocuTene, nocae UxX PerncTpaumm, BKAOYEHUS B
C3/[ B BMAE 3/IEKTPOHHbIX KOMWA U PAacCMOTPEHUA PYKOBOACTBOM MepeaarTcs B COOTBETCTByOWME
CTPYKTYPHbIE Noapasae/ieHma Ha UCNOHEeHUE UK NomellatoTca B geno B Cnyxkbe aenonpomnssoacTsa B
COOTBETCTBUM C HOMEHKNATYPOI Aen opraHM3aumm.

Ona oukcaumm dakTta nepefaun BXOAAWMX AOKYMEHTOB U UX KOMWI Ha BymaxkHOM HocuTene
NCMOMIHUTENAM B CTPYKTYPHble MoApa3aenieHna MoryT MCNo/b30BaThCA KypPHanbl (peectpbl) nepenaum
[OKYMEHTOB.

5.34. Mpun 6ymaxkHOM [A0KYMeHToobopoTe MNOAJIMHHUKM BXOAAWMX [OOKYMEHTOB, B C/y4yae
Ha3HaAYeHMA HECKO/IbKUX MWCMOSIHUTENEN NepenatoTcd OTBETCTBEHHOMY WCMOJIHUTEND, OCTa/ibHbIM
ncnonHutenam Cnyxba f4enonponsBoacTBa nepesaet KONMM AOKYMEHTA.

5.35. WcxopAwme LOOKYMEHTbl, 3aBM3MPOBAHHbIE BCEMM 3aUHTEPECOBAHHbIMM AMUAMU U
NnoAnucaHHble PYKOBOAUTENEM WAN MHbIM YNOJHOMOYEHHBIM UM NULOM, peructpupytotca B Cnyxbe
AenonpounsBoacTBa OpraHn3auum.

5.36. Perucrpauusa MUCXOAALWMX OOKYMEHTOB OCYLLECTBASETCA B AE€Hb MNOAMUCAHUA WAM HA
cneayowmin pabounii aeHb, ecnn JOKYMEHTbl 6bliM MoanucaHbl B KOHUe paboyero AHA wan B
Hepabouyee Bpems.

5.37. Mepep peructpaumen wmucxogawmx AokymeHtoB Cnyxkba [enonpousBoacTBa nposepsieT
NPaBuUAbHOCTb 0OPMIEHUS [AOKYMEHTOB (B TOM YMC/e Ha/auvuve TMOANWCEN, BWU3, NPaBUIbHOCTb
HanncaHunA a,u,pecos), d TaKXe YKa3aHHbIX B UCXOOAWMNX OOKYMEHTaX anﬂO)KEHVIVI, cooTBeTCcTBUE
KO/IMYECTBA 3K3EMMNIAPOB KONMYECTBY a[pecaTtoB MO YKa3aTeNt pPacCbliKM, Haanume OTMeTKUu 06
ncnosHuTene.

5.38. Mpu peructpaumm ucxogawero nucema B C3[, cBegeHUa 06 OTNpaBAsSeMOM LOKYMEHTe
dukeunpytotca B IPK, K KOTOPOW NPUKPENIAETCA 3NEKTPOHHAA KONUA OTNPaBAAEMOro JAOKYMEHTA.

Ecnm 3PK 6bina cosgaHa B8 C3[, npy NOAroTOBKE MPOEKTa AOKYMEHTa, TO NpW perncrpaumu
NCXOAALLErO AOKYMEHTa B Hee A06aBAAOTCA CBEAEHMA O PErUCTPALMOHHOM HOMEpe, AaTe pernctTpauum
n Apyrve ceesieHns 06 ncxoaaliem AOKyMeHTe.

5.39. PernctpaumoHHbI HOMep UCXOAALLEro AOKYMEHTa A0JIXKEeH COCTOATb U3 KOA0B (MHAEKCOB) B
COOTBETCTBUM C NPUMEHSEMbIMU KiaccudUKaTopamm M NOPSAAKOBOro HOMepa AOKYMeHTa B npeaenax
KaneHgapHoro roaa.

[aTa perucrtpaumm v perucTpaunoHHbli HOMep NPOCTaBAAIOTCA Ha OTNPABAAEMOM AOKYMEHTe, a
TaK)Ke Ha KOMuM UCXOAALLEero AOKYMEHTa, OcTaloleinca B aese, B COOTBETCTBMM C NyHKTamm 2.35, 2.36
MpUMepPHON NHCTPYKLUUM.

5.40. Wcxogawmin  OOKYMEHT, MOAMMCaHHbIN PYKOBOAUTENEM OpraHuM3aumnm  WAN  UHbIM
YNO/IHOMOYEHHBIM UM  [AO/IKHOCTHbIM /IMLOM, MepeaaeTca Ha OTMnpaBKy, Konua [OKYMeHTa Ha
HyMaXKHOM HoCUTE e C BU3aMM MOMELLAETCA B Ae/10 B COOTBETCTBMM C HOMEHKIATypon aen.

DNeKTPOHHbIE AOKYMEHTbI NOC/ie UX NOAMMUCAHUA 3/1IeKTPOHHOM NOANMUCLIO U OTNPABKU agpecaTy
XpaHaTca B 6a3e gaHHbIX CI/.



5.41. B 3aBUCMMOCTUN OT COAEpPXaHUA U CPOUYHOCTU JOKYMEHTbI, OTNpaBAseMble U3 OpraHM3auum,
OOCTaB/AOTCA agpecaTtam CpeacTBaMu MoYTOBOM, enbAberepckoi CBA3W, CMeuCcBA3U, Kypbepom,
3KCMPECC-NoYTOM, a TaKKe nepesatoTca Mo KaHanam 3/1eKTpocBAsn (pakcummunbHan cessb, Tenerpad,
TenedoH, aneKkTpoHHaaA noyta, M340, C2A).

ObpaboTKa KoppecnoHAEHUNM ANA OTNPABKM NOYTOBOM CBA3LIO OCYLLLECTBAAETCA B COOTBETCTBUM C
MpaBunamm oKasaHMA yCayr NOYTOBOM CBA3U <19>,

<19> MpuKas MUHUCTEPCTBA CBA3U U MACCOBbIX KOMMYHMKauuMii Poccuitickolt ®eapepaumm ot 31
niona 2014 r. N 234 "06 yTtBep:aeHUn MNMpaBun oKasaHUA yCcayr NOYTOBOM CBA3KU" (3aperncTpmMpoBaH B
MuHUucTepcTBe toctuumm Poccuinckont ®egepaunn 26 aekabpa 2014 r., peructpaumoHHbii N 35442), ¢
N3MEHEHMAMM, BHECEHHBIMWU NMpPUKa3zom MUHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHUKauUuIi Poccuinckoit
depepaunn ot 13 despana 2018 r. N 61 "O BHECEHMUN U3MEHEHUM B NPUKa3 MUHUCTEPCTBA CBA3UN U
MacCOBbIX KOMMYHUKaumii Poccuinckon ®epepauum ot 31 mwona 2014 r. N 234 "O6 yTBEprKAEHUMU
MpaBun OKasaHMA yCAyr No4ToBOK cBA3KU" (3apernctpupoBaH B MuHUCTEpCTBE tOCTULMKU Poccuiickoi
depepaunn 28 mapta 2018 r., peructpaumnoHHbiii N 50545).

5.42. [OKyMeHTbl, He WMelolme agpecHoOM YacTu, MPUHMMAIOTCA Ha OTNpPaBKy C
CONpPOBOAUTENbHbIMM  NMUCbMaMK (338 UCKAOYEHMEM KOMWUA  PacnopsauTeNbHbIX  JOKYMEHTOB,
HanpaB/sgemblX B N0ABEe40OMCTBEHHbIE OpraHM3aLmm).

HenpaBunbHO OQGOpPMAEHHbIE AOKYMEHTbl M KOPPECMOHAEHUMA Hecay:kebHOro xapaktepa K
OTNpaBKe He NPUHUMAIOTCA M BO3BPALLLAIOTCA UCNONHUTENIO.

[JOoKyMeHTbl, MoanekalllMe OTnpaBKe, A0/XHbl 06pabaTbiBaTbCA WM OTMNPABAATLCA B A€Hb WX
noAnuncaHua U pernctTpaumm UAn Ha cneayowmii paboumnii AeHb.

5.43. [locbinka vaM 3ameHa paHee OTMNPABAEHHOrO AOKYMEHTa OCYLLeCTBAAeTCA NO YKa3aHuio
ivua, NoANMCaBLIEero AOKYMEHT.

5.44. NpoxoxaeHne BHYTPEHHUX AOKYMEHTOB HA 3Tanax MX NogroToBKM M opopmaeHUsa LOKHO
COOTBETCTBOBATb MPOXOXKAEHUID MUCXOAAWMX [AOKYMEHTOB, a Ha 3Tane WCNOJIHEHMA - BXOAALLMUX
OOKYMEHTOB.

5.45. MpoeKTbl pacnopaanTenbHbiX AOKYMEHTOB (NPMKa30B, PacnopsKeHui), NoAroToBAEHHbIX
ANA NoAnMcaHus, nocne NoAroTOBKUM M COFNAcoBaHMA C 3aMHTEPECOBAHHbIMU NMLAMK NepeaaloTca B
Cny6y AenonponsBoacTsa A1 NPOBEPKN NPaBUAbHOCTU UX 0OPMIEHUA.

5.46. [MpaBunbHO oGdOpPMAEHHbIE MPUKasbl, PacCNOPAXEHMA NepeaaloTca  Ha  MOAMUCH
PYKOBOAUTENIO OpraHM3aummn AN MHOMY YNOJIHOMOYEHHOMY UM /L.

5.47. MoanucaHHble NPWKa3bl, PacropAXKeHUA MO OCHOBHOMN AEATENbHOCTU PErncTpupyoTca B
Cnyxbe genonponssoacrtsa <20>.

<20> TloaroToBKa NMPMUKa3oB NO JZINMHOMY COCTasy K noAnnCaHUO pykoBoauTenem wmu uUX
perncTpauma ocywecTsaAaoTCA nogpasaeneHmem no ynpasaeHMUio NnepcoHa oM.

MpuKasam, pacnopsaXeHWAM No OCHOBHOW AEATEe/IbHOCTU MPUCBaMBAIOTCA MOPAAKOBble HOMepa
(no Kaxpgol rpynne AOKYMEHTOB OTAEe/NbHO) B Npedenax KaneHgapHoro roga. MopsaakoBsbli Homep
OOKYMEHTa MOMKeT AOMNONHATbCA OYKBEHHbIM WAM  UMOPOBbIM  MHAEKCOM, 0603HaYaloLWMm
NPUHAANENKHOCTb IOKYMEHTa COOTBETCTBYHOLLLENM rpynne AOKYMEHTOB.
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CBegeHNA O perucTpypyembix MpuKasax, pacrnopsxkeHuax BHocATcA B C3[, uanm B WHble
pPerncTpaunMoHHoO-y4YeTHble GOpPMbl Ha ByMaxKHOM HOCUTENE UM B 3NIEKTPOHHOM GOpMe B COOTBETCTBUM
C NYHKTOM 5.54 MpuUMepHON MHCTPYKUMMN.

5.48. MOANVMHHUKM NMPUKA30B (pacnopsaMKeHuit) No MecTy Ux pernctpaumm GopmupyroTcsa B Aena B
COOTBETCTBUM C HOMEHKAATYPON Aen opraHM3auMuM B COOTBETCTBMM C NyHKTOM 8.20 [MpumepHoi
WMHCTPYKLUMM.

Konun npuKasos, pacnopAXKeHWin paccblNaloTCA MCAOMHUTENAM WM MHbBIM 3aMHTEPECOBAHHbIM
JIMLLAaM B 3/1EKTPOHHOM dopMe MM Ha ByMaxkHOM HOCUTeNEe B COOTBETCTBUM C YKa3aTenem Paccbiiku.

Konun npuKkasos, pacrops)XeHWM, paccbinaemble Ha OymMaxkHOM HOCUTene, 3aBepstoTcA B
COOTBETCTBUM C MYHKTOM 2.51 MpumepHON MHCTPYKUUMK.

5.49. T[lpoTokonbl 3acedaHuii, COBEWaAHWNA, MNPOBOANUMbBIX PYKOBOACTBOM OpraHM3auum,
pernctpupytotca B Cnyxbe AenonponsBoLCTBa UM CEKPETAPAMM COOTBETCTBYIOLMX PYKOBOAUTENEN.

MpoToKoNbl 3acefaHuii, COBELLaHUI, NPOBOAUMbBIX KOJJIerManbHbIMM  (coBelLaTelbHbIMM)
opraHamu, KOMUCCUSMU WAW B CTPYKTYPHbIX MNogpasfeneHuaX OpraHvM3aumm, perncTpupytotcs B
noapasfeneHusax, OTBETCTBEHHbIX 33 OPraHM3auMio W NpoBedeHWe MeponpuaTUa. Konuu Takux
NPOTOKO/IOB FOTOBATCS K PACCbI/IKE M PACCbINAOTCA CTPYKTYPHbIM NoApasaeieHnem, OTBETCTBEHHbIM 3a
OpraHM3aLmio U NpoBeaeHME MEPONPUATUS.

5.50. NMpoToKo/iam MPUCBaMBAOTCA MOPALKOBbIE HOMEpPA B Npegenax KaneHAapHOro roga uau
nepuoga paboTbl BpemeHHOoM paboyei rpynnbl (KOMUCCMM) NO Kaxka0M rpynne NpoTOKON0B OTAE/NbHO.

MoAMHHWKM NPOTOKO/I0B MO MECTY UX pernctpaumm GopMmmpytoTca B Aesa No HOMeHKAaType gen
OpraH13aLmm B COOTBETCTBUM C NYHKTOM 8.20 MNpuMepHOMN MHCTPYKLUUM.

5.51. BHyTpeHHME AOKYMEHTbl Ha MMA PYKOBOAMUTENA APYroro CTPYKTYpHOro noApasaenieHuA
peructpupytotca B C3, uam (npu otcytcteum C3/[ MAM OTCYTCTBUM BO3MOMKHOCTU 3aperucTpupoBaTtb
BHYTPEHHMI poKymeHT B C3[1) peructpupyrotcas B NOAPasLeNeHUM, CO3LaBLIMM  [OKYMEHT.
3aperncTpMpoBaHHbIN LOKYMEHT MepefaeTca HenocpeacTBeHHO B MNoApasgeseHne - agpecaTt, B
KOTOPOM NOBTOPHO He perncrpupyercs.

5.52. Mpu BKAoYeHMM B CO[ BXOAALWMX AOKYMEHTOB, WX PernucTpaumm, pPacCMOTPeHUU W
ncnonHeHnn B IPK BHOCATCA cneaylowme cBegeHna 0 AOKYMeHTe <21>:

<21> YKasaHHbI COCTaB CBeAEeHW, BKAtoYaeMbix B CI/L npu perucTpaLmm v B Xo4e paccCMoTpeHus
M UCMOJIHEHUA BXOAALMX U UCXOSALLMX AOKYMEHTOB, obsi3aTesieH AN OpraHu3auuii - y4acTHWKOB
mM340.

a) HaMmeHOBaHWe opraHn3aunm (KoppecnoHaeHTa);

6) agpecar;

B) HAMMeHOBaHMeE BMAA AOKYMEHTa;

r) AaTa NOCTYNMBLUEro AOKYMEHT];

[) PErNCTPALLMOHHbIV HOMEP NOCTYNMBLUETO AOKYMEHT];

€) AO/IKHOCTb, daMUANA U UHULMAABI INLA, NOANNCABLIETO LOKYMEHT;

X) AaTa NOCTYNAEHUA AOKYMEHTa;



3) BXO4ALWMN PErMCTPaLNOHHbBIN HOMED;
1) 3aro/I0BOK K TEKCTY (KpaTKoe coaepskaHue AOKYMEHTa);

K) KOJ/IN4eCTBO ZINCTOB OCHOBHOIO AOKYMEHTAQ,

J1) OTMETKA O NPUNOXKEHUN (KOIMYECTBO NPUNOXKEHWI, 0bLLLee KONNMYECTBO UCTOB MPUNOKEHUN);

M) CBEAEHMA O CBA33HHbIX JAOKYMeHTax (HaMmeHoBaHMWe
PerncTpaunoHHbIM HoMep, TN CBA3K);

BMAa

AOKYMeHTa, AaTa,

H) pesonouMa (UcnonHUTeNb (MCNONHUTEeNW), nopydyeHue, AOMKHOCTHOE /UUO, [Jasliee

nopy4yeHue, aata);
0) CPOK MUCMONIHEHUA OKYMEHTA;
n) MHAEKC AeNa No HOMEHKNaType aen;
p) cBeAeHMA 0 Nepeaspecaumm OKYMEHTa;
C) OTMETKa 0 KOHTpOIE;
T) rpud orpaHMyeHUsa A0CTyNa K OKYMEHTY;
y) cBeAeHuMA 06 3/1eKTPOHHOM noanucu;

&) pesynbTaT NPOBEPKMN INEKTPOHHOW NoANUCKU <22>,

<22> Bkntoyatotca B C3[], ecnm MNOCTYNMBLUMIA AOKYMEHT MOAMMCAH YCUNEHHOW 3N1EKTPOHHOW

noAnuchbIo.

5.53. Mpwn skaoyeHmnn B CI3[ ncxopawmx aokymeHtoB B IPK BHOCATCA cneaytouwmne ceeaeHma o

OOKYMeHTe:

a) agpecar;

6) AOMKHOCTb, GaMUAUA U UHULMANBI ANLE, NOAMNUCABLLETO AOKYMEHT;

B) HAMMeHOBaHMe BMAA AOKYMEHTa;

r) AaTa LOKYMEHTa;

[l) PETNCTPALLMOHHbIN HOMEP AOKYMEHTA];

€) 3aro/I0BOK K TEKCTY (KpaTKkoe cogeprKaHne JOKYMEHTa);

) CBeAeHMA O CBA3aHHbIX AOKYMeHTax (HaMmeHoBaHMWe
perncTpaunoHHbIN HOMepP, TUM CBA3K);

3) KOJ/IN4eCTBO ZINCTOB OCHOBHOIO AOKYMEHTAQ;

W) MHAEKC Aena No HOMeHKNaType aen;

BMAa

AOKYMEHTa, AaTa,

K) OTMETKA O NPUNIOXKEHUN (KOIMYECTBO NPUNOKEHWH, 0bBLLLEE KONIMYECTBO IMCTOB NPUNOHKEHUI);

n) rpud orpaHMYeHna A0CTyNa K AOKYMEHTY;



M) noapasaeneHue - OTBETCTBEHHbIN UCMONHUTEb AOKYMEHTa;
H) cBeZleHMA 06 31eKTPOHHOM NoANMUCH.

5.54. Mpwn BrkntoveHnn B C3/[ BHYTpeHHUX AoKymeHTOB B JPK BHOCATCA cheaylowme csefeHusa o
OOKYMeHTe <23>:

<23> CocTaB cBegeHui, BHOCUMbIX B CI/], Npu pernctpaumm BHyTPEHHUX AOKYMEHTOB, 3aBUCUT OT
BMAA PETUCTPUPYEMOTO JOKYMEHTA.

a) HaMmeHoOBaHMe noapasaefieHns, NoAroTOBUBLLErO NPOEKT JOKYMEHTA;
6) HauMmeHOBaHWe BUAA AOKYMEHTA;

B) AaTa JOKYMEHTa;

r) perncTpaumoHHbIA HOMEpP AOKYMEHTa;

A1) LO/MKHOCTb, GamMUanA U MHULMANbI UL, NOAMMUCABLIErO JOKYMEHT;

€) cBeAeHMA O CBA3aHHbIX OOKYMEHTax (HaMmeHoBaHWe BWAA [OKYMEHTa, AaTa,
PervcTpaunoHHbI HoOMep, TUM CBA3K);

) 3aro/I0BOK K TEKCTY (KpaTKoe coepskaHme AJOKYMEHTa);

3) OTMETKa O NPUNONKEHUU (KONNYECTBO NPUIOKEHNIA, 0BLLLEE KONNYECTBO JINCTOB MPUNONKEHUI);
1) MHAEKC Aena No HOMeHKNaType Aen;

K) YKa3aHMWA No UCNOIHEHUIO AOKYMEHTA (MCNONHUTENb, NOPYYeHMe, AaTa UCNONHEHUSA);

N1) OTMETKA O KOHTPOJIE;

M) rpud orpaHMYeHUs AOCTyNa K SOKYMEHTY;

H) noapasgeneHve (AOMKHOCTHOE /MUO) - WCNONHUTENb (OTBETCTBEHHbIN MWCNOAHUTEND)
AOKYMEHTa.

LJONONHUTENBHO K YKa3aHHbIM CBEAEHMAM O BXOAALLMX, UCXOAALLMX U BHYTPEHHUX AOKYMEHTAX B
OPK C3/1 moryT BHOCUTbLCA UHbIE CBeAEHUA.

5.55. YueT KonmnyectBa AOKYMEHTOB, NOCTYNMUBLUNX, CO34aHHbIX, OTNPaB/1IEHHbIX 3a OI'Ipe,LI,EJ'IEHHbIﬁ
nepunon BpeMeHN, MOXET npoBoauTbCA NO OpraHmsaluMn B LENOM, NO OTAE/IbHbIM CTPYKTYPHbIM
nogpasaeneHnam, no rpynnam AOKYMEHTOB, KOPpeCnoHAEHTaMm, AEﬁCTBMHM, npomsseneHHbim C
AOKYMEHTAMU, U APYTUM NapameTpam, HEO6XOAVIMbIM AnAa aHannisa pa6OTbI C AOKYMEHTaMu B LLenax ee
coBepLleHCTBOBaAHNA.

5.56. lpu ydyeTe obbema [AOKYMEHTOO6OPOTa MOACYUTHIBAETCA KOIMYECTBO AOKYMEHTOB
BblAE/IEHHOWN rPynnbl. YYeT KOANYecTBa AOKYMEHTOB NPOBOAMTCA MO AaHHbiM CI[, pernctpaumoHHO-
YUYETHbIX }KYPHAN0B 1 KapTOTeK.

5.57. 3a eAguHUUY y4yeTa KOAMYECTBA AOKYMEHTOB MPUMHMMAETCA €AMHCTBEHHbIA 3K3emnasap
OOKYMeHTa (NOA/IMHHUK WAM KOMWA, €C/IM KOMWUA - €AMHCTBEHHbIM 3K3emnasp [AOKYMEHTA B
OpraHM3auMm, HanpUMmep, KONUA UCXOAALLEro nucbMma) 6e3 yyeta Konuii, co3gaBaembix Mpu nevyatm u
KONMpPOBaHWUM (TUparkupoBaHuK). Konuum [AOKYMEHTOB Npu HeobXO4MMOCTM aHa/n3a Y4MTblBAOTCH



oTAeNbHO.

5.58. Pe3ynbtatbl yyeTa obbema AOKymMeHToobopoTa B OpraHusauum exerogHo obobuiaroTcs
Cnyxboli aOenonpovsBoACcTBA M NPeACTaBAAIOTCA PYKOBOACTBY B Buae oTyeTa 06 obbeme
[OKYyMeHToob0opoTa 3a rog.

