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1. O01mme mos10KeHUA

1.1. MHCcTpykuMsi 1Mo JAEJIONPOU3BOJACTBY B MYHHUIIMIAIBHOM OIOKETHOM JOUIKOJIBHOM
oOpa3oBaTenbHOM  yupexaeHun «Jlerckuii cag Ne2 «Manpim» c¢.  AnxazypoBo VYpyc-
MapTaHOBCKOr0O MyHULIMIIATBHOTO paiioHa» (nanee — MHcTpykuus) pazpaboTaHa B COOTBETCTBHU
C.

[TocranoBnenuem IIpaBurenbcrBa Yeuenckorr Pecnybmuku ot 10.12.2018 Ne 258 «O
Mepax MO OOECHEeYeHHIO JeHCTBUS EIUHBIX MNpPaBUI B JEJONPOU3BOJACTBE HAa TEPPUTOPHH
YeueHckoit PeciyOmukmy,

IIpuMepHO MHCTPYKLUHEH IO JAEIONPOU3BOACTBY B T'OCYAAPCTBEHHBIX OpraHU3alUsiX,
yTBepKIeHHOU npuka3zoMm denepanpHoro apxuBHoro areHTcTsa oT 11.04.2018 Ne 44;

I'OCT P 7.0.97-2016 «Cucrtema cranmaptoB 1o wuHpOpMaIuK, OUOIMOTCUHOMY H
u3zaTeNbeckoMy Aeny. OpraHu3allMOHHO-pACHOpsAIUTeNbHAs JOKyMeHTauusa. TpeOoBaHus K
oopmiiennto noxkymentoBy (nanee — OCT P 7.0.97-2016);

[IpaBunamMu opraHu3alMu XpaHEHHs, KOMIUIEKTOBAHUS, Y4e€Ta M MCIHOJIb30BaHUS
JOKYMEHTOB ApxuBHOro ¢onga P® wu 1pyrux apxuBHBIX JOKYMEHTOB B OpraHax
rOCyJapCTBEHHON  BJAcTH, OpraHax MECTHOTO  CaMOYIpAaBJIEHUS W  OpraHU3aLMsX,
YTBEPXKACHHBIMU TpukazoM MunuctepctBa KyiabTypbl P® ot 31.03.2015 Ne 526 (manee —
[IpaBuna);

cratbeid 12 3axona Yeuenckoit PecnyOmmku ot 25.04.2007 Ne 16-P3 «O s3pikax B
Yeuenckoit Pecriyonuke» (nanee — 3akon YP ot 25.04.2007 Ne 16-P3);

a TaKkKe B COOTBETCTBUU C 3aKOHOJATEILCTBOM Poccuiickoii ®enepanuu B cdepe
uH(pOpMalliK, TOKYMEHTAllMd, AapXUBHOTO JeNla, HAIMOHANBHBIMHM CTaHIapTamMu B cdepe
yIpaBiIeHUS TOKYMEHTaMH.

1.2. Hacrosmas  MHcTpykiuss — pa3paboTaHa B IeNsX  COBEPIICHCTBOBAHUS
JIeJTOTIPOU3BOICTBA U MOBHIIEHUS 2P PEKTUBHOCTH PabOTHI C TOKYMEHTaMH ITyTEM perjaMeHTaIIH
Ha €AMHOM MPaBOBOM M METOJMYECKOM OCHOBE MPAaBWJI MOATOTOBKH JOKYMEHTOB, TEXHOJOTWMU
paboThl C HMMHM, OpPraHU3ALMK HMX TEKYLIEro XpaHEHHs M IOATOTOBKM K Iepeadye B apXHB
MyHULIUTIaTBHOTO OFOKETHOTO JIOMIKOILHOTO 00pa3oBaTenbHOro yupexkaeHus «Jlerckuii cam No2
«Manpim»  c.  AnxazypoBo Ypyc-MapTaHOBCKOTO MYyHHUIMIAJIBHOTO pailoHa» (mamee —
Opranuzanus).

1.3. UHCTpyKIMs ycTaHaBIMBAaeT TpeOOBaHUS K JOKYMEHTHMPOBAHHUIO YIPaBIEHYECKOU
JeSITeIbHOCTH U OpraHu3aluy paboThl C TIOKYMEHTaMHU B 1€10NpOon3BoIcTBe OpraHu3aii.

1.4. TlomoxeHuss HWHCTPYKLUHH PpacHpOCTPAHSIOTCS Ha OpraHu3aluio paboThl C
OpraHU3alMOHHO-PACIOPSAAUTEIBHBIMA JOKYMEHTAMH HE3aBUCUMO OT BUJA HOCHUTENS, BKIHOYAs
MOJrOTOBKY, PETUCTPALNI0, y4e€T WU KOHTPOJIb HUCIOJHEHHUS JOKYMEHTOB, OpraHU3aluIi0 HX
TEKYLEr0 XpaHEHHUs, OCYILECTBIIIEMbIE C IOMOUIbI0 HH(POPMALMOHHO-KOMMYHHUKAIIMOHHBIX
TEXHOJIOT .

1.5. OcoGeHHOCTH OpraHM3aluu paboThl C JTOKYMEHTaMH, COAEP)KAIlMMU HH(POPMALIUIO
OTpaHMYEHHOr0  JOoCTyna (KOMMEpYECKyl0 TaliHy, TIEepCOHAJbHbIE JAaHHbIE U  HHYIO
KOH(QHJICHIIMATIbHYI0 HH(POPMALIUIO), PEryJupyrTCs OTAEIbHBIMH HOPMAaTHBHBIMH AaKTaMH,
yTBepXKIaeMbIMHU 3aBenyronm Opranu3zainmeit (1anee — PykoBoauTens).

1.6. Opranuzanus, BeIEHUE U COBEPIIECHCTBOBAHUE JEIONPOU3BOJCTBA HA OCHOBE €IMHOMN
MOJIMTUKU U TPUHIUIIOB, IPUMEHEHUE COBPEMEHHBIX MH()OPMALIMOHHBIX TEXHOJIOTHIl B paboTe ¢
JOKYMEHTAaMH, METOJIMYEeCKOe PYKOBOJACTBO M KOHTPOJIb COOJIOACHUS TMopsaka paboThl ¢
nokyMmeHTamMu B OpraHuzaluy BO3JIaraercs Ha JAEJONPOM3BOAUTENS — JOJKHOCTHOE JIHIIO,
OTBETCTBEHHOE 32 BEJICHUE JINIONPON3BOACTBA(nasiee — [leonpor3BOAUTEND).

Henonpounzoaurens Opranuszanuu JeHCTBYyeT Ha OCHOBAaHUU JIOJKHOCTHOM MHCTPYKLHUH,
yTBepkaaeMoii PykoBonuTenem OpraHu3annu U onpeaesisonei ero 3a1aun u GyHKIMY, IpaBa U
OTBETCTBEHHOCTb.

1.7. OTBeTCTBEHHOCTh 3a OpraHU3alMIO pPabOTHl C JOKYMEHTaMH B MOJpa3JIesICHUsIX
Opranuzanuy Bo3jaraeTcsi Ha pyKOBOAUTENEH 3TUX MOpa3ieIeHHH.
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1.8. Jlo;okHOCTHBIE 00sI3aHHOCTH, MPaBa U OTBETCTBEHHOCTH J{€OMpOU3BOIUTENS M UHBIX
pabOTHUKOB, OTBETCTBEHHBIX 3a OpraHM3aIi0 paboThl C MOKYMEHTAMH, OMPEIEISIIOTCS HX
JOJIKHOCTHBIMH UHCTPYKLIUSMH.

1.9. Ha mnepuonm otTmycka, KOMaHIMUPOBKH, OOJE3HW WM B CIIy4ac YBOJbHEHUS
Henonpouspoaurens Opranu3aiuy U HHOM paOOTHUK, OTBETCTBEHHBIN 32 OpraHU3aIiio paboThl C
JOKYMEHTaMH 00s13aHbl TepeAaTh BCE HAXOIAIIMECS HAa HWCIHOJIHEHUH JIOKYMEHTHI JAPYTUM
paboTHUKaM 10 ykazaHuto PykoBoaurens Opranuzanuu.

IIpu cmene Jlenonpou3BOAUTENS COCTABIISIETCS aKT IpUEMa-Tepeiau JOKYMEHTOB U A€E]l.

1.10. Copepxanue  CIy)KEOHBIX  JOKYMEHTOB HE  TOJJICKHUT  pas3TJalleHUIo.
B3aumoneiictBue co cpeacTBamMm MaccoBod MHGOpMAIUU, Iepenada UM KaKoW-Tu0o
uH(pOpMallMK UK TOKYMEHTOB U MX KOMHM JOIycKaeTcs TOJbKO ¢ paspenieHus PykoBoaurtens
Opranuzanuy Wik HHOTO YIOJHOMOYEHHOI'O UM JOJKHOCTHOI'O JIMLIA.

PaGotHuku OpraHuzanuu HECYT IUCHUIUIMHAPHYIO, aJMHUHUCTPATHBHYIO M HHYIO,
YCTaHOBJICHHYIO 3aKOHOAaTeIbcTBOM Poccuiickoit @eneparuu(crateu 192, 193 TK PD; myHKTHI
2; 15.11 crarpm 13.25 KoAIl P®; crates 7 ®enepanpHoro 3akona ot 06.12.2011 Ne 402-D3 «O
OyXrajaTepckoM ydeTe»), OTBETCTBEHHOCTb 3a HapyIIEHHE CPOKOB XPAHEHUs IOKYMEHTOB, yTpaTy
Y HECAHKIIMOHUPOBAHHOE YHUUTOXKEHHE CITYKEOHBIX TOKYMEHTOB.

1.11. Tlpum yrtpare npoxkymeHToB pabotHukn Opranuzanu HHOOPMHUPYIOT CBOETO
HEMOCPEACTBEHHOTO pyKoBoautenss u  JenompousBoautenss OpraHuzanuy, TIOCIE Yero
OpraHU3yeTcsl PO3bICK JJOKYMEHTOB.

Ecnu po3bIick TOKYMEHTOB HE JAeT Pe3yJibTaTa COCTaBISETCS aKT, B KOTOPOM YKa3bIBAIOTCS
JlaHHBIE YTPAuE€HHOT'O JIOKYMEHTa, a TaKKe OOCTOSITENbCTBA, MPU KOTOPBIX MPOM30ILIA yTpaTa,
MocJie Yero MpearpruHUMAIOTCS MEphl M0 3aMEIIEHUI0 JAHHOTO JOKYMEHTa 3aBEPEHHOM Komuei
JIOKYMEHTA.

1.12. UHCTpyKIMs MO AeNonpon3BoAcTBY B OpraHu3anuu yTBepxkaaeTcs PykoBoaurenem
Opranuzanuu.

1.13. IIpaBuna paboThl C JAOKYMEHTaMH B CHCTEME JJIEKTPOHHOIO JOKYMEHTOOOOpOTa
Opraamzanuu (ganee — CO/1) 1 UHBIX UHPOPMALMOHHBIX CUCTEMaX, B KOTOPBIX OCYIIECTBISETCS
co3faHue (BKIIOYEHHE) U XpaHEHHE TOKYMEHTOB, HE JOJDKHBI BXOAWTH B MPOTHUBOpPEUYHE C
MIOJIOXKEHUAMHM HacTosmen MHcTpykun.

I1. loxymMeHTHpOBaHHE YIIPABJICHYECKOM 1eATeJIbHOCTH

2.1. B cootBercTBUM C 3akoHoAaTenbCcTBOM Poccuiickoit ®enepanun u YedeHckoi
PecnyOnuku, TOKaqIbHBIMH HOPMAaTHBHBIMH akTaMi B OpraHu3aliy U34ar0Tcs OpraHUu3allMOHHO-
pacnopsaUTeNbHbIE JOKYMEHTHI.

2.2. OpraHu3alliOHHO-PACHOPAIUTENBHBIE JOKYMEHTBI, CO3JAaBAEMbIE B JIE€ATEIBHOCTH
Opranuzanuy, JOJDKHBI OBITH  OQOpPMIIEHBI 1O TpaBUJIaM, YCTAaHOBJIEHHBIM HACTOSIIEH
HNHcTpyKnuen.

BHocuth kakue-nmubo ucnpaBieHHs] WIM J00aBlIeHUs B MOANKUCAaHHBIE (YTBEP)KICHHbBIE)
JIOKYMEHTBI HE JIOITYCKaeTCsl.

2.3.  OcobenHoctu OQOpMIIEHHS JOKYMEHTOB, CO3/1aBa€MbIX B  CTPYKTYPHBIX
noapasneneHusx OpraHu3aluu U OTPaKAIOUINX CIEHUPUKY UX JESITEIbHOCTH, a TaKXkKe MpaBuia
opraHu3anuu padoThl C JaHHBIMU JOKYMEHTaMH MOTYT YCTAHaBIIMBATHCA OTAEIbHBIMU
JIOKaJIbHBIMH HOPMATUBHBIMU akTaMu OpraHu3alyi.

2.4. Co3manue nokyMeHTOB B OpraHu3anuu B ciiydae ucnotib3oBanust COJl, B mensx
noBbimeHus  3¢dexruBHOCTH Hcnonb3oBaHus COJl, ocylecTBiaseTcs ¢ HCIOJIb30BaHUEM
m1abJI0HOB OJIAHKOB JIOKYMEHTOB U MIA0JIOHOB JOKYMEHTOB.

DNeKTpOHHBbIE IA0JOHBI OJAHKOB JOKYMEHTOB JOJDKHBI OBITh HMJIEHTHYHBI OJaHKaM
JIOKYMEHTOB Ha OyMa>KHOM HOCHUTEJIE.

2.5. lns co3naHus JOKYMEHTOB, OTPaXaroIUX CHEHU(UKY JIeSTeTbHOCTH CTPYKTYPHBIX
nonpaszaeneHuit OpraHusaluy, U YOpaBJIeHUS JAHHBIMU JIOKYMEHTaMH MOTYT HCIOJIb30BAaThCA
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Jpyrue HHHOPMAIIIOHHBIE CUCTEMBI.

2.6. Jloxymentsl Opranuzammu opOpMIISIOTCS Ha ONaHKaX WM CTAaHAAPTHBIX JIHCTaxX
Ooymaru popmata A4.

2.7. 115 u3roToBiieHUs AOKYMEHTOB B OpraHu3aiyy UCI0JIb3YIOTCA:

0JIaHK TIPHUKa3a;

OJaHK MUCHhMa IS BeJICHUS NEPENUCKH C OPraHu3alMsIMU U TpaXkJaHaMU, HaXOASIIMMHUCS
Ha Tepputopun Poccuiickoit denepannm.

[To pemennto PykoBomurenss B OpraHuzalii MOTYT HCIIOJIB30BaThCS Jpyrue OJaHKH:
6saHK nMcbMa PykoBoIUTENS MIIM MHOTO YIIOJTHOMOYEHHOI'O UM JIMIA, OJIaHK IPOTOKOJIA U Jp.

Jis odbopmiieHus: pe3ononuii Ha MOKyMeHTe B OpraHu3alud MOTYT HCIOJIb30BaThCS
OJIaHKU pe30JIIOLU.

2.8. Ilpu u3gaHNU JOKYMEHTOB Ha CTAaHIAPTHBIX JIUCTaX OymMaru Ha HUX BOCHPOH3BOISATCS
PEKBU3UTHI, HEOOXOAUMBIE Il JOKYMEHTOB KOHKPETHOI'O BUJIA UM Pa3HOBUIAHOCTH.

2.9. TIpoekTupoBanue OJaHKOB JOKYMEHTOB ocyiiecTBisiercs B coorBerctBuu ¢ [OCT P
7.0.97-2016.

2.10. B cootBercTtBuu co cratbeit 12 3akona YP ot 25.04.2007 Ne 16-P3 u nynkTom 6.8
I'OCT P 7.0.97-2016 B Opranuzanuu UCHOJIb3YIOTCS OJAHKU HAa PYCCKOM M YEUYEHCKOM S3bIKaX:
yIJI0Bbl€ (PEKBU3UTHI OJIaHKa pacrojiaraloTcs Ha OJIHOM YPOBHE: Ha PYCCKOM SI3bIKE — CJIEBA, Ha
YEYEeHCKOM — CIpaBa) WM MpOJOJbHbIE (PEKBU3UTHI OJlaHKA HA PYCCKOM SI3bIKE — CBEpXY,
PEKBU3UTHI OJIAHKA HA YEYCHCKOM SI3BIKE — HUXKE).

2.11. bnanku nokymeHTOB OpraHu3alMyd H3rOTaBJIMBAIOTCS THUIOTPapCKUM CIIOCOOOM,
CpeACTBaMH OIEPATUBHOMN MONMUTPA(UH UK KOMIIBIOTEPHON TEXHHUKH.

2.12. JIokyMeHTBl M3rOTaBJIMBAIOTCS Ha OyMa)kHOM HOCUTeNe U B (OpME 3IIEKTPOHHBIX
JIOKYMEHTOB C COOJIIOJICHUEM YCTaHOBJICHHBIX PAaBUII OPOPMIICHHS JOKYMEHTOB.

2.13. JJoxymentsl Opranu3zanuu, opopMmieHHbIe Kak Ha OJlaHKe, TaKk ¥ 0e3 Hero, JOJDKHBI
UMETH MOJIs1 HE MEHEe:

20 MM — JIeBOE;

10 MM — mpaBoe;

20 MM — BepxHee;

20 MM — HUXKHEE.

B cootBerctBuu ¢ mynkrom 6.1 TOCT P 7.0.97-2016 nokyMeHTHI JUTenbHBIX (CBBIIIE 10
JIET) CPOKOB XpaHEHUs JOJKHBI UMETh JieBoe noJie He MeHee 30 Mm.

2.14. ]JIokyMeHTbI, HM3/laBa€Mble COBMECTHO OJHOW WJIM HECKOJIBKUMH OpIraHU3aLUSMHU,
OQOpMIISIIOTCS Ha CTAaHJAPTHBIX JMCTax OyMaru ¢ BOCHPOM3BEIEHUEM pPEKBU3UTOB BCEX
OpraHu3alyii, yJacTBYIOIIMX B U3JIaHUH JOKYMEHTA.

2.15. Tlpu noAroToBKE TOKYMEHTOB JOIYCKA€TCsl MCIOJIb30BAHUE JIUIIEBOW U 0OOPOTHOM
CTOpOHBI JucTa. IIpu ABYCTOpOHHEM CO34aHMM JAOKYMEHTOB IIMPHHA JIEBOTO IOJI Ha JIULEBOU
CTOPOHE JIMCTa U IPABOr0 MOJIsi HA 0OOPOTHOM CTOPOHE JINCTA I0JIKHBI OBITH PaBHBI.

2.16. Tlpu co3maHuM JOKYMEHTa Ha JABYX M OoJjiee CTpaHHMIIAX BTOPYIO U MOCIEAYIOIIHNE
CTpaHuLbl HyMepytloT. HoMepa cTpaHull MpOCTaBISAIOTCS 110 CEPEIMHE BEPXHETO MOJIsl TOKYMEHTa
Ha paccTostHUU 10 MM OT BEpXHEro Kpasi JIUCTa.

2.17. Jlns W3rOTOBJICHHSI JTOKYMEHTOB HCIOJIb3yeTCs TapHUTypa Impudra 1mo BEIOOPY
Opranu3anuu, BXOJsfIlas B CTaHAAPTHBIM MNakeT OQHCHOTO IPOrpaMMHOI0 obecreueHus,
ucnione3yemoro Opranuzanueit. Pasmep mpudra — Ne12-14 nrt (pasmep mpudra (Kerib)
u3MepseTcs B MyHKTax (point); oAWH MyHKT paBeH 1/72 mroiima, umu 0,376 MM (CokpaieHHe:
«pt»).

IIpu cocraBienun TabaMIl TOMYCKAeTCs MCIOIb30BAHUE MIPU(PTOB MEHBIIUX Pa3MEPOB —
Ne 10, 11 T,

2.18. AGzarHblil OTCTYN B TEKCTE TOKyMeHTa — 1,25 cM.

3arojoBKA pa3fielloB M TOAPA3ZCIIOB IEUYaTAlOTCs ¢ a03alHBIM = OTCTYIIOM  WJIH
LEHTPUPYIOTCA 10 IUPHUHE TEKCTA.

2.19. Tekcr pokymeHTa nedaraercss uepe3 1-1,5 MexXCTpouHbIX HHTEpBana. TekCT



JIOKYMEHTa BBIPAaBHUBAETCS MO LIUPHUHE JIUCTA.

MHOTroCTpOUHBbIE PEKBU3UTHI MMEYATAOTCS Yepe3 1 MEeXKCTPOUYHBI MHTEPBAJ, COCTABHBIE
YacTH PEKBU3UTOB MOTYT Pa3JeNsThCs JOMOTHUTEIbHBIM HHTEPBAJIOM.

Eciu nOKyMEHT TOTOBHTCS JI U3JIaHUS C YMCHBIIICHHWEM MaciiTada, TEKCT medaTacTcs
yepe3 2 MHTepBaa.

WuTepBan mexxay OykBaMu B clioBax — oObIYHbIN. HTEpBa Mexay cioBamu—1 mpooer.

CTpOoKHM peKBU3UTOB BBHIPABHUBAIOTCS IO JIEBOM I'PaHHUIIE 30HBI PACTIONOKEHHS PEKBU3UTA
WJIU LICHTPYIOTCS OTHOCUTENIBHO CaMOM JUIMHHOW CTPOKH.

JliiiHa caMoil UIMHHOM CTPOKM PEKBU3UTA MPH YTIIOBOM PACIHOJIOKEHUU PEKBU3UTOB — HE
Ooiee 7,5 cM.

JliivHa camMoii IIMHHON CTPOKU PEKBU3UTA MIPU MPOJIOJIBHOM PACIIOIOKEHUH PEKBU3UTOB —
He Oonee 12 cMm.

2.20. Jlomyckaercst BBIACIATH MOTYKHUPHBIM MIPUGTOM PEKBUUTHI «aJpecary, «3arojioBOK
K TEKCTY» WIH «IOJITUCHY, a TAK)KE OT/CIbHBIC ()parMEHTHI TEKCTA.

2.21. Ilpn moaroToBKE MHOTOCTPAHUYHBIX JIOKYMEHTOB O(DOPMIISETCS TUTYJIBHBIA JIUCT
(mpuaoxkenue Ne 1).

2.22. CocTaB peKBHU3UTOB, HCIOIb3YyEMbIX I OPOPMIICHHUS JOKYMEHTOB, OINpEAEIsSeTCs
BUJIOM (Pa3HOBHIHOCTHIO) OpTraHU3aIMOHHO-PACIIOPSTUTEIIBHOTO TOKYMEHTA.

2.23. Ilpu mnoaroroBke MAOKyMEHTOB OpraHu3aluyd HCIOJB3YIOTCS  PEKBU3UTHI,
ycranosiernasie ['OCT P 7.0.97-2016:

04 — ko1 popMBI TOKYMEHTA;

05 — HauMeHOBaHKE OpTraHU3aIUH - aBTOPA JOKYMEHTA;

06 — HauMeHOBaHHE CTPYKTYPHOTO MOJpa3IeTeHHs - aBTOpa JOKYMEHTA;

07 — HanMeHOBaHKE JOJHKHOCTH JIUIIA - aBTOPA JJOKYMEHTA,;

08 — cipaBouHBIC TaHHBIE 00 OpraHU3AIUH;

09 — HauMeHOBaHKE BHJIA JIOKYMCHTA,

10 — nara JOKyMeHTa;

11 — perucTpaninoOHHbIN HOMEP TOKYMEHTA;

12 — ccpliika Ha perucTpalioHHbI HOMEP U 1aTy MOCTYIMUBIIETO TOKYMEHTA,

13 — mecTo cocraBneHus (M31aHUS) JOKYMEHTA,

14 — rpu¢ orpannveHus 1ocTyna K JOKyMEHTY;

15 — agpecar;

16 — rpu¢ yrBepkIeHHs JOKYMEHTA,;

17 — 3aronoBOK K TEKCTY;

18 — TeKCT NOKyMeHTa;

19 — oTMeTKa 0 IPHUIIOKESHHH;

20 — rpud cormnacoBaHus JOKYMEHTA;

21 — Bu3a;

22 — IOAIINCE;

23 — oTMeTKa 00 AIIEKTPOHHOH TOAINCH;

24 — 1ieyarts;

25 — oTMeTKa 00 UCIIOIHUTEIIE,

26 — oTMeTKa O 3aBEPEHHH KOIUU;

27 — 0TMETKa O TIOCTYIUICHUH JIOKYMEHTA;

28 — pe3omonus;

29 — oTMeTKa 0 KOHTPOJIE;

30 — oTMeTKa 0 HampaBIEHUH IOKYMEHTa B AETO.

Pacriosio)keHre W TpaHMIBI 30H PEKBHU3WTOB Ha Onankax OpraHu3aldu TPHUBEICHB B
npuioxenun NeNe 2, 3.

B cootBercTBun mynkrom 6.5 TOCT P 7.0.97-2016 pexsusuter 05, 06, 07, 08, 09, 13,
OTpaHUYUTENbHbIE OTMETKHU Juisl pekBu3uToB 10, 11, 12 B mpenenax rpaHull 30H PacloIOKEHHs
PEKBH3UTOB Pa3MEIIAlOTCS OJHUM U3 CIIOCOOOB:
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LIEHTPOBAHHBIM (HA4YaJ0 M KOHEIl KaX/J10i CTPOKU PEKBU3UTOB PABHO YAAJICHBI OT I'PAaHMUII
30HBI PACIOJIOKEHUS PEKBU3UTOB);

¢GnaroBpiM (Kakaas CTPOKAa PpEKBU3UTOB HAYMHAETCS OT JIEBOW TIpaHUIbl 30HBI
pacroI0XKEeHUs] PEKBU3UTOB).

2.24. bnank npukaza OpraHu3aiuy BKIOYAET PEKBU3UTHI:

HaMMEHOBAaHME OpraHU3aluu (B COOTBETCTBUHU ¢ IyHKTOM 2.10 MHCTpyKLINN);

HaMEHOBaHME BUJA JOKYMEHTA;

OTMETKM Ul PAa3MEIEHUs PEKBU3UTOB «AaTa JAOKYMEHTa», «PErHCTPALlMOHHBIM HOMEp
JIOKYMEHTay;

MECTO COCTABJICHUS WM U3/1aHUs JOKYMEHTA.

2.25. bank nuceMa OpraHu3anu BKIOYAET PEKBU3UTHI:

HauMEHOBAaHME OpraHU3aluu (B COOTBETCTBUHU ¢ IMyHKTOM 2.10 MHCTpyKIINN);

CIpaBOYHbIE JaHHBIE 00 OpraHu3aluy (B COOTBETCTBUU C MyHKTOM 2.10 MHCcTpykuun);

OTMETKM I IPOCTABJIEHUS PEKBU3UTOB «AaTa JOKYMEHTa», «PETUCTPALIMOHHBIA HOMEP
JOKYMEHTay, «CChUIKA Ha PETUCTPALIMOHHBIN HOMEP U JaTy MOCTYIHUBILErO JOKYMEHTa.

2.26. B 61aHK muchbMa JOJDKHOCTHOTO JIHIA (B clydyae HEOOXOIMMOCTH €ro JallbHEHIIeH
pa3pabOTKN) JOMOJHUTENIBHO BKIIOYAETCS PEKBU3UT «HAMMEHOBAHHE JOJDKHOCTH JIMI@», a B
0JlaHK IHUCbMa CTPYKTYPHOTO IOJpa3JeseHus (B TOM YUCIE KOJUIETHMaJIbHOTO, COBELIATENILHOTO,
METOAMYECKOI0, 3KCIEPTHOTO WM HHOro opraHa) OpraHu3aluu — HaWMMEHOBAaHUE JAaHHOI'O
10/Ipa3/ieJICHNUS.

2.27. Buyrpennue nokymeHTbl Opranusanuu, odopmisieMble He Ha OJaHKe, IOJKHBI
COJIEp’KaTh COOTBETCTBYIOIINE BUIY JOKYMEHTAa PEKBU3UTHI.

2.29. Kox (opMbl 10KyMeHTa NMPOCTaBISAETCS HA YHU(PUIUPOBAHHBIX (POPMAX JOKYMEHTOB
B COOTBETCTBUM ¢ OOImMEpOCCHICKUM KIacCH(UKATOPOM YIPABICHYECKOH JTOKYMEHTAIHH
(OKY 1) uiu JTOKaJbHBIM KIAcCH()UKATOPOM, pacrioyiaraeTcs B MPaBOM BEpXHEM yriy pabodero
HoJIsl JOKYMEHTa, COCTOUT H3 cinoB «DopMma 1o (HauMeHoBaHue Kiaccudukaropa)» u mudpoBoro
Ko/a.

2.30. HaumenoBanue OpraHuszanuu Ha OJIaHKE JOKYMEHTa JIOJDKHO COOTBETCTBOBATh
HalMEHOBAHUIO IOpUAMYECKOro jumna B ycraBe Opranuzauuu. Ha OnaHkaXx JOKyMEHTOB
YKa3bIBAaeTCsl IMOJIHOE OQUIMAIbHOE HAWMEHOBAaHUE IOPUAMYECKOTO JIMIA C YKa3aHHEM ero
OpraHM3allMOHHO-NIPaBOBOM  (OpMbI, Haa  HauMeHoBaHWeM OpraHuzaluu — yKa3bIBaeTCs
HAaUMEHOBAHME BBIIIECTOSIIEH oOpraHuzauud (OpU €€ HaJu4MM), 1O0Jl HaWuMEHOBaHHEM
Opranu3zanuu B CKOOKax yKa3bIBaeTCsl COKpalleHHOe HauMeHoBaHue OpraHuzaiiu, €cid OHO
MPEyCMOTPEHO YCTaBOM.

2.31. HaumeHoBaHME CTPYKTYpPHOrO MOJpa3jieneHuss (B TOM 4HCIE KOJUIETHaIbHOTO,
COBEMIATEeIILHOTO WJIM WHOTO OpraHa) yKas3bIBaeTcs B OJIaHKaX MUCEM M OJIaHKaX KOHKPETHBIX
BHUJIOB JIOKYMEHTOB, H3/IaBa€MbIX COOTBETCTBYIOIIMMM IOAPA3IEICHUSIMH B COOTBETCTBHM C
JIOKAJIbHBIMM HOpMaTUBHBIMU akTamu Opranuzanuu. Hax HanMeHOBaHHEM CTPYKTYpHOTO
NOJpa3JelICHNs] yKa3bIBacTcsl HauMeHoBaHue OpraHuzanuy, YbUM KOJUIETMAJIBHBIM  HJIU
COBEILIATEJIbHBIM OPTaHOM JIaHHOE MOApa3/IeJIeHHUE SBISETCS.

2.32. HanMmeHOBaHME JODKHOCTH JIMIIA UCHOJb3YeTCsl B OJIaHKaX MHUCEM JOJKHOCTHBIX
JIMI] U pacroniaraeTcs 1noj HauMeHoBanuem OpraHu3arim.

2.33. CnpaBounble JaHHble 00 OpraHuzalnuu yKa3plBaloTcs B OJaHKax MHCEM U
BKJIIOYAIOT: MOYTOBBINA ajzpec OpraHuzanuu (JOMOJIHUTEILHO MOXKET YKa3bIBaThCs aapec MecTa
HAXOXXJCHUS IOPUAMYECKOrO JIMIA, €CIM OH HE COBIAJaeT C IOYTOBBIM aJpPECOM); HOMEP
tenedoHa, (akca, aapec FNEKTPOHHOW MOYTHI, CETEBOM aapec, a TakKe KOJl OpraHu3aluu I0
Obmepoccuiickomy kinaccupukatopy npeanpustiuii u  opranmszauuit  (OKIIO), ocHoOBHOIM
rOCy/IapCTBEHHBIH peructpauroHHbiii HoMep opranuzanuu (OI'PH) u wmaentuduxannoHHbIN
HOMEp HaJIOTOIUIATENbIINKA/KOI TPUUMNHBI TIOCTAHOBKH Ha HanoroBblit yuet (MHH/KIIIT).

[TouToBBIN agpec yka3bIBa€TCs B COOTBETCTBUH C MOANYHKTAMH B)-3) MMyHKTa 22 pazzaena |l
[TpaBus1 Oka3aHus YCIYr IIOYTOBOM CBSI3M, YTBEPXKIEHHBIX NpHUKa3oM MUHHCTEPCTBA CBSI3U U
MaccoBbIX KOMMYyHHMKaiuii Poccuiickoit ®@enepanuu ot 31.07.2014 Ne 234 (manmee — IlpaBuia
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OKa3aHMsl yCIyr IOYTOBOM CBSI3M) B IOCJIEAOBAaTEIbHOCTH: HAa3BaHWE YJIMIIBI, HOMEp JIOMa;
Ha3BaHUE HACEJICHHOrO IIyHKTA; Ha3BaHME paiioHa, Ha3BaHHME CyOBbEKTa; Ha3BaHHE CTPAHBI;
HIOYTOBBIM HHJIEKC.

2.34. HaumeHoBaHMe BMJa JOKYMEHTa YKa3blBaeTcsd Ha BCEX JIOKYMEHTax, 3a
UCKJIFOUEHHEM JIEJIOBBIX (CIy»)eOHBIX) MHUCEM, pacojaraercs 1o HaumeHoBanuem OpraHusanuu
(CTPYKTYpHOIO IIOJIpa3iesIeHuUs, JOIKHOCTH).

2.35. Jlata noKyMeHTa JOJDKHA COOTBETCTBOBAaTh JaTe NOJNMCAaHUS (YTBEPXKICHMS)
JOKYMEHTa WU (B MIPOTOKOJIAX) JaTe COOBITHS, 3a()UKCUPOBAHHOTO B IOKYMEHTE.

Jlata TOKyMEHTa 3aIllMCBhIBAETCS B IOCJIEIOBATEIBHOCTU: I€Hb MECALA, MECSLL, IO/l OJHUM
U3 ABYX CIOCOOOB:

apabckumu rudpamu, pasaeneHabiMA TOUKOM: 05.06.2022;

cioBecHO-1M(poBbIM criocobom: 05 urons 2022 T.

Ha nokymenrax, odopmiseMblx Ha OnaHke, JaTa JOKyMEHTa IPOCTaBIsE€TCA IO0J]
PEKBU3UTAMU «HAUMEHOBAHHE BUAA JOKYMEHTa» (B OJIaHKaX KOHKPETHBIX BHJIOB JJOKYMEHTOB) U
«CTIpaBOYHBIC TaHHBIC 00 OpraHu3anuuy (B OJaHKaX MHUCEM).

Jlatoli  nOKyMeHTa, W3JaHHOIO COBMECTHO JByMs WM Oosiee OpraHuzalusMu
(1OJDKHOCTHBIMH JIMLIAMM), SIBJISIETCS 1aTa MOMUCAHUS TOKYMEHTa MOCIIeIHEH CTOPOHOIA.

2.36. PeructpanyoHHBIH HOMEp AOKyMEHTa — HU(POBOM uiaM OyKBEeHHO-IH(POBOIA
UJCHTU(PHUKATOP JOKYMEHTa, COCTOSIIMHA M3 MOPSJIKOBOrO HOMEpa JOKYMEHTa, KOTOpBIH, IO
ycMoTpeHuio OpraHu3aluy, MOXKET JOMONHAThCS IHQPPOBHIMH WM OyKBEHHBIMH KOJaMHU
(MHIEKCaM1) B COOTBETCTBUHU C UCIOJIb3YEMBIMU KIacCU(UKATOPAMHU.

Ha pokymeHTe, COCTaBIEHHOM COBMECTHO C OJHOM W Ooiiee OpraHU3alUsIMHU,
IPOCTABIISIOTCSI PErUCTPALMOHHBIE HOMEPA JOKYMEHTA, IPUCBOCHHbIE KaKIAOH M3 OpraHu3alui.
Peructpanmonnsie HoMepa IPOCTABIISAIOTCS B MOPSAJIKE YKa3aHHsS HAaUMEHOBaHWI OpraHu3alnuil B
3aroJI0BOYHON 4acTH (mpeamMOyiie) TOKyMEHTa U OTAEISAI0TCS APYT OT Apyra KOCOH 4epToil.

2.37. Ccpliaka Ha perucTpallMOHHbIM HOMED U J1aTy MOCTYNUBILErO JOKYMEHTA, COCTOSILAs
U3 PErucTPallMOHHOTO HOMEpa M JaTbl BXOJMIIEr0 JIOKyMEHTa, Ha KOTOPBIM Jaercs OTBeT,
npocrasiisieTcs B Buje otMeTku «Ha Ne ... ot ...» B G1aHKe nmucbMma.

B TekcT mucbma-oTBeTa CBEIEHUS O PErMCTPALMOHHOM HOMEpE U JaTe MOCTYMUBIIErO
MUChbMa HE BKJIFOYAIOTCS.

2.38. MecTo cocTaBiieHUs (M3aHKS) JOKYMEHTa YKa3bIBa€TCs BO BCEX JJOKYMEHTaX, KpoMe
JIEJIOBBIX (CIYKEOHBIX) MUCEM, BHYTPEHHUX MH(OPMAIMOHHO-CIIPABOYHBIX JOKYMEHTOB, a TaKXKe
B Clly4ae, €CIM MECTO HaXxOXKJIEHUS OpraHu3allid BXOJUT B €€ HauMeHoBaHue. Mecto
cocTtaBieHUs:  (M3aHUs) JOKYMEHTa  YKa3blBaeTCsi B  COOTBETCTBUH C  IPUHSATHIM
a/IMUHUCTPATUBHO-TEPPUTOPHUATILHBIM JICTIEHUEM.

2.39. I'pu¢ orpanmueHuss J0cTyna K JOKYMEHTY IMPOCTABISIETCS B MPABOM BEPXHEM YIIIy
HEPBOrO JINCTA JOKYMEHTa (IIPOEeKTa TOKYMEHTa, CONPOBOAUTENBHOIO MUChMa K JOKYMEHTY) OT
IPaHULBI BEPXHEro MOl NPU HAIMYUMM B JIOKYMEHTEe HMH(QOpPMAIMH, JOCTYIl K KOTOPOM
OTrpaHUYMBAETCS] B COOTBETCTBUHM € 3aKOHOAATENLCTBOM Poccuiickoit denepanun.

Bunel ucnonb3dyembix B Opranuzauuu  rpudoB OrpaHHYEHUs JOCTYyNa JOJKHBI
COOTBETCTBOBATh 3aKOHOJATENIbHBIM M HMHBIM HOPMAaTHBHBIM IPaBOBBIM akTaM Poccuiickoit
®denepaliv ¥ TOJKHBI OBITh 3aKPETIJIEHBI B JIOKAJIbHBIX HOPMaTUBHBIX akTax Opranuzauuu. ['pug
OTpaHMYEHHUsl JOCTyHa K JOKYMEHTy (moMerka «Jlis ciykeOHOro moib30BaHUs», TIpud
«Kommepueckast TaifHa») MOXKET JOMOJHATHCS HOMEPOM 3K3eMIUIsIpa JOKYMEHTa U JIPYyTUMU
CBEJICHMSIMH B COOTBETCTBHH C 3aKOHOJATENbCTBOM Poccuiickoii denepanuu.

2.40. Anpecar — pEKBHU3UT, HCIOJb3yeMbIl NpH O(GOPMIIEHUU JENOBBIX (CITyKEOHBIX)
UCeM, BHYTPEHHUX UHPOPMAIIMOHHO-CITPABOYHBIX JTOKYMEHTOB.

AnpecaToM JOKyMEHTa MOET OBbITb OpraHu3alus, CTPYKTypHOE MOjpa3/elieHne
OpraHu3aly, JOKHOCTHOE MM (PU3UUECKOE JIUILIO.

PexBusut «aapecar» odhopmiisiercss Ha OlaHKe C YIJIOBBIM PAaclOIOKEHHUEM PEKBU3UTOB — B
BEpXHEH MpaBoOi YacTH JOKYMEHTa, Ha OJaHKE C MPOAOJIBHBIM PACIOIOKEHHUEM PEKBU3UTOB —
CIpaBa MoJl peKBU3UTaMu OjaHKa (Ha OjlaHKe MHChbMa Ha JIBYX f3bIKAaX aJipecar yKa3bIBaeTCsl Tak
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K€ CIIpaBa MoJ pekBU3UTaMM OnaHka). CTPOKU PEKBU3UTA «aJpecaTry» BbIPABHUBAIOTCS IO JIEBOMY
Kparo WIXA LHEHTPYIOTCS OTHOCUTEIIBHO CaMOU JJIMHHOM CTPOKH.

IIpu agpecoBaHMM JOKYMEHTA PYKOBOJUTENIIO (3aMECTUTENI0 PYKOBOAUTEINSI) OpraHU3aliuH
YKa3bIBAIOTCA B JATEJIbHOM IMaJie)K€ HAMMEHOBAaHUE JOJDKHOCTU PYKOBOJUTENS (3aMECTUTENS
PYKOBOJIUTENS),  BKIIOYAIOIEEe  HAUMMEHOBAHWE  OpraHu3auuy,  (aMwinioo,  HMHHULIHAIBI
JIOJ>KHOCTHOTO Juua. Hanpumep:

I'maBe anmMuHUCTpaLKU
Ypyc-MapTaHoBCKOTO
MYHULUINIAIBHOTO paiioHa
®amunus N.0.

[Ipu ampecoBaHuMM NMHUCHbMa B OPraHU3alMI0 YKA3bIBACTCA €€ IMOJIHOE WIIM COKpAIIeHHOE
HAaMMEHOBAHHME B UMEHUTEJILHOM IaJIeXKeE.

[Ipu anpecoBaHuU JOKYMEHTa B CTPYKTYpHOE MOJpa3jeieHie OpraHu3alliid B PEKBU3UTE
«anpecar» YKa3bIBAIOTCS B HMMEHUTEIBHOM TAJeKe HAMMEHOBAHUE OpraHU3allid, HUXKE —
HAaUMEHOBAaHUE CTPYKTYPHOTO mojpasaeneHus. Hampumep:

MY «Otaen JOMKOIBHOTO
obpazoBanust Ypyc-MapTaHOBCKOTO
MYHHUIIUIIATIBHOTO paiioHa
OOt oTaea

[Ipu aagpecoBannu MUCbMa PYKOBOJUTEINO CTPYKTYPHOTO MOAPA3ICICHUS YKA3bIBAIOTCS B
UMEHUTEIIbHOM TIaJieKe HAMMEHOBAaHWE OpraHu3alid, HIKE — B JaTeIbHOM MaJiexke
HAaWMEHOBAaHHME JIOJHDKHOCTU PYKOBOIMUTENS, BKIIOYAIOIIEE HAUMEHOBAHHME CTPYKTYPHOTO
nozpaszzenenus, hamMuinnio, nHumansl. Hanpumep:

MY «Otaen JomKOIEHOTO
obOpazoBanusi Ypyc-MapTaHOBCKOTO
MYHHUIIUTIAJIBHOTO paifoHa
Hauanpauky oOmrero otaena

[lepen ¢amunueit JOMKHOCTHOTO JIMLA JOIYCKAETCS YMOTPEOISATh COKPALIEHUE «T-HY»
(rocroiuHy), €ciau ajapecaT MYX4YWMHA, WU «r-Ke» (TOCHOXe), €ClIM ajpecaT >KEHIIUHa,
HanpuMep:

r-uy ®amunus 1.0.
r-xe ®amunug U.0.

[Ipu pacchuike JOKYMEHTa TPYIIEe OpraHU3alMii OJHOTO TUIA WX B CTPYKTYPHBIC
HOJIpa3/ieIeHuUs OIHOM OpraHU3alliH, aJpecat yKkasbiBaeTcs 0000meHHo. Hampumep:

PykoBoauTensM JOMIKOIBHBIX
00pa30BaTeNbHbIX YUPEKICHUIN
Ypyc-MapTaHoBCKOTO
MYHULHIIAIBHOTO pailoHa

WJIN.



HavanrHukam oTnenos
aJMUHUCTpAIIU
Ypyc-MapTaHoBCKOTO
MYHULHUIIAJIBHOTO pailoHa

IIpu paccbuike TOKyMEHTa HE BCEM OPraHU3alUsSM WIM CTPYKTYPHBIM IOAPA3JIEICHUIM
MOJ1 PEKBU3UTOM «AJpecaT» B CKOOKax ykas3bIBaeTcs: «(1o cnucky)». Hampumep:

PykoBonuTeNnsIM JOMIKOIBHBIX
00pa30BaTEeNbHBIX YUPEIKICHUN
Yeuenckoit PecniyOnuku

(o cnucky)

CIuCOK pacChUTKU COCTABIISIETCS UCIIOTHUTEIIEM.

Ecnu nucbMo HampaBisieTcs B OpraHU3aldio0 WK JTOJDKHOCTHOMY JIMILY U JUISL CBEACHUS
ele psay OpraHMu3aluil WK JTOJDKHOCTHBIX JIMII, 00Iee KOJIMYECTBO a/IpecaToB HE JOJDKHO OBITH
Oosee ueThIpeX, MPH 3TOM OCHOBHOM aJpecar ykasbIBaeTcsl MepBbIM, clioBo «Komus» mepen
BTOPBIM, TPETBUM, YETBEPTHIM aJIpecaTaMH HE TIeYaTaeTCsl.

B cocraB pexBusuTa «Anpecar» MOXET BXOAUTh MOYTOBBIN ajpec. JIEMEHThI IIOYTOBOTO
ajipeca yKa3bIBAIOTCS B TIOCIIEIOBATEILHOCTH, YCTAaHOBJICHHOW MyHKTOM 22 [lpaBumi okazaHus
YCIIYT IOYTOBOM CBSA3H:

a) ISl FOPUIMYECKOTO JIMIA — MOJTHOE MIIM COKPAIIEHHOE HauMEeHOBaHHE (TIPU HAJMYUH),
JUTSI TpKIaHUHA — (paMIINS, UMSI, OTYECTBO (TIOCIIeIHEE TPU HATUYHH ),

0) OaHKOBCKHE PEKBHM3HTHI (U1 TOYTOBBIX MEPEBOJIOB, HANPABISEMBIX IOPHUANYECKOMY
JUIY WIA IPUHUMAEMbIX OT FOPUIUYECKOrO JIUIIA);

B) Ha3BaHUE YJIMIIBI, HOMEP JOMa, HOMEp KBapTUPBHI;

I') Ha3BaHHE HACEJIICHHOTO MMYHKTA;

1) Ha3BaHHE paloHa;

€) Ha3BaHHe PECIyOJIMKH, Kpasi, 001acTH, aBTOHOMHOTO OKpyra (00JacTH);

K) Ha3BaHHE CTpaHbl (JIs1 MEKIYHAPOIHBIX TIOYTOBBIX OTHPABIEHUI);

3) IOYTOBBIN MHJIEKC.

[TouTOBBII anmpec HE yKa3blBaeTCsl B JOKYMEHTaX, HANpPaBISIEeMBIX B BBICIINE OPTaHBI
BJIACTH, BBIIIECTOSIINE OpraHU3allMM M MOCTOSHHBIM KOPPECIOHJEHTaM (32 HCKIOYEHUEM
HaIpaBJICHUS TIHCEM YKa3aHHBIM aJIpecaTaM B KOHBEPTaX ¢ MPO3PAYHBIMH OKHAMH).

[Ipu oTnpaBke mUcbMa IO 3JIEKTPOHHOM Mmoure MK (HaKCUMUIBHOM CBs3M (0€3 JAOCBUIKH
Mo TOYTEe) MOYTOBBIM ajpec He ykasbiBaerca. [Ipm HeEoOXoAMMOCTH MOXET OBITh YyKa3aH
ANIEKTPOHHBIN aapec (Homep TenedoHa/daxca).

Hanpuwmep:

I'bY «HaunMeHoBaHME OpraHU3aiun»
DNEeKTPOHHBIN ajipec

2.41. I'pud yrBepxkaeHHUS JOKyMEHTa MPOCTABIAECTCS Ha JOKYMEHTAaX B MPAaBOM BEPXHEM
yIiay INepBOro Jmcra AokyMeHTa. CTpOKHM PEKBHU3UTA BBIPABHMBAIOTCS IO JIEBOMY Kpar HIIHU
LHEHTPYIOTCS OTHOCUTEIBHO CaMOU IJIMHHOW CTPOKH.

