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I. OBILIME ITOJIOXKXEHU A

1.1. Hacrosmas uHCTpyKUUsA IO IEIONPOU3BOACTBY B I'OCYJAPCTBEHHOM aBTOHOMHOM
npodeccuoHaIbHOM oOpa3zoBaTeibHOM yupexaeHuu Yysamickoi Pecnyonuku «lluBuinbckuii
arpapHO-TEXHOJIOTHYECKUI TEXHUKYM» MHHHCTEPCTBA 00pa30BaHMS U MOJIOJEKHOU TOTUTUKA
UYysamckoit Pecriybnuku (nmanee — WMHcTpyknwms) paspaboTaHa B IENSX COBEPIICHCTBOBAHUS
JICJIONPOU3BOJICTBA UM MOBBbIEHUS AP(GEeKTUBHOCTH PabOTBl C JOKYMEHTAMH IyTEM
periJaMeHTaluy Ha eIMHON IPaBOBOM U METOJIMYECKON OCHOBE IIPABMII IOATOTOBKU JOKYMEHTOB,
TEXHOJIOTUH pabOThl C HUMH, OPTaHU3AIMHN WX TEKYLIEro XpaHeHUs U MOJATOTOBKH K Iepeaaue B
apXuB TOCYAapCTBEHHOIO aBTOHOMHOIO MpPO(ecCHOHAIbHOTO0 00pa30BaTENbHOTO YUPEXKICHUS
Yysamckoi Pecnnyonuku «L{uBUIBCKHI arpapHO-TEXHOJIOTMYECKUN TEXHUKYM» MUHUCTEpCTBA
oOpazoBaHusi W MoJIoAekKHOW TmonmuThKKA YyBamickor Pecnyonuku (manee — TexHUKyM,
opraHu3zarus).

1.2. TlonoxeHus Hacrosie MHCTpyKIMU pacpOCTPAHSIIOTCS HA OpraHU3alni0 paboTh
C OpraHU3alMOHHO-PACTIOPSIAUTEILHBIMA JTOKYMEHTAMH, OOpa3yIOIMMHUCI W TOJy4aeMbIMU B
nporecce GyHKIMOHUPOBAaHUS TE€XHUKYMa U €r0 CTPYKTYPHBIX MOAPA3ACICHUHN, HE3aBUCUMO OT
BH/Ia HOCHUTEINSI, BKJIKOYAs MOJATOTOBKY, PErUCTPALMIO, YYE€T M KOHTPOJIb HCIOJIHEHUS
JOKYMEHTOB, OpPraHHU3alMI0 UX TEKYLIEro XpaHEHUs, OCYIIECTBISEMbIE C IOMOIIbIO
WH(OPMAIIMOHHO-KOMMYHHUKAITMOHHBIX TEXHOJIOTHUH.

1.3.  OcobeHHocTH Oopranu3ainuu paboThl C JOKYMEHTAMHU, COAEPKAIIMMHU WH(OpMAIIHIO
OTPAaHMYEHHOTO JlocTyna (KOMMEpPUYECKYH TaiHy, TMepCOHalbHbIE JIaHHbIE U  HUHYIO
KOH(MUIECHITUANTBHYI0 WH(OPMAIIHNIO), PETyIUPYIOTCS OTAEIBHBIMH HOPMATHBHBIMU aKTaMH,
YTBEPKAAEMBIMHU TUPEKTOPOM TeXHUKyMA.

1.4. IlpaBOBBIM OCHOBaHMEM Jisl pa3pabOTKu MHCTPYKIUU SIBIASIOTCS 3aKOHOAATENIbHbBIE
U WHBIE HOpPMaTHBHBbIE TMpaBoBble akThl Poccuiickoit ®exepauuu B chepe uHboOpmaIm,
JOKYMEHTAlUU U apXUBHOIO JIeNa:

— Hanuonansueiii cranpaptr 'OCT P 7.0.8-2013 «CUBU/. [enonpous3BOACTBO U
apXxuBHOE 21e710. TepMUHBI U ONpEeIeHUA», YTBEPKICHHBIN MTpuKkazoM PeepabHOrO areHTCTBa
[0 TEXHUYECKOMY perynupoBaHuto u Merpojoruu ot 17.10.2013 Ne 1185-ct (ganee — I'OCT P
7.0.8-2013);

— Hammonaneueiii crangapr P® T'OCT P 7.0.97-2016 «Cucrema crangapToB IO
uHpopMaIK, OMOTMOTEYHOMY M H3AaTeNbCKOMY aeny. OpraHu3aluoOHHO-PACTIOPSIUTEIbHAS
nokymeHTanus. TpeboBanus kK opopmieHuro fokymeHToB» (nanee — 'OCT P 7.0.97-2016);

— IlocranoBnenue ['ocynapctBenHoro komurera Poccuiickoin @enepanuy no CTaTUCTUKE
or 05.01.2013 Ne 1 «OO6 yTBepkaeHHH YHUDHUIIMPOBAHHBIX (OPM TEPBUYHONW YUETHOU
JOKYMEHTALUHU 10 YYETy TPYJa U €ro OIiaThDy;

— IlpumepHasi MHCTPYKIHUS IO JAEJIONPOU3BOJICTBY B TOCYJAPCTBEHHBIX OpraHU3AIUSX,
yTBEp KJIeHHAas npuka3zomM denepanbHOro apxuBHoro areHTcTBa ot 11 anpenst 2018 rona,

a taxke YcraB LIMBUIBCKOrO arpapHO-TEXHOJOTMYECKOTO TEXHUKyMa MMHOOpa3oBaHUS
UyBaiuu, yTBEp:KIEHHBIM MpuKa3oM MHHHCTEpCTBA O0Opa3oBaHUS M MOJIOACKHON TMOTUTHKU
Uysamickoit Pecryomuku ot 17.12.2014 1. No2195 (manee — YcraB).

1.5. Bompocel HeyperyaupoBaHHble Hacrosmend VHCTpykuuen perynupyroTcs B
COOTBETCTBMM C JICHMCTBYIOIIMM 3aKOHOIATenbCTBOM Poccuiickorn Dexepanuuu U HUHBIMU
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HOPMAaTUBHBIMU M TOJ3aKOHHBIMH aKTaMU B OOJIACTH JEJONPOM3BOJCTBA, a TAKXKE IPYTUMHU
JIOKaJbHBIMUA HOPMATUBHBIMU aKTaMU TeXHUKYyMa.

1.6. Opranuzauusi, BEIEHUE U COBEPLICHCTBOBAHHUE JEJIONPOU3BOJCTBA HA OCHOBE
€IMHON TIOJINTUKH W TPUHIIUIIOB, TPUMEHEHHE COBPEMEHHBIX WH()OPMAIIMOHHBIX TEXHOJOTUH B
paboTe ¢ JOKYMEHTaMH, METOJIMYECKOE PYKOBOJCTBO U KOHTPOJIb COOTIOACHUS TOPSIIKA pabOTHI
C IOKYMEHTAaMH B CTPYKTYPHBIX MoJpa3zefeHusXx TexHukyma Boznaraercs Ha OTaen KaapoBOro
U JOKYMEHTAllMOHHOT'O 00€CIeUeHusl.

Otaen KagpoBOrO M JIOKYMEHTAIMOHHOTO oOOecreyeHusl JEeWCTBYeT Ha OCHOBaHUU
MIOJIOKEHUSI O HEW, YTBEPXKAAEMOro IUPEeKTOpoM TexHMKyMa K ONpeAesaroulero 3aJadd u
GbyHKIMM TOIpa3AeTeHHs, €ro IpaBa U OTBETCTBEHHOCTD.

1.7.  OTBETCTBEHHOCTh 3a OpraHuU3alilo0 paboOThl C JOKYMEHTaMH B CTPYKTYPHBIX
noApasAcieHusax TexHukymMa BO3/laraercss Ha PYKOBOAUTENEHM OTUX  MOAPA3IEIICHHM.
HenocpencTtBeHHOE BeneHUE IEIONPOU3BOACTBA B CTPYKTYPHBIX INOAPA3ACICHUAX TexHUMKyMma
OCYIIECTBIIIETCS JI€JIONMPOU3BOAUTENIEM UM WHBIM paOOTHUKOM MOJpa3iesieHus, Ha KOTOPOro
BO3JIOKEHBI O00S3aHHOCTH TIO BEACHUIO JICIIONPOM3BOJICTBA (Jajsiee - JEIOMPOU3BOIUTEND
MO/Ipa3IeIeHHUs ).

1.8. JlomkHOCTHBIE O0OSI3aHHOCTH, IpaBa M OTBETCTBEHHOCTh paboTHukOB OTaena
KaJpOBOT0 M JTIOKYMEHTAIMOHHOTO 00ECIEUYeHHUs, IETONPOU3BOANTENCH MOIpa3AeTCHIA U HHBIX
pabOTHUKOB, OTBETCTBEHHBIX 3a OpraHu3anuio paboThl C JOKYMEHTAMH, OIPEICISIIOTCS
JOJKHOCTHBIMU UHCTPYKIUSIMHU.

1.9. Ha mepwon ormycka, KOMaHIMPOBKH, OOJE3HM WM B CIydae YBOJIbHEHUS
pabOTHUKU CTPYKTYPHBIX NoJIpa3/iesieHnii TexHuKyma 00si3aHbl epelaBaTh BCe HaXOsIMecs Ha
WCIIOJIHEHUU JTIOKYMEHTBI JEJIONPOU3BOAUTENO MOAPA3AEICHUS WIM APYroMy paOOTHHUKY IO
YKa3aHUIO0 PYKOBOJIUTENS CTPYKTYPHOIO MOAPA3AEICHUS.

[Ipu cmeHe nemonpou3BOAUTENS MOJPA3JEICHUSI COCTABISCTCS aKT MNpUeMa-lepenadu
JOKYMEHTOB U JEII.

1.10. Conepxkanue  CIyXeOHBIX  JIOKYMEHTOB  HE  MOJUICKHUT  pa3JIallCHHIO.
BzaumonelictBue co cpeacTBaMM MaccoBOM MHGoOpMaluu, IepeAada UM - KaKoH-Iu0o
uHbOpMAIMM WIH JOKYMEHTOB M HMX KOMHH JOMYCKAaeTCA TOJIBKO C Pa3pelIeHHs IUPEKTOpa
TexHruKyMa UM UHOTO YIOJHOMOYEHHOTO UM JOJIKHOCTHOTO JIMIIA.

PaGotnukun TexHukymMa HECyT JUCHUIUIMHAPHYIO, AaJAMHHUCTPATUBHYIO U HHYIO,
YCTAHOBJIEHHYIO 3aKOHOAATENBCTBOM Poccuiickoit deaepannn, OTBETCTBEHHOCTh 33 HApYLIEHUE
CPOKOB XpaHEHHsI JOKYMEHTOB, YTpaTy M HECAaHKIIMOHUPOBAHHOE YHHUYTOXKEHHE CIIy>KEOHBIX
JOKYMEHTOB.

1.11. Tlpm yTpaTe HIOKYMEHTOB JE€JIONPOU3BOAMUTENb TMOJPA3ALICHUsT HHPOPMUPYET
PYKOBOAMUTENSI CTPYKTYpHOTO moapasaeneHus u Oraen KaapoBOro U JOKYMEHTAllMOHHOTO
o0ecreueHusl, MoCie Yero OPraHu3yeTcst PO3BICK JOKYMEHTOB.

Ecnu  po3biCK JAOKYMEHTOB HE [JaeT pe3yjbTaTa COCTaBIsAETCS akT, B KOTOPOM
YKa3bIBAIOTCSl JIaHHBIE YTPAu€HHOTO [OKYMEHTa, a TakKXe OOCTOSTENbCTBA, MPU KOTOPBIX
IIPOM30IIJIa yTpaTa, IOCJIE Yero MPEIIIPUHUMAIOTCSA MEPHI 110 3aMELIEHUIO JaHHOTO JOKYMEHTa
3aBEPEHHOMN KOMMUENU TOKYMEHTA.
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II. JOKYMEHTHUPOBAHUE YIIPABJIEHUECKOM JAESATEJIBHOCTU

2.1. B coorBerctBUU ¢ 3akoHOonAarenbcTBoM Poccuiickoit denepanuu, T0KaaIbHBIMU
HOPMAaTUBHBIMU aKTaMUd B TeXHHKyM€ U3JAI0TCA OpPraHU3alMOHHO-PACTIOPSIAUTENbHBIC
JOKYMEHTHI.

2.2.  Opra"u3aimOHHO-PACTIOPSANTEIbHBIC JOKYMEHTHI, CO3/1aBacMble B JESTEIBHOCTH
TexHukyma, AOMKHBI ObITh OG(OPMIIEHBI MO TpaBWJIaM, YCTAHOBJIEHHBIM HACTOSILIEH
NHuctpykuuen.

Brocute kakue-nu0Oo ucCHpaBieHHs] WIM J00aBJICHUsS B MOJNUCAHHbIE (YTBEP>KICHHBIC)
JOKYMEHTHI HE JIOMyCKaeTCsl.

2.3. Ocobennoctr 0opoOpMIECHHS AOKYMEHTOB, CO3/1aBa€MbIX B  CTPYKTYPHBIX
nojapasfieneHusIx TeXHUKyMa U OTpaXKaroluX CreuudUKy uX AesTENIbHOCTH, a TaKXkKe MpaBuia
opraHm3anuu padoThl C JAHHBIMU JOKYMEHTAMH YCTAaHABIMBAIOTCS OTACIHHBIMH JIOKATbHBIMH
HOPMAaTHUBHBIMU aKTaMH TeXHHUKyMa.

2.4. Co3gaHue JOKYMEHTOB B CHUCTEME D3JEKTPOHHOTO JIOKYMEHTOOOOpoTa (nmanee —
CO]Jl), B uensx mnosbimeHUs >dpdekTuBHOCTH wucnonb3oBanuss COJI, ocymecTBisercs ¢
WCIOJIb30BAHUEM I11a0JIOHOB OJAaHKOB JOKYMEHTOB M IIa0JOHOB JIOKYMEHTOB. OJIEKTPOHHBIE
1a0JI0HBI OJTaHKOB JOKYMEHTOB JIOJKHBI OBITh MJACHTUYHBI OJJaHKaM JOKYMEHTOB Ha OyMa)KHOM
HOCHTETIE.

2.5. Joxymentsl TexHukyma oQopMISIIOTCS Ha ONaHKaX WM CTaHAAPTHBIX JIMCTax
Oymaru ¢opmata A4.

2.6.  Jlns m3roToBieHHs TOKYMEHTOB B TeXHUKYME UCIONIb3YIOTCS:

- oO1uii 61aHK OpTraHU3allnu;

- Omank mwchbMa (YIJIOBOM W TPOJOJBHBIN) JJIsi  BEIEHUS TIEPEIUCKA ¢
OpraHMU3alUsIMU U TPaXIaHAMH,

- OJlaHK KOHKPETHOTO BHJA JOKyMEHTa (TMpUKa3, paclopsiKeHHe, MPOTOKOII, aKT,
CIIpaBKa).

OO6pa31bl 6J1aHKOB IOKYMEHTOB MPUBEIEHBI B PUJIOKEHUU A.

2.7. Tlpm w3maHMM JOKYMEHTOB Ha CTaHJAPTHBIX JIMCTaX OymMarn Ha HHX
BOCIIPOU3BOJIATCS PEKBU3UTHI, HEOOXOIMMBbIE JJIi JOKYMEHTOB KOHKPETHOTO BHJA WIH
Pa3HOBUHOCTH.

2.8. TIpoexTupoBaHue OJIAHKOB JTOKYMEHTOB ocyiiecTBisiercss B coorBeTcTBuu ¢ [[OCT
P 7.0.97-2016 «Cuctema crannapToB no uHdopMmaluu, OMOINOTEYHOMY U U3AATEIHCKOMY JIETTy.
OpraHu3anuoOHHO-PACTIOPSIUTENIbHAS ~ JIOKyMeHTarus.  TpeboBaHus K OQOPMIICHUIO
JTOKYMEHTOBY.

2.9. bnanku O0KyMEHTOB TeXHHKyMa H3TOTaBIMBAIOTCA THUIOTPAPCKUM CIOCOOOM,
CpeIICTBAMU OTIEPATUBHON NOMUTPa()UH NN KOMITBIOTEPHON TEXHHUKH.

2.10. JloxymeHTBI M3rOTaBIMBAIOTCS Ha OyMa)kHOM HOCUTENE U B (OpME DIIEKTPOHHBIX
JIOKYMEHTOB C COOIOZICHUEM YCTAaHOBJICHHBIX MPaBUI 0POPMIICHHSI IOKYMEHTOB.

2.11. JloxymeHTsl, oopMICHHBIC KaK Ha OJlaHKE, Tak U 0€3 Hero, MOJDKHBI UMETh MO
HE MEHee:

20 MM - JIeBOE;



10 MM - paBoe;

20 MM - BepxHee;

20 MM - HUXKHEE.

JlokyMeHTbI aynTenbHbIX (cBbime 10 JeT) cpoKOB XpaHEHUs JOJIKHBI UMEThH JIEBOE IOJIE
He MeHee 30 MMm.

2.12. JIOKyMEHThI, U3/1aBa€MbI€ COBMECTHO ABYMS WJIM HECKOJbKUMHU OpraHU3aLMSIMU,
opopMISIOTCS Ha CTaHAAPTHBIX JHCTaX OyMarn C BOCHPOHM3BEIACHHEM PEKBH3UTOB BCEX
OpraHu3alui, y4acTBYIOIINX B U3JaHUN JOKYMEHTA.

2.13. Tlpu nmoAaroToBke HOKYMEHTOB JOMYCKAaeTCs MCIOJIb30BAHKE JIMIIEBOM U 0OOPOTHOM
CTOpOHBI JucTa. [Ipyu IBYCTOPOHHEM CO3/1aHHMM JIOKYMEHTOB IIMpPUHA JIEBOTO IOJIA HA JINLIEBOU
CTOPOHE JIMCTa U MPaBOT0 MOJIsl HA 00OPOTHON CTOPOHE JIUCTA JIOJKHBI ObITh PaBHBI.

2.14. Ilpu co3maHuu JOKyMEHTa Ha JABYX U 0oJiee CTpaHUIAX BTOPYIO U MOCIEIYIOIIUE
CTpaHHULbl HyMepytoT. HoMepa cTpaHull IPOCTaBIIAIOTCS MO CEPEANHE BEPXHETO OIS JOKYMEHTA
Ha paccTostHuM 10 MM OT BepxHeEro Kpas JIUCTaA.

2.15. Jlns wm3rotoBieHUS JAOKYMEHTOB HCIOJNIb3yeTcs rapautypa mpudrta Times New
Roman, Bxonsmas B cTaHZapTHBI MakeT OQHUCHOro MporpamMmHoro obecrnedenus. Pasmep
mpudTta — Nel2-14 nr. Ilpu coctaBieHun TaOIUIl JOMYCKAeTCS MCIOJb30BaHWE MIPUPTOB
MeHbIIMX pazmepoB — NelO, 11 .

2.16. AG3zarmHbIi OTCTYN B TEKCTE TOKyMeHTa — 1,25 cM.

3aroJOoBKM pa3feNoB W MOJPA3/IEIOB TedYaTaroTcsl C a03alHBIM  OTCTYNOM  HIIH
LEHTPUPYIOTCS 1O IIMPUHE TEKCTA.

2.17. Tekcr pokymeHTa mnedaraercs depe3 1-1,5 MexcTpouHbIX HHTEepBasa. TekcT
JOKYMEHTa BBIPABHUBAETCS 110 IIUPHUHE JIUCTA.

MHOrocTpouHble PpPEKBU3UTHl II€YATAKOTCA 4Yepe3 OJMH MEXCTPOUHBIM HHTEpBal,
COCTAaBHBIE YaCTH PEKBU3UTOB MOTYT Pa3JeisAThCs JONOJIHUTEIbHBIM HHTEPBAIOM.

Ecnu 1OKyMEHT TOTOBUTCS IJIsl M3JaHUS C YMEHBIIEHHEM MacuTada, TEKCT Me4aTaeTcs
yepe3 JBa MHTEpBaa.

WuTepBan mexnay OykBamu B cioBaxX - OObIYHBIA. VIHTEpBanm MexIy clIOBaMH - OJUH
npober.

CTpokH pEeKBU3UTOB BBIPABHUBAIOTCS IO JIEBOW IPaHULE 30HbI PACIIOIOKEHUS PEKBU3UTA
WJIM LEHTPYIOTCS OTHOCUTENIBHO CAMOW JJIMHHOM CTPOKH.

JlnuHa camMOW JJIMHHOW CTPOKM PEKBU3HUTA IIPU YIVIOBOM PACIIOIOKEHUH PEKBU3UTOB HE
0omee 7,5 cMm.

JlnuHa caMoM JUIMHHOW CTPOKHM PEKBU3UTAa IIPU IPOJOJIBHOM PACIIOIOKEHUN PEKBU3UTOB
He 6onee 12 cm.

2.18. [JlomyckaeTrcsi BBLACNATH MONYXUPHBIM IIPUPTOM  PEKBU3UTHI  «ajapecary,
«3aroJIOBOK K TEKCTY» WIIH IIOMKCHY», a TAKXKE OTAEIbHbIC (ParMEHTHI TEKCTA.

2.19. Ilpu noaroToBKe MHOTOCTPAHUYHBIX JOKYMEHTOB O(OPMIISIETCS TUTYIbHBIN JTUCT.

2.20. CoctaB peKBU3HUTOB, UCMOIB3YEMBIX JUII OPOPMIICHHUS TOKYMEHTOB, ONMPEACIIIETCS
BUJIOM (Pa3HOBUHOCTHIO) OPraHU3aLMOHHO-PACIIOPAIUTENBHOTO JOKYMEHTA.

2.21. Ilpu noaroToBKe JOKYMEHTOB MCHOJIb3YIOTCA PEKBU3UTHI, ycTaHOBIeHHBIE [[OCT P
7.0.97-2016:
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1) rep6 (I'ocynapcrBennsiit rep6 Uysamickoii Pecrrybnukn);
2) smbnema;

3) TOBapHBIii 3HAK;

4) xox (hOpMbI TOKYMEHTA;

5) HauMeHOBaHHE OpPTaHU3AINH;

6) HaMMEHOBaHHE CTPYKTYPHOTO MOpa3eiICHNUS;
7) HauMEHOBaHWE JOJDKHOCTH JINLA;

8) crnpaBoYHbIE JaHHBIE 00 OpraHU3alnu;

9) HamMmeHOBaHME BHIa JOKYMEHTA;

10)naTa qOKymMeHTa;

11)peructpaninoHHBIN HOMEP TOKYMEHTA,
12)cchutka Ha PEeTUCTPANIMOHHBIN HOMEP H ATy MOCTYIHUBIIETO JOKYMEHTA,
13)mecto cocTaBneHus (M3AaHus1) JOKYMEHTA;
14)rpucd orpanuveHus 10CTymna K JOKyMEHTY;
15)anpecar;

16)rpud yTBEepKIeHHS TOKYMEHTA,;

17)3aro0oBOK K TEKCTY;

18)TeKkcT NOKyMeHTa;

19)oT™MeTKa O IPUITOKECHHH;

20)rpud cormacoBaHus JOKYMEHTA;

21)Bu3a;

22)MIOAMUCE;

23)oTMeTKa 00 3JEKTPOHHON MOJAIHUCH;
24)neyaTts;

25)oTMeTKa 00 UCTIOTHUTEIIE;

26)oTMETKA O 3aBEPEHUHU KOIINU;

27)oTMETKa O OCTYIUICHUH JOKYMEHTA;
28)pe3otonus;

29)oT™METKa O KOHTPOJIE;

30)oTMeTKa 0 HampaBJIEHUU JOKYMEHTA B JIEJO.

Cxembl PacnoJIOKCHUA PCKBU3UTOB JOKYMCHTOB INPUBCACHLI B IPUJIIOKCHUHN b.

Odopmienne peKBU3UTOB IOKYMEHTOB NPUBEACHO B MyHKTax 2.22-2.53 HacTrosmiein
HNnctpykuum.

2.22. OOmmii OmaHK OpraHWU3alMH WCHOJB3YETCS Il M3TOTOBJICHUS JIFOOBIX BHIOB

AOKYMCHTOB, KPOMC ACJIOBOTO ITMCbMa.

OO0muit 6;1aHK BKIIFOYAET CJICIYIONMINE PEKBU3UTHI:

['ocynapctBennsiii rep6 Yysamickoit PecyOnuku;

HAaMMEHOBaHUE OPraHU3aIUY;

MECTO COCTaBJeHUs (M31aHMs1) IOKYMEHTA,

OTMETKM ISl PEKBU3UTOB '"mara JOKyMeHTa" U "perucTpallMOHHbIA HOMEpP

JTOKymMeHTa".

2.23. bnaHk npuka3za BKIIOYAET CIEIYIOUINE PEKBU3UTHI:



- HaMMEHOBAHUE OPraHU3aLUY;

- HaMMEHOBAHUE BUJA IOKYMEHTA;

- MECTO COCTaBJICHUS WIH U3JIaHUs IOKYMEHTa;

- OTMETKHM JUIsl pa3MEILIEHUs1 PEKBU3UTOB 'nara JOKyMeHTa", "perucTpaluOHHBbIN
HOMEp JOKyMeHTa'".

2.24. bBnaHkK pacnopspKeHUs BKIIOYAET CIEAYIOIINE PEKBU3HUTHI:

- HaMEHOBaHUE OpraHU3aluH;

- HAaMMEHOBAHUE CTPYKTYPHOTO MOJpa3/eJICHNUS;

- HaMEHOBAHUE JIOJKHOCTH JIULIA;

- HaMMEHOBAHUE BUJA IOKYMEHTA;

- MECTO COCTaBJICHUS WIH U3JIaHUs IOKYMEHTa;

- OTMETKHM JUIsl pa3MEILIEHUs PEKBU3UTOB 'nara JOKyMeHTa", "perucTpaldOHHBIN
HOMEp JOKyMeHTa'".

2.25. bnaHk nucbMa BKIIIOYAET CIIEIYIOIINE PEKBU3UTHI:

- ['ocynapcrBennsiii rep6 YyBamickoit PecyOnuku;

- HaUMEHOBaHUE OpraHU3aluHy;

- CIPaBOYHbBIE JaHHBIE 00 OpPraHU3alNY;

— OTMETKHU JJIsI MPOCTABJIECHUSI PEKBU3UTOB 'Jara JOokyMmeHTa", "perucrpaiimoOHHBIN
HOMEp JOKyMeHTa", "cCchlIKa Ha PErMCTPAlMOHHBI HOMEP U 1aTy MOCTYIHUBIIETO TOKyMEHTa" .

B OmaHk mnMcbMa JODKHOCTHOIO JIMIA  JOTOJIHUTENIBHO BKJIKOYAETCS  PEKBU3UT
"HaUMEHOBaHUE [JOJDKHOCTH Juua", a B OJaHK @UCbMa CTPYKTYPHOIO MOJpa3aeieHUs
(coBelaTeNbHOrO, METOJWYECKOI0, 3KCHEPTHOIO WJIM MHOIO OprasHa) — HauMEHOBaHHUE
CTPYKTYPHOI'O MoOJpa3zeieHust (COBEIIAaTeIbHOI0, METOAUUYECKOT0, 3KCIIEPTHOIO WIM HHOIO
oprasa).

2.26. BHyTpeHHHE MOKYMEHTBHI OpraHH3aluu, opopmisieMble HE Ha OJaHKe, TOJKHBI
coJiepXkaTh COOTBETCTBYIOLIUE BUlY TOKYMEHTA PEKBU3UTHI.

2.27. Kox ¢GopMbl [OKyMEHTa TMPOCTABIsIeTCS Ha YHU(QUIUPOBAHHBIX (Qopmax
JOKYMEHTOB B COOTBETCTBUM ¢ OOLIEPOCCUICKUM KIACCU(PUKATOPOM  YIIpaBIEHYECKON
nokymentauuu (OKY /) nnm nokanbHbIM Ki1acCU(pUKATOPOM, pacloaraeTcsi B IpaBOM BEPXHEM
yray pabodero mons JIOKyMeHTa, coctouT w3 cinoB "dopma mo (HamMeHOBaHHE
kinaccudukaropa)" u uuPppoOBOro Koaa.

2.28. HammenoBaHue opraHu3anuu Ha OJIAHKE JTOKYMEHTa JIOJDKHO COOTBETCTBOBATH
HAaNMEHOBAaHUIO IOPHIMYECKOTO JIMIA B YycTaBe opraHu3anmuu. Ha OnaHkax JOKyMEHTOB
yKa3bplBaeTCs IMOJHOE OQUIMAIbHOE HAaUMEHOBAaHUE IOPUJIMYECKOrO JMIA € yKa3aHUEM €ro
OpTaHM3alMOHHO-TIPAaBOBOK  (DOpMBI  (eocydapcmeennoe asmonomMHoe NpogeccuoHarbHoe
obpazoeamenvroe  yupedcoenue  Yysawickoui — Pecnybnuku — «lJusunvckuii  acpapho-
mexHono2udyeckull.  mexHukym» Munucmepcmea 00pazosanus U MOJIOOEHCHOU NOTUMUKU
Yyeawickoii Pecnyonuxu), HaJ HaWUMEHOBAHMEM OPTaHU3ALMU YKa3bIBAETCS COKPAIEHHOE
HaMEHOBaHUE BhILIECTOALIeH opranuzauuu (Munobpasosanus Yyseawuu), o HAMMEHOBAaHUEM
OpraHm3alid B  CKOOKAax  yKa3bIBae€TCS COKpAIIEHHOE HAaWMEHOBAHWE OpTaHU3alluH,



8

MIPELYCMOTPEHHOE yCTaBOM (Lusunvckuii azcpapHo-mexHoa02u4eckul MexXHUKyM
Munobpaszosanusa Yysawuu).

2.29. HaumeHoBaHHME CTPYKTYpHOTO TMOJpa3iefieHus (B TOM 4HCIE OTACNICHUs,
KOJUIETHAIBHOTO, COBENIATEILHOTO WJIM MHOTO OpPraHa) yKa3blBaeTcs B OJaHKaxX MUCceM H OJaHKax
KOHKPETHBIX BHUJOB JOKYMEHTOB, W3JaBa€MbIX COOTBETCTBYIOUIMMHU MOAPA3ACICHUSIMU B
COOTBETCTBUU C JIOKAJIbHBIMA HOPMAaTUBHBIMU aKTaMM opraHusauud. HaumeHoBaHue
CTPYKTYPHOT'O MOJipa3/iesieHust (B TOM YKCII€ OT/ENEHHUS, KOJIETUAIbHOI0, COBEIIATEIbHOTO WU
WHOTO OpTaHa) yKa3bIBaeTCs M0/l HAMMEHOBAaHHWEM OpraHU3alluu.

2.30. HaumenoBaHue IOKHOCTH JIMIIA MCIOJIb3yeTCS B OJIaHKaX MUCEM JOKHOCTHBIX
JIUIL ¥ PacroJiaraeTcs rnoJ HAMMEHOBAHUEM OpTaHU3aIUU.

2.31. ChopaBouHble JaHHble 00 OpraHuU3alMd YKa3bIBAIOTCS B OJaHKax MHCEM U
BKJIFOYAIOT: MOYTOBBIM aJipec OpraHu3aluu (JIOMOJHUTEIBHO MOXET YKa3bIBaThCs apec MecTa
HaXO0XJICHHUs] IOPUIUYECKOro JIMIA, €CIM OH HE COBIAJAaeT C MOYTOBBIM aJpPECOM); HOMEpP
tenedona, (akca, aapec IMEKTPOHHOM MOYTHI, CETEBOM ajpec, a TakKe KOJ OpraHu3alud IO
Oo6mepoccuiickomy kiaccudukaropy mnpennpustuii u opranm3anuii  (OKIIO), ocHOBHOIA
TrOCYJAapCTBEHHBIH perucTpanioHHbi HOMep opranusanuu (OI'PH) u uneHTHdUKAIMOHHBIHN
HOMEp HAJIOTOIUIaTeNbIIMKa/ KO TPUYUHBI TOCTAHOBKHU Ha HanoroBbii yuet (MHH/KIIIT).

2.32. HaumeHoBaHue BUJa NOKYMEHTa (npuxas, akm, npomoKoa u m.o0.) yKa3bIBaeTcs Ha
BCEX [JOKYMEHTaX, 3a HCKIIOYEHHEM JENOBBIX (CIy>KEOHBIX) IHCEM, pacIoJiaraeTcsl oA
HaWMEHOBaHUEM OpraHHu3alUU (CTPYKTYPHOIO MOpa3ieiaeHusl, JOJKHOCTH).

2.33. Jlata AOKyMeHTa JAOJHA COOTBETCTBOBATh JaTe€ MOANUCAHUS (YTBEPKICHUS)
JOKYMEHTa WK (B MPOTOKOJIAX) AaTe COOBITHS, 3a()UKCUPOBAHHOTO B IOKYMEHTE.

JlaTa mOKyMeHTa 3alUChIBAETCS B MOCIEAOBATEIHLHOCTH: JIEHb MECSIA, MECSI, TOJ OJHUM
U3 IByX CIIOCOOOB:

— apabckumu nudpamu, pasaeneHHsIMu Toukoit: 05.06.2018;

- CJIOBECHO-IIU(PPOBBIM criocoboM: 5 uroHs 2018 .

Ha nokxymentax, odopmiseMblx Ha OJjaHKe, JaTa JOKyMEHTa MPOCTaBIsETCS MO
pEKBU3UTAMU "HaMEHOBaHUE BUJA JOKyMeHTa" (B OJlaHKaX KOHKPETHBIX BUJIOB JOKYMEHTOB) U
"cripaBoYHBIC TaHHBIE 00 opraHu3anuu’” (B OJaHKaX MUCEM).

JlaToli  JOKyMEHTa, U3aHHOTO COBMECTHO JBYMs WM OoJjiee OpraHu3anusMu
(IOMKHOCTHBIMHU JIMLIAMH ), ABJISIETCS JaTa MOAMKUCAHUS JOKYMEHTA MOCJIEIHEN CTOPOHOM.

2.34. PerucrtpanioHHBII HOMEP JOKyMeHTa — HuGPOBON uiIM OyKBEeHHO-IIU(PPOBOH
UICHTH(PUKATOP JOKYMEHTA, COCTOSIINI U3 MOPSAKOBOTO HOMEpa TOKYMEHTA, KOTOPBIN, MOXET
JOTIONHSTHCST TU(PPOBBIMU WM  OYKBEHHBIMH KOJaMH (MHIEKCAMH) B COOTBETCTBHH C
UCIOJIb3yEeMbIMU KJIaCCU(UKATOPAMH.

Ha nokymeHTe, COCTaBIEHHOM COBMECTHO JByMsS U 0OoJjiee OpraHu3alusiMu,
MIPOCTABJISIOTCS] PETUCTPAMOHHBIE HOMEpa JOKYMEHTA, IPUCBOEHHBIE KAXI0W U3 OpraHU3alMil.
PerucrpanuonHble HOMEpa MPOCTABIISIOTCS B MOPSAJAKE YKa3aHWsS HAMMEHOBAaHUN OpraHu3alui B
3aroJIOBOYHOM 4acTH (mpeaMOysie) JOKyMEHTa U OTACNAIOTCSA APYT OT Apyra KOCOH 4epToi.

2.35. Cchiika Ha PpPETrHUCTPALMOHHBIA HOMEpP MW JaTy MOCTYIHBIIETO JOKYMEHTa,
COCTOSIasi U3 PETUCTPALIMOHHOTO HOMEPA U JIaThl BXOASIIETO TIOKYMEHTA, HAa KOTOPBIM JaeTcs
OTBET, IpOcTaBisieTcs B BUJe oTMeTkH "Ha Ne oT " B ONaHKE MHUCHMA.
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B TekcT muceMa-oTBeTa CBEAEHMS O PETUCTPALIMOHHOM HOMEpE U JIaTe MOCTYIHUBILIErO
MMCbMa HE BKIIIOYAOTCS.

2.36. Mecrto cocraBieHMs (M34aHHs) JOKYMEHTa YKa3blBa€TCAd BO BCEX JOKYMEHTaX,
KpOMe JENOBBIX (CIIy)KeOHBIX) MMCEM, BHYTPEHHUX WH(OPMAITMOHHO-CITPABOYHBIX JOKYMEHTOB.

2.37. I'pud orpannyeHHs AOCTYIA K JOKYMEHTY MPOCTABIIAETCS B IIPABOM BEPXHEM YTy
NEPBOro JIMCTa JOKYMEHTa (IIPOeKTa JJOKYMEHTA, COPOBOJUTENLHOIO MUChMa K JOKYMEHTY) OT
TPAaHUIIBl BEPXHETO TMOJs NPU HAIMYMM B JOKyMEHTe HH(OpPMAanuu, AOCTYH K KOTOPOU
OrpaHUYMBAETCS B COOTBETCTBUHU C 3aKOHOJATeNbCTBOM Poccuiickoit deneparnum.

2.38. Appecar — peKBU3MT, HCHOJNb3YyEeMbIH NpPHU OPOPMIIEHUU [EIOBBIX (CIyKEOHBIX)
MUCeM, BHYTPEHHUX HH(POPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AnpecaToM JOKyYMEHTa MOXET ObIThb OpraHu3anusi, CTPYKTYpHOE HOJpa3jeieHue
OpTaHu3alnH, TOIHKHOCTHOE M (PU3NIECKOE JIUILIO.

PexBusut "agpecar" odopmisieTcst Ha G1aHKE C YIIIOBBIM PACTIOJI0XKEHHEM PEKBU3UTOB — B
BEpXHEH MpaBoi 4acTH JOKYMEHTa, Ha OJIaHKE C IPOAOJIBHBIM PACIONI0KEHUEM PEKBU3UTOB —
cnpaBa moJ pekBu3uTamu Osanka. CTpoKM pekBU3HMTA "ajgpecar" BBIPABHUBAIOTCA 10 JIEBOMY
Kparo WU LEHTPYIOTCS OTHOCUTEIBHO CaMOM JAJTMHHON CTPOKH.

Ilpu  agpecoBaHMM  JOKYMEHTa  PYKOBOJUTENIO  (3aMECTHTENI0  PYKOBOJUTEIIS)
OpraHM3alMy YKa3blBAIOTCS B JATEIbHOM IMaJ€Ke HAMMEHOBAHME JIOJKHOCTH PYKOBOAMTENS
(3amecTuTenss  PYKOBOAMTENS), BKJIIOYAIONIEE HAUMEHOBAHME OpraHu3aluu, (pamMuiuio,
MHULMANBI JOJHKHOCTHOTrO Jnua. Hanpumep:

Tenepanvromy oupexmopy
000 "Asaneapo”
Damunus U.0.

IIpn agpecoBaHuM NHUCbMa B OPraHU3ALMIO YKA3bIBA€TCA €€ IIOJIHOE WJIM COKPALEHHOE
HaVMEHOBAHUE B UMEHUTEIIBHOM MAIEKeE.

[Ipn agpecoBanum NOKyMEHTa B CTPYKTYPHOE IOJAPa3IEICHUE OPTaHU3allMM B PEKBU3UTE
"agpecar" yKa3plBalOTCA B MMEHHUTEIBHOM IaJe)K€ HAUMEHOBAHME OPraHU3alUM, HUXKE —
HaNMEHOBaHUE CTPYKTYpHOro noapasaeneHus. Hanpumep:

00O "Hoegvle mexnonozuu"
Joeosopro-npasosoii omoen

[Ipn agpecoBanum nucbMa pyKOBOJIUTEIO CTPYKTYPHOIO MOAPA3AEICHUS YKa3bIBAKOTCS B
HUMCHUTCJIbBHOM IIaACKC HAWUMCHOBAHUC OpraHu3aluu, HHWKCEC — B JAaTCIbHOM IIaACIKC
HAaUMCHOBAHHC JOJDKHOCTH PYKOBOIAUTCIIA, BKIIFOYAKOIIEEC HAMMCHOBAHUC CTPYKTYPHOT'O
nojapasenenus, pamunnto, nauMaIsl. Hanpumep:

00O " Hosvie mexnonocuu "

Pyrosooumento 0ocosopro-npasosozo omoena
Damunus U.0.

[lepen ¢amunueit AOMHKHOCTHOTO JHIA JOMYCKAaeTCs YMNOTpeOdsITh cokpaiieHue '"r-Hy"
(rocioanHy), eclu aapecar MyKuMHa, Wik '"r-xe" (TOCloXke), eciau ajpecaT MKEHIIUHA.
Hampuwmep:

e-Hy @amunusa U.0O.
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2-oice Qamunus U.0.

[Ipu paccbuike OOKyMEHTa TpyMIe OpraHu3aluid OJHOTO THUIA WIM B CTPYKTypHbIE
MoApa3eICHNs OJTHOM OpraHu3aIlvy, ajpecaT yKa3biBaeTcst 0000menHo. Hampumep:

Pykogooumensim ¢huruanos

00O "Haumenosanue opeanuzayuu"
Pyrosooumenam ynpasnenuil

u omoenoe OO0 "Haumenosanue opeanuzayuu’”

[Ipu pacceiike JOKYMEHTa HE BCEM OPTaHM3aLUSAM WIH CTPYKTYPHBIM MOJpa3JeNeHUIM
noj pekBu3uToM "Azpecatr” B ckoOkax ykasbiBaercs: "(mo cnucky)". Hanpumep:

Pyrosooumensm ynpasnenuil
u omoenog OO0 "Haumernosanue opeanusayuu”
(no cnucky)

CHOHCOK pacChUIKM COCTABIISIETCS] UCITOJIHUTENEM.

Ecnu nucbMo HampaBisieTcsl B OpraHU3alUI0 WIM JOJDKHOCTHOMY JIMIYY M JUISl CBEACHUS
elle psiAy OpraHu3anuil Uiu JOKHOCTHBIX JIUII, OOIIee KOJTUYECTBO aIpECaTOB HE TOKHO ObITh
Oojee yeThIpex, MPU 3TOM OCHOBHOM ajpecar ykasbIBaeTcsi nepBbiM, cioBo "Komwus" mepen
BTOPBIM, TPETHUM, YETBEPTHIM aJpecaTaMu HE NeYaTaeTCs.

B cocraB pexBusuta "Anpecar" MOXeT BXOJUTbH MOYTOBBIA agpec. IIEMEHThI MOYTOBOTO
aZpeca YKa3blBAIOTCA B MOCIEIOBAaTEIbHOCTH, yCTaHOBJIEHHOW IIpaBunamu oxa3aHusi yciyr
MOYTOBOM CBSI3U, YTBEPKIACHHBIMU MPUKA30M MUHUCTEPCTBA CBSI3M U MAaCCOBBIX KOMMYHUKAIUN
Poccuiickoit @enepanuu ot 31 utosst 2014 r. Ne234:

a) JUIsl FOPUIMYECKOTO JIMIA — MOJTHOE WM COKpallleHHOe HauMeHOBaHHe (IIPU HATUYHH),
IUTS TpKIaHUHA - (DaMIITUS, UMs1, OTYECTBO (ITOCIICTHEE TIPU HATMYHHN);

0) OaHKOBCKHE PEKBM3UTHI (IJIs1 MOYTOBBIX MEPEBOOB, HAMPABIAEMbIX IOPUAUUYECKOMY
JUIlY WIA IPUHUMAEMBIX OT IOPUIUYECKOTO JIULIA);

B) Ha3BaHUE YJIHIIbI, HOMEP JA0Ma, HOMEP KBapTHUPHI;

I') Ha3BaHUE HACENIEHHOTO MYHKTA;

1) Ha3BaHUE paiioHa;

€) Ha3BaHUe pecnyOauKH, Kpas, 00JacTH, aBTOHOMHOTO OKpyra (ob6iactu);

) Ha3BaHUE CTPaHBbI (V151 MEXKTYHAPOJAHBIX MIOYTOBBIX OTIIPABICHUN);

3) OYTOBBIN MHJEKC.

Hanpuwmep:

Omoenenue Iloumwl Poccuu
Llenmpanvuas yn., 0.18,

. Hueunvck, Yysauwickasn Pecnybnuxa,
429900

[TouToBBIi anpec He yKa3blBaeTCs B JAOKYMEHTAax, HAlpaBliIeMbIX B BBICIIME OPTaHbI
BJIACTH, BBIIIECTOSAIINE OpPraHU3allUM, [OJABEAOMCTBEHHbIE OpraHU3allMd U MOCTOSHHBIM
KOPPECHOHICHTaM (32 UCKIIIOUEHUEM HAMNpaBJICHUS MUCEM YKa3aHHBIM ajipecataM B KOHBEpTax ¢
MPO3payHbIMU OKHAMH).

[Ipu ampecoBannm NOKyMeHTa (U3MYECKOMY JIMIY YKa3bIBAIOTCS: (haMUJIUsS, WHUIIHAIIBI,
MOYTOBBIN anapec. Hanmpumep:
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Qamunus U.0.
Caoosas yn., 0. 5, k8. 12,
. Hueunvck, Yysauickasn Pecnybnuxa,

429900
[Ipu oTnpaBke MuchMa MO 3IEKTPOHHON MOYTE MM (PaKCUMHIBHOU CBsI3U (0€3 TOCHUIKH
MO0 TOYTEe) MOYTOBBIM ajpec He ykasbiBaeTcd. llpu HeoOXoaumMocTH MOKeT ObITh YyKa3aH
ANIEKTPOHHBIN anpec (Homep Tenedona/dakca). Hampumep:
Bcepoccuiickuii HAYYHO-UCCe008aMeNbCKULL

UHCMUMYM OOKYMEHMOBEOeHUS U APXUBHO20 Oeld
mail@vniidad.ru

2.39. Tpud yrBepkaeHUs TOKyMEHTa MPOCTABISETCS HA JOKYMEHTaX B MPaBOM BEPXHEM
yriay mepBoro jgucta JokymMeHTa. CTpOKM pPEKBU3HMTA BBIPABHUBAIOTCA MO JIEBOMY Kpar WM
LEHTPYIOTCA OTHOCUTEIBHO CAMOW JNIMHHOM CTPOKH.

[Ipu yTBepkIeHNN JOKyMEHTa COOCTBEHHOPYYHOU MOANKCHIO JOJKHOCTHOTO JUIA TpUd
yTBepxkaeHuss cocrour u3 ciaoBa "YTBEPXIIAIO", nHaumeHOBaHUSA JIOKHOCTH JIWIIA,
YTBEPKIAIOMIETO JTOKYMEHT, €ro TOJIMWCH, WHUIMAJIOB, (aMWIMH ¥ JaThl yTBEPKICHUS.

Hampumep:
YTBEPJ{AIO
Jlupexmop Lusunvcrozo azpapHo-
MexHoI0cuecko2o mexHukyma Munobpazosanus
Yysawuu
Tloonuce U.0. ®amunus
Jlama

[Ipu yTBepX)AeHWH AOKYMEHTA PaCIOPSIUTEIbHBIM TOKYMEHTOM Tpu() yTBEpXKIACHUS
cocrour u3 cinoa "YTBEPXIEH" ("VTBEPXIEHA", "YTBEPXIEHBI" wmu
"VTBEPXJIEHO"), corizacoBaHHOro ¢ HAauMMEHOBAHMEM BHJa YTBEPKAAEMOIO JOKYMEHTa,
Ha3BaHMUS BUJA PACIOPSAMTEIBHOTO JOKYMEHTAa B TBOPUTEIBHOM IaJ€XKe, €ro JaTbl, HOMEpa.

