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1. O01mue mos10KeHus

1.1. HWHcTpykuuss 1o JAENONPOU3BOACTBY B MyHHIMIAIbHOM
OIO/PKETHOM JOIIKOJIBHOM 00pa3oBaTEIbHOM yupexaeHUH «JleTckuii can
Ne 1 «Pomamka» c.n. Hagrepeunenckoe HanrepedHoro MyHUIIUIIATBHOTO
paiiona» (nanee — MucTpykims) paspaboTaHa B COOTBETCTBHH C:

[TocranoBnennem IIpaButenscTBa YeueHckodt PecnyOmuku ot
10.12.2018 Ne 258 «O mepax 1o obecrieueHuo ISUCTBUS CIUHBIX ITPaBUJI B
JIETIOTIPOU3BOICTBE Ha TeppuTopun YeueHckon PecryOmmku»;,

[IpumepHOU UHCTPYKLIMEN 10 JEIIONIPOU3BOACTBY B
rOCyJ1apCTBEHHBIX OpraHu3alusx, YTBEPKICHHON MpUKa30M
®denepanbHOro apxuBHOTO areHTcTBa oT 11.04.2018 Ne 44;

I'OCT P 7.0.97-2016 «Cucrema crtaHmapToB IO HWH(MOpMaIuH,
OMOJIMOTEUHOMY u U31aTEIbCKOMY Jeny. OpraHn3anmoHHO-
pacniopsiidTenbHas — JIOKyMeHTauus. TpeOoBaHuSt K OQOpPMIICHUIO
nokymentoB» (gamee — 'OCT P 7.0.97-2016);

[IpaBuiiamMu opraHu3zaluy XpaHEHUs, KOMIUIEKTOBAaHUS, y4yeTa M
UCIIOJIb30BaHUs JTOKYMEHTOB ApxuBHoro (onna Poccuiickoit deneparuu
U JPYTUX apXWBHBIX JIOKYMEHTOB B OpraHax rOCyJapCTBEHHOM BIIACTH,
OpraHax MECTHOTO CaMOYIIPABIICHHS W OpraHU3alUsAX, yTBEPKICHHBIMU
npukazoM MuHncrepcTBa  KyaeTypsl Poccmiickon  @enepauum  OT
31.03.2015 Ne 526 (manee — [IpaBumna);

cratbeil 12 3akona Yeuenckoit PecyOmuku ot 25.04.2007 Ne 16-P3
«O s3bikax B Yeuenckoi PecnyOnuke» (manee — 3akon UP ot 25.04.2007
Ne 16-P3), a Takke B COOTBETCTBHH C 3aKOHOAATEIHCTBOM PocCCHICKOI
Oeneparun B chepe uHOpMaLMM, TOKYMEHTAIMU, apXUBHOIO JIefa,
HaIIMOHAJIBHBIMU CTaHAapTaMu B cpepe yrpaBJIeHUS] JOKYMEHTaAMH.

1.2 Hacrosmas ~ WucTpykiust ~ pa3zpaborana B IHETAX
COBEPILIEHCTBOBAHUSI JICJIOMPOU3BOACTBA U TOBBIMIEHUS 3I(P(HEKTUBHOCTH
paboThl C JMOKyMEHTaMU MyTeM pEerIaMEeHTAIlMM Ha €IWHON MpaBOBOW U
METOJUYECKOW OCHOBE TMPaBWJI MOJTOTOBKH JOKYMEHTOB, TEXHOJOTHM
paboOThl ¢ HUMH, OpPraHU3alMU WX TEKYIIEro XPaHEHWUs W TOJATOTOBKHU K
nepegadye B apXuB  MYHUIMNAIBHOTO  OIOKETHOTO  JIOIIKOJIBHOTO
oOpazoBatenbHOro yupexjaeHuss «Jlerckuit cag Ne 1 «Pomamka» c.o.
Hanrepeunenckoe HanarepeyHoro MyHHUIMIAIBHOTO pakioHa» (mamee —
Opranuzarus).

1.3. HCTpyKIIMS yCTaHABIMBAET TPEOOBAHUS K JOKYMEHTUPOBAHUIO
YIIPaBIEHYECKON NIEITEIIbHOCTH M OpraHU3alu pabOThl C TOKYMEHTaMU B
JeNIonpou3BoacTBe Oprann3aium.

1.4. ITonoxeHnust THCTPYKUMH PACIPOCTPAHSIOTCS HA OPTaHU3ALMIO
paboTHhI c OpraHu3aluOHHO-PACIIOPSIAUTEIbHBIMU JTOKyMEHTaMu
HE3aBUCUMO OT BHJIa HOCUTES, BKIIIOYAs MOJATOTOBKY, PETUCTPAIUIO, YUET
U KOHTPOJIb HCIOJHEHHS JIOKYMEHTOB, OpraHU3alMI0 HUX TEKYUIEro
XpaHEeHus, OCYILIECTBIISIEMbIE c MTOMOIUIBIO nH(MOpMAIMOHHO-



KOMMYHUKALIMOHHBIX TEXHOJIOTHA.

1.5. OcobenHoctu opraHuzanuu pabOTBl €  JOKYMEHTaMH,
coJepKalMMi MH(OPMaLMI0 OTPaHMUYEHHOr0 J0ocTyna (KOMMEPUYECKYIO
TallHy, [EpPCOHAJbHbIE JaHHbBIE W  HMHYI  KOH(PHUACHUUAIbHYIO
UHPOpPMALIMIO), PETYJIUPYIOTCd OTHEJIbHBIMU HOPMATHUBHBIMU AKTaMH,
yTBepKAaeMbIMH 3aBeytomuM Opranuszanuu (nanee — PykoBonuTens).

1.6. Opranusanus, BEJICHUE " COBEPILIEHCTBOBAHUE
JEJIONPOU3BOJCTBA HAa OCHOBE €IAWHOW IIOJIMTHUKKM W  IPUHLUIIOB,
NPUMEHEHHE COBPEMEHHBIX HH(OPMAIMOHHBIX TEXHOJIOTUH B pabore ¢
JOKYMEHTaMH, METOJMYECKOE PYKOBOACTBO M KOHTPOJIb COOJIOACHUS
nopsika padboTel ¢ JoKkymeHTamu B OpraHuzanuy Bo3jaraerca Ha
JEJONPONU3BOAUTENS — JOJDKHOCTHOE JIMIIO, OTBETCTBEHHOE 3a BEICHHE
JIeITOTPOU3BOICTBA (1anee — [leonpon3BOIUTENb).

1.7. HenonpousBogutens OpraHu3aluu J€UCTBYET Ha OCHOBaHUH
JOJDKHOCTHOW MHCTPYKLMH, YTBEpKaaeMoil PykoBogurenem Opranusanuu
Y OIIpENENSIONIeH ero 3a1a4u U (PyHKINHU, IPaBa U OTBETCTBEHHOCTb.

1.8. JlomxHOCTHBIE O00SI3aHHOCTH, @IpaBa M OTBETCTBEHHOCTH
Jlenonpou3BoAuTenss W HUHBIX  paOOTHUKOB, OTBETCTBEHHBIX  3a
OpraHu3aluio paboThl C JOKYMEHTaMH, ONPEAENIAIOTCS UX JOJHKHOCTHBIMU
UHCTPYKLUSMHU.

1.9. Ha nmepuon otiycka, KOMaHAMUPOBKH, OOJIE3HH WM B CIIy4yae
yBosibHeHUs JlenonpousBoautenp OpraHu3zalud WM WHOM pPaOOTHUK,
OTBETCTBEHHBII 3a OpraHu3aluio padoThl C JIOKYMEHTaMH, OOs3aHbI
nepefarb BCE HAXOJMUIMECS Ha UCIHOJHEHHH JIOKYMEHTBI JIpYyroMy
pabOTHUKY 10 yKa3aHu0 PykoBoautens OpraHu3aiuu.

I[Ipu cmene [enompousBoguTenss WM  HMHOTO  pabOTHUKA,
OTBETCTBEHHOT'O 32 OpPraHU3alUi0 padOThl C JOKYMEHTaMH, COCTaBIIAETCS
aKT IIpUeMa-TIepe1adl JOKYMEHTOB U JIelL.

1.10. Copnepkanue CIayKeOHBIX JOKYMEHTOB HE  IOJJICKHUT
pasriamienuro. BzaumopeiicTBue co cpeacTBaMu MaccoBOUM MH(opmaluy,
nepefaya MM Kakoh-mnOo MH(oOpMalMM MM JOKYMEHTOB M HMX KOMHH
JIOIYCKAaEeTCsl TOJIbKO € paspemeHuss PykoBoaurens OpraHuzauuy WU
WHOTO YIIOJTHOMOYEHHOTO UM JIOJDKHOCTHOTO JIMIIA.

PaboTHukH Opranuzanuun HECYT TUCLUILIMHAPHYIO,
aIMUHUCTPATUBHYI0 ¥ HWHYIO, YCTAaHOBJICHHYIO 3aKOHOJATEIbCTBOM
Poccuiickoii @eneparuu (cratbu 192, 193 TK PO; nyukTsl 2; 15.11cTarbu
13.25 KoAlIl P®; cratest 7 ®@enepanbHoro 3akoHa ot 06.12.2011 Ne 402-
@3 «O OyxrajarepckoM ydeTe»), OTBETCTBEHHOCTb 3a HApYIIEHHE CPOKOB
XpaHEHHs] JOKYMEHTOB, yTpaTy M HECAHKI[MOHMPOBAHHOE YHUYTOXEHUE
CIIyK€OHBIX JJOKYMEHTOB.

1.11. Tlpu yrtpare nmokyMeHTOB pabotHuku OpraHuzanuu
UHOPMHUPYIOT  CBOETO  HEMOCPEJICTBEHHOTO  PYKOBOIUTENS  W/WIH
Henonpoussoautens OpraHusainuu, IOCIE YEro OPraHU3yeTCs PO3BICK
JIOKYMEHTOB.
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Ecnu po3bICK TOKYMEHTOB HE JA€T pe3yjbTaTa COCTABIISIETCS AKT, B
KOTOPOM YKa3bIBAIOTCS JIaHHbIE YTPAYEHHOTO JIOKYMEHTa, a TaKxke
00CTOSITENBCTBA, MPU KOTOPHIX TMPOM30OLUIA yTpaTa, IIOCIE YEero
MPEANPUHUMAIOTCS MEPHI 110 3aMENICHUIO JaHHOTO JOKYMEHTA 3aBEPEHHOM
KOIuen JOKYMEHTa.

1.12. HHCTpyKmMa 10 JeNOonpou3BOACTBY B  OpraHuzanuu
yTBepkaerca PykoBogutenem Opranuzaiui.

1.13. IIpaBuna paboThl C JOKYMEHTAMH B CHCTEME 3JICKTPOHHOTO
nokymeHTtooobopota  Oprammzamuu  (mamee — CBOJI) w  wHBIX
UH(POPMAIIMOHHBIX CHCTEMaX, B KOTOPBIX OCYIIECTBIIACTCS CO3JaHHE
(BKJIFOUEHUE) ¢ XpaHEHUE JOKYMEHTOB, HE JIOJDKHBI BXOAUTH B
IPOTUBOPEYHE C MOJOKEHUAMH Hactosimer NHcTpykuuu (31ech U anee —
B ciiydae ucnoiib3oBaHusi COJ] 1 MHBIX MHPOPMALMOHHBIX CHCTEM W/WUIU
JalbHEHIIIe HEOOXOIMMOCTH X UCIIOJIH30BAHMUS).

I1. JokymMeHTHpOBaHUE YIIPABJICHYCCKOM AeSITEJIbHOCTH

2.1. B cooTBeTCTBUM € 3aKOHOJATEILCTBOM Poccuiickoit denepanuu
n Yeuenckoir PecrmyOiauku, JOKadbHBIMA HOPMATHBHBIMH aKTaMH B

Oprannszanuu U3J1aF0TCs OpraHU3alHOHHO-PACIIOPSAUTEIBHBIE
JIOKYMEHTBHI.
2.2. Opranu3almoHHO-pacOPAIUTEIbHbBIC JTOKYMEHTBHI,

co3/laBaeMble B AesTenbHOCTH OpraHu3aiuu, JOJLKHBI ObITh O(OPMIICHBI
10 IIpaBUJIaM, YCTAHOBJIEHHBIM HacTosAler MHCTpyKIne.

Baocute  kakue-nuOO  WCHpaBieHUs WM J00aBJeHUS B
noANucaHHbIe (YTBEPKACHHBIE) TOKYMEHTHI HE Oy CKAETCS.

2.3. OcobenHoctu odopMiIeHUS JTOKYMEHTOB, CO37aBacMbIX B
CTPYKTYPHBIX TIOJIpa3fieieHusIX (OTAeIbHBIMU paboTHHKamMK) OpraHu3aiuu
U OTpaXKaWIUX CcHenuuKy uX JeATeTbHOCTH, a TaKXke MpaBuia
opraHu3anuud paboThl ¢ JAHHBIMU JOKYMEHTaMH MOTYT yCTaHAaBIMBATHCS
OTJIEJIbHBIMH JIOKAJTLHBIMU HOPMATUBHBIMU akTamMu OpraHu3aiui.

2.4. Coznmanne AokymMeHTOB B  OpraHuzanud B Clydae
ucrionibzoBanuss  COJl, B  wmensx  moBblmieHUS 3P HEKTUBHOCTH
ucnois3oBanus COJ[, ocyliecTBIsieTCS € MCIOJIb30BaHHEM I11a0JIOHOB
0JIAaHKOB JJOKYMEHTOB U 111a0JIOHOB JJOKYMEHTOB.

OJIEKTPOHHBIC MIA0JOHBI OJAaHKOB JIOKYMEHTOB JIOJKHBI OBITh
UJIEHTUYHBI OJIaHKaM IOKYMEHTOB Ha OyMa>kHOM HOCHTEE.

2.5. Jnsa co3gaHus JOKYMEHTOB, OTpa)aroluxX CHerupuKy
NEATEeIbHOCTH ToApa3iesieHuil (OTAEIbHBIX paboTHUKOB) Opranu3aiuu, u
yIpaBJIeHUs] JaHHBIMU JIOKYMEHTaMU MOTYT HCIOJIb30BaThCA JPYTHE
UH()OPMAITMOHHBIC CHCTEMBI.

2.6. Jlokymentsl Opranuzanuu oGOpPMIISIOTCS Ha OJaHKax WIN
CTaHJApPTHBIX JUCTax Oymaru gopmara A4.

2.7. Inst u3roToBIEHUS TOKYMEHTOB B OpraHu3aluu UCTIOIb3YIOTCS:



o0IIMH ONaHK;

OJIaHK TpHKa3a;

OJlaHK THUChMa JUIsl BEACHHUS TEPENUCKM C OpraHu3alMsIMU U
rpakJlaHaMH, HaXOIsIUMUCS Ha Tepputopur Poccuiickont Denepanui.

[To pemenuro PykoBoaurens B OpraHu3anuy MOTYT UCIIOIb30BAThCS
npyrue OjaHku: OJIaHK TPOTOKoJia, OjaHK muchMa PykoBoautens, OjaHK
CIIPaBKH U Jp.

Jist obopmiteHUs pe30ionuil Ha ToKyMeHTe B OpraHu3aiii MOryT
UCIIOJIb30BaThHCS OJTAHKU PE3O0ITIOLUH.

2.8. Ilpn u3ganum JOKYMEHTOB Ha CTaHJAPTHBIX JINCTax OyMaru Ha
HUX BOCIIPOM3BOMASTCS PEKBU3HUTHI, HEOOXOAUMBIC JUIsI JOKYMEHTOB
KOHKPETHOTO BHJIa WJIK PA3HOBUIHOCTH.

2.9. TIpoektupoBanne OJAHKOB JOKYMEHTOB OCYINECTBIIACTCS B
cootBetcTBum ¢ [OCT P 7.0.97-2016.

2.10. B cootBerctBUu co ctatheil 12 3akona YP ot 25.04.2007 Ne
16-P3 u nmynkrom 6.8 'OCT P 7.0.97-2016 B Opranuzaiuu Ucroiab3yoTcs
OJIaHKM Ha PYCCKOM M YEYEHCKOM S3bIKaX: YIJIOBbIE (PEKBU3UTHI OJaHKa
pacrojaratoTcsi Ha OJIHOM YPOBHE: Ha PYCCKOM SI3bIKE — CIIeBa, Ha
YEUEHCKOM — CIpaBa) WM MPOJOJbHbIE (PEKBU3UTHI OJIaHKa HA PYCCKOM
S3BIKE — CBEPXY, PEKBU3UTHI OJIJaHKA Ha YEYEHCKOM SI3BIKE — HUXKE).

2.11. bnankn pokymeHToB OpraHu3aldd  HM3rOTaBIMBAKOTCSA
TUnorpackuM crnocodoM, CpencTBaMu OINEpPaTUBHON monurpaduu Wiu
KOMIIBIOTEPHOU TEXHHUKHU.

2.12. JIoKyMEeHTBbl M3rOTaBIMBAIOTCA HAa OyMa)XHOM HOCHUTEJNE U B
dbopMe SIEKTPOHHBIX JOKYMEHTOB C COOJIOJIEHUEM YCTaHOBJICHHBIX
npaBus 0hOpMIIEHUS TOKYMEHTOB.

2.13. JloxkymenTtsl Opranuzanuu, opopMeHHbIE KaK Ha OJIaHKe, Tak
u 06e3 Hero, JOHKHBI UMETh TOJIsI HE MEHEE:

20 MM — JI€BOE;

10 MM — paBoe;

20 MM — BEpXHee;

20 MM — HIDKHEE.

B coorBerctBuu ¢ nmynkrom 6.1 'OCT P 7.0.97-2016 moxymeHTHI
JTIUTEIbHBIX (CBBINIE 10 JI€T) CPOKOB XpaHEHUS JOJKHBI UMETh JIEBOE T10JIE
He MeHee 30 MM.

2.14. JIokyMeHTBI, N3/1aBa€Mbl€ COBMECTHO OJTHOW WJIM HECKOJIbKUMHU
OpraHu3anusIMu, O(GOpPMIISIOTCS Ha CTaHJAPTHBIX JHUCTax OyMmaru c
BOCIIPOU3BEJICHUEM PEKBU3UTOB BCEX OpraHu3aiuii, y4acTBYIOIIMX B
W3/1aHUU JOKYMEHTA.

2.15. Tlpu NMOATOTOBKE TOKYMEHTOB JOIYCKA€TCsl HCIIOJIb30BaHUE
JUIEBON U OOOpPOTHOM CTOpPOHBI JicTa. [Ipu HBYCTOPOHHEM CO3daHUH
JIOKYMEHTOB IIMPHUHA JIEBOTO TMOJIS HAa JUUEBOW CTOPOHE JIMCTA U MPABOIroO
10JIsI HA 0OOPOTHOM CTOPOHE JINCTA JOJKHBI OBITH PABHBI.

2.16. IIpu cozpanum TOKyMEHTa Ha ABYX M 0o0Jiee CTpaHUIaX BTOPYIO
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U MOCJIENYIOIME CTpaHULbl HyMepytoT. Homepa cTpaHuIl NpOoCTaBisSIOTCS
[0 CEPEANHE BEPXHEro IMoJjs JOKyMeHTa Ha pacctosHuu 10 MM ot
BEPXHETO Kpas JIUCTA.

2.17. [ns W3rOTOBIEHHUS JOKYMEHTOB HCIOJB3YETCA TapHUTYpa
mpudta o BbIOOpY Opranuszanuu, BXOJSIIash B CTaHAAPTHBIA IMaKEeT
OQHUCHOrO MPOrpaMMHOTO OOecredyeHus, UCroiab3yemMoro OpraHuzaruei.
Pasmep mpudra — Ne 12-14 nr (pasmep mpudta (Kerib) usmMepsiercs: B
nyHkTax (point); OAWH MNYyHKT paBeH 1/72 nrovima, wumu 0,376 MM
(cokparnieHue: «pt»).

[Ipu cocraBneHUM TaOJIUIl IOMyCKaeTcs HCIOJIb30BaHUE MIpU(PTOB
MeHbLInX pa3mepoB — Ne 10, 11 or.

2.18. AO3anHblil OTCTYN B TEKCTE JOKYMeHTa — 1,25 cM.

3aroyioBKM pa3feioB M MOAPA3JEIOB IeyaTaloTcs C ab3alHbIM
OTCTYIIOM WJIA LHEHTPUPYIOTCS MO NIUPUHE TEKCTA.

2.19. Tekct nokymeHTa neyaTtaercsa uepe3 1-1,5 MeEXCTpOUYHBIX
uHTepBaia. TeKCT TOKyYMEHTa BEIPABHUBAETCS IO IIMPUHE JIUCTA.

MHoOrocTpouHbsle pPEeKBU3UTHI MedaTaroTcs 4depe3 1 MexcTpouHbIH
WHTEpBaJ, COCTAaBHBIE YacTU  PEKBU3UTOB  MOTYT  Pa3lelsThCs
JOTIOJTHUTENBHBIM HHTEPBAJIOM.

Ecnu nokyMeHT roTOBUTCS AJIs M3JIaHUS C YMEHbIIEHUEM MaciluTaba,
TEKCT MeYaTaeTcs 4yepe3 2 UHTepBaa.

WNurtepBan mexy OykBamMu B ciioBax — OObIYHbIA. MHTEpBan Mexay
cioBamu — 1 nmpober.

CTpokr pEKBU3WTOB BBIPABHUBAIOTCA 110 JIEBOM TpaHULIE 30HBI
pacmoJIOKEHUs] PEKBU3WTAa WM LEHTPYIOTCA OTHOCUTEIBHO CaMoi
JUIMHHOM CTPOKHU.

JInuHa caMOM JUIMHHOM CTPOKM PEKBH3WUTAa IPU  yTIIOBOM
PacroyIOKeHUH PEKBU3UTOB — HE Oosee 7,5 cM.

JlnuHa camMOM JUIMHHOW CTPOKM PEKBU3UTA IMPU IMPOJOIBHOM
PacIIOJI0KEHUH PEKBU3UTOB — HE Oostee 12 cM.

2.20. ormyckaeTcsi BBIACIATh MOMYXUPHBIM MIPUPTOM PEKBU3UTHI
«aJpecaT», «3aroJIOBOK K TEKCTY» WJIM <IOJANKCH», a TAKKE OTIEIbHBIC
dbparMeHTbl TEKCTA.

221. Ilpp  DOATOTOBKE  MHOIOCTPAHMYHBIX  JOKYMEHTOB
oopmIIsieTcst TUTYJIbHBIN JTUCT (MpuJiokeHne Ne 1).

2.22. CocraB pEeKBU3UTOB, MCHOJb3YEeMbIX Uil OGOpMIIECHUS
JIOKYMEHTOB, ONpeAeNsieTcss BUIOM (Pa3HOBUIHOCTBIO) OpraHU3allIOHHO-
pacnopsiIMTENTLHOTO TOKYMEHTA.

2.23. Ilpu noarotoBke AOKyMEHTOB OpraHu3anuu HCHOJb3YHTCA
pekBu3uthl, ycranosieHusie 'OCT P 7.0.97-2016:

04 — xon popmBI TOKyMEHTA;

05 — HauMeHOBaHME OpraHU3alUH - aBTOPa JOKYMEHTA;

06 — HamMeHOBaHHWE CTPYKTYPHOTO TMOpPA3ACICHUS - aBTOpa
JIOKYMEHTA;
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07 — HaMeHOBaHME TOHKHOCTH JIMIIA - aBTOPA JIOKYMEHTA;

08 — cripaBouHBIC TaHHBIE 00 OpPraHU3alINH;

09 — HanmMeHOBaHME BUA IOKYMEHTA;

10 — nara noKyMeHTa;

11 — peructpanliOHHBIN HOMEP TOKYMEHTA;

12 — ccpuUlka Ha PETUCTPALMOHHBIM HOMEp U ATy MOCTYNHBIIETO
JIOKYMEHTA;

13 — mecTo coctaBieHus (M31aHMUS ) JOKYMEHTA;

14 — rpud orpanuyeHHs 1OCTyMa K JOKYMEHTY;

15 — anpecar;

16 — rpud yTBEepKICHUS JOKYMEHTA;

17 — 3aronoBOK K TEKCTY;

18 — TeKCT TOKyMEHTa;

19 — oTMeTKa 0 IPUIIOKECHHH;

20 — rpud coriacoBaHus TOKYMEHTA;

21 — Bu3a;

22 — IIOJNNUCH;

23 — 0OTMETKA 00 AJICKTPOHHOM MOIMKCH;

24 — neyartsh;

25 — oTMeTKa 00 UCIIOJIHUTEIIE;

26 — 0TMETKA O 3aBEPCHHUH KOIUH;

27 — OTMETKA O TIOCTYIIJICHUH JIOKYMEHTA;

28 — pe3oronus;

29 — OTMETKA 0 KOHTPOJIC;

30 — oTMeTKa 0 HampaBJICHUH JTOKYMEHTa B JEJO.

PacmonokeHne w® TpaHWIBI 30H PEKBHU3WTOB Ha  OJaHKax
Opranuzanuu NpuBeICHbI B NpHJIokeHun NeNe 2, 3.

B cootBerctBun nynktom 6.5 TOCT P 7.0.97-2016 pexBusutsi 05,
06, 07, 08, 09, 13, orpanuyuTe/bHBIE OTMETKH 11 pekBu3uToB 10, 11, 12
B TIpeJiesiax TPaHUIl 30H PACIOJIO0KEHUS PEKBU3UTOB Pa3MENIaloTCs OJHUM
U3 CIIOCOOOB:

[IEHTPOBAHHBIM (HA4YaJI0 M KOHEI[ KaKI0H CTPOKU PEKBU3UTOB PABHO
yAaJIeHbI OT TPAHUII 30HBI PACTIONOKEHUS PEKBU3HUTOB);

¢dnaroBeiM (Kakmas CTpOKa PEKBU3UTOB HAYMHACTCS OT JICBOM
T'PaHHUIIBI 30HBI PACITOJIOKEHUS PEKBU3UTOR).

2.23. OOmmii Onank Opranumzanuu  (nmpujioxkenue Ne 4)
UCITOJIB3YETCSl IS M3TOTOBJICHHUS JIFOOBIX BHJIOB JOKYMEHTOB, KPOME
nenoBoro (ciyxeOHoro) mnucbMa. OOmuMii ONaHK B 3aBUCUMOCTH OT
YUPEIUTENBHBIX JOKyMEHTOB OpraHu3aliid M JIOKAJIBHBIX HOPMAaTHBHBIX
aKTOB BKJTFOYACT PEKBU3UTHI:

HanMeHoBaHue OpraHuzaiuu (B COOTBETCTBUU C IyHKTOM 2.10
Nuctpykuum);

OTMETKH JUIsi pa3MENIEHUsT PEKBU3UTOB «JaTa JOKYMEHTay,
«PETUCTPAIMOHHBIN HOMEP JOKYMEHTAY;
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MECTO COCTABJICHHS WJIM U3/1aHUs JOKYMEHTA.
2.24. brnank npuka3a OpraHu3alnyy BKIOYAET PEKBU3UTHI:
HAaUMEHOBaHHWE OpraHu3aluu (B COOTBETCTBUU C MyHKTOM 2.10

HNHcTpykiun),

HAaVMEHOBAHUE BUA TOKYMEHTA,;

MECTO COCTABJICHHS WJIM U3JJaHUSI TOKYMEHTA,

OTMETKM JUIi pasMElICHUs pPEKBU3UTOB «Jara JTOKYMEHTa»,
«PETUCTPALMOHHBIA HOMEP JOKYMEHTa.

2.25. bnank nuceMa Opranu3anuy BKIIOYAET PEKBU3UTHIL:

HAaVMEHOBAHHE OpraHu3aluu (B COOTBETCTBUH € NIyHKTOM 2.10
HNucTpykuun);

CIpaBOYHbIC JaHHBbIE 00 OpraHM3aliy (B COOTBETCTBUU C IMYHKTOM
2.10 UnCcTpyKIIMHM);

OTMETKM I TNPOCTABICHHUS PEKBU3UTOB <«JaTa JOKYMEHTa»,
«PETUCTPALMOHHBIN HOMEP JOKYMEHTa», «CChUJIKAa Ha PErucTPallMOHHBIN
HOMED U JaTy MOCTYNHBIIETO JTOKYMEHTa».

B OnaHk nmuchMa JOKHOCTHOTO JIMIA JTOTIOJHUTENIBHO BKIHOYAETCS
PEKBU3UT «HAaUMEHOBAHME JOJDKHOCTH JUIA@», a B OJaHK NUChbMa
CTPYKTYpHOrO  ToApa3ieneHuss (B TOM 4YHCI€  COBEIIATEIbHOIO,
METOJMYECKOr0, HKCHEPTHOTO WJIM HMHOro opra"a) OpraHuzauud —
HAaMMEHOBAaHUE CTPYKTYPHOrO MOApa3AesieHus (B ciaydae HEOOXOJIUMOCTH
UX JlaJpHenei pa3paboTkn).

2.26. Baytpennue qokymMeHTbl OpraHuzainuu, opopMisieMble HE Ha
OJlaHKe, JIOJDKHBI —CoJiepKaThb COOTBETCTBYIOIIME BHAY JOKYMEHTa
PEKBU3UTHI.

2.29. Ko ¢hopmbl TOKyMEHTa MPOCTABIISAETCS HA YHU(PUUIUPOBAHHBIX
dbopmax  JOKYMEHTOB B  cooTBeTcTBUM Cc  OOImepoccuiickum
kinaccudukatopom  ymnpabieHdeckod — gokymentarmu  (OKVY) wumm
JIOKQJIbHBIM KJIAaCCU(UKATOPOM, PacIoliaraeTcs B MPaBOM BEPXHEM YTy
pabouero moist TOKyMEeHTa, COCTOUT U3 cioB «PopMa 1o (HauMEHOBaHHE
KiaccudukaTopa)» u nuPpoBOro Koja.

2.30. HaumenoBanne Opranuszaiuy Ha OJaHKe JTOKYMEHTa JIOKHO
COOTBETCTBOBATh ~HAMMEHOBAaHUIO FOPUIMYECKOrO0 JIMLA B  YCTaBe
Opranuzanuu. Ha  OmaHkax = JOKYMEHTOB  YKa3bIBaeTCs  MOJIHOE
opuIManbHOE HAMMEHOBAHUE IOPUIMYECKOTO JHIA C YyKa3aHUEM €ro
OpraHU3allMOHHO-TIPaBOBOM (OpMbI, HaJ HauMeHoBaHMeM OpraHuzaluu
yKa3bIBa€TCsl ~ HAaMMEHOBAHUE  BBIIIECTOAIICH  OpraHu3aluM, MO/
HauMeHoBaHueM OpraHuzalud B CKOOKaxX YyKa3bIBaeTCsl COKPAILEHHOE
HauMeHoBaHue OpraiHu3anuu, MpeayCMOTPEHHOE YCTaBOM.

2.31. HaumeHnoBanue CTPYKTYPHOI'O IO pa3ieiIeHUs
(koJIIerHaaIbHOTO, COBEIIATEIFHOTO WM MHOTO OpPraHa) YKa3bIBacTCs B
OnaHKax MuceM M OJaHKaX KOHKPETHBIX BUIOB JIOKYMEHTOB, U31aBa€MbIX
COOTBETCTBYIOIIMMH MOJPA3AEICHUSIMA B COOTBETCTBHUM C JIOKAJIbHBIMH
HOpMaTUBHbIMM  akTtamu  Opranuzaupu. Hax  HanmMeHoBaHHMeM
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CTPYKTYPHOT'O MOJPA3AeICHHs YKa3bIBaeTCsd HauMeHOBaHHe OpraHu3alyi.

2.32. HaumeHOBaHME JOJDKHOCTH JIMIIA MCHOJIb3yeTCs B OJaHKax
IUCEM JOJDKHOCTHBIX JIMII M pacrnojaraercs IoJ HauMEHOBAHHUEM
Opranuzanum.

2.33. CopaBounble JnaHHble 00 OpraHuzalu yKa3bIBalOTCS B
OlaHKax MUCEM M  BKIIOYAIOT: TMOYTOBBIM aapec OpraHuzanuu
(IOMOJTHUTENBPHO MOXET  YyKa3bIBaThCSl aJpeC MeCTa HaXOXKJIEHUS
IOPUIMYECKOTO JINLIA, €CJIM OH HE COBIAJAET C MOYTOBBIM aIPECOM); HOMEP
Tenedona, dakca, aapec IMEKTPOHHOU MOUTHI, CETEBOM aJpec, a TaKXkKe KOJ
opranmzaru 1Mo OOIIepOCCHIICKOMY KJTacCU(PUKATOPY MPEANPHUITHI U
opranuzauuid (OKIIO), OCHOBHON TroCyJapCTBEHHBIM PErHuCTpalMOHHBINA
Homep opranmzauuu (OI'PH) wu  uaeHTHQUKAUMOHHBIH  HOMEp
HAJIOTOIIaTENbIINKA/KOI TMPUYUHBI TMOCTAHOBKM HA HAJOTOBBIM YyYeT
(MHH/KIIIT).

[TouToBBIN afpec yKa3bIBae€TCs B COOTBETCTBUU C MOJAIYHKTaMH B)-3)
nyHkta 22 pasgena |l IlpaBun oka3aHust yciyr MOYTOBOH CBS3H,
YTBEPKACHHBIX  MpPHUKAa30M  MMHHUCTEpPCTBA CBA3M U MAacCOBBIX
koMMmyHuKaiuii Poccuiickoit ®enepanuu ot 31.07.2014 Ne 234 (nanee —
[TpaBmiia oOkazaHUsl yCIyr IIOYTOBOW CBSI3U) B IOCJIENOBATEIBbHOCTH:
Ha3BaHUE YJIMIbI, HOMEpP JOMa; Ha3BaHUE HACEJICHHOI'O IyHKTa; HAa3BaHUE
paiioHa; Ha3BaHHE CYObEKTA; OYTOBBII UHIEKC.

2.34. HamMeHoBaHME BHJA JOKYMEHTa YKa3bIBaeTCA Ha BCEX
JOKYMEHTaX, 3a HCKJIIOUYEHHEM JEJOBBIX  (CIyXKEOHBIX)  MHCEM,
pacnoyiaraeTcsi 1oJ HauMeHoBaHWeM OpraHuzanuu (CTPYKTYpPHOTO
no/ipa3/ieNeHus1, J0HKHOCTH).

2.35. Jlata 1OKYMEHTA JOJKHA COOTBETCTBOBATH JATE IMOJMMUCAHUS
(yTBepxkaeHHUs]) JOKYMEHTa WiM (B TMPOTOKOJAX) Jlare COOBITHA,
3a(pUKCUPOBAHHOTO B JOKYMEHTE.

Jlata [TOKyMEHTa 3alliChIBA€TCA B IOCIIEIOBAaTEIbHOCTH: [IE€Hb
Mecsia, Mecsll, TO OAHUM U3 JIBYX CIIOCOOOB:

apabckumu 1udpamu, pasaesneHabiMu Toukoi: 05.06.2019;

cioBecHO-1MdpoBbIM crocooom: 05 urons 2019 r.

Ha nokymenrtax, odopmiseMmblx Ha OJaHKe, Jgara JIOKyMEHTa
MPOCTABIIAETCS MOJ PEKBU3UTAMH «HAMMEHOBAHHWE BHJla JAOKYMEHTa» (B
OJlaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB) M «CIPABOYHBIE JaHHBIE 00
opraHuzanun» (B 0JIaHKaxX MUCEM).

JlaToii HOKyMEeHTa, W3AaHHOTO COBMECTHO JBYMsI WU Ooliee
opraHu3anusMu (JIOHKHOCTHBIMHU JIMIAMU), SIBJIAETCS JAaTra MOJNUCAHUS
JIOKYMEHTA MOCJIEIHEN CTOPOHOM.

2.36. PerucTtpallMOHHBII HOMEp JOKyMeHTa — UU(POBOM WU
OykBEeHHO-IIM(PPOBOM  UASHTU(DUKATOP JOKYMEHTA, COCTOSIIUN U3
NOPSIKOBOTO ~ HOMEpa  JIOKYMEHTa, KOTOpPbIM, IO  YCMOTPEHHIO
Opranuzanuy, MOXET JAOMOJHATHCA UU(PPOBBIMU WM OYKBEHHBIMHU
KogamMu  (MHIEKCaMHM) B COOTBETCTBUM  C  HCIOJIb3YEMBIMH
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KJIacCU(PUKATOPaMHU.

Ha nokxymeHTe, COCTaBI€HHOM COBMECTHO C OJHOHM U Ooisee
OpraHU3alusIMH, NPOCTABISIIOTCS PETUCTPALMOHHBIE HOMEpa JOKYMEHTA,
IIPUCBOCHHBIC KaXJIOM W3 OpraHu3aunuii. PerucrpanuoHHbIE HOMeEpa
MPOCTABISIIOTCA B TMOPSAKE YKa3aHUs HAUMEHOBAaHUM OpraHU3aluil B
3aroJIOBOYHOM YacTu (mpeaMOylie) AOKYMEHTa U OTACNAIOTCS IPYyr OT
JIpyra KOCOM 4€pTOM.

2.37. CcbUlka Ha PETUCTPALIMOHHBIA HOMEpP M JaTy MOCTYIHMBIIETO
JIOKYMEHTA, COCTOSIIIAs U3 PErUCTPALIMOHHOTO HOMEpA U JaThl BXOMSIIETO
JIOKyMEHTA, Ha KOTOPBIA J1aeTCs OTBET, MPOCTABISAECTCA B BHUJIE OTMETKH
«Ha Ne ... oT ...» B O11aHKe MHCHMA.

B TekcT mucbMa-oTBETa CBEACHHUS O PErHMCTPALlMOHHOM HOMEpE U
JlaTe TMOCTYIHMBILETO MUChbMA HE BKIIFOYAIOTCS.

2.38. Mecto cocraBieHus (W34aHUSA) JTOKYMEHTA YKa3bIBAETCS BO
BCEX JIOKYMEHTaX, KpPOME JI€JOBbIX (CIyXEOHbIX) IMHUCEM, BHYTPEHHHX
MH(POPMAILIMOHHO-CIPABOYHBIX JOKYMEHTOB, a TAK)XKE B ClIydae, €ClId MECTO
HaXOXKJIEHUS OpraHu3alMyd BXOJWT B €€ HAauMEHOBAaHWE, HaIpUMED:
MOCKOBCKMI1 TOPOJCKON YHUBEPCUTET YIIPABJICHMUS.

Mecto cocraBneHuss (M3aHUsl) JOKYMEHTa YKa3blBaeTcs B
COOTBETCTBUM C  IPUHATBIM  AJMUHUCTPATUBHO-TEPPUTOPUATIBHBIM
JIETICHUEM.

2.39. I'pu¢ orpanuueHus AOCTyna K JOKYMEHTY HpPOCTaBIIAETCS B
IIPpaBOM BEpPXHEM YTy IEPBOro JHCTa AOKYMEHTa (MpOEKTa JTOKYMEHTa,
COMPOBOJAUTENILHOIO MHChbMA K JOKYMEHTY) OT TpaHHIbl BEPXHETO MOJIA
Opy HaJUYMM B JOKYMEHTe HWH(MOpManmuu, JOCTYIl K KOTOpOM
OTPAaHWYMBAETCA B COOTBETCTBUM C 3aKOHOJATENBLCTBOM Poccuiickon
denepanum.

Bunet ucnone3yempix B Opranuzanuu rpu@oB OrpaHUYEHUs
JOCTyIla  JIOJDKHBI ~ COOTBETCTBOBATh  3aKOHOJATEIBHBIM W WHBIM
HOPMaTUBHBIM ITPaBOBBIM akTaMm Poccuiickoit deaeparuy u J0JDKHBI OBITh
3aKpeIIeHbl B JIOKAJIbHBIX HOPMATHUBHBIX akTax Opranuzanuu. ['pud
OTFpaHUYEHHUs] JOCTyma K JOKyMeHTy (momerka «Jlinsi cioy»keOHOoro
nonb3oBaHus», rpu¢d «Kommepueckas TaliHa») MOXET JOIMOJHATHCA
HOMEPOM 3K3EeMIUIIpa JOKYMEHTA U IPYTUMHU CBEACHUSIMU B COOTBETCTBUU
C 3aKOHOZATENbCTBOM Poccurickon denepanuu.

B nokymentax — OpraHuzanuu,  COAEpKallluX  CBEJICHUA,
COCTAaBJISIOIIME KOMMEPUYECKYIO TaliHy, B COOTBETCTBUU C DenepabHbIM
3akoHOM OT 29.07.2004 Ne 98-®3 «O kommepdeckod TalHe» Hapsay ¢
rpuoM  yKa3bIBalOTCS  MOJHOE  OQUUMAIBLHOE  HAaWUMEHOBAHHE
IOPUIUYECKOTO JIMIIA, MECTO €r0 HAXOXKICHUSI.

2.40. Anpecar — pEKBU3HT, HCIOJB3yeMbId Mpu OGOPMICHUN
JIETOBBIX (CITyKEOHBIX) THCEM, BHYTPEHHUX UH(POPMAITMOHHO-CIIPABOYHBIX
JIOKYMEHTOB.

AnpecaToM JOKyMEHTa MOET OBITh OpraHu3alus, CTPYKTYpPHOE
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no/ipa3/ieJieHue OpraHu3alud, JOJHKHOCTHOE WK (PU3NYECKOE JIHTIO.

PexkBusut «agpecat» odopmisercs Ha OJaHKE C  YIJIOBBIM
PacCToNIOKEHUEM PEKBH3UTOB — B BEPXHEH MpaBOil 4acTH MOKYMEHTa, Ha
OaHKe C TPOAOJIBHBIM PACIIONIOKEHUEM PEKBH3UTOB — CIIpaBa O]
pexkBm3UTaMH OnaHka (Ha OJlaHKe MHUChMa Ha JIBYX S3bIKax ajpecar
YKa3bIBaCTCs TaK e CIpaBa MoJ| peKBU3UTaMu OsiaHka). CTpOKU pEKBU3UTA
«agpecar» BBIPAaBHHUBAIOTCS 1O JIGBOMY Kpal WU IEHTPYIOTCS
OTHOCHTEIFHO CaMOU JTTMHHON CTPOKH.

[Ipu anmpecoBaHMM JOKYMEHTa PYKOBOJUTENIO (3aMECTHUTEIIO
PYKOBOJIWTENSI) OpraHU3allMM YKa3bIBAIOTCS B JAaTCIIbHOM  IaJIexke
HAaUMEHOBAHUE JOJKHOCTU PYKOBOJUTEINS (3aMECTUTENSI PYKOBOJMUTENS),
BKJIFOYAIOIICE HAMMEHOBAaHUE OpraHu3anud, (HaMuiIni, WHHAIHAIGI
JOJKHOCTHOTO nuiia. Hampumep:

Munuctpy 06pa3oBaHus U HAYKU
Yeuenckoit PecryOmku
®amuinus 1.0.

[Ipu ampecoBaHnM NMUcbMa B OPraHU3AIMIO YKa3bIBAETCS €€ MOJIHOE
WJIU COKpALIEHHOE HAaMMEHOBAHUE B UMEHUTEIIBHOM MAJICKE.

[Ipu agpecoBaHuuM JOKYMEHTa B CTPYKTYpHOE MOApa3eicHue
OpraHM3allid B PEKBHU3UTE «aJpecaT» YKa3bIBAIOTCS B HMEHUTEIHLHOM
najie’ke  HAUMEHOBAaHWE  OpraHW3allMM, HIKE —  HaUMEHOBAaHUE
CTPYKTYpHOT0 nojpasaenenus. Hampumep:

Anvmunuctpanusa Hagrepeunoro
MYHHULIMIAIBHOTO paiioHa
Yeuenckoit PecyOmmku
OOwuuit otaen

I[Ipu  agpecoBaHMH  THMCbMA  PYKOBOJUTENIIO  CTPYKTYPHOIO
MOAPA3JAECICHUS YKa3bIBAIOTCS B MMEHUTEIBHOM IMa/IeK€ HAaUMEHOBAHUE
OpraHu3alliy, HUXKE — B JATEIbHOM Ma/eKe HAUMEHOBAHHUE IOJLKHOCTU
PYKOBOJUTETS, BKJTIOYALOIIICE HAaMMEHOBAHUE CTPYKTYpPHOTO
noApasaeneHus, pamunuio, nauIMaisl. Hanpumep:

Anmunuctpauus Haarepednoro
MYHUIUIIAIBHOTO palioHa
Ueuenckoii Pecriyosnku
HauanbHauky obiiero oraena
dammmsg 1.0.

[lepen ¢amunueit JOMHKHOCTHOTO JIMLA JOMYCKAETCS YHNOTPEOIAThH
COKpalleHue «T-Hy» (FOCHOAMHY), €CIU aJpecaT MYXYUHA, WIH «I-Ke»
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(rocroxe), eciu aJpecar KeHIUHA, HAaIpUMep:
r-ny ®amunus N.0.
r-xe @amunua 1.0.

[Ipu paccelike JOKyMEHTa IpyIe OpraHu3aluii OJJHOTO TUIIA UM B
CTPYKTYpHBIEC TIOJIpa3/IeJICHUs] OJTHOM OpraHu3aliuy, ajgpecaTr yKa3blBaeTcCs
0060611eHH0. Hampumep:

3aBeAYIONIMM JIOIIKOJIBHBIX
00pa30oBaTENbHBIX YUPEKICHUIN
Hanrepeunoro
MYHHIUITAIBHOTO paiioHa

WJIN:

HauansHukam otnenos
agMuHucTpanu Haarepeunoro
MYHUIUTIATLHOTO paiioHa

IIpu paccbulke JOKyMEHTa HE BCEM OpraHu3alusIM  WId
CTPYKTYpPHBIM TOJpa3AefieHUsIM IOJ PEKBU3UTOM «AnpecaT» B CKOOKax
yKa3bIBaeTcs: «(1o crucky)». Hanpumep:

3aBeyIOUINM JIOIKOIbHBIX
00pa3oBaTENbHBIX YUPEKICHUI
(o crucky)

CHHCOK pacChUIKU COCTABIIAECTCS HCTIOTHUTENIEM.

Ecnn nuchbMO HampaBisieTCs B OpraHU3alMi0 WM JTOJKHOCTHOMY
JUIy W JUIsl CBEJICHUS €lle Psiy OpraHu3alui WU JOJDKHOCTHBIX JIUIL,
oO1ee KOJIMYECTBO aJpecaToB HE JOJIKHO OBITh OOJIEe YEThIpeX, IPU ITOM
OCHOBHOW aJjpecar yKa3pIBaeTCs NEPBBIM, cI0BO «Komus» repesn BTOPHIM,
TPETBUM, YETBEPTHIM a/IpecaTaMy HE IeYaTaeTCsl.

B cocTtaB pekBu3uTa «Anpecar» MOKET BXOJIWUTH MOYTOBBIM ajpec.
DNeMEHThl TOYTOBOIO aJpeca YKa3bIBAKOTCS B IOCIENI0BATEIBLHOCTH,
YCTaHOBJICHHOW IMyHKTOM 22 [IpaBui okazaHus yCiIyr IOYTOBOU CBSI3H:

a) A IOPUAMYECKOTO JMI[a — IIOJHOE€ WM COKpAIEHHOE
HaMMEHOBaHWE (MpU HAIMYMM), I TpaxaaHuHa — GaMuiIusa, UM,
OTYECTBO (MOCTEAHEE MPU HATTMUHH );

0) OaHKOBCKME pPEKBU3UTHI  (AJi1  MOYTOBBIX  IIEPEBOJIOB,
HalpaBIsieMbIX  IOPUAMYECKOMY  JIMIYy  WIM  NPUHUMAEMBIX  OT
IOPUIMYECKOTO JIUIA);

B) Ha3BaHME YJIUIbI, HOMEP J0Ma, HOMEP KBAPTUPBI;

I') Ha3BaHWE HACEJIEHHOTO MyHKTa;

1) Ha3BaHUE palioHa;

€) Ha3BaHUE peCIyOJIMKH, Kpas, 00JacTH, aBTOHOMHOTO OKpyra
(o6mactn);

) Ha3BaHMe CTpaHbl (1T  MEXKIYHapOJHBIX  IOYTOBBIX
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OTIIPABJICHUN);

3) IOYTOBBIN MHJICKC.

[TouToBBIiA ampec HE yKa3bIBacTCs B JOKYMEHTaX, HAMPaBISICMBIX B
BBICIIE OpTaHbl BJIACTH, BBIIICCTOSIINE OpPTaHU3alMd W TOCTOSHHBIM
KOppECTIOHJIeHTaM (32 HCKIIIOUEHHWEM HaIpaBJICHUs THCEM YKa3aHHBIM
azpecaTaM B KOHBEpPTaxX ¢ MPO3PavYHbIMU OKHAMH).

[Ipu oTmpaBke MUChMa MO JEKTPOHHOW MOYTE WU (HaKCUMUIBHOU
cBsi3u (0€3 MOCBHUIKM IO TOYTE) MOYTOBBIA ajgpec He ykaswpiBaeTcs. llpu
HEOOXOIMMOCTH MOXKET OBITh YyKa3aH »>JCKTPOHHBIN anpec (HOMEp
tenedona/dakca). Hampumep:

I'AY «HanmeHoBaHue
OpraHu3alum
DIIEKTPOHHBIN asIpec

2.41. I'pud yTBEpk)ACHUS JOKYMEHTA IMPOCTABIISICTCS HAa IOKYMEHTaX
B MPABOM BEpPXHEM YIJIy MEPBOTO JucTa JOKyMeHTa. CTpOKH pPEKBH3UTA
BBIPABHUBAIOTCS T10 JIEBOMY KparO WJIM LEHTPYIOTCS OTHOCHUTEIHLHO CaMOM
JUIMHHOU CTPOKH.

[Ipu yTBepKIeHUH JIOKYMEHTa COOCTBEHHOPYYHOM IOJIUCHIO
JOJDKHOCTHOTO — JiUlla  Tpud  yTBEpXKIEHUS  COCTOMT W3  CJIOBa
«YTBEPXKXIAIO», HauMeHOBaHHS JOJKHOCTH JIMIA, YTBEPIKIAOILIETO
JIOKYMEHT, €ro MOJMHUCH, WHULIHMAIOB, (aMWJIUM U JAThl YTBEPXKICHUS.
Hanpuwmep:

YTBEPXJIAIO

3asenyromuii MBJIOY
«Jlerckmit cag Ne 1 «Pomarka»
c.i. Haprepeunenckoe»
[loanuck N.O. ®amunus
JlaTta

[Ipu yTBEepXKIOECHUM NOKYMEHTA PaCIOPSAIUTENBHBIM JOKYMEHTOM
rpud YTBEPKICHUS COCTOUT u3 CJI0Ba «YTBEPXIEH»
(«YTBEPXJIEHA», «YTBEPXJEHbBI» wumu «YTBEPXJIEHO»),
COIVIACOBAHHOTO C HAMMEHOBAaHMEM BHJA YTBEPKIAEMOI0 JOKYMEHTAa,
Ha3BaHUs BUJIA PACIOPSAIUTEIHHOIO JOKYMEHTAa B TBOPUTEIBLHOM MAJEikKe,
ero aartel, Homepa. Hanpumep:

(Permament) YTBEPX/EH
npukazomM MBJIOY
«Jlerckmit camg Ne 1 «Pomarka»

c.i. Hagrepeunenckoe»
ot 05 depansg 2019 . Ne 12
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WJINA.

