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1. O6mue nooKeHHus

1.1. VIHCTpyKUHs NO AENONpPOHM3BOJCTBY B MYHHIMIAABHOM GIOMKETHOM
obmeobpazoBatenbHOM yupexaerun «Cpefnss o6meobpa3oBaTensHas MIKONA
Ne39» r. I'posnoro (manee — MucTpykims) pa3spaboTana B COOTBETCTBHH C:

Iocranoenennem ITpaButenscrBa Yeuenckoit Pecrmy6muku ot 10.12.2018
Ne 258 «O Mepax 110 obecrniedeHnI0 NefCTBHS €IMHBIX IPARKAN B JIETONPOH3BOICTRE
Ha TeppuToprH YeueHckoit PecyOmukiy;

IlpumepHOH HWHCTpYKUMEH MO JeNONPOM3BOACTBY B TOCYJapCTBEHHEIX
OpraHH3aLUsiX, YTBEPXKIACHHON NpuKka3zoM PenepalbHOro0 apXHBHOIO areHTCTBA OT
11.04.2018 Ne 44,

'OCT P 7.097-2016 «Cucrema CTaHZApTOB IO uH(pOpMAITHH,
OuOnHOTEUHOMY H M3JaTelbcKoMy ferny. OpraHM3aMOHHO-PACHOpSAHTENBHAS
nokymenrauus. TpeGosamms k odopmieHuio moxkymentos» (mamee — I'OCT P
7.0.97-2016);

IlpaBunaMu  opraHM3allid  XpaHCHHS, KOMIUIEKTOBAHMA, Yyd4eTa o
HCIIOIB30BaHHA JOKYMEHTOB ApxuBHOro (oHaa Poccuiickoit @enepanuu u Qpyrux
ApXMBHBEIX JIOKYMEHTOB B OpraHaX rOCYIApCTBEHHOM BIIACTH, OPraHaX MECTHOTO
CaMOYMNpPAaBJIeHHUs. ¥ OpraHM3alUsX, YTBEPXKICHHBIMH IpHKa3oM MHHHCTepcTBA
KyIsTypsl Poccniickoi ®enepaniu ot 31.03.2015 Ne 526 (nanee — [Tpasuna);

crateed 12 3akona Yewenckoit Pecny6muxu ot 25.04.2007 Ne 16-P3 «O
aspIkax B Uevenckolt PecrryGmuxe» (nanee — 3axon UP ot 25.04.2007 Ne 16-P3), a
TaKX€ B COOTBETCTBHH C 3aKOHOAaTenbcTBOM Poccuiickolt ®enepammu B chepe
HH(pOPMaIUK, TOKYMEHTAIHH, apXHUBHOTO IeNa, HAITMOHANBHBIMH CTAHIAPTAMHA B
cepe ynpasieHns JOKYMEHTAMH.

1.2. Hacrosmas MucTpykums paspaGoTaHa B LENSX COBEPIIEHCTBOBAHHUS
JeJIONPOU3BOACTBA M MOBHIIEHUA 3h(EKTHBHOCTH PabOTEI ¢ MOKYMEHTAMH ITyTeM
periamMeHTauly Ha eAMHOH NpaBoBOH M METOAMYECKOM OCHOBE NPABUII MOATOTOBKH
AOKYMEHTOB, TEXHOIOTHH pabOTl C HUMH, OPraHU3ALMH HX TEKYIIErO XPAaHEHHs W
IOATOTOBKM K  Iepefaye B apxuB  MYHHIMIOANEHOrO  OHOMKETHOTO
obueobpaszoparensHoro yupexzmenus «Cpensis 00meoOpasoBaTensHas IIKOJIA
Ne39» r. I'posHoro (manee — Opranusanys).

1.3. HWHcTpykuus ycraHaBnHBaeT TpeGOBaHWS K JOKYMEHTHPOBAHUIO
YIPaBICHYECKOH MAEATENBHOCTH M OpraHu3aluu paboThl € JOKYMEHTaMH B
Aesnonpon3BoacTee OpraHu3aluy.

1.4. IlonoxeHus WHCTPYKIUU PACTIPOCTPAHSIOTCS HA OPraHU3aIUIo paboTEI ¢
OPraHM3allHOHHO-PACIOPSIUTENEHEIMU  TOKYMEHTAMH HE3aBHCHMO OT BHAA
HOCHTEJIsl, BKJIKOYas IOANOTOBKY, PETHCTPAlMIO, YU4eT W KOHTPOJb HCIIOJHEHHS
JOKYMEHTOB, OPraHHM3alMI0 UX TeKYLIEero XpaHeHHs, OCYIIECTBISEMBIE ¢ IOMOMIBIO
HHOOPMAIMOHHO-KOMMYHHKAIIMOHHEIX TEXHOJIOTHIA.

1.5. OcobGeHHOCTH OpraHH3alM¥ paboThl C JOKYMEHTAMH, COIEPKAIIIMH
HH(QOPMAIMIO OTPaHUYEHHOTO HOCTYNA (KOMMEPUECKYI0 TaifHy, NepcoOHAlbHEIE
JIaHHBIE ¥ HHYIO KOHOHUISHIMANBHYIO HH(POPMAIIHIO), PEryIHPYIOTCS OTACIbHBEIMA
HOPMATHBHBIMH AaKTAMH, YTBEP)KIAaeMBIMH mHupexkTopoM Opranusanuu (maiee —




PykoBoaurens).

1.6. Tpebosanus macrosmedi Muctpykuum x paGote ¢ Oyxranrepckoi,
MeMIMHCKOH K APYro# CIeNHANbHOM LOKyMeHTanMeH pacipOCTPaHSIOTCS JIHIIb B
4acTH OONMX NpPHHIMIOB paGoThl C JOKyMEHTAMH, a4 TAaKKE IIOJIOTOBKH
JIOKYMEHTOB K Ilepefjade Ha apXHBHOE XPaHEHHE.

1.7. Opranmsamus, BeneHHe M COBEPIIEHCTBOBAHHE NENONPOH3BOJICTBA HA
OCHOBE ©IMHOM TONMTHKY ¥ TPHHIMIOB, IpPUMEHEHHEe COBPEMEHHEIX
MH(QOPMALMOHHBIX TEXHONOTHH B paboTe C JOKYMEHTAMH, METOIHUEecKOe
PYKOBOJCTBO M KOHTPOJb COOMIONEHMS IOpANKa DPaGoTBl ¢ JOKyMEHTAMH B
Opranusanun BosnaraeTcs Ha JO/KHOCTHOE NIMIO, OTBETCTBEHHOE 33 BeJEHHE
ACNONPOU3BOACTBA (Jasnee — JlenonponsBoauTens).

Henonpoussonurens OpraHuszanuu JeiicTByeT HA OCHOBAHHH HOKHOCTHOM
HHCTPYKLHH, YTBepKaaeMoii PykosonuTenem OpraHu3anuu U Onpeensomeii ero
3a/1a9u U QYHKIHHY, IIpaBa H OTBETCTBEHHOCTb.

1.8. JlomxHoCTHEIE 00g3aHHOCTH, mpaBa u OTBETCTBEHHOCTE
JlenonpoussoguTens ¥ HHBIX PaGOTHHKOB, OTBETCTBEHHBIX 33 OPraHU3ALMIO
PaboTEI C IOKYMEHTaMH, OTIPEIENSIOTCS HX JOKHOCTHBIMH HHCTPYKIIASIMEL

1.9. Ha nepron otmycka, KOMaHIMPOBKH, GONE3HH WK B CIyYae YEOIBHEHHS
HenonponsBoputens OpraHusaiuu  o0s3aH IepelaTh BCEe HAXONSAIIWECS Ha
UCTIOJIHEHMH JIOKYMEHTHl JApYroMy pabOTHHKY IO YyKazaHWi PykoBoguTens
Opranu3zanum.

Ilpn cmeHe J[lenompou3BOAMTENS COCTABIAETCS aKT NpHEMA-Iepeadn
IOKYMEHTOB U JIeJl.

1.10. Conepxanue cnyxeOHBIX JOKYMEHTOB He MOINEXUT pPasTIALICHHIO.
BsaumozeiicTre co cpeacTBaMH MaccoBOM MH(OpPManum, Hepefaya MM Kakoi-
a0 WHGOpMAIMK WM JOKYMEHTOB M HMX KONMH JOIYCKaeTcs TOIBKO ©
paspemenuss PykoBogurens OpraHusalii WIM HHOIO YINOJTHOMOYEHHOTO HM
JOJDKHOCTHOTO JIHIIA.

PaGorauku Opranusauuyu HecyT NUCLHUILTHHAPHYIO, AIMHHHCTPATHBHYIO H
HHYIO, YCTaHOBIEHHYIO 3aKOHOnaTenscTBoM Poccuiickoit @enepauun (ctateu 192,
193 TK P®; myrktel 2; 15.11ctateu 13.25 KoAIl P®; crates 7 ®enepanbHOro
3akona or 06.12.2011 Ne 402-®3 «O OyxranTepcKoM ydeTe»), OTBETCTBEHHOCTb 3a
HapyIIeHHe CPOKOB XpaHEHHs MOKYMEHTOB, YTPAaTy H HECAHKIHOHHPOBAHHOE
YHHYTOXKEHHUE CITy)KeOHBIX JOKYMEHTOB.

1.11. Tlpu ytpate nokymeHToB pabGoTHHKE OpraHu3audd HHGOPMHPYIOT
Hemompouspoaurens  OpraHusaupd, IOCIe HYEro OPTaHHM3YeTCss  PO3BICK
JOKYMEHTOB.

Ecnu po3sick IOKyMEHTOB He JaeT pe3ylbTaTa COCTaBIsAETCS aKT, B KOTOPOM
yKa3bIBAIOTCA JAaHHBIE YTPAYeHHOrO NOKYMEHTa, @ Takke OOCTOATENbCTBA, IIPH
KOTOPBIX IIPOHM30IILIA YTPATa, IOCIIE Yero MPEANPUHUMAIOTCS MEPHI TI0 3aMEIIEHUIO
JAHHOTO JIOKYMEHTA 3aBEPEHHOM KOIKEH TOKyMeHTa.

1.12. UncTpyKknus mo AeonpousBofcTBY B OpraHM3alldM yTBEpKIAeTCH
PyxoBogutenem Opranusaiiiu.

1.13. Ilpasuna pabGoTel ¢ JOKYMEHTaMH B CHCTEME 3JIEKTPOHHOTO
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Aokymentoobopora Oprammzanuu (manee — COJI) ¥ MHBIX HH(GOPMAIMOHHBIX
CHCTEMax, B KOTOPBIX OCYIIECTBISETCS CO3JaHHe (BKJIIOYEHHE) U XpaHCHHE
AOKYMEHTOB, HE IOJDKHBI BXOAUTh B IPOTHBOPEYHE C IOJOXKEHUSIMH HACTOSIIECH
Unctpykimn (3neck u mamee — B ciayvae HenonibsoBaEms COJI ¥ MHBIX
MHQOPMALMOHHEIX ~ CHCTEM  W/WIM  JaibHeHmell  HeOOXONUMOCTH WX
UCTIONB30BAHU ).

II. loxymeHTHpOBaHHE ynpaB/eHYeCKOH A TeIbHOCTH

2.1. B cooTBerctBHH C 3aKoHOAaTeNbCTBOM Poccuiickoit Penepauum u
HeueHckoi#l Pecry6iuku, NOKaTbHBIMA HOPMATHBHBIMA aKTaMH B OpraHusauum
M3JIAI0TCS OPraHU3alHOHHO-PACIIOPSIHTENIBHBIE JOKYMEHTEL

2.2, OpraHH3alHOHHO-PACIOPAINTENEHBIE JOKYMEHTHL, CO3/2BAEMbIE B
mestensHOCTH  OpraHusalud, JOKHBI OBITH ODOPMIEHBI 1O TpaBHIaM,
YCTaHOBIIEHHBIM HacTosAel VHCTpyKuneii.

Brocute Kakue-mu6O HCTIpaBieHHs WM J00aBleHHS B IIOAIIHCAHHBIE
(yTBep)K/IeHHbIE) TOKYMEHTHI HE JOMYCKAETCH.

2.3. OcoGeHHOCTH O(OPMIEHHS NOKYMEHTOB, OTPAXKAIOIMMX CIETHDHKY
ONpeeICHHBIX BUIOB HesaTenbHocTH OpraHmsaiyy, a Takke NpaBuia OpraHu3aliy
paboThl ¢ JaHHBIMM JOKyMEHTaMH MOTYT YCTAHABIMBATHCA OTHCIBHBIMH
JIOKaJTEHEIMA HOPMaTHBHBIMHU akTaMu OpraHH3alHy.

2.4. Cospnanue noxymerToB B Opranusanuu B ciydae ucronszoanus COJI, B
LensX TOBBINEHHS 3(dexTuBHOCTH ucnons3oBanus COJl, ocymecTeisercs c
HCIIOJIB30BaHMEM IA0IOHOB GIAHKOB JIOKYMEHTOB ¥ MIAGIOHOB JOKYMEHTOB.

OneKTpoHHble mMAabiIoHBl GIaHKOB TOKYMEHTOB IOIKHEI GBITE MAEHTHYHBI
OJIaHKaM JOKyMEHTOB Ha GYyMaXKHOM HOCHTEIIE.

2.5. [lns co3manus MOKYMEHTOB, OTPAKAIOLIMX CIEMU(HUKY ONpeneneHHbX
BUJIOB AeATensHOCTd OpraHu3aliy, ¥ yIpPaBlIeHHs JaHHEIME TOKYMEHTAMH MOTYT
HCIIONIB30BATECA JAPyrHe HHPOPMALOHHEIE CHCTEMBI.

2.6. loxymenTsl Opraamsanuu ohopMISIOTCsS Ha GIaHKax MITH CTAHIAapTHBIX
auctax Oymaru popmata A 4.

2.7. Jlns M3roTOBNEHHUS JOKyMeHTOB B OpraHumsaniy UCIONb3YIOTCS:

o0ruii Gnank;

OJlaHK MPHKa3a;

OMaHK MHUCbMa IS BEJCHHS TEPENUCKU C OPraHW3alUsIMH W TPaKIaHAMH,
HaxonsaIMMHucs Ha TeppuTopul Poccuiickoit @enepammm.

ITo pemennro PykoBoautens B OpraHu3ainiyd MOIYT HCIIOJIB30BAThCS JPYTHE
OnaHku: 611aHK IPOTOKOIIA, GAHK CIIPaBKH, OJIAaHK PE3OJIIOLMH H Jp.

2.8. Ilpyu M3maHMU NOKYMEHTOB Ha CTaHAAPTHBIX JIMCTAX OyMard Ha HMX
BOCIIPOM3BOAATCA PEKBU3UTHI, HEOOXOIUMBIE Il JOKYMEHTOB KOHKPETHOTO BHUA
WU pa3HOBUIHOCTH.

2.9. IlpoextupoBanue ONAaHKOB [JOKYMEHTOB OCYINECTBISETCS B
cootsetcTBUE ¢ [OCT P 7.0.97-2016.

B coorBerctBum co crareeii 12 3akonma YP ot 25.04.2007 Ne 16-P3 u
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COCTaBHbIE YaCTH PEKBU3UTOB MOTYT Pa3/IeNATECS JOTONHUTEIEHBIM HHTEPBATIOM.

Ecni TOKyMEHT TOTOBHTCS JUIsi M3[aHus ¢ YMEHBIIEHHEM MacmTaba, TeKcT
neJaTaeTcs Yepes 2 HHTepBaa.

Wutepsan Mexy OykBaMH B CIIOBaX — OOBIYHEIA. VIHTepBan MeXIy ClOBaMK
— 1 mpoben.

CTpOKH peKBU3HTOB BEIPABHUBAIOTCS 110 JIEBOH TPAHHIIE 30HEI pacroIoXeHus
PEKBH3HTA WM LCHTPYIOTCS OTHOCHTENBHO CAMO# [TMHHOM CTPOKH.

JiiMHa caMoll JMHHOM CTPOKH PEKBM3WTZ TIPH YITIOBOM DACIIONOMKEHHH
PEKBU3UTOB — He Goiee 7,5 cM.

JlniHa caMoO¥ JUTMHHON CTPOKM PEKBH3HTA IMPH TPOIOIBHOM PACIIONOKEHHH
PeKBU3NTOB — He Oomnee 12 cm.

2.19. [lomyckaeTcss BBINENATH IIOMYKHUPHBIM MPH(TOM  PEKBH3UTHI
«apecaT, «3arojloBOK K TEKCTY» HIIH «IOJHCHY, a TAKKE OTAEIbHBIE (ParMeHThI
TEKCTa.

2.20. Tlpn mNOATOTOBKE MHOTOCTPAaHWYHEIX JOKYMEHTOB odopmisieTcs
THTYJIBHBIA JTHCT (mpHJoxkenne Ne 1).

2.21. CocraB peKBH3HTOB, HCIONB3YeMBIX IS OMOPMICHHSA IOKYMEHTOB,
OMpEeIeIAeTCs BALOM (Pa3HOBHJHOCTBIO) OPTaHH3ALMOHHO-PACTIOPSIUTEILHOIO
JOKyMeHTa.

2.22. Tlpu noAroToBKe J0KyMeHTOB OpraHu3alliy HCIIOMb3YIOTCS PEKBH3UTEI,
ycranosnernsie ['OCT P 7.0.97-2016:

05 — HaMeHOBaHKe OPraHU3AIHHY - aBTOPA JOKyMEHTa,

06 — HanMeHOBaHKE CTPYKTYPHOTO 10/Ipa3/IeNieHus - aBTOPA JOKYMEHTa,

07 — nanMeHOBaHME TOILKHOCTH JIMLA - ABTOPA OKYMEHTA;

08 — cripaBo4HbIe JaHHBIE 00 OpraHM3aLKy;

09 — HanMeHOBaHUE BU/IA IOKYMEHTA;

10 — nara mokymeHTa;

11 — perucTpalliOHHEI HOMEDP IOKYMEHTA;

12 — cchiKa Ha perMCTPallHOHHEIH HOMED M J1aTy MOCTYIHUBIIEro JOKYMEHTa,

13 — MecTo cocTaBienus (M3MaHAs) TOKyMEHTA;

14 — rpu¢ orpaHHYEHHS JOCTYIIA K JIOKYMEHTY;

15 — agpecar;

16 — rpu¢ yTBEepXKIEHUSA TOKYMEHTA,

17 — 3aroa0BOK K TEKCTY;

18 — TexcT noKymMeHTa;

19 — oT™MeTKa O IPHIIOKEHHH;

20 - rpu cornacoBaHus TOKyMEHTa;

21 — Bu3a;

22 — IOAIINCE,;

23 — oT™eTKa 06 37eKTPOHHOM MOMAIHCH;

24 — neyars;

25 — oTMeTKa 00 HCIOJIHUTENE;

26 — oTMETKa O 3aBEPEHUH KOIUH;

27 — oTMETKA O MOCTYIUIEHHH JOKYMEHTA;




28 — pezomorus;

29 — OTMETKa 0 KOHTPOJIE;

30 — oTMeTKa O HampaBlIeHHH JOKYMEHTA B JIETIO.

Pacronoxenre W TpaHHIBI 30H PeKBH3WTOB Ha Omamkax OpraHusaunuu
NPHUBEZIEHE] B NpuioskeHnn NeNe 2, 3,

B cootBerctBum mynkrom 6.5 TOCT P 7.0.97-2016 pexBuzutsl 05, 06, 07,
08, 09, 13, orpaHMYHMTENBHBIC OTMETKH s pekBu3uToB 10, 11, 12 B npenenax
TPaHHUI] 30H PacIioI0XKEHHs PEKBU3UTOB Pa3sMEINAIOTCSA OMHIM M3 CIIOCOO0B:

UEHTPOBAHHBIM (HA4al0 U KOHell KaXZOH CTPOKH DeKBH3HTOB PaBHO
YAQAJIeHBI OT PAHHMII 30HBI PACIIONOKEHNA PEKBH3UTOB);

¢narosbM (Kax/1as CTPOKA PEKBU3HTOB HAYUHAETCS OT JIEBOM IPAHMUIIEI 30HBI
PAcCIONOKeHHs PEKBU3UTOB).

2.23. O6mmii 6nank OpraHM3alldd UCTIONB3YETCS IS M3TOTOBIEHHS JIFOOBIX
BUJIOB JOKYMEHTOB, KpOME€ [EJOBOro (Ciye0HOro) MHCBMa H BKIIOYaeT
CIIeyIOIUe PEeKBU3UTEL:

HaUM@HOBaHHE OpPraHu3allMd (B COOTBETCTBHH ¢ IyHKTOM 2.9 HacTosei
WHcTpyKiwm);

OTMETKH I pPasMEIleHHs  DPEKBU3UTOB  «HaTa  JOKYMEHTa»,
«PETMCTPALlMOHHBIH HOMEP JOKYMEHTa»;

MECTO COCTaBJICHUS WA U3JIaHUs TOKYMEHTA (MpHJIoKeHne Ne 4).

2.24. bnank nprKkasa OpraHi3alii BKIOYAET PEKBU3HUTHL:

HaUMEHOBaHWE OPraHW3allMi (B COOTBETCTBMH C IyHKTOM 2.9 HacTosmei
Unctpykimn);

HaMMEHOBaHKE BUA JIOKYMEHTA;

OTMETKUM A pasMEIIEHHs  PEeKBH3HTOB  «Oara  JOKYMEHTay,
«PETUCTPALHOHHBIH HOMED TOKYMEHTAY;

MECTO COCTaBIEHHS WU U3JaHHS JOKYMEHTA.

2.25. bnank nucsMa OpraHU3aiiy BKIIOYAET CEAyIOIHe PEKBU3HTHL:

HaNMEHOBaHHe OpraHu3alMd (B COOTBETCTBHH C ITyHKTOM 2.9 HacTosIei
WucTpykium),

CHIpaBOYHLIE JaHHBIE 00 OpraHu3alluH (B COOTBETCTBHH C IMyHKTOM 2.9
Hacroswel MacTpykiun);

OTMETKH  JUIi  NPOCTAaBICHHA  PEKBH3HTOB  «JaTa  JOKYMEHTa»,
«PerucTPauMOHHBIA HOMED JOKYMEHTa», «CChUIKAa Ha PErHCTPAlMOHHEBIA HOMEp H
JiaTy NOCTYIHBLIETO JOKYMEHTAY.

B Ourank IIHCBEMa JODKHOCTHOTI'O JIUIIA JOMOJIHUTEJIBRHO BKIIHOYASTCS PEKBHU3HUT
«HAUMEHOBAaHWE JIOJDKHOCTH JIMLIA@», a B OJaHK IHMCEMA CTPYKTYPHOIO
nonpaszieneHus (COBEIIATENEHOIO, METOAMYECKOTO, SKCIEPTHOrO MJIH HHOTO
oprana) Oprasu3aiuy — HAUMEHOBaHHE CTPYKTYPHOTO HOApa3AeeHHs.

2.26. Buytpennne moxkymentsl Opradmsanyy, ohopMisieMble He Ha GiaHKe,
JOJBKHBL COJIEPIKATH COOTBETCTBYIOLINE BUAY JOKYMEHTA PEKBU3HTHI.

2.30. HawmenoBanue OpraHmzanud Ha OJaHKe JOKYMEHTa JOJDKHO
COOTBETCTBOBATh HAMMEHOBAHHUIO IOPUIMYECKOro JHNa B yertaBe Opranmsanuu. Ha
OnaHkax JOKYMEHTOB YKasbIBAacTCs [OJHOE OQHIMATIGHOE HAHMEHOBAHHE
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Opranusanuu C  ykasaHueM ero OpraHH3aLMOHHO-TIPABOBOH (OPMEI, HAx
HauMeHOBaHWeM OpraHu3allii yKa3blBa€TCS HAMMEHOBAHHE BBINIECTOSTIEH
OpraHu3alMM, mO0J HauMeHOBaHHeM OpraHM3aldd B CKOOKax yKa3hIBaeTCs
COKpalleHHOe HanMeHoBaHie OpraHu3aliy, IPeIyCMOTPEHHOE YCTABOM.

231. HaumeHOBaHME CTPYKTYPHOTO TNOApasfelleHHs (B TOM dHCie
KOJIETHANIbHOTO, COBELIATENbHOTO MM HMHOTO OPraHa) YKa3hIBaeTCi B OJaHKax
muceM W ONaHKaX — KOHKPETHBIX  BHAOB  JIOKYMEHTOB,  H3JaBAeMbIX
COOTBETCTBYIOIIMMH  TOJAPA3NENEeHMSIMH B COOTBETCTBHH C  JIOKAIBHBIMH
HOpMaTHBHbIMH aktaMu Opranwsamyu. Han HawMmeHoBaHuweM MojpasieneHus
yKas3blBaeTCs HauMeHoBaHHe OpraHusalMu, YbHM  KOJUICTHAJIBHBEIM KK
COBEIATEIbHBIM OPraHOM OHO SBIISETCS.

2.33. CnpasouHsle faHHbIe 06 Opranusanuy yKa3slBalOTCs B OJaHKax MHECEM
¥ BKIIOYAIOT: MOYTOBKIA ajapec OpraHm3auuy (IONOIHHUTEIEHO MOXKET YKa3bIBATECS
azipec MecTa Hax0XIECHHUs IOPUIUYECKOrOo JINIA, CJIM OH He COBMANAET ¢ IIOYTOBEIM
azipecom); HoMmep Tenedora, daxca, aapec IEKTPOHHOMN MOYTHL, CETEBOH ajpec, a
TaKKe KOA oprausanuu no O6mepoccuiickoMy KIaccHPUKATOPy NpeanpusTHii 1
opranusanmii (OKIIO), ocHOBHOM rocynapCTBEHHBIH PETHCTPAIMOHHBIH HOMep
opranuzanun (OI'PH) u mpeHTHOHKAIMOHHBIA HOMEP HAIOTOMIATENBIUKA/KO
TIPUYKMHEI [IOCTAHOBKH Ha Hanorosslil yuer (MHH/KIIIT).

B cootBeTcTBHM ¢ TOANMYHKTaME B)-3) myHkTa 22 pasgena II TMpasmn
OKa3aHUs YCIIyT IIOYTOBOH CBA3H, yTBEPKICHHBIX IIPHKa30M MHUHHUCTEPCTBA CBA3H H
MaccoBbIX KoMMyHuKanui Poccutickoit @eneparm ot 31.07.2014 Ne 234 (manee —
IIpaBuia OKa3aHus YCIYr IOYTOBOH CBSI3M) IOYTOBEIA anpec YKa3hIBAaeTCH B
CIeRYIOLIEH MOCIeNOBATEIEHOCTH: Ha3BaHHE YIWIbl, HOMEp J[0Ma, Ha3BaHHE
HacCeJIeHHOr'0 IIyHKTa, Ha3BaHWE paliOHa, Ha3BaHUE CYOBEeKTa, IOUTOBEIN HH/EKC.

2.34. HaumeHoBaHHE BHJIA JOKYMEHTA YKA3EIBAETCS HA BCEX JOKYMEHTAX, 3a
HCKIIIOYEHHEM JIENIOBBIX (CIIy:KeOHBIX) MHUCEM, PacrojiaraeTcs Moj HauMeHOBaHWEM
Opranuzanun (oApa3AeNens, T0KHOCTH]).

2.35. Jlata [OOKyMeHTa JO/DKHA COOTBETCTBOBAaTh IaTeé [OANMCAHUS
(YyTBepKaeHHs) OKYMEHTa MM (B IIPOTOKOJIAX) JaTe COOBITHS, 3a()MKCHPOBAHHOTO
B TIOKyMEHTe.

JlaTa TOKyMeHTa 3aMKiChIBAETCS B MOCIEI0BATENEHOCTH: JEHEL MECSIla, Mecsl,
roj OAHHMM M3 OBYX CIIOCO0OB:

apabckumMu ubpaMu, pasjeneHHBIMA Toukoi: 05.06.2019;

cloBecHO-MbpPoBEIM criocobom: 05 mroug 2019 r.

Ha moxymeHTax, oopMiIAeMbIX Ha OIaHKe, JaTa JOKYMeHTa MpOCTaBIAeTCs
IO PeKBH3HUTAMH «HAMMEHOBAaHHE BHIa NOKyMeHTa» (B OnaHKaX KOHKPETHBIX
BHJIOB JIOKYMEHTOB) 1 «CIIPABOYHEIE IAHHEIE 06 opranuzauuny (B 6IaHKaxX IMHCEM).

JlaToli nOKyMeHTa, U3/JaHHOTO COBMECTHO JIByMs MM GOliee OpraHu3alysmMu
(DOMKHOCTHBIMU JIMIIAMH), SBIAETCS 1aTa IONMMCAHHSA MOKYMEHTa MHOCIeIHeit
CTOPOHO.

2.36. PerucrpanyoHHBI HOMEp NOKyMeHTa — HU(POBOI WiIH OyKBEHHO-
uahpoBoi HIEHTHDUKATOP JOKYMEHTa, COCTOSINHM M3 MOPSAKOBOrO HOMepa
JNOKYMEHTa, KOTOpBIH, Mo YycMoTpeHmI0O OpraHusalii, MOMET HONOJIHATECS
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IUGPOBEIMM MMM OyKBEHHBIMH KOZamMu (MHIEKCaMH) B COOTBETCTBHH C
HCIIONIB3YEMBIMH KJIacCH(UKaTOpaMH.

Ha noxymenTe, cocTaBlIeHHOM COBMECTHO ABYMS H Goliee OpraHH3aIHsIMH,
IIPOCTABNSIOTCS PErMCTPALMOHHEBIE HOMEpa JOKYMEHTA, IPHCBOCHHBIE KaXIOH w3
OpraHm3alui. PerucTpanuoHHBIe HOMepa NPOCTABISAIOTCS B TOPSAKE YKA3aHUS
HaUMEHOBaHHM OpraHH3al|ii B 3arolloBOYHOH dacTH (mpeamByre) AOKyMeHTa W
OTACJIAIOTCS APYT OT ApYra KOCOM 4epToi.

2.37. Ccpuika Ha PErHCTPALMOHHBIA HOMEP M JaTy IIOCTYIMBLIETO
AOKYMEHTa, COCTOfllas M3 PErHCTPAllHOHHOIO HOMEpa M JaThl BXOMNSILEro
NIOKYMEHTa, Ha KOTOPBIH 1aeTcsl OTBET, IPOCTABISIeTC B BHIe OTMETKH «Ha Ne ... oT
...» B OJIaHKe MHCHMa.

B Tekcr mucEMa-oTBeTa CBeNCHHS O PETHCTPALMOHHOM HOMEpe M Jarte
MOCTYIIMBIIETO MUCEMa He BKIIFOYAOTCS.

2.38. Mecto cocTaBneHus (W3LaHMA) JOKYMEHTa YKa3bIBaeTCi BO BCEX
JOKYMEHTaX, KpOME JIENIOBBIX (CITy)KeOHBIX) IMHCeM, BHYTPEHHUX HH(POPMALHOHHO-
CIPaBOYHBIX JTOKYMEHTOB, a TaKXe B CIydae, €CIH MECTO HaxOKICHUS
OpraHM3al¥ BXOAUT B €€ HANMCHOBAHHE.

Mecto cocraBneHus (U3naHMS) JOKYMEHTA YKA3BIBAETCSA B COOTBETCTBHH C
NPUHATEIM aJMUHHCTPATHBHO-TEPPUTOPHATILHEIM [EICHIEM.

2.39. I'pud orpaHd¥eHus JOCTyNa K JOKYMEHTY MPOCTABISETCA B IPABOM
BepXHeM  yINly  IepBOro  JIMCTa  JOKyMeHTa  (IpoekTa  JOKyMEHTa,
CONPOBOJMTENBHOTO NHChMa K JOKYMEHTY) OT TPaHHIBI BEPXHEro MOJNsS IIPH
HAIMYHY B JIOKyMEHTe HH(OpMAaIMH, AOCTYI K KOTOPOH OrpaHHYMBACTICA B
COOTBETCTBHH C 3aKOHOAaTelscTBOM Poccuiickoii @eneparmm.

Bunel wmcnonesyemeix B OpraHuzanuy TrpupOB OrpaHHYEHHS JOCTYIA
AOJDKHBL COOTBETCTBOBATh 3aKOHOJATCIBHBIM M HWHBIM HOPMATHBHBIM IPABOBBIM
aktaM Poccuiickoli ®enepanMy U JOMKHBI OBITH 3aKpeIUVIEHEl B JIOKAIBHBIX
HOpMaTHBHBIX akTax Opramusanuu. ['pud orpaHudeHus ZOCTyma K HOKYMEHTY
(mometka «Jlns cimy>xeOHOro noJb30BanuA», rput «KoMMepueckas TaiiHa») MOXKET
AOIIOJIHATBCSA HOMEPOM 3K3EMIIISpa JAOKYMEHTa H JpPYIHMH CBCICHHAIMH B
COOTBETCTBUHU € 3aKOHOAaTenscTBOM Poccuiickoii denepanun.

2.40. ApmpecaT — peKBH3HT, HCIOJIL3YEMEIH HpH O(DOPMIEHHH IEIOBBIX
(ciy>xeGHEIX ) THCEM, BHYTPEHHUX HH(OPMaLHOHHO-CIPABOYHEIX JOKYMEHTOB.

AzpecaToM  JOKYMEHTa MOXET OBITh OpraHHM3alMf, CTPYKTYpHOE
HoJipas/elIeHMe OPraHu3aliy, JOJDKHOCTHOE HIIH (PU3MYECKOE JIUILIO.

Pexeuzur «agpecar» odopmiserca Ha GIaHKe ¢ YITIOBEIM PACIOIOXKEHHEM
PEKBH3UTOB — B BepXHell IpaBoii yacTH HOKyMeHTa (IIpH HCIIONE30BAHHM YIJIOBBIX
OnaHKOB Ha [BYX S3BIKaX, aJpecaT pacloiaralT CIpaBa — II0J PEKBH3HTAMH
6J'IaHKa), Ha OnaHKe C OpOOOJIBHBEIM PAacCIIOJIOKEHHUEM PEKBHU3UTOB — CIIpaBa IIO0J
pekBi3uTamMu Onanka. CTPOKH peKBH3WTa «aJipecary BBIPABHUBAIOTCS 10 JIEBOMY
Kparo WM LEHTPYIOTCS OTHOCHTENBHO CAMOM JATMHHON CTPOKH.

[Ipu anpecoBanun JOKyMEHTa PyKOBOIUTENO (3aMECTHTENIO PYKOBOMUTES)
OpraHW3allMK YKa3bIBAlOTCS B JaTellbHOM IajieXke HanMEHOBaHHE JOIDKHOCTH
pyKoBoAMTENs (3aMECTUTENs PYKOBOAMTENA), BKIIOYAIOLIee HaMMEHOBaHHUE
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OpraHu3anuy, GaMHIHIO, HHUIHAJE! JOJDKHOCTHOTO juua. Hanpumep:

Hupexropy I'BY «Haumenosanue
OpraHusanumn
Oamunus U.0.

IIpu agpecoBaHuM NHUCBMa B OPraHM3AlMI0 YKA3bIBAETCS €€ IIOJHOE WIIH
COKpAalllcHHOEe HAaHMEHOBAaHHE B UMEHUTEILHOM HaexKe.

Ipu anpecoBaHHH TOKYMEHTA B CTPYKTYPHOE MOIpa3/ielieHue OPraHH3aIii B
PEKBH3UTE «ajpecar» YKa3blBalOTCid B HMEHHTEIHHOM IIaJie’ke HaWMMEHOBAHHUE
OpraHM3aliH, HIKe — HAMMEHOBAHKE CTPYKTYPHOTO nozpasaenesus. Hanmpumep:

I'BY «HanMeHOBaHHE OpraHH3aIMH»
DHHAHCOBOE YIIpaBJICHUE

IIpu anpecoBaHHM NHCEMa PYKOBOAHTENIO CTPYKTYPHOTO MOAPAa3AC/ICHHUS
YKa3bIBAOTCA B MMEHHTEJIBHOM IaJie)ke HAaVNMEHOBaHHE OpraHU3alluy, HHXKE — B
AAaTCIbHOM MAaaeXe HaMMCHOBaHHE JIODKHOCTH PYKOBOIMWTEINS, BKIIOYAIOIIEE
HanMEHOBaHHe CTPYKTYpPHOIO MOZpa3/ieNieHns, haMHIIHIo, HHAIHANEL. Hampumep:

I'BY «HaumenoBanue opraHu3aimim»
Ha‘IaJ'II)HI/IKy I[IpaBOBOIr'O OTACIIA
Oamvumust U.0.

Ilepen  damunmed JOIDKHOCTHOIO JIMNIA JIONYCKAaeTCs  YHOTPEONISTh
COKpalleHHE «T-Hy» (TOCTIOJMHY), ECITH aapecaT MyX4HHA, UK «T-ke» (TOCIoxke),
€CIIM aJipecaT KeHIMHA, HalprMep:

r-Hy @amumug 1.0.
r-e @amvumsa 1.0.

IIpy pacceulke MOKYMEHTa TpYINIEe OpraHW3alldif OIHOTO THIIA HIIM B
CTPYKTYypHbIe IIOApa3fielleHUss OJHOM OpraHu3alyy, aJpecaT YKa3hIBaeTcs
o6o0menHo. Hanpumep:

PyxoBopuTensam ¢puimanos
OBV «HauMeHOBaHUE OPraHI3AIHIDY
niin:

Hauanpaukam otaenos
ObY «HanvmeHOBaHHE OpraHU3aALIUA»

[lpu paccruike HOKyMEHTa He BCeM OpPraHM3AlHMSM WIH CTPYKTYPHBIM
NOApa3feeHHsaM IIOA PEeKBU3UTOM «Azpecar» B CKOOKax ykaspiBaercsa: «(Io
crucky )». Hanpumep:
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PyxoBomutensam ¢uanamos
DBbY «HanMeHOBaHKE OpraHU3aIHH»
(o criHcky)

CIHCOK PacChUTKH COCTABIAETCS MCTIONHATENEM.

Ecii nuceMo HanpasiseTcs B OPraHH3AIHI0 WK JOTKHOCTHOMY JIHILY M JUIS
CBElEHMA €IIE pANY OpraHW3aldid WM JODKHOCTHBIX JIMII, OOINEe KOIMUECTBO
aapecaToB He JOIKHO ObiTh Gonee YeTHIpEX, IPH ITOM OCHOBHOM afpecar
YKa3bIBaeTCs IEpBBIM, C0BO «Komus» Iepef BTOPHIM, TPETBAM, HYETBEPTHIM
aJpecaTaMH HE 1ieJaraeTcs.

B cocras pexBu3uTa «AnpecaT» MOXET BXOIUTH IOYTOBEIH ampec. DIeMeHTsI
TI0YTOBOTO a/ipeca YKa3eIBaOTCA B N0CTIE/I0BATEIFHOCTH, YCTAHOBIEHHOH TyHKTOM
22 TlpaBuI OKa3aHHUs YCIyT TIOYTOBO} CBA3H:

a) JUIst FOPHIMYECKOTO JTHIIA — IIOJIHOE HIIA COKPAIIeHHOe HAMMEHOBaHHMe (IIpK
HAJIHYHH), 11 TPAXKIAHUHA — QAMUITHS, HMS, OTYECTBO (TIOCIEIHee IPY HANTHUMK);

6) O0aHKOBCKHe PEKBH3HUTHI (I TOYTOBBIX IIEPEBOJIOB, HaIpaBIIsIeMbIX
IOPUIHYECKOMY JIHITY MM NPHHEMAEMBIX OT IOPHMYECKOTO JHIA);

B) Ha3BaHKE YJIUIBI, HOMEP I0Ma, HOMEp KBAPTHPBL;

T') Ha3BaHHe HACEIeHHOI'O MTyHKTa;

1) Ha3BaHHWe paifoHa;

€) Ha3BaHUe PECIyOITHKH, Kpasi, 06JIaCTH, aBTOHOMHOTO OKpyTa (06nacT);

’K) Ha3BaHHWe CTPaHBI (I MEXK/yHapOAHBIX [IOYTOBBIX OTIIPABJICHHH);

3) IOYTOBEIN HHIEKC.

ITouTOBBIH ampec He yKa3biBaeTCsl B IOKYMEHTAX, HANPARJISEMBIX B BEICIIHE
OpraHBI BIIACTH, BBEIIUCCTOAILIHNE OprafHd3alHyd U MOCTOAHHBIM KOPPECIIOHAECHTAM (3a
HCKIIOYCHHEM HAIPABIEHUs IIMCEM YKA3aHHBIM ajpecataM B KOHBEPTAaX C
MPO3PaYHEIMH OKHAMH).

Ilpy ormpaBKe MHCEMa IO JJICKTPOHHOHN IOYTE WIIM (DAaKCHMHIBHONH CBSI3H
(Ge3 nmocsuIKM MO TMOYTE) MOYTOBHIH aapec He ykaswiBaercs. IIpn Heo6XommMoCTH
MOXET OBITh YKa3aH 3NeKTPOHHKIH anpec (Homep Tenedona/bakca). Hampumep:

I'BY «HauMeHOBaHHE OPraHU3AIHIY
DJIeKTPOHHBIH azipec

2.41. Tpud yTBepXIeHUS MOKYMEHTA NPOCTABNISETCS HA JOKYMEHTaX B
IPaBOM BEPXHEM YLy [EpBOro JHCTa JOKyMeHTa. CTpOKH pEKBH3UTa
BEIPABHHBAIOTCA 110 JIEBOMY Kpaio HIIH LEHTPYIOTCS OTHOCHTENBHO CaMOM JTHHHOMN
CTPOKH.

Ilpu yTBepxkKIeHUN NOKyMEHTa COOCTBEHHOPYYHOH IIOAMHCEIO JOKHOCTHOTO
auna rpud yrBepxmeHus cocTouT u3 cnosa «YTBEPXKIAIO», HanMeHOBaHHA
JOJDKHOCTH JHIIA, YTBEPKIAIOMIETO JOKYMEHT, €0 TIOANNCH, HHUITHAIOB, (aMIIHH
¥ JaTsl yTBepxKAeHus. Hanpumep:
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YTBEPXIAIO

Hupexrop MBOY
«COIIINe39» r.I'po3noro
Ioamuce HN.0.@amunus
Jara Ne mpukasza

Ilpn yTBepXIeHMH JIOKyMeHTa pacIoOpsIUTENEHEIM OOKYMEHTOM TpHch
YIBEPHKICHHA cocTouT u3 cunosa «YTBEPXKJEH» («YTBEPXIEHA»,
«YTBEPXJEHbBI» wunu «YTBEPXXJIEHO»), cornacoBaHHOTO ¢ Ha¥MMEHOBaHHEM
BHJa YTBEPXKIAEMOT0 JJOKYMEHTa, Ha3BaHKs BUJIA PACTIOPALUTENBHOTO JIOKYMEHTa
B TBOPUTEJIEHOM Ia/iexke, €ro Jathl, Homepa. Hanpumep:

(Pernamenr) YTBEPXJIEH
npukazom MBOY
«COIIINe39» r.I'po3Horo
05 deppana 2019 r. Nel2

HIIA:

(ITpaBmta) YTBEPXJIEHBI
npukazom MBOY
«COIINe39» r.I'po3noro
or 05.02.2019 r. Ne12
Ilpu yTBepsKASHHH JOKyMEHTA KOJUIETHATEHBIM, COBEILIATEIBHBIM M HHBIM
OpTaHOM, PELIEHHS KOTOPOro GHMKCHPYIOTCSA B POTOKOJIE, B IpUde yYTBEPKICHHS
YKa3bIBaeTCs, HAaMMEHOBaHHE OpraHa, Jata M HOMep IpoTokona (B cKobKax).
Hanpuwmep:

(Tlonoxerue)  yTBEPXKIEHO
Komuccueii (coetom)....
MBOYVY «COILNe39» r.I'posuoro
(mporokou ot 05.02.2019 r. Nel)

2.42. 3aronoBOoK K TEKCTy — KpaTKoe COepXaHHe HOKyMeHTa. Eciu
3aroJI0BOK K TEKCTY OTBEYAET HA BONIPOC «O UeM?», OH Had4HHaeTcs ¢ mpezyiora «O»
(«O6»). Ecnim 3aronoBOK K TEKCTy OTBEYaeT HA BOMPOC «4ero?», OH COCTABIAET
OJIHO IleJI0e ¢ Ha3BaHMEM BHJA JoKyMeHTa. Hampumep:

npuKa3 (0 4&M?) 0 CO3AaHMH aTTECTAIMOHHON KOMUCCUH

MHACEMO (0 4€M?) O TIPeAOCTaBICHHH HH(GOPMALKH

aKT (uero?) mpuemMa-mepenaun aein

IPOTOKOJ (4ero?) 3aceiaHusi IKCIEPTHON KOMHUCCHH

3aro/loBOK K TEKCTY OQOPMISIETCA TIOJ PEKBH3HTAMH OjaHKA clieBa, OT
TPaHHIIBI JIEBOT'O TIOJIA.
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2.43. Tekcr JHOKyMeHTa COCTABISETCS HA T'OCYIJApPCTBEHHOM  SI3BIKE
Poccuiickoii Denepallii H rocyHapcTBEHHBIX sA3bIKax UYeweHckoil Pecny6muku B
COOTBETCTBHH €O cTaThaMH 12, 13 3akona YP ot 25.04.2007 Ne 16-P3.