Hampuwmep:
1. (Pecnamenm) YTBEP)K/IEH
npuKazom Lusunvcxozo azpapHo-
MexHoI02uecko2o mexHukyma Munobpazosanust
Yysawuu om 5 oxkmsaops 2018 2. Ne§2
2. (Ilpasura) YTBEPXKJ[EHBI

NPpUKazom Husunvckoeo azpapmo-
mexHonocu4eckoeo mexnuxyma Munobpazoeanus
Yysawuu om 5 oxmaopa 2018 . Ne83

[Ipu yTBepkIeHUM AOKYMEHTa KOJUIETHAIbHBIM, COBEIIATEIbHBIM WJIM HWHBIM OPraHOM,
pelIeHuss KOTOporo (UKCUPYIOTCS B MPOTOKOJE, B TIpude yTBEPKIEHHUS yKa3bIBaeTcCs,
HaMMEHOBaHHUE OpraHa, jaTa ¥ HOMep MpoTokoia (B ckobkax). Hampumep:

(Ilonooicenue) YTBEP)K/IEHO
Teoacozuueckum cosemom Llusunvcxozo azpapo-
MexHoI02U"ecKkoeo mexuukyma Munobpazoeanus
Yyeawuu (npomoxon om 12.09.2018 Ne2)
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2.40. 3arojoBOK K TEKCTY — KpaTKoe COJAepKaHhe TOKyMeHTa. Eciiu 3aroioBOK K TEKCTY
oTBe4aeT Ha Borpoc "o uem?", oH HaunHaercs ¢ npeiora "O" ("O6"). Eciu 3aroioBok K TEKCTY
OTBCYACT Ha BOIIPOC "‘ICFO?", OH COCTABJICT OAHO HOCJIOC C HA3BAHUCM BHIAA AOOKYMCHTA.
Hanpumep:

- npukasz (o uém?) o coz0anuu ammecmayuoHHOU KOMUCCUU

- npuxas (0 uém?) 06 ymeepocoenuu WmamHoz2o pacnucamusl

- nucoMo (0 wém?) o npedocmasnenuu uHpopmayuu

- akm (wezo?) npuema-nepedayu oen
- npomoxon (we2o?) 3acedanus IKCNEPMHOU KOMUCCUU

3aroyioBOK K TEKCTy o(opmiseTcs Mo peKBU3UTaMH OJlaHKa clieBa, OT TPaHUIIbI JIEBOTO
oJIsl.

3aroyioBOK K TEKCTY MOXKET HE COCTABIISIThCS, €CJIM TEKCT JOKYMEHTa He MpeBbImaeT 4-5
CTpOK.

2.41. Tekct DOKyMEHTa COCTAaBJISIETCS Ha PYCCKOM s3bIKe. TEKCT NOKyMEHTa IOJIKEH
ObITh COCTaBJIEH TIPAMOTHO, SICHO, MOHSITHO M IO BO3MOXKHOCTH KpaTKo. TeKCT JOKyMeHTa
JIOJDKEH COJIEPKaTh JOCTOBEPHYIO M aKTyallbHYI0 HWH(OpPMAINIO, JOCTATOYHYIO JUISl TPUHSTHS
pELICHU WM UX UCTIOJIHEHUS, HE IOJDKEH JOMYCKaTh Pa3IMYHbIX TOJIKOBAHHM.

B Tekcrte nokyMeHTa, MOJATOTOBJICHHOM HAa OCHOBAaHWMHM 3aKOHOAATENBHBIX WM HHBIX
HOPMAaTUBHBIX MPABOBBIX aKTOB, paHEe M3JAHHBIX PACHOPSAUTENbHBIX JIOKYMEHTOB,
YKa3bIBAIOTCSI UX PEKBU3UTHI:

— HaUMEHOBAaHUE JOKYMEHTa, HAaUMEHOBAHME OpraHM3allUd — aBTOpa JOKYMEHTa,
JaTa JOKYMEHTA, PETUCTPALMOHHBIN HOMEpP JOKYMEHTa, 3arojIOBOK K TEKCTYy M HaMMEHOBaHHE
BUJIA IOKYMEHTA;

— HAaWMEHOBaHUE OPraHU3alUU WIH JTOHKHOCTHOIO JIMIIA, YTBEPAUBIIETO JOKYMEHT,
JaTa yTBEPKJIEHUs JJOKYMEHTA.

TekcT AOKyMEHTa MOXKET COJepKaTh pasjelibl, MOAPA3ACNbl, IMYHKTbI, MOJIMYHKTHI,
HyMepyeMble apaOckumu IudpaMu. YpoBHEH pyOpHKamMHM TEKCTa HE JODKHO OBbITh Oonee
YeThIpeX.

B npukasax Tekct nsnaraercsi OT IEPBOro JULA €AMHCTBEHHOIO yKcia ('mpukasbiBaro").

B nokyMeHTax KoJIeriajibHbIX M COBEIIATEIbHBIX OPraHOB TEKCT M3JIaraeTcsi OT TPETHEro
nunia enuHcTBeHHoro uyucia ("[lemarormueckuit coBeT ... mocTaHOBisAeT", '"coOpaHue
pemmio").

TekcT mpoToKoJIa U3JIaraeTcsi OT TPEThero Jjuia MHokecTBeHHOTO uncia ("CIIYIITAJIN",
"BBICTYIIWJIIA", "TIOCTAHOBWIN" nnu "PELINJIN").

B nokxymeHTax, ycTaHaBIMBAIONIUX MpaBa W OOS3aHHOCTH OPTaHHW3aIllUU, CTPYKTYPHBIX
nojpasielieHuit (MoyioKeHne, HCTPYKIIHS), a TAaKXKe COJIEPKallUX OMUCAHUE CUTYallui, aHalIu3
(GhakTOB WM BBIBOJIBI (aKT, CITPaBKa), UCIIOJIB3yeTCs (hOpMa M3JI0KEHUS TEKCTa OT TPETHETO JIHIA
€IMHCTBEHHOTO WJIM MHOXXeCTBeHHOro umcia ("oTmen ocymiecTBiser (QyHKIuu...", "B cocCTaB
yIpaBiIeHUS BXOIAT...", "KOMUCCHUS MTpOBEIa MPOBEPKY...").

B coBMecTHBIX JOKYMEHTaxX TEKCT HU3J1araercsi OT MEePBOro JIMIA MHOXECTBEHHOTO YMCIIa
("mpuka3biBaem", "pemmnn'").

B nenoBbIx (cayeOHBIX) MUChbMaX UCTIONB3YIOTCS (POPMBI U3II0KECHHS:
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- OT MEPBOIO JIMLa MHOYKECTBEHHOr0 yncia ('mpocuM HampaBuTh...", "MpeacTaBisgeM
Ha pacCMOTpeHHe ...");

- OT TpeThero JMla eIuHCTBeHHOro uwucia ("..TeXHHUKYM He BO3paxaert...",
"opraHu3zanys CYUTAET BO3MOKHBIM...");

- OT TIEPBOTO JUIA €IUHCTBEHHOTO uuncia ("'cuuTaro HEoOXoauMbIM...", "mpesiararw
paccMoTpeTh..."), eciau MUChbMO 0(OPMIIEHO Ha TOJIKHOCTHOM OJIaHKE.

B noknagHbIX U CIyKeOHBIX 3amuCcKaxX, 3asgBICHHUSX TEKCT M3JIaraeTcsi OT MEpPBOTO JUIa
eauHCTBeHHOTo uncha ("mpomry...", "cunuTaro HEOOXOIUMBIM...").

B nmoxymenrtax, ycraHaBnuBaromux (GpyHKIuM (00S3aHHOCTH), MPaBa U OTBETCTBEHHOCTh
CTPYKTYPHBIX TMOpa3jiefieHuii, paOOTHUKOB (MOJOXKEHUE, UHCTPYKIUS), a TaKKe COAEepIKaIINX
ONMCAHUE CUTYAIINH, aHaTu3 (DAKTOB U BBIBOABI (KT, CIIPABKA), HCIIOIB3YETCs popMa U3IIOKECHUS
TEKCTa OT TPETHETO JIMIa €IUHCTBEHHOTO WJIM MHOXECTBEHHOro uucia ("OoTAesl oCyIeCTBIISET
dbyHKIuM...", "KOMUCCHUS MPOBEa MPOBEPKY...").

[Ipy moaroToBKE TEKCTa JOKYMEHTa CJeAyeT COONoaTh TMpaBujia HAMUCAHUS
o(UIMaATbHBIX HAMMEHOBAHUMN, YUCTUTENbHBIX U €IUHUL] U3MEPEHHUS.

B TekcTax MOKYMEHTOB YIOTPEOJAIOTCS OOIIENpPUHATHIE a00peBUaTypbl U Tpaduueckue
COKpAILEHUSI.

[Tpu yka3aHuu B TeKcTe GaMUIHH JTUIA MTHUITHANBI CTaBSATCS Tocie haMuIui.

B nenoBeiX (CiykeOHBIX) MUChMaX MCTIOIb3YIOTCS:

- BCTYNUTENBHOE 0OpaIieHue:

Yeaoicaemvuii cocnooun I[Ipeoceoamens!

Yeaowcaemviui cocnooun Munucmp!

Yeaoicaemviii cocnooun Heanos!

Yeaowcaemas cocnoorca Ilemposa!

Yeaowcaemvii Hean Ilemposuu!

Veaorcaeman Anna Huxonaesna!

Yeaorwcaemvlie cocnooa!

— 3aKIIoYHTeNbHast dTuKeTHas gpaza: "C yBaxeHuem, ...".

HaumenoBaHue TOKHOCTH B OOpallleHUH MUIIETCS ¢ MPOMMUCHON OYKBBI, B 0OpaIeHUH 110
(haMuUITY HHAIHAITBT JTUTA HE YKA3bIBAIOTCSI.

2.42. OrMmeTrka O TMPWIOKEHUU COJEPKUT CBEIEHUS O JOKYMEHTe (JIOKyMEHTax),
MpUJIaraéMOM K OCHOBHOMY JTOKYMEHTY (B COTPOBOJUTEIBHBIX MHCHMAaxX, MPETCH3UAX, aKTaXx,
CIpaBKax M JAPYyrux WH(GOPMAIHUOHHO-CIIPABOYHBIX TOKYMEHTaX) WU O TOM, YTO JOKYMEHT
ABJIAETCA TPUIOKEHHEM K OCHOBHOMY JIOKYMEHTY (B JIOKyMEHTaX — TNPUIIOKEHUSIX K
pPacHopsIUTEIIBHBIM IOKYMEHTAM, ITOJOXKEHUSM, TPaBUiIaM, HHCTPYKIIUSM, JOTOBOpaM, IJIaHaM,
OTYETaM H JIp. TOKYyMEHTaM).

B compoBoauTenbHBIX MHUCbMaX M JAPYTUX HH(POPMAIIMOHHO-CIPABOYHBIX JOKYMEHTaX
OTMETKAa O TPUIIOKEHHH OQPOPMIISETCS TOJ TEKCTOM OT TPAHUIIBI JEBOTO IO CIETYIOIINM
obOpazoM:

- CCJIM IIPUJIOKCHUC HA3BAHO B TCKCTC!

IHpunooicenue: na 2 1. 8 1 7x3.



14

€CJIM MMPHUJIOKCHUEC HC HA3BAHO B TCKCTC WJIN €CIIN HpI/IJIO)KCHI/Iﬁ HECKOJIbKO:

Ipunooicenue: 1. Ilonoxcenue o 8edenuu JCypraia yueOHwvix 3auamuti Ha 5 . 8 1 9K3.
2. Ilonooicenue o komnviomeprHom Knacce Ha 3 1. 8 1 ok3.

€CJIH TIPIIOKEHHE (TPUIIOKEHUS) COPOITIOPOBAHO(BI):

przoofceﬂue: omuem o camooocied08anul 8 2 IK3.

— €CIM  JOKYMEHT, SBISIONIMICS  NPUIOXKEHHEM, UMEET MPUJIIOKEHHUS C
CaMOCTOSITEIbHON HyMepaluen CTPAHMUIL:

Tlpunooicenue: 002060p 603me30n020 oxazanus ycaye om 05.09.2018 Ne 32-17/72 u npunosicenus k nemy,
ecezo Ha 7 1.

- €CJIM TUChbMO HAIpaBJIsIeTCs] HECKOJbKUMM ajpecaTaM, a JAOKYMEHT-IPUIIOKEHUE
TOJIBKO [IEPBOMY ajJpecary:

Tpunoocenue: na 3 1. 6 1 5x3. monvko 6 nepgwlii aopec.

— €CIM  TIPUJIOKEHUEM  SIBISIFOTCS  JIOKYMEHTBI, 3aliCaHHble Ha (U3HUYECKU
000COOICHHBIN 3JIEKTPOHHBIA HOCUTEb!

IHpunoocenue: DVD-R 6 1 5k3.

[Ipu sTom Ha Bkiazabilie (KOHBEPTE), B KOTOPBIM MOMEIIAETCSI HOCUTENb, YKa3bIBAIOTCS
HAaMMEHOBAaHUS JOKYMEHTOB, 3alIMCAaHHBIX HA HOCUTEJb, UMEHA (DaiioB.

B pacnopsinurensHeIX — JOKyMeHTax — (IpHKa3ax, paclopsbKeHHsIX),  JA0roBopax,
MOJIOKEHUSIX, TPAaBWIAX, HUHCTPYKLUMSIX M JPYyTrUX JOKYMEHTaXx OTMETKa O MPWIOKEHUU
odopmItsieTcst cneayromuM 00pazoM:

B TEKCTE JOKYMEHTa MpU TEPBOM YINOMHUHAHUU JIOKYMEHTA-NIPUIIOKEHUS B CKOOKax
yKa3bIBaeTCA: ...(MpUIIOKEHUE) Wi ... (mpunoxkenue 1), (mpunoxenue Ne 1);

Ha [IEPBOM JINCTE JOKYMEHTA-IPUIIOKEHUS B IPABOM BEPXHEM YTy YKA3bIBACTCS:

Ipunooicenue Nel
K npuxasy Lusunvcroeo azpapHo-
MexHoI02Uecko2o0 mexHukyma Munobpazoganust
Yyeawuu om 15.08.2018 Nel52

CTpoKHM pEeKBU3MTA BBIPABHUBAIOTCA MO JIEBOMY KpParO WU LIEHTPUPYIOTCS OTHOCUTEIBHO
CaMOU JIJIMHHOUW CTPOKH.

Eciu npuioxkeHneM K  pacnopsAUTEIIbHOMY JOKYMEHTY  SIBJISICTCS  JIOKAJIbHBIM
HOPMAaTUBHBIA AaKT WJIM HWHOW JIOKYMEHT, YTBEPKAAEMbI JAHHBIM PACIOPSIAUTEIIbHBIM
JOKYMEHTOM, Ha TIEPBOM JIUCTE TPUJIOKEHUS TPOCTABISAETCS OTMETKAa O mpmioxkeHuu (06e3
CCBUIKM Ha paCHOPSAUTENbHBIN JOKYMEHT) W Tpud YTBEpPXKIACHHUS, B KOTOPOM YKa3bIBAIOTCS
JAHHBIE PACHOPSAUTENBHOTO JOKYMEHTA, KOTOPbIM YTBEPXKAEH JTOKYMEHT-IIPUIIOKEHHUE.
Hanpumep:

Tlpunoocenue Nel
YTBEPX/IEHO
npuKazom Lusunvckozo azpapHo-

MexHoI02Uecko2o mexHukyma Munobpazosanust
Yysawuu om 18.09.2018 Nel67
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2.43. Tpud cormacoBaHusi TPOCTABISETCS HA JOKYMEHTE B cCllydae €ro BHEIIHETO
corjacoBaHus (COrJacoBaHHWE C OpPraHamH BJIACTH, MHBIMU OPTaHU3aLMIMHU, JOJKHOCTHBIMU
JTUTIAMH).

I'pud cormacoBanuss B 3aBUCMMOCTH OT BHJA JOKYMEHTa M OCOOCHHOCTEH €ro
o OpMIICHHSI MOXKET MPOCTABJISITHCS:

- Ha TEpBOM JIMCTE JIOKyMEHTa (€ciaM TOKYMEHT HMEeT THUTYJIbHBIA JIHCT, — Ha
TUTYJILHOM JIUCTE) B JIEBOM BEPXHEM YIUIy HAa YpoBHE Tpuda YyTBEPKACHHUS WIU TIOJ
HAaMMEHOBaHUEM JIOKYMEHTa OJIMXKe K HUKHEMY TOJII0);

- Ha MOCJIEHEM JIUCTE IOKYMEHTA M0J] TEKCTOM;

- Ha JINCTE COTJIACOBAHMS, SBJISIFOIIEMCS] HEOTHEMIIEMON YaCcThIO IOKYMEHTA.

I'pud cormacoBanus cocroutr u3 cinoa "COI'JTACOBAHO", nomxHOCTH IuIa, ¢
KOTOpPBIM  COIVIACOBaH  JOKYMEHT  (BKJIIOYass  HAaMMEHOBaHUE  OpraHu3aluu),  €ro
COOCTBEHHOPYYHOU MOANKUCH, UHUIIUAJIOB, (haMUJIUH, 1aThl coriacoBanus. Hanpumep:

COI'JIACOBAHO

Lupexmop AO O

"IFIOCII "A3amam"

Iloonuco U.0. Damunus

Jlama

Ecimu cormacoBanue OCYHICCTBIISICTCA KOJUICTHAJIBHBIM, COBCHIATCIBbHBIM HJIM HWHBIM
opraHom, B FpI/I(l)e COTJIaCOBAHUS YKA3bIBAOTCA CBCACHUA 06 opraHc€, COorjiaCoBaBIICM OJOKYMCHT,
Aare M HOMCpPEC IIPOTOKOJIa, B KOTOPOM Sa(bHKCHPOBaHO PCUICHUC O COIJIACOBAHUMU. Ecnn
COTJIaCOBAHUC OCYHICCTBIIICTCA TIMCbMOM, YKa3bIBAOTCA BUA JOKYMCHTA, HAMMCHOBAHUC
OpraHu3alvu, corJjiacoBaBIIei JAOKYMCHT, JaTa 1 HOMCp IIHCbMa. HaanMep:

COI'JTACOBAHO

Habnrooamenvhvim cosemom
Lusunvbcxoeo azpapHo-mexHoi0euHecKo2o
mexnukyma Munobpazosanus Yysawiuu
(npomoxon om No )

COI'JTACOBAHO

nucemom Bypuapckozeo cenvckoxoszsaticmeenno2o
mexnuxkyma Munobpasosanus Yysawuu

om Noe

2.44. BHyTpeHHee coOriIacoBaHHE JOKyMeHTa odopmisieTrcs Bu3od. Buza Beipaxkaer
MHEHHME JIMLA, BU3UPYIOLIET0 NPOEKT JOKYMEHTA, U BKJIKOYAET: JOJKHOCTD JIMLA, BUSUPYIOIIETO
JOKYMEHT, TMOAINUCH, PACIIU(PPOBKY MOANUCH (MHULMANBI, (aMHIWIO) W JaTy BU3HPOBAHUA.

Hampumep:
3am. oupexmopa no AXP
Iloonuce U.0. Damunus
Jlama

[Tpu Hannuum 3amMedaHuil K TOKYMEHTY BH3Y O(OPMIISIOT CIETYIOIINUM 00pa3oM:

3ameuanus npujiazcaromcs.
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3am. oupexmopa no AXP
Iloonuce U.0. Damunus

Jlama

B nokyMmeHTax, NOJIMHHUKU KOTOPBIX XPAHATCS B OpraHU3allMd, BU3bl MPOCTABIISIIOT Ha
MOCJIEIHEM JIMCTE JIOKyMEHTa IOJ MOANKCHIO, Ha 000pOTE MOCIEAHEro JUCTA MOJIMHHUKA
JOKYMEHTA WJIM Ha JINCTE COIJIaCOBAaHUs (BU3UPOBAHUS), IPUIIATa€MOM K JOKYMEHTY.

B ucxomdmmx JOKyMEHTaxX BHU3bl HPOCTABISIOTCA Ha JK3EMIUIApaX JOKYMEHTOB,
MOMEUIAeMBbIX B JEJI0.

CornacoBaHue MpPOEKTOB JOKYMEHTOB (BHEIIHEE, BHYTPEHHEE) OCYILECTBISETCS B
cooTBeTCTBUU ¢ MyHKTamu 4.1 — 4.11 nactosueir MHCcTpyKIMy.

2.45. Tloanuch BKJIIOYAET: HAUMEHOBAHME JIOJDKHOCTH JIMIA, MOJIHUCHIBAIOLIETO
JIOKYMEHT, €r0 COOCTBEHHOPYUYHYIO MOANMKUCH, MHUIHAIBI, pamunuio. Hampumep:

Jlupexmop THoonuce U.0. Damunus

Eciu noxymeHT odopmiieH He Ha OnaHKe, B HAMMEHOBAaHUE JOJDKHOCTH BKJIIOYAETCS
HanMMEHOBaHUE opranusanun. Hampumep:

Jlupexmop

LHusunvcxozo acpapno-

MEXHOI0SUUECKO20 TNEXHUKYMA

Munobpazosanus Yysawuu THoonuce U.0. Damunus

[Ipu odopmiennn qOKyMeHTa Ha OJaHKe TOJHKHOCTHOTO JIMIA JOJKHOCTH 3TOTO JIMIA B
MOAIKUCH He yKa3biBaeTcsa. Hanpumep:

Toonucw U.0. Damunus

[Ipu noamucaHuu NOKYMEHTa HECKOJBKUMH JOJDKHOCTHBIMHU JIMIIAMH, 3aHUMAIOIIMMU
pa3Hoe TOJIOKEHHE, MX TMOAMKMCH PpacCIoJaraloTCsi OJHA MOJ JPYrol B IOCIEI0BATENIbHOCTH,
COOTBETCTBYIOIIEH cTaTyCy nokHOCTH. Hanmpumep:

Jlupexmop Tloonuco U.0. Damunus

Tnaenwiti 6yxeanmep Hoonuce U.0. @amunus

[Ipu moanmucaHuM NOKYMEHTA HECKOJbKUMU JUIAMU PABHBIX JOJDKHOCTEH HUX MOIIMUCU
pacnojaratroTcsi Ha ogHoM ypoBHe. Hanpumep:

3amecmumens oupexmopa 3amecmumens oupexmopa
no YMP no BPuCB
Toonucw U.0. Pamunus Tloonucyw U.0. Pamunus

B nokxymeHTax, MOArOTOBIEHHBIX KOMMCCHEH, B MOANUCU YKa3bIBAE€TCS CTATyC JIMLA B
cocraBe komuccuu. Hanpumep:

Ilpeoceoamens komuccuu Hoonuce U.0. ®amunus

Ynenvl kKomuccuu Toonuce U.0. Damunus
Toonuce HU.0. Damunus
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[Ipn moamwcanwy TOKYMEHTAa JIHUIIOM, HCHOJHSIOMNUM OOS3aHHOCTA PYKOBOIUTEIS,
MoANMUCHh 0OPMIISETCS ¢ YKAa3aHUEM CTaTyca JOKHOCTHOTO JIUIA B COOTBETCTBUH C MPUKA30M
(pacnopsixenuem). Hanmpumep:

U.o. oupexmopa Iloonuce U.0. Damunus
HUIIn:

Hcnonnsrowuti obsi3annocmu
oupexmopa Iloonuce U.0. Damunus

[Ipy moanucaHuu AOKYMEHTA JIUIIOM, UMEIOIIUM MPaBO MOAINKCH B ClIydae BPEMEHHOIO
OTCYTCTBUSI TUPEKTOpA, MCTPABICHUS B HANMEHOBAaHUE JODKHOCTH M pacmudpoBKy (pamumun
MMOArOTOBJIEHHOIO W COIIACOBAHHOIO MPOEKTa JOKYMEHTAa BHOCATCS OT PYyKH HIH C
HCMOJIb30BAHMEM COOTBETCTBYIOIIMX IITAaMIIOB. He 1omyckaeTcsi CTaBUTh KOCYIO YEpTY, HAAMKUCh
"3a" mepes HaMMEHOBAHUEM JOJDKHOCTH JIMIA B MOAMHUCH, €CIU JOKYMEHT IMOJINUCHIBAET WHOE
JIOJDKHOCTHOE JIMIIO.

2.46. OtMeTka 00 3JIEKTPOHHOMN MOAMUCH UCIIONIB3YETCS Il BU3YaTU3alUK dJISKTPOHHON
MOJIIUCH TIOTydaTelleM TOKYMEHTa MPU OOMEHE AJICEKTPOHHBIMH JIOKYMEHTaMU, TIOIITUCAHHBIMHU
YCWICHHOW KBaM(PUITUPOBAHHOM 3JIEKTPOHHOMN MOAMHUCHIO.

B cooTBetcTBUU ¢ 3akoHOAAaTENbCTBOM Poccuiickoit denepannu 0TMETKA 00 JIEKTPOHHOU
noanmucu  (HOpPMHUPYETCS W BUYAIM3UPYETCS NTPOrpaMMHBIMU cpenctBamu. OTMeTka 00
ANIEKTPOHHOM MONUCH BKIOYaeT ¢pa3y "JloOKyMEeHT MoAMMUCaH 3JIEKTPOHHOU MONUCHI0", HOMEp
ceprudukaTa KIro4a IEKTPOHHOU MOAMKICH, (GaMIIIHIO, HMsI, OTIYECTBO BIIaJENbIla cepTU(dHKaTa,
CPOK JIeHCTBUS cepTUdUKaTa KIr0Ua IEeKTpOHHON moanucu. Hampumep:

JNOKYMEHT IIO/JIIMCAH
DJIEKTPOHHOH HONITHCHIO
Jlupexmop Cepmugpuxam 1all1aaa000000000011 U.0. Damunus

Braoeney ©amunus Ums Omuecmeo
[eticmeumenen ¢ 01.12.2018 no 01.12.2023

[Monnucanue (yTBepXkIeHHE) NOKYMEHTAa OCYIIECTBISETCS B COOTBETCTBHM C IYHKTOM
2.45 nacrosimen MHCTpYyKUIMH.

2.47. TleuaTh 3aBepsieT MOJUIMHHOCTh IMOJANKCH JIOJKHOCTHOIO JIMIA HAa JOKYMEHTaX,
yIIOCTOBEPSIOIINX MpaBa JUL, PUKCUPYIOMUX (aKThl, CBI3aHHBIE ¢ (PMHAHCOBBIMH CPEACTBAMH,
a TaKKe Ha HUHBIX JOKYMEHTax, IpEeAyCMaTpUBAIOLIMX 3aBEPEHHE MOAINMCH [1€YaThl0 B
COOTBETCTBHUU € 3aKOHOAATENbCTBOM Poccuiickon denepanumn.

JIOKyMEHTBI 3aBepsIOT MedaTbio opraHm3anuu. Iledarh mpocraBisieTcs, HE 3aXBaTbIBas
COOCTBEHHOPYYHOH MOJNKMCH JHIlA, MOANMCABIIETO JOKYMEHT, WM B MECTe, 0003HAYECHHOM
"MII" ("Mecto meuatu").

2.48. Ormerka 00 HCIONHUTENE BKIIOYAET (PaMWINIO, UMS U OTYECTBO (IIPU HAJIUYMU)
UCTIOJMHHUTENS,, HOMEp ero TteinedonHa. OTmeTka 00 WCIONHUTENE MOXKET JOMONHATHCS
HAaUMEHOBaHUEM JOJKHOCTH, CTPYKTYPHOIO TOApA3AENEHUsT W JJIEKTPOHHBIM  aJpecoMm
ucnongauTenst. OTMeTKa 00 ucnogHuTene ohopMIsIeTCs Ha JTUIEBOW CTOPOHE MOCIEIHETO JTUCTa
JOKYMEHTa OT TPaHUIIBI JIEBOTO MOJS WM, MPU OTCYTCTBUU MECTa, — HA OOOPOTHOW CTOpPOHE
JucTa BHU3Y ciieBa. Hampumep:
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HUnovun Unvs Unvuy, enasusiii byxeanmep

+7(914) 924-45-67, Ilyin_ll@techno.ru

OTMeTKa 00 HMCIIOJIHHUTEIIE MOYKET 0(1)0pMJ'I§ITI>CSI KaK HWKHUHU KOJIOHTUTYJ M IICUATATbCA
mpu(pTOM MEHBIIIETO pa3Mepa.

2.49. OrmeTKa 0 3dBCPCHUU KOIIMHU 0(1)0pMJ'I§IeTCSI JIA IMOATBCPIKACHUA COOTBCTCTBUA
KOIIMK OOKYMCHTA (BBIHI/ICKI/I nu3 I[OKYMeHTa) MNOMJIMHHUKY AOOKYMCHTA. OtmeTKka O 3aBCPCHUHA
KOIIMU MPOCTABJISACTCA HA CBO6OZ[HOM OT TCKCTa MECTC UJIU, ITPU OTCYTCTBHUUN CBO6OI[HOFO MECTa
Ha JIMIIEBOM CTOpOHE JOKYMEHTa, Ha 00OpOoTe€ IOKyMEHTa W BKJIOYaeT: cioBo "BepHo',
HanMMCHOBAHWC MOOJDKHOCTHU JiKlla, 3aBCPHUBLICTO KOIIUMIO, C€ro CO6CTBGHHOpy‘IHYIO IIOAIINUCH,
pacumpoBKy moanUCH (MHUIMANBI, (HaMHUIIUIO); NaTy 3aBepeHHUs KONUHU (BBIMHCKUA W3
JIOKYMEHTA).

Ecnu xonus BeliaeTcs A NPEICTABICHNS B IPYTyI0 OPTaHU3aLAI0, OTMETKA O 3aBEPEHUN
KOIIMKU AOMOJHACTCA 3allMCbI0 0 MECTC XpaHCHUSA HJOKYMCHTA, C KOTOPOro ObLIIa M3rOTOBJICHA
KOIIUsA, U 3aBCPACTCA IICYATbIO OpTraHU3alhuu. HaHpI/IMepI

Toonunnux 0oKymenma Haxooumcs
6 Llusunvckom azpapro-
MEeXHON02UHEeCKOM MeXHUKYMe
Munobpazosanus Yysauwuu

6 dene Ne08-05 3a 2017 e.

Bepno

Taenwiti 6yxeanmep Tloonucw U.0. @amunus
Jlama Tleuwams

Ha xomusix MHOTOCTpaHWYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHHUU KOMHH MPOCTABISIECTCS
Ha Ka)XJOM JIHCTE JOKYMEHTa WM Ha TMOCJIEAHEM JHCTE MPOIINTOTO WM CKPEIJIEHHOTO MHBIM
0o0pa3oM JOKyMEHTa. 3amuch O MECT€ HAXOKIEHHUS MOJUIMHHUKA IPOCTABISETCS TOJBKO Ha
MOCTIETHEM JIUCTE TOKYMEHTA.

Jlns 3aBepeHHs KOMUHM JOKYMEHTa, M3TOTOBJICHHOW Ha OyMa)XHOM HOCHUTENE, MOXKET
MCTIOJIb30BATHCS ITAMII.

Komuu  9MeKTpOHHBIX  JOKYMEHTOB,  HAmNpaBiseMbBIX 10  HH(OpMaIMOHHO-
TEIEKOMMYHHKALIMOHHOW  CETH, 3aBEpSIOTCS  DJICKTPOHHOW  TOAMUCHIO  PYKOBOAMTEINS
OpTraHW3allMd WM WHOTO YINOJHOMOYEHHOTO WM JIMIA W BBICBUIAIOTCSA TONYYaTeNnio C
CONPOBOJMTEIBHBIM TUCHMOM B ()OPME IIEKTPOHHOTO JOKYMEHTA.

Konuu 31eKTpoHHBIX TOKYMEHTOB Ha (PU3UYECKH 000COOIEHHBIX HOCUTENSIX BBICHUIAIOTCS
MOJTyYaTeIto C COMPOBOAUTENBHBIM MICHMOM Ha OYMa)>KHOM HOCHUTEIIE.

B conpoBoauTenbHOM MUCHME K KOTIHSAM 3JIEKTPOHHBIX TOKYMEHTOB YKa3bIBA€TCS:

- HaMEHOBaHNE NH()OPMALIMOHHOMN CUCTEMBI, B KOTOPOI XpaHATCS JOKYMEHTHI;

- HaMMEHOBAHUS TOKYMEHTOB, KOITMH KOTOPBIX HANPABISIOTCS MOTy4aTeio;

- Ha3BaHUs (PaiIOB JOKYMEHTOB C yKazaHueMm (hopmartoB (ailioB 1 0ObeMa KaxKIaoro
(aiina B OaiTax;

- JaTa U3TOTOBJICHUS U 3aBEPEHUS KOMHH.
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I[Ipu »osToM Ha ¢usnyecku 000COOIIEHHOM HOCHUTENE HECMBIBAEMBIM MapKepOM
ykaszbiBaercs: "llpunooicenue xk nucomy om (dama) Ne...".

Konust 271eKTpOHHOrO JOKyMEHTa, NIpEeJCTaBlI€HHas B BHJE JAOKYMEHTa Ha OyMaKHOM
HOCHUTEJNE, 3aBEpsCTCs B IOPAJKE, YCTAaHOBICHHOM Hacrosmed MHcTpyknmen s 3aBepeHus
KON JOKYMEHTOB Ha OyMa)KHOM HOCHUTEIE, C yKa3aHHEeM, B KaKoi WH(OPMAIIMOHHOW CHCTEME
XPaHUTCS MIEKTPOHHBIN JTOKYMEHT.

2.50. OTmeTrka O TIOCTYIUIGHMH JIOKyMEHTa CIYXHUT JUIS TOITBEpXKIAeHHS (akra
MOCTYIUIEHUSI JOKYMEHTAa B OpraHM3allMI0 M BKIIOYAET JaTy MOCTYIUICHUS M BXOZIALIMN
PEruCTPAallMOHHBIM HOMep AOKyMeHTa. IIpm HeoOXOOUMOCTH OTMETKAa O MOCTYIUIEHHH MOXKET
JIOTIONHATBCSl YKa3aHUEM BPEMEHM IMOCTYIUIEHHS JOKYMEHTa B yacaX MU MHUHYTaX M crocoba
JIOCTaBKH JIOKYMEHTA.

OTMmeTKa 0 MOCTYIJIEHUU JOKYMEHTA MOKET MTPOCTABIATHCSA C IOMOLIBIO HITAMIIA.

2.51. Pe3omnronus 10KHA COEPkKATh YKa3aHHUE MO UCIIOTHEHUIO JOKyMeHTa. Pe3omonus
oopmisieTcss Ha CBOOOJHOM MecTe paboyero IoJis JOKyMEHTa, Ha OJlaHKe pe30JIIOLUU MU
BHOCHTCSI HETIOCPEICTBEHHO B CHCTEMY 3JIEKTPOHHOTO JOKYMEHTO000pOTA.

Pe3omronysa nomkHa BKIOYaTh: (DaMUIMIO, MHHUIMAIBl HCIOJHUTENS (MCHOJHUTENEH),
NOpy4YeHHE IO JIOKYMEHTY (KOHKPETHOE 3aJjaHMe [0 MWCIOJHEHHIO JOKYMEHTa WIH
(bopMyTHpPOBKA ENH PACCMOTPEHHS TOKYMEHTA), MPU HEOOXOAMMOCTH — CPOK HCIIOJHEHUS,

IIOAIINCH JIMIIA, BEBIHECCIICTO PC30JIIOINTI0, 1aTy PC30JI0LINN:
Damunus U.0.
Ipouty nooecomosums
npednoxcernus k 10.11.2018
Iloonuco

Jlama

Cpok HuCHOJIHEHUs IOPYYEHHS HE JOJDKEH YKA3blBaTbCs, €CIIM OH Ha3BaH B TEKCTE
MOCTYIUBILIET0 JOKYMEHTA U PYKOBOJUTENb HE CYMTAET HEOOXOAUMBIM U3MEHUTH €0 B CTOPOHY
COKPAILEHUS WIH ABJIETCS TUIIOBBIM JUJISl JAHHOIO BUJIA JOKYMEHTA.

[Ipn yKa3aHWM HECKOJNBKUX HCIIOJHUTENEH (aMUIUsg OTBETCTBEHHOTO HCIIOJHUTEIS
YKa3bIBaeTCs MEPBOH, MOAUYEPKUBACTCS WM 0003HadaeTcs ciioBoM "oT1B." ("'OTBETCTBEHHBIH").

2.52. OTMeTKa O KOHTpPOJIE CBUAETEILCTBYET O IOCTAHOBKE JOKYMEHTA Ha KOHTPOIIb,
npocrasisercs mraminoM "KoHTposp" Ha BEpXHEM 10JIe JOKYMEHTA.

2.53. OrMeTKa O HalpaBI€HUU JOKyMEHTa B JEJIO OIpENeisieT MECTO XpaHCHHS
JOKYMEHTa IOCJe 3aBeplIeHHs padoThl ¢ HUM M BKJIIOYaeT: cioBa "B neno", unaekc nena mo
HOMEHKJIAType Jesl, B KOTOPO€ MOMELIAeTCsl JOKYMEHT Ha XpaHEHUe, C YyKa3aHHeM Toja,
JOJKHOCTH JIMLA, 0(OPMHUBIIET0 OTMETKY, NOJINUCH, AaThl. Hampumep:

B oeno Ne01-18 3a 2017 e.
3as. omoenom kaopoeozo u

OOKYMEHMAYUOHHO20 0becneyeHus
Tloonuce

Jlama

OTMeTKa 0 HammpaBJICHUU NOKYMCHTA B ACJIO MOXKCT JOMOJIHATHCA KPATKUMH CBCACHUSAMUA
0 XapaKTCPeC UCIIOJIHCHUA JOKYMCHTA.
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III. ITIOAT'OTOBKA 1 O®OPMJIEHUE OTAEJIBHBIX BU1IOB JIOKYMEHTOB

3.1. JlokanbHble HOpMaTHBHBIE aKkThl (nanee — JIHA) opranusaiuu u3narTCs B BUIE
MIpaBWJI, OJIOKEHUI, MHCTPYKUUH, PErJIaMEeHTOB, MiepeyHei, Kilaccu(uKaTopoB U APYrUX BUIOB
IOKyMEeHTOB. Pexkomenayemsiii oOpazeny odopmienuss JIHA Ha mnpumepe NOJIOXKEHUS O
CTpYKTypHOM nojpazaenennu (Pucynok B.1 npunoxenus B).

JIHA npuoOpeTaroT HOPUAUYECKYIO CHUJTy TMOCIE MX YTBEPXKIEHHUS PacCHOpsSIUTEIbHBIM
JOKYMEHTOM (TIpPHUKa30M) WM HENOCPEACTBEHHO JAUPEKTOPOM MM UHBIM YIOJHOMOUYEHHBIM MM
JIULIOM.

PykoBoauTenu cTpyKTypHBIX MOJIpa3ieieHu He BIipaBe u3nasath JIHA.

3.2.  JIHA moryT ObITb:

— MOCTOSIHHO JIEWCTBYIOIMMMU (6€3 OrpaHMueHUs CpOKa UX TPUMEHEHHUS);

— BPEMEHHBIMU (IEWCTBYIOIIMMU B TEYEHUE YKAa3aHHOIO B HHUX CpOKa WM [0
HACTYIUICHUS OTPEJICIICHHOTO COOBITHS).

3.3.  OcnoBanueM i u3nanusg JIHA asistrorcs:

- 3aKOHOJATEJIbHBIE U MHBbIE HOPMATUBHBIE ITpaBOBbIE aKkThl Poccuiickoit denepanun
(ykazpl u pacnopsikenus [Ipesugenta Poccuiickoit  ®Depepariuu, TOCTAaHOBJICHUS U
pactiopsokenust  [IpaButensctBa Poccuiickoit  ®Denepanun, akTbl (enepaabHBIX  OpraHOB
UCTIOJIHUTEIHLHON BIIACTH);

— 3aKoHOfaTeNbHble akThl YUyBaiickoi PecnyOnuku, HOpMaTUBHBIE MPABOBHIE AKTHI
OpraHoB rocyaapcTBeHHou Biaactu UysBamickoi Pecryonuku;

— paHee u3gaHHble B opranuzauuu JIHA n/unu pacnopsauTenbHble TOKYMEHTHI.

3.4. JIHA wm3parorcd B Lenax:

— YCTAHOBJICHUSI HOPM, TpeOOBaHUM, MPABUI B OTHOLIEHUU MpPEeaIMETa HOPMATUBHOTO
pEryJIupoBaHus, paHee He SBIISIBLIEMCS IPEIMETOM PETYIMPOBAHUSA B OPraHU3ALINH;

— M3MEHEHHsSI CYIIECTBYIOIMX HOPM, TpeOOBaHWMU, MpaBUJI, YCTAHOBJICHHBIX paHee
W31aHHBIMU HOPMATUBHBIMU JIOKYMEHTaMHU;

- OTMEHBI paHee YCTAHOBJIEHHBIX HOPM, TpeOOBaHUH, IPABUJL.

3.5. TIlpemnoxenue o pa3paborke mpoekra JIHA BHOCHTCS  pPyKOBOIUTEIEM
CTPYKTYPHOTI'O TOAPA3AEICHUSA NN UHBIM JTOKHOCTHBIM JIULIOM.

3.6. JIHA pa3zpabaThiBaeTCs B cllydae, €CIu:

— UMEETCSl Yy4acTOK paboThl  (BOMPOCHI  JESATENBHOCTH), HYXKITAIOUIUICS B
HOPMAaTHBHOM PETYJIMPOBAHHH;

— TpeOyeTcsi BHECEHHE 3HAUYUTEIBHOTO KOJIMYECTBA M3MEHEHHH B paHee MpPUHATHIN
JIHA;

— BBIABIICHO Heckonbko JIHA, perynupyronmx CMeXHbIE BOIPOCH, KOTOpbIE
eJIeCO00pa3HO OObETUHUTD B OJIMH JTOKYMEHT.

Axtyanuzanua paHee npuHATbix JIHA ocymiecTBisiercss uepe3 BHECEHHE B HHX
U3MEHECHUM.

3.7. llpemmoxxenue ¢ 00OCHOBaHHWEM HEOOXOaUMOCTH pa3padoTku HoBoro JIHA
MIPEACTABISAETCA PYKOBOJIUTENEM CTPYKTYPHOTO MOAPA3IACICHUS WM HHBIM YIOJIHOMOYECHHBIM
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JOJKHOCTHBIM JIMLIOM PYKOBOJUTEIIO OPTaHU3alnuu B (hopMe TOKIATHOHN (CIIy>kKeOHOM) 3amnuCcKH,
B KOTOPOW M3J1araeTcs:

- BOINPOC, TPEOYIOUINI peleHus], ¢ U3JI0)KEHUEM OCHOBHBIX HAIlpaBJIEHUH, CIIOCOOOB
€ro peleHus;

- IPOrHO3 TOCJIEICTBUI NMPHUHITHS HOPMATHBHOI'O JIOKYMEHTA; OpPraHU3allMOHHBIE,
KaJgpoBble, (UHAHCOBBIE, MAaTEPUAIBHO-TEXHUYECKUE W WHBIE MEPONPUATHS, KOTOPHIE
HE00X0AMMO Oy/IeT MPOBECTH B CBS3H C MPUHATHEM HOPMAaTUBHOTO TOKYMEHTA,

- nepeyeHb paHee u3fgaHHbIX JIHA, moanexamux OTMEHE B CBSI3UM C HU3JaHUEM
HOBOI'O HOPMAaTHUBHOT'O JIOKYMEHTA;

- npeuiaraeMbli CpoK s pa3paboTKU MPOEKTa HOPMAaTUBHOTO JOKYMEHTA.

3.8. CornacoBanue npoektoB JIHA ocyiecTBisieTcs B COOTBETCTBUM € MyHKTamu 4.1 —
4.13 nacrosimei MHCTpyKUIMH.

3.9. JIHA yrBepxgaeTcss MpUKa3oM, €CIM OJAHOBPEMEHHO C  YTBEpPXKIAECHUEM
HOPMATHBHOTO JIOKyMEHTa HEOOXOJUMO TPHUHATH MEPhl OpPraHU3aIMOHHOTO, (HMHAHCOBOTO,
TEXHUYECKOr0, KaJpOBOIO WJIM MHOIO XapakTepa M JaTh COOTBETCTBYIOIIME MOPYUYCHMS
PYKOBOJUTENSIM CTPYKTYpPHBIX TOJApa3eieHNil WM WHBIM Pa0OTHUKAM OpPTaHU3alluH, a TAaKKe
€clii He0OXOIMMO BHECTH M3MEHEHHUS WM MPHU3HATH YTPATHBIIMMH CHIy PaHEE yTBEP)KICHHBIC
JIHA.

3.10. U3smenenns B JIHA u otmena JIHA odopMIISIoTCst MPUKa30M TUPEKTOPA UM HHOTO
JOJKHOCTHOTO JIMIIA, TPUHUMABIIETO perienne o0 yreepxkaeann JIHA.

N3menenus B JIHA wu  ormena JIHA, yTBepKIeHHBbIE  HEMOCPEACTBEHHO
COOCTBEHHOPYYHOH MOJMNKCHIO AUPEKTOpPa HIM WHOTO YIOJHOMOYEHHOTO UM JOJKHOCTHOTO
auna B Tpude YTBEPXKIACHHS, BHOCATCS IPUKA30M, H3/1aBAEMbIM JUPEKTOPOM WM HHBIM
YIIOJIHOMOYEHHBIM UM JOJDKHOCTHBIM JIULIOM.

3.11. B rtekcte npukasza o0 yTBepKAeHUU, U3MEHEHUH uian otmeHe JIHA wucnonb3yroTcs
hopMyITUPOBKH:

- npu yreepxkaeHuu Hooro JIHA: "VrBepauteh (HazBanue JIHA)" unu "YTBepauth
(maszanue JIHA) u BBecTH B aeiicTBue ¢ (1ara)". Hanmpumep:

1. Ymeepoumy [lonooicenue 0 10KANbHBIX HOPMAMUBHBIX AKINAX OP2AHUZAYUU. .

niun:

1. Ymeepoums [lImamnoe opeanuzayuu na 2019 200 u eésecmu e2o ¢ Oeticmsue ¢ 1 aumsaps 2019 e.
(npunoogicenue).

- IIpM BHECEHMM W3MEHEHMI B paHee yTrBepkaeHHbIM JIHA: "Buectn n3meHenus B
(mazanue JIHA). Hanpumep:

1. Buecmu cneoyrowue uzmenenus 6 Illmamnoe pacnucanue na 2018 200, ymeepoicoennoe npukazom
Lusunvckozo azpaprno-mexnonocuiecko2o mexHukyma Munoopazosanus Yysawuu om 25 dexabps 2017 2. Ne345:

- pu oTMeHe paHee yreepxaeHHoro JIHA: "IIpusHaTe yrpaTuBmIuM cuily (Ha3BaHUE
JIHA), yrBepxknenHoe ...". Hanmpumep:
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4. [lpusnamv ympamuswum cuny Ilonoscenue 0 HeHOPpMUPOBAHHOM paboyem OHe, YMBEPICOeHHOe
npukazom L{usunvcrkoeo azpapro-mexnonocuyeckoeo mexHukyma Munoopazosanus Qysawuu om 15 gpespana 2015
2. Ne22.

3.12. OcHoBHbiMM pekBuzutamu JIHA  gBasioTcA: HaMMEHOBAaHUE OpraHMU3aLUH,
HaUMEHOBAaHUE BHUJAA JIOKYMEHTa M 3arojOBOK K TEKCTY, COCTAaBJISIOIIME OJHO Iienoe, rpud
YTBEPKIACHUS, MECTO U3JIaHUS JOKYMEHTA.