(ITpaBuiia) YTBEPXJIEHBI
npukazom MBJIOY
«Jlerckuii camg Ne 1 «Pomarika»
c.i. Hanrepeunenckoe»
ot 05.02.2019 Ne 13
[Ipu yTBep>KIAEHUM JTOKYMEHTa KOJUIETHAIbHBIM, COBEUIATEIbHBIM
WM WHBIM OPTaHOM, PEIICHHsS KOTOPOro (UKCHPYIOTCS B MPOTOKOJIE, B
rpude yTBEpKICHUS yKa3bIBACTCs, HAMMEHOBAHWE OpTaHa, Jara U HOMEp
nmpoTokosna (B ckoOkax). Hampumep:

(ITonoxenune) YTBEPXJIIEHO
Komuccueii ... MB/I0Y
«Jlerckuii cam Ne 1 «Pomarnika»

c.i. Hagrepeunenckoe»
(mporokoi ot 11.01.2019 Ne 1)

2.42. 3arojoBOK K TEKCTYy — KpaTKOE COJIepKaHHhe TOKyMeHTa. Eciu
3aroJIOBOK K TEKCTY OTBEYAET HA BOINPOC «O YEM?», OH HAUYMHAETCA C
npemiora «O» («O6»). Eciam 3aroyioBok K TEKCTy OTBEYaeT Ha BOIPOC
«4ero?», OH COCTaBJISET OJHO IIE€JI0€ C Ha3BaHUEM BHUAA JOKYMEHTA.
Hanpumep:

npukas (0 4éM?) 0 CO3JaHUM aTTECTALIMOHHON KOMUCCUU

nuchbMo (0 4€M?) 0 MpeIoCTaBICHUN HH()OPMALIUU

aKT (uero?) nmpuema-mnepeaadn aem

MPOTOKOJI (4ero?) 3acejaHus SKCIEPTHON KOMUCCUU

3aroyioBOK K TEKCTy O(OpPMIIIETCS 1MOJ] pEeKBU3UTAMH OJIaHKA CJIEBa,
OT rPaHULIbI JIEBOTO TMOJISI.

2.43. TeKkCT MOKYMEHTa COCTaBIICTCS HAa TOCYJAPCTBEHHOM SI3BIKE
Poccuiickon ®epepauun ¥ TOCYJapCTBEHHBIX s3bIKax UYeyeHCKoOU
Pecny6muku B cootBeTcTBUU coO ctathsiMu 12, 13 3akona YP ot 25.04.2007
No 16-P3.

TexkcT HOKyMEeHTa JAOJKEH OBbITh COCTaBJI€H TPaMOTHO, SICHO,
MOHSATHO Y MO BO3MOXKHOCTH KPaTKO. TEeKCT JOKyMEHTa JIOJKEH COJIepkKaTh
JIOCTOBEPHYIO M aKTyaJIbHYI0 MH(OPMAIIUIO, TOCTATOYHYIO JIJISi TPUHSATHS
pellIeHU WM WX HWCIOJHEHMS, HE JIOKEH JIONMYyCKaTh pPa3InYHbIX
TOJIKOBAHUM.

B  Tekcre  JoKkymeHTa, TIOATOTOBJIEHHOM HAa  OCHOBaHUU
3aKOHOJATEIBHBIX WJIM HWHBIX HOPMATUBHBIX TIPAaBOBBIX aKTOB, paHeEe
W3JIaHHBIX PACTIOPSIUTEIBLHBIX JOKYMEHTOB, YKA3bIBAIOTCS UX PEKBU3UTHI:

HAaUMCHOBAaHME JIOKYMEHTa, HAWMEHOBAaHHWE OpraHa  BIIACTU
(opranuzanun), n3aaBuero(ei) JIOKYMEHT, Jara  JOKYMEHTA,
PErUCTPAlMOHHBIN HOMEDP JOKYMEHTA, 3ar0JIOBOK K TEKCTY;
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HAaMEHOBAHME  OpraHu3allid  WIM  JOJDKHOCTHOIO  JIMILA,
YTBEPAMBIIETO JOKYMEHT, JaTa YTBEPKACHUS TOKYMEHTA.

Texkct nOKyMeHTa MOMKET COAEpX aTh pa3leibl, MOJpa3aeibl,
NYHKTHI, TOJNYHKTHI, HyMepyemble apabckumu uudpamu. VYpoBHeit
pyOpHUKaIMK TEKCTa HE IOJKHO OBITH 00JIee YeThIpEX.

TekcT JOKyMeHTa U31araeTcs:

B TMpUKa3ax, WU3JaHHBIX €IMHOJIMYHO, — OT I[EepPBOTrO JHIa
€IMHCTBEHHOTO YKCIIa (... T P K K a 3 BI B @ [0»);

B TMpUKa3aX, W3JAaHHBIX COBMECTHO JByMS WM  Ooisee
OpraHu3alysMH, — OT T[EpPBOr0 JHIA MHOKECTBEHHOIO 4YHUCia
(«... mpUKa3BIBacMP»),

B IPOTOKOJAaX 3aC€JaHUd — OT TPEThEro JIMIA MHOKECTBEHHOIO

yucna («CJIIYIIAJIM», «BBICTYIIMJIN», <«IIOCTAHOBW/IN» wumu
«PELLJIN»);
B JEJIOBBIX MHMCbMax, O(QOpMIIEHHBIX Ha OnaHkax OpraHuzauuu, — OT
IIEPBOTO  JIMIIA  MHOXECTBEHHOIO  4Yucia (IPOCHM,  HaIpaBisieM,
npeajiaraéM) UiM OT TPEThEro Juia eauHcTBeHHoro uucia («MBIOY...
HE Bo3paxkaeT...», KMBJIOVY ... cunTaeT BOZMOKHBIM...»);

B JICJIOBBIX IMChbMaX, OOPMIIEHHBIX Ha JOJKHOCTHBIX OJaHKax, — OT
TIEPBOTO JIUIA SAMHCTBEHHOTO YUCIIA (KIIPOIIY...», KOpeIaralo...»);

B JIOKJIAJHBIX M CIY>KEOHBIX 3aIllMCKaX, 3asBJICHUAX — OT MEPBOIO
JIMIIAa €IMHCTBEHHOTO YUCIIA (KIPOIITY...», KCYUTAI0 HEOOXOAUMBIM...»);

B JIOKYMEHTAX, YCTaHABIMBAIOMIMUX (PYHKIUHU (0OS3aHHOCTH), IIpaBa
U OTBETCTBEHHOCTh  CTPYKTYPHBIX  MOJApa3ieleHud, pabOTHUKOB
(MON0KEeHNEe, MHCTPYKIMUSA), a TAKXKE COAEpKAIIUX ONMUCAHUE CUTYAIH,
aHanu3 (akToB M BBIBOABI (AaKT, CHOpaBKa), HCHOJb3yeTcs (opma
U3JIOKEHUs]  TEeKCTa  OT  TPEThEro  JIMLA  €IUHCTBEHHOIO  WJH
MHOKECTBEHHOr0 4Hcla («crnequanuct (paOOTHUKH) —OCYIIECTBISIET
(YHKIUH...», KKOMUCCHS TIPOBEJIA IPOBEPKY...»).

[Ipy moAroTOoBKE TEKCTa JIOKyMEHTa CleAyeT COOJoJaTh IpaBHiia
HamucaHusd O(QUIMATBHBIX HAWUMEHOBAHWM, YHCITUTENBHBIX M CIHHMUII
WU3MEPEHHUS.

B Tekcrax  MOKyMEHTOB  yHmOTpPEONSIOTCS  OOLICTPHUHSTHIC
ab0peBuaTypsbl U rpaduuecKue COKpaIieHus.

[Ipu ykazaHuu B TE€KCTEe (paMUIMM JIMIA UHUIMAJIBI CTABITCS TOCIIE
bamunuu.

B nenoBbix (cityKeOHbBIX ) MUCbMaX UCIONIb3YIOTCA:

BCTYIUTEJILHOE OOpalieHue:

YBaxaembiii rocnoauH [Ipencenarens!
VYBaxkaemblii rociogud Munuctp!
VYBaxxaemblii rocnioguH MBaHoB!
VYBaxkaemas rocmnoxa Ilerposa!
VBaxaemsbiii Ban IleTpoBuu!
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VBaxaemasa Anna Hukosaesaa!
YBaxaemsble rocrioaal

3aKJIIOUMTENIbHAS dTUKETHAs (Ppaza: «C yBaKeHHUEM, ...».

HaunmenoBanue ODKHOCTH B OOpallleHUH THIIETCS C MPOIMUCHOU
OYKBBI, B 00paIieHuu 1o (GaMUJIMi HMHUITHAIIBI JIMIIA HE YKa3bIBAIOTCS.

2.44. OTMeTKa O TPHUJIIOKEHUM COJACPKUT CBEACHUS O JTOKYMEHTE
(moKyMeHTax), MpuUjlaraéMOM K COINPOBOJIUTEILHOMY IIMCbMY, HHOMY
UH()OPMAITMOHHO-CITPABOYHOMY JTOKYMEHTY, WJIM O TOM, YTO JOKYMEHT
ABJISIETCA TMPUIOKEHUEM K OCHOBHOMY JIOKYMEHTY (HOPMaTUBHOMY,
pacropsAuTEILHOMY I HHOMY ).

B compoBomuTensHBIX TMHCBMaxX W APYTHX HWH(DOpMaIrmoHHO-
CIIPAaBOYHBIX JOKYMEHTAX OTMETKa O MPHIOKEHUH O(opMIseTcss Moj
TEKCTOM OT IPaHUIIbI JIEBOTO MOJIS CIACAYIONUM 00pa3oMm:

€CJIM MPUJIOKEHUE Ha3BaHO B TEKCTE:

[Ipunoxxenue: Ha 2 1. B 1 3K3.

CCJIIN IIPHUIIOKCHHUC HC HA3BAHO B TCKCTC MM CCJIN HpI/IJIO)KeHI/Iﬁ
HCCKOJIBKO:

[Ipunoxenue: 1. [lonoxenne o komuccuu... Ha 5 1. B 1 3K3.
2. CopaBka 0 KaIpOBOM COCTaBe Y MPABJICHUS
PErMOHATIBHOTO
KpeIUTOBaHus Ha 2 1. B | 3K3.

€CJIU PUJIOKEeHHE (MPUIIOKEHHUS) COPOIIFOPOBAHO(bI):

[Ipunoxxenue: B 2 3K3.

[Ipunoxenue: oT4eT 00 OCHOBHOM JI€ATEILHOCTH B 2 3K3.

€CJIU JIOKYMEHT, SIBJISIOIIUNCS MPUIOKEHUEM, UMEET MPUITIOKEHUS C
CaMOCTOATENbHON HyMepaluenl CTpaHuIL:

[Tpunoxenue: moroBop okazanus ycayr ot 05.09.2018 Ne 32-17/72 u
MIPWIOKEHUS

K HEMY, BCero Ha 7 .

€CJIM MHChbMO HAIpPaBIISIETCSI HECKOJIBKUM ajJpecaTtaM, a JOKYMEHT-
MPUJIOKEHHUE TOJIBKO IEPBOMY aJIpecary:

[Tpunoxenue: Ha 3 1. B 1 3K3. TOJIBKO B MEPBBIN aapec.

CClIIM MPHIIOKCHUEM  ABJIAIOTCA OOKYMCHTBLI, 3aIllMCAHHBIC Ha
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buznyeckn 000COOICHHBIN FTEKTPOHHBIA HOCUTENb:
[Tpunoxenue: DVD-R B 1 3Kk3.

[Ipu sTomM Ha BKIaabIe (KOHBEPTE), B KOTOPBIH IMOMEIIAeTCs
HOCHUTEJIb, YKA3bIBAIOTCS HAMMEHOBAaHUS JIOKYMEHTOB, 3allMCaHHBIX Ha
HOCHUTEJb, UMEHa (paiijioB, 00beM B OaiiTax.

B pacmopsimutenpHBIX  JOKYMEHTax (TMpuKaszax), JOTOBOpax,
MOJIOKEHUSAX, MPAaBUIIaX, HHCTPYKLIUAX U APYTUX JTOKYMEHTAaX OTMETKa O
MPUIIOKEHUHU O(POPMIIAETCS CIETYIOIIUM 00pa3oM:

B TEKCT€ JOKyMEHTa IMpH TEpPBOM YINOMUHAHUHM JOKyMEHTa-
NPWIOKEHUS B CKOOKax ykas3bIBaeTcs: ...(IPWIOKEHUE) WU
(mpunoxenwe 1), (mpunoxxenue Ne 1);

Ha TIEPBOM JIUCTE JTOKyMEHTA-TIPIIIOKEHUS B TIPABOM BEPXHEM YTy
yKa3bIBaETCS:

[Tpunoxenue Ne 2

K npukazy MBJIOY

«Jlerckuii camg Ne 1 «Pomarika»
c.ii. Hagrepeunenckoe»

oT 15.01.2019 Ne 5

Ecnu nmpunmoxeHueM K pacnopsiAMTENBHOMY JOKYMEHTY SIBISETCA
JIOKJIbHBIA HOPMATHBHBIA AaKT WJIM WHOW JOKYMEHT, YTBEPKIAaeMbIU
JAHHBIM PacCHOPSIAUTENBHBIM TOKYMEHTOM, HAa TIEPBOM JINCTE MPUITOKEHUS
MpPOCTaBIsICTCSI  OTMETKa O  TpuwilokeHuu  (0€3  CChUIKM  Ha
pacrlopsiiUTEIbHBIA  TOKYMEHT) W TpuU] YTBEpXKACHUSA, B KOTOPOM
YKa3blBalOTCA  JIaHHBIE  PACHOPAIUTEIBHOTO  JOKYMEHTa, KOTOPBIM
YTBEPKIAEH JOKyMEHT-TIIpuiiokeHnue. Harpumep:

[Tpunoxenue Ne 1

YTBEPXIEHO
npukazom MBJIOY
«Jlerckuii cang Ne 1 «Pomanika»

c.i. Hagrepeunenckoe»
ot 18.01.2019 Ne 10

2.45. I'pud cornacoBaHusi MPOCTABIAECTCS HAa JOKYMEHTE B Cilyuae
€ro BHEIIHETO COTrJacoBaHMs (COIVIACOBAaHUE C OpraHaMy BIACTH, UHBIMU
OpraHu3alUsIMH, TOJDKHOCTHBIMHE JIUTIAMH).

I'pud cormacoBanuss B 3aBHCUMOCTH OT BHUJA JOKYMEHTa U
0COOEHHOCTEH ero 0(hOPMIICHHSI MOYKET TIPOCTABIISATHCS:



18

Ha MEpPBOM JIUCTE JOKYMEHTa (€Clid JOKYMEHT HUMEET THUTYJIbHBIN
JIUCT, — Ha TUTYJIBHOM JIUCTE) B JIECBOM BEPXHEM YINIy Ha ypOBHE rpuda
YTBEP)KJICHUSI WU TOJI HAMMEHOBAaHUEM JIOKYMEHTa OJMKE K HUKHEMY
IOJTIO);

Ha TIOCJICTHEM JIUCTE TJOKYMEHTA MOJT TEKCTOM;

Ha JIMCTE€ COTJIAaCOBAHMS, SBISIOMIEMCS HEOThEMJIEMON YacThbiO
JIOKYMEHTA.

I'pud cornacoBanust cocroutr u3z cinoa «COINTACOBAHO»,
JOJDKHOCTH  JIMIJa, C KOTOPBIM COIJJaCOBaH JOKYMEHT (BKJIOYas
HAaUMEHOBAaHUE  OpraHu3aluu), €ro COOCTBEHHOPYYHOM  MOJIHUCH,
WHUIIAAJIOB, (JaMUJINH, ATkl coryiacoBanus. Hampumep:

COI'NTACOBAHO

[Ipencenarens komureta [IpaBuTenscTBa
UYeuenckoit PecryOmku

O JIOIIKOJIBHOMY 00Opa30BaHHUIO
[Toanuck N.0. ®amunus

Jlata

Ecnn COTJIACOBAaHUE OCYILIECTBIISIETCS KOJIJICTUAJIBHBIM,
COBELIATEIbHBIM WM HWHBIM OpraHoM, B Tpude corjiiacoBaHus
YKa3bIBalOTCA CBEAECHHS OO0 OpraHe, COIJIaCOBAaBIIEM JIOKYMEHT, JaTe M
HOMEpE MPOTOKOJIA, B KOTOPOM 3a(pMKCHPOBAHO PEIICHUE O COTIACOBAHUH.
Ecnmu cormacoBaHne OCYHIECTBISICTCS MHUCHMOM, YKa3bIBAIOTCA BHU/I
JIOKYMEHTA, HAUMEHOBAHNE OPTraHU3alliu, COTJIACOBABIIEH TOKYMEHT, JaTa
1 HoMep nucbma. Hanpumep:

COI'TACOBAHO
DKCNEPTHO-TIPOBEPOYHON KOMUCCUEH
(DIIK) ApxXuBHOTO yIpaBICHUS

[IpaBurtenncTBa Yeuenckoi PecryOmmku
(mpotokoi ot 25.02.2019 Ne 2)

COI'JTACOBAHO
nucbMoM MuHucTEepcTBa 00pa30BaHUS

u Hayku YeueHckoi PecryOnuku
ot 28.01.2018 Ne 16

2.46. BuyTtpeHHee corjacoBaHHe TOKyMeHTa O(OpMIIsieTCs BHU30M.
Buza BwIpakaeT MHEHUE JHUIlA, BHU3UPYIOIIETO MPOEKT JOKYMEHTa, W
BKJIIOYAET: JOJDKHOCTh JIMIA, BU3UPYIOUIETO JOKYMEHT, MOJIIUCH,
pacppoBKy MOANUCH (MHUIMATBI, (HaMUIIMI0) U JaTy BU3WPOBAHUS.
Hanpumep:
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Jlemonpon3BoauTEIb
IHoanuce N.0. Gamunus
ata

[Ipu Hamuuuu 3aMeyaHUN K JOKYMEHTY BHU3Y O(OpMIISIOT
CJIeTy oM 00pazoM:

3ameuaHus [npuiaararoTcs

Jlemonpoun3BoaUTEIb
Iloxmuce N.0. damunus
Jlata

B nokymeHnTax, MOJJIMHHUKK KOTOPBIX XpaHsaTcsa B OpraHuzanuu,
BU3bI MPOCTABJISAIOT HA TOCJIEIHEM JIUCTE JIOKYMEHTa IMOJ MOJIUCHIO, Ha
o0opoTe TMocleaHero JucTa IMOIMHHUKA JIOKYMEHTa WJIM Ha JIUCTe
corJlacoBaHMs (BUUPOBAHUS ), IPUIATAaEMOM K JIOKYMEHTY.

B ucxondmmx AOKyMEHTax BHU3bl MPOCTABIAIOTCS Ha IK3EMIUISIpax
JIOKYMEHTOB, TIOMEIIIAEMBIX B JIETIO.

ITo ycmorpenuro OpraHu3alvii MOKET NPUMEHSTHCS IOJUCTHOE
BU3MPOBAHUE JIOKYMEHTA U €ro MPUI0KEHUM.

CormacoBaHue NPOEKTOB JOKYMEHTOB (BHEIIHEE, BHYTPEHHEE)
OCYILIECTBIISIETCS B COOTBETCTBUM ¢ TnyHkTamu 4.1 — 4.11 Hacrosien
HNHCcTpyKImy.

2.47. Tlognuch BKIHOYAET: HAWMEHOBAHME JOJDKHOCTH JIMIIA,
MOAMUCHIBAIOIIETO  JIOKYMEHT, €ro COOCTBEHHOPYYHYIO  MOJIHUCH,
uHuLmanbl, pamunnio. Hanpumep:

3aBeayronui [Toanuck N.0. Gamunus

Ecnu  nmokymenT odopmieH He Ha OnaHke, B HaWMEHOBaHHUE
JIOJDKHOCTH BKJIOYaeTcsl HauMeHoBanrne Opranm3anun. Hanpumep:

3asenyromuiit MB/I0Y

«JleTckuii cam Ne 1

«Pomarkay c.1. IHoamuce N.0. Gamumnus
Hanrepeunenckoe»

IIpu odopmieHun nOKyMEHTa Ha OJIaHKE JOJDKHOCTHOIO JIMIA
JOJKHOCTB 3TOTO JIMIIA B TIOJIIIUCH HE YKA3bIBAETCS.

IHoanuce n.o.
damumus

HpI/I nmoanmuCaHum  JOKYMCHTAa  HCCKOJIBKUMHU  JTOJZKHOCTHBIMH
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JUIaMH, 3aHUMAIOIIUMH Pa3HOE MOJIOKEHHUE, UX MOINUCH PaCIoIararoTcs
OJIHa TMOJ JAPYrod B TMOCJIEAOBATEILHOCTH, COOTBETCTBYIOIIEH CTATYCy
noipkHocTH. Hanmpumep:

3aBeayrouii IHoanuce N.0O. Gamunus

Crapmmii BocnuTarenb [Moamnuck N.O. ®amunms

[Ipy noanucaHWM JOKYMEHTA HECKOJIBKHUMH JIMIIAMU PaBHBIX
JIOJKHOCTEW X MOAMMUCH PACMoJIaratoTcst Ha O4HOM ypoBHe. Hampumep:

Crapiuuii BociuTaTeNb Bocnurarens
Iloamuce N.0. amunug Iloamuice N.0. ®amunng

B JOKYMCHTAx, IIOATOTOBJICHHBIX KOMHCCI/Ieﬁ, B IIOAIIMCH
YKa3bIBACTCA CTATYC JIMIlAa B COCTABC KOMHCCHH. Haan/IMep:

[Ipencenarens KOMUCCUU [Toanuck N.0. Gamunus
YJ1eHbIl KOMUCCHUH Iloamuce N.0. damunusg
IToamce N.0O. Gamunus

[Ipu moamucaHuM JOKYMEHTA JIMIIOM, UCIIOIHSIOMIMM OOS3aHHOCTU
PykoBoautensi, moanmuch odgopmisIeTCSs € yKa3aHMEM  CTaryca
JIOJKHOCTHOTO JIMIIA B COOTBETCTBUM C MprKka3zoMm. Hampumep:

N.o. 3aBenyromiero [Tonnuce N.0. Gamunus
WIIH:

Hcnonastronuii 00s13aHHOCTHA
3aBEAYIOIIETO [Toanuck N.0. Gamunus

[Ipu moamucaHWM JOKyMEHTA JIUIIOM, UMEIOIIMM TIPaBO TOJIUCH B
cllyda€ BpPEMEHHOTO OTCYTCTBUS PyKOBOOWTENs, WCIpaBICHUS B
HAaWMEHOBAHHE JIOJDKHOCTH U paciuGpoBKy (HaMHUIIUU ITOATOTOBICHHOTO U
COTJIaCOBAaHHOTO TIPOCKTa JIOKYMEHTAa BHOCSATCS OT PYKH HWIH C
UCITOJIb30BAaHUEM COOTBETCTBYIOIIMX INTamMIoB. He momyckaercss cTaBUTH
KOCYI0 4epTy, HaAMKHCh «3a» Iepe]] HauMEHOBAaHWEM JOJDKHOCTH JIMIIA B
TIOJIMTACH, €CJTU JIOKYMEHT MOANKCHIBACT HHOE JOKHOCTHOE JIHIIO.

2.48. Otmetrka 00 DOIEKTPOHHOW TOANMMUCH WCIONB3YETCS IS
BU3YyaJIM3aIlMM  DJICKTPOHHON TIOAMHUCH TOJydaTeseM JOKyMEeHTa TIpH
oOMEHE DSIEKTPOHHBIMH JIOKYMEHTAMHU, TMOAMHCAHHBIMA YCUJICHHOU
KBTH(UITUPOBAHHON IIEKTPOHHOMN TTOMUCHIO.
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B coorBerctBuM ¢ 3akoHOmarensCTBOM Poccuiickon ®Penepanun
OTMETKa 00 DSJEKTPOHHOW MOANUCH (HOPMUPYETCS U BUIYAIU3IUPYETCS
OpOrpaMMHBIMM ~ cpeacTBaMu. OTMeTKka 00 2JIEKTPOHHOM MOANHCU
BKJItOUaeT ppazy «J{oOKyMEHT MOANKCAH AIEKTPOHHON MOJIHUCHI0», HOMED
cepruduKara KIto4a SJICKTPOHHOW MOANMUCH, (HaMUIHUIO, UMS, OTUYECTBO
BIajenblla ceprudukara, CpokK JAEUCTBUS  cepTUdHUKATa  KIO4a
AJIEKTPOHHOM noanucu. Hanpumep:

JOKYMEHT VHOI[HI/ICAH
3aBeyromHmit OJIEKTPOHHOU IMTOAITNCBHIO N.O. ®amrumus
Ceptudurar 1all1aaa000000000011

Bnagenen @amunusa Umst OtuecTBO
HeticrBurenen ¢ 09.01.2017 mo 10.01.2022

[Tongnucanue (yTBEp)KIEHUE) JOKYMEHTa OCYIIECTBISIETCS B
COOTBETCTBHHM C ITyHKTOM 2.47 HactosAwmen MHCTpyKInH.

2.49. Ileuatp 3aBepsieT NOMJIMHHOCTh MOAMUCH JOJKHOCTHOIO JIAIIA
Ha JIOKYMEHTax, YJOCTOBEPSIOIIUX TMpaBa JHI], (UKCUPYIOMUX (HaKTHI,
CBsI3aHHBIC C (DMHAHCOBBIMU CPEJCTBAMHU, A TaK)KE HAa MHBIX JOKyMEHTaX,
MpEeAyCMaTPUBAIOIIUX 3aBEPEHHUE IOJIUCH I€YaTbl0 B COOTBETCTBHH C
3aKOHOIaTeNnbCTBOM Poccuiickon denepanuni.

JlokyMeHTBl ~ 3aBepsAroT  nedatbto  Opranmsanuu.  Ileyats
MPOCTABIISCTCS, HE 3axBaThiBas COOCTBEHHOPYYHOW MOJAMHUCH JIMIIA,
MOJITMCABIIETO JIOKYMEHT, WM B MecTe, o0o3HadueHHOM «MII» («Mecto
TIeYaTh»).

2.50. Ormerka 00 HCHOJHUTENE BKJIIOYACT (pamMuwinio, UM U
OTUeCTBO (IIPU HAJIMYMHU) UCTIOJIHUTENS, HOMEp ero Tenedona. OTmeTka 00
UCIIOJHUTENIE  MOXET  JOMOJIHATHCA  HAMMEHOBAHMEM  JOJDKHOCTHU
(cTpyKTYpHOTO TMOIpa3/eiCHUs) U DJICKTPOHHBIM aJpPEcCOM HCIIOJHUTEIIS.
OtmeTka 00 ucnosHuTene 0hOpMIIIETCS Ha JIUIEBONH CTOPOHE MOCIIECTHETO
JIUCTa IOKYMEHTA OT FPaHUIbI JIEBOTO MOJISI UJIU, IPU OTCYTCTBHHU MECTa, —
Ha 000POTHOM CTOPOHE JTMCTa BHU3Y cieBa. Hampumep:

Wnbsun Unes Unbuy, crapiuii BOCIUTATEND

(928) 222-22-22, llyin_lv@techno.ru

OtmeTrka 00 wuCHOJHUTENE MOXET O(OPMITHCS KaK HUKHUN
KOJIOHTHUTYJI U MeYaTaTbcs MprU(TOM MEHBIIEro pa3mepa.

2.51. Otmerka o 3aBepeHUM Komuu  odopmisieTcs s
MOJITBEPXKICHUSI  COOTBETCTBHSI KONMWUU  JOKyMEHTa (BBIMUCKH W3
JOKYMEHTa) TMOJJIMHHUKY JOKyMeHTa. OTMeTKa O 3aBepEeHUU KOIHHU
MPOCTABIIAECTCS HA CBOOOJAHOM OT TEKCTa MECTE WJIU, MPU OTCYTCTBUU
CBOOOJHOTO MeCTa Ha JIMIIEBOM CTOPOHE JOKyMEHTa, Ha 000poTe
JIOKYMEHTA U BKJIIOYAET: CI0BO «BepHo», HAMMEHOBaHUE JOJKHOCTH JIMIIA,
3aBEPUBIIETO KOIMIO; €r0 COOCTBEHHOPYYHYIO MOANKCH; PaCHIM(PPOBKY
NoANKUCH (MHULKAIBI, (DaMUIINIO); J1aTy 3aBEPEHUs KOMUM (BBIUCKHU W3
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JIOKYMEHTA).

Ecnu xomwust BeIaeTCs 7S TIPEACTABICHUS B APYTYIO OpPraHU3aIlnIo,
OTMETKa O 3aBEPCHHM KOMHH JOMOJHSACTCS 3alHMChI0 O MECTe XpaHEHUS
JIOKYMEHTa, ¢ KOTOPOTO ObllIa M3rOTOBJICHA KOMHS, U 3aBEPSCTCS TIeUaThIO
Opranuzanuu. Hanpumep:

[Tognmuauuk nokymenTa Haxoautcss B MBJIOY «Jletckmii cag Ne 1
«Pomamka»
c.n. Hanrepeunenckoe» B mene Ne 02-05 3a 2017 r.

Bepno
Jlemonpon3BoaUTEINb [Toanuce N.0. ®amunus
Jlara [Teuats

Ha xonusix MHOIOCTpPaHMYHBIX JTOKYMEHTOB OTMETKAa O 3aBEpEHUU
KOIIMU IPOCTABIISIETCS. HA KaXXIOM JIUCTE JOKYMEHTa WIH Ha IOCJIEIHEM
JUCTE MPOUIUTOrO MM CKPEIUIEHHOTO MHBIM 00pa3oM JOKyMEHTa. 3aIlucCh
O MECTE HAXO0XJECHHS NOJJIMHHUKA IIPOCTABIIIETCS TOJIBKO Ha IOCIEIHEM
JIUCTE JTOKYMEHTA.

Jlis 3aBepeHMs] KONUU JOKYMEHTa, M3TOTOBJICHHOM Ha OyMaKHOM
HOCHTEJIE, MOKET UCIIOIb30BATHCS ILITAMII.

Komuu  27€KTpOHHBIX  JIOKYMEHTOB, HalpaBsIEMBIX IO
MH()OPMAIIMOHHO-TEJIEKOMMYHUKAIIMOHHON  cetn (B ciy4yae  ee
UCIIOJIb30BAHUs), 3aBEPSAIOTCS DJIEKTPOHHOM moAanuceio PykoBoauTens
OpraHu3aiuu WM MHOTO YHOJHOMOYEHHOIO UM JIMLA WU BBICHUIAIOTCS
MOJIy4aTeNll0 € COMNPOBOJUTEIBHBIM MUCHMOM B (OpME 3JIEKTPOHHOIO
JIOKYMEHTA.

Komuu »51eKTpOHHBIX JOKYMEHTOB Ha (pu3nyecku 000COOIEHHBIX
HOCHUTEJISIX BBICBUIAKOTCS IOJIYYaTEI0 C CONPOBOAMUTEIBHBIM MMHCHBMOM Ha
OyMa)KHOM HOCHTETIE.

B conpoBOaUTENBHOM MUCHME K KOIHSIM 3JIEKTPOHHBIX JTOKYMEHTOB
YKa3bIBaeTC:

HaMEHOBaHHWE WH(OPMALMOHHOW CHUCTEMBI, B KOTOPOM XpaHATCS
JIOKYMEHTBHI;

HAUMEHOBAaHUSA JIOKYMEHTOB, KOMHHM KOTOPBIX HAMpPaBIISAIOTCS
MOJIy4aTelo;

Ha3BaHUs (aillioB TOKYMEHTOB ¢ yka3zaHuem ¢GopmatoB ¢GailioB u
o0bema Kaxoro (aitna B 6aiiTax;

JlaTa U3roTOBJICHUS U 3aBEPEHUSI KOTIHH.

[Ipu sToM Ha usznueckn 060COOJEHHOM HOCUTENIE HECMBIBAEMbIM
MapkepoMm ykaszbiBaercs: «lIpuiioxenue k nuceMy ot (gata) Ne ... ».

Komust 3nEeKTpOHHOTO JIOKYMEHTa, MpEACTaBI€HHas B BHJE
JOKyMEHTa Ha OyMa)XHOM HOCWUTEJe, 3aBepsieTcsi B  MOPSJKeE,
YCTAaHOBJICHHOM Hactosimed WHCTpykuuen st 3aBepeHusl KONUU
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JOKYMEHTOB Ha OyMa)XHOM HOCHTENEe, C yKa3aHHeM, B Kakou
MH(POPMALIMOHHON CUCTEME XPAaHUTCS 3JIEKTPOHHBIN TOKYMEHT.

2.52. OrMerka O TOCTYIUIEHUH JOKYMEHTA CIYXKUT IS
HNOJATBEpKJIEHUS (aKkTa MOCTYIUIEHHWS JOKYMEHTa B OpraHu3aluilo U
BKJIFOUAET JaTy MOCTYIUICHUS U BXOJSIIMNA PErMCTPALMOHHBI HOMEp
nokyMmeHTta. [lpy HEOOXOAMMOCTM OTMETKa O TMOCTYIJIEHUM MOXET
JIOTIOJIHATBCA YKa3aHMEM BpPEMEHHU IOCTYIUIEHHS TOKYMEHTa B yacax U
MUHYTax U CIIoco0a TOCTaBKHU JOKyMEHTA.

OTMeTKka O TMOCTYIUICHMH JIOKYMEHTa MOJKET TMPOCTaBISATHCS C
MOMOMIBIO IIITaMIIA.

2.53. Pesomronusi JOJDKHA COAEPKATh YKA3aHHWE 110 HMCIOJHEHUIO
nokyMmeHTa. Pesomonns odopmisiercss Ha cBOOOAHOM MecTe pabodero
1oJIsL TOKYMEHTa, Ha OJJaHKE PEe30JIIOLUU WM BHOCUTCS HEMOCPEACTBEHHO
B CUCTEMY 3JIEKTPOHHOT'O JIOKYMEHTO000pOTA.

Pe3omtonus nowKHA BKIHOYATh: (PAMUIINIO, MHUIMAIIBl UCIIOTHUTENS
(ucrionHUTENEH), MOPYYEHHUE MO JOKYMEHTY (KOHKPETHOE 3aJaHHe IO
UCIOJHEHUIO JIOKyMEHTa Win (OPMYJIHPOBKA I€JIM PACCMOTPEHUs
JIOKYMEHTa), MpU HEOOXOJUMOCTH - CPOK HCIOJIHEHMs, MOANUCH JIUIA,
BBIHECIIETO PE30JIIOLMIO, 1ATy PE3OJIIOLUU:

®amvunus N.0., Gamumus 1.0.
[Iponry moaroToBUTh
TPETOKCHHS

k 10.02.2019 IToanuce
Jata

CpoK HCHOJIHEHHSI TIOPYUYEHHUSI HE JIOJDKEH YKa3bIBaThCS, €CJIU OH
Ha3BaH B TEKCTE MOCTYIHUBIIETO JOKYMeHTa U PykoBoguTe b HE CUMTAET
HEOOXOJMMBIM HW3MEHUTh €Tr0 B CTOPOHY COKpAIICHHUS WM SIBISCTCS
TUTOBBIM JIJI1 JAHHOTO BUJA JOKYMEHTA.

IIpu yKa3aHUuu HECKOJIBKUX WCIIOJIHUTENEN bamunus
OTBETCTBEHHOTO MCIIOJIHUTENS YKa3bIBACTCS MEPBOM, MOJYEPKUBACTCS WU
0003HaYaeTCs CIIOBOM «OTB.» (€OTBETCTBCHHBII).

2.54. OTMeTKa O KOHTpOJIE CBHUAETEIBCTBYET O [OCTAHOBKE
JOKYMEHTa Ha KOHTpPOJIb, MpOCTaBisgeTcs ITamnoM «KoOHTpois» Ha
BEPXHEM I10JIe JOKYMEHTA.

2.55. OTMeTKa 0 HaMpaBJIEHUU JOKYMEHTA B JIEJI0 ONpPEeIesieT MECTO
XpaHEHUs JOKyMEHTa TOCJI€ 3aBepIIeHUs] paOOThl ¢ HUM M BKIIIOYAET:
cioBa «B nemo», WHAEKC Jena IO HOMEHKJIAType [ed, B KOTOpoe
MOMEIIAETCS JOKYMEHT Ha XpaHEHHUE, C YKa3aHUEM roja, I0JKHOCTH JIMIIA,
oopMUBIIIETO OTMETKY, MOJMKUCH, 1aThl. Hanpumep:

B nmemno Ne 01-18 3a 2018 1.
Jlenonpons3BoauTENb
IHoanuce Jlara
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OtMmeTKa o HaIlpaBJICHUU OJOKYMCHTA B JCJIO MOXKCT OOIIOJHATHCA
KpaTKHUMHU CBCACHUAMHU O XapPaKTCPEC UCIIOJIHCHUA JOKYMCHTA.

I11. IloaroroBka u ogopmiieHne OTAeJIbHBIX BUI0OB JOKYMEHTOB

3.1. JlokanbHble HOpMaTUBHBIE akThl (najee — JIHA) Opranuzanuu
W3AaI0TCS B BHUJAE MPAaBWI, IOJOXEHUN, HWHCTPYKLUMUH, PETIAMEHTOB,
nepeyHeil U Jpyrux BUAOB JOKYMEHTOB (oOpasen odpopmienus JIHA na
prUMepe MOJI0KESHHS IPUBE/ICH B MPUJI0:KeHHU Ne 5).

JIHA npuoOpeTaroT OpUINYECKYI0 CHIIy IOCJIE HUX YTBEPKICHUS
pacnopsAIuTENbHBIM JIOKYMEHTOM (MPHUKa30M) WM HENOCPEACTBEHHO
PykoBoautenem Opranu3aliuy UHBIM YIIOJTHOMOYEHHBIM UM JIULIOM.

PabotHuku Opranuzanuu He Bripase uznasaTh JIHA.

3.2. JIHA moryT ObITb:

INOCTOSTHHO ~ JeHcTByromMMU  (0€3  OrpaHMyYeHHs CpoKa  HUX
MIPUMEHEHMUS );

BPEMEHHBIMU (JICHCTBYIOIIMMH B TEUEHUE YKA3aHHOTO B HUX CpPOKa
WIH IO HACTYTIJICHUS OINPENEICHHOIO COOBITHS).

3.3. OcHoBanuem s uzganust JIHA sBisrores:

3aKOHOJIaTEJIbHbIE W  MHBbIE HOPMATHBHBIE MPABOBBIE  AKThI
Poccuiickoii  ®eneparun  (yka3sl W pacnopsbkeHuss  IIpesmgenta
Poccniickon ®enepanun, ITOCTAHOBJICHHS 151 pacIopsKEHUs
[IpaButennctBa Poccuiickoit denepannu, akThl (enepaqbHBIX OpPraHOB
UCIIOJIHUTENLHOMN BIACTH);

3aKOHOJaTeIbHble akThl YeueHckoil PecmyOinku, HOpMAaTHBHbBIE
MPaBOBBIE AKThl OPraHOB TOCYJAPCTBEHHOM W MYHMIIMNAIbHOW BIIACTH
cyobekra Yeuenckoi PecyOmukw,

panee uznaHHble B Opranuzauuu JIHA w/mnm pacnopsauTenbHble
JOKYMEHTBI.

3.4. JIHA uzpatorcs B LemsX:

YCTaHOBJIEHHUsT HOPM, TPEOOBAHUMN, MTPaBWJI B OTHOILEHUU IpeIMeTa
HOPMATHBHOIO PETYyJUPOBAHMS, pPAHEE HE SBISBIIEMCS IPEAMETOM
PEryJIMpOBaHMs B OPraHU3aLUu;

U3MEHEHHUS]  CYILIECTBYIOIIMX  HOpPM, TpeOOBaHUM,  MpPaBUIL,
YCTaHOBJICHHBIX paHee W3/IaHHBIMU HOPMATUBHBIMU JJOKYMEHTAMU;

OTMEHBI paHee YCTaHOBJIECHHBIX HOPM, TPEOOBAHUIA, ITPaBHUII.

3.5. [Ilpemnoxenue o paszpadotke mnpoekra JIHA BHocuTcs
JOJKHOCTHBIM JTUIIOM (paboTHUKOM) OpraHu3aluu.

3.6. JIHA pazpabaTeiBaeTcs B cilydae, eCiu:

MMEETCs] Y4acTOK pabOoThI (BOMPOCH AESTENbHOCTH), HYKAAIOIIUNACS
B HOPMAaTHUBHOM PEryJIMPOBaHUHU;

TpeOyeTcss BHECEHHE 3HAYUTENbHOTO KOJMYECTBA HM3MEHEHHH B
panee npuHsThid JIHA;



25

BBISIBIECHO HeECKoJIbkO JIHA, peryaupyromux CMeEKHbIE BOIPOCHI,
KOTOpBIE 11eJ1eC000pa3HO 00bETUHUTD B OJIMH IOKYMEHT.

Axtyanuzauus panee npuHATbiX JIHA. ocymecrtBisieTrcss depes
BHECEHUE B HUX U3MECHEHMUIA.

3.7. Ipennoxxkenre ¢ 0OOCHOBAaHUEM HEOOXOAMMOCTH pa3pabOTKU
HoBoro JIHA mpencraBnsiercss ynmoJHOMOYEHHBIM AOJDKHOCTHBIM JIMIIOM
(pabotaukoMm) PykoBomutento Opranuzanuu B QopMe  JTOKIIATHOM
(cimy»keOHOI) 3aMmiCKU, B KOTOPOM H3JIaraeTcs:

BOIIPOC, TPEOYIOMIMII  PEIIeHHs, C HU3JI0KEHUEM OCHOBHBIX
HaIpaBIICHUH, CIIOCOOOB €T0 PEIICHNUS;

MPOTHO3  TOCJIEACTBUI MNPUHATUS HOPMATUBHOTO JTOKYMEHTA;
OpraHu3alMOHHbIC, KaAPOBbIe, (PMHAHCOBBIC, MATEPUATBHO-TEXHUYECKUE U
WHBIE MEPOIPUATHUS, KOTOpPbIE HEOOXOJMMO OYyJeT IMPOBECTH B CBS3HU C
IPUHATUEM HOPMATUBHOTO IOKYMEHTA;

nepedeHb paHee u3naHHbIX JIHA, momyiexaniux OTMEHE B CBSI3U C
W3JIaHHEM HOBOI'O HOPMATHBHOI'O IOKYMEHTA;

npeajiaraeMblii  CpoK Il pa3pabOTKU MPOEKTa HOPMATHUBHOTO
JIOKyMEHTA.

3.8. CornacoBanune npoekToB JIHA ocymiecTBiseTcss B COOTBETCTBUU
c nyakramu 4.1 - 4.13 Hactosmieit MHCcTpyKIuu.

3.9. JIHA yrBepxknmaercs npukazoMm PykoBoautens, ecinu
OJTHOBPEMEHHO C YTBEP>KIEHUEM HOPMATHUBHOIO JOKYMEHTa HEOOXOAMMO
IOPUHATH MEpPbl OPraHU3alMOHHOTO, 00pa30BaTeNIbHOIO, (MHAHCOBOTO,
TEXHUYECKOTO0, KaJJpOBOT0 WJIK MHOTO XapaKTepa U 1aTb COOTBETCTBYIOLINE
nopy4eHusi pabotHukam OpraHu3alyu, a TaKKe €clii HE00XO0JIMMO BHECTH
W3MEHEHHUS WIM NPU3HATh YTPATUBIIMMU CUIIy paHee yTBepkacHHbIe JIHA.

3.10. U3menenus B JIHA u ormena JIHA odopmisitoTcst npukazom
PykoBogurens OpraHuzanyy WM WHOTO  JOJDKHOCTHOIO — JIMLA,
MPUHUMABIIETO penieHue 00 yreepxaeHun JIHA.

N3menennss B JIHA u ormena JIHA,  yTBepKIEHHbIE
HEIOCPEACTBEHHO COOCTBEHHOPYYHOM  TIOJIHCHIO PykoBogurens
OpraHu3anuu WM WHOTO YNOJHOMOYEHHOTO MM JOJDKHOCTHOIO JIMIA B
rpude yTBEp)KICHHs, BHOCATCSA TNPUKA30M, M3JaBaeMbiM PykoBonauTenem
OpraHu3aiuy Wik UHBIM YTIIOJTHOMOYEHHBIM UM JI0JKHOCTHBIM JIMLIOM.

3.11. B Tekcre npukaza 00 yTBEp)KICHHH, U3MEHEHUHU WM OTMEHE
JIHA ucnonb3ytotcst GOpMyITUPOBKU:

npu ytBepxkaeHuun HoBoro JIHA: «YtBepauts (HazBanue JIHA)»
i «YtBepauth (Ha3zBanue JIHA) m BBecTm B JeiicTBue ¢ (mara)».
Hanpumep:

1. yTBepI[I/ITI) [TonoxxeHue o JIOKaJbHBIX HOPMATHUBHBIX aKTax

MBJIOY....

HIIn:
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1. YrBepaute IlltatHoe pacnucanue MBJIOVY... ma 2019 roxg u
BBECTH ero B jaeiicTtBue ¢ 1 suBaps 2019 r. (mpuioxeHue).

IIpM BHECEHUM M3MEHEHUU B paHee yTBepkaeHHbI JIHA: «Buectu
n3meHenus B (HasBanue JIHA). Hanpumep:

1. Buectu cnenyromue n3menenus B llltarHoe pacniucanue Ha 2019
roj, yreepxkaenHoe npukazom MBJIOVY... ot 25 nexabpst 2018 . Ne 45: ...

npu otMeHe paHee ytepxkaeHHoro JIHA: «[Ipusnars yrpaTtuBmum
cuiny (Ha3zBanue JIHA), yrBepxkaenHoe ...». Hanpumep:

4. IlpusHate yrpatuBmmM cuity llonokeHue 0 HEHOPMUPOBAHHOM
pabouem aHe, yTBepkaeHHOoe nmpukazoM MBJIOVY... ot 15.02.2018 Ne 12.

3.12. OcHoBHbiMU pekBu3uTamMu JIHA SBISIIOTCS: HaUMEHOBAHUE
OpraHu3alliyd, HAaUMEHOBaHUE BHUJAA JOKYMEHTA U 3arojlOBOK K TEKCTY,
COCTaBJISIFOLIME OAHO IIeJIoe, rpu(d yTBEp>KICHUs, JaTa, MECTO W3/JaHUA
JIOKyMEHTA.

Ecomm mpoexr JIHA sBisseTcs MHOTOCTPAaHMYHBIM M K HEMY
opopMisieTcss  TUTYJIbHBIM  JINCT, YKa3aHHbIE BbIIIE  PEKBU3UTHI
pa3MeIalTCs HA TUTYJIBHOM JIUCTE.

3.13. HWudopmanus crnpaBo4HOro Xxapakrepa (rpauku, CXEMbl,
Tabnuibl, (GOpMbI JOKYMEHTOB) OoopMIiIsieTcs B BUae npuioxenui k JIHA.

Ha npunoxenusix k JIHA odopmisercs pexkBU3UT «OTMETKAa O
MIPUJIOKEHUU» B COOTBETCTBHUM C MYHKTOM 2.44 MHCTpyKIIMU.

3.14. JIHA BcTymaeT B CUJIy B CPOK, YKa3aHHBIN B MPUKa3€, KOTOPHIM
yTBepxaeH JIHA, unu ¢ gatel yrBepxkaenus JIHA.

3.15. PacnopsautenbHble JAOKyMEHTbl OpraHu3aiuyd HM3J1al0TCs B
dopme nprkazoB (nmpuiao:kenue Ne 6).

[Ipukassl U3AaOTCS B 1EAX 0DOPMIICHUSI pEIICHUH:

HOPMAaTUBHOTO Xapakrepa (eciau npuka3om yteepxaaercs JIHA umm
NPUHUMAETCS PEIICHUE OPTraHU3alMOHHOIO XapaKTepa, HapuMep, MpUKas
00 yTBEP)KJIEHUU CTPYKTYPHI U IITATHOU ynciaeHHocTH OpraHu3alinn);

OpraHU3alMOHHOTO, aIMUHUCTPATUBHOTO, B TOM qHUCe
OTEPAaTUBHOIO XapakTepa IO BOINpPOCAaM OCHOBHOW JESATEIbHOCTU
Opranuzanuu.

3.16. IIpoexkTbl MNpHUKA30B MO OCHOBHOM JEATEIBHOCTH TOTOBST
JOJKHOCTHBIE Jnla (paboTHrkM) OpraHu3alud Ha OCHOBaHUU MOPYUYEHUIN
pYKOBOACTBa JMOO B HWHUIMATUBHOM THopsake. OTBETCTBEHHOCTh 3a
KAUECTBEHHYIO IIOATNOTOBKY IPOEKTa I[pUKA3a, COINIACOBAHUE W
npaBwiIbHOE 0(OPMIICHHE MPOEKTa HECET JOKHOCTHOE JIMIO (PabOTHHK),
KOTOPBIM TOTOBUT MPOEKT MPUKA3a U NPEJCTABIISAET €ro Ha MOAMNKCH.
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3.17. KonTponbp 3a NpaBUIBHOCTBIO OGOPMICHHUS MPOEKTOB
MPUKa30B ocyuiecTBisAeT JenonponsBoaurens Opranus3anuu.

3.18. [Ilpukaszpl, wuszmgaBaembie B OpraHuzanuv, HE JOJDKHBI
MIPOTUBOPEUYNUTh 3aKOHOIATENbCTBY Poccuiickor @Penepanuu, yCTaBy
Opranuzanuu, JIOKAJIbHBIM HOPMATHBHBIM akTam OpraHuzalnuu U paHee
W3IaHHBIM NprKa3zaM OpraHu3anuu.

3.19. IIpuka3zbl 10 OCHOBHOM ACSATEIBHOCTH U3JAIOTCS:

BO HCIOJIHEHME HOPMATHBHBIX IIPAaBOBBIX AaKTOB  OpPraHOB
roCy/1IapCTBEHHOH,  MYHUIIMIAIBHOM  BJIACTM U BBIIIECTOSIIUX
OpraHu3alui;

B IeNsAX  OCYIIECTBICHUS  YNPABJICHUYECKOM  JIEATEIBHOCTH,
BBITEKAIoIe u3 PyHKumii u 3aga4 OpraHu3aiuu.

3.20. Ilpuka3pl MO OCHOBHOW JESITEIBHOCTH COCTABIISIIOTCS Ha
OCHOBE TIIATEJIBHOTO U BCECTOPOHHErO M3YUYEHHs BOMPOCOB, TPEOYIOIMIUX
paspenieHusi, 4ToObl CcoOAepIKalluecss B TpHUKa3ax MOpYYEHUs ObLIU
KOHKPETHBIMU, o0ecreuynBaInuCh JIOCTATOYHBIMH MaTepuaIbHO-
TEXHUYECKUMU U (PMHAHCOBBIMU CPEACTBAMU U B JaJIbHEHIIIEM UCKIIOYAIN
HEOOXOJMMOCTh KOPPEKTUPOBKU TMPHUHATHIX PEHICHUH B CBA3U C
HETOJIHOTOW WM HEeJOPaOOTKOM Mpe b IyIIero MpruKasa.