V1. KOHTpO/b UCNONIHEHUA AO0KYMEHTOB (nopyyeHuit)

6.1. KOHTpONb MCNOJ/IHEHNA OOKYMEHTOB (MOpPy4YeHuid) BeAeTca B LLeNAX UX CBOEBPEMEHHOMO M
KauyecTBEHHOTO UCMONHEHMUS.

6.2. KOHTPO/Ib UCNONHEHUA AOKYMEHTOB (NOpy4YeHuii) BegeTca:

pyKoBOAUTENIEM WUAN MHbIM AO/BKHOCTHBIM JIMLOM OpPraHU3auMuM - UCNOMIHEHUA AOKYMEHTOB
(nopy4eHuit) no cyuecTsy;

Cnyx60i A0enonpovsBoACTBA OPraHM3aLUMM M OTBETCTBEHHbIMM 3a [E/0MpPOU3BOACTBO B
CTPYKTYPHBbIX NOAPa3AeNeHNAX - COOKOB UCMONHEHWNA JOKYMEHTOB (MopyyeHnit).

B Cny:kbe nenonpovsBoacTBA LEHTPA/IM30BAaHHOMY KOHTPOJIIO MOAJNIENKAT 3aperucTpupoBaHHble
OOKYMEHTbI C OTMETKOM 0 KoHTpose ("KoHTponb"), npocTaBnsemoit B COOTBETCTBUM C NyHKTOM 2.54
MPUMEPHON MHCTPYKUMK, @ B CTPYKTYPHbIX NOAPA3AENEHUAX OpraHM3aumUn - BCe 3aperMcTpupoBaHHble
AOKYMEHTbI, Tpebytowme NcnoHeHns.

6.3. PacnopsautenbHble AOKYMEHTbl, MNPOTOKO/bl 3acefaHuit (coBellaHuit), copeprKalume
NOPYYeHNA C KOHKPETHbIMW CPOKaMW WMCMOJIHEHUA, CTAaBATCA Ha KOHTPO/b MO KaXXAOMY MOPYyYeHUto
OTAENbHO.

6.4. KOHTPO/Ib CPOKOB UCMOJIHEHUS LOKYMEHTOB (NOpyYeHUiA) BKAKOYAET B cebs:

NOCTaHOBKY JOKYMEHTOB (MOpPyYeHUIi) Ha KOHTPOIb;

NpPoBEPKY CBOEBPEMEHHOCTU A0BEAEHNA AOKYMEHTOB (NOpPYYeEHUIA) A0 UCNONHUTENEN;
npesBapuTeNbHYIO NPOBEPKY M PEFYANPOBAHMNE X043 UCMONHEHNA AOKYMEHTOB (MOpyYeHuit);
CHATWUE C KOHTPOJIA ALOKYMEHTOB (NopyYeHnit);

yyeT, 0606LLeHNe U aHa/IM3 Pe3yNbTaToB X043 UCMONHEHNA AOKYMEHTOB (MOpydYeHuiA);

WHPOPMUPOBAHME PYKOBOAMTENEN O XO4Ee UCMOSHEHUA LOKYMEHTOB (NMOPYyYeHWUn) U COCTOAHUM
NCMNONHUTENBCKOW ANCLUNANHDI.

6.5. CPOKM UCNONHEHMA AOKYMEHTOB (MOPYYEHMIA) UCUUCAAIOTCA B Ka€HAAPHbIX AHAX.

Ecan nocnegHuii AeHb CPOKa UCMONHEHWA AOKyMeHTa (mopydyeHua) npuxoauTtca Ha Hepabouuii
O€Hb, TO OKYMEHT NOAJIEXKMUT UCMOTHEHMIO B BAMMKANLWIMIA cheaytowmii 38 HUM pabounin AeHb.

[aTa ncnonHeHua AokymeHTa (nopydeHus) dukcupyetca B IPK CI/ Mau MHOM perncTpaumoHHo-
yyeTHoI Gpopme, UCNONb3yEMON A5 OTCIEKMBAHUSA CPOKOB UCNOJTHEHUA LOKYMEHTA (NopyYeHus).

CpOKM WUCMONHEHUS OOKYMEHTOB (MOPYyYeHWi) yCTaHaB/AWMBAlOTCA PYKOBOAMTENEM, UCXOAA M3
CPOKa, YCTAHOBNEHHOrO OpraHu3auMen, HanpasuBLUEN [OOKYMEHT, WAM CPOKOB, YCTaHOBAEHHbIX
3aKoHogaTenbcTBOM Poccuiickon Peaepauun.

6.6. [loKymeHTbI (Nopy4YeHns) nognekat UCNONHEHNIO B Ceyiolwmne CPOKK:



C KOHKpETHOVI AaTOl\/‘I MCNOJIHEHUA - B YKa3aHHbIl71 CpPOK;

6e3 yKa3aHuA KOHKPETHOW AaTbl UCMOJIHEHWUA, UMEloLME B TEKCTE MOMETKY "BecbmMa CPOYHO" - B
TeyeHne ogHOro AHA, "'cpoyHo" - B 3-AHEBHbIN CPOK; "onepaTnBHO" - B 10-AHEBHbIN CPOK; OCTa/ibHbIE - B
CpoK He 6onee 30 aHels;

Mo NapNameHTCKMM 3anpocam - He rnosgHee yem vepes 15 aHel co AHA NoayyYeHus;

no 3anpocam uyneHoB Coseta degepaunu, aenytaToB FocygapcTteBeHHOM [Aymbl (aenyTaTtckomy
3anpocy) He nosgHee Yyem yepes 30 gHeN CO AHA NOyYEHUA.

Nno MeXXBegOoMCTBEHHbIM 3anpocam O NpeacTaBAeHUN AOKYMEHTOB U (Man) MHopMaLmMn B Lenax
npeaocTaBNeHUsA rocyapCcTBEHHbIX U MyHULMNANbHbLIX YCAyr - 5 pabounx AHel co AHA MoAydYeHus
3anpoca, ecaun 3aKkoHoaaTenbcTBoM Poccuinckoli deaepalim He YCTaHOB/IEH MHOM CPOK;

no obpaleHuam rpaxkaaH - 30 AHel co gHA perncrpauuu.

6.7. MPUOCTAaHOBUTbL UCMOJIHEHME KOHTPOJIbHOTO AOKYMEHTa (NopydyeHus), a TakKe OTMEHUTb ero
MOXET PYKOBOAMUTE/b, MOANUCABLUMI AOKYMEHT UK AaBLINIA NOpyYeHUe (YKasaHue).

6.8. B Lenax cBOeBPeMEHHOro UCMNONHEHMA AOKYMEHTOB, NOPyYeHUI (YKasaHWi), NoCTaBAEHHbIX
Ha KOHTPOAb, PaboTHMK Cnykbbl [4eN0NpPOM3BOACTBA, OTBETCTBEHHbIN 33 BEAEHME KOHTPO/SA
MCMONHEHNA [OOKYMEHTOB, MpoOBepseT CBOEBPEMEHHOCTb [OBeAeHUA AOKYMeHTa (nopyyeHusn) Ao
ncnonHuTens.

6.9. ECNM CPOK WCMNOSIHEHWS [OKYMeHTa (nopyyeHus) npeBbiaeT OAuH Mecal, B Lensax
obecneyeHns CBOEBPEMEHHOIO WUCMNOJHEHMA AOKYMEHTa (MopyyeHus) NpoBOAUTCA MpenBapuTebHbIN
KOHTPO/Ib M HANOMMWHAHWUA WCNOAHUTENAM O NPUBAUMKEHUN CPOKOB WCMONHEHUA [AOKYMEHTOB
(nopyyeHuin).

6.10. NpeaBapuTENbHbIA KOHTPO/Ib OCYLLECTBASETCA B C/IeAYIOLLEM NOPALKE:
AOKYMEHTOB (MopyYeHMIA) nocneayowmx NeT - He pexke OA4HOro pasa B rof;

AOKYMEHTOB (MOpyyYeHuit) nocneayowmx MecsaueB TEeKyLLero roga - He pexe ogHoro pasa B
mecsaL;

[OKYMEHTOB (Nopy4YeHmit) TeKyLLero mecaua - 3a 5 AHeNn [0 UcTeyeHnUa CPOoKa UCMONHEHMS.

6.11. HanomuHaHWe WCNONHUTENAM O TNPUBAUNKEHUN CPOKOB WCMOSHEHUA LOKYMEHTOB
(nopyyeHmit) MOXKeT OCyLLECTBAATLCA B aBTOMATUYECKOM pexkume nocpeactsom CI/.

HanomMWHaHUA UCNONHUTENAM, A TaKkKe MHPopmMaumna 06 MCNONHEHUU AOKYMEHTOB (MopydYeHuit),
nonydYeHHan oT ucnoaHutenen, pukcmpyrorca 8 IPK COL UAKN MHbIX PErUCTPALMOHHO-YYETHbIX GopMmaXx,
MCMO/b3YEMbIX 418 KOHTPOAA UCNONHEHMA AOKYMEHTOB (NopyYeHni).

6.12. TpuM HeobXoAMMOCTM W3MEHEHMA CPOKa WCNOJMIHEHWA OOKYMeHTa (nopydeHus)
OTBETCTBEHHbIN WCMONHWUTENb 00M3aH MNpPeACcTaBUTb Ha MMA PYKOBOAWUTENS, LABLIEro MNopy4yeHue,
obocHoBaHMe (cny»KebHylo 3amnmucKy) O NPOAJEHUM CPOKA C YKa3aHMEM MPUYMH NPOASIeHWA U AaTbl
NCMONHEHMUS.

O60cHOBaHWe NPoANEeHMA CPOKA UCNOIHEHUA AOKYMEHTA (MopyYeHus) AOMKHO BbiTb HanpaBAeHo
COOTBETCTBYIOLWEMY PYKOBOAUTENIO HE NO3AHEee, Yem MO UCTeYeHUM ABYX TPETbMX CPOKa MCMONHEHUA
AOKyMeHTa (nopyyeHus).

06 u3MeHeHMM CpoKa WCMONHEHWA [OKYMEHTa (nopyyYeHus) OTBETCTBEHHbLIM WCMOAHUTENb
nHpopmumpyet Cnyxby aenonponsBoacTsa <24>,



<24> AHanormyHbim 06pas3om MoOrytT ObiTb BHECEHbl W3MEHEHMA B COCTAB MCMONHUTENEMN
OOKyMeHTa (nopyyeHus) c ob6s3aTenbHbIM MHGOPMUpPOBaHMeM CiyKbbl AenonponsBoacTsa.

6.13. [loKymeHT (mopyyeHMe) CYMTAeTca MCMOJIHEHHbIM, €CAW NPUHATbI  peweHua Mo
MOCTaBAEHHbIM BOMPOCAM, MOAFOTOB/AEHbI COOTBETCTBYHOWME [AOKYMEHTbI, HanpaB/ieHa crnpaBka 06
WCMOJIHEHNUN B COOTBETCTBYIOLLME OpraHbl BAacTU (opraHvMsaumm) MAM gaH OTBET MO CyLecTBy
3aMHTepecoBaHHbIM NNLLAM.

PeweHre 06 MCNONHEHMM [OKYMeHTa (MopyyYeHus) MPUHUMAET PYyKOBOAMTENb, NMOCTaBMBLUMIA
AOKYMEHT (MopyyeHre) Ha KOHTPOb, € 0653aTeNibHbiM MHGOopMUpoBaHMem Cykbbl AeN0NPon3BOACTBa
OpraHu3aumu.

Ha uMcnonHeHHOM AOKYMEHTe MpOCTaBAAETCA OTMETKA O HanpaBAeHWM AOKYMEHTa B AeN0 B
COOTBETCTBMM C NYyHKTOM 2.55 T[lpyMepHON WHCTPYKUMM, cBedeHuMAa 06 WCNONHEHUW [OKYMEHTa
(nopyyeHus) BHocatca B IPK C3[ MAM UHYIO PErncTpaLmoHHO-y4YeTHY0 GOopmMy, UCMONb3yeMyo ANS
KOHTPOJ1A UCMONHEHMUA.

6.14. [JokymeHTbl (NOpyYyeHUs), He CHATbIE C KOHTPOASA, a TaKKe AOKYMEHTbI (mopydyeHus), CpoK
WCNOSIHEHWNA KOTOPbIX HE NPOANEH, CYUTAIOTCA HEUCNONAHEHHbIMM.

6.15. Cny:xba [OenonpousBoAcTBAa OPraHM3auMM aHaNM3UPYeT COCTOAHWE U pe3yabTaTbl
NCMNONHEHWNA AOKYMEHTOB (MOPYYEHMIA) U COCTOAHME UCMONHUTENbCKOM ONUCLUNANHDI:

B NOpsAKe nNpeaBapuTeNbHOrO KOHTPOASA HanpasasieT B  CTPYKTypHble noapasgeneHus
OpraHM3aumMyM HanoOMMHaHUA O AOKYMEHTAX, CPOKM UCMOJIHEHUA KOTOPbIX UCTeKatoT (3a 3 - 5 aHel ao
OKOHYaHWSA CPOKa UCMOJHEHMA AOKYMEHTA);

pa3 B MecAL, ¥ MO OKOHYaHMM roAa PyKOBOAUTENO OPraHM3aumnm 1 PYKOBOSUTENAM CTPYKTYPHbIX
noapasaeneHnin HanpaBAseT OTYETbI O KOIMYECTBE JOKYMEHTOB, UCMIOIHEHHBIX B CPOK, UCMOJIHEHHbIX C
NpoAaJ/ieHNeM CPOKa WUCMONHEHWUA, HE UCMOHEHHbIX, HAXOAALMXCA Ha UCNOJHEHUM NO OPraHM3auuu B
LLe/IOM, MO CTPYKTYPHbIM NOAPA3LENEHUAM U, NTPU HEOBXOAMUMOCTH, - NO OTAEAbHBIM UCMOAHUTENAM.

VII. OpraHusauma paboTbl UICNONHUTENA C AOKYMEHTaMM

7.1. VcnonHutenb nonyyaetr OOKYMEHTbl Ha WUCNOJIHEHMWE B AOEHb WX PACCMOTPEHUNA WUAN Ha
CI'IEAWOU.I,VIVI pa6oqm71 AeHb B COOTBETCTBMM C pe3oarunamm pykosBoacCcTBa OpraHunsauunm wu
pyrkoBoaAUTENA NOoApa3aeneHunaA. CpOLIHbIe OOKYMEHTbI NepenaroTca UCNONTHUTENO HE3aMeaA/IUTENIbHO.

7.2. [JOKyMeHTbI, MocTynatwlimMe B CTPYKTYPHOE noapasaefieHne ¢ pe3osioumaMmmn pyKosBoAacTBa,
nepegaloTca PyKOBOAWUTENO MoApasaeneHus. Ecnnm  AOKYMEHT, NOCTYNMBLUMIA Ha UCNOJHEHME B
nogpasgeneHve, He MMeeT OTHOWEHMA K KOMNeTeHUMW noapasgenieHus, pykoBoauTesb
nogpasgeneHuss B TOT Ke AeHb WAM Ha cnepdylolmii paboumii aeHb Bo3BpalwaeT ero B Cnyxoby
OeNonpousBoACcTBa A/1A pelleHusa BOMpPoca O NepeHanpaBfeHUMM ero Ha MWCNojJHeHuMe B Apyroe
nogpasgeneHue (4pyromy UCNONHUTENO).

7.3. icnonHeHMe AOKyMeHTa npeaycmaTpuBsaert:

cbop 1 aHann3 HeobxoaAMMon MHPopPMaLMK;

NOArOTOBKY MPOEKTA AOKYMEHTA U ero 0hOpPMNEHMUE;

COrnacoBaHMe NPOeKTa AOKYMEHTA C 3aMHTEPECOBAaHHBIMW INLLAMM;

,u,opa60TKy NpPpoeKTa OOKYMEHTa MO 3aMedYaHUAM, NONYyYEHHbIM B XOA4e cCOornacoBaHuA wu, npu



HeobXxoAMMOCTH, - MOBTOPHOE COrnacoBaHue);

NoAroTOBKY CMMCKa (yKkas3aTena) pacCbliKM AOKYMEHTA, €C/lM [IOKYMEHT ajZipecoBaH rpynne
opraHusaunii;

npeacTaBieHUe NpoeKTa JOKYMeHTa Ha NOANMUCH (YTBEpPrKAEHME) PyKOBOACTBY;

noAaroToBry AOKYMEHTA K OTNPaBKe U nepeaavyy Konnn JOKymeHTa B A4eN10 <25>,

<25> BbinonHaetcs Cnyxb60l genonponsBoacTsa.

7.4. Mpy HanpaBNeHUN AOKYMEHTa HECKOJIbKUM WCMONAHUTENSM OTBETCTBEHHbIM 33 MOArOTOBKY
NpPoeKTa AOKYMEHTa ABAAETCA UCMOJIHUTE b, YKa3aHHbIA B Pe30/1ouun NnepsbiM UM 0603HAYEHHbIN B
pPe300UMMK KaK OTBETCTBEHHbIN UCMONHUTENb.

7.5. OTBETCTBEHHbIN UCNOJHUTENb UMEET NPaBO AaBaTb NMOPYYEHUA OCTA/IbHbIM UCMOJHUTENAM,
npoBoAnTb paboumne coBellaHMa ANnA BbIPabOTKM COBMECTHOMO pelleHus. Bce McnonHUTenn B paBHOM
CTeneHN OTBETCTBEHHbI 3@ CBOEBPEMEHHOE U Ka4yeCTBEHHOE UCMOJIHEHUE NOPYyYeEHUA U NpeacTaBieHne
OTBETCTBEHHOMY WCMONHUTEN0 B YCTAaHOB/IEHHbIE UM CPOKM HEobXoAMMbIX MaTepuasnoB (MpPoeKToB
OOKYMEHTOB, CcMpaBoK). McnonHuTenu He wuWMeloT npaBa NpeacTaBAATb MPOEKTbl AOKYMEHTOB
PYKOBOAMTENIO, AaBLUEMY NOPYYEHMUE, MUHYA OTBETCTBEHHOTO UCMNOTHUTENA.

7.6. B cnyyae oTcyTCTBUA UCNOHUTENN (KOMAHAMPOBKA, OTNYCK, 60/1€3Hb) JOKYMEHT MO YKa3aHMIo
pyKoBOAMTENA NoApa3aeeHnsa nepesaeTca APYromy UCNoAHUTeNto ¢ oba3aTenbHbIM COObLLEHNEM ero
damunnm genonpounsBoAnTENIO NoApPa3AeNieHMA A1Aa BHeceHUa nsmeHeHuit 8 IPK gokymeHTta 8 C3/
WU UHYIO PErUCTPALMOHHO-YYETHYIO dopmy.

7.7. Tpu yBONbHEHUW WAM Nepexoae Ha APYroh yyacToK paboTbl COTPYyAHMK 06A3aH caatb
JOKYMEHTbI M [leNla PYKOBOAWUTENIO MOAPA3AE/IEHUS MAM MO ero yKasaHUI BHOBb Ha3HAYeHHOMY
COTPYAHWKY (B cnyyae HeobXoAMMOCTH, - MO aKTy Npuema-nepenayy, B KOTOPOM YKa3blBaloTCA BUAbI
Aen (3aronoBKM gen) U MX KOAMYECTBO WM KOTOPbIM noAanucbiBaeTca paboTHMKOM, nepeaaslinm
AOKYMEHTbI, M PabOTHUKOM, NPUHABLLUMM AOKYMEHTI).

7.8. PesynbTaToMm WCMNONHEHNA [OKYMEHTa ABAAETCA NPOEKT [AOKYMEHTa, I'IOAI'OTOB/'IEHHI:IVI
UCNONHUTENEM.

MpoeKT fOKyMeHTa Co BcemU HEO6XO,CI,MMbIMVI NPUNOHKEHNAMMN, HaneyaTaHHbIM U Od)OpMI'IEHHbIﬁ B
COOTBETCTBMN C nNpaBulaMy, yCTaHOBZIEHHbIMMN B pa3gene 3 anMepHOﬁ UHCTPYKUUN, UCNOSTHUTENb
cornacoBbiBaeTt C 3auHTEpPECOBAHHbIMU MNogpasgeneHnamm un amdamum U, npu H806XOAMMOCTM, C
APYTMMU OpraHn3aymnamum.

JOKyMeHTbl, NpeAHasHAYeHHble [ANA OTnpaBKM, 0hOPMAAIOTCA Ha 6naHKe opraHusauuu
YyCTaHOB/IEHHOW ¢opMbl. [NA OTNpaBKM OOKYMEHTOB, HE MMENOLWMX afpecHOi 4acTu, cocTaBaseTca
COMNpoBOAUTENIbHOE NMNUCbMO.

Ha [O0KymeHT, paCCbIﬂaeMblﬁ bonee yem B yeTblipe agpeca, UCNONHWUTENb TOTOBUT CMUCOK
PacCCbIZIKKN, onpenenAer KOJIMYECTBO 3K3emMNnnApoB AOKYMEHTA U Nocne perncrtpauunm obecneuunBaet
n3rotosneHume HeO6XOAMMOI'O KOJINYeCTBa KOMNUM.

7.9. UcnonHuteno (OTBETCTBEHHbIN WCNONHWUTENb) OPraHWM3yeT COrnacoBaHWe (BU3MpPOBaHMe)
NpoeKTa [AOKYMEHTA CO BCEMW 3aUHTEPECOBAHHbLIMW ANLAMM U NPOBOAMT [0PabOTKYy MNpoeKkTa no
3aMeyaHuMAM B COOTBETCTBUM C NyHKTaMu 4.1 - 4.11 MNpumepHON MHCTPYKUMMN.

an Ha/MuMM 6ONBLLIOTO KO/IMYECTBA 3ameyaHui A0 npeacrtassieHunA lCI,O[Z){:\6OTaHHOFO NPOEKTa



JOKYMeHTa Ha MOAMUCb PYKOBOAWUTENIO UCMONHUTENb FOTOBUT CBOAKY 3aMeyaHunin (npeanoxeHunit), s
KOTOPOW YKa3blBaeTCA: COAEPKaHNe 3amedaHuns (npeanoxeHus), 40KHOCTb, daMUAns N1ua, AaBLLIEro
3ameyaHue, NPUHATO UM OTKJIOHEHO 3aMeyaHme (eciv 3ameyaHmne OTKIOHEHO, - NPUYNHY OTK/IOHEHUA).

7.10. Nocne pAopaboTKM M NOBTOPHOrO BU3MPOBAHUA (COrNacoBaHWA) MPOEKT AOKYMEHTa
nepeaaetca Ha nognucaHue (yTeepkaeHune). o npeacTtaBneHUA Ha NOAMNUCL UCMONAHUTENb NpoBepseT
npaBuabHOCTb  O0DOPMAEHUA  [AOKYMEHTA, MNpPaBW/IbHOCTb oOdopmaeHuAa agpecata, Haamuue
HeobxoAMMbIX BW3, MNPUIONKEHWN, MNPU HEeobXOAMMOCTM - CMpPaBOK, MNOACHUTENbHbIX 3aMnMnCoK,
Pa3bACHAOWMX cogepKaHMe NoAroTOBNEHHbIX AOKYMEHTOB, NCTa (yKasaTens) paccbliku.