Texcr moxymeHta momxeH ObITh COCTaBJIEH TPAMOTHO, SCHO, MOHSTHO H IO
BO3MOXHOCTH KpaTko. TeKcT NOKyMeHTa MODKEH COAEpXarh IOCTOBEPHYIO U
aKTyalbHY0 WMH(OPMANMIO, JOCTATOYHYIO s NPUHATHS PEIICHHH MM HX
UCTIONTHEHHSI, He JOJDKEH IOIYCKATh PA3TUYHBIX TOIKOBAHNIA.

B Tekcre noxyMeHTa, IOATOTOBIEHHOM HA OCHOBAHMH 3aKOHONATEILHBIX HITH
HHBIX HODMATHBHBIX MpAaBOBEIX A4KTOB, paHEee H3AaHHBIX PaCIOPSIUTENHHbIX
ZIOKYMEHTOB, YKa3bIBAFOTCS UX PEKBH3HTEIL:

HaHMCHOBaHHe NOKyMEHTa, HaUMEHOBAHHE OpraHa BJIacTH (OpraHW3alluH),
u31aBLiero(eif) TOKyMeHT, JaTa JOKYMEHTa, PErHCTPALHOHHBIA HOMED JOKYMEHTa,
3arOJIOBOK K TEKCTY;

HaUMEHOBaHHE OPraHU3allMd WM JODKHOCTHOTO IHIA, YTBEPAMBILIETO
AOKYMEHT, aarTa YTBCPXKACHHUSA JOKYMCEHTA.

Texer moxymeHTa MOXET COIEpXKaTh pas3lensl, MOOPa3felbl, IyHKTEIL,
NOJANYHKTHI, HyMepyeMble apabCKUMHU Hu(paMu. YpOBHeH pyOpHKAIMM TeKCTa He
JOJIKHO OBITH GONee YeThIpex.

Teker moxymeHTa U3NaraeTcd:

B IIPUKA3aX, W3NAHHBIX EIUHOJUYHO, — OT MEPBOTO JIMIA EIMHCTBEHHOIO
gpcna (... TP HK a3 bl B aoy);

B IIpHUKa3ax, U3JAHHBIX COBMECTHO C IBYMs WK 0ojiee OpraHu3aIMsMH, — OT
NIEPBOTO JIM1Ia MHOXXECTBEHHOTO YHCIA (... TP U K a3 bl B a € M»);

B IIPOTOKOJNAX 3aCefaHMil — OT TPEThEro JHIa MHOXKECTBEHHOTO YHC/Ia

(«CJIYIIAJIN», « BBICTVITMIINY, « [ IOCTAHOBWJIN» unu «PEILAJI®);
B JIENIOBBIX IIMCbMaX, 0(OpMIEHHBIX Ha Onankax OpraHu3aluu, — OT NepPBOTo JIKNA
MHOXECTBEHHOI0 UHcia (IIPOCHM, HampapiiseM, IIpeAsaraeM) Wil OT TPeThero JHuLa
eIuHCTBeHHOro uHcina («MBOVY... He Bo3pakaer...», «MBOVY... cunrtaer
BO3MOKHBIM...»);

B JOKJIAJHBIX H CIyXeOHBIX 3alMCKaX, 3adBJICHHAX — OT MEPBOrO JHUIA
eIMHCTBEHHOTO YHKCIA («IIPOIIY...», CUHTAI0 HEOOXOIUMBIM...»);

B JOKYMEHTaX, YCTAHABIUBAOIUX (YHKIHH (00g3aHHOCTH), TNpaBa U
OTBETCTBEHHOCTh CTPYKTYPHBIX IOJIpa3fie/ieHHH, KOIUIETHAIbHBIX OPraHoB,
pabOTHUKOB  (TIONOKEHWE, HWHCTPYKIHS), a4 TakXkKe COJAEPXKaIUX OMKCaHHue
CHTyanwid, aHaau3 (aKTOB W BBIBOABI (aKT, CIpaBKa), HCIOJb3yeTcs (opMa
H3JI0XKEHHS TEKCTa OT TPETHEro JIUIA €JMHCTBEHHOI'O MIIH MHOMKECTBEHHOIO 4Hciia
(«crrermanuer (pabOTHUKHM) OCYIIECTBISET (YHKIHH...», «KOMHCCHS IIPOBENA
[IPOBEPKY...» ).

IIpy OAroTOBKE TEKCTA JOKYMEHTA ClIefyeT COOMI0AATh NPaBHia HallMCaHHs
O(DUIHATEHEIX HAUMEHOBAHMH, YHCITUTENBHEBIX W IMHHI] I3MEPECHUSL.

B TekcTax JOKYMEHTOB YIOTpeOJSIOTCS OOIIENPHHATEIE aOOpeBHATyphl U
rpaduyeckue COKpaleHusl.

Ipu yxazanuu B TekcTe (QaMUIIMH JIMLA MHALEAIB CTABSITCS Hocie GaMuiuu.

B nenoBeIxX (ciy»keOHBIX) IHCEMaxX HCIIOIE3YIOTCA:
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BCTYIIUTENIEHOE OOpalleHue:

VY BakaeMslil rocrogus IIpencenarens!
VBaxkaemslit rocriogus Munnctp!
VBaxaemslii rocrionun Misanos!
YBaxaemas rocrioxa [lerpopa!
YBaxaemsbiit UBan ITerpoBmu!
VYBaxaemas Arna Hukomnaesua!
VBaxkaeMsble rocrmoaa!

3aKIIOYUTEIbHAS STHKETHAS (paza: «C yBaxeHHeM, ...».

HanMeHoBanue nomxHOCTH B 0OpalleHMH NMINETCS C TIPOMHCHOM GyKBEI, B
ofpalieHuu 110 (haMIIHK HHHLHAIBI JIAIA HE YKA3BIBAIOTCS.

244. OrMeTka O TIPHIOXKEHHH COJEPXKUT CBENEHHS O JOKYMEHTe
(lokyMeHTax), TmpHIaraeMoM K COIPOBOIUTENIBHOMY — THCBMY, HHOMY
HH(OPMALMOHHO-CTIPABOYHOMY JOKYMEHTY, MIIM O TOM, YTO JOKYMEHT SIBISETCS
NPAUJIOXKEHHEM K OCHOBHOMY NOKYMEHTY (HOPMaTMBHOMY, PACIOPSAUTENEHOMY HITH
HHOMY ).

B compoBopuTenbHBIX MECBEMaX M JAPYTHX HH()OPMAIMOHHO-CIPABOYHBIX
JIOKyMEHTaX OTMETKa O HPUIOKEHHH O(OPMIIETCS MOI TEKCTOM OT IPAHHIGLI
JIEBOT'O TIOJIS CIIEYIOIINM 06pasom:

CCJIM IPHJIOXKEHHE HA3BaHO B TEKCTE:

Ipunoxenwe: na 2 1. B 1 5x3.
eCITH MPUJIOKEHHE HEe Ha3BaHO B TEKCTE MM €CIIH MPHIOKEHHH HECKOIBKO:
IIpunosxxenwe: 1. IToJoxeHHe 0 KOMUCCHH. .. HA 5 JI. B 1 9K3.
2. CripaBka 0 KaIpOBOM COCTaBe YIIpaBleHHs PETHOHAIBHOTO
KpeauToBaHus Ha 2 J1. B 1 5K3.
€CJIH NIPUNOXKeHHE (MPUITIOKEHHS) COpOIIIOpoBaHo(bl):
ITpunoxenwue: B 2 3k3.

IIpunoxenre: oTyeT 06 OCHOBHOM NESTENEHOCTH B 2 BK3.

€CITH OKYMEHT, SABJIIOLIMHCS MNPHIOKEHHEM, HMEeT IIPUIOXKEHHS C
CaMOCTOSTEJIBHOM HyMepaluell cTpaHull:

[Ipunoxenue: joroop okaszanus ycayr ot 05.09.2018 Ne 32-17/72 u npunoxeHus
K HEMY, BCEro Ha 7 JI.

C€C/IM IMHCBMO HAIIPABIAETCA HECKOJBKHM ajpecaraM, a JOKyMEHT-
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IIPHANIOKEHHUE TOBKO NIEPBOMY apecary:
Ilpunoxenue: Ha 3 J1. B 1 9K3. TONBKO B TIEPBEIif ajpec.

CCJIM TIPUIIOKECHHUEM SIBIISIIOTCA HOKYMCHTBI, 3allHCaHHEIE HA (1)H3H‘IGCKH
000CO0EHHBI IIEKTPOHHBIN HOCHUTEE:

ITpunoxenue: DVD-R B 1 3k3.

Ipu sToM Ha BKnajkime (KOHBEpTE), B KOTODHIH MOMEINAETCS HOCHTEID,
YKasblBAlOTCA HAaHMEHOBaHWs JOKYMEHTOB, 3allMCAHHBIX HA HOCHTENb, HMMEHA
taitnos, 06sem B GaiiTax.

B pacnopsnnTensHbX fOKyMeHTax (IpHKasax), JOroBopax, MONOKEHHSX,
NpaBUiax, WHCTPYKUMAX H OPYIMX [JOKYMEHTaX OTMETKa O IPHIOKEHHUH
otopmiIseTcs: creayromuM ob6pazom:

B TEKCTE NOKyMEHTa IPH II€PBOM YNIOMHHAHWH JOKYMEHTA-IIPHIOKEHUS B
CKOOKaX yKashlBaeTcs: ...(NPHIIOKEHHE) W ... (TIpuyioxkenHe 1), ... (mpunoxxenue
Ne 1);

Ha I€pBOM JIHCTe NOKYMEHTa-TIUJIOKEHHS B IPABOM BEPXHEM YLy
yKa3bIBaeTCH:

IMpunoxenne Ne 2

K npukasy MBOY

«COIII Ne39 r. I'posHoro
or 15.01.2019 Ne 18

Ecin npunoxenreM K paciiopsuTeIbHOMY JOKYMEHTY SBISCTCS JTOKATBHBLH
HOPMATHBHBIA ~ aKT WIM  HWHOM  JOKYMEHT, yTBepXKAaeMEIH  JaHHBIM
PacmopsUTEILHBIM TOKYMEHTOM, Ha MEPBOM JIUCTE IPHIOKEHHS MPOCTABIAETCS
OTMETKA O NPUIONKeHUH (6e3 CCHUIKM Ha PACTIOPSAJHTENBHBIN TOKyMeHT) U rpHd
YTBEPXKICHNS, B KOTOPOM YKa3bIBAIOTCS AaHHEIE PACIOPSAUTENHHONO MOKyMEHTa,
KOTOPBIM YTBEPXK/JIEH JOKyMEHT-IIpANOXeHne. Hampumep:

TTpunoxkenne Ne 1

YTBEPXJIEHO
npukazom MBOVY
«COLI Ne39» r. I'possoro
ot 18.03.2019 Ne 21

2.45. Tpud cormacoaHus NPOCTaBISETCS HA NOKYMEHTE B CIydae ero
BHEIIIHETO  COINIacoBaHHMs  (COTJIAacCOBaHWE C OpraHaMM  BIACTH, HHBIMH
OpraHu3aliAMH, JOJDKHOCTHBIMH JIMLIAMH ).

I'puc cormacopanus B 3aBECHMOCTH OT BHAA IOKYMEHTA M 0COOEHHOCTEil ero
o(opMIIEHHS MOKET MPOCTABIATECS:
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HA NEPBOM JIHCTe JOKYMEHTa (€CIM JOKYMEHT MMEeT TUTYJIBHBIN JIHCT, — Ha

TUTYNEHOM JIMCTE) B JIEBOM BEPXHEM YTIIy Ha YPOBHE rpua YTBEPKICHHS WM TIOI
HaHMEHOBaHHEM JIOKyMEHTa OIIKe K HIDKHEMY TI0JII0);

Ha MOCIENHEM JIACTE NOKYMEHTA 104 TEKCTOM;

Ha JTUCTE COIIACOBAHMUS, SBISIOMEMCSA HEOTEEMIIEMOM YaCThIO JOKYMEHTA.

I'pud cornacosammsa cocrout w3 cnosa «COIJIACOBAHO», momxHOCTH
L@, ¢ KOTOPBIM COINACOBAH TOKYMEHT (BKIFOYas HAMMEHOBAHWME OPTraHM3AIUH),
€ro COOCTBEHHOPYYHOH MOAIHCH, WHUIHANOB, (AMHIHH, [aThl COTIACOBAHHSL.
Hanpumep:

COI'TACOBAHO

MunucTp 06pa3oBaHus U HAYKH
YeueHckoit Pecniyonmnku
[Moamuce N.0. ®amunus
Jata

Ecnu cornacosanue OCYILIECTBISETCS KOJUIETHAIBHEIM, COBEIIATEIIbHBIM HITH
WHBIM OpraHoM, B Tpube COrNiacoBaHHsl YKas3HIBAIOTCS CBEIEHHS 06 oprawe,
COTIIACOBABIIEM JOKYMEHT, JaTe U HOMepe MPOTOKOIa, B KOTOPOM 3aHKCHPOBAHO
peuieHne O COITIaCOBaHHH. Eciou COriIaCoOBaHHC OCYIICCTBIIACTCS IIHUCBMOM,
YKa3pIBAIOTCA BHI JOKYMEHTa, HaHMEHOBAHHE OpPraHM3al(iHd, COIJIACOBABILEL
JOKYMEHT, JlaTa ¥ HoMep nuckMa. Hanpumep:

COI''TACOBAHO
DKCIePTHO-TIPOBEPOUHON KOMHCCHEH
(BIIK) ApxusHoro ynpasiaeHus
INpaBuTenscra YeueHckoii PecryGmuku
(mpotoxkox ot 25.06.2019 Ne 6)

COI''TACOBAHO
nUCEMOM MuHuCTEpCTBA TPAHCIIOPTA
u cBsa3u Yeuernckoil PecriyGrmxn

ot 28.01.2018 Ne 16

2.46. BHyTpeHHee cOIVIlacOBaHHE NOKYMeHTa oQopmisercs BH30#. Buza
BBIPaXX4€T MHEHHE JIHIA, BU3UPYIOIMIEr0 IIPOEKT MOOKYMEHTA, H BKIIOYAET:
AOJDKHOCTh JIHIA, BH3HPYIOLIETO JOKYMEHT, IONIHChH, PacIIH(POBKY MO/MHCH
(unmmans, GaMunmo) u naty Busuposanus. Hanpumep:

3amecTurens aupekropa no VBP
IMoamuce HN.0. ®amunus

Hara

Ilpu Hamu4mm 3amedaHuH K JOKyMEHTY BH3Y O(GOPMIAIOT CIEOYIOLTHM
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obpazom:

3aMeqaHusA PUIATAOTCH.
3amectuTens qupektopa no UKT
[Moammuce N.0. damunus
Jara

B AOKYMEHTAax, MNOOIUHHHUKA KOTOPBIX XpaHATCS B OpraHdsalny, BH3BI
NPOCTAB/ISIOT HA MOCTENHEM JIHCTE OKYMEHTA MO IOANKCHIO, Ha oGopore
NIOCIETHEr0 JIUCTA TMOMJIMHHHKA JOKYMEHTa WM HAa JIACTE COIVIACOBAHHS
(BM3MpOBaHI), IPUIAraEMOM K TOKYMEHTY.

B ucxomsmmx JOKyMEHTaX BH3BI INPOCTABIAIOTCS HA IK3EMILIAPAX
JOKYMEHTOB, IIOMEIIaeMEIX B JIEJI0.

Ilo ycmorpenmro OpraHmsaluu — MOXET TIPUMEHSTHCS  MOJHUCTHOE
BU3HPOBAHHE JOKYMEHTA U er0 HMPHIIOKEHHIA,

Cormacopanue  TpPOEKTOB  JOKYMEHTOB  (BHEmIHee,  BHyTpeHHee)
OCYILECTBIIAETCSA B COOTBETCTBHH C NyHxTamu 4.1 —4.11 HacTosmieit MHcTpyKIum.

2.47. Tloamucs  BKTIOYAET:  HAHMEHOBaHHE  JOJHKHOCTH JIAIa,
NOINHCBIBAIOIETO IOKYMEHT, €ro COOCTBEHHOPYYHYIO MOANNMCh, HHULHAEL,
(amunuro. Hampumep:

HupexTop [oanuce N.0. Oamunus

Ecmu noxymeHT odopmieH He Ha 6naHKe, B HAHMEHOBAaHHE IOJDKHOCTH
BKJIIOYAETCS HAMMEeHOBaHKe opraHu3anuu. Hampumep:

Jupexrop MEOY
«COIII Ne39» . I'pozHoro INoxnwucs N.0. ®amums

Ipu odopmneHnn JOKyMeHTa Ha GIIaHKE IOMKHOCTHOTO JIMLA JODKHOCTH
3TOrO JIMLIA B MOAMUCH He YKa3kIBAeTCs.

Iloamnuce N.O. ®amunus

inI MTOONMHCaHHH L[OKyMeHTa HECKOJIBKHMHA JOJGKHOCTHBIMH JIHLaMH,

3aHAMAIOLIHMH PA3HOE IOJIOXKEHHE, HX MOAIMCH PACIIONATaloTCs OJHA MO APYIok
B TIOCNIETOBATENIEHOCTH, COOTBETCTBYIONIEH CTATYCY NOIDKHOCTH. HampuMmep:

Hupextop [Noanuce N.O. ®amunus

3aMectuTens qupekropa no HMP IMoamuce N.0. ®amunus

Ipy noamucaHuy NOKyMeHTa HECKOIBKHMH JIMIAMH PABHBIX IOKHOCTEH HX
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MOAIIMCH PACIIONIaraloTCs Ha OTHOM yposHe. Hanpumep:

Hupextop MBOY Hupexkrop MBOY
«COILL Ne39» r. I'posroro «COII Ne 5 r. Aprym»
[oamuics N.0. Gamunusg Ioamuce N.0. ®amunusg

B 10KyMeHTax, MOATOTOBNEHHBIX KOMHCCHell, B TOIIHCH YKa3bIBAeTCS
CTaTyc JIMla B COCTaBe KoMHccHu. Hamprmep:

IIpencenatens xoMuccun IMonnuce N.0. Gamunus
UiteHB KOMHCCHH Ionmuce HN.0. Gamunus
IMoanucs N.0. Oamumus

[lpy noamucaHuy JOKYMEHTa JIMIIOM, MCIONHSIOMEM OOS3aHHOCTH
PYKOBOJ.IHTGJIH, IIOAITHCH O(I)OPMJIZGTC}I C YKaszaHHEeM cTaTyca JOJDKHOCTHOIO JIHIa B
COOTBETCTBUH C MPHKa30M (pacropsbxeruem). Hampumep:

H.o. mupexropa Ionmuce N.0. Gamunus
WA

Hcnonusromuii 00s13aHHOCTH
JHUpeKTopa [Nommucs N.0. Oamuus

Ilpy moanwcaHuK JOKYMEHTA JIMLOM, MMEIONIMM IIPABO IOAIKCH B CIIydae
BPEMEHHOT0 OTCYTCTBUS PykoBo#uTENS, HCTIpaBIeHHs B HAUMEHOBAHHE TOIKHOCTH
H pacmpoBKy ¢amuIHH IOATOTOBIEHHOrO H COIVIACOBAHHOIO MpPOEKTa
AOKYMEHTa BHOCATCA OT PYKH HIIH C HCIIOIB30BAHUEM COOTBETCTBYIOIIHX MITAMIIOB.
He pmomyckaercs cTaBHTB KOCYI0 4epTy, HAINHCh «3a» Iepe] HaHMEHOBaHHEM
JOIDKHOCTH JIHUA B IOAIKCH, €CIM JOKYMEHT IOAIMHUCEIBAET HHOE IOJDKHOCTHOE
JHULO.

2.48. OrmeTka 00 37IEKTPOHHOMN MOJNMCH HCIONE3YeTCs NN BU3yalH3allii
OIIEKTPOHHOW MOANKMCH IIOJMy4YaTeNeM NOKyMEHTa IIpH OOMEHEe 3JIEKTPOHHBIMH
OOKYMEHTaMH, IIOIIHCAHHBIMH YCHIEHHOH KBaJM(DHUUPOBAHHON 3JIeKTPOHHOMN
NDOATIUCEIO,

B cootsercTBHE ¢ 3akoHOAaTenbeTBOM Poccuiickoit @enepanui 0TMETKA 00
JJICKTPOHHOH TMOAMUCH (OPMHUPYETCS M BHU3YAIH3UPYETCS MPOrPAMMHBIMA
cpeactBamu. OtMeTka 00 3IEKTPOHHON MOAIMCH BKmOYaeT (pasy «JlokymeHT
HOJMHUCAH SIEKTPOHHOH IMOAMUCHIO», HOMEp cepTH(HKATA KIF0Ya 3JIEKTPOHHON
HOMNUCH, (GAaMUIHIO, WMS, OTYECTBO BIAJENbIA CEpTHPHKATA, CPOK JeHCTBHS
cepTUdUKaTa KIIFoya 3JeKTPOHHON moanucu. Hampumep:
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JTOKVMEHT HTOATIMCAH
Jlupextop DJIEKTPOHHOMU IMOAIIMCHIO
Cepruduxar 1a111aaa000000000011
Bnanenen ®amunus Uma Otyectso
Jeiicreurenen ¢ 09.01.2017 no 10.01.2022

N.0. ®amunmus

Ionnucanue (yTBepikAeHNe) JOKYMEHTA OCYIIECTBIACTCS B COOTBETCTBUH C
myrakrom 2.47 nacrogieit MuceTpykium.

2.49. Tleuarp 3aBepsieT IOMTMHHOCTH ITIOAINCH JOJDKHOCTHOTO NHIA Ha
AOKYMEHTaX, yJOCTOBEPSIOIINX MMpaBa JHL, QUKCHPYOIINX (DAKTBI, CBS3aHHBIE C
(UHAHCOBBIMH CPeJICTBAMH, 4 TAKKE HA MHBIX JOKYMEHTAX, IPeLyCMATPHBAOLIHNX
3aBEPEHHE IMOJMNKCH MEYaThi0 B COOTBETCTBHH C 3aKOHOAATEILCTBOM Poccuiickoii
®depeparum.

HoxymenTel 3aBepsnor meuathio Opranusauuu. IleyaTh NMPOCTABISETCS, He
3aXBaThIBas COGCTBEHHOPYYHOI MONMKCH JMLA, NOAMACABIIErO JOKYMEHT, WM B
MmecTe, 0603HadeHHOM «MI» («Mecto meyatuy).

2.50. Ormerka 06 WconHHUTENE BKIOYAET (GaMUIIMIO, UM U OTYECTBO (IIpH
HaJIMYHH) UCTIONHUTENS, HOMep ero Tenehona. OTMeTka 06 HCIONHWUTENE MOMKET
JIOTOJIHATECS. HAUMEHOBAHWEM JOJDKHOCTH, (CIPYKTYPHOIO TOAPAasieeHHs) U
ANEKTPOHHBIM aJipecoM HcmonHuTens. OTMerka 06 ucmonuuTeNe odopmisercs Ha
JTULIEBO¥ CTOPOHE MOCTEHEro JHCTA JOKYMEHTA OT IPAHMITB] JIEBOTO TIONS HITH, HpH
OTCYTCTBHHU MECTa, — Ha 000POTHO# CTOpPOHE JIHCTa BHU3Y cieBa. Hanmpumep:

WnbuH Winba Vinbid, JENONpOM3BOIHTEN L
(8712) 22-22-22, Tlyin_Iv@techno.ru

OrmeTka 06 MCTIONHHTENE MOXET OQOPMIATECS KaK HIDKHHH KOJNOHTHTYI H
eYaTaThes MPUQTOM MEHBIIETo pa3Mepa.

2.51. OrmeTka 0 3aBepeHMH KONMUM OQOPMISAETCS IS IOATBEPXKICHHS
COOTBETCTBHSL KONHM JOKYMEHTA (BBIUIMCKH M3 JOKYMEHTAa) IOMIMHHHKY
noKymeHTa. OTMETKa O 3aBEPEHHH KOIIHK IIPOCTABISETCS HA CBOOOJHOM OT TEKCTA
MeCTe WY, IPH OTCYTCTBUM CBOOOJHOrO MECTa Ha JIMIIEBOI CTOPOHE IOKYMEHTA, Ha
obopoTe JOKyMeHTa M BKIIOYAeT: CIOBO «BepHO», HaUMEHOBAaHME JOJKHOCTH
J¥la, 3aBCPHBIICIO KOIMIO; €ro COOCTBEHHOPYYHYIO IIOANNCH, pacuiudpoBKy
HOANKUCH (MHHLHAIEL, GaMHIIHIO); IaTy 3aBePeHHS KOIIHH (BBIIUCKH U3 JOKYMEHTA).

Ecnu xomus BeIaeTcs 1Sl NPEACTAaBICHHS B IPYTYIO OpraHH3aLHI0, OTMETKA
O 3aBCpCHHH KONMHHU JOMOJIHACTCA 3allChl0 O MECTE XPaHEHHsl IOKyMEHTa, C
KOTOpOro Oblla H3rOTOBJIEHA KOIMSA, X 3aBepseTcs IeYaThi0 OpPraHH3alliH.
Hanpumep:

Iopmuuunk foxkyMeHTa HaxoauTes B MBOY «COILII Ne39» r. I'posHoro B fiene
Ne 02-053a 2017 r.

Bepuo
Cexperapb TTonnuce N.0. ®amunus
Jara Ile4aTs
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Ha xommsax MHOrOCTpaHHYHBIX TOKYMEHTOB OTMETKa O 3aBEPECHUH KOIIUU
TPOCTABISAETCS HA KAKAOM JIMCTE OKYMEHTA MM HA TIOC/IEAHEM JIUCTE TIPOLIHTOrO
WM CKPEILUIEHHOTO HHEIM 00pa3’oM [OKYMeHTa. 3amuch O MECTe HaXOXKIECHHS
IOJUIMHHHKA [POCTABIILETCS TOJIBKO Ha MOCTEIHEM JIHCTE A0KyMEHTA.

Jlnst 3aBepeHns KOMUHM OKyMEHTa, H3TOTOBNEHHOMH Ha GyMaKHOM HOCHTeIE,
MOXKET HCI0Ib30BaThCs MITAMIIL.

Komuu 3nexTpoHHBIX JOKYMEHTOB, HANpaBISEMBIX MO HHGOPMAITHOHHO-
TEIEKOMMYHHUKAI[AOHHOM ~ CETH,  3aBepSAIOTCS  3NEKTPOHHON  IIOAMHCHIO
P YKOBOIUTEIIS Opranmaunn WA HWHOI'O YIOJIHOMOYEHHOI0 UM IJHlla H"
BBICBUIAIOTCS MONyYaTel0 C CONPOBOIHTENBHBIM THCEMOM B (JOPME 3JTEKTPOHHOTO
TIOKyMEHTA.

Konuu 31nexTpoHHBIX TOKYMEHTOB Ha (GU3MUecKd 050COGIEHHBIX HOCHTENIX
BBICBUIAIOTCA  IIONYYaTeNI0 C CONPOBOAHTENBHBIM IHCHMOM HA OGyMaXKHOM
HOCHTEIE.

B composogumrensHOM TmHCEME K KONHMSM 3IEKTPOHHBIX JOKYMEHTOB
YKa3bIBaeTCs:

HaUMEHOBaHWE HWH(OPMAIMOHHOW CHCTEMBl, B KOTOpOHf  XpaHSTCS
JIOKYMEHTE!;

HaMMEHOBAHNU IOKYMEHTOB, KOIIHH KOTOPHIX HAIIPABIAIOTCS [TOIYYATEIIO;

HaspaHMs (aioB TOKYMEHTOB ¢ yKasaHueM hopmaTos (aiinoB u obbema
KaxJ10ro (akina B Gaiitax;

AaTa H3roTOBJIICHUA U 3aBCPCHUS KOIIUH.

IIpu 5TOM Ha du3HEYecKkH 060cO0ICHHOM HOCHTENE HECMBIBAEMBIM MapPKEPOM
ykassiBaetcsi: «lIpunoxenue k muceMy ot (aara) Ne ... ».

Komms anexTponHOTrO NOKyMeHTa, NMpeACTABIEHHAs B BHIE JOKYMEHTZ Ha
OymaxHOM HOCHTeNe, 3aBepseTcs B IOpSJKE, YCTAHOBICHHOM HACTOSIIEH
WHctpykuwedt anmst 3aBepeHHs KONHI JOKYMEHTOB Ha GyMasKHOM HOCHTENe, ¢
yKa3aHHEM, B KaKoli HH(OPMALMOHHOM CHCTEME XPAHHUTCS HIEKTPOHHBII JOKYMEHT.

2.52. OrMeTka O HOCTYIUIEHHH JOKYMEHTA CIYKHT IS TOATBEPKIACHUSA
(axTa mocTymnneHus JOKYMEHTa B OPraHM3alHIO W BKIKOYAET ATy TOCTYIUIEHHS H
BXOIAIINNA PErMCTPAllHOHHBIA HOMep ToKyMeHTa. [Ipy HeoOXOIUMOCTH OTMETKA O
HOCTYIUICHUH MOXKET NOMONHATECSA YKA3aHHEM BPEMEHH MOCTYIUIEHHS TOKYMEHTa B
4acax U MEHYTaX M CII0c00a JOCTaBKH JOKyMEHTA.

OrMeTKka O MOCTYIJIEHHHW JOKYMEHTA MOXET IIPOCTABIATHCS C TOMOIIBIO
mrraMia.

2.53. Pe3omonus I0KHA COTEPIKATh yKa3aHHE MO MCIIONHEHHIO TOKYMEHTA.
Pesomonust odopmisiercs Ha CBOOOJHOM MecTe pabodero mons JOKyMeHTa, Ha
OnaHKe pE3OMONMH I BHOCHICS HEIOCPEACTBEHHO B CHCTEMY 3JIEKTPOHHOTO
JOKyMEHTOO0OopOoTA.

Pe3OHIOLIPI$[ JOJIKHA BKJIFOYaTh: (I)aMHJII/II'O, WHHUITHAIIBI HUCIIOJHUTEIIS
(ucnonHuTeNEl), TOPyUEHHE O TOKYMEHTY (KOHKPETHOE 3aaHHe [0 HCIIONMHEHHIO
AOKyMeHTa wWnM (OPMYIMPOBKA €M PAacCMOTPEHHS JOKYMEHTa), IpU
HEOOXOAUMOCTH - CPOK HCIIOJHEHUS, ONUCE JTAIA, BEIHECIIEro pesononuio, JaTy
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Pe30ITIOIHH
@amumua 1.0., @amunus U.0.
IIpomy noAroToBuTE NpeaIOKEHNS
k 10.02.2019 ITormcs
Jara

CpoK MCIONHEHHS MOpPYYeHHs He JOMKEH YKa3bIBATLCS, eCIM OH HA3BaH B
TEKCTe IIOCTYNHBIIEr0 NOKYMEHTa M PyKOBOOWTENs He CUHTaeT HEOGXOIMMBIM
H3MEHHTE €70 B CTOPOHY COKpAIEHHA WM SBISCTCS THIIOBBIM JUIS JAHHOTO BHZA
IOKyMEHTA.

llpu yKkasaHMHM HECKONBKHX MCIONHHMTENeH (aMHIUS OTBETCTBEHHOIO
UCTIOJTHUTEN YKa3bIBAETCS IMEPBOM, MOMUEPKHBACTCS MIH 0003HAYAETCS CIIOBOM
«OTB.» ((OTBETCTBEHHBI ).

2.54. OT™MeTKa O KOHTpOJIE CBHETENBCTBYET O MOCTAHOBKE JOKYMEHTa Ha
KOHTpOJIb, IIPOCTaBIIACTCS mTaMrnoM «KoHTpob) Ha BepXHEM MoJe JOKYMEHTa.

2.55. OtMeTka O HampaBIEHWH JOKYMEHT2 B JeN0 OMNpEAEIseT MECTO
XpaHeHHsd NOKyMEHTa IOCIE 3aBeplleHus] paboThl ¢ HMM M BKIIOYAET: cioBa «B
ACJII0», HHACKC Jielia 1o HOMEHKIIaType nel, B KOTOpO€ IMOMEINAETCS JOKYMEHT Ha
XpaHeHHe, C yKa3aHHeM rojia, J0/DKHOCTH JTHIA, ODOPMUBIIETO OTMETKY, MOAIHICH,
natel. Hanpumep:

B neno No 01-113a 2018 r.
Cexperaps
Toamuce JHara

OrMmeTka o HallpaBJICHWH HOKYMEHTa B IEJI0 MOXKET JOIOJHSITHCS KpaTKuMHu
CBEACHHUAMH O XapaKTepe UCIIOJIHEHUS JOKYMEHTA.

IIL IoaroToeka u oopmieHHe OTAILHBIX BHAOB J0KYMEHTOR

3.1. Jloxaneusie HOpMaTUBHBIE akTHI (anee — JIHA) Opranuzaruu u3xaroTes
B BHJIE NIPABHJI, TIONIOXKEHUH, HHCTPYKIUH, PETIIAMEHTOB, IepPevHE U IPyTHX BHIOB
HoKymenToB (obpasen odopmienus JIHA Ha mpuMepe NONOKEHHS NpPHBENEH B
npuioKeHun Ne 4).

JIHA mproGpeTaroT IOPUIMYECKYIO CHIy TOCIe MX yTBepXKICHHS
pacTioOps INTEIEHLIM JOKYMEHTOM (npukazom) HITH HeTIOCPEeACTBEHHO
Pyxosoautenem OpraHu3anuu 60 HHBIM yIIOJTHOMOYEHHBIM UM JIALIOM.

Pa6orauku Opranusanny He BIpase u3gasats JIHA.

3.2. JIHA moryT GBITE:

IOCTOSHHO JEHCTBYIOMHMMH (6€3 OrpaHHIeHHs CPOKA UX NPHUMEHEHHMS);

BPEMEHHLIMHU (IeHCTBYIOIMMH B TEUCHHE YKa3aHHOIO B HUX CpOKa WIH JIO
HACTYIUIEHHS OIIPeIeTIEeHHOTO COOBITHS).

3.3. OcnoBanueMm s u3nanus JIHA spmsores:

3aKOHOJIATENIEHEIE M HHBIE HOPMATHBHBIE IIPABOBBIE aKThl POCCHHCKOIR
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®ezepauu  (ykashl U pacmopsbkeHus IIpesmmenta Poccuifckoit ®denepanuu,
TIOCTAHOB/ICHUS. W pacniopskeHus IIpasutensctsa Poccuiickoit Mepepamuu, akThi
(heNIepATBHEIX OPraHOB HCTIONHUTENBHOMN BIIACTH);

32KOHOMATEeNbHBIE ¥ HHBIE HOPMATHBHBIC IIPaBOBBIE AaKTHl YeueHCKOMH
Pecny6nuku;

HOPMaTHBHBIE NMPABOBBIE aKThI OPTAHOB OCYJAPCTBEHHOM BIacTH YeueHCKo
Pecny6Onuku;

pauee m3manneie B Opranmsauuu JIHA w/wm  pacnopsaurensmbie
IOKYMEHTEI.

3.4. JIHA wzparorcs B nemsx:

YCTAaHOBICHHA HOPM, TpeGOBaHMH, IpPAaBHI B OTHOIIEHHH IpPEAMETa
HOPMaTHBHOTO PETYIHUPOBAHMUS, PaHEe He SBISBIIEMCS MPEIMETOM PEeryIHpPOBaAHHS
B OpraHu3aliiy;

M3MEHEHUS CYMIECTBYIOIMX HOPM, TpeOOBaHMI, MpPABHJI, YCTAHOBIEHHEBIX
paHee U3JaHHBIMH HOPMaTHBHEIMU JIOKYMEHTAMH;

OTMEHBI PaHee YCTaHOBJIEHHBIX HOPM, TpeGOBaHHA, MpaBHIL.

3.5. Ilpemnosxernne o paspabotke mpoekta JIHA BHOCHTCH JNOMKHOCTHEIM
mnoM (paboTaukoM) OpraHu3amumy.

3.6. JIHA paspabarbiBacTcs B CiIyuae, eCIy:

HMEEeTCH Y4acTOK paboThl (BOIPOCH ACSATENBHOCTH), HYXIAIOIHICH B
HOPMATUBHOM pPeryIUpOBaHHUML;

TpeOyeTcss BHECEHWE 3HAYMTENHHOTO KONHYECTBA H3MEHEHHH B panee
npuHaThIi JIHA;

BBISBIIEHO HecKONbKO JIHA, perymupyiommx cMesKHBIE BOTPOCHI, KOTOpBIE
11e71eco00pa3Ho 00bEJUHATE B O/IMH JOKYMEHT.

Axryanusanus panee npuHATHIX JIHA. ocymecTrisercs depes BHeceHue B
HUX W3MEHEHHH,

3.7. Tlpennoxenne ¢ 060CHOBAHHEM HEOOXOMMMOCTH Pa3pabOTKH HOBOTO
JIHA npencraensercs JOIKHOCTHEIM JHLOM  (paGoOTHHKOM) PyxoBomutemto
Opraruzanuu B hopme T0K1a1HOM (cyske6HO#) 3amucKy, B KOTOPOH H3TaraeTes:

BONPOC, TPEOYIOUME pEelIeHHs, C H3JIOKEHHEM OCHOBHBEIX HANDABIIECHMIA,
CIIO0CODO0B ero peleHns;

IIPOTHO3 TIOCIEICTRUN TIPAHSATHS HOPMATHUBHOI'O JIOKYMEHTa;
OpraHH3allMOHHBIE, KAaIpOBbIE, (DMHAHCOBBIC, MATEPHALHO-TEXHUYECKHE W HHEIE
MEpONpPHUATHS, KOTOpble HEO0OXOAMMO OyZeT NpOBECTH B CBA3M C HPHHATHEM
HOPMAaTHUBHOT'O JOKYMEHTA;

nepeveHs paHee u3nanHbeix JIHA, momnexamux oTMeHe B CBSA3M C H3IaHHEM
HOBOI'O HOPMaTHBHOTO JIOKYMEHTA;

npezyaraeMslii CpOK JULSl pa3paboTKH IIPOSKTa HOPMATHEHOTO TOKYMEHTA.

3.8. Cornacopanue mnpoektoB JIHA OCYyIIECTBIAETCS B COOTBETCTBHH C
mysKramu 4.1 - 4.13 Hacrosmeit UHcTpyknuw.

3.9. JIHA yreepxnaercs npukasom PyxoBomurens, eciau OIHOBPEMEHHO C
YTBEPXKACHHEM  HOPMATHBHOTO  JOKYMEHTa HEOOXOAHMO MPHHATH  MEpEI
OpraHH3aLHOHHOr0, PUHAHCOBOTO, TEXHHYECKOr0, KaAPOBOT0 HITH HHOTO XapakTepa
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¥ JIaTh COOTBETCTBYIOIME IOPYYEHHS OIDKHOCTHEIM JHuaMm (paGoTHHKaM)
Opranusanuu, a Takke ecld HEOOXOAMMO BHECTM HW3MEHEHHS WIH MPH3HATH
YTPaTHBIIMMH CHILy paHee yTBep:kaeHHbIe JTHA.

3.10. Usmenenns B JIHA um ormena JIHA odopmusiorcs mprkasom
Pykosonurens OpraHmsanuu WIH HHOTO JO/DKHOCTHOTO JIMIIA, MPHHMMAIOIIETO
peitenre o0 yreepxkaenun JIHA.

Msmenenns B JIHA u ormena JIHA, yTBepKIeHHEIE HemoCpeiCTBEHHO
cobcTBeHHOpPY4YHOH monmucelo  Pykosomutens OpraHu3allud  HIH — HWHOTO
YIOJHOMOYEHHOIO MM JODKHOCTHOTO IHIAa B rpHde YTBEPXKIEHHs, BHOCSATCS
NpHKa3oM,  m37aBaeMbIM  PykoBomutenmem — OpraHusallMi MIH = HHBIM
YHOJTHOMOYEHHBIM HM JOJIKHOCTHBIM JTUIIOM.

3.11. B Tekcre npukaza o6 yTBepKIEHMM, W3MEHEHHHM WA oTMeHe JIHA
UCTIONB3YIOTCS (hOPMYITHPOBKH:

npu yrBepkaeHuH HoBoro JIHA: «VYrtBepmuts (nasBamme JIHA)» wumu
«YTBepauTs (HazeanHe JIHA) u BBecTH B neiicTue ¢ (nara)». Hanpumep:

1.  Vreepmute [IlonokeHwe O JIOKANBHBIX HOPMATHUBHBEIX  aKTax
MyHuIMnansHoro GroKeTHOro 0011e06pa3oBaTebHOrO yupexaeHus «Cpenuss
obmeobpazoBarenbHas mKkoiaa Ne39» r. 'possoro ...,

HIIA:

1. VrBepauts llltatHoe pacmucarne MBOVY «COIIl Ne39y r. I'posunoro na
2019 rox u BBecTH ero B neiictBue ¢ | saBaps 2019 r. (npuinoxenue).

IIPM BHECEHMM H3MEHEHWH B paHee yrBepkumeHHBIH JIHA: «Buectn
m3MeHeHna B (Ha3Banue JIHA). Hanpumep:

1. Brectu crnenmyromue uameHenus B llltatHoe pacmmcanue Ha 2019 rog,
yrBepxkaeHHoe nprukazoM MBOY «COIII Ne39» r. I'posroro ot 25 nexabps 2018 r.
No 45: ...

npu otMeHe panee yrBepxkaenHoro JIHA: «lIpusHaTe yTpaTuBIIAM CHIY
(nazpanue JIHA), yreepxnenHoe ...». Hanpumep:

4. Ilpuznate yTpatuBmuM cuiy [lonoxxeHne o HEeHOPMHPOBaHHOM pabouem
nue, yreepxnennoe mpukazoM MBOV «COIII Ne39y» r. I'posnoro or 15.02.2018
Ne 12.

3.12. OcuopuriMu pexBuzutamu JIHA  sgusiorcs:  HauMeHOBaHHe
OpraHM3allM¥, HAWMEHOBAHWE BHJA JOKYMEHTA U 3arOJIOBOK K TEKCTY,
COCTABJISIOLIVE OJHO [eNoe, rprd YTBEPIKAESHHU, MECTO H3aHHS JOKYMEHTA.

Ecmu mpoext JIHA. sBisercs MHOTOCTPAaHHYHEIM H K HeMy odopMisercs
THTYHBHBII‘/‘I JIUCT, YKa3aHHBIC BBIIIIC PEKBU3UTHI pa3MEIar0OTCA Ha TUTYJIBHOM JIUCTE.
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3.13. Mubopmanusi crpaBodyHOro xapaxrepa (rpadHKH, CXeMsl, TaOIHIIEL,
(opMBL TOKyMeHTOB) OdopMIIsieTCs B BUIE MPHIIoKeHmi Kk JTHA.

Ha npunoxenusx k JTHA ohopmiisieTcs peKBH3HT «OTMETKA O MIPUII0KESHUHY
B COOTBETCTBHH C MyHKTOM 2.44 HCTPYKIHH.

3.14. JTHA BcTymaer B cHIy B CpOK, yKA3aHHLIH B IpHKa3e, KOTOPHIM
yrBepxknen JIHA, unu ¢ nater yrBepxaenus JIHA.

3.15. PacropsiiutensHsle HOKyMeHTHl OpraHM3alyyd H3IAIOTCS B bopme
[IPHKAa30B (MpHJIoKenne Ne 6).

Ilpukaser u3na0TCA B LENAX OQOPMIEHHS PeIIeHMIA:

HOPMATHBHOIO Xapakrepa (eciH mpukasom yrepxknaercs JIHA wmmm
IPYHAMAETCS pPEIICHHe OPraHM3alMOHHOTO XapaKTepa, HalpuMep, MNpHKa3 o6
YTBEPXIEHHHU CTPYKTYPBI M IITATHOM YHCIeHHOCTH OpraHy3alin);

OpraHu3alroOHHOr 0, AIMUHHUCTPATUBHOI'O, B TOM YHCJ]e OIIePaTHBHOTO
XapakTepa [10 BOIpocaM OCHOBHOH JesrensHoCcTH Opranmsanum.