Ecnu mpoexr JIHA sBisieTcsi MHOTOCTPAaHHMYHBIM U K HEMY O(OPMIISETCS TUTYIHHBIN
JIUCT, YKa3aHHBIE BBIIIE PEKBU3UTHI Pa3MEIIAIOTCA HA TUTYJIBHOM JIUCTE.

3.13. Hnadopmauus crnpaBoYHOTO Xapakrepa (Tpaduku, cxXembl, TaOIUIbI, (QOPMBI
JTOKYMEHTOB) oopmitsieTcs B Buje npuioxeHuit k JIHA.

Ha mnpunoxenusx k JIHA odopmusercss pekBu3uT "OTMETKa O MNpUIIOKEHUU" B
COOTBETCTBUU € MyHKTOM 2.42 Hactoswmed MacTpykuun.

3.14. JIHA BcrymaeT B cujly B CPOK, YKa3aHHBIN B MpUKa3e, KOTOpbIM yTBepxkaeH JIHA,
Wi ¢ 1atel yTBepxkaeHus JIHA.

3.15. PacmopsimuTenbHble JOKYMEHTBI OpraHU3allMd H3JaloTcsi B (opme NpHKa3oB U
pacniopsbkeHuil. PekoMenayemslie 00pa3isl 0popMIIeHUs IPHUKa3a U pacopsLDKEHUN IPUBEICHBI B
npunoxxennu B (Pucynok B.2, Puc. Pucynok B.3).

[Tpuka3el n3ma0TCS B HENAX 0OPMIICHHUS PEILICHHIA:

- HOpPMaTHBHOI'O XapakTepa (eciu npuka3zom yrBepxaaercs JIHA wnn npunumaercs
peleHne OpPraHU3alMOHHOTO XapakTepa, HampuMmep, MpHuKa3z 00 YTBEpXKACHUU CTPYKTYpPHI U
IITaTHOW YMCICHHOCTH OpraHU3alin);

- OpPraHM3alMOHHOI0, aJMUHUCTPATUBHOIO, B TOM YHUCJIE ONEPATHUBHOIO XapakKTepa
10 BOIIPOCAM OCHOBHOM JI€ATENBHOCTH OpraHU3aLuu.

3.16. IIpoexkTel NpHUKa30B IO OCHOBHOW JEATEIBHOCTH TOTOBAT CTPYKTYpPHBIE
MOJIpa3/ieTIiCHUs] OpraHu3allil HAa OCHOBAHMM MOPYYEHHUH PYKOBOACTBA JHOO B MHUIIMATHBHOM
nopsajake. OTBETCTBEHHOCTh 32 KaUYE€CTBEHHYIO IOATOTOBKY IPOEKTa IPHKAa3a, COTJIAaCOBaHUE U
IpaBUIIbHOE O(OPMIIEHHE NPOEKTa HECeT PYKOBOJIUTENb MOAPA3JeNeHUs, KOTOPbIH T'OTOBUT
MIPOEKT MpUKa3a U MPEACTABIISIET €ro Ha MOIHUCh.

3.17. KoHTpoib 3a NpaBUIBHOCTbIO O(QOPMIIEHUS INPOEKTOB IPHKA30B OCYLIECTBISAET
OTnen KaxpoBOTO M JOKYMEHTAIIHOHHOTO 00eCTeYeHusI OpTaHnu3aluu.

3.18. Ilpuka3sl, wu3IaBaeMble B  OpraHU3alUd, HE JOJKHBI  MNPOTUBOPEUYMUTH
3aKoHoAaTeNbCTBY Poccuiickoit denepanuu, YcraBy, JJOKaIbHBIM HOPMAaTUBHBIM AKTaM M paHee
M3JIaHHBIM NIPUKa3aM OpraHU3aluu.

3.19. TIpuka3sl 1O OCHOBHOU AESATEILHOCTH U3AIOTCS:

- BO HCIIOJIHEHME HOPMATHUBHBIX ITPAaBOBBIX AKTOB OPraHOB IOCYJapCTBEHHOW BJIACTH
Y BBILLIECTOSIIIIUX OpraHU3aLUi;

- B LEISIX OCYLIECTBICHHUS YIPABICHYECKONW JCSATEIBHOCTH, BBITEKAIOIMIEH U3
GbyHKIMIA ¥ 33129 OPTaHU3ALNN.

3.20. Ilpuka3sl 10 OCHOBHON [JEATENBHOCTU COCTABIISIIOTCA HAa OCHOBE TILATEIBHOIO U
BCECTOPOHHEI0 M3y4Y€HHs] BOIPOCOB, TPEOYIOLIUX pa3pellieHus, 4YToObl colepkaluecs B
npuKa3ax TMOPY4YeHHs ObUIM KOHKPETHBIMH, OOECHEeUMBAIHNCh JAOCTATOYHBIMH MaTEpHAIbHO-
TEXHUYECKUMH M (PUHAHCOBBIMU CPEJICTBAMU M B JAAJbHEHIIEM HCKIIOYaIM HEOOXOIUMOCTb
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KOPPEKTHPOBKH TPUHATHIX PEIICHUN B CBSI3M C HEMOJHOTOW WM HEIOPAOOTKOW MPEIBIIYIIETO
MpuKasa.

3.21. Ilpuka3sl opraHuzauuu OQOPMISIOTCS Ha OJIaHKe MpHUKa3a C HCIOJIb30BAaHUEM
CJIEYIOIINX PEKBU3UTOB: JaTa JOKYMEHTA, PErUCTPALIMOHHBIA HOMEpP JOKYMEHTA, 3arojOBOK K
TEKCTY, TEKCT, OJIUCH.

3.22. [lata u perucTpaliOHHbIH HOMEp MpHKa3a MPOCTABIAIOTCS IMOCJE MOIIUCAHUS
MIPOEKTa MPUKa3a PYKOBOAUTEIIEM OPraHU3aLINH.

B 3aBucumoctH OT BHAA TpHUKa3za, K PETUCTPAIMOHHOMY HOMepy uepe3 neduc

NPUCOEIUHSIOTCS OYKBEHHBIE HH/IEKCHI:

a) o oCHOBHOM nesTenbHocT — O/

0) 1Mo TMYHOMY COCTaBY (MpUEM, EPEBOI, yBOJIbHEHHUE) — JI;

B) 10 oTimyckam — O;

I) 10 KoMaHAupoBKaM — K;

1) 1o ABIKeHUIo ooyyarommxcs — C.

3.23. 3aroioBOK K NpHKa3zy I€YaTaeTCsi 4Yepe3 OJUH MEKCTPOUYHBIM HWHTEpBal MO
pPEKBH3UTAMU OJIaHKA CJIEBA OT TPAHMIIBI JEBOTO TOJIs. ToUKa B KOHIIE 3aroJioBKa HE CTaBUTCS.
3aroioBok K mnpukaszy Qopmymupyercs c¢ mnpemiorom "o" ("o0"), KpaTKO M TOYHO OTpa)kas
coJiep:kaHue TeKcTa mpukasza. Hampumep:

06 ymeeporcoenuu Hncmpykyuu no 0eionpouzsoocmasy;
O nopsoke QuHancupo8anus pexiamHol KAMNAHUU,
O co30anuu IKCNepmuol KOMUCCUU.

3.24. Tekcr mpuWKa3a COCTOMT W3 JBYX YacTeil: oOocHOBaHUs (MpeamOysbl) U
paCHOpHHHTeHBHOﬁ yactu. B o0ocHOBaHUH YKa3bIBaACTCA OCHOBAHHC, IIPUYHWHA WM LCJIb
n3ganus nokymenrta. Hampumep:

B coomeemcmesuu ¢ npuxazom Munucmepcmea césa3u u Maccogvix Kommynuxayui om 25 dexabpsa 2018 e.
N 1494 "O6 ymeepocoenuu Ilpasun obOmena OoKymenmamu 8 OINEKMPOHHOM 6uoe Nnpu OpeaHu3ayuu
ungopmayuonnoco ezaumooeticmeus’ ...

B yenax opeanuzayuu u nposedenusi pabomuvl no dKCHepmu3e YeHHOCmuU OOKYMEHMOos, 00pasyiouuxcs 6
OessmenbHOCIU Opeanu3ayul, U omoopy ux 0Jid nepedadu Ha XpaHeHue 8 apxXus Op2aHu3ayul U K YHUUMONCEHUIO ...

3.25. PacnopsautenbHas 4acTh NMpHKa3a HAYMHAETCS CIOBOM "M p M K a3 Bl B a 10 ",
KOTOPOE MeYaTaeTcsi CTPOYHBIMU OYKBAaMH BPa3psIKy.

PacnopsiautenbHast 4acTh MOXKET COJEPKATh:

- pelLlIeHns] OpPraHM3alMOHHOTO XapakTepa (yTBEpOUTh, CO3AaTh, NpPeoOpa3oBaTh,
JUKBUAUPOBATH, IPU3HATH YTPATUBILIUM CHITY);

- KOHKpETHbIE NMOPYUYCHHS C yKa3aHHWEM HCIIOMHHUTENS (UCIIOIHUTENEH) U CPOKOB MX
BBITIOTHEHUS.

3.26. Kaxnoe pemenue (mopydenue) odopmisieTcss B mpuKa3e Kak OTIEIbHBIN ITYHKT.
[TyHKTBI TpUKa3a pacroyiaraloTCsi B JIOTMKO-BPEMEHHOH IMOCIEeI0BATEIbHOCTH U HYMEpYIOTCS
apabckumu mudpamu. Ecim mopyueHme maeTcsi KOHKPETHOMY TOPA3NENCHUIO, €ro
HAaMEHOBAaHWE TWHIIETCS IMOJHOCTBIO, B CKOOKAax yKa3bIBAlOTCS (aMuius W WHHUIIHAIBI
PYKOBOJHTEINS MOApa3IesieHHs] B UMEHUTENFHOM Tajexe. Hampumep:
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.. NMPUKA3bLEAIO:
1. Yuebno-memoouuecxomy omoeny (@amunua HU.0.) x 01.09.2018 nodecomosumv u npedcmagumsv HA
ymeepaicoerue nian yuedno-wemoouuecxou pabomot Ha 2018-2019 yuebnwiii 200.

Ecnu MOPYUCHUC JAaCTCAd KOHKPCTHOMY HCIOJHUTCIIO, €TI0 JOJIKHOCTL H (1)aMI/IJII/I$I
YKa3bIBAOTCHA 0e3 CKOOOK B JaTCJIIbHOM ITaJCKCE. HaHpHMep:

3. Tnasuomy oOyxeanmepy @amunusa H.O. nodcomosumev u npedcmasumv HA PACCMOMpeEHUue U
ymeepaHcOeHue cMeny KOManoupo8ounsix pacxodos Ha 2019 200 6 cpok 0o 25.12.2018.

[IpennmuceiBaeMoe JeiicTBHE BBIpaXKaeTCs TJAroJioM B HeompezaeneHHou ¢opme. He
JOIyCKaeTcs YNOTpeOdsITh HEKOHKPETHbIE BBIPAKEHUS TUMA "YyCHWIMTH', "yCKOpUTBH'",
"oOecnieunTh B KpaTyaniime Cpoku'.

Ecnu omHOMY UCTIOMHHUTENIO HEOOXOAUMO MOPYIHUTh HECKOIBKO Pa3HBIX 3aJaHUi C OJHUM
CPOKOM BBIITOJIHEHUSI, OTBETCTBEHHBIN UCIIOJIHUTENb U CPOK UCIIOJIHEHUS YKa3bIBAIOTCS OJMH pa3
B OCHOBHOM IyHKTE, a MOPYYEHHUs BBIJCISAIOTCA B OTJENIbHBbIE MOAMYHKTHL. Eciau y nmopydenuit
pa3HbIE CPOKM MCIIOJHEHUS, CPOKM YKa3blBalOTCSI HE B OCHOBHOM IIYHKTE, a B KaXJOM
HOJITYHKTE.

Cpok HCTIONHEHUS JOKEH OBITh pPeabHBIM, COOTBETCTBOBATH OOBEMY MPEANOIaraeMbIxX
pabot. Ilpm ycTaHOBIEHHMH CpOKa CIEAyeT Y4YUTHIBATH BpEMs [IOBENEHHUS JOKYMEHTa 0
KOHKPETHBIX HCIIOJHUTENEH.

Cpok HCNOJHEHHUS B IMYHKTaX pacHoOpsSAUTENIbHOM YacTH IpUKa3a HE YKa3bIBAaeTCs B
cllyyasix, €clIi JEeHCTBUS HOCST PEryJspHBIN XapaKTep W MX BBIIOJHEHHE IPEIHCHIBAETCS Ha
BECh MEPUO/]] ACUCTBUS IIPUKa3a.

KonnuectBo wucnonaHuTeneld mo KaxAoOMy IYHKTY (IIOAIYHKTY) HE OIpaHUYMBAETCA.
OTBETCTBEHHBIN UCIIOTHUTENb YKa3bIBAETCSI IIEPBBIM.

Ecnu npuka3 OTMEHSIET MOJIHOCTBIO WJIM YAaCTUYHO paHee U3JaHHbIE JOKYMEHTHI [10 TOMY
e BOIPOCY, TO B MPEANOCIEIHEM MYHKTE MPUKa3a HEOOXOIUMO UX MEPEUUCIUTh C YKa3aHUEM
HaMEHOBaHUs IOKYMEHTa, ero JaThl, HOMepa, 3aronoBka. Hanpuwmep:

3. Hpusznames ympamuswum cuiy npukas opeanuzayuu om 5 ascycma 2018 . Nel75 "O cozdanuu
axcnepmuou komuccuu”.

[Tocnennuit IIYHKT IIpUKa3a — IIYHKT O KOHTPOJIC, B HEM YKa3bIBAIOTCA HOJDKHOCTDL JIMIA,
OTBCTCTBCHHOT'O 3a UCITOJJHCHHUEC NJOKYMCHTA B ILICJIOM, €TO q)aMI/IJ'II/ISI 1 MHUIIWAJIbI. Haan/IMep:

4. Koumpons 3a ucnoinenuem npukasa 6031a2aemcs Ha 3amecmumensi OUpexmopa no aOMuUHUCMpamueHo-
xossicmeennou pabome Pamunus U.0.

B oTnenpHBIX CiTydasx pyKOBOIUTENb OPTaHU3ALNN MOXKET OCTaBUTh KOHTPOJIb 32 COOO:
KOHmpOJZb 3 UCNOJIHEHUEM npuxKasa ocmaejisin 3a coboli.

3.27. He BriroyaeTcst B TeKCT npukasza nyHkT "[Ipuka3 noBectu 10 cBeneHus...".

[Toapa3aenenuss U AODKHOCTHBIE JIUIA, IO CBEACHHUS KOTOPHIX HEOOXOAMMO JTOBECTH
MpUKa3, TEPECUUCIAIOTCS B yKazaTene (JIUCTe, CIHCKE) PACChUIKH, KOTOPBIM TOTOBUTCS
WCIIOJTHUTENIEM U MOXKET 0(hOpMIIATHCS Ha 000POTHOM CTOPOHE TOCIEAHETO JINCTA TIPHUKA3a.

3.28. B mpukazax He I0MYyCKaeTcs:



25

- U3MEHEHNE DaHee YCTAHOBJICHHBIX CPOKOB BBINOJHEHMS 3aJaHUN B CTOPOHY MX
YBEIINYECHUS,

- IIPUMEHEHUE IIPOU3BOJIBHBIX COKDAIEHUH WM HCKAKEHHE HAaMMEHOBAHWMU
CTPYKTYPHBIX IMOJpa3AeJICHUNA OPraHU3alil, TIOABEIOMCTBEHHBIX OpraHU3alui - HCIIOJHUTEICH;

- IPUMEHEHHE NPOU3BOJIBHBIX (HE OOLIENPUHATHIX) TEXHUYECKHX U JPYrux
TEPMHUHOB, COKPAILEHHBIX CJIIOB U HAUMEHOBAHUM.

3.29. Ilpm HanuuuMu NPUIOKEHUH B TEKCTE INPHUKa3a B COOTBETCTBYIOUIMX ITYHKTax
pacropsIMTeIbHOM YacTH Aal0TCA OTCBUIKM: ... (mpuioxkeHue Nel); ... (mpunoxenue Ne2); ...
"'COTITacHO MPUIIOKEHUIO", Ha PUIIOKEHUH O(POPMIISIETCS OTMETKA O IPUIIOKCHHH:

Tlpunoowcenue Nel
K npuxkaszy Lusunvcrozo azpapmo-

MexXHOI02U"ecKkoeo mexuukyma Munobpazoeanus
Yyeawuu om 12.11.2018 Ne215

W3nanue BMecTe ¢ NpHUKa30M IMPUIOKEHUH, HE YINOMSHYTBIX B TEKCTE JIOKYMEHTa, HE
JIOITYCKAaeTCs.

Ecin  NOKyMEHT, yTBEp)KIACHHBIM NPUKa30M, BIIOCJIEICTBUHM JIEUCTBYET B BHJE
CaMOCTOSITENIBHOIO JOKYMEHTa, Ha IE€pBOM JIUCTE€ JOKYMEHTAa B BEpPXHEM IIPABOM YTy
IpocTaBisieTcs rpu@ yTBepxkaAeHus (IpU HEOOXOIUMOCTH, — C YKa3aHHEM HOMepa IMPUIIOKEHUS),

HaTnpuMep:
Hncempykyus VYTBEP)X/IEHA
NpUKa3oM Lusunvckozo azpapmo-
mexHono2u4ecko2o mexuukyma MuHnobpazosanus
Yyeawuu om 22.01.2018 Ne5

3.30. Pacmopspkenust oopMmisIOTCS TO TeM JK€ MpaBWiaM, YTO W TPUKa3bl, 3a
HCKIIIOYCHHUEM TOI'O, YTO B KOHIIC HpeaM6yHBI CTaBUTCA ABOCTOYUC, ITOCIIC YETO CHCI[YIOT HYHKTBI
pacriopsiaAuTeNbHOM yacTu. Hampumep:

B yenax ucnonnenus npuxaza Lusunvbckozo azpapno-mexuono2uyecko2o mexuukyma Munobpazosanus
Yyeawuu om 22 aseycma 2018 2. "O6 opeanuzayuu u nposedenuu xoukypca "Jlywwuil cexpemaps mexnukyma —
2018":

1. Pyxogooumensim omoenenuti, omoenos u rabopamopuii 8 cpok 00 10 cenmabdpsa 2018 e. npedcmasumeo

C80U NPEOTOACEHUS 0 KAHOUOAMYPAX ceKpemapetl U 0eionpoussooumeneli 0Jis yiacmus 6 KOHKypce.
2. ..

PacniopspkeHnst MOTYT HE UMETh IPeaMOYyJIbI.

3.31. [o npezacraBiieHUs HA MOAMKUCH MPOEKT MPHKa3a (pactopsiKEHHs) COrIaCOBbIBAETCS
C 3aMHTEPECOBAHHBIMU JINLIAMU B COOTBETCTBUHM € IMyHKTaMu 4.1 —4.11 Hacrosueit Muctpykuun.

3.32. Ilpuka3 mNOANMUCHIBAET IUPEKTOP WU JIUIO, HCIOJHSIOUIEE €ro OOsS3aHHOCTH.
PacrniopskeHre moANnuChIBaeTCsl AMPEKTOPOM U/UITM UHBIMU YIIOJTHOMOYEHHBIMU UM JIUIIAMHU.

3.33. Komuu mpuka3oB (pacnopspKeHHi) pacChUIalOTCS B COOTBETCTBUM C yKa3aTeleM
(JTMCTOM, CITUCKOM) PACCHIIKH.

DNEKTPOHHAS KOTHS MPUKa3a pa3MeNIaeTcs B COOTBETCTBYOIMIEH 0aze maHHbIX COJ nmm
Ha KOPIIOPaTUBHOM IOpTajie Opranu3anuu B cetu "MHTepHer".

3.34. Ilpu opopmienun npukasa, u31aBa€Moro COBMECTHO C JPYroil OpraHu3alnuen:

- ONaHK HE UCIOB3YETCS,



26

- HAaMMEHOBAHUS OpraHU3alUii I€YaTal0TCsl HA OJHOM YPOBHE;

— HanMmeHoBaHue Buna qokymenta (ITIPMKA3) pacnonaraercs no ueHTpy.

JlaToil COBMECTHOIrO NpHKa3a SBJISETCS JaTa MPOCTABICHMs IOCIEAHEH MOINUCH Ha
JNOKyMeHTe. PerucrpanoHHbIII HOMEpP COBMECTHOTO INpPHKAa3a COCTOMT M3 PErucTPalMOHHBIX
HOMEpPOB, NMPHUCBOEHHBIX KaKJIOW M3 OpraHu3aluil ¥ NPOCTaBIsEMbIX 4Yepe3 KOCYH 4YepTy B
MOPAJIKE YKa3aHUs OpraHu3aluil — aBTOPOB JOKYMEHTA.

TekcT COBMECTHOro MpHKaza M3J1araeTcs OT IEPBOro JIMLA MHOXECTBEHHOIO 4HCIa
("mpukasbiBaeM"), HOANUCH PYKOBOAMTEIEH OpraHM3alMil pacroyiararoTcsi Ha OJHOM YPOBHE
cJIeBa U CIIpaBa.

3.35. JleATenbHOCTh MO COBMECTHOH BBIPAOOTKE pEIIEHUH Ha 3aceJaHHsX COBETOB,
KOMMCCHI, COBEIIaHUSIX O(POpMIISETCs] TPOTOKOJIAMHU.

[IpoTokon cocTaBisieTcs Ha OCHOBAHMU JTUKTO(GOHHBIX (PYKOMHCHBIX) 3alUCeH,
IPOU3BEJCHHBIX BO BPEMs 3aceJaHMsl, NPEJCTABICHHBIX TE3HCOB JOKJIAJ0B U BBICTYIJICHUH,
CIPABOK, IPOEKTOB PELIEHU (TOCTAHOBJIEHU).

[IpoTokon odopmisercs B T€UEHHE OJHOTO-TPEX MAHEW MOCie MPOBEACHHS 3acedaHus,
€CJIM CPOKH €ro MOATOTOBKU HE OTOBOPEHBI 0CO0O0.

3.36. PexBuzuTamMu IpOTOKOJIA SIBJISIOTCS: HAMMEHOBAHHME OpPraHM3allMy, HAUMEHOBaHUE
BUJa JIOKYMEHTA, 3arojJOBOK K TEKCTy, JaTa U MECTO 3aceJaHMs, PEruCTPallMOHHBIM HOMeEp
IPOTOKOJIA, TEKCT, TOANUCH.

3.37. 3aroioBOK K TEKCTY IPOTOKOJIa OTBEYAET HAa BOMPOC "yero?" u conepKUT yKazaHUeE
NOJIpa3/IeTeHNs NI OpraHa, AeITeIbHOCTh KOTOPOro nporokonupyercs. Hampumep:

- npomokKoJi 3acedanus ammecmauuomtoﬁ Komuccuu

- NPOMOKOJL 3ACe0aHUs Y4eOHO-Memoouteckoll KOMUCCUu

JlaToil mpoToKoJa ABJIsIETCS J1aTa 3acenanus. Eciiu 3acenanue mpojoiiKaeTcs HECKOIbKO
JTHEW, YKa3bIBaeTCs J1aTa Hayasa 3aceaHus U 4epe3 TUpeE - JaTta okoHdyaHus: 12-13 mas 2018 r.

3.38. Tekct mpoTOKOJIa JTOMAKEH COCTOATh M3 JIBYX 4YacTed: BBOJHOM M OCHOBHOU. B
BBOJTHOM YaCTH TPOTOKOJIA YKa3bIBAIOTCS (pamMmmmu mpejacenatens (mpeacenareabCTBYIONIETO);
cekperaps; GaMHINM yYaCTHUKOB, MPUCYTCTBYIOIIMX Ha 3aceaHWU; JIHI], MPHUTJAIICHHBIX Ha
3aceJlaHue; MOBECTKA JIHS.

Ecnu KoiM4ecTBO NMPUCYTCTBYIOIIMX HA 3aCE€JaHUM IPEBBIACT 15 4enoBeK, B BBOJHOU
YacTU MPOTOKOJIA JAENAETCA CChUIKA Ha CIHUCOK, SBJISIONIUNACSI HEOTHhEMIIEMOM YaCThIO MPOTOKOJIA.
Hanpumep:

Tlpucymcemeosanu: 25 uen. (cnucok npuiazaemcs).

BBogHast yacTh NpOTOKOJA 3aKaHYMBAETCS IIOBECTKOM JHA, CcOJepXalled NepedyeHb
paccMaTpUBaeMbIX BOIIPOCOB, NEPEUYHCICHHBIX B TMOPAAKE WX OOCYKICHHA C yKa3zaHHEM
JOKIaJuuKa IO KaXJOMy paccMaTpuBaeMoMy Bompocy. Bompockl moBecTku — aHA
bopmynupyrotcs ¢ npeanorom "o" ("06"), medaTaroTCsl OT TPAHMIIBI JIEBOTO MOJI B HyMEPYIOTCS
apabckumu nudpamu.

B ocHOBHOI yacTu IpoTOKOIa (PUKCUPYETCS XOA 3aceJaHMsl.

3.39. IlonHblil IPOTOKOJ COAEPKUT 3aMHUCh TOrO, YTO MPOUCXOAMUIIO BO BPEMSI 3aceaHus,
BKJIIOYasi BOIIPOCHI K JTOKJIaJYUKY, OTBEThl HA HHUX, BBICTYIJICHHS B X0Ji¢ OOCYX/IE€HHUs BONPOCaA,
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pe3ysIbTaThl TOJOCOBAaHMUS IO BONPOCY U MPUHATbIE peleHus. PekoMmeHnyemblil oOpaser
odopmitenus moxHoro nporokona (Pucynox B.4 npunoxenus B).

KpaTkue mpoTokosibl BeayTCs MPH PACCMOTPEHUHM BOMPOCOB OMEPATHUBHOTO XapakTepa.
Pexomenmyembiii obpasen ohopmiieHus: kpatkoro mporokona (Pucynox B.5 mpunoxenus B). B
KpPaTKOM TPOTOKOJNIE (UKCHUPYETCS TeMa OOCYXIAeHHs, (pamMuiaus AOKIaa4MKa MO BONPOCY U
MPUHSATHIC PEILICHUSI.

3.40. OcHoOBHasi YacThb IMOJHOTO NPOTOKOJA COCTOUT U3 Pa3AesioB, MOCBSIIECHHBIX
BOIIPOCAM  TMOBECTKM JHS. XOJ PAacCMOTPEHHsS KaKJIOTO BOIpOca 3alMChIBAeTCS B
nocienoBarenbHocTu: CJIIVIIAJIN — BBICTVYIINJIN — PEHITNIIN.

[locTanoBnenue (pemieHne) B TEKCT MPOTOKOJA BHOCUTCS MOJHOCTBIO B TOU
bopMynupoBKe, KoTopasi Oblla MPUHATA HA 3aceaHUU; MPU HEOOXOIMMOCTH MPUBOASTCS UTOTU
rojiocoBanus: "3a — ... IPOTUB — ..., BO3AEPKaIOCh — ...".

3.41. Ilporokon 3acenaHusi MOJIUCHIBAETCS IMPEACENATEIEM U CEKpPETApeM 3acelaHwus,
€CJIM MHOE He ycTaHoBJeHo JIHA.

3.42. Ilppu HEoOXOOAUMOCTH KONMHM IPOTOKOJIOB WJIM BBIIUCKM W3 IPOTOKOJIOB
pacchIIAlOTCs 3aMHTEPECOBAHHBIM JIMIIAM B 3JIEKTPOHHOM BHJIE€ B COOTBETCTBUU C yKazaTeJIeM
PaCCBLIKU.

B BbImucke U3 NpOTOKOJIA JOJKHBI BOCHPOU3BOJIUTHCS BCE PEKBU3UTHI 3ar0J0BOYHOM
4acTH MPOTOKOJIA, BBOJHAS YacTh, BOMPOC MOBECTKU JHS, MO KOTOPOMY TOTOBUTCS BBINHCKA, U
TEKCT, OTPaXArOMNK 00CyKICHHE BOMPOCA U MPUHATOE PEIICHHE.

3.43. [enoBoe (cmyxeOHOE) MUCHMO TOTOBUTCS Ha OnaHke mucbMma. [Ipu cocraBneHuun
nuceM O(QOPMIISIFOTCS PEKBU3HTHI: aJpecaT, 3arojoBOK K TEKCTY, TEKCT, MOJIUCh, OTMETKa 00
UCTIOJHHUTENE, B HEOOXOAMMBIX CIydasXx — OTMETKa O MpHIIoKeHUH. PekomeHmyembiii oOpasen
odopmienus neiaosoro nucbma (Pucynok B.6 npunoxenus B).

3.44. Ecaum mnuceMO SIBISIETCS OTBETOM Ha TMOCTYNMBIIMKA 3ampoc WKW TMPOCKOY,
3aMOJHAETCS PEKBU3UT "CChIIIKA HA PETUCTPALIMOHHBIN HOMED U JaTy MOCTYINHBILEro Nuchma'.

HaumenoBanue Buaa pokymeHTta ("muceMoO") M Pa3HOBUAHOCTh MHUChbMa (HAmpUMep,
"mpocrba", "uHpopmanmonnoe", "conpoBoauTenpHoe", "3ampoc”, "HamoMuHaHUE") B JCIOBBIX
(cmy»eOHBIX) MICbMax HE YKa3bIBAIOTCS.

Ecnu nuceMo HampaBiisieTcst aapecaTy Mo 3JIEKTPOHHOU moyTe uiu mo ¢dakcy 6e3 JOChUIKU
[0 IOYTE, BMECTO IOYTOBOIO ajapeca YKa3blBaeTCd aApec 3JIEKTPOHHOM IOYTHI WM HOMED
tenedona-daxca.

3.45. [enoBoe (ciyxeOHOE) MUCHMO JOHKHO OBITH MOCBSIIEHO OJAHOMY Bompocy. Ecnu
HEOOXOAMMO OOpaTUThCSI B OpPraHU3AIUI0 OJHOBPEMEHHO II0 HECKOJIBKHM BOMPOCAM,
PEKOMEHAYETCSI COCTaBUTh OTAEIIBHOE MUCHMO 0 KaXAOMY U3 HUX.

[TuceMO MOXET KacaThCsl HECKOJIBKUX BOIIPOCOB, €CJIM OHU B3aMMOCBSI3aHBI.

3.46. B onHOM mucbMe HE JOJHKHO OBITH OOJI€€ YETHIPEX aapecaToB, IPU 3TOM OCHOBHOMN
ajZipecaT yKa3bIBaeTCs MEPBbIM, OCTAJIBHBIM aJipecaTaM MUCbMO HAIPABIISETCS JIsl CBEICHHUS.

[Ipr HEOOXOAMMOCTH HANMpPaBHUTh MUCHMO OOJIBIIEMY KOJHUYECTBY aIpecaToB, TOTOBHTCS
CIIMCOK PacChUIKH, U TUCbMa PACCHUIAKOTCS O CIUCKY.

3.47. Ilpu cocrtaBieHUM JEIOBBIX MUCEM HCHOJIb3YETCS BCTYMUTEIbHOE oOpalleHue u
3aKIIIOYUTENbHAs TUKETHAs (pa3a B COOTBETCTBHH C MyHKTOM 2.41 HacTosmeit MHCcTpyKumy.
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3.48. Tekct nucpMa H3JIaraeTcs:

- or l-ro gnuna wmHOXecTBeHHOro uwcia ("mpocum..", "mpenmaraem...",
"HarmomuHaeMm...");

— OoT 3-ro JuIa €IUHCTBEHHOro uucia ("TeXHUKYM CYUTAET BO3MOXHBIM ...",
"oOpa3oBaTeabHas OPTaHU3alMsl HE pacrojaracT BO3MOKHOCTBIO ...");

— ot 1-ro numa eguHcTBeHHoro yucia ("mpomry ...", "mpennarato ..."), eciii TUCEMO
odopmIIsieTcsl Ha TOJKHOCTHOM OJIaHKe.

3.49. Ecau mpoekt aenoBoro (CiyxeOHOro) nmuchbMa HampaBligeTcs ajapecaTy Mo TOouTe,
MPOEKT TOTOBUTCS B ABYX SK3EMIULIpax: OAMH IK3eMIULIp odopmisieTcss Ha OlaHKe, BTOPOU
AK3EMILIP, MpeIHA3HauYEHHBIN JJIsl BA3UPOBAHUS) — HA CTAHJIAPTHBIX JIUCTaX Oymaru.

JlenoBoe (cmy>ke0HOe) MUCHMO 10 MPEACTABICHHS Ha MOIMUCH JOJDKHO OBITH COTIIACOBAHO
(3aBU3UPOBAHO) CO BCEMHU 3aMHTEPECOBaHHBIMHU JinllaMu. CoriacoBaHue (BU3UPOBaHUE) JAEIOBBIX
MHUCEM MTPOBOJUTCS B COOTBETCTBUM ¢ MyHKTamu 4.1 — 4.11 nacrosimein MucTpykimu.

3.50. [enoBoe (ciyxeOHOE) MHCbMO MOJIUCBHIBAETCS JAUPEKTOPOM WM  HHBIM
yIOJHOMOYEHHbIM UM JiuioM. [loanucanHoe fenoBoe (CiaykeOHOE) MHCHMO MOMJICHKHUT
PEruCTpaLKU U OTIIPABKE.

He nonyckaercs oTnpaBiaTh agpecaraM NUCbMa, HE UMEIOIIKE JaThl U PETUCTPALIMOHHOTO
HOMEpa.

3.51. Ilocne moamucaHusi MUCbMa M €ro PETUCTPALUM IK3EMIUISP IMHCbMa C BU3AMHU
3aMHTEPECOBAHHBIX JIML TOMEILAETCS B JEII0.

3.52. AKTBI  COCTaBJISIOTCSI HAa  OCHOBE  YTBEP)KICHHBIX  OpraHaMu  BJAacTH
YHH(PHUIUPOBAHHBIX (POPM HIIM B CBOOOIHOM (hOpME B LENAX MOATBEPKACHUS (PAKTOB, CBA3AHHBIX
C NIeATENbHOCTBIO opraHu3anuu. Pekomenmyemsiii obpaszen opopmienus akra (Pucynox B.7
npuioxenus B).

3.53. Ilpu cocTaBiaeHUM AKTOB MCIOIb3YIOTCS PEKBU3UTHI: HAUMEHOBAHUE OPraHU3alllM;
HaVMEHOBaHUE BUJA IOKYMEHTA; J1aTa JOKYMEHTA; pErUCTPAalMOHHbII HOMEp TOKYMEHTa; MECTO
COCTaBJICHUS WJIM U3/1aHMS JOKYMEHTA; 3ar0JIOBOK K TEKCTY; MOIIHUCH.

3.54. Jlaroii aKkTa SIBJISETCS JIaTa COCTABICHUS aKTa U IMOAIMUCAHUS €TI0 COCTABUTEIISIMH.

Eciu ¢opmoii akta mnpenycMOTpEHO €ro yTBEP)KIEHUE AUPEKTOPOM WM HHBIM
YIOJHOMOYEHHBIM JTOJPKHOCTHBIM JIMIIOM, AATOM aKTa SIBJSETCS AaTa €ro yTBEPKICHUS.

3.55. B BBOAHOW 4acTH aKTa B UMEHUTEILHOM MaJI€KEe YKa3bIBAIOTCS:

— OCHOBaHHE COCTaBJICHHUS aKTa (JIOKaJIbHBIM HOPMATUBHBIN aKT; pPacCMOpSIUTEIbHBIN
JOKYMEHT OpraHu3anuu (TpuKa3, pacnopspbkeHue); (akT Hian COOBITHE, TOCTYXXHUBIIEE
OCHOBaHHUEM IS COCTaBJICHHS aKTa);

- COCTAaBUTENW akra (mepeuncisitorcs nocie ciosa "CocraBieH" ¢ yKa3aHUEM
NOJDKHOCTEH, HAaMMEHOBAaHUM OpraHu3aluid, €CIM COCTABUTENU SBISIOTCS MPEACTABUTEISIMU
Ipyroi opraHu3anuu, GpaMuiIni 1 UHULIUATIOB).

Ecnu akT cocTaBiieH KOMUCCHEH, TIEPBOM yKa3bIBaeTCs (haMHIIUS TpeceiaTelNsi KOMUCCHH,
3aTeM YWIEHOB KOMUCCUU B al(aBUTHOM TMOPSIIKE.

3.56. B Tekcre akTa M31araroTcs LEJIH U 33/1a4d COCTaBIICHMS aKTa, CyIIHOCTb, XapakTep,

METOBI M CPOKH MPOJEIAHHON paboThI, €€ Pe3yIbTaThI.
[Tpu HEOOXOAMMOCTH aKT MOXKET COAECPKATh BHIBOJIbI U PEKOMEHAAIINH.
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B 3akimtounTenbHON YaCTH aKTa yKa3bIBAKOTCS KOJIMYECTBO MOATOTOBIEHHBIX SK3EMIUISIPOB
aKTa U MECTOHAXO0XKJIEHHUE KAXKJIOro 3K3eMIuIsApa. KolnyecTBO 3K3eMIUISIPOB aKTa ONpeeIseTcs
KOJIMYECTBOM CTOpPOH, 3aMHTEPECOBAHHBIX B €ro COCTABJICHHHM, WM HOPMATUBHBIMU
TpeOOBaHUAMHU, PETJIAMEHTUPYIOIMMHU COCTABJIEHNE AKTOB KOHKPETHOM pa3HOBUHOCTH.

3.57. DOk3eMIUISIpbl aKTa TMOJIUCHIBAIOTCS BCEMU WIEHAMU KOMHUCCUHU (€CIIH aKT
COCTaBJIISIJICS. KOMHUCCHEH) WM COCTaBUTENSIMH M, IPU HEOOXOIHMMOCTH, MPHUCYTCTBOBABIIUMU
JUIAMH.

[Ipy noanmucanuu akTa TMpeacenaTeieM W WiIeHaMd KOMHUCCHUU HAMMEHOBAHUS HUX
JOJHKHOCTEN HE YKa3bIBAIOTCS.

Oco0oe MHEHHME COCTaBUTENSI aKTa M3JIaraeTcsl Ha OTAEIbHOM JIMCTE, MOANMCHIBAETCA U
MpUJIaraeTcs K aKTy.

3.58. Ecnu 3akoHoparenscTtBOM Poccuiickoit @enepannu npeaycMOTPEHO 03HAKOMIIEHUE
C COJEp)KaHHWEM aKTa JIML, YINOMSHYTBIX B aKTe, MOJ IMOANMCH, HAa IMOCJIEIHEH CTPAHMIIE aKTa
MpocTaBisieTcs o3HakoMmutenabHas Bu3a "C akTOM oO3HakomJieH(bI)", MPU STOM YKa3bIBAIOTCS
HAaNMEHOBAHUS JTOJDKHOCTEH, JTMYHBIE TOIMUCH, Pacu(pPOBKH MOIMUCEH, JaThl 03HAKOMIICHHUS.
JIuna, KoTopble 3HAKOMSITCS C COAEP’)KaHUEM aKTa, UMEIOT MPABO HE COMNIACUTHCS C COACPKAHUEM
aKTa B LEJIOM WJIH €ro OTACJbHBIMHU IMOJIOKEHUSMHU, YTO JODKHO OBbITh 3aUKCHPOBAHO MpHU
O3HAKOMJIEHUH C aKTOM.

3.59. Hoxmannas  (cnyxeOHas)  3amucKa  HUCIOJB3yeTCs I ONEpPaTUBHOTO
MH(POPMAIIMOHHOTO OOMEHa MEXIy CTPYKTYpHBIMH TOAPA3JACICHUSIMA M PYKOBOJCTBOM.
[Tpumepsr odopmueHus nokmagHod W ciayxeOHoW 3amucok (Pucynoxk B.8 m Pucynox B.9
npuioxenus B).

3.60. OOs3aTenbHBIMM PEKBU3UTAMH JOKJIATHON (CIIy’)KeOHOMN) 3alMCKU  SIBISTFOTCSI:
HAaMMEHOBAaHUE CTPYKTYPHOTO TNOJpa3JesieHHsl, HaMMEHOBAaHME BHIA JOKYMEHTa (JIOKJIaaHas
3anMcka, ciyke0Has 3armcka), aTa, 3arojioBOK K TEKCTY, aipecaT, TEKCT, OAMHCH.

3.61. Ilpu ampecoBaHuUU JOKIAAHBIX (CIYKEOHBIX) 3aMKCOK YKa3bIBAIOTCS B JATEILHOM
najiexke JOJKHOCTD JIUIA, KOTOPOMY aJIpeCOBaH JTOKYMEHT, pamMuiius U nHunuaisl. Hanpumep:

3amecmumento dupexmopa no aOMuHUCMpPaAmMueHo- xoszsacmeennol pabome @amuaus U.0.

3.62. Jloxmamubie (Ciy>)keOHBIE) 3allMCKM MOTYT COCTaBIISITBCS, PAacCMaTpUBATHCS U
XPaHUTBCS B TEYEHUE YCTAHOBJIEHHOI'O CPOKA UCKIIFOUUTEIBHO B 2JIEKTPOHHOM Buje B CO/I.

[Ipu opranmsanuu pabOTHI C MOKIATHBIMU (CIYKEOHBIMH) 3aIHCKaMH B 3JIEKTPOHHOM
BU/JIE UCTIOJIB3YIOTCA IEKTPOHHBIE IA0JIOHBI TOKIaHON U CI1y>KEOHOH 3aIIUCOK.

3.63. Texcr nokmanHoW (cioyxkeOHOHM) 3amMCKH, B 3aBUCHUMOCTH OT CIOXKHOCTH
COJZIEpXKaHUs U IPUBOJUMON apryMEHTAaLM1, COCTOUT U3 OJTHOM, ABYX MJIU TPEX YACTEHU:

- B IIEPBOM 4YacTW W3JIAraroTCs MPUUYUHBI, (AKTBl WIM COOBITUS, HOCIYXHUBIIHE
MIOBOJIOM JIJIsl COCTaBJIEHUS JOKYMEHTA;

- BO BTOPOM YacTH JAETCSl aHAIM3 CIOKUBILEHCS CUTyallMd, BO3MOXHbIE BapUAHTHI
€€ peuIcHMS;

- B TPETHhEH YACTH U3J1aratoTcs BbIBOBI.

3.64. Peructpamus JOKIAAHBIX W CIY)KEOHBIX 3amucok ocymiecTisercs B COJl, mpu
orcyrcTBUU CO/l - B CTPYKTYpHOM NOJpa3AeIeHUH, HOATOTOBUBILIEM JOKYMEHT.
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IV. COI'JTACOBAHUE I[TPOEKTOB IOKYMEHTOB.
[MOATIMCAHUE (YTBEPXXJEHUE) ITPOEKTOB JIOKYMEHTOB

4.1. CornacoBaHue TMpOEKTa JOKYMEHTa MPOBOJUTCS JI0 €ro  MOANUCAHUSA
PYKOBOJIUTENEM B LEISAX OIEHKA COOTBETCTBUSA IPOEKTa 3aKOHOJATENbCTBY Poccuiickoit
denepanuu, JTOKATHHBIM HOPMATHBHBIM aKTaM OpraHW3alud, KadecTBa U A(P(HEKTUBHOCTH
MPeAIaraeMoro pelieHus.

CornacoBaHue NpOEKTa JOKYMEHTAa OpPraHU3YeTCs HEMOCPEACTBEHHBIM HCIIOJHUTEIEM
(cocTaBuTENnEeM) M PYKOBOJIUTENEM MOAPA3ICICHUSI-UCIIOTHUTENSI U IMPOBOJUTCS B Tpejaenax
YCTaHOBJIEHHOTO CPOKa UCIOJIHEHUSI.

4.2. CornacoBaHue TMpoOeKTOB  AokymeHToB B  CDJI  ocymecTtBisieTcs B
ABTOMATH3UPOBAHHOM pEXUME TMOCPEJICTBOM HAIPABJICHHUS TPOEKTOB JIOKYMEHTOB JIHIIaM,
Ha3HAYEHHBIM B KQUE€CTBE COTIACYIOUINX, U 0POpMIICHHS pe3ynbTaToB coriacoBanus B CO/I.

CormacoBaHue TMPOEKTOB  JOKYMEHTOB  MOXET  OCYIIECTBIATHCS  MOCPEICTBOM
KOPIOPAaTUBHOW JJIEKTPOHHOW IMOYTHl U O(OPMIICHUS HCIIOJHHUTENIEM JIUCTa COTJIACOBAHHS C
MPUIOKEHUEM JJIEKTPOHHBIX COOOIICHUI JHI], Y4YaCTBOBAaBIIMX B COIJIACOBAHUU IMPOEKTa
JIOKYMEHTA.

4.3. CornacoBaHue TMPOEKTOB JOKYMEHTOB C pa0OTHUKaMH OpTraHu3allud W/Win
IPYTMMH OpTraHu3alMsIMU OPraHU3yeT HCIIOJIHUTENh TOCIEe COTIacOBaHMs B paboueM MOpsJIKe
MPOEKTa JOKYMEHTAa C PYKOBOAWTEIEM CTPYKTYPHOTO TOJPA3ACIICHUS U B COOTBETCTBUU C
WHCTPYKIHMEH O JEJIONPOU3BOJICTBY OPraHU3alMi WM WHBIMH JIOKAJIbHBIMH HOPMATHUBHBIMU
aKTaMU, PeTyJUPYIOIIUMH MTPOIIECC COTIACOBAHUS (BU3UPOBAHMS) TPOCKTOB IOKYMEHTOB.

4.4. TIpoekTbl JOKYMEHTOB COTJIACYIOTCS:

- HEMOCPEJCTBEHHBIM  HCIOJIHUTENIEM W PYKOBOJUTENIEM  MOApa3JeieHus-
WCTIOJTHUTEJIS;

- COUCTIOTHUTENSIMU (TIPU UX HAJIUYHH);

- PYKOBOJUTEISIMU  CTPYKTYPHBIX TOJIpA3JeiCHH, PAOOTHHUKAMU OpTraHHW3aIuH,
HaIpaBJICHUs JESTENbHOCTU W/WIH (QYHKUHOHANIbHBIE O0S3aHHOCTU KOTOPBIX 3aTPAarMBalOTCs B
MPOEKTE TOKYMEHTA W/WIIA KOTOPHIE YKa3aHbI B IPOEKTE JOKYMEHTA B KQUeCTBE UCIIOTHHUTENEH (B
Clly4ae BPEMEHHOTO OTCYTCTBHUS PYKOBOIHUTENS MOJPA3JEICHHsI MPOCKT JOKYMEHTAa BU3HPYET
JIUI0, BPEMEHHO UCTIONHSIOIIEE €ro 00s3aHHOCTH);

- 3aMECTUTEISIMU PYKOBOIUTENSI OpPraHU3AlHNH, KYPUPYIOUIUMHU 3aTPOHYTHIC B
MPOEKTE JOKYMEHTa BOMPOCHI (€CIU JOKYMEHT MOAMUCHIBAETCS (YTBEPIKIAETCS) PYKOBOIUTEIEM
OpraHu3aIumn);

- OTJIEIIOM KaJ[POBOTO U JJOKYMEHTAIIMOHHOTO 00ECIICUCHHUS.

[IpoekTbl  TOKYMEHTOB, peaju3auus KOTOpbIX TpeOyeT (HUHAHCOBBIX  3aTpar,
COTJIACOBBIBAIOTCS C TJIABHBIM OYXTaJITEPOM.