7.11. HOAﬂmcaHHblﬁ AOOKYMEHT UCNO/IHUTE/NIb B COOTBETCTBMU C MNMOPAAKOM, YCTAaHOBJ/IEHHbIM
MH,D,MBM,D,yaIIbHOVI VIHCprKLI,VIeﬁ no genonponsBoacTtBy, nepenaeT anAa perncTtpaunm n oTnpaBku VI/MI]M
BK/IIOYEHUA B OENO.

B COOTBETCTBMM C HOMEHKNATypoW AN WUCMOAHWUTENb ONpeaenseT MHAEKC Aena, B KoTopoe
[OMKEH BbITb BKNOYEH AOKYMEHT.

7.12. B xoae NCNoNHeHUA SOKYMEHTA UCMOAHUTENIb MMEET NPaBo npeasaratb USMEHeHMe CPoKa
WCMNOJIHEHWUS, €C/IM OTCYTCTBYIOT PeasibHble YC/0BUS WMCMONHEHUA OOKYMeHTa (mopyyeHus), aenatb
NMOMETKUN Ha AOKYMeHTe O BpeMeHU ero noctynaieHuna, o AataxX NPpomeXyTo4HOro KOHTpoaA, Teﬂed)OHHbIX
W NMUCbMEHHbIX 3anNpocax, 0 AaTe U pe3y/ibTaTe OKOHYATENIbHOTO UCMOTHEHMA.

7.13. icnonHuTenb He nmeet npasa pa3rnawartb coaep*aHme NocTtynnBwnMX K HEMY AOKYMEHTOB
M NOAroToB/IEHHbIX MPOEKTOB C}'IY)KE6HbIX AOKYMEHTOB, C HUMUN MOTYT 6bITb 03HAaKOM/IEHbI TOJIbKO nnua,
nmerume oTHoweHne K X MCNOJTHEHUIO.

VIIl. ®opmuposaHue A0KymeHTanbHOro poHaa opraHusauum

8.1. OnepaTnBHOE XpaHeHWe AOKYMEHTOB OpraHuMsauum A0 nepefayym MxX Ha XpaHeHWe B apxXuB
UNN YHUYTOXKEHUE OCYLLECTBAAETCA B CTPYKTYPHbIX NOApa3aeneHnax opraHmusauum.

8.2. B uenax xpaHeHWsa, MOWUCKa W WCMONb30BaHMA [AOKYMEHTbl Ha OyMasKHOM HocuTesne u
3/1eKTPOHHbIE AOKYMEHTbI GOPMUPYIOTCA B 4€N1a B COOTBETCTBUM C HOMEHK/IATYpoi aen.

HomeHKknaTypa gen 3akpennseT KnaccuduKkaumio (rpynnupoBKy) UCMONHEHHbIX AOKYMEHTOB B
Aena (3N1eKTPOoHHble Aena), CUCTeMaTU3aUMi0 U MHAEKCAUMIO [e/, CPOKM WX XPaHeHWs U ABAseTcA
OCHOBHbIM Y4YETHbIM AOKYMEHTOM.

HomeHKnaTypa Aen ABAAeTCA OCHOBOW AN COCTaBJAEHMA ONMcein Aen NOCTOAHHOrO, BPeMEHHbIX
(cBblwe 10 NeT) CPOKOB XpaHEHWA W MO JAMYHOMY COCTaBy, aKTOB O BbIAENEHUM K YHUUTONKEHWIO
OOKYMEHTOB C WCTEKIUMMM CPOKaMW XpPaHeHWa, a TaKKe Aaa ydyeTa Aen BpemeHHbix (Ao 10 net
BK/IHOUMTE/IbHO) CPOKOB XPaHeHMUs.

8.3. HomeHKiaTypa Aen opraHn3aumm COCTaBAAETCS Ha OCHOBE M3YYeHUs COCTaBa M COLEpPKaHUA
AOKYMEHTOB, 06pasyloWnxcs B AeATeIbHOCTM OpraHM3aLMu, BK/OYas AOKYMEHTbl, MocTynatwolme w3
APYrvX opraHusaumi.

8.4. MpwW cocTaBNeHNN HOMEHKNATYpPbl Aen cneayeT PyKOBOACTBOBATbCA YCTaBOM OpraHuM3auum,
MOMIOXEHUAMWN O CTPYKTYPHbIX MOAPasAeNeHUAX, LITaTHbIM pacnucaHMem, naaHamuM M OTYETaMMU O
paboTe opraHM3aUUK, HOMEHKAATYpPOol Aen 3a npowealnii rod, N0KaAbHbIMU HOPMAaTUBHbBIMKU aKTamu
opraHu3aumn, coaepalumm cBeaeHna 0 AOKYMeHTax, 0bpasylowmxca B AeATeNbHOCTU OpraHn3aLmm,
TUNOBbLIMU U MPUMEPHBIMU HOMEHKAaTypamu Aen (Mpyu ux Hanuumm), BeAOMCTBEHHLIMW U TUMOBbLIMM
nepeyYHAMU AOKYMEHTOB C YKa3aHMeM CPOKOB UX XPaHEHMUS.

8.5. B HOMeHKNaTypy Aen BKAOYAoTCA BCE AOKYMEHTbI, OTpaXKalowme AeATeIbHOCTb CTPYKTYPHbIX
noApasfeneHnin opraHusauMm M MNOCTOSHHO WM BPEMEHHO JENCTBYIOWMX OPraHoB (Komuccui,



COBETOB, KOMUTETOB), B TOM YMC/Ie AOKYMEHTbI OrpaHUUYEHHOro A0CTyMna, PerncTpaLMoHHbie N yyeTHble
YKYPHabl U KapTOTEKM, B HEOBXOAUMBIX C/Ty4YasaX - KOMUU JOKYMEHTOB <26>. [IOKYMeHTbI, CO3AaHHbIe B
3/1eKTPOHHOM popMme, BKAOYAIOTCA B HOMEHKNATYPY ZIeN MO TEM Ke MpasBuiam, YTo U JOKYMEHTbI Ha
6ymaxKHOM HocuTene.

<26> Konum OOKYMEHTOB BKAOYAIOTCA B HOMEHKNATYPy AE€N, eC/n KOnua - eAUHCTBEHHbIN
3K3EeMNAsAP [AOKYMEHTA B OpraHMsauuu, a TaKKe, ecin KonuuM HeobxoAMmbl ANA OpraHM3aumu
LeATeNbHOCTU nogpasaeneHus.

He BKkato4vatoTcAa B HOMEHKANATYypy Aen nepnognvyeckne nsgaHua, KHUry, 6p0LLII-Opr.

8.6. HomeHKknaTypa gen opraHusaumun (ceogHan) coctasnaetca Cnyxb6oi genonponsBoacTsa Ha
OCHOBAHWWM HOMEHKIATYp AN CTPYKTYPHbIX noapasgeneHuit no ¢dopme, yctaHoB/eHHoM [paBunamu
XPaHEHWsi, KOMMJIEKTOBAHUA, ydYeTa M WUCNOJIb30BaHUS AOKyMeHToB ApxuBHoro ¢oHaa Poccuinckoi
depepaunn U Apyrux apxmBHbIX AOKYMEHTOB B OpraHax rocyAapCTBeHHOM BNacTW, opraHax MecTHOro
camoynpaBs/fieHuA, opraHusaumax <27> (ganee - Npasuna xpaHeHus).

<27> MpunoxeHne N 25 K [paBuaam XpaHeHWA, KOMNNEKTOBAaHWA, ydyeTa U MUCMNONb30BaHUA
OOKymeHTOoB ApxuBHOro goHaa Poccuiickon desepauum U Apyrux apxmMBHbIX AOKYMEHTOB B OpraHax
rocygapcTBEHHOW B/ACTW, OpraHax MEeCTHOrO CamOYMpaBieHUA, OpPraHu3aumax, YTBEPKAEHHbIM
npukasom MuHUCTepcTBa KyAbTypbl Poccuitickoit ®eaepauymm ot 31.03.2015 N 526 (3apermctpupoBaH B
MuHUcTepcTBe toCcTUUMKM Poccuiickont depepaunmn 7 ceHTabpa 2015 r., peructpaumoHHbin N 38830)
(nanee - MpaBunaa xpaHeHUs).

CBogHaa HOMEHKNaTypa A4en COCTaBAsAeTcA B MNoCiAegHEM KBapTajne TeKywero roga Ha
NpPeacToALLMIA KafleHAapHbIN roa.

8.7. HomeHKnatypa Aen  opraHuMsauMum  NoAnucbiBaeTca pykosogutenem  Cnyobol
OEeNonpousBoACTBa, BM3UPYETCA PYyKOBOAMUTENEeM apxuBa (AMLOM, OTBETCTBEHHbIM 3a apXuB),
COrNacoBbIBAETCA C LEHTPasIbHOM 3KCNEPTHOW KOMMUCCHEN (3KCMEPTHOW KOMMUCCUMEN) OpraHu3auuu u,
eCnn opraHn3auma AsnAeTcA UCTOYHMKOM KOMMNNEKTOBaHUA rocyaapCTrBeHHOro UaM MmyHuUmMnaabHOro
apxvBa, OoAMH pa3 B 5 neT npeacrtaBnfeTcA Ha COMlacoBaHWME COOTBETCTBYOWEM 3SKCMepTHO-
NPOBEPOYHOM KOMMUCCUM YMONHOMOYEHHOIO OpraHa WMCMONHUTENIbHON BnacTu cybbekTa Poccuiickoit
depepaunn B 061acTm apxmsHoro aena (ganee - MK apxMBHOro yuperKAeHUsA) AN FOCyAapPCTBEHHOMO
(MyHMUMNANbHOrO) apxvMBa B COOTBETCTBMM C MPEAOCTAB/AEHHbIMM €My MOJIHOMOYMAMMU B MOPSAKE,
yCTaHOBAEHHOM [1paBnaamm XxpaHeHnAa <28>.

<28> lNyHKT 4.8. lpaBna XxpaHeHuUA.

HomeHKnaTypa pgen, cornacoBaHHasa 3MK apxXMBHOMO YYpeKAEHUS WAM FOCyLapCTBEHHbIM
(MyHMLMNANbHBIM) apPXMBOM B COOTBETCTBUM C MPEAOCTABEHHbIMW €My NMOTHOMOYUSAMMU, YTBEPKAAETCA
pyKoBoAMTENEM OpraHv3aLMuM M BBOAWTCA B AeicTBMe C 1-ro sHBapsA NpPeacTosLWero KajaeHAapHoro
roga.

OpraHusauuu, B AeATelbHOCTU KOTOPbIX HE CO34at0TCA AOKYMEHTbI ApxMBHOTo ¢oHaa Poccuiickol
depepaumn, yTeep:KaatoT HOMEHKNATYPY AeN CAMOCTOATE/bHO.

B cnyyae u3ameHeHMA ¢YHKUUIA M CTPYKTYpbl OpraHusaumMm HOMEHKAaTypa Aen COCTaBAseTcs,
COrNacoBbIBAETCA U YTBEPIKAAETCA 3aHOBO.
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8.8. CornacoBaHHasa c¢ cootseTcTBytowelr MK apxMBHOro y4ypexaeHusa WAuM rocyaapCTBeHHbIM
(MyHULMNANbHBIM) apPXMBOM B COOTBETCTBUM C NPEAOCTaBAEHHbIMU €MY NMOJTHOMOUYUAMU HOMEHKAaTYpa
OEn B KOHUE Ka)Aoro roga YTOYHAETCA, MepeneyvyaTbiBAeTCA, YTBEPXKAAETCA pyKoBoAUTeNem
OpraHusaLmn 1 BBOANUTCA B AelCTBME C 1 AHBapA NPeacToALLEro KafieHAapHOoro roaa.

8.9. MNepBblit 3K3EMNNAP YTBEPKAEHHON HOMEHKNATYPbI AN ABAAETCA AOKYMEHTOM NOCTOAHHOIO
XPaHEHUA M BKAOYAETCA B HOMEHKNaTypy Aen B pasgen Cnyxbbl aenonpousBoacTBa, BTOPON -
ncnonbayetca Cnykbon oenonpomsBoaCcTBa B KayecTBe paboyero sKk3emnaapa, TPETUN - nepegaeTca B
apxXuB OpraHM3auMm B KayecTBe Y4YETHOro [AOKYMEHTa, 3NeKTPOHHaA KOMuA HOMEHKANaTypbl Aen
OpraHv3aumn, YTBEPKAEHHOW PyKOBOAMTENEM OpraHuMsauuu, nepenaeTcd B FOCYAAPCTBEHHbIN
(MYHULMNANbHBIN) apXMB, CTOYHMKOM KOMMNJIEKTOBAHMA KOTOPOTO ABAAETCA OpraHM3aums.

B nogpasaeneHna opraHn3aumMm HOMEHKNATypa A€ PaCCbiNaeTCA Cny>+<60171 AenonponssoncTtea B
Buae Konui COOTBETCTBYHOLWMNX pa3aenoB Ha 6yMa)-KHOM HOCUTENE UInN B 3!'IEKTp0HHOl71 d)oplvte.

8.10. HomeHKnatypa QAOen oOpraHus3aumMm CTPOMTCA MO CTPYKTYPHOM (Ha3BaHUSMMK pasgenoB
(nogpaspenosB) HOMEHKNATypbl  Aen  ABAAITCA  HasBaHMA  CTPYKTYPHbIX  nogpasgeneHui,
PacnoNoXeHHble B COOTBETCTBUM C YTBEPXKAEHHOW CTPYKTYpPOI opraHusaumn), uanm GyHKUMOHANbHOM
cXemam (Ha3BaHUSAMM Pa3fefioB  HOMEHKAATypbl Aen  ABAAIOTCA  HanpaB/ieHUs OeaTe/lbHOCTU
opraHusaumm).

8.11. HomeHKnaTypa Aen CTPYKTYPHOro noapasaeneHna COCTaBAAETCA B KaXK40M noapasaeneHnm
opraHusaumm paboTHUKOM, OTBETCTBEHHbLIM 3a Ae/0MNpPOU3BOACTBO MOApPaA3Ae/eHNA, NPU y4acTUM
BeAyLMX CMELMaNNCTOB NoapasaeeHnsa, cornacoBbiBaeTCA C 3KCMNEPTHOM KOMUCCMEN Noapa3aesieHns
(npu ee HannumM), NnoANUCbIBaETCA PyKOBOAMTENEM CTPYKTYPHOIO NoApasaeneHunsa u npeacTaBafeTca B
Cnyby genonponsBoacTBa.

HomeHknaTypa fAen CTPYKTYpHOro nogpasfeneHua coctaBasetca no ¢dopme, YCTaHOBAEHHOM
Mpasunnamu xpaHeHua <29>.

<29> lMpunoxxeHune N 26 K MNpasBuaam xpaHeHUA.

BHOBb CO34aHHOE WAM pPeopraHM3OBaHHOE MOAPa3LeNeHne [O/MKHO B MECAYHbIA CPOK
paspaboTaTb HOMEHKNATYPY AeN M NpeacTaBuTb ee B Cy:Kby AenonponssoacTsa.

8.12. Bce 3aronoBKW Aen, BKAKOYEHHble B HOMEHKANATypy Aen CTPYKTYpHOro noapasaeneHus,
MHAeKcupytoTcAa. MHOEeKC aena ykasbiBaeTcA B rpade 1 HOMEHKAATypbl Aen U COCTOMT M3 MHAEKCA
CTPYKTYPHOro noppasgeneHus (Koga noapasgenieHns B COOTBETCTBUMM C YTBEPXKAEHHOWN CTPYKTYpoOW
OpraHM3aumMm UAM KNacCUPUKATOPOM CTPYKTYPHbIX MOAPa3AeNeHnin) u nopagKoBoro Homepa Aena B
pasgene HoMeHKnatypbl gen. MHaekcol gen obosHavatotca apabckmmm umdpamun. Hanpumep: 01-05,

roe:
01 - KoA CTPYKTYpPHOro NoApasaenieHus;
05 - NopsZKOBbIN HOMep Aena B pasgene HOMEHKNATYpbI Aen.

Jena no sonpocam, HepaspelleHHbIM B TeYyeHue O4HOro rofa, ABAAKOTCA "I'IepeXO,CI,FlUJ,MMM" n
BHOCATCA B HOMEHKNATypy Aen cnegyrowero roga ¢ Tem Xe MHOEeKCOM. PeKomeHayeTcAa COXpaHATb B
HOMeHKANnaType gen oanHaKoBble MHAOEKCbI 417 OAHOPOAHbLIX AeN, BK/IIOYEHHbIX B pa3Hble pa3aenbl.

Eciv B TeyeHMe roga B AOEATENbHOCTM OpraHMsaumMmM o06pasyloTcd  AOKYMEHTbl, He
npeaycMoTpeHHble HOMEHKNATYypol [esl, 3aro/N0BKM HOBbIX A€/l OOMOJHWUTENIbHO BKJOYAlOTCA B
HOMEHKNATypy Jen. B KaKgom pasgene HOMEHKNATypbl Aen  AfA BHOBb  3aBOAUMbBIX  Aef
npesycMaTpMBaloTCA pe3epBHble HoMepa.
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8.13. 3aronoBoK gena (rpada 2 HomeHKNaTypbl Aen) AoNKeH B 0606leHHON dopme OTpaKaTb
OCHOBHOE COAeprKaHMe U COCTaB AOKYMEHTOB Aesa. He gonyckaeTca ynoTpebaeHue B 3aro/sioBke gena
HEKOHKPETHbIX GopMynnpoBoK ("pasHble maTepuans”, "obliaa nepenncka"), a TakKe BBOAHbIX CN0B U
CNIOXKHbIX CMHTAKCMYECKUX 06OpOTOB. 3aro/ioBKM e/l MOTyT YTOYHATbCS B TeYeHWe roga B npoecce
dopmupoBaHua n opopmneHua gen.

3aronoBOK Aena [OJ/IKeH COCTOATb M3 3/IeMEeHTOB, pacnosiaraembiX B cnep,yrom,eﬁ
nocnenoBaTteNbHOCTU!

a) Ha3BaHMe BMAa Aena (nepenucka, XypHan, 4eno) UAu BUaa AOKYMEHTOB, BK/OYEHHbIX B AEN0
(npoTokonbl, NpuKasbl);

6) HaMmeHoBaHMEe OpraHU3auUnKn, CTPYKTYPHOro nogpasaesieHus, NocToAHHO AeNCTBYOWEro Uan
BPEMEHHOro opraHa, A0/I}XHOCTHOrO /IMLIA, CO34aBLUUX AOKYMEHT(bl);

B) HaMMeHOBaHME KOppecnoHAeHTa (opraHusauuu, NMuUa, KOTOPOMY aApecoBaHbl WAW OT
KOTOPOTO MOJIyYeHbl IOKYMEHTbI);

r) KpaTKoe cofepskaHue AOKYMEHTOB AeNa;

A1) HazBaHWe MEeCTHOCTU (TEPPUTOPUN), C KOTOPOM CBA3AHO codeprKaHNe SOKYMEHTOB AeNa;
e) aata (neproga), K KOTOpbIM OTHOCATCA AOKYMEHTbI AeNa;

) yKa3aHWe Ha KONUIMHOCTb ZOKYMEHTOB A€eNa.

8.14. TlopAanoK pacnonoXKeHUA 3aroN0BKOB JAen BHYTPU pasfenioB  HOMEHKANATypbl  Aen
onpeaenaeTca CTeneHbio BaXKHOCTU AOKYMEHTOB, BKIOYEHHbIX B AeNa.

B Hauane pasgena pacrnonaraloTcA  3aro/ioBKM  Aen,  COAepMKallux  ydpeauTesibHble,
OpraHM3aLMOHHO-NPaBOBblIE U PacnopAaAUTENibHblIE AOKYMEHTbI, 3aTeM 3aro/N0oBKU Aef, CoAepKallmx
naaHoBble, OTYeTHble, MHOOPMALMOHHO-aHANUTUUYECKME OOKYMEHTbI, AOKYMEHTbI, OTpakaolime
AeATeNbHOCTb NogpasaeneHuns, Nepenmncky, B KOHLe pa3aena - PerucTpaumoHHbIe U YYETHbIE XKYpPHabl,
KapToTeku, 6asbl AaHHbIX.

3aronoBKM €N, COCTaB/EHHbIX MO KOPPECNOHAEHTCKOMY W reorpadpuyeckomy npusHaKam,
BHOCATCA B HOMEHKAATYPY Aen No andaBUTy KOPPECNOHAEHTOB UK reorpadnyecknx HassaHuit.

B 3aronoBKax [gen, codepiKaliMx [AOKYMEHTbl MO OAHOMY BOMPOCY, HO He CBA3aHHbIX
nocnenoBaTe/IbHOCTbIO PeLleHns BONpoca, B KayecTse BUAa Aena ynoTpebnserca TepmMuH "A0KyMeHTbI",
a B KOHLEe 3aro/ioBKa B CKODBKax YKasblBalOTCA Ha3BaHWA BUAOB [OKYMeHTOB, Haubonee
npeAcTaBNeHHbIX B Aene:

"[IOKYMEHTbI O NPOBEAEHNN COBELLAHNI M CEMMHAPOB (NPOrpammbl, CUCKK, A0KNa4bI)".

TepMuH "QOKYMeHTbI" MPUMEHAETCA TaKKe B 3aro/ioBKax e/, COAEPMKalUX AOKYMEHTbI-
NPUNONKEHNA K KAKOMY-TMB0 OOKYMEHTY (BUAbI AOKYMEHTOB-NPUAOKEHUI HE NEPEUNCAIOTCA):

"[JOKYMEeHTbI K NPOTOKO/1aM 3acefaHunit HayyHo-TexHMYecKoro coeeTa";
"MpoTOKO/bl NPOM3BOACTBEHHbIX COBELLAHWNI MPU reHepasibHOM AUPEKTOPE U AOKYMEHTbI K HAM".

B 3aronoskax agen, npegHasHa4eHHbIX AnAa rpynnnpoBKM OOHOTUNMHbBIX OOKYMEHTOB, 3Ta rpynna
AOKYMEHTOB YKa3biBaeTCA BO MHOXXeCTBEHHOM YuUCne:

"MpoToKoAbl 3aceaaHnii aupexrumnn'.
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B 3aronoBKax Aen, coaepalimx Nepernuncky, yKasbiBaeTcA, C KEM W NO KaKoMy BOMPOCY OHa
Bederca:

"MepenuncKa c 06pa3oBaTeNbHbIMM YUPEKAEHUAMM O NOBbIWEHUN KBaANDUKaLMM paboTHNKOB".

B 3arosioBKax fAen, coaepaLinx nepenncky ¢ 0AHOPOAHLIMU KOPPECMNOHAEHTaMM, NocnegHue He
Ha3blBalOTCA, a YKa3blBaeTCA MX BUA0BOE Ha3BaHuMe:

"Mepenncka ¢ peaepanbHbIMM OPraHamMmm UCMONHUTENBHOW BAACTU O 3aKNHOYEHUU U UCNONHEHWUU
rocyAapCTBEHHbIX KOHTPAKTOB".

B 3aronoskax aen, coaepxawmnx nepenncrky C pasHopogHbiMK KOppecnoHAeHTaMuK, nocneagHne He
nepevyncnarTca:

"MepenncKka o 3aKAYEHNN U UCMIOJIHEHUM FTOCYAAPCTBEHHbIX KOHTPAKTOB".

