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I. O0mue mosoKeHUA

1.1. MHcTpykuusa mo AeNOonpou3BOJCTBY B MyHHMIIMIANBHOM OIOIKETHOM
obmreoOpaszoBarensHOM yupexaeHun «Cpenusis obmeoOpa3zoBaTenpHas mkoaa Ne 3
c.m. I'Bapaeiickoe» (manee — MucTpykmus) paspaboTaHa B COOTBETCTBUH C:

[Toctanosnenunem IlpaButenscTBa Yeuenckoit PecriyOmuku ot 10.12.2018 Ne
258 «O Mepax 1o 00ecredeHUIO NeUCTBHS €ANHBIX MPABUJ B IETOTIPOU3BOJICTBE HA
tepputopun YedeHckoi PecryOmukmy;

[IprumepHON MHCTPYKUMEW MO JEJIONPOU3BOJACTBY B TOCYAAapPCTBEHHBIX
OpraHu3alusaX, YTBEPKICHHOW mpukazoM denepalbHOr0 apXMBHOIO ar€HTCTBA OT
11.04.2018 Ne 44;

'OCT P 7.097-2016 «Cucrema craHmapToB 1o uH)OpMaIuwy,
OuOMMOTEeUHOMY M HU3AaTeNbckoMy geny. OpraHu3alOHHO-PACTIOPSAUTEIIbHAS
nokymeHTausi. TpeboBanusa k odopmienuto aokymentoB» (mamee — ['OCT P
7.0.97-2016);

[IpaBmiiamMm  opraHu3aluMyd  XpaHEHUs, KOMIUIEKTOBAHMS, Yy4yeTa U
UCITIOJIb30BaHUs TOKYMEHTOB ApxuBHOro onna Poccuiickoit denepanuu u aApyrux
apXMBHBIX JOKYMEHTOB B OpraHax TOCYJIapCTBEHHOHN BJIAcCTH, OpraHax MECTHOTO
caMOyMpaBJEHUsS W OpraHU3alUsX, YTBEPKIACHHBIMU NpUKa3oM MUHUCTEpCTBA
KynbTyphl Poccuiickoit denepanuu ot 31.03.2015 Ne 526 (nanee — [IpaBuna);

cratbeil 12 3akona Yeuenckoir Pecnybmuku ot 25.04.2007 Ne 16-P3 «O
s3pIkax B YeueHckol PecnyOnuke» (nanee — 3akon YP ot 25.04.2007 Ne 16-P3), a
TaK)ke€ B COOTBETCTBHHM C 3aKOHOJaTelbCcTBOM Poccuiickoit ®denepammu B chepe
uH(dopMaIuK, JOKYMEHTAIIMKM, apXUBHOTO J€JIa, HAIIMOHAJIHHBIMHU CTaHJAapTaMU B
cdepe yrpaBieHus JOKyMEHTaMHU.

1.2. Hacrosimas WHcTpykiusa paszpaboTaHa B IESX COBEPIICHCTBOBAHUS
JIEIOTIPOU3BOICTBA U TOBBIIICHUS dPHEKTUBHOCTH PabOThI ¢ TOKYMEHTAMHU MyTeM
perimaMeHTaluu Ha €JUHOW IPABOBOM U METOAWYECKONW OCHOBE MPAaBUJI OATOTOBKH
JIOKyMEHTOB, TEXHOJIOTHI pabOThl ¢ HUMH, OPTAHU3AIIMU WX TEKYIIEro XpaHEeHUs U
MOATOTOBKM K  Mepenadye B apXxuB ~ MyHUIMOAIBHOTO  OHOKETHOTO
o01ieo06pazoBaresbHOTO yupexaeHus «Cpeansis ooieodpa3oBaTeabHast mkoia No 3
c.i. I'Bapaeiickoe» (nanee — Opranuzaius).

1.3. HWHcTpykuusi ycTaHaBIMBAaeT TpeOOBaHUS K JOKYMEHTHUPOBAHMIO
YIOPABJICHUECKOW JESITENIbHOCTH M OpraHu3aluu paboThl C JOKYMEHTaMU B
JIeTIONPOou3BoACTBE OpraHu3aiumu.

1.4. [TonoxxeHnns MHCTPYKIIMH PACTIPOCTPAHSIIOTCS HA OpraHU3aINI0 PaObOTHI C
OpPraHU3alMOHHO-PACTIOPSIIUTEIIbHBIMU ~ JOKYMEHTAMH  HE3aBUCHUMO OT  BHUJA
HOCHUTENS, BKIIIOYasl MOJATOTOBKY, PETUCTPALMIO, YYET W KOHTPOJIb HCIOJHEHUS
JIOKYMEHTOB, OpPTaHH3alMI0 UX TEKYLIEr0 XPAHEHUs, OCYLIECTBIISIEMbIE C TTIOMOIIBIO
nH()OPMAITMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHH.

1.5. OcoGeHHOCTH oOpraHu3aIu padOThl C JOKYMEHTaMH, COICpKalluMu
MH(OPMAIMI0O OrPAHMYEHHOIO JIOCTYNa (KOMMEPUYECKYIO TaiiHy, MEepCOHAJIbHbIE
JAaHHbIC U UHYIO KOH(PUACHIIMAIbHYI0 UH(OPMAIINIO), PETYIUPYIOTCS OTACIbHBIMU
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HOPMATUBHBIMU aKTaMH, YTBEpKAaeMbIMU JupekTopoM OpraHuzanuu (naiee —
PykoBoaurens).

1.6. Opranuzanusi, B€J€HUE M COBEPIICHCTBOBAHUE JEIONMPOU3BOJCTBA Ha
OCHOBE €IMHOW TMOJUTUKHM W  MPUHIUIIOB, TMPUMEHEHHE COBPEMEHHBIX
UHPOPMAIIMOHHBIX TEXHOJOTHH B paboTe ¢ JOKYMEHTaMH, METOJAUYECKOe
PYKOBOACTBO M KOHTPOJb COOMIOJCHHUS TopsAaka paboThl ¢ JOKyMEHTaMH B
OpraHu3anuu BO3JIaraeTcsi Ha CeKpeTapsi — JOJDKHOCTHOE JIMII0, OTBETCTBEHHOE 3a
BEJICHUE JICJIONPOU3BOJICTBA (asiee — Jlenonpon3BOAUTEND ).

Henonpoussoautenns Opranu3anuu JeHCTBYET Ha OCHOBAHHMM JOJKHOCTHOM
WHCTPYKIIMH, YTBepKAaeMoil PykoBoaureneM OpraHu3alvy U ONPENessomend ero
3a/1ayu U QYHKIMHU, TpaBa U OTBETCTBEHHOCTb.

1.7. OTBEeTCTBEHHOCTh 3a OpraHu3aluilo paboThl € JOKYMEHTaMH B
noapasneneHusax — OpraHu3aldyd — BO3JAracrcss Ha  PYKOBOIOUTENEW — ATHX
MOAPa3ACICHUN.

1.8.  JlomkHOCTHBIE = OOS3aHHOCTH, IpaBa UM  OTBETCTBEHHOCThb
Jlenonpou3BoAuTenss M HHBIX pPaOOTHUKOB, OTBETCTBEHHBIX 3a OPraHU3ALMIO
paboThI ¢ JOKYMEHTaMH, OIPEIEIISIIOTCS UX JTOJPKHOCTHBIMU MHCTPYKLIMSIMH.

1.9. Ha nepuon otmycka, KOMaHAUPOBKU, OOJIE3HU UM B ClIy4ae YBOJIbLHECHHUS
HenonpousBoautens OpraHuzanuu o00s3aH TepelaTb BCE HAXOJALIUMECs Ha
UCIIOJIHEHUH JOKYMEHTBHl JAPYroMy pa0OTHHMKY IO YKa3aHulO PykoBoaurtens
Opranuszanum.

[Ipn cmene Jlenonmpou3BOAWTEN COCTAaBISIETCS AKT IpUEMA-TIIEpPENadn
JIOKYMEHTOB U JIETI.

1.10. Conmepxanue CIy)eOHBIX TOKYMEHTOB HE MOIJIEKHUT pPa3riallieHUIo.
B3aumopeiicTBue co cpenctBaMu MaccoBod HMH(oOpMaluu, mepeiaada UM KaKou-
anbo uHpOpMAMM WJIM JOKYMEHTOB M HMX KONHUHM JOMYCKAaeTCs TOJIBKO C
pazpemienuss PykoBoaurtens OpraHu3anuu WIA WHOTO YIOJHOMOYEHHOIO UM
JOJKHOCTHOTO JINLA.

PaGotHuku OpraHuzanuu HECYT AMCIUIUIMHAPHYIO, aJIMUHUCTPATUBHYIO U
WHYIO, YCTAHOBJICHHYIO 3aKOHOAATeNbcTBOM Poccuiickoit deneparuu (ctatbu 192,
193 TK P®; mynkter 2; 15.11craten 13.25 KoAIl P®; crates 7 denepabHOTO
3akoHa oT 06.12.2011 Ne 402-®3 «O OyxranTepcKoM y4eTe»), OTBETCTBEHHOCTH 3a
HapyLIEHUE CPOKOB XPAaHEHUs JIOKYMEHTOB, yTpaTy M HECAHKIMOHUPOBAHHOE
YHUUTOXEHUE CITYKEOHBIX JOKYMEHTOB.

1.11. Tlpu yrtpare AOKyMEeHTOB paOOoTHUKH OpraHuzauud HHPOPMHUPYIOT
CBOET0 HEMOCPENCTBEHHOro pykoBoauTens u JlenonpousBogutens OpraHnuszanuu,
MIOCJIE YETO OPraHU3YETCs PO3BICK JOKYMEHTOB.

Ecnu po3bICK TOKYMEHTOB HE JA€T PE3yJbTaTa COCTABISETCS AKT, B KOTOPOM
YKa3bIBAIOTCS JIaHHbIE YTPAu€HHOTO JOKYMEHTa, a TakKe OOCTOSATEeNbCTBA, MPHU
KOTOPBIX IPOU30IIA yTPaTa, MOCJIE Yero NPeANPUHUMAIOTCS MEPBI IO 3aMEIIEHUIO
JTAaHHOTO JJOKYMEHTA 3aBEPEHHON KONMEW TOKYMEHTA.

1.12. WucTtpykumsi mo nAelonpou3BoJcTBY B Opranuzanuu yTBEpKAAeTCs
PykoBoautenem Opranuzaiui.

1.13. TIlpaBuia paboTbl € JOKYMEHTaMH B CHUCTEME BJIEKTPOHHOIO
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nokyMeHToooopora Opranuzanuu (ganee — COJI) w1 uHBIX WHPOPMAIIMOHHBIX
CUCTEMaX, B KOTOPBIX OCYIIECTBISIETCA CO3JaHUE (BKIIOYEHUE) M XpAHECHHE
JIOKyMEHTOB, HE JOJOKHBI BXOJUTH B MPOTHUBOPEUHUE C IMOJIOKEHUSMU HACTOSIIEH
Wuctpykiuu  (3aecb W jajgee — B ciayyae wucnoib3oBanus COJl u  UHBIX
UH(OPMAITMOHHBIX CUCTEM A/nnu IaJIbHEHUIIIEN HEOOXOIMMOCTHA 1504
WCIIOJIb30BaHUA).

I1. lokyMeHTHpPOBaHUE YIIPABJICHYECKOU AeATeIbHOCTH

2.1. B cootrBercTBUM ¢ 3akoHoAaTensCTBOM Poccuiickon Penepauuu u
UYeuenckoil PecryOnvku, jJoKanbHBIMM HOPMAaTHMBHBIMU akTamMu B OpraHuzanuu
W3/1AI0TCA OPraHU3aLMOHHO-PACTIOPSIUTEIbHbBIEC JOKYMEHTHI.

2.2. OpraHu3alMoHHO-PACTIOPSAIUTENIbHBIE JOKYMEHTHI, CO3JaBacMble B
nesiteapHOCTH  OpraHu3anuu, JOJDKHBI  OBITh  O(QOPMIIEHBI IO  IpaBUJIaM,
YCTaHOBJIEHHBIM HacToAlen MHCTpyKInen.

BrHocuth kakue-nuO0 UCHpaBiICHUS WM J00aBJICHUS B MOJANKHCAHHBIC
(YTBEpKICHHBIC) JOKYMEHTBI HE JOITYCKAETCS.

2.3. OcobeHHOCTH O(OPMIIEHUS TOKYMEHTOB, CO3/1aBaEMbIX B CTPYKTYPHBIX
nojapasaeneHusix OpraHuzaldd U OTPAXKAIOIIUX CHEUUPUKY UX JEATEIbHOCTH, a
TaKkKe TMpaBuUja oOpraHu3anuu paboTbl C JTaHHBIMM JIOKYMEHTaMHU MOTYT
YCTAHABJIMBATHCS  OTJACJIBbHBIMH  JIOKQJIBHBIMH  HOPMATUBHBIMHU  aKTaMu
Opranuszanum.

2.4. Co3pganne 1oKyMeHTOB B Opranusanuu B ciiydae ucnoiab3oBanus COJ1, B
nensx moBbieHus: 3¢G@GeKTUBHOCTH ucnoyib3oBanuss COJI, ocymiecTBisieTcss ¢
UCITI0JIb30BAaHUEM T1a0JIOHOB OJJAHKOB JOKYMEHTOB M 11a0JIOHOB JJOKYMEHTOB.

DONeKTpOHHBIC MIA0JIOHBI OJAHKOB JOKYMEHTOB JIOJDKHBI OBITH UIACHTHUYHBI
OJlaHKaM JIOKYMEHTOB Ha OYMa)KHOM HOCHTEJIE.

2.5. lns co3maHusi JOKYMEHTOB, OTPKAIOIIUX CHEUU(DUKY HESITEIbHOCTH
CTPYKTYpHBIX  mozapazaeneHudi  OpraHuzanuu, ¢ YHOPaBICHUS  JTaHHBIMU
JIOKyMEHTaMHU MOTYT MCIIOJIb30BaThCs APyTrue NHPOPMAITMOHHBIE CUCTEMBI.

2.6. loxymenTtbl Opranuzainuu opopMIIsIIOTCS Ha OJJaHKaX WJIM CTaHAapTHBIX
muctax Oymaru gopmara A 4.

2.77. Ins n3roToBiaeHUs TOKYMEHTOB B OpraHu3aluuy UCIOIb3YOTCS:

o0mIMi ONaHK;

OJIaHK TIpUKa3a;

OJIaHK TUChbMa ISl BEICHUS MEPENUCKU C OpPTaHu3alMsIMU U TpakIaHaMH,
HaxoasAmumucs Ha teppuropun Poccuiickon denepanumn.

ITo pemenuto PykoBoautenst B Opranu3anu MOTyT UCIOJIb30BATHCS APYrUe
OsaHKM: OJIaHK MPOTOKOJIA, OJIAHK CIPABKHU U JP.

Jnst odopmiieHuss pe3ononmMii Ha JOoKyMmMeHTe B OpraHm3zandd  MOTYT
WCITOJIB30BATHCS OJIAHKU PE30JTIOIIHIA.

2.8. Ilpyn m3manuu JOKYMEHTOB HAa CTAHIAPTHBIX JHCTaX Oymaru Ha HHX
BOCIIPOU3BOJISITCS PEKBU3UTHI, HEOOXOIUMBIE ISl IOKYMEHTOB KOHKPETHOTO BHJA
WM Pa3HOBUIHOCTH.



2.9. IlpoektupoBaHue  OJAaHKOB  JIOKYMEHTOB  OCYILIECTBISI€TCS B
cootBerctBuM ¢ 'OCT P 7.0.97-2016.

B cootrBerctBun co crateeir 12 3akona YP ot 25.04.2007 Ne 16-P3 u
nyakroM 6.8 TTOCT P 7.0.97-2016 B Opranuzanuu HCHONb3YIOTCS OJAHKH Ha
PYCCKOM W YEYEHCKOM SI3bIKaX: YIJIOBBIE (PEKBH3UTHI OJlaHKA pacrojararoTcs Ha
OJTHOM YpOBHE: Ha PYCCKOM S3bIK€ — CII€Ba, HAa YEYEHCKOM — CIIpaBa) WJH
MIPOJIOJIbHBIC (PEKBU3UTHI OJIAaHKA HA PYCCKOM SI3BIKE — CBEPXY, PEKBU3UTHI OJIaHKA
Ha YEUYCHCKOM SI3bIKE — HIKE).

2.10. bnanku noxkymeHTtoB OpraHu3alui U3TrOTAaBIMBAIOTCA THUIOTPA(CKUM
criocoboM, cpeCTBaMU ONEPATUBHON MONUTpaduu WM KOMIIBIOTEPHOW TEXHUKH.

2.11. JIOKyMEHTBhI H3TOTaBJIMBAIOTCS Ha OyMa)KHOM HOCHUTENIe M B (opme
AJIEKTPOHHBIX JOKYMEHTOB C COOJIIOCHUEM YCTAaHOBJICHHBIX MPaBHII OPOpPMIICHUS
JIOKYMEHTOB.

2.12. Joxymentsl Opranuzanuu, opOpMIICHHbIE Kak Ha OJlaHKe, Tak U 0e3
HEro, JOJKHBI UMETH I0JIsI HE MEHEE:

20 MM — JIeBOE;

10 MM — mpaBoe;

20 MM — BepxHe€;

20 MM — HIXKHEE.

B coorBerctBum ¢ mynkrom 6.1 T'OCT P 7.0.97-2016 moxymeHTHI
JTATENbHBIX (CBbIme 10 JIeT) CpOKOB XpaHEHUS MOJHKHBI UMETh JIEBOE TIOJIC HE
MeHee 30 MM.

2.13. JIOKyMeHTBI, H37aBaeMble COBMECTHO C OJHOW WM HECKOJbKHUMHU
opraHuzanusmMu, o(QOpMISIOTCS  Ha  CTaHAAPTHBIX  JIUCTax  Oymaru ¢
BOCITPOU3BEJICHUEM PEKBU3UTOB BCEX OpraHu3aliii, y4acTBYIOIIMX B H3JaHUU
JIOKyMEHTA.

2.14. Tlpu moaroToBKe JOKYMEHTOB JOMYCKAETCS MCIOJIB30BAHKUE JINIICBON M
000pOTHOM CTOpOHBI JMcTa. [Ipu IBYCTOPOHHEM CO3JaHUU JOKYMEHTOB IIMPUHA
JIEBOTO TOJISI HA JIUIEBOM CTOPOHE JIMCTA U MPABOIO MOJsi HA 0O0OPOTHOM CTOpPOHE
JIUCTA JIOJKHBI OBITH PaBHBI.

2.15. Tlpu co3manuu AOKyMEHTa Ha JBYX W Oojiee CTpPaHHWIIAX BTOPYIO H
MOCTIEAYIONIME CTPaHUIBI HyMepyloT. Homepa cTpaHWIl TpPOCTAaBIAIOTCS IO
CEpEANHE BEPXHEro MOJsA JOKYMEHTa Ha paccTosHuM 10 MM OT BEpPXHETO Kpas
JHCTA.

2.16. Jlns U3roToOBJICHHS TOKYMEHTOB HCIOJIB3YeTCsl TapHUTYpa mipudrta 1o
BBIOOpY OpraHu3anuu, BXOJASINAs B CTaHIAPTHBINA MakeT 0(MCHOTO IPOrPaMMHOTO
oOecrieueHus, ucrnosnbzyemoro Opranuzarueit. Pasmep mpudra — Ne 12-14 nr
(pasmep mpudra (Kerip) u3MepsieTcss B MyHKTax (point); oJuH MyHKT paBeH 1/72
mroiima, uin 0,376 MM (CokpamieHue: «pt»).

[Ipu cocraBineHuu TabIUI] JOIMYCKAETCS UCIOJIB30BAaHUE MIPU(PTOB MEHBIIHX
pazmepoB — Ne 10, 11 or.

2.17. AG3anHblil OTCTYT B TEKCTE AOKyMeHTa — 1,25 cM.

3aro0BKM pa3aeNioB W MOAPA3AEIOB MeYaTaloTCs ¢ a03aI[HBIM OTCTYIIOM WIIH
IEHTPUPYIOTCS IO IIUPHUHE TEKCTA.
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2.18. TekcTt mokyMeHTa reuartaercs yepe3 1-1,5 MeXCTpOUHBIX MHTEpBaIA.
TekcT TOKyMeHTa BRIPAaBHUBAETCS O IIMPHUHE JIUCTA.

MHOTOCTpOUYHBbIE PEKBU3UTHI MEYaTalOTCA uyepe3 | MEexXCTpOUYHbIM MHTEpBa,
COCTaBHbIC YACTH PEKBU3UTOB MOTYT Pa3EisAThCS JOTOIHUTEIbHBIM HHTEPBAJIOM.

Ecnu noxkymMeHT TOTOBUTCS Ui M3JaHUS C YMEHBIICHHEM Maciutada, TeKCT
II€YaTaeTCs yepes 2 NHTepBaa.

WuTepBan Mexay OykBaMu B CJIOBax — OOBIYHBIN. IHTEpBaI MEXIy CIOBaMU
— 1 npoGen.

CTpoKH pEeKBU3UTOB BHIPABHUBAIOTCS MO JIEBOW I'PAHUIIE 30HBI PACTIONOKCHHUS
PEKBU3HUTA WIH LIEHTPYIOTCS OTHOCUTEILHO CaMOil ITTMHHON CTPOKH.

JlniiHa caMoW JIJTMHHOM CTPOKM PEKBU3HMTA IMPHU YIJIOBOM PACIOIOXKEHUHU
PEKBU3UTOB — He OoJiee 7,5 cMm.

JlinHa caMO JUIMHHOM CTPOKHM PEKBU3UTA MPU MPOAOIBLHOM PaCIOIOKEHUH
PEKBU3UTOB — He OoJiee 12 cm.

2.19. Jlomyckaercs BBLACNIATH MOJYXHUPHBIM  MIPUGTOM  PEKBUBHUTHI
«azipecaTy, «3aroJIoBOK K TEKCTY» WJIH «IIOJIIUCHY», a TAKXKE OTACIbHbIE (PparMeHThI
TEKCTa.

2.20. Ilpm TOATOTOBKE MHOTOCTPAHWYHBIX JOKYMEHTOB OQopMIsIeTcs
TUTYJBHBIA TUCT (MpUJIoKeHue Ne 1).

2.21. CocTtaB pEKBU3HUTOB, MCIOIB3YEMBIX i1 OGOPMIICHHS JOKYMEHTOB,
ompenensieTcs: BUAOM (Pa3HOBUAHOCTBHIO) OPTaHHU3AIMOHHO-PACTIOPSIUTEIHHOTO
JTIOKYMEHTA.

2.22. Ilpu moAroToBKe JOKYMEHTOB OpraHu3ainy UCTIOIb3YIOTCS PEKBU3UTHI,
ycra"osiennbie ['OCT P 7.0.97-2016:

04 — xon popmbI TOKyMEHTA;

05 — HaMeHOBaHUE OpPraHU3alliU - aBTOPA TOKYMEHTA;

06 — HauMeHOBaHME CTPYKTYPHOT'O MOJpa3AeJCHUS - aBTOPa JOKYMEHTA;

07 — HauMeHOBaHWE JOJDKHOCTH JIMIIA - aBTOpaA JOKYMEHTA,

08 — cripaBouHBIC TaHHBIC 00 OpPraHU3alINH;

09 — HauMeHOBaHWE BUIA IOKYMCHTA;

10 — naTa TOKYMEHTA;

11 — peructpallOHHBII HOMEP TOKYMEHTA;

12 — ccplKka Ha PErUCTPAIIMOHHBIN HOMEP U 1aTy MOCTYIHUBIIETO JOKYMEHTA,

13 — MecTo cocTaBiieHHs (M3IaHUSI) TOKYMEHTA,;

14 — rpud orpaHrueHus 1OCTyIA K TIOKYMEHTY;

15 — anpecar;

16 — rpud yTBEepKIACHUS TOKYMEHTA,

17 — 3arosoBOK K TEKCTY;

18 — TekcT MOKyMeHTa;

19 — oTMeTKa 0 MPUIIOKEHUU;

20 — rpud coriacoBaHus TOKYMEHTA;

21 — Bu3a;

22 — IOIINCE;

23 — OTMETKA 00 3JEKTPOHHON MOIUCH;



24 — 11eyartn;

25 — oTMeTKa 00 UCIIOJIHUTEIIE;

26 — OTMETKA O 3aBEPEHUHN KOIIHH;

2 — OTMETKA O TIOCTYIUICHUH JIOKYMEHTA;

28 — pe3oronus;

29 — 0TMETKA 0 KOHTPOJIC;

30 — oTMeTKa 0 HampaBJICHUH JTOKYMEHTa B JIEJO.

Pacmonoxkenne W TpaHWIBl 30H PEKBU3UTOB Ha OnaHkax OpraHuzamuu
IIPUBEICHBI B NPpHJIO:KeHHH NeNe 2, 3.

B cooterctBum mynkrom 6.5 'OCT P 7.0.97-2016 pexBusutsr 05, 06, 07,
08, 09, 13, orpanuuuTenbHbie OTMETKHM s pexkBu3uToB 10, 11, 12 B mpenenax
I'PaHUIl 30H PACHOJIOKEHUS PEKBU3UTOB Pa3MEIAIOTCs OJTHAM U3 CIIOCOOOB:

[IEHTPOBAHHBIM (HAYaJI0 W KOHEI[ KaXJOW CTPOKH PEKBU3UTOB PABHO
yAQJIEHBI OT TPAHUIL] 30HBI PACTIOJIOKEHUS] PEKBU3UTOB);

¢aroBeIM (Kaxkaasi CTpOKa PEKBU3UTOB HAYMHAETCS OT JICBOM TPAHUIIBI 30HBI
PacCIOI0KEHUS PEKBU3UTOB).

2.23. O6mmit 6mank OpraHu3aliui UCIOJIB3YETCS JIJIi U3TOTOBIICHHS JTHOOBIX
BUJIOB JJOKYMEHTOB, KPOME JIeJIOBOTO (CIy>KeOHOIr0) MrchMa M JIOJHKEH BKIIIOYATh
CJICAYIOIINE PEKBU3UTHI:

HalMEHOBAaHME OpraHu3aluu (B COOTBETCTBUU C IMyHKTOM 2.9 HacTosien
HNucTpykuun);

OTMETKM  JJIi  pa3MEIlEHUs]  PEKBU3UTOB «1ata  JOKYMEHTay,
«PETUCTPALIMOHHBIA HOMEP JOKYMEHTAY;

MECTO COCTaBJICHHSI WJIM U3JIaHKs JOKyMeHTa (mpuiioskeHue Ne 4),

2.24. bnank npuka3a OpraHu3anuu JOJKEH BKIIIOYATh PEKBU3UTHI:

HAaMMEHOBAHWE OpraHu3aluu (B COOTBETCTBUU C IMYyHKTOM 2.9 HacTosein
Huctpykiun);

HAaMMEHOBAHWE BUJA TOKYMEHTA,;

MECTO COCTABJICHHSI WJIM U3[JaHUSI TOKYMEHTA,

OTMETKH UL pa3MEIIEHUsT  PEKBU3UTOB «1ara  JOKYMEHTay,
«PETUCTPALIMOHHBIA HOMEP JOKYMEHTA.

2.25. bpmank mmceMa OpraHu3alnyyd JOJDKEH BKJIIOYATh  CIEAYHOLIUE
PEKBU3UTHI:

HalMEHOBAaHUE OpraHu3aiuu (B COOTBETCTBUU C IMYyHKTOM 2.9 HacTosien
HUuctpykuun);

CIIpaBOYHBIC JaHHbIE 00 opraHu3anuu (B COOTBETCTBUU C NYHKTOM 2.9
Hacrosed MHCTpyKiun);

OTMETKM  JJIsI  TOPOCTABICHUS  PEKBU3UTOB  «jJaTa  JOKYMEHTay,
«PETUCTPALIUOHHBIA HOMEDP JIOKYMEHTa», «CChUIKA HA PETUCTPALIMOHHBIA HOMEP U
JIaTy TOCTYMHUBIIETO TOKYMEHTA.

B 6nmank muchkMa JOKHOCTHOTO JIMIA TOTIONHUTEIHHO BKIFOUAETCS PEKBUHUT
«HAaMMEHOBAaHWE JOJDKHOCTH JIMI@», a B OJaHK THUCbMa CTPYKTYPHOTO
nojapaszeiaeHus (COBEIIATEIbHOT0, METOJAMYECKOTO, AKCHEPTHOTO WM HHOTO
oprana) OpraHu3aluu — HAMMEHOBaHUE CTPYKTYPHOTO MOIpa3ieJICHUS.
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2.26. Buyrpennue nokymeHThl Opranuzaiuu, opopmisiembie HE Ha OJaHKe,
JOJDKHBI COJIEPKAaTh COOTBETCTBYIOIINE BUAY JTOKYMEHTA PEKBU3HUTHI.

2.29. Kox dhopmbl T0KyMEHTa MPOCTaBISETCS Ha YHUPUIIMPOBAHHBIX (hopMax
JIOKyMEHTOB B cooTBeTcTBUUM ¢  OOmepoccuiickum  KiaccuukaTopom
ynpasienueckoir gokymeHTaruu (OKVY/[) wim jokanpHBIM KiIacCH(PUKATOPOM,
pacnoJiaraeTcsi B MpaBOM BEPXHEM YIUIy padoyero mojs JOKyMEHTa, COCTOUT W3
cioB «Popma 1o (HauMeHOBaHUE KIIACCU(PUKATOPa)» U IIUPPOBOTO KOJA.

2.30. HawumenoBanme OpraHuzanuu Ha OJaHKe JOKYMEHTa JOJDKHO
COOTBETCTBOBATh HAMMEHOBAHUIO IOPUANYECKOro Jinia B ycraBe Opranuzanuu. Ha
OnmaHKax JOKYMEHTOB VYKa3bIBae€TCs TMOJHOE OQUIMAIbHOE HAaWMEHOBAHHE
IOPUUYECKOTO JIMIAa C YKa3aHUEM €ro OpraHu3allMOHHO-TIPaBOBOM (OpMBI, HaJ
HauMeHoBaHueM OpraHu3aluud YKa3bIBaeTCsi HAMMEHOBAHUE  BBIIICCTOSIICH
opraHu3aluu (Mpu ee HaJIW4uM), 1MojJ HauMeHoBaHMeM OpraHusaluud B CKOOKax
YKa3bIBA€TCSl  COKpAllEHHOE  HanMeHoBaHwe  OpraHusanuy, €Clii  OHO
IIPELYCMOTPEHO YCTABOM.

2.31. HaumeHoBaHM€e CTPYKTYpHOIO IOJpa3AeieHus (B TOM uucie ¢puinania,
OTIEJIEHUS, IPEACTABUTENBCTBA, KOJUIETMAIBHOIO, COBEIIATEIBHOIO WA HHOIO
OopraHa) yKa3bpIBaeTcsl B OJIaHKaX MUCEM M OJaHKaX KOHKPETHBIX BUJIOB JOKYMEHTOB,
U3/1aBaEMbIX  COOTBETCTBYIOIIMMH  MOAPA3ACICHUSIMH B  COOTBETCTBUU C
JOKaJAbHBIMM HOPMATUBHBIMM aKTaMHM opranusauuu. Haa HanmeHoBaHuEM
CTPYKTYPHOTO MOJpa3fesieHHs] yKa3bIBaeTCsd HauMeHOoBaHWe OpraHuszanuu, 4bHM
bunuanom, OTIEJICHUEM,  NPEJICTABUTEIBLCTBOM,  KOJUIETHAJIBHBIM WU
COBEIIATEIbHBIM OPraHOM JIAHHOE MOPa3EICHHE SIBISETCS.

2.33. CopaBounsie gaHHbie 00 OpraHu3aiuy yKa3blBatOTCs B OJIaHKaX MUCEM
¥ BKJIIOYAIOT: MOYTOBBIN afpec Opranu3zanuu (IONOJHUTEIBHO MOKET yKa3bIBaThCS
aJpec MecTa HaXOXJACHHS IOPUINUYECKOTO JIUILA, €CJIM OH HE COBNAJAET C OYTOBBIM
azpecoM); Homep TenedoHa, (akca, agpec >JIEKTPOHHOM MOYTHI, CETEBOM ajipec, a
Tak)Ke KoJ opranuszauuu rno OO01epoccuiickoMy KiacCU(PHUKATOPy MPEANpUSTHI U
opranuzanuii (OKIIO), ocHOBHOW TOCYAapCTBEHHBIA PETUCTPAIIMOHHBIA HOMEP
opranuzanuu (OI'PH) u uneHTHUKAIIMOHHBIM HOMEp HAJIOTOIIATENBIINUKA/KO
PUYHUHBI TOCTAHOBKMU Ha Hasorosblil yuet (MHH/KIIII).

B cootBeTcTBMM C mNOANYHKTaMu B)-3) myHkTa 22 pasnena |l Ilpasun
OKa3aHMsI YCIYT TTOYTOBOM CBSI3H, YTBEPKACHHBIX MPUKAa30M MUHUCTEPCTBA CBA3U U
MaccoBbIX kKoMMyHUKanmii Poccuiickoit ®eneparuu ot 31.07.2014 Ne 234 (manee —
[IpaBuna okazaHusi yCIoyr IOYTOBOM CBSI3M) TOYTOBBIM aJpec YKa3bIBaeTCS B
CIeIyIOUIed MOCIeA0BAaTeIbHOCTU: Ha3BaHHWE VIWIIbI, HOMEp JOMa; Ha3BaHHE
HACEJICHHOTO IMyHKTa; Ha3BaHUE pailoHa; Ha3BaHUE CyOBEKTa; MOYTOBBIN HHJIEKC.

2.34. HaumeHoBaHME BUAA JOKYMEHTA YKAa3bIBA€TCs HA BCEX JOKYMEHTaX, 3a
UCKJTIOYCHHEM JICJIOBBIX (CITy>KEOHBIX) MUCEM, pacrojaraercs 1noj HauMeHOBaHUEM
Opranuzanuu (CTpyKTYpHOIO MOJIpa3AeNICHUs], TI0THKHOCTH).

2.35. Jlata [OKyMEHTa JOJDKHA COOTBETCTBOBATH JAaT€ IOJANHCAHMS
(yTBepxKACHHS) JOKYMEHTa WM (B MPOTOKOJIAX) AaTe COOBITHUS, 3a)UKCUPOBAHHOTO
B JJOKyMEHTE.

JlaTa JOKyMEHTa 3alIUChIBAETCS B MOCIEN0BATENLHOCTH: A€Hb MECSLA, MECHIL,


garantf1://79139.0/

roJl OJTHAM U3 JIBYX CIIOCOOOB:

apabckumu rudpamu, pazaeneHHbIMu Toukoit: 05.06.2019;

cioBecHO-1MppoBbIM criocooom: 05 urons 2019 r.

Ha noxymentax, odopmiiieMblx Ha OJlaHKe, JlaTa JOKYMEHTa MpPOCTaBIsETCS
MO/l PEKBU3UTAMU «HAUMEHOBAaHUE BHUIA TOKyMEHTa» (B OJaHKax KOHKPETHBIX
BUJIOB IOKYMEHTOB) M «CIIPaBOYHBIC JaHHbBIE 00 OpraHu3anumn» (B OJIaHKaxX IMHUCEM).

JlaToil TOKyMeHTa, WU3JaHHOIO0 COBMECTHO JIBYMs WMJIM Oojiee OpraHu3aiusiMu
(IOMKHOCTHBIMU JIMLIAMM), SIBJISIETCSl J1aTa TOAMUCAHUS JOKYMEHTa IOCJEIHEH
CTOPOHOM.

2.36. PerucrpalioHHBII HOMEp MOKYMEHTa — IU(PPOBON WM OYKBEHHO-
nudpoBoil UAECHTUDUKATOP JOKYMEHTa, COCTOSAIIUMNA M3 MOPSAKOBOTO HOMEpa
JOKYMEHTa, KOTOpbI, MO YyCMOTpeHUI0 OpraHuzanui, MOMKET TONOJHSITHCA
muGpOoBbIMU WM OYKBEHHBIMH KOJaMH (MHJEKCaMH) B COOTBETCTBHUHM C
UCIIOJIb3YEMBIMHU KJIACCU(UKATOPAMHU.

Ha noxymeHTe, cOCTaBI€HHOM COBMECTHO JABYMS U 0Oojee OpraHU3alUsiMu,
IIPOCTABIIAOTCS. PETUCTPALMOHHBIE HOMEPA JOKYMEHTA, NPUCBOCHHBIE KAXIOW U3
opraHu3anyi. PerucrpaliMOHHBIE HOMEpa IPOCTABIIIOTCS B IOPSAKE YyKa3aHHUs
HAaMMEHOBAaHUW OpraHU3alMii B 3arojOBOYHOM 4YacTH (IpeamOyse) NTOKyMEHTa M
OTAENSIOTCA IPYT OT APpyra KOCOU 4epTOil.

2.37. Ccpuika Ha pPErucTpalMOHHBIM HOMEP W JaTy IIOCTYIIHBILIETO
JIOKyMEHTa, COCTOAIIAs M3 PErUCTPALMOHHOTO HOMEpa U JaThl BXOJSIIETO
JOKYMEHTAa, Ha KOTOPBIN JAeTCs OTBET, POCTABIIIETCSA B BUAE OTMETKH «Ha Ne ... oT
...» B OJIaHK€ MHChMa.

B TekcT nHchMa-OoTBETa CBEACHUS O PETHCTPAlMOHHOM HOMEpPE M Jare
MOCTYIHBILETO NMHCbMa HE BKIIFOUAIOTCS.

2.38. Mecto cocraBieHus (M3MaHUS) JTOKYMEHTa YKa3bIBa€TCsl BO BCEX
JIOKyMEHTaX, KpOME JIETIOBBIX (CIIy>KEOHBIX) MHUCEeM, BHYTPEHHUX WH(OPMAIMOHHO-
CIPABOYHBIX JOKYMEHTOB, a TaKXe€ B CIydae, €CJIIH MECTO HaXO0XJICHHS
OpraHu3alyyd BXOAUT B €€ HAMMEHOBaHWE, HanpuMep: MOCKOBCKHM TOPOJICKOU
YHUBEPCUTET YIIPABIICHUS.

Mecto cocrtaBiieHus (M3AaHMs) TOKYMEHTa YKa3bIBa€TCs B COOTBETCTBUU C
NPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUATIEHBIM JIETICHUEM.

2.39. I'pud orpanuyeHust AOCTyNa K JOKYMEHTY IMPOCTaBISIETCS B MPABOM
BEpXHEM  yrjly  MEpBOro  JHWCTa  JOKyMeHTa  (IpoeKTa  JOKyMEHTa,
CONMPOBOJMUTENILHOIO MHUChMA K JIOKYMEHTY) OT TpPaHHUIIbI BEPXHEro MOJid MpH
HaJIM4YUM B JOKYMEHTE HWH(POpPMALMM, OCTYN K KOTOpPOHM OrpaHMYMBAETCS B
COOTBETCTBHHM C 3aKOHOJATEILCTBOM Poccurickon denepanum.

Bunet ucnonszyembix B Opranuzanuu TpudoB OTpaHUUEHHUS JOCTyNa
JIOJKHBI COOTBETCTBOBATh 3aKOHOJATEIBHBIM M WHBIM HOPMATHUBHBIM IPaBOBBIM
aktram Poccwmiickoii denepanmi W JOJDKHBI OBITH 3aKPEIUICHBI B JIOKAJIBHBIX
HOpMATUBHBIX akTax Opranmzanuu. ['pud orpaHuyeHuss n0OCTyna K JOKYMEHTY
(mometka «Jlyist cmy»kebHOTO Mmonb30BaHusy», rpud «Kommepueckas TaiiHay) MOXKET
JOTIONHATBCSA HOMEPOM DJK3EeMIUIApa JIOKYMEHTa M JPYTMMHU CBEJCHHUSIMHU B
COOTBETCTBHHM C 3aKOHOIATENBCTBOM Poccurickon denepanuu.
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2.40. ApnpecaT — pPEKBHU3HUT, HCHOJb3yeMbIM Npu OGOPMIIECHUU JEIOBBIX
(ciy>keOHBIX) MUCEM, BHYTPEHHUX UHPOPMAIIMOHHO-CIPABOYHBIX JOKYMEHTOB.

AnpecaToM  JIOKyMEHTa MOXET ObITh  OpraHu3alus, CTPYKTypHOE
no/ipa3/ieJIeHue OpraHu3aluu, JOJHKHOCTHOE WM (PU3NYECKOE JIUIIO.

PexBusut «ampecar» odopmisiercss Ha OJaHKE C YIVIOBBIM PaCHOJIOKEHUEM
PEKBU3UTOB — B BEPXHEHW MpaBOM 4YacTU JOKYMEHTa, Ha OJaHKE C MPOAOJbHBIM
pacmojoKEeHHEeM PEKBU3UTOB — CIpaBa TMOJ pekBu3uTamu OnaHka. CTpoku
PEKBHU3UTA «aJpecaTy BBIPABHUBAIOTCS IO JIEBOMY Kpal WIM LEHTPYIOTCS
OTHOCHUTEJIBHO CAMOM JUIMHHOU CTPOKH.

[Ipu agpecoBaHnMr JOKYMEHTA PYKOBOAMTEIIO (3aMECTUTENIO PYKOBOJMTES)
OpraHM3alliyd YKa3bIBalOTCS B JATEIbHOM IMa/Ie)K€ HAUMEHOBAHUE JIOJHKHOCTH
pykoBoauTeNs  (3aMECTUTENE PYKOBOJIUTENS), BKJIOYAlOlllee HAaWMEHOBAaHUE
opraHu3zanuu, GamMuiInio, MHAIKAIIBI T0JKHOCTHOTO Jniia. Hanmpumep:

I'enepanpHOMY TUPEKTODPY
ObY «HaumeHoBaHue opraHuA3anum»
®amvunus 1.0.

IIpu agpecoBaHMM NUCbMa B OPraHU3ALMI0 YKA3bIBAETCS €€ IOJIHOE WIIU
COKpalIEHHOE HAMMEHOBAHUE B UMEHUTEIBHOM IAJIEKE.

[Ipu anpecoBaHUM JOKYMEHTA B CTPYKTYPHOE MOIPa3/ICIICHUE OPraHU3aluU B
PEKBU3UTE «aapecaTy YKa3blBAlOTCS B HMEHUTEIBHOM NAJEkKE HaWUMEHOBAHUE
OpraHu3alvy, HUKE — HAMMEHOBAaHUE CTPYKTYPHOTrO noapaszaeneHus. Hanpumep:

ObY «HanmeHoBaHuEe OpraHU3aLN»
PUHAaHCOBOE YIIPABIICHHE

IIpn agpecoBaHMM NHCHbMA PYKOBOJIWUTENIO CTPYKTYPHOTO MOJPa3IeiICHUS
YKa3bIBalOTCS B MMEHUTEIIBHOM I1aJI€’)K€ HAaMMEHOBAaHWE OpraHW3alvd, HUXKE — B
JATENbHOM IaJe’)Ke HAMMEHOBAHME JOJDKHOCTH PYKOBOAMTENS, BKIKOYAIOLIEE
HAaMMEHOBAaHUE CTPYKTYPHOTO MOJIpa3eneHus, pamMuinto, nHumansl. Hanpumep:

ObY «HanmeHoBaHWEe OpraHu3alnum»
PykoBoaurento 10roBopHo-
MPABOBOTO OTJIENa

dammmg 1.0.

Ilepen damunueld AOMKHOCTHOTO JIMLA  JIONYCKAaeTcs  yNmoTpeOJaTh
COKpalIeHHEe «T-Hy» (FTOCIOANHY), €CIU aJpecaT MY>XYUHa, WIH «r-ke» (TOCTOXKe),

€CJIM aJipecaT JKEeHILMHA, HaIPUMED:

r-ny ®amunus N.0.
r-xe ®amumus N.0.

IIpu pacceuike AOKyMEHTa TpYIINE OpraHu3aluyd OJHOTO THIIA WIH B
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CTPYKTYpPHBIC TMOJpA3ACICHUS] OJHOM OpraHu3aluu, ajapecarT YyKa3bIBaeTCs
0060611eHH0. Hampumep:
PykoBoautensm dunmanon
ObY «HanmenoBaHue OpraHu3anum»
WJIH.

PykoBonurensim ynpasneHui u
ornenoB ObY «HammenoBanue
OpraHU3aLAN

IIpu paccelike OOKYMEHTa HE BCEM OpraHuU3alusM WM CTPYKTYPHBIM
MOJIpa3/ieNICHUsIM TOJI PEKBU3UTOM «Ajpecat» B CKOOKax yKas3bIBaeTcs: «(Io
cnucky)». Hampumep:

PykoBoaurensMm yrpaBiieHUN U
otaenoB ObY «HaumeHnoBaHue
OpraHu3alum»

(o crucky)

CHHCcOK pacChbUIKU COCTABIIAECTCS UCTIOTHUTEIIEM.

Ecnu nmuceMo HampasisieTcsl B OpraHU3alyio Wik AOKHOCTHOMY JIMILY U ISt
CBEIICHUS €Ile pALy OpraHu3aluid WM JOJDKHOCTHBIX JIMI], OOLIEe KOJIUYECTBO
aJpecatoB HE JOJDKHO ObIThb Oojiee 4eThIpeX, MpU STOM OCHOBHOM ajpecar
yKa3bIBaeTCsl TepBbIM, cloBo «Komus» mepea BTOPBIM, TPETHUM, UYETBEPTHIM
ajpecaTaMy HE [1e4aTaeTCsl.

B cocTaB pekBu3uTa «Agpecar» MOXKET BXOAUTDH MTOYTOBBINA afpec. JIEMEHTHI
IIOYTOBOT'O a/Ipeca YKa3bIBAIOTCS B IOCJIEN0BATEIBHOCTH, YCTAHOBJICHHON ITyHKTOM
22 TpaBui oka3zaHus YCIYyT TTOYTOBOU CBSI3U:

a) I FOPUIMYECKOTO JIUIA — MOJHOE WM COKPAILICHHOE HAUMEHOBAaHME (IIpU
HAJIMYUN), 1JI TPaKIaHWHA — (aMUJIHS, UM, OTYECTBO (ITOCIIeIHEE MTPU HATMYWH );

0) OaHKOBCKHME pEKBU3UTHI (JJI1 TOYTOBBIX IEPEBOJOB, HaIPaBISIEMbIX
IOPUIUYECKOMY JIUIY WJIM TPUHUMAEMBIX OT IOPUAMYECKOTO JINLA);

B) Ha3BaHUE YJUIbI, HOMEp JI0Ma, HOMEP KBapTHUPHI;

I') Ha3BaHUE HACEJIEHHOTO MYHKTA;

1) Ha3BaHUE palioHa;

€) Ha3BaHHE pecnyOJIuKH, Kpas, 00J1acTh, aBTOHOMHOTO OKpyTa (00J1acTH);

) Ha3BaHHUE CTPaHbI (IU1s1 MEXTYHAPOJHBIX TOUYTOBBIX OTIPABJICHUI);

3) MOYTOBBIN UHIEKC.

[TouToBBIi agpec He yKa3bIBAeTCS B JOKYMEHTAaX, HaIllPaBJISIEMbIX B BBICILIHUE
OpraHbl BJAaCTH, BBIIIECTOSIINE OpPraHU3alli, MOJIBEJOMCTBEHHbIE OPraHU3alMH U
MOCTOSTHHBIM KOPPECIIOHIEHTaM (32 UCKJIIOUEHHEM HaIlPaBJICHUS MMMCEM yKa3aHHBIM
azipecaTaM B KOHBEpPTaxX ¢ MPO3paYHbIMU OKHAMH).

[Ipu oTnpaBke mucChMa MO SJACKTPOHHOW MOYTE WU (PAKCUMUIIBLHOW CBSI3U
(0e3 moChUIKM MO TOYTE) MOYTOBBIA aJpec He ykasbiBaercs. [Ipu HeoOXxoaumocTu
MOXET OBITh YKa3aH JIEKTPOHHBIN asipec (Homep Tenedona/pakca). Hanmpumep:
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ObY «HanmenoBaHue OpraHu3anumn»
DJIEKTPOHHBINA aipec

2.41. TI'pud yTBepkmeHUs MTOKYMEHTAa MPOCTABISETCS Ha JOKyMEHTaX B
IpaBOM BEpPXHEM yIJdy MEpBOro JHcTa JOKyMeHTa. CTpOKH pEeKBU3UTa
BBIPDABHUBAIOTCS 110 JIEBOMY Kpal WIM UEHTPUPYIOTCS OTHOCUTEIBHO CaMOU
JUIMHHOM CTPOKHU.