3.16. TIpoeKThl IPUKA30B II0 OCHOBHOM AEATENFHOCTH TOTOBAT TOKHOCTHEIE
muna (pabotHHKK) OpraHM3alMKM Ha OCHOBAHHH IOpYYeHHH pyKOBOJCTBA JHGO B
MHULMATHBHOM TOpsjKke. OTBETCTBEHHOCTH 32 KAYECTBEHHYIO MOATOTOBKY HPOEKTa
TNpUKa3a, COINIACOBAaHHE U IIPABHIBHOE O(QOPMIIEHHE MPOEKTa HECET NOMKHOCTHOE
MO (PabOTHHK), KOTOPBIA TOTOBUT IpPOEKT MPHMKA3a W TPEJCTABNSAET ero Ha
MOJITIHCE.

3.17. KoHTpomb 3a NpPaBHIBHOCTBIO O(OPMIEHHS IIPOEKTOB IIPHKA30B
ocymecTigeT Jlemonpoussoaurtens Opranusanum.

3.18. Ilpukassl, u3naBaemsie B OpraHusaluy, He AOIDKHEI TPOTHBOPEUHTH
3aKoHOnaTenbcTBy Poccuiickoii @enepauun, YcraBy OpraHusaniy, JTOKANEHBIM
HOPMATUBHBIM akTaM OpraHu3aliy 1 paHee H3IaHHEIM npukasaM OpraHH3arum.

3.19. Tlpukassl 10 OCHOBHO# JESTENLHOCTH H3NAI0TCA:

BO HCIOIHEHHE HOPMATHBHBIX IPABOBLIX aKTOB OPraHOB IOCYJapCTBEHHOM,
MYHHIIHIIAIBHOH BJIACTH H BBIIECTOSIINX OPraHH3allyii;

B LEJISX OCYINECTBICHHUS YIIPABICHUECKOH NEATEIBHOCTH, BBITEKAIOUIEH U3
GbyHakumit 1 3axa4 OpraHu3alyy.

3.20. IIpuxassl HO OCHOBHOW MEATENLHOCTH COCTABISAIOTCS HA OCHOBE
TINATENIBHOTO M BCECTOPOHHEr0 H3YYEHHS BOINPOCOB, TPEOYIOIMUX paspelleHHs,
9T00bl  COAEPHKAIIMECS B NpPHKA3aX [OPYYEHHS OBLTM  KOHKDPETHBIMH,
00ecreynBaIuCh JOCTATOYHBIMH MATEPHATBHO-TEXHHYECKHMH M (DHHAHCOBBIMH
CPeACTBAMH H B [JalbHEHINEM HCKIIOYATd HEOOXOOUMOCTh KOPPEKTHPOBKH
NPUHATEIX PELICHHH B CBSA3M C HEMONHOTOW WIHM HeIopaboTKoM mpensimymero
IIpUKa3a.

3.21. Tlpuxaser OpraEusanuy OQOPMIMIOTCS Ha OlaHKe MpHKa3a c
HCIONb30BaAHUEM CIICNYIOIINX PEKBH3UTOB: 3arONOBOK K TEKCTY, TEKCT, IIOMAIMUCE.
Jlata ¥ perucTpanyoHHBIH HOMEp NPHUKA3a IPOCTABISIOTCA NOCTE MOXMHCAHHSL
npukas3a Pykosogurenem Opranusaiuy.

3.22. 3aroioBOK K NpHUKa3y IeyaTaeTcs Yepe3 OJMH MEKCTPOUHBIH MHTEpBAT
IO peKBU3WTaMHM OlaHKa cleBa OT TIpPaHHUIBl JIEBOro mois. Touka B KOHIe
3aroJIOBKa HE CTaBUTCS. 3arojIoBOK K IpHKa3y (GOPMYIHpPYETCs C MPEIIOroM «0»
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(«0b»), KpaTKO ¥ TOUHO OTpaXkasi COJepIKaHHe TEeKCTa Mpukasa. Hanpumep:

06 yreepxaernn MuacTpykiyn
IO JEJIONPOM3BOACTBY

O nopsaake punancHpoBaHHs
PEKIAaMHOM KaMIIaHUH

O co371aHUM 3KCTIEPTHOM KOMHCCHH

3.23. TekcT npHKasa COCTOMT U3 JBYX dacTeii: 000cHOBaHHUs (IpeaMByIsl) 1
pacropsauTensHO qacTH. B 000CHOBaHWH YKA3LIBAETCS OCHOBAHME, IPUYMHA HITH
uenb u3aHus nokymeHnTa. Hanpumep:

B coorBercTBME ¢ mpukazoM MHUHHCTEPCTBA CBS3H M MACCOBBIX
KOMMYHHUKaLui ot 25 nexadbps 2014 1. Ne 1494 «O6 yteepxnenun IIpasun o6Mena
IOKYMEHTaMH B D3JIEKTPOHHOM BHJE NpH OpraHu3alud UH(POPMAIMOHHOIO
B3aUMOJIEICTRHUI ...

B OEJsIX OpraHyd3aldyi W IIPOBEOCHUA paﬁDTLI IO 3KCIEPTHU3e LEHHOCTH

JIOKYMEHTOB, o0Opazyiomuxcess B aestensHoctd MBOV ... , u orbopy ux mns
nepenayn Ha apxXuBHOE XPaHEHHUE U K YHUUTOXEHHUIO ...

324. PacnopsmurensHas ~— WaCcTh =~ TpPHKA32 ~ HAUMHAETCS  CIIOBOM
«IpHKa3blBaky, KOTOpPOE Ie4aTaeTcss CTPOYHBIMH OyKBaMH BpaspsiKy W
MOCJie KOTOPOT'O CTABHUTCS ABOETOYHE.

Pacniopsnurentuag uacTe MOKET COMEPIATE:

perieHus OpPraHM3al[HOHHOTO  XapakTepa (yTBEpAUTS, CO31IaTh,
npeoOpa3zoBaTh, IMKBHAXPOBATh, IPU3HATH YTPATUBIINM CHITY);

KOHKpEeTHBIE TIOpYUeHUs ¢ yKazauueM wucrnonHpTens (ucnomuurenell) u
CPOKOB WX BBHITIOTHEHHSI.

3.25. Kaxmoe pemreHde (mopydeHue) odopmisseTcss B IIpHKase Kak
OTl],e.TIBHBIﬁ ITYHKT. HYHKTLI ImpyUKasa pacnojararorcsa B JIOI‘I/IKO-BPEMEHHOI?I
MOCJIEHOBATEIGHOCTH W HyMepyloTcss apabckumu Imppamu. Ecom mopydeHue
JaeTcs KOHKPETHOMY IOApa3fieNeHui0 (KOJIETHalbHOMY WM COBEIIATEILHOMY
opr‘any Oprauugauuu), ero HamMeHORAaHUWe ITUIlIeTCs IIOITHOCTHBIO, B CKOGKaX
YKa3BIBAIOTCS (DaMHU/IMs M MHHLHAIBI €0 PyKOBOIHTENs (MpejcenaTens KOMUCCHH
(coBeTa)) B UMEHUTENBHOM Nasiexke. Hanpumep:

. IPHKa3ElBalo:

1. ITeparormueckomy copety (®amunug M.0.) x 01.08.2019 noaroroBUTE U
NpPeACTABHTL HAa yTBEepXIeHHe IulaH ydeGHo-MeToaudeckoll paborer na 2018-2010
y4eOHBIH rof.
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Ecnu mnopyueHHe maeTcs KOHKPETHOMY HMCIOJHHMTENIO, €r0 NOJDKHOCTD U
(amunis ykaseiBaroTes 6e3 cKoOOK B JATEIEHOM MajeiKe. Hanpumep:

3. 3amecturemo mupektopa no YBP ®ammmms WM.O. momrotoButh u
IIPEICTABUTE HA PACCMOTPEHHUE U YTBEPIKICHHE IUIAH MEPOTIPUSATHIH ...

IlpennuceiBaemoe fielicTBue BHIpaXAETCS I71arojioM B HEONpPEACICHHOMN
¢opme. He nomyckaercst ynoTpe6isTh HEKOHKPETHBIE BHIPAXKSHHs THIIA «YCHIIUTHY,
«YCKOPHUTB», «00ecIeunTs B Kp&T‘-I&ﬁH.IPIG CPOKH».

Ecnu OQHOMY HCIIOJIHHUTECIIO HGOGXO,I[I/IMO IOPY4YHTh HECKOJIBKO pa3HBIX
3a/laHuii C OJHHUM CPOKOM BBINOJIHEHHS, OTBETCTBEHHBI HCTIONHHTENh H CPOK
UCTIO/IHEHHUS  YKA3bIBAIOTCS OAMH pa3 B OCHOBHOM IIyHKTE, a MOPYYeHHS
BBIACIIOTCA B OTACJBHBIC MNOANYHKThL. Ecnu y mopydeHuii pasHble Cpoku
HCTIOJIHEHUS, CPOKH YKa3hIBAlOTCA HE B OCHOBHOM ITyHKTE, & B K&XIOM IOAIYHKTE.

Cpok wucronHeHHWs JOMKeH OBITh peanbHBIM, COOTBETCTBOBATH OGBEMY
InpeamnoiaracMbIx pa60T. HpH YCTaHOBJIICHHH CpOKa CIICAYyECT Y4YWUTbhIBATH Bpemsi
JOBEIeHHS JOKYMEHTa 10 KOHKPETHBIX HCIIOTHHUTENEH.

CpOK UCTIOJIHCHHSI B IIYHKTax paCHOpﬂ,HHTeJIBHOﬁ YaCTH IpHKasza He
YKa3pIBae€TCA B CJy4asX, ©C/IH [ACHCTBHA HOCAT PErylApHBI XapakTep M WX
BBITNIOJIHEHHE MPEIITUCHIBAETCS HA BeCh IIepHoJ JeiicTBus mnpukasa. KomwdecTBo
WCTIONHUTENeH MO0 KAKIOMYy MYHKTY (IIOAIyHKTY) He OrpaHWYMBAETCS.
OTBeTCTBEHHBII HCIIOJIHUTEb YKa3bIBACTCH IICPBBIM.

Ecnu mnpukas oTMeHsleT MONHOCTBIO JJIH YacTHYHO DaHee W3JaHHEBIE
AOKYMEHTBl IO TOMY € BONpPOCY, TO B IpEANOCIENHEM IyHKTe IpHKas3a
HeOGXOL[I/IMO HX IICPCHIHCIINTE C yKasaHnHCM HaHMCHOBaHHA NOKYMCHTa, €ro AaThl,
HOMEPA, 3arojoBKa. Hampumep:

4. INpusnHath yTpaTHBIKM cHIly npukas MBOYVY... or 05.08.2016 Ne 24 «O06
YTBEPXKIEHHHU MONOKEHUs 00 IKCIEPTHONR KOMUCCHH ... ».

IMocneanu#t MyHKT NpUKasa — IIYHKT O KOHTPOJE, B HEM YKa3bIBarOTCH
JOJDKHOCTh JIMIA, OTBETCTBEHHOI'O 34 MCIIOJHEHHE IOKYMEHTa B LEJNOM, ero

(amumus v uauMans. Hanpuvep:

5. KoHTpons 3a WCHOJHEHHWEM TPUKA3a BO3MATAETCS HA 3aAMECTUTENS
avpekropa no BP ®amumus 11.0.

B otmenpHeix ciyuasx PykoBomumrens OpraHusaniy MOMXKET OCTaBHTH
KOHTPOIB 3a co00ii:

5. KoHTpoJib 3a HCHOHEHHEM NIPHKa3a OCTABIISIO 33 COOOIM.

3.26. He BrmouaeTcs B TEKCT INpHKasa IIyHKT «lIpukas pmosectH no
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CBEJIEHUSL... ).

Ilonpasznenenus U KOMKHOCTHBIE JIHIA, IO CBEIEHUS KOTOPBIX HEOOXOIHUMO
JOBECTH MpPHUKa3, IIEPEYHCIISIOTCS B YKa3aTene (JIMCTe, CIIHCKe) PACChUIKH, KOTOPBIH
FOTOBHTCS MCIOJHHUTENEM M MOXeT O(opMIATECS Ha OGOPOTHOM CTOpOHE
HIOCIIeTHETO JINCTA TPUKa3a.

3.27. B npuka3ax He JOMyCKaeTcs:

U3MEHEHHE paHee YCTaHOBIIEHHEIX CPOKOB BBITIOJNHEHHUS 33alaHUil B CTOPOHY
UX YBEIHYIEHHS;

[IPUMEHEHHE INPOM3BOJBHBIX COKPAILEHUH WIH HCKaXKeHHe HAUMEHOBAHHIA
JOIDKHOCTel paboTHUKOB OpraHu3aliy;

NPAMEHEHKHE INPOM3BOJIBHEIX (HE OOIIECNPHHATHIX) TEXHUYECKHX U IPYTHX
TEPMHHOB, COKPAILlEHHBIX CJIOB U HAUMEHOBAHHIA.

3.28. Tlpy HanMYMM NPUIOXKEHHH B TEKCTe NMPHKA3a B COOTBETCTBYIOLIUX
IIyHKTaX pPaclopsAAUTeIbHON 9acTH JAfOTCsA OTCBUIKH: ... (mpriokenume Ne 1); ...
(mpunoxenne Ne 2); ... «COTNIACHO IPHIIOKEHHUIO», HA MPHIOKEHUH O(OPMISETCS
OTMETKa O IPHIOKSHUH:

Tlpunoxenune Ne 1

k npukazy MBOY

«COII Ne39» r. I'po3HOTrO
ot 15.01.2019 Ne 4

M3snanne BMecTe ¢ IpHKAa30M IPUNOXKEHHH, HE YHNOMSHYTHIX B TEKCTe
AOKYMCHTAa, HC JOITyCKacTCA.

Ecnu 1oKyMeHT, yTBepskIeHHbIH PUKa30M, BIIOCIEACTBHN AeHCTBYET B BHIE
CaMOCTOSITENILHOTO JOKYMEHTa, Ha IIePBOM JIACTe JOKyMEHTa B BEepXHEM IPaBOM
yDJIy HpPOCTaBiIACTCA Ipud YTBEpXKACHHS (IPH HEOOXOLHUMOCTH, — C YKa3aHHEM
HOMepa MPUIIOXKEHHs ), HaTpUMEp:

(UHCcTpyKLms) YTBEPXKJIEHA
npukazoM MBOY
«COI Ne39» r. I'pozHOTro
or 20.02.2019 Ne 15

3.30. Jlo mpencraBneHUs Ha MOANUCH IMPOEKT MpPHKas3a COITIACOBBIBACTCS C
3aMHTEPECOBAHHBIMY JIMIIJAMH B COOTBETCTBUH C iyHKTamu 4.1 - 4.11 VTHCTPYKIIUH.

3.31. Ilpuxaz moanuceiBaer Pyxopomurens Opra#uzamuu Wid JIMLO,
KCTIONIHSIONIEee €r0 00S3aHHOCTH.

3.32. Konuy NpyKa3oB pacchUIalOTCs B COOTBETCTBUH € yKazareleM (JIHCTOM,
CITMCKOM) PacCBUIKH.

DNEeKTpOHHAs KONMHA IpHKa3a pasMEIIAeTCs B COOTBETCTBYIOIIEH Oase
JaHHbX C3JI Uiy Ha KOPIOpaTHBHOM IopTalie Opranu3aluu B ceTh «IHTEpHET».

3.33. Ilpu odopmireHHH IpHKa3a, H3JABaeMOTrO COBMECTHO C Apyroi
OpraHu3anuei:

OnaHK He HCIIOJIB3YECTCA,
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HaMMEHOBAHHMs OpraHK3alKH [1eYaTaroTCcsa Ha OJJHOM YPOBHE;

HaumeHoBaHue Bua fokymenTa (IIPMKA3) pacnionaraercs no uesTpy.

Hatoii coBMecTHOro mnpuKasa SBISETCS [AaTa NPOCTARICHHS IIOCIEIHEH
TIOANHUCH Ha JOKyMeHTe. PerncTpanMoHHBIH HOMEpP COBMECTHOTO MPHKA3a COCTOUT
U3 PpETMCTPallMOHHBIX HOMEpOB, IPHCBOSHHBIX KAXTOH W3 OpraHM3aluil u
TNIPOCTABISEMBIX Y€Pe3 KOCYIO YePTy B MOPsJKE yKa3aHHWs OPraHU3aLMi — aBTOPOB
JOKyMeHTa.

TexeT coBMecTHOro npHKasa M3araeTcs OT IEPBOTO JIMIA MHOMKECTBEHHOIO
yucna («IpUKa3BIBaeM»), MOAIHCH PYKOBOAMTENEH OpraHW3alMil pacronararorcs
Ha OJHOM YpPOBHE CJIEBa U CIIpaBa.

3.34. JleATenbHOCTH IO COBMECTHOH BBIPaGOTKE pelIeHHi Ha 3acefaHusIX
COBETOB, KOMHCCHH, COBEIAHHAX 0QOPMIIAETCS IPOTOKOIAMH.

IIpoTokon cocTaBnsAeTcss HAa OCHOBAHMH JUKTO(POHHBIX (PYKOMHCHBIX)
3alUCe#, TNPOW3BENEHHBIX BO BpeMs 3acelaHMs, NPEICTABICHHEIX TE3HCOB
AIOKITa/I0B U BBICTYILIEHHUH, CIIPABOK, IPOEKTOB PEellleHHH (II0CTAHOBIIECHH!).

IIporokon odopmisieTcss B TEUEHHE OXHOIO-TPEX AHEH IIOCIE NPOBEICHHS
3ace/laHusl, €CJIM CPOKH €ro MOATOTOBKH HE OTOBOPEHEI 0¢000.

3.35. PexBu3MTaMi MPOTOKONA SABIAIOTCA: HAMMEHOBAHWE OpraHM3aluy (B
COOTBETCTBHHM C IYHKTOM 2.9 HacToslle# WMHCTPYKIMHK), HAHMMEHOBAHHE BHIA
NOKYMEHTa, Jara 3acelaHHs, PpETHCTPallMOHHbIH HOMEp MpPOTOKOIa, MECTO
3aCe/IaHus, 3ar0JI0BOK K TEKCTY, TEKCT, MOAIIUCH.

3.36. 3arooBOK K TEKCTYy MPOTOKOJA OTBEYaeT Ha BOMPOC «YEro?» H
COEPXXHUT yKa3aHWe TMOJpA3/ICNeHus] MIM OpraHa, IesTEeNbHOCTh KOTOPOIo
nporokosupyercs. Hanpumep:

(mpoToKoT) 3aceaHKs ATTECTAHOHHOM
KOMHCCHH

3aCeIaHus nneJaroru4yecKoro CoBera

Haroii mpoToKoNa SABIsSETcs Aarta 3acefaHus. Eclu 3acefaHue MpoaoJIKAeTCs
HECKOJIBKO JHEH, yKas3blBaeTCsl Jara Hadana 3aceflaHds M uepe3 THpe — jara
okoHu4aHus: 12-13 ¢pespans 2019 r.

3.37. Tekcr IpOTOKONA JNOJDKEH COCTOSITh W3 JBYX 4YacTeil: BBOJHOH wu
OCHOBHO}. B BBOJHON 9acTH IPOTOKONA yKa3bIBAIOTCA (AMHIHH TMpeAcenaaTes
(mpezcenaTensCTBYIONIEro); ceKkpeTaps; (GaMHIHH YYaCTHHKOB, IPHUCYTCTBYIOIIHX
Ha 3aceJjaHyH; JIUII, IPUITAIICHHBIX Ha 3ace/laHue; IIOBECTKA JHS.

Ecnu KonudecTBO MPHCYTCTBYIOLINX Ha 3aCeIaHHM IIPEBRINIAET 15 yenoBek, B
BBOAHOM YacTH MpOTOKOJNA [ENaeTcss CChUIKA Ha CIHUCOK, SBJISOIIUHACS
HEOTBEMIIEMOM YacThio poTokoia. Hampumep:

IIpucyrcTBOBaNK: 25 Yen. (CIHMCOK NpHiIaraeTcs)

Beoanas 9acTh mpoTOKOJNA 3aKaHYHBACTCA IIOBECTKOH AHA, COAepIKaleil
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MEpeIeHh pPacCMaTPHBaEeMbIX BONPOCOB, MEPEYHCICHHBIX B IOPAAKE HX
O0CY> K/ICHHs C YKA3aHHEM JOKNATIMKA 10 KakIOMy PacCMATPHBAEMOMY BOIIPOCY.
Bompocsl mosecTky HA GOPMYIHPYIOTCS C TIPEITOroM «o» («00»), MeYaTatoTcs OT
TPaHULIBI JIEBOTO MOJIA H HyMEPYIOTCS apabCKUMH HEppamMH.

B ocHOBHO# YacTH NPOTOKONIA PUKCHPYETCH XOM 3aCeIaHus.

3.38. [TonHEbIid MPOTOKON COASPXKUT 3AIIKCH TOTO, 9TO MPOUCXOIMIO BO BpeMs
3aceNaHus, BKIIFOYad BONPOCH! K IOKIATYHKY, OTBETH HA HUX, BRICTYILIEHHS B XOJe
00CY:K/EHHs BONPOCA, Pe3y/IBTAaTE FONOCOBAHHS 10 BOMPOCY M TIPUHATHIE PELIeHHs
(oGpasew opopmIeHHA IOMHOTO MPOTOKOIA IPUBE/IEH B MPHJIOKeHHH Ne 7).

Kparkue nporokonsr (mpmiioaxennme Ne8) BexyTcs TpH paccMOTPEHHH
BOIIPOCOB OINEPaTHBHOIO Xapakrepa. B KpaTkoM mpotokone ¢ukcupyercs Tema
obcyxaenus, GamMmIus [OKIaaIHKa 10 BONPOCY B HPUHATHIE PEIIEHU.

3.39. OcHOBHasg dYacTh MONHOrO IPOTOKOJAA COCTOMT H3 PasfeNos,
MIOCBAIIEHHBIX BONMPOCAM IIOBECTKHM AHS. XOJ PAacCMOTPEHHs KaXAOro BOIPOCa
3anmceiBaeTcs B nocnenoBarensHoct: CJIVIIAJIA — BBICTYITUIIA — PEIIWJIA
(IIOCTAHOBUIIN).

INocraroneHne (pelieHne) B TEKCT NPOTOKOIa BHOCHTCS MONHOCTEIO B TOM
(opmynupoBke, KoTopas ObLla NPUHATA HA 3acElaHMH; HPH HEOGXOIUMOCTH
NPUBOJSATCS HTOTH TOIOCOBAHUS: «3a - ... TIPOTHUB - ..., BO3AEPIKAIOCH - ...»,

3.40. ITpoToxon 3acenaHus MOAIIHCHIBAETCS npeaceaaTenemM
(mpencenaTensCTBYIONMM) M CEKpETapeM 3ace/aHHs, eclid HHOEe He YCTAHOBIIEHO
JIHA.

3.41. Ilpn He0OXOAUMOCTH KOIIHH NPOTOKOJIOB HIIH BHITIACKH M3 IIPOTOKOJIOB
PacChLIalOTCS 3aMHTEPECOBAHHBIM JIMIAM B DJIEKTPOHHOM BHJIE B COOTBETCTBHHU C
yKasaTelleM pacChLUIKH.

B BBIIHCKE W3 NPOTOKONA IODKHEL BOCIIPOH3BOIAMTBCH BCE PEKBH3HTHI
3arOJIOBOYHON YacTH IPOTOKONA, BBOAHAS 4YacTh, BOIPOC IIOBECTKH AHS, IO
KOTOPOMY TOTOBHTCS BBINUCKA, W TEKCT, OTpaXKalomuil o0CyXKaeHHEe BOmpoca W
IPHHATOS PEIICHHE.

3.42. Jlenoeoe (cmyxebHOe) mucsMo (mpuiioskenme Ne9) rotoBuTcs Ha
Gnanke mucema. IIpu cocraBneHMH THceM OGOPMISIOTCS PEKBH3UTHL: ajpecar,
3ar0JIOBOK K TEKCTY, TEKCT, IOAIMCh, B HEOOXOAMMEIX CIydasX — OTMETKa O
IPHIOKEHAH U OTMETKA 00 MCIIOIHHTEIIE,

3.43. Ecnu muceMO SBIACTCA OTBETOM HAa MOCTYIMBIIMA 3ampoc HIH
poCcB0y, 3alONHAETCS PEKBHU3HT «CCBUIKA HA PETHCTPALHOHHBIH HOMEp M ATy
TMMOCTYMUABIIETO TUCHMa.

HanmenoBaHHe BHIA NOKYMEHTa ((IIHCHMO») H Pa3HOBHAHOCTH MHCBMa
(Hanpumep, «Impock0ay», «HHPOPMALOHHOE», «COMPOBOAUTENBHOEY, «3aIpocy,
«HaIlOMHHaHHe») B IENOBEIX (CIIyKeOHBIX) MHChMaX He YKa3bIBAIOTCA.

Ecny micbMo HampaBiseTcs afpecary [0 3JIeKTPOHHOM oYTe Wik Mo (hakcy
Ge3 HOCBUIKM IO [OYTe, BMECTO I[IOYTOBOTO aJpeca YKa3BIBAETCS apec
3JIEKTPOHHOM MOYTHI WX HOMep TeledoHa-pakca.

3.44. Jlenosoe (ciayxeOHOE) MHCHMO IOKHO OHITH IMOCBAILIEHO OXHOMY
Bonpocy. Ecin HeoOXoauMo OOpaTHThCA B OPraHM3Al[HIO OXHOBPEMEHHO IIO
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HECKOJIbKHM BOIIPOCAM, PEKOMEHIYETCs COCTABUTh OTASIBHOE MUCHMO 10 KaKIOMY
W3 HUX.

[I1csMO MOXKeET KacaThCsl HECKOIBKUX BOMPOCOB, €CJTH OHH B3aMMOCBSI3aHB.

3.45. B ogsOM ImHCBEME HE TOJKHO OBITH OOlee YeThIpex aapecaToB, IPH TOM
OCHOBHOM ajipecaT yKa3blBaeTcs I€PBBIM, OCTANLHLIM aJpecaTaM MHCHMO
HAIPABIISLETCS IS CBEIEeHUS.

[Tpu HeoOXOMMMOCTH HANPABUTH MUCHMO GOJBIIEMY KONWYECTBY AJPECATOR,
FOTOBHUTCA CIHUCOK PACCHIIKH, M MAChMa PacChLIAlOTCS 10 CIIHCKY .

3.46. Ilpum cocTaBIeHHH JAENOBBIX I[IHCEM HCIIOIB3YETCS BCTYIIUTEIEHOE
oOpallileHHe U 3aKTI0YUTEeNbHAs ITUKeTHas (pa3a B COOTBETCTBHH € MYHKTOM 2.43
HHCcTpyKIHA.

3.47. TexcT mHUChMA H3NIATAETCA:

OoT 1-ro nMIa MHOXECTBEHHOTO YHCNA (IPOCHM...», (IPENIaraeM...»,
«HAIIOMHHAEM...»);

oT 3-ro muna exuHcTBeHHOro yucia («MBOYVY ... cuuTaer BO3MOMKHEIM...»,
«MBOY... He pacnionaraet BO3MOKHOCTBIO...»);

oT l-ro nMua egMHCTBEHHOrO 4ucia («IpoLly ...», KHIPEMIararw ...»), eciu
HHCEMO O(OpMIISETCS Ha JODKHOCTHOM OJIaHKe.

3.48. Ecnu mpoekT JienoBoro (ciayxe0HOro) mucbMa HanpaBlISeTcs aapecaTy
II0 [OYTe, IPOEKT TOTOBUTCH B ABYX JK3eMILIApAX: OAUH 3K3eMIUISIp opopMiseTcs
Ha OnaHKe, BTOpOM SK3eMIULIp, NpEeAHA3HAYCHHBIM M BH3WPOBaHWA) — HA
CTaHJJaPTHBIX JIKCTaX OyMaru.

JlenoBoe (ciy>xeOHOE) MACKMO 0 MpPeCTABIeHH HA TOAMKCH JOJKHO OBITH
COTrNIacoBaHO  (3aBM3MPOBAaHO) CO BCEMH  3aWHTEPECOBAHHBIMK  JIHI[AMH.
CornacoBanue (BH3HPOBaHEE) JENOBHIX ITHCEM IPOBOAUTCS B COOTBETCTBUH C
nyukramMu 4.1 - 4.11 VMHCTpYyKUMH.

3.49. IlenoBoe (cimyxeOHOE) MHCEMO TOJNKCHIBaeTCA PyKoBoIaMTENEM
OpraHu3alid WM WHBIM YIOJIHOMOYEHHBIM WM munoM. IlommucaHHoe OenoBoe
(cmyxeGHOe) MUCEMO MOJJIEXHUT PETUCTPAIIMI U OTIPABKE.

He pomyckaeTcss OTHpaBisTh ajgpecaraMm NHAChbMa, HE HMEIOIIHE IaThl |
PETUCTPALIMOHHOTO HOMEpa.

3.50. Ilocie noamucanus MUCEMA ¥ €ro0 PerdCTpalyy 3K3eMIUIp IHCbMa C
BH3aMH 3aHHTEPECOBAHHBIX JIAI] TIOMELIAETCS B IENO.

3.51. AKTBI COCTaBISIOTCS Ha OCHOBE YTBEP)KICHHBIX OpraHaMH BIAacTH
YHUGDUIUPOBAHHEIX (OPM HIH B CBOOOAHON (opMe B TEeNsSX IIOATBEPXKIEHUS
(haxTOB, CBAZaHHEIX ¢ AeSTensHOCTEO Opranuzanun (npuaoskenne Ne 10).

3.52. Tlpu coctaBieHUM AKTOB UCIIONB3YIOTCS PEKBU3UTHI: HAHMEHOBaHUE
opraHuW3ali¥,  HauMMeHOBaHMe  BHAa  JOKyMEHTa,  JaTa  JOKYMEHTa,
pPEeTHCTPAllMOHHBIH HOMEp IOKYMEHTa, MeECTO COCTABICHHUA WIH H3JAHUA
JIOKyMEHT4, 3ar0JI0BOK K TEKCTY, TEKCT, HOANUCH.

3.53. JlaToii akTa SBISETCA JaTa COCTABIEeHHS aKTa H IIOJAIHCAHHS €Ero
COCTaBHTEISIMH.

Ecmu dQopmoit akta mpenycMOTpeHO ero yTBepxkaeHHe PykoBomutenem
OpraHu3aiii WA HHBIM YIIOJHOMOYEHHBIM JOJDKHOCTHBIM JIHILOM, JaTOH aKTa
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ABIIAETCS JaTa €r0 YTBEPIKICHMS.

3.54. B BBOJIHO} 4acTH aKTa B UMEHHTELHOM IafieXke YKA3hIBAIOTCS:

OCHOBaHHE€  COCTaBIEHHS  axkTa  (JIOKaJbHBI#  HOPMATHBHBIA  aKT;
pacmopAIUTeNbHbIH ToKyMeHT OpraHu3anuy; (GakT wid CoOBITHE, MMOCITYKHBIIEe
OCHOBAHMEM JJIS COCTABICHHUS aKTa);

COCTABHTENH aKTa (MepevrclsioTes nocie cioBa «CoCTaBnen» ¢ yKazaHHeM
JOIDKHOCTEH, HAUMEHOBAHWM OpPraHM3aIMii, €eCIH COCTABUTENH SBISIOTCS
NPEACTABUTENISAME JIPYrOH OpraHn3ali, GaMHUIAi 1 HHALIHATIOB).

Ecim  akr  cocraBnen KoMmHCcHel, IepBod  ykaseiBaeTcs  (aMmITHs
npejcenaTelns KOMUCCHH, 3aT€M YI€HOB KOMHUCCHH B an(aBUTHOM TIOpSJIKE.

3.55. B Tekcre akTa W3NnaraloTCs €M M 3alaud COCTABIEHMS aKTa,
CYIIHOCTB, XapaKTep, METObI K CPOKH IIPOJIEIaHHOM paboThl, ee pe3yabTaThI.

IIpu HEOOGXOOUMOCTHU aKT MOXET COZIEPIKATH BBIBOJBI H PEKOMEHIAIMH.

B 3akmouuTensHOM 9acTH aKTa yKa3bIBAIOTCS KOJHUYECTBO IOATOTOBICHHBIX
OK3eMIUIAPOB aKTa M MECTOHAXOXICHHE Kaxaoro sk3emiuiipa. KommgecTso
SK3EMILIIPOB aKTa ONpeJeNseTcss KOIMYECTBOM CTOPOH, 3aHHTEPECOBAHHEIX B €ro
COCTAaBIIEHHH, HJIH HOPMATHBHEIME TpeOOBaHMSAMH, pPerIaMEeHTHPYHOLIMMU
COCTaBJIEHHE aKTOB KOHKPETHOM PasHOBUIHOCTH.

3.56. Dx3eMIUIApbl aKTa MOIIUCHIBAKOTCS BCEMH WIEHAMH KOMHCCHM (ecnu
aKT COCTaBJICA KOMHCCHEH) MM COCTaBHTEISMH ¥, TNIPA HEOOXOIHUMOCTH,
IPUCYTCTBOBABUIMMH JIHIAMH.

[Ipu moamMcaHuy akTa MpejcenaTelieM d YWIEHAMH KOMHCCHH HAVMEHOBAaHUS
HX JOJDKHOCTEH He YKa3BIBAIOTCS.

Ocoboe MHeHHe COCTaBHTENSI aKTa H3/Iaraercs Ha OTAEILHOM JIHCTE,
MTOIUCHIBACTCS M IIPUIATAETCA K aKTy.

3.57. Ecnm 3akoHomatenbcTBOM Poccuiickolt Denepaiuu npeaycMOTPEHO
O3HAKOMJIEHHE C COJEPIKaHMEM aKTa JIUL, YIOMSIHYTHEIX B aKTe, ITOJ MOAIMCH, Ha
NOCTeIHEH CTpaHWIle aKTa MPOCTABISCTCS O3HaKOMHTENbHas BH3a «C aKToM
O3HaKOMIJIEH(BI)», IIPA 3TOM YKA3bIBAIOTCS HAMMEHOBaHHs IODKHOCTEH, JMYHBIE
NONNKCH, pacuM(pPOBKM NOANMCEH, JaThl O3HaKoMiIeHWs. Jluma, KoOTopble
3HAKOMSTCS C COAEp)KaHWEM aKTa, UMEIOT ITPABO HE COTJIACHTHECH C COIEPKAHHEM
aKTa B [eJOM WM €ro OTHeJbHBIMH TOJIOKEHUIMH, YTO JODKHO OBITH
3a()MKCHPOBAHO IIPH 03HAKOMJICHHH C aKTOM.

3.58. HoknamHas (cmyxeOHas)) 3aITACKa MCIIOIB3YETCS IS ONEPaTHBHOIO
UHGOpPMAIMOHHOTO 00MeHa MeXIy pabOTHHUKAMH M PYKOBOACTBOM OpraHu3amuu
(oOpazusr  opopmiieHMST  OKIAAHON  3alHCKH M CIOYXeOHOM  3amucKu,
MOATOTOBIEHHOM Ha OCHOBE 3JIEKTPOHHOTO IMa0JIOHA MPHUBENEHH B MPHIOKEHHH
NeNe 11, 12).

3.59. OO0s3aTenbHBIME PEKBU3HTAMH JOKIAJHOW (CrmyxeOHOM) 3amicKu
ABNSAIOTCS: HANMEHOBAHUE JIOJDKHOCTH pabOTHUKA (CTPYKTYPHOTO MOIPA3IEIEHNS),
HAaUMEHOBaHUE BHJIA JOKYMEHTa (JIOKJIaIHas 3alucKa, CIyxeOHas 3amuckKa), 1ata,
3aroJIOBOK K TEKCTY, aJpecaT, TEKCT, ITO/IIHCh.

3.60. IIpn appecoRaHWH JOKIAMHBIX (CIY>XKEOHBIX) 3aMHMCOK YKA3LIBAIOTCS B
JaTelbHOM Najexe A0/DKHOCTh JIMLA, KOTOPOMY afipecoBaH JOKYMEHT, (paMmiisd H
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vHuyansl. Hampumep:
Hupexropy MBOY
«COII Ne39 r. I'posHoro
®amunua 1.0.

3.61. Texer moknagHo# (cinyxeOHOM) 3aIMCKH, B 338BUCUMOCTH OT CJIOKHOCTH
CONePIKaHHs M MPUBOJIMMOH apryMEHTAIWH, COCTOUT W3 ONHOM, JBYX MIM Tpex
YacTel:

B II€PBOH YaCTH M3JIaraloTCs NMPUYUHBI, (GaKThl WM COOBITHS, MOCTYKHBIIIHE
IMOBOAOM IJIsSI COCTaBJI€EHUSA JOKYMECHTA,

BO BTOpOH 4YacTH JaeTCd aHalIW3 CIIOKHBINCHCS CHTYalid, BO3MOJXHEIE
BapHaHTHI €€ pelleHus;

B TPEThe# YacTH H3NIararoTCsl BBIBOJIEL.

IV. CorsacoBanue npoeKTOR TOKYMEHTOB.
Hoanucanue (yrBepaeHHe) NIPOEKTOB JOKYMEHTOB

4.1. CornacoBanye NpoeKkTa JOKYMEHTa MPOBOIMTCS IO €ro MOIIHCAHUS
PYKOBOI[I/ITCIISM B ILCIAX OICHKH COOTBETCTBHA IIpOCKTa 3aKOHOOAaTCIbCTBY
Poccuiickoii @enepailiy, JIOKaabHEIM HOPMaTHBHBIM aKTaM OpTaHH3AIMH, KAYecTBa
1 3O(OEKTHBHOCTH MIPEIIAraeMOro peleHus..

CoracoBanue IIPOCKTa HAOKYMCHTa OPraHU3YETCA HCIOCPCACTBECHHBIM
UCIIOJIHUTENEM (COCTABHTENIEM) M IPOBOIUTCS B Mpelenax yCTAHOBIEHHOTO CPOKa
UCIIONHEHHS.

42. Tlpu wmammuuu B Oprasmsauun COJI  corilacoBaHHE MPOEKTOB
JOKyMEHTOB OCYIIECTBISETC B ABTOMATH3HPOBAHHOM pEXHME IOCPEICTBOM
HAIPABIEHUS TIPOEKTOB JIOKYMEHTOR JIMIIAM, HA3HAYEHHBIM B KAa4ecTBe
COTIacyoUMX, ¥ ogopmireHHs pe3yiabTaToB cornacosanua B COJI.

CornacoBanye IIPOEKTOB JOKYMEHTOB MOJKET OCYILECTBIISTHCH MOCPEICTBOM
KOPIIOPATHBHON DJIEKTPOHHOH IMOYTEl M O(OPMIIEHHMS HCIIOJHUTENEM JHUCTa
COTJIaCOBaHUs C MPHIIOKEHHEM JJICKTPOHHBIX COOOIIEHHUH JIHI], yYaCTBOBABIIUX B
COTTACOBAHUU MPOEKTa NOKyMEHTA.

4.3. CormacoBaHue MPOEKTOB JOKYMEHTOB ¢ paborHukamu OpraHuzanmu
H/HNH JPYTAMHA OPraHHU3alMsMH OpPraHH3yeT HCIOJHUTEb B COOTBETCTBHH C
HacTosmell MHcTpykiueidl MIM WHBIMM JIOKQJIBHEIMH HOPMATHUBHBIMHM aKTaMH,
PETYNMHUPYIOIMIUMHA MTPOTECC COrTaCOBaHUS (BI/IBHPOB&HPISI) IIPOEKTOB JAOKYMEHTOB.

4.4. ITpoeKThl JOKYMEHTOB COITIACYFOTCH:

HENOCPEICTBEHHBIM UCIIOHUTENEM;

COHCIIOTHHUTEIAMHE (IIPH UX HAIWYKIH);

paborHukamMu ~ OpraHuzalyy,  HalpaBleHUs  JIeSTebHOCTH  W/WJIH
¢byHKIMOHATbHBIE 00S3aHHOCTH KOTOPBIX 3aTParuBalOTCA B NPOEKTE JOKYMEHTA
W/UITH KOTOPEIE YKA3aHEI B MPOEKTE JOKYMEHTA B KAUECTBE HCIIOTHUTEIEH;

3aMmecTuTeNsIME PykoBoautens OpraHu3aluy, KypUPYIOIIUMHA 3aTPOHYTHIE B
IpOoeKTe JOKyMEHTa BONPOCH! (€CIH JOKYMEHT IIOANHCHIBaeTcs (YTBEpXKIAeTcs)
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Pyxosonutenem Oprauusanum);

IOpUIHYecKoii cityx6oit (mpoexros JIHA, npoekToB npukasos);

Jenonpouspoaurenem.

IIpoexTsl 1OKyMeHTOB, pealnsanus KOTOPHIX TpeOyeT (HHAHCOBEIX 3aTpar,
COITIaCOBBIBAIOTCS ¢ Oyxranrepueii.

4.5. BHemHee coOITacoBaHME MpPOEKTa JOKYMEHTA OCYILECTBIISIETCS
NOCPEACTBOM HANPABJICHHS IPOCKTA B IPYTYH OPTaHU3AIMIO C COMPOROIUTENLHEIM
IKCEMOM, B KOTOPOM YKa3bIBAETCS CPOK COTIIACOBAHMS.

Ecnu  opramusanmu, —COrmacyromme TIPOEKT —JOKYMEHTa,  SBJISIOTCS
ydacTHuKamu onHo COJI, cormacosarme moxeT Gbith mposemeHo B COJI Ges
HalpaBlICHAA CONPOBOJMTENBHOIO MHCHMA X OJHOBPEMEHHO C BHYTPEHHHM
COTIacOBaHHEM.

4.6. CpoKd COrTacOBaHHS NOKYMEHTOB YCTAHARIHRAIOTCS Uuctpykuueii
WM WHBIMH JIOKAIGHBIMA HODMATHBHHIMH aKTaMH B 3aBHCHMOCTH OT BHJA
JIOKyMeHTa M o0beMa MOKYMEHTa, BKIIOYas MPUIOKeHHs K HeMmy. Cpoku
COITIACORAHUS TOKYMEHTOB COCTARISIOT:

TIPOEKTHI JIETIOBBIX (CITyeOHEIX) muceM — 1-3 paGounx mHS;

NIPOCKTHI PHKA30B 0€3 NpuoxKeHuii — 1-3 pabodmx mHS;

TPOEKTEI IIPUKA30B C NPUIIONEHUSIMH CIIPAaBOYHOIO XapakTepa — 3-5 pabounx
JIHEeH;

IPOCKTHl MpPHUKa30B C IPHUIOKEHHEM JIOKANBHBIX HOPMATHBHEIX aKTOB B
3aBUCHMOCTH OT HX 00beMa (He Gornee 50 crpanum) — 5-10 pabounx ameii;

IIPOEKTHI JIOKATBHBIX HOPMATUBHEIX aKTOB, yTBEPIKIAEMBIX HETMOCPEICTBEHHO
noanuceio Pykosoaurens (He 6omee 50 crpanui) — 5-10 pabouux ameit;

NPOEKTH NPOTOKOJNOB 3acelaHHil (coBelaHW) Npu HEOOXOAMMOCTH HX
COITIacoBaHUs, B 3aBUCUMOCTH OT 00beMa foKyMeHTa — 1-3 paGouux ms.

Cpoku cornacoBaHHs NMPOEKTOB JOKYMEHTOB, HANPABISEMbIX HA BHEIIHEe
COTNIaCOBaHHe He JIOJDKHEI COCTaBNATE Gonee 30 kaneHaapHBIX qHEi.

B KOHKpETHBIX CIy4asXx B 3aBUCHMOCTH OT CONEPXAaHUS M HA3HAUEHHS
AOKYMEHTa CPOK COTJIACOBAHMS MOXKET ObITh COKPAIIEH HITH YBEIHYEH 10 PEIIeHUIO
3amecTutenst PykoBomurens, Kypupyrollero HampaBieHHE esTeIsHOCTH, IO
KOTOPOMY OTOBHTCS IIPOEKT PEILIEHHS.

4.7. Odopmnenue pesynbratoB corsacoBarus JIHA W pacmopsIHTENBbHBIX
IOKYMEHTOB OCYLIECTBISETCS B BHIE BH3, NMPOCTABISEMEIX 3AWHTEPECOBAHHBIMU
JHIAMH Ha TOCIEAHEeM JIUCTE IIPOSKTa JOKyMEHTa (Ha ero JIMIEBO# Wi 060pOTHOM
CTOPOHE) WM Ha OTIENBHOM JIMCTE COINIACOBAHHMS, SBJSIOLIEMCS HEOThEeMIIEMOl
9acTei0 JOKymeHTa. OTMeTkHm o cormacoBanuu (Tpu¢ cOIracoBaHHMS ¥ BH3HI)
O)OPMIISTIOTCSA B COOTBETCTBHH C MyHKTamu 2.45, 2.46 MHCTpyKIHHL.

