[Ipunoxenue
k noctanoBneHuto npesuauyma K TIpodcoroza
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PEKOMEHJIALIUN
O JEJOITPON3BOJICTBY
B IEPBUYHBIX 1 TEPPUTOPHUAJIBHBIX OBIIIECTBEHHBIX
OPI'AHM3AIIMAX OBIIECTBEHHOM OPI'AHU3AIINU «POCCUNCKHM
IMPO®ECCHUOHAJIBHBIN COIO3 TPY IAIINXCS ABUAIITMOHHOM
MNPOMBILIIJIEHHOCTW»

1. OO01mme no10KeHUs

1.1. PexomeHIanuu MO JEJOMPOU3BOJCTBY B MEPBUYHBIX M TEPPUTOPHAIBHBIX
po(COIO3HBIX OOIIECTBEHHBIX OpraHu3anusax OOmiecTBeHHOH opranuzanuu «Poccuiickuit
po(heCCHOHANTBHBIN COI03 TPYASIIUXCS ABHAIIMOHHOW MPOMBIIIIIEHHOCTHY (J1ajiee MMEHYETCS

- Pexomenganuu) pa3paboTaHbl B IIENAX COBEPLICHCTBOBAHMS JOKYMEHTAIMOHHOTO
o0ecrieyeHns ynpaBiaeHUs U MOBBIIICHUS €ro 3()(HEKTUBHOCTH IMyTEM YHU(PUKAIIMHA COCTaBa U

GOopM [IOKYMEHTOB, TEXHOJOTHH Pa0OThI C HUMU U OOCCIICYCHHUS KOHTPOJISI WCIOTHCHUS
JIOKYMEHTOB.

Ocnoenvie nonamus. Tepmunol u onpeoenenus:

apxue - yupeosicoenue uiu CmpykKmypHoe noopazoenenue opeanuzayuu IIpoghcorosa,
ocywecmanaioujee  Xpameuue, KOMWIEKMOBAHUe, Yuem U UCNOIb30BAHUE  APXUBHBIX
O0OKYMEHMO8;

apxugnwlil pono opzanuzayuu Ilpogcoroza — co80KynHOCMb apXuHvlX OOKYMEHMO8,
UCTOPUYECKU UTU T0SUHECKU CBA3AHHBIX MeXCOy COOOU,

ApXUBHbBLI OOKYMEHM - OOKYMEHM, COXPAHAEMbIU UTU NOONeHCAUWUL COXPAHEHUIO 8
CUTLY €20 3HAYUMOCIU OJ1A 2pAdXCOaH, 0dwecmaa, 20cy0apcmaa;

apxugHvlii  wiu@p — 0003HAYEHUEe eOUHUYbl XPAHEeHUs 6 yeusax eé yuema u
uoenmugpuxayuu,

agmop 00KymMeHma - ghusuveckoe iy opuoudeckoe Iuyo, cozoaguiee 00OKyMeHm;

aopecam - pekeusuUm, cooepicawuil uHghopmayuro o noryyamene OOKyMeHma.

OnaHK  0OKymMenma - HaOOp  peKeu3umos, udeHmuuyupyrowux asmopa
ouyuanrbHO20 NUCbMEHHO20 OOKYMEHMA,

6U0 OOKyMeHma - NPUHAONEHCHOCMb OOKYMEHMA K ONnpedeNeHHOU epynne
OOKYMEHMO8 N0 NPUSHAKAM COOEPAHCAHUS U YeNe8020 HAZHAYECHUS,

6UObL 0€1080ll NEPEnUCKU U UX HA38AHUA - 0el08oe (clyicebHoe) NucbMo,
menezpamma, gakcoepamma (akc), meneghonozpamma, 21eKMpoOHHOE NUCbMO (INEKMPOHHOE
CO00WeHUe) - CLONCUNUCH 8 3ABUCUMOCTNU OM CROCOO08 nepedadu 0e1080U UHpopmayuu. no
KAHAAM NOYMOBOLL CEA3U ULU NOCPEOCMBOM IJIEKMPOCEA3U,

2pugh ymeeprcoenun — pexeuzum opuyuaibHo20 0OKYMeHmd, C8UOemenibCmeyiouuil o
npasoeom cmamyce OOKyMenma,

2pugh coznacosanus — pexkUsUM, BLIPANCAIOWUL CO2NACUe OP2AHU3AYUU, He
ABNAIOWENCS ABMOPOM OOKYMEHMA, C €20 COOEPHCAHUEM,

oenogoe  (cayiycednHoe) RUCOMO -  OOKYMEHM  UHDOPMAYUOHHO-CHPABOUHO2O
xapaxmepa, nanpaeiaemviii opeanusayuamu Ilpogcoroza, 0ondxcHocmubiM auyomM aopecamy
(opeanuzayuu IIpogpcorosza unu auyy) no noumosoll céssu;

0oKymenm Apxuenozo gponoa P® — apxuemnviii 00KyMeHm, NpouleOuuti 3KCnepmu3y
YeHHOCMU OOKYMEHMO8, NOCMABNEeHHbINl HA 20CYOAPCMBEHHbIL Yuem U NOoOJexcaujuil
NOCMOSHHOMY XPAHEHUIO,



OOKYMEHMANbHbLI (POHO — COBOKYNHOCMb OOKYMEHMO8, 00pa3ylouWuUxcs 6 npoyecce
oeamenvHocmu opeanuzayuu Ilpogcorosa;

00KymMenmupoeanue - Qukcayus uHpopmayuu HaA MaAmepuaibHblX HOCUMENSIX 8
YCMAHOBNIEHHOM NOpPsOKe

0e/10nPouU3800CmME0 - 0esmelbHOCMb, 00ecneuusawds co30anHue oQpUYUATbHBIX
O0OKYMeHmo8 U opeanuzayuio pabomul ¢ Humu 8 opeanusayuu Ilpoghcorosa;

OOKyMeHmayuonHoe obecneuenue  (ynpaenenusn), /[OY —  Jleasmenvrocmy,
yenenanpaenenHo obecnedusarowas QyHKYuU ynpasieHus 00Ky MeHmami’.

00KymeHm - ouyuanivhvlii OOKYMEeHM, CO30AHHbIU 20CYOAPCMEEHHBIM OP2AHOM,
OP2AHOM MECMHO20 CAMOYNPABILEHUs, IOPUOULECKUM UIU DUIUYECKUM TUYOM, OOPMIEHHbLI
8 YCMAHOBIEHHOM NOPAOKe U 8KIIOUEHHDIL 8 OOKyMenmoobopom opzanuzayuu IIpoghcorosa

00KYMeHmoobopom - OsudiceHue OOKYMEHMO8 C MOMEHMA UX CO30aHUs ULU
nonyYeHUs 00 3a8epuleHUss UCNOIHEHUsl, NOMEWeHUs. 8 0el0 U (UIu) OMNPAsKu,

0e10 - COBOKYNHOCMb OOKYMEHMO8 UIU OMOENbHbl OOKYMEHM, OMHOcAuUuecs K
00HOMY 80NPOCY UNU YHACMKY OesmenbHocmu opeanuzayuu IIpogcorosa,

eouHuya yuema INEKMPOHHBLIX OOKYMEHMO8 - INeKMPOHHbLIL  OOKYMEHM,
3apecucmpupo8anHvlil. 8  UHGOPMAYUOHHOU cucmeme opeanusayuu Ilpogcorwsa u
BKIIIOUEHHDBIU 8 COCMA8 INEeKMPOHHO20 Oeld;

eOuHUUa XpameHus INEKMPOHHBIX OOKYMEHMO8 — KOHMelUHep JJIeKMPOHHO20
0oKyMenma,
3a6epeHHan Konus - Konus OOKyMeHmd, HA KOMOpOU 8 COOMEEemMCmeuu ¢

VCMAHOBNIEHHBIM  NOPAOKOM NPOCMAGISION  HEoOX00uMble PeKeU3umvl, npuoaoujue el
IOPUOUYECKYIO CUTLY,

uHgopmayuonnaa cucmema — COB0OKYNHOCMb coodepxcaujelici 8 0a3ax OaHHbIX
ungopmayuu u obecneyusarowux ee 00pPaAdOOMKY UHGOPMAYUOHHBIX MEXHON02UU U
MEXHUYECKUX CPEOCm8;

Koneepmauus, KOH6epmMupoganue >J1eKMpPOHHbIX OOKYMEHMO8 — npeobpasosaniue
9NIeKMPOHHO20 OOKYMEHMA U3 00H020 hopmama & Opy2oul;

Konmeiinep 31€KMPOHHO20 OOKYMEHmMA — YNAKOBKA, BKIIOUANOWA INeKMPOHHbLI
OOKYMeHm 8 ghopmame apXusHO20 XpaHeHUs U e20 MemaodanHble;

KOHMpPObHAA CyMMA KOHmMelHepa JJ1eKMpPOHHO20 OOKYMeHma — 3HayeHue,
paccuumannoe no Habopy OAHHbIX NYymeM NPUMEHEHUsI ONPEeOeleHHO20 alcopumma u
ucnoawb3zyemoe 0Jisi RPOGEPKU YeI10CMHOCIU OAHHBIX NPU UX nepeoaye Ui XpaHeHuu,

Konus O0OKyMeHma - OOKYMeHm, MNOJIHOCMbIO B0CNPOU3BO0AWUL UHBOpMayuio
NOOUHHUKA OOKYMEHMA U €20 BHeuHUe NPUSHAKY, He UMEIOWULl IOPUOUYECKOL CUTbL,

Kanyenapus - cmpykmypHoe noopasoeienue opeanusayuu Ilpoghcorosa, na komopoe
B03710J4CEeHbl PYHKYUU NO 8E0EHUIO 0eIONPOU3BO0CMEA.

Memaoannvle — OaHHble, ONUCHIGAIOWUE KOHMEKCM, COoO0epiucanue, CMmpyKmypy
INEKMPOHHO20 OOKYMEHMA, a MAaKdice NPOYeccvl VAPAGIEHUS UM HA NPOMANCEHUU €20
HCUSHEHHO20 YUKIA,

Muzpayusa I1eKmpoHHbIX OOKYMEHMmMO8 — nepemeujerue OOKYMEHMO8 U3 0OHOlU
cucmembl UIU OOHO20 HOCUMENA 8 OPY2VIO CUCTEMY UNU HA OPYeoll HOCUMENb C COXPAHEHUEM

1TOCT P 7.0.8-2013. Cuctema cTaHgapToB no MHdopMaLmm, GubnuoteuHomy v usgatensckomy aeny. [1enonponssogcTso
1 apxuBHoe Jeno. TepMmuHbl 1 onpeaeneHus. - Beea. 2014-03-01. - M.: YT «CraHgaptuHdopmy, 2014. — MNyHKT 2.



AYMEHMUYHOCMU, YETOCMHOCIU, O00CMOBEPHOCMU OOKYMEHMO8 U NPUeOOHOCMU UX O0Jis
UCNONb308AHUSL,

HOMEHKNamypa 0en - CUCeMamu3uposanHblii nepeyeHsb 3a20108K08 0ell C YKA3AHUeM
CPOKOB UX XPAHEHUSL,

oOpawienue 2paxcOaGHUHA - HANPAGIEHHble 6 20CYOAPCMBEHHbIL OpeaH, Op2aH
MECMHO20 CaMOYNPABIeHUS Ul OOANCHOCIMHOMY JUYY NUCbMEHHbIE NPEeOlodCeHUe, 3as6/eHUe
unu dncanoba, a maxdice ycmHoe oopawerHue palcoOanuna 8 20Cy0apCmeeHHblll OpeaH, OpeaH
MECMHO20 CaMOyNpagieHus;

00vem O0OKyMeHmooOopoma - KOIUUeCMBO OOKYMEHMOS8, HNOCMYNUGUIUX 8
OpP2aHU3AYUIO U CO30AHHBIX €10 3a ONpeOeleHHbIL NepuUoo,

opopmnenue  OOKymenma -  NpocmasgieHue  HeoOXOOUMbIX  PEeKGU3UMO8,
YCMAHOBNIEHHBIX NPABUIAMU OOKYMEHMUPOBAHUSL,

NOOUHHUK 0OKYMEHMA - Nepablll U eOUHCMBEHHbIU IK3EMNIAP OOKYMEHMA,

omMemKa 0 3aéepeHuu KORUU — PeKGU3UM, UCNOIb3VeMblll Ol NPUOAHUsi KONUU
npasoeozo cmamycad.

NOOJIUHHUK OOKYMEHMA — Nepablll Uil eOUHCMBEHHbIU dK3eMNIIAD OOKYMeHma,

HOORUCL — DPEKGU3UM, COOepICcauull COOCMBEHHOPYUHYIO POCHUCH OOIHCHOCHIHO2O
unu ¢usuueckozo iuya,

NON0MCEHUEe — HOPMAMUBHDIL NPABOBOU AKM, OEMAbHO PElAMEHMUPYIOWULl npagosoll
cmamyc, — opeanusayuio, NOpA0OK  OesmeibHocmu  opeana  opeanusayuu  Ilpoghcorosa,
CMPYKMYPHO20 NOOPA30eleHUs.

npasuna — HOPMAMUGHLIL NPABOGOU  AKM,  Pe2laMEHMUpyiowull  nopsiooK
onpedeneHHo2o euda desimenvHocmu 8 opeanusayuu IIpoghcorosa, 3axpennsiiowuii HOpmbvl U
mpebosarusi, 0bs3amenbHule 015 bINOJIHEHUS.

UHCIMPYKUYUA — NOPSAOOK OCYWECMBIIeHUsl KAKOU-TUO0 OesmenlbHOCmU Ui nopsaooK
NPUMEHEHUsL NOTONCEHUL 3aKOHO8 U UHIX HOPMAMUBHBIX NPABOBIX AKMOE,

pezucmpauyus O0OKyMeHmA - NPUCBOeHUe OOKYMEHM) pecUCmpayuoHHo20 Homepd,
8HeceHue c8edeHUll 0 OOKYMEHMe 8 PecUCMPAYUOHHO-YUEMHYI0 popmy;

pecucmpayuonnlit Homep O0OKyMeHma (Pecucmpayuortblll UHOeKC OOKYMEHMa) —
yughposoe unu OYKBeHHO-YUPDPOBOe 0003HaAUeHUe, npuceausaemoe OOKYMEHmMY Npu e20
peaucmpayuu;

PE30NI0YUA  — PeKBU3UM,  COOepAHCAWULl  YKA3AHUSL  OOJHCHOCMHO20 — Juyd no
UCNOTHEHUIO OOKYMeHma,

PeKeu3um 0OKymenma — s1eMeHm 0OKYMeHmda, HeodXooumblil 05 €20 OopMieHUs U
pabomul ¢ HUM;

cucmema  INEKMPOHHO20 ~ OOKYMEHmMOoOOopoma  —  aABMOMAMU3UPOBAHHAS
uHgopmayuonHas cucmema, 00ecnedusarwds Cco30aHue NeKMPOHHBLIX OOKYMEHMO8 U
NEKMPOHHBIX KONULL OOKYMEHMO8, YNpasieHue UMU, UX XpaHeHue u 00CMyn K HUM, d MaKice
peaucmpayuro 0OKyMeHmos,

cayycoa  0e10npou3eo0cmea - CmMpyKmypHoe noopasoeiieHue, Ha  KOMopoe
803/10J4CEHbl PYHKYUU NO 8e0eHUI0 0eIONPOU3B00CMEd, A MAKICe TUYd, 0OMEemcmeeHHO20 3d
geoderue 0elonpouU3800Cmed 8 Opyeux CmpyKmypHuixX H00pa30eleHuUsx.

CyxHceOHaa  nepenucka -  pasiuumvie  6UObl  OQUYUATLHBIX — OOKYMEHMOB
UHPOPMAYUOHHO-CNPABOYHO20 XAPAKMEPA, UCNONb3YeMbIX 01 0OMeHa uH@opmayuel 6
0esAmenbHOCIU OP2AHO8 GIACTIU, OPLAHUAYULL U SPAIHCOAH.



YHUpuuuposannaa opma OOKyMeHma - COBOKYNHOCMb PEKEUZUMOE U MUNOBbIX
@pazmenmos mexkcma OOKyMeHmMd, YCMAHOBIEHHLIX 6 COOMBEMCMEUU C DeulaemMbiMu 6
0anHol cghepe OessmenbHOCMU 3A0aYaMU U PACNOJIONCEHHBIX 8 ONPeOeleHHOM NopsioKe HA
Hocumene uHgopmayuu,;

dopmuposanue oena - 2pynnuposKka UCNOJIHEHHLIX OOKYMEHMO8 6 0elo 8
COOmMBemcmaulY ¢ HOMEeHKIAmypou 0el;

waonon onanka (yHuguyuposannoii opmel 00Kymenma) - O1aHK OOKYyMeHMA
(yHuuyuposannas popma 0okymenma), npeoCmasieHHvlil 8 eKMpPOHHOU (opme;

IKCnepmu3a UYeHHOCMU OOKYMEHmMO8 - u3yueHue OOKYMEHMO8 HA OCHOBAHUU
Kpumepues ux YeHHOCmu 6 Yeusix ONnpeoeieHus CPOKO8 XPaHeHUus OOKYMEeHmos u omoopa ux
o1 eKouenuss 6 cocmas Apxusnoeo gonoa Poccuiickou @edepayuu;

INEKMPOHHBLI OOKYMEHM - OOKYMeHm, 6 KOMOPOM UH@OpMayus npeocmasieHd 6
9NeKMPOHHO-YUDPOBOLL hopme;

INEeKMPOHHBLIL  OOKYMEHmMOo0opom -  OOKYMEeHmooOOpom ¢  NpumMeHeHuem
UHGOPMAYUOHHOT cuCmeMbl.

INEeKMPOHHAA KORUA OOKYMEHMmA - KONnusi OOKYMeHmMAd, CO30AHHA 8 INeKMPOHHOU
Gopme;

INEKMPOHHAA UUPPOeas NOONUCL - pPeKBU3UM  IJIEeKMPOHHO20 OOKYMeHmA,
NPeOHA3HA4eHHblll OJIsl  3aUWUMbl  OAHHO20 IJIEKMPOHHO2O OOKYMEHMA Om HNOO0EeIKU,
NONYYEHHbI 8  pe3yibmame Kpunmocpaguueckoeo npeoopazosanus uxHgopmayuu ¢
UCNONIL30BAHUEM 3AKPBIMO20 KAI0UA INEeKMPOHHOU YUDPOBOU NoOnucu u no3eoAI0uUl
uoenmughuyuposams 8radervya cepmu@ukama Kio4a noOnucu, a makdice YCMAaHO8UMb
omcymcmeue UCKadiceHUus UHGopmayuu 8 31eKmpoOHHOM OOKyMeHme,

91eKMPOHHAA HOORUCL — UHDOPMAYUA 8 DNEKMPOHHOU hopme, NPUCOeOUHEHHAs K
9NeKMPOHHOMY OOKYMEHm) UIU UHbIM 00pa30M CBA3AHHAA C HUM U NO380AANUASA
UOeHMUPUYUPOBATL TUYO, NOONUCABUICE ITeKMPOHHYIL QOKYMeHM?.,

lopuouyeckaa cuna OOKYMEHma - CBOUCMBO OQUUUATLHO20 — OOKYMeHmd,
coobwaemoe emy Oeucmeyiouum 3aKOHOOAMENbCNEOM, KOMNemeHyuel uzo0aguieco e2o
0p2ana u yCmaHo81eHHbIM NOPAOKOM 0OpMIeHUsL;

1.2. Pexomenpmanuu  pa3pabOTaHBl B COOTBETCTBUHU  CO  CIEAYIOIIUMHU
3aKOHOJATENFHBIMM W HOPMATHUBHO-TIPABOBBIMU  akTaMu B cdepe uHpopmanuu,
JIOKYMEHTAIlUHU, apXUBHOTO Jena:

- @eoepanvrvim 3akonom om 22.10.2004 Nel25-D3 «O6 apxusnom oOene 6 PDy, -
Deoepanvnvim 3akonom om 02.03.2016 Ne43-D3 «O enecenuu usmernenuti 6 Pedepanvhbiii
sakon «O6 apxusHom Oene 6 PDy, Dedepanvuvim 3axoHom «O 6HeceHUU USMEHEHUL 6
omoenbHble 3aKoHo0amenvubie akmol POy om 18.06.20172. Nel27-D3;

- IIpasunamu oenonpouszsoocmea 6 pedepanvhvlx OpeaHax UCHOTHUMENbHOU 61ACMU,
ymeepacoennvimu [locmanosnenuem I[Ipasumenscmea P® om 15.06.2009 2. Ne 477,

- [locmanoenenuem Ilpasumenvcmea P® om 26 anpens 2016 . N 356«0 enecenuu
usMeHeHUll 6 npasuia oenonpouzeoocmea 6 PDedepanrbHbIX O0p2aHax UCHOJIHUMENbHOU
enacmuy,

2TOCT P 7.0.8-2013. Cuctema cTaHgapToB no nHgopmauum, bubnmoteyHomy 1 usaatensckomy aeny. [lenonponssoactso
1 apxvBHOe Aeno. TepmuHbl 1 onpegenenus. - Beea. 2014-03-01. - M.: @'Y «CraHgaptuHdopmy», 2014, — MyHkT 59.



- Memoouueckumu  pexomenoayusmu — no  pazpabomke — UHCMPYKYUL  HO
0eonpouU3800Cmay 6 hedepanibHbIX OpeaHax UCHOIHUMENbHOU G1ACMU C NPULONCEHUAMU,
ymeepacoennvimu Ilpuxazom Pocapxusa om 23.12.2009 2. Ne 76,

- Ilocmanosnenuem Ilpasumervcmea P® om 3 mnosabps 1994 2o0oa N 1233 "O6
ymeepacoenuu  ITlonooicenuss o0  nopsaoxe obpawenus co  CayduceOHoU  uxngopmayuet
02PAHUYEHHO020 PACNPOCMPAaHeHUsi 8 (hedepalbHbIX Op2aHax UCHOJIHUMENbHOU 61acmu U
VHOTHOMOYEHHOM Op2aHe YNpasieHus: UCNONb308aHUeM AMOMHOU dHepauu” (¢ uzmeHeHuamu,
snecernnvimu Ilocmanosnenuem Ilpasumenvcmea Poccuiickoti @edepayuu om 20 urons 2012
2ooa N 740),

- Pexomenoayusmu no KOMNIEKMOBAHUIO, Yuemy U OpPeAHU3AYUU XPAHEHUS
9IeKMPOHHBIX APXUBHBLX OOKYMEHMO8 8 apxueax opeanuzayuti (BHUUA/, M.,2013);

-Hayuonanvnovim cmanoapmom Poccuiickou  @edepayuu [OCT P 7.0.97-2016
«Cucmema cmandapmos no ungopmayuu, OUOIUOMEYHOMY U U0AMENLCKOMY  Oely.
Jlenonpouzeoocmeo u apxuenoe oeno. TepmuHnvl U OnpedeneHus», Be0eHHbIM 6 Oelcmaue
Ilpukasom DedepanvHozo azenmcmea N0 MEXHUYECKOMY Pe2yIUpOBAHUIO U MeMpPoIocUU Om
25.05.20172. Ne435-cm.

- IOCT P 7.0.8-2013 «Cucmema cmanoapmos no uxgopmayuu, 6ubIUOmeyHomy u
uzoamenbckomy oeny. [enonpouzeo0cmeo u apxueHoe 0enony,

- Memoouueckumu pexomenoayuamu «IKCNepmu3a YeHHOCmu u omoop 6 cocmas
Apxusnoco ¢onoa Poccuiickoti @edepayuu 0okymenmos no auunomy cocmagyy (Pocapxus,
BHUWJ[A/], M,2014).

1.3.  Ionoocenus uncmpykyuu pacnpoCmpaHsaiomcs Ha Op2anusayuro pabomovl ¢
OOKYMEeHMamu He3a8UCUMO om 8U0a HOCUMENs, 8 MOM YUCLe HA INeKMPOHHbIX HOCUMEIsX,
BKII0UASL UX NOO20MOBKY, PecUCmpayuro, yyem u KOHmMpOib UCNOJHEHUs, OCYuWecmaiiemvle
€ NOMOWBIO UHPOPMAYUOHHBIX TMEXHONOSULL.

Ocobennocmu pabomel ¢ OOKYMEHMAMU, COOEPHCAWUMU KOHDUOCHYUATLHYIO
uHopmayuro (cryscebnyr0 U UHYIO MAlHY, NEPCOHANbHbIE OAHHblE), PecyIUPYVIOMCs
CReYUATIbHLIMU  HOPMAMUBHBIMU AKMAMU  (UHCMPYKYUAMU, NOJIOHCEHUAMU, NPABUNIAMU),
ymeepocoaemvimu 6 coomeemcmeuu ¢ Ycmasom Ilpoghcorwosza u  Oeticmsyrouum
3aKOHOO0AMeNbCMBOM.

1.4. TpeboBanuss Pexomenmanuii Kk pabore ¢ OyxraaTepckoil u Apyroi
CHeIUaTIbHON JOKYMEHTAIMeH paclpOCTPaHAIOTCS JIUIIh B YACTH OOIIUX MPUHIIUIIOB pabOTHI
C IOKyMEHTaMH, a TaKKe MOATOTOBKH IOKYMEHTOB K Iepe/iaye Ha apXUBHOE XpaHEHUE.

1.5. IlpaBuna BeAE€HHUS CEKPETHOTO JEJOMPOU3BOJICTBA U JACIOMPOU3BOJACTBA IO
JOKyMeHTaM ¢ rpudom « {7t cimy’eOHOTo MOJTb30BaHU» PETIaMEHTHPYIOTCS CIIEIIHATbHBIMHU
WHCTPYKIUSIMHU.

1.6. Ha ocHoBe maHHBIX PekomMeHIammii, a Takke ¢ Y4eTOM YCIOBUH U CIICIUPUKI
JESTSIILHOCTH TePBUYHBIC W TEPPUTOPHATBHBIE MPOQPCOIO3HBIC 0OMICCTBCHHBIC OPTaHU3AINN
[Ipodcoroza  (mamee  umenyercs —  opranuzauuu  IIpodcoro3a)  pa3pabareiBaroT
WH/IMBUYaIbHbIC PEKOMEHAAIUU (MHCTPYKIIMU) ¥ JPYTHe HOPMATHBHO-METOJAMYCCKHEC
JIOKYMEHTBI, HEe TIPOTHBOpEYAIIie 3aKOHOJaTeNbcTBY Poccuiickoit denepariui.

TpeboBanust  pekomMeHmanuu  (MHAMBUAYAIBHBIX  HWHCTPYKIMHA  OpraHU3alluu
[Tpodcoroza) o0s3aTenbHBI 11 BCEX COTPYAHUKOB OPraHU3alINH.

[Ipencenarens opranuzamnuu [Ipodcoroza 03HaKOMIIIET C UHCTPYKIMEH MO BEICHUIO
JIeITOTIPOU3BOICTBA KaXKIOTO COTPYAHMKA opranu3anuu [Ipodcoroza.



Cotpynuauku opranusanuii [Ipodcoroza HecyT mepcoHaIbHYHO OTBETCTBEHHOCTH 3a
HEBBINIOJTHEHUE TpeOoBaHWN WHCTPYKIMH, COXPAaHHOCTh JOKYMEHTOB W HEpasIialleHHe
conepxamieiics B HuX uHpopmauuud. OO0 yTpare HOKYMEHTOB HEMEIUICHHO IOKIIAJbIBACTCS
npezcenarento opranuzanuu [Ipogcorosa.

B omom cayuae pykosooumenem noopazoenenus —HA3HAYAEMC  CAYHceOHOoe
pacciedosanue, 0 pe3yibmamax Komopoz2o UHGOPMUPYIOMCA COMPYOHUK, OMBEMCMBEEHHbIl
3a 0e10npouU3800Ccmeo, u npeocedamens opeanusayuu Ilpoghcorosa.

Ilepeoaua compyonukamu opeanuzayuii Ilpoghcoroza ookymenmos uiu ux Konui,
NPOEeKmo8 paboOmMHUKAM CIMOPOHHUX OP2AHU3AYULL OONYCKAEMCs NO NUCOMEHHOMY 3As1681eHUI0
u ¢ paspeuienus npeoceoamens opeanusayuu Ilpoghcorosa.

1.7.  Cnyocedbnas ungopmayus, codepicawasics 68 NPOEKMAx — CHYHCeOHbIX
O00KYMeHmo8, He nooJexcum paserawenuio (pacnpocmpanenuro). Ceedenus, cooepaicaujuecs
8 CAYAHCEOHBIX OOKYMEHMAX, MO2Ym UCNONb308AMbCA 6 COOMBEMCMEUU C NOTHOMOYUAMU
O00INCHOCMHO20  uYa, padbomarowe20 Ul 3HAKOMAUWE20CA C COOMBEmCmayIouUMU
OOKYMEeHmamu.

1.8. OTBETCTBEHHOCTh 32  OpPraHM3aIMIO, COCTOSIHHE  JIeJOMPOU3BOJICTBA,
o0ecrieueHne COXPaHHOCTH JOKYMEHTOB B opranuzanuu [Ipodcoro3a u cBOEBpeMEHHYIO
nepenavy ux B apxuB Bosnaraercs Ha [Ipencenarens opranusanuu [Ipodcorosza. Kontpomns 3a
BEJICHUEM JICJIOTIPOU3BOJICTBA BO3JIATae€TCsi HAa KOHTPOJIBHO-PEBU3MOHHYIO KOMHCCHIO
[Tpodcoroza, opranuzammii [Ipodcorosa (ct. 27, ct. 34, ct. 40 Ycrasa).

1.9. HemocpeacTtBeHHOE BeACHHE IEIOMPOU3BOICTBA BO3JIAraeTCsl Ha COTPYIHHUKA,
OTBETCTBEHHOT'O 3a JIEJIONPOU3BOJICTBO, HA3HAYEHHOTO PEIIEHUEM KOJUIETHAIBHOIO OpraHa,
pacnopsbkeHueM npencenarens opranuzanuu [Ipodceorosa.

3amaud  COTpPYAHHKAa OTBETCTBEHHOTO 3a  JIEJIONPOU3BOJCTBO  OINPEACTSIOTCS
JOJKHOCTHOM MHCTPYKLKEH, peKOMEHAAIMSIMH (MHCTPYKLUAMU).

1.10. TIlepem yxomoM B OTIYCK, BBIE3JOM B KOMaHAMPOBKY COTPYAHHKHU
opranuzaiuu Ilpodcoroza o0s3aHbl mNepenath uepe3 pabOTHUKA, OTBETCTBEHHOIO 3a
JIeTTOTIPOU3BOJICTBO, HAXOASIIMEeCs y HHUX Ha HWCIOJHEHWH (HAa KOHTPOJE) JOKYMEHTHI
JIPyroMy COTPYIHUKY IO YKa3aHUIO Mpejceaarens oprannzanuu [Ipodceorosa.

1.11. TIlpu yBOJBHEHUU COTPYJHUK 00si3aH CAaThb BCE UHUCISAIIMECS 3a HUM
JIOKYMEHTbI paOOTHHKY, OTBETCTBEHHOMY 32 JIeJIONPOU3BOCTBO.

1.12. BeiOopHble npo(coro3HBIE OpraHbl B3aWMOJIEHCTBYIOT C TOCYAapCTBEHHBIMHU
ApXUBHBIMH YUPEXKJCHUSIMH C 1I€JIbI0 MOJYUYeHHs OPraHU3alMOHH0-METOJUUECKON MOMOIIHN B
BEJICHUM HOMEHKJIATyphl M (OPMUPOBAHHUIO JieJl, a TakXke O00eCHedyeHUs COXPaHHOCTH
JIOKYMEHTOB, MPABHIILHOCTBHIO OTOOPA X IS TaTbHEHIIIETO XPAaHEHUS HJTH YHUITOXKEHUSI.

1.13. C coxpepxaHueM JOKYMEHTOB, IOCTYIHBIINX B MPO(COIO3HYIO OPTaHHU3AIHI0
U3 BBIOIECTOSIUX opraHu3anuii [Ipodcoro3a, MOMKHBI OBITH O3HAKOMIIEHBI TOJBKO JIMIIA,
UMEIOIIME OTHOIICHUE K UX HCITOHEHHIO.

2. IIpaBuia NOAroTOBKU U 0OPMIICHHUS JOKYMEHTOB.

2.1. BJuaHk¥M JOKYMEHTOB M 001He TPeOoBaHUS K 0)OPMJICHHIO TOKYMEHTOB.

OpraHu3alMOHHO-PaCIOPSIIUTENbHBIE JJOKYMEHTHI IPHOOPETAIOT IOPUIMUYECKYIO CUITY
U CTaTyC O(pUIMAIBHOTO JOKYMEHTA TOJIBKO IPU YCIOBUHU UX MPABUIBHOTO O(POPMIICHHS.

Jleamenvnocmo opeaHuzayul IIpoghcorsza obecneuusaemcs cucmemou
VHUQDUUUPOBAHHOU  83AUMOYEA3AHHOU  ynpasiendyeckou  ookymenmayuu. Ee cocmas
onpedensemcs KomnemeHyueli opeanusayuii Ilpogcorosa, nopsokom paspeuieHusi 0NPocos



(eOUHOHAUANbHBIL UMU KOJLIECUATIbHBILL), 00BeMOM U XAPAKMEPOM B3AUMOCEA3EU MeNCOY
opeanuzayueu [Ipogcoroza, opyeumu opeanamu ynpasieHus u opeaHu3ayusmu.

[TocraHoBICHMSI, pACIOPSHKEHUS, TIPUKA3bl, PEIICHUS, MPOTOKOJBI, aKThl, MUChMa U
JpyTrue OpraHU3alMOHHO-PACTIOPAIUTEIbHBIE JOKYMEHTHI CJEIyeT CO3[aBaTb C Y4ETOM
TpeboBaHUl HOBOro HalmoHabHOro crangapra Poccuiickoit ®enepauuu 'OCT P 7.0.97-
2016 «Cucrema crangaptoB 1o uH(poOpManuu, OUOIMOTEUHOMY U HU3IATEIBCKOMY JETy.
OpranuzalioOHHO-pACTIOpSIMTENbHAST ~ JOKyMeHTauus. TpeboBaHus K  0GOPMIICHHUIO
nokymMeHTOB» (manee umenyercs — ['OCT 7.0.97-2016). CranmapT pacupocTpaHseTcss Ha
nokyMeHThl, BkIoueHHble B OK  011-93  «O6mepoccuiickuii  kimaccudukaTop
ynpasneHdeckoi fokymenranuu (OKY I)» (kiaace 0200000) u paccunTaH AJis IPUMEHEHMS B
opranu3ausax Bcex (opM COOCTBEHHOCTH M HAIIPABICHUH JEATEIHHOCTH.

2.1.1. JIoKyMEHTHI, IOATOTOBJICHHBIE B MPO(COIO3HBIX OPraHU3aIMsIX U HAIIPABISIEMbIC
MpeceaaTesisiM OpraHu3aluil, YUYpPEKICHUN, MPEANPUATUN, a TAKXKE OTACIbHBIM TpaXKIaHaM,
MeyaTaroTcsl Ha OJIaHKaxX yCTaHOBIICHHOM (POPMBI M JOJKHBI UMETh YCTAHOBJICHHBIM KOMILIEKC
00s13aTeNbHBIX PEKBU3UTOB U MOPSIOK X PACIIONOKECHUSI.

2.1.2. B npo¢coro3HbIX OpraHu3alysIx MOTYT IPUMEHSTHCS CIIeTyIOIIIe OaHKHU:

— o0t 6J1aHK (MTOCTaHOBJICHUE, PACTIOPSIKEHUE, TIPOTOKOI);

— Omank mnmuchMma (opranuzauuu [Ipodcoroza, cTpyKTypHOro MOApa3IEICHuUs,
JIOJKHOCTHOTO JIUIIA);

— OJaHK KOHKPETHOTO BHUJAA JOKYMEHTa (MpuKa3, pacHopsbKeHHE IpencenaTens
opraam3amnuu [Ipodcorosa).

OOmmii OGmaHK MCIONB3YEeTCs Ul M3TOTOBJIEHMS JIIOOBIX BHIOB JIOKYMEHTOB, KpOMeE
JIEJIOBOTO (CITyeOHOTr0) MUChMa.

2.13. Jlns wsrotoBieHus OnaHkoB JokymeHToB, cornacHo [OCT P 7.0.8-2013
ucnons3yercst Oymara opmaroB A4 (210 x 297 mm), AS (148 x 210 mMMm); 111 U3TOTOBIICHUS
ONaHKOB pe30JIOIMI Henosb3yeTcs Oymara popmaroB AS (148 x 210 mm), A6 (105 x 148).

Kaxnpiii muct qokymeHTa, ohopMIIEHHBIN Ha OaHKe Wi 0e3 Hero, JOKEH UMETh OIS
HE MeHee:

— 20 MM - neBoe;

— 10 mMm - npaBoe;

— 20 MM - BepxHee;

— 20 MM - HIDKHEE.

JlokyMeHThI AnUTeNbHbIX (cBbIe 10 JeT) CpOKOB XpaHEeHUs JODKHBI UMETh JIEBOE TOJIe
He MeHee 30 MMm.

2.1.4. B 3aBUCHMOCTH OT paCIOJOKEHUS PEKBU3UTOB YCTAHABIMBAIOT J[BA BapHaHTa
OJIaHKOB — YIJIOBOW M MpoaoJbHBIN. OOpa3ibl opopMiIeHUs MHCEM Ha OQUIMAIBHBIX OlaHKax
npusezeHs! B [Tpunoxennn Ne 1 u [Tpunosxernn Ne 2.

PexBu3uThl ONaHKa ¥ OTpaHUYHUTENLHBIE OTMETKH JJIsl PEKBU3UTOB B MpeJeNax TPaHHIl
30H PACMOJIOKEHHS PEKBU3UTOB PAa3MEIIAIOT MyTeM I[EHTPOBAHHOTO PACIIONIOKEHUs (HAYalo |
KOHEI[ K&KI0H CTPOKH PEKBH3UTOB PABHO yIAJIEHBI OT TPaHMII 30HBI PACTIOI0KEHHS PEKBH3UTOB)
Wi (pIaroBbIM pacHoNoKeHHeM (Kaxash CTpOKa PEKBU3UTOB HAYMHAETCS OT JIEBOM (TIPaBOii)
TPaHUIIBI 30HBI PACTIONOKEHHST PEKBH3UTOB).

CocraB BUJOB M (hOpMBI OJAHKOB, MPUMEHSEMBIX B MPOQPCOIO3HBIX OpraHU3alUsiX,
MOPSZIOK WX  WICTIONB30BAHUST  YTBEPXKIAFOTCS  PEIICHUSIMA  COOTBETCTBYIOIIMX — OPraHOB
opranu3artuii [Ipodcorosa.



2.1.5. Opranuzamun [Ipodcoro3a ucnonp3yroT OJaHKH JOKYMEHTOB, H3TOTOBJICHHBIC HA
OyMa)KHOM HOCHUTEJIC W/WITH DJICKTPOHHBIE MTA0JIOHBI OJTAHKOB, C COOJTIOJICHUEM YCTAaHOBICHHBIX
npaBui ohopmIeHuUs JOKyMeHTOB, corstacHo ['OCT P 7.0.97-2016.

brnankyn Ha OymMaXKHOM HOCUTEIE M BJIEKTPOHHBIC MIAOIOHBI OJAHKOB JIOJDKHBI OBITH
UJICHTUYHBI 110 COCTaBY PEKBU3UTOB, MOPS/IKY UX PACIOIOKEHNUS, TApHUTYpaM MpudTa.

bnanku nokymMeHTOB Ha OyMa)XXHOM HOCHTENIE U DSJIEKTPOHHbIE MMIA0JIOHBI OJIAHKOB
W3rOTAaBIMBAIOTCS HA  OCHOBAHMM  MakKeTOB  OJAaHKOB,  YTBEPXKIIAEMbIX  pEIICHUSIMU
COOTBETCTBYIOIIUX OpraHoB opranuzanuii [Ipodcorosa.

brnanku MOKyMEHTOB cliefyeT M3roTaBIMBaTh Ha Oenoil Oymare minm Oymare CBETJIBIX
TOHOB.

DOneKTpoHHbIE MIA0JIOHBI OJIAHKOB JIOKYMEHTOB JIOJDKHBI  OBITh  3aIlMIIEHB  OT
HECAaHKLIIMOHUPOBAHHBIX H3MEHEHHIA.

2.1.6. bnanku JDOKYMEHTOB IOJDKHBI HCIOJIB30BAaThCS CTPOrO IO HA3HAYEHHIO W 0e3
COOTBETCTBYIOILIETO PA3PEIICHUSI HE MOTYT IIepe/laBaThCs JPYTUM OpraHU3alUsIM U JIUIAM.

2.1.7. Bsexnenue B oOpaleHre o Mepe HeOOXOAUMOCTH HOBBIX OJIAHKOB JOKYMEHTOB
OCYILECTBIISETCS 10 PEIIEHUI0 COOTBETCTBYIOIIEro oprana opranuzanuu [Ipodcorosa.

2.2. OOmmue TpeGOBaHUS K 0(pOPMJIEHHIO TOKYMEHTOB.

2.2.1. Tlpu co3maHuu JOKyMEHTa Ha JIByX U 0oJiee CTpaHMIIaX BTOPYIO U MOCIICAYIOIIHE
CTpaHUIIBI HyMEPYIOT.

Homepa cTpanuil mpoCTaBISIIOTCS TIOCEPEANHE BEPXHETO TOJIS TOKYMEHTA Ha PACCTOSIHUM
He meHee 10 MM OT BepXHEro Kpas JIMCTa.

2.2.2. ]JlomyckaeTcsl co3laHHEe JTOKYMEHTOB Ha JIUIIEBOM U OOOPOTHOM CTOpOHAX JIHCTA.
[Tpu 1ByCTOPOHHEM CO3/IaHUM JTOKYMEHTOB IIMPHUHA JIEBOTO TOJIS HA JIMIIEBOM CTOpOHE JIUCTa U
MPaBOrO MOJIsE HA 00OPOTHOI CTOPOHE JIKCTA JOKHBI OBITH PaBHBI.

2.2.3. llpu moAroToBKe JOKYMEHTOB PEKOMEH]IYyETCsl MPUMEHSTh TEKCTOBBIA PEIaKTop
MS Word ¢ ucronp3oBanneM CBOOOIHO PACIPOCTPAHIEMbIX OE€CIUIATHBIX MIPU(TOB.

Jnst opopmileHHs] JOKYMEHTOB PEKOMEHIYETCS MCIOJIB30BAaTh pa3Mepbl MIPH(TOB
N 12, 13, 14. Tlpu cocTaBieHUH TaOIUI] IOIYCKAECTCS MCIIONB30BaTh MPUMTHI MEHBIIUX
pa3MepoB.

2.2.4. AOG3zamHbIil OTCTYI TEKCTa JOKyMeHTa - 1,25 cm.

3aroJoBKM pa3fesioB M MOJpa3/eloB IedaTaroTcs ¢ ab3alHbIM  OTCTYNOM HIIM
LHEHTPUPYIOTCA MO MIMPHHE TEKCTA.

MHOroCTpoUHble PEKBU3MTHI I€YATAIOTCS Yepe3 OJUH MEXKCTPOUHbIM HHTepBal,
COCTaBHbBIE YAaCTH PEKBU3UTOB OTJEIISIOTCS JIOMOJIHUTEIbHBIM HHTEPBAJIOM.

TexcT nokymeHTa neyaraercs yepes 1 - 1,5 MeXCTpOUHBIX MHTEpBaa.

Ecmu  nOKyMEHT TOTOBHTCS ISl W3JaHUAS C YMEHBIIEHWEM MacmTada, TeKCT
TIeYaTaeTcs uepe3 [Ba HHTEpBaa.

NuTepBan mex 1y OyKBaMHU B CI0Bax - OOBIYHBIN.

WHTepBas MEXIy CIIOBaMH - OJMH MPOOeI.

2.2.5. TekcT MOKyMEeHTa BbIpaBHUBAETCS MO LIMPHUHE JHCTa (110 TPaHUIAM JIEBOTO U
IPaBOTo MOJIEH TOKYMEHTA).

JlinuHa caMOi JATMHHOM CTPOKM PEKBH3HMTA IPU YIJIOBOM PACIOJIOKEHUU PEKBU3UTOB
He OoJiee 7,5 cMm.

JlnuHa caMOM JJIMHHOM CTPOKH PEKBHM3UTAa IPU NPOJOJBHOM PACIOJIOKEHUH
PEKBU3UTOB He Oonee 12 cm.



2.2.6. HopmaTuBHBIMH TMpaBOBBIMH akTamu opranm3anuu I[Ipodcoroza mMoxkeT OBITH
NPEyCMOTPEHO BBIJICICHUE PEKBU3HUTOB «aJpecaTy, «3arojloBOK K TEKCTY» WIH «IIOIIHCHY, a
TaKKe OTACNBHBIX ()PArMEHTOB TEKCTA MOTY>KUPHBIM IIPUPTOM.

2.2.7. Tlpu odopmieHHMH MHOTOCTPAHHYHBIX TOKYMEHTOB, OTHOCSIIUXCA K CUCTEME
OpPraHU3allMOHHO-NIPABOBOM  JOKYMEHTAaUuu  (MpaBWia,  TOJIOKEHUS,  HMHCTPYKIUH,
perjJamMeHThl, CTaHAApThl U JIp.), a TakKe TMpU TMOATOTOBKE TaKUX JOKYMEHTOB, Kak
IpPOrpaMMbl, IJIaHbl, OTYETHl U T.M. HCIOJB3YETCS TUTYJIbHBIM JUCT. TUTYNbHBIA JUCT
JOKyMeHTa o(popMIIIeTCs B COOTBETCTBHH C MpriioxkeHreM No 3.

2.3.  Odopmienne peKBH3UTOB B IMpolecce IMOJATOTOBKH W 0o¢opMJIeHHs!
AOoKyMeHTOB opranu3auuii Ilpogcorosa.

O6mmii Omank opranm3anuu [Ipodcoro3a JOMKEH BKIIOYaTh B Ce0sl CIEAYIONIHE
pEeKBI3HUTHL: HamMeHoBaHUe lIpodcorosza (moimHOE M cokpamieHHoe); smoOiemy I[Ipodcoro3a
(TIpr BO3MO>KHOCTH); HAUMEHOBaHUe opranuzanuu [Ipodcoro3a uiam BEIOOPHOTO OpraHa; naty
JIOKYMEHTa; HOMEp JOKyMEHTa; MOAMNKNCH - HAUMEHOBAaHUE JOKHOCTH JIUIA, MOAMMCABIIETO
JTOKYMEHT, JINYHAs MOMKICh; OTTUCK NedaT (Mpu HEOOXOAUMOCTH).

Kaxnpiii nmoxkyment opranuszanmu [Ipodcoroza coCcTOUT W3 PEKBU3HTOB: TEKCT,
MOJMUCH, TeYaTh, JaTa, aapec W JAp. B pasHbIX MOKyMEHTaxX HCIONB3YIOTCS pa3IUYHbIE
PEKBU3HTHI.

I'OCT P 7.097-2016 ycraHaBmMBaeT MaKCUMAJIbHBIA HA0Op PEKBU3UTOB,
UCTIONB3YEeMBIX TpHU O(OPMIICHHH JOKYMEHTOB, a TakXe U ONpeAeiseT MecTO uX
pacIioNoXeHus Ha JOKYMEHTE.

CocTaB pekBU3UTOB B KOHKPETHOM JIOKYMEHTE 3aBHCHUT OT €r0 BH/JIA.

2.3.1. Imbaema.

DOMmbnema opraHuzaluu, pa3padboTaHHas U YTBEP)KICHHAs B YCTAHOBICHHOM IOPSIKE,
pa3MelraeTcs B COOTBETCTBUM C HOPMATUBHBIMH NPABOBBIMU aKTaMH Ha OJaHKaX: TIOKYMEHTOB
opranmzauuii [Ipodcoroza.

N3obpakenne sMOJIeMbI TOMEITACTCS:

Ha TIPOJONBLHOM OJIaHKEe - TIOCEpeNHE BEpXHEro Iojisi OJaHKa JJOKYMEHTa Haj
PEKBHU3UTaMH OPTaHW3AIIMH - aBTOpa JOKYMEHTA, Ha pacCTOsTHUM 10 MM OT BEpXHEro Kpas JIHCTa.

Ha YTJIOBOM OJIaHKE — IMOCPEANHE 75 MHJUTIMETPOBON 30HBI PACTIONIONKEHHS PEKBU3HTOB
OpraHu3aluy - aBTOpa JOKYMEHTa, Ha paccTosHUM 10 MM OT BEpXHEro Kpas JHCTa.

IMmobsema Ilpodceoroza npencrapnser cob0il CTUIM30BAaHHOE M300paKEHUE XBOCTOBOM
yacTu camojera. Bpomp «@rozensbka» Mo Bce JUIMHE HAKIOHHBIM IHIPU(TOM HAIMUChH
«[IPOPABHA». Ha ctbike «(drozersbkay U «KUIsh» CBEpXYy PaclojiokKeHa 3Be3/ia 10 pa3Mepy
«xuisp». Pazmepsl amOnemsl [lpodceoroza B nponopiuu 2:1 (mmpuHa/BeicoTa). OMOIEMa MOXKET

BOCHIPOU3BOAUTLCA B IBETHOM U LIG!pHO-6eJ'IOM I/I306pa)KCHI/I$IX3.

. OBLLUECTBEHHA5 OPTAHU3ALIUA
«POCCUUCKUN MPOPECCUOHAIIbHbIU COIO3 TPYAALLIUXCA
ABMALUMOHHOU NPOMBILLJIEHHOCTU»

(MPO®ABUA)
TleHnHckui np-T, A. 42, kopn.5, Mocksa, 119119, Ten/dakc (495) 938-81-07

e-mail: info@profavia.ru, http://www.profavia.ru
OKTMMO 11468433, Or'PH 1037739240956, HH 7736007801, KM 773601001

3 cT. 48 YcTtaBa lNpodcotosa
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2.3.2. HaumeHOBaHHe OPraHU3ALMNHU — ABTOPA TOKYMEHTA.

HaumenoBanme opraHuzaiu - aBTopa JOKyMEHTa Ha OJaHKE JOKYMEHTa JOJKHO
COOTBETCTBOBaTh HAMMEHOBAHUIO IOPUAMUYECKOTO JIMIIA, 3aKPEIJICHHOMY B €T0 YUYpPEAUTEIbHBIX
JIOKYMEHTax (yCTaBe W MOJIOKEHUH).

[lon HauMmeHOBaHWEM OpraHM3allMM B CKOOKaX YKa3bIBae€TCsl  COKPAILCHHOE
HaMMEHOBaHHE OPraHu3alliy, €CJIM OHO MPEITyCMOTPEHO YCTaBOM (IIOJIOXKEHHEM).

Cornacuo ct. 1.8. VYcraBa IIpodcoroza yTBepKIEHBI CIEAYIONME HAMMEHOBAHUS
OOmecTBeHHOM — opranm3anu  «Poccuiickuii  po)eCCHOHATBHBIA  COIO3  TPYISAIIUXCS
ABUAIIMOHHON MPOMBIILICHHOCTIY:

[Tlomnoe wammenoBanue [Ipodcoroza:  OOmecTBeHHass opranmzanusi  «Poccuiickmii
npo(heCCHOHATIBHBIN CO03 TPYAAIIMXCS aBUALMOHHOM MPOMBIIILIIEHHOCTH.
CokparienHoe HanmeHoBanue [Ipodcorosa:

- ITPOD®ABUA;

—  Poccuiickuii mpodcor03 TPYAAIINXCS aBHAMOHHOW MPOMBIIIJICHHOCTH.

Ha)1 HaWMMCHOBAHHWECM OpraHu3alyuy - aBTOpa JOKYMCHTA YKAa3bIBACTCA IIOJIHOC WU
COKpaIllEeHHOE€ HAMMEHOBAHNE BBIILIECTOSIILIEH OpraHu3auy (IpH €€ HAINYKK ).