[Ipu yTBepKIeHUN AOKYMEHTa COOCTBEHHOPYYHOH MOANHUCHIO JOJDKHOCTHOTO JIMa rpud
yrBepxkaeHust coctouT u3 cioBa «YTBEPXJIAIO», HauMeHOBaHHS [OJDKHOCTH JIMIIA,
YTBEP)KJAIOIIET0 JOKYMEHT, €ro NOJNHCH, WHUIMAJIOB, (aMUIMM M JaThl YTBEPXKICHUS.
Hampuwmep:
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VYTBEPXIAIO
3aseayromuit MB/I0Y
«Jlerckuii cag No2 «Manbii
c. Anxa3ypoBo»

Tloamuce N.0. ®amnnus
[ara

[Ipu yTBepKIEHUU TOKYMEHTa PACIOPSAUTEIBHBIM JOKYMEHTOM TpU( YTBEPKICHHS
cocroutr w3 ciaoBa «YTBEPXJEH» («YTBEPXJEHA», «YTBEPXIEHBI» wiun
«YTBEPXJIEHO»), cornacoBaHHOr0 C HaMMEHOBAaHHMEM BHUJA YTBEPKIAEMOTO JTOKYMEHTA,
Ha3BaHUs BUJA PACIOPSAMTENIBHOIO JOKYMEHTa B TBOPHUTEIBHOM NAJEXe, €ro JaTbl, HOMepa.
Hanpumep:

(Pernmament) YTBEPX/IEH
npukazom MBJI0OY
«Jlerckmii cag Ne2 «MarbIt»
c. AixazypoBo»
ot 05 deBpanst 2022 Ne 12
WIIH:
(ITpaBmma) YTBEPXJIEHBI
npukazom MBJIOY
«Jlerckmit cag Ne2 «MaibImn»

c. AixazypoBo»
ot 05.02.2022 Ne 13

HpI/I YTBCPXKACHUU OOKYMCHTA KOJUJICTHAJIbHBIM, COBCHIATCIIBHBIM HWJIM HWHBIM OpPraHoM,
pelieHusT KOTOpPOro (UKCUPYIOTCS B TPOTOKOJe, B Trpude yTBEpKICHHS YKa3bIBaeTCs,
HAaMMEHOBAaHME OpraHa, JaTa ¥ HOMep MPOTOoKoja (B ckoOkax). Hampumep:

(ITomoxxenne) YTBEPXJIEHO
Ilegarornueckum cosetom MBJIOY
«Jlerckmit cag Ne2 «Maplt»

c. Anxa3ypoBo»
(mpotokoi ot 11.01.2022 Ne 2)

2.42. 3aroyioBOK K TEKCTY — KpaTKO€ COJepKaHHe JOKyMeHTa. Eciu 3aroioBoK K TEKCTY
OTBEYaeT Ha BOMPOC «0 ueM?», OH HauuHaeTcs ¢ npemiora «O» («O6»). Ecnu 3aroioBok K TEKCTY
OTBEUAeT Ha BOIPOC «Uero?», OH COCTAaBJISIET OAHO II€JIOE C Ha3BaHMEM BHJA JOKYMEHTAa.
Harpumep:

npukas (0 4€m?) 0 coO3JaHUU aTTECTAIIMIOHHON KOMUCCUU

NUCBHMO (0 uéM?) 0 IIpeOCTaBIEHUH HH(OpMALUU

aKkT (4ero?) mpuema-rnepesadn e

MIPOTOKOJI (4ero?) 3acefanus SKCIepTHON KOMUCCUU

3aroyioBOK K TEKCTY OpOpMIIsieTCs MOJ] PeKBU3UTaMU OJIaHKa clieBa, OT TPaHUIIbI JIEBOTO
OIS

2.43. Tekct MOKyMEHTa COCTaBJISCTCS Ha TOCYAApCTBEHHOM sI3bIke Poccuiickoit
denepaui ¥ TOCYAApCTBEHHBIX sA3bIkax YeueHckol PecryOnukn B COOTBETCTBUM CO CTaThsIMU
12, 13 3akona YP ot 25.04.2007 Ne 16-P3.

TekcT noxkyMeHTa AOJKEH OBITh COCTaBJIEH IPaMOTHO, SICHO, TOHATHO M MO BO3MOXKHOCTH
KpaTko. TeKkcT JOKyMEeHTa JOJKEH COJIep’KaTh JOCTOBEPHYIO M aKTyalbHYIO HH(pOpMaluio,
JIOCTaTOYHYIO JUIsl IPUHATUS PELIEHUH WM UX UCIOJHEHUS, HE JOJDKEH JONYCKaTh Pa3InYHbIX
TOJIKOBaHUU.
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B Tekcre mokymeHTa, MOATOTOBJICHHOM HAa OCHOBAaHMM 3aKOHOAATEIbHBIX WM HHBIX
HOPMAaTUBHBIX [IPABOBBIX AKTOB, paHEE U3AAHHBIX PACIOPSAUTEIBHBIX JOKYMEHTOB, YKa3bIBAlOTCS
UX PEKBU3UTHI:

HauMEHOBAaHME JIOKYMEHTA, HAMMEHOBAaHHME OpraHa BJIacTH (OpraHu3aluu), u3gaBiiero(em)
JIOKYMEHT, J1aTa JOKYMEHTAa, PETUCTPALIMOHHBIA HOMEP TOKYMEHTA, 3ar0JIOBOK K TEKCTY;

HAaMMEHOBAHME OPraHU3allid WM JIOJDKHOCTHOTO JIMILA, YTBEPAMBIIETO JOKYMEHT, J1aTa
YTBEPKACHUS IOKYMEHTA.

TekcT nOKyMeHTa MOXKET coAepXkaTb pas3Aeibl, MOAPa3/ieibl, IMYHKTbI, MOAMYHKTBHI,
HyMmMepyeMble apabckumu nudpamu. YpoBHEH pyOpHKallMM TEKCTa HE JODKHO OBITh Oosee
YEThIPEX.

TekcT noKymMeHTa u3naraercs:

B IIPUKAa3axX, W3/JaHHBIX €IMHOJIMYHO,— OT IEPBOIO JIMIA EJUHCTBEHHOIO 4ucaa («...
P UKa3BblBaIioy);

B MPHUKa3ax, U3aHHBIX COBMECTHO JIBYMs WIH 00Jiee OpraHU3alusIMH, — OT TIEPBOTO JIUIA
MHOYKECTBEHHOT'0 YKcia («.. TP UK a3 bl B a e M»);

B MPOTOKOJAX 3aceaHuil — OT TpeTbero juia MHoxkecTBeHHOro uucia («CIIYITAJIN,

«BBICTYIIUIIN», «[TOCTAHOBUJIN» unu «PEILWIINY);
B JICNIOBBIX NHCbMax, OGQOpMIEHHBIX Ha Omankax OpraHuzanuu,— OT T[E€PBOro JUIa
MHOKECTBEHHOT0 4ucia (MpocuM, HalpaBiseMm, MpeaiaraéM) WIM OT TpPEeTbero Iula
equHcTtBeHHoro uucna («MBHAOY  «Jlerckuit cam No2 «Mampimm» c¢.  Anxa3ypoBo» He
BO3paxaer...», «MBJIOVY ... cunTacT BOZMOKHBIM...»);

B JICJIOBBIX NHUCbMaX, O(GOPMIIEHHBIX Ha JOJDKHOCTHBIX OJIaHKax,— OT IEpBOro JUIA
€IMHCTBEHHOTO YHCIIA («IIPOIY...», «IPEIIIAraro...»);

B JIOKJIAJHBIX M CIYXEOHBIX 3alMcKaX, 3asBJIECHUSAX — OT NEPBOrO JMIA €JUHCTBEHHOIO
qucIia (KIIPOIIY...», «CYUTAI HEOOXOIAUMBIM...»);

B JJOKYMEHTaX, YCTaHABIMBAOMMX (pyHKIHH (00S3aHHOCTH), MpaBa U OTBETCTBEHHOCTb
CTPYKTYPHBIX MOJpa3ieieHuii, paOOTHUKOB (MOJIOKEHHE, MHCTPYKIH), a TakKe COAepKallux
OIMCaHHE CUTYaIUil, aHanu3 (aKTOB M BHIBOJBI (KT, CIIPABKa), UCIIOJIB3yeTCs (popMa H3IOKEHHS
TEKCTa OT TPEThEro JHIA EIUHCTBEHHOIO WM MHOXKECTBEHHOr0 uucia («CHEIHaIUCT
(paOOTHHKH) OCYIIECTBISACT (DYHKIIHH...», KKOMHUCCHUS TPOBEJIA MPOBEPKY...»).

IIpy mnoaroroBke TEKCTa JIOKyMEHTa cienyeT coOJroAaTh IpaBUia HalHUCaHUS
OQUIMaTbHBIX HAUMEHOBAHUN, YUCTUTENbHBIX U €IMHUL] U3MEPEHHUS.

B TekcTax OKyMEHTOB yNMOTpeOstoTCsl oOUenpuHsThIe aO0peBUaTypsl U rpaduyeckue
COKpAILEHUS.

ITpu yka3aHuu B TekcTe (aMHUIUH JIMIA MHULAAIBI CTABATCS 1OCe (GaMUITUH.

B nenoBbix (ciy’ke0HBIX) MUCbMAaX UCIOIb3YIOTCS:

BCTYIUTENbHOE OOpallleHue:

VYBaxkaemblii rocnioguH IIpencenarens!
VYBakaembli rocriogud Munuctp!
VBaskaeMmblii rocriogud MBanos!
YBaxkaemast rocnioxka [lerposa!
VBaxaewmsiii lBan Ilerposuu!
VBaxxaemas Aana HukonaeBHa!
VBaxkaeMble rocnoza!l

3aKIIIOYUTEIbHAs ATUKETHAs Ppaza: «C yBaKEHHUEM, ...».

HaumenoBanue 1omkHOCTH B 0OpallleHuH MUIIETCS ¢ IPONUCHON OYKBBI, B 00OpaIlleHUH 10
(amMHUITNHM HHUIMATIBI JIMIA HE YKa3bIBAIOTCSL.

2.44. OrMeTka O TMPUIOKEHUH COAEPKHUT CBEIEHUS O JIOKYyMEHTE (JOKYMEHTax),
npujgaraeMoM K  CONPOBOJUTENBHOMY THCBbMY, HMHOMY HH()OPMAIMOHHO-CIIPABOYHOMY
JOKYMEHTY, WJIHM O TOM, YTO JOKYMEHT SIBJSI€TCSl MPUIOKEHHUEM K OCHOBHOMY JOKYMEHTY
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(HOpPMaTUBHOMY, PACTIOPSAUTEIIBHOMY HJIM HHOMY ).

B conpoBoauTenbHBIX MHCbMax M APYrUX HH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTaX
OTMETKa O TPHJIOKCHHH OPOPMIISETCS IMOJ TEKCTOM OT TPAHMIIBI JIEBOTO TOJIS CIETYIOUIHM
o0pazoM:

€CITU TPUJIO’KEHUE HA3BaHO B TEKCTE:

[Ipunoxenue: Ha 2 1. B 1 3K3.
€CJIM IPUJIO’KEHNE HE Ha3BaHO B TEKCTE WIIM €CJIU MPHUIIOKEHUH HECKOJIBKO:

[Ipunoxenue: 1. [TonoxkeHne 0 KOMUCCHUH... HA 5 JI. B 1 3K3.
2. CopaBka 0 KaJpOBOM COCTaBe YTPABJICHUS PETHOHAIBHOIO KPEIUTOBAaHUS Ha 2
1. B | 3K3.

€CJIM MPUIIO’KEHHE (TTPUIIOKEHHUS) COPOITIOPOBAHO(BI):
[Tpunoxenue: B 2 3K3.
[TpunoxeHue: oT4eT 00 OCHOBHOM JCSITEIBHOCTH B 2 IK3.

€CIIM JJOKYMEHT, SIBIIIOUIMICA MPUIOKEHUEM, UMEeT NPUIIOKEHHUS C CaMOCTOSTeNbHOU
HyMepalnuen CTpaHHuIL:

[Tpunoxenune: noroBop okazanus ycuyr ot 05.09.2018 Ne 32-17/72 n npuinoxeHus: K HEMy, BCETO
Ha 7 1.

€CIIM MUChMO HAIPABISETCS HECKOJIBKHM ajJipecaTaM, a JIOKYMEHT-TIPUJIOKEHUE TOJIBKO
HIEpBOMY ajipecary:

[Tpunosxxenue: Ha 3 1. B 1 9K3. TOJIBKO B TIEPBBIN apec.

CCJIIN TMPUITOKCHUEM SABJIAIOTCA JOKYMCHTBI, 3allMCAHHBIC Ha (1)I/I3I/I‘-I€CKI/I 000CO0ICHHBIN
BHCKTpOHHBIﬁ HOCHUTCIIb:

ITpunoxxenne: DVD-R B 1 3k3.

[Ipu >ToM Ha BKIajabiie (KOHBEPTE), B KOTOPBIM MOMEIIAETCS HOCUTENb, YKA3bIBAIOTCS
HAUMEHOBAHHS JOKYMEHTOB, 3aITMCAHHBIX HA HOCHUTENb, UMEHA (aiiiioB, 00beM B OaiiTax.

B pacnopsniuTenbHBIX JAOKYMEHTaxX (MpUKa3ax), JOTOBOpax, IMOJIOKEHUSIX, IMpaBUIIAX,
WHCTPYKIIUSAX M JAPYTUX JOKYMEHTaX OTMETKa O MPWIOKCHHH O(OPMIISETCS CIICIYIOIINM
obpa3zom:

B TEKCTE€ JIOKyMEHTa IPU TEPBOM YIOMHHAHWW JOKYMEHTA-TIPHJIOKEHUS B CKOOKax
yKa3bIBaeTCs: ...(MPUIIOKEHHE) WK ... (mpuiokenue 1), (mpunoxenue Ne 1);

Ha TICPBOM JIMCTE JIOKYMEHTA-TIPUIIOKCHHSI B IPABOM BEPXHEM YTy YKa3bIBACTCH:

[punoxenne Ne 1

k npukazy MBJIOY
«Jlerckuit cag No2 «ManbIi
c. Anxa3ypoBo»

ot 15.01.2022 Ne 05

Ecmm MNPUIIOKCHUEM K  paClnopsAgUTCIbHOMY  OOKYMCHTY  SABJISCTCA JIOKAJIbHBIH



13

HOPMATUBHBIM aKT WJIM UWHOW JOKYMEHT, YTBEp)KIAeMbld JaHHBIM pacCHOPSAUTEIbHBIM
JOKYMEHTOM, Ha TEPBOM JIHCTE MPHJIOKECHUS MPOCTABISETCS OTMETKAa O NpuiIoxkeHuH (0e3
CCBUIKM Ha PACIOPSIUTENbHBIA TOKYMEHT) U TpHU( YTBEPKIACHHUS, B KOTOPOM YKa3bIBAIOTCS
JAHHBIE  PACHOPSAIUTEIBLHOTO JOKYMEHTa, KOTOPBIM YTBEPXKIEH JAOKYMEHT-TIPUIIOKEHHE.
Hanpuwmep:

[Tpunoxenue Ne 1

YTBEPXJIEHO
npukazom MBJIOY
«Jlerckuii cag No2 «MabIi

c. Anxa3ypoBo»
ot 18.01.2022 Ne 10

2.45. T'pud cormacoBaHusi TPOCTABISAETCSA HAa JOKYMEHTE B CJlydae €ro BHEIIHEro
COrJlacoBaHus (COTJIACOBAHWE C OpraHaMy BJIACTH, WHBIMH OpraHU3alUSIMH, JIOJKHOCTHBIMHU
JUIIAMH ).

I'pud cormacoBanuss B 3aBUCUMOCTH OT BHJA JIOKYMEHTa W OCOOCHHOCTEH ero
0(OpPMIICHUS MOXKET IPOCTABIIATHCS:

Ha TIEPBOM JIUCTE JOKYMEHTa (€CIM JTOKYMEHT UMEET TUTYJbHBIA JIUCT,— HA TUTYJIHLHOM
JUCTE) B JIEBOM BEPXHEM YIIy Ha ypOBHE rpuda YTBEp>KICHUS WIU IOJ HAUMEHOBAaHUEM
JIOKyMEHTa OJIMKE K HIDKHEMY TTOJTIO);

Ha TIOCJIETHEM JIUCTE JOKYMEHTA MO TEKCTOM;

Ha JIMCTE COTJIACOBAHMS, SIBJISIONIEMCS HEOTHEMIIEMOM YaCThIO IOKYMEHTA.

I'pud cormacoBanus cocroutr u3 cioBa «COIJTACOBAHO», nomxHOCTH nMIa, C
KOTOPBIM COTJIACOBAH IOKYMEHT (BKJIOYas HAMMEHOBAHUE OPTaHU3AINN), €T0 COOCTBEHHOPYYHOU
MOJIMWCH, MTHULIUAJIOB, (haMUJINK, JaThl coriacoBanus. Hampumep:

COT'JTACOBAHO

Havaneauk MY «Otaen qomkonbHOro
oOpa3zoBanus Ypyc-MapTaHOBCKOTO
MYHHUIMITIAJIBHOTO PAOHA»

IToamuce N.0. ®amnnus

Jara

Ecnm cornmacoBanune wiau MpUHSTHE OCYIIECTBIAETCS KOJUIETUAIBHBIM, COBEIIATEIHHBIM
WIM UHBIM OPTaHoM, B rpue COrjacoBaHUs yKa3bIBAIOTCS CBEIEHHUs 00 OpraHe, COrjiacoBaBIIEM
JIOKYMEHT, JaTe U HOMEpEe MPOTOKOJIA, B KOTOPOM 3a(pUKCHUPOBAHO PEIIEHHWE O COTJIACOBAaHUHU.
Ecnu cornacoBaHue OCYIIECTBIISIETCSI NMUCbMOM, YKa3bIBAIOTCS BUJl JIOKYMEHTa, HaAUMEHOBAHHUE
OpraHu3aIliy, COTJIACOBABIICH TOKYMEHT, AaTa U HOMep nuckMa. Hampumep:

COI'TTACOBAHO
OKCNIEPTHO-ITPOBEPOUHON KOMUCCUEN
(OIIK) npu ApXuUBHOM YIIpaBJIEHUU
[TpaBuTenscTBa Yeuenckoit PecriyOnuku
(mpoTokoi oT 25.02.2022 Ne 2)

COI'TTACOBAHO
nUCbMOM MUHHUCTEpPCTBAa 00pa30BaHU

u Hayku YeueHckoil Peciybnuku
ot 28.01.2022 Ne 16
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2.46. BHyTpeHHee corjlacoBaHHWE JOKyMeHTa odopmisieTcss BHU30iW. Buza BbIpakaer
MHCHHUC JIMIa, BUBUPYIOLICTO MPOCKT JOKYMCHTA, U BKIIIOYACT: NOJDKHOCTL JIMIA, BUBUPYIOLICTO
JOKYMEHT, MOAMHNCh, paciiu@poBKy MOANUCH (MHULMAJBL, (aMIIMIO) U JAAaTy BU3UPOBAHUA.
Hanpumep:

3aBeayronuit
IMogmucy UN.O. Gamunus
[ara

[Tpu HanmM4MK 3aMeYaHMi K TOKYMEHTY BU3Y O(DOPMIISIOT CIIECIYIOIIHM 00pa3oM:

3aMeuaHus IpUIaratoTcs.
I'maBHBINA OyxTantep
[Mognucey UN.O. Gamunus
JHara

B noxymeHTax, HOJIMHHUKH KOTOPBIX XpaHATcs B OpraHu3anuu, BU3bl MPOCTABISIOT Ha
MOCIICAHEM JIUCT€ JOKYMEHTa TIOJ] TOJIHUCHhIO, Ha 00OpOTE IOCIIEIHEro JINCTA TOTMHHUKA
JIOKYMEHTa WJIM Ha JINCTE COTJIACOBAHUS (BU3UPOBAHUS), PUIIATAEMOM K JOKYMEHTY.

B ucxomsmmx JOKyYMEHTaX BH3BI IPOCTABISIFOTCS HAa JAK3EMIUIIpaXx JOKYMEHTOB,
MOMEIIIAEMBIX B JIETIO.

[To yemoTpenuto OpraHu3anuy MOXET IPUMEHSTHCS TOJMCTHOS BU3UPOBAHUE JOKYMEHTA
U €ro MPUJIOKEHUH.

CornacoBaHue TPOEKTOB JIOKYMCHTOB (BHEIIHEE, BHYTPCHHEE) OCYIIECTBISCTCS B
coOTBeTCTBUH c nyHktamu 4.1 — 4.11nactosmeit MHCTpyKIHH.

YacTth JIOKaTbHBIX HOPMATHUBHBIX IPABOBBIX AKTOB W JIOKYMECHTOB, PETIAMEHTHUPYIONTUE
OpraHMu3aIio 00pa30BaTENbHOIO MpoIlecca, yTBepkaatoTcs B Opranuzaiuy nocie ux MpUHITHS
KoulernaibHbiM ~ opranoM  Opranuzauun  rpupom <« I[IPUHATO». [lpunstue npoexTos
JTOKyMeHTOB B OpraHu3aiuu OCyIIECTBIISIETCS [0 TOMY K€ MPUHIUITY, YTO U X COTJIACOBAHUE.

2.47. lloanuchk BKIIFOYAET: HANMEHOBAHHE JTOJHKHOCTH JIUIIA, TIOIITUCHIBAIOIIETO JOKYMEHT,
€ro COOCTBEHHOPYUYHYIO MOMNKCH, MHUITUANBI, pamunuto. Hanpumep:

3aBeqyronuit [Moanuce N.0. ®amunus

Ecnu nmoxyment odopmieH He Ha OlaHKe, B HAaMMEHOBaHUE IOJDKHOCTH BKIIOUYACTCS
HanMeHoBanne Opranuzanuu. Hanpumep:

3aBenyromuii
MBJOYVY «Jlerckuii cang No2
«Mansiun c. AxazypoBo» [Tognuce N.0. ®amunus

ITpu opopmiieHNH TOKyMEHTa Ha OJIaHKE JOJKHOCTHOIO JIMIA JOJKHOCTh JTOrO JIMIA B
MOJIHUCH HE YKa3bIBACTCSI.

Ilonnuce N.0. ®amunus

[Ipy moamucaHuM JOKYMEHTAa HECKOJBKMMHU JOJDKHOCTHBIMM JIMLAMH, 3aHUMAIOLIIUMU
pa3sHOe MOJIOKEHHE, MX IOJANUCH PacIoiararoTcs OAHA IO JPYrol B IOCIENOBATEIBHOCTH,
COOTBETCTBYIOILIEN cTaTycy noykHOcTH. Hanpumep:
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3aBeyIOIIHiA TToamuce N.0. ®amnnus
Crapmuii BocuraTeib TToamuce N.0. ®amnnus

[Ipn nmoanmucaHuu JAOKYMEHTAa HECKOJIBKMMHU JHIIAMH PABHBIX JTOJDKHOCTEH UX MOJIUCH
pacrnosararoTcs Ha oqHOM ypoBHe. Hanpumep:

Bocnourarens Ilegaror-ncuxomaor
IMoamnuce 1.0. ®amnnus Tloamuce HN.0. ®ammnus

B nokymeHTax, MOATOTOBIIEHHBIX KOMHMCCHEH, B NMOANMCH YKa3blBae€TCs CTATyC JIMLA B
cocraBe komuccuu. Hanpumep:

IIpencenarens komuccuu [Moanuce N.0. Gamunus
YjeHbl KOMHCCUH Tloamuce N.0. damunus
Iloamuce N.0. ®amunug
Tloamuce N.0. ®amunus

HpI/I nmoaAnmMruCaHuM OOKYMCHTA JIMIOM, HWCHOJHAIOIIUM 00s3aHHOCTH PYKOBOIH/ITCJI?I,
HoanKuch 0GOpMIIeTCs ¢ yKa3aHMEM CTaTyca JODKHOCTHOTO JIMIA B COOTBETCTBHU € IPUKA30M.
Hanpuwmep:

N.o. 3aBenyromero [Moanuce N.0. Gamunus
10

Hcnonasaromuii 00s13aHHOCTH
3aBEYIOLLErO Iloamuce HN.0. ®amunug

[Ipu nonnucanuu JOKyMEHTa JIMLIOM, UMEKOLIUM MPaBO MOAMKUCH B CIydyae BPEMEHHOIO
oTCyTCTBUS PykoBoauTesns, uCpaBiIeHUs] B HAUMEHOBAHUE JIOJDKHOCTU U paclIM(ppoBKY haMUINU
MOATOTOBJIEHHOTO W  COTJIACOBAHHOTO MIPOEKTa JIOKYMEHTAa BHOCATCA OT pPYKH HUIU C
HCIIOJIb30BAHUEM COOTBCTCTBYIOIIUX IITAMIIOB. He J0IMYCKAC€TCA CTaBUTh KOCYIO HECPTY, HAAIIHMCH
«3a» Tmepe]; HauMEHOBAaHUEM JOJDKHOCTH JIMLA B MOJANMCH, €CIU JTIOKYMEHT MOJANKCHIBAET MHOE
JOJIKHOCTHOE JIUIIO.

2.48. OTmeTKa 00 JEKTPOHHOM MOAMKUCH UCTIONB3YeTCs IS BU3yaIU3alluu dIEKTPOHHOM
MMOAIMMCHU TTOJYYaTCJICM JOKYMCHTA IpHU oOMmeHe SJICKTPOHHBIMH JOKYMCHTaMHU, MOAINMMWMCAHHBIMHU
YCUJIEHHOW KBATU()HUIIMPOBAHHON AJIEKTPOHHOMN MOIHUCHIO.

B cooTtBercTBHUM ¢ 3akoHOMaTenscTBOM Poccuiickoit denepanuu oTMETKA 00 3JIEKTPOHHOM
noanucu (GopMmupyercs ¥ BU3YAIM3UpPYETCS MNpOrpaMMHBIMH cpeiacTBamu. OTmerka 00
AIIEKTPOHHOM MOANUCH BKIIOYaET (Pppasy «JoKyMeHT moanucaH 3J€KTPOHHOMN MOJIUCEHI0», HOMEP
cepTtudukaTa KIroya MEKTPOHHOU MOANHUCH, (aMUIHIO, UMS, OTUECTBO BIaJeNblla cepTH(HUKaTa,
CPOK JeicTBUS cepTudUKaTa KIoda dJIeKTpoHHOM nmoanucu. Hanpumep:

AOKYMEHT IIOAIIMCAH
3aBenyrommuii SJIEKTPOHHOU TTOAITNCBIO N.0. ®amunus
Cepruduxar lal11aaa000000000011
Bnanenen ®amunusa Umsa OtuecTBo
HetictBurenen ¢ 09.01.2021 o 10.01.2022

[Toanucanue (yTBepKIeHUE) JOKYMEHTA OCYILECTBISETCS B COOTBETCTBHH C ITYHKTOM 2.47
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Hacrosme Mactpykuuu.

2.49. IleuaTh 3aBepseT MOMIMHHOCTb MOJAMHUCH JOJKHOCTHOTO JIMIIA HAa JIOKYMEHTaXx,
YIOCTOBEPSIOIINX IMpaBa JInil, GPUKCUPYIONTUX (aKThl, CBsI3aHHbBIE ¢ (PMHAHCOBBIMH CPEICTBAMH, a
Tak)ke€ Ha UHBIX [JOKyMEHTaX, IMpeaycMaTpUBAIOLIUX 3aBEPEHHUE TMOJIUCH I[€YaThbl0 B
COOTBETCTBUU C 3aKOHOJaTeIbLCTBOM Poccuiickoit denepanuu.

JloxkymeHThl 3aBepsitoT mnedarbio Opranusauuu. [leuars mnpocTaBisieTcsi, 3axBaThbIBas
COOCTBEHHOPYYHOW TOJAMKCH JIMIA, TIOJAMUCABIIECTO JOKYMEHT, WJIW B MECTE, 00O03HAYCHHOM
«MIT» («Mecto meyatn»).

2.50. OrMeTka 00 HMCMOJIHUTENE BKIIOYAET (PaMUIMIO, UMS M OTYECTBO (IIPH HATMYHH)
ucnonHuTeNss, Homep ero Ttenedona. OTMerka 00 UCHONHUTENE MOXKET JOMOIHSATHCS
HaMMEHOBAHMEM JIOJUKHOCTH (CTPYKTYpHOTO IIOApPA3[C/ICHUsI) W O3JIEKTPOHHBIM  aJpecoM
ucnonuuTenss. OTMeTka 00 ucrmonmHuTeIe 0GhopMIIIETCS HA JHUIICBOW CTOPOHE MOCIESIHErO JTUCTA
JIOKYMEHTA OT TPAHUIIBI JICBOTO TIOJIS WJIH, TP OTCYTCTBUU MECTa,— Ha 0OOPOTHOM CTOPOHE JINCTA
BHU3Y cieBa. Hanpumep:

Wnpun Unes Unbuy, cTapimmii BocnuTaTenb
(928) 222-22-22, llyin_lv@techno.ru

OTMeTka 00 HMCIIONHUTENIE MOXET O(QOPMIIATHCS KaK HIDKHUEM KOJIOHTUTYNI M TI€YaTaThCs
mPUGPTOM MEHBIIETO pa3Mepa.

2.51. OTrMeTKa O 3aBEepPEHUU KOMHHM OQPOPMIIICTCS JJIs TOJITBEPKIACHHUS COOTBETCTBUS
KOIUU JIOKyMEHTa (BBIMUCKKA M3 JOKYMEHTA) MOJJIMHHHUKY JoKyMeHTa. OTMETKa O 3aBEpEeHUU
KOIIMH MPOCTABIISIETCS HA CBOOOIHOM OT TEKCTa MECTE WJIH, MPU OTCYTCTBHH CBOOOJHOTO MECTa
Ha JIMIIEBOM CTOpPOHE JIOKYMEHTa, Ha 000poTe JOKYMEHTa M BKJIIOYaeT: CIIOBO «BepHoy,
HAaMMCHOBAHMUE JIOJDKHOCTH JIMIA, 3aBEPHUBIIETO KOIHUIO; €ro COOCTBEHHOPYYHYIO IOJIITUCH;
pactumpoBKy moanucH (MHUIMAILI, (HAMUIMIO); JaTy 3aBepeHUss KONUHM (BBIHCKH U3
JIOKYMEHTA).

Ecnu xorwus BeITaeTCs IS IPEICTABICHHS B APYTYIO OPTaHU3AIUI0, OTMETKA O 3aBEePEHUU
KOIIMH JIOTIOJIHSCTCS 3allUChI0 O MECTE XPaHEHHs IOKYMEHTa, ¢ KOTOPOro Obljla M3rOTOBJIICHA
KOIUs, ¥ 3aBepsiercs nevarbio Opraam3anuu. Hampumep:

[Mogmuunauk nqokymenta Haxoautcs B MBJIOY «Jletrckuii cag Ne2 «Maubrmy ¢. Ainxa3ypoBo» B
neite Ne 02-05 3a 2020 r.

BepHo
Jenonpoun3BouTEIb [Toanuce N.0. Gamunus
[ara ITeuath

Ha xonusx MHOrOCTpaHHYHBIX JOKYMEHTOB OTMETKA O 3aBEPEHHUU KOIMHU IPOCTAaBIISIETCA
Ha KakJIOM JIUCTE JOKYMEHTa WM Ha IMOCJIEJHEM JIUCTE MPOLIUTOr0 WM CKPEIUIEHHOTO HWHBIM
0o0pa3oM JOKyMeHTa. 3aluch O MECTe HaXOXJEHHs MOJUIMHHUKA IPOCTABISAETCS TOJNBKO Ha
MOCIIEAHEM JIUCTE JOKYMEHTA.

Jlns 3aBepeHUs] KOMUHU JOKYMEHTA, HM3TOTOBJIEHHOM Ha OyMa)XHOM HOCHTEJE, MOXET
MCIIOJIb30BATHCS IITAMII.

Konumu  »/MeKTpOHHBIX  JOKYMEHTOB,  HAampaBsieMbIX 1O  HMH(POPMALMOHHO-
TEJIEKOMMYHHUKAIIIOHHON CeTU(B ClIy4ae €€ HCIOJIb30BAHUA), 3aBEPSIIOTCA  DIIEKTPOHHOM
noanucelo PykoBoaurens OpraHu3aluu WM MHOTO YIOJHOMOYEHHOI'O UM JIMLIA U BBICBUIAIOTCS
HOJIYy4aTeNo ¢ COMPOBOAUTENBHBIM IMCHMOM B (DOPME 3JIEKTPOHHOT'O IOKYMEHTA.

Konuu 371eKTpOHHBIX JOKYMEHTOB Ha (pU3MUECKU 000COOIEHHBIX HOCUTEINSAX BBICHIIAIOTCS
HOJIYYaTeNo ¢ COPOBOAUTENBHBIM TMCBMOM Ha OyMa)KHOM HOCHUTEIIE.

B conpoBoanuTENbHOM NUCHME K KOIMAM JIEKTPOHHBIX JOKYMEHTOB YKa3bIBAETCS:

HauMEHOBaHHE MH()OPMALIMOHHOW CUCTEMBI, B KOTOPOM XPaHATCS IOKYMEHTHI;
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HaMEHOBAaHUA JOKYMEHTOB, KOIIMM KOTOPBIX HAMpaBJIAIOTCS MOTY4aTeo;

Ha3BaHUs (ailyIoB JOKYMEHTOB C yKazaHueM ¢opmaroB (aitioB u o0bema Kaxaoro (aiina
B OaliTax;

JlaTa U3rOTOBJICHUS U 3aBEPEHUS KOIIUU.

IIpu »sToM Ha Qu3nuecku 000COOJEHHOM HOCHUTENE HECMBIBAEMBIM MapKepoM
ykasbiBaeTcs: «lIpunoxkenue k nucbmy ot (gata) No ... ».

Konust 371eKTpOHHOr0 IOKYMEHTa, IpPEACTaBICHHAs B BUJE JIOKYMEHTa Ha OyMa)KHOM
HOCHUTEJIE, 3aBepseTCA B IOPAAKE, YCTAaHOBJICHHOM HacToswied MHcTpykuuen s 3aBepeHUs
KOIMHA JOKYMEHTOB Ha OyMaXHOM HOCHTEJE, C yKa3aHHEM, B Kakoi MH(pOpMallMOHHOHN cucTeme
XPaHUTCA AIIEKTPOHHBIN TOKYMEHT.

2.52. OrmeTka O HOCTYIUIGHUM JOKYMEHTa CIYXHUT [ TOATBEpXkKAEHUs (akra
NOCTYIUIGHUSI JTOKyMEHTa B OpPraHM3alMI0 M BKJIIOYACT JaTy HOCTYIUIGHHUS M BXOMASAIIHHA
perucTpanMoHHbIl HOMep noKyMeHTa. IIpu HeoOXoaMMocTH OTMETKa O IMOCTYIUICHHMM MOKET
JIOTIONHATBCS. YKa3aHUEM BPEMEHM IOCTYIUIEHMS JOKYMEHTa B 4acax M MHUHYTax U crocoba
JIOCTaBKH JIOKYMEHTA.

OTMeTKa 0 NOCTYIUIEHUHU JOKYMEHTA MOXKET ITPOCTABIATHCS C IOMOIBIO HITAMIIA.

2.53. Pezomonus 10JKHA cCOJepkKaTh yKa3zaHHE 110 MCIOJHEHUIO JJOKyMeHTa. Pe3omrorus
oopmisieTcss Ha CBOOOJHOM MeECTe pabouero IoJis JOKyMEHTa, Ha OJaHKe PE30JIONUU WIIH
BHOCHUTCS HEIIOCPEJICTBEHHO B CUCTEMY 3JIEKTPOHHOTO JOKYMEHTOO00pOTA.

Pesomonnst nomkHa BKIIOYATH: (paMMUIIMIO, MHUALUAIBI WCTIOTHUTENS (MCHOJTHHUTENEH),
HOpYYEHHUE 0 JOKYMEHTY (KOHKPETHOE 3a[aHne 110 UCTIOJHEHUIO JOKYMEHTa Ui (GOpMYyJINpOBKa
LEeIU PacCMOTPEHUs] JOKYMEHTa), IpU HEOOXOAMMOCTH - CPOK HCIIOJIHEHUs, IMOANUCH JIMLA,
BBIHECIIIETO PE30IIIOLHIO, 1aTy PE30TIOLMHU:

®amunus U.0., Gamunusa 1.0.
[Ipomry moAroTOBUTH MPEIOKEHUS
K 10.02.2022 TTonnuce

[ara

Cpok uCHOJTHEHMs] TOpY4YEeHHs] HE JOJDKEH YKa3bIBaThCS, €CIIM OH Ha3BaH B TEKCTE
MOCTYMUBIIETO TOKyMEHTa U PyKoBOIUTENb HE CUMTAET HEOOXOAUMBIM U3MEHUTh €0 B CTOPOHY
COKpAILCHUS WIH SIBJISIETCS TUIIOBBIM JUUIS JAHHOTO BUJA TOKYMEHTA.

IIpy yxa3zaHMM HECKOJBKMX HCIOJHUTENCH (aMuaus OTBETCTBEHHOTO HWCIOIHUTEINS
yKa3bIBaCTCs MEPBOM, TTOAYCPKUBACTCS MIIH 0003HAYACTCS CIIOBOM «OTB.» («OTBETCTBEHHBINY).

2.54. OTMeTKa O KOHTpPOJE CBHJETEIBCTBYET O IMOCTAaHOBKE JOKYMEHTa Ha KOHTPOJIb,
IIPOCTABIISIETCS ITAMIIOM «KOHTpPOJIB» Ha BEPXHEM I0JI€ JOKYMEHTA.

2.55. OTtmeTka O HampaBlI€HMM JOKYMEHTa B JEJI0 ONpPEIENsIeT MECTO XpaHEHHS
JOKYMEHTa MOCje 3aBeplleHusl padoThl ¢ HUM M BKIIIOYaeT: cioBa «B neno», uHAeKc aena 1o
HOMEHKJIaType J€eJI, B KOTOpPO€ IIOMEIIACTCs IOKYMEHT Ha XpaHEHHEe, C YKa3aHUEeM ToJa,
JOJIKHOCTH JIMLA, 0(OpPMHUBILIET0 OTMETKY, MOJANUCH, AaThl. Hanpumep:

B nemo Ne 01-11 3a 2021 1.
Jlenonpou3BoauTeb
[Toamuce MHara

OTMmeTKa 0 HaIpaBJICHUHU JOKYMCHTA B ACJIO0 MOXKCET JOIMOJHATECA KPATKUMU CBECACHUAMU O
XapaKTCpeC UCIIOJIHCHU JOKYMCHTA.

I11. IToaroroBka u oopMiIeHNE OTAEIBLHBIX BU/I0B JOKYMEHTOB

3.1. JlokaneHble HOpMaTuBHBIE akThl (manmee — JIHA) Opranuzanuu u3nawTcs B BUIAC
MpaBuJj, TOJOXKEHUH, WHCTPYKIMWA, DPETJIaMEHTOB, TEpeYHEed W JPYruX BHAOB JTOKYMEHTOB
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(o6paszer; opopmitenus JTHA Ha mpumepe MOI0KEHUS PUBEICH B MPUJIOKeHHH Ne 4).

JIHA mnpuoOpeTaoT IOpUAWYECKYI0 CHIIy TOCJIE HMX YTBEPXKACHUS PACIOPSAUTEIbHBIM
JOKYMEHTOM (IIPUKa30M) WM HemocpencTBeHHO PykoBoautenem OpraHuzanuy HHBIM
YIOJTHOMOYEHHBIM UM JIUIOM.

PykoBonuTenu CTpyKTYpHBIX MojpasziesieHud uiau paboTHuku OpraHu3alyyd HE BIpaBe
u3nasats JIHA.

3.2. JIHA moryt ObITh:

IIOCTOSIHHO JIEHCTBYIOIMMU (0€3 OrpaHUYEHUs CPOKA UX IIPUMEHEHUS);

BPEMEHHBIMU (JICHCTBYIOIIMMH B TEYCHHE YKA3aHHOTO B HUX CPOKa WJIM JIO HACTYIUICHUS
OTIPEICIIEHHOTO COOBITHS).

3.3. OcHoBauueM i1 u3nauusd JIHA asnsroTces:

3aKOHOJATEIbHbIE U UHBIE HOPMATUBHBIE ITpaBoBbIe akThl Poccuiickoit denepanun (ykaspl
u pacnopspkenusa Ilpesuaenta Poccuiickoit ®denepanyiu, MOCTAHOBJIEHUS W PACHOPSHKEHUS
[TpaBuTenscTBa Poccuiickoit depepanyu, akTsl GeiepaibHbIX OPraHOB UCIIOJHUTEIBHOM BIACTH);

3aKoHOAaTenbHble aKkThl YeueHckoil PecryOnuku, HOpMaTHUBHBIE IIPABOBBIE aKThl OPraHOB
rOCy/IapCTBEHHOW W MYHUIIUIIATHHON BIacT cyObekTa Yeuencko Pecriybnmku;

panee uznannbie B Opranuzanuu JIHA w/unu pacnopsiaiuTenbHble JOKYMEHTHI.

3.4. JIHA u3narotcs B IEIIAX:

YCTaHOBJICHUSI HOPM, TpeOOBaHUM, MpaBUI B OTHOIICHUU IMPEAMETa HOPMATHUBHOTO
peryiupoBaHusl, paHee He SBJISBLIEMCS MPEIMETOM PETYJIUPOBAHUS B OpraHU3aluy;

W3MEHEHHUS CYIIECTBYIOIIUX HOpPM, TpeOOBaHUM, TMpaBWi, YCTAaHOBJICHHBIX paHee
W3JIaHHBIMA HOPMaTUBHBIMH JOKYMEHTaMU;

OTMEHBI paHee YCTaHOBIEHHBIX HOPM, TpeOOBaHUIA, MPaBUIL.

3.5. [Ipennoxenue o paspadborke nmpoekra JIHA BHOCUTCS pyKOBOJUTENIEM CTPYKTYpPHOTO
MO/Ipa3/IeJICHUs UM UHBIM JIOJ>KHOCTHBIM JIMIIOM.

3.6. JIHA paspabarbeiBaeTcs B ciiydae, ecliu:

UMeeTCsl Yy4acTOK paboThl (BOMPOCHI NEATENbHOCTH), HYKIAIOMIMICI B HOPMAaTHBHOM
peryinupoBaHuH;

TpeOyeTcst BHECEHHE 3HAYNTENLHOTO KOJIMYeCTBa M3MEHEHUN B paHee mpuHAThIN JIHA;

BBISIBJIEHO Heckoubko JIHA, perynupyromux cMexHble BOIPOCHI, KOTOPBIE LieJIecoo0pa3Ho
00BETMHUTD B OJTUH JOKYMEHT.

Axrtyanuzauus panee npuHAThIX JIHA. ocymiectBisercs uepe3 BHECEHHE B HUX
W3MEHECHUH.

3.7. llpennoxenue ¢ 0OOCHOBaHHMEM HEOOXOIMMOCTH pa3paboTku HoBoro JIHA
IIPEJCTABISIETCd PYKOBOAUTENIEM CTPYKTYPHOTO MOJAPA3JENICHUs WIA WHBIM YIOJIHOMOYEHHBIM
JOJKHOCTHBIM JhLioM PykoBoautento Opranusanuu B popMe TOKIaaHOM (ci1y:keOHOI) 3aIuCKH,
B KOTOpOM M3J1araercs:

BOIIPOC, TPeOYIOIMN pelIeHusl, ¢ U3JI0)KEHHEM OCHOBHBIX HAIpaBJIEHH, CIIOCOOOB €ro
peleHus;

MIPOTHO3  TOCJEJICTBUN NPUHATHS HOPMATUBHOTO JOKYMEHTa; OpraHu3alliOHHbIE,
KaJpoBble, (UHAHCOBBIE, MAaTEPUATIbHO-TEXHUYECKUE M HMHBIE MEpONpPHUATHUS, KOTOpbIE
HE00X0IUMO OyJIeT MPOBECTU B CBS3H C IPUHATHEM HOPMAaTUBHOT'O IOKYMEHTA,

nepeueHb paHee usgaHHbIXx JIHA, moanexammx OTMEHE B CBSI3U C M3JAaHMEM HOBOTO
HOPMAaTUBHOTO JIOKYMEHTA;

npeJularaeMblii CpoK /sl pa3pabOTKH MPOEKTa HOPMATUBHOTO JOKYMEHTA.

3.8. CornmacoBanue mpoektoB JIHA ocymecTBisieTcsi B COOTBETCTBHM ¢ MyHKTamu 4.1 -
4.13 nacrosimeit Uactpykiuu.

3.9. JIHA ytBepxkaaetcss npukazoM PykoBoauTens, €ciii OTHOBPEMEHHO C YTBEPKICHUEM
HOPMATHUBHOT'O JIOKyMEHTa HEOOXOIMMO NMPHUHITH MEPbl OPraHU3allMOHHOTO, 00pa30BaTEIbHOTO,
(UHAHCOBOIrO, TEXHUYECKOTO, KaJpOBOrO WM HHOTO XapakTepa U JaTh COOTBETCTBYIOIINE
HOPYYEHHUsI PYKOBOJUTEISIM CTPYKTYPHBIX MOAPA3AeICHUNA WM UHBIM paboTHUKaM OpraHu3aliuy,
a TaKkKe eciaM HeoOXOOUMO BHECTHM HW3MEHEHHUs WM MpHU3HATh YTPATUBLIMMHM CHIIy DaHee
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yTBep)kaeHHbIe JIHA.

3.10. Usmenenus B JIHA u ormena JIHA odopmisiorcss mpukasom PykoBomurtens
Opranu3anuy Wid MHOTO JODKHOCTHOTO JIMIA, TPUHUMABLIEro peleHue o0 yreepxaenuu JIHA.

N3menenus B JIHA u ormena JIHA, yTBepkIeHHBIC HETTOCPEICTBEHHO COOCTBEHHOPYYHOM
noanucblo PykoBogurens Oprannzanuy WM HHOTO YIOJTHOMOYEHHOI'O MM JIOJDKHOCTHOTO JIUIA B
rpude yTBepKIeHUs, BHOCITCS PUKA30M, H3/1aBaeMbIM PykoBonuTenem Opranu3anuy Uik HHBIM
YIOJIHOMOYEHHBIM UM JTOJDKHOCTHBIM JIMLIOM.

3.11. B Tekcre mpukasza 00 yTBepxkIeHHH, u3MeHeHNH i otMeHe JIHA umcmonb3yrorcs
(hOpMYITUPOBKU:

npu yrBepxkaeHun Hooro JIHA: «VYrtBepauth (HazBanue JIHA)» unum «YTBepauThb
(ma3Banme JIHA) u BBecTH B aeiicTBue ¢ (nata)». Hampumep:

1. YTBepauts [lonoxenue o okanbHbIX HOpMaTUBHBIX akTax MBJIOY «Jlerckuii cam Ne2
«Mansi ¢. AJixazypoBoy,

WIIn:

1. VtBepautrs IlratHoe pacnucanune MBJIOY «Jlerckuit cam Ne2 «Manbim» C.
AnxazypoBoy» Ha 2022 ron u BBecTH ero B aeiictBue ¢ 1 suBapsa 2022 r. (mpuiioxeHue).

IpyU BHECEHMM HW3MEHEHWH B paHee yrBepkaeHHbI JIHA: «Buectn u3MeHeHus: B
(ma3Banue JIHA). Hampumep:

1. Buectu cnenyromue n3menenus: B Lltatnoe pacnimcanne Ha 2022 rox, yTBEpKICHHOE
npukazoM MBJIOY «Jletckuii cag No2 «Mambin» c. Anxa3ypoBo» oT 25 aekabps 2021 r. Neo 45:

npu otmeHe panee yrBepxkaeHHoro JIHA: «llpu3nare yrpaTuBmIMM cuily (Ha3BaHUE
JIHA), yrBepxaenHoe ...». Hampumep:

4. TlpusHaTh yTpaTuBIIMM cuiIy [losio)keHHE O HEHOPMHUPOBAHHOM paboueM IHE,
yrBepxacHHOe npukazoM MBJIOY «Jletckuii cag No2 «Mamsimm» ¢. AnxazypoBo» ot 15.02.2020
Ne 12.

3.12.  OcHoBHblMM pekBuszutamu JIHA  sABistOTCA: HaMMEHOBAaHME OpraHU3alluy,
HalIMEHOBAaHME BMJA JOKYMEHTAa M 3arojloOBOK K TEKCTYy, COCTaBIAIOIIME OJHO LENIoe, Tpud
YTBEPXKACHUS, JaTa, MECTO U3/1aHUS JOKYMEHTA.