B 3aro/IoBKe Aena yKa3blBaeTcA KOHKPETHbIM KOPPECMNOHAEHT, eC/iM Nepenmncka BeaeTcsa TONbKO C
HUM:

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

Mpu 0603HAYEHUN B 3aroNOBKaX AN afMUHUCTPATUBHO-TEPPUTOPUANBHBIX eANHMUL, YUUTbIBAETCA
cneayoulee:

€C/v cofiepykaHve Aena KacaeTcsa HeCKOIbKUX OLHOPOAHbIX aAMUHUCTPATUBHO-TEPPUTOPUAbHBIX
e4VHUL, B 3arofioBKe Ae/na He YKasblBaloTCA WX KOHKPETHble Ha3BaHWA, a YKasblBaeTca ux obuiee
BMO0BOE Ha3BaHMe:

"MepenuncKa ¢ yupeaeHUAMMN KynbTypbl aMUHUCTPATUBHBIX OKpPYyroB MockBbI".

eCNN  cogepikaHue pgena KacaetcA OAHOW  aAMMHWUCTPATUBHO-TEPPUTOPUANBHOM  eauHULRbI
(HaceneHHOro NyHKTa), ee (ero) HasBaHWe yKa3blBAETCA B 3aro/IOBKe Aena:

"MepenucKa c dmunmanom B MocKoBCKoi 061aCcT 0 NAaHMPOBAHUKN N OTYETHOCTK".

B 3arosioBKax Aen, cogepiKallimx NaaHOBYHO MAM OTUYETHYIO AOKYMEHTaLMIO, YKa3blBAaeTCA Nepuos,
(mecau, kBapTan, roa) Ha (3a) KOTOpbI cocTaBAeHbl NAaHbl (OTYETbI):

"OTueTbl CTPYKTYPHbIX NoApasaeneHnin 3a 2017 roa”;
"CTaTMCTUYECKMIN OTYET O YUCIEHHOCTU, COCTaBe M ABUXKEHMMU Kaapos 3a 2017 rog (¢. N 27-roa)".

Mpu bopmMMpoBaHMM Aena U3 HECKONIbKMX TOMOB (4acTelt), Kpome obLiero 3aronosKa Aena npu
HeoBXOAMMOCTN COCTaBAAKOTCA 3ar0/I0BKM KaXKAOro Toma (4actu), yTOuHAOWME coaepXaHue TOMOB
(yacTeit) gena.

3aronoBKM AeN MOTyT YTOYHATLCA B Npouecce GopmMnpoBaHnsa U opopmaeHusa aen.

8.15. Tpada 3 "KonuuyectBo pen" 3anonHAeTcA MO OKOHYaHWW KaneHgapHoro roga. Mo
OOCTUXEHUM OEeNOM, BK/OYAOWMM AOKYMEHTbl BpemeHHbIX (cBbie 10 feT) U MOCTOAHHOrO CPOKOB
XpaHeHusa, obbema B 250 /MCTOB, TOM 3aKpbIBAaeTCA M OTKPbIBAaeTCA HoBblM Tom. B rpade 3
HOMEHKNATYpbl Aen NocneAoBaTefibHO YKasbliBalOTCA HOMeEpa TOMOB W KpailHuWe AaTbl AOKYMEHTOB
KaX4oro Toma:

T. 1. 11.01.2017 -
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3}'IEKTpOHHbIe Aena Ha Toma (qacm) Heé pa3aenAaroTca. Bce 3NN1EKTPOHHbIE OOKYMEHTbI, HE3aBUCUMO
OT UXx o6bema, BK/TIO4AKOTCA B O4HO 3/IEKTPOHHOE Aeno.

8.16. B rpade 4 "Cpok xpaHeHMAa 1 N cTaTbM NO NepeyHo" yKasbiBalOTCA CPOKU XPaHEHUs Aen U
Homepa cTaTeid MO TMNOBOMY WM BEAOMCTBEHHOMY MEPEYHIO [AOKYMEHTOB C YKa3aHMEM CpPOKOB
XpaHeHus, degepanbHOMY 3aKOHY UM UHOMY HOPMATMBHOMY NPaBOBOMY aKTY.

8.17. B rpade 5 "MpumeyaHne" npocTaBAAlOTCA OTMETKM O 3aBedeHum gen ("3asegeHo"), o
nepexoaalmx aenax (Hanpumep, "Mepexogsulee ¢ 2016 roaa"), o BblAENEHUN AN K YHUUTOXKEHUIO, O
Anuax, OTBETCTBEHHbIX 3a GOpPMMpOBaAHME aes, O nepefade Aen B APYrylo opraHusaumio Ana
NPOAO/IKEHUS.

Echn peno popmmpyetcs B UHGOPMALUMOHHOM CUCTEME U BKIIOYAET 3/IEKTPOHHbIE AOKYMEHTbI, B
rpade "MpumeyaHne" oTmeYaeTcs, YTo 4eN0 BeAEeTCA B 3/IeKTPOHHOM BUAE € YKazaHMEM HaMMeHOBaHMA
MHPOPMALNOHHOM CUCTEMDI:

"IneKkTpoHHble AoKyMeHTbl. C3/[, "KaHuenapusa", B4 "CnyxebHble 3anmckn'.

8.18. Mo 3aBeplUeHUN AeN0NPOM3BOACTBEHHOMO 03 B KOHLLE HOMEHKAATYpbl A€/l B Ka*KAOM
CTPYKTYPHOM nogpa3sgeneHmm odopmMaseTca WMTOroBasa 3anucb, B KOTOPYK BHOCATCA CBeAEHUA O
Ko/IM4ecTBe 3aBeZleHHbIX Aes (TOMOB, YacTeit), OTAe/IbHO NMOCTOAHHOIO M BPEMEHHbIX CPOKOB XPaHEHWs,
BPEMEHHbIX CPOKOB XpaHeHuAa ¢ oTmeTkoi "IMK" mn nepexogawmx. Utorosas 3anmcb A0NoAHAETCA
AaHHbIMU O KOJIMYECTBE 3/IEKTPOHHbIX [1€/1 COOTBETCTBYHOLLMX CPOKOB XPaHEHMUA.

B MTOroByto 3anucb CBOAHOW HOMEHKNATypbl Ae/ CBEAEHWA BHOCATCA HAa OCHOBAHUM AAHHbIX,
nepeaaHHbIX U3 CTPYKTYPHbIX NO4pPa3AeNeHUIn OpraHu3aumm.

CsegeHua, coaeprawmeca B NTOroBOM 3anucu HOMEHKANATypbl gen opraHn3sauunmn, nepenaroTca B
dpXunB OpraHMsaunn, o Yem B HOMEHKNAType AeN NPOCTAaBNAAETCA OTMETKA C YKa3daHWem OON1KHOCTU U
noanucu nnua, nepeaasllero ceeaeHunA.

8.19. lena co AHA WX 3aBeAeHMA A0 Nepedaqvn B apxXxMB OpraHM3auUMm UAW OO0 BblAeNEeHUA UX K
YHUUTOMKEHMIO MO UCTEYEHUW CPOKa XPAaHEHMA XPAHATCA N0 MECTY UX GOPMUPOBAHNA.

Jeno cuntaetca 3aBegeHHbIM C MOMEHTA BKAOYEHUA B HErO nepBoro NCNOJIHEHHOTO OOKYMEHTa.

8.20. Mpu dopmupoBaHUM Aen Ha OymaxkKHOM HocuTesNe OOJ/IKHbI cobagaTbca ciegyolme
obuwue npasuna:

B AeNno NomMewaroTca MCNoJZIHEHHbIE AOKYMEHTbl, COOTBETCTBYHOLWME MO CBOEMY COAepXaHWUIO
3aro/s1oBKy Aes1ia N0 HOMeHKNaType Aen;

NPUNOKEHNA NOMeELLaTCA BMeCTe C OCHOBHbIMU AOKYMEHTAMMU,

B O€/10 BK/IKYAKTCA OOKYMEHTbl O4HOrNo KaneH4apHOoOro roaa, 3a UCKJKYEHUEM nepexoaAalmnx
nen;

AOKYMEHTbI NOCTOAHHOIO N BPpEMEHHbIX COOKOB XPaHEHUA TpynnUPyKOTCA B AeN1a Pa3ae/ibHO;
B AE€N0 BK/IKOYAETCA N0 OAHOMY 3K3eMNNAPY KaXXA0ro AOKYMEHTa;

daKcorpammbl, Tenerpammsbl, TesiedoHOrpaMmmol NOMELLAIOTCA B Aefa C Nepenmnuckon Ha oblmx
OCHOBAHWUAX;
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B AEN10 NMOMELLATCA AOKYMEHTbI NPABUAbHO U NOAHOCTbIO OPOPMAEHHbIE (AOKYMEHTbI AOKHbI
UMEeTb AaTy, NOANUCb U Apyrne HeobxoAnMble PEKBU3UTHI);

B AeN0 He BKNKYalTCA AOKYMEHTbI, noanexalune Bo3BpaTty, JIMWLHME 3K3eMnaapbl U HEPHOBUKU
(3a McknoueHrnem 0cobo LEeHHbIX);

no ob6bemy aeno, BKAOYaloLLee AOKYMEHTbl Ha BymarKHOM HOcuTene, He AOXKHO npeBbiwaTh 250
JINCTOB, NpuK ToAwMmHe He 6onee 4 cm (TONWMHA AN CO CPOKAMU XpaHeHusa Ao 10 net He AonXKHa
npesbiwatb 10 cm). MNpu NpeBbIWEHUU aHHOTO ob6bema 3aBoAUTCA BTOPOW Tom. MNpu Hannuuu B gene
HECKO/IbKUX TOMOB (4acTell) MHAEKC M 3aro/IoOBOK [Aefla MNPOCTaBAAIOTCS Ha Ka)KAOM TOME C
pobasneHnem obosHaveHnin: "T. 1", "T. 2",

ﬂ,OKYMEHTbI BHYTPW AeNa pacnonaratotca CHN3y BBEPX B XpOHOﬂOFM“IECKOﬁ, BOI'IpOCHO-IIOI'VI‘-IeCI-(Oﬁ
nocnenoBaTeZIbHOCTU NN UX COYEeTaHUN.

PacnopsguTenibHble AOKYMEHTbI TPYNNNPYIOTCA B A€/1a NO BUAAM U XPOHOJIOTMWN C OTHOCALLMMUCSA
K HAM NPUNOXKEHUAMMU. [JOKYMEHTbI - OCHOBaHWS K PacnopAAMTE/IbHbIM AOKYMEHTaM BKAOYAlOTCA B
oTAeNbHOe Aeno.

MpOTOKO/bI B Ale/ie PacnoiaratoTcA B XPOHO/I0rMYECKOM NopAAKe U N0 HOMEpPaM.

[OKyMeHTbI K 3aceiaHnAM (coBeL,aHMAM) rpynNnmupyoTCa B OTAE/bHOE AE0, KaK U MPUIOMKEHUA K
NPOTOKONAaM, eC/IM OHU cofeprKaT bonee 25 cTpaHuLL.

[OKYMeHTbI K NPOTOKO/MaM, €C/IM OHM CTPYNMNUPOBaHbl B OTAE/bHblE Aena, CUCTEMATU3INPYIOTCA
BHYTPY Aena Nno NnopagKy HOMepoB NPOTOKO/OB.

JloKanbHble HOPMaTMBHbIE aKTbl, YTBEPXKAEHHbIE PacnopAANTENIbHbIMU AOKYMEHTaMU, ABAAIOTCA
MPUNONKEHUAMM K HUM U TPYNMMUPYIOTCA BMECTE C YKa3aHHbIMWU AOKYMEHTaMM.

MpurKasbl MO OCHOBHOM AEeATENIbHOCTM FPYNNUPYIOTCA OTAE/bHO OT NMPUKA30B NO IMYHOMY COCTaBY
M NPUKA30B MO agMUHUCTPATMBHO-X03ANCTBEHHOM AeATenbHOCTU <30>.

<30> B cootsetctBMM C [lepeyHem TMMOBbLIX YNPABAEHYECKMX apPXMBHbIX [OKYMEHTOB,
obpasywolwmxca B npouecce AeATENbHOCTM  TOCYAapCTBEHHbIX OpPraHoOB, OPraHoB MEeCTHOro
CaMoOynpaB/eHNA W OpraHusaLMii, C YKa3aHMEM CPOKOB XPaHEHWs, YTBEPXAEHHbIM MpPUKa3om
MwuHucTepcTBa KynbTypbl Poccuitickoit ®epepaunmn ot 25 asrycta 2010 r. N 558 "O6 ytBepxaeHun
MepeyHA TMNOBbIX YNPaBAEHYECKUX apXUBHbIX AOKYMEHTOB, 06pa3yHoLLMXCA B NpoLecce AeATesIbHOCTU
rocyapCTBEHHbIX OPraHOB, OPraHOB MECTHOrO0 CaMOYNpPaB/AEHUA U OpraHU3aLuii, C YKa3aHMeM CPOKOB
XpaHeHus" (3apeructpuposBaH B MuHucTepcTe toctuummn Poccuiickonn ®epepaumm 8 ceHtabpa 2010 r.,
peructpaumnoHHbii N 18380); ¢ M3MEHEHWSAMW, BHECEHHbIMU NPUKa3oM MuUHUCTEPCTBA KyAbTypbl
Poccuitckoit depepaumm ot 16.02.2016 N 403 "O BHeceHMM U3MeHeHMN B [lepeyeHb TUMNOBbIX
yNpaBAeHYECKMX aPXMBHbBIX AOKYMEHTOB, 0OPa3yHOLLMXCA B NpoLecce AeaTe/IbHOCTU roCcyAapCTBEHHbIX
OpraHoB, OpPraHOB MECTHOFO CaMOYMpPaBAEHUA M OpraHM3auui, C YKa3aHMEM CPOKOB XpaHeHWUs,
YTBEPXAEHHbIN NpuKaszom MuUHUCTEPCTBA KynbTypbl Poccuitckoin Pepepaumnm ot 25 aBrycta 2010 r. N
558" (3aperucTpupoBaH B MuHUcTepcTBe tocTMUMKM Poccuiickon depepauum 15 mapta 2016 r.,
pernctpaunoHHbii N 41414), K aAMUHUCTPATUBHO-XO3ANCTBEHHOW AEATe/IbHOCTM OTHOCATCA BOMPOCHI
no coba0aeHNI0 NPaBMA BHYTPEHHErO PacnopsaaKa, SKCnayaTaumm Cy»KebHbIX 34aHWI, TPAHCMOPTHOMY
06cnyXMBaHWUIO, BHYTPEHHEM cBA3M, obecnevyeHnto 6€30NacHOCTN opraHu3aLmi.

MprKasbl N0 AMYHOMY COCTaBY GOPMUPYIOTCA B A€N1a B COOTBETCTBMM CO CPOKAMM XPaHEHMA.

JOKyMeHTbI B IMYHBIX Aenax pacrnonaratoTca No mepe Ux nocTynaeHus.
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Mepenucka rpynnupyeTca B Aena No TeMaTuke U/uamM KoppecnoHAeHTam U CUCTEeMAaTU3MpPyeTca B
XPOHO/IOTMYECKOW MOC/NeA0BaTe/IbHOCTM: [OKYMEHT-OTBET MOMELLAETCA 33 [O0KYMEHTOM-Npocbboi
(3anpocom). Mpu BO306HOBAEHUM MEpPEnUcKM MO OonpeaeneHHoOMy BOMPOCY, Hauyaslienca B
npeablayuiem rody, AOKYMEHTbI BK/IOYAKOTCA B [€/10 TEKYLIero roda C yKasaHuem WHAeKca aena
npeAblayLLero roaa.

D/IeKTPOHHbIE AOKYMEHTbl GOPMUPYIOTCA B 3NEKTPOHHbIE Aena B COOTBETCTBMN C HOMEHKNATYPOM
Aen opraHusauum B To MHPOPMALMOHHOM CUCTEME, B KOTOPOM OHM OblAM CO34aHbl UAM B KOTOPYHO
6b12IN BKNOYEHDI.

8.21. [na obecneyeHns COXPaAHHOCTU, yyeTa AOKYMEHTOB W AeNl CTPYKTYPHOro NoapasaeneHus u
OpraHM3aLMm JOCTYNa K HUM NPOBOAMUTCA KOMMIEKC paboT:

CO3[aHne ONTUMasIbHbIX YC/I0BUIA XPaHEHUA JOKYMEHTOB U Ae;
pasmelleHue aen;

NnpoBepKa Ha/IM4YnA U COCTOAHUA JOKYMEHTOB 1 Aer;
cobnloaeHve NopaaKa Bblaa4umn aen.

8.22. [ena pasmellatoT B paboumx KOmHaTax WAW CneumanbHO OTBEeAEHHbIX ANA 3TON uenu
nomeLlleHusx B LWKadax, Ha cTennaxax, 4ytobbl obecneunTb UX COXPaHHOCTb M 3alUUTY OT BO3AeNCTBUA
BpeAHbIX GaKTopoB..

Jena pns vx yyeta u ObICTPOro MOWMCKA AOJIKHbI PAcrnofiaraTbCA BEPTUKAZIbHO, KOpeLlKamu
Hapy*»Ky U B COOTBETCTBMM C HOMEHK/IATypol Aen. Ha Kopelukax 0610KeK Aen YKa3blBalTCA MHAEKChI NO
HOMEHKNAType Aen, Npu HeobxoaMMOCTM HOMep ToOMa fAena, Aaty gena. HomeHknaTypa gen wau
BbINUCKA M3 Hee NOMELLAETCA Ha BHYTPEHHEeN cTopoHe WwKada.

8.23. MNpoBEPKMN HaNNUUA U COCTOAHUA LOKYMEHTOB M AeN B LensAx yCTaHOBAeHUA GaKTUYECKOoro
HanuumA gen A0XKHbI NPOBOAMTLCA AEN0NPOU3BOAUTENEM NOAPA3AENEHNA B CAYYAAX:

nepen nepep,aqeﬁ AOKYMEHTOB B apXnB OpraHn3saunm;
npu nepemelleHnn aen;

npM CMeHe  pyKoBOAMTENA  CTPYKTYPHOro  nogpasgeneHvsa,  pykosoautens  Caysk6bl
[eNonpon3BOACTBa;

npu peopraHnsauunmn n a(mnkengaumnm opraHn3aumm Mam CTPpyKTypHOro nogpasaeneHuAa.

MpoBepKa HaAMuMA NPOBOAUTCA MyTEM CBEPKM cTaTemn HOMeHKANaTypbl gen C onncaHnem Aen Ha
o6no>1<|<e, a d)msmqecr(oe COCTOAHME Aen onpeaensaetrca nNytem WX BU3yasbHOro npocmoTtpa. Bce
O6Hapy)+(EHHbIe HeAOCTaTKN OO01XKHbI d)VIKCMpOBaTbCH B aKTe€ NPOBEPKU HA/TNYNA U COCTOAHUA OeN.

8.24. B cny4ae BbIABAEHUA OTCYTCTBMA A€, YNCAALLMXCA MO HOMEHKNAType Aes, PYKOBOACTBOM
noApasfeneHnin NPUHMMAOTCA Mepbl MO WX PO3bICKY. ECAM po3bICK gen He JaeT pesynbraTta,
COCTaB/AETCA CMpaBKa O MPUYMHAX WX OTCYTCTBUA, KOTOpas MOAMMUCLIBAETCS PYKOBOAUTENIEM
noapaszeneHun u npeacrasnsertca B Cay»Kby AenonponssoacTsa.

dakT yTpathl gena (aen) ¢ouKcupyetca B akTe, coctaBasemom Cny:boit genonpousBoacTsa u
pyKoBoAMTENEM CTPYKTYPHOro noapasaeneHua (YyNnoaHOMOYEHHbIM UM INLLOM) B TPEX 3K3emnaspax: no
O4HOMY 3K3EeMMAAPY aKTa XpaHutcAa B Cnybe Oenonpou3BOACTBA U CTPYKTYPHOM MoApasiefieHnu;
3K3eMNAAP aKTa MpeacTaBAseTcA B apxXMB OpraHusauum npu nepejade Aen  CTPYKTYPHOro
noApasfeneHnn Ha apXMBHOE XpaHeHue.



8.25. 3KcnepTusa LLEHHOCTU [AOKYMEHTOB MNPOBOAUTCA Ha OCHOBE 3aKOHOAaTeNbHbIX M WHbIX
HOPMaTUBHbIX MPaBOBbIX akToB Poccuiickot degepaumn, yctaHaBAMBaOLWMX TpeboBaHMA K CPOKam
XpaHEeHMA [OKYMEHTOB, TUMOBbIX U BEAOMCTBEHHbIX MepeyHel JOKYMEHTOB C yKa3aHMEM CPOKOB WX
XpaHeHus:

Nnpu COCTaBAEHUN HOMEHKNATYPbI AEN;
npu NoAroToBKe AeN K nepeaaye B apxms opraHM3aumu;
B apXmMBe opraHM3auunu.

8.26. [na opraHuM3auMm M nposBedeHUA pPaboTbl NO 3KCMepTM3e LEeHHOCTU [AOKYMEHTOB B
OpraHM3auMm NPMKa3oM PYKOBOAUTENA CO34aeTCA IKCNepTHasa Komuceua (aanee - 9K), B opraHMsaumsax,
MMeIoLWMX NoABeAOMCTBEHHbIE OpraHu3aumnmn, Guanasnsbl, - LeHTpaabHan 3KCnepTHaa Komuccua (aanee -

LI9K).

3agaun, GyHKUMK, npaBa, opraHM3aumsa pabotbl IK (LIIK) onpenenaoTca NoNOXKEeHMEM O HeW,
KoTopoe pa3pabaTbiBaeTcA Ha OCHOBAaHUW NPUMEPHOTO NOJIOMKEHUS, YTBEPKAEHHOTO YNOJAHOMOYEHHbIM
depnepanbHbIM OPraHOM UCMOJTHUTENLHOM BNACTM B cpepe apXMBHOTO Aena U AesonponsBoactea <31>.

<31> Mpukas PepepanbHOro apxmBHoro areHtcTtBa ot 11.04.2018 N 43 "O6 yTBep:KAEHUU
MprMepHOro NosoxKeHNa 06 3KCNePTHON KOMMUCCUM OpraHu3aumu” (3aperncTpuposaH B MuUHUCTepCTBE
tocTnumm Poccninckoit ®epepaumm 15.06.2018, pernctpaumnoHHbiii N 51357).

8.27. OcHoBHbIMM pyHKUMAMM DK ABnatoTcA:
OpraHM3auma exerofHoro otbopa Aen oA XPaHeHUA U YHUUTOXKEHUS;

paccMOTpeHWe M COornacoBaHWe MpPOEeKTa HOMEHKNaTypbl Aen OopraHusauuu, onucein pgen
NOCTOSHHOMO U BpeMeHHbIX (cBbiwe 10 feT) CPOKOB XpaHeHMA, B TOM YMC/e NO IMYHOMY COCTaBy, aKTOB
0 BbIAENEHNU K YHUUTOKEHUIO AEN, HE NOAJENKALMNX XPAHEHUIO;

y4yactue B NOAroToBKE N PAaCCMOTPEHNUN NMPOEKTOB HOPMATUBHbLIX U MeTOANYECKUX AOKYMEHTOB MO
BonpoCam pa6OTbI C AOKYMEHTaMM B OpraHnsauunmn.