3.21. Ilpuka3el Opranuzanuu oGopMIISIOTCS Ha OJIaHKE MpUKaza ¢
UCIOJB30BAaHUEM  CIEAYIOIIMX  PEKBU3UTOB:  JlaTa  JOKYMEHTAa,
PETUCTPAllMOHHBI HOMEpP JOKYMEHTa, 3arojiloBOK K TEKCTy, TEKCT,
MOAMNHUCH. JlaTa U perucTpalmOHHbIA HOMEP ITPUKa3a MPOCTABIISIIOTCS MOCIIE
noAnucanus npukasa Pykosoaurenem Opranu3annm.

3.22. 3aroyIoBOK K MpHKa3y IE€YaTaeTCs YEPE3 OJMH MEKCTPOUYHBIN
WHTEpBAJ MOJ PEKBU3UTAMM OJlaHKa clieBa OT TPAHUIBI JIEBOTO MOJIS.
Touka B KOHIIE 3arojlOBKa HE CTaBUTCA. 3aroJiOBOK K IpHUKa3y
bopMmyHpyeTcss ¢ MpeasoroM «o» («o0»), KpaTKO W TOYHO OTpakas
coJiepKaHKe TeKcTa npukasa. Hanpumep:

06 ytBepxaeHun MHcTpyKImu
TI0 JICJIONIPOU3BOJICTBY

O nopsiaike puHAHCUPOBAHUS
PEKIIAMHOW KaMITaHWUH

O co3aaHuu SKCIEPTHON KOMUCCUH
3.23. Tekcr mnpuKaza COCTOMT U3 JBYX 4YacTeil: 00OCHOBaHHS
(mpeamOyJibl) U pacHmopsIANTENHHON YacTH. B 000CHOBaHUM YyKa3bIBaeTCS

OCHOBAHHUC, IpUYIMNHA WX LCJIb U3IdHNUA NOKYMCHTA. Haan/IMep:

B cootBerctBunM ¢ mpukazom MuHHCTEPCTBA CBA3M M MaCCOBBIX
KoMMyHUKaruil ot 25 nexkabps 2014 r. Ne 1494 «O6 yrBepxkaenuu [IpaBun
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oOMeHa JOKyMEHTaMH B DJJIGKTPOHHOM BHJE TPU OpPTaHU3AIHH
HH(POPMAITMOHHOTO B3aUMOJICHCTBUS ...

B nensx opraHuzanuu W NpoBeACHUs PadbOThl MO AKCIEPTH3E
IIEHHOCTH JOKYMEHTOB, oOpasywmmxcs B jaesteasHoctd MBJIOVY... |
oTOOpy X JUIs TIepeavyy Ha apXUBHOE XpPaHEHUE U K YHUUTOXKECHHUIO ...

3.24. PacnopsiautenbHas 4YacThb IpUKa3a HAYUHAETCS CIOBOM
KIPUKaA3bIBAa», KOTOPOE TIEYaTAeTCs CTPOYHBIMH  OyKBaMH
BpPa3psIAKY U MOCJIE KOTOPOT'O CTABUTCA JIBOCTOUHE.

PacnopsinutenbHasi 4aCTh MOXKET COACPIKATD:

pelIeHUsT OpraHu3allMOHHOTO Xapaktepa (yTBEpAUTh, CO3/aTh,
npeoOpa3oBaTh, TUKBUIUPOBATH, IPU3HATH YTPATUBIIUM CHUITY);

KOHKPETHBIE MMOPYUCHUS C YKa3aHUEM HCTIOTHUTENS (MCIIOJHUTEIICH )
Y CPOKOB HX BBITTOJTHEHUSI.

3.25. Kaxnoe pemienue (mopydenue) ohopmisieTcsl B MpUKa3e Kak
OTHENbHBIA MYHKT. [[yHKTHI MIpHUKa3a pacnoiaratloTcsi B JOTUKO-BPEMEHHOU
MOCJIEIOBATEILHOCTY M HyMepyroTcss apabckumu 1udpamu. Ecmu
MOPYYEHHUE [AETCSI KOHKPETHOMY TOJAPA3JCIICHUI0, €ro HauMEHOBAaHUE
MUIIETCS MOJHOCTBIO, B CKOOKAaX YKa3bIBAIOTCS (aMUIMS W HHHUIHAIIBI
PYKOBOJUTENS MTOAPA3EICHUS B MUMEHUTENIbHOM najexe. Hanpumep:

..IpHUKa3bIBalo:

1. Tlemarormueckomy mnepconany (®ammmms M.0.) x 01.02.2019
MOJITOTOBUTH W TPEJCTAaBUTh HA yTBEPXKACHHE TUTaH ... paboTel Ha 2019
rof.

Ecnim mopyuenue maeTcsi KOHKPETHOMY  HMCIOJHUTEIO, €ro
JOJDKHOCTh M (haMUJIUSl YKa3bIBAIOTCSI 0€3 CKOOOK B JATEIHHOM TMaJekKe.
Hanpumep:

3.  Henonpouspoautrenmro  damummms M.O.  moaroroButh U
MPEJACTAaBUTh HA PACCMOTPEHHUE U YTBEPKICHUE CMETY KOMaHIUPOBOYHBIX
pacxonaoB Ha 2020 rox B cpok 10 30.11.2019.

[IpenmuceiBacmoe JiercTBUE BBIpaykaercs rJ1aroJom B
HeonpeaeneHHol popme. He nomyckaercs ynoTrpeOiasiTb HEKOHKPETHBIC
BBIPAXKEHUS THUMA KYCHUJIUTH», KYCKOPHUTH», «0OECHEYUTh B KpaTdauiiue
CPOKU».

Ecin ogHOMYy HCHOTHUTENIO HEOOXOIUMO TOPYYHUTh HECKOJIBKO
pa3HBIX 3aJaHUd C OJHUM CPOKOM BBINIOJIHEHHS, OTBETCTBECHHBIN
VCIOJIHUTEND UM CPOK HCIOJHEHHUS YKa3bIBAKOTCS OJMH Pa3 B OCHOBHOM
IIYHKTE, a TOPYYEHUS BBIICIAKOTCS B OTACIbHbIE NOANYHKTHL. Ecim y
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MOPYYEHUN pa3HbIEe CPOKH UCIOJIHEHUS, CPOKM VYKa3bIBAIOTCS HE B
OCHOBHOM ITyHKTE, a B Ka)KJIOM IOJITyHKTE.

Cpox HCHOJTHEHUS JOJDKEH OBbITh pealbHbIM, COOTBETCTBOBATH
o0beMy mpenrnonaraeMbix pabot. IIpu yCTaHOBIEHHH CpOKa CIEIyeT
YUYHUTBIBATH BPEMsI IOBEJICHUS JJOKYMEHTA J10 KOHKPETHBIX UCIIOJIHUTEIEH.

Cpox UCHOJIHEHUS B MTyHKTaX PacropsIUTEIbHON YacTu MpUKa3a He
YKa3bIBACTCs B CIIy4asiX, €CJIU JIEUCTBUS HOCST PETYJISPHBINA XapakTep U UxX
BBINIOJIHEHUE TIPEANUCHIBACTCS Ha BeCh INEpPHUOJ JEUCTBUS IPHUKA3a.
KonmuuectBo wucnonHuTeneld Mo KaxkJIOMy MYyHKTY (TOAMYHKTY) He
orpannuuBaeTcsi. OTBETCTBEHHBIN UCIIOJHUTEIb YKA3bIBACTCS IEPBHIM.

Ecnu nmpuka3 oTMEHSIET MOJIHOCThIO MJIM YaCTUYHO PaHEE U3/IaHHbIC
JOKYMEHTBI TI0 TOMY € BOIPOCY, TO B MPEAMNOCICIHEM IMyHKTE MPUKa3a
HEO0OXOJIMMO UX MEPEUUCTUTD C YKa3aHHUEM HAaUMEHOBAHUS IOKYMEHTA, €ro
JaThl, HOMEpA, 3arojoBka. Hanpumep:

4. Ilpusnate ytpatuBmuM cwiry npukaz3 MB/IOVY... or 5 aBrycra
2015 r. Ne 22 «O06 yTBEep>KJIEHUU MOJOKEHUSI 00 IKCIIEPTHON KOMHUCCHUH ...
»,

[Tocnenguuii TyHKT MpUKa3a — IYHKT O KOHTpPOJE, B HEM
YKa3bIBAIOTCA  JOJDKHOCTh JIMIIA, OTBETCTBEHHOrO 32 HCIIOJHEHHUE
JIOKYMEHTa B 11eJI0M, ero (hamuins U nHulnaibl. Hanpumep:

5. KoHTponb 3a HCHOMHEHHEM TMpUKa3a BO3JIAraeTcsl Ha CTapIIero
pocriurarenga @avuausa 1.0.

B ormenpHpIX cmydasx PykoBomurens OpraHuzanuum  MOXKET
OCTaBUTh KOHTPOJIb 32 COOOM:

5. KoHTpob 3a ucrosHeHueM MprKas3a OCTaBJIso 3a COOOi.

3.26. He Bkito4aeTcsi B TEKCT IpuKa3a MyHKT «[Ipuka3 mosectu Ao
CBEJICHMUSL...».

[Tonpaznenenuss W JOKHOCTHBIE JIMIA, 1O CBEICHHUS KOTOPBIX
HEOOXOJMMO JIOBECTH TIpHKa3, TEPEUYUCISAIOTCS B yKazarene (JIUCTe,
CIIUCKE) PACCBUIKH, KOTOPBIM TOTOBUTCS MCIHOJHHUTEIEM U MOXKET
oQopMIISTECS HA 00OPOTHOM CTOPOHE MOCJIEAHET0 JIUCTA MTPUKa3a.

3.27. B npuka3ax HE IOMYyCKACTCS:

W3MEHEHHUE paHee YCTAHOBJICHHBIX CPOKOB BBLITIOJIHEHUS 3aJaHUN B
CTOPOHY UX YBEIUYCHUS;

MPUMEHEHUE  MPOU3BOJIBHBIX  COKPAIICHUI WM  HCKaXEHUe
HAUMEHOBAaHUN  TOApA3NENeHUA  WIM  JOJDKHOCTEH  paOOTHHUKOB
Opranuzanuu;

MPUMEHEHNE TPOU3BOJIBHBIX (HE OOIICTIPUHSTHIX) TEXHUYECKUX U
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JIPYTUX TEPMUHOB, COKPAILIEHHBIX CJIOB U HAUMEHOBAHUM.
3.28. Ilpyu Hamuuuu NOPWIOKEHUA B TEKCTE TMpHUKa3a B
COOTBETCTBYIOIIUX MYHKTaX PaCIOPSAUTENbHON YacTH NArOTCS OTCHUIKU:
(mpwtoxkenue Ne 1); ... (upunoxenue Ne2); .. «COIIacHO
MPUWIOKEHUIO», HA MPUIIOKEHUH 0(OPMIISIETCSI OTMETKA O TIPUIIOKEHUU:
[Tpunoxxenue Ne 1
K npukazy MBJIOY
«Jlerckuii camg Ne 1 «Pomarika»

c.ii. Hagrepeunenckoe»
oT 15.01.2019 Ne 3

WN3naHnne BMecTe C MPUKA30M MPWIOKEHUH, HE YNOMSHYTBHIX B
TEKCTE IOKYMEHTA, HE JI0ITyCKaeTCH.

Ecim  JOKyMeHT, YTBEp)KIEHHBIM NPHUKAa30M, BIOCIEICTBUU
JNEUCTBYET B BHJE CaMOCTOSITEIBHOIO JOKYMEHTa, Ha IEPBOM JIMCTE
JIOKYMEHTa B BEPXHEM IPAaBOM YTy IMPOCTABISETCS TPUQ YTBEPKICHUS
(pu HEOOXOAMMOCTH, — C YKa3aHHEM HOMEpa MPUIIOKEHUS ), HAIIPUMeED:

(ITporpamma) YTBEPXIEHA
npukazom MBJIOY
«Jlerckmit cag Ne 1 «Pomarmka»

c.ii. Hagrepeunenckoe»
ot 20.02.2019 Ne 15

3.30. Jlo npeacraBieHuMs Ha NOANWCH MPOEKT  MpPHUKa3a
COTJIACOBBIBACTCSI C 3aMHTEPECOBAHHBIMU JIMIIAMH B COOTBETCTBUU C
nynkrtamu 4.1 - 4.11 UacTpyKkuuu.

3.31. Ilpuka3 noanuckiBaeT PykoBoautens OpraHu3aiuy Wi JIUIO,
UCIIOJIHSIOLIEE €T0 00sI3aHHOCTH.

3.32. Konuu npuka3oB pacchuIalOTCs B COOTBETCTBUHU C yKaszaTeaeM
(JIMCTOM, CIIICKOM) PACCHUIKH.

DJIEKTpOHHAs KOMHUS MNpHKa3a pPa3MEIIaeTcsi B COOTBETCTBYIOLIEH
6aze manabix COJ] wim Ha KopropaTuBHOM mopTtaiie OpraHu3aii B CETH
«HTepHeT>.

3.33. Ilpu oopmiieHnn npuKasa, U31aBa€MOTr0 COBMECTHO C JPYTroi
OpraHu3anuven:

0JIaHK HE MCTOJb3YEeTCS;

HAaMMEHOBAHUS OpraHU3aIMi TIeYaTaloTCs Ha OJTHOM YPOBHE;

HauMmeHoBaHue Buja gokymeHnta (ITPMKA3) pacnonaraercss mo
LEHTDY.

JlaToli COBMECTHOrO IIpHMKa3a sBJISETCS Jara IPOCTaBJICHUSA
MOCIIEIHE TOANMCH Ha JOKyMEHTe. PerucrpauvoHHbII  HOMEpP
COBMECTHOTO TIPUKa3a COCTOMT U3 PETUCTPALMOHHBIX HOMEPOB,
MPUCBOCHHBIX KaXJOW W3 OpraHu3aluid U MPOCTaBISIEMBIX YEpPE3 KOCYIO



31

YEepTy B MOPSJIKE YKa3aHUs OpraHu3aluil — aBTOPOB JIOKYMEHTA.

TekcT COBMECTHOrO TMpHKa3a U3JIaraercs OT IMEpBOro JHIa
MHOKECTBEHHOTO uHucia («IIpUKa3blBa€M»), TOMANUCH PYKOBOJUTEICH
OpraHu3alyi PacroiIaratoTcs Ha OJJHOM YPOBHE CJIEBA U CIIPaBA.

3.34. ]JledaTenbHOCT, 1O COBMECTHOM BBIpAaOOTKE pelIeHU Ha
3ace/laHusIX COBETOB, KOMUCCHI, COBEIIAHUAX OPOPMIISIETCS TPOTOKOIaAMHU.

[Ipotokon  cocTaBisieTcss  Ha  OCHOBaHMM  JUKTO(OHHBIX
(PYKONUCHBIX)  3amuced, TMPOU3BEICHHBIX BO BpeMs  3acelaHus,
IIPEICTABICHHBIX TE€3HCOB JOKJIAJI0B M BBICTYIUIEHUW, CIPAaBOK, IPOEKTOB
pelreHni (IToCTaHOBIICHUH ).

[Iporokon odopmiiseTcss B TEUYEHHWE OJHOTO-TPEX MIHEH mocie
MIPOBEJICHUS 3aCE/IaHuUs, €CIU CPOKH €ro MOJATOTOBKU HE OTOBOPEHBI 0C000.

3.35. PexkBuzuTaMH TPOTOKOJIA  SIBISIIOTCS:  HAMMEHOBAHUE
opraHu3anuu (B COOTBETCTBUM C IMMyHKTOM 2.10 Hacrosmen MUucTpykimm),
HAaUMEHOBAaHHE BHUJA JOKYMEHTA, 3arojlOBOK K TEKCTy, JaTa U MeECTO
3ace/laHusl, PETUCTPALMOHHBIM HOMEP NPOTOKOJIA, TEKCT, ITOAIHKCH.

3.36. 3aronoBOK K TEKCTY IPOTOKOJIa OTBEYAET HA BOMPOC KYETO?» U
COJICPKUT YKa3aHUE IMOAPA3/EIICHUs WM OpraHa, JeSTeIbHOCTh KOTOPOIo
nporokonupyercs. Harmpumep:

(mpoTokoJI) 3aceqaHus aTTECTAIIMOHHOW KOMUCCUHU
(mpoTokoJ1) 3aceaaHus MeJarorud4ecKoro CoBera

Jlatoli mpoTokoyia SIBIAETCA Jara 3acedanHus. Ecniu  3acenaHue
MPOJIOIKACTCA HECKOJBKO JIHEH, YKa3bIBaeTCs JaTa Hadajla 3acelaHus u
yepe3 Tupe — aara okonyanus: 12-13 ¢espans 2019 r.

3.37. TekcT mpOTOKOJA JOJKEH COCTOATH U3 JIBYX YacTEeil: BBOAHOMU
U OCHOBHOW. B BBOJHOW YacTH MPOTOKOJIA YKa3bIBAIOTCH (amMuinu
npencenarens  (IpencenaTeabCTBYIONIEr0);  CeKperaps;  (pamMuinu
YYaCTHUKOB, MPUCYTCTBYIOIIMX HA 3acCElaHHM; JIUL, MPUITIAIICHHBIX Ha
3acelaHuE; MMOBECTKA JHSI.

Ecnu konmuecTBO MPUCYTCTBYIONIMX Ha 3aCeIaHUM IpeBbIIaeT 15
YeJIOBEK, B BBOJHOM YacTH NPOTOKOJIA JIEJIA€TCSl CChUJIKA HA CIHUCOK,
ABJISIFOLIMICS HEOThEMJIEMOM YacThIO MPOoTOKoaa. Hanmpumep:

[IpucyrcrBoBasn: 25 yen. (CUCOK MPUIaraeTcs).

BBomHass 4acTh NOPOTOKOJIA 3aKAHYMBAETCS IMOBECTKOW  JIHA,
coAepKalleld MEepeUYeHb PacCMAaTPUBAEMBIX BOMPOCOB, NMEPEUMCICHHBIX B
MOpSiAAKE HMX OOCYXKACHUS C YKa3aHUEM JIOKJIQJAUuuKa IO KaXIOMYy
paccMaTpuBaeMoMy Borpocy. Bompockr moBecTku AHS HOPMYTUPYIOTCS C
npeuiorom  «o» («o0»), TmedaTaroTCsl OT TPaHMIBI JIEBOTO TMONS U
HYMEPYIOTCS apaOCKUMU U pamu.

B ocHoBHOI1 yacTu poTokoa GUKCUPYETCS X0 3aCeaHusl.
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3.38. TloaHbli NPOTOKOJI COAEPHKUT 3aAMKUCHh TOrO, YTO MPOUCXOIUIO
BO BpeMs 3acelaHusi, BKIIOYas BOIMPOCHI K JOKJIATYUKY, OTBETHl Ha HHUX,
BBICTYIUICHUS B XOJI¢ 00CYX IACHHUS BOIPOCA, PE3YJIbTaThl FOJIOCOBAHUS IO
BOIIPOCY M MPUHSATHIC petieHus (00paserr opopMIICHHS MOTHOTO MPOTOKOJIA
NPUBE/ICH B MPHJIOKeHHH Ne 7).

Kpatkue mporokosisl  (mpuioskenme Ne8) Bemyrcs — IpH
PacCMOTPEHHUH BOMPOCOB ONEPATUBHOTO XapakTepa. B kpaTkoM mpoTokoJie
bukcupyercss Tema oOcyxaeHus, (haMUIus JOKIAJ4YMKa IO BOIPOCY H
MIPUHSTHIC PEIICHUS.

3.39. OcHOBHasi 4acTh MOJHOTO MPOTOKOJA COCTOUT M3 Pa3elioB,
MOCBSILIEHHBIX BOIPOCAM TMOBECTKM JHSA. XOJ PaCCMOTPEHMS KaxKIO0ro
BOIlpOca 3amuchiBaercss B nocienoBarenbHocTH: CIIYIHAJIM  —
BBICTVYIINJIA — PEILNJIN (ITOCTAHOBUJIN).

[TocranoBienne (pemieHHe) B  TEKCT MPOTOKOJA  BHOCHUTCS
MOJIHOCTBIO B TOWM (POPMYJIMPOBKE, KOTOpasi Obljla MPUHATA HA 3aCElIaHUU;
IPU HEOOXOTUMOCTH MPUBOJIATCS UTOTHU FOJIOCOBAHUS: «3a - ... POTHB - ...,
BO3JIEPKAIIOCH - ...».

3.40. [Ilporokonm 3acemaHusi TOMANMCBHIBAETCA MpeaceaaTeIeM
(mpeAcenaTeNbCTBYIOUIMM) U CEKpeTapeM 3acel]aHusi, €cld HHOE He
ycranoBiieHo JIHA.

3.41. Ilpu HEOOXOAMMOCTH KOMHH MPOTOKOJIOB WJIM BBIIIUCKU U3
IPOTOKOJIOB PAaCCBhUIAIOTCA 3aUMHTEPECOBAHHBIM JIMLIAM B 3JEKTPOHHOM
BUJIE B COOTBETCTBUU C YKAa3aTeJIEM PACCHUIKU.

B BhimHcke U3 MPOTOKOJA JOKHBI BOCHPOU3BOAMTHCS  BCE
PEKBU3UTHI 3aroJIOBOYHOM YacTH MPOTOKOJA, BBOJHAS YacThb, BOIPOC
MOBECTKHU JIHSI, IO KOTOPOMY TOTOBHUTCSI BBIMMHMCKA, U TEKCT, OTPAKAIOLIUN
00Cy>XJIeHHE BOIIpOCa U MPUHATOE PEIICHUE.

3.42. JlenoBoe (cmykeOHOE) nmucbMo (mpuiioxkeHue Ne 9) roTroBuTcs
Ha Onanke muchMa. [Ipu coctaBieHUM mucemM OGOPMIISIIOTCS PEKBU3UTHI:
ajipecar, 3aroJIoBOK K TEKCTY, TEKCT, MOAMKUCH, OTMETKa 00 HUCIIOTHUTEIIE, B
HEOOXOJMMBIX CIIydasiX — OTMETKA O MPHUJIOKEHUMU.

3.43. Ecnu nUCbMO SIBIISIETCSI OTBETOM Ha MOCTYNHMBIIMHI 3aMPOC WUIU
pochOy, 3aMOMHIETCS PEKBU3UT «CChUIKA HA PETUCTPAIIMOHHBIA HOMEDP H
JIaTy TOCTYMHBIIETO MUChMa».

HaumenoBanue BuIa J0KyMeHTa (IHUCbMO») W Pa3HOBUIHOCTH
nrMchbma (Hanpumep, «IpocK0a», «UH(POPMALIMOHHOE,
«COIMPOBOJUTEIBLHOE»,  «3alpoc»,  «HAMOMHUHAHME») B  JEJOBBIX
(city>keOHBIX ) MUChMax HE YKa3bIBAIOTCS.

Ecnu nucbMo HampaBisieTcst ajipecaTy MO 3JEKTPOHHOW MOYTe WIIU
1o (pakcy 6e3 JOCHUIKM 1O MOYTe, BMECTO MOYTOBOIO aJpeca yKa3bIBaeTCs
aJipec MEKTPOHHOM MOUYTHI WK HOMED TenedoHa-hakca.

3.44. JlenoBoe (cmy>keOHOE) TMHUCHMO JIOJDKHO OBITh TIOCBSIIIICHO
onmHoMy Bompocy. Ecmm HeoOXomMMo o0OpaTUThCS B OPTaHU3AIUIO
OJIHOBPEMEHHO TI0 HECKOJBKHM BOIIpOCaM, PEKOMEHIIYETCS COCTABUTh
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OT/IEJIbHOE MUCHMO MO KaXJAOMY U3 HUX.

[lucbMO MOXKET KacaTbCsi HECKOJIBKMX BOIPOCOB, €CJIM OHU
B3aMMOCBSI3aHBbI.

3.45. B o1HOM nUChME HE JIOJDKHO OBITh O0Jiee YeThIpEX aJpecaTos,
IIPY 3TOM OCHOBHOM ajjpecar yKa3bIBAaeTCs MEPBbIM, OCTAJILHBIM aJpecaTam
MMCHhMO HAIPaBJISIETCS JJIs CBEJICHUS.

[Ipu HEOOXOAUMOCTH HANpPaBUTh MUCHMO OOJBIIEMY KOJIHYECTBY
aJipecaTtoB, TOTOBUTCS CIHCOK PAaCChUIKM, M TUChbMa pPacChUIAIOTCS TIO
CIIUCKY.

3.46. Ilpm cocraBieHHH JEJIOBBIX IHCEM  HCIOJIb3YETCS
BCTYNUTENIbHOE OOpalleHne M 3aKIoYdTeNbHas JSTUKeTHas ¢pa3a B
COOTBETCTBHHU C IyHKTOM 2.43 MHCTpyKIMH.

3.47. TexcT nMChMa U31araeTCs:

or l-ro aMIa  MHOXECTBEHHOTO  yuciaa  (KIPOCUM...»,
«IIPEJTaracM...», KHallOMHUHACM...»);

oT 3-ro ymna exuHcTBeHHOro yucia («MBJIOYVY... He Bo3pakaer... »,
«MBJIOVY... He pacnionaraet BO3MOXXHOCTbIO...»);

oT 1-ro JinIa eAMHCTBEHHOTO YHCia (KIIPOIIY ...», KIPeaarai ...»),
€CJIM MUChbMO 0(OPMIIAETCS Ha TOJKHOCTHOM OJIaHKE.

3.48. Ecnu mpoekt nenoBoro (Ciay>ke0HOT0) MUChMa HaIpaBIsIeTCs
ajpecary 1O TMOYTE, MNPOEKT TOTOBUTCS B JBYX 3K3EMIUIApax: OAMH
sKk3eMIUIslp  odopmisiercss  Ha  OnaHKe,  BTOpPOM  3K3EMIUISIP,
npeaHa3HAYCHHBIN 1J11 BUBUPOBAHUS) — HA CTAaHAAPTHBIX JTUCTaX OyMaru.

JlenoBoe (city»ke0HOE) TUCHMO 10 TPEACTaBICHUS Ha TMOAMHUCH
JIOJKHO OBITh COTJIACOBAHO (3aBU3UPOBAHO) CO BCEMU 3aMHTEPECOBAHHBIMU
mutiamu. CorjlacoBanue (BU3UPOBAaHME) JEJIOBBIX TMHUCEM MPOBOIUTCS B
cooTBeTCTBUM C nyHKTamu 4.1 - 4.11 UHCTpyKIMH.

3.49. JlenoBoe (cimy)ebHoe) MHCHMO MOATTUCHIBACTCS
PykoBoautenem OpraHu3aiuy WM UHBIM YIIOJHOMOYEHHBIM UM JIUILIOM.
[ToanucanHoe aenoBoe (CaykeOHOE) MUCHMO TMOJJICKUT PETUCTPAIUU U
OTHPABKE.

He nomyckaercs oTnpaBisiTh ajpecaTaM NUCbMa, HE UMEIOILIUE 1aThl
U PETUCTPALIMOHHOTO HOMEPA.

3.50. Ilocne moamucaHuss MUCbMa M €T0 PETHCTPALMHU IK3EMILISAP
NMChMa C BU3aMU 3aMHTEPECOBAHHBIX JIUI] MOMEIIAETCS B JIETO.

3.51. CnpaBka — TOKYMEHT:

COJICp KAl OMMCAHUE U TIOATBEPXKICHUE TEX WU UHBIX (haKTOB U
COOBITHI;

noATBepkAaromuid  (akThl OHOTrpadUUECKOro WIH CIIY>KeOHOTo

xapakrepa.
CrpaBku, OTpakaroIue OCHOBHYIO (TpOU3BOACTBEHHYIO)
JeSITEIbHOCTD Opranuzanum, MOT'YT OBITH BHEITHUMH u

BHYTPEHHUMU. BHEIIHWE CIpPaBKU COCTABISAOTCS I IPEACTABICHUS B
JPYTYK0 OpraHu3alui0, BHYTPEHHUE CIPAaBKU — JUII  NPEACTaBICHUS
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pykoBojacTBY OpraHm3anuu WIH Ha PacCMOTPEHHE KOJUICTHATBHOTO
oprasa.

BHemHss  cnpaBka  Opranuzanuu — (mpuioxkenne Ne  10)
opopmisiercss Ha OnaHke nucbma OpraHuzaluu U HUMEET CIEIyIoIIHe
PEKBU3UTHI. HAaUMEHOBAaHUE BHUJA JIOKYMEHTa, 3aroJIOBOK K TEKCTy (mpu
odopmiieHnn Ha Onanke gopmara A4), aapecar, TEKCT, MOIINUCH, OTTUCK
nevyaty (U1 cripaBok Onorpaguyeckoro win GUHAHCOBOTO XapaKTepa).

BuyTpennue cripaBku (mpuiiozkenue Ne 11) B OTIIMYMM OT BHEIIHUX
odopMIIsTIOTCS HA cTaHmapToM jucte Oymaru ¢opmara A4 (210 x 297 mMm)
i AS (148 x 210 mMm). ITpu 3TOM 00513aTEIIBHBI CASAYIONINE PEKBU3HUTHI:
HAaUMMEHOBAHUE CTPYKTYPHOIO MOJIpa3iesieHus (JOJKHOCTH JIUIA) — aBTOpa
JTOKyMEHTa, HAWMEHOBaHWE BHJA JOKYMEHTa, Jara JIOKYMEHTa,
PETHCTPAIlMOHHBIA HOMEpP JOKYMEHTa, 3aroJioBOK K TeKCTy (IpHu
opopmiieHnH Ha Jucte Oymaru ¢opmara A4), ampecar, TEKCT JOKYMEHTA,
NOANMUCH (TIOJIMUCHIBAETCA PYKOBOJIUTEIEM CTPYKTYPHOTO TMOJPA3CICHUS
WIN CHEIUATNCTOM-COCTABUTEIEM, TIPU 9TOM yKa3bIBaeTCs JOHKHOCTH B
COKpAIlIEHHOM BapuaHTe — 0e3 HauMeHoBaHus OpraHu3aiim).

3aroyioBOK K TEKCTY CIIPAaBKU JOJBKEH OTBEYaTh Ha Bompoc «O ueM?»
U MOXET BKJIIOYATh YKa3aHUE Ha MEPHOJl BPEMEHH, K KOTOPOMY OTHOCSTCS
U3JI0KEHHBIE B cripaBke cBefeHus. Hampumep: «CrnpaBka o 3aHUMaeMoi
noJbKHOCTHY Uin: «CrpaBka 00 o0beme 1okymeHToo0opota 3a 2019 roay.

TeKCT crnpaBKH, Kak MPABUIIO, COCTOMT U3 JIBYX 4YacT€l: B NEPBOU
u3JiaraloTcs (HaxkThl, MOCTYKUBIIME OCHOBAHMEM WJIM IOBOJOM IS €€
COCTAaBJICHHsI, BO  BTOPOW  TPUBOMATCS  KOHKPETHBIC  CBEJICHHSI,
OTpPaXKaIOIIUE CYIECTBO BOMpPOca. TEKCT CIPABKU MOXET COCTOAThH TOIBKO
U3 opHoil (BTOpoil) wactu. Eciam chnpaBka COACPKUT OJHOPOIHYIO
CUCTEMATU3UPOBAHHYIO HHGPOpPMAIUIO, €€ TeKCT odopmisieTcs B BUJIE
Tabnunpl. Eciin B chpaBKy BKIIIOYAIOTCS CBEJAEHUS 10 HECKOJBKUM
BOIIPOCAM, €€ TEKCT MOXKET COCTOSITh U3 HECKOJIBKHUX Pa3/IeiioB.

Buemnue cnpaBku noanuceiBaeT PykoBonurens OpraHuzanuu wid
auio ero 3amernraromiee. CrpaBky, coJepkKallyr CBeISHHUS (PUHAHCOBOTO
XapakTepa, MoAanuchiBaloT PykoBomurtens Opranuzanumud u Oyxraintep u
3aBEpSIIOT MeuYaThio. BHyTpeHHUE CIpaBKU MOAMUCHIBAIOTCS PAOOTHUKOM-
COCTABUTEJIEM.

CnpaBKH,  COCTaBIsSIEMbIC  JUIA  TOATBEPXKICHHUS  CBEICHUH
OrorpaguuecKkoro Wi CIy>KeOHOro XapakTepa, MOJINUCHIBAIOTCS JIBYMsI
aunamu:  PykoBoguTenem U OyxrairepoM WM PykoBomurenem U
CIIEIUAIIUCTOM T10 KaJipaM, — U 3aBEPSIOTCS MeUaThIo.

CnpaBka, cojepkaiias CBEACHUS O 3aMHTEPECOBAHHOM JIMILIE,
JOJDKHA MMETh CIeAyIolue JaHHble: (paMuiiiio, WMs, OTYECTBO JIMIIA,
KOTOPOMY OHa BBIJlaHA; yKa3aHWE, B YJOCTOBEPEHUU KaKWX CBEICHUI
BbIJIaHA; JUISl KaKUX 11eJIe WM B KaKyl0 OpraHW3aIlfio BbIJIaHa; TIOAMNUCH U
yKa3aHUE OJDKHOCTH JIMIA, BBIJABIIETO CIPaBKy; JaTy COCTAaBJICHHUS;
OTTHUCK TICYATH.
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TexcT cpaBku TUYHOTO XapakTepa ClIeAyeT Ha4MHATh C (paMumu,
HMEHM M oOTuecTBa paboTHMKAa (B MMEHUTEIbHOM Tajaexe). He
PEKOMEHyeTCsl MCMOJIb30BaTh apXauydHble 000poThl Tuma: «Hactosimas
crpaBka jJaHa...», «HacTosmmm moaTBepKaaeTcs, 4To ... JCHUCTBUTEIBHO
paboTaer...» 1 T.1.

3.51. AKTBI COCTaBIAIOTCS Ha OCHOBE YTBEP)KJACHHBIX OpTraHaMU
BJIACTU YHU(UIMPOBAHHBIX (GOpM MM B CcBOOOIHON (opme B MHEIIX
MOATBEPKACHUSA (DAKTOB, CBS3AHHBIX C JEATEILHOCTHIO OpraHu3aluu
(mpuioxkenne Ne 12).

3.52. Ilpm cCOCTaBIEHMM AaKTOB HCIIOJB3YIOTCA PEKBU3UTHI:
HAaUMEHOBAaHUE OpraHMW3allid, HAUMEHOBaHWE BHUJA JOKYMEHTa, Jara
JOKYMEHTa, PETUCTPALlMOHHBIA HOMEpP JOKYMEHTA, MECTO COCTaBJIEHUS
WJIU U3JIaHUS JOKYMEHTA, 3ar0JIOBOK K TEKCTY, MOJIHUCH.

3.53. JlaToii akTa SIBIISIETCSA JaTa COCTABJICHHUS aKTa M IIOJANHCAHUS
€ro COCTaBUTEISIMHU.

Ecim  dopmoit  akta  mpemycMOTpEHO  €ro  yTBEpXKIEHHUE
PykoBomutenem  OpraHu3aliid WM~ HWHBIM  YIIOJHOMOYEHHBIM
JIOJKHOCTHBIM JIMIIOM, JaTOM aKTa SBJISETCS JaTa €ro yTBEPKICHMUS.

3.54. B BBOOZHOM 4YacTH aKTa B HMEHHUTEILHOM IIaJI€KE
YKa3bIBaIOTCS:

OCHOBAHHME COCTaBJICHHUA aKTa (JIOKAJIbHBIA HOPMATHBHBIA aKT;
pacropsauTeabHbIN JoKyMeHT Opranu3anuu (npukas); pakt win coObITHE,
MOCTY>KUBIIIEE OCHOBAHUEM JIJI1 COCTABJICHUS aKTa);

COCTaBUTEJIM aKTa (mepeuyucisitorcss mocie cioBa «CocTaBiaeH» C
YKa3aHUEM JOJDKHOCTEN, HAMMEHOBAHUM OpraHu3aluid, €CJIM COCTaBUTEIN
SABJISIIOTCSL  TIPEACTABUTENISIMU  JIPYrodl  opraHu3auuu, ¢GaMuwidid u
MHHITAAJIOB).

Ecnm akt cocTtaBieH KoMuccHeW, TEpBOM yKaszbiBaeTcs (haMuius
npeaceaaTenass KOMHCCHU, 3aTeM YJIEHOB KOMHUCCHH B alaBUTHOM
MOPSAKE.

3.55. B TekcTe akTa u3jararoTcs 1IeJId M 3aJaud COCTABJICHMS aKTa,
CYIIHOCTh, XapakTep, METOJAbl M CPOKM TIPOJEIaHHOW paboThl, ee
pE3yIbTaTHI.

[Ipy HEOOXOAMMOCTH aKT MOXKET COAepKaTh BBIBOABI U
pPEeKOMEH/ AU H.

B 3akmrounTenbHOM 4YacTH  aKTa  yKas3bIBAIOTCS  KOJHUYECTBO
MOATOTOBJICHHBIX JK3EMIUISIPOB aKTa W MECTOHAXOXKIECHHUE KaKJIOTro
sK3eMIuIsipa. KoandecTBo AK3eMIUIAPOB aKkTa OMpEeAessieTCs KOJUYECTBOM
CTOPOH, 3aWMHTEPECOBAHHBIX B €0 COCTAaBJICHUU, WM HOPMATHUBHBIMU
TpeOOBAHUSIMHU, PETVIAMEHTUPYIONIUMHU COCTaBJIEHUE AaKTOB KOHKPETHOM
Pa3HOBUIHOCTH.

3.56. DK3eMIUISIphl aKTa MOJAMUCHIBAIOTCS BCEMH YJ€HAMU KOMHUCCHUU
(ecmM  aKT COCTaBISJICA KOMHUCCHUEW) WM COCTaBUTEISIMU U, TIpH
HEO0OXOMMOCTHU, TPUCYTCTBOBABIIINMHU JIMIIAMH.
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[Ipy noanmucanuu axkTa MpeAceaTeIeM W WiIeHaMHU KOMHCCUU
HAaMMEHOBAHUA UX JOHKHOCTEH HE YKa3bIBAIOTCS.

Oco0oe MHEHHE COCTABUTEISI aKTa U3JaraeTcsl Ha OTACJIbHOM JIUCTE,
MOJMUCHIBACTCS U MPUIIAraeTcs K aKTy.

3.57. Ecmm 3akoHomarenscTBOM  Poccuiickoir ~ dexaepanuu
MPEIyCMOTPEHO O3HAKOMIIEHUE C COJCPKAHUEM aKTa JIMIl, YIOMSHYTHIX B
aKTe, TMOJ TMOAMNUCh, HA TMOCICAHEH CTpaHUIIE aKTa MPOCTaBIIACTCS
o3HakoMuTeabHas Bu3a «C aKTOM O3HaKOMJICH(BI)», TIpU 3TOM
YKa3bIBAIOTCS ~ HAMMEHOBAHUA  JOJDKHOCTEW,  JIMYHBIE  MOJIHKCH,
pacmupOBKK  TOIMUCEH, 1aThl O3HaKOMJICHWs. Jluma, KoTopbie
3HAKOMSITCSL C COJEpKaHUEM aKTa, HMMEIOT MPABO HE COIJIACUTBCSA C
COJICp’)KaHMEM aKTa B IIE€JIOM WM €r0 OTIEJIbHBIMHU TMOJOXEHUSIMH, UTO
JOJIKHO OBITh 3a(DUKCUPOBAHO MTPU O3HAKOMJIEHUH C AKTOM.

3.58. Jloknagnasi (cioykeOHasi) 3amucKa MCHOJIB3YETCA IS
OMEpPaTUBHOTO  MHGOPMAIIMOHHOTO OOMEHa MEXIy CTPYKTYpPHBIMH
noapasneneHusiMu  (paboTHUKaMH) W PYKOBOJCTBOM  (0Opasiibl
opopMieHUST  JOKJIAQJHOW  3alMMCKM W CIY>KEOHOM  3aIucKH,
MOJATOTOBJIICHHON Ha OCHOBE OJJICKTPOHHOTO IIa0JIOHa TPUBEIACHBI B
npuiiokeHun NeNe 13, 14).

3.59. OOs3aTenbHBIMU  PEKBU3UTAMU JOKJIAAHOU  (CITy»KEOHOI)
3aMUCKU  SIBJIAIOTCA:  HAMMEHOBaHUE  JIOJDKHOCTH  (CTPYKTYPHOTO
HoJipa3jiclicHus1), HAMMCHOBAaHUEC BHUA JOKyMCHTa (IOKJIaaHas 3aIncKa,
ciry>keOHasl 3al1cKa), aaTa, 3aroJiIoBOK K TEKCTY, aJipecar, TEKCT, MOJIMUCH.

3.60. Ilpum agpecoBaHUM JAOKJIQAHBIX (CIY>KEOHBIX) 3aMMHMCOK
YKa3bIBAIOTCS B JIaT€IbHOM TIaJeKe JIOJKHOCTh JIMIA, KOTOPOMY
aJpecoBaH JOKYMEHT, (haMuUIusl U UHULIHAJIBI.

Hanpuwmep:

3aBenyrouiemy MBJIOY
«Jlerckmii cax Ne 1 «Pomarka»
c.ii. Hagrepeunenckoe»
®amunusa N.0.

3.61. Jlokmamubie (cimyXeOHbIE) 3alMMCKH MOTYT COCTaBISITHCA,
paccMaTpuBaTbCS W XPAHUThCS B TEUCHHE YCTAHOBIIEHHOTO CpOKa
HCKJIFOUUTEIBHO B 3JICKTPOHHOM BuUjie B CO/I.

[Ipu opranuzauum padboOThl C  JOKJIAIHBIMU  (CIIyKEOHBIMHU)
3alUCKaMU B DJICGKTPOHHOM BHJIE€ HCIOJB3YIOTCS JJICKTPOHHBIC II1a0JIOHBI
JIOKJIAJTHOM U CITy>KEOHOM 3aIMCOK.

3.62. TekcT AoknaaHOM (CiIy»KeOHOM) 3amUCKH, B 3aBUCUMOCTH OT
CIIO)KHOCTU COJCPKaHUS M TMPUBOJUMOM apryMeHTalluM, COCTOUT W3
OJITHOM, IBYX WJIM TPEX YaCTEu:

B TICPBOM 4YaCTH WM3JAraloTcs IPUYUHBI, (PAKTBl WA COOBITHSA,
MOCTY>KUBIIUE TTOBOJAOM JIJISI COCTABJICHUS JJOKYMEHTA,

BO BTOPOM YaCTH JACTCs aHajlu3 CIOXKHUBLICKUCS CUTYyallWH,
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BO3MO>KHbIE BAPUAHTHI €€ PEILICHHUS;

B TPETHhEH YaCTU U3JIAratoTCs BHIBOJIBI.

3.63. Peructpamuss  JOKJIaAHBIX HM  CIY)XCOHBIX  3alKCOK
ocymectBisiercss B COJl, mpu orcyrctBun COJ[ — y paboTHUKa,
MOATOTOBUBIIEM JIOKYMEHT.

IV. CoriiacoBanme nNpoeKToOB JOKYMEHTOB.
IMoanucanue (yrBep:KaeHne) NPOEKTOB JOKYMEHTOB

4.1. CormnacoBaHve MNpPOEKTa JOKYMEHTa IPOBOJUTCA IO €ro
noanucanuss PykoBoauTenemM B LENSAX OLICHKA COOTBETCTBHS IPOEKTa
3aKoHoAaTenbCTBY Poccuiickon denepannu, JOKaJIbHBIM HOPMaTHUBHBIM
aktam Opranuzanuu, KadecTBa U 3(P(DEKTUBHOCTH MPEAIaraeMoro
pELICHHUS.

CormnacoBanue IPOEKTa JOKyMEHTa OpraHu3yeTCs
HENOCPE/ICTBEHHBIM HCIIOJIHUTENEM (COCTaBUTEIEM) W TPOBOJUTCA B
IIpe/iesIax YCTaHOBJIEHHOIO CPOKA UCIIOJIHEHUS.

4.2. Ilpn wannuun B Opranuzanuu COJl cornacoBaHHE MPOEKTOB
JOKYMEHTOB  OCYLIECTBJSIETCSS B aBTOMAaTU3UPOBAaHHOM  pEXUME
IIOCPEJICTBOM HaIIpaBJIEHUs ITPOEKTOB JOKYMEHTOB JINLIAM, Ha3HAYCHHBIM B
KAuecTBE COIJIacyloluX, U OQOPMIICHUS PE3YIbTaTOB COIVIACOBAHMS B
COM.

CorinacoBaHue MPOEKTOB JOKYMEHTOB MOXET OCYIIECTBISTHCS
MOCPEJICTBOM  KOPIOPATUBHOM 3JEKTPOHHOM MOYTHI U O(OpPMIICHHS
UCIIOJIHUTENIEM JIUCTa COrJIaCOBaHUSl C MPWIOKEHUEM AJIEKTPOHHBIX
COOOIIEHMI JIML, y4aCTBOBABIIMX B COTJIACOBAHUHU MTPOEKTA TOKYMEHTA.

4.3. CornacoBaHue TMPOEKTOB JOKYMEHTOB C pabOTHHKaMU
Opranu3zanuy u/uin IpyruMu OpraHu3alUsiMU OpraHU3yeT UCIIOJIHUTENb B
COOTBETCTBHM C HacrosAmen WMHCTpyknuen WM HWHBIMHA JIOKaJIbHBIMHU
HOPMATHBHBIMM  aKTaMH, pEryJUPYIOIIMMH IPOLECC  COIIACOBAHMS
(BU3UPOBaHUs) MPOEKTOB IOKyMEHTOB.

4.4. IIpoeKTbl JOKYMEHTOB COTJIACyIOTCS:

HENOCPEICTBEHHBIM UCIIOJIHUTEIIEM;

COUCTIOJHUTENSAMU (MPU UX HATUYUN);

pabotHukamu OpraHu3aluy, HamnpaBlICeHUsS AESTENIbHOCTH W/WIN
(GbyHKIMOHATIbHBIE OOS3aHHOCTH KOTOPBIX 3aTParuBalOTCsl B IIPOEKTE
JIOKyMEHTa W/WJIA KOTOpbIE YKa3aHbl B NMPOEKTE JOKYMEHTa B KayeCTBE
HCIIOJTHUTENICH;

JOJKHOCTHBIMU JInLlaMu OpraHu3anuu, KypupyoumMu 3aTpOHYThIe
B IIPOEKTE JOKYMEHTa BONPOCHI (€CIu JOKYMEHT TMOIIUCHIBACTCS
(yrBepxknaetcs) PykoBonurenem Opranu3aiun);

Jlenonpon3BoauTeaeM.

[IpoekTbl JOKYMEHTOB, peain3anus KOTOPhIX TpeOyeT (MHAHCOBBIX
3aTpar, COrJacOBBIBAIOTCS ¢ OyXxraiarepueil.
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4.5. BHelllHee COrjaacoBaHHME MPOEKTa JOKYMEHTa OCYIECTBIISIETCS
MOCPEJICTBOM  HAMpaBJIEHUs TPOEKTa B JPYryl0 OpraHu3aluio C
COMPOBOJUTENLHBIM  TUCBMOM, B  KOTOPOM  YyKa3bIBaeTCsl  CPOK
COTJIacOBaHMUSI.

Ecnu opranuzanmm, coriacyroolme MpOeKT JOKYMEHTA, SBISIIOTCA
yuyactTHuKaMu ogHou COJI, cormacoBanue MoeT ObITh mpoBeaeHo B COJ]
0e3 HampaBJICHHs COIMPOBOJIUTEIBLHOTO MHChbMAa U OJHOBPEMEHHO C
BHYTPEHHHUM COIJIACOBAHHUEM.

4.6. Cpoku corjmacoBaHuss JOKYMEHTOB  YCTaHaBIIMBAOTCS
WNucTpykuned W/WIM WHBIMH JIOKQTbHBIMH HOPMATHUBHBIMU aKTaMU B
3aBHCHUMOCTH OT BHJa JOKyMEHTa M o00beMma [IOKyMEHTa, BKJIIOuas
NpWIOKEHUS K HeMy. CpOKH COrIacOBaHMs JOKYMEHTOB COCTABIISIIOT:

MPOEKTHI JETOBBIX (CITy>kKeOHbIX) nuceM — 1-3 pabouux gaHs;

MIPOEKTHI MPUKA30B O€3 MpHIIoKeHU — 1-3 pabouux aHs;

IOPOEKThI PUKA30B C MPUIIOKEHUSIMH CIIPABOYHOrO Xapakrepa — 3-5
pabouux IHEH;

IPOEKThl TMPUKA30B C MPUIOKEHUEM JIOKAJBbHBIX HOPMATUBHBIX
aKTOB B 3aBUCHUMOCTH OT uX obObema (He Oosiee 50 crpanun) — 5-10
pabouux IHEH;

IPOEKThl  JIOKAbHBIX  HOPMATHUBHBIX  aKTOB,  YTBEPXKIACMBIX
HEIOCPEICTBEHHO MOANHChI0 PykoBomuTens (He 6omee S0 ctpanui) — 5-10
pabouux JHEW;

MPOEKTHI MPOTOKOJIOB 3aceIaHuil (COBEIIaHMI) MPU HEOOXOTUMOCTH
UX COIJIaCOBaHHUS, B 3aBUCUMOCTH OT oObeMa JOKyMeHTa — 1-3 paboumnx
JTTHS.

Cpoku coriacoBaHusi ITPOEKTOB JOKYMEHTOB, HANpaBIIIEeMbIX Ha
BHEILIHEE COTJIACOBAHUE HE JOJDKHBI COCTaBsATh Oosiee 30 KajneHIAapHbBIX
JTHEH.

B KOHKpETHBIX Clly4asX B 3aBUCUMOCTH OT COJEpXKaHUS U
Ha3HA4YeHMs] JOKYMEHTa CPOK COTJIACOBAHUSI MOXET OBbITh COKpAlleH WU
YBEIUYEH MO peueHuro PykoBoauTens WM AOKHOCTHOIO —JIMLA
OpraHn3anum, KypupyIOLEro HalpaBiIEHUE ACATENBHOCTH, 10 KOTOPOMY
TOTOBUTCS MTPOEKT PEILICHHUS.

47. Odopmienue  pesyiabTatoB  coriacoBanuss JIHA wu
pacnopsiIUTENbHBIX ~ JOKYMEHTOB  OCYIIECTBISIETCSI B BHUAE  BU3,
MPOCTABIIIEMbIX 3aUHTEPECOBAHHBIMU JIMI[AMU Ha TMOCJIEIHEM JIUCTe
MpPOEKTa JOKYMEHTa (Ha €ro JIMLEBOW WM OOOPOTHOM CTOPOHE) WM HA
OTJICJIbHOM JIUCTE COTJIACOBAHUS, SIBIISIOIIEMCS HEOTHEMJIEMOM YacThiO
nokymeHTa. OTMETKM O corjlacoBaHuu (rpud COIIACOBAHMUS U BU3bI)
opOpMIISIFOTCSI B COOTBETCTBUU ¢ MNyHKTamu 2.45, 2.46 Hacrosen
HNHCcTpyKuum.

[Ipu cornmacoBaHMM  JAENOBBIX  (CIYXKEOHBIX) THCEM  BU3BI
IPOCTABIIAIOTCS HAa KOMHMHM NMUChbMa (BHU30BOM 3K3EMIUISIP), KOTOPHIM IMOCIHE
NOANHUCAHMS TOJIMHHUKA MMChbMA U €r0 PErucTpaluy MOMEIAETCs B A€EIO,
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uim Ha o00OpOoTe€ TONIMHHUKA THCHbMa, €CIH THCHhMO HaNpPaBISICTCS
aapecary 1o ¢akcy WIH 3JIEKTPOHHOHN MoYTe. DTOT K€ IK3EMIUISIP MUChMa
nocyie OTHpaBKu azapecary (1Mo (akcy WM DJIEKTPOHHOM IMOYTEe B BUJE
AJIIEKTPOHHOM KOIMUM) MOMEIAETCS B JIEO.