[Ipu yTBEpKA€HNU JOKyMEHTa COOCTBEHHOPYYHOM MOJIUCHIO JOHKHOCTHOTO
muna rpud yrBepxkiaeHus coctouT u3 cioBa «YTBEPXJIAIO», nHaumeHnoBaHus
JOJDKHOCTH JIMIIA, YTBEPKAAIOIIETO JOKYMEHT, €ro MOANUCH, HHUIIUATIOB, (haMUIIUH
U Jatbl yTBep)kaeHud. Hanpumep:

YTBEPX/AIKO

Hupexktop MBOY

«COII »

IToamuce HN.0O. Gamunus
[laTta

[Ipu yTBepXJACHUU JOKYMEHTA PACHOPAIUTEIBHBIM JOKYMEHTOM TIpud
yrBepxacHuss cocrout w3 cioBa «YTBEPXIEH» («YTBEPXJIEHAw,
«YTBEPXJEHbBI» nin «YTBEPXJIEHO»), cornacoBaHHOTO ¢ HaMMEHOBaHHEM
BHJIA YTBEPKIAEMOT0 IOKYMEHTA, HA3BaHUS BUA PACIIOPAAUTEIILHOIO JOKYMEHTA B
TBOPUTEIBLHOM MaJeXke, ero AaTel, HoMepa. Hanpumep:

(Permament) YTBEPXJIEH
npukazom MBOY
«CoHtI »
ot 05 ¢espanst 2019 1. Ne 12

WJIN.

(ITpaBuna) YTBEPXJIEHBI
npukazom MbOY
«COII »
ot 05.02.2019 Ne 12

[Ipu yTBEpKACHUN NOKYMEHTA KOJUIETHAIbHBIM, COBEIIATEIbHBIM WIM UHBIM
OpraHOM, PEIICHUs] KOTOPOro (hUKCUPYIOTCS B MPOTOKOJE, B Tpu(de yTBEPKICHUS
yKa3bIBaeTCs, HAaMMEHOBAHMWE OpraHa, jJara W HOMEp NpoTokona (B CKOOKax).
Hanpumep:
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(ITonoxenue) YTBEPXJIEHO
[TemaroruyeckumM COBETOM
MBOY «COLI »
(mpotokoi ot 05.02.2019 Ne 1)

2.42. 3arojoBOK K TEKCTy — KpaTKoe CcoJepk aHue JIoKyMeHTa. Eciu
3aroJIOBOK K TEKCTY OTBEYAET Ha BOIIPOC «O YEM?», OH HauMHaeTcs ¢ npeayora «O»
(«O6»). Ecnm 3aroyioBOK K TEKCTy OTBEYAET HA BOIPOC «YEr0?», OH COCTABISET
OJIHO II€JIO€ C Ha3BaHHWEM BUa ToKyMeHTa. Hanpumep:

npukas (0 4éM?) 0 CO31aHUU aTTECTAlMOHHOW KOMUCCUU

nruchMo (0 4€M?) 0 MpeocTaBICHUH HH(OPMAIIUH

aKkT (uero?) nmpuema-mnepeaadn Jaei

IpOTOKOJI (4ero?) 3aceqaHust SKCEPTHON KOMUCCUU

3arooBOK K TEKCTy OQOpMISeTCsl MOJ PpPEKBU3UTaMH OJjaHKa CleBa, OT
IPAHUIBI JIEBOTO TOJIS.

2.43. Tekct JOKyMEHTa COCTaBJSIeTCS Ha TOCYJapCTBEHHOM  S3BIKE
Poccuiickoit denepanuun U rocynapcTBeHHbIX si3blkax YeueHckoil PecrmyOnuku B
cooTBeTcTBUM co ctarbaiMu 12, 13 3akona UP ot 25.04.2007 Ne 16-P3.

TekcT MOKyMEHTa JOKEH OBIThb COCTABJIEH I'PAMOTHO, SICHO, MTOHSATHO U IO
BO3MOYKHOCTH KpaTKo. TeKCT JOKYyMEHTa AOJDKEH COAEpXk aTh JOCTOBEPHYIO H
aKTyaJlbHYI0 MH(OpMAIMIO, JOCTATOYHYIO JMJIA MPUHATHS PEIIEHUH WU UX
UCITOJIHEHHUS, HE JTOJKEH JOIMYCKAaTh Pa3JIMYHBIX TOJKOBAHHM.

B tekcre qokymMeHTa, MOArOTOBJIEHHOM Ha OCHOBAHUH 3aKOHOJATENbHBIX WU
WHBIX HOPMATUBHBIX TMPABOBBIX AaKTOB, paHEE W3AAHHBIX PACTIOPSIUTEIBHBIX
JNIOKYMEHTOB, YKA3bIBAIOTCSI UX PEKBU3UTHI:

HAaUMEHOBaHWE JOKYMEHTa, HAUMEHOBAHHE OpraHa BIAacTU (OpraHU3allvu),
U3JIaBLIEr0(ei) TOKYMEHT, JaTa JOKYMEHTa, peruCTPAllMOHHbIN HOMEpP JOKYMEHTA,
3aroJIOBOK K TEKCTY;

HAaUMEHOBAaHWE OPraHU3alUy WM JOJDKHOCTHOIO JIMLA, YTBEPAUBLIETO
JOKYMEHT, J1aTa yTBEPKACHUS JOKYMEHTA.

TexcT [OKyMEHTa MOXKET COAEpKaTh pas3ieibl, MNOJApa3leibl, ITyHKTHI,
MOJAIMYHKTBI, HyMEpyeMble apaOCKuMu LHUppamMu. YpOBHEW pyOpUKaIMU TEKCTAa HE
JOJIKHO OBITh 00JIee YeThIpEeX.

TekcT noKyMeHTa u3Jiaraercs:

B MpHUKa3aX, U3JAHHBIX E€AMHOJUYHO, — OT MEPBOrO JIMIA EJUHCTBEHHOIO
yrcia (... TP UK a3 bl B a 10%);

B MpHKa3ax, U3JaHHBIX COBMECTHO JIByMsl WJU Oojiee OpraHu3alusMu, — OT
MIEPBOTO JIUI[A MHOYKECTBEHHOTO YKCla (K... TP MK a3 bl B a € M»);

B MPOTOKOJIAX 3aCEJaHMl — OT TPETHEro JHIA MHOKECTBEHHOIO YHCIIA

(«CJIYIIAJIAY, «BBICTYIIUIN, « TOCTAHOBWJIN» nnu «PEILNJIN);
B JICJIOBBIX MUChMax, 0OpMIICHHBIX Ha OnaHkax OpraHu3anuu, — OT IEPBOTO JUIA
MHO>KECTBEHHOTO 4Kclia (IPOCUM, HAIMPABIISiEM, MIPEAJIAraeM) WIH OT TPETHETO JIULA
eauHcTBeHHOro uncina («MBOY  «COIIl » HE BO3pPaXKaET...»,
«MBOY... cuutaet BO3MOXHBIM...»);
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B JOKJIAJHBIX U CIYyXKEOHBIX 3alMCKax, 3agBJICHHUSX — OT MEPBOr0 JIMIA
CIMHCTBCHHOTO YHCIIa («IIPOIITY...», «CUUTAI HEOOXOIUMBIM...»);

B JIOKyMEHTax, YyCTaHaBiIuBamONMX (yHKUU (00sI3aHHOCTH), TIpaBa |
OTBETCTBEHHOCTh  CTPYKTYPHBIX TOJpa3/ieJeHul, paOOTHUKOB (ITOJIOKEHUE,
WHCTPYKITUS), a TaKkKe COACpIKAIIUX ONUCAHWE CHUTyalui, aHaim3 (PaKToB U
BBIBOJIBI (KT, CTIPaBKa), UCIOJIb3yeTCs (hopMa M3JI0KEHUS TEKCTa OT TPETHETO JIHIa
CAMHCTBEHHOTO WJIM MHOXXECTBEHHOTO dYHCia («CIenuamuct (pabOTHHKH)
OCYIIIECTBIISIET (PYHKIIHH. ..», KKOMHCCHS ITPOBEJIa IIPOBEPKY...»).

[Ipu moATrOTOBKE TEKCTAa JOKYMEHTA CIIETYET COOJI0aTh MpaBUiia HAITUCAHUS
ouIMaTHHBIX HANMEHOBAHUH, YACTUTEIHHBIX U CIMHUI] U3MEPCHHUS.

B Tekcrax MOKYMEHTOB yHOTpEOJSIIOTCA OOIIENpUHAThIE ab0OpeBUATYpHI U
rpaduuecKkue CoKpalieHus.

[Ipu ykazanuu B TeKCTe (haMUJIMU JIUIIA MHULIAAJIBI CTaBATCS Tociie (haMUIIUU.

B nenoBbix (city>keOHBIX) MUCbMaX UCTIOIB3YIOTCS:

BCTYNHUTEIbHOE OOpaIieHue:

VYBaxkaemslii rocioguH [Ipencenarens!
YBaxaewmblil rocnogud Munuctp!
YBaxkaemslil rocrioinH IBaHOB!
YBaxaemas rocrioxa [lerposa!
YBaxxaembiit Ban IleTpoBuy!
VYBaxaemass Anna HukosmaeBHa!
VYBaskaeMmsble rocrioaal

3aKTIOYUTENbHAS 3TUKETHAs (pa3a: «C yBaKEHUEM, ...».

HanmMenoBanue JOMKHOCTH B OOpaIIeHUH TMUIIETCS C MPOMUCHOW OYKBBI, B
oOparieHuu 1o GaMUIMy UHUIMAJIBI JTUIA HE YKA3bIBAIOTCS.

2.44. OrMeTka O TPUIOKEHUH COJEPKUT CBEICHHUS O JIOKYMEHTE
(IoKyMeHTax), TMpWwiaraéMoM K  CONPOBOJAUTEIBHOMY  THUCbMYy, HHOMY
UH(OPMAITMOHHO-CITPABOYHOMY JOKYMEHTY, WJIHM O TOM, YTO JIOKYMEHT SIBJISICTCS
MPUJIOKEHUEM K OCHOBHOMY JOKYMEHTY (HOPMaTUBHOMY, PaCIOPSAUTEILHOMY UITH
UHOMY).

B compoBoauTeNbHBIX THCbMAX W APYrUX HHPOPMAIIMOHHO-CIPABOYHBIX
JOKYMEHTaX OTMETKa O MPUJIOKEHUU OGOPMIISIETCS TMOJ TEKCTOM OT TpPaHMIIbI
JIEBOTO TOJIS CIAEAYIOIIUM 00pa3oM:

€CJIM MPUJIOKEHNE HAa3BaHO B TEKCTE:

[Ipunoxkenue: Ha 2 1. B 1 3K3.
€CJIM MPUJIOKEHHE HE HA3BAHO B TEKCTE WM €CJIM MPUIIOKEHUN HECKOIBKO:
[Tpunoxenue: 1. [lonoxenue o koMuccuu... Ha 5 1. B 1 3K3.

2. CripaBKa 0 KaJJpOBOM COCTaB€ Y IPABJICHUS PETMOHAIBHOTO
KpeIUTOBaHuA Ha 2 1. B | 3K3.
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€CJIU PUJIOKEHHE (MPUIIOKEHHUS) COPOIIFOPOBaHO(BI):
[Tpunoxxenue: B 2 9K3.
[TpunoxxeHnue: oT4eT 00 OCHOBHOM AESATETHLHOCTHU B 2 9K3.

€CIM JIOKYMEHT, SBJISIOIIMICS NPUIOKEHUEM, HMEET MPUIOKEHUS C
CaMOCTOSITETILHOM HyMepallue CTpaHMIl;

[Tpunoxenue: goroBop okazanus yciayr ot 05.09.2018 Ne 32-17/72 u npunoxeHus
K HEMY, BCero Ha 7 II.

CCJIM IIMCbMO HAIIPaBJIACTCA HCCKOJIBKUM  aApcecaTaM, a JOKYMCHT-
IMPUITIOKCHUC TOJIBKO IICPBOMY aapCCaTy:

[Tpunoxxenue: Ha 3 1. B 1 3K3. TOJIBKO B MEPBBII ajpec.

€ClId TPWJIOKEHUEM SIBIISIIOTCS JTOKYMEHTBI, 3alHCaHHble Ha (DU3HMYECKH
000COOJIEHHBIN 3JIEKTPOHHBIA HOCUTEIb:

[Ipunoxenue: DVD-R B 1 3K3.

[Ipu »ToM Ha BKIajbIIEe (KOHBEPTE), B KOTOPHIA IMOMENIACTCS HOCHTEIb,
YKa3bIBAIOTCS HAMMEHOBAHUS JOKYMEHTOB, 3allMCAHHBIX HA HOCUTEIb, HMEHA
daiinoB, 00beM B OaiTax.

B pacnopsnutensHbIX JOKyMEHTaX (MpHKa3ax), MOTOBOPax, MOJIOKECHHSIX,
mpaBuiaxX, HWHCTPYKIHUSX W JAPYTHX JIOKYMEHTaX OTMETKa O TPWIOKCHUH
oopmiseTcs cieayromuM 00pazom:

B TEKCTE JOKyMEHTa MpH TMEPBOM YINOMHHAHUHM JOKYMEHTA-TIPUJIOKCHHS B
CKOOKax yKa3bIBaeTcs: ...(MpWiokeHue) win ... (mpuioxkenue 1), (IpuioxkeHue
Ne 1),

Ha TICPBOM JIMCTE JOKYMCHTA-TPWJIOKCHHS B IPAaBOM BEPXHEM YTy
YKa3bIBAETCS:

[Tpunoxenue Ne 2
K npukasy MbOY
«COII ........... »
ot 15.01.2019 Ne 18

Ecnu npunoxxeHueM K pacrnopsiiuTeIbHOMY JTOKYMEHTY SIBJISIETCS JTOKJbHbBIN
HOPDMATUBHBIM  aKT  WJIM  HWHOM  JOKYMEHT, YTBEPXKIA€MbI  JaHHBIM
pacropsAUTEIbHBIM JOKYMEHTOM, Ha NIEPBOM JIMCTE MPUIIOKEHUS MPOCTABIISIETCS
OTMETKa O MPUJIOKEHUH (0€3 CCBhUIKM Ha PacnopsAIUTEIbHBIM TOKYMEHT) U Tpud
YTBEPXKIEHUS, B KOTOPOM YKa3bIBAIOTCS JAHHbBIE PaCHOPSIAUTEIHLHOTO JOKYMEHTA,



16

KOTOPBIM YTBEPK/JEH JOKYMEHT-TIpuioxkeHue. Hampumep:
[Tpunoxenue Ne 1

YTBEPX/IEHO

npukazom MbOY

«CoI ......... HK»
ot 18.03.2019 Ne 21

2.45. T'pud cormacoBaHusi NPOCTABISAETCS Ha JOKYMEHTE B CIIy4ae €ero
BHEIIHETO  COIJIACOBaHUS  (COrlacOBaHME C  OpraHaMM  BJAacTH, HHBIMU
OpraHU3alMsIMU, JOHDKHOCTHBIMU JIMLIAMU).

I'pu¢ cornmacoBanus B 3aBUCHMOCTH OT BHUJA JOKYMEHTa U OCOOCHHOCTEH ero
o(opMIIEHUSI MOKET IPOCTABIISITHCS:

Ha MEpPBOM JIUCTE TOKYMEHTa (€CJIM JOKYMEHT UMEET TUTYJbHBIN JIUCT, — Ha
TUTYJBHOM JIUCTE) B JIEBOM BEPXHEM YIIIy Ha YpOBHE Ipu(a yTBEpKIAECHUS WIH MO
HAaUMEHOBAHUEM JOKYMEHTA OJIMKe K HUKHEMY IOJII0);

HAa IIOCJIETHEM JIUCTE JOKYMEHTA IO TEKCTOM;

HAa JINCTE COIVIACOBAHMUS, ABJISIOLIEMCS HEOTHEMIIEMON 4aCThIO JOKYMEHTA.

I'pu¢d cornmacoBanusi cocrout u3 cinoa «COI'NTACOBAHO», nomxHOCTH
JUIA, ¢ KOTOPBIM COIJIACOBAaH JOKYMEHT (BKJItOUas HaMMEHOBAaHHE OpraHU3alllH),
€ro COOCTBEHHOPYYHOM NOJNKUCH, WHUIMAIOB, (aMUINHM, AAThl COIJIACOBAHMSL.
Hanpumep:

COTI'JIACOBAHO

Munuctp 00pa3oBaHus U HAYKU
Ueuenckoit PeciyOnmku
[Toamuce N.0O. Gamunus
Jlata

Ecin cornacoBaHue OCyIIECTBISAETCS KOJUIETHAIBHBIM, COBELIATEIbHBIM WU
WHBIM OpraHoM, B rpude COrjacoBaHUs YKa3bIBAIOTCA CBEIEHHUS 00 oOprase,
COIUIACOBABLIEM JOKYMEHT, 1aT€ U HOMEpPE MPOTOKOJa, B KOTOPOM 3a(pMKCUPOBAHO
pellIeHne O COIlacoBaHMM. EcaM corimacoBaHHME OCYIIECTBISIETCS MHCbMOM,
YKa3bIBAlOTCA BHUJ JOKYMEHTA, HAMMEHOBAaHUE OpraHu3alli, COTrJacoBaBIIECH
JIOKYMEHT, JlaTa 1 HoMmep nucbma. Hampumep:

COI''TACOBAHO
DKCNEPTHO-TTPOBEPOYHON KOMUCCHUEH
(OIIK) ApXHBHOTO yIIpaBICHUS

[TpaButenscTBa Yeuenckoi PecriyOminku
(mpotokoi ot 25.02.2019 Ne 2)
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COT'JIACOBAHO
nucbMoM MuHucTepcTBa 00pa3oBaHUs

1 Hayku YeueHckoil PecriyOnuku
ot 28.01.2018 Ne 16

2.46. BuyTpeHHee corilacoBaHue JOKyYMEHTa odopmiseTcs Bu3oW. Buza
BBEIPOKAECT MHEHHE JIUIA, BU3HUPYIOMIETO TMPOEKT JOKYMEHTA, W BKIJIIOYACT:
JOJDKHOCTh JIMIA, BU3HPYIOMIETO TOKYMEHT, MOMNHUCH, PaCHIU(POBKY MOAMHCH
(wHUIMANEI, (aMUJINIO) U 1aTy BU3upoBaHus. Hampumep:

3aMeCTUTEIb TUPEKTOPa
IHoanuce N.0. damunus
Jlata

[Ipn Hamuyuu 3aMEYaHW K JOKYMEHTY BH3Y O(GOPMIISIOT CIIEIYIONIUM
obpazom:

3aMeuaHus PUJIararTCs.
3aMeCTUTEIb TUPEKTOPa
[Tonnuce N.0. ®amunus
JlaTa

B nokymeHTax, NOMJIMHHUKH KOTOPBIX XpaHATCA B OpraHU3alliH, BU3bI
OPOCTABJISIIOT Ha IMOCJIEJHEM JIMCTE JOKYMEHTa IMOJ MOANKHCHIO, Ha 000poTe
MOCJIEIHEr0 JIMCTAa IOJJIMHHHMKA JOKYMEHTAa WM Ha JIMCTE COIVIACOBAHMS
(BU3UpPOBaHUs), IPUIATa€MOM K JIOKYMEHTY.

B ucxomsmpx JIOKyMEHTax BU3bl IPOCTaBISIIOTCS HAa  IK3EMIUIpax
JOKYMEHTOB, IOMEIIAEMBIX B JIEO.

I[Io ycmorpenntro  OpraHusanuu  MOXKET  NPUMEHSATHCA  MOJUCTHOE
BU3UPOBAHKE JOKYMEHTA U €TI0 IPHUIIOKECHHIA.

CornacoBanue IIPOEKTOB JOKYMEHTOB (BHEWIHEE, BHYTPEHHEE)
OCYUIECTBIISIETCS B COOTBETCTBUU € NyHkTamu 4.1 —4.11 nactosiuein MHCTpyKUUu.

2.47. IHoanwnce BKJIIOYAET: HauMEHOBaHUE JTOJI>KHOCTH JIMLIA,
MOJAMKCHIBAIOMIETO JOKYMEHT, €ro COOCTBEHHOPYYHYIO MOANKUCH, WHHIIMAJIBI,
dbammmmro. Hanpumep:

Jupexrop [Tonmuce N.0. ®amunus

Ecmun nmoxyment odopmiern He Ha OnaHke, B HAaMMEHOBAaHUE JODKHOCTH
BKJIFOUAETCS HAMMEHOBaHUE opranu3auuu. Hampumep:

Hupexktop MBOY
«COI ........... » IHoanuce N.0. Gamunus
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HpI/I O(i)OpMJIGHI/II/I AOKYMCHTa Ha OaHKe JOJDKHOCTHOT'O JIMIa JOJDKHOCTDH
9TOTI0 JIMIa B IIOAIINCHU HC YKA3bIBACTCA.

[Monnuce N.0. ®amunus

[Ipy mnoanucaHuM JOKYMEHTAa HECKOJBKUMHU JOJDKHOCTHBIMU —JIMIIAMM,

3aHUMAIOIIMMHU PA3HOE MOJIOKEHUE, UX MOAMUCH PACIIOIAraroTCs OJHA MOJI APYTrOr
B I1OCJIEIOBATEIIBHOCTH, COOTBETCTBYIOLIEN CTAaTyCy AOJLKHOCTH. Hanmpumep:

Hupexrop ITonnuce N.0. Gamunus

I'maBHbIi Oyxranrep [Moamnucek 1.0. ®amunus

HpI/I MMOAINMUCAHNN JOKYMCHTA HCCKOJbKHMH JIMIIAMH PAaBHBIX I[OJDKHOCTGﬁ Hux
IMOAIINCH pacCIIOojJararoTCs Ha OJHOM YPOBHC. HaHpI/IMCpI

Hupexkrop MbOY Hupexrop MbOY
«COI ........... » «COolI ................ »
IHoamuce N.0. Gamunug Iloammce N.0. Gamunus

B noxyMeHTax, MOATOTOBJIEHHBIX KOMHUCCHEH, B TOAMUCH YKa3bIBaeTCs
CTaTyc JuIla B cocTaBe komuccuu. Hanpumep:

[Ipencenarens KOMUCCUU [Toanuck N.0O. ®amunus
YsieHbl KOMUCCUH IHoamuce N.0. ®amunus
IHoamuce N.0. ®amunus

[Ipyu mnoanucaHuyM JAOKYMEHTA JIMIIOM, HCIIOJHSIIONIUM  OO0sS3aHHOCTH
PykoBoauTens, nognuck oopMIII€TCs C YKa3aHUEM CTaTyca JOJKHOCTHOTO JIUIIA B
COOTBETCTBHHM C MPUKA30M (pacnopsbkenrem). Hanpumep:

N.o. nupekropa [Tonnuce N.0. Gamunus
WM

Ucnomasaromnumii 00s13aHHOCTH
JTUPEKTOPA IHoanuce N.0. damunus

[Ipy noanvcaHuyd JOKYMEHTA JIMLIOM, UMEIOIIMM IPaBO MOJIMCU B CIy4ae
BPEMEHHOT'O OTCYTCTBHSI PyKOBOIMTENS, UCIIPABICHUS B HAMMEHOBAHUE JOJKHOCTH
u  pacumippoBky GaMUIMK TMOATOTOBIEHHOIO M  COIJIACOBAHHOTO IPOEKTa
JIOKyMEHTa BHOCSITCSL OT PYKU WJIM C UCIIOJIb30BAHUEM COOTBETCTBYIOMIMX IITAMITOB.
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He nomyckaercss cTaBUTh KOCYIO 4YepTy, HAJIINUCh «3a» Iepe]] HauMEHOBaHUEM
JOJDKHOCTH JIMIA B TOJIKMCH, €CIH JOKYMEHT MOJIMUCHIBAET MHOE JOJDKHOCTHOE
JINAIIO.

2.48. OTtMeTKka 00 DPIEKTPOHHOM MOJMKUCH HUCTOJB3YEeTCs JJISI BU3Yyalu3alluu
ANIEKTPOHHON NOAMMUCH TOJy4yaTeleM JOKYMEHTa Npu OOMEHE 3JIEKTPOHHBIMHU
JTOKYMEHTaMH, TOJIMUCAHHBIMU YCUJIEHHOW KBaIu(UIIMPOBAHHON 3JIEKTPOHHON
IO IITHUCHIO.

B cootBeTcTBUM € 3akOHOHaTeNnbCcTBOM Poccuiickoit deaepaiiuu oTMeTKa 00
AJIEKTPOHHON MOANUCH (OPMHUPYETCS ¥ BHU3YyAIU3UPYETCS IPOTrPAMMHBIMH
cpenctBamu. OTMeTka 00 3JIEKTPOHHOW TMOANMKCH BKIOYaeT ¢paszy «JlokymeHT
MOANUCAH JJICKTPOHHOM IMOJNUCHIO», HOMEp cepTHU(dUKATa KIIto4Ya 3JICKTPOHHOM
noAnucy, (GpaMUIIMIO, WMs, OTYECTBO BJIajieiblla cepTudHKara, CpoK JIeHCTBUS
cepTudUKaTa KJroJa 3JIeKTpoHHOM noanucu. Hampumep:

JIOKYMEHT ITOJITUCAH
DJIEKTPOHHO IOJIITACHIO .O. damims
Ceprugukar 1a11122a000000000011

Bnagenen @amunusa Umst OTuecTBO
HevictBurenen ¢ 09.01.2017 mo 10.01.2022

Jupexrop

[Tonnucanue (yTBepKaAeHUE) JOKYMEHTA OCYIIECTBIISIETCS B COOTBETCTBUU C
nyHkToM 2.47 Hactosimen MHcTpykunm.

2.49. Ilewatp 3aBepseT NOMIMHHOCTH MNOAMUCHA JTOJHKHOCTHOrO JIMIIA Ha
JTOKYMEHTaX, YJOCTOBEPSIONIMX MpaBa JuUll, (PUKCUpPYIOMUX (PaKThl, CBI3aHHBIE C
(bUHAHCOBBIMHU CPEJCTBAMH, a TAKKE HA UHBIX JOKYMEHTAaX, MpeayCcMaTPUBAIOLINX
3aBEpEHUE IOAIMCHU MEYAThI0 B COOTBETCTBUM C 3aKOHOJATENILCTBOM Poccuiickoit
denepanum.

JlokyMeHTBbl 3aBepsitoT neuyatbto Opranuzauuu. Iledats mpocTaBisieTcs, HE
3aXBaThIBasi COOCTBEHHOPYYHOU MOAMKUCH JIMIA, TTOAMKUCABIIETO JTOKYMEHT, WA B
mecte, 0003HaueHHOM «MID» («MecTto rmeyatny).

2.50. OrmeTka 00 uCHoJIHUTENE BKIIOYAeT (GaMUITUIO, UMsI M OTYECTBO (IIpH
HaJIMYUKU) UCTIOIHUTENS, HOMep ero Tenedona. OTmeTka 00 HCIOTHUTENE MOXKET
JOTIOJTHATHCS HAMMEHOBAaHUEM JOJKHOCTH, (CTPYKTYpHOTO TOJpa3zieiicHus) |
AIIEKTPOHHBIM aJipecoM ucnojHutens. OTMerka 00 ucnoigHuTene odhopmisieTcs: Ha
JIMLIEBOM CTOPOHE MOCJIEAHETO JIMCTA JOKYMEHTA OT IPAHUIIBI JIEBOTO OIS WIIH, TIPH
OTCYTCTBUHU MECTa, — Ha 00OPOTHOM CTOpOHE JMCTa BHU3Y ciieBa. Hanpumep:

Wnbun Unes Uneuy, 3amectutens aupekropa no YBP
(8712) 22-22-22, llyin_Iv@techno.ru

OtMmeTka 00 MCIIOJTHUTENIE MOKET OPOPMIISTHCS KaK HIDKHUNW KOJOHTHUTYJ U
nevyaTaThCs MpU(TOM MEHBIIIETO pa3Mepa.

2.51. OrmeTka O 3aBepeHUM KOMUU O(OpPMISETCS IS TMOATBEPKICHUS
COOTBETCTBMSI KOMHUM JOKYMEHTa (BBIMUCKA W3 JOKYMEHTAa) TOJJIUHHUKY
nokyMeHTa. OTMETKa O 3aBEPEHUU KOIUU MPOCTABIISAECTCS HAa CBOOOJHOM OT TEKCTa
MECTE WJIH, PU OTCYTCTBUM CBOOOJHOIO MECTa Ha JIMIEBOI CTOPOHE IOKYMEHTA, Ha
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000pOTE€ JOKYMEHTa W BKIJIIOYAeT: CIIOBO «BepHO», HanMeHOBaHHE IOJKHOCTH
JWIIa, 3aBEPUBIIETO KOIMHIO; €ro COOCTBEHHOPYUYHYIO MOJMKCH, pacim(poBKy
noAnucy (MHULIMAIIBI, (PaMIUIHIO); ATy 3aBEPEHUS KOMHUH (BBIMUCKHA U3 JOKYMEHTA).

Ecnu xomwus BeIIaeTCs I MPEACTABICHUS B IPYTYIO OpraHU3aIfio, OTMETKA
O 3aBEPEHUU KOMHUHM JOMOJHSETCS 3alUChl0 O MECTe XpaHEHUs JOKyMEHTa, C
KOTOpOro ObUIa M3rOTOBIICHA KOMUS, W 3aBEpsETCS IMe4YaTbhi0 OpraHU3aIUH.
Hamnpumep:

[Tognmuuuuk nokymeHta Haxoautcs B MbOY «COIll ............ »
B geire Ne 08-05 3a 2015 r.

BepHo
Cexkpertapb [Toanuck N.0. ®amunus
Jara [Teyats

Ha Komusix MHOIrOCTpaHMYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHUHM KOIUHU
IIPOCTABIIAECTCS HA KaXKJIOM JIMCTE JOKYMEHTA MJIM Ha MOCIEAHEM JIUCTE IPOIIUTOrO
WIM CKPEIUIEHHOTO HMHBIM 00pa3oM JIOKyMEHTa. 3aluch O MECTE€ HaXOXKICHHS
MOJIMHHUKA MPOCTABJISETCS TOJIBKO Ha MOCJIEIHEM JIUCTE TOKYMEHTA.

Jlist 3aBepeHusi KoMK JOKYMEHTa, U3TOTOBJICHHOW Ha OyMa)>KHOM HOCHUTEIE,
MO>KET UCIIOIb30BAThCS IITAMII.

Konmuu »neKTpOHHBIX JOKYMEHTOB, HaIPaBIsSE€MbIX 10 HHPOPMALKUOHHO-
TEJIEKOMMYHUKAIIUOHHON  CETH, 3aBEPSIOTCS  DBJEKTPOHHOW  MOAMHUCHIO
PykoBogutenss OpraHusanud WM HHOTO  YIIOJHOMOYEHHOTO UM JIMLA W
BBICBIJIAIOTCS MOJIy4aTEI0 C COMPOBOJUTENBHBIM MUCbMOM B (hOpME 3JIEKTPOHHOTO
JIOKyMEHTA.

Komnuu 371eKTpOHHBIX TOKYMEHTOB Ha (hU3MYECKH 000COOIEHHBIX HOCUTESIX
BBICBUIAIOTCSL TOJIY4aTeIl0 C CONPOBOJUTENBHBIM MHCHBbMOM Ha OyMa)KHOM
HOCHTEJIE.

B conmpoBOAMTENBHOM NHMCbME K KOIHSM JJIEKTPOHHBIX JOKYMEHTOB
yKa3bIBaeTCs:

HAaMEHOBaHHE HWH(POPMALMOHHON CHUCTEMbI, B KOTOPOW  XpaHATCA
JIOKYMEHTBHI;

HaMMEHOBAHHUS IOKYMEHTOB, KOITUU KOTOPBIX HAMIPABJISIOTCS MMOTYYaTENIo;

Ha3BaHUs (PailjloB JOKYMEHTOB ¢ ykazaHueM ¢opmaToB (aijioB U oObema
Kaxzoro (¢aiiia B 6alTax;

JlaTa U3rOTOBJICHUS U 3aBEPEHUSI KOIHH.

[Tpu sToM Ha Pusnyecku 060COOICHHOM HOCHUTENIE HECMBIBAEMBIM MapKEepOM
ykaszbiBaercs: «lIpunoxkenue k nucbmy ot (gata) Ne ... ».

Komust 37€KTpOHHOr0 JOKYMEHTA, NMPEACTaBICHHAs B BHUJE JOKYMEHTAa Ha
OyMa)XHOM HOCHUTENE, 3aBepsieTcsl B TOPSAIKE, YCTAaHOBJIEHHOM HACTOSLICH
WNucTpykuuen Ay 3aBepeHusi KOMUM JOKYMEHTOB Ha OyMa)KHOM HOCHUTEINE, C
yKa3aHUeM, B KaKoil HH(POPMALIMOHHON CUCTEME XPAHUTCS SJIEKTPOHHBIN TOKYMEHT.

2.52. OTMeTKa O MOCTYIUIEHHHM JIOKYMEHTAa CIIYXXUT JJIsl TOATBEPKIACHUS
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(daKkTa MOCTYIUICHUSI JOKYMEHTA B OpraHU3alldi0 M BKJIFOYAET JaTy MOCTYIICHUS U
BXOJSIIUN PErucTpallMOHHBIN HOMEp JOKyMeHTa. [Ipu HeoOX0auMOCTH OTMETKA O
MOCTYTUICHUH MOJKET JIOTIOJHATHCS YKa3aHUEM BPEMEHU MOCTYIICHUS JOKYMEHTa B
gacax ¥ MUHyTax M croco0a JIOCTaBKU JOKyMEHTA.

OTMeTKa O TOCTYIUICHUH TOKYMEHTa MOXET MNPOCTABIISITHCA C MOMOIIBIO
IITamIa.

2.53. Pe3omonys T0MKHA COEPKATh YKA3aHUE MO UCIOJHEHUIO JOKYMEHTA.
Pesomtonmst opopmisiercss Ha CBOOOTHOM MecTe pabodero MoJisd JOKyMEHTa, Ha
OJIaHKE PE30JIOUHUKH WM BHOCUTCA HEMOCPEACTBEHHO B CHUCTEMY JJIEKTPOHHOTO
JIOKyMEHTO000pOTA.

Pesomronust  momkHA  BKJIOYATh:  (QaMIUIMIO, WHUIMAIBl  HUCIIOJHUTENS
(MCTIOJTHUTEEH ), TOPYUYEHUE TI0 IOKYMEHTY (KOHKPETHOE 3a/IaHUE 110 UCIIOTHEHHUIO
TOKyMEHTa uiu  (OPMYJHMpPOBKAa 1€ PACCMOTPEHHMS JIOKYMEHTa), IIpU
HEOOXOJIMMOCTH - CPOK MCTIOJIHEHHUS, TTOITUCH JIMIIA, BBIHECILIETO PE30JIIOIHIO, J1aTy
PE30TIOLIMH:

®amvuaus U.0., @amunusg 1.0O.
[Ipoiry moAroTOBUTH MPEAI0KEHUS
x 10.02.2019 [Toamuch

[laTta

Cpox UCIHOJIHEHHs TOPYYEHUs HE JOJDKEH YKa3bIBaThbCsA, €CIM OH Ha3BaH B
TEKCTE TOCTYNMHBIIEro JOKyYMEHTa W PyKoBOAWUTENb HE CUYUTAET HEOOXOIUMBIM
W3MEHUTh €r0 B CTOPOHY COKpAICHUS WIH SIBJISETCS TUIOBBIM JJIsI JAHHOTO BUJA
JIOKYMEHTA.

[Ipu yKka3aHuM HECKOJBKMX UCIOJHUTENIEH (ammins OTBETCTBEHHOTO
WCIIOJIHUTENSI YKA3bIBACTCSI MEPBOM, MOMUYEPKUBACTCS WM 0003HAYaeTCS CIOBOM
«OTB.» («OTBETCTBEHHBII»).

2.54. OTmMeTKa O KOHTPOJIE CBUJIETEJILCTBYET O MOCTAHOBKE JOKYMEHTa Ha
KOHTPOJIb, IPOCTABIISIETCA ITaMIoM « KOHTpOJb» Ha BEpXHEM M0JI€ JOKYMEHTA.

2.55. OrMmeTka O HamNpaBICHUU [IOKYMEHTa B JI€JI0 ONPEAENISIET MECTO
XpaHEeHUs] JOKYMEHTa IOCJe 3aBeplleHus padoThl ¢ HUM M BKJIIOYaeT: cioBa «B
JIeI0», UHAEKC JieJa 0 HOMEHKJIAType e, B KOTOpOoe MoMeNlaeTcsi JOKyMEHT Ha
XpaHEeHHe, C YKa3aHUEM ro/ia, JOHKHOCTHU JIMla, 0(OPMUBILIETO OTMETKY, MOJIHUCH,
natel. Harmpumep:

B nemo Ne 01-18 3a 2018 r.
CexkpeTapb
IHonnuce JlaTta

OTMeTKa 0 HaIpaBJICHUNU JOKYMCHTA B JCJIO MOKCT JOIOJJHATHCS KPATKUMU
CBCACHUAMMH O XapPAKTCPC UCIIOJIHCHUA NOKYMCHTA.
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II1. IToaroroBka u oopmMiIeHHE OTAEJIbHBIX BUJIOB JOKYMEHTOB

3.1. JlokanbHble HOpMaTUBHBIE akThI (Hanee — JIHA) Opranuzanuu u3garorcs
B BUJIE MIPABUIIL, TIOJIO)KEHUIN, MHCTPYKIUH, PETJIAMEHTOB, IIEPEYHEN U APYTUX BUIIOB
noKyMeHTOB (oOpazer; odpopmienuss JIHA Ha mpumepe TOJIOKCHHUS TPUBEACH B
npuwioxkeHun Ne 4).

JIHA npuoOpeTaroT IOPUAMYECKYIO CHIIy T[IOCI€ HX YTBEPKICHUS
pacnopsAIuTENbHBIM  JIOKYMEHTOM  (IpHKa3oM) WM  HENOCPEACTBEHHO
PykoBoautenem OpraHu3aluy UHBIM YIIOTHOMOYEHHBIM UM JIULOM.

PykoBonuTenu CTpyKTYpHBIX MOJpa3AelieHuil uian paboTHuku OpraHu3anuu
He BIpaBe u3naBath JIHA.

3.2. JIHA moryT OBbITh:

MOCTOSTHHO A€MCTBYIOIUMU (0€3 OrpaHUUYEHUsI CPOKA UX IPUMEHEHMUS);

BPEMEHHBIMU (JECHCTBYIOIIMMU B TEUEHUE YKA3aHHOTO B HUX CPOKa WIH [0
HACTYIUICHUSI OIIPEJIETICHHOTO COOBITHSA).

3.3. OcHoBanueM s u3aanus JIHA asnstores:

3aKOHOJATEIbHBIE M WHBIE HOPMATHBHBIE NpaBOBbIE aKThl Poccuiickoi
Oepnepanuu  (ykazel U pacnopsbkenus [lpesugenta Poccuiickoit ®Depepariuu,
IIOCTAaHOBJICHHUsI U pacnopspkeHus lIpasurensctBa Poccniickonn denepannu, akTbl
(denepalibHbIX OPTaHOB UCIIOJHUTEIBHOM BIACTH);

3aKOHOJIaTeIbHbIe aKThl YeueHckoM PecnyOnmku, HOpMAaTHBHBIE NPaBOBBIE
aKThl OPTaHOB rOCYIapCTBEHHOM BllacTu cyObekTa YeueHckoil PecryOnuky;

paHee wu3gaHHble B opraHuzaumu JIHA w/munm  pacnopsiiutenbHble
JOKYMEHTBI.

3.4. JIHA uzparotrcs B 1emsix:

YCTaHOBJICHUSI HOpPM, TpeOOBaHWUN, TpaBUI B OTHOUICHWUU TIpEeIMETa
HOPMAaTUBHOTO PETYJIIMPOBAHUS, PAHEE HE ABJISIBIIEMCS MPEIMETOM PEryJIUPOBAHUS
B OpraHU3allNY;

U3MEHEHHS CYIIECTBYIONUIUX HOPM, TPeOOBaHWl, MPaBUJI, YCTAaHOBJICHHBIX
paHee U3JaHHBIMUA HOPMATUBHBIMU IOKYMEHTAMU;

OTMEHBI pPaHee YCTaHOBJIEHHBIX HOPM, TPEOOBAHUIA, ITPaBHUII.

3.5. [lpennoxenue o paszpadboTke mpoekta JIHA BHOCHUTCS pPYKOBOAMTEIEM
CTPYKTYPHOTO MOJPA3AECICHUS WA UHBIM JOJKHOCTHBIM JIULIOM.

3.6. JIHA pazpabaTbiBaeTcs B ciiydae, eCiu:

UMEETCSl y4acTOK padoThl (BOMPOCHI JIESITEIBHOCTH), HYXKIAIOIIUICI B
HOPMATUBHOM PEryJIUPOBAHUH;

TpeOyeTcs BHECEHHE 3HAUMTEIbHOTO KOJIMYecTBa HM3MEHEHUHl B paHee
npunaThii JIHA;

BBISIBJICHO HeECKOJIbKO JIHA, perynupyromux CMEKHBIE BOIPOCHI, KOTOPBIE
1esnecoo0pa3Ho 0ObEAUHUTD B OIUH JOKYMEHT.

Axktyanuzauus panee npuHATbIX JIHA. ocyiiecTBiisieTcss yepe3 BHECEHUE B
HUX U3MEHEHHM.

3.7. TlpennoxxeHue ¢ 0OOCHOBaHHMEM HEOOXOAMMOCTH pa3pabOTKH HOBOTO
JIHA mnpencraBisieTcsi pyKOBOAMTENIEM CTPYKTYPHOIO MOJPa3JeieHUs] WM WHBIM
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YIOJHOMOYEHHBIM JIOJDKHOCTHBIM JIMIIOM PykoBoautento Opranuzanuu B gopme
JOKJIaHOM (CITyKeOHOM) 3aMUCKHU, B KOTOPOH U3JIaraercs:

BONIPOC, TPEeOYIOIIMN pElIeHHs, C HM3JI0KEHWEM OCHOBHBIX HaIlpaBlICHUH,
CIIOCOOOB €r0 PelleHus;

IIPOTHO3 MOCJIEICTBUM PUHATHUSA HOPMAaTHUBHOTO JIOKYMEHTA;
OpraHu3alMOHHbIE, KaJpoBble, (PHHAHCOBBIC, MATEPUATBHO-TEXHUYECKUE M HHBIC
MEPOMPHUITHS, KOTOpbIe HEOOXOIUMO OYIEeT MPOBECTH B CBA3H C MNPUHSATHEM
HOPMATHBHOI'O IOKYMEHTA;

nepeveHb paHee u3naHHbix JIHA, noanexammx OTMEHE B CBSI3U C W3/IaHHEM
HOBOI'O HOPMAaTUBHOI'O JOKYMEHTA;

npeajaraeMblid CpoK i pa3pad0TKH MPOEKTa HOPMATUBHOTO IOKYMEHTA.

3.8. CornacoBanue npoekToB JIHA oOCyIIECTBISIETCS B COOTBETCTBUHU C
nyuktamu 4.1 - 4.13 Hacroseit Uactpykumu.

3.9. JIHA ytBepxknaercs nmpuka3oM PykoBOAWTEINs, €CIIM OJHOBPEMEHHO C
YTBEP)KJICHUEM  HOPMATUBHOTO  JIOKyMEHTa HEOOXOAUMO TMPHUHATH  MEpHI
OpraHU3allMOHHOT0, (PUHAHCOBOTO, TEXHUYECKOTO, KaJIpOBOIO WM UHOTO XapaKTepa
M JaTb  COOTBETCTBYIOLIME  MOPYYEHUS  PYKOBOJIUTENSAM  CTPYKTYPHBIX
NOJIpa3/IeIEHU WIM UHBIM paOoTHUKaM OpraHu3aluu, a TakKe €ClIu HEO0OXO0IUMO
BHECTH M3MEHEHUS WIH MPU3HATh YTPATUBLUIMMU CUITY paHee yTBepxaeHHble JIHA.

3.10. Usmenenuss B JIHA u ormena JIHA odopmisitoTcss mnpukazom
PykoBoautenss OpraHu3zalii WJIA HHOTO JIOJDKHOCTHOTO JIMIIA, MPUHHUMABIIETO
petenue 06 yreepxkaenun JIHA.

N3menenns B JIHA wm ormena JIHA, yTBepKAEHHBIE HENOCPEACTBEHHO
cOOCTBEHHOpPYYHOM moanuchio  PykoBogutens OpraHuzauud WIM — HWHOTO
YIOJHOMOYEHHOTO WM JOJDKHOCTHOTO JMIla B Tpude YyTBEPKIEHUS, BHOCSITCS
npuKazoM,  u3gaBaemMbiM  PykoBoautenem — OpraHu3alud  WIM  HHBIM
YIOJIHOMOYEHHBIM UM JIOJ’KHOCTHBIM JIMLIOM.

3.11. B tekcrte mpuka3za o0 yTBepkIeHWU, M3MEHEHMH uiau oTMmene JIHA
UCIIOJIB3YIOTCSl (POPMYIUPOBKHU:

npu yrBepxkaenun HoBoro JIHA: «YTtBepmuts (Ha3Banue JIHA)» wunm
«YtBepauth (Ha3Banue JIHA) u BBecTH B aeiicTBue ¢ (nara)». Hanmpumep:

l. VYrBepauts I[lonokeHne O JOKadbHBIX HOPMaTUBHBIX akTtax MbBOY

HJIn:

1. YtBepauts IllTatHOE pacnucanue MbOY «COII .......... » Ha 2019 Trox n
BBECTH €ro B jeiicTBue ¢ 1 suBaps 2019 r. (mpunoxenue).

NpU BHECEHWHM W3MEHEHUW B paHee yTBepxkaeHHbld JIHA: «Bnectu
n3meHenus B (HazBanue JIHA). Hanpumep:

1. Buectu cnenyromme usMmeHeHus B IlltarHoe pacniucanue Ha 2019 ron,



yTBepxkaeHHoe mpukazom MbOY «COII ......... » oT 25 nexadpst 2018 r. Ne 45: ...

npu oTtMeHe paHee yrBepxkaeHHOro JIHA: «IIpu3Harth yTpaTUBIIMM CHITY
(maszBanue JIHA), yrBepxkaenHoe ...». Hanpumep:

4. Ilpusnate yrpatuBmuM cuiy [lonoxeHrne 0 HEHOPMHPOBAHHOM pabodyem
IHe, yTBepxAeHHoe mpukazom MBOY «COII ...... » oT 15 deBpans 2018 . Ne 12.

3.12.  OcHoBHbiMU pekBu3uTamu JIHA  sABIAIOTCA: HauMEHOBaHUE
OpraHu3allid, HAaUMEHOBaHWE BHJA JOKYMEHTa UM 3arojoBOK K TEKCTY,
COCTABJISIFOIIME OJTHO 11eJI0€, TpUd YTBEP>KIACHUS, MECTO U3AaHUS TOKYMEHTA.

Ecimu mpoext JIHA. sBisieTcss MHOTOCTpaHUYHBIM U K HeMY OQopMIisieTcs
TUTYJIBHBIN JIUCT, YKa3aHHBIEC BBIILIE PEKBU3UTHI PA3MEILAIOTCS HA TUTYJIBHOM JIMCTE.

3.13. HUudopmamus crnpaBoyHOro Xapakrtepa (rpaduku, CXeMbl, TaOJHIIbI,
(bopMbI TOKyMEHTOB) oopmiisieTcst B Buje npuiioxxkenuid k JIHA.

Ha npunoxenunsax k JIHA odopmiisiercss peKBU3UT «OTMETKA O MPUIIOKEHUN
B COOTBETCTBUU C ITyHKTOM 2.44 HCTpYyKIHH.