He nomyckaetcst HanmpaBisTh Ha COTJIACOBaHUE MPOEKT JOKYMEHTa OJHOBPEMEHHO JIBYM
i Oosiee pabOTHUKAM OJHOTO CTPYKTYPHOIO MojpasjeieHus. B kauecTBe U, COrnacyoomux
MPOEKT JOKYMEHTa, JOJDKHBI BBICTYNATh NPEUMYIIECTBEHHO PYKOBOJIUTEIH CTPYKTYPHBIX
MOJIpa3ICIICHUN.

4.5. BaemHee coOTjacOBaHUE TMPOCKTAa JOKYMEHTa OCYIIECTBISETCS TOCPEICTBOM
HAIPABJICHHUS MPOEKTAa B JAPYTYI0 OPraHU3alHI0 C COMPOBOJMUTEIHHBIM IMHCHMOM, B KOTOPOM
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YKa3bIBae€TCS CpPOK corjlacoBaHus. Ecim opraHum3amuy, COINIacyIONIue MPOeKT JIOKYMEHTA,
ABIAIOTCS ydacTHUKamu oxHou COJI, coriiacoBanume Moxker ObITh mpoBeaeHo B COJ[ 6e3
HaIPaBJICHUs CONTPOBOIUTENLHOTO MUChMa U OJJHOBPEMEHHO C BHYTPEHHUM COTJIACOBAHHUEM.

4.6. Cpoku coriacoBaHMsl JOKYMEHTOB YCTaHABIMBAIOTCA B 3aBUCUMOCTHM OT BHJIA
JOKyMEHTa W o0ObeMa JOKYMEHTa, BKJIIOYas TNpUIOKeHUs K Hemy. CpOKM COTJIacOBaHUS
JOKYMEHTOB COCTAaBIIAIOT:

- MIPOEKTHI JICTIOBBIX (CITy>KeOHBIX) TMCeM — | pabouuii IeHb;

- MPOEKTHI MPUKA30B 0€3 MpUIIoKeHu — 1-2 pabouunx aHs;

- MPOEKTHI MPUKA30B C TMPUIIOKEHUSMH CIIPABOYHOTO Xapakrepa — 1-3 pabounx JHEi;

- MPOEKThl MPHUKA30B C MPUIOKEHUEM JIOKAJIbHBIX HOPMATHBHBIX aKTOB B
3aBHCHUMOCTH OT UX o0bema (He Oonee 50 ctpanwmi) — 3-5 pabounx nHEH;

- MPOEKTHl JIOKAJIBHBIX HOPMATUBHBIX aKTOB, YTBEPXKAAEMbBIX HEMOCPEICTBEHHO
MOJMUCHI0 pyKoBoauTens (He 6osiee 50 ctpanwmin) — 3-5 pabounx qHEH;

- MPOEKTHl MPOTOKOJIOB  3acelaHuii (COBEUIaHWI) TpU HEOOXOAMMOCTH WX
COTJIACOBaHMUS, B 3aBUCUMOCTH OT 00beMa JIokymMeHTa — 1-3 paGouux aHs.

Cpoku corimacoBaHusl TPOEKTOB JIOKYMEHTOB, HAMPABIISIEMbIX HAa BHEIIHEE COTJIACOBAHUE
HE JIOJDKHBI COCTaBIATh Oosiee 30 KaleHaapHbIX AHEH.

B koHKpeTHBIX ciyyasix B 3aBUCMMOCTH OT COJEpPXKaHUS U Ha3HAYEHMs JOKYMEHTa CpPOK
COTJIACOBAHUS MOXET OBITh COKpAIlleH WM YBEIWYECH 10 PEHICHUI0 PYKOBOJIUTEINS,
KYPHUPYIOLIETO HAIPaBJICHUE JESATEIBHOCTH, 10 KOTOPOMY FOTOBUTCS MTPOEKT PEIICHMUS.

4.7.  Odopmnenue pe3ynbTatoB coriacoBanust JIHA u pacnopsauTenbHBIX JOKYMEHTOB
OCYIIECTBJISIETCS B BUJIC B3, IIPOCTABIISIEMBIX 3aWHTEPECOBAHHBIMU JIMIIAMH Ha TTOCIICTHEM JINCTE
MPOEKTa JOKyMEeHTa (Ha €ro JHIEeBOM WM OOOPOTHOM CTOPOHE) WJIM Ha OTACIBHOM JIUCTE
COTJIACOBAHUS, SBISIONMIEMCS HEOTHEMJIEMOW YacThiO JOKyMeHTa. OTMETKM O COTJIaCOBAHHH
(rpud cormacoBaHus U BU3bI) OPOPMIISIOTCS B COOTBETCTBUM C TyHKTamu 2.43 u 2.44 HacTosmen
HNucTpykuun.

[Ipu coracoBanny AEOBBIX (CIIYKEOHBIX) TUCEM BU3bI IPOCTABJISIOTCS HA KOMTUU TUChMa
(BU30BOIl 3K3eMIUISIP), KOTOPHIN MMOCHE MOAMUCAHUS MOJJIMHHUKA MHUCbMa U €r0 PEerucTpaluu
MOMEINAeTCs B JEN0, WIM Ha O00OpOTe NOJIMHHUKA IMHUCHhMAa, €CIU MUCHMO HAIPaBISICTCS
aapecaty 1o (hakCy WJIM DJIGKTPOHHOW TOYTE. DTOT K€ JIK3EMIUISpP MHUCHhMa TOCIE OTIPABKU
aapecaty (1o gakcy Wi 3JIEeKTPOHHOM MOYTE B BHJIE AJIIEKTPOHHOM KOMHMH) TOMEIAETCs B JEIO.

[TpoeKThl TPOTOKOJIOB BUSHPYIOTCS JIMIIAMH, BBHICTYIIABIIMMHU Ha 3aceaHuM (COBEIIAHNHN)
MyTeM TMPOCTABJICHUS BU3bl Ha JIEBOM II0JI€ JIOKYMEHTa HANpOTUB 3alMCH BBICTYIUICHUS
COOTBETCTBYIOIIETO pabOTHHKA.

4.8. CornacoBaHu€ MPOEKTOB JTOKYMEHTOB MoOxeT ocyiectBiarbess B COJI. Ilocne
3aBepIIEHUS MPOLEYyphl corjacoBaHus (MPU CO3/IaHUU MOJUIMHHHUKA JOKYMEHTa Ha OyMa)XHOM
HOCHTENE) JIMCT corjacoBaHus pacreyaTbiBaetcs u3 CDJl, mpuKIaabIBaeTcs K MPOEKTY
JOKYMEHTA U TIPEJICTABIISIETCS Ha MOIUCH TUPEKTOPY (MHOMY YIIOJTHOMOYEHHOMY UM JIUILY).

CornacoBaHue BHYTPEHHHUX JOKYMEHTOB, CO3[JaHUE, XpaHEHUE U UCIOJIb30BAHUE KOTOPBIX
ocyuectBisgercs nocpeacrsoM CI/I, mpoBoautcst B COJl B 3IeKTPOHHOM BHJIE.

[Ipu cormacoBaHnM TPOEKTOB BHYTPEHHHX JOKYMEHTOB, CO3/JaHHBIX HAa OyMaKHOM
HOCHTEJIE, BU3bI MPOCTABISAIOTCS HEMOCPECTBEHHO HA MPOEKTE TOKYMEHTA.



32

4.9. 1lpu BHEUIHEM COIIACOBAHMH, NIOJYUYEHHOM MHCHMOM, WJIM COIJIACOBAHUU MPOEKTA
JOKYMEHTA KOJUIETHAIBHBIM (COBEIIATEIbHBIM) OPraHOM C (PUKCAIMEel pelIeHns O COTJIACOBAHUU
B IMPOTOKOJIE 3acellaHus HUCIOJHUTENh O(OpPMIILET Ha MPOEKTEe AOKYMEHTa WIM B JIUCTE
COTJIACOBAHMA TPU( COTJIACOBAHMSA B COOTBETCTBHU C MyHKTOM 2.43 Hacrosimed MHCTpyKImH.
[TuceMa o corslacoBaHuU (BBINKUCKA U3 IPOTOKOJIA) MPUIIATAIOTCS K IPOEKTY JOKYMEHTA.

4.10. B xone coriiacoBaHusi MpOEKTa TOKyMEHTa pabOTHUK, COTJIACYIOUIMIl JOKYMEHT,
IMPUHUMAET OJHO U3 CIAEAYIOLIUX PELICHUI:

- COTJIacOBaTh MPOEKT TIOKyMeHTa 0e3 3aMeyaHuii;

- COIIacOBATh MIPOEKT IOKYMEHTA C 3aMEYaHHSIMU;

- OTKJIOHUTh MPOEKT JOKYMEHTA;

- yKa3aTh, UYTO HE UMEET OTHOLIEHUS K MPOEKTY JOKYMEHTa (pacCMOTPEHHUE BOIPOCa,
M0 KOTOPOMY MPUHUMAETCS pellieHre, He BXOAUT B 0053aHHOCTH pabOTHHKA).

Bo3paxenust mo npoekty npukasa (pacnopsiKeHHs), BO3HUKAIOIIME MPU COTIACOBAHUU,
M3JIaratoTcs B CIpaBKe, KOTOpas Mpujiaraercs K NpoexTy, uiau BHocurcs B CO/I.

Ecnu npoekT 1okyMeHTa COrIacoBaH ¢ 3aMEUaHUsSIMHU, 3TO 03HAYAET, YTO 3aMEUYaHUsI HOCAT
PEAAKIMOHHBIN XapaKTep, U MOCIE UX MPUHATHUS UCIIOJHUTEIEM IIPOEKT HE TPeOyEeT MOBTOPHOTO
COTJIACOBaHUS.

[TpoekT noKyMeHTa OTKIOHSETCS JIUILIOM, COTJIACYIOLIUM JOKYMEHT, B CIIyJasx:

- HaJIM4Us CYIIECTBEHHbBIX 3aMEYaHUN 110 MPOEKTY TOKYMEHTA;

- HEeCOrJacHs ¢ MPOEKTOM JIOKYMEHTA.

4.11. HecormacoBaHHbIiI TPOEKT JOKyMEHTa TpeOyeT a0pabOTKHM IO BbICKA3aHHBIM
3aMeYaHusAM, IepeoPOPMIICHUS U TOBTOPHOT'O COTJIACOBAHMS.

4.12. Ecnu npu aopaboTke MPOeKTa JOKYMEHTa UCIOJIHUTEIh NMPUHUMAET pelIeHHe He
YUYUTHIBATh 3aMe€uaHue (3aMeuaHus) Juna (JIMi[), Yy4YacTBOBABIIMX B  COTJIACOBAHHH,
WCIIOJIHUTEIEM TOTOBUTCA PEECTP HEYUYTCHHBIX 3aMEYaHUl, KOTOPBIM BMECTE€ C MPOEKTOM
JOKYMEHTa MpPEJICTaBIsACTCS AUPEKTOPY WM HHOMY YIOJIHOMOYEHHOMY UM JOJIKHOCTHOMY
ULy, TOJANUCHIBAIOLIEMY (YTBEp)KIAIOLIEMY) JTOKYMEHT. PeecTp HEydyTEeHHBIX 3aMeyaHUM
MOJMUCHIBAETCS PYKOBOJIUTENIEM CTPYKTYPHOTO MOAPA3AeICHUS-UCTIOTHUTEIS.

4.13. Pemenue O TOM, NPUHMMATh WJIM HE MPUHUMATh HEYYTCHHbIE 3aMEyYaHUs
MPUHUMAET JUPEKTOP.

B cnydae ecnu AupeKTOp NMPUHUMAET pelIeHHEe O HEOOXOJWMOCTH YYeCTh 3aMeuyaHus,
OTKJIOHEHHbBIE UCIIOJIHUTENIEM, UCIIOJHUTEND 10pa0aThIBAET NIPOEKT JOKYMEHTA B COOTBETCTBUH C
BBICKAa3aHHBIMHU 3aMEUYaHUSIMU.

Ecnu aupekrop cornamiaercs ¢ MHEHHEM HCIIOJHUTENS, OH MOJMUCHIBAeT (YTBEPKAAET)
JOKYMEHT.

4.14. JloxyMmeHTHI, W3/1aBaeMble OT MMEHHM OpraHU3alliH, MOIMUCHIBAIOTCS AUPEKTOPOM
WIM WHBIMH YIOJTHOMOYEHHBIMU MM JOJDKHOCTHBIMH JIHMIIAMH (3aMECTUTEISIMU PYKOBOIUTEIS
OpraHM3aluy, PyKOBOJUTEISIMU CTPYKTYPHBIX MOJAPA3AEIEHUN, UHBIMU JTOJKHOCTHBIMU JIMLIAMHU
B COOTBETCTBUM C HX KOMIIETEHIIMEH, OMpeaensieMoil TOBEPEHHOCTSMU Ha BBINOJIHEHHE
OIpE/IeNIEHHbIX AEHCTBUI OT UMEHHU OpraHU3alli, BHyTPEHHUMU HOPMATUBHBIMHU JOKYMEHTAMU
OopraHu3aium).
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4.15. OtpenpHBIE BUIBl BHYTPEHHUX JTOKYMEHTOB (CIyXeOHbIE, OOBSICHUTEIbHBIC
3alMCKN) HA UMl PYKOBOJUTENS CTPYKTYPHOTO MOJAPA3AesICHNs NOANNUCHIBAIOTCA UCIIOJHUTEIEM
(cocTaBuTENEM), €CIM pa3peliaeMble NP STOM BOIPOCHl HE BBIXOAAT 3a IpEleNbl €ro
KOMIIETEHI1H.

4.16. JloxyMeHTBI, HallpaBJIsIEMbIE B BBICIIME OPTraHbl TOCYIapCTBEHHON BJIACTH, HA UMS
NEPBBIX PYKOBOAMTENEH (enepanabHbIX OPraHOB HCIIOJHUTENBHOM BIIACTH, PYKOBOAMTENEH
cyobextoB Poccuiickoit denepanuu u 3apyOeKHBIX TOCYAAapCTB, MOANHCHIBAIOTCS TUPEKTOPOM
WIH JIULIOM, UCHIOJHSIOLIUM €ro 00s3aHHOCTH.

4.17. JloKyMeHTBI, HANpaBiIsE€MbIE B IOJBEIOMCTBEHHBIE M CTOPOHHHE OPraHU3ALNH,
MOJNUCHIBAIOTCS 3aMECTUTENISIMU PYKOBOJUTENS OPraHU3alUU, UHBIMUA JOJIKHOCTHBIMU JIMIIAMU
OpraHM3aluy B COOTBETCTBUH C IIPEIOCTABICHHBIMU UM IIOJJHOMOYUSIMH.

4.18. JloxyMeHT mnoAmuchiBaeTcs ABYyMs WM Oojiee JHMIIAMM, €CIM 32 COJIEp)KaHHE
JOKYMEHTa HECYT OTBETCTBEHHOCTb HECKOJIbKO PA0OTHUKOB (IOKYMEHTHI, IOATOTOBJIEHHBIE
HECKOJIbKUMH NOJPa3IeIeHUSIMU WM OpraHu3alusIMy, pabouell rpynnoi, Komuccuen).

4.19. lloamuceiBaeTcsi, Kak NpaBWJIO, OJUH O3K3eMIULAp J0KyMeHTa. COBMECTHBIN
JOKYMEHT IIOJIHUCBHIBAETCS B KOJUYECTBE, COOTBETCTBYIOIIEM KOJIMYECTBY OpraHM3aluil,
CO3/aBILUX JOKYMEHT.

[Ipu HampaBieHWU MUChMa WM BHYTPEHHETO MH(POPMAIMOHHO-CIPABOYHOTO JOKYMEHTA
HECKOJIbKUM ajipecaTaM (He Oosiee 4eThIpeX) MOAMUCHIBAECTCS KaXAbli OTIPABISEMBbIH HK3EMILIISP
JOKYMEHTA.

4.20. Tlommuce Ha HOKyMeHTE O(OPMIISIETCS B COOTBETCTBUHM C MyHKTamu 2.45 u 2.46
Hacrosmen MHCTpykuuu.

4.21. VYTBepxkaeHuEe TOKYMEHTa MPOU3BOIUTCS:

- HEMOCPEJICTBEHHO JUPEKTOPOM - MPOCTaBICHHEM COOCTBEHHOPYYHOM MOANUCU B
rpude yTBEepKICHHUS;

- MIPUKA30M OpraHU3aluu.

4.22. YTBepkaarTcs MpaBuia, MOJIO0XKEHUA, UHCTPYKLIUH, PETJIAMEHTBI, HEKOTOPHIE BUbI
aKTOB, TIUIAHBI, TPOTPaMMBI M JpPyru€ [OKYMEHTBI, YCTAaHABIIMBAIOIINE HOPMBI H/HIU
paccuuTaHHbIE HA AJIUTENIbHOE IpUMeHeHue (puioxxenue I).

Odopmnenne rpuda yTBEpKACHUS IMPOU3BOJUTCS B COOTBETCTBHMM C MYHKTOM 2.39
Hactosen MHCTpyKInu.

4.23. Iloanuce IHUPEKTOpa WIM WHOTO YIOJHOMOYEHHOTO MM JIMIIA Ha JOKyMEHTaXx,
TpeOyIOImUX 0CO0Or0 YAOCTOBEPEHHSI WX TOJUIMHHOCTH, a TaK)Ke Ha KOMUSAX TOKYMEHTOB H
BBIIIMCKAaxX U3 JOKYMEHTOB 3aBepsieTcs nevarbo (npuioxenue /1).

[leqarp Ha JOKyYMEHTE MPOCTABISAETCS B COOTBETCTBMM C IYyHKTOM 2.47 HacTOAIEH
HNucTpyKnnu.
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V. OPTAHM3ALIA JOKYMEHTOOBOPOTA

5.1.  JIokyMeHTOOOOpPOT  BKJIIOYAeT  BCIO  IIOCJIENOBATEIBHOCTh  IEpEeMEIleHUM
JOKYMEHTOB, a TaK)XE OIEpaluy, COBEPIIAEMbIE C JOKYMEHTaMM B IPOLIECCE MX CO3JaHUS U
UCIIOJHEHUs (TMONydYeHHe, OTIpaBKa, MPEIBApUTEIbHOE PACCMOTPEHHE, Pperucrpanms,
paccMOTpEHUE PYKOBOJUTEIIEM).

5.2. lens opranuzanuu TOKyMEHTOOOOpPOTa — 0OECTICUeHnEe CBOEBPEMEHHOTO TTPUHSITHS
YIIpaBICHYECKUX PELIEHUH M UX HUCHOJIHEHMs. 3ajada JOKyMEHTOOOOpOoTa — OpraHM30BaTh
IBUKEHUE OKYMEHTOB 10 HAMMEHEE KOPOTKOMY NYTH C MUHUMAJIbHBIMU 3aTpaTamMH Tpylda U
BPEMEHH, B YCJIOBHUAX AIEKTPOHHOTO JOKYMEHTOOOOpOTa — 00ECHeUHTh TOCTYN K JTOKYMEHTaM
nosp3oBaTensiM COJ] B COOTBETCTBUU C NPEIOCTABIEHHBIMU UM ITpaBaMH.

5.3. B ycnoBusix npumenenuss COJl B opraHu3alMi HCIOJIB3YIOTCS 3JIEKTPOHHBIE
JOKYMEHTBI, a TaKXe OJJIEKTPOHHbIE KONHUU JOKYMEHTOB, IIOJIy4€HHblE B pe3yibTare
CKaHUPOBAHMUsI JOKYMEHTOB Ha OyMa)kHOM Hocutene. JIOKyMEeHTbl OpraHM3alMM, HMEHoIue
BpEMEHHBIE CPOKM XpaHeHHs (1o 10 yeT BKIIOYMTENBHO) MOTYT CO3/1aBaThCs, XPAHUTHCS M
UCIOJIb30BAaThCS UCKIOYUTEIBHO B (POPME IIEKTPOHHBIX TOKYMEHTOB.

[lepeyeHb JOKYMEHTOB, CO3/1aBAEMbIX, XPAHHUMBIX M HCIIOJNb3YEMBIX HCKIIOUUTEIBHO B
(bopme PIEKTPOHHBIX JOKYMEHTOB, YTBEPIKIAETCS TUPEKTOPOM.

5.4. Opra#uzauus  JBW)KEHHS  JOKYMEHTOB B YCIOBUSX  3JIEKTPOHHOI'O
JOKYMEHTOO0OpOTa OCYIIECTBISETCS B COOTBETCTBUH C PETIAMEHTHPOBAHHBIMU MapUIpyTaMH,
paspabaTbiBaeMbiMu  OTZEIOM KaJApOBOIO M JIOKYMEHTAL[MOHHOro oOecnedeHus. MapuipyTsl
JBYOKEHUSI OPraHU3alMOHHO-PACIIOPSIIUTENbHBIX TOKYMEHTOB JOJKHBI ObITh ONTUMAJIBHBIMU IO
3aTparaM BpPEMEHH, HE JOJDKHBI JIOMYCKaTh TyOIMPYIOMIKUX OTNepaniii 1 BO3BPATHBIX BUKCHHA,
He 00YCIIOBJIEHHBIX JAEI0BON HEOOXOAUMOCTHIO.

5.5.  Opraamzanus JOKyMEHTOOOOpOTa OCHOBBIBAETCS HA MPUHIUIAX:

- LEHTPATU3ALNN ONIEPALUNA 110 IPUEMY U OTIPABKE JOKYMEHTOB;

- pacnpesieieHuss JOKYMEHTOB Ha JIOKYMEHTONOTOKHM, HWMEIOIINE OJMHAKOBBIN
MappyT (MapipyTu3anus J0KyMEHTOB);

- OpraHu3alluy NPeABAPUTEIHHOTO PACCMOTPEHUS BXOJAIINUX IOKYMEHTOB;

- WCKJIIOYEHHUSI BO3BPATHBIX JBIKEHUH TOKyMEHTa, HE OOYCJIOBICHHBIX IEOBOU
HE00XOAUMOCTBIO;

- OJIHOKPAaTHOCTH PETUCTPALMH JOKYMEHTOB;

- yCTpaHEeHUs1 HEOOOCHOBAHHBIX COTJIACOBAaHUI MPOEKTOB JOKYMEHTOB;

- BPEMEHHOM periJaMeHTaluu omnepanuid 1o o0paboTke, PpacCMOTPEHHI0 U
COIIACOBAHMIO JOKYMEHTOB.

5.6. B 10KyMeHTOO0OpOTE OPraHM3aLUHU BBIACIAIOTCS JOKYMEHTOIIOTOKH:

— Bxojsuue (MoCTyMarume) 10KyMEeHTHI;
— ucxonduye (oTIpaBisieMble) JOKYMEHTBHI;
— BHYTPEHHHE JOKYMEHTHI.

5.7. JloctaBka M OTHpaBKa JOKYMEHTOB B OpPraHU3allUU OCYLIECTBISIOTCS CPEICTBAMU
MOYTOBOM CBs3H, (DETBABETEPCKOM M KYypPHEPCKON CBS3HM, HAPOYHBIMU U PA3IUYHBIMH BUAAMHU
ANIEKTPOCBA3M ((hakcuMuibHasI, TenerpadHas, TenedonHas, 3neKTponHas moura, COJI).
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5.8. B opranuzanuio A0CTaBIISIETCS KOPPECIOHJEHUHUS B BHUIE IHCEM, IOYTOBBIX
KapTouek, OaHIeporeil W TMakKeToB, IMEYaTHBIX W3JIaHWUW, Tejerpamm, (akcorpamm,
TenepOHOrpaMM, AMEKTPOHHBIX JOKYMEHTOB U 3JIEKTPOHHBIX KOMHM TOKYMEHTOB.

5.9. Ilpuem AoKymMeHTOB ocyiecTBisgeTcss OTAeNI0M KaApOBOTO U JOKYMEHTAIIMOHHOTO
obecrieueHusi. J[OKYMEHTBI, TMOJy4YeHHBbIE pPaOOTHHKAMHU OT JAPYTUX OpraHU3alul, TaKKe
nepenatorcst B OTAen KaapoBOro M JOKYMEHTAMOHHOTO OOECHeUEeHUs! I PErUCTpaluu U/uin
y4dera.

5.10. Bce moctynuBiiye B OpraHu3alui0 JOKYMEHTBI MOJJIEXAT MEepBUYHON 00pabdoTKe,
BKJIFOYAIOIIEH:

— MIPOBEPKY MPABUIBHOCTHU JOCTABKU JOKYMEHTOB;

— MPOBEPKY LEIOCTHOCTH YIAKOBKH (KOHBEPTOB, MTAKETOB);

— BCKPBITHUE YIIAKOBKH (32 UCKIIFOUEHHUEM KOHBEPTOB, MAKETOB ¢ roMeTkoi "Jlnuno" u
rpudamMu orpaHuYeHHS AOCTYMA K TIOKYMEHTY);

- MPOBEPKY LIEITOCTHOCTU BXOASAIINX IOKYMEHTOB, BKJIIOUAs MPUIIOKECHUS;

— YHUYTOKEHHE KOHBEPTOB, IAKETOB UJIN YIIAKOBKU;

— MIPOCTABJICHUE OTMETKU O MOCTYIIEHUU JOKYMEHTA B OPraHU3aLIHIO.

5.11. Omub0oYHO [OCTaBJIECHHbIE JOKYMEHTHl MEpPEChUIalOTCS MO HA3HAUYEHUI0 WIIU
BO3BPAIIAIOTCA OTHPABUTENO. JOKYMEHTHI, NOCTYNHMBIIME B MOBPEXKICHHON YIIAKOBKE,
MIPOBEPSIOTCS Ha 1IEJIOCTHOCTh, B TOM YHCJI€ HA HAJIMYME MEXaHUUECKUX MOBPEKICHUM.

[TouTroBbie OTIpaBiIeHUS, HECTaHAAPTHBIE TO BeCy, pasMmepy, ¢opMme, HMEIoIIne
HEPOBHOCTH TIO0 OOKaM, 3aKJIICCHHBIE JIMIKOW JIEHTOW, WMEIONIME CTPAHHBINA 3amax, IIBET,
MPEANONIOKUTEIHLHO UMEIOIIUE BJIOKEHMS, HE XapaKTEepHbIE NJis MOYTOBBIX OTIIPABICHUM, HE
BCKpbIBatOTCA. O TOIYYEHUU TMOJO3PUTENBHOTO IIOYTOBOIO OTHPABJIECHUS JOKJIAIbIBACTCS
HavdabHUKY OT/ena KaJpoBOro U JOKYMEHTAIIMOHHOTO 00eCreYeHUSI.

5.12. Ilpy m0OCTYyIJIEHMHM BXOJASIIETO JOKYMEHTa B IOBPEXKICHHOM  YIAKOBKE,
MOBPEXKJICHUU JOKYMEHTA, MPU OTCYTCTBUM B KOHBepTe (MAaKeTe) NOKYMEHTa, €ro 4YacTH WM
MIPUJIOKEHUM K HEMY, a TaKXKe MPU OTCYTCTBUU MOJINUCH HA BXOJIAIIEM IOKYMEHTE COCTaBISETCA
aKT B JBYX OJK3eMIUISIpax Ha OyMa)XHOM HOCHUTeNe, MOJNUCHIBAEMBIM IBYyMs paOOTHUKaMU
Otpaena kKapoBOro U IOKYMEHTAIIMOHHOTO 00ECIeUEHUS.

OauH HSK3eMIUISIp aKTa BMECTE€ C BXOMSIIMM JIOKYMEHTOM U €ro MPUJIOKECHHUSIMU
MepeaaeTcss Ha MPEIBapUTENIBHOE PACCMOTPEHHUE M PETUCTPALAIO, BTOPOW DK3EMIUISP akKTa
BBICBUIAETCS] OTIPABUTENIO.

5.13. KoHBepTbl, MakeThl WM YMNAKOBKA COXPAHSIOTCA W MPUIIAraroTCs K BXOISUIUM
JOKYMEHTaM B ClIydasx:

— €CJIM TOJBKO [0 HUM MOYKHO YCTAHOBUTH OTIPABUTEINS WIH J1aTy OTIPABJICHUS;

— €CIM BXOISAUIMN JTOKYMEHT IOCTYNWJ I03)KE€ YKa3aHHOTO B TEKCTE JOKYMEHTa
CpOKa UCIOJIHEHUS WU AaThl MEPOIPUSITHS;

— npu  OONBIIOM PACXOXKIEHUUW MEXAY JaTaMd TMOJANUCAHUS U TOJIy4ECHHUS
JIOKYMEHTOB.

[Tocne 3aBepiienust pabOThI ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM MOMEIIAETCS
Ha XpaHEHHE B JEJIO.
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5.14. Kousepts! (makeTsl), umeromiue otMeTky "Jluano" ("Private"), rpudbl orpannaeHus
JIOCTyNa K JIOKyMEHTaM, COJEpKallluM CBEACHUS KOH(PHIECHIMAIBHOTO XapakTepa, He
BCKPBIBAIOTCA U NIEPENAIOTCS:

- c ormetkoit "Jlmano" ("Private") — HemocpeACTBEHHO anpecary;

- c rpudamMu oOrpaHudeHus jgoctyna — pabotHuky OTnena KaapoBOro u
JOKYMEHTALIMOHHOTO OOeCTeueHus, B 00S3aHHOCTH KOTOPOTrO BXOAMT 00pabOTKa JOKYMEHTOB,
COJepKAIIUX CBEACHHS KOH(DUICHIIMATIBFHOTO XapaKkTepa.

5.15. Bxopsmue 3JIEKTPOHHBIE TOKYMEHTBI, IIOCTYIUBUIME OT APYTUX OPTraHU3alMi 110
EKTpOHHOW  moute, mnocpeactBoM COJl  npunHuMmarorca  OTnenoM  KaapoBOro M
JOKYMEHTALMOHHOTO 00eCTIeueHHMs.

OJEeKTPOHHbIE JOKYMEHTBI, IOCTYIUBLIME IO WH(POPMAILIMOHHO-TEIIEKOMMYHUKAIIUOHHBIM
KaHaJlaM ¥ TOANKCAHHBIC YCWJICHHOW KBaTM(UIIMPOBAHHOW MOAMHCHIO, BKIOo4YaroTcss B COJJ
II0CJIE TIPOBEPKHU DJIEKTPOHHOM MOAMNKUCH U MOATBEPKIACHUS €€ NEUCTBUTEIBHOCTH; IEKTPOHHBIE
JOKYMEHTbI, IOCTYIIUBIIME OT APYTUX OPraHU3alMi MO 3JEKTPOHHOM IOYTE€ M IOJINUCAHHBIE
YCHJICHHON HEKBaJTU(PHUIIMPOBAHHOHN MOAMKUCHIO HIIM IPOCTOM 3JIEKTPOHHOM MOANHUCKHIO, TPOXOAST
IIPEIBAPUTENBHOE PACCMOTPEHHE U BKiodarorcss B COJ mpu Hanuumy MeXAy OpraHu3aluei-
OTIIPAaBUTEIEM W OpraHu3alueil- mojydareiaeM corjameHuss 00 oOMEHe 3JIEKTPOHHBIMU
JOKYMEHTaMH, OANMCAHHBIMU COOTBETCTBYIOLIEH MOJIHUCHIO.

5.16. IlepBuuynass  00paboOTKa  3JEKTPOHHBIX  JOKYMEHTOB,  IOJYYEHHbIX IO
MH(POPMAIIMOHHO-TEIICKOMMYHUKAIIMOHHBIM ~ KaHajaM CBSI3W  (DJIEKTPOHHAS  MMOYTa, CauT
OpraHu3alliy) OT JAPYTMX OpraHM3allMd W TpakJaH, JOJDKHA COOTBETCTBOBATh TEXHOJIOTUHU
paboThI C BXOIALUIMMU JJOKYMEHTAMH.

5.17. llepBuunas o00OpaOOoTKa [OKYMEHTOB 3aBEpIIAETCS HMX  PaCHpeaeIieHUEM
(copTupOBKOIT) Ha perucTpupyeMble U Hepeructpupyemsle (npuioxenue E).

5.18. Peructpanus BXOAAIIUX TOKYMEHTOB OCYIIECTBIISIETCS HE3aBHUCHMO OT CIOco0a UxX
IOCTaBKM oaWH pa3: B Orthene KaapoBOrOo M JOKYMEHTAIIMOHHOTO OOECleYeHHs WIN B
CTPYKTYPHOM MOJpa3AeICHUM OpraHu3alMyd B COOTBETCTBUM C YCTAHOBJIEHHOW (opmoi
OopraHu3aluu Aeyonpou3BojicTea (mpuioxenue XK).

JIOKyMEHTBI, MOCTYNAOIIME U3 APYTUX OPraHHU3alUil HEMOCPEACTBEHHO B CTPYKTYPHBIE
NOJIpa3/ieNeHNsl, HO TpeOyrollue pacCMOTPEHUsI PYKOBOJACTBA, NEPENAIOTCs Ul PEruCTpaluU U
MIpeIBAPUTENBHOTO paccMOTpeHus: B OTIeN KapoBOro U JOKYMEHTALIMOHHOTO 00eCIeYEeHMSI.

5.19. Perucrtpaunus BXOASAIIKMX JOKYMEHTOB OCYLIECTBIISIETCS B IEHb UX MOCTYIUICHUS WU
Ha clenyromuil pabounii 1eHb NMpU NOCTYIUIEHHHM JOKYMEHTOB B KOHIIE pabodero AHsS WIHA B
Hepabouee Bpemsl.

Perucrpauus oOpaiieHuil rpakJjaH OCYILIECTBISETCS B TE€YEHHE TpeX JHEHl ¢ MOMEHTa
MOCTYIUICHHS OOpaIIeHNSsI.

5.20. CegeHust O  IOCTYNHBIIEM  JOKYMEHTE  BHOCATCSI B DIIEKTPOHHYIO
peructpanuonnyo kaprouky (OPK) COJl win perucrpaniioHHO-y4eTHYIO popMy Ha OyMa)KHOM
HOCHTEJIE, a TOCTYNUBIIEMY JOKYMEHTY PUCBAUBAETCS PErMCTPALMOHHBIA HOMED.

PeructpanvoHHblii HOMEp BXOASILErO0 JOKYMEHTa COCTOMT W3 IOPSIAKOBOIO HOMeEpa
JOKYMEHTa B MpeJeax KaJIeHIApHOTO Toja, KOTOPBIA MOKET OBITh JOTOJIHEH HMU(PPOBBIMU WIIN
OyKBEeHHO-IIM(POBBHIMH KOJaMH (MHAEKCAMH) TIO UCTIOIB3YEMBIM KiIacCu(UKaTopam.
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5.21. Ha Bcex 3aperucTpUpOBaHHBIX JOKYMEHTaX, 3a HCKIIOUYEHHEM JOKYMEHTOB,
MOCTYNMUBIIUX B (hOpME DIIEKTPOHHBIX JOKYMEHTOB, TPOCTABISIOTCS OTMETKH O TMOCTYIICHUU
JOKyMEHTa B OpraHusaiuioo. B oTMeTke O MOCTYIUICHHMH JOKyMeHTa (UKCUPYIOTCS aara
MOCTYIUIEHHS (MpU HEOOXOAMMOCTH — BpPEMsl MOCTYIUICHHS] B 4acax M MUHYTaX) W BXOJSIIUNA
PErUCTPALIMOHHBIA HOMEP JOKYMEHTA B COOTBETCTBUHU C MMYHKTOM 2.34 HacTose MHCTpyKiuu.

5.22. JIOKyMEHTBI, IOCTYNHBIIINE Ha OyMa)KHOM HOCHUTEJE, CKAHUPYIOTCS, AJICKTPOHHAS
Komust TokyMeHTa Bkiouaercs B COJ1 u npucoenuusercs k OPK nokymenra.

5.23. KoppecnoHeHIIMsI Ha WHOCTPAHHBIX S3bIKAaX, aJpecoBaHHAs PYKOBOJICTBY
opraHu3aiuu, mocie peructpanuu B OTaene KaJapoBOTO M JOKYMEHTAIIMOHHOTO OOecTredeHus
MepeaeTcss B COOTBETCTBYIOMIEE TIOIPA3/ISIICHIE WU PaOOTHUKY OPTraHU3aIMH ISl TIEpeBOja U
MOCJIEAYIONIEH Tepeayl Ha pPacCMOTPEHHE pPYKOBOACTBA. MHas KOppecHOHIEHIHS Ha
WHOCTPAHHBIX SI3bIKAX TMepelaeTcss IO Ha3HAYeHUI0 HEMOCPEACTBEHHO B CTPYKTYpPHbIE
MOApPa3ACIICHHUS.

5.24. TlpenaBapuTenbHOE PACCMOTPEHHUE TMPOBOJIUTCA B  IENAX  paclpeicIcHUs
MOCTYMAIONUX B OPraHU3alMI0 JOKYMEHTOB Ha TpeOyromme o053aTebHOTO PAacCMOTPEHUS
JTUPEKTOPOM M HAMpaBJIsIEMbIE HEMOCPEICTBEHHO B CTPYKTYPHBIE TOApa3ie/ICHHS.

5.25. TlpeaBapuTenbHOE PACCMOTPEHHE BXOIAIIUX JOKYMEHTOB OCYIIECTBISETCS B
Otnene kaapoBOro U TOKYMEHTAITMOHHOTO 00€CTIeUeHHsI TIOCIIe PETUCTPALIMU TOKYMEHTOB.

[IpeaBapuTebHOE PACCMOTPEHHE MOMKET TMPOBOAUTHCA [0 PETHCTPALlMM B Cilydyae
MOCTYIUICHUS] TOKYMEHTOB C OTMETKaMu, TPeOYIOUIMMHU HE3aMENJIUTEIbHOIO PACCMOTPEHUS U
WCIIOTHEHUS TJOKYMEHTA.

5.26. IlpenBapuTenbHOMY  pPacCMOTPEHUIO  TOAJIEXKAT  BXOMSIIME  JOKYMEHTHI,
aJpeCOBaHHBIC B OPraHU3AIMIO U HA UMl TUPEKTOPA.

JIOKyMEHTBI, aJpecOBaHHBIC TMOJpa3/eCHUsAM, PYKOBOIUTEISAM TMOJpa3JeiIeHUud U
CIelagucTaM, TMepealoTcsl B CTPYKTYpHbIE TOApAa3ACieHHs 0e3  MpeaBapUTEIbLHOTO
paccMOTpEHUSL.

5.27. TlpeaBapuTenbHOE PACCMOTPEHHE OCYIIECTBIISIETCS UCXOS M3 OLIGHKH COACPKaHMS
BXOJSIIMX JOKYMEHTOB, C YY€TOM YyCTaHOBJIEHHOTO B OpraHW3allMk paclpeeieHus
(GYHKIIMOHAIBHBIX 00SI3aHHOCTEH MEXIy ITUPEKTOPOM, €ro 3aMECTHTEISIMU, PYKOBOJMUTEIISIMU
CTPYKTYPHBIX MOJpa3IeICHUM.

5.28. Tlo pe3ynbratam HpeaBapUTEIBHOTO PACCMOTPEHHS JOKYMEHTHI pacHpe/estoTCs
Ha JJOKYMEHTOIOTOKH, HaIpaBisieMbIe:

- Ha pPacCMOTPEHHE JUpeKTopa (JOKYMEHTBHI, IMIOCTyMHalollie U3 OpPraHoOB
rOCYJapCTBEHHOM BIIACTH, OPraHOB MECTHOTO CaMOYIpAaBICHUs, JIOKYMEHTBI IO HaumOoliee
BKHBIM U MIPUHIIUITHAIBHBIM BOIIPOCAM JEATEIbHOCTH OpTraHu3aIlin);

- Ha pacCMOTpPEHHUE 3aMecTUTeNed JupekTopa (AOKYMEHThl MO HampaBICHUSM
NeATeTLHOCTH, KYPUPYEMBIX COOTBETCTBYIOIUMHU 3aMECTUTEIISIMU);

- Ha PaCCMOTPEHHUE MHBIX PYKOBOIUTEIICH;

- Ha PaCCMOTPEHHUE U UCIIOJIHEHUE B CTPYKTYPHBIE MOIpa3/iesIeHUsI IO HaIIPaBICHUSIM
HX JIESTEIIBHOCTH.
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5.29. Tlo 3aBepuieHUM NPEABAPUTEIHHOTO PACCMOTPEHUS JOKYMEHTBHI TepeNatoTCs
COOTBETCTBYIOIIUM PYKOBOAUTENSIM JJIsI PACCMOTPEHUSI U BBIHECEHUSI pe30JIIoIui (yKa3aHHil Mo
WCIIOTHEHHUIO).

5.30. PaccMmoTpeHue JTOKYMEHTOB JHUPEKTOPOM OCYILIECTBISIETCS B JIeHb Iepelaydu
JOKYMEHTOB WJIA Ha CIEAYIOIMUNA pabounii IeHb, €CJIM JOKYMEHTHI Iepeanbl B KOHIIE pabodero
THSL.

JIOKyMeHTBI, TpeOyIomue CpPOYHOTO pPACCMOTPEHHs, a TaKXKe TeJIerpaMMbl U
TeneOHOrpaMMbl PACCMATPUBAIOTCS TUPEKTOPOM HE3aMEUIUTEIBHO.

5.31. Pe3ynbraThl paccMOTpEHHUs JOKYMEHTa JUPEKTOPOM, €ro 3aMeCTUTEISIMHU,
PYKOBOJIUTEISIMH TIOIPA3ICICHUN O(POPMIISIOTCS B BHJIE PE30JIOIUU B COOTBETCTBHH C MTYHKTOM
2.51 nacrosimei MHCTpYyKUIMH.

5.32. CsegeHust O pe30dOUMM  (UCIOJHUTENb, COJAEPKAHME MOPYYEHMs, CPOK
WCIIONHEHUs) crienuanuctoM Otaena KaapoBOro M JOKYMEHTAIMOHHOTO 00€CTIeUeHHs] BHOCSATCSA
B OPK C3JI, mocie 4ero MCHOJHUTENU MOIYYaAIOT JOCTYI K 3JIEKTPOHHOMY JOKYMEHTY WM
AJIEKTPOHHOU KOIUU JOKYMEHTA, €CJIH JOKYMEHT IMOCTYIHI Ha OyMaKHOM HOCHUTEIIE.

5.33. JloxkyMeHThI, MOCTyMHaroniye Ha OyMa)KHOM HOCHUTENE, MOCJIe UX pEerucTpaiuu,
BKJtoueHus: B COJl B BUIE€ AJNEKTPOHHBIX KOMUN M PAaCCMOTPEHHUS PYKOBOJCTBOM IMEpPENAOTCs B
COOTBETCTBYIOIIIME CTPYKTYpPHBIE MOJpA3/ECHUs] HAa WCIOIHEHUE WIM MOMEIIAIOTCS B JIeNI0 B
OTtnene KaApoOBOTO U JOKYMEHTALIMOHHOTO OOecreueHrs B COOTBETCTBUU C HOMEHKIIATYpOil Jen
opraam3anuu. Jlns ¢ukcanum Qakra nepenayd BXOIMNIMX JOKYMEHTOB W WX KOMHH Ha
OyMaXHOM HOCHUTEJIE HUCIOJHUTEISIM B CTPYKTYPHBIC TMOJPA3ACICHUS HCIIONB3YeTCsS >KypHAI
perucTpanum BXOJIINX JOKYMEHTOB.

5.34. Tlpu OymMaxkHOM JOKYMEHTOOOOPOTE TOIMHHUKK BXOMSIIUX JTOKYMEHTOB, B
Cllydae Ha3HAU€HHUs HECKOJIbKUX HCIIOJHUTENEH MepenaloTcs OTBETCTBEHHOMY HCIOJIHUTEINIO,
OCTaJbHBIM HUcnoJHUTENsIM OTaen KaJpoBOro M JIOKYMEHTAI[MOHHOTO OOEeCHedeHMs MepeaacT
KOIUU JIOKYMEHTA.

5.35. Ucxondiue TOKYMEHTHI, 3aBU3MPOBAHHBIE BCEMHU 3aMHTEPECOBAHHBIMH JHUIAMH U
MO/NMUCAHHBIE PYKOBOAMUTEIEM WM WHBIM YIOJIHOMOUYEHHBIM MM JIMLOM, PETHCTPUPYIOTCS B
OTtnene KaapoBOro W AOKYMEHTAIMOHHOTO OOECIeUeHMs] OpPTaHHU3alMK B KypHAJle UCXOJSIINX
JIOKYMEHTOB (TIpHIIOKEHUE 3).

5.36. Peructpamusi UCXOASIINX JOKYMEHTOB OCYILECTBIISIETCS B JEHb MOAMUCAHUS WU
Ha CJIeayonmil pabounii 1eHb, €CIIM JOKYMEHTHI ObLTH MOANKMCAHBI B KOHIIE pa00dero JHS WA B
Hepabouee BpeMsi.

5.37. llepen  perucTpanmedl HCXOAAIMX  JOKyMeHTOB Otaen  KaapoBOro u
JOKYMEHTAllMOHHOTO OOecredeHus] POBepsieT MPaBUIbLHOCTh 0(hOPMIIEHHUS IOKYMEHTOB (B TOM
qyclie HaJlW4yue MOANKCEH, BU3, MPABUIBLHOCTh HAMMCAHMS aJ[PECOB), a TaKXKE€ YyKa3aHHBIX B
UCXOMSIINX JOKYMEHTaX MPUIOKEHHUI, COOTBETCTBHE KOJUYECTBA HK3EMIUISPOB KOJIHYECTBY
a/JipecaToB IO YKa3aTeJIo PacChUIKU, HAIMYME OTMETKH 00 HUCTIOJTHUTEIIE.

5.38. Ilpu perucrpamum ucxopmsmiero nuckma B COJl cBegeHuss 00 oOTHpaBisieMOM
nokymente ¢ukcupytorcs B OPK, K KOTOpoOl mpHKperuisieTcs 3IeKTPOHHAas KOs
OTIIPABJISIEMOTO TIOKYMEHTA.



39

Ecmu OPK Oputa co3mana B CDOJ] mpm moAroroBke mNpoekTa JOKYMEHTa, TO TPH
pPETUCTpAlli HMCXOMAIIETO JOKYMEHTa B Hee 00aBJSIOTCS CBEACHUS O DPETHCTPAIlIOHHOM
HOMeEpe, J]aTe PEruCTpalui U Jpyrue CBeAeHNs 00 UCXOAAIIEM IOKYMEHTE.

5.39. PeructpauMOHHBIII HOMEpP HCXOMSAIIET0 JOKYMEHTa JOJDKEH COCTOSTh M3 KOJOB
(MHOEKCOB) B COOTBETCTBHHM C NPUMEHSEMBIMU KJIACCH(PUKATOPAMH U TOPSAKOBOTO HOMEpa
JOKYMEHTA B IIpefiesiaX KaJIeHJapHOIo roja.

Jlata perucTpauvy M PpErucTpalMOHHBIM HOMEP MPOCTABISIOTCA Ha OTIPABIIEMOM
JOKYMEHTE, a TAaK)K€ Ha KOIIMU MCXOMSILEro JOKYMEHTa, OCTAIOLIEHCS B JI€JI€, B COOTBETCTBUU C
nyHktamu 2.33, 2.34 nacrosieit UucTpykuu.

5.40. Ucxonaummil JOKyMEHT, MOANUCAHHBIA TUPEKTOPOM WJIM MHBIM YHOJIHOMOYEHHBIM
UM JOJDKHOCTHBIM JIMIIOM, II€PElaeTCsl Ha OTIPABKY, KOMUS JOKYMEHTa Ha OyMa)KHOM HOCUTeEJe
C BU3aMHU [TOMEIIAETCA B JIEJI0 B COOTBETCTBUM C HOMEHKIATYPOU J1e.