Ecnu npoext JIHA siBnsieTcst MHOTOCTpaHUYHBIM U K HEMY 0(hOpMIISETCS TUTYJIbHBIN JIHUCT,
YKa3aHHBIE BBIIIE PEKBU3UTHI Pa3MEILAIOTCS HA TUTYJIHHOM JIMCTE.

3.13. Wudopmanusa crpaBoyHoro xapaxkrtepa (rpaduku, cXxembl, TaOIHUIBI, (OPMBI
JIOKYMEHTOB) oopmiisieTcst B Buze npuioxenuit k JIHA.

Ha npunoxenusix k JIHA odopmisercs pekBU3UT «OTMETKa O TPUIOKEHUH» B
COOTBETCTBUH C ITyHKTOM 2.44 HCTpyKIIMH.

3.14. JIHA BcTymaer B cuily B CpOK, YKa3aHHBII B IpHKa3ze, KOTOpbIM yTBepxkaeH JIHA,
WM ¢ Aatbl yTBepxkaeHus JIHA.

3.15. PacnopsiautenbHble JOKyMeHTHl OpraHuzaluu U3galoTcs B (opMe IpHUKa3oB
(mpuaoxenue Ne 5).

[Tpukasbl u3garoTCs B LENIAX 0GOPMIICHHS PEIICHUN:

HOPMAaTUBHOIO XapakTepa (eciau npuxazom yreepxknaaercs JIHA wim npunHumaercs
pellleHne OpraHM3allMOHHOIO XapakTepa, Hampumep, NpHukKa3 o0 YTBEPKIEHUU CTPYKTYpbl U
IITaTHOM YncieHHOCTH OpraHu3aiun);

OpPraHMU3alIOHHOT0, AaJIMUHUCTPAaTUBHOTO, B TOM YHCJIE€ OIEpPAaTUBHOIO XapakTepa IIO0
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BOIPOCaM OCHOBHOM zesiTenbHOCTH OpraHu3aiyu.

3.16. IlpoekTbl npHUKa30B IO OCHOBHOW JESATEIBHOCTH TOTOBAT CTPYKTYpPHBIE
nojpaszeneHus (JOHKHOCTHBIE duiia) OpraHu3alii Ha OCHOBAaHUM MOPYYEHUH PYKOBOACTBA
aMb0 B MHULIMATUBHOM mopsiake. OTBETCTBEHHOCTh 3a KAuyE€CTBEHHYIO IIOJTrOTOBKY IPOEKTa
pHKa3za, COIVIACOBAaHME M MpaBWIbHOE OQOPMIICHHE TMPOEKTa HECeT PYKOBOJIUTEINb
nozipaszziesieHus (JOJKHOCTHOE JIMLO), KOTOPBIN TOTOBUT MPOEKT IPHKa3a U MPEACTaBIsAET €ro Ha
MOJITHUCH.

3.17. KonTponp 3a NpaBHIBHOCTHIO O(OPMIIEHUS MPOEKTOB IMPHKA30B OCYIIECTBIIAET
Henonpouspoautenb Opranusaiuu.

3.18. Ilpukasel, wu3gaBaemble B OpraHuzanuu, HE JOJDKHBI IPOTUBOPEUYUTH
3akoHoJaTenbCcTBy Poccuiickoit denepannu, Ycrapy Opranusanuu, JOKaJbHbIM HOPMAaTHUBHBIM
aktaM OpraHu3zaluy ¥ paHee U3AaHHbIM Npuka3zam OpraHus3aiuu.

3.19. IIpuka3sbl 10 OCHOBHOM JIEATEIILHOCTH U31AI0TCA:

BO HCIOJHEHHUE HOPMATHBHBIX IIPABOBBIX AaKTOB OPraHoB TIOCYJIapCTBEHHOM,
MYHUIIUTIAJIbHON BIACTH U BBIIECTOSIIIUX OPTaHU3aLN;

B IIEJISIX OCYIIECTBIICHHS YIPABICHUECKON IEATEILHOCTH, BBITEKAIOMICH W3 (QYHKIHHA |
3agauy OpraHu3aium.

3.20. Ilpuka3bl MO OCHOBHOM JAESITEIBHOCTH COCTABIISIOTCS HA OCHOBE TIIATEJIBHOTO W
BCECTOPOHHETO H3y4YEHHUS BOIPOCOB, TPEOYIOIIMUX pa3pelieHusi, 4ToObl CcolepKaluecs B
MpHUKa3ax TOPY4YeHHS OBUITM KOHKPETHBIMH, OOECIECYMBAINCH JOCTATOYHBIMH MAaTEPUAIBHO-
TEXHUYECKUMU M (PUHAHCOBBIMU CpPEICTBAMU U B JajbHEHIIEM HCKIIOYaId HEOOXOAUMOCTb
KOPPEKTUPOBKU MPHUHATHIX PEIICHUM B CBSI3U C HEMOJHOTOW MM HEAOPAOOTKOM MPEAbIIyIIEro
pHKa3a.

3.21. Ipuka3er Opranmzanuu oGOPMISIOTCS HAa OJAaHKE IMPHKa3a C HCIOJIb30BaHHEM
CIEYIOIIUX PEKBU3UTOB: JlaTa JOKYMEHTa, PETUCTPALMOHHBI HOMEP JOKYMEHTA, 3aroJIOBOK K
TEKCTy, TEKCT, MOANUCh. JlaTa W perucTpalvOHHBIH HOMEp IpHUKa3a IPOCTABISIOTCA IOCIE
nojnucanus npukasa Pykosogutenem Opranuzanuu.

3.22. 3arojoBOK K IpHKa3zy IeyaTaeTcsd 4Yepe3 OJWH MEXKCTPOUYHBbIH HHTEpBal 0]
pEeKBU3UTaMH OJlaHKa clieBa OT I'PAHUIIBI JIEBOrO Mojs. Touka B KOHIIE 3aroJioBKa HE CTaBUTCS.
3aroj0BOK K MpuKasy (GopMmymupyercs ¢ npemiorom «o» («o0»), KpaTKo W TOYHO OTpakas
cojiepKaHue TekcrTa npukasza. Hanpumep:

06 ytBepxxaennn MHCTpyKImu
0 JEJIONPOU3BOJICTBY

O co3naHuu SKCIEPTHON KOMHUCCUU

3.23. Tekcr mpuKa3a COCTOMT U3 JBYX uacTeil: oOocHOBaHusA (mpeamOylsibl) H
pacriopsaAuTenbHON yacTi. B 060cHOBaHNY yKa3bIBaeTCsl OCHOBAHUE, IPUYMHA WM LeNb U3AaHUsA
nokymeHTa. Hanpumep:

B cootBercTBHM ¢ mpHKa3oM MUHHCTEpPCTBA CBSI3M U MAacCOBBIX KOMMYHHUKalMi OT 25
nexabps 2014 r. Ne 1494 «O06 yrBepxnaenuu IlpaBun oOMeHa JOKYMEHTaMH B 3JIEKTPOHHOM BH/JIE
NIpY OpTaHU3AIMH HHPOPMAIIMOHHOTO B3aMMOACHCTBHSD ...

B nensx opranuzanuu M npoBeneHUs paOOThl MO AKCIEPTHU3E LIEHHOCTH JOKYMEHTOB,
oOpasytoruxcst B nestensHoctd MBJIOY  «Jlerckuit cag Ne2 «Manbim» c. Anxa3zypoBo», U
0TOOpY UX AJIs IEpejaul Ha aQpXUBHOE XPAaHEHUE U K YHUUTOXKECHHUIO ...

3.24. PactiopsiauTeNnbHAs 9acTh MMPHKa3a HAYMHACTCS CJIOBOM «I1 P M K a 3 BI B @ 10),
KOTOpPOE MevyaTaeTcs CTPOUYHBIMU OYKBaMH BPa3psiIKy U MOCIIE KOTOPOTO CTaBUTCS ABOETOUHE.
PacniopsimuTenbHas 4acTb MOXKET COJIEPKATh:
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pellleHrs  OpraHU3allMOHHOIO  Xapakrepa (yTBepAMTb, CO34aTh, MPeoOpPa3OBaTh,
JUKBUAUPOBATD, IPU3HATH YTPATUBIIUM CHILY);

KOHKpPETHbIE MOpYYEHHUS C YyKa3aHUEM HCIOIHUTENS (MCIIONHUTENCH) U CPOKOB HX
BBITIOJIHCHHUS.

3.25. Kaxnoe pemenue (mopydeHue) oopmisieTcss B MpPHUKa3e KaK OTIACIbHBIA ITYHKT.
[IyHKTBI TIpUKa3a pacmoJiaraloTcs B JIOTUKO-BPEMEHHOM MOCIIEIOBATEIBLHOCTH M HYMEPYIOTCS
apabckumu 1ubpamu. Ecnu nopydeHwe gaercs KOHKPETHOMY — IMOJAPA3JENIEHUIO,  €ro
HAUMEHOBAHHE THUIIETCS TMOJIHOCThIO, B CKOOKAaxX YKa3bIBAIOTCS (QamMmiiug W WHUIHAIBI
PYKOBOIMTENS MOJIpa3iesieHus] B UMEHUTEIbHOM Majexe. Hanpumep:

..IIPUKa3BIBaIo:
1. Ilemarormyeckomy mepconany (@Pammmus HM.0.) x 01.02.2022 noaroroButs u
MIPEACTaBUTh Ha YTBEPIXKJACHHUE TUIaH ... paboTel Ha 2022 rog.

Ecnu mnopyueHue gaeTcsi KOHKPETHOMY HCIOJHHUTENIO, €ro IO/DKHOCTh M (haMuius
YKa3bIBAIOTCs 03 CKOOOK B JaTeNIbHOM majiexe. Hampumep:

3. 'maBHOMY Oyxrantepy @amumus 1.0. mOATOTOBUTE U IPEICTABUTH HA PACCMOTPEHUE U
YTBEPKACHHE CMETY KOMaHIUPOBOUHBIX pacxo10B Ha 2022 rox B cpok 10 30.11.2021.

[IpennuceiBaeMoe JieiicTBHE BbIpakaeTcsl IJIarojioM B HeomnpeaeneHHoH ¢opme. He
JIOTIYCKaeTCsl  ymoTpeOasATh HEKOHKPETHBIE BBIPAKEHUS TUNA «YCUIUTBY», «YCKOPHUTbHY,
«obecneunTh B KpaT4yaiIue CpoKu».

Ecnu ogHOMY MCTIOTHUTENO0 HEOOXOAUMO MOPYUUTh HECKOJIBKO Pa3HbIX 3aJaHUN C OJJHUM
CPOKOM BBIIIOJIHEHHSI, OTBETCTBEHHBIN MCIIOJHUTENb U CPOK UCIIOIHEHHs YKa3bIBalOTCSA OAMH pa3
B OCHOBHOM IIYHKTE, a TIOPYYEHHS BBIICJIAIOTCS B OTAEJIbHBIE NMOANYHKTHL. Eciau y mopydenuii
pa3Hble CPOKH UCIIOJIHEHUS, CPOKU YKA3bIBAIOTCSI HE B OCHOBHOM ITYHKTE, a B KaXK0M IOJAIYHKTE.

Cpok ucnosiHeHUs! JOJKEH ObITh pPeajbHbIM, COOTBETCTBOBAaTh 00BEMY IPEIOJIAraeMbIX
pabotr. Ilpu ycTaHOBIEHHMH CpOKa CIEAYeT YYUTHIBATb BpEMs [OBEJIEHHUs JOKYMEHTa J0
KOHKPETHBIX MCIIOJHUTENEH.

Cpok HCIONHEHHs B IYHKTax pacHoOpsSAMTEIbHOM YacTH NpHUKa3a HE YKa3bIBaeTCs B
CIIydasiX, €Clii JEMCTBHUS HOCAT PETYJSpPHBIA XapaKTep M MX BBIIOJHEHHE NMPEANHUCHIBAETCS Ha
BECh MepHOJ AeUCTBUs NpuKaza. KoindyecTBO MCIOMHUTENEH O KaXKAOMY MYHKTY (TIOAMYHKTY)
He orpaHnyuBaeTcsi. OTBETCTBEHHBIM NCIIOJHUTEINb YKA3bIBAETCSI IEPBBIM.

Ecnn nmpuka3 OTMEHSET MOJHOCTBIO MM YAaCTUYHO PAHEE U3/IAHHBIE TOKYMEHTHI 110 TOMY
e BOMPOCY, TO B MPEANOCIEIHEM MYHKTE MpHKa3a HE0OXOJUMO MX MEPEUUCIUTh C yKa3aHUEM
HAaUMEHOBAHUS JOKYMEHTA, €ro JaThl, HOMEpa, 3aroyioBka. Hanpumep:

4. Ilpuznate yrpatuBmuM cuiay npukaz3 MBJOY «Jlerckuit cag Ne2 «Mambim» c.
AnxasypoBo» ot 5 asrycta 2017 1. Ne 175 «O0 yTBep)KIE€HUU IMOJIOKEHUS 00 SKCIIEPTHOMN

KOMHUCCHH ... ».

HOCJ’ICI[HI/II\/'I ITYHKT IpUKa3a — IIYHKT O KOHTPOJIC, B HEM YKa3bIBAIOTCA NOJIKHOCTH JIMIA,
OTBCTCTBCHHOI'O 3a UCIIOJTHCHUEC NTOKYMCHTA B LICJIOM, €TI0 (baMI/I.]'H/Iﬂ 1 MHUIHUAJIbI. HaanMep:

5. KonTposnb 3a ucnosHeHneM MpuKasza Bo3jaraercs Ha crapiiero Bocnurarens Oamumnms
n.0.

B otpenpHBIX ciryduadax PYKOBOI[I/ITGJ'IL OpFaHI/BaHI/II/I MOKCT OCTaBUTb KOHTPOJIb 3a co0oii:

5. KoHTpOJIb 32 HCTIOJHEHUEM MTPHKa3a OCTABIISIO 32 COOOH.
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3.26. He BkiIto4aeTcs B TEKCT MpUKa3za NyHKT «[Iprka3 m10BECTH 10 CBEACHUS. .. ».

[Monpasnenenuss ¥ MOHKHOCTHBIE JUIIA, 10 CBEIEHHUS KOTOPBIX HEOOXOAMMO IOBECTH
IpUKa3, MEpeuYUCISIIOTCS B yKasaTenae (JIMCTe, CHHUCKE) pPACCBUIKH, KOTOPBIH TOTOBUTCS
UCTIOJIHUTENIEM B MOKET 0(OPMIIATHCS Ha 00OPOTHOW CTOPOHE MOCIIEIHEr0 JIUCTA IPUKa3a.

3.27. B npukazax He JOMYyCKaeTCs:

U3MEHEHHUE paHee YCTAHOBJEHHBIX CPOKOB BBINOJIHEHMSI 33aJaHUNl B CTOPOHY HX
YBEJIMUYEHUS;

IIPUMEHEHHE NTPOU3BOJIbHBIX COKPALLICHUI WIM UCKAaKECHUE HAUMEHOBAHUN TOIpa3IeIeHUN
WIN A0JKHOCTEH paboTHuKOB Opranuzanuy,

NPUMEHEHHE TMPOU3BOJIBHBIX (HE OOMIETPUHATHIX) TEXHUYECKHX W JPYTHMX TEPMHUHOB,
COKPAILEHHBIX CJIOB U1 HANMEHOBaHU.

3.28. Ilpm Hanuuuu MNPWIOKEHUH B TEKCTE IPUKa3a B COOTBETCTBYIOIIMX ITyHKTaX
pACIOPSIUTENBHON YacTH JAOTCS OTCHUIKH: ... (mpuiokeHue Ne 1); ... (mpuimoxenue Ne 2); ...
«COTJIACHO MPHJIOKEHHUIO», HAa IPUIIOKEHUU 0(hOPMIIIETCS OTMETKA O MPHIIOKEHHUH:

[Ipunoxenne Ne 1
k npukazy MBJIOY
«Jlerckmii cag Ne2 «MaibIm»

c. AixazypoBo»
ot 15.01.2022 Ne 08

N3nanne BMeCTE ¢ IPUKA30M IPUIIOKEHHM, HE YIOMSHYTBIX B TEKCTE JOKYMEHTA, HE
JIOITYCKaeTCsl.

Ecim  1OKyMEHT, YTBEpXKICHHBIM IPUKA30M, BIIOCIEACTBUM JEUCTBYET B BHJE
CaMOCTOSITEJIBHOTO JOKYMEHTAa, Ha IIEPBOM JIUCTE JAOKYMEHTa B BEPXHEM IIPaBOM YIJIy
npocTaBisieTcs Tpud yTBepKIAeHUs (TIpU HEOOXOIMMOCTH,— C YKa3aHHEM HOMeEpa NPUII0KEHUs),
HanpuMep:

(ITporpamma) YTBEPXXIEHA
npukazomM MBJIOY
«Jlerckuit cag No2 «ManbIin
c. Anxa3ypoBo»

ot 20.02.2022 Ne 15

3.30. Jlo mnpexacraBieHHMs Ha MOANKMCH TMPOEKT IMpHUKa3a COIJIAaCOBBIBAETCS C
3aMHTEPECOBAHHBIMU JIMLIAMU B COOTBETCTBUH ¢ nyHkTamu 4.1 - 4.11 UHcTpykuu.

3.31. IIpuka3 noanuceiBaeT PykoBoautens OpraHuzaly WIN JIMIO, UCIOIHSIOIIEE €ro
00513aHHOCTH.

3.32. Konuu npuKazoB pacchlIalOTCs B COOTBETCTBUU C YKazaresleM (JIMCTOM, CIUCKOM)
PaCCBUIKH.

DJNeKTpoHHas KOMHUs MpUKa3a pa3MellaeTrcs B cOOTBeTcTBymomiell 0aze mannHbix COJl (B
Cllydae ee UCIOJIb30BaHus) UM Ha KoprnopaTUBHOM nopraine Opranusanuu B cetu «MHTepHeT».

3.33. IIpu opopmiieHNH mpHKasza, U3JaBA€MOr0 COBMECTHO C JIpYroil opraHu3amnuei:

OJIaHK HE UCIIOJIb3YeTCs;

HAaMMEHOBAHMS OpraHU3aIMi [TeYaTaloTCsI HAa OJJHOM YPOBHE;

HauMmeHoBaHue Buja nokymenrta (IIPUKA3) pacnonaraercs mo ueHtpy.

JlaToli COBMECTHOTO NpHMKa3a SIBISAETCS Jara IMPOCTaBICHUS IOCIENHEH IOANNCU Ha
JTOKyMeHTe. PeructpanvoHHBI HOMEpP COBMECTHOTO IpPHKAa3a COCTOMT U3 PETrUCTPALMOHHBIX
HOMEpOB, IPUCBOEHHBIX KaXJOW M3 OpraHu3aluil U NPOCTABISEMBIX UY€pe3 KOCYI0 4EpPTy B
MOpSAJIKE yKa3aHUsl OpraHu3aliii — aBTOPOB TIOKYMEHTA.

TekcT COBMECTHOrO IpHKa3a H3JIaraeTcss OT IEPBOrO JMIA@ MHOKECTBEHHOIO 4HCia
(«rpuka3piBaeM»), MOMMUCH PYKOBOIUTEICH OpraHW3alldil pacrojiararoTcsi Ha OJHOM YPOBHE
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CJIeBa U CIIPaBa.

3.34. JledarenbHOCTh 1O COBMECTHOW BBIPAOOTKE peEIIEHUIl Ha 3acelaHusiX COBETOB,
KOMMCCUH, COBEIAaHUIX 0(hOPMIISIETCSI IPOTOKOJIAMH.

[IpoTokon cocraBisieTcs Ha OCHOBAaHUHM JUKTO(POHHBIX (PYKOIHUCHBIX) 3aIucei,
IPOM3BEACHHBIX BO BPEMs 3acelaHusi, NPEICTABICHHBIX TE3UCOB JIOKJIAZOB U BBICTYIUICHH,
CIIPABOK, IPOEKTOB PELIEHUH (I0CTAHOBJIEHUM).

IIpoTokon odopmisiercs B TeYeHHE OJHOTIO-TpeX AHEH IOciie MPOBEICHMs 3aceAaHus,
€CIIH CPOKH €ro MOATOTOBKU HE OTOBOPEHBI 0C000.

3.35. PekBu3uTamMu IpoOTOKOJIA ABJISIOTCS: HAUMEHOBAHUE OPraHU3alMH (B COOTBETCTBUU C
nyHKTOM 2.10 Hactosameil MHCTpyKuu), HaUMEHOBaHUE BUJA JOKYMEHTA, 3ar0J0BOK K TEKCTY,
JlaTa ¥ MECTO 3acCe/laHusl, peruCTPALlMOHHBIN HOMEp MPOTOKOJIA, TEKCT, MOIHCH.

3.36. 3aroj0BOK K TEKCTY IIPOTOKOJIa OTBEYAET HA BOIIPOC «UET0?» U COAEPKUT yKazaHUE
HOJpa3/IeIeHUs] M OpraHa, 1eATeJIbHOCTh KOTOpOoro mpoTokonupyercs. Hanpumep:

(mpoToKOIT) 3aceaHus aTTeCTAlMOHHON
KOMUCCUU

... 3aCCaaHus nneaarorutdycCKoro CoB€ra

JlaToii mpoToKoJia SBJIAETCS Jara 3aceAaHud. Eciau 3aceqaHue MpoaoIKaeTcsl HECKOIbKO
THEH, yKa3bIBaeTCs JaTa Hayaia 3ace/laHus U 4epe3 Thpe — aara okoHuanus: 12-13 despans 2022
I.

3.37. TekcT mpoOTOKONA JOJKEH COCTOSTh M3 JBYX YacTeil: BBOJHOM M OCHOBHOH. B
BBOJHOM YaCTH IMPOTOKOJIA YKA3bIBAIOTCS (haMUIUU Tpejacenatelis (MpeacenaTelibCTBYIOIIETO);
cekpetaps; (aMUIMHM Y4aCTHHUKOB, NMPUCYTCTBYIOIIUX HAa 3aceJaHHM; JIUI], MPUIJIAIIEHHBIX Ha
3aceJaHue; IIOBECTKA JHS.

Ecian xonnuecTBO MPHUCYTCTBYIOLIMX Ha 3aCE€JaHUU MpEBbIIAET 15 yenoBek, B BBOAHOU
YacTH MPOTOKOJIA JIEJIACTCS CChIJIKA HA CIHCOK, SIBJIIOLIIMKCS HEOThEMIIEMOM YacThIO MTPOTOKOJIA.
Hampumep:

[TpucyrcTBOBamM: 25 Yen. (CIMCOK MpUIaraeTcs).

BBogHas 4YacTe NpOTOKOJIA 3aKaHYMBAETCA IIOBECTKOM JHS, COJAEp)Kallled IEepeyeHb
paccMaTpuBaeMbIX BOIPOCOB, IEPEUUCICHHBIX B TMOPAIKE HUX OOCYXKIEHHS C YyKa3aHUEM
JIOKJIQITYMKA 110 KaXJIOMY paccMaTpUBaeMoMy BoOIpocy. Borpockl moBecTku JHS GOPMYTUPYIOTCS
C TpemIoroM «o» («o0y»), MmevaTaroTcsi OT TPAHHUIBI JICBOTO MOJSI U HYMEPYIOTCS apaOCKUMHU
udpamu.

B ocHoBHOI yacTu nmpoTokoia GUKCUPYETCS XOJ1 3aCEeTaHMUs.

3.38. IoaHbli IPOTOKOJ COAECPKUT 3alMCh TOTO, YTO MPOUCXOAMIIO BO BpPEMs 3acelaHus,
BKJIIOYasi BOIIPOCHI K JTOKJIAIYUKYy, OTBEThl Ha HMX, BBICTYIUIEHHUS B X0J€ OOCYKIEHHUS BOIpOCa,
pe3ysbTaThl TOJOCOBAHMS IO BONPOCY M NMPHUHATHIE pelleHus (oOpaszen oopMIIEHUS HOIHOTO
MPOTOKOJIA TIPUBE/ICH B MPUJIO:KeHUH Ne 6).

Kpatkre mnpotokosnbl (mpuiaoxenue Ne7) BeayTcs NpH PacCMOTPEHHH BOIPOCOB
OIepaTUBHOIO XapakTepa. B kpaTkoMm mpoTokosne (QUKCUpyeTcs Tema oOCyXIeHus, haMuius
JOKJIaTYMKa 110 BOIPOCY U IPUHATHIE PELICHNUS.

3.39. OcHOBHasg 4YacTh NOJHOTO MPOTOKOJA COCTOUT W3 pPa3/elioB, MOCBSAIICHHBIX
BOIIpOCAaM  TOBECTKH JAHSA. XOA PAacCMOTPEHMsI KaXJIOro BOIpOCa 3alMCBIBAETCA B
nocnenoBarenbHocTu: CIIYIIAJIN — BBICTYIIUIIN — PEIMIIN (ITOCTAHOBUWJIN).

[locraHoBieHue (pemieHHE) B TEKCT IMPOTOKOJA BHOCUTCS IOJHOCTBIO B TOM
dbopMynupoBKe, KOTopast Oblla MPHUHATA HA 3acelaHuU; IPU HEOOXOAUMOCTH NMPUBOAATCA UTOTU
roJI0COBaHUsA: «3a - ... IPOTHUB - ..., BO3AEPKAIOCH - ...».

3.40. IIporokon 3acenaHusl MOJMUCHIBAETCS MpeaceaareneM (MpeacenaTelbCTBYIOUUM) U



24

CEeKpeTapeM 3aceaHus, eciid HHoe He ycTaHoBieHo JIHA.

3.41. Ilpu HEOOXOOUMOCTH KONMHUU TPOTOKOJIOB MM BBIMMCKM M3 IPOTOKOJIOB
pacchlIalOTCsl 3aMHTEPECOBAHHBIM JIMIAM B 3JIEKTPOHHOM BHUJE B COOTBETCTBHM C yKa3aTelleM
PacChUIKH.

B BbImMcke W3 MPOTOKOJIA JOJKHBI BOCIPOU3BOAMTHCA BCE PEKBHU3MTHI 3arojJOBOYHOM
4acTU MPOTOKOJA, BBOAHAS 4aCTh, BOIIPOC MOBECTKH AHS, IO KOTOPOMY I'OTOBUTCSI BBIIIUCKA, U
TEKCT, OTPaXKAIOLIMHA 00CYyXkI€HUE BOIPOCA U MPUHATOE pEIlIEHHE.

3.42. JlenoBoe (ciyxebHOoe) mrcbMo (mpuiiokenue Ne 8) roToBUTCS Ha OJaHKE MUChMA.
ITpu cocraBneHun nuceM O(OPMISIFOTCS PEKBU3UTHI: aJpecar, 3arojloBOK K TEKCTYy, TEKCT,
MOJIHICh, OTMETKA 00 UCTOIHUTEINE, B HEOOXOIMMBIX CITydasiX — OTMETKA O MPHIIOKCHHH.

3.43. Ecnmm mnuCbMO SIBISETCS OTBETOM Ha IOCTYNMUBIIMKA 3alpoC WU TMPOCKOY,
3aM0JIHAETCS PEKBU3UT «CChUIKA HA PErMCTPALIMOHHBIN HOMED U AaTy MOCTYIIMBIIETO IUChbMa.

HaumeHnoBaHue BuJa JOKyMEHTa («IIMCbMO») W Pa3HOBUIHOCTh NKMCbMa (HarpuMep,
«pocs0ay», «MH(POPMAITMOHHOEY, «COMPOBOIUTEIBHOEY, «3aMpPOCy», «HATIOMHUHAHUE») B JICIOBBIX
(ciy>keOHBIX ) MUChMaX HE YKa3bIBAIOTCH.

Ecnu nuceMo HampasiisieTcst agpecaTy Mo 3JeKTPOHHOH moure wim mo (akcy 6e3 T0ChUIKH
[0 T0YTe, BMECTO IOYTOBOIO aJpeca YyKa3blBAeTCs aApeC AIEKTPOHHOW MOYTHI WM HOMEp
TenedoHa-gpakca.

3.44. lenoBoe (ciyxe0HO€) MUCHMO JIOJDKHO OBITh MOCBSIIEHO OJHOMY Bompocy. Eciu
HEoOX0auMO OOpaTUTbCSs B OPraHU3allMI0 OJHOBPEMEHHO II0 HECKOJIbKMM BOIpOCaM,
PEKOMEH/1yeTCsl COCTAaBUTh OT/IEJIbHOE MUCbMO 10 Ka)KJJOMY U3 HUX.

[TuceMo MOXET KacaTbCs HECKOJIBKUX BOIIPOCOB, €CIM OHU B3aUMOCBSI3aHBI.

3.45. B onHOM nucbMe HE JOJDKHO OBITH OoJiee YEeThIpeX aJpecaroB, IPU 3TOM OCHOBHOM
ajZipecaT YKa3bIBaeTCs EPBBIM, OCTAIbHBIM a/ipecaTaM MUCbMO HalpPaBJISETCs JUIsl CBEIECHUS.

IIpy HE0OXOAMMOCTH HAINPABUTh MHCHMO OOJIbIIEMY KOJIMYECTBY aJpecaToB, TOTOBUTCS
CIIMCOK PacChUJIKU, U MMCbMa PAcChUIAIOTCS 110 CIIHUCKY.

3.46. Ilpu cocTaBieHMM JENOBBIX IHUCEM HCHOJIb3YETCs BCTYHNHUTEIbHOE OOpalleHue u
3aKJII0YUTEIbHAS 3TUKETHAs ()pa3a B COOTBETCTBUHM € ITyHKTOM 2.43 MHCTpYKIMH.

3.47. TekcT nucChbMa U3JIaraeTcs:

OT 1-ro JuIa MHOXECTBEHHOTO YUCIIA («IIPOCHM...», «IIPEJIAracM...», «KHAIOMUHAEM...»);

oT 3-ro suna eauHctBeHHOro uucia («MBIOY «Jlerckuii cam Ne2 «Mambim» c.
AunxazypoBo» cuutaer...», «MBJIOY... He pacronaraeT BO3MOXXHOCTBIO...»);

OoT l-ro nuna €IMHCTBEHHOIO 4HuCia («IpoWly ..», «IIpeAylarard ...»), €CIH IHCbMO
odopmIIseTcs Ha JOJPKHOCTHOM OJIaHKe.

3.48. Ecnu mpoekT nenoBoro (cioykeOHOro) muchbMa HampaBisgeTcsl agpecaTy IO IMouTe,
IPOEKT TOTOBUTCS B JABYX 3K3EMIUIIpax: OJIUH JK3eMIUIsip odopmisiercs Ha OJaHKe, BTOPOM
HK3EMIUIAP, MpeIHa3HaueHHBbIHN JUIsl BU3UPOBAHUS) — HA CTAHJAPTHBIX JIMCTaX OyMaru.

JenoBoe (cinyke0H0€) MUCHMO J0 MPECTABICHUS HA TIOJIIUCH IOJDKHO OBITH COTJIACOBAHO
(3aBM3UPOBAHO) CO BCEMU 3aMHTEpecOBaHHbIMM JuLaMu. CoriacoBaHue (BU3MPOBAHUE) JETOBBIX
IIMCEM MPOBOJUTCS B COOTBETCTBHHM ¢ nyHkTamu 4.1 - 4.11 UHcTpykuum.

3.49. JlenoBoe (ciyxe6HO€) MUCbMO MoAnuckiBaeTcsi PykoBoaurenem OpraHuzaiuy UM
UHBIM YIIOJIHOMOYEHHBIM UM JuioM. IloanucanHoe nenoBoe (ciay:keOHOE) MUCHMO TMOIJIEKHUT
perucTpalym u OTIpaBKe.

He nomyckaetcst oTnpaBisiTh ajfpecataM MUCbMa, HE UMEIOIIHNE JIaThl U PErUCTPAIHIOHHOTO
HOMeEpa.

3.50. Ilocne moamucaHuss MUCbMa W €r0 PErMCTPALMM SK3EMIUIIP MHCbMa C BH3aMU
3aMHTEPECOBAHHBIX JIUI] IOMEIIAETCS B AEIIO0.

3.51. AKTBl COCTaBISIIOTCS Ha OCHOBE YTBEpPXKJECHHBIX OpraHaMd  BJAacTH
yHUDUIPOBAHHBIX (POPM HUIIH B CBOOOTHON (hopMe B LIENAX NOATBEPKIEHUS (aKTOB, CBI3aHHBIX
¢ nesitenbHOCThIO Opranu3anuu (mpuioxenune Ne 9).

3.52. Ilpu cocTaBlI€HMH aKTOB HCIOJIB3YIOTCS PEKBU3UTBHI: HAUMEHOBAHHME OpraHU3alluy;
HAaUMEHOBAaHME BUJA JOKYMEHTA; JlaTa JIOKYMEHTa; perucTpPallMOHHbIM HOMEpP JOKYMEHTa; MECTO
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COCTaBJICHUS MJIM U3/1aHUs TOKYMEHTA; 3ar0J0BOK K TEKCTY; IOAIHUCH.

3.53. JlaToii akTa SABJISETCS JaTa COCTABJICHUS aKTa U MOAIUCAHUS €TI0 COCTaBUTCIISIMU.

Ecnu ¢opmoii akTa npegycMoTpeHo ero yreepxkaeHue PykoBoautenem OpraHuzalyuy UM
MHBIM YIIOJTHOMOYEHHBIM JIOJKHOCTHBIM JIMIIOM, AaTOM aKTa SIBJISIETCA JjaTa €ro yTBEPKACHHUS.

3.54. B BBOAHOM YacTu akTa B UMEHUTEILHOM IaJIeKe YKa3bIBAIOTCS:

OCHOBAaHUE COCTaBJIECHMsI aKTa (JOKaJbHbI HOPMATUBHBIM aKT; pacHoOpsIUTENIbHBIN
JnokyMeHT OpraHuzauuu (mpuka3); (Gakr wim coObITHE, NOCITY)XHUBIIEE OCHOBaHMEM IS
COCTaBJICHUS AKTA);

COCTaBUTENH aKTa (MEePEeUUCIAIOTCS mocie ciioBa «COCTaBICH» ¢ YKa3aHUEM JOJIKHOCTEH,
HAaUMEHOBAHMM OpraHu3alui, €CId COCTaBUTENM SBJIAIOTCS IPEACTABUTEISIMU  JPYrou
opraHu3aruu, GaMuIni 1 HHUITAIOB).

Ecnu akT cocTaBieH KOMUCCHEH, IEPBOH yKa3bIBaeTcsl (haMIIIUS TpeaceaaTessi KOMUCCHH,
3aTeM WIEHOB KOMUCCHUHU B aji()aBUTHOM MOPSIIIKE.

3.55. B TekcTe akTa m3nararoTcs LEIU U 3a7a4d COCTaBJICHUS aKTa, CYIIHOCTb, XapakKTep,
METO/bI U CPOKHU MPOJIETaHHON PabOThl, €€ PE3yIbTaThI.

IIpu HEOOXOAMMOCTH aKT MOKET COJIEPKATh BBIBOJIbI U PEKOMEHIAIUU.

B 3axmounTenpHON YacTH aKkTa yKa3blBalOTCS KOJIMYECTBO MOJArOTOBICHHBIX SK3EMIUISIPOB
aKTa U MECTOHAXOXJACHHUE Ka)XJI0ro sk3emiuisipa. KoanmuecTBo K3eMILIIPOB aKkTa OIpelesieTcs
KOJINYECTBOM  CTOPOH, 3aMHTEPECOBAHHBIX B €ro COCTABJICHHM, WIM HOPMaTHUBHBIMU
TpeOOBaHUSAMHU, PErJIAMEHTUPYIOLIMMH COCTABJIEHUE AKTOB KOHKPETHON Pa3HOBUIHOCTH.

3.56. Dx3eMmIUIApbl aKTa [OANUCHIBAIOTCS BCEMH WIEHAMM KOMMCCUHU (€CIM  aKT
COCTABIISJICSI KOMHUCCHEW) WJIM COCTaBUTEISMH M, NMPH HEOOXOIMMOCTH, HMPUCYTCTBOBABIINMH
JULIaMHU.

[Ipy mnoamucanuu akra MOpejcenaTeleM W WIEHAaMHd KOMHCCUM HauMEHOBAHMS HX
JOJDKHOCTEHN HE YKa3bIBAIOTCS.

Ocoboe MHEHHE COCTABUTEIS aKTa M3JIaraeTcs Ha OTAEIBHOM JIHCTE, MOJANUCHIBACTCS U
npusaraercs K akTy.

3.57. Ecnu 3akoHoaarenscTBoM Poccuiickoit denepariuu npe1ycMOTPEHO O3HAKOMIIEHUE C
COJIepKAHUEM aKTa JIUL], YIOMSHYTBIX B aKkTe, O] IOJANUCh, Ha IOCIEIHEH CTpaHMLE aKTa
IpocTaBisieTcss O3HaKoMmuTenbHas Bu3a «C akTOM O3HAKOMJIEH(BI)», MPU 3TOM YKa3bIBAIOTCS
HalMEHOBAHHUS JIOJDKHOCTEH, JIMYHBIE MOJNHMCH, PacIM(PPOBKU MOAMHUCEN, AaThl O3HAKOMIICHUS.
JInna, KOTOpble 3HAKOMSATCS C COAEPKAHUEM aKTa, UMEIOT NPaBO HE COTJIACUTHCS C COJEPKaHUEM
aKTa B LEJIOM WIM €ro OTJENbHBIMHU MOJOXKEHUSMH, YTO JIOJDKHO OBITh 3a(MKCHPOBAHO IPH
03HAKOMJIEHUHU C aKTOM.

3.58. [okmagHas  (cimyxeOHasl) 3alMCKa  MCIOJB3YyeTCs IS ONEPaTUBHOTO
MH(OPMALIMOHHOTO OOMEHAa MEXIy CTPYKTYPHBIMU MOApa3JeNeHUusMU (paOOTHUKAMU) U
PYKOBOJCTBOM  (00pa3ubl  o(opMIIEHHs JOKIAJAHOM 3amMCKM M CIYy)KeOHOW  3aIruckw,
HOJICOTOBJICHHOW Ha OCHOBE 3JICKTPOHHOTO MIa0JIOHA MPHUBE/ICHBI B MpuJio:keHun NeNe 10, 11).

3.59. OOs3arenbHBIMM PEKBU3UTAMM JIOKJIAIHON (CaykKeOHOM) 3amMCKH  SIBJISIOTCA:
HAaUMEHOBAHME JIOJKHOCTU (CTPYKTYPHOIO MOApa3/ieleHUs), HaMMEHOBaHHE BHUIA JOKyMEHTa
(TokJIagHas 3amucKa, cIy)keOHast 3a1ncKa), aTa, 3arojIoBOK K TEKCTY, aapecaT, TEKCT, MOJIIHUCH.

3.60. Ilpu ampecoBaHWU OKJATHBIX (CIY)KEOHBIX) 3aMCOK YKa3bIBAKOTCS B JAaTEILHOM
najiexe JOKHOCT JIMIA, KOTOPOMY aipecOBaH JIOKyMEHT, (hamuiins 1 uHuuansl. Hanpumep:

3aseayromemy MBJIOY
«Jlerckuit cag No2 «ManbIi
c. Anxa3ypoBo»

®amuus N.0.

3.61. Jloxmanueie (cimy>keOHbIE) 3allUCKM MOTYT COCTaBIATHCSA, PpPAacCMaTpUBATHCA H
XPaHUTHCA B TEUCHHE YCTAHOBJICHHOTO CPOKA UCKITIOUUTENHHO B 2JIEKTpOHHOM BHje B CO/I.
[Ipn opranuzanuu pabGoThl ¢ JOKJIATHBIMU (CITYKEOHBIMU) 3alUCKaMU B 3JIEKTPOHHOM
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BU/JIE UCTIONB3YIOTCS AIEKTPOHHBIE MIA0IO0HBI TOKIAIHOM U Ci1yKeOHOI 3aI1COK.

3.62. TekcT noKIaaHON (CIyKeOHOM) 3aITUCKHU, B 3aBUCUMOCTH OT CIIOKHOCTH COJICP KAHUS
Y TIPUBOJMMOMN apryMeHTalliu, COCTOUT U3 OJHOM, IBYX WJIM TPEX YacTeu:

B MEPBOM YaCTH U3JIATAIOTCS MPUIHHBI, (DaKThI WIA COOBITHS, TTOCTYKUBIIIHE TTOBOJAOM JISI
COCTaBJICHUS IOKYMEHTA;

BO BTOPOM 4YacTH JaeTcsl aHaju3 CIIOKHUBILICHCS CHUTyallid, BO3MOXKHBIC BAapUaHTHI €€
peleHus;

B TPEThEN YaCTH U3JIararoTCsi BHIBOJIBI.

3.63. Peructpanms JOKJIAIHBIX M CIY)XKEOHBIX 3amucok ocymectBisercs B COJl, mpu
orcyrctBun COJl — B cTpyKTypHOM nojpasieneHuu (y paboTHHKA), TOATOTOBUBIIEM JIOKYMEHT.

IV. CornacoBanmne npoeKToB JOKYMEHTOB.
IMoanucanue (yreep:KaeHue) NPOeKTOB JOKYMEHTOB

4.1. CornacoBanue NnpoeKkTa JOKyMEHTa IPOBOJUTCS 10 €ro noanucanus Pykosogurenem
B LEJISIX OLICHKHM COOTBETCTBUS MPOEKTA 3aKOHOAaTenbCTBY Poccniickoit denepanuu, J10KaaIbHbIM
HOpMaTUBHBIM akTaM OpraHu3zaiuu, kauecTBa 1 3((HEeKTUBHOCTH MPEJIaraéMoro pereHms.

CornacoBaHue MpOEKTa JTOKYMEHTAa OpPraHU3YeTCsl HENOCPEICTBEHHBIM HCIIOJIHUTEIEM
(cocTaBuTENEM) W PYKOBOIMUTEIEM MOJPA3JEIECHUS-UCIIOIHUTENS U IMPOBOJIUTCS B Ipenenax
YCTaHOBJIEHHOI'O CPOKA UCIIOJHEHUS.

4.2. Ilpm Hammuuum B Opranuzanun COJl  cornacoBaHuMe NPOEKTOB JOKYMEHTOB
OCYIIECTBJISIETCS. B aBTOMAaTHU3MPOBAHHOM DEKUME IOCPEACTBOM HAIPaBJIEHUS IPOEKTOB
JIOKYMEHTOB JIMI[aM, Ha3Hau€HHbIM B KauyeCTBE COIVIACYIOUIMX, M O(QOPMIIEHHUS pPE3YIbTaTOB
cornacoanus B CO/I.

CornacoBaHue  NIPOEKTOB  JOKYMEHTOB  MOXET  OCYILECTBIATBCS  IOCPEICTBOM
KOPITIOPATHBHOM AJIEKTPOHHOW TMOYTHI M O(QOPMIICHHS HCIIOJHUTENEM JIHCTa COTJIACOBAHUS C
HPUTIOKEHUEM 3JIEKTPOHHBIX COOOINEHUM JIMI, YYacTBOBABILIMX B COIJIACOBAaHMM IPOEKTa
JIOKYMEHTA.

4.3. CornacoBaHue IPOEKTOB JOKYMEHTOB ¢ paboTHuKamMu OpraHuzaluu W/Wid JpyruMu
OpraHM3alUsIMU OPraHU3YyeT HCIIOJIHUTEIb IOCJIE COIJIACOBaHUS B pabouyeM MOpsIKE MPOeKTa
JOKYMEHTa C PYKOBOJMTEJIEM CTPYKTYPHOTO IOAPA3JEICHHUS U B COOTBETCTBUU C HACTOALIEH
WHcTpyKIMel WM WHBIMU JIOKaJbHBIMH HOPMATHBHBIMU aKTaMH{, PETYJIHUPYIOIIMMHU IpPOIEce
COIJIaCOBaHUs (BU3UPOBAHMUS) IPOEKTOB IOKYMEHTOB.

4.4. IIpoeKThI TOKYMEHTOB COTJIACYIOTCSI:

HENOCPEACTBEHHBIM HCIIOJHUTEIEM U PYKOBOAUTEIEM MOAPA3AEICHUS -UCIIOTHUTES;

COUCITOJIHUTEISIMU (TP UX HATTMYHH);

PYKOBOJIUTENSAMU  CTPYKTYPHBIX  HOJpasfeseHuil, pabotHukamu  OpraHusanuu,
HaIpaBJIEHUs! JEATENbHOCTH W/WINM (QYHKIHMOHAIbHBIE OOS3aHHOCTH KOTOPBIX 3aTparuBaroTCs B
IPOEKTe TOKyMEHTa W/UIM KOTOphIe YKa3aHbl B MPOEKTE JJOKYMEHTA B KaueCTBE UCIOTHUTENEH (B
Clly4ae BpPEMEHHOI0 OTCYTCTBUSI PYKOBOAMTENS MOJpa3esIeHUs MPOEKT JOKYMEHTa BU3HPYET
JIMI10, BPEMEHHO HUCHOJHSIOIIEE ero 0053aHHOCTH);

3amectutensiMu PykoBonutenst Opranuzanuu (JOKHOCTHBIMU JIMLAMU), KYPUPYIOIIUMU
3aTPOHYTHIE B MPOEKTE JIOKYMEHTa BOMPOCHI (€CIM JOKYMEHT MOJIHUChIBaeTCs (YTBEPXKAAeTcs)
PyxoBonutenem Opranuzanun);

IOpUInYecKoil ciyx00ii (mpoektoB JIHA, mpoekToB MpHuka3oB);

Jenonpon3BoauTesnem.

[IpoekThl ~ JOKYMEHTOB, peaju3alusi KOTOpbIX TpeOyeT (MHAHCOBBIX  3aTparT,
COTJIACOBBIBAIOTCS C IJIaBHBIM OYXTalITEpOM.

He nomyckaercss HampaBisTh Ha COIVIACOBAaHHME IPOEKT JOKYMEHTA OJHOBPEMEHHO JBYM
win Oosee pabOTHUKAM OJHOTO CTPYKTYPHOTO IMojpasfieneHus. B kadecTBe JIMI, COrNacyroImux
IIPOEKT JIOKYMEHTa, JOJDKHBI BBICTYNATh IPEUMYLIECTBEHHO PYKOBOJUTEIN CTPYKTYPHBIX
MOAPAa3/ACIICHAN.
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4.5. BnemHee coriiacoBaHH€ TMPOEKTa JOKYMEHTAa OCYIIECTBIAECTCS MOCPEACTBOM
HaIlpaBJIEHUsl MPOEKTa B JPYIyI0 OPraHU3aIUI0 C COMPOBOAUTEIbHBIM MHUCHBMOM, B KOTOPOM
YKa3bIBAETCS CPOK COTJIACOBAHUSI.

Ecnn opranmsanuu, coryacyrolmme IpOEeKT JOKYMEHTA, SIBJSIOTCS YYaCTHMKaMH OJHOMN
CO/l, cornmacoBanue MOXKeT ObITH mpoBeneHo B CDJ] Oe3 HampaBieHHUS CONMPOBOIUTEIHLHOTO
IIMCbMa U OJHOBPEMEHHO C BHYTPEHHHUM COTJIACOBAHUEM.

4.6. Cpoku coriacoBaHusl JOKYMEHTOB YCTaHABIMBAIOTCS WMHCTpyKIHMEH W/WIIM WHBIMH
JIOKQJIbHBIMM HOPMATHBHBIMHM aKTaMH B 3aBUCHUMOCTH OT BUJA JOKYMEHTa U 00beMa JOKYMEHTAa,
BKJIIOUasi IpUiIokeHus: K Hemy. CpoKH cOrjlacoBaHus TOKYMEHTOB COCTaBIISIOT:

MIPOEKTHI IETIOBBIX (CITykeOHbIX) TriceM — 1-3 pabounx aHs;

MPOEKTHI MPUKA30B 0e3 MpHIokeHui — 1-3 pabounx aHS;

MIPOEKTHI PUKA30B C MPHIOKEHUSIMHU CIIPABOYHOTO XapakTepa — 3-5 pabo4ymx JHEH;

MIPOEKTHI MPUKA30B C MPHIOKEHUEM JIOKAIbHBIX HOPMATHBHBIX aKTOB B 3aBUCUMOCTU OT
ux oobeMma (ae 6omnee 50 crpanui) — 5-10 pabouunx nHEH;

MIPOEKTHI JIOKAIBHBIX HOPMATUBHBIX aKTOB, YTBEP)KIAEMbIX HEMOCPEACTBEHHO IMOANUCHIO
PykoBonurens (ne 6omnee 50 crpanuir) — 5-10 pabounx gHei;

MIPOEKTHI POTOKOJIOB 3acelaHuil (COBELIaHUIl) MPU HEOOXOJUMOCTH UX COTJIACOBAHMUS, B
3aBUCUMOCTH OT 00beMa JIoKyMeHTa — 1-3 pabouux aHs.