3.14. JIHA BcTymaer B CHIly B CpPOK, YKA3aHHBIA B IIPUKa3e, KOTOPBIM
yrBepxkaeH JIHA, nnu ¢ natel yreepxkaenus JIHA.

3.15. PacnopsinurenbHble JOKyMEHTHl Opranusanuu H3garoTcs B QopMme
NpYKa30B (mMpuiioxkeHue Ne 6).

[Ipukasel U3gat0TCA B LENAX O(POPMIICHHS pEIIEHUM:

HOpPMATUBHOTO xapakrtepa (eciu mpukazoM yrBepxkaaercs JIHA wunum
OPUHUMAETCS pELIEHHE OPraHU3allMOHHOIO XapakTepa, Hampumep, MpukKa3 o0
YTBEPKJIECHUH CTPYKTYPBI U IITATHOMN unciaeHHOCTH OpraHu3anun);

OpPraHU3allMOHHOTO, AJMHWHUCTPATHBHOIO, B TOM YHUCJE OIEPATUBHOIO
XapakTepa 1o BONpOocaM OCHOBHOU JeATeabHOCTH OpraHu3amyi.

3.16. [IpoekThl mMprKa30B IO OCHOBHOM JIEATETLHOCTH TOTOBST CTPYKTYpPHbIE
noApazaeneHus (JoJKHOCTHhIE nuia) OpraHu3allid Ha OCHOBAaHHMM IOPYYECHUI
PYKOBOZCTBA J100 B MHUIIMATUBHOM NoOpsiaKe. OTBETCTBEHHOCTDb 32 KAUECTBEHHYIO
MOJATOTOBKY MPOEKTa MPHUKa3a, COIIaCOBAaHUE M MPAaBUIbHOE OPOpPMIIEHUE MPOEKTA
HECET PYKOBOAMTENb MOJApa3JeiaeHUs (JIOJKHOCTHOE JIMI0), KOTOPBIM TOTOBUT
MIPOEKT MpUKa3a U MPEACTABISIET €r0 HA MOAIKCH.

3.17. KoHTponb 3a MNpaBUIBHOCTHIO O(QOPMIIEHUS MPOEKTOB MPUKA30B
ocymiecTisieT JlenonpousBoaurenb OpraHusaiyi.

3.18. Ilpuka3ssl, uzgaBaemele B OpraHus3aluvy, HE TOJKHBI IPOTHUBOPEUYUTH
3aKkoHoAaTenbCcTBY Poccuiickoit ®denepaunn, YcraBy OpraHuzanuu, JOKaJIbHBIM
HOPMATHUBHBIM akTaM OpraHu3anuu 1 paHee U3IaHHbIM ITpuKa3am OpraHu3aiuu.

3.19. IIpuka3bl 10 OCHOBHOM JAESATEIBHOCTH HU3IAIOTCS:

BO MCIOJHEHUE HOPMATUBHBIX MPABOBBIX aKTOB OPraHOB IOCYJapCTBEHHOM,
MYHHULMIATBHON BJIIACTH U BBIIECTOAIIMX OPraHU3aLUI;

B LIEJISIX OCYILECTBIICHHS YNPABICHUYECKON NEATEIbHOCTH, BBITEKAIOIIEH W3
byHkuuii 1 3anay Opranuszanuu.

3.20. IIpuka3pl MO OCHOBHOW JESATEIBHOCTH COCTABJISIIOTCS Ha OCHOBE
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THIATEJBHOTO W BCECTOPOHHEr0 M3YYEHHS BOIMPOCOB, TPEOYIOIIMX pa3pelieHus,
4yTOOBl ~ coJiepKalidecs B TpUKa3aX TMOpPYYEeHHs  ObUIM  KOHKPETHBIMH,
00eCIeynBaIuCh JOCTATOYHBIMU MAaTEPUAIbHO-TEXHUYECKUMU U (UHAHCOBBIMU
CpelCcTBaMM M B JajJbHEHIIEM MCKIIOYAIM HEOO0XOJUMOCTh KOPPEKTUPOBKU
NPUHATHIX PEUICHUW B CBA3M C HEMOJHOTOM WM HEAOPAOOTKOM MpPEAbIayIIero
IIpuKasa.

3.21. TIlpukazsl Opranuzanuu oGOpMISIIOTCS Ha OJaHKe TMpHKaza C
WCIIOJIB30BaHUEM CIEAYIONIMX PEKBU3UTOB: JaTa JTOKYMEHTA, PEruCTpPalydOHHBIN
HOMEpP JOKYMEHTA, 3ar0JIOBOK K TEKCTY, TEKCT, IMOAIHNCH. JlaTa U perucTpauoOHHbIN
HOMEp IIpUKa3a MNPOCTABISIIOTCS IIOCJIE NOANMCAaHWA INpukKasa PykoBomurenem
Opranuzanum.

3.22. 3aroyioBOK K MpUKa3y MEYaTaeTcs 4Yepe3 OJAUH MEKCTPOUYHBIN HHTEPBAJ
Mo/ PEKBU3UTaAMU OJaHKa cjieBa OT TpaHMIIbl JieBOoro Tmojisi. Toyka B KOHIIE
3arojIoBKa HE CTaBUTCS. 3arojIOBOK K MpHKa3zy (GOPMYIHPYETCs C MPEAJIOTOM «O0»
(«006»), KpaTKO U TOYHO OTpaXkasi CoJIep)KaHue TeKcTa nmpukasa. Hampumep:

O6 yrBepxaeHun MHCTpyKIMu
1O JIEJONPOU3BOJCTBY

O nopsiake pruHAHCUPOBAHUS
PEKJIaMHOW KaMIIaHUH

O co3aaHum 3KCTIEPTHON KOMUCCHU

3.23. TekcT mpukasza COCTOUT M3 JBYX YacTeil: 000CHOBaHUS (TTpeamMOyibl) U
pacnopsaauTeIbHOM yacTu. B 000CHOBaHWYU yKa3bIBaeTCs OCHOBaHHUE, MPUYMHA WU
e u3aanus JokymenTa. Hanpumep:

B coorBerctBum ¢ npukazoM MwuHHCTEPCTBA CBSI3M M MacCOBBIX
KoMMyHUKaruil ot 25 nexadpst 2014 1. Ne 1494 «O6 yrBepxknenuu [IpaBun ooOmena
JIOKyMEHTaMU B JJEKTPOHHOM BHJE TMpPU OpPraHu3aluud HHPOPMAIIMOHHOTO
B3aUMOJIEUCTBUI ...

B uensix opraHuzanuu M NpoBEACHUS pabOThl MO SKCIEPTU3E LIEHHOCTH
JIOKYMEHTOB, oOpazyromuxcs B naedarenbHoctd MBOY ... | u otbopy ux mus
nepesaym Ha apXUBHOE XPAHEHUE U K YHUUTOXKEHUIO ...

3.24.  PacnopsiautenvHas ~— 4acTh ~— MpUKa3a  HAYMHAETCS  CIIOBOM
«IPUKA3BIBaWy, KOTOPOE TEYaTaeTcs CTPOYHBIMU OyKBaMU BPa3psaKy W
MOCJIE KOTOPOTO CTABUTCSI IBOCTOYHE.

PacniopsauTenbHast 4acTh MOXKET COJEPIKATD:

perieHus OpraHU3alMOHHOTO XapakTepa (yTBEpIUTH, CO3/1aTh,
npeo0pa3oBatTh, TUKBUINPOBATE, MPU3HATH YTPATUBIITUM CHUITY);

KOHKPETHBIC TOPYYCHHUS C YKa3aHWEM WCHOJHUTES (UCIONIHUTENEH) |
CPOKOB HX BBITIOJTHEHHSI.
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3.25. Kaxnoe pemienue (mopydeHue) odopmisercs B IpUKa3e Kak
OTHCNBbHBI MyHKT. [IyHKTBI mpuKa3a pacrmojaralorcs B JIOTHKO-BPEMEHHOM
MOCIIEIOBATEILbHOCTH W HYMEpYITcs apabckumu 1mdpamu. Eciam mopyueHue
JaeTCsl KOHKPETHOMY TIOJIpa3/IelieHUI0, €r0 HAMMEHOBAHUE MHINETCS MOJTHOCTHIO, B
CKOOKax yKa3bIBAIOTCS (pamMMIus W WHULHUAIBI PYKOBOIUTENS TOApA3/CICHUS B
MMEHUTEIIbHOM Taziexe. Hanpumep:

..IPpHUKa3bBlBaIlo:

1. VYuyebno-merommueckomy otaeny (ammwms HW.0.) x 01.02.2019
MOATOTOBHUTH U MPEACTABUTH HAa YTBEPXKACHUE TIJIaH yIeOHO-METOIUIECKON pabOThHI
Ha 2019 rosx.

Ecan IIOPYUYCHUC OAaCTCA KOHKPCTHOMY HCIIOJIHHUTCIIO, €ro AOJDKHOCTH H
(baMI/IJ'II/I}I YKa3bIBAIOTCs 0e3 CKOOOK B JaTCJIIBHOM IIaCHKC. HaHpI/IMCpl

3. I'maBHomy Oyxranrepy ®Pamunus M.O. moarotoBuTh W MPEeACTaBUTH Ha
PacCMOTpPEHHE W YTBEP)KIECHUE CMETY KOMAaHIUPOBOYHBIX pacxoaoB Ha 2020 rox B
cpok 1o 30.11.20109.

[IpennuceiBaeMoe AEHUCTBUE BBIPAXKAETCA TIJ1arojioM B HEONPEIEICHHON
dopme. He nomyckaercs ynotpeOasiTh HEKOHKPETHBIE BHIPAXKEHUS TUIA «YyCHIIUTHY,
«YCKOPHUTB», «00€CIIeYnTh B KpaTYaNIIINE CPOKI.

Eciu ogHOMY HUCHOTHUTEN0 HEOOXOAMMO MOPYUYUTh HECKOJIBKO Pa3HbIX
3aIaHUN C OJHUM CPOKOM BBIIIOJIHEHUS, OTBETCTBEHHBIM MCIIOJHUTENIbL U CPOK
UCIIOJIHEHUs YKAa3blBAlOTCA OJIMH pa3 B OCHOBHOM IIyHKTE, a IIOPY4YEHMs
BBIJICTAIIOTCS. B OTACJbHBIE NOAIYHKTHI. ECIM y IIOpyYEeHHMM pasHbE CPOKH
VCIIOJIHEHHS, CPOKH YKa3bIBAKOTCA HE B OCHOBHOM ITYHKTE, a B KaXXOM IIOAITYHKTE.

Cpok HCHOJHEHUS JOJKEH OBbITh pealbHbIM, COOTBETCTBOBATh OOBEMY
npeanosaraeMbix pabotr. IIpum ycTaHOBIEHMM CpoKa CIEAyeT Y4YUThIBaThb BpeMms
JIOBEJICHUSI TOKYMEHTA 10 KOHKPETHBIX UCTIOJIHUTENEH.

Cpok WuCHONHEHHsT B IIyHKTaX pPacHOpPSAMTENBHOM 4YacTW IIpUKa3a HE
YKa3bIBa€TCsl B Ciy4yasX, €CIM JCHUCTBHS HOCAT PETYJISPHBIM XapakTep M HX
BBITIOJIHEHNE TPEIACHIBAETCA HAa BECh IEPUOA NEUCTBHs mpuKasza. KommyecTso
UCIIOJIHUTENIEH 1O  KaXJAOMy MyHKTY (IOAMYHKTY) HE  OrpaHU4YHMBaeTCs.
OTBETCTBEHHBIN UCIIOJHUTEID YKA3bIBAETCS TIEPBBIM.

Ecnn npukaz oOTMEHSET IOJMHOCTBIO WM YacTUYHO paHeEe W3JaHHbIC
JOKYMEHTBI II0 TOMYy K€ BOIPOCY, TO B IPEANOCIEAHEM IIyHKTE IIPUKa3a
HEOOXOJMMO HX IMEPEUUCIUTh C yKa3aHWEM HauMEHOBAaHHs JOKYMEHTA, €ro JaThl,
HOMEpa, 3arosioBka. Hampumep:

4. Ilpu3nate yrpatuBmmM cuiny npukaz3 MBOYVY... ot 5 aBrycta 2017 1. Ne 52
«O0 yTBEpKIC€HUHU MOJIOKEHUS 00 DKCIEPTHON KOMUCCHH ... ».
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[locnenHuii MyHKT MpuKa3za — MYHKT O KOHTPOJE, B HEM YKa3bIBAlOTCS
JOJDKHOCTH JIMIIA, OTBETCTBEHHOTO 32 MCIOJIHEHHWE JOKYMEHTa B II€JIOM, €ro
dbamunus u uHUIMAaIbLL. Hanpumep:

5. KoHTponp 3a wHCHONHEHHMEM TIIpUKa3a BO3JaraeTcs Ha 3aMECTUTEIIs
nupekropa no BP ®amunusa U.0O.

B otnmenpHBIX ciydasx PykoBomutens OpraHu3amud MOXKET OCTaBHTH
KOHTPOJIb 32 COOO:

5. KOHTpOJII) 3d UCIIOJIHCHUCM IIpUKa3a OCTaBJIAIO 34 CO0OIi.

3.26. He Biwouaercss B TeKCT mnpukaza OyHKT «lIpuka3 npoeectu no
CBEJCHUS...».

[Toapa3znenenrs U JOMKHOCTHBIC JIMIIA, 10 CBEICHUSI KOTOPHIX HEOOXOIUMO
JIOBECTH TMPHUKa3, IEPEUUCIIAIOTCS B yKa3arelne (JIMCTe, CIUCKE) pACChUIKH, KOTOPBIN
TOTOBUTCSA HCIIOJIHUTENIEM W MOXET OQOpMIIATECS Ha OOOPOTHOM CTOpPOHE
MOCJIETHETO JIMCTA MpUKa3a.

3.27. B mpukasax He JOMyCKaeTCs:

M3MEHEHHE paHee YCTAHOBJICHHBIX CPOKOB BBINIOJIHEHUS 33JIaHUIl B CTOPOHY
WX YBEIUYCHUS;

MIPUMEHEHUE TMPOU3BOJIBHBIX COKPAIICHUN WM HCKaXE€HWE HaUMEHOBAHUM
CTPYKTYPHBIX NoapasaenceHnid OpraHusanuy,

NPUMEHEHUE TPOU3BOJIBHBIX (HE OOMIEHPHUHATHIX) TEXHUUECKUX W APYTHX
TEPMUHOB, COKPAIICHHBIX CJIOB 1 HAUMEHOBAHUI.

3.28. Ilpyn HanM4MM OPWIOKEHUN B TEKCTE MpPHKa3a B COOTBETCTBYIOIIMX
NYHKTaX PaCHOPSAAMTEIBHON YacTH MAIOTCS OTCHUIKU: ... (mpuioxenue Ne 1); ...
(mpunmokeHre Ne 2); ... «COTJIACHO MPHJIOKCHHUIO», HA TMPUIOKECHUH OPOPMIISIETCS
OTMETKA O MPUJIOKECHUU:

[Tpunoxenue Ne 1
k npukasy MbOY «COLLL....... » OT
15.01.2019 Ne 4

N3panme BmecTe ¢ NPUKA30M IPUIOKEHUHM, HE YIOMSIHYTBIX B TEKCTE
JOKYMEHTA, HE JIOITyCKAETCHI.

Ecnu moxyMeHT, yTBEpKAEHHBIN TPUKA30M, BIIOCJIEICTBUU IEUCTBYET B BUJIE
CaMOCTOSITEJIBHOI'O JTIOKYMEHTA, Ha IEPBOM JIMCTE JOKYMEHTAa B BEPXHEM INPABOM
yIJy TpOCTaBIsieTCsl TpU( YTBepKIeHUs (Mpu HEOOXOAMMOCTH, — C yKa3aHUEM
HOMEPA MPUIIOKEHUS ), HAIIPUMED:

(MucTpyKIus) YTBEPXIEHA
npukazom MBOY
«CoHI ......... »

ot 20.02.2019 Ne 15
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3.30. Jo mpencraBiieHHs HAa TOANMCH MPOEKT MPUKAa3a COrJAaCOBBIBAETCS C
3aMHTEPECOBAHHBIMU JIUIIAMU B COOTBETCTBUU C TyHKTaMu 4.1 - 4.11 MHCTpyKIIMHU.

3.31. Ilpukaz mnoanuceiBaetr PykoBomutens OpraHuzanuv WA JIMIO,
UCTIOJTHSIONIEE €T0 00sI3aHHOCTH.

3.32. Komnuu mpukazoB pacchlIalOTCsl B COOTBETCTBUHU C yKa3aTeseM (JIMCTOM,
CIIMCKOM) PACCBUIKHU.

OJNIEeKTpOHHAsi KOMMS TMpUKa3a pa3MellaeTcsi B COOTBETCTBYIOLIEH 0asze
naHHbeIX COJl v Ha KOPIOPaTUBHOM NOpTaje opraHu3anuu B cetu «HTepHEeT».

3.33. Ilpu odopmieHnn mnpuKa3a, HW3IaBaEMOTO COBMECTHO C JApyrou
OpTraHU3aIUEH:

0JIaHK HE MCTIOJIb3YETCS;

HAaMMEHOBAaHUs OpraHu3alil Ie4aTaroTCs Ha OJJHOM YPOBHE;

HauMmeHoBaHue Buja nokymenrta (IIPUKA3) pacnonaraercs mo ueHtpy.

JlaToii COBMECTHOrO NpHMKa3a SBISAETCA Jara IPOCTaBICHUS IOCIEIHEN
IOJAINKCH HA TOKyMEHTE. PErucTpanoHHbII HOMEP COBMECTHOI'O ITPUKAa3a COCTOUT
U3 PETUCTPALMOHHBIX HOMEPOB, IIPUCBOCHHBIX KaXKJIO0M W3 OpraHu3auuid Hu
IPOCTABIIIEMBIX Y€pe3 KOCYIO UEpPTy B MOPSAJKE YKa3aHUs OpraHU3allil — aBTOPOB
JIOKYMEHTA.

TexcT COBMECTHOTO IpHKa3a M3Jaraercsa OT MEPBOTrO JIMLa MHOKECTBEHHOIO
yucna («IpuKa3plBaeM»), MOJANUCA PYKOBOIUTENEH OpraHU3alMil pacrnojararoTcs
Ha OJIHOM YpOBHE CJI€Ba U CIPABa.

3.34. JleATenbHOCTh MO COBMECTHOM BBIpAaOOTKE pENIEHUN Ha 3aceJaHusix
COBETOB, KOMHCCHIA, COBEILIaHUSAX 0(POPMIISIETCS TPOTOKOIAMHU.

[IpoTtokon cocTaBisieTcsi Ha OCHOBAaHMU JUKTO(QOHHBIX (PYKOIHCHBIX)
3alMCe, NPOU3BEAEHHBIX BO BpEMs 3aCENaHUs], IPEICTABICHHBIX TE3HCOB
JIOKJIa/I0B U BBICTYIUICHUM, CIIPABOK, IPOEKTOB PEIICHUH (TIOCTAaHOBJICHUI).

[Iporokon odopmisieTcss B T€UEHUE OJHOTO-TPeX HHEM Mocie MpOBEACHUS
3aceJlaHMsl, €CJIM CPOKH €ro MOATOTOBKH HE OTOBOPEHBI 0CO0O0.

3.35. PexkBu3uTamMu NpOTOKOJIA SIBIIIOTCS: HAMMEHOBAaHUE OpraHU3alMH (B
COOTBETCTBUM C MyHKTOM 2.9 Hactosimeid WMHCTpyKIMM), HaMMEHOBaHUE BUIA
JIOKyMEHTa, 3arojoBOK K TEKCTY, JaTa U MECTO 3acelJaHus, PETrUCTPALMOHHBIN
HOMED MPOTOKOJIA, TEKCT, MOJIUCH.

3.36. 3aroJIOBOK K TEKCTY IMPOTOKOJIa OTBEYAET HA BOMPOC «4UEro?» u
COJICP)KUT yKa3aHUE TMOJpa3JeNeHUs] WM OpraHa, JesTeIbHOCTb KOTOPOIO
npoTokoaupyercs. Hanpumep:

(mpoTOKOIT) 3aceaHus aTTECTAIIMOHHON KOMUCCHH
(mpoTOKOI) 3aceaaHus MeIarorndeckoro CoBera

JlaToil mpoToKoOJIa SBJISIETCS AaTa 3acenaanus. Ecinu 3acenanne nmpoaosnKaeTcs
HECKOJIbKO JHEH, yKa3blBaeTCs JaTa Hayaja 3acelaHusi U 4epe3 TUpe — Jara
okoHuanus: 12-13 ¢pespans 2019 r.

3.37. Texkct mpoTOKOJA MOKEH COCTOATh W3 JIByX YacTel: BBOJHOM H



29

OCHOBHOW. B BBOJHOW 4acTH NPOTOKOJIA YKA3bIBAIOTCS (PaMUIMM MpeaceaaTess
(mpencenaTeNbCTBYIONIET0); CeKpeTaps; (pamMuinu y4aCTHUKOB, MPUCYTCTBYIOUIUX
Ha 3ace/laHuu; JIUI], PUTJIAIICHHBIX Ha 3aCeIaHNe; TIOBECTKA JIHS.

Ecnu xonnuecTBO MpUCYTCTBYIONIMX HA 3aCe/laHWU MPEBBINIAET 15 yesoBek, B
BBOJIHOM YacTH TNPOTOKOJA [IENIA€TCSd CChUIKA Ha CHHUCOK, SBJISIOIIMIACS
HEOTHhEMJIEMOMW YaCThIO MPOTOKOIa. Hampumep:

[IpucyrcrBoBasn: 25 yen. (CHUCOK MpUIaraeTcs)

BBogHasg 4acTh NpOTOKOJA 3aKAHYMBACTCS IOBECTKOW JHS, COJEpIKallen
IEpEeYeHb pacCMaTPUBAEMBbIX BONPOCOB, IIEPEUMCICHHBIX B MOPSAKE HX
OOCYXKIEHMs C YKa3aHUEM JIOKJIAJUuKa [0 KaXJI0My paccMaTpUBAEMOMY BOIIPOCY.
Bormpocs! moBecTkH JHS (HOPMYIUPYIOTCS C MPEIOTOM «0» («00»), mevaTarTcs OT
I'PaHULIBI JIEBOTO MOJI U HyMEpYIOTCs apaObCcKuMH Ludpamu.

B ocHOBHOI yacTu NpoTOKOJIa (PUKCUPYETCS X0 3acelaHusl.

3.38. I1osHBII IPOTOKOJ COAEPIKUT 3AIIUCh TOIO, YTO MPOUCXOIUIIO BO BPEMS
3ace/laHuns, BKIII0UYasl BOIIPOCHI K JOKJIAIUUKY, OTBETHl HA HUX, BBICTYIUIEHHUS B XOJE
00CYXJIeHHsI BOIIPOCA, PE3YJIHTATHI FOJIOCOBAHUS IO BOIPOCY U MPUHATHIE PEIICHHUS
(oOpa3zer; oopmIIeHUS TOTHOTO MPOTOKOJIA MPUBEICH B MPUJIOKeHUH Ne 7).

Kpatkue mnporokonsl (mpuio:kenue Ne 8) BemayTcsi TpU pPacCMOTPEHHU
BOIIPOCOB OIEPaTUBHOTO XapakTepa. B KpaTkoMm mpoTokojie (UKCUpYyeTcs Tema
oOcyX1eHusl, pamMuns TOKJIaA49rKa M0 BOIIPOCY U MPUHSTHIE PEILICHHUS.

3.39. OcHOBHasg 4YacTb IIOJHOTO IPOTOKOJA COCTOUT U3 pPa3leioB,
MOCBSILIEHHBIX BOIPOCaM ITOBECTKH AHS. XOJ PacCMOTPEHMS KaKIOro BOIIpoca
3anuceiBaeTcs B nocienosarensHocty: CJIVIIIAJIA — BBICTYIIWIINA — PEIINJIN
(IIOCTAHOBWJIN).

[locranoBienue (peieHre) B TEKCT MPOTOKOJIa BHOCUTCS MOJHOCTBIO B TOM
dbopmMyIMpoBKe, KOTOpass OblUIa MpUHATA Ha 3acedaHWW; MPU HEOOXOJIUMOCTH
IPUBOJSITCS. UTOTH TOJIOCOBAHUSA: «3a - ... IPOTUB - ..., BO3AEPXKAIOCH - ...».

3.40. [TpoTokon 3aceqaHus MO CHIBAECTCS npeaceaaTenemM
(mpencenaTeNbCTBYIOMIMM) U CEKPETApEM 3aCeIaHMsl, €CId MHOE HE YCTaHOBIIEHO
JIHA.

3.41. Ilpu HE0OXOAUMOCTH KOMHUH MPOTOKOJIOB WUJIU BBIMUCKHU U3 MPOTOKOJIOB
pPacChUIAIOTCS 3aMHTEPECOBAHHBIM JIMIIAM B AJIEKTPOHHOM BHUJE B COOTBETCTBUU C
yKazaTelleM PacChUIKH.

B Bhimucke W3 MPOTOKOJA JOJKHBI BOCHPOM3BOJUTHCS BCE PEKBUZHUTHI
3aroJIOBOYHOM 4YacTH NPOTOKOJA, BBOJHAs 4YacTh, BONPOC IOBECTKH [HA, IO
KOTOPOMY TOTOBMTCS BBIIMCKA, U TEKCT, OTpa)Kalollui OOCYXKIEHHE BOIpoca M
IPUHATOE PELICHHUE.

3.42. [lenooe (cmyxxeOHoe) muchMo (mpuiiozkeHue Ne9) ToTOBUTCS Ha
Oonmanke mucbMa. llpu coctaBneHun nuceM O(OPMIIAIOTCS PEKBU3UTHL: ajapecart,
3aroJIOBOK K TEKCTY, TEKCT, MOJIMUCh, OTMETKa 00 UCIOJHHUTENE, B HEOOXOAUMBIX
ClIly4asix — OTMETKa O MPUJIOKEHHUHU.

3.43. Ecau nucbMO SBISETCS OTBETOM HA NOCTYNHUBIIMK 3alpoc WIH
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npocbOy, 3aMOJIHSIETCS] PEKBU3UT «CChUIKA HA PETUCTPAIMOHHBIA HOMEP M JIaTy
MOCTYIUBILIETO MUChMa.

HanmMenoBanue Buaa JOKyMEeHTa («IUCBMO») W Pa3HOBUAHOCTH MHUCHMA
(Hanpumep, «mIpock0ay, «UHMOOPMAIMOHHOE», «COMPOBOIUTEIBHOE», «3aIMpoCy,
«HATIOMUHAHKEY) B JCIIOBBIX (CITY)KEOHBIX) MUChMaX HE YKa3bIBAIOTCS.

Ecnu nucemo HampaBisieTcs agpecary Mo 3JIEKTPOHHOM MOYTE WK MO (akcy
0e3 JOCBUIKM MO IoYTe, BMECTO [OYTOBOIO aJpeca YKa3bIBAaeTCA apec
AJIEKTPOHHOM MOUTHI WM HOMED TenedoHa-dakca.

3.44. ]JlenoBoe (cmykeOHOE) MHCHMO JIOJDKHO OBITH ITOCBSIIIICHO OJHOMY
Bonpocy. Ecin Heo0XoauMo oOpaTUThCA B OpPraHU3alUI0 OJHOBPEMEHHO IO
HECKOJBKUM BOMPOCaM, PEKOMEHAYETCS COCTABUTh OTJEIBHOE MUCHMO MO KaXKIOMY
U3 HUX.

[TrucbMO MOKET KacaThCsl HECKOJIBKUX BOIIPOCOB, €CJIM OHU B3aHMMOCBSI3aHBI.

3.45. B oHOM nUChME HE JOJIKHO OBITH 00JIee YEeThIPEX apecaToB, MIPU 3TOM
OCHOBHOM ajJipecaT yKa3bIBaeTCs TEPBBIM, OCTaJbHBIM ajpecaraM MHCbMO
HaIpaBJIsIeTCs JJI CBEJICHUS.

[Ipu HEOOXOIMMOCTH HANPABUTH MUCHMO OOJIBIIEMY KOJIMYECTBY aJpecaToB,
TOTOBUTCS CIIUCOK PACCBHUIKH, U MMHCbMa PACChUIAIOTCS MO CIIUCKY.

3.46. Ilpm coCTaBICHUHM JENOBBIX IHMCEM HCIIOJIB3YETCS BCTYIHTEIBHOE
oOpallieHre U 3aKJIIOUUTENbHAsA 3TUKETHas ()paza B COOTBETCTBHM C ITyHKTOM 2.43
HNHcTpykmy.

3.47. TexcT nUChMa U31araeTCs:

OoT 1-ro Juua MHOXECTBEHHOTO 4YHUCHA («IIPOCHM...», «IPEIIaraeM...»,
«HAITOMHUHAEM...»);

or 3-ro juma eauHcTBeHHOro uucina (MBOY «COIIl ........ » CUHUTAaET
BO3MOXHBIM...», «MBOY ... He pacmnonaraet BO3MOKHOCTBIO...»);

oT 1-ro nuna eIUHCTBEHHOTO YHuCia (KIIPOIIY ...», «IIPejaraw ...»), ecliu
MUCHMO OPOPMIISIETCS HA JOHKHOCTHOM OJIaHKeE.

3.48. Ecnu mipoekT nenoBoro (ciy:keOHOTro) MUChMa HaIlpaBJIsieTCsl afpecary
M0 MOYTE, MPOEKT TOTOBUTCA B JIBYX DK3EMIUIIPAX: OJUH dK3EMIUISIp oopmisieTcs
Ha OjaHKe, BTOpPOM OSK3EMIUISp, NpeIHAa3HAYEHHBIA Jii BU3MPOBAaHUA) — Ha
CTaHJApPTHBIX JTUCTaX Oymaru.

JlenoBoe (ciny:keO0HO€) MUCHMO J0 MPEACTABICHUS HA TTOAMUCH JOJIKHO OBITh
COTJIACOBAaHO  (3aBU3UPOBAHO) CO  BCEMU  3aMHTEPECOBAHHBIMH  JIMIIAMHU.
CornacoBanue (BU3MPOBAHHUE) JACJIOBBIX IMHUCEM IPOBOAMUTCS B COOTBETCTBUM C
nyuktamu 4.1 - 4.11 UHcTpykuuu.

3.49. JlemoBoe (cimyxebOHOE) MHCHMO TOANMUCHIBaeTCS PykoBoauTenem
OpraHuzarnuu Wi WHBIM YTIOJHOMOYEHHBIM UM jwunoM. [loamucanHoe nenoBoe
(cy>keOHOE) MUCHMO TOJICKUT PETUCTPAIIMN U OTIIPABKE.

He nomyckaercss oTmpaBiaTh ajapecaTaM IHCbMa, HE HMMEIOININE JaThl U
PErHCTPALlMOHHOTO HOMEpA.

3.50. Tlocne moanucaHus MUChbMa M €r0 PETUCTPALUM AK3EMIUISIP MUChMA C
BH3aMU 3aUHTEPECOBAHHBIX JIHI] MOMEIIAETCS B JIENO.

3.51. AKTBI COCTaBISIFOTCSI HAa OCHOBE YTBEPKICHHBIX OpPraHaMH BIIACTH
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yHU(UIIMpoBaHHBIX GOpPM WM B CBOOOMHON (opMe B IEIIX MOATBEPKICHUS
(aKTOB, CBA3aHHBIX C JACATEIBHOCThIO Opranusaiuu (nmpuiao:kenue Ne 10).

3.52. Tlpu cocTaBieHUH aKTOB HCHOJB3YIOTCS PEKBU3UTHI: HAUMEHOBAHUE
OpraHu3allli, HAaUMEHOBaHWE  BHJA  JOKYMEHTa,  Jata  JIOKYMEHTa,
PErHCTPAlMOHHBI HOMEp JOKYMEHTa, MECTO COCTaBJIEHUS WM HW3JaHUsA
JIOKYMEHTA, 3ar0JIOBOK K TEKCTY, IIOJIHCH.

3.53. JlaToi akTa SBISETCS JaTa COCTABJICHMSA aKTa W IIOANHUCAHHUSI €ro
COCTABUTEIISIMH.

Eciu ¢Qopmoii akta mpemycMOTpeHO €ro yTBepKieHHe PykoBoauTenem
OpraHu3aiuu Wi HHBIM YIOJHOMOYEHHBIM JOJDKHOCTHBIM JIMLIOM, JAaTOM aKTa
SIBJISICTCS J1aTa €ro YTBEP KICHHUS.

3.54. B BBOAHOI YaCTH aKTa B UMEHUTEILHOM Ta/IeKe YKa3bIBAIOTCH:

OCHOBaHHME  COCTaBJieHHS  akTa  (JIOKaJbHBIH  HOPMATUBHBIMA  aKT;
pacnopsAMTENbHBIA JTOKyMeHT Opranu3zauuu (mpukas); ¢GakT HId  COOBITHE,
MOCITY’KUBILIEE OCHOBAaHUEM JIJIsl COCTABJICHUS aKTa);

COCTaBUTENM aKTa (MepeuncistoTcs nocie cioBa «CocTaBlieH» C yKa3aHHEM
JNOJDKHOCTEM, HANMEHOBAHWM OpraHM3alldii, €CIM COCTAaBUTENIN  SIBIIIFOTCS
MPEACTaBUTEISIMU IPYTrOil opraHu3auuu, (paMUiIMii 1 THULMAJIOB).

Ecim akt cocTaBieH KOMHCCHEW, TMepBOM  yKasbiBaeTcs  (haMuius
npejacenaresas KOMUCCUH, 3aTEM YIEHOB KOMUCCUU B alI(paBUTHOM HOPSIKE.

3.55. B Tekcre akTa wu3jararoTcs ILEeNM U 3aJauyd COCTaBJICHHUS aKTa,
CYILIHOCTb, XapaKTep, METOJbl U CPOKHU NPOJEIaHHOW paboThl, €€ PE3yIbTATHI.

[Ipu HEOOXOIUMOCTH aKT MOXKET COAEPKATh BHIBOJBI U PEKOMEHIALINH.

B 3akimtounTenbHOM YacTH akTa yKa3bIBalOTCS KOJIMYECTBO MOATOTOBIEHHBIX
DK3EMIUISIPOB aKTa M MECTOHAXOXKIEHUE Kaxaoro »sk3emmurapa. KosmuecTBo
DK3EMIUISIPOB AKTa ONPEIEISAETCS KOJINYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €r0
COCTABJICHUM, WJIM HOPMATUBHBIMHU  TPEOOBAHUSIMH, PETIAMEHTUPYIOIIUMHU
COCTABJICHHE aKTOB KOHKPETHOW Pa3HOBHUIHOCTH.

3.56. DK3eMIULIpbl aKTa MOAMUCHIBAIOTCS BCEMH YJIEHAMU KOMHCCHH (€CIu
aKT COCTaBJSUICS KOMHCCHEH) WM COCTaBUTENISAMU U, INPU HEOOXOAMMOCTH,
MPUCYTCTBOBABIINMHU JIULIAMH.

[Ipu nmoanucaHum akTa npeacenareseM 1 4WieHaMu KOMHUCCHM HauMEHOBAaHUS
MX JOJDKHOCTEW HE YKa3bIBAKOTCS.

Ocoboe MHEHHE COCTaBUTENS aKTa M3Jaraercs Ha OTIEIbHOM JIUCTE,
MOJMKCHIBACTCS U MPUIAraeTcs K aKkry.

3.57. Ecim 3akoHomaTenbcTBOM Poccuiickoii denepannu mpenycCMOTPEHO
O3HAKOMJICHHE C COJIEp’KaHHWEM aKTa JIUIL], YIOMSHYTBIX B aKTe, MOJ MOAMHUCH, Ha
NOCJIEIHEN CTpPaHUIE aKTa IIPOCTABIIIETCS O3HaKoMuTelnbHas BH3a «C akToM
O3HaKOMJIEH(bI)», MPHU 3TOM YKAa3bIBAIOTCS HAMMEHOBAaHUS JOJDKHOCTEH, JIMYHbIE
NOJIUCH, paciiu@pOBKU TMOAMMCEN, JdaThl O3HAKOMJICHHA. Jluma, KoTopele
3HAKOMSTCS C COJIEpPKAaHUEM AKTa, UMEIOT MPaBO HE COIIACUTHCS C COAEPKAHHEM
aKTa B ILEJIOM WIA €ro OTIEIbHBIMU IOJIOKEHUSIMU, YTO JIOJDKHO OBITh
3a()MKCUPOBAHO MPU 0O3HAKOMIIEHUHU C aKTOM.

3.58. MlokmanHas (cimykeOHas) 3alucKa HCIOIb3YeTCs I ONEepPaTUBHOIO
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uHQOpPMAITMOHHOTO  OOMEeHa  MEXIy  CTPYKTYPHBIMU  MOJpa3JeCHUSIMU
(paboTHUKAMU) U PYKOBOJACTBOM (0Opasibl ohOpMIIEHUS JOKJIAJHOW 3alUCKU U
CIIy’K€OHOW 3alUCKM, TOATOTOBJICHHOW HAa OCHOBE JJEKTPOHHOro IadjoHa
npuBe/CHBI B mpuJiokeHnn NeNe 11, 12).

3.59. OO0s3aTenpbHBIME PEKBU3UTAMH JOKJIATHON (CITy’)KEOHOM) 3ammmicKu
SBIIIOTCS:  HAaUMEHOBAHHWE  JOJDKHOCTH  (CTPYKTYPHOTO  TIOJpAa3JIeicHHS),
HAaMMEHOBaHUE BUA JOKyMEHTa (JIOKJIamHas 3alrcKa, CIykeOHas 3amucka), JaaTa,
3aroJIOBOK K TEKCTY, aapecaT, TEKCT, TOIHCH.

3.60. Ilpu ampecoBaHuM MOKJIATHBIX (CIY>KEOHBIX) 3alMMCOK YKa3bIBAIOTCS B
JATETHHOM MaJIekKe JTOJDKHOCTD JIMIIA, KOTOPOMY aIpecOBaH JOKYMEHT, (haMUus 1
uHuManel. Harmpumep:

Hupextopy
MBOY «COlI ......... »
®amuinus 1.0.

3.61. Jlokmamueie  (choy:keOHbIE)  3alHMCKH  MOTYT  COCTaBISITHCA,
paccMaTpHUBaThCs M XPAHUTHCSA B TEUEHUE YCTAHOBJIEHHOIO CPOKA MCKIFOUHUTEIBHO
B 3JIEKTpOHHOM BHae B CO/JI.

[Ipu opranuzamuu padboOThl C JOKIAJAHBIMHU (CIIYKEOHBIMU) 3alUCKaMU B
AIIEKTPOHHOM BHJIE HCHOJIB3YIOTCSl 3JEKTPOHHBIE IIA0JIOHBI JOKJIAAHOW H
CITy>K€OHOM 3aI1COK.

3.62. TekcT noknIaaHON (CIIyKe€OHOI1) 3aMUCKU, B 3aBUCUMOCTHU OT CII0KHOCTH
COJIEp>KaHMsI U TMPUBOJMMOM apryMeHTAllMd, COCTOUT U3 OJHOM, NBYX WM TpEX
qacTen:

B TIEPBOM YaCTH M3NIAralOTCs MPUYHMHBI, (AKThl UIH COOBITUS, TTOCTYKUBIITHE
MOBOJIOM JIJII COCTABJICHUSI JOKYMEHTA,

BO BTOpPOM 4YacTW JAE€TCA aHalu3 CIOXXUBILIEWCS CHUTYyallMd, BO3MOYHBIE
BAPUAHTHI €€ PEUICHNUS,

B TPEThEW YaCTH U3J1aratoTCs BHIBOBI.

3.63. Perucrpamusi HOKJIAQTHBIX U CIIY>)KEOHBIX 3aIUCOK OCYIIECTBIISETCS B
COHl, mpu orcyrctBuu COJ] — B CTpyKTypHOM mofpaszaesieHuu (y paOOTHUKA),
MOATOTOBUBIIIEM JOKYMEHT.

IV. CornacoBanue npoeKToB J0KYMEHTOB.
IMoanucanue (yrBep:kaeHue) MPOEKTOB JOKYMEHTOB

4.1. CornacoBaHue MOpPOEKTa JTOKYMEHTa MPOBOAUTCA 10 €ro MOJMHCAHUs
PykoBoautesneM B 1ENsSIX OIEHKHM COOTBETCTBUS IPOEKTAa 3aKOHOAATEIbCTBY
Poccuiickon @enepanuu, JO0KaIbHBIM HOPMATUBHBIM AKTaM OpPTaHU3alyH, Ka4eCTBa
1 3¢ (HEKTUBHOCTH MPE/JIAaraéMOro PEIIeHUs.

CornacoBaHue TPOEKTa JOKYMEHTAa OPraHU3YyeTCsl HEMOCPEICTBEHHBIM
UCIIOJTHUTENEM (COCTaBUTENIEM) U MPOBOJUTCS B IMpeJiesiax YCTAaHOBIEHHOIO CPOKa
WCIIOJTHEHUSI.

4.2. Ilpu wHammuumum B Opranmzauumn COJ]  corjacoBaHHE MPOEKTOB
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JOKYMEHTOB OCYILECTBIISIETCSI B AaBTOMAaTU3UPOBAHHOM PpEXHUME IOCPEACTBOM
HAIpaBJICHUS TPOEKTOB JIOKYMEHTOB JIMIIAM, HA3HAYEHHbIM B  KayeCTBE
COIIACyIOIIMX, U 0(hOpMIIEHUS pe3ybTaToB cornacoBanus B CO/I.

CornacoBaHue MPOEKTOB JOKYMEHTOB MOXKET OCYILIECTBIISITHCS TOCPEICTBOM
KOPIIOPAaTUBHOM D3JIEKTPOHHOM TMOYTHI W O(OPMIICHUS HCIIOIHHUTEIEM JIMCTa
COIJIaCOBAHMS C MPUIOKEHUEM SJIEKTPOHHBIX COOOIIEHHI JIHI], y4aCTBOBABLIMX B
COIrJIaCOBAaHUM MPOEKTA TOKYMEHTA.

4.3. CormacoBaHu€ NPOEKTOB JOKYMEHTOB ¢ paboTHUKamu OpraHu3anuu
W/WIA JAPYTUMUA OpTaHU3AlMSIMH OpPTaHU3yeT HCIOJIHUTENbh B COOTBETCTBUU C
HacTosAmell WMHCTpykiueil WiM WHBIMA JIOKAJbHBIMH HOPMATHBHBIMU aKTaMH,
PETYIHUPYIOIIKUMHU IIPOLECC COTTIACOBaHUS (BU3UPOBAHUS) IPOEKTOB JOKYMEHTOB.

4.4. IIpoeKThl JOKYMEHTOB COTJIACYIOTCSL:

HEINOCPEICTBEHHBIM UCITOJIHUTEIIEM;

COUCIIOJIHUTEISIMU (IIPU UX HAJIUYUN);

pabotHukamu  OpraHu3anuy, — HampaBJI€HUs  JCSATEIbHOCTH  W/WIU
(GyHKIIMOHAJIbHbIE O0S3aHHOCTH KOTOPBIX 3aTPAarMBalOTCA B IPOEKTE JIOKYMEHTa
W/WIIHA KOTOPBIE YKA3aHbI B IPOEKTE IOKYMEHTA B KAUECTBE HCIIOIHUTENCH;

3amecTuTeNIMu PykoBonutens Opranusanuu, KypupyOLMMU 3aTPOHYTHIE B
IPOEKTE JOKYMEHTAa BOMPOCHI (€CIM JTOKYMEHT MOAMMUCHIBAeTCS (YTBEPKIACTCH)
PykoBoautenem Opranuzanmm);

IOpUanYecKoil ciryx0oi (mpoektoB JIHA, mpoeKTOB nprKa3oB);

Jlemonpon3BOUTEIIEM.

[IpoeKThl JOKYMEHTOB, peain3alus KOTOpbIX TpeOyeT (PMHAHCOBBIX 3aTpart,
COTJIACOBBIBAIOTCS C OyXTalITepHEH.

He nomyckaercs HampaBisiTh Ha COIVIACOBAaHME MPOEKT JOKyMEHTa
OJHOBPEMEHHO JIByM WiIuW ©Oojee pabOTHUKAM  OJHOTO  CTPYKTYPHOIO
nojapaszeneHus. B kadecTBe JMI], COMIACYIOIIMX ITPOEKT JOKYMEHTA, JOJDKHBI
BBICTYNIATh PEUMYILIECTBEHHO PYKOBOJAUTENN CTPYKTYPHBIX MOAPA3ACICHUI.

4.5. BHemHee COINIACOBAHME MPOEKTa JOKYMEHTAa OCYLIECTBISETCS
IIOCPEICTBOM HAIIPABJIEHUS MIPOEKTA B IPYTYH0 OPraHU3aLHIO C COITPOBOIUTEIbHBIM
MMCbMOM, B KOTOPOM YKa3bIBAE€TCSI CPOK COTJIACOBAHUSI.

Ecnu  opranuzanmu, COrjiacylomue MOpOeKT JOKYMEHTa,  SIBISIOTCA
ydacTHuKamMu ojHoit CDJI, cormacoBaHue MokeT ObITh HpoBeraeHo B COJI 6e3
HaIpaBJI€HUs] CONPOBOJUTEIBHOTO MHUCbMAa M OJAHOBPEMEHHO C BHYTPEHHHUM
COTJIaCOBaHUEM.

4.6. Cpoku coryiacoBaHusi JOKYMEHTOB YycCTaHaBlIMBarTcs WHCTpykuuen
W/WIM WHBIMU JIOKQJIbHBIMHM HOPMATHUBHBIMH aKTaMH B 3aBUCUMOCTH OT BHUIA
JOKYMEHTa U o0bema JOKyMEeHTa, BKJouas MpuwiokeHus K Hemy. Cpoku
COIJIaCOBaHMs JOKYMEHTOB COCTABJISIOT:

MIPOEKTHI JIETOBBIX (CIyKEeOHBIX) TTuceM — 1-3 pabouux aHS;

MIPOEKTHI MPUKA30B O€3 mpuitokeHuil — 1-3 paboumnx mHs;

MPOEKTHI IPUKA30B C MPUIIOKEHUSIMHU CIIPABOYHOTO XapakTepa — 3-5 pabounx
JTHEM;

OPOEKThl TMPUKA30B C MPUIIOKEHUEM JIOKAJIbHBIX HOPMATHUBHBIX AKTOB B
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3aBUCHUMOCTH OT UX o0bema (He 6osee 50 crpanui) — 5-10 pabouux gHEw;

IIPOEKTHI JTIOKAJTbHBIX HOPMATUBHBIX aKTOB, YTBEPKIAEMBIX HEMIOCPEICTBEHHO
noanuckio PykoBonuresns (He 0osee 50 ctpanuir) — 5-10 padounx maHEl;

IPOEKThl MPOTOKOJIOB 3acelaHuil (COBEIIaHMM) TpPU HEOOXOAUMOCTH HUX
COTJIACOBaHUS, B 3aBUCUMOCTHU OT 00beMa JoKkyMeHTa — 1-3 pabounx aHs.

Cpoku corinacoBaHMsi TMPOEKTOB JOKYMEHTOB, HAalpaBJIsIEMbIX HA BHEIIIHEE
COTJIACOBAaHUE HE JJOJHKHBI COCTaBIIATH Oosiee 30 KaneHAapHBIX THEH.

B KOHKpEeTHBIX cCiyyasx B 3aBUCHUMOCTH OT COJICp’KaHHMS W Ha3HAUYCHUS
JIOKyMEHTA CPOK COIIACOBAHMS MOKET OBITh COKPAILEH MJIM YBEJIWYEH 0 PEIICHUIO
3amecTuTeNl PykoBoauTens, KypUPYIOIIErO HaNpaBICHHE JEATEIbHOCTH, IIO0
KOTOPOMY F'OTOBUTCS MPOEKT PELLICHUS.

4.7. Odopmiienue pe3ynbTatoB corjlacoBanus JIHA u pacnopsautenbHbIX
JOKYMEHTOB OCYUIIECTBIIIETCS B BHJIE€ BHU3, NMPOCTABISEMbBIX 3aMHTEPECOBAHHBIMU
JUIIAMU Ha MOCJIEIHEM JIUCTE MPOEKTa JOKYMEHTa (Ha €ro JUIEBON Ui 000POTHOM
CTOPOHE) WJIM Ha OTACIBHOM JINCTE COTJIACOBAHUS, SBIISIOMIEMCS HEOThEMIIEMOM
4acThlo JIOKyMeHTa. OTMETKM O corjacoBaHuu (rpud coriacoBaHUSI U BU3HI)
oQOPMIISIFOTCSI B COOTBETCTBUH C ITyHKTamu 2.45, 2.46 UHCTpyKIIUU.