[IpoexThl TPOTOKOJIOB BU3UPYIOTCS JIMI[AMHU, BBICTYNaBIIMMHU Ha
3acelaHdd (COBEIIAHWM) IyTEM MPOCTABICHUS BU3bl HA JIEBOM TI0JI€
JIOKyMEHTa  HANpOTUB  3allUCU  BBICTYIUIEHUS  COOTBETCTBYIOIIETO
paboTHUKA.

4.8. CornacoBaHue MPOEKTOB TOKYMEHTOB MOXET OCYIIECTBISATHCS B
CO/l. Ilocne 3aBepuieHus NPOLEAYpPHl COTJIacOBaHUsl (IPU CO3JAaHUU
MO/JIMHHUKA JTOKyMEHTa Ha OyMa)XHOM HOCHUTEJE) JIHCT COTJIACOBAaHUS
pacneuarbiBaercss u3 COJl, mpukiIagpiBaeTcsi K IMPOEKTY JTOKYMEHTa M
MpeACTaBisAeTCS Ha mnoAnuch PykoBoautento OpraHuzanuu (MHOMY
YIIOJTHOMOUYEHHOMY UM JIUILY ).

CornacoBanue BHYTPEHHUX JOKYMEHTOB, CO3/IaHHME, XpaHEHUE U
UCIIOJIB30BAaHUE  KOTOPBIX  ocywiecTBisieTcss  nocpeactsoM — COJI,
npoBoauTcs B COJI B 37IEKTPOHHOM BUJIE.

[Ipu cornacoBaHuM MPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3/JaHHBIX
Ha OYMa)XKHOM HOCHTEJIC, BH3bl MPOCTABIAIOTCS HEMOCPEJICTBEHHO Ha
MPOEKTE IOKYMEHTA.

4.9. Tlpy BHEWIHEM COIJIACOBAHWHU, IOJIYYEHHOM IHCHMOM, HWIIA
COTJIACOBAHUM TIPOEKTa JOKYMEHTa KOJUJIETHAIbHBIM (COBEUIATEIbLHBIM)
OpraHoM ¢ (puKcanuen pemeHusi O COrJlaCOBaHMU B MPOTOKOJIE 3aCeaHus
UCIIOJIHUTENb O(QOpMIISIET Ha MPOEKTe JOKYMEHTa WM B JIUCTE
corjacoBaHusi Tpu@ coOryacoBaHusi B COOTBETCTBUM C IyHKTOM 2.45
Nuctpykiuu. Ilucema o coryiacoBaHuu (BBIMMCKA W3  MPOTOKOJIA)
MpUJIararoTcs K MPOEKTY JOKYMEHTA.

4.10. B xome cormacoBaHus TIPOEKTa JOKyMEeHTa pPaOOTHUK,
COTJIACYIOIIMM IOKYMEHT, IPUHUMAET OJTHO U3 CJICTYIONTUX PEIICHUI:

COTJIacOBaTh MPOEKT JOKyMEHTa 0€3 3aMeUaHuii;

COTJIacOBaTh MPOEKT JOKYMEHTA C 3aMEYaHUSIMU;

OTKJIOHUTD MPOEKT JOKYMEHTA,

yKa3aTb, 4YTO HE UMEET OTHOIICHHUS K TPOEKTy JIOKyMEHTa
(paccMOTpeHHe BOIpOca, MO0 KOTOPOMY MPUHUMAETCS PEIICHUE, HE BXOIUT
B 00513aHHOCTHU paOOTHHUKA).

Bo3paxkenus 1o  NpoeKkTy — IpUKa3a, BO3HUKAWOIIME  IpHU
COTrJIaCOBaHMWM, M3JIaraloTcs B CIIpaBKe, KOTOpasl Mpuiaraercs K MpOeKTy,
i BHocuTcs B CO/I.

Ecau mpoekT JoKkyMeHTa COTJIacOBaH C 3aMEUaHUSIMH, 3TO O3HAYAET,
YTO 3aMEUaHWs HOCAT PEAAKIMOHHBIM XapakTep, W TMOCIAE UX MPUHSTHSI
WCITOJIHUTEJIEM TTPOCKT HE TpeOyeT MOBTOPHOTO COTIIACOBAHUS.

[TpoekT moxymMeHTa OTKJIOHSIETCS JIMIIOM, COTJIACYIOIIUM JOKYMEHT,
B CIIyvasx:

HaJU4Msl CYIIECTBEHHBIX 3aMEYaHMI 10 TPOCKTY JTOKYMEHTA;
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HECOIIacHus € IMMPOEKTOM TOKYMEHTA.

4.11. HecornacoBaHHBIN MPOEKT JOKyMEHTa TpeOyeT NopaboTKU IO
BBICKa3aHHBIM  3aM€uyaHusAM,  1nepeodopMIIeHUss U TOBTOPHOTO
COTJIACOBAHMSI.

4.12. Ecnu npu popaboTKe MpOeKTa JJAOKYMEHTAa HCIIOJHUTEIb
NPUHUMAET pEelIeHUe HE YUYUThIBaTh 3aMedaHue (3aMeuaHus) auua (Jun),
Y4aCTBOBABUIMX B COIVIACOBAaHWHU, HWCIOJHUTEIEM TOTOBUTCS PEECTP
HEYUYTEHHBIX 3aMEUaHW, KOTOPBII BMECTE€ C IPOEKTOM JOKYMEHTa
IIPEACTABIAECTCS PykoBoaurento Opranuzanuu WU UHOMY
YIIOJJHOMOYEHHOMY WM  JOJDKHOCTHOMY  JIMIY, HOJINKCBIBAIOIIEMY
(yTBepkmaromieMy)  JAOKyMEHT. PeecTp  HEYUTEHHBIX  3aMEUYaHUU
ITOANMCHIBAECTCS] UCIIOJIHUTEIIEM.

4.13. Pemienue o TOM, IPUHUMATh WIK HE NPUHUMATh HEYUYTCHHbIC
3amMevaHus PUHUMAET PyKoBOIUTEITb.

B ciuyyae ecaum  PykoBoauTenb NPUHUMAET  pPEIICHUE O
HEOOXOJMMOCTH YyYecTh 3aMEyaHMs, OTKJIOHEHHbIE HCIIOJIHUTEIIEM,
UCIIOJIHUTENb J10padaThIBa€T NPOEKT JOKyMEHTa B COOTBETCTBUHU C
BBICKa3aHHBIMU 3aMEYAHUSIMH.

Ecnn PykoBomurtens coriamaercs ¢ MHEHUEM MCIOJHUTENS, OH
HOJIMUCHIBAET (YTBEPHKIAET) TOKYMEHT.

4.14. JoxymeHThl, wu3aaBaeMble OT wuMeHM OpraHuszanuu,
noAnuceBalOTCA  PykoBogurenem  OpraHuzanyv WM HWHBIMH
YIOJHOMOYEHHBIMU MM JIOJDKHOCTHBIMHU JIMIAMHU (B COOTBETCTBHHM C HUX
KOMIIETEHLIMEW, OINpENeasIeMON JOBEPEHHOCTSMH Ha  BBIIIOJIHEHUE
ONpENEIICHHbIX JEUCTBUM OT wuMmeHn OpraHu3annyd, BHYTPEHHUMU
HOPMATUBHBIMH JOKyMeHTaMu OpraHu3anun).

4.15. OtpenbHble BHUIIBI BHYTPEHHHX JOKYMEHTOB (CIy>KEOHBIE,
OOBSICHUTENbHBIE 3alMCKH) Ha WM PyKOBOAUTENS MOIMUCHIBAIOTCS
UCIIOJTHUTEIIEM (COCTAaBUTENIEM), €CJIM pa3pelliaeMble MPU STOM BOIIPOCHI HE
BBIXOJAT 34 IIPEEibl €r0 KOMIIETCHIIUH.

4.16.  JIOKyMEHTbI,  HampaBisieMble B  BBICIIHE  OpraHbI
rOCy1apCTBEHHOM W MYHUUUMIIAIBHOM BJIACTH, HA MMs PYKOBOAUTEIEH
OpraHoB VCIIOJIHUTEIbHOU BJIACTH YeueHnckon PecryGnumikw,
pykoBoauteneii cyobekToB Poccuiickoit ®enepanuu U 3apyOeKHBIX
rocyJ1apcTB, MOANUCHIBaIOTCA PykoBomuTenem OpraHu3anuu WiId JIMIOM,
WCHOJIHSIIOIIMM €ro 00sI3aHHOCTH.

4.17. JloKyMeHTBI, HaIlpaBiIIEMble B CTOPOHHHE OPraHU3alNH,
MOANUCHIBAIOTCA PyKoBOAMTENEM WM WHBIMU JOJDKHOCTHBIMHU JIMLAMHU
Opranuzanuu B COOTBETCTBUU C IPEAOCTABICHHBIMU UM ITOJTHOMOYHSIMU.

4.18. JIokyMeHT MOJMUCHIBACTCS ABYMS WM OoJiee JIMIaMH, €CId 3a
CoJIep>)KaHUE JIOKyMEHTa HECYyT OTBETCTBEHHOCTb HECKOJbKO PabOTHHKOB
(IOKyMEHTBI, TOJTrOTOBIICHHBIC HECKOJIBKUMH TOAPA3ICICHUSIMH  HITH
OpraHu3alusIMu, padouei TPynoi, KOMUCCHEN).

4.19. IlognuceiBaeTcs, KaK MPaBHIIO, OJUH IK3EMIUISAP JOKYMEHTA.
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CoBMECTHBIN JOKYMEHT MOJANKUCHIBAETCS B KOJUYECTBE, COOTBETCTBYIOIIEM
KOJIMYECTBY OpraHu3aliuii, CO31aBIINX JOKYMEHT.

[Ipu HampaBlieHUM TUCbMa WM BHYTPEHHEro HWH(OpMaIMOHHO-
CIIPABOYHOTO JOKYMEHTa HECKOJIbKUM ajpecaram (He 0oJyiee YeThIpex)
MOJMKUCHIBACTCS KAkl OTIPABIIAEMbIN YK3EMIUISP TOKYMEHTA.

4.20. Iloamuch Ha JOKyMeHTe O(OpMIISIETCS B COOTBETCTBUHU C
nyuktamu 2.47, 2.48 UHCTpYKIUHU.

4.21. YTBepKIeHUE JOKYMEHTA MPOU3BOIUTCS:

HEIOCPEICTBEHHO PykoBogutenem — MIPOCTABIIEHUEM
COOCTBEHHOPYUYHOM MOANUCHU B TpU(e yTBEPKIACHUS;

npuka3oM OpraHu3aluy.

4.22. YTBepxkOawTcsa MpaBWiIa, TMOJOXEHHS, HHCTPYKLHUH,
pErjlaMeHThl, HEKOTOpbIE BHUJAbl AKTOB, IUIAHBI, MPOrpaMMbl U JpPyrHe
JOKYMEHTBI, YCTAaHABIIMBAIOIIME HOPMbI W/WJIM PACCUMTAHHBIE Ha
JUTATEIIbHOE TpUMEHEeHHE (mpuitokeHue Ne 15).

Odopmanenue rpuda yTBepKAeHUs IPOU3BOAUTCS B COOTBETCTBUH C
nyHkTom 2.41 MHCTpyKIUU.

4.23. Ilogmuce PykoBomurtens  OpraHuzalvii  WIM ~ HUHOTO
YHOJHOMOYEHHOTO UM JIMI]a Ha JOKYMEHTax, TpeOymoIux o0coOoro
YAOCTOBEPEHUSI MX IOJJIMHHOCTH, a TaKX€ Ha KOIHUAX JOKYMEHTOB M
BBINKCKAX U3 JJOKYMEHTOB 3aBEpsIeTCs TeuaThio (mpuio:kenne Ne 16).

4.24. Tleyatp Ha JOKYMEHTE IPOCTABISETCS B COOTBETCTBUHU C
nyHkToM 2.49 UHcTpyKuuu.

V. Opranusanusi JOKyMeHT0000poTA

5.1.  JIokyMeHTOOOOpOT BKJIIOYAET BCIO IOCJIEI0BATEIHLHOCTh
MEPEMEILICHUIT JOKYMEHTOB, a TAaKXKe OIepaluu, COBEpUIAEMbIE C
JIOKyMEHTaMU B TIPOIIECCE MX CO3JaHUS W UCIOJHEHUS (MOTy4YeHUE,
OTIIpaBKa, MPEABAPUTEIBHOE PACCMOTPEHHE, PETUCTPALUs, PACCMOTPEHUE
PykoBogutenem).

5.2. llenp opranuzanuu JOKYMEHTOOOOpoTa — oOecreueHue
CBOEBPEMEHHOTO MPUHATHUS YIPABICHYECKUX PELICHUN U UX UCIOJHEHUSI.
3amaya JOKyMEHTOOOOpOTa — OPraHU30BaTh JBHKEHUE TOKYMEHTOB IO
HauMEHee KOpPOTKOMY IyTH ¢ MHUHUMAaJbHBIMH 3aTpaTaMH TpyJa U
BPEMEHHU, B YCJIOBHUAX JJIEKTPOHHOIO JIOKYMEHTOOOOpOTa — OOECIEeUUThH
JOCTYIl K JOKyMeHTaMm nmosb3oBatensiM C3J B  COOTBETCTBHM C
MPEA0CTaBICHHBIMU UM MPaBaMHU.

5.3. B ycnoBusix npumenenuss COJ1 B Opranuzanuu UCHOIb3YHOTCS
AIIEKTPOHHBIE JOKYMEHTBHI, a TaKKe DJICKTPOHHBIC KOMHUU JOKYMEHTOB,
MOJIyYCHHBIC B PE3yJbTaTe CKAHUPOBAHUS JIOKYMEHTOB Ha OyMa)KHOM
Hocutene. JlokymeHnTsl Opranuzanuy, HMEKIINE BPEMEHHBIE CPOKHU
xpaHeHus (10 10 JeT BKIIIOYUTENIBHO) MOTYT CO3/1aBaThCsl, XPAHUTHCS U
WCITIOJIb30BATHCS UCKITIOUUTENHLHO B (hOpPME IJIEKTPOHHBIX JIOKYMEHTOB.
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[lepeueHp JOKYMEHTOB, CO3/1aBa€MbIX, XPAaHUMBIX U HCIIOJIb3YEMBbIX
UCKIIIOUUTENTFHO B (OpME DIEKTPOHHBIX JOKYMEHTOB, YTBEPKIACTCS
PykoBoautenem Opranuzaiuu.

5.4. Opranuzanus  JIBWKCHHS  JJOKYMEHTOB B YCIIOBHUSX
AJIIEKTPOHHOTO JIOKYMEHTOOOOPOTa OCYIIECTBIISIETCSI B COOTBETCTBUU C
periiaMeHTUPOBaHHBIMU MapuipyTamH, pa3zpabaThiBaeMbIMU
HenonpousBoauteneM.  MapuipyTbl  JBWXKEHHS  OpraHHU3al[MOHHO-
pacnopsiIUTENbHBIX JTOKYMEHTOB JOJKHBI OBITh  ONTHUMAJIbHBIMU T10
3aTpaTaM BPEMEHU, HE JOJDKHBI JOIMYCKATh AyOJUPYIOIIMX OIlepauuid H
BO3BpATHBIX JIBIKEHUI, HE 00YCIOBICHHBIX JEI0BOM HEOOXOIUMOCTHIO.

5.5. Opranuzanust  JOKYMEHTOOOOpOTa  OCHOBBIBAaeTCA  Ha
OPUHLMINAX: [CHTpAIM3alMK OMepaluid M0 TpUeMy H  OTIpaBKe
JTIOKYMEHTOB;

pacupeneneHuss JOKYMEHTOB Ha JOKYMEHTOIIOTOKH, HWMEIOIINE
OJIMHAKOBBIA MapIIpyT (MapUIpyTH3aLUsl TOKYMEHTOB);

OpraHM3ali  NPEABAPUTEIBHOIO  PAaCCMOTPEHHUS]  BXOJSALIMX
JIOKYMEHTOB;

UCKJIIOYECHHUS BO3BpaTHBIX JBUKCHUN JOKYMEHTA, HE
00yCIIOBJIEHHBIX JEJI0BOM HEOOXOIUMOCTHIO;

OJTHOKPATHOCTH PETUCTPALIUU JOKYMEHTOB;

YCTpaHEHUS HEO0OOCHOBAaHHBIX CorjacoBaHUI MIPOEKTOB
JTIOKYMEHTOB;

BPEMEHHOM  perilaMeHTallud  Olepauuid 1o 0o0paboTke,
PACCMOTPEHHUIO U COTJIACOBAHUIO JTOKYMEHTOB.

5.6. B JIOKyMEHTO000pOTE Opranuzanuu BBIJICIISFOTCS
JIOKYMEHTOMOTOKHU: BXOASIIME (IMOCTYMAIOIINE) JTOKYMEHTBI; UCXOSLINE
(oTmpaBnisieMble) JTOKYMEHTHI, BHYTPEHHHME JOKYMEHTH. B coctaBe
BXOJSLINX U UCXOAIIUX JOKYMEHTOB BBIJEISIOTCS:

JOKYMEHTBI OpTaHOB rOCYAapCTBEHHOM BIIACTH;

JOKYMEHTBI OPraHOB MECTHOTO CAMOYTIPaBJICHMUS;

JOKYMEHTBl M3  TOCYJapCTBEHHBIX U  HEroCyJapCTBEHHBIX
OpraHU3aIuK;

oOpalleHus TpaXKaaH;

ApyTHe TPYMIBI JOKYMEHTOB.

5.7. [JocraBka u oTnopaBka JOKyYMEHTOB B Opranuzauuu
OCYUIECTBJISIOTCA CPEJICTBAMM TIOYTOBOM CBSI3U, (enbaberepckoi u
KYpPbEpCKON CBSI3M, HAPOUHBIMH W PA3IMYHBIMH BUJAAMH JJIEKTPOCBSI3U
(bakcumunbHas, Tenerpaduas, teneonHas, snekrponHas noura, COJ1 (B
Cllydae €e UCIIOJIb30BaHus)).

5.8. B Opra#uzainuio [I0CTaBIAETCS KOPPECHOHACHUIMS B BHUJE
NUCeM, MOYTOBBIX KapToueK, OaHAepoJiel U MaKeTOB, MEeYaTHBIX M3IaHHM,
TenerpamMm, (axcorpamm, TeaepOHOrpaMM, JIEKTPOHHBIX JTOKYMEHTOB U
AJIEKTPOHHBIX KOMUN JOKYMEHTOB.

5.9. IlpueM JOOKYMEHTOB OCYIIECTBISIETCS [lenmonpou3BoauTeneM.
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JIOKyMEHTBI, TIOJTy4eHHbIE PAa0OTHUKAMH OT APYTUX OpPraHU3alldid, TaKKe
nepeaaroTcs Jlenonporu3BOAUTEINIO JIJIsl PETUCTPAIIMU H/WIIH yUeTa.

5.10. Bce moctynuBme B OpraHu3anuio JOKYMEHTHI MOJJIEHKAT
NepBUYHON 00pabOTKE, BKIIIOUAIOIICH:

IPOBEPKY MPABUWIBHOCTH JIOCTABKU JOKYMEHTOB;

IIPOBEPKY LIETIOCTHOCTU YMaKOBKH (KOHBEPTOB, MAKETOB);

BCKpPBITUE YIAKOBKM (32 MCKIIOYEHUEM KOHBEPTOB, MAKETOB C
noMeTKo# «JInyHo» u rpadamu orpaHUYEHUs JOCTYIA K TJOKYMEHTY);

MPOBEPKY  IEJIOCTHOCTH  BXOJAIIUX  JOKYMEHTOB,  BKJIIOYas
MPUIIOKECHUS;

YHUUYTOKEHUE KOHBEPTOB, NAKETOB WJIM YIIaKOBKH;

MPOCTABJICHUE OTMETKHU O MOCTYIUICHUH JOKyMeHTa B OpraHu3aluio.

5.11. OmmOOYHO JOCTaBJICHHbIC JTOKYMEHTBHI MEPECHUIAIOTCS IO
HAa3HAYEHUIO WM  BO3BpAIlalOTCsl  OTHpPABUTEN0.  JIOKYMEHTHI,
MOCTYNUBIIKE B MOBPEKICHHON YIaKOBKE, IPOBEPSIIOTCS HA LIEJIOCTHOCTb,
B TOM YHCJIE€ HA HAJTMYME MEXAHUUYECKUX OBPEKIACHUMN.

[TouToBbIE OTIIpaBJICHUS, HECTAaHJAPTHBIC MO BECy, pazMepy, dhopme,
MMEIOIINE HEPOBHOCTU IO OOKaM, 3aKJIEEHHBIC JTUIIKON JICHTOM, UMEIOIIIHE
CTpPaHHBIN 3amax, LBET, MNPEANOJ0XKHUTEIbHO HMEIOIINE BIIOKEHUS, HE
XapakTEepHbIE ISl TOYTOBBIX OTIPABICHHM, HE BCKpbiBatoTca. O
MOJYYEHUH TOJIO3PUTEIIBHOTO TOYTOBOTO OTHPAaBIEHUS JOKJIaJbIBACTCS
PykoBoaurernto.

5.12. Ilpyn DOCTYIUIEHMM BXOJIAILErO0 JOKYMEHTA B NOBPEXKIACHHOMN
YIIaKOBKE, MOBPEKICHUH IOKYMEHTA, IIPU OTCYTCTBUU B KOHBEPTE (MAKETE)
JIOKYMEHTA, €ro 4YacTH WJIW MPUIOKEHUN K HEMY, a TAK)Ke TIPU OTCYTCTBUU
MOAMKUCH Ha BXOJSIIEM JOKYMEHTE COCTABJISICTCS aKT B JBYX AK3EMILISIpax
Ha OyMa)XKHOM HOCHTEJIE, MOJNUChIBaeMbIi [lenonpou3BoauTeneM U eIie
OJIHUM  JOJDKHOCTHBIM  JiunioM  OpraHu3anu  Ha  yCMOTPEHUE
PykoBoaurens.

OnuH >K3eMIUIAp akTa BMECTE C BXOJAIIUM JOKYMEHTOM U €ro
NPUIOKEHUSIMA TIEPEJAETCsl Ha TMPEIBAPUTEIIBHOE PACCMOTPEHUE U
pPErUCTpaIIO, BTOPOM SK3EMILISIP aKTa BBICHUIAETCS OTIPABUTEIIO.

5.13. KoHBepThl, MaKeTbl WX YIAKOBKA COXPAHSIOTCA U
MpUJIararoTcs K BXOASAIIUM JOKYMEHTAM B CIydasX:

€CJIM TOJIbKO MO0 HUM MOXHO YCTaHOBHUTH OTIPABUTENS WIH JaTy
OTMpPABJICHUS;

€CJIM BXOAIIUMN JOKYMEHT TMOCTYMHJI MO3kKE YKa3aHHOTO B TEKCTE
JIOKYMEHTa CpOKa UCIIOJTHEHUS WU JaThl MEPOTIPUSITHS;

npu  OOJIBIIIOM PACXOXKJICHUM MEXKIy JaTaMH TOANUCAHUS U
MOJTyYEHHUsI TOKYMEHTOB.

[Tocne 3aBepuieHHs pabOTHl C JOKYMEHTOM KOHBEPT BMECTE C
JIOKYMEHTOM MOMEIIAeTCSl HA XPAHEHUE B JIENO.

5.14. KouBepTsI (1akeTsl), UMEOIIHe OTMETKY «JInuno» («Private»),
rpudsl OrpaHUYEHHUS AOCTyHna K JOKyMEHTaM, COJIEp)KalliM CBEICHUS
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KOH(UICHIIMATLHOTO XapaKTepa, He BCKPBIBAIOTCS U MePeJatoTCs:

¢ otMeTKO# «JImuno» («Private») — HermocpeICTBEHHO aapecary;

c rpudamMu  OrpaHHYEHHMs]  JIOCTylla —  HEMNOCPEICTBEHHO
PyxoBogurento.

5.15. Bxopsamme >SI€KTpOHHBIE JOKYMEHTBI, IIOCTYIHBIIHE OT
ApPYrUX OpraHu3alliid 10 AJIEKTPOHHOM Imoure, mnocpeactsom CIOJ]
IIPUHUMAIOTCA [[e10Mpon3BOUTENIEM.

DNEKTPOHHBIE JOKYMEHTBI, MNOCTYNMBIIME IO HH(OPMALMOHHO-
TE€JIEKOMMYHUKALIMOHHBIM ~ KaHajlaM ¥ TOJNHUCAHHbIE  YCHJICHHON
KBaJIM(UIIMPOBAHHOM MOANMKCHI0, BKiIoyatorcs B COJ] mocie mpoBepku
ANIEKTPOHHOM TMOAMMCH W TOATBEPXKIEHUA €€ JCHCTBUTEIbHOCTH;
AIIEKTPOHHBIE JOKYMEHTBI, MOCTYNUBIIME OT JPYTUX OpPraHU3alMil Mo
AIIEKTPOHHOM MOYTE M MOJNMCAHHBIE YCUJIEHHON HEKBATM(DUIIMPOBAHHON
IMOANUCHI0  WJIM  IPOCTOM  DJEKTPOHHOM  NOANMCBHIO,  MPOXOIAT
IIPEIBApUTEIIBHOE paccMOTpeHrne M BKIrodarores B COJl mpu Hammuuu
MEXIY OpraHh3alUed-OTIIPABUTENIEM UM  OpPraHU3alMEN-IOoIydaTeaeM
cornameHuss o0 OOMEHEe 3JEKTPOHHBIMU JOKYMEHTaMH, IOJANUCAHHBIMU
COOTBETCTBYIOIIEH MTOAIHUCHIO.

5.16. IlepBuuHas  00pabOTKa  AJIEKTPOHHBIX  JIOKYMEHTOB,
NOJlyYEHHBIX 10 HH(POPMALMOHHO-TEIEKOMMYHUKALIMOHHBIM ~KaHaJIaM
CBS3M (JIEKTPOHHAs MMoyuTa, cailT Opranusanumn) ot Ipyrux opraHu3aluii u
rpakJaH, JOJHKHA COOTBETCTBOBATH TEXHOJIOTMH PabOThl C BXOIAUIMMU
JIOKyMEHTaMHU.

5.17. IlepBuuHass o00paOOTKa JOKYMEHTOB 3aBEpIIACTCS UX
pacrpeneneHueM (copTUpPOBKOI) Ha pETUCTPUPYEMBIE u
Hepeructpupyemble. K [OKyMeHTaM, He MNOMJIeKAUMM pPETrucTpanuu,
OTHOCATCA JOKYMEHTBI, HE TPEOYIOIIME HCIIOJHEHHMS U HE COJepKalllue
UH(pOPMAIINH, UCITOJB3YEMOM B CIIPABOYHBIX IENIAX (Mpuio:kenue Ne 17).

5.18. Peructpanysi BXOASIIHUX TOKYMEHTOB OCYIIECTBIISIETCS OJUH
pa3: JlenonpousBoauTeneM, HE3aBUCUMO OT CIIOC00a UX TOCTABKHU.

JIOKyMEHTHI, MOCTYTAIOLINE u3 Ipyrux Opra”u3anuu
HETMOCPEJICTBEHHO B CTPYKTYpHBIE TMoOjpa3zeneHust (paboTHUKaM), HO
TpeOyIoII1e pacCMOTPEHUSI PYKOBOJCTBA, IIEPEJAOTCs ISl PETUCTPALlUU U
MPEeABAPUTEILHOTO pacCMOTpeHUs Jlenonpon3BOAUTENIO.

5.19. Perucrtpanusi BXOASIIIUX JOKYMEHTOB OCYILIECTBIISIETCS B JACHb
WX TOCTYIUICHUS WIA Ha CIEAYIOMMN pabouyuil JeHb NpU NOCTYIJICHUU
JIOKyMEHTOB B KOHIIE paboyero Hs Uiiu B Hepaboyee Bpemsl.

Perucrpatius oOpaiieHuil rpaxk/iad OCyIIECTBIISIETCS B TEYEHHE TPeX
JTHEeW ¢ MOMEHTa TOCTyIUIeHus1 oOpaineHus (DenepaiabHBI 3aKOH OT
02.05.2006 Ne 59-@3 «O mopsake paccMOTpeHUsi OOpallleHuid TpaxxJaaH B
Poccuiickoit @enepanun»).

5.20. CsegeHuss O TIOCTYNHBIIEM JOKYMEHTE BHOCATCS B
ANEKTPOHHYIO0 peructpanuoHnyro kaptouky (OPK) COJI (B ciydae ee
UCIOJIb30BaHUs) WM PETUCTPALMOHHO-YUETHYIO (PopMy Ha OyMaKHOM
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HOCHTEJIE, @ HOCTYIMBIIEMY JOKYMEHTY IPUCBAUBAETCS PErUCTPALIMOHHBIN
HOMED.

PeructpallioHHbIE HOMEp BXOJMSIETO0 JOKYMEHTa COCTOUT U3
MOPSIIKOBOTO HOMEpa JIOKYMEHTa B TIpejeliax KaJeHJapHOTo Toja,
KOTOPBIN MOKET ObITh JOMOJMHEH HU(PPOBBIMU WIH OYKBEHHO-IU(PPOBBIMU
KoJaMu (MHAEKCaMHU) MO MCHOJb3yeMbIM KilaccudukaTopaMm (Hampumep, B
COOTBETCTBHH C UHJIEKCOM JIejia 10 HOMEHKJIaType Ae).

5.21. Ha Bcex 3aperucTpupOBaHHBIX JOKYMEHTAX, 32 UCKIIOUEHHEM
JIOKyMEHTOB, TIOCTYIUBIIUX B (OpMe DIEKTPOHHBIX JIOKYMEHTOB,
IPOCTABIIAIOTCS OTMETKH O MOCTYIUIEHHHM JOKymMeHTa B Opranuzanuio. B
OTMETKE O TOCTYIUICHWH JOKyMEeHTa (UKCHUPYIOTCS AaTra MOCTYIUICHUS
(mpr HEOOXOAUMOCTH — BpEMsl MOCTYIUIEHWS B 4YacaX M MHHYTax) H
BXOJSIINNA PErUCTPAllMOHHBII HOMEpP JIOKYMEHTa B COOTBETCTBHM C
nyHKTOM 2.36 UHCTpyKIMH.

5.22. JIOKyMEHTBHI, TIOCTYNHBIIME Ha OyMa)XHOM HOCHTEIE,
CKaHHUPYIOTCS, DJIEKTPOHHAs Komusi JOoKyMeHTa Bikimodaercs B COJl (B
cllydae ee UCIojIb30BaHus) u npucoeaunsercsa k OPK gokymenra.

5.23. KoppecnoHaeHIIMs Ha WHOCTPAHHBIX S3bIKaX, aJIpECOBAHHAs
PykoBoactBy OpraHuzanuy, mociie perucrpanuu Jlenonpous3BoanuTeneM
HepeIaeTCsl COOTBETCTBYIOIIEMY pabOoTHUKY OpraHu3aiu Jiisl IepeBoaa u
NOCJIeyIOUIEN epeladyl Ha pacCCMOTPEHHE PYKOBOJCTBA.

5.24. llpenBapuTelbHOE PACCMOTPEHUE TMPOBOJUTCS B LEIAX
pacnpeneneHuss noctynaromux B OpraHuzanuio  JOKYMEHTOB  Ha
Tpedytolme 00s13aTeIbHOTO paccMoTpeHus PykoBoactBom OpraHuzanuu u
HaIpaBJsieMble  HEMOCPEICTBEHHO B  CTPYKTYpHbIE MOJpa3aeieHUs
(padoTHukaM) OpraHuzaiuu.

5.25. llpenBapuTenbHOE PACCMOTPEHUE BXOIAIINX JOKYMEHTOB
ocyuiecTBiseTcs Jlelonpon3BOAUTENIEM ITOCIIE PETUCTPALMU JOKYMEHTOB.

[IpeaBapuTeslbHOE  PACCMOTPEHHE  MOXET  IPOBOJAUTHCA  JI0
perucTpauuM B ClIy4da€ IMOCTYIUIEHUSI JOKYMEHTOB C OTMETKaMH,
TpeOyIOIIMMH ~ HE3aMEJJIUTENIbBHOTO  PACCMOTPEHHST U MCIIOJHEHUs
JIOKyMEHTA.

5.26. IlpenBaputebHOMY PpPACCMOTPEHHUIO TOMJIEKAT BXOMISIINE
JIOKYMEHTHI, aJjpecoBaHHble B Opranu3anuio u Ha ums ee PykoBoaurens.

JIOKyMEHTBI, aJ[peCOBaHHbIE TMOJApA3JENCHUsIM U pabOTHUKaM,
nepeaarTcss UM 0e3 peIBapUTEIbHOTO PACCMOTPEHUS.

5.27. IlpenBapuTenbHOE pACCMOTPEHUE OCYILIECTBIIACTCS UCXOAS U3
OLICHKHU COZEpP>KaHUs BXOJAIIUX JOKYMEHTOB, C YY€TOM YCTaHOBJIEHHOTO B
Opranuzanuu pacrnpeneneHus (QYHKIIMOHATBHBIX O00S3aHHOCTEH MEXITy
PykoBoautenem Opranuzauuu u pabotHukamu OpraHusaiui.

5.28. Tlo pe3ynpTaram  MNPEIBApPUTEIIBHOTO  PacCCMOTPEHUS
JIOKYMEHTBI PacIpeAeIsitoTCsl Ha JOKYMEHTOIIOTOKH, HAMPABJISIEMBIE:

Ha paccmotpeHue PykoBogutens OpraHuzanvv — (JOKYMEHTHI,
NOCTYIAIOIINE U3 OPraHOB T'OCYJAPCTBEHHOW BJIACTH, OPraHOB MECTHOIO
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caMOYTIpaBJIeHUs, JOKYMEHTHI TI0 HanOoJiee BaXXKHBIM U MPUHITUTTHATHEHBIM
BOIIPOCaM JIE€ATEILHOCTH OPTaHU3aI1N);

HA PacCMOTPEHHUE U UCTIOTHEHUE paOOTHUKAM [0 HAIPABJICHUSIM HX
JEATEIIbHOCTH.

5.29. Ilo 3aBepuieHMM  MPEABAPUTEIBHOIO  PACCMOTPEHHUS
JIOKYMEHTBI Tepefatorcs PykoBoautento wuinum pabOTHUKY (manee —
JOJDKHOCTHBIE JIMIA) JJISi PAacCMOTPEHHUsT M BBIHECEHUS pelieHusi 00
VCIIOJTHEHUH.

5.30.  PaccMmoTpeHme = IOKYMEHTOB  JIOJDKHOCTHBIM  JIMLIOM
OCYILIECTBIISIETCS B JICHb MEpelaud €My JOKYMEHTOB WM Ha CIEAYHOUIUN
pabounii IeHb, €CJIM IOKYMEHTHI MIEPE/IaHbl €My B KOHIIE padoyero JHs.

JIOKyMEHTBI, TpeOylolue CpOYHOTrO PACCMOTPEHHUsA, a TaK¥kKe
TeJerpaMMBbl U TeJleOHOrpaMMbl PAaCCMATPUBAIOTCS TOJDKHOCTHBIM JIMIIOM
HEe3aMeJIUTEILHO.

5.31. Pe3ynbrarhl paccMOTpPEHHS JIOKYMEHTa JOJKHOCTHBIMU
JuaMu 0OpMIISIIOTCS B BUJIE PE30JIIOIIMKI B COOTBETCTBHUH C ITyHKTOM 2.43
NucTpyKImm.

5.32. Csenmenust 0 pe30dIONMU  (MCIIOJHUTENb, COJEpPKAHUE
MOPYYEHHUSI, CPOK HUCIIONHEHUA) BHoOcsATca JlemompousBoaureniem B DPK
COJl (B ciayuyae ee MCMOJB30BaHMS), MOCIE YEro HCIOIHUTENb MOJTy4YaeT
JOCTYM K 3JICKTPOHHOMY JIOKYMEHTY WJIM 3JICKTPOHHOM KOMHH JOKYMEHTAa,
€CJIM JOKYMEHT MOCTYNHI Ha OYMakHOM HOCHUTEJIE.

5.33. JIoKyMeHThI, MOCTYMAaroNMe Ha OyMa)XHOM HOCUTEJIE, MOCIE UX
peructpaiuu, BriaoueHus B COJl (B ciydae ee UCMOJb30BaHUS) B BHUJC
ANIEKTPOHHBIX KOMUM U PACCMOTPEHUS PYKOBOACTBOM IEPEIAIOTCS
COOTBETCTBYIOIIMM paOOTHUKAM Ha UCIOJHEHUE WM MOMEIIAIOTCS B JEJI0
B JlemompousBoguteneM B COOTBETCTBUM C HOMEHKJIATYpOH Jein
Opranuzanumu.

st dukcarnuu dakTa nepeavyu BXOASIMNUX JOKYMEHTOB U UX KOMUH
Ha OYMa)XHOM HOCHTENIC HWCIOJHHUTENAM Jlemonpous3BoauTeseM MOTYT
MCIIOJIb30BAThCS KYpPHAJIBI (PEECTPhl) Mepeaadn TOKyMEHTOB.

5.34. Tlpu OymaxHOM JTOKYMEHTOOOOPOTE MOJJIMHHHUKH BXOJSIINX
JOKYMEHTOB, B CIy4Ya€ HA3HAYCHUSI HECKOJbKHX  HCIOJHHUTENEH
nepeatoTCsl OTBETCTBEHHOMY HCHOJHUTEN0, OCTAbHBIM HCTIOTHUTEIISM
Jenonpous3BoauTeNb epeaaeT KoUK T0KyMEHTa.

5.35. Ucxonpsmue JIOKYMEHTHI, 3aBU3UPOBAHHBIC BCEMHU
3aMHTEPECOBAHHBIMU JIMIIAMHU U TOJANKMCaHHbIE PyKoBoaAMTEIEM WIIM UHBIM
YIIOJTHOMOUYEHHBIM WM JIMIIOM, PETUCTpUpyloTcs JlenonpousBoauresiem
Opranuzanuu.

5.36. Peructpanus ucxoasiinx J0KyMEHTOB OCYIIECTBIISIETCS B ICHb
MOANMUCAHNS WM Ha CIACAYIOIMA paboduii JeHb, €Cid JOKYMEHTHI ObLIH
MIOAIIMCaHbI B KOHIIE pabouero JIHs WK B Hepabouee BpeMmsl.

5.37. ITepen perucTpanuen HCXOISIINAX JIOKYMEHTOB
Jlenonpou3BoAUTENh TTPOBEPSAET MPABMIHBHOCTh OPOPMIICHHUSI TOKYMEHTOB
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(B TOM 4YHuCI€ HaIUM4YME TMOJNUCEH, BHU3, MNPABUILHOCTb HANHCAHUS
aJipecoB), a TAKXKE YKa3aHHBIX B HMCXOMSIIMX TOKYMEHTaX MPUIOKEHUH,
COOTBETCTBHE KOJUYECTBA OK3EMIUISIPOB KOJUYECTBY aJpecaToB IO
yKa3aTelo pacChUIKU, HAIMYME OTMETKU 00 UCTIOTHUTEIIE.

5.38. IIpu perucrpanuu ucxozgsuiero nucbma B COJ] (B cinydae ee
UCITIOJIb30BAHUs) CBEJICHUS 00 OTMPaBIsIEMOM JOKyMEHTE (UKCHUPYIOTCS B
OPK, Kk KOTOpOW MpUKpEIseTcs 3JIEKTPOHHAs KOMHs OTHPAaBIIIEMOTO
JIOKYMEHTA.

Ecim OPK Obuta cozmana B COJ] npu NOATOTOBKE MPOEKTa
JOKYMEHTa, TO TMPHU PETUCTPALMH HUCXOJALIEr0 JOKyMEHTa B Hee
N00ABIIAIOTCS CBEICHHS O PETHCTPAIMOHHOM HOMEPE, 1aT€ PErUCTPALMH U
JIpyrue CBeAEHUS 00 NCXOIAIIEM JOKYMEHTE.

5.39. PeructpaniioHHbIA HOMEP MCXOISIIETO JOKYMEHTA JOJKEH
COCTOSITh W3 KOJIOB (HMHJIEKCOB) B COOTBETCTBHUM C MPUMEHSIEMbBIMU
KiaccuukaTopaMu W TOPSIKOBOIO HOMEpa JOKYMEHTa B TIpenelax
KQJIEHIApHOTO rofa.

JlaTa perucTpanu U pErucTpallMOHHBI HOMEpP MPOCTABIISIIOTCS HA
OTHPABISIEMOM JIOKYMEHTE, a TakK€ Ha KOMUU HCXOISAIIEr0 JOKYMEHTA,
OCTaroIIeHCs B Jieie, B COOTBETCTBUM C IMyHKTamu 2.35, 2.36 UHCTpyKIMH.

5.40. Hcxomsumii JOKYMEHT, NOANHCAaHHBIA PykoBoauTenem
Opranuzalii WM HUHBIM YTOJHOMOYEHHBIM WM JOJKHOCTHBIM JIUIIOM,
nepeaeTcsl Ha OTIPaBKy, KONUS JTOKYMEHTa Ha OyMa)KHOM HOCHTEIE C
BH3aMU TIOMEIIAETCA B JIEJIO B COOTBETCTBUM C HOMEHKJIATYpPO JIedl.

DONEeKTPOHHBIE JOKYMEHTBHI MOCIE HMX MOANUCAHUS BJIEKTPOHHOU
MOJANKCHIO U OTHPABKMU ajpecatry XpaHsrcs B 0a3ze nanubix COJ (B ciayuae
€€ UCIOJIb30BaHUS).

5.41. B 3aBHCHUMOCTH OT COAEPKaHHUSA U CPOUYHOCTH JOKYMEHTHI,
ornpasisieMble W3 OpraHu3annu, TOCTaBIAIOTCA aJpecaraMm CpeliCTBaMU
MMOYTOBOM, (heIbIBETEPCKON CBSI3U, CIICICBA3U, KYpbhEepOM, JKCIpecc-
MOYTOM, a TaKKe MEPelaloTCs MO KaHajlaM dJIEKTPOCBsI3H ((paKCUMHIIbHAS
CBsI3b, Tenerpad, temedoH, anekTponHas moutra, COJl (B ciywae ee
UCTIOJIb30BAHNA)).

O6paboTka KOPPECHOHACHIIMUA JJIi OTIPABKH TIOYTOBOM CBSI3BIO
OCYILECTBIISIETCS B COOTBETCTBUHU ¢ [IpaBunaMu oka3aHus yCiayr MOYTOBOU
CBSI3U.

5.42. JIokyMeHTBI, HE UMEIOLINE aAPECHON YaCTH, MPUHUMAIOTCS Ha
OTMPABKY C COMPOBOAUTEIHHBIMU TUCHMaMHU.

HemnpaBunbHo oQoOpMIIEHHBIE TOKYMEHTHI M KOPPECIOHACHIIUS
HECTY>KeOHOr0o XapakTepa K OTIpaBKe HE MPUHUMAIOTCS U BO3BPAILAIOTCS
UCITOJIHUTEITIO.

JIOKyMEeHTBI, TIOJJIeKAIINE OTIPaBKe, JOJDKHBI 00padaThIBaThCA U
OTHPABJIATHCS B JIEHb UX MOJANKUCAHUS U PETUCTPALMM WA Ha CIEAYIOIIUI
pabounii 1eHb.

5.43. [ochuika WJIM 3aMEHa paHee OTIPABICHHOTO JOKYMEHTa
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OCYUIECTBJISIETCS 110 YKA3aHUIO JIMLA, TIOMUCABIIETO IOKYMEHT.

5.44. IlpoxokneHHWE BHYTPEHHUX JOKYMEHTOB Ha »JTalax uX
MOATOTOBKM H O(GOPMIICHUS JIOJKHO COOTBETCTBOBATH IMPOXOXKJICHUIO
UCXOMSIIMX JIOKYMEHTOB, a Ha OJTale WCHOJHEHUS — BXOMISIINX
JIOKYMEHTOB.

5.45. [IlpoekTbl pacnoOpsSIUTENbHBIX JOKYMEHTOB (TPUKa30B),
MOATOTOBJICHHBIX ISl MOAIMCAHMS, MTOCJE MOATOTOBKM U COTJIACOBAHMS C
3aMHTEPECOBAHHBIMU JIMIIAMU [epenarTcs Jemonpon3BOaUTENO IS
POBEPKHU MPABUILHOCTU UX O(OPMIICHHUS.

5.46. IlpaBriibHO OQOPMIICHHBIE TIPUKA3BI NIEPEAAIOTCS HA MOJIMNKUCH
PykoBoautento Opranusanuy Wik THOMY YIIOJJHOMOYEHHOMY UM JIMILY.

5.47. lloanucaHHble TpPHUKa3bl IO OCHOBHOM JI€SITEIBHOCTH
peructTpupyrorcs Jlenonpons3BoAUTEIEM.

[logroToBka MpHUKa30B IO JHYHOMY COCTaBy K MOANHCAHHUIO
PykoBogurenieM M HMX  perucTpanuss  OCYLIECTBISIOTCA  JIULIOM,
OTBETCTBEHHBIM 3a BEJEHUE KaIPOBOIO JIEIONPOU3BOJCTBA.

[IpukazaMm 10 OCHOBHOM JEATEIBHOCTH M  IpPHUKa3aM 10
aJIMUHUCTPATUBHO-X035lCTBEHHON NEATEIBbHOCTH IIPUCBAaNBAOTCS
NOPSAKOBBIE HOMEpa (110 Ka)KJ0M TpyIie MPUKa30B OTIEIBHO) B MIpeseaax
KajneHaapHoro roxa. [lpukazam mo JOBHKEHHIO AeTeld (BOCIUTAHHHUKOB)
IIPUCBAUBAETCS MOPSIKOBBIA HOMEP B Ipeaesax ydyeOHoro rojaa (MyHKT
4.20 IlpaBun). IlopAnkoBbli HOMEpP IOKYMEHTa MOXET JOMOJHSITHCS
OYKBEHHBIM WJIA UPPOBBIM MUHACKCOM, 0003HAYAIOIIUM MPUHAIIEKHOCTh
JIOKyMEHTa COOTBETCTBYIOILIEH IPyIIe JOKYMEHTOB.

CBeneHust 0 perucTpupyemsbIx npukazax BHocsTcs B COJl (B cioyuae
€€ WCIOJb30BaHUA) WJIM B HMHBIE PETUCTPALMOHHO-YYETHbIE (OpPMBI Ha
OyMa)KHOM HOCHUTEJE WM B DJEKTPOHHOU (OpME B COOTBETCTBUU C
nyHKTOM 5.54 IHCTpyKIUU.

5.48. IlomnmvHHMKKA TPUKA30B 1O MECTY HUX PErHCTpaluu
dopMupyroTcs B Jieda B COOTBETCTBMM C HOMEHKJIATypoH Jen
Opranuzanuu B cOOTBETCTBUU ¢ ITyHKTOM 8.20 MHCTpYyKIUU.

Komnn mnpukazoB  pacChUIalOTCS  UCHOJHUTENSIM WU HHBIM
3aMHTEPECOBAHHBIM JIMIIAM B JJIEKTPOHHOM (QopMe WM Ha OyMa)XHOM
HOCHTEJIE B COOTBETCTBUU C YKA3aTEJIEM PACCHUIKH.

Komuu nmnpuka3zoB, paccbliaeMble Ha OyMa)kKHOM  HOCHTEINE,
3aBEPSAIOTCS B COOTBETCTBUU C ITyHKTOM 2.5 1 MHCTpYyKIHH.

5.49. Ilporokosbl  3acelaHui,  COBEUIAHHUM,  ITPOBOIUMBIX
pykoBoacTBoM OpraHu3aluu, perucTpupyrorcs Jenonpon3BoauTeieM.

[TIpoToxkoJibl 3aceqannii, COBEIIAHNN, TPOBOAUMBIX KOJIJIETHAIBHBIMU
(coBelaTeabHbIMM) opraHamu, KOMHCCHSIMU, PETUCTPUPYIOTCS
JOJDKHOCTHBIMHU JIMLIAMH, OTBETCTBEHHBIMH 3a OPraHU3aLUI0 U IPOBEIECHUE
MeponpusATad. Kommu TakuxX NPOTOKOJIOB TOTOBATCS K pAacChUIKE H
pacchUIAlOTCS JOJKHOCTHBIMU JIMLIAMH, OTBETCTBEHHBIMH 32 OPTaHU3ALMIO
Y IPOBEJICHUE MEPOTIPUSATHS.
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5.50. IIpoTokosiaM MpUCBaUBAIOTCA MOPSAAKOBBIE HOMEPA B MPEAEIIax
KaJICHIApHOTO U y4eOHOro roja Win nepruoaa padoTsl KOMUCCUH (COBETA,
BPEMEHHOW padovell TPYMIIBI) MO KaXKI0W IPYIIe TPOTOKOIOB OTACIBHO.

[TonTMHHUKY TPOTOKOJIOB [0 MECTY MX PETUCTpALMK (OPMUPYIOTCS
B JieJla 10 HOMEHKJaType nen OpraHusalyy B COOTBETCTBUHU C ITyHKTOM
8.20 UucTpyKIuH.

5.51. BHyTpeHHHME [AOKYMEHTbl Ha UMsS Jpyroro pabOTHHKa
peructpupytorcss B COJ] (B ciiydae ee HCHOJIb30BaHUS) WIUM B
no/Ipa3/ieJIeHUU y paboTHHKa, CO3JaBLINM JIOKYMEHT.
3aperucTprupOBaHHbIN JOKYMEHT MIEPEAAECTCS HEMOCPEACTBEHHO pa0OTHUKY
B [TO/Ipa3/ieJIEHNE — a/ipecaT, B KOTOPOM MOBTOPHO HE PErUCTPUPYETCS.

5.52. Ilpm BxkmoueHuun B CDOJl BXOAAIMX JOKYMEHTOB, UX
perucTpanuu, paccMOTpeHuu u ucnojgHeHnu B JPK BHocATCs cnenyromue
CBEJICHUS O IOKYMEHTE:

a) HAMMEHOBaHKE OpraHu3aluu (KOPPECIIOHIEHTA);

0) agpecar;

B) HAMMEHOBAaHUE BU/1a JOKYMEHTA;

I') JaTa MOCTYNUBLIETO IOKYMEHTA;

1) PETUCTPALIMOHHBIA HOMEP NOCTYNHBIIETO JOKYMEHTA;

€) JOJDKHOCTh, (aMWwiIdsg W HWHULMAIBl JUIA, I[OANHCABIIErO
JIOKYMEHT;

) JlaTa MOCTYIJIEHUSI JOKYMEHTA;

3) BXOJSIINANA PErUCTPALMOHHBIA HOMED;

1) 3aroJI0BOK K TEKCTY (KpaTKOoe coJepKaHue JOKYMEHTA);

K) KOJIMYECTBO JIMCTOB OCHOBHOI'O IOKYMEHTA;

J) OTMETKa O MPUIOKEHUU (KOJIMYECTBO MPHIOKEHUH, oOIiee
KOJIMYECTBO JIUCTOB MPUIIOKEHUI );

M) CBEIEHUS O CBSA3aHHBIX JIOKyMEHTax (HaMMEHOBaHHE BHJIA
JIOKYMEHTA, J1aTa, perucTpallMOHHbIN HOMEp, TUI CBSI3N);

H) pe3omonusi  (MCIONHUTENb  (MCTIOJHUTENH), TOpYYeHUE,
JOJKHOCTHOE JIMIIO, JIaBIliee IOpYUYEHHE, 1aTa);

0) CPOK HUCIIOJTHCHHS JIOKYMEHTA;

) UHJEKC JieJla IO HOMEHKJIAType Aell;

P) CBEICHUS O Mepeapecalun JOKyMEHTa;

C) OTMETKA O KOHTPOJIE;

T) rpu¢ OrpaHUYEHUS JOCTyNa K JOKYMEHTY;

y) CBeJIeHUsI 00 AJIEKTPOHHOMN MOAMUCH;

¢) pe3yabTaT NPOBEPKU DJIEKTPOHHOW MOJNMUCH (BKJIIOYAIOTCS B
CO/1, ecnmi MOCTYNUBIIMKA JOKYMEHT NOJANMUCAH YCHJIEHHOW SJIEKTPOHHOU
TIOJIIKCHIO).