POCCWNCKIIA NMPO®COK3 TPYOAWWXCH
ABVMALWOHHOW MPOMBILLNEHHOCTW

OBLWECTBEHHAA OPFAHHU3ALMA
CBEPONOBCKASA OBNACTHAA NPO®COK3IHAA OPTAHW3ALIAA
POCCUWUCKOIO MPO®COK3A TPYOAL MXCH
ABWALUWOHHOW NPOMBIL NEHHOC TU
(00 COMO NPODABHA)

POCCUICKIAN NPO®COK3 TPYOALWWNXCAH
ABMALUWOHHOW MPOMEILLNEHHOCTMW

SIMCKAA OBNNACTHAA OBLWECTBEHHAA OFTAHWM3ALWA

NMEPEXU4YHAA NPOPCOK3HAA OB ECTBEHHAA OPFTAHU3ALMA
OAO «ABHWOLLUKA»
POCCHUMUCKOIO MPO®COK3A TPYAALWMXCA ABUALIMOHHOWN
MPOMEILWLNEHHOCTU
(MNOO OAD «ABWOLUKA» MPODABUA)

2.3.3. HauMeHoBaHUe CTPYKTYPHOIO NMOAPa3AeaeHHUs - AaBTOPA IOKYMEHTA.

HanmeHoBaHMe CTpYKTYpHOTO MojpaszieneHus - (B TOM uHcie (uimana, OTHeNeHus,
NPEJICTaBUTENILCTBA, KOJJIETHAIBHOIO, COBELIATENIbHOTO WM HMHOTO OpraHa) HCIOJIb3yeTCs B
OnaHKax MmUuceM U OJaHKaX KOHKPETHBIX BUIOB JOKYMEHTOB COOTBETCTBYIOLIMX MOAPA3IeIeHUM
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(opraHoB) B COOTBETCTBMM C JIOKQJbHBIMA HOPMATHUBHBIMM aKTaMHU U YKa3bIBaeTCA O]
HAaMEHOBAaHHEM OpTaHU3aIUH.

47

I ELATE]

B OBLECTBEHHAA OPTAHWU3ALINA
«P OCCUMCKNW NPO®ECCUOHANBHBIW COHO3 TPYAALIMXCA
ABWALWMOHHOW NPOMBIWNEHHOC TW»

(MPQPABUA)
TPANbHbLIA KOMUT

NPE3INANYM
NMOCTAHOBJIEHUE

1 aerycTa 2018 1. Mockea

=
&
(=]

2.3.4. HaumeHOBaHUe J0JKHOCTH JIUIIA - AaBTOPA TIOKYMEHTA.

HanmeHoBaHMe MOJDKHOCTH JIMIIa - aBTOpa JOKYMEHTa HCIOJb3yeTcsi B OJlaHKaX
JIOJDKHOCTHBIX JTHII.

HanmeHoBaHMe JODKHOCTH JIMIIA - aBTOPA TOKYMEHTA YKa3bIBAaeTCSl B COOTBETCTBHH C
HAaVMCHOBAHUEM, TIIPUBEICHHBIM B PACHOPSAMTEIBPHOM JIOKYMEHTE O Ha3HAuYCHUH Ha
JIOJDKHOCTb.

W

BRI IE Ul

. OBLWECTBEHHAA OPTAHU3ALINA
«POCCHUMCKNN NP OPECCHUOHAINBHBIN COKO3 TPYAALUNXCA
ABUALMOHHOW NMPOMBILNEHHOC TU»

(MPOPABUA)

< NPEOCERATENb >

PACIMOPAXEHUE

2.3.5. CnpaBouHble 1aHHbIe 00 opranu3aunun IIpodcoro3a.

CripaBo4HbIE JaHHBIE 00 OpraHU3aIlMHN YKA3hIBAIOTCS B OJIAHKAX MUCEM U BKIIFOYAIOT:

— TIOYTOBBIM ajgpec opraHu3aly (JOMOJHUTEIBHO MOXET YyKa3blBaThCs aJpec MecTa
HaXOKJEHUS FOPUINYECKOrO JIMIA, €CIIM OH HE COBIMAJAET C MOYTOBBIM aJAPECOM); DIEMEHTHI
MOYTOBOTO aJpeca YKa3bIBAIOTCS B IOCIEAOBATENbHOCTH, YyCTaHOBIeHHOW IIpaBunmamu
OKa3aHUs YCIyr IOYTOBOM CBSI3M, YTBEPXKICHHBIMU MpHKa3oM MUHHCTEpCTBA CBA3M U
MaccOBBIX KOMMYHUKanui Poccuiickoit @enepammu ot 31 mrons 2014 r. N 234.

— Homep TenedoHa, pakca,

— aJpec IEKTPOHHOU MOYTHI,

— ceTeBoil azpec (aapec caiiTa),

— Kox opramzauuu 1o OOmepoccuiickoMy KJIacCU(PHUKATOpy MNPEANpUITUH U
opranuzanuii (OKIIO),

— OCHOBHOM rOCy/IapCTBEHHBIN perucTpalmoHHbIi HoMep opranuzanuu (OI'PH),

— WICHTU(HUKAIMOHHBI HOMEp HAJIOTOIUIATENBINNKA/KO TPUYNHBI ITOCTAaHOBKH Ha
Hasorosbiil yuer (MHH/KIIIT).
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POCCWICKIIA NPO®COI03 TPYAALMXCA
ABVAUWMOHHOW NPOMBILLNEHHOCTK

SMCKAA OBNACTHASA OBLWECTBEHHAA OPTAHW3ALIMA

NEPBUYHAR MPODCOIO3HASA OEWECTBEHHASA OPFAHU3ALMA
OAO «ABMOLLKA»
POCCUACKOIrO NPO®COO3A TPYAALWMNXCH ABUALMOHHON
NPOMBIWNEHHOC TN
(NNO0 OAQ « ABUOLWKA» MPOMABMA)
JeneHeli NPOCNERT. 22, 1. 3IMcK, 111111
Tenkpake (111) 222-32-22, Ten. (111) 222-32-33,
e-mail:, ppoprofavia@mail.ru
OKMO 02842708, OTPH 1027700380795, MHH/KMM 7708033149/1001001

Ne
Ha Ne oT

2.3.6. HaumeHoOBaHHe BH/IA JOKYMEHTA.

HaumenoBanme Buja JOKyMEHTa YKa3bIBaeTCs Ha BCEX JOKYMEHTAX, 32 MUCKIIOUYEHUEM
JICTIOBBIX  (CITy’)KEOHBIX) TIFICEM, pAaCHoiaraeTcs TOJ PEKBH3WTAMH aBTOpa JIOKYMEHTa
(HauMEHOBaHUEM OpraHu3aIui, HAMMCHOBaHUEM CTPYKTYPHOTO MoJIpa3ieIeHus,
HanMEeHOBaHHEM JI0JbKHOCTH — [Ipesuanym LleHTpanbHOro KOMHUTETA).

PexBuzut HazBanue Buaa nokymenta mnedataior [IPOIIMCHBIMU (BAIJIABHBIMU)
BYKBAMMU w pacrionararoT B IEHTPE CTPAHMIIBI Ha MTPOJOIBHBIX OJIAHKAX U OT TPAHUIIBI JIEBOTO
TOJISI Ha YTJIOBBIX OJIaHKAaX.

]

O0pa5 Ual

OBLWECTBEHHAS OPFAHU3ALNA
«POCCUMUCKWUA MPODECCUOHANBHBLIW COLO3 TPYOALLMXCSH
ABUALWMOHHOW MPOMbILWNEHHOC TW»

(MPO®ABUA)

LEHTPANbHbIA KOMUTET
NPE3INONYM

@CTAHOBHEHMD

1 aerycTa 2018 1. Mockea No 16-

2.3.7. JlaTa 1oKyMeHTA.

JloxymenTsl opranuszamuii [Ipodcoroza 00s3aTenbHO JOKHBI OBITH TATHPOBAHEI.

JlaToli TOKyMeHTa SIBIISIETCSl J1aTa €ro MOAMUCAHUs (PACHOPSIUTENbHbIE  JOKYMEHTHI,
MMChMa).

Jlata TOKyMEHTOB, TNPHUHUMAEMBIX KOJUICTHAIBHBIMA OpraHamu  (TIOCTaHOBJICHUS,
pelieHus) — nata uX OpuHATHA. B TOM ciydae, eciM JOKYMEHTHI TPeOYIOT YTBEPKICHUS
(MHCTpYKIUS, TIOJIOKEHHUE, TpaBWiia, PErjiaMeHT, TUIaH, OTYeT W JIp.), UX JaTod OyaeT nmarta
yTBepkIeHus. JlaToli akTOB M TIPOTOKOIOB OyJeT mara coObITHs, 3a()UKCUPOBAaHHOTO B
JIOKYMEHTE.
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JIOKyMeHTbI, W3JaHHbIE IBYMS WM Oojiee OpraHU3aLUsIMH, JOJDKHBI HUMETh OJIHY
(emuHyt0) NaTy.

Jlata nOKyMeHTa NpOCTaBJII€TCAd JOJDKHOCTHBIM JIMLIOM, IOJNMCHIBAIOLIMM WM
YTBEP)KAAIOLUIMM JIOKYMEHT, WJIM COTPYAHUKOM, OTBEYAIOLIMM 3a JEJIONPOM3BOACTBO, IPH
perucTpanu JOKYMEHTa, WM HEMOCPEICTBEHHO COCTaBUTEIEM IPU IOATOTOBKE JOKYMEHTa
(moxyagHast, ciry>KeOHas 3aIicKa, 3asBJICHHUE U . ).

Bee cmyxeOHble OTMETKM Ha [OKYMEHTE, CBSI3aHHbIE C €ro IPOXOXKICHUEM H
UCTIOJTHEHUEM, JIOJIKHBI JaTUPOBATHCS U MOIMTHCHIBATHCSL.

Jlata ToKyMeHTa 3alKChIBaeTCs B TIOCJIEAOBATENBHOCTH: IEHb MECSILIA, MECSILL, TOJl OJTHUM
U3 JIBYX CIIOCOOOB:

apabckumu dpamu, pasaeneHasiME Toukoi: 05.06.2016;

CIIOBECHO-TIM(POBBIM CIIOCOOOM, TiprMep: S5 utoHs 2016 .

[Ipu wucnonp30BaHUM CIOBECHO-IM(POBOro crocoda oQopMIIeHHS HaTy JOKyMEHTa
HY>KHO CTaBHTh 0€3 HYJISI, €CJIM yKa3bIBaeTe unciio ot 1 10 9, mpumep: 5 urons 2016 r.

2.3.8. PerucrpauMoHHbI HOMeEp JOKYMEHTA.

PeructpanvoHHplii HOMEp JTOKYMEHTa MpPOCTAaBIISETCS B COOTBETCTBHHM C CHUCTEMOU
perucTpaiyy, NpuHAToN B opranusauuu [Ipodcoroza.

PerucrtpanvonHplii HOMEp MpPHCBAMBAETCS JOKYMEHTY IIOCIE €ro  IOJIMCaHMs
(yTBEp)KOCHUS).

PerucrpannonHblii HOMEp JOKYMEHTA COCTOUT U3 €ro MOPSIIKOBOTO HOMEPA, KOTOPBIX 110
ycMoTpeHuto opranuzanui [Ipodcoro3a, MOXKET JONONHATHCS HU(PPOBBIMU WM OYKBEHHBIMH
KoJaMH (MHJIEKCaMy) B COOTBETCTBUH C HCIOJB3yeMbIMHU KiaccH(uKaTopamu (MHICKCOM Jena
10 HOMEHKJIaType J1eJ1, KOJIOM KOPPECIIOHIEHTa, KOIOM JOJKHOCTHOTO JIMIIA U JIp.).

Ha oOoxymenme, cocmasnennom coemecmno 08yms u Oonee  OpeaHU3AYUAMU,
APOCMABNIAIOMCSL  PeUCMPAYUOHHbIE HOMepa  OOKYMeHmd, NPUCBOEHHble — KAdCOOU U3
opeanuzayutl. Pezucmpayuonnvie HomMepa OmOensiomcs opye om opyea KOCoUu uepmol u
NPOCMABNIAIOMCS. 8 NOPAOKe YKA3aHUs dA6MOpo8 6 3d20N060YHOU dacmu unu npeamobyne
O0OKYyMeHma.

2.3.9. Ccpbulka HAa PperucTPAalMOHHBINE HOMep M JaTy NOCTYNUBIIEro
JAOKYMEHTA.

CchUlka Ha PETUCTPALMOHHBIA HOMEP W JaTy JOKYMEHTa BKIIOYAeT PErucCTpaIllMOHHBINA
HOMEp U JIaTy JOKYMEHTa, Ha KOTOpBIA JOHKEeH ObITh JaH OTBET. TakuMu JOKyMEHTaMu
ABJSIIOTCS TIHCbMA. Ccblika Ha pe2uCmpayuoHHbLL HOMep U 0amy OOKYMeHmA NpoCmaeiiencs
UCnOIHUMeENeM npu N0020MoBKe NUCbMAa-omeemd.

POCCHHCKHH ITPO$ ECCHOHAJIBHBIA COI03 TPV IALIMXCA
ABHAITMOHHOH ITPOMBIILIEHHOCTH

SMCKAA OBJIACTHAA OBIIECTBEHHAA OPT AHM3AITHA

IMEPBHYHAA ITPOPCON3HAM OFINECTBEHHA A OPTAHH3AITHA
OAO «ABHOIIIKA»
POCCHICKOT O ITPOPCO03A TPYIANMXC A ABHAITHOHHON
IIPOMBIINLTEHHOCTH
(IIIIOO OAO «ABHOIIIKA» ITPOPABHA)
3enensiit npoanexT, 22, 1. SMcx, 111111
Ten/thare (111) 222-32-22, ten. (111) 222-32-33,
e-mail:_ppoprofavia@mail m
OKITO 02842708, OTPH 1027700380795, HHH/KIIIT 7708033149/1001001

1 aBrycra 2018 r< Ne 02-05/65
aa e 257xe/172-m3 ot 1 moaa 2018 ¢
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2.3.10. Mecro cocTaBiaeHus (U31aHUsI) TOKYMEHTA.

Mecro m3naHus TOKYMEHTa yKa3bIBaeTCs Ha o0ImeM OnaHke opranuzanmu [Ipodcorosa
W OJaHKe KOHKPETHOTO BHJA JOKyMeHTa. M yKa3bIBaeTcsi B TOM cilydae, €CM 3aTPYJHEHO €ro
ompeneieHue 1o pekBusutaM («HammeHoBaHME oOpraHM3alMM  -aBTOpa JIOKYMEHTa» U
«CnpaBouHbIe JaHHbIe opranusaimu [Ipodcoroszay).

Mecto cocTaBiieHus (M31aHUs) JOKYMEHTAa HE YKa3bIBaeTCS: B JIEIOBBIX (CITY)KEOHBIX)
MUCbMax; B JIOKJIQJIHBIX, CIIy>KEOHBIX 3alHMCKaxX; BO BCEX BUAAX BHYTPEHHUX MH(OPMALMOHHO-
CIPaBOYHBIX JOKYMEHTOB; €CIM B HauMMeHOBaHMM opranuzaiuu lIpodcoroza mpucyrcrByer
yKa3aHHe Ha MecTo e€¢ HaxoxaeHus (mpumep, MOCKOBCKas TOpPOJCKas OpraHu3anus
[Mpodcoroza).

Mecto cocTtaBieHHs (M34aHKA) JOKYMEHTA YKa3bIBAETCS B COOTBETCTBUHU C MPHUHSATHIM
aIMHHUCTPATUBHO-TEPPUTOPUATIGHBIM  JISICHUEM, OHO BKJIIOYA€T TOJBKO OOIIEHPHHATHIC
COKpAIICHHSI.

2.3.11. Anpecar.

JIOKyMEHTBI ~a/IpeCylOT OpraHu3alsIM, HUX CTPYKTYPHBIM MOJPA3JCICHUsIM WM
KOHKPETHBIM JIUIAM.

PexBm3UT «agpecar» MpOCTaBIIsieTCs] B BEpXHEW MPaBO 4acTh JTOKyMEHTa (Ha OJlaHKe ¢
YTJIOBBIM PaCIIONOKEHHEM PEKBU3UTOB) HIIH CIIPABa I0J] PEKBU3UTaMH OJIaHKa (TIPH MPOI0IEHOM
pacIoyoxKeHNU peKBU3UTOB OsiaHka). CTpOKHM peKBU3UTA «aJipecar» BbIPABHUBAIOTCS I10 JIEBOMY
Kparo WIH LIEHTPYIOTCSI OTHOCUTENBHO CaMOW JUIMHHOM CTPOKH.

Ilpn angpecoBaHWM  JOKYMEHTa Mpecenareaio  (3aMECTHTENIO  MPeceaaTeris)
opranmzauuu [Ipodcoro3a ykaspiBatoTCs B JaTeNbHOM Tajeke HAUMEHOBAaHHE JOJDKHOCTU
npescenarens (3aMecTUTENs MpeCceaarelis), BKIIOYAIOIee HAUMEHOBAHHE OpPraHW3alldd, U
(baMuMs, THUIHMABI JOJDKHOCTHOTO JIMIIA.

[Tpu anpecoBanuy MuckMa JODKHOCTHOMY JIMILY MHHUIIMAIIBI CTaBATCS TIOCHIE (hpaMUIIHH.

[lepen damunmerr momyckaeTcst yrnoTpeOsTh COKpalleHHue «r-Hy» (TOCHOIUHY), €CIH
azpecar My>KYHHA, TN «r-Ke» (TOCTIOKE), €CIU aIpecaT KEHIIMHA.

el ELTTE]
DEHLE“CTBEHHAH OPrAHM3ALMA ﬂpe,D,CE,D,EITEﬂPU

«POCCHMACKMA MPOMECCUOHANBHBIRA -
COM3 TPYIAUMXCA ABUALIMOHHOI OBuwecTEEHHOA opraHn3aynm

MPOMbIL MEHHOCT s «PecnybnukaHckana opraHusauna
(MPODABMA) BawkopTocTaHa
NeHuHCkWi Np-T, 4. 42, kopn.5, Mockea, 119119 Poccuiickoro npodcotosa
Ten/gakc (495) 938-81-07 TPYOALMXCA
e-mail: inffo@profavia.ry, caiT: profavia.ru aBHaLMOHHO A NPOMBILNEHHOCTHS

OKMO 11468433, OMPH 1037739240956

WHH 7736007801, KM 772601001 r-Hy Kanakynuny P.B.

MNeo
Ha No oT

Ecmu mmcemo aJpecoBaHO B OpraHusanuio, To0 €€ HaNMMCHOBAaHHC (HOJ'IHOC nimn
COKpaH_ICHHOC) YKa3bIBaCTCA B MUMCHUTCIIbHOM I1aJICKC.

npumep: OOIIeCTBeHHAs OpraHU3aIUs
«Pecnybnukanckas opranuzanus bamkoprocrana
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Poccutickoro npodcoroza TpyasSImxcst

aBHaHHOHHOﬁ MPOMBIIIJICHHOCTH
Wik

POB Pocmpodasua

AzpecoBaHne B OpraHHM3allMI0 MPUMEHSETCS B CIy4asX, KOrJa OTHpPaBUTENIO He
W3BECTHO, KTO SBJISIETCS] PYKOBOAUTENIEM OpraHU3alllu, €ro (haMIIHsL, HHULUAJIBL.

CrpyKTypHOE Mo/ipa3/ieiecHIe YKa3bIBAa€TCs B a/ipecaTe B TOM CIIydae, €CJIM U3BECTHO, UTO
JOKYMEHT OyJeT paccMaTpuBaThCsi MMEHHO B JIaHHOM MOJpasfefieHuu (TpuMep, B OTAEse
BBIIIECTOSIIETO MPO(COI03HOTO OpraHa).

[Ipu angpecoBaHuM JOKYMEHTa B CTPYKTYpPHOe TMOApPa3JejieHHe OpraHu3aniu B
PEKBU3UTE «aJpecary YKa3bIBaeTCd B HMMEHHUTEIBHOM IMaJIe’K€ HAUMEHOBAaHUE OpraHu3alluH,
HUKE- HAMMEHOBAHUE CTPYKTYPHOTO TIOIPA3/ICIICHUSI.

npuMmep: OOIIecTBeHHAs OpraHU3aIus
«Poccuiickuii mpodeccuoHaTBHBIA COI03
TPYISIIMXCS aBUAITMOHHOM MPOMBIIIIEHHOCTH
Ciyx06a oxpaHbl TpyJa

[Ipu anmpecoBannM mNHChbMa PYKOBOAMTEII0 CTPYKTYPHOIO  TOAPa3iejeHHus
YKa3bIBa€TCSl B MMEHUTEIILHOM IaJ[e)K€ HAUMEHOBAHHE OpraHU3alliM, HUXKE - B JIaTEIbHOM
naJie)ke HAMMEHOBAHUE JTOJDKHOCTH Tpe/ice/iaTensl, BKIIUarollee HAMMEHOBAHUE CTPYKTYPHOTO
nojipazaeneHusi, haMuiInio, HHAIHAJIbL.

npuMmep: OOIIecTBeHHAs OpraHU3aIus
«Poccuiickuii mpodeccnoHaNbHBIA COI03
TPYASIIUXCS aBUAITMOHHON TTPOMBIITUICHHOCTH

PykoBoauTento Ciry>xOb1 OXpaHbl Tpy/ia
I'opmikoson H./I.

[Ipn maccoBoM aapecoBaHMM JOKYMEHTa B OJHOPO/AHbIE OPraHM3amMM (aapeca)
azpecat o003HavaeTcst 0000IIEHHO,

npumep: Ilpencenarensm
TCPPUTOPUATIBHBIX U TICPBUYHBIX
PO COIO3HBIX OOIIECTBEHHBIX OpPraHU3aIui

HpI/I PacCbUIKEC JOKYMCHTA HEC BCEM OpraHH3alvsaIM WIH CTPYKTYPHBIM IMOAPA3ACIICHUAM
oA pCKBU3UTOM «AzlpecaT» B CKOOKax YKa3bIBaACTCA: <<(HO CHI/ICKY))).

npumep: Ilpeacenatensm
TEPPUTOPHUATBHBIX U TIEPBHUYHBIX
PO COFO3HBIX OOIIECTBEHHBIX OPTaHU3aIui
(1o crHcKy)
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B omHOM mokyMeHTe He TODKHO OBITH O0Jtee eThipex aapecaroB. CinoBo «Komusy mepes
BTOPBIM, TPETBUM, YETBEPTHIM ajpecaraMH He YyKasbiBaercs. llpu OosblieM KoluuyecTBe
a/IpecaToB COCTABJIICTCSl CIHMCOK (JIUCT, yKa3aTellb) PAcChUIKM JIOKYMEHTa, Ha KaKIOM
JOKYMEHTE YKa3bIBACTCS OJIMH ajpecaT Win ajpecar ohopmiisieTcss 0000IIEHHO.

B coctaB pekBu3uTa «Aspecary MOKET BXOIUTh MTOYTOBBIN aJipec. DJIEMEHTHI [I0UYTOBOTO
aZipeca yKas3blBAlOTCS B IOCIENOBATEIbHOCTH, YCTaHOBIEHHOM IlpaBuiamu okazaHusi yciyr
MIOYTOBOM CBSI3H, YTBEPKIECHHBIMU MIPHUKa30M MUHHUCTEPCTBA CBSA3U M MACCOBBIX KOMMYHUKAIUN
Poccuiickoit @eneparmu ot 31 uromns 2014 . N 234,

PexBu3uTHI anpeca Ha IOYTOBBIX OTHPABICHHUSX MMUITYTCS B CICAYIOIIEM ITOPSIKE:

— IUIS IOPUIUYECKOrO JIMIAa - TOJHOE WM COKpAlleHHOe HauMeHOBaHWe (Tpu
HAJIMYUN), U TpaXKAaHUHA - PaMIIIns, UMSI, OTYECTBO;

— Ha3BaHUE YJIHIIBI, HOMEp JI0Ma, HOMEP KBapTHUPHI;

— Ha3BaHHUE HACEJICHHOI0 MyHKTa (ropoja, moceyka U T.11.);

— Ha3BaHME pailoHa,;

— Ha3BaHUE pecmyOKu, Kpasi, 00JacTH, aBBTOHOMHOTO OKpyTa (001acTu);

— Ha3BaHUE CTpaHbI (A7 MEXTyHAPOIHBIX TOUYTOBBIX OTIPABICHUN);

— TIOYTOBBIN HUHJEKC.

[Ipu angpecoBaHwM THCbMa B OPraHW3AlMIO YKAa3bIBAIOT €€ HAUMCHOBAHWE, 3aTeM
MOYTOBBIN aapec,

npuMep: OOIIecTBeHHAs OpraHU3aIus
«Poccuiickuii mpodeccCHoOHaNBHBIA COI03
TPYISIIMXCS aBUAITMOHHOM MPOMBIIIIEHHOCTH
Jlennnckuit mpocnekr, 42, Mocksa, 119119

Ecnmun nmokymeHT anpecoBaH (U3MUYECKOMY JIMIy, TO CHadaia ClEAyeT yKa3blBaTb
(haMIIIIO M HUHUITHAITBI TIONTyYaTesIsi, 3aTeM IOUTOBBIN ajpec,

npumep: Hsanosy M.B.
SApocnasckoe mocce, 1. 2, Kopi. 1,
Mocksa, 129337

TlouroBbIit aapeC HE MPOCTABJIACTCA HA JOKYMCHTAX, HAIIPAaBJIACMbIX B TOCYTJapCTBCHHLIC
VUPSKICHUS, 6BbIUECOAWUE OP2AHU3AYUL, TNOO0BCOOMCHBEHHbIE OpeAHU3AYUU, A TaKKe
IOCTOAHHBIM  KOPPECIIOHACHTaM, I KOTOPBIX HMMCIOTCA 3arOTOBJICHHLIC KOHBCPTBI C
COOTBETCTBYIOIIMMH ajipecamMu. Ha oJHOM HCXOnsIIeM IOKYMEHTE He JIOJDKHO OBITH Ooee
YeTBIPEX aJPECOB.

[Ipu otmpaBke MUChMa MO SIEKTPOHHOM MOYTe WM MO (haKCUMUIBHOW cBsizu (0e3
JOCBUIKH TI0 TIOYTE) MOYTOBBIN a/ipec He yka3biBaeTcs. [Ipyu HeoOX0AMMOCTH MOKET OBITh YKa3aH
AIIEKTPOHHBIN azipec (Homep Tenedona/pakca).

npumep: Poccuiickuii npogcoro3 Tpyasumxcs


http://ivo.garant.ru/document?id=70735708&sub=0
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aBHaHHOHHOﬁ l'IpOMBII_HJ'IeHHOCTI/I
info@profavia.ru

WA
npumep: Poccuiickuii mpoQcoro3 TpyaAsIIxcs
ABHALIMOHHOU ITPOMBILLIICHHOCTH

ten./dakc: (495) 938-81-07

2.3.12. YTBep:xaeHue 10kyMeHTa (rpuc yTBep:KIeHUs1).

Hekotopeie  mOKyMeHTHI (MHCTPYKIIMHM, TIOJIOXEHUS W Jp.) NPUOOpPETaroT
IOPUMYECKYIO CHITY TOCNIe YTBEPXKACHUS. [JOKYMEHT MOXKET OBITh YTBEPKIEH KOHKPETHBIM
JIMIIOM WJIA PacIOPsIUTEIbHBIM JOKYMEHTOM (IIOCTAaHOBIICHHUEM, PACIIOPSHKCHUEM U JIP.) WU
PELIEHHEM KOJUIETHAJIbHOTO OpPraHa.

I'pud yTBeprkaeHUsT pa3MemiaeTcs B MPaBOM BEPXHEM YIJIy TIEPBOTO JIMCTA JTIOKYMEHTA.
CTpoKu peKBU3UTa BBIPABHUBAIOTCS MO JIEBOMY Kpar0 WJIM LIEHTPUPYIOTCS OTHOCUTEIBLHO CaMOu
JUTMHHOM CTPOKH.

[Ipu yTBepxkneHHH JOKyMEHTa JODKHOCTHBIM JIMIIOM Tpud YTBEP)KICHUS COCTOUT U3
cioa YTBEPX/IAIO, nHanmeHoBaHMs JOJDKHOCTH JIMIA, YTBEP)KIAOLIETO JOKYMEHT, €ro
MOJIMTUCH, HTHULIMAJIOB, (DaMUJIMU U JAThl YTBEPKIACHUSI.

npumep: YTBEPXJIAIO
[Ipencenaresns
Poccuiickoro npodcorosa Tpyasmmxcs
ABUAIMOHHOMN MPOMBIIUICHHOCTH

Tuxomupos Tuxomupon A.B.
03.07.2018

[Ipu yTBepkI€HUU TOKYMEHTA PacloOpsAUTEIbHBIM JOKYMEHTOM IpU( YTBEPKIECHUS
cocrout u3 cinosa YTBEPX/IEH (YTBEPXX/EHA, YTBEPXX/JIEHBI unu YTBEPXIEHO),
COTJIaCOBAHHOTO C HAaMMEHOBAHMEM BHJA YTBEPKAAEMOIO JIOKYMEHTa, HaWMEHOBaHUS
PacHopsSIANTENBHOTO IOKYMEHTA B TBOPUTEIIBHOM IAJIEXKE, €r0 1aThl, HOMEpPa,

npumep: YTBEPXJIEH
pacropssKeHuEM
or 15.12.2017 Ne 45

IIpn yTBepKOEHUM JOKYMEHTAa KOJUIETHAJIbHBIM OPraHoOM, pEeHEeHUus KOTOPOro
(GuKCcHpYyIOTCSI B IPOTOKOJIE, B Ipu(e yTBEpk ACHUS YKa3bIBAeTCS HaUMEHOBAaHHE OpraHa,
pelIeHreM KOTOpPOro YTBEPKIAEH TIOKYMEHT, JjaTa U HOMEp MPOTOKoJja (B CKOOKax),

npumep: YTBEPXJIEHO
HentpansaeiM komuteToM [TIPOOABUA
(mpotokon ot 19.10.2017 Ne 4
noctanosnenue Ne 1V-9.2)

Ecnu noxymeHT yTBepKaaeTcs npejaceaaTeNIiMi HECKOIbKUX OpraHU3aluii, TO TpruQsbl
YTBEPKJICHHS PACIIONararoTCsl Ha OJTHOM YpOBHE.


mailto:info@profavia.ru
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2.3.13. 3aroj0BOK K TEKCTY IOKYMEHTA.

Conepxanue AOKyMEHTa (OPMYJIHPYETCS B €ro 3arojioBKe, MOMENIAeMOM Iepe
TEKCTOM. 3arojIOBOK COCTaBJISIeTCS K JIFOOOMY JIOKYMEHTY, HE3aBUCUMO OT €r0 Ha3HA4€HUs,
eciii 00beM TeKCTa IpeBbImaeT 4-5 CTPOK.

K pacnopsinurenbHbIM TOKyMeHTaM (TIOCTAHOBJICHUSM M PACIOPSHKEHUSM) 3aT0JIOBOK
COCTaBJISIETCS] HE3aBUCUMO OT 00beMa TeKCTa.

3aroyioBOK COCTaBJISIETCS JIUIIOM, TOTOBSIIIMM MPOEKT TOKYMEHTA.

3aroyioBOK JODKEH OBITh MAaKCHMaJbHO KOPOTKMM M TOYHO OTPa)KaTh COJEp)KaHUE
JIOKYMEHTA, COKpAILICHUE CJIOB B HEM HE JIOIYCKAETCA.

3aroyioBoK K TeKCTy Gopmyiupyercs ¢ npemiorom «O» («O0») 1 oTBe4aeT Ha BOIIPOC
«o ueM?»):

— TMocTaHoBIIeHUE (0 YeM?) 0 HarpaxkJIeHuU MPOoCOI3HOTO AKTHBA;
— pacnopsikeHue (0 yem?) 0 MpOBEACHUH MICHAPHOTO 3aCeIaHMUs;
— muchMO (0 4eM?) 0 IpeIoCTaBICHUN HH(DOPMAITUH.

3aromoBOK K TEKCTy OhopmIisieTcss MOJ PEeKBU3UTAMU OJIaHKa cjeBa, OT TPaHUIlbI
JICBOTO TIOJISL.

3aronoBoK TocepenrHe padodero Moisi JOKYMEHTa MPEAYyCMOTPEH TOJBKO s
YKa30B, IOCTAHOBJICHUH, PEIICHHI, TPUKA30B, U3aBA€MbIX OpraHaMH BJIACTH.

2.3.14. TekcT 10KyMeHTA.

[IpodcorozHbie TOKyMEHTBI MUIIYTCS B O(UINATHLHO-AEIOBOM CTUIIE U IOJKHBI OTBEYATh
CIIEYIONIMM TpeOOBaHHMAM: KPATKOCTh M €MKOCTh H3JIOKCHUS, CMBICIIOBAsk YETKOCTh TEKCTa H
OT/ICNBHBIX (OPMYJIUPOBOK (HE JOJDKHO OBITH JBOSKOTO TOJIKOBAHHS); IOCIIEIOBATEIBHOCTD
U3JIOKEHUST U COOJNIOJICHUE JIOTUKU; OOOCHOBAaHHOCTH BBIBOJOB M TPEIIaraeMbIX PpEIICHHIA;
enuHooOpa3ue Mo BCeMy JOKYMEHTY HAaMMEHOBaHHM MpO(COIO3HBIX OPraHoB, Pa3IUYHBIX
TEPMHUHOB; UCTOJIB30BaHKE CJIOB, IPU3HAHHBIX OOILIETUTEPATyPHOI HOPMOIA.

PexomeHnmyercss COCTaBISATH JIOKYMEHTHI IO OJHOMY BOIPOCY, UYTO YCKOpSET UX
pPaccMOTpEHHE, UCTIOIHEHHE U CIIOCOOCTBYET MPaBUIbHOMY (POPMHUPOBAHUIO JIEL.

B Tekcre mocraHOBNEeHWI TPO(COIO3HBIX OPraHOB HE PEKOMEHIYETCS TPUMEHSThH
COKpallleHHWsI HAaUMEHOBAHUI OpraHM3aliii, CJIOB U CJIOBOCOYETAHHM, 3a MCKIIOUYEHHEM
OOIICTIPUHSTHIX.

TekcT mOKyMeHTa, Kak IPaBUIIO, COCTOUT U3 JIBYX YaCTEH:

— B TEpBOM YacTH yKa3biBaeTcs (OY€Hb KOPOTKO) OOOCHOBaHME WM OCHOBAaHUE
COCTaBJICHUS IOKYMEHTA;

— BO BTOPOH YaCTH M3JIAarar0TCs BBIBOJIBI, IPEIOKEHUS, PEIICHHSI, PACTIOPSHKCHUS HITH
POCHOBL.

TexcT MOXeT comepXaTh OHY 3aKIIOYUTENBHYIO YacTh, NpPUMEpP: TPHKA3bl —
paciopsIUTeNLHYIO YacTh 0€3 KOHCTaTUPYIOIIEH, MUChMa — MMPOChOY 0€3 MOsICHEHUS!.

Texcm 0oxymenma cocmasusiemcs Ha 20CyoapcmeeHHom sa3vike Poccutickou @edepayuu
U 20Cy0apcmeeHHom A3blKe (A3biKax) pecnyoaux 6 cocmase Poccuiickou ®edepayuu 6
COOMBEMcmaUU ¢ 3aKOHO0AmMeNbCMEoM pecnyonuk 6 cocmaege Poccutickou Dedepayuu.

B mexcme Ooxymenma, noo2omoeienHoM HA OCHO8AHUU 3AKOHOOAMENbHbIX WU UHBIX
HOPMAMUBHLIX  NPABOBbIX  AKMOS8, paHee U30AHHLIX PACNOPAOUMENbHBIX — OOKYMEHMOS,
VKA3bl8aIOMCS UX PEKSUSUMDbL.
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- HaumeHo8aHue OOKYMeHMA, HAUMEHOBAHUE Op2aHU3aYUU — amopa OOKyMeHma, oama
OOKYMeHma, pe2ucCmpayuoHHblll HoMep OOKYMEHMA, 3a201080K K MeKCmy UlU HAUMEHOBAHUEe
8U0a OOKYMeHma,

- HaumeHosaHue opeanuzayuu IIpoghcoroza unu OONNHCHOCMHO2O YA, YMBEPOUBLUE2O
OOKYMeHm, 0amy Ymeepacoerus OOKyMeHmd.

TekeT HOKyMeHTa MOMKET COAEp)KaTh pas3lenbl, IMOJAPa3JeNbl, MYHKTbI, MOAITYHKTHI,
HyMepyeMble apaOCKuMu IudpaMu. YpoBHEH pyOpHKalMd TEKCTa HE JOJDKHO OBITh Oosee
YeThIpeX.

B pacnopsaurensHbIX U BHYTPEHHUX JOKYMEHTaX TEKCT M3JIaraercsi OT MEepBOrO JIUIla
€IMHCTBEHHOT0 YMClia («IPUKA3bIBAIOY, KIIPEIJIArary, «IIPOIIy»).

B nokymMeHTax KOJJIETHATbHBIX M COBELIATENIBHBIX OPraHOB TEKCT H3Jaraercsi OT
TPETHEro JIMIA eAUHCTBEHHOTO urcia («L{eHTpanbHbIii KOMUTET... TIOCTAaHOBIISIETY, «COOpaHHUE...
PELIIIION).

Teker mpoTokonia M3naraeTcsi OT TPETHErO JIMIA MHOXKECTBEHHOTO YMCIIa («CITyIIaIny,
«BBICTYITIJIN, IIOCTAHOBHIINY, «PEIIUIII).

B nokymenTax, ycTaHaBIMBAIONIUX MIPaBa U 00S3aHHOCTH OpTaHU3alHid, UX CTPYKTYPHBIX
nojipa3ieiieHuil (MoMoKeHne, MHCTPYKIIHSA), a TAKKe COJIepKAINX OMHCAHUE CUTYaIlHii, aHAITN3
(aKTOB WM BBIBOJIBI (AKT, CIIPaBKa), UCHONb3YyeTCs (hopMa U3JIOKEHUS TEKCTA OT TPETHETO JIULA
€IMHCTBEHHOTO WJIM MHOXKECTBEHHOTO YHCIA («OTIEN OCYIIECTBISIET (YHKIHH...», «B COCTaB
YIIPABJICHHS BXOJISAT...», «KOMUCCHS TIPOBEJIA MPOBEPKY...»).

B coBMeCTHBIX JOKyMEHTax TEKCT M3JIaraeTcs OT IEPBOTO JIMIAa MHOYKECTBEHHOTO YUCIIa
(«permmm»).

B nenoBeix (cimy»eOHbIX) MMChbMAaX UCTIONB3YIOTCS (POPMBI U3TOKEHHSL:

— OT MEPBOro JHUIla MHOKECTBEHHOT'O Yncia («IIPOCUM HAIPABUTh...», KIIPEACTABISIEM
Ha PACCMOTPCHHE...»);

— OT TpPeThero Jula EAMHCTBEHHOTO 4Hcia («IpOoQCOIO3HBIM KOMHUTET He
BO3PAXAET...», «IEpPBUYHAs TPOQPCOIO3HAs  OOIIECTBEHHAs  OpPraHW3alUs  CUUTAET
BO3MOJXXHBIM...»);

— OT MEpPBOTO JIMIA €AMHCTBEHHOTO YHCIa ((CUUTAI0 HEOOXOAUMBIM...», IIPEIaran
PacCMOTPETh...»), €CITU TUCbMO 0(OPMIIEHO Ha TOHKHOCTHOM OJIaHKE.

[Tpu yrorpebnennn B TeKcTe (haMUIIAI JTAI] THALTUAJIBI YKA3bIBAIOTCS TTOCTIE (haMUITHH.

B nenoBeix (ciayxeOHbIX) MMCbMaX MOTYT UCIOJIb30BaThCS:

BcerynutensHoe oOpatienue: VYBaxxaemblii rocnioauH (ToBapuin) [Ipeacenarens!
VYBaxaemsblii rocnioauH ['yoepHarop!
YBaxxaeMslii rocnoguH bepkos!
VYBaxaemas rocrnoxa 3axapona!
VYBaxkaemblit Hukonaii [lerpoBuu!
VBaxaemas Onbra HukonaesHal!
VBaxxaemble rocrojia (KOJIery, TOBapHInm)!
B oOpartiiennu mo 10KHOCTH HAMMEHOBAHKE JI0JDKHOCTH THIIETCS ¢ IPOIMCHOM OYKBBI, B
oOparieHns 1o paMuINy HHUIUAIIBI JIMIA HE YKa3bIBAIOTCS.
3aKIIFOYUTETbHAS C yBaxkeHHEM, ...
ITUKETHas (pasa:
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Teker gokymeHTa OGOPMIISIOT B BHJIE aHKETHI, TAOIUIIBI, CBSI3HOTO TEKCTa WM B BUJIE
COGIMHEHUS 3TUX CTPYKTYP.

[Ipu cocraBieHun TEKCTa B BUJC aHKEThl HAMMEHOBAHHS MIPU3HAKOB XapaKTEPU3yEeMOTO
00BEKTa JOJDKHBI OBITh BBIPAKEHBI MMEHEM CYIIECTBUTEIHHBIM B UMCHUTEIHLHOM TAJSKe WIN
CIIOBOCOYETAaHMEM C TJIaroJIOM BTOPOTO JIMIIA MHOXXECTBEHHOTO WYHCIA HACTOSIIEro WU
MIPOIIEIIIETO BpeMEHH (MMeeTe, ObLIN, HaXOIUJIUCh U T.JI.).

XapakTepUCTUKH,  BBIPAKEHHBIE  CIOBECHO, JIOJDKHBI ~ OBITh  COIJIACOBaHBI  C
HaMMEHOBAaHUSMU ITPU3HAKOB.

I'pappr u cTpoku TaOMUIBl JIOMHKHBI HMMETh 3aroJIOBKH, BBIPAKCHHBIE HMMEHEM
CYIIECTBUTEIILHBIM B WUMEHHUTEIBHOM mazexe. [loa3zaronoBku rpad u CTPOK JOJIKHBI OBITh
COTJIaCOBaHbI ¢ 3arosioBkamu. Eciu tabnuiyy nmevartaror Oojiee yeM Ha OJJHOM CTpaHHILE, Ipadbl
TaONMUIBI JTOJDKHBI OBITH TIPOHYMEPOBAaHBI M HA CJICAYIOUIMX CTPAHUIAX JOJDKHBI OBITH
Hare4yaTaHbl TOJbKO HOMepa dTux rpad. Mmm ke nmpomayOnupoBaHa BEpXHssS CTPOUKA

2.3.15.  OdopmireHne NpUJIOKEHUI K JOKYMEHTY.

JIOKyMEHTBI MOTYT COMPOBOXKIATHCS PA3TUUHBIMU MTPUI0KEHUSIMU.

OTrMerka 0 HAIMYUU NPWIOKEHMSI — PEKBU3UT, COJACpKAIMI CBEIEHHS O
JIOTIOHUTENLHO TIPHIIAraeMoM JOKYMeHTe (JoKyMeHTax).?

B compoBomuTENbHBIX MUCEMaxX M JIPYTruX HH(OPMANMOHHO-CIIPABOYHBIX JOKYMEHTAX
OTMETKA O TMPHUIOKEHUH O(OPMIIIETCS IMOJI TEKCTOM OT TPAHMIIBI JIEBOTO IOJIST CICAYIOIINM
oOpazom:

[TpunoskeHre, HA3BAaHHOE B TEKCTE JIOKYMEHTA, yKa3biBaetcs 1mo ¢opme: [Ipunoxkenue:
Ha 2 1. B | 3K3.

npumep: ... HanpaBmsem HoByro pemakuuio [lonokenuss o Harpamax
OobwectBenHoOM opranu3anuu «Poccuiickuil npodeccnoHanbHbIN CO03
TPYIAMINXCS aBUAIIMOHHOM NPOMBIIICHHOCTH
IIpuioxenne: Ha 32 1. B 1 3k3.

Ecmu MPUIIOKCHUEC HE HA3BAHO B TEKCTE, TO JACTCA €0 HAMMCHOBAHUEC, YHMCJIO JIMCTOB U
YHCII0 SK3EMILIAPOB, P HATMYUUN HCCKOJIBKUX HpI/IJ'IO)KeHI/Iﬁ HX HyMCpPYIOT:

npumep ... B oTBer Ha Baml 3ampoc HampapiisgieM HH()OPMAIUIO O HMPUHATHIX
pEILICHUSX.
[Tpunoxenne: 1. IIporokon coOpaHust NepBUUHON TNPO(HCOO3HON
obmectBenHo opranuzaruu ot 04.07.2018 Nel5 na 7 1. B 1 7k3.
2. Beimmucka u3 mpotokosa Ne 1 3acemanust mpocor03HOTO
KOMUTETa MEPBUYHON MPOQPCOI03HON OOIIECTBEHHON OpraHu3aluu OT
04.07.2018 Ha 2 11. B 1 7K3.

Eciu MIPUIIOKCHUSA C6p0H.IIOp0BaHLI, TO YUCJIO JIUCTOB HC YKAa3bIBAKOT.

npumep: [Ipunoxenne: IIpoTokon coOpaHus mnepBUUHONW MNPOdCOrO3HON
obmectBenHo opranuzamuu ot 04.07.2018 Nel5 B 1 3k3.

4TOCT P 7.0.8-2013. Cuctema ctaHgapToB no nHgopmauuu, bubnmoteuHomy 1 uspatensckomy aeny. [lenonponssoactaso
1 apxuBHoe Jeno. TepmuHbl 1 onpegenenus. - Beea. 2014-03-01. - M.: ®I'YI «CraHgapTurdopmy», 2014. — MyHkT 68.
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Ecim  1OKyMEHT,  SBIAIOIIUKCS — NPUIOKEHUEM, HMeeT MPUHJIOKEHHA ¢
CaMOCTOAITeIbHOI HyMepanMeil CTpaHuL, OTMETKY O HAJIMYUU TPUIIOKEHUS 0(OPMIISIOT

no ¢popme: I[lpunoxenne: mucemMo TuxomupoBa A.B., nmpencenarens I[Ipodcoroza
o1 05.06.2018 N 365/01 u npunoxxeHus K HEMY, BCETO Ha 5 J1.

Ecnu npunoxkeHnueM sBIisieTCst 000COOJIEHHBIN 3JIEKTPOHHBbINE HOCUTENb (KOMITAKT-
JTUCK, usb-(ren-HakonuTens 1 JIp.), OTMETKY O HAIMYUU MPUIIOKEHUS 0pOpMIISIOT

no ¢popme:  Ilpunoxenune: CD (USB-¢pnem-nakonuresns) B 1 3K3.

IIpu aTOM Ha BKJIaJbIlIE (KOHBEPTE), B KOTOPBIH [TOMEIIAETCS HOCUTENb, YKa3bIBAIOTCA
HalMEHOBAaHUS JOKYMEHTOB, 3aIIMCaHHbIX HA HOCUTEJb, UMEHA (ailyioB.

Ecnu k MOCTaHOBJICHUIO MPUIIATAIOTCS TIPUIIOKCHUS, CIIPABKHU, HH(GOPMAIIUHU, TAOJIUIIBI
U JIp., TO CChUIKA Ha HHUX O00s3aTelibHA B TEKCTE IIOCTAHOBJICHUS (€CIM HECKOJIBKO
NPUIIOKESHUH, TO OHH HyMEPYIOTCS 110 TIOPSIIIKY ).

B pacnopsauTenbHBIX JOKYMEHTax (TIOCTAaHOBJICHUSX, pEIICHUSX, MpHKa3ax,
pacTopsHKEHHSX ), JOTOBOpaX, MOJOKEHUAX, MPABHIaX, HHCTPYKIHUAX U APYTUX JOKYMEHTaX
OTMETKA O TPUIIOKEHUHU 0(OPMIIIETCS CIETYIOIUM 00pa3oM:

— B TEKCTE JOKYMEHTA IPU NEPBOM YIIOMHUHAHUHU JIOKYMEHTA-TIPHIIOKCHHS B CKOOKax
YKa3bIBaCTCS: ... (IPWIOKEHUE) WU ... (MpujiokeHue 1); mepes HOMEPOM MPUIIOKECHHS
JIOTIYCKAeTCsl CTABUTh 3HAK HOMepa: ... (mpuioxenue N 2),

npumep: ... YTBepAuTb HOBYH pepakuuto Ilomoxenuss o  Harpajgax
OobmecTBeHHON opranuzanun «Poccuiickuii npodeccruoHanbHbIi cOr03
TPYASLIMXCS aBUALIMOHHOW MPOMBIIIIIEHHOCTH (TpuioxkeHue Nel).

— Ha NEepBOM JIUCTE€ JOKYMEHTA-NIPUJIOKEHHUS K TIOCTAHOBJIEHUIO MPOPCOI03HOTO
OopraHa B IIpaBOM BEpPXHEM YLy cienyer naenarb orMmeTKy «lIpunoxenune Nel...» ¢
yKa3aHMEM Ha3BaHMs PACIOPSAUTEIBHOIO JOKYMEHTa, €ro jaarsl U Homepa. CTpoku
PEKBU3HUTA BBIPABHUBAIOTCS 110 JIEBOMY Kpar0 WIM LEHTPUPYIOTCS OTHOCUTEIBHO CaMOM
JUIMHHOW CTPOKH.

npumep: ITpunoxxenne Nel
K [TOCTaHOBJICHUIO
entpansHoro komuteta [Ipodcoroza
otr 19.10.2017 Ne 4-9.2
Ecin npunoxxkeHuem K pacrnopsauTEIbHOMY JOKYMEHTY SBIISIETCS HOPMaTHBHBIN
IIPABOBOM aKT WJIM HWHOW JOKYMEHT, YTBEP)KIAEMbIi JAHHBIM PpacCHOpPsSIUTEIIbHBIM
JIOKYMEHTOM, Ha IMEPBOM JIMCTE NMPHIIOKEHUs MPOCTABISETCS OTMETKA O MpHIIokeHHH (0e3
CCBUIKM Ha pacHoOpSAUTENbHBIN JOKYMEHT) U Tpud yTBEP>KICHHS, B KOTOPOM YKa3bIBarOTCS
JaHHBIE PACTIOPAIUTENBHOTO JOKYMEHTA, KOTOPHIM YTBEPKIECH IOKYMEHT-IIPUIIOKEHHUE.
npumep: Ilpunoxenue 1
YTBEPXJIEHO
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[TocranoBnenuem npesuauyma ot 11.04.2017 Nel5

2.3.16. CorsiacoBaHme nNpoeKTa JOKyMeHTa.

CornacoBanne  JOKyMeHTa  siBIsieTcsi  (OpPMOW  pacCMOTPEHHsS  BOIIPOCOB,
COJIePKAIIMXCS B MPOEKTE JOKYMEHTA, BCEMHU 3aMHTEPECOBAHHBIMU PAOOTHUKAMHU.

CornacoBaHue JTOKyMEHTa MOXET ObITb BHYTPEHHUM (C JOJDKHOCTHBIMH JIMIIAMHU
BHYTPH OpraHM3allMM) M BHEHNIHUM (CO CTOPOHHUMM oOpraHusauusmu). BryTpeHHee
coryiacoBanue o(opMIIeTcsl BU30M, BHEIIHEE — IPU(OM COIIaCOBAHUS.

I'pud cornacoBaHusi JOKYMEHTa IPOCTaBISETCA Ha JOKYMEHTAX, COIVIACOBAHHBIX
OpraHamMH BIJIaCTH, OpTaHU3ALMsAMH, IODKHOCTHBIMH Jmiamu. ['pud corizacoBaHus B
3aBHCHUMOCTH OT BHJIA IOKYMEHTa U 0COOEHHOCTEH ero 0(hOpMIICHUS MOXKET POCTABIIATHCA:

- Ha IEpBOM JIUCTE JOKYMEHTa (€CiIM JOKYMEHT HMMEET THUTYJIbHBIA JIUCT, -
HETUTYJIFHOM JIMCTE) B JIEBOM BEPXHEM YIJy Ha ypoBHE rpuda yTBEpPKICHHS HIH TIOJ
HalMEHOBAHUEM JIOKyMEHTa OJIMKe K HUKHEMY I10JII0);

- Ha MOCJIEIHEM JIUCTE JOKYMEHTa OJTEKCTOM;

- Ha JIUCTE COIJIACOBAHUS, SIBJIAIOLIEMCS HEOTHEMIIEMOM YacThiO JOKYMEHTA.

CornacoBaHue TakMX BUAOB JOKYMEHTOB, KaK IOJIOKEHMs, MHCTPYKLUH, MpaBUiIa
MOXeT Oo(OpMIATECA TPU(OM COTTIACOBAHMS, KOTOPBIM TPOCTABIACTCS HAa TOCIETHEH
CTpaHHULE JOKyMEeHTa H1ke pekBu3uTa «lloanuce» B JIEeBOM HMXKHEM YTy JOKYMEHTA.