[Ipu cormacoBaHuu NE€NOBBIX (CIYKEOHBIX) MUCEM BU3BI MPOCTABIAIOTCA Ha
KOMHUM MHUChMa (BU30BOM AK3EMIUISIP), KOTOPHIA TMOCHE MOINUCAHUS TMOJJIUHHUKA
NUCbMa M €ro PEerucTpauuu MOMEIAeTcss B JeJ0, WIA Ha 000pOTe MOAJIMHHUKA
NMChbMa, €CJIM MUChbMO HAIpaBIsETCA afpecary Mo (pakcy WK 3JIEKTPOHHON MOYTe.
OTOT K€ DJK3eMIULIp MHCbMa TIIOCi€ OTNpaBKu ajapecaty (mo ¢akcy WiH
AJIEKTPOHHOM MOYTE B BUJIE AJIEKTPOHHOMN KOIHH) MOMEIIAETCS B JEJ0.

[TpoekThl MPOTOKOJIOB BU3HPYIOTCS JIMI]AMHU, BBICTYIABIIMMHU HAa 3aCEIaHUU
(coBelaHuM) MyTeM MPOCTABIEHUS BU3bI HA JIEBOM TIOJIE€ JOKyMEHTa HAIpOTHUB
3aMKCH BBICTYIUICHHUS] COOTBETCTBYIOIIETO PAOOTHHKA.

4.8. CornacoBaHue MPOEKTOB JTOKYMEHTOB MOXKET ocymecTBIAThC B CO/I.
[Tocne 3aBepiieHuss TPOIEAYPHl COTJIACOBaHUS (MPU CO3MAHUM TOJJIMHHUKA
JIOKyMEHTa Ha OyMa)XHOM HOCHUTEJE) JHMCT COIJIACOBAHUS pacredyaThiBacTCs W3
CO/l, npuknagpiBaeTcsl K MPOEKTY JOKYMEHTa M MPEACTAaBISECTCS Ha MOAMNUCH
PykoBoautento Opranuzanuu (MHOMY YIIOJTHOMOYEHHOMY UM JIUILY).

CornacoBaHue BHYTPEHHUX JIOKYMEHTOB, CO3JaHHE, XpaHEHUE U
MCIMOJIb30BaHNE KOTOPBIX OcyliecTBisieTca nocpeactsoM CIJI, nposoaurcs B CO/]
B AJICKTPOHHOM BH/IE.

[Ipu cormacoBaHuM NPOEKTOB BHYTPEHHHMX JIOKYMEHTOB, CO3/IaHHBIX Ha
OyMa)XHOM HOCHTeNIe, BH3bl MPOCTABISAIOTCS HEMOCPEACTBEHHO Ha TPOEKTE
JTIOKYMEHTA.

4.9. Ilpu BHEUIHEM COTJIACOBAHUU, MTOJTYYEHHOM IMHUCHbMOM, UJIU COTJIACOBAHUU
MPOEKTa JTOKYMEHTA KOJIJIETHAIbHBIM (COBEIIATEIbHBIM) OpraHOM ¢ (uKcaluen
pEIIeHUs] O COTJIACOBAHWM B TIPOTOKOJIC 3acCeaHWs HCIOJHUTETh O(QOpMIISIET Ha
MPOEKTe JOKYMEHTa WM B JIUCTE COIJIaCOBaHHWS Tpu( COrIacoBaHUS B
COOTBETCTBHM ¢ NyHKTOM 2.45 MHcTpykuuu. [TruceMa o cornmacoBanuu (BBINTKMCKA U3
MPOTOKOJIA) MPUIIATAIOTCS K IPOEKTY JOKYMEHTA.

4.10. B xoxae coriiacoBaHusi MPOEKTa JOKyMEHTa pabOTHUK, COTIACYIOIIUI
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JOKYMEHT, IPUHUMAET OJTHO U3 CIEAYIOIIMNX PELICHUN:

COTJIacoBaTh MPOEKT JOKyMEHTa 0€3 3aMeUaHuii;

COTJIACOBATh MPOEKT JOKYMEHTA C 3aMEYaHUSAMU;

OTKJIOHUTH MPOEKT TIOKYMEHTA;

yKa3aTb, YTO HE MMEET OTHOIICHHS K NPOEKTY JOKyYMEHTa (pacCMOTpPEHHE
BOIIPOCA, MO KOTOPOMY IPUHUMAETCA pEIICHHWE, HE BXOAUT B OOSI3aHHOCTH
paboTHUKA).

Bo3paxkeHns 1O NPOEKTy IMpUKa3a, BO3HUKAIOIIUME NPH COIIACOBAHMH,
U3JIaraloTcs B CIIpaBKe, KOTOpas MpHJIaraeTcs K MpoeKTy, niu BHocuTcs B CO/L.

Ecnu mpoekTt JoKymMeHTa corjacoBaH C 3aMEUYaHUsIMH, 3TO O3HAYaeT, 4TO
3aMe4YaHus HOCIT PEAAKIMOHHBIA XapaKTep, U MOCJIE UX NPUHATHS UCIOJIHUTEIEM
MPOEKT He TpeOyeT MOBTOPHOIO COTIIACOBAHUSI.

[IpoekT [OKyMEHTa OTKIOHSETCSA JIMLIOM, COTJIACYyHOUIMM JOKYMEHT, B
CIIyqasix:

HAJIM4YXsl CYLIECTBEHHBIX 3aMEYAHMM 110 IPOEKTY JOKYMEHTA;

HECOTJIaCus C IPOEKTOM JOKYMEHTA.

4.11. HecornacoBaHHbli TPOEKT JOKyMEHTa TpeOdyeT [0pabOTKH IO
BBICKAa3aHHBIM 3aMEUYaHusIM, IEPe0(POPMIIEHHS U IOBTOPHOTO COTJIACOBAHMS.

4.12. Ecnu npu gopaboTKe MpOeKTa JOKYMEHTa HMCHOJHUTENb NMPUHUMAET
pelieHrne HE Y4YUTHIBaTh 3aMeuaHue (3amedaHus) jJuna (Juil), Y4aCTBOBABIIUX B
COrJIaCOBaHWM, WCIIOJIHUTEIEM TOTOBUTCS PpEECTp HEYUYTCHHBIX 3aMEYaHHil,
KOTOPbI BMECTE€ C TPOEKTOM JOKyMEeHTa MpeacTaBisiercs PykoBoauTento
OpraHu3zaiuu WiIM HMHOMY YIOJHOMOYEHHOMY UM JIOJDKHOCTHOMY  JIMILY,
NOJIMUCHIBAIOIIEMY (YTBEpKIAIOLIEMY) TOKYMEHT. PeecTp HEeyuYTeHHBIX 3aMeuyaHuil
MOJINKCHIBAETCS HEMIOCPEACTBEHHBIM PYKOBOAUTEIIEM HCIIOTHUTEIIS.

4.13. PemieHue O TOM, OPUHUMATh WM HE MPUHUMATh HEYUYTCHHBIE
3aMeyYaHusl MpUHUMaeT PykoBOOUTEND.

B cnyuae ecniu PykoBoguTenb NpUHUMAaET pEIIEHHE O HEOOXOAUMOCTH
YUECTh 3aMEYaHHs, OTKJIOHEHHbBIC HCIIOJIHUTENEM, HCIOIHUTEIb I0padaThiBacT
IIPOEKT IOKYMEHTa B COOTBETCTBUM C BBICKA3aHHBIMU 3aMEYAHMSIMHU.

Ecin  PykoBoauTens coryamaercs C€  MHEHMEM  WCIOJHUTENS, OH
NOJANMKCHIBAET (YTBEPKIAET) TOKYMEHT.

4.14. JlokymeHTBbI, U3gaBacMble OT UMeHH OpraHuzanuu, MOANUCHIBAIOTCS
PykoBoautenem Opranu3aiy Wik UHBIMUA YIIOJITHOMOYEHHBIMU UM JIOJKHOCTHBIMU
munamMu  (3amectutensmMu  PykoBoautens Opranuzaluy, UHBIMU JOJKHOCTHBIMU
JUIAMU B COOTBETCTBUM C MX KOMIIETEHIIUEH, ONpEessieMOi T0BEPEHHOCTSIMU Ha
BBIIIOJIHEHUE ONPENEIEHHBIX ACUCTBUH OT MMeHH OpraHu3alnuH, BHYTPEHHUMH
HOPMAaTUBHBIMH TOKyMeHTaMu OpraHu3alun).

4.15. OrgenbHble  BUABI  BHYTPEHHHX  JOKYMEHTOB  (CIyXeOHBbIE,
OOBSICHUTENbHBIE 3allUCKM) Ha WMS HEMOCPEACTBEHHOIO  MOJMUCHIBAIOTCS
UCIIOJIHUTENIEM (COCTAaBUTENIEM), €CIIM pa3peliaeMble IMpPU 3TOM BOIPOCHl HE
BBIXOJIAT 32 MPEAEIIBI €r0 KOMIETEHIUH.

4.16. JlokyMeHTbI, HalIpaBJsieMbl€ B BBICIIME OpraHbl BIACTH, HA UMS TIEPBBIX
pyKoBoauTeNel (peaepaibHbIX OPraHOB HCIOJHUTEIBHOU BJIACTH, PYKOBOJIUTENCH
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CyOBEKTOB Poccuiickoin Oenepauuy, HOIUCHIBAIOTCS PykoBoautenem
OpraHu3zanuy Win JIULOM, UCIIOJHSAIOINM €r0 00sS3aHHOCTH.

4.17.  JIOKyMEHTBI,  HalpaBisieMble B  CTOPOHHHME  OpraHU3alLUH,
noanuceiBatoTcss PykoBogutenem OpraHuszanuu, €ro 3aMECTUTENSIMH, WHBIMU
JOJDKHOCTHBIMU JIiaMu OpraHu3alid B COOTBETCTBHH C MPEJOCTABICHHBIMA UM
MOJITHOMOYHSIMH.

4.18. JIoKyMEHT NOANMCHIBAETCS JBYMs WIM OOjee JIMUaMH, €ClId 3a
COJep)KaHUE JIOKYMEHTa HECyT OTBETCTBEHHOCTh HECKOJIBKO pPaOOTHHKOB
(TOKyMEHTBI,  TIOATOTOBJICHHBICE  HECKOJIBKHMH  MOJPA3ACICHUSIMU  WIH
OpraHu3alysIMH, padodyel rpynnoi, KOMUCCHEN).

4.19. IlognucelBaercsi, Kak NpaBWIO, OIWH DJK3EMIULIP JOKYMEHTA.
COBMECTHBI JOKYMEHT IIOAIKCHIBAETCS B KOJUYECTBE, COOTBETCTBYIOIIEM
KOJIMYECTBY OpraHn3aliii, CO31aBIINX JOKYMEHT.

[Ipu HampaBlieHWU MHCbMA WM BHYTPEHHETO MH()OPMAIIMOHHO-CIIPABOYHOTO
JIOKYMEHTa HECKOJBKUM ajipecaTaM (He 0oJjiee 4eThIpEX) MOMAMUCHIBACTCS KaXKAbIN
OTIIPABIIIEMBI K3EMIUIP JOKYMEHTA.

4.20. Ionnmuce Ha AOKyMeHTE O(OpPMISIETCS B COOTBETCTBUU C ITyHKTAMU
2.47, 2.48 ucTpyKLMH.

4.21. YTBep)KaeHHE TOKYMEHTA IPOU3BOIUTCS:

HEIMOCPEICTBEHHO PyKoBOauTENEM — MPOCTABICHUEM COOCTBEHHOPYUYHOM
NOJMKCH B rpu(e yTBEPKICHUS;

npukazoM OpraHu3anuu.

4.22. VYTBep)KIOAlOTCA MpPaBWIA, IIOJOKECHUSA, WHCTPYKIHUH, PETIAMEHTBHI,
HEKOTOpbIE  BUJABl AKTOB, IUIaHbl, MPOrpaMMbl MW  Jpyrue JOKYMEHTHI,
yCTaHaBIMBAIOLME HOPMBI W/MJIM pAcCCUUTAaHHbIE Ha JUIUTEIbHOE NPUMEHEHHUE
(mpuaoxenne Ne 13).

Odopmienue rpuda yTBepKIeHUS TPOU3BOAUTCS B COOTBETCTBUHU C ITYHKTOM
2.41 HCTpYyKIIUHU.

4.23. Tlognuck PykoBoautenss OpraHu3anu WM UHOTO YIOJTHOMOYEHHOTO
UM JIMIa Ha JOKYMEHTaX, TpeOyIoIX 0co00ro y10CTOBEPEHUS UX MOJJIMHHOCTH, a
TaK)K€ Ha KOMUAX JOKYMEHTOB W BBIMHCKaxX M3 JOKYMEHTOB 3aBEpPSIETCS MEYATHIO
(mpuiokenne Ne 14).

4.24. TleyaTp Ha TOKYMEHTE MPOCTABIISACTCS B COOTBETCTBUH C MYHKTOM 2.49
HNHcTpykium.

V. Opranusanusi J0KyMeHT0000poTa

5.1. JIokyMeHTOOOOPOT BKJIIOYAET BCIO TOCIEIOBATEIHHOCTD MEepEMeEIIeHUI
JIOKyMEHTOB, a TaK)Ke OIepalliu, COBEpIIaeMble C JOKYMEHTaMH B TIPOIIECCe HX
CO37aHMs ¥ UCTIOJHEHUs (TOJIyYeHHe, OTIPaBKa, MPEABAPUTEILHOE PAaCCMOTPEHHE,
peructpaius, paccMorpenue PykoBoaurenem).

5.2. llens opranuzaiuu JOKyMEHTOO00OpOTa — 00ECIIeYeHNEe CBOEBPEMEHHOTO
NPUHATUS ~ YOPABICHYCCKUX  pENIeHWH W WX HWCIOJHEHHWs.  3ajgada
JIOKYMEHTOO0OpOTa — OpraHM30BaTh JBWIKEHHE JIOKYMEHTOB TI0O HauMeHee
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KOPOTKOMY IyTM C MUHHMMAaJbHBIMHU 3aTpaTaMy TpyAa U BPEMEHHU, B YCIOBHAX
AJIIEKTPOHHOTO  JIOKYMEHTOOOOpOoTa — OO0ecnedyuTh JOCTYyl K JOKyMEHTam
nosb3oBaressiMm COJ] B COOTBETCTBUM C IPEAOCTABIEHHBIMU UM MIPABAMU.

5.3. B ycnoBusx npumenHenus COJI B OpraHuzalud HCHOJIb3YHOTCS
AIIEKTPOHHBIE JOKYMEHTBI, a TAKXKE 3JIEKTPOHHBIE KOIHH JOKYMEHTOB, IMOJTYyYEHHBIE
B pe3yJbTaTe CKAHUPOBAHMS JOKYMEHTOB Ha OyMa)KHOM HocHTene. J[OKyMeHTHI
Opranuzanuu, UMEIOIINE BPEMEHHbIE CPOKU XpaHeHus (10 10 jieT BKIIOUUTENIBHO)
MOTYT CO37aBaThCsl, XPAHUTHbCA W HCIOJB30BAThCSA HUCKIIOUUTENTHHO B (opme
AIIEKTPOHHBIX TOKYMEHTOB.

[lepeyeHb JOKYMEHTOB, CO3/aBa€MBbIX, XPAHHUMBIX U HCIOJIb3YEMBIX
UCKIIIOUUTENTFHO B (OpMe  DJIEKTPOHHBIX  JOKYMEHTOB,  YTBEP:KIAeTCs
PykoBoautenem Opranuzanumu.

5.4. Oprasumszanus JABWKCHHUS JOKYMEHTOB B YCIOBHSAX 3JIEKTPOHHOIO
JIOKYMEHTOO0OpOTa OCYIIECTBISIETCS B COOTBETCTBUU C PErJIaMEHTHUPOBAHHBIMU
MapuipyTamu, paspadbarbiBaembiMu JlemonpousBoaureneM. MapiipyThl ABUKEHUS
OpraHU3alUOHHO-PACTIOPSIIUTENBHBIX JTOKYMEHTOB JOJIKHBI OBITh ONTHUMAaJIbHBIMU
0 3aTpaTaM BPEMEHHU, HE JOJDKHBI JIONMYCKaTh AYOJHUPYIONIUMX ONepaluid |
BO3BPATHBIX JIBUJKEHUI, HE 00YCIIOBJIEHHBIX JI€JI0BOM HEOOXOAUMOCTHIO.

5.5. Opra#uzanus JAOKYMEHTOOOOpPOTa OCHOBBIBAETCS Ha MPUHLMMNAX:
LHEHTpaJIU3alMy Ollepaluii O MPUEMY U OTIIPABKE TOKYMEHTOB;

pacnpenesieHuss JOKYMEHTOB Ha JTOKYMEHTONOTOKH, UMEIOIIHNE OJMHAKOBBIN
MapupyT (MapuIpyTU3aLKs JOKYMEHTOB);

OpraHu3alMH MPEABAPUTEIBHOIO PACCMOTPEHUS BXOASAIIMX JOKYMEHTOB;

UCKIIIOUCHHUS BO3BPATHBIX JBIKEHUW JIOKYMEHTa, HE OO0YCIOBJICHHBIX
JIEJI0OBOM HEOOXOIUMOCTEIO;

OJIHOKPAaTHOCTH PETUCTPALMH TOKYMEHTOB;

yCTpaHEeHHs] HEOOOCHOBAHHBIX COTJIACOBAHUM MTPOEKTOB JOKYMEHTOB;

BPEMEHHON perjaMeHTalMi omnepanuii mo o0paboTke, pacCMOTPEHHUIO HU
COIJIaCOBaHUIO JJOKYMEHTOB.

5.6. B 10kyMeHTOOOOpOTE OpraHu3alMy BBIIEISIOTCS JTOKYMEHTONOTOKH:
BXos1Me (MMOCTYNAIONINE) TOKYMEHThI; UCXOAsIIHe (OTIpaBisieMble) JOKYMEHTHI;
BHYTPEHHHE JOKYMEHThl. B cocTaBe BXOISUIMX M MCXOASIIMX JOKYMEHTOB
BBIJCJISIFOTCS:

JOKYMEHTBI OPTraHOB TOCYAapCTBEHHOW BJIACTH;

JOKYMEHTBI OPraHOB MECTHOTO CaMOYIIPABIICHUS;

JIOKYMEHTBI OJHOTUITHBIX OpraHU3aIui;

JOKYMEHTBI U3 TOCYAapPCTBEHHBIX U HETrOCYJaPCTBEHHBIX OpraHU3allnii;

3anpochl genytatoB ['ocygapctBenHon [{ymbl u uneHoB CoBera Denepaiuu,
JIEMyTaTOB 3aKOHOJATENIbHBIX OpraHoB CcyOwmekToB Poccuiickoit denepanuu u
OpraHOB MECTHOT'O CAMOYIIPABJICHMUS;

oOpallieHHs TpaXKIaH;

JpyTye rpyIibl JOKYMEHTOB.

5.7. JloctaBka ¥ oTHpaBKa NTOKYMEHTOB B OpraHu3anuy OCYLIECTBIISIIOTCS
CpelICTBaMH MOYTOBOM CBSI3U, (PENbIBETEPCKON U KYphEPCKOM CBSI3U, HAPOUHBIMU U
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pa3IMYHBIMM BUAAMH 3JIEKTpPOCBs3U ((dakcumuibHasi, tenerpadnas, tenedoHHas,
anekTpoHHas noura, CO/I).

5.8. B Opranuzanuio [I0CTaBIsIETCS KOPPECHOHJCHIMS B BHUJAC ITHCEM,
MOYTOBBIX KapTodeKk, OaHzeposiel W TaKeTOB, NMEYATHBIX H3JaHUM, Telerpamm,
dakcorpamm, TeneQoHOTpamMM, FIEKTPOHHBIX JOKYMEHTOB U 3JICKTPOHHBIX KOMHA
JIOKYMEHTOB.

5.9. llpmeMm  JOOKYMEHTOB  OCYHIIECTBISIETCS  J{eIOnpon3BOIUTENEM.
JIOKYMEHTBI, TOJy4YeHHbIE pPAOOTHMKaAMH OT JPYTHMX OpraHu3alui, TaKxe
nepenaroTcs Jlenonpon3BOAUTENIO sl PETUCTPALIUU W/HITK yUeTa.

5.10. Bce nocrynuBmue B OpraHu3anuio JOKYMEHTHI MOJIEXAT IEPBUYHON
00paboTKe, BKITIOYAIOIICH:

IPOBEPKY MPaBUIBLHOCTH JIOCTABKH JIOKYMEHTOB;

IPOBEPKY LIETIOCTHOCTH YIAKOBKU (KOHBEPTOB, IAKETOB);

BCKpBITHE YIAKOBKHM (32 HCKIIIOUEHHEM KOHBEpPTOB, MAKETOB C IOMETKOU
«JImaHo» u rpad)aMu OrpaHUYEHUs 10CTyIA K JOKYMEHTY);

IIPOBEPKY LEIOCTHOCTH BXOIAIINX JTOKYMEHTOB, BKJIFOUAsl IPUIIOKEHNUS;

YHUUYTOXEHUE KOHBEPTOB, IAKETOB WJIH YIIAKOBKHU;

MIPOCTABJIIEHUE OTMETKH O TIOCTYIUJIEHUHU JOKYMeHTa B OpraHu3almio.

5.11. Ommb0YHO JOCTABIEHHBIE JOKYMEHTHI MEPECHUIAIOTCSA IO Ha3HAYEHHIO
WIM BO3BPAILAIOTCS OTIPaBUTENIO. JJOKyMEHTBI, TOCTYNUBILIKE B MOBPEKICHHOM
yIaKOBKE, MPOBEPSIIOTCA Ha IEJIOCTHOCTh, B TOM YHCJIE€ HAa HAIMYUE MEXaHUYECKHUX
ITOBPEKICHUMN.

[louTtoBBIE OTHpaBIICHUs, HECTAHIAPTHBIE IO Becy, pasMepy, Qopme,
UMEIOLINEe HEPOBHOCTH 10 OOKaM, 3aKJCCHHbIC JMIKOW JICHTOH, HMEIOLIIe
CTPaHHBIN 3amax, UBET, MPEANOJIOKHUTEIBHO UMEIOLIUE BIIOXKEHUS, HE XapaKTEpHBIE
JUISL TIOYTOBBIX OTIIPABJIEHUM, HE BCKpBIBAlOTCA. O MOJYYEHUM IOJ03PUTEIBHOIO
IIOYTOBOTO OTIPABIICHUS JOKIaAbIBAETCS PyKoBOIUTEITIO.

5.12. Ilpu mocTyIuieHNH BXOSIIETO TOKYMEHTa B TIOBPEKIEHHOMN YIaKOBKE,
HNOBPEXACHUN JOKYMEHTa, IPU OTCYTCTBUM B KOHBEpTE (IIaKeTe) JTOKYMEHTa, €ro
4acTH WJIM NPWIOKEHUN K HEMY, a TAK)K€ IPU OTCYTCTBUHU IOANKMCH HA BXOJSAIIEM
JIOKyMEHTE COCTaBJSIeTCA akT B JBYX OK3eMIUIsIpaXx Ha OyMa)KHOM HOCHTEIE,
NOJANKUCHIBAEMBbIN JleOoNMpon3BOAUTENEM U €IIE OJHUM JOJKHOCTHBIM JIMLIOM
Opranuzanuu Ha ycMoTpeHue PykoBoaurerns.

OauH SK3eMIUISIp aKTa BMECT€ C BXOJAUIMM JIOKYMEHTOM U  €ro
MPUWIOKEHUSIMU TIEpElaeTCsad Ha MPEBAPUTEIBHOE PACCMOTPEHUE M PErHCTPALUIO,
BTOPOM IK3EMIUISP aKTa BBICHLIAETCS OTIPABUTEIIO.

5.13. KoHBepThl, MAaKEThl WJIM YNAKOBKA COXPAHSIOTCS W IPUIAraroTcs K
BXOJSIIMM JOKYMEHTAM B CIIy4asix:

€CIIM TOJIBKO 10 HHMM MOXHO YCTaHOBUTb OTIPAaBUTENS WM JaTy
OTIIPABJICHUS;

€CJIM BXOJSAIIUI JOKYMEHT MOCTYIWI MO3KE YKa3aHHOIO B TEKCTE JOKYMEHTA
CpOKa MCIOJHEHUS WIH 1aThl MEPOIPUSTHS;

npu OOJBIIOM PACXOXKIECHUM MEXIY JAaTaMu TOANMUCAHMUS W TOJIYYEHHS
JIOKYMEHTOB.
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[Tocne 3aBepiieHust pabOThl ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM
MOMEIIAETCS] Ha XpaHEHUE B JEJIO.

5.14. KonBepThl (I1akeThbl), UMeIoNUe 0TMETKY «JInano» («Private»), rpudsr
OTpaHUYCHHUSI JocTyna K JIOKyMEHTaM, coJiep Kalium CBEJICHUS
KOH(UACHIIMATFHOTO XapaKTepa, He BCKPBIBAIOTCS U MEPEIat0TCs:

¢ otMeTKo# «JImanoy» («Private») — HemocpeACTBEHHO ajipecary;

Cc rpudamu OrpaHUYEeHUS JOCTYyNa — HEMOCpeICTBEHHO PykoBoauTeio.

5.15. Bxopmsmmue 3EeKTpOHHBIE JOKYMEHTBI, MOCTYNHMBUIME OT JAPYIUX
OpraHm3anuii 1Mo 3JeKTpoHHOW TmouTe (mocpenctBoM CDJI) NpPUHUMAOTCS
Jlemonpouns3BoauTEIEM.

ONEeKTpOHHBbIE  JOKYMEHTBI,  MOCTYNHBIIME 1O  WH(OPMAIMOHHO-
TEJIEKOMMYHUKAIIMOHHBIM KaHajiaM u MOJINKUCAHHbIE YCHUJICHHOM
KBIM(UUMPOBAHHON moAnucheio, Bkmouatorcs B COJl  mocne mnpoBepku
JIEKTPOHHOM MOJIMCH WM TOATBEP)KICHUSA €€ JIEUCTBUTEIBHOCTH; 3JIEKTPOHHBIE
JOKYMEHTBI, MOCTYNHUBIIME OT APYTMX OpraHu3alMid MO 3JIEKTPOHHOM MOYTE U
MOJANMUCAHHBIC YCUJIEHHONW HEKBAIM(DUIIMPOBAHHONW TOJMIMUCHIO WA POCTON
JIEKTPOHHOM  MOJNMUCBIO, NPOXOJIAT  NPEIBAPUTEIBHOE  PACCMOTPEHUE W
BmtoyaroTcss B COJ] mpu Hamuuuum MeEXAY OpraHu3alven-OTIIPABUTENIEM U
OpraHu3alMen-MoIydaTelIeM COTJIAIICHUS 00 oOmeHe 3JIEKTPOHHBIMU
JOKYMEHTaMHU, MOJMMCAHHBIMU COOTBETCTBYIOIIEN MOAMUCHIO.

5.16. IlepBuunass 0OpabOTKa 3JEKTPOHHBIX JOKYMEHTOB, MOJYYEHHBIX IO
MH(OPMAMOHHO-TEJIEKOMMYHUKAIIMOHHBIM KaHajlaM CBSA3U (3JEKTpOHHAs IOYTa,
COJHl, cair OpraHuzanu) OT JAPYTHMX OpraHu3aluid W TpaxKJaH, [I0JDKHA
COOTBETCTBOBATH TEXHOJIOTHH PA0OTHI C BXOIAIIUMHU JOKYMEHTaMHU.

5.17. TlepBuunast oOpaboTKa JOKYMEHTOB 3aBEpIIACTCS WX paclpeeiieHueM
(copTUpOBKOIl) Ha perucTpupyemble U Heperucrpupyemble. K noxkymeHTtam, He
NOJUIEKALTUM PETUCTPALIUU, OTHOCITCSA JOKYMEHTBI, HE TPeOYIOIUe UCIIONHEHUS U
HE cojieprkainue WH(GOpMaIMy, UCTIONIb3YEMOH B CIIPABOYHBIX LENsAX (MPHJIOKEeHHe
Ne 15).

5.18. Peructpanus BXOIAIUX JOKYMEHTOB OCYIIECTBIISIETCS OJHMH Ppas:
Jlenonpou3BOAUTENEM, HE3aBUCUMO OT CIIOC00a UX TIOCTABKHU.

JIOKyMEHTBI, MOCTyMNaroUMe W3 APYIMX OpPraHu3alui HEMOCPEACTBEHHO B
CTPYKTYpHbIC moJpa3aesieHuss (pabOTHHKaM), HO TpeOyrolue pacCMOTPEHUS
PYKOBOJICTBA, MEPEAAOTCS AJIA PETHCTPAlMU U MPEIBAPUTEIBHOTO PACCMOTPEHHUS
Jlenonpon3BOIUTEIIO.

5.19. Peructpauus BXOIAIIMX JTOKYMEHTOB OCYILIECTBISETCS B JACHb HX
MOCTYIJICHUSI WM HA CIEAYIOMUNA paboduil IeHb MPHU MOCTYIUICHHH JOKYMEHTOB B
KOHIIE pabodYero JHS WK B Hepabodee BpeMs.

Peructparmus oOparieHuii Tpaxxaad OCYIIECTBISIETCS B TEUEHUE TPEX THEH C
MomeHTa noctyruieHus: oopamenus (Denepanpabiii 3akoH ot 02.05.2006 Ne 59-D3
«O mopsike paccMoTpeHus obparieHuit rpaxaad B Poccuiickoit deneparmy).

5.20. CBeneHusi O MNOCTYNMBILIEM JIOKYMEHTE€ BHOCSTCA B D3JEKTPOHHYIO
peructpannonnyto kaptouky (OPK) COJl wim perucrpauinoHHO-YUYETHYIO (hopmy
Ha OyMa)XHOM HOCUTENe, a TMOCTYNUBIIEMY JOKYMEHTY IpPHUCBAUBAECTCS
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PEruCTpalluOHHBIN HOMED.

PerucrpaiiioHHbIi HOMEp BXOJAIIETO JOKYMEHTa COCTOUT U3 MOPSIKOBOTO
HOMEpa JIOKYMEHTa B TMpejenax KaJeHJIapHOro Toja, KOTOPBIM MOXET ObITh
JOTIOJITHEH HHU(PPOBBIMU WM  OYKBEHHO-IIU(PPOBBIMM KOJaMHU (MHACKCAMH) IO
UCIIONIb3YeMbIM KJIacCU(pUKaTOpaM (HAIpUMeEp, B COOTBETCTBHM C HHJIEKCOM Jiejia
110 HOMEHKJIATypE JAeI).

5.21. Ha Bcex 3aperucTpupOBaHHBIX JIOKYMEHTAaX, 3a HWCKIKOYEHUEM
JIOKYMEHTOB, MOCTYMUBIIUX B ()OpME DIIEKTPOHHBIX JOKYMEHTOB, MPOCTABISIOTCS
OTMETKHM O IMOCTYIUIEHWU JIOKyMeHTa B Opranuszanuio. B oTMeTke 0 MOCTyIUIEHHH
JOKyMeHTa (UKCHUPYIOTCS JaTa TMOCTYIUIeHUs (TMpU HEOOXOAMMOCTH — BpeMs
MNOCTYIJICHUST B 4YacaXx M MHUHYTaXx) W BXOJSIIUNA PETHCTPALMOHHBIA HOMEP
JIOKYMEHTA B COOTBETCTBUHM C ITyHKTOM 2.36 MHCTpyKIMHU.

5.22. JIokyMeHTBI, NOCTYNUBIIME HA OyMa)KHOM HOCHUTENE, CKaHUPYIOTCH,
AJIEKTPOHHAs KoM NOoKymeHTa Bkiroudaercs B COJl m mpucoenuusercs k OPK
JIOKyMEHTA.

5.23. KoppecnioHneHiMsi Ha HWHOCTPAHHBIX  fA3BIKaX, aJpecoBaHHAas
PykoBoactBy ~ Opranuzanmu, 1ocie  perucrpauuu  Jlesonpon3BOAMTENIEM
nepefaeTcss COOTBETCTByIOUIEMY paboTHHKy OpraHuzanuv s TepeBoja |
NocCJIeyONIel Nepeladyi Ha pacCMOTPEHUE PYKOBOCTBA.

5.24. TlpenBapuTensHOE PACCMOTPEHHUE TIPOBOAUTCS B IENIAX PACIpEICICHHS
noctynaromux B OpraHuzanuio JTOKYMEHTOB Ha TpeOyrolme o0053aTelbHOTo
paccmoTpenus PykoBojcTBoM OpraHu3alvy U HalpapisieMble HEMOCPEACTBEHHO B
CTPYKTYpPHbIE MTOApa3aeieHus uiu padotHukam OpraHu3aluy.

5.25.  IlpenBaputenbHO€  PacCMOTPEHHUE  BXOASIIMX  JOKYMEHTOB
ocyuiecTBiseTcs JleIonpon3BOAUTENIEM TOCIIE PETUCTPALUNA JOKYMEHTOB.

IIpeaBapuTeIbHOE PACCMOTPEHHE MOXKET IMPOBOIUTHCA 10 PETUCTpPALMU B
cllydae MOCTYIUIEHUS JOKYMEHTOB C OTMETKaMH, TPEOYIOIKUMHU He3aMeIUTETbHOTO
PacCMOTPEHHUS U UCIIOJIHEHUS IOKYMEHTA.

5.26. IlpenBapuTenbHOMY PacCMOTPEHMIO MOJIEKAT BXOSIIME JOKYMEHTHI,
aapecoBaHHble B OpraHn3anuio U Ha uMms ee PykoBoauress.

JIOKyMEHTBI, aJApEeCOBAHHbIE MOJAPA3JIECTIEHUSIM U PAaOOTHUKAM, MEPENarOTCs
UM 0€3 MpeABapUTEILHOTO PACCMOTPEHUS.

5.27. TlpenBapuTenbHOE PACCMOTPEHUE OCYIIECTBIISIETCS UCXOAS U3 OLECHKU
COJIEp>KaHUsI BXOJAIIUX JTOKYMEHTOB, C YYE€TOM YCTAHOBJIEHHOTO B OpraHuzainuu
pacnpenenieHds  (QyHKIMOHANBHBIX — 00sI3aHHOCTEH  Mexay  PykoBoautenem
Opranuzaiuu, ero 3aMecTUTENsIMUA U paboTHUKamMu OpraHu3aiyi.

5.28. Ilo pe3ynbratam MpEeABAPUTEIBHOIO PACCMOTPEHUS JIOKYMEHTHI
pacnpenesnsoTcs Ha JOKYMEHTONIOTOKH, HaIllpaBJsieMble:

Ha paccMoTpenne PykoBoaurtenss OpraHu3anuu (JOKYMEHTHI, TOCTYIAIOIINE
U3 OpraHOB TOCYJApCTBEHHOM BIJIACTH, OPraHOB MECTHOI'O CAMOYIPABJICHMS,
JIOKYMEHTBI 10 HanOoJiee BaXKHBIM W NPHUHIMIHAIBHBIM BOIPOCAM JIEITEILHOCTH
OpraHu3aluun);

HAa  paccMOTpeHue 3amectutened  PykoBoauTtens  (IOKYMEHTBI IO
HaIpaBJICHUSAM AESTEIbHOCTH, KYPUPYEMBIX COOTBETCTBYIOIIMMU 3aMECTUTEISIMU );
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Ha PaCCMOTPEHUE TE€1aroros.;

HAa pAacCMOTPEHHE W UCIOJHEHHE paOOTHHKAMHU [0 HANpPaBJICHUSIM HX
JEATEIIbHOCTH.

5.29. 1lo 3aBepuIeHHM NPEABAPUTEIBHOIO PACCMOTPEHUSI JTOKYMEHTHI
NEPENAOTCS COOTBETCTBYIOIIMM JIOJDKHOCTHBIM JIMLAM JUJISI PACCMOTPEHUS U
BBIHECEHUS PE30NIIOLUH (YKa3aHUI 110 HCIIOJTHEHUIO).

5.30. PaccMoTpeHne JOKYMEHTOB JOJDKHOCTHBIM JIMIIOM OCYIIECTBIISIETCS B
JIEHb Mepelauyd €My JIOKYMEHTOB WM Ha CIEIyomui padoyuil JeHb, eclu
JIOKYMEHTHI Iepe/iaHbl B KOHIIE padoyero JHs.

JIOKyMEHTBI, TPEOYIOIIME CPOYHOTO PACCMOTPEHHSI, & TAKKE TEIerpaMMbl U
TeredOHOrpaMMBbl pACCMATPUBAIOTCS HE3aME IJTUTEINIBHO.

5.31. Pe3ynbrarsl paccMoTpeHus: JokyMeHTa PykoBoaurtenem OpraHuzanuu,
€ro 3aMECTUTENIIMH, paboTHUKaMu Opranu3anuu 0GOpPMIISIIOTCS B BUJI€ PE30JIOIUH
B COOTBETCTBUU C ITyHKTOM 2.43 MHCTpyKIIHH.

5.32. Cenenus o pe3onounu (MCIOJHUATEND, COAEPKAHUE IIOPYUEHHUS], CPOK
ucrioninenust) JlenmonpousBogurenem BHocstcs B OPK  CDOJI, mocie dero
WCIIOJTHUTENIN MOJYy4aroT AOCTYI K AJIEKTPOHHOMY JOKYMEHTY WM 3JIEKTPOHHOU
KOIUU JOKYMEHTA, €CJIU JOKYMEHT MOCTYNHII Ha OYMa)KHOM HOCHUTEIIE.

5.33. JIoKyMeHThI, MOCTyHawlue Ha OyMaXHOM HOCUTENe, IOCIEe UX
peructpauuu, BKIOUeHUS B COJl B BUAE DIEKTPOHHBIX KONUM U PACCMOTPEHUS
PYKOBOJICTBOM  MEPEAAIOTCA COOTBETCTBYIOIIMM  JIOJDKHOCTHBIM  JIMLIAM — Ha
UCITOJIHEHHE WJIM MOMEILAIOTCS B J1e710 B Jenonponu3BOIUTENEM B COOTBETCTBUU C
HOMEHKIaTypou aen Opranu3anui.

Jnst pukcanmu ¢akra nepesayn BXOIANIUX JTOKYMEHTOB U UX KOIWN Ha
OyMa)XHOM HOCHTEJIE MOTYT MCIOJIb30BaThCS KypHaJbl (peecTpbl) Mepeaadu
JIOKYMEHTOB.

5.34. Ilpu OyMaXHOM JOKYMEHTOOOOPOTE TMOIMHHUKH  BXOISIIUX
JOKYMEHTOB, B CJIy4ae Ha3HAUYECHUS HECKOJIBKUX WCIIOJHUTENEH TepelatoTcs
OTBETCTBEHHOMY HCIOJIHUTENI0, OCTAJIbHBIM HCHOJHUTENSM Jlenonponu3BoauTenb
nepenaeT KoUK TI0KyMEHTa.

5.35. Hcxonsmuye TOKyMEHTBI, 3aBUBUPOBAHHBIE BCEMH 3aMHTEPECOBAHHBIMHU
JUIaMH Y TIOAMMCaHHbIe PyKOBOIUTENEM WIIM UHBIM YIIOJHOMOYEHHBIM UM JIMIIOM,
peructpupyrorca JlenonpousBoaureneM OpraHu3aiuu.

5.36. Perucrtpanuss UCXOASAIIMUX JOKYMEHTOB OCYIIECTBISIETCA B JCHb
NOANMMUCAHMS WM Ha CIeAyoIuid padoyuil J1eHb, €Cld JOKYMEHTBl ObLIH
MOJNKCAHbI B KOHLIE paboyero AHs WK B Hepabouee BpeMsi.

5.37. Ilepen peructpauueil UCXOASAMIMX AOKYMEHTOB Jlenompou3BoauTenh
MPOBEPSET TPABWIHHOCTh OQPOPMIICHUS JOKYMEHTOB (B TOM 4YHCJIE HaJU4He
NOANUCEN, BU3, MPABWIBHOCTh HAMKMCAHUS aJpPECOB), a TAKXKE YKa3aHHBIX B
UCXOMSIINX JOKYMEHTAaX MPUII0KEHUH, COOTBETCTBHUE KOJIIMYECTBA JK3EMILISPOB
KOJMYECTBY aJpecaroB IO YKa3aTeNI pACCBUIKM, HAJIWYUE OTMETKH 00
VCITOJIHUTETIE.

5.38. Ilpu peructpanuu wucxozgsmero mnuckMa B COJ] cBeaeHuss 00
OTIpaBisieMOM JOKyMeHTe (QukcupyroTcss B OPK, k KkoTOopoill mnpukperuisiercs
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AIEKTPOHHASA KOMUS OTIPABISAEMOr0 TOKYMEHTA.

Ecaun OPK 6buta cozmana B COJI mpu MOATOTOBKE MPOEKTa JTOKYMEHTa, TO
IpU PETUCTpAIIMU HUCXOJAIIErOo JOKYMEHTAa B Hee J00aBJISIOTCS CBEACHUS O
PErUCTPallMOHHOM HOMEpE, JaTe PErUCTpaluu U JPYrue CBEIEHUS 00 UCXOISAIIEM
JTIOKYMEHTE.

5.39. PeructpalnOHHBIN HOMEP UCXOSIIIETO JOKYMEHTA JOJKEH COCTOATH U3
KOJOB (WMHIEKCOB) B COOTBETCTBHH C TPUMCHSIEMBIMH KIacCU(UKATOpAaMU H
MOPSIKOBOTO HOMEpA JIOKYMEHTA B MPEeNax KaJIEHJapHOro roa.

Jlata perucTpalui W PETUCTPALUOHHBIA HOMEP MPOCTABISAIOTCS Ha
OTHPABISIEMOM JIOKYMEHTE, a TakKK€ Ha KOMUU HCXOISAIIEr0 JIOKYMEHTa,
OCTaroIIeHcs B J1eie, B COOTBETCTBUM C MyHKTamu 2.35, 2.36 MHCTpyKIMH.

5.40. Ucxonmsmuii NOKyMEHT, OANMCaHHbIA PykoBoauTenem OpraHuzanuu
WJIM UHBIM YIIOJJHOMOYEHHBIM UM JOJIKHOCTHBIM JIMIIOM, IEPEIAEeTCsl Ha OTIPABKY,
KOIUS JIOKyMEHTa Ha OyMa)KHOM HOCHUTEJIE€ C BH3aMH IIOMEIAETCs B JIEJO0 B
COOTBETCTBHH C HOMEHKJIATYPOU JIEII.

DJIEKTPOHHBIE JOKYMEHTBI MOCJE MX MOANUCAHUS IJIEKTPOHHOUN MOJIMKUCHIO U
OTIIPABKU ajipecary XpaHsrcs B 6aze nanubix CO/I.

541. B 3aBUCMMOCTH OT COJEpXKaHUA M CPOYHOCTH JIOKYMEHTHI,
oTnpasisieMble U3 OpraHu3anuu, JOCTABIIIOTCS aJipecaTaM CpeACTBAMU MOYTOBOM,
(deapaberepckol  CBSI3U, CIICLCBS3H, KypbEpOM, OKCIPECC-TIOYTOM, a TaKXKe
NEePEeA0TCS 10 KaHalaM 3JIEKTPOCBs3U ((pakCUMUIIbHAS CBA3b, Tenerpad, tenedoH,
anekTpoHHas nouta, COJI (B ciayyae ee UCTOJIb30BaHUS)).

OG6paboTka  KOpPPECMOHJEHIMM  JJi1  OTIPAaBKUM  IOYTOBOM  CBSI3bIO
OCYILIECTBIISIETCS B COOTBETCTBUU ¢ [IpaBuinamu oka3aHus ycayr MOYTOBOM CBSI3U.

5.42. JIokyMeHTbI, HE WMEIOIINE aJPECHOM YacTH, MNPUHUMAIOTCS Ha
OTHPABKY C CONMNPOBOJAUTENBHBIMU TUCHMaMU.

HenpasuibHo opopMJIECHHBIE  JIOKYMEHTBI ¥ KOPPECIOHICHIIUS
HECTY)KEOHOTO XapakTepa K OTIpPaBKE HE TMPUHUMAIOTCS U BO3BPAIIAIOTCS
WCIIOJTHUTEITIO.

JIOKyMeHTBI, TOAJIeKAIUEe OTIpaBKe, JOJDKHBI  00paldaThiBaThCid U
OTHPABJIATHCS B ICHb UX MOJMUCAHUS U PETUCTPAIIMU WK Ha CIAEAYIONUNA padoduunit
JIEHb.

5.43. Jloceuika wWiIM  3aME€HA paHee  OTIPABIECHHOIO  JOKyMEHTa
OCYUIIECTBIISIETCS IO YKa3aHUIO JIUIA, TOJMUCABIIETO JOKYMEHT.

5.44. TlpoxoxJeHre BHYTPEHHUX JTIOKYMEHTOB Ha 3Tamax UX MOATOTOBKH U
oopMIICHUS JOJDKHO COOTBETCTBOBAThH MPOXOKICHUIO UCXOSIINX JOKYMEHTOB, a
Ha 3Tarle UCTOJHEHUS — BXOAIINX JOKYMEHTOB.

5.45. [IpoexkThr pacnopsIANTEIbHBIX JOKYMEHTOB (mpukasoB),
MOATOTOBJICHHBIX ISl TOAMNHUCAHUS, TMOCJI€ TMOJATOTOBKA M COrJIacOBaHUsl C
3aMHTEPECOBAHHBIMU JIUIIAMU TepeatoTcs Jenonpon3BoauTeNnto AJisi TPOBEPKHU
MPaBUILHOCTH UX O(OPMIICHUS.

5.46. [IlpaBunsHo oQoOpMICHHBIC TPHUKA3bl TMEPEJAIOTCS HA MOIMUCH
PykoBoautento Opranuzaiuu Uil THOMY YIIOJTHOMOYEHHOMY UM JIMITY.

5.47. IlognucaHHble PUKA3bI 10 OCHOBHOM AEATEIBHOCTA PETHUCTPUPYIOTCS
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Jenonpon3Bogurenem.

[ToaroroBka mpuka3oB Mo JIMYHOMY COCTaBy K moAnucaHuto PykoBoautenem
U UX PErHCTpalus OCYIIECTBISIOTCS KaIpOBOU CITy>KOOM.

[Iprka3zam Mo OCHOBHOM NESITENBHOCTH MPUCBAUBAIOTCS MOPSAIKOBBIE HOMEPA
(Mo Kaxmod rpynmne AOKYMEHTOB OTHENbHO) B MpeJenax KaJeHJAapHOro roja.
[TopsinKOBBI HOMEP JOKYMEHTa MOXKET JOMOJHATHCS OYKBEHHBIM WM ITU(POBBIM
UHIACKCOM, OOO3HAYaIOMUM MPUHAAJICKHOCTh JOKYMEHTa COOTBETCTBYIOUICH
rpyImmne J0KyMEHTOB.

CBeneHust O perucTpupyeMmbix Mpukazax BHocsiTca B COJl uiaum B UHbBIC
pEerucTpalMoOHHO-yuYeTHbIE (OPMBI Ha OyMa)XHOM HOCHUTEJNE WIH B AJIEKTPOHHOMN
dbopme B COOTBETCTBUU C ITYHKTOM 5.54 MHCTpyKIIHH.

5.48. TlonnMMHHUKK TPUKA30B MO MECTY MX pErucrpanuu (QopMUpYIOTCS B
JieJla B COOTBETCTBHM C HOMEHKJIATypod nen OpraHu3alnvii B COOTBETCTBHH C
nyHkroMm 8.20 MHCTpyKIuUu.

Konuu nprkazoB pacchUIatOTCS UCHOIHUTEISIM M UHBIM 3aMHTEPECOBAHHBIM
JUIaM B DJIEKTPOHHOM (opme mwin Ha OyMa)KHOM HOCUTEJIE B COOTBETCTBUH C
yYKa3aTeJIEM PaCChUIKU.

Komuu npukaszoB, pacchllaeMble Ha OyMa)KHOM HOCHUTEJIE, 3aBEPSIOTCA B
COOTBETCTBHHU C IMyHKTOM 2.51 MHCTpYyKIIMH.

5.49. Ilporokonel 3acenaHWid, COBEIIAHHM, MPOBOAUMBIX PYKOBOJICTBOM
OpraHu3zanuu, perucTpupyrorcs [[emonpon3BoauTesem.

[Iporokosibl  3acenaHuii, COBEIIAHWN, MPOBOJUMBIX KOJUIETHAIBHBIMU
(coBelaTeNbHBIMU) OpraHaMH, KOMHCCHSIMU PETUCTPUPYIOTCS JTOJKHOCTHBIMH
JUIIaMH, OTBETCTBEHHBIMHU 3a OpraHU3allMi0 U IpoBeAeHue Mepomnpusitus. Konuun
TaKuX MPOTOKOJIOB FOTOBSITCS K PACCHUIKE U PACCHUIAIOTCS AOJIKHOCTHBIMU JIUIIAMH,
OTBETCTBEHHBIMU 32 OPraHU3AIMIO U POBEJICHUE MEPOTIPUSITHSI.