5.53. Ilpu Bxmouennu B COJ] ucxomgmux AokymMeHToB B OPK
BHOCSITCS CIEAYIOIINE CBEIEHUS O JIOKYMEHTE:

a) aapecar;

0) MJOMKHOCTh, (aMHUIUS ¥ HWHULMUANBI JIMIA, TOAMHCABIIETO
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JOKYMEHT;

B) HAUMEHOBAHWE BUJIA JJOKYMEHTA,

I') J1aTa JOKYMEHTa,

1) pErUCTPALIMOHHBIN HOMEP TOKYMEHTA;

€) 3aroJIOBOK K TEKCTY (KpaTKoe coJiep>KaHue TOKYMEHTA);

) CBEJCHHS O CBS3aHHBIX JOKyMEHTaxX (HaMMEHOBAaHHE BHUAA
JIOKYMEHTA, J1aTa, PETUCTPAIIMOHHBIA HOMED, TUII CBA3H);

3) KOJIMYECTBO JIMCTOB OCHOBHOI'O JJOKyMEHTA;

1) MHJEKC Jie1a [0 HOMEHKIAType el

K) OTMETKa O MPWIOKEHUU (KOJUYECTBO MPIIOKEHUH, 0OI1Iee
KOJIMYECTBO JIMCTOB MPUIIOKEHHI );

1) rpu¢ OrpaHUYEHMs 1OCTyNa K JOKYMEHTY;

M) mojpasieneHue (JIOJDKHOCTHOE JIMIIO) — OTBETCTBEHHBIH
UCITOJIHUTENb JOKYMEHTA;

H) CBEJIEHUS 00 AJIEKTPOHHOMN MOJIHUCH.

5.54. Ilpu Bkmovyenun B COJ] BHyTpeHHUX AOKymMeHTOB B OPK
BHOCATCA CJEAYIOIIME CBEOEHUS O JOKYMEHTE (COCTaB CBEICHUM,
BHOCUMBIX B CO/] npu peructpauuv BHyTPEHHUX JOKYMEHTOB, 3aBUCUT OT
BU/JIa PETUCTPUPYEMOTO JJOKYMEHTA):

a) HaMMEHOBaHME TOJpa3feieHuss (JOJDKHOCTH pabOTHUKA),
MOATOTOBUBIIETO MPOEKT TOKYMEHTA;

0) HaMMEHOBAaHUE BUJIa TOKYMEHTA,

B) JlaTa JOKYMEHTA,

I') PErUCTPALIMOHHBIN HOMEP JTOKYMEHTA;

1) JOJDKHOCTh, (aMWIus W MHULUANbl JHIA, T[OAIMCABLIETO
JIOKYMEHT;

€) CBEIEHUs O CBS3aHHBIX JOKyMEHTaxX (HaUMEHOBaHHE BHUJA
JOKYMEHTA, J1aTa, PETUCTPAIIMOHHBIA HOMED, THIT CBS3H);

) 3aroJIOBOK K TEKCTY (KpaTKoe coep:KaHue JOKYMEHTA);

3) OTMETKa O TNPWIOKEHHH (KOJIMYECTBO NPHIIOKEHHH, oOIiee
KOJIMYECTBO JIUCTOB MPUIIOKECHU );

1) UHJIEKC JIeJ1a IO HOMEHKJIAType JIE;

K) yKa3aHUs [0 UCMOJIHEHUIO JOKYMEHTA (UCTIOJIHUTEINb, IOPYUYEHNE,
JlaTa UCTIOTHEHUS);

J1) OTMETKA O KOHTPOJIE;

M) Tpu orpaHUYEHUs TOCTYyIa K IOKYMEHTY;

H) TMojApa3jiesieHne  (IOJDKHOCTHOE  JIMI0) —  HCIOJHMUTENb
(OTBETCTBEHHBIN HUCIIOJIHUTEIIb) IOKYMEHTA.

JIOTIOTHUTENBHO K YKa3aHHBIM CBEJICHHSIM O BXOISIINX, UCXOASAIINX
¥ BHyTpeHHHUX JoKyMeHTax B OPK CO/] MOryT BHOCUTBCS MHBIE CBECHUSI.

5.55. Yyer koimuyecTBa JIOKYMEHTOB, MOCTYIMBIIWX, CO3JaHHBIX,
OTHPABJIEHHBIX 3a ONPEACICHHBIN MEPHOJI BPEMEHHU, MOKET MPOBOAUTHCS
o OpraHu3amuu B IIEJIOM, TT0 OTJEIBHBIM MOPA3ETICHIIM (paOOTHHKAM),
0 TPyIIaM JOKYMEHTOB, KOPPECIOHICHTaM, JEUCTBUSM, IPOU3BEICHHBIM
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C NOKyMEHTaMH, W APYTUM I[apameTpaM, HEOOXOAMMBIM Ui aHajiu3a
paboThI C JOKYMEHTaMH B LIETISIX €€ COBEPIIICHCTBOBAHUSI.

5.56. llpu yuere o0BEeMa JOKYMEHTOOOOPOTa TIOJCUMTHIBACTCS
KOJIMYECTBO JOKYMEHTOB BBIJICJICHHOW TpPYyNIbl. Y4YeT KOJU4ecTBa
JOKYMEHTOB MPOBOAUTCS 1O AaHHbIM COJl (B ciayyae ee MCIOJIb30BaHUs),
PETUCTPAIIMOHHO-YYETHBIX )KYPHAJIOB H KAPTOTEK.

5.57. 3a eauHMIly ydeTa KOJMYECTBA JOKYMEHTOB MPUHUMAETCS
CIMHCTBEHHBIM JK3eMIUIAP TOKYMEHTA: TMOJJIMHHUK WU Komus (eciu
KONUS — EAMHCTBEHHBIM OJK3eMIULip JokyMeHTa B OpraHusaium,
HarpuMep, KOMUSl UCXOJMSIIET0 MUchMa) 0e3 ydyeTa KOIMHi, CO37aBaeMbIX
IpU TIeYaTh ¥ KOMUpPOBaHUU (TUpakupoBaHuu). Komuu TOKyMEHTOB mpu
HEOOXOMMOCTH aHAJIM3a YUYUTHIBAIOTCS OTACIBHO.

5.58. Pe3ynbrarhl yuera o0bemMa JOKyMEeHTO000poTa B Opranuzanuu
eXerogHo ob6oOmatorcs  [lenonpou3BoauTeneM M MPEACTABISIOTCS
PYKOBOJICTBY B BHJI€ OT4YeTa 00 00BEME JOKYMEHTOO00pOTa 3a TO/I.

VI. KoHTpOJIb HCTIOJTHEHHSI JOKYMEHTOB (MOPY4YeHMH)

6.1. KoHTponp UCHOIHEHHS] JOKYMEHTOB (IOpYyYEHHUI) BEAETCA B
LESAX UX CBOEBPEMEHHOTO M KAYECTBEHHOT O UCIIOJIHEHHS.

6.2. KoHTposib HCTIOTHEHUS! JOKYMEHTOB (IOPYUYEHHI) BEIETCA:

PykoBoguTeneM WM WHBIM AOKHOCTHBIM JUIIOM OpraHuszanuu —
VCITOJIHEHHSI IOKYMEHTOB (IIOPYYEHHIA) IO CYLIECTBY;

HenonpousBoauteniem OpraHu3alii  — CPOKOB  HMCIOJHEHHUS
JIOKYMEHTOB (TMIOPYYEHUI).

Jlenonpous3BoAUTENIEM LEHTPAIM30BAHHOMY KOHTPOJIIO MOJJIEKAT
3apETUCTPUPOBAHHBIC JOKYMEHTBI C OTMETKOH 0 KOHTposie («KOHTpob»),
MPOCTABIISIEMOU B COOTBETCTBUHU C MMYHKTOM 2.54 MHCTpyKIIMHU.

6.3. PacnopsiouTtenbHble JOKYMEHTBI, TMPOTOKOJIBI  3aceJaHuit
(coBeulanmii), coaepxamiye TMOPYYEHUS] C KOHKPETHBIMH CpPOKaMH
VICITOJIHEHHSI, CTAaBSITCSI HA KOHTPOJIb 110 KAKJOMY ITOPYUYEHHUIO OTAEIIBHO.

6.4. KOHTpOJb CpPOKOB UCIHOJHEHUS JIOKYMEHTOB (IIOpY4YEHUHN)
BKJIFOUYAET B ceOs:

MOCTAaHOBKY JIOKYMEHTOB (IIOPYYE€HHI1) Ha KOHTPOJIb;

IPOBEPKY CBOEBPEMEHHOCTH JOBEJICHUS JOKYMEHTOB (MOPYYEHUIA)
J10 UCIIOJTHUTEIICH;

OpelBapUTEIbHYI0 NPOBEPKY U PETyJIMPOBaHUE XOAa HCIIOIHEHUS
JIOKYMEHTOB (TOpYUYEHUH);

CHSITUE C KOHTPOJIS JIOKYMEHTOB (IIOpYy4EHHI );

y4eT, O0O00OIIeHre W aHajdu3 Pe3yJbTaTOB XOJia HCIOJTHEHUS
JIOKYMEHTOB (MIOPYy4EeHUH);

uHpopmupoBanue PykoBonuTenst o X0A€ MCHOJHEHUS JTOKyMEHTOB
(mOpy4Y€eHHUii) U COCTOSTHUN UCIIOJIHUTEIbCKOW TUCHUIIIINHBI.

6.5. CpoKky UCIHONTHEHUS JOKYMEHTOB (ITOPYUYEHUI) UCUUCTSAIOTCS B
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KAJICHJAPHBIX THSX.

Ecnu nocnennuit 1eHb CpoKa MCIOJHEHHS JOKYMEHTa (MOpYy4YeHus)
NPUXOAUTCS HA HEpaOOUMil IeHb, TO JOKYMEHT MOJJIC)KUT UCIIOTHEHUIO B
OJIDKAMIIMK CIIeTYIOMMM 32 HUM paboyvHii 1CHb.

HaTta ucnonHenust AokyMmeHTa (mopyuenus) ¢ukcupyercs B OPK
COJl unu WHOM perucTpalluoOHHO-YUYETHOW QopMe, UCIOJIb3yeMOu IS
OTCIICKUBAHUS CPOKOB MUCIIOJIHEHUS TOKyMEHTA (MIOPYUYEHUs).

Cpoku HCTOJTHEHUS JOKYMEHTOB (TIOpYYEHHMI) yCTaHABIMBAIOTCS
PykoBomurtenem, HCXOoas U3 CpOKa, YCTAHOBJIEHHOTO OpraHU3ALUEH,
HaIlpaBUBILEH JIOKYMEHT, WIH CPOKOB, YCTaHOBJICHHBIX
3aKoHoAaTenbCcTBOM Poccuiickon denepannn.

6.6. JlIokyMeHTHI (IOpy4YeHUs) MOIeKaT UCIIOTHEHUIO B CIEAYIOIIUE
CPOKHU:

C KOHKPETHOM TAaTOW UCTIOJHEHHS — B YKa3aHHBIN CPOK;

0e3 yka3zaHus KOHKPETHOM JaThl MCHOJIHEHMsSI, UMEIOIIUE B TEKCTE
IIOMETKY «BECbMa CpPOYHO» — B TE€UEHHE OJHOrO JHS, «CPOYHO» — B 3-
JHEBHBIN CPOK; «OIEpaTUBHO» — B 10-IHEBHBINA CPOK; OCTAJIBHBIE — B CPOK
He 6oiiee 30 gHe;

[0 MapJaMEHTCKUM 3alpocaM — He Io3[Hee 4eM yepes3 15 nHel co
JUHS TTOJTY YEHUS;

0 MEXBEJAOMCTBEHHBIM 3apocaM O MPEACTaBICHUU JTOKYMEHTOB U
() wHGOpPMALMK B LEJIAX NPEIOCTaBICHUS TOCYAApCTBEHHBIX H
MYHULUNAIBHBIX YCIYr — 5 pabouux JHEH cO AHS MOJyYeHHs 3ampoca,
€CIM 3aKOHOAATENbCTBOM Poccuiickoit denepanuy HE YCTaHOBJIEH WHOMU
CPOK;

o oOpaieHusiM rpaxkaan — 30 THeH co JHS perucTpaluu.

6.7. 1IpMOCTaHOBHATH HCHIOJHEHHE KOHTPOJBHOIO JIOKYMEHTA
(mopy4yenusi), a TakKe€ OTMEHUTh €ro MOXET COOTBETCTBYIOIIMN
PYKOBOJIWTENb, MOANUCABIIMN JOKYMEHT WIA JAaBIIMA [Opy4YEeHUE
(ykazanue).

6.8. B 11e5151X CBOEBPEMEHHOT'0 UCIIOJIHEHUSI JOKYMEHTOB, MOPYYEHUI
(Yka3aHwuii), HOCTAaBJIEHHBIX HAa KOHTPOJIb, JlenOonpon3BOAUTENb IPOBEPSET
CBOEBPEMEHHOCTb JIOBEJICHUS JOKYMEHTA (ITOPYUEHHUs1) 10 UCTIOTHUTETIS.

6.9. Eciu cpok HCMOIHEHUS TOKyMEHTa (IMOPYYEHHs1) MPEBHIIIACT
OIMH Mecsl, B LeNsAX O0O0ecleuyeHrus CBOEBPEMEHHOTO HCIOJIHEHUS
JOKyMeHTa (MOpY4YeHUs1) NPOBOAMUTCS MPEABAPUTENbHBIA KOHTPOJIb U
HAallOMUHAHUSL HUCIHOJHUTENSIM O MPUOIMKEHUH CpPOKOB HCIOJIHEHHUS
JIOKYMEHTOB (TMIOPYUYEHUH ).

6.10. IIpenBapuTenbHbId KOHTPOJIb OCYILECTBISAECTCS B CIEIYIOIIEM
MOPSAKE:

JOKYMEHTOB (MOPY4YE€HUI) MOCIEAYIOIMNX JIET — HE PEXKE OJHOIO
pasa B roj;

JOKYMEHTOB (IIOPYYEHHMIT) TOCIEAYIOIINX MECSILEB TEKYIIETO rojia —
HE peXe OJHOIO0 pas3a B MECHLL;
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JOKYMEHTOB (MOpyYeHUI) TEKyllero mecsiua — 3a 5 JHed 1o
MCTEUYEHHUSI CPOKA UCTIOJIHEHUSI.

6.11. HanomuHaHue WCHIOJHUTENSIM O TMPUOIMKEHUH CPOKOB
UCIIOJIHEHUS IOKYMEHTOB (IOPYYEHHI) MOMXET OCYLIECTBISATHCA TAKKE B
aBTOMaTH4YeCcKoM  pexume mnocpeactBom C3OJ (B ciayuae ee
UCITOJIb30BAHUA).

Hamomunanusg  ucnojgHuTensiM, a Takke HUHpopmanus o0
UCIIOJIHEHUH JIOKYMEHTOB (TIOpYYEHHMIi), MOJy4YeHHass OT HMCIOJHUTENEH,
¢ukcupyrorcs B OPK COJl unu MHBIX perucTpalmoHHO-Y4YE€THBIX (opMmax,
UCITIOJIb3YEMBIX JJI1 KOHTPOJIS UCTIOTHEHUS JOKYMEHTOB (TOPYYEHHI).

6.12. Ilpyu HEOOXOOUMOCTH W3MEHEHUS CpOKa HCIIOTHEHUS
JOKyMEeHTa  (IOpy4YeHHs]))  OTBETCTBEHHBIM  HMCHOJHUTENb  00sA3aH
IPEACTaBUTh HA WMS PYKOBOJUTEINS, JABIIET0 MOPY4YEHHE, OOOCHOBAHUE
(ciy>keOHyI0 3amucKy) O TPOMJCHUM CpOKa C YKa3aHUEM TMPUYUH
IPOJUIEHUS U 1aThl UCIIOJIHEHHUS.

O6ocHOBaHME  MPOAJIEHUS  CpOKAa  HCIOJHEHUS  JOKYMEHTa
(mopy4yeHust)  JOHKHO  OBITh  HANpaBlI€HO  COOTBETCTBYIOIIEMY
PYKOBOJMTEIIO HE IO3/JHEE, YEM II0 HCTEHYEHHM JBYX TpPETBHX CpOKa
UCIIOJTHEHUS IOKyMEHTa (IOpYyUYEHUs).

O0 W3MEHEHHM CpOKa UCHOJIHEHUS JOKyMeHTa (IOpy4eHHUs)
OTBETCTBEHHBIN  HCHOJHUTENIb  HUHPOpMUpyeT  JlemonpousBoauTens
(amormuHpIM 00pa3oM MOTYT OBITh BHECEHBI HM3MCHEHUS B COCTaB
VCIIOJIHUTEIIEN JTOKyMEHTa (mopyueHus) Cc 00s3aTENbHBIM
uH(popMupoBaHUeM Jenonpon3BoIUTENS).

6.13. JlokymMeHT (mOpy4yeHHuE) CUMTAeTCSd WCIOJHEHHBIM, €CIU
OPUHATHL  PEIICHHS 1O TMOCTaBJIEHHBIM BONPOCAM, IOJTOTOBJIEHBI
COOTBETCTBYIOIIME JOKYMEHTHI, HalpaBjeHa clpaBka 00 HCIOJHEHUH B
COOTBETCTBYIOIIME OpraHbl BJIACTH (OpPraHM3alMi) WIH JaH OTBET IO
CYILIECTBY 3aMHTEPECOBAHHBIM JIULIAM.

Pemenne 00 wWCMOTHEHUW JOKyMEHTa (MOpPY4YEHUs) NPUHUMAET
PYKOBOJWTENb, IMOCTABUBIIUN JTOKYMEHT (TIOpYYEHHE) HAa KOHTPOJb, C
o0s3aTrenbHbIM HH(pOopMUpoBanueM Jlenonpousoaurens OpraHuzanuu.

Ha uCnoJHEHHOM  JOKYMEHTE IMpOCTABISIETCS  OTMETKa O
HalpaBJIeHUM [OKyMEHTa B J€JI0 B COOTBETCTBHM C IIyHKTOM 2.55
WNHcTpykiuu, cBeleHus: 00 UCTIOJHEHUH TOKYMeHTa (TTOpyYeHHs ) BHOCSTCS
B OPK C3/l unu uHy10 perucTpaliOHHO-YYETHYIO (POPMY, UCIIONIb3yEMYIO
JUTSL KOHTPOJISI UICTIOJTHEHUS.

6.14. JIoKyMeHTbl (MOpPY4YE€HHUs), HE CHATHIE C KOHTPOJI, a TaKXKe
JOKYMEHTHI (TMOPYYEHHUs), CPOK HCIOIHEHUS KOTOPBIX HE MPOJJIEH,
CUMTAIOTCSl HEUCITOJIHEHHBIMHU.

6.15. [denonpousBoautens OpraHu3alud aHATU3UPYET COCTOSTHUE U
pe3ynbTaThl HCIOJHEHUS JIOKYMEHTOB (IIOpY4YEHM) W  COCTOSIHHE
VCITOJIHUTENbCKOW JUCIHUIUIVHBL

B TOpSAKE MpEABAPUTEIHLHOIO KOHTPOJIS HANpaBiisieT paOOTHUKAM
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OpraHuzaiuyu HaAMOMUHAHUSA O JOKYMEHTaX, CPOKH HCIOJIHEHHUSI KOTOPBIX
UCTEKAIOT (3a 3-5 MHEel 10 OKOHYaHUsI CPOKa UCIIOJHEHUS JOKYMEHTA);

pa3 B Mecsll U MO OKOHYaHMM Toja PykoBomurtento OpraHuzanuu
HaIpaBisieT OTYEThl O KOJMYECTBE JOKYMEHTOB, WCIIOJIHEHHBIX B CPOK,
UCIIOJIHEHHBIX C TPOJJICHHEM CpPOKAa UCIOJIHEHUS, HE HCIIOJHEHHBIX,
HAXOJIALIUXCS HAa UCTOTHEHUHU 110 OpraHu3aiiy B 1IeJIOM, IO CTPYKTYPHBIM
NOJApa3ieNiecHusiIM U, TpPU  HEOOXOAUMOCTH, — IO  OT/AEJIbHBIM
UCIIOJIHUTEISIM.

VII. Opranuzanus padoTbl HCIIOJTHUTES € JOKYMEHTAMH

7.1. UcrionHuTENs NONTY4YaeT JOKYMEHTHI HAa UCIIOJHEHHUE B JIEHb UX
pacCMOTpPEHHUsS WM Ha CJEeAYIIUHA pabouyuil J€Hb B COOTBETCTBUH C
pesomonusaMu  pykoBoacTBa  Opranmzanuu. CpoyHbIE  JTOKYMEHTBI
NIEPENAOTCS UCIIOJHUTEIIO HE3aMENIUTEIBHO.

7.2. JIOKYMEHTBI, NOCTYIAIOIIHE C PE30JIOLMIMU PYKOBOJCTBA,
NEPENAOTCS  HCIOJIHUTENSIM. EciM  JOKYMEHT, TNOCTYIMBIIMKA  Ha
UCIIOJIHEHHE Pa0OTHUKY, HE UMEET OTHOLIEHHUS K €ro KOMIIETEHIIMHU, OH B
TOT K€ JEHb WM Ha CJIEAYIOUMH pabouyuii JE€Hb BO3BpAIlacT €ro B
J1enonpon3BOAUTENIO ISl PELICHUSI BOIPOCAa O NEPEHANPABICHUN €r0 Ha
UCITOJIHEHHE B JIPYroe Nopa3eieHue (IpyromMmy UCIOTHUTEIIO).

7.3. UcnionHeHne JOKyMEHTa MPelyCMaTPUBAET:

cOop 1 aHaIU3 HEOOXOIMMOM UH(pOPMAIIUH;

MOATOTOBKY MPOEKTa JOKYMEHTA U €ro 0(hopMIICHHE;

COrJIaCOBaHUE MPOEKTA JOKYMEHTA C 3aMHTEPECOBAHHBIMU JIMLIAMU;

I0pabOTKy MpPOEKTa TOKYMEHTa MO 3aMEYaHUsM, MOJYYEHHbIM B
X0JI€ COTJIACOBAHUS U, MPU HEOOXOAMMOCTH, — TOBTOPHOE COTJIACOBAHMUE);

HNOJATOTOBKY CHHUCKa (yKasaresis) pacChUIKM JIOKyMEHTa, €cliu
JOKYMEHT a/IpECOBaH I'PyNIE OpraHu3aLuii;

NpeICTaBICHUE MPOEKTa JOKYMEHTa Ha MOAMNHUCH (yTBEPKIACHHE)
PYKOBOJICTBY;

NOJATOTOBKY JOKYMEHTa K OTIPABKE U Mepeaady KOINUM JOKYMEHTa B
7eIio (BbINOJIHAETCS Jlenonponu3BoauTenem).

7.4. llpm HampaBlICHMM JIOKYMEHTa HECKOJBKUM HCIOJHUTEISM
OTBETCTBEHHBIM 33  IOJATOTOBKY TMpOEKTa JIOKYMEHTa  SIBIIAETCS
UCIIOJIHUTENb, YKA3aHHBIA B PE30JIIOLUU TEPBbIM WU OOO3HAYEHHBIN B
PE30JIOLUU KaK OTBETCTBEHHBIN UCTIOTHUTEND.

7.5. OTBETCTBEHHBIN UCIIOJIHUTENb UMEET MPABO JAaBaTh MOPYUCHUS
OCTAJIbHBIM ~ HMCTIOJHUTENSIM, MPOBOJUTH pabouue COBEIIAHMs IS
BBIPAaOOTKH COBMECTHOIO pelieHus. Bce MCIOMHUTENN B paBHOW CTENEHU
OTBETCTBEHHBI 32 CBOEBPEMEHHOE U KAYECTBEHHOE HCIIOJIHEHUE MOPYYEHHUS
U TPEJCTAaBICHUE OTBETCTBEHHOMY HCIOJHUTEII0 B YCTAHOBJIEHHBIE UM
CPOKHM HEOOXOIHMMBIX MaTepuayioB (IIPOEKTOB JOKYMEHTOB, CIIPABOK).
HcnonHutenn HE HMMEIOT IpaBa MPEACTABIATh MPOEKTHl JOKYMEHTOB
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PYKOBOJIMTENIO,  JABHIEMY  IOPYYEHHE, MHHYS  OTBETCTBEHHOIO
VCTIOJTHUTETIS.

7.6. B cnydae oTCyTCTBUSI MCIOJHMTENS (KOMaHIUPOBKA, OTIYCK,
00JIe3Hb) JOKYMEHT MO YKa3aHWio PykoBoauTensi mepenaeTcsi Ipyromy
UCIIOJIHUTENI0O € 00s3aTelbHBIM  COOOIlleHHeM  ero  (aMuiInu
HenonpousBoautento sl BHeceHus: usmenenud B OPK nmokymenrta B CO/]
WM UHYIO PETUCTPAIIMOHHO-YUYETHYIO (OpMY.

7.7. Tlpu yBOJIBHEHMHM WJIM TEPEXOJe Ha JPYrod ydacTok padOThI
paboOTHHUK 00s13aH cOaTh JOKYMEHTHI U JieJla CBOEMY HEMOCPEICTBEHHOMY
PYKOBOJIUTEIIO UJIU TI0 €0 YKa3aHUIO BHOBb HA3HAYEHHOMY COTPYIHUKY (B
cily4yae HEOOXOIMMOCTH, — IO aKTy IMpUeMa-lieperadyd, B KOTOPOM
YKa3bIBAlOTCA BUBI /€ (3aroJOBKU JI€71) U MX KOJHMYECTBO M KOTOPBIA
MOJANKCHIBAETCS PAOOTHUKOM, NMEPENABIIUM JOKYMEHTBI, U PaOOTHHKOM,
MPUHSBIIUM JOKYMEHTHI).

7.8. Pe3ynbTaTroM HCHOJHEHUS JIOKYMEHTA SBJISIETCA IPOEKT
JIOKYMEHTA, IIOJITOTOBJICHHBIN UCIIOJTHUTEIIEM.

[IpoekT mgoKymMeHTa CO BCEMH HEOOXOJUMBIMHU MPUIOKEHUSIMH,
HareyaTaHHbli U O(QOPMIICHHBIH B COOTBETCTBMHM C IIPaBUJIAMH,
YCTaHOBJICHHBIMU B pazjelie 3 MHCTPYKUMH, UCTIOTHUTEIL COTJIaCOBBIBAET
C 3aMHTEPECOBAHHBIMHU JIMIIAMU U, TPU HEOOXOJUMOCTH, C JAPYTHUMH
OpraHu3alusIMH.

JIOKyMeHTBI, MpeAHa3HaYeHHbIE JJI1 OTIPABKH, OPOPMIISIOTCS Ha
Oomanke OpraHuzanuu  ycTaHOBIEHHOW  Qopmbl. 11 oTmpaBkH
JOKYMEHTOB,  HE  HMMEIOUMX  aJpPeCHOM  4YacTh,  COCTaBJSETCS
COMPOBOJAUTEILHOE TUCHMO.

Ha nokymeHT, paccbulaemblii Oojiee 4YeM B 4YeThIpe ajpeca,
UCIIOJIHUTENIb TOTOBUT CIHUCOK PACCBUIKH, OIPEAENSIeT KOJUYECTBO
IK3EMIUIIPOB  JOKYMEHTa U  TIOCJ€  PEerucTpaluuud  oOecreuynBaeT
U3TOTOBJIEHHE HEOOXOIMMOTr0 KOJIMYECTBA KOMUH.

7.9. Wcnonuurtenb (OTBETCTBEHHBIM WCIOJHUTEIb) OPraHU3yeT
COrjlacoBaHWE€  (BU3UPOBAHUE) TMPOEKTa  JOKYMEHTa CO  BCEMH
3aMHTEPECOBAHHBIMU JIMIIAMH W TPOBOAUT JIOPaOOTKY TMPOEKTa TIO
3aMEYaHUsAM B COOTBETCTBHHM C nyHKkTamu 4.1 - 4.11 MHcTpyKuuH.

[Ipu Hamuuuu OOJIBIIOTO KOJIMYECTBA 3aMEUaHUN 10 MPECTaBICHUS
NOpa0OTAaHHOIO MPOEKTa JOKyMEHTa Ha mnoanuch PykoBoauTento
UCIIOJHUTEb TOTOBUT CBOJIKY 3aMeuaHuil (TIPEeaJIOKEHUM), B KOTOPOU
YKa3bIBa€TCs: COJEp)KaHWE 3aMedyaHus (MPeJIoKEHHUs), JIOJKHOCTD,
dbamMunus nMila, JaBUIEro 3aMeyaHue, IPUHITO WM OTKJIOHEHO 3aMedaHHue
(ecnii 3amedaHue OTKIOHEHO, — MPUYUHY OTKJIOHEHUS).

7.10. Tlocne qopabOTKH M MOBTOPHOIO BU3UPOBAHUS (COTJacoBaHUs)
MpPOEKT JIOKYMEHTa TnepeaaeTcs Ha mnoanucanue (yTtBepxaeHue). o
NPEACTABICHUS] Ha TMOJANKUCH WCIOJHUTENIb MPOBEPSET MNPABUIBHOCTD
oopMIIEHUSI TOKYMEHTa, MPaBUILHOCTh OOPMIICHUS aJpecara, HaJudue
HEOOXOJMMBIX BH3, TMPUIOKECHUA, TpU HEOOXOIAMMOCTH — CIPABOK,
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NOSICHUTENBHBIX 3aMKMCOK, PAa3bSICHAIOIIMX COJIEPHKAHUE IMOATOTOBIICHHBIX
JIOKYMEHTOB, JIUCTa (yKa3aTess) pacChUIKH.

7.11. TloanucaHHBIM OKYMEHT HCIIOJIHUTEIb B COOTBETCTBUHU C
HOPSZIKOM, YCTaHOBJIEHHBIM Hacrosimed WHcTpykuuen, nepenaer miis
pErucTpalnyy U OTIPaBKU W/WIH BKJIIOUYEHUS B AEIIO.

B cooTBeTcTBHM ¢ HOMEHKIATYpo# aen OpraHu3anuy UCIIOJHUTEIb
OIIpeneNsieT UHJIEKC Jela, B KOTOPOE AOKEH ObITh BKIIIOUEH IOKYMEHT.

7.12. B Xoae MCHOJHEHUS JOKYMEHTa WCIIOJIHUTENb MUMEET IPaBO
npejiaraTb U3MEHEHHE CPOKa UCIIOJIHEHMSI, €CJIM OTCYTCTBYIOT pEajlbHbIE
YCIOBHSI HCIOJHEHUS JOKYMEHTa (MOpy4eHHs), [eiaTh MOMETKH Ha
JOKYMEHTE O BPEMEHU €ro MNOCTYIUIEHHS, O JAaTax MPOMEXYTOYHOIO
KOHTPOJISL, TeJIe(POHHBIX M MHCHMEHHBIX 3ampocax, O JaTe U pe3ysbTare
OKOHYATEJIbHOTO UCIIOJHEHUS.

7.13. HcnonHuTens HE HMEET IpaBa pasialllaTh COAEPKaAHUE
INOCTYIIUBIIMX K HEMY JIOKYMEHTOB M IIOATOTOBJICHHBIX ITPOEKTOB
CIIy>K€OHBIX JOKYMEHTOB, C HUMH MOTYT ObITh O3HAKOMJIEHBI TOJIBKO JIUIIA,
MMEIOIINE OTHOLIEHNE K UX UCIIOJIHEHHUIO.

VIII. ®opmupoBaHne JOKYMEHTAJBLHOI0 (poHaa Opranuzanumn

8.1. OmepatuBHOe XpaHeHHE AOKyMeHTOB OpraHuzanuud a0
nepeavn MX Ha XpaHEHUE B apXHB WIM YHUUYTOKEHUE OCYILECTBISIETCA B
CTPYKTYpPHBIX NoJipazaeieHusx (y paboTHUKOB) Opranuzanuu.

8.2. B memsix XpaHeHHs, TOMCKA W HUCIIOJIb30BAHUSA JOKYMEHTHI Ha
OyMa)KHOM HOCUTEJIE U 3JEKTPOHHbIE JOKYMEHTHI (POPMUPYIOTCS B J€ia B
COOTBETCTBUM C HOMEHKJIATYPOU Je.

Homenknatypa nen 3akperuisieT kiaaccudukamuio (TpynmupoBKY)
UCIIOJTHEHHBIX JOKYMEHTOB B Jiefa (3JIEKTPOHHBIE JeNla), CUCTEMAaTH3aIUI0
Y MHJEKCALMIO JEJI, CPOKU UX XPAHEHUS M SBISETCS OCHOBHBIM YYETHBIM
JOKYMEHTOM.

Homenknarypa nen saBisieTcss OCHOBOM JJIsl COCTaBIJICHUS OIUCEN JIEIT
MOCTOSTHHOTO, BpPEeMEHHBIX (CBbIme 10 JIeT) CPOKOB XpaHEHHS U TIO
JUYHOMY COCTaBY, aKTOB O BBIJIEJICHUN K YHUYTOXKEHHUIO JOKYMEHTOB C
UCTEKILIMMU CPOKAMU XPaHEHHUs], a TAKXKE JUIS yueTa Jes BpeMeHHbIX (10 10
JIET BKIIFOUYUTEIBHO) CPOKOB XPaHEHUSI.

8.3. Homenknarypa nen OpraHu3anuu COCTAaBIISETCA Ha OCHOBE
U3Y4YEHHUsI COCTaBa U COJEpkKaHUS JIOKYMEHTOB, OOpa3yloluxcsi B
nestenbHocTH OpraHu3aluy, BKIIOYAs JTOKYMEHTBI, IMOCTYMAIOIIUEe W3
JIpyTUX OpraHu3aruu.

84. Ilpm  cocraBieHMHM  HOMEHKIATyphl A€l  CIEAyeT
pYKOBOJACTBOBaTbCs ~ ycraBoM  OpraHu3anuu,  IOJOXKEHUSIMH O
CTPYKTYPHBIX  MOJPA3JCJICHUSAX,  JODKHOCTHBIMU  WHCTPYKLUHSMU

pabOTHUKOB, MITATHBIM pacHUCaHUEM, IUIAHAMH W OT4eTaMu O paboTe
Opranuzanuy, HOMEHKIATYpOH JAen 3a MPOUIEAIINM TOJ, JOKaJIbHbIMU
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HOPMATUBHBIMM akTamMu OpraHuzaiuu, COJAEpPKAIIUMHU CBEJICHHUS O
JIOKyMEHTaX, 00pa3yromuxcs B aesTenbHocTd Opranu3anuu, TUIIOBBIMUA U
NPUMEPHBIMA HOMEHKJIATypaMu Jell (MpU UX HAJUYKH), BEJOMCTBEHHBIMU
Y TUIIOBBIMH MEPEUYHSIMU JOKYMEHTOB C YKa3aHHEM CPOKOB UX XPAHEHUSI.

8.5. B HOMeHKiarypy [Hen BKIIOYAKOTCS BCE JOKYMEHTHI,
OTpaxarolue AeSTEIbHOCTh CTPYKTYPHBIX MOJpa3feneHuil (paboTHUKOB)
OpranuzanMu U TOCTOSIHHO WM BPEMEHHO JIEMCTBYIOIIUX OPraHOB
(koMHUCCUHM, COBETOB, KOMHTETOB), B TOM YHCI€ JOKYMEHThI
OTPAaHUYCHHOTO JOCTyNa, PErUCTPAllMOHHBIE M YYETHBIE >KypHalIbl U
KapTOTEKHd, B HEOOXOAMMBIX CIydasx — KOMHH JOKYMEHTOB (KOTHUHU
JOKYMEHTOB BKJIIOYAIOTCS B HOMEHKIATYpy Jed, €CIu KONus —
€IUHCTBEHHBIN HSK3EMIUISIP JAOKYMEHTAa B OpraHu3alliu, a Takxke, €cliu
KOITMM HEOOXOJWMMBI JUIsl OpPraHW3allid JIEITCIbHOCTH TOpa3/ICiCHHS).
JIOKyMEHTBI, CO3/laHHbIE B DJJEKTPOHHOW (opMe, BKIIOYAIOTCA B
HOMEHKJIATYpy JIeJI 110 T€M K€ MpaBHIaM, YTO U JOKYMEHTHI Ha OyMa>KHOM
HOCHTEJIE.

He BkmtouyarOTCs B HOMEHKIATYPY J€H MEPUOJUYECKUE H3TAHUA,
KHHUTU, OpOIIIOPHI.

8.6. Homenkmatrypa nen opraHu3aiiuu (CBOJHAs) COCTaBIISIETCS
Henonpon3BoauTeneM Ha OCHOBAaHMM HOMEHKIATyp AEN CTPYKTYPHBIX
nojApaszaeneHuit mo gpopme, ycranopieHHou [Ipapunamu (nmpuiioxxenue Ne
18).

CBoJlHass HOMEHKJIaTypa JIeJl COCTaBIIAETCS B IOCIEIHEM KBapTaje
TEKYLIEr0 TOJ1a Ha MPEACTOSAIINAN KaJICHIAPHBIN TO/I.

8.7.  Homenknmarypa  gen  OpraHuszaudv  MOJNHUCHIBAECTCS
Jlenonpou3BoAUTENEM, BU3UPYETCS PYKOBOAMUTENIEM apxuBa (JIULIOM,
OTBETCTBEHHBIM 3a apXHWB), COIJIACOBBIBAETCS C JKCIEPTHOM KOMHCCHEH
(OK) Opraamzammu u (Tak kak OpraHu3anusi SBISETCS HCTOYHHUKOM
KOMITJIEKTOBAaHUSI MYHHUIIMIIAILHOTO apXuBa pailoHa), OJMH pa3 B S5 JeT
MPEACTABIAECTCS HAa  COIJACOBAHME COOTBETCTBYIOIIEH  AKCHEPTHO-
MPOBEPOYHOM KOMHUCCMU ApXuBHOro ympasieHusi [IpaBurtenbcTBa
UYeuenckoit Pecnyomuku (manee — OIIK) B mopsinke, yCTaHOBJICHHOM
[IpaBunamu.

Homenknatypa  nmen, cormacoBanHas  OIIK,  yTBepxmaercs
PykoBoautenem OpraHuzaliui W BBOJUTCA B JAeHCTBHE ¢ 1-TO sHBaps
MPEACTOSALIETO KaJIEHJAPHOIO ro/1a.

B cnydyae wusmeHenus QyHKuMii W CcTpyKTyphl OpraHuzanuu
HOMEHKJIaTypa JeJl COCTaBIISIETCS, COIJIACOBBIBAETCA U YTBEPKIACTCS
3aHOBO.

8.8. CormacoBannasi ¢ JIIK HOMeHK/IaTypa Aen B KOHIIE KaXAO0ro
rojia yTOYHSETCS, MepernevyaTbiBaeTCa, YyTBEpxkKAaeTcs PykoBoaurteinem
Opranuzanuu W BBOAUTCA B JAeHcTBHE C | sHBapsi OPEACTOSIIErO
KaJICHIApHOTO roja.

8.9. IlepBblii 3K3eMIUISIP YTBEPKACHHON HOMEHKIATYpbl e
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ABJIAETCSI JIOKYMEHTOM TOCTOSSHHOTO XpaHEHHWs W BKIIOYAETCS B
HOMEHKJIATYpy €N B pa3ien JAeJONPOU3BOACTBA, BTOPOM — HUCIOIB3YETCS
JenonpousBoauTeneM B KadecTBE pabOYero »sK3eMIUsipa, TPEeTUd —
nepenaercss B apxuB OpraHuzalid B KadyeCTBE YUYETHOTO JIOKYMEHTa,
AJIEKTPOHHAs KOMHSI HOMEHKIATyphl Aen OpraHuzaiuu, yTBEP>KIEHHON
PykoBoautenem OpraHuzanuu, NepeiaeTcss B MYHHUIMIAIbHBIA apXUB,
MCTOYHUKOM KOMIUIEKTOBaHUS KOTOPOTO siBiisieTcss OpraHu3aius.

B noapaznenenus (pabotHukam) OpraHusaiiid HOMEHKJIaTypa el
pacceutaercs Jlenonpous3BoAUTENEM B BHJE KONUM COOTBETCTBYIOIIHUX
pas3zenoB Ha OyMakHOM HOCHUTEJIE WIH B AIEKTPOHHOU (hopme.

8.10. Homenknatypa aen OpraHu3anuu CTPOUTCS IO CTPYKTYpPHOH
(Ha3BaHUAMM pa3zesioB (MOAPA3JEIOB) HOMEHKIATYpPhl J€N SIBISIOTCS
Ha3BaHUS CTPYKTYPHBIX MOJApa3ieieHuld (IODKHOCTEH pPabOTHUKOB),
PACIIOJIOKEHHBIE B COOTBETCTBUM C  YTBEPKACHHOM  CTPYKTYypOU
OopraHu3anuu), Wi (QyHKIIMOHAILHON cXxeMmaM (Ha3BaHUSMU pa3JeoB
HOMEHKJIATYPHI JIeJT SIBJISIIOTCS HAPABJICHUS IeaTeNIbHOCTH Opranusaium).

8.11. HomeHknarypa Jea  CTPYKTYPHOTO  IMOAPA3ICIICHHUS
COCTAaBIISIETCSI B  KaXJOM MOJPA3JCIICHUH OpraHu3aluu  KaXIbIM
pabOTHUKOM, HOJITACHIBACTCS PYKOBOJIUTEIEM CTPYKTYPHOTO
NIOJIpA3/IEIICHUs U IPEACTABIISETCS J]eI0npon3BOIUTENIO.

HomeHkiatypa 1en cTpyKTypHOTO MOAPA3IeIeHUs COCTaBISIETCS 110
dopme, ycranopiienHow [Ipasuinamu (mpuiioxkenue Ne 19).

BHOBB cO31aHHOE WJIM PEOPTraHU30BAHHOE MOAPA3IEIECHUE JOJDKHO B
MECAYHBI CpOK pa3paboTaTh HOMEHKJIATYypy M€l M TNPEJICTaBUTh €€
Jlemonpon3BoOaUTEIIO.

8.12. Bce 3aromoBku nen, BKIIOYEHHBIE B HOMEHKJIATYPY el
uHaekcupytorcs. UHaekce aena ykaspiBaetTcs B rpade 1 HOMEHKIATypbl 1€
U COCTOUT M3 HMHJIEKCa CTPYKTypHOro mojpasieneHus (kona
nojipaszzesieHus: (JIOJDKHOCTHOTO JIMLAa) B COOTBETCTBUM C YTBEPKICHHOU
cTpykrypoit  OpraHuzanuu WIA  KJIaCCU(PUKATOPOM  CTPYKTYPHBIX
NOJIpa3/ICJICHUI) U MOPSAKOBOrO HOMEpA Jiejla B pas3zeiie HOMEHKJIATYPHI
nen. NUunekcsl aen obo3HadaroTcst apadckumu mudpamu. Hampumep: 01-
05, rue:

01 — ko1 CTPYKTYPHOTO MOAPA3/ICICHNUS;

05 — mopsiAKOBBIN HOMED JieJIa B pa3jieiic HOMEHKIIATYPBI JIe].

Jlena mo Bompocam, Hepa3pelleHHbIM B TEYEHHE OJHOr0 Troja,
ABJIAIOTCSL  «MEPEXONAIIMMU» U BHOCSATCS B  HOMEHKJIATypy el
CJIEIyIOLIEro ToJja C TeM >K€ HHJEKCOM. PEKOMEHIyeTCsi COXpaHsSTh B
HOMEHKJIaType Jed OJWMHAKOBbIE WHACKCH MJii OJHOPOJHBIX JIed,
BKJIFOYEHHBIX B Pa3HBIEC Pa3JIEIibl.

Ecnu B Tewenue roma B aesitenbHOCTH OpraHusanuu oOpasyrorcs
JIOKYMEHTBI, HE MPEeIyCMOTPEHHBIE HOMEHKJIATYPOU JIeJl, 3aT0JIOBKU HOBBIX
Je7  JOMOJIHUTENIBHO BKJIIOYAIOTCS B HOMEHKJIATypy JHeil. B kaxaom
pazziesnie  HOMEHKJATypbl el  JJs  BHOBb  3aBOJUMBIX  JEJ
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IIPEeIyCMaTpPUBAIOTCS pE3EPBHBIE HOMEPA.

8.13. 3aronoBok nena (rpada 2 HOMEHKIATYphl Jei) JOJKEH B
00001IeHHON (opMe oOTpaxaTb OCHOBHOE COJEp>)KaHME€ U COCTaB
nokyMeHTOB jena. He nmomyckaercs ymoTpeOsjeHHME B 3arojoBKe Jiefia
HEKOHKPETHBIX  (OPMYJIHPOBOK  («pasHble  MaTepuajbl»,  «oO0Ias
NepernucKka»), a TakKe BBOJHBIX CJIOB U CIOXHBIX CHHTAaKCUYECKUX
000pOTOB. 3aroJIOBKH JeJl MOTYT YTOUHATHCS B TE€UEHHE Tojla B Ipoliecce
dbopmupoBaHus 1 0popMIICHUS JIEII.

3aroyioBOK Jiena JOJDKEH COCTOSITh U3 AJIEMEHTOB, PacloJlaraéMbIX B
CJIeTyIOLIEN TOCIE0BATENbHOCTH:

a) Ha3BaHUE BHJAA Jeiia (Mepenucka, >KypHal, Jesi0) WIM BHIA
JIOKYMEHTOB, BKJIIOUEHHBIX B J1€J10 (IIPOTOKOJIBI, IPUKA3bl);

0) HaMMEHOBaHWE OpraHU3alliH, CTPYKTYPHOIO MOAPA3/ACIICHNUS,
MOCTOSIHHO JIEWCTBYIOILIETO WM BPEMEHHOTO OpraHa, JOJKHOCTHOTrO JIHIIA,
CO3/JIaBIINX JOKYMEHT(bI);

B) HAUMEHOBAHHUE KOPPECIIOHACHTA (OpraHu3aliy, JUIa, KOTOPOMY
aJpeCcOBaHbl WK OT KOTOPOT'O MOJIYYEHbI TOKYMEHTHI);

I') KpaTKO€e COAEpKaHNuEe JOKYMEHTOB JIENa;

1) Ha3BaHME MECTHOCTU (TEPpPUTOpPUHU), C KOTOPOH CBA3AHO
COJIep>KaHU€E TOKYMEHTOB JIEJa;

e) nara (mepuoj), K KOTOPbIM OTHOCSITCSl JOKYMEHTHI JIeJIa;

) YKa3aHUE€ Ha KOMMHHOCTh JIOKYMEHTOB JIeJa.

8.14. Ilopsamok pacmoJIOKEHHsI 3aroJIOBKOB JI€JI BHYTPHU Pa3ZEioB
HOMEHKJIATypbl €1 ONPENENSIeTCS CTENEHbI0 BAXKHOCTHU JTOKYMEHTOB,
BKJIFOUEHHBIX B JIeJIa.

B Hauane pazzena pacrnojlararoTcs 3arojIOBKM J€J, COJEpIKallux
yUpeauTeNbHbIe, OpPraHU3alMOHHO-TIPABOBBIE W PACMIOPSAUTENIbHbBIE
JOKYMEHTBI, 3aTEM 3aroJIOBKM JI€J, COJIEpXKallMX IIJJAHOBBIE, OTYETHBIE,
MH(POPMALIMOHHO-aHAIMTUYECKUE JTOKYMEHTBI, JOKYMEHTBI, OTpa)karoIiue
NEATENbHOCTh  MOAPA3ACIICHUs, IEpEenucKy, B KOHLE pasjena —
PETUCTPAIMOHHBIC U YUYETHBIE )KYPHAJIbI, KAPTOTEKH, 0a3bl JAHHBIX.

3aroJIoOBKM  JIEJI, COCTAaBJIEHHBIX [0 KOPPECIOHAEHTCKOMY U
reorpauyeckoMy MpU3HAKaM, BHOCATCS B HOMEHKIATypy Jea IO
an@aBuUTy KOPPECTIOHICHTOB UJIU TeorpapuecKux Ha3BaHUU.

B 3aronoBkax nen, coaepxamux AOKYMEHTbI MO OJHOMY BOIIPOCY,
HO HE CBS3aHHBIX MOCJIETOBATEIBHOCTBIO PEIIECHUs] BOMPOCA, B KaueCTBE
BUJIA Jiea YNOTpeOsieTcss TePMUH «JOKYMEHTBI», a B KOHIIE 3arojioBKa B
CKOOKax yKa3bIBalOTCS Ha3BaHUsA BUJOB JIOKYMEHTOB, Haubosee
MPE/ICTABIICHHBIX B JIETIE:

«JIOKyMEHTBI O TPOBEJCHUH COBELIAaHUI U CEMUHAPOB (MPOrpaMMBl,
CIIUCKH, TIOKJIabI)».

TepMUH «JOKYMEHTBI» NPHUMEHSETCS TAaKXe B 3arojioBKax e,
COJEpKaIINX JOKYMEHTBI-IIPUIIOKEHUSI K KAaKOMY-TTHO0 JOKYMEHTY (BUIbI
JOKYMEHTOB-TIPUJIOKEHUNA HE IEPEUUCIIIOTCS):
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«JIOKyMEHTBI K ITPOTOKOJIAM 3aCEIaHUM NEJArOrTnYeCKOro COBETa;

«IIpoTOKOJBI MPOU3BOJACTBEHHBIX COBEIIAHUN TMPH 3aBEIYIOUIEM U
JIOKYMEHTBI K HUM.

B 3aromoBkax nen, TpelHA3HAYEHHBIX JUISI  TPYHIIUPOBKHU
OJTHOTUIHBIX JTIOKYMEHTOB, 3Ta TIpyIa JIOKYMEHTOB YKa3bIBAaeTCS BO
MHOKECTBEHHOM YHCJIE:

«IIpoTokoibl 3aceqaHuil PyKOBOJICTBAY.

B 3aronoBkax jen, copepaliux MepenucKy, yKa3blBaeTcs, C KeM U
10 KAKOMY BOIPOCY OHa BEJETCH:

«Ilepenncka ¢ 0Opa3oBaTEIbHBIMH YUYPEKICHUAMH O NOBBIILICHUN
KBATH(UKAINHA PAOOTHUKOBY.