Cpoku coriacoBaHusi MPOEKTOB JOKYMEHTOB, HallpaB/IsIeMbIX Ha BHEIIHEE COTJIACOBaHHE
HE JTOJDKHBI COCTaBIATH Oosee 30 KaJlleHAapHBIX JHEH.

B KOHKpeTHBIX cllydasx B 3aBUCMMOCTH OT COAEpKAHMS U HA3HAYEHHS JOKYMEHTa CPOK
COIJIACOBaHUsI MOXET ObITh COKpAIIEH WM YBEJIUYEH 110 PEIICHUI0 3aMecTuTens PykoBoaurens
(IOJKHOCTHOTO JIUIIA), KYypUPYIOLIETO HAIpaBlICHHUE NAEATEIbHOCTH, MO KOTOPOMY TOTOBUTCS
IIPOEKT PEILCHUS.

4.7. Odopmnenue pe3ynbTatoB coriacoBanus JIHA u pacnopsauTenbHBIX JOKYMEHTOB
OCYILIECTBJISIETCS B BUJI€ BU3, IPOCTABISEMBIX 3aMHTEPECOBAHHBIMU JIMIIAMU HA TOCJIEIHEM JIUCTE
MpOeKTa JOKYMEHTa (Ha €ro JHUIEBOW WM OOOPOTHOM CTOPOHE) HWJIM HAa OTJCIBHOM IIUCTE
COIJIACOBAHUs, SIBISIOLIEMCS HEOTHEMIIEMON YacThl0 JOKyMEeHTa. OTMETKHM O COIJIACOBaHHUHM
(rpud cornmacoBaHUs U BU3bI) OPOPMIIIOTCS B COOTBETCTBHH C NMyHKTamu 2.45, 2.46 Hacrosmiei
HNHcTpykum.

[Ipu cornacoBaHuy AEJIOBBIX (CIYKEOHBIX) MUCEM BU3BI MPOCTABISIOTCS HA KOMUU MUChMaA
(BM30BOM 3K3EMILISP), KOTOPBIM MOCie MOANMCAHUS MOUIMHHUMKA MUChbMa U €ro PETrUCTpaluu
MOMEIaeTCsl B JeN0, UK Ha 000pOTe MOUIMHHUKA MUChMa, €CJIM MHUCbMO HAIMPaBIIAETCS aapecaTy
1o (akcy WM JIEKTPOHHOM MouTe. DTOT K€ IK3EMIUISP MHUChbMa IOCJIe OTHPaBKH ajapecary (1o
dakcy uiu >IEKTPOHHOM MOYTE B BUJIE DNIEKTPOHHOM KOMHUN) TIOMEIIaeTcs B JEINO.

[IpoeKThl IPOTOKOJIOB BU3UPYIOTCS JIMIIAMHU, BHICTYAaBIIMMHU Ha 3ace€JaHUM (COBEILAHUN)
MyTeM TMPOCTAaBIEHUS BHU3bl Ha JIEBOM TMOJ€ JOKYMEHTa HAMpOTUB 3alUCH BBICTYIUICHUS
COOTBETCTBYIOILETO PaOOTHHKA.

4.8. CornacoBaHue IpPOEKTOB JOKYMEHTOB MOxkeT ocyuiectBisitbes B COJI. Ilocne
3aBEepLICHUS MPOLEyphl COTJIAacOBaHUS (IPU CO3AAHUU NOJJIMHHHMKA JIOKyMEHTa Ha OyMa)kKHOM
HOCHUTENIE) JIUCT corjacoBaHusi pacnedatbiBaeTca u3 COJl, mpukiaabiBaeTcss K MPOEKTY
JOKYMEHTa M TpeAcTaBisercs Ha noanuch PykoBogutento  OpraHuzanuu  (MHOMY
YIIOJTHOMOYEHHOMY UM JIHILY).

CornacoBaHue BHYTPEHHHUX JIOKYMEHTOB, CO3/1aHHUE, XPAHEHNE U MCIIOJIb30BAHUE KOTOPHIX
ocymectsisiercs nocpencrsoM COJI, mposoautcs B CO/I B 2IeKTPOHHOM BUJE.

[Ipn cornacoBaHuM NPOEKTOB BHYTPEHHUX JOKYMEHTOB, CO3JaHHBIX Ha OyMa)kKHOM
HOCHTEJIE, BU3bI ITPOCTABIISIFOTCS HEMIOCPEICTBEHHO HA IPOEKTE JOKYMEHTA.

4.9. Ilpu BHEHmIHEM COTJIACOBAHUH, MOJYYEHHOM MUCHMOM, WM COIJIaCOBAaHWM IMPOEKTA
JOKYMEHTa KOJUJIETHATBHBIM (COBEIIATEIbHBIM) OPTaHOM C (pUKCAIIUEl PEIIeHUs O COTIACOBAHUU
B IPOTOKOJIE 3aceJaHusl HUCHOJHUTENb O(GOpPMIISIET Ha IMPOEKTe JOKyMEHTa WM B JIHCTE
coriacoBaHusi Tpud COTIACOBAHUS B COOTBETCTBHH C NMyHKTOM 2.45 WHcrpykumu. Ilucema o
COIJIacOBaHUU (BBIMKCKA U3 MMPOTOKOJIA) MPUIIAraloTcs K MPOEKTY TOKyMEHTA.
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4.10. B xome corjacoBaHUs IMPOEKTa JOKYMEHTa PaOOTHHUK, COTJIACYIOUIUN JOKYMEHT,
[IPUHUMAET OJIHO U3 CIEAYIOIINX PELICHUM:

COIJIacOBaTh MPOEKT JOKyMEHTa 0e3 3aMeuaHuii;

COIJIacOBaTh IIPOEKT JOKYMEHTA C 3aMEYAHUIMU;

OTKJIOHHUTb IPOEKT JOKYMEHTA;

yKa3aTh, 4YTO HE MMEET OTHOILEHHUS K IPOEKTY JOKyMEHTa (paccCMOTpEHHE BONpOca, IO
KOTOPOMY IPUHUMAETCS pelIeHHe, He BXOIUT B 00513aHHOCTH PaOOTHHKA).

Bo3paxkeHHss 10 NpOEKTy IMpHKa3a, BO3HUKAIOIIHME IIPU COIVIACOBAHMM, H3JIararoTcs B
CIIpaBKe, KOTOpasi IpUJIaraeTcs K MpoeKTy, uim BHocutes B CO/I.

Ecim npoekT 10KyMeHTa COIIacOBaH € 3aMEYaHUsIMHU, 3TO 03HAYAET, YTO 3aMEUYaHUs HOCAT
PENaKIMOHHBIN XapakTep, U MOCje UX MPUHATHS UCIIOIHUTEIEM MPOEKT He TpeOyeT MOBTOPHOTO
COTJIAaCOBAHUS.

[IpoexT JOKyMeHTa OTKJIOHSETCS JTULOM, COIIACYIOIIUM JOKYMEHT, B CIIy4asX:

HaJIM4Us CYyLIECTBEHHBIX 3aMEYaHUl 110 IPOEKTY TOKYMEHTA;

HECOIJIacus C MPOEKTOM JIOKYMEHTA.

4.11. HecornacoBaHHBI MHPOEKT JOKyMeHTa TpeOyeT nopabOTKH IO BBICKa3aHHBIM
3aMe4yaHusM, nepeo(opmiieHus: U TOBTOPHOTO COTJIACOBAHUSI.

4.12. Ecau npu 1opaboTKe MpOEKTa JOKYMEHTA HCIIOIHUTEIb INPUHHUMAET PELIEHUE HE
YUUTHIBATh 3aMeYaHue (3aMedyaHusl) JTula (JIUI), y4aCTBOBABIINX B COTIACOBAHUU, UCTIOTHUTETIEM
TOTOBUTCSI PEECTP HEYYTEHHBIX 3aMEUYaHUW, KOTOPBIM BMECTE€ C IPOEKTOM JOKYMEHTa
npexacrasisiercss  PykoBogutento  OpraHuzauvd WJIM ~ HWHOMY  YIIOJHOMOYEHHOMY MM
JOJKHOCTHOMY JIMILY, HOJIUCHIBAIOIIEMY (YTBEp)KIAIOLIEMY) JOKYMEHT. PeecTp HEyuTeHHBIX
3aMEeYaHUI MOJMUCHIBAETCS PYKOBOJIUTEIEM CTPYKTYPHOTO NOIpa31€ICHUA-UCTIOTHUTENS.

4.13. Peuienue o ToM, IpUHUMATh WIM HE IPUHUMATh HEYUTEHHbIE 3aMEYaHMs IPUHUMAET
PykoBoaurens.

B ciyuae ecniu PykoBoguTens NpuHIMAET pelIeHne 0 HeOOXOAMMOCTH YUeCTh 3aMEUaHHs,
OTKJIOHEHHBIE MCIIOTHUTEIEM, UCTIOJIHUTENb 10padaThiBaeT MPOEKT JOKYMEHTA B COOTBETCTBUU C
BBICKA3aHHBIMH 3aMEYaHUSIMHU.

Ecain PykoBoguTens cornamaercss ¢ MHEHMEM UCIHOJHUTENSA, OH MOANUCHIBAET
(yTBEp)KIaeT) JOKYMEHT.

4.14. lokyMeHTHI, n31aBaeMble OT UMeHN OpraHu3anyy, NOoANUCkIBatoTCs PykoBoguTeneM
Opranuzanuyd WM WHBIMU YIOJHOMOYEHHBIMH WM JIOJDKHOCTHBIMM JIMLIAMHU (3aMECTUTENISIMU
PykoBogutenss OpraHuzanuu, pPYKOBOJIUTEISIMU CTPYKTYPHBIX — TOJpa3J€iI€HUN, HWHBIMHU
JIOJDKHOCTHBIMM JIMIJAMH B COOTBETCTBUM C MX KOMIIETEHUMEH, ONPENEIIeMON JTOBEPEHHOCTIMU
Ha BBIIOJHEHUE OMNpPEACNICHHbIX JEHUCTBUA OT wuMeHn OpraHus3anuu, BHYTPEHHUMH
HOPMAaTUBHBIMH JJOKyMeHTaMu OpraHuzanun).

4.15. OrtnenbHble BUABl BHYTPEHHHX JOKYMEHTOB (Cily)keOHble, OOBSICHUTEIbHBIC
3aMMCKN) Ha UMsI pPyKOBOJUTENSI CTPYKTYPHOTO MOAPa3/IeiIeHHs MOJIUCHIBAIOTCS HCIIOIHUTEIEM
(coctaBuTENEM), €CIM pa3pellaeMble NP 3TOM BOIPOCHl HE BBIXOJAT 3a MpeAeibl €ro
KOMIIETEHIIUH.

4.16. JIokyMEeHTBI, HAIPABJISIEMbIE B BBICILIME OPTaHbl TOCYIapCTBEHHON U MYHULIUIIAJIbHOMN
BJIACTH, HAa HMMS PYKOBOIUTEJICH OpraHOB HCIOJIHUTENHHOM BiacTH YeueHckoit PecryOnukw,
pykoBoauTeneit cyorekToB Poccuiickoit denepannu u 3apy0exXHbIX TOCYIapCTB, MOAMUCHIBAIOTCS
PykoBoauTenem Opranu3aiuy Wind JUIOM, HCTIOTHSIOIIUM €T0 00sS3aHHOCTH.

4.17. JIOKyMeHTBI, HalpaBlsieMble B CTOPOHHUE OpraHU3aluu, MOANKMCHIBAIOTCS HWHBIMU
JOJDKHOCTHBIMM ~ juuaMu  OpraHu3anid B COOTBETCTBUM C  IPEJOCTABICHHBIMH UM
MIOJIHOMOYHSIMHU.

4.18. JlokyMeHT TOAMHUCHIBACTCS JBYMsI WM OoJjiee JHIIAMHU, €CIIH 3a COJICp)KaHUE
JIOKYMEHTa HECYT OTBETCTBEHHOCTb HECKOJBbKO DPAOOTHUKOB (JOKYMEHTHI, IOATOTOBIICHHBIE
HECKOJBKHUMH T0Ipa3/IeJICHUSIMU WU OpraHU3alUsIMH, pabodel TpyImnoi, KOMACCHUEH).

4.19. IlonnuceiBaeTcs, Kak MPaBUIIO, OMH IK3EMILIAP TOKyMeHTa. COBMECTHBIN JOKYMEHT
MOANKCHIBAETCSI B KOJIMYECTBE, COOTBETCTBYIOIIEM KOJWYECTBY OpPraHM3alUi, CO3IaBIINX
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JIOKYMEHT.

[Tpu HampaBieHUU MUChMA WM BHYTPEHHETO MH()OPMAIMOHHO-CIIPABOYHOTO JOKYMEHTA
HECKOJIbKUM ajipecaTaM (He 0oJiee YeThIpeX) MOANUCHIBACTCS KaXAbI OTHPABISEMBbIH IK3EMILISP
JIOKYMEHTA.

4.20. Iloanuce Ha nokymMeHTe O(OPMIISIETCS B COOTBETCTBHM C NyHKTamu 2.47, 2.48
WNHcTpykiuu.

4.21. YTBepxaeHue JOKyMEHTa MPOU3BOIUTCS:

HETOCPEJCTBEHHO PyKOBOIMTENEM — MPOCTaBICHHWEM COOCTBEHHOPYYHOW MOJINUCH B
rpude yTBepKaeHUS;

npukazoM OpraHuzanuu.

4.22. YTBepKIaloTcsl MpaBUiia, MOJI0XKEHHUS, HHCTPYKLIUU, PETJIIAMEHThI, HEKOTOPBIE BH/IbI
aKTOB, IUIaHBI, MPOTPaMMBI ¥ JPYrue JOKYMEHTBI, YCTAHABIUBAIOIIME HOPMBI W/HIU
paccyMTaHHBIC HA JITUTEILHOE IPUMCEHEHNE (MpuJiokenne Ne 12).

Odopmienne rpuda YTBEpKAECHUS MPOU3BOJUTCS B COOTBETCTBUU C MyHKTOM 2.41
NucTpykiuu.

4.23. Ilopgnuce PykoBoautens OpraHuzalyy WIM UHOIO YIOJHOMOYEHHOIO MM JMIa Ha
JOKYMEHTaX, TpeOYIOoIUX 0CcO0O0ro YIOCTOBEPEHMS] MX TMOUIMHHOCTH, a TaKXKe Ha KOIHUAX
JIOKYMEHTOB M BBIITUCKAX U3 JJOKYMEHTOB 3aBepsIeTCs MevaThio (mpuiiokenune Ne 13).

4.24. Tleyatp Ha JOKYMEHTE MPOCTABIIAETCS B COOTBETCTBUH C MMyHKTOM 2.49 MHCTpYyKINH.

V. Opranu3anusi J0KyMeHT0000poTa

5.1. JIokyMeHTOO0OpOT BKJIFOYAET BCIO IOCIEI0BATEIBHOCTD MEPEMEIEHUI TOKYMEHTOB,
a TaK)Ke OIepaluu, COBEpIIaeMble C JOKYMEHTAaMHU B IPOLECCE UX CO3JaHUS U MCIIOIHEHHUSA
(mosyueHue, OTHpaBKa, IPeIBApPUTEIbHOE PACCMOTPEHUE, pPETUCTpalus, paccMOTpPEHHE
PykoBonutenem).

5.2. llens opraHM3alMu JAOKYMEHTO00OpOTa — oOecreueHre CBOEBPEMEHHOI'O NMPUHSITHS
YIPaBICHUYECKUX pEHICHUH M MX HCIOJHEHHUs. 3ajada JOKYMEHTO0O0OpOoTa — OpraHu30BaTh
JIBIDKEHUE JIOKYMEHTOB IO HauMEHee KOPOTKOMY IyTH C MMHHUMAJbHBIMU 3aTpaTraMH Tpyda U
BPEMEHH, B YCIOBHSIX 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa — O0ECHeuuTh JOCTYN K JOKYMEHTam
nosib3oBarensiM CO/] B COOTBETCTBUM € IPEIOCTABIEHHBIMUA UM IIPABAMH.

5.3. B ycnoBusix npumenenus COJ] B OpraHuszanyu HCHOIb3YIOTCS 3JIEKTPOHHBIE
JOKYMEHTBI, a TaKXe DJJIGKTPOHHbIE KOIUU JOKYMEHTOB, IIOJyYEHHBIE B pPE3YyJbTaTe
CKaHHPOBAHMS JTIOKyYMEHTOB Ha OymakHOM Hocutene. JlokymeHTsl OpraHusanuu, HMEIOLe
BpEMEHHbIE CPOKM XpaHeHHs (1o 10 JieT BKIIOYMTENBHO) MOTYT CO3/1aBaThCsl, XPAHUTHCS M
MCIIOJIb30BAThCS UCKIIOYUTEIBHO B (DOPME FINEKTPOHHBIX TOKYMEHTOB.

IlepeueHp NOKYMEHTOB, CO3/1aBAEMBIX, XPAaHUMBIX U HCIOJIb3YEMBIX HCKIIOUUTEIBHO B
(dopMe 3IIeKTPOHHBIX JOKYMEHTOB, yTBepxkaaeTcs PykoBoaurenem Opranuzanu.

5.4. OpraHu3anus IBUXEHHUS JOKYMEHTOB B YCJIOBHSAX 3JIEKTPOHHOTO JOKYMEHTO000pOTa
OCYIIIECTBIISIETCS B COOTBETCTBUU C PETIAMEHTUPOBAHHBIMU MapIIpyTaMu, pa3padaTbiBa€MbIMHU
JenonpounssoaureneM. MapmpyTsl JBHKEHHUS OpraHU3alMOHHO-PACIOPSAIUTENBHBIX JOKYMEHTOB
JOJKHBI OBITH ONTHUMAJbHBIMU IO 3aTpaTaM BPEMEHM, HE JOJDKHBI JOMYyCKaTh AYOJIMPYIOIIUX
orepanuii ¥ BO3BPaTHBIX JIBUKEHUH, HE 00YCIOBJIEHHBIX J1€JI0BOM HE00X0AUMOCTBIO.

5.5. Opranuzamusi JOKYMEHTOOOOpPOTa OCHOBBIBACTCS HAa MPUHIIMIAX: IEHTPATM3AIUN
orepanuil o IpUeMy U OTIPABKE TOKYMEHTOB;

pacnpesiesieHuss JTOKYMEHTOB Ha JOKYMEHTONOTOKH, MMEIOLIUE OJMHAKOBBI MapuipyT
(MapupyTH3anusa JOKYMEHTOB);

OpraHM3aliH MPEIBAPUTEIHHOIO PACCMOTPEHUS BXOISAIINX JTOKYMEHTOB;

UCKJIIOYEHUS] BO3BpPATHBIX JBIDKEHHM JIOKYMEHTa, HE OOYCJIOBJCHHBIX JIE€JIOBOM
HEOOXOINMOCTEIO;

OJIHOKPaTHOCTH PETUCTPALIMH JOKYMEHTOB;

yCTpaHEHUs] HEOOOCHOBAHHBIX COIIACOBAHUI MPOEKTOB JOKYMEHTOB;



30

BPEMEHHOW periaMeHTalluy orepauuil no oOpaboTKe, pacCMOTPEHHUIO U COIVIACOBAHUIO
JIOKYMEHTOB.

5.6. B pokymeHnroo6opore OpraHuzaluy BbIAEISAIOTCS JOKYMEHTONOTOKH: BXOJSAIINE
(moctymarone) JOKyMEHTBI; HCXOAMIIHE (OTIPaBIseMble) TOKYMEHTBI; BHYTPEHHHUE JOKYMEHTHI.
B cocTtaBe BXOIAIMIMX U UCXOAALINX TOKYMEHTOB BbIIEISAIOTCA:

JTOKYMEHTBI OpPIaHOB T'OCY/1apCTBEHHOM BIACTH;

JOKYMEHTbI OPI'aHOB MECTHOI'O CaMOYIIPABIICHMUS,;

JOKYMEHTHI (DUITUAIOB U TEPPUTOPHUATTEHO 000COOICHHBIX O3 ICIICHHUIA;

JOKYMEHTBI U3 TOCYJapCTBEHHBIX U HErOCYJapCTBEHHBIX OpraHU3aluii;

oOpalieHus Tpak/JIaH;

JpyTUe rPyMIbl JOKYMEHTOB.

5.7. JloctaBka M OTIpaBKa JOKyMEHTOB B OpraHusaliu OCYIIECTBISIOTCA CpEACTBaMU
IIOYTOBOM CBsI3U, (hebIbErepckoil U KypbepcKOW CBSI3M, HAPOUHBIMU M PA3IWYHBIMU BUAAMHU
aneKkTpocBsizu ((hakcummibHasi, Tenerpadnas, tenedoHHas, ekTpoHHas nouta, CO/] (B coyuae
€€ MCIIOJIb30BaHUs)).

5.8. B Opra#uzanuio J0CTaBISIETCS KOPPECHOHJCHLMS B BHUAE MHCEM, IMOYTOBBIX
KapTouek, OaHjaepoied M  IAKeTOB, IM€YaTHBIX U3JaHUH, TelerpamM, (Qakcorpamm,
Tesne)OHOTpaMM, HJIEKTPOHHBIX JOKYMEHTOB U 3JIEKTPOHHBIX KOMHA JOKYMEHTOB.

59. Ilpuem poxkyMmMeHTOB ocyuectBiusercs [lenonpousBogureneM. JIOKyMEHTHI,
MOJIyY€HHbIE paOOTHUKAMU OT JIPYIMX OpraHu3alui, Takxke nepeaarorcs Jlenonpou3BOAUTENIO
JUI PErUCTpaLUU W/ WU yueTa.

5.10. Bce nocrynusmre B OpraHu3anuio JOKYMEHTHI MOJJIekKAT NEPBUUHON 00paboTKe,
BKJTIOYAOIIECH

MIPOBEPKY MPABUIIBHOCTHU JIOCTaBKH JOKYMEHTOB;

IIPOBEPKY LIEJIOCTHOCTH YIaKOBKH (KOHBEPTOB, IIAKETOB);

BCKPBITHE YIAKOBKH (32 HMCKIIOYCHHEM KOHBEPTOB, NMAKETOB C MOMETKOW «JImuHO» H
rpadamu OrpaHUYEeHHUs AOCTYNA K JOKYMEHTY);

MPOBEPKY IETOCTHOCTH BXOSAIINX TOKYMEHTOB, BKIIFOUAs IIPUIIOKEHUS;

YHUYTO)KEHUE KOHBEPTOB, TAKETOB MM YIIaKOBKHU;

MPOCTABIICHHE OTMETKH O TIOCTYIUIEHUH JTIOKyMeHTa B OpraHu3aIuio.

5.11. OmmOouYHO JOCTaBJIEHHBIE JIOKYMEHTBl IEPEChUIAIOTCS IO HAa3HAYCHHUIO WM
BO3BPALIAIOTCA  OTMPABUTENIO. J{OKyMEHTHI, TIOCTYNHBIINE B TOBPEXKICHHON YIaKOBKE,
IPOBEPSAIOTCS HA LIEJIOCTHOCTD, B TOM YHCIIE Ha HATMYKME MEXaHUUECKUX MOBPEKICHUH.

[TouToBBIE OTHpaBiEHUS, HECTaHAAPTHBIE 10 BeCy, pa3Mmepy, Gopme, HMEIoIHe
HEPOBHOCTH MO OOKaM, 3aKJICCHHbIE JUMKOW JIEHTOM, HMEIoIMe CTpaHHBIM 3amax, IBeT,
NPEIOI0KHUTEIBHO MMEIONINE BJIOXKEHHS, HE XapaKTEpHbIE JUIA MOYTOBBIX OTIIPABIICHHA, HE
BCKpbIBalOTCS. O TMOJYYEHHWH TOA03PUTENBHOTO MOYTOBOTO OTIPABICHUS JIOKJIAbIBACTCS
PykoBoautento.

5.12. Tlpu mOCTYNJEHMM BXOJSIIEro JIOKYMEHTa B TIOBPEXKICHHOH  YIaKOBKe,
MOBPEXJCHUN JOKYMEHTa, TPU OTCYTCTBUM B KOHBepTe (MaKeTe) JOKYMEHTa, €r0 YacTH WM
NPUIOKEHUH K HEMY, a TakKe MPH OTCYTCTBUM MOAMKUCH HA BXOJAIIEM JJOKYMEHTE COCTaBIseTCS
aKT B JIBYX dK3eMIUIsipax Ha OyMa)kHOM HOCHTEJNE, MOJIUCHIBAEMbIH Jle1onpons3BoanTeNeM U eme
OJITHUM JTOJDKHOCTHBIM JHioM OpraHu3anuu Ha yeMoTpeHue PykoBoauTens.

OmvH SK3eMIUISIp aKTa BMECTE€ C BXOAANIMM JOKYMEHTOM U €ro IPHIOKEHHSIMHU
nepeaaeTcss Ha MpPEIBapUTEIbHOE PACCMOTPEHHE M PErHCTpalvio, BTOPOM DJK3EMIUIIp aKTa
BBICBITIAETCS OTITPABHUTEIIO.

5.13. KoHBepThl, MakeThl WJIM YHaKOBKA COXPAHSIOTCS M NPWIATAIOTCA K BXOJSAIIMM
JOKYMEHTaM B CITy4asix:

€CITH TOJIBKO TI0 HUM MOXXHO YCTaHOBUTH OTIPABUTENS WU ATy OTIPABICHUS;

€CITM BXOISIIIUI JTOKYMEHT TIOCTYIWJI IMO3KE YKa3aHHOTO B TEKCTE MOKYMEHTa CpOKa
UCTIOJIHEHUS MJTH JaThl MEPOIIPUSATHUS;

pH OOJBIIOM PACXOXKICHUH MEXTy aTaMH IOANMCAHHS U TIOTYICHUS TOKYMEHTOB.
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[Tocne 3aBepiieHust paboThl ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM IOMEIIAETCs
Ha XpaHEeHHE B JEJIO.

5.14. KouBeptsl (MakeTsl), UMeroIIHe 0TMETKY «JInuno» («Privatey), rpudsl orpaHnYeHUs
JOCTyNa K JOKYMEHTaM, COJEp)KalllUM CBEACHUS KOH(PHICHIMAJIBHOTO XapakTepa, He
BCKPBIBAIOTCS U MEPEAAOTCS:

¢ otMeTkoi «JInuno» («Private») — HemocpeCTBEHHO ajpecary;

c rpudamu orpaHuYeHHs] JOCTyMa — HEMOCpeICTBeHHO PykoBoauTeo.

5.15. Bxopsmue 31€KTPOHHBIE JTOKYMEHTHI, IOCTYNMBIINE OT APYIMX OpraHu3aluil Io
JNeKTpOHHOU mouTe, mnocpenctBom COJ] (B ciydae ee HCHOIB30BaHHUS) MPUHUMAIOTCS
JenonpousBoaurenem.

DNEeKTPOHHBIE JOKYMEHTHI, IOCTYMUBILINE 110 WHHOPMAIIMOHHO-TEIEKOMMYHUKAIMOHHBIM
KaHaJlaM ¥ TOJMHMCAaHHBbIC YCWICHHOW KBaJM(HUIIMPOBAHHOW IMOANMUCHIO, BKIouyatoTcss B COJ]
1ocJie MPOBEPKHU AJIEKTPOHHOM MOIMUCH U MOATBEPXKICHUS €€ JIeHCTBUTEIBHOCTH; dJIEKTPOHHBIE
JOKYMEHTBI, TIOCTYIUBIINE OT JPYTUX OPraHM3aLUi IO AJIEKTPOHHOW IMOYTE WU TOIMHCAHHBIE
YCUJIEHHOM HeKBaJM(UIUPOBAHHON MOAMNUCHIO WIHM MPOCTOM AJIEKTPOHHOMN MOIMKUCHIO, TPOXOIIT
npeBapuTeNbHOE paccMOTpeHrne M BKItovarorcs B COJl mpu Hanmuyuu MEXIy OpraHHM3aluei-
OTIIpaBUTENIEM U OpraHu3aluel-ToayyaTesieM corjameHuss o0 oOMeHe SJIEKTPOHHBIMH
JOKYMEHTaMH, MOAMMCAHHBIMUA COOTBETCTBYIOIIECH MMOAIMUCHIO.

5.16. IlepBuuHas 00pabOTKa  SJEKTPOHHBIX  JOKYMEHTOB, IMOJYYEHHBIX IO
UH(POPMALMOHHO-TEICKOMMYHUKAIIMOHHBIM ~ KaHajlaM  CBS3M  (DJIEKTPOHHAst —I0YTa, CalT
Opranuzanuu) OT JpYruX OpraHu3aluii W TpaxaaH, JOHKHA COOTBETCTBOBATh TEXHOJIOTHH
paboThI ¢ BXOISAIIUMH TOKYMEHTAMHU.

5.17. llepBuunas o00paboTka JOKYMEHTOB 3aBeplIaeTcs WX paclpeleeHueM
(COpTHPOBKOI) Ha PETUCTPUpPYEMble W HeperucTpupyembie. K mokymMeHTam, HE IMOAJIEKAIINM
pPErUcCTpaluy, OTHOCSATCS JOKYMEHTBI, HE TpeOyIol[ue WCIOMHEHUS W HE COJepKallue
UH(OpMAIINH, UCTIOJIL3YEMO B CITPaBOYHBIX IesX (mpuioxkenue Ne 14).

5.18.  Perucrpaumsi  BXOAAIIUMX  JOKYMEHTOB  OCYILECTBJISETCS ~ OJUH  pas:
Jlenorpon3BoanTeeM, HE3aBHCUMO OT CIIOC00a MX JIOCTABKH.

JIOKYMEHTBI, MOCTyHAloIINe U3 APYTUX OpPraHu3aluil HEeMOCPEACTBEHHO B CTPYKTYpPHBIE
nojapasjeneHus (paboTHHKaM), HO TpeOyIolue PacCMOTPEHUS] PYKOBOJCTBA, MEPEIAIOTCS IS
perucTpanuy 1 npeiBapuTeIbHOr0 paccMOTpeHHs [lenonpon3BOAUTENIO.

5.19. Perucrpanust BXOIAMIMX JOKYMEHTOB OCYIIECTBIISIETCS B JICHb MX MMOCTYIUICHHS WA
Ha cleAyromuid pabounil JeHb NMpH MOCTYIUIGHUH IOKYMEHTOB B KOHIE pabodero THS WM B
Hepabouee BpeMs.

Perucrpanus obpaimieHnii Tpak[jaH OCYLIECTBISIETCS B TEUYEHHE TpeX IHEH ¢ MOMEHTa
nocrymienuss oopamienus (Demepanbhbiii 3akoH 0T  02.05.2006 Ne 59-®3 «O mopsiake
paccMoTpeHust ooparnienuii rpaxaan B Poccuiickoit denepanumny).

5.20. CezneHust O MOCTYNHUBILIEM JOKYMEHTE BHOCATCS B 3JIEKTPOHHYIO PETUCTPALlMOHHYIO
kaptouky (OPK) CO/] (B ciydae ee MCHONBb30BAaHUS) WM PETUCTPALIMOHHO-YYETHYIO (opMy Ha
OyMa)KHOM HOCHUTEIIE, a TOCTYIMUBIIEMY JOKYMEHTY IIPUCBAMBAETCS PETUCTPALMOHHBIA HOMED.

PerucrpauinoHHbplii HOMEp BXOJSIIErO JOKYMEHTa COCTOMT U3 IOPSIKOBOIO HOMEpa
JOKYMEHTa B TIpeJieax KaJeHIapHOTO roja, KOTOPBIA MOXET OBITh OMOJIHEH IH(POBBIMH U
OyKBEeHHO-IIM(POBBIMU KOAAMHU (MHIEKCAMU) TI0 UCIIOJIb3YyeMBIM KilaccudukaTopam (Hampumep, B
COOTBETCTBUH C MH/ICKCOM JIeJia TI0 HOMEHKJIAType JIEN).

5.21. Ha Bcex 3aperucTpUpOBaHHBIX JOKYMEHTaX, 3a MCKIIOYEHHEM JIOKyMEHTOB,
MOCTYNUBIIHX B (OpPME DIIEKTPOHHBIX JOKYMEHTOB, MPOCTABIISIOTCS OTMETKH O TOCTYIUICHHH
nokymenta B OpraHu3anuio. B oTMeTKe O TOCTYIUIGHHM JOKyMEHTa (DUKCHUPYIOTCS JaTa
MOCTYIUICHUsT (TP HEOOXOJAWMOCTH — BPEMs IMOCTYIJICHHS B Yacax W MUHYTaX) W BXOISIIUIA
PETUCTpaIMOHHBIN HOMEpP TIOKYMEHTa B COOTBETCTBUU C IMYHKTOM 2.36 MHCTPYKIUH.

5.22. JIOKyMEHTBI, NMOCTYNUBILINE Ha OyMa)XHOM HOCHTENE, CKaHUPYIOTCS, AJIEKTPOHHAS
Komwusi JokymMeHTa Bkitodaercs B COJl (B ciydae ee MCIOJIb30BaHUs) U nipucoequnsiercs Kk IPK
JOKYMEHTA.
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5.23. KoppecnoHaeHIMss Ha HWHOCTPAHHBIX S3bIKaX, aJpecoBaHHas PyKoBOACTBY
Opranuzanuu, nociae peructpauuu Jlenonpous3BoguTeneM MEpeJacTcsl COOTBETCTBYIOILEMY
pabotHuky OpraHuzanuu [Uis T[epeBojJa M IMOCIEyIoleld mepeJauyd Ha pacCMOTpPEHHE
PYKOBOJICTBA.

5.24. llpeaBapuTelbHOE PACCMOTPEHHE NPOBOAUTCA B IEJISIX  paclpenesieHUs
noctynaronmmx B OpraHu3anuio JOKYMEHTOB Ha TpeOyromue o005S3aTeIbHOTO PacCMOTPEHHS
PyxoBoacTtBoM OpraHu3anuu 1 HarpasisieMble HEOCPEACTBEHHO B CTPYKTYPHBIE MOAPa3AeICHUS
(pabotHukam) OpraHu3zanuu.

5.25. llpenBaputenbHOE€ pPAcCMOTPEHHE BXOISAMIMX JOKYMEHTOB  OCYLIECTBIISETCS
Jlenonpoun3BoauTeneM nocie perucTpauu JOKyMEHTOB.

[IpenBapuTenbHOE PACCMOTPEHUE MOXKET MPOBOJIUTHCSA OO PETUCTpAallUd B cilydae
MOCTYIUICHUSI JIOKYMEHTOB C OTMETKaMH, TPEOYIOIIMMHU HE3aMeUINTEIILHOTO PACCMOTPEHUS |
WCIIOJTHEHUS IOKYMEHTA.

5.26.  llpenBapuTenpbHOMY  pPAacCMOTPEHHUIO  MOJJICKAT  BXOJAIIUME  JOKYMEHTHI,
aapecoBaHHble B Opranu3zanuio u Ha ums ee PykoBoaurens.

JIOKYMEHTBI, aJpEeCOBaHHBIE IOAPA3JEICHUAM, PYKOBOAMTENSAM NOJApAa3[elIeHUl U
paboTHUKaM, iepeaaroTcs UM 0e3 MPeIBApUTEILHOTO PACCMOTPEHHUS.

5.27. llpenBapuTenbHOE PACCMOTPEHUE OCYIIECTBISIETCS MCXOS M3 OLEHKH COJIEepKaHUs
BXOJSIIMX JOKYMEHTOB, C Y4eTOM YycTaHOBJIeHHOro B OpraHuzanuu pacrpeeseHus
(GyHKIMOHAIBHBIX 00s13aHHOCTEH Mexay PykoBoaurenem OpraHuzauuu, pyKOBOJIUTEISIMU
noapasjiesnieHuit u pabotHukamu OpraHu3zaiyy.

5.28. Ilo pe3ynpTaTam IpeBapUTEIbHOTO PACCMOTPEHHUS TIOKYMEHTHI paclpeaesatoTcs Ha
JIOKYMEHTOTIOTOKH, HAaIlPaBJISIEMbIE:

Ha paccmorpenue PykoBoaurtenss OpraHu3zanuu (JOKYMEHTBI, IOCTyHAlOIIME U3 OPraHOB
rOCy/IapCTBEHHOW BJIACTH, OPraHOB MECTHOTO CaMOYIpaBlIEHUs, IOKYMEHTHl IO HauOolee
BaXHBIM U IPUHLUIIHNAIBHBIM BOIIPOCAM JESATEILHOCTH OpraHU3alun);

Ha paccMOTpeHHe 3amectutenel PykoBomuTenss (IOKyMEHTBHI MO HampaBICHUSIM
JESTEIbBHOCTH, KyPUPYEMBIX COOTBETCTBYIOLIUMU 3aMECTUTEISIMU );

Ha PacCMOTPEHHUE UHBIX PYKOBOAMUTENEH CTPYKTYPHBIX MOApa3AeNieHUil 1 pabOTHUKOB;

Ha pPacCMOTPEHUE M HCIIOJIHEHHWE B CTPYKTYpPHBIE MOJPA3/CNICHUs MO HAIPaBICHUAM HX
JESATEIBHOCTH.

5.29. Tlo 3aBepuieHHMM MpPEIBAPUTEIILHOTO PACCMOTPEHUS JOKYMEHTBI IE€pEAaroTCs
COOTBETCTBYIOIIUM JOJDKHOCTHBIM JIMLIAM  JUII  PACCMOTPEHUST M BBIHECEHMS PE30JIIOLUIMA
(Yka3aHMii 110 UCTIOIIHEHUIO).

5.30. PaccMoTpeHne IOKYMEHTOB JOJDKHOCTHBIM JIMIIOM OCYIIECTBIISIETCA B JE€Hb
nepejayd JOKYMEHTOB JOJDKHOCTHOMY JIMIy WM Ha CJleAyroluil pabouuii JeHb, eciu
JIOKYMEHTBI ITepeJaHbl eMy B KOHIIE paboyero JHs.

JIOKyMeHTBI, TpeOylollue CpOYHOIO pAacCMOTpPEHHUs, a Takke TeJerpaMmbl U
Tesie(hOHOrpaMMbI paCCMATPUBAIOTCS JOJKHOCTHBIM JIUIIOM HE3aMeUIUTENbHO.

5.31. PesynbraTthl  paccMOTpeHMsI  JoKyMeHTa PykoBogutenem  OpraHu3zanum,
PYKOBOJIUTENSAMHM TOApa3JeNieHuid M pabOTHUKaMU OQOPMIISIOTCS B BHUAE PE3OJIOLUN B
COOTBETCTBUM C IyHKTOM 2.43 MHCTpyKIHH.

5.32. CezeHus 0 pe3otolnu (UCTIONHUTENb, COAEP)KaHUE MTOPYUEHHUs], CPOK UCIIOTHEHNU)
Henonpoussoaurenem BHocATcs B OPK C3OJ] (B ciydae ee HCHOIb30BaHUs), IMOCIE YEro
UCIIOJIHUTENN TIOJy4YaroT JOCTYNl K DJEKTPOHHOMY JOKYMEHTY WM D3JEKTPOHHOH KOMHHU
JIOKYMEHTA, €CITU JIOKYMEHT IOCTYINI Ha OyMa)XHOM HOCHTEIIE.

5.33. JIoKyMeHTBI, IMOCTYyMalolie Ha OyMa)kHOM HOCHTENEe, TOCJIe HUX PEerucTpalyi,
BKitoueHus: B COJI (B cinyyae ee MCIONb30BaHUs) B BUAE JIEKTPOHHBIX KONMUM M paccCMOTPEHUS
PYKOBOJICTBOM IE€PEJAIOTCSI COOTBETCTBYIOIUM PaOOTHUKAM Ha MCIOJHEHUE WM MOMEIIAIOTCs B
neno B Jeraonpons3BoiuTeNeM B COOTBETCTBUU C HOMEHKIIATypoi fien Opranu3aiuy.

Jns ¢ukcanuu QaxTa nepegadyd BXOIAIIMX JOKYMEHTOB M HX KOMUH Ha OyMa)KHOM
HOCHTEJIE UCTIOJIHUTENSIM MOTYT MCIIOJIb30BaThCs JKYpHAIbI (PEeCTpbl) Mepeiau T0KyMEHTOB.
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5.34. Tlpu GymMa)kHOM JOKYMEHTOOOOPOTE MOIIMHHUKN BXOJSIINX TOKYMEHTOB, B CIydae
Ha3HAYEHMsI HECKOJIBKUX MCIIOIHUTENEH MepeaaoTCsl OTBETCTBEHHOMY MCIIOJIHUTENO, OCTAIbHBIM
UCHOJHUTEIAM JleTonpon3BOAUTEND IIEPENACT KOIINU JOKYMEHTA.

5.35. Ucxopasume JOKYMEHTHI, 3aBU3UPOBAHHBIC BCEMH 3aUHTEPECOBAHHBIMU JHUIAMU U
noAnucaHHele PykoBoauTeneM WM HMHBIM YIOJHOMOYEHHBIM MM JIMLIOM, PETHCTPUPYHOTCS
Henonpousoaurenem OpraHuzanuu.

5.36. Peructpanus ucxondmux AOKYMEHTOB OCYIIECTBISETCS B JCHb MTOANNUCAHUSA WU Ha
CIIeAYIONMHA paboumii AeHb, €CIM JOKYMEHTHI ObUIM MOAINMCAHBI B KOHIIE pabovero JHS WK B
Hepabouee Bpemsi.

5.37. Ilepen peructpauueil UCXOASIIMX JOKYMEHTOB Jlenonmpou3BOAUTENb IPOBEPSET
IPaBUIBHOCTh O(OPMIIEHUS JOKYMEHTOB (B TOM 4YMCJE HaJIM4yue MOANMCEH, BU3, IPAaBUIbHOCTb
HaIMCaHMs aJIpeCcOB), a TAK)KE YKa3aHHBIX B UCXOAAIIUX TOKYMEHTaX MPUIOKEHUI, COOTBETCTBUE
KOJINYECTBA HK3EMIUISIPOB KOJIMYECTBY aJ[PECaTOB IO YKA3aTeINI0 PACChUIKH, HAJIMYUE OTMETKU 00
UCIIOJIHUTEIIE.

5.38. Ilpu peructpanmu ucxonsmero nucbkma B COJl (B ciydae ee HCIIOIB30BaHMUS )
cBelleHUsI 00 oTmpaBisieMoM JokyMeHTe ¢ukcupyores B OPK, k koTopoll mnpukpemsercs
JJIEKTPOHHAs KOMMSI OTIPABISAEMOrO JOKYMEHTA.

Ecin OPK Obina cozmana B CDJ] npu MOArOTOBKE MpOEKTa JIOKYMEHTa, TO IPHU
perucTpanuyu HCXOJAIIEro JOKyMEHTa B Hee J00aBISIIOTCS CBEIEHUS O PErucTpariMoOHHOM
HOMEpE, 1aTe PETUCTPAINH U APYTHE CBEACHUS 00 HCXOSIIEM TOKyMEHTE.

5.39. PeructpanmoHHBII HOMEpP HCXOIALIETO JOKYMEHTAa JAOJDKEH COCTOATH HM3KOZOB
(MHJIEKCOB) B COOTBETCTBMM C NIPHUMEHSEMBIMHM KiaccU(UKATOpaMU U MOPSAIKOBOrO HOMEpa
JIOKYMEHTA B IIpeJeiiax KaJeHJapHoro roja.

Jlatra perucTtpaliii M pPETUCTPALMOHHBIA HOMEpP MPOCTABISAIOTCA HA OTHPaBISIEMOM
JOKYMEHTE, a TaK)K€ Ha KOIHMM HUCXOJAIIEr0 JOKYMEHTa, OCTaloUIecs B JIeNe, B COOTBETCTBUU C
nyakTamu 2.35, 2.36 UHCTpYyKIHH.

5.40. Mcxomamui NOKyMEHT, MOANMCAHHbIN PykoBogurenem OpraHuszaluu WM HUHBIM
YIIOJTHOMOYEHHBIM UM JIOJDKHOCTHBIM JIMIIOM, IE€PENAaeTCs Ha OTIPABKY, KOMMsS JOKYMEHTAa Ha
OyMa)KHOM HOCHTEJIE C BU3aMU IIOMEIIAETCs B JIEJI0 B COOTBETCTBUU C HOMEHKJIATYpOi Jiell.

DNEeKTPOHHBIE JTOKYMEHTBI MOCJHE MX MOJANUCAHUS AJIEKTPOHHOW IMOANUCHIO M OTIPABKU
azpecatry xpaHsaTcs B 6a3e qanHbix CO/] (B citydae ee UCTIONIb30BaHUSA).

5.41. B 3aBucumMocTH OT COJEp’KaHUS U CPOYHOCTH JOKYMEHTHI, OTHpAaBISEMbIE U3
Opranu3anuu, JOCTaBISAIOTCS aApecaraM CpeACTBAMU IOYTOBOHM, (enbaberepckoi CBs3H,
CHEICBS3U, KYpbEpOM, 3KCIPECC-TIOYTOM, a TakXKe IepelalTcs MO KaHajaM 3JIEKTPOCBS3H
(pakcumunbHas cBA3b, Tenerpad, TenedoH, seKkTpoHHas mouta, COJI (B ciyuae ee
UCIIOJIb30BAHUS)).

OO0paboTKka KOPPECIOHAEHIMM Ui OTHPAaBKM MOYTOBOM CBA3bIO OCYIIECTBISIETCS B
cooTBeTCcTBUM C IIpaBuinamu okazaHus yCiayr TOYTOBOW CBSI3U.

5.42. JIOKyMEHTBI, HE HMEIOLIUE aAPECHOW YacTH, NPUHMMAIOTCS Ha OTIPABKY C
COINPOBOUTENILHBIMHU MUCbMaMHU.

HenpaBunbHo oopMIIeHHBIE JOKYMEHTHI U KOPPECIOHICHIINS HECTYKEOHOro Xapakrepa
K OTIpaBKe HE MPUHUMAIOTCS U BO3BPAIIAIOTCS UCIIOJIHUTENIO.

JIOKyMEHTBI, OJJIeXKaI1e OTIIPaBKe, JOHKHBI 00padaThIBaTHCS U OTHPABIATHCS B JIEHb UX
MOAMKCAHUS U PETUCTPAIIUH WIIK HA CIEAYIOMNUA pabounii EHb.

5.43. Jlochlika WM 3aM€Ha paHee OTIPABIECHHOIO JOKYMEHTa OCYIIECTBISETCS 110
YKa3aHHUIO JIUIA, TOANNUCABIIETO JOKYMEHT.

5.44. TlpoxoxeHnue BHYTPEHHUX JOKYMEHTOB Ha 3Tamax MX MOJATOTOBKU M o(opMieHus
JOJI’KHO COOTBETCTBOBATh MPOXOXKICHUIO UCXOASIINX JOKYMEHTOB, a Ha 3Talle HCIOJHEHUs —
BXOJSLINX JOKYMEHTOB.

5.45. TIpoexThl pacrmopsIUTENbHBIX JOKYMEHTOB (MPUKA30B), MOATOTOBIEHHBIX IS
MOJAINUCAHUS, NOCIE MOJArOTOBKM M COTJIACOBAaHUS C 3aMHTEPECOBAHHBIMH JIMLIAMU IIE€PENAIOTCA
Jlenonpou3BOAUTENIO /Ui TPOBEPKU MPABMIIBHOCTH UX O()OPMIIEHHS.
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5.46. IlpaBunbHO OQOpMJICHHBIE MPHUKA3bl TEPENAIOTCS Ha IMOANUCh PykoBoauTEIO
Opranu3zanuy Uid THOMY YIIOJTHOMOUYEHHOMY UM JIMILY.

5.47. lloanucaHHble MpPHUKa3bl IO OCHOBHOM  JICSATEIBHOCTU  PETHCTPUPYIOTCS
[enonpousBoaurenem.

[logroroBka mnpuKa3oB IO JUYHOMY COCTaBy K MOJNUCaHHO PykoBogutenem u uX
perucTpanus OCyIIeCTBISIOTCS KaJpOBOU CITyKO0H.