5.50. IIporokojilaM TMpUCBaMBAIOTCS MOPSAJIKOBBIE HOMEpa B Mpeaenax
KaJICHJJAPHOTO T'0Jla WM mepruoaa padoThl KOMUCCHUU (COBETa, BPEMEHHOM paboueit
TPYIIIBI) TI0 KaXIO0H IPyIIe IPOTOKOJIOB OTACIBHO.

[ToaTMHHUKY TIPOTOKOJIOB MO MECTY MX peructpanuu GOpMHUPYIOTCS B Jeiia
110 HOMeHKJIarype Aen OpraHu3anuy B COOTBETCTBUM ¢ TyHKTOM 8.20 MHCTpyKIMu.

5.52. Ilpu Bxmouenun B COJ] (B ciydae €€ UCIOIb30BaHUS) BXOJSIIUX
JIOKYMEHTOB, WX PETUCTPAIlMU, PAaCCMOTpeHUH M ucnojiHeHun B ODPK BHocATCA
CJIEAYIOIINE CBEJICHHS O TOKYMEHTE:

a) HAMMEHOBaHUE OpraHu3aluu (KOPPECTIIOHIEHTA);

0) anpecar;

B) HAMMEHOBAHHE BUJA JOKYMEHTA;

T) 1aTa MOCTYIUBIIETO JOKYMEHTA;

1) pETUCTPALIMOHHBIA HOMEpP MOCTYUBILIETO JOKYMEHTA;

€) I0JDKHOCTD, (haMUJTUsSl ¥ MHUITUAIIBI JIUIA, TTOITUCABIIETO JOKYMEHT;

) JaTa NOCTYIUICHHS JOKYMEHTA;

3) BXOJSIIUNA PETUCTPALMOHHBII HOMED;

1) 3aroJIOBOK K TEKCTY (KpaTKoe COoAepKaHUE JOKYMEHTA);

K) KOJIMYECTBO JJUCTOB OCHOBHOT'O JJOKYMEHTA;
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J) OTMETKa O MPUJIOKEHUH (KOJIMYECTBO MPUIOKEHUU, 00IlIee KOJIUYECTBO
JIMCTOB MPUIIOKEHUM );

M) CBEACHHMS O CBA3aHHBIX JOKYMEHTaX (HaMMEHOBaHWE BUJA JOKYMEHTA,
JlaTa, peruCTPAlMOHHBINA HOMEp, TUII CBSI3H);

H) pe3ontouusi (MCHOJHUTENb (KUCIIOMHUTENN), TOpYy4YEHUE, IOJIKHOCTHOE
JIU1I0, AaBlIee MOPYUYEHHE, J1aTa);

0) CPOK MCHOJIHEHUS JOKYMEHTA;

I1) MHAEKC JieJ1a [0 HOMEHKIAType el

P) CBEACHMS O Mepeapecaluy JOKyMEHTa;

C) OTMETKA O KOHTPOJIE;

T) rpud OrpaHUYEHUs JOCTyNA K JOKYMEHTY;

y) CBelIeHHsI 00 AJIEKTPOHHOM MOJIIUCH;

¢) pe3ynbTar IPOBEPKH AIEKTPOHHOM mojnucu (Bkiatovatorces B COJI, ecnu
HOCTYNHUBIIMHA JOKYMEHT MOJIIMCAH YCUICHHOM 3JICKTPOHHOM MOJIITUCHIO).

5.53. Ilpu Brmouenuu B COJ] (B ciiydae ee MCHOJB30BaHUS) HCXOMSIIMX
noKkyMeHTOB B DPK BHOCATCA clielyIolIne CBEAEHUS O JOKYMEHTE:

a) ajpecar;

0) TOKHOCTh, (haMUJIUSI M MHUIIAAJIBI JIUI[A, OAMKUCABIIETO IOKYMEHT;

B) HAMMEHOBAHUE BUJA JOKYMEHTA;

I) 1aTa IOKYMEHTa;

1) pETUCTPALIMOHHBIA HOMEP JOKYMEHTA;

€) 3aroJIOBOK K TEKCTY (KpaTKoe COAEepKaHUE JOKYMEHTA);

) CBEJICHUSI O CBSI3aHHBIX JIOKYMEHTax (HAaMMEHOBAHHWE BHUJA JTOKYMEHTA,
JlaTa, peruCTPAIMOHHBIN HOMEp, TUTI CBS3H);

3) KOJIMYECTBO JINCTOB OCHOBHOTO JIOKYMEHTA;

M) MHJEKC JieJla 10 HOMEHKJIAType Je;

K) OTMETKa O MPHUJIOKEHUU (KOJUYECTBO MPUIIOKEHHM, OO0IIee KOJIMYECTBO
JIMCTOB MPUJIOKEHUN);

1) rpud orpaHUYCHHS HOCTYyNa K JOKYMEHTY;

M) mojapa3zeicHrue (IOHKHOCTHOE JIMIIO) - OTBETCTBEHHBIM HCIOJIHUTENb
JIOKYMEHTA;

H) CBEJICHUS 00 2JIEKTPOHHOMU MOJIUCH.

5.54. Tlpu Bkmouenun B COJ] (B ciyyae ee MCMIOJIb30BAHMS) BHYTPEHHHX
nokymeHToB B OPK BHOCATCS clieqyroniMe CBEACHHS O JOKyMEHTE (CcOocTaB
cBeJleHHH, BHOCUMBIX B COJ] mipu peructpanuui BHyTPEHHUX JTOKYMEHTOB, 3aBUCUT
OT BHUJa PETUCTPUPYEMOTO JOKYMEHTA):

a) HAMMEHOBaHUE ToIpa3ieJIeHus (A0HKHOCTA pabOTHHKA), TOATOTOBUBIIIETO
MPOEKT JOKYMEHTA;

0) HaMMEHOBAaHKE BHUIA IOKYMEHTA;

B) JlaTa JOKYMEHTA;

') PETUCTPAIIMOHHBIN HOMEP JTOKYMEHTA;

1) TOJDKHOCTD, (haMUJIUST M MHUITUATBI JIUIIA, TTOAMNCABIIETO JOKYMEHT;

€) CBEICHMS O CBS3aHHBIX JOKyYMEHTaxX (HaMMEHOBAaHHE BUJIa JIOKYMEHTA,
JlaTa, perucTpaliOHHbIN HOMED, TUII CBS3H);
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) 3aroJIOBOK K TEKCTY (KpaTKOe CoJiepKaHUe TOKYMEHTA);

3) OTMETKa O MPWJIOKEHUH (KOJIMYECTBO MPUIIOKEHUN, 00IIee KOJIMYECTBO
JIMCTOB MPUITIOKEHUI );

M) UHJIEKC JieJla IO HOMEHKJIAType JIe;

K) yKa3aHUs IO MCIOJHEHUIO JOKyMEHTa (MCIOJIHUTENb, MOpPYYEHUEe, AaTa
UCIIOJTHEHUS );

J1) OTMETKA O KOHTPOJIE;

M) Tpu( OorpaHUYEHUS JOCTYIA K TOKYMEHTY;

H) Mojapa3liefiecHue (JIOKHOCTHOE JHI0) — HCIOJHUTENb (OTBETCTBEHHBIN
WCIIOJTHUTENb) JOKYMEHTA.

JIOTIOTHUTENBHO K YKa3aHHBIM CBEACHHUSIM O BXOMSIIUX, HCXOISAIIMX U
BHYTpeHHHX JoKyMeHTax B OPK C3/] MOryT BHOCUTBHCSA UHBIE CBEACHUS.

5.55. VYyer KoiguyecTBa JIOKYMEHTOB, TOCTYIUBIIUX, CO3JaHHBIX,
OTTIPABJICHHBIX 3a OIpPEACICHHBIA TEPHOJI BPEMEHU, MOXKET IMPOBOJUTHCS IO
OpraHuzanuu B 1€JI0OM, IO OTIEIbHBIM MOApa3AeiiecHusM (paboTHUKAM), TIO
rpynnaM JIOKYMEHTOB, KOPPECHOHJCHTaM, JCHCTBUSIM, TMPOU3BEACHHBIM C
JIOKyMEHTaMHu, W JPYyTUM I[apaMeTrpaM, HEOOXOJUMBIM JUIsl aHaliu3a paboThl C
JOKYMEHTAaMU B LIEJIAX €€ COBEPIICHCTBOBAHUS.

5.56. Ilpu ydere oObemMa AOKYMEHTOOOOPOTa MOACUYUTHIBACTCS KOJIMYECTBO
JIOKyMEHTOB BBIJICIICHHON TPYIIIBI. YUeT KOJWYECTBA JOKYMEHTOB IIPOBOIUTCS IO
naHHbIM COJI, perucTpalmOHHO-Y4YETHBIX )KYPHAJIOB U KAPTOTEK.

5.57. 3a emuHMIy ydera KOJIMYECTBA JOKYMEHTOB NPHUHUMAECTCA
CAVMHCTBEHHBIA ASK3EMIUIAP TOKYMEHTA: TMOIMHHUK WIM KOmUs (eCau KOmHs —
CAMHCTBEHHBIM OK3eMIUIIp JoKyMeHTa B OpraHuzaiuu, HarpuMmep, KOIHs
UCXOJIAIIEro muchMa) 06€3 ydeTa KOMHi, CO3/1aBaeMbIX MPHU MeYaTh U KOIMUPOBAHUU
(tupaxxupoBanuu). Kommu  TOKyMEHTOB TMpu  HEOOXOAMMOCTH  aHalu3a
YUUTBIBAOTCS OTICTBHO.

5.58. PesynpraThl ydera oObema JOKymMeHTOOOOpoTa B OpraHuzanuu
eXerogHo o0oobmaroTcs [enonpon3BoauTesieM U MPEACTaBISIOTCS PYKOBOJICTBY B
BHJIE OT4YeTa 00 00BEMe JOKYMEHTOO00pOTa 3a TO/I.

VI. KoHTpOJIb HCIIOJTHEHHS IOKYMEHTOB (IIOpy4YeHuil)

6.1. KoHTposib UCMIONHEHUS TOKYMEHTOB (TIOPYYEHHId) BEAETCS B LENSIX UX
CBOEBPEMEHHOTO ¥ KAYECTBEHHOTO UCIIOJIHEHHUS.

6.2. KoHTposib HCTIOJTHEHUS! JOKYMEHTOB (IOPY4YEHHIT) BEIEeTCS:

PykoBoguTtenemM wWiauM MHBIM JOJDKHOCTHBIM JMIOM OpraHusanum —
VCITOJIHEHHSI IOKYMEHTOB (IOPYUYEHHUIA) IO CYLIECTBY;

HenonpoussoauteneM OpraHu3anuu — CpPOKOB HCIOJHEHHUS JOKYMEHTOB
(mopy4eHuit).

Jlenonpou3BoAUTEIEM LHEHTPATN30BAHHOMY KOHTPOJTIO HoJJIekKaT
3apEruCTPUPOBAHHBIE JOKYMEHTBI € OTMETKOM 0 KoHTpose («KoHTponby),
MIPOCTABJISIEMOU B COOTBETCTBUHM € MMYHKTOM 2.54 MHCTpyKIMH.

6.3. PacnopsauTenbHble TOKYMEHTBI, MPOTOKOJBI 3acelaHui (COBEIaHui),
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COZIEpIKalllME€ TOPYYEHUS C KOHKPETHBIMH CPOKAaMHM WCIIOJHEHHUs, CTaBITCS Ha
KOHTPOJIb IO KAXKAOMY IMOPYYEHHUIO OTAEIBHO.

6.4. KoHTpob CPOKOB HMCHOJHEHUSI JOKYMEHTOB (IMOPYYEHUI) BKIIIOYAET B
ceost:

ITOCTAHOBKY JIOKYMEHTOB (IOPYYEHHMI1) Ha KOHTPOJIb;

MIPOBEPKY CBOEBPEMEHHOCTH JOBEACHUS JOKYMEHTOB (IIOpPY4YEHHUH) 110
HCIIOJIHUTEIICH;

MPEABAPUTEIBHYI0 TPOBEPKY W  PETryJIHPOBAHUME XOJa  HCHOJHEHUS
JIOKYMEHTOB (IIOPYYEHUI);

CHSITUE C KOHTPOJIS JOKYMEHTOB (IOPYYEHHI );

yuder, 000OIleHrne M aHajdu3 pPe3yJIbTaTOB XOJa HCIOJIHEHUS JTOKYMEHTOB
(mopy4eHuit);

uHpopMupoBaHue PykoBoguTens O XOJ€ HCIOJHEHHUS JOKYMEHTOB
(mopy4eHHit) ¥ COCTOSIHUM UCTIOJIHUTENbCKOW JUCIUITMHBI.

6.5. Cpokd UCHOJHEHHUS JOKYMEHTOB (IIOpYyUYEHHUH) MCUUCISIIOTCS B
KAJICHJAPHBIX JTHAX.

Eciu nocneanuii A€Hb CpoKa HCIOJHEHUS JIOKyMEHTa (IOpy4yeHus)
NPUXOAUTCS Ha Hepabouyuil JAE€Hb, TO JOKYMEHT TOJJIEKHUT HCIOJHEHUIO B
OJIv KaUIIMK CIIeyIONINil 32 HUM pabo4uil 1eHb.

Jata ucnonHeHus: fokyMeHTa (nopydenus) puxcupyerca B DPK CO/] wim
WHOM PEerucTpalMoOHHO-Y4eTHOU (hOpMe, UCTIOJIB3YEMOM JIsl OTCIEKUBAHUS CPOKOB
UCITOJIHEHHUSI IOKYMEHTA (TIOpYUYEHHUS ).

Cpokr  HCNOJTHEHUS  JOKYMEHTOB  (MOPYYEHHi)  yCTaHABIMBAIOTCS
PykoBoaurenem, UCXOd U3 CPOKA, YCTAHOBICHHOTO OpPraHU3alMel, HalpaBUBLICH
JOKYMEHT, WJIM CpPOKOB, YCTAHOBJIEHHBIX 3aKOHOJATEIbCTBOM Poccuiickou
denepanum.

6.6. JIokyMeHTHI (MOpYYEeHUS) TTOICIKAT UCTIOJIHEHHUIO B CJICTYIOIINE CPOKH:

C KOHKPETHOM JAaTOM UCIIOJHEHUS — B YKa3aHHBIN CPOK;

0e3 yKazaHMs KOHKPETHOM JaThl MCIIOJIHEHHUS, UMEIOIIUE B TEKCTE MOMETKY
«BECbMA CPOYHO» — B TEUEHUE OJHOTO JHA, «CPOYHO» — B 3-IHEBHBIA CpOK;
«orepatuBHO» — B 10-THEBHBIN CPOK; OCTaIbHBIE — B CPOK He Oosiee 30 nHeil;

M0 MAapJIAMEHTCKAM 3ampocaM — HE MO3JHee 4YeM uepe3 15 gHeil co aHs
MOJIy4EeHUS;

nmo 3ampocaM uineHoB Cosera ®enepaumm, aenyrtaTtoB ['ocynapcTBEHHON
Jymbl (AemyTaTckoMy 3arpocy) He no3aHee ueM yepe3 30 aHel co AHS MOoJTydeHus.

0 MEXBEJOMCTBEHHBIM 3alpocaM O MNPEICTABICHUU JTOKYMEHTOB M (MJIN)
uHbOpMallMl B ULEJISIX MPEJOCTaBICHUS TOCYAAPCTBEHHBIX W MYHULMIAIBHBIX
yciyr — 5 pabouyux JHEH co JHS MOJyYyeHHUs 3ampoca, e€CiIM 3aKOHOJATEIbCTBOM
Pocculickon ®@enepanuy HE YCTAaHOBIIEH UHOM CPOK;

1o oOparmeHusiM rpaxkaan — 30 He# co JHS perucTparuu.

6.7. IIproCcTaHOBUTH UCIIOTHEHUE KOHTPOJBHOTO JOKYMEHTA (IMMOpYYEHUs ), a
TaK)K€ OTMEHUTH €r0 MOYKET PYKOBOJIUTENb, MOAMUCABIINI TOKYMEHT WJIH JABIIUI
nopy4eHue (ykKa3zaHue).

6.8. B 1ensix CBOEBPEMEHHOIO MCIOJHEHUS JOKYMEHTOB, ITOPYYEHH
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(Yka3aHuii), TIOCTAaBJIIEHHBIX HAa KOHTPOJb, Jlenomnmpou3BoguTenb MNpoOBEpsieT
CBOEBPEMEHHOCTh JIOBEJICHUS JJOKyMEHTA (MIOPYUYEHUsI) A0 UCIIOJTHUTEIIS.

6.9. Eciu cpoK HCHONHEHHS JOKYMEHTa (IMOpPYYEHUs) MPEBBIIIACT OJUH
Mecdll, B LeNsAX oOecrneueHuss CBOCBPEMEHHOTO UCIOJHEHUS JOKYMEHTa
(mopy4yeHus) TNPOBOAWUTCA MPEABAPUTENbHBIA  KOHTPOJIb W  HAINOMUHAHUS
WCIIOJTHUTEISAM O MIPUOJIM>KEHUU CPOKOB UCIIOTHEHUSI IOKYMEHTOB (TIOpYUYEHUN).

6.10. I[IpeaBapuTeIbHBIN KOHTPOJIb OCYLIECTBISETCS B CAEAYIOIIEM MOPSAKE:

JIOKYMEHTOB (IMIOPYYEHUI) OCIEIYIONINX JIET — HE PEKE OJTHOTO pasa B TOI;

JIOKYMEHTOB (TIOpYYEHUI) MOCIETYIONUX MECSIEB TEKYIIEro rojia — HE pexke
OJIHOTO pa3a B MECHLL;

JIOKYMEHTOB (IMOPYYEHUH) TEKYIIETO Mecsa — 3a 5 THEeH 10 UICTEeUEeHHsI CpPOKa
VCTIOJTHEHUS.

6.11. HamoMuHaHue HCTIOTHUTENSIM O MNPUOIMKEHUU CPOKOB HCIIOJHEHHUS
JIOKYMEHTOB (IIOPYYEHHN) MOXKET OCYIIECTBIISATHCS B ABTOMATHYECKOM pEKUME
nocpeactsom CO/I.

HaroMuHaHus OTBETCTBEHHBIM MCIOJHUTENSIM, a Takxke HHpopManus o0
UCIIOJTHEHUH  JIOKYMEHTOB  (IIOPYYEHWil), TOJy4YEHHass OT HCIOJIHUTENEH,
¢ukcupytorca B OPK COJl wnM WHBIX pErucTpallMOHHO-YYETHBIX (OpMax,
UCITIOJIb3YEMBIX JJI1 KOHTPOJISL UCIIOJIHEHHSI IOKYMEHTOB (TIOPYYEHHH).

6.12. Ilpu HEOOXOOUMOCTHM HM3MEHEHHUS CpOKa HCIOJHEHUs JOKYMEHTa
(mopy4eHusi) OTBETCTBEHHBIM HCHIOJHUTENIb O00s3aH MPEACTaBUTh Ha UMS
PYKOBOJIMTENS, JAABIIET0 TMOpPYyYEHHE, OOOCHOBaHHE (CIyX’EOHYIO 3aIMCKy) O
MPOJJIEHUH CPOKA C YKA3aHUEM MPUYUH POJJIEHUS U 1aThl UCIIOJHEHHS.

O0ocHOBaHME TIPOJJICHUSI CPOKAa WCIOJHEHUsI JOKyMEHTa (IOpy4YeHus)
JIOJKHO OBITh HAIIPaBJIEHO COOTBETCTBYIOIIEMY PYKOBOJMUTEIIO HE MO3/HEE, YEM T10
UCTEYCHHUH JIBYX TPEThUX CPOKA UCTIOJTHEHUS JOKYMEHTA (MIOPYUYCHUSs).

OO0 M3MEHEHHH CPOKa MCIIOJHEHUS! JOKyMEHTa (MOpy4YeHHUs) OTBETCTBEHHBIN
ucrnoyiHuTeNns uHGopmupyet JlemonpousBoautenss (aHAJOTUYHBIM O0Opa3oM MOTYT
ObITh BHECEHbl M3MEHEHHUS B COCTaB MHCIIOJIHUTENEW TOKyMEHTa (IOpY4EHHs) C
o0s3aTeNbHBIM H(DOpMUpPOBaHHEM JeTonmpon3BOIUTENS).

6.13. JlokymeHT (ITOpY4YEHHUE) CUMUTACTCS WCIIOJTHCHHBIM, €CJIM TPUHSATHI
pelIeHus] 1O TIOCTABJICHHBIM BONPOCAaM, MOJATOTOBJIEHbI COOTBETCTBYIOLIUE
JIOKYMEHTBI, HalpaBjieHa CIpaBka OO0 HMCHOJHEHWU B COOTBETCTBYIOIIHME OpPTaHbI
BJIACTH (OpraHW3alMK) WIH JaH OTBET 10 CYIIECTBY 3aMHTEPECOBAHHBIM JIIAM.

Pemienne 00  ucnogHeHWM — JOKyMeHTa  (MOpy4YeHHUs]))  MPUHUMAET
PYKOBOJAMTEINb, TOCTABUBIIUK  JOKYMEHT (IIOpy4eHHUE) Ha KOHTpOJb, C
o0s3aTenbHBIM HH(POpMUpoBaHueM JlemonpousBoaurens Opranuszauu.

Ha wcnosHeHHOM JIOKYMEHTE NPOCTABISETCS OTMETKAa O HalpaBICHUU
JIOKyMEHTa B JICJI0 B COOTBETCTBUM C MyHKTOM 2.55 WHCTpyKIUuU, CBEeIEeHUS 00
UCIIOJTHEHUHU JOKyMmMeHTa (mopydenusi) BHocsatcss B OPK C3J[ wnmu wunHyro
PErucTPaLMOHHO-YUETHYIO (POPMY, UCTIOIB3YEMYIO JUIsl KOHTPOJISI UCTIOTHEHHUS.

6.14. lokyMeHTbI (HOpYYEHUS), HE CHATHIE C KOHTPOJIS, @ TAKKE JOKYMEHTHI
(mopyuyeHus), CpOK  MCIOJHEHUS  KOTOpbIX HE  MPOAJIEH, CUYUTAITCA
HEUCITOJIHEHHBIMHU.
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6.15. [HenompousBoautens OpraHuzalud aHATU3UPYET COCTOSIHUE U
pe3yabTaThl UCTIOJHEHUS! JOKYMEHTOB (MIOPYUYEHU) U COCTOSIHUE UCTIONTHUTEIBCKON
JUCIUTUTUHBL:

B MOpAJIKE MPEABAPUTEIBHOIO KOHTPOJISI HANPABISIET JOKHOCTHBIM JIMIIAM
Opranuzanuu HalIOMUHAHUS O JOKYMEHTAX, CPOKU UCTIIOJIHEHUSI KOTOPBIX UCTEKAIOT
(3a 3-5 mHel 10 OKOHYAaHUSI CPOKA UCTIONHEHHUS JOKYMEHTA);

pa3 B Mecsll ¥ 0 OKoHYaHuu roga PykoBoautento Opranu3anuu HampaBiseT
OTYETHl O KOJMYECTBE JIOKYMEHTOB, WCIOJHEHHBIX B CPOK, MCIOJHEHHBIX C
MPOJIJICHUEM CPOKa HCIIOJHEHHUSI, HE UCIIOJTHEHHBIX, HAXOAIIMUXCA HA UCTIOJIHCHUU
no Opranu3anuu B 1€JI0M, 1O JOJKHOCTHBIM JIMIAM U, TIPU HEOOXOJUMOCTH, — MO
OTJICJIBbHBIM UCTIOTHUTEIISM.

VII. Opranuszanusi padoTbl HCIIOJHUTENS ¢ JOKYMEHTAMU

7.1. HcnosHuTens nojydaeT JOKYMEHTbl Ha HCIIOJIHEHHE B JI€Hb HX
PacCMOTPEHMSI WK Ha CIEAYIOMUNA pabouymil J€Hb B COOTBETCTBUU C PE30TIOLUIMU
pykoBoacTBa OpraHm3anuu M HENOCPEICTBEHHOro pykoBoaurtensi. CpodHble
JIOKYMEHTBI MePEAAI0OTCS UCTIOTHUTEII0 HE3aMEUIUTEIBHO.

7.2. JJoKyMEHTBI, MOCTYNAIOIIME C PE3OTIOLUAMHA PYKOBOJICTBA, IEPEAAIOTCS
HEIMOCPEICTBEHHO HUCIOIHUTEN0. ECnM TOKYMEHT, MOCTyNUBUIMI Ha MCIOJIHEHUE,
HE MMEET OTHOIIECHHS K KOMIETEHIIMU HWCIIOJHMTENSA, OH B TOT K€ J€Hb WU Ha
CeAyoIuil pabounii 1€Hb BO3BpaIaeT ero B Jenonpou3BoauTeNto AJisl pEIICHUs
BOIIPOCA O TNIEPEHANpPABICHUH €ro Ha WCIOJHEHUE B JIPYyroe MoJpa3eieHue
(IpyroMy MCTIOTHUTEINIO).

7.3. UcnionHeHre TOKyMEHTa Npe1yCMaTpUBAET:

cOop 1 aHaIU3 HEOOXOIMMOM MH(MOPMAITUH;

HOJTOTOBKY NMPOEKTa JOKYMEHTa U €ro 0(popMIIeHHE;

COTrJJaCOBAHMUE MPOEKTA JOKYMEHTA C 3aMHTEPECOBAaHHBIMU JIMLIAMU;

n0paboOTKy TpPOEKTa JOKYMEHTa IO 3aMEYaHHsAM, IIOJIYYEHHBIM B XOJ€
COTJIACOBaHUS U, IPU HEOOXOAUMOCTH, — IOBTOPHOE COTJIACOBAHUE);

MOATOTOBKY chHcKa (yKa3aressl)) pacChUIKM JOKYMEHTa, €CIM JOKYMEHT
aJipecoBaH Ipynie opraHu3alui;

MPEACTABICHUE TMPOEKTa JOKyMEHTa Ha TNOANUCHh  (YTBEPKIEHHUE)
PYKOBOJICTBY;

NOJATOTOBKY JOKYMEHTa K OTIpPaBKE W Neperavy KOMUHM JIOKyMEHTa B JEJO
(BeImosHsIETCS Jlenonporu3BOAUTENEM).

7.4. llpu HampaBi€HWH  JOKYMEHTAa  HECKOJIbKHM  MCHOJHHUTEISAM
OTBETCTBEHHBIM 3a IIOArOTOBKY IIPOEKTa JOKYMEHTA SIBISIETCS WCHOJHUTEND,
YKa3aHHbII B pE30JIONUM TEPBbIM WM OOO3HAYEHHBIH B PE30JIOLNUU  KaK
OTBETCTBEHHBII HCIIOJTHUTEND.

7.5. OTBETCTBEHHBI WCIOJHUTEIb HWMEET TMPaBO JlaBaTh NOPYYEHUS
OCTaJbHBIM HCIIOJIHUTENSIM, TPOBOAUTH pabOyue COBEIIAaHUs [JIsl BBIPAOOTKH
COBMECTHOIO peleHus. Bce ucrnonHuTenn B paBHOM CTENEHH OTBETCTBEHHBI 3a
CBOEBPEMEHHOE W KAYECTBEHHOE WCIIOJIHEHUE TMOPYYEHUSI M IMPEACTABICHUE
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OTBETCTBEHHOMY HCIOJIHUTENI0 B YCTAHOBJEHHbIE UM CpPOKH HEOOXOJMMBIX
MaTepuanoB (IIPOEKTOB JOKYMEHTOB, CIpaBoOK). VcrmonHWTEeNnn He HMMEIOT MpaBa
MPEACTABIATh MPOEKTHl JOKYMEHTOB PYKOBOAMUTEINIO, IABIIEMY MOPYYECHUE, MUHYSI
OTBETCTBEHHOTO UCIOJIHUTEJIS.

7.6. B ciayudae OTCYTCTBUSI UCTIONHUTENSA (KOMAHAUPOBKA, OTIYCK, OOJIE3HB)
JOKYMEHT IO YKa3aHUI0 €ro HENOCPEACTBEHHOTO PYKOBOJAUTENS IepenaeTcs
IpyroMy  HCHOJHHUTENI0 C  O0sA3aTeNbHBIM  COOOLIEHHWEM ero  Qamuinu
JenonpousBoautento st BHeceHUs: usMeHeHuid B OPK nokymenTta B COJl mmm
UHYIO PETHCTPAIIIOHHO-YYETHYIO (GOpMY.

7.7. Ilpu yBOMBHEHUH WJIH MEPEXOJ€ Ha IPYrod y4acTOK pabOThl COTPYIHHUK
00s13aH cllaTh JOKYMEHTHI U JIeJa CBOEMY HEMOCPEICTBEHHOMY PYKOBOJUTEIIO WIIH
M0 €ro yKa3aHWI0 BHOBb HA3HAUYEHHOMY COTPYJHHUKY (B clydae HEOOXOIUMOCTH, —
[0 aKTy MpueMa-Tliepesaun, B KOTOPOM YKa3bIBalOTCS BUABI J1€] (3ar0JIOBKU JE€IT) U
UX KOJIMYECTBO U KOTOPBIN MOANUCHIBAETCS PAOOTHUKOM, MEPEIaBLIINM JOKYMEHTHI,
Y paOOTHUKOM, PUHSBIIUM JTIOKYMEHTBHI).

7.8. Pe3ynpTaTOM HCHOJHEHHS JOKYMEHTa SIBJIIETCS NPOEKT JTOKYMEHTA,
IIOJATOTOBJICHHBIN UCIIOJIHUTEIIEM.

[IpoekT JOKymMeHTa €O BCEMH  HEOOXOJMMBIMU  MPUIOKEHUSIMH,
HareyaTaHHbIA 1 OOPMIIEHHBIA B COOTBETCTBUU C MPABUIIAMHU, YCTAHOBJICHHBIMU B
paznene 3 HWMHCTpYKUMHM, HCHOJHUTENb COIJIACOBBIBAET C 3aMHTEPECOBAHHBIMU
NO/IPa3IeICHUsIMU U JIUL[AMU U, IPU HEOOXOAUMOCTH, C APYTUMH OPTaHU3ALUSIMU.

JIOKyMeHTBI, MpeJHA3HAYEHHbIE ISl OTHOPAaBKHU, O(QOpPMISIOTCA Ha OJlaHKe
OpraHu3anuu ycTaHOBJIEHHOW (opMbl. (s OTIpaBKH JOKYMEHTOB, HE MMEKOUIUX
aJPECHOMN YaCTH, COCTABIISIETCS] COIPOBOIUTEIBLHOE UCHMO.

Ha nokymeHT, pacceuiaeMmblii Oojiee 4eM B Ue€ThIpe ajpeca, MCIOIHUTENb
TOTOBUT CIIMCOK PAaCCBUIKH, ONPENESeT KOJIWYECTBO 3K3EMIUIIPOB JIOKYMEHTa U
1ocjie perucTpanuu o0ecleyuBaeT M3rOTOBJIEHHE HEOOXOAMMOIO KOJIWYECTBA
KOIUH.

7.9. UcnionauTens (OTBETCTBEHHBINA MCTIOTHUTEND) OPTraHU3yeT COTIIACOBAHUE
(BU3UpOBaHUE) MPOEKTa JOKYMEHTa CO BCEMHU 3aWHTEPECOBAHHBIMU JIMIIAMH U
MPOBOJIUT NOPaOOTKY MPOEKTa MO 3aMEYaHUsIM B COOTBETCTBUHU C IyHKTamu 4.1 -
4.11 UHCTpyKLIMH.

[Ipy Hamuuuu OOJBIIOrO KOJMYECTBA 3aMEUYaHUN JO MNpPEeACTaBICHUS
JOpabOTAaHHOTO TMPOEKTa JOKyMEHTa Ha MOANUCh PYKOBOJIWUTENIO HCIOIHUTEINb
TOTOBUT CBOJIKY 3aMeUYaHui (TIPEAJIOKEHUI), B KOTOPOM yKa3bIBACTCS: COJEpKaHUE
3amMedaHus (TIPEeIJIOKEHHUs ), JOJKHOCTh, (haMWIIUs JIMIA, JABIIEr0 3aMedyaHue,
NPUHATO WM OTKJIOHEHO 3aMeyaHue (Eecilu 3aMeyaHUuEe OTKIOHEHO, — IPUYHHY
OTKJIOHECHUS).

7.10. Tlocne nopabOTKU ¥ MOBTOPHOTO BU3UPOBAHUS (COTJIACOBAHUS) TTPOCKT
JOKyMEHTa Iepeaaercss Ha noanucaHue (yTBepxkiaeHue). [Jo mpexncraBieHuss Ha
HOJIMUCh HUCHOJHUTENb TPOBEPSIET MPaBUIBHOCTH O(OPMIICHUS JOKYMEHTa,
IPaBUJIBHOCTh OOPMIICHHUS ajipecara, Haluuhe HEOOXOAMMBIX BU3, MPUIIOKEHUH,
npyu HEOOXOJUMOCTH — CIPaBOK, MOSICHUTENBbHBIX 3aMUCOK, Pa3bsICHIIOMIMX
coJiep>KaHue MOJArOTOBIEHHBIX JOKYMEHTOB, JJUCTa (yKa3aTelsl) PACChUIKH.
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7.11. IlognucaHHbll TOKYMEHT UCIIOJHUTEIb B COOTBETCTBUM C IOPSAIKOM,
YCTaHOBJICHHBIM HacTosiie MHCTpyKIuen, nepenaeT A perucTpaluy U OTIPAaBKU
W/WIIH BKJIFOUEHUS B 1EJI0.

B coorBercTBMM ¢ HOMeHKiIarypou naen OpraHu3anuu  HCIOJHUTENb
oIpeeNIgeT UHIEKC /1e1a, B KOTOPO€E JOJDKEH ObITh BKIIIOUEH JJOKYMEHT.

7.12. B X0ne nCnogHeHNsI JOKYMEHTA UCIIOJIHUTENb UMEET IPABO IIPEAIAraTh
WU3MEHEHHE CPOKA UCIIOJIHEHMS, €CIIM OTCYTCTBYIOT PEAJIbHBIEC YCIOBHUS MCIOJHEHUS
JOKyMeHTa (IOpy4YeHus), JenaTb IOMETKH Ha JIOKYMEHTE O BPEMEHHU €ro
MOCTYIUICHHUS, O JaTax MPOMEXKYTOYHOTO KOHTPOJs, T€IC(POHHBIX U MHUCHMEHHBIX
3ampocax, O 1aTe U Pe3yJIbTaTe OKOHYATEIBbHOIO UCIIOIHCHUS.

7.13. WcnionHuUTENbs HE UMEET MpaBa pasriamarh COACPKaHNEe NOCTYIHUBIINX
K HEMY JOKYMEHTOB M IOATOTOBJIEHHBIX IPOEKTOB CIIY)KEOHBIX JOKYMEHTOB, C
HUMH MOTYT OBITh O3HAKOMJIEHBI TOJBKO JIMIIA, MMEIOIIME OTHOIIEHUE K UX
VICIIOJIHEHUIO.

VIII. ®opmupoBaHne I0KYMEHTAJBLHOr0 (poHaa Opranuzanumn

8.1. OnepaTuBHOE XpaHEHUE NTOKYMEHTOB OpraHuzaiuu 10 Nepeaadyu Ux Ha
XpaHEHHE B apXWB WM YHUYTOXKEHUE OCYLIECTBISETCA B MOJPA3JCICHUSX U Y
paboTHHUKOB OpraHu3alyH.

8.2. B nensax xpaHeHusl, MOMCKA U UCIOJIb30BAaHUS TOKYMEHThI Ha OyMaKHOM
HOCHUTEJIE U DJIEKTPOHHBIE JOKYMEHTHI (DOPMHUPYIOTCS B Ji€la B COOTBETCTBUHU C
HOMEHKJIATYpOU JIEJI.

Homenknatypa  gen  3akpemisger — kiaccudukamuioo  (TPyNIHUpPOBKY)
WCIIOJTHEHHBIX JOKYMEHTOB B Jena (JIEKTPOHHBIE Jeia), CHUCTEMATHU3alUi0 |
WHJEKCAllMI0 [IeJl, CPOKM HUX XPAaHEHUS] U SBISIETCS OCHOBHBIM YYETHBIM
JOKYMEHTOM.

Homenknarypa pnen sBiseTcss OCHOBOM Uil COCTAaBJICHHUS OIKMCEN €Il
MIOCTOSIHHOTO, BpeMEHHbIX (cBbimie 10 JieT) CpOKOB XpaHEHUST U MO JIMYHOMY
COCTaBYy, aKTOB O BBIJICJICHUU K YHUUTOKEHUIO JOKYMEHTOB C UCTEKIINMHU CPOKAMU
XpaHEHMs], a TAKXKe JUIsl yueTa Jesl BpeMeHHbIX (10 10 JeT BKIOYUTENbHO) CPOKOB
XpaHEeHUs.

8.3. Homenkiarypa nen OpraHu3anuu COCTaBJISIETCS HA OCHOBE H3yUYECHUS
cocTaBa M  COJEPKAaHMS  JIOKYMEHTOB, OOpa3sylolIUXcsi B  JEATEIbHOCTH
OpraHuzaiuu, BKIto4Yas JOKYMEHThI, OCTYAOIINE U3 IPYTUX OpraHUu3alui.

8.4. Ilpu cocTaBieHMM HOMEHKJATYphl €Nl CJIEAyeT PYKOBOJCTBOBATHCS
yctaBoM OpraHu3aiiuy, IITaTHBIM paclucaHueM, TUIaHAMH M OT4eTaMu O padoTe
Opranuzanuy, HOMEHKIATYypoll Jiel 32 MNOPOMIEAIINA Trof, JIOKAJIbHBIMHU
HOPMAaTUBHBIMH akTamMu OpraHuzaiuu, COAEpKalllUMHU CBEICHUS O JOKYMEHTax,
oOpasytomuxcsi B jAestenbHOocTH OpraHu3anuy, TUIOBBIMH W MPUMEPHBIMH
HOMEHKJaTypamMu Jen (Iph HUX HaJIW4YUK), BEIOMCTBEHHBIMU W THUIIOBBIMHU
MEePEYHSIMH IOKYMEHTOB C YKa3aHUEM CPOKOB MX XPaHEHUS.

8.5. B HOMeHKnaTypy el BKJIIOYAIOTCS BCE JOKYMEHTHI, OTPa)KArOIINE
NEeATEIbHOCTh MOJpa3feNeHnii U paOOTHUKOB OpraHu3alydd W TMOCTOSIHHO WIU
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BPEMEHHO JCHCTBYIOIIMX OPraHOB (KOMHCCHI, COBETOB, KOMUTETOB), B TOM YHUCIIE
JOKYMEHTBI OTPAaHWYEHHOI'O JOCTYIA, PETUCTPALMOHHBIE M YYETHBIE JKypHalIbl U
KapTOTEKH, B HEOOXOJUMBIX CIIy4asX — KOMUU JTIOKYMEHTOB (KOMUU JTIOKYMEHTOB
BKJIIOYAIOTCS. B HOMEHKJIATypy [€J, €CIM KONUS — EAUHCTBEHHBIM SK3EMILLIP
JIOKyMEHTa B OpraHU3alllid, a TaK)Ke, €CITU KOMMH HEOOXOMUMBI JIJISi OpTaHU3aIiu
JESTENIbHOCTH Toapa3aencHusi). JJOKyMeHTbl, CO3JaHHbIE B DJEKTPOHHOH (opme,
BKJIIOYAIOTCSI B HOMEHKJIATYpy JIeJl MO TEM K€ MpaBUjIaM, YTO U JOKYMEHTHI Ha
OyMa)KHOM HOCHTEJIE.

He BxiouaroTcs B HOMEHKIATYPY €Nl MEPUOJUYECKUE H3JIaHMs, KHUIH,
OpOUIOPHI.

8.6. Homenkmatypa gen  opraHuzaiuud  (CBOJHAsl)  COCTaBIISIETCS
[enonpon3BoauTeneM Ha  OCHOBAHMM  HOMEHKJIATYp  JI€I  CTPYKTYpPHBIX
nojpaseneHuii mo popme, ycranosiaeHHno [Ipapunamu (mpuiiokenne Ne 16).

CBoHast HOMEHKIIATypa JIeJl COCTABISECTCS B MOCIEAHEM KBapTajle TEKYILIEro
roJia Ha MPEJICTOAIINNA KaJeHIAPHBIN roJ.

8.7. Homenknatypa nen Opraauzanumn MOANUCHIBAETCS
J1enonpon3BOAUTENIEM, BU3UPYETCS  PYKOBOJUTEIEM apxuBa (sroM,
OTBETCTBEHHBIM 3a apXWB), COIJIACOBBIBAETCA C HKcrmepTHOW komuccueit (OK)
Opranuzanuu u (Tak kak OpraHuzanus SBJISETCS UCTOYHHUKOM KOMILIEKTOBAHUS
MYHUIMOATBHOTO apXuBa pailoHa), OIMH pa3 B 5 JIeT MpEeACTABISIETCS Ha
COIrJIaCOBaHUE COOTBETCTBYIOLIEH SKCIEPTHO-MPOBEPOUYHON KOMUCCUU APXHUBHOTO
ynpasinenus [IpaButensctBa Yeuenckoit PecniyOnuku (nanee — OIIK) B mopsiake,
ycTaHOBJIeHHOM [IpaBunamu.

Howmenknatypa nen, cornacoBanHas OIIK, yrBepxkmaercss PykoBoautenem
Opranuzanuu 1 BBOAUTCSA B ACHUCTBHUE C 1-TO SIHBaps MpeACTOAIIETO KaJeHIapHOTO
roja.

B cnydae usmenenus QyHkiuii u cTpykTypbl OpraHuzaiiud HOMEHKIIATypa
JI€J1 COCTABJISIETCS, COIVIACOBBIBAETCS M YTBEPIKIA€TCS 3aHOBO.

8.8. CornacoBanHas ¢ JIIK HomeHknaTypa 1€ B KOHIIE KaXKJIOro roja
YTOUHSIETCS, TeperneyvaTbiBaeTcs, yrBepxkaaercs PykoBoautenem OpraHuzanuu u
BBOJIUTCS B JICMCTBUE C | THBaps MPEACTOSUIETO KAJIEHAAPHOTO TO/1a.

8.9. llepBblli DK3eMIULSIp YTBEPKICHHOW HOMEHKIATYPBI JENI SBISAETCA
JIOKyMEHTOM MOCTOSIHHOTO XPaHEHHUS W BKJIOYAETCS B HOMEHKJIATYpy AeN B pa3ziel
JIEJIONPOU3BOCTBA, BTOPOM — HCHOJb3yeTca Jlenonpon3BoauTeneM B KayecTBE
pabouero sK3emIuisipa, TPETUH — mepenaercs B apxuB OpraHuzalyu B KayecTBe
YYETHOTO JOKYMEHTa, JJICKTPOHHAs KOMHUS HOMEHKJIATypbl jAen OpraHuzanuw,
yTBepxkaeHHOM PykoBoautenem OpraHuzanuu, MepeaacTcss B MYHUIUNAIbHBIN
apXHB, ICTOYHHUKOM KOMIUIEKTOBAHUS KOTOPOTO siBsieTcs: OpraHuzaiusi.

B mompaznenenns  (paGotHmkam) OpraHuzanud  HOMEHKJIATypa Jeil
paccbuiaeTcst Jlenonpon3BOAUTENEM B BUAE KONMUN COOTBETCTBYIOIIMX Pa3/iesioB Ha
OyMa)KHOM HOCHTEJIE WIH B dJIEKTPOHHOU (popme.

8.10. Howmenknatypa nen Opra#uzaiiud CTPOUTCS 10 CTPYKTYpHOM
(Ha3BaHUAMM pazjaesioB (MOAPA3ETIOB) HOMEHKJIATYpPbl JIEJI SIBIISIOTCS Ha3BaHUS
CTPYKTYPHBIX TIOApa3AeieHu (AOKHOCTEH paOOTHUKOB), pPAaCIHOJIOKCHHBIC B
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COOTBETCTBHUH C YTBEPKACHHOW CTPYKTYpOH OpraHU3aluu), Wik (YHKIIMOHATIHHOM
cxemMaMm (Ha3BaHUSIMHM pa3/IeIOB HOMEHKJIATYphl JIeNl SIBIISIOTCS HamlpaBJICHUS
nesitebHocTH OpraHu3aivi).

8.11. HomeHkiatypa naen CTPYKTYPHOTO TMOJApA3/ENCHUs COCTaBIsETCS B
KOKIOM  TOApA3NCIICHUH  OpraHu3aiuy  pabOTHUKOM, OTBETCTBEHHBIM  3a
JIETONIPON3BOACTBO  TOJApA3NCIACHUs, TP yY4acTHH  JAPYTUX  PaOOTHUKOB
MoIpa3ieTeHus, TIO/IMACHIBACTCS HETMOCPEICTBEHHBIM PYKOBOJIUTEIIEM
Mo/Ipa3ieNieHus U IPeACTaBIsieTcs J{emonpon3BoauTeio.

Homenknatypa men CTpyKTYypHOTO MOApPA3ACIICHUs] COCTABISIETCS TI0 dhopme,
ycraHoBjeHHOH [IpaBriamu (mpusoskenue Ne 17).

BHOBb cO31aHHOE WJIM pPEOPraHU30BaHHOE TOJIpa3JieleHUe JIOJDKHO B
MECAYHBI CpOK pa3paboTaTb HOMEHKIATypy Jell W TMpPEACTaBUTh €e
J1enonpon3BOIUTEIIO.

8.12. Bce 3aroyioBKM €N, BKIIOUYEHHbIE B  HOMEHKIATypy Jel
uHAeKcupyroTcs. MHaekc nena ykaspiBaercsa B Tpade 1 HOMEHKIATYpbl el U
COCTOMT W3 WHJAECKCAa CTPYKTYpHOro TmojpasjieiieHus (Koja TMoApa3aesieHUs
(IOJDKHOCTHOTO JIMIA) B COOTBETCTBHUM C YTBEPKICHHON CTPYKTypoi OpraHuzaiuu
WM KIacCU(PUKATOPOM CTPYKTYPHBIX TMOJPA3ACICHU) W TOPSIKOBOIO HOMEpa
Jena B paszeie HOMEHKIATyphl Aeil. MHAekchl men o0o3Ha4daroTcs apaObCKuMu
udpamu. Hammpumep: 01-02-05, rae:

01 — Ko CTPYKTYPHOTO TIOIpa3ICICHUS;

02 — K01 TOMKHOCTH PaOOTHHKA,;

05 — mopsAKOBEIIT HOMEp Jelia B pasieiiec HOMCHKIATYPhI JIE.

Jlena mo BompocaMm, HEpa3pelieHHBIM B TEYEHUE OJHOTO T0jia, SBIISIOTCS
«MEePEXOIAIMMI» U BHOCATCS B HOMEHKJIATYpPY J€Jl CJIEIYIONIEro rojila C TeM XKe
WHJIEKCOM. PekoMeHIyeTcsl COXpaHsSITh B HOMEHKIJIATYPE JIeJ OJUHAKOBBIE MHICKCHI
JUTSL OJTHOPOAHBIX JIeJl, BKJIIFOUCHHBIX B pa3HbIC pa3/IeIibl.

Ecim B Teuenume roma B gestenbHocTH OpranHuzarnuu  oOpasyroTcs
JIOKYMEHTBI, HE TMPEAYCMOTPEHHBbIC HOMEHKJIATYpOW JeJ, 3arojOBKHA HOBBIX €1
JOTIOTHUTEIPHO ~ BKJIIOYAIOTCS B HOMEHKJIATypy Jnel. B kaxaoMm pasuene
HOMEHKJIATypbI 1€l JUIsi BHOBb 3aBOJMMBIX JCN TPEIyCMaTPUBAIOTCS PE3CPBHBIC
HOMEpa.