Ilpy coriacoBaHMM JENOBBIX (CITyXeOHBIX) IIHCEM BU3LI MIPOCTABISIOTCS HA
KOIHU ITHCEMa (BH30BOM SK3€MILIAP), KOTOPEIH IIOCHe IIOANMCAHUS MOMTAHHUKA
IIHCbMa ¥ €T0 PErHCTpaliy IIOMEIAaeTcs B Jeo, WIM Ha 060poTe IOIIMHHHKA
IIMChMa, €CIM IIMChMO HAIIPABISIETCS aapecaTy Mo (akCy MM 3JIeKTPOHHOM IouTe.
OToT ke OJK3eMIUISp IHMChkMa IIOCie OTIpaBKH ajpecary (mo daxcy i
3JIEKTPOHHOI OUTe B BUJIE SIEKTPOHHOM KOIHK) IIOMEIIAeTes B e,




34

IIpoeKTsl MPOTOKONOB BH3UPYIOTCS JIMLAMHY, BEICTYIIABIIAMH Ha 3aCeIaHHM
(coBemaHUN) MyTeM NPOCTABIEHMS BH3I HA JIEBOM IONE JTOKYMEHTA HATIPOTHE
3aIIMCH BEICTYIUIEHHUS COOTBETCTBYIOIIETO PaOOTHHKA.

4.8. CornacoBanue NpPOEKTOB TOKYMEHTOB MOXET OCYIIECTBIATECA B COJI.
[Tocne 3apepineHusi NpOLENYpPHl COINACOBAHHA (TIPH CO3NAHMH TOTMHHHMKA
AOKyMeHT2 Ha OYMa)XHOM HOCHTENe) JIHCT COINIACOBAHUS PACTIEYATHIBACTCS U3
COJl, mpuknambiBaeTcss K MPOEKTY ITOKYMEHTa M TIPEICTARNSETCS HA IOIHCH
PykoBogutento Opranusanuy (MHHOMY YIIOJTHOMOYEHHOMY MM JIHILLY).

CornacoBanne BHYTpPeHHHX JOKYMEHTOB, CO3[aHHE, XpaHeHHE W
HCTIOJB30BaHHE KOTOPBIX OCylIecTBIAeTca nocpeactsoM CH/I, nmposogures B COJI
B 9JIEKTPOHHOM BHJIE.

Ilpu cormacoBaHHH IIPOEKTOB BHYTPEHHHX [OKYMEHTOB, CO3[aHHBIX Ha
OymaxHOM HOCHTeNe, BH3bI IPOCTABISIOTCS HEIMOCPEACTBEHHO Ha MPOEKTE
TOKYyMEHTA.

4.9, HpI/I BHCIIHEM COIIaCOBaHUH, MOJIYYECHHOM NHCHbMOM, HJIM COIJIACOBaAHUMU
NPOEKTa JOKYMEHTa KOJUIETHAIbHBIM (COBENIATeNIbHBIM) OPraHoM ¢ (HKcanmei
PEIleHHs] O COTNIACOBAaHMM B NPOTOKOJE 3aceIaHHs HCIONHHUTENbs OQOpMIsSeT Ha
NPOEKTE JOKyMEHTa WIM B JIUCTE€ COMVlacoBaHMs rpud) COINIACOBAHUA B
COOTBETCTBHH C fiyHKTOM 2.45 MHcTpykiuu. ITHCEMA 0 COrNacoBaHuy (BBIMICKA U3
TIPOTOKONA 1100 OTMETKA O COTIIACOBAHWY) MPUIIATAKOTCS K MPOEKTY JOKYMEHTA.

4.10. B xone coriacoBaHusl IpoeKTa AOKyMeHTa pabOTHHK, COINIACYIOIIMI
OOKYMCHT, IPHHHUMACT OOHO M3 CICOYIOIMHNX pCHJCHHf"IZ

COTJIacoBAaTh [IPOEKT JOKyMeHTa Oe3 3aMeuaHuii;

COITIacOBATh MPOEKT JOKYMEHTA C 3aMCUaAHHAMHE;

OTKJIOHUTE ITPOEKT JOKYMEHTA,

yKa3aTh, YTO HE MMEET OTHOIIEHHS K TMPOEKTy MOKyMeHTa (paccMOTpeHHe
BOIIPOCA, II0 KOTOPOMY IIPHHHMAETICS PELICHHE, HE BXOAUT B OO0jI3aHHOCTH
pabOTHHKA). .

Boszpaxenuss mo mpoexTy IpuKaza, BO3HUKAIOIIAE IIPH COIVIACOBAHW,
M3]IararoTcs B CIpaBKe, KOTOpas IPUIIaraeTcs K MpoeKTy, Wik BHocuTcs B COJI.

Ecni mpoeKkT HOKyMEHTa COINIACOBaH C 3aMEYaHMSMH, 3TO O3HAYAeT, YTO
3aMe4aHHs HOCST PEeIaKUMOHHBIN XapakTep, U Mocie UX MPUHSATHS HCIOJIHUTENEM
IIPOEKT He TpeOyeT TIOBTOPHOI'O COrIACOBAHMUS.

[IpoekT nOKYyMeHTa OTKJIOHSETCS JHIOM, COITACYIOMUM JOKYMEHT, B
cIIydasx:

HaJIM4IH CYIIECTBEHHEBIX 3aMeYaHHui 1o IPOCKTY JOKYMEHTA,

HECOTJIACHS C TPOEKTOM JIOKYMEHTA.

4.11. HecornacoBaHHeli mnpoekT MOKyMeHTa TpeOyeT HopaboTKH 1o
BBICKa3aHHBIM 3aMeYaHUIM, Tiepeo(OpMIIEHHS 1 TIOBTOPHOTO COTIACOBAHMS.

4.12. Ecnu npu mopaboTKe MpoeKTa TOKyMEHTa HCIIONHHUTENbh NPHHHMAET
pellieHHe He YYHTHIBATH 3aMedaHue (3amMeuaHus) JHia (JUI), y4acTBOBABIIMX B
COIJIaCOBaHMM, WCIIOJHATENIEM TOTOBHUTCS peecTp HEYYTeHHBIX 3aMedaHHi,
KOTOpBIii BMECTE€ C TIPOEKTOM JOKyMEHTa IpeicTaBisercs PykoBoauTento
OpraHmsauuy WIM HMHOMY YIOJHOMOYEHHOMY HM JOIDKHOCTHOMY JIHIY,
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HOQNKUCHIBAIOMIEMY (YTBEPK/AIONIEMY) TOKYMEHT. PeecTp HEyYTEHHBIX 3aMeyanmii
TIOIUCEIBAETCS HENIOCPEACTBEHHBIM PYKOBOIHUTENEM HCIIONHUTES.

4.13. Pemenwe o TOM, NPHHMMATh WIM He IPHHAMATh HEYYTEHHbIE
3aMeYaHus NpuHIMaeT PykoBoauTesb.

B cmysae ecnmm PykoBomuTenh NpUHEMAeT pelleHHE O HEOOXOMMMOCTH
y4eCTh 3aMEYaHMs, OTKIOHEHHEIE HCIIOJHHTENEM, WCIONHUTEND 0pabaTeiBaeT
IIPOCKT TOKYMEHTa B COOTBETCTBUU C RRICKA3AHHBIMH 3aMEUAHISIMHY.

Ecmu  PykoBomutens cornamaeTcs ¢ MHEHMEM —WCIONHHTENS, OH
HOJIUCHIBACT (YTBEPKIAET) JOKYMEHT.

4.14. JloxyMeHTEI, u3JaBaeMble OT uMeHH OpraHM3alMy, IOAMHCHIBAIOTC
Pykosomurenem Opranu3anyy Wi HHBIMH YIIOTHOMOYEHHBIMH MM JOJDKHOCTHEIMU
aunamu (3amectutensMu PykoBomutens OpraHu3alMy, WHBIMH JIOJDKHOCTHBIME
JHIaMH B COOTBETCTBHH C UX KOMIETEHIHEH, ONpeleseMoil JOBEPEHHOCTSIME Ha
BBINIOJIHEHHE OMNpeNeieHHBIX NedcTBHi oT uMmeHH OpraHu3alid, BHYTPEHHHMM
HOpPMAaTHBHBIMH JOKYMEHTaM OpraHu3aliiyi).

4.15. OrtneneHble BHAB  BHYTPEHHHX  OOKyMEHTOB  (coyxeGHBIe,
OOBSACHUTENBHBIE 3allACKH) Ha HMA HENOCPEACTBEHHOTO MOJIMHUCHIBAIOTCS
UCTIONHUTEIEM (COCTABUTENEM), €CIM pa3pellaeMble TPU 3TOM BOMPOCHL He
BBIXOJST 3a IIPeNeNsl €r0 KOMIIETEHIIMH.,

4.16.  JlokyMeHTBl, HampaBlseMble B  BBICIIHE OPraHel  BJIACTH
noamuceiBatoTes PykoBomurteneM OpraHu3aliiid WU JIHIIOM, HCIOTHSIOIEM €ro
0053aHHOCTH.

4.17.  JloKyMeHTB, HampaBjiseMble B CTOPOHHHE  OpPraHH3AIMH,
noAmuceBaoTcs PykoBomurenem OpraHu3alldd, €ro 3aMecTHTENSIME, HHEIMH
JOKHOCTHBIMHA JTUIIAMHA Opranm.aunn B COOTBETCTBHH C IPCOAOCTABICHHBIMH HM
NOJTHOMOYHSIMH.

4.18. JloKyMeHT mOJNMCBIBAETCS IBYMS MM Oojee JMIAMH, €CIH 3a
COOep)KaHHe IOKYMeHTa HeCyT OTBETCTBEHHOCTH HECKONBKO pPabOOTHHKOB
(IOKyMeHTHI, TOATOTOBJIEHHBIC HECKOIBKHMH PAGOTHHKAMH WM OPraHH3ALAAMH,
paboueii TpyIIoi, KOMHCCHEIR).

4.19. TloamuceiBaeTcs, KakK HOpPaBHJIO, OOUH DSK3EMIULIP JOKyMEHTA.
CoBMeCTHBI/f JOKYMEHT IOANHCHIBAETCH B KOJHYESCTBE, COOTBETCTBYIOLIEM
KOJIMYECTBY OpraHH3aLii, CO3MaBIUMX JOKYMEHT.

IIpy HanpaBneHUH NMUCHMA WA BHYTPEHHETO HH()OPMALMOHHO-CIIPABOYHOIO
JIOKYMEHTa HECKOJIbKAM ajpecaTaM (He OoJiee HeThIpeXx) MOIHCHIBAETCS KaKIbIM
OTIIPABIISEMEIi SK3EMITISP TOKYMEHTA.

4.20. Tloamuch Ha MOKYMEHTE O(MOPMIIAETCA B COOTBETCTBHH € NYHKTAMH
2.47, 2.48 UncTpyKium.

4.21. YTBepk/ieHre JOKYMEHTa IPOA3BO/IUTCS:

HENOCPENCTBEHHO PyKOBOAWTENEM — MpPOCTaBIEHHEM COOCTBEHHOPYYHOU
MOJIITUCH B Tprd)e yTBEPKISHHS;

npukazoM Opranu3aium.

4.22. VYTBepKOaroTCsl MpaBHIla, IONOXKEHWS, HHCTPYKIHMH, pPErIaMeHTHI,
HEKOTOpblE BHIbl AaKTOB, IUIaHBL, MPOrpaMMbl M JpyrHe JOKYMEHTHI,
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YCTaHABIMBAIOMINE HOPMBI W/WIM PAacCUMTAHHBIE HA JUIMTENBHOE NpPHMEHEHHEe
(mprioskenne Ne 13).

Odopmienne rpuda yTBep/IeHHs IPOU3BOIUTCS B COOTBETCTBHH C yHKTOM
2.41 NHCTpyKIUH.

4.23. Ilognuces Pykosoputens OpraHu3anid Wik HHOTO YIIOTHOMOYEHHOTO
¥IM JIAI2 Ha JOKYMEHT2X, TPeOYIOIMX 0c000ro yIOCTOBEPEH s HX NOJTHHHOCTH, a
TaKXKE HA KONMUAX JOKYMEHTOB W BEIIMCKAX U3 JTOKYMEHTOR 2aBEPSIETCS IEUYATHIO
(mpunoxkenne Ne 14).

4.24. TleuaTs HA NOKyMeHTe IPOCTABIISETCA B COOTBETCTBHY C IyHKTOM 2.49
HHCcTpykuum.

V. Opranmsanus 10KymMeHT00G0OpOTa

5.1. JIokyMeHTOOOOPOT BKIIOYAET BCHO IOCIEIOBATEIBHOCTE IEpEeMEIECHHH
JOKYMEHTOB, a TakXe ONEpalliy, COBEpIIaeMEle C JOKYMEHTaMH B MPOLECcce X
CO3/IaHMS U MCIIONHEHHS (TOTyueHHe, OTIpaBKa, MpeABapUTENFHOE PACCMOTPEHHE,
perucrpanus, paccMoTpeHue PykoBoutesnem).

5.2. Ilens opraam3amuy JOKyMeHTO000OpOTa — 0BeceuYeHHe CBOEBPEMEHHOTO
OpUHATHA ~ YIPABICHYECKMX  DEIIeHHH ©W WX  WCIONHEHHs.  3ajaua
IIOK}’MSHTOOGOpOTa — OpraHu30BaTh [IBHXXEHHE JOKYMEHTOB II0 HaHMMEHee
KOPOTKOMY HYTH C MHHUMAaJbHbIMM 3aTpaTaMd TpPyJa ¥ BPEMEHH, B YCIOBHAX
3IE€KTPOHHOIO JJOKYMEHTO000pOTa — OO0ECHeYMTh JOCTYH K JOKYMEHTaM
nonb3osarensamM COJ] B COOTBETCTBHH C NIPEIOCTABICHHEIMA UM [IPaBaMH.

5.3. B ycnopusax mnpumeHenus CDJ] B OpraHuzammd HCIONB3YIOTCS
3IIEKTPOHHEIE JOKYMEHTEL, & TAKKe JJIEKTPOHHbIE KOMHHA JOKYMEHTOB, MOIy4YeHHEIE
B pe3yNbTaTe CKAaHMPOBAaHHA JOKYMEHTOB Ha OyMaKHOM HOCHTENe. JIOKyMEHTEI
Opranuzanyy, HMEIOIIIe BpeMeHHbIe CPOKH XpaHeHus (10 10 JeT BKIIOYHTENLHO)
MOTYT CO3[aBaThCs, XPAaHUTHCS U HCIIONB3OBATHCA MCKIIOUHUTENBHO B (popme
3NIEKTPOHHBIX JIOKYMEHTOB.

IlepedeHp HOKYMEHTOB, CO3[aBaeMbIX, XPAHHMBIX H HCIONB3YEMBIX
UCKIIOUUTENTEHO B (opMe  BIEKTPOHHBIX  JOKYMEHTOB,  yTBEpXKIaeTcs
Pyxosoaurenem Opranusannn.

5.4. OpI‘aHI/IBaHHH ABHKCHUA [JOKYMEHTOB B YCIOBHAX 3JIEKTPOHHOIO
JIOKYMEHTO000pOTa OCYIIECTBISETCS B COOTBETCTBHM C PEITIAMEHTHUPOBAHHEIMU
MapHipyTaMy, paspabaTeiBaeMeIMA JlenonpousBoguTeneM. MapupyTsl OBIKCHHAS
OpraHu3aruOHHO-PACIIOPSAAUTE/IEHEIX JOKYMEHTOB HOJI2KHEBL OLITE ONTHMAJILHEIMHA
[0 3aTpaTaM BpeMeHH, He JODKHBI JIOMYCKATh AYOJMMPYIOIIUX OIeparuii u
BO3BPAaTHBIX IBH)XEHHI, He 00YCIIOBIEHHBIX JeT0BOY HEOOXO0JUMOCTEIO.

5.5. Opranmsamus IOKYMEHTOOOOpPOTa OCHOBBIBAeTCS HA IIPHHLHAIAX:
LIEHTPATK3AIMY OTIepalluii 0 MPHEMY U OTIIPaBKe JOKYMEHTOBR;

pacrpezeneHus JOKYMEHTOB Ha IOKyMEHTOINOTOKH, HMEIOLIHE OJMHAKOBBIi
MapHpyT (MapIIpyTH3aLUsS JOKYMEHTOB);

OpraHM3allW| TIPEIBAPUTENHHONO PACCMOTPEHHS BXOASIINX JTOKYMEHTOB;

HCKIIOYCHHA BO3BPAaTHBIX [ABIDKCHHH [OKyMeHTa, He 0O0yCIOBIeHHbBIX
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JIeJIOBOH HEOOXOAMMOCTBIO;

OAHOKPATHOCTH PErHCTPaliU TOKYMEHTOB;

YCTpaHEHHs] HEOOOCHOBAHHEIX COTTTACOBAHUI IPOEKTOB JOKYMEHTOB;

BPEMEHHO! peraMeHTALlME ONepaluil Mo 06paboTke, PacCMOTPEHHIO U
COINIACOBAHHIO JOKYMEHTOB.

5.6. B noxyMeHT00G0pOTE OpraHM3alMy BILENAIOTCS JIOKYMEHTOIIOTOKH
BXOIHe (MOCTyNAKMKe) JOKYMEHThL; HCXOASIUe (OTIPaBIIeMEIe) HOKYMEHTHE;

BHYTPEHHHE JTOKYMEHTHI. B cocrase BXOJAIHAX W HCXOIIINHX NOKYMEHTOB
BBIJICJIAKOTCA:

JOKYMEHTEI OpI'aHOB T'OCYIaPCTBEHHOMN BIIACTH;

JOKYMEHTHI OPraHOB MECTHOT'O CaMOYTIPABIIEHHS;

JMOKYMEHTEI OHOTHITHEIX OpTraHH3aLIMii;

AOKYMEHTHI U3 FOCYIAPCTBEHHEIX M HETOCYJapCTBEHHBIX OPraHHU3AIHIA;

oOpatieHust rpaxian;

APYTHE Pyl JOKYMEHTOB.

5.7. JloctaBka ¥ OTNIpaBKa NOKYMeHTOB B OpraHusaiyy OCYIIECTBIAIOTCS
CpeICTBAMH II0YTOBOM CBSI3H, (DeNbIBETePCKOl U KyPhepCKOM CBS3H, HAPOUHEIMU H
Pa3MYHBIMH BUIAMH JIEKTPOCBA3H ((aKCHMHIbHAs, TenerpadHas, TenedoHHA,
9JIEKTpoHHad nourta, COJ).

5.8. B OpraHmsanuio AOCTaBNAETCS KOPPECIIOHAGHIHS B BHIE IIHCEM,
TMOYTOBEIX KapToueK, Oamjeponmell M IaKeTOB, MEYATHBIX H3NAHUM, Telerpamm,
thaxcorpamm, TenedoHOrpaMM, 3MEKTPOHHBIX TOKYMEHTOB M 3MEKTPOHHBIX KO
JOKYMEHTOB.

5.9. [Tlpwem JOKyMeHTOB  OCYINECTBISA€TCS  JleMOMpPOH3BOMHUTEIEM.
HOKyMeHTBI, TIONy4YeHHBle PpabOTHHKAMH OT JPYIHX OpraHHM3al|i, TaKKe
TepenaroTcs Jlenonpor3BoIUTENIO IS PETHCTPALMH W/MITH YYeTa.

5.10. Bee noctynusmue B OpraHu3aluiio JOKyMEHTHI IIOMIEKAT ITePBHIHOM
06paboTke, BKIFOYArOLIEH:

IIPOBEPKY IPABHIBHOCTH JOCTABKU JIOKYMEHTOB,

MPOBEPKY LIEIIOCTHOCTH YIIAKOBKH (KOHBEPTOB, [TAKETOB);

BCKPBITHE YIAKOBKH (32 HCKIIOYEHHEM KOHBEPTORB, MAKETOB C MOMETKOM
«JInyHO» ¥ rpadamu orpaHHYEHHS TOCTYNA K TOKYMEHTY):

MPOBEPKY LEJIOCTHOCTH BXOJSIINX JOKYMEHTOB, BKIIOUAS IIPHIIOKEHHS;

YHHUYTOXKEHNE KOHBEPTOB, TAKETOB MIJIH YITAKOBKH;

IPOCTaBICHUE OTMETKH O NOCTYIUIEHUHA JOKYMEHTA B Opranmaumo.
5.11. Omu60yHO JOCTaBIEHHEIE JOKYMEHTEI [IEPECHUIAIOTCS 110 Ha3HAYESHHIO

WM BO3BPAILAIOTCS OTIPABHTENMO. JIOKYMEHThI, MOCTYIHMBINKME B MOBPEXICHHOM
YIIaKOBKe, IIPOBEPSIOTCS HA LIEIOCTHOCTh, B TOM YHCIIe Ha HAMYHe MEXaHHYECKUX
TIOBPEXX/IEHHI.

[TouToBEIE OTHpaBleHHs, HECTaHAApTHBIE IO Becy, pasmepy, (opme,

HMEIONIe HEPOBHOCTH MO O0OKaM, 3aKieeHHBIE IMIKOH JIEHTOM, MMEOIIHe
CTPaHHbIA 3amax, LBET, IPEANOI0KHTEIEHO UMEIOIIHE BIOKECHHS, HE XapaKTepHbIE
A7 TIOYTOBBIX OTIPAaBICHHH, He BCKphIBAaIOTCA. O MONyYeHWH MOAO3PHUTENHHOrO

IIOYTOBOIO OTIIPABICHUS JOKIAIBIBAECTCS PYKOBOTUTETTIO.
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5.12. Ilpu mocTyn/IeHHH BXOAIIET0 JOKYMEHTA B IOBPEXKICHHOM YIIAKOBKE,
NOBPEXJICHAN NOKYMEHTa, NPH OTCYTCTBUM B KOHBepTe (IIaKeTe) JOKYyMEHTa, ero
4acTy WM NPHIOXKEHHH K HEMY, a TaKKe IIPH OTCYTCTBHMH MOAMNCH HA BXOISAIIEM
AOKYMEHTE COCTABJISETCS aKT B JBYX OK3eMIUIIpax Ha OyMaKHOM HOCHTele,
NOJIHCEIBaeMbl# JlenonpounssoauteneM  Pykosogurenem Opranusanun.

Omun oK3eMIIAp akTa BMeCTE C BXOASIIMM JOKYMEHTOM H  €ro
NPUIOKEHUAMH NEePeacTCs Ha MPEIBAPUTENLHOE PACCMOTPEHHE M PErHCTPALIHIO,
BTOPOU 3K3EMILIAP aKTa BHICHIIACTCS OTIIPABUTEJIIO.

5.13. KoHBepTsl, MaKeTs HMIIM YNAKOBKA COXPAHSAIOTCS M ITPHIATAlOTCH K
BXOIAIIUM OJOKYMEHTaM B clrydaax:

€CIIM TOINBKO II0 HHM MOXHO YCTAaHOBHUTh OTHPABHUTENsS WIM ATy
OTIPAaBJICHHAA,;

€CIIH BXOJSIIMH TOKYMEHT MOCTYIIHII [T03Ke YKA3aHHOTO B TEKCTE JOKYMEHTa
CPOKa MCIIOIHEHHUS HITH JIAThl MEPOTIPUATHS

npd OOJBIIOM DACXOKACHHH MEXIY NaTaMd TOAMMCAHHS M TOMyYeHHS
JIOKYMEHTOB.

[locne 3aBepmenyst paboTHI ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM
[IOMCIIACTCA Ha XpaHCHHE B IETIO.

5.14. KoHBepTHI (MakeTsl), MMeromue oTMeTKy «JInaHo» («Private»), rpudsr
OrpaHAYeHHUS JOCTYTIa K JOKyMEHTaM, CoIepKaIuM CBeIeHHs
KOH(HICHINAIBHOTO XapaKTepa, He BCKPHIBAIOTCS W MEPENAIOTC:

¢ ormeTkoi «JImgno» («Private») — HenmocpeICTBEHHO anpecarty;

¢ Tpr(aMHi OrpaHUYEHHUS JOCTYIIA — HEMOCPEACTBEHHO PyKoBOIHTEIO.

5.15. Bxopsumme SMeKTPOHHBIE NOKYMEHTBI, IOCTYIHBIIHE OT IPYIHX
OpraHu3allnii 1o 3J1eKTPOHHOM MoyTe, Ha caifite Opranusanuu (mocpeacteom COHJT)
INPUHEMAIOTCA Jlenonpous3BoIuTeIeM.

ONEKTPOHHBIE  JOKYMEHTBl,  MOCTYNIHBIIHE 110  HH()OPMALHOHHO-
TENIEKOMMYHHKAIIHOHHBIM KaHaiam " HOAMUCaHHEIE YCHIICHHOM
KBaIM(HIUPOBAHHOH MOANHCEIO, BKmovalorcs B CDJl mocine mpoBepkH
BHGKTpOHHOfI MNOAIINCH H IOATBEPXKACHUA €€ JNEWCTBUTENBHOCTH, 3IE€KTPOHHEIE
JOKYMEHTHI, NOCTYIHUBIIHE OT IPYTHX OpPraHU3alUi IO JJIEKTPOHHOH IIOYTE H
TOANKCAHHBIE YCHJIEHHON HEKBAIH(DUIMPOBAHHOH MOANKCHI0 WIM MPOCTON
BHCKTDOHHOﬁ NMOAIHACEI0, MPOXOJAT NPEABAPUTEIBHOEC  PACCMOTPEHUE U
Bkmoyarorcs B COJl mpu Hampuum MeXIy OpraHH3aldeH-OTIpaBHUTENEM W
OpraHM3alefi-nioNyJaTeNieM  cornameHus o0  oOMeHe  3IeKTPOHHBIMH
JOKYMEHTaMH, IOANUCAHHBIMYA COOTBETCTBYIOLICH MOAMUCEHIO.

5.16. IlepBuunast oOpaboTKa 3NEKTPOHHBIX JOKYMEHTOB, IMOIYYEHHEBIX IO
HHGOPMaLMOHHO-TEJIEKOMMYHUKAIIMOHHBIM KaHAJIlaM CBS3M (JEKTPOHHAs II0YTa,
COJl, caiit OpraHu3aniu) OT JpPYTMX OpraHM3alliii M TpaxjaaH, J0JDKHA
COOTBETCTBOBATh TEXHOJIOTHH PaboThI ¢ BXOAALIUMH JOKYMEHTAMH.

5.17. IlepBuunas o6paboTka JOKYMEHTOB 3aBepIIaeTCs UX paclpeeieHrueM
(COPTHpPOBKO#) Ha DErMCTpHpYEMbIE M Heperucrpupyembie. K IOKyMeHTaMm, He
TOJIEXKAIIUM PETUCTPALIUK, OTHOCATCS IOKYMEHTHI, HE TpeOyIolie UCTIOMHEHHS U
He cojeprkalue HHPpOpMaIii, UCIIOIb3YeMOii B CIIPaBOYHBIX LENAX (MPHIOKEHHE
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No 15).

5.18. PerucTpamys BXOISIIMX JOKYMEHTOB OCYILECTBISETCS OIUH pas:
Jlenonpon3BouTeNIeM, HE3aBHCHMO OT CII0cO6a HX JOCTABKH.

JlOKYMeHTEI, MocTymaroue 3 APYIMX OpraHW3aluii HEIOCPEACTBEHHO
pabotuukam Opramusanud, HO TpeOylomlme pacCMOTPEHHS pYKOBOJCTEBa,
NepeNlaloTCA  UIs  PErucTpalMd U NPEJBAPHUTENBHOIO  PACCMOTPEHHS
Jlenonpou3BoguTeio.

5.19. PermcTpanus BXONAIIMX JOKYMEHTOB OCYIIECTBISETCS B JEHb WX
TIOCTYIUICHUA MJIM Ha CIICAYIOIHE pabo4uii IeHb IPH MOCTYIUICHHH IO0KYMEHTOB B
KOHILe pabodero JHA WK B Hepabouee BpeMs.

Perucrpanys obpamenuii rpaxiaH OCyIIECTBIsETCS B TeUeHHe TPeX AHEH ¢
MOMEHTa MOCTYIUICHHs OOpalIEHHs B COOTBETCTBHH ¢ MelepalbHBIM 3aKOHOM OT
02.05.2006 Ne59-®3 «O mopsmxke paccMOTpeHHs OOpamleHmii rpaxiaH B
Poccuiickoit enepanym».

5.20. CpencHusi O HOCTYNHUBIIEM JOKYMEHTE BHOCSATCS B 3JIEKTPOHHYIO
perucrpanuonHyio kaprouky (3PK) COJl umu permcTpartoHHO-yUeTHYIO (hopMy
Ha OyMaXHOM HOCHTENE, a MOCTYIHBIIEMY JOKYMEHTY IpHUCBaUBaeTCs
perucTpauoOHHbIA HOMED.

PerucrpanronHeiii HoMep BXOAfINEr0 NOKYMEHTa COCTOHT H3 HOPSIKOBOIO
HOMEpa JOKyMEHTa B Ipejenax KaJIeHJapHOrO Toja, KOTOPBIH MOXeT OBITh
AomoiHeH UHGPOBbIMH WM GyKBEHHO-IM(PPOBBIMH KojaMH (MHAEKCaMH) IO
UCIIONB3YEeMEBIM KiIacCH(uKaTopaM (HampHMep, B COOTBETCTBHM C MHIEKCOM Ielia
10 HOMEHKIIaType 1en).

5.21. Ha Bcex s3aperdcTPHPOBAHHBIX [OKYMCHTaX, 3a HCKIIFOYEHHEM
AOKYMEHTOB, MOCTYNHUBIIKX B (opMe SIEKTPOHHBIX JOKYMEHTOB, MPOCTABIAIOTCH
OTMETKH O MNOCTYIIIeHHH HOKyMeHTa B Opranusanumio. B oTMeTke o mocTymienun
AOKYMEHTa (QHKCHPYIOTCA Jara IOCTYIICHHA (NMPH HEOOXOAMMOCTH — BpeMs
NOCTYIJIEHHS! B YacaX W MHHYTaX) M BXOJAIIMH pPErHCTPALIHOHHBIA HOMEp
JOKyMEHTa B COOTBETCTBUHE C ITyHKTOM 2.36 MHCTpyKIHI.

5.22. JloxyMeHTbI, HOCTYNHBIIME Ha GYMasHOM HOCHUTENE, CKAaHHUDPYIOTCS,
3NIeKTPOHHAs KOmMs NOKyMmeHTa Bkmrodaercs B COJ] u mpucoemunserca k DPK
JOKYMEHTa.

5.23. KoppecnonaeHuuss Ha HHOCTPaHHBIX f3bIKaX, aJApECOBaHHAs
PykoBomctey  Opranmsauuy, mocie — peructpaidd  JlenonmpoH3BOJHTENEM
TepesiaeTcs COOTBETCTBYIOWEMy paboTHuky OpraHusanue i [epeBoJa H
HOoCNeAyIOIEH Nepeadn Ha paCCMOTPeHUE PYKOBOACTEA.

5.24. TIpenBapuTeNbHOE PACCMOTPEHHE IPOBORUTCS B IENSAX paclpeneaeHus
noctynaiomux B OpraHu3aliio JOKYMEHTOB Ha TpeOyloune o06A3aTensHOro
paccMoTpeHust PykoBozicTBoM OpraHu3allMi H HAaIpaBlfeMble HEOCPEACTBEHHO
paboTtHHKaM OpraHu3aLuy.

5.25.  IlpenBapuTeqbHOE  PacCMOTPEHHE  BXOIANIAX  JOKYMEHTOB
OCYILIECTBIIACTCA I.[CJ'IOHpOI’I3BO,I[I/ITeJ'IeM ITOCJIE PErucTpan J1OKYMEHTOB.

IIpeBapuTeNEHOE PACCMOTPEHHE MOXKET MPOBOAMTHCS JO PETHCTPAIMHA B
CIly4ae HOCTYIUICHHUS IOKYMEHTOB ¢ OTMETKAMH, TpeOYIOIHMH He3aMeUTHTEIBHOTO
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PacCMOTPEHUS U UCTIOTHEHHS TOKYMEHTA.

5.26. IlpenBapHTEIBHOMY PACCMOTPEHMIO MOIEXKAT BXOMSIIHE JOKYMEHTEL,
azpecoBaHHble B Opranusanyro U Ha UMs ee PykoBoguTens.

JloKyMeHTBI, — afpecoBaHHble pa0OTHMKAaM, MEpENAlOTCs WM Oe3
IPEABAPUTENILHOTO PACCMOTPEHHS.

5.27. TlpenBapuTenbHOe PACCMOTPEHHE OCYLIECTBISETCS MCXONS M3 OLEHKH
CONEPIKAHMS BXOOSIIIAX JOKYMEHTOB, C YYETOM YCTAaHOBIIEHHOI'O B Opranngaunu
pacmpenenenus  (QYHKIMOHAIBHBIX — OOs3aHHOCTEM Mexnay PykoBomutenem
Opranusanu, ero 3aMecTUTENIMY i paboTHuKaMu OpraHu3alim.

5.28. Tlo pe3ymbTaTaM IpeABapHTENLHOIO DPACCMOTPEHHS JOKYMEHTHI
pacnpeensioTcs Ha JOKyMeHTOIIOTOKH, HallpaBlIsieMEle:

Ha paccMoTpenne Pykosomwrens OpraHusanuy (ZOKYMEHTBI, OCTYNAIOMIAE
H3 OpraHOB TIOCYJapCTBEHHON BJIACTH, OPraHOB MECTHOTO CaMOYIpaBJIeHH,
INOKYMEHTEI 10 Haubojee Ba)XKHBIM M IIPUHIUNKAIBHEIM BOMPOCAM JIESTENHOCTH
OpraHU3aluHm );

Ha pacCMOTpeHHMe 3aMmecTHTenedl  PykoBomurens  (ZOKyMeHTHI  IIO
HalpaBICHHAM [JEATEIBHOCTH, KyPHPYEMBIX COOTBETCTBYIOIIUMH 3aMECTUTEISIMH);

Ha pPacCMOTPCHHC K HCIIOJHCHUE paﬁOTHI/IKaMI/I 0 HaIpaBICHHUAM WX
JIesITeNbHOCTH.

5.29. Ilo 3aBepiIeHHH IPEIBApUTENBHOTO PACCMOTPEHHS JOKYMEHTBI
IEPeAlOTCAd  COOTBETCTBYIOLIMM  JODKHOCTHBIM  JIMIIaM  (paboTHHKaM) [UIst
PAacCMOTPEHMSI M BBIHECEHHUS pPe30IIOLNH (YKa3aHHUH M0 HCIIOIHEHHUIO).

5.30. PaccMoTpeHHMe IOKYMEHTOB MAOJDKHOCTHEIM JIHLOM (paGOTHHKOM)
OCYIIECTBJIACTCA B NI€HD IEPENAIn €My NOKYMCHTOB HJIM Ha CHGI[YIOLHHﬁ pa6oqm71
JIeHb, ECIIH JOKYMEHTSHI [Tepe/laHbl B KOHIe pabouero JHS.

JlokyMeHTEI, TpeOyrommue CPOIHOTO PACCMOTPEHHS, & TakXke TellerpaMMbl K
TCHG(bOHOFpaMMBI pacCMaTpUBAOTCA HE3AMCUITUTEIIBHO.

5.31. Pe3ynbTaThl paccMOTpeHHs noKyMeHTa PykoBomuteneM OpraHusanuu,
€ro 3aMecTUTENAMH, paboTHuKamMu OpraHu3anuy 0QOPMISIOTCS B BHIE PE30IIOLUA
B COOTBETCTBHH C MyHKTOM 2.43 MHCTPYKIHH.

5.32. CpezeHus O pe30JIOLUK (KCIIOIHUATENb, CONEPIKAHNE TIOPYUYEHHS, CPOK
ucnonHenus) JlenonpomsBomurenem BHocates B OPK  C3OJI, mocne dero
UCIMOTHUTETH MOTYYAOT JOCTYI K 3JIEKTPOHHOMY NOKYMEHTY HIH SﬂeKTPOHHOﬁ
KOIKH JOKYMEHTa, CIIH JOKYMEHT IIOCTYIII Ha GyMa)KHOM HOCHTEIIE.

5.33. JloKyMeHTHI, IOCTyNarol(He Ha OyMa)XHOM HOCHTeNe, IIOCIe HX
perucTpali M PACCMOTPEHHS PYKOBOJCTBOM IIEPE/IaloTCs COOTBETCTBYIOLIMM
JOIKHOCTHBIM JiMIaM (pabOTHMKAaM) Ha WCIIOJIHEHHE WK MOMEIIAIOTCA B JIENO B
HEJIOHPOPBBO,HHTGJ'IEM B COOTBETCTBHH C HOMeHKJIaTyp()ﬁ pi(<) ¢ OpraHH:saan.

Jns ¢ukcanuu akra mepefayd BXOISIIMX JOKYMEHTOB W HMX KOMHH Ha
OyMa)XHOM HOCHTEJIE MOT'YT WCIIONb30BaThCS JKypHalbl (peecTpbl) Iepenadd
JIOKYMEHTOB.

534, Ilpu OyMaxHOM JOKYMEHTOOOOPOTE MOMJIMHHHKH BXONSAIIHAX
JOKYMEHTOB, B CJIyYyae Ha3HAYEHHS HECKOJBKUX WCIOJMHUTENEH TepeNarTcs
OTBCTCTBECHHOMY HCIIOJHHUTEIK, OCTaJbHBIM HCIIOJHUTEIAM IEGJIOHPOPISBO,E[HT&HB
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nepeiaeT KON JOKYMEHTA.

5.35. HMcxopsmue NOKyMEHTHI, 3aBH3HPOBAHHEIE BCEMH 3aUHTEPECOBAHHEIMI
JMIAMH ¥ TIOANUCaHHBIe PYyKOBOIUTENEM MM UHBIM YIIONTHOMOYEHHBIM HM JTHIIOM,
peructpupyrores JenonpousBoxurenem Opranusanuy.

5.36. PerucTpamms HCXONAIAX JOKYMEHTOB OCYIIECTBIIETCH B [IEHb
NOANMCAHKUA HIH Ha Clenylomuid pabounil neHb, ecid JOKYMEHTH ObLIH
TIOMKCAHBI B KOHLIE pabodero mHs Wik B Hepabodee BpeMs..

5.37. Tlepen perucrpanueli HCXOISLIAX JOKyMEHTOB JlelONpOM3BOAKTENE
NpOBEPSET MPABUILHOCTE O(QOPMICHHS IOKYMEHTOB (B TOM YHCIE HAIHYHE
MOANHCEH, BU3, NMPABHJIBHOCTH HANHCAHMS aIPECOB), a TaKKE YKa3aHHBIX B
UCXOIAIMX JOKyMEHTaX NpPHIOKEHHH, COOTBETCTBHE KOJIHYECTBA SK3EMILTSIPOB
KOJIMYECTBY aJpecaToB M0 YKAa3aTell0 pACCHUIKH, HalW4he OTMETKH 006
HCTIOJTHUTETTE.

5.38. Ilpu peructpammm wucxonsmero mucema B CDJ[ cemenus o6
OTNpaBIAEMOM JOKymeHTe (ukcupyotcss B DPK, kK KOTOpo# HpHKpemisercs
3JIEKTPOHHAs KOIHMS OTIPABIAEMOro JOKyMEHTa.

Ecmu OPK 65i1a cosnana B COJ] npu MOATOTOBKE MPOEKTA JOKYMEHTA, TO
IpM PETUCTPAlHK HCXONALIET0 MOKYMEHTa B Hee H00aBIAIOTCA CBEICHHS O
PETUCTPAITMOHHOM HOMepe, JaTe PerucTpaluyl U APYTHE CBeIeHHs 00 HCXOAAmeM
JOKYMEHTE.

5.39. PerucTpaivoHHBIH HOMEp HCXOMAIIEr0 JOKYMEHTA IOJKEH COCTOSTh U3
KOIOB (MHJEKCOB) B COOTBETCTBHM C HPHUMEHSEMBIMH KIacCHQHKATOpPaMH H
IIOPSIIKOBOIO HOMEpa TOKYMEHTA B MpenesiaX KaJIeH apHOro roja.

Hara pericTpallidi ¥ PETUCTPALMOHHBIA HOMEP IIPOCTABIAIOTCS HA
OTIPAaBIsIEMOM [OKyMEHTe, a TaKKe Ha KOMHH HCXOMALIETO IOKYMEHTa,
OCTAIOIIEHCS B IeNle, B COOTBETCTBHH ¢ nynkTamu 2.35, 2.36 UucTpyxnmy.

5.40. Ucxonsmuii NOKyMeHT, MOAMMCAHHEIN PykoBomuTenem Oprauuzaiuu
WM MHBIM YTIOJTHOMOYEHHBIM MM JIOJDKHOCTHBIM JIMLIOM, ITepeNaeTcs Ha OTIIPaBKy,
KONHs NOKYMEeHTa Ha OyMaXXKHOM HOCHTeJe C BH3aMH MOMEIIaeTcs B JHeli0 B
COOTBETCTBUH C HOMEHKJIATYPO#l JIeJl.

DJIeKTPOHHBIE JOKYMEHTHI [10C)Ie MX MOMUCAHHUS SIeKTPOHHOM MOAMUCHI0 1
OTIIPABKH aJpecary xpaHarcd B 6ase nanueix COJI.

541. B 3aBHCHMOCTH OT COJEpPXAaHHS H CPOYHOCTH JOKYMEHTEI,
otnpasisgemsle U3 OpraHuzanyy, JOCTABISIOTCS alpecaTaM CpeICTBAMHU [IOYTOBOIA,
benpaberepCKOi  CBS3M, CIENCBS3M, KyphepoM, DKCIIPEcC-TIOYTOH, & TaKKe
TIepPeNaloTes TI0 KAHANAM 3JIeKTPOCBI3H ((aKCHMIIEHAS CBSI3b, Telerpad, tenedom,
anexTporHas moura, COJI).

ObpaboTka KOPpECTIOHIEHIWH JUIi  OTIPABKH  ITIOYTOBOH  CBS3BIO
OCYINECTBJISETCS B COOTBETCTBHH ¢ ITpaBHiIaMu OKa3aHHs YCIIYT MOYTOBOM CBSI3H.

5.42. JIoKyMeHTbl, He WMEIIIHEe anpecHOM YacTH, NPHUHHAMAIOTCS Ha
OTIIPaBKy C CONMPOBOJUTECIIBHBIMHA ITHCHEMaMH.

HenpaBunsHO ~ OOpMIEHHBIE  OOKYMEHTBI M KOPPECIIOHIEHITHS
HECIy>)keOHOro xapakTepa K OTIpaBKe He TPHHAMAIOTCS ¥ BO3BPAILAIOTCS
ACIIOJTHUTEITIO.
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JlOKyMEeHTEI, INOIeXallHe OTIpaBKe, IOIDKHBI 00pabaTeIBATECd |
OTNPABIATECS B JCHD MX MOAIKCAHWS ¥ PETUCTPAlMH MM Ha CIeNYIOIIA paboyunit
IIEHb.

5.43. [ochulka WM 3aMEHa paHee  OTIPABIEHHOTO  JOKYMEHTA
OCYILIECTBISAETCS 110 YKA3AHMIO JIUIIA, TOAMHUCABIIETO JOKYMEHT.

5.44. TIpoxox/eHre BHYTPEHHHX JOKYMEHTOB HA ATANaX WX MOITOTOBKH U
O(OPMIIEHHS IOMKHO COOTBETCTBOBATh NPOXOXKISHHIO HCXOISIIMX JIOKYMEHTOB, a
Ha 3Talle UCTIOIHEHNs — BXOASIINX JOKYMEHTOB.

5.45. ITpoekTs PacHOpsAUTENHHBIX JOKYMEHTOB (mpuxasos),
MOJTOTOBNICHHBIX U TIOANKCAHHUS, IIOCJe IOATOTOBKA M COIJIACOBAHHA C
3aUHTEPECOBAHHBIMU JIMIAMU IIepelaloTcs JIenonpou3BOAUTENIO LI MPOBEPKH
MPAaBUIIEHOCTH UX OOPMIEHHS.

5.46. IlpaBunmsHO OQOpPMIEHHEIE TNPHUKA3sl TNEPeNaAlOTCs Ha  IIOZMHCH
Pyxopoauremo OpraHu3amuy Hid HHOMY YTIOTHOMOYEHHOMY MM JIALLY.