DONEKTPOHHBIE JOKYMEHTHI MOCJIE MX MOJANUCAHUSA 3JIEKTPOHHON MOJANUCHIO U OTIPABKU
azpecary xpaHsarcs B 06a3e naHHbix CO/I.

5.41. B 3aBUCHMOCTH OT COJAEpKAaHMSI M CPOYHOCTH JIOKYMEHTBI, OTIIPABISEMbIE W3
OpraHu3alluy, JAOCTABIAIOTCA ajpecaTaM CpeACTBAMU IOYTOBOH, (enbaberepckoil cBs3uy,
CIEIICBA3M, KypbEpPOM, O3KCIIPECC-IIOYTOM, a TaKXke IEepelarTcs IO KaHajlaM 3JIEKTPOCBS3H
(paxcummnbHas cBs3b, TENETpad, TenedoH, anexkTponHas moura, COJI).

OO0paboTka KOpPPECHOHAECHUUHU [UIsl OTIPABKU IIOYTOBOM CBSI3bI0 OCYILECTBIISIETCS B
cooTBeTcTBUU ¢ [IpaBriiamMu oka3aHus yciayr HOYTOBOW CBS3H.

5.42. JIokyMeHTbl, HE€ HMEIOIIME aJPECHOM YacTH, NPUHUMAIOTCS HA OTIPABKY C
COIIPOBOUTENBHBIMU TUCBMAMU.

HenpaBunsHO odopmiieHHBIE JOKYMEHTHI U KOPPECTIOHACHIINSA HECITY:KeOHOTO XapakTepa
K OTIPaBKE HE MPUHUMAIOTCS U BO3BPALLAIOTCS UCIIOJHUTEIIIO.

JIOKyMEHTBI, MOJyIeKallue OTIpPaBKe, AOJKHBI 00pabaThIBaThCS U OTHPABISATHCS B JIEHD
UX MOANUCAHUS U PErMCTPALlMU WIH Ha CIeNYOUi pabounii 1EHb.

5.43. [locbuika MM 3aMEHa paHee OTIPABICHHOIO JOKYMEHTa OCYIIECTBISETCS I10
YKa3aHHMIO JINLA, IOJINCABIIErO JOKYMEHT.

5.44. TlpoxoxaeHre BHYTPEHHUX JOKYMEHTOB Ha 3Tanax UX MOATOTOBKH M O(POPMIICHUS
JOJDKHO COOTBETCTBOBATH NMPOXO0XKACHHUIO MCXOASIIMX AOKYMEHTOB, & Ha JTale HMCIOJIHEHUS -
BXOJAIIUX JTOKYMEHTOB.

5.45. TIpoexkThl  pacHopsiAUTENbHBIX  JOKYMEHTOB  (IIPUKa30B,  PACIOPSIKEHUI),
MOATOTOBJIEHHBIX Ul MOJANUCAHUS, MTOCIIE MMOATOTOBKU U COIIACOBAHUS C 3aUHTEPECOBAHHBIMU
muuamu nepenatorcs B OTAen KaJpoBOro W JOKYMEHTALMOHHOTO OOECHeYeHHUs JUIsl MPOBEPKHU
MPAaBUIBHOCTH UX O(OpMIICHHUS.

5.46. IlpaBuiabHO OQOPMIIEHHBIE NPHUKA3bl, PACHOPSIKEHUs IEpelaloTCs Ha IOAINUCH
JUPEKTOPY UM UHOMY YIIOJTHOMOYEHHOMY MM JIUILY.

5.47. llognucaHHble  TIpUKAa3bl, PpaCHOPSKEHHUA IO  OCHOBHOM  JEATEIBHOCTH
peructpupytorcs B OTaene KaapoBoro 1 JOKYMEHTAIIMOHHOTO 00eCTeueHusl.

[Ipukaszam, pacnopsKEHUsIM IO OCHOBHOW J€ATEIbHOCTU IPHUCBAUBAIOTCS IOPSIKOBBIE
HOMepa (IO KaxJOW TIpymne JOKYMEHTOB OTIENbHO) B Ipejaenax KaJeHJIapHOro roja.
[TopsiaKoBBIE HOMEP AOKYMEHTAa MOXKET JOTOJHATHCS OYKBEHHBIM HHIIEKCOM B COOTBETCTBHH C
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nyHKToM 3.22 Hactosmed WHCTpyknnu, 0003HAYarONMM IMPUHAUICKHOCTh JTOKYMEHTa
COOTBETCTBYIOUIEH IrpyIie JOKYMEHTOB.

CBeneHus O pEerucTpUpyeMbIX IPHUKa3ax, pacnopsukeHusx BHocATcs B COJl unu B UHBIE
PETUCTPAIIMOHHO-Y4YeTHBIE (POpPMBI Ha OyMa)KHOM HOCHTEIE WM B JJIEKTPOHHOW (opme B
COOTBETCTBUU C MyHKTOM 5.54 Hactosmei MucTpykuuu.

5.48. TloMHHUKK MPUKA30B (pacHOpsKEHUI) IO MECTY MX PerucTpauuu (GOpMUPYIOTCS
B JieJla B COOTBETCTBUU C HOMEHKJIATYypOMl J1€J OpraHu3alud B COOTBETCTBHM C MYHKTOM 8.20
Hacrosmen MHCTpykuuu.

Konum  mnpuka3zoB, paclnopspKeHHH — pacChUIAlOTCA — UCHOJHUTENSIM M HHBIM
3aWHTEPECOBAHHBIM JIMIIAM B JIEKTPOHHOH (hopMe MM Ha OyMa)KHOM HOCHUTENE B COOTBETCTBUU
C YKa3aTeJIeM PacChUIKH.

Komnuun nmpukasos, pacnopsiKeHul, paccbllaeMble Ha OyMa)KHOM HOCHUTEIE, 3aBEPSIIOTCS B
COOTBETCTBUU ¢ MyHKTOM 2.49 Hactosmei MacTpykuun.

5.49. IlpoTokonsl 3aceiaHMii, COBEIAHNMN, IPOBOJAUMBIX AUPEKTOPOM, PETUCTPUPYIOTCS
B OTz€eie KaJJpoBOro U JOKYMEHTAIIMOHHOTO 00ECIICUEeHHUS.

[TpoTokonb! 3acenannii, COBEUIAHUN, IPOBOIUMBIX KOJIJIETHAIBHBIMU (COBEILATEIbHBIMH)
OpraHaMH, KOMUCCUSIMU WK B CTPYKTYPHBIX IOAPA3AEICHUAX OpraHU3alii, pErUCTPUPYIOTCS B
NO/Ipa3IeleHHsIX, OTBETCTBEHHBIX 3a OpraHU3allvI0 U MpoBeneHue Mmeponpuatud. Konuu takux
IIPOTOKOJIOB TOTOBATCA K PACCBUIKE M PACCBUIAIOTCS CTPYKTYPHBIM IOJApa3JEICHUEM,
OTBETCTBEHHBIM 33 OPTraHU3ALMIO U POBEACHUE MEPONIPUSATHUS.

5.50. IIporokonaM mpuUCBauBaIOTCS MOPSIKOBbIE HOMEpA B Mpeeiax KajleHIapHOro roja
WK Tiepuojia paboTsl BpeMeHHON paboueil rpymnibl (KOMUCCHH) MO0 KaXA0H Ipymme IpOTOKOJIOB
OTJIENBHO.

[loqMMHHUKKM TPOTOKOIOB IO MECTy HX perucrpauuud QopMHUpPYHOTCS B Jela 10
HOMEHKJIAType J1e] OPraHu3aluy B COOTBETCTBUHU ¢ ITyHKTOM 8.20 Hacrosamen MHcTpykuun.

5.51. BHyTpeHHHME IOKYMEHTBI HAa UM pPYKOBOIUTENS JPYroro CTPYKTYpPHOTO
nojpaszaenenuss peructpupytorcs B COJl wmiau (npu orcyrctBuum COJl miaM  OTCYTCTBHH
BO3MOKHOCTU 3aperucTpUpoBaTh BHYTpeHHMH JokymMeHT B C3Jl) peructpupyrorcs B
MOJpa3JeleHUH, CO3/JaBIIMM JOKYMEHT. 3aperucTpUpOBaHHBIM  JOKYMEHT IepeaaeTcs
HEINOCPEJCTBEHHO B MOJPA3ACIEHHUE - aJpecaT, B KOTOPOM IIOBTOPHO HE PETUCTPUPYETCS.

5.52. Ilpm BkmroueHuu B COJl BXOASIIMX JOKYMEHTOB, MX PETUCTPALMM, PACCMOTPEHUU
u ucnonHenuu B DPK BHOCATCS cneayroniye CBeIeHUs O JOKYMEHTE:

a) HAMMEHOBaHUE OpraHu3aluy (KOPPECIOHIECHTA);

0) agpecar;

B) HAUMEHOBAHUE BUJA TOKYMEHTA;

I') AaTa NOCTYNUBILIETO TOKYMEHTA;

1) pErUCTPAlMOHHBI HOMEP NOCTYIUBILIETO JOKYMEHTA;

€) JOJDKHOCTb, (DaMUIIMSI U MHUIMAIIBI JIMLIA, TOAIMCABIIET0 T0KYMEHT;

) JlaTa MOCTYIUIEHUS IOKYMEHTA;

3) BXOJALIMUN PETUCTPALIMOHHBIN HOMED;

1) 3aroJIOBOK K TEKCTY (KpaTKOe COJIepKaHue TIOKYMEHTA);

K) KOJIMYECTBO JINCTOB OCHOBHOI'O JJOKYMEHTA;
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J) OTMETKa O NPWIOKEHUH (KOJIUYECTBO MNPUIIOKEHUHM, OOIIee KOJIMYECTBO JIUCTOB
MPUIOKEHUH );

M) CBEJEHHUS O CBSA3aHHBIX JOKYMEHTaXx (HAaMMEHOBaHUE BHJA JOKYMEHTa, JiaTa,
PErUCTPALIMOHHBIA HOMEP, TUII CBA3H);

H) pe30ytolus (MCHOJHUTENb (MCIIOTHUTENHN), MOPYUYEHHUE, JOKHOCTHOE JIUIIO, JaBIlEe
Mopy4YeHue, Aata);

0) CPOK HUCIIOJTHEHMS IOKYMEHTA;

) MUHJIEKC JIeNia 10 HOMEHKJIAType JIE;

P) CBeleHU O TMepeapecal JOKyMEHTa;

C) OTMETKA O KOHTPOJIE;

T) rpu¢ OrpaHUYEHUs JOCTyIa K JOKYMEHTY;

y) cBeZieHUs1 00 SNEKTPOHHOMN MOAMKCH;

&) pe3yabTaT MPOBEPKU IIIEKTPOHHON TTOIITHCH.

5.53. Tlpu Bxmrouenuu B COJ] ucxonmsmux aokyMeHToB B DPK BHocsTcs crnepyromiue
CBEJICHUSI O JOKYMEHTE:

a) ajpecar;

0) AOMKHOCTh, GaMUIUS M MHUIIMAJIBI JIUIA, TTOIUCABIIETO JOKYMEHT;

B) HAMMEHOBAHUE BUJIA JOKYMEHTA;

r) JaTa JOKyMEHTAa;

1) pETUCTPALMOHHBIN HOMEDP IOKYMEHTA;

€) 3aroJIOBOK K TEKCTY (KpaTKoe COAEp:KaHUe JOKYMEHTA);

) CBEICHHS O CBSI3aHHBIX JOKYMEHTaX (HAaUMEHOBaHHME BHJAA JOKyMEHTa, Jara,
PErUCTPALIMOHHBIA HOMEP, TUII CBA3H);

3) KOJMYECTBO JIMCTOB OCHOBHOI'O JOKYMEHTA,

W) UHJIEKC JIeNIa 10 HOMEHKJIAType JIE;

K) OTMETKa O MNPWIOKEHUU (KOJIMYECTBO MPUIIOKEHUM, OO0IIee KOJIMYECTBO JIMCTOB
MIPUIIOKECHHM ),

1) rpud orpaHUYEHUs AOCTYyNa K TOKYMEHTY;

M) TIOJIpa3/ieNIEHUE - OTBETCTBEHHBIN UCTIOTHUTEb JOKYMEHTA;

H) CBEJIEHUS 00 dJIEKTPOHHOM MOJMHUCH.

5.54. Ilpm Bxmouenuu B COJ] BHyTpeHHUX nokyMeHToB B DPK BHocsATcA cnenyromue
CBEJICHUSI O JOKYMEHTE:

a) HAMMEHOBaHUE MO/Ipa3/IeJICHUs, MOArOTOBUBIIETO MPOEKT JOKYMEHTA;

0) HaMEeHOBaHUE BHU/IA IOKYMEHTA;

B) /J1aTa JJOKyMEHTA;

I') pETUCTPALIMOHHBII HOMEpP TI0KYMEHTA;

1) TOJDKHOCTD, (DaMIITUSL ¥ MHUITUAIIBI JINIIA, TTOAMHACABIIETO JOKYMEHT;

€) CBEIeHUS O CBS3aHHBIX [JOKYMEHTAaX (HaUMEHOBaHHWE BHUJA JOKYMEHTa, Jara,
PErUCTPALIMOHHBIA HOMEP, TUII CBA3H);

) 3aroJIOBOK K TEKCTY (KpaTKOe COAEp:KaHUe TOKYMEHTA);

3) OTMETKa O NPUIOXKEHHH (KOJIMYECTBO MPUIIOKEHUH, 00Ilee KOJIMYECTBO JIMCTOB
MPUIOKEHHH);
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1) UHJEKC Jiea 10 HOMEHKJIAType Je;

K) YKa3aHUs 110 UCIIOJIHEHUIO IOKYMEHTa (MCIIOIHUTENb, IOPYUYECHHE, J1aTa UCIIOTHEHHUS);

J) OTMETKA O KOHTPOJIE;

M) rpud OrpaHUYEHUS JOCTyIa K JOKYMEHTY;

H) nojpaszeneHue (JOKHOCTHOE JHUI0) — UCIOJHUTENb (OTBETCTBEHHBIA MCIIOJHUTED)
JIOKYMEHTA.

JIOMOMHUTENBHO K YKa3aHHBIM CBEICHUSM O BXOJAIIUX, HUCXOMASIIMX U BHYTPEHHHUX
nokyMeHTax B DPK COJ] MOryT BHOCUTBHCSI MHBIE CBEICHUS.

5.55. VYdyer KonuuecTtBa JAOKYMEHTOB, IMOCTYIHUBILIWX, CO3JAHHBIX, OTIPABICHHBIX 3a
ONpENICTICHHBIN TEepUoJ] BPEMEHHU, MPOBOAUTCS MO OpraHU3alMUd B 1EJIOM, IO OTJEIbHBIM
CTPYKTYPHBIM TOJpa3JeIeHusM, MO TpyINnaM JOKYMEHTOB, KOPPECHOHJIEHTaM, JEUCTBUSIM,
MIPOU3BEICHHBIM C IOKYMEHTaMU, U APYTUM MapameTpaMm, HeOOXOJUMBIM JIJisi aHaiIu3a paboThl ¢
JOKYMEHTaMH B IIEJISIX €€ COBEPILICHCTBOBAHUS.

5.56. Ilpu yuyere o0bemMa TOKYMEHTOOOOPOTA MOACUYUTHIBAETCS KOJIMUYECTBO JOKYMEHTOB
BBIJICJICHHON TpYMNNbl. YYeT KOJMYECTBAa JIOKYMEHTOB MpOBOAMTCS 1O JaHHbIM COJI,
PErUCTPAIIMOHHO-YYETHBIX )KYPHAJIOB U KapTOTEK.

5.57. 3a emuHuIly yuyeTa KOJUYECTBA JOKYMEHTOB MPUHHUMAETCS €IMHCTBEHHbBIN
SK3EMIUISIP JOKYMEHTa (MOJJIMHHUK WM KOMHS, €CIU KOMHUS - €IUHCTBEHHBINM SK3EeMILIIp
JOKYMEHTa B OpraHu3alid, HampuMmep, KOMMs HCXOJAIIero mnucbma) 0Oe3 ydera KOMUiA,
CO3J1aBa€MbIX MpPU T€4aTH M KONUpOBaHUU (TUpaxkupoBaHuu). Komuu JOKYMEHTOB IMpu
HEO0OXOIMMOCTH aHAJIN3a YYUTHIBAIOTCS OTACIBHO.

5.58. PesynbraThl ydera oObeMa JOKYMEHTOOOOpPOTa B OpraHM3aluu €XKEroJHO
obobmarorcs OTAenIoM KaJpoOBOTO W JIOKYMEHTAIMOHHOTO OOECIeYeHHUS W TPEICTaBISIOTCS
IUPEKTOPY B BHUIE 0TUYeTa 00 00beMe JOKYyMEHTO000pOTa 32 TO/I.

VI. KOHTPOJIb UCIIOJIHEHU S IOKYMEHTOB (IIOPYUYEHUI)

6.1. KoHTponb HCHOTHEHUS JOKYMEHTOB (MOpY4YEHMiI) BeOeTcs B LENAX HUX
CBOEBPEMEHHOI'O U KAUE€CTBEHHOI'O UCIIOJHEHUS.

6.2. KoHTpoab ucnosHeHus: JOKyMEHTOB (TIOpyUYEHUIl) BEAETCS:

- PYKOBOJIUTENIEM WA HHBIM JOJKHOCTHBIM JIMIIOM OpTaHU3allMM — HCIOJIHEHUS
JOKYMEHTOB (IIOpYyUYEHHUIA) IO CYIIECTBY;

- OTtnenom KaJpoBOTO M JOKYMEHTAIIMOHHOTO OOECHEYEeHUsS U OTBETCTBEHHBIMHU 32
JIEJIONPOU3BOJICTBO B CTPYKTYPHBIX IOJPA3JEICHUSAX — CPOKOB MCIOJHEHUS JIOKYMEHTOB
(mopy4eHwii).

B Ortgene xagpoBoro # JOKYMEHTAlMOHHOTO OO€CleYeHUs I[EHTPAIHU30BAaHHOMY
KOHTPOJIIO TMOJIEKAT 3apErUCTPUPOBAHHBIE TOKYMEHTHI ¢ OTMeTKoM o kKoHTpoje ("KonTtpomns"),
MPOCTaBJISIEMOIl B COOTBETCTBUM C MYyHKTOM 2.52 Hacrtosimied MHCTpyKUuuU, a B CTPYKTYPHBIX
MOJpa3ACTCHUSX OpPraHM3allid — BCE 3apETUCTPUPOBAHHBIE JOKYMEHTHI, TpeOyromme
WCIIOJIHEHUSI.

6.3. PacnopsautenvHble  JOKYMEHTBI,  MPOTOKOJBI  3acelaHuid  (CoBellaHui),
CoJIepKalllue MOPYYEHHs] C KOHKPETHBIMU CpPOKAaMHU HCIIOJIHEHHUS, CTaBITCS Ha KOHTPOJIb IO
KaKJJOMY OPYYEHUIO OTIEIBHO.
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6.4. KoHTpOJb CPOKOB UCIIOIHEHUS TJOKYMEHTOB (ITOPYYEHHUIA) BKIIIOUAET B CEOSI:

— MMOCTAaHOBKY JOKYMEHTOB (IIOPYY€HHUI1) Ha KOHTPOJIb;

— MPOBEPKY  CBOEBPEMEHHOCTH  JOBEJIEHUS JOKYMEHTOB (IOpydYeHui) [0
HCIIOJIHUTEIICH;

— MIPEABAPUTENBHYIO TIPOBEPKY U PETYJIMPOBAHUE XOJA HWCIIOJHEHUS JOKYMEHTOB
(nopyuenwuii);

— CHSITHE C KOHTPOJISl JOKYMEHTOB (MIOpy4YEHUi);

- yder, o000OIeHre W aHamu3 pe3yJbTaTOB XOJa WCIIOJHEHUS JOKYMEHTOB
(mopyuenwuit);

— MH(OPMHUpPOBAHUE ITUPEKTOpPA O XOJE HCIOJHEHUS TOKYMEHTOB (IOpY4YEHH) U
COCTOSIHUM MCIIOJIHUTEIIbCKOMN AUCIUTIINHBI.

6.5. Cpoku UCMOJIHEHUS TOKYMEHTOB (MOPYUYECHUI ) MCUUCIISAIOTCS B KaJI€HAAPHBIX JHSIX.

Ecnu mocnenHuii 1eHb CpoKa HUCHOJHEHUS JOKyMEHTa (MOpY4YEHHUs) MPUXOAMUTCS Ha
Hepaboumii JIeHb, TO JOKYMEHT IOJUICKUT HUCIIOJHEHUIO B ONMKAWUIIHMKA CISAYIOMUN 332 HUM
pabouuii IeHb.

Hara ucnonHenus aokymeHTa (mopydenws) ¢ukcupyercs B OPK CDOJ] wimm wHOU
PETUCTPAIIMOHHO-YYETHOW (QopMe, HCHOIB3YEeMOM HJisi OTCIEKUBAHUS CPOKOB HCIOJHEHUS
TOKyMeHTa (IopydeHus).

CpokH UCTIOIHEHUS IOKYMEHTOB (IOPYYEHUI) YCTAaHABIUBAIOTCS JUPEKTOPOM, UCXOIS U3
CpOKa, YCTAaHOBJIICHHOTO OpPraHMU3alyel, HalpaBUBIIEH JTOKYMEHT, WIH CPOKOB, YCTAHOBJIEHHBIX
3aKoHOmarenbcTBOM Pocculickon denepanun.

6.6. JlokymMeHTHI (IOpYyUYEHHUs) MOJJIEKAT UCTIOJHEHHIO B CIEAYIOIINE CPOKHU:

— C KOHKPETHOM JaTOM MCIOJIHEHHS — B YKa3aHHbBIN CPOK;

- 0e3 yka3aHWs KOHKPETHOW JaThl HWCIIOJIHCHHS, WMEIONINE B TEKCTE TOMETKY
"BecbMa CpOYHO" — B TE€YEHUE OJTHOTO JHS, "cpoyHO" — B 3-IHEBHBIN CpoK; "onepatuBHo" — B 10-
JTHEBHBIN CPOK; OCTaJIbHBIE — B CPOK He Oonee 30 mHel;

— 10 IapJIaMEHTCKUM 3aIlpocaM — He MO3/IHee ueM uepe3 15 nHel co JHs MoIy4YeHus;

- no 3ampocaMm wieHoB CoBera @Pexnepauuu, aenyratoB ['ocynapctBeHHOU J{yMmbl
(memyrarckomy 3ampocy) He no3aHee yem yepe3 30 qHel co IHS NOMy4YeHUs;

— M0 MEXBEJIOMCTBEHHBIM 3ampocamM o TMPEJICTaBICHUH JAOKYMEHTOB U (WJIM)
WH(OPMAIINH B MEJSAX MPEOCTABICHUS TOCYAAPCTBEHHBIX U MYHUITUTIAIBHBIX YCIYT — 5 pabounx
JHEM CO JHA MOJIy4€HHUs 3ampoca, €ClIM 3akoHoJarenbCcTBOM Poccuiickon depepaunu He
YCTaHOBJIEH HHOM CPOK;

— 1o oOpanieHusiM rpaxaad — 30 qHel co AHS perucTpaluu.

6.7. IlpuocTaHOBUTH HMCHOJHEHHWE KOHTPOJBHOTO JOKYMEHTa (IMOpYy4YeHHs), a TakKkKe
OTMEHUTh €r0 MOKET PYKOBOJHUTEINb, MOJAMUCABIIMN JOKYMEHT WM [aBIIUA TOpy4YEHUE
(ykazaHwue).

6.8. B 1nemsix cBOEBpPEMEHHOIO HCIOJHEHMSI JOKYMEHTOB, MOpPY4YeHUH (yKa3zaHui),
MOCTaBJIEHHBIX Ha KOHTPOJIb, paboTHUK OTIeNa KapOBOTO U JOKYMEHTALIMOHHOTO 00eCIeueHusl,
OTBETCTBEHHBIN 3a BEACHUE KOHTPOJISl MCIOIHEHUS JOKYMEHTOB, IIPOBEPSIET CBOEBPEMEHHOCTH
JOBEJCHUS TOKYMEHTa (MMOPYUYEHHUs) JO UCTIOJTHUTEIIA.
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6.9. Ecau cpok UCHOTHEHUS JOKYMEHTA (MIOPYYEHUs) MPEBBILIAET OJUH MECSL], B LIEIAX
oOecrieuyeHUs]  CBOCBPEMEHHOTO  HCIOJNHEHHA  JOKyMEHTa  (MOpydYeHHUs))  MPOBOAUTCS
MpeIBApUTENIbHBIA KOHTPOJIb W HAlIOMUHAHUS HUCIOJHUTENSIM O TMPUONIMKEHUH CPOKOB
WCIIOTHEHUS JOKYMEHTOB (ITOPYUYEHUN).

6.10. IIpeaBapuTenbHBIN KOHTPOJIb OCYIIECTBIISIETCS B CIAEAYIOIIEM MOPSIIKE:

- JOKYMEHTOB (TIOpyUY€HHUI) TOCTEAYIONIUX JIET — HE PEeKe OJHOTO pa3a B TOJ;

— JOKYMEHTOB (MOpYy4YEeHUM) MOCIHEAYIOUIMX MECSIEB TEKYIero rojga — HE pexe
OJIHOTO pa3a B MECHII,

— JOKYMEHTOB (MOpY4YEHUM) TEKYyIIero Mmecsua — 3a 5 JHEW O HCTEUEHHUs CpOKa
MCIIOJTHEHUSI.

6.11. HamomuHanue MCHOIHHUTEISM O MPUOIMKEHHH CPOKOB HCIIOJIHEHUS JTOKYMEHTOB
(mopy4eHuil) MOKET OCYIIECTBIISITECA B ABTOMAaTHYECKOM pekume nocpeactsom CO/I.

HanomunHanusi HMCHOTHUTENAM, a Takke HWHGOpManus 00 HCHOJHEHUU JIOKYMEHTOB
(mopydenuit), monydeHHas OT wucmonHuTener, Qurcupyores B OPK CDOJl wnum  wuHBIX
PETUCTPAIIMOHHO-YYETHBIX (OopMax, UCHOIb3YEMbIX JIi KOHTPOJISI MCIOJHEHHUS JIOKYMEHTOB
(mopy4eHwii).

6.12. Tlpm HE0OXOOUMOCTHM H3MEHEHHS CPOKa HCIOIHEHUS JOKYMEHTa (TOpY4YeHHS)
OTBETCTBEHHBIN MCIIOTHUTENb 0053aH MPECTaBUTh HA UMSI PYKOBOJIUTES, JABIIETO MOpyYeHHE,
000oCHOBaHME (CIYKEOHYIO 3aMUCKY) O MPOJJIEHUH CPOKa C yKa3aHHEeM MNPUYUH MPOIJICHUS U
JaThl UCIIOJIHEHUSL.

O6ocHOBaHME TMPOMAJICHUS CPOKA MCIONHEHHs] JOKYMEHTa (MOpY4YeHHs) IOJKHO OBbITh
HaIPaBJIEHO COOTBETCTBYIOLEMY PYKOBOJUTEIIO HE MO3AHEE, YEM IO UCTEYEHUH JIBYX TPETBUX
CPOKa UCIIOJIHEHUS JOKYMEHTA (IOPYYEHHUS).

OO0 u3MeHeHnHu CpoKa UCTOIHEHHS JOKYMEHTa (IOpyUYEHHsl) OTBETCTBEHHBIN UCIIOIHUTENh
uHpopmupyeT OTAEN KaAPOBOrO U JOKYMEHTALIMOHHOTO 00ECTICUeHHUS.

6.13. [loxymeHT (MOpy4eHHE) CUMTAETCS HCIIOJIHEHHBIM, €CJIM TMPUHATHI PELIEHUs IO
MOCTABJICHHBIM BOMPOCaM, MOJATOTOBJIEHbI COOTBETCTBYIOLINE JOKYMEHTHI, HallpaBjeHa ClpaBKa
00 WCMOTHEHHH B COOTBETCTBYIOIIME OpPraHbl BIACTH (OpPraHM3alMK) WM JaH OTBET IO
CYILIECTBY 3aMHTEPECOBAHHBIM JIULIAM.

Pemenne 00 wWcmomHeHWM JOKyMeHTa (NOpPY4YeHHs) NPUHUMAET PYKOBOIUTEINbD,
MOCTAaBUBLIMKA JOKYMEHT (MOpy4YeHHE) Ha KOHTPOJIb, C 00s3aTeIbHBIM HH()POPMHPOBAHHEM
OTtnena KaapoBOro U JOKYMEHTAIlMOHHOTO 00ecTeueHusl.

Ha ucnonHeHHOM JOKYMEHTE IMPOCTAaBIISETCSl OTMETKA O HANPABJIEHUU JOKYMEHTA B JIEJI0
B COOTBETCTBUM C MyHKTOM 2.53 Hactosiueil UHCTpyKIMK, cBeieHHsI 00 UCTIOJIHEHUU TOKyMEHTa
(mopyuenusi) BHocsaTca B OPK CBJ wim UHHYIHO pErucTpalMOHHO-YYETHYHO (dopMmy,
MCIIOJIb3YEMYIO JUIsl KOHTPOJISL UCIIOJIHEHUSI.

6.14. JloxymeHTbl (IOpy4Y€HHMs), HE CHATbIE C KOHTPOJS, a TakkKe JOKYMEHTbI
(mopyueHus), CpoK UCIIOJHEHUSI KOTOPBIX HE MPOJIEH, CYUTAIOTCSI HEMCIIOTHEHHBIMU.

6.15. Otnen kKagpoBOTrO M JOKYMEHTAIIMOHHOTO 00ECIIeYeHHS] OpTraHU3alnN aHAIU3UPYET
COCTOSTHUE M PE3yJbTaThl UCTIOHEHHSI IOKYMEHTOB (MOPYYEHUI) U COCTOSIHUE MCTIOTHUTEIbCKON
JUCUUTUTHHBL:
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- B IOPSAKE NPEIBAPUTENBHOIO  KOHTPOJIA  HANpaBIsieT B  CTPYKTYpHBIE
NO/pa3JeleHs] OpPraHU3aluy HAllOMUHAHUS O JIOKYMEHTaX, CPOKM HCIOJHEHHUS KOTOPBIX
ucTekaroT (3a 3-5 aHel 10 OKOHYaHUs CPOKa UCIIOJIHEHUS JOKYMEHTA);

- pa3 B Mecsl] U N0 OKOHYaHUM Toja JAUPEKTOPY U PYKOBOJIUTENISIM CTPYKTYPHBIX
MOAPA3ACICHUII HaNpaBiIseT OTYETHl O KOJUYECTBE [OKYMEHTOB, WCIIOJHEHHBIX B CpOK,
UCIIOJIHEHHBIX C NPOJUIECHMEM CpOKa MCIOJHEHUs, HE MWCIOIHEHHBIX, HaXOJAIIMXCAd Ha
WCIIOJIHEHUU MO OpraHu3aluyd B LEJIOM, IO CTPYKTYpPHBIM MOJPA3ACICHUSM U, MpHU
HEO0OXOJIMMOCTH, - TIO OTAEIIbHBIM UCTIOTHUTEIISM.

VII. OPTAHU3AIINA PABOTBI UCITOJIHUTEJIA C JOKYMEHTAMU

7.1.  HcnonHuTens MOTy4YaeT JOKYMEHTHI Ha UCTHIOJHEHUE B JI€Hb UX PACCMOTPEHUS WU
Ha cleaylommii pabounii IeHb B COOTBETCTBUHU C PE3OJIOLHUSMHU PYKOBOJCTBA OpTaHHU3AIUH U
pykoBoautTens — moxpasieneHus.  CpodHble  JOKYMEHTBHl — NEpPelaroTCs  HUCIOJHUTEIIO
HEe3aMeIJTUTENbHO.

7.2.  JIOKyMEHTBI, TMOCTYMAIOUIME€ B CTPYKTYpHOE TOAPA3JACICHUE C PE3OTIOLUIMU
PYKOBOJICTBA, MEpPENalOTCs PYKOBOIUTENIO MoApasaenacHusi. Ecau 1oKyMeHT, MOCTYyNUBIIUNA Ha
UCIIOJIHEHHWE B TOJpa3/iejieHue, HEe HMeeT OTHOUIEHUS K KOMIIETEHIIMH TMOoJpa3ieeHus,
PYKOBOJAWTENb MOJPA3/ICICHNUS B TOT K€ JCHb WM HA CIEAYIOUINI pabouyuil AeHb BO3BpAIIAcT
ero B Otaen KaapoBOro M JOKYMEHTAllMOHHOTO oOecredeHust Ui pelIeHUs Bompoca o
NepeHanpaBIeHUH €r0 Ha MCIIOJIHEHUE B IPYTroe MOApa3eeHne (IpyroMy HCIIOTHUTEIO).

7.3. HcnonHeHune NOKyMEHTa MPEAYCMaTPHUBAET:

— cOop U aHaIM3 HEOOX0IUMON HH(POPMALIHH;

- MOJITOTOBKY MPOEKTa TOKYMEHTa U €T0 0(OpPMIICHHE;

- COTJIaCOBAaHUE MPOEKTA IOKYMEHTA C 3aMHTEPECOBAHHBIMHU JIUIIAMU;

- nopabOTKy TpOeKTa JAOKYMEHTa 10 3aMEYaHHAM, MOJyYeHHBIM B XOJe
COTJIACOBAHUSA U, IPU HEOOXOAUMOCTH, — TOBTOPHOE COTJIACOBAHUE;

- MOJITOTOBKY CHHCKa (yKa3aTelsi) paCChbUIKM JOKYMEHTA, €CIIA JOKYMEHT aJpecOBaH
rpynie opraHu3anui;

- Mpe/CcTaBlIeHUE MPOEKTa JOKYMEHTa Ha MOANUCH (YTBEPKIECHUE) PYKOBOJICTBY;

- MOJITOTOBKY JJOKYMEHTA K OTIpaBKe U Nepeaady KOMUU JOKYMEHTa B JETIO.

7.4. Ilpu HampaBlieHWHM JOKYMEHTAa HECKOJbKUM HCIIOJHUTENSIM OTBETCTBEHHBIM 3a
MOJITOTOBKY MPOEKTA TOKYMEHTA SBIISIETCS UCIOTHUTENb, YKa3aHHBIA B PE30TIOINH MEPBBIM WIIN
0003HAaYEHHBIN B PE3OJIIOIIMHN KaK OTBETCTBEHHBIN HCIIOTHUTEb.

7.5. OTBETCTBEHHbIH HCIOJHUTENh HMEET IMpPaBO JaBaTh MOPYYEHUS OCTAIbHBIM
WCTIOJHHUTENSIM, MPOBOJAUTH paboune COBEINaHUs AJI BBIPAaOOTKHA COBMECTHOTO pemieHus. Bce
WCTIOJIHUTEHN B PABHOM CTEMEHU OTBETCTBEHHBI 3a CBOEBPEMEHHOE U KaUECTBEHHOE MCIIOTHEHHE
MOPYYEHHUs] W TPEICTABICHHWE OTBETCTBEHHOMY HCIOJIHHUTENIO0 B YCTAaHOBICHHBIE MM CPOKH
HEOOXOAMMBIX MaTepHaIOB (IPOEKTOB JOKYMEHTOB, CIIPABOK). VICIIONHUTENN HE MMEIOT IpaBa
MPEACTaBIsATh  MPOEKThl  JOKYMEHTOB  PYKOBOJUTENIO, JIaBIIEMYy [Opy4YEHUE, MUHYS
OTBETCTBEHHOT'O UCTIOJTHUTEIIS.

7.6. B ciyyae oTCYTCTBUS MCHOJHUTENS (KOMaHIMPOBKA, OTHYCK, OOJE3Hb) TOKYMEHT
MO0 YyKa3aHWIO PYKOBOAMTENS TMOApA3/eNeHUs IMepelaeTcs JpyroMy HCIOIHUTENII0 C
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00s13aTeNbHBIM COOOIICHHEM €ro (haMUIHH JIETONPOU3BOAUTENIO TOAPA3IEICHUS I BHECSHUS
n3menennii B DPK moxymenta B CO/] wim nHYIO peTUCTPAIIMOHHO-YYETHYIO PopMmy.

7.7. llpm yBOJNBHEHUHM WM MeEpexojie Ha APYrodl ydacTok paboThl COTPYAHHK 0Os3aH
CAaTh JOKYMEHTBl M Jiela PYKOBOJIUTENIO MOJAPA3ACNIEHUs WIM [0 €ro YKa3aHUI0 BHOBb
HA3HAYEHHOMY COTPYIHHUKY (B CIydae HEOOXOAWMOCTH, - IO aKTy MpUeMa-rnepenadn, B KOTOPOM
YKa3bIBAIOTCSI BHUJIbI el (3arojIOBKU JeJ1) M UX KOJMYECTBO M KOTOPBIM IOJIMUCHIBACTCS
pabOTHHUKOM, TTEPEAABIINM TOKYMEHTHI, U paOOTHUKOM, IPUHSABIIUM JTOKYMEHTHI).

7.8. Pe3ynbraTroM  HCHOJIHEHMS  JIOKYMEHTAa  SIBIISIETCS.  NPOEKT  JOKYMEHTAa,
MIOATOTOBJIEHHBIN UCIIOJIHUTEIIEM.

[IpoexkT nOKyMeHTa €O BCEMH HEOOXOIMMBIMH MPHJIOKEHUSIMHU, HAaleYaTaHHBIA U
o(QOpMIICHHBII B COOTBETCTBUM C TMpPaBHJIAMHU, YCTAaHOBIIEHHBIMH B pasjene 3 HacTosIuen
WNHCTpyKIMH, UCIIOTHUTEND COINIACOBBIBAET C 3aMHTEPECOBAHHBIMM MOJPA3AEICHUAMH U JIULIIAMU
Y, IpY HEOOXOIMMOCTH, C JPYTMMH OpPTaHU3alUsIMU.

JIOKyMeHTBI, TpeIHa3HAuYEHHbIE IJIsl OTHPaBKH, OPOPMIISIOTCS Ha OJaHKE OpraHU3aluu
YCTaHOBIIEHHOW ¢opmMbl. [l OTHpaBKU JOKYMEHTOB, HE HWMEIOIMIUX aJpPECHOW 4YacTw,
COCTAaBJISIETCS COITPOBOIUTENIHOE MTUCHMO.

Ha noxymeHT, pacchliaeMblil 6ojiee yeM B UeThIpe ajipeca, UCIIOJIHUTEIb TOTOBUT CITUCOK
pPacChlIKM, OIpEAeNsieT KOJMYECTBO OSK3EMIUIIPOB JOKYMEHTa U IIOCJIE PErucTpanuu
o0ecreynBaeT U3roTOBJICHHE HEOOXOAMMOTrO KOJTUYECTBA KOTHIA.

7.9. MUcnonuurenp  (OTBETCTBEHHBIH  HCIIOJHUTEIb) OPraHU3yeT  COIJIACOBAHUE
(BU3MpOBaHME) MPOEKTAa JOKYMEHTAa CO BCEMH 3aMHTEPECOBAHHBIMHU JIMIAMU U IPOBOIUT
T0pabOTKy TPOEKTa IO 3aMEYaHWsIM B COOTBETCTBHM C TyHKTamu 4.1 — 4.11 Hacrosmein
WNHcTpyKnnu.

[Mpy Hamuuuu OONBLIOTO KOJWYECTBA 3aMEYaHMM 1O MPEACTaBIICHUS JOPaOOTaHHOTO
MIPOEKTa JOKYMEHTa Ha MOJNUCH PYKOBOAUTENI HMCIOJHHUTENb TOTOBUT CBOJKY 3aME4YaHUU
(npenioxkeHuil), B KOTOPON YKa3bIBaeTCs: COJEpKaHUE 3aMeuaHus (IpeI0oKEeHus), T0JKHOCTD,
dbamMunus nuna, NaBIIEro 3aMeyaHue, MPUHSATO WM OTKJIOHEHO 3aMedyaHue (eciu 3amMedaHue
OTKJIOHEHO, - MPUYUHY OTKJIOHEHHUS).

7.10. Tlocne nopaOOTKH W TOBTOPHOTO BU3UPOBAHUS (COTIIACOBAHMS) MPOEKT JOKYMEHTA
nepenaercs Ha mnoanucaHue (yrBepxkiaeHue). [lo mpeacraBiieHus Ha TOJMUCH HCIOIHUTENb
NpOBEpsieT TPaBUIBHOCTH OGOPMIICHHS IAOKYMEHTA, MNPaBUIBHOCTH OGOpMIICHHS ajapecara,
HAJIM4YNEe HEOOXOAWMBIX BH3, NPUJIOKEHHH, MPU HEOOXOAMMOCTH — CIPABOK, MOSCHUTEIBHBIX
3aMHMCOK, Pa3bsCHAIOIMIUX COJIEP)KaHHE TIOJrOTOBJICHHBIX JIOKYMEHTOB, JucTa (yKa3aTes)
PaCCBLIKH.

7.11. IlopnmucaHHBII JOKYMEHT HCIOJIHUTEIb B COOTBETCTBUM C  IOPSIKOM,
YCTaHOBJIEHHBIM HacTosiiied WMHCTpykuuei, mepenaer Ajs perucTpallid U OTIPAaBKUA /WM
BKJIFOUYEHHUS B JIENO.

B cooTBeTcTBUM ¢ HOMEHKIATYpOHl A€l UCTIOJHUTENb ONIPEAEIIAET UHACKC JeNa, B KOTOpoe
JIO0JKEH OBITh BKIIIOYEH TOKYMEHT.

7.12. B xoae MCHIOIHEHUS JOKYMEHTA UCIOJHUTENb UMEET MPaBO MpeAIaraTb U3MEHEHUE
CpOKa UCIIOJIHEHUS, €CIM OTCYTCTBYIOT pEalbHblE€ YCIOBUS HCIHOJHEHHS JOKYMEHTa
(mopyueHus), naenaTb INOMETKM Ha JOKYMEHTE O BPEMEHM €ro IOCTYIUIEHHMs, O JaTax
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MMPOMCIKYTOYHOI'O KOHTPOJIA, TGJ'IG(I)OHHBIX N THUCBMCHHBIX 3alpocax, 0 AaT¢ M pe3ylibTaTe
OKOHYATCJIbHOI'O UCIIOJTHCHHUA.

7.13. HcnoaHuTelnb HE HMEET IIpaBa pasrjiiamaTtb COACPIKAHUC IMOCTYIIMBIIUX K HCMY
AOKYMCHTOB W IIOATOTOBJICHHBIX IIPOCKTOB CJIY)KG6HI:-IX AOKYMCHTOB, C HHMMHU MOTYT OBITH
O3HAaKOMJICHBI TOJBKO JIHWIIa, UMCIOIIHMEC OTHOIIICHUEC K MX MCIIOJIHCHUIO.

VIII. POPMNPOBAHUE JOKYMEHTAJIbBHOI'O ®OHJJA OPTAHU3ALINN

8.1. OmnepaTuBHOE XpaHEHHE JOKYMEHTOB OpPraHU3ALMU JI0 NIEpEIayu X Ha XpaHEHUE B
apXWB WJIM YHUUYTOKEHUE OCYLIECTBIIAECTCS B CTPYKTYPHBIX MOJAPA3/ICICHUSIX OpraHU3aluu.

8.2. B memsix xpaHeHusi, MOMCKA U UCIOJIB30BaHUS JOKYMEHTHI Ha OyMa)XHOM HOCHTENe
Y DJICKTPOHHBIE TOKYMEHTHI ()OPMHUPYIOTCS B JIeJIa B COOTBETCTBUH C HOMEHKJIATYPOH JIe.

Homenknarypa gen 3akpemisier Kiaccupukanuio (TpyHNIUPOBKY) HMCIOIHEHHBIX
JOKYMEHTOB B Ji€jla (2JEKTPOHHBIE JI€Nla), CUCTEMATU3alMI0 M HMHIEKCALHUI0 JENl, CPOKH HX
XpaHEHUs U SBJISETCS OCHOBHBIM YUETHBIM JJOKYMEHTOM.

HomeHnknarypa nen sIBIs€TCSI OCHOBOM JJIi COCTABJICHMS ONMCEW J€N IMOCTOSHHOTO,
BpeMeHHBIX (cBbilie 10 J1IeT) CPOKOB XpaHEHUs M IO JMYHOMY COCTaBY, aKTOB O BBIJIEJIEHUU K
YHUYTOKEHHUIO JOKYMEHTOB C MHCTEKIIMMU CpPOKAMM XpaHEHMs, a TakkKe I ydeTa el
BpeMeHHBIX (710 10 JIeT BKIIIOUNUTEIHHO) CPOKOB XPAHEHHSI.

8.3. HowmenknaTypa Jen opraHu3aldy COCTAaBJISIETCSl Ha OCHOBE M3Y4YEHHUs COCTaBa U
COJIep’KaHUsI TOKYMEHTOB, OOPa3yIoIIUXCs B ACSITEIbHOCTH OpPraHU3alllK, BKIItOYas JOKYMEHTHI,
MOCTYHNAIOLIUE U3 APYTUX OpraHU3aLui.

8.4. Ilpum cocTaBieHMHM HOMEHKJIATyphl JAENl CIEAYeT PYKOBOJCTBOBATHCS YCTaBOM
OpraHu3aluy, IOJOKEHUSMU O CTPYKTYPHBIX MOAPA3JAEICHUSAX, IUTATHBIM paclUCaHUEM,
IUIaHAMM M OTYEeTaMH O paboTe OpraHu3aliy, HOMEHKIATYpOW JeN 3a MNpOIUEIIMA TOof,
JIOKaJbHBIMU HOPMATUBHBIMU AaKTaMU OpraHW3alUHU, COJAEpKAallMMHU CBEACHUS O JOKYMEHTax,
oOpa3yronixcs B ACSITEIbHOCTH OpraHU3allu, TUTIOBBIMU U IPUMEPHBIMU HOMEHKJIATypamu Jell
(Ipu UX HAJIMYUM), BETOMCTBEHHBIMHU M THUIIOBBIMU NIEPEUHSMU JOKYMEHTOB C YKa3aHHUEM CPOKOB
UX XPaHEHUS.

8.5. B HoMeHKIaTypy Jea BKJIIOYAKTCA BCE JOKYMEHTBI, OTPAKAIOUIUE ACSITEIbHOCTh
CTPYKTYPHBIX NOJPa3/AeIeHUI OpraHu3aluy U MOCTOSHHO WJIM BPEMEHHO JIEUCTBYIOIMX OPIaHOB
(xoMHCCHl, COBETOB, KOMHUTETOB), B TOM YHCJE JOKYMEHThl OTPaHHYEHHOIO JOCTYyIa,
PETUCTPAIIMOHHBIE W YYETHBIE J>KYpPHaldbl M KapTOTEKH, B HEOOXOIUMBIX CIydasX - KOIHH
TOKYMEHTOB. JIOKyMEHTBI, CO3/JaHHBIE B 3JIEKTPOHHOU (hopMe, BKIIOYAIOTCS B HOMEHKIIATYPY Jel
M0 TE€M € MpaBHUJiaM, YTO U JTOKYMEHThI Ha OyMa>KHOM HOCHUTEJE.

He Brito4aroTCsi B HOMEHKIIATYpy A€ NEPUOJUUECKUE U3AaHMs], KHUTH, OpOIIIOPHI.