I'pud cormacoBanust BriIOYaeT B ceOs  CIEAYIOUIME  AJIEMEHTH:  CIIOBO
«COI''TACOBAHO», HauMeHOBaHUE AOKHOCTH, JIMYHYIO MOJIUCH, MHULMAJIBL U (haMUIIHIO
JMLA, ¢ KOTOPBIM JOKYMEHT COIJIaCOBBIBAETCS (BKJIHOYAs HAMMEHOBAHUE OpPraHU3alMM), AaTy
COI'JIACOBAHUS.

CrnoBo «COI'JTACOBAHO» neuataroT NponucHbBIMU OyKBaMu 0€3 KaBbIYEK,

npumep: COI'JTACOBAHO
IIpeacenarens nepBUYHOMN
poQCOIO3HON 00IIIECTBEHHOW OpraHu3aIun
3A0 «ABuanus»
Kyopsuwosa T.A. Kynapsmosa
10.07.2018

Ecnum  cormacoBanue  OCyHIECTBIISIETCS — KOJUIETHANbHBIM — OpPraHoM, B  Tpude
COTJIACOBAHUS YKa3bIBAIOT CBEIEHHS 00 OpraHe, COIrNIaCOBABIIEM JIOKYMEHT, JaTe U HOMepe
IPOTOKOJA, B KOTOPOM 3a(MKCHPOBAHO pELIEHHE O coryacoBaHuM. Ecim coriacoBaHue
OCYIIECTBIISICTCS MMCbMOM, YKa3bIBAIOT BUJ JOKYMEHTA, OPTraHU3aIMIO - aBTOpA JTOKYMEHTA,
JIaTy ¥ HOMEp MUChMa.

npumep: COT'JTIACOBAHO
po(CcOI03HBIM KOMUTETOM
IITIOO «ABuamus»
(mpotokon ot 13.12.2017 Ne 12)

WIn

npumep: COT'JTIACOBAHO

IIMCBMOM
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obmactHoro komutera OO COIIO [IpodaBua
ot 1 centabps 2017 r. Ne 243-u/16

[Ipn HanMMUUU HECKOJIBKUX TPU(OB COTIACOBAHMS UX PACIOJAraT Ha OJHOM YPOBHE
WIH OJIMH TIOJT APYTHM.

I'pudsl cornacoBanus MOTYT pacmojiaraTbCsi Ha OTACIBHOM «JIMCTE cOryiacoBaHUsY,
€CIIM COICp)KaHWE JIOKyMEHTa 3aTparuBacT HMHTEPEChl HECKOJNBKUX opraHu3ammii. Ha
JOKYMEHTE JIeJIaeTCsl OTMETKA «JIMCT corslacoBaHMsI MPHIIAracTCsD.

CornacoBaHue JOKyMEHTa OCYIIECTBISICTCS B CIICAYIOUICH MOCIICIOBATEIIBHOCTH:

C 3aMHTEPECOBAHHBIMU OPTaHAMU;

C TpeacenaTe s IMU TIOTYMHCHHBIX OpraHu3alliii, HHTEPEChl KOTOPHIX 3aTPAaruBarOTCs B
JIOKYMEHTE;

¢ Tpo(COIO3HBIMU OpraHU3AlMUSIMU, WHTEPECHl KOTOPBIX 3aTParuBacT COJCpIKAHUE
JIOKYMECHTAa,

npu  HEOOXOAMMOCTH C  OpraHaMH, OCYIICCTBIISIOIIUMH  TOCYJAapCTBEHHBIN
HAJIBEJIOMCTBCHHBIM KOHTPOJIb (HAaI30p) B OMNpEIEeHHOW 007acTu  (IKOJIOTHMYESCKHIA,
MOYKapHBIN U T.I1.),

C 3aMHTEPECOBAaHHBIMU OOIICCTBCHHBIMU OPTaHU3AIHSIMH,
C BBINECTOANIUMH OpraHaMH — B CiIyYasX, KOIJa 3aKOHOIATEIhCTBOM
MPEIyCMAaTPUBACTCS BO3MOXKHOCTH COBEPIICHHS YIIPABICHYCCKUX JIEHCTBUH TOJIBKO C

corjiacusd 3TUX OPraHoB.

JIMCT COINTACOBAHMA

,ﬂDK)iML‘HTZ npHKas no OCHOBHOWH HAeATelBHOCTH
Kpatkoe copepxatine: 00 yTeepsenitn YueTHON TOTUTHEN
Bepcua: Ne 1 or 24.04.2017

3ameyaHns:
Sameuanuti Hem

JamevaHmn:
Sameuanuti Hem
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BuszupoBanme TmpoekTa MOKyMEHTa NPOBOAUTCA MPU HEOOXOIUMOCTH OLEHKH
000CHOBAaHHOCTH JOKYMEHTAa, COOTBETCTBHUSI €r0 MPABOBBHIM aKTaM M paHee MPHUHSITHIM
PELICHUSIM.

Buza cBugerenbcTBYyeT O COTJIaCMM WM HECOTJaCHMM  JIOJDKHOCTHOTO  JIMIla

(paboTHHKA) C coaepKaHMEM IPOeKTa JOKyMeHTa. Buzoil odopmisercss BHyTpeHHee
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cornacoBaHue JOKyMeHTa®. Bu3a BK/IIOYAET JOMKHOCTH JIMIA, BH3UPYIOIIETO JOKYMEHT,
MOJIKCh, pacIn(POBKY MOANMUCH (MHUIHAIBI, (PAMUIIHIO) U 1aTy BU3UPOBAHHUS.

Busza mnpocraBnsercs B HMKHEM YacTH JIMLUEBOM CTOPOHBI IOCIEHHEH CTPAHMIIBI
IIOVIMHHUKA PACIIOPSAAUTENIBHOIO IIPABOBOIO AKTA.

npumep: 3amecTtutens npencenatens [Ipodceorosa
Bracenxo T.A.Bnacenko
11.07.2018

Ha mnpoekTte 3akOHOAATENBHOIO aKTa, HAa BHYTPEHHEM JOKYMEHTE M Ha KOIUHU
OTIIPABJISIEMOI0 JJOKYMEHTA BU3bI IIPOCTABIIAIOTCS TAKyKE Ha JIMLEBOM CTOPOHE TOKYMEHTA.

3amevaHusi, 0coOble MHEHHS U JIOTIOJIHEHUS K MPOEKTY JTOKYMEHTa O(QOPMIISIOTCS Ha
OTJeNbHOM JIHCTE. B 3TOM ciyyae Bu3a 0popMIIsSeTCs CIEeAYIOIIM 00pa3oM,

npumep: 3aMeuaHus IpuiIararoTcs
3amectutens npencenarens [Ipodcoroza
Bnacenxo T.A.Bmacenko
11.07.2018

B opranuzanusix, HOPUMEHSIOIMIMX CHCTEMbI 3JEKTPOHHOTO JIOKyMEHTO00O0pOoTa,
COIJIACOBAaHUE MOKET MPOBOJUTHCS B 3JIEKTpoHHOH popme, cornacHo ['OCT P MCO 15489-1.
B n1okymeHTax, NOMJIMHHMKH KOTOPBIX XPaHATCS B OPraHU3alUM, BU3bI
HPOCTAaBJISIOT:
— Ha MOCJIEHEM JIUCTE JOKYMEHTA MOl MOAMUCHIO,
— Ha 000pOTe MOCIETHETO JINCTA MMOATMHHNKA JOKYMEHTA WIIH Ha JIUCTE COTJIACOBAHUS
(BU3UpOBaHUS), IPUIAra€MOM K TOKYMEHTY.
— B ucxopsmux AokyMeHTax BH3bl NPOCTABISAIOTCA Ha SK3EMIUISIpAaX JOKYMEHTOB,
MIOMEIAEMBIX B JIENIO.

[lo ycMoOTpeHHI0O OpraHM3alii MOKET MPHUMEHSTHCS MOJMCTHOE BHU3WPOBAHUE
JIOKYMEHTa U €r0 NMPUII0KEHHH.

2.3.17. I[oanuck 10KymMeHTA.

[IpaBo moamucu  ynpaBlI€HYECKUX  JOKYMEHTOB, KaK IPaBUJIO, SIBISIETCA
KOMIIeTeHIIMeH mpesncenarens opranuzaiuu IIpodcoro3a, wuam ero 3amecTutens B
COOTBETCTBUHU C paclpe/esieHueM 00s3aHHOCTEH.

Jlokyansl, NOKJIAJHBIE 3alMCKH, CIPaBKU M JPYrHe JOKYMEHTBHI CIPaBOYHOIO,
MH(POPMALIMOHHOTO WM aHAIUTHYECKOT0 XapaKTepa MOTYT OBbITh MOANKCAHBl UCIIOTHUTEIEM
(aBTOpOM) JIOKyMEHTa B Npe/esax ero KOMIETeHIIUH.

[Tonnuce BKIHOYAET: HAMMEHOBAHUE JOJKHOCTH JIMIIA, MOJMUCHIBAIOLIETO JOKYMEHT,
€ro COOCTBEHHOPYYHYIO MOJANHUCH, paciin(poBKYy MOAMUCH (MHUIHAIBI, (haMUITHS).

5TOCT P 7.0.8-2013. Cuctema cTaHgapToB no uHopmaLmm, bubnmoTteuHomy 1 uspatensckomy aeny. [lenonponssoactso
1 apxuBHoe Jeno. TepMmuHbl 1 onpegenenus. - Beed. 2014-03-01. - M.: ®I'YI «CraHgapTuHdopmy», 2014. — MyHkT 55.
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. OBUWECTBEHHAA OPTAHW3ALIMA
«POCCHHUCKMWA NPOM®ECCHOHATNBHBIM COKO3 TPYOALLIMXCA
ABWALWOHHOMW NPOMBILUNEHHOCT e
(MPODABHA)
NexwHckwd np-T, 0. 42, kopn.5, Mockea, 119119, Ten/t akc (495) 938-81-07
e-mail: info@profavia.ru, http:/Awww. profavia ru
OKNO 11468433, OMPH 1037739240956, WMHH 7736007201, KNN 773601001

-

Mpencenatens nodnuck A.B. Tuxomupos

Ecmu nokymeHT odopmieH He Ha OiaHKe, B HAMMEHOBAHUE JOJKHOCTH BKIIFOYACTCS
HauMeHoBaHue opranusanuu [Ipodcoroza. Jlomyckaercs [EHTpOBaTh HAMMEHOBaHUE
JIOJ>KHOCTH JIMLA, TOANMCABIIETO JOKYMEHT, OTHOCUTEIBHO CAMOM JUIMHHOM CTPOKH.

Ecimm ke cymecTByOT oduIMaIbHBIE COKPANICHUS ITOr0 HaWMMEHOBaHHS (B yCTaBe
opranu3ainuu, B monoxenuu, B EIPKOJI um Ta.), TO HuX MOXHO HCIOJbH30BATh.

ITpumep:

[Ipencenarens

Poccuiickoro npodcorosa

TPYASIIUXCS aBUALIMOHHON

MPOMBIIUIEHHOCTH Tuxomupos A.B. Tuxomuposn

ITpu oopmieHnn KOKyMeHTa Ha OJIaHKE JOJDKHOCTHOTO JIMIA TOJDKHOCTD 3TOTO JIUIA
B [IOJINIUCHU HE YKa3bIBAETCA.

W7

VTelelr ETTEL.

3 OBLWECTBEHHAA OPTAHW3ALWA
«POCCHUUCKWN NP ODPECCUOHAIIBHBLIW COH3 TPYOALWMXCA
ABUAUWMOHHOW NMPOMBIWNEHHOC TW»

(MPO®ABMA)

PACIMNOPAXEHUE

1 aerycTa 2018 1. Maockea No 16-

nodnuck A B. Tuxomupos

[Tpu moanucaHuM TOKyMEHTa HECKOJIBKUMH JOJKHOCTHBIMH JIMLAMH, 3aHUMAIOIIMH
pa3Hoe MOJIO0XKEHHe, UX MOJIMUCH PACIONIaraloTcsl OJJHA MOJ JPYroi B MOCIIEN0BATEIbHOCTH,
COOTBETCTBYIOIIEH UEPAPXUU 3aHUMAEMBIX JOJIKHOCTEM.

[Tpumep, opopmierune moanucei Ha 61aHke MucbMa opranusaiuu [Ipodcoroza:
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Ve ETATEL

B OBIECTBEHHAA OPTAHWU3ALIUA
«POCCHUHUCKMA MPODECCHOHANEBHBIW COKO3 TPYQALLMXCA
ABWALWOHHOW NMPOMBILUNEHHOCTH»
(MPODABHA)
MeHWHCKWA np-T, 0. 42, kopn.5, Mockea, 119119, Ten/d ake (495) 938-81-07
e-mail: infoi@profavia.ru, http:/iww.profavia ru
OKMO 11468433, OMPH 1037739240956, MHH 7736007801, KMM 773601001

==

MNpencenatene nodnuck AB. Tuxomupoe

[MaeHeIi Byxrantep noodnuck M.C. lWenamoea

IIpumep, noanucu He HA OJIAaHKE OPraHU3AIUM:
[Ipencenarens
Poccuiickoro npodcorosa
TPYASIINUXCS aBUALIMOHHON
MPOMBIIIUIEHHOCTH nOONUCD A.B. Tuxomupon

['maBHBIi OyxranTtep noOnuUcCy M.C. lllenamoBa

HpI/I MMoANMMUCaHUN IOOKYMCHTAa HCCKOJIbBKUMH JIMIIAMU PaBHBIX I[OH)KHOCTCﬁ nux
MOoAIKMCH pacIiojiararoTcsd Ha O4AHOM YpPOBHE.

Ipumep:
ITpencenarens [IPOOABUA [Tpencenarens [Ipodcoroza ACM PO
Tuxomupoes A.B Tuxomupos Deghenos A.A. @edenos

Ecnu 10/KHOCTHOE JIHIIO, TOAMUCH KOTOPOTO 3arOoTOBJICHA HA MPOEKTE JTOKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT IOJIMUCHIBACT JIMIIO, WCIIOJHSIOIIEE €ro OOS3aHHOCTH, WU €ro
3aMecTHTeb. [IpM O3TOM 00S3aTENbHO YKa3bIBacTCs (haKTHUECKas O/HKHOCTH JIMIIA,
MIOJIITKCABIIETO TIOKYMEHT, U ero (hamwims. [IpegycmarpuBaercsi, 4To CTaTycC, JAIOUIHIA TPaBO
MOJIIIMCAHUsT JIOKYMEHTa, O(pOPMIISETCS TOKYMEHTAIbHO. BpeMeHHOe nenerupoBaHHe WIIH
UCTIOJIHEHUE 00sA3aHHOCTeH odopMIIsIeTCss paclopsHKEHHEM TpEJICceaaTeiss OpraHu3aluu
[Tpocdcoroza.

HpI/I nmoAmMMCaHnuM JOKYMEHTaAa JIMOOM, HMCIOOIMM IIpaBO IIOAIIMCH B ClIy4dac
BPEMEHHOTO OTCYTCTBHS MpejceaaTens opranusaiuu [Ipodcoro3a, He J0MycKaeTcs CTaBUTh
KOCYIO YepTy WJIH MPEJIOT «3a» Mepejl HAMMEHOBAaHHEM JTOJDKHOCTH.

IIpumep:
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H.o. npeacenartens Wlaseol B.H.HUBaHoB
WJINA:

Hcnonusonui 063aHHOCTH

npejcegaressn Wlasal B.H.UBaHoB

JlonyckaeTcsi BHOCUTh OT PYKM WJIM C IPUMEHEHHEM COOTBETCTBYIOLIMX IITaMIIOB
UCTIPABJICHUS B HAMMEHOBAaHME JIOJDKHOCTHM M  paclIMPpOBKY TOIANHCH B  yXKe
MOJITOTOBJICHHBII U COTJIACOBAaHHBIN MPOEKT JIOKYMEHTa, MpuyeM 0e3 3auepKUBaHUIl 3apaHee
O0(OPMIICHHBIX aTPUOYTOB PEKBU3UTA KIIOAMHUCH:

Ipumep:
Sameesninears
[Ipeacenarenn A.B.Tuxomupos

HpI/I noAnurucCaHnun  JOKYMCEHTA, COCTaBJICHHOI'O KOMHCCHCﬁ, YKa3bIBaAOTCs HE
AOJDKHOCTH JIUIL, COCTAaBUBIIUX IOOKYMCHT, a CTaTyC («pOJ’II/I», HOJ'IHOMO‘II/ISI) B COCTaB€
KOMHUCCHUHU, KOTOPBIC OIIPCACIIAIOTCA B PACIIOPSKCHUU O €€ CO3JIaHHU.

npumep: IIpeacenarens komuccuu NnoOnucy B.A. bonnapenko
UJieHbl KOMUCCHUU: nOONUCh A.UN. Cemenon
noonucs N.N. NBanosa
noOnuUch T.B. 3aiiiieBa
2.3.18. OtMeTKa 00 3JIEKTPOHHOI MOANMCH.

OTmeTka 00 3JEKTPOHHOM MOANUCH UCHOIB3YETCS MPU BU3YaTU3aLUU 3JIEKTPOHHOTO
JIOKYMEHTa, TOJMMCAHHOIO JJIEKTPOHHOM MOANHUCBIO, C COOJIOAEHUEM  CIeTyHOIUX
TpeOoBaHUI:

— MECTO pa3MeIeHUs] OTMETKU 00 3JIEKTPOHHOM IMOJIUCH JOJKHBI COOTBETCTBOBATH
MeCTy pa3MelleHUs] COOCTBEHHOPYYHOH MOANUCH B aHAJIOTUYHOM JIOKYMEHTE Ha OyMa)KHOM
HOCHUTEIIE;

— DJIEMEHTBl OTMETKH 00 DSJIEKTPOHHOM MOJAMUCH JOJDKHBI OBITh BHIUMBIMH U
YUTAEMBIMH TIPH OTOOPAKEHUU JIOKYMEHTA B HATYPaJbHOM pa3Mepe;

— DJIEMEHTBI OTMETKH 00 3JIEKTPOHHOM NOJMHMCH HE JOJDKHBI HMEPEeKPHIBATHCS WU
HaKJIaIbIBaThCS APYT Ha JIpyra;

— DJIEMEHTHI OTMETKH 00 3JIEKTPOHHOU MOJMHMCH HE JOJDKHBI MEPEKPHIBATH AIIEMEHTHI
TeKCTa JOKYMEHTa U Ipyrrue OTMETKHU 00 3JIeKTPOHHOM noAnucu (Ipy HaJIUYuH).

OtmeTka 00 3J'I€KTpOHHOI71 IIOAIHNCHU B COOTBETCTBUU C 3aKOHOAATCJILCTBOM BKJIIOYACT.
(ppaay «I[OKYMGHT noAanrucan 3JICKTpOHHOI>'I HOAIIUCBIO),
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HOMep cepTu(uKaTa KJIroya 3J1eKTPOHHOM MOIHICH,

(bamunuio, UM, OTYECTBO Biaenblia cepTudukara,

CPOK JIeHCTBHS cepTU(HUKaTa KIIF0Ya SJIEKTPOHHON MOJIIHCH.

Ot1MmeTka 00 JIEKTPOHHON MOJAMMCH MOXKET BKJIIOUaTh M300paskeHue repda, sMOnemMsl
opraHa BIacTH (OpraHu3allMd), TOBAPHOTO 3HAKa (3HAaKa OOCITYXMBAaHHWS) OpPraHU3alMU B
COOTBETCTBUM C JACHCTBYIOIUM 3aKOHO/IATEIIbCTBOM.

Mpumep —
Ombne- AOKYMEHT MOANUCAH
ma SNEKTPOHHOM NOANMCHIO
HaumeHosaHue opraxa
anacHm H.H. Hukonaes
RONXHOCTH Ceprudpuxar 1a111a2a000000000011
Bnageney Huxonaee Hukona# Hukonaesmy
Neacreurenes ¢ 01.12.2012 no 01.12.2017

2.3.19. ITeuartn.

Ha gokymeHTtax, TpeOyommx oco0Oro yIOCTOBEPECHHS, TIOATBEPKACHUS WX
IOPUIMYECKON CWIIBI, CTaBUTCSA Ie4aTh opranm3anuud lIpodcoro3a (Ha ¢uHAHCOBBIE
JIOKYMEHTBI, BRITUCKU U3 TTIOCTAHOBJICHHUI U JIP.).

[Teyatp 3aBepsieT MOAIMHHOCTD IOIIUCH MpeceaaTess opranusanuu [Tpodeorosa.

[leyatr mpocTaBisieTcsi, HE 3axBaThiBas COOCTBCHHOPYYHOW TMOJIHUCH JIUIIA,
HOMUCABIIETO JOKYMEHT, K B MecTe, 0003HaueHHOM «MID» («MecTo meyatu»).

npumep:

IIpencenatens opraHH3alHA K/j il TToxemoB A.A.
TIpodcoroza =
(ozmmHCE) (pacmHbpoBKa MOHCH)
2.3.20. OTMeTKa 00 HCIIOJIHUTEJIE.

OTMeTKa 00 MCHOJIHUTEJIE COJEPKUT CBEICHUS O HEMOCPEJACTBEHHOM COCTaBUTEIE
nokymeHTa. OTMETKa HOCHUT CIPABOYHBIM XapakTep M MpeAHa3HaueHa Ui OINEepaTUBHON
CBS3M TOJIy4aTedsl CO CIEUANTNCTOM, KOTOPBIM HEMOCPEACTBEHHO TOTOBWJI JaHHBIN
JOKYMEHT.

OTtMeTka 00 HWCHOJTHUTENE BKIIOYACT: (pamMminio, UMs U OTYECTBO HCIOJIHUTEIS,
HOMep ero TenedoHa.

npumep: HBanos lBan VBaHOBU4
Ten. (495) 938-70-84

OrMmeTrka 00 HCIOJHHUTEIE MOXKET JOIIOJIHATBECA HaMMCHOBAHUEM JIOJIXKHOCTH,
CTPYKTYPHOTO IMOAPA3ACICHUS U SJICKTPOHHBIM aIp€COM HMCIIOJITHUTCIIA.

npumep: MBanoB MBan MBanoBu4, OpraHu3anMoHHBIM OTHAEN, CIEHHAIINCT,
+7(495) 938-70-84, ivanov@profavia.ru

OtmeTrka 00 ucnomHuTene oQopmiseTcs Ha JIMIIEBOW CTOPOHE MOCIETHEro JIMCTa
JIOKYMEHTa OT TPAHUIIBI JIEBOTO TOJS WM, PU OTCYTCTBUU MECTa, - Ha 000POTHOW CTOpPOHE
BHM3Y clieBa (0e3 a03a1Horo OTCTYTIA).
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OtmeTka 00 HCHOJIHUTENE MOXKET O(OPMISATHCS KaK HIDKHUN KOJOHTUTYNI U
neyaTaTbes MPUPTOM MEHBIIETO pa3Mepa.

Ha noxymeHTe, NOATOTOBIEHHOM IO MOPYYEHMIO IIpeAceaTelis OpraHu3aluu
[Tpodcoroza Tpynmoil HUCMONHUTENEH, B OTMETKE OO0 HCIIOJIHUTENE YKa3bIBACTCS IaHHBIC
OCHOBHOT'O MCIIOJTHUTEIIS.

2.3.21. OTMeTKa 0 3aBepeHUH KOIHUH.

OTtmeTKa 0 3aBepeHrr KONUuU oOopMIIIEeTCs U1 MOATBEPKICHUS COOTBETCTBUS KOITUU
JIOKYMEHTa (BBIIUCKH U3 TOKYMEHTA) ero MOAJIMHHUKY.

OTMmeTka O 3aBEpeHHM KOIWU TMPOCTABIAETCS IOJ PEKBU3UTOM «IOJMUCH» U
BKJIIOUAET: CJIOBO «BepHo»; HauMeHOBaHME JODKHOCTH JIMLA, 3aBEPUBIIETO KOIMIO; €0
COOCTBEHHOPYYHYIO TOAINHUCH; PACIIM(PPOBKY NOAMUCH (MHULHUAIBL, (paMuiInioo); naTy
3aBEpPEHUs KOMUU (BBIITUCKH U3 JOKYMEHTA).

npuMeEpP:  Bepno
3aMecTUTEIb LIpeacesaTesis Kononal H0.H. KoHOHOB
04.07.2018

Ecan xomms Belmaerca uisl NMPEACTaBICHUS B JAPYTYHO OpraHu3aluio, OTMETKa O
3aBepEHUU KOMHHU JOTMOIHSIETCS HAIAMNChI0 O MECTe XPaHEHHUs JOKYMEHTa, C KOTOpOro Obuia
nsrotonsieHa komus («IloJIMHHUK AOKYMEHTa HAaXOAUTCA B (HAaMMEHOBAaHUE OPraHHU3aIluU
[Ipodcoroza) B nene N ... 3a ... roa») U 3aBepsieTCs MEYaThI0 OpraHU3aINH.

Jly1st mpocTaBiIeHUs OTMETKH O 3aBEPEHUM KOITHH MOYET UCIOJIb30BATHCS IITaMII.

[TeuaTs 3aBepsieT MOITMHHOCTH MOJIIKUCH JTOJDKHOCTHOTO JIMIIA, OHA MTPOCTABIISIETCS, HE
3axBaThiBasi COOCTBEHHOPYYHOH TMOANWCH JHMIA, TMOJIUCABIIETO0 JOKYMEHT WIH B
0003HaueHHOM - «Mecto neyatu»/ « M.IL»

npumep: |BEPHO|

Mpeacegatens
Poccwiickoro npodeotosa
DEKKCA ABUALOHHOH NPOMbILAEH HOCTH nodnuct A.B. TMxXomKpos

MOAANHH VK AOKYMEHT 8 HEX0MTCA 8 annapaTe POCCHACKOTo Npodcorn3a TPYAALMXCA BBMaLMOHHOR
NPOMBIWARKHHOCTH, Aeno 01-05

HpI/I 3aBCPCHUH Ha CHIMBHBIX KOIMUAX - OTTUCK IICYATH TAKKC HC JOJDKCH 3aXOAWTh Ha
noarnuchb, 3aBCPUBIICTO KOIIHIO. IlewaTtp cTaBUTCS TaKUM O6p330M, yTOOBl YaCTHYHO
3axBaThlBaJla OyMa)XHYIO0 HAKJICHKY, 3aKJICUBAIOIIYI0 KOHIIBI HUTH, (HaMUIIUI0, WHHUIHAIIBI
JIMIa, 3aBEPUBILIETO JOKYMEHTHI (KOMU JJOKYMEHTOB), 1aTy UX 3aBEPEHUS.

2.3.22. OTMeTKa 0 NOCTYIVICHUH JOKYMEHTA.

OTMeTka O TIOCTYIUIGHHM JOKyMEHTa CIy)XXUT JUId TOATBEpXKAeHus (akra
NOCTYIIJICHUsI JIOKyMEHTa B opraHuszanuio IIpodcoro3a u BKItOYaeT naTy MOCTYIUIEHUS U
BXOJISIIUH PErUCTPAIMOHHBIA HOMEP JOKYMEHTA.

npumep: Bx. Ne 02-05/145
15.10.2018
[lpn HEOOXOAMMOCTH OTMETKAa O TIOCTYIJICHUH MOJKET JIOMONHSATHCS YKa3aHHEeM
BPEMEHH MOCTYIUICHUS B YacaX ¥ MUHYTax M CII0co0a IOCTABKHU IOKYMEHTA).
OTMeTKa 0O IMOCTYIUICHUH NJOKYMCHTA MOXET IMPOCTABJIATHCA € ITIOMOUIBIO IITaMIIa.
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2.3.23. Pe3osronus.

Pesomoniust cocraBnsiercss mpencenarenem opranmzanuu [Ipodceoroza wimm apyrum
JIOJKHOCTHBIM JIMLIOM, KOTOPOE pacCMaTpUBAET MPUILIEAIINMN IOKYMEHT.

Pe3omonust opopmiisiercst OT pyKu Ha CBOOOIHOM MeCTe pabodero mosist JOKyMEHTA.

Pezomrorust  BrurrodaeT:  (haMUIIMIO, WHUIMAIBI  MCIIOJHUTENS  (MCIIOJHHUTENCH ),
MOpyYeHUue MO JOKYMEHTY, NMpU HEOOXOIUMOCTH — CPOK HCIOJHEHHs, MOJIIUCH JIHIIA,
BBIHECILIETO PE30JIIOLHUIO, AaTy PE30IIOIUH.

NpHUMEP.  Baacenko T.A.
Kononory H.H.
[Ipoily noAroToOBUTHL NpeAjokeHusa k 27.07.2018

Turamupol
10.07.2018

Pezomoninn  MOryT BBIHOCUTBCA HE TOJBKO HA BXOAALIME JOKYMEHTBI, HO U
Ha BHYTPEHHHME JIOKYMEHTBI: 3asBJICHUS, JOKJIAJHbIE 3alMCKH, OOBSICHUTENIbHBIE 3alMCKH
U T.J1.

B cnyuwasx, xorja mopydeHue IaeTcs JBYM WM HECKOJbKHUM JIMIIAaM, PaBHBIM IO
JIOJIKHOCTH, OCHOBHBIM HCIIOJHMUTEJIEM SIBISETCS JIMIIO, YKA3aHHOE B MOPYYEHUU IEPBBIM.
Emy mpenocraBisiercss mnpaBO CO3bIBa COUCIOJNHHUTENECH M KOOPAMHAIMS WX pPabOTHI.
OCHOBHOH HCIOJHUTENb U COMUCIIONIHUTEIb BIPABE JaBaTh IIOPYUYEHUS B BHUJIE PE30IHOLUN
JIMLIaM, HETTOCPEICTBEHHO UM IO JYMHEHHBIM.

Ha noxymeHTax, He TpeOYIOLMX yKa3aHMHA MO HMCHOJHEHUIO U MMEIOLIUX THIIOBbIE
CPOKH HCIOJIHEHUS, B PE30JIIOLUH YKa3bIBAIOTCS UCIOIHUTENb, IOJIUCh aBTOPA PE3OJIIOLIH,
JiaTa MOoAMUCAHHUS.

Pesomrorss  MokeT  OoQOpPMIIATBCS HA  OTJACJIBHOM JINCTE C  yKa3aHHEM
pPErucTpalliOHHOTO HOMEpa M JaThl JOKyMeHTa (OJlaHKe pe30sIIolMK) WM BHOCHUTCA
HEMOCPEACTBEHHO B CHCTEMY AJIEKTPOHHOI'O JOKYMEHTO000POTA.

[Tocnenyronue pe3oaonUu HEOOXOAMMBI TOJIBKO TOT/A, KOTJAa B HUX YTOYHSETCS
MOPSIOK MCIIOJTHEHNS JOKYMEHTA.

npumep:

POCCMACKUA NPO®CO D3 TPYAALLMXCA
ABMALMOHHO M NPOMBILUAEHHOCTH

NPEACEAATENb

Komy: Bnaceqko T.A., Kononosy HJ.H.

MopyyeHwe: Mpowy nodzomosume ciucky
YUOCT HUK 08 CEMURODO-CO8EUWOHUA K
17052018

Fiveascpol

28.04.2018

Mucemo @HIP 0 cem MHape-CcoBELWAH MK
TEXHWUBCKUX MHCMNEKTOROE T B MKIHE
2018 ropa.

O720.04.2018 Ne 03-04/47
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2.3.24. OTMeTKa 0 KOHTpO.Ie.

Psn TOKyMEHTOB MOJJIEKHUT KOHTPOJIO 32 MX HCHOJHeHHeM. Ha Takux JOoKyMmeHTax
IPEIYyCMOTPEHO NPOCTaBICHHE OTMETKH O KOHTpOJE IIOCIE TOTO, Kak IpejcenaTelb
opranu3zaiun [Ipodcoro3a npuMer perieHre o TOCTaHOBKE JOKYMEHTA Ha KOHTPOJIb.

OTMeTka O KOHTpOJE MpocTaBisgercs mTamrnoM «KOHTpONb» Ha BEpXHEM IIOJIE
JOKYMEHTA.

B cmyyae KayecTBEHHOTO ¥ MMOJHOTO WCIIOJHEHUS MOPYYEHHs OHO CHHUMaeTCs
¢ KoHTpoyIst. CHATHE TOPYYEHHS C KOHTPOJS OCYIIECTBISICT MpPEACEAaTelb, YCTaHOBUBIINN
KOHTPOJIb, MJIH 10 €T0 MOPYYEHUIO paOOTHUK, OTBETCTBEHHBIH 3a J1eIONPON3BOACTBO. CHATHE
NOPYYEHHUSI C KOHTPOJIE O(OpPMIIAETCS € IMOMOIIBI0 pekBH3uTa «OTMETKa 00 MCIIOIHEHHU
JIOKYMEHTA ¥ HaIlPaBJICHUHU €TO B JIEIION.

2.3.25. OTtMeTKa 0 HanpaBJIeHUe IOKYMEHTAa B J1eJI0.

«OTMeTKa O HampaBJIeHUH IOKYMEHTa B JEJO» OINpEAeisieT MECTO XpaHEHUs

JOKYMCHTA I10CJIC 3aBCPUICHUA pa6OTBI C HI/IM6

H BKJIIOYaeT: cioBa «B J€J10», HHACKC Acja I10
HOMCHKIJIATYpE ICJI, B KOTOPOC IMOMCEHIACTCA HOKYMCHT Ha XpaHCHHUEC, C YKA3aHUCM TIo0/Ja,

JOJDKHOCTH JIMIa, O(i)OpMI/IBH_IeFO OTMCTKY, IIOAIINCHU, JAThI.

npuMep. MNogroToeneHo nvcemo ot 14.03.2018 MNe02-04/25
B oeno M02-07 23 2018 r.
CneunanncT oToena YNpaeneHMa 0enamm
Modnuce  07.05.2018

OTMeTka O HampaBleHHUH JOKYMEHTa B JEJIO0 MOXET JIOTIOJHATHCS KpPaTKUMHU
CBEJICHUSIMH O XapaKTepe UCTIOJTHECHUS JIOKYMEHTA.

Ecmu OBLIO CO37aHO HECKOJBKO MOPYYCHHH, CBS3aHHBIX C OJIHUM JOKYMECHTOM,
TO peKBU3UT «OTMETKa 00 MCIOJHEHWU JOKYMECHTa W HANPABICHHUH €r0 B JICNIO» JOJDKEH
0 OPMITSITBCS TOJIBKO TIOCTIE UCTIOTHCHHS BCEX TIOPYUCHHIA.

3. OcobenHoctu 0)opMIeHHS OTAEIbHBIX BHI0B TOKYMEHTOB.

B oesmenvnocmu opeanusayuu Ilpoghcoroza cozdaemcss KOMIIEKC OPeaHU3AYUOHHO-
PACnopsoumenbHblX U UHGOPMAYUOHHO-CAPABOUHBIX OOKYMEHMOS. HNOJ0NCEHUS, NpaAsUid,
UHCMPYKYUU, PeSNAMEHMbl, NPUKA3bl, PACNOPANCEHUs, NPOMOKOIbL  3ACe0aHUll, aKmbl,
O00KNaOHble U ClyJceOHble 3aNUcKU, 002080pbl  (KOHMPAKMbl, COo2Nauienus), 0enoeas
(cnyoicebHas nepenucka u op.).

Pewenus  konnecuanvHulx  0peanos  OQOPMIASIOMCS  NPOMOKOIAMU — 3ACe0aHULL
KOOPOUHAYUOHHBIX U COBEUJAMETLHBIX OPSAHOB.

B 3asucumocmu om KoHKpemuwiX 3a0a4 YnpaeieHus 8 0esimeibHOCmU OP2aHu3ayuu
IIpogpcoroza cozoaromes Opyeue 6Udbl OOKYMEHMOS: NIAHbI, NPOSHO3bL, NPOSPAMMbL, OMYEHIbL
u op.

B ycmanoenennuvix 3axonooamenvcmeom cuyuasx ¢ opeanuzayuu Ilpogcoroza mozym
uU30aBamvCss  aKmvl  COBMECMHO € OpyeuMU  Op2aHamu  61AcCmu  HO  8ONPOCAM,
npeoCmasiAouuM 83AUMHbBLI UHMepPeC U 8X00AUWUM 8 KoMnemeHyuo obeux cmopon. Taxue
akmel  0QQOpMAAIOMCA U NYOIUKYIOMCA  KAK  eOUuHsblli OOKYMeHm (npuxas, npomoKol,
non0diceHue u op.).

6 'OCT P 7.0.8-2013. CucTema CTaHaapToB no MHGopMaLmK, GrubrinoTeyHoMy v n3gatenbCkoMy aerny. [enonponssoactso
1 apxvBHOE Aeno. TepmuHbl 1 onpegenenus. - Beea. 2014-03-01. - M.: ®I'YM «CraHgaptuHdopmy», 2014, — MyHkT 91.
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PacniopsimuTenbHble JOKYMEHTHI M3JAIOTCS Ha OCHOBE WJIM BO HCIIOJHEHHE 3aKOHOB,
MOCTAHOBJICHUI M PACIIOPSKEHUN BBIIIECTOSAINIUX OPTaHOB WIIM B IMpeAeNaX MOJTHOMOYHHA U
KOMIIETEHIIMM Tpencenartens opranu3auud [Ipodcoro3a W Ans  BBIOJHEHHS 33734,
BO3JIO)KEHHBIX Ha IPO(PCOIO3HYIO OpPTraHU3aIHIO.

[ToaroTroBka pacmopsAUTEIBHBIX JTOKYMEHTOB MOXKET BKIIIOUATh CIEAYIOIINE CTAIUU:
U3y4YeHHE CYIIECTBa BOIPOCA; IMOArOTOBKA MPOEKTa PACHOPSAUTEILHOTO JOKYMEHTa;
corjiacoBaHue JIOKyMEHTA; MOIUCAaHUE JJOKYMEHTA.

JlJi1 OCTaHOBJICHUN U PEIIeHUN KOJIJIETHaibHOro oprana (mpogcor3HOoro KOMUTETA,
npe3uanyma) 100aBisercs craaus 00CyKIeHUsI U IPUHATHS ATUX JOKYMEHTOB Ha 3aceJaHuu
KOJIJIETHAJILHOTO OpraHa.

3.1. IlocranoBjenus (PacnopsixeHus).

3.1.1. PacnopsiautenbHbie (ympaBieHuecKue) JIOKYMEHTHI B [Ipodcoroze
OPUHUMAIOTCS B (OpME MOCTAHOBJIEHMIA (I  PYKOBOIAIIUX W HMCIOJHUTEIbHBIX
MpO()COIO3HBIX OpPraHOB — Cbe3Abl, KOH(EpeHIHH, COOpaHHSA, KOMHUTETHI (COBETHI)
[Mpodcoro3a W WX NPE3UIUYMBbI) U pacHOPsiKeHMid (111 HWHAWBUIYATbHBIX BBIOOPHBIX
po(CcOrO3HBIX OPraHoB — MpejaceaaTeNu opranusanuii [Ipodceorosa).

[Ipencenarens opranuzanuu [Ipodcoro3a B paMkax MOJTHOMOYMIA, IPETYyCMOTPEHHBIX
Ycrasom  Ilpodcoroza, wm3maeT  pacmopsbDKeHHS 10 ONEPATUBHBIM,  KaJpPOBBIM,
aJIMIUHHCTPATHBHO-XO35IMICTBEHHBIM BOIPOCAM PabOThI OpraHU3aIIH.

3.1.2. TlocraHoBnenus (pacropspkeHus) O(QOPMIISIOTCS Ha CTaHAAPTHBIX OJaHKax
opraam3anuu  [Ipodcoro3a ycranoBneHHOUW ¢opmbl. branku opranusanuu IIpodcoro3a
cnenyet opopmisTh cornacHo 1. 2.1. Pexomennanuii (Ilpunoxenue Ned).

3.1.3. OO0s3arenbHbIMU pekBU3nTamMu [locTaHOBIECHHS (PACIOPSKEHHUS) SIBIISIOTCS !

- HauMeHoBaHue opranuzanuu Ilpodcoro3a — aBTopa nokymeHta (odopmiieHue
PEKBU3MUTA yKa3aHo B 1. 2.3.2 PexomeHganuii);

- Ha3BaHHe opraHa ymnpasieHus (HawmMeHoBaHHME CTPYKTYpHOTO TMOApa3IC/iCHHS -
aBTopa qokymenTa (1. 2.3.3 Pekomenmaruii);

- Bun gokymenta (IIOCTAHOBJIEHUE/PACIIOPSIOKEHUE) (m.  2.3.6
Pexomennaruit);

- mata (1. 2.3.7 Pexomenmanui);

- HOMED;

- Mecto ero m3aanus (m. 2.3.10 Pexomenanuii);

- 3arOJIOBOK K TeKcTy (1. 2.3.13 PekoMeHnaanmii);

- moanuck (1. 2.3.17 PekoMeHnanuii);

- ormeTka 00 ucrionmauTene (1. 2.3.20 Pekomennarmii).

3.1.4. Maroii [locraHOBNEHHS SBISETCS AaTa €r0 MPUHSATHS.

3.1.5. TlocraHOBJIIEHHUS HYMEPYIOTCS MOPSJAKOBOM HyMepamuwed B  Ipeaenax
OTYETHOTO MEPHO/IA; PACTIOPSHKEHUST HyMEPYIOTCS OT/ICITBHO.

[TocraHoBieHUSIM (pEIICHHSIM), MPUHATBIM MEXKIY 3acCelaHUsSIMU KOJUIETHATHHOTO
oprana (B pabodem MOpsAKE WU MyTEM 3a09HOTO TOJIOCOBAHUS), IPUCBAMBACTCSI OUEPEIHON
HOMEp IPOTOKOIA.

3.1.6. Tekct — oraensercs OT 3arojioBKa 2 OJHOCTPOYHBIMH HWHTEpBaJlaMU U
reyaTtaeTcss 4depe3 | MEXCTpOYHBIM HHTEpPBAaJl M BBIPABHHMBAECTCS IO JIEBOM M IPaBOM
rpaHuIlaM TeKcToBoro moss. [lepBas cTpoka ab3aiia HauMHAeTCs Ha paccTosHuu 1,25 cMm oT
JICBOM T'PAHUIIBI TEKCTOBOTO ITOJISL.
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Tekcr [locTaHOBNIEHUS MOYKET COCTOSITH U3 2 YacTei: KOHCTATUPYIOIIEH (TIpeamMOyIibl)
Y MTOCTAHOBJISIOLIEH, MM TOJBKO U3 MMOCTAHOBJISIOLICH YaCTH.

B koHcTaTHpyromei yacTh KpaTKO M3JAraloTcs LEeNd M 3aaadd, (akTbl, COOBITUS H
MOTHUBBI, MOCIYXHUBIIME OCHOBAHUEM /I IOJATOTOBKM M PAcCMOTPEHMsI T€X WM HHBIX
BOIIPOCOB Ha 3aceJaHUM MPO(COIO3HOTO OpraHa, a TaKXKe COJIEP)KATCs CCHUIKM Ha 3aKOHBI,
MOCTAHOBJIEHUST MPO(COIO3HBIX OPraHOB M HWHBIE aKTbl, B COOTBETCTBUU C KOTOPBIMU
MPUHUMAETCS JAHHOE MOCTAaHOBJIEHUE (paclopsbKeHUe).

Ecin ocHoBanueM Uil W3JaHMS IPUKa3a IOCIYXWI 3aKOHOJATENbHBIM WM
HOPMATHBHBIM aKT BBIIIECTOSIIECH OpraHu3alud Wi JOKYMEHT, paHee W3J1aHHbIN
OpraHM3alKel, To B KOHCTaTUPYIOLIEH YaCTH 1aeTCs CChUIKA Ha HETO.

Ecin IlocraHoBnenue (pacnopspkeHHE) HM3JAeTCs B WHUIMATUBHOM TOPSIKE, B
KOHCTaTUpYIOIIeH 4actu (OpMYITUPYIOTCS LENM U 33Ja4d MPEIIHCHIBAEMBIX JIEHCTBHIA,
u3aratoTcst (pakThl UM COOBITHUS, MTOCITYKUBIINE TPUIMHON N3JAaHUS TTPUKA3a.

B xoHCTaTanuio He BKIFOYAOTCS MOJIOKEHUS HOPMATUBHOTO XapaKTepa.

[IpeamOyia B IIPOEKTax [TocTanoBnenuit 3aBepIIaeTCs CJIOBOM
«TOCTAHOBJIAET:».

3a KOHCTATUPYIOLIEH YacThlO CIEAYeT IIOCTAaHOBJAIOIIAA 4YacTb, B KOTOPOU
U3JIAaraloTCsl BCE YINPABICHUECKUE WJIM HOPMATHUBHBIE IpEINMCaHUs, HAIpPaBJICHHbIE Ha
pelieHue TOCTaBJICHHOM YCTaBHOM 3a/lladyd B TOCIEAOBATEIBHOCTH, OOECIeUHBAIOIEH
IIPaBUJIBHOE IIOHUMAHHUE COAEP KAHUSI [IOCTAHOBJICHUSI.

[locraHoBistomass 4acTb JOJDKHA COJEP)KATh IEPEUYUCIIEHUE MPEANUChIBAEMbIX
JEUCTBUM C yKa3aHUEM MCHOJIHUTENS KaXKIOTro JAEUCTBUS M CPOKOB HcnoiHeHus. Cpok
WCIIOJIHEHUSI B IYHKTaxX paclopsiAMTENIbHOW YacTH HE YKa3bIBAaeTCs B CiyyasiX, €CJIH
MPEIUChIBAEMbIE JEHCTBUS HOCAT PETyJSIPHBIA WIM HOPMATHBHBIA XapakTtep (T.e. UX
BBIIIOJIHEHHE MPEINUCHIBAETCS Ha Bechb MNepuo] AeictBua JnaHHoro IloctanoBneHus
(pacriopspkeHus ).

[locraHoBmstOmasl 4acTb MOXKET JAEIUTbCS Ha IYHKTHl M MOJMYHKTBI, KOTOpBIE
HyMepyroTcsi apadckuMu unudpamu. JlelcTBUS OAHOPOJHOTO XapakTepa MOTYT ObITh
NIEPEYUCIIEHbl B OJIHOM INYHKTe. B KauecTBe HCIOJHUTENEH YKa3bIBalOTCS HMXKECTOSIINE
po(CO03HBIE OPTaHU3ALUY WM KOHKPETHBIE JOKHOCTHBIE JIULIA.

[Tpu ynotpebneHun B TekcTe (paMuUIuil IUIl MHUIMAIBI YKA3bIBAIOTCS TTOCIe (aMIIIUU.
B Ttexcre IloctanoBnenus (pacnopsbkenus) nepen @ammnumeit M.O. crnemyer ykasbIBaTh
JIOJDKHOCTh PaOOTHHKA.

[locnequuii IyHKT pacnoOpsAMTENbHOM YacTH MOXKET COJEP)KaTh CBENEHUSA O
opranuszanuu [Ipodcoro3a win AOIHKHOCTHOM JIMIIE, HA KOTOPOE BO3JIaraercs KOHTPOJb 3a
ucnojsHenreM IlocranoBneHus. [[aHHBIM IMYHKT YKa3bIBA€TCS TOJIBKO €CIU MPEIACENaTeNb,
noanucasunii [loctanoBneHue (pacnopspkeHue), NeNerUpyeT CBO€ MPaBO KOHTPOJIL €ro
UCIIOJIHEHUST APYroMy JOJDKHOCTHOMY JuIy. OOopoTbl «KOHTpOJb HCHOJHEHUS IpHKa3a
OCTaBJISAIO 3a CO00I» MPUMEHSATH HEXKENIATENBHO.

Ecnn IlocraHoBiieHHE HM3MEHSET, OTMEHSET KAKHUE-TO €ro IOJIOXKEHHUS, TO OJUH W3
IIYHKTOB PAaCHOPAIUTENBHON YacTH TEKCTa JOJDKEH COAEpXkaTh CCBIIKY Ha OTMEHSIEMbIN
JOKYMEHT (ITyHKT JOKYMEHTa) C yKa3aHHUEM €ro JaThl, HOMEpA M 3arojloBKa. TeKCT IyHKTa
JIOJI’KeH HauuHaThesl cioBaMu «lIpu3HaTh yTpaTUBLIMM CUITY...».

3.1.7. Ecnim K  MOCTaHOBNEHWIO  MPWIAraloTCs  MPWIOKEHUs,  CIIPaBKH,
uH(popMaluu, TabIMLbl U JAp., TO CCbUIKA HAa HUX oOs3aTenbHa B Tekcre. [lpu Hamuuuum
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HECKOJIbKUX NPHJIOKEHUIH OHU HYyMepyroTcs 1o nopsiaky. Odopmiienue npuioKeHui CTOUT

odopmisITh cornacHo 1. 2.3.15 PekoMeHgarmii.

3.1.8. «OtMeTka 00 UCHONHUTENIE» BKIIOYAeT (aMUINIO, MUMS W OTYECTBO
UCTIOJTHUTEIIS TIOJTHOCTBI0, HOMEp ero TenedoHa (BHyTpeHHUH wiu monHbi). OdopmieHue
pexBu3uTa «McrnonHuTensy Hy)KHO 0QOpMIIATH cornnacHo I. 2.3.20 Pexomenpanuii.

3.1.9. [TpoexThr [TocTanoBneHuit (pacmiopsixeHuit), MpeACTaBIsIeMbIe
npenceaarento opranuzauuu I[Ipodcoro3za Ha moAmuch, BU3UPYIOTCS B COOTBETCTBUHM C
pacnpezeneHueM oobsizaHHocTel B opranuzanuu [Ipodceoroza. Busbl — BKIIIOYAIOT TOKHOCTH
BU3HUPYIOIIMX, JHMYHBIE TMOAMNKHCH, paciiu@poBKy moxanucedt u pgaty. [lpunoxenus x
[TocTaHOBICHUIO BU3HPYIOTCS OTBETCTBEHHBIM HCIIOJHUTENIEM, IMOATOTOBUBIINM MPOEKT.
OdopmieHne pekBU3UTA «BU3a» CTOUT opopMiATh cornacHo m. 2.3.16 Pekomenmanuii.

3.1.10. B coorBerctBum ¢ 1. 19.54 VYcraBa IIpodcoroza mnocraHoBieHuUs
NOJNKCHIBAET Npeaceaarens opranuzauuu [Ipodeoroza. [loanuce opopmiseTcst coriacHo 1.
2.3.17 PexoMmeHngamuii.

3.1.11.  Ecuu B nporiecce corjiacoBanus B MpoekT [locTaHoBneHUs (pactopsKeHMS )
BHOCSTCSI M3MEHEHHS NPUHIUIHAIBHOTO XapakTepa, TO OH IMOMJEKHT IeperneyaTke u
MOBTOPHOMY COTJIacOBaHHIO0. BHeceHne M3MEHEHWil B COTJIaCOBAHHBIN MPOEKT JIOKYMEHTa,
noanucanHoe [loctanoBeHUe (pacrnopspKeHUE) HE IOy CKAeTCsl.

3.1.12.  TloaroraBmuBarOTCs JABa OPUTHMHAJIA IMOCTAHOBICHHS: AK3EMIUIAP C BH3aMHU
OTBETCTBEHHBIX 3a MOATOTOBKY JOKyMeHTa («OTMeTka 00 WCIOJHUTENIEe») MepeiacTcs
pabOTHHKY, OTBETCTBEHHOMY 3a JEJIONPOU3BOACTBO, BTOPOW 3K3EMIUISP- OTBETCTBEHHOMY
UCIIOJTHUTEIIO.

Takxke MOryT OBITH MOATOTOBICHBI JOMOJIHUTEIbHBIE OPUTHHAIIBI MOCTAHOBIICHUS,
KOTOpPBIE [0 HEOOXOAUMOCTH HAIPABJISIOTCS JTUI[AM, YIOMSIHYTHIM B TEKCTE TOCTaHOBJICHHUS.

3.1.13. Komuu IlocTraHoBieHU# 3aBepsrOT medaThio opranu3anuu I[Ipodcorosa c
npocraBiacHreM «OTMETKH 0 3aBEpeHUH Komum» (cM. 1. 2.3.21 PexoMeHganmii).