8.28. JKcnepTMsa UEHHOCTU [OKYMEHTOB OCYLLECTB/AETCA EXKEeroAHo Ae0MpousBoanTeNs MU
nogpasfeneHnii COBMeCTHO ¢ DK opraHusaumMuM M noa MEeTOAMYECKMM PYKOBOACTBOM CayK6bl
4eN10Mpon3BoACTBa OpraHM3aumn.

8.29. I'IpM nposeaeHMn aKCnepTnsbl LEHHOCTU OOKYMEHTOB NpU noAroTtoBrke €N K nepenadve B
dpXu1B OpraHM3aunn oCyLeCTBNAETCA:

oT60p AOKYMEHTOB NOCTOAHHOIO M BPEMEHHbIX (CBbiwe 10 NeT) CPOKOB XpaHeHUA ANA nepeaaqn B
apXuB opraHMsauuu;

oT60p AOKYMEHTOB BpemeHHbIX (A0 10 neT BKAUYUTEIbHO) CPOKOB XpaHeHUs 1 ¢ nomeTkamu "o
MWHOBaHMA HagobHoctn", "o 3ameHbl HOBbIMM", noOANEXKAWMX JaNbHENWeMy XpPaHEeHU B
CTPYKTYPHbIX NOApasaeneHunnx;

BblaeNeHNe K YHUYTOXEHUIO AeN 3a npeablayuwine rogabl, COOKMU XpaHEHNA KOTOPbIX UCTEKN.

O,D,HOBpeMeHHO nposepAeTcA KayeCtBO W NOJIHOTA HOMEHKNATypbl Aen opraHun3auuu,
NnpPaBuUIbHOCTb onpeaesneHnAa CPOKOB XpaHeHUA Aen.

8.30. [lena nocToAHHOro M BpemeHHbIX (cBbilwe 10 NeT) CPOKOB XpaHeHUA NoAanexKaT NoANCTHOMY
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NPOCMOTPY AN1A BblAENEHMA U3 UX COCTaBa AOKYMEHTOB BpeMeHHbIX (40 10 neT) CpoKoB XpaHeHus.

Odena ¢ otmeTkoit "IMK" noasepratotcs MNOAUCTHOMY MNPOCMOTPY B LENAX OnpeseneHus u
BblAENEHUNA U3 X COCTaBa AOKYMEHTOB, MOA/1EKALLMX NOCTOAHHOMY XPaHEHUIO.

8.31. OT6Op 3/1eKTPOHHbIX AOKYMEHTOB A1 Nnepeaayn B apxvMB OpPraHM3aunm OCyLLECTBAAETCA B
aBTOMaTM3MPOBAHHOM peXuMe MyTem oTbopa AOKYMEHTOB M3 6a3 AaHHbIX MHPOPMALIMOHHbLIX CUCTEM
no npusHaky "UHaekc aena" ("CpoK xpaHeHus").

8.32. To pe3ynbrtatamMm 3SKCNepTudbl UEHHOCTU AOKYMEHTOB B OpraHusauun npoBoauUTCA
Od)OpM!'IEHMe Aen n CoCtaBaATCA OonMUCKU Oen NOCTOAHHOIO XpaHEHUA, BPEMEHHbIX (CBbILLIe 10 IleT)
CPOKOB XpaHeHMA MU No NINYHOMY COCTaBy, a TaKXe aKTbl O BblAeNEHUN K YHUUYTOXKEHWUKO AeN, HE
nognexawmnx XxpaHeHuto.

OnucK aen NoCToSHHOIO XpaHeHUs, BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHEHUS U MO IMYHOMY
COCTaBy, a TaKe aKTbl O BbIAENEHUM K YHUUTOXEHMIO [eN, He MoAfeNKallux XpaHeHuio,
paccmaTtpuBatoTca Ha 3acegaHum IK (LIIK) opranmsaumm oaHoBpemeHHo. CornacoBaHHble K (LIK)
aKTbl M OMUCK YTBEPKAAIOTCA PYKOBOAUTEIEM OpPraHM3aLmn.

8.33. lena, obpasoBaBLUMECA B AEATE/IbHOCTU OpPraHM3aLMn U NoaaexKalme XpaHeHuo, NPpoxXoaaT
NoJsIHOE MM YacTuyHoe odopmaeHue. NMonHomy opopmaeHuto noanekar aena BpemeHHbIx (cebiwe 10
JIET) CPOKOB XpaHEeHMA M MOCTOAHHOro XpaHeHus. [ena BpemeHHbIx (4o 10 neT) CPpOKOB XpaHeHus
noasaexaT YaCTUYHOMY 0GOPMAEHMUIO.

OdopmneHve pnen nNpPoOBOAWUTCA B CTPYKTYPHbIX MNOAPA3AENEHUAX OpraHusaumm no MecTty
bopmMpoBaHMA SOKYMEHTOB B Aena.

8.34. NonHoe opopmaeHme gena Ha ByMarKHOM HOCUTENE BKAOYAET:
odopmneHne peKkBn3nToB 0610KKM gena no popme;

HyMepauuto INCTOB B AeNe;

COCTaB/EHUE INCTa-3aBEPUTENA AEN3;

COCTaBAEHME B HEOOXOAMMBIX C/ly4asiX BHYTPEHHEN ONMUCU AOKYMEHTOB AeNa;
NOALWMBKY M NepenneT aena;

BHECEHME HeobXO4MMbIX YTOYHEHWI B pPeKBU3UTbI O6JIOKKM gAena (yTouyHeHWe HasBaHusA
opraHu3auun, MHAEKca Aena, KpamHUx AaTt Aena, 3aro/soBKa aena).

JlncT-3aBeputenb gena, BHYTPEHHAS ONUCb AOKYMEHTOB Aena W 06/10XKKa Aena COCTaBAATCA Mo
dopmam, yctaHoBAEHHbIM [paBUAaMM XpaHeHUA <32>.

<32> lMpunoxxenua N 8, 27, 28 K lMpaBnaam xpaHeHuA.

8.35. [lena BpemeHHbIX (40 10 neT BKAOYUTENbHO) CPOKOB XPaHeHUA, noanerkalme 4yacTuyHoMy
odOpMNEHUNIO, AOMYCKAeTCA XPaHMTb B Mankax, B KOTOPbIX AeNa XPaHUAMCb B 4en0MNpon3BOACTBE,
nepecucTtemaTmsaumsa OOKYMEHTOB B fgene He MNPOBOAUTCA, SNCTbl Aefla He HYMepYHTCA, JUCTbI-
3aBepuTenn Aena He coctaBaatoTca. Ha o060)Ke aena B COOTBETCTBMM C HOMEHKANATypon aen
OpraHM3aLMKM 3aNoNHAKTCA PEKBM3UTbI: HAMMEHOBAHWE OpraHM3aLMn, HAMMeHOBaHWe NoapasaeneHus,
WHAOEKC Aena, 3aroN0BOK Ae/a, CPOK XPaHEeHUA AOKYMEHTOB.

8.36. Ha 06n0Ke Aen BpemeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHEeHMA U MO JIMYHOMY COCTaBy
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YKa3bIiBatOTCA:

HaMMeHOBaHMEe BbIWECTOALWEN OpraHusauum (opraHusaumu-yupeguTens); HauMMeHOBaHMWe
OpraHM3aumm - UCTOYHMKA KOMMIEKTOBAHMA roCy4apCTBEHHOTO (MyHMLMNANIbHOIO) apXmBa;

HaMMeHOBaHMe CTPYKTYPHOro noapasaeneHus;
WMHAEKC Aena No HOMeHKAaType Aen;

HoMep TomMa (4acTu);

3aroNoBoOK Aena (Toma, Yyactu);

KpaiHue aatbl gena (Toma, yactu);

KOJINYECTBO /INCTOB B Aene;

CPOK XpaHeHuA aena;

ApPXMBHbIM WKNdp aena.

Ha 06n0Kax Aen MNOCTOAHHOTO XpaHeHWs Hag HaMMEeHOBaHMEM OpraHM3auuKM yKasbliBaeTcs
HaMMeHOBaHMe rocyAapCTBEHHOro (MyHULMMNAAbHOrO) apXmMBa, UCTOYHUKOM KOMMIEKTOBAHMNA KOTOPOTO
BbICTYMaeT opraHM3aLus.

8.37. Mpu obopmaeHnmn ob10KKKU gena:

HanmMmeHoBaHUe BbILUECTOFILU,eﬁ OopraHunsauun (OpFaHM3aLl,MM-y‘-IpeLI,MTe}'Iﬂ), npmn €ee Haan4yumy,
YKa3biBaeTCA MNOJIHOCTbIO B WMMEHWUTENIbHOM nNagexe, nog noJIHbIM HanMMeHOBaHMEM B cKobKax
YKa3biBaeTCA od)mu,maanoe NPUHATOE COKpalWleHHOe HaunMmeHOoBaHNe (an ero HaI'IM‘-IVIM),'

HaMMeHOBaHMe OpraHU3auMM YKasblBAeTCA NOMHOCTbIO, B MMEHUTENIbHOM MageXke, C yKasaHuem
opUnLUMaNbHO MPUHATOrO COKPALLEHHOrO HaMMEHOBaHMA (NPW ero HaAn4YuK), KOTOpOe YKasblBaeTcA B
cKobKax nocae NoIHOro HaMMeHOBaHUS;

HaMMeHOBaHME CTPYKTYPHOro noapasfeneHnsa YKa3blBAaeTCA MOJIHOCTbIO B COOTBETCTBUMU C
YTBEPXKOEHHOW CTPYKTYPOM opraHuMsauuun (NpyM HaanMyMM COKpaLLeHHOro HauMEHOBaHWUS CTPYKTYPHOTO
noapasaeneHmns OHO YKasblBaeTca B CKOBOKax);

MHAOEKC Aenla NPOoCTaBAETCA B COOTBETCTBUN C HOMeHKﬂaTypOﬁ Aen opraHnsauunm;

3aroz1I0BOK Aesla NepeHoCUTCcA U3 HOMEHKANATYpbl Aen opraHn3auunun (B HGO6XO,CI,MMbIX Cnyyaax B
3aros1IoBOK BHOCATCA yT0quva);

AaTbl aena (rog(bl) 3aBeieHMA U OKOHYaHMA Aena B 4eNI0NPOU3BOACTBE).

an U3IMEHEHNUN HAUMMEHOBAHWMA OpraHMsauun wam nogpasgeneHnAa B TeyeHue nepuoaa,
OXBaTblBAa€EMOro OOKymMeHTaMWn Aena, Wan npun nepegade aena B Apyroe nogpasgesieHne Ha 06/10KKe
Aena noa nNpexXHMm  HanmMeHOBaHMEM  YKa3blBaeTCA HOBO€ HauMMeHOBaHWE  OpraHun3auunm
(HOApa3AEHEHMH), a npexXHee HauMeHOBaHUE 3aK/1I04aeTCA B CKOOKM.

MHAeKc Aena v 3arofloBOK Aena nepeHocATcA Ha 0610XKKY M3 HOMeHKAaTypbl aen. Ecam ageno
COCTOMT U3 HECKO/IbKMX YacTel, Ha 0BN0MKKY KaxKaoro Toma (4actu) BbiIHOCMTCA 06K 3ar0I0BOK Aena u
3aro/I0BOK KaXkAoM YyacTu (npu ero Haanumm).

[aTto pen, coaeprKalmx pacrnopaAaUTENbHYIO AOKYMEHTaLMIO, a TaKXe Aef, COCTOALMX w3
HECKO/IbKMX TOMOB (Y4acTeld), ABNAIOTCA KpaliHMe AaTbl IOKYMEHTOB Aena, To ecTb AaTbl (4ncio, mecau,



rosl) peructpaumm (CocTaBlieHMa) Camoro paHHero M camoro no3JHero JOKYMEHTOB, BKAHOYEHHbIX B
aeno. Mpu aTom AeHb Mmecaua (ABa 3Haka) u rog (YeTbipe 3HaKa) 0603HavaloTcA apabckumm umdpamm,
Ha3BaHUWe mecAua nNuueTca C10BOM. Ecnm B Aeno BKAKYeHbl AOKYMEHTbI, AaTbl KOTOPbIX BbIXOAAT 3a
KpaliHue pgaTbl Aena, TO Noj AataMu fAena, C HOBOW CTPOKM AenaetcAa 3anuck: "B gene mmetotca
OOKYMEHTbI 3a ... rogy(bl)". [laTbl Aena MOryT He yKa3blBaTbCA Ha 06/10XKKe AeN, coAep Kallmx, Hanpumep,
rogosblie naaHbl 1 OTYETbI, TaK KaK OHU OTPa*KakoTCA B 3aro/10BKax Aen.

[Jatamun gena, cofepskalllero NPOTOKO/bI 3aceAaHuii, ABAAITCA AaTbl NepBOro M nociaeaHero
npoToKona.

KpaﬁHMMM AaTaMun INYHOIO gena ABNAKTCA OaTbl NOANMNCAHNA NPUKa3a O npueme (an Haan4ynm
TPyA4oBOro orosopa - Aarta 3akK/k4YeHUA TpyaoBoro ,EI,OI'OBOpa) N NPUKasa 06 YBOJIbHEHUN NNUQ, Ha
KOTOpOEe OHO 3aBeaeHO. B CQlydae CMmepTn nnua, Ha KOTopoe 3aBedeHo aAeno, KOHEYHOoM ,D,aTOVI ABNAETCA
AaTa AOKYMEHTQa, U3BeLWlaouwero o ero KOH4YnHe.

PekBM3UT "CPOK XpaHeHUn aena" nepeHocuTca Ha 060Ky Aena M3 HOMEHKNaTypbl Aen nocne
CBEPKM ero Co CPOKOM XpaHEHWA, YKa3aHHbIM B NepeyYHe TUMOBbIX AOKYMEHTOB UAN B BEAOMCTBEHHOM
nepeyHe OKYMEHTOB, C YKa3aHMEM CPOKOB XpaHeHMs.

Ha genax nocTtoAHHOro xpaHeHua nuweTcs: "XpaHWUTb NOCTOAHHO".

8.38. o oKOHYaHWUW roga B HaAMUCK Ha OBN0MKKAX AeN MOCTOAHHOTO U BPeMeHHbIX (cBbiwe 10
NIeT) CPOKOB XpaHEHWs BHOCATCA YTOYHEHMA: MPU HECOOTBETCTBUM 3aro/oBKa Aen Ha 06/10XKKe
COAEPKAHUIO NOAWNTbIX JOKYMEHTOB B 3aro/I0BOK Ae/la BHOCATCA U3MEHEHMA U AOMNONHEHMA.

HanmeHoOBaHMA opraHM3auMu M NoAapasaeneHus, rod U HOMep Aena MOryT NPOCTaBAATbCA Ha
06.10}KKe C NOMOLLLbIO WTamna.

8.39. B uensax obecneyeHUs COXPAaHHOCTM M 3aKpenieHma NopsaKka PacrnofioKeEHUA SOKYMEHTOB,
BK/IIOYEHHbIX B [€/710, BCE €ro JINCTbl, KPOME /IUCTa 3aBEPUTENA U BHYTPEHHEN OMuUcu, HymepytoTca
apabckmmm undppamm BanoBOW Hymepaumein. JIMCTbl HymepyroTca rpadUTOBbIM KapaHZalom Wau
HymepaTopom (ynotpebsieHne YepHUN U LUBETHbIX KapaHZaweh Ana Hymepauumu JIMCTOB He
JonycKaeTca) cBepxy BHM3, undpbl NPOCTABAAIOTCA B MPAaBOM BEPXHEM YI/y JINCTA, He 3aZeBas TeKCTa
OOKYMeHTa. JINCTbl BHYTPEHHEN ONUCK HYMEPYIOTCA OTAEe/bHO.

JlncTbl gen, cocToAwMmX N3 HECKONIbKMX TOMOB W/IN yacren, HYMepPYITCA NO KaXXgomy Tomy Unau
4acCTu OTAOENbHO.

[OKyMeHTbI C COBCTBEHHOM HYMepaLMen IMCTOB HYMepyoTcA B 0bLem nopagxe.

Nuct noboro popmaTa, NOALWINTLIN 33 OAMH Kpali, HYMEPYETCA KaK OAMH JINCT B MPAaBOM BepXHEM
yrny. CNOXKeHHbI NNCT Pa3BOPaYMBAETCA U HYMepyeTcA B NPaBOM BEePXHEM YrAay. JIUCT, COMKEHHbIV U
NOALWMWTLIN 33 CepesuHy, NOLNEKNUT NepeLlnBKe U HYMEPYETCA Kak OOUH JINCT.

Ecaun B geno nogwut KOHBEPT C B/IOXKEHNEM, CHAYa/la HYMeEPYETCA KOHBEPT, a 3aTeM o4vepegHbim
nopAAKOBbIM HOMEPOM Ka*KJ0€ B/1I0OXXEHUNE B KOHBEPTE.

Ecnn B Hymepaumu anctos gonyueHo 6onee 10 owmnboK, Bce Aen0 HymepyeTca 3aHOBO. Mpy 3Tom
cTapble HOMepa 3a4epPKUBAIOTCA, U PAAOM CTaBUTCA HOBbIM HOMEP UCTa.

MpY HaNNUYMK OTAENbHBIX OLWMBOK B HYMEpPaLUUn IMCTOB AOMNYCKaeTca ynotpebaeHne antepHbIx (c
6YKBEHHbIMM JOMNONHEHUSAMMN) HOMEPOB JIUCTOB.

8.40. NMocne 3aBepweHna Hymepauun NnnctoB COCTaBAETCA NNCT-3aBepUTENb Aena, KOTOprVI
pacnonaraeTcAa B KOHUE Aena. B Nncre-3asepurtene LI,Md)paMVI M NPOMUCbIO YKa3blBatlOTCA KONNYECTBO
TNCTOB B AaHHOM Aene, ocobeHHOCTH OTAENbHbLIX 4OKYMEHTOB (HEHCHbIﬁ TEKCT, pa3pbiBbl, CKﬂEl)lIKM).



Nncr-3aBepuTensb gena noanucbiBaeTca ero COCTaBUTeIEM C YKa3aHUEM AOJIKHOCTU, MHULMANOB U
dammanm, gatbl COCTaBAEHUA.

Ko/snyectso nnCToB B Aene, yKasaHHOe B /MCTe-3aBepuTtesie Aena, NpocTaBaseTcs Ha 0610Ke
aena.

Ecan geno nepensieteHo u NoAawnTo 6e3 NncTa-3aBepuTens, TO COCTaB/IeHHbIN INCT-3aBepuTesb
NOAKNENBAETCA K BHYTPEHHE CTOpoHe 3aaHel 0610XKM gena.

8.41. inA yyeTa AOKYMEHTOB onpenaesieHHbIX KaTeropmin NocToAHHOro 1 BpemMeHHoro (cebiwe 10
NIeT) CPOKOB XPaHEHWA, y4yeT KOTOPbIX BbI3BAaH CNEUMPUKON AOKYMEHTALMW, BKAOYEHHOW B AENo,
COCTaBAAETCA BHYTPEHHAA ONUCb AOKYMEHTOB Ae/a, NoOMeLLaeMas B ero Havano.

BHYTpeHHAs onucb BKAOYaeTcA B Aena, UMerolme ocobyio 3HAYMMOCTb, a TaKXe B Aena,
chopMMpoBaHHbIE MO BUAAM [AOKYMEHTOB, 3aro/ioBKM KOTOPbIX HE PacKpbiBalOT KOHKPETHOro
COAEpMKaHNA LOKYMEHTOB.

BHYTPEHHAS OMMCb AOKYMEHTOB Aefla COCTaB/AAETCA TaKXe Ha o06bemMHble Aena MNOCTOAHHOro U
BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XPaHEHUA B LENAX yyYeTa M BbICTPOro HaXOMKAEHUA AOKYMEHTOB B
aene.

B KoHue BHyTPEHHEVI ONMUCKU YyKa3blBaeTCA LI,Md)paMVI M NPONNCbIO KOJIMYECTBO BK/IKOYEHHbIX B HEE
AOKYMEHTOB U KOJIMYECTBO ZINCTOB BHyTFJEHHEﬁ onucwu.

BHYTpeHHAsA onucb AOKYMEHTOB Aefia NOAMNUCbIBAETCA COCTaBUTENIEM C YKasaHWEM AOJIKHOCTH,
MHULMaNoB 1 pamuanm, oatbl COCTaB/IEHUS.

Ecnv feno nepenneteHo v NOAWMNTO 6e3 BHYTPEHHEN ONMUCK, TO COCTaB/IEHHas BHYTPEHHAA ONUCb
NoAK/NeMBaETCA K BHYTPEHHEM CTOPOHE INLEBOI 0610KKHM Aena.

8.42. [JOKyMeHTbl MOCTOSIHHOTO, BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XPaHEHUS U MO JUYHOMY
COCTaBy, COCTaBAAOWME /10, NOMELLAIOTCA B TBEPAble 0610KKN M3 KapTOHA, NOALWMBAOTCA B YeTbIpe
NPOKO/Ia UAM NEePEnNeTaoTCA C Y4ETOM BO3MOMKHOCTM CBODOOAHOIO YTEHMA TEKCTa BCEX AOKYMEHTOB,
0aT, BU3 M pe3o/iouMiA Ha HuX. Pesonouumn pyKOBOACTBA, COCTABNAEHHble HA OTAENbHbIX JINCTAX,
nomeLlatoTca nepes AOKyMeHTOom. [pu noprotoBke Aen K NoALWMBKe (nepenseTy) nposepsetca
NpPaBUNALHOCTb UX GOPMUPOBAHUA, OPOPMIEHUA, BCE MIACTUKOBbLIE U META/IMYECKME KpenieHud, a
TaK¥Ke TepmonepenneTbl U3 JOKYMEHTOB yAaNAOTCA.

[ena nocTtoaHHOro XpaHeHus, coctoAwme U3 0cobo LEHHbIX MM HepOpPMaTHbIX AOKYMEHTOB,
MOTYT NPMHMMATBLCS Ha XPaHEeHMeE B 3aKPbITbIX TBEPAbIX MAMNKAX C TPEMA KNAaNaHaMU U C 3aBA3KAMU UK B
KopobKax.

8.43. MoAroToBKa 3N1EKTPOHHbIX AOKYMEHTOB K Nepefaye B apXMB OPraHM3aLmMmM OCyLLEeCTBAAETCA
CTPYKTYPHbIM NOApasAeneHMeM OpraHuM3auum - BAaZesbLem COOTBETCTBYOWENA MHOOPMALMOHHOM
CUCTEMbI COBMECTHO C noapasgeneHnem (cneumanuctom), obecneumsatowmm ¢yHKUMOHMPOBAHME
MHPOPMALMOHHOM CUCTEMBI.