[IpukazaMm o0 OCHOBHOM JESTENILHOCTH MIPUCBAUBAIOTCS MOPSAKOBBIE HOMEpA (0 Kaxa0i
rpynne JOKYMEHTOB OTJIENbHO) B Mpejesiax KajJeHaapHoro roga. IlopsakoBslii HOMEp TOKyMEHTa
MOJKET JTOTOJHATHCS OYKBEHHBIM HIIM HU(PPOBBIM HHAEKCOM, 0003HAYAIOMIMM MPUHAJIEKHOCTD
JIOKYMEHTa COOTBETCTBYIOILEH TPYIIIE JOKYMEHTOB.

Ceenenusi 0 perucTpupyeMbix npukaszax BHocstcs B COJl (B ciayyae ee MCHOIb30BAHUSA)
WIA B WHBIE PETUCTPAIIMOHHO-yYEeTHbIE (OpMBI Ha OyMa)KHOM HOCHUTENE WJIU B DJICKTPOHHOM
dbopMe B COOTBETCTBHUH € ITyHKTOM 5.54 MHCTpYKIHH.

5.48. TloMMHHUKK TPHUKA30B 1O MECTy HMX perucTpanuu (GOpMHpYIOTCS B Jeja B
COOTBETCTBUM C HOMEHKJIaTypod gen OpraHu3alud B COOTBETCTBUU € IyHKTOM 8.20
WNHcTpykiuu.

Komuu npukazoB pacchbulatOTCA MCIOJHUTENSIM W HMHBIM 3aMHTEPECOBAHHBIM JIMIIAM B
AIIEKTPOHHOH (opMe Wil Ha OyMa)KHOM HOCHTEJIE B COOTBETCTBUH C yKa3aTeJIeM PaCcChUIKH.

Komnuu npuka3oB, pacceliaemMble Ha OYMa)KHOM HOCHTEJIE, 3aBEPSIFOTCSI B COOTBETCTBUH C
nyHkTom 2.51 UHCTpyKImny.

5.49. IlpoTokoiibl 3acelaHuil, COBELIAHUU, MPOBOJMUMBIX PYKOBOACTBOM OpraHuzaiui,
peructpupyrorcs Jeaonpou3BoAUTENEM UIN CEKPETApPSIMU COOTBETCTBYIOLINX PYKOBOAUTENEH.

[IpoTokoinbl 3aceqanuii, COBEIIAHUN, MPOBOJUMBIX KOJUIETHATbHBIMU (COBEIIATEIHHBIMU)
OpraHaMM, KOMUCCUSIMU WJIH B CTPYKTYPHBIX IOJIpa3esIeHUsIX OpPraHu3allii, PErUCTPUPYIOTCS B
MO/APA3/ICCHUSX JOHKHOCTHBIMU JIMLIAMHU, OTBETCTBEHHBIMU 33 OPraHM3alUI0 U IPOBEICHUE
MeponpusTus. Konuu Takux MpoTOKOJIOB FOTOBATCS K PACCHUIKE M PACCHUIAIOTCA CTPYKTYPHBIM
MO/APAa3/IeICHUEM JOHKHOCTHBIMU JIMLIAMHU, OTBETCTBEHHBIMHM 3a OpPraHU3allMI0 U IPOBEICHUE
MEPOTIPUSTHSL.

5.50. IIpoTokoyiaM NMpUCBaUBAIOTCA MOPSAKOBBIE HOMEPA B Mpeaenax KaJleHIapHOro roja
WIA Tieprojia paboThl KOMHCCHH (COBETa, BPEMEHHOW paboueil Tpymibl) MO KaKIoW TpyIie
IIPOTOKOJIOB OTIEJIBHO.

[TonnmMHHUKKM TPOTOKOJOB IO MECTy MX peructpauuud (opMHUpYIOTCS B Jena 1o
HOMeHKJIaType aen Opranu3aiuu B COOTBETCTBUU € yHKTOM 8.20 MHCTpyKIMH.

5.51. BHyTpeHHHE JOKYMEHTBI Ha UM PYKOBOJIWTEISA JAPYIOro CTPYKTYpHOIO
nonpaszaenenus peructpupyrorces B COJl (B ciayuyae ee UCHONB30BaHUS) WM PETUCTPUPYIOTCS B
MOJpa3JeIeHny, CO3/aBIIUM  JOKYMEHT. 3aperucTpUpOBaHHBIA  JOKYMEHT NeEepenaeTcs
HENOCPEAICTBEHHO B MOJPa3/IeICHHE — aipecar, B KOTOPOM IIOBTOPHO HE PETUCTPUPYETCSI.

5.52. Tlpu Bxmrodennu B COJl BXOAAMIMX TOKYMEHTOB, UX PETUCTPALIMU, PACCMOTPEHUU U
ucnosHeHnu B DOPK BHOCATCS cieayromue CBEIEHN O TOKYMEHTE:

a) HAMMEHOBaHKE OpraHU3aluu (KOPPECIIOH/IEHTA);

0) aapecar;

B) HAMEHOBaHUE BUJA TOKYMEHTA;

T) JaTa MOCTYMUBIIETO T0KYMEHTA;

1) PETUCTPALIMOHHBIA HOMEP MOCTYNUBILErO JOKYMEHTA;

€) IOJKHOCTh, (PaMIITHUS U UHUITHAIIBI JTUIA, TOAMKUCABIIETO TOKYMEHT;

) J1aTa MOCTYIUJICHUS IOKYMEHTa;

3) BXOJISIINI pEruCTPaIlOHHBII HOMED;

1) 3ar0JIOBOK K TEKCTY (KpaTKoe cofiepaHhe JOKYMEHTA);

K) KOJIMYECTBO JIMCTOB OCHOBHOT'O JOKYMEHTA,

J) OTMETKa O TPWIOKEHUU (KOJIMYECTBO MPWIOKEHUH, OOIee KOJIMYECTBO JIMCTOB
IIPUIIOKEHUN);

M) CBEIEHHS O CBS3aHHBIX JOKyMEHTax (HaMMEHOBaHHE BHUJAa JOKyMEHTa, Jara,
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pErUuCTpallMOHHbBII HOMEp, TUII CBSI3H);

H) pe30diouus (UCTOJHUTENb (MCIOJHUTENIN), MOPYUYEHUE, TOJDKHOCTHOE JIMIIO, JIaBIlee
MOpy4eHHE, J1aTa);

0) CPOK HCIIOJIHEHUS JOKYMEHTA;

1) MHJEKC Je1a 10 HOMEHKJIAType Jell;

P) CBelleHUs O Iepeaipecallui JOKYMEHTa;

C) OTMETKa O KOHTPOJIE;

T) rpu¢ OrpaHUYEHUS TOCTYIA K TOKYMEHTY;

y) cBeficHUS 00 JICKTPOHHOM IMOITUCH;

() pe3yapTaT MpOBEPKH AICKTPOHHOHU moanucy (Bkiatoyatorcs B COJl, ecnu mOCTYNUBIIHIA
JOKYMEHT IOJIIUCAH YCUICHHOW 3JICKTPOHHOM MOIIHUCHIO).

5.53. Ilpu Bxmouenun B COJl ucxopsamux nokyMeHToB B OPK BHocsATCs cienyromiue
CBEJICHUS O IOKyMEHTE:

a) ajipecar;

0) 1OJKHOCTB, (haMUIINs M MHULMAJIBI JINLA, [TOIUCABILIET0 JOKYMEHT;

B) HAUMEHOBaHUE BUJA TOKYMEHTA;

I') AaTta JOKyMEHTa;

1) PETUCTPALIMOHHBIA HOMEP TI0KYMEHTA;

€) 3aroJI0BOK K TEKCTY (KpaTKoe COoiep)KaHue JOKYMEHTA);

) CBEIEHHUS O CBSI3aHHBIX JJOKyMEHTax (HaMMEHOBaHME BHUJA JOKyMEHTa, JiaTa,
pEerucTpaliMoOHHbII HOMEp, TUI CBSI3H);

3) KOJIMYECTBO JIUCTOB OCHOBHOI'O JIOKYMEHTA;

1) UHJEKC JieJ1a 10 HOMEHKJIAType Jell;

K) OTMETKAa O MPWIOKEHUU (KOJIMYECTBO NPUIOKEHHUH, 0Olee KOJUYECTBO JIMCTOB
MIPUIIOKEHU );

1) rpud OrpaHUYEHHUS JOCTYIA K TJOKYMEHTY;

M) Toipa3/iesieH e (JOKHOCTHOE JIUIIO) - OTBETCTBEHHBIN HCIIOIHHUTEIb TOKYMEHTA;

H) cBeJleHUs1 00 AJIEKTPOHHON MOIHUCH.

5.54. Ilpu Bxmouenun B COJ] BHyTpeHHuX AokymeHTOB B DPK BHocsATCs cienyroniue
CBEJICHMsI O JOKyMEHTe (cocTaB CBeAeHMH, BHOCMMBIX B COJl mpu perucrpanuy BHYTPEHHUX
JIOKYMEHTOB, 3aBHCUT OT BHJIa PETUCTPUPYEMOTO JOKYMEHTA):

a) HaMMEHOBAaHME MOJpa3JeyieHus (JOJKHOCTH PAOOTHHMKA), MOJITOTOBUBLIETO IMPOEKT
JIOKYMEHTA;

0) HaMMEHOBaHMUE BUJA JOKYMEHTA;

B) JlaTa JOKYMEHTA;

') pETUCTPALIMOHHBIA HOMEP IOKYMEHTA;

1) AOJDKHOCTh, (paMUiIMs M MHULIMAIIBI JIMLIA, TOANHCABIIEr0 TI0KYMEHT;

€) CBEICHHS O CBS3aHHBIX JIOKYMEHTax (HauMMEHOBaHME BHUJA JOKYMEHTa, [JaTa,
pEeruCTpaliMOHHbII HOMEp, TUI CBSI3H);

) 3aroJIOBOK K TEKCTY (KpaTKoe Co/ep KaHue JOKYMEHTA);

3) OTMETKa O MPHUJIOXKEHUM (KOJMUYECTBO MNPHIIOKEHUH, oOIiee KOJUYECTBO JIMCTOB
MPUIOKEHUN);

1) UHJEKC JieNla IO HOMEHKIIaType Jell;

K) yKa3aHus 10 UCIIOJIHEHUIO JOKYMEHTA (MCIIOJIHUTENb, TOPYyUYEHHUE, 1aTa UCTIOTHEHHUS);

J) OTMETKa O KOHTPOJIE;

M) rpu¢ OrpaHUYeHHs 10CTyNa K JOKYMEHTY;

H) ToJpasjesieHne (JOHKHOCTHOE JIMI0) — UCIIOJIHUTENb (OTBETCTBEHHBIM HCIIOIHUTEND)
JIOKYMEHTA.

JIOTIOJIHUTENBHO K YKa3aHHBIM CBEICHHUSAM O BXOSIINX, MCXOMALIMX WU BHYTPEHHUX
nokymenTtax B OPK C3Jl MOTyT BHOCUTBCS UHbIE CBEACHHUS.

5.55. Yuer konmdecTBa JOKYMEHTOB, INOCTYNMBIIMX, CO3JaHHBIX, OTIPABICHHBIX 3a
OTpe/ieNIEHHBIN MepHoJT BpEMEHH, MOXKET IPOBOAUTHCA 110 OpraHu3aiuy B LEJI0M, [0 OTJAEIbHBIM
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nojapasjieneHusM (paboTHUKAM), IO TPyNImaM JOKYMEHTOB, KOPPECIIOHIEHTaM, JEHCTBHSIM,
MPOU3BEICHHBIM C JOKYMEHTaMH, U APYTUM HapaMerpam, HeoOXOIUMBIM ISl aHaIu3a paboTHI ¢
JOKYMEHTaMHU B 1IeJIIX €€ COBEPIICHCTBOBAHMUSI.

5.56. Ilpu ydyere obbemMa TOKYMEHTOOOOPOTA MOACUYUTHIBACTCS KOJIMYECTBO JOKYMEHTOB
BBIJICJICHHOW TPYMIBL. Y4YeT KOJIMYECTBA JOKYMEHTOB MPOBOAMTCS 10 naHHbM COJI (B cirydae ee
UCIIOJIb30BAHUS ), PETUCTPALIMOHHO-YUETHBIX )KYPHAIOB U KapTOTEK.

5.57. 3a eauHuny y4yera KOJUYECTBAa JOKYMEHTOB MPUHUMAETCS €IUHCTBEHHBIN
DK3EMIUISAP JOKYMEHTA: MOJIMHHUK WU KOMUs (€CIM KOMUS — CIUHCTBEHHBIA SK3EMILIP
nokymenta B OpraHuzanuu, HampuMep, KONHUS MCXOJAIIero MuchMa) 0e3 ydeTa KOMuM,
CO3MaBacMbIX TIPU TM€YaTH M KOMHPOBAHUM (THpakupoBaHWH). KONMUKU JOKYMEHTOB TIpH
HEO0OXOIUMOCTH aHAJIN3a YUUTHIBAIOTCS OTJEIIBHO.

5.58. Pesynprarel yuera oObemMa JokymMeHTooOOpoTra B OpraHu3zanuu €XKeroaHo
o0obmarorcs Jlenonpon3BoaUTeNeM U MPEICTaBISIIOTCS PYKOBOJICTBY B BUJE OTYeTa 00 0Obeme
JOKYMEHTO000pOTa 32 IO/,

VI. KoHTpoJIb HCIIOJIHEHNS JOKYMEHTOB (II0PY4Y€eHUI)

6.1. KoOHTpOJIb WCHONHEHUS JOKyMEHTOB (TMOpydYeHHWil) Bemercs B LEIIX HX
CBOEBPEMEHHOI'0 U KaUeCTBEHHOI'O MCIIOJHEHHUS.

6.2. KoHTpOb UCTIOIHEHNS JOKYMEHTOB (IIOPY4YEHUIT) BEAETCA:

PykoBomuTeneM wWiaM MHBIM = JOJDKHOCTHBIM JIMIOM  OpraHusanuy  —HCIOJIHEHUS
JIOKYMEHTOB (IIOpPY4€HHUI) IO CYLLIECTBY;

HenomnpoussoauresneM OpraHu3anuy — CPOKOB UCIIOJIHEHUS TIOKYMEHTOB (IIOpy4deHuil).

Jlenonpon3BOAUTENEM LEHTPAIU30BAHHOMY KOHTPOJIIO IOJUIEKAT 3aperucTpUpOBaHHbBIC
JIOKYMEHTBI ¢ OTMETKOH 0 KoHTpoJie («KOHTpouby»), IpOCTaBIsIEMOl B COOTBETCTBUU C ITYHKTOM
2.54 IHCTpYKIIH.

6.3. PacriopsaurenbHble JOKYMEHTBI, IPOTOKOJbI 3acelaHuil (CoBellaHuil), coxepraiue
MOPYYEHUsI C KOHKPETHBIMH CPOKAMM MCIOJIHEHMSI, CTaBSTCSI HA KOHTPOJIb IO KaxaAoMy
HOPYYEHUIO OTEIBHO.

6.4. KoHTpOJb CPOKOB UCTIOIHEHUS JOKYMEHTOB (MIOPYYEHUIT) BKIIOUAET B CEOSI:

MIOCTAHOBKY JIOKYMEHTOB (TIOPY4€HUI) Ha KOHTPOJIb;

IIPOBEPKY CBOEBPEMEHHOCTH JOBECHUS JTOKYMEHTOB (IOPYUYEHUIT) 10 UCIIOJIHUTENEH;

[IPEIBAPUTEIIBHYI0 TPOBEPKY M  PErYJIMpPOBAaHUE XOJa MCIOIHEHHUS JOKYMEHTOB
(mopyuenuii);

CHSITHE C KOHTPOJISl JOKYMEHTOB (IIOpY4YeHUil);

y4erT, 0000IIeHNE U aHAJIU3 PE3YJIbTaTOB X0/1a UCIIOJIHEHUS TOKYMEHTOB (TIOpyUYeHH);

uHpopmupoBaHue PykoBoauTens O XOjA€ HCHONHEHHUS JAOKYMEHTOB (NOpY4YeHHH) WU
COCTOSTHUU MCTIOJIHUTEIBCKOW TUCIIUIIINHBI.

6.5. CpoKM UCTIOJTHEHUS IOKYMEHTOB (TIOpYyYEHHI) HCUUCIIAIOTCS B KaJICHApHBIX JTHSX.

Ecnu mocnenHuil neHb cpoka MCIONHEHMsI JOKyMEHTa (IOpy4YeHHUs) NPUXOJIUTCS Ha
Hepabouui JeHb, TO JOKYMEHT MOJICKUT HUCIOJHEHUIO B OmKallmumil cienyromuil 3a HUM
pabouuii neHb.

Jlata wucnonHeHus JokyMmMeHTa (mopydeHusi) ¢uxcupyercs B OPK COJl unm uHOi
PErUCTpallMOHHO-YUYeTHOU (opMe, HCIONb3yeMON [UIsl OTCIIEKHBAHUS CPOKOB HCIOJHEHUS
JIOKYMEHTA (TIOpY4YEHHUS).

Cpoku UCTIOJTHEHMSI TOKyMEHTOB (MIOpYy4YeHUil) ycTaHaBINBaIOTCsS PykoBoauTeneM, HCXos
U3 CpOKa, YCTaHOBJIEHHOIO OpraHM3allell, HanpaBUBIIEH [JOKYMEHT, WM CpOKOB,
YCTaHOBJICHHBIX 3aKOHO1aTeNIbcTBOM Poccuiickoit denepanumu.

6.6. JlokyMeHTHI (TIOpy4eHUs ) MOJUIekKAT UCTIOTHEHHUIO B CIEIYIOIIUE CPOKH:

C KOHKPETHOM JaTON UCIIOJIHEHHS — B YKAa3aHHBIHN CPOK;

0e3 yKkazaHUs KOHKPETHOW JaTbl MCIIOJHEHMs, MMEIOIIME B TEKCTE€ IMOMETKY «BEChbMa
CPOYHO»— B TE€YEHUE OJHOrO JHS, «CPOYHO»— B 3-IHEBHBIA CPOK; «ONEpaTUBHO»— B 10-THEBHBII
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CPOK; OCTaJIbHBIE — B CpOK He Oosee 30 qHEl;

I10 MMAapJIAMEHTCKUM 3alpocaM — He M03Hee YyeM uepe3 15 nHel co qHS NOoaydeHuUs;

no 3ampocam wieHoB CoBera ®Denepauuu, naenyraroB locymapcTBeHHON Jlymbl
(memyTaTckoMy 3arpocy) He no3aHee yeM yepe3 30 qHel co IHS MOoTyyYeHUsl.

10 MEXXBEJIOMCTBEHHBIM 3aIIpOcaM O MPEJCTaBICHUH JTOKYMEHTOB U (1K) HH(GOpMaluU B
HENAX MPEAOCTaBICHHS TOCYIaPCTBEHHBIX U MYHULIMIAIBHBIX YCIYyT — 5 pabouux aHel co IHS
MOJIy4eHHs 3aIpoca, €CJIM 3aKoHoAarenbcTBOM Poccuiickoit denepanuy HE yCTaHOBJIEH WHOMN
CpOK;

1o oOparmieHusM rpaxaad — 30 THeW co JTHS perucTpaIyy.

6.7. IlpuocTaHOBUTH MHCIIOJIHEHHE KOHTPOJIBHOTO JIOKyMEHTa (MOpY4YEHHs), a TaKxke
OTMEHUTH €T0 MOKET COOTBETCTBYIOIIMI PYKOBOJAUTENb, MOJIUCABIINNA JOKYMEHT WM JaBIIUN
nopyueHue (yka3aHue).

6.8. B 1ensx CBOEBPEMEHHOTO HCIIOJIHCHHS JIOKYMEHTOB, MOpY4YeHUH (yKa3aHHi),
IIOCTABJICHHBIX HAa KOHTPOJb, Jlenonpon3BOAUTENL NPOBEPSIET CBOEBPEMEHHOCTH JOBEICHUS
JIOKyMEHTA (TIOPYYEHHUSI) 1O UCTIOJIHUTEIS.

6.9. Ecnu cpok ucrnofiHeHUs JOKyMeHTa (MOpy4eHUs) MPEBBIIIACT OJUH MECSL, B LEJAX
o0OecrieyeHUss  CBOEBPEMEHHOTO  HWCIOJHEHUS  JOKyMeHTa  (IOpydeHus))  MPOBOIUTCS
IPEBAPUTENbHbI KOHTPOJIb M HAallOMHUHAHWUS UCIHOJHUTENSM O MPUOIMKEHUH CPOKOB
UCIIOJTHEHUS IOKYMEHTOB (TIOpyUYEHUiN).

6.10. IIpenBapuTenbHbIi KOHTPOJIb OCYIECTBIISIETCS B CIEIYIOIIEM MTOPSJIKE:

JOKYMEHTOB (IIOPYYEHHUI) TIOCTEAYIONIHNX JIET — He PEXKe OJHOTO pasa B ol

JIOKYMEHTOB (MIOPYYEHHMIT) MOCIEYIOIUX MECSIEB TEKYILEro rojla — He PEKe OJHOI0 pas3a
B MECHII;

JOKYMEHTOB (IIOpYYEHHUIH) TEKyllero Mecsiua — 3a 5 JHEH J0 MCTEYeHUs CpoKa
UCIIOJTHEHUSI.

6.11. HanmoMuHaHue MCHOJHUTENSAM O NPUOIMKEHUU CPOKOB HCIOJHEHMSI JOKYMEHTOB
(Opy4eHHi) MOXKET OCYIIECTBISATHCS TaKKe B aBTOMATHUYECKOM pexkuMme nocpenctsom COJI (B
Clly4ae €€ UCIOJIb30BaHus).

Hanomunanus wucnonHuTensiM, a Takke uHpopMalus 00 HCHOIHEHMH JOKYMEHTOB
(mopyueHuii), Tmody4deHHas OT wucnonHuTenen, Qukcupyrorcs B OPK C3OJ] wnm  uHBIX
PETUCTPAlMOHHO-YYETHBIX (OopMax, MCIONB3YEMbIX Ui KOHTPOJS MCIOJHEHHUS JOKYMEHTOB
(mopy4enuii).

6.12. Tlpn HEOOXOAMMOCTH HM3MEHEHHs CPOKa HCIIOMHEHHS JOKyMEHTa (MOpYyYCHUs)
OTBETCTBEHHBII HCIIOIHUTENb 00513aH MPEJICTaBUTh HA UMs PYKOBOJUTENS, AABILErO MOPYUYEHUE,
000cHOBaHME (CITy’)KEOHYIO 3allUCKy) O HPOJJICHMM CPOKa C yKa3aHHUEM NPUYMH MPOAJICHHUS U
JIaThl UCTIOJTHEHMSL.

OO0ocHOBaHME MPOJUIEHUSI CPOKAa MCIIOJHEHHsI JOKyMEHTa (MOpYy4eHHUs) MOJDKHO OBITh
HAIPaBJIEHO COOTBETCTBYIOLEMY PYKOBOAMUTENIO HE MO3[HEE, YEM 10 MCTEYEHUU JIBYX TPEThUX
CpOKa MCIIOJHEHMSI JOKYMEHTA (TOpyUYEeHHS).

OO0 U3MeHEeHUH CpoKa UCIOJHEHUS JOKYMEHTa (MOPYYeHHs) OTBETCTBEHHBIM MCIIOIHUTENb
uHpopmupyet JlenonpousBoautens (aJTOTMYHBIM 00pa3oM MOTYT ObITh BHECEHbI W3MEHEHHs B
COCTaB UCHOJHUTENEH JOKyMeHTa (mopyueHus) ¢ 00s3aTelbHbIM HH()OPMHpPOBAHHEM
JenonpousBoaurens).

6.13. JlokymeHT (TIOpy4YeHHE) CUMUTAETCS HCIOJHEHHBIM, €CIIM TPHUHATHI PEIICHHS I10
MIOCTaBJIEHHBIM BOINPOCAM, MOJATrOTOBIIEHBI COOTBETCTBYIOIINE JTOKYMEHTHI, HAIlpaBJIeHA CIpaBKa
00 HCITOJIHEHUHU B COOTBETCTBYIOIINE OPTaHbl BIacTH (OpraHU3allii) WK JaH OTBET M0 CYLIECTBY
3aMHTEPECOBAHHBIM JINLAM.

Pemenne 00 wHCNONHEHWH JOKyMeHTa (MOpPY4YeHMs]) MPUHUMAET PYKOBOJIUTEIb,
NOCTaBUBIIMK JOKYMEHT (TOpy4Ye€HHE) Ha KOHTPOJIb, C 00s3aTelIbHBIM HH(POPMHPOBAHUEM
Henonpouspoaurens Opranuzaiuu.

Ha ncnoiaHeHHOM TOKyMEHTE IPOCTaBIISIETCS OTMETKA O HAIlpaBJIIEHWU JOKYMEHTA B JAEJIO
B COOTBETCTBUHU C IMyHKTOM 2.55 MHCTpyKIIMU, cBeieHns 00 NCIIOJTHEHUH IOKYMEHTa (TIOpy4YeHUs)
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BHOcsATCs B OPK COJl unum wHYHO pEerucTpaliiOHHO-YYETHYIO (OpMY, HCIIONB3YEMYIO IS
KOHTPOJISI UCTIOJIHEHUS.

6.14. JlokyMeHTHI (TOpyUYeHHUs), HE CHATBIE C KOHTPOJIA, @ TAKXKE JOKYMEHTHI (IIOpyYeHusl),
CPOK HCIIOJIHEHUSI KOTOPBIX HE MPOJUIEH, CYUTAIOTCS HEUCIIOJHEHHBIMU.

6.15. JlenonmpousBoautens OpraHuzanuy aHAJIM3UPYET COCTOSHME M PE3YJIbTaThl
VCIIOJIHEHUS IOKYMEHTOB (IIOPYYEHHI) U COCTOSIHUE UCIIOIHUTENbCKOW JUCIIUIIINHBL:

B MOpPSAJKE IPEIBAPUTEIBHOTO KOHTPOJS HANpaBisSeT B CTPYKTYPHbIE MOApa3/eIeHUs
(pabotHukam) OpraHu3aluy HAMOMHHAHUS O JOKYMEHTaX, CPOKH HWCIOJHEHHS KOTOPBIX
UCTEKAIOT (3a 3-5 AHel 10 OKOHYaHMsI CPOKA UCIIOJIHEHUS IOKYMEHTA);

pa3 B Mecsll M IO OKOHYaHHMU rojga PykoBoaurento OpraHuszauud U PyKOBOIUTEISAM
CTPYKTYPHBIX IOJpa3A€ieHNUl HalpaBisieT OTYEThl O KOJIMYECTBE JIOKYMEHTOB, UCIOJIHEHHBIX B
CPOK, HCIIOJIHEHHBIX C MPOAJIEHUEM CpOKa HCIOJHEHUS, HE MCIIOJHEHHBIX, HaXOASIUXCS Ha
ucnionHeHun 1o OpraHu3anuu B LEJIOM, [0 CTPYKTYpHBIM MOApa3fCiIeHUsAM U, IpHU
HEO00XOIUMOCTH,— 110 OTAEIBHBIM UCIIOJIHUTEIISIM.

VII. Opranusanusi padoThbl HCIOJIHUTEIS C JOKYMEHTAMH

7.1. VicnoaHUTENh NOJIy4aeT JOKYMEHThI Ha UCIIOJIHEHUE B JIEHb UX PACCMOTPEHUS WM HA
clenyromuid pabouuii JeHb B COOTBETCTBHHM C DPE3OJIOLUUSMU pPyKOBojAcTBa OpraHuszauuu u
pykoBogutens — nonpasgeneHus.  CpoyHble  JOKYMEHTBl — MEpPEJaroTCsl  HMCIIOJIHMUTEIIO
HE3aMeJINTEIBHO.

7.2. JIOKyMEHTBI, IOCTyHAlOIIME B CTPYKTYpPHOE MOJPAa3JClIEHUE C PEe30TIOLUIMU
PYKOBOJICTBa, IEPENAIOTCS PYKOBOAMUTENO MojapasnencHus. Ecaum JOKyMEHT, MOCTYNUBIIMA Ha
UCIIOJIHEHUE B IMO/pa3/elICHHe, HE HUMEET OTHOLICHUS K KOMIIETEHUUH IOApa3/ieiIeHUs
UCIIONTHUTEIISA, PYKOBOJAUTENb MOApPA3IeiCHHs] OH B TOT K€ JEHb HIIM Ha CIEAYIOUIU pabouuit
JIeHb BO3BpallaeT ero B Jleqonpon3BOAUTENIO JIsl PELIEHUs BOIPOCa O IEPEHANpaBIEHUU €ro Ha
WCIIOJTHEHHE B JIPYTroe Mojipa3esieHue (IpyroMy UCIIOTHUTEIIO).

7.3. UcnoniHeHne TOKyMEHTa IIpe1yCMaTpUBAET:

cOop 1 aHAKM3 HEOOXO0AMMON MH(POPMALINH;

MOJATOTOBKY MPOEKTA IOKYMEHTA U €ro 0(hopMIIEHHE;

COTrJIacOBaHUE MPOEKTA TOKYMEHTA C 3aMHTEPECOBAHHBIMU JIUIIAMU;

NopaboOTKy MpOEKTa JOKYMEHTa IO 3aMEyYaHHUSAM, MOJIYYEHHBIM B XOJE COTJIACOBAHMS H,
pU HEOOXOTUMOCTH,— IIOBTOPHOE COTIACOBAHMUE);

MOJArOTOBKY CHMCKA (yKa3aTelsl) pacChUIKU JOKYMEHTA, €CIM JIOKYMEHT aJIpeCOBaH Ipymmne
OpraHu3alui;

IIpe/ICTaBIeHNE MTPOEKTa JOKYMEHTA Ha MOANUCH (YTBEPKIEHUE) PYKOBOJICTBY;

MOATOTOBKY IOKYMEHTa K OTIpaBKe U Mepefady KOMUU JOKYMEHTa B AeNO (BBIMTOIHACTCS
JenonpousBoaurenem).

7.4. Ilpm HampaBiI€HUUM JOKYMEHTAa HECKOJbKHM HCIIOJIHHUTENSAM OTBETCTBEHHBIM 3a
MOJTOTOBKY NMPOEKTa JOKYMEHTA SIBJISIETCSI UCIIOJIHUTENb, YKa3aHHBIM B PE30JIIOLIMY NEPBBIM HIIN
0003HaYEeHHBIN B PE30JIOIIMN KaK OTBETCTBEHHBIN UCIIOIHUTENb.

7.5. OTBETCTBEHHbII HCIOJIHUTEIh HMMEET TMpaBO JaBaTh IOPYYEHHUS OCTaIbHBIM
WCTIOTHUTEISM, TPOBOJIUTH pabodre COBEIIaHUs IJs BBIPAOOTKHM COBMECTHOTro pemieHHus. Bce
MCIIOJTHUTENIN B PaBHOM CTENEHU OTBETCTBEHHBI 32 CBOEBPEMEHHOE U Ka4eCTBEHHOE HCIIOJIHEHHE
MOPYYEHUS] U NPEACTABICHHE OTBETCTBEHHOMY HCIIOJIHUTENIO B YCTAHOBJIEHHBIE WM CpPOKH
HEOOXOUMBIX MaTepuaioB (IIPOEKTOB JOKYMEHTOB, CIpaBoK). VcmonHuTenn He MMEIOT MpaBa
NPEACTABIATh  MPOEKTHl  JOKYMEHTOB  PYKOBOJUTENIO, JaBUIEMY IOpPYYEHUE, MHUHYS
OTBETCTBEHHOT'O UCTIOJTHUTEIIS.

7.6. B cyyae OTCYTCTBHUSI UCTIOJIHUTENS (KOMaHIMPOBKA, OTIMYCK, 00JI€3Hb) JJOKYMEHT IO
YKa3aHUIO PYKOBOIMTENS MOJpa3felieHusl NepeaeTcs IpyroMy HCIOJHUTENI0 C 00s13aTeIbHbIM
cooOuienueM ero pamunnu Jlenonpou3BoauTento i BHeceHus: n3menennii B OPK nokymenra B
CO/l nnu MHYIO perucTpaliOHHO-YYETHYIO (hopMy.
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7.7. Tlpu yBOJILHEHUH WX TIEPEXOJC HA APYrOM ydyacTOK paboThl pabOTHHUK 00s3aH CIaTh
JOKYMEHTBI U JIeJla CBOEMY HENOCPEICTBEHHOMY PYKOBOJIUTENIO WM IO €r0 YKa3aHUI BHOBb
Ha3HAUYE€HHOMY COTPYAHMKY (B ciydae HEOOXOAMMOCTHU,— 10 aKTy IIpUeMa-Tliepeiayl, B KOTOPOM
YKa3bIBAIOTCA BUJIBl 1€ (3arojIOBKM J€J1) M MX KOJWYECTBO MU KOTOPBIM IOAMMCHIBAETCS
pabOTHUKOM, EPEAABIINM JOKYMEHTHI, U pAOOTHUKOM, IPUHSBIINAM JTOKYMEHTHI).

7.8. Pe3ynpTaToM UCIIOJIHEHUS JOKYMEHTA SIBISETCS IPOEKT JOKYMEHTA, IIOArOTOBJICHHBIN
UCIIOJIHUTEIIEM.

[IpoekT nokymMeHTa CO BCEMH HEOOXOAMMBIMU IPWJIOKEHUSMHU, Hale4YaTaHHbIM U
O0(OpPMIICHHBI B COOTBETCTBUU C INpaBWJIaMH, YCTaHOBJIEHHbIMH B paszjene 3 HMHcTpykuuw,
UCIIOJIHUTENIb COIVIACOBBIBAET C 3aMHTEPECOBAHHBIMU IOJPA3ACIACHUSAMM W JIMLAMU W, IpU
HE00XO0IUMOCTH, C APYTMMH OPraHU3ALUSIMH.

JIOKyMEHTBI, TIpeAHa3HaYCHHbIEC I OTIPAaBKH, OQOpPMIISIOTCS Ha OnaHke OpraHuzanuu
YCTAHOBJIEHHON (opMmbl. 11 OTHpaBKM JOKYMEHTOB, HE MMEIOLIMX aJpecHOM 4YacTw,
COCTaBJISIETCS] COIIPOBOAUTEIBLHOE MTHCHMO.

Ha noxymeHT, paccbuiaeMslil 6osiee ueM B 4eThIpe aJpeca, UCIOIHUTENb TOTOBUT CIIMCOK
pacChbUIKH, OIpPEAEseT KOJMYECTBO OSK3EMIULIPOB JOKYMEHTa M IIOCIE€  PErucTpanuu
o0ecreynBaeT U3roTOBJICHUE HEOOXOIUMOI0 KOJTMUYECTBA KOIUI.

7.9. MHcnonuurenb  (OTBETCTBEHHbIM  HMCIOJIHHUTENb) OPraHU3YyeT  COIJIaCOBaHME
(BU3MpOBaHME) NPOEKTa JOKYMEHTa CO BCEMHM 3aMHTEPECOBAHHBIMM JIMIAMU M IPOBOAMUT
NopabOTKyY MPOEKTa MO 3aMEUaHUsIM B COOTBETCTBUU C myHKTamu 4.1 - 4.11 MHCTpyKIHH.

IIpy Hammuyuu OONBLIOrO KOJMYECTBA 3aMEUYaHUU A0 MPEACTaBICHUS J10pabOTaHHOTO
IIPOEKTa JOKYMEHTa Ha MOJNUCh PyKOBOJMTENIO HCIOJHUTENb TOTOBUT CBOJKY 3aMeYaHUM
(mpe1oKeHui), B KOTOPOM yKa3bIBaeTCs: COAEp)KaHUE 3aMeydaHusl (MPEeAokKeHUs), JOIKHOCTb,
damunus 1uua, JaBLIErO 3aMeyaHHe, MPUHATO WM OTKJIOHEHO 3aMeuyaHue (eciau 3aMedyaHue
OTKJIOHEHO,— IPUUUHY OTKJIOHEHHUS).

7.10. Ilocne 1opaOOTKH M MOBTOPHOTO BU3MPOBAHHUS (COIJIACOBAHMS) MPOEKT JOKYMEHTA
nepenaercss Ha noxanucanue (yrBepxaeHue). Jlo mpeicTaBieHHs Ha MOAMNMCH HCIOJIHUTEINb
NpOBEPSIET NPAaBWIBHOCTh O(OPMIICHUS JOKYMEHTa, NPAaBMIBHOCTH OGOpPMIICHHUS ajapecara,
HaJIMYMe HEOOXOIUMBIX BH3, NPUIOKEHUH, NMPU HEOOXOAWMOCTU — CIPABOK, MOSICHUTEIbHBIX
3alMCOK, Pa3bICHSAIOMIUX COJAEpKaHHE MOJTOTOBJICHHBIX JOKYMEHTOB, JMcTa (yKasaress)
PacChUIKH.

7.11. IlomnucaHHBIM JOKYMEHT MCIHOJHHUTEIb B COOTBETCTBUU C  IOPSJIKOM,
YCTAQHOBJICHHBIM HacTosled WHCTpykiuen, nepemaer Ais PErucTpaldd M OTIPaBKU W/HIN
BKJIIOUEHUS B JEJI0.

B cootBercTBUM ¢ HOMEHKIAaTypoi aen OpraHu3aluy MCIIOJHUTENb ONPEACIseT MHIEKC
Jiena, B KOTOPO€ JOKEH OBITh BKIIFOUEH IOKYMEHT.

7.12. B X0A€ NCNOJIHEHUS TOKYMEHTA UCIIOJHUTENb UMEET MIPaBoO IpejlaraTb U3MEHEHHE
CPOKa MCIIOJIHEHHUS], €CIM OTCYTCTBYIOT peasIbHbIE YCIIOBUS MCIIOJHEHUS IOKyMEHTa (IOpy4deHus),
JIeNIaTh TIOMETKH Ha JOKYMEHTE O BPEMEHM €ro IOCTYIUIEHHSA, O JaTax IPOMEKYTOYHOTO
KOHTpPOJISI, Tele(OHHBIX M NUCHBMEHHBIX 3alpocax, O Jare M pe3yJbTaTe OKOHYATEIbHOI'O
VCIIOJIHEHMUS.

7.13. UcnonHuTtenb HE MMEET IpaBa pas3rjallaTh COJEp)KaHUE MOCTYNMBIIUX K HEMY
JIOKYMEHTOB ¥ TOJTOTOBJIEHHBIX IPOEKTOB CIIy>KEOHBIX JOKYMEHTOB, C HHMHU MOTYT OBITbH
03HAKOMJIEHBI TOJIBKO JIMIIA, UMEIOLUE OTHOILIEHUE K UX UCTIOJTHEHHUIO.

VIII. ®opMupoBaHue J10KyMeHTAJIbHOr0 ponga Opranusannu

8.1. OnepatuBHOE XpaHEeHHE NOKYMEHTOB OpraHu3anuu 10 NEepeladyd UX Ha XPAHCHHUE B
apXMB WJIM  YHUYTOXEHUE  OCYILIECTBISETCS B  CTPYKTYPHBIX  MOApa3zieleHusIX  (y
paboTHUKOB)OpraHnu3aiuu.

8.2. B menax xpaHeHHsl, TOMCKA U MCIIOJIB30BaHMS JTOKYMEHTHI Ha OyMakHOM HOCHUTENE U
AIIEKTPOHHBIE JOKYMEHTHI (POPMHUPYIOTCS B JIeJIa B COOTBETCTBUU C HOMEHKJIATYpOU Jell.
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Homenkmarypa nmen 3akperusier  kiaccuduKkamuioo  (TPYHNIUPOBKY)  HMCIOJHEHHBIX
JIOKYMEHTOB B JeJjia (2JIEKTPOHHBIE JieNla), CUCTEMATHU3alUI0 U WHJIEKCALMIO JeJl, CPOKH HX
XPaHEHUS U SIBJISETCSI OCHOBHBIM YYETHBIM JTOKYMEHTOM.

HomeHkiiatypa nen sBis€TCS OCHOBOM JUIsl COCTAaBJICHUS OIMCEH el ITOCTOSIHHOIO,
BpeMeHHbIX (CBbIlIe 10 JeT) CPOKOB XpaHEHHUS U MO JUYHOMY COCTaBYy, aKTOB O BBbIICJICHHH K
YHUYTOXXEHUIO JOKYMEHTOB C MCTEKIIMMHU CpPOKaMHU XpaHEHHUs, a Takxke i yuyera Jei
BpeMeHHbIX (710 10 J1eT BKIIIOUNTENBHO) CPOKOB XPAHEHHS.

8.3. Homenknartypa nen OpraHu3ali COCTABJISIETCS HAa OCHOBE M3YUEHHsI COCTaBa U
coJlep’KaHusl JOKYMEHTOB, 00pa3yromuxcs B AesreabHocTd Opranusanuy, BKIOYas T0OKYMEHTHI,
IIOCTYIAIOIINE U3 APYTUX OpPraHu3aLui.

8.4. Ilpum cocraBieHMM HOMEHKIATYphl el CcleAyeT pPYKOBOJACTBOBATHCA YCTaBOM
Opranu3zanui, Moja0KEHUSIMH O CTPYKTYPHBIX MOAPA3IENEHUAX, JTOJDKHOCTHBIMU UHCTPYKIIUSIMU
pabOTHUKOB, IITaTHBIM pacluUcaHueM, IUIaHAMM M oTueTamMu o pabore Opranuzanuu,
HOMEHKJIATypOH Jell 3a MPOLISAIINA ToJ, JOKAIbHBIMH HOPMAaTUBHBIMU akTamMu OpraHu3anuu,
COJIepKalllUMH CBEICHUA O JOKYMEHTaX, oOpasymommxcs B JesATeslbHOCTH OpraHusainu,
TUMOBBIMU M TPUMEPHBIMH HOMEHKJIATypamMu Jei (MpU HX HAJIWYUHU), BEAOMCTBEHHBIMH U
TUTIOBBIMU NIEPEYHSIMU JTOKYMEHTOB C YKa3aHUEM CPOKOB MX XpaHEHHUSI.

8.5. B HOMeEHKJIATypy JieJ BKJIIOYAIOTCS BCE JOKYMEHTBI, OTPaXKAIOIIHUE JIEATEIbHOCTh
CTPYKTYpPHBIX Tozpa3aeneHuil (paOoTHUKOB)OpraHu3alud W TOCTOSHHO WM BPEMEHHO
JIEUCTBYIOIIUX OpPraHoB (KOMHCCHM, COBETOB, KOMHUTETOB), B TOM YHCJIE€ JOKYMEHTHI
OTPAaHUYEHHOTO JIOCTYIIA, PETUCTPAIIMOHHBIE U YYETHBIE KypHAIbl U KaPTOTEKH, B HEOOXOAUMBIX
CIy4yasix — KONUU JOKYMEHTOB(KOMWUU TOKYMEHTOB BKJIIOYAIOTCS B HOMEHKJIATYpy Jel, €Clu
KOMUSI — EJAMHCTBEHHBIM OSK3EMIUIAP JIOKYMEHTa B OpraHu3aliH, a TakkKe, €ClU KOIHHU
HEOOXOIUMBI JUIsI OpraHU3allMu JESITEIIbHOCTU TojpasneicHus). JlOKyMeHTBI, CO3/1aHHbIE B
AIEKTPOHHOU (PopMe, BKIIOYAIOTCS B HOMEHKIIATYPY A€ MO TeM K€ MpaBUjIaM, YTO U JIOKYMEHTHI
Ha OyMa)KHOM HOCHTEJIE.

He BkitouaroTcsi B HOMEHKIIATYpY J€]1 IEPUOJUUECKHE U3/IaHus, KHUTH, OPOIIIOpHI.

8.6. Homenknatypa nen opranusaiuu (CBOJHAsi) cocTaBiseTcs [lenonpousBoaureneM Ha
OCHOBAaHMU HOMEHKJIATyp Jel CTPYKTYpHBIX TMOJpa3ieieHuii mo Qopme, YCTaHOBIIEHHOM
[MpaBunamu (mpuioxenune Ne 15).

CBoJlHass HOMEHKJIATypa JIed COCTaBIsIeTCA B IOCJIEIHEM KBapTajle TEKYLIero roja Ha
MPEACTOSAIINNA KaJe€HIAPHBIN TO/I.

8.7. Howmenknatypa gen OpraHuzanuu TNOANKMCHIBaeTcs  Jlenmonmpou3BoaMTENEM,
BU3UPYETCS PYKOBOAMTENIEM apxXuBa (JUIIOM, OTBETCTBEHHBIM 3a apXHB), COTJIACOBHIBAETCS C
skcrieptHoi komuccuer (DK) Opranmzanmu u (Tak kak OpraHuzanus SBISETCS UCTOYHUKOM
KOMILIEKTOBAaHHUSI MYHUIIMITAJILHOTO apXWBa pailoHa), OJWH pa3 B 5 JIE€T MpEJCTaBIsSeTCs Ha
COTJIaCOBAHUE COOTBETCTBYIOIIEH SKCIIEPTHO-IPOBEPOUYHON KOMUCCUM APXHMBHOTO YIpPaBICHUS
[IpaButenscTBa Yeuenckoit Pecniyonuku (nanee — O11K) B mopsinke, ycranoBiaeHHOM [IpaBumamu.

Homenknarypa nen, cornacoBannas JIIK, yrsepxknaercss PykoBoaurenem Opranuzanuu u
BBOJIUTCS B JIEUCTBHE C 1-TO STHBaps MPEACTOSIIET0 KaJeHIapHOTO To/1a.

B cnywsae wusmenenuss QyHkumii u cTpykTypbl Opranu3anud HOMEHKJIATypa Jaeml
COCTABJISIETCSI, COTJIACOBBIBACTCS M YTBEPIKIAETCS 3aHOBO.

8.8. CormacoBannas ¢ OIIK HoMeHknaTypa Jeid B KOHIE KaXJOTrO roja YTOYHSETCH,
reperneyvarbiBaeTCs, yrBepxkaaeTcss PykoBoaurenem OpraHu3alvd W BBOJUTCS B JAeicTBHE C 1
SIHBapsI MPEJCTOSIETO KaJeHAApPHOIO rojia.

8.9. IlepBblid 3K3EMIUISIP YTBEPKIACHHOW HOMEHKJIATYPBI €N SBJISIETCA JTOKYMEHTOM
MOCTOSIHHOTO XPAaHEHHUs U BKIIIOUAETCS B HOMEHKJIATYpY JeN B pa3/en AeI0NpOU3BOCTBA, BTOPOH
— UCTIONB3YeTCs [lenonpon3BoauTeeM B Ka4eCTBE paboUuero 3K3eMIUsIpa, TPETUH — MepeacTcs B
apxuB OpraHu3aluy B Kaue€CTBE YUYETHOTO JIOKYMEHTa, 3JIEKTPOHHAsl KOMHS HOMEHKJIATYphI Jel
Opraamnzanuu, yTBEpKIeHHOUW PykoBomutenem OpraHuzaiuu, MEepesacTcss B MYHHUITUTIATbHBINA
apXMB, HCTOYHUKOM KOMILIEKTOBaHUS KOTOPOTO siBisieTcs OpraHu3aiiusi.

B nonpaznenenuss (pabotHukam) OpraHuzalud HOMEHKJIATypa Jell pacChlUIaeTcs
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JenonpousBoauTeneM B BHI€ KOMUNA COOTBETCTBYIOIIMX pa3zesioB Ha OyMa)XHOM HOCHUTEIE U B
AIIEKTPOHHOH opMe.

8.10. Homenknarypa nen OpraHu3anu CTPOUTCS 1O CTPYKTYPHO (Ha3BaHUSIMU Pa3/IeiioB
(moxpaznenos) HOMEHKJIaTyphbl nen SABIIAIOTCSA Ha3BaHUSA CTPYKTYPHBIX
nojipa3ieieHui(10KHOCTEH paOOTHUKOB), PACIOJIOKECHHBIE B COOTBETCTBUU C YTBEPIKIACHHOMN
CTPYKTYpOH  OpraHu3anuu), Wi (QYHKIHOHATBHOW cxeMaM (Ha3BaHHSIMH  Pa3/eiioB
HOMEHKJIATYPHI JIe]1 ABJIAIOTCS HallpaBiIeHUs AesiTeIbHOCTH OpraHu3aiim).

8.11. Howmenknatypa Jen CTPYKTYpHOIO TMOJpa3JeieHUsi COCTaBISETCS B KaXJIOM
MOJpa3JeliecHy  OpTraHu3allud  KaXIbIM  PaOOTHUKOM, MOJIMHUCHIBACTCA  PYKOBOAMUTEIEM
CTPYKTYPHOTO TOJpa3ie]ICHUs U MpeACTaBisieTcs Jenonpon3BoAUTENIO.

Homenknatypa genm  CTpyKTypHOTO TOApa3ielieHUss cocTaBisercs 1o  ¢opme,
ycraHoBiieHHOH [IpaBuiamu (mpusioskeHue Ne 16).