3.1.14. Ecnum TOCTaHOBJIEHWE TIPUHUMAETCS HAa COBMECTHOM 3acEJaHud C
aMMHMCTpAIMe, TO B 3arojoBKe OJaHKa YKa3bIBAIOTCS HAUMEHOBAHMsSI OOOWX OPraHoB,
YUYaCTBYIOUIMX B 3aCEJaHHU, a HOMEP COCTOUT M3 PETUCTPAIMOHHBIX HOMEPOB JIOKYMEHTA,
MIPUCBOCHHBIE KAXKJIOW W3 OpraHu3auuii. PerucrpanmoHHble HOMEpa OTAENSIOTCS APYr OT
Jpyra KOCOi 4epToil U MPOCTABISAIOTCS B MOPSIIKE YKA3aHUS aBTOPOB B 3ar0JIOBOYHON YaCTH
wiu npeamOyIie JOKyMEHTa.

[locraHoBieHWE, NPUHATOE HAa COBMECTHOM 3acelaHWHd, MOJMUCHIBAIOT 00a
npeceaarens, X MOIMUCH PaCIoNaraloTcsi Ha OJTHOM YPOBHE.

3.2. IIpoToko.sl.

3.2.1. OcHoOBHBIE MOJIOKEHHUSI.

3.2.1.1. TIIpodcoroznoe cobOpanne (koHpEpeHIHs), 3aceaanue MpodCcor3HOTO
opraHa IpOTOKOIUPYETCSI.

[IpoTokon siBNsieTCS OCHOBHBIM JOKyMeHTOM opranuzanuu [Ipodcorosza, B koTopom
MOCIIEAOBATENHHO U B IOTHOM 00beMe 3a(hUKCHPOBaH BECh XOJ1 pa0OTHI 3aCeIaHMsl.

3.2.1.2. TIpoToKoJ COCTaBIsETCS HA OCHOBAHUU 3alKCel, TPOU3BEICHHBIX BO BpeMs
coBemlaHusl (3aceqaHusi), MPEACTABIEHHBIX TE3MCOB JOKJIAI0B U BBICTYIUICHHH, CIPAaBOK,
MIPOEKTOB PEIICHUH U JIp., KOTOPBIE 3aTeM CTAHOBSATCS MPHIOKCHUSAMH K TPOTOKOJY, WU B
HETO repeTekaeT nHGopMaIus U3 HUX.

3.2.1.3. IIpoTokon JOKEH MaKCUMalbHO OTBEeYaTh TPEOOBAHUSM TOTHOTHI W
JIOCTOBEPHOCTH HMH(POpPMAIIUM, OTpakaThb XOJ OOCYXKJIEHHUS BOMPOCOB, 0OECIEUNBAThH
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IOPUAMYECKYIO TOJTHOLEHHOCTh, KOTOpas OIpeleisieTcs] HaJIUYueM B IIPOTOKOJE BCEX
HEOOXOIUMBIX PEKBU3UTOB.

3.2.1.4. B npodCor03HBIX OpPraHU3aIMsIX MPOTOKOIBl MOTYT M3/1aBaThCSl B IMOJHOU
WIH KpaTKoi (opme, mpu KOTOPOH OmycKaeTcs Xoa oO0CykIeHus Bompoca U (puKcupyercs
TOJILKO MPHUHATOE [0 HEMY PELICHHUE.

[TosnHBIE TPOTOKOJIBI MOTYT OBITH MOAPOOHBIMU TEKCTOBBIMH (TEKCTOBBIA CHOCOO
JOKYMEHTHUPOBAHUSI), CTEHOTrpapuuecKUMH (TEKCTOBBIM CIIOCOO C  HCIOJIb30BAaHHEM
CHEIHANIbHBIX YCJOBHBIX OOO3HAYEHM, KOTOPHIE MOJKHBI OBbITh paciu@poBaHbl IMPU
obopMIIeHUH TPOTOKONA), (QoHOrpaduYecCKUMU  (3BYKO3AIKCh), BHUICOMPOTOKOIAMH
(mpuMeHsIeTCsl BUIC03BYKO3ANUCh NPU MPOBEACHUH BUACOKOoH(DepeHuuil). OHU copepkar
3aMrCh BCETO 3aceJaHMsl, BKIOYasl PEIUIMKH, BOIIPOCH], 3aMEUaHNs1, BRICTYIUICHHUS U CIIPaBKH
N0 XOAy 3aceJaHusi, IIyM, AaIUIOAMCMEHTHI W T.I. B 3aBHCHUMOCTH OT cII0co0a
JOKYMEHTHPOBAHUSI.

Kak mpaBmiio, mpoTOKOJbl Che310B, KOH(GEPEeHLUH, OTUYETHO-BHIOOPHBIX COOpaHUi
U3JIAI0TCS B TIOJHOM (popme, ocTaabHbIe — B KPATKOM.

3.2.1.5. TpeboBanusi K MPOTOKOIY o0OIIero coOpaHus ycraHaBiuBaeT ct.181.2
['paxknanckoro koaekca P®. B cooTBeTcTBHHM ¢ €€ MOJOXKEHUSMU MpH O(OpMIIEHUU
MPOTOKOJIA JIOJDKHBI YKa3bIBaThCS.

JiaTa, BpEMsl 1 MECTO NPOBEICHUS 3aceJjaHus (coOpaHus);

CBEJICHUS O JINIaX, MPUHSIBIINX y9acTHE B COOpaHUH;

pe3yabTaThl TOJIOCOBAHMUS IO KaXKIOMY BOIIPOCY OBECTKH JIHS;

CBEICHHUS O JIULAX, IPOBOAUBIIMX MOJCYET TOJIOCOB;

CBEICHMS O JIMILAX, TOJIOCOBABIIMX MPOTUB HMPHUHSITHUS PELICHUS U MOTPEOOBABIIMX
BHECTH 3aITUCh 00 3TOM B MPOTOKOI.

3.2.1.6. IIportokonsl opopMIAIOT Ha 0OIIEM OJaHKEe OpraHU3alMU C YIJIOBBIM HIIU
MPOJOJIBHBIM PACHOJIOKEHUEM pPEeKBU3UTOB. OO0muii Onank opranuzanuu [Ipodcoroza
cienyet opopMIIITh coryiacHo 1. 2.1 Pexomenmaruii.

Ecmu B WHCTpYKIMH TIO JENOTPOU3BOACTBY opranuzamuu lIpodcoroza He ykaszaH
KOHKpETHBIN TUI OJIaHKa, TOTAa MPOTOKOJI odopmiisieTcss Ha uncToM Jucte ¢popmarta A4, HO
yKa3aHHUEM BCEX PEKBH3HMTOB, MEPEUUCIECHHBIX BbIIE. [Ipr 3TOM, peKBU3UTHI O(POPMIISIOTCS
0OBIYHO MPOJIOJIHBIM CIIOCOOOM (BJ10JIb BEPXHETO MOJIS IUCTa OyMaru) eHTPUPOBAHO.

3.2.1.7. Ilporokon 3acenanus (COOpaHus) CONEPKUT HECKOJIBKO YaCTEH:

3aronoBOYHAas 4acTh.

BBoaHast yacTsb.

[ToBecTka nHs.

['maBHas yacte.

3aksroueHue — opopMIISoIIast YacTh.

3.2.2. 3aroj0Bo4YHasi 4YaCTh MPOTOKOJIA.

B 3aronoBouHOl uWacTM MPOTOKOJAa pa3MEIAlOT  CIEAYIOUIME  PEKBU3UTHI:
HauMeHoBaHMe opranmzanmu Ilpodcoro3a — aBTOpa JOKyMEHTa; Ha3BaHME OpraHa
ynpapnenus: (HaummeHOBaHHME CTPYKTYpPHOTO TMOApA3JENeHUs - aBTOpa JAOKYMEHTA); BUJ
nokymenta (ITPOTOKOJI); HoMep; nata, BpeMsl B MECTO MPOBEICHHS 3aceIaHusl.

3.2.2.1. HaumeHoBaHue OpraHu3auuu - OPUTUIECKOE HanMEHOBaHHE
OpraHu3aIliy, 3aKpeIuieHHOe B MPaBOYCTaHABIUBAIOMNX JHokyMmMeHTax (Ycras, [lomokenwue,
CeugerenbcTBO 0 peructpanuu B Munrocte P®). Ilog HammMeHOBaHWEM OpraHM3allid B
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CKOOKaX yKa3bIBAaeTCsl COKPAILEHHOE HAaUMEHOBAHUE OpraHU3allH, €CJIM OHO MPEIyCMOTPEHO
YcraBoMm (ohopmiteHHE peKBU3UTA YKa3aHO B 1. 2.3.2 PexoMeHmanmii).

Ecin  3acepmanme (coBemanue) MPOBOAMTCS B CTPYKTYPHOM  MOJpa3/IeiCHUU.
B 3aronoBounoit wactu mnepen cinoBoM «IIPOTOKOJD» yka3piBaloT HauMEHOBaHME
CTPYKTYPHOTO MOIpa3ACICHHS.

3.2.2.2. Ha3zpanue opraHa ynpapjieHusi wid Buaa 3acemanus (HamMenoBanue
CTPYKTYpPHOTO  MOApa3[eleHus - aBTopa JOKyMeHTa (coOpaHue, KOoH(EepeHLHus,
npo(COIO3HBII KOMUTET, KOMHUCCHSI TNPOQPCOIO3HOTO KOMHUTETa, I[eXOoBas MNpodcoro3Has
OpraHu3aius, COBEIIAaHUe U T.]I.).

3.2.2.3. Buag [0KyMeHTa pPEKOMEHAYeTCs YKas3blBaTh IPONUCHBIMU OyKBaMuU
(ITPOTOKOJI) (1. 2.3.6 Pekomenmaruii).

3.2.2.4. Jlata mpoToKona SBJISAETCA JaToOil 3acedaHus, a HE OKOHYATEIHHOIO
oopMIIeHHS U TOATIMCAHUS JJOKYMEHTA.

Ecnu 3acenanue KoOJUIETHANBHOTO OpraHa IMpOJOJIKAIOCh HECKOJIbKO JHEW, TO B
MPOTOKOJIE YKa3bIBAIOT JlaTy €ro Havaina W naTy okoHdanwus. [Ipu odopmieHun natel B
MPOTOKOJIAX MPEUMYIIECTBEHHBIM SIBJIIETCS OyKBEeHHO-IIM(PPOoBOii crocod: 21 nexadpst 2017
r., 12-13 anpens 2017 r. (ohopmiieHHE PEKBH3UTA «aTay MOAPOOHO paclucaHo B II. 1. 2.3.7
Pexomennanuit).

Jara pacnosaraercss OJQHOW CTPOYKOM HUKE€ Ha3BaHWA BUJIA JIOKYMEHTAa WM HaJ
CHeNHATbHON OTPAaHUYUTENBHON TMHUEH B 001eM OaHKe.

3.2.2.5. Unaekc (HoMep) MPOTOKOJIa oPOpPMIIIETCS HAa TOH ke CTPOKE, YTO M Jiara
3acellaHusl HaJ OTpaHUYUTEIbHOW JIMHUEH B oOlmeM OlaHke WM B Tpenenax oomei
TUIONIA/IA, OTBEICHHOMU IS JaThl M MHJIEKCA B 3ar0JIOBOYHON YacTH JOKYMEHTA.

[IpoTokoiy oyepeaHOro 3aceJaHus MPUCBAUBACTCS CIEIYIOIINIA MOPSIKOBBII HOMED.

Hywmepamuss npotokonoB coOpanuil (koH(epeHIuil) g 3acelaHuil OpPraHoB
[Ipodcoroza ero MEpBUYHBIX U TEPPUTOPUANBHBIX MPOPCOIO3HBIX  OOIIECTBEHHBIX
opraHu3anii BeAETcs B TEUEHHE CPOKa TOJHOMOYHHA PYKOBOMSIIETO KOJIJIETHAIBHOTO
oprasa.

Jnst 3acejaHnii KOJUIETHAIBHBIX OPTaHOB CTPYKTYPHBIX TOAPA3IeNICHH TepBUYHBIX
PO COIO3HBIX OOIIECTBEHHBIX OpraHW3alMid WHAECKC IMPOTOKOJA SBIISETCS TOPSIKOBBIM
HOMEPOM 3aceJJaHus B Ipeziesax KaleHIapHoro roja.

IIpoTokonaM mpHcBauBaIOTCS MOPSAKOBbIE HOMEpA MO KaKJOW IpyIIe MPOTOKOJIOB:
OpOTOKONIbI 3acefaHuit LleHTpanbHOro KomHuTeTa (KOMHMTETOB), IPOTOKOJBI 3acelaHHi
Pe3UIUYMOB U Jp.

[IpoToKOITy OTYETHO-BHIOOPHOTO COOpaHUs MPUCBAUBACTCS TOCIETHUN TOPSIKOBBINA
HOMEp MPOTOKOJIA OTYETHOTO MEPUO/IA.

3.2.2.6. «MecTo cocTaB/ieHUs] WJIU W3AaHHUs» OPOPMISICTCS Ha OJHOM CTpPOKE C
JIaToOi ¥ MHIEKCOM (TIPH MPOJOIBHOM PACTIOIOKEHUN PEKBHU3UTOB — B IIEHTPE CTPOKH, MEXKILY
JaToil M HOMEpoM). DTOT PEKBHM3HUT COAEPKUT Ha3BaHUE reorpauyeckoro mMyHKTa, B
KOTOPOM peasibHO COCTOSIOCH 3ace/laHue KOJIErHaIbHOIO OpraHa.

Mecto cocTtaBieHus (M3/1aHUs) JOKYMEHTA YKa3bIBAE€TCSl B COOTBETCTBUU C TPUHATHIM
a/IMUHUCTPATUBHO-TEPPUTOPUAIBHBIM JIEJICHUEM, OHO BKIIIOYAET TOJIBKO OOIIETIPUHATHIC
COKpAIIlCHHSI.

3.2.2.7. Bpems npoBenenus 3acenanus opopMisieTcss OHOW-IBYMSI CTPOKAMH HIDKE
«3aroJIOBOYHOM YacTH MPOTOKOJIAy 0053aTENBHO OT TPAaHUIIBI JIEBOTO TTOJIS.
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npumep:
€ » r. dyBHa Ne
Mockoeckol obn.

Bpema npoBefeHna 3aceaHna:
— Havano npoeefeHna 3acenadna — 10 4. 00 MuH;
— OKOH4YaHWe npoeegeHuna saceganHua — 17 4. 00 mMun.

3.2.3. CoaepxaTtesibHasi 4aCcTh MPOTOKOJIA:

TekcT mpoTOKOJIa COCTOUT U3 IBYX YaCTEH: BBOAHOU U OCHOBHOM.

3.2.3.1. BBoaHas 4acThb TEKCTAa MPOTOKOJIA JIOJDKHA MOKA3bIBATh: KTO PYKOBOIHII
NpOBEICHUEM 3acelaHus (COBEIIaHUs); KTO BeJl MPOTOKOJN, KTO TPHUCYTCTBOBAI Ha
COBELIAHNU (3acelaHuy, COOpaHUM U T.II.) U3 YMCiA JOJDKHOCTHBIX JIML, BXOJSIIUX B COCTaB
KOJIJIETHAJILHOTO ~ OpraHa, IpOBOJALIETO0 COBEIIaHWe, KTo Obul HpuriameH (Ipu
HE00XO0IMMOCTH) Ha COBEILAaHUE; TOBECTKA JHS.

3.2.3.2. CocraB mnpucyTCTBYIOIIHX (Haauuhe KBOpyMa) odopmisiercs uepe3 2
CTPOKH 1iociie «Bpemst mpoBeeHus 3aceiaHus».

CHavana OT TpaHUIBI JEBOTO TOJS YKa3bIBAaeTCS KOJIMYECTBO M30pPaHHBIX B COCTaB
KOJIJIETHAJIEHOTO opraHa (as coOpaHus — KOJMYECTBO WICHOB MPO(COr03a, COCTOSIINX Ha
yuere B II[1OO). Humxe, ¢ KpacHOM CTpOKH, uepe3 OAMH MEXKIYyCTPOUHBIN HHTEpBal
YKa3bIBAETCSl KOJIMYECTBO IOCTOSHHBIX YJIEHOB KOJUIETHAIbHBIX OpraHoB (M30paHHBIX WIIH
BXOJILIMX B COCTAB KOJUIETMH IO JOJKHOCTH ), IPUCYTCTBYIONIUX HA 3aceIaHuH .

npumep:
N36pano B coctaB npodcoro3noro komurera — 13 uves.
[TpuauManu yuactue B 3aceanuu — 12 yes.
WIH
Cocrour Ha yuete B [IITOO — 100 uen.
[IpuHuManu yyactue B 3aCelaHuu — 73 uerl.

daMuJIMM ¥ MHULIHMAJIBI NPUCYTCTBOBABIIMX HA 3aceJaHMM IOCTOSHHBIX UYJIEHOB
KOJUIETHAJIbHBIX OPraHoB MEpeuucisitoTcss no andaBuTy. YKasbiBaloTcsd ¢Gamuwinu 0e3
HalMEHOBaHUs JOJDKHOCTeH mocie cioB «lIpuHumanu ydactue B 3acenanHuu:». damMuiauu
IPUCYTCTBOBABIIUX OGOPMIIAIOTCA IO BCEM MIMPHUHE CTPOKU 4Yepe3 OJUH MEKCTPOUHBIN
UHTEpBaJL.

npumep:
[Tpunumanu yuyactue B 3acenanuu: bopucos A.A., Banos W.1., Kanunkun, K.K., JlecHukos
JLJI., MensankoB M.M., ®enocoB O.O.

" Cornacto n. 19.2 Ycrasa Mpodpcotosa npodcotosHoe cobpaHue, 3acefaHue PYKOBOAALLENO M WUCMOMHUTENBHOIO
KOnnernanbHoro opraHa CYnTaeTcs MPaBOMOYHBIM (MMEET KBOpYM), €Crin B HeM yuacTeyeT bonee 50% uneHos lMpodicotosa,
COCTOSILLMX Ha y4€TE B NEPBUYHON NPOCICOO3HON OBLLECTBEHHO OpraH13aLmm.

IMpodhcotosHas KOHEPEHLMS CHMTAETCS NPABOMOYHBIM NPU Y4aCTUM B HEM He MeHee 2/3 n3bpaHHbIX AeneraTos.
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Ecim B cocraB KoJulerHajipbHOTO OpraHa BXOAUT Oojiee 15 dYemoBek, TO cocTaB
NPUCYTCTBYIOIIUX Ha 3acellaHMM MOXKET OBITh yKa3aH B IPOTOKOJE He MNo(aMuiIbHO,
MpUIaratbCs K MPOTOKOIY CIUCKOM, O YE€M JIEJIaeTCsl OTMETKA.

npumep:
[Tpunumanu yuyactue B 3aceqanuu: 20 yenoBek (CIUCOK MpujIaraeTcs)

CTpOKOfI HHWXKE O(bOpM.]'IiIIOTCH CIIMCOK OTCYTCTBOBABIIHNX YJICHOB I/I36paHHBIX YJICHOB
KOJUICTHAJIIBHOT'O OpraHa OpraHru3aliinu HpO(bcomaa nocie ciaoB «Ilo YBaX(HTCHBHOﬁ IIPpUYNUHE
OTCYTCTBYIOT».

daMunuy ¥ UHHUIHAJIEL NMPUIJTAIICHHBIX JIUI, KOTOPBLIC HC ABJIAIOTCA 4YJICHAMU
KOJUICTHAJIBHOI'O OpraHa, HO HPHUCYTCTBOBAJIM Ha 3aCCAaHHU, MCPCUHUCIIAIOTCA IIOCIIC CJIOBA
((HpI/II‘JIaIHeHHbIeI» qepes 2 CTPOKH IIOCJIC CJIOB ((HpI/IHI/IMaJ'II/I Y4aCTHuC B 3aCCAAHUU)» U
3aKaH4YUBaACTCA ABOCTOYHUCM. I[OJ'DKHOCTI/I OTUX JINL MIPHUHATO YKa3bIBaAThb.

npumep:

[Tpurnamennsie: Mapkuna 10.B., nupextop no ynpasieHuto nepcoraiom, Muponosa M.B.
HayYaIbHUK OTJIeNIa KaJpOB

3.2.3.1. UYepe3 2 cCTpPOKM IMOCIE NEPEUYUCICHUS «IPUTIAMEHHBIX» OT TPAHUIBI
JIEBOTO TIOJISI YKA3bIBAIOTCA JaHHbIe 00 M30paHHBIX pabounx opraHax 3acemaHus (CoOpaHUs,
KOH(pEepeHIIuH, COBEUIaHus U T.1.). MNpeacedaTelbCTBYIONIeM, cekperape (UiIu
ceKperapuaTre), JIMLAX, OCYILECTBIIOUIMX HOJACYET TroJOCOB (CUETYMKAX WIM CUETHOU
KOMMCCUH), DPEJaKIMOHHONM KOMHCCHM, MAaHJIATHOH KOMHCCHH, MNpe3uanymMe coOpaHus
(KoH(pepeHLUH) U pe3yJIbTaThl FOJ0COBAHUS 10 KX I0OMy pabodyeMy Oprasy.

npumep.
MpeaceparenecTBYOWMWMA Ha 3acegaHWK npodbcoloszHoro komutetra: @M.O.,
donxHocmb
lonocosanu: 3a — 17
npoTHe — 0

Bo3gepxanocek — 0

CeegeHuWA o nMuax, NPoM3BoOAWMX NoacHeT ronocoe: P .0, gonxHoOCTE
[onocoeanu: 3a — 17
npotne — 0
Bosgepxanocs — 0

Cekperapb: ® 1.0, pomKkHocTe
[onocosanu: 3a — 17
npoTHe — 0
so3gepxanocek — 0

3.2.3.2. BBomgHas dYacTh 3aKaHYMBaeTCS MOBECTKOW JHA —  IEepeYHEM
paccMaTpuBaeMbIX BOIPOCOB, MEPEUHUCICHHBIX B TOPSIAKE UX 3HAUUMOCTH.

Kaxnpiit Bonpoc HymepyeTcst apabckoit iudpoi, 1 ero HauMEHOBaHUE HAYUMHAETCS C
npetora «O» («O6»). Homepa BOIPOCOB IMeYaTarOTCsl OT TPAHHUIIBI JIEBOTO MO depe3 |
MEKCTPOYHBIN UHTEPBAIL.

npuMmep:
1. OB ... (yKasblBAeTCA HAMMEHOBAHWE BONpOCa)
2.
3.
4. .WT.4O
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[TyHKTBI TOBECTKM JHS JOJDKHBI OBITH C(OPMYJIMPOBAaHBI YETKO M KOHKPETHO.
@opmynupoBka «Pa3Hoe» B TOBECTKE JHA OQOPMIECHHOTO MPOTOKOJIA CUUTAETCS
HEYMECTHOM.

[Ipy HanMUUMU B TOBECTKE JHA HECKOJBKUX BOIPOCOB IO KAXKAOMY H3 HHUX
MPUHUMAETCS CAMOCTOSITENIbHOE PEIICHHUE.

3.2.3.3.  OcHOBHasi 4acTh TEKCTA MPOTOKOJIA CTPOUTCS B COOTBETCTBHH C ITYHKTAMHU
MOBECTKU AHS 1o pasznenam. Kaxnapiil pasgen, oTpaxasl XOi 3acelaHHsi, COCTOMT H3 Tpex
yacreii: CJIIVIIAJIM — BBICTYIIMIIM — ITOCTAHOBWIN (PEIIWNJIN). Conepxxanus
BBICTYIIJICHUH - OT TPETHEro JHUIa €AWHCTBEHHOTO YHCIA («IPEIIOKUIDY, IIOTYEPKHYID»,
COTBETHII»).

3.2.3.4. OcHOBHOE COJepXKaHHE JOKJIAJ0B M BBICTYIUICHHH MOMEIIAETCSI B TEKCTE
NPOTOKOJIAa WJIM TPUJIaraeTcsi K HemMy, TOT/Ia B TEKCTE JeTaeTcsi CHOCKa « TeKCT BBICTYIIICHUS
MpPUJIAraeTcsy.

3.2.3.5. Cnoso «CJIYIIIAJI» Hy™mepyeTcs B COOTBETCTBUM C HOMEPOM ITyHKTa
MOBECTKU [IHSA, O(OpMISeTCs OT TpPaHULBI JIEBOTO TOJII MPONUCHBIMU OyKBaMHU U
3aKaHYMBAETCS ABOCTOUHEM.

Jlamee ¢ KpacHOU CTPOKU OG(GOPMIIAIOTCS B POIUTEIBHOM Tajaeke QamMmwiis u
ununmanel poxnaquuka (CJIVIIAJIM — xoro?) no eompocy «@opmynuposka nepeozo
eonpoca noeecmku OHs», 3aT€M CTAaBUTCS THUPE, W TOCJIE HEro KpPaTKo WM TOAPOOHO
3aIMCBIBACTCS COJIEp)KaHWE JOKiana. M3moskeHre OOBIYHO BEAETCS OT TPETHEro Juia
€MHCTBEHHOT'0 YKCJIa B MPOIIEAIIEM BPEMEHHU:

npumep:
1. CNYLWATIA:

MeaHoBa B H. no Bonmpocy «O nnaHe patoTsl OPraHM3aLMOHHDA KOMWCCHMM HA 2019 roa» -
OONCHKKUN 06 M3MEHEHWAX, BHOCMMBIX B MNaH pafoThl OpraHW3auMoHHON KOMUCCHK
Mpodcorsa Ha 2019 rog. OTMETHI, YTO OH NONHOCTEID NepepatoTaH B CBA3M C
MIMEHEHWAMK, BHECEHHBIMI HA 3ACE0AHMA KOMWUCCHW. MPENNoKU YTBEPAMTE HOBLIA NNaH
patoTel HA 2019 T

1. CNYLWANK:
MeaHoea B.H. no sonpocy «C nnade paboTsl OpraHn3aLMoHHON KOMUCCHMK Ha 2019 rog» —
TEKCT OoKnafa npunaraeTca.

3.2.3.6. CrnoBo «BBICTVYIIUJIN» odopmiseTcs OT TpaHHUIBI JIEBOTO TIOJS
IMMPOINMKUCHBIMHU 6YKBaMI/I 1 3aKaHYNUBACTCA ABOCTOYHNEM.
damMunus ¥ UHUIUMATBI BBICTYMAOMUX 0GOPMIISIOTCS ¢ KPAaCHOU CTPOKH OT TPaHHIIBI
JIEBOTO TOJISI U YKA3bIBAIOTCS B UMEHUTEIILHOM TaJIeXKe.
IIpumep:
BeicTynunu:
Kononoe HO V., Kanakynud P.B.

[Tpu HEoOXoaMMOCTH B (hopMe KOCBEHHOW pEeYM IOCIIe THUPE 3aIHMChIBACTCS KPaTKOE
WIN TOAPOOHOE cosiepKaHKue BBICTYIUIEHUS. B aToM ciydae damMuinus 1 MHULIMAIBI KaXJI0TO
BBICTYTAIOLIETO O(QOPMIISIOTCS C KPAaCHOM CTPOKHM OT I'PaHUIIBI JIEBOTO IOJIA, HYMEPYIOTCS
apabckumu U pamu.
IIpumep:
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BbICTYTTHINK:

1. Kononoe KO K. — npegnoxmun 4ononHUTE NNad paboTel KOMMCCHKM MYyHKTOM. ..
2 Kanakynue PB. - ..

IIpu orcyTcTBMM Ha 3aceiaHUM OOCYXKAEHHUS WIM BOIPOCOB B IPOTOKOJE YaCTh
«BBICTYIIUJIN» omyckaercs, U 3TOT (pparMeHT TEKCTa COCTOUT TOJBKO M3 JIByX UYaCTEH:
«CIIYIIAJIN» u «[IOCTAHOBUJIN» («PEILINJIM»). Takoe BO3MOXHO W B IOJHOM
IPOTOKOJIE TI0O HEKOTOPBIM BOIIPOCAM MOBECTKH JTHSL.

3.2.3.7. Bompocbl K AOKIaI4MKy M BBICTYIMBIIMM, a TaKXXe OTBETHl HAa HHX
BHOCATCSI B IIPOTOKOJI B ClIydyae, €CIM 3aJaBIIUi BONPOC HAaCTaWBaeT O BHECEHUHU. Borpocsl
3aIIMCBIBAIOTCS B MOPAKE UX MOCTYIUIEHUS U OPOPMIISIOTCS TaKKe C KPaCHOM CTPOKH.

npumep:
Bonpoc:
Qenocos P ¢ - BCE NW YNEHbl KOMUCCHW COMMACHbI C AAHHbIM
npeanoXeHue MNK BeINK el e NYHKTL], KOTopble OTKNOHUMK.
[a, Bce rpynnel, KOTOpbIe HY¥HbI ANA NPABMNBHOIND OTPaXEHUS
OCHOBHbIX CpedcTe B DyxranTepckom y4eTe Ha Hawem
npeanpuaTHmn.

3.2.3.8. Pemenusi, mpuHATBIE KOJUIETHATBHO IO KaXIOMYy U3 OOCYXTaeMBIX
BOIPOCOB, 3anuchiBatoTcs nocie cinoa « [ IOCTAHOBWJIN nnu « PEHTNIIN .

OdopmisieTcst OT TpaHHIBI JIEBOTO OIS MPONUCHBIMA OYKBaMU M 3aKaHYMBACTCS
JIBOETOYHEM.

Pemenust Moryt ObITh OQOPMIICHBI B BUJE OTACIbHBIX IMOCTAHOBIICHUH MO KaXI0My
BOIIPOCY MTOBECTKU JHs 3aCE€JaHUs.

Ecnu otaenbHOe MOCTaHOBIEHUE HE OQOPMIISETCS, TO PELICHHE MUILETCsS MPsIMO B
npotokosie. C KpacHOH CTpPOKM MO TIyHKTaM Kparko M TOYHO (OpMYJIHPYIOTCS
pacnopsAUTENbHbIE NEHCTBUS, KOTOpPbIE JTOJIKHBI OBITh IPOHYMEPOBAHBI B COOTBETCTBHUM C
HOMEPOM BOIIPOCa B IIOBECTKE JHS.

Homep mpuHATOrO penieHus COCTOMT M3 JIBYX YacTeH, pa3[eleHHBIX TOYKOH, IPHU
3TOM THepBas 1udpa COOTBETCTBYET HOMEpPY BOIPOCa B MOBECTKE JIHA, a BTOpas — HOMEPY
peueHus o JTaHHOMY BOIPOCY.

npumep:

MNOCTAHOBWIT (PELLIII):

1.1, PykooauTenw opraHwusauvoHHoro otaena [podcowoaa
JeneHko M.E. nogrotoBuTe nnad paboTbl opraHM3aumoHHOR
komuccun MNpodoowzana 2019 1. Cpok- 0112 2018,

1.2.

3.2.3.1. B ciyuae ecinu oJJHM U3 yYaCTHUKOB 3aceqaHus (coOpaHMs) HaCTaMBaeT Ha
BHECEHUU B NPOTOKOJ 0COOOr0 MHEHMsl, BBICKA3aHHOTO BO BpeMsl OOCYXJEHHs, TO €ro
COoZIepKaHME 3aIMCHIBAETCA B TEKCTE MPOTOKOJIA TOCIE cooTBeTcTBYIomiero IloctanoBnenns
(pemieHus).
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3.2.3.2. 3areM YKa3pIBaIOTCS Pe3yJbTaThl T0J0OCOBaHUSL, 10 ¢opme «3an,
«lIpotuB» u «Bosmepxamucs». B ciywyae, eciM INpH  TOJOCOBAHUU OTCYTCTBYIOT
MIPOTOJIOCOBABIIIHE 110 OJTHOM U3 KaTeropuid, ykaseiBaercs udpa «0». CTaBUTh TPOUYSPKH HITU
CJIOBO «HET» - HE JIOITYCKAETCS.

npumep:
'OJIOCOBAJINA:
«3a» — 10,
«mpotuBy — 0,
«BO3JEpXKATUCHY — 1.

B ciyuae eciu KTO-TO IPOrojiocoBai MPOTUB IPEUIOKEHHOIO PELIEHUSI B IIPOTOKOJI
BHOCSTCS CBEJICHHS O JIMIAX, FOJIOCOBABLINX MPOTUB MPUHATHS PEHICHUS U NOTPEeOOBABIINX
BHECTH 3aMUCh 00 3TOM B IPOTOKOJ.

npumep: ['OJIOCOBAJIU:
«3a» — 10,
«poTuB» — 1,
«Bozaepxkanuchy — 0. Pemenue npunsato 10 ronocamu.
[Tetpo ILII., mporonocoBas TPOTUB U MOTpPeOOBa] BHECTH
pE3yJIbTaThl €r0 FOJI0COBaHUS B POTOKOI.

3.2.4. Odopmiasiiomas 4acTh MPOTOKOJIA.

3.24.1. TIlpoTtokon 3aceqaHHMs TOANUCHIBACTCS  TPEACEAATEIBbCTBYIOIUM U
CeKpeTapeM 3acelJaHusi, KOTOpble HECyT OTBETCTBEHHOCTh 3a IPAaBWIBHOCTh €0
COCTaBIeHUS’,

[Mogmuce — otraensieTcss OT TEKCTa 3 CTPOYHBIMH HMHTEpBalaMH M BKIIOYACT
HauMEHOBaHME paboyero opraHa 3acefaHusi (coOpaHus) - TIpeaAceNaTeIbCTBYIOLIHMA, €ro
JUYHOM MNOANMCH, pacMpPOBKH MNoanmucH (MHULMAnsl U ¢damuiausg). HauveHoBanue

JOJIDKHOCTH 11€4YaTacTCAa OT JIEBOM rpaHuiibl TECKCTOBOI'O I10JIA.

npumMep.
MNpencenatenscTBYHOWKWA cobpaHma nodnuce AB. Tuxommupos
Cexperapb nodnuce N.B. TropwuHa

3.2.4.2. Konuu mpoTOKOJIOB P HEOOXOIMMOCTH PACCHUIAIOTCS 3aUHTEPECOBAHHBIM
OpraHMu3alMsaM U JOJKHOCTHBIM JIMIIaM B COOTBETCTBUHU C YKa3aTelIeM PACCBUIKM; yKa3aTelb
COCTaBJISieT M TOJIHUCHIBAET OTBETCTBEHHBIN HCIIOJIHUTENb, TOTOBUBIIMNA pPAacCMOTpPEHUE
Bomnpoca. Konuu npoTokosoB 3aBepstoTcs nevathbio opranuzanuu [Ipogcorosa.

3.24.3. [IlpunsATble peuIeHUs IOBOAATCA JO WCHOJIHMUTENEH B BHJE BBINHUCOK M3
IPOTOKOJIOB, KOTOpBIE O(hOPMIISIFOTCS HAa COOTBETCTBYIOIIEM OJIAHKE M 3aBEPSIOTCS MEYaThio
opranu3zaiuu [Ipogcorosa.

3.24.4. Tlpotokon, Kak mpaBwio, odopmisieTcs B CpPOKH, YCTaHOBJICHHBIE B
pernamente, HO He Oonee yeM yepe3 10-15 quelt mocie 3acemanus.

3.24.5. Ecnu B MOCTaHOBIIEHUH WMEIOTCS CCHUTKMA Ha TIPHJIOKEHHS, OHU JOJKHBI
OBITH IPOHYMEPOBAHBI M MPUIIOKEHBI K TPOTOKOITY.

8 ['paxxaaHckuit kogeke PO cT. 181.2 «MpuHsaTUE pelueHns cobpaHusy
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3.3. Tlogoxenue, npaBujia, MHCTPYKUMS.

3.3.1. TlonmoxeHue NTPUHHUMAETCS B TOM Cllydae, €CIIH B HEM YCTaHABIMBAIOTCS
CUCTEMHO CBSI3aHHBIE MEXIy CO0O0# TIpaBmia MO BOMPOCAM, OTHECEHHBIM K KOMIIETEHIIUU
oprana opranusanuu [Ipodcoro3a.

B mpaBuimax ycraHaBIMBAalOTCS HOPMBI M TpeOOBaHHS, 0Os3aTeNbHBIC IS
BBITTOJIHECHHUSI.

B uHCTpyKIMK M3MaraeTcsi MOps0K OCYIIECTBICHHUS KaKOW-IUO0 IS TeIbHOCTH HIIH
MOPSIIOK IPUMEHEHUS TIOJIOXKEHUH 3aKOHOIATEIbHBIX U MHBIX HOPMATHBHBIX aKTOB.

[Monoxenus (MpaBuiia, HHCTPYKIIUH) TPUMEHSFOTCS KaK CaMOCTOSITEIIbHBIC TIPAaBOBBIC
aKThl, KOTOPBIE MOJINUCHIBAIOTCS IpezcenareneM opranusanuu Ilpodcorosa, uiam Kak aKThl,
yTBEpIKAaeMble opraHoM opranusanuu [Ipodcoro3a; yrBepxkaeHue odopmisiercs B dopme
rpuda yTBEpKICHUS WIM IyTeM U3JaHUS PACHOPSAUTEILHOTO JOKYMEHTa 00 WuX
yTBEpKACHUH. PereHne o mopsiaKe NpUHSITHS MMOJIOKESHUN, TIPABIIT U MHCTPYKIIUI HAXOIUTCS
B BEJICHUU opraHa opranusanuu [Ipodcorosa.

3.3.2. Tlopsimok TOATOTOBKM MPOEKTa  MOJOXKEHHsS  (MpaBWi, HMHCTPYKIIHH)
COOTBETCTBYET 00IIEMY MOPSAKY MOJATOTOBKU MPOSKTOB HOPMATHUBHBIX aKTOB.

3.3.3. TekcTt mpoekTa mojokeHUs (MpaBHJI, UHCTPYKIMM) IeyaTaeTca Ha oOIemM
Omanke opranmzamuu IIpodcoro3a. Ecim mpoekT momokeHus (MpaBHiI, HHCTPYKIIUH)
YTBEPIKAACTCS PACIOPSAUTEIHHBIM JIOKYMEHTOM, TO IIOJIOKCHHE (TIpaBUia, WHCTPYKIIWS)
MeYaTaeTcs Ha CTaHIapTHOM JUcTe Oymaru ¢opmara A4.

Tekct u3naraercs OT TPETHETO JIMIA €TUHCTBEHHOTO WJIM MHOXXECTBEHHOTO uucia. B
TEKCTE HCIOJB3YIOTCS CJIOBA: «JIOJDKEH», «CICIYET», «HEOOXOIMMOY, «3alpeIlacTcs», «He
JIOITY CKaeTCsI.

3aroJloBOK K TEKCTY TMOJIOKEHHUs (TpaBmJl, HHCTPYKIIMH) OTBe4YaeT Ha Bompoc «O
yeM?»,

npumep: Ilonoxenne o KOHTpOIBHO-PEBU3NOHHON KOMUCCUU

3aroJoBOK K HHCTPYKIUH, COAEpIKALIeH JOIKHOCTHBIE TpeOOBaHMS U MOPSAIOK
poBeeHUs paboT (AOJKHOCTHASI HHCTPYKIIHS), OTBeUaeT Ha Borpoc «Koro?»,

npuMep. I[OJ'DI(HOCTH@.H HHCTPYKIUA I'NTABHOT'O CIICHHUAIINCTA

KoHcratupytomeil 4acTbio MOJIOKEHHsS (IMpaBWJI, HHCTPYKLMH) CIYXUT pasjen
«OO0ue TMOJIOKEHUS», B KOTOPOM YKa3bIBalOTCS OCHOBaHMS pa3pabOTKH, OCHOBHOE
Ha3HaYeHHEe HOPMATUBHOTO aKTa U cdepa €ro pacnpoCTpaHEHHUs, OTBETCTBEHHOCTh 3a
HapylIeHUE YCTAHOBJICHHBIX NMPABUJI U TEXHOJIOTHH.

OCHOBHOM TEKCT MOJOXKEHUs (TpaBUil, MHCTPYKIMU) MOXKET AENUThCS Ha TIJIaBBhl,
IIYHKTBI U TIOJIYHKTHI. [ 1aBbl JOJKHBI UIMETh HAa3BaHMUS.

I'maBel HymepyroTcs apaOckumu Imdpamu. Hymepanus NyHKTOB M TOAIMYHKTOB
POM3BOIUTCS apaOCKUMH LU(ppaMU.

TekcT MOXKET NEIUTHCS Ha COCTaBHBIE YaCTHU: IJIaBbl, IIYHKTHI, NOMNYHKTHI. Kaxnas
COCTaBHas 4acTh JOJDKHA UMeTh HoMmep. Hymepauus mpousBoauTcs apaOckumu nudpamu.
Homep kaxxaoii cocTaBHOM 4acTu JOJIKEH BKJIIOYATh B ce0si Bce HOMEpa COOTBETCTBYIOIIMX
COCTaBHBIX YacTel 0oJiee BBICOKUX CTyIEHEH JeIeHN .
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Homep rnaBel coctouT u3 onHoro uucia u Touku: 1. Homep myHKTa cOCTOMT u3
HOMeEpa IJIaBbl M1 HOMEpa MyHKTa, pa3AeieHHbIX Toukoil: 1.2. Homep monmyHkTa — U3 HOMepa
IJIaBbl, HOMEpA ITyHKTa, HOMepa noanyHkra: 1.2.5.

3.4. CayxeOHble mUCHMA.

3.4.1. Cnyxebubie nucbMa opranuzanuii [Ipodcoroza rorosrces:

KaK OTBEThl O BBINOJHEHUHU IMOPYYEHM BbImecTosIUX opranuzauuii [Ipodcorosa,
opranoB IIpodcoro3a;

KaK OTBETHI Ha 3aMPOCHI PA3INYHBIX OpraHU3alui, IPEANPUITUN U YACTHBIX JIUIL;

KaK MHUIIMATUBHBIE MMHCHhMA.

3.4.2. Cpoku TOATOTOBKM OTBETHBIX IHCEM YCTAHABIUBAIOTCA PE30JIONUCH
npezacenarens opranuzanuu [Ipodcoro3a Ha OCHOBAHMU MMEIOIIMXCS CPOKOB HMCIIOJHEHHS
NOPYYECHUH, 3aIIPOCOB HIIH 110 PEIICHHUIO MPEICEAATEIS.

[Ipu odopmnennn mucbMa Ha JAByX M Oojiee CTpaHUIAX BTOpas U IOCIEAYIOIIHE
CTpaHHULIbI HYMEPYIOTCS IO Cepe/InHE BEPXHEro MOJIs JINCTa apaOCKUMU U paMH.

3.4.3. CnyxebHble MUChbMa MEYATAIOTCS HAa CTAaHAAPTHBIX OJaHkax popmara A4.

CnyxebHoe mnuceMo opranuzauuu I[Ipodcoroza, HampapiseMoe BHYTPH CTpaHBI,
COCTaBIISIETCS Ha PYCCKOM s3bIKe. TeKCT ciyKeOHOro MuChMa, KakK MPaBUIIO, JOJDKEH
KacaTbCs OJTHOTO BONPOCA HMJIM HECKOJBKHX BOIPOCOB, €CIIM OHU B3aUMOCBSI3aHBI U OyIyT
paccMaTpuBaThHCS B OJTHOM CTPYKTYPHOM TOpa3aesiCHHH OpraHu3aluu-aapecara.

3.4.4. TexcT nmuchbMa u3naraeTcst OT TPETHETO JIUIa EAMHCTBEHHOTO YUCIIa,

npumep: «lIpe3namym paccMoTpert...»

Ecmu nrceMo oopmiieHO Ha OJIaHKE JOJDKHOCTHOTO JIMIA, TO €r0 TEKCT U3JIaractcs
OT TIEPBOTO JIMIIA EIMHCTBCHHOTO YUCIIA: «IIPOIILY...», «HAMPABIISIO...)»

Tekct nucema, Kak MpaBUIIO, COCTOUT W3 JIBYX 4yacTed. B mepBoit yacTu u3iaraercs
NpUYMHA, OCHOBaHHWE WIM OOOCHOBAaHHME COCTaBJICHHS IUChbMa, MPHBOISATCS CCHUIKH Ha
JOKYMEHTBI, SIBJISSFOIIIMECS OCHOBAaHHMEM IIOJATOTOBKM THChbMa. Bo BTOpod dacTw,
HAYMHAOIIEHCS ¢ a03a11a, TOMEeIIar0TCs BBIBOIBI, IPEIOKECHHS, POCHOBI, PEIICHUS U T.I.

Cnyorcebnvle nucoma opeanuzayuii IIpoghcoroza ogopmasiomes 8 coomeemcmseuu ¢
pazoenom 2 HacmoAUWUX peKOMeHOAYULL.

Tucvma punancosozo xapaxmepa, a maxaice nucCbma, cooepiicawjue 0053amerbCmea
(capanmuiinble nucbMa), 3a6epsaomcs neuamvio opeanuzayuu [pogcorosa.

Texcmbl  omEemHbIX — CAYIHCEOHBIX NUCEM  OONNCHbL  MOYHO COOMBEMCMBOB8AMb
3a0aHusM, 3aQUKCUPOBAHHBIM 8 pe30noyuix npeocedamens opeanuzayuu IIpoghcorsa. B
meKcme OmMEemHO20 NUCbMA He YKA3bleAemcs HomMep U 0ama Ucxoosaue2o NUcbmMa, 0Jis IMo2o
ecmb pekeusum Ha OJlanKe NUCbMA.

Cpoxu  noocomo6xku  UHUYUAMUBHLIX  CIYHCEOHBIX — NuUcem  Onpeoensiomcs
IIpedceoamensamu cmpykmypHulx noOpazoenenuil.

3.4.4. Texcm nucvma uznazaemcs om 3-20 1Uya eOUHCMBEHHO20 Yucia (« Yupesxcoenue
He cuumaem 603MONCHBIM...», «HMucmumym npednacaem...» u 0p.) umu om 1 —eo nuya
MHOdMCecmeeHHo2o uucia («llpocum npedocmasums  ungopmayuio...», «Hanpasnsem
npoexm...» u op.).

Ilpu cocmasnenuu  cayxceOHvlX, O0€NOBbIX U KOMMEPHUECKUX NUCeM MONCHO
UCNONB3068aMb HAOOP CMAHOAPMHBIX PPas.

s 00vscHeHUss MOMUBO8 MOo20 UNU UHO20 OeUCMBUs, MOU UIU UHOU pearyuu
UCNONB3VIOM CEOVIOUUE BbIPANCEHUS!
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— B nopsoxe nposeodenusi coemecmuou pabomeol...;

— B coomgemcmeuu ¢ Bawum nucomom,

— B coomeemcmeuu ¢ npomokonom...;

— B omeem na Bawe obpawenue...;

— B noomeeporcoenue nauteti 002080peHHOCMU ...,

— B yenax ycunenuss omeemcmeennocmu...;

— Ha Bawe obpawenue...

Ecnu cocmasnaiom nucemo-npocvby, mo ucnonwb3yom maxue GblpaiCceHus:

— IIpocum oxazamse cooeticmsue...,

— Ilpocum sviciams 6 nawt aopec...;

— Ilpocum npunamo yuacmue...,

— Ilpowy npunamo mepwi...;

— Ilpowty npunamo Kk ceedenuio...;

— IIpowy 0osecmu 0o ceedenusl...

— Ilpowty nuxeuouposams 3a0014#CEHHOCD ...

ConposooumenvHule nucbMa 00bIYHO HAYUHAIOM CO CI08:

— Hanpaesnsem ungpopmayuro...;

—Bo3zeépawaem cnpasounvie mamepuanwl...;

— Buvicwvinaem noonucanmwiii ¢ Hawiell CmopoHvl 002080p...;

— Ilocvinaem cnpagounyio aumepamypy...

llucoma-noomeeparcoenuss HAUUHAIOMCA MAK:

— Iloomeeporcoaem...;

— C bnazooaprocmvio noOmeepicoaem...;

— OAO «Ilpeonpusmue» noomeepaicoaem...

B nucomax-nanomunanusax ucnons3yom maxkue Mooenu:

— Hanomunaem, umo...;

— Hanomunaem Bam, umo...

B nucoemax-uzeewjenusax — maxue mooenu:

— Coobwaem, umo...;

— Cmasum Bac 6 uzeecmnocmo, umo...

Tucomo-eapanmus mosxcem cooepacams credyrouue pasol:

— Onnamy eapanmupyem...,

— Cpoku 8bInoIHeHUsl 2APAHMUPYEM...

Tucoma-npuenauienus MONCHO HAYUHAMb CO COG:

— Ipuenawaem npunsamos yuacmue...;

— Ilpocum nanpasumo npedcmasumers...

Omkxa3s 6 npocvbbOe u OMKIOHEeHUEe NPEOSIOHCEHUS CIPOAN NO MAKUM MOOETIAM:

— Bauwe npeonoowcenue omxnonsiemcs no ciedyroumum npuduHam...,

— Hanpaenennviii 6 Hawi aopec npoekm NIAHA COBMECMHbIX OeUCMEUll U3VUEH.
Cuumaem e2o HenpuemuemMbim N0 C1EOVIOWUM NPUYUHAM...

—Ha Bawe obpawenue o coemecmnoii pabome cuumaem...

3axnouumenvHuIMU CLOBAMU MEKCMA NUCLMA MO2YIM OblMb CledyIouue:

— Vboeoumenvno npocum Bac evioenume...

— Vbeoumenvno npocum nanpasums 8 Haul aopec uHpopmayuro;

— Voeoumenvno npocum Bac ne 3adepocusamos omeem,

— Ilpocum ussunumo 3a 3a0epoHcKy ¢ 0meemom.
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3.4.5. Texcm nucvbma, kax npasuio, cocmoum u3 08yx uacmeii. B nepeoii uacmu
usnazaemcsi NpuduHa, OCHO8aHue UIU 0OO0CHOBAHUE COCMABNEHUS NUCLMA, NPUBOOSAMCS
CCBLIKU HA OOKYMEHMbl, AGIAIOUWUECS OCHOBAHUEM NO020MOBKU nucbma. Bo emopoii yacmu,
HauuHaowelcs ¢ ab3aya, NOMewaromcs 8bl800bl, NPEONONHCEHUs, NPOCLODI, peueHUs U m.o.

Jlamoii nucoma s61semcs 0ama e2o NOONUCAHUSL.

3.4.6. Ilpaso noonucu ciayxiceOHbIX nucem YCMAHABIUBAEMC 8 COOMEEMCMBUU C
pacnpeoeneHuem 0053aHHOCMEN, 6 NONONCEHUSAX O CMPYKMYPHbIX NOOPA30eleHUsx, 8
O0JIICHOCMHBIX UHCMPYKYUAX, 8 HA3BAHHBIX OOKYMEHMAX OO0JJCeH Oblmb NpedyCMOmpeH
NOPsI00K NOONUCAHUSL NPU OMCYMCMBUU PYKOBOOAUUX OOJHCHOCHHBIX TUY.

Kax npasuno, mexcm nucoma HauuHaemcs C Y8AHCUMENbHO2O 00paweHusi K
aopecamy, Komopoe ne4amaemcs YeHMpPUPOBAHHbIM CHOCOOOM, HANpUMEp:

Yeaorcaemwiii !

{locne obpawenus neped mexcmom nuCbMa NPONYCKAemcs nycmas Cmpoxa.

3.5,  Odopmiienue oTaeabHBIX NPOGCOIO3HBIX TOKYMEHTOB.

3.5.1. Beinmucka. Beinucka 13 mpoTokosia MoBTOPSIET BCIO BBOJHYKO YacTh MPOTOKOJIA
JI0 TIOBECTKH JIHSI, ©3 KOTOPOU OepeTcst TOT BOIIPOC, IO KOTOPOMY O(POPMIISETCS BBITHCKA.

3.5.2. Cnpaska. Odopmisercs B KadyeCcTBE BCIIOMOTATEILHOTO MaTepuania Tpu
W3YYCHHH TEX WJIM WHBIX BOMPOCOB JIJIi PACCMOTPEHHsI Ha 3aceJaHUU BBIOOPHOTO
npodcoro3aoro oprana. O0bEM CrpaBKH, KaK MPaBUIIO, HE JOJDKEH MPEBBIIIATH 3-5 CTPAHUILL.
[To Hambosee KPymHBIM BOMPOCAM, MPUMEpP, TIPH 0OOOIIEHUU OIbITa PpadOTHl OpPraHU3alNuN
[Tpodcoro3a cripaBka MOKET OBITh M OOJIBIIIETO OOBEMA.

3.5.3. CayxeOHasi 3anmMcka. SIBiseTcs BHYTPEHHMM CIIy’)KEOHBIM JIOKYMEHTOM,
aJIpECOBAaHHBIM  PYKOBOJAUTENIO opraHu3aimu [Ipodcoroza. B Hem, kak mpaBuiio,
paccMaTpuBaeTCs KaKOW-JIMOO BOMPOC, a B 3aKIIOUEHHH MPUBOAATCS BBIBOJBI U
npeiokeHus. [1o copepikanuio ciyeOHbIC 3aIMCKH OBIBAIOT: JOKJIAJHbIC, aHATUTUYCCKHUE,
CTaTHCTUYECKUE, OOBSICHUTEIIBHBIC U T.]T.