8.6. Howmenknatypa nen opranuzanuu (cBoaHas) coctapisiercs OTaenoM KaapoBOTro M
JOKYMEHTAlMOHHOTO  O0eCreueHHuss Ha OCHOBAHMM HOMEHKJIATyp Jell  CTPYKTYPHBIX
nonpazaeneanii  mo  ¢opme, mnpuBeaeHHoil B [lpumokenuum 25 [lpaBun  xpaHeHwus,
KOMIUIEKTOBaHUS, y4yeTa M HCIOJIb30BaHUSA JTOKYMEHTOB ApxuBHOro @onga Poccuiickoit
@denepaui U APYTUX APXMBHBIX JIOKYMEHTOB B OpraHax IOCYJapCTBEHHOW BIACTH, OpraHax
MECTHOIO CaMOYIIpaBJEHMUsS, OpraHU3alusAX, YTBEPKIACHHbIMM NpHUKa3oM MuHucTepcTBa
KyaeTypbl Poccuiickoit @enepannu ot 31.03.2015 Ne526 (nanee — [IpaBuia xpaHeHus ).
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CBojHasi HOMEHKJIATypa e COCTaBIse€TCS B IMOCIEAHEM KBapTalie TEKYIIEro roja Ha
MPEICTOAIINN KAJICHIAPHBIN TO/I.

8.7. Homenknatypa nen OpraHu3aldd HOJANKCBIBaeTCsS pykoBoautenem Otaena
KaJ[pOBOTO W JIOKYMEHTAI[MOHHOTO O0OECIeUYeHUs, BU3UPYETCS PYKOBOAMTEIEM apXuBa (JIUIOM,
OTBETCTBEHHBIM 3a apXUB), COIJACOBBIBACTCA C IEHTPAJIbHOM SKCHEPTHOM KOMHCCHUEH
(9KCTepTHON KOMHUCCHEN) OpraHu3aluu U, OJMH pa3 B 5 JIET MPEACTABIAECTCA HAa COIJIACOBAaHUE
COOTBETCTBYIOIIEH  DKCHEPTHO-IPOBEPOYHOM  KOMHMCCHHM  YIOJHOMOYEHHOTO  OpraHa
WCIIOTHUTENbHOW BiacTu YyBamickoil PecnyOmmku B oOnactu apxuBHOTO fAena (manee - DIIK
aApPXUBHOTO YUPEXKICHUS) WU TOCYAapCTBEHHOTO (MYHMIIMIIAILHOTO) apXMBa B COOTBETCTBUU C
MPEAOCTABICHHBIMU €MY MOJTHOMOYMSIMU B MOPsJKE, ycTaHOBIECHHOM 11.4.8 [IpaBun xpaneHusl.

Homenknarypa nen, cornacoBanHas JIIK apXuMBHOro yupexJ1€eHHs WU rOCyJapCTBEHHBIM
(MyHUIIUTIQJTBHBIM) apXMBOM B COOTBETCTBHUU C NPEIOCTABICHHBIMU €My MOJHOMOYUSIMU,
YTBEPKAAECTCA PYKOBOAUTEIEM OpPraHW3allid W BBOJMUTCS B JEWCTBUE C |-rO  sHBaps
MPEACTOSIIET0 KaJeHAapHOro Toa.

B cnyuae wusMeneHus QyHKOMI W CTPYKTYpbl OpTraHHM3allid HOMEHKIIATypa el
COCTAaBJISIETCS, COTJIACOBBIBAETCS M YTBEPIKIA€TCSI 3aHOBO.

8.8. CormacoBanHas ¢ cootrBeTcTByromeid OIIK apXuBHOTO y4ypexIeHHS WU
rOCYJapCTBEHHBIM (MYHUIMIIAIbHBIM) apXUBOM B COOTBETCTBUU C MPEJAOCTABICHHBIMU €My
MIOJIHOMOYHMSIMM HOMEHKJIATypa JeJl B KOHLE KaXKJIO0ro roja YyTOYHSETCs, IMepernedvaTblBaeTcs,
YTBEPKAAETCA PYKOBOJIUTEIIEM OPraHU3allMy U BBOJMUTCS B JCUCTBUE C | sSTHBapsi mpeACTOSIErO
KQJICHTapHOTO roJ1a.

8.9. IlepBrlil 3K3eMIUIIp YTBEPKIACHHOW HOMEHKIATYPBl J€1 SBISETCA JOKYMEHTOM
MOCTOSIHHOTO XPaHEHUsI U BKJIIOYAETCS B HOMEHKJIATYpy aAel B pazaen Otnena KagpoBOro u
JOKYMEHTAllMOHHOTO  O0ecredyeHus, BTOpod — wucnonb3dyercs OTaenoM KaapoBOTO U
JOKYMEHTAllMOHHOTO OOECTieuYeHrs B KauecTBe pabodero 3K3eMIuisipa, TPeTHl — mepenaeTcs B
apXuB OPraHU3alHMHU B KAYECTBE YUYETHOIO JIOKYMEHTA, 3JIEKTPOHHAs KOMHUS HOMEHKIATYPHI JIEJ
OpraHu3aluy, YTBEP)KJICHHAs PYKOBOJAMTEIEM OpraHM3aluu, NEpPEeAacTcss B IOCYJapCTBEHHBIN
(MyHUUMIIATBHBIN) apXUB, UCTOYUHUKOM KOMITJIEKTOBAHHUSI KOTOPOTO SIBJISIETCSl OpPraHU3aIusl.

B noapaznenenus opraHuzanyyu HOMEHKJIATypa Jien paccbuiaetcst OTIenoM KaJIpoBOro U
JOKYMEHTAllMOHHOTO O0ECHedeHHs B BUJE KOMHI COOTBETCTBYIOIIMX Pa3AesioB Ha OyMa)XHOM
HOCHTEJIE WIH B 3JIEKTPOHHOU (opMme.

8.10. HomenknaTtypa aen opraHu3aldd CTPOUTCS MO CTPYKTYpHOU cxeme. HazBanusmu
pazzenoB (IoApa3/iejoB) HOMEHKIIATYPHI el SBISIOTCS Ha3BaHMsI CTPYKTYPHBIX MOJpa3iesieHuH,
PAaCIOJIOKEHHBIE B COOTBETCTBUU C YTBEPKIACHHON CTPYKTYPOH OpPraHU3aLUH.

8.11. Homenknatypa nAen CTPYKTYpHOIO TIOJpA3JENICHHUs] COCTaBISECTCS B KaXKIOM
MoJpa3/ieIeHu  OpraHu3alii  pabOTHUKOM,  OTBETCTBEHHBIM 32  JEJIOMPOU3BOJCTBO
MOApa3ICIICHUs, NP YYACTUU BEAYIIHUX CIELHUATUCTOB IOJIPa3JCICHUs, COIIACOBBIBAETCSA C
AKCIIEPTHONW KOMHUCCHEW MojapassieieHus (Mpu ee HaJIU4YUH), MOAMHUCHIBAETCS PYKOBOJIUTEIEM
CTPYKTYpPHOTO MOJpa3fiefieHus U mpeactaBisierca B OTIen KaJpoBOro M JOKYMEHTAIMOHHOIO
o0ecrieueHusl.

Homenknatypa [en  CTPYKTYpHOTO TOJpa3felieHus CcocTaBisieTcss 1o  ¢dopme,
ycTaHoBJieHHOH B [Ipunoxxenun 26 [IpaBun xpaHeHus.
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BHOBB coO31aHHOE WM PEOPraHU30BAHHOE MOJIpa3/ieNIeHue JTOJDKHO B MECSYHBIM CpPOK
pa3paboTaTh HOMEHKJIATYPY /€]l U NpelcTaBuTh €e B OTAen KaJpoBOro U JOKYMEHTAllHOHHOTO
oOecrieyeHusl.

8.12. Bce 3aroioBkd JieJ, BKIIOYEHHBbIE B HOMEHKJIATYpYy Je€Jl1 CTPYKTYPHOTO
nojipa3ieNeHusi, HHAEKCUpyTcs. Haeke nena ykassiBaeTcsl B rpade 1 HOMEHKIATYpHI A€l U
COCTOMT W3 WHJEKCAa CTPYKTYpPHOTO MojpasziesieHus (Koja MOoJpa3esieHus B COOTBETCTBUU C
YTBEPKIEHHOW CTPYKTYPOI OPraHU3aIluy WIH KIACCH(PUKATOPOM CTPYKTYPHBIX TOIPA3CIICHUN)
U TOPSIIKOBOIO HOMEpa Jiela B pasliele HOMEHKIATypbl nei. Muaekcel aen o6o3HadaroTCs
apabckumu nudpamu. Hampumep: 01-05, rae:

- 01 — koA CTPYKTYpHOTO NOApa3/IeIICHHUS;

- 05 — mopsiIKOBBI HOMED Jieia B pa3/iesie HOMEHKIIATYPhI JIe.

Jlena 1o BompocaM, HEpa3pelIeHHbIM B TEYEHUE OJHOTO TIoja, SBISIOTCSA
"mepexoAsIUMHU" U BHOCSTCS B HOMEHKJIATYPY J€N CIEAYIOIIEro Tofa C TeM K€ HHAEKCOM.
PexomenyeTcsi coxpaHsATh B HOMEHKJIATYpe e OJMHAKOBBIE MHAEKCHI NIl OJHOPOJHBIX e,
BKJIFOYEHHBIX B pa3HbIC Pa3ebl.

Ecniu B TeweHwe roma B [EATEIbHOCTH OpPraHU3alMU OOpa3yroTcs JTOKYMEHTHI, HeE
MPEeAyCMOTPEHHBIE HOMEHKIIATYPOU JIeJl, 3ar0J0BKM HOBBIX JI€JI IOMOJHUTENIBHO BKJIIOYAIOTCS B
HOMEHKJIATypy JAel. B kaxmom pasnene HOMEHKIATyphl Jen JJis BHOBb 3aBOJAMMBIX JI€J
Mpe1ycMaTpUBAIOTCS pe3epBHbIE HOMEpA.

8.13. 3aromoBok gena (rpada 2 HOMEHKIATYpHI JI€]) IOJDKEH B 0000ImeHHOU (opme
OTpakaTb OCHOBHOE COJIEpP>KaHHME U COCTaB JOKYMEHTOB Jiena. He momyckaercst ynoTtpeGieHue B
3arojIoBKe Jiejla HEKOHKPETHBIX (hopMynupoBokK ("pa3Hble maTepuainbl”, "oOmias nepemnucka'), a
TaK)K€ BBOJIHBIX CJIOB U CIIOKHBIX CHHTAKCUYECKUX 00OPOTOB. 3ar0JIOBKHU 1€ MOTYT YTOYHSITHCS
B T€YEHHE rojia B rpoiecce GopMUpOBaHUS U OPOPMIICHHUS J1ET.

3arojoBOK Jeflia JOJKEH COCTOATh K3 D3JIEMEHTOB, pAacIojlaraéMblX B CIEAYIOLIEH
MOCJIeI0BATENILHOCTH

a) Ha3BaHUeE BUJA Jiena (Mepenucka, )KypHail, JeJI0) WK BUJa JOKYMEHTOB, BKIIOUYEHHBIX B
neno (IPOTOKOJIbI, MPUKA3bl);

0) HauMEHOBaHHWE  OpraHu3alH, CTPYKTYpPHOTO  MOApAa3JeNeHUs, MOCTOSHHO
JEHCTBYIOIIETO UM BPEMEHHOTO OpraHa, J0J>KHOCTHOTO JIUIA, CO3/IaBIINUX TOKYMEHT(bI);

B) HAMMEHOBAaHHUE KOPPECIHOHJEHTA (OpraHM3aluu, JUla, KOTOPOMY aJIpEecOBaHbl WU OT
KOTOPOTO MOJYyYEHBI IOKYMEHTHI);

') KpaTKOE COJIepKaHUEe TOKYMEHTOB Jefa;

1) Ha3BaHWE MECTHOCTH (TEPPUTOPHUH), C KOTOPOM CBSI3aHO COAEPKAHUE JOKYMEHTOB
nena;

) nara (repuo), K KOTOPbIM OTHOCSITCSI AJOKYMEHTHI JIeNa;

) yKa3zaHUe Ha KOMMMIHOCTh JOKYMEHTOB Jena.

8.14. Tlopsanok pacronoXeHus 3arojOBKOB /€Nl BHYTPU pa3lieJIOB HOMEHKIATYphl el
OMpeIesAeTCA CTETEHbI0 BAXKHOCTH IOKYMEHTOB, BKJIIOUEHHBIX B JI€JIa.

B Hawane pazgena pacmosarairoTcs 3aroJiOBKM i€, COAEpXaIMX y4dpeauTeabHbIE,
OpraHU3allMOHHO-TIPABOBBIE U  PACHOPSAUTENIbHBIE JTOKYMEHTBI, 3aT€M 3arojloBKH JIell,
COJIEpIKAIUX TUIAHOBBIE, OTYETHBIC, HH()OPMAIIMOHHO-AHATMTUIECKUE JJOKYMEHTHI, JOKYMEHTHI,
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OTpaKaroIIKe JIEATeILHOCTD MOAPA3ICIICHUs, TIEPEIUCKY, B KOHIIE pa3/ielia - PETUCTPAUOHHBIC H
YYETHBIE )KYPHAJIBI, KAPTOTEKH, Oa3bl JTaHHBIX.

3aroyioBKH JieJ1, COCTABJIEHHBIX MO KOPPECTIOHIEHTCKOMY U reorpaduyeckoMy Mpu3HaKam,
BHOCSITCSI B HOMEHKJIATYPY eI 10 ali(paBUTy KOPPECIIOHACHTOB WK reorpadudecKux Ha3BaHUU.

B 3aromoBkax pein, comepskamux JOKYMEHTHI TI0 OJIHOMY BOIPOCY, HO HE CBS3aHHBIX
MOCJIE/IOBATENIbHOCTBIO PEIIEHUSI BOMpOCa, B KadecTBe BHJA Jejla YHNOTpeOssieTcss TEpPMHH
"MOKyMEHThI", a B KOHII€ 3arojoBKa B CKOOKaxX YKa3bIBaIOTCS Ha3BaHUS BUJIOB JOKYMEHTOB,
HauOoJee NpeCTaBICHHBIX B JIeJe:

"Jloxymenmul 0 nposedenUU COBEUaHULL U CEMUHAPO8 (NPO2PAMMBL, CRUCKU, 00KAAObL)".

Tepmun "MOKyMeHTHI" MPUMEHSETCS TAKXKE B 3aroJIOBKaX JEJ, COAECPKAIIUX TOKYMEHTbI-
MPUIIOKEHHSI K KAKOMY-JINOO TOKYMEHTY (BUIbI JOKYMEHTOB-IIPUIIOKEHUI HE MEPEUUCTISIOTCS):

"Jloxymenmuol K npomokoaam 3acedanuu Memoouueckoeo cogema'’;

"[IpomoKonbl NPOU3B0OCMEEHHBIX COBCWAHULL NPU OUPEKMOope U OOKYMeHmbl K Hum".

B 3aronoBkax nen, mpenHa3HauYEHHBIX AJsl TPYNIUPOBKUA OJHOTHUITHBIX JOKYMEHTOB, 9Ta
rpynmna JOKyMEHTOB YKa3bIBAETCSI BO MHOKECTBEHHOM YHUCIIE:

"I[Ipomoxkonvl 3acedanuti Oupexyuu”.

B 3arosnoBkax gen, colepikamux MepenucKy, yKa3blBaeTcs, ¢ KEM M M0 KaKOMY BOIIPOCY
OHa BEJETCH:

"[lepenucka ¢ 006pPA308AMENLHBIMU  VUPEHCOCHUAMU O NOBLIUEHUU K8ATUDUKAYUU
pabomHukos".

B 3aronmoBkax gen, coaepXammx MEPENnucKy C OXHOPOJHBIMH KOPPECIIOHICHTAMH,
MOCJIETHUE HE Ha3bIBAIOTCS, a YKa3bIBA€TCS UX BUJOBOE HA3BaHUE:

"[lepenucka ¢ opeanamu UCNOIHUMENLHOU 61ACMU O 3AKIOYeHUU U UCNOJIHEeHUU
20Cy0apcmeeHHbIX KORMpaxkmos".

B 3aromoBkax jen, coiep)KauMx MEpenucKy € pPa3HOPOAHBIMU KOPPECHOHAECHTAMH,
MOCIICTHUE HE MEePEUUCIITIOTCSI:

"Ilepenucka o 3aKk104eHUU U UCHOTHEHUU 20CYOAPCMBEHHbIX KOHMPAaKkmos".

B 3aronoBke nena ykaspIBaeTCsl KOHKPETHBIN KOPPECTOHJEHT, €CIU MepernucKka BeleTcs
TOJIBKO C HUM:

"Ilepenucka ¢ OO0 "Pocmeneghor" o npedocmasnenuu ycuye ceasu'.

[Ipu oOo3HaYeHWM B 3aroJioBKax el aJIMHHHCTPATUBHO-TEPPUTOPHAIBHBIX €IWHUIL
YYHUTHIBAETCS CIIEYIOIIee:

- €CJIM COJiep’KaHue Jeja KacaeTcs HECKOJIbKHX OIHOPOJHBIX aJIMHHHCTPATHUBHO-
TEPPUTOPUATLHBIX €JIMHUII, B 3aroJIOBKE Jelia HE YKA3bIBAIOTCSI WX KOHKPETHBIC HA3BaHUS, a
yKa3bIBAa€TCs UX 00Iee BUI0BOE Ha3BaHUE:!

"Ilepenucka ¢ obpazosamenvrvimu yupesxcoenusimu dysauwickou Pecnyoauxu”.

- €CIIM COJEpKaHME JieJla KacaeTcs OOHOM aJMUHUCTPATUBHO-TEPPUTOPUAIBHON
€MHUIIBI (HACEJIEHHOTO MYHKTA), €€ (ero) Ha3BaHUE YKa3bIBACTCS B 3ar0JIOBKE JIeJIa:

"[lepenucka c cenvxosnpeonpusmusamu L{usunvckozo pationa”.

B 3aronoBkax niei, conepiKalliux MJIaHOBYIO WM OTYETHYIO JTOKYMEHTAIMIO, YKa3bIBAETCS
nepuo (Mecsill, KBapTal, Toj]) Ha (3a) KOTOPbIN COCTaBJIEHBI IUIaHbI (OTYETHI):

"Omuemwvt cmpykmyptulx noopazoenenuti 3a 2018 200";
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"Cmamucmuydeckuii omyem o 4UCIEHHOCMU, cocmase U 08udxceHuu kaopos 3a 2018 200
(. Ne27-200)".

[Tpu popmMupoBaHuM ena U3 HECKOJIBKUX TOMOB (4YacTeil), kpoMe oOIIero 3aroyioBka jieina
IpU  HEOOXOAUMOCTH COCTAaBISIFOTCS 3aroJOBKA KaXJOro Toma (4YacTh), YTOUHSIOILIUE
coJiepaHue TOMOB (dyacTeil) nena.

3aroyioBKH JIe] MOT'YT YTOYHSTHCS B IIporiecce (GopMUpOBaHUS U OPOpMIICHUS JE.

8.15. I'pada 3 "KonmuectBo men" 3amoyHsIEeTCS 1O OKOHYAHWW KayieHmapHoro roaa. Ilo
JOCTUKEHUU JIEJIOM, BKJIIOYAIOIIMM JOKYMEHThI BpeMeHHbIX (CBbImie 10 J1eT) U mOCTOSHHOTO
CPOKOB XpaHeHHUsI, o0bema B 250 JIMCTOB, TOM 3aKpbIBAETCS U OTKPBIBaeTCsl HOBBINA TOM. B rpade
3 HOMEHKIJIATyphl Jed IMOCJIEJA0BAaTEeIbHO YKa3bIBAIOTCA HOMEpa TOMOB U KpailHuE aaThbl
JOKYMEHTOB Ka)KJIOTO TOMa!

T.1.11.01.2018 - 30.06.2018

DNEeKTpOHHBIE Jlefla Ha ToMa (YacTd) He pa3lelsioTcs. Bce a1meKTpOHHbIE TOKYMEHTHI,
HE3aBUCHMO OT UX 00beMa, BKIIIOYAIOTCS B OJIHO 3JIEKTPOHHOE JIEJIO.

8.16. B rpade 4 "Cpok xpaneHus u Ne craThu MO TMepedyHIO" YKa3bIBAIOTCS CPOKHU
XpaHEHUs Jell ¥ HOMepa cTaTedl MO TUINOBOMY WJIM BEJOMCTBEHHOMY MEpPEYHIO JOKYMEHTOB C
yKa3aHUEeM CPOKOB XpaHEHHWs, (efepalbHOMY 3aKOHY WMJIM WHOMY HOPMAaTHBHOMY MPAaBOBOMY
aKTy.

8.17. B rpade 5 "l[Ipumedanne” mpocTaBisrOTCsS OTMETKH O 3aBeneHun nen ("3aBeaeHo"),
o mnepexonsmux xaenax (Hampumep, "llepexonmsmee ¢ 2017 roma"), o BbIACICHUH J€N K
VHUYTOXXCHHIO, O JIMIaX, OTBETCTBEHHBIX 3a (popMUpOBaHWE Nel, O mepenaye el B IPYryro
OpTraHHU3aIUIO JUISI IPOIOKEHHUS.

Eciu nemo ¢opmupyercs B WHGOPMAIMOHHON CHCTEME W BKIIOYAET DJIEKTPOHHBIC
nokyMeHThl, B rpade "[lpumeuanue" oTmedaercs, 4TO IO BEAETCS B DJIEKTPOHHOM BHUE C
yKa3aHHeM HauMEHOBaHUS UH(DOPMAIIMOHHON CUCTEMBI:

"Onexmponnvie ooxymenmol. CI/] "Kanyenapus", B/ "Cnyacebnsie sanucku”.

8.18. Ilo 3aBepuieHHH AETOMPOU3BOJCTBEHHOTO T0Ja B KOHIIE HOMEHKJIATYphl el B
KaKJOM CTPYKTYPHOM TMOJpa3fesieHud O(QOopMIISIeTcsl UTOroBasi 3aluch, B KOTOPYIO BHOCSTCS
CBEJICHUSI O KOJIMUECTBE 3aBEACHHBIX JIe] (TOMOB, 4acTe), OTAEIbHO MOCTOSSHHOTO U BPEMEHHBIX
CPOKOB XpaHEHUs, BPEMEHHBIX CPOKOB xpaHeHus ¢ otmeTkoi "DIIK" u nepexonsmux. Mrorosas
3alUCh JIOMOJIHSIETCS JTaHHBIMU O KOJMYECTBE S3JEKTPOHHBIX JEJ COOTBETCTBYIOLIUX CPOKOB
XpaHEeHUSL.

B uroroByto 3amuch CBOJHOW HOMEHKJIATYpbI €N CBEIACHHUS BHOCSTCS Ha OCHOBaHUU
JAHHBIX, IEPEJAaHHBIX U3 CTPYKTYPHBIX MOJpa3IeICHU OpraHU3aluH.

CeeneHus, conaepkalluecs B MTOTOBOM 3alKdCH HOMEHKJIATYpbl € OpraHU3alluu,
NepelaTcsl B apXuMB OpraHu3allh, O YeM B HOMEHKJIATYpE JIeJ MPOCTaBISETCS OTMETKa C
yKa3aHUEM JIOJKHOCTU U MOJIUCH JIUIA, IEPEIABIIETO CBEICHUS.

8.19. Jlena co nHA uX 3aBelIeHUs 0 Mepefadyd B apXUB OpraHU3alliy WIH J0 BbIIEICHUS
WX K YHHUYTOXKEHUIO 110 UCTCUECHUU CPOKA XPAHCHHSI XPAHITCS 110 MECTY UX (POPMUPOBAHHUSI.

Jleno cuuTtaercs 3aBEICHHBIM C MOMEHTa BKIIIOUEHHSI B HEr0 MEPBOTO HCIOIHEHHOTO
JIOKYMEHTA.
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8.20. Ilpm dQopmupoBannmu ne1 HA OyMa)KHOM HOCHUTEIE JIOJDKHBI COOJFOAATHCS
CJIEITYFOIIHE O0IIHe paBua;

- B JIEJI0 TOMEIAIOTCS HCIOJIHEHHbIE JOKYMEHTBHI, COOTBETCTBYIOIIHE IO CBOEMY
COJIEP’KaHUIO 3aTOJIOBKY JIeJia 0 HOMEHKJIATYpe JIeT;

- MIPUIIOKEHHSI TIOMENIAIOTCS BMECTE C OCHOBHBIMH JIOKYMEHTaMU;

- B JICJIO BKJIFOYAIOTCS JOKYMEHTHI OJHOTO KaJIEHJAPHOTO TO/a, 32 HCKIIOYCHHEM
MePEeXOASIIUX JIeT;

- JOKYMEHTBI MTOCTOSSHHOT'O M BPEMEHHBIX CPOKOB XpaHEHHs IPYNIUPYIOTCS B Jieja
pa3IeNnbHo;

- B JIEJIO BKJIFOUAETCS IO OAHOMY DK3EMILISIPY KaKJI0TO TIOKYMEHTA;

- (dakcorpaMMebl, TeJIErpaMMBbl, TeJie(OHOTPaMMBI IIOMEIIAIOTCS B JIeja C TMePeruCcKOn
Ha OOLIMX OCHOBAHUSIX;

- B JIeJI0O TIOMEMIAOTCS JOKYMEHTHI TPABWJIBHO W TOJHOCTBIO O(OpMIICHHBIC
(IOKyMEHTBI JJOJIKHBI UMETh AaTy, MOJIMUCH U APYyTrue He0OXO0IUMbIE PEKBU3UTHI);

- B JIENIO HE BKJIIOYAIOTCS JTOKYMEHTBI, MOJJIeKAIUE BO3BPATY, JTUIIHUE YK3EMILISAPHI
Y YEpPHOBUKH (32 UCKIIOUEHHUEM 0CO00 LIEHHBIX);

- no o0beMy Jelio, BKIIIOYarollee JTOKYMEHThl Ha OyMa)XHOM HOCHUTENE, HE TOJIKHO
npeBbimath 250 TUCTOB, NP TONIUHE HE Oosee 4 cM (TONIIMHA JIeTT CO CPOKAMH XPAHECHHSI 10
10 net e momxHa npesbimaTh 10 cm). [Ipu npeBbilieHnn TaHHOTO 00BEMa 3aBOJUTCS BTOPOM
tom. [lpy Hanwumm B J€l€ HECKOJBKUX TOMOB (dYacTedl) HHIEKC U 3aroJioBOK jelia
MIPOCTABJISIIOTCS. HA KAXKJIOM TOME ¢ IoO0aBiaeHueM oobo3nauenuit: "T. 1", "T. 2".

JIOKyMEHTBI BHYTPH JI€Jla PaclojaraloTcs CHU3Y BBEpPX B XPOHOJIOTMYECKOW, BOMPOCHO-
JIOTUYECKOU MOCIIEIOBATEIPHOCTH WIH UX COYCTAHHH.

PacniopsiutenbHble TOKYMEHTBl TPYNIUPYIOTCS B Jela MO BHAAM M XPOHOJOTHH C
OTHOCSIIIUMHUCS K HHUM TPUIOKEHUSIMHU. JIOKYMEHTBI — OCHOBaHHUS K PpaclopsIUTEIbHBIM
JOKYMEHTaM BKJIFOYAIOTCS B OTJEIHHOE JIEIIO.

[TpoToKoJibI B I€TIe pacronaralTcs B XpOHOJIOTHUECKOM MOPAJIKE U [0 HOMEpaM.

JIOKyMEHTBI K 3acefaHusM (COBEHIaHUSAM) TPYIIUPYIOTCS B OTACIBHOE €10, KaK U
MPUIOKEHHsI K TIPOTOKOJIAM, €CITA OHH cofiepKaT Oosee 25 cTpaHwil.

JIOKyMEeHTBI K TMPOTOKOJaM, €CJIM OHU CrPYNIUPOBAHBI B  OTACNIbHBIE JIeJa,
CUCTEeMATH3UPYIOTCS BHYTPH JIeJIa 10 MOPSIKY HOMEPOB IIPOTOKOJIOB.

JlokayibHBbIE HOPMATUBHBIE AaKThI, YTBEPKIEHHBIC PACHOPSIUTEIHHBIMUA JOKYMEHTAMH,
SBJIIOTCS IPUJIOKEHUSIMU K HUM U TPYIIUPYIOTCS BMECTE C YKA3aHHBIMU JOKYMEHTAMHU.

[Tpukassl M0 OCHOBHOU JESATEIBHOCTH TPYIIUPYIOTCS OTACIBHO OT MPUKA30B IO JINYHOMY
COCTaBy.

[Tpuka3zpl Mo JUYHOMY cocTaBy (OPMUPYIOTCS B JieJla B COOTBETCTBHM CO CpPOKaMu
XpaHEHUSI.

JIOKYMEHTBHI B JINYHBIX JI€JIaX PacIoyiaraloTcs Mo Mepe UX MOCTYIICHUSI.

[lepenncka rpynmupyercs B Jena IO TEMaTUKEe W/WIUM KOPPECHOHICHTAM U
CUCTEMATH3UPYETCS B XPOHOJIOTUUYECKOH MOCIIEIOBATEIHPHOCTH: IOKYMEHT-OTBET MOMEMIAETCS 3a
JOKYMEHTOM-TIpOock00ii  (3ampocom). [lpu BO30OHOBIEHMHM TEPENHCKU IO OINPEACIIEHHOMY
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BOIIPOCY, HaYaBUIEHCS B MPEbIIYIIEM IOy, JOKYMEHTbI BKIIOYAIOTCS B JI€JI0 TEKYILIEro roja C
YKa3aHHEM MHJIEKca Jieja MPeablIyIero roja.

OJEeKTPOHHbIE JOKYMEHTbl (OPMHUPYIOTCSI B DJEKTPOHHBIE JejJa B COOTBETCTBUU C
HOMEHKJIATYypOH JeJ OpraHu3alid B TOW HH(POPMAIMOHHOW CHCTEME, B KOTOPOW OHHU ObuIN
CO3JIaHbI WJIH B KOTOPYIO OBLIM BKJIIOUEHBI.

8.21. Jlns oOecnedyeHuss COXPAaHHOCTH, ydeTa JIOKyMEHTOB U Jie€Jd CTPYKTYpHOTO
MOJIpa3/IeTICHHUS U OPTaHU3AINN JOCTYIA K HUM MPOBOAUTCS KOMIUIEKC padoT:

- CO3/1aHHME ONTUMAJIbHBIX YCIOBUM XPAHEHMsI IOKYMEHTOB U €T,

- pa3MelIeHue J1eT;

- IIPOBEPKA HAJIMYMSI U COCTOSIHUSL IOKYMEHTOB U €T

- COOJIOZICHHE TTOPSIIKA BbIIAYH JIC]T.

8.22. Jlena pa3memaroT B pabouyMx KOMHATax WJM CIELHAIbHO OTBEIEHHBIX IS 3TOM
LeJIM TIOMENICHUAX B HKadax, Ha CTeJlIakax, 4YToObl 00eCeYnTh UX COXPAaHHOCTh M 3alUTy OT
BO3/ICHCTBUS BPEIHBIX (hPaKTOPOB.

Hena nns ux ydyera W OBICTPOro IOMCKAa JIOJDKHBI PAacHoiaratbCsi BEPTUKAIBHO,
KOpEeIlIKaMl HapyXy M B COOTBETCTBMM C HOMEHKJIATypod aen. Ha kopemkax o0Joxkek nen
YKa3bIBAIOTCSI MHIEKCH MO0 HOMEHKIJIAType Jell, IpU HEeoOXOJMMOCTH HOMEp ToMa Jefa, JaTy
nena. HomeHknatypa e Uiy BBIIIMCKA U3 HEe TOMEIAeTCsl Ha BHYTPEHHEN CTOpOoHE IKada.

8.23. IlpoBepku Hamu4usi U COCTOSIHUSA JIOKYMEHTOB M J€Jl B LEISAX YCTAHOBJICHHS
(aKTUYECKOrO HAIM4Ws e JOJDKHBI TPOBOJUTHCA JEIOMPOU3BOIAUTENEM MOAPA3ACICHUS B
CIIyqasix:

- nepesn nepenayeil JOKyMEHTOB B apXUB OpraHU3alluu;

- IIPU NEpEMELICHUN JIET;

- IIPU CMEHE PYKOBOAMTENS CTPYKTYPHOrO MOJpa3aesieHus, pykopogutens Otnena
KaJJpOBOr'0 U JOKYMEHTALIMOHHOI'O O0EeCIIeUeHus;

- IpU  pEOpraHu3allMM M  JMKBUJALMU  OpraHu3aldd WM CTPYKTYPHOTO
NIOIpa3ICIICHHUS.

[TpoBepka Hanmu4us IPOBOAMUTCS IIyTEM CBEPKH CTATE€Hl HOMEHKIATYPBI JE€JI C OIUCAaHUEM
7en Ha OONOXKKEe, a (HU3UYECKOe COCTOSTHHE [eJ ONpPEAeNseTcss MyTeM HUX BH3yaJbHOTO
npocMmotpa. Bee oOHapykeHHbIE HEJOCTATKU JOJKHBI (PUKCUPOBATHCS B aKT€ IPOBEPKU HATTUUHUS
Y COCTOSIHUSA €Il

8.24. B cnyuae BBISIBIEHHMSI OTCYTCTBHSI [I€J, YHUCISIIIMXCS IO HOMEHKJIAType Jed,
PYKOBOJICTBOM MOJPA3ACICHUN IPUHUMAIOTCS MEPBI 10 UX PO3BICKY. Ecim po3bICK nen He JaeT
pe3ysbTara, COCTaBISETCS CIpaBKa O MPUYMHAX HMX OTCYTCTBHS, KOTOpas IOJIMUCHIBAETCS
PYKOBOJUTENEM MOApa3fesieHus U npeacrasisercss B OTaen KaapoBOro U JOKyMEHTALIMOHHOTO
o0ecrieyeHus.

dakT yrpatel aena (nen) ¢ukcupyercs B akTe, cocraBisieMoM OTIENOM KagpoBOTO U
JOKYMEHTALIUOHHOTO  O0ecreueHus] M  PYKOBOAMUTEIEM CTPYKTYPHOIO  MOApAa3JeleHUs
(YNOJTHOMOYEHHBIM UM JIMIIOM) B TpeX 3K3eMIUIIpax: M0 OJHOMY 3K3eMIUIIPY aKTa XpaHUTCS B
Otnene KagpoBOrO M JOKYMEHTALIMOHHOTO OOECHEYEeHMs U CTPYKTYPHOM MOJpPa3Ae/ICHUN;
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SK3EMIUISIP aKTa NPEACTAaBISETCS B apXWB OpraHu3allyd MpU Mepenaye Jeil CTPYKTYPHOIO
M0/Ipa3/IeIeHHsl Ha apXUBHOE XpaHEHUE.

8.25. DkcmepTu3a UEHHOCTU JOKYMEHTOB IMPOBOJUTCS HAa OCHOBE 3aKOHOATENbHBIX U
MHBIX HOPMAaTUBHBIX IIPABOBbIX akTOB Poccuiickoit denepanny, ycTaHaBIMBAOIINUX TPEOOBaHUS
K CpOKaM XpaHEHHsS JOKYMEHTOB, THUIIOBBIX M BEIOMCTBEHHBIX IE€PEYHEH JOKYMEHTOB C
yKa3aHUEM CPOKOB MX XpaHEHUS:

- IIPU COCTABJICHUU HOMEHKIIATYPBI JIET;

- MIpU MOATOTOBKE JeJ K Iepeaue B apXuB OpraHU3allNu;

— B apXMBE€ OpraHU3alIUH.

8.26. Jlyig opraHu3aluy U MPOBEAEHUs pabOThI MO AKCIEPTH3E IIEHHOCTU JOKYMEHTOB B
OpraHM3aluy IPUKA30M JUPEKTOPA CO3/1aeTcsl IKCIepTHas komuccus (nanee — OK).

3amaun, GyHKIMHU, TIpaBa, opraHu3anus padotel DK onpenenstorcs MOJ0KEHUEM O HEeH,
KOTOpOe pa3pabaTblBaeTcs Ha OCHOBAaHHM MPUMEPHOTO TIOJOXKEHUS, YTBEPKIECHHOTO
YIIOJTHOMOYEHHBIM (heZIepaTbHBIM OPTaHOM HCIIOJIHUTEILHOU BIACTH B chepe apXUBHOTO Jeia U
JIeJIONPOU3BO/JICTBA.

8.27. OcuHoBHbIMHU (yHKIUIMU DK ABISIOTCS:

- OpraHm3aIys €XKEeroHOT0 0TOOpa e ISl XpPaHEHUSI M YHUUTOXKEHUS,

- pPaccMOTpEHUE U COIIACOBAHME MPOEKTAa HOMEHKIIATYPhI JIel OpraHu3alliy, Onucen
JIe1 TIOCTOSIHHOTO U BpeMEeHHbIX (cBbllie 10 JeT) CpOKOB XpaHEHHUs, B TOM YHUCIJE MO JTUYHOMY
COCTaBY, aKTOB O BBIJICJICHUU K YHUUTOKEHHIO JIeJl, HE MOJIekKAIINX XPaHEHUIO;

- ydacTue B MOJTOTOBKE U PAaCCMOTPEHUU MPOEKTOB HOPMATHUBHBIX U METOJIUYECKUX
JOKYMEHTOB TI0 BOIIpOcaM pabOTHI C JOKyMEHTaMH B OpTaHU3aIHH.

8.28. DOkcnepTtuza HEHHOCTH JTOKYMEHTOB OCYIIIECTBIISIETCS €XKEr0JHO
JEJIONPOU3BOIUTENSIMU TTO/Ipa3ielieHnii coBMecTHO ¢ DK opraHu3anuu ¥ 1oJ METOAMYECKUM
pykoBojicTBOM OT/ena KaJpoBOro 1 JOKYMEHTAIlMOHHOTO 00ecTeueHusl.

8.29. Ilpu mnpoBeAeHHH SKCHEPTHU3bl LEHHOCTH JOKYMEHTOB IPH MOJATOTOBKE el K
nepesaye B apXuB OpraHU3aluy OCYIIECTBIISIETCS:

- 0TOOp AOKYMEHTOB MOCTOSIHHOTO M BpeMeHHbIX (CBbIie 10 JeT) CpoKOB XpaHEeHUs
JUIsl TIEpe/lavu B apXUB OpraHu3aluu;

- 0TOOp TOKYMEHTOB BpeMeHHBIX (710 10 JieT BKIIOUUTENHHO) CPOKOB XpAaHEHUS U C
nomeTkamu "J[o MuHOBaHus HamoOHOCcTH", "Jl0 3aMeHbl HOBBIMU'", OAJIEKALTUX JalIbHEHIIEMY
XPAaHEHUIO B CTPYKTYPHBIX MOAPA3ACICHUSX;

- BbIJIEJIEHUE K YHUUTOXXEHUIO JIEN 32 MPEIbIIYIINe TOAbl, CPOKU XPAHEHHS] KOTOPBIX
HCTEKJIH.

OnHOBpEMEHHO TMpOBEpsieTCs KauyecTBO W IMOJHOTa HOMEHKIATYphl JIeJ OpraHu3allvu,
MPaBUJIBHOCTD ONPEJIEICHHs] CPOKOB XpaHEHUS Jell.

8.30. Jlema moCTOSHHOrO W BpeMEHHbIX (cBbilie 10 JIeT) CPOKOB XpaHEHUs MOIAJIEkKAT
MOJINCTHOMY TPOCMOTPY IJIsl BBIIEJIEHUS M3 MX COCTaBa JOKYMEHTOB BpeMeHHBIX (110 10 mer)
CPOKOB XpaHEHHUSI.

Jena ¢ ormetkoit "OIIK" moaBepratoTcs MoIMCTHOMY IPOCMOTPY B LIEJSAX ONpPEAEIEHUS U
BBIJIETICHUS U3 UX COCTaBa JOKYMEHTOB, MOJJICKAIIUX TOCTOSHHOMY XPaHEHHUIO.
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8.31. OTOOp »DJIEKTPOHHBIX JOKYMEHTOB JUIsl II€pelladyd B apXWB OpraHU3alUU
OCYILIECTBJIIETCS B aBTOMAaTU3MPOBAHHOM pEXUME IyTeM OTOOpa JTOKYMEHTOB M3 0a3 JaHHBIX
nH(popMaMOHHBIX cucTeM 1o nmpusHaky "Muaekc nena" ("Cpok xpanenus").

8.32. Ilo pe3yinbraraM 3KCHEPTHU3bl UEHHOCTU JOKYMEHTOB B OpraHU3aLMHU IPOBOAMUTCS
oopmieHHE 1€ M COCTaBISIFOTCS OMMCH e MOCTOSHHOTO XpaHEHUs, BpeMEeHHBIX (cBbime 10
JIET) CPOKOB XpaHEHUS U 10 TUYHOMY COCTaBY, a TAK)KE aKThl O BBIICJICHUU K YHUUTOXXECHUIO Jel,
HE TOJUIeKALUX XPAHEHHUIO.

Onucu en NOCTOSSHHOTO XpaHeHUs!, BpeMeHHbIX (cBbilie 10 JeT) CpoKOB XpaHEHHs U 10
JUYHOMY COCTaBy, a TakKK€ aKThl O BBIJCICHUU K YHUYTOXKEHHUIO Jell, HEe MOAJeKaIIuX
XpaHEHUI0, paccMaTpuBaroTcs Ha 3aceqanuu DK opranuszanuu ogHoBpeMeHHO. CorjiacoBaHHBIE
OK axThl 1 oNMKCH YyTBEPXKIAIOTCS PYKOBOJIUTEIEM OpraHU3aIUH.

8.33. Jlema, oOpa3oBaBImmrecs B AEATEIHHOCTH OPTaHU3ALWU U TMOMJISKAIINE XPAHEHUIO,
OPOXOAAT TOJMHOE WM dacTuuHoe odopmiieHue. [lomHoMy odopmieHHI0O TOMIEKaAT [ena
BpeMeHHBIX (cBbilIe 10 JeT) CPOKOB XpaHEHUS U TIOCTOSTHHOTO XpaHeHwus. Jlena BpeMeHHBIX (110
10 y1eT) CpOKOB XpaHEHUS MOJIEKAT YACTUIHOMY O(DOPMIICHHUIO.

Odopmiienue en NpoBOAUTCS B CTPYKTYPHBIX MOJpPAa3AeNEHUsIX OpraHU3aluu M0 MeCTy
dbopMUpOBaHUS TOKYMEHTOB B JIefia.

8.34. TlomHoe oopmiteHne nena Ha OyMaXHOM HOCUTENE BKITFOYACT:

— odopMIIeHHE PEKBU3UTOB OOJIOKKH Jiena 1mo hopme;

- HyMEpAaLHIO JUCTOB B JIETIE;

- COCTaBJICHUE JINCTA-3aBEPUTEIIS JIeTa;

- COCTaBJICHHE B HEOOXOAUMBIX CITydasiXx BHYTPEHHEH OMUCH TOKYMEHTOB JIENa;

- MOJIIUBKY U MEPEIIET JIena;

- BHECEHHE HEOOXOIMMBIX YTOYHEHHWH B PEKBH3UTHI OOJIOKKH Jena (yTOYHEHHE
Ha3BaHMs OpraHU3ally, UHJIEKCa JieNa, KpalHUX J1aT Jelia, 3arojoBKa Jera).

Jluct-3aBeputens Jena, BHYTPEHHSS ONKUCh JOKYMEHTOB JieJa M OO0JIOKKa Jena
COCTaBIIAIOTCA 1O popmam, yctaHoBieHHBIM [IpaBunamu xpanenus (IIpunoxenus 8, 27 u 28).

8.35. Hena BpeMeHHbIX (0 10 €T BKIIOYHUTENHHO) CPOKOB XPAaHEHHUS, IMOIJIEkKAIHe
YaCTUYHOMY O(OPMIICHHIO, JOMYCKAE€TCS XPAaHUTh B MAINKax, B KOTOPBIX Jeja XPaHWIHCH B
JIEJIONPOU3BOJICTBE, MEpECUCTEMATU3alU JOKYMEHTOB B JI€Jie HE MPOBOJUTCS, JUCTHI Jejla HE
HYMEpYIOTCsl, JIMCThI-3aBEPUTENHU JIela He cocTaBisitorca. Ha o0ioke Jierna B COOTBETCTBUU C
HOMEHKJIATypol /el OpraHu3alM 3aloJiHSIITCS PEKBU3UTHI: HAaWMEHOBAaHUE OpraHU3alluH,
HAaMMEHOBAaHUE MOPa3/IeICHUs, MHIECKC Jelia, 3ar0JI0BOK JIeJla, CPOK XPaHEHUS JTOKYMEHTOB.

8.36. Ha oOmnoxkke nen BpeMeHHBIX (CBbIIe 10 J€T) CpOKOB XpaHEHUS] U IO JIMYHOMY
COCTaBY yKa3bIBAIOTCA:

- HAaMMEHOBAHUE BBIIIECTOSIIECH OpraHu3alnuy (OpraHu3aluu — yUpeIuTenis);

- HAaMMEHOBAaHUE OpPraHM3alli — HWCTOYHHMKA KOMILJIEKTOBAHUS TOCYJAapCTBEHHOTO

(MyHHMIIMTIATBHOTO) apXHUBa;

- HAaMMEHOBAHUE CTPYKTYPHOTO MOpa3/esIeHNUs;

- MHJIEKC JieJ1a IO HOMEHKJIAType Aell;

— HOMEp ToMa (4acTu);
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— 3aroJIOBOK Jena (Toma, 4acTH);

— KpaliHHe J1aThl Jena (ToMa, 4acTH);

- KOJIMYECTBO JINCTOB B JIEJIE;

- CPOK XpaHEHHUsI JIeNia;

- apXuBHBIN mudp aena.

Ha oOmoxkkax [€1 TIOCTOSHHOTO XpaHEHWs HaJl HAaWMEHOBAaHUEM OpTraHHW3aIlluu
yKa3bIBa€TCs HAUMEHOBAaHUE TOCYJapCTBEHHOrOo (MYHMIIMIIAIBHOTO) apXHBa, HMCTOYHHKOM
KOMILIEKTOBAHHUS KOTOPOTO BBICTYNAET OpraHu3aIlusl.

8.37. Tlpu opopmieHun 00JI0KKH Jena:

- HAMMEHOBAHUE BBINIECTOSALIEH oOpraHu3auuMu (OpraHu3alud —  YYPETUTENsl)
YKa3bIBa€TCs TOJHOCTHIO B MMEHHTEILHOM IIaJIeXkKe, MO/ IMOJIHBIM HANMEHOBAHHEM B CKOOKax
yKa3blBaeTcs 0pUIMATbHOE MIPUHATOE COKpaIlleHHOE HAauMEHOBaHUe (IIPU ero HAJIM4YKm);

- HaWMEHOBAHUE OPTraHU3allMU YKA3bIBAECTCS MOJHOCTHIO, B UMEHUTEIILHOM MaJIekKe, C
yKa3aHueM O(UIIMAIbHO MPUHATOTO COKPAIlEHHOIO0 HauMEHOBaHUs (IIPU €ro HAJMYHH), KOTOpOe
yKa3bIBaeTCs B CKOOKax MOcye MOJHOrO HAMMEHOBAHNUS,

- HAaUMEHOBaHUE CTPYKTYPHOTO TMOAPA3ACICHUS YKa3bIBA€TCA IOJHOCTHIO B
COOTBETCTBUU C YTBEPKIACHHOW CTPYKTYypOil opraHuzauuu (Ipd HAJIMYUU COKPALIEHHOTO
HAaMMEHOBAHUS CTPYKTYPHOIO MOJpa3/IeJICHUs OHO YKa3bIBA€TCs B CKOOKaX);

- MHJIEKC JieJia IPOCTaBJISETCSl B COOTBETCTBUU C HOMEHKJIATYPOU /Il OpraHu3allny;

- 3arojJIOBOK  Jiefla TMEPEHOCHUTCS] W3 HOMEHKJIATyphl Jed opranu3auuu (B
HEOOXOJIMMBIX CIy4asiX B 3ar0JOBOK BHOCATCS YTOUHEHUS);

- natbl Aena (roza(bl) 3aBeJIcHUS] 1 OKOHYaHUS Jiesia B AeJIONPOU3BOJICTBE).