BHOBb co37aHHOE WM PEOPraHU30BAHHOE MOJpPA3/EICHHE JIOJKHO B MECSAYHBI CPOK
pa3paboTaTh HOMEHKJIATYPY /e U MPEACTaBUTh e¢ JeTonpon3BOIUTENIO.

8.12. Bce 3arosioBku Jieil, BKIIOUYEHHBIE B HOMEHKJIATYPY JieJl UHAEKCcUpyroTcs. MHaekc
nena ykaspiBaeTcss B Tpade 1 HOMEHKIATYphl JIe1 W COCTOMT U3 HWHJAEKCA CTPYKTYPHOTO
nojpasieneHuss (Koma moapasfeicHus (IODKHOCTH) B COOTBETCTBHHM C  YTBEPIKIACHHOMN
CTpyKTypoit OpraHu3anuu WiH KIacCu(YUKATOPOM CTPYKTYPHBIX MOAPA3ICIICHUI) 1 TIOPSAKOBOTO
HOMeEpa Jiea B pas3jielie HOMEHKIATyphl aen. MHaekcesl gen o0o3HavyaroTes apabckumu nudpamu.
Hampumep: 01-05, rae:

01 — ko cTpyKTYypHOrO nopa3eneHus (Koa JOHKHOCTH);

05 — mopsIKOBEI HOMED Jielia B pa3jiesic HOMEHKIIATYPHI JeIL.

Jlena 1o BompocaMm, HepaspelIeHHBIM B TEYEHHE OJHOTO TOfa, SIBISIFOTCS
«IEePEXOSAIIUMI» U BHOCITCS B HOMEHKIATYPY JACN CIEAYIOMIErO roja ¢ TEM K€ HHICKCOM.
PexkoMeHnayeTcsi cCOXpaHATh B HOMEHKJIAType JeNl OJMHAKOBBIE MHJIEKCHI ISl OJHOPOIHBIX eI,
BKIIFOUCHHBIX B Pa3HbBIC Pa3/Ieibl.

Ecniu B Teuenue roma B gesrensHocTH OpraHuzanuu o0pa3yroTCcsl JTOKYMEHTBI, HE
MPEyCMOTPEHHBIE HOMECHKJIATYPOU JeJI, 3ar0JIOBKH HOBBIX JI€N JOTOJTHHUTEIHHO BKIIOYAIOTCS B
HOMEHKJIATypy Jned. B KaxIoMm paszene HOMEHKJIATYpbl A€l s BHOBb 3aBOJAMMBIX [
MPelyCMAaTPUBAIOTCS PE3EPBHBIC HOMEPA.

8.13. 3aromoBok gena (rpada 2 HOMEHKIATYphl Jeid) JOKeH B 000OIIeHHOW (opme
OTpakaTb OCHOBHOE COJIEp’KaHUE M COCTaB JOKYMEHTOB Jiena. He momyckaercs ymoTrpeOiieHue B
3aroJIoBKe Jiella HEKOHKPETHBIX (hOPMYIHUPOBOK («pa3Hble MaTepHAalbl», «00IIas MepemnucKa), a
TaK)Ke BBOJHBIX CJIOB M CJIIOXKHBIX CHHTAKCHIECKUX 000POTOB. 3ar0JIOBKH JIe] MOTYT YTOUHSITHCS
B TEUEHHE Tofa B mpoiiecce GOpMUPOBAHUS U OPOPMIICHHUS eIl

3arojoBOK Jefia JIOHKEH COCTOSITh W3 JJIEMEHTOB, pPACIOJIaraéMbIX B  CIEAYIOIIEH
MOCIIe0BATEIHLHOCTH:

a) Ha3BaHME BHUJIA Jeiia (TIeperncKa, )KypHall, JeJ10) WK BUIa JOKYMEHTOB, BKIFOUCHHBIX B
neno (MMPOTOKOJBI, MPUKa3hI);

0) HaWMCHOBAaHWE  OpraHW3allMU, CTPYKTYpHOTO  TOJPA3JCIICHUS,  ITOCTOSHHO
JENCTBYIOIIErO WM BPEMEHHOTO OpraHa, JOMKHOCTHOTO JTUIA, CO3aBIINX JOKYMEHT(bI);

B) HaMMCHOBAaHUE KOPPECIOHJICHTA (OpTaHM3aINH, JIUIA, KOTOPOMY aJIPECOBAHBI WU OT
KOTOPOTO MOJIY4YEHBI IOKYMEHTHI);

T') KpaTKOE COoJepKaHKe JOKYMEHTOB JIea;

1) Ha3BaHHe MECTHOCTHU (TEPPUTOPHH), C KOTOPOI CBSI3aHO CO/Iep)KaHHUE JJOKYMEHTOB JIeNa;

€) nata (mepuoi), K KOTOpbIM OTHOCATCS JOKYMEHTHI JIeIa;

) yKazaHHe Ha KOMUHHOCTH IOKYMEHTOB Jena.

8.14. Tlopsimok pacmoJIOKEHHSI 3arojIOBKOB JIeJI BHYTPH Pa3/IelIOB HOMEHKJIATYpbl el
OTIPE/ICIISIETCS CTETICHbIO BAXKHOCTH JOKYMEHTOB, BKJIFOUCHHBIX B JIENa.

B mauvane pazgema pacronararoTcsi 3aroJIOBKH JI€N, COJAEPXKAIINX YYpeIuTeTbHBIC,
OpPTaHHW3AI[MOHHO-TIPABOBBIE W PACHOPSAUTENbHBIE JOKYMEHTHI, 3aTe€M 3arojiOBKH  Jied,
COJIepKaNINX IIAHOBBIE, OTYETHBIC, HHPOPMAITMOHHO-aHATUTHICCKUE JIOKYMEHTHI, TOKYMEHTHI,
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OTpakarolllie NesTEIbHOCTh OApa3AesieHus], IEPEnucKy, B KOHIIE pa3/iesa — PEerUCTPAllMOHHbBIE U
YUETHBIC KYpPHAIBI, KAPTOTEKH, Oa3bl JaHHBIX.

3aroJioBKU J1eJ1, COCTaBJICHHBIX M0 KOPPECIIOHIEHTCKOMY U reorpaduiyeckoMy npHu3HaKam,
BHOCATCS] B HOMEHKJIATYPY JIe] 0 al(aBUTy KOPPECTIOHACHTOB UM IreorpapuuecKuX Ha3BaHUM.

B 3aronoBkax naen, copep)Kalux TOKYMEHTHI [0 OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MOCJIEIOBATEIbHOCTBIO PEIICHUS BOMpOCa, B KauyecTBE BHJA JieNia YNOTpeOsieTcs TepMUH
«JIOKyMEHTBI», a B KOHII€ 3arojloBKa B CKOOKaX YyKa3bIBaIOTCS Ha3BaHUS BUAOB JOKYMEHTOB,
HauOoJee MPEICTaBICHHbIX B JIENIE:

«J10KyMEHTBI O IPOBEACHUH COBEIIAHUN U CEMUHAPOB (IIPOrPaMMBbl, CITUCKU, JOKIIAIbI)».

TepMUH «IOKYMEHTBD» MPUMEHSETCS TAKKE B 3aroJ0BKax JIeJ, COACPKAIIUX JIOKYMEHTHI-
MPWIOKEHUS K KAKOMY-JIHOO TOKYMEHTY (BU/bI JOKYMEHTOB-TIPUIIOKEHUI HE IEPEUUCIISIOTCS):

«/IOKyMEHTBI K POTOKOJIaM 3acenannil [lemarornueckoro coBeray;

«[IpoTOKOIIBI MPOM3BOACTBEHHBIX COBEIIAHUN IIPU 3aBEAYIOLIEM U JOKYMEHTHI K HUM.

B 3aronoBkax nen, nmpeqHa3HAYEHHBIX I TPYNIUPOBKU OJHOTUIIHBIX JIOKYMEHTOB, 3Ta
rpynmna JOKyMEHTOB yKa3bIBAa€TCsI BO MHOKECTBEHHOM YHUCIIE:

«IIpoTOKOIIBI 3ac€laHUN PYKOBOJICTBA.

B 3aronoBkax nen, copepkamindx MEpenucKy, yKa3bIBaeTcs, ¢ KEM U MO0 KaKOMY BOIIPOCY
OHa BEJETCS:

«[lepenucka ¢ 00pa3oBaTENbHBIMU YYPEXKACHUAMU O TMOBBIIICHUH KBAIU(DUKAIIIH
pabOTHUKOBY.

B 3aronoBkax pen, colepiKalluxX TEpPernucKy C OJHOPOJHBIMU KOPPECIIOHAECHTaMHU,
NOCJIEIHME HE Ha3bIBAKOTCS, a YKA3bIBAETCS UX BUIOBOE Ha3BaHUE:!

«[lepenucka ¢ opraHaMyd HCIOJTHUTEIBHOW BIIACTH O 3aKIIOYEHUH M UCHOJHEHHUH
rOCYJapCTBEHHBIX KOHTPAKTOBY.

B 3aromoBkax gen, coaepkKallux TIEPENUCcKy C pPasHOPOIHBIMH KOPPECIOHAECHTaMHU,
MOCJIEIHUE HE TIEPEUHUCIIAIOTCS:

«[lepenucka o 3aKJIIOUEHUHU U UCTIOJTHEHUN MYHUIIMIIATBHBIX KOHTPAKTOBY.

B 3aronioBke nena yka3bIBaeTCsl KOHKPETHBIN KOPPECIIOHAEHT, €CIIM NEpEenucKa BeAeTCs
TOJIBKO C HUM:

«ITepermcka ¢ OO0 «"opcBs3b» 0 MPENOCTABICHUU YCIYT CBSI3H.

[Ipn oOo3HaueHMH B 3arojOBKax A€l aIMHUHHCTPATHBHO-TEPPUTOPUANBHBIX €IUHUIL
YUUTBIBAeTCS ClENYyIOIIee:

€CIM COAEp’KaHWE Jeja KacaeTcsli HECKOJIBbKHUX OJHOPOAHBIX aJMUHUCTPATUBHO-
TEPPUTOPUANIBHBIX €JUHMII, B 3arojIOBKE Jejla HE YKa3bIBalOTCA MX KOHKpPETHbIE Ha3BaHUs, a
YKa3bIBaeTCs MX 00IIee BIUI0OBOE Ha3BaHUE:

«Ilepenncka C JOMIKOJBHBIMA OOpPa30BATEIbHBIMUA YUPEKIACHUSIMUA MYHHUIIUNIATBHBIX
paiioHoB YeueHckoil Pecriyonukn»;

€ClIi CoJIep’KaHue Jejla KacaeTcsl OJHOM aJIMUHUCTPATUBHO-TEPPUTOPUATBHONU €IMHMIIBI
(HaceJeHHOTO MyHKTA), ee (€ro) Ha3BaHUE YKa3bIBACTCA B 3ar0JIOBKE JAena:

«Ilepenncka ¢ otraeneHueM B Ypyc-MapTaHOBCKOM paiiOHE O IUIAaHUPOBAHUM H
OTYETHOCTU».

B 3aronoBkax nien, colepkalyx IUIaHOBYIO WM OTHYETHYIO JIOKYMEHTAIIMIO, YKA3bIBAETCS
nepuo (MecsI, KBapTal, roj) Ha (3a) KOTOPBIA COCTAaBIEHBI TIAHBI (OTYETHI):

«Otuetsl paboTHHKOB 3a 2020 romy;

«CTaTUCTUYECKU OTYET O YMCICHHOCTH, COCTaBe M ABMXEeHHU KaapoB 3a 2011 rox (.
Ne 27-rom)».

[Tpu dhopMupoBaHuU Jiena U3 HECKOJIBKIUX TOMOB (4acTeii), KpoMe O0IIero 3arojoBka jaena
IIPU HEOOXOIMMOCTH COCTABIIIOTCS 3ar0JIOBKH Ka)KJI0T0 TOMA (4acTH), YTOUHSIIOIINE CO/Iep KaHNe
TOMOB (4acTeil) fena.

3aroJI0BKH JIe MOTYT YTOUHSATHCS B TIporiecce GopMupoBaHust U 0POpMIICHUS JEIT.

8.15. I'pada 3 «KomuuecTBO 1em» 3amoiHSAETCS M0 OKOHYAHWU KajeHaapHoro roza. Ilo
JOCTHKEHUH [IEJIOM, BKJIIOYAIOIIMM JOKYMEHTHl BpeMEHHbIX (cBbimie 10 jeT) ¥ MOCTOSHHOTO
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CPOKOB XpaHeHHUs, 00beMa B 250 JIMCTOB, TOM 3aKphIBACTCS U OTKPBIBACTCSI HOBBIM TOM. B rpade 3
HOMCHKIJIATYpPBbI ACII IMOCJICAOBATCIIbHO YKA3bIBAIOTCA HOMEpPA TOMOB U KpaﬁHHQ AaThl JOKYMCHTOB
Ka)KI0ro ToOMa:

T.1.11.01.2021 -
30.06.2021

DNEeKTpOHHBIE JAeja Ha ToMa (4acTW) HE pas3leisiorcs. Bce niIeKTpOHHbBIE JOKYMEHTHI,
HE3aBHCHUMO OT UX 00beMa, BKIIIOYAIOTCS B OJIHO 3JIEKTPOHHOE JIEJIO.

8.16. B rpade 4 «Cpok xpaHeHus u Ne cTaThbM MO TEPEUYHIO» YKAa3bIBAIOTCS CPOKH
XpaHEHUsl JIeJl U HOMepa CTaTel MO TUIIOBOMY WJIM BEIOMCTBEHHOMY MEPEYHIO JOKYMEHTOB C
yKa3aHHEM CPOKOB XpaHEHHs, (eqepalibHOMY WIM PECIyOJHMKAHCKOMY 3aKOHY WJIM HHOMY
HOPMAaTHUBHOMY IPaBOBOMY aKTY.

8.17. B rpade 5 «[Ipumeuanue» npoCcTaBsSOTCS OTMETKH O 3aBeCHHUU Jel («3aBeieHOY),
o mepexoasmux nenax (mampumep, «llepexomsmee ¢ 2019 roma»), o BbLACNEHUH €1 K
YHUYTOXXCHUIO, O JIUIaX, OTBETCTBEHHBIX 3a (hopMupoBaHHE Aed, O mepeaaye Jel B JPYryro
OpTraHHU3aIHIO0 JJIs TPOAOIKEHUS.

Ecmu nmeno Qopmupyercss B MHPOPMALMOHHOW CHCTEME M BKIIOYAET DSJICKTPOHHBIC
IOKyMeHThI, B rpade «lIpumeuanue» ormedaercs, 4TO €O BEIETCS B AJIEKTPOHHOM BHUIE C
yKa3zaHHEeM HaMEHOBAaHUS HHPOPMALIMOHHON CUCTEMBI:

«Qnekrponnbie 1okyMeHTbl. COJ] «Kanuenspus», b/l «Crnyxe0Hbie 3aIUCKI».

8.18. Ilo 3aBepiieHUM JETONPOM3BOACTBEHHOIO r0/la B KOHLIE HOMEHKJIATYpbl JIel1 B
KOKIOM TMOapa3AeneHud oGOpMIISIETCs] WTOroBasi 3aliCh, B KOTOPYIO BHOCSITCS CBEIEHUS O
KOJIMYECTBE 3aBEACHHBIX JeN (TOMOB, 4acTeil), OTIENbHO MOCTOSIHHOIO M BPEMEHHBIX CPOKOB
XpaHEHUs, BpEMEHHBIX CPOKOB XpaHeHus ¢ otMeTkoil «3I1K» u nepexonsmmx. Mtorosas 3anuch
JIOTIOJTHSIETCS JAaHHBIMU O KOJIMYECTBE 3JIEKTPOHHBIX JIEJI COOTBETCTBYIOIUX CPOKOB XPaHEHHUS.

B urtoroByro 3amnuch CBOAHOW HOMEHKJIATYpBI JIeJ CBEACHHUS BHOCSATCS HAa OCHOBAaHUM
JaHHBIX, T[EpPEJaHHbIX W3 CTPYKTYpPHBIX THoapasaeneHuil (padoTtHukoB) OpraHuzaunuu
(mpuutoxenue Ne 17).

Ceenenusi, cojeprkaluecs B MTOTOBOM 3amMCH HOMEHKJIATyphl [€JI OpraHU3alluy,
nepenaroTcss B apxuB OpraHuszanuu, 0 4eM B HOMEHKIJIATYpe JAeNl MPOCTAaBISETCS OTMETKA C
yKa3aHHWEM JOJDKHOCTH U MOATKCH JIMIIA, IEPEJABLIETr0 CBEICHUS.

8.19. Jlena co nHA WX 3aBelE€HUA 10 nepeadd B apxuB OpraHuzaluy WM 0 BbIIEICHUS
UX K YHUYTOKEHUIO 110 UICTEYEHUH CPOKA XPaHEHUSI XPAHATCS MO MECTY UX (POPMUPOBAHUS.

Jleno cumTaeTcsl 3aBEICHHBIM C MOMEHTa BKJIIOUEHHUS B HErO IEPBOTO HCIIOJIHEHHOTO
JIOKYMEHTA.

8.20. Ilpu dopmupoBaHuu pgen Ha OyMaXHOM HOCHTENE JIOJDKHBI COOIIOAAThCS
cienyrolye oo1re mpaBua;

B JIeJI0O TIOMEUIAIOTCS HCIIOJHEHHBIE JIOKYMEHTBI, COOTBETCTBYIOIIME II0 CBOEMY
COJIEp’KaHUIO 3aroJIOBKY JieJia 0 HOMEHKJIAType J1e;

MIPUIIOKEHUS TIOMENIAIOTCS BMECTE C OCHOBHBIMU JOKYMEHTAMU;

B JIeJI0O BKJIIOYAIOTCS JOKYMEHThl OJIHOTO KaJEeHAApHOTO TOfa, 3a HCKIIOUYEHUEM
NEPEXONAIUX e,

JOKYMEHTBl TOCTOSIHHOTO M BPEMEHHBIX CpPOKOB XpaHEHUs TPYNIHUPYIOTCS B Jeja
pa3ebHoO;

B JIEJIO BKJIIOYAETCS MO OJHOMY 3K3EMIUISIPY KaXKJI0TO TOKYMEHTA;

(akcorpaMMmbl, TeJlerpaMMbl, TeleQOHOTpaMMBbI MOMEIIAIOTCS B Jiea C TMEepernucKoil Ha
00IMX OCHOBAHUSX;

B JICNI0 TMOMEMIAIOTCS TOKYMEHTHI MPaBUIBHO U TOJHOCTHIO O(OPMIICHHBIE (TOKYMEHTHI
JIOJDKHBI UMETH JaTy, TOJNKCH U Ipyrue HeoOXO0AMMbIE PEKBU3UTHI);

B JIeJIO HE BKJIIOYAIOTCS JOKYMEHTBHI, MOJJIEkKAIIUE BO3BPATY, JIMIIHHE 3K3EMIUISIPHI U
YEPHOBUKH (32 UCKITFOYCHUEM 0CO00 IIEHHBIX);
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no o0beMy [e510, BKIIOYAIONIEe JOKYMEHTbI Ha OyMaXHOM HOCHTENE, HE JOJKHO
npesbimath 250 JUCTOB, IpH TONMIIUHE HE Oosiee 4 cM (TOJIIMHA 18] CO CpoKaMu xpaHeHus 10 10
JeT He AosrkHa npesblmare 10 cm). Ilpu npeBblieHny gaHHOrO 00beMa 3aBOJUTCS BTOPOH TOM.
[Tpu HamUUuM B Jefie HECKOJIBKUX TOMOB (YacTel) MHAECKC U 3aroJIOBOK Jiefia MPOCTABIISIOTCS Ha
KaXXKIOM TOMe ¢ no0aBiaenneM o0o3HaueHuii: «T. 1», «T. 2».

JIOKyMEHTBI BHYTPH JieJa PAcHoJIaraloTcsi CHU3Y BBEPX B XPOHOJIOTMYECKOH, BOIPOCHO-
JIOTMYECKON MOCIIE0BATEIbHOCTU WM UX COUYETaHHH.

PacniopsinuTensHple JOKYMEHTHI TPYHIHMPYIOTCS B Jefla 1O BHAAM M XPOHOJOTHH C
OTHOCALIMMHCA K HUM HPUWIOKEHUAMHU. JIOKYMEHTBI — OCHOBaHHMsS K paclopsIuTeIbHbIM
JOKYMEHTaM BKJIFOYAIOTCS B OTACIBHOE JIEIIO.

IIpoTOoKOIIBI B 1€1e pacrnoiararoTcs B XpOHOJIOTHYECKOM MOPSAIKE U [0 HOMEPAM.

JIOKyMEHTBI K 3acelaHusM (COBELIAHUSAM) TPYNIUPYIOTCS B OTICIBHOE JAET0, KaK H
HNPUIIOKEHUS K IPOTOKOJIAM, €CJIM OHU COZEprKaT Ooiiee 25 CTpaHULL.

JIOKyMEHTBl K TPOTOKOJAM, €CIMi OHM CIPYIIHUPOBaHBI B OTACIbHBIC Jeja,
CHUCTEMaTU3UPYIOTCS BHYTPH JieJIa 110 MOPSIKY HOMEPOB IIPOTOKOJIOB.

JlokanbpHble HOPMATHBHBIE AaKThI, YTBEpP)KICHHBIC PACHOPSIUTEIBHBIMU JOKYMEHTaMH,
SBIISIIOTCSI IPHJIOKEHUSIMUA K HUM U TPYIIIUPYIOTCS BMECTE C YKa3aHHBIMU JOKYMEHTaMH.

[Tpukassl 10 OCHOBHOM IEATENFHOCTH TPYNIHUPYIOTCS OTAEIBHO OT MPHUKA30B 10 JUYHOMY
COCTaBy M MPHUKA30B M0 aJMUHUCTPATUBHO-XO35IMCTBEHHON AEATENbHOCTH (K aIMUHUCTPATUBHO-
XO3SIMCTBEHHON JIEATEILHOCTH OTHOCSTCS BONPOCHI MO COONIONEHUIO TPAaBHJI BHYTPEHHETO
pacriopsifika, SKCIUTyaTalluu CIyXeOHBIX 3/1aHU, TPAaHCIOPTHOMY OOCIY’>KMBAaHHUIO, BHYTPEHHEN
CBSI3U, 00ECIIEYeHUI0 OE30MaCHOCTH OPTaHU3aIUH U T.11.).

[Ipuka3sl Mo JUYHOMY cOCTaBy (OPMHUPYIOTCSI B Ji€lda B COOTBETCTBHM CO CpPOKaMH
XpaHEHHUS.

JIOKyMEHTBI B JINYHBIX JleJIaX PACHOJIaraoTcs 10 Mepe UX MOCTYIICHHUS.

[lepenucka rpynmupyercss B Jella 1O TEMaTUKEe W/WIM KOPPECHOHICHTAM H
CHUCTEMaTU3UPYETCs] B XPOHOJOTHUECKOM MOCIe10BaTeIbHOCTH: JOKYMEHT-OTBET [TOMEIIAETCs 3a
JOKYMEHTOM-TIpocb00il  (3ampocom). Ilpu BO30OHOBIEHMM TEPENUCKU 110 OINPEAEICHHOMY
BOIIPOCY, HayaBlIeicsa B MpeblIylieM roay, JOKYMEHThl BKJIIOYAIOTCS B JIEIO TEKYLIEro roja c
yKa3aHHEeM MHJIeKca JIea MPeIbIayIIero roja.

DJNEeKTPOHHBIE JOKYMEHTHl (OPMUPYIOTCS B DJIEKTPOHHBIE Ji€Ja B COOTBETCTBUU C
HOMEHKJIaTypoil nen OpraHuzanuu B TOH MH(POPMAIMOHHOM cucTeMe, B KOTOpPOH OHU ObLIM
CO3JIaHbl WK B KOTOPYIO OBUIM BKITFOYEHBI.

8.21. Jlns obecrieueHUs COXpPAaHHOCTH, YdeTa JOKYMEHTOB U Jel CTPYKTYPHOIO
NOJpa3/IeIeHUs] U OpraHu3alliy JOCTYIa K HUM IPOBOIUTCS KOMILUIEKC paboT:

CO3JIaHHE ONITUMAIIBHBIX YCIIOBHH XpaHEHUS JOKYMEHTOB U JIET,

pasMelleHue aed;

MPOBEpKa HAWYHSI U COCTOSIHUS JIOKYMEHTOB U JIEIT;

co0JII0/IeHNE TIOPsI/IKA BbIJIauu JIe.

8.22. [lena pa3memniaroT B pabouynx KOMHATaX WIH CIICIHAIBHO OTBEJEHHBIX JIJISl ATOU 1NN
NOMEIIEHUAX B MIKadax, Ha cTeliaxax, 4yToObl 00eCHeuuTh UX COXPAHHOCTb M 3allUTy OT
BO3/ICUCTBUS BPEAHBIX (PaKTOPOB.

Jlena 1yis uX ydera M OBICTPOTO TIOMCKAa JOJDKHBI pacrosiararbcs BepTUKAJIbHO,
KOpEIIKaMH Hapy)Xy W B COOTBETCTBMH C HOMEHKIATypoil nen. Ha kopemkax 0OJOXeK e
yKa3bIBAIOTCS MH/IEKCHI [0 HOMEHKJIAType A€, IPH HeoOXOAMMOCTH HOMEp TOMa Jiefa, AaTy Jela.
Homenkiarypa e nin BBITHCKA U3 Hee TOMENIAeTCsl Ha BHYTPEHHEH cTOpoHe miKada.

8.23. TIpoBepku HamUuusi U COCTOSHUS JOKYMEHTOB M Jiell B HENAX YCTaHOBIICHUS
(aKTHYECKOT0 HAIWYHS /€] JODKHBI TPOBOJHUTHECS Jlemonmpon3BOIUTENEM MOIPA3/IEICHUsT B
cllyyasix:

nepe nepeaadeii T0KyMeHToB B apxuB OpraHu3aium,

[IPU IEpeMEILEHUH JIeTT;

npu CMEHEe PYKOBOIUTENS CTPYKTYpPHOTO Mo/Ipa3ieJIeHUs (paboTHuKa),
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JenonpousBoaurens,

IIpY peopraHu3aluy W JUKBUAAMM OpraHuzaluyd WM CTPYKTYpHOTO NOJpa3iciieHus
(mepemeriieHus WK YBOJbHEHUS paOOTHHKA).

IIpoBepka HanMuus MPOBOJUTCS IIyTEM CBEPKU CTATE HOMEHKJIATYPBI JI€N C OIMCAHUEM
nenn Ha 00JI0KKe, a GU3MUYECKOEe COCTOSIHUE JIENT OIPEENIIieTCs yTeM UX BU3YaIbHOTO TPOCMOTpA.
Bce oOHapy keHHBIE HEJOCTATKH TOJDKHBI (PUKCUPOBATHCS B aKTE MIPOBEPKU HAIMYUS U COCTOSHUS
hi(S)

8.24. B ciydae BBIABICHMS OTCYTCTBUS [€J, YHUCISLIMXCA [0 HOMEHKJIAType [ell,
PYKOBOJCTBOM MOJAPA3/ICICHUI MPUHUMAIOTCS MEPHI 10 UX PO3bICKY. ECIM po3bICK Jen He TaeT
pe3ysibTaTa, COCTABJISIETCS CIIpaBKa O MPUYMHAX HUX OTCYTCTBHUS, KOTOpasl IOANHMCHIBAETCS
PYKOBOAMTENEM MOapa3AeTIeHUs U MpeAcTaBisercs Jenonpou3Boaurento.

dakT yrparbl aena (nen) GukcuUpyeTcs B aKTe, cocTaBisieMoM Jlelonpou3BOIUTENIeM U
PYKOBOAMTENEM CTPYKTYPHOTO TMOApa3AeieHuss (Wi pabOTHHUKOM)B TpPeX SK3EeMIULIpax: Io
OJIHOMY 3K3EMIUISIPY aKTa XpaHUTCA y Jlenonpou3BOAUTENSI U CTPYKTYPHOM HojpaszzesieHuu (y
paboTHUKA); TPETUHN PK3EMIUISIP aKTa MpecTaBiseTca B apxuB OpraHuzaluu Mpu mnepeaaye aei
CTPYKTYPHOTO MOApa3/IeICHHs Ha apXUBHOE XpaHEHHUE.

8.25. DxkcmepTu3a EHHOCTH JOKYMEHTOB MPOBOJUTCS HAa OCHOBE 3aKOHOAATEIbHBIX U
WHBIX HOPMaTHBHBIX IPAaBOBBIX akTOB Poccuiickoit denepanyn, ycTaHaBIMBAIOMIUX TPEOOBAHUS K
CpPOKaM XpaHEHHs JOKYMEHTOB, TUMIOBBIX U BEJOMCTBEHHBIX NEpEYHE JOKYMEHTOB C YKa3aHUEM
CPOKOB UX XpaHEHHUS:

IIPH COCTABJIEHUU HOMEHKIIATYpPHI JElT;

IIpH MOATOTOBKE JIeN K nepeaaye B apxuB Opranuzanuu;

B apxuBe OpraHusanuy.

8.26. Jlnsa opraHm3anuu U MpoOBeAeHUs paOOThl MO AKCIEPTU3E LIEHHOCTU JTOKYMEHTOB B
Opranuzanuu npuka3zom PykoBoautens coznaercs sxcneptHas komuccus (qanee — JK).

3amaun, GyHKIUH, IpaBa, opranu3amnus padotrel DK ompenensroTcst mojoKeHHeM O Hew,
KOTOpO€ pa3pabaThIBaeTCsi HA OCHOBAHMM MPUMEPHOTO TOJOKEHUS, YTBEPXKIEHHOTO MPHUKA30M
@®enepanbHoro apxuBHoro areHrcrBa or 11.04.2018 Ne43 «O6 yrBepxaenuun IIpumepHoro
MOJIOKEHHUS 00 SKCIIEPTHON KOMUCCUU OPTaHU3AIII.

8.27. OcuoBHbIMH QyHKIMsIMH DK sSBISIOTCS:

OpraHu3alMsl eXeroTHOro 0TOopa Jell A XPaHEHUS! U YHUUTOKEHUS;

paccMOTpEHHE U COIJIacOBaHHE MPOEKTa HOMEHKIATyphl aen OpraHuzanuu, onmucei aen
MOCTOSIHHOTO U BpeMeHHbIX (cBblmIe 10 JIeT) CpOKOB XpaHEHUs], B TOM YHCJIE [0 JMYHOMY COCTaBY,
AKTOB O BBIICJICHUH K YHUUTOXEHHIO JI€JI, HE MOJUIeKAIINX XPaHEHUIO;

y4acTHE B IOAIOTOBKE M PACCMOTPEHMM IPOEKTOB HOPMATHBHBIX W METOAUYECKHX
JIOKYMEHTOB 10 BOIpocaM paboThl ¢ JOKyMeHTamMu B OpraHu3anuu.

8.28. DOkcmepTH3a IIEHHOCTH JOKYMEHTOB OCYIIECTBISETCS €XEroJHO pabOTHUKaMU
nojpasieineHuii coBMectHo ¢ OK opraHuzanum M TOJ METOAWYECKUM PYKOBOJICTBOM
Jenonpounssoaurens Opranuzanuu.

8.29. Tlpu mnpoBeneHWH SKCHEPTU3bI IIEHHOCTH JOKYMEHTOB MPU TMOJATOTOBKE JEN K
nepenade B apxus OpraHusanyy OCyIeCTBIISETCS:

0TOOp JOKYMEHTOB IOCTOSSHHOTO M BpeMEHHBIX (cBbille 10 JIeT) CpOKOB XpaHEHHUs IS
nepenadn B apxus Opranusanuy;

oTOOp JOKYMEHTOB BpeMeHHBbIX (10 10 JieT BKIIOYHUTENTHHO) CPOKOB XpaHEHUS U C
noMeTkamMu «Jlo MUHOBaHMS HaZOOHOCTUY, «/]0 3aMeHBI HOBBIMHY, MOMJIEKAIINX JaTbHEHIIIEMY
XPAaHEHUIO B CTPYKTYPHBIX MO/IPa3/CIICHUSAX;

BBIIEJICHUE K YHUYTOXEHHUIO €N 3a IPEIbIAyIIHE TOJbl, CPOKH XPaHEHUS KOTOPBIX
UCTEKIIH.

OAHOBPEMEHHO NPOBEPSIETCS KAYECTBO M IOJHOTAa HOMEHKJIATYphl JI€J OpraHu3aluiy,
MIPABUJIBHOCTH ONPEIETICHNS] CPOKOB XpaHEHUs Jedl.

8.30. Jlema MOCTOSHHOTO W BpeMeHHBIX (cBbilmie 10 JeT) CpPOKOB XpaHEHHs MOAJIEKAT
MOJIMCTHOMY TPOCMOTPY JUIsl BBIJECJIEHHS W3 MX COCTaBa JOKYMEHTOB BpeMeHHbIX (10 10 ier)
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CPOKOB XpaHEHHUS.

Hena ¢ ormetkoit «3ITK» moaseprarorcs NoJIMCTHOMY IIPOCMOTPY B LIENAX ONPEACIEHUS U
BBIJICJIEHUS U3 UX COCTaBa JJOKYMEHTOB, OUIEKAIUX TOCTOSHHOMY XPaHEHHUIO.

8.31. OtOop »SIEKTPOHHBIX JOKYMEHTOB JUIi Tepenaun B apxuB OpraHuzanuu
OCYILECTBIISICTCSI B aBTOMAaTHU3UPOBAaHHOM DPEXHME IyTeM OTOOpa JOKYMEHTOB M3 0a3 JaHHBIX
UH(OPMAIIMOHHBIX cUcTeM To npu3Haky «MHnekc nenay («Cpok XpaHeHHsD).

8.32. Ilo pe3ynbTaTaM SKCHEPTU3bI IIEHHOCTH JOKYMEHTOB B OpraHu3anuu MPOBOJUTCS
oopmiieHHE NI M COCTaBJISIFOTCS OIUCH JIeNl OCTOSHHOTO XpaHeHus (mpuiio:keHue Ne 18),
BpeMeHHbIX (cBbimie 10 jer) cpokoB xpaneHus (mpujioskenue Ne 19) u 1o JIMYHOMY COCTaBy
(mpuiio:kenne Ne 20), a TakKe aKThl O BBIICIICHHHM K YHHYTOXKCHHIO JI€J, HE IOJICKAIINX
xpaHeHuo (mpuoskeHue Ne 21).

OnucH z1e1 NOCTOSIHHOTO XpaHEHUs], BpeMeHHbIX (cBblle 10 j1eT) cpoKOB XpaHEHMsI U 110
JMYHOMY COCTaBY, a TAKXK€E aKThbl O BBIJCIICHUH K YHUUTOXKECHUIO JIeJI, HE MOAJIEKAIINX XPAHEHUIO,
paccmatpuBarotcs Ha 3acenanuu DK Opranuzanuu onnoBpeMeHnHo. CornacoBannbie DK akTol u
omnucu mnoanexar corigacoBaHuto (yrBepxkaeHuro) OIIK u mocne »3Toro  yrBepxkaaroTcs
PykoBonurenem Opranusaiuu.

8.33. Mlena, obpa3oBaBiuuecs B aesTenbHOCTH OpraHuzanuu ¥ MoJUIeXkKallue XpaHEHHUIO,
OPOXOAAT TOJHOE WM dacTuuHoe odopmienue. lloaHOMYy oOQopMmIIeHHIO TOANIEKAT aera
BpeMeHHbIX (cBble 10 JeT) CpOKOB XpaHEHMs U MOCTOSHHOrO XpaHeHus. Jlema BpeMeHHbIX (10
10 51eT) CpoKOB XpaHEHHS MOJUIEKAT YACTUIHOMY O0(hOPMIICHHIO.

Odopmiienne nen NPOBOAUTCA B CTPYKTYPHBIX Mojpas3zeneHusx (y paOOTHUKOB)
Opranuzanuu no Mecty GopMHUpPOBaHMS JOKYMEHTOB B J€Ja.

8.34. IlonHoe oopmieHue ena Ha OyMaKHOM HOCHUTEJIE BKIIIOYAET:

oopmieHre peKBU3UTOB OOJIOKKH JETIa;

HYMEpAaLUIO JIUCTOB B JEIIE;

COCTaBJICHHE JIUCTAa-3aBEPUTENIS JIETIa;

COCTaBJIEHHE B HEOOXOAUMBIX CIy4asx BHYTPEHHEH OMMCH JOKYMEHTOB JIeNa;

MOJIIMBKY U MEPEIIET JIeTa;

BHECEHHE HEOOXOJMMBIX YTOYHEHUH B PEKBU3UTHI OOJOXKKHU Jiesa (yTOUHEHHE Ha3BaHMS
OpraHM3aly, MHIEKCA Jieia, KpalHuX JaT Jieja, 3arojloBKa Jema).

JIucr-3aBepuTenp Jena, BHYTPEHHSS ONUCh JOKYMEHTOB Jiella M OOJOXKa Jiena
COCTaBIISIOTCS TI0 (hopMaM, YCTAHOBJICHHBIM NMpuJokeHueM NeNe 22-24.

8.35. Jlena BpemeHHbIX (10 10 JeT BKIIOYMUTENIBHO) CPOKOB XpAaHEHMs, IMOJUIEKallue
YaCTUYHOMY O(OpPMIIEHHIO, AOIYCKAaeTcs XpaHUTh B MAIKax, B KOTOPBHIX Jiela XPaHWINCh B
JIEJIONPOU3BOJCTBE, MEPECUCTEMATU3ALAs TOKYMEHTOB B i€ HE NMPOBOAMTCS, JUCTHI Aeja HE
HYMEpYIOTCS, JTUCTBl — 3aBEPUTENH Jie]a He cocTaBisitoTca. Ha o0noxke aena B COOTBETCTBUM C
HOMEHKJIATypoil Jen OpraHu3alliy 3alloJIHAIOTCS PEKBU3HUTHI: HAaWMEHOBAHHME OpraHU3alluy,
HAaUMEHOBAaHME MO/IPa3/IeNICHuUs], MHJIEKC JIeIa, 3ar0JI0BOK JIeNa, CPOK XPaHEHUs! JOKYMEHTOB.

8.36. Ha obGnoxke nen BpeMeHHBIX (cBbimie 10 JeT) CPOKOB XpaHEHUS U MO JUYHOMY
COCTaBY yKa3bIBalOTCS:

HaMEHOBAaHME BBILIECTOSIEH OpraHu3aluu (OpraHu3aluu — yYpeauTens);

HauMEHOBaHME OpraHU3aluy —KaK UICTOYHHKA KOMIJIEKTOBAaHUS MYHULIUIIATBHOTO apXUBa;

HauMEHOBAHME CTPYKTYPHOT'O IIOAPA3ACICHUS;

MHJIEKC JieJia 10 HOMEHKIIAType JIe;

HOMEp TOMa (4acTH);

3aroJIOBOK Jiefa (ToMa, 4acTH);

KpaifHue aaTel fena (ToMa, 4yacT);

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHHU JIeNa;

apXUBHBIN mUdp aena.

Ha oOnoxkax Jen TIOCTOSHHOIO XpaHeHHs Haja HauMeHoBaHueM OpraHuzanuu
YKa3bIBAa€TCs HAUMEHOBAHNE MYHHIIMIIAILHOTO apXWBa, HICTOYHUKOM KOMIUIEKTOBAHMSI KOTOPOTO
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BbIcTynaeT Opranu3anusi.

8.37. Ilpu odopmiieHnn 00I0KKHU Jena:

HAaMMEHOBAHME BBIIECTOALICH OpraHu3aluu (OpraHu3alud — Y4peAHuTeNs), NHpu ee
HAJIMYUM, YKa3bIBA€TCSl IOJHOCTHIO B MMEHUTEJIBHOM MaJeXke, MO MOJIHBIM HaMMEHOBAaHUEM B
CKOOKax yKasbIBaeTcs 0(hUlIMaIbHOE MPUHATOE COKpAIlEHHOE HAUMEHOBaHUE (IIPH €0 HaJIU4YUK);

HauMeHoBaHMe OpraHu3allii YKa3blBa€TCS IIOJIHOCTbIO, B HMEHUTEIIBHOM IHaJIeke, C
yKazaHueM O(UUHaIbHO MPUHSATOTO COKPAIICHHOTO HaWMMEHOBaHHS (B COOTBETCTBUU C YCTAaBOM
Opranuzanum), KOTOpoe YKa3bIBaeTCs B CKOOKaX MOCIIE TIOJHOTO HANMEHOBAHMUS;

HaVMEHOBAHHME CTPYKTYPHOTO MOJAPA3CIICHHS YKa3bIBAETCS MMOJTHOCThIO B COOTBETCTBUH C
YTBEPXKACHHOM CTpyKTypoil Opranuzanuu (OpH HaJIUMYUMU COKPALEHHOTO HAUMEHOBAaHUS
CTPYKTYPHOTO MOJpa3IeeHUsI OHO YKa3bIBa€TCsl B CKOOKaX);

MHJIEKC JIeJIa POCTAaBIISETCS B COOTBETCTBUM ¢ HOMEHKJIATypoil ien Opranu3anuu;

3arojIOBOK JieJia MEPEHOCUTCS W3 HOMEHKIATyphl nen OpraHuzauuu (B HEOOXOJIMMBIX
CIIy4asiX B 3ar0JIOBOK BHOCATCS YTOUHEHHUS);

natbl aena (roj(bl) 3aBeCHUS U OKOHYAHHUS Jeia B IETIONPOU3BO/ICTBE).

IIpu n3menennn HanMmeHoBaHus OpraHuszaluy WIM HOJApa3AeieHUsl B TEUEHUE NEPUOJa,
OXBaThIBAEMOr'0 JIOKYMEHTaMM Jeja, WM MpU Iepenaye Jaeina B JAPYyroe nojapas/iejieHue Ha
00JI0KKe Jesia Mo/ NPeXKHUM HauMEHOBAaHUEM YKa3bIBAa€TCsl HOBOE HauMeHoBaHue OpraHu3anuu
(moapasneneHus), a MpexkHee HANMEHOBAHHE 3aKJII0YAETCsl B CKOOKH.

WNHunekc nena v 3aroioBOK Jieia MEpEeHOCITCs Ha OON0XKKY M3 HOMEHKIATypbl Jein. Eciu
JIEJI0 COCTOMT M3 HECKOJBKUX YacTei, Ha OOJOXKKY Ka)XIOro TOMa (4acTH) BBIHOCHUTCS OOUIMiA
3aroJIOBOK JI€JIa U 3aroJIOBOK KaXKA0W 4acTu (MpU €ro HaTM4IKH).

JlaToii gein, coaepKallux pacnopsAMTENIbHYIO JOKYMEHTALMIO, a TaKKe NI, COCTOSIINX
U3 HECKOJBKUX TOMOB (4acTeil), ABIAIOTCS KpaillHME NaThl JIOKYMEHTOB J€jla, TO €CTh JaThl
(uucno, Mecsi, TOJ) perucTpanuu (COCTaBIEHHS) CaMOr0 paHHEr0 M CaMOro IO3JHETrO
JIOKYMEHTOB, BKJIIOUEHHBIX B Jeno. [Ipu sTom neHp Mecsua (qBa 3HaKa) U roj (YeThlpe 3HAKA)
o0o3HavaroTcsi apabckumu IUdpamMu, Ha3BaHUE Mecslla nuieTcs ciaoBoM. Eciu B neno
BKJIFOUEHBI JOKYMEHTBI, JaThl KOTOPBIX BBIXOJAT 32 KpailHHe NaThl Aeia, TO MOJ JaTaMu Jela, C
HOBOMW CTPOKHM JIENIaeTCsl 3aluch: «B aene uMeroTcs JOKyMEHTHI 3a...roa (bl)». JlaTel nemna mMoryt
HE yKa3bIBaThCsl Ha OOJIOXKKE JeJ, COAEpIKalliX, HalpUMep, TO/I0BbI€ IJIaHbl U OTYETHI, TaK Kak
OHM OTPaXKarOTCs B 3ar0JIOBKax eIl

Jlatamu Jniena, cojepiKallero IMpPOTOKOJIBI 3acelJaHui, SBISIIOTCS JAaThl IEPBOTO U
MOCJIEAHETO NTPOTOKOJIA.

Kpaiinumu natamu 1MYHOTO Jena SIBJISIOTCS AAaThl MOANKCAaHUS MpHUKa3a 0 mpueMe (Ipu
HAJIMYUK TPYAOBOTO JIOTOBOpa — JaTa ero 3akIoYeHHs) M MpHKa3a 00 yBOJIBHEHUH JIHUIA, Ha
KOTOpOE OHO 3aBeleHO. B ciydae cMepTu nuia, Ha KOTOPOE 3aBEACHO JEJI0, KOHEYHOW JaToi
ABJIIETCS 1aTa JOKYMEHTA, U3BEIIAIOIIEr0 O €ro KOHYMHE.

PekBU3UT «CcpOK XpaHEHUs Jeia» MEePEeHOCUTCS Ha OOJOXKKY JieJa U3 HOMEHKIATYphI e
IIOCJIE CBEPKU €ro0 CO CPOKOM XPAHEHMs, YKAa3aHHBIM B IIEpEYHE TUIIOBBIX JOKYMEHTOB WIN B
BEJJOMCTBEHHOM I€pEYHE JOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHHUSI.

Ha nenax mocTOssHHOTO XpaHEeHHs MULIETCA: «XPAHUTH TOCTOSHHOY.

8.38. [lo oxoH4YaHWM Toja B HAAMUCU HA OOJOXKKAX JeN MOCTOSHHOTO W BPEMEHHBIX
(cBbime 10 s1eT) CPOKOB XpaHEHHs] BHOCSTCS YTOYHEHHUS: IIPU HECOOTBETCTBUHU 3aroJIOBKa JieN Ha
00JIO)KKE COACpKAHUIO MOJIUIMTHIX JIOKYMEHTOB B 3arojOBOK Jiela BHOCATCA H3MEHEHMs U
JIOTIOJTHEHUS.

HaumenoBanust Opranuzanuu U noJpasieieHus, ToJ 1 HOMep Jejia MOTYT IPOCTaBISAThCS
Ha 00JI0’KKE C ITOMOIIIBIO HITaMIIa.

8.39. B wmensx oOecriedeHHs] COXPAHHOCTHM M 3aKpEIUICHHsI MMOPSAJKAa PaclOJIOKEHUS
JIOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0, BCE €r0 JIUCThI, KPOME JIMCTA 3aBEPUTENS] U BHYTPEHHEHN
ONKCH, HyMepyroTcsi apaOckumu I1UbpaMu BaJoBOM Hymepanuei. JIluctel HymepyroTcs
rpadUTOBBIM KapaHJAIIOM WM HyMepaTopoM (YIoTpeOsieHHe YepHHJI M LBETHBIX KapaHJalei
JUIsl HyMEpalu{ JHCTOB HE JIONMYCKAaeTcs) CBEpXy BHHU3, LHUQPHI NPOCTABIAIOTCS B IMPABOM
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BEPXHEM YIJy JIMCTa, HE 3a7ieBas TEKCTa JOKyMeHTa. JIMCThl BHYTpEHHEH ONUCH HYMEpYIOTCS
OTJIENBHO.

JIucTel Jiel1, COCTOALIMX U3 HECKOJbKUX TOMOB WM 4acTel, HyMepYyITCs M0 KaXIOMY
TOMY WJIH YacTH OTJEIBHO.

JIOKyMEHTBI ¢ COOCTBEHHON HyMepaliel JIMCTOB HyMEpYIOTCS B 001EM MOpsIKe.

JIuct moboro ¢opmara, MOALUIUTHIA 32 OJUH Kpail, HyMepyeTcs Kak OJUH JIHCT B MPaBOM
BepxHeM yriry. ClI0)KeHHBIN JINCT pa3BOpauMBAETCs U HyMEpYeTCsl B IPaBOM BepXHeM yriy. Jlucr,
CJIOKEHHBIN M MOAIINTBIN 32 CEPEIUHY, OIJIEKUT NIEPEIIMBKE U HyMEPYETCs KaK OJJUH JIUCT.

Ecnu B neno moamMrt KOHBEPT C BIIOXKEHUEM, CHadaja HyMepyeTcs KOHBEPT, a 3aTeM
OUYEepEIHBIM MOPSIKOBBIM HOMEPOM KaX10€ BIOXKEHHE B KOHBEPTE.