Jloxknaonasn 3anucka — 00KyMeHm, aopecoB8anHblll npedceoamerio
opeanuzayuu Ilpoghcorosa, modcem coodepicamsv U3NONHCEHUE KAKO2O-TUOO 60nMpoca ¢
8b1600aMU U NPEOTOHCEHUIMU.

Hoxnaonas sanucka OO0NHCHA COOEPI’CAMb  PEeKGUUMbL:  adpecam, HAUMEHOBAHUE
OOJIHCHOCMHOO IUYA, HANUCABULE20 ee, CMPYKMYPHO20 NOOpa30esieHust, 0amy HANUCAHUs,
memy. Texcm OOKIAOHOU 3aNUCKU COCMOUM U3 08X CMBICIOBbIX YACMEl.

- 8 BOOHOU YACMU U3NACAIOMCSL NPUYUHDBL, (PAKMbL U COOLIMUS, NOCIYHCUBUIUEC
NOB0OOM OISl HANUCAHUS,

- 8MOPAsl Yacmv OO0JIHCHA COOEPAHCANb B8bI600bL U NPEOLONCEHUS O KOHKDEMHbIX
oeticmeusix.

Ilpu npeocmasnenuu ungopmayuu 00 UCNOTHEHUU KAKO20-TUOO OOKYMeHmda
Oenaemcs ccviika Ha Ne u odamy smoeo Ooxkymenma. Ilo pesynemamam paccmompenus
OOKIAOHOU 3aNUCKU HA OOKYMeHme NPOCMAGIAEMCsl Pe30I0YUsL.

Cnyycedonana 3anucka — OOKYMeHM, AOPeCOBAHHBIN  OONHCHOCIMHOMY  JIUYY,
codeparcawyutl npocbOy pabomHuKa Uiy 3anUCKa O 8bINOIHEHUU KaKou-1ubo pabomsi. Texcm
CIYIHCEOHOU 3aNUCKU COCMOUM U3 08X CMbICLOBbIX YACME!

— 8 nepeoll uacmu npugooumcs 00O0CHOB8AHUe, MO eCmb U3NA2AIOMCS NPUYUHDBL
COCMABIEHUsL CILYHCEOHOU 3aNUCKU;

— 80 8MOPOU Yacmu nepexoosm K npeodiodHCeHUsM, 3ai8Kam, npocboam u m.o.
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Honsxcnocmo, unuyuanvl u gamunusa auya, KOMopomy aopeco8and CiyicebHas 3anucKd,
YKazvl8aromes 6 oamenvbHom naoedxce. Tekcm Hayunaemcs ¢ 0opaweHus K OOIHCHOCHHOMY JTULY.
K cnyorcebnou 3anucke npunaearomcs NOOMUHHUKU 6CeX OOKYMEHMO8, OMPANCEHHbIX 6 ee
CO0epIHCanu 8 XPOHOIOSUYECKOU NOCie006amenbHocmu. Busbl npocmaesnaiomes na auyegot
CMOpOHe NOCeOHe20 aucma OOKYMeHma noo Noonucvio, Oaudxice k HudicHemy noaro. Obpazey
ohopmaenust cysHceOHOU 3aNUCKU NPUBOOUMCS.

Ob0vAcHumenvnas 3anuUcKka - OOKYMEHM, OOBACHAWUL NPUYUHBL KAKO20-TUOO
npoucwiecmeusi (Oelicmeus, ¢akma), cocmasiiemviii. pabOMHUKOM U NPeOCMABIsAeMbllL
sviuecmosauemy O0JHCHOCHHOMY JIUY).

Texcm 00vACHUMENLHOU 3ANUCKU COCMOUM U3 08X CMBICIO8bIX YACMElL:

- 8 MNepeoll wacmu U3NaAarmcs Gakmel, NOCLYHCUBUIUE NOBOOOM K ee
HANnUCaHuo,

- 80 8MOPOI - NPUBOOSAMCS NPUYUHBL, OOBACHAIOWUE CLONCUSULYIOCS CUMYAYUIO
unu npousouteouiue coovimusl.

Joknaousie, cuysicebHbvle, 00bACHUMENbHbIE 3ANUCKU, AOPECOBAHHbIE NPedcedameio
opeanuzayuu Ilpogcorosa, nepedaromces 05 pecucmpayuu u nepeoayu Ha paccmompenue.

3.5.4. 3asBaenue. BHyTpeHHMI CiyeOHBIH OKYMEHT, OQOpMIIAEMBbIH Ha UM
npencenarens opranm3anuu [Ipodcoroza. BrIBarOT pasHble TUIBI 3asBICHUN: 3asBJICHUE O
npuéMe Ha paboTy WIM YBOJbHEHHMM, 3asBICHME-XOJATAliCTBO, 3asBIECHHE-kKal00a,
3asIBJICHUC-KOHCTATAINS U T.II.

3.5.5. Akrt. Tekct akTa COCTOWT W3 JBYX YacTei - BBOJHON W KOHCTAaTHPYFOIICH.
BBogHas yacTh akTa BKJIIOYAET M3JI0KEHHE OCHOBAHHUS IJI COCTABICHHS aKTa M IMepeueHb
JIUII, IPUCYTCTBYIOIIMX MPU aKTUPOBAHUU.

AKTOM (UKCHPYIOTCS pe3yJbTaThl, NpUMEp, NpHUeMa-claydl JOKYMEHTOB Tpu
n30paHuu HOBOro Tpencenarens opraHuzauuu [Ipodcoro3a, pe3ynbTaTel  peBU3UH,
WHBEHTapU3allNi, CIUCaHHs MaTePHAIIbHBIX IIEHHOCTEH U T.1.

AKT ohopMIISETCS TIO ONpPEAeNEHHON CXeMe M JaTOd ero o(pOpMIICHUS CTaHOBHUTCS
JlaTa aKTUPYEMOTO COOBITHSI.

3.5.6. flosepennocms. B 3aBHCHMOCTH OT COJIEp)KaHUS TIOJTHOMOYH, YKa3aHHBIX B
JIOKYMEHTE, pa3InJdaroT:

obmire (reHepalibHbIe) JOBEPEHHOCTH - BBIAAIOTCS NIl COBEPILEHUS TPEICTaBUTENEeM
CaMbIX pa3HOOOPa3HBIX IOPUANUECKUX IEUCTBUI OT UMEHH MPEACTABISIEMOTO;

CHelHaibHbIe IOBEPEHHOCTH - BBIIAIOTCS Ha COBEPILIEHUE OJTHOPOIHBIX FOPUINIECKUX
JENCTBU, MPUMEP 3aKIIOUEHUSI OJTHOPOJHBIX CACIOK;

pPa3oBbIC JIOBEPCHHOCTH - BBIJAIOTCS JUISI COBEPIICHHS CTPOTO OIMPEACICHHOTO
IOPUIMYECKOTO JICHCTBUSA, MPUMEpP IS TOMMUCAHUS KOHKPETHOTO JOTOBOpa, MPH 3TOM B
JIOBEPEHHOCTH JIOJIKHBI OBITh YKa3aHBI HOMEp U JIaTa JOroBOpa, HANMEHOBAHUE KOHTPAreHTA,
C KOTOPBIM HEOOXOIMMO 3aKJIFOUUTh JAHHBIN JIOTOBOP.

JloBepeHHOCTh  aJipecyeTcsl JHIaM, Tepel] KOTOPhIMH TPEJACTaBUTENb Oyjaer
MPENICTaBISITh UHTepechl opranm3zanuu IIpodcorosa (ropuaudeckoro nuia). JJOBEpeHHOCTH
MPEJICTaBISIET OJAHOCTOPOHHIOIO CHEIKY, MOXET OBITh BbIJaHA HA HWMS OJHOTO WU
HECKOJIbKUX JIHII.

4. JloxkymenTooOopot B opranuszanusax [Ipogcorosa

Opranmsanus AeNonpou3BOACTBAa opranm3anuu I[Ipodcoro3a Bkmouaer B cels
peIIeHre BOTIPOCOB:
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CO37aHus CIienUanu3upoBaHHoN ciayk0bl JIOY (Ha mpakThike — B JHUIE OJHOTO
pabOTHHKA, OTBETCTBEHHOIO 32 JICJIOMPOU3BOJICTRO);

JOKYMEHTOOOOpoTa (TpueMa W OTMPaBKH JOKYMEHTOB, MPOXOXKICHUS BHYTPCHHHX
JIOKyMEHTOB, 00pa0OTKH, PErHCTPAIIMU M UCTIOJIHEHUS JIOKYMEHTOB);

KOHTPOJIS 32 HCTIOJTHEHUEM JIOKYMEHTOB;

TEKYIIEro XpaHEeHUs IOKYMEHTOB.

B opeanusayuu Ilpogpcorosa neobxooumo ycmaunosums —credyioujue NpUHYUNbl
O0OKYMEeHmMoobopoma.:

YeHmpanuzayus Onepayull no NPUemy u OmnpasKe OOKyMeHmos,

opeaHu3ayUs NPeosapumenbHo20 paccCMOmpeHUs NOCIMYRAOWUX OOKYMEHMO8,

OOHOKPAMHOCb Pe2UCpayu OOKYMeHmMOo8;

ycmpanenue Heob0CHOBAHHBIX CO2NACOBANHULL NPOEKMO8 OOKYMEHMO8,

peziamenmayus  onepayuii  no  obpabomke, PACCMOMPEHUI0 U  CO2NACOBAHUIO
OOKYMEHMOB.

4.1. Opranu3aunus 1okyMeHToo00poTa B opranu3auuu [podcoroza.

4.1.1. JIoKyMeHT0000pOT — JBM)KEHHE JOKYMEHTOB B OpraHHM3allid C MOMEHTa UX
CO3/IaHUS UK TIONY4YeHHs 10 3aBepIIeHHs HCIOTHEH s iIH OTIIPABKIL’.

4.1.2. B moxymentoobopote opranuzamnuu [Ipodcoros3a BeIIensIOTCS:

MOCTYTAONINE JOKYMEHTHI (BXOASIIAs TOKYMEHTAIIHS);

OTIPABIISIEMbIE TOKYMEHTBI (MCXOASIIAs TOKYMEHTAIINsA);

BHYTPEHHHE JIOKYMEHTHI.

4.1.3. Tlopsaok MpOXOXKJICHUS JOKYMEHTOB M OINEpalyy, IPOU3BOJAUMBIC C HUMHU B
opranmzauuu [Ipodcorosa, onpeznensiercsi perinameHToM paboThl opranuzanuu IIpodcorosa
(MTONOKEHUSIMH, WHCTPYKLHUEW 10 AEJIONPOHM3BOJACTBY, JODKHOCTHBIMU OOS3aHHOCTSIMHU
pabOTHUKOB | Jp.).

4.1.4. Tlpu npuMEHEHMHM B OpraHM3alMM 3JIEKTPOHHOTO JOKYMEHTOOOOpoTa Julia,
OTBEYAOIINE 3a JEJONPOU3BOACTBO, COBMECTHO CO CHEIHMAIMCTOM MO HH(OPMAIMOHHBIM
TEXHOJIOTUSIM pa3padaThIBAIOT MAPIIPYTHI ABIKEHHS TOKYMEHTOB. MapmipyTsl JIEKTPOHHOTO
JBIDKEHUS JIOKYMEHTOB pPa3padaThIBAIOTCS 110 YyKa3aHWIO TNpeAcenaressi OpraHu3aluu
[Tpodcoroza.

4.1.5. Jlocmaska O0oxkymenmos 6 opeanuzayuio Ilpogcorosa ocywecmensemcs, Kax
npasuio, cpedcmsamu NOYMosou, Qerbobe2epcKoll, INeKMPOHHOU C8A3U U KYPbEPCKOU.

C nomowwro noumogou ceasu 6 opeanusayuro Ilpoghcorwoza Odocmasnsemcs
NUCbMEHHAS KOPPEeCNOHOeHYUs. 6 6Uoe NPOCMbIX U PeUCPUPYEMbIX NUCEM, NOYMOBbIX
Kapmouex, banoeponell U MeIKux naKemos, a makice neyamHuule U30aHus.

4.16. Ilo xananam  91eKMPOHHOU  C6A3U  NOCMYNAIOM:  parcozpammul,
menegoHocpAMMbL, DIeKMPOHHbBIE OOKYMEHMbI.

4.2. IlpueM nocrynapouieii KOppecnoHIeHIMH.

4.2.1. JlokyMmeHTbl, mocTynaromue B opranuzauuio IIpodcoro3a Ha OyMaxHBIX
HOCUTEISIX, TPOXOJAT TEPBHUYHYIO  00pabOTKy, IpeIBapuUTENbHOE  pPacCMOTpEHHE,

9TOCT P 7.0.8-2013. Cuctema cTaHgapToB no nHgopmauum, bubnmoteyHomy 1 usaatensckomy aeny. [lenonponssoactso
1 apxvBHOE Aeno. TepmuHbl 1 onpegenenns. - Beea. 2014-03-01. - M.: ®I'YM «CraHgaptuHdopmy», 2014, — MyHkT 73.
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pEerucTpalnio, paccMoTpeHHue mpezcenareneM opranuzauuu IIpodcoroza u mocrabisiorcs
UCTIOTHUTEIISIM.

4.2.2. Tlpuem u mnepBuuYHas 0OpaOOTKAa JOKYMEHTOB OCYIIECTBIISECTCS JIHIIOM,
OTBETCTBEHHBIM 3a JIEJONMPOU3BOJCTBO. [lepBuyHas 00paboTKa MOCTYHMHUBIIMX JOKYMEHTOB
BKIIIOYAET MPOBEPKY NPABUIBLHOCTA JOCTAaBKH JOKYMEHTOB W HAJIWYUS JIOKYMEHTOB U
NPWIOKEHUH K HHUM, a TakXKe paclpeiesieHHe JOKYMEHTOB Ha PErUCTpUpyeMble U HeE
MOJJIeKAIINe PETUCTPALIUH.

4.2.3. B cnyuyae momydeHuss paboTHuKamu opraHuzanuu I[Ipodcoro3a mucem mpu
MOCEUIEHUN MMM OpraHu3alui, YUYpexJACHUU, NPEeInpUsITUA WIH NpUeMe TpaXKIaH, 3TH
NUChbMa TMepefarTcs pabOTHUKY, OTBETCTBEHHOMY 3a JICJIONPOHM3BOJICTBO, HE IO3HEE
CJIeAyIoUIero pabovero THS Mocie BO3BpalleHUs: pabOTHHKA Ha pabodee MECTo, C yKazaHHEeM
JaThl CIaYU JIOKYMEHTA.

4.2.4. TloctynuBiasi KOpPECHOHCHIINS BCKPBIBAETCA (32 UCKITIOUEHHEM KOHBEPTOB C
MOMETKOU «JIMYHO» U T.II.), POBEPSETCS MPABUIBHOCTh JOCTABKH, HATMYHE TEPEUNCIEHHBIX
B HUX NpPUIOKEHUH, HaIW4yhe TMOoBpexaAeHud u T.4. Ha momydeHHOM JOKyMEHTe
MIPOCTABIISIETCS PETUCTPALIOHHBIN HOMED.

4.2.5. Ilpu 3HaYUTETHLHOM MOBPEXKJACHUU MAKETOB M OaHIeposeil OHU BO3BpAIlalOTCA
B OT/EJICHHE CBSI3U PAOOTHHKOM, OTBETCTBEHHBIM 3a JEIONPOU3BOACTBO, JJISI COCTABICHHS
COOTBETCTBYIOIIETO AKTA.

4.2.6. Owubouno docmasnenHvle OOKYMEHMbl NePechLIAOmMCcs N0 NPUHAOLEHCHOCMU
unu eo3epawjaiomcs oocmasueuiemy omoenenuro ceasu. Koweepmwvi om nocmynusuieti
KOPPEeCNOHOEHYUU COXPAHAIOMCS U NPULALAIOMCS K OOKYMEHMAM 8 CILYYAsX, eCll:

— adpec omnpasumelis yKa3aH mojibKo Ha KOHeepme,

— 0ama 0OKyMeHma u 0ama e20 OMnpasKu, Co2IACHO NOYMOBOM) WMEMNeNio, UMerom
bonbuLUe pacxoricoOeHus 60 8PeMeHl;

— KOHGepm HeobX00uM 8 Kayecmee onpasoameibH020 OOKYMEHmAd K pacxoodam no
oniame KOppecnoHOeHyuu (3aKazHas KoppecnoHOeHYus).

Ilpu  obuapyscenuu  omcymcmeus  OOKYMEHMO8 UM  NPULONCEHUU K  HUM
coCmasnsaemcs akm 8 mpex 9K3eMnaapax (0OuH aKkm OoCmaensiemcs: y OmeemcmeeHHo20 3a
0e10npou3800Cmeo, 6MOPoU  npuodwaemcs K nocmynueuiemy OOKYMEHmY, mpemut
Hanpaesemcs. Omnpagumeinto OOKyMeHma,).

4.2.7. KoppecnoHaeHIus, HE MOATIeKAIIAs perucrparum, MOCTyMaeT
HEMOCPEACTBEHHO Mpecenatento opranuzanuu [Ipodceorosa:

MAKEThI C TOMETKOM «JIMYHOY,

michMa MHGOPMAITMOHHO-CIIPABOYHOTO XapaKTepa, MPUCHUIAEMBbIC TSI CBEJICHUS;

MpUTJIAIICHUss W COOOMmEHUS 00 AaHOHCHUPYEMBIX 3aceIaHHsX, COBCHIAHMSIX,
KOH(EepeHIIUsIX;

KOITMM  HOPMATUBHBIX  JOKYMEHTOB,  TIOCTAaHOBJICHUH W  PACIOpPSOKCHUU
rOCy/IapCTBEHHBIX OPTaHOB;

(rHAHCOBBIE JOKYMEHTHI BCEX BHUJIOB;

MepHoaNYecKre M3JaHus (KHUTH, Ta3eThl, )KypHAJbl, BECTHHUKH, CBOAKH, 0030pBI H
T.L.);

MO3/JpaBUTEIbHBIC TEIIETPAMMBI, OTKPBITKH, ajJpeca H T.11.,

JOKYMEHTBI TI0 CaHATOPHO-KYPOPTHOMY OOECICYCHHIO (3asBICHUS, MEIUIIMHCKHE
CIIPaBKH).
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4.3. Perncrpanusi OCTYNAIOMIMX JOKYMeHTOB (B orcyrcTBue CIJ110).

Perucrpanusi 10KyMeHTa — IMPHUCBOCHUE JTIOKYMEHTY PETHCTPAIMOHHOTO HOMEpa U
BHECEHHE JIAHHBIX O JJOKyMEHTE B PETHCTPALOHHO-yUeTHYIO hopmy™L,

4.3.1. Perucrpanmuu mojyiexkaT BCE ITOKYMEHTHI, TPEOYIOIINE ydeTa W HCIOTHCHHUS,
HEOOXOJUMBIC CIPABOYHBIE MaTEpHaNbl. PerucTpupyrorcs JOKYMEHTBI, IOCTYIAIOIINe
(BXoasIIue) W3 JPYrHMX OpraHu3aluid U OT (PU3MYECKUX JIMI, a TaKKe CO3/laBaeMble —
BHYTPEHHUE U OTHpPaBIIsieMble (UCXOASIINE).

K ookymenmam, He noonedxcawum pecucmpayuu, OMHOCAMCA OOKYMEHmMbl He
mpeobyrowue UCNOIHEHUs: U He codepicawjue UHGOpMAyuU, UCNONL3YEeMOU 8 CHPABOYHLIX
yensax, Hanpumep. npuciacumenbHvle, No30pagumenbhvlie NUCLMA, Meaecpammbl, Ouremuvl,
NIAHbL, NPOSPAMMbL CEMUHAPO8, KOHGDEPeHYUl, CUMRO3UYMO8 U Op. NOOOOHBIX MEPONPUSMULL,
OOKYMEHMbl NO  OYXeanmepcKomy yuemy, MamepuaibHO-mexHu4eckomy obecnedeHuro,
naanogvle, (QUHAHCOBblE O0OKYMEHmMbl, Nocmynalowjue 6e3 conpo8oOUmMenIbH020 NUCbMA,
peKiamHvle  OOKYMEeHmbl,  KOMMepuecKue  NpeoylodCeHus,  neuamuvlie  U30AHUA,
VHUuyuposanHvle popmul u 61aHKU OOKYMEHMO8 U Op.

JIOKYMEHTBI PETUCTPUPYIOTCS HE3aBHCUMO OT CIoco0a WX JOCTaBKH, Mepeqadyd Hid
co3manus. Pecucmpayus noOCMynusuiux u cO30aHHbIX OOKYMEHMO8 OCYUieCmBIaemcs 8 OeHb
NOCMYNAEHUsl, CO30aHUsl (NOONUCAHUSL UIU YMEepiHcOeHUs) Iubo Ha cledyiowul paboyull
O0eHb, eclu UHOe He YCMAHO081eHO 3aKkoHooamenbcmeom Poccutickou Dedepayuu.

3apecucmpuposanuvie OOKYMEHMbl Nepeoaromcs CAyHcOol 0elonpou38oo0cmed Ha
paccmompenue Ilpedceoamento opeanuzayuu Ilpogcoroza unu no pewenuio npedcedamens
UHBIM OONAHCHOCHBIM op2aHnusayuu Ilpogcorosa. JJokymenmol unyu ux Konuu ¢ yKazaHusmu
1O UCNOIHEHUIO (Pe30TITOYUAMU) Nepedaromcst CyHcOoU 0elonpou3800Cmea UCNOIHUMENSM.

4.3.2. JIOKyMEHTBI PETUCTPUPYIOTCS OJMH pa3:

— MOCTymaruue (BXOAsIIUe) — B IeHb MOCTYIUICHHUS,
— coszJgaBaeMble (MCXOASIINE) — B ACHD MMOAMUCAHUS WIH YTBEPKICHHUS.

4.3.3. Peructpamusi ~ JOKYMEHTOB  TPOM3BOJIUTCA B  TpeAeliax TPy,
MPEyCMOTPEHHBIX HOMEHKIIATYPOH JIed.

Peructpamuss  moctynaromux — (BXOIAIIMX), BHYTPEHHUX H  OTIPABISEMBIX
(ucxomsmux) — JOKYMEHTOB  TMPOU3BOIMTCA  PabOOTHHUKOM, OTBETCTBEHHBIM  3a
JIETONPOU3BOJICTBO, B PEIUCTPAIIMOHHO-YYETHBIX _(opMax'? (KypHanbHas, KapTOUHasd,
AaBTOMATHU3UPOBaHHasl, Aajee UMEHYIOTCs — PY®D).

Jokymenmoi, nocmynusuiue ¢ ommemrou «Cpounoy, nepedaromcs Ha pecucmpayuio
He3aMeONIUMENbHO.

B oprammsamnusax Ilpodcoro3a B 3aBUCHMOCTH OT MPUHATOW CHUCTEMBI ydeTa H
KOHTPOJII MOJKET MPHUMEHATHCA KaK >KypHaJbHAs, TaKk W KapTo4yHas (opma perucTpariu
MOCTYTAIOIINX JOKYMEHTOB, a TAKKe JIEKTPOHHAs (hopMa perucTparuy.

10 Cucrema 311eKTPOHHOTO JIOKyMEHTOOO0POTa

11 TOCT P 7.0.8-2013. CucTema cTaHaapToB No UHdopMaLm, GUBnMoTeYHoOMY 1 n3faTenbckomy Aeny. [lenonpoussoacTeo
1 apxuBHoe Aeno. TepMuHbl 1 onpegenenus. - Beed. 2014-03-01. - M.: ®I'YIT «CraHgapTurdopmy», 2014. — MyHkT 84.

12 B cootetctBUM ¢ FTOCT P 7.0.8-2013 "CucTtema cTaHaapToB No MHdopmaLmn, GubnnoTeqHoMy 1 M3aaTensckomy Aeny.
[lenonpon3soaCcTBO 1 apxmBHOe feno. TepMuHbI 1 onpeaenexHns” PerncTpaumoHHo-yueTHas ¢opma — JOKYMEHT
(kapTOuKa, KypHan), B TOM YMCIIe B SMEKTPOHHOM BUAE, UCMONb3yEMbIN 4151 3anuCK CBEEHNN O JOKYMEHTE B LIENSX Y4eTa,
nomcka 1 KOHTpOns.
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YHuunupoanHoil GopMbI KypHalla PETUCTPALUU MOCTYMAOIINUX JOKYMEHTOB HET,
Kaxaas opranuzanus [Ipodcoro3a pazpabaTbIBacT €ro CaMOCTOSTENBHO.

Kak mpaBwuiio, xypHai umeer rpadsbl, B KOTOPbIX OTPa)KaeTCsl BXOISIINI HOMEp U JaTa
NOCTYIUIEHUS JTOKYMEHTa, OTKYJa IOCTYIUJI JOKYMEHT M €ro HOMEp, KpaTKoe COJEepKaHue
JIOKYMEHTa, OTMETKa 00 UCTIOIHEHUH, HOMEP Jiela II0 HOMEHKJIAType.

[Tpumep:

U HOMep

Bxoasmmii
HOMep
JlaTa
perucTpamun
OTnpaBuresb
Kparkoe
coJepkaHue
Hcxoagamue gara
JTOKyMEeHTAa
Pe3oonus,
HCIIOJIHUTEJIb
IMoanucek
MCIOJTHUTEIS
OTMeTKa 00
HCIOJTHEHHH,
aara
Mecto xpanenust
OpUTHHAJIA
JTOKyYMEeHTAa
IMpumeyanue

4.3.4. Ha Bcex mnocTynuBmIMX B opranmzanuio IIpodcoro3a moKymMeHTax u
OPUIOKEHUSAX K HUM B MPaBOMl HUXKHEH 4YacTHU JUIEBOM CTOPOHBI MEPBOW CTpPaHUIIBI
JOKYMEHTa MPOCTABIISIOTCS J1aTa MOCTYIUICHHSI U PETUCTPAIIMOHHBIN HOMEp 10 )KypHaty (WiIu
KapTOYKE) PErHCTPALUH MMOCTYNAOIINX JOKYMEHTOB.

Ha nonyuennom ookymenme modcem npocmasiimoCs peUucmpayuoHHbIL WmMAMN.
Pecucmpayuonnsiti wumamn npocmasnsiemcsi 6 npasoui HUMNCHel 4acmu JUYe8ou CmopoHbl
nepeoti  cmpaunuyvl  0okymenma. Pecucmpayuonnviii  wmamn — cooepicum — HOAHOE
HaumeHoganue opeanuzayuu IlIpoghcoroza, damy, pecucmpayuoHHvlll HOMEP U KOIUYECHBO
cmpanuy. Coomeemcmeyioujue c8e0eHus 0 HNOCMynusuieM OOKYMeHme 6HOCAMCA 8
Pe2UCMPAYUOHHYIO IeKMPOHHYIO KAPMOYKY OOKYMEHMA.

4.3.5. Hywmepanus noctynammux B opranuzanuio [Ipodcoroza nokyMeHTOB BeaeTcs
B TIpeZieiax KaJeHIapHOTo T0/1a, HAaYMHas ¢ TIEPBOTO HOMEPA.

4.3.6. BHyTpeHHSS  OKYMEHTAlWs CTaTUCTHYECKOTO W HMH(OPMAIIOHHOTO
XapakTepa, MOCTyMaromas B Mpo(CcOorO3HbIi OpraH OT MOCTOSHHBIX KOMHCCHH, MPO(COFO3HBIX
610po, npodrpyni Wik NpodCor3HBIX AKTUBUCTOB MOXKET HE PETUCTPUPOBATHCS.

4.3.7. TlucemenHble u ycTHble oOpamienus uneHoB I[Ipodcoroza peructpupyrorcs
OTJENIBHO OT JAPYTUX MOCTYMAOLINX T0KYMEHTOB.

4.3.8. Ilpu MOCTYIUIEHMH NMOBTOPHBIX JOKYMEHTOB IO TEM K€ BOIpPOCaM pabOTHUK,
PETUCTPUPYIOIINI JOKYMEHT, yKa3blBaeT HOMEpa M JaThl, paHee MOCTYMUBLIMX IO 3TOMY
BOTIPOCY TOKYMEHTOB | JIeJT, B KOTOPBIE OHU TTOAIIUTHI.

4.3.9. JlokyMeHTBI, aJpecoBaHHBbIE Tpenacenatento opranmsanuu I[Ipodcorosa, a
Takke 0e3 yKa3aHWss KOHKPETHOTO JIMIA, MPEIBAPUTEIEHO PACCMATPUBAIOTCS PaOOTHHKOM,
OTBETCTBEHHBIM 3a JEJONPOU3BOICTBO, a 3aTeM HANPABISIFOTCS MPEICEIATEeNI0 OPTaHU3aIIH
[Tpodcoroza. Kpome ¢ moMeTKoM «JIMIHOM.

4.3.10. PaccmotpenHsble mpencenareneM opranuszauuu Ilpodcoro3a H0KyMEHTH ¢
pEe30JIIoIMel BO3BPAIIAIOTCsl pETUCTPATOpy, Tae B PY® BHOcHUTCS conepkaHUe JOKYMEHTa, a
JOKYMEHT NepeaaeTcs M0 pPe30JIOLNU Ha UCTIOHEHHE.

4.3.11. TlocrynuBmiue TeJaerpaMMbl TPUHUMAIOTCS IO/ PACITUCKY C MTPOCTABICHHEM
JaTbl W BpPEMEHHM IIpHEMa, PETHCTPUPYIOTCS, a 3aTeM IepefaloTcss Ha PacCMOTPEHHUE
npezcenarento opranuzanun [Ipodcoro3a u 1o ero pe3ooul — Ha UCTIOTHEHHE.



51

4.3.12. Tekct moctynuBmeld TeneQOHOTpaMMBI — 3amUChIBaeTCs  (TedyaraeTcs)
nojlydaTesieM Ha OllaHKe, PETUCTPUPYETCS W OMEpPaTHBHO IMEpeNaeTcs MpeaceaaTerio
opraam3aiuu [Ipodcorosa.

4.3.13. Ilpu nepemaue U mpuemMe JOKYMEHTOB IO KaHajlaM (DaKCUMWJIBHOH CBS3H
HE00X0IMMO PYKOBOJICTBOBATHCS CIIEAYIOIIUMH TPEOOBAHUSAMHU:

00vem nepeodasaemo2o 0OKYMeHma (mekcma, cxembvl, epaguueckoco u300padcenus),
8bINOIHEHHO20 Ha Oymace popmama A4 uepuvim yeemom, He OONAHCEH NPEGbIUAMb 5 TUCMO8;

OMBEMCMBEHHOCMb 30 COOePICaAHUe Nnepedasaemou UH@opmMayuu 6031a2aemcs Ha
ucnoiHumens, noO20MosuUULe20 OOKYMeHm K nepedade, W PYKOBOACTBO OpraHH3allHU
[Tpodcoro3a;

MOJUIeXKAIU 1epeiaue JOKyMEHT PerucTpUpyeTcs;

gakcocpammvl HA UHOCMPAHHLIX SA3LIKAX OMAPAGIAIOMCA NPU HATUYUU Nepesood,
3a6epeHH020 TUYOM, NOONUCABUUM PAKCOZPAMMY;

3anpewaemcs nepeoasams MeKCcm OOKYMEHMOo8 ¢ nomemkou «/Ansa cuyscebHozo
NOIb306AHULY;

NOONUHHUKY — OOKYMEHMO8 NOCie Nnepeoayu  8036pawaromcst UCHOIHUMENSAM ¢
OMMEMmKOU 0 8peMEeHU OMNPABKU;

NoCTynuBIIME (AKCOTPaMMBI ~ PETHCTPHPYIOTCS, TIEpElaloTCsl — aapecaTaMm  IMoJ
pacHuCKy B JIEHb UX IIPHEMa, CPOYHBIC — HEMEIJICHHO;

MOCTYNUBIIMKA BClie[, 3a ¢akcorpaMMoOi MOJIMHHUK JOKYMEHTa HAampaBIIIeTCs
UCTIOJTHUTEITIO;

Gaxcoepammvl Ha UHOCMPAHHBIX A3LIKAX 00CMABNAIOMCA aopecamy 6e3 nepesooa.

3axonuennvie Oenonpouzso0cmeom Gakcoepammvl cOAOMCA UCHOTHUMENEM OJis
NOOWUBKU 6 O0eld NePpedaHHbiX (NPUHAMDBIX) (PaKcoepamm, UMewux CpoK XpameHus 0OUH
200. Koumponv 3a ucnonvzosanuem axcumMunvbHOU —MEXHUKU, VCMAHOBIEHHOU 8
opeanuzayusix Ilpogcoroza, ocywecmensiemes ux Ilpedcedamensmu.

4.3.14. JlokyMeHTBI B OJJICKTPOHHOM BHJE, IOCTyHAlONKe B MPO(COI3HYIO
OpraHu3aINIo, IPOXOIAT MPHEM, PETUCTPAIIHIO, PACCMOTPEHHE TpeIceaTeNIeM OpTraHu3aIiH
[Tpodcoro3a 1 0 Pe30TIONHN TIEPEIAIOTCS UCTIOTHUTEISIM.

4.4. Ilepeoaua 00KymeHmog na paccmompeHnue U UCnOJIHEeHUe.

4.4.1. [lpeosapumenvhoe paccmompenue OOKYMEHMO8 NPOBOOUMCS C  UYelbio
pacnpeoeneHusi NOCMYynusUUx 0OKyMeHmos Ha mpedyowue 0013amenbHO20 PACCMOMPeHUs.
PYKOBOOCMBOM U HANPAGIsAeMble HENOCPEOCMBEHHO 6 CMpPYKMYpHble HOOPA30eleHUs. U
0MBEMCmMEEHHbIM UCNOTHUMETSIM.

4.4.2. [lpedsapumenvhoe paccmompenue OOKYMEHMO8 OCYWECMBIISIeNC s, UCX005 U3
OYEHKU UX COOepHCAHUs, HA OCHOBAHUU YCMAHOBIEeHH020 6 opeanuzayuu Ilpogcorosza
pacnpeodeneHus 0053aHHOCMEll.

4.4.3. Jlokymenmsi, nocmynuswiue 6 opeanuzayuto Ilpogpcoroza no eonpocam, He
mpebylowum  pacCMOMpeHuUst  PYKOBOOCMEOM, — HANPAGIAIOMCA — OMBEMCMBEHHbLIM 34
0e10npou3800CmME0 HeNnoCpeOCmeeHHo 8 cmpyKmypHole noopasdenerusi. OcHoganHuem O
NPUHAMUS peleHUss 8 Xo0e Nped8apumenbHo20 pAacCMOMPEHUs AGIAEMCA COOePIHCaAHUEe
O00KYMeHmaA, a He aopeco8aHnue 00KYMeHmMa COOMEemcmayouemy 00IHCHOCMHOMY JUYY.

4.4.4. Paccmompennvle PYKOBOOCMBOM OOKYMeHmbl 8038pawyaloOmcsi
0MBEMCMEEHHOMY 3d 0eONPOU3BOOCMBO, 20€ 6 INEKMPOHHYIO PECUCMPAYUOHHYIO KAPMOYKY
BHOCUMCSL COOEPIAHCAHUE Pe30TIOYUL, 3ameM OOKYMeHM nepedaemcs Ha UCNONIHEHUe.
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4.45. [Tloonunnux OoKymMenma HaANpaseisiemcs 6 CMmpPYKmypHoe noopasoeneHue
opeanuzayuu Ilpogcorsza, omeemcmeennoe 3a ucnoinenue Ooxkymenma. Ilpu Hanuuuu
HeCKOIbKUX — UCHONHUMeNel  NOOAUHHUK — OOKYMeHma nepeoaemcsi 6 CMPYKMYpHOe
noopasoenenue, AGNAIOWeecs: OMEemMCcmeeHHbIM UCHOTHUMENEM, OCMAlbHble NOOPA30eleHUs
ROIYUAOm KONUo 0OKYMeHmA.

4.4.6. "llpu obecneueHuu 603MONCHOCMU OOCMYNA UCNOJHUMEN K D]eKMPOHHOU
KONUuu OOKYMEeHmMAa 6 cucmeme 31eKMpPOHHO20 OOKYMEHMOo0obopoma NOOJUHHUK OOKYMeHmd
Modicem 0cmagamuvcs 8 Cyxicoe 0eonpou3800Ccmed, eci 9mo YCmaHo81eHo UHCMPYKYuell no
denonpouszeodcmsy 6 opeanuzayuu I[Ipogcorosa.

4.4.7. Ioonrunnux 0oKyMeHma, KOmopblii UCNOJIHAemCS HeCKOJIbKUMU
CMPYKMYPHLIMU  NOOPA30eNeHUAMY, NOLyYaem OMEemMCmEeHHblll UCNOIHUMENb (Kpome
O00KYMeHmo8, noonedxcawux 6o3epamy). OmeemcmeeHHbIM 34 Op2AHU3AYUIO BbINOIHEHUs
HOpYYeHUs NPU SMOM CUUMAEMCcs MOm UCHOTHUMENb, Ybs GaMuius YKA3aHa 6 pe3onioyuu
nepeoll (OCHOBHOU UCNOIHUMENDL), eM)y nepeoaemcs NOOTUHHUK OOKYMEHMA, OCMATbHbIM
ucnonHumensam nepeoaromcs KOnuu.

4.48. TluckMa mo mpoOsemMaMm, 3aTparvBalOUM  KOJUIGKTHBHBIE  HHTEPECHI
pabOTHUKOB W TpeOyIOUIMM TPUHATHS Mep €O CTOpoHbl opranuzanuu IIpodcorosa,
JIOKJIQIBIBAIOTCS  paOOTHUKOM, OTBETCTBEHHBIM 3a JICJIONPOM3BOJICTBO, TIPEACEHATEINIO
opraam3anuu [Ipodcoro3a 1 HCIIOTHSFOTCS 110 €r0 TOPYUYCHHUSIM.

4.49. Tlepemaya MJOKYMEHTOB Ha pAcCCMOTPEHHE TMPEICEAATEII0 OpTraHU3aliH
[Tpodcoro3a mpon3BOANUTCS B I€HD MOCTYTICHHS.

4.4.10. Eciu o OOBEKTHBHBIM MPUYMHAM HCIIOJIHEHHE JIOKYMEHTa HEBO3MOXHO B
YCTaHOBJICHHBIN CPOK, TO OTBETCTBEHHBIN MCIIOTHUTENb HE MEHEE YeM 3a 2 IHS 10 UCTCUCHUS
CpOKa JIOJDKEH TONy4YuTh pa3pelieHue npeacenarens opranuzanuu Ilpodcoro3za Ha
NpOJUICHHE CPOKAa MHCIIOJIHEHUS JOKyMEHTa ¢ coo0leHueM 00 95TOM pabOTHHUKY,
OTBETCTBEHHOMY 3a JIEIOMPOU3BOJICTBO.

4.411. JlokyMeHT TiepefacTcsi Ha WCIOJHEHHE TIocie peructpanuu B PYD u
MOJTyYEHUST PACIIHCKH B HEH OT UCIIOJHUTEIIS O TIOTYICHUH JOKYMEHTA.

4.4.12. Tlepemaya JOKYMEHTOB OT OJIHOTO HCIIOJIHUTENSI JIPYTOMY TIPOU3BOIHUTCS
TOJIBKO TIOCIIe MHPOPMUPOBAHUS PAOOTHHKA, OTBETCTBEHHOTO 32 JISIIOIIPOU3BO/ICTRO.

4.5.  Ilopsaook npoxorcoenus 6HympeHHUX 0OKyMeHmMo8

4.5.1. Ilpoxoosicoenue GHympeHHUX OOKYMEHMO8 HA 3IMAnax ux mnoo020moeKu U
oopmienUss OONHCHO COOMBEMCINBOBANb NPOXOHCOEHUIO OMNPABIAEMBIX OOKYMEHMO8, d HA
amane UCNOIHEeHUS — NOCIYNAIOWUX OOKYMEHMOS.

4.5.2. Ilpoekmovl  pacnopsaoumenvbHulX  OOKYMEHMO8  NOCle  NOO020MOSKU U
CO2NACOB8AHUA C 3AUHMEPECOBAHHLIMU NOOPA30ENeHUAMU U  OOIHCHOCMHBIMU  TUYAMU
nepeoaomcsi OmeemcmeeHHOMy 3a 0el0NPOU3800CMB0, KOMOPbIL OCYueCmeaisen KOHMpOib
3a NPABUNLHOCMBIO UX OPOPMIEHUSL.

4.5.3. Odghopmrenuvie OOKYyMeHmMbl NEPeOArdMCcs HA NOONUCL PYKOBOOCHEY 8
COOmMEemcmeuu ¢ npagom NOONUCcU OOKYMEHMO8 U pacnpedenerHuem obsazannocmei. Ilocne
HOONUCAHUSL OOKYMEHMbL PESUCTPUPVIOMCAL.

4.5.4. Ilpoexmbi NpuKkazo0e GHOCAMCA C NPUNONHCEHUEM BCeX HeoOXOOUMbIX
OOKYMEHmMOo8 (pacyemvl, CMemvl, NIAHbI, NPOSPAMMbBL U M.N.), C COOMBEMCMBYIOUWUMU
8U3AMU.

455. llpu Hanuuuu 3amevyanuii u NPeONONCEHULl CO CMOPOHbL CO2NACYIOULe2O
UCNOTHUMENbL NPOEeKMA GHOCUM 8 MEKCM NPOeKmMd COOmeemcmeywue HONpasKu u
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coenacosvisaem noemopHo. IIpu HeB03MONCHOCMU NPUHAMUS NONPABOK UCHOTHUMENb
NPOeKma NUCbMEHHO MOMUBUPYEM C80€e Hecozlacue.

4.5.6. Ha npuxas, pacceiniaemvlii bonee wem 6 4 adpeca, ucnoinumens 20mogum u
npuiazaem K npoeKmy yKazameib 03HAKOMLEHUs (PACCHLIKY).

4.5.7. Pacnopsowcenus  uzoaromcs — pyKogooumenem — OpeaHu3ayuu Ui e2o
3amecmumenem no meKyujum onepamuHbiM 60NPOCamM NOBCEOHEBHOU AOMUHUCPAMUBHOU U
NPOU3800CMEEHHO-XO3AUCMBEHHOU 0esMelbHOCHIU.

4.5.8. Ilpoexmvl  pacnopsidcenuil — GU3UPYIOMCA — MAKiCe  PYKOBOOUMENAMU
noopasoenenutl, KOmopvim a0peco8anbl COOepPHCAUUecs 8 HUX NOPYUeHUsL.

4.5.9. Jloknaouvle, cuyscebOHble, 00BACHUMENbHbIE 3ANUCKU PESUCTPUPYIOMCS 8
KAHYeaapuu u 00800AmMcsi 00 UCNOTHUmMeNell Yepe3 OmeencmeeHH020 3a 0eIONPOU3B00CME0 6
CMPYKMYPHBIX NOOPA30ENeHUSIX.

4.5.10. I'pasxcoancko-npasogvlie 002080pbl (Konmpaxmel, coenauienus,)
NOO20MABIUBAIOMCS  CIPYKMYPHbIMU — NOOPA30ENEHUAMU 60  UCHOJHEHUEe NOpYyYeHull
Ilpedceoamens opeanuzayuu 6 CcOOMEeMcmeuu ¢ mpedOBaAHUAMU 3AKOHOOAMEeNbCMEa
Poccuiickoti @edepayuu.

45.11. Bce npoexmvl  002060p08  (KOHMPAKMO8,  CO2NAWIEHUL)  NOONeHCaAm
00513amebHOMY CO2NIACOBAHUIO 8 IOPUOULECKOM OmOeile Opeanu3ayuu (npu e2o Haiuduu,).

4.5.12. Pasmnooicennvle  IK3eMNIAPbL noonucannvlx  Ilpedceoamenamu  u
3ape2ucmpupo8anHblx  OOKYMEHmMo8 6  0053amenbHOM  NOopsdKe  pAacCuliaromcs 8
CMpYKmypHvle Nnoopazoeiienus, 6 Ge0eHUU KOMOPLIX HAXO0AMCA paccmampugaemble
B0NPOCHL, CO2NLACHO YKA3AMENI) PACCHLIKU.

4.5.13. I[lepedaua  O0okymeHmo8  medxcoy  CMPYKMYPHLIMU — NOOPA30eeHUsMU
ocyujecmansiemces uepes auy, OMEenmcmeeHHbIX 3a 6e0eHUe 0elONPoU3800CmMEd 8 KOHKPEMHOM
CMPYKMYpPHOM noopazoenenuu. JJoKyMeHmvl nepedarmcs ¢ cOOmeemcmeyowell Ommemxou
6 npoepamme «/lenoy.

4.6. Paboma ucnonnumeneil ¢ 00KyMeHmamu

4.6.1. Opeanusayuss pabomsl ¢ OOKYMEHMAMU 8 OP2AHU3AYUU OCYWECMBIILemCcs Ha
OCHOBAHUU YKA3AHULL NO UCNOJIHEHUIO OOKYMEHMO8 (pe30ioyutl) npedceoamens opeaHu3ayull,
PYKOBOOUmeENs. CMPYKMYPHO20 NOOPA30eNeHUsl, UHBIX O0JIHCHOCTIHBIX JIUY.

4.6.2. Pyxogooumenu/cneyuanucmsl CmMpYKMypHblX HOOpA30eneHuti OpeaHu3ayuu 8
npoyecce UCNOTHEHUsI OOKYMEHMA OCYUIeCmEIsIon.

- coop u 06pabomxy Heo6x00uMOU UHDOpMaAyUU;

- N0020MOBKY NpoeKkma OOKYMeHma U 6cex HeoOX00UMbIX NPUNONCEHUL C
cobnoodenuem npasus OOKYMeHMuUpoBanUsl, YCMAHOBIEHHbIX 8 OP2AHUZAYUU;

- coenacosanue NPoeKma ¢ 3auUHmMepeco8aAHHbIMU OOIHCHOCTHBIMU TUYAMIU,

- 0opabomky npoekma OOKYMEHMAa N0 3aMeYaAHUsM, NOJIYYEHHbLIM 6 X00e
coenacosanus (8 ciyyae cepbesHol KOPPeKMUpOosKU NPOeKma OOKYMEHMA NPo8oOUMCs €20
HOBMOPHOE CO2NACOBAHUE);

- 8 HEOOXOOUMBIX CYUAAX - NOO2OMOBKY CHUCKA (VKA3amens) paccbliKu OOKYMeHma,),

- npedcmasierue npoekma 0OKyMeHma Ha NOONUCh (Ymeepaicoene) pyKosooCmsy,

- onpedeiieHue MeCma XpaHenus OOKyMeHma (Konuu OOKYMeHmAa) no HOMeHKIamype
oell, 8 KOmopoe 00.19%ceH Oblmb noMeweH OOKYMEHM.

4.6.3. [lpedycmampusaemcsi nopsook 2epynnogou pabomvl HAO OOKYMEHMOM 8
CYUAsX, eciu UCNOTHeHUe OOKYMEeHmMa NOPY4eHO HeCKOIbKUM TUYAM:
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4.6.4. omeemcmeeHHbIM 3a OP2AHU3AUUIO BLINOIHEHUS NOPYUEHU CUUMAemcs mom
UCNOTHUMENb, Ybs Pamunus yKasaua 6 pe3onioyuu nepeotl (0CHOBHOU UCNOTHUMEND),

4.6.5. omeemcmeenHblll UCNOIHUMENL NPABE CO3bIEAMb COUCNOIHUMENel O0Jis
8bIPADOMKU COBMECMHO20 PeUleHUsL,

4.6.6. npoexmul pewienutl npeOCmMasiAIOMCA COUCNOIHUMENAMU OMEEMCIMEEHHOMY
ucnonHumenio.

4.6.7. B cnyuae omcymcmeus ucnoinumens (KOMAHOUpOBKA, OMNYCK, 0O0Je3Hb)
00KyMeHmbl nepedaromcs Opy2omy UCHOTHUMEN0, 8 Clyyde )YGOJbHeHUs padomHUKa uiu
nepexooa Ha 0py2ou y4acmox pabomvl OOKyMeHmMbl Nepedaromcs no aKmy npuema-nepeoadu
PYKo8oOumento noopas0eneHus Uil no e20 YKa3aHuro 6HO8b HA3HAYEHHOM) COMPYOHUKY.

4.6.8. Hcnonnumenv umeem npaso npeonazamv UMeHeHue CPOKA UCNOJHEeHUs
0oKyMenma

4.6.9. (c coomeemcmeyrouum 060CHOBAHUEM, NPEOCABIAEMbIM PYKOBOOCMEY), eciu
OmMCcymcmeyom peaivhsie YCl08Usl 8bINOIHEHUSA 3A0anUs, 0elamb NOMEmKU Ha 0OKYMeHme O
8peMenu e20 NOCMYNIeHUs, O 0amax NPOMeNCYMOYHO2O0 UCHOIHeHUs (MmeleOHHbIX U
HUCbMEHHBIX 3anpocax), o oame u pesyibmanme OKOHYAMeNbHO20 UCNOIHEHUSL.

4.6.10. Ucnoanumenv ne 00ndicen pazenauiams cooepicanue NOCMYNUSUIUX K HeM)
O0OKYMEHMO8 U NOO2OMOBIEHHbIX NPOEKMOB CLYHCEOHBIX OOKYMEHMO8, C HUMU MO2Yym Obimb
O3HAKOMEHbL MONLKO UYd, UMeroujue OMmHOUWeHUe K UX UCNOTHEHUIO.

4.6.11. Ucnonnumenv  onpedensem  HeoOX00UMOe  KOIUHECBO  PACCHLIAEMbIX
9K3EMNIAPOS OOKyMeHma, nepedaem OOKymMewm Ha mupaxcuposanue. Ha ookymenm,
paccoliaemvlii 6oiee yem 8 uemvlpe aopecd, UCHOJIHUMEb 20MOBUM YKA3AMeNb HA PACCHLIK) .

4.6.12. Ilpu onepamuenom peweHuu 80NPocos Oe3 cocmaeienusi OONOJHUMENbHbIX
O0OKYMeHmMo8 UCNOIHumenb Oelaem ommemKu Ha OOKyMeHnme: O Oame NOCMYNjieHus (eciu
00pazoeancs UHMeEP8Anl BpeMeHU MeHcOy NOCMYNJeHuem OOKYMeHma U e2o0 00CmasKol
ucnonHumenio), 0 0amax NPOMeNCYmouyHO20 UCNOJIHEHUs (3anpoc ceedenutl, menegonHvle
nepezosopvl u m.0.), 0 oame u pe3yabmamax OKOHYAMeIbHO20 UCNOIHeHus. Bce ommemxu
Ppazmewaromest Ha C860O0OHBIX OM MEKCMa MeCmax.

4.7. Oco0eHHOCTH perucTpaluuu, PACCMOTPEHHS M WCMOJHEHUs]  MPeIJI0KEeHH,
3asiBJICHUH M 7KaJ100 rpaskiaH.

4.7.1. B opranuzauuu IIpodcoroza npoBoaurcs:

MpOBEepKa TMOCTYMUBIIMX THCEM Ha TOBTOPHOCTh oOOparmieHusi (MMCbMEHHOMY
oOpallleHnto, MOCTYNUBIIEMY MOBTOPHO OT OJHOTO M TOTO € 3asBUTENS B TEUEHHUE TOja,
MIPUCBAMBAETCS HOMEP MPEbIAYIIETO MMChMa U MPOCTABIISAETCS AaTa MOCTYIUICHHUS );

KOHTPOJIb W OTIpaBKa OTBETOB HAa IMChMA, IO KOTOPBIM JIaHBI MOPYYCHUS
npezcenarenaem oprannsanuu [Ipodcorosa.

4.7.2. B npodcoro3HBIX OPTaHU3ANHIX TUChMa TPaKIaH PACCMATPHBAIOTCS B CPOK JI0
OJIHOTO MecsIa, a He TPEeOYIONIMe JOMOJHUTESILHOTO M3YYCHHS W TPOBEPKH — B CPOK HE
6onee 15 nHEH co JHS UX MOCTYIUICHHUS.