[Ipu u3mMeHeHMM HAaMMEHOBaHUSI OPraHM3alMK WM MOJIpa3/iefieHHus B T€UEHUE IMepuoja,
OXBaThIBAEMOT0 JOKYMEHTAMM Jejla, WIM TpU Tepefade Jieja B JApPYyroe MoJpa3JesieHHe Ha
00JIOKKE JieNia TI0J MPEKHUM HANMEHOBAHHEM YKa3bIBa€TCS HOBOEC HAMMEHOBAHHME OPTraHU3AINH
(monpazaeneHus), a MpexHee HANMEHOBAHUE 3aKJIFOYAeTCS B CKOOKH.

Wupaexkc nena v 3arojloBOK Jelia MmepeHocsTcss Ha 00J0KKY M3 HOMEHKIATypsl nen. Ecmu
JIeJI0 COCTOMT W3 HECKOJBKUX YacCTeH, Ha OOJOXKKY Ka)XJIO0ro ToMma (4acTH) BBIHOCUTCS OOIIHIA
3aroJIOBOK JieJia ¥ 3arojIOBOK KaxA0W 4acTh (IIpHU €ro HaJTu4uH).

JlaToli nien, colepskalux paclopsiAUTEIbHYIO0 TOKYMEHTAIMIO, @ TaKKe JIeJI, COCTOSIINX
M3 HECKOJBKHX TOMOB (YacTeil), ABISIOTCS KpaillHue JaThl IOKYMEHTOB Jiefla, TO €CTh JaThl
(uucio, wmecsl, ToJ) perucTpauuu (COCTABJIEHMS) CaMOr0 pAHHET0 M CaMOro IO3JIHEro
JIOKYMEHTOB, BKJIIOUYECHHBIX B jeno. [Ipu 3ToM AeHb Mecsna (1Ba 3HaKa) U roj (4eThIpe 3HaKa)
o0o3HavaroTcsi apabckumu 1udpamMu, Ha3BaHHWE Mecsla NHUIIeTCS CcIoBOoM. Ecnmu B neno
BKJIFOUEHBI JOKYMEHTBI, 1aThl KOTOPBIX BBIXOJAT 3a KpallHWE AAThl Jieja, TO MO AaTaMHU Jela, C
HOBOM CTPOKHM JeliaeTcs 3amnuch: "B nene uMeroTcs JOKyMeHTHI 3a...rof (b1)". JlaTel gena mMoryt
HE YKa3bIBaThCs Ha OOJIOXKKE Jell, COJEPKaIUX, HAlPUMED, TOJOBBIE TIJIaHbl U OTYETHI, TaK Kak
OHM OTPAXKAIOTCS B 3ar0JIOBKAx JIell.

Jatamu [niena, COAEpIKalllero MPOTOKOJIbl 3acelaHuil, SBISIOTCS JaThl TEPBOTO U
MOCJIETHETO TIPOTOKOJIA.
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KpaiiHuMu nataMu JIMYHOTO Jefia SBJISIOTCS aThl MOJIMCAHUS MpUKa3a o npueme (mpu
HAIMYUHA TPYAOBOTO JOTOBOpa — JaTa 3aKIIOYEHHs TPYAOBOTO [OTOBOpAa) M HpuKaza 00
YBOJIBHEHHH JIMIIA, HA KOTOPOE OHO 3aBeleHO. B ciydae cmeprtu snia, Ha KOTOPOE 3aBEJIEHO
JIeJ10, KOHEUHOM J1aToi SIBJISIETCS 1aTa JOKYMEHTA, U3BELIAIOLIEr0 O €ro KOHUMHE.

PexBu3uT "cpok xpaHeHus Aena’ MEPEeHOCUTCS HA OOJOXKKY Jelia U3 HOMEHKIATYPHI Jell
IIOCJIE CBEPKU €r0 CO CPOKOM XPAHEHMsI, YKa3aHHbIM B IIEPEYHE TUIOBBIX JOKYMEHTOB WM B
BEJIOMCTBEHHOM I1€PEYHE JOKYMEHTOB, C YKa3aHUEM CPOKOB XpPaHEHMUSI.

Ha nenax mocTosHHOTO XpaHeHUs nuieTcs: " XpaHUTh TOCTOSIHHO'".

8.38. Ilo oxoHuUaHMM rojja B HAJAIUCH Ha OOJOXKKAX JeJI MOCTOSHHOTO U BPEMEHHBIX
(cBbie 10 s1eT) CPOKOB XpaHEHHUs BHOCSITCS YTOYHEHUS: IPU HECOOTBETCTBUM 3arojIoBKa JeJ Ha
O0JIOXKKE COJEP)KaHUIO MOJIIMTHIX JOKYMEHTOB B 3arojIOBOK JI€la BHOCSTCS H3MEHEHHUs U
JIOTIOJTHEHHS.

HanMeHoBaHusl opraHu3anuu U NoJapa3esieHus, ToA U HOMEp Jiejla MOT'YyT IPOCTaBIAThCS
Ha 00JI0’KKE C TOMOIIBIO IITaMIIA.

8.39. B mnemsax obecnedyeHHs] COXPAaHHOCTU M 3aKpEIJICHUS MOPSAKAa PacHoSIOKEHUS
JOKYMEHTOB, BKJIIOUEHHBIX B JI€J0, BCE €ro JINCThI, KPOME JIUCTA 3aBepUTENIs U BHYTPEHHEU
ONUCH, HYMEpYyIOTCs apaOCkuMu mudpaMu BajloBOW HyMepauuen. JIucTsl HymepyroTcs
rpadUTOBBIM KapaHIAIIOM WM HyMEpaTopoM (ymoTpeOiaeHre YepHHI M LBETHBIX KapaHIamlen
JUIE HyMEpaluu JHUCTOB HE JAOIYCKAeTCs) CBEpPXY BHU3, LM(PH HPOCTABISAIOTCA B IPaBOM
BEPXHEM YTJy JUCTa, HE 3aJeBas TEKCTa JOKYMEHTa. JIMCThl BHYTPEHHEW OMMCH HYMEPYIOTCS
OTJENBHO.

JIMcThl J1en, COCTOSIIMX M3 HECKOJbKUX TOMOB MJIM YacTeH, HyMEepyrTCsS MO KaXIOMy
TOMY WJIM YaCTH OTIEIBHO.

JIOKyMEHTBI ¢ COOCTBEHHOM HyMepaluen JIMCTOB HyMEPYIOTCS B 00I1IEeM MOPsIIKE.

Jluct moboro opmara, MOAMIMTHIN 3a OAUH Kpaid, HyMepyeTcsl Kak OAMH JIUCT B IIPaBOM
BepxHeM yriay. CIOKEHHBIM JUCT pa3BOpPAuMBAETCA M HYMEPYETCS B IPABOM BEPXHEM YIIIy.
Jluct, caoXeHHBIH U MOALIMTHIN 3a CepeinHy, MOJUIEKHUT MEepEelINBKE U HyMepyeTcs Kak OAMH
JIUCT.

Eciu B €10 mogmMT KOHBEPT C BIIOKEHHEM, CHayajga HyMEPYETCsS KOHBEPT, a 3aTeM
OYEPEHBIM MOPSAKOBBIM HOMEPOM KaXKJ10€ BJIO’KEHUE B KOHBEPTE.

Ecnu B Hymepanuun nmuctoB nomymieHo 6omnee 10 ommbok, Bce €710 HyMepyeTcsl 3aHOBO.
IIpu 3TOM CcTapble HOMEpa 3a4epKHUBAIOTCS, U PAJIOM CTaBUTCSI HOBBIM HOMEp JIUCTA.

[lpy HanmuuuM OTHEIBHBIX OIMIMOOK B HyMepalUHu JUCTOB JOINYyCKaeTcs ynoTpebsieHue
JTUTEPHBIX (C OYKBEHHBIMHU JAOMOTHEHUSIMHI ) HOMEPOB JIHCTOB.

8.40. Ilocne 3aBeplieHUs HyMepalUd JMCTOB COCTaBIISIETCS JIMCT-3aBEPUTENb JIENa,
KOTOpBI pacrnojaraercsi B KOHUE Jena. B nucre-3aBeputene muppaMu M MPOIHUCHIO
YKa3bIBAIOTCSI KOJMYECTBO JUCTOB B JAaHHOM Jelie, OCOOCHHOCTH OTAEIbHBIX JOKYMEHTOB
(HEsCHBIN TEKCT, pa3pbIBbl, CKIEHKH).

Jluct-3aBepuTenp JAesia MOANMCHIBAETCS €ro COCTABUTENIEM C YKa3aHMEM [OJIKHOCTH,
WHUIMATIOB U (DaMUIINH, TaThl COCTABICHHUS.

KonnyecTBo nucTOB B Jiene, yKa3aHHOE B JIMCTE-3aBEpUTENE [ella, MPOCTaBIseTCs Ha
00JI0KKE Jiena.
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Ecim neno meperuiereHo W mogmmTo O€3 JIMCTAa-3aBEPUTENS, TO COCTABJICHHBIN JIMCT-
3aBEpPUTEIH MOJIKICUBACTCSA K BHYTPEHHEH CTOPOHE 3aHEH 00JI0KKHU Jena.

8.41. Mlna ydera JOKYMEHTOB OIPEAENIEHHBIX KaTEropuil MOCTOSHHOTO U BPEMEHHOTO
(cBeimie 10 J1eT) CPOKOB XpaHEHHUs, y4eT KOTOPBIX BBI3BaH CIENU(DHKON TOKyMEHTAIIHH,
BKJIFOYEHHOM B JI€JIO, COCTABIISIETCS BHYTPEHHSASI OMUCHh JJOKYMEHTOB J€ja, IoMellaeMasl B €ro
Hayalo.

BryTpeHHsIs onuch BKITIOYAETCS B JIe)ia, HMEIONIHEe 0COOYI0 3HAYMMOCTh, a TAKXKE B JIeIa,
chopMUpOBaHHbIE 1O BHJIAM JOKYMEHTOB, 3aroJOBKH KOTOPBIX HE PACKPHIBAIOT KOHKPETHOIO
COJIep>KaHUs TOKYMEHTOB.

BHyTpeHHsIsT ommch JOKYMEHTOB Jiella COCTaBIIICTCS TakKe Ha OObeMHBIC Jela
MOCTOSIHHOTO M BpeMEHHbIX (cBbiie 10 JIeT) CPOKOB XpaHEHHs B ILENAX y4deTa U OBICTPOro
HaXO0JICHUs TOKYMEHTOB B JI€JI€.

B xoHme BHyTpeHHEH ONUCH yKa3blBaeTcs NHU(PpaMu U TMPOMHCHIO KOIHMYIECTBO
BKJIFOUEHHBIX B HE€ JJOKYMEHTOB U KOJIMYECTBO JINCTOB BHYTPEHHEN OMUCH.

BuyTpeHHsii onuch OKYMEHTOB Jejia TOJANKMCHIBAETCS COCTABUTENIEM C YKa3aHUEM
JOJKHOCTH, MHUIMAJIOB U (haMUJIUH, JAThl COCTaBJICHHUS.

Eciu neno mnepemiereHo M moAmuTo Oe3 BHYTPEHHEH ONHMCH, TO COCTaBJICHHAs
BHYTPEHHSISI OITUCH TIOIKJICUBAETCS K BHYTPEHHEH CTOPOHE JTUIIEBOM OOJIOKKH Jena.

8.42. JlokyMeHTBI TOCTOSSHHOTO, BpeMEHHBIX (CBhImIe 10 JIeT) CPOKOB XpaHEHUS M IO
JUYHOMY COCTaBY, COCTaBISIIOLIME MAEN0, TMOMEIIAIOTCS B TBEpHAble OOJOXKKH W3 KapTOHa,
MOJIIIMBAIOTCA B YETHIPE MPOKOJA WM MEPEeIUIETAIOTCS C YYETOM BO3MOXKHOCTH CBOOOJHOTO
YTeHHsI TEKCTa BCEX JTOKYMEHTOB, JaT, BU3 M Pe30JIOLMN Ha HUX. Pe3onmonuu pykoBOACTBa,
COCTaBJICHHBIE HA OTJIEIbHBIX JUCTaX, MOMEMIAI0TCs neped JokyMeHToM. [Ipu moaroToBke aen K
NoAIKUBKe (TMepervieTy) MpoBepseTcs NPaBHWIBHOCTh UX (OpMHUpOBaHUsA, O(OPMIICHUS, BCe
MJIACTUKOBBIE W METANIMYECKUE KPEIUIEHMs, a TakkKe TEepMONEperyieThl U3 JTOKYMEHTOB
YAATSAIOTCSL.

Jlena TMOCTOSHHOTO XpaHEHHUS, COCTOSALIME M3 0CO00 IEHHBIX WU HehOpPMaTHBIX
JOKYMEHTOB, MOTYT TPUHHUMATbCS HAa XpaHEHHE B 3aKPBITHIX TBEPABIX MaMKax C TpeMs
KJIallaHAMU U C 3aBsI3KaMU UM B KOPOOKax.

8.43. TloarotoBka J3JIEKTPOHHBIX JOKYMEHTOB K TIlepeaye B apXWB OpraHu3aluu
OCYIIECTBIIACTCS CTPYKTYPHBIM MOAPA3ACICHHEM OpraHU3alliu — BJIaIeNIblIEM COOTBETCTBYIOLIEH
WH(OPMAIIMOHHON CHCTEMBI COBMECTHO C TMOApa3/IeIeHUEM (CIIEIUATUCTOM), 00ECTICUHBAIOIITIM
(byHKIIMOHUPOBaHUE UH(DOPMALIMOHHON CUCTEMBI.

8.44. Ilpu moAroTOBKE 3JIEKTPOHHBIX JOKYMEHTOB, OTOOpPAaHHBIX K MEpeJadye B apXuB
OpraHM3aI1H, BBITOIHIIOTCS CIEIYIOUIME OCHOBHBIE MPOIIETYPhl pabOThI C JOKYMEHTaMU:

- KOHBEpTAIUs 3JEKTPOHHOTO JIOKyMeHTa B (hopMmar apXuMBHOTO JokyMeHTa (11.4.34
[IpaBun xpanenus);

- dbopMupoBanue B HH(POPMAIMOHHOW CHUCTEME OPraHM3AIMU DJIEKTPOHHBIX [€,
SIBJISIIOLLMXCS.  COBOKYMHOCThIO KOHTEHMHEPOB AJIEKTPOHHBIX JOKYMEHTOB WM KOHTEHHEPOM
AJIEKTPOHHOTO JOKYMEHTA, BKIIIOYAIOIIEM: KOHTEHT M METaJlaHHbIe DJIEKTPOHHOIO JTIOKYMEHTa,
Gdaiapl IEKTPOHHBIX TOMNUCEH W BU3YAITM3UPOBAHHYIO KOMHIO TEKCTOBOTO 3JIEKTPOHHOTO
nokymenta B popmare PDF/A (Ilpunoxxenus 8, 27 u 28 k [IpaBunam xpaneHus);
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- dbopmMupoBaHHE  OMUCH  BJCKTPOHHBIX A€M, JOKYMEHTOB  CTPYKTYPHOTO
NO/Ipa3JIeNIeHHUS;

— MUTpaLs AIEKTPOHHBIX TOKYMEHTOB Ha (pU3n4ecku 000COOICHHbIE MAaTEPUAIbHBIE
HOCHTENH, €CIH JOKYMEHTHI TEpEeAaloTCs B apXUB OpPraHM3alMd HE 1O WH(GOPMAIMOHHO-
KOMMYHHMKAllHOHHBIM KaHaJlaMm;

- IIPOBEPKA BOCIPOU3BOAUMOCTH 3JIEKTPOHHBIX JTOKYMEHTOB;

— MIPOBEPKA DJIEKTPOHHBIX JOKYMEHTOB Ha HaJW4YU€ BPEIOHOCHBIX KOMIIBIOTEPHBIX
MIPOrpamm;

- MOJATBEPKACHUE IEJIOCTHOCTH 3JEKTPOHHOIO JieJda AJIEKTPOHHOM MOJIHUCHIO
PYKOBOJUTENSI ~ CTPYKTYpHOTO  MoOApasjeieHuss  (MHOrO  YIOJHOMOYEHHOTO  JIMIA),
OCYILIECTBIIAIOIIETO MOArOTOBKY 3JIEKTPOHHBIX IOKYMEHTOB K MEpeadye B apXUB OPraHU3aL1u.

8.45. DnexkTpoHHbIE JOKYMEHTHI MepealoTCsl B apXUB OPTaHU3aI|K 10 HH()OPMALIMOHHO-
TEJIEKOMMYHHUKAIIMOHHON CeTH WM Ha (pru3muecku 000COOICHHBIX HOCUTENAX B COOTBETCTBUH C
yctaHoBJIeHHbIMU npaBuiiaMu (ITpunoxenust 8, 27 u 28 k [IpaBunam xpaHeHus), 6e3 coXxpaHEeHUs
JaHHBIX JIEKTPOHHBIX IOKYMEHTOB B COOTBETCTBYIOIIMX NH(OPMAIIMOHHBIX CUCTEMAX.

8.46. Omucu nen COCTaBISIIOTCA B CTPYKTYPHBIX MOJPa3feNICHUAX OpraHU3alUu I0J
METOIMYECKUM PyKOBOACTBOM OT/ena KaApoBOTo U JOKYMEHTALMOHHOTO 00ECTICYCHHS.

Onucu aen coCTaBISAIOTCS OTAEIBHO Ha JieJla IOCTOSHHOIO XpaHEHHUs; Jea BPEMEHHBIX
(cBpiie 10 5eT) CcpOKOB XpaHEHUS; Aeia M0 JINYHOMY COCTaBY, JIEKTPOHHBIE Jiea, a TAKXKe Ha
JieNia, COCTOSIIINE U3 TOKYMEHTOB, XapaKTEPHBIX JIJIs1 00pa30oBaTeIbHON OpraHU3aIUu.

Onucu fen CTPYKTYpHBIX TOJPa3JeieHUid COCTaBIsOTCS MO ¢GopMaM, YCTaHOBJIEHHBIM
ITpaBunamu xpanenus (Ilpunoxenus 23 u 24).

[lo omucsaM pgen CTPYKTYpHBIX MOAPA3NACICHUN JOKYMEHTHl MEPENalTCs B apXUB
OpraHHu3aLu.

Ha nena BpemeHHBIX CpokoB xpaHeHus (1o 10 seT BKIIOYUTENIBHO) OINHCH HE
COCTaBJISIFOTCS, U B apXUB TaKUE Jiea HE NePEIar0TCs.

[Tpu Hanmmuum B opranm3anuu COJ] onricu nen GopMUpyroTCs B CHCTEME.

8.47. Omnwucu nen CTpYKTYpHBIX MOAPA3ACICHUI NPEACTABISAIOTCS B ApXUB OpraHU3alNU
HE paHee, YeM uepe3 OAMH roj, U HE IMO3JIHEe, YeM uepe3 TPHU roja IMOCie 3aBepUICHUs AeNl B
JIEJIONPOU3BO/JICTBE.

8.48. OrgenbHas ONUCh TMPEACTABIAET COOOW TMepevYeHb OIUCATENbHBIX CTaTel cC
CaMOCTOSATENBHOM MOPSAKOBOM HyMEpalMed, KaxJaas W3 KOTOpPbIX JOJDKHA BKIIKOYAaTh
CJIEIyIOIIME CBE/ICHUS:

— MOPSIAKOBBIN HOMED J1eJ1a MO OIHCH;

- UHJEKC JIeNa;

— 3aroJ0BOK J€Ia;

— KpailHue JaThl €A,

— KOJIMYECTBO JINCTOB B JIEIIE;

- CPOK XpaHEHHUs JIeNa;

— MIPUMEYAHUS.
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8.49. Ilpm cocTaBiI€HHHM OMNHCH [€l1 CTPYKTYPHOTO TIOJpPA3EICHUS COOIIOIA0TCS
CJIeIyIOIIEe TPEOOBAHMS:

- 3aroJIOBKM JIeJ BHOCSITCS B OINKUCh B COOTBETCTBUM C TMPHUHATON CXeMoOit
CUCTEMATHU3aLMU JIe]l, 3aKPEIUIEHHON B HOMEHKJIATYype JIET;

- KaXXJI0€ JeJI0 BHOCUTCS B OIHUCH IOJ] CAMOCTOSITENIbHBIM IMOPSIKOBBIM HOMEPOM
(ecnu 1e710 COCTOUT M3 HECKOJbKUX TOMOB WJIM YacTEH, TO KaXIblii TOM WM YacCTh BHOCSTCS B
OMUCH MOJI CAMOCTOATEIILHBIM HOMEPOM ); OPSAIOK HyMEpalluu JIeJ B OITUCH — BaJIOBbI;

- rpadpl omHMcH 3amOJHSAIOTCS B COOTBETCTBUU C TEMHU CBEIEHUSIMU, KOTOpHIE
BBIHECEHBI Ha 00JIOXKKY JeJIa;

- MIpY BHECEHUHU B OMUCH MOAPAN Jied (TOMOB, YacTeil) ¢ OJMHAKOBBIMH 3ar0JIOBKAMHU
3aroJIOBKU BceX Jel (TOMOB, YacTel) MUIIYTCS MOJHOCTBIO; MPY BHECEHUU B OMUCH MOCIEIHETO
3arosioBka qobasisieTcs ciaoBo "Ilocneanuit");

— rpadga omucu "llpuMeuanus" wucmonb3lyeTcs IS OTMETOK O TIpHeMe Jell,
0COOEHHOCTAX HX (DU3MYECKOTO COCTOSHUSA, O TMepegade Jell APYTUM  CTPYKTYPHBIM
MO/Ipa3/IeJIeHUEM CO CChUIKOM Ha aKT, O HAJIMYUU KOIUH.

8.50. Ilepen BHeceHMEM 3ar0JIOBKOB JEJ B OMUCH MPOBEPSIIOTCS Ka4eCTBO (POPMHUPOBAHHUS
u  opOpMIIEHUS [Ie, COOTBETCTBHUE KOJMYECTBA JIeJ, BHOCHUMBIX B OIMCh, KOJIUYECTBY
3aBE/ICHHBIX JIE] 10 HOMEHKJIATYpe JIe] OpraHu3alui.

B koHne omucm Beiex 3a IOCIEOHEN OIMCATEILHOW CTaThbell 3amoJHAETCS WTOTOBas
3aMMch, B KOTOPOHM YyKa3bIBatOTCs (upaMu U MPOMHUCHIO) KOJUYECTBO €M, YHCISALIUXCS MO
OIMCH, TEPBBI W TMOCIEIHUNA HOMEpa JAeNl MO OMUCH, a TAaKKE OrOBAPUBAIOTCS OCOOCHHOCTHU
HyMepaluu JieJ1 B ONKUCH (JIUTEpHbIE HOMEPa U MPOMYILIEHHbIE HOMEPA).

8.51. Tlopsanox NpUCBOEHHUS HOMEPOB OIUCAM Jell CTPYKTYPHBIX MOJApa3eleHHi
YCTaHABJIMBAETCS 110 COTJIACOBAHMIO C APXHBOM OPraHU3aliH.

8.52. Tlpu cocTaBlieHHH OMKUCH JIEKTPOHHBIX JI€N B OMUCH BKIIOYAIOTCS:

- MOPSAJIKOBBIN HOMEP 3JIEKTPOHHOTO Jeja 1O OIHCH;

- MHJEKC 3JIEKTPOHHOTO JIENa;

- 3aroJIoBOK Jela;

— nata qena (TomMa, 4acTH),

- CPOK XpaHEHHUS JeNa;

- 00BEM IIEKTPOHHOTO Jenna B MO;

- MpUMEYaHusl.

B cocraBe ommcu snextponHbix nen B COJl dopmupyercs peecTp 3IEKTPOHHBIX
JOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBaIOTCSI CBEIEHUS 00
ANEKTPOHHBIX JOKYMEHTAaX, BKJIIOYEHHBIX B KaXKI0€ AJIEKTPOHHOE JIENO.

8.53. Onmucu pgen CTPYKTYpPHOrO MOJAPA3AENCHUs] TMOJIMUCHIBAIOTCA PYKOBOAUTEIEM
nojpasfielieHusi M corjiacoBeiBatoTcs ¢ OTAenoM KagpoBOro W JOKYMEHTallMOHHOTO
obOecrieueHusi. PeecTp 5SINEKTPOHHBIX JOKYMEHTOB, SIBISIOIIUNCS TPUIOKEHUEM K OIHCH
AJIEKTPOHHBIX JOKYMEHTOB, MOJIUCHIBAETCS COCTABUTEIEM PEECTpa C yYKa3aHUEM JIOJKHOCTH,
WHUIMAJIOB, (DaMUIIUH, 1aThl COCTaBICHHUS.
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8.54. Onucu nen CTPYKTYpPHOTO MOApa3JeieHUusi OpraHu3alii COCTABISAIOTCS B JBYX
IK3EMIUISIpax Ha OyMa)kKHOM HOCHTENE, OMH M3 KOTOPBIX MEepeaeTcs BMECTE C JIeIaMU B apXUB
OpraHM3alyy, a BTOPOM OCTaeTCs B KauyeCTBE KOHTPOJIBHOTO JK3EMIUIIpa B CTPYKTYPHOM
nojpa3iefiecHnd. B apXuB oOpraHu3anuy TakkKe MepeaaeTcs NO SK3EMIULIPY OMHUCEeH nen B
AIIEKTPOHHOM BHJE B pEIaKkTUpyeMoM ¢opmaTe I HCIONb30BAHUA B JNalbHEUIIEM IS
MOJrOTOBKHU apXUBHBIX OMHCEH JIeJ1, TOKYMEHTOB (TOJIOBBIX pa3zesioB).

8.55. Jlema mepenarorcsi Ha XpaHEHHE B apXUB OPraHU3AIHNU B COOTBETCTBUU C TpaduKOM
nepefayd  JTOKyMEHTOB,  yTBEP)KACHHBIM  PYKOBOJHWTEIEM  OpraHM3alddl WIH  HUHBIM
YIOTHOMOYEHHBIM MM JIMIIOM H COTJAaCOBAaHHBIM C PYKOBOIUTEISIMH  CTPYKTYPHBIX
MIOAPA3ACICHUMN.

8.56. Jlema mOCTOSIHHOTO M BpeMeHHBIX (cBblme 10 j1eT) CpOKOB XpaHEHHUs, JOKYMEHTHI
M0 JINYHOMY COCTaBY, 3JIEKTPOHHBIE TOKYMEHTHI TIEPEAAlOTCS B apXWB OpPTraHU3allMU HE paHee,
4eM depes TOf, U He MO3JHee, YeM Yepe3 TPU Tofa MOCIe 3aBEPIICHIS X B IEIOMPOU3BOICTBE.

8.57. Ilepemaya nen B apXuB OpraHM3alldU MPOU3BOAUTCS MO OMHCAM JI€T CTPYKTYPHBIX
MIOAPA3IACICHUMN.

8.58. PaboTHHK apxuBa HpoBepseT MPaBUIBHOCTH Oo(opMmileHUs U (HOPMHUPOBAHUS [El,
MPaBUIIBHOCTh COCTABJICHUS OMHCEH Je]l, COOTBETCTBUE KOJUYECTBA €, BKIIOUECHHBIX B OIHCH,
KOJIMYECTBY €N, C(hOPMHUPOBAHHBIX B COOTBETCTBUM C HOMEHKJIATYpOH Aen. BrisiBieHHble mpu
IpOBepKe HEAOCTaTKU B (HOPMHUPOBAHUU U OGOPMICHHU [ie PAaOOTHUKH CTPYKTYpHOTO
MoJIpa3ieNieHust 00A3aHbl YCTPAHUTH B IBYXHEICIBbHBIN CPOK.

8.59. Ilpmem Kaxxgoro jAena B apXvWB OPraHM3AIMU TPOU3BOJUTCS B TNPHUCYTCTBUH
JETONPOU3BOIUTENS CTPYKTYPHOTO monpasneneHus. [Ipu 3Tom Ha 000MX 3K3EMIUIApax OMHCU
NPOTHB KaKIOTO JeNa, BKIIOYEHHOTO B Hee, JeNaeTcss OTMEeTKa O Hauuuuu fAena. B koHie
KaXJIOTO DJK3EMIUIIpa ONUCH B HWTOTOBOM 3allUCH YyKa3blBaeTCs LUPpPaMH U MPOMHCHIO
KOJIMYECTBO (DaKTUUECKH TPUHATHIX B apXUB JeJl, B TOM YHCJIE JJIEKTPOHHBIX, HOMepa
OTCYTCTBYIOIIMX JIeJI, JaTa pueMa — Mepeaadu Aell, a TAaKKe MOJMUCH JIMIA, OTBETCTBEHHOTO 32
apXuB, ¥ JIMIIA, IEPEJaBILETo Aea.

HtoroBast 3amuch MOATBEPXKAAETCS MOINMCSIMU COTPYIHHKAa apXuBa M COTPYIHHKA
(memonpou3BOANTENS) CTPYKTYPHOTO TIOAPA3NEICHUs, TEPEAaBIIero Jena Ha OyMaXHOM
HOCHUTEJIE U 3JICKTPOHHBIE JIeNa.

8.60. Ilepemaua >M€KTPOHHBIX JOKYMEHTOB B apXWB OpraHU3alliyd IPOU3BOJIUTCS Ha
OCHOBAHHMH OMHCEU AIIEKTPOHHBIX A€ MO0 WHPOPMAIMOHHO-TEIEKOMMYHUKAIMOHHON ceTH (Tpu
HAJIMYUU B apXUBE OpraHU3alui HH(GOPMALMOHHONW CUCTEMBI) WM Ha pU3HYecKH 000COOICHHBIX
MaTepUATBHBIX HOCUTEINAX, KOTOPBIE MPEACTABIAIOTCS B ABYX HICHTHYHBIX dK3EMIUIApax.

8.61. B cnyyae JMKBHIAIMK WM PEOPraHU3AlMH CTPYKTYPHOTO TOApa3AeICHUs
OpraHM3alyy JeONPOU3BOANUTENb TOAPA3AEICHUS B TEPHOA MPOBEICHHS JIMKBUIAIMOHHBIX
MeponpusATHil (HOpPMUPYET BCe MMEIOIIMECS JOKYMEHTHI B Jiena, 0(pOpMIIET [ena U nepeaaeT ux
B apXMB OpraHU3aIlM, HE3aBHCHMO OT CPOKOB XpaHeHMd. llepemada menm ocymiecTBIseTCs 1O
OTIMCSIM JIeTT 1 HOMEHKJIAType JIe.

8.62. Ha nena ¢ MCTEKIIMMHU CpPOKaMU XPAaHEHHUsS B CTPYKTYPHBIX MOAPAa3AEICHUSNX
OpraHM3alyu COCTABISAIOTCS MPEIOKEHUS K aKTy O BBIACICHHHM K YHHUYTO)KEHHUIO JTOKYMEHTOB,
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HE TOJUISKAIINX XpaHEHHIO 1o ¢opme, yctaHoBieHHOU [IpaBumamu xpanenus ([Tpunoxenus 23
u 24).

Ha ocHOBe mpemiokeHUd CTPYKTYpHbIX mojpazaeneHuit OTaen KagpoBOro U
JOKYMEHTALIMOHHOTO 00€CTIeYeHNs OPTaHU3aluU COCTABISET aKT O BBIACICHUH K YHUYTOXKECHHUIO
JOKYMEHTOB, HE MOAJSKAININX XPAaHEHUIO, Ha JeJla BCEe OpraHu3aluu Mo ToH ke (opme.
3aroyioBKM OJHOPOJHBIX [N, OTOOPAaHHBIX K YHUYTOXKEHHUIO, BHOCITCS B aKT MOJ OOIIMM
3aroJIOBKOM C yKa3aHHWEM KOJIMYECTBA JI€Jl, OTHECEHHBIX K JIAaHHOM TpyIIIIE.

8.63. Jlema BKIIOYAIOTCA B aKT O BBIJCICHHMM K YHHMUYTOXKEHHUIO JOKYMEHTOB, HE
MOAJNIEKAIIMX XPAHEHUIO, €CIU MPEIyCMOTPEHHBIA JJII HUX CPOK XpaHEHHsI UCTEK K | sHBaps
rojia, B KOTOPOM cocTaBlieH akT. Hanpumep, 3akonuenHsie B 2015 roay aena ¢ 3-1€THUM CPOKOM
XpaHEHUs, MOTYT OBbITh BKJIIOYEHBI B aKT, KOTOPbIA OyaeT cocraBieH He paHee 1 sHBaps 2019
roja.

8.64. Jlena ¢ ormetkoil "OIIK" moanexar moaucTHOMY IPOCMOTPY B LIETSAX BBISBICHUS
JOKYMEHTOB, MOJIEKAIINX MOCTOSIHHOMY XpaHEHHIO. BbIsSBIEHHbIE B TaKUX JeNaX JOKYMEHTBI
MOCTOSIHHOTO XPaHEHHS BBIACHSIOTCS M TPUCOCTUHSIOTCS K OJHOPOJHBIM JellaM WIId
(bOopMHUPYIOTCS B CAMOCTOSITEIbHBIE JeIa.

OcrtasibHble JOKYMEHTHI fienia ¢ oTMeTkor "OIIK" BkitoyaroTCsi B aKT, MpU 3TOM OTMETKA
"OIIK" B aKTe He yKa3bIBaeTCs.

8.65. AKT O BBIJICJICHUH K YHMUYTOXKEHHIO JOKYMEHTOB, HE MOAJIEKAIIUX XPaHEHUIO,
NIPEACTABIsAETCS HAa pacCMOTpeHHe M corjacoBaHue OK OJHOBpEMEHHO C ONMCIMHU Jen
MOCTOSIHHOTO XPAaHEHUS U 110 JTUYHOMY COCTaBY.

8.66. AKT O BBIJCJICHUH K YHMUYTOXKEHHIO JOKYMEHTOB, HE MOAJIEKAIIUX XPaHEHUIO,
YTBEPKIAETCS PYKOBOJUTENIEM Opranu3anuu nocie yreepxkaenus JIIK apxuBHoro yupexaeHus,
rOCY/IapCTBEHHOTO WJIM MYHHIIMIAIBHOIO apXHBa B COOTBETCTBUHU C MPEJOCTABIEHHBIMH €MY
MOJIHOMOYHUSIMUA OMUCEHN JIeNT MOCTOSIHHOTO XPAaHEHUS! U COTJIACOBAHUSI OMUCEH el M0 JUYHOMY
COCTaBy, IIOCTIE YETO JIeJa, BBIICICHHBIC 110 aKTY K YHUUYTOKEHHIO, MOTYT OBITh YHUUITOKEHBHI.

8.67. ena, moJjiexaiue yHUYTOXKEHHUIO, MEpPEeAatoTcsl Ha mnepepaboTKy (yTHIIM3AIUIO).
[lepenaya nen oopmitsieTcst mpueMo-cIaTOUHON HaKIaHOM.

[Tocne yHMYTOXEHHS 7€l B HOMEHKIAType AeN MPOCTAaBISAIOTCS OTMETKH, 3aBepseMbIe
noANUchio cienunanucta OTaena KaapoBoro U J0KYMEHTAIMOHHOTO 00ecTieueHus!, U 1aToi:

"Vuuumoorceno. Cm. akm Ne_ om . Iloonucwe, unuyuanvl, pamunus”.

8.68. DneKkTpoHHbIE JOKYMEHTbl C MCTEKIIMMHM CPOKAMHM XpaHEHUs IOAJIekKaT
BBIICJICHUIO K YHHYTOXKEHHUIO Ha OOIIMX OCHOBAHUSX, MOCIE YEro MpPOBOJIUTCS UX (pu3mdeckoe
YHUUYTOXXEHHE WM YHUUITOXKCHHUE MPOTPAMMHO-TEXHHYECKUMHU CPEICTBAMHU C COOTBETCTBYIOIIEH
OTMETKOM B aKT€ O BBIJICJICHUU K YHUUTOKEHUIO SJIEKTPOHHBIX TOKYMEHTOB.

DNEKTPOHHBIE TOKYMEHTBI CUMTAIOTCS YHUUYTOXKEHHBIMH, €CJIM UX HEJb3sl BOCCTAHOBUTH
cpeacTBaMu WH(GOPMAITMOHHOW CUCTEMBI HA HOCUTEISIX HH(POPMAIMH U U3 PE3EPBHBIX KOTIHIA.

8.69. AKTBI O BBIIEJIEHUU K YHUUYTOXXEHHUIO JOKYMEHTOB, HE MOJIEKAIIMX XPAHEHHUIO,
XpaHATCS MOCTOSTHHO B Jienie poHa.
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IX. Opranuzanus 10ocTyna K JOKYMEHTaM U UX UCIIOIb30BAHUS

9.1. Bplmaua gen, Haxogdummxcda Ha XpaHeHun B Otaene  KagpoBOro U
JOKYMEHTAallMOHHOTO 00ecreyeHus, CTPYKTYPHBIX MOJApa3/IejIeHUSIX OpraHu3aluu pabOTHHUKAM
APYTUX MOApA3JEIeHUI i1 03HaKOMJIEHUS U (WIM) JUIsl BpEMEHHOTO MCIOJIb30BaHUs B padoTe
IIPOM3BOJUTCSA MO 3ampocaM, MOANUCAHHBIM PYKOBOJUTENIEM (3aMECTUTENEM PYKOBOJIUTES)
CTPYKTYPHOTO TMOJpa3JeieHus, 3alpalldBalolIiero Jejao (JOKYMEHT) W C pa3pelieHus
pykoBoautens Otaena KaJpoBOTO M JTOKYMEHTAI[HOHHOTO OOECIEYEHHUs WM CTPYKTYPHOTO
MOAPA3AEIICHUS, JOKYMEHThI KOTOPOTO 3alpaliuBatOTC.

9.2. [ema, MAOKYMEHThl BBIJAIOTCS BO BpPEMEHHOE TMOJb30BaHUE PaOOTHHUKAM
OpraHM3aly Ha CPOK He Oosiee OAHOro MecsALa.

['ocynapcTBEHHBIM opraHam (cyneoHbIM, IPaBOOXPAHUTEIbHBIM, opraHam
rOCY/IapCTBEHHOT'O KOHTPOJII M HAaA30pa) Jejda W OTACJIbHbIE JOKYMEHTHl BBIJAIOTCA Ha
OCHOBAaHMHU UX NMHCbMEHHBIX 3aIIPOCOB C PA3PELIECHUS JUPEKTOPA WM MHOTO YIOJIHOMOYEHHOIO
UM JIMIIA, TIO aKTaM Ha CPOK He 0oJiee MIECTH MECSIIEB.

[Tpr HEOOXOAMMOCTH CPOK HCIIOJIB30BAHUS TOKYMEHTOB MOXET OBITh TIPOJJICH.

9.3. B nuceMeHHOM 3amnpoce pabOTHUKOB OpraHU3aIMHU O BblJaue IOKYMEHTOB (/1eJ1) BO
BPEMEHHOE TOJIb30BAaHUE U3NIAraloTCsl MPUYUHBI, 10 KOTOPBHIM 3alpalliuBaeTcs JAei0 (IOKYMEHT)
U LEJIb UCIIOJIb30BAHUS JOKYMEHTOB, HAXO/SIIHUXCS HA ONIEPAaTUBHOM XPaHEHHH.

9.4. Ha BblDaHHOE J€JI0 3aBOAUTCS KapTa-3aMECTUTENb, IIOMELIaeMas Ha MeECTO
BBIJIAHHOTI'O Jiena. B Hell yka3bIBalOTCs MHIEKC Jiea, AaTa €ro BblJa4yM, KOMY JI€JIO BbIIAHO, JaTa
€r0 BO3BpAIICHHUS, IPEyCMaTPUBAIOTCS Tpadbl IUIs MOAMUCEN B MOJYISHUH U TIPHEME Jena.

Ha wmecTo wu3bpATOrO0 NONIMHHUKA JOKyYMeHTa paboTHuK OTaena KaapoBOro u
JOKYMEHTALIMOHHOTO 00eCTIeUeHus WIN JeIONPON3BOAUTEND MTOAPA3/Ie/IeHUs BKIAIbIBACT B €TI0
JIMCT-3aMECTUTENb C YKa3aHHEM, KOT/1a, KOMY U Ha KaKOM CPOK BBbIJIaH JOKYMEHT U MOJIUCIMU B
MOJIy4eHUHU U npueMe aena. [Ipu atom B feno noMeniaercs 3aBepeHHast KOnusl JOKYMEHTA.

[Tocne pemenus Bormpoca, AJisi pACCMOTPEHHUS KOTOPOro Jiefia (JOKYMEHThI) U3bIMAIIUCH 10
3arpocaM TOCyIapCTBEHHBIX OPraHOB, MOJJUHHUKUA JTOKYMEHTOB JOJKHBI ObITh BO3BpAICHBI B
OpraHU3aIUIO U MOMEILIEHHI B JEJIO.

9.5.  DneKTpoHHbIE JOKYMEHTHI, HAXOIAIIMECS Ha OINEepaTHBHOM XpaHEHHH B 0azax
JaHHBIX UH(MOPMAIIMOHHBIX CUCTEM, BBIIAOTCS JIJIsl CIIOJIb30BAHUS B BUJIE KOMUN 3JIEKTPOHHBIX
JOKYMEHTOB B COOTBETCTBHHM € MyHKTOM 2.49 HacTosmel MHCTpyKumu.

9.6. Tlopsimok mocTyma pabOTHUKOB OpTraHU3AINH K JJOKYMEHTaM, pa3meniaeMbiM B COJ]
WM WHOM MH(OPMAIIMOHHON cHCTeMe, YCTaHaBIMBAECTCS JIOKAIbHBIMA HOPMATUBHBIMH aKTaMH
OpTraHW3alluy, OMPEACISIONIMMH MOPSAJOK SKCIUTyaTal WH(GOPMAIMOHHOW CHCTEMBI, U B
COOTBETCTBUU C TEPCOHAIbHBIMU YUETHBIMH 3anmucsiMu paboTHUKOB B CDOJ wnm uHOU
MH(OPMALIMOHHOM cCUCTEME.

PaGoTHukam, HEe WMEIONMM MpaBa JOCTyNMa K COOTBETCTBYIOLIEH HWH(POPMAIMOHHON
CUCTEME, DJIEKTPOHHBIE JOKYMEHTHI BbIAAIOTCA B COOTBETCTBUM C MyHKTaMu 9.1 — 9.3 Hacrosen
Wuctpykiun, Ha ¢puzndecku 000COOIEHHOM HOCHTENE, BBICBUIAIOTCS MO 3JIEKTPOHHOMY aJpECy
paboTHHKa, 3aMPaIINBAOIIETO TOKYMEHT, HIIM HHBIM 00pazoM.

9.7. B Ortnene kaapoBOro M JOKYMEHTAIMOHHOTO OOECMeueHusi, CTPYKTYPHOM
MOAPAa3ACICHUH, BbIJABIIEM €710 (AOKYMEHT) BEAETCS Y4YeT BBIJIAHHBIX AeN (JOKYMEHTOB) U
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KOHTPOJb WX CBOCBPEMEHHOI'O BO3BpaTa. OJEKTPOHHBIC Jjelia (JOKYMEHTHI) BO3BpaTy HE
MOJITIEKAT.

9.8. PaboTtHukM opraHuzanuu 00s3aHBI OOECHEUMBATH COXPAHHOCTb IOJYYEHHBIX BO
BPEMEHHOE IOJIb30BAHUE JIOKYMEHTOB (71e1) Ha OyMa)XHOM HOCUTENIE M HCIOJIb30BaTh
MOJIYYCHHYI0 MH(POPMAIIUIO B CIY)KEOHBIX IIENIIX B COOTBETCTBUU C TPEOOBAHUSIMHU JIOKATHHBIX
HOPMAaTUBHBIX aKTOB. 3ampeuiaercsi Inepefadya IMOJYYEHHbIX JOKYMEHTOB WM HMX KONUH
paboTHUKAM IPYTUX MOAPA3ICICHUI WM OpraHU3allni.

9.9. WU3bsaTtue (BbleMKa) TOKYMEHTOB, 00pa30BaBIIMXCS B JEATEIHLHOCTU OpraHHU3aluH,
MIPOU3BOJIUTCS B COOTBETCTBHH C 3aKOHOATENbCTBOM Poccuiickoit denepanumu.

9.10. U3bstue (BblIeMKa) JOKYMEHTOB NPOU3BOAUTCS HA OCHOBAaHUU MHUCHMEHHOTO
pacnopsikeHus  (MOCTAHOBJIEHUSI) COOTBETCTBYIOLEIO OpraHa BJACTH C  pa3pelIeHUus
PYKOBOJUTENSI OpraHU3allMd WM WHOTO YIOJHOMOYEHHOTO WM JIMIIA C W3BEHICHUEM
PYKOBOJIUTEISI OAPA3ACIECHUS, JOKYMEHTHI KOTOPOT'O U3BIMAKOTCSL.

9.11. ®akTt u3biATHSA (BBIEMKH) JOKYMEHTOB (DPUKCHUPYETCS B MPOTOKOJIC (AKTE) MU3BIATHS
(BBIEMKH) JOKYMEHTOB, KOTOPBIM COCTaBISE€TCS HE MEHEEe 4YeM B JBYX OJK3EMIUILIpax W
MOJMUCHIBAETCS YIOJHOMOYEHHBIMU TMPEACTABUTENSAIMA OPraHU3alll M COOTBETCTBYIOIIETO
rocyaapcTBeHHoro oprana. K mpotokony (akTy) mnpuiaraercs OMUCh (peecTp) HU3BITHIX
JIOKYMEHTOB (e).

9.12. Ilpu u3BATUM MOMJMHHUKOB JOKYMEHTOB B JIEJIO MOMEIIAETCS 3aBepEeHHas KOMUS
JOKYMEHTa, Ha 000pOTe KOTOPOH YKa3bIBA€TCS OCHOBAHUE U3BATHS TOJUTMHHUKA, CPOK BO3BpaTa,
JaTa v MOANKUCH PaOOTHHKA, OTBETCTBEHHOTO 32 ()OPMUPOBAHUE H/WIIH XpPaHEHHUE JIelia.

9.13. TloanMHHUK TOKYMEHTA, U3BATHIA U3 JIeJia HA OCHOBE COOTBETCTBYIOIIETO peUIeHUs,
MOCJIe PACCMOTPEHUS U PEIICHUs BOIIPOCA, BO3BPAIIASTCS B JIEJI0, IPU ATOM KOIIHS, IIOMEIICHHAS
B JIeJI0 BMECTO MOAJIMHHUKA, U3bIMAETCS.