5.47. llonmucaHHble MPHUKA3BI IO OCHOBHOMN JIEATENBHOCTH PErHCTPHPYIOTCS
JenonpousBoauTenem.

IloxroToBKa MPHUKA30B MO IMYHOMY COCTABY K IOMIIMCAHMIO PyKoBomuTeeM
U UX PETUCTPAIHS OCYIIECTBISIOTCS KaAPOBOH CIIy KOO,

IIprkasam Mo OCHOBHOH NesTENFHOCTH PUCBAUBAIOTCS MOPS/KOBEIE HOMEpa
(Mo kaxoH rpymnme IOKYMEHTOB OTHENBHO) B HpefelaXx KaIeHIAPHOTO roja.
Ilpukaszam MO JBHJKEHHIO YYAIIMXCs IIPHCBAHBAETCS MOPSAKOBEIA HOMEp B
npefienax yuebHoro roga (myHKT 4.20 Ilpasuin). ITopsakoBslli HOMep JOKyMEHTA
MOXKET JONMONHATECA OYKBEHHBIM WM ME(MPOBEIM MHICKCOM, 06GO03HAYAIOIIMM
NPHHAIEXHOCTD JIOKYMEHTA COOTBETCTBYIOIICH IPYIIIe IOKYMEHTOB.

CeemeHns o perucTpupyeMsix mpukaszax BHocsTcs B COJl HIM B WHbIE
PEeTUCTPaMOHHO-y4eTHbIE (OPMBI HA OyMa)KHOM HOCHTENE MM B 3IEKTPOHHOI
(bopme B COOTBETCTBUH ¢ NMYyHKTOM 5.54 MHCTPYKIHH.

5.48. IloTMHHAKA NPUKa30B IO MECTYy HX DErdcTpaiuu (GOpMHpPYIOTCS B
[ena B COOTBETCTBHH C HOMEHKIaTypod nen OpraHus3aldd B COOTBETCTBHH C
nyHxkToM 8.20 MHCTpyKIIUH.

Konuu mprka3oB pacChLIAIOTCS UCIIONHUTENSIM U WHBIM 3aHHTEPECOBAHHBIM
JIMIaM B JNEKTPOHHOH (dopMe WM Ha OYMaXXHOM HOCHTENE B COOTBEICTBHM C
yKa3aTeleM PacChUIKH.

Komvn npukasos, pacchbulaeMble Ha OyMa)KHOM HOCHTENE, 3aBEPSIOTCS B
COOTBETCTBHH C ItyHKTOM 2.51 MHCTpYKIHA.

5.49. TIpoToKkonmel 3aceqaHWii, COBEINAHWI, NPOBOAMMEIX PYKOBOJICTBOM
Oprazuzanuu, perucTpupyrores Jleonporn3BoauTeneM.

Iporokonsl 3acenaHuii, CoOBEIaHWY, IPOBOAMMBIX KOJLUIETHATLHBIMA
(coBemaTeNbHBEIMU) OpraHaMH, KOMHCCHAMH DPETHCTPHPYIOTCS WX CEKpeTapsMH,
OTBETCTBEHHEIMU 33 OpPraHW3AaLMIO W IpOBeleHHEe MepompuaTHi. Kommu Taxmx
MPOTOKOJIOB FOTOBSTCS K PACCHIIKE U PACCHUIAIOTCS CEKPETapSMH, OTBETCTBEHHEIMU
33 OpPraHH3alHIO U POBe/IeHHE MEPOTIPHSTHSI.

5.50. TIlporokonaM IIPUCBaMBAIOTCS NOPSOKOBEIE HOMEpa B Mpeneiax
KaleHIapHOro rojga (y4eOHoro) Wi mnepuoxa paGoTsl KoMuccuu (COBeETa,
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BpeMeHHO! pabouell rpyIIe) 0 KaXI0ii rpyIIe MPOTOKOJIOB OTAENLHO.

IloanuHHEMKE TPOTOKONOB IO MECTy HX peructpanuu GOpMUPYIOTCS B Iena
10 HOMEHKJIaType nen Opranusaiyy B COOTBETCTBHH ¢ nyHKTOM 8.20 MHCTpYyKIMH.

5.52. Tlpn Bxmouenun B COJI (B ciyuae ee HMCIONL30BAHMA) BXOIALIMX
JOKYMEHTOB, WX DErHCTpallMd, paccCMOTpeHMH W wcnonHeHn® B DPK BHOCSTCH
ClIeIYFOIIE CBEACHUS O IOKyMEHTE:

a) HAHMEHOBaHKe OpraHu3aluy (KOPPECTIOH/ICHTa);

0) anpecar;

B) HAaNMEHOBaHHE BHIA JOKyMEHTA,

r) JaTa NOCTYNHBILETO JOKyMEHTA,

1) PETHCTPAlHOHHBINH HOMep NOCTYIIMBILETO JOKYMEHTa;

€) IOIDKHOCTS, (haMUITHST X HHUILIHAIE JIMIIA, OAMUCABIIET0 JOKYMEHT;

) JaTa MIOCTYTUICHHS JOKyMEHTa;

3) BXOJISIINI PeruCTPAllMOHHEIN HOMED;,

H) 3ar0JIOBOK K TEKCTY (KPaTKOe CofiepKaHue JOKYMEHTa);

K) KOJIM4ECTBO JIHCTOB OCHOBHOTO JIOKYMEHTA,

1) OTMETKAa O MPHIOXKEHHH (KONMYECTBO TPHIOXKEHHH, 06llee KOTHYECTRO
JIUCTOB NPHJIOXKEHHH);

M) CBEJIEHHS O CBA3aHHBIX JOKyMeHTaX (HaUMEHOBAaHWE BH/A JOKyMEHTa,
JlaTta, peruCTPaAMOHHEIN HOMEp, THIT CBA3H);

H) pe3oionus (WCIONMHUTENb (MCTONHUTENM), MOPYYEHHE, NOKHOCTHOE
JIMII0, JaBlIee IOpYYEHHE, 1aTa);

0) CPOK HCTIOTHEHHUS IOKYMEHTA;

1) MHJIEKC JIeNa II0 HOMEHKIIAType Ne;

P) CBEZIEHHS O Nepeafpecaldil JOKyMeHTa,

C) OTMETKA O KOHTPOJIE;

T) TpU(} OrpaHHYEHHUS AOCTYIA K JOKYMEHTY;

y) CBeJeHHS 00 3IEKTPOHHOI MOITUCH;

(&) pe3ynbTaT MpOBEpPKH 3NEKTpoHHOM moanucu (Bxmouatores B COJI, ecnu
HOCTYNHBIINMHA JOKYMEHT MOJINUCAH YCUICHHON 3JIEKTPOHHOM MOIIHCEIO).

5.53. Ilpu Bkmouennu B COJ] (B ciyyae ee HCIOIB30BAHMA) HCXOMALIAX
JOKYMEHTOB B OPK BHOCaTCH clienyroniyde cCBeleHus 0 NOKYMEHTe:

a) azgpecar;

0) JODKHOCTD, (paMUIIMS ¥ HHHIUAIBI ML, IOANKCABIIETO JOKYMEHT;

B) HAWMEHOBAHHE BUIA JOKYMEHTA;

) JaTa JOKYMEeHTa,;

J1) PETHCTPALMOHHBIH HOMEp JOKYMEHTa,;

€) 3aroJIOBOK K TEKCTY (KpaTKoe COIepIKaHue TOKYMEHTA);

’K) CBEIEHHS O CBA3aHHBIX JOKyMeHTaX (HaHMeHOBaHHe BHIA JOKYMEHTa,
JlaTa, perucTpalMOHHBIA HOMED, THIT CBS3H);

3) KOJIHM4YECTBO JIMCTOB OCHOBHOI'O IOKYMEHTA,

H) HHJEKC Jieia 10 HOMEHKIIaType Iel;

K) OTMeTKa O NPHJIOKEHUH (KONMYECTBO NMPUIIOKEHMH, obIuee KOJIHIECTBO
JIMCTOB MPHJIOXKEHHH);
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1) Tpug OrpaHHYeHUS JOCTYIA K JOKYMEHTY;,

M) mozpasjieneHHe (JOIDKHOCTHOE JIHI0) - OTBETCTBEHHBIN MCMOMHHTEND
TNOKyMEHTa,

H) CBEIICHHS 00 3IEKTPOHHOM IOIHUCH.

5.54. Tlpu Brmovennu B COJ[ (B ciaydae ee HCIONB30BAHMSA) BHYTPEHHHX
mokymentoB B OPK BHocsiTest crefylomue cBefeHHss O IOKyMeHTEe (COCTaB
CBeJIeHUH, BHOCHMEIX B COJI pH perucTpaiiii BHYTPEHHHX TOKYMEHTOB, 3aBHCHT
OT BHJIa PETHCTPHPYEMOT0 JOKYMEHTA):

a) HaMMEeHOBaHNe PabOTHHKA, IOATOTOBUBIIETO POEKT JOKYMEHTA,

0) HaMeHOBaHHe BU/A JOKYMEHTA;

B) ZlaTa IOKYMEHTa;

I') PETHCTPALIOHHEIM HOMEp JOKYMEHTa;

X) AOIDKHOCTS, (DaMILIHS M HHULHANBI JIAN2, TIOAMHCABIIETO JOKYMEHT;

€) CBEJICHHMS O CBA3aHHBIX JOKYMEHTaX (HaMMEHOBaHHME BHIA JOKYMEHTa,
Jiata, perUCTPallHOHHBIN HOMEp, THII CBA3H);

) 3aroJIOBOK K TEKCTY (KpaTKoe COZepKaHue IOKYMEHTA);

3) OTMETKAa O NPWIOKEHHH (KOJIMYECTBO MPHIIOKEHHH, OOIIee KOIMYECTBO
JIHCTOB TIPUIOXEHHH );

) HHJIEKC JieNa TI0 HOMEHKJIATYpe I,

K) YKa3aHus II0 HCIIONHEHHIO IOKyMeHTa (HCTONHHTENb, MOpyYeHHe, aTa
WCTIOTTHEHHS );

JI) OTMETKA O KOHTPOJIE;

M) rpud OrpaHHYEHHs JOCTYIIA K JOKYMEHTY;

H) JO/DKHOCTHOE IHIO (pabOTHHK) — HCHONHHTEIb (OTBETCTBEHHBIH
HCIIONIHUTEJb) JOKYMEHTA.

JIOTIOTHATENBHO K YKa3aHHBIM CBENCHHSAM O BXONSIIUX, HCXOAAIMX W
BHYTpeHHHMX JOKyMeHTaxX B DPK C3J] MOryT BHOCUTELCS UHEIE CBEIEHHS.

5.55. Vyer konuyecTBa JOKYMEHTOB, MOCTYIMBIIHX, CO3/IaHHBIX,
OTIPABIECHHBIX 33 ONpEJENCHHBIH IIePHON BPEMEHM, MOXKET IPOBOAUTECA IO
OpraHuzanuy B IENOM, N0 OTAENBHEIM paGoTHHKaM (KOMHCCHAM), ITO IpyIIam
JOKYMEHTOB, KOPPECIIOHICHTaM, NEHCTBHUSM, IIPOU3BEICHHBIM C JOKYMEHTaMH, W
JAPYTHM IIapaMeTpaM, HeoOXO0JHMBIM ISl aHaIH3a PaboTH ¢ JOKYMEHTAMH B LEIAX
€e COBEPINEeHCTBOBAHUSL.

5.56. Ilpu yuere o0beMa JOKYMEHTOOGOPOTA TMOJCYMTHIBAETCS KOJIHYECTBO
JOKYMEHTOB BBHIJIENICHHOH IpyNIbl. Y4eT KOJU4YecTBa JOKYMEHTOB IPOBOAUTCS IO
naHHEIM CDJI, perucTpaliOHHO-YUETHEIX KYPHAIOB U KAPTOTEK.

557. 3a emuHumy ydera KONHYECTBA MJOKYMEHTOB IIPHHHMAETCS
€IMHCTBEHHBIH 3K3eMIUISAP JOKYMEHTa: IOIMHHUK WM KONHS (€CIH KOIMA —
€OMHCTBEHHBI JK3eMINsp AoKymeHTa B OpraHu3aidy, HanpuMep, KOIHs
HCXOZAIIEro MichMa) 6e3 yyera KOIMii, CO31aBaeMbIX IIPH M€YaTH U KONMHUPOBAHHMH
(tupaxupoBanuu). Komuu  JIOKyMeHTOB Tpd  HeOOXOAMMOCTH  aHAIM3a
YUUTHIBAIOTCS OTJIENBHO.

5.58. Pesynprarel yduera oOnema nOKyMeHTOOOOpoTa B OpraHmsanuu
exerofiHo obobmarorces [eaonpon3BOAUTENIEM H IIPEACTABIAIOTCA PYKOBOACTBY B
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BHJIe OTYeTa 06 06BeMe TOKyMEHTOO00POTa 3a rO1.
VI. KoHTpO/b HCNO/THEHHSI JOKYMEHTOB (IOpy4eHHii)

6.1. KoHTpomb MCIONHEHHS TOKYMEHTOB (MOpyYeHMi) BeeTcd B LENsX HX
CBOEBPEMEHHOI0 ¥ Ka4eCTBEHHOTO MCIIOTHEHH.

6.2. KoHTpO/b HCTIONHEHNS TOKYMEHTOB (IIOpYYeHHMii) BEIeTCs:

PykoBonguTeneM WIM HHBIM JOIDKHOCTHBEIM JiuiioM OpraEmsanum  —
HCIOJIHEHHS JOKYMEHTOB (IIOpy4YeHH i) 10 CYIIECTBY;

HenonpounssopureneM OpraHu3alMid — CPOKOB KCIIOJHEHHS IOKYMEHTOB
(mopyueHnwnii).

Henonpou3BoguTeneM LEHTPATH30BaHHOMY KOHTPOITIO MOJUIeXKAT
3apETUCTPAPOBAHHBIE JOKYMEHTEI C OTMETKOH o0 KoHTpole («KoHTpoms»),
TIPOCTABIIAEMOM B COOTBETCTBHH C [TYHKTOM 2.54 MHCTPYKIHH.

6.3. PacnopsuTenbHEle TOKYMEHTHI, HPOTOKOJBI 3aCelaHuil (COBEIaHui),
ColepKallliie IOPYy4YeHHs C KOHKPETHBIMH CpPOKaMM HCIIOJIHEHHs, CTaBATCH Ha
KOHTPOJB IO KaXXIOMY IMOPYYESHHUIO OTAEIBHO.

6.4. KOBTpONb CPOKOB HCHONHEHHS NOKYMEHTOB (IOPYYEHMIA) BKIFOUAET B
cels:

IIOCTaHOBKY JOKYMEHTOB (TIOpYy4eHHMH ) Ha KOHTPOJIb;

IIPOBEPKY CBOEBPEMEHHOCTH JOBEJEHHS JOKYMEHTOB (MOpYYeHHH) 1o
HACIIOJIHUTEJICH;

MpelBapHTEILHYIO IIPOBEPKY M PETryJIMpOBaHHE XOJa HCHOIHEHUS
JIOKYMEHTOB (ITOpy4YeHHH );

CHATHE C KOHTPOIIS JOKyMEHTOB (II0py4eHHuit);

yueT, o0oOIIeHHe U aHaiu3 pPe3yJbTATOB XOHa HCIONHEHHS IOKYMEHTOB
(nopydeHuit);

HHpopMupoBanre PykoBoguTens o© XOZe HCIONHEHHS JOKyMEHTOB
(nopyquHﬁ) M COCTOSIHUH HUCIIOJHHUTEILCKOH JUCITUIIIITUHBI.

6.5. Cpoku UCNONHEHHS JOKYMEHTOB (TIOpydYeHWi) WCUHCIAIOTCS B
KaJICH/JIAPHBIX JHAX.

Ecnn  mocnemmuii  meHbR CpoKa HCIONHEHHA OOKyMeHTa (IOpYy4YeHH:)
IPUXOOUTCA Ha HepaOouyuii JeHb, TO [OKYMEHT MOMJIEXHUT HCIOJHEHHIO B
OmmKaimii cleIyIoMIrii 3a HUM paOo4uii JCHb.

JaTta HcnolHeHu:A AOKyMeHTa (mopydeHus) gukcupyerca B OPK COJ win
VHOM PErHCTPALHOHHO-YYETHOU (JOpPMeE, UCIIOIB3YEMOI ISl OTCIIEXKHUBAHUS CPOKOB
MCIOJIHEHUS JOKYMEHTa (TIOpY4eHHUs).

CpoKH  HCIOJTHEHHS  JOKYMEHTOB  (IIOPY4YCHMiH)  YyCTaHAaBIHBAIOTCH
PykoBoauTeneM, HCXOI M3 CPOKA, YCTAHOBIEHHOTO OpraHW3arveli, HalpaBUBIIeH
JOKYMEHT, WM CpPOKOB, YCTaHOBIECHHBIX 3aKOHOJATeNbCTBOM Poccuiickoid
Depepanuu.

6.6. JIokyMeHTHI (IOpYUYeHHs) ITOIEXKAT HUCTIONHEHHIO B CIIEIYIOLIHE CPOKHU:

C KOHKpPETHOM 1aToi UCTIONHEHHS — B YKa3aHHEBIA CPOK;

0e3 ykazaHHs KOHKPETHOH AaThl HCIIONHEHHA, AMEIOIIHE B TEKCTE IIOMETKY
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«BECPMa CPOYHO» — B TE€YEHME OJHOrO JHS, «CPOYHO» — B 3-IHEBHBIH CpOK;
«ornepaTUBHOY» — B 10-1HeBHEIH CpoOK; OCTaNBHEIE — B CPOK He Gonee 30 nuei;

N0 TApIaMEHTCKUM 3alpocaM — He MOo3aHee d4eM depe3 15 nueit co mus
NOTYyYeHHS;

no 3ampocam wieHoB Copeta ®eneparyy, nemyTtatoB IocymapcTBeHHOI
Hyms1 (zemyTaTckoMy 3ampocy) He mosaHee eM uepes 30 gHel co g IOy eHHsT;

0 MEKBEJOMCTBEHHBIM 3alpoCcaM O MpPEICTABIEHUN JNOKYMEHTOB U (HJIH)
MHGOPMALMA B LENAX NPEIOCTABIECHHS TOCYNAPCTBEHHBIX U MyHHIIUMATHHBIX
yeuyr — 5 pabouux AHeH co MHS IONYdYeHHs 3ampoca, eClM 3aKOHOAATENLCTBOM
Poccuiickoit @enepalun He yCTAHOBIEH HHOM CPOK;

10 obpaineHuaM rpaxaas — 30 JHel co HA perucTparyu.

6.7. IIpHOCTaHOBUTE HCTIONHEHHe KOHTPOIBHOTO TOKyMeHTa (TIOpyYeHus), a
TaKX€¢ OTMEHHUTH €r0 MOXET PYKOBOJMTEb, IONUCABIINAI JOKYMEHT WK JABLIM
nopydeHre (ykazaHue).

6.8. B Wemsix CBOEBPEMEHHOTO HCIOJHEHHS JOKYMEHTOB, IIOPYYeHHit
(yxasanmii), NOCTaBNCHHBIX HA KOHTPO/Ib, JlENONPOH3BOTHTEND [IPOBEPSIET
CBOEBPEMEHHOCTE JIOBEIeHHA JOKyMeHTa (IIOPYUEHNs) N0 HCTIOJHUTEA.

6.9. Ecnmu cpox HCIONHEHHs OKyMmeHTa (TOpYYeHHS) NpeBbIAeT OXHH
MecAl, B HeIX o0ecreveHHs CBOEBPEMEHHOTO HCIONHEHHS JOKyMEHTa
(opy4eHusi) TPOBOMUTCS IIPEABAPHTENBHEI KOHTPOAh H  HANOMHHAHHS
HCTIONIHUTENISM O TIPHOIMKEHHH CPOKOB UCITOTHEHHS JOKYMEHTOB (TIOpydeHumit).

6.10. TpenBapuTebHBIA KOHTPOIIb OCYIIECTBIAETCS B CIIEYFOMIEM HOPSIKE:

AOKYMEHTOB (IIOpYy4eHHH) IOCIIeyIOHX JIeT — He PeXe OAHOTO pa3a B IOf;

JOKYMEHTOB (II0py4eHHtH) IOCIeIyI0MHX MECAIEB TEKYIIEro rofia — He peske
OJTHOT'O pasa B MECLI;

JOKYMEHTOB (TIOPY4YEHHH) TEKYILEro Mecsia —3a 5 JHeil 10 UCTEYEHHs CPOKa
HCTIOTHEHHS.

6.11. HaroMyHaHHs OTBETCTBEHHBIM HCIONHHUTENSM, a TAKXkKe MHQOPMAIS
00 HCIONHEHMH JOKYMEHTOB (NOpydeHHi), IMOJydeHHas OT MCIOIHHTENEH,
¢uxcupyrorcs B OPK CDJl MIM HHEIX PErHCTPALMOHHO-YYETHBIX (OpMax,
UCIIOJIb3YEMBIX U1 KOHTPOJIS HCTIOMHEHHS JOKYMEHTOB (TIOPYUYEHHH ).

6.12. Ilpu HeOOXOAMMOCTH H3MEHEHMS CpOKa WCIIOJHEHHS JIOKYMEHTa
(mopyuyeHMsI) OTBETCTBEHHBIH HCIOJHHTENb OOS3aH IPEACTABATP HA MM
PykoBojuTens, naBmero nopyyeHue, 0OOCHOBaHHE (CIYyXeOHYIO 3aIlHCKy) o
NPOJICHAH CPOKa C YKa3aHHEM [IPUYUH IPOJICHHUS | JaThl HCIIONHEHMS.

OBocHopaune NpPOIIEHHS CPOKA HCIONHEHHS JAOKYMEHT2 (IIOpYYeHHS)
JOIDKHO OBITH HalpaBJI€HO HE M03[HEE, YeM 110 MCTCUYCHHH JIBYX TPETBUX CpoKa
WCIIOJIHEHUs JOKyMeHTa ([IopydeHHs).

O6 u3MeHEeHHMH CpOKa HCIIONTHEHHS TOKYMEHTa (MOpYUYEHHs) OTBETCTBEHHEIH
HCIIONHUTENs HHGOPMUPYET JIeTONpoU3BOAUTENS (aHATOTHYHEIM 06Pa3oM MOTYT
ObITE BHECEHBI HM3MEHEHHs B COCTaB HCIONHHTENEH NOKyMeHTa (TOpydYeHHs) ¢
o0s3aTeIbHBIM HHPOPMHpOBaHHeEM JIeonpou3BOAUTENS ).

6.13. JIOKyMEHT (IOpYYEHHE) CUHMTACTCS WCIOMHEHHBIM, €CIH TPHHSTHI
pelleHHs IO MOCTaBIeHHBIM BOIPOCAM, IIOJrOTOBICHBl COOTBETCTBYIOIIHE
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AOKYMEHTEI, HalpaBlieHa CIpaBKa 00 HCIONHEHHH B COOTBETCTBYIONIME OPTaHBI
BIIACTH (OPraHW3alvy) MK JJaH OTBET II0 CYIIECTBY 3aHHTEPECOBAHHEIM JIALIAM.

Pemenne 00 wmcmonmHenmm  jokymedta  (TopydeHmHs) NPHUHAMAET
PyxoBogutens.

Ha ucrommeHHOM nOKyMeHTe NpOCTABISETCS OTMETKA O HAIpPABICHUH
AOKYMEHT4 B J€IO B COOTBETCTBMH C IMyHKTOM 2.55 WHCTpYKUHWH, cBeIeHHUs 06
HCTIOJIHEHUH HOKyMeHTa (mopydeHus) BHocsites B JPK CDIl mmm  mayio
PETHCTPAIIHOHHO-YIETHYIO (JOPMY, HCIIONB3YEMYIO Il KOHTPOJIS HCTIONHEeHUS.

6.14. JlokymeHTSI (IOpY4€EHHUsI), HE CHATHIE C KOHTPOIS, a TAKXKE TOKyMEHTBI
(mopyuenus), CpOK  HCIONHEHHS KOTOPhIX HE MPONICH, CYHTAKOTCH
HEHCIIOJTHEHHBIMH.

6.15. JlenonpomsBomutens OpraHuzalvud aHATA3HPYET COCTOSIHUE U
pe3yJbTaThl HCIOMHEHH JOKYMEHTOB (TIOPYYCHHI) H COCTOSIHHE MCITOIHUTEIBCKON
JTUCIHUIIIHHBL:

B MOPSJKE NMPENBAPUTEILHOIO KOHTPOJS HAMpPAaBISET JOKHOCTHBIM JIMLIAM
(paGoTHukam) OpraHu3alMH HALOMUHAHHS O JOKYMEHTAX, CPOKH MCIIOJHEHHS
KOTOPBIX HCTeKaloT (32 3-5 nueli 10 OKOHYAHMS CPOKA MCMIONHEHHUS JOKYMEeHTa);

pa3 B MecCIl U 10 OKOHYaHuH rozia PykoBoguremo Oprandsaiuy HanpasBisieT
OTYETBl O KOIMYECTBE JOKYMEHTOB, HCIOJNHEHHBIX B CPOK, HCIOJHEHHBIX C
IIpOAJICHUEM CpOKa HCIIOIIHEHHA, HC HCIIOJIHCHHBIX, HAXOOAIIUXCA Ha HUCIIOJIHEHHUH
no OpraHuM3anMM B II€JIOM, IO JOKHOCTHBIM JHIam (paGoTHWKaM) H, NpH
He0OXOMMOCTH, — IO OTHAEIBHBIM HCIIOIHUTESAM,

VII. Oprannsanusi paboTbl HCHOJIHHTES ¢ AOKYMEHTAMH

7.1. HUcnonnurens mnomydaeT AOKYMEHTHI HA WCIONHEHHE B IEHb UX
PacCMOTPEHHMS MM HA CIEeIYIOMUN pabouuii I1eHs B COOTBETCTBHH C PE30JIFOLHIMHU
pykoBofctBa Opranusanuu. CpoyHble NOKYMEHTHl MNEPEearoTCs HCIOMHUTENIO
He3aMeTHTENBHO.

7.2. Ecni TOKyMEHT, TIOCTYIMBUIKM Ha UCTIONHEHHE, HE UMEET OTHOIICHHS K
KOMIICTCHIIMH HCIIOJIHUTEIIA, OH B TOT XK€ [IEHh WK Ha CJIC,I[}IIOH.[Hﬁ paﬁo'-lnﬁ JEHb
BO3Bpallaet ero B Jlemonpou3BoauTeNo IUIs PeLIeHHs. BOIIPOCa O [E€PEHANPABICHHH
€0 Ha UCIIOJIHCHUE OPYTOMY HUCIIOJITHHATEIIXO.

7.3. McrioIHEHHEe NOKYMEHTa [PelyCMaTpHBAaET:

c6Gop u aHaIH3 HEOOXOAUMOH HHpOpMaw;

IIO/ITOTORKY IIPOEKTA JOKYMEHTA H ero oOpMIIeHHE;

COIJIaCOBaHKE MPOEKTa JOKYMEHTA ¢ 3aMHTEPECOBAaHHBIMH JIULIAMH;

J0paboTKy IpOeKTa [OKyMEHTa [0 3aMEYaHHsiM, IIOJy4EHHBEIM B XOJe
COrjiaCoBaHUA U, IIPU H606XOIII/IMOCTI/I, — IIOBTOPHOE cornaconaﬁne);

MOATOTOBKY CHHCKa (yKasaTens) pacChUIKH IOKYMEHTa, eCH IOKYMEHT
aJIpECOBAH IpyIIe OpraHu3aluii;

IPEACTaBICHAE I@pPOEKTa JOKYMEHTa Ha MOANHCH (YTBEpIKISHHE)
PYKOBO/ICTBY;

TIOArOTOBKY JOKYMEHTa K OTIpaBKe H Ilepesady KOIHMH JOKyMEHTa B AENIO
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(BEIMoONHACTCA Jlenonpou3BoguTeneM).

74. Tlpy HampaBTeHHH JOKYMEHTA  HECKONBKHM  HCIIOJHHTENSM
OTBETCTBCHHBIM 33 IIOJTOTOBKY IMPOEKTa JIOKyMEHTa SIBISIETCS! HCIIOIHHUTEIb,
YKa3aHHBIH B PpE3OJIOUMM IIEPBEIM MIM OOO3HAYEHHBIH B PE3ONIONHME KaK
OTBETCTBEHHBIN UCIIOTHUTENb.

7.5. OTBETCTBEHHBIH WCTONHHUTENL HMeeT MpPaBO aBATh TIOpyUYEHUst
OCTAIbHBIM HCTIOHUTENAM, MPOBOJUTE pabouMe CoBemaHus IS BEIPAGOTKH
COBMECTHOI'O peEIlleHHd. Bce MCroONHWTENH B paBHON CTENEHH OTBETCTBEHHBI 3a
CBOEBPEMEHHOE M Ka4YeCTBEHHOE WCIIOJHEHNE IOPYYEeHHS U MpeJCTABIeHHe
OTBETCTBEHHOMY HCIIOJIHMTENIO B YCTAHOBJIEHHBIE HM CPOKM HEOOXOIMMBIX
MaTepHaioB (IIPOEKTOB NOKYMEHTOB, CIIPAaBOK). VICIIO/IHWTENH He HMEIOT mpasa
NPE/ICTABIATE MPOEKTH! JOKYMEHTOB PYKOBOJMTEINIO, JaBIIEMy MOPYYEHHE, MUHYS
OTBETCTBEHHOT'O UCIIOJIHHUTEIIA.

7.6. B ciyyae OTCYTCTBHS MCIONHHTENS (KOMaHIUPOBKA, OTIYCK, GOJNE3HB)
JIOKyMEHT IepeJacTcs APYroMy HCIIONHHUTEN0 ¢ 00S3aTeNbHBIM COODMIEHHEM ero
bamumu Jlenonponssoaurenio As BHeCeHHs HM3MeHeHmH B DPK JOKyMEHTa B
COJI uru vHYIO PericTpalOHHO-YIETHYIO HOopMYy.

7.7. Tlpu yBONBHEHWH WJIH Tiepexoje Ha JPYrod Y4acTOK paGoTsl
HCIIONIHHUTENb 005A3aH COATh JOKYMEHTHI H JieNa APYroMy paGOTHHKY MO MOPYHEHHIO
PYKOBOZCTB (B Ciy4ae HEOOXOMMMOCTH, — IO aKTy MPHeMa-TIepeaut, B KOTOPOM
YKa3bIBAIOTCS BHABI HeN (3aroNOBKH JIeN) H WX KOJMYSCTBO X KOTOPBIH
MOAIHUCEIBAETCS  pabOTHHKOM, nepelaBlIuM  JAOKYMEHTBI, M paboTHHKOM,
NPHHSABIINM JOKYMEHTEI).

7.8. PesynpTaToM MCIONHEHHS JOKYMEHTA SBISETCS IPOEKT JOKYMEHTa,
TIOATOTOBIEHHEIN HCIIOJIHHATEIEM.

[IpoekT  fOKymMeHTa €O BCeMH HEOOXOAMMBIMH  IIPHIOXEHHSMH,
HaIeyaTaHHbIH ¥ OpOPMIEHHEIR B COOTBETCTBUH C IPABHIIAMH, YCTAHOBJICHHBIMH B
pa3nene 3 I/IHCprKHI/IH, HCIIOJIHHUTCIIE COIJIaCOBBIBA€T C SQHHTCPCCOBaHHBIMH
TIOAPA3ACNCHAAMH M JIMLAMH H, DA HEOOXO0IUMOCTH, C IPYTHMH OPraHH3alUsIMH.

HoKyMeHTEI, IpefHa3Ha4YeHHBIE IS OTIPaBKH, O(OPMISIOTCS Ha OlIaHKe
Opranausanuu ycTaHOBIIeHHOM (opMsel. U1 OTHPaBKH AOKYMEHTOB, HE HMEFOIIUX
aJIpeECHOM YaCcTH, COCTABIISIETCS] COIIPOBOAUTENHHOE MMACEMO.

Ha moxkymeHT, pacchliaeMblii Oonee deM B 4YeThIpe ajpeca, HCIOJHHTENb
TOTOBHUT CIIACOK PACCBUIKH, ONPESIACT KOJHMYECTBO 3K3EMILUIAPOB IOKYMEHTa W
IIOCNIE PETHCTpalMH OOeclieunBaeT H3TOTOBICHHE HEOOXOIMMOr0 KOJIHYECTBa
KOITHUHA.

7.9. MicnonHuTeNb (OTBETCTBEHHBIH HCIOIHUTENE) OPTAHU3YET COTTIACOBAHME
(BM3HMpOBaHME) MPOEKTa JOKYMEHTa CO BCEMH 3aHHTEPECOBAHHBIMH JHIAMH H
IPOBOAUT AOPabOTKYy IPOEKTa MO 3aMeYaHHsIM B COOTBETCTBHH C NMyHKTamu 4.1 -
4.11 UHCTpyKITHHA.

Ilpy Hanuuuu OONBIIOrO KONMYECTBA 3aMEYaHUH MO NpeICTaBICHHS
10pab0TaHHOTO IPOEKTa MOKYMEHTa Ha MOAMHCH PYKOBOJHWTEMIO HCIOIHHTEND
TOTOBHUT CBOJIKY 3aM€4aHHi (IIPEJIIOKEHHI), B KOTOPOH yKa3bIBaeTCs: COIAEPIKaHHE
3aMeuaHus (MpeTOXKeHus), NOJDKHOCT, (DaMHNIMs JIHNA, AABIIEr0 3aMeYaHHe,
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NPUHATO WM OTKIOHEHO 3aMmedaHye (ecid 3aMedaHHe OTKIOHEHO, — MPUIHHY
OTKJIOHEHUS ).

7.10. Ilocne nopaGoTKH W MOBTOPHOTO BH3HPOBAHHMsS (COITIACOBAHMS) TPOESKT
AOKyMeHTa Iepefaercs Ha noxmnucanue (yreepxnenue). Jlo mpeiacraBieHus Ha
TOANHCE HCIOJHHUTENb IPOBEPSET INPABHIBHOCT: O(OPMIEHHS IOKYMEHTa,
NPaBUIBHOCTE OGOPMIIEHHS afpecaTa, HATHYHE HEOOXOIMMBIX BH3, IIPHIONKEHHUI,
np¥ HEOOXOIMMOCTH — CIPABOK, MOSCHHTENBHEIX 3aMHCOK, PA3bSCHSIOMIHX
COIepIKaHme MOATOTOBIEHHEIX JJOKYMEHTOB, JTUCTA (YKa3aTelis) PacCLUIKH.

7.11. TlomuucaHHBIH JOKYMEHT WCIOJIHHTEND B COOTBETCTBHUH C MIOPSAIKOM,
YCTaHOBJICHHBIM HacTosmeH VHCTpyKiHel, mepeaeT Muisi perucTpaiHi U OTIIPABKH
H/HIH BKJIFOUEHUS B JIEN0.

B cooreercTBHE ¢ HOMeHKIaTypodl men OpraHu3anMu HCHIOJHUTENb
OnpezeNnseT HHAEKC Jie1a, B KOTOPOE JOILKEH ObITh BKITIOUEH JJOKYMEHT.

7.12. B Xozie HCTIOJTHEHHUS JOKYMEHTA UCHIOIHUTENb UMeeT PAaBo MpPeyiarath
M3MEHEHHE CPOKa HCIONHEHHs], €CIIH OTCYTCTBYIOT pealbHbIe YCIOBHS MCIIOMHEHHS
JOKyMeHTa (Mopy4eHHs), JenaTh IIOMETKH Ha JOKyMEHTe O BPEMEHH €ro
INOCTYIUICHHs, O HaraX IMPOMEXKYTOYHOIO0 KOHTPOJIA, TCJ'IC(l)OHHBIX H IMHCBPMEHHEBIX
3alpocax, o JaTe U pe3ysbTaTe OKOHYATETbHOIO UCTIONHEHH .

7.13. McniofHuTENNs HE UMEET IpaBa pasriallaTh COAEpKaHie MOCTYIUBIINX
K HEMY JOKYMEHTOB H IIOATOTOBJICHHBIX IIPOEKTOB CIYXEOHBIX IOKYMEHTOB, C
HAMH MOTYT OBITP O3HAaKOMIEHBI TOJBKO JIMIA, HMMEIOIIHE OTHOIIEHHE K HX
HCIIOTHEHHIO.

VIII. ®opmupoBaHne JOKYMeHTAALHOTO poHIa Opranusanuun

8.1. OneparuBHOE XpaHeHHe NOKyMeHTOB OpraHu3alUH 10 Iepejadyd UX Ha
XpaHCHHe B AapXHB WIH YHHUTOXKEHHE OCYIIeCTBIAETCA Yy pPabOTHHKOB
Opranmsanuy.

8.2. B mensix xpaHeHH:, IOUCKA U HCIOIL30BaHASA JOKYMEHTEI Ha OyMaKHOM
HOCHTeJIe U DIIeKTPOHHBIE JOKYMEHTHl (POPMHUPYIOTCS B Jiella B COOTBETCTBHH C
HOMEHKJIAaTyPO# Jell.

Homenknatypa  men  3aKperuiseT KITacCH(HKALHIO (rpynnupoBky)
HCIIOJTHCHHBIX JOKYMCHTOB B JA€JIa (SJ'ICKTPOHHLIE ,Z[eJ'Ia), CHCTEMATH3AIIUIO H
HHACKCAlMIO JEJI, CPOKH HMX XpaHEeHHs M SBIAETCI OCHOBHBIM YYETHBIM
JIOKyMEHTOM.

HomeHknaTtypa nen sBAsSETCS OCHOBOH Ui COCTABICHHS ONHCEH pen
NOCTOSIHHOTO, BpeMEHHBIX (cBbimle 10 51€T) CpOKOB XpaHEHHs M IO JHYHOMY
COCTaBYy, aKTOB O BBIICIEHHH K YHHYTOXEHHIO JOKYMEHTOB C HCTEKIIHMH CPOKaMH
XpaHeHHs, a TaKXKe IS ydeTa Jell BpeMeHHBIX (1o 10 jeT BKIIOUHTENBHO) CPOKOB
XpaHCHHS.

8.3. Homenknatypa aen OpraHusalyy COCTABJISETCH HA OCHOBE HU3YYEHUs
cocTaBa W COIEepXKaHUS JOKyMEHTOB, O00Opa3yloluxcsi B JAESITeNbHOCTH
OpraHu3zanyy, BKII0Yas JOKYMEHTHI, IOCTYIA0IINe W3 JPYTHX OpraHH3alHi.

8.4, Ilpu cocTaBJICHHH HOMEHKJIATypBl O CICAyeT pPYKOBOACTBOBATHCH
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ycraBom OpraHusauny, IITaTHBIM PAaclHCAHHEM, IUIAHAMH M OTYETAMH O paboTe
Opranusauyy, HOMEHKIATYpOil Jen 3a HpOWeNmHi TOH, JOKATbHBIMI
HOPMATHBHEIMH akTaMd OpraHusanyu, COJep)KalliMM CBEAEHHS O JOKYMEHTaX,
obpasyrommxcss B JesrensHOCTH OpraHU3aldM, THMIOBBIMH ¥ IIPHMEPHBIMA
HOMEHKIaTypaMu el (OpH WX HAIWYMH), BEJOMCTBEHHBIMH H THIIOBBIMH
NepeYHsSMH JOKYMEHTOB C YKa3aHHEM CPOKOB HX XpPaHEHHS.

8.5. B HOMeHKIaTypy IeN BKIIOYAIOTCS BCE JIOKYMEHTHI, OTpaKaloLIye
JEATENBHOCTs  PabOTHHKOB OpraHm3allii M [OCTOSHHO WM  BPEMEHHO
JIEHCTBYOIIIX OPraHoB (KOMUCCHIH, COBETOB, KOMHTETOB), B TOM YHCIIE JIOKYMEHTEI
OTPaHHYEHHOTO NOCTYTA, PETHCTPAIMOHHBIC M YYETHBIE XKYPHAIBI U KAPTOTEKH, B
He0OXONMMBIX CIydasX — KOIHH JOKYMEHTOB (KOIHH JOKYMEHTOB BKJIOYAIOTCS B
HOMCHKIIATYPY Je€JI, €CIIH KOIlhufg — €IUHCTBEHHBIH OK3eMILISIp JOKYMEHTa B
Opranusanmy, a Takxke, €ClIH KOIUH HeOOXOMMMEI ISl NeATeNbHOCTH paGOTHHKOB
Opranuzanuy). JIOKyMEHTBI, CO3[aHHBIE B 3JIEKTPOHHOH (OpMe, BKIIOYAKOTCH B
HOMEHKJIATypy Jel IO TeM )€ IpaBUIaM, YTO W JOKYMEHTEl Ha GyMa)KHOM
HOCHUTeIE.

He Bxmovarorcss B HOMEHKIATYpy JeN IIEPHOINUYECKHE H3IAHHS, KHWTH,
OpOLIIOpHI.

8.6. Homenknarypa nen Oprammsanmu  (CBOIHAs) COCTaBISIETCS
JenonpoussonuteneM 1o ¢opme, ycTaHoBieHHOM IlpaBuinamMu (mpHioxenne Ne
16).

CBO,Z[HaH HOMCEHKJIaTypa ACJ COCTaBIIACTCS B IIOCIEOHEM KBapTaj€ TCKYIIETO
roJia Ha NMpeICTOAIINH KaleHapHBI rof.

8.7. Homerknatypa Jen Opranuzanuu MTO/IMUACKIBASTCS
HenonpousBonuteneM,  BH3HPYeTCS  DYKOBOIWTEJIEM  apxuBa  (JIMIOM,
OTBETCTBEHHBIM 33 apXHB), COITIACOBBIBAETCS C JKCMEPTHOH Komucchedr (DK)
OpFaHHSaL[HH H (TaK KaK OpFaHI/I?:aHHJI ABIIACTCA HMCTOYHHMKOM KOMILICKTOBAHHUA
MYHHLHUIIAIBHOTO apX{Ba), ONWH pa3 B 5 JIeT MpEJCTaBIsSETCS Ha COIIacOBaHHE
OKCIIEPTHO-IIPOBEPOYHOH KOMHUCCHH ApXHMBHOTO ympapieHus IIpaBHTENLCTBa
Yeuenckoit Pecrry6muxu (nanee — OI1K) B mopsiaxe, ycrasoBinenHoM [Ipasunamu.

Homenxnatypa nen, cormacosannas OIIK, yreepxkmaercs PykoBomuTenem
Opranu3anyuy 4 BBOZUTCS B JIEHCTBHE ¢ 1-ro SHBaps MPEICTOSINEr0 KATEHIApHOTO
roja.

B ciy4ae usmenenus byHKIuH W cTpyKTypbl OpraHu3alii HOMEHKIATypa

JIeN1 COCTaBIIAETCS, COTTIACOBRIBAETCS U YTBEPXKAAETCS 3aHOBO.
8.8. CormacopanHas ¢ DIIK HOMeHKnaTypa nen B KOHIE KaXIOro Toia

yTOYHSETCS M  IIepernedaTeiBacTCa  Jlenompou3BoAWTeNleM,  YTBEpKIAeTCs
PykoBomurenem OpraHu3allid H BBOJMTCA B JelicTBHe ¢ | SHBaps IpeiCcTOSINEro
KaJIeHJapHOro roja.

8.9. IlepBblii 5K3eMIUIIpP YTBEPKICHHOM HOMEHKIATYPEl Xel SABJIAETCH
JIOKYMEHTOM MOCTOSHHOTO0 XpaHEHUS W BKIIOYACTCS B HOMEHKIATYpY JeN B pa3men
ZIeJIONPOM3BOJICTBA, BTOPOH — HcHonb3yercs Jlenonpou3BoAMTENIeM B KauyecTBE
pabouero sk3eMIulsipa, TpeTHil — Iepenaercs B apxuB OpraHu3aldd B Ka4yecTBe

YYE€THOI0 JOKYMEHTA, KOITHA (JIK60 JNIEKTPOHHAsA KOHI/IH) HOMEHKIIATYPBI O€a
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Opranusanuy, yTBepikneHHas PykoBomurenem OpraHusaliiy, mepenaeTcs B
MYHHLMMANBHBIA  apPXMB, HCTOYHHKOM KOMIUIEKTOBAHHS KOTOPOrO SBIISETCS
Opranu3zanus.

PaGorHukam Opranu3zanuu HOMEHKIIaTypa Jen pacchiaeTcs
JlenonpoussonuTeneM B Buje KOMHI COOTBETCTBYIONIMX PA3NENOB HA GYyMaKHOM
HOCHTEIIE HIIH B 3JIEKTPOHHON (hopMe.