B ciygae, ecnu mocraBieHHble B oOpamienun dineHa [Ipodcoro3a Bompockl HE BXOAST
B KOMIETeHIMIO opranuszanud IIpodcoroza, Takue oOpamieHUss B S5-JAHEBHBIH CpPOK
HANPABISAIOTCS M0 TMPUHAAIEHKHOCTH C TMOCIEAYIOMUM HWHHOPMUPOBAHHEM 00 3TOM
3asIBUTEIIS.

B oTaenpHBIX ciydasx, Korjaa IS pa3pelieHUs 3asBIICHUS WM JKalo0bl YICHA
[Ipodcoroza  HEoOXOAMMO  MpOBENEHHE  CHEUUAIbHOM  MPOBEpPKH, HUCTpeOOBaHUE
JIOTIOTHATEILHBIX MAaTePUAIOB U TPHUHATHE JPYTUX MEp, CPOKH pPa3pelIeHHUS TaKUX KaIoo
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MOTYT OBITH B TOPSIKE MCKIIOYCHUS MPOJUICHBI MpencenateneM opranmzanuu [Ipodcorosa,
HO He Oosee yem Ha 30 mHelt, ¢ coobmenneM o6 3tom uneHy IIpodcoroza, monaBmemy
3asIBJICHHE WM )Kano0y B opranm3anuio [Ipodcorosa.

[Ipemioskenus, 3asBIEHUS U KajloObl, HA KOTOPBIE JAETCs MPOMEKYTOYHBIH OTBET, C
KOHTPOJISI HE CHUMaroTca. KOHTpOIb 3aBepuIaeTcss TONBKO IOCIIE BBIHECEHHS DELICHUS H
NPUHSATHS UCYESPIBIBAIOIIMX MEP 110 UX Pa3pEIICHHIO.

AHoOHUMHBIE OOpaieHus (0e3 moanucH M yKa3zaHus (aMWINU, UMEHU U TOYTOBOTO
ajpeca) oOpalieHusi, HE TOJJAIONIMecs NPOYTCHHIO, a TakkKe IyOnuKaTtHeie (BTOpOH
MOCJICYIOIUE TEKCThI OJIHOTO OOpallleHHsI, HAIPABICHHOTO B Pa3IMYHbIC WHCTAHIMHA WM
MOBTOPSIONINE TEKCT MPEIbIAYIIEro oOpalieHusi, Ha KOTOpBIA ObUI JaH OTBET) HE
paccmarpuBatorcs. Ha ayOnukatable oOparieHust (3asBICHUS) MOTYT HANpPaBIIATHCS
YBEAOMJICHHSI O paHee JaHHBIX OTBETaX WJIM UX KOIHH.

4.7.3. B cmydasx, Korga K 3asBICHUSM U JKajno0aM TpakJaH TNpUararmTcs
NOJUTMHHBIE JTOKYMEHTHI (YIOCTOBEPECHHUsS, TPYAOBbIC KHIDKKH M T.I.), OHH BO3BPALIAOTCS
aBTOPY C YKa3aHHEM IEePEYHs MPHUJIOKCHHS B TEKCTE MUChbMA-OTBETA 3aKa3HOW IMOYTOU C
YBEIIOMJICHHEM O BPYYCHHUHU.

4.7.4. [lucvmennvle oopawenus epaxicoan (8 mom 4ucie Ha UHOCMPAHHBIX A3bIKAX),
nocmynusuiue 8 aopec npeoceoamens OpP2AHU3AYUU, PESUCMPUPVIOMCI Y OMEEMCMBEEHHO20
3a 0e10NpoU3800CME0.

4.75. 3apecucmpuposannvie  obpawjeHus  epaxcoan 8 - 3ABUCUMOCHMIU  Om
CO0EPAHCAUUXCS 8 HUX BONPOCO8 NEPEOAIOMCsl PYKOBOOUMENIO OP2AHU3AYULL.

4.7.6. Ecu no nucbmMeHHOMY O00pawjeHuro 2pancOaHuHa 20mosuUmcs npoeKm
pesonioyuu npeocedamelis, coO0epHcaull HeodXo0ouMble NOpyueHus, mo 8 Hem 003amenrbHO
VKA3bIBAIOMCST CPOKU UCNOJIHEHUST NOPYYeHUll, NOpSOOK Omeema aemopy NucbMd, a npu
HeobXooumMocmu — u 00K1aoa.

4.7.7. B HeoOX00umMblX CIAy4asx NUCbMEHHble 00paujeHus 2paxcoan bepymcs Ha
KOHMPOJb, M020a 8 NPABOM BEpXHEM Vely Nepeozo NUCMA 00pawjeHus Cmassamcs Wmamnsl
«Konmponvy» u «Ilucvmo noonedxcum 6036pamy».

4.7.8. Bonpocwi, noousimole 8 NUCLMEHHOM 00pAUIeHUU SPANHCOAHUHA, CUUMAIOMCSL
PeUWeHHbIMU, eClU OHU PACCMOMPENbl, NO HUM NPUHAMbL He0OX00UMble Mepbl U 3As8UMENt0
O0aH omeem 6 NUCbMEHHOU UU YCMHOU OpMAXx.

4.7.9. Konuu 6cex OOKYMeHMO8, CBA3AHHLIX C PACCMOMPEHUEM NUCbMEHHBIX
obpawjeHull 2epaxcoan 6 CMPYKMYPHbIX NOOpA30eleHUsX Op2anu3ayul, nepeoarmcs
0MBEMCMEEHHOMY 3a OEIONPOUIBOOCIBO.

4.7.10. 3axoHuennvlie nucoMenHble 00pAWEHUsT SPAXtCOaH Gopmupyromes 6 oena 6
COOMBEMCMBUU C YMBEPHCOEHHOU HOMEHKIAMYPOl Oell.

4.7.11. Ilocrynusiiee MurepHer-oOpamenue wieHa [Ipodcoroza pacneuarsiBaercs, u
JanpHeimas padoTa ¢ HUIM BEAETCS KaK C MMCbMEHHBIM 00paIIeHUuEeM.

4.8. Paboma c O00Kymenmamu, COOEPHCAWUMU CIIYHCEOHYIO UHPOpMayuIo
02PAHUYEHHO20 PACRPOCMPAHEHUA

4.8.1. Paboma c¢ OOKyMeHmamu, COOEPAHCAWUMU CIYHCEOHYIO  UHBOpMayuio
02PAHUYEHHO20 — PACHPOCMPAHEHUs,  OCYWEeCMEIAemcs 6 OpeaHu3ayuu 6 Nnopsoke,
YCMAHOBNIEHHOM OJi HECEKPEMHbIX OOKYMEHMO8, ¢ Y4emoM 0COOEeHHOCMEU, U3NIONCEHHbIX 6
Hacmosujem pasoere.

4.8.2. Ha noozomasnueaemvix 8 omoeniax opeanuzayuu 0OKyMeHmax (ux npoekmax),
UBOAHUSAX, COOEPAHCAWUX CLYIHCEOHYIO UHDOPMAYUIO OCPAHUUEHHO20 DPACNPOCHPAHEHUS,
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npocmaensaomcs nomemka «/nsa cayscebnoeo nonvzosanusy (Oanee — «/{CII») u Homep
9K3EMNIAPA.

4.8.3. [oxymenmuposannas uHgopmayus 02paHUYeHHO20 pPACHPOCMpaHeHus 6e3
CanKyuu npeoceoamens OpeaHu3ayuy He noONeHCUm pazeiauleHuro (PacnpoCcmpaHeruro).

4.8.4. Heobxooumocmv npocmasieHusi Ha  Ookymenmax nomemxu  «CIIy»
onpedensemcsi  UCHOTHUMeENeM U OOJNCHOCMHBbIM — JTUYOM,  NOONUCHIBAIOWUM — UTU
VMBepHcOarouuUM OOKYMEHM.

4.8.5. Jlonscnocmuole auya, npuHssuiue peuteHue 00 OmHeceHuu
OOKYMEHMUPOBAHHOU UHGOpMayuu K UHDOpMAYUU O02PAHUYEHHO20 PACHPOCMPAHEHUS,
Hecym NnepCcoHaIbHYI0 OMEEemCME8EeHHOCHb 3 000CHOBAHHOCIb NPUHAMO20 PEULeHUS.

4.8.6. Ilomemxa «/[CII» u Homep 5K3eMNIAPA NPOCMABIAIOMCIA 8 NPABOM BEPXHEM
Yyeny nepeou cmpanuybl OOKYMEHmMAd, a Mmakice Ha Nepeol cmpanuye conpo8ooumenibHO20
RUCbMA K 2MOMY OOKYMEHMY.

4.8.7. Ilpuem u pecucmpayus 6x00AWUX OOKYMEHMOS8, A MAKICE pPecucmpayus
UCXOOAUWUX — OOKYMEHMOB,  COOePIHCAWUX  CIYHCEOHVI0  UHPOPMAYUI0  02PAHUYEHHO20
pacnpocmpanenusi, ¢ nomemkou «JCII»y ocywecmeansaiomesi 0meemcmeeHHOMY — 3d
0e10npPouU3800CMB0.

4.8.8. Joxymenmuol ¢ nomemxoui «CII»:

- VUUMBIBAIOMCSL OMOENbHO OM HEeCEeKPEeMHOU OOKYMEeHMayuu,

- neuamaromcs ¢ yKazaHuem Ha auyeou u 0O0POMHOU CHOPOHE 8 NeBOM HUNCHEM
Yeny nocieoHe20 UCA KadiCO020 IK3EeMNUAAPA OOKYMeHma KOAUudecmea OmnedamanHblx
IK3EMNIAPOS, (amuiuu UCHOTHUMEN U HoMepa e20 Caydcedbnoeo menegona. Ha nuyesotl
CMOpOHe  Kadc0020 JIUCMA OOKYMEHMA 6 NPABOM HUMICHEM Yely NpOCMAIsOmCs
HauMeHo8anue ailia, O0ama neyamauus, UHUYUATLL UMEHU U Omuyecmed, hamunus
cneyuanucma, neyamaguieco OOKYMeHm,

- nepeoaromcsi COmpyOHUKAM OMOeN08 OP2aHUu3ayuu nood pAacnucky no YKazameio
PACCHLIKY, COCIABIEHHbIM U NOONUCAHHBIM UCHOTHUMENEM,

- nepecuLIarmcs Opyeum OpeaHam U OpeaHUu3ayuiamM enbovbe2epcKkoll CayHcoOou unu
cneycesasvio;

- XpaHamcs 8 cellghax unu Heccopaemvlx Memaiiudeckux wragpax.

4.8.9. Hcnonnennvie ooxymenmuvr ¢ nomemxou «/{CII» epynnupyiomcs 6 Oena 6
COOMEEemMcmauULU ¢ HOMEHKIAMYPOU 0ell HeCEeKPemHO20 OelONnPoU3B00Cmed OmoeibHO Uil
emecme ¢ OpyeUMU HECEKPEMHbIMU OOKYMEHmMamu no OOHOMY u momy dce eonpocy. Ha
0651001CcKe  0ena, 8 KOmopoe NOMeujeHbl Mmakxue OOKYMEHMbl, NPOCMABIsemcs NOMemKd
«/[CI1».

4.8.10. Yuuumooicenue oen, ooxymenmog ¢ nomemrou «JCII», ympamuswux ceoe
npakmuyecKoe 3HaveHue U He UMEeoWUx HayyHou U UCMOPUYeCcKOoll YeHHOCMU, NPOU3B0OUMCS
no axkmy. B yuemmuwix ¢hopmax 06 smom Oenaemci ommemKa CO CCbLIKOU Ha
cooOmeemcmeayIouuil akm.

4.8.11. O3uaxomnenue compyOHUKO8 OpeaHu3ayuu ¢ OOKYMeHmamu u oenamu,
umetowgumu nomemxy «ACII», naxooawumucs 6 apxuge opeaHu3ayuu, OCyWecmeiiemcs ¢
coenacus Ilpeoceoamens opeanuszayuu. Ilpu smom ykazanHwvie OOKYMeHmbl Mo2ym Obimb
8bI0AHBL COMPYOHUKAM OMOEN08 OP2aAHU3AYUU NOO PACRUCKY B0 8PEMeHHOe NONb308aHue Ha
cpoxk He bonee 10 onell.

4.8.12. 3a ympamy ookymenmos c¢ nomemkou «/[CIIy, pazenawenue cuyxcebHouU
uHGopmayuu 02paHULeHHO20 PACNPOCMPAHEHUs], A MAKHCe HAPYUleHUs NOPAOKa obpaujenus
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C  OOKYMEeHmAaMu, COO0epHCawuMu maxkyro uxngopmayuro, CcOmpyOHUKYU CMpPYKMYpHuIX
noopasoeieHull OpeaHu3ayuu Mo2ym Ovlmb npueiedensvl K OUCYUNTUHAPHOU ULU UHOU
nPeoyCMOmMpeHHOU 3aKOHO0AMeNbCNEOM OMEEMCEEHHOCU.

4.9.  Yuem xonuuecmea 00OKymeHmos

49.1. Vuem konuuecmea OOKYMEHMOS8 34 ONpPeOesleHHbIl Nepuood epemeHu (200,
Mmecsy) nposooumcs N0 OAHHbIM CUCTEMbl INEKMPOHHO020 OOKYMeHmMoobopoma.

49.2. Pezynomamoi yuema Konuuecmaea O0OKYMEHmMO8 0bobwaromest
0mMEemCcmeeHHbIM 3a 0eJIONPOU3BO0CHEO U NPeOCMABIAIMC NPedcedamenio Op2aHu3ayuu.

4.9.3. 3a eounuyy yuema Konuvecmea OOKYMeHMO8 NPUHUMAEMCS CAM OOKYMEHM, C
VUemoM PA3MHONCEHHBIX IK3EMNIAPOS.

4.9.4.  PazmHodceHHble OIK3EMNIAPbl  NOOCHUMBIBAIOMC  OMOENbHO HA OCHOBE
NPUHAMOT 8 OP2AHU3AYUU CUCTEMbL Y4ema OOKYMEHMO8.

4.95. Vuem xonuuecmea OOKYMeHmMO8 MOdiCEmM NPOBOOUMbCA NO OP2AHU3AYUU 8
Yenom uiu no OmoeIbHbiM N0OPA30eNeHUSIM.

4.9.6. Iocmynarowue u cozoarouuecs: OOKyMeHmbvl NOOCHUMbIEAIOMCS. OMOENbHO.

49.7. Hmoeosvle dannvie noocuema npeocmasisiomcs ¢ madoauunou gopme. Ilo
Kasicooll epynne y4umvleaemcs: KOIu4ecmeo OOKYMEHMO8 U OMOeNbHO ux mupasxc (yugpol
APOCMABIAIOMCA Yepe3 KOCYI0 uepmy uiu 6 omoenvHwvix epagpax) Obpazey oghopmnenus
npeocmasnen (npunodxcenue Ne 21).

4.10. KoHTpoJIb HCTIOTHEHHS JOKYMEHTOB.

4.10.1. KoHTposns  UCTIONHEHHWS  JOKYMEHTOB —  COBOKYITHOCTh  JICHCTBHIA,
06eCIIeunBaONINX CBOEBPEMEHHOE HCIIONHEHNE JOKYMEHTOB Y,

4.10.2. KoHTpOJIb UCIIOJIHEHUS JOKYMEHTOB BKJIFOYAET:

—  TIOCTAHOBKY JIOKYMEHTa Ha KOHTPOJIb;

—  YCTaHOBJIEHHE CPOKOB HCIIOJIHEHHSI JOKYMEHTA;

— TIPOBEPKY CBOCBPEMEHHOTO JOBEACHHS JOKYMEHTAa JIO HCIIOJHUTEIS W XOJaa
UCTIONTHEHUS (10 UCTIONHUTENS JOKYMEHT JIOJIKEeH ObITh JOBEIEH He TMO3JHEE OJHOTO JHS C
MOMEHTA €TI0 PETUCTPAIIHH);

—  CHSATHE C KOHTPOJIS,

—  HampaBleHHE UCIIOJHEHHOTO IOKYMEHTa B JIEJO;

—  yueT, 00001IeHre 1 aHaTTN3 X0J]a U PE3yJIbTaTOB UCIIOJIHEHUS JOKYMEHTOB;

— uHbopMupoBaHHE Tpenaceaarens opranuzanuu I[Ipodcoro3a o xome HCIOTHEHHS
JIOKYMEHTOB.

4.10.3. KoHTporo TOJIek,aT BCE 3apErHCTPUPOBAHHBIC JOKYMEHTHI, TPeOyIOIIHe
UCTIOJTHEHHUS.

4.10.4. KoHTposib 32 CpOKaMU HCIOJHEHHUS JOKYMEHTOB OCYIIECTBISIET PAaOOTHHK,
OTBETCTBEHHBIM 3a JEJIONPOM3BOJACTBO B opraHm3anuu [Ipodcoro3a, u  perymasipHO
(e’KeKBapTaIbHO, pa3 B TMOJYTOAME, €KEroAHO) MHPOPMUPYET Mpeaceaarens OpraHu3aluu
[Tpodcoroza o xone u pe3yabTaTax UX BHITIOTHEHHS.

Ocy1ecTBiseTcs KOHTPOJIb HCIOJNHEHUS JOKYMEHTOB Ha 0a3e perucTpamroOHHBIX
naHHBIX B PY® u ucnonb30BaHUE PEerduCTPAllMOHHO-KOHTPONIBHBIX KapTouek ([Ipunokenue
NeB).

13TOCT P 7.0.8-2013. CucTema cTaHaapToB Mo UHdhopMaLim1, GUBNMoTeYHOMY 1 3patenbckomy aeny. [lenonponssoncTtso
1 apxvBHOE Aeno. TepmuHbl 1 onpegenexns. - Beea. 2014-03-01. - M.: ®I'YM «CraHgaptuHdopmy», 2014, — MyHkT 88.
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KoHTponbHast KapTodKa CHCTEMaTU3UPYETCS 110 CPOKAM UCIOJIHEHUS JOKYMEHTOB.

4.10.5. Cpoku HCIIOJNIHEHHsI JTOKYMEHTOB YKa3bIBalOTCA B CaMOM JOKYMEHTE WIH
YCTaHABJIMBAIOTCS pe30iitoLineil npenceaarens opranuzanuu [Ipodcorosa.

CpoKu UCTIONHEHNS JOKYMEHTOB UCUUCIISIIOTCS B KaJ€HAApPHBIX JTHAX:

[IOCTYNUBIINX U3 BBICIIUX OPTaHOB IOCYJapCTBEHHOM BJIACTU U BHYTPEHHUX CTPYKTYP
— ¢ JatThl noanucanys (YTBEpKAeHuUs) JOKYMEHTA;

IOCTYNUBIIMX M3 (elepanbHbIX OpPraHOB MCHOJIHMUTENbHOM BIAcTH, OpraHU3alui
(Beiectosimux  opranuzaunuii  I[Ipodcoro3a) u  oOpamieHWid rpaxiaaH — C JaThl X
HOCTYIUICHUS.

Cpoku HCHOJIHEHMSI JIOKYMEHTOB OINPENENAIOTCS MpeAceraTeeM OpraHu3aluu
[Tpodcoro3a ucxo/s U3 CpoKa, yCTAHOBJICHHOTO BHIIIECTOSIIEH TPO(COI03HON OpraHu3aInei,
HaIpaBUBILEH JOKYMEHT, UJIM CPOKOB, YCTAHOBJIEHHBIX 3aKOHO/1aTEIbCTBOM.

JIOKYMEHTBI [TO/JIEKAT UCIIOJHEHUIO B CIIEAYIOIINE CPOKHU:

— C KOHKPETHOM JJaTOM MCIOJHEHUS — B YKa3aHHbBINA CPOK;

— 0e3 yka3aHHWs KOHKPETHOM MJaThl WCIIOJHEHHS, HMMEIOIINE B TEKCTE€ IOMETKY
«CPOYHO» — UCIIOJIHAIOTCS B TPEXIHEBHBIN CPOK;

— MMEIOILME IOMETKY «OIEPATUBHO» — B IECATUIHEBHBIN CPOK;

— ocTajbHbIE — B CPOK He 0o0Jiee 0IHOr0 Mecs1la;

— 10 JAENyTaTCKUM 3aIpocaM — He Mo3aHee yeM yepe3 30 qHEl co IHA MOJIy4YeHNUs;

— II0 NPOEKTaM IIOCTAaHOBJIECHMM U pacnopsbkeHuid IIpaBurensctBa Poccuiickoin
®denepanyu, NOCTYIIUBIIUM Ha COTJIACOBAHUE, — B JIECATUIHEBHBIN CPOK;

— 10 nucbMaM MuHHCTEpPCTBA IPOMBILUIEHHOCTH U TOProeiau Pocculickoit @enepannn
0e3 coriacoBaHMs C JIpyIMMHU OpraHu3alusIMU — B TeueHue 15 nHei, ¢ cormacoBanuem — 30
JHEH;

— 10 oOpaleHusIM TpakJaH, TPEOYIOIINM JIOMOJIHUTEIBHOIO U3yUYEHHsI U TIPOBEPKH,
— J10 OJTHOTO MecsALla CO JHS UX PETUCTPALINY;

— 0 OCTaJbHBIM OOpaleHusM — He 6oee 15 nHeil.

IIpy HEOOXOIUMOCTH HCIIOJIHEHUS! OTJENbHBIX IMYHKTOB B Pa3JIMYHbIE CPOKH — IO
KQKIOMY M3 HUX ONPEAEIIAETCS CBOM CPOK UCIIOIIHEHHUS.

Jlns  0000IIeHNsT OTBETCTBEHHBIM MCIIOJHUTEAEM HWHGOpPMAallMd O BBITOJHEHUH
NOCTaHOBJIEHUH opraHoB opranuzauuu [Ipodcoro3a naercs mo 15 gHel mocie
YCTaHOBJIEHHOI'O CPOKa MPEJCTABICHUS JOKYMEHTOB BCEMU MCHOIHUTENAMU. (OO0OIIEHHYIO
MH(OpPMaLIMIO TPEACTABIsSET OTBETCTBEHHBIH WCIOJHUTENb, YKa3aHHbI B MOpPYyYEHUU
MEPBBIM.

4.10.6. PaboTHHK, OTBETCTBEHHBIA 3a JICIONMPOM3BOJCTBO, MPOCTABISIET OTMETKY O
KoHTpoJie mramrnoM «KoHTpomb» Ha BepxHeM moie JokymeHTa (cM. m. 2.3.24 «OtmeTtka o
KOHTpoJie» PekomeHanmii), 1ei1aeT COOTBETCTBYIONLYIO OTMETKY B PY® 0 koHTpoIe, cpokax
UCIIOJIHEHUS, OTBETCTBEHHOM MHCIIOJIHUTEJE, 3allOJIHAET PEruCTPallMOHHO-KOHTPOJBHYIO
KapTOuKy B 2 JK3eMIUIIpax, OJUH JI1 KapTOTEKH, BTOPOM — HCIIOJHUTENIO, IE€pPENacT
JIOKYMEHT C KapTO4YKOM UCIIOJIHUTEINIO.

410.7.1lppy  HEOOXOAMMOCTH  TPOJUICHUS  CPOKA  WCIIOJIHEHHs]  JOKYMEHTa
MOTHUBHUPOBaHHBIE MPEUIOKEHUS [0 3TOMY BOIIPOCY BHOCSTCS MpEACENaTeN0 OpraHu3aluu
[Tpodcoroza He mo3aHEe Tpex AHEW 10 MCTeYeHMsI cpoka ucnosHeHus. [IpoyieHue cpokoB
UCIIOJTHEHUSI MOJKET TIPOMU3BOAUTCS TOJIBKO M0 YKa3aHUIO Npejcedareis OpraHu3aluu
[Tpodcoro3a.
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4.10.8. Hayasmom cpoka HWCIIOJTHCHHUS CUMUTAETCS JIeHb PETHCTPalluM JOKYMEHTa, 3a
UCKITIOYCHHEM [IOCTAHOBJICHHWI OpraHoB opraHu3anuu [Ipodcoro3a, HayaioM cpoka
VCIIOJIHEHUS KOTOPBIX SIBJIIETCS AaTa 3aceaHus, €CIM HE yKa3aH JpYyroi Cpok.

4.10.9. JlokyMeHT cUYMTaeTCs MCIOIHCHHBIM JIUIIb TOCTE PEIICHUs TOCTABICHHBIX B
HEM BOIIPOCOB U HalpaBJIEHUS COOTBETCTBYIOLETO OTBETA (B T.4. U YCTHO).

4.10.10. Ilocne ucnosHEHHs] JOKYMEHT CHHUMAaeTCs ¢ KOHTpoJisa. CHATh JOKYMEHT C
KOHTPOJISI MOXET TOJBKO TO JIMIIO, KOTOPOE IMOCTaBWJIO €ro Ha KOHTposib. Pe3ynbpTaTsl
UCIIOJTHEHUSI 3aHOCSTCS B PErUCTPAllMOHHYIO KapTOuKy, JAenaeTcss orMeTrka B PY®D, Ha
JIOKYMEHTE JIeJIaeTCsl OTMETKAa O CHSATUU C KOHTPOJIS U HANpaBJICHUU JAHHOTO JOKYMEHTa B
neno (cm. 1 2.3.25 «OTMeTKa 0 HampaBJICHUH B Jel0» PexomeHmaiuii), o ueM Ha IOKyMEHTE
JIEJIaeTCsl COOTBETCTBYIOIAS 3AIUCh.

4.10.11. OcHoBaHUEM IS CHATHS JJOKYMEHTOB C KOHTPOJIS SIBJISIOTCS:

— TMOCTAaHOBJICHHS OpraHoB opranuzamu [Ipodcorosa;

— pacrnopsbkeHus npezcenarens opranuzammu [Ipodceorosa;

— 3aIKCKH, CIIPaBKK 00 UCIIOJIHEHUU C BU30M mpejacenaTens opranuzanuu [Ipodcorosa.

Bompocel, mpenycMoTpeHHble 1miaHoM paboTel opranuszammu [Ipodcoroza s
paccMOTpEeHHsI Ha 3acelJaHHsIX KOMHUTETa, 3aceJaHusX IMpe3uuyMa COOTBETCTBYIOIIEH
opranu3zaiuu [Ipodcoro3a MOryT ObITH CHSATBI C UCTIOJIHEHHS WU K€ MEPEHECEHBl CPOKH HX
MCIIOJTHEHUS TOJIBKO 0 pelIeHHIo npescenarens opranuzanuu [Ipodcorosza.

4.10.12. PaboTHWK, OTBETCTBCHHBIM  3a  JICJIONPOM3BOJCTBO,  IPEACTABIISICT
npezcenarento opraamzanun [Ipodcorosa (B mpenenax CBOSH KOMIIETCHIIMU) CIIPaBKY O XOIE
UCIIOJIHEHUSI HAXOJAIIMXCS Ha KOHTPOJIE JOKYMEHTOB II0 COCTOSHHMIO Ha Hayajlo KaKIOoro
MecsLa;

— muceM, 3asBIECHUH U Kano0 rpakiaaH, CIyKeOHON KOPPECTIOHICHIINH;

— IIOCTaHOBJIEHUH KOMMTETA, mpe3ujuyma opranuzauuu llpodcoro3a, miana paboTbl
opranm3aiu  [Ipodcoroza, pacnopsikeHuii M TOpydYeHUH TMpeacenaTenis OpraHu3alud
[Ipodcoro3a.

4.10.13. [lo wroram paboTel 3a TOH pPAOOTHUK, OTBETCTBEHHBIA 32
JIETIONIPOU3BOCTBO, COCTABIISIET OTYET O MOCTYIUIEHUH U MPOXOXKIEHUN JOKYMEHTOB C aHAJIN30M
ux ucnonxenus ([Ipunoxenne Ne 7).

4.11. Tlopsinok padoThI ¢ HCXOsIIIEH TOKYMEHTALHEI.

411.1. Jlo mepenayd MCXOJSIIMX JOKYMEHTOB Ha TOAMKCH, a 3aT€M Ha OTIPAaBKY,
UCTIONTHUTENb 00s13aH POBEPUTH MPABUIBHOCTH UX OQOPMIICHUS U HATTUYHE:

— CCBUIKM Ha HOMEp MOCTYMNHBIIETO JOKyMEHTa (TP HEOOXOIMMOCTH);

— HEOOXOJMMBIX BU3 BCEX UCIIOTHUTEINECH;

— aapecara (NMOMYEPKHYTh aJpec, MO KOTOPOMY BBICBUIAETCS JaHHBIA SK3EMIUISP
JIOKYMEHTA, €CIIU JIOKYMEHT HaIlpaBJIsIeTCsl HECKOJIBKUM ajipecaTam);

— TPU HAJIMIUH KOITMH — COOTBETCTBHUE €€ IMOJTNHHUKY;

— JIOKyMEHTOB, TIOCTY>KHBIIINX OCHOBAaHUEM JIJIsl COCTABJICHHS OTBETA;

— TPWIOKCHUM.

JIOKyMeHTBI, OTTpaBiisieMble TTPOGCOI03HON OpTraHW3aIluel, TIepeaatoTCs Il OTIPABKH
MOJHOCTHI0 O(OPMIICHHBIMH, 3apPETHCTPUPOBAHHBIMU C YKa3aHMEM IIOYTOBOTO ajpeca WU C
yKa3aHUEM Ha PacChUIKY.
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4.11.2. Bcsa ucxopmsmias u3 opranusanuu [Ipodcoro3a koppecrnonaeHIys (OTBETH Ha
MUChMa TpaXIaH, OpTaHM3alMii, MUChMA) MepeaaeTcs pabOTHUKY, OTBETCTBEHHOMY 3a
JIEIIOTIPOU3BOICTRBO.

Hokymenmoi, omnpasnsemvle opeanuzayuel, nepeoaromcs NOYmosol, 31eKmpoHHO,
Genvovecepckoll c8s3b10, KypbepcKoll 00CMABKOLL.

Omeemcmeenubill 3a 0elONPOU3800CMB0O OCYWECMBISIeN NPOBEPKY NPABULLHOCU
oopmaenusi OOKyMeHma, KOMIJIEKMHOCMU OOKYMeHMA.

C nomowpio cpedcme 31eKMPOHHOU C8A3U OMBEMCMBEHHBII 30 0elONPOU3B00CBO
ocyuecmensem nepeoavy menecpamMm, Gakcozpamm, menehoOHOSPAMM, INEKMPOHHBIX
O0OKYMEHmMO8.

Buowvr 0okymenmos, ungopmayus Komopwix nepeoaemcsi no KAHAIAM INeKMPOHHOLUL
CBA3U, a MaKice HeoOX00UMOCMb U NOPAOOK OOCLLIKU UX OYMANCHO20 OPUSUHANA AOpecamy
onpedenaiomcs Mucmpykyueii no denonpouzsoocmey opeanuzayuu Ilpogcorsa, ¢ yuemom
DYHKYUOHUPYIOWUX MEXHUUECKUX U NPOSPAMMHBIX CPeOCm8.

4.11.3. OrnpaBisiemMble JTOKYMEHTBHI, MOAMHUCAHHBIE MpeaceaareraeM (3aMecTUTEIeM
npejcenatens) opranusanuu IIpodcorosa, peructpupyrorcs B PY® (kypHaie perucrpaiuu
UCXOJISIICH JOKYMEHTAIHHN).

YHupumupoBaHHOW (HOPMBI KypHAIa PErHUCTPAIlUU HCXOISANINX JOKYMEHTOB HET,
KaKaash TpoQCoro3Has OpraHm3als pa3padaThlBaeT €ro camocrosTeNbHo. JKypHan
pEeTHCTpali MCXOMSIIEH JOKYMEHTAIMH, KaK MPaBWJIO, COICPKUT Tpadbl: HMCXOIAIIHMA
HOMep, J1aTa, HANMEHOBAHHE aJjpecaTta, KpaTkoe CoAepKaHue TOKyMEHTa U €ro HOMep, HOMep
Jielia 0 HOMEHKJIATYpe.

ITpumep.
N u nara KoM OtmeTka N nena,
N Y Kpatkoe Kem
UCXOJISIIIETO aJipecoBaH 00 KyJa MOAIIUT
n/m coJlep’KaHue | MOJMUCaH
JIOKyMEHTa JIOKYMEHT UCTIOTHEHUH | JOKYMEHT

4.11.4. Peructpauus OTHPABISEMBIX JTOKYMEHTOB OCYIIECTBISETCS B JI€Hb UX
noJAnvcaHus (YTBEPKISHUS ) WU HA CIEeIYIONIHI pabounii 1eHb.

4.11.5. HcxonsameMy TOKyMEHTY MPHCBAaHBAEeTCSI HOMEpP, COCTOSIIUMN W3 HHJIEKCca
(Homepa) otaena (Wi pabOTHHKA, OTBETCTBEHHOTO 3a HampaBJieHHe paboThl B OpraHU3aIuu
[Ipodcoro3a), MOATOTOBUBIIIETO AOKYMEHT, U MOPSAKOBOTO HOMepa 1o PY®, ykaszpiBaeMbIx
rmocJie 3HaKa «Noy,

npumep: Ne 02-05/105

rae 02 — unnekc (HoMep) otaena (opraHu3zalMoOHHBIA oTaen); 05 — HoMep Aena 1o
HOMeHKJatype fiei, 105 — mopsiiKoBbIi HOMep OTIPaBIAeMOro (UCXOISIMIETro) JOKyMEHTa 0
PYO.

4.11.6. PerucTpaninOHHBI HOMEp JOKYMEHTa M JlaTa PETHCTpAIlMH yKa3bIBalOTCS Ha
MO/UIMHHUKE JIOKyMEHTa B pPEKBU3UTaxX OJlaHKa W Ha KOMHH, OCTAloIIeics B Jelne
opranuzanuu [Ipodcorosa.

Takxoice  uUCX00AWUM — HOMEPOM — OMNPABIAEMO20 OOKYMEHmMA  Moxcem  Oblmb
NOPAOKOGbIUL HOMED pecucmpayuu RUCbMa no npocpamme «/lenoy» 6 meyenue mexyuwe2o 2004,

yugposoii Homep (UHOeKc) CMPYKMYpHO20 NOOpa30eNeHUs, Komopoe omnpagisem nucbMo.
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Hanpumep:

Topsoxosviii Homep nucoma 515, kanyenapus umeem unoexc 01, oama pecucmpayuu.
Ne 515-01 om 15.04.2010.

4.11.7. OtBetsl Ha oOpamenus wieHoB [Ipogcoro3a UMEIOT TOT K€ PerucTpauOHHBINA
HOMeEp, KOTOPBIH ObLT MPUCBOCH 3asBICHUIO MTPH MTOCTYIUICHUH.

4.11.8. Konus oTOpaBisieMOro JOKYMEHTa 3aBEpseTCs] COOTBETCTBYIOIICH OTMETKOU
00 MCIOJTHEHUH, TTIOANKCHIO JINIA, OTBETCTBEHHOTO 32 OTIPABKY UCXOJAIIEH TOKyMEHTALUU U
XPaHUTCS BMECTE C MOCTYIUBIIUM JIOKYMEHTOM, Ha KOTOPBIil 1aBajiCcsi OTBET.

4.11.9. B TteppuTopHalbHBIX MPOQPCOO3HBIX OOIIECTBEHHBIX OPTaHM3AlUAX WIH B
KPYIMHBIX  MPOQCOIO3HBIX OPraHM3AIMsIX pAcChUIKAa JOKYMEHTOB IIPOU3BOIUTCS IO
MPIJIOKEHHBIM pa3HapsiiKaM (CIIUCKaM) Ha PACCBUIKY JTOKYMEHTOB.

4.11.10. Bungel O0KyMEHTOB, HH(OpMAIUs KOTOPHIX NeEpeAaeTcss MO KaHalaM
AIIEKTPOCBSI3U (TelerpaMmma, 3JEKTPOHHOE COOOIICHUE), a TaKKe HEOOXOAMMOCTh U MOPSIIOK
JMOCBUIKM HX OyMa)XHOTO OpUTHMHAja ajpecaTry, OIpeAeNsieTcss MHCTPYKIHEeH 1o
JENONPOU3BOACTBY opranuzauuu [Ipodcoro3a, ¢ yd4eToM HMEIOIUXCS TEXHUYECKHX U
MPOrPaMMHBIX CPEJICTB.

4.11.11. HampasnseMmble B Npo¢)COIO3HbIE OpraHU3aIlMi JOKYMEHTBI, COZIEpKallue
yKa3aHUs WK 3alpOChl, TIOAMMUCHIBAIOTCS Npeceaarenem opranuzanuu [Ipodceorosa.

4.11.12. CnyxeOHasi ~ KOpPpPECHMOHACHIUS, HMCXOAAIIass HW3  OpraHu3aluu
[Tpodcoroza B (enepanbHble OpraHbl MPEACTABUTEIBHON, WCIIOTHUTEIBHOW U CyIeOHOU
BJIACTH, a TaKXe B BBHIMIECTOSIINE TPOPCOIO3HBIC OpPraHW3aIlud, ITOJIIHCHIBACTCS
npenceaarenem opranuzanuu [Ipodceoroza.

4.11.13. Koppecnonoenyus,  omnpasnsemas  ¢penvovecepckou  noumotl,
npeocmasnsiemcs 6 Kauwyeusapuio 0o 16  uacos. Heobxooumvie peksusumvl  OJisl
Genvovecepckoli noumvl: aopec 0Oe3 YKA3aHus NOYMOBO20 UHOEKCd, HAUMEHOBAHUE
opeanuzayuu Ilpogcorosa, cmpykmyprno2o noopasoeneHus Uiy KOHKpemuo2o auyd, meieqom.

4.11.14. Jlocvinka  unu  3amMeHa  pA30CIAHHO20 — paHee  OOKYMeHma
oCywecmensaemcs no YKAa3amuio Jauyd, HNOONUCABULe20 OOKYMEHMm, UIU  3a8e0yIoue2o
Kanyensapueu.

4.11.15. CrnyxeOHasi KOPpECIOHJICHIIUS, COJleprKalliasi HOpPMaTUBHBIE MPAaBOBBIE
MpeJIoKEHUST WM Tpedyromas ASHCTBUM IOPUINYECKOT0 XapakTepa, JOJHKHA MUMETh BHU3Y
IOpHUCTA.

4.11.16. Bwun oTnpaBieHusi TOKyMeHTa (3aKa3Hoe, [IEHHOe, aBHa U Jp.) YKa3bIBaeTCs
UCTIOJTHUTEIIEM.

412. TlpueMm u o00pabdoTKa JOKYMEHTOB, MNOCTYNAKOIIHX MO0 KaHAJaM
3JIEKTPOHHOM MOYTHI M (PAKCUMMUIIBHON CBA3H.

4.12.1. DnexTpoHHAas MOYTa — OJUH M3 KOMIIOHCHTOB CHCTEMBI aBTOMATH3AIHH
JIOKYMEHTOO0O0pOTa, CPEICTBO JOCTaBKH, OTHPaBKH HWH(MOpMAIMH W €€ Tepelayd MEexKIy
npo(COIO3HBIMU  OpraHU3allMsMH, HMEIOIUMH  COOTBETCTBYIOIIME  amlmapaTHble U
MPOrpaMMHBIE CPE/ICTBA.

4.12.2. DnexTpoHHbE COOOIICHHS, IMOCBUIAEMbIE IO DJEKTPOHHOH mouTe,
UCTIONHSIOTCS aHAJIOTHMYHO JIOKYMEHTaM Ha OyMaXHBIX HOCHUTENSAX, TP HAIUYUU
OTIpeNieIeHHON cenn()UKH B TIPOIIECCE NCTIOTHEHHUS.

4.12.3. OTnpaBuTellb JEKTPOHHOTO COOOMICHHS 3aIyCKaeT MpOrpamMMy OTIpPaBKH
MOYTHl U co3naeT (aitn coobmieHus, mpucBanBaeT eMy uMsa. CooOIIeHUST MOKHO BBOJHUTH U



62

pPEIaKTUPOBATh C MOMOIIBIO TEKCTOBBIX PEIAKTOPOB. DJICKTPOHHBIE COOOIICHHUS TIEPEIaAlOTCs
aZipecaTaMm B COOTBETCTBHH C yKa3aTeJIeM Ha PACCHUIKY.

Anpecar mody4aeT H300pakeHHE IOKYMEHTa Ha SKpaHe KOMIbIOTEepa, a 3aTeM
pacreyaThiBaeT ero Ha OyMakHbIN HOCHUTEIb.

Kaxxnomy aboHeHTy (rpymnme  OJHOPOJHBIX a0OHEHTOB, TPUMEpP: WICHaAM
LleHTpaIbHOTO KOMUTETA) B AJIEKTPOHHOM IOYTE CO3/aeTCsl TPYIINa KOHTAKTOB, COJIEpIKaIast
MOYTOBBIC SIIUKA a0OHEHTOB, M IPHCBAWBACTCS €H COOTBETCTBYIOIIEE HAUMEHOBaHHE.
OOMeH 3JIeKTPOHHBIME COOOIICHUSIMU OCYIIECTBIISICTCS Yepe3 ITH MOYTOBBIC SIIUKH.

4,124, Tlpu HCHOIB30BAaHUM SJECKTPOHHOM ITOYTHI OTIPABHUTEIO HEOOXOIUMO
MOCTABUTh OTMETKY «COOTBETCTBYET OPUTHHAITY.

o. Ocobennocmu padomot ¢ INEKMPOHHBIMU OOKYMEHMAMU

5.1.  Onexkmponnvie 0oKymenmol.

5.1.1. Dnexmponuvie O0oKymenmvl c030ar0Mcs, 00pabOAMbIBAIOMCA U XPAHAMC 8
cucmeme INeKMpPOHHO20 00KyMeHmoobopoma opeanusayuu Ipoghcorosa.

Onekmpounvili.  OOKyMeHm  00JdiceH  Oblmb  opopmien no odwumM npasulam
0eonpouU3800CmMea U UMems PeKeU3Umbl, YCMAHOBIeHHble OISl AHANOSUNHO20 OOKYMEHMA Hd
Oymadichom Hocumene, 3a UCKIOYeHuem pexeuzuma «locyoapcmeennwiii eepb Poccuiickotl
Deodepayuuy.

B opeanuzayuu Ilpoghcoroza ucnonvzyromes  d1eKmponHvle  OOKyMeHmoul  (0e3
nPpeosapumenbHo20 OOKYMEeHMUPOBAHUS HA OYMAMNCHOM HOcumesne) U 1eKmpoHHble KONUU
O0OKYMEHMmO8.

Cocmag 31eKmpOHHbLIX OOKYMeHmos, cozoasaemvlx 6 opeanusayuu Ilpogcorosa,
VCMAaHABIUBAEMC S NepeyHeM OOKYMEHMO8, CO30aHue, XPaHeHue U UCNONb308AHUE KOMOPbLIX
OCYUeCmaIsAIOmes UCKIIOUUMENbHO 8 (opme INeKMPOHHBIX OOKYMEHMO8 Npu GHYMpeHHel
oesmenvHocmu opeanuzayuu IIpoghcorosa, pazpabamvieaemvim HA OCHO8e DPEKOMEHOAYUll
DedepanvbHoeo apxueHO20 a2enmcmad.

Ilepeuenv  Ookymenmos, coz0anue, XpawmeHue U UCHOIb30BAHUE  KOMOPHIX
OCYUecCmanAomes UCKIIOUUMENbHO 8 (opme INeKMPOHHBIX OOKYMEHMO8 Npu GHYmMpeHHel
oeamenvHocmu opeanusayuu Ilpoghcoroza, ymeepacoaemes pyKosooumenem opeanuzayuu
IIpoghcoroza no coenacosanuto ¢ Ynpasnenuem no oeiam apxuos 6 pecuoHe, pecUOHAIbHbIM
aApXUBOM.

DnekmpoHHble OOKYMEHmMbl, HANPAGISieMble 8 OP2aHbl 20CYOAPCMBEHHOU GI1ACMU U
Opeambl MEeCMmMHO20 CAMOYNPAGIEHUS, NOONUCLIBAIOMCSL YCULEHHOU KEATUDUYUPOBAHHOU
INEKMPOHHOU NOONUCHIO QOIHCHOCMHO20 uya opeanusayuu Ilpogcoroza 6 coomseemcmeauu ¢
Dedepanvrvim 3axkonom « Q6 I1eKMPOHHOU NOONUCUY.

B cucmeme snexmponnoco ooxymenmoobopoma opeanusayuu Ilpoghcoroza mozym
UCNONB308AMbCS CNOCOOBI NOOMBEPHCOCHUS OCUCMBULL C INEKMPOHHBIMU OOKYMEHMAamMu, npu
KOMOPBLIX  UCNONb3VIOMC  UHble GUObL  INEeKMPOHHLIX NOONUCel 6 COOMBEMCMEUU C
DedepanvHvim 3axoHom « 06 21eKMpPOHHOL NOONUCILY .

5.1.2. Apxus opeanusayuu I[lpoghcoroza npunumaem 31eKmponHble OOKYMEHMbl Om
CMPYKMYPHBIX NOOPA30ENeHULl OP2AHU3AYUU 8 Yelax 0DecnedeHus ux COXpaHHoCcmu, yiema u
UCNONB308AHUS U OCYUECMETISIen NOO2OMOBKY OOKYMEHMO8 NOCHOSHHO20 CPOKA XPAHEHUsl K
nepeoave Ha XpaHeHue 8 PecUOHANbHBIN APXUE 8 YCMAHOBIeHHOM nopsaoke. B coomeemcmeuu
C 603710MCeHHbIMU Ha opeanuszayuu Ilpoghcoroza 3adauamu u QYHKyusmu, a makdxice 8
3a8UCUMOCMU OM cOCMAa u opmsl NPeocmasienus, oopasyiouwuxcs 6 ee 0esimeIbHOCmu
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0okymenmos, 6 apxuge opeanuszayuu Ilpogcoroza evidersemcs (coz0aemcs) apxus
NEKMPOHHBIX OOKYMEHMOB.

5.1.3. B opeanuzayuu Ilpoghcoroza ycmanasnusaemcs nopsaoox coO30aHuUsl, NOTYYEeHUs,
06paboOmKuU, Xpanenus U UCHOIb308AHUSL IIEKMPOHHBIX OOKYMEHMO8 8 YCI08UAX NPUMEHEHUs
6€00MCMBEHHOU  CUCMEMbl  DNIeKMPOHHO20 — OOKYMEeHmoobopoma, a makice HNOopaooK
OMNPABKU, NOJYYEHUS U PeSUCMPAYUU ITEKMPOHHBIX COOOUJeHULL.

Ilpu smom yenecoobpasno npedycmompems ciedyroujue NOJONCEHUS.

Honyuenue u  omnpaska  31eKMPOHHBIX  OOKYMEHMO8  OCYUeCMEIAIOMCs
OMBEMCMEEHHbIM 3a 0eIONPOU3B00Ccmeo 6 opeanuzayuu [pogcorosa.

Ilocne nonyyenus 21eKMpOHHBIX OOKYMEHMO8, NOONUCAHHBIX INEKMPOHHOU NOONUCHIO,
0meemcmeeHublll  3a 0elonpou3e00cmeo 6 opeanuzayuu Ilpoghcoroza ocywecmensiem
npoBepKy 0eucmeumenbHOCmu I1eKmMpOHHOU NOONUCU.

Ilocne  6KknOueHUs  INEKMPOHHLIX  OOKYMEHMO8 6  CUCmeMy  2NeKMPOHHO20
00KYMeHmMo0obopoma (HOopMUpyromcs, pecucmpayuoHHo-yuyemusle OaHHble O OOKYMeHme,
obecneuusarouue ynpagieHue 00KYMeHNMOM, 8 MOM YUcie €20 NOUCK, OOCHYN K OOKYMEHMY,
KOHMPOJIb, XPAHeHUe, UCNOIb308AHUE U Opyeue OAHHDbLE.

Hoxymenmsl, cozoasaemvie 6 opeanusayuu Ilpogcoroza u (uiu) nocmynusuiue 6
opeanuzayuto Ilpoghcoroza Ha Oymadxchom Hocumene, pecUCMPUPVIOMCS 6 Ccucmeme
INEKMPOHHO20 OOKYMEHMOobopoma ¢ co30aHuemM 6 Hell 2NeKMPOHHOU KONUU MAKo2o
0oKymenma. Pecucmpayus u yuem s1eKmpoHHbIX OOKYMEHMO8 OCYWeCmBIsIOMCcs 8 CUchmeme
INEKMPOHHO20 OOKYMeHmoobopoma opeanusayuu IIpoghcorosa.

5.1.4. Dnexmpouuvie OokymeHmuvl opmupyiomcs 6 IJIeKmpoHHble Oeld 8
coomeemcmeuu ¢ HOMEHKIamypou oel. B Homenxnamype Oen ykazvleaemcs, uymo 0eio
8edemcst 6 IeKMpPOHHOU popme, umo ommeuaemcs 6 epage «llpumeuanuey.

DnekmpoHuvle OOKYMEHMbl NOCAe UX UCHOIHEHUs UAU OMAPABKU NOONeHCaAm
XpaumeHuo 8 YCMAHOGIEHHOM NOpPsOKe 6 UHMOOPMAYUOHHBIX CUCMEMAX OpP2aHU3AYUU
IIpoghcoroza 6 meuenue cpokos, NpedYCMOMPEHHBIX 0N AHANOSUYHBIX OOKYMEHMO8 Ha
OyMadicHom Hocumerne.

Ilocne ucmeuenusi cpoxos, YCMaHoBIeHHBIX 0151 XPAHEHUS NIeKMPOHHbIX OOKYMEHM 08,
OHU NOONeHCam YHUUMONCEHUIO HA OCHOBAHUU AKMA, YMEEPHCOEHHO20 PYKOBOOUMelem
opeanuzayuu IIpoghcorosa.

5.1.5. Dnexmponusie coobwenus, nocmynaroujue no cucmeme Meic6e00MCmMeeHHO20
NEKMPOHHO20 OOKYMEHMO0O0OpoOma, Npoxoosim pecucmpayuio 6 Cucmeme 3J1eKmpOoHHO2O
0okymenmoobopoma opeanusayuu Ilpoghcoroza 6 nopsioxe, ycmarnosnennom Hucmpykyuei
no Odenonpouzgoocmsy. Cucmema INEKMPOHHO20 OOKYMEHMO0OOpOmMa  OpeaHu3ayuu
IIpoghcoroza Odonxcna npedycmampusams pesucmpayuto (yuem) U 6KIOYEHUE 6 CUCTEMY
NEKMPOHHLIX ~ COOOWEHUl, — OMNPAGIAeMblX U NOCMYRAOWUX  NO  cucmeme
MeAHCBEOOMCMBEHHO20 INEKMPOHHO20 OOKYMEHMO0bopoma.

B coomseemcmeuu c¢ Ilonosicenuem o cucmeme mMenc8e00MCMEEHHO20 INEKMPOHHOLO
0oKkymenmoobopoma, ymeepocoenuvim Ilocmanosnenuem Ilpasumenscmea Poccuiickoii
@edepayuu om 22 cenmsaops 2009 o. N 754 (Cobpanue saxonodamenvcmea Poccuiickot
@edepayuu, 2009, N 39, cm. 4614), snexkmponnoe coobujenue cocmoum —u3
conpogooumenvHotl u cooepicamenvro yacmei. ConposooumenbHas Yacms NPeoHa3Ha4eHd
ol aodpecayuu CcooOWeHUsl, COOepHCAmeNbHaAss Yacmb npeocmasisem coOol MmeKcm
coobwjenusi aub0 mexkcm CcooOweHUss ¢ NPUCOCOUHEHHBIMU Daunamu, CooepIHCAUUMU
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9NIEKMPOHHYIO KONUIO (INEKMPOHHBIU 00pa3) OOKYMEHmMA Uiy 2JIeKMPOHHbIN OOKYMEHM, U UX
PEKU3UMDbL, ONUCAHHbIE C NOMOWbIO A3bika XML.

Ilpu  3azpy3ke  21eKMPOHHO20 ~ COOOWeHUs 8  CUcCmemy  IIeKMPOHHOZ0
0oKkymenmoobopoma  opeanusayuu  Ilpoghcoroza  pexeusumovi,  codepicawjueci 8
coomeemcmeyioujem XML-gaiine 21eKmpoOHHO20 COOOWeHUs, MO2YM UCHONb308AMbCA OJA
3anonneHus nojeti pecucmpayuoHHO-KOHMPOIbHOL KAPMOUKU NOCMYNUBULE20 OOKYMEHmMA 8
91eKMPOHHOLL hopme.