Ecnu B Hymepanuu JucTtoB gonyuieHo 6osee 10 ommbok, Bce A0 HyMepyeTcsl 3aHOBO.
ITpu 3TOM cTapble HOMEpa 3a4€pKUBAIOTCS, U PSJIOM CTaBUTCSI HOBBI HOMEP JIUCTA.

IIpy HanmuuuM OTHENBHBIX OHIMOOK B HyMepallMM JIMCTOB JIOIYCKaeTcs YyNoTpeOjeHHe
JUTEPHBIX (C OYKBEHHBIMHU JOTIOJTHEHUSMH ) HOMEPOB JIUCTOB.

8.40. Ilocne 3aBeplieHHs HyMEpalUH JUCTOB COCTaBISETCA JIMUCT-3aBEPUTENb Jea,
KOTOPBIH pacronaraercsi B KOHIIE fiena. B nucre-3aBeputene nudpamu v MPONMUCHI0 YKa3bIBAIOTCS
KOJINYECTBO JIMCTOB B JJAHHOM JieJle, OCOOCHHOCTU OTAEIbHBIX JOKYMEHTOB (HESICHBIM TEKCT,
Pa3phIBbl, CKIEHKH).

JIucr-3aBepuTenp JAena IMOANUCHIBAETCS €ro COCTaBUTEIEM C YyKa3aHMEM JOJDKHOCTH,
WHHUIAAIOB U (paMUIIHHU, TaThl COCTABIICHUSL.

KonnyectBo NUCTOB B jeje, yKa3aHHOE B JIMCTE-3aBEpUTENE JieJla, MPOCTABISIETCS Ha
00JI0KKE Jena.

Ecnu neno meperuieTeHO M MOAIIMTO O€3 JIMCTa-3aBEPUTEINIs, TO COCTABJIECHHBIH JIHCT-
3aBepUTEIb MOAKIEUBAETCS K BHYTPEHHEH CTOPOHE 3aHEHN 00JI0KKH Jiena.

8.41. Jlna yueta IOKYMEHTOB OIpPEAEICHHBIX KaTErOpPHH MOCTOSHHOIO M BPEMEHHOI'O
(cBpime 10 J51eT) CpPOKOB XpaHEHHs, y4YeT KOTOPBIX BBI3BAH CHEHU(PHUKONW ITOKYMEHTAIIHH,
BKJIIOYEHHOM B JI€JI0, COCTABJISIETCS BHYTPEHHSASA ONUCH JOKYMEHTOB Jiella, IMOMellaemMas B €ro
Hayalo.

BHyTpeHHss onuch BKIIIOYAETCS B J€1a, UMEIOIKEe 0COO0YI0 3HAaUMMOCTh, a TakXKe B Jena,
c(OpMUpPOBAaHHBIE 10 BHJAAaM JOKYMEHTOB, 3ar0JIOBKM KOTOPBIX HE PAcCKpbIBAIOT KOHKPETHOIO
COJIep’KaHusl JOKYMEHTOB.

BHyTpeHHsA omHMCh JIOKYMEHTOB Jejla COCTaBJsieTCsl Takke Ha OObeMHbIE Jena
IOCTOSIHHOTO M BpeMeHHBIX (cBbimie 10 JeT) CpOKOB XpaHEHHs B LEISIX ydeTa U OBICTPOro
HaXO0X/IEHUS JOKYMEHTOB B JIEJI€.

B KkoHme BHyTpeHHe# onuMcH yka3bplBaeTcsl IM(PpaMH M TPOIMUCHIO KOJIUYECTBO
BKJIFOUEHHBIX B HEE€ JOKYMEHTOB M KOJMYECTBO JIUCTOB BHYTPEHHEH OMMCH.

BHyTpeHHs1 OnMCh JOKYMEHTOB J€jla IOJIHUCHIBAETCS COCTaBUTENIEM C YKa3aHHEM
JIOJIKHOCTH, MHULIMAJIOB U (haMUJIMU, AaThl COCTaBJICHHUS.

Ecnmu neno mnepemsiereHO M MOMMIMTO 0O€3 BHYTPEHHEM OMMCH, TO COCTaBJICHHAs
BHYTPEHHSS1 ONKCH MOJIKJIENBAETCS K BHYTPEHHEH CTOpOHE JIMLIEBOI 00JIOKKH Jiena.

8.42. JIOKyMEHTBI HOCTOSIHHOTO, BpeMeHHbIX (cBbime 10 J1eT) CpOKOB XpaHEHHUS U IO
JUYHOMY COCTaBy, COCTaBIIIOIIUE [€JI0, MOMEIIAIOTCA B TBEPAblE OOJIOXKKH M3 KapTOHA,
HOJIIMBAIOTCS B YETHIPE IMPOKOJIA WIM MEPEIUIeTAIOTCS ¢ Y4eTOM BO3MOXHOCTH CBOOOJHOTO
YTeHHs] TEKCTa BCEX JOKYMEHTOB, JaT, BU3 M PE30JIOLMH Ha HUX. Pe3oironum pykoBOJICTBa,
COCTaBJIEHHBIEC Ha OTJAEIBHBIX JINCTaX, IOMELIAKOTCS Mepea JoKyMeHToM. [Ipu nmoaroroske nen k
NOAIIMBKE (TIepervieTy) MpoBepseTcs NpPaBHIBHOCTh HMX (OPMUPOBaHUSA, O(POPMIIEHHUS, BCE
IUIACTUKOBBIE M METANIMYECKHE KpEIUIEHUS, a TaKXEe TEPMONEPEIUIETHl U3 JIOKYMEHTOB
YIAISIOTCA.

Jlena TMOCTOSIHHOTO XpaHEHUs, COCTOSIIME M3 0CO00 IIeHHBIX WIM He()OpMaTHBIX
JOKYMEHTOB, MOT'YT IPUHUMATHCS HAa XpaHEHHUE B 3aKPBITHIX TBEPBIX Mankax ¢ TpeMs KiiarlaHaMu
U C 3aBS3KaMH UM B KOPOOKax.

8.43. TloaroroBka »>JEKTPOHHBIX JOKYMEHTOB K Iepenade B apxuB OpraHuzainuu
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OCYIIIECTBIISIETCS] CTPYKTYPHBIM Mojpa3aeneHruemM OpraHu3aluu — BiaJlelblleM COOTBETCTBYIOLIEH
UH(POPMALIMOHHON CHCTEMBI COBMECTHO C IMOJpa3felicHHeM (CIEeLUaINCTOM), 00eCTIeYHBAIOIIUM
GbyHKIIMOHUPOBaHUE UH(OPMAIITMOHHON CUCTEMBI.

8.44. Tlpn mMOATOTOBKE 3JEKTPOHHBIX IOKYMEHTOB, OTOOpaHHBIX K Tepenadye B apXuB
Opranuzanuu, BEIIOJHSIOTCS CIEAYIOUINE OCHOBHBIE IPOLEAYPHI padOThI C JOKYMEHTaMU:

KOHBEPTAIMs JJICKTPOHHOTO JOKyMEHTa B (opMmar apxXuBHOro noKymeHTa (myHKT4.34
[TpaBun);

¢dopmupoBanue B uH(poOpMarmuoHHOW cucteme OpraHuzanuy AJIEKTPOHHBIX eI,
SBIISIOIINXCSI COBOKYIHOCTHIO KOHTEWHEPOB OJJIEKTPOHHBIX JOKYMEHTOB WM KOHTEHHEpOM
AJIEKTPOHHOI'O JOKYMEHTA, BKJIIOYAIOLIEM: KOHTEHT M METAJaHHbIE AJIEKTPOHHOIO JOKYMEHTa,
Gaiinbl SIEKTPOHHBIX MONMUCEH M BHU3YaJTU3UPOBAHHYIO KOIHUIO TEKCTOBOTO AJIEKTPOHHOTO
nokymenta B popmare PDF/A;

(hopMUpOBaHNE OMKICH NEKTPOHHBIX /1€, JOKYMEHTOB CTPYKTYPHOI'O MOIPa3/IelICHuUs;

MUTpalMs 3JIEKTPOHHBIX JIOKYMEHTOB Ha (U3NYeCKH 000COOJICHHBIE MaTepualbHbIC
HOCHUTEJIHM, €CJIM JIOKYMEHTHI Iepenairorcs B apxuB OpraHuzanuu He M0 HH(OPMAaLHMOHHO-
KOMMYHUKAIIMOHHBIM KaHaJlaM;

MIPOBEPKa BOCIPOU3BOAMMOCTH JIEKTPOHHBIX JJOKYMEHTOB;

IIPOBEPKA DJIEKTPOHHBIX JIOKYMEHTOB Ha HaJIM4YUE€ BPEJOHOCHBIX KOMIIBIOTEPHBIX
porpamm;

MIOATBEPK/ICHUE 1IEJIOCTHOCTH 3JIEKTPOHHOTO JIe€J1a 3JIEKTPOHHOM MOANUCHIO PYKOBOIUTEINS
CTPYKTYpPHOTO TOJipa3fiesieHus (MHOTO YIIOJTHOMOYEHHOTO JIUIA), OCYIIECTBIISIONIETO MOATOTOBKY
AIIEKTPOHHBIX IOKYMEHTOB K Iiepeaue B apxuB Opranusaiyi.

8.45. DnekTpoHHBIE JOKYMEHTHI MEPEAA0TCsl B apXUB OpraHU3aluy 10 HHPOPMAIIHOHHO-
TEJIEKOMMYHHUKAIIMOHHON CeTH WM Ha (PU3NYECKH 00OCOOJIEHHBIX HOCHTENSAX B COOTBETCTBHHU C
YCTaHOBJICHHBIMU MpaBWJIAMU, 0€3 COXpaHEHHUS JaHHBIX OJIJIEKTPOHHBIX JIOKYMEHTOB B
COOTBETCTBYIOIUX UH(POPMAIIMOHHBIX CUCTEMAX.

8.46. Omnucu Aen COCTaBNISIOTCA B CTPYKTYPHBIX MozpaszjaeiieHusx OpraHuzauuud 1oj
METOJIMYECKUM PYKOBOJCTBOM /[lenonpon3BoauTers.

Onucu Jen CoCTaBiSIOTCS OTAENBHO Ha Jiela MOCTOSHHOTO XpaHEHUs; Jiela BPEMEHHBIX
(cBbimie 10 €eT) CpOKOB XpaHEHMs; Jiesia 10 JIUYHOMY COCTaBY, AJIEKTPOHHBIE JI€Na, a TaKKe Ha
Jiena, COCTOSIIME M3 JIOKYMEHTOB, XapakTepHbIX Juis JaHHOM Opranuzaimuu (cyneOHbIe,
CJIEICTBEHHBIE JIeJIa, HAYYHbIE OTYETHI [I0 TEMaM).

Onucu Jien CTPYKTYpPHBIX HOJpPa3JeNIeHUil COCTaBIISAIOTCS MO (opMaM, YCTaHOBJIEHHBIM
npuioxenueMm NeNe 25, 26.

Ilo omnucsaM nen CTPYKTYpHBIX MNOAPA3AEICHUN JOKYMEHTBHI IIE€PENAIOTCS B apXUB
Opranuzanuu.

Ha nena BpemeHHbIX CpokOoB XpaHeHuss (1o 10 neT BKIIOUUTENIBHO) ONUCH He
COCTaBJISIFOTCSA, M B apXUB TaKHUE Jiea HE ePEeJatoTCsl.

[Tpu nanuuuu B Opranuzanuu COJ1 onucu nen GopMupyrOTCs B cUCTEME.

8.47. Onucu nen CTPYKTYpPHBIX MOAPA3ACICHUM NPEACTaBIAIOTCS B apxuB Opranuzanuu
HE paHee, YeM 4epe3 OAMH IoJl, U HE IO3[HEE, YeM 4epe3 TPU Ioja IOCIE 3aBEPLUCHUS NIE] B
JIEJIONPOU3BO/ICTBE.

8.48. OrnmenbHass omMch NpEACTaBIsieT cOOOW MepedyeHb ONUCATEIbHBIX CTaTeld C
CaMOCTOSITENIbHOM NMOPSAIKOBOM HyMepaluen, Kakasi U3 KOTOPbIX JI0JKHA BKIIIOUATh CIIEyIoIIne
CBEICHMUS:

MTOPSIAKOBBIN HOMEp J€eJIa 110 OIUCH;

UHJIEKC J1ET1a;

3aroJjIOBOK Jiena;

KpaiiHHe J1aThl J1e71a;

KOJIMYECTBO JIUCTOB B JIEIIE;

CPOK XpaHEHHUs JIeNa;

MpUMEYaHusl.
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8.49. Ilpm cocTaBlIeHHMM ONUCHU [€J1 CTPYKTYPHOTO TMOJPA3JCICHUS COOJIIOTAI0TCS
clIeAyIome TpeOOBaHUs:

3aroJIOBKU JIeJ BHOCSTCS B OMKCh B COOTBETCTBUU C MPHUHATONW CXEMOW CHCTEMaTH3alluu
Jel1, 3aKPETUICHHON B HOMEHKIIAType JIeT;

Ka)KJ10€ JeJI0 BHOCUTCS B OIUCH IOJT CAMOCTOSITENIbHBIM MOPSIIKOBBIM HOMEPOM (€CIiu AeIo
COCTOUT U3 HECKOJIbKMX TOMOB HJIM YaCTeH, TO KaXKIbli TOM HJHU YaCTh BHOCSATCS B ONHCH I0J]
CaMOCTOSITENIbHBIM HOMEPOM); MOPSA0K HyMepaluu JIeT B OIUCH — BaJIOBBIN;

rpadbl OMUCH 3aMOJIHSAIOTCS B COOTBETCTBUU C TEMU CBEIECHUSMH, KOTOPbIC BEIHECEHBI Ha
00JIOKKY J1ena;

IpU BHECEHUH B ONKUCHh MOAPSA] Jenl (TOMOB, YacTel) C OAMHAKOBBIMU 3arojIOBKaMH
3aroJIOBKM BceX Jied (TOMOB, YacTel) MUIIYTCs MOJHOCTBIO; MPU BHECEHUH B OMUCH MOCIIEIHEr0
3aroJjioBka nobasisieTcst ¢ioBo «llocieHuiim);

rpada onucu «I[Ipumeuanus» UCMONB3yeTCs I OTMETOK O IIpUEMeE JIe]l, 0COOCHHOCTSIX UX
(U3UIECKOro COCTOSHUS, O Tepenade e APYrUM CTPYKTYPHBIM MOpPa3IeIeHUEM CO CChUTKOM Ha
aKT, O HAJTMYUU KOMHIA.

8.50. Ilepen BHECEeHHEM 3arOJIOBKOB JIE]l B OIHMCH MPOBEPSIOTCS KaueCTBO (POPMHUPOBAHUS
1 0OopMIICHHUS JIe]I, COOTBETCTBHE KOJMYECTBA JIEJI, BHOCUMBIX B OIUCH, KOJIMYECTBY 3aBEICHHBIX
JIelT TI0 HOMeHKIatype aen Opranusanuu.

B konme omucu Bcnea 3a MOCTEAHEW OINMUCATENbHON CTaThell 3amlojHsIeTCS HTOroBas
3aMnch, B KOTOPOH yKa3piBaloTCsA (LMdpamMH M MPOMHUCHIO) KOJIUYECTBO JAEJ, YHCISIIIUXCSA TI0
OMKCH, TIEPBBI U TOCIEIHUNA HOMEpa el MO OMNHCH, a TaKXKE OTOBapHBAIOTCS OCOOEHHOCTHU
HYMEpAaLWH JIe] B ONUCH (JTUTEPHBIC HOMEPA U MPOITYIIEHHBIE HOMEPA).

8.51. Tlopsimox mpUCBOCHHMS HOMEPOB OMHUCSAM Jell CTPYKTYPHBIX MOApa3IeICHHMA
YCTaHABJIMBACTCS IO COTIIACOBAHMIO ¢ apXxuBoM OpraHu3anuu.

8.52. Ilpu cocTaBneHUH OMUCH JIEKTPOHHBIX JIe]1 B OMKUCH BKIIIOYAIOTCS:

MOPSAKOBBIM HOMEP JIEKTPOHHOTO JIeJia 110 OIHCH;

MHJIEKC 3JIEKTPOHHOTO JIeTa;

3aroJOBOK JIeNa;

naTa jena (Toma, 4acTH);

CPOK XpaHEHHUS JIea;

00BbEM IIEKTPOHHOTO jiea B MO;

pUMEYaHUSI.

B cocraBe ommcu snextpoHHbIX Jen B CDOJ] dopmupyercs peecTp 3IIEKTPOHHBIX
JOKYMEHTOB (KOHTEHHEPOB AJIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKa3bIBAIOTCSI CBEACHHUS 00
AJIEKTPOHHBIX JOKYMEHTaX, BKIIOUEHHBIX B KaKJ0€ 3JIEKTPOHHOE JIEN0.

8.53. Omumcu Jmen CTPYKTYpHOTO TOJAPA3ACNEHUs TOAMUCHIBAIOTCA PYKOBOJIUTEIEM
NOJpa3JieNIeHusl U coriacoBbiBatoTcs JlenonpounsBoauTteneM. PeecTp 31eKTPOHHBIX JOKYMEHTOB,
SIBIISTIOIIMNACS TIPUIIOKEHUEM K OIHCH SJIEKTPOHHBIX JIOKYMEHTOB, IOINUCHIBAETCS COCTAaBUTEIIEM
peecTpa ¢ yKazaHueM JIOJDKHOCTH, HHUITAIOB, (DaMUIINU, TaThl COCTABJICHHUS.

8.54. Onucu nen CTpyKTypHOTO mojpaszfencHuss OpraHuszaliuu COCTaBISIOTCS B JABYX
’K3EeMIUIApax Ha OyMa)XHOM HOCHTEJE, OJJUH U3 KOTOPBIX MEpeaeTcsi BMECTE C JIelaMU B apXUB
Opranm3anuy, a BTOPOW OCTaeTCsi B KAayecTBE KOHTPOJBHOTO JK3EMIUIApa B CTPYKTYPHOM
noapasnenenur. B apxuB OpraHuzanuu Takke Iepegaercs MO HK3EMIULIpYy Omuceil nen B
DIIEKTPOHHOM BHUJE€ B pEHaKTHpyeMoM (opmaTte UIsi HCIONB30BaHHUA B JalbHEHWIEM JUIS
MOJrOTOBKH apXUBHBIX ONMHUCEH JIel1, TOKyMEHTOB (TOJIOBBIX pa3/iesioB).

8.55. Jlena nepenarorcst Ha XpaHeHue B apxuB OpraHu3aniy B COOTBETCTBHH C TPapUKOM
nepefayd  JOKYMEHTOB, YTBEpKIeHHbIM PykoBomurenem  OpraHuzaliii WM HHBIM
VIIOJJHOMOYEHHBIM WM JIMIIOM H  COIJIACOBAHHBIM C PYKOBOJAUTEISIMH  CTPYKTYPHBIX
MOAPA3ACIICHUN.

8.56. Jlena nmocTOSHHOTO U BpeMeHHBIX (cBbIlIe 10 JIeT) CpOKOB XpaHEHHUs, JOKYMEHTHI 10
JUYHOMY COCTaBY, JIEKTPOHHBIE JOKYMEHTHI NepeaatoTcs B apxuB OpraHusanuu He paHee, ueM
4yepes ToJI, ¥ He TI03THee, YeM Yepe3 TPH rojia MOCIe 3aBepPIICHUS X B ICTOTPOU3BOJICTBE.
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8.57. Ilepenaua nen B apxuB OpraHu3annyl MPOU3BOAUTCS MO OMMUCSAM JAEN CTPYKTYPHBIX
MIOAPAa3ACIICHUN.

8.58. YmonHOMOYEHHBI paOOTHUK apXWBa MPOBEPSET MPaBUILHOCTH O(GOpPMIICHUS U
dbopmMupoBaHus €], MPABUIBHOCTh COCTABJICHHS OIMCEH Jed, COOTBETCTBHE KOJHMYECTBA eI,
BKJIIOYEHHBIX B OIMCh, KOJUYECTBY Je€J, c(OOPMUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYpPOM
Jell.

BbIsiBIIeHHBIE TIPU IPOBEPKE HEAOCTATKU B (POPMUPOBAHUU U O(YOPMIIEHUH €T pAOOTHUKH
CTPYKTYpPHOTO MOApa3/IeaeHHs 00513aHbl YCTPAHUTh B IByXHEJIECIbHBIN CPOK.

8.59. Ilpuem kaxnoro nena B apxuB OpraHuzanvu TPOU3BOJUTCS B MPUCYTCTBUU
COTPYAHHKA CTPYKTYpHOrO monpaszaeneHus. IIpu 3ToM Ha 00OMX 3K3EMIUIApax OMHUCH MPOTHB
KaX/I0ro Jiejla, BKIIOYEHHOIO B Hee, JlelaeTcsi OTMETKa O HAaJM4Yuu Jena. B KoHue Kaxaoro
PK3EMIUIApa OMHMCH B MTOTOBOM 3alMCH YKas3bIBaeTCs IHM(PpaMH W TPOMUCHI0 KOJIUYECTBO
(aKkTHYECKN NPUHATBHIX B apXWB JIeJ, B TOM YHCJE 3JIEKTPOHHBIX, HOMEpa OTCYTCTBYIOILUX JEl,
JaTa IpueMa- IepeAaud Jel, a TakKe IOANMCH JIMLA, OTBETCTBEHHOI'O 3a apXWB, W JIULA,
HepeAaBIIero Jena.

HroroBass 3amuch NOATBEPKAACTCA MOANMCIMM COTPYIOHMKA apXWBa M COTPYAHHMKA
CTPYKTYPHOTO ITOJIpa3/ieieHns, IepeiaBLIero Jeja Ha OyMa)kHOM HOCUTENIE U JIEKTPOHHbIE JIea.

8.60. Ilepemaua 3IEKTPOHHBIX JOKYMEHTOB B apxuB OpraHuzaluu NPOU3BOJUTCS Ha
OCHOBAHMHU ONMCEN 3JIEKTPOHHBIX J€] 10 MHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHONW ceTH (IpHu
Ham4uy B apxuBe Opranuzanuu HHOOPMAIIMOHHON CHCTEMBI) WM Ha (pru3ndeckn 000CO0ICHHBIX
MaTepHaIbHBIX HOCUTEJISAX, KOTOPbIE MPEJICTABIIAIOTCS B IBYX MJICHTUYHBIX IK3EMIUISIpax.

8.61. B cnyuae nuKBUAAUMM WIM PEOPraHU3ALUU CTPYKTYPHOTO IOAPA3JIEICHUS
(momxHoctn) Opranu3zaunu pabOTHUK IMOApa3AEiIeHUs B MEPUOJ] NPOBEIEHUS JTUKBHIALMOHHBIX
MepOonpUATHIA (HOPMUPYET BCE UMEIOIIUECS IOKYMEHTHI B Jiefia, 0(pOpMIISIET /Iea U NepeaaeT ux B
apxuB OpraHusanuy, HE3aBUCUMO OT CpPOKOB XpaHeHus. llepemaua nen ocyiiecTBisercs IO
OIMCSIM JIeJ1 1 HOMEHKJIaType JIedl.

8.62. Ha nena ¢ MCTEKIIMMHM CpOKaMM XpaHEHHUs B CTPYKTYPHBIX IMOApa3IeNeHHUIX
(pabotHrkaMun) OpraHu3aniy COCTABISIOTCS MPEIUIOKEHUS K aKTy O BBIACICHHH K YHHUTOKCHHUIO
JIOKYMEHTOB.

Ha ocnoBe ux mnpemioxenuii JlemonpousBoautens OpraHuzandd COCTaBIsAE€T akKT O
BBIICJICHUM K YHUYTOXXCHHMIO JOKYMEHTOB, HE MOMIEKAIIUX XpaHEHWIO, Ha Jejla BCeH
Opranuzanuu 1o Tou ke (opme. 3arolOBKM OJHOPOAHBIX €], OTOOPAHHBIX K YHUYTOXKEHHIO,
BHOCATCSI B aKT O] OOIIMM 3arojIOBKOM C YKa3aHHWEM KOJIMYECTBa JIeJl, OTHECEHHBIX K JIaHHOMN
rpymnme.

8.63. [lenma BKIIOYWAIOTCS B AKT O BBIICICHMM K YHUYTOXCHHIO JOKYMEHTOB, HE
MOJJIEKALINX XPAHEHUIO, €CIIM MPEeIyCMOTPEHHBIN AJIi HUX CPOK XpaHEHHs HCTeK K | sHBaps
rojia, B KOTOpOM cocTaBiieH akT. Hanpumep, 3akoHuenHsie B 2015 roxy aena ¢ 3-JIeTHUM CPOKOM
XpaHEeHHs, MOTYT OBITh BKJIIOUEHBI B aKT, KOTOPBIH Oyner cocrtaBieH He paHee | sHBaps 2022
roja.

8.64. Jlena c ormetkoil «OIIK» (otmerka «O1IK» 03HayaeT, 4To 4yacTh JOKYMEHTOB MOXKET
ObITh OTHECEHA K CPOKY XPaHEHHUsS «IIOCTOSIHHO») MOJJIEXKAT MOJMCTHOMY MPOCMOTPY B IIENAX
BBISIBJICHUSI IOKYMEHTOB, MOJJIEKALINX IOCTOSHHOMY XpaHEHUIO. BbIsBIEHHBIE B TakUX Jeiax
JIOKYMEHTBI IOCTOSIHHOTO XPAaHEHUS BBIICISAIOTCS U MPUCOECAUHSAIOTCS K OAHOPOJHBIM JI€JIaM WU
bopMUPYIOTCS B CAMOCTOSITENIBHBIE JIENa.

OcTanbHble JOKYMEHTHI Jena ¢ oTMeTKol «OIIK» BkitouaroTcs B akT, IPU 3TOM OTMETKA
«3IIK» B akTe HE yKa3bIBAaETCH.

8.65. AKT O BBIIECINEHUM K YHHUUYTOXXEHHUIO JIOKyMEHTOB, HE MOJUIEKAIIUX XPAHEHUIO,
IpeJCTaBIsIeTcss Ha paccMoTpeHue U cornacoBaHue OK OJHOBPEMEHHO C OMNMCSIMH el
IIOCTOSIHHOTO XPAHEHUs U 10 JIMYHOMY COCTaBY.

8.66. AKT O BBIJCICHUM K YHHYTOKCHHMIO JIOKYMEHTOB, HE IMOJICKAIIUX XPaHEHUIO,
yrBepxaaerca PykoBogutenem Opranusanuu nocie yreepxaeHus JIIK ApxuBHoro ynpasieHus
[IpaButenscTtBa YeueHckoil PecnyOnuku, B COOTBETCTBHM C IPEIOCTABIECHHBIMH €My
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MOJIHOMOYMSIMH, OMHUCEH JIeJT MOCTOSIHHOTO XPAHEHUs U COIJIACOBAaHUS OMHCEH el MO JINYHOMY
COCTaBY, IOCJIC YETO JIeJa, BEICTICHHBIC TI0 aKTY K YHUYTOXKEHHUIO, MOTYT OBITh YHUYTOXKCHBI.
8.67. Jlena, mojjiexamye yHHUUYTOXKCHHIO, MEPEIAloTCsl Ha TepepaldoTKy (yTHIM3AIHIO).
[Tepenaua nen opopmIisieTcs mMpueMo-CAATOUHON HAKIIaTHOH.
[Tocne yHUYTOXKEHMS 71 B HOMEHKJIAType JeJl IMPOCTAaBIISIIOTCS OTMETKH, 3aBepseMble
MOANMKCBHIO crienuanucra Jlenonpon3BoauTeNem, U JaTou:

«YHuUTOXKeHO. CM. aKT OT Ne . [oanuck, nHUIMAIBL, (HaMUATHS.

8.68. DIIEKTPOHHbBIE TOKYMEHThI C UCTEKIIMMHU CPOKAaMHU XPAHEHHUS MOJJIEKAT BBIICIECHUIO
K YHUYTOXKEHHUIO Ha OOIIMX OCHOBAHMSIX, I1OCIE YETo MPOBOIUTCS UX (PU3NYECKOE YHHUUTOXKECHHE
WIA YHHUYTOXXCHHE TMPOrPAMMHO-TEXHHUYECKUMH CPEACTBAMHU C COOTBETCTBYIOIIECH OTMETKOH B
aKTe O BBIIACJICHUU K YHUUYTO)KEHUIO 3JICKTPOHHBIX JT0KYMEHTOB.

DNEeKTPOHHBIE JOKYMEHTBI CUHUTAIOTCS YHUUYTOKEHHBIMH, €CIIM HUX HENb3sl BOCCTAHOBHUTH
cpeAcTBaMu MH()OPMALMOHHONW CHCTEMBbl HAa HOCUTENAX MH()OPMAIUK U U3 PE3€PBHBIX KOIHH.

8.69. AKTbl O BBIIEICHUM K YHUUYTOXKEHUIO JOKYMEHTOB, HE IOUIEKAIIUX XPAHEHUIO,
XpaHATCs IOCTOSIHHO B Jiesie OHA.

IX. Opranu3amnus 10cTyna K 10KyMeHTaM U UX HCI0JIb30BaHUSA

9.1. Beimaua gen, HaxoadIuUXcs Ha XpaHeHuW y Jlenonmpou3BOAMTENS, B CTPYKTYPHBIX
nonpaszzaenenusax Opranuzanuu pabOTHUKAM JIPYTHX HOJpa3AeiaeHUi 1isl 03HAKOMIIEHUS U (UJIH)
JUIs BPEMEHHOIO MCIIOJB30BaHMsI B paboTe MPOU3BOAMTCA IO 3ampocaMm, MOANUCAHHBIM
PYKOBOJUTENIEM CTPYKTYPHOIO IOJApA3JENCHUs, 3alpalllBarollero Jaeao (JOKYMEHT) U C
paspeenus Jlenonpon3BoauTeNs UM PYKOBOIUTENS CTPYKTYPHOTO MOAPA3AEICHUS, JOKYMEHTbI
KOTOPOTO 3alpaliiBaroTCs.

9.2. Jlena, TOKYMEHTHI BbIIAIOTCSI BO BPEMEHHOE MOJIb30BaHue paboTHHKaM OpraHuzanuu
Ha CPOK He 0oJiee OHOro Mecsla.

I'ocynapcTBeHHbIM (MYHUIMNAIBHBIM) OpraHaM (CyZleOHbIM, IPABOOXPAHUTEIBHBIM,
OopraHaM TOCYAApCTBEHHOro0 (MYHHUIMIAIBHOTO) KOHTPOJS M HAaJI30pa) JAeja M OTAENbHbIE
JIOKYMEHTBI BBIIAIOTCSI HA OCHOBAaHMM MX NHCBMEHHBIX 3allpOCOB C paspelieHus PykoBoaurens
Opranuzanuy WM WHOTO YNOJIHOMOYEHHOTO MM JIMLA, IO aKTaM Ha CpPOK He Oolsee mIecTH
MECSIEB.

[Ipu HEOOXOAMMOCTH CPOK UCIIOJIB30BAHMSI TOKYMEHTOB MOXET OBbITh MPOJJICH.

9.3. B nucbMeHHOM 3ampoce paboTHHKOB OpraHuzanuy o BblAaye JTOKYMEHTOB (Ie7) BO
BPEMEHHOE I0JIb30BAHUE M3JIaratoTCsl IPUUMHBIL, 10 KOTOPHIM 3alpallIuBaeTCs Je0 (IOKYyMEHT) U
LI€JIb UCIIOJIB30BAHUS JOKYMEHTOB, HAXOJALIMXCS HAa ONIEPATUBHOM XPaHEHHH.

9.4. Ha BbI1aHHOE J1€710 3aBOJUTCS KapTa-3aMECTUTEINb, TIOMeIlaeMasi Ha MECTO BbIJAHHOTO
nena. B Hel ykasblBalOTCA MHIAEKC Je€la, Aara €ro BbIIaud, KOMY J€J0 BBIJIAHO, JaTa €ro
BO3BpallleHUs, TPEeIyCMaTPUBAIOTCs Tpadbl U1l MOANKMCEN B MTOJIyYEHUH U IIpUEME Jiena.

Ha wMecTto u3BATOrOo mNOJUIMHHUKA JOKyMeHTa Jlenonmpous3BoauTeNb HIM PabOTHHUK
NoJipa3/ielieHusl BKJIAJbIBAET B JIEJO JHUCT-3aMECTUTENh C YKa3aHMEM, KOIJa, KOMY M Ha Kakou
CPOK BBbIJIaH JOKYMEHT U MOJIUCSAMU B IIOJIyYE€HUU U npueMe aena. [Ipu aToM B fenno nomeniaercs
3aBepeHHas KOMUs IOKyMEHTa.

[Tocne pemenus Bompoca, Al pacCCMOTPEHUsT KOTOPOTo Jiena (JIOKyMEHThI) H3bIMAJIUCH 11O
3arpocaM HHBIX OpraHu3alii, MOUIMHHUKA JOKYMEHTOB JOJDKHBI OBbITh BO3BpallleHbl B
Opranuzanuio 1 NOMELEHBI B JEII0.

9.5. DneKkTpoHHBIE TOKYMEHTHI, HAXOSIINECS Ha OTIEPaTUBHOM XpaHEHUH B 0a3ax JaHHBIX
UH(POPMALIMOHHBIX CHUCTEM, BBIAAIOTCA JJIsl HCHOJB30BaHMS B BHJE KONHMH 3IIEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBUU C IIyHKTOM 2.51 Hacrosmient MacTpykumm.

9.6. Ilopsmok noctyna paboTHHKOB OpraHuzanyu K JJOKyMeHTaM, pasMeriaeMbiM B COJ]
WIM UHOM MH(POPMAIMOHHOMN cHCTEeMe, YCTaHABJIMBAETCS JIOKATbHBIMU HOPMATHUBHBIMHU aKTaMU
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Opranuzanuy, ONPEeAeNsSIOIUMH TOPSAOK SKCIUTyaTaud WHGOPMAIMOHHONM CHCTEMbI, U B
COOTBETCTBUM C TIEPCOHAIBHBIMU YYETHBIMHM 3amucsiMu paboTHHKOB B COJI uimm HHOM
MH(OPMALIMOHHON CHCTEME.

PaboTHuKaMm, He HMMEIOUIMM TIpaBa AOCTYNa K COOTBETCTBYIOLIEH HH(POPMALMOHHON
CUCTEMeE, DJIEKTPOHHBIE JOKYMEHTHI BbIIAIOTCA B COOTBETCTBUU C nyHkTamu 9.1 - 9.3 HacTosmeit
WucTpykinu, Ha GuU3nYecku 000COOJICHHOM HOCHTEINE, BBICBUIAIOTCS MO AJICKTPOHHOMY aapecy
paboTHHKA, 3aIPALIUBAIOLIETO JOKYMEHT, UM UHBIM 00pa3oM.

9.7. YV Jlenonpou3BoauTeNnss WIM B CTPYKTYPHOM TOAPA3JCICHUM, BBIAABIIEM JAEJIO
(TOKyMeHT) BeleTcsi y4eT BBIJAHHBIX [l (JIOKYMEHTOB) U KOHTPOJb HMX CBOEBPEMEHHOIO
BO3BpaTa. DJIEKTPOHHBIE Jiefia (IOKYMEHTBI) BO3BpATy HE MOJIJIEXKAT.

9.8. PabGornuku OpraHuzanuu 00s3aHbl 00ecleYrBaTh COXPAHHOCTH MOJIYUYEHHBIX BO
BPEMEHHOE TI0JIb30BAHUE JIOKYMEHTOB (zen) Ha OyMakKHOM HOCHUTENE U HCIOJIb30BaTh
MOJIyYEHHYI0 MH(OpPMALMIO B CIYKEOHBIX LIETSX B COOTBETCTBUHM C TPEOOBAHHSIMH JIOKAIBHBIX
HOPMATHUBHBIX AaKTOB. 3alpeniaercs Iepenada IOJYYeHHBIX JOKYMEHTOB WJIM WX KOIHM
paboTHUKAM APYTUX MOAPA3IEICHUN WIH OpraHU3aIuil.

9.9. U3zbsTHe (BbIeMKa) JOKYMEHTOB, 00pa3oBaBIIMXCS B jAeATenbHOCTH OpraHusanu,
MIPOU3BOUTCS B COOTBETCTBUHU C 3aKOHOIaTeNbcTBOM Poccuiickoii Deneparuu.

9.10. U3bsTue (BbIEeMKa) JOKYMEHTOB TIPOU3BOJUTCS HAa OCHOBAaHUM MHCHMEHHOTO
pacnopsbkeHHus  (IIOCTAHOBJIGHHS) COOTBETCTBYIOIIEIO OpraHa BJIAacTH C  pa3peleHus
PykoBonurenss OpraHuzauyy WIM HWHOTO YIOJHOMOYEHHOTO KM JIMLA C HW3BELIEHUEM
PYKOBOAMTENS OApa3AesieHus], JOKYMEHTBI KOTOPOT'O U3bIMAIOTCSI.

9.11. ®dakt u3bATHS (BBIEMKH) JOKYMEHTOB (PHKCHPYETCSI B TMPOTOKOJIE (AaKT€) M3BATHUS
(BBIEMKH) JOKYMEHTOB, KOTOPBIM COCTaBIII€TCS HE MEHEee 4YeM B JIByX OHK3eMIUIIpax u
MOJIMUCKHIBAETCA YHNOJHOMOYEHHBIMU IpeAcTaBUTENsIMU OpraHuszallid U COOTBETCTBYIOLIETO
oprana BrnacTi. K npotokoiny (akTy) npuiaraercsi Onuch (peecTp) U3bATHIX TOKYMEHTOB (J1eT).

9.12. Tlpu U3BATUN TOJIMHHUKOB TOKYMEHTOB B JI€JIO MOMEIIAETCS 3aBEpeHHAasl KOs
JTIOKYMEHTa, Ha 000pOTe KOTOPOH yKa3bIBaeTCS OCHOBAHWE M3BATHS MOMIUHHUKA, CPOK BO3BpATa,
JlaTa v MOANUCH pabOTHHUKA, OTBETCTBEHHOTO 33 ()OPMHUPOBAHUE W/HIN XpaHEHHE JeTa.

9.13. IlogMMHHUK TOKYMEHTA, U3bATHIN U3 Jielia HA OCHOBE COOTBETCTBYIOIIETO PELICHHS,
1ocJie PacCCMOTPEHHUSI M PEILIEHUs BOIIPOCca, BO3BpalIaeTcs B JIEN0, IPU ATOM KOIHS, TOMEIICHHAs
B JI€JI0 BMECTO MOJAJIMHHUKA, U3bIMACTCH.

X. U3roroBienne, yuyer, HCMOJIb30BAHNE U XPAHEHHUE NeYaTeil, IITAMIIOB, 0JIAHKOB
JAOKYMEHTOB, HOCHTeJeH 3JIeKTPOHHbIX MOANMUCel

10.1. bnanku opraHM3allMOHHO-PACIIOPSIUTENBHBIX JIOKYMEHTOB pa3paldaThIBaroTCs
HenonpousBoaureneM. Buapl OlaHKOB OpraHU3alMOHHO-PACHOPSAUTENBHBIX JIOKYMEHTOB,
TpeOoBaHUs K X 0(OPMIIEHHUIO M UCIIOJIb30BAHUIO YCTaHABIMBaIOTCA HacTosen MHcTpykiuei.

10.2. OOGpa3upl ONaHKOB JIOKYMEHTOB YTBEPKIAIOTCS B cocTaBe WHCTpYKIMH IO
JIeTIOTIPOU3BOJICTBY WJIM MPUKa30M PykoBoauTeNst B cocTaBe KOMIUIEKTa (a1p00Ma) OJIaHKOB.

10.3. B Opranuzamuu Juis HOATOTOBKHM JOKYMEHTOB MOTYT HCIIOJIb30BaThCsl OJIaHKU
JOKYMEHTOB, M3TOTOBJIEHHbIE THUIIOTPACKUM CHOCOOOM WM CpeACTBAaMM  ONEPATUBHOMN
noJurpaduu.

Opranu3zaiiys BrpaBe Npy MOATOTOBKE JOKYMEHTOB MCIIOJIb30BaTh 3JIEKTPOHHBIE Ta0I0HbI
ONaHKOB. DJIEKTPOHHBIE IIAOJIOHBI OJAHKOB JOJDKHBI COOTBETCTBOBATH OOpaslam OJIaHKOB,
YTBEpKJIeHHBIX PykoBoauTenem Opranu3anum.

10.4. bnaHku OpraHM3allMOHHO-PACIOPSAUTENBHBIX JOKYMEHTOB, IPUMEHSIEMBIE B
Opranuzanuy, He MOTYT NEepenaBaThCs APYTMM OPTraHU3alMsIM, JOJDKHOCTHBIM U (PU3UYECKUM
JULAM.

10.5. denonpousBoaurens Opranu3annu:

oopmisier 3aka3bl Ha M3rOTOBJIEHHME OJAHKOB OpPraHU3alMOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB TUIOTpa)CKUM CIIOCOOOM WJIM CPEACTBAMU ONepaTUBHON nonurpaduu;
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OCYILIECTBIISIET XpaHEHHE OJIAHKOB OPraHU3allMOHHO-PACTIOPSIIUTENbHBIX JTOKYMEHTOB M
BbIJIauy UX COTPYAHHMKAM B CTPYKTYpHbIE nojpa3eneHus Opranuzanuu;

OCYILIECTBIISICT KOHTPOJb 32 MPaBUIBLHOCTHIO MCMOJIb30BAaHUS OJAHKOB OpraHU3al[MOHHO-
pacropsiAUTENbHBIX TOKYMEHTOB.

10.6. B Opranuzanuu B COOTBETCTBUM C JCHCTBYIOIIUM 3aKOHOAATEIHCTBOM
ucrosb3yeTcs nevars (nanee — [leuats Opranuszanun).

Opranuszanusa MoxeT wucnosb3oBaTh Ilewats Opranuzanum ¢ BOCHPOU3BEIECHUEM
['ocynapctBennoro repb6a Yeuenckoir PecmyOnukum Ha OCHOBaHMHM 4YacTH 3 craTthu 8 3akoHa
Yeuenckoit Pecnyomuku ot 23.03.2020 Ne 16-P3 «O T'ocymapctBenHOM repOe YUeueHckou
Pecny6nukny. Ileuats Opranusanuu ¢ BocrpousBeeHneM [ ocynapcTBeHHOro repba YedeHckoit
Pecny0nuku  JOMKHA COOTBETCTBOBaTH TpeOOBaHMSIM, YCTaHOBIEHHBIM IlocTaHoBieHHEM
[TpaButenscTBa Yeuenckoit PecnyOmuku ot 31.01.2012 Ne 23 «OO6 yrBepxknenun Ilopsiaka
U3TOTOBJICHUSI, Yy4yeTa, XPAaHEHHUS, HCIOIb30BAHUS U YHUYTOXKEHHUS T[edaTell u OJaHKOB
JIOKYMEHTOB C BOCITpou3BeieHneM I ocymapcTBeHHOro repoa YeueHckoit PecryOnukm.

10.7. B Opranuzanuu TakKe MOTYT HCHOJb30BaThCS IM€YaTH MOApPA3ICICHUN WM
JOJKHOCTHBIX JIML (paOOTHHUKOB), II€YATH JUIsl IAKETOB U OTJAEIbHBIX KaTErOpUH JTOKYMEHTOB, a
TaK)K€ METAJUIMYECKUE BBDKMMHBIE N€YaTH JJIsl ONEYaThbIBaHUS MOMEIICHUN U yIOCTOBEPEHUS
CHEIHaJIbHBIX IIPOITYCKOB.

B Opranuzanum MOXeT HCHOJIb30BaThCS MITaMII (IITaMIIbl) ¢ PAKCUMUIBHON MOJIMUCHIO
PykoBonuTenst U MHBIX AOJKHOCTHBIX JIMII.

[Topsmok HCTONB30BAHMS IITAMIIOB C (DAKCUMHIIBHOM MOANUCHI0 PYKOBOAMUTENS U MHBIX
JIOJDKHOCTHBIX JIMIT (C YYETOM MOJOKeHu nyHkra 2 crateu 160 vactu | I'paxaaHckoro Kojekca
P®), Bugpl JOKYMEHTOB, MOAMHMCHIBAEMBIX (PAKCUMUIBHOW TOANUCHIO YCTaHABIMBACTCA
JIOKaJIbHBIM HOPMATHUBHBIX akTOM OpraHuzanuu.

10.8. Ileyatu u mramnsl OpraHu3anuy U3roTaBIUBAIOTCA B KOJIMYECTBE, HEOOXOAUMOM
JUIsL OCYILIECTBJIEHMSI Mojpa3aeneHus M Opranuzainuu U ee pabOTHUKaMH BO3JIO)KEHHBIX Ha HHUX
¢byuknuii. PemieHne 00 M3rOTOBICHMH M KOJIWYECTBE DJK3EMIUISIPOB MeyaTel M IITaMIIOB
npuHuMaetr PykoBogutens Opranusanui 1o npeacTaBieHuto Jenonpon3BoauTes.

Ecan Ilewarp OpraHu3zanuu MCHOJIB3YETCS B  HECKOJBKHMX JK3EMIUISIpaX, HOMED
HK3EMILISIpa MeYaTH YKa3bIBaeTCs B KIIUIIIE [T€YaTH MPH €€ U3TOTOBJICHUH.

10.9. TIlewarpro OpraHuzanuu 3aBepslOT MOUIMHHOCTh MNOANMCH PykoBoaurtens
Opranuzanyy M MHBIX YIOJHOMOYEHHBIX MM JIMI, HA JOKYMEHTaX M KOINHUSAX JTOKYMEHTOB B
COOTBETCTBUH C ITyHKTOM 2.49 MHCTpYyKIIMH.

10.10. ITeyaTr 1 MITaMITBI BEIIAIOTCS /IS MICTIOJIB30BaHUS paOOTHHKAM, OTBETCTBEHHBIM 32
UX HCIIOJIB30BAHME W XPaHEHHWE IOJ IMOANKCH B XXypHAJIE ydeTa IedaTedl M IUTamIIoB. Y4er
nevyareid u mramnoB OpraHu3zanuu BeAeT Jlenonpous3BOAWTENb WIM MHOE JIOJKHOCTHOE JIMIIO
(pabotHuK) Opranuzamum.

10.11. Tlpu ucnonb3oBaHUU B paboTe MeYaTH M INTaMIbl XPAHATCS B 3aIUPAIOLIUXCS
mkadax (ceiiax) paOOTHUKOB, OTBETCTBEHHBIX 3a XpaHEHHE W HCIIOJIb30BaHUE Iedareil u
LITAMIIOB.

10.12. Ilepenava mewyared M IITAaMIOB IIOCTOPOHHMM JIMIAaM HE Jomyckaerca. BwlHOC
nevyared M IITAaMOoOB 3a mpenaensl OpraHus3aly BO3MOXKEH B MCKIIOUHUTENBHBIX CIIydasx IO
peleHno pykoBoicTBa Opranu3anuu (HarnpuMep, Npyu NOJMHCaHUH IOTOBOPOB).

10.13.  HenompoumsBomutens  OpraHm3anud  €XErOJHO  TMPOBEPSET  COOJIOJICHHE
pabOTHUKAaMU YCIIOBHM MCIIOIB30BAHUS M XpaHEHHs MevaTeil u mramno OpraHu3aiyi.

10.14. ITpumeamre B HErOAHOCTh M YTPATUBIIKME 3HAYCHHUE MEYATH U IITAMIIBI TTOIJIEKAT
BO3Bpary JleJIonpou3BOAUTENI0O WIM HHOMY JOJDKHOCTHOMY JUIly (pabOTHHMKY), Ha KOTOpOe
BO3JIOKEH YYeT [eJyared W IITaMIoB, JUIS LIEHTPAJIM30BaHHOTO YHHUYTOXeHus. [ledatn
YHHMUTOKAIOTCA 110 aKTy C COOTBETCTBYIOLEH OTMETKOM B )KypHaJI€ y4eTa reyaTel U IITaMIIOB.

10.16. IIpu nepenaue Opranuszanueil 3MEKTPOHHBIX JTOKYMEHTOB Ha 3JEKTPOHHBIN ajpec
JPyroil opraHu3aliuy, a TaKxke s 0OMeHa 3JIeKTPOHHBIMU JOKyMeHTamu nocpenctsom COJI (B
clly4ae ee HCroib3oBaHus) B OpraHuszaliv U ee MOoJpa3feNieHUsX MOTYT HCIOJIb30BaThCs
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YCUJIEHHBIE HEKBAJM(ULHUPOBAHHBIE 3JEKTPOHHBIE MOJAMUCH W/HWIK TPOCThIE 3IIEKTPOHHBIE
MONANMUCH (Jajiee — DIIEKTPOHHAs TOJMUCh) B COOTBETCTBHH ¢ DenepanbHbIM 3aKOHOM OT
06.04.2011 Ne 63-®3 «O06 31€KTPOHHOM MTOIITUCK.