8.13. 3arosioBok nena (rpada 2 HOMEHKJIATYpPHI J1e1) JOJDKEH B 0000IEHHOM
dbopMe oOTpakaTb OCHOBHOE COJEp’)KaHWEe M COCTaB JOKyMEHTOB jena. He
JOTyCKaeTCs YIOTPeOJICHUE B 3aroJioBKE Jiejda HEKOHKPETHBIX (DOPMYIHPOBOK
(«pa3HBle MaTepHabD», «OOIIas MEPENrUcKa»), a TAKKe BBOJHBIX CJIOB U CIIOXHBIX
CUHTaKCUUYECKHX 000POTOB. 3aroJiOBKU A€l MOTYT YTOYHSITHCS B T€UCHHUE TOja B
nporiecce hopmupoBanus U 0ohopmMIICHHS eI

3aroyioBOK JieNa JIOJDKEH COCTOSATh W3 DJEMEHTOB, pacIoyiaraéMbIX B
CJIETYIONIEH TTOCIIeIOBATEIbHOCTH:

a) Ha3BaHMWE BUAA Jiena (MEepenucka, KypHal, J1eJI0) WK BUJA TIOKYMEHTOB,
BKJIIOUEHHBIX B JIEJI0 (MPOTOKOJbI, IPUKA3bI);

0) HaMMEHOBAaHHWE OpPraHU3AIMH, CTPYKTYPHOTO TOJAPa3ICICHUs, TIOCTOSHHO
JNEHUCTBYIONIETO WM BPEMEHHOTO OpraHa, JAOHDKHOCTHOTO JIMIIA, CO3JIaBIIAX
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JTOKYMEHT(b1);

B) HaWMEHOBAaHHE KOppECNOHJeHTa (OpraHu3alud, JUIa, KOTOPOMY
aJipecoBaHbl WJIK OT KOTOPOTO MOJIYUYEHbI JOKYMEHTHI);

I') KpaTKoe cojiep>KaHre JOKYMEHTOB JIeTa;

1) Ha3BaHHUE MECTHOCTH (TEPPUTOPHHU), C KOTOPOH CBSI3aHO COJEpKaHUE
JIOKYMEHTOB JIeJIa;

) nara (mepuoj), K KOTOPhIM OTHOCSITCSI JOKYMEHTHI JIeJa;

) YKa3aHue Ha KOMMUITHOCTh JOKYMEHTOB JIeTa.

8.14. IlopAmok pacHoJOKEHHsSI 3arojOBKOB JIeJI BHYTPH  pa3JeioB
HOMEHKJIATYpPHhI JIeJl ONPEEACTCS CTEEHbI0 BAXKHOCTH JOKYMEHTOB, BKIIOUEHHBIX
B JI€TIa.

B Hauvane pazgena pacnonararorcs  3arojoBKH  JI€d,  COAEpKAIMX
YUpPEIUTENIbHbIE, OPraHU3alMOHHO-TIPABOBBIE U PACIOPSAIUTEIbHBIE TOKYMEHTHI,
3aTeM 3aroJIOBKM JIeJ, COJIepKallluX IJIAHOBBIE, OTYETHBIE, HH(GOPMAIIMOHHO-
AHAJIUTUYECKUE  JIOKYMEHTBI,  JIOKYMEHTBI,  OTpa)Xarollue  JeATeIbHOCTh
MOAPA3JAECICHUSA, MEPENUCKY, B KOHIE pa3/ieiia — PErUCTPAlMOHHBIE U YYETHBIC
YKYpHaJIbl, KAPTOTEKH, Oa3bl JTAHHBIX.

3aroJioBKH €1, COCTABJICHHBIX 110 KOPPECIOHAEHTCKOMY U reorpauyecKomy
MpU3HaKaM, BHOCATCS B HOMEHKJATYpy [l 1Mo ajndaBUTy KOPPECHOHACHTOB WU
reorpauyeckux Ha3BaHUII.

B 3arosoBkax nen, coaep:Kaniux JOKYMEHTBI MO OJHOMY BOIIPOCY, HO HE
CBSI3aHHBIX TIOCJICIOBATEILHOCTRIO PEIICHUs] BOMpPOCAa, B KayecTBe BHUIA Jefia
yHnoTpeOJiseTcsT TEPMHUH «JOKYMEHTBI», a B KOHIIE 3arojioBka B CKOOKax
YKa3bIBAIOTCS HA3BaHUS BUJIOB JOKYMEHTOB, Han0oJiee MpeICTaBICHHbBIX B JIETIe:

«JIOKyMEHTBI 0 MPOBEICHUHN COBEIIAHUN U CEMUHAPOB (IIPOTPaMMBbI, CITUCKH,
JTIOKJIQJIbI )».

TepMUH «IOKYMEHTBI» HNPUMEHSETCS TaKKE B 3ar0JIOBKAxX JEJ, COAEPKAIINX
JOKYMEHTBI-TIPUJIOKEHUSI K KaKOMy-JTHOO JOKYMEHTY (BUIBI JOKYMEHTOB-
MPWIOKEHUIN HE TIEPEUUCIISIOTCS):

«JlokyMEeHTBI K MPOTOKOJIaM 3acenannil [legarornueckoro coperay;

«ITpOTOKOJIBI MPOU3BOJACTBEHHBIX COBEIIAHUM MPU TUPEKTOPE U JTOKYMEHTHI
K HUM.

B 3arosioBkax jen, mnpeaHa3HAYEHHBIX [JIs TPYIIUPOBKU OJHOTUITHBIX
JIOKYMEHTOB, 3Ta rpymnna JOKYMEHTOB YKa3bIBA€TCS BO MHOKECTBEHHOM YHCJIE:

«IIpoTOKOIIBI 3aceIaHN PYKOBOACTBA.

B 3arosioBkax e, coaepiKalux NEpenucKy, yKa3bIBaeTcs, ¢ KeM U IO
KaKOMY BOIIPOCY OHA BEJIETCS:

«Ilepermucka ¢  0oOpa3oBaTEIbHBIMH  YUPEKICHUSMU O  TOBBIIICHUU
KBATH(UKAIIMHA PAOOTHUKOBY.

B  3arosmoBkax gen, CoAEpXKalIUX MEPENUcCKy €  OJHOPOJIHBIMU
KOPPECMOHJAEHTAMH, IOCIEIHUE HE HA3bIBAIOTCA, a YKAa3bIBA€TCS UX BHUIOBOE
Ha3BaHHUE:

«ITepenucka ¢ AOMIKOJbHBIMU 00Pa30BATEIbHBIMU YUPEKICHUSIMUY.

B 3aronoBkax gen, coAepKamUX ~— MEPENHCKY € PasHOPOIHBIMU



54

KOPPECIMOHAEHTAMH, MTOCIEAHUE HE MIEPEUUCIAIOTCS:

«IIepenucka o 3aKJIFOYEHUU U UCIIOTHEHUN MYHUILIMIIATBHBIX KOHTPAKTOBY.

B 3aronoBke [nena yKa3blBAETCS KOHKPETHBIM KOPPECIOHIEHT, €CIU
MEPEINCKA BEIETCS TOJBKO C HUM:

«IlIepenncka ¢ OO0 «I"opcBsA3b» 0 NPEIOCTABICHUH YCIYT CBA3UY.

[Ipu 00o03HAUYEHNM B 3arojOBKax JieJl aJIMUHUCTPATUBHO-TEPPUTOPHUATBHBIX
€UHUL] YIUTHIBACTCS CIIEIYIOIIEE:

€CIM  COAEp)KaHWe  Jena  Kacaercsi  HECKOJbKHX  OJHOPOJHBIX
aIMUHUCTPATUBHO-TEPPUTOPUATIBHBIX €IUHUII, B 3aroJIOBKE JIeJla HE YKa3bIBAIOTCS
UX KOHKPETHBIC Ha3BaHUS, 4 YKA3bIBAETCA UX 00Illee BUOBOE HA3BaHUE:

«llepenucka C yYpexKACHUSAMH KyJbTYpbl MYHULIHUNAIBHBIX PalOHOB
Yeuenckoit Pecriyonukuny,

€CIM  COJepXaHuWe  Jena  Kacaercs  OAHOM  aJIMUHUCTPATUBHO-
TEPPUTOPUAIBHONM  €IUHUIIBI  (HACEJIEHHOTO IMyHKTa), €€ (ero) Ha3BaHue
YKa3bIBa€TCs B 3aroJIOBKE JIENa:

«Ileperucka ¢ ¢ummaniom B YedeHnckoil PecrnyOnuke o IIaHUpOBaHUU U
OTYETHOCTH.

B 3arosioBkax niei, coaepKallux IMJIaHOBYIO WJIM OTYETHYIO JOKYMEHTAIHUIO,
yKa3bIBaeTCs Mepuoji (Mecsll, KBapTay, ToJl) Ha (3a) KOTOPbIA COCTaBJICHBI MJIAHbI
(oTuethl):

«Ot4eThl paboTHUKOB 3a 2018 To»;

«CTaTUCTUYECKUM OTYET O YMCICHHOCTHU, COCTaBE W JIBMDKCHUHU KaJpoB 3a
2017 rom (. Ne 27-rom)».

[Ipu dbopmupoBanuu nena U3 HECKOJBKUX TOMOB (4YacTei), Kpome OOIIEro
3aroJioBKa Jiefia Mpu HEOOXOAMMOCTH COCTABJISIOTCS 3arojOBKH KaXJOro TOoMa
(yactu), yTOUHSIONIME COMlepKaHNUEe TOMOB (JYacTeil) fena.

3aroJioBKH JIeJl MOTYT YTOUHSTHCS B TIpoiiecce popMupoBaHus U opopMiIeHUS
Jen.

8.15. I'pada 3 «KoaudecTBo J1em» 3amOJHICTCS M0 OKOHYAHUHN KaJIeHIApPHOTO
rojga. [lo mocTuxeHun AeiaoM, BKIFOYAONIUM JOKYMEHTHI BpeMEHHbIX (cBbimie 10
JIET) ¥ TIOCTOSIHHOTO CPOKOB XpaHeHusl, o0beMa B 250 JIMCTOB, TOM 3aKpbIBACTCS U
OTKpbIBa€TCsI HOBBIK TOM. B rpade 3 HOMEHKIATYpbl A€l MOCIEI0BATEIBHO
YKa3bIBaIOTCSI HOMEpPa TOMOB U KpailHuE JaThl TOKYMEHTOB KaXKI0T0 TOMA:

T.1.11.01.2018 -
30.06.2018

DJIEKTPOHHBIE Jlefla Ha TOMa (4acTh) He pasiaensdtorca. Bce anexkTpoHHbIE
JIOKYMEHTBI, HE3aBUCUMO OT UX 00BheMa, BKITIOYAIOTCS B OJTHO DJIEKTPOHHOE JIEO.

8.16. B rpade 4 «Cpok xpanenust © Ne cTaTbyd 1O TIEPEUHIO» YKA3BIBAOTCS
CPOKM XpaHEHHUSI JIel U HOMEpa CTaTel IO TUINOBOMY WIIM BEIOMCTBEHHOMY
MIEPEYHIO IOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEHUs, (peneparbHOMY 3aKOHY WIIH
WHOMY HOPMaTUBHOMY ITPABOBOMY aKTYy.

8.17. B rpajde 5 «IIpumMeuanue» mpoCTaBISIIOTCS OTMETKH O 3aBEJICHUM JEI
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(«3aBenmeHo»), o mepexoaamux aenax (Hampumep, «Ilepexomsiiee ¢ 2016 roga»), o
BBIICJICHUHU JIe]l K YHUUYTOKEHUIO, O JIMIaX, OTBETCTBEHHBIX 32 (POPMUPOBAHUE JIET,
0 mepeaaye Jei B IPYryr0 OpraHu3aluio JJis MPOI0JKEHHUS.

Eciu neno ¢opmupyercss B MHOPMAIMOHHOW CHUCTEME M BKIIOYAET
AJIEKTPOHHBIE TOKYMEHTHI, B rpade «lIpumedanne» ormedaercs, 9To AEIO BEACTCS
B DJICKTPOHHOM BHJIE C YKa3aHUEM HAMMEHOBaHUS MH(GOPMAIIMOHHON CUCTEMBI:

«Onektponnble nokyMeHTbl. COJ[ «Kanuemspus», b/ «CnyxeOHbie
3aMUCKI.

8.18. I1o 3aBepuieHNH AENONPOU3BOACTBEHHOTO TO/1a B KOHIIE HOMEHKIIATYPBI
7€l B KaxJAOM IMojApa3feieHud oQGOopMISIeTCsl HTOroBas 3amuch, B KOTOPYIO
BHOCSITCS CBEJICHHMSI O KOJIMYECTBE 3aBEJCHHBIX Jed (TOMOB, YacTeil), OTAEIbHO
MOCTOSIHHOTO UM BPEMEHHBIX CPOKOB XPaHEHHUs, BPEMEHHBIX CPOKOB XpaHEHUS C
ormeTkor «IIIK» m mepexonsamux. MToropas 3amuch IOMONHSAETCA JAHHBIMUA O
KOJIMYECTBE JIEKTPOHHBIX JEJ COOTBETCTBYIOLINX CPOKOB XPaHEHUS.

B wuToroByro 3amnuch CBOAHON HOMEHKJIATYPHI JI€Nl CBEICHHUS BHOCATCS Ha
OCHOBAaHHMH JAHHBIX, MEPEAHHBIX U3 CTPYKTYPHBIX MOjpa3jaeieHuil (pabOTHUKOB)
Opranuzanuu (mpusioxenue Ne 18).

Cenenusi, conepkallhecss B HMTONOBOM 3allMCH HOMEHKJIATYPbI  JIEJ
opraHu3anuy, nepenarTcs B apxuB OpraHuzalud, 0 Y€M B HOMEHKJIAType el
IIPOCTABIIAECTCS OTMETKA C YKa3aHHEM JOJDKHOCTH M MOAMMCH JIHUIA, MEPEAABIIETO
CBEJICHUSI.

8.19. Jlena co mHA uX 3aBeIEHMS 10 nepenadu B apxuB OpraHu3alyyd Wik 10
BBIJICJICHUS UX K YHUUTOXXEHUIO 110 UCTCUCHUHU CPOKA XPAHECHUS XPAHATCS M0 MECTY
ux (OpMUPOBaAHUSI.

Jleno cuuTaeTcs 3aBEJECHHBIM C MOMEHTa BKJIIOYEHHS B HEro MEPBOTO
WCIIOJTHEHHOTO IOKYMEHTA.

8.20. Ilpu ¢dopMupoBanum ngen1 Ha OyMaKHOM HOCHUTENC JIOJKHBI
coOJII01aThCA CeyIOIIMe 001ue IpaBua;

B JIEJI0 TOMEIIAIOTCS HCIOJHEHHBIE JIOKYMEHTBI, COOTBETCTBYIOIIHME IIO
CBOEMY COJEPKAHUIO 3ar0JI0OBKY JIeJia IT0 HOMEHKIIATYpE JE;

MIPUJIOKEHUS TOMEIIAIOTCSI BMECTE C OCHOBHBIMU JJOKYMEHTaMU;

B JIeJ0 BKJIIOYAIOTCA JOKYMEHTbl OJHOTO KaJIEHJApHOro rojaa, 3a
UCKIIFOUEHHUEM TMEePEXOIAIIUX J1ET;

JIOKYMEHTBI MOCTOSTHHOTO U BPEMEHHBIX CPOKOB XpaHEHUS TPYNIUPYIOTCS B
Jiena pasJieNbHo;

B JIEJIO BKJIFOYAETCSI 0 OJTHOMY 3K3EMILISIPY KaXJA0ro TOKYMEHTA;

dakcorpamMmbl, TelerpaMmbl, Tele(OHOTpPAaMMBI TOMEMIAIOTCS B Jena C
MIEPENICKON Ha OOIMX OCHOBAHMSIX;

B JIEJI0 TIOMEMIAOTCS JOKYMEHTHI MPABWIBHO M TIOJHOCTBHIO O(OpMIICHHBIC
(TOKYMEHTBI TOJKHBI UMETh JaTy, TOAMKUCH U IPYTUe HE0OXOIUMbIE PEKBU3UTHI);

B JEJO HE BKIIOYAIOTCA JOKYMEHTHI, MOJIeXallle BO3BpaTy, JHUIIHUE
AK3EMIUISIPHI M YEPHOBUKH (32 UCKITIOYECHUEM 0CO0O0 IIEHHBIX );

no o0BEMY €710, BKJIIOYAIOIIEe JOKYMEHTh Ha OyMa)XHOM HOCHUTEIE, He
JOJDKHO TIpeBbIaTh 250 aUCTOB, mpu ToJMHE HE Oojee 4 cMm (TONIIMHA JIeT CO
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cpokaMu XpaHeHus 10 10 yer He nomkHa npeBwimark 10 cm). [Ipu npepsiieHun
JTAHHOTO O00beMa 3aBOJUTCS BTOpoM ToM. [Ipu HaimMuuu B Jesie HeCKOJIbKUX TOMOB
(uactedl) MHAEKC U 3arojlOBOK Jelia MPOCTaBIAIOTCS Ha KaXJIOM TOME C
nobasinenuem ooo3HaueHuit: «T. 1», «T. 2».

JIOKyMEHTBI BHYTpH JIeJla PacIoiaratoTcs CHU3Y - BBEPX B XPOHOJIOTUYECKOM,
BOIPOCHO-JIOTUYECKOM MOCIE0BATEILHOCTH UM UX COUYECTAHUHU.

PacnopsinutenbHble  TOKYMEHTHl TPYNNUPYIOTCA B Jejla MO BUAAM U
XPOHOJIOTHH C OTHOCAIIMUMUCS K HUM MPUIOKEHUSIMU. [JOKyMEHThI — OCHOBAaHUS K
pacropsAUTEIbHBIM JOKYMEHTAM BKIIFOYAIOTCS B OT/ICJIBHOE JIETIO.

[IpoToKOnBl B J€Jie pacHojlaratoTCs B XPOHOJOTMYECKOM MOPSAIKE M 110
HOMEpPAaM.

JIOKyMEHTBI K 3aceJaHusIM (COBEILaHUSIM) TPYIIUPYIOTCS B OTAEIBHOE JIETI0,
KaK ¥ MPUIIOKEHHSI K TPOTOKOJIaM, €CITM OHM COZIepKaT Oojee 25 CTpaHHil.

JIOKyMEHTBI K IPOTOKOJIaM, €CJIM OHHM CTPYNIIMPOBAaHbI B OTIEIbHBIC JIETA,
CUCTEMATU3UPYIOTCS] BHYTPH J€Ja MO MOPSAAKY HOMEPOB ITPOTOKOJIOB.

JlokanbHbIE HOPMATHUBHBIE AaKThl, YTBEPKIACHHBIE PaCIOPSAUTEIbHBIMU
JOKYMEHTAMU, SIBIIIIOTCA TPUIIOKEHUSMH K HUM M TPYNIUPYIOTCA BMECTE C
YKa3aHHBIMU JIOKYMEHTaMHU.

[Tpukaspl MO OCHOBHOM JIEATEIILHOCTH IPYNIUPYIOTCS OTACIBHO OT MPUKA30B
M0 JMYHOMY COCTaBy U TMPUKA30B 1O aJMUHHUCTPATHUBHO-XO3SMCTBEHHOM
JEATEeIbHOCTH (B COOTBETCTBUM C [lepeyHeM TUMOBBIX YIpPaBIEHUYECKUX apXHUBHBIX
JOKYMEHTOB, OOpa3ylolIUXCd B TPOLECCE JEATCIIBHOCTH TOCYJIapCTBEHHBIX
OpraHOB, OPraHOB MECTHOTO CaMOYIPaBJIEHUS U OpraHu3alliii, C yKa3aHUEM CPOKOB
XpaHEHUs, YTBEPXKICHHBIM IIpUKa3oM MuUHHUCTEpCTBA KYJIbTYphl Poccuiickon
@eneparun ot 25.08.2010 Ne 558 Kk agMHUHHCTPATHBHO-XO35MCTBEHHOMN
JESATETLHOCTH OTHOCSATCS BOIPOCHI 1O COOJIOJEHUIO TIPaBUJI BHYTPEHHETO
pacrnopsifika, dKCIUTyaTallud CIIy>KeOHBIX 3/IJaHUN, TPAHCIIOPTHOMY OOCTY>KHBAaHHUIO,
BHYTPEHHEH CBsI3U, 0OecTieueHnI0 0€30MacHOCTH OpraHu3aluii 1 T.11.).

[Ipukasel 0 JTMYHOMY COCTaBy (OPMHUPYIOTCS B JieJia B COOTBETCTBHUHU CO
CPOKaMHU XpaHEHHUs.

JIOKyMEHTBI B IMYHBIX JIeJIaX PACIIOJIAratoTCs M0 Mepe UX MOCTYILICHHUS.

[lepenucka rpynnupyercs B Aejia MO TeMAaTUKE W/WIM KOPPECTOHJICHTaM M
CUCTEMATU3UPYETCSd B XPOHOJIOTHYECKOW MOCIEAOBATEILHOCTU: JTOKYMEHT-OTBET
noMemniaeTcss 3a JOKYMEHTOM-MpocbOoM  (3ampocom). Ilpu  B0300HOBIEHUU
MEePENUCKU 0 ONpeACICHHOMY BOIPOCY, HauyaBIICHCS B NPEABIAYIIEM TO1Y,
JIOKYMEHTBI BKJIIOYAIOTCS B JEJI0 TEKYIIero roja C YyKa3aHMeM HHJEKca Jelna
NpEeAbIIYIIEro rojia.

DONEeKTpOHHBIC JOKYMEHTHl (OPMHPYIOTCS B JJICKTPOHHBIE Jiella B
COOTBETCTBHHM C HOMEHKJIATYypOH Jell OpraHu3alid B TOW HH(POPMAIMOHHOM
CUCTEME, B KOTOPOI OHM OBLIM CO3J]aHBI T B KOTOPYIO OB BKITFOYCHBI.

8.21. Jlns obecrneueHUs COXPaHHOCTH, Yy4yeTa JIOKYMEHTOB U Jel
CTPYKTYpPHOTO TIOJIPA3ACJICHUs] W OpPTraHU3alld JOCTylla K HUM MPOBOJUTCS
KOMILIEKC padoT:

CO3/IaHHE€ ONTUMAJILHBIX YCIOBUN XpaHEHHUs IOKYMEHTOB U JIEI,
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pasMenieHue ae;

POBEPKA HAJIMYHUS U COCTOSIHUS JOKYMEHTOB U JIET;

coOJII0/IeHre TTOpsIJIKa BbIIaYu JIell.

8.22. [lena pazMemiator B paboynMx KOMHATaX WIH CHEIUAIBHO OTBEIEHHBIX
JUISL 9TOW IeNM TIOMEUIEHHUSX B InKadax, Ha cTeiaxax, yToObl 00ecreunTh HX
COXPAHHOCTb U 3aIUTY OT BO3JIEHCTBUS BPEIHBIX (PaKTOPOB.

Hema i uX ydera W OBICTPOro IOMCKA JOJDKHBI  pPacloJiaraTheCs
BEPTUKAJIBHO, KOPEIIKAMHU HAapyXy M B COOTBETCTBMM C HOMEHKJIaTypoil nen. Ha
KOpEIIKax OOJIOKEK JeJl YKa3bIBAalOTCS WHIEKCHl MO0 HOMEHKJIAType Jej, Mpu
HEOOXOJMMOCTH HOMEP ToMa Jena, Aaty Aena. HomeHknatypa en wiv BBITUCKA U3
Hee MOMEIaeTcs Ha BHYTPEHHEN CTOpOHE Kada.

8.23. IlpoBepku HamU4usl M COCTOSIHUA JOKYMEHTOB M JEJI B LENIX
YCTaHOBJICHHUS]  (DaKTUYECKOTO  Hajgu4Msi  JeJd  JIOJDKHBI  MPOBOJUTHCS B
NOJIPA3JICICHUAX B CIIyqasix:

nepej nepeaadeit JT0KyMeHTOB B apxuB OpraHu3anuy;

IPY IEPEMEILEHUU JEIT;

IpU CMEHE PYKOBOJUTEISI CTPYKTYPHOIO NoJIpa3aesieHus (paboTHUKA);

IpU peopraHu3alvd M JukBuaauuu OpraHu3alud WM CTPYKTYPHOIO
nojApaszeaeHus (MepeMeIieHus iu yBOJIbHEHUS pa0OTHUKA).

[IpoBepka HaNMU4YMs TPOBOJUTCS MyTEM CBEPKHU CTaT€l HOMEHKIIATYpPbI JEII C
OMHMCAHHUEM JIe]l Ha 00JIOKKE, @ (PU3HUUECKOE COCTOSTHUE JEIT ONPENEsAeTCs MyTeM UX
BU3YaJIbHOTO MTpocMOTpa. Bee oOHapykeHHbIE HEAOCTATKH TOJKHBI (DUKCUPOBATHCS
B aKT€ NMPOBEPKU HAJIMYHSI U COCTOSTHUS L.

8.24. B cnmydae BBISIBIICHUSI OTCYTCTBUS JI€JI, YUCISAIIUXCS 110 HOMEHKIIATYpE
JieNl, PYKOBOJCTBOM TNojJpa3zaefeHuil (paOOTHUKOM) NMPUHUMAIOTCS MEphl MO HX
po3bICKy. Ecnu po3bICK 1€ HE JaeT pe3yJibTaTa, COCTABIISIETCS CIPABKa O IPUYUHAX
UX OTCYTCTBHs, KOTOpas MOJNUCBIBAETCS PYKOBOIAUTEIEM IMOJAPa3ACICHUS
(paboTHHKOM) U TIpeacTaBisieTcs Jeaonpon3BOAUTENIO.

dakt yrpathl gena (men) (dukcupyercs B aKTe, COCTaBIIIEMOM
JlenonpousBoauTeNIEM U PYKOBOAMTEIEM  CTPYKTYPHOIO  MOJpa3JeieHUs
(pabOTHHMKOM) B TpeX JK3EMIUIIpax: MO OJHOMY SK3EMIUISIPY aKTa XPAHHUTCS Y
Jlenonpou3BoANTENsI W CTPYKTYpHOM TonpasznencHuu (y paOOTHWKA), TpETHid
DK3EMIUISIp aKTa MpeicTaBiseTcs B apxuB OpraHuzanuu Ipu Iepeaade Jaen
CTPYKTYpPHOTO Tojipa3iencHus (padOTHUKA) HA apXUBHOE XpaHEHHE.

8.25. DOkcmeprh3a LEHHOCTH JIOKYMEHTOB IIPOBOJMTCS Ha  OCHOBE
3aKOHOJATEJNBHBIX W HWHBIX HOPMATUBHBIX IIPABOBBIX AaKTOB Poccuiickoun
denepanuy, yCTaHABIMBAIONIUX TPEOOBAaHUS K CPOKAM XpaHEHHUS JTOKYMEHTOB,
TUIIOBBIX W BEAOMCTBEHHBIX IMEPEYHEH JOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHEHUS:

IIPU COCTABJICHUH HOMEHKJIATYPbI J€;

IIpY MOATOTOBKE A€ K nepeAade B apxuB OpraHuzaiuu;

B apxuBe OpraHnu3alui.

8.26. Jlnsg opraHuzanuu ¥ OpOBEIEHUS padOThl MO 3KCHEPTU3E LEHHOCTH
JOKyMeHTOB B OpraHuzaiuu npukazoM PykoBoOAWTENS CO3[aeTcs HKCIepTHas
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komuccus (nanee — IK).

3amauu, ¢yHKUMM, TpaBa, opraHuzamnus pabotel DK  ompepensroTcs
MOJIOKEHUEM O HeHl, KOoTopoe pa3pabaTbiBaeTcsi Ha OCHOBAHHM IMPUMEPHOTO
MOJIOKEHUS, YTBEPKACHHOTO MpukazoM @DenepaabHOTO apXUBHOTO areHTCTBa OT
11.04.2018 1. Ne 43 «O6 ytBepxknenuu [IpumepHOro monoxeHus 00 SKCHEPTHOU
KOMMCCHUU OpTraHU3aluN».

8.27. OcnoBHbIMH (pyHKIMIMH DK sSBISIOTCS:

OpraHM3aIysl eKEroJHOro oToopa Aes A XpaHEHHUS U YHUUTOXKEHUS;

PAacCMOTpPEHHUE U COIIACOBAaHHUE MPOEKTa HOMEHKIATYphl Jen OpraHusaiu,
omucel Jied MOCTOSIHHOTO U BpeMEHHBIX (CBhIlIEe 10 J€T) CpOKOB XpaHEHHUSI, B TOM
Yyclie O JMYHOMY COCTaBy, aKTOB O BBIJCJICHHUM K YHUYTOXEHUIO e, He
MOJIeKAIINX XPAHCHHUIO;

ydyacThe€ B TOJTOTOBKE M PACCMOTPEHHHM TMPOEKTOB HOPMATHBHBIX U
METOJMYECKHX JOKYMEHTOB MO BOIIPOCaM padoOThI C JoKyMeHTaMu B OpraHu3aiiui.

8.28. DOkcmepTh3a LEHHOCTH JOKYMEHTOB OCYIIECTBISIETCA €KETOJHO
paboTHHUKaMU Mojpa3zaesieHuii comecTHO ¢ DK opranuzanuu u moja METOUYECKUM
pykoBoacTBOM JlenonpousBoaureiss Opranu3anni.

8.29. Ilpu npoBeeHNN IKCIIEPTU3bl HEHHOCTH TOKYMEHTOB IIPU MOJArOTOBKE
Jien K nepenaye B apxuB OpraHu3aliy OCyIIECTBIISIETCS:

OoTOOp JTOKYMEHTOB IOCTOSSHHOTO M BpeMEHHBIX (cBbImie 10 jeT) cpokoB
XpaHeHus JJis nepenayu B apxuB OpraHusaliuy;

0TOOP JOKYMEHTOB BpeMEHHBIX (70 10 JeT BKIIOUUTEIBHO) CPOKOB XPaHECHUS
u ¢ mnomerkamu «Jlo MwuHOBaHWMS HagoOHOCTH», «J[0 3aMeHBI HOBBIMUY,
MO/IJIeKAIINX JATbHEHIIIEMY XpPaHEHUIO B CTPYKTYPHBIX TOJIpa3IeICHUSX;

BBIJICJICHUE K YHMUYTOXXCHHIO JIeNl 3a MPEIBIIYIINE TOJbI, CPOKH XPaHEHUS
KOTOPBIX UCTEKIH.

OnHOBPEMEHHO TMPOBEPSETCS KAYECTBO M MOJHOTA HOMEHKIATYPHI €7
OpraHu3aluu, TPaBUILHOCTH OMPEACIICHUS CPOKOB XpaHEHUS JE.

8.30. Jlema moCTOSHHOTO M BpeMEHHBIX (cBbile 10 J€T) CPOKOB XpaHEHUs
MO/JICkKAT TMOJUCTHOMY MPOCMOTPY MJisi BBIACICHUS W3 HUX COCTaBa JOKYMEHTOB
BpeMeHHBIX (710 10 JieT) CpOKOB XpaHEHHUSI.

Hena ¢ ormetkon «IIIK» moaBepratoTcs MOJMCTHOMY IPOCMOTPY B LEJSAX
ONMpENENEeHUs] W BBIJACICHHS U3 MX COCTaBa JIOKYMEHTOB, MOJIEKAIIUX
MOCTOSIHHOMY XPaHEHUIO.

8.31. OTOO0p 2JIEKTPOHHBIX JOKYMEHTOB Ui Mepeiayu B apxuB Opranuzanuu
OCYUIIECTBIISIETCS. B aBTOMATU3UPOBAHHOM PEXUME MyTeM 0TOOpa JTIOKYMEHTOB W3
0a3 maHHBIX MH()OPMAIMOHHBIX cHcTeM Mo mnpu3Haky «MHaekc nmema» («Cpok
XPaHEHUs»).

8.32. Tlo pe3ynbraram 3KCOEPTHU3bI LIEHHOCTU TOKYMEHTOB B OpraHu3anuu
POBOIUTCS OOPMIICHUE JEN U COCTABIISIIOTCS OMHUCH JIeJT TTIOCTOSSHHOTO XPaHCHMUSI
(mpuaoxkenne Ne 19), Bpemennbix (cBbime 10 J1€T) CpPOKOB  XpaHCHHS
(mpuaoxenne Ne 20) 1 1o auuHOMY cocTaBy (mpuiioskeHue Ne 21), a Takke akThl O

BBIACJIICHUN K YHI/I‘ITO)KCHI/IIO ACJI, HC ITOAJICKAIIUX XpaHCHI/IIO (l'[pl/IJ'lO?KeHI/Ie N‘_’
22).



59

Onucu Aen MOCTOSIHHOTO XpaHEeHHs, BpeMeHHbIX (cBbimie 10 jeT) cpokoB
XpaHEHUsI U TIO JIMYHOMY COCTaBy, a TakXK€ aKThl O BBIJCJICHUH K YHUUYTOKEHHUIO
Jied, He TMOJJIeXKAlIMX XpaHeHWIO, paccMarpuBaroTcss Ha 3acenanun  OK
Opranuzanuu onHoBpemMeHHO. CornacoBanHbie DK akThl M ONUCH MOAJIEkKAT
cornacoBanuto  (yrBepxkzaeHunro) OIIK  wm  mociae 3TOro  yrBEp:KIarOTCS
PykoBoautenem OpraHuzanum.

8.33. Jlena, obpa3oBaBiiuecs B AesTeNbHOCTH OpraHu3aiii U MoIexKaIine
XpaHEHUIO, TMPOXOJAT TMOJHOE WM 4YacTuyHoe odopmieHue. [lomHOoMY
oopMIICHUIO TIOMJICKAT Jieida BpeMEHHBIX (cBbime 10 JIeT) CPOKOB XpaHEHHS H
MOCTOSTHHOTO XpaHeHus. Jlena BpemeHHbIX (10 10 J1eT) CpOKOB XpaHEHUs MOJIekKAT
YaCTUYHOMY O(DOPMIICHUIO.

Odopmienne nen mpoBogutTcss B OpraHuzaiuu 1o MecTy (popMupoBaHUs
JIOKYMEHTOB B JI€JIA.

8.34. TlonHoe odopmiieHue nena Ha OyMaKHOM HOCHUTEIE BKIIIOYAET:

odopmIIeHHE PEKBU3UTOB OOJI0KKH A€Ta;

HYMEPALNIO JINCTOB B JIEIIE;

COCTABJICHHE JIMCTA-3aBEPUTENS JEIIa;

COCTaBJICHHE B HEOOXOUMBIX CIy4yasiX BHYTPEHHEW ONUCH JOKYMEHTOB JI€Na;

MOJIIMBKY U MEPEIUIET J1eTa;

BHECEHHE HEOOXOUMBIX YTOUHEHHUI B PEKBU3HUTHI 00JIOKKM Jeia (yTOUHEHUE
Ha3BaHUs OpraHU3alMM, UHIEKCA Jea, KpalHUX JaT JieJia, 3arojoBKa Jena).

JIucT-3aBepuTeNb Jefia, BHYTPEHHSS ONUCh JOKYMEHTOB Jelia U OO0JIOXKKa
Jiea COCTaBIISIOTCS 1O (hopMaM, YCTaHOBJICHHBIM MpuJiokenueM NeNe 23-25,

8.35. Jlena BpemenHbix (0 10 5eT BKIIOUUTENTHHO) CPOKOB XPAaHEHHS,
NOJUIeKAlIe YaCTUYHOMY OGOpPMIICHHIO, JIOMYCKAE€TCd XpaHWUTh B IANKax, B
KOTOPBIX Ji€J1a XPAHWIUCh B JEJIONPOU3BOJICTBE, IEPECUCTEMATU3ALNS JOKYMEHTOB
B JI€JI€ HE MPOBOAMTCS, JUCTHI J€JIa HE HYMEPYIOTCS, JIUCTBI — 3aBEPUTEININ JE€JIa HE
cocraBisitorcs. Ha o00mokke jgena B COOTBETCTBUM C HOMEHKIIATYpOW  Jiend

OpFaHI/I3aI_[I/II/I 3aIIOJIHATOTCSA PCKBU3UTHI: HanMCHOBAHUC OpFaHHBaI_[I/II/I,
HAaMMCHOBAHUC IIOAPA3ACIICHHUA, HMHIACKC ACJa, 3aroJOBOK [C€JIa, CPOK XPaHCHHA
JAOKYMCHTOB.

8.36. Ha o6noxke nen BpemeHHbIX (CBbIe 10 j€T) CpOKOB XpaHEHHUs U MO
JMYHOMY COCTaBY YKa3bIBAKOTCH:

HaMMEHOBAHHE BBILIECTOSIIECH OpraHu3aliy (OpraHu3auy — yuYpeIuTens);

HAaUMEHOBaHUE OpraHU3AlINH;

HAaUMEHOBaHUE CTPYKTYPHOTO MOJIpa3IeIeHHUS;

MHJIEKC JieJia 0 HOMEHKIaType Je;

HOMEp Toma (4acTH);

3aroJI0BOK Jiefa (ToMa, 4acTh);

KpaitHue AaThl Jiena (Toma, 4acTH);

KOJIMYECTBO JIUCTOB B JIEIIE;

CPOK XpaHEHUS JeIa;

apXUBHBINA UGP aena.

Ha o0noxkkax pgen TMOCTOSSHHOTO  XpaHEHWs HaJl HauMEHOBaHUEM
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OpraHu3aiuu yKka3blBaeTCs HAMMEHOBAHUE MYHHUIMIIAIBLHOTO apXMBa, UCTOUHUKOM
KOMILJIEKTOBAHUSI KOTOPOTO BhICTynaeT Opranu3anusi.

8.37. Ilpu oopmieHrnn 00JIOKKH Jielia:

HAaUMEHOBAHHUE BBIIIECTOSIICH OpraHu3aluu (OpraHu3alud — YUPEIUTENs),
IIpYU €€ HAJIMYHUH, YKA3bIBACTCS MOJHOCTHIO B UMEHHUTEILHOM ITaJIe)Ke, MO MOTHBIM
HAaWMEHOBAaHUEM B CKOOKax yKa3bIBaeTCs OQHUIIMATLHOE MPUHSATOE COKPAIIEHHOE
HauMEHOBaHUE (IIPU €ro HAJIMYUHN);

HanMeHoBaHne OpraHu3allid yKa3bIBA€TCS TOJTHOCTHIO, B MMEHHUTECIHHOM
najexe, ¢ ykazaHueM O(QUIIMATIBHO MPUHSATOTO COKPAIIEHHOTO HAMMEHOBAaHUS (TIpH
€r0 HAJIMYUH), KOTOPOE YKAa3bIBAETCS B CKOOKAX IMOCIIC MTOJTHOTO HANMEHOBAHMSI,

HAaUMEHOBAaHUE CTPYKTYPHOTO TOIpPA3ACIICHUs] YKa3bIBACTCS MOJHOCTHIO B
COOTBETCTBHUM C YTBEPXKACHHOW CTpyKTypoil Opranuzanuu (Opu HaJIUYUH
COKpAIIIEHHOTO HAaWUMEHOBAaHHUS CTPYKTYPHOTO TOJIpa3JIeleHUs] OHO YKa3bIBAeTCs B
CKOOKax);

UHJICKC JieJla TPOCTAaBJISETCS B COOTBETCTBUU C HOMEHKIATYpOH el
Opranuzanuu;

3aroJIOBOK Jiejla TEPEHOCHTCS U3 HOMEHKJIaTypel naen OpraHuzauuu (B
HEOOXOMMBIX CIIyJasiX B 3aTOJIOBOK BHOCSITCSI yTOUHEHU );

natel aena (roj(bl) 3aBeICHUSI 1 OKOHYAHUS JIeJia B IEJIONPOU3BOJICTBE).

[Ipu wu3mMeHeHnn HamMeHOBaHUS OpraHu3aliid WU TOAPA3ACICHUS B
TEUCHUE TIePHO/Ia, OXBATHIBAEMOTO JOKYMEHTAMH JIelia, WU MPHU Tepeaade nea B
JIpyroe Toapa3ieficHHe Ha OO0JOXKe Jefla TOJ TMPEKHUM HauMEHOBaHHEM
yKa3bIBacTCs HOBOE HaMMeHOBaHWe OpraHm3anuu (MOApa3NeNcHUs), a IMPEeKHEee
HAaWMEHOBAHUE 3aKJTIOYAETCS B CKOOKH.

WNHunekc aena u 3aroioBOK Jiesia IEPEHOCATCS Ha 00JIOKKY U3 HOMEHKIIATYpPhI
nen. Eciau neno cocTouT u3 HECKOIBKUX YacTeH, Ha 00JI0KKY KaKI0T0 ToMa (4acTu)
BBIHOCHUTCS OOIIHIT 3ar0JIOBOK JIeJia M 3aroJIOBOK KaXK/10M YacTu (IIpH ero HAJIUYuM).

JlaToii nen, cofepiKaliux pactopsaUTEIbHYI0 TOKYMEHTAINIO, a TaKXKe e,
COCTOSIIIIUX U3 HECKOJIBKUX TOMOB (YacTeil), SBISIFOTCS KpaHUE JaThl JOKYMEHTOB
Jena, TO €CTh JaThl (YKCI0, MECAl, TOJ|) PErucTpanuu (COCTaBICHUS) CaMOTO
paHHETO W CaMoOro TMO3JHETO JTOKYMEHTOB, BKIIOUEHHBIX B Jeio. [Ipu 3ToM ncHb
Mecsala (IBa 3HaKa) U roj (YeTblpe 3HaKa) 00O3HAYAIOTCA apaOCKUMH HUppamu,
Ha3BaHUE MecsIla MUIIETCS CIIOBOM. Eciam B A€I0 BKIIIOYEHBI JOKYMEHTHI, JAThI
KOTOPBIX BBIXOJAT 3a KpallHWE JaThl AeNa, TO TMOJ JaTaMU Jejla, ¢ HOBOW CTPOKH
JieNiaeTcs 3aMuch: «B mene nMeroTcst TOKyMeHTHI 3a...ro1 (bI)». JlaThl 1emga MoryT He
YKa3bIBaThCS Ha O0JIOKKE JIEN, COACPIKAIINX, HAIPUMED, TOIOBBIC TUTAHBI U OTYETHI,
TaK KaKk OHU OTPAXKalOTCS B 3ar0JIOBKaXx JIedl.

JlaTamu aena, copepKaIiero mpoTOKOJIBI 3aCEIaHUM, SBIISIOTCS AaThl IEPBOTO
Y TIOCJIETHETO MPOTOKOJIA.

KpaliHumu matamul JTMYHOTO Jieia SIBJISIIOTCS JaThl MOJIUCAHUS TPUKa3a O
npueme (IpU HAJTUYUU TPYAOBOTO JOTOBOpA — JlaTa €ro 3aKII0YEHUs) U MprKa3a 00
YBOJILHCHHH JIMIIa, HA KOTOPOE OHO 3aBeJeHO. B ciydae cMepTH sniia, Ha KOTOPOe
3aBEJICHO JIeJI0, KOHEUYHOW JaTOi SBISETCS JaTa JOKYMEHTa, M3BEIIAIOIIETO O €ro
KOHYHUHE.
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PekBU3UT «CpOK XpaHEHHs Jeja» TMEPEeHOCUTCS Ha OOJIOKKY Jena u3
HOMEHKJIATYypBhI JIEJI IOCIIE CBEPKU €TI0 CO CPOKOM XPAHEHUS, YKA3aHHBIM B IIEPEYHE
TUTOBBIX JTOKYMEHTOB WJIH B BEIOMCTBEHHOM NEPEYHE JOKYMEHTOB, C YKa3aHUEM
CPOKOB XpaHECHHUSI.

Ha nenax nocTOSHHOIO XpaHEHUs MUIIETCS: «XPaHUTh TOCTOSIHHOY.

8.38. Ilo OkOHUaHWM rojla B HAANHCH HAa OOJIOKKAX €N MOCTOSIHHOTO H
BpeMeHHbIX (cBblie 10 J€T) CpOKOB XpaHEHUS BHOCATCA YTOYHEHHS: NpH
HECOOTBETCTBUM 3aroJjOBKa JEJ Ha OOJOKKE COACPKAHUIO MOAMIUTHIX JOKYMEHTOB
B 3ar0JIOBOK JI€J1a BHOCSITCS UBMEHEHUS U IONIOJIHEHHUS.

HanmenoBanust Opranus3anuu ¥ MOJpa3JeieHus, ToJ U HOMEp Jena MOTYT
MPOCTABIIATHCS Ha OOJIOKKE C MTOMOIIIBIO IITAMIIA.

8.39. B mensx oOecreyeHUs: COXPAaHHOCTH U 3aKpeIUICHHs TOpsAJKa
pPacnoyIOKEHUsI JOKYMEHTOB, BKJIIOUEHHBIX B JIEJIO, BCE €ro JIMCThI, KPOME JIMCTa
3aBepUTENIE M BHYTPEHHEH OIMCH, HYMEPYIOTCS apaOCKuMu HudpamMu BaJIOBOMN
HyMmepanuent. JIucTel HyMepyroTcsi rpadUTOBBIM KapaHJAIOM WM HYMEpPaTopoM
(ymoTpeOieHue 4YepHWI U IBETHBIX KapaHJamied s HyMmepalud JHCTOB HE
JIOTYCKaeTCs) CBEpXY BHU3, ITU(MPHI MPOCTABJISIOTCS B IPABOM BEPXHEM YTy JIUCTA,
HE 3aJIeBasl TEKCTa JOKyMeHTa. JINCThI BHYTPEHHEHN OMKUCH HYyMEPYIOTCS OTIAENBHO.

JIMCTBI 1€, COCTOSIIIMX M3 HECKOJbKMX TOMOB WJIHM YacTed, HyMEpPYIOTCA IO
KQKJIOMY TOMY HUJIM YaCTH OTAEJBHO.

JIOKyMEeHTBI ¢ COOCTBEHHOW HYMEpalHMeWl JUCTOB HYMEpPYIOTCS B 0OLIeM
HOPSIZIKE.

JIuct moboro (opmara, MOAIIMTHIN 32 OJUH Kpal, HyMEpyeTcs KakK OJIUH
JIUCT B MPaBOM BepxHeM yriry. CI0KEHHBIHN JTUCT pa3BOPAYNBAETCS U HYMEpPYETCS B
IPaBOM BEpPXHEM yriy. JIUCT, CIIOKEHHBIM M NOAIIUTHIA 32 CEPEAUHY, IOIJIEKHUT
NEPEIINBKE U HyMEPYETCS KaK OJIUH JIUCT.

Ecnu B €710 MOAIINMT KOHBEPT C BIIOKEHUEM, CHadajga HyMEpyeTCsl KOHBEPT,
a 3aTe€M OYEpEIHBIM ITOPSAKOBBIM HOMEPOM Ka)KI0€ BIIOKEHUE B KOHBEPTE.

Ecniu B nHymepanuu nuctoB pgomymieHo Oosnee 10 ommbok, Bce meno
HyMmepyeTcs 3aH0BO. [Ipu 3TOM cTapele HOMEpa 3a4€pKHUBAIOTCA, U PAJOM CTABUTCS
HOBBIM HOMEP JIUCTA.

[Ipy HanMuuM OTHENBHBIX OIIMOOK B HyMEpaluu JHUCTOB JIOMYCKaeTcs
ynoTpeOJieHnEe JIUTEPHBIX (C OYKBEHHBIMU JTOTIOJIHEHUSIMH ) HOMEPOB JIUCTOB.

8.40. ITocne 3aBepuieHUs] HyMEpaILUK JIUCTOB COCTABIISIETCS JIUCT-3aBEPUTEIID
Jiena, KOTOpbIA pacrnojiaraeTcsi B KoHLE jena. B nucre-3aBeputene uudpamu u
MPOMUCHIO YKA3bIBAIOTCS KOJUYECTBO JMCTOB B JAaHHOM Jejle, OCOOEHHOCTH
OTZIECJIbHBIX JOKYMEHTOB (HESCHBIN TEKCT, Pa3pbIBbl, CKICHUKH).

JIucT-3aBepuTenb Jena IMOANUCBIBAETCS €ro COCTABUTEIEM C YKa3aHUEM
JIOJDKHOCTH, MTHUITMAJIOB ¥ (DaMUJTUH, TaThl COCTABJICHHUS.

KonuyecTBO 7MCTOB B J€ie, YKa3aHHOE€ B JIMCTE-3aBEpUTENe Jena,
IPOCTaBIsIETCS Ha OOJIOXKKE Jena.