8.44. MNpn NoAroTOBKE 3/1EKTPOHHbIX 4OKYMEHTOB, 0TOBpaHHbIX K Nepegaye B apXms OpraHM3aLmu,
BbINO/IHAIOTCA CeAyloLLMe OCHOBHbIE NpoLeaypbl paboTbl C AOKYMEHTaMM:

KOHBEpPTaLMA 3NEKTPOHHOIO AOKYyMeHTa B GOpMaT apXMBHOIO AOKYMeHTa <33>;

<33> lMyHKT 4.34 Mpasuna xpaHeHua.
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dopmupoBaHne B UHGOPMALMOHHOM CUCTEME OpraHM3auMU 3NEKTPOHHbIX Ae/, ABAAOLLMXCA
COBOKYMHOCTbIO KOHTEMHEPOB 3/IEKTPOHHbIX LOKYMEHTOB UM KOHTEMHEPOM 3NEKTPOHHOIO AOKYMEHTA,
BK/IIOYAIOLLEM: KOHTEHT U MeTafaHHble 3/1eKTPOHHOIO AOKYMEHTA, $aisbl 3NEKTPOHHbLIX Nognucein u
BM3Ya/IN3MPOBAHHYHO KOMUIO TEKCTOBOTO 3/1EKTPOHHOrO AOKYyMeHTa B dopmaTe PDF/A <32>;

dopMUPOBAHME ONUCHK 3/IEKTPOHHbIX A&/, AOKYMEHTOB CTPYKTYPHOrO NoapasaeneHus;

MUTPAUMA 3EKTPOHHbIX AOKYMEHTOB Ha $usmnyeckm obocobneHHble matepuanbHble HOCUTENMN,
€C/IM JOKYMEHTbl MepefaloTca B apxXMB OpraHM3aumm He Mo UMHPOPMALNOHHO-KOMMYHUKALMOHHbBIM
KaHanam;

npoBepKa BOCNPOMN3BOOANMOCTUN NNEKTPOHHbLIX AOKYMEHTOB,
npoBepKa 31IEKTPOHHbIX AOKYMEHTOB HA Ha/IM4nNe BPEOOHOCHbIX KOMMNbOTEPHbIX NPOrpamm;

NOATBEPXAEHWE LUENOCTHOCTM 3/IEKTPOHHOIO [efia 3/1eKTPOHHOM MNOAMUCLIO PYKOBOAUTENA
CTPYKTYpPHOro noapasgeneHna (MHOro YMNoJHOMOYEHHOro /iMua), OCYLECTBAAIOWEro MOArOTOBKY
3N1EKTPOHHbIX AOKYMEHTOB K nNepeaaye B apxvB OpraHM3aumu.

8.45. DNIeKTPOHHble [AOKYMEHTbl nepenaroTcs B apXMB OpraHMsauum no MHPOPMALMOHHO-
TENEKOMMYHUKAUMOHHOW CeTU UAM Ha ¢uM3MYeckn 060Ccob6MEeHHbIX HOCUTENsiX B COOTBETCTBUM C
YCTQHOB/NIEHHbIMM MpaBuiaMmn  <32>, 6e3 CcoxpaHeHMA [AaHHbIX 3NEKTPOHHbIX [OKYMEHTOB B
COOTBETCTBYHOLWMNX MHGOPMALIMOHHbIX CUCTEMAX.

8.46. OnucyM pOen CcocTaBAAlTCA B CTPYKTYPHbIX MNOAPA3LEeNeHuMAX OpraHusaumm  nog
MeToAMYecknm pykosoactsom Cny»k6bl 4eN10npom3BoACTBa.

Onucu aen cocTaBAAOTCA OTAE/bHO Ha Aena NOCTOAHHOIO XpaHeHuA; Ae/la BPpeMeHHbIX (CBbille
10 f1eT) CPOKOB XpaHeHuA; Aena no IMYHOMY COCTaBy, S/IEKTPOHHbIE AeNa, a TaKXKe Ha Aena, cocTosALmne
M3 [OKYMEHTOB, XapaKTepHbIX AN AaHHOM opraHu3aummn (cyaebHble, cneacTBeHHble Aena, Hay4Hble
OTYETbI N0 TEMaM).

Onucu pen CTPYKTYpHbIX NoapasgeneHuii  cocTaBnAlTcA no  dopmam, YCTaHOBAEHHbIM
Mpasunamm xpaHeHna <34>,

<34> lMpunoxenuna N 23, 24 K Npasunam XpaHeHUA.

Mo onucam gen CTPYKTYPHbIX no,u,pas,qeneHMﬁ AOKYMEHTbI NnepenakoTca B apXmB OpraHn3aunn.

Ha pena BpEeMEHHbIX CPOKOB XpPaHEHUA (,CI,O 10 ner BKI'I}OLIVITe}'leO) Onncn He CoCTtaBNAKoTCA, U B
dpXu1B Takne agena He nepeaaroTcAa.

Mpu Hannumm B opraHmsaummn C3/M onvcu aen GopmupyoTca B cUcTemMe.

8.47. OnncKn aen CTPYKTYPHbIX NoApasaeneHnin NpeacTaBAsoTCA B apXMB OpraHM3aummn He paHee,
yeM yepes OOMH rog, U He No3aHee, YeM Yepes TPU roZa Noc/e 3aBepLleHUn 4en B Ae/0NPOoV3BOACTBE.

8.48. OTpenbHaa onucb npeacrasnAaeTt coboli nepevyeHb onncatenbHbIX cTaTel C CaMoCTOATEIbHOM
I'IOpFiAKOBOl‘/JI Hymepau,meﬁ, Kax4aAa U3 KOTOPbIX A40/1XKHa BK/1KOYATb Chefyroumne ceeaeHnA:

NopAAKOBbIA HOMep Aena No onucy;
WHAEKC Aena;

3aro/10BOK Aena;
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KpaliHue gaTbl Aena;
KO/IMYeCTBO /ICTOB B AefE;
CPOK XpaHeHus aena;
npumeyaHua.

8.49. Mpwu cocTaBNeHUM ONUCU OeN CTPYKTYPHOro noapasaeneHus cobnogarotca cnegytolme
TpeboBaHuA:

3aroJIOBKM Aen BHOCATCA B OMUCb B COOTBETCTBUM C MPUHSATON CXEMOW CUCTemaTusaummn aen,
3aKpen/ieHHOM B HOMEHKANAType Aen;

Ka)kgoe Aeno BHOCUTCA B OMWUCb MOA CaMOCTOATE/bHbIM MOPAAKOBbIM HOMepoM (ecnn aeno
COCTOUT M3 HECKOJIbKMX TOMOB WM 4acTei, TO KasKAblA TOM MAM 4acTb BHOCATCA B OMWUCb NOA,
CaMOoCTOATE/IbHbIM HOMEPOM);

nopAAOK Hymepauunun aen B onnucu - BaN0BbIN;

rpadbl ONMCK 3aNo0NHAIOTCA B COOTBETCTBUM C TEMW CBEAEHMAMM, KOTOPble BbIHECEHbI Ha 0BN0MKKY
aena;

npu BHECEHWW B ONWUCb Noapsad Aen (ToMoB, YacTei) ¢ OAMHAKOBbIMK 3aro/IOBKaMU 3aro/IoBKU
BCcex Aen (TomoB, 4acTeit) MMWYTCA MOJIHOCTbIO; MPM BHECEHWM B OMUCb NOC/AeAHEero 3aro/ioBKa
pobasnsetca cnoso "MocneaHunin");

rpada onucu "MpumedaHua" ucnonblyerca A8 OTMETOK O nNpueme gen, 0cobeHHOCTAX WX
$U13MYECKOTro COCTOAHMA, O Nepesaye Aen APYrMM CTPYKTYPHbIM Nogpa3aesieHMEM CO CCbITKOW Ha aKT, O
Ha/IMYNM KOMUN.

8.50. MNepen, BHeceHMem 3aro/s0BKOB Aes B ONWCb MPOBEPAIOTCA KayecTBO (GOPMMUMPOBAHUA U
opopmaeHnn gen, COOTBETCTBME KONMYECTBA Ae/l, BHOCUMbIX B OMUCb, KOAMYECTBY 3aBeAEHHbIX 4eN No
HOMEHKNAType AeN OpraHun3aLmm.

B KoHLUe onucu BC/ies 3a nNociedHei onucaTe/ibHOM CTaTbei 3ano/IHAETCA UTOrosas 3anucb, B
KOTOpOW yKasbiBatoTca (umMdpamm M MPOMUCbIO) KOAMYECTBO Aes, YNCAALLMXCA MO OMMCKU, NepBbin K
nociaeaHMit HOMepa Aen Mo OMUCK, a TaKXKe OroBapuBaloTCA 0COBEHHOCTM HyMepauuu Aen B Onucu
(nTepHble Homepa 1 NponylLeHHble Homepa).

8.51. MopAagoK nNPUCBOEHWA HOMEPOB OMUCAM  Aen  CTPYKTYPHbIX  MoApasaeneHui
yCTaHaBAMBAETCA NO COracoBaHMIO C apXMBOM OpraHM3aLuu.

8.52. Mpu cocTaBNEHNM ONUCKU SNEKTPOHHbBIX A/ B ONUCb BKAOYAKOTCA:
NopsAKOBbIA HOMEP 3/1IeKTPOHHOTIO Aefa No ONUCK;

WHAEKC 3/1eKTPOHHOTO Aena;

3aro/I0BOK Aena;

AaTa gena (Toma, 4acTtu);

CPOK XpaHeHuAa aena;

06beMm 3/1eKTPoHHOro aena B M6;

npmnmeyaHua.



B coctaBe onucu 31eKTPOHHbIX fAen B C3[, dopmupyeTcs peecTp 3NeKTPOHHbIX AOKYMEHTOB
(KOHTEliHEPOB 3/IEKTPOHHBIX [OKYMEHTOB), B KOTOPOM YKa3blBaloTCA CBefeHUA 06 3/1eKTPOHHbIX
OOKYMEHTaX, BK/IIOYEHHbIX B KaXKA0€ 3/IeKTPOHHOE Aeno.

8.53. Onucm pgen  CTPYKTYpHOro  noagpasgeneHua  noANUCbIBAKOTCA  pyKoBoguTenem
nogpasgeneHus, coriacoBbiBatoTca K CTPYKTYpHOro noapasaeneHus (npu ee Hanuumm) n Cnyxbéoi
OEenonpomnsBoAcTBa. PeecTp 3/1EKTPOHHbIX [OKYMEHTOB, ABAAKOWMNACA MNPUNONKEHMEM K ONUCK
S/IEKTPOHHbIX AOKYMEHTOB, MOAMWUCbIBAeTCA COCTaBUTeNeM peecTpa C YKasaHUMem [OJ/IKHOCTH,
UHUUManos, Gammanm, gatbl COCTaBAEHUA.

8.54. OnucK aen CTPYKTYpHOTo noApasae/ieHnn opraHmn3aLmMm CoCTaBAAIOTCA B ABYX 3K3eMNaapax
Ha Byma)KHOM HOCuTene, OOMH M3 KOTOPbIX NepesaeTcs BMeCTe C AeaMW B apXWB OpraHusaumu, a
BTOPOI OCTAeTcA B KAayecTBe KOHTPOJIbHOTO 3K3eMMNasapa B CTPYKTYPHOM nogpasgeneHun. B apxus
OpraHM3auMmM TaKKe nepesaeTca No 3K3eEMNAAPY ONUCEN AN B 31EKTPOHHOM BUAE B PeAaKTUPYEMOM
dopmaTte Ana MCNoNb30BaHWA B AasibHeMlWem A1A NOATOTOBKM apXWMBHbLIX OMUCEN Aen, AOKYMEHTOB
(ropoBbix pasgenos).

8.55. [lena nepepatotcAd Ha XpaHEHWE B apxXMB OpraHu3auumM B COOTBETCTBMU C rpaduKom
nepegayn OOKYMEHTOB, YTBEPXAEHHbIM pPyKOBOAUTENeM OpraHm3auum Uan UHbIM YNOJIHOMOYEHHbIM
UM JIMLLOM M COT/TaCOBaHHbIM C PYKOBOAMUTENAMM CTPYKTYPHbIX NOApasaeneHun.

8.56. [lena MNOCTOAHHOIO M BpemeHHbIX (cBbiwe 10 NeT) CPOKOB XpPaHEeHWs, AOKYMEHTbl Mo
JINYHOMY COCTaBY, 3/1EKTPOHHbIE AOKYMEHTbI NepeaaoTcA B apxXMB OpraHM3aumMmn He paHee, Yem 4yepes
rog, v He No3gHee, 4em Yepes TpM roga Nocse 3aBepLIeHnA UX B 4e10NPOM3BOACTBE.

8.57. Mepepaya gen B apxMB OpraHM3auuM nNpoM3BOAMTCA MO OMNUCAM Aen CTPYKTYPHbIX
noapasaeneHun.

8.58. YMNONHOMOYEHHbI PabOTHWK apxuBa MpoBepsAeT NpPaBUAbHOCTL odopmaeHUa W
dbopmupoBaHMA aen, NPaBUNLHOCTbL COCTaB/AEHMA OMNUCe [Aes, COOTBETCTBME Ko/audecTBa Aen,
BK/IKOYEHHbIX B OMUCb, KOIMYECTBY Ae/, COOPMMUPOBAHHBIX B COOTBETCTBMM C HOMEHKNATYpOI Aen.

BbiABNEHHblE MpPW MNPOBEPKe HeaoCTaTKM B GopmupoBaHun U odopmaeHuM aen paboTHUKK
CTPYKTYpHOro noapasgeneHnsa 06a3aHbl yCTPaHUTb B ABYXHEAE/IbHbIN CPOK.

8.59. [puvem Ka)Kooro Jena B apxuMB OpraHM3auMM MNPOM3BOAUTCA B  MPUCYTCTBUM
AeN0oNpousBoANTENs CTPYKTYPHOro noapasaeneHus. Mpu asTom Ha 060oux 3K3emnasapax onucu NPoTuB
KaXkOoro Zena, BKAOYEHHOro B Hee, ie1aeTcs OTMETKA O HaAW4YMKM Aaena. B KoHLEe KaXK4oro sK3emnaspa
onuncK B MTOrOBOM 3anUCK yKasblBaeTcA UMbpPamMM M NPOMNUCHI0 KOAMYECTBO PaKTUUECKU MPUHATLIX B
apxuB Aen, B TOM YMC/e 3/EKTPOHHbIX, HOMepa OTCYTCTBYHOWMX Aen, AaTa npuema-nepesadun gen, a
TaKXe NoAnMCKU AnLa, OTBETCTBEHHOrO 3a apXuB, U MLa, NepeaasLlero gena.

UTorosaa 3anuceb noarTeepxaaeTcaA noagnncamm  COTpyaHUKa apxmMBa WU COTPyAHUKa
(p,enonpomssop,menﬂ) CTPYKTYPHOIro nogpasaeneHuna, nepegaswiero gesia Ha 6YM3)KHOM HocuTene u
9/1IEKTPOHHbIE Aena.

8.60. Mepenaya 3/1EKTPOHHBIX SOKYMEHTOB B apXMB OpraHM3auumn Npou3BOSUTCA HAa OCHOBaHWUM
onuncen 3N1EeKTPOHHbBIX 4eN N0 MHPOPMALMOHHO-TENEKOMMYHMKALMOHHON CeTU (Npy HaiMuMK B apxuse
opraHmMsaumMm WHOOPMAUMOHHON cUCTeMbl) MAM Ha uM3MYeckM 060CObNEHHbIX MaTepuanbHbIX
HOCMTENAX, KOTOPble NPeACTaBAAIOTCA B ABYX MAEHTUUYHbIX 3K3EMMAAPAX.

8.61. B cnyyae AMKBMAAUMM MAW PeOpraHM3aLMM CTPYKTYPHOrO nogpasgenieHuna opraHuM3aumm
AenonpoussoauTen noAapasfeneHns B Nepuod nNpoBeAeHVMA NKBMAAUMOHHbIX MeponpuUaTMiA
dopmmpyeT BCce umelowMeca AOKYMeHTbl B Aena, opopmaseT gena M nepedaer MX B apxvs
OpraHM3aLMM, He3aBUCMMO OT CPOKOB XpaHeHus. MMepenaya AeN OCYLEeCTBASETCA MO ONUCAM gen U
HOMEHKNaType Zen.



8.62. Ha pgena c UCTEKWMMM CPOKaMM XpaHEHUA B CTPYKTYPHbIX MOAPA3LENEeHUAX OpraHM3aunm
COCTaBAAIOTCA MPEASIOKEHMA K aKTy O BbIAENEHUM K YHUUTOMKEHUIO AOKYMEHTOB, He NoAfexalymx
XpaHeHuto (no popme, ycTaHOBAEHHOM MpaBunamm xpaHeHusa <35>,

<35> MpunoxeHune N 21 K MNpasnnam xpaHeHUA.

Ha ocHoBe nNpeano)KeHwWi CTPYKTYpHbIX noapasgenenuii  Cnykba  penonpovsBoacTBa
OpPraHM3aLMM COCTABAAET aKT O BbIAENEHUU K YHUUTOXKEHUIO LLOKYMEHTOB, HE NOAJEKaMX XPaHEHUIO,
Ha Jena Bcell oOpraHuM3auMuM Mo ToWh Ke d¢opme. 3aroNOBKM OAHOPOAHBLIX AN, OTOb6pPaHHbIX K
YHUYTOMKEHWIO, BHOCATCA B aKT Nog, 06LWMM 3aro/loBKOM C yKasaHMEM KOJIMYeCcTBa Ae/l, OTHECEHHbIX K
AaHHOW rpynne.

8.63. [ena BKAOYAIOTCA B aKT O BbIAENEHUN K YHUUTOXKEHUIO OOKYMEHTOB, HE MOA/NENKaLUUX
XPaHEHWUIO, ecn NPesyCMOTPEHHbIA ANA HUX CPOK XPAHEHMA UCTEK K 1 AHBapA roga, B KOTOPOM
COCTaB/ieH aKT. Hanpumep, 3akoHYeHHble B 2014 roay gena c 3-1€THUM CPOKOM XPaHEHUs, MOTyT ObITb
BKJ/IIOUYEHbI B aKT, KOTOPbIN byaeT coctaBneH He paHee 1 aHBapa 2018 roaa.

8.64. ena c otmetkoih "IMK" <36> noanerkaT NOJANCTHOMY MPOCMOTPY B LENAX BbIBAEHUA
AOKYMeHTOB, noanexawnx noCToAHHOMY XpaHeHUIo. BbiABNAEHHbIE B TaKuUX Aenax AOKYMEHTbI
NMOCTOSHHOIO XPaHEHMA BbIAENAOTCA U NPUCOEAUHAIOTCA K OAHOPOAHbIM AefaM Uan GopmMUpyoTCs B
camocToaTeNbHble aena.

<36> OtmeTKa "IMK" 03HayYaeT, YTO YacTb AOKYMEHTOB MOXET BbITb OTHECEHA K CPOKY XpaHeHus
"nocTtoaHHO".

OcTanbHble AOKYMEHTbI gena ¢ otmeTkon "IMK" BKAtoYatoTcs B aKT, Npu 3TOM oTmeTKa "IMK" B
aKTe He yKa3sblBaeTcs.

8.65. AKT O BblgeneHnMn K YHUUYTOXKEHUID [AOKYMEHTOB, He noAJsierKaWwmx XpaHeHuto,
npeacTaBafeTca Ha pPacCMOTpeHue M cornacoBaHme K O4HOBPEMEHHO C ONMUCAMW AeN NMOCTOAHHOrO
XPaHEHUA M N0 IMYHOMY COCTaBy.

8.66. AKT 0 BbIAENEHUN K YHUUTONKEHWNIO AOKYMEHTOB, HE NOA/EKALLMX XPAHEHWIO, YTBEPKAAETCA
pyKoBoauTenem opraHusauuu nocie yreep:kaeHus MK apXMBHOro y4yperkaeHus, rocyaapcTBEHHOMO
WU MYHULMNANBHOFO apXMBa B COOTBETCTBUM C NPEAOCTaBAEHHbIMU €My MONHOMOYMAMMU ONucen aen
MOCTOAHHOIO XPaHEeHUA W COrNacoBaHMA OMMCEM Aen No AUMYHOMY COCTaBy, MNocae 4Yero Aena,
BblAE/IEHHbIE MO aKTY K YHUUTOMXKEHWNIO, MOTYT 6bITb YHUUTOMKEHbI.

8.67. [lena, noanexawme yHUUTOXKEHMIO, NEPeaatoTca Ha nepepaboTky (yTnamsaumio). Nepepaya
aen obopmnseTca Npuemo-caaTouyHOM HakNagHoM.

Mocne yHUUYTOMKEHUA AeN B HOMeHKNaType Aen NPOCTaBAATCA OTMETKU, 3aBepaemble NOANUChIO
cneumanncta Cay»6bl 4e10NpPoM3BOACTBA, U AaTOM:

"YHuUTOXKEeHo. Cm. akT N oT . Moagnuck, uHMumansl, bammunns".

8.68. 3}1€KTpOHHbIe AOKYMEHTbl C UCTEKWMMUN CPOKaMWU XpaHeHUA noanexat BblaeNeHU K
YHUYTOXKEHUIO Ha O6LI.I,MX OCHOBaHMAX, Mocse 4ero nposoaUTCA UX d)VI3VI'-IeCKOE YHUYTOXEeHUE Un
YHUYTOXEHME NPOrpamMmmMHO-TEXHUNYECKMMU CpenctBamun C COOTBETCTBYI'OLLI,GIZ OTMETKOM B aKTe o
BblAENEHUN K YHUUTOXKEHUIO INEKTPOHHbLIX AOKYMEHTOB.

3/'IEKTpOHHbIe AOKYMEHTblI CYHUTAKOTCA YHUYTOXKEHHbIMU, €eC/in UX Henb3A BOCCTAHOBUTbL
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cpeacTBammn MHGOPMAaLMOHHON CUCTEMBI Ha HOCUTENAX MHDOPMALMU U U3 Pe3ePBHbIX KOMWIA.

8.69. AKTbl O BbIAENEHUN K YHUUTOMKEHUIO AOKYMEHTOB, He NOoAJeXawmx XpaHeHUo, XpaHATCA
NOCTOsIHHO B Aene ¢poHAa.

IX. OpraHu3auma gocTyna K 4OKYMeHTamM M UX UCNOo/b30BaHUA

9.1. Bblgaya pen, HaxomAawMxca Ha XpaHeHum B Cnyxbe [enonpousBoAcCTBa, CTPYKTYPHbIX
noapasgeneHuax opraHmMsaunmn paboTHMKam ApYrux noapasfeneHnin ana o3HakomaeHua u (unum) ana
BPEMEHHOIO MCMONb30BaHWMA B paboTe MPoOM3BOAMUTCA NO 3anpocam, NOAMUCAaHHbIM PYKOBOAMUTENEM
(3amecTuTENEM pYyKOBOAMTENA) CTPYKTYPHOrO NOAPA3AENEHMA, 3aNPaALLMBALOLLETO Ae/0 (LOKYMEHT) U C
paspeweHua pykosoauTens Chayxbbl AenonpousBoOACTBA  MAM  CTPYKTYPHOrO  MoApaspeneHus,
OOKYMEHTbl KOTOPOro 3anpalumnBatoTca.