10.17. Dnektponubiii nokymeHT B CDJl Opranuzamnuu, MOJNUCAHHBIN 3JIEKTPOHHOM
MOJIMKUCKHIO0, MPU3HACTCS PABHO3HAUHBIM JOKYMEHTY Ha OyMa)KHOM HOCUTEJE, MOIIUCAHHOMY
COOCTBEHHOPYYHOM TIOJIMUCHI0O M HUMEET OJUHAKOBYIO C HHM IOPUJIMYECKYI0 CHIY MpH
OJIHOBPEMEHHOM COOJIIOJIEHUH CIEIYIOIINX YCIOBUMA:

KJIIOY IIOANMCH, OTHOCAIIMMCS K KOHKPETHOM OJJIEKTPOHHOM IIOAIHCH, HAa MOMEHT
MOJIMUCAHUS NEKTPOHHOTO JIOKYMEHTA SIBISETCS IEHCTBUTENIBHBIM (JJOCTOBEPHBIM), HE YTPATHII
cuiy (He OTO3BaH);

MOATBEP>K/I€HA TOJUTMHHOCTD 3JIEKTPOHHOM MOANUCH B DJIEKTPOHHOM JOKYMEHTE;

JaTa ¥ BpeMsi CO3aHus dIIEKTPOHHOM noanucH 3adukcuposansl B CO/I;

ANEKTPOHHAs MOJIUCH UCIOIb3YETCS B COOTBETCTBHH C YCTaHOBIECHHBIM B OpraHuzauuu
pacipeiesieHueM IpaBa MOANUCH JOKYMEHTOB MEXK/Y JOJDKHOCTHBIMU JIMIIAMHU U PAaOOTHUKAMU.

10.18. I'enepanuro u xpaHeHUe Kioued HekBamduiupoBanHoi u npocroit D11 B COJI
JIOJKEH OCYIIECTBIATh aqMuuuctparop CO/I.

10.19. JlenonpousBoauTeNb WIM MHOE ToJpa3felieHue (AOKHOCTHOE JHI0, PabOTHHK)
Opranuzanuud BeAET Y4YeT KIIIOYeW 3JIEKTPOHHBIX IMOJNUCEH B CHEHUAIBHOM >KypHaye (BHIBI
9JIEKTPOHHBIX MOAMUCEH, HCMONb3yeMbIX B OpraHuzanuu, ycraHaBiauBaroTcs OpraHuzaiuei u
3aKpEIUISIIOTCS B JIOKQIBHOM HOPMAaTMBHOM akTe).  Bblaua MaTepuaibHBIX HOCHUTEINEH
9JIEKTPOHHOW TOJANUCH W MX BO3BpAT MO HMCTEYCHHHM CPOKA JACUCTBUS OCYIIECTBISETCS IO
MOJIMMCH PAOOTHHKA B JKypHAJIE.

10.20. Coznanue maponei [jsi MPOCTOM DSIEKTPOHHOM MOANKUCH OCYILECTBISETCS B
MOPSIIKE, YCTAaHOBJICHHOM JIOKAJIbHBIM HOPMATUBHBIM akToM OpraHu3aiuu, yCTaHaBIMBAOIIUM
nopsnok skcmryarauu COJ] u ucnonp30BaHUs JIIEKTPOHHBIX MOJMHUCEH mpu pabote ¢
JIOKYMEHTaMHU.

10.21. Kurou  9JekTpoHHOW  moamucu, ucnoinsdyemor B CDJl, sBusercs
KOH(UICHIMATLHOW WH(QOpMANMEe © 3alMIIAcTCs B COOTBETCTBHU C 33aKOHOAATEIHCTBOM
Poccuiickoit deneparumu.
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[Tpunoxenne Ne 1

MynununaibHoe 010/keTHOe J0HIK0JILHOe 00pa3oBaTe/IbHOe YUpekKIeHHe
«IETCKHH CAJ Ne2 «MAJIBILI» C. AJIXA3YPOBO
YPYC-MAPTAHOBCKOI'O MYHULIUITAJIBHOT'O PAUOHA»

['puc cornmacoBanusi JOKyMeHTa ['pud yrBepx’eHNsS JOKYMEHTa

HanmenoBanue Buaa TOKyMEHTa
3aroJ0BOK K TEKCTY

['pud cormacoBanus TOKymeHTa

c. Anxasyposo — 2022 T.

PacnoJjioxenue PC€KBHU3UTOB HA TUTYJ/ILHOM JIUCTE TOKYMEHTA
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[Tpunosxxenune Ne 2
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[Tpunosxxenune Ne 3
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[Tpunoxxenue Ne 4

MyHuuunajgibHoe 0101KeTHOe J0IIKO0JIbHOE YTBEPX/AIKO
06pa30BajeﬂbH06 yUpe:xxaeHue 3aBeayronmii
«AETCKHU CA Ne2 « MAJIBIII»
C. AJIXA3YPOBO Iloonuce N.0. amumnus

YPYC-MAPTAHOBCKOI'O
MYHULHUITAJIBHOI'O PAUOHA»

ITOJIOKEHHUE
13.02.2022  Ne 5

c. Anxa3zypoBo

00 IKCIIePTHOM KOMHCCHHU
MBAOY ...

1. O01mme mo10KeHus

1.1. TlonoxxeHne 00 3KCHEPTHOM KOMUCCUU MYHHIIMIAIBHOTO OOJKETHOTO
JIOIIKOJILHOTO 00pa3zoBarenbHOTO yupexaeHus «Jlerckuit cag Ne2 «Manbim» c.
Anxa3zypoBo Ypyc-MapTaHOBCKOTO MYHHUIIMIIAJBLHOTO pailoHa» pa3paboTaHO B
cooTBeTCTBUM ¢ [IpUMepHBIM TMOJOXKEHHEM 00 HSKCHEPTHOW  KOMHCCHH
OpraHU3alliU, YTBEPKICHHBIM. ..

1.2. DxcnieptHas komuccuss MBJIOY «Jlerckuit cag Ne2 «Mambimy c.

AnxazypoBo» (nanee — 9K) cozmaercs B mensax
1.3....

Oopa3zen opopmiienus JTHA
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[Tpunosxxenune Ne 5

MY «OJ10 Ypyc-MapTaHOBCKOr0O MyHUIIUNIAIBHOTO paioHa
MyHununaabHoe 010/1KeTHOe I0IIKOJIbHOE 00pa30BaTe/ibHOE YUpeKIeHne
«IETCKHUH CAJl No2 «MAJIBIII» C. ATXA3YPOBO
YPYC-MAPTAHOBCKOI'O MYHUIIUITAJIBHOT'O PAMOHA»
(MBAOY «/ercknii cax Ne2 «Maabiun ¢. AJIXa3ypoBo»)

MY «Xpanxa-Maptanan myaununanbau Klomran HIT1O0»
MyHUIIUNIAABHA OI0KETHH HIKOJIAJ XbaJIXapa AelapaH yupexIeHn
«XbAJIXA-MAPTAHAH MYHULUITAJIBHU KIOITAH
OJIXA3AP KIOTAPAH BEPUVH BEI Ne2 «MAJIBIII»
(MBIIXBAY «OuJxazap klorapan 6epuiin 6emr Ne2 «MaJibIimn)

MNPUKA3
25 aneapsa 2022 2. No 9

c. Anxa3zypoBo

O co31aHMHU IKCIIEPTHOM KOMMCCHM
U YTBEPKICHHUH O0JI0OKEHUS 0 Hel

B nensx yinydmieHus OpraHu3aldy  JICJIONPOM3BOJCTBA M ApXUBHOIO
XpaHEeHUs JTOKYMEHTOB, oOpa3yromuxcs B gestenbHoctd MBIAOY «Jlerckuit can
No2 «Mamnblity ¢. AnxazypoBoy», coOIt0IeHHs TpeOoBaHMil 3akoHoAaTenbcTBa PD
B c(hepe apXUBHOTO JieJa T p U K a 3 bl B A 10:

1. Co3natb akcnepTHyto kKomuccuro MBJIOY «Jlerckuii cag No2 «Manbiin c.
AJxazypoBO» B COCTaBE:

npejcenaTeNb — 3aMecTUTeNb 3aBeaytoniero no BMP ®amunus 1.0.;

cekperapb — aenonpousBoautens Pamunusa 1.0.;

yjieHbl: 10JpkHOCTh Damunusa M.O., nomxHocTth @amunusa 1.0, g0IKHOCTh
Gamunus 1.0.

2. Y1Bepautsh [lonoxenue 00 3KCepTHON KOMUCCHUH (TIPUIIOKEHNUE).

3. KOHTpOJIb 32 UCTIOTHEHUEM NIPHUKA3a OCTABJISIO 32 COOOM.

3aBeayIONIUM Iloonucw N.0O. ®amunus

Oopasen opopMmiieHus1 npuKkasa

* 3n1ech u ganee — peKBU3UTHI, 0003HaYEeHHBIE MIPHU(TOM, BBIICICHHBIM KYpPCHBOM, BHOCATCS OT PYKH
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[Tpunoxenne Ne 6

MY «O10 Ypyc-MapTaHOBCKOTr0O MyHULIMIIATBLHOTO paiOHa)

MyHI/IIII/IHaJIBHOQ 6]0[[)KeTHOC AOIIKOJIBbHOC 06p330BaTeJILHO€ yYupexaenue

«IETCKHM CAJI Ne2 «MAJIBIII» C. AJTXA3YPOBO
YPYC-MAPTAHOBCKOI'O MYHUIIUIIAJIBHOI'O PATOHA»
(MBAOY «/ercknii cax Ne2 «Maabiuny ¢. AJIXa3ypoBo»)

MYV «Xpanxa-Mapranan myHununansau klomran HI1O»
MyHuUIMIAaAbHU 0I0KETHH IIKO0JIAJ XbaJIXapa JellapaH y4pe:KIeHH
«XbAJIXA-MAPTAHAH MYHULIUITAJIBHU KIOIITAH
OJIXA3AP KIOTAPAH BEPUIH BEII Ne2 «MAJIBIIII»
(MBLIXBbAY «Onxa3ap klorapan 6epuiin 6em Ne2 « ManbInn)

MPOTOKOJI
01 gespana 2022 Ne

c. Anxa3zypoBo
3aceJaHUs MeJArOru4ecKoro copera

[IpencenarenscrByronmi — @amunusa 1.0.
Cexperapp — @amumus 1.0O.
[IpucyrcrBoBasiu: 17 yenoBek (CIMCOK MpHUIIaraeTcs)

[TIOBECTKA JIHA:

1. O mepax mo peanuzalu pecrnyOJUKAHCKOW I1€E€BOM IPOrpaMMbl

crapuero Bocnurarens [lerposa I1I1.
2. ...

1. CJIVITAJIA: Tlerpos ILII. — TekcT nOKIIaaa NpuIaraeTcs.
BBICTVYIINJIN:

@amunusa 1.0. — kpaTkas 3aMuch BBICTYILICHUS.

PEIINJIN: (ITOCTAHOBUWJIN)

1.1. ChopmupoBaTh KOJJIEKTUB IO peAIU3AIUH ...

1.2. I1oATOTOBUTH U YTBEPIHUTH ...

2. CJIVIHAJIN: NBanor N.W. — TekcT nokiaaaa mpuiaaraeTcs.
BBICTVYIIWJIN: ...
PEIINJIN: (ITOCTAHOBWJIN) ...

[IpencenarenbCTBYOITUN Toonuce n.0

CekpeTapb Iloonucw n.o

Oo0pa3zen opopmiieHHs MOJTHOTO MPOTOKOJIA

02

... Jlokmazn

. Gamunus

. ©amunus
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[Tpunosxxenune Ne/

MY «O10 Ypyc-MapTaHOBCKOTr0O MyHULIMIIATBLHOTO paiOHa)

MyHI/IIII/IHaJIBHOQ 6]0[[)KeTHOC AOIIKOJIBbHOC 06p330BaTeJILHO€ yYupexaenue

«IETCKHM CAJI Ne2 «MAJIBIII» C. AJTXA3YPOBO
YPYC-MAPTAHOBCKOI'O MYHUIIUIIAJIBHOI'O PATOHA»
(MBAOY «/ercknii cax Ne2 «Maabiuny ¢. AJIXa3ypoBo»)

MYV «Xpanxa-Mapranan myHununansau klomran HI1O»
MyHuUIMIAAbHU OI0JKEeTHH IIKO0JIAJT XbaJIXapa JellapaH y4pe:KIeHH
«XbAJIXA-MAPTAHAH MYHULIUITAJIBHU KIOIITAH
OJIXA3AP KIOTAPAH BEPUIH BEII Ne2 «MAJIBIIII»
(MBLIXBbAY «Onxa3ap klorapan 6epuiin 6em Ne2 « ManbInn)

MMPOTOKOJI
01.02.2022 No 01
c. Anxa3zypoBo
ONePATHBHOIO COBENIAHUSA
y 3aBeAyI0LIero
3aBenyromuii — ®amunus 1.0.
Cexperapp — ®amumus 1.0O.
[IpucyrcrBoBanmu: @amunusa 1.0, @amunusa U.0., Pamunus 1.0.
1. O6 opranu3zamuu o0OclieIOBaHUS IO TEME ...
(Pamunus I/I.O.*, ®amunua 1U.0., Gamunusa 1.0.)
1. YcraHoBuTh, 4TO ...
2. PykoBoautento Tembl (Gamunus N.0.) oGecriednuTs KOHTPOIb ...
2. O0 yyacTuu B 3aceIaHUH paboue TPYIIIHI 110 ...
(®amumus U.0.", ®amumus U.0., amumusa 1.0.)
3aBeAyIOLni Iloonucw N.0. Gamunus
CexkpeTapb Iloonucw N.0. Gamunus

Oopasen opopMiIeHHsI KPATKOIO NMPOTOKOJIA

* HepBOﬁ YKa3bIBaCTCsA CpaMI/IJ'lI/If{ U HWHHUIHAJIbI OCHOBHOI'O AOKJIaJ4YHKa, 3aT€EM — CpaMI/IJ'II/II/I W HWHHUHOUAJIBI JIWI,

YYacTBOBABIINX B 00CYKICHHUHU BOIIPOCa



MY «OJ10 Ypyc-MapTtaHoBCKOro
MYHULHUIIAJIBHOTO PaiioOHa»
MyHununajibHoe 0I0/1’KeTHOe J0IIKO0JIbHOE
o0pa3oBaTe/IbHOE yUpe:KIeHHe
«IETCKHUH CAJT No2 «MAJIBIIII»

C. AJIXA3YPOBO
YPYC-MAPTAHOBCKOI'O
MYHHUIIUIIAJIBHOI'O PAMTOHA»
MBAOY «erckmii cag Ne2
«MaJsIn ¢. AJIXa3zypoBo»)

Kaskasckas yi., 26, c. Anxa3yposo,
VYpyc-MapranoBckuil MyHuIMnansHbIi paiios, YP, 366505;
ten.: (938) 999-73-87; e-mail: mbdou2017_malysh@mail.ru;

http://www.sad-malish.do95.ru;
OKII1019656884; OI'PH117036006185;
WHH/KIIII 2010008108/201001001

63

[Tpunoxenune Ne 8

MYV «Xpanxa-MapTraHan MyHULIMTIATbHA
klomrran IO
MyHuuunagibHu OI0IKeTHU HIKOJIAJ
XbaJIXapa JiellapaH yYpe:KIeHu
«XbAJIXA-MAPTAHAH
MYHULUIIAJIBHU KIOITAH
OJIXA3AP KIOTAPAH
BEPUMH BEII Ne2 «MAJIBIIII»
(MBLIXbAY «Oaxa3ap klorapan
Oepuiin Oem Ne2 «MaJbiun)

Kaskascku yp., 26, Onxa3sap kloTap opT,
Xpanxa-Mapranan myHununansan klomr, HP, 366505;
tei.: (938) 999-73-87; e-mail: mbdou2017_malysh@mail.ru;
http://www.sad-malish.do95.ru;
OKII1019656884; OT'PH117036006185;
WMHH/KIIIT 2010008108/201001001

07.02.2022 Ne 9

Ha Ne 61/04-02 oT 04.02.2022

00 yyacTuu B aHKETHPOBAHHMU

PekTopy (HanMeHOBaHHE y4eOHOTO
3aBEJICHUS)

Gamunus 1.0.

ITouToBBIN agpec

VBaxaembiii Umsa OtuecTBO!

[Ipennaraem Bam npuHSATH y4acTHEe B aHKETUPOBAHMM OOpa30BaTEIbHBIX
OpraHu3alyi, OCYIIECTBIIOIINX MOATOTOBKY CIEHUAIKMCTOB MO IEIArOrn4eCKuM

CIICHUAJIbHOCTAM.

AHKETUpPOBAaHHUE TMPOBOJUTCS HAMHU B IesIX cOopa uHGOpMAIMU O By3ax,
BBIMTYCKAIOIUX CHEIUAIMCTOB HEOOXOIMMBIX HaM CHEIUAIbHOCTEH, KOTOPBIX B
JaTbHEHIIIEM MOKHO ObLIO OBl MPUBIEKATH JJIA MPOXOXKICHUS MPOU3BOCTBEHHOM
MPAKTUKHU U MOIMOJIHEHUS 1ITaTa CIIEIUaTIUCTOB BEOMCTBA.

3anoJIHEHHYIO aHKETY MPOCHM BBICJIATh B HAIIl aJpec.

[Ipunoxkenue: ankera Ha 2 J1. B 1 3K3.

C yBaxkeHHeM,

3aBeAyIOn

®dammmms Ums OT4ecTBO, A€T0ONPOU3BOIUTEND
(928) 222-22-22, mbdou2017_malysh@mail.ru

Tloonuce

N.0O. damunus

Oo6pa3zen opopmiieHHs 1€10BOT0 (CIyKeOHOT0) MUCbMA
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MyHununajbHoe 010/1’KeTHOe T0IIKO0JIbHOE
o0pa3oBaTe/IbHOE yUpe:KIeHHe
«TETCKHM CAJI No2 « MAJIBIIL»

C. AJIXA3YPOBO
YPYC-MAPTAHOBCKOI'O
MYHHUIIUIIAJIBHOI'O PAMOHA»

AKT
Ne
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[Tpunosxxenune Ne 9

c. Anxa3zypoBo

IMPOBEPKHA TEXHHYECCKOI0 COCTOSTHUA
OPITEXHUKH

OcuoBanue: npukaz MBJIOVY «/lercknii cag Ne2 «Mamnpim» ¢. AnxazypoBo»
ot 30.01.2022 Ne 5 «O mpoBepke TEXHUIECKOTO COCTOSIHUAS OPTTEXHUKH. . .».

CocraBnen: HamMmeHoBaHue pgoibkHocth Pamwmmms W.O.; HanMeHOBaHuE
nomxkHocTH @amunnst 1.0., HaumeHoBanue nopkHoct @amunusg M.0.

B Xxozme mnpoBepKM TEXHUUYECKOTO COCTOSIHUSL OPITEXHUKH, ITPOBEICHHOU

31.01.2022, ycTtaHOBIEHO...

HpOBGpKOﬁ IMPpU3HaHbl HCIIPUTOAHBIMHA JJIA OKCILTyaTallluu:

Iloonuce N.0. amumnus
Iloonuce N.0. amumnus
Iloonuce N.0. amumnus

Oo0pa3zen opopmitenns akra
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[Tpunosxxenue Ne 10

byxrantep 3aBenytomemy MBJIOY
«Jlerckuit cag No2 «ManbIi
JOKJIAJHASA 3AIIMCKA c. Anxa3zypoBo»
Yuraesoit M.C.

11 despans 2022 1. No 1

00 yBeJM4eHUM IITATHOM
YHMCJIEHHOCTH NOAPa3/ieseHus!

YBaxaemas Munana CymoMmOexkoBHa!

B cBs3u co 3HAauUTENbHBIM  YBEIMYEHHEM oObeMa paboThl 1O
OyXrajarepckoMy ydeTy U OTYETHOCTH, BO3HHUKIIEH B CBsi3u ¢ ... mpomy Bac
U3bICKAaTh BO3MOXKHOCTb YBEJIMYUTH IUTATHYIO YHCIEHHOCTh nojpaszzaeneHus Y BII
Ha OJIHY JOJDKHOCTh CIELIUAIIUCTA. ..

C yBaxkeHHEM,

byxranrep Iloonuco N.0. Gammms

Oopa3zen opopmiieHUsI TOKJIATHON 3aNIMCKHU
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[Tpunoxenue Ne 11
Komy: Pa6otaukam MBJIOVY «/letckuii cag No2 «Mamsiin» . AxazypoBo»
Ot: ®amunus N.0., 3aMmecTuTelnb 3apeaytomiero mo AX4
HMara: 11 dpespans 2022 1.
Tema: Ilogaua 3asBOK Ha aBTOTPAHCIIOPT
CIY/KEBHAS 3AIINCKA
B mnemsx moBeimeHus 3G()EKTUBHOCTH WCIONB30BAHUS W COKPAIIECHUS

MIPOCTOEB aBTOTPAHCTIOPTHBIX CPEACTB MPOIITY MOTaBaTh 3aIBKA HA aBTOMOOWIIN HE
nozaHee 15:00 gHs, npeamnecTBYOMIEro Noe3 IKe.

3amMecTuTelNb 3aBeaytoiiero mo AXY Iloonucw N.0. Gamunus

Oo0pa3zen opopmiieHUs CIIy:KeOHOI 3aNNCKHU
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[Tpunoxenue No 12

IlepeyeHb TOKYMEHTOB, YTBePKIaeMbIX
B MBJIOY «/lerckmii cag Ne2 «Majsiin ¢. AJIXa3ypoBo»

1. AKTbI (IPOBEPOK, PEBU3HI; CIIMCAHUS; SKCIIEPTU3HI U JIP.).

2. I'paduxu paboT, OTIYCKOB, CMEHHOCTH.

3. UHCTpyKIIMH, TOTKHOCTHBIE HHCTPYKITUH.

4. KnaccudukaTopbl nHOOpPMAIIMH, TOKYMEHTOB.

5. Meroanieckue peKOMEHIANH, METOANIECKUE YKA3aHUS K METOIUKH.

6. Homenkmartypa nen.

/. Hopmbl m HOpMaTuBbl (BpPEMEHH, YHMCICHHOCTH pa0OTHHKOB, pacxoja
CBIPbSI 1 MaTEPHAJIOB, DIICKTPOIHEPTHH ).

8. Ommicu nen (MOCTOSTHHOTO, BpeMeHHBIX (CBbImIe 10 JIeT) CpOKOB XpaHEHUS
U TI0 JINYHOMY COCTaBYy).

9. [lepeunu (0KHOCTEHN, BUAOB UH(POPMAIIUU, TOKYMEHTOB).

10. IMonuTuKAa.

11. Tlonoxkenust (0 MoApa3AENECHUAX, KOMUCCHUSX (COBETax), MPEeMUPOBAHUH,
aTTECTaIIUHN ).

12. Tlopsaaku.

13. TlporpamMmsi.

14. TlpaBuina.

15. PernamMeHTHI.

16. llItatHOE pacnicanue u Ap.

* CIIHCOK MOYKET M3MEHSTHCS U/HIIN JOIIOJHATBCA B COOTBETCTBUU C ﬂeﬁCTByIOH.IHM 3aKOHOJAaTCIbCTBOM
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[Tpunoxxenue Ne 13

IlepeyeHb T0KYMEHTOB, 3aBepPsieMbIX M€YaAThI0
MBIOY «/erckmii cax Ne2 «Manabim» ¢. AJIXa3ypoBo»

1. ApxuBHas crpaBka.

2. AKTBI (preMa 3aKOHYEHHBIX CTPOUTEIHCTBOM O0OBEKTOB, 000PYI0BAHUA,
BBITIOJIHEHHBIX pa00T, CIUCAHUS, YKCIIEPTHU3bI).

3. Konuu ¥ BBIMMCKUA U3 AOKYMEHTOB, BBIJIABAEMBIX JJI MPEACTABICHUS B
JIpYrue OpraHu3aluu.

4. O0Opa3upl OTTUCKOB MeYaTeid U MOJANUCeld pabOTHUKOB, UMEIOIIUX TPaBO
COBepIIaTh (PUHAHCOBO-XO35IIICTBEHHBIE OMIEPALIHH.

5. [Nopy4uenus (OroKeTHBIC, 0AHKOBCKHUE, IICHCUOHHBIC; TUTATEKHBIC U JIP. ).

6. [IpencraBinenuss u XopjataiictBa (0 HarpaxIeHHU HarpagamMd U
PEMUSIMU).

7. Peectpsl (uekOB, TOPYUYCHUH, MPEJCTABISIEMBIX B OaHK).

8. CnpaBku (0 mA0xoaax (PU3HYECKUX JIMI, O BBIIIATE CTPAXOBBIX CYyMM, O
0aaHCOBOM CTOMMOCTU OCHOBHBIX (POHJIOB, IO NEPCOHUPHUIMPOBAHHOMY YUETY,
O(pOpMIIEHHIO CTPaxOBBIX CBUJETENBCTB, IO 3ampocaM OpraHu3aluii, 1o
JOKYMEHTaM, MPEeJO0CTaBIsIEMbIM B CyJl,— 10 HEOOXOAUMOCTH).

9. YnocroBepeHusi pabOTHUKOB U Jp.

* CIIHCOK MOYKET M3MEHSTHCS U/HIIN JOIIOJHATBCA B COOTBETCTBUU C ﬂeﬁCTByIOH_IHM 3aKOHOJAaTCIbCTBOM
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[Tpunoxenue Ne 14
IIpuMepHBIA NTepeYeHb HEPErUCTPUPYEMbIX BXOAAIUX JOKYMEHTOB

1. AnkeTsl (pe3toMe), HallpaBIIEMbIE B LIENSAX TPYI0YCTPONCTBA.

2. byxranrepckue NOKyMEHTHI (OyxraiaTepckas OTYETHOCTb, CUETa, cueTa-
(dakTypbl, aKThl CBEPKM B3aUMOPACUYETOB, aKThl NPUEMKHU-TIEPETaY OCHOBHBIX
CPEICTB, TOBAPHbBIE HAKIJIATHBIE).

3. 'OCTpl, TEXHUYECKUE PETTIAMEHTBI, PyKOBOSIINE U JAPYTUE TOKYMEHTHI
10 TEXHUYECKOMY PETYJIMPOBAHUIO U CTaHAAPTHU3ALUU.

4. I'paduxu, HapsiAbI, 3asIBKU, Pa3HAPSIKH.

5. lokyMeHTsl  (MPOEKTHl  JOKYMEHTOB), TpeOylomHMe  MOIMUCAHHUS
(cornmacoBaHusi, yTBEPKJICHHS) ¥ TIOCJIEIYIOIIETO BO3BpaTa.

6. KonkypcHas JoKyMeHTaIusl.

/. Hay4uHO-TexHUYECKasi U TPOEKTHAs JOKYMEHTALIHS.

8. Koppecnonnenuus, anpecoBanHas pabOTHUKaM OpraHU3allK C IIOMETKOM
«JInaHoY».

9. [leyatHble WM3naHus (KHUTH, KypHaJbl, ra3eThl), KaTAJIOTU, TEXHUYECKAs
JAUTEepaTypa, TEMaTUYECKUE U CIIeUaIbHbIe COOPHUKH, IIIaKaThI.

10. Ilo3mpaBuTenbHble NHCbMa U TEJIETPaMMBbl, 0OJIaroJapCTBEHHBIE
NUChbMa U TeJIerpaMMbl, IPUTIIACUTENIbHbBIE OUTIETHI.

11. IlpeiickypaHThI.

12. IlpurnacutenbHble OMIIETHI, MPUTIIAICHUS.

13. IIporpammsl KOHGEPEHIIUN, COBEIIAHHIA.

14. PexnamHble MaTepuaibl (MMChMa, TUCTOBKH, TPOCIIEKTHI, OYKIJIETHI).

15. YueOHble miiaHbl, MPOTPaMMBI.

16. ®opmbl U OnmaHkd, B TOM 4YHcie (OpPMBI CTATUCTHUECKONM W WHOMU
OTYETHOCTH.

* Ecnu yka3aHHBIE JOKYMEHTHI IIOCTYIIIUIA C CONPOBOANUTENFHBIM ITHCEMOM, IHChMa PETHCTPUPYIOTCS B MOPSKE,
YCTaHOBJIEHHOM HacTosAwel MHcTpykuueit
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[Tpunoxenue Ne 15

MyHununajgibHoe 0101KeTHOe J0IIKO0JIbHOE YTBEPX/IAIO
oOpa3oBaTe/IbHOE yUpeKIeHHe 3aBeyronmii
«AETCKHUU CAI Ne2 « MAJIBIII
C. AJIXA3YPOBO Iloonuce N.0. damumnus
YPYC-MAPTAHOBCKOI'O Hara
MYHUIIAITAJIBHOT'O PAMOHA»
HOMEHKJIATYPA JIEJI
Ha roj
Cpoxk
Nunexc Kon-Bo | xpanenus u Ne
3arojoBOK Jena IIpumeuanue
nena end. Xp. CTaTbH MO
MIEPEYHIO
1 2 3 4 3)
HasBanue pazgena

Jlemonpon3BoOaUTEb Iloonucw N.O. ®amunus
Buza pykoBoauTens apxuBa
(JIM11a, OTBETCTBEHHOTO 32
apXuB)
COI'JTACOBAHO COI'JTACOBAHO
[IpoToxon K MB/IOY IIpoToxon SIIK ApxuBHOro
«erckuit cag Ne2 «Manbimn» ynpasienus IpaBurenscra
c. AnxazypoBo» Yeuenckoi PeciyOnuku
OT No oT No

dopmMa HOMEHKJIATYPHI J1e]
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[Tpunoxxenue Ne 16

MyHununajgibHoe 0101KeTHOe J0IIKO0JIbHOE
o0pa3oBaTe/ibHOE YUpPe:KIeHUe
«JETCKHM CAJI No2 « MAJIBIILI»

C. AJIXA3YPOBO
YPYC-MAPTAHOBCKOI'O
MYHULIMIIAJIBHOTI'O PAMOHA»

HaunmenoBaHmue CTPYKTYpPHOI'0O

nmoapa3ie/ieHus
HOMEHKJIATYPA JIEJI
Ha roj
Cpoxk
NHunexc Kon-Bo |xpanenus u Ne
3arojoBOK Jena [Tpumeuanue
nena eld. Xp. CTaTbH MO
MIEPEYHIO
1 2 3 4 3)
HaszBanue paznena
HanmeHoBaHKE TOTKHOCTH
PYKOBOJUTENSL CTPYKTYPHOTO
MoJIpa3accHuUs Iloonucw N.0. Gamunus

Jlata

dopmMa HOMEHKJIATYPHI /ieJ1 CTPYKTYPHOI0 MoApa3aeaeHust
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[Tpunoxenue Ne 17

Hrorosasi 3anuch 0 KATEropusix M KoJi-Be J1eJl, 3aBeICHHbIX B roay
B MBJIOY «/lerckuii cag Ne2 «Mausim» ¢. AJixa3ypoBo»

B ToM umncne:
nepexoamux | ¢ oTMeTKkon «IITK»

1 2 3 4

ITo cpokam xpaHeHuUs Bceero

[ToctostHHOTO
Bpemennoro (coime 10 ser)

Bpemennoro (g0 10 ner
BKJIFOUHTEIIBHO)

NTOI'O:

Jlemonpon3BOaUTEb Iloonucw N.0. Gamunus
JlaTta
HToroBeie CBEEHUS MIEPEIAHBI B APXUB.

HanmenoBaHue 10JKHOCTH,
MEPEIaBUIETO CBEICHUSA Iloonuce N.0. Gamunus

Jlata

dopMa UTOrOBOM 3alIMCU K HOMEHKJIAType 1eJ1




73

[Tpunoxenune Ne 18

MyHununajgibHoe 0101KeTHOe J0IIKO0JIbHOE YTBEPX/IAIO
oOpa3oBaTe/IbHOE yUpeKIeHHe 3aBe oA
«AETCKHHU CAI Ne2 « MAJIBIII»
C. AJIXA3YPOBO Tloonuco N.0. ®ammnus
YPYC-MAPTAHOBCKQFO Hata
MYHHUIUIIAJIBHOI'O PAUOHA»
®ong Ne
Ommuce Ne 1
JeJI IOCTOSIHHOTO XPAHEHMS
3a roja
Ne | Uunexe Kpaithue | Kon-so | Ilpume-
3aroJyI0BOK Jejia
/11 Jena J1aThl JIUCTOB YyaHHue
1 2 3 4 5 6
‘ ‘ HazBanue pa3):[eJ‘1a ‘ ‘
B nanHbIl pa3gen onucu BHECEHO JIell,

c Ne o Ne

(undpaMu 1 IPONUCEIO)

, B TOM YHCJIC:

JIUTCPHBIC HOMCpaA:

MPONYIICHHbIE HOMEpPA:

Hanmenosanue nOJIKHOCTH
COCTaBUTEJIS OITHNCH

HanmenoBaHue TOKHOCTH
PYKOBOJMUTENS apXHUBa
(Jin11a, OTBETCTBEHHOTO 32 apXUB)

COI''TACOBAHO
[IpoTokon K MBJIOY
«Jlerckmit cag No2 «MabIin
c. AlxazypoBo»

OT No

Tloonuce N.0. ®amunus
Tloonuce N.0. damunus
VYTBEPXJIEHO
[TpoTtokon DK ApxuBHOTO

ynpasneHus [IpaBurenscTBa
Yeuenckoit Pecriybnuku
0T Ne

d)opMa OIMUCH A€J1 MOCTOSAHHOI'O XpaHCHUSA




MyHununajgibHoe 0101KeTHOe J0IIKO0JIbHOE
o0pa3oBaTe/ibHOE YUpPe:KIeHUe
«JETCKHM CAJI No2 « MAJIBIILI»

C. AJIXA3YPOBO
YPYC-MAPTAHOBCKOI'O
MYHULIMIIAJIBHOTI'O PAMOHA»

DouHpg Ne

Onuce Ne

aeJi BpeMeHHbIX (cBbiie 10 Jer)
CPOKOB XpaHEHU

3a roj
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YTBEPXJIAIO

3aBeAyIOIIHiA

Iloonuce

Jlarta

[Tpunoxenue Ne 19

N.0. amunus

No | npekc

3aroyI0BOK Jiejia
/11 nena

Kpaiinue
JIAThI

Cpoxk
XpaHEHUs

Koin-Bo
JIUCTOB

ITpume-
YaHUE

1 2 3

4

5

6

B nanHbIi pa3gen onucu BHECEHO

ACI,

c Ne o Ne

(undpaMu 1 IPONHUCEIO)

JIUTCPHBIC HOMCpaA:

, B TOM 4HCJIE:

MPONYIICHHBIE HOMEpPA:

Hanmenosanue qOJKHOCTH
COCTaBUTEJIS OITHNCH

HanmenoBaHue TOKHOCTH
PYKOBOJMUTENS apXUBa
(Jin11a, OTBETCTBEHHOTO 32 apXUB)

COI''TACOBAHO
[IpoTokon K MB/IOY
«Jlerckmit cag No2 «MabIiin
c. AlxazypoBo»

OT No

Tloonuce

Tloonuce

N.0. amunus

N.0. Gamumnug

®opMa ONUCH JeJ1 BpeMeHHBbIX (cBblimIe 10 j1eT) CPOKOB XpaHeHUs
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[Tpunoxenne Ne 20
MyHununajibHoe 010/KeTHOe T0IIKO0JIbHOE YTBEPX/IAIO
oOpa3oBaTe/IbHOE yUpeKIeHHEe 3aBe oA
«AETCKHNU CA Ne2 «MAJIBIII
C. AJIXA3YPOBO HOO”MCb HO cDaMI/IJ'H/Iﬂ
YPYC-MAPTAHOBCKOI'O Hara
MYHHUIUIIAJIBHOI'O PAVMOHA»
®onpg Ne
Onuce Ne 2
JeJI 10 JIMYHOMY COCTABY
3a roj
Ne | Unpekc Kpaiinue Cpok Kon-Bo | IIpume-
3aroJIOBOK Jeia
/11 Jea J1aThl XpaHEHHUs | JINCTOB YyaHHe
1 2 3 4 5 6 7
B nanHbIl pa3gen onucu BHECEHO JICII,
(undpamu 1 MPOINHUCHIO)
c Neo 1o No , B TOM 4HCJIE:
JMTEPHBIE HOMEPA!
MPOIYIICHHBIE HOMEDA:
HaumenoBaHue 1OMKHOCTH
COCTaBHUTES OIUCHU Tloonuce N.0. ®amunus
HaumenoBaHue 1OKHOCTH
PYKOBOJMUTENS apXHUBa
(Jin11a, OTBETCTBEHHOTO 3a apXUB) Iloonucw N.0. ®amunus
COI''TACOBAHO COI''TACOBAHO
[IpoToxon K MB/IOY IIpoToxon DIIK ApxuBHOro

«Jlerckuit cag No2 «MarbIiy
c. Anxa3ypoBo»

oT No

ynpasienus [IpaButenbcTBa
Yeuenckoit PeciyOnmku
oT Ne

dopma onucH JeJI 10 THIHOMY COCTABY
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[Tpunoxxenue Ne 21

MyHununajgibHoe 0101KeTHOe J0IIKO0JIbHOE YTBEPX/IAIO
06pa30BajeﬂbH06 YUYpe:xxaeHue 3aBeHy10mm~;I
«AJETCKHU CAJl Ne2 «MAJIBIII»
C. AJIXA3YPOBO HOO”MCb HO cDaMI/IJ'H/Iﬂ
YPYC-MAPTAHOBCKOI'O Hata

MYHUIIUITAJIBHOT'O PAMOHA»

AKT
Ne

0 BBIICJICHUM K YHUYTOKCHUIO
(apXMBHBIX) JOKYMEHTOB,
He MOJJIeKALUX XPAHCHHIO

Ha ocHOBanun

(HaSBaHI/Ie 1 BBIXOJIHBIC JaHHBIC NEPEUYHS JOKYMEHTOB C YKa3aHUEM CPOKOB UX XpaHeHI/Iﬂ)

OTOOpaHbl K YHMUYTOXXCHHIO KaK HE MMEIOIIHNE HAay4YHO-UCTOPUYECKOW LEHHOCTH
Y yTPaTUBILIME MIPAKTUYECKOE 3HaUYECHUE JOKYMEHTHI (hoHaa No

(nazBanue ¢poHIA)

Cpoku
3aroJIoBOK Jienia Howmep en.
Ne . Howmep Kon-Bo | xpanenus u | Ilpume-
(TpyYIIIOBOIA 3ar0JIOBOK T'onet Xp. 1o N
/1 [0)805(9%8 ca. Xp. No crarent JaHHUue
JIOKYMEHTOB) ONUCH
I10 IIEPEYHIO
1 2 3 4 5 6 7 8
Htoro el. Xp. 3a TOJBI.
(undpaMu U MPONHUCHIO)

Onucu ey TOCTOSSHHOTO XPaHEHHUs 3a TOJbl YTBEPKICHBI,
1o JUYHOMY cocTaBy coriacoBanbl JIIK ApxuBHoro ynpasnenus IIpaButenscTBa
Yeuenckoi PecniyOsuku (IpOTOKOJI OT No ).

HanmMmenosanne n10mKHOCTH
PYKOBOJUTENS apXHUBa

(Jin1a, OTBETCTBEHHOTO 32 apXUB) Iloonucw N.0. Gamunus
COI'JTACOBAHO YTBEPXIEHO

[IpoToxon K MB/IOY [IpoTtoxon DIIK ApxuBHOro
«erckuit cang No2 «Mambiim yrpasienus [ IpasurenscrBa

c. AnxazypoBo» Yeuenckoi PeciyOnuku

oT No oT Ne
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JIOKyMEHTBI B KOJIMYECTBE en. Xp.:
- Ha OyMa)KHOM HOCHTEJIE€ BEC KI' CIaHBbl HA YHUUYTOXKECHHUE;
- Ha AJIEKTPOHHOM HOCHTEJIE CAAHBI HA YHUUTOKECHUE

(crtoco0 YHHUTOXKEHHS)
HanmenoBanue 10KHOCTH pabOTHHKA,
CIABIIETO JIOKYMEHTHI Tloonuce N.0. damunus
Jlata
N3MeHeHNs B yYETHBIE IOKYMEHTBI BHECECHBI.
HanmenoBanue 10KHOCTH pabOTHHKA
apXvBa, BHECIIIETO U3MECHEHHUS
B YUETHBIE JIOKYMEHTHI Iloonucw N.O. ®amunus
JlaTta

(I)opMa aKTa 0 BBIACJICHUHU K YHUUYTOKCHUI0 TOKYMEHTOB, HE MMOAJICKAIIUX XPAHCHUIO
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JIMCT-3ABEPUTEJIb IEJIA Ne

B nene nmoammTo 1 MpoOHyMEpOBaHO

[Tpunoxenue Ne 22

JIUCTOB

(umhpamMu ¥ IPOTUCEHIO)

c Ne o Ne

, B TOM 4HCIIC:

JIMTCPHBIC HOMCPA JIMCTOB

MPOMYIIIEHHbIE HOMEpA JIUCTOB

+ JIMCTOB BHYTPEHHEN ONMUCHU

Oco0eHHoCTH (PM3UYECKOTO COCTOSTHUS
1 GOpMHpPOBaHUS Jiea

Howmepa nucros

1

2

HanmMenosanne n10KHOCTH
paboTHHKA Iloonucw

JlaTta

(I)opMa JIUCTA-3aBEpUTEIIA A€J1a

N.0. Gamunus
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[Tpunoxenue Ne 23

BHYTPEHHIS OIIMCH
JOKYMEHTOB Jejia Ne
Perucrpanu- Howmepa

Ne crbatt [ara p [Ipnme-

OHHBIN UHJIEKC 3aroJIOBOK JJOKYMEHTa | JINCTOB
/11 JIOKYMEHTA YyaHHe

JIOKYMEHTa Jena
1 2 3 4 5 6
Htoro JIOKYMEHTOB.
(unpaMu ¥ IPOMHUCHIO)
Koyim4ecTBO TMCTOB BHYTPEHHEN OMUCH
(¢ paMu ¥ TPOMUCHIO)

HanmMeHoBaHue qOKHOCTH JIUIIA,
COCTaBUBILIETO BHYTPEHHIOKO OMUCH
JIOKYMEHTOB Jieja Iloonucw N.0. Gamunus

JlaTa

®opma BHYTPEHHEH ONMCH JOKYMEHTOB JeJ1a
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[Tpunoxenue Ne 24
(HauMeHOBaHUE MYHHUIIMIIAIIEHOTO apX1Ba)
(HaMeHOBaHME OpTraHHU3AINH)
(HaMMeHOBaHME CTPYKTYPHOTO IOJPa3/IeIICHH)
JAEJIO Ne TOM Ne
(3aroJ10BOK z1ena)
(kpaiiHue aTbl)
Ha JIACTax

XpaHUTh

d. No

Om. Ne
J1. No

dopma 00J105KKH J1e1a
[Ipunoxenne Ne 25
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MyHuuunajgibHoe 0101KeTHOe J0IIKO0JIbHOE
o0pa3oBaTe/IbHOE yUpe:KIeHHne
«IETCKHUH CAJI No2 «MAJIBIIII»

C. AJIXA3YPOBO
YPYC-MAPTAHOBCKOI'O
MYHUIIUTTAJIBHOT'O PAMOHA»

HaumeHoBaHMe CTPYKTYPHOIO

noapasaejieHus
Onuco Ne
e
Ne | Unpekc Kpaiiaue Cpok Kon-Bo | IIpume-
3aroJIOBOK Jeia
/o zeia ATkl XpaHECHUS | JIMCTOB JaHHe
1 2 3 4 5 6 7
Hazanue paznena
B nanHyro onuchk BHECEHO JIelI,
(umhpaMu ¥ IPOMUCHIO)
c No mo Ne , B TOM YHCJIC:

JIMTEPHBIE HOMEPA:
IIPONYILIEHHBIE HOMEpPA:

Hanmenosanue nOJKHOCTH
PYKOBOJIUTENSA CTPYKTYPHOTO

NoApa3AeiICHUs Iloonucw N.0. Gamunus
COTI'JTACOBAHO

Jlenonpon3BOaUTEIb

Iloonucw N.0. Gamunus

[Tepenan e

(umpaMu ¥ IPOMUCHIO)

17} PErUCTPAMOHHO-KOHTPOJIBHBIX KAPTOTEK K JOKYMEHTAM.

(undpaMu 1 IPOITUCHIO)

HanmenoBaHnue 10KHOCTH pabOTHHKA
CTPYKTYPHOI'O IOJIpA3AEIIEHUS Iloonucw N.0. Gamunus

[Tpunsn el
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(undpamu U MPOMHUCKHIO)

nu PEruCTpainOHHO-KOHTPOJIbHBIX KAPTOTCK K JOKYMCHTAM.
(umpaMu 1 TPOITUCEHIO)

HaumMenoBaHne JOJKHOCTH
pabOTHUKA apXuBa Iloonucw N.0. ®amunus

Jlata

®dopma onucH 1eJ1 CTPYKTYPHOTO TOApa3ieeHust
[Mpunoxenne Ne 26
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MyHununanabHoe 0I01KeTHOE T0IIKOJIbHOEe
oOpa3oBaTe/ibHOE YUpeKIAeHne
«JETCKHAM CAJI Ne2 «MAJIBIII»

C. AJIXA3YPOBO
YPYC-MAPTAHOBCKOI'O
MYHHUIIUITAJIBHOI'O PAMOHA»

®ong Ne
Onuce Ne
JIEKTPOHHBIX JIeJI, JOKYMEHTOB

Ne | Unnexc Kpaiitnue | Oobem, | [lpume-
3aroJIoOBOK Jeia
/o nena ATkl MO6 yaHue
1 2 3 4 5 6
Ha3zBanue paznena
B nanHbIM pas3esn onucu BHECEHO JIelI,
(undpaMu U MPOIHUCEIO)

c Ne 1o Ne ,
00BEMOM Mo.

HanmMenosanne n10mKHOCTH
PYKOBOJUTENSI CTPYKTYPHOTO
MOJpa3aeieHuUs Iloonucw N.O. ®amunus

Jlata

COI'JTACOBAHO
Jlenmonpon3BoOaUTEIb
Iloonucw N.0O. ®amunms

JlaTa

ITepenan aen

(undpaMu U MPOMHUCKIO)

)41 PErucTpanOHHO-KOHTPOJBbHBIX KaAPTOTCK K JOKYMCHTAM,
(b paMu 1 IPOITUCHIO)

00BEMOM Mo.
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HanMeHoBaHue TOKHOCTH pabOTHHUKA
CTPYKTYPHOI'O OAPA3ACICHUS Iloonucw N.0. ®amunus

[IpuHsn nel

(umbpaMu 1 TPOMTUCHIO)

nu PErucTpanOHHO-KOHTPOJBbHBIX KaPTOTCK K JOKYMCHTAM,
(tdpaMu 1 TPOITUCEHIO)

00BEMOM Mo.

HanmeHoBaHMe JOHKHOCTH
paboTHUKA apXuBa lloonucw N.O. ®amunus

JlaTta

IMPUJIOKEHHUE K OIIMCH Ne
3JICKTPOHHBIX J1eJ1, JOKYMEHTOB

Peectp /10OKYMEHTOB (KOHTEHHEPOB JJIEKTPOHHBIX JTOKYMEHTOB) 3JIEKTPOHHOIO
aena:

Neo enn. xp. mo onucu
Nnunekc nena
3aroJIoBOK Jeia

ara Perucrpanu-
I[OII([YMCH- OHHI;II‘/IITII-)IOIIf/Iep HanmenoBanue n1oKymeHTa Oomew, | Tpuve-
MO JaHUS
Ta JIOKYMEHTAa
1 2 3 4 5
HaumenoBaHue 1OMKHOCTH
COCTaBUTEJISI OUCHU Tloonuce N.0. ®amunus

®DopMa OIHUCH ICKTPOHHBIX eI, JOKYMEHTOB CTPYKTYPHOI'O IOAPA3/AeIeHUs

CocraBisieTcs Ha Kaxioe QJICKTPOHHOC €TI0

I