8.10. Homenkmarypa pen OpraHuzamui CTPOMTCS IO CTPYKTYPHOMH
(Ha3BaHMAMH pa3JENOB HOMEHKIATYPHl Hell SBIAIOTCS HAa3BaHHS JOJKHOCTEH
paGOTHHKOB, PACTONOXEHHbIE B COOTBETCTBHH C YTBEDXKICHHON CTPYKTYPOH
Opranusaumm), umM  QYHKIHOHANBHOM cXeMaM  (HasBaHHSAMH  Da3leloB
HOMEHKJIATYPbI [l SIBISIOTCS HaNpaB/ieHus nesrensHoct Opranusanun).

8.11. [lena BHOBb CO3/JaHHOTO HIIH PEOPraHU30BAHHOTO JODKHOCTHOTO JIMIA
(paboTHMKa) MM NOApa3JENeHHS B MECAYHEIA CPOK MOMIEKAT BHECEHHUIO
JlenonponsBoAnTENEM B HOMEHKIIATYDY.

8.12. Bce 3aromoBku N, BKIIOYEHHBIE B HOMEHKIATYpY Jen
HHIEKCUpyroTcs. MHnekc gmena ykasblBaeTcs B rpade 1 HOMEHKNIATYpel Jel H
COCTOHMT ¥3 HHJEKca (KOJa) JODKHOCTH JIMIA B COOTBETCTBHH C YTBEpIKICHHOI
CTPYKTYPOH WM KIaCCH(UKATOPOM HATIpABIEHMI JesiTelbHOCTH OpraHM3alud u
NOPSKOBOrO HOMepa Jiena B pasliene HOMEHKIATypsl nel. UHmeKcHl pen
obo3HayatoTes apadckumu ubpamu. Hampumep: 01-05, roe:

01 — xox JOMKHOCTH paOOTHHKA;

05 — mopsAKOBBI HOMED Jiena B pa3/jeliie HOMEHKIIATYPEI Je.

Mlena mo BompocaM, HepaspelleHHBIM B TEYEHHE OMHOIO I'0fa, SIBISIOTCS
«IEPEXOAIINMIY ¥ BHOCATCA B HOMEHKIATYPY el CIEHYIOMEro T'ofa ¢ TeM Xe
HHIEKCOM. PEKOMEH/TyEeTCsl COXPaHSTh B HOMEHKNATYpe Je ONMHAKOBBIE HHIEKCHI
JUIS OTHOPOJIHBIX JI€J1, BKIIFOYEHHBIX B Pa3HBIE Pa3enbl.

Eciu B TeueHwe roma B JesrensHOCTH OpraHmsanuu  o0pasyroTes
JOKYMEHTBI, He NpPeAyCMOTPEHHBIE HOMEHKIATYpOH Iesl, 3arojOBKH HOBBIX [eln
AONMONHHUTENBHO BKIIOYAIOTCS B HOMEHKIATYpy mel. B  xaxkmom pasgene
HOMEHKIIATYPhI JeNl Ui BHOBE 3aBOJMMBIX Jel IpeNyCMATPHBAIOTCA DPe3epBHEIC
HOMepa.

8.13. 3aronoBok fena (rpada 2 HOMEHKIATYpHI 1)) JOJMKeH B 0000IeHHOM
(opme OTpaxaThb OCHOBHOE COIEPKAHHE M COCTAaB JOKYMeHTOB pema. He
JOIyCKaeTCs YIOTpeOleHre B 3arojoBKe Jela HEeKOHKPETHBIX (OPMYIMPOBOK
(«pasHBIe MaTepHalbI», «00INas MepPeNnucKa»), a TAKKE BBOAHBIX CJIOB H CIOMKHBIX
CHHTAKCHYECKHX OOOPOTOB. 3arojiOBKM JieJl MOTYT YTOYHSTHCA B TeUeHHe TOfa B
npouecce GoOpMHPOBaHHS U ODOPMIICHHS JIEL.

3aroloBok Jiena JOKEH COCTOATh W3 DIEMEHTOB, pACloNaraeMbIX B
CIIeIYIOILEH 10CTeI0BATeILHOCTH:

) Ha3BaHWe BHZa Hena (IeperucKka, KypHal, Jeo) WiK BUAa JOKYMEHTOB,
BKJIIOYEHHEIX B J1eJ10 (IIPOTOKOJIIEL, IIPUKA3EI);

0) HaUMEeHOBAHYE OPraHU3AIMH, IIOCTOSHHO JeHCTBYIOMEro WA BPEMEHHOIO
oprasa, 0JDKHOCTHOTIO JIMIA (pabOTHHKA), CO3aBIINX JOKYMEHT(BI);

B) HAMMEHOBaHHWE KOPPECIOHJeHTa (OpraHH3alHH, JHIa, KOTOPOMY
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aJIpeCOBaHbl MK OT KOTOPOTO MOYYeHbI TOKYMEHTEI);

T') KpaTKoe CoJIepikaHKe JOKYMEHTOB JIeNa;

X) Ha3BaHWEe MECTHOCTH (TEPPUTOPHH), C KOTOPOH CBS3aHO COJEpIKAHHE
JOKYMEHTOB JieJia;

€) nara (mepuo), K KOTOPEIM OTHOCSTCS JOKYMEHTHI JeNa;

) YKa3aHHe Ha KOIMHIHOCTH JOKYMEHTOB JieJa.

8.14. Tlopamox pacroNOXKEHHsS 3aroJiOBKOB el BHYIPH pasfenoB
HOMEHKIIATYPEI OeJl OIIPEeACIIACTCSA CTEIEHBIO BaXKHOCTH AOKYMEHTOB, BKIIFOUCHHBIX
B Ilela.

B Havane pasjgena pacmonaraioTcs 3arojiOBKH  gieN,  CONEpIKAIMX
YUpE€OUTENLHEBIE, OpPranu3al[MOHHO-IIPaBOBEIE H pacnopsAnUTEIbHBIC JOKYMEHTEI,
3aTeM 3aroJIOBKH JieJl, COIEpKalllMX IUIaHOBBIE, OTHYETHBIE, WH(POPMAIHOHHO-
AaHAJIUTHYEeCKHe JOKYMCHTEHI, AOKYMCHTHI, OTpaKaroIue ASATCIIBHOCTD
noapasnaeineHus, nepenHCKy, B KOHIIE pas3jeiia — PETUCTPALHOHHBIC H Y4Y€THBIC
XypPHalbl, KAPTOTEKH, Oa3bl JaAHHEIX.

3aroNoBKy e, COCTABIEHHEIX IO KOPPECTIOHASHTCKOMY M IeorpahuIecKoMy
NpH3HAaKaM, BHOCATCS B HOMEHKIATYPY Jell IO ali)aBUTy KOPPECIOHAESHTOB HIIH
reorpaM4ecKuX Ha3BaHHI.

B 3aronoBkax nen, copep:amdxX JOKYMEHTHI II0 OJHOMY BOIpPOCY, HO He
CBSI3aHHBIX IIOCJIEAOBATEIIBHOCTEIO pPEIIeHHs BOmmpoca, B Ka4deCTBE BHOA Jgeia
ynoTpebnseTcas TEPMHH «IOKYMEHTB», a B KOHIE 3arolloBKa B CKOOKax
YKa3bIBaKOTCH HA3BAHMS BUJIOB JIOKYMEHTOB, HAHGOJIEe PEICTABICHHBIX B Jele:

«JloxkyMeHTEI 0 TIPOBEJCHHH COBEIAHHN H CEMHHAPOB (IIPOTrPaMMBI, CIIHCKH,
JOKIIadbI)».

TepmiH «IO0KyMEHTBI» NPHMEHSETCS TaKXKe B 3aroJIOBKaX eI, COAEPKaIuX
NOKYMEHTEI-IPHIOKEHHS K KAKOMy-THOO [OOKyMeHTy (BHABI JOKYMEHTOB-
NPHUIOKEHUH He TIePeYHCIISIOTCS):

«JloKyMeHTBI K NPOTOKOJIaM 3aceanuii [Te1aroruyeckoro coeray;

«[IpoToxoms! MPOU3BOACTBEHHBIX COBCILIAHMI [IPH AMPEKTOPE U JOKYMEHTBI
K HUM».

B saronopkax nen, npepHasHaueHHBIX IS TPYNIUPOBKA OXHOTHITHEIX
JOKYMEHTOB, 3Ta rpymnra AOKYMEHTOB yKa3bIBa€TCsi BO MHOXE€CTBECHHOM YHCJIC:

«ITpoTokonsl 3acenanuii pyKoBOICTBaY.

B 3zaromoskax zen, cojepxkaliuX I[EpeNuCKy, YKa3blBaeTCd, ¢ KeM H IO
KaKOMY BOIIPOCY OHa BeIeTCs:

<<Hepeunc1ca C OGPRSOBB.TEHLHLIMPI YUpeXKIeHUAMH o MMOBLIINIISHHHA
KBaJTHUKALNH paOOTHHKOBY.

B 3aroJiIoBgax ACI, coacpxKalux HNEPEIUCKY C OOHOPOHBIMHA
KOPPECTIOHJICHTaMH, IIOCIEJHHME HE Ha3bIBAIOTCHA, & YKa3bIBAETCH HMX BHIOBOE
Ha3BaHUe:

((Hepel'IHCKa C JOIIKOJIBHBIMH 06pa305areanmMp1 YYIPCIKIACHUAMMY .

B 3arojoBkax Jen, CoJepXKaIUX IIGPENHCKY C  Pa3HOPOJHEIME
KOPPECIIOHIeHTaMH, TIOCIeAHHE He MIEPEYHCISIOTCS:

«I'Iepennmca O 3aKIIIOYCHHH H HCITOJHCHHH I.[OI‘OBOPOB».
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B zaromoBke jena yKkasbiBaeTCs KOHKPETHBIH KOPDECHOHJEHT, eciu
NIeperucKa BeIeTCs TOJIBKO C HUAM:

«IIepercka ¢ OO0 «I"0pcBA3LY O MPENOCTABIEHUH YCIyT CBI3HY.

Ilpn 0603Ha9eHMM B 3aTONOBKAX J€J aJMUHHCTPATMBHO-TEPPUTOPHATLHBIX
eIMHULl YIUTHIBAETCS CIIEAYIOLIEE:

€CIM  COIepKaHWe  JeNa  Kacaercs  HEeCKONBKHX  OHOPOZIHBIX
aIMHHHCTPATHBHO-TEPPUTOPHAIIBHBIX €IMHUL], B 3aTOJNIOBKE JeJia He YKA3LIBAIOTCH
UX KOHKpETHbIE Ha3BaHM, a YKa3bIBASTCS MX 00IIee BHIOBOE Ha3BaHHE:

«Ilepenucka C  y4peXnIEHMSAME KyNbTYPhl MYHHLUMNATBHBIX —paiOHOB
Yeyerckoii Pecy0mmxm»;

€CIH  COlepXaHWe  Jiella  KacaeTcs  OJHOH  aJMHHMCTPAaTHBHO-
TEPPUTOPHATBHOW EIMHMIBI (HACeNeHHOTO TyHKTa), ee (ero) Ha3BaHue
YKa3bIBaeTCsl B 3arojIOBKe JIena:

«llepenncka ¢ ¢dummamrom B UYeueHckolt Pecrybnuke o IIaHHpOBaHHH H
OTYETHOCTH.

B 3arosioBkax zen1, comepikaliix IUIAHOBYIO WM OTYETHYIO JOKYMEHTALMIO,
YKasbIBaeTcs IMeprof (Mecsll, KBapTal, roJ) Ha (3a) KOTOpEIi COCTABICHH! IUIAHBI
(oT4ers):

«Ortuetsl paboTHuKOB 3a 2018 rom»;

((CTaTHCTH‘IeCKI/Iﬁ OTYET O YHCIEHHOCTH, COCTaBe U IABUXECHHH KaapoB 3a
2017 rog (. Ne 27-rom)».

Ilpu dopMMpoBaHHM IeNa M3 HECKONBKAX TOMOB (4acTeil), KpoMe oOIiero
3arojioBKa Jiena Ipu HeoOXOAMMOCTH COCTAaBJISIIOTCS 3aroNIOBKH KaXIOIO TOMA
(9acTH), YTOUHSIOIIKE COJEPKAHIE TOMOB (YacTeil) nerna.

3aroJIoBKH JI€]1 MOTYT YTOYHATHCA B IIporecce HOpMHAPOBAHES M OGOPMIIEHHS
Je.

8.15. I'pacha 3 «KomuuecTBo em» 3amonHseTcs 10 OKOHYAHUH KATeHIAPHOTO
roga. I1o ZOCTHXXKEHHM JeJIOM, BKJIIOYAIOMNM JOKYMEHTHl BpeMEHHBIX (cBbime 10
JIeT) ¥ NOCTOSIHHOTO CPOKOB XpaHeHHs, o0beMa B 250 IHCTOB, TOM 3aKpPHIBAETCS H
OTKPBIBAETCS HOBBIA TOM. B rpade 3 HOMEHKIATYpHl 1el MOCIEIOBATENIBHO
yKa3BIBaIOTCS HOMEpa TOMOB U KpaiiHue JaThl JOKYMEHTOB Ka)KI0r0 ToMa:

T.1.11.01.2018 -
30.06.2018

DJIeKTPOHHEIe Jena Ha ToMa (UacTH) He pazmensiorcs. Bce nnextponmnie
JOKYMEHTBI, HE3aBHCHMO OT HX 00beMa, BKIIIOUAIOTCS B OJJHO 3IEKTPOHHOE JIETIO.

8.16. B rpade 4 «Cpok xpaHeHHs ¥ No CTATBH II0 MEPEUHIO» YKA3LIBAIOTCS
CPOKHM XpaHEHHS Jel M HOMepa cTaTell [0 THIOBOMY WJIH BENOMCTBEHHOMY
HEPEYHIO JOKYMEHTOB C YKa3aHHEM CPOKOB XpaHEeHUs, (elepanbHOMY 3aKOHY HIIH
HMHOMY HOPMATHBHOMY TPAaBOBOMY aKTy.

8.17. B rpade 5 «[IpuMeyanuey mpoCTABNSIOTCS OTMETKH O 3aBENeHHU Jen
(«3aBezneHo»), 0 nepexonsmux nenax (Hampumep, «Ilepexomsmee ¢ 2016 roga»), o
BBIJCJICHHUA €] K YHHUYTOXXEHHUIO, O JIMIIaX, OTBETCTBEHHEIX 3a Q)opanOBaHHe ACII,
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0 Tepenave A€y B APYTYKO OPraHU3aIHIO IS IPOAOIIKEHHS.

Ecmm pemo dopmupyercs B undopManmonHOM cucTeMe M BKIIOUZeT
3JIEKTPOHHBI® TOKyMeHTHI, B rpade «[Ipumeuanne» ormedaercs, 4To neo BemeTcs
B 3NICKTPOHHOM BHJI€ C yKa3aHHEM HAMMEHOBAaHUS HH()OPMALMOHHOMN CHCTEMEL:

«Onextponnsie JokymeHTbl. COJI «Ilenon, B «CyxebHble 3amacKkmy.

8.18. o 3aBepIeHNH AETONPOM3BOICTBEHHOTO TOA B KOHIE HOMEHKJIATYPhI
Aen o(hOPMIISETCS HTOTOBAs 3AIHCh, B KOTOPYIO BHOCSITCS CBEIIEHHS 0 KOIHUECTRE
3aBEJICHHBIX fiell (TOMOB, 4acTeii), OTAENBEHO MOCTOSHHOTO U BPEMEHHBIX CPOKOB
XpaHEeHWs, BPEMEHHBIX CPOKOB XpaHeHus ¢ orMeTkodl «OIIK» u mepexomsmmx.
Hrorosas 3amich IOMONHSETCS JAHHEIMA O KOJHYECTBE SNEKTPOHHEIX el
COOTBETCTBYIOIUX CPOKOB XPAHEHHSI.

B WTOroByro 3amuch CBOMHON HOMEHKIATYPHI IeN CBEIEHHS BHOCATCS HA
OCHOBAHHH JAHHBIX, NepefaHHbIX paboTHukamu Opranmsanuu (mpHo:keHne Ne
17).

CBezmenus, conepKalliecs B MTOMOBOM 3aNMHMCH  HOMEHKIATYPHL e
OpraHu3alMy, mepefaloTcs B apxus OpraHus3allid, O 4eM B HOMEHKJIAType jen
NPOCTABIIACTCA OTMETKA C yKa3aHHeM JOKHOCTH M IOAIKCH JIMIA, TIEpeJaBIIero
CBEIICHUSL.

8.19. Jlena co mHS WX 3aBeleHHs 1O MepeNadd B apxuB OpraHu3anvy Uiy 1o
BBIICJIEHHS UX K YHUUTOXEHHIO I10 HCTEYEHHH CPOKa XPaHEHHUS XPAHSTCS [0 MECTY
uX hopMHEpOBaHHSL.

Heno cumraercs 3aBeEHHBIM ¢ MOMEHTAa BKIIOYEHHS B HEro IEPBOIO
HCTIOTTHEHHOTO JIOKYMEHTA.

8.20. Ilpu dopmupoBanur nen Ha OYMaXXHOM HOCHTENE IOMKHEI
cobmoaThes clieAyromre o0IKe IpaBra:

B JIeJI0 TIOMEUIAIOTCS MCIOIHEHHbIE JOKYMEHTE, COOTBETCTBYIOIIHE IO
CBOEMY COJIEPXKAHUIO 3arolOBKY JeJia 110 HOMEHKIATYpe Aell;

TPUIOXKEHHS TOMELIAIOTCSA BMECTE C OCHOBHBIME JOKYMEHTAMH;

B IEJI0 BKIIIOYAIOTCS JOKYMEHTEI OJJHOrO KalleHaapHoro (yueGHoro) roaa, 3a
HCKIIFOYEeHHEM TIepeXOIsIMX e,

AOKYMEHTEI NOCTOSTHHOTO M BPEMEHHBIX CPOKOB XpaHEHHs IPYIIUPYIOTCS B
JieNa pa3aensHo;

B JIeJI0 BKIIFOYAETCsI [10 OTHOMY 3K3EMILIAPY KAKI0ro JOKYMEHTA;

(axkcorpaMMbl, TelerpamMmsl, TeneOHOrpaMMBI TIOMEIIAIOTCS B Jela C
NEPENHCKON Ha OOIIMX OCHOBAHHAX;

B JEJIO IIOMEIIAKTCA JOKYMEHTElI NMPABHILHO U IMOIHOCTBIO od)opMncHHme
(AOKyMEHTBI IOJKHBI HMETh JIATy, IOAIHCE U JPYTHe HeOOXOUMBIE PEKBU3HTH);

B JIeNI0 He BKIIOYAIOTCA JOKYMEHTBI, IOJIEXKAlHe BO3BPaTy, IMIIHHE
3K3eMIUISIPE] U YePHOBHUKH (32 HCKIIOUEHHEM 0CO00 [eHHEIX );

no obseMy 1eno, BKIIOYAMOIIEE JOKYMEHTH Ha GYMaXKHOM HOCHTeNe, He
JO/DKHO mpeBbimaTh 250 MucTOB, MpH ToNuUHE He Gojiee 4 cM (TONIHMHA Jen co
cpoxamu xpaHeHus 1o 10 mer me momwua mpeectimare 10 cm). Tlpu npessimennn
J@aHHOro 06BeMa 3aBOUTCS BTOPOM ToM. IIpy HalM4KMHU B Jeje HECKONEKHX TOMOB
(4acTeif) HHIOEKC M 3aroJIOBOK Jea NPOCTABIAIOTCH HAa KaXKIOM TOME C
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nobasneHneM obo3HageHuit: «T. 1», «T. 2».

JoKyMeHTBI BHYTpH Jlella PacloNaraloTcsi CHU3Y BBEPX B XPOHOJIOTHYECKOIH,
BOIIPOCHO-JIOTHYECKOM MOCIIeIOBATENBHOCTH WIIH HX COYETAHUH.

PacniopanurenbHble TOKYMEHTHI (PHKa3kl) IPYNIHAPYIOTCS B JieNa 110 BHAaM
H XPOHOJIOTHH C OTHOCAIMMUCS K HUM NPUIOKEeHUIME. JIOKYMEHTBI — OCHOBAHHS K
pacnopsIIUTENBHBIM JOKYMEHTAM BKITIOYAIOTCS B OTIEIBHOE [eO.

[IpoToKONBl B JeNe pPacroiaraloTcsi B XPOHONOTMYECKOM IIOPSIOKE M IO
HOMepaM.

JlOKyMEHTEI K 3acelaHiaM (COBEINaHUAM) TPYIIHPYIOTCS B OTIEIBHOE IEN0,
KaK ¥ IIPUJIOXKEHUS K MPOTOKOJIaM, ECJIM OHM cofiepikat 6omnee 25 cTpaHuil.

JlOKyMEHTEI K TIPOTOKOIAM, €CIH OHH CTPYIIIMPOBAHEI B OT/CIBHbIE AENA,
CHCTEMATH3HUPYIOTCS BHYTPH JIeNIa 110 NOPAAKY HOMEPOB IPOTOKOJIOB.

JlokansHble HOpPMATUBHBIE aKTHI, YTBEPIKIECHHBIE PACIOPSIUTENHHBIMU
JNOKYMEHTaMH, SBJIAIOTCA NPUIOKEHMAMH K HHM H TpPYIIMPYIOTCS BMECTE C
YKa3aHHBIMH JOKYMEHTaMH.

I1puKasel 110 OCHOBHOH J€ATENBLHOCTH IPYIIIAPYIOTCS OTAENBHO OT TPHUKA30B
0 JHMYHOMY COCTaBy K IIPHKa3’0B [0 aJMHHHACTPAaTHBHO-XO03AHCTBEHHON
AEATENBHOCTH (B COOTBETCTBHY C IIepedHeM THIOBBIX YIPaBIEHYECKHX apXMUBHBIX
JNOKYMEHTOB, 00pasyromuxcsi B Ipolecce IeSTeNbHOCTH TOCYIapCTBEHHBIX
OpraHoB, OPraHOB MECTHOI'O CaMOYNPABJICHHs U OpTaHU3aIHMi, C YKa3aHHEM CPOKOB
XpaHEHHs, YTBEPKACHHBIM IpHKa3oM MuHUCTEpCTBA KyIbTypel Poccuitckoi
@epepamn ot 25.08.2010 Ne 558 K agMHHHCTPaTHBHO-XO03SMCTBEHHO#
JEATENBHOCTH OTHOCATCS BOIPOCH II0 COONIOACHUIO IIPaBHI BHYTPEHHETO
pacropsi/Ka, SKCILTyaTally CIyKeOHbIX 3/[aHUH, TPaHCTIOPTHOMY OOCIIY:KHBaHHIO,
BHYTPEHHE! CBA3H, 00ecIeueHuI0 0e30acHOCTH OpraHH3alyi 1 T.11.).

Ilpukassl mo mMYHOMY cocTaBy (GOPMHPYIOTCS B Jiela B COOTBETCTBHH CO
CPOKaMH XpaHECHHUS.

JIOKyMEHTBI B JIMYHBIX [€Jax pacrojiararoTcs Mo Mepe uxX MOCTYIUICHHS.

Ilepenucka rpynnupyercs B Aena IO TeMaTHKE H/HIH KOPPECTIOHIEHTAM H
CHUCTEMAaTH3HPYETCI B XpOHOJIOFI/I‘{eCKOfI NOCICA0BATEIBHOCTH: NOKYMEHT-OTBET
IIOMeInaeTcss 3a JOKYMEHTOM-Tpock0oii  (3ampocom). IIpu  BO306HOBIEHMHU
IIEPENMCKH 110 OINpEENEHHOMY BOIIPOCY, HadaBlleiics B IpeablaylleM Tomy,
JIOKYMEHTBI BKJIOYAIOTCA B JCJI0 TEKYHIEr0 roga C YKa3aHHEM HHIEKCA Jena
TIpeJBIAYIIero roja.

DNEeKTpPOHHBIE JOKYMEHTH (OPMHPYIOTCS B 3JNEKTPOHHBIE Jella B
COOTBETCTBHM C HOMEHKJIATYPOl el OpraHu3alud B TOH HHGMOPMAIMOHHOH
CHCTeMe, B KOTOPOU OHU OBLTY CO3MaHEI UM B KOTOPYIO OBLUTH BKITFOUEHEL.

8.21. [na obecrnedyeHus COXPaHHOCTH, YydUeTa IOKYMEHTOB H Jel
OpraHuaaunH M OpraHu3alliy JoCTyIa K HUM IIPOBOAUTCA KOMILIEKC pa60T .

CO3[aHKe ONTUMANBHEIX YCIOBUM XpaHeHHs TOKYMEHTOB U JEl;

pasMereHue Jae;

[IPOBEPKa HATKYHA U COCTOSHUS JOKYMEHTOB U [IENT;

cobMIoieHHe TTOpSIKa BEIAAYH JIE.

8.22. Jlena pasMemaoT B paboyuX KOMHATaX WM CIEIHMAIBLHO OTBEIEHHBIX




56

AN STOH LeNd MOMEIISHHsX B INKadax, Ha CTeuIaXaX, YTOOB OBGECeddTh X
COXPaHHOCTh H 3aIUTy OT BO3EHCTBUS BPEAHBIX (aKTOPOB.

Jlema 1na ux ydera W GBICTPOrO MNOMCKA JIODKHBI  PacIONaraThes
BEPTHKAJIBbHO, KOPEIIKaMH HapyXXy W B COOTBETCTBHH C HOMEHKIATypoii nen. Ha
KOpeIKax OONOXeK HeN yKashIBAIOTCA WHIEKCH M0 HOMEHKIAType el npu
HEOOXOIMMOCTH HOMEp TOMa Jena, 1aty Jeia. HOMeHKIaTypa e WiH BEIMUCKa H3
Hee MoMeIaeTcs Ha BHyTpeHHel cropoHe mikada.

8.23. IlpoBepkM HAmWYMS W COCTOSHHMS JOKYMEHTOB H 1€l B IEsux
YCTaHOBICHUS  (DAKTUYECKOTO HANMYHA Jel HOJKHBI NpPOBOJUTHECS B
NOApa3ieNeHHsX B CIyYasx:

nepen nepeaayei JOKyMeHTOB B apxuB Opranusanuu;

IIPU NepeMeIeHNH JIET;

IIPH CMEHEe JOJDKHOCTHOTO Juna (paboTHHKa) OpraHusauu;

IPH peopraHu3aluy U nukBuAanuy Opranusanyy;

IPY peOpraHu3alliy ¥ TUKBANANUH JODKHOCTH(el).

IpoBepka Hanu+9MA MPOBOAHMTCH IMyTEM CBEPKH CTaTell HOMEHKJIATYPBI T C
ONHCaHHEM JIell Ha 00JI0KKe, 8 PU3MIECKOe COCTOAHUE Ae)l ONPEAEIAETCS IyTEM MX
BU3yaJIbHOr0 MPOCMOTpa. Bee 06HapyxeHHBIe He[OCTATKH JODKHBI (PHKCHPOBATHCS
B aKTC IMPOBCPKH HAJIMYIHA U COCTOAHHA OCII.

8.24. B cmy4ae BHIBNEHHS OTCYTCTBHSA Jel, YHCISINHUXCA 0 HOMEHKIATYpe
Jien, MOIDKHOCTHEIM JHLOM (paGOTHHKOM) NPUHMMAKOTCS MEpHI II0 HX PO3BICKY.
Ecnan PO3BICK A€ HE AacT peE3yJibTaTra, COCTaBJIACTCI CIIpaBKa O IIPpHYMHaX HUX
OTCYTCTBHUS, KOTOpas MOMIMCHIBAETCA MOJDKHOCTHEIM JHIOM (paboTHHMKOM) H
npezacTaBisiercs JenonpousBoauTertto.

®@axkT yTpaTel JAcna (Aeia) (QUKCHPYeTCs B aKIe, COCTaBIAEMOM
HenonpoussoauteneM U JOIDKHOCTHBIM JIHLOM (PaOOTHHKOM) B TPEX SK3eMILIApax:
0 OJHOMY 3K3eMILISIPY aKkta XpaHuTcs y JlenonpoH3BOaUTeN H Y JOIKHOCTHOTO
nuna (paGoTHHKA); TPETHH 9K3eMIUIAP aKTa IPeACTaBIACTCA B apxuB OpraHusaluu
NpH Tiepeaaye Aen JOIDKHOCTHOrO TUNa (paboTHIKA) Ha apXUBHOE XpaHEHHE.

8.25. DOKcmepTHsa LEHHOCTH JOKYMEHTOB MPOBOIMTCA HAa OCHOBE
3aKOHO/IaTeNBHBIX M HWHBIX HOPMAaTHBHBIX IIPABOBBIX aKTOB POCCHUHCKOM
Qenepanyy, yCcTaHABIUBAIONMX TPeOOBAHUS K CPOKAM XPaHEHHS IOKYMEHTOB,
THIIOBBIX WM BEIOMCTBEHHBIX IIEPEYHEH NOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHCHH:

IIPA COCTABJIEHWH HOMEHKJIATYPEI JeJT;

IIpH IIOATOTOBKE JieJ K Iepesaue B apxuB OpraHuzamuy;

B apxuse OpraHusalnyu.

8.26. /lna opraHu3amuM M ITIPOBEINEHHUS pabOTBI MO 3KCIEPTH3E HEHHOCTH
AokymeHToB B OpraHmsanuu npukasoM PykoBoauTesns cos3faeTcd 3KCIEpTHAA
Kommccus (manee — I9K).

3ajaun, QyHknuy, npasa, opraHmsaimus paboter DK  ompenmenstorcs
HOJIOKEHUEM O Heil, KOTOpoe paspabaThiBaeTcsi Ha OCHOBAHMH IPUMEPHOrO
TIOJIOKEHHS1, YTBEPXKAEHHOTO IIpHKa3oM (DellepallbHOrO apXHBHOTO areHTCTBA OT
11.04.2018 Ne43 «O6 yrBepxiaeHHH IIpHMEpPHOro NOJNIOKCHHA OO0 SKCIIEPTHOM
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KOMHCCHH OPTaHH3AIAN.

8.27. OcHoBHBIMH ¢GyHKIHIMH DK saBistoTes:

OpraHM3alys €XKeroAHOro 0TOopa el NI XpaHEeHUs ¥ YHUYTOKEHHS;

PaccMOTpeHHe M COrNIaCOBAaHME MPOCKTa HOMEHKIATYphl men Opranusarmy,
OITHCEi N TIOCTOSHHOTO U BpeMeHHBIX (cBbime 10 JeT) cpOKOB XpaHEHHS, B TOM
YUCIe MO JHYHOMY COCTaBY, AKTOB O BEHINENEHMH K YHMYTOXEHHIO Jel, He
MOJUTEKAIKX XPAHEHHMIO;

ydacTHe B IIOATOTOBKE M DPacCMOTPEHHH IIPOEKTOB HOPMATHBHBEIX U
METOJHMYECKHUX JIOKYMEHTOB 110 BOIIpocaM paboTkl ¢ JoKyMeHTaMu B Opragm3amnum.

8.28. DOkcmepTH3a IIEHHOCTH [JOKYMEHTOB OCYIIECTBISIETCS €XXETOIHO
HOJDKHOCTHBIMHA JHLAMH (paboTHukamu) coBMmectHo ¢ DK OpraHuszamuu u mox
METOAMYECKIM PYKOBOJACTBOM JleOnpou3BOIUTENS.

8.29. TIpy mpoBeieHNUH 3KCIEPTH3E! [IEHHOCTH TOKYMEHTOB TPH TIOATOTORKE
JIell K niepeade B apxuB OpraHu3aliy OCYIIECTBISETCS:

0T0Op JOKYMEHTOB IIOCTOSHHOTO M BpeMeHHEIX (cBEme 10 jer) cpokos
XpaHeHus 1Uis nepenaun B apxus Opranmsanim;

0T6Op JOKYMEHTOB BpPeMEHHEIX (110 10 JIeT BKIIOYHTENEHO) CPOKOB XpaHEHHS
H ¢ mnoMeTkamMd «Jl0 MHHOBaHHA HaJOOHOCTH», «Jl0 3aMEHBl HOBBIMEIY,
HOJUIeXAIIUX JaNTbHEHIIEMY XPAHEHHIO B CTPYKTYPHBIX TTOIPA3IeTe X,

BBIJIENICHHE K YHHYTOXEHHIO JIeNl 33 NpelblIyIlue rofbl, CPOKH XpaHEHHUS
KOTOPBIX HCTEKIIH.

OnHoBpeMeHHO mpoBepseTcs KAaYecTBO M TIONHOTA HOMEHKIATYPHl Ien
OpraHM3alliM, IPaBHIIBHOCTD ONPENENeHHS CPOKOB XPaHEeHH s JE].

8.30. Jlena mocTosHHOro H BpeMeHHBIX (cBbilre 10 J€T) CPOKOB XpaHEHHs
IIOJUIEKAT IONMUCTHOMY IIPOCMOTPY IS BEINENIEHUS U3 MX COCTAaBA JOKYMEHTOR
BpeMeHHBIX (10 10 1eT) cpokoB XpaHeHuUs.

Jena ¢ otmertkoii «3IIK» moaBeprarotcs MOIUCTHOMY TPOCMOTPY B IEJIAX
ONpelieNleHHs U BEIJENEeHHS W3 WX COCTABA JOKYMEHTOB, IIOJIEWKAIIHIX
MIOCTOSIHHOMY XPaHEeHHIO.

8.31. Otbop 31eKTPOHHKBIX TOKyMEHTOB JUIA Nepenadn B apxus Oprauu3anuy
OCYIIIECTRIIIETCS B ABTOMATHIUPOBAHHOM DEXKME IMyTeM OTGOpa JTOKYMEHTOR M3
6a3 maHHBIX HMHOOPMAIMOHHBIX cucTeM mo mpm3Haky «MHmekc menma» («Cpox
XPaHEHU» ).

8.32. o pesyneraTam SKCIEPTH3HI LEHHOCTH AOKyMeHTOB B Oprammsanmm
IIPOBOAMTCA O(OpMIICHHE €]l H COCTABIAIOTCS OIMKCH Je) MIOCTOSHHOTO XpaHEHHs
(npunosxkenne N¢ 18), BpemeHHEIX (cBbimle 10 JieT) CPOKOB XpaHEHHS
(npunosxenne Ne 19) u mo muunoMy cocrary (npmaoskenne Ne 20), a Taxxe akTHI 0
BBIIENICHUN K YHHYTOXEHHIO IeJl, He IIOJJIeXalluX XpaHeHWro (mpuiiokenne No
21).

Onucu nen nocrosHEOro xpaHenwusi, BpemeHHbx (ceime 10 nmet) cpokor
XpaHeHHsd W TO0 JHYHOMY COCTaBy, & TaKKe akThl O BBIJCICHAM K YHHYTOXKEHHIO
Jell, He MOUIeXKAIlAX XpaHeHHI0, paccMaTpuBaioTcs Ha 3acefanun DK
Oprauuzanun oxuoepemenno. Cormacopannrie DK axkTel u ommen nomexar
corsacoBaruio (yreepxaenuro) SIIK ApxusHoro ynpasnenus [Ipasutenscrsa UP u
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ocJe aToro yreepskaatorcs PykoBomurenem Opranusanyu.

8.33. [lena, obpa3zopapmuecs B mestensHOCTH OpraHu3aliy U IOIJIEKALIHE
XpaHeHHIO, MpPOXOAAT IONHOe MM 4YacTHdHOe o¢opmienne. [lomHOMY
0GOopMITEHMIO MOAIEKAT Jena BPeMeHHBIX (cBhime 10 JeT) CpPOKOB XpaHEHHs W
TIOCTOSIHHOTO XpaHeHus. [lena BpemMenHsIX (10 10 eT) cpokoB xpaHeHHs HOIJIEKAT
YaCTHYHOMY O(OPMIIEHHIO.

Odopmnenre nen npooxutcss B OpraHusaryvé 00 MeCTy (DOPMUPOBAHES
DIOKYMEHTOB B ZieJa.

8.34. [TonHoe odopMmieHHe Aeia HA GyMaXHOM HOCHTENE BKITIOUAET:

odopMIIeHHEe PEKBU3ATOB OOI0KKH JIENa;

HyMepalHIO JIUCTOB B JeJIe;

COCTaBIICHHE JINCTa-3aBEPHUTENA JIETIa;

COCTABJIEHHE B HEOOXOIUMEIX CIyUasX BHYTpeHHeil OIMICH JOKYMEHTOR Jena;

HOJIIMBKY U NEpeTrIeT Ieia;

BHECEHME HEOOXOIMMEIX YTOYHEHHUH B PEKBH3UTHI OGI0KKH Jiena (yTOuHeHue
HA3BaHU{ OPTaHM3ALNH, UHIEKCa Jefia, KPaHUX NaT Jena, 2aroJIoBKa ena).

Jlucr-3aBepuTens Jiena, BHYTPEHHSS ONNCH JOKYMEHTOB jela M OGIIOXKa
JIeNa COCTABIIIOTCS 10 (hopMaM, YCTaHOBJIEHHBIM mpuiokennem NeNe 22-24.

8.35. Jlena Bpemennrix (o 10 mer BKTIOUHTENBHO) CPOKOB XpaHEHHS,
Mo[UIeXalllie JacTHYHOMY O(QOPMIICHHIO, JOMYCKaeTCs XPaHWTh B MAankax, B
KOTOPBIX JeNla XPaHWIHCh B IEJO0NPOU3BOICTBE, IIEPECHCTEMATH3AINS JOKYMEHTOB
B Jlesie He MIPOBROIUTCS, JTHCTEI JIeNia He HYMEpPYIOTCS, JINCTHI — 3aBepUTENH Jeia He
cocramsorcs. Ha oOnoxke Jena B COOTBETCTBHM C HOMEHKJIATYpOi gen
Opranu3zanyy 3amoNHSAIOTCS PEeKBH3UTHI: HauMeHoBanMe OpraHH3allMH, HHICKC
JieJia, 3aroJIOBOK aeja, CPoK XpaHCHHI TOKYMEHTOB.

8.36. Ha obnoxke men BpeMeHHEIX (cBbime 10 J€T) CPOKOB XpaHEHHS H IO
JHMYHOMY COCTaBY YKa3bIBAIOTCH:

HAUMEHOBAHHUe BEIIIECTOSINEH OpraHH3aiiy (OpraHU3aliy — YYPeauTens);

HaMMeHOBaHUE OPraHU3alHH;

HHIEKC Jea 10 HOMEHKIaType Ael;

HOMep ToMa (JacTn);

3arojIoBOK Aena (ToMa, JacTH);

KpaiiHue faThl fena (Toma, 9acTh);

KOJIM4EeCTRBO JIUCTORB B JEJIe,

CPOK XpaHEHHS Aea;

apXHUBHEIA mudp gena.

Ha 06]‘[0)1{1{3.)( e IMOCTOIHHOI'O XpaHeHUusd HaAnQ HaAaMEeHOBaHHEM
OpraHu3aiyy yKa3blBaeTCsi HAHMEHOBaHHE MYHHIIUIIAIFHOTO apXHBa, HCTOYHHKOM
KOMILIEKTOBaHHS KOTOPOTO BhICTyaeT OpraHnu3ars.

8.37. Ilpu opopmnenun obnoxku mena:

HaUMEHOBAHHE BBILIECTOALIEH OpraHW3alMH (OpraHU3allid — YYpeauTeis),
IIPY ee HaJIWYWH, YKa3bIBAETCS IOJIHOCTHIO B MMEHUTENHHOM IAfIeXe, MO MOJHBIM
HaMMeHOBaHHeM B cKobkax ykasbiBaerTcsi oQHIMANBEHOE MPUHATOE COKPAIIEHHOES
HauMeHOBaHue (IpH ero HAJIuYHH);
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HauMeHoBaHue OpraHu3alluil yKa3bIBaeTCs IOTHOCTBIO, B MMEHHUTENBEHOM
najiexe, ¢ yKasaHueM O(HIHEAIBHO IPUHATOIO COKPALIEHHOTO HAUMEHOBAHUS (IIpH
ero HaJIMYMH), KOTOPOe YKa3hIBaeTcs B CKOOKax MOCIe MOJTHOrO HAaHMEHOBAHHSL,

HHJEKC Jiela TPOCTABISETCd B COOTBEICTBHM C HOMEHKIATYpOH Jeln
Opranuzanum;

3aroJioBOK Jiella IIEPEHOCHTCA M3 HOMEHKIaTypbl men Opranmsamuu (B
HEOOXOIUMBIX CITy4asX B 3aTONIOBOK BHOCSTCS YTOUHEHHS);

Aatsl fena (roz(s) 3aBeICHHsA H OKOHYaHHU JieNla B AeIONPOU3BO/ICTBE).

Ilpn wusmvenenwu HauMeHoBaHHMA OpraHH3aUMM B TeYeHHE TNEPHOJA,
OXBAaThIBAEMOTO NOKYMEHTAMH JieJa, WIH IpPH [epefade nena B JApYroe
noipaszelieHHe Ha OOJOXKEe JeNa IIOJ NPEXHHM HAHUMEHOBAHHEM YKa3bIBACTCH
HOBOe HanMeHoBaHue OpraHu3aluy, a IPeXHEe 3aKII0YaeTC B CKOOKH.

HHyieke Jiena U 3arojioBOK JieNla NePeHOCSTCS Ha 00JI0XKKY U3 HOMEHKIIATYphI
nen. Ecnv €110 COCTOUT U3 HECKONBKUX YacTel, Ha 00IOKKY KaXI0ro Toma (4acTh)
BBIHOCUTCS OOLLIMI 3aT0I0BOK JI€NIa H 3aT0OBOK KaXKI0# 9acTH (MPH €ro HaliYuy).

Haroi fien1, comepxkalux paclopsIIUTEIbHYI0 JOKyMEHTALHUIO, a TakKe Jell,
COCTOSIMX M3 HECKONBKUX TOMOB (dacTeif), BISIOTCA KpallHHE NaThl JOKYMEHTOB
Aena, TO €CTh JHaThl (MHCJO, MECSI, IOJ) PErMCTpAalHH (COCTAaBICHHs) Camoro
PaHHEro M CaMoro IO3IHEero JOKyMEHTOB, BKIIOYEHHBIX B JIeNno. IIpH 5TOM JeHb
Mecsla (ABa 3HaKa) U rof (d4eTelpe 3HaKa) 0603HAYAIOTCS apaGCKUMH IHbpamu,
HasBaHUE MeCAlla MAIMIETCA CI0BOM. ECIH B [€N0 BKIIOYEHBI JOKYMEHTBI, JaThl
KOTOpPBIX BBIXOJAT 33 KpaiHWE NaThl jelia, TO IIOJ| JaTaMy Jelia, ¢ HOBOW CTPOKH
JeaeTcs 3anuck: «B nene uMeroTcs JoOKyMeHTH 3a...rox (b)». JlaTsl iena MoryT He
YKa3bIBaTbCA HA 00J10KKe ACI, COACPKAIINX, HAIPHUMED, rOA0BBIC IIJIAHBI U OTYETEI,
TaK KaK OHH OTPaXAIOTCS B 3aroJIOBKAX JIE.

Jlatamu fiena, conepikamiero NpoToKOJIE 3aceIaHu#, SBNAIOTCSA OaThl IEPBOTO
H MOCJIEAHETO [IPOTOKOIIA.

KpaliHUMH JaTaMM JIHYHOTO Jieia SBISIOTCS JaThl MOAMHCAHHS MPHKA3a O
npreMe (IpH HAJIMYMU TPYAOBOTO JOr0BOpa — JiaTa ero 3akiK4YeHHs) U MpHKasa o0
YBOJIbHEHHH /ML, Ha KOTOPOE OHO 3aBeAeHO. B cirydae cmepTH nuua, Ha KOTOpoe
3aBeJIEHO JIeJI0, KOHEYHOH JaToil SBIseTCS JaTa JOKYMEHTa, W3BElIalolero O ero
KOHYMHE.

PekBH3HT «CPOK XpaHCHHA JCIa» IICPCHOCHTCA Ha 06JIO)KKY acia U3
HOMEHKIIATypHI JIell TI0CJIe CBEPKH €r0 CO CPOKOM XpaHEHHs, YKa3aHHEIM B IepedHe
THUMOBBIX JOKYMEHTOB WJIH B BEJOMCTBEHHOM II€pEeYHE JOKYMEHTOB, C YKa3aHHEM
CPOKOB XpaHEHHS.

Ha nenax mocTOsIHHOTO XpaHeHHS MAMIETCS: «XPaHUTh OCTOSHHOY.

8.38. [lo oxoHyaHWd TONa B HANIHCH Ha OOJIOXKKAX e MOCTOSHHOTO H
BpeMeHHBIX (cBbille 10 1€T) CpOKOB XpaHEHHS BHOCATCA YTOYHEHHA: IIpH
HECOOTBETCTBHH 3arQJIOBKA e Ha 00JI0KKE CONCPIKaHHIO0 MOALIMTHIX JOKYMEHTOB
B 3aroJIOBOK JieJIa BHOCSATCS H3MEHEHUS U JOIOTHEHHS.