B 3aronoBkax e, COJEpKallUX MEPENHCKYy C OAHOPOJHBIMU
KOPPECTIOHJEHTaMH, TOCIEAHUE HE Ha3bIBAIOTCS, A YKA3bIBAaETCS UX
BUJIOBOE Ha3BAHUE:

«Ilepenucka ¢ opraHaMy HCIIOJHUTEIBHON BJIACTHU IO BOIPOCAM...
»,

B 3arosoBkax Jzen, colep)KallMx IEPEenucKy € pa3sHOPOJHBIMU
KOPPECIIOHAEHTAaMH, TIOCIIEHUE HE TIEPEUUCIISIOTCA:

«Ilepenucka O 3aKIOYEHUH W UCIOIHEHUU TOCYJapCTBEHHBIX
KOHTPAKTOBY.

B 3aronioBke Aena yka3blBae€TCsi KOHKPETHBIA KOPPECIOHAEHT, €CIn
NepenucKa BeIeTCs TOJIBKO C HUM:

«IIepenucka ¢ OOO «I'opcBsA3p» O MPENOCTABICHUH YCIYT CBS3U».

[Ipu o0o3HaueHMH B  3aroJioBKax Jied1  aAMUHUCTPATHBHO-
TEPPUTOPHAIBHBIX €IUHUIL] YUYUTHIBACTCS CIIECTYIOLIEE:

€CIM  COJAEp)KaHWE Jela KacaeTcsi HECKOJBbKUX OJHOPOIHBIX
aJIMUHUCTPATUBHO-TEPPUTOPUANIbHBIX E€IWHUL, B 3arojoBKe Jejla He
YKa3bIBAIOTCA WX KOHKPETHBIC Ha3BaHWs, a YyKas3bIBaeTCs HX oOIee
BHJIOBOE HA3BAHHE:

«Ilepenucka ¢ MOMIKOIBLHBIMU 00pPA30BATEIBHBIMU YUPEKICHUSIMU
MYHUITUTIATBHBIX pailoHOB YeueHckon PecryOnmku»;,

€CIM coJepKaHuEe Jiella KacaeTcs OJIHOM aJMUHUCTPATHUBHO-
TEPPUTOPUATBHON €IUHUIIBI (HACEJIEHHOTO IyHKTa), €¢ (ero) Ha3BaHHUE
YKa3bIBa€TCs B 3ar0JIOBKE Jieja:

«ITepenucka c otnenenueM B lllekoBCKOM palioHe O TUIAHUPOBAHUU
Y OTYETHOCTH.

B 3aromoBkax Jen, cojepKallux IUIAHOBYIO HJIA OTYETHYIO
JIOKYMEHTAIIMI0, YyKa3bIBaeTCs Mepuoji (Mecsll, KBapTaji, roa) Ha (3a)
KOTOPBIN COCTABJICHBI IJIaHBI (OTYETHI):

«OTtyeThl paboTHUKOB 32 2018 roa»;

«CTaTUCTUYECKU OTYET O YHUCIEHHOCTH, COCTaBE€ W JIBUOKCHUU
kazpoB 3a 2018 rox (. Ne 27-rom)».

[Ipu dbopmupoBanum nena U3 HECKOJBKHX TOMOB (YacTeil), Kpome
oOIIero 3arojioBKa Jejia MpU HEOOXOJWMOCTH COCTaBIISIFOTCS 3arojIOBKU



61

KaXXJI0ro ToMa (4acTu), yTOUHSIIOIIUE COAEpKaHNE TOMOB (YacTeil) nena.

3aroyioBKM el MOTYT YTOUHATBCS B Tpolecce (popMupoBaHUS U
odopMIICHUS JE.

8.15. I'pada 3 «KomuuectBO mem» 3amojiHAETCS MO OKOHYAHUHU
KaJIeHAapHoro roja. [lo nocTukeHnu IeoM, BKIIOYAONIUM JOKYMEHTBI
BpeMeHHbIX (cBbilie 10 JIeT) U MOCTOSIHHOIO CPOKOB XpaHEeHus, 00beMa B
250 nucTOB, TOM 3aKpbIBAETCS W OTKpPbIBaeTCs HOBBIM TOoM. B rpade 3
HOMEHKJIATyphbl €] MOCIENOBAaTEIbHO YKa3bIBAlOTCSI HOMEpa TOMOB U
KpailHUe AaThl JOKYMEHTOB Ka)KJI0TO TOMA:

T.1.11.01.2018 -
30.06.2018

OJNIeKTpOHHBIE Jlefla Ha ToMa (4yacTdh) He paszaensiorca. Bcee
AJIEKTPOHHBIE JTOKYMEHTBI, HE3aBHUCUMO OT WX 00beMa, BKIIIOYAIOTCS B
OJTHO 3JIEKTPOHHOE JEJIO.

8.16. B rpade 4 «Cpok xpanenuss U NocraTbu MO TEPEUHIO»
YKa3bIBAIOTCS CPOKM XPAaHEHHUS JIel U HOMepa CTared Mo TUIIOBOMY WIIH
BEJIOMCTBEHHOMY TMEPEYHIO JIOKYMEHTOB C YKa3aHHEM CPOKOB XPaHECHHUS,
dbenepaibHOMy WM  pPECIyOJIMKAHCKOMY  3aKOHY  WJIUM  HUHOMY
HOPMAaTHBHOMY ITPAaBOBOMY aKTY.

8.17. B rpade 5 «IIpumeyanue» MPOCTABIAIOTCA OTMETKU O
3aBeicHUM Jen  («3aBeleHo»), O Mepexodllux Jenax (Hampumep,
«Ilepexonsamee ¢ 2016 roma»), o BbIAECNEHUU J€1 K YHUUYTOKEHHIO, O
JMIaX, OTBETCTBEHHBIX 3a (POPMUPOBAHUE JEI, O Tiepeaade Al B JPYTyko
OpTraHU3AIMIO TS TIPOIOJKEHUSI.

Ecnu neno dopmupyercs B HHOOPMAIMOHHONW CUCTEME M BKIIOYAET
AJIEKTPOHHBIE TOKYMEHTHI, B rpade «IIpumeuanue» ormedaercs, 4To AEIO0
BEJIETCS B  DIJIEKTPOHHOM BHJE€ C YKa3aHHMEM  HaWMEHOBAaHMS
UH(OPMAITMOHHON CUCTEMBI:

«JnekTpoHHble JokyMeHTbl. COJl «/lemompousBoactso», b/l
«Cy>xeOHBIC 3aITUCKHU».

8.18. Ilo 3aBepuieHHM AEIOMPOU3BOJCTBEHHOTO TIoAa B KOHIIE
HOMEHKJIATYphl el B KaXIOM MOJpa3fefieHud OQOpMISIETCS HTOTrOBas
3aliCh, B KOTOPYIO BHOCSITCSI CBEIIEHUS O KOJUYECTBE 3aBEICHHBIX eI
(ToMOB, YacTeii), OTAETHLHO TOCTOSTHHOTO ¥ BPEMEHHBIX CPOKOB XpaHCHHS,
BPEMCHHBIX CPOKOB XpaHeHus ¢ oTMmeTkor «JIIK» u mepexomsmmx.
HToroBas 3amuch AOMOJHSACTCS TaHHBIMUA O KOJMYECTBE ANEKTPOHHBIX eI
COOTBETCTBYIOIINX CPOKOB XPAHECHHUSL.

B wuToroByro 3amuch CBOJHOW HOMEHKJIATYPHl J€7 CBEACHUS
BHOCSATCSA HAa OCHOBAaHWU JAHHBIX, TMEPEAAHHBIX W3 CTPYKTYPHBIX
noapasaenenuii (padborurukoB) Opranuzaiuu (npuioskenue Ne 20).

Cenenusi, copeprKaliuecss B UTOTOBOW 3alMCH HOMEHKJIATYPhI J1eTT
opraHu3ainuu, nepenarTcs B apxuB OpraHuzamuu, 0 4eM B HOMEHKJIAType
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JIeJl TIPOCTaBISECTCSI OTMETKA C yKa3aHWEM JOJKHOCTH W TOJIKCH JIUIIA,
NepeIaBIIero CBEICHHUS.

8.19. Jlena co aHs uX 3aBECHUS 110 Tlepeadn B apxuB Opranuzaiuu
WU JI0 BBIACJICHHUS MX K YHHUYTOXKEHHUIO 10 MCTCUCHHHM CPOKa XpaHCHUs
XPaHATCSA 110 MECTY UX (hOPMUPOBAHUS.

Jleno cuuTaeTcs 3aBeJCHHBIM C MOMEHTA BKJIFOUCHHS B HETO TIEPBOTO
HCIIOJTHEHHOTO JIOKYMEHTA.

8.20. Ilpu dopmupoBaHuu geid1 Ha OYMaKHOM HOCHUTENE JOJHKHBI
COOJTIOIATHCS CASAYIONINE 00IIre TTpaBuIa;

B JIEJIO TTOMEIIAIOTCSl UCTIOJHEHHbBIEC TOKYMEHTBI, COOTBETCTBYIOIIUE
110 CBOEMY COJIEP>KaHUIO 3ar0JIOBKY JieJia IO HOMEHKJIIAType JET;

MIPUJIOKEHUS TOMEIIAIOTCSI BMECTE C OCHOBHBIMU JJOKYMEHTAMU;

B JIENI0 BKJIIOYAIOTCS JIOKYMEHTBI OJHOTO KaJICHAAPHOTO WIH
y4eOHOr0 ToJ1a, 3a UCKIIOUCHUEM TIEPEXOISIINX J1ET;

JOKYMEHTBl MOCTOSIHHOITO UM  BpPEMEHHBIX CpPOKOB XpaHCHUSA
IPYNIUPYIOTCS B JieNIa pa3eibHO;

B JIEJI0 BKJIFOUAETCS M0 OJJHOMY 3K3EMILISIPY KaXKI0r0 IOKYMEHTA;

(hakcorpaMmebl, TeJIerpaMMBbl, TeaehOHOTPaMMbI TIOMEIIAIOTCS B Jeja
C MIEPETHUCKON Ha OOIIMX OCHOBAHUSIX;

B J€JI0 TMOMEIIAITCA JOKYMEHTBHl MPAaBWIBHO W MOJHOCTBIO
odopMIIeHHBIE (JIOKYMEHTHI JOJDKHBI HUMETh JaTy, MOANUCh U JAPYyTrUe
HEO0OXOMMbIE€ PEKBU3UTHI);

B JICJI0O HE BKJIOYAIOTCA JOKYMEHTHI, MOJJICKAIIUE BO3BpaTy,
JIUITHUE SK3EMIUISIPbl ¥ YEPHOBUKH (32 UCKIIFOUEHUEM 0CO00 1IEHHBIX);

no o00beMy J€JIo, BKJIIOYAIOIIee JOKYMEHTHI Ha OyMaKHOM
HOCHUTEJIe, HE JIOJDKHO MpeBbImaTh 250 IUCTOB, IPU TOJIIUHE HE Ooliee 4
cM (TOJIIMHA Je] CO CpoKaMu XpaHeHus 10 10 et He JoJKHA TPEBBIIATh
10 cm). Ilpu mpeBplllieHUH JaHHOTO 00BeMa 3aBOJUTCS BTOpou Tom. Ilpu
HaJIMYUM B JI€JIE HECKOJBKMX TOMOB (4YacTeil) MHJIEKC M 3arojoBOK Jeja
MPOCTABIIAIOTCS HAa KaXJIOM TOMe ¢ JoOaBieHreM oOo3zHaueHui: «T. 1»,
«T. 2».

JIoKyMeHTbl BHYTpU Ji€Jla pacrojararoTcs CHHU3Y BBEpPX B
XPOHOJIOTHYECKOM, BOMPOCHO-IOTUYECKON MOCIEI0OBATEIIbBHOCTH WU MX
COYCTaHUMU.

PacnopsinutenbHble TOKYMEHTHI TPYIIIUPYIOTCS B Jiefia 10 BUAAM U
XPOHOJIOTUM C OTHOCSIIUMUCS K HUM NPWIOKEHUSIMHU. J[OKyMEHTBI —
OCHOBAHUS K PACTIOPSAIUTEIIbHBIM JOKYMEHTaM BKJIFOYAIOTCS B OTJIEJIbHOE
Jeno.

[IpoTokonbl B €€ pacroiaratoTcsi B XpOHOJIOTHUYECKOM TOPSIKE U
110 HOMEpaM.

JIOKyMeHTBl K 3acelJaHusM (COBEIIaHUsIM) TPYNIUPYIOTCA B
OTZEJIbHOE JIeJIO, KaK U MPUIIOKEHUS K MPOTOKOJIaM, €CIIM OHU COJIepHkaT
Oosee 25 cTpaHwIIL.

JIOKyMEHTBI K IPOTOKOJIaM, €CJIM OHU CTPYIIIHUPOBAHBI B OT/IE€JIbHbBIC
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7ena, CHCTeMATH3UPYIOTCS BHYTPU Jiela 1O TOPSAKY HOMEPOB
MPOTOKOJIOB.

JlokanbHbIe HOPMATHUBHbBIC aKThI, YTBEP>K/ICHHbIE
pacnopsiIUTENTbHBIMU JOKYMEHTaMH, SIBIISIIOTCS MPHIIOKEHUSIMU K HUM U
IPYNIUPYIOTCS BMECTE C YKA3aHHBIMU JJOKYMEHTaMHU.

[Ipuka3pl 0 OCHOBHOM AEATENBHOCTU TPYNIUPYIOTCS OTAEIBHO OT
NPUKa30B [0 JIMYHOMY COCTaBy, INPHUKA30B IO JBIKEHUIO JeTeH
(BOCIIMTAaHHUKOB) M TIPUKA30B IO aJMUHUCTPATUBHO-XO3SIMCTBEHHOM
JEATEILHOCTH (B COOTBETCTBHHU C l[lepedyHeM THMOBBIX YNPaBICHYECKUX
aApXUBHBIX JOKYMEHTOB, OOpa3ylIMXCSi B TMPOIECCe eATECILHOCTH
TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYTMpABICHUA U
OpraHu3alnid, ¢ yKa3aHUEM CPOKOB XPaHEHUs, YTBEPKIACHHBIM MPUKA30M
MununcrepcTBa KyJbTyphl Poccuiickont @enepanum ot 25.08.2010 Ne 558 k
aIMUHUCTPATUBHO-XO3IUCTBEHHOU JCATEIHPHOCTH OTHOCSTCS BOIPOCHI IO
COOJIIOJICHUIO  MPaBWJI ~ BHYTPEHHErO  paclopsiika,  JKCIUTyaTaluu
CIIyKEOHBIX 3[JaHUH, TPAHCIIOPTHOMY OOCTY>KMBaHUIO, BHYTPEHHEH CBSI3H,
oOecrieueHu o 0€30MaCHOCTH OpraHU3allui U T.11.).

[lpuka3el 1m0 JMYHOMY cocTaBy (GOpMHPYIOTCS B Jiea B
COOTBETCTBHUH CO CPOKAMU XPAHEHUS.

JIOKyMeHTbl B JMYHBIX JleJaX pacrojaraloTcss M0 Mepe HX
MOCTYTIJICHUS.

[lepenucka rpymmupyercss B Jela 1O  TEeMaTUKe  W/WIN
KOPPECTIOHJEHTAaM W CHCTEeMAaTH3UPYeTCS B XPOHOJOTHYECKOMN
MOCJICIOBATEILHOCTH: JOKYMEHT-OTBET TIOMEIIACTCS 3a JIOKYMEHTOM-
npocrOoit  (3ampocom).  Ilpu  BO30OHOBIEHHWM  TMEPENMHUCKU MO
OTIPEJICTICHHOMY BOIIPOCY, HAYaBIICHCS B MPEIBIAYIIEM TOXY, TOKYMEHTHI
BKJIIOYAIOTCA B JI€J0 TEKYIIero roja C YyKa3aHUEM MHJEKca Jena
MPEAbIAYIIEro roa.

DONEeKTpOHHBIC OKYMEHTHI (POPMHUPYIOTCS B DJCKTPOHHBIC Jeia B
COOTBETCTBMM C  HOMEHKJaTypod gen  OpraHm3auu B TOH
nH(OPMAITMOHHON CHCTEME, B KOTOPOU OHU OBLITH CO37[aHbl UM B KOTOPYIO
OBLITN BKJIFOUYCHBI.

8.21. Jlna obecrieueHusi COXpPaHHOCTH, y4eTa JIOKYMEHTOB U JIeN U
OpraHU3alli| JOCTYIa K HUM MMPOBOJUTCS KOMILUICKC paboT:

CO37]aHUE ONTUMAJILHBIX YCIIOBHH XpaHEHUS JOKYMEHTOB H JIET,;

pa3MelleHue Jen;

IpOBEepKa HAIMYUS U COCTOSHUS JOKYMEHTOB | JICT;

coOJIroIcHUE TIOPSIAKA BhIIaun Je.

8.22. Jlema pasmemaroT B pabo4yuMx KOMHATaX WJIM CHEIUAIbHO
OTBEJICHHBIX JIJIS OTOM IEJIM MMOMENICHUAX B IKadax, Ha CTelIakaxX, YTOOBI
00eCreynuTh HMX COXPAHHOCTh W 3alIUTy OT BO3JCUCTBUS BPEIHBIX
(bakTopoB.

Hema mist ux ydera M OBICTPOTO TMOMCKA JOJKHBI PacHojiaraThCs
BEPTUKAJILHO, KOPEIIKaMU Hapy>Xy U B COOTBETCTBHHM C HOMEHKIIATypOU
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nen. Ha kopemikax o0J0KeK e yKa3bIBalOTCA UHIEKCHI IO HOMEHKIIAType
Jien, Mpyu HEeoOXOAMMOCTH HOMEp ToMa Jiena, aary jaena. HomeHkmarypa
JIeJT UK BBIITMCKA W3 HEee MOMEIIAeTCsl Ha BHYTPEHHEW CTOpoHe ImKada.

8.23. IIpoBepkH HaIM4MUS U COCTOSIHUSL JTOKYMEHTOB M JEN B LEJSAX
YCTAaHOBJICHUSI (DAKTUYECKOTO HAJIWYUsl JeNl JOJDKHBI MPOBOAUTHCS B
Opranuzanuu B ciaydasx:

nepes nepeaadyeit J0KyMeHTOB B apxuB OpraHu3aiuy;

IPU IEPEMELIECHUH JIET;

pU CMEHE PabOTHHKA,

pu cMeHe J[enonpon3BoIuTeNS;

Opy  peopraHu3aumd W JukBuganuu  OpraHuzaldd — WIK
CTPYKTYPHOTO MOAPA3ACIICHHUS.

[IpoBepka  HamMuusg  TPOBOAUTCSA  IYTEM  CBEPKH  CTaTed
HOMEHKJIaTypbl 1€l C OIKMCaHWeM Jel Ha O0O0JIokKe, a (U3UUYEecKoe
COCTOSIHHE JIeJl ONpENENseTCs IyTEM HMX BU3YaIBHOTO IpocMmoTrpa. Bcee
OoOHapyKEHHbIE HEIOCTaTKU JOJKHBI (PUKCUPOBATHCA B aKT€ IMPOBEPKU
HAJIU4MsI U COCTOSIHUSA L.

8.24. B cmydae BBIABICHUSA OTCYTCTBUSA JEJ, YUCIALIUXCS 110
HOMEHKJIaType Aen, B Opranuszanyy IpUHUMAKTCS MEpBI 110 UX PO3BICKY.
Ecnu po3bICK J1e1 HE AaeT pe3ysbTara, COCTABIISIETCS CIIPaBKa O MPUYUHAX
UX  OTCYTCTBUA, KOTOpass ~ pabOTHUKOM M TPEICTaBIIAETCS
Jlemonpon3BOaUTEIIO.

®dakt yTpaThl aena (nena) QUKCUpyeTcsi B aKTe, COCTaBISIEMOM
JenonpousBoauteneM U pabOTHUKOM B TpeX HK3EMIUIIpax: MO OJAHOMY
DK3EMIUISIPY aKTa XpaHuTca y JlemompousBoguTenss U CTPYKTYpPHOM
nojApasaeneHuu (y paOOTHHKA); TPETUM PK3EMILISAP aKTa MPEACTaBISETCS B
apxuB OpraHuzaluy Mpu nepeaayde Jei CTPYKTYPHOTO MOApa3/iesieHus Ha
apXWBHOE XpaHEHHE.

8.25. DKcnepTu3a IEHHOCTU JOKYMEHTOB IPOBOJMTCS Ha OCHOBE
3aKOHOJIATENbHBIX M WHBIX HOPMAaTUBHBIX IPAaBOBBIX aKTOB Poccuiickon
denepanvy, yCTaHABIMBAIOIIUX TPeOOBaHUS K CpPOKaM XpaHECHHUS
JOKYMEHTOB, THUIOBBIX W BEAOMCTBEHHBIX II€PEYHEN JOKYMEHTOB C
YKa3aHUEM CPOKOB MX XPaHEHHS:

MIPU COCTaBJICHUHA HOMEHKJIATyPhI JIeJT;

IpU MOATrOTOBKE JIe] K nepenaye B apxuB OpraHuzaliny;

B apxuBe OpraHuszanuu.

8.26. Jlns opraHMzanuu M TpOBEACHHS pabOThl MO SKCIEepTU3e
LHEHHOCTH JOKYMeHTOB B OpraHuzauuu npukazoM PykoBoautesns
co3gaeTcs dkcrepTHas komuccus (nanee — IK).

3amgaun, QyHKIMHU, MpaBa, opranuzanus padotel DK omnpenenstorcs
MOJIO’KEHUEM O HEl, KOTOpOe pa3pabdaThiBaeTCs HA OCHOBAaHUH MPUMEPHOTO
MOJIOXKEHUS, YTBEpPKACHHOro mnpukazom dDenepanbHOro apXMBHOIO
arearctBa oT 11.04.2018 Ned3 «OO6 yrBepxaenun [IpumepHoro
MOJIOKEHUS 00 IKCHEPTHON KOMUCCUU OpPTaHU3aIUN».
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8.27. OcHoBHbIMH (pyHKIMIMH DK sSBISIOTCS:

OpraHM3alMs eXEerogHoro oroopa Jen JJjdsd  XpaHEHHs U
YHUUYTOKEHUS;

pacCMOTpPEHHE U COIJIACOBaHHME IIPOEKTa HOMEHKJIATYphl el
Opranu3zanuy, onuced Aes MOCTOSHHOTO M BpeMeHHBIX (cBbime 10 jer)
CPOKOB XpaHEHHUs, B TOM YHCJIE 110 JUYHOMY COCTaBYy, aKTOB O BBIJICIICHUU
K YHUUTOKEHUIO JIEJ1, HE MOUIEKAIINX XPaHEHHUIO;

ydacTue B MOATOTOBKE M PACCMOTPEHUU MPOEKTOB HOPMATUBHBIX U
METOJMYECKMX JOKYMEHTOB II0 BOIIpocaM padoOThl C JOKyMEHTaMu B
Opranuzamuu.

8.28. DOkcmepTu3za I[EHHOCTH JOKYMEHTOB  OCYIIECTBISETCS
€XEerogHo pabOTHUKAMH Moapa3fesieHnii coBMecTHO ¢ DK opranuszanuu u
10J1 METOANYECKUM PyKoBOJCTBOM JlenonpousBoautesns Opranu3anuu.

8.29. Ilpu mnpoBeneHUM HKCIEPTU3bl LEHHOCTU JOKYMEHTOB IIPH
IOATOTOBKE JEJI K Iepefade B apxuB OpraHu3alnny OCYIIECTBIISETCS:

0TOOp JOKYMEHTOB IIOCTOSIHHOTO M BpeMeHHbIX (cBbliie 10 er)
CPOKOB XpaHEHHUs 7S iepefaun B apxuB Opranuzaiuu;

0TOOp JOKYMEHTOB BpeMEHHBIX (10 10 JieT BKIIIOUUTENBHO) CPOKOB
XpaHeHus: U ¢ nomerkamu «Jlo MHHOBaHUS HaTOOHOCTH», «Jl0 3aMeHbI
HOBBIMU», MOJJEXKAIIUX JalbHEUIIEMY XpPaHEHUI0O B CTPYKTYpPHBIX
NO/IPa3/ICICHUSX;

BBIJICJICHHE K YHHUYTOXXEHHUIO el 3a NpPeablAylIue TOJbl, CPOKU
XPaHEHUS] KOTOPBIX UCTEKIIU.

OOHOBpPEMEHHO MPOBEPSAETCA KayeCTBO U MOJHOTA HOMEHKJIATYPbI
JieJ1 OpraHu3aluy, MPaBUIBHOCTh ONPEIETICHUSI CPOKOB XpaHEHUS Jell.

8.30. [lena mocTtossHHOrO W BpeMeHHBIX (cBbiie 10 JseT) cpokoB
XpaHEHMs TOJUIeKAT MOJUCTHOMY MPOCMOTPY JIs BBIACIECHHUS U3 HUX
COCTaBa JIOKYMEHTOB BpeMeHHBIX (70 10 71eT) cpoKoB XpaHEHUS.

Hena ¢ ormetkoil «OIIK» moasepraroTcsi HOJIUCTHOMY ITPOCMOTPY B
LEISAX OINpENENeHUsT W BBIJEIEHUS W3 HUX COCTaBa JOKYMEHTOB,
MOJJIEXKAIINX [TOCTOSITHHOMY XPaHEHHUIO.

8.31. OTOOp ANEKTPOHHBIX JTOKYMEHTOB ISl TIEpelayd B apXuB
OpraHu3anuu OCYIIECTBIISIETCS B aBTOMATHU3UPOBAHHOM PEXHME IIyTEM
oTOOpa JOKYMEHTOB M3 0a3 [OaHHBIX HMHMPOPMALMOHHBIX CHUCTEM IO
npusHaky «ugekc nena» («Cpok XpaHEHUS).

8.32. Ilo pe3yapTaraMm »SKCHEPTU3bl LUEHHOCTH JOKYMEHTOB B
Opranuzanuu npoBOAUTCS O(QOpMIIEHHE J€1 U COCTABIISIIOTCA OMHCH e
MIOCTOSIHHOTO XpaHeHus (nmpuios:kenue Ne 21), BpeMeHHbIX (cBbie 10 neT)
CpPOKOB XpaHeHUs (mpuiao:xkenume Ne 22) u 1O JIMYHOMY COCTaBy
(mpuaoxkenne Ne 23), a Takke aKThl O BBIJICIICHUM K YHUYTOXKCHUIO JIET,
HE MOJICKAIINX XpaHEHHIO (Mpuiioskenne Ne 24).

Onucu J1en MOCTOSIHHOTO XpaHEHUs, BpeMeHHbIX (cBblime 10 Jer)
CPOKOB XpaHEHUS U IO JUYHOMY COCTaBY, @ TAK)K€ aKThl O BBIJICICHUU K
YHUUTOXKEHUIO JIeJl, HE MOAJEKAIIUX XPAaHEHHUIO, PacCMAaTPUBAIOTCS Ha
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3acenannn DK Opranuzanuu ogHoBpeMeHHO. CornacoBaHHble DK akThl U
onmucH MojsiexaT coriacoBanuio (yrBepxkaeHuto) OIIK u mocne 3toro
yTBepkatoTcs PykoBoaurenem Opranuszanuu.

8.33. Jlema, oOpasoBaBiiuecs B jesaTedbHOCTH OpraHuzanud |
MOJJIekKAIINEe XPAHEHUIO, MPOXOAAT MOJHOE WIM YacTUYHOE O(opMIiIeHHE.
[TonHoMy odopMIleHHIO TOJJIEXKAT Jefla BpeMeHHbIX (cBbimie 10 1er)
CPOKOB XpaHEHUs U MOCTOSIHHOTO XpaHeHus. Jlena BpemeHHbIX (10 10 ser)
CPOKOB XpaHEHUSs MOJIekKAT YaCTUYHOMY 0(OPMIICHHUIO.

Odopmiierne nen mpoBoautTcs padoTHHkamu OpraHu3auu 10
MecTy (GOpMUPOBAHUS JOKYMEHTOB B JIeTia.

8.34. IlomHOE OopMIIeHUE AeiTa Ha OyMaXKHOM HOCHUTENE BKIFOYACT:

odopmIIeHHE PEKBU3UTOB OOI0KKH JETa;

HyMEPALHIO JIMCTOB B JIETIE;

COCTABJICHHE JIMCTA-3aBEPUTENS JEIIa;

COCTaBJICHHE B HEOOXOJUMBIX CJIy4yasx BHYTPEHHEH OIUCH
JIOKYMEHTOB JIENIa;

MOJIIIMBKY U MEPEIUIET Jea;

BHECEHHE HEOOXOJMMBIX YTOYHEHUN B PEKBU3UTHI OOJIOXKKHU Jielia
(yTouHeHHE Ha3BaHWs OpraHU3allMM, WHJEKca Jela, KpalHMX aar Jena,
3aroJioBKa Jiena).

Jluct-3aBeputens Jena, BHYTPEHHSSI ONKUCh JOKYMEHTOB Jena u
00JI0KKa JIeJ1a COCTABIISIFOTCSA 10 (hOpMaM, YCTaHOBJICHHBIM MPHJI0KEHHEM
NoNe 25-27.

8.35. Jena BpeMeHHbIX (10 10 JeT BKIIOYUTEIHLHO) CPOKOB
XpaHEeHUs, MOoJIIeXkKaIUe YaCTUUHOMY O(DOPMIICHUIO, TOMYCKACTCS XPAHUTD
B IafnKax, B KOTOPBIX JieJla XpaHWINCh B JIEJIONPOU3BOJICTBE,
nepecucTeMaTu3alus JOKYMEHTOB B Jiejie He MPOBOAUTCS, JIUCTHI Jiejia He
HYMEPYIOTCSI, TUCTHI — 3aBEPUTENU JieJia He cocTaBisitoTcs. Ha oOmoxkke
Jiena B COOTBETCTBUU ¢ HOMEHKIIATypol nen OpraHuzaiuu 3amoJHII0TCS
PEKBU3UTHI: HANMEHOBAaHUE OpPraHU3alliy, HAUMEHOBAHUE TO/Ipa3IeTICHus,
WHJIEKC JIeIa, 3ar0JI0BOK JI€NIa, CPOK XPAHEHUSI JOKYMEHTOB.

8.36. Ha oOmnoxke pgen BpeMeHHbIX (cBbime 10 JeT) cpokoB
XPaHEHHs U 110 JUYHOMY COCTaBY yKa3bIBAOTCSI:

HaMEHOBAHMUE BBIMIECTOSIIEH OpraHu3anuu (OpraHu3alud —
YUpEIUTENS);

HAaMEHOBAaHWE OpraHU3allid — KaK HCTOYHHMKA KOMIUJICKTOBAHUS
MYHHUITUTIATBHOTO apXUBa;

HAaMEHOBAHUE CTPYKTYPHOTO MOApa3IeIeHNUS;

UHJIEKC JIeJia 10 HOMEHKJIaType Aell;

HOMEp ToMa (YacTu);

3aroJI0BOK Jiefa (ToMa, 4acTh);

KpaitHue AaThl Jiena (Toma, 4acTH);

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHUS JeJa;
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apXUBHBIN UGp aena.

Ha o0nokkax Jei1 MOCTOSHHOTO XpaHEHUs HaJ HauMEHOBaHUEM
OpraHu3aiuu yKa3blBaeTCsl HAaMMEHOBAaHWE MYHHUIIMIIAIBHOTO apXHBa,
MCTOYHUKOM KOMILUIEKTOBaHUSI KOTOPOTO BhICTymnaeT OpraHuzaius.

8.37. Ilpu oopmieHrn 00JIOKKH Jielia:

HAUMEHOBAaHHE BBIIIECTOSINEH OpraHu3anuu (OpraHu3aluu —
yUpeIuTeNs), IpU €€ HAIMYUH, YKa3bIBACTCs MOJTHOCThIO B UMEHUTEILHOM
najexe, TIOJ TOJHBIM HAaMMEHOBAaHMEM B CKOOKax yKa3blBaeTCs
oduIMaTbHOE MIPUHATOE COKPAIIEHHOE HAMMEHOBAHUE (TPU €r0 HAJMYHH);

HauMeHOoBaHue  OpraHuzani  yKa3blBa€TCAd  MOJHOCTHIO, B
UMEHUTETLHOM  TafeXke, ¢ YyKa3aHueM OQHUIMAIbHO  IPHUHSITOTO
COKpAIICHHOTO HaWMEHOBaHMS (B COOTBETCTBUU ¢ ycTaBoM OpraHu3aliim),
KOTOPOE€ YKa3bIBA€TCSl B CKOOKAX IMOCJIE MOJHOIO0 HAMMEHOBAHMS;

HaMEHOBAHHUE  CTPYKTYpPHOTO  TIOAPA3JCICHUS  YKa3bIBaeTCs
MOJTHOCTBIO B COOTBETCTBHUM C YTBEPKIEHHOU CTpyKTypou OpraHuzanuu
(mpy  HAAMYMM  COKPAIICHHOTO  HAWMMEHOBAHHUS  CTPYKTYPHOIO
MO/Ipa3/ieNICHUs] OHO YKa3bIBACTCs B CKOOKaXx);

MHJIEKC JIeJIa MPOCTABISIETCS B COOTBETCTBUM C HOMEHKIIATYPOU el
Opranuzanuu;

3aroJI0OBOK JI€JIa IEPEHOCUTCA U3 HOMEHKIATYphl Jaen OpraHu3anuu
(B HEOOXOUMBIX CITy4asX B 3ar0JIOBOK BHOCSITCS YTOUHEHUSA);

natel  gema  (roa(bl) 3aBeJieHUS M OKOHYAaHUS Jiela B
JIEJIOTIPOU3BOICTBE).

[Ipu n3MeHeHnn HamMeHoBaHHs OpraHu3alvu WIN MOJPa3aeICHUS
B TEUEHHME TIEpPHOJia, OXBAaTbIBAEMOr0 JOKYMEHTaMH JeJla, WU MpHu
nepeaaye jAena B APyroe mojapaszzieicHue Ha OO0JIOKKE Jiesia MOl MPEKHUM
HAUMEHOBAaHUEM YKa3bIBa€TCS HOBOE€ HauMmeHoBaHue OpraHuzanuu
(mompa3zaenenus), a MpekHee HAMMEHOBAHKE 3aKIIF0UAeTCs B CKOOKH.

NHpekc nema W 3arojloBOK Jiefla TEPEHOCATCS Ha OOJIOKKY W3
HOMEHKJIATypbl nei. Ecin 1erno cOoCTOMT M3 HECKOJIBKMX 4YacTeil, Ha
OOJIOKKY KaXJIOro ToMa (YacTH) BBIHOCHUTCS OOIIMK 3arojioBOK Jieja u
3aroJ0BOK KaKI0W 4acTu (IIPU €ro HAJIUYWH).

Jlator npen, comepXkalux pacHoOpPSAUTEIIbHYI0 JOKYMEHTALHI0, a
TaKXe JeJ, COCTOSIINX U3 HECKOJIBKUX TOMOB (4acTeil), ABISIOTCS KpalHHe
JaThl TOKYMEHTOB JIeJia, TO €CTh JaThl (YUCII0, MECSI], TOJl) PeruCTpaluu
(cocTaBieHUs) CaMOro paHHETO0 M CamMOro TO3JIHETO JIOKYMEHTOB,
BKJIIOUEHHBIX B J1e10. [Ipu 3TOM NeHp Mecsia (ABa 3HaKa) U ToJ (YeThIpe
3HaKa) 00O3HAYarTCA apaOCKUMHM LHU(pamMu, Ha3BaHUE MeECsIa MUIIETCS
cioBoM. Eciu B f1e710 BKIIFOYEHBI JOKYMEHTHI, JaThl KOTOPHIX BBIXOJAT 3a
KpailHUe JaThl Jeja, TO TOJ JaTaMH Jejia, C HOBOM CTPOKH JeaeTcs
3anuck: «B nene uMeroTcsl TOKyMeHTHI 3a...roJ (bl)». JlaThl neina MoryT He
YKa3bIBaThCSl HA 0OJIOKKE JIEN, COACPIKAINX, HAPUMED, TOJOBBIC IJIAHbI U
OTYETHI, TAK KaK OHHM OTPAX,AIOTCS B 3ar0JIOBKaX JIeJl.

JlaTamu zena, coaepKaiiero nNpoTOKOJIbI 3aCEIaHH, IBIISIOTCS 1aThl
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NIEPBOTO U MOCIEAHErO IPOTOKOIA.

KpaithHumMu patamMu JMYHOrO Jejia SIBJISIFOTCS JaThl MOJMHUCAHUS
npukKaza o mnpueme (Mpu HaJu4YuM TPYAOBOIO JOTOBOpa — JaTa €ro
3aKJII0YEHMS) U TIpUKa3a 00 YBOJbHEHUU JIUIIA, HA KOTOPOE OHO 3aBEJEHO.
B cnydae cmepTu nuua, Ha KOTOPOE 3aBEACHO JIE€JI0, KOHEUYHOW IaTou
ABJISIETCA JaTa JOKYMEHTA, N3BEIIAIOIIErO O €r0 KOHYHMHE.

PexkBU3UT «CpOK XpaHEHHUs Jesia» MEPEHOCUTCS Ha 0OJIOXKKY Jesa U3
HOMEHKJIATYypBhI JI€Jl IOCJIE CBEPKHU €r0 CO CPOKOM XPAHEHHS], YKA3aHHBIM B
IIEPEYHE THUIIOBBIX JOKYMEHTOB WJIM B BEJIOMCTBEHHOM II€PEYHE
JOKYMEHTOB, C YKa3aHUEM CPOKOB XPaHEHUS.

Ha nenax noCTOSHHOIO XpaHEHUs MUIIETCA: «XPaHUTh MOCTOSTHHOY.

8.38. 1o okoHYaHUU TOAa B HAMUCH Ha 00JI0KKAX /1€ TTOCTOSTHHOTO
Y BpeMeHHBIX (cBbllIe 10 J1eT) CpOKOB XpaHEHUS BHOCSITCS YTOUHEHUS: TIPU
HECOOTBETCTBUM 3arojIoBKa JieJl Ha OOJIOKKE COJEPKAHUIO MOAIIUTHIX
JOKYMEHTOB B 3ar0JIOBOK JI€JIa BHOCATCS U3MEHEHUS U JOTIOTHEHUS.

HanmenoBanust Opranusanuu U NoApa3AesIeHus], ToJ U HOMEp Jena
MOTYT MPOCTABIIATHCS Ha 00JIOKKE C MOMOIIBIO IITAMIIA.

8.39. B nenax obecnieyeHUs] COXPAHHOCTH U 3aKPEIUICHUS MOpsJIKa
PacIoyIOKEHUSI JOKYMEHTOB, BKIIOUEHHBIX B JIENIO, BCE €r0 JUCTBI, KpOME
JUCTa 3aBEpUTEIs] M BHYTPEHHEW ONUCH, HyMEpylTcs apaOCKUMU
nuppaMmu  BanoBoM HyMepanued. JIMCTBI HyMepyroTcs rpaduTOBBIM
KapaHJalioM WM HyMmepaTopoM (ymoTpeOieHue YEpHWI W IBETHBIX
KapaHJalen s HyMepauuu JIMCTOB HE JOIyCKaeTCs)) CBEpXY BHU3,
uMdpbl TPOCTABIISAIOTCS B IPABOM BEPXHEM YTy JIMCTA, HE 3aJeBasi TEKCTa
JNOKYMEHTA. JINCTBI BHYTPEHHEW ONUCH HYMEPYIOTCS OTACIBHO.

JIucTel nen, COCTOSIIMX W3 HECKOJbKMX TOMOB WM YacTew,
HYMEPYIOTCS 110 KaKJOMY TOMY WUJIM YaCTH OTAEJIBHO.

JIOKyMEeHTBI C COOCTBEHHOW HyMepalueil JMCTOB HYMEpPYIOTCS B
oO11eM nopske.

JIuct moboro popmara, MOAMIUTHIA 32 OJMH Kpald, HyMEpyeTcsl KaK
OJIVH JIUCT B IMTPaBOM BepxHeM yriy. CI0KEHHBIN JTUCT pa3BOpaurBaeTcs 1
HYMEPYETCSl B IPABOM BEPXHEM yTIily. JIUCT, CIOKEHHBIA U MOAIIUTHIN 32
CEpENIMHY, MOJIEKUT MEPELIMBKE U HyMEpYETCsl KaK OJIMH JIUCT.

Ecnau B €710 MOAIIUT KOHBEPT C BJIOKEHUEM, CHAauaja HyMepyeTrcs
KOHBEPT, a 3aT€M OYEpPEIHBIM MOPSIAKOBEIM HOMEPOM KaXKJI0€ BIIOKEHUE B
KOHBEpTE.

Ecnu B Hymepauuu nuctoB gomnyuieHo Oosee 10 ommbok, Bce A€o
HyMmepyeTcst 3aHoBoO. [Ipu 3TOM cTapble HOMepa 3a4epKUBAIOTCS, U PSAIOM
CTaBUTCS HOBBIII HOMEp JIKCTA.

[Ipy Hanmuuuu OTAENbHBIX OIMOOK B HyMepaluuu JIMCTOB
JIOTIYCKaeTCsl ynoTpeOsieHue JUTEPHbIX (C OYKBEHHBIMU JIOTOJTHEHHUSIMHU)
HOMEPOB JIMCTOB.

8.40. Ilocne 3aBepuieHUs HyMepaluu JINCTOB COCTABIISIETCS JIUCT-
3aBEpUTENb JEJla, KOTOpBbIM pacroiaraercs B KOHLE Jena. B mucre-
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3aBepuTesie MUppaMu W MPOMHUCHIO YKA3bIBAIOTCS KOJUYECTBO JIMCTOB B
JAHHOM JieJie, OCOOCHHOCTH OTJEJIbHBIX JOKYMEHTOB (HESCHBIH TEKCT,
Pa3pbIBBI, CKICHKN).

Jluct-3aBepuTenb Aena MOMAMUCHIBAETCA €r0  COCTABUTEIEM C
yKa3aHHUEM JIOJIKHOCTH, MHUIIUAJIOB U (paMUJIUH, JaThl COCTABJICHUSI.

KonuyecTBo JMCTOB B J€ie, YKa3aHHOE B JIMCTE-3aBEpPUTEIIC Jela,
MIPOCTaBJISICTCS HA 00JI0XKKE Jea.

Ecnu neno meperuiereHO W MOAIIMTO 0€3 JIMCTa-3aBEPUTENS, TO
COCTaBJICHHBIN JTUCT-3aBEPUTEIh MOJKIECUBACTCS K BHYTPEHHEH CTOpPOHE
3aIHEe# O0JI0KKH Jiena.

8.41. Jlma yuyera [IOKYMEHTOB OIPEACIICHHBIX  KaTErOpHii
MOCTOSIHHOTO W BpeMeHHOro (cBeimie 10 J1eT) CpOKOB XpaHEHHS, Y4eT
KOTOPBIX BBI3BaH CIHEUM(PUKON JOKYMEHTAllMM, BKJIIOYEHHOW B JeJ0,
COCTaBJISICTCSI BHYTPEHHSISI OMKCh JOKYMEHTOB Jiejia, TIOMeliaeMas B €ro
Hayajo.

BHyTpeHHsiT omuch BKIIOYAeTCs B JieNia, HMMEIONUME O0COOYIo
3HAYMMOCTh, a TaKXe B jJelia, ChOPMHUPOBAHHBIE IO BHJIAM JTOKYMEHTOB,
3arOJIOBKM  KOTOPBIX HE pacKpbIBAlOT KOHKPETHOIO  COAEp KaHUs
JIOKYMEHTOB.

BHyTpeHHSsT ONHMCh [TOKYMEHTOB JI€Jla COCTaBJSIETCA TaKXKe Ha
o0ObEeMHBIC Ji€Jla TMOCTOSSHHOTO M BpeMeHHbIX (cBbimie 10 J5eT) cpokoB
XpaHEHUs B IeJAX yueTa U ObICTPOro HaXOXJECHUS IOKYMEHTOB B JIEJI€.

B konie BHyTpeHHEH ONHCH yKa3blBaeTcs HUGpaMU U MPOIUCHIO
KOJIMYECTBO BKJIIOYEHHBIX B HEE JOKYMEHTOB M KOJUYECTBO JIMCTOB
BHYTPEHHEW OIHKCH.

BuyTpenHsis ~ onuch  JIOKYMEHTOB  Jeja  MOJINHUCHIBACTCS
COCTaBUTEJIEM C YKa3aHUEM JOJDKHOCTHU, WHMUIMATIOB U (aMIINM, IaThl
COCTaBJICHUSI.

Ecnu neno meperiereHo M moamuTo 03 BHYTPEHHEHM OIMKMCH, TO
COCTaBJICHHAs] BHYTPEHHSISI OMKCh MOJIKJIEUBAETCS K BHYTPEHHEN CTOPOHE
JIUTIEBOM OOJIOKKH Jiea.

8.42. JIoOKyMEHTBI TTOCTOSIHHOTO, BpeMeHHBIX (CBbIIe 10 j1eT) cpokoB
XpaHEHUs U MO JUYHOMY COCTaBY, COCTAaBIIAIOIIME JEJ0, NMOMEIIAIOTCS B
TBEpJ/Ible OOJIOKKM W3 KAapTOHA, MOJIIMBAIOTCA B YEThIPE MPOKOJIA WU
MeperIeTaloTCsl ¢ Y4eTOM BO3MOXXHOCTH CBOOOJHOTO UTEHMS TEKCTa BCEX
JIOKYMEHTOB, JaT, BU3 M PE30JIIOIUMN Ha HUX. Pe30ironuu pyKoBOJICTBA,
COCTaBJICHHbIC Ha OTJACIBHBIX JIUCTAX, MOMEIIAIOTCS Tepel] JOKYMEHTOM.
[Ipy moxaroroBke Jen K  TMOMIIMBKE (TIEpervieTy) MpoBepsieTcs
MPaBWIBHOCTh HMX (popmupoBaHus, 0GOpPMIICHUS, BCE IUIACTUKOBBIE H
METAJJTHYECKUE KPEIUICHUS, a TaKXe TEPMOIEPEIUIeThl U3 JOKYMEHTOB
YAAJSIOTCS.

Jlena MOCTOSTHHOTO XPaHEHWs, COCTOSIIHUE W3 0CO00 IMEHHBIX HIIN
He(OpPMATHBIX JOKYMEHTOB, MOTYT IPUHUMATHLCS HA XPAaHEHUE B 3aKPBHITHIX
TBEPJIBIX MANKaX C TPeMsl KJlaraHaMu | C 3aBSA3KaMH WK B KOPOOKax.
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8.43. IloaroToBKa 3JEKTPOHHBIX JOKYMEHTOB K Mepelaye B apXHUB
OpraHuzaiuu  OCYyIIECTBISICTCS  MOApPAa3CiCcHHeM WM  PaOOTHUKOM
Opranuzanuu — BJIaJENbLIEM COOTBETCTBYIOIIEH HMH(POPMALMOHHOM
CUCTEMBI COBMECTHO co CIEIUATUCTOM, 00ecreynBaroIIM
byHKIMOHUpOBaHUE MHGOPMAIIMOHHON CUCTEMBI.

8.44. Tlpu MOATOTOBKE AJEKTPOHHBIX JAOKYMEHTOB, OTOOpaHHBIX K
nepenaue B apxuB OpraHu3allid, BBITOJHSIOTCS CIEIYIONIME OCHOBHBIC
polexypbl paboThl ¢ JOKYyMEHTaMU:

KOHBEpTalUsa JJIEKTPOHHOTO JIOKYMEHTa B (opMar apXuBHOIO
nokymeHnrta (mmyHkt 4.34 [Ipasun);

¢opmupoBanne B uH(MOpManUOHHOW cucteme OpraHuzanuu
ANEKTPOHHBIX  JEN,  SBJSIOMIMUXCA  COBOKYIHOCTBIO  KOHTEHHEPOB
AIIEKTPOHHBIX JTOKYMEHTOB WM KOHTEHHEPOM 3JEKTPOHHOIO JOKYMEHTA,
BKJIFOYAIOIIEM: KOHTEHT U METAJIaHHbIE AJIEKTPOHHOTO JOKYMEHTA, (hailiibl
NIEKTPOHHBIX IOANKMCENM M BHU3YyAIN3UPOBAHHYIO KOIIMIO TEKCTOBOIO
AJIEKTPOHHOTO JokyMeHTa B hopmare PDF/A;

(opMUpOBaHKE ONUCHU AIEKTPOHHBIX JIE€JI, JOKYMEHTOB;

MUTpaLUs 3JEKTPOHHBIX TOKYMEHTOB Ha (PU3NUYECKH 000COOICHHbBIE
MaTepUaJbHbBIE HOCHUTENM, €CJIM JIOKYMEHTHl II€pEJaloTCs B apXHB
Opranuzaiuu He o HH)OPMAITMOHHO-KOMMYHHUKAITMOHHBIM KaHaJIaM;

MIPOBEPKA BOCIPOU3BOIUMOCTH AJIEKTPOHHBIX JOKYMEHTOB;

MPOBEPKA BJEKTPOHHBIX JOKYMEHTOB Ha HAJIMYHUE BPEAOHOCHBIX
KOMITBIOTEPHBIX MPOrPaMM;

MOATBEP)KJAECHUE LEJOCTHOCTU BJIEKTPOHHOTO Jejia 3JIEKTPOHHOU
MNOJANMKUCHIO YIOJHOMOYEHHOTO JIMIA, OCYIIECTBIISIFOLIETO MOATOTOBKY
AJIEKTPOHHBIX TOKYMEHTOB K nepeaaue B apxuB Opranusanuu.

8.45. DNeKTpOHHBIE JOKYMEHTBI MEPENAIOTCA B apXUB OPraHU3ALUU
o MHGPOPMAIMOHHO-TEIEKOMMYHHUKAIIMOHHON CeTH WM Ha (PU3HYECKU
000COOJIEHHBIX ~HOCHUTENIIX B COOTBETCTBMM C  YCTAaHOBJICHHBIMHU
[IpaBunamu, 06€3 COXpaHEHMUs] MAHHBIX OHJIEKTPOHHBIX JIOKYMEHTOB B
COOTBETCTBYIOIIMX UH(POPMALIMOHHBIX CHCTEMAX.

8.46. Omucu paen COCTaBJISAIOTCA PAaOOTHUKAMU TOJpa3/ieleHUu
Opranu3anuu noJx METOAMYECKUM PYKOBOACTBOM JleTONpOn3BOIUTEIIS.

Onucu  Aen  COCTaBISIIOTCA OTAENBbHO Ha JieJa TMOCTOSHHOTO
XpaHeHUs; Jieja BpeMeHHbIX (cBbiie 10 jeT) CpoKOB XpaHEHHUs; Jena Mo
JUYHOMY COCTaBY, SJIEKTPOHHBIC Ji€]a, a TaKXKe Ha Jelsia, COCTOSIIUE U3
JIOKyMEHTOB, XapakTepHbIX s pAaHHoM Opranuzauuu (cyacOHbIE,
CJIE/ICTBEHHBIE JIeJIa, HAYYHbIEC OTUETHI 110 TEMaM).

Onucu pen  CTPYKTYpHBIX TOAPA3JCIICHUNW COCTAaBJISIIOTCSA 110
dbopmaM, yCcTaHOBJICHHBIM npuJiokeHuemM NeNe 28, 29.

[Io onucaM [1en CTPYKTYPHBIX MOJAPAa3AEiI€HUN  JOKYMEHTBI
nepenarTcs B apxuB OpraHusamum.