X. U3TOTOBJIEHUE, YUET, UCITOJIb30BAHUE U XPAHEHME ITEYATEM, IIITAMIIOB,
BJIAHKOB JJIOKYMEHTOB, HOCUTEJIEM DJIEKTPOHHBIX ITOJITUCEM

10.1. bmanku OpraHu3alOHHO-PACIIOPSIUTENBHBIX JOKYMEHTOB pa3pabaThIBarOTCs
OTnenom KapoBOro M JOKYMEHTAIMOHHOTO oOecriedeHusi. Bunbl GlaHKOB OpraHU3allMOHHO-
pacHoOpSIUTENBHBIX JIOKYMEHTOB, TpeOOBaHUS K UX OG(GOPMIIGHHIO U HUCIOJIb30BAHHIO
YCTAaHABJIMBAIOTCA HacTosien MucTpykumen.

10.2. OGpa3ibl 6JIaHKOB JTOKYMEHTOB YTBEP)KIAIOTCS B COCTaBe HacTosmeld MHCTpyKiuu
IO JIEJIOTIPOU3BOJICTBY MJIM MPUKA30M PYKOBOJUTENS B COCTaBE KOMILIEKTa (JIbOOMa) OITaHKOB.

10.3. B opranuzanmuu A MOATOTOBKH JOKYMEHTOB MOTYT HCIOJb30BaThbCA ONaHKH
JOKYMEHTOB, W3TOTOBJICHHBIE THUIOTPAQCKUM CIOCOOOM WJIM CPEICTBAMU OIEPATHBHOM
nonurpadum.

Opranuzanusi BhOpaBe NpU TOJATOTOBKE JOKYMEHTOB HCIIOJIb30BaTh SJEKTPOHHBIE
mabJIOHbl  OJIAaHKOB. DJIEKTPOHHBIE IIa0JIOHBI OJIAHKOB JOJIKHBI COOTBETCTBOBATH OOpa3LiaMm
0JIaHKOB, YTBEP>KJICHHBIX PYKOBOAUTEIEM OpraHU3allu.

10.4. brnaHku OpraHU3alMOHHO-PACTIOPSAIUTEIBHBIX JOKYMEHTOB, IPUMEHSEMbIE B
OpraHMW3aIuy, HE MOTYT TEpeNaBaThCs APYTUM OPTaHU3ANMSIM, JOKHOCTHBIM M (U3HYECKUM
JULAM.
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10.5. Otnen kaapoBOTO M JOKYMEHTAI[HIOHHOTO 00€CIIEYeHNsI OPraHN3aALNN:

- opopmusier  3aKaszbl Ha  HU3IrOTOBJIEHUE OJaHKOB OpraHu3allOHHO-
pachopsUTENIbHBIX JTOKYMEHTOB THUIOTpa(CKUM CHOCOOOM WM CpPEICTBAMHU ONEpPAaTUBHOMN
nonurpadum;

— OCYLIECTBIIIET  XpaHEHUE 0JIaHKOB OpraHU3alMOHHO-PACIIOPSIAUTEIBHBIX
JOKYMEHTOB U BblJIauy UX B CTPYKTYpPHBIE MIOJpa3/IeJI€HNUs OpraHUu3allly;

- OCYIIECTBIISIET ~ KOHTPOJb 32  NPAaBHIBHOCTBIO  HCIIOJIB30BAaHUSI  OJIAaHKOB
OpraHU3alMOHHO-PACIIOPSAAUTENBHBIX JOKYMEHTOB.

10.6. B opranuszanuu B cooTBeTcTBUU ¢ DenepanbHbIM KOHCTUTYLHMOHHBIM 3aKOHOM "O
locynapctBennom repbe Poccuiickoii ®enepauuu" U ycTaBOM OpraHU3alMM HCIIOIb3YETCs
nevarh ¢ BocrpousBenenueM ['ocynapcrBennoro repba Poccutickoit @enepanuu (naniee - meyarsb
OopraHu3alun).

B opranumsamuu Taxke MOTYT HCIOJB30BAaThCS I€YaTH MOJApA3[EJICHUN, IedaTu JJis
MAKETOB U OTJENbHBIX KATETOPUN TOKYMEHTOB, a TAK)KE€ METAJUIMYECKUE BHLKMMHBIE I1€YaTH JUIS
ONEYaThIBAHUS TOMELIEHUIN U yIOCTOBEPEHHUS CHELUATbHBIX IPOIYCKOB.

B opranuzanuu MoeT MCHONB30BaThCA MITaMM (IITaMIbl) ¢ (AaKCUMHJIBHON MOJIUCHIO
JTUPEKTOPA U UHBIX JOJKHOCTHBIX JIHII.

[Topsiok HMCMONB30BaHUSA IITAMIIOB C (DAKCUMUIBHOW MOJMUCHIO TUPEKTOpa U HHBIX
JOJDKHOCTHBIX — JIML, BHUABl JOKYMEHTOB, TMOAMHCHIBAEMbIX (PAKCUMUIBHOW  TOJIHUCHIO
YCTaHaBJIMBAETCS JIOKAJIbHBIM HOPMAaTUBHBIX AKTOM OpPraHHU3aL1H.

10.7. TleuaTs opraHuzaiuu ¢ BocrnpousBeaeHueM ['ocynapctBenHoro repba Poccuiickoi
depepann TOJKHA COOTBETCTBOBaTh TpeOoBaHusiM, ycrtaHoBlieHHbIM ['OCT P 51511-2001
"[TewaTtn ¢ BocripousBeaeHneM ['ocymapcrsenHoro repba Poccuiickoit deneparum.

10.8. IlewaTu u mTammbl OpraHU3aldy U3TOTABIMBAIOTCA B KOJIUYECTBE, HEOOXOIUMOM
JUISL OCYILIECTBIIEHUS MOJIPA3AEICHUSIMU OPraHU3aluu U €€ pabOTHUKAMU BO3JI0’KEHHBIX Ha HUX
byukuuii. Pernienre 00 M3rOTOBJICHUM M KOJUYECTBE DSK3EMIUIIPOB IeyaTedl U IITaMIIOB
MIPUHUMAET PYKOBOJAUTEIb OPTraHU3alMu 10 IPEACTABICHUIO pykoBoauTenss Otaena KaIpoBoro u
JOKYMEHTALMOHHOTO 00ECTIeUeHHsI OpTraHU3aIiH.

Ecnu neyaTts opraHu3aliy UCIOJb3YETCs] B HECKOIBKHUX 3K3EMIUIIPAX, HOMEP K3EMILIsApa
Ne4yaTH yKa3blBaeTCs B KJIMILIE NIEYATH IIPU €€ U3TOTOBIICHUH.

10.9. TleuaTpto oOpraHuM3alMy 3aBEPAIOT MOJUIMHHOCTh MOANHMCH  PYKOBOJUTENS
OpraHu3allid U WHBIX YIIOJHOMOYEHHBIX MM JIMI], HAa JOKYMEHTaX M KOMNHUSAX JOKYMEHTOB B
COOTBETCTBUU ¢ MyHKTOM 2.47 Hactoswmed MucTpykuuu.

10.10. ITeyaTu u mITamibl BELAAIOTCS JJI UCTIONB30BAaHUS paOOTHUKAM, OTBETCTBEHHBIM 32
MX HCIOJIb30BAaHWE W XPAHEHME MOJ MOJINUCH B JKypHAJE ydeTa IedaTreld M IITAMIOB. YUer
neyarei v ITaMIloB opraiu3zanuu Beaet OTaen KaJIpoBoro U JOKYMEHTAllMOHHOIO 00ECIIEYEHHUS
OpraHu3aIuu.

10.11. Ilpu ucnonp3oBaHMHM B pabOTe MeYaTH M INTAMIIBI XPAHATCA B 3aMHPAIOIIMXCS
mkagax (ceripax) paOOTHUKOB, OTBETCTBEHHBIX 3a XpaHEHHE W WCIOJIb30BAaHUE TedaTed M
HITaMIIOB.
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10.12. Tlepegauya mevareid M IITAMIIOB HOCTOPOHHUM JIMLAM HE JoIyckaercs. BwiHOC
rneyaTed M IITaMIOB 3a TpPeAesibl OpraHu3alid BO3MOXKEH B HCKIIOUHMTENBHBIX CIydasX IO
PEIICHUIO PYKOBOJICTBA OpraHu3auu (Harmpumep, Ipu MOANUCAHUH IOTOBOPOB).

10.13. Otnen xkagpoBOro W JIOKYMEHTAILIMOHHOTO OOECIEUEHHUs] OpPTraHU3alMHi €KETOJHO
poBepsieT COOII0IeHNE paOOTHUKAMU YCIIOBUH MCTIOIB30BaHUS U XPAaHEHUS NIeYaTeid U IMITaMIIOB
B CTPYKTYPHBIX IIOJPA3ACIICHUSIX OPTaHU3aLIHUH.

10.14. [Ipumeanive B HETOAHOCTh U YTPATUBIINE 3HAYEHUE ME€YATH U IITAMIIbI MOJIEKAT
BO3Bpaty B OTAeNn KaJpoBOro U JTOKYMEHTAIMOHHOTO 00ECreUYeH sl, Ha KOTOPOE BO3JIOKEH y4eT
reyaTed ¥ MITaMIIOB, U1 LEHTPAJIU30BAHHOIO YHUUTOKEHHUs. [leyaTn yHMUTOXKAIOTCS 10 aKTy ¢
COOTBETCTBYIOILEH OTMETKOU B JKypHaJI€ y4eTa IeyaTel U ITaMIIOB.

10.15. Inss oOMeHa SJIEKTPOHHBIMU JOKYMEHTAMHU TOCPEACTBOM MEKBEIOMCTBEHHOTO
ANIEKTPOHHOTO JTIoKyMeHTooOopoTta (MDJIO) B opraHuzanuud JOJKHBI HMCHOJIb30BaThCS
YCWICHHBIE KBaTM(UIIMPOBAHHBIC dJIEKTPOHHBIE moanucu. CocTaB JOMKHOCTHBIX JUI] U
pabOTHUKOB OpraHU3allMM - BJIAJENbLEB YCHUJICHHBIX KBaJTU(UUIHUPOBAHHBIX SIEKTPOHHBIX
MOJIKUCEN ONPEAEISIET TUPEKTOP.

10.16. [Ipn nepenade opraHu3aluell dJIEKTPOHHBIX JTOKYMEHTOB Ha 3JIEKTPOHHBIN ajapec
Jpyroi opraHu3aluu, a TaKkKe s OOMeHa AJIEKTPOHHBIMU JOKyMeHTamu nocpeactsoM COJI B
OpTraHM3aIuU U €€ MOAPA3ACIECHUIX MOTYT HCIIOIb30BaThCS YCUIICHHBIC HEKBATU(DUIIMPOBAHHBIC
ANEKTPOHHBIE MOAMKUCH W/UIIK MPOCThIE 3JIEKTPOHHbBIE TIOJMUCH (J1aJiee - 3JEKTPOHHAS MOAMNNCH) B
cootBeTcTBUU C¢ DenepanbHbiM 3akoHOM oT 6 ampens 2011 r. N 63-@3 "OO snekTpoHHOU
noamucu'.

10.17. OnexkTponnsiii gokymMeHT B CDJ] opraHuzanuvu, TOANUCAHHBINA 3JIEKTPOHHOU
MOJMUCHI0, TPU3HACTCS PABHO3HAYHBIM JIOKYMEHTY Ha OyMa)XKHOM HOCHUTEINE, TOJIMHUCAHHOMY
COOCTBEHHOPYYHON TMOAMHUCHI0 M HMMEET OJUHAKOBYID C HHUM IOPUAMYECKYIO CHIy TMpHU
OJTHOBPEMEHHOM COOJIIOJIEHUU CIIEYIONINX YCIOBUM:

- KJIFOY MOAMNHUCH, OTHOCSAIIMICSA K KOHKPETHOM 3JIEKTPOHHOM MOAINWCH, HA MOMEHT
MOJANUCAHUS ANEKTPOHHOTO TIOKYMEHTA SIBJISIETCS IEHCTBUTENBHBIM (AOCTOBEPHBIM), HE YTPATUI
cuily (He 0TO3BaH);

— MOATBEPKICHA MOIJTMHHOCTD JIEKTPOHHOM MOJMKUCH B 3JIEKTPOHHOM JJOKYMEHTE;

— JaTa v BpeMsi CO37aHus SJIEKTPOHHON noanucu 3adgukcupoBansl B CO/L;

- AJIEKTPOHHAs! TMOJINUCHh MCIOJB3YETCSI B COOTBETCTBUU C YCTAaHOBJIEHHBIM B
OpraHu3aluy pacrpeieseHueM MMpaBa NOANKNCH JOKYMEHTOB MEXAY NOJDKHOCTHBIMU JIMLIAMHU U
paboTHUKAMHU.

10.18. 'erepanuio U XpaHeHue Kiaoueld HekBamuduiupoBanHo u mpoctoit D11 B COJ]
JOJDKEH OCYIIECTBISITh agmuuuctpaTtop CO/I.

10.19. Otnen xagpoBOro U JOKYMEHTALMOHHOTO OOECTIEUYEeHHUs] OpraHu3alluu BEJET Y4eT
KJIFOUEH 3JIEKTPOHHBIX MOJAINKCEN B CIIELMAIBHOM KypHaje. Belgaua MaTepuanbHbIX HOCHUTENEH
AJIEKTPOHHOM MOANKMCU W MX BO3BpAT MO HCTEUYEHHHM CPOKa JEUCTBUS OCYIIECTBISETCA O]
MOANUCH paOOTHUKA B JKypHAJeE.

Bunabl 51€KTpOHHBIX MOANUCEH, HCIOJIb3YEMbIX B OpPraHU3allM, YCTAHABIMBAIOTCS
OopraHu3aluei u 3aKperuisitoTes B JIOKAJIbHOM HOPMAaTHBHOM aKTe.
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10.20. Co3nanune mnaposneil ajii NPOCTOM BJIEKTPOHHOM MOANMCH OCYLIECTBISAETCA B
MOPSAJIKE, YCTAaHOBJICHHOM JIOKAJIbHBIM HOPMATHBHBIM aKTOM OPTaHHM3AIUH, YCTAHABIMBAIOIIUM
nopanok skcmityatanun COJ[ M UCHoONb30BaHMS AJIEKTPOHHBIX MOAMHCEH mpu pabote C
JTOKYMEHTaMH.

10.21. Kimrou  »yexkTpoHHOM — moamucu,  ucnoib3dyemoi B COJl,  saBusercs
KOH(pUIeHIMANbHOW WH(pOpMalMe W 3alUIIaeTcsi B COOTBETCTBUU C 3aKOHOJATEIHCTBOM
Poccuiickoit @enepanuu.
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[Tpunoxenue A

O06pa3ip! 6;aHKoB L{MBUIIBCKOTO arpapHO-TEXHOJIOTHYECKOTo TeXHUKyMa MuHoOpa3oBanus YyBammn

Munoopasosamm Tyeanmm

rOCYAapCTECHHOS AETOHOMHOS NpodecCHOHATERDE 00paI0EATEIEHOS VP SETSHHE
Uyeamcrof PecmyOames «[[HERIBCERA arpapHO-TeXHOIOTHY S CEHE TEXHHEYM:
MemmcTepeTEa 00pas0EIHNA H MOT0JeEH0A moamTen Uysameroft Pecmyommzs
(IIMEMIBCENE arpapHO-TEXHOIOTHEeCKHE TeXHuEyM Munoopasosasms Tyeanmm)

ITHEHIBECK

Pucynok A.1 - OGpa3en o61miero 6JaHka OpraHu3alum

Merodpasoeanna Uyeanmm

ToCyJapCIEEHHOS AETOHOMHOE MpodeccHoHaTBHOS
oOpasoBaTe/EHOe yapeEgenne Yysamckol Pecrry O
«I[HERTECERE arpapHO-TeXHOTOTHYSCEH TeX HHEY M
MrmcTeperea 00pasoBa HIA M MO0 JeSHOH IO THTHER
Uysamckoi PecryOmsss
(L[MERIECEI aTpapHO-TEXHOIOTHY e CEHE TeXHHEYM
Musodpasosanma Uysanmn)

HOtmreinag ya., 1. 2/1, [Mexasck,
Uyeamckad Pecoyoamea, 429900
Tem.: (83543) 2-29-79, darc (83343) 2-13-62
e-mail: catt? 1@hst m; http://www.catt21.ru
OKTIIO 83860786; OI'PH 1082137000879;
HHH/EINI2115904670/211501001

Ne
Ha Ne ot

Pucynok A.2 - OGpasern yriioBoro 0JiaHka mucbMa
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Mrmotpasopasmd Uysanmm

rocyJapCTEeHHOS AETOHOMEOE MpodeccHOHATEHO e 00pas0EaTaIBHOe YUp SEIeHEe
Uysamerof PecmryOmemes « JHERIBCIHE ArpapHO-TEXHOTOTHEECKIE TEXHIEY M
MempcTepeTEa 00pas0EAHMA H MOTOTEFHOH MOTHTHEN Uysamcrod Pecmy O
(L[FEFIBCEI arpapHO-TEXHOIOTHY e CERE TexHuEyM MuHoopasosanna Uyeanmnn)
Honnefmas ya., 1. 2/1, uemaeck, Uyvsamceras Pecoyoamea, 429900
Tex./daxc: (8353453) 2-29-79/2-13-62; e-mail: catt2 1@listm; http://www.catt2]l.rm
OKIIO 85860786; OI'PH 1082137000879; HHH/KIII 2115904670/211501001

MNe
Ha Ne oT

Pucynok A.3 - OGpa3zen mpoaoiabpHOTo O1aHKa MUCbMa

Mmofpasoeanms Uyeanmm

TOCYAAp CTECHHOE AETOHOMHOE NpodeccHOHATEHOe 00pasS0EATEIBHO e YUp SR IeHHE
Uysamcroi PecmyOmmms «[[HERIBCEE arpapHO-TEXHOTOTHESCKHE TeXHHEY M)
MuEmcTepeTEL 00paS0EIHNA H MOT0TEEH0H TOTHTHEN UyEamcrof Pecmyoamss
(UpemascssEl arpapHo-TeXHOTOTHEeckend Texamsyy Mo pasosamea Uysanmmr)

TIPHKA3

LIHERTECK

Pucynox A.4 - OGpa3en 6;1aHKa KOHKPETHOTO BHIa IOKYMEHTA (TIPUKa3)

Murobpasoparms Uye s

TOCYI2pCTESHECS SETOHOMEDS NPodeccEoRaTERS 00pasOBATThEDS YUPEEISHES
Uyeamerod Pecnybmms « [ [MERTRCEHE srpapHe-TEXHOTOTEYRCKEE TEXHEEYMH
MurmcTepersa 00pasoBaHE B MOTOISEECE NOMETHEE JyEamcrol PecrySmms
(LIHERTB Chai ArpapEe-TEXENIOTETeCKHE Texmmmyy Musopasosamm UyE ammm)

JUPEKTOP
PACTIOPAAEHHE

Muenaeck

Pucynok A.5 - OGpa3zen 01aHKa KOHKPETHOTO BUA IOKYMEHTa (pacmopshKeHNUEe TUPEKTOPA)
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MrmoSpasosarmr Uyeanmm
roCyAzpCTEEHECE 3ETOHOMEOE NpodectHoHATEENe 00PasOEaTeTRHEDe YIPEEIEHE:
Uyeamcrof PecmySmsm «1[HERTECHIS arpapHO-TEXENTOTHISCKHE TEXEHEYMY
MrmmeTepersa o5pasOEEHER H MOTOIEHEECH IOMHIHEE UvEamcrod Pecyimom
(LIMEETE CRHE arpapEe-TEXHOTOTETeck S TexemEyM MusoSpazosamin Uyveamn:)
OTISTSHES MESEHOTD NPCHIEOICTER B CTPOHTEIRCTER

3ABETVIOIINI OTIETEHHEM

PACTIOPAAEHHE

Iuepnisck

Pucynox A.6 - O6pa3ern 6;1aHKa KOHKPETHOTO BHJIa JOKYMEHTA
(pacmiopsikeHUEe PYKOBOJIUTENSI CTPYKTYPHOTO TIOIpa3ICTICHUS )

Memotpasoeass Uysanmm

TOCYAApCTEEHEOS AFTOHOMEOS IpodeccHOHATEHOS 00pAs0BATETBHOS YIPeHISHHE
Uyeamcrol PecmyGames « [ [HERTRCEIE arpapHO-TEXHOTOIHYSCEM TeXHMEY M
MusmcTepcTEa 00pasoEaHEA H MO0 TesH0H moxnTHEs Uysameroit Pecmy G
(LIERTECEIA arpapHO-TeXHOIOTHEeckHE TexHuEyM Mirnodpasosasmm Jysanmnmn)

IMPOTOKO.I

LIHEHIECK

Pucynox A.7 - O0pa3zen 6;1aHKa KOHKPETHOTO BH/1a JTOKYMEHTA (IIPOTOKOI)

Memodpasosast Uy Eameer

ToCyAapCTESHHO: AETOHOMEDS MpodeccHOHATERO: 00pas0EATeIEH & VUp ST e
Uyeamcroil Pecmyamss «[HERTECEIET aIpapHO-TeXHOTOTENE CREE TeXHHEY MY
MrmeTepeTea 00pasoBaHIA H MOJIOJeRHOH NOIHTHEN Yysamcrof Pecmy Omess
(LIererrTecramt arpapHo-TeXHOTOELCEIE TexXmeyM Munodpasosama Uysanmo)

AKT

ITHERIECK

Pucynok A.8 - O0pasen 6;1aHKa KOHKPETHOTO BHIa JOKYMEHTA (aKT)
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CxeMbl pacronoxKeHs] peKBU3UTOB JOKYMEHTOB

[Tpunoxenue b
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Pucynok b.1 - PacnionoxeHnne pekBU3UTOB M I'paHUIIBI 30H Ha (popmaTte A4 yrioBoro GiaHka
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Pucynox b.2 - Pacnonoxxenue peKBU3UTOB M TPaHUIIBI 30H Ha opMate A4 TIpOo0JILHOTO O1aHKa
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IIpunoxenue B

O06pa3ipl opopmITeHUs OTJEIBHBIX BUIOB JJOKYMEHTOB
[{rBHIIBCKOTO arpapHO-TEXHOJIOTMYECKOT0 TeXHUKyMa MuHoOpa3zoBanust UyBammu

Mersodpazosamms Uyeanmm YTBEPAIARK)

rocyIapCTEeHHOS AFTOHOMHEOS Mpode cooMaTE D Tupexmop Iusutscxozo  azpapHo-

ofpasoBaTeIE O VUpeEenHn: Uysameroi
MexXHoIosHecKoso MeXHIKYMA

Pecrryoames « [ JHERIBCEIET aTpapHo-
TeXHOTOTHYSCEHHA TeXHHEYM» MumcTepeTea Miunobpazosanis Qsauin
0OPAZ0EAHIA M MOTOTeHH0H MOTHTHEH
O S — Hodnucw H.0. @Pavicniea

(LTFERTECEN TP APHO-TeXHOTOTHE e CRIE Hama
TexurEyM MusnoOpazoeasms Uysanmn)

IIOJIOXEHHE
Ne

Huennrck

00 OTHeme KaJpOROIO H
OOKVMEHTAIHOHHOTO 00eCIeSeHn S

1. OBIITUE ITOMOXEHM A

1.1. Otgen xagpoEoro H SOKVMEHTAHOHHOTO oOecmedenns (ganee - OKJ0) semaerca
CAMOCTOATENEHEIM CIPYVETYVPHEBIM IogpazaeneHueM [[HEHIRCKOro arpapHO-TEeXHOIOTHIECKOIo
TexHukyMa Munobpazoeanna Uysammm

1.2, OKJJO gosrmaendeT HAYATRHHE H HENOCPEICTECHHO NOTIHHASTCH IHPEKTODPY
IIuenmscEoro arpapHO-TEXHOMOTHIECKOr0 TexHuEVMa Munodpazopanna Uveammm.

1.3, Hagamemux OKJJ0 masHagaeTcd Ha OO/CKHOCTE H OCEODOMIAeTCH OT OOJCKHOCTH
npHKazaM#e qupekTopa [[HEHARCKOT O arpapHo-TeXHOMOTHIecKoTo TexuukyMa Munobdpazoranna
Uveanmii B COOTEETCTEHH C 33KMEOSEHHEIM TPYI0ERIM JOTOEOPOM.

1.4 OK0O cocToHT H3 CHeIVIOIIHY CTPVETVPHEIX IOSPasIcIeH . ..

Pucynox B.1 — O6pazern; JIHA Ha npumepe MOI0KEHUS O CTPYKTYPHOM IO/Ipa3AeIeHUN
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Memoopazoearms Yveamem

TOCYIEPCTESHEOS SETOHOMEOS MpodeccHoHATEHO 2 00Da30EATENEROS VD SE I2HIE
Yveameroi Peemyonues «] [Hemnecreil aTpapHO-TEXHO TOT HYSCERE TEXHEEY LM
WeEmeTepoTEs 0OpPAZ0EANME B MOI0ISKEOH I0THTHEN UvEsmeEoH Pecmvommen
(LlmEsnecEmnl arpapHEo-TEXHOTOT T ecEmn Taxmeyy Mo opazoearmes Yveamens)

IIPHEA3

28.11.2018 Ne 385-01
IeEHTECK

O cOZIaEAH 3ECIEPTHOR KOMHCCHH

B menmi vIyMIneHHA OPTaHHZAINHHE JeI0NPOHIEOCTEA H APXHEHOTO XPaHEHHA
IOEVMEHTOE, 00pazVIOIHYCA B IeATeTEHOCTE [ [HERIECKOTO aTpapHo-TEXHOI0T HEECHOT0
TexHEEYMA MBEROOpazoEaEHa UYEAIIHE, IPOESTeHHA PaboTE IO ONpeIeIcHHID CPOKOE
XpaHeHHA H 0TOOPY JOKYMEHTOE HA APXHEHOS XPaHeHHS, H VEHYTORCHIE TOKYMEHTOE ©
HCTSKITHM CPOEOM XpaHeHHd

NPHEAZIEHEE 4K

1. Cozgate SKECOEPTHYIO KOMHCCHED B COCTAES:
OpencedaTene — 2aMeCcTHISNE JHPEKTOpa OO VueDHO-MeToJHYecKOoH pabote
Tavmma H.O.
CeKpeTaps — JeloNpoH2E0IRTeE Panmmaa H.O
SIEHEL
— HAYAMEHHE OTJ8Td KaOpoEOT0 H JOKVMEHTAUHOHHOTO ODSCHeHusHHA
$anvmrmag H.O ;
— raaeHedE Ovxrarrep Pavmmaa H.O.;
— ZIEEOVICIOHE OTOENEHHEM CEIBCKOTO XO0ZAHCIEA H AETOMODHIEHOIO
Tparcnopra favmmaa .0,
2. HawamenHKY 0TI871a KATpOEOTO H JOKYMEHTANHOHHOTO obecedeHHT Tanmms
H.O. pazpadoTaTs MON0EEHES 00 3KCIEPTHOR KOMHCCHE Jo 23,12 2018 1.
3. Apsueapuyey $avummg H O, cocTaEHTE N71aH padoTe SKCIEPTHOH KOMHCCHH
Ha 2019 rog oo 25.12.2018 .
4. KoHTpoIE 332 HCIOMHEHHSM IPHEA?3 OCTAEITO 22 Co00H.

JuperTop TlommecE H.O. $anmmaa

Pucynok B.2 — O6pazen odopmieHus mprukasza
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Musodpasoeasns Uyeanmm

roCyJapCTEEHHD S AETOHOMHOE HpodeccHOHATRHOS 00pas0EATeIBHO S VUPEH T eHHe
Uyeameroil Pecmrydmrrm «LIHERTECEIE arpapHOo-TeXHOMOTHYE CERE TEXHIEY I
MrscTepeTea 00pas0EaHMA H MOT0ILEH0H DToaHTHEN Yyeamcsol Pecoybarsm
(LIMEMTECEIE arpapHO-TeXHOTOTHE e CEHE TexHreyM Murotpazorama Uyeannn:)

THPEKTOP

PACTIOPEKEHHWE

26112018 Ne 35
IIHBHIECK

O moAroToBKe mpeaIo&keHHH
K [1aHy 3aKynoK Ha 2019 1.

B cea3u ¢ popmuposaHreM [1naHa sakynok Ha 2019 roxa:

1. PykoBOZHMTENSM CIPYETYPHBIX Noapasdenenuil (Pamming MO, Pamuing
HO., Pamumua H.O., Pavmuiag H.O)) moAroToBHTE H OpelcTaBHTER 3aMeCTHISIO
rnagHoro oOyxrantepa Pammnug M.O. npeano:xkeHHd K IMIaHY 3aKynok Ha 2019 rox s
cpok o 22.12.2018.

2. 3amecTHTen]:0 [IaBHOTO Oyxrantepa Pammaugs MO, obecrmeuurs
(opMHpOEaHHe NpOeKTa I1aHa 3aKynoK Ha 2019 rox B cpok o 28.12.2018.

3. KoHrpons 3a HCIOOIHEeHHEM pACHOpPSLKSHHS BO3IOKHIP Ha [NIaBHOIO
oyxraarepa Pammrng H.O.

IOINHCE Hammaner, PaMuIng

Pucynox B.3 — O6pasern opopmieHus: pacopsKeHUs
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Mrmodpazosnns Tysannm

TOCYIAPCTESHHOE AETOHOMHD & PO SSlIHOHANEHDS 06023 0ETENEH & VI SEISHTE
Tyzamcxoi Pecryenios «L[HErnscion! arpapEo-Tet 0 I0THY 20300 Tenny i
AGoorcTepoTE: 06D 0EANNE K MOTOISEH0H TOIKTIGH TyEamcni PearyEmox

(I]s=anecIont PP EO-TE KO IO TH st Texinnyy Msnrospasosants Tysannnt)

MPOTOROI

30.08.201%8 Nz B
I s X

E-EEE.]BBHHHEJBI'-EII'B':IEEHCII'-D CoOBETA

IIpsacegarane - Panmaes .0,
Cazpetape - Panmnus H.0.

[IpmcyvreTEoEan: 37 92noEsE (COHCOE MPHIATA2TC)
INOBECTEA JTHA:

1. Hrors vastomo-meTogpmeceof padorerza 201 7-2018 vuedmai rog o 2a139H B8 HOERD
2018-2019 vuaoment rog (Pavmrns 1.0, zamecteren: guperTopa mo ¥ MEP).

2.0 EnOERCESHMH ESHIHISTVD HE CHOSOHATEHEE CTHIOSHINH J08 OpPS8ICTEERTEISH
MOT0JSEH B CTVISHTOE 38 0000V TEOPUSCEVED VeTpaunerrocTE ( Pavmmms MO, zansctRrans

AuperTopa mo ¥ DEECD).

3. PacemoTpeaEms Ip 0T pasmres Mo JepEezarsE [ [HENTECEOT 0 ST DAPHO -TEXHOT OTHISCEOT O
rexmueyMa Memoopazossmrms Yveamemr ga 2018-2023 roges (Pavmemms .0, auperTop)

1. CIIVIIIATI: $anmeaus FL.O. - TercT Jo0Enaga mprnarasTes.
Bonpoc:

Oreet:

BRICT YVTIFTTH:

$avmrnus .0, - xpateas samuce EpcTVIImEHM.
$avmrnus .0, - xpateas samuce EpcTVIImEHM.

FEITITH:
1.1. ..

1.2. ..

2. CIIVIIIATTH: $avmemms 1.0, - Texer goEnass mpunarasTes.
BEICTVIIFIH:

Favmrmus 1O, - EpaTEas zamMHCE ERCTYIINEHES.

PEIITIIIH:

21. ..

e

IIpaaceaaTans IMoamuce H.O. $avmous

Caxpetaps INoamce H.O. Pavmrnms

Pucynok B.4 — O6pa3zen odopmiieHHs MOIHOTO MPOTOKOJIA
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MeEotpasos e UyvE amm

roCyIapCTEEHEOS BETOHOMEOS IpodieccHOEAThECS 00Pas0EATEThHOS VIPEEIEHHS
Uysamero PecnyOmss « [ EEETHCREE ArPapHe-TEREOTOTHISCEEE  TEXEREYMY
MeFmcTepeTEa 00pa30BaHME B MOTOTSERCE DOTHTHEY SyvEamcrol Pecmyfmms

(Il sERETECEId arpapHo-TEXHOIOTEISCERH TexemEyy MiseSpasoearmm Uveamm)

MMPOTOKOJI

Ne 11

[
h
—
[
[
=
—_
[ 2]

[IMEHIECK

JaceJaHHA JTHPeRIH

Ilpencenatems - Panmmma .0
Cexperape - Panvmmaa H.O.

Ilppcyreteoeame: Pavmmua H.O., favmma H.O., amma HO., Pavmma H.O,
Eanvmmra H.O., ©anmmra H.O.

IIpurnamennEie. 2ageqyiolmHil oTdencHEHeM CXHAT Pavmmiz H.O., v.0.pyroRogHTENT
COK "Oxcnmyaramea CXM" Panvmma H.O.

IMOBECTKA JTHA:

1. 00 vreepgsHHH nnaHa pazeHTHAZ CLEK "Srcomvatammpa CXM" (Pamvmmma H.O |
3aMEeCTHTENE: JHpeKTopa mo YIIP).

1. CIIVIITATTH:

Pavmma MO, - o mnase pazeEmEa CLE "3Sxcoovatanmua CXM". Texer goxmama
MIPHIATASTCA.

BBICTVIIILIIH:

3apemyiomuH orgeneHHeM CXEAT Panvmmia H.O. [Ipegmosnn yckopHTE NpoBedeHHE
PEMOHTHEX padoT & madoparopuH CXM H 2aeepmHTE HX K 23 aueapa 2019 roga.

PENTHITH:

1.1. Vreepmute naan pazerTHA CIHK "Ixcnmvatamma CHM".

1.2, 3amectETemo gupexTopa mo AXP ©aummmg H O, zagepiiuTe peMOHTHEIE PA0OTEL B
natopatopeEH CXM x 23 saeapa 2019 roga.

TIpencenarens IMogoHcE H.O. $avmmma
Cexpetaps [Nogmace H.O $avmma

Pucynok B.5 — O6pa3zen odopmiieHUs] KpaTKOTO MPOTOKOJIA
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[ETaTE]
hmmobpazoEsEEs YyE AR - PERTOPY
M-croro ArPapHITD TENHHETY M
TOCYEEPCTESHEDS SETOHOMEDS HpidsccmoHEsTEHDS HETPE!-E}' HO

oOpEOEaTSTERDS VUpTEnsERE TyEamcEed PeorrSmmm
#] THEHTE CFHl arpEpBo-TSNBoIoTHY 20K HE  TSXEHEY A
MemmcTepcTes OOpETOEIENYT B MOTOISEECH DOTHTHER
YyEamoesE PaamyGmmn
{ITHEETE CEEi STpapEe-TEXHOTOT HTE CEEH TaEREY A
MmsobparopaEns TyEATTE)

FOoGmmaimag v, 0. 21, ITmeamsoe,
Uveamcras Peorybmaes, 420000
Tam.: {83545) 2-28-70, daxc (B3545) 2-13-62
e-mail: catt2]@list m; http: /fwww. cattll. o
OFTIO 85860786, OTPH 108213 T000ETE,
HHEEIII 2115804670211 501001

[TowroBEn agpeac

(3]

21

(3]

2018 Mz 01-190333

3
P

oT

0% yuyacTHH E aHKETHPOEAHHH

YVeamaeuem Hean Ocrmossrs!

[Mpegaaraen Bau NpHEATE VHACTHE E AHESTHP OBAHH 00pas0Ea TEIBHEIK OPTa N3 IIFE,
OCYINeCTEIAIIIK I0ATOTOEBKY CHeIHATHCTOE II0 FECHeHEPHEIM CHeUHATEHO CTAM.

AHEETHpOBAHHE NPOEOJWICA HAMH B IeliXx cOopa HAGOpMANHMH 0 TeXHHEYMAX,
EBIITY CEAROUTHX CTISIHATHCTOE He0 DX 0 JMMEIX HaM CTIeTHAIEHOCTH, KOTOPEX B JaIbHeHmeM
MOBEHO OBLT0 OB NPHETEEATE J71A OP 0X 08 JeHHA P OHsE0ICTECHHOH NP AKTHEN H 0TI THeHHIA
INTATA CHEHATHCTOE HA MPeJNpHATHAX 0TPaCTH.

3amoaIHeHHYID AHESTY MpOCHM ERICIATE B HAII aJpec.

[Tprromene: Axxera Ha 2 1.8 1 353

C vBaFeHMeM,
JduperTop IToamce H.O. ®anmana

Pucynox B.6 — O6pazen opopmieHus AeI0BOTO MUChMa
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MegobGpasosamn Uyeanmm

TOCYIEPCTESHECS SETOEOMEOS IpodieccHORATREDS OPRS0BATAIRECS VIDEEISHHS
UygameroE Pecmyfmss « [ EERTHCEIE ATPepEe-TEREOTOTHISCEEE TEREREYMY
MeFmcTepeTea 00pas0BREER B MOTOIMEHCE DHETDH Uysamerol Pecoyimsm
(1T MERTh CEME ATpapHO-TEXHOTOTHIeCH H TexmmiyM Mumofpasosamim UyE )

AKT

15.11.2018 Ne 3
[TeeRIECK

NpoEEePEH TEXHHYECKOT) COCTOHHIA OPITeXHHEH

OcHopagHe:.  mpHEa:  [[HEHIECKOTO — arpapHO-TEXHOJOTHUECKOTO  TEXHHKYMA
Munodpazoeagrd YUyveamme ot 12.11 2018 Ne189 "O mpoeepre TeXHHYECKOTO COCTOAHHA
OPTTEXHHEH, HCIOIEIYEMOH OVXranTepHeR".

CocTaenmeH: HAYATEHHKOM HHGOpMAHOHHO-TEXHHYecKoro oTgena Pammmaa H.O
HAYATEHHKOM  AJMHHHCTIDATHEHO-XO3AHCTEEHHOH caykOe Pammain MO, rnaeHEEmM
oyxrarrepoM Pavmmag H.O.

B xome mMpoESpKH TEXHHYECKOTO COCTOAHHA OPITEXHHKH OVATATTEPHH, IMpPOEEICHHOH
15.11.2018, ycTaHOBISHO ...
[Ipoeeproil MPHIHAHE! HENMPHTOIHEMHE 7T 3KCIUTYATAHH: ...

IMogmmce H.O. anmma
[logmmce H.O. $anmma
IMogmacE H.O. $anmms

Pucynok B.7 — O6pa3zen opopmiieHHs akTa
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OToen KEagpoEOro H JuperTopy

DOKYMEHTAMHOHHOTO 00eCIedeHHA ITueHECKOTO ATPapHO-TEXHOIOTHYSCKOT O
TexHHKYMA Mur0DpazoEaEEd UyEamme
Tanvmmiz H.O.

JORTATHAA 3AITHCRA
10 geradps 2018 1. Ned

00 VECTHYCHEH INTATHOH
HHCIEHHOCTH NOJpazgeneHn

Veagaemen Hua OraecTeo!

B cEf:H cO ZHAUHTSIEHEDM VESIHIEHHEM 00EEMOE 00palaTEEASMOH KOppecIoHICHIHH,
NOCTYHAKMEH B CBA3H ¢ ... Npomy Bac H3BICKAaThE BOSMOKHOCTE VESIHYHTE INTATHYIO
YHCIEHHOCTE 0TJeNa Ha OJHY JODKHOCTE CHeMHATHCTA 2-H KaTeropHH.

C vEaHeHHEM,

S4E. OTIRIOM ITogmecE H.O. $auumag

Pucynoxk B.8 — Ilpumep noknagHo 3anucKu
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Konry: PyKoOBOZHTEITM NOIpazdeleHHH
Ot Pavmmaa H.O., Mexanss
Hata: 17 gexatpa 2018 r.

IMoga4a zaMeoK Ha AaBTOTPAHCIOPT
CIVREEHAA AINMHCKA

B pemm mpoeemmeEHA 3)PeKTHEHOCTH HCNONMBI0BAHHA H COKPAIeHHA TIPOCTOSE
AETOTPAHCTIOPTHEI CPeicTE TEXHHEYMA MNpOMY PYKOBOOHTSTEH DOpasleleHHH MOJABATE
339BKH HA ABTOTPAaHCOOPTHEIE cpeicTea He mozgeEes 1500 =acoe IHA, NpeqmecIEVIOMEro
Moe3JKe.

Mexanug ITogmHCE H.O. $avmmua

Pucynok B.9 — Ilpumep ciy:xe0HOM 3ancKu




[Tpunoxenue I'

IIepedyenn
YTBEPKIAEMBIX JOKYMEHTOB

1. AKTHI (IIPOBEPOK, PEBU3HI; CIMCAHUS; IKCIIEPTU3BL; IUKBUAALIMHA OpraHU3aluil).

2. I'papuxu paboT, OTIYCKOB, CMEHHOCTH.

3. UHCTpYKIIUH, TOTKHOCTHBIE HUHCTPYKIIUH.

4. Knaccudukatopsl HHGOPMAILIUH, TOKYMEHTOB.

5. Meroanueckue peKOMEeHIallui, METOANYECKHUE YKa3aHUsl U METOIHKHU.

6. Homenkiiatrypa fein opranu3aiy.

7. HopMbl 1 HOpMaTHUBBI (BPEMEHH, YUCIEHHOCTH PabOTHHMKOB, pacxojlia ChIpbsi U MaTepHAaJIOB,
ANIEKTPOIHEPIHH).

8. Onucu gen (MOCTOAHHOTO, BpeMEHHBIX (CBbIIE 10 J€T) CPOKOB XpaHEHHS U IO JUYHOMY
COCTaBy).

9. Ilepeuynu (IOKHOCTEH, OpraHu3aIiii, BUI0B HHGOPMAIINH, TOKYMEHTOB).

10. ITonutukwu.

11. TTonoxenus (o moapa3AeICHUsIX, IPEMUPOBAHUH, ATTCCTAIINH ).

12. Iopsanakwu.

13. IIpaBuna.

14. PernameHTHI (B TOM YHCIE PETTIaMEHTHI OM3HEC-TIPOIIECCOB).

15. CranmapTsl OpraHu3anui.

16. YcraBbl.

17. YaudunupoBanubie GOpMBbI JOKYMEHTOB.

18. IlITaTHOE pacniucaHue.
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[Tpunoxenune /|
IIepeuyenn
JIOKYMEHTOB, 3aBEPSIEMBIX I€YaThIO0 OPTaHU3AINH

1. ApxuBHas cupaBka.

2. AkThl (mIpueMa 3aKOHYCHHBIX CTPOUTEIHLCTBOM OOBEKTOB, OOOpPYIOBaHUS, BBITIOJHEHHBIX
paboT, criMcaHus, SKCTIIEPTU3HI).

3. Konun u BBITUCKY U3 JJOKYMEHTOB, BbIIABAEMbIX JJIsl IPECTABICHUS B JPyTUe OpraHu3aIiu.

4. OOpa3mpl OTTUCKOB TIeyaTed W TMOAMHCEH paOOTHUKOB, WMEIOIIMX IPaBO COBEPIIATH
(UHAHCOBO-XO03SIIICTBEHHbIE ONEPALIUU.

5. Tlopyuenust (OroaKeTHBIE, OAHKOBCKHE, NEHCHOHHBIC, IJIATeKHbIE, NHKACCOBbIC B OaHK Ha
MOJIy4E€HUE MHBATIOTHI CO CYETOB, IIEPEBOJI BATIOTHI).

6. IlpencraBnenus u XxoaaraiicTa (0 HarpaXI€HUU TOCYIaPCTBEHHBIMU HarpaJiaMu U IPEMUSMH).

7. PeecTpbl (4eKOB, IOPYUYCHUH, IPEICTABIIEMBIX B OaHK).

8. CrpaBku (0 1oxofax (hU3MUECKUX JIMII, O BHIIJIATE CTPAXOBBIX CyMM, O 0allaHCOBOM CTOMMOCTHU
OCHOBHBIX (OHJIOB, MO MEPCOHUDUIUPOBAHHOMY YyUeTy, OQOPMIICHHIO CTPAXOBBIX CBHUAETEIBLCTB, IO
3arnpocamM OpraHu3alui, Mo J0KyMeHTaM, IPEeIOCTABISIEMbIM B CYJ, — 10 HEOOXOIUMOCTH).

9. YocToBepeHus paOOTHUKOB.
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[Ipunoxenue E

IIepedyenn
HEPErUCTPUPYEMBIX BXOASIINX JOKYMEHTOB'

1. AHKeTHI (pe3toMe), HalpaBIIIeMbIe B LIETSAX TPYAOYCTPOUCTBA.

2. byxranrepckue TOKyMEHTHI (OyXrajaTepckas OTUETHOCTb, cueTa, cueTa-(haKkTypbl, aKThl CBEPKH
B3alMOPaCUeTOB, aKThl IPUEMKH-TIEPEIadyll OCHOBHBIX CPEJCTB, TOBAPHBIC HAKIIATHBIE).

3. 'OCTsbl, TexHHUYECKUE PErJIaMEHThbI, PYKOBOASIINE U JAPYTUE TOKYMEHTHI MO TEXHUYECKOMY
PEryJaupoBaHMIO U CTaHJAPTU3ALIUH.

4. I'pacduxu, HapsABI, 3aBKH, pa3HAPSIIKH.

5. JlokyMeHTBI (IIPOEKTHI JOKYMEHTOB), TPEOYIOIIHNE MOAMUCAHUS (COTTIACOBAHMUSI, YTBEPKICHUS )
Y TIOCTIEIYIOIIETO BO3BpaTa.

6. KonkypcHast JOKyMeHTaIus.

7. HaydyHO-TeXxHHUYECKas U MPOEKTHAs TOKYMEHTAIIHS.

8. Koppecnonaennus, aagpecoBanHas padOTHUKAM OpTaHU3aluu ¢ momeTkou "JInano".

9. Ileuarnble u3maHus (KHWUTH, KYypHalbl, Ta3€Thl), KaTaJlOTd, TEXHUYECKas JuUTepaTypa,
TEMaTUYECKHE U CIICIUAIbHBIE COOPHUKH, TTAKATHI.

10. Tlo3mpaBuTenbHBIE TUCHMA M TelErpaMMBI, OJaroJapcTBEHHBIE MUChMA M TelErPaMMBI,
MIPUTIACUTEIbHBIC OUIICTHI.

11. IIpeiickypaHThI.

12. IlpurnacurenbHbIe OUIETHI, MPUTIIAIICHHUS.

13. IIporpammsel KOH(pEPEHITUH, COBEIIIAHMIA.

14. Pexstamable MaTepuaibl (MUCbMa, JTUCTOBKH, TPOCIIEKTHI, OYKIIETHI).

15. YueOHble mIaHbl, IPOrpaMMBbI.

16. ®opmbl 1 Gi1aHKH, B TOM YHciie POPMBI CTATUCTUYECKON U MHOW OTYETHOCTH.

' Ec/in yka3aHHbIE TOKYMEHTHI IOCTYIIATH C CONPOBOIMTEbHBIM ITHCHMOM, MHChMa PETHCTPHPYIOTCS B TIOPSIIKE,
YCTaHOBJIEHHOM HacTosieit MHCTpyKInen.



PErucCTpav BXOAAINUX JOKYMCHTOB
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Kypnan

[Tpunoxenue K

Ne i/t

Jara

Anpecat

Kpatkoe conepxanue
JOKyMEHTa

Ucnomnurens

TToamuce
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Kypnan

perucTpanu UCXOAAIINX JOKYMCHTOB

[Tpunoxenue 3

Ne i/

Jara

Anpecar

Kpatkoe conepxanue
JOKyMEHTa

Ucnomnurenn




[TponymepoBaHo, NMpoLIHYpOBaHO U
CKpEeIUIEHO  repOoBOM  medyarhbio

i g