9.2. lena, AOKYMEHTbI BblAalOTCA BO BpeMeHHoe No/b3oBaHMe paboTHMKam OpraH13aLmm Ha CPoK
He 6onee oAHOro mecaua.

locygapctBeHHbIM opraHam (cyaebHbim, NpaBoOOXpaHMTE/IbHbIM, OpraHam rocy/AapCTBeHHOro
KOHTPOASA M HaA3opa) Aena v OTAe/bHble AOKYMEHTbl BblAAlOTCA Ha OCHOBaHWUM WX MUCbMEHHbIX
3anpoCoB C pa3peLleHna PYKOBOAMTENA OpraHM3aLmm anm MHOro YNosIHOMOYEHHOTO UM UL, NO akTam
Ha CpPoK He 6osiee LWecTn MecALes.

Mpy HEOBXOAMMOCTU CPOK NCMO/b30BaHNA AOKYMEHTOB MOXET BbITb NPOANEH.

9.3. B nucbmeHHOM 3anpoce paboTHMKOB OpraHM3auMM O Bblgade AOKYMEHTOB (4en) BO
BPEMEHHOE MO/Ib30BaHME M3/1aratoTcA NPUUMHbI, NO KOTOPbLIM 3aNpalLMBaETCs AeN0 (AOKYMEHT) U uenb
MCMNO/Nb30BaHNA LOKYMEHTOB, HAaXOAALMXCA HA ONEPaAaTUBHOM XPaHEHUN.

9.4. Ha BblgaHHOE [ie/10 3aBOAMTCA KapTa-3amMecTUTe /b, NoOMeLlaemMas Ha MecTo BblAaHHOTO Aena.
B Hel yKasblBalOTCA MHAEKC Aena, AaTa ero BblAadyu, KOMY [e/0 BblgaHO, AaTa ero BO3BpalleHus,
npeaycmaTtpusaioTca rpadbl 41a NOANNCEN B MOSYYEHUN U NpUeme aena.

Ha MecTto u3bATOro NOA/IMHHUKA AOKYyMeHTa paboTHMK Caykbbl AenonpousBoACcTBa WM
AenonpoussoanTent Noapasae/ieHns BKAaAbIBaeT B Ae/10 IUCT-3aMeCTUTE b C YKa3aHNEM, KOraa, KoMy
M Ha KaKoW CPOK BblAaH AOKYMEHT W MOAMMUCAMM B NOAYYEHUW U npueme aena. MNpu 3Tom B Aeno
nomellaeTca 3aBepeHHas Konua AoKyMeHTa.

Mocne pelweHMa BOMNPOCa, AA PACCMOTPEHMA KOTOPOro Aena (AOKYMEHTbl) M3biMaauCb Mo
3anpocam rocyAapCTBEHHbIX OPraHoB, MOA/IMHHUKM OOKYMEHTOB AO/IXHbl ObiTb BO3BpalUEHbl B
OpraHM3aumio U NOMeLLEeHbI B 4eN0.

9.5. JNIEeKTPOHHble AOKYMEHTbI, HaxoAALMECs Ha OMNepaTMBHOM XpaHeHUM B 6asax [aHHbIX
MHPOPMALMOHHBIX CUCTEM, BbIAAIOTCA A1 UCMONb30BAHWUA B BUAE KOMUI SNEKTPOHHbLIX AOKYMEHTOB B
COOTBETCTBUM C MYHKTOM 2.51 MpumepHON MHCTPYKUUMK.

9.6. Mopafok focTyna paboTHMKOB OPraHU3aLmMn K LOKYMeHTam, pasmeltaembim B C3/1 nan nHoi
MHOOPMALMOHHOM CUCTEME, YCTAaHABAMBAETCA JIOKA/IbHbIMW HOPMATMBHBIMM aKTaMW OpraHM3aumu,
onpeAenalwwMmMM MNOPALOK 3KChayaTauum WMHOPOPMALMOHHOM CUCTEMbI, M B COOTBETCTBUM C
NepPCoHaNbHbIMM YYETHbIMM 3anucaMm paboTHMKoB B CI/, nam MHOM MHPOPMALLMOHHOM cUCTEME.

PaboTHWKam, He MmeloWwMM npaBa AOCTyna K COOTBETCTByOWeENn WMHPOPMAUMOHHOM cucTeme,
3/IEKTPOHHbIE AOKYMEHTbI BblAAtOTCA B COOTBETCTBMU C NyHKTaMm 9.1 - 9.3 NMprmepHON MHCTPYKLUK, Ha
dusnyeckn obocobneHHOM HocuTeNe, BbICBINAKOTCA MO 3/EKTPOHHOMY agpecy pPaboTHMKA,
3anpaLmBaOLLErO OKYMEHT, UM MHbIM 06pasom.

9.7. B Cnyxb6e aenonpounsBoAacTBa, CTPYKTYPHOM NoApasaeneHuu, BblaaBlueM Aeno (A0KYyMeHT)



BEAETCA yYeT BblAaHHbIX Aen (AOKYMEHTOB) M KOHTPO/b MX CBOEBPEMEHHOro BO3BpaTa. JNeKTPOHHbIe
Aena (4OKYMeHTbl) BO3BPaTy He noanexar.

9.8. PaboTHUKM opraHm3aumm obsasaHbl obecneymBaTb COXPAHHOCTb MOJYYEHHbIX BO BPEMEHHOE
NnoJib30BaHWe AOKYMEHTOB (4en) Ha bymaxKHOM HOCUTE/le U UCMO/Ib30BaTb NOJTyYEeHHYH0 MHOPMaLNIO B
CNyXebHbIX UenAax B COOTBETCTBUM C TPebOBaHMAMM NIOKA/bHbIX HOPMATMBHbIX AaKTOB. 3anpelLaeTcs
nepefaya MOMYYEHHbIX [AOKYMEHTOB WAW UX KOMMA pPaboTHMKaAM APYrnx noAapasfeneHuit uam
opraHuMsauuii.

9.9. WU3sbATHe (BbleMKa) [AOKYMeHTOB, 06pa30BaBLIMXCA B AeATEeNbHOCTM OpraHu3aLuu,
Npoun3BOAUTCA B COOTBETCTBUM C 3aKOHOAaTeNbCTBOM Poccuiickoit Pegepaumu.

9.10. U3bATUE (BbleMKa) AOKYMEHTOB NPOU3BOAUTCA Ha OCHOBaHUN NMUCbMEHHOMO PacrnopaAXKeHus
(nocTtaHOB/NIEHNA) COOTBETCTBYIOLWLErO OpraHa B/AacTVM C paspelleHuUs PyKoBOAMTENA OpraHuM3auum uam
MHOrO YMOAHOMOYEHHOTO MM /AMLA C M3BELLEHMEM PYKOBOAWUTENA MoApasdefieHns, AOKYMEHTbI
KOTOPOro U3bIMatoTCA.

9.11. ®aKT n3bATMA (BbIEMKM) AOKYMEHTOB PUKCUPYETCA B NPOTOKONE (aKTe) U3bATUA (BblEMKM)
OOKYMEHTOB, KOTOPbI/A COCTaB/AETCA He MeHee 4Yem B ABYX 3K3emMnaspax M NognucbiBaeTca
YNOJIHOMOYEHHbIMW NPeaCcTaBUTENAMMN OPraHM3aLMKM U COOTBETCTBYIOLLEro rocy4apCcTBeHHOro opraHa. K
npoToKoAy (aKTy) npuaaraeTcs onuch (peectp) N3bATbIX AOKYMEHTOB (aen).

9.12. Mpn M3bLATUM NOLJIMHHUKOB [AOKYMEHTOB B Je/710 MNOMeLlLaeTcA 3aBepeHHada Konua
AOKYMEHTAQ, Ha o6op0Te KOTOpOVI YKa3blBaeTCA OCHOBAHNE U3DBATUA NOAJ/IMHHNKA, COOK BO3BpPaTa, AdTa U
noanucb pa6OTHVIKa, OTBETCTBEHHOIO 34 d)OpMMpOBaHVIe VI/M!'IM XpaHeHune gena.

9.13. NoANNHHUK AOKYMEHTa, n3bATbIN U3 Aena Ha OCHOBe COOTBETCTBYHOLWLEro peweHna, nocne
paccMoTpeHnAa U pewleHMA BOMNPOCa, BO3BPalLlaeTCA B Aeno, Npn 3TOM KonwuA, nNnomelleHHaAa B AeNio
BMeCTO NOA/IMHHUKA, U3bIMaeTCA.

X. U3roToBneHune, yueT, UICNO/Ib30BaHUE U XPaHEHUE neyaTeid,
wTamnos, 61aHKOB A0KYMEHTOB, HOCUTE/IeiA IN1eKTPOHHbIX noanuceit

10.1. BnaHKM oOpraHM3auMOHHO-PACNOPAAUTENBHbIX AOKYMEHTOB pa3pabaTbiBatotcs Cay:kboi
AenonpounssBoacTea. Buabl 61aHKOB OpraHM3aLMOHHO-PACcCNoOPAAUTENbHBIX AOKYMEHTOB, TpeboBaHMA K
ux O0QGOPMNEHMIO UM  UCNO/Mb30BAHUIO  YCTAaHABAMBAKOTCA MHAMBUAYANbHOW  WHCTPYKLMENn no
[enonpounsBoacTBY OpraHmM3aLunu.

10.2. O6pa3supbl 6AaHKOB AOKYMEHTOB YTBEPXKAAOTCA B COCTaBe MHAMBUAYANbHOM MHCTPYKLMAN MO
AeNonpousBoACTBY AW NPUKA3OM PYKOBOAMTENA B COCTaBe KOMMNaeKTa (anbboma) 6/1aHKOB.

103. B OopraHnsaunn anAa NoArotoBkn AOKYMEHTOB MOTYT UCMNOJZIb30BATbCA 61aHKK AOKYMEHTOB,
MU3roToB/1IEHHbIE TI/IFIOFpad)CKVIM cnocobom mam cpeacrsamm 0I'IepaTVIBHOI7I FIOJ'IVII'pad)VIVI.

Opl’aHMBaLI,VII/I Bnpase npu noarotoBke AOKYMEHTOB WCMOJ/Ib30BATb 3J/IEKTPOHHbIE WaboHbI
61aHKOB. 3J'IEKTpOHHbIe wabnoHbl 6naHKoOB AO0J/IXKHbl  COOTBETCTBOBATb o6pa3L|,aN\ 6}'laHKOB,
YTBEPKAEHHbIX pyKOBOAUTENIEM OPraHU3aLnN.

10.4. BnaHku OpraHn3auMoOHHO-pacnopAgnTENbHbIX JOKYMEHTOB, MPUMEHAEMbIE B OpPraHn3auuu,
He MOryT nepeaaBatbCA APYyrmm opraHnsaumnam, A0 1XKHOCTHbIM U ¢M3M‘-I€CKMM NNLUaM.

10.5. Cny»xba aenonpomsBoacTBa OpraHM3aLnu:

odopmAAeT 3aKasbl Ha M3roTOB/EHNE 61aHKOB OpPraHM3aUMOHHO-PACNOPAANTENbHBIX 4OKYMEHTOB
TMnorpadpckMm cnocobom nam cpeactTBamm onepaTMBHoOM noamrpaduu;



OCYLLECTBAAET XpaHeHMe 6/1aHKOB OpraHM3aLMOHHO-PacnopaanTEeNbHbIX AOKYMEHTOB M Bblaady
MX B CTPYKTYPHbIE NoApasaeneHnsa opraHnsaumm;

OCYLLECTB/IAET KOHTPO/Ib 3a MNpPaBWU/bHOCTbIO WMCNO/Ib30BaHMA ONAHKOB OpraHM3auMOHHO-
pacnopaguTeibHbIX JOKYMEHTOB <37>.

<37> WHOMBMAYANbHOM WHCTPYKUMEN no AeNonpou3BOACTBY OpraHM3auMum MOXKeT b6biTb
npeaycMoTpPeHo BeAeHne yyeTa 61aHKOB AOKYMEHTOB.

10.6. B opraHumsaumMm B cooTBeTcTBUM C DeaepasbHbIM  KOHCTUTYLMOHHbIM 3akoHom "O
locynapcTeeHHOM repbe Poccuiickoit Pepepaumnn” <38> 1 yctaBom opraHM3aLmMm UCNONb3YeTCa nevyaTb
c BocnpousBeseHnem locygapctBeHHoro repba Poccuiickoit depepauum (nanee - nedatb
opraHusaumm).

<38> degepasbHbll  KOHCTUTYUMOHHbIM 3akoH oOT 25 pekabpa 2000 r. N 2-©K3 "O
lfocypapctBeHHom repbe Poccuiickont depepauun” (CobpaHme 3aKoHopaTenbcTBa PoccuiAckoi
depepaunn. 2000, N 52, c1. 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, cT1. 1088; 2017, N 52, cT. 7916).

B opraHusaumm TakXKe MOryT MCMNO/b30BaTbCA NeyaTu no,u,pas,u,eneHMVl, nevyaTtn AnA NakeTtoB U
OTAENbHbIX KaTeFOpMVI AOKYMEHTOB, a TaKXXe METa/IMYECKNE BbIXXKMMHbIE NevYaTn ONA onedyatbiBaHUA
I'IOMELLI,EHMVI 1N yaocTtoBepeHNA cneunaabHbIX NMPONYCKOB.

B opraHumsaumm MOXKEeT MCNOoNb30BaTbCA LWTamn (LLITaMI'IbI) C (I)aKCVIMMﬂbHOVI noanncbio
pykoBoANTENA U UHbIX OO/TIXKHOCTHbIX NNLL.

MopsfoK MCMNONb30BaHMA LWTAMMAOB C (GAKCUMWABHOW MNOAMNUCbIO  PYKOBOAUTENA U WUHbIX
OOMKHOCTHbIX vy, <39>, BuAbl AOKYMEHTOB, NOAMNUCbIBAEMbIX GAKCUMUABHOM  NOLNUCHIO
YCTaHaB/AMBAETCA /IOKA/IbHbIM HOPMATUBHbIX aKTOM OpraHu3aumu.

<39> C yyeToM MONOXEHUM NyHKTa 2 cTaTbM 160 yactu | MparkaaHcKoro Koaekca Poccuiickom
depepaunn (CobpaHue 3akoHomaTenbcTBa Poccuiickon deapepaumnn. 1994, N 32, ct. 3301; 2011, N 15,
cT. 2038).

10.7. Mevatb oOpraHuWsaumm c BocrnpousBegeHMem [ocypapcTtBeHHoro repba Poccuiickoi
depepaunn goNKHA COOTBETCTBOBATb TpeboBaHMAM, ycTaHoBAeHHbIM TOCT P 51511-2001 "Mevatu c
BocnpoussegeHmem [ocypapctBeHHoro repba Poccuitickon Pepepauyn. dopma, pasmepbl U
TeXHU4YecKkme TpeboBaHumAa" <40>.

<40> IOCT P 51511-2001 "Mevatu c BocnpousBeaeHnem locyaapcTteeHHoro repba Poccuinckoit
depepaunn. dopma, pasmepbl U TexHU4Yeckne TpebosaHua". - M.: UMK N3g-so craHaapTtos, 2004, c
nameHeHmamm N 1 -4,

10.8. MNeyaT M WTamMnbl OpraHM3aUMM M3roTaB/AMBAIOTCA B KO/MYECTBe, HeobxoaMmom Ans
OCyLLEeCTBAEHNA noApa3aeieHMAMM opraHm3aumm 1 ee paboTHUKaMU BO3NOMKEHHbIX Ha HUX QYHKLUMNA.
PelleHne 06 M3roTOBNEHUMN N KONMYECTBE IK3EMM/IAPOB Mevaten U WTammnos NPUHUMAaET PYKOBOAUTE b
opraHM3aumm no npeacrasneHuto pykosoautensa Cnyskbbl 4enonponsBoaCcTBa opraHu3auun.
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Ecaun nevatb OopraHn3aunm NCnoab3yeTcAa B HECKOJ/IbKUX IK3eMNIAPaxX, HOMEP 3K3eMniApa neyaTtu
YKa3biBaeTCA B K/1le nevyaTtu Npu ee U3rotoseHunu.

10.9. MeyaTblo OpraHMsaumMm 3aBepAKT NOLAJIMHHOCTbL MNOAMUCKM PYKOBOAUTENA OpPraHM3aunm u
MHbIX YIONHOMOYEHHbIX UM JINL, HA ZOKYMEHTAX U KOMUAX AOKYMEHTOB B COOTBETCTBMM C NMYHKTOM 2.49
MpUMePHON NHCTPYKUMMN.

10.10. NMeyaT M WTamnbl BbIAAOTCA AN WUCNO/b30BaHMA PabOTHMKaAM, OTBETCTBEHHbIM 3a WX
NCNo/Ib30BaHME U XpPaHEHME Nog MOAMNWCb B XKypHasne ydyeTa nedyater M LWTamMnoB. Y4yeT neyaTen u
LWTamnoB opraHusaumm seget Cny»b6a genonponssoacTsBa UAn MHOe NoapasaeneHne opraHnsaunm.

10.11. Mpwn mcnonb3oBaHUM B paboTe MeyaTM M LWTaMMbl XPAHATCA B 3anMpatowmxcsa WKadax
(cendax) pabOTHMKOB, OTBETCTBEHHbIX 32 XPAHEHME M UCMO/Ib30BaHWE NeYaTel 1 WTamros.

10.12. Nepepaya neyaTei M LWITAMMNOB NOCTOPOHHUM AINLAM He AONycKaeTca. BblHOC nevaTteit u
LITaMMOB 33 Npeaenbl OPraHN3aunm BOSMOMNKEH B UCKNOUUTENbHBIX CIY4asaX No peLlleHnIo PpyKoBOACTBA
opraHusaumm (Hanpumep, NpU NOANMUCAHUN LOTOBOPOB).

10.13. Cnykba pgenonpousBoACTBA OpPraHM3auuM eXerogHo nposepseTr cobnogeHue
paboOTHMKaMM YC/NOBUIM  WCMO/Ib30BAHUS W XpaHEHWs neyaTeld W WTamMnoB B  CTPYKTYPHbIX
noapasgeneHuax opraHn3aumnm.

10.14. Mpuweplive B HEro4HOCTb N YTPaATMBLLUME 3HAYEHME NeYaTn 1 WTamnbl NnognexaT Bo3BpaTy
B Cny>K6y aenonponssoanctea UM MHOeE noapasgeneHme, Ha KOTOpOe BO3J/IOXKEH Y4YeT neyatem wm
WTamMnNoB, ANA LEeHTPa/IM30BaHHOIO YHUYTOXEHUA. [levyaTn YHUUYTOXKAKOTCA NO aKTy C COOTBETCTBWOLLI,GVI
OTMETKON B KypHane y4yeTa nevyatem u LWTAMMOB.

10.15. na obmeHa 3/1eKTPOHHbIMW AOKYMeHTaMu nocpeactsom MO0 B opraHU3aLMN SOMKHDI
MCMNONb30BaTbCA YCUNEHHbIE KBAIMOULIMPOBAHHbIE 31EKTPOHHbIE NoAnucK. CocTaB AOMKHOCTHBIX UL, U
pabOTHMKOB OpraHU3aLMK - BAAAENbLEB YCUAEHHbIX KBAa/IMOULMPOBAHHbIX 3/1EKTPOHHbLIX noanuceit
OO0/KEeH onpeaenaTb PyKOBOAUTE b OpraHM3auum.

10.16. MNpu nepenaye opraHU3aUMEN SNEKTPOHHbIX AOKYMEHTOB Ha 3NEKTPOHHbLIA agpec Apyrom
OopraHu3aumm, a TakKe aa1a ob6MeHa 3N1eKTPOHHbIMU AOKYMeHTaMKn nocpeactsom C3/, B opraHnsaumu u
ee nopgpasfeneHnax MOryT MCMNO/b30BATbCA YCWUIEHHbIE HEKBaANMGULMPOBAHHbLIE 3/NEKTPOHHbIE
NoAnMcK U/MAM NPOCTble 3NEKTPOHHbIE MOANUCK (Aanee - 3N1eKTPOHHAA MOAMNWUCb) B COOTBETCTBMM C
depnepanbHbiM 3aKoHOM OT 6 anpena 2011 r. N 63-93 "06 anekTpoHHOW noanucn” <41>.

<41> depepanbHbIit 3aKoH oT 6 anpensa 2011 r. N 63-®3 "0O6 anekTpoHHOM nognucun" (CobpaHne
3aKoHogaTenbcTBa Poccuitckoit depepauymm, 2011, N 15, cT. 2036; N 27, cT. 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. 2neKTpPoHHbIN AoKymeHT B C3[l opraHu3auuu, NognNMCaHHbIA 3N1EeKTPOHHOM MognUChio,
NPU3HaeTcA pPaBHO3HAYHbIM AOKYMEHTY Ha ByMasKHOM HocuTese, NoAnuUcaHHOMY COBCTBEHHOPYYHOM
noanuMcbid M MMEeT OAMHAKOBYHD C HMM HOPUANYECKYID CUy NpU OAHOBPEMEHHOM cobnoaeHnu
cneayrowmx ycioBUNn:

KAtOY MOAMMCKU, OTHOCALLMIACA K KOHKPETHOW 31EKTPOHHOM MOAMMCK, Ha MOMEHT noanucaHua
3/1eKTPOHHOIO AOKYMEHTa ABAAETCA AeNCTBUTEIbHbIM (40CTOBEPHbIM), HE YyTpaTUA cuAay (He 0TO3BaH);

noATeepXAaeHa NoAJMHHOCTb 3N1EKTPOHHOMN MNOAMNMUCHK B 31EKTPOHHOM AOKYMEHTE;

[aTa 1 Bpems CO34aHuA 3N1eKTPOHHOM noanucy 3adpuKkcnpoBaHsl B C3/;
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3N1eKTPOHHAA NoAMMUCb WCMNO/Ib3yeTCcd B COOTBETCTBMM C YCTAaHOB/EHHbIM B OpraHM3auuu
pacnpegeneHMem npasa NoAnUCU AOKYMEHTOB MeXKAY A0/IKHOCTHbIMU ANLAMKU U paboTHUKaMK.

10.18. FeHepaUMIO N XpaHEHUE Katoyen HeKkBannduumpoBaHHoN u npoctoi I B C3[, ponxeH

ocylecTBnATb agmuHuctpatop C34.

10.19. Cnyxba genonpounsBoacTBa UM MHOE NoApasaeneHMe OpraHM3aunm BedeT YYeT K/todel

IIEKTPOHHDbIX I'IO,CI,I'WICGVI <42> B cneuymanbHOMm XypHane.

Bblaaya MaTepunanbHbIX HocuTeneMn

3HEKTpOHHOﬁ noannucn M nx BO3BpPaT NO UCTEYEHUU CPOKa AEﬁCTBMH ocyuwecreBnAaeTca noa noanuncb

paboTHMKa B XKypHane.

<42> Buabl 3NeKTPOHHbIX nognucen,

MCNoNb3yemMbiX B OpraHunsauuu,

YCTaHaB/IMBAOTCA

opraHuM3aLmen 1 3aKkpenAlTcA B JI0OKaJIbHOM HOPMAaTUBHOM aKTe.

10.20. Co3paHue naposielt AnAa MNpOCTON 3/IEKTPOHHOM MOAMNMCU OCYLLECTBAAETCA B MOPSAKE,

YCTAaHOB/IEHHOM J10Ka/lbHbIM  HOPMATUBHbIM aKTOM OpraHu3auuu,

YCTaHaBAMBAOWMM MOPAAOK

akcnayataumm C3/[ 1 Ncnob30BaHUA 3AEKTPOHHbIX Noanucen npu paboTte ¢ AOKYMEHTamMM.