Ha nena BpeMeHHBIX CpoKOB xpaHeHus (10 10 JeT BKIIOYUTENBHO)
OIHMCH HE COCTABJISIOTCS, U B apXUB TaKWe J€J1a HE TEPEAAOTCS.
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[Mpu mammuuu B Opramm3amuu COJ] ommcu nen GopMupyroTcs B
CUCTEME.

8.47. Onucu e CTPYKTYpPHBIX MOJAPA3ACIICHUN MPEICTABISIOTCS B
apxuB OpraHuszanuu He paHee, YeM uepe3 OJIMH TOJl, U HE IMO3JHEe, YeM
yepe3 TpHU rojia MocJie 3aBEPIICHUs JIe B 1eJIONPOU3BOJICTBE.

8.48. OrtnenbHas oONMCh  TPEACTaBIsICT COO0OM  MEpedeHb
OMMCATENIbHBIX CTAaTe C CaMOCTOSITEIBHOM MOPSAKOBOM HyMepaluei,
KaXJ1asl U3 KOTOPBIX JOJDKHA BKITIOUYATh CIEAYIOIINE CBEJICHUS:

MOPSAKOBBIA HOMED JI€Na MO OIUCH;

UHJIEKC JIeNa;

3aroJIOBOK JI€a;

KpalHUE ATkl IeTa;

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHUSs JeIa;

IPUMEYaHUS.

8.49. IIpu cocTaBlIEHHMH OMUCHU JIeNl CTPYKTYPHOTO MOJIpa3eiICHHS
COOJIIOIAI0TCS CIEAYIOUINE TPEOOBAHNUS:

3aroJIOBKM JI€JI BHOCSITCS B OINKHCh B COOTBETCTBUU C MPUHATOU
CXEMOM CUCTEMATU3aLNH JIE]T, 3AKPEIJIEHHON B HOMEHKIAType JET;

KKJIO€ JIeJI0 BHOCUTCA B ONUCh TOJ  CaMOCTOSITEIbHBIM
MOPSAKOBBIM HOMEPOM (€CJIM JIeJI0 COCTOUT M3 HECKOJIbKUX TOMOB WJIU
yacTe, TO KaXKJIbIK TOM WM YacTh BHOCSITCA B OINKHCh IO
CaMOCTOSITEJIbHBIM HOMEPOM); TIOPSIIOK HYMEpalluu Jed B ONHCH —
BaJIOBBIN;

rpadbl ONMUCU 3aMOJHAIOTCS B COOTBETCTBUU C TEMH CBEIACHUSIMH,
KOTOPbIE BEIHECEHBI HAa O0JIOKKY J1€T1a;

MIPY BHECEHUHU B OMUCH MOAPSA Ae (TOMOB, YAaCTEH) C OJJMHAKOBBIMU
3aroJIOBKaMu 3aroJIOBKM BCeX JieN (TOMOB, YacTei) MUIITYTCS MOJIHOCTHIO;
Ipyd BHECEHMH B OIKCHh TOCJIETHEr0 3arojioBKa 0OABISIETCS CIIOBO
«[Tocneauuii»);

rpada onucu «IIpumedanus» UCTIOIB3YETCS UIsl OTMETOK O TpUeMe
Jie, OCOOCHHOCTSIX UX (PU3UYECKOTO COCTOSIHUS, O Tiepenaye Jen APYyruM
CTPYKTYPHBIM MOJIPa3/ICICHUSIM CO CCBUIKOM Ha aKT, O HAJTUYUU KOIHIA.

8.50. Ilepen BHeceHHMEM 3aroJIOBKOB JEN B OIKMCh IPOBEPSIOTCS
KaduecTBO (OpMUPOBaHUA U O(DOpPMIICHHUS JI€JI, COOTBETCTBUE KOJIMYECTBA
JieJl, BHOCUMBIX B OINHUCH, KOJIMYECTBY 3aBEJICHHBIX JI€J 110 HOMEHKJIAType
nen Opranu3zanuu.

B kxoHue ommcu Bciaen 3a IIOCHEAHEH oOmnMcaTeldbHOM CTaTbeu
3aMoJHSAETCS WTOroBas 3aluch, B KOTOPOM YKa3bIBalOTCS (LUUPpamMu U
MPOTMHUCHIO) KOJIMYECTBO JCJI, YUCISAILIUXCS 110 OMUCH, TIEPBBIN U MOCIETHUN
HOMEpA JIeJ 10 OMKCH, & TAK)KE OTOBAPUBAIOTCS OCOOCHHOCTH HyMEpaIuu
Jie] B onucHy (JIMTEpHbIE HOMEPA U MPOMYIIEHHbIE HOMEPA).

8.51. Tlopsimoxk MPUCBOEHUST HOMEPOB OMUCSAM €1 CTPYKTYPHBIX
NOAPA3JAEICHUN  yCTAaHABIMBAETCA IO COIMVIACOBAHUIO C  apXUBOM
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Opranuzamuu.

8.52. Ilpum cocTaBjieHUU OMUCU OJJIEKTPOHHBIX JIeI B OIKCH
BKJIFOYAIOTCS:

MOPSAJIKOBBIA HOMEP AIEKTPOHHOIO Jeja 10 OMKCH;

UHCKC AJIEKTPOHHOTO JIeJa;

3aroJIoBOK JIena,

nata jena (ToMa, 4acTHu);

CPOK XpaHEHUs Jela;

00bEM 3JIEKTPOHHOTO Jiesia B MO;

MpUMEUYaHUsl.

B cocraBe omumcu snextponHbx aen B COJl popmupyercs peectp
AJIIEKTPOHHBIX JOKYMEHTOB (KOHTEWHEPOB 3JEKTPOHHBIX JOKYMEHTOB), B
KOTOPOM  YKa3bIBAIOTCS CBEAEHUS 00 DJIEKTPOHHBIX JIOKYMEHTaX,
BKJIFOUEHHBIX B Ka)KJ0€ JIEKTPOHHOE JEIO.

8.53. Ommcu aen CTpyKTYpPHOIO ITOAPA3JIEICHUs MOJAINUCHIBAIOTCS
pabOTHUKOM (PYKOBOAMTENIEM) TOJAPA3ACICHUSI M  COTJIACOBBIBAIOTCS
JenonpoussoaureneMm. PeecTp 3JIEKTPOHHBIX JOKYMEHTOB, SIBIISIFOLIUICS
OPUJIO)KEHUEM K OINMCH JJIEKTPOHHBIX JOKYMEHTOB, IIOJITMCHIBAECTCA
COCTaBUTEJIEM PEEecTpa C yKa3aHMEM JOJDKHOCTH, MHUIMAJIOB, (aMUIINH,
JaThl COCTABJICHMUSL.

8.54. Ommcu pen CTPYKTYpHOro mnojpaszaeneHus OpraHuzanuu
COCTABJISIIOTCS. B JIBYX JK3EMIUISIpaX Ha OyMa)KHOM HOCHUTENE, OAUH U3
KOTOPBIX MEpEeAaeTcsl BMECTE C JejaMu B apxuB OpraHusainuu, a BTOpOH
OCTaeTcsl B KAayeCTBE KOHTPOJBHOIO 3K3EMIUIApa B CTPYKTYPHOM
nojapasaeneHuu. B apxus Opranuzaiuu Takxke rnepegaeTcs o 3K3eMIUsIpy
OMmMCed Jen B DJJIEKTPOHHOM BHUAE B peaakThupyemMom ¢dopmare s
UCIIOJIb30BaHUsl B JajbHEWIIEM JUIsl MOJATOTOBKM apXHMBHBIX OMMCEH Hed,
JIOKYMEHTOB (TOJIOBBIX Pa3/IeJIOB).

8.55. [Jena mnepenaroTcss Ha XpaHeHne B apxuB OpraHuzauuuv B
COOTBETCTBUM C TpaduKOM IMepeladd JOKYMEHTOB, YTBEP>KICHHBIM
PykoBonutenem Opranu3anyy WIM WHBIM YIOJHOMOYEHHBIM UM JIMLOM U
COTJIACOBAaHHBIM C  PAa0OTHUKAMHU  (PYKOBOAUTEISIMH)  CTPYKTYPHBIX
MOAPA3ACIICHUN.

8.56. [lena mocTtossHHOrO W BpeMeHHBIX (cBbiie 10 seT) cpokoB
XpaHEeHUs], TOKYMEHThI IO JIMYHOMY COCTaBY, AJIEKTPOHHBIE JTOKYMEHTHI
nepenatroTcss B apxuB OpraHuzaludyd HE paHee, 4eM uepe3 TrojA, U He
MO3HEE, YEM Yepe3 TPU rojia MocJie 3aBEPIICHUs UX B JEIONPOU3BOICTBE.

8.57. Ilepenaua nen B apxuB OpraHuzalud TPOU3BOJIUTCS IO
OIMUCSIM JIeJ1 CTPYKTYPHBIX NOJIpa3IeICHUM.

8.58. YnosiHOMOYEHHBIN paOOTHUK apXHBa MPOBEPSIET MPABUIBHOCTh
oopmiieHuss U GOpMUPOBaHUS JeJl, MPAaBUIBHOCTh COCTABIICHUS OMUCEN
JI€J, COOTBETCTBHE KOJIMYECTBA JI€J, BKJIIOUEHHBIX B OIKCH, KOJIWYECTBY
nein, chOpMUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYPOH Jed.

BrisiBneHHble TpU NPOBEpKE HENOCTaTKM B (OPMUPOBAHUU U
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oopmiieHnn Aen paOOTHUKH CTPYKTYPHOTO TMOApa3JeseHuss 00s3aHbl
YCTPAaHUTH B IBYXHEACIIBHBIN CPOK.

8.59. Ilpuem kaxxnoro nena B apxuB OpraHusanuu IpOU3BOJUTCS B
IPUCYTCTBUM COTPYIHUKA CTPYKTYypHOro nonpasnaeneHus. llpu stom Ha
000MX HK3EMIUISIPAX OMUCU MPOTUB KAXKAOIO JIela, BKIIOUEHHOIO B HEE,
JIeNaeTcsl OTMETKA O HAJIM4MHU Jiea. B KOHIEe KaKI0T0 IK3EMIULIPA OIIUCH B
UTOTOBOM 3alMCH YKa3blBaeTCd LHU(PpaMU U MPOIHUCBIO KOJIUYECTBO
(akTUYECKU NPHUHATHIX B apXUB JEJl, B TOM YUCJE 3JIEKTPOHHBIX, HOMEpa
OTCYTCTBYIOILLMX JIEJI, 1aTa IpUeMa- epeadu e, a TAKKE MOIIMUCH JIHUIa,
OTBETCTBEHHOTO 3a apXUB, U JIULA, IE€PEJABIIEIO Jea.

Hrorosas 3anmuch MOATBEPKAAETCA MOAIUCIMUA COTPYJHUKA apXuBa
U COTPYAHUKAa CTPYKTYpHOIO MOApA3ACNCHUs, IepeaBlIero Jena Ha
OyMa)KHOM HOCHTEJIE U JJIEKTPOHHBIE JIENa.

8.60. Ilepenava »1IEKTPOHHBIX AOKYMEHTOB B apxuB Opranuzanuu
IPOU3BOJMTCS HAa  OCHOBAaHMM  ONMCEM  JJIEKTPOHHBIX  JI€1 IO
MH(POPMALIMOHHO-TEIEKOMMYHHUKAIIUOHHON ceTu (NMpU HAJMYMMU B apXUBE
Opranmzanuu ~ UHPOPMAIMOHHOM  CHCTEMbI) WM Ha  (PU3NYECKU
000CO0JIEHHBIX MaTepUaIbHBIX HOCUTENAX, KOTOPbIE MPECTaBISIOTCS B
JBYX MJIEHTUYHBIX IK3EMIUISAPAX.

8.61. B cnydae NMKBHIALMM WM PEOPraHU3aLUU CTPYKTYPHOIO
nojapaszaeneHus (n1oywkHoct) OpraHuzanud pabOTHUK MOApA3/IENeHUus B
NEpPUOJT TPOBENCHUS JUKBUAALMOHHBIX MEpPONPHUITHI (OpMHUPYET BcCe
UMEIOIIHECS TOKYMEHTHI B JieNa, opOpMIISIET Aelia U MepelaeT UX B apXUB
OpraHusanuu, HE3aBUCUMO OT CpOKOB XpaHeHus. llepemaua nen
OCYUIECTBJISIETCS IO OMUCAM JI€]1 U HOMEHKJIAType JIedl.

8.62. Ha nmenma ¢ uCTEKIIMMU CPOKaMHM XPaHEHHs B CTPYKTYPHBIX
noApa3aAeICHUIX (paboTHUKAMH ) Opranuzanuu COCTAaBJISIFOTCS
IIPEJIOKEHMS K aKTy O BBIJEIICHUH K YHHUTOKEHHIO JIOKYMEHTOB.

Ha ocHoBe ux mnpemnoxenuit JlenonpousBoautens OpraHu3anuu
COCTABJISIET AKT O BBIJEICHUM K YHHUYTOXKECHHMIO JIOKYMEHTOB, HE
MOUICKAIMX XPaHEHHIO, Ha Jiena Bceld OpraHusamuu 1mo Tou ke (gopme.
3arojIoBKM OJTHOPOJAHBIX J€JI, OTOOPAaHHBIX K YHUYTOXEHHIO, BHOCATCS B
aKT 1oj OOLIUM 3aroJIOBKOM C yKa3aHHWEM KOJUYECTBA /I, OTHECEHHBIX K
JAHHOU TPYIIIIE.

8.63. Jlema BKIIOYAKOTCS B AKT O BBIACIECHUH K YHHYTOXEHHIO
JIOKYMEHTOB, HE MOJICKALIUX XPAaHEHUIO, €CJIM TMPELyCMOTPEHHBIM s
HUX CPOK XpaHEHMs] MCTEK K | siHBaps roja, B KOTOPOM COCTaBJIEH aKT.
Hamnpumep, 3akonuennsie B 2015 rogy aena ¢ 3-1€THUM CPOKOM XpaHEHUS,
MOTYT OBITh BKJIIOYEHBI B aKT, KOTOpBIM OyJeT cocTaBieH He paHee |
saBaps 2019 rona.

8.64. Jlena ¢ ormetrkoit «OIIK» (ormetrka «JIIIK» o3Haudaer, 4yTo
4acTb JIOKYMEHTOB MOXeET OBbITh OTHECE€Ha K CpPOKY XpaHEHHUs
«IOCTOSTHHO») MOJUIEKAT MOJUCTHOMY HPOCMOTPY B LEJSAX BBISBICHHUS
JOKYMEHTOB, MOJJIEKAIIMX IOCTOSHHOMY XPAaHEHHUIO. BBIsSBICHHBIE B
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TaKuxX Jiefdax JOKYMEHThl TIIOCTOSSHHOTO XPAaHEHHS BBIJIETSAIOTCA W
NPUCOCIUHAIOTCS K  OJHOPOAHBIM JiedaM Wik  (OpPMUPYIOTCS B
CaMOCTOSITEIbHBIE JEJA.

OcranbHble JOKYMEHTHI neia ¢ oTMeTkon «JIIIK» BkirouaroTca B
aKkT, npu 3ToM oTMeTka «IIIK» B akTe He yKa3bIBaeTCsl.

8.65. AKT 0O BBIACICHUM K YHUYTOXXEHUIO JOKYMEHTOB, HE
MOJICKAINX ~ XPAHEHUIO, TPEACTABISAECTCS HA  PacCMOTPEHUE U
corsacoBanre DK 0JHOBPEMEHHO C OMUCAMM €N MOCTOSHHOTO XPaHEHUS
Y 110 JJUYHOMY COCTaBYy.

8.66. AKT O BBACICHMH K YHUYTOKEHUIO JOKYMEHTOB, HE
MOJJICKAIMX XPAHEHUIO, YTBepxkaaercss PykoBogutenem OpraHuzanuu
nocie ytBepxkaeHus OIIK nmpu ApxuBHoMm ympaBieHuu I[IpaButenbcrBa
YeueHnckoil PecnyOnmku, B COOTBETCTBUU C MPEAOCTABICHHBIMU €MY
MMOJJHOMOYHMSMHU, B TOM YHUCIE OMNUCEHA JAEN TOCTOSHHOTO XPAHEHUS U
COIVIACOBAaHMUS OIUCEH JeJl [0 JIMYHOMY COCTaBy, IIOCJIE 4Yero Jena,
BBIJICJICHHBIE TI0 aKTy K YHUUYTOKEHUIO, MOTYT OBITh YHUYTOKEHBI.

8.67. [ena, mnoanexamue YHUYTOKECHHIO, TNE€pEAaroTcsl Ha
nepepadoTky (yrunuzanuio). Ilepemaua nen  odopmisieTcs MOpUEMO-
CIATOYHOM HaKJIaJHOM.

[Tocne yHUYTOXKEHUA AEN B HOMEHKIATYpPE €Nl MPOCTaBISIIOTCS
OTMETKH, 3aBEPSAEMbIE MOAMMUCHIO crenuanucra JlemonpousBoguresiem, u
JaTOM:

«Yanutoxkeno. Cwm. axkt Neo oT
[Toanuch, UHUITMATBI, (DAMUITHS.

8.68. DNEKTPOHHBIE JOKYMEHTHI C MCTEKIIMMH CPOKAaMH XPaHCHHS
NOJIJIEKAT BBIIECICHUIO K YHUYTOXKEHHIO HAa OOLIMX OCHOBAHHUSAX, IOCIIE
4Yero MpOBOAUTCS MX (U3NYECKOE YHUUTOXKEHHE WIM YHUYTOXXKEHHE
IIPOrPaMMHO-TEXHUYECKUMH CPEJICTBAMM C COOTBETCTBYIOLIEH OTMETKOM B
aKTe O BBIJICJICHUU K YHUYTOXKEHUIO 3JIEKTPOHHBIX JIOKYMEHTOB.

ONEKTPOHHBIE JTOKYMEHTBHl CUHUTAIOTCS YHUUYTOKEHHBIMM, €CIA HX
HeNlb3s BOCCTAHOBUTH CpPEICTBaMU HH(OPMALMOHHOM CHUCTEMBbl Ha
HOCHUTEJISIX MH(OPMAIIUKU U U3 PE3EPBHBIX KOIUM.

8.69. AKTBI O BBIACICHUM K YHHUUYTOXKEHUIO JOKYMEHTOB, HE
NOJIeKAIINX XPAHEHUIO, XPAHATCS MMOCTOSIHHO B Jiese poHIa.

IX. Opranu3anus 10cTyNna K JOKyMEHTAM M UX MCIOJIb30BAHUA

9.1. Brimaua Jien, HaXOAIINXCS Ha XpaHCHUU y
HenmonpousBoautensi, B OJHMX  noapasaeieHusx  OpraHuzainuu
paboOTHUKAM JAPYTHX TMOApPA3NCICHUN JUIsi O3HAKOMJICHHS W (WIIM) JIs
BPEMEHHOTO HCIIOJb30BaHUS B pPabdOTe MPOM3BOJIUTCS II0 3ampocam,
MOJAMUCAHHBIM PAOOTHUKOM, 3alpaliuBaOIIET0 €70 (JOKYMEHT) U C
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pazpeuienust JlenonpousBoauTenst UiaM pabOTHUKA, JOKYMEHTBI KOTOPOTO
3anpaliuBaroTCs.

9.2. Jlena, MOKyMEHTHI BBIJIAIOTCSI BO BPEMEHHOE I0JIb30BAHUE
pabotHukam Opranusanuu Ha CpoK He 0oJiee 0OJTHOTO Mecslia.

['ocymapcTBeHHBIM — (MYHHMIIMIIAABHBIM) — opraHam  (CyaeOHBIM),
MIPaBOOXPAHUTENIBHBIM, OpraHaM TOCYJAapCTBEHHOIO (MYHHUIIUIIAIBHOTO)
KOHTPOJII W HaA30pa) Jella M OTACNIbHbIE JOKYMEHTHl BBIJIAIOTCS Ha
OCHOBAaHMM MX THMCBMEHHBIX 3alpocoB C pa3zpemieHus PykoBoauTens
Opranu3zanuu Wik WHOTO YTOJTHOMOYEHHOTO MM JIMIA, TI0 aKTaM Ha CPOK
He 00Jiee MIECTH MECSILIEB.

[Ipn HEOOXOAWMOCTH CPOK HCIOIB30BAHUS JOKYMEHTOB MOYKET
OBITH ITPOJIJIEH.

9.3. B nucemenHoM 3ampoce paboTHUKOB OpraHu3aliid O BbIIAue
JIOKYMEHTOB (J1eJ1) BO BPEMEHHOE TMOJIb30BAHUE M3JIararoTCsl MPUYUHBI, TIO
KOTOPBIM 3ampaiivBaeTrcs Jelo (JOKYMEHT) U 1eJib HCIOJIb30BaHUS
JIOKyMEHTOB, HAXO/ISIIIIUXCS HA OTIEPATUBHOM XPAHEHHH.

9.4. Ha BbIIaHHOE JIEJI0 3aBOJIUTCA KapTa-3aMECTUTEINb, TOMeacMas
Ha MECTO BBIJJAHHOTO Jelia. B Hell yKka3bIBarOTCS MHIACKC Jena, JgaTa ero
BbIJIa4M, KOMY JIEJIO BBIJIaHO, J1aTa €ro BO3BPAICHHUS, TTPEIyCMaTPUBAIOTCS
rpadsl I TOJNMUCEN B IOJIYYSHUH U IPUEMeE Jiea.

Ha mecTto M3BATOrO NMOJNMHHMKA JOKyMEHTa JleNonpoOn3BOAUTEIND
WK paOOTHUK TOJpa3fesieHUs] BKJIAJbIBACT B IO JIUCT-3aMECTHUTENh C
yKa3aHUEM, KOTJa, KOMY ¥ Ha KaKOH CPOK BBIIAH JOKYMEHT U TOJMMUACSIMHU
B MOJIyY€HUHU U TipueMe aena. [Ipu 5ToMm B €m0 momeniaeTcs 3aBepeHHas
KOITHS JOKyMEHTA.

[locme pemeHust Bompoca, UIsi PACCMOTPEHHS KOTOPOTO Jena
(TOKYMEHTBI) U3BIMAIUCh IO 3allpOoCaM WHBIX OpTaHU3AIHK, TOJITUHHUKH
JIOKyMEHTOB JIOJDKHBI OBITH BO3BpalieHbl B OpraHu3aiiyio U MOMEIIEHbI B
TIeJ10.

9.5. DIeKTpOHHBIC JNOKYMEHTBI, HaxXOASAIIMECs Ha OINEPATUBHOM
XpaHeHHH B 0a3ax JaHHBIX WH()OPMAIMOHHBIX CHCTEM, BBIIAOTCS IS
UCITIOJIb30BAHUS B BUJIC KOTUN AJIEKTPOHHBIX JTOKYMEHTOB B COOTBETCTBHUHU
¢ myHKToM 2.51 Hactosert MucTpykuum.

9.6. Ilopsimok nmoctyna paboTHUKOB OpraHuzaiuu K JOKYMEHTaM,
pasmemaembiM B C3OJ wunm  wuHOM HMHPOPMALMOHHOM  CHUCTEME,
yCTaHABJIMBACTCSA JIOKAJTbHBIMH HOPMAaTHBHBIMU akTamMu OpraHu3aiuu,
OTIPEACTISIONMMH TOPSAOK IKCIUTyaTaluy WHHOPMAIIMOHHON CUCTEMBI, U B
COOTBETCTBHH C TICPCOHATBLHBIMH YUYETHBIMH 3aIMUCSIMHU paObOTHUKOB B COJ]
WJIM UHOU MH(OPMAIMOHHON CHUCTEME.

PaGoTHrMKaM, HE MMEIOIIMM TpaBa JOCTYyNa K COOTBETCTBYIOIICH
WHOOPMAITMOHHONW CHUCTEME, DJJICKTPOHHBIC JOKYMEHTBHI BBIJAIOTCS B
cootBeTcTBUM ¢ mnyHktamu 9.1 - 9.3 mnHactosmedr WHcTpykiuu, Ha
¢uznyeckn 0060COOJEHHOM HOCHUTENE, BBICBUIAIOTCA IO 3JIEKTPOHHOMY
azpecy pabOTHHKA, 3aMpalINBaAOIIETO TOKYMEHT, MM MHBIM 00pa3oM.
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9.7. 'V [enonpousBoAauTens WIH paOOTHUKA, BBLAABILETO JEJI0
(IOKyMEHT) BelleTCs Y4eT BBIIAHHBIX JeNl (JOKYMEHTOB) M KOHTPOJIb HX
CBOEBPEMEHHOTO BO3BpaTa. DJIEKTPOHHBIE Jieia (JJOKyMEHThI) BO3BpaTy HE
noJIexkar.

9.8. PabotHuku Opranuzanuu 00si3aHbl 00€CIeYnBaTh COXPAHHOCTh
MOJIYYeHHBIX BO BPEMEHHOE MOJIb30BaHUE TJOKYMEHTOB (J1e71) Ha OyMaKHOM
HOCHUTEJIE W UCIO0JIb30BaTh TMOJYYEHHYI0 HH(OpMaAIUI0O B CIy>KEOHBIX
[EJSX B COOTBETCTBUU C TPEOOBAHUSIMU JIOKAJIBHBIX HOPMATUBHBIX aKTOB.
3anpemaercs Inepenada MOJYYEHHBIX JIOKYMEHTOB WJIM HUX KOMHM
pabOTHUKAM APYTUX MOJpa3ACICHUN U1K OpraHUu3aIUil.

9.9. MU3patue (BbleMKa) JOKYMEHTOB, OOpa30OBaBIIMXCA B
nestenpHocTH  OpraHu3anuy, MpPOU3BOJUTCA B COOTBETCTBHH  C
3aKOHOJIaTeNbCTBOM Poccuiickoit denepanni.

9.10. 13bsaTHEe (BBIEMKA) TOKYMEHTOB MPOU3BOIUTCS HA OCHOBAaHUU
NUCBMEHHOIO  pacHopsiKeHHsI  (IIOCTaHOBJEHHUS)  COOTBETCTBYIOILETO
opraHa BJacTH C paspemeHus PykoBoaurens OpraHusalvy WM HWHOTO
YHOJHOMOYEHHOTO KM JIMLA C W3BEIIEHHWEM pabOTHUKA MOJpa3/eeHHUS,
JOKYMEHTBI KOTOPOI'O U3BIMAKOTCS.

9.11. ®akt wu3bATHS (BBIEMKH) JOKYMEHTOB (UKCHUPYETCS B
IPOTOKOJIE (aKT€) U3bATUA (BBIEMKH) TOKYMEHTOB, KOTOPBIH COCTABIISETCS
HE MEHEE YeM B JIBYX SK3EMIUIIpaX U MOJNUCHIBAETCS YIIOTHOMOYEHHBIMH
npeacraBuTessiMu Opraiu3aldyd M COOTBETCTBYIOHIEro oprana Biactu. K
IPOTOKONY (AKTy) MpUIIAraercs OMUCh (PEecTp) H3BATHIX JOKYMEHTOB
(men).

9.12. IIpn U3BATUN MOJIUHHUKOB JOKYMEHTOB B JEJO IOMEIIAETCS
3aBEpeHHasl KOMUs JIOKyMEHTa, Ha 000poTe KOTOpPOMl YyKa3bIBaeTCA
OCHOBAHHME MW3BbATUS TNOMJIMHHUKA, CpPOK BO3BpaTa, Jara W MOJINKCH
paboTHHKA, OTBETCTBEHHOTO 3a (POPMHUPOBAHUE W/WITH XPaHEHUE JIelia.

9.13. TloaJuHHUK JOKYMEHTA, HW3BATHIA M3 JleJla Ha OCHOBE
COOTBETCTBYIOILIETO PELICHHUS, MOCIE PACCMOTPEHHSI U PELIEHHS BOIIPOCaA,
BO3BpAILAETCA B JEJIO, IIPU ITOM KOMNMS, NOMELICHHAas B JI€J0 BMECTO
NOJUTMHHHUKA, U3BIMAETCSI.

X. U3roroBJieHune, y4yeT, HCIOJb30BaHHE U XPAHEHHE MeYaTeil,
IITAMIIOB, 0JIAHKOB JIOKYMEHTOB, HOCUTEJIei 3JIEKTPOHHBIX MOAMUCEH

10.1. bnanku OpraHu3alMOHHO-PACTIOPAIUTENBHBIX JIOKYMEHTOB
pa3pabaThIiBatoTCs Jlenonpou3BOaUTENEM. Bunbt 0JIaHKOB
OpraHU3alMOHHO-PACTIOPSIIUTENBHBIX JIOKYMEHTOB, TpeOOBaHUS K UX
OQOpPMJIEHUI0O M  HWCIOJb30BAHUIO  yCTAaHABIMBAIOTCS  HACTOSIIECH
NHuctpykuuen.

10.2. O6pa3upl OJaHKOB JOKYMEHTOB YTBEPXKIAIOTCSI B COCTaBe
HacTtosimed MHCTpyKImy no Aenonpou3BOJACTBY. Takke IOMOJHUTEIbHbBIE
oOpasipl 0JIaHKOB MOTYT YTBEPKAAThCSI PACOPSIUTENBHBIM TOKYMEHTOM
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PykoBoauTens B coctaBe KOMIUIEKTa (a1h00Ma) OJIAaHKOB.

10.3. Opranuzamusi BOpaBe NpH MOATOTOBKE JOKYMEHTOB
UCIIOJIb30BATh AJIEKTPOHHBIC 1MIA0JIOHBI OJaHKOB. DJIEKTPOHHBIE IAOIOHBI
0JIaHKOB JOJDKHBI COOTBETCTBOBATH OOpa3laM OJaHKOB, YTBEP KICHHBIX
PykoBoautenem Opranuzanumu.

10.4. bnaHku OpraHM3alMOHHO-PACHOPSIUTENBHBIX JOKYMEHTOB,
npuMeHsemple B Opranusanuy, HE MOTLYT IE€pelaBaTbCi APYTUM
OpraHu3alysM, TOJDKHOCTHBIM U (PU3NYECKUM JIUIIAM.

10.5. JlenompousBoautens Opranu3aiuu:

opopMIIsieT 3aKa3bl Ha HM3TOTOBJICHUE OJIAHKOB OPTaHU3AIMOHHO-
pacCHoOpSAIUTEIbHBIX  JOKYMEHTOB  THMOTPA(PCKUM  CIIOCOOOM  WJTH
CpeACTBaMHU OllepaTUBHON nonurpaduu;

OCYILIECTBIISIET XpaHeHue 0JIaHKOB OpraHu3alMOHHO-
pacCloOpsAUTEIbHBIX  JIOKYMEHTOB M BblAa4y HX COTPYJIHHMKaM B
CTPYKTYpHbIE NoapazaencHuss Opranu3aiuu;

OCYILIECTBJISIET KOHTPOJIb 3a IMPABHIBHOCTHIO  HUCIIOJIb30BAHUS
0JIaHKOB OPTaHU3AIMOHHO-PACTIOPAIUTEIBHBIX JJOKYMEHTOB.

10.6. B Opra#gmzanuu B COOTBETCTBHH C  JACHCTBYIOIIMM
3aKOHOAATENBCTBOM U ycTaBoM OpraHu3aliu UCIONb3yeTcs nevaTh (ganee
— Ieyats Opranuzanum).

B Opranmsanpm  Takke  MOTYT  HCIIOJIB30BAaThCA  I€YATH
JOJKHOCTHBIX JIAI (MHBIX paOOTHUKOB), TICYATH IS ITAKETOB U OT/CIBHBIX
KaTeropui IOKYMEHTOB, a TaK)K€ METAJUTMYECKUE BBIKUMHBIC ME€UaTH ISl
orevaThIBaHUS MOMEILCHUIN U YJI0CTOBEPEHHUSI CIIEIIUATIbHBIX TIPOITYCKOB.

B Opranuzanuu MOXET UCMOIb30BaThCA IITaMI (IITAMIIbl) C
(hakCUMMIIBHOM MOAMUCHI0 PYKOBOAUTENS M MHBIX JTOJKHOCTHBIX JIMII.

[Topsimox wucmoSb30BaHUSI IITAMIIOB C (DaKCUMUIIBHOW MOJMUCHIO
PYKOBOJIUTENSI U MHBIX JOJDKHOCTHBIX JIMIL (C YYETOM IMOJIOKEHUN MyHKTa 2
ctatbu 160 wactu [ I'paxpganckoro koaexkca P®D), BUABI JOKYMEHTOB,
MOJMUCHIBAEMBIX (DAKCUMUILHOM MOAMKUCHIO0 YCTAHABIMBACTCS JTOKATBHBIM
HOPMAaTUBHBIX aKTOM OpraHu3aiui.

10.7. Tlewatr ¢ BocmpousBeneHHeM [ ocygapcTBEHHOro repoOa
UYeuenckoir Pecnmybamku MokeT wucmonb3oBathess Opranusamnueii B
COOTBETCTBUM C 4YacThio 3 cTaThu 6 3akoHa YeueHckod PecrnyOnuku oT
03.06.2008 Ne 23-P3 «O TocynmapctBeHHOM repbe UedeHCKoU
PecniyOnmuku» U 0JDKHA COOTBETCTBOBATh TPEOOBAHUSIM, YCTAHOBJIEHHBIM
[ToctanoBnenunem IlpaButensctBa Yeuenckoit Pecryonuku ot 31.01.2012
No 23 «O6 ytBepxnenun Ilopsinka W3rOTOBJIEHUS, Yyd4eTa, XpaHCHWS,
UCIIOJB30BAaHUSA M YHUYTOXXEHHUS medaTeil W OJIaHKOB JIOKYMEHTOB C
BocrpousBeaeHueM ['ocynapcreenHoro repda Yeuenckoi PecryOnukmy.

10.8. Ileyatn wu mramnel OpraHu3aluyd MW3rOTaBIMBAIOTCS B
KOJIMYECTBE, HEOOXOAMMOM Il OCYIIECTBJIICHHS TOPA3ACIICHUSIMH
Opranumzaruu ¥ ee pabOTHUKAMU BO3JIOKCHHBIX Ha HHUX (QYHKIIH.
Pemenne 00 W3roTOBACHWU M KOJUYECTBE OK3EMIUISIPOB TMeUaTed W



78

ITaMIIOB NpuHUMaeT PykoBojautens OpraHuzanuy MO MPEACTABICHUIO
Jenonpon3BoauTeIsi.

Ecnu Ilewarp Opranuzanum  UCHOJB3YETCSI B HECKOJIBKHX
AK3EMILIIPAX, HOMEP SK3EMIUISIpa MEYaTHh YKa3bIBAECTCS B KIIWILIE IMEYATH
IIPU €€ U3TOTOBJICHUH.

10.9. TIlewarpto OpraHuzanuv 3aBEpSIOT MNOJJIMHHOCTh MOAIUCH
PykoBomutenss OpraHu3alii W HHBIX YHOJHOMOYEHHBIX WM JIMI, Ha
JIOKyMEHTaX M KOIMUSIX JOKYMEHTOB B COOTBETCTBHHM C IyHKTOM 2.49
HNHcTpykumm.

10.10. TIlewatm w 1TaMmbl BBIJAIOTCS JUISi  UCIOJIb30BaHUS
pabOTHUKAM, OTBETCTBEHHBIM 3a HX HCMOJb30BAHUE W XpaHEHUE TOJ
MOJIKCH B KypHAJIE yyeTa NeyaTei U MTAMIIOB. YUYET MeYaTel U MTaMIIOB
Opranusanuu Bener /lenonpou3BOaUTENs MM WHOE JOJDKHOCTHOE JIMLO
(pabotHHK) OpraHu3anum.

10.11. Tlpu ucnonb3oBaHuM B pabOTE MEYATH U IITAMIIBI XPAHSITCS B
3anuparomuxcs 1mkadax (ceiidax) pabOOTHUKOB, OTBETCTBEHHBIX 3a
XPaHEHUE U UCIIOJIb30BaHUE MT€YaTel U IITAMIIOB.

10.12. Ilepegaua mewyaTeld M IUTAMIOB IMOCTOPOHHUM JIMIIAM HE
nonyckaercs. BplHOC medareil um mrTammnoB 3a mpeaensl OpraHu3anuu
BO3MOXXEH B MCKIIOUHUTENBHBIX CIIy4asix [0 PEUIEHUI0 PYKOBOICTBA
Opranuzaiuu (HanpuMep, Ipy NOANUCAHUH T0TOBOPOB).

10.13. HdenonpownsBogurens OpraHu3anuv €KETOAHO IPOBEPSET
coOroicHue pabOTHUKAMH YCIIOBUM MCTOJB30BAHUSI U XPAaHEHUS medaTeit
u mramMrnoB OpraHu3anni.

10.14. ITpumenmmre B HETOAHOCTh U YTPATUBIINE 3HAYCHHUE NEYaTH
W IITaMIbl MOJJekKaT BO3Bpary JleJdompou3BOAUTENIO WIM HHOMY
JIOJDKHOCTHOMY JIUITY (paOOTHHKY), HA KOTOPOE BO3JIOXKEH y4eT nevaTei u
LITAMIIOB, JJI [IEHTPAJIM30BAHHOTO YHUUTOXEHUS. [leyatn yHUUTOX)KArOTCS
[0 AaKTy C COOTBETCTBYIOLIEW OTMETKOW B JKypHaJl€ ydyera Iedared |
HITAMIIOB.

10.16. ITpu nepenaye OpraHuzanuend 3JIEKTPOHHBIX JOKYMEHTOB Ha
AJIEKTPOHHBIN ajgpec JApyrod OpraHu3aluu, a Takke isi oOMeHa
ANEKTPOHHBIMU  JOKyMeHTamu TmocpeactBoM COJI (B ciywyae ee
UCIONb30BaHusl) B OpraHuzanvu W €€  MNOJApa3JelCHUsIX MOTYT
WCIIOJB30BaThCAd  YCWJICHHBIE  HEKBAIM(UIIUPOBAHHBIC  DJIEKTPOHHBIC
NOJANMKUCH W/WIN TPOCThIE SJIEKTPOHHBIE MOJIMUCU (Jlajee — DJIEKTPOHHAas
noanuch) B coorBeTcTBUU ¢ denepanbubiM 3akoHOM OT 06.04.2011 No 63-
@3 «O06 >1eKTPOHHOMN MOJIUCH.

10.17.  DOnextponnbli  gokymeHT B COJI  Opranuzanuu,
MOANMUCAHHBIA  AJIEKTPOHHON TOAMHUCHI0, TMPU3HACTCS PaBHO3HAYHBIM
JIOKyMEHTY Ha OyMa)KHOM HOCHUTEJIE, TIOJIIMMCAHHOMY COOCTBEHHOPYYHOM
NOANUCHI0 M UMEET OJMHAKOBYI0 C HHUM IOPUIUYECKYIO CHIY IMpU
OJTHOBPEMEHHOM COOJIOJICHUH CIEAYIOIIUX YCIOBUM:

KJIKOY MOANMCH, OTHOCSIIUMCA K KOHKPETHOM 3IJIEKTPOHHOU
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NOJAMNKUCH, HA MOMEHT IOJIUCAHUS 3JIEKTPOHHOIO JTOKYMEHTa SIBJISIETCS
JEeWCTBUTEIBHBIM (JOCTOBEPHBIM ), HE YTpaTHII CHITY (HE OTO3BaH);

NOATBEPKACHA MOJJIMHHOCTD 3JIEKTPOHHOM MOJIUCH B AJIEKTPOHHOM
JIOKYMEHTE;

JaTa M BpeMsl CO3JaHUsl AJIEKTPOHHOM MOJNUCU 3aUKCHPOBAHBI B
Co/;

ANEKTPOHHAs  MOAIUCHh  HCMOJB3YyEeTCS B COOTBETCTBUM  C
YCTaHOBJICHHbIM B OpraHuzanuu pacnpeicsieHUEM IMpaBa MOJIMKCH
JOKYMEHTOB MEX/Y JTOLDKHOCTHBIMU JIMIIAMHA U PAOOTHUKAMU.

10.18. I'enepanuio U XpaHEHHE KIHOYEH HEKBATM(DUIIMPOBAHHON U
npocroit JI1 B CO/] nomkeH ocyuecTBiATh axMuauctpaTtop CO/I.

10.19. [lemonmpou3BOAUTENIb WJIM HWHOE JIOJKHOCTHOE  JIMIIO
(paboTHMK) OpraHu3aly BeIET yYeT KIF0YeH 3JICKTPOHHBIX MOJITUCEH B
CHEUaIbHOM >KypHaJe (BUABI SJIEKTPOHHBIX MOAMUCEHN, UCIIOIb3yEMBIX B
Oprannsanuu, ycraHaBiauBaroTcss OpraHu3anuenl W 3aKpeIuisiloTcs B
JIOKaJIbHOM HOPMATUBHOM akTte). Bpimaua marepuaibHBIX HOCHUTENEH
JIEKTPOHHOM NOJAIMCH M HMX BO3BPAT II0 UCTEYEHUM CPOKA JEHCTBHS
OCYILIECTBISETCS MO MOANHUCH paOOTHHUKA B )KypHAJIE.

10.20. Co3pganue mnapoJied Iuisi MPOCTOM SJIEKTPOHHOW MOANUCH
OCYLIECTBJISIETCS B IOPSJIKE, YCTAHOBICHHOM JIOKAJbHBIM HOPMAaTHBHBIM
akToM OpraHu3anuu, yCTaHABJIMBAIOIMMM MOPSAOK dkcruryatauun COJl u
MCITOJIb30BAHUS AJIEKTPOHHBIX MOANUCEN NpH paboTe ¢ JOKYMEHTAMH.

10.21 Kirou »5ekTpoHHOW mnoAnucH, wucnoiapdyemord B CO/I,
ABISETCS  KOHQUACHIMAIbHOW  MHpOpMalMedl M 3aluiiaeTcs B
COOTBETCTBHHM C 3aKOHOJIaTEILCTBOM Poccuiickoilt deaepanni.

[Ipunoxenne Ne 1

MyHHUHTIAIBHOE 0I0/KETHOE J0IIKOJIbHOE 00pPa30BaTe/IbHOE YUpekIeHne
«IETCKHUU CAJl Ne 1 «cPOMAILIKA» C.I1. HAATEPEUHEHCKOE
HAJTEPEYHOI'O MYHUIIUIIAJIBHOI'O PAMOHA»
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['pud cornacoBanus TOKyMeHTa ['pud yTBepxknenus
JIOKyMEHTA

HanmmeHnoBaHue BHIa JTOKYMCHTA
3aroJioBOK K TCKCTY

['pud cornacoBanus TOKyMeHTa

c. Hagrepeunoe — 2019 r.

PacnoJioxkenne peKBU3UTOB HA TUTYJIbHOM JIMCTE JOKYMEHTA
[punoxenne Ne 2
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MY «¥Y 1O HaarepedyHOro MyHHUIIMIIAILHOTO pailoHa
MyHununajgbHoe 010/1KeTHOe I0IIKOJbHOEe 00pa30BaTe/ibHOE YUpeKIeHne
«IETCKHUH CAJ Ne 1 «POMAIIKA» C.II. HAATEPEYHEHCKOE
HAJATEPEYHOI'O MYHUITATIAJIBHOI'O PAMOHA»
(MBJOY «Jlerckuii cag Ne 1 «Pomamka» c.in. Hagrepeunenckoe»)

MY «Tepkan mynurnunansau klomran LY »
«MyHMIMNIAJIbHY OI0/KETHU HIKOJIA3XO0MH IelIapaH y4YpeKIeHu
«TEPKAH MYHULIUITAJIBHU KIOILITAH
JAXA-HEBPE IObPTAH Ne 1 HOJTY BEPUWH BEII «POMAIIIKA>»
(MBHIY «JIaxa-HeBpe 1obpTan Ne 1 itosry 6epuiin 6emn «Pomanika»»)

15 saneaps 2019 2. Noe 2

c. Hanrepeunoe

Oo0pa3sen opopmiteHust 001ero 6J1aHKa

* 3H€CI) " Jajee — peKBU3UTHI, 0003HaYeHHbBIE IHpI/I(l)TOM, BBIICJICHHBIM KYPCHUBOM, BHOCATCH OT PYKHU
[punoxenne Ne 5
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MyHuuunajibHoe 0101KeTHOe YTBEPXJIAIO
JOIIKOJIBbHOEC 06pasoBaTe.m>H0e BaBeHYIOH_H/If/’I
yUpeKIeHue
«IETCKHAM CAJ Ne 1 «POMAIITKA» Iloonucy 1N.0. Gamunus
C.I1. HAATEPEYHEHCKOE Jlarta
HAJATEPEYHOI'O
MYHHUIUITAJIBHOI'O PAVMOHA»

ITOJIOKEHHUE
13.02.2019 Ne S

00 IKCIIEePTHOM KOMHCCHHU
MBAOY ...

c. Hanrepeunoe
1. O0mume moJIoKeHus

1.1. ITonoxenne 06 skcnepTHOM kKomuccuu MBJIOVY ... pa3paborano
B COOTBETCTBHHM ¢ IIpuMepHBIM TMOJIOKEHHEM 00 IKCHEPTHOM KOMHCCHUU
OpraHU3allid, yTBEPKICHHBIM. . .

1.2. DxcneptHas komuccus MBJIOVY... pa3paborano (manee — OK)

CO31aeTCs B LEIISIX
1.3. ...

Oopa3zen opopmienns THA
[Ipunoxenue Ne 6
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MY «¥Y 1O HaarepedyHOro MyHHUIIMIIAILHOTO pailoHa
MyHununajgbHoe 010/1KeTHOe I0IIKOJbHOEe 00pa30BaTe/ibHOE YUpeKIeHne
«IETCKHUH CAJ Ne 1 «POMAIIKA» C.II. HAATEPEYHEHCKOE
HAJATEPEYHOI'O MYHUITATIAJIBHOI'O PAMOHA»
(MBAOY «erckmii cax Ne 1 «Pomamka» c.in. Hagrepeunenckoe»)

MY «Tepkan mynurunansiu klomran LY »
«MyHMIMNIAJIbHY OI0/KETHU HIKOJIA3XO0MH IelIapaH y4YpeKIeHu
«TEPKAH MYHULIUITAJIBHU KIOILITAH
JAXA-HEBPE IObPTAH Ne 1 HOJTY BEPUWH BEII «POMAIIIKA>»
(MBHIY «JIaxa-HeBpe robpTan Ne 1 itosry Gepuiin 6emn «Pomanika»»)

NPUKA3
25 sansaps 2019 e. No 9

c. Hanrepeunoe

O co31aHMHU IKCIIEPTHOM KOMMCCUM
U YTBEPKIeHHUH MO0JI0OKEHUSs 0 Hel

B nensx ynydineHus: opraHu3zaluu AEIOMPOU3BOACTBA U APXUBHOIO
XpaHEeHUsI JOKYMEHTOB, oOpazyroumxcs B nearenbHoctd MBJIOVY... |
cobmoieHus TpeOOBaHUM 3aKoHOAaTeNnbcTBA Poccuiickoii depeparuu B
cdepe apXUBHOTO JieNia... T p U K a 3 b B A 10:

1. Coznatb skcniepTHyto komuccutro MBJIOVY ... B cocrage:

npeacenarens — 3apeayromui @amunusa 1.0.;

cekperapb — aenonpousBoautens @amunusa 1.0.;

wieHsl: crapmmi  Bocnurtarens @Pamwmms M.O., Bocnurtarens
®amvumusg N.0, ..., nomxHocts @amunus M.0.

2. Y1BepauTh [lonoxeHne 06 SKCepTHOW KOMUCCHH (TTPHIIOKEHUE).

3. KonTposs 3a ucnoiiHeHneM nprKa3a OCTaBJIsIo 3a COOOiA.

3aBeayromui Iloonucw N.0. Gamunus

Oo0pa3zen opopmiienns npukasza
[punoxenne Ne 7
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MY «¥Y 1O HaarepedyHOro MyHHUIIMIIAILHOTO pailoHa
MyHununajgbHoe 010/1KeTHOe I0IIKOJbHOEe 00pa30BaTe/ibHOE YUpeKIeHne
«IETCKHUH CAJ Ne 1 «POMAIIKA» C.II. HAATEPEYHEHCKOE
HAJATEPEYHOI'O MYHUITATIAJIBHOI'O PAMOHA»
(MBAOY «erckmii cax Ne 1 «Pomamka» c.in. Hagrepeunenckoe»)

MY «Tepkan mynurunansiu klomran LY »
«MyHUIIUNIAJIBHY OI0/KETHH HIKOJIA3XOIH JIelapaH yUpesKIeHH
«TEPKAH MYHULIUITAJIBHU KIOILITAH
JAXA-HEBPE IObPTAH Ne 1 HOJTY BEPUWH BEII «POMAIIIKA>»
(MBHIY «JIaxa-HeBpe robpTan Ne 1 itosry 6epuiin 6emn «Pomarka»»)

MMPOTOKOJI
01 gespana 2019 2. No 2

c. Hanrepeunoe

JacecaaHud Nneaarorn4eCcroro
coB€Ta

IIpencenarenscrByromuii — @amumnus 1.0.
Cexperapp — ®amunus N.0.
[IpucyrcTBoBaM: 17 4enoBek (CIMCOK IPUIIaraeTcs)

I[TOBECTKA JIHA:

1. O mepax mo peanu3alu PeciyOJMKAHCKON IIEJI€BOW MPOrPAMMBL...

Hoxman crapmero Bocriurarenss @amunusa 1.0.
2. ...

1. CJIVIIAJIA:

[Terpos IL.II. — TekcT nOKIIana nmpuIaraeTcs.
BBICTYTINJIN:

@amunus N.0O. — kpaTkas 3aMuch BBICTYILICHUS.
PELIMJIN: (ITOCTAHOBHJIN)

1.1. ChopmupoBaTh KOJUICKTHUB 110 peau3aliiy ..
1.2. TloATOTOBUTH ¥ YTBEPAUTH IJIAHBI PAOOTHI TIO ...

2. CJIVIIAJIM: ...
IIpencenarenbCTBYOIUI Iloonucw N.0. Gamunus
CexkpeTapb Iloonucw N.0. ®amunus

Oo0pa3zen opopmiieHHs TOJHOTO MPOTOKOJIA
[Tpunoxxenue Ne 8
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MY «¥Y 1O HaarepedHOro MyHUIIMIIAILHOTO paiiOHa
MyHununajgbHoe 010/1KeTHOe I0IIKOJbHOEe 00pa30BaTe/ibHOE YUpeKIeHne
«IETCKHUH CAJ Ne 1 «POMAIIKA» C.II. HAATEPEYHEHCKOE
HAJATEPEYHOI'O MYHUITATIAJIBHOI'O PAMOHA»
(MBAOY «erckmii cax Ne 1 «Pomamka» c.in. Hagrepeunenckoe»)

MY «Tepkan mynurunansiu klomran LY »
«MyHUIIUNIAJIBHY OI0/KETHH HIKOJIA3XOIH JIelapaH yUpesKIeHH
«TEPKAH MYHULIUITAJIBHU KIOILITAH
JAXA-HEBPE IObPTAH Ne 1 HOJTY BEPUWH BEII «POMAIIIKA>»
(MBHIY «JIaxa-HeBpe robpTan Ne 1 itosry Gepuiin 6emn «Pomanika»»)

ITPOTOKO.I
01.02.2019 Ne 1

c. Hanrepeunoe

ONEePATHBHOI'O COBEIAHMS
y 3aBeyIoLIero

3aBeayromuii — ®amunus 1.0.
Cexperapp — ®amunus N.0.

[TpucyrcrBoBanu: @amunusa 1.0, ®amunus N.0., @amunus 1.0.