5.1.6. Cocmasnenue, ogopmrenue u coenracosanue nNPOEKMo8 I1eKMPOHHLIX
OOKYMEHMO8 0CYuWecmensemcs no 0owuUM npasuiam 0elonpou3s00Ccmed, YCmaHo8i1eHHbIM 6
OMHOUWLEHUU AHATIO2UYHBIX OOKYMEHMO8 HA OYMAXNCHOM Hocumene. DNeKmMpPOHHbIL OOKYMeHM
00JIHCEH UMeMb PEeK8U3UMbL, YCMAHOBIeHHble OISl AHALOSUYHO20 OOKYMEHmMA HA OYMANCHOM
Hocumerne, 3a UCKTIOYeHUeM OMMUCKa ne4amu.

Hna noomeepocoenuss nOOTUHHOCMU DJIeKMPOHHBIX OOKYMEHMO8 8 Op2aHu3ayuu
IIpoghcoroza ucnonvzyromes snekmponHvle yugposvie NOONUCU.

Hcnonvzyemvie cpeocmea 21eKMPOHHOU  YUPposou noonucu O0JNCHbL  OblMb
cepmuduyupoB8aHvl 8 YCmaHo81eHHOM NOPsOKe.

Ilpu nonyuenuu >1eKMpPOHHBIX OOKYMEHMO8 Om Opy2UxX Op2aHo8 61acmu Uil
oOpeaHu3ayull  OMEemCcmeeHHbIl  3a  0elonpou3soocmseo 6 opeanusayuu Ilpogcorosza
ocyujecmansem nposepky NOOIUHHOCMU JIeKMPOHHOU YUGPOo8ot NOONUCU.

5.1.7. Ilpu paccmompenuu u co2naco8anuy 31eKmMpOHHbIX OOKYMEHMO8, a MAaKice
npu  NOONUCAHUU BHYMPEHHUX UHOOPMAYUOHHO-CIPABOUHBIX OOKYMEHMO8 (OOKIAOHbIX,
CILYIHCEOHBIX 3ANUCOK, CHPABOK, CB000K U Op.), €030a8aeMblx 8 I1eKMPOHHOU ¢hopme, 8
cucmeme  2JeKMPOHHO20 — OOKYyMeHmoobopoma  opeanusayuu  Ilpogcorwsa  mozym
UCNONIBL308AMBCSA CNOCOOBL NOOMBEPHCOCHUSL OCUCMBULL C IIEKMPOHHLIMU OOKYMEHMAMU, npu
KOMOPbIX 9NeKMPOHHAS YUDposas noonucs He ucnoavzyemcs. Takue npasuna mocym Ovims
VCMAHOBNEeHbl NpU  YCI08UU, UYMO HNPOSPAMMHbIE CPeOCmed, UCHONb3yemMble 8 OaHHOM
Geoepanvrom opeaHe UCNOIHUMENbHOU gnacmu, N03601510M 0OHO3HAYHO
uoeHmuuyuposams 1uYyo, NOONUCABUIee UIU 3a8UUPOBABULEE OOKYMEHNI.

5.1.8. B coomeemcmeuu c Ilpunoscenuem « Ilpasuram Oenonpou3goocmea 6
Geoepanvubix  opeaHax — UCNOIHUMENbHOU  61ACMU (8  peoakyuu  NOCMAHOGNIEeHUs.
Ilpasumenvcmea Poccuiickoii @edepayuu om 26 anpens 2016 2. N 356) npumensemcs
Ilepeuens obs3amenbHbIX c8edeHUll 0 OOKYMEHMAX, UCNONb3YeMblX 8 Yeliax yuema U noucKka
OOKYMEHMO8 6 CUCmeMax 3JeKmMpPOHHO20 OOKYMeHmoobopoma ¢GedepaibHblX Op2aHo8
ucnonnumenvuou enacmu. K maxum ceedenusim omuocamesi:

1. Aopecanm (asmop).

2. Aopecam.

3. Jonxcnocms, hamunusn u unuyuanvl 1uya, NOONUCABULE20 OOKYMEHM.

4. HaumeHnosaHue 6u0a 0OKyMeHma.

5. Hama ooxymenma.

6. Pecucmpayuonnulii Homep OOKyMeHma.

7. Hama nocmynnienust 0oKymeHma.

8. Pecucmpayuonnusiii Homep 6xo0sue20 00OKyMeHma.

9. CeedeHus 0 CBA3AHHLIX OOKYMEHmMAax (HaumMeHosaHue 6uoa OOKYMeHma, oamd,
pecucmpayuoHHbIl HOMep, MUn CEs31,).

10. 3aconosok k mexcmy (kpamxoe cooepaicanue OOKyMeHma).

11. Unoexc dena no nomenxnamype oei.
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12. Ceedenus o nepeadpecayuu 0OKymeHma.

13. Konuuecmeo aucmog 0cCHO8HO20 OOKYMeHma.

14. Ommemxa o npunosceHuu (KoaUUeCmso NpUIoAHceHul, oduee KoIUiecmao JuUcmos
NPUNOIHCEHUIL).

15. Vkazanus no ucnoanenuro Ookymenma (UcnoiHumenv, nopyyeHue, oama
UCNOTHEHU).

16. Ommemxka o konmpoie.

17. I'pugh oepanuuenuss docmyna.

18. Ceedenus 00 21eKMpPOHHOL NOONUCU.

19. Ilposepra 21eKkmpoHHOL NOONUCU.

20. Iloopazoenenue - omgemcmeeH bl UCNOIHUMENb OOKYMEHMA.

21. @aiinwt 31eKMPOHHO20 OOKYMEHmMA (KOauuecmeo ¢ailios, umena gatiios).

Hucmpykyueii no 0enonpousgoocmsy modxcem Oblmb NPeOyCMOMPEHO BKIIOYEHUE 6
cucmemy 3JeKMpPOHHO20 OOKYMeHmoobopoma opeanuzayuu lIpogcorosa OononnumenvHvix
c8e0eHUti 0 OOKYMEHmax OmMmemKd O HNepeHoce CPOKA UCHOIHeHUs OOKYMEeHmd, CPOK
XpaHeHus OOKYMeHma, HAUMEHOBAHUS NPULONCEHU K INeKMPOHHOM)Y OOKYMEHMY, Kituesble
cn08a u op.

5.1.9. FEounuyeii yuema 21eKMPOHHO20 OOKYMEHMA S6IAeMCS  INeKMPOHHDILL
OOKYMeHm,  3apecucCmpuposannblli 6  cucmeme 2NeKMPOHHO20 — OOKYMeHmoobopoma
opeanuzayuu  Ilpoghcoroza.  Dnexkmpouuviii  0OKyMeHm,  uMerwull  NPUIONCEeHUs,
peaucmpupyemcs Kak 00U OOKyMeHm.

5.1.10.Ilocne omnpasku 31eKMpPOHHO20 OOKYMEHMA, 3A68ePEeHHO020 INeKMPOHHOU
HOONUCHLIO YNOTHOMOYEHHO20 OONNCHOCIHO20 JUYd, OOCHLIKU adpecamy e20 KONuu Ha
bymadxcHom Hocumele, KAaK Npasuio, He mpeOyemcs, 3a UCKIIOYeHUeM Omeemos Ha
obpawenusi  2paxcoam, NOCMYRNUBUWUX NO  UHGOPMAYUOHHO-NENEKOMMYHUKAYUOHHBIM
Kananam, Ha komopwle ¢ coomeemcemauu ¢ Pedepanvrvim 3akonom om 2 mas 2006 2. N 59-
@3 «O nopsdke paccmompeHnus obpaweHuti epaxcoarn 6 Poccutickoii ®Dedepayuur
(Cobpanue 3axonooamenvcmea Poccutickou Deodepayuu, 2006, N 19, cm. 2060) 3asa6umento
oaemcsi NUCbMEHHbIL O0meem, HANPAsIieMblil. NO NOYMOBOMY aAopecy, YKA3AHHOMY 8
oopawenuu.

5.1.11. Ucnonnennvie 21eKkmponHble OOKYMEHMbl CUCMEMAMU3UPYIOMcs 8 Oeid 8
coomeemcmeuy ¢ HoMeHKaamypou oen opeanuszayuu Ilpogcorosza. Ilpu cocmasnenuu
HOMeHKIamypsl Oell 8 e2cpaghe nNpumeuauue GKIOUAEMCs YKA3aHue «eKmpoHHble
OOKYMEHMbLY.

Cpoku xpaneHnusi 91eKMPOHHLIX OOKYMEHMO8 COOMEEmMCmeyIom CpPOKaAM XpaHeHUs
OOKYMEHmMO8, YCMAHOBIEHHbIX 3AKOHOOAMENbHbIMU U UHBIMU HOPMAMUBHBIMU NPABOSLIMU
akmamu  Poccutickoii ®edepayuu, munosvimMu uiu 6e00MCMEEHHbIMU NEPeyYHAMU O
AHATIO2UYHBIX OOKYMEHMO8 HA ODYMANCHOM HOocumere.

Mecmo xpaneHusi 91eKMPOHHLIX OOKYMEHMO8 00 UX nepeoayu 6 apxue, 6uo
Hocumenel, Ha KOMOPbIX OHU XPAHAMCA, 4 MaKdxice @opmamsl UX NOCMOAHHO20 U
OIUMENbHO20 CPOKO8 XPAHEHUSI ONPEOeNAIOMCL C YUemom QYHKYUOHUPYIOWUX 8 OP2AHU3aAYUU
Ilpoghcoroza npoepammmo-mexnuueckux cpeocme u HOPMAMUBHBIX U MeMmOOUYECKUX
00KyMenmos Ynpasienus no 0enam apxueos pecuona.

Dxkcnepmusza  YeHHOCMU 2JIeKMPOHHBIX OOKYMEHMO8 OCYUWecmsisiemcs 6 ooujem
nopsioKe, YCMAaHOBNEHHOM 6 OMHOWIeHUU OOKYMEeHmOo8 Ha Oymadchom Hocumene. llocne
ucmeueHusi Cpokd, YCMAHOBNIEHHO20 OJisl XPAHEHUs JIeKMPOHHBIX Oell  (INeKMPOHHLIX
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OOKYMEHMO8), HA OCHOBAHUU AKMA O 6blOCNeHUU UX K VHUUMONCEHUIO, YMBEPHCOAeMO20
pyKkosooumenem opzanuzayuu Ilpogcorosza, ykazanmvie 21eKmpoHHbIE 0end (INeKMPOHHbBLE
O0OKYMEHmMbl) NOONEHCAM YHUUMONCEHUIO.

Tocmynuewiue u3z cmpykmyphvix noopasoeneHuu 8 apxug opzaunuzayuu Ilpogcorsa
NEKMPOHHbBLE OOKYMEHMbl NEPeOaromest N0 ONUCAM C 0QOopMIeHUeM aKkma npuema-nepeoadu
NEKMPOHHBIX OOKYMEHNO8 HA APXUBHOE XPAHEHUE.

DnekmpoHHble  OOKYMeHmbl  nepeoaiomcsi 6  apxué opeanusayuu  IIpoghcorosa
CMPYKMYPHBIMU NOOPA30ENCHUAMU NO 2PAPUKY U 8 NopsiOKe, YCMAHABIUBAEMbIM APXUBOM
opeanuzayuu IIpoghcorosa.

Texnuueckue acnekmvi npuema 31eKMPOHHLIX OOKYMEHMO8 8 apXug Op2anu3ayuu
Ilpoghcoroza, onepayuu yuema, ombopa, obecneyeHuss COXpAHHOCMU U XPAHEHUs,
KOHBEpMUPOBAHUS 8 HOBblE POPMAMbL U MUSPAYUU HA HOBbLE HOCUMENU YCINAHABIUBAIOMCS 8
CNeyuanbHbIX UHCMPYKYUAX, paspabamviéaemvix 6 opeanuszayuu Ilpogcorosa.

Apxue  opeanuszayuu  Ilpoghcoroza  ocywecmensiem — AOMUHUCMPUPOBAHUE
ungopmayuonuvix cucmem opeanusayuu Ilpogcoroza 6 uacmu cobnodenus mpebosanuii K
XPAHEHUIO CO30AHHBIX U/UNU BKTIOYEHHBIX 68 HUX JJIeKMPOHHBIX OOKYMEHMO8.

B apxuse opeanuzayuu Ilpoghcorosa cozdaemcs uHpopmayuonnas cucmema,
obecneuusarowas ynpagieHue apXusHbLMU 1eKMPOHHLIMU OOKYMEHMAamu, Uil 8bloeisiemcs
Mecmo  OnA  XpaHeHusi  DNeKMPOHHbIX  OOKYMEHMO8 Ha  @uauyecku 000COOIeHHbIX
MAmMepuanbHblX HOCUMeNaxX, 6 MOM 4ucie Ol UX BDEeMEHHO20 pA3MeUjeHUus 8 uyesx
AKKIUMAMU3AYUY, d TAKHCe YCMAHABIUBAEMCs UMY 8bl0eNIAemcs HeoOX00uMoe cepeeproe U
KOMMYHUKAYUOHHOE 000py008aHuUe.

DnekmpoHuble OOKYyMeHmbl, NoOoaexHcawue XpameHuio, nepeoarmcs 6 apxus
opeanusayuu  Ilpogcoroza 6 6ude KommeliHepos, 00eCneuusarwWux YeioCmHOCHb
NEKMPOHHLIX ~ OOKYMEHMO8, N0  UHGOPMAYUOHHO-MELEKOMMYHUKAYUOHHOU — Cemu U3
ungopmayuonnou cucmemsl opeanusayuu Ilpogcoroza 6 unopmayuonuylo cucmemy apxusa
opeanuzayuu IIpoghcorosza unu Ha 060coOIEHHbIX HOCUMENAX OOHOKPAMHOU 3ANUCH.

Ilpu noocomoske 31eKMPOHHBIX OOKYMEHMO8 K nepedave HA XpAHeHue 6 apxus
opeanuzayuu Ilpogcoroza npogooumcs ux xowgepmayus 6 opmam apxueHo20 XpaHeHus
PDF/A-1 (oanee — ¢opmam apxusnoco xpawenusy). B cnyuae usmenenus npocpammuo-
annapamuoil cpeovl U 8bIX00a U3 YNOMpeOIeHUs: KOMRbIOMEPHBIX (YOPMAMO8, NOBPENCOEHUs
Hocumenst apxue opeanusayuu IIpogcorwsa nposodum pabomy no KoHeepmayuu
NEKMPOHHBIX OOKYMEHNO8 8 HOBbLEe (hOPMAMbL U/UNU MUSPAYUU HA HOBbLE HOCUMEIU.

s onepamuenoco oOocmyna K 31€KMPOHHBIM OOKYMEHMAM 6 CHPABOYHbIX U
NOUCKO8bIX Yeniax apxug opeanusayuu lIpogcoroza nposooum pabomy no cozoanuro ¢hoHoa
NONb308AHUSL INIEKMPOHHLIX OOKYMEHMO8. DIeKMPOoHHble OOKYMEeHmMbl (OHOA NOb30BAHUSL
noonexcam yiemy.

Opeanuzayus 8 coomeemcmeuu ¢ 0elcmsyrowum 3akoHooamenscmeom Poccutickoil
Dedepayuu 6 chepe unpopmayuu, OOKYMEeHMAYUOHHO20 obecnedenus U apxusHoz2o oeid
paspabamulearom 6HympeHHue HOPMAMueHbvie OOKYMEeHmbl NO KOMNJIEKMOBAHUIO, YUemy,
XPaueHuio U UCNoNb308aHUIO INEKMPOHHBIX APXUBHBIX OOKYMEHMO8.

5.2.  Opeanuzauusn 31eKMPOHHBIX OOKYMEHMO8 6 COCmage apxXueHozo ¢honoa
opzanuzayuu Ilpogcoroza

5.2.1. Dnexmponnvie O00OKyMeHmMbl NOCMOAHHO20 U 6pemeHHblX (ceviute 10 nem)
CPOKO8 XPAHEeHUsL BKIIOUAIOMCS 8 COCMAB apXusHo2o ghonoa opeanuzayuu Ilpogcorosa.
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DnekmpoHHble OOKYMEHMbl BPEMEHHbIX CPOKO8 XpaHenus 0o 10 nem 6KI0UUMENbHO
Xpamamcs 6 meyeHue YCMAHOBIEHHO20 CPOKA 6 UHGOPMAYUOHHOU cucmeme (XpaHunuuje
NEKMPOHHLIX OOKYMEHMO8) 6 popmame, 8 KOMOPOM OHU ObLIU CO30AHBL UNU BKIIOYEHbL 8
ungopmayuonnyro cucmemy. B apxue opeanuzayuu Ilpoghcorosa smu OoKkymeHmvl He
nepeoaromcsa. ONeKmpOoHHble OOKYMEHMbl  CUCMEMAMU3UpyIoOmes: 6 UH@DOPMAYUOHHOU
cucmeme 8 COOMBEMCMEUU ¢ HOMeHKAamypou Oen opeanuzayuu Ilpoghcoroza u
UHOEKCUpYromcsi 8 Nopsioke, YCMAHOBIEHHOM 6 OMHOWEHUU Oel, CHOPMUPOBAHHBIX U3
O0OKYMEHMO8 HA OYMANICHOM HOCUMEe.

Ilpu exmoueHuy 3a20106K06 JIEKMPOHHBIX Oel 6 HOMEHKAAmypy Oel UHOeKCbl
NEKMPOHHO20 Oeld U 3a20/106KU INEKMPOHHBIX 0ell COCMABIAIOMC N0 eM Jce NPAsUIaM,
YUMo U UHOEKCbl U 3ad20]I06KU Oell ¢ OOKyMeHmamu Ha Oymadxchom Hocumene. B epagpe
«lIpumeuanuey ykasvieaemcs, ymo 0eno 6e0emcs 8 INeKMPOHHOM UOe.

I1o okoHuaHuu 0enonpouU3800CMEEHHO20 2004 8 UMO2080U 3ANUCU HOMEHKIAMYPbl 0ell
OMOENbHO  YKA3bIBAEMC sl  KOIUYECHBO 308E0CHHLIX IIEKMPOHHLIX 0el  NOCMOAHHOZO,
epemenubix (cevtute 10 1em) u epemennvix (0o 10 1em exnouumenbHo) CpoKO8 XpaHeHusl.

DnekmponHvle OOKYMEHMbL NOCMOSHHO20 U 8peMeHHbIX (cebiwe 10 nem) cpoxos
XpaueHust, 6 MoM uucie no JAUYHOMY COCMABY, GKIIOUAIOMCSA 8 COCMA8 ApXUsHO20 (YOHOA
opeanuzayuu IIpoghcorosa.

5.2.2. Cucmemamuzayusi 31eKMPOHHLIX OOKYMEHMO8 U UX UHOeKcayus 6
coomeemcmeuu ¢ HOMEHKIAmypou oel, opmuposanue KOHMEUHEPOS NeKMPOHHbIX
0OKYyMeHmo8 0l nepeoadu 31eKmMpOHHbIX OOKYMEHmMOo8 8 apxué opeanusayuu Ilpoghcoroza
oCyuecmenaiomess 6 CMpPYKmMypuvlx — noopasoenenusix — opeanusayuu  Ilpogcorwsa 6
COOMBEMCMBYIOUUX UHPOPMAYUOHHBIX CUCTEMAX.

Kownmeiinep snexkmponnoco doxymenma npeocmasgisem coOoul zip-apxus (cocamyro
zZip-nanky).

B koumeiinep anekmponno20 00KyMeHma eKA04aAOmcs:

- 9IeKMPOHHBLUL OOKYMEHM 8 (hopmame apXueHO20 XPAHeHUs,

- MemaoanHvle OOKYMeHMA, BKI0YAs JIeKMPOHHble NOONUCU.

DnekmpoHHble OOKYMEHMbl, UMerwue NPUNLONCEHUs, AGIAUUEC HEeOMbeMIeMOU
yacmelo  OOKYMeHma, Oo@opmieHHble KAk — OOKYMeHm  UHGOPMAYUOHHO-CIPABOYHOLO
xapaxkmepa (epagux, cnucox, cmema, niam u 0p.), HOPMAMUBHBIL ULU UHOLU OOKYMEHM, d
MAKice TUCbL CO2NACOBAHUSL K OOKYMEHMAM NPU KOHEEPMUPOBAHUU 68 (POPMAM APXUEBHO2O
XpaHeHus NPUCOeOUHAIOMCS K OCHOBHOMY OOKYMeHmy, o00pasys ¢ Hum oO0uH @aitin.
Tpunosicenust 6016UL020 06BEMA MOSYM KOHBEPMUPOBAMBCS 8 OMOEIbHbLE (DAlLIbL.

5.2.3. Ilpu nepedaue xonmetiHepo8 31eKMPOHHLIX OOKYMEHMO8 U3 CMPYKMYPHO2O
noopaszoenenusi 8  apxue  opeanuzayuu  Ilpogcoroza  no  umgopmayuouHo-
MeNeKOMMYHUKAYUOHHOU Ccemu  COOepiHcuMoe KOHMeUHepa dJeKMPOHHO20 OOKYMeHmda
gKIOUaAemMcs 6 UHQOPMAYUOHHYIO — cucmemy apxueéa opeanuzayuu Ilpogcoroza u
pazmewjaemcs Ha cepeepe, BbICMYNAs 68 Kayecmee OCHOBHO20 IK3eMHUAApa OoKymenma. B
ungopmayuonHou cucmeme apxusea opeanuzayuu Ilpogcoroza Gopmupyromea pabouue
IK3EMNIAPbL  (KONUU) DNIEeKMPOHHBIX OOKYMEHMO8, KOMmopbvle pa3Mewjaromcs Ha cepseepe
pabouux Konuii.

Komnmeitinepul 1eKkmpoHHbIX OOKYMEHMO8 MO2Yym nepedasamuvCs 6 apXus opeanu3ayuu
Ilpoghcoroza na guszuuecku 060cobIeHHBIX MAMEPUATILHBIX HOCUMESAX OOHOKPAMHOU 3ANUCU
8 08YX UOCHMUYHBIX IKZEMNIAPAX — OCHOBHOM U paboyeMm.
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OcHOBHOU ~ 9K3eMNIAP — JIEKMPOHHLIX — OOKYMEHMO8  AGNAEMCs — IMATOHHbIM
IKZEMNTIAPOM U UCNONBIYVEMCS 8 UCKTIOYUMENbHBIX CIYYAsX, d makyce Oisl CO30aHus KOnuul
paboue2o IK3eMNAAPA B3AMEH UCNOPUEHHO20 UMY YMpadeHHo2o dK3emnaapa. Pabouuil
IKZEMNIADP INEKMPOHHLIX OOKYMEHmMo8 6 apxuge opeanuzayuu Ilpogcoroza saensemcs
IKZEMNTIAPOM, C KOMOPO2O Npu HeoOXO0OUMOCMU U320MABIUBAIOMCA KONUU INEeKMPOHHBIX
O0OKYMEHmMO8, 8 MOM yucje 0 YoHOa NONb308AHUSL.

5.2.4. Dnexmponuvie 00KyMeHnmbl OOJHCHbL ObIMb CUCTEMAMUZUPOBAHBI, ONUCAHDL U
BHECEHbl 8 ONUCU U Opyeue apXUHvle CIPABOYHUKU MAKUM 0OPA30M, YmMOObl MOJICHO ObLIO
obecneyums ux yuem, NOUCK U UCHONIb30BAHUE.

5.3. Obecneuenue coxpanHocmu 31eKMPOHHBIX OOKYMEHN 06

5.3.1. Coxpannocmsv 31eKmMpPOHHBIX OOKYMEHMO8 6 apxuge opeanuzayuu Ilpogcoroza
obecneyusaemcs:

- co30aHuemM HOPMAMUBHLIX (ONMUMAIbHLIX) YCIOBU XPAHEHUs Hocumenet
INEKMPOHHBIX OOKYMEHMO8;

- pasmeujeHuem 9NeKMPOHHLIX OOKYMEHMO8 HA cepeepax apxuéa u/uiu 6
aApXusoXpaHunuuje, eciu 2NeKmpoHHble OOKYMEHMbl nepedaiomcs Ha XpaHeHue U XpaHsamcst
Ha pusuyecku 060CcoOOIEHHBIX MAMEPUATLHBIX HOCUMETISX,

- cOO00eHUeM HOPMAMUBHBIX PEHCUMOB XPAHEHUSL JNLEeKMPOHHBIX OOKYMEHMO8;

- NPOBEPKOIL HA HANUYUE 8PEOOHOCHBIX KOMNBIOMEPHBIX NPOZPAMM (KBUPYCO8Y);

- NPOBEPKOIL HANUYUS U COCOAHUSL INEKMPOHHBIX OOKYMEHMO8;

- KOHmponemM Qu3u4ecko2o U mexHu4ecko2o COCMOSHUS HOCUmenell U 21eKMpPOHHbIX
O0OKYMEHMO8;

- KONUPOBAHUEM INEKMPOHHBIX OOKYMEHMOB 8 YeIsX CO30AHUSL PAOOYUX IKZEMNIAPOS;

- KOH8epMUPOBAHUEM INEKMPOHHBIX OOKYMEHMO8 8 HO8ble (hopMambl U Mucpayueil Ha
HOBblE (8 MEXHON0SUUEeCKOM OMHOULEHUY) DIIeKMPOHHbBLE HOCUMEIU.

s obecneuenusi cOXpanHOCmMu 21€KMPOHHBIX OOKYMEHMO8 6 apXuse OpeaHu3ayuu
IIpoghcoroza neobxo0umo 8blnOIHAMb MEPONPUAMUS NO UHDOPMAYUOHHOU OE30NACHOCTIU:

- 3auumy 21eKMpPOHHBIX OOKYMEHMO8 OM 8030€UCMBUsL 8DEOOHOCHBIX KOMNbIOMEPHBIX
npocpamm («eupycoe» u op.);

- 3auumy 31eKMpOHHBIX OOKYMEHMO8 OM HeCAHKYUOHUPOBAHHO20 OOCMYNA K HUM.

5.3.2. Onmumanvuvie ycrogusi Xpawewust 3JIeKMPOHHbIX OOKYMEHMO8 6 apxuge
opeanuzayuu IIpoghcorosa obecneuusaromesi:

- 0bopydosanuem noMeweHull U XPAHUIUW CPeOCmeamu NONCAPOMYULeHUsl, OXPAHbL U
CUSHaIU3ayULU,;

- NpUMeHeHUeM MeXHUYeCKUx cpeocms OJisi CO30aHUsL ONMUMATbHLIX (HOPMAMUBHBIX)
MeMnepamypHoO-61A*CHOCMHO20, — C8EMOB020,  CAHUMAPHO-CUSUEHUYUECKO20, — OXPAHHO2O0
DEAHCUMOB 8 NOMEWSHUAX U XPAHULUWAX APXUBA,

-NpUMEHEeHUeM NPOSPAMMHBIX — cpedcme 01 obecneuenus UHGOPMAYUOHHOU
bezonacnocmu,

- NpuUMeHeHUeM CReYUANbHbIX CPeoCme XpaHeHUs U nepemeujeHus OOKYMEeHMOos
(cepsepwi, cmennadxcu, wkagsl, OOKcwl, hymasapol);

-HanuyueM 6 apxuge 08yX Uiu 0Oojee UOCHMUUHBIX IK3EMNINAPOS eOUHUY XPAHEHUs
INEKMPOHHBIX OOKYMEHMOB U UX PA30EIbHbIM XPAHEHUEM,

- HaauyueM MeXHUYeCKUX U NPOSPAMMHBIX CPeOCm8, NPEeOHAZHAYEHHbIX O
PE3ePEHO20  KONUPOBAHUs, KOHGEPMUPOBAHUS U MUSPAYUU INEKMPOHHLIX OOKYMEHMOS,
KOHMPOJISL UX PUULECKO20 U MEXHUYECKO20 COCMOSHUS.
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-3auumon uHgopmayuyu Om HeCAHKYUOHUPOBAHHO20 OOCMYNA Nymem NpUMEHeHUs
COOMBEMCMBYIOUUX MEXHUYECKUX CPEOCME,

- 00CMYnom K uHgopmayuu yCmaHo81eHHbIX Kame2opuil noib308amenetl;

-pedCUMAMU  XPAHEHUsL  DJIeKMPOHHBIX OOKYMEHMOS, UCKIIOUAIOWUMU  YmMpamy,
VHUYMOMCEeHUe Ul UCKAdNCeHUe UHDOopMayuu.

5.3.3. B cnyuae usmenenus npocpamMMHO-GnNAPAMHOU Ccpedbl U  6blX00d U3
ynompeOieHusi KOMNbIOMEPHbIX (DOPMAMos8, NOBPEHCOeHUs HOCUMEN APXUE OPeAHU3AYUU
Ilpoghcoroza nposooum pabomy no Komeepmayuu 1eKMPOHHLIX OOKYMEHMO8 6 HOBble
Gopmamsl u/unu Muepayuu Ha HO8ble HOCUMEIU.

5.3.4. Koumponb mexuuueckozo COCMOSAHUSA — JJIEKMPOHHBIX  OOKYMEHMO8 U
@uzuueckoeo cocmosanusa Hocumerel NPOBOOUMCS He pedce 0OHO20 pa3d 6 3 2004.

5.3.5. [na onepamuenozo oocmyna K 31eKMpPOHHbIM OOKYMEHMAM 8 CHPABOYHbIX U
HOUCKOBLIX Yeax apxue opeanusayuu Ilpoghcoroza modxcem nposooums pabomy no co30aHuio
GoHOa nonv3068aHUsL  INEKMPOHHBLIX OOKYMEHMOS. DNeKmpoHHble O0OKYMeHmbl (PoHOA
NOIb306AHUSL NOOTIEHCAM YUen).

54. OnmumanvHsle ycnoeus Xpanenus 31eKMPOHHBIX OOKYMEHMO08

5.4.1. Xpawnenue snekmponHbIX OOKYMeHmMO8 6 apxuee opeanuzayuu IlIpogcorosa
ocyujecmeansaemcs 8 YCiosusax, 00ecneyusaouwux ux 3aujumy om noepeicOeHull U 8peoHbIX
8030elicmaull oKpyscaloujeti cpeodsl, 8 COOMEEMCMEUU C MPeOOBAHUAMU, VYCMAHOBIEHHbIMU
Ilpasunamu xpanenus, KOMNIEKMOBAHUA, YUEMA U UCNOIb30BAHUS OOKYMEHMO8 ApXuenoco
¢onoa Poccuiickou Dedepayuu u Opysux apxusHvix OOKYMEHMO8 8 20CYO0aApCMEEeHHbIX
OP2aHax, opeanax MecmuHo20 CamoynpagieHus U OpeaHu3ayusx.

5.4.2. 3awuma >1eKMpoHHbIX OOKYMEHMO8 obecneuusaemcs 3a cuyem coON00eHUs.
(nodoepoicku):

1) ceemosoeo pedcuma xpaneHnusi;

2) memnepamypHo-81aiCHOCIHO20 PENCUMA XPAHEHUSL,

3) canHumapHo-eucUeHU ecKk020 percumMa XpaHeHus.

5.4.3. B apxueoxpanunuwe, 6ce 6udbl pabom ¢ OOKYMEHMAMU, NPOBOOSIMCSI NpU
O2PAHUYEHHBIX YPOBHAX OC8ewjeHus. [ 3auumol 31eKMPOHHbIX OOKYMEHMO8 NPUMEHSIOM
XpaueHue @uzudecku 000COOIEHHbIX MAMEPUATbHBIX HOCUmenel ¢ 3aNUCAHHbIMU HA HUX
INEKMPOHHBIMU OOKYMEHMAMU 8 NePEUYHBIX 3AUJUMHBIX CPeOCBAX XPAHEHUs - (DYMIAPax.

Ilpu xpanenuu 0oxymenmos Ha Qusuyecku 060COONCHHLIX MAMEPUATLHBIX HOCUMENSX
VCMAHABIUBAIOMCSL  PEKOMEHOyeMble  Npou3eooumenem  NApamempvl  memMnepamypHo-
BILAINCHOCMHO20 PeAHCUMA.

Ilpu Xxpaumenuu >71eKMPOHHBIX OOKYMEHMO8 HA Cepeepax apxued OpeaHu3ayuu
Ilpoghcoroza cnedyem pykosoocmeosamvcs mpebosaHusMu  Gupm-uzeomosumenei U
pekomenoayusamu  Poccuiickoeo  eocyoapcmeennoco  apxuea  HAyYHO-MEXHUYeCKOoU
0OKyMeHmayuu.

5.5.  Pazmewjenue 31eKmMPOHHBIX OOKYMEHN 06 8 APXUBOXPAHUIUILE

55.1. B apxuse opeanusayuu Ilpoghcorosa s1ekmponHvie OOKYMEHmbl MO2ym
nocmynamu:

- U3 UHQoOpmayuoHuwvlx cucmem opeanusayuu Ilpogcoroza u pasmewamvcs O
XpaueHus Ha cepsepax (0CHO8HOM U pabouem) apxusa opeanuzayuu [Ipogcorosa;

- Ha ¢usuuecku 000COOIEHHbIX MAMEPUATbHBIX HOCUMENSAX OOHOKPAMHOU 3aNUCU 8
08YX IK3EMNAAPAX (OCHOBHOM U pabouem) u pazmeuwamscsi 8 NOMEWeHUsAX 0151 UX XPAHEHUs. 8
COOMBEMCMBUU C YUEeMHbIMU OOKYMEHMamMu apxusd.
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5.5.2. OcHosnoii u pabouuti cepsepwi apxuea opeanusayuu Ilpoghcorosa u ocnosnvie u
pabouue dK3eMnIApbl eOUHUY XPAHeHUs. HA u3udecku 000COONIEHHbIX MAMepUudaIbHbIX
HOCUMENAX PEKOMEHOYemcs pasmeuams pazoeibHo.

Ilpu  xpanenuu  51eKMPOHHBLIX  OOKYMEHMO8 Ha  Quauuecku  000COOIEeHHbIX
MAMePUAIbHbLIX  HOCUMENAX — KadCcOblll  HOCUumenb — OONNCeH  UMemb  He2epMemuyHblil
UHOUBUOYATILHLIL DYmMIAp, NPU 3MOM OOANCHO ObIMb UCKIIOUEHO CB0O00HOE nepemeujeHue
HOCUmessi 6Hympu Gymiasapa.

Qymusippl ¢ Qusuuecku  000COONEHHLIMU — MAMEPUATILHBIMU — HOCUMENSAMU
pasmewaromces 8 OOKCax 8 CNeYuaIUsUPOBAHHLIX WKADAX, HA NOIKAX CMenaxcel, wKagos.
Paccmosnue mexcoy gymaapamu  0oadxcho 0Ovimb  00CMAmMounbiM  Ojisl MO20, YMOObl
HOCUMeNU MONCHO DbLIO C60000HO nOMewams u 00Cmasams u3z OoKca.

Ilpu pasmewenuu Gymuapos c¢ ¢usuuecku 060COONEHHLIMU MAMEPUATLHBIMU
HOCUmenAMU 8 OOKCax HeoOX00UMO pacnonazams ux makum oopazom, 4moobsl ObiIU GUOHBL
apxusHvle Wuppsvl eOUHUY XPAHEHUSL.

Ilpu OoncoepemenHom XpaHeHuu NEKMPOHHLIX OOKYMEHMO8 HA  Du3uuecKu
000COONICHHBIX ~ MAMEPUATIbHLIX — HOCUMENAX — NpednoumeHue  cliedyem — omoasamo
CReYUANUUPOBAHHBIM CPEOCMEAM PA3MeujeHusl, 8 KOMOPbIX HOCUMENU 3auuuaromecs om
BPEOHBIX  B030elicmeull  OKpydcaroujeli  cpedvl  (MACHUMHBIX,  9NeKMPOMASHUNHDBLX,
memMnepamypHo-61aiXCHOCHHbIX U Op.).

5.6. Ilposepka nanuuus u cocCmoAHUA IIEKMPOHHBIX 0OKYMEHN 08

5.6.1. Ilposepxa Hanuuus u COCMOSAHUA OCHOBHBIX U PAbOOUUX IKIEMNIAPOE
NEKMPOHHBIX OOKYMEHMO8 NPOBOOUMCS NPU npueme NeKMPOHHbIX OOKYMEHMO8 6 apXue
opeanuzayuu Ilpoghcoroza, uepesz 200 nocie npuema 21eKmMpOHHbIX OOKYMEHMO8 HA XPAHEHUe
8 apxus u oajnee ¢ NEPUOOUUHOCbIO OOUH pa3 6 3 200a, a Makdice npu nepemeuyerun apxusd
8 Opyeoe nomewenue, npu cmene Ilpedceoamens apxuea (pabomuuka, omeemcmeeHHo20 3a
apxus), npu cmere UHDOPMAYUOHHOU cucmembvl apxuea opeanuszayuu Ilpoghcorosa, npu
Mucpayuy 21eKmpoHHbIX OOKYMEHMO8 HA HO8ble Hocumenu u neped nepeoadell OOKYMeHMOo8
Ha XpaueHue 8 20CyO0apCmMEeHHblI ApXUs.

B xo00e nposepku Hanuuus u cocmosHus 21eKMPOHHBLIX OOKYMEHMO8 6 apXuge
opeanuzayuu IIpoghcorosa ocywecmensromes ciedyoujue Meponpusmus:

—  ycmauo@ieHue — (akmuueckoeo  HAIUMUs  eOUHUY ~ XPAHEHUS  DJIeKMPOHHbIX
OOKYMEHMO8, HAXOOAWUXCS HA XPAHEHUU;

— BblsIGIIeHUEe U YCIMPAHEHUe HeOOCAamKos 8 yueme eOuHUY XpPaHeHus 3J1eKmpOHHbIX
OOKYMEeHMO8;

— GblsIGNIeHUE OMCYMCMBYIOWUX PU3ULECKU 000COONIEHHbIX MAMEePUATbHBIX HOCumenell
KOHMEUHEPOS8 dNIeKMPOHHBIX OOKYMEHMOS8 U OP2AHUZAYUS UX PO3BICKA,

— KOHMpOIb (PU3UYECKO20 COCMOSHUSA (u3uyecKu 000COONEHHbIX MaAMepUaiIbHblX
Hocumesell KOHMeuHepos INeKMPOHHBIX OOKYMEHMO8;

— KOHMPONb MEXHUYecKoe0 COCMOSHUSA U B8OCNPOU3BOOUMOCU  DJIEKMPOHHBIX
OOKYMEHMO8 NPOSPAMMHBIMU CPeOCMEAMU (NpU XPAHEeHUU DJIeKMPOHHbIX OOKYMEHMO8 Hd
@uzuuecku 060cOONIEHHBIX MAMEPUATLHBIX HOCUNENAX),

— @vlaslleHUe U yuem eOUHUlY XPaueHusi dJEeKMPOHHBIX OOKYMEHMO8, MmMpeoyIouux
CNeyUuanbHol MexXHUYecKol o06pabomxu (npu XpameHuu 1eKMPOHHbIX OOKYMEHmMO8 Ha
Qusuuecku 060CcoOIEHHBIX MAMEPUATLHBIX HOCUMETISX),

— blAGIeHUe U Yuem OINeKMPOHHBIX OOKYMEHMO8, MpeOVIOWUX KONUposauHus u
pasmewjenuss Ha HOBbIX HOCUMENAX U Npogedenue Opy2ou mexHuueckou obpabomku (npu
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XpaumeHuu DIeKMPOHHbIX OOKYMEHMO8 HA @QU3U4ecKu 000COONIEHHbIX MAMepUuaIbHblX
HOCUMEJISIX).

5.6.2. B cnyuasx HapyuwieHus memnepamypHO-8IANCHOCMHO20 DeXCUMA XPAaHeHus,
npoGepKy ciiedyem npo8ooums Kaxicovlll paz nocjie CUmyayuy HapyueHus: pexicuma.

5.6.3. Ilposepxa  21eKMpOHHBIX ~ OOKYMEHMO8  HA  Haluyue  8PeOOHOCHbIX
KOMNbIOMEPHLIX NPOSPAMM  («BUPYCOB») OCYWeCMENAemcss Npu npueme 3J1eKmpOHHbIX
OOKYMEHMO8 HA XpaueHue om CMpPYKMYpHwIX noopaszoeieHuti opeanuzayuu [Ipogcorosa, a
Makdice 80 6pems NpoeOeHUs NepuooOUYecKUx NnpoBepPoK MeEXHUUEeCKO20 COCMOAHUL
INEKMPOHHLIX ~ OOKYMEHMO8,  KAJXNCOblll  pa3  neped  UCHONb30BAHUEM  DJIeKIMPOHHBIX
OOKYMEHMO8, a makaice 6 npoyecce N0O20MOBKU OOKYMEHMO8 NOCMOAHHO20 CPOKA XPAHeHUs
K nepeoaue 6 pecuOHAIbHbLIL apXUs.

5.6.4. Ilpu nposepke manuuus u COCMOAHUA INEKMPOHHLIX OOKYMEHMO8 8 apXuge
opeanuzayuu Ilpogcorosa neobxooumo:

— COXpaHAmMb NOPSOOK PACNONONCEHU eOUHUY XpaHeHus 6 ymiapax, 6okcax, Ha
cmeniadcax, 6 wkagax (npu XpameHuu JNeKMPOHHLIX OOKYMEHMO8 HA Du3udecKu
000CO0NICHHBIX MAMEPUATLHBIX HOCUMETISIX),

— 8036PAWAMb HA CBOU MeCmd, OOHAPYICEHHble 80 BPeMsi NPOGEPKU, HEeNpPAGUIbHO
Xpauawuecs eOuHuYbl XPaHeHus (Npu XpaHemuu 1eKMpPOHHbIX OOKYMEHMO8 HA (u3uyecKu
000C00IeHHBIX MAMEPUATLHBIX HOCUMEISX),

— usbIMamb eOUHUYbl XPAHeHUs, cooepicaujue Bpe0OHOCHble KOMNbIOMEPHbLE
npocpammul - («BUpPYCcobl»), U noMewams OMOeNbHO O Nnociedylujel CHeyualbHoU
00pabomxu 31eKMPOHHBIX OOKYMEHMOB.

5.6.5. Pabomwvl no npogepke Hanuyus u COCMOSAHUA INEKMPOHHLIX OOKYMEHMO8
OOJICHbL  HAYUHAMBCS € OCHOBHBIX ~ DK3EMNWIAPO8 €OUHUY XPAHEHUsI  DJIeKMPOHHBIX
OOKYMEHMO8 U 3aKAHYUBAMBCI PADOUUMU IKIEMNIAPAMU.

Ilpu nposepke Hanuuusi eOUHUY XPAHEHUS! NEKMPOHHLIX OOKYMEHMO8 NPO8OOUNICS
ceepka ux oobwe2o KoaUYecmseda U Y4emHbIX HOMEPO8 CO CBeOeHUAMU 8 KHuze yuema
nocmynjieHuti U 8blObIMUs INEKMPOHHLIX OOKYMEHMO8 U KOIUYECN8A CO CBEOeHUAMU NO
JUCMY y4ema 31eKmpOoHHbIX OOKYMEHMOB.

IIpu npoeepke Hanuuusi eOUHUY XPAHEHUS INEKMPOHHLIX OOKYMEHMO8 NPO8OOUMCs
conocmasienue pakmuieckux oouWuUx KoaudeCmeeHHbIX U KOHMPOIbHbIX XAPAKMEPUCTIUK C
UMOo2060Il 3aNUCHI0 ONUCU, CEEPKA UX HATUYUS C ONUCHIO.

5.7. Ilposepka ¢pusuueckozo u mexHUYECKO20 COCMOAHUA 000COOIEHHBIX
MaAmepuanbHvlX Hocumeneu 3INeKMmpOHHBLIX OOKYMEHMO8, MEXHUYECKO20 COCMOAHUA
INEKMPOHHBIX 0OKYMEHM 08

5.7.1. Ilposepxa  ¢uzuueckoco U  MEXHUUECKO2O  COCMOSHUA — usuyecKu
000CO0ONEHHBIX MAMEPUATLHBIX HOCUMENEl 3aKTI04Aemcs 8 OYeHKe:

— Qusuuecko2o cocmosiHusi Hocumeneu, 8 MoM Hucie:

cocmosHue NepeudHbIX Cpeocme XpaweHus Hocumeneu  (Haauuue — mpeuwun,
deopmayuii, pazpyuilenus, HalUdue U Kayecmeo HAOnucell Ha 8KIAObIUAX U Op.), Haludue
3anvlieHus U 3a2pA3HeHUs NO8EePXHOCMel, HAluuue 61acu HA NOBEPXHOCMAX, Qusuueckoe
cocmosnue paboueli NOBEPXHOCMU U KOPNYCO8 Puuyecku 000COONEHHbIX MaAMepUanbHbix
Hocumenel (8blsGIeHUe MEXAHUYECKUX NnospedcoeHuti u Odegopmayuil, paccioenus,
NY3bIpeHUsl, U3MeHeHUs Yeema, Haludue Yyapanut, nPoKoLos) u op.;

— OYeHKe MEeXHUYeCK020 COCMOSHUS (hu3udecku 000COONIeHHbIX MamepUaiIbHbIX
Hocumeretl, 8 MoM yucie:
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coomeemcmeue  XApakmepucmux — HOCUMeENs — CBEOCHUAM,  COOEPICAWUMC 8
COamo4HOl ONUCU CMPYKMYPHO20 NOOPA30eeHUs; NPO8EPKA INEeKMPOHHLIX OOKYMEHMO8 Ha
Hauuyue 8 HUX BPEOOHOCHBIX KOMNbIOMEPHLIX NPOSPAMM («KOMHBLIOMEPHBIX BUPYCOBY);
npoeepka Ha cOOU Npu CHUMbIBAHUU UHDOPMAYUU.

5.7.2. Ilpu nposepke mexHUYECKO20 COCMOSHUS  INEKMPOHHLIX  OOKYMEHMO8
npoBOOUMCs.  NPOBEPKA  BOCHPOU3BOOUMOCU — 8CeX eOUHUY XPAHEHUsl  JIeKMPOHHbIX
O00KYMEHmMO8 HA 000PYO0BAHUU APXUBA.

Konmpono mexnuueckux napamempos @uszuuecku 000COOIEHHbIX MAMEPUATbHBIX
Hocumenetl, 3J1eKMPOHHBIX OOKYMEHMO8 NPOBOOAM ¢ HOMOWbIO CHEYUATUZUPOBAHHOZO
annapamuo2o u npoSPAMMHO20 0becneyeHus..

Pezynomamer  nposepku  Hanuuus u COCMOAHUA INEKMPOHHLIX OOKYMEHMO8 U
0OHapydiceHHble 6 ee X00e HedOCMAamKUu QUKCUPYIOMcs 6 akme NpO8epKU HAIUYUSL U
COCMOANUSL INEKMPOHHBIX OOKYMEHMO8 PA30elbHO NO OCHOBHLIM U PAOOYUM IK3EMNIIAPAM
NEKMPOHHBIX  QOKYMenmos (npunodxcenueNe22). B cayuae ecau pabouue u OCHOBHbLE
9K3EMNJIAPbl eOUHUY XPAHEeHUsl XPAHAMCS 8 OOHOM XPAHUuiuue, pe3yibmanmvl NPoSepKu Ux
HAMU4usi U COCMOSIHUSL BHOCAMCSL 8 CE80OHbLL aKm. AKmbl, cOoCmasienHvle No OKOHYAHUU
NPOBePKU, BKIIOUAIOMCSL 8 Oel0.

5.8.  Bwvloaua 31eKmpoHHBIX APXUBHBIX OOKYMEHNI06 U3 APXUGOXPAHUNULYA

5.8.1. Eounuyvi xpanenuss 21eKMPOHHLIX OOKYMEHMO8 BblOAIOMCs U3  apXued
opeanuzayuu IIpoghcorosa no 3anpocam 8 KONUsX:

— O/151 UCNONb306AHUSL 8 CIMPYKMYPHbIE NOOPA30eNieHus U COMPYOHUKAM OP2AHU3AYUL
Ilpoghcorsa;

— NPABOOXPAHUMENLHBIM, CYOCOHbIM OP2aHAM U OP2AHAM NPOKYPAmypvl 6 nopsioKe,
VCMAHOBNIEHHOM OeUCMBYIOUUM 3AKOHOOAMENbCMEOM,

— 0111 NpoBeOeHUs. apXUBHLIX pabom ¢ 2JIeKMPOHHLIMU OOKYMEeHmamu (Hay4Ho-
MEXHUYECKO20 ONUCAHUS, YCOBEPULEHCMBOBAHUS HAYYHO-CIPABOYHO20 ANNapamad,

BLINOJIHEHUS  MEeMAMU4ecKuUx U NpaeoBblixX 3anpocos, IKCHepmusbl YeHHOCMU
O0OKYMEeHmo8 u m.n.),;

- OPeAHU3AYUAM U YACMHBIM TUYAM U OD.

5.8.2. Konuu snekmponHulx 00KYMeHmMO8 OJisi 8blOA4U NO 3anpocam co30aiomcs Ha
OCHOBe pabouezo 3K3eMNIAPA KOHMeUHepd NeKMPOHHO20 OOKymenmd. Bepnocmv xonuu
KOHMeEUHePa 21eKMpPOHHO20 OOKYMEHMA C8UOemenbCmEyemcs OMCcOeOUHEHHOU INeKMPOHHOU
noonucwio opeanusayuu Ilpoghcorosa (apxusa opeanuzayuu Ipogpcoiosa).

Daxm evlOauu KONULl 31EKMPOHHBIX OOKYMEHMO8 (DUKCUPYEMCsl 8 JiCYPHALE 8blOaYU
INEKMPOHHBIX OOKYMEHMOB.

5.9.  Opzanuzayusa yuema 3neKmpoHHbIX 0OKYMEHMO08

5.9.1. Vuemmnovie eOunuyvl 31eKMpPOHHBLIX OOKYMEHMOS.

Yuemmnotl eounuyetl 31eKmpoHHbIX OOKYMeHmos 6 apxuge opzanuzayuu Ilpogcoroza
ABNAEMCA OUHUYA XPAHEHUS — KOHMEUHED 2IeKMPOHHO20 OOKYMeHmd.

Yuemy noonescam ece xpansawuecs 6 apxuge opeanuzayuu Ilpogcoroza snexkmponnoie
OOKYMEHMbL U ONUCU DTIEKIMPOHHBIX OOKYMEHMO8, Oell.

Yuem npouszeooumcsa nymem npuceoenus eOuHUYam XpameHusi dJ1eKMpPOHHbIX
OOKYMEHMO8 YYEMHbIX HOMEPO8, KOMOopble AGNAIOMCA COCMABHOU YACbIO UX APXUBHO2O
wugpa.

Ilpu  xpanenuu  1eKMPOHHBIX  OOKYMEHMO8 Ha  uzuiuecku  000COONIEHHbIX
MAMePUAIbHbLIX HOCUMENAX apXueHwlll wugdp o0603Hayaemcs Ha 6K1adviule Gymiapa
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eOUuHUYbl XpameHus ¢ yevio obecneyeHus ee yuema u udenmughuxayuu. Ilpu xpanenuu
NEKMPOHHBIX OOKYMEHMO8 8 UHPOPMAYUOHHOU cucmeme apxuga opzanuzayuu IIpoghcorosa
APXUBHBLU WUDP BKAI0UAETNCA 8 MEMAOAHHble KOHMeUHepa d1eKMPOHHO20 OOKYMeHma.

5.9.2. Apxuenviii wugp eounuysbi xparenus 31eKMPOHHLIX OOKYMEHMO8 BKII0YAem
cneoyoujue d1eMeHmol:

- HoMmep ponoa, 6 cOCMas KOMOpPo20o BKIIOUEHbL INEKMPOHHBIE OOKYMEHMbL,

- HOMep OnucuU 3JIeKMPOHHBIX 0ell, 0OKYMEHMO8;

- HOMep eOUHUYbl XPaHeHUsl INeKMPOHHLIX OOKYMEHMO8 (KOHmMelHepa 31eKmMpOoHHO20
O0OKYMEeHmMa) no ONUCU IJIEKMPOHHBIX 0el, OOKYMEHMO8,

- omMemKa 0 cmamyce IK3eMNAAPA INEeKMPOHHLIX OOKYMEHMO8. (OCH.) — OCHOBHOL,
(pab.) — pabouyuil.

593. Ilpu yueme 91eKMpPOHHLIX  OOKYMEHMO8 6  YUEMHbIX  OOKYMEHMAX
ompadicaiomcs. 0anHvle 00 0Oveme KOHmelHepa 3eKMPOHHO20 OOKYMEeHma 8 Mme2abaiumax
(Mb), konHmpoavbHoll cymme, noomeepaHcoaroueli Yel1oCmHOCMb KOHMeUHepa 31eKMPOHHOZO.