Eciu npeno mepersietTeHO M HOAMIMTO O€3  JIMCTa-3aBEpUTENs, TO
COCTAaBJICHHBIN JINCT-3aBEPUTEINIb IOJAKIEUBACTCA K BHYTPEHHEH CTOPOHE 3aJHeH
00JIOKKH Jera.
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8.41. Jlns yuyera NOKYMEHTOB OMNPEIEICHHBIX KATErOpUd MOCTOSHHOIO U
BpeMeHHOTO (cBbIie 10 J1eT) CpOKOB XpaHEHUs!, yUeT KOTOPBIX BbI3BAH CIIEHU(PUKOI
JIOKyMEHTAIMH, BKJIIFOUEHHOH B JIEJI0, COCTABIIACTCS] BHYTPEHHSS OMUCH JOKYMEHTOB
niena, moMeniaeMas B €ro Hauaso.

BHyTpeHHs1 ONUCh BKIIIOYAETCS B i€, UMEIOLIUE OCOOYI0 3HAaYUMOCTb, a
TaKkKe B Jiena, chOpPMUPOBAHHBIE MO BHJAM JIOKYMEHTOB, 3arOJOBKH KOTOPBIX HE
PacKpBIBaIOT KOHKPETHOIO COIEPKAHUS JOKYMEHTOB.

BHyTpeHHsI1 OnuCh JOKYMEHTOB Ji€Jla COCTAaBJISETCS TAaKKE€ Ha OObEMHbIC
Jiesa MOCTOSIHHOTO U BpeMEHHBIX (cBbIlIe 10 JIeT) CpOKOB XpaHEHHUs B LEJSIX ydeTa
1 OBICTPOrO HAXOXKJIECHHSI TOKYMEHTOB B JIEJIE.

B koHIle BHYTpEHHEH ONUCH yKa3bIBaeTCs UG pamMu U IPOIMUCHIO KOJIMYECTBO
BKJIIOYCHHBIX B HEE JJOKYMEHTOB U KOJMYECTBO JTUCTOB BHYTPEHHEH OMUCH.

BHyTpeHHsI OIMCh JOKYMEHTOB J€Jla IOJIMCBIBAETCS COCTaBUTEIEM C
yKa3aHUeM JOHKHOCTU, MHUIIMATIOB U (paMUJINH, TaThl COCTABIICHUS.

Eciu pgeno mnepemsiereHO W HOAMIMTO O€3 BHYTPEHHEH OIUCH, TO
COCTABJICHHAsI BHYTPEHHSSI OIMCH MOAKJIEUBAETCA K BHYTPEHHEH CTOPOHE JIMIIEBOU
00JI0OXKKH Jena.

8.42. JIokyMeHTBI TMOCTOSIHHOTO, BpEeMEHHBbIX (cBhimie 10 J€T) CpPOKOB
XpaHEHUs U 10 JIMYHOMY COCTaBY, COCTAaBJISIOIIME JI€JI0, TTOMEIIAIOTCS B TBEP/AbIE
OOJIO)KKM M3 KapTOHA, MOJUIMBAIOTCS B YEThIpE NPOKOJA WA NEPEIIETaloTCs C
Y4E€TOM BO3MOKHOCTM CBOOOJIHOTO YTEHUS TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U
pe30JIIOLMIT HAa HHUX. Pe30ionuM pyKOBOJCTBA, COCTABJICHHBIE HAa OTIECIBHBIX
JUCTaX, MOMEMIAIOTCA Nepen JOKyMeHTOM. [Ipu MOAroToBKe Nl K MOJIIMBKE
(meperieTy) TpoBepseTCS MPaBUILHOCTh UX (POpMUPOBaHUS, O(POpPMIICHHS, BCE
IUIACTUKOBBIE W METAUIMYECKHE KpEIUIEHUs, a TaKXe TEePMONEPEIUIEThl U3
JOKYMEHTOB YIAJISIFOTCS.

Jlena TMOCTOSIHHOTO XpaHEHHUs, COCTOSIIME M3 0CO00 LEHHBIX WM
He(OpMATHBIX JIOKYMEHTOB, MOTYT TPUHUMAThCA HA XpaHEHUE B 3aKPBITHIX
TBEPJIBIX MANKaX ¢ TPeMsl KJlaraHaMu U C 3aBA3KaMH WK B KOPOOKax.

8.43. IloaroroBka »3JEKTPOHHBIX JIOKYMEHTOB K IIepellai€ B apXuB
OpraHu3aiuu OCYIIECTBISIETCS CTPYKTYpHbIM TojpazfenaeHueM OpraHuzanuu —
BJIAJENBIIEM COOTBETCTBYIOIIEH WH(MOPMAIMOHHOW CHUCTEMBI COBMECTHO C
noApaszaeiaeHueM  (CIeUHaIUCTOM),  OOecHeurBAIIMM  (PYHKIIMOHUPOBAHUE
MH()OPMAITMOHHOW CUCTEMBI.

8.44. Tlpu noAroToBKE JIEKTPOHHBIX JOKYMEHTOB, OTOOpaHHBIX K Mepeaaye B
apxuB OpraHu3aiiy, BBIIOJHAIOTCS CIEAYIOIINE OCHOBHBIE MPOIEAYPhl pabOTHI €
JOKyMEHTaMU:

KOHBEpTALUs 3JEKTPOHHOTO JOKyMEHTa B (opMaT apXMBHOTO JOKyMEHTa
(myHkT 4.34 IpaBun);

¢opmupoBanrne B HMH(OpPMALMOHHOW cuctemMe OpraHu3aluu 3JIEKTPOHHBIX
JieN1, SIBISIOIIMXCS COBOKYIHOCTBIO KOHTEMHEPOB 3JIEKTPOHHBIX JOKYMEHTOB WJIU
KOHTEHHEPOM 3JIEKTPOHHOTO JTOKYMEHTA, BKJIIOYAKOUIEM: KOHTEHT U METaJaHHBbIC
AIIEKTPOHHOTO JIOKYMEHTA, (haidjibl SJEKTPOHHBIX MOAIUCEN U BU3YyaAIM3UPOBAHHYIO
KOITHIO TEKCTOBOTO 3JIEKTPOHHOTO I0KyMeHTa B (hopmate PDF/A;
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dbopMHpOBaHHE OIMUCHU DJIEKTPOHHBIX JIe7, JOKYMEHTOB CTPYKTYPHOIO
MOAPA3ACIEHUS;

MUTpalMsl  DJEKTPOHHBIX JIOKYMEHTOB Ha (U3NYECKH 000COOJICHHbIE
MaTepUaAJIbHbIE HOCUTEIH, €CIU TIOKYMEHTHI MepearoTcs B apxuB OpraHu3aluu He
110 HHPOPMAITMOHHO-KOMMYHHUKAIIMOHHBIM KaHaJIaM;

MPOBEPKA BOCIIPOU3BOJUMOCTHU JIEKTPOHHBIX IOKYMEHTOB;

MpOBEpPKa  BJEKTPOHHBIX  JOKYMEHTOB HA  HaJW4yue  BPEJOHOCHBIX
KOMIIBIOTEPHBIX IPOTPaMM;

MOATBEPKAECHUE LEIOCTHOCTH 3JIEKTPOHHOTO JeJia 3JEKTPOHHOM MOANMHCHIO
PYKOBOJUTENSL CTPYKTYPHOTO NOApa3AeieHus (MHOTO YIOJIHOMOYEHHOrO JIHIA),
OCYILIECTBJISIFOLIETO MMOJATOTOBKY 3JIEKTPOHHBIX JOKYMEHTOB K I€pENaye B apXUB
Opranuzanum.

8.45. DneKTpoHHbIE [TOKYMEHTHI mepeAarorcss B apxuB OpraHuzainuu 10
UH(OPMAIMOHHO-TEJICKOMMYHUKAIIMOHHOM CETH WM Ha PU3NYECKH 000COOTCHHBIX
HOCHUTENIIX B COOTBETCTBUU C YCTaHOBJIEHHbIMH [IpaBunamu, 6e3 coxpaHeHUs
JAHHBIX DJEKTPOHHBIX JIOKYMEHTOB B COOTBETCTBYIOIIUX HWH()OPMAIMOHHBIX
CUCTEMAX.

8.46. Ommcu Jenm  COCTAaBIAIOTCS B CTPYKTYPHBIX — IOJAPa3JIEIICHUSX
Opranuzanuu nojJ METOAUYECKUM PYKOBOJCTBOM JleTonpoOn3BOANTEIIS.

Onucu en cocTaBisIOTCS OTAEJIBHO Ha Jiefla MOCTOSSHHOTO XpaHEHUs; Jena
BpeMeHHBIX (cBbilie 10 JE€T) CPOKOB XpaHEHHUs; Jejia IO JIMYHOMY COCTaBy,
AIIEKTPOHHBIE JIeJIa, a TAKXKE Ha JIeJla, COCTOSAIIUE U3 JOKYMEHTOB, XapaKTEPHBIX IS
nanHor Opranuzanuu (CyJaeOHbIE, CJIEACTBEHHBIC Ji€Jla, HAay4YHbIE OTYETHI IO
TeMaM).

Onuck gen  CTPYKTypHOTO TonpasfeneHus (cexropa) OpraHuzauu
cocTaBisieTcs mo gpopme, yctaHoBiaeHHOH [IpaBunamu (mpuiio:kenne Ne 26).

ITo ommucsaM nen CTPYKTYpHBIX MOAPA3ACICHUN JOKYMEHTHI NEpEeAaroTcs B
apxuB Opranuzanumu.

Ha nena BpemeHHbIX CpoKOB XpaHeHus (10 10 JieT BKIIOYUTEIBHO) OMUCH HE
COCTaBIISIFOTCS, U B ApXUB TAKUE Ji€ja HE IepeaaroTcsl.

[Tpu Hanuuuu B Opranuzanuu COJ] onvcu nen GopMUPYIOTCS B CUCTEME.

8.47. Onucu Aen CTPYKTYPHBIX MOAPA3NCICHUN MPEICTABISAIOTCS B apXUB
OpraHu3ainuu He paHee, YeM Yepe3 OJIMH Tof, U He MO3JHee, YeM Yepe3 TpH roaa
MIOCJIE 3aBEPILEHHUS 1€ B 1CJIONPOU3BOJICTBE.

8.48. OrtnenpHas OMUCH TPEACTaBIsACT COOOM TepedeHb OMHUCcaTEIbHBIX
CTaTe C CaMOCTOSITEIBHON MOPSAIKOBOM HyMepaluen, KaKaas U3 KOTOPBIX JTOJKHA
BKJIIOYATH CIEIYIOIINE CBEACHUS:

MOPSAKOBBIA HOMEp Jieja MO0 OIHUCH;

WHJIEKC JeNa;

3aroJI0BOK J€71a;

KparlHUe J1aThl AENa;

KOJIMYECTBO JIUCTOB B JIEIIE;

CPOK XpaHEHUs Jea;

IpUMEUYaHUS.
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8.49. Ilpum cocraBieHUHM OMNUCH JeNl CTPYKTYPHOTO MOJpa3JeieHHUs
COOJII0OJAI0TCS CIEAYIOIINE TPEOOBAHUS:

3aroJIOBKM JIeNl BHOCSITCS. B ONKHCh B COOTBETCTBUU C MPUHSITOM CXEMOWU
CUCTEMaTHU3AIIMH JIe]1, 3aKPEIJICHHOW B HOMEHKIIAType J1eT;

KKJI0€ €10 BHOCHUTCS B ONHUCH II0J] CaMOCTOSITEIHHBIM TOPSIKOBBHIM
HOMEPOM (€CJIM JEJI0 COCTOUT M3 HECKOJbKUX TOMOB WJIM YacTel, TO KaXXIblil TOM
WIM YacTh BHOCSATCS B OIKCHh TOJ CaMOCTOSTEIBHBIM HOMEPOM); TIOPSIOK
HyMEpAINH JIe] B OTIMCH — BaJIOBBIH;

rpadpl OMHCH 3aMOJHSAIOTCS B COOTBETCTBUU C TEMH CBEICHUSIMH, KOTOPHIC
BBIHECEHBI Ha 00JIOKKY JIeTIa;

Opyd BHECEHHMHM B OINKCh MOAPAN Jel (TOMOB, YacTeil) ¢ OJMHAKOBBIMU
3aroJIOBKaMu 3arojIOBKA BceX Jed (TOMOB, YacTeil) MUIIYTCS MOJIHOCTBIO; MpH
BHECCHHH B OITUChH MOCIICAHET0 3arojIoBKa 100aBiseTcs ¢ioBo «Ilocnenuuiin);

rpada omucu «llpumeyanus» ucCHoNb3yeTcs JIi OTMETOK O IMpueMe e,
O0COOEHHOCTSIX UX (PU3NYECKOTO COCTOSHUS, O Mepeaade JAei IPYruM CTPYKTYPHBIM
MO/Ipa3/ieICHUEM CO CChUIKOM Ha aKT, O HAJTMYUH KOTIHH.

8.50. Ilepen BHeceHHEM 3aroJIOBKOB JIeJT B OMHUCh MPOBEPSAIOTCS KAYECTBO
dbopmupoBaHus U 0GOPMIICHUS €, COOTBETCTBUE KOJMYECTBA J€JI, BHOCUMBIX B
OMUCh, KOJUYECTBY 3aBEJICHHBIX JICJI 10 HOMEHKJIaType Je] OpraHu3aluu.

B xoHne ommcum Bcien 3a MOCJIEIHEN OIMMCATEIILHOW CTAaThEW 3aIloIHICTCS
UTOTOBasi 3aluCh, B KOTOPOM yKasbiBatoTcs (IudpamMu U MPOMUCHIO) KOJIUYECTBO
JIeJ, YUCIIAIIAXCS TI0 OIHUCH, TICPBBIA U TTOCIICTHIA HOMEpA JCIT TI0 OTHCH, a TaKXKe
OTOBApPHUBAIOTCSI OCOOCHHOCTH HYMEpallud el B ONUCH (TUTepHBIE HOMEpa H
MPOIYIIICHHBIE HOMEPA).

8.51. TIlopsmox TPUCBOEHHUS HOMEPOB OMNHUCSAM J€J1 CTPYKTYPHBIX
Mo/Ipa3/iefieHu yCTaHABIMBAETCS 10 COTJIACOBAHUIO C apXxuBoM Opranuzaiuu.

8.52. Tlpu cocTaBieHHH ONMKMCH 3JCKTPOHHBIX jaei (mpuiioxkeHue Ne 27) B
OIMHUCh BKITIOYAIOTCS:

MOPSAIKOBBIA HOMEP JIEKTPOHHOTO JIeJIa IO OIUCH;

UHJIEKC AJIEKTPOHHOTO JIeJa;

3aroJIoBOK JIena;

nata jena (ToMa, 4acTu);

CPOK XpaHEHUs Jena;

00bEM DJIEKTPOHHOTO Jiesia B MO;

IPUMCYAHHUS.

B cocraBe omnmcu oanexkrpoHHbix gen B COJl  dbopmupyercs peectp
AJIEKTPOHHBIX JOKYMEHTOB (KOHTEHHEPOB SJIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM
YKa3bIBAIOTCS CBEACHHUS 00 JJIEKTPOHHBIX JTOKYMEHTAaX, BKIIFOUCHHBIX B KaXKJ0€
AIEKTPOHHOE JEJIO.

8.53. Ommcu nen  CTPYKTYpHOrO  MOJpa3JeNeHUs]  IOJIMUCHIBAIOTCA
pyKoBomuTeNeM Tojapasjaenenus, u JlemompousBogurenem. PeecTp 37IeKTpOHHBIX
JIOKyMEHTOB, SIBJISIFOITUICS TIPHJIOKCHHUEM K OIKMCH DJICKTPOHHBIX JIOKYMEHTOB,
MOJMKCHIBACTCS COCTABUTEIIEM pPEecTpa C yKa3aHUEM JIOJDKHOCTH, WHHUIIMAJIOB,
dbamuiu, 1aThl COCTABJICHHUS.
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8.54. Onucu Aen CTPYKTypHOro noapaszaenenuss OpraHu3alul COCTaBIISIOTCS
B JIBYX JK3eMIUISIpaXx Ha OyMaXHOM HOCHUTEJE, OJUH M3 KOTOPBIX IepeaacTcs
BMecTe C JenamMd B apxuB OpraHuszanuy, a BTOPOM OCTaeTcsi B KadecTBe
KOHTPOJILHOTO SK3EMILIsIpa B CTPYKTYPHOM Mofpasjaesienud. B apxus Opranuzanuu
TAaKXKE TMEpeJaeTcss MO H3K3EMIUIIPY OINHCEed JIel1 B BJIEKTPOHHOM BHJE B
penakTupyeMoM QopMmare sl MCIOJIb30BaHMS B JajJbHEHIIEM JUIsl MOATOTOBKH
aApXUBHBIX OIUCEN JEN, JOKYMEHTOB (TOIOBBIX Pa3JIEIOB).

8.55. Jlena nepenaroTcsi Ha XpaHeHne B apxuB OpraHuzanuu B COOTBETCTBUU
c TpaduKOM Tepeaun TOKyMEHTOB, yTBepX AeHHbIM PykoBonutenem OpraHu3anuu
VI WHBIM YIIOJHOMOYEHHBIM MM JIMLIOM M COIVIACOBAHHBIM C PYKOBOAUTEISIMU
CTPYKTYPHBIX TIOJIpa3IeIeHH.

8.56. Jlena moCTOSIHHOTO M BpeMEHHBIX (CBbIe 10 JIET) CPOKOB XpaHEHHS,
JOKYMEHTBI 10 JINYHOMY COCTaBY, 3JIEKTPOHHBIE IOKYMEHTBI MEPENAIOTCS B apXUB
OpraHu3anuu He paHee, 4YeM 4Yepes3 rojl, U He MO3JHee, YEM Yepe3 TPHU rojaa Mocie
3aBEPIICHUS UX B JACJIIONPONU3BOJICTBE.

8.57. Ilepenaua nen B apxuB OpraHu3zalyyd MPOU3BOAUTCS MO OMUCAM AEN
CTPYKTYPHBIX NIOAPA3ACICHUI.

8.58. VYnoiHOMOYEHHbII pPAOOTHUK apxvBa NPOBEPSET MPABUIBLHOCTb
opopmiieHusT U GOPMUPOBAHUS JEJ, MPaBUIBHOCTh COCTAaBJICHUSI OMUCEH e,
COOTBETCTBHE KOJIMYECTBA [I€], BKJIIOYEHHBIX B OIKCh, KOJUYECTBY J€J,
c(OpPMHPOBAHHBIX B COOTBETCTBUH C HOMEHKJIATYpOH JEll.

BrlIsiBIIeHHBIE TIPU MPOBEPKE HENOCTATKU B (POPMHUPOBAHMU U O(OPMIICHUU
nen  paOOTHUKH  CTPYKTYPHOrO  MOApAa3AeiieHHs  O00si3aHbl  YCTPAHUTh B
JIBYXHEIEIbHBINA CPOK.

8.59. Ilpuem kaxmoro naemna B apxuB OpraHuzanud MOpPOU3BOAUTCA B
OPUCYTCTBUM PaOOTHUKA (JEIONMPOU3BOJIUTEINSI) CTPYKTYPHOTO MOJpa3iesieHusl.
[Ipu sTOoM Ha 000MX PK3EMIUISIPaX OMHUCH MPOTUB KAXKIOTO JieNia, BKIOYECHHOTO B
Hee, JIeJIaeTCsl OTMETKAa O HAJIMYMU Jena. B KOHIE KaKI0ro 3K3eMIUIApa OMUCH B
UTOTOBOM 3alyCH yKa3bIBaeTCd IU(PpaMu M TPOIMUCHIO KOJIUYECTBO (haKTHUECKH
MPUHATHIX B apXUB €], B TOM YHCIIE€ JIEKTPOHHBIX, HOMEPA OTCYTCTBYIOIINX JIEI,
JlaTa mpueMa- nepeaauu Aell, a TaKXKe MOIUCH JIUIA, OTBETCTBEHHOIO 33 apXHB, U
JULA, NepeaBIlIero aena.

WrtoroBasi 3amuch MOATBEPKIAeTCAd TMOJINUCAMU COTPYJHUKA apxuBa U
pabOTHUKA CTPYKTYPHOTO TMOAPA3/ACNICHUs, MepeJaBlIero Jaeja Ha OyMaXHOM
HOCHTEJIE U DJIIEKTPOHHBIE JIeTa.

8.60. Ilepemaua »BIEKTPOHHBIX JOKYMEHTOB B apxuB Opranuzanuu
MPOU3BOJMUTCS HAa OCHOBAHUM OMNMMUCEH JJIEKTPOHHBIX JeN 0 HH(POPMAIMOHHO-
TEICKOMMYHUKAIIMOHHON ceTu (mpu Hamumuuu B apxuBe  OpraHuzanuu
WH()OPMAITMOHHONW CHUCTEMBbI) WM Ha (PU3NYECKH OOOCOOJICHHBIX MaTepHUAIbHBIX
HOCHUTEIISIX, KOTOPbIE MPEJCTABIIAIOTCS B IBYX UJICHTHYHBIX SK3EMILISIPAX.

8.61l. B ciywae JMKBHAAIMKM WM PEOPTaHU3ANMU  CTPYKTYPHOTO
noapasnenenuss OpraHuzanuu paOOTHUK TOJPA3JeiCHUs] B TEPUOJ] MPOBEIACHHUS
JMKBUIALMOHHBIX MEPONPUATUN (POpMUPYET BCE MMEIOIIUECS JOKYMEHTHI B Jiela,
opopmisieT Aena W mepenaer ux B apxuB OpraHuzaluu, HE3aBUCHUMO OT CPOKOB
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xpanenus. [lepenaya nen ocymecTBI€TCS O OMKUCAM €] U HOMEHKIIATYPE AEN.

8.62. Ha pema ¢ HWCTEeKIIMMH CpOKAMU XpPAaHEHUSI B CTPYKTYPHBIX
noapazaeneHusax OpraHu3anuy COCTABISIIOTCS NPEIJIOKEHUS K aKTy O BBIJICJICHUH K
YHUYTOKEHUIO IOKYMEHTOB.

Ha ocHoBe mnpennoxxkeHuid pabOTHUKOB CTPYKTYPHBIX MOJPAa3IeICHHMA
Jenonpousoautens OpraHu3aldyd COCTABISET aKT O BBIAEICHUH K YHHUYTOKEHHIO
JOKYMEHTOB, HE MOJICKAIIUX XPAaHEHUIO, Ha Jesia Bceil OpraHu3alnuy no Tou ke
dbopme. 3arojIOBKH OJHOPOMHBIX JCN, OTOOPAaHHBIX K YHUYTOKCHHUIO, BHOCSATCS B
aKT MoJ OOIKMM 3aroJIOBKOM C yKa3aHHUEM KOJIHMYECTBA JI€J], OTHECEHHBIX K JaHHOU
rpy1re.

8.63. Jlena BKJIIOYAKOTCS B KT O BBIJAEICHUU K YHHUUTOXEHUIO JOKYMEHTOB,
HE TMOMJIEKAIIUX XPAHEHUIO, €CIM MNPEAyCMOTPEHHBIM MJII HUX CPOK XPaHECHUS
ucTeK K 1 ssHBaps rojia, B KOTOPOM cocTaBiieH akT. Hanpumep, 3akonuennsie B 2015
rojly zefia ¢ 3-JIESTHUM CPOKOM XpaHEHUSs, MOTYT ObITh BKJIIOYEHBI B aKT, KOTOPBIM
Oyznet coctaBiieH He paHee | ssuBaps 2019 roxa.

8.64. Jlena ¢ ormerkoit «IIIK» (otmerka «IIIK» o3Hawaer, 4To YacTh
JIOKyMEHTOB MOXKET OBITh OTHECEHa K CPOKY XPAaHECHHS «IIOCTOSHHOY») IOJUIeKaT
MOJUCTHOMY TMPOCMOTPY B LEJISAX BBISBJICHUS JOKYMEHTOB, TOJJIEKAIIUX
MOCTOSTHHOMY XpaHEHUI0. BBISBIICHHBIE B TaKUX Jie€JIaX JOKYMEHTBI MOCTOSSHHOTO
XpaHEHUs BBIICIAIOTCA U TPUCOSTUHAIOTCS K OJHOPOAHBIM JieJlaM  WJIU
(bOpMHpPYIOTCS B CAMOCTOSITENIbHBIE JEA.

OcranpHble TOKYMEHTHI fena ¢ oTMeTkoN «JIIK» Bkiro4arorcs B akTt, npu
3ToM oTMeTKa «IIIK» B aKkTe HE yKa3bIBaeTCA.

8.65. AKT O BBICICHUM K YHHUUTOKCHHUIO JIOKYMEHTOB, HE IMOJJICIKAIINX
XPaHEHUI0, PEICTABISETCS HA PACCMOTPEHUE U coryiacoBaHue DK oqHOBpEMEHHO
C OMUCSIMHU JI€TT TOCTOSIHHOTO XPaHEHUS U 110 TUYHOMY COCTaBY.

8.66. AKT O BBIJCICHUM K YHHUUTOKCHHUIO JIOKYMEHTOB, HE IMOJJICIKAIINX
XpaHEeHu1o, yTBepxkaaercs Pykopoaurenem Opranuzanuu nocie yreepxkaeaus 11K
npu ApxuBHoMm ynpasieHun IlpaButenbctBa UYeuenckoit PecryOnuku, B
COOTBETCTBHHM C MPETOCTABICHHBIMU €MY IMOJTHOMOYHSIMU, B TOM YHCII€ OMUCEHN JIET
MOCTOSIHHOT'O XPaHEHUSl U COTJIACOBAHMS OMMCEH JIeN MO JIMYHOMY COCTaBY, MOCHE
Yero Jiefia, BhIJCICHHBIC M0 aKTy K YHUYTOXKEHHUIO, MOTYT ObITh YHUYTOKEHBI.

8.67. Jlema, moasiexaniie YHHUYTOKEHHIO, MEPENaloTcsl Ha NepepadoTKy
(yrunuzanumo). [lepenada nen opopmitsieTcs: IpueMo-cIaTOYHOM HAKIIaHOM.

[locne yHWUYTOXXEHHSA [€1 B HOMEHKJAType JAesl MPOCTABISIIOTCS OTMETKH,
3aBepsieMble MOAMKUCHIO crienuanucTa Jlenonpous3BoauTeNeM, U aTOM:

«Yuamutockeno. CMm. akt Ne oT . Iloanuce,
WHULHANTBI, (DaMUITHN.

8.68. DIIEKTPOHHBIE JOKYMEHTHI C UCTEKIIUMHU CPOKAMU XPAHEHUS MOJIeKAT
BBIICJICHUIO K YHHUUYTOXCHHUIO Ha OOIIMX OCHOBAHMSIX, MOCJE YETO MPOBOJMUTCS MX
bu3MYecCKoe YHUYTOKEHHWE WIM YHUYTOKEHHE IPOTrPaMMHO-TEXHUYECKHMHU
CPEIICTBAMH C COOTBETCTBYIOIICH OTMETKOW B aKTE O BBIICICHUH K YHUUYTOKEHUIO
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AJIEKTPOHHBIX TOKYMEHTOB.

DJIEKTPOHHBIE JTOKYMEHTBl CYUTAIOTCS YHUYTOKCHHBIMH, €CJIM HUX HEJb34
BOCCTAHOBHUTH CPEJCTBAMHU WH(POPMAIIMOHHOM CUCTEMBI Ha HOCUTEIAX WHpOpMAITUu
Y U3 PE3EPBHBIX KOMUH.

8.69. AKTBI O BBIJCICHUU K YHUYTOXKECHUIO JOKYMEHTOB, HE MOJJICKAIINX
XPaHEHUI0, XPaHATCS TOCTOSIHHO B Jiesie PoHa.

IX. OpraHmauI/m AOCTYIIA K JIOKYMEHTaAM ! UX UCITOJIb30BaAHHUA

9.1. Belgaua nen, HaxoOAIMXCs HAa XpaHeHuWH y [lemonmpowsBomaurens, B
CTPYKTYPHBIX mojipazaeneHusx OpraHuzauuu paboTHUKAM JIPYTUX MOJIpa3eiIeHH
JUISL O3HaKOMJIGHMSI MW (WJM) 718 BPEMEHHOTO HCIOJB30BaHHS B padoTe
IPOU3BOJMTCS MO 3ampocaM, NOANHUCAHHBIM PYKOBOJIUTENEM CTPYKTYPHOTO
nojpasnueneHus (paboTHUKA), 3aIPAIIUBAIOIIETO €70 (JOKYMEHT) U C pa3periecHus
JlenonpousBoauTeNnss WM PYKOBOAWTENS  CTPYKTYPHOTO  IOJApa3JEiICHUs
(paboTHUKA), TOKYMEHTBI KOTOPOIO 3alpallliBaIOTCS.

9.2. lena, TOKyMEHTHI BBLAAIOTCSI BO BPEMEHHOE I0JIb30BAHUE PaOOTHHUKAM
OpraHusanuu Ha CpoK He 0oJiee OJTHOrO MecsIia.

l'ocynapcTBeHHBIM (MyHUITUTIAJIEHBIM ) oprasHam (cynieOHbIM,
IPaBOOXPAHUTENIBHBIM, OpraHaM T'OCYJapCTBEHHOr0 (MYHULIMIIAIBHOTO) KOHTPOJIS
W HaJa30pa) Jella U OTIEIbHbIE JOKYMEHTHI BBIJAIOTCA HAa OCHOBAaHMHM UX
NUCBMEHHBIX 3allpOCOB C pazpemieHus PykoBoautens OpraHuszanuu WM UHOTO
YIOJHOMOYEHHOI'O UM JIMIIA, 10 aKTaM Ha CPOK He O0Jiee IIECTH MECSILIEB.

[Ipy HEOOXOAMMOCTH CPOK HCHOJB30BaHUS JOKYMEHTOB MOXKET ObITh
IIPOJUIEH.

9.3. B nmnucebmMeHHOM 3ampoce paOOTHUKOB OpraHu3allid O BbIJaue
JIOKYMEHTOB (Z1e71) BO BpEMEHHOE I0JIb30BAHUE U3J1araroTcsl MPUUYHMHBI, TI0 KOTOPBIM
3ampamuBaeTcd €10  (JOKYMEHT) M Lellb  HCIOJIb30BaHHUA  JIOKYMEHTOB,
HaXOJSAIMXCS Ha ONIEPAaTUBHOM XPaHEHHUHU.

9.4. Ha BbIIaHHOE [J€J0 3aBOJWTCA KapTa-3aMECTHUTENb, NOMEIlaeMas Ha
MECTO BBIJAHHOTO Jiena. B Hell yka3bIBalOTCS MHJIEKC JeNa, 1aTa ero BbIJauH, KOMY
JIeJ10 BBIJAHO, 1aTa €r0 BO3BpALEHUs, TPEAYCMATPUBAIOTCS Ipadbl 1715 MOAMNKUCEN B
MOJIYYEHUH U TpUEME Jea.

Ha wmecTo wu3BATOr0 MNOMJIMHHHMKA JOKyMeHTa Jlenonpou3BoguTens WM
COTPYIHUK TOJPA3ACIICHUs] BKJIAJBIBAET B JEJO JIUCT-3aMECTUTENb C YKa3aHUEM,
KOI/1a, KOMy M Ha KakOW CpOK BBbIJIaH JOKYMEHT W MOANUCSAMHU B TMOJIYYEHUH U
npueme aena. [Ipu atoMm B A€o nomemaercs 3aBepeHHast Konus JOKyMEHTA.

ITocne pemeHusi Bompoca, AJisl paCCMOTPEHUS] KOTOPOro jena (JOKYMEHTbI)
M3BIMAIKCH MO 3alpocaM MHBIX OPraHu3aluil, MOJJIUHHUKU JOKYMEHTOB JOJIKHBI
ObITh BO3BpallleHbl B OpraHu3aluio 1 MOMEIIEHBI B JIEJO.

9.5. DneKTpOHHBIE TOKYMEHTBI, HAXOJAIIUECS HA ONEPATUBHOM XPaHEHUU B
0a3ax JaHHBIX MH(POPMAIMOHHBIX CHCTEM, BBIJAIOTCS JJISl UCIIOJIb30BAHUS B BUJEC
KON JJIEKTPOHHBIX JTOKYMEHTOB B COOTBETCTBHHM C IyHKTOM 2.51 Hacrosmen
NucTpyKImm.
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9.6. Ilopsmok pocryna pabotHukoB OpraHuzaul K JOKYMEHTaM,
pasMemtaembiM B COJl miaM MHOM HMH(DOPMALIMOHHOW CUCTEME, YCTAHABIIMBAETCS
JOKaJIbHBIMM HOPMAaTUBHBIMU akTamMu OpraHuzaluy, ONpEAeSIOLIUMU MOPAI0K
HKCIUTyaTalluM MUH()OPMALIMOHHONW CUCTEMBI, U B COOTBETCTBUM C IEPCOHAIBHBIMU
YUETHBIMH 3anucsaMu paboTHUKOB B CO/] mnn nHON MH(GOPMAIIMOHHOMN CHCTEME.

PaboTHukam, HE HMEIOUIMM I@paBa JOCTyla K COOTBETCTBYIOLIEH
UH(POPMAIIMOHHON CUCTEME, FIEKTPOHHBIE JOKYMEHTHI BBIJJAIOTCS B COOTBETCTBUU C
nyuktamu 9.1 - 9.3 mHacrosmeir WHcTpykiuu, Ha Qusudeckn 000COOICHHOM
HOCHTEJIE, BBICBUIAIOTCS MO 3JEKTPOHHOMY aJpecy paOOTHHUKA, 3alpallliBAOLIETO
JIOKYMEHT, WJIA UHBIM 00pa3oM.

9.7. Y Jlenonpon3BOAUTENS UM B CTPYKTYPHOM IOJIpA3/ICJIEHNH, BbIAABIIEM
7eno (AOKYMEHT) BEIETCSl y4ueT BBIJAHHBIX JeNl (JOKYMEHTOB) UM KOHTPOJIb MX
CBOEBPEMEHHOI0 BO3BpaTa. OJEKTPOHHbIE Jejia (JOKYMEHThI) BO3BpaTy He
HOJIJIeXKaT.

9.8. PabotrHuku Opranumzauuu oO0s3aHbl O0ECHEUMBATH COXPAHHOCTD
NOJIyYEHHBIX BO BPEMEHHOE II0JIb30BAHUE JOKYMEHTOB (Z1€1) Ha OyMa)KHOM
HOCUTEJIE W HCHOJIb30BaTh IMOIYYEHHYI0 HH(GOpPMAILMI0O B CIYXKEOHBIX LEIIX B
COOTBETCTBUM C TPEOOBAaHUSMHU JIOKAIBHBIX HOPMATHBHBIX AaKTOB. 3alpeliaeTcs
nepefaya IMOJYYEHHBIX JIOKYMEHTOB WJIM HX KONUM pabOTHUKAM JPYrux
NO/Ipa3/IeICHU WM OpraHu3aluil.

9.9. U3zpsatue (BbIEeMKa) IOKYMEHTOB, OOpa30BaBUIMXCS B JIEATEIbHOCTH
Opranuzanuu, TpOU3BOAUTCS B COOTBETCTBHM C 3aKOHOJATENIBLCTBOM Pocchiickon
denepanum.

9.10. M3bsatue (BbIEMKAa) JAOKYMEHTOB MPOU3ZBOAUTCS HAa OCHOBAHUH
NUCBMEHHOTO pacnopspKeHUs (IIOCTaHOBIJIEHHUSI) COOTBETCTBYIOIIEIO OpraHa BJIACTH
Cc paspeureHus PykoBoaurens Opraau3aluy UM KHOTO YIIOJTHOMOYEHHOTO UM JIMIa
C U3BEILIEHUEM PYKOBOJUTENS OAPA3IEICHUS, JOKYMEHTBI KOTOPOTO U3BIMAOTCS.

9.11. dakT u3bATHS (BBIEMKH) JOKYMEHTOB (PUKCUPYETCS B MMPOTOKOJIE (AKTE)
U3BATHS (BBIEMKHM) JOKYMEHTOB, KOTODPBI COCTaBJISIETCS HE MEHEE 4YEM B JBYX
DK3EMIUISIPAX M IOANMCBHIBAETCS  YIOJHOMOYEHHBIMH  IPEACTABUTEISAMU
OpraHu3aiuud ¥ COOTBETCTBYIOIIEro opraHa Biactd. K mporokomy (akry)
MPUJIAraeTCsl OMKUCH (PEECTpP) U3BITHIX JOKYMEHTOB (A€e).

9.12. 1lpm wu3pATUM TOMIMHHUKOB JTOKYMEHTOB B JEJIO IOMEIIAETCS
3aBEpEeHHAasl KOMHUsA JOKYMEHTa, Ha 000pOTe€ KOTOPOW YKa3bIBAa€TCS OCHOBAHUE
U3bATHS IOJJIMHHUKA, CPOK BO3BpaTa, JAaTa U MOANKUCH paOOTHUKA, OTBETCTBEHHOTO
3a (popMuUpOBaHUE W/WIIM XpaHEHHE JIeTa.

9.13. ITlomnuHHMK  JOKYMEHTa, U3bATHIM W3 Jilela Ha  OCHOBE
COOTBETCTBYIOILIETO PEIIEHUs, IIOCIE€ PpAacCCMOTPEHHMsI M PpEIIEHHs BOIpOcCa,
BO3BPAILAETCS B JI€J0, IPU 3TOM KOIIHSI, TOMEIIEHHAS B J€JI0 BMECTO MOJINHHHUKA,
M3bIMAETCA.

X. M3roroBJieHue, yueT, HCIOJIb30BAHNE U XPAHEHHUE NeYaTeil, ITaMIIOB,
0/1aHKOB IOKYMEHTOB, HOCUTEJIeH 3JIEKTPOHHBIX NMOANUCe
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10.1. bnanku OpraHU3alMOHHO-PACIOPSAUTEIbHBIX JOKYMEHTOB
paspabatbiBatoTcsi  JlenonpousBoaureneM. Buasl 01aHKOB — OpraHM3allMOHHO-
paclopsAMTENbHBIX  JOKYMEHTOB, TpeOoBaHMs K HMX OQOPMIICHHIO U
UCIIOJIb30BAaHUIO YCTAHABIMBAIOTCS HacToAel MHCTpyKIuei.

10.2. O6pa3ipl OJaHKOB TOKYMEHTOB YTBEP)KIIAIOTCS B COCTaBE HACTOSIICH
WMHCTpyKIIMK 1O JETONpPOU3BOACTBY. Takke NOMOJHUTENbHbIE 00pa3ipl OJaHKOB
MOTYT YTBEP)KJIAThCSl PACHOPSAUTEIbHBIM JTIOKyMEHTOM PykoBoauTenss B cocTaBe
KOMITJIEKTa (a1p00Ma) O6JIaHKOB.

10.3. B Opranuszanuu sl MOATOTOBKUA JTOKYMEHTOB MOTYT MCIOJIb30BaThCS
OJlaHKKA JOKYMEHTOB, M3TOTOBJICHHBIE TUIOTPAQCKUM CIIOCOOOM HWIIM CpPEACTBAMHU
oIrepaTUBHOM NoJUrpadpuu.

Opranuzanus BOpaBe IpU  IOATOTOBKE JIOKYMEHTOB  MCIIOJIb30BaTh
JJIEKTPOHHBIE I1a0JOHBI OJaHKOB. OJEKTPOHHbIE IIA0JIOHBI OJAHKOB JOJKHBI

COOTBETCTBOBaTh  oOpa3naM  OJaHKOB,  YTBEPXKJICHHBIX  PykoBoauTenem
Opranuzanum.
10.4. bnanku OpraHu3aIlMOHHO-PACTIOPSI AUTEIBHBIX JIOKYMEHTOB,

npuMmeHsieMble B OpraHuzaiii, HE MOTYT IEpeaaBaThCs JAPYTHM OpraHU3aIlUsIM,
JOJDKHOCTHBIM U (PU3UYECKUM JIUIIaM.

10.5. JlemonponsBoauTtens OpraHu3aiiu:

obopmiisIeT  3aKa3bl Ha  U3TOTOBJEHUE  OJAHKOB  OpPraHU3alMOHHO-
pacCloOpsAUTEIbHBIX JIOKYMEHTOB THUIIOTPACKUM CIIOCOOOM WM  CpEJCTBaAaMU
ONepaTUBHOM NOJUTpAPUH;

OCYILIECTBJISIET XpaHEHUE OJIAHKOB OpraHU3al[MOHHO-PACHOPIAUTEIIBHBIX
JIOKyMEHTOB ¥ BbIJa4y HX paOOTHUKaM B CTPYKTYpHBIE TMOApa3ieiieHuUs
Opranuzanuu;

OCYIIECTBJISICT KOHTPOJb 3a TPABWIBHOCTHIO MCIOJIb30BaHUSI OJIAHKOB
OpraHU3alMOHHO-PACTIOPSAUTEIBHBIX TOKYMEHTOB.

10.6. B Opranu3zauuu B COOTBETCTBHM C JACHCTBYIOIINM 3aKOHOJATEIHCTBOM
u ycrapoMm OpraHuzalvy UCTIOb3yeTcs evarh (nanee — [leuats Opranuszaiun).

B Opranmzanuu Takke MOTYT HCIIOJIB30BATHCS MEYATH JIOJDKHOCTHBIX JIWIL
(MHBIX PaOOTHUKOB), MEYATH JIJISl TTAKETOB U OTACJBHBIX KaTEropuil TOKYMEHTOB, a
TaKK€ META/VIMYECKHUE BBDKUMHBIC T€YaTH JJig ONeYaThiBaHUS TOMEIICHUM |
YAOCTOBEPEHUS CIICIIMATBHBIX MPOMYCKOB.

B Opranuszanuy MoeT UCIOJIb30BaThCS MITAMII (IITaMIibl) ¢ (PaKCUMUIBHOU
MOANUCHI0 PYyKOBOIUTENS U UHBIX JOJPKHOCTHBIX JIMII.

[Topsimok  WCHOJIB30BaHMS  IITaMoB C  (PAKCUMUJIBHON  MOJIHUCHIO
PYKOBOJIUTENSI M UHBIX JOJDKHOCTHBIX JIUIL (C yU4E€TOM MOJIOKEHUM MyHKTa 2 CTaThU
160 wactu I I'paxpganckoro kojekca P®D), BUIbI TOKYMEHTOB, MOAMUCHIBAEMBIX
(bhaKCUMWIBHONW TOANMKUCHIO YCTAHABIMBACTCS JIOKAJBHBIM HOPMATHUBHBIX aKTOM
Opranuzanumu.

10.7. Tlewatr ¢ BocmpousBenenneMm [ocymapcTBeHHOro repba UedeHckoit
PecniyOGnuku moskeT mcnonb3oBaThes OpraHuzanueid B COOTBETCTBUU C YacThiO 3
ctatbu 6 3akoHa Yeuenckoit Pecnybmuku ot 03.06.2008 Ne 23-P3 «O
['ocynapctBenHoMm repoe Uedenckoit PecnyOnuku» W J0JDKHA COOTBETCTBOBATH
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TpeOoBaHUsIM, ycTaHOBJIeHHbIM IlocranoBnenueM IlpaButenscTBa YeueHCKOMH
Pecniyonuku ot 31.01.2012 No 23 «O6 ytBepxkaenuu [lopsinika H3roToBIEHUS,
ydeTa, XpaHEHUs!, UCIIOJIb30BAHUS U YHUUTOXKECHHSI TIeyaTel U OJIaHKOB JJOKYMEHTOB
¢ Bocnpou3sBeaeHreM ['ocynapctBeHHoro repoa YeueHckoit PecriyOmukm».

10.8. Ilewatn m mramnbl OpraHu3alMd U3rOTaBIMBAIOTCS B KOJIMYECTBE,
HEOOXOJAMMOM Il OCYIIECTBIICHUS TMOAPA3ACICHUSIMI OpTaHU3allMAd H  €¢
pabOTHUKAMHU BO3JIOKCHHBIX Ha HHUX (YyHKIuH. Pemenue o0 HM3TOTOBICHUH H
KOJIMYECTBE HSK3EMIUISIPOB TMevaTell MW IITaMIOB MpUHUMAeT PyKoBoauTelNb
Opranuzaiuu 1o npeacTaBiaeHuo Jenonpon3BoauTeNs.

Ecnu Ilewars OpraHuzanuu HMCHOJB3YEeTCS B HECKOIBKHX JK3EMIUISIpaX,
HOMEP PK3EMILISAPA MTEYaTH YKA3bIBAECTCS B KIIMILIE [IE€YATH MPU €€ U3TOTOBJICHUH.

10.9. TIlewarpto  OpraHuzanuy  3aBEPSAIOT  NOJJIMHHOCTh  IOJINKUCH
PykoBoautenst Opranv3anuy U UHBIX YIIOJTHOMOYEHHBIX UM JIHUI, HA JOKYMEHTaX U
KOIHMSX JIOKYMEHTOB B COOTBETCTBUM C ITyHKTOM 2.49 MHCTpYyKIUU.

10.10. Tleyatm u mITammbl BBIJAIOTCS JUISI MCIOJIB30BaHUS PAOOTHHUKAM,
OTBETCTBEHHBIM 32 UX UCIIOJIb30BAaHUE U XPAHEHUE MOJ MOJIUCH B )KypHAJIE ydeTa
neyated M IITaMmnoB. Y4YeT mnedareil u mramnoB OpraHu3anud  BEOET
Jlenonpon3BoauTENb UIH UHOE AOJIKHOCTHOE U0 OpraHu3alum.

10.11. Ilpm wucnonp3oBaHUM B pabOTe MeYaTh W IITaMIbl XpAHIATCS B
3anuparomuxcsa mkadax (ceiipax) paOOTHUKOB, OTBETCTBEHHBIX 3a XpaHEHHE U
MCMOJIb30BaHUE MEYATEN U IITAMIIOB.

10.12. Ilepenaya neyaTed U MTAMIIOB IOCTOPOHHUM JIMIIAM HE TOITyCKAETCS.
BeiHOC mewared W mramMnoB 3a npexaensl  OpraHuzanuu BO3MOXEH B
UCKIIIOUUTENFHBIX CIydasx IO PEIIeHUI0 pykoBojcTBa OpraHuzanuu (Hampumep,
IIPHU TIOATMCAHUN JIOTOBOPOB).

10.13. JIenmonpousBoauTens OpraHu3aiuy €XKeroJHo MpoBepseT COOI0ACHUE
pabOTHHUKAMHU YCJIOBMM WCIIOJIb30BAaHUSI M XPAaHEHUS TIe4aTe W IITaMIIOB B
Opranuzanumu.

10.14. Ilpumienmvie B HErOoJHOCTb WM YTPATUBIIME 3HAYCHUE II€YATH H
HITaMIIbl TTOJIEKAT BO3BpATy Jlen0onpon3BOIUTENO0 WIIM UHOE JOJKHOCTHOE JIMIIO,
Ha KOTOPO€ BO3JIOKEH Y4YeT MedaTedl M IITaMmoB, [Jis IEHTPaIU30BaHHOTO
YHAUTOXKEHUA. [leyaTn yHUUYTOXKAIOTCS MO aKTy C COOTBETCTBYIOIIEH OTMETKOW B
YKypHaJIe y4yeTa IeyaTel U [TaMIIOB.

10.16. Ilpu mnepemaue OpraHuzanvedl SJIEKTPOHHBIX JOKYMEHTOB Ha
AIIEKTPOHHBIN aJipec NPyroi opraHu3alldd, a TakXe JJjIsi 0OMEHa AJIEKTPOHHBIMHU
nokymeHTamu nocpenctsoM COJI B OpraHuzaiuy U €€ MOAPA3JICICHUSX MOTYT
WCITIOJIB30BATHCSl YCUJICHHBIC HEKBATH(UITUPOBAHHBIC DJIEKTPOHHBIC TTOAMUCH W/WITH
MPOCTHIE JIEKTPOHHBIE NOJMKUCH (1ajiee — JIEKTPOHHAs MMOJIIIKUCh) B COOTBETCTBUU C
denepanbabM 3ak0HOM 0T 06.04.2011 Ne 63-D3 «O06 37aeKTPOHHOM ITOAITUCH.