HanmenoBanus Opl"aHH3aI.II/II’I, rog 1 HOMEp n€ila MOI'YT IIPOCTABIIATHCA Ha
00I0KKe ¢ TIOMOIIBIO IITAMIIA.

8.39. B memax obecriedeHHs COXPAaHHOCTH H 3aKpEIUICHHs MOpAKa
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pacIoNoXeHUs: HOKYMEHTOB, BKIIOYEHHBIX B JIEN0, BCE €ro JIUCTHI, KPOME JIHCTA
3aBepUTeNss ¥ BHYTPEHHEH OIWCH, HyMepyroTcs apaGckumu mubpamMu BaIoBOi
Hymepanueii. JINCTsl HyMepyloTcs rpadHTOBEIM KapaHIAIIOM WIH HyMepaTopoM
(ymoTpebneHme uepHWI M LBETHBIX KapaHJamled is HyMepaudd JHCTOB He
HOIYCKaeTCs) CBEPXY BHU3, HU(PEI MPOCTABIISIOTCS B IPABOM BEPXHEM YTy JIHCTA,
He 337ieBas TeKcTa JOKyMeHTa. JIMCTEI BHyTpeHHeH OMUCH HyMepyIOTCS OTAENBHO.

JIMCTBI JIeN, COCTOAIIMX M3 HECKONBKIX TOMOB WM YacTelf, HyMepyIoTes o
KaXXZIOMY TOMY HIJTH YaCTH OTAENBHO.

JIOKyMEHTEI ¢ COOCTBEHHOW HyMepalueil JIMCTOB HyMepyloTci B 06ieM
HOPSIIKE.

Jlucr moboro ¢opmara, OMIATEIA 38 OJMH Kpaii, HyMepyeTcs KaK OIuH
JICT B IPABOM BepXHeM YIiTy. CII0XKEHHBIH JIHCT pa3BOpauHBaeTCs U HyMepyeTcs B
NPaBOM BepxHeM yriy. JIMCT, cloXKeHHbI W MOMINHTEIN 33 CepeauHy, NMOMIeKHT
MIEPEIINBKE H HYMEPYETCs KaK OOUH JIACT.

Ecnu B JACJI0 NOAIINAT KOHBEPT C BJIOXKCHHEM, CHavaa HYMEPYETCsA KOHBEPT,
a 3aTEM O4YepeaHBIM NOPAAKOBbIM HOMCPOM KaXa0€ BIIOKCHHUEC B KOHBEPTE.

Ecin B Hymepanuu imcToB fomymeHo Oomee 10 ommbok, Bce eno
HyMepyeTcs 3aHOBO. IIpa 3TOM cTaphle HOMepa 3a4epKUBAIOTCS, W PSAIOM CTABUTCS
HOBBIH HOMEp JIUCTA.

Ilpy HanM4k¥ OTAENBHBIX OMHMOOK B HYMEpAlHH JHCTOB JONYCKAeTCs
YIOTpeOJIeHrE TUTEPHBIX (¢ OYKBEeHHBIMU TOTIONHEHHIMHE) HOMEPOB JIKCTOB.

8.40. TTocne 3aBepIleHHs HyMEpALHH JIHCTOB COCTABNISAETCS JHCT-3aBEPHTEND
Aena, KOTOPHIA pacrojaracTcs B KOHUE Jena. B smcre-3aBeputene nudpamud u
IPONKCEIO YKa3hIBAIOTCS KOJWYECTBO JIMCTOB B HAHHOM Jejle, OCOOCHHOCTH
OT/IENBHBIX JJOKYMEHTOB (HESICHBIH TEKCT, Pa3phIBbl, CKIEHKH).

.HI/ICT-3aBCpI/ITeJIB A€lla TIOANKCBIBACTCA €ro COCTaBHTCIIEM C YKa3aHHEM
JOIDKHOCTH, HUHUIIHATIOB ¥ (DAMEITHH, TATHI COCTABIECHHS,

KonuuectBo smcToB B Jiene, yKasaHHOe B JIHCTe-3aBEpHTENie Jena,
IIPOCTABJIACTCA Ha 00710%KE Acja.

Ecima nmeno nmepermereHo W mogmMTO 0€3  NTHCTa-3aBEpHTENS, TO
COCTaBJICHHBIH JIACT-3aBEPUTENIb TMOIKICHBASTCS K BHYTPEHHEH CTOPOHE 3aqHei
00II0XKH Jena.

8.41. llng ydyera NOKyMEHTOB OIpeNENEHHEIX KATETOPHH IMOCTOSHHOIO H
BpeMeHHOro (cBble 10 1eT) CPOKOB XpaHeHHUs, y4eT KOTOPHIX BEI3BaH CHeH(UKOH
JOKYMEHTALMH, BKITFOYEHHO B JEJI0, COCTABIIAETCS BHYTPEHHSS OIMUCH JTOKYMEHTOB
Iiea, IIoMellaeMasi B ero Havalo.

BHYTpeHH}IH OIIAUCh BKIIIOYACTCsA B Jejia, UMCIOIIHE OCOGyIO 3HAYHUMOCTB, a
TaKKe B Jena, chopMUpOBaHHbIE 110 BUAM JIOKYMEHTOB, 3aroJIOBKHM KOTOPHIX HE
PaCKpPBIBAIOT KOHKPETHOTO COAEPHKAHMUS JOKYMEHTOB.

BHyTpeHHSs ONMUCH NOKYMEHTOB Jiella COCTAaBIISETCs TaKkKe HAa O0BeMHBIE
Jie1a TIOCTOSIHHOTO | BpeMEHHBIX (CBbILIE 10 JIeT) CPOKOB XpaHEHHUS B LENAX y4eTa
Hu 6I:ICTp0I‘0 HaXO0XJICHUS TOKYMECHTOB B JICJIC.

B KOHIIEe BHYTPEHHEﬁ OIIHMCH YKa3bIBA€TCs I.lIflll)paMI/I H IIPONHXCHI0 KOJINYECTBO
BKJIIOUCHHBIX B HEC NOKYMEHTOB 1 KOJIMYECTBO JTUCTOB BHyTpCHHCﬁ OITUCH.
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BHyTpeHHsI ONMCh HOKyMEHTOB Jejia IIOANKMCHIBAETCS COCTABHTENIEM C
YKa3zaHHeM JOJDKHOCTH, HHUIMAIOB U (haMMIINH, JaThl COCTABICHHS.

Ecmu  nemo nepermereHo u mommmto 6e3  BHyTpeHHeit OINUCH, TO
COCTaBJICHHAsl BHYTPEHHSIS ONUCH IOJKIEHBACTCS K BHYTPEHHEH CTOPOHE JTHLEBOM
00MOXKH Jena.

8.42. JIOKyMeHTBI IOCTOSHHOIO, BPEMEHHBIX (CBEIIE 10 JIET) CpPOKOB
XPaHEHHS U MO JIMYHOMY COCTaBY, COCTABISIOIIUE J€JI0, IOMEILAIOTCS B TBEp/bIe
OONOKKA W3 KapTOHa, TMONUIMBAIOTCS B YETHIDE NMPOKONA MM IIEPEILIETAIOTCS C
YYETOM BO3MOXHOCTH CBODOJHOTO HYTEHHsI TEKCTa BCeX JOKYMEHTOB, [aT, BH3 U
pesomonud Ha HHX. Pesomonum pykoBOACTBA, COCTABIEHHBIE HA OTHEIbHBIX
JHUCTaX, INOMELAIOTCA nepel JOKYMEHTOM. [Ipu MOAroToBKE men K TOMNIMBKE
(mepenety) mpoBepsieTcs NMPaBHIBHOCTh WX (OPMHpPOBAHMS, oopmitenus, Bce
MIACTUKOBBIE M METALIMYECKHE KpeIUleHHS, a TakKe TepMOIepEIleTs U3
JOKYMEHTOB yIAIAIOTCA.

Hlena mNOCTOSHHOrO XpaHEHHUs, COCTOAINME U3 O0COG0 LEHHBIX HIIH
HeOpPMAaTHBIX JIOKyMEHTOB, MOTYT HNPHHMMATECS Ha XpaHCHHE B 3aKPBITEIX
TBCPABIX ITAIIKax C TPEMS KilanaHaMHU M C 3aBsI3KaMU WIH B KODOGK&X.

8.43. IloarotoBka ONeKTPOHHBIX JOKYMEHTOB K TMepefade B apXHB
Opranmsamuu  ocymecTBisercss paGoTHukoM OpraHmanid  —  BIALENbIEM
COOTBETCTBYIOLIE HHAOPMALMOHHOH CHCTEMBI COBMECTHO CO CIIEIMAIKMCTOM,
obecrieYrBarOIMM (YHKIMOHHPOBaHKE HHYOPMALMOHHOH CHCTEMEL.

8.44. [pu MOATOTOBKE NEKTPOHHBIX JOKYMEHTOB, OTOOPAHHBIX K IIepeade B
dpXuB OpI‘aHI/BaHI/II/I, BBIMIOTHAIOTCA CIEAYIOIIE OCHOBHEBIE IIPOLIEIYDEI pa60TBI c
JOKyMEHTaMHU:

KOHBEpTAlUS JJIEKTPOHHOTO JOKYMEHTa B (opMaT apXHBHOrO JOKYMEHTa
(yHKT 4.34 ITpaBun);

(opmupoBanne B uH(OpPMANHOHHOM cHcTeme OpraHu3allfyl 3IEKTPOHHEIX
AeJl, ABJIAIOMIHXCA COBOKYITHOCTBIO KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB HIIH
KOHTCleGpOM SJIEKTPOHHOI'0 JIOKYMEHTa, BKIIFOUAIOIIEM: KOHTEHT U METalaHHbIe
3JIEKTPOHHOTO JOKYMEHTa, (aiiyibl 3/IeKTPOHHBIX MOANKCEH U BU3YAIH3HPOBAHHYIO
KOIIHIO TEKCTOBOTO 3IEKTPOHHOr0 IoKyMeHTa B popmare PDF/A;

(opMHpOBaHKE OMUCH IEKTPOHHBIX N,

MUTpal¥s 3JEKTPOHHBIX JOKYMEHTOB Ha (usmueckd 06ocobneHHbIe
MaTepuaibHble HOCHTENH, €CIIH JOKYMEHTHI nepenarTces B apxuB OpraHusaiuy He
110 HH(OPMAITMOHHO-KOMMYHUKAITHOHHEIM KAHATIAM:

IPOBEPKa BOCIIPOM3BOAMMOCTH BJIEKTPOHHEIX JIOKYMEHTOB;

IPOBEPKA  DJEKTPOHHBIX  JOKYMEHTOB HA  HAlW4YHE  BPeJOHOCHBIX
KOMITBHOTEPHEIX TPOTrpaMM;

MOATBEPKAECHHE LEJOCTHOCTH 3IEKTPOHHOTO JeNa 3IEKTPOHHOM MONIHMCHIO
YIOIIHOMOYEHHOTO  JIMIA, OCYIIECTBISIONIEr0  IIOATOTOBKY  2JIEKTPOHHBIX
IOKYMEHTOB K Ilepenaue B apXuB OpraHm3aliii.

8.45. DnexTpoHHBIe NOKYMEHTHI IepefaloTcsi B apxuB OpraHusaldH IO
HWHPOPMAIHOHHO-TENIEKOMMYHHKAI[HOHHOM CETH WM HA (PU3MIECKH 060COOIEHHBIX
HOCHTEIIX B COOTBETCTBHHM C YCTaHOBIeHHBIMH [IpaBunamm, 0e3 coxpaHeHus
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AaHHBIX SJICKTPOHHBIX IOKYMEHTOB B COOTBETCTBYIOIIMX HH(DOPMAIHOHHEIX
CHCTeMax.

8.46. Onucy Jien CoCTaBISAIOTCS PAOOTHEKOM, b1 JOKYMEHTEI [Iepe/iatoTcs B
apXHB, COBMeCTHO ¢ [lenonpomsBourenem Opranusanun.

Omuicu ne cOCTaBISIOTCS OTAENBHO HA J€ia MOCTOSHHOTO XpaHeHus, Jiena
BpeMeHHBIX (CBRIe 10 NET) CPOKOB XpaHEHHS; Heia Mo JMYHOMY COCTAaBY,
JIEKTPOHHBIC /eI, 4 TAKKE Ha JIENa, COCTOSILIHE U3 TOKYMEHTOB, XapaKTePHBIX /IS
Opraumszanuu.

Io onucsm men KOKyMeHTHI iepenatoTes B apxus Opranuzamuu.

Ha nena BpeMeHHbIX cpokoB xpaHenus (1o 10 jer BKJIFOYHTEJILHO) OITUCH HE
COCTABJISIOTCS, M B ApXHUB TaKHe [eJia HE MepeNaroTCs.

Ipu Hanuauu B Opranusanuu CJ] omucH fen (bopMHpYyIOTCS B CHCTEME.

8.47. Onmeu men NpeiCTaBISIOTCA B apxXuB OpPraHU3alUM HE paHee, 4yem
H€pe3 OAHH roa, U He mo3gHee, 4YeM 4epes3 TPH TroJa IIoCjie 3aBEPIICHHA [OC]I B
JEJIONIPOU3BO/ICTRE.

8.48. OtnenpHas OMUCH MPEACTABIIET COGOI NEPEUECHb OIUCATEIBHBIX
CTaTe#l ¢ CaMOCTOATENbHOM TOPSAKOBOI HyMepalueH, KaKIas H3 KOTOPBIX JI0JKHA
BKIIFOUATh CIEAYIOIIUE CBEICHMS:

MIOPAOKOBBIN HOMEP ZA€a 10 OIHCH;

HHTEKC JIeNa;

3aroJI0BOK HeNa;

KpalHHE JaTHl Jel1a;

KOJIUYECTRBO JIUCTOB B JIEJIE;

CPOK XpaHeHHS JeNna;

NpUMEYaHus.

8.49. Ilpu cocTaBleHUE OIICH Jiesl COOIIONAIOTCS CEAYIONTHE TPeOOBaHH:

3aroJiOBKM €71 BHOCATCA B ONKCh B COOTBETCTBHH C IPHHATOH CXEMOi
CAUCTeMaTH3allMK A, 3aKPEILICHHOM B HOMEHKIIAType Jed;

KaXJ0€ JeJI0 BHOCHTICS B ONKMCh IO/, CaMOCTOSATENHHBIM IIOPSIKOBBIM
HOMEpOM (eCIH JIEN0 COCTOHT M3 HECKOIBKHX TOMOB MJIH 4acTel, TO KaXIbli TOM
WIA 4YacTb BHOCATCA B OIMCh II0[ CaMOCTOATENBHBIM HOMEPOM); MOPAIOK
HyMepalliH 1€ B ONUACH — BaJIOBBIIi;

rpad)sl ONMKMCH 3aNONHAIOTCS B COOTBETCTBAH C TEMH CBEICHIMI, KOTOpHIE
BbIHCCCHBI Ha Oﬁﬂo}l(l(y JAca;

NpA BHECCHHH B ONMCh HOApAN Aen (TOMOB, dacTeil) ¢ OJHHAKOBBEIMH
3arOJIOBKAMH 3arOJIOBKH BCEX /e (TOMOB, 4acTel) IHIIYTCA IIOJHOCTBIO; IIpH
BHECEHHH B OIIUCH [TOCJIEIHErO 3ar0jI0BKa 100aBgeTcs cloBo «Ilociequuin);

rpada omucH «IIpuMeuaHus» HCHONB3YeTCs IS OTMETOK O IIpHeMe Zel,
0COOEHHOCTSX MX (PU3HIECKOTO COCTOSHHES, O HATHIHA KOTIH.

8.50. Tlepen BHECEHHMEM 3arOlOBKOB JieJl B OIMCH MPOBEPSIOTCA KA4ECTBO
dopmupoBanns 1 odopMIICHHS JeN, COOTBETCTBHE KONMYECTBA JeJ, BHOCHMBIX B
OIHCE, KOJMYECTBY 3aBEACHHBIX I 10 HOMEHKIAType Aen OpraHu3aliiy.

B xoHIle onMCH Bclen 3a IMOCHeIHEel OmHCaTeNbHOM CTaThell 3amomHseTcs
HTOTOBas 3aIHCh, B KOTOPOH yKasbIBalOTCA (LH(paMH U MPOMUCHIO) KOIHYECTBO
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IEl, YACIAIHMXCS 10 OMKCH, NIEPBHIA U IOCIEIHNN HOMepa [l II0 OMHCH, a TAKKE
OrOBapMBAIOTCS OCOOEHHOCTH HYMEpalWd Jell B ONHCH (JIHTEpHbIE HOMepa u
MPOITYIIEHHBIE HOMEpa).

8.51. Tlopamok MHpPHCBOEHHS HOMEPOB ONMUCSIM Iej YCTaHABIMBACTCA II0
COIIACOBaHHIO ¢ apXuBoM OpraHu3aiuy.

8.52. Ilpu cocTaBleHHH ONMCH 3NEKTPOHHEIX fen (mpuioxeHHe Ne 25) B
OIKCH BKITIOYAIOTCS:

TIOPS/IKOBELA HOMEP SJIEKTPOHHOTO JIeNa IO OIKCH;

HHJIEKC 3TIEKTPOHHOTO JIelia;

3aroJI0BOK JIena;

Jara jfiena (Toma, JacTH);

CPOK XpaHeHus Jiena;

005BeM 3IeKTPOHHOTO fiena B Mo6;

IpUMeYaHusl.

B cocrase ommcu osmektporHsix men B CDJ dopmupyercs peectp
BIIEKTPOHHEIX JOKYMEHTOB (KOHTCHHEPOB 3IEKTPOHHEIX JOKYMEHTOB), B KOTOPOM
YKa3bIBAIOTCSA CBEIEHMs 00 SIEKTPOHHBIX JOKYMEHTAX, BKIIOUCHHBIX B KaXIOE
JNEKTPOHHOE JIEIIO.

8.53. OmmcH Jen NOANHCHIBAIOTCA COCTABHTENSAMHU. PeecTp 3IEKTPOHHBIX
JOKYMEHTOB, SBISIOIIMACH INPHIOKEHHEM K OIHCH 3JI€KTPOHHBIX IOKYMEHTOB,
NIOAITACBIBAETCS COCTABUTENEM peecTpa C yKa3aHWeM IOJKHOCTH, HHHIIMATIOB,
(amunIuH, aThl COCTaBICHMU.

8.54. Ommcu nen OpraHM3alliEl COCTABISIOTCS B JBYX SK3eMIUIApax Ha
OyMa)KHOM HOCHTElle, OIMH M3 KOTOPHIX TepeNaeIcss BMecTe ¢ IeNamMu B apXHB
Opranusanyuu, a BTOpOH OCTaeTcs B KayeCTBE KOHTPONBLHOTO SK3EMILIpA y
Henonpoussonurens. B apxus OpraHmsalni Takke MepelaeTcs MO KIEMILISPY
OIIKCEli JIEN B SNEKTPOHHOM BHJIE B PeIaKTHUPYEMOM (opMAaTe IS UCTIONB30RAHMUS B
JAaNbHEHINEM i MOArOTOBKM apXHMBHBIX OIHCEH [el, JNOKyMEHTOB (TOZOBBIX
pas3zmenos).

8.55. Jlena nepenatotcs Ha XpaHeHue B apXuB OpraHu3aliy B COOTBETCTBUH
¢ rpauKoM Iepesadr JOKyMEHTOB, YTBEPKIEHHEM PykoBoureneM Opranu3amuu
WUIH  WHBIM  YNOJHOMOYEHHBIM KM  JIALOM M  COIVIACOBAHHBIM  C
Jlenonpor3BouTENEM.

8.56. Jlena moCTOSHHOTO M BpeMeHHbIX (cBbime 10 JIeT) CPOKOB XpaHeHHs,
JOKYMEHTEI 110 JIMYHOMY COCTaBY, SNIEKTPOHHbIE JOKYMEHTHI IIEPENAOTCS B apXHB
Opraruzanyy He paHee, 4eM Yepe3 rojl, U He IIo3IHee, UeM depe3 TPH roaa mocie
3aBEpILEHHUS UX B JIEJIONPOM3BO/ICTBE.

8.57. Ilepenaua fen B apxuB OpraHu3aniy MPOU3BOAUTCA 10 OMHCAM AE.

8.58. VnonHoMoueHHEIH pabOTHHMK AapxuWBa MPOBEpSET IPABUIBHOCTE
obopmierns u (OPMHPOBAaHUA [el, NPABHILHOCTE COCTABIEHHs OIHCEH me,
COOTBETCTBME KOIHMYECTBA J€J, BKIIOYEHHEIX B OIHCh, KOIMYECTBY €I,
chOPMHPOBAHHEIX B COOTBETCTBHM ¢ HOMEHKIATYPOMU Jied.

BreisBiieHHBIE IDH NpOBEpKe HEeNOCTaTKH B (DOPMHPOBAHHH U O(GOPMICHHH
JeJl HeoOXOIUMO YCTPAHHUTE B JIByXHEIeIbHEIH CPOK.
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8.59. Tlpuem xaxgoro pena B apxue OpraHusanud NPOU3BOJIMUTCA B
NPUCYTCTBUH [leNonpousBoauTeNa B pabOTHHKA, YbH JeNa TepefatTcs. [lpu sTom
Ha 00OMX 3K3eMIULIpaX ONHCH MPOTHB KAXIOTO Meja, BKIIOYEHHOTO B Hee,
JAeNaeTcd OTMETKAa O HAIMYMM Jena. B KoHIle KaXIOoro 3K3eMIuispa OMHCH B
UTOTOBOM 3allMCH yKa3klBaeTcs LM(PaMHd W MPOMKCHI0 KOIHYECTBO (DAKTHUECKH
NIPUHATHIX B aPXUB JIeJ, B TOM YHCIE 3JIEKTPOHHBIX, HOMEpa OTCYTCTBYIOLINX Iel,
AaTa MpueMa-Iepenady Jell, a Takxke MOAMUCH JIHIA, OTBETCTBEHHOIO 33 apXHB, H
NHIa, TepeIaBIIIero aeja.

Wrorosas 3amuch MOATBEPXKIAETCS MHOINHCSIMHA COTPYIAHMKA apXuBa U
paboTHMKa, epeNaBIIero Aeia Ha 6yMaXHOM HOCHTEINE H 3IEKTPOHHEIE Jlela.

8.60. Ilepemaua O>JIEKTPOHHBIX JOKYMEHTOB B apxuB OpraHusalun
NPOW3BOJMTCS HA OCHOBAHHH OIHCEH DIIEKTPOHHBIX el [0 HHGMOPMAIMOHHO-
TEJIEKOMMYHMKALIHOHHOM ceTH (mpu Hamwuud B apxusBe OpraHusanuu
MHQOPMALOHHON CHCTEMBI) WM Ha (H3MYECKH 0GOCOGIEHHBIX MAaTepHATBHBIX
HOCHTEJISIX, KOTOPEIE MPEACTaBIAIOTCA B IBYX HACHTHYHEIX 3K3EMILIApax.

8.61. B cnyuae NMKBHIALMU HIM PEOPraHH3ALMH JODKHOCTH PabOTHHK B
NEPUOA NPOBEACHNS JTUKBUTAUOHHBIX MEPOIPHATHI GOPMHUPYET BCE MMEIOIIUECS
JNOKYMEHTBl B Jena, opopMisdeT Ielna W IepenaeT HX B apxuB Opranusaimy,
HE3aBHCHMO OT CPOKOB XpPaHECHHA. Hepenaqa JEII OCYIIIECTBIACTCA IO OIMUCSIM eI U
HOMEHKIIaType IelL.

8.62. Ha pema ¢ uMCTeKIIMMM CpokaMd XpaHeHus B OpraHumsanuu
COCTABJISIOTCS IPEIIIOXKEHHUS K aKTY O BBIACICHUH K YHUYTOXECHHUID JOKYMEHTOB.

Ha ocHoBe npemnoxeHuil padoTHuUKOB OpraHuzanyd Jlenonpou3BOIUTEND
COCTABJSeT aKT O BBIACTEGHMHM K YHHYTOXCHHIO IOKYMEHTOB, HE IOMJIEKALIUX
XpaHeHuIo, Ha Jena Beelt Opranuzanuu mo Toi xe Gpopme. 3aroJoBKE OJHOPOIHEIX
Iie7, OTOOpaHHBIX K YHHYTOXEHHUIO, BHOCSTCS B QKT IOJ OOLIUM 3arOJIOBKOM C
yKa3aHueM KOJIUUEeCTBa Jiell, OTHECEHHEIX K JaHHOM rpymme.

8.63. Jlena BKIIOUAIOTCS B QKT O BELIEICHHUH K YHUUTOXKEHHUIO NOKYMEHTOB,
HE TOJJIeXaluX XPaHEeHUI0, €CNU TIPeyCMOTPEHHBIH Ui HUX CPOK XPaHEeHUS
HCTeK K | sHBaps rojia, B KOTOPOM cocTapieH akT. Hanpumep, 3akondeHubie B 2015
roay pgeia c 3-JIeTHHM CPOKOM XpaHEHWs, MOr'yT 6LITI: BKIIFOYEHBI B aKT, KOTOpBII‘/’I
Oyzer coctaBneH He paHee 1 sHBapa 2019 roxa.

8.64. Jlena ¢ otMmerkoii «OIIK» (otmerka «3JIIK» o3Hauaer, 4To dYacTh
AOKYMEHTOB MOZKET 6BITL OTHECEHa K CPOKY XpaHCHHS ((HOCTOS[HHO») mogjiexxar
nomictHoMy nmpocMoTpy SIIK Apxustoro ynpasienus [Ipasutensctsa UP B mensx
BBISBJIEHHA NOKYMEHTOB, MOIUIEKAIIMX [MOCTOSHHOMY XpaHeHWI0. BEISBIeHHbIE B
TaKHX JejaxX JOKYMECHTBI IIOCTOAHHOI'O XpaHCHHSA BBIACIAIOTCA H NMPHUCOCAUHAIOTCA
K OJJHOPOIHEIM JeJiaM Wi GOPMUPYIOTCS B CAMOCTOSATENBHEIE Aela.

OctanbHble TOKyMeHTHI jena ¢ oTMeTkoi «IIK» BKIIOYAoTCsS B aKkT, IpU
3TOM OTMCTKAa <<3fIIC>> B aKT€ HE YKa3bIBacTCA.

8.65. AXT O BbBIZIETICHHH K YHWUYTOXXEHHMIO JOKYMEHTOB, HE IOMIEKALIUX
XpaHEHHIO, TPEACTABISETCS Ha paccMOTpeHHe H cornacoBarre DK onnospemenHO
C OIINCAMH ICJI ITOCTOAHHOT'O XPaHCHHA H 11O JINYHOMY COCTaBYy.

8.66. AKT O BBIZICNICHHH K YHHYTOXCHHIO [OKYMEHTOB, HE IOJIEKAIIUX
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XpaHeHmo, yTeepxaactea Pykosoaurenem Opranusanuu nocie yreepixaeHas DITK
ApxusHoro ynpaenenus IIpasutenscrsa Yeuenckoit PecryGivky, B COOTBETCTBUM
C TIPeOCTABJIEHHEIMH €My MOJHOMOYMSIMH, B TOM YHCIIE OIUACEH [N MOCTOSHHOIO
XPaHEeHUS ¥ COITIACOBAaHHUs ONMMCEH Jel IO JIMYHOMY COCTaBy, MOCNE Yero mena,
BBIJIC/ICHHBIE T10 aKTy K YHUYTOKEHHIO, MOTYT OBITh YHHYTOMKEHEL.

8.67. [lema, momnexamide YHAYTOXKEHHIO, TMEpeNaloTcs Ha nepepadboTky
(yrunuzanmro). [Tepenaya nen ohopMIISIETCS MPUEMO-CIATOUHOM HAKIATHOLL.

ITocne yHHMUTOXEHMS Jiell B HOMEHKNIATYpe €N TPOCTAaBIAIOTCS OTMETKH,
3aBepseMEIe NIOAINKCHIO crenranucTa J[eonporn3BOUTENEM, H AATOIL:

«YHuutokeno. Cm. akT Ne oT . Iloamuce, mHMNMAIEL,
(bamMuasy.

8.68. DneKTPOHHEIE JOKYMEHTHI C HCTEKIIMMH CPOKAME XPAHEHHUS TOJIEXKAT
BBIIENICHUIO K YHHYTOXXEHHIO Ha OOIIMX OCHOBAHHUSX, IOCNE €T MPOBOIMUTCSI MX
pusnyeckoe YHHYTOXKEHHE MM YHHYTOXKEHHE IPOrPAMMHO-TEXHHYECKHAMH
CPeICTBaMHU C COOTBETCTBYIOILEH OTMETKOH B aKTe O BEINENIEHHH K YHHUYTOXKEHHIO
JNEKTPOHHBIX JOKYMEHTOB.

ONEKTPOHHBIC JOKYMEHTBI CUHTAIOTCH YHHYTOKEHHBIMH, €CIIH HX HENb3f
BOCCTaHOBHTE CPeICTBaMU MH()OPMALOHHOM CHCTEMEI Ha HOCHTENSIX HH(OpMALIH
U M3 PE3EPBHEIX KOIMUH.

8.69. AKTBI 0 BBIACICHHH K YHHYTOXKEHHIO JOKYMEHTOB, HE IIOZJICKAIIHX
XPaHEHHIO, XPaHATCS [IOCTOSHHO B aeie (oH/a.

IX. Opranusanus focTyna K JOKyMeHTaM H HX HCIOJIb30BAHHS

9.1. Beimaua nen, HaxonAmuXcs Ha XpaHEHWH Y JlenompoM3BOOUTENS U Y
pabotHukoB OpraHusanuu ApYrHM PaOOTHHKaM JUId O3HAKOMIICHHs W (HIIH) IUIs
BPEMEHHOTO HCTIONB30BaHUA B paboTe MPOU3BOIMTCS TI0 3aMpocaMm, IIOAITHCAHHBIM
pabOTHHKOM,  3alpallMBalOIMM  f1eN0  (JOKYMEHT) H C  paspelleHHs
HEHOHPOI/IBBOL(HTCJIH A1 pa60THPIKa, AOKYMEHTBI KOTOPOI'O 3alIpallliBatOTCH.

9.2. [lena, NOKyMEHTEI BBIJAIOTCS BO BPEMEHHOE IIOJIb30BaHUE PaOOTHHUKAM
Opranmzanum Ha cpok He 6osiee 0HOTO MecsIIa.

I'ocynapcrBeHHBEIM (MyHHMIUIIATBHBIM) opra”am (cyneGHbIM,
IPaBOOXPAaHUTEIbHBIM, OpraHaM roCyJapCTBEHHOIO (MYHMIHIIAIBHOIO) KOHTPOJIA
M Haj30pa) Iena W OTHeNbHBIE IOKYMEHTH BBLNAIOTCS HA OCHOBAaHHH HX
MUCBMEHHBIX 3alPOCOB ¢ paspeilieHus PykoBoautens OpraHu3aldd WIH HHOTO
YIIOJHOMOYEHHOTO MM JTHIIA, T10 aKTaM Ha CpoK He OoJiee [MIecTH MecsleB.

[Ipy HeoOXOMUMOCTH CpOK HCIIOB30BAaHUS JOKYMEHTOB MOXET ObITh
IIPOJUIEH.

9.3. B nmnuceMeHHOM 3ampoce paboTHHKOB OpraHu3aldd O BbIZade
JIOKYMEHTOB (JieN) BO BpeMeHHOE IT0JIb30BaHUe H3JIAraloTcs IIPUYHHBI, 10 KOTOPBIM
3alpalldBaeTcsd JelNo (DOKYMEHT) U [elb HCIONb30BaHHA [OKYMEHTOB,
HAXOMAIINXCS Ha ONIEPaTHBHOM XPaHCHUHU.
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9.4. Ha BBIIAHHOE JO€JI0 3aBOIUTCA KapTa-3aMEeCTHUTENh, IIOMelaeMas Ha
MECTO BBIIAHHOrO Jiena. B Heil ykaswiBaioTcs HHIEKC Jiena, JaTa ero BhLIaTH, KOMY
A0 BBIJIAHO, 1aTa ero BO3BPAIIEHHs, IPETyCMaTPUBAIOTCS Ipadsl Ul MOATIHCE] B
MIOJy4EeHUH U IPUEME JeIA.

Ha mecro wu3mpaTOrO momMHHEMKA JOKyMeHTa JleTONpPOHM3BOXHTENs WM
PabOTHHK BKJAJBIBACT B JIeNO JHCT-3aMECTHTENb C YKA3aHHWEM, KOraa, KoMy H Ha
KaKo¥ CpOK BEIIaH TOKYMEHT U MONIHCAMY B IIOJy4YEHNUH U NpueMe jena. IIpu s3tom
B JIENI0 NIOMEIAETCs 3aBePEeHHas KOIUS JOKyMEHTa.

Ilocne pemenust Bompoca, [l PaCCMOTPEHHSI KOTOPOTO jefa (IOKYMEHTS)
H3BIMANIUICE TIO 3alPOCaM HHEIX OpraHW3allMii, MOJIMHHUKA NOKYMEHTOB IOJKHBI
OBITH BO3BpamleHsl B OpraHu3auio 1 ITOMEIIEH! B JeN0.

9.5. DneKTpOHHbBIE JOKYMEHThI, HAXOMALIHECH HA ONEPATHBHOM XPAHEHHH B
6a3ax JaHHBIX MHGOPMALMOHHEIX CHCTEM, BBIIAIOTCS JUIS MCIIONE30BAHMS B BHIIE
KONMH 3NEKTPOHHBIX JOKYMEHTOB B COOTBETCTBHH C MYHKTOM 2.51 HacTosmeii
HHucTpyKImm.

9.6. Tlopsimox pocryna paGorHukoB OpraHusanue K JOKYMEHTaM,
pasmemaeMbiM B COJl Mnu MHOM HHOPOPMAIIMOHHON CHCTEME, YCTAHABIMBAETCS
JOKaNBHEIMH HOPMATHBHEIMM aKkTaMu OpraHu3allud, ONpeeNsiOIAMH TTOPAI0K
3KCIUTyaTallid MH()OPMAIIMOHHON CHUCTEMBI, U B COOTBETCTBHH C MEPCOHATBHBIMU
YYETHBIMH 3anucsaMu pabotaukos B COJI wiu uHO#M nHGOPMAIIHOHHOI cHCcTeMe.

PaboTHMKaM, He HMMEIOIMM IpaBa JOCTYIAa K COOTBETCTBYIOIIEH
HHGHOPMAIMOHHOM CHUCTEME, 3JIEKTPOHHBIE JOKYMEHTHI BRIAIOTCS B COOTBETCTBHE C
nyHkramu 9.1 - 9.3 Hacrogmedt MHCTpYKIHH, Ha (H3MYECKH 060COOICHHOM
HOCHUTeNe, BBICHUTAIOTCS TI0 3JIEKTPOHHOMY ajipecy pabOTHHKA, 3alpalldBaioIlero
JIOKyMEHT, I UHBIM 00pa3oM.

9.7. Y JlenonpousBoauTeNs WIM pabOOTHHKA, BBIJABIIETO JEN0 (IOKYMEHT)
BEJETCS YYeT BBINAHHBIX Jel (JOKYMEHTOB) M KOHTPONb HX CBOEBPEMEHHOIO
BO3BpaTa. JJIEKTPOHHbIE Jiena (JI0KYMEHThI) BO3BpATy He MOIJIeXAT.

9.8. PaborHuku Oprasmsanun o0s3aHBl  ODecrieYWBaTh COXPAaHHOCTH
NONY4YEeHHBIX BO BpeMEHHOe IIONb30BaHHE JOKYMEHTOB (meil) Ha OyMaxkHOM
HOCHTEJIE U HCIONB30BATh IONYYEHHYI0 MHGOPMAIMIO B CIYXKEOHBIX IENIX B
COOTBETCTBHH C TpeOOBAHHMSAMHM JIOKAIBHBIX HOPMATHBHBIX aKTOB. 3alpernaercs
nepefaya IIOMyYEHHBIX JOKYMEHTOB MM HX KOINMH pabOTHHKaM JIpyrux
OpraHHU3aIT|ii.

9.9. M3psTue (BBIEMKA) IOKYMEHTOB, OOpa30BABIIUXCA B AEATEIBHOCTH
Opl"aHH3a11PIPI, IIPOHU3BOJUTCA B COOTBETCTBUH C 3aKOHOOATEJIHBCTBOM Poccuiickoit
@eneparin.

9.10. HMzpsatue (BbleMKa) JOKYMEHTOB IPOHM3BOAMTCS HA OCHOBAHWH
NUCbMEHHOTO PacropsHKEHUs (TOCTAHOBJIEHHSA) COOTBETCTBYIOIIETO OpPraHa BIACTH
¢ paspemenus Pykosomurens Opranusanyy Win FHOTO YIIOIHOMOYSHHOTO MM JIHLA
C U3BCHICHHUEM paﬁOTHI/IKa, JOKYMEHTBI KOTOPOTI'O U3BIMarOTCH.

9.11. ®akr uzbaATHs (BEIEMKH) JOKYMEHTOB GHUKCHPYETCS B IIPOTOKOIE (aKTe)
HU3BATUS (BBIEMKH) JOKYMEHTOB, KOTOPBIH COCTAaBIISETCA HE MEHee 4eM B JIBYX
9K3eMIUIApaX W  NOANHCHIBAETCA  YIOIHOMOYEHHBIMH  IPEJCTaBHTEISMHU
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OpraHuzallid H COOTBETCTBYIOIIETo opraHa BractH. K mpotokomy (akry)
TIPUITATAETCS OMHCE (PEeCTp) MIBATHIX TOKYMEHTOB (J1em).

9.12. Tlpu u3BATHM MOJUVIMHHAKOB JOKYMEHTOB B JEJ0 IIOMEINAETCS
3aBepeHHas KOMHMSA NOKyMEHTa, Ha 00OpOTe KOTOpOM YKa3BIBaeTCs OCHOBAHHE
U3bATHS NOMIMHHUKA, CPOK BO3BpATa, JaTa ¥ MOAMUCH PAOOTHHMKA, OTBETCTBEHHOIO
3a (hopMHUpOBaHKE W/HMIK XpaHEHHE Aena.

9.13. TlognuHHUK  JOKYMeHTa, MU3BATHIA M3 Jela Ha  OCHOBE
COOTBETCTBYIOILIET0 pEHICHKs, MOCIe pacCMOTpEeHHI K PEIIeHHdA BOIIpoOCa,
BO3Bpallla€TCs B OE€JI0, IPHU 3TOM KOITHA, MIOMEIIEHHAA B JE€JI0 BMECTO MOMIUHHUKA,
H3BIMACTCA.

X. H3roToBsieHue, y4eT, HCIOJAL30BaHHE H XpaHEeHHe NedaTeli, ITaMIoB,
0JIAHKOB I0KYMEHTOB, HOCHTeJIeli 3JIEKTPOHHLIX MOANHCeH

10.1. brnanku OpraHU3alHOHHO-PACIIOPIIATENHHEIX JIOKYMEHTOB
paspabatsiBatorcst  JlenonpousBoauTeneM. Buosl 6GnaHKOB  OpraHW3alMOHHO-
pacHOpAIUTENBHBIX ~ JOKYMEHTOB, TpeOOBaHHS K HX OQOPMIEHHIO H
HCIIONIE30BAHHIO YCTAHABIKUBAIOTCA HacToseH VIHCTpyKIUeH.

10.2. O6pa3us! O1aHKOB JOKYMEHTOB yTBEPIKAAIOTCS B COCTaBe HACTOSMIEH
HHceTpykuyuu 1o [enonpou3BoACTBY. Takike NOMOMHHUTENbHBIE 00pa3isl OIaHKOB B
ciyd4ae  HeOOXOIMMOCTH  MOTYT  pa3pabaTelBaThess U YTBEPXKIATHECS
pacHopsaIuTe/IbHEIM JOKyMeHTOM PyxoBomuTens

10.3. B Opranusaiuy ist MOATOTOBKH JOKYMEHTOB MOIYT HCHONB30BaThCA
ONaHKU OKYMEHTOB, H3TOTOBIEHHbIE THIOTPAa(CKUM CHOCOOOM WM CPelCTBAMU
OIepaTHBHOM monurpaduu.

OpraHuzanus BOpaBe IIpH IOATOTOBKE JOKYMEHTOB  HCIIOJIb30BAaTh
3JIeKTPOHHLIE IMA0TOHEI OJIAHKOB. DIEKTPOHHEIE IMAOJOHEI OJAHKOBR JOJKHEI
COOTBETCTBOBaTh  OOpasiiaM  ONAaHKOB,  yTBepXIeHHBIX  PykoBoauTenem
Opranuzanuy.

10.4. Brnanku OPraHU3aNMOHHO-PACIIOPIAUTETBHEIX JIOKyMEHTOB,
npuMeHsieMble B OpraHu3aniy, He MOTYT IlepelaBaThCsi APYTHM OpraHH3alldsM,
JOJDKHOCTHBIM H (DU3HYESCKHM JIHIAM.

10.5. JTemonpouzromuters OpraHu3aiiu:

opopmiseT 3aKasel HA  M3TOTOBICHHe ONAHKOB  OpraHH3alOHHO-
PACTIOPAIUTENBHEIX TOKYMEHTOB THIOTPA(CKEM CIIOCOOOM HIIM  CPEICTBAMH
omnepaTHBHOM nonurpadum;

OCYINIECTBIISET XpaHeHWe OJAHKOB OpraHM3al[MOHHO-PACHOPAIUTEIBHBIX
JIOKYMEHTOB U Bblauy UX paboTHHkaM OpraHusalyy,

OCYILIECTBISIET KOHTPONEL 3a IIPABIIBHOCTBIO HCIHONB30BAaHUS OIaHKOB
OpraHM3aHOHHO-PACIIOPSAUTENBHBIX JOKYMEHTOB.

10.6. B OpraHusanyy B COOTBETCTBHH C AECHCTBYIOIMM 3aKOHOAATENBECTBOM
u ycraBom Oprasmzanun ucronsdyercs neuats (nanee — [euats Opranuzanum).

B OpraHuzanyy Taxke MOTYT HCIOJIbL30BATHCS INEYATH JO/UKHOCTHBIX JIMIL
(MHBIX PaGOTHHUKOB), IIeYaTH JIA MAKETOB H OTJACIBHBIX KaTETOPHiA IOKYMEHTOB, &
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TaK)K€ METAUIMYECKUE BBDKMMHEBIE II€UATH IS OIEYaTHIBAHHWS IOMEIICHWH W
YIOCTOBEPEHHUS CIelHATBHEIX IIPOIYCKOB.

B Opranusanuy MOXeT HCIIONBL30BaTECS MITAMIT (IITamIis) ¢ GakCHMUTBHON
NIOJNHCHI0 PykoBOIUTENS W MHEIX MODKHOCTHEIX JIMIL,

Ilopsinox  wmcmoOnB30BaHMSI INTAMIOB ¢ (DaKCHMHJIBHOH  IIOAIHCHIO
PYKOBOJHUTEIISI H UHBIX JIOTDKHOCTHBIX JIHI] (C Y4eTOM IMOJNIOKEHUH IyHKTa 2 CTAThH
160 gactu I I'paxkmanckoro komekca P®), BHAB NOKYMEHTOB, TOJITHACHIBAEMBIX
(GakcMMUIBHOH IIONMHCHIO YCTAHABNHMBAETCS JIOKAJIBHBIM HOPMATHBHBIX aAKTOM
Oprasu3anmuy.

10.7. Tlewars ¢ BocmpomspenenmeM ['ocymapcrBenHoro repba UeueHckoit
PecmyGniku MoxeT mcnosp3oBaTsesi OpraHusanuell B COOTBETCTBHH C 4acThio 3
cratem 6 3akoHa Yeuenckoit Pecmy6Gmuxku or 03.06.2008 Ne 23-P3 «O
locynapctBenHOM repbe UYeuenckoit PecnyOnMKH» M HOMKHA COOTBETCTBOBATH
TpeGOBaHUAM, YCTaHOBIEHHBIM Ilocramobnenuem IlpaBuTenscTBa Uederckoit
Pecniybnmuxu ot 31.01.2012 Ne 23 «O6 yrtBepxmeHun Ilopsiaka H3rOTORIEHMS,
ydeTa, XpaHeHHs, UCTIOIE30BaHU M YHUYTOXKEHHUS NedaTeil u O1aHKOB JOKYMEHTOB
¢ BocupousBeeHreM ['ocyiapcTeeHHOro repba YeueHckoit PecryGmukm».