1. O6 opranuzanuu 00CiIeIOBaHUS IO TEME ...

(Pamumua U.0.", ®amumus U.0., Gamumus 1.0.)

1. YcTaHoBUTE, UTO ...
2. PyxoBogutento Tembl (Gamunus 1.0.) obecieunTh KOHTPOJIb ...

2. O6 yuactuu B 3aceflaHuu paboyei TPyIIbl 10 ...

(amumus 1.0.", @amumus W.0., Gammms 1.0.)

3aBeay O Iloonucw N.0. Gamunus

Cexkpertaphb Iloonucw N.0. Gamunus

Oo0pa3zen opopmileHHst KPATKOr0 NPOTOKOJIA

* HepBoﬁ YKa3bIBACTCA (1)aMI/IJ'II/IH W MHUIKAJIbl OCHOBHOI'O JOKJIaa4YHKa, 3aTEM — (1)aMI/IJ'II/II/I W MHHUIIMAJIbI
JIML, y4aCTBOBABIIUX B O6CY)KZ[€HI/II/I BOIIpocCa
[punoxenne Ne 9
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MY «¥Y 10O Haarepeunoro MY «Tepkan MyHULIMTIATIBHU
MYHULUIIAJIBHOTO PaiiOHa» klomrran HIJTY»
MyHununajgibHoe 0101KeTHOe J0IKO0JIbHOE «MyHMUHMNIAIbHA OKOKETHH
o0pa3oBaTe/ibHOE YUpe:KIeHHe LIKOJIA3XOMH JIelapaH y4pexKIeH!
«I[ETCKHFI CAI Ne 1 «POMAHIKA» «TEPKAH MYHUIINITAJIBHA
C.II. HAATEPEUHEHCKOE KIOIITAH JIAXA-HEBPE
HAATEPEYHOI'O IOBPTAH Ne 1 HOJTY
MYHULIUMIIAJBHOTO PATOHA» BEPUIH BEII «POMAIIIKA»
(MBIOY «/lerckmii cag Ne 1 (MBLIAY «J/laxa-HeBpe 10bpTan
«Pomamkay c.n. Hagrepeunenckoe») Ne 1 iionry 6epwmiin 6emr «Pomanikay»)
I'arapuna yi., 6/H, c. Hagrepeunoe, T'arapunaH yp., n/s1, Jlaxa-Hespe 10.,
Hanrepeunsiit paiton, YeueHckas Pecry6iuka, 366820; Tepxan klomrr, Hoxuniin Pecriy6iuka, 366820;
tei.: (962) 775-92-42; e-mail: alisa.daudova@mail.ru; Tei.: (962) 775-92-42; e-mail: alisa.daudova@mail.ru;
http://Amww.romashka.do95.ru; http://www.romashka.do95.ru;
OKIIO 63425315; OI'PH 109203001035; OKIIO 63425315; OI'PH 109203001035;
WMHH/KIIIT 2007004512/200701001 WHH/KIIIT 2007004512/200701001
Ne Pexropy (HauMeHOBaHHUE YUEOHOTO
Ha Ne ot 3aBEJICHUA )
®amunus U.0.
00 YJ4aCTHHd B aHKCTUPOBAHUH (HOqTOBBIﬁ aZipec B ciyvae
HEO0OXOAMMOCTH)

VYBaxxaembii Umsg OtuecTtBO!

[Ipennaraem Bam  npuHATH  y4acT€ B AHKETHUPOBAHUH
o0pa3oBaTeNbHBIX  OpPraHu3alii,  OCYUIECTBISIOIIMX  MOJATOTOBKY
CIEIHUAIIMCTOB IO MEIArOTMYECKUM CIENUATIBHOCTSIM.

AHKeTHpOBaHHE MPOBOAMUTCA HAMU B LIENAX cOopa MHPOpMAIUH O
BYy3aX, BBIITYCKAIOLIUX CIELHAINCTOB HEOOXOIMMBIX HaM CIIEUAIbHOCTEH,
KOTOPBIX B JaJIbHEHIIEM MOXHO ObLIO Obl MPUBJIEKATh JUJISl MPOXOXKICHUS
IIPOM3BOJCTBEHHONM  MPAKTUKKM M TIONOJHEHMsS IITaTa CHELHAIMCTOB
BEJIOMCTBA.

3anoJHEHHYIO aHKETY IIPOCHM BBICIATh B HALI aJIpec.

[Ipunoxxenue: ankera Ha 2 1. B 1 9K3.

C yBaxeHueM,

3aBeayromuii Iloonucw N.0. ®amunus

damvuusg Ums OTuecTBO, T0KHOCTD
(928) 222-22-22, alisa.daudova@mail.ru

Oopa3zen opopmiieHus 1e/10BOT0 (CJIY:KeOHOr0) NMCbMA


mailto:alisa.daudova@mail.ru
http://yandex.ru/clck/jsredir?bu=lq7b&from=yandex.ru%3Bsearch%2F%3Bweb%3B%3B&text=&etext=2150.Cu_sc3FPZTxe_VSeDtQR3d-6y3V-wBGOqXmv2jO8SVrYz1wbKfacLpYJDZ_cfPFCFx8mnarX2V--hYWybSdGPG5Lbol16gW7jYZSVuVN6CvzXEJlN97btGk9erilXJ9A.ce29ad3191c3cfa0d2cc7e3d1ba37f6ca86288ab&uuid=&state=PEtFfuTeVD4jaxywoSUvtB2i7c0_vxGdDFcW7MDt6c_LdIVGO5cgePcLtmIwtXwaNiNzhqXh3jAIVWThqAZe9VvBWs4Hro2iEDLqTGo_V0Ypy_mJvtRBqA,,&&cst=AiuY0DBWFJ5Hyx_fyvalFHqQPjZqZ_UyF50Ls92Uo6GIWgwpkQ1HudNGM_Lb4oXWNLVMeGuBU8xR1EENR_whLLRO_4-LUbLrpum7DzYwj11RB4HWCmVjbRnJPtF40F8atD2f2g4RMcqA-fTNCEwLb3NlbhPNty6vJqJAaQ9G6o-OpTr2Pn3gYh6loUzFDpLmKQ29PFUY7IhWWyRaZothR_D91H2WDxm0tBWzJjuJZXlv-8ad2m8VKK2oOsj1qegva0wbVrptqNAAuhPryohnfAIo8LKJvJeF-BrMdVXoK3jGFiVj2H7GXLiPmWbfROt1TCgbySlZ2S_N6dqcec7fCxZkazdVMY1fLvHjsR85bj7c3wXcx2-luT1GuG4XPkY8fFh35UJm4BgbrV-F_HXo4CkTWZmET7AWNMbgAGTGXDMZjrrNeuqcMg,,&data=UlNrNmk5WktYejY4cHFySjRXSWhXR01OMnlHTnBNSllzdDZ4N1BlWDhXdDRQcEZKT3lSMkJtNFhwVkFDbEZaSUd6LUVob3ZHa0FkWWo2NDdqeER1bEsxVnZYeUZzaEpVdUgwOTRBUUpfd3Z6dy1tLThMdjdfQSws&sign=2a13525846595bb10e7fe931afcbaa15&keyno=0&b64e=2&ref=orjY4mGPRjk5boDnW0uvlrrd71vZw9kpVBUyA8nmgRH_oAUI76yuO7zFLyEr7hN9BuA5M8wRjixzPLPxMGL9_rMClve8KV7uzHeydLXqmq0ffBKpXl5tRwwIIoanRL6XXcnCTJPtW5EmIjcr9Xo0efROOaDMssgRSMHc9UqqtaN_wXjnsyGfnqNn_bdHoVfanR0BabMJs8-nZM58oRKDcTh_1WgPwtoWbzxS03VPqZClzsXOnFzXAhVv7Vef36lp3HWw2IPYozhGJjEF_VFFtZhQcl7rqOy_ik32tgdY-a0d72F4MbbCW0XBKActAD48JV5a1LGe-cFLKsQh5n5cf02yA9-Z-qbeaHrli6gGvFw,&l10n=ru&rp=1&cts=1557733420189&mc=3.4136606896881854&hdtime=23060.845
mailto:alisa.daudova@mail.ru
http://yandex.ru/clck/jsredir?bu=lq7b&from=yandex.ru%3Bsearch%2F%3Bweb%3B%3B&text=&etext=2150.Cu_sc3FPZTxe_VSeDtQR3d-6y3V-wBGOqXmv2jO8SVrYz1wbKfacLpYJDZ_cfPFCFx8mnarX2V--hYWybSdGPG5Lbol16gW7jYZSVuVN6CvzXEJlN97btGk9erilXJ9A.ce29ad3191c3cfa0d2cc7e3d1ba37f6ca86288ab&uuid=&state=PEtFfuTeVD4jaxywoSUvtB2i7c0_vxGdDFcW7MDt6c_LdIVGO5cgePcLtmIwtXwaNiNzhqXh3jAIVWThqAZe9VvBWs4Hro2iEDLqTGo_V0Ypy_mJvtRBqA,,&&cst=AiuY0DBWFJ5Hyx_fyvalFHqQPjZqZ_UyF50Ls92Uo6GIWgwpkQ1HudNGM_Lb4oXWNLVMeGuBU8xR1EENR_whLLRO_4-LUbLrpum7DzYwj11RB4HWCmVjbRnJPtF40F8atD2f2g4RMcqA-fTNCEwLb3NlbhPNty6vJqJAaQ9G6o-OpTr2Pn3gYh6loUzFDpLmKQ29PFUY7IhWWyRaZothR_D91H2WDxm0tBWzJjuJZXlv-8ad2m8VKK2oOsj1qegva0wbVrptqNAAuhPryohnfAIo8LKJvJeF-BrMdVXoK3jGFiVj2H7GXLiPmWbfROt1TCgbySlZ2S_N6dqcec7fCxZkazdVMY1fLvHjsR85bj7c3wXcx2-luT1GuG4XPkY8fFh35UJm4BgbrV-F_HXo4CkTWZmET7AWNMbgAGTGXDMZjrrNeuqcMg,,&data=UlNrNmk5WktYejY4cHFySjRXSWhXR01OMnlHTnBNSllzdDZ4N1BlWDhXdDRQcEZKT3lSMkJtNFhwVkFDbEZaSUd6LUVob3ZHa0FkWWo2NDdqeER1bEsxVnZYeUZzaEpVdUgwOTRBUUpfd3Z6dy1tLThMdjdfQSws&sign=2a13525846595bb10e7fe931afcbaa15&keyno=0&b64e=2&ref=orjY4mGPRjk5boDnW0uvlrrd71vZw9kpVBUyA8nmgRH_oAUI76yuO7zFLyEr7hN9BuA5M8wRjixzPLPxMGL9_rMClve8KV7uzHeydLXqmq0ffBKpXl5tRwwIIoanRL6XXcnCTJPtW5EmIjcr9Xo0efROOaDMssgRSMHc9UqqtaN_wXjnsyGfnqNn_bdHoVfanR0BabMJs8-nZM58oRKDcTh_1WgPwtoWbzxS03VPqZClzsXOnFzXAhVv7Vef36lp3HWw2IPYozhGJjEF_VFFtZhQcl7rqOy_ik32tgdY-a0d72F4MbbCW0XBKActAD48JV5a1LGe-cFLKsQh5n5cf02yA9-Z-qbeaHrli6gGvFw,&l10n=ru&rp=1&cts=1557733420189&mc=3.4136606896881854&hdtime=23060.845
mailto:%20eshidaeva@mail.ru
mailto:%20eshidaeva@mail.ru
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[punoxenne Ne 10

MYV «¥Y 10O Hanrepeunoro MY «Tepkan MyHUIIMTIAJIBHU
MYHHUIMTIAILHOTO paiiOHa» klomran IJY»
MyHununajgbHoe 0101KeTHOe T0IIKOJIbHOE «MyHUIUNIATbHY OI01KETHH
oOpa3oBaTe/ibHOE yUpeKIeHune IIKOJIA3XO0IH IelapaH y4Ype:KIeHH
«I[ETCKPIFI CAJl Ne 1 «POMAHIKA» «TEPKAH MYHULUITAJIbBHU
C.I1. HAATEPEYHEHCKOE KIOHITAH JIAXA-HEBPE
HAJATEPEYHOI'O IOBPTAH Ne 1 HOJTY
MYHHUIUITIAJIBHOI'O PAMOHA» BEPUIH BEII «POMAIIIKA»
(MBOOY «erckuii cag Ne 1 (MBIIAY «Jlaxa-HeBpe 10bpTan
«Pomamkay» c.n. HagrepeuneHnckoey) Ne 1 itoay Oepuiin 6emr «Pomarka»)
larapuna yi1., 6/H, c. Hanrepeunoe, Iarapunan yp., 1/sm, Jlaxa-Hespe 10.,
Hanrepeunsrii paiion, Ueuenckas PecryOmmika, 366820; Tepkan klomT, Hoxuwniin Pecniy6nuka, 366820;
Ten: (962) 775-92-42; e-mail: alisa.daudova@mail.ru; Tei.: (962) 775-92-42; e-mail: alisa.daudova@mail.ru;
http://www.romashka.do95.ru; http://www.romashka.do95.ru;
OKIIO 63425315; OT'PH 109203001035; OKIIO 63425315; OT'PH 109203001035;
VIHH/KIIIT 2007004512/200701001 WMHH/KIIIT 2007004512/200701001
CIIPABKA VYmpasnenue [1OP
B Hanrepeunowm parione
12 suaBapst 2019 . Ne 2 1501051
(st mpenbABICHUS 10 MECTY
O noarBepKaIeHUH MeCTa PadOThI TpeOOBaHUS )

NBanoB HMBan WMBanoBuu pabotaer B MBJIOVY... B nomxHocTH
CTapILEro BOCIUTATENS.

3aBeayromui Iloonucw N.0. Gamunus
[Teuats
Jlenonpon3BoauTeb Iloonucw N.0. Gamunus

Oopasen opopMmiieHHs1 BHEIIHEH CIIPABKHU


mailto:alisa.daudova@mail.ru
http://yandex.ru/clck/jsredir?bu=lq7b&from=yandex.ru%3Bsearch%2F%3Bweb%3B%3B&text=&etext=2150.Cu_sc3FPZTxe_VSeDtQR3d-6y3V-wBGOqXmv2jO8SVrYz1wbKfacLpYJDZ_cfPFCFx8mnarX2V--hYWybSdGPG5Lbol16gW7jYZSVuVN6CvzXEJlN97btGk9erilXJ9A.ce29ad3191c3cfa0d2cc7e3d1ba37f6ca86288ab&uuid=&state=PEtFfuTeVD4jaxywoSUvtB2i7c0_vxGdDFcW7MDt6c_LdIVGO5cgePcLtmIwtXwaNiNzhqXh3jAIVWThqAZe9VvBWs4Hro2iEDLqTGo_V0Ypy_mJvtRBqA,,&&cst=AiuY0DBWFJ5Hyx_fyvalFHqQPjZqZ_UyF50Ls92Uo6GIWgwpkQ1HudNGM_Lb4oXWNLVMeGuBU8xR1EENR_whLLRO_4-LUbLrpum7DzYwj11RB4HWCmVjbRnJPtF40F8atD2f2g4RMcqA-fTNCEwLb3NlbhPNty6vJqJAaQ9G6o-OpTr2Pn3gYh6loUzFDpLmKQ29PFUY7IhWWyRaZothR_D91H2WDxm0tBWzJjuJZXlv-8ad2m8VKK2oOsj1qegva0wbVrptqNAAuhPryohnfAIo8LKJvJeF-BrMdVXoK3jGFiVj2H7GXLiPmWbfROt1TCgbySlZ2S_N6dqcec7fCxZkazdVMY1fLvHjsR85bj7c3wXcx2-luT1GuG4XPkY8fFh35UJm4BgbrV-F_HXo4CkTWZmET7AWNMbgAGTGXDMZjrrNeuqcMg,,&data=UlNrNmk5WktYejY4cHFySjRXSWhXR01OMnlHTnBNSllzdDZ4N1BlWDhXdDRQcEZKT3lSMkJtNFhwVkFDbEZaSUd6LUVob3ZHa0FkWWo2NDdqeER1bEsxVnZYeUZzaEpVdUgwOTRBUUpfd3Z6dy1tLThMdjdfQSws&sign=2a13525846595bb10e7fe931afcbaa15&keyno=0&b64e=2&ref=orjY4mGPRjk5boDnW0uvlrrd71vZw9kpVBUyA8nmgRH_oAUI76yuO7zFLyEr7hN9BuA5M8wRjixzPLPxMGL9_rMClve8KV7uzHeydLXqmq0ffBKpXl5tRwwIIoanRL6XXcnCTJPtW5EmIjcr9Xo0efROOaDMssgRSMHc9UqqtaN_wXjnsyGfnqNn_bdHoVfanR0BabMJs8-nZM58oRKDcTh_1WgPwtoWbzxS03VPqZClzsXOnFzXAhVv7Vef36lp3HWw2IPYozhGJjEF_VFFtZhQcl7rqOy_ik32tgdY-a0d72F4MbbCW0XBKActAD48JV5a1LGe-cFLKsQh5n5cf02yA9-Z-qbeaHrli6gGvFw,&l10n=ru&rp=1&cts=1557733420189&mc=3.4136606896881854&hdtime=23060.845
mailto:alisa.daudova@mail.ru
http://yandex.ru/clck/jsredir?bu=lq7b&from=yandex.ru%3Bsearch%2F%3Bweb%3B%3B&text=&etext=2150.Cu_sc3FPZTxe_VSeDtQR3d-6y3V-wBGOqXmv2jO8SVrYz1wbKfacLpYJDZ_cfPFCFx8mnarX2V--hYWybSdGPG5Lbol16gW7jYZSVuVN6CvzXEJlN97btGk9erilXJ9A.ce29ad3191c3cfa0d2cc7e3d1ba37f6ca86288ab&uuid=&state=PEtFfuTeVD4jaxywoSUvtB2i7c0_vxGdDFcW7MDt6c_LdIVGO5cgePcLtmIwtXwaNiNzhqXh3jAIVWThqAZe9VvBWs4Hro2iEDLqTGo_V0Ypy_mJvtRBqA,,&&cst=AiuY0DBWFJ5Hyx_fyvalFHqQPjZqZ_UyF50Ls92Uo6GIWgwpkQ1HudNGM_Lb4oXWNLVMeGuBU8xR1EENR_whLLRO_4-LUbLrpum7DzYwj11RB4HWCmVjbRnJPtF40F8atD2f2g4RMcqA-fTNCEwLb3NlbhPNty6vJqJAaQ9G6o-OpTr2Pn3gYh6loUzFDpLmKQ29PFUY7IhWWyRaZothR_D91H2WDxm0tBWzJjuJZXlv-8ad2m8VKK2oOsj1qegva0wbVrptqNAAuhPryohnfAIo8LKJvJeF-BrMdVXoK3jGFiVj2H7GXLiPmWbfROt1TCgbySlZ2S_N6dqcec7fCxZkazdVMY1fLvHjsR85bj7c3wXcx2-luT1GuG4XPkY8fFh35UJm4BgbrV-F_HXo4CkTWZmET7AWNMbgAGTGXDMZjrrNeuqcMg,,&data=UlNrNmk5WktYejY4cHFySjRXSWhXR01OMnlHTnBNSllzdDZ4N1BlWDhXdDRQcEZKT3lSMkJtNFhwVkFDbEZaSUd6LUVob3ZHa0FkWWo2NDdqeER1bEsxVnZYeUZzaEpVdUgwOTRBUUpfd3Z6dy1tLThMdjdfQSws&sign=2a13525846595bb10e7fe931afcbaa15&keyno=0&b64e=2&ref=orjY4mGPRjk5boDnW0uvlrrd71vZw9kpVBUyA8nmgRH_oAUI76yuO7zFLyEr7hN9BuA5M8wRjixzPLPxMGL9_rMClve8KV7uzHeydLXqmq0ffBKpXl5tRwwIIoanRL6XXcnCTJPtW5EmIjcr9Xo0efROOaDMssgRSMHc9UqqtaN_wXjnsyGfnqNn_bdHoVfanR0BabMJs8-nZM58oRKDcTh_1WgPwtoWbzxS03VPqZClzsXOnFzXAhVv7Vef36lp3HWw2IPYozhGJjEF_VFFtZhQcl7rqOy_ik32tgdY-a0d72F4MbbCW0XBKActAD48JV5a1LGe-cFLKsQh5n5cf02yA9-Z-qbeaHrli6gGvFw,&l10n=ru&rp=1&cts=1557733420189&mc=3.4136606896881854&hdtime=23060.845
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[Ipunoxenne Ne 11

VYBII 3aBenyromemy MB/IOY
«Jlerckuii cam Ne 1 «Pomarika»
CIIPABKA c.i. Haarepeunenckoe»
Haynosoii A.P.
15.01.2019 Ne 1

00 o0beMe JOKYMEHT0000pOTA 32
2018 roa

VBaxaemasa Anmmca Pam3anoBHa!

[Ipencrasisito cBeneHust 00 0obeme nokymeHToo0opora 3a 2018 roa
B HIKEITPUBEAECHHOU TaOIuIIE.

Jlemonpou3BoauTEb Iloonucw N.0. Gamunus

O0pa3sen opopmiieHUs] BHYTPEHHUI CIIPABKHU
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[punoxenne Ne 12

MyHuuunanabHoe 0I0IKeTHOe
JOLIKOJIbHOEe 00pa3oBaTebHOe
yupexieHue
«IETCKHHA CAJ Ne 1 «POMAIIKA»
C.II. HAATEPEYHEHCKOE
HAATEPEYHOI'O
MYHHUIIUIIAJIBHOI'O PAMTOHA»

AKT
Ne

c. Hagrepeunoe

MPOBEPKH TEXHUYECKOI0
COCTOSIHUSI OPTTEXHUKH

Ocnosanne: npukaz MBJIOVY... ot 30.01.2019 Ne 15 «O mpoBepke
TEXHUYECKOTO COCTOSIHHSI OPTTEXHUKH. . .).

Cocrasnen: pomxHocte @amunus UM.0., ..., gomkHocTs Pamuiins
n.0.

B xome nmpoBepkM TEXHHUYECKOTO COCTOSHUSL  OPITEXHMKH,
nposenennoi 31.01.2019, ycranosieHo...

[TpoBepkoii mpu3HAHBI HEIPUTOIHBIMU JJISI SKCILTY aTaIlHH:

Iloonuce N.0. ®amunus
Iloonuce N.0. ®amunus

Iloonuce N.0. ®amunus
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Oo0pa3zen opopmiteHus akra
[Tpunoxenue Ne 13

ITOAPA3JIEJIEHUE 3aBenyromemy MBJIOY

(AOJDKHOCTD) «Jlerckuii can Ne 1 «Pomarika»
c.n. Hanrepeunenckoe»

JOKJIAJJHAS 3AITUCKA Haynosoii A.P.

11 deBpans 2019r.  Ne 14

00 yBesiM4eHUM IITATHOM
YHMCJIEHHOCTH MOApPAa3ieIeHUus

VBaxaemasa Anuca Pam3anoBna!l
B cBsa3um co 3HAUMTENBHBIM YBEIMYEHHEM OObeMa paboThI,
BO3HHUKIIEH B CBSI3U C ... Ipolry Bac M3bICKaTh BO3MOXKHOCTHh YBEJIMYUTH
IITAaTHYIO YMUCIICHHOCTD MOJIPa3AeieHUs HA OAHY JOJLKHOCTS ...

C yBaxeHHeM,

JlOIDKHOCTD Tloonucw N.0. ®amunus
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Oo0pa3zen opopmiteHHsI TOKIATHON 3aNIUCKHU
[Tpunoxenue Ne 14

Komy: Pabotarkam MBJIOY «Jletckuii cag Ne 1 «Pomarka»
c.n. HagrepeuneHckoe»

Ot1: ©amunusa 1.0., 10DKHOCTH
HMara: 11 dpespans 2019 1.
Tema: Ilomaua 3asBOK Ha aBTOTPAHCIIOPT
CIY/XKEBHAS 3AIINCKA
B memsx mnoBbimieHuss  3(PGEKTUBHOCTH  HUCHOJB30BAHUS U
COKpallleHHUs MPOCTOEB AaBTOTPAHCIOPTHBIX CPEJCTB MPOIIY TMOJaBaTh

3adBKM Ha aBTOMOOWIN cpcactBa HC IIO3JHCC 15:00 JHA,
NpcaAmMCcCTBYOIICTO ITOC3IKC.

JIOJ>KHOCTB Tloonucw N.0. ®amunus
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Oo0pa3zen opopmitenns ciay:xeOHON 3aNIUCKU
[Tpunoxenue Ne 15

IlepedyeHb TOKYMEHTOB, YTBEP:KIaeMbIX
B MBJ1OY «/lerckmii cag Ne 1 «Pomamkay c.1n. HanTepequchoe»*

1. AkThI (IPOBEPOK, PEBU3HIA; CIIMCAHUS; SKCIICPTU3HI U JIP.).

2. I'paduxu paboT, OTIYCKOB, CMEHHOCTH.

3. UHCTpyKIIMH, TOTKHOCTHBIE HHCTPYKITUH.

4, KnaccudukaTopbl nHOOpPMAIIMH, TOKYMEHTOB.

5. MeToauku.

6. Homenkimarypa nen.

/. HopMbl W HOpMaTuBBl (BPEMEHH, YHCIEHHOCTH pPaOOTHHUKOB,
pacxoia ChIpbsi U MaTepUANIOB, JIEKTPOIHEPTUN ).

8. Ommcu nen (IMOCTOSTHHOTO, BpeMEHHBIX (CBbImIe 10 7€T) cpoKoB
XpaHEHUS U 10 JUYHOMY COCTaBY).

9. [lepeunu (0KHOCTEH, BUAOB HH(POPMALIUU, JOKYMEHTOB).

10. IMomuTuKa.

11. Tlonoxkenust (0  MOApa3feieHUsIX, KOMHCCHUSIX (CoBeTax),
IPEMUPOBAHUH, ATTECTAIIUN).

12. TTopsiaxu.

13. IIporpamMmsi.

14. TlpaBuina.

15. PernameHTHI.

16. llItatHOE pacnicanue u Ap.
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* CIIUCOK MOYET U3MEHATHCS U/UIn JOIIOJIHATBCA B COOTBETCTBUU C Z[eflCTBy}OIlIPIM 3aKOHOAATCIbCTBOM
[Tpunoxenue Ne 16

IlepeyeHb JOKYMEHTOB, 3aBepPseMbIX NEYATHIO
MBOY «/lerckuii caxg Ne 1 «Pomamka» c.n. Haarepeunenckoe»

1. ApxuBHas cupaBka.

2. AKTeI (MpueMa 3aKOHYCHHBIX CTPOUTEIHLCTBOM  OOBEKTOB,
000pyI0BaHUs, BBIIIOJIHEHHBIX Pa0OT, CIUCAHMUS, SKCIIEPTHU3HI).

3.Konuu # BBINUCKA W3 JIOKYMEHTOB, BbIJAaBa€MbIX IS
MIPE/ICTABIICHUS B JIPYTHE OpTraHU3aIHH.

4. OOpa3upl OTTUCKOB NeYaTel U noAnuceid pabOTHUKOB, UMEIOLINX
IIPaBO COBEpUIaTh (PUHAHCOBO-XO35HCTBEHHbBIE ONEPAIIH.

5. llopyuenus (6romkeTHbIe, 0AHKOBCKUE, IEHCUOHHBIE; TIIATEKHbBIC
U JIp.).

6. [IpencraBnenust u xomaraicTBa (0 HarpaXIACHUM HarpagaMud U
PEMUSIMU).

7. Peectpbl (4€KOB, TOPYUYEHU, MPEACTABISEMBIX B OAHK).

8. CrpaBkm (0 moxojax (PU3WYECKHUX JIMI], O BBIIATE CTPAXOBBIX
CyMM, O  OaJaHCOBOM  CTOMMOCTM  OCHOBHBIX  (POHIOB,  TIO
NEPCOHUPUIIMPOBAHHOMY YYETY, O()OPMIICHHIO CTPaXOBBIX CBUJETENBCTB,
[0 3ampocaM OpraHu3alui, Mo JOKyYMEHTaM, MPEJOCTABISIEMbIM B CYyI, —
110 HEOOXOUMOCTH).

9. YnocroBepenus pabOTHUKOB H JIp.
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* CIIUCOK MOYET U3MEHATHCS U/UiIn JOIIOJIHATBCA B COOTBETCTBUU C Z[eflCTBy}OIlIPIM 3aKOHOAATCIbCTBOM
[Tpunoxxenue Ne 17

IIpuMepHbIii IepeYeHb HePerucTPUPYEMbIX BXOASIIHX JOKYMEHTOB

1. Auketsl (pe3tome), HaIpaBisieMbl€ B LENSIX TPYAOYCTPOICTBA.

2. byxranrepckue NOKyMEHTHl (OyXrajirepckasi OTYETHOCTb, CUETa,
cuera-(pakTypbl, aKThl CBEPKU B3aUMOPACUETOB, aKThl MPUEMKHU-TIEpPEIAuU
OCHOBHBIX CPEJICTB, TOBApPHbIC HAKIJIATHBIE).

3. 'OCTpl, TexHHYECKHE pErJaMeHTbl, PYKOBOJSALIME M JApyrue
JOKYMEHTBI I10 TEXHHYECKOMY PETYJIMPOBAHUIO U CTaHJAPTU3ALIUU.

4. I'pacduxm, HapsaAbl, 3asIBKU, Pa3HAPSIKU.

5. JlokyMeHTBl (MPOEKThI JOKYMEHTOB), TpeOyrollue MOANNUCAHUS
(cormacoBaHusl, yTBEPKACHHS) U MOCJIEIYIOLIEr0 BO3BpaTa.

6. KonkypcHas JoKyMeHTaIusl.

/. HayyHO-TexHUYECKasi U TPOEKTHAs JOKYMEHTALIHS.

8. Koppecnonneniusi, agpecoBaHHass paOOTHUKAM OpTaHHU3AIH C
ITOMETKOU «JIMuHO».

9. [lewatnple wu3gaHUs (KHWATH, S>KypHAlbl, Ta3eThl), KaTaJlOTH,
TeXHUYECKas JHUTepaTypa, TEMaTU4YeCKHEe M CIelualbHble COOPHUKH,
IUTaKaThlI.

10. T[lozmpaBuTenbHBIEC MUChbMA U TEIErPAMMBbI, OJ1ar0/1apCTBEHHBIS
NUChbMa U TeJIerpamMMbl, IPUTJIACUTENIbHbBIE OUTIETHI.

11. TlpeiickypaHThI.

12. TlpurnacutenbHbIe OUIICTHI, MPUTIIANIICHUS.

13. IIporpammbl KOHpEPEHIINN, COBEIIAHHIA.

14. PexnamMHble Marepuaibl (MHCbMa, JHUCTOBKH, MPOCHEKTHI,
OYKJIETHI).

15. YueOHble miiaHbl, MPOrPaMMBI.

16. ®opmsbl 1 O1aHKH, B TOM YuCie GOPMBI CTATUCTUYECKON U MHOM
OTYETHOCTH.
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* Ecnu yka3aHHBIC TOKYMEHTBI TIOCTYIIIIIU C COMTPOBOIUTEIBHBIM MUCHMOM, MACHMa PETUCTPUPYIOTCS B
MOPsAKE, YCTAHOBIIEHHOM Hacrtosueld MHcTpykunen
[Tpunoxenue Ne 18

MyHnununanabsHoe 0I01KeTHOe VYTBEPXJIAIO
JOIIKOJIBbHOEC 06pa30BaTe.JILHOe 3aB€,Z[y}0HII/II7i
yupesKIeHne
IETCKHUIN CAJl Ne 1 cPOMAIIKA» lloonuce  N.0. Gamuimst
C.Il. HAITEPEYHEHCKOE Jlata
HAJATEPEYHOI'O

MYHUIIATIAJIBHOI'O PATOHA»

HOMEHKJIATYPA JEJI
Ha rox
Cpoxk
Nupexc Kon-Bo | xpanenus u Ne
3arojoBOK Jena [Tpumeuanue
nena en. Xp. CTaThH 110
TIEPEYHIO
1 2 3 4 5
Ha3zBanue paznena
Jlenmonpou3BOaUTEb Iloonucw N.0. Gamunus
Busa pykoBoaurens apxuBa
(Jin11a, OTBETCTBEHHOTO 32
apXuB)
COI'JTACOBAHO COI'TACOBAHO
[TpoTokon K MB/IOY [TpoTtokon DK ApxuBHOrO
«Jlerckuii can Ne 1 «Pomarnika» yrpasienus [IpaBurenscrBa
c.. Hagrepeunenckoe» Yeuenckoit PecyOmvku
oT No OT No
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®opMa HOMEHKJIATYPbI J1eJ1

[Tpunoxenue Ne 19

MyHuuunajgibHoe 0101KeTHOe
AOLIKO0JIbHOE 00pa3oBaTeIbHOE
yUpeKIeHue
«JETCKHM CAJI Ne 1 «POMAIIKA»
C.I1. HAATEPEYHEHCKOE
HAJITEPEYHOI'O
MYHHUIUIIAJIBHOI'O PATOHA»

HaumeHoBaHMe CTPYKTYPHOIO

nmoapasacjacHust
HOMEHKJIATYPA JIEJI
Ha roj
Cpoxk
Nunexc Koun-Bo | xpanenus u Ne
3aroJyIoBOK Jiejia [Ipumeuanue
nena end. xp. CTaTbH MO
MIEPEYHIO
1 2 3 4 5
Ha3zBanue paznena
HaunmenoBaHne HOJKHOCTH
PYKOBOJUTENSI CTPYKTYPHOTO
nojApas3eacHus Iloonucw N.0. ®amunus

Jlata
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®dopMa HOMEHKJIATYPBHI /1eJ] CTPYKTYPHOI'O OApa3ae/IeHusl

[Tpunoxenue Ne 20

Hrorosas 3anuch 0 KaTeropmiax u KoJ-B€ 1€J1, 3aBCACHHLIX B

roay
B MB/IOY «/lerckmii cag Ne 1 «Pomamka» c.n. Haxrepeunenckoe»

ITo CpOKaM XpaHCHUA

Bcero

B TtoMm uucie:

MIEePEeXOSAIINX

¢ otmeTkoi «DIITK»

1

2

3

4

IlocTosiHHOTO

Bpemennoro (cBbiie 10 sier)

Bpemennoro (g0 10 net
BKJIFOYUTEIIHLHO)

HUTOI'O:

Jlemonpoun3BoaUTEb

Jlata

Iloonuce

Hrorossie CBCACHUS IICPCAAaHbI B apXHUB.

HanmenoBaHue D0JKHOCTH,
TepeaaBIero
CBEJICHUS

JlaTta

Ioonuce

N.0. amunug

N.0. damunusa
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®opMa UTOr0BOI 3aNIMCH K HOMEHKJIATYpe J1e
[Mpunoxenne Ne 21

MyHununanbsHoe 0101KeTHOe YTBEPXIAIO
JAOLIKOJbHOE 00pa3oBaTebHOe 3aBexyromnmit
_ Yupexaenue
IETCKHIA CAZl Ne 1 <POMAIIIKA» [lodnucy  N.0. ®amumus
C.II. HAATEPEYHEHCKOE Jara
HAATEPEYHOI'O

MYHHUIIUIIAJIBHOI'O PAMTOHA»

®ong Ne
Omnuce Ne 1
JeJ1 MOCTOSTHHOTO XpaHeHU s
3a roj
Ne | Unnexc Kpaiinue | Kon-o | Ilpume-
3arojoBOK Jiena
I/ | gena J1aThl JIMCTOB | 4YaHHUEC
1 2 3 4 5 6
Hazanue paznena
B JTaHHBIN paszzen OnucH BHECEHO
Jed,
(unpaMu 1 TPOTIUCHIO)
c Ne 1mo No , B TOM
YHCIIe:
JIATEPHBIC HOMEpa:
MIPOIYLIICHHbIE HOMEpa:

HaunmenoBanue qOJKHOCTH
COCTaBUTEJIS OITHNCHU Tloonuce N.0. Gamunug
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HanmenoBanue noKHOCTH
PYKOBOAUTEIIS apXHUBa

(Jin11a, OTBETCTBEHHOT'O 32 apXUB) lloonucw N.O. ®amunus
COI'JTACOBAHO YTBEPXJIEHO
[IpoTokon K MB/IOY [IpoTokon DIIK ApxuBHOTO
«Jlerckuit can Ne 1 «Pomarika» yrpasyeHus [IpaButenscTBa
c.ii. Haprepeunenckoe» Ueuenckoii Pecriyonnku
OT Ne oT Ne

dopma onucH el MOCTOSTHHOT0 XpPaHEeHUsI
[Ipunoxxenue Ne 22

MyHnununaasHoe 0101KeTHOe VYTBEPXJIAIO
JOIIKOJBbHOC 06pa30BaTeJ1bH0e 33B€I[YIOIHI/II71
_ yupexenne
IETCKHUIN CAJl Ne 1 <POMAIIKA» lloonuce  N.0. Oamuimst
C.Il. HAITEPEYHEHCKOE Jlata
HAJATEPEYHOI'O

MYHUIIATIAJIBHOI'O PAVTOHA»

®onjg Ne

Onuce Ne

aeJ BpeMeHHbIX (cBble 10 Jier)
CPOKOB XpaHEHUS

3a roj
Ne | Unpekc Kpaiiaue Cpok Kon-Bo | Ilpume-
3aroyIoBOK Jena
n/im | gena JaThl XpaHEHHUs | JINCTOB YyaHUe
1 2 3 4 5 6 7
B JTaHHBIN pasnen OIUCH BHECCHO
aern,
(urpaMu 1 IPOTUCHIO)
c Ne 1mo No , B TOM
qUCJIC:
JIATEPHBIC HOMeEpa:

MIPONYIICHHbBIE HOMEDpA:
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HanmeHnoBaHue JOJDKHOCTHU

COCTaBUTESA ONIUCH Iloonuce N.O. ®amunus
HanmenoBaHnue 10IKHOCTH

PYKOBOJIUTEIIS apXHBa

(JM11a, OTBETCTBEHHOI'O 32 APXHB) Iloonuce N.0. Gamunus

COI''TACOBAHO

[Iporokon DK MBIOY
«Jlerckmit cam Ne 1 «Pomarika»
c.i. Haarepeunenckoe»

oT No
®opma onucH JeJ1 BpeMeHHbIX (cBbIiie 10 j1eT) CpoKoB XpaHeHUs
[Mpunoxenne Ne 23
MyHunmunajabHoe 010/1KeTHOe VYTBEPXAIO
JIOLIKO0JIbHOE 00pa3oBaTeIbHOe 3aBenyrommii
yupexaeHue
JIETCKHI CAJI Ne 1 «<POMALIKA» [loonucy  1.0. Gamuus
C.II. HAATEPEUHEHCKOE Hara
HAATEPEYHOI'O .
MYHHUIUITAJIBHOI'O PAUOHA»
Dong Ne
Onuch Ne 2
JeJ1 Mo JIMYHOMY COCTABY
3a rog
Ne | Unpekc Kpaiiaue Cpok Kon-Bo | Ilpume-
3aroJioBOK Jiefia
/1 Jiela J1aThl XpaHEHUs | JIMCTOB YaHUE
1 2 3 4 5 6 7
B JTaHHBIN pasnen OIIMCH BHECCHO
Acl,
(1dpaMu ¥ IPOTIHCHIO)

c Ne mo Ne , B TOM
qucile:
JINTEPHBIE HOMeEpa:
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IMPOIMYHICHHBIC HOMCpPaA:

HanmMmenoBanue n10mKHOCTH
COCTaBUTEJIS OITHNCHU Tloonuce N.0. Gamunus

HanmeHnoBaHKe TOIKHOCTH
PYKOBOIUTENS apXUBa

(JM11a, OTBETCTBEHHOI'O 32 APXHB) Iloonuce N.0. Gamunus
COI'JTACOBAHO COI'TACOBAHO
[Ipotoxon DK MB/IOY [Iporokon DIIK ApxuBHOrO
«Jlerckuit can Ne 1 «Pomarika» yrpasienus [IpasurenscrBa
c.. Hanrepeunenckoe» Yeuenckoit PecryOmvku
oT Ne OT Ne

(I)opMa OIMUCH €] IO JIMYHOMY COCTaBy

[Tpunoxenue Ne 24
MyHununanabsHoe 0101KeTHOe VYTBEPXIIAIO
JOLIKOJIbHOE 00pa30BaTeIbHOe 3aBe1ytommii
_ yupexaenne
IETCKHUIN CAJl No 1 <POMAIIKA» lloonuce  N.0. Gamuist
C.I1. HAITEPEYUHEHCKOE Jlata
HAJATEPEYHOI'O

MYHHUIUIIAJIBHOI'O PAMOHA»

AKT
Ne

0 BbI/ICJICHUHM K YHUUYTOKEHH IO
(apXuBHBIX) JOKYMEHTOB,
He MOAJIeKANMUX XPAHEHU IO

Ha ocHOBanumn

(HaSBaHI/Ie 1 BBIXOJAHBIC JAHHBIC NEPEUHA JOKYMEHTOB C YKa3aHUEM CPOKOB UX

XpaHEeHUS)

OTOOpaHbl K YHHUYTOXXCHHIO KaK HE WMEIOIIHNE HAayYHO-UCTOPUUYECKOU
[IEHHOCTH M YTPATHUBIIINE MPAKTHYECKOE 3HAUCHHE TOKyMEHTHI ponma No
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(Ha3BaHUe

¢donma)
Cpoku
3aroJioBOK neia Howmep P
Ne (rpynmnoBoii Homep | en. xp Kos- | xpancrus IIpume-
- T'oner e BO €]I. u Ne
/1 3ar0JIOBOK OIIHCH 110 N JaHue
Xp. craTeu 1o
JIOKyYMEHTORB) OIHCH
MIEPEYHIO
1 2 3 4 5 6 7 8
Hroro en. Xp. 3a
TOJBI.
(uuhpaMu 1 IPOTHCHIO)
OHI/ICI/I ACT IIOCTOAHHOI'O XpaHCHHA 3a T'OoJbI

YTBEPKIEHBI, IO JUYHOMY cocTaBy coriacoBanbl OJIIK ApxuBHOro
ynpasienust [lpaButenbctBa Yeuenckoit PecnyOnuku (IIpoTOKON OT

No

).

HanmenoBanue nOJKHOCTH

PYKOBOIUTENS apXUBa

(Jini1a, OTBETCTBEHHOTO 32 apXUB)

COI'JTACOBAHO

[IpoToxon DK MB/IOY
«Jlerckmit camg Ne 1 «Pomarnika»
c.. Hanrepeunenckoe»

oT

No

JIOKYMEHTBI B KOJIMYECTBE

Iloonuco N.0. Gamunus
YTBEPXIEHO
[Iporokon DIIK ApxuBHOrO

ynpasienns [IpaButenbcTBa
Yeuenckoit PecyOmvku

oT

No

- Ha OyMa>XHOM HOCHUTEJIE BEC

YHHUUYTOKCHHUC,

el Xp.:
KT CIaHbI Ha

- Ha OJICKTPOHHOM HOCHUTCJIC CAaHbI HA YHUYTOKCHHUC

(crtoco0 yHUUTOXKEHHS)

HanmenoBanue 10KHOCTH paOOTHHKA,

CAABIICTO JOKYMCHTBI

Jara

N3menenus B YUYCTHBIC JOKYMCHTBI BHCCCHBI.

Tloonuce

N.0O. Gamunus
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HanMeHoBaHue TOKHOCTH pabOTHHUKA
apXHBa, BHECILIETO U3MEHEHUS
B YUETHBIC JIOKYMEHTHI lloonucw N.O. ®amunus

Jata

CDopMa AKTa 0 BBIACJICHUHN K YHUYTOKCHUIO JOKYMECHTOB, HE IMMOAJICKAIIIUX

XpPaHEeHHN 10

[punoxenne Ne 25
JIMCT-3ABEPUTEJIb AEJIA Ne
B ACIIC IIOJIIUTO )41 IMPOHYMCPOBAHO

JIUCTOB
(mdpaMu 1 IPOTIHCHIO)

c Neo 1mo Ne , B
TOM YHCIJIC:
JIUTCPHBIC HOMCpPa JIUCTOB

MMPpOIIYHICHHLIC HOMCpPa JIUCTOB
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JINCTOB

BHYTPEHHEH OMHCH

Oco0OeHHOoCTH (PU3UYECKOTO COCTOSHUS
u hopMHpOBaHUS Jiea

Howmepa nuctos

1 2

HauMeHoBaHue JOKHOCTH
paboTHUKA Iloonuco N.O. ®amunus
JlaTta

(I)opMa JUCTa-3aBEpUTEIA A€J1a

[punoxenue Ne 26
BHYTPEHHSSA OIINCH
JOKYMEHTOB jejia Ne
No Perucrpanu- ara Homepa | IIpume-
qu H A 3aroJIoBOK JOKYMEHTa p P

/T | OHHBIM MHACKC | TOKYMEHTA JUCTOB | YaHUE
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JOKYMCHTA Jcia
1 2 3 4 5 6
Hroro
JAOKYMCHTOB.
(b paMu 1 IPOTUCHIO)
KommnuecTBo JIMCTOB BHyTpeHHCfI OIINCHU

(umdpaMu 1 IPOTHUCEIO)

HaunMeHoBaHME NOJKHOCTH JIUIIA,
COCTABUBILIETO BHYTPEHHIOKO OIHUCH
JIOKYMEHTOB JIeJ1a Iloonucw N.0. Gamunus

JlaTta

®opMa BHYTPEHHEH ONUCH JOKYMEHTOB /eJIa
[Ipunoxenune Ne 27
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(HaMMEHOBaHNE MYHHUIMIIAIBHOTO apXHBa)

(HauMEeHOBaHUE OPraHU3ALNH)

(HaMeHOBaHHE CTPYKTYPHOTO ITOJIpa3/IeTICHH)

JAEJIO Ne TOM Ne

(3arosoBOK Jsiena)

(xpaitHue naTol)

Ha JINCTaxX
XpaHUTh

d. No




109

Omn. Ne

J1. No

®opma 00J10:KKH eI

[Tpunoxxenue Ne 28
MyHuuunaabHoe 0I0IKeTHOe
JOIIKOJIbHOC 06p3303aTe.111>H0e
_ yupexjenue
«AETCKHUU CAI Ne 1 «POMAIIKA»
C.II. HAATEPEUHEHCKOE
HAATEPEYHOI'O .
MYHHUIUITAJIBHOI'O PAUOHA»
HaumeHoBaHMe CTPYKTYPHOIO
nmoapasacjacHust
Onuce Ne
et
Ne | Unpekc Kpaiiaue Cpok Kon-Bo | Ilpume-
3aroJioBOK Jiefna
n/m | jgena JIaThl XpaHEHUS | JIMCTOB YaHUE
1 2 3 4 5 6 7
HazBanue paznena
B JaHHYIO OIIUCH BHECEHO
Jell,
(1dpaMu ¥ IPONHUCHIO)

c Ne mo Ne , B TOM
YUCJIE:
JIATEPHBIC HOMEpa:
MPOIYICHHBIE HOMEpA:
HanmeHoBaHue TOMTKHOCTH
PYKOBOAUTEISA CTPYKTYPHOTO Ioonucs N.0. ®amunus

oJIpa3e/ICHuUs
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COI'JTACOBAHO
Jlenonpou3BOAUTEIb
Iloonuce N.0. Gamunus

ITepenan
nen

(undpaMu 1 IPONUCHIO)

)41 PETUCTPALUOHHO-KOHTPOJIBHBIX KAPTOTCK K
JOKYMCHTAaM.

(tdpaMu ¥ IPOTUCHIO)

HaumeHnoBaHue JOMKHOCTH paOOTHUKA

CTPYKTYPHOI'O ITOJIpa3AeICHUS Iloonucw N.O. ®amunus
[Tpunsin
e
(mudpaMu 1 IPOTIHCHIO)
u PETHUCTPAIMOHHO-KOHTPOJIBHBIX ~KApTOTEK K
JIOKYMEHTaM.

(tmdpaMu 1 IPOITUCHIO)

HaunmenoBaHnne HOJKHOCTH
pabOTHUKA apXuBa Iloonucw N.0. ®amunus

JlaTta
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dopMa oNHCH JeJ1 CTPYKTYPHOTO MOXpPa3/IesIeHUsl
[Mpunoxenne Ne 29

MyHuuunaabHoe 0I01KeTHOe
JI0LIKO0JIbHOE 00pa3oBaTeIbHOe
yupe:xaeHue
«IETCKHM CAJ Ne 1 <POMAIIKA»
C.I1. HAATEPEYHEHCKOE
HAATEPEYHOI'O
MYHHUIIUIIAJIBHOI'O PAMTOHA»

®dong Ne
Onuce Ne
3JIEKTPOHHBIX JIeJ]1, IOKYMEHTOB

Ne | Unpexce Kpaiinue | O0bemM, | Ilpume-
3aroJIoBOK Jeia
/i | gena ATkl Mo JaHHe
1 2 3 4 5 6
Ha3zBanue paznena
B JTaHHBIN pasnen OIIMCH BHECCHO
e,
(umpaMu 1 TPONHUCHIO)
C No I10 No
00BEMOM MO.

Hanmenosanue noKHOCTH

PYKOBOJUTEIA CTPYKTYPHOTO Iloonucw N.0O. ®amunus
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MOJpa3AcIeHUs
ata

COI''TACOBAHO
Jlenonpou3BOaUTEb
Tloonucw N.0. ®ammnug

Jlata

[Tepenan

pI(SA) |

(undpaMu 1 IPONHUCHIO)

)51 PCTUCTPALUMOHHO-KOHTPOJIBHBIX KAPTOTCK K

JOKYMCHTaM,
(uudpaMu 1 IPOTIHCHIO)

00BEMOM

M6.

HanMeHoBaHME TOIKHOCTH paOOTHHUKA
CTPYKTYPHOT'O MOJIPa3IeIICHUS

[IpuHsn

Toonuce N.0. Gammmus

pi(SA) |

(mmdpaMu 1 IPOTIHCHIO)

n PCTUCTPAOIUMOHHO-KOHTPOJBHBIX KAPTOTCK K

JIOKYMEHTaM,

(umuhpaMu 1 TPOITUCHIO)

00BEMOM

MO6.

HanmenoBanue nOJHKHOCTH
paboOTHHKA apXuBa

Jlara

IMPHJIOKEHHUE K OIIMCH Ne
3JIEKTPOHHBIX €1, JOKYMEHTOB

Peectp JOKYMEHTOB (KoHTEITHEPOB

QJICKTPOHHOI'O AcjIa:

Tloonuce N.0. Gammmus

ANIEKTPOHHBIX  JOKYMEHTOB)



No enn. xp. mo onucu
Hunexc nena

113

3aroJI0BOK nena

aTta Perucrpanu-
Iloi[ MEH OHHBIP'ITEOMG HanmeHnoBaHne nokyMeHTa Obnewy, | Ipime-

Y P Y Mo6 YaHUSA
Ta JIOKYMEHTa
1 2 3 4 5

Hanmenosanue qOJKHOCTH

COCTaBUTEJISI OIIMCHU Tloonuce N.0. Gamunusg

(I)opMa OIMUCH IJTECKTPOHHBIX €I, JOKYMECHTOB CTPYKTYPHOI'0 MOAPA3ACTCHUA

* CocraBisieTcs Ha Kaxiao0e SJICKTPOHHOC ACJIO.