10.21 Knw4y 31eKTpPOHHOW noAanucu, ucnosnbdyemon B CI[, ABnaetrca KOHPUAEHUMaNbHOM
MHbOPMaLMeEN 1 3aLLMLIAETCA B COOTBETCTBMM C 3aKoHOAaTeNbcTBOM Poccuinickon eaepaumu.

HanmeHoBaHMe opraHa FOCVAapCTBEHHOVI B/N1actun

depepanbHoe BlogKETHOE yUpeKaeHue
"HAY‘-IHO-VICC}'IE,EI,OBATE}'IbCKVIVI LUEHTP
"HAMMEHOBAHMWE OPTAHU3ALNN"

(®BY "HUL, ...")
MONOKEHUNE

N
06 oTaene HayYHO-TEXHWYECKO MHbOopMaLmUK

MockBa

MpunoxkeHne N 1

pekomeHayemMbll obpasel,

YTBEPXOAKO

OunpekTtop ®BY
"HanmeHoBaHuMe opraHunsaymm"
Moanuco n.0. damumnna

[ata

1. O6bwue nonoxeHua

1.1. OTgen Hay4HO-TexHMyeckon uHPopmaumm (ganee - OHTU) sBnseTca camocToATENbHbIM

®bBY

CTPYKTYPHbIM  MoApasaeneHnem

"HanmeHoBaHue

opraHmsaummn",  ocywecTBAALOWMM

MHDOPMALMOHHOE OBCAYKMBAHWE HAYYHO-UCCNEAOBATENbCKMX M MPOEKTHbIX MNoApasLeNeHnin |
OpraHM3aUnit Hay4yHO-MeToANYEeCKON MHPopMaLMelr No HayKe U Hay4YHO-TEXHUYECKOM MNOINTUKE...

1.2. OHTWU Bo3rnasnserca 3aBeAylwOWMM W HENOCPEeACTBEHHO MOAYMHAETCA 3aMeCTUTEeNto
anpekTopa ®BY "HanmeHoBaHWe opraHusaumn', Kypupyrouwemy geatenbHoctb OHTU.



1.3. 3aBeaytowmin OHTU HasHayaeTca Ha 4O/IKHOCTb M 0CcBOBOXKAAETCA OT AO/IKHOCTU NPUKa3amMm
anpekTtopa ®PBY "HaumeHoBaHWe opraHM3aumm" B COOTBETCTBUM C 3aKIHOUYEHHbBIM TPYAOBbIM LOTOBOPOM
no npeacTaBAeHUIO 3amecTuTensa gupektopa PBY "HammeHoBaHuWe opraHuMsaummn", Kypupyrowero
aeatenbHoctb OHTHA.

1.4. OHTW coctouT M3 4eTbipex CTPYKTYPHbIX MoApasgeneHuin: cektopa MHPOPMALMOHHOro
obecrneyeHna W BeAeHUA CAPaBOYHO-UHPOPMAUMOHHOrO ¢GOHAA, ceKkTopa 3apyberkHol HayyHo-
TEXHUYECKOM uHopmauum B chepe MHHOBALMIA, CEKTOPA 3NEKTPOHHbIX PECYPCOB HAYYHO-TEXHUYECKOM
MHPOPMaUUM 1 peaakLMOHHO-U34aTeNbCKOrO CEKTOPA.

1.5. PeopraHmsauma wn aukeumgauma OHTU nposoantca npukaszamu aumpektopa PBY
"HammeHoBaHMe opraHmsauumn” ...

MpunoxkeHue N 2
pekomeHAayembln obpasel,
HaumeHoBaHMWe opraHa rocygapCTBeHHONM BAacTu
PepepanbHOe OIOAKETHOE yUpeXxaeHne

"HAYYHO-UCCNEAOBATENLCKUM LIEEHTP
"HAMUMEHOBAHWE OPTAHU3ALMN"

(®BY "HULL ...")

MPUKA3

25 oKTabpna 2017 r. N 125

MockBa

O co3gaHum 3KCI'IepTHOI7I KOMUCCUU

N yTBepXaAeHNUn NoNoXKeHUA O HeM

B uenax yaydylweHua opraHusaumMmM Aenonpous3BOACTBA M aPXMBHOMO XPaHEHWA [OOKYMEHTOB,
obpasywlmxca B pgeatensHoct PBY "HammeHoBaHue opraHusaummn”, cobniogeHua TpeboBaHuUi
3aKoHogaTenbcTBa Poccuiickoit Peaepaumnn B chepe apxMBHOro AeNa ... NPUKa3bIBalo:

1. Co3gaTb 3KCnepTHyt Komuccuio PBY "HanmeHoBaHMe opraHusaumn' B coctase:
npeacesartenb - 3aM. reHepasbHoro avpektopa Pamuama U.0.;
ceKkpeTapb - genonpoussogutens Pamuava U.0.;

y/seHbl: HadanbHUK obwero otgena Pamumnma W.0., 3amecTUTeNb 3aBeayloWEro naaHoOBO-
3KoHomuuyecknm otaenom @Pamumama WU.0., 3amectutenb rnaBHoro bOyxrantepa Pamuama WU.0.,
3aBeayolWwmin otaenom Kagpos ®Pamunuma U.0., 3aBeayoWMin OTAENOM WHHOBALUMOHHBIX TEXHONOMMN
damunnma U.0., 3aBeayoWwmMin oTAEN0M 3KCNEepPUMEHTaIbHbIX nccnenoBaHuii @amunma U.0.



2. Y1BepaunTb NonoxeHne 06 sKcnepTHOM KoMuUccum (NpunoxkeHue).

3. KOHTpOAb 33 MCNONHEHMEM MPMKA3a BO3/IOKUTb HA 3aMEeCTUTENS TEHEPANbHOro AMpPeKTopa
damunua N.0.

Oupektop MNognucob n.0. damnnns

MpunoxkeHue N 3
pekomeHAayembln obpasel,
HaumeHoBaHMWe opraHa rocygapCTBeHHONM BAacTu
dPepepanbHOe OIOAKETHOE yUpeXaeHne

"HAYYHO-UCCNELOBATENBCKUIA LEEHTP
"HAMMEHOBAHWE OPTAHU3ALIUN"

(PBY "HML, ...")
PACNOPAXEHUE
N
MockBa

O noAroTtoBKe NpeanoxeHui

K nnaHy HNOKP Ha 2018 r.

B cBsa3n ¢ popmmposaHmem MnaHa HNOKP Ha 2018 roa, puUHaHCMpyeMbIX M3 TOCYOaPCTBEHHOIO
broaxeTa:

1. PykoBoauTENIM Hay4yHO-UCCen0BaTeNbCKUX nogpasaenerHuin (Pamunua U.0., Pamuama U.0.,
dammnusa N.0., damunna U.0.) NOAroTOBUTL M MPEACTaBUTb YYEHOMY CEKPETapi MpPeanoXKeHus K
nnaHy HUOKP Ha 2018 rog B cpok Ao 15.06.2017.

2. YueHomy cekpeTapto (Pamumama U.0.) obecneunTtb dpopmmpoBaHme npoekTa nnaHa HAOKP Ha
2018 roa, dpUHaHCUpPyeMbIx U3 rocyaapCcTBeHHOro boaxeTa, B cpok Ao 01.07.2017.

3. KOHTPO/Ib 33 UCNOIHEHWEM PACMOPANKEHMA BO3/IOKUTb HA 3aMECTUTENA ANPEKTOPA MO HAYYHOW
pabote ®amunma N.0.

OunpeKktop Mognuco n.0. damumnua



MpunoxkeHue N 4
pekomeHAyembl obpasel,
HanumeHoBaHWe opraHa rocysapCcTBeHHOM BAacTu
PepepanbHoe BloaKETHOE yUpeKaeHue

"HAYYHO-UCCNEAOBATENBCKUM LIEHTP
"HAMMEHOBAHWE OPFTAHU3ALIUN"

(PBY "HML, ...")

MPOTOKON

MockBa
3acegaHuAa gMpekumm
Mpeacepatensctayowmii - Pamumansa U.0.

CeKkpeTapb - Pamunma U.0.

MpucyTcTBoBanu: 17 YenoBekK (CNMCOK NpuaaraeTcs)
MOBECTKA AHA:

1. O mepax no peanusaumm besepanbHOM LeAeBon NPorpammsi ...
Joknap 3amectutens aupektopa ®ammansa U.0.

2. ..

1. CTYWANW: Netpos IN.11. - TEKCT AOKNa[a npuaaraeTca.
BbICTYNU/IN:
®ammnmsa U.0. - KpaTKaa 3anuUCb BbICTYMNIEHUA.
®amunmna N.0. - KpaTKaa 3anuncb BbICTYMNIEHUA.
PELIWNAN: (NTOCTAHOBWN)

1.1. CoopmmnpoBaTb BpemeHHble TBOPYECKME KO/IEKTMBbI MO peannsaumy NpoekToB deaepasnbHOM
LeneBoi NPorpaMmmbi ...

1.2. MoAroToBUTb U YTBEPANUTL NAaHbI PaboTbl NO NpoeKkTam deaepanbHOM LLeNeBO NPOrpammebl ...

2. ...

MpepcenatenbCTBYOWMIMA MNoanuce n.0. damunnua



CekpeTtapb

Mognucob n.0. damnnns

MpunoxkeHne N 5

pekomeHAyembl obpasel,

HanmeHoBaHWe opraHa rocyZapCcTBeHHOW BNACTM
denepanbHoe BIOAKETHOE yupeKaeHne

"HAYYHO-UCCNELOBATENBCKUIA LEEHTP
"HAMMEHOBAHWE OPTAHU3ALIUN"

(OBY "HUL, ...")

MPOTOKON

Mocksa
OnepaTUBHOIO COBELLAHNA
Y 3aMecTUTeNa AUPeKTopa LeHTpa
3amecTtutenb gupektopa - Pamunma U.0.
CekpeTapb - Pamunma U.0.

MpucytcrteoBanu: Pamunua N.0., Pamunma N.0., Damunma U.0. ...

1. O6 opraHusaumu obcnegosaHus no teme HAOKP ...

(Pamunusa U.0. <*>, damunua NU.0., damununs 1.0.)

1. YcTaHOBUTbD, 4TO ...

2. PykoBoautento tembl (Pamunnna UN.0.) obecneynTtb KOHTPOb ...

2. 06 yyactum B 3acefaHum pabouein rpynnbi no ...

(Pamunnnsa N.0. <*>, dammnmna U.0., damuaus 1.0.)

1. MoAroToBWTL K 3acegaHuto paboyeit rpynnbl MaTepmanbl o ....

3amecTutenb AnpeKTopa Mognucob

n.0. bamnnuns



CekpeTapb Mognucob n.0. damnnns

<*> nepBOVI YKa3blBaeTCA d)aMMﬂMFI N MHUUMaNbl OCHOBHOIoO AOK/NaA4YUKa, 3aTeM - (I)aMMIIVIVI n
nHUUManbl any, y4acrtesosasLlinx B O6CV)‘KA€HVIM Bonpoca.

MNpunoxkeHne N 6

pekomeHAayembln obpasel,

HavmeHoBaHWe opraHa rocyapcTBeHHOMN BAacTu

depnepanbHoe BIOAKETHOE yUpeKaeHue PekTopy
"HAYYHO-UCC/IEQOBATENBCKUIA LEEHTP (HaMmeHoBaHMe yyebHOro 3aBeaeHmn)
"HAMMEHOBAHWE OPTAHU3ALINN" damunnsa N.0.
(dBY "HUL, ...") MouToBbIN agpec

JleHnHcKku 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 y4acTK B aHKETMPOBAHUK

YBaxaembin Mmsa, OtyecTso!

Mpegnaraem Bam nNpuWHATL ydyacTMe B aHKETUPOBaHWM 06pa3oBaTe/ibHbIX OpraHM3aumi,
OCYLLECTBAAIOLLMX MOArOTOBKY CMELMANMNCTOB MO UHKEHEPHbIM CNELMaNbHOCTAM.

AHKeTMpOBaHMe MPOBOAMTCA Hamu B LUenax cbopa MHOOPMALMM O By3ax, BbIMYCKAOLLMX
CNeunanncToB HeobXxoAMMbIX Ham CMeLMasbHOCTEN, KOTOPbIX B JajbHelwem MOXKHO 6bl1o 6bl
npuBeKaTb 418 MPOXOXKAEHMSA NPOU3BOACTBEHHON MPAKTUKU U MOMNOJIHEHWA WTaTa CNEeuManmcToB Ha
npegnpuATUAX OTPAC/N.

33I'IOJ'IH€HHVIO dHKETY NPOCMM BbIC/1aTb B Hall agpec.

MpunoxkeHune: AHKeTa Ha 2 N1. B 1 3K3.

C yBaxeHuem,

OunpekTop
A.T.H., npodeccop Mognuco n.0. damumnua



damunus, nms, oT4ecTBo, pedepeHT AnpeKTopa

(495) 934-23-23; mail@techno.ru

MpunoxkeHne N 7

pekomeHAayemMbl obpasel,

HanmeHoBaHWe opraHa rocyapCcTBeHHON BNacTK

depepanbHoe GIOAKETHOE YUpeXaeHne
"HAy‘-IHO—MCCJ'IELI,OBATE}'IbCKMl7l LLEHTP
"HAMMEHOBAHWE OPTAHU3ALNN"

(OBY "HUL...")
AKT

05.08.2017 N 5

MockBa

npoBePKN TEXHNYECKOIO COCTOAHUA
OpPIrTeXHUNKn

OcHoBaHue: npukas ObY "HUL ..." ot 30.07.2017 N 89 "O npoBepKe TEXHUYECKOrO COCTOAHMUS
OPrTEXHUKK, UCMONb3YEMOM OTAENOM Aenonpounssoacrtea’.

CoctaBneH: 3aM. HayafNbHWKA WHPOPMALMOHHO-TexHUYeckoro oTtaena Pamuana WN.0,;
HaYaNbHUKOM  aAMMHUCTPATUBHO-XO3ANCTBEHHON  caykbbl  Pamumama W.0., 3as. oTaesom
Aenonpoussoactea ®amuama U.0.

B xo4e nNpoBEpPKM TEXHWYECKOTO COCTOSHUA OPITEXHUKM OTAEeNa Ae/Ionpov3BOACTBA,
nposegeHHon 04.08.2017, yCTaHOB/EHO ...

I'IpOBepKoﬁ NMPU3HAHbI HEMPUTOAHbIMU ONA SKCNAyaTaUlUn:

Moanuce n.0. damnnnsa
Mognucb n.0. damunnua
Moanuce n.0. damnnnsa

MpunoxkeHne N 8



pekomeHAyeMbl obpasel,

OTAEN AENONPOU3BOACTBA

Oupektopy ®bBY "HUL, ..."

OOKNAAOHAA 3AMUCKA damunma M.0.

10 oKTsbpna 2017 r. N 35

06 yBeNMYEeHMM LITATHOM
YMCNEHHOCTU NOAPA3AENEHUSA

YBaxaembit Mma OtyecTso!

B cBA3W CO 3HauMTENbHbIM YyBe/NYeHnem obbemoB 06pa6aTb|BaeN\oV1 KoppecnoHAeHUHUN,
nocwnarou.l,eﬁ BCBA3U C....

npowy Bac u3bICKaTb BO3MOXHOCTb YBE/IMUUTL LWITATHYIO YUC/IEHHOCTb OTAeNa Ha O4HY AOJIKHOCTb
cneunanncTa 2-¢ KaTteropuu.

C yBaxkeHuem,

3aB. oTAENOM MNoanuce n.0. Pamunnua

MpunoxkeHne N 9
pekomeHayembllt obpasel,
Komy: PykoBoguTenam ynpaBaeHuii u oTAenos
Ot: ®ammnma U.0., pykoBoauTeb a4MUHUCTPATUBHO-XO3AUCTBEHHOM Cy»KObl
[aTta: 17 anpena 2017 r.
Tema: Mopaya 3aABOK Ha aBTOTPaAHCNOPT
CNYXKEBHAA 3AMNCKA
B uenax nosblweHMs  3GPEKTUBHOCTM  UCMONB30BaHMA M COKPAWEHUA  NpOCTOeB

aBTOTPaHCMOPTHbLIX CPeAcCTB LEHTpa Mpolwy pyKkosBoauTesnel noapasgeneHuii noaasaTbh 3aABKM Ha
aBTOTPaHCMOPTHbIE cpeacTBa He nosaHee 15:00 AHA, NpeALIecTBYOLLEro Noes3akKe.

PykoBoauTeNb aAMUHUCTPATUBHO-
XO3ANCTBEHHOM C/YXKObI N.0. Pamnnns



Mpunoxkenue N 10

NPUMEPHbIN NEPEYEHDb YTBEPXXAAEMbIX LOKYMEHTOB

=

. AKTbl (NPOBEPOK, PEBU3UIA; CMUCAHNA; IKCMEPTU3bI; TNKBUAALMM OPraHn3aLuii).

N

. FpaduKm paboT, OTNYCKOB, CMEHHOCTM.

3. MHCTPYKLUUN, AONKHOCTHbIE MHCTPYKLUUN.

N

. KnaccndukaTtopbl nHGopmaLmnmn, 4OKYMEHTOB.
5. MeToaunyeckne pekomeHaaLunm, MeToanyeckme yKasaHusa U MeToguKu.
6. HomeHKnaTypa gen opraHusaumu.

7. Hopmbl 1 HOpMaTUBbI (BpemeHM, YNCNeHHOCTU PaboTHMKOB, Pacxoda CbipbA M MaTepuanos,
3NEeKTPo3HEeprumn).

8. Onucn gen (NOCTOAHHOTO, BpemeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHeHWUA M MO ANYHOMY
cocrasy).

9. NepeynHn (LoNKHOCTEW, OpraHM3aLmi, BUAOB MHOOPMALMK, LOKYMEHTOB).
10. MonnTnkn.

11. NonoxeHus (o noapasgeneHnsax, NPemMmmMpoBaHUn, attecTaummn).

12. NopAaakw.

13. MNpaswuna.

14. PernameHTbl (B TOM YMCe pernameHTbl GU3Hec-npoLeccos).

15. CraHgapTbl opraHmsaumu.

16. Ycrasbl.

17. YHudumumpoBsaHHble GOpMbl JOKYMEHTOB.

18. WtaTHOE pacnucaHue.

MpunoxkeHne N 11

NPUMEPHbIA NEPEYEHD
OOKYMEHTOB, 3ABEPAEMbIX NEYATbIO OPTAHU3ALIUU

1. ApxusHaa cnpaska.

2. AKTbl (NpMema 3aKOHUYEHHbIX CTPOUTENLCTBOM 06BbEKTOB, 060pYA0BaHUA, BbINOAHEHHbIX PaboT,
CNMcaHMUsA, IKCNepTU3bI).

3. Konuu u BbINMUCKM U3 JOKYMEHTOB, BblAaBaembIX A5 NpeacTaBAeHNa B APyr1e opraHn3aLumu.



4. O6pasubl OTTUCKOB MevaTel W nognuceir pPabOTHUKOB, MMEIOWMX MPaBO COBEPLIATb
OMHaAHCOBO-X03ANCTBEHHbIE ONEpPaLUMN.

5. MopyyeHusa (6roarkeTHble, BaHKOBCKME, MEHCUMOHHbIE; MNaTeXHble, MHKAccoBble B BOaHK Ha
noJiydeHre MHBAJOTbI CO CYETOB, NEPEBOJ, BajoThI).

6. MpepcraBneHms U xoaaTancTea (0 HarpaXKAeHMM rocy4apCTBEHHbIMM Harpagamm U Nnpemmuamm).
7. PeecTtpbl (4eKOB, NOpPYYEHU, NpeacTaBAseMbiX B 6aHK).

8. CnpaBKku (0 goxoaax GpU3NYECKUX NL, O BbIMaaTe CTPaAXoBbiX CYMM, 0 6anaHCOBON CTOMMOCTH
OCHOBHbIX ¢OH/Z0B, MO NEPCOHUPULMPOBAHHOMY YydeTy, 0DOPMIEHUID CTPaXOBbIX CBUAETENbCTB, MO
3anpocam opraHu3auuii, No AOKYMeHTaM, NPeaoCTaBASEMbIM B CyA, - N0 HEOHX0AMMOCTH).

9. YaoctoBepeHusa paboTHMKOB.

MpunoxkeHne N 12

NMPUMEPHbIA NEPEYEHb
HEPEFMCTPUPYEMbIX BXOAALWMUX AOKYMEHTOB <43>

<43> ECAM YyKasaHHble AO0KYMEHTbl MNOCTYMWAM C COMPOBOAMUTE/NbHBIM MNUCbMOM, MMCbMa
PerucTpupyloTca B NOpAAKe, YCTaHOBEHHOM MHCTPYKLMEN NO AeN0NPOM3BOLACTBY OpraHu3aLmu.

1. AHKeTbl (pe3tome), HanpaBasemble B LLeNsSX TPyAOYyCTPOMCTBa.

2. byxrantepckne OOKYMeHTbl (ByxranTepckas OTYETHOCTb, cyeTa, cyeTa-GpaKTypbl, aKTbl CBEPKM
B3aMMOPACYETOB, aKTbl MPUEMKMU-NEpPesayYn OCHOBHbIX CPEACTB, TOBapHbIe HaKNaaHbIe).

3. TOCTbl, TeXHUYECKME PErNaMEeHTbl, PYKOBOAALME U APYrMe AOKYMEHTbl MO TeXHWYECKOMY
peryaMpoBaHuIoO U CTaHAapPTU3aLUN.

4. TpaduKK, HapAabl, 3a8BKU, PasHaPALKM.

5. JOoKyMeHTbI (MPOeKTbl 4OKYMEHTOB), Tpebytolime nognucaHma (CornacoBaHus, yTBepKAeHUA) n
nocneaytouiero BosspaTa.

6. KOHKypCHaa AOKyMeHTaumA.
7. Hay4HO-TEXHWYECKAA N NPOEKTHAA AOKYMEHTaLUMA.
8. KoppecnoHaeHums, agpecoBaHHas paboTHMKaM opraHM3aumm ¢ noMeTKon "JInyHo".

9. TMeyaTHble uM34aHMA (KHWIMW, XKypHaAbl, raseTbl), KaTajaorM, TeXHUYecKasa AuTepaTtypa,
TemaTMYecKue 1 crneunanbHble COOPHUKM, NaKaTbl.

10. |_|03ApaBMTeﬂbele nMncbma M TeNerpammel, 6J'Ial'0,£l,apCTBeHHble nncbMa Wn TeNerpamMmmbil,
npurnacuTenbHble 6unetsbl.

11. NpenckypaHThbI.



12. NpurnacutenbHble BUNETbI, NPUrAaLLEHUS.

13. NMporpammbl KOHPEPEHLMI, COBELLAHWNIA.

14. PeknamHble maTepumasnbl (MTMCbMa, IMCTOBKU, NPOCNEKTbI, BYKNeTbI).
15. YyebHble nnaHbl, NPOrpammsl.

16. dopmbl 1 61aHKK, B TOM Yncie GopMbl CTaTUCTUYECKOM M MHOW OTYETHOCTY.