10.8. Iledatu u wramnel OpraHuzalMHd H3rOTABIMBAIOTCS B KOJIHYECTBE,
HeoOXOJUMOM JUIS OCYHIECTBICHHS ee pabOTHHKaMM BO3NOXKEHHBIX Ha HHX
¢Qynkuui. Pemerne 00 HM3rOTOBICHHH M KOIMYECTBE JK3EMIUIAPOB IEeYaTed u
IITAMIIOB  TpUHUMaeT PykoBomurens OpraHuzalud IO  IIPeNCTABICHUIO
JlenonpousBoauTens.

Ecmu Ilewars OpraHu3alliy HCIONB3YeTCS B HECKOJNBKHX IJK3EMILIAPax,
HOMED SK3eMILISIPA eYaTH YKA3EIBASTCS B KIUILE MEYATH IIPH €€ H3rOTOBJICHHN.

109. TIlewatsto OpraHuzanuM  3aBepsIOT  HOMIMHHOCTH  [OJIUCH
Pyxosoputens OpraHu3aluy U HHBIX YIIOJTHOMOYEHHBIX UM JIHI[, HA JOKYMEHTaX 1
KOIUSAX TOKYMEHTOB B COOTBETCTBUM ¢ nyukrom 2.49 Unerpyxiuu.

10.10. IMeyatn © mTamIbsl BBAAIOTCS JUIS KCIONB30BaHHSA paGoOTHHKAM,
OTBETCTBEHHBIM 32 HX HCIOJIB30BaHUE U XpaHEHHE MO TOANKCH B JKYpHAe yJyera
nmeuateli u IuTaMmnoB. VYuer Tmeuateld W mrammoB Oprammsanmy  Bejer
Jlenonpou3BoaUTENb HIH HHOE TODKHOCTHOE JIUIO0 OpraHu3aIyy.

10.11. Tlpu ucnons3oBaHkd B paboTe MedaTH W INTAMIBI XPaHATCA B
samuparomuxes mkadax (ceiidax) pabOTHHUKOB, OTBETCTBEHHEIX 32 XpaHEHHE H
HCIIONB30BaHHE TIeyareii U mTaMIoB.

10.12. Tlepenaua mevaTeid ¥ MITAMIIOB IIOCTOPOHHAM JIMIIAM HE JIOITYCKAETCs.
BHHOC Teuareil u IMITaAMIIOR 2a npenensl Opranu'zauuu BORMOXKEH B
HCKIIFOYHUTENBHBIX CIydasx [0 pelleHHro pykosoicTsa OpraHuszaluy (HanpuMmep,
IIpH IIOAMICAHHY JOTOBOPOB).

10.13. Jenonpouseonurens Opranusaiuy exXeroHo MpoBepseT CobIoaeHue
paboTHHKaMKM YCIOBHH WCIONB30BAHUS W XpaHEeHWs IeyaTedl W LITAMIIOB B
Opranusauum.

10.14. Ilpuniemmyie B HErogHOCTE W YTPATHUBINAE 3HAYUCHHE II€YaTH WU
LITaMIIbl OJIEXAT BO3BPATy /leonpor3BOAUTENIO WM HHOEe JOIKHOCTHOE JIMIIO,
Ha KOTOpPOE BO3JI0XKEH Y4eT IlevaTell M INTAMIIOB, /I LEHTPAIM30BAHHOIO
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yaugToxeHus. [leqatu yHHYTOXKAIOTCS MO aKTy C COOTBETCTBYIOMIEH OTMETKOW B
XypHaJle yJeTa IeJareil U ITaMIoB.

10.16. Ilpm mnepemaue OpraHusanueil 53JIeKTPOHHBIX JIOKYMEHTOB Ha
SNEKTPOHHEIA anpec APYroi OpraHW3allid, a TaKkKe Il 0OMEeHa 3JIEeKTPOHHBIMH
nokymentamM 1nocpeactsoM C3JI B OpraHusandd MOTYT HCHONB30BATHCS
YCHICHHbIE HEKBalH(GHIMPOBAHHBIE JJIEKTPOHHBIE MOMIHCH W/HIH IPOCThHIE
BIEKTPOHHBIE TOANUCH (Jaee — SNeKTPOHHAS TMOMIKCHE) B COOTBETCTBHH C
®enepansHbM 3aKk0HOM OT 06.04.2011 No 63-03 «O06 371€KTPOHHOM OIIHACH.

10.17. Onexrponnsit mnokyment B COJ] Opranusamnuu, TOAMHCAHHBINA
3JIEKTPOHHOH IOJIMCHIO, IIPU3HAETCS PaBHO3HAYHBIM JOKYMEHTY Ha OyMaskHOM
HOCHTeJIe, IOANMCAaHHOMY COOCTBEHHOPYYHO! MOANHCHIO M MMEET OAWHAKOBYIO C
HUM IOPHUAHYECKYIO CUITY IIPH OJHOBPEMEHHOM COOIIOIEHHH CIIeTyIOIIHX YCIOBHIA:

KIIOY TIOIMUCH, OTHOCSIIMMCA K KOHKPETHOH DINEeKTPOHHOU MOAMHCH, Ha
MOMEHT HOANHCAHUA OJCKTPOHHOIO [JOKyMEHTa SBJIACTCA HCHCTBHTEIBHBIM
(1OCTOBEPHEIM), HE YTPaTUII CUITy (He OTO3BaH);

IOATBEP)KACHA IOMIMHHOCTh JJIEKTPOHHOH IOANMCH B 3JICKTPOHHOM
JOKyMEHTe;

JlaTa ¥ BpeMsl CO3[laHts 3IeKTPOHHOM moanucH 3adukcuposansl B CO/L;

3NIEKTPOHHAs MOJIHCH HCIIONb3YETCs B COOTBETCTBHH C YCTAHOBICHHBIM B
Opranmsanuy  pacHpezelicHHEM  IpaBa  IOANHACH  JOKYMEHTOB  MEKAY
IODKHOCTHBIME JTUIIAMH M paOOTHUKAMH.

10.18. T'eHepanuio U XpaHeHWe KIfoueil HeKBATH()UIMPOBAHHON W TIPOCTOM
OIl B CO/J1 nomxker ocymecTBiATh agmuuuctparop COJI,

10.19. [Jlenmompou3BoauTens UM MHOH paboTHHK OpraHu3alud BeleT yder
KITIOYel 3IeKTPOHHBIX MOAMUCEH B CIELMAIBHOM JKypHaie (BHIBI 1eKTPOHHBIX
MOAIUCeH, Menob3yeMblx B Opranusannd, ycTaHapiauBaioTca OpraHusalued o
3aKpeIIIOTCS B JIOKATbHOM HOPMATUBHOM aKTe).  BrInmaua MaTepHaabHEIX
HOCHUTENe! 3MEeKTPOHHON MOANKMCH M MX BO3BpaT 10 HCTEYEHHH CPOKA NEHCTBUA
OCYIIECTBIIACTCA MO/ MOANHCE PabOTHHKA B XKypHaJIe.

10.20. Cozpanve nmaposeid i IIPOCTOH  BIEKTPOHHOA  IOIIKMCH
OCYIIECTBISETCA B MOPSIKE, YCTAHOBICHHOM JOKAJIBHBIM HOPMATHBHBIM aKTOM
OpraHu3alyy, YCTaHABIUBAIOIMM HOPALOK dKcInyaTauud COJI ¥ HCNoIb30BaHusA
SNIEKTPOHHBIX NOANKCEN NpH paboTe ¢ TOKyMEHTAMH.

10.21. Kmrou »neKTpoHHOM mojmucy, ucnoisdyemoit B C3]l, sBusgercs
KOH(QUACHUMAIBHOH MH(QOpMaLMed M 3allMIIaeTcs B  COOTBETCTBHH C
3aKOHOZATENIbCTBOM Poccuiickoii Penepanuu.
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ITpunoxenue Ne 1

MysununaabHoe 6101keTHOe 001e00pa3oBaTeIbHOE YIPEKICHHE
«Cpennsis o6ueoGpasoparesbHas mKoaa Ne39% r. I'posznoro

I'pud cornacoBaHus TOKyMeHTa I'pud yTBepKIeHNs TOKyMEHTa

HanmeHoBaHHe BHIA AOKYMEHTa
3aroJi0BoK K TEKCTY

I'pud cornacosanus foKyMeHTa

r. I'po3msrii — 2019 1.

Pacnosio:kenne peKBA3ATOB HA THTYJIBHOM JHCTE T0KYMEHTA




71

[punoxenne No 2
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Pacro/io:kenne peKBH3ATOB H rPanUIbI 30H Ha popmate A4 yriaosoro 6ianka
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Ipunoxenue No 3
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Pacniooikenne peKBH3HTOB H FPAHALbI 30H Ha (popMaTe A4 MPOI0IBHOTO G1aHKa
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IMpunoxenue Ne 4

Henaprament o6pasoBanms Mapuu ropona I'posroro
MyHuuunansHoe GroazeTnoe 06meo6pasoBaTeanLHOe yupexxaeHue
«Cpennsis 06meo6pazopaTebHas mKosaa Ne39» r. I'poznoro
(MBOY «COHI Ne39» r.I'poznoro)

Cobmxa-I"1anus MapuH feliapan nenapTaMeHT
«llenTpanbHH IOKbapaemapan mKoaa Ne39»
Cobiixa-rlanue MyHHUMIANLHE IOKbapACIIAPAH YUPEXKICHH

15 aneaps 2019 2. * No
r.I'posusrit

Odpaszen oopmirenns obmero 6JaHKa

* 3p1ech H Jaice — PEKBH3HTBI, 0003HAYCHHBIC LIPHTOM, BbIAENCHHBIM KYPCHBOM, BHOCATCA OT PYKH

o
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lpunoxenune Ne 5

MynnumunaJibHoe 010/1:eTHOe 00u1e00pazoBaTe/IbHOE YUpexKkIeHHe
~ « Cpeonan obweodpasosameivian wkora Ne 39»

3640335, r. I'posusiit, yi. Boponexckas, 140, ren. 8-928-944-25-25, grozny-sch-39@ mail.ru

[TPUHATO Y TBepiK/IAeH0
HA 1/ JAMOTHUECKOM COBETe [Ipukaszom jpexTopa
upoToKoa Ne 1 MBOY «COIII Ne 39»

ot «23» asrycra 2018 roza o 23.08.2018 Ne259

_ E.M.[T:xabaeBa

NOJOKEHHUE
006 skenepruoii komuceun MBOY «COILH Ne39»

1. O6mue noJ1oKeHu st

I.1. [Tonoxenne 06 sxcnepraoii komuccun MBOY «COILL Ne 39» r.I'posuoro
paspaborano B cootserctBud ¢ llpumepibiv nosokeHHeM 00 9KCIEPTHOH
KOMMCCHH OpraHu3alui, YTBEPKACHHDIM. ..

1.2. DxcreprHas komuccud MBOY «COLL Ne39» r.I'posnoro (jasee-3K)
CO3/1aeTCsl B LeJIsIX
e e

Obpasen opopmaenns JTHA
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IIpunoxenne Ne 6

Henaprament oGpasosarus Mapuu ropoza ['posroro
MyHnuunasnbHnoe 6101keTHOe 061e06pasoBaTeIbHOE yupe:xaeHne

«Cpeansis o6meoGpasoBarenbnas mroaa Ne39» r. I'posnoro
(MBOY «COII Ne39» r.I'posuoro)

Cosxa-I"lanun Mapun IemapaH AerapTaMeHT
«llenTpanbuu IoKbapaemwapan mxo.aa Ne39»
Cob/xa-rlajus MyHHIHDAILHH IOKbapAeliapaH y4pesKieHH

ITPUKA3

25 aneaps 2019 2. Ne 12
r. I'po3nerit

O co3panuH IKCNEPTHOH KOMHCCHH
H YTBEp:KICHHH I0JI0EeHHS 0 Hell

B nemsx ynydmenus opraHM3allid HeNONPOU3BOACTBA M APXHUBHOTO
XpaHeHHs JOKyMeHTOB, obpasyromuxcs B AearensHocTd MBOY «COIL Ne39»
r. I'posnoro, cobmoneHus TpeGOBaHHI 3aKOHOAATENbCTBA Poccuiickoit
Depnepauuu B chepe apXHBHOIO AeNa ... NP U K a3 bl B a I0:

1. Co3nats skcneprayro komuccuo MBOY «COIL Ne39» r. I'possoro B
COoCTaBe:

npeJiceiaTenb —3aMeCTUTENb AUpeKTopa 1o YBP ®amMunus

cekperaps — Aenonpoussoautens ®avunusa U.0.;

YJIEHBI: JOJDKHOCTE... Pammmua H.O., pomxHocts Pamumua H.O., ...,
JomkHOCTh @amumus K.0.

2. Y1eepauts [lonoxenne 06 sKCHEPTHON KOMUCCHH. .. (IIPHIOKEHHE).

3. KoHTpoJIb 32 HUCHNOJHEHHEM IpHKa3a BO3JIOKHTh HA 3aMECTHTENA
nupexTopa ®amunus M.0.

Jupextop Ioonuce N.0. ®amunus

O6pazen odopmiIeHns NpHUKa3za
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Iprinoxenune No 7

MYHULHUITAJIBHOE BIOJKETHOE
OBLHIEOBPA3OBATEJIBHOE YYPEK/IEHUE
«CPEJIHAS OBIIEOBPA3ZOBATEJIBHASL IHKOJIA Ne39» r.I'po3noro

[TpoTokon
25 mapTa 2019 Ne 3

3aceJaHus I1eJaroriuyeckoro coBera
I'po3Hbiii

[Ipeacenarens — Gamunus
Cexpetapb — Qamuius K.0.
[lpucyrersoBanu: 17 yenorex

[TOBECTKA JIHA:

1. O mepax no peanusaunu ¢eaepanbHol uelneBol mporpamMsi..... Jokian
Jupexropa mxoisl Gamunus K.0.

1. CJIVIHAJIM: Xanxumypartosy JI.C. — TeKeT A0Knazia nmpuIiaraercs,
2. BBICTYIIUJIA:

®amunus U.O. — kparkas 3a0uch BLICTYILICHHS.

®amuins M.0O. — kpaTkas 3amich BbICTYILIEHHS.

PEINAJIN: (ITOCTAHOBWJIN)

1.1. CopmupoBath BpeMeHHEIE KOJUIEKTUBbI [0 Peali3allii...

1.2. TloaroToBUTe M yTBEPANTEH ILIAHBI PaGOTBl IO NpoekTaM (eaepalbHON

l_lGIICBOIUi HnporpamMmMmel ...

B o s

IlpencenarenscrByoumii [loonuco H.0.
Damuius

Cexperaps Hoonuce n.0.
Damuiius

Ob6pazen oGopM/IeHHS OJHOIO NPOTOKO.1A




77

ITpunoxenne Ne 8

Henaprament o6pazosanus Mapuu ropona ['pozHoro
MysuuunansHoe Gio:keTHOE 06ImE06pa3oBaTEILHOE YUpe:RIeHHe
«Cpenusist 06meo6pasoBatennnas micona No39» r. I'posnoro
(MBOY «COHI Ne39» r.I'posnoro)

Cobinka-T"l1amua MapuH Aemapan genapTaMeHT
«llenTpaNibHH IOKbapAemapad mKoaa Ne39»
Cobmxa-rlajiiH MyHHIHNAJIbHE I0KbaPICIIAPAH Y4peskIeHH

IMTPOTOKOJI
01.02.2019 Ne__ 3

r. ['po3HEIit

ONEepPaTHBHOIO COBEMAHMM
Y 3amMecTHTeJIs AUpeKTOopa no YBP

3amecTuTens fUpeKkTopa o YBP — ®amunus 1.0.
Cexpertaps — ®amumua U.0.
[IpucyrcreoBanu: @ammnus 1.0., @amumuas H.0., ®Pamumms H.O.

1. O6 opranmsanuy 06CICIOBAHHUA II0 TEME. ...

(Pamumms M.0., @amumus U.0., @amunus K.0.)

1. YcraHoButs, 4T0.....
2. PyxoBopuremo TeMsl (Pamuusg H.0.) o6ecniednTh KOHTPOTIb. . ..

2. O6 y4acTHH B 3acelaHHX paGodueil rpyIIb 1Mo

(amumua 1.0., @amunua U.0., ®amuinus K.0.)

1. IloAroToBHTS K 3acejaHUIO pabouei IpyIIbl MATePHATIEL 0. ....

3amMecTHTEND AUpeKTopa o YBP Hoonuco N.O. ®amunus

CekpeTapb Ioonuce N.0. ®amunus

OGpasen opopMiIeHHA KPATKOI0 NPOTOKOJA

* HepEOﬁ YKasbIBaeTCA qJﬂerl.ﬂﬂﬂ H HHULHAJIBI OCHOBHOI'O JOKJIaA4YHKa, 3aTEM — (l)aMPUlHH W HHUIHAJbI JIHL,
YHACTBOBABIINX B 00CYKIGHHH BOIPOCA




Jenaprament oGpa3oBanHms
Mbpuw r. I'posHoro

MynununansHoe GloIKeTHOE
001meodpa3oBaTeIbHOE YIpeKIeHHE
«Cpennsisi o6uieo0pazoBarensHas

mkoaa Ne39» r. I'poznoro
(MBOY «COI Ne39» r. I'posnoro)

Boponesxckas yi1., 140, r. ['po3Hsiii,
Yeuenckas Pecry6iuka, 364035:
Ten.: (928) 944-25-25: e-mail: grozny-sch39@mail..ru;
http://www.sosh39.edu95.ru;
OI'PH 1082031004516
HMHH/KIII 2013433622/201301001
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[pusoxenue No 9

Cobmxa-I Taman Mapusa
Jielapan JenapTaMeHT

«llenTpanbHu WKbapaemapan
mKoJa Ne39»
Cobmxa-rlanun MysauunaaLan
I0KBapaemapaH yupeKieHH
(«I[IOII Ne39» Copxa-rIlamun MIOY)

Boponexcku yp.. 140, Cobmxa-rlana,
Hoxuwniin Pecrry6muka, 364035;
Tei: (928) 944--25-25; e-mail: grozny-sch39@ mail.ru;
http://www.sosh39.edu95.ru;
OI'PH 1092031003195
WHH/KIIIT 2013434640/201301001

Ne
Ha No oT

OG0 yyacTuu B aHKeTHPOBAHUH

Pexropy (HauMeHOBaHHE yueOHOTO
3aBeJIeHNS)

Damvumia 1.0.

ITouToBEI# afpec

VYBaxaemsiii Umsg OTtuectso!

Ipennaraem Bam mpHESATH yuacTHe B aHKETHPOBAaHHH OOpAa30BaTENBLHEIX
OpraHM3alui, OCYLIECTBISIONINX MOATOTOBKY CIEIMAIUCTOB II0 NeNarorayecKuM

CIICHAAIBHOCTSIM.

AHKeTHpoBaHHe NPOBOJUTCS HaMU B LeNAX cOopa MHGOPMAIMH O By3ax,
BBIIYCKAIOIMX CIENHAINCTOB HEOOXOAMMBIX HaM CHELUANbHOCTEH, KOTOPBIX B
JaTbHEHIIEM MOXHO ObUTO OBl IPUBJIECKATH IS MPOXOXICHHUS MPOU3BOICTBEHHOM
NPaKTHKY ¥ MOTOJTHEHHS ITaTa CIEeHAAIICTOB BEIOMCTBA.

3amnoIHEHHYIO aHKETY IIPOCHM BBICTATE B HAII aJipec.

[Tpunoxenwue: ankera Ha 2 1. B 1 3K3.

C yBaxeHHeM,

Jupexrop

®Damunus Vima OTuecTBo, ceXpeTapb
(928) 8-928-022-43-62, grozny-sch50@yandex.ru

Iloonucoe

HN.0. Pamunus

O0pasen odopmiienns Ae10B0ro (coyzxebHOr0) NHCHMA
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Jenaprament oOpazoBanus
Mbpuu r. I'posnoro

MynununanabHoe GoaKeTHOE
o0mmeobpasoBaTe/ibHOE YUpeKIeHHe
«Cpennsisi 06meo6paszosatennHas
mxoJa Ne39» r. I'posnoro

(MBOY «COII Ne39» r. I'posnoro)

AKT
Ne

r. I'po3Hblit

HPOBEPKH TeXHHIECKOro
COCTOSIHHS OPTTeXHHKH

Ipunoxenue Ne 10

Ocnosanue: npukas MBOY «COILl Ne39» r. I'possoro ot 01.02.2019 Ne 14

«0 TIIPOBEPKE TEXHUICCKOI'0 COCTOAHUSA OPITEXHUKH».

CocragieH: nomkHocth @amumnus 11.0., ..., gomkaocts @amunus 11.0.
B xome npoBepkH TeXHMYECKOTO COCTOSIHUS OPITEXHUKH, INPOBEIEHHOMN

04.02.2019, ycraHOBIEHO...

IIpoBepko#i MpH3HAHE! HEIIPUTOIHBIMH JUJIsI SKCILTYaTalKH:

Iloonuce
Toonuce

Ioonuce

Oopasen oopMIeHHS AKTA

HN.0. ®amunus

N.0. ®amunug

H.0O. ®amunusa




80

Ipunoxenue Ne 11

JOIMKHOCTE Hupextopy MBOY
«COI Ne39» r. I'posnOTrO
JOKJIATHASA 3AITUCKA

11 deBpans 2019r. Ne 10

06 yBe/IHYEeHHH IITATHO
YHCJICHHOCTH NoApa3aesIeHHs

VBaxxaeMmas JIyuza Pomanosna!
B cBsi3M co 3HauWTENbHBIM YBeludeHHMeM oObeMa paboThbl, BO3HMKLIEH B
CBSI3H C ... iponry Bac W3BICKaTh BOBMOXHOCTh YBETMYHUTH INTATHYIO YHUCIEHHOCTh
MBOYVY «COIII Ne39» r. I'po3Horo Ha oJHy JOKHOCTE ... .

C yBaxeHueM,

JlomxHOCTE Hoonuce N.0. ®amunus

OGpasen oopMICHUH A0KIAJHOI 3aIACKH
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IIpunosxerne Ne 12
Komy: PabotHrkam MBOY «COILl Ne39» r. I'posHoro
Or1: ©amumug M.0., 3amecTuTens aupexropa mo AXY
Hara: 11 ¢pepans 2019 r.
Tema: I[Tonaua 3asBOK Ha aBTOTpaHCIIOPT
CIYXEBHAS 3ATINCKA
B mensx mnosbimeHHs S(QEKTUBHOCTH HCHONL30BAHHS M COKpAIICHHS

IPOCTOEB aBTOTPAHCIIOPTHBIX CPEACTB IPOLTy PabOTHHKOB MOAaBaTh 3asBKH Ha
aBTOoMOOWNM He no3zanee 15:00 qHS, MpeaIIeCTBYIOIIErO NOE3Ke.

3amecturens aupexTopa mo AXY Hoonuce N.0. Gamumus

O6pasen oopmaeHns c/1y:KeOHOI 3AMHCKH
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[Tpunoxenue Ne 13

Ilepeuenn JOKYMEHTOB, YTBEPKAAEMBIX
B MBOY «COII Ne39» r. I'posnoro”

1. AkTHI (TIpOBEPOK, PEBH3HUIT; CITHCAHUS; SKCIIEPTH3BI H JP.).

2. I'paduku paboT, OTIYCKOB, CMEHHOCTH.

3. MHCcTpyKUMH, NODKHOCTHBIE HHCTPYKIIHH.

4. Knaccuukatopsl HHQOpPMAaLUH, TOKYMEHTOB.

5. MeToauku, peKOMEHIal|H.

6. Homerknarypa nem.

7. Hopmbl ¥ HOpMAaTHBEI (BpeMEHH, YHCICHHOCTH pabOTHHKOB, pacxona
CHIPbS ¥ MATEPHAIIOB, AEKTPOIHEPTHH ).

8. Ommicu gen (moctosHHOTO, BpeMeHHBIX (cBbime 10 J1eT) CpOKOB XpaHEeHHs
U 110 TUYHOMY COCTaBY).

9. ITepeunn (TOKHOCTEH, BUOB MHGOPMALMH, TOKYMEHTOB).

10. TTomuTHKAa.

11. ITonosxxeHus (0 kKoMUCCHsX (COBeTax ), IpeMUAPOBAHUH, aTTECTALUU U Jp. ).

12. TlopsiaKu.

13. IIporpaMme!.

14. T1papuia.

15. PernameHTsL.

16. CrannmapTsl.

17. IlITaTHOE pacIUCaHUE.

* CrHCOK MOXET H3MEHATLCS H/IIH JOTIOTHATHCS B COOTRETCTBHM C IEHCTBYIOLIM 3aKOHONATENECTBOM
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[Mpunoxenue Ne 14

IlepeyeHnb TOKYMEHTOB, 3aBepPsieMbIX N€YaTHIO
MBOY «COII Ne39» r. TposHoro’

1. ApxuBHas clipaBKa.

2. AxThI (TIpreMa 3aKOHYECHHBIX CTPOHTEIBCTBOM 00BEKTOB, 000PY10BaHHA,
BBITIOJIHEHHBIX pa60T, CIIMCaHusA, BKCHepTI/ISBI).

3. Konuu # BBIMHCKH H3 AOKYMEHTOB, BBIAABACMbBIX IUIA IIPEACTABICHHUA B
IpyTHe OpPraHy3aIiH.

4. Obpa3ubl OTTUCKOB MeyaTel U nojnuceil pabOTHUKOB, HMEIOIUX MPaBO
COBepIIaTh (PHHAHCOBO-XO3SIHCTBEHHBIE OIEPALUH.

5. ITopyuenus (6romKeTHEIE, 0aHKOBCKUE, IEHCUOHHBIE; IUIATEXKHBIE).

6. [Ipencrapnenus 1 XoaaTaicTea (0 HArpaKIEHUH HarpagaMy | IpeMUsIMY,
B T.9. I‘OCY,ILapCTBEHHHMH).

7. Peectpsl (4eK0B, OPY4CHHH, IIPEICTABIIEMBIX B 0aHK).

8. CrpaBku (0 moxomax (M3MUYECKUX JIHI, O BBIIIATE CTPAXOBBIX CYMM, O
6aIaHCOBOM CTOMMOCTH OCHOBHBEIX (POHJIOB, TIO TIEPCOHH(UITMPOBAHHOMY YUeTY,
O(QOPMIEHHIO CTPaXOBBIX CBHIETENBCTB, IO 3aOpocaM OpraHM3alui, 1o
JOKYMEHTaM, TIPeIOCTABISIEMEIM B CYA, — I10 HEOOXOMMOCTH).

9. YaocToBepeHHs pabOTHHKOB.

* CIHCOK MOXET H3MEHSThCS WU JOTONHATECS B COOTBETCTRIM C AEHCTBYIOMIM 3aKOHONATEIBCTBOM
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IIpunoxxenue Ne 15
IIpumepHbIii HepeveHb HEPErHCTPHPYEMbIX BXOISIMIHX T0OKYMEHTOB

1. AukeTsl (pe3toMe), HampaBiseMble B [ENSIX TPYI0yCTPOHCTBA.

2. byxranrepckue JOKyMeHTHl (OyXxranTepckas OTYETHOCTb, CUeTa, cuera-
(aKTypbl, aKTBl CBEDKH B3aHMOPAacieToB, aKThl NMPHEMKH-IIEpPeNavd OCHOBHBIX
CPeNCTB, TOBapHbIe HAKNIAHEIE).

3. TOCTpl, TeXHHYECKHE peryiaMeHThl, PYKOBOJSIIE U JpyrHe JOKYMEeHTBI
0 TEXHUYECKOMY PEryJHPOBaHHIO W CTaHAAPTH3ALNH.

4, I'padmku, HapsAIBI, 3a5BKH, pa3HAPAOKH.

5. lokymenTsl  (IIPOEKTHI  JIOKYMEHTOB), TpeOyloIlHe  MOAMHCAHHSA
(cormacoBaHmMs, yTBepIKAEHHS ) ¥ NOCIEIYIOIIEr0 BO3BpaTa.

6. KonkypcHas JOKyMeHTaLusl.

7. Hayuno-TexHuueckas ¥ IPOEKTHAS JOKYMEHTALIMS.

8. KoppecnoHeHIus, aipecoBaHHas paOOTHUKAM OpPraHHU3al[Hy ¢ IIOMETKOi
«JIuaHOY.

9. [TeuaTHsle W3maHMs (KHHUTH, XYPHAIIbI, Ta3eThl), KaTallorH, TeXHHYECKas
JUTEpaTypa, TEMaTHYECKHE U CrielialbHble COOPHUKH, ILTAKATHL.

10. TlosgpaBuTeNbHBIE THCbMAa K TelerpaMMbl, OllarofapcTBEHHbIE
MHCHMA H TEJErPaMMBl, IIPUTIIaCHTEIbHbIC GUIIETHL.

11. IlpelicKypaHTEL

12. TlpurnacuTenbHble OMIETE], IPUTIAIICHHS.

13. IIporpamMMsl KOHEPEHIIHIA, COBEIAHMH.

14. PexnaMHBIe MaTepHAITHI (IIECHMA, TUCTOBKH, IIPOCIEKTE], OYKIIETHI).

15. YueOHbIe TIIaHBI, IPOTPaMMEL.

16. ®opmbl u GnaHkw, B TOM 4HCIe (OPMBI CTATHCTHIECKOH H HHOH
OTYETHOCTH.

* Ecnu yka3aHHble JOKYMEHTBI IOCTYIHIIM C COMPOBOJMTENBHBIM MUCbMOM, MHACbMa PETHCTPUPYIOTCA B MOPALKE,
YCTAHOBIEHHOM HACTOALIEH MHCTPYKIHeH
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[Tprunoxenne Ne 16

MyHuHIHnAJIbHOE 0101KEeTHOE YTBEPXIAIO
00meo06pa3oBaTebHOE YUpeKIeHne Jupextop
«Cpenussi 00meobpaszoBaTe/ibHast THoonuce N.0. ®amunus
mkosaa Ne39» r. I'poznoro Jlata
HOMEHKJIATYPA JEJI
Ha roj
Cpok
Hunexc Kon-Bo |xpanenus u Ne
3aronoBok fena IIpumevanue
nena el.Xp. | CTaTbH Io
IIEPEYHIO0
1 2 ;. b 5
Hazpanwue paznena
Cexperaps IHoonuce N.0. ®amunus
Busa pykoBoauTens apXusa
(JII/IIIa, OTBETCTBEHHOI'O 34
apX¥B)
COI'’'TACOBAHO COI'JTACOBAHO
Ipotokon 9K MBOY IMporoxon IIIK ApxuBHOTO

«COIII Ne39» r. I'poznoro

oT Ne

ynpasinenus [IpaBurenscTsa
Yeuenckoii Pecrybnuku
oT Ne

MopMa HOMEHKIATYPLI 1]
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[punoxenne Ne 17

HToroBasi 3anuch 0 KaTeropusAx H KoJI-Be [eJ1, 3aBeAeHHbIX B TOxYy
B MBOY «COII Ne39» r. I'poznoro

o cpokam xpaHeHUs Bcero

B toM uucre:
nepexofsmux | ¢ otMeTkoR « IIK»

I 2

3 4

IMocTossHHOTO

Bpemennroro (cBbimre 10 ser)

Bpemennoro (mo 10 ner
BKITIOYHTEIHHO)

HUTOI'O:

Cexkperapb IToonucw N.0. ®amunus

Hara

Hrorossie CBE/IeHMs [IepejaHbl B apXHUB.

HauMeHOBaHUE TOJDKHOCTH,

IIepeIaBIlIero CBEACHHUA IHoonuce H.0. ®amunmusa

Hara

®opMa HTOroBoii 3aIHCH K HOMEHK/IATYpe AeJ1
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[Tpunoxenue Ne 18

MysnunuunanabHOe OIOIKETHOE YTBEPXKJIAIO
001meo0pa3oBaTe/ibHOE YUpexKIeHHE Hupextop
«Cpennsisi 001meodpasoBaTe/IbHas Ioonuce N.O. ®ammus
mkosaa Ne39» r. I'po3noro Tlata
®ona Ne
Onucr Ne 1
JeJ1 IOCTOSTHHOTO XPaHeHHsl
3a roa
Ne | Munekc 3 Kpaiinue | Kon-Bo | Ilpume-
aroJIOBOK Jienia
o/n | nmena JIaThI JIUCTOB | YaHWe
1 2 3 4 5 6
‘ Haspanue pasz[eJ]la
| | |
B nmaHHBIH pa3zien omHMCcH BHECEHO Ien,

(umdpamu 1 nPoONKCHIO)

c Ne no Ne , B TOM YHCII€:
JUTEepHbIe HOMepa:
MpOMyIIEHHEIE HOMepa:

HanMeHoBaHHEe JOMKHOCTH
COCTaBHTEIIS OIIHCH Ioonuceo H.0. ®amunua

HanMeHOBaHHE JOKHOCTH
PYKOBOAHTEIS apXuBa

(1112, OTBETCTBEHHOTO 3 APXHB) Hoonucw N.0. Gamunus

COI''TACOBAHO YTBEPXJEHO

[Iporokon K MbOY Ipotokon SI1IK ApxuBHOTO

«COILL Ne39» 1. I'pO3HOr0 ynpasiienus IMpaBureibersa
Yeuenckoit Peciybmuxu

oT Ne oT Ne

(I)opma OITMCH /1€ MOCTOSAHHOI'0 XPAHECHN S
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TIpunoxenne Ne 19

MyHununajibHoe GI0IKeTHOe VTBEPX]IAIO
001eoOpazoBaTe/ibHOE YUpeKIeHHe Hupexrop
«Cpennsisi 001eo0pa3oBaTe/ibHAsI Hoonuce N.0O. ®amums
mkoja Ne39» r. I'posnoro Tlata

®ong Ne

Onnce Ne
JeJs BpeMeHHbIX (cBbilue 10 jeT)

CPOKOB XpaHeHHN

3a roa

Ne | Uupexc Kpaiiaue Cpox Kom-Bo | Ilpume-

3arooBoK jena
o/m | Jena JIaThI XpaHeHHs | JHUCTOB YaHHe
1 2 3 4 5 6 i
B naHHBIH pa3/es OMCH BHECEHO zedn,
(mpamMu ¥ MPOMUCHIO)

c Ne mo Ne , B TOM YHCIIE:
JTUTepHEBIE HOMepa:
MIPOIYILEHHBIE HOMEpA:
HaummeHoBaHME JOIKHOCTH
COCTABHTENS OITHCH Toonuce H.0. ®amunus
HauMeHoBaHUE TOJDKHOCTH
PYKOBOIUTENS apXHUBa
(JTM11a, OTBETCTBEHHOTI'O 33 APXUB) Toonucw N.O. Gamunus

COI''TACOBAHO
ITporoxon 3K MBOY
«COIII Ne39» r. I'posHoro
oT Ne

@opMa ONHCH €] BpeMeHHBIX (cBbime 10 J1eT) CpoKoB XpaHeHus
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[Mpunoxenue Ne 20
MyHnununajibsHoe OIoIKeTHOE VTBEPXJIAIO
061meobpa3oBaTe/bHOE YIpe:KICHHE Jupexrop
«Cpennsis 001eo0pa3oBaTesibHAS Hoonuce H.0O. ®aMuus
mxoJa Ne39» r. I'posnoro Jlata
@onag Ne
Onuce Ne 2
AeJI [0 JTHYHOMY COCTABY
3a rox
Ne | Munexc Kpaiinue Cpoxk Kon-Bo | Tlpume-
3aronoBok gena
n/m | pgena JIATEI XpaHEeHHs | JIUCTOB YaHHE
1 2 3 4 5 6 7
B nanHBIN pa3zen onucH BHECEHO e,

(udpamMu ¥ MPOTIUCKIO)

c Ne o Ne

JIHTCPHBIC HOMEPA!

, B TOM YHCJIE:

MpOILyIeHHBIE HOMEpa:

HaumeHoBaH#e TOIDKHOCTH
COCTaBHTEISA OIMMUCH Iloonuce

HanMeHoBanue JOIHKHOCTH
PYKOBOJHUTEINS apXHuBa

1.0. ®amuius

(JTMIIa, OTBETCTBEHHOTO 32 apXHB) Iloonuce N.0. Gamunus
COI''TACOBAHO COI''TACOBAHO

IMporoxon 9K MBOY IIpoToxon IIIK ApxusHoro
«COLI Ne39» r. I'posHOro ynpasienusi IIpasurenscrsa

Yegenckoi PecryOmuku

oT Ne oT

Neo

Mopma omuen 161 110 THIHOMY COCTARY
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TIpunoxenue Ne 21
MyHHIADAJTbHOE 0I0IKETHOE VYTBEPXJIAIO
00meobpa3oBaTebHOE YUpeKIeHHe Hupextop
«Cpennsis 061eodpasoBaTebHas Hoonuce N.0. ®amumus
mkosia Ne39» r. I'pozHoro Tlara
AKT
Ne

0 BbIJIeJIEHHH K YHHYTOKEHHIO
(apXuBHBIX) JOKYMEHTOB,
HE NMOAJICIKAIIHX XPAHCHHIO

Ha ocHOBanuu

(Ha3BaHKE U BHIXOJHBIE JAHHBIE [IEPEYHs 1OKYMEHTOB C yKa3aHHEM CPOKOB HX XPaHEHHS)

OTOGpﬁHbI K YHHUYTOXCHHUIO KaK HE HMCIOIIHE Hay‘IHO-I/ICTopI/I‘-ICCKOﬁ LEHHOCTH
¥ yTpaTHBIIHAE NPaKTHYeCKoe 3HaYeHNe JOKyMeHTH! (pora Ne

(Ha3BaHue PoHIA)
Cpokn
Ne gamﬂmfox i Homep Elato g Koiu-Bo | xpaHeHusi 1 | IIpume-
(rpynmoBotii 3aronoBok | I'ogsl Xp. IO 5
/o OIHCH en.xp. | Necrareli | uamme
JIOKYMEHTOB) OITHCH
110 IICPEUHKO
1 2 3 4 5 6 7 8
Htoro eml. Xp. 3a TOMLI.
(umbpamMu U NPONHCHIO)

Omnucu e NOCTOSHHOTO XPaHEHUs 3a TO/IBl YTBEPKIECHBI,
no nmuuHomy coctaBy cormacoeansl DIIK Apxupnoro ynparnenus [Ipasurenrtcrtsa
Yeuenckoit PecryGuiuku (IpoOTOKOI OT Ne 8
HanmenoBaHue JOMKHOCTH
PYKOBOZIWTEIS apX1Ba
(112, OTBETCTBEHHOTO 33 apXHB) Hoonuce N.0. Gamunus
COI''TACOBAHO YTBEPXJEHO
ITpotokon 9K MbOY ITporokon IITK ApXMBHOIo
«COILL Ne39» r. ['po3HOTO ynpasneHus [ IpasurenscTea

Yeuenckol PecrryOnuxu
oT Ne oT Ne
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JIOKyMEHTBI B KOJTHUECTBE e Xp::
- Ha OyMa)KHOM HOCHTEIIE BEC KT CJTaHBI HA YHUYTOXCHHUE;
- Ha 3JIEKTPOHHOM HOCUTEJE CaHbl HAa YHUYTOXKECHHE

(cnmoco6 YHHYTOKESHHA)

HaunmenoBanue 10DKHOCTH pabOTHHKA,
CIABLIETO JTOKYMEHTEI Ioonuce N.0. ®amutus

Jarta

M3MeHeHHs B y4eTHBIE JOKYMEHThI BHECEHBL.
HanmMeHoBaHHe TOMMKHOCTH pabOTHHUKA
24pXUBa, BHECLLET0 U3MEHEHHUS

B YUETHBIE JJIOKyMEHTEI Iloonuce N.0. ®amuus

Jlata

(MopMma aKTA 0 BbUIETCHHH K YHHYTOKEHHIO JOKYMEHTOB, HC HOLICAANIHX XPAHCHHIO
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JINCT-3ABEPUTEJIb JEJIA Ne

B Jfienie mOQMIATO W MPOHYMEPOBAHO

IMpunoxenue No 22

JIUCTOB

(M@ pamMu U MPONHCHIO)

c No o Ne

, B TOM YHCJIC:

JIUTEpHBIE HOMEPA JIUCTOB

TIponyIeHHbIE HOMEpPA JIUCTOB

+ JIMCTOB BHyTpeHHCﬁ OITUCH

Oco6eHHOCTH (hH3UIECKOTO COCTOSHHS

Homepa nuctoB
u hopMupoBaHus Jena
1 2
HaunmeHoBaHuE JOOJDKHOCTH
paborHuKa IToonuce HN.0. ®amunua

Hara

@opMa JIHCTA-3aBEPUTEISA TeTa
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Tpunoxerue No 23
BHYTPEHHSS OITMCH
JAOKYMEHTOB J1eJia Ne
P 1
Ne erueTpat Hara A IIpume-
OHHBIN MHJIEKC 3aronoBOK JOKyMEHTa | JIHCTOB
/n IOKyMEHTa yaHue
JOKyMEHTa Jena
1 2 3 4 5 6
Hroro JIIOKYMEHTOB.

(umthpamu  TIPOITHCHIO)

KoJH4ecTBO THCTOB BHYTPEHHEH OIHCH

(urdypamu ¥ IPOMKUCEHIO)

HauvmenoBaHue JOMMKHOCTH JIULA,
COCTaBHBLICTO BHYTPEHHIOIO OITHCH
JIOKYMEHTOR Jleia Hoonuce N.0. Gamunus

Jlara

(Dopma BHYTpeHHeil OMHCH JOKYMEHTOB /€12
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MMpunoxerne Ne 24

(HaMEHOBaHHE MYHHIUNATEHOTO APXHBA)

(HAMMEHOBAHKE OPraHU3ALHH)

AEJO Ne TOM Ne

(3aro:10BOK Jena)

(kpaitHue 1aThl)

Ha

XpaHuTth

JIACTaxX

®. No

Om. Ne
. Ne

®opma 00J0KKH J€1a
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[Mpunoxenne Ne 25

MysnuunajibHoe 0I0J:KeTHOE
00meoOpa3oBaTeNbHOE YUPEKICHHE
«Cpennss o0meodpaszoBaTe/bHAsA
mkoja Ne3% r. I'posznoro

@ong Ne
Omnuce Ne
3JIeKTPOHHBIX JI€]1, A0KYMEHTOB
Ne | Uuanexc Kpaitiue | O0peM, | Ilpume-
3aroyoBok gena
m/n | ngena JIaThl Mo YyaHue
1 J 3 4 5 6
HazBanue paszena
B nanHBIA pa3nen OMUcH BHECEHO Jed,
(UM pamMH H IPOTHCHIO)
c Ne mmo Ne .
00BEMOM M6.

HanMmeHOBaHHe JOIDKHOCTH
paGoTHuKa IHoonuce N.0. damunus

Hata

COI'JTACOBAHO

Jlenonpon3BoIUTEIb
IToonucse HN.0. ®amunus

Jlata

Ilepeman nen

(unpamMH | NPOIHCHIO)

u PEruCTpalinOHHO-KOHTPOJBHBIX KapTOTCK K JAOKYMEHTaM,
(uugpaMu K NPONKUCHIO)

00BEMOM Mo6.

HanMeHOBaHUE TOMKHOCTH
paboTHrKa IToonuce H.0O. Pamuius




96

TIpuasn Jen
(umdpamu 1 MPOMUCHIO)

u PETUCTPAITMOHHO-KOHTPOJIBHBIX KAPTOTEK K TOKYMEHTAM,
(hpamu ¥ MPOTKUCHIO)

o0BeMOM MB6.

HanMeHoBaH#He TODKHOCTH
paOOTHHKa apXuBa IHoonuce N.0. ®amunus

JlaTa

NPWIOKEHHUE K OITUCH Ne
3JIEKTPOHHBIX JIeJ1, JIOKYMEHTOB

Peectp [JOKYMEHTOB (KOHTCHHEPOB SIEKTPOHHBIX JIOKYMEHTOB) 3JEKTPOHHOTO
*
nena:

Ne en. xp. o omucH
Unnexe gena

3aroj0BoOK Jerna

ara Perucrpauu-
JIOEYMGHT OHHBII go]i[ep HawnmenoBanue JOKyMeEHTA O6sem, | TIpume-
MG YaHUA
a MOKyMEHTa
1 2 3 4 5
HaumMmeHoBaHHUe OOJIKHOCTH
COCTABUTENIS OTIUCH IToonucoe N.0. Gamunus

@opma onucH YIEKTPOHHEIX e, T0KYMEHTOB

* CocTaBJiSeTcs Ha KDKAOE 3JIEKTPOHHOE [IEJI0