10.17. Onexktponnsiii gokymeHT B C3JI Opranuzanuu, HOANHCAHHBIN
AJIEKTPOHHON TOJIMUCHIO, MPU3HACTCS PABHO3ZHAYHBIM JTOKYMEHTY Ha OyMa)KHOM
HOCHTEJIC, TIOJMMCAHHOMY COOCTBEHHOPYYHOM TMOJIUCHI0O U UMEET OJUHAKOBYIO C
HUM IOPUAUYECKYIO CHITY TIPU OJTHOBPEMEHHOM COOJIFOJICHUHN CIEAYIOITUX YCIOBHIA:

KJIFOY TOJAMNMUCH, OTHOCAIIMKUCSA K KOHKPETHOM JJIEKTPOHHOM ITOJAINMCH, Ha
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MOMEHT TMOJIUCAHUSI DJIEKTPOHHOTO JOKYMEHTa SIBIAECTCA JEHCTBUTEIbHBIM
(I1OCTOBEpPHBIM), HE YTPATHII CUITY (HE OTO3BaH);

NOJATBEpPXKACHA TMOMJIUHHOCTh JJIGKTPOHHOM TOJAMUCH B  DIIEKTPOHHOM
JIOKYMEHTE;

7aTa ¥ BpeMsl CO3IaHmsl JIEKTPOHHOM moAnucH 3adukcupoBansl B CO/JI;

ANEKTPOHHAS TMOAMUCH HCIOJIB3YETCS B COOTBETCTBUU C YCTAHOBJICHHBIM B
Opranuzanuu  pacmnpefieiecHueM  IpaBa  MOANUCHA  JOKYMEHTOB  MEXKIY
JOJKHOCTHBIMHU JIUIIAMU U paOOTHUKAMH.

10.18. I'eHepanuio U XpaHeHHE KIIOYEH HEKBAIU(DUIIMPOBAHHONW M MPOCTON
OII B CO/1 nomxeH ocyiiecTBiasATh anMuaucTpatop CO/I.

10.19. [denompous3BoauTenb WIM HMHOE TMojapasjeieHue (paOOTHHK)
OpraHuzainuu BeAET Yy4YeT KIIoYed OJJIEKTPOHHBIX TMOJANHUCEH B CHEUAILHOM
JKypHasue (BHABI DJIIEKTPOHHBIX NOAMMCEH, HCHONb3yeMblX B OpraHuszanuu,
ycTaHaBIMBaOTCA OpraHu3anuieil U 3aKpeIuisiioTCS B JIOKAIbHOM HOPMATHBHOM
akte). Bpimaua maTepuanbHbIX HOCUTENEH SJIEKTPOHHOM MOJIKCHA M UX BO3BpPAT IO
HCTEYCHUH CPOKA JEHCTBUS OCYIIECTBIISIETCS MO MOJMKUCh paOOTHUKA B )KypHAJIE.

10.20. Co3panue maponed s NOPOCTOM  DIEKTPOHHOM — MOANUCH
OCYILECTBIISIETCS B TOPSIIKE, YCTAHOBJICHHOM JIOKAJIbHBIM HOPMATHUBHBIM aKTOM
OpraHu3anuu, yCTaHABIMBAIOMINM MOPSAI0K 3Kcruryaranuu COJl 1 UCroabp30BaHUs
ANIEKTPOHHBIX MOJNUCEN Mpu paboTe C JOKYMEHTAMH.

10.21 Kirou osiekTpoHHOM moAmnucH, wucnonsdyemonn B COJI, sBusercs
KOHpUIAEHIUATIbHOW  WH(OpMamMel ©  3alMInaeTcsi B COOTBETCTBUM  C
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanni.
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[Ipunoxenne Ne 1

MynununaibHoe 0lo/keTHOe 0011Ie00pa3oBaTebHOE YUpPekIeHne
«CPEJHSASA OBIIEOBPA3OBATEJIBHAS IIKOJIA Ne 3 c.n. TBAPJAEUCKOE»

['pud cornmacoBanusi JOKyMeHTa ['pud yrBepx’IeHUS TOKYMEHTA

HanMeHoBaHue BUIa JOKYMEHTA
3aros10BOK K TEKCTY

['pud cornacoBanust TOKymMeHTa

c.a. I'Bapaeiickoe — 2020 r.

PacnoJjioxenue PC€KBHU3UTOB HA TUTYJILHOM JIUCTE TOKYMEHTA
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[Tpunosxxenune Ne 2
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[Tpunosxxenune Ne 3
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[Tpunoxenue Ne 4

MY «Otnen ob6pazoBanus aAMUHUCTpaMK HaaTepeyHoro MyHHIIMIIAIBHOTO paioHay
MyHununaabHoe 0101keTHOe 00111e00pa30BaTeIbHOE YUpPeKIeHue
«CPEJIHAS OBIIEOBPA3BOBATEJIBHAS IIKOJIA Ne 3 c.n. TBAPJENCKOE»
(MBOY «COII Ne 3 c.n. TBAPJIEHCKOED»)

MY «Haarepeunu ma-mieHa ypxamuia aeqy kKlomran aaMUHUCTpAIMH JeIapaH 1aKbay
MyHuUIUNIAJbLHA 0I0KETHH IOKbAPAJAelIapaH YUpeKIeHH
«BAPJENCKH Ne 3 MOJTY IOKKBEPA IOKBAPAJIEIIIAPAH IHKOJIA»
(MBIOY «I'BAJIEMCKH Ne 3 HOJTY IOIOIII»)

15 sneaps 2019 2.” No 2

c.i. ['Bapneiickoe

Oobpa3zen opopmiieHus o0uero 6J1aHKa




76

* 3H€CL " Jajaee — pCKBU3UTHI, 0003HaYECHHBIE IHpI/I(i)TOM, BBIICJICHHBIM KYPCHUBOM, BHOCATCH OT PYKHU
[Tpunoxxenue Ne 5

MY «Otnen oO6pazoBaHus aIMUHUCTPAITUN YTBEPXJIAIO
HanrepedHoro MyHUIIMIIAIBHOTO paiioHa» JlupexTop
MyHununajibHoe 010/:KeTHOe
0011e00pa3oBaTeIbLHOE YUPEKIEHHE Lloonucy 1N.0. Qamuist
«CPEJIHS S OBHIEOBPA3OBATEJIBHASA I[aTa

IKOJIA Ne 3 c.n. TBAPJEMCKOE»
(MBOY «COLI Ne 3 c.n. I'Bapaeiickoe»)

MMOJOXKEHHUE
Ne

00 IKCIIePTHOM KOMHCCHHU
MBOY «COLI Ne 3 c.m.
I'Bapaeiickoe»

c.it. I'Bapaeiickoe
1. O0ue 1MoJI0KEeHUA

1.1. Tlonoxxenne 00 »skcneptHO Komuccun MBOY «COHII Ne 3 c.m.
['Bapneiickoe» pa3zpaboTaHO B COOTBETCTBUU C IIpHMeEpHBIM TMOJI0KEHHEM 00
9KCIIEPTHON KOMHUCCHU OPTaHU3aIUH, YTBEPKICHHBIM. . .

1.2. DxcneptHas komuccus MBOY «COII Ne 3 c.m. I'Bapaeiickoe» (nanee —

OK) coznaercs B 1esx
13....

Oobpasen opopmiaenus JIHA
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[Tpunoxenne Ne 6

MY «Otaen oOpa3zoBaHus aiMuHUCTpanuyu HaarepeuHoro MyHUIUMIIAIbHOTO PailoHa»
MyHuuunajgbHoe 0101KeTHOe 0011e00pa3oBaTe/ibHOE YUpeKIeHne
«CPEIHSS OBIIIEOBPA3OBATEJIBHAS HIKOJIA Ne 3 c.n. TBAPJIEHCKOE»
(MBOY «COIII Ne 3 c.n. TBAPJIEMICKOE»)

MYV «Haarepeunu ma-meHa ypxasmia ey Klomran agMuHUCTpalluH AeapaH AaKbay
MyHuIunajbHU OI0IKeTHU IOKbapageliapaH y4YpeKIeHn
«'BAPIEMCKH Ne 3 TOJTY IOKKBEPA IOKBAPAJIEIIIAPAH IIKOJIA»
(MBIOY «I'BAJEHCKHU Ne 3 HOJTY IOIO1I»)

ITPUKA3

25 aneaps 2019 e. No 12
c.m. ['Bapnenckoe

O co31aHMHU IKCIIEPTHOH KOMUCCHH
U YTBEPKICHHUH TO0JI0OKEHUSs 0 Hel

B umensx yiaydlleHHs OpraHU3alMM JEJONPOU3BOACTBA M ApPXHMBHOIO
XpaHEeHUs] JOKyMEHTOB, oOpasyromuxcs B AestenbHocth MBOY «COII Ne 3 c.m.
['Bapneiickoe», coOmrojieHus  TpeOOBaHMM  3akOoHOJaTeNbcTBa  Poccuiickoit
®denepanuu B chepe apXUBHOTO Jiea... TP U K a 3 bl B A 10:

1. Coznatsb skcnepTHyto komuccuio MbOY «COIII Ne 3 c.i. I'Bapaeiickoe» B
COCTaBeE:!

npeacenaTens — 3aMectuTens aupekropa Gamunusa 1.0,

cekperapb — aenonpousBoautens @amunusa 1.0.;

yjieHbl: TiaBHbIM Oyxrantep @amunusa 1.0., gomkaocts @amunusa 1.0, ...,
nomkHocts @amumust 1.0.

2. Y1BepauTh [lonoxeHne 06 SKCepTHOW KOMUCCHH (TTPHIIOKEHUE).

3. KonTpomp 3a wucCnoiHEeHHWEM TMpHUKa3a BO3JIOXKUTh HA 3aMECTUTEINS
nupekropa @ammims 1.0.

Jupexrop Iloonuco N.0. Gamunus

Oopasen opopmiieHust nmpukasa
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[Tpunoxxenne Ne 7

MY «Otnen ob6pazoBanus aAMUHUCTpAMK HaaTepeyHoro MyHHIIMIIATBHOTO paioHay

MyHununaabHoe 0101keTHOe 00111e00pa30BaTeIbHOE YUpPeKIeHue

«CPEJTHAS OBIIIEOBPA3OBATEJIBHAS HIKOJIA Ne 3 c.n. TBAPJEHCKOE»

(MBOY «COII Ne 3 c.n. TBAPJIEHCKOE»)

MY «Haarepeunu ma-mieHa ypxamuia aedy kKlomran aaMUHUCTpAIMH JemIapaH 1aKbay

My}munnanbnn 6]0[[)KeTHI/I Kbapaacuiapal y4pe:xaeHu

«'BAPJIEMICKH Ne 3 HOJIY IOKKBEPA IOKBAPAJIEIIIAPAH IIIKOJIA»

(MBIOY «I'BAJIEMCKH Ne 3 HOJTY IOIOIII»)

MPOTOKOJI
01 gespansa 2019 o. No

c.m. ['Bapaeiickoe

JaceJaHud Nneaarorn4eCcKroro
CoB€TAa

IIpencenarenscrBytomuii — @amunus 1.0.
Cexpetapp — @amumus N.0O.
[TpucyrcTBoBanm: 17 4enoBek (CIMCOK IMPHUIIaraeTcs)

I[TIOBECTKA JIHA:

1. O Mepax mno peanuzauuu QeAepasbHON IEJeBOM MPOTrPAMMBI...

3amecturens aupekropa @amunms 1.0.
2. ...

1. CJIVITAJIA: Tlerpos ILII. — TekcT noKIIaaa npuaaraeTcs.
BBICTVYIINJIN:

@amunus 1.0. — kpaTkas 3aMuch BbICTYILICHUS.

@amunus 1.0. — kpaTkas 3aMuch BBICTYILICHUS.

PELIMJIN: (ITOCTAHOBUJIN)

1.1. ChopmupoBath BpeMEHHbBIEC KOJUIEKTUBBI IO PEaU3aIlUH. ..

Jlokman

1.2. IToAroTOBUTH M YTBEPAUTH TIJIAHBI PAOOTHI TIO MPOeKTaM (eAepanbHOM 1eIeBON

MIPOTPAMMEBHI ...
2. ...

IIpencenarenbCTBYOIIMI Iloonucw N.0. ®amunus
Cexkpertapb Iloonucw N.0O. ®amunus

Oopasen opopMiIeHUS NMOJTHOTO MPOTOKOJIA



79

[Tpunoxxenue Ne 8

MY «Otaen oOpa3zoBaHus aiMuUHUCTpauuyu HaarepeuHoro MyHUIUMIIAIbHOTO pailoHa»
MyHuuunajgbHoe 0101KeTHOe 00111e00pa3oBaTe/ibHOE YUpeKIeHne
«CPEJHSS OBIIIEOBPABOBATEJIBHAS HIKOJIA Ne 3 c.n. TBAPJIEMCKOE»
(MBOY «COIII Ne 3 c.n. TBAPJIEMICKOE»)

MYV «Haarepeunu ma-meHa ypxasmia ey Klomran agMuHUCTpalluH AemapaH AaKbay
MyHununajbHu OI01KeTHU IOKbapageliapaH yupesKIeHu
«'BAPIEMCKH Ne 3 TOJTY IOKKBEPA IOKBAPAJIEIIIAPAH IIKOJIA»
(MBIOY «'BAJEHCKHU Ne 3 HOJTY IOIO1I»)

ITPOTOKOJI
01.02.2019 Ne 3

c.i. ['Bapneiickoe

ONEePAaTHUBHOIO COBEIIAHUA
y 3aMecTUTe/I JUpeKkTopa no YBP

3amecturens qupektopa no YBP — ®amunusa U.0.
Cexperapp — @amumus N.0O.

[IpucyrcrBoBanmu: @amunusa 1.0, @amunusa U.0., Pamunus 1.0.

1. O6 opranu3zaiu o0OclieIOBaHUS IO TEME ...

(@amuust U.0.", ®amumus W.O., Gavumust 1.0.)

1. YcraHoBuTh, 4TO ...
2. PykoBoaurento Tembl (Gamunus N.0.) oGecrieduTs KOHTPOIb ...

2. O0 yyacTuu B 3aceIaHUM pabouel TPYIIIHI 110 ...

(®amunus U.0.", ®amunus U.0., amumus 1.0.)
1. IToaroToBUTH K 3aceaHuio pabouel rpymnmbl MAaTEPUAIIBI O ....
3amecTuTelnb aupexropa rno Y BP Iloonucw N.0. ®amunus

CexkpeTapb Iloonucw N.0. Gamunus

Oopasen opopMiIeHHsI KPATKOIO NMPOTOKOJIA

* JlepBo#l ykaspIBaeTcst (paMIIMS W MHUIMAAIBI OCHOBHOTO JOKJIAQM4MKa, 3aTeM — (aMWIMK W WHULMAIBI JIHII,
YYacTBOBABIINX B 00CYKICHHUHU BOIIPOCa
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[Tpunosxxenune Ne 9

MY «Otnen o6pazoBaHus aAMUHUCTPAITUN MY «Hanrepeunu mia-mieHa ypxasmia aeqy
Hanrepeunoro MyHUIIUIIATBHOTO pailoHay klomTan aAMHUHUCTPALIMH JIeIIapaH 1aKba
MyHuuunajgibHoe 010/1KeTHOe MyHuIunajibLHu OI01KeTHU
o01meodpa3zoBaTe/ibHOE yUpeKIeHUe OKbapaJeliapaH y4pexKIeHn
«CPEJHSSA OBINEOBPA3OBATEJBHASA «I BAPI[EﬂCKI/I Ne 3 HOJTY OKKBEPA
IIKOJIA Ne 3 c.nn. FBAPI[EFICKOE» IOKBAPAJIEIIIAPAH HIKOJIA»
(MBOY «COHI Ne 3 c.n. I'Bapaeiickoe») (MBIOY «I'Bapaeiicku Ne 3 iiony FOIOLI»)
yi. A.X. Kaneiposa, 18, c. I'sapzeiickoe, A-X Kazpiposu yp., 18, I'sapreiicku.,

Hanrepeunn mynununansau klomr, HP, 366813,

H it p-m, U P 1
aarepernili p-, Heuenckas PocnyOmiica, 366813 VHH/KIIIL: 2007004372/200701001, OTPH:

WHH/KIIIT: 2007004372/200701001, OI'PH:

. ; 1092035000441, email: gvardeysk.3@mail.ru, .
1092035000441, emalIég%/?ég?gskﬁ@mall.ru, T. 8(963) 8(963) 586-91-02
Ne
Ha Ne or PexTopy (HauMeHOBaHUE Y4E€OHOTO
3aBEJICHUS)
OO0 yyacTuu B AHKEeTHPOBAHUH ®ammiust 1.O.

ITouToBBIii anpec

VBaxaembrii Umg OtuecTtBO!

[Ipennaraem Bam npuHSATH y4acTHe B aHKETUPOBAHMM OOpa30BaTEIbHBIX
OpraHu3alyi, OCYIIECTBISIOIINUX MOATOTOBKY CIIENUAIMCTOB IO IE€IArOrHYeCKUM
CIIELIUATIBHOCTSIM.

AHKETUpOBaHHE TMPOBOJUTCA HAMU B IIeNIIX cOopa MHQpOpMAIUU O BY3aX,
BBIMTYCKAIONIUX CIEIHMAIMCTOB HEOOXOJUMBIX HaM CIEIUATbHOCTEH, KOTOPHIX B
JaTbHEHIIIEM MOKHO ObLIO OBl MPUBIEKATH JJIA MPOXOXKICHUS MPOU3BOCTBEHHOM
IPAKTUKU U MOIOJHEHUS IITATa CIIELUAIMCTOB BEIOMCTBA.

3aIoJHEHHYIO aHKETY MPOCHUM BBICIIATh B HAII aJpec.

[Ipunoxxenue: ankera Ha 2 1. B 1 9K3.

C yBaxeHHeEM,

Jlupexrop Iloonucw N.0. Gamunus

®amunus Ums OtdyecTBo, ceKpeTaphb
(928) 123-45-67, llyin_Iv@techno.ru

Oo6pa3zen opopmiieHHs 1€10BOTr0 (CI1yKeOHOT0) MUCHMA


mailto:gvardeysk.3@mail.ru
mailto:gvardeysk.3@mail.ru
mailto:Ilyin_Iv@techno.ru

MY «Otnen o6pazoBaHus aAMUHUCTPAITUN
Hanrepeunoro MmyHununaibHOTO paioHa
MyHuuunajgibHoe 010/1KeTHOe
o01meodpa3zoBaTe/ibHOE yUpeKIeHUe
«CPEJHSSA OBINEOBPA3OBATEJBHASA
INKOJIA Ne 3 c.n. TBAPJIEMCKOE»
(MBOY «COII Ne 3 c.n. 'Bapaeiickoe»)

AKT
Ne

c.i1. I'Bapneiickoe

NPOBEPKH TEXHUYECKOTO
COCTOSIHMSI OPITeXHUKH
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[Tpunosxxenue Ne 10

OcnoBanue: npukaz MBOY «COIIl Ne 3 c.nm. I'Bapaetickoe» ot 01.02.2019
Ne 14 «O npoBepke TEXHUYECKOTO COCTOSIHUS OPTTEXHUKI.

CocrasneH: gomkHocth ®amunus MU.0., ..., gomxkHocth ®amuiaus N.0.

B xome mpoBEpKM TEXHMUYECKOTO COCTOSIHHS OPTITEXHUKH, IPOBEIACHHOM

04.02.2019, ycTaHOBIEHO...

[IpoBepkoii MprU3HAHBI HEMTPUTOIHBIMHU JUJISL DKCIUTYaTalNM:

Ioonuce N.0. dammnus
Ioonuce N.0. damumnus
Ioonuce N.0. damumnus

Oo0pa3zen opopmitenns akra
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[Tpunoxxenue Ne 11

AVII HMupexkropy MBOY
«COLI Ne 3 c.n. I'Bapaeiickoe»
JOKJIAJHASA 3AIIUCKA ®.1.0.

11 deBpans 20191. No 10

00 yBesiM4eHUM IITATHOM
YHMCJIEHHOCTH MOApPAa3ieIeHUus

YBaxxaeMblid (ast) !

B cBs3M CcO 3HAUMTENBbHBIM YBEJIMYEHUEM OO0beMa padOThl, BO3HHUKIIEH B
CBSA3U C ... mpoiry Bac U3pICKaTh BO3MOYKHOCTh YBEJIMYNTH IITATHYIO YHCIEHHOCTh
NO/Ipa3/ieNieHus1 Ha OJIHY AOJDKHOCTh OyXraiarepa.

C yBaxkeHHEM,

['maBHBIN OyxTanTep Iloonuco N.0. Gamunus

Oopasen opopMiIeHUsI TOKJIATHON 3aNIMCKHU
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[Tpunoxxenue Ne 12
Komy: PykoBoaureism moapasaeneHui
Or: ®amunus 1.0., 3amectutens nupexkropa mo AXY
HMara: 11 dpespans 2019 1.
Tema: Ilogaua 3asBOK Ha aBTOTPAHCIIOPT
CIY/KEBHAS 3AIINCKA
B nemsx mnoBbimeHuss 3(Q@EKTUBHOCTH HCIOIB30BAHUS M COKpPAILECHUS

MIPOCTOEB ABTOTPAHCIIOPTHBIX CPEJCTB MpPOIly PaOOTHUKOB MOJIaBaTh 3asBKU Ha
aBTOTPAHCIIOPTHBIE cpeacTBa HE no3aHee 15:00 qHs, npeAeCcTBYIOMIETO MOE3AKE.

3amecTuTelb aupektopa nmo AXY Iloonucw N.0. Gamunus

Oo0pa3zen opopmiieHUs Ci1yKeOHOI 3aNINCKU



~NoO oIk WwWwN
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[Tpunoxxenue Ne 13

IlepeyeHb JOKYMEHTOB, YTBEPKAAEMbIX
B MBOY «COLMLI Ne 3 c.n. I'Bapaeiickoe»

. AXTBI (TIPOBEPOK, PEBHU3UIl; CIIUCAHMSI; SKCIIEPTU3bI U JP.).

. I'paduku paboTt, OTIyCKOB, CMEHHOCTH.

. MHCTpYyKIIMK, JOMKHOCTHBIE MHCTPYKIIUH.

. Kimaccudukarops! undpopmarum, 10KyMEHTOB.

. Meroauku, peKOMEHIAIHH.

. Homenkunarypa nen.

. HopMbl ¥ HOpMaTHBBEI (BpEMEHHU, UYHMCICHHOCTH pPaOOTHUKOB, pacxoja

CBIPbSl I MAaTE€PUAJIOB, AIEKTPOIHEPTHH ).

8. Omucu gen (MOCTOSHHOTO, BpeMEHHBIX (CBbImIe 10 JIeT) CpOKOB XpaHEHHS
U TI0 JINYHOMY COCTaBYy).

9. [lepeunu (momxHOCTEH, BUIOB MHGOPMAIUH, TOKYMEHTOB).

10.
11.
12.
13.
14,
15.
16.
17.

[Tonurtuka.

[Monoxenus (0 KOMHCCHUAX (COBETaX ), MPEMUPOBAHNUH, ATTECTALIUHU H JI.).
[Topsiakmu.

IIporpamMmel.

[IpaBuna.

PersmameHTHL.

Cranpaprsl.

[IITaTHOE pacniucaHue.

* CIHCOK MOYKET U3MEHATLCS H/MIIN JOIIOJTHATBCA B COOTBETCTBUH C HeﬁCTByIOH_[HM 3aKOHOAAaTCIbCTBO



85

[Tpunosxxenue Ne 14

IlepeyeHb 1OKYMEHTOB, 3aBepPsieMbIX N1E€YATHIO
MBOY «COL Ne 3 c.n. I'Bapaeiickoe»

1. ApxuBHas cupaBka.

2. AxThl (IpreMa 3aKOHUYEHHBIX CTPOUTEIBCTBOM OOBEKTOB, 000PYI0BaHMUS,
BBITNIOJTHEHHBIX pabOoT, CIIUCAHUs, SKCIIEPTU3HI).

3. Konuu u BBIMHMCKM W3 JOKYMEHTOB, BbIIaBAEMBbIX JJISl MPEACTABICHUS B
Jpyrue OopraHu3auu.

4. OOpa3upl OTTUCKOB Iedared U mojanuced pabOTHUKOB, MMEIOIIUX IPAaBO
COBepIIaTh (PUHAHCOBO-XO35IIICTBEHHBIE OMIEPALIHH.

5. [Nopy4enus (OroKeTHBIC, 0AHKOBCKHUE, IICHCUOHHBIC; TUIATEKHBIC).

6. [IpencraBienus u xogaTaiicTBa (0 HarpaKIACHUH HAarpagaMi v MIPEMUSIMH,
B T.4. TOCYIapCTBEHHBIMU).

7. Peectpsl (4€KOB, TOPYUECHU, MPEICTABISIEMBIX B OAHK).

8. CrpaBku (0 m0x07axX (PU3UUYECKUX JIHIl, O BBHIIIATE CTPAXOBBIX CYMM, O
OaJlaHCOBOM CTOMMOCTH OCHOBHBIX (DOHIOB, MO MEPCOHU(DUIMPOBAHHOMY YYETY,
O(OpMIIEHUIO CTPaxOBBIX CBUJIETENBCTB, IO 3ampocaM OpraHu3alui, II0
JOKYMEHTaM, MPEJ0CTaBISIEMBIM B CYyJl, — [0 HEOOXOIUMOCTH).

9. YnocroBepeHust pabOTHUKOB.

* CIHCOK MOYKET U3MEHATLCS H/MIIN JOTIIOJTHATBCA B COOTBETCTBUU C )Iel\/’ICTByIOHH/IM 3aKOHOJATCJIbCTBOM
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[Tpunosxxenue Ne 15
IIpumepHbIii NepevyeHb HEPETHCTPUPYEMBIX BXOASIIHUX TOKYMEHTOB

1. AHkeThl (pe3tome), HapaBiIsieMbIe B LIEJISIX TPYAOYCTPOMCTBA.

2. bByxranrepckue AOKyMeHTHI (OyXxraiaTepckasi OTYETHOCTb, CUeTa, CYeTa-
(bakTypbl, aKkThl CBEpKM B3aMMOPACUETOB, AKThl MPUEMKHU-TIEPENayldl OCHOBHBIX
CPEIICTB, TOBAPHBIEC HAKIIAIHBIE).

3. 'OCTsbl, TexHUYECKHE PETJIAMEHTHI, PYKOBOJSIINE U APYTHE TOKYMEHTHI
M0 TEXHUYECKOMY PETYJIMPOBAHUIO U CTaHAAPTU3AIUY.

4. I'paduku, HapsIbl, 3asIBKU, PA3HAPSIKH.

5. lokyMeHThl ~ (MPOEKTHl  JOKYMEHTOB), TpeOylomue  MOIMUCAHUS
(cormacoBaHusl, yTBEPKICHHS) U MOCJIEIYIOLIEr0 BO3BpaTa.

6. KonkypcHas JoKyMeHTaIusl.

/. Hay4uHO-TexHUYECKasi U TPOEKTHAs JOKYMEHTALIHSL.

8. Koppecnonnenmusi, anpecoBanHas paOOTHUKaM OpTaHU3AINHA C TTIOMETKOM
«JImaHOY.

9. [lewatHble W3naHus (KHUTH, KypHaJbl, Ta3€Thl), KATAJIOTH, TEXHUYECKAs
JAUTEepaTypa, TEMaTUYECKUE U CIIeUalbHbIe COOPHUKH, IIIAKaTHI.

10. Ilo3mpaBuTenbHble NHCbMa U TEJIETPaMMBbl, 0OJIaroJapCTBEHHBIE
NUChbMa U TeJIerpaMMbl, IPUTIIACUTENIbHbBIE OUTIETHI.

11. IlpeiickypaHThI.

12. TlpurnacutenbHble OMIIETHI, MPUTIIAIICHHUS.

13. Tlporpammbl KOH(DEpEHIINA, COBEIIIAHHI.

14. PexnamHble MaTepuaibl (MMCbhMa, TUCTOBKH, MPOCIEKTHI, OYKIIETHI).

15. YueOHble miiaHbl, MPOTPaMMBI.

16. ®opmbl U OnmaHkd, B TOM 4YHcie (OpPMBI CTATUCTHUECKONM W WHOMU
OTYETHOCTH.

* Ecnu yka3aHHBIC JTOKYMEHTBI IOCTYITHIIA C COMPOBOAUTEIFHBIM ITHCEMOM, THCbMa PETUCTPUPYIOTCS B TOPSJIKE,
YCTaHOBJIEHHOM HacTosiel MHcTpykiueit
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[Tpunoxxenue Ne 16

MY «Otnen oO6pazoBaHus aIMUHUCTPALIIN YTBEPXJIAIO
HanrepedHoro MyHUIIMIIAIBHOTO paiioHa» JlupexTop
MyHununajbHoe 010/1:KeTHOe

o01reo0pa3oBaTeibHOE YUpPeKIeHue Hoonuct N.0. Damums

«CPEJIHSISI OBILIEOBPA3OBATEJIbHASI JlaTta
IKOJIA Ne 3 c.n. TBAPJIEMCKOE»
(MBOY «COII Ne 3 c.n. 'Bapaeiickoe»)
HOMEHKJIATYPA JIEJI
Ha roj
Cpoxk
Nunexc Komn-Bo |xpanenust u Ne
3aroJyI0BOK Jejia [Ipumeuanue
Jena el. Xp. CTaThH 110
IIEPEYHIO
1 2 3 4 5
Ha3zBanue paznena

Cexkperapb Iloonucw N.O. ®amunus
Buza pykoBoaurens apxusa
(Jin1a, OTBETCTBEHHOTO 32
apXuB)
COI'TACOBAHO COI''TACOBAHO
[TpoToxon 9K MBOY [TpoTtokon DK ApxuBHOrO

«COLI Ne 3 c.n. I'Bapaerickoe»

oT

No

ynpasienus [IpaButenbcTBa
Yeuenckoil PeciyOnuku

oT

DopMa HOMEHKJIATYPBI A€

Ne
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[Tpunoxxenue Ne 17

MY «Otnen oO6pazoBaHus aIMUHUCTPALIIN
HaarepeyHoro MyHMIHMnansHOrO paioHa
MyHununajbHoe 010/1:KeTHOe
o0meoOpa3oBaTe/ibHOE yUpeKICHHE
«CPEJHSASA OBINIEOBPA3OBATEJIBHASA
INKOJIA Ne 3 c.i. TBAPJIEMCKOE»
(MBOY «COII Ne 3 c.n. 'Bapaeiickoe»)

HaumenoBanue CTPYKTYpPHOTI0O

MmoJApa3aeieHus
HOMEHKJIATYPA JIEJI
Ha rox
Cpoxk
HNuanekc Koin-Bo | xpanenus u Ne
3aroJoBOK Jena [Ipumeuanne
nena end. Xp. CTaTbH MO
MIEPEYHIO
1 2 3 4 5
Ha3zBanue paznena
HaunmeHoBaHue 10IKHOCTH
PYKOBOJUTENSI CTPYKTYPHOTO
MOJpa3aeieHuUs Iloonucw N.O. ®amunus

Jlata

®dopMa HOMEHKJIATYPBI eI CTPYKTYPHOI0 IOAPa3/ie/1eHHUs
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[Tpunoxxenue Ne 18

HToroBas 3anmmuch 0 KATeropusix U KoJi-Be /eI, 3aBeJIeHHbIX B roay
B MBOY «COII Ne 3 c.n. I'Bapaeiickoe»

B ToMm uncie:
nepexoamux | ¢ oTMeTkon «IITKy

1 2 3 4

ITo cpokam xpaHeHuUs Bceero

[ToctostHHOTO

Bpemennoro (coime 10 ser)
Bpemennoro (a0 10 net
BKJIFOUHTEIIBHO)

HUTOI'O:

Cexkperapb Iloonucw N.0. Gamunus
JlaTa
HToroBeie CBECHUS EPEIAHBI B APXUB.

HanmenoBaHue 10JKHOCTH,
MEPEIaBUIETO CBEICHUSA Iloonuce N.0. Gamunus

JlaTta

dopMa UTOroBOI 3aNIMCH K HOMEHKJIAType J1e




MY «Otnen oO6pazoBaHus aIMUHUCTPALIIN
HaarepeyHoro MyHMIHMnansHOrO paioHa
MyHununajbHoe 010/1:KeTHOe
o0meoOpa3oBaTe/ibHOE yUpeKICHHE
«CPEJHSASA OBINEOBPA3OBATEJIBHASA
INKOJIA Ne 3 c.i. TBAPJIEMCKOE»
(MBOY «COII Ne 3 c.n. 'Bapaeiickoe»)
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[Tpunoxxenue Ne 19

YTBEPX/AIO
Hupexrop

Iloonucw
JlaTta

N.0. amunus

®onpg Ne
Ommuce Ne 1
JeJI IOCTOSIHHOTO XPAHEHUS
3a roj

Ne | Uunexe Kpaithue | Kon-so | Ilpume-

3aroyI0BOK Jejia
/1 zena JTaThI JINCTOB yaHue
1 2 3 4 5 6
‘ ‘ HazBanue pasz[eJ‘Ia ’ ‘

B nanHbIi pa3gen onucu BHECEHO JIell,

¢ No o No
JUTEPHBIC HOMEpA!

(umpaMu ¥ IPOMUCHIO)

, B TOM 4MCJIE:

IIPOITYLIEHHbIE HOMEPA!

Hanmenosanue nOJIKHOCTH
COCTaBUTEJIS OITHNCH

HanmenoBaHue TOKHOCTH
PYKOBOJMUTENS apXHUBa
(Jin11a, OTBETCTBEHHOTO 32 apXUB)

COT'JTACOBAHO
IIporokon 9K MBOY
«COMI Ne 3 c.n. I'Bapaerickoe

oT No

Tloonuce N.0. damunus
Tloonuce N.0. damunus
YTBEPX/IEHO
[TpoTtoxon DK ApxuBHOrO

ynpasneHus [lpaBurenscTBa
Yeuenckoit Pecriybnuku
0T Ne

(I)opMa OImUcCH A€J1 MOCTOAHHOI'O XpaHECHUSA




MY «Otnen obpazoBanus
agmuHucTpanuu Hanrepeunoro
MYHUIIUIIAJIBHOTO paiioHa

MyHuuunaabHoe 001 KeTHOe
o01meodpazoBare/ibHOE YUpeKIeHue

«CPEIHSSI OBIEOBPA3OBATEJIbHASI
IIKOJIA Ne 3 c.n. TBAPJIEICKOE»

®onpg Ne

Onuce Ne

aeJi BpeMeHHbIX (cBbiie 10 Jier)
CPOKOB XpaHEHUS

3a roa
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[Tpunoxenune Ne 20

YTBEPX/AIO
Hupexrop

Iloonucw
JlaTta

N.0. amunus

No | Unpekc

3aroyI0BOK Jiejia
/11 nena

Kpaiinue Cpok Kon-Bo | IIpume-
JIaTbl | XpaHEHUs | JINCTOB YaHUe

1 2 3

4 5 6 /

B nanHbIi pa3gen onucu BHECEHO

AC,

¢ No
JUTEPHBIE HOMEpPA:

o Ne

(umpaMu 1 IPOMUCHIO)

, B TOM 4HCJIE:

IIPOITYLIEHHbIE HOMEPA!

Hanmenosanue nOJKHOCTH
COCTaBUTEJIS OIHNCH

HanmenoBaHue TOKHOCTH
PYKOBOJMUTENS apXHUBa
(Jini1a, OTBETCTBEHHOTO 3a apXUB)

COTI''TACOBAHO

IIporokon 9K MBOY

«COMI Ne 3 c.n. I'Bapaerickoe»
OT No

Tloonuce N.0. damunus

Tloonuce N.0. amunus

®opma onucH e BpeMeHHbIX (cBbime 10 j1eT) cpokoB XpaHeHHs




92

[Tpunoxxenue Ne 21

MY «Otnen oO6pazoBaHus aIMUHUCTPAIIUN YTBEPXJIAIO
HanrepedHoro MyHUIIMIIAIBHOTO paiioHa» JlupexTop
MyHununajbHoe 010/1:KeTHOe oo 1L.O. @
o01reo0pa3oBaTeibHOE YUpPeKIeHue 0onuch -, DaMHIIInA
«CPEJTHSIS1 OBIIIEOBPA3OBATEJILHAS JlaTta
HIKOJA Ne 3 c.n. TBAPAEUCKOE)
(MBOY «COII Ne 3 c.n. 'Bapaeiickoe»)
®ong Ne
Onuce Ne 2
AeJI 0 TMYHOMY COCTABY
3a roa
Ne | Unpekc Kpaiinue Cpok Kon-Bo | IIpume-
3aroj0BOK Jeiia
/11 Jciia JaThbl XPaHCHUA JINCTOB YAaHUC
1 2 3 4 5 6 7
B nanHbIi pa3gen onucu BHECEHO JICII,

c Ne o Ne

JUTEPHBIC HOMEpa:

(undpaMu 1 MPOIHUCHIO)

, B TOM 4HCJIE:

MIPONYIICHHbIE HOMEpPA:

HanmenoBanue nOJKHOCTH
COCTaBUTEJIS OITHNCH

Hanmenosanue nOJIKHOCTH
PYKOBOJIMTEI apXuBa
(Jini1a, OTBETCTBEHHOTO 32 apXUB)

COI''TACOBAHO
[IpoToxon 9K MBOY
«COII Ne 3 c.n. I'Bapaerickoe»

oT No

Tloonuce

Tloonuce

N.0. Gamunus

N.0. Gamumnug

COI'JTACOBAHO
[IpoToxon DIIK ApxuBHOrO
ynpasienus [IpaButenbcTBa
Yeuenckoii PeciyOnuku

oT Ne

®opma onucH eI 10 THYHOMY COCTABY
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[Tpunoxxenue Ne 22

MY «Otnen oO6pazoBaHus aIMUHUCTPALIIN YTBEPX/IAIKO
Hazarepeynoro MyHununaabHOIro paioHa» JlupekTop

MyHununajbHoe 010/1:KeTHOe
o01reo0pa3oBaTeibHOE YUpPeKIeHue Hoonuct N.0. Damums

«CPEJHASI OBIIEOBPA3OBATEJIBHAS Jara
HIKOJIA Ne 3 c.n. TBAPAEUCKOE»
(MBOY «COLI Ne 3 c.n. I'Bapaeiickoe»)

AKT
Ne

0 BBIICJICHUM K YHUYTOKECHUIO
(apXMBHBIX) JOKYMEHTOB,
He MOJJIeKALUX XPAHCHHIO

Ha ocHOBanun

(HaBBaHI/Ie 1 BBIXOJHBIC JaHHBIC MEPEYHS JOKYMEHTOB C YKa3aHUEM CPOKOB HUX XpaHeHI/Iﬂ)

OTOOpaHbI K YHUUTOKEHUIO KaK HE HMMEIOIIME HAYYHO-HUCTOPHUYECKOW LEHHOCTH
Y yTPaTUBILIME MIPAKTUYECKOE 3HaUYEHUE JOKYMEHTHI (hoHaa No

(nazBanue hoHaa)

Cpoku
3aroJIoBOK Jienia Howmep en.
Ne . Howmep Kon-Bo | xpanenus u | Ilpume-
(TpyYIIIOBOI 3ar0JIOBOK T'onet Xp. 1o N
n/m OIMIKUCHU Ca. Xp. Ne crarei YaHUC
JIOKYMEHTOB) ONUCH
I10 IIEPEYHIO
1 2 3 4 5 6 7 8
Htoro €. Xp. 3a TOJBbI.
(mdpaMu 1 TPOTIHCHIO)

Onwcu 1e71 TOCTOSSHHOTO XPaHEHUd 3a TOJbl YTBEPKJICHBI,
o JUYHOMY cocTtaBy coriacoBanbl JIIK ApxuBHoro ynpasnenus [IpaButenscTBa
YeueHnckoit PecniyOnuku (IpOTOKOJ OT No ).

HaunmenoBanue qOJKHOCTH
PYKOBOJMTEIIS apXuBa

(Jin11a, OTBETCTBEHHOTO 32 apXUB) Iloonucw N.0. ®amunus
COT'JTACOBAHO YTBEPXJIEHO

[TpoToxon 9K MBOY [TpoTtoxon DK ApxuBHOrO
«COMI Ne 3 c.n. I'Bapaerickoe» ynpasienus [IpaBurenbcTa

Yeuenckoit Pecriybnuku
oT Ne OT Ne
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JIOKYMEHTBI B KOJIMYECTBE ex. Xp.:
- Ha OYMa)XHOM HOCHTEJIE BEC KT CIaHbl HA YHUYTOKECHUE;
- Ha BJICKTPOHHOM HOCHUTEJIE C/IAHBI HA YHUUYTOKECHHUE

(crtoco0 YHHUTOKEHHS)
HanmenoBanue 10KHOCTH paOOTHHKA,
CIABIIETO JJOKYMEHTHI Tloonuce N.0. Gamunus
ata
N3MeHeHNs B yYETHBIE IOKYMEHThI BHECCHBI.
HanmenoBaHue 10KHOCTH pabOTHUKA
apXuBa, BHECIIIETO U3MECHEHHUS
B YUETHBIE JIOKYMEHTHI Iloonucw N.0O. ®amunus
Jlata

(I)opMa aAKTa 0 BBIACJICHUH K YHUYTOKCHUIO JOKYMEHTOB, HE NMOMJICKAIIUX XPAHCHUIO
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JIMCT-3ABEPUTEJIb JIEJIA Ne

B nene noammTo 1 MpoOHyMEpOBaHO

[Mpunoxenne Ne 23

JIUCTOB

(umdpaMu 1 IPOIINCHIO)

c Ne o Ne

, B TOM 4YHCJIC:

JIMTCPHBIC HOMCpPA JINCTOB

IMPOIMYIMICHHBIC HOMCpPA JINCTOB

+ JINCTOB BHYTpeHHGﬁ OIINCH

Ocob6enHocTH (HPU3NYECKOTO COCTOSIHUS
u (hOopMHUpPOBaHHUS JIeTa

Howmepa nucros

1

2

HanMeHoBaHue JOIKHOCTH
paboTHHKA Iloonucw

Jlata

(I)opma JIUCTA-3aBEpUTEIIA AeJ1a

N.0. Gamunus
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[Tpunoxenue Ne 24
BHYTPEHH/S OIIUCH
AOKYMEHTOB jJeJia Ne
Perucrpanu- Howmepa
Ne crpatt [ara p [Ipume-
OHHBIN UHJIEKC 3aroJIOBOK JJOKYMEHTa | JINCTOB
n/m JIOKyMEHTA yaHue
JIOKYMEHTA Jena
1 2 3 4 5 6
Htoro JIOKYMEHTOB.
(umdpaMu 1 MPONUCEIO)
Koyinm4ecTBO MMCTOB BHYTPEHHEN ONKCH
(mudpaMu ¥ TPOMUCHIO)
HaumenoBaHue 1OKHOCTH JIMIIA,
COCTABUBIIETO BHYTPEHHIOKO OIUCH
Tloonucoe N.0. ®amunus

JOKYMCHTOB JCJIa

JlaTa

®opMa BHYTPEHHEH ONUCH JOKYMEHTOB /eJia
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[Tpunoxenue Ne 25

(HauMeHOBaHUE MYHHUIIMIIAIEHOTO apX1Ba)

(HauMeHOBaHUE OPTaHU3ALIUH)

(HaMMeHOBaHME CTPYKTYPHOTO IOJPa3/IeIICHH)

JIEJIO Ne TOM Ne

(3aroyIoBOK siena)

(kpaiiHue 1aTbl)

Ha JIMCTax
XpaHHUTb

®d. No
Om. Ne
JI. Ne

dopma 00J105KKH 1es1a
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MY «Otaen oOpa3zoBaHUs aIMUHUCTPALIUN
HanrepeyHoro MyHUIMNanbHOTO pailoHay
MyHuuunanabHoe 001 KeTHOe

o01meodpazoBaTe/ibHOE YUpeKIeHue

«CPEJHASI OBINEOBPA3OBATEJIBHAS
HIKOJIA Ne 3 c.n. TBAPJIEUCKOE)
(MBOY «COMI Ne 3 c.n. I'Bapaeiickoe»)

[Tpunoxenue Ne 26

Onuce Ne

aeJ

Ne | Unpekc Kpaitnue Cpok Kon-Bo | IIpume-

3aroJoBOK Jena

n/n | gena JIaThl XpaHEHUsl | JUCTOB YaHUe

1 2 3 4 9) 6 7
Ha3zpanue paznena
B nanHyr0 onuch BHECEHO nen,

(mmdpaMu 1 TPOTIUCHIO)

¢ No mo Ne , B TOM YHCJIE:

JUTEPHBIE HOMEpA!

MPONYIIEHHbIE HOMEPA!

HanmMmenosanne n10mKHOCTH

PYKOBOIUTENSL CTPYKTYPHOTO lloonucw N.0. Gamuinus

MOJpa3aeieHuUs

COI''TACOBAHO

Cexkperapsb (AIONPOU3BOIUTEINb )

Iloonucw N.O. Oamunus

ITepenan Telt
(undpaMu 1 IPOTUCHIO)

u PErUCTPallMOHHO-KOHTPOJIBHBIX KaPTOTEK K JIOKYMEHTaM.

HanmenoBaHue 10KHOCTH pabOTHHUKA
CTPYKTYPHOI'O TIOAPA3/IeICHUS

(uudpaMu 1 IPONHCHIO)

Tloonuce

N.0. damunus
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[Tpunsin nen
(uudpaMu U IPONHUCHIO)

U PETUCTPALMOHHO-KOHTPOJIBHBIX KAPTOTCK K JOKYMCHTAM.
(umudpamu 1 IPOMUCHIO)

HaumMenoBaHne JOJKHOCTH
pabOTHUKA apXuBa lloonucw N.O. ®amunus

Jlata

@®opMa onucH eI CTPYKTYPHOIO NOApPa3ieseHust



100

[punoxenne Ne 27

MY «Otaen oOpa3zoBaHUs aIMUHUCTPALIUN
HanrepeuHoro MyHUIUIIAIBHOTO pailoHa
MyHuuunanabHoe 001 KeTHOe
o01meodpazoBare/ibHOE YUpeKIeHue
«CPEJJHSASA OBIIIEOBPASOBQTEJIBHAH
HIKOJIA Ne 3 c.n. TBAPJIEUCKOE)
(MBOY «COMI Ne 3 c.n. I'Bapaeiickoe»)

HanmMeHoBaHMe CTPYKTYPHOTO
nojapas/ejeHust

®ong Ne
Onuco Ne
3JIEKTPOHHBIX J1eJ1, JOKYMEHTOB
Ne | Uunexe Kpaiinue | O6bem, | [lpume-
3aroJIOBOK Jeia
/11 neia JTaThl MO yaHue
1 2 3 4 5 6

Ha3zBanue paznena

| | | | |

B nanHbIM pa3es onucu BHECEHO JIelI,
(unpaMu 1 TPOMUCHIO)

c No 1o Ne :

00BEMOM MGO.

Hanmenosanue noJKHOCTH

PYKOBOJIUTEIA CTPYKTYPHOTO Iloonucw N.O. ®amunus
MOJpa3AeICHUs

JlaTta

COI'NJTACOBAHO

Cexkperaps (Ae10NPOU3BOIUTEIND )

Iloonucw N.0. Gamunus

Jlara

ITepenan pi(Sh)

(undpaMu 1 IPOTUCHIO)

n PEruCTpaIOHHO-KOHTPOJIbHBIX KAPTOTCK K JOKYMCHTAM,

(mudpaMu 1 IPOTHCHIO)
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00BeEMOM Mo.

HaumeHoBaHMe JOHKHOCTH paOOTHUKA
CTPYKTYPHOTO MOJIpa3IeJICHUs Iloonucw N.0. ®amunus

[Ipunsn nel

(umdpaMu 1 IPONHCHIO)

151 PErUCTPAMOHHO-KOHTPOJIBHBIX KaPTOTEK K TOKYMEHTAaM,

(tmdpaMu 1 TPOITUCEHIO)

00BeEMOM Mo.

HanMeHoBaHue JOIKHOCTH
paboTHHKA apXuBa Iloonucw N.O. ®amunus

JlaTta

IMPUJIOKEHHUE K OIIMCH Ne
3JICKTPOHHBIX J1eJ1, JOKYMEHTOB

PeecTp 10KyMEHTOB (KOHTEHHEPOB JIEKTPOHHBIX JOKYMEHTOB) AJIEKTPOHHOTO JIefa;
No enn. xp. mo onucu

Hnnexc nena
3aroj0BOK Jiejia

ara Perucrparnu-
nofyMeHT OHHBIﬁTIIiOIIf/Iep HanmenoBaHnue n1oKymeHTa Oomew, | Tpuve-
M6 JaHUS
a JIOKYMEHTA
1 2 3 4 5
HaunmenoBaHue 10MKHOCTH
COCTaBUTEIS OIIMCHU Tloonucwe N.0. damunms

®DopMa OIHUCH YIEKTPOHHBIX J1eJl, JOKYMEHTOB CTPYKTYPHOI'O NOAPAa3/AeIeHUs

CocraBisieTcs Ha Kaxioe QJICKTPOHHOC €TI0