5.10. Cucmema yuemnuwix 0oKymenmoe

5.10.1. B apxuee opeanuzayuu Ilpoghcoroza eedemcs yeHmpanuzo8auHvlll yuem
9NEeKMPOHHLIX OOKYMEHMO8, OCYWeCmeasemblll pa30eibHo N0 OCHOBHbIM U  padodum
IKZEMNIAPAM INEKMPOHHBIX OOKYMEHMOB.

Yuem osnexmponnvix Ooxkymenmos 6 apxuge opeanuszayuu Ilpoghcoroza modxcem
8eCmucy 8 UHQOPMAYUOHHOU cucmeMme apXusa.

Mna  ¢guxcayuu yuyemuwvix OAHHBIX 00 DJEKMPOHHLIX OOKYMEHMAx 6 apxuee
opeanuzayuu IIpogcorosza mocym ucnonwvzo8amscs ciedyroujue yyemHuole OOKYMeHmMbl!

— KHU2a yyema noCmynJjieHull U 8bl0blmus 31eKMPOHHBIX OOKYMEHMO8,

— aucm gonoa;

— ONUCU INIeKMPOHHBIX 0ell, OOKYMEHMO8,

— peecmp onucell.

5.10.2. IIpu npueme 31eKmMpoHHbIX OOKYMEHMO8 6 apxus opeanuzayuu I[Ipoghcorosa 6
Knuze yuema nocmynnenuii u 8b10b1musi 31eKMpPOHHBIX OOKYMEHMO8 YKA3bI8ACTN

- NOPAOKOBYIL HOMED 3ANUCU,

- dama nocmynieHus uiu bloblmusi OOKYMEHmMOo8s;

- HaumeHnosanue opeanusayuu Ilpoghcoroza, cmpykmypHoeo noopasoenenus, om
KOMOPO20 NOCMYNULU WU 8b1ObLIU OOKYMEHMbL;

- HaumeHo8aHue, HoMep U 0ama OOKYMEeHma, N0 KOMoOpOMy NOCMYNUIU UTU 8blObLIU
OOKYMeHmbl,

- HaszeaHue u Homep (POHOA, ONUCU NOCMYAUBUX UTU BbIOLIBUUUX INEKMPOHHBIX
O0OKYMEHmMO8;

- KpauHue Oamvl NOCMYRUSWIUX UIU BbIOBIGUIUX INEKMPOHHLIX OOKYMEHMO8,
BKIIIOYEHHBIX 8 ONUCH

- KoHmpoavHas cymma, obvem 6 M6 d1eKmpoHHbIX OOKYMEHMO8 OMOeNbHO No
HOCMYNUBUWIUM U  BbIOLIBUUUM OOKYMEHMAM HNOCMOSHHO20 CPOKA XPAHEHUS, 6PEeMEHHbIX
(ceviute 10 nem) cpokoe xpanenus u no TUYHOMY COCABY;

- KOIU4ecmeo NOCMyNuSUuiux (8ulObl8UUX) OOKYMEHMO8 ¢ YKA3aHUueM cmamyca
IKZEMNIAPA OOKYMEHMO8 (OCH. — OCHOBHOU, pab. — pabouuti), eciu NOCMYNUIU ULU BblOBLIU
00KyMenmbl Ha husuyecKu 000coOIeHHbIX MAMEPUATbHBIX HOCUMESX.

5.10.3. Onuce snexkmponnvix 0Oen, OOKYMEHMO8 SAGNIAENCsl OCHOBHbIM NepEUHbIM
VUEemHbIM — OOKYMEHMOM, NPUMEHAeMbIM OAs  yuyemd OIeKMPOHHLIX OOKYMEHmMOos8 U
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NEKMPOHHBIX 0el NOCHOSHHO20 U 8peMeHHbIX (ceblute 10 1em) cpoKos XpaueHus, a maxaice
ONUCAHHBIX  DNIEKMPOHHBIX  OOKYMeHmo8 Apxuenoeo @onoa Poccuiickoii  ®Pedepayuu,
NpPeoOHA3HAaA4eHHbIX 05l nepedayll 8 pecUOHANbHbIU APXUS.

B onucu sedemcs noeounuunwili yuem eOuHuy XpaHeHus 3J1EeKMPOHHBLIX OOKYMEHMO8
(KOHmeUuHnepos  INEeKMPOHHBIX ~ OOKYMEHMO8) — Nymem  3aKpenjieHus  3a  KadcOblM
camocmosmenvHo2o Homepa. Eounuyvl xpanenus 31eKkmpoHHbIX 00KYMEHMO8 YYUmulearomcs
8 ONUCU 8 COOMBEMCMBUU C UX CUCeMamu3ayuell U CKEO3HOU Hymepayuell 3a NopsOKOGbLMU
VUEemHbLMU HOMEPAMU.

Tloonunnux onucu 31eKMpPOHHLIX O0el, OOKYMEHMO8 O0QOpMIAemcs HA OVMANCHOM
Hocumerne (npunoxernue Ne23).

B xonye onucu asnekmpounvix 0ell, 00KYMeHmMOo8 0QOpMAAemMcs Umo208ds 3anuch, 8
KOMOPOU YKA3bIBACMCSl KOAUYECMB0 eOUHUY XpaHmeHus (yugpamu u nponucwio), obdvem
eOUHUY XPAHeHUsI INeKMPOHHBIX 0OKYMeHmo8 6 M6, obuee konuuecmeo eOuHuy XpaHewus
(ocHO6HLIX /  pabouux) u UHble KOIUYECTNBEHHbIE XAPAKMEPUCIMUKU — DNeKMPOHHBIX
00KyMenmos. HMmozcoeass 3anucb NOORUCLIBAEMC ee  CcOCmasumenem ¢ VKA3anuem
00JI2ICHOCU U OAMbl COCMABIEHUSL.

5.10.4. Cmpyxmypusie noopasoenenus opeanuzayuu IIpoghcoroza npu noozomoske
INEKMPOHHBIX OOKYMEHMO8 K coaue 8 apxue oghopmistom onucu 1eKmpoHHbIX OOKYMEHMO8
cmpykmypholx  noopazoenenuti  (npunoxenue Ne22), komopwvle cayxcam  y4emHuLMU
OOKYMEHMAMU U OCHOBOU OJi COCMABIEHUS 8 apXuge COOMBEMCMBYIOULe20 20008020 pa3oeid
CBOOHOU ONUCU INEKMPOHHBIX Oel, OOKYMEHMO8 MNOCMOAHHO20 CPOKA XpAHeHUs U
NPeoOCmasieHust e2o 0/ YMEEPICOeHUs. 8 YCMAHOBIEHHOM Nnopsodke. Onucu CmpyKmypHbix
noopa3soeneHul N0OaeNCam XPaneHuro 00 nepedayl JIeKmMpoHHbIX OOKYMEHMO8 3ad MU 200bl
Ha NOCMOSIHHOE XPAHEHUe.

Peecmp onuceii 6edemcs 6 apxuse opeanuzayuu Ilpoghcorosa 6 obwem nopsoke,
YCMAHOBNIEHHOM OJIs1 6€0€HUsL peecmpo8 ONuUcell.

5.10.5. Ceedenust 0 edunuyax xpanenus I1eKMPOHHLIX OOKYMEHMO8 OMPANCAIOMCSL 8
Oene gponoa. B cxeme cucmemamuzayuu hoHOA OOAHCHA OLIMb OMPANCEHA CUCTEMAMUZAYUSL
9NIEKMPOHHBIX 0€ell;, 8 cOCmas 0ena ()oHOa Mocym ObIMb 6KIIOYEHbl paboyue UHCMPYKYuu no
pabome ¢ 21EKMPOHHLIMU OOKYMEHMAaMU QoHOA, a maxxice aKxmovl nepeoayu 31eKmpOoHHbIX
OOKYMEHMO8 HA XpaHeHue 6 20CYOapPCMEEHHbI  (MYHUYUNAIbHBIIL) — apXus,  aKmol,
ompasxcarowue MeKyuyro OpeaHu3ayuio XPaHeHust 2NeKMPOHHBIX OOKYMEHMO8 (NpogepKu
HAIU4usi U COCMOSIHUSL INEKMPOHHBIX OOKYMEHMO8, NPOBEPKU (PUULECKO20 U MEeXHUUECKO20
COCMOSAHUSL INEKMPOHHBIX OOKYMEHMO8), axmvl, (QuKcuUpylowue uMeHeHuss 8 cocmase u
obveme INEeKMPOHHLIX OOKYMEHMO8 (0 GblOeleHUU K YHUUMONCEHUI) DJIeKMPOHHbIX
OOKYMEHMO8, He NOONeHCAWUX XPAHEHUIO, O HEUCHPABUMBIX NOBPEHCOCHUSAX DJIeKMPOHHbIX
OOKYMEHMO8, O MeXHUYeCcKUx OowudKax 6 YYemuviX OOKYMEHmAx;, O CO30aHUU
OONONHUMENbHO20 pabo4eco IKIEMNIAPA INeKMPOHHBIX OOKYMEHMOs8, O KONUPOBAHUU
INEKMPOHHLIX OOKYMEHMO8, NPOBEOEHUU KOHBEPMUPOSAHUA ULU MUSPAYUU INEeKMPOHHBIX
OOKYMEeHmMo8 u 0p.); aKmvl 6blA6leHUs BPEOOHOCHbIX KOMNBLIOMEPHBIX NpOSPaAMM 6
INEKMPOHHBIX OOKYMEHMAX.

Bce Ookymemmwi 6 Oene @omoa  pacnonazaiomci 8 — XPOHOLOSUHECKOL
nocnedosamenvrocmu. Ha Ooxymenmwi Oena ¢onoa cocmaensemcsi 6HYMPEHHAS ONUCH,
aucmol 0ea Hymepyromces,; K oeny ¢hoHoa cocmasisiemcs 3agepumenvHas Haonucws. [lo mepe
NONOIHEHUs: POHOA 3a8ePUMeENbHASL HAONUCH U 6HYMPEHHSIS ONUCH NePeCcOCMABIIOMCS.
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5.11. Hcnonv3oeanue IneKmpoHHbIX 0OKYMEHMO8 APXUBA.

5.11.1. Hcnonvzosanue >1eKMpOHHBIX OOKYMEHMO8 — HpUMEHeHUue UHGOpMayuu
APXUBHLIX  DNIEKMPOHHBIX ~ OOKYMEHMO8 8  KYIbIMYPHbIX,  HAYYHLIX,  NOIUMUUECKUX,
IKOHOMUYUECKUX Yesx, 0Jisl 0Decnedenus 3aKOHHBIX UHMEPECo8 ePANCOaH.

Apxue  opeanusayuu  Ilpoghcoroza  npedocmasnsem — noav3oeamensimM — KONUU
NEKMPOHHLIX OOKYMEHMO8, He CO0epHCaAuux UHDOPpMayuu O0SpaHudeHHo20 O00Cmynd, d
MAKHCe NOUCKOBbLE OAHHbBLE INEKMPOHHBIX OOKYMEHMOB.

Hocmyn nonvsosameneii K 91eKMPOHHLIM OOKYMEHMAM OSPAHUYEHHO20 OO0CMYNd
ocyujecmensiemcs ¢  yuemom  mpebO8aHull,  YCMAHOBIEHHbIX  OelCMEYIOUWUM
3axkonooamenvcmeom Poccuiickoii @edepayuu u coomeemcmeyOWuMu HOPMAMUEBHIMU
nPasoeuiMU AKmamu.

5.11.2. OcHosnvimu ghopmamu ucnonb308aHUs AEIAOMCA.

— UHGhopmayuoHHoe obecneyenue noab3oeamenell,

— UCHOJIHEeHUe 3anpocos NoNb308amenel, 6 MmMOM YUCie COYUATbHO-NPABOBO2O
xapakmepa,

— C030aHuUe KONUll 91eKMPOHHLIX OOKYMEHMO8 N0 3anpocam Qu3udeckux u
IOPUOUYECKUX TIUY;

— 8b10aUA 2NEKMPOHHBIX OOKYMEHMO8 80 BPEMEHHOe NONb308AHUEe 6 CMPYKMYPHbIe
noopazoenenus opeanusayuu Ilpoghcoroza u cmoponnue opeanuzayuu.

5.11.3. JJlocmyn pyxkosodocmea u compyonuxoe opeanuzayuu Ilpoghcoioza K
INEKMPOHHLIM — OOKYMEHmam  apxuéa npu  HAIUYUu  UHQGOPMAYUOHHOU  CUCTHEMbl
oCyujecmensemesi HenocpeoCmeeHHo ¢ pabodux mecm CompyoOHUKO8 6 COOMEEMCMEUU C
yemarosnennvimu npukazom Ilpedceoamens opeanusayuu Ilpogcoroza npasamu docmyna K
OOKYMeHmam.

Apxue opeanuzayuu Ilpogcoroza mosicem npedocmaesisime 31eKmMpoHHbIE OOKYMEHNbL
no jaokamvHou cemu opeanusayuu Illpogcorosa. B smom ciyuae eedemcsi 91eKMPOHHbIL
JHCYPHAN YYema 6bloayu JJIeKMPOHHLIX OOKYMEHMO8 U3 apXused, 8 KOMOPOM (QUKCUPYEemCcs:
dama evloauu, hamunus, UHUYUATLL 3aNPOCUBUUE20 OOKYMEHm COMpPYOHUKA, HA38AHUE
CMPYKMYPHO20 NOOPA30eIeHUsl, 3A207080K U YUeMmHblIll HOMep 8blI0AHHO20 OOKYMEHMA.

Apxus opeanusayuu Ilpoghcoroza moocem obecneuusamev YOAaieHHbI OOCMYN K
NEeKMPOHHBIM OOKYMeHmam apxuea (¢pondy nonvsoeanus). Ilpu opeanusayuu Ilpoghcorosza
YOANeHH020 00CMYNa NO UHGOPMAYUOHHO-MENEKOMMYHUKAYUOHHOU cemu «HMnmepHemy
obecneuusaemcss — udenmugpukayusi — noabzoeamenell  CUCmeMbl U 3aWuma - om
HeCAHKYUOHUPOBAHHO20 OOCMYNA.

Apxus opeanusayuu Ilpoghcoroza moarcem npedocmagiames 0OCMYN K INeKMPOHHBIM
O0OKYyMeHmam, OMKpblmviM 05 NYOIu4HO020 docmyna, yepes caum opeanuzayuu Ilpoghcorosa
6 cemu « Mumepnem».

Ilo 3anpocam opeanog énacmu u oOpeaHu3ayull 31eKmpoHHble OOKYMEHMbl aApXusd
8b10AIOMCSL NONBL3OBAMENAM HA PuU3UUECKU 000CODIEHHbIX MAMEPUATLHBIX HOCUMENAX 8 GUOE
KONUU pabouezo IK3eMNAAPA dJIeKMPOHHBIX OOKYMEHMO8.

5.12. Hcmounuxku Komniekmosanus

5.12.1. Komnaekmoganue apxueéa opeanuzayuu Ilpoghcoroza  snekmponHbiMU
OOKYMEHmMAMU 8KII04aen:

— onpedeenue CMpPYKMYPHLIX NOOPA30eNeHUll, NeKMPOHHbIE OOKYMEHMbI KOMOPbIX
nepeoaomcs 8 apxue;

— onpeoeneHue cOCmasa NeKMpPOHHbIX OOKYMEHMO8, NOOJeHCAUWUX NPUEMY 8 APXUE;
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— OpeaHu3ayuIo nepeoayu d1eKmpoHHbIX OOKYMEHMO8 8 APXUS.

5.12.2. Dnexmponnvie dokymenmol nepedaromces 6 apxus opeanusayuu Ilpogcorozano
UHDOPMAYUOHHO-ENEKOMMYHUKAYUOHHOU — cemu Ulu Ha  Quauyecku 000COOIEeHHbIX
MAMepUuanbHbIX HOCUMENAX OOHOKPAMHOU 3aNUcU 8 6ude KOHMeUHepo8 JIeKMPOHHbIX Oell,
BKIIOUAIOWUX DTIEKIMPOHHbIE OOKYMEHMbl 8 hopmame apXusHo20 XPaHeHUsl.

Cpoku nepedauu 21eKMPOHHBLIX OOKYMeHMO8 6 apxus opeanuzayuu IIpoghcorosa
YCMAaHABIUBAIOMCSL OP2AHU3AYUET CAMOCMOAMENbHO 8 2paghuKe npuema-nepeoadu 0el.

Apxus opeanuzayuu Ilpoghcorosa éedem cnucok cmpyKmypHwix HOOpazoeieHuti, om
KOMOPbIX 91eKMPOHHbLE OOKYMEHMbL NOCmynarom 6 apxug opeanusayuu Ilpogcorosa.

5.13. Oxcnepmusza yennocmu 31eKmMpPOHHBIX 0OKYMEHM 08

5.13.1. Dkcnepmusa yennocmu 31eKmporHbIX OOKyMermos opeanuzayuu I[Ipoghcoroza
NPOBOOUMCA 8 COOMBEMCMEUU C NPABULAMU U MPeDOBAHUAMY, YCMAHOGIEHHbIMU OJA
OOKYMEHMO8 HA OYMANCHOM HOCUMee C YUemom OONOIHUMENbHBIX NPUSHAKOS:

— NOOTUHHOCMb INEKMPOHHO20 OOKYMEHmMA, HAIuyue 31eKMPOHHOU NOONUCU U
NOJLOACUMENLHOO PEe3YIbMama ee npo8epKu;

—  B03MOJICHOCMb  BOCHPOU3BEOeHUsT U 00pabomku uHopmayuu 31eKmpOHHbIX
OOKYMEHMO08 De3 UCNOIb308AHUS OPUSUHATIBHO2O0 NPOSPAMMHO20 0Decnedenus;

— B03MOJCHOCMb 0bOecneueHus epemenHo2o (ceviue 10 nem) xpaunenus, nposedeHus
MEXHOI0SUYECKUX MUSPaYUll.

Ilo ucmeuenuu cpoxa XpawmeHus 31EeKMPOHHLIX OOKYMEHMO8 8 UHDOPMAYUOHHOL
cucmeme, NPOBOOUMCS IKCNEPMU3A UX YEHHOCMU 8 YeTIAX COCMABIeHUsI ONUCEll dTIeKMPOHHbIX
OOKYMEHMO8 NOCMOSIHHO20 U 6peMeHHbIX (ceblute 10 nem) cpoxkos Xxpanenus, aKmog o
8blOCNICHUU K YHUYMOIICEHUIO 9NEeKMPOHHLIX OOKYMEHMO8, CPOKU XPAHEHUS. KOMOPbIX
ucmexu.

5.13.2. Vmeepoicoenue axkmog o 6blOeleHUU K YHUYMOIICEHUIO  3JIeKMPOHHBIX
OOKYMEHMO8 OCYWeCmeEIsemcs 8 NopsioKe, YCMAHOBIEeHHOM OJisk OOKYMEHMO8 HA OYMANCHOM
Hocumere.

DnekmpoHHble Oena ¢ UCMEKWUMU CPOKAMU XPAHeHUs NOoOaedcam @OuU3u4ecKomy
VHUUMONCEHUIO UIU  YOANeHUIO NPOSPAMMHO-MEXHUYEeCKUMU CPpeOCmeamu ¢ @uxcayuell
Gaxkma yHuumodscenus. 8 NPOMoKoLe UHPOPMayuoHHoU cucmemvl opeanuzayuu Ilpoghcorosa.

5.13.3. Ilpu npogedenuu 3Kcnepmusvl YEHHOCMU IAEKMPOHHLIX OOKYMEHMO8 6
ungopmayuonHwix cucmemax opeanuzayuu Ilpoghcorosza ocywecmensiemcsi:

— 0mOOp UCNONHEHHLIX INEKMPOHHLIX OOKYMEHMO8 NOCMOSHHO20 U BDEMEHHbIX
(ceviute 10 nem) cpoxkos xpanenus, GKIOUEHHbIX 8 UHQOPMAYUOHHYIO CUCEM) OP2aAHUZAYUU
IIpoghcorosza, ona noocomosku Kk nepedave 8 apxus,

— NpoBepKa NpasuIbHOCMU HOPMUPOBAHUA U CUCEMAMU3AYUU eOUHUY XPAaHeHUs
INEKMPOHHBIX OOKYMEHMO8;

— nposepka paiinos ¢ 21eKMPOHHLIMU OOKYMEHMAMU HA HAIuyue 6pe0OHOCHbIX
KOMNbIOMEPHBIX NPOSPAMM.

5.14. Iloozomoeka IneKmpoHHBIX 0OKYMEHN 068 K nepeoaye 6 apxue opeaHu3ayuu
Ilpoghcoroza.

5.13.4. Dnexmponnvie Oena nepedaromcsi 6 apxug opeanuzayuu Ilpogcorwsa 6
VHOPAOOUEHHOM COCMOSHUU N0  ONUCAM  DJIEKMPOHHBIX ~ OOKYMEHMO8  CMPYKMYPHbIX
noopazoeneHutl ¢ COnpPOBOOUMENbHOU CIYHCEOHOU 3aNUCKOU CIMPYKMYPHO20 HOOPA30€eIeHUsL.

B npoyecce no02omosku 31eKmpoHHbIX 00KYMEHMO8 K nepeoaye 8 apxue opeaHu3ayuu
IIpoghcoroza ocywecmensiemcs:
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- KOHBEPMUPOBAHUE INIEKMPOHHBIX OOKYMEHMO8 8 (hOPpMAm apXuHO20 XPaAHEHUsL,

- BKIIOUEHUe DNIeKMPOHHBbIX OOKYMEHMOo8 6 opmame apXueHo20 XpaHeHus 8
KOHMeUHePbl JIeKMPOHHBIX OOKYMEHMO8;

- c030aHue onucetl 2J1eKMPOHHBIX OOKYMEHMO8 CIMPYKMYPHbIX NOOPA30eleHULI.

5.13.5. B koumetinep 31eKmpoHHO20 OOKYyMeHmd, noodiedcawe2o nepeoaie 8 apxus
opeanuzayuu IIpoghcorosa, sxnouaromesi:

- Qhaiin s1eKkMpOHHO20 DOKYMEeHmMa 6 (hopmame apXu8HO20 XPAHEHUSL,

- Ghaiinbl npunodxcenutl OOKYMeHmMa 6 Gopmame apXueHo20 XpAaHeHus, eciu OHU
UMEIOMCSL U He GKII0UEHbL 8 (DAL OCHOBHO20 NEKMPOHHO20 OOKYMEHMA,

- (haiivl 21eKMPOHHBIX NOONUCEl,

- @ailnbl npoeepKu 2NeKMPOHHbIX NOORUCEl, NOOMEEPHCOAOuUe NOTOHCUMETbHBIL
pe3yavmam npogepKu I1eKMpPOHHOU NOONUCHU,

- haiin memaoanHvIX 21eKMPOHHO20 OOKyMeHnma 8 gpopmame XML (0ns obecneyenus
nocnedyloueli.  KOH6epMayuyu  MemaodHHblX 6 UH@DOPMAYUOHHVIO — CUCMEMY  apXusd
opeanuzayuu Ilpoghcorosa), exmouarowuii: 1) memadauHvie - peKU3UMbL INEKMPOHHOLL
PEeCUCMPAYUOHHOU KAPMOUKU OOKYMEHmMAa u 2) MemadauHvle, Ompaxjicaroujue npoyeccol
VAPABNEHUsL SEKMPOHHBIM OOKYMEHMOM 00 MOMEHMA €20 GKII0UeHUsl 8 UHQOPMAYUOHHYIO
cucmemy (nyoauxayuu 0OKymMeHma 8 cucmeme).

5.13.6. B ungopmayuonnoii cucmeme paccuumsi8aromcs ciedyrouue napamempol
KOHMeUHepa 31eKmpOHHO20 OOKYMEHMA.:

- 00vem snekmponHo2o dena 6 Mo,

- KOHMPOIbHASL CYMMA KOHMEUHEPA 3J1eKMPOHHO20 Oelld.

5.13.7.B  ungopmayuonnou cucmeme  dopmupyemcs  ONUCh  INEKMPOHHLIX
O0OKYMeHmMo8 CmpyKmypHO20 no0pa3oeienuss N0 YCMaHo8leHHoll hopme.

Ilpu npueme KoumeliHepa 31EKMPOHHO20 OOKYMEHMA 6 apXue OpeaHu3ayuu
Ilpoghcoroza k memaoanwHviM 3S1eKMPOHHO20 OOKYMEHMA 000asnsaemcs NpPUC8OEHHbI 6
apxuse opeanusayuu Ilpogcoroza apxusnuiii wugp.

Ilpu npueme 21ekmponHo20 Oena 6 apxue opeanusayuu Ilpogcorwsa no
UHDOPMAYUOHHO-NENEKOMMYHUKAYUOHHOU Cemu 8 UHHOPMAYUOHHOI CUCTneMe apXusa.

- @opmupyemcs  3anuco 00 IIEKMPOHHOM  OOKYMeHme 6 0aze OaHHbIX
ungopmayuonHoi cucmemvl apxusa opeanuzayuu [Ipogcorosa;

- 3anuUcb 00 SNEKMPOHHOM OOKYMeHMme OONOJHAEMC s CChLIKOU HA MeCmO XPAHeHUs.
INEKMPOHHO20 OOKYMEHMA.

OOHOBpEeMEHHO NPOBOOUMCST NPOBEPKA  INEKMPOHHBIX OOKYMEHMO8 HA HATUdUe
BPEOOHOCHBIX KOMNBIOMEPHLIX NPOSPAMM U NPOBEPKA B80CHPOU3BOOUMOCTU DJIeKIMPOHHBIX
O0OKYMEHmMO8.

5.13.8. Ilpu nepeoaue snekmponHvlx 0OKyMeHmos 6 apxug opeanusayuu I[Ipoghcorosza
Ha 000COONIeHHBIX MAMEPUATILHBIX HOCUMETAX NPOBOOUMCAL:

— Npoéepka @uU3UYecKo2o U MEeXHUYecKo2o0 COCMOSHUA uaudecku 000coOIeHHbIX
MamepuanbHulX  Hocumenell  OOHOKPAMHOU — 3aNUCU, NPEOHAZHAYEHHLIX OAA  3aNUCU
NEKMPOHHBIX OOKYMEHMOB;

— 3anuUct KOHMEUHepOo8 2NeKMPOHHBIX OOKYMEHMO8 Ha ¢husuiecku o000cobneHHble
MamepuanibHvle Hocumenu 0OHOKPAMHOLU 3aNUCU 8 08VX IKIEMNAAPAX (OCHOBHOM U paboyem);

— NPOBEPKA Kayecmed 3anucu i 60CNPOU3800UMOCTU JTIEKIMPOHHBIX OOKYMEHMO8,

— cocmagnenue 6 CMpPYKMYpHOM NOOpaA30eNeHul ONUCU 2NeKMPOHHBIX OOKYMEHMO8,
npeoHasHaveHuvix 01 nepedadu 8 apxue opeanuzayuu I[Ipogcorosza.
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5.13.9. Ilpu 3anucu >1eKMpOHHBLIX OOKYMEHmMO8 HA @usuuecku 0060co0OIeHHble
MamepuanibHvle HOCUMeENU pPeKOMeHOYemcs coonodams NPUHYUN pasmeujeHus Ha OOHOM
HOocumese 1eKMPOHHBIX OOKYMEHMO8 0OHO20 2NeKMPOHHO20 Oeild.

Kaoicovi  pymaap  gusuuecku  000cobieHHo020  MAMEPUATbHO2O — HOCUMEA,
nepeoaeaemozo 6 apxue, CcHabxcaemcs QpPoOHMANIbHLIM — 6KAAObIUWEM, HA KOMOPOM
VKA3bI8ACMCA.:

— cokpaweHnoe Hassanue opeanusayuu Ilpogcorosa;

— COKpaweHHoe Ha38aHue CMpYKmMypHo2o noopaszoeinerus opeanuszayuu Ilpogcorosa,

- UHOeKC Oend;

- 3a201060K Oena;

- omMemKa O cmamyce IK3EeMNAApa d1eKmponHo2o oena: «OcH.» (0OCHOBHOU) unu
«Pab.» (pabouuti);

- 00vem 1ekmponHo20 dena 6 Mo,

- KOHMPOIbHASL CYMMA INEKMPOHHO20 0end;

— dama 3anucu 1eKMpPOHHBIX OOKYMEHMO8 HA HOCUMEb,

— Npu HeobXooUMoOcmuU ommemKy 00 o2panuyeHuu 0ocmyna u op.

Braaoviw nomewaemes 6 ghymiap snekmponHo2o Hocumens makum oopasom, 4moobvl
HAONUcU Ha Hem ObLIU BUOHBL NPU 3AKPLIMOM QYmisipe.

Haonucu na exnadviwax newamaromcsi Uiy HAHOCAMCA OM  PYKU — HYemKum
PazoopuUBbLIM NOYEPKOM CHEYUATbHLIMU YEPHLIMU 8000CMOUKUMU YepHUramu. BozmoocHno
UCNONB308AHUE WMAMNO8 U OPYUX AHATIOSUYHBIX CPEOCME.

5.15. Cocmasnenue u oghopmnenue onuceil 31eKmpoOHHBIX el

5.15.1. Onuce  s1eKMPOHHBIX  OOKYMEHMO8, NOO20MOBIEHHAS 8 CMPYKMYPHOM
noopasoenenuu opeanuzayuu IIpoghcorosa, saensemcs nepeuUtHbiM Y4emHulM OOKYMEeHmoMm OJis
OUHUY XPAHEHUsL DJIeKMPOHHBIX OOKYMEHMO8 NOCMOAHHO20 U 8pemenHblX (ceviute 10 nem)
CPOKO8 XpaHenusi, 6 MmMoM uucie OJisi COCMABIEHUs ONUCU IJIeKMPOHHBIX OOKYMEHMOS,
nepeoasaemvlx Ha NOCMOSHHOE XPAHeHUe 8 20CYOapCmMEeH bl (MYHUYUNATbHBILL) APXUS.

Onucu 21eKMpPOHHBIX OOKYMEHMO8 COCMABNAIOMCS He No30Hee 4eM 4epe3 OOUH 200
nocie 3a8epuieHus: QOpMUpOBAHUsL INEKMPOHHO20 Oelld 8 0eIONPOU3IBOOCEeE.

IIpu cocmagnenuu onucu 31eKMpoHHbIX OOKYMEHMO8 8 CIPYKMYPHOM NoOpa3oeneHuu
cobnrooaromes criedyrouue mpeodo8anus:

- 3A20106KU JJIEKMPOHHBIX O€ll GHOCSMCSL 8 ONUCL 6 COOMBEMCMEUU C NPUHAMOU
CXeMOU CUCMeMamu3ayul Ha OCHO8E HOMEHKIAMYpbl 0eJl;

- KaocOwlil 91eKMPOHHBLIL OOKYMEHM GHOCUMCA 8 ONUCh NOO CAMOCHOSMENbHbIM
NOPSIOKOBbIM HOMEPOM C YKA3aHueMm 0amvl OOKYMEeHmd, CPpOKa XpaweHus, obovema ¢ Mo u
KOHMPOILHOU CYMMb.

I'paga onucu «Ilpumeuanue» ucnonrb3yemcs 01 OMMEMOK O HNpueme 1eKMpPOHHBIX
O0OKYMEHmMO8 U Npu HeoOXo00UMocmu Opy2ou UHpopmayuu.

5.15.2. Obvexmom onucanus 8 onucu 31eKMPOHHLIX OOKYMEHMO8 CMPYKMYPHO20
noopasoenenuss AGNAIOMC  eOUHUYbl XPAHeHUs INeKMPOHHLIX O00KyMeHmos. Eounuywl
XpameHus 21eKMpPOHHbIX OOKYMEHMO08, OMHOCAWUECS K OOHOMY O0eny, COCMAGIAIOM & ONUCU
omoenvHblll pazoen, umerouull 00uwull 3a201080K, 8 KOMOPOM YKA3bIBAIOMCAL:

- UHOeKc dea (8 COomeemcmaul ¢ HOMEHKIAMypoul 0en);

- 3a201060K Oeid,

- KpatiHue 0amuvl 00OKYMeHmMO8 0eld,

- KOJI-80 IUCMO8 OOKYMEeHMOo8 Oeld.
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Onucamenvhas cmamvs eOUHUYbL XPAHEHUS GKIIOUAEm 8 ceDsl CledVIouue 1eMeHmbl.

- HoMep OOKYMEeHMA No NOPAOKY 8 Npeoenax pazoend ONucu;

- HauMeHo8anue 0OKyMeHma (810 OOKyMeHma, 3a20/1080K K MeKCmy);

- dama 0oKymenma

- CPOK XpameHusl;

- 00vem KOHmelinepa MeKMpoOHH020 OOKymeHma 6 Mo,

- KOHMPONbHASL CYMMA KOHMEUHEPA 31eKMPOHHO20 OOKYMEHMA.

5.15.3. Ha ocHosHOll u pabouuil 3K3eMNIAPbL  INEKMPOHHBIX OOKYMEHMO8 8
CMPYKMYPHOM ROOPA30eNeHUU COCMABISAIOMCS OMOeIbHble ONUCU HA OYMANCHOM HOocumene u
8 91eKMPOHHOIL hopme.

B «xonye onucu ogopmrsemcs umoeosas 3anucb, 6 KOMOPOU YKA3bIBAEMCSl
KOIUYeCmeo eOUHUY XPaHeHUus 2NeKMPOHHBIX OOKYMEHMO8 (Yugpamu u nponucvro); oouwuil
00vem eOuHUY XpaHeHUs, 6KII0YEeHHbIX 6 ONuUch, 8 Mo.

K onucu cmpykmypnoco noopasoeneHusi mModxcem COCMAGIAMbC NPeouciosue ¢
VKA3aHuem UHQOPMAYUOHHOU CUCTEMbl, U3 KOMOPOU U361eUeHbl INeKMPOHHbLE OOKYMEHMbL,
NPOCPAMMHO20 00eCneyerus, e20 6epcuu U Opyeux MmMexXHONIO0SUeCKUX XapaKmepucmux
UHGDOPMAYUOHHBIX CUCEM.

5.16. Ilopsadox nepedauu I1eKMPOHHBIX OOKYMEHMOE 6 aAPXUE OP2aHU3AUUU
Ilpoghcoroza.

5.16.1. Dnexmponnvie OOKyMeHMbL NOCMOSAHHO20 U 6pemenHo20 (ceviwe 10 nem)
CPOKO8 XpaHeHUs nepeoaromcs 6 apxus opeanusayuu Ilpogcoroza edxce2co0nHo He panee uem
yepes 200 U He N030Hee e uepe3 3 200a nocjie 3agepuleHus pabomsl ¢ OOKYMeHmamul.

Ilepedaua snekmponubix  OOKyMenmos 6 apxué opeanusayuu IIpoghcorosa
nPoU3BOOUMCsi 8 YHOPSAOOYEHHOM COCMOSIHUU 6 GUOe KOHMEUHEPO8 NeKMPOHHbIX
OOKYMEHMO8 HA  OCHOBAHUU  ONUCEU  INEKMPOHHBIX  OOKYMEHMO8  CMPYKMYPHbIX
noOpaszoeneHutl. no UH@POPMAYUOHHO-MENEKOMMYHUKAYUOHHOU Cemu Ul HA @QuU3u4ecKu
000COONEHHBIX MAMEPUATLHBIX HOCUMENSX, KOMOpble Nepemeujaromecs u3 CmpyKmypHbix
noopazoenenuil 6 apxus opeanusayuu Ilpoghcorosa.

5.16.2. [Ipu nepedaue xonmetinepos 21eKMpPOHHbIX OOKYMEHMO8 68 APXUE OPaAHUZAYUU
IIpoghcoroza evinonusiomes ciedyowue 0CHoO8Hble NPoyedypvl pabomvl ¢ OOKYMEHMAMU:

1)  gopmuposanue 6 unpopmayuonnoi cucmeme opeanuzayuu Ilpoghcoroza
KOHMEUHEPOB INIeKMPOHHBIX OOKYMEHMOB;

2) ¢hopmuposanue onucu 371eKMPOHHBIX OOKYMEHMOE CIMPYKMYPHO2O NOOPA30eNeHUs
(coamounotl onucu);

3) nepedaua KOHMeEUHEPO8 INEKMPOHHLIX OOKYMEHMO8 C CONPOBOOUMENbHOU
CYHCEOHOU  3aNUCKOU U IK3EMUIAPOM COAMOYHOU ONUCU 6 DJIeKMPOHHOU Gopme 8
ungopmayuonHyro cucmemy apxuea opeaunuzayuu Ilpoghcoroza no ungopmayuouHo-
MeNeKOMMYHUKAYUOHHOU cemul;

4) npu  HegozmodCHOCMU — nepedauu  OOKYMEHMO8 NO  UHQOPMAYUOHHO-
MeNeKOMMYHUKAYUOHHOU cemu, nepedaia KOHMEUHepO8 JJIeKMPOHHbIX OOKYMEHMOo8 Ha
@uzuuecku 060COOIEHHBIX MAMEPUATLHBIX HOCUMEIAX,

5) muanpasnenue 6 ungopmayuonnyro cucmemy opeanuzayuu Ilpogcoroza
yeedomieHusi 0 npueme apxueom opeanusayuu IIpoghcorosa kowmeliHepos 31eKMPOHHLIX
O0OKYMEHMO8;

6) nposepka apxusom opeanuzayuu Ilpoghcoroza >1eKMpPOHHBIX OOKYMEHMO8 Ha
Hanudue 8peOOHOCHbIX KOMNBIOMEPHLIX NPOCPAMM (8UPYCOB), NPOBEPKA 80CNPOU3BOOUMOCTIU
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9NEeKMPOHHLIX OOKYMEHMO8, NPOBEPKA PUULECKO20 U MEXHUYECKO20 COCMOAHUS HOCumenel
(npu nepeodaue 31eKMPOHHLIX OOKYMEHMO8 8 apxus opeanuszayuu IIpoghcoroza na gusuvecku
060cOo0NIeHHBIX MAMEPUATLHBIX HOCUMESX),

7) Hanpasnenue 6 uH@OpmayuoumHyro cucmemy opeanuzayuu  Ilpogcoroza
y8eOoMIeHUss 0 npueme IeKMpPOHHbIX OOKYMeHmos 6 apxue opzanuzayuu [Ipogcorosa unu
yeeoomneHus 06 omkaze 8 npueme OOKYMEHMO8 ¢ YKA3aHUeM NPUIUH;

8) sHeceHue ceedeHuli 0 NOCMYNUBUIUX 8 APXUB JTIeKMPOHHBIX OOKYMEHMAX 8 yuemHble
OOKYMeHmbl apXusa u pazmeujeHue 3J1eKmpoHHbIX OOKYMEHMO8 6 apXuse.

5.16.3. Ilpuem 351eKMpPOHHBIX OOKYMEHMO8 8 apXu8 OQOopMIAemcs COCMAasieHueMm
UMO2060U 3aNUCU 8 KOHYE KAHNCO020 IKIEMNIAPA COAMOYHOU ONUCU, 8 KOMOPOU yudpamu u
APONUCHIO YKA3bIBAEMC S KOAUYECMBO (DaKkmuyecku NPUHAmMuIX 8 aApXué dJeKMPOHHbIX Oell,
NEKMPOHHBIX OOKYMEHMO8, UX KOHMPOIbHbLE CYMMbL, 00bem 6 Mb, dama npuema-nepeoauu.
Hmoecosas 3anuce noomeepicoaemcsi NOONUCAMU COMPYOHUKA apXuéa U COMpYOHUKA
CMPYKMYPHO20 NOOPA30eeHUsl, Nepedasuie2o d1eKmMpOHHbLE OOKYMEHMbL.

Ilocne npuema 6 apxué 31eKMPOHHLIX OOKYMEHMO8 Ha huuyecku 000COOIeHHbIX
MAmMepuanibHblX HOCUMENaxX 6KIA0bluU, NOMeujeHHvle 6 (@YmsAp eOuHUuYsbl XpaHeHus 6
CMPYKMYPHOM ROOPA30eNIeHUU, 3AMEHAIOMCA HA 8KIA0bIWU, Opopmisiemble 8 apXuse.

Ha sxnaoviwe, nomewaemom 6 hymaap eOuHuybl XpaneHust, OhopmisieMom 8 apxuse,
VKA3bI8AEMCA.

— HaumeHosaHue opeanusayuu Ilpoghcorosza (noanoe, cokpaujentoe);

— HoMep ¢honoa;

— HOMep ONUCU IJIeKMPOHHBIX 0ell, 00KYMEHMO8;

HoMep Oeld No ONUCU;

— omMmemKa o cmamyce 3K3eMNAPA dNeKMPOHHBIX 00KyMenmos: « OCH.» (0CHOBHOIL)
unu «Pab.» (pabouuti);

— KpatiHue 0amvl 0OKYMEHMO8 3JIeKMPOHHO20 Oed;

— npu HeoOX00UMOocmu 0enaomcs OONOIHUMENbHbIE OMMEeMKU 00 02paHuyeHuu
docmyna Kk OOKyMeHmam u op.

Brnaovuu nomewaemca 6 ymaap ¢usuuecku 060cobieHH020 MAMEPUATILHO2O
HOCcumens makum 00pazom, umoobvl HAONUCU HA HeM ObLIU BUOHBL NPU 3aKPLIMOM QymJisipe.

5.17. Ilepeoaua ooxymenmos apxuea opzanusayuu Ilpoghcoroza na xpanenue

5.17.1. Iloocomoska u nepedaua 31eKMpPOHHBIX OOKYMEHMO8, BKIIOUEHHbIX 8 COCMA8
Apxusnozo ¢honda Poccutickoti @edepayuu, Ha NOCMOSHHOE XPAHEHUE 8 PEUOHATbHBIN APXUSE
ocyuecmensaemecs 8 cOOmeemcmeuy ¢ npasuiamu u no epaguxy. Ilepedaua snekmporHwvIX
OOKYMEHMO8 8 PEeCUOHANbHDIL APXUB OCYWECBIAEMCs 8 8Ude KOHMEUHEPO8 dIeKMPOHHbIX
OOKYMEHMO8 N0 UHDOPMAYUOHHO-MENEKOMMYHUKAYUOHHOU Ccemu Uld Ha @Qu3udecKu
000CcO0NIeHHbIX MAMEPUATLHBIX HOCUMETSX.

6. Opranu3anusi J0KyMEHTOB B JIeJIONPOU3BO/ICTBE.

Opranuzanus paboThl ¢ JOKYMEHTaMH B JEJIONMPOU3BOJCTBE MPEICTaBISIET COOOU
COBOKYITHOCTh BHJIOB pa0OT, 00eCnedMBarOIIMX COXPAHHOCTh, YY€T, CHCTEMaTHU3aIHI0
JIOKYMEHTOB, (popMHUpoBaHUE U OPOpPMIICHHE AEN Ha JEIONPOU3BOJCTBEHHOW CTAAMHU U HX
nepenady B apxuB (elepalbHOTO OpraHa HWCIOJHUTEIBHOW BiacTH (danee — ApXHB) B
COOTBETCTBUM €  TpeOOBaHUSMH,  YCTAHOBJICHHBIMH  HOPMATHBHO-METOJINYCCKUMU
JOKYMEHTaMH TI0 apXUBHOMY Jelly H JCIONPOU3BOACTBY MUHHCTEPCTBA KYJIBTYpPHI W
MaccoBbIX KOMMyHHKanui Poccuiickoin @enepanuu, denepanbHOro apXMBHOIO areHTCTBA U
Ipyrux GeaeparbHbIX OPraHOB UCIIOTHUTEILHOW BIIACTH.
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6.1. HomenkJiatypa aeJ.

6.1.1. CocraBjeHue, COrJ1acoBaHue, yTBep:KIeHHEe HOMEHKIATYPBI JeJ.

6.1.1.1. Jns  obecrieuenust mopsaka (GOpMHpOBaHHMSI M ydeTa el B
JIeNoNpon3BoIcTBE opranuzanuu [Ipodcoro3a cocraBisiercss HOMEHKIATypa .

HomenkiaaTtypa faea mpeicTaBisieT COOOH  CHCTEMaTH3MPOBAHHBIM IEpedYeHb
HalMEHOBAHUHU J1eJ1, 3aBOJAUMBIX B JIEIONPOU3BOJCTBE OPraHU3alMH, C YKa3aHUEM CPOKOB UX
XpaHeHus, 0 yCTaHOBIeHHOH (opme”.

6.1.1.2. [Tpu paboTe HaT HOMEHKJIATYPOM JIeJ CIICTyeT PyKOBOJICTBOBATHCS:

[IpaBunamu opraHu3alMM XpaHEHUs, KOMIUIEKTOBAHMSA, ydeTa U HCIOJb30BaHMS
JNOKyMeHTOB ApxuBHoro ¢onna Poccuiickoit denepannu u Ipyrux apXuBHBIX JOKYMEHTOB B
opraHax TOCYJapCTBEHHOH BIIAaCTH, OpraHax MECTHOTO CaMOYIPABJICHUS M OpPraHU3aLUsSX
(yTBepxkaeHsl npukazoM MuHkyiaeTypel Poccun ot 31.03.2015 Ne 526, nanee umenyercs
[TpaBuna-2015);

ApxuBHblii ¢ona Poccumiickoii Denepanum — HCTOPUYECKU CIIOXKHUBIIAACS U
IOCTOSIHHO ~ TIONOJIHSIeMas  COBOKYIIHOCTb  apXUBHBIX  JIOKYMEHTOB,  OTPaKaroLIUX
MaTepHaIbHYI0O M JYXOBHYIO JKM3Hb OOIIECTBA, HMEIOIIUX HCTOPUYECKOE, Hay4HOE,
COLMAJIIbHOE, 3KOHOMUYECKOE, IOJMTUYECKOEe U KyJbTYpHOE 3HA4YE€HUE, MOJyIekKaluX
TIOCTOSHHOMY XpaHeHH:o. '

OcCHOBHBIMU TIpaBWJIaMHM PAOOTHI apXMBOB OpraHusanuii (0J00peHbl pelieHueM
Kosteruu Pocapxusa ot 06.02.2002, nanee umenyercsi - OCHOBHBIC TIPaBHJI).

6.1.1.3. Homenkmatypa Jen  sBISETCS  OCHOBOM  aiusi  (OPMHPOBAHUS
JOKyMEHTaJIbHOTO (hoHaa opranu3aiuu (1. 2.2. [IpaBun-2015).

JIOKyMeHTAJIbHBIH (POHA — COBOKYNTHOCTh JIOKYMEHTOB, 0Opa3yloolmxcs B
JEATENbHOCTH Opranu3anum.®

6.1.1.4. HomenkiaTypa Jen MNpeAHa3HadeHa s TPYNIUPOBKU MCIIOJHEHHBIX
JIOKYMEHTOB B JieJia, CHCTEMaTH3aluu 1 y4era nen (1. 4.14., 4.15 TIpasui-2015).

6.1.1.5. Homenkmarypa npen ucnosb3yercss I COCTaBICHUS ONMCEN Jel
MIOCTOSIHHOT0, BpeMEHHBIX (cBbIIIE 10 JeT) CpOKOB XpaHEHHsI U 110 IMYHOMY cocTaBy (1. 4.16
[TpaBui-2015), akTOB 0 BBIACTCHUN K YHUITOXKEHHUIO JIE C UCTEKITUMH CPOKAMH XPaHEHHS.

6.1.1.6. TpeboBaHMsI K COCTABJIEHHWIO HOMEHKJIATYphl JI€1 JIOJDKHBI  OBITh
3aKpeIuIeHbl B MHCTPYKLUH 110 JIeIONPOU3BOJACTBY opranuzaiuu [Ipogcorosa.

6.1.1.7.  HomenkiaTypa Aen OpraHHU3aLUU MOKET OBITh CBOJHOW M COCTaBJIATHCS
U3 HOMEHKJIATYp JIe]l CTPYKTYPHBIX moapasaencuuii (otaenos) (1. 4.18 TIpasui-2015).

Homenknatypa J1en CTpYKTypHOro mojpasjesneHus (oTAena) COCTaBlseTCs IO
ycranosneHHol IIpaBumamu-2015 dopmel’ (mpunoxennme Ne§ Pexomenmamuii) muriom,
OTBETCTBEHHBIM 32 BEJICHHE JICJIONPOM3BOCTBA B JAHHOM I0ipa3ieneHnu. CoriacoBhIBaeTCS

14TOCT P 7.0.8-2013. Cuctema cTaHgapToB no uHdopmaLmm, 6ubnuoteyHomy u nspatensckomy aeny. [lenonponssoacTao
1 apxvBHOe Aeno. TepmuHbl 1 onpegenexuns. - Beea. 2014-03-01. - M.: ®I'YM «CraHgaptuHdopmy, 2014. - TyHKT 64.

15OCT P 7.0.8-2013. Cuctema cTaHgapToB no uHdopmaLmm, GubnmoTteuHomy 1 nsgatensckomy aeny. [1enonponssoacTso
1 apxuBHoe feno. TepMuHbl 1 onpeaenenus. - Beea. 2014-03-01. - M.: YN «CraHgaptuHdopmy, 2014. — Mynkr 110.

16 TOCT P 7.0.8-2013. CucTema cTaHAapTOB No MHGhopMaLmmM, BubnuoTeqHoMy 1 uspatensckomy aeny.JlenonpoussogcTeo
1 apxuBHoe feno. TepMuHbl 1 onpegenenus. - Beed. 2014-03-01. - M.: ®I'YIT «CraHgapTuHdopmy», 2014. - MyHkT 93.

7 MpunoxeHue Ne26 MpaBun opraHM3aLmn XpaHeHUs), KOMNMEKTOBaHMS, y4eTa U UCMONb30BaHNUS JOKYMEHTOB APXMBHOMO
toHaa Poccuitckoit egepauum v apyrnx apXmBHbIX JOKYMEHTOB B OpraHax rocy4apCTBEHHOW BAACTW, OpraHax MecTHOro
CaMoynpaBneHusi 1 opraHusauusx (yTeepxaeHbl nprukasom MunkynsTypbl Poccum ot 31.03.2015 Ne 526, aanee umeHyetcs
lMpasuna-2015).
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¢ DkcrmeprHoit komuccueid (manee DK) cTpykTypHOro mompasiaenenus (MpH HaTUYHAH) H
MOJIKCHIBACTCS PYKOBOAMTEIEM CTPYKTYPHOTO TMojpas3zieieHus (OTAena), IMOcCie Yero
NpeJCTaBsieTcss pPaOOTHUKY, OTBETCTBEHHOMY 3a JICJIONPOM3BOJCTBO B OpraHU3aIlH
[Tpodcoro3a s hopMupoBaHUs CBOJHOW HOMEHKIATYPHI ACII.

Ecnu opranu3zamus He UMEeT CTPYKTYpPHOTO JeNICHHsI, TO HOMEHKJIATypa COCTaBISEeTCS
JUIIOM, OTBETCTBEHHBIM 3a JENONPOM3BOACTBO, IO YycTaHoBieHHON [IpaBmiamu-2015
dopme'® (mpunoxenne Ne9 Pekomennarmii).

PykoBoautens apxuBa opranusauuu lIpodcoroza unu pabOTHUK, OTBETCTBEHHBIN 3a
apXMBHOE XpaHEHUE JOKYMEHTOB KOHTPOJIUPYET U OKa3bIBa€T HEOOXOIMMYIO METOIUYECKYIO
U TIPAKTHYECKYIO MOMOIIIb B COCTaBICHUN HOMEHKIIATYPBI JIeI.

6.1.1.8. B xoHue KaxIoro pasaena HOMEHKJIATYpBl el INpeayCMaTpHBAETCS
HECKOJIbKO PE3epBHBIX (CBOOOIHBIX) MHICKCOB J€d Ui BKJIIOYEHUS B TEUYEHUE ToAa B
pabouuii SK3eMIUIsIp HOMEHKJIATYphl JeJ 3arojOBKOB JEJ, HE MPEeIyCMOTPEHHBIX MpHU
pa3palboTKe U YTBEPKJIEHUU HOMEHKJIATYphl Jen. BritoueHune B pa3zesibl HOMEHKIATYPhI Jell
B TEYCHHE T0Jla HOBBIX 3aroJIOBKOB Jie1 He TpedyeT ee MOBTOPHOIO COTJIACOBaHHS U
YTBEPKACHHUS.

B cnydae kopeHHOro u3MeHeHHMs (QYHKIHH HM  CTPYKTYphl OpraHu3aluu
paspabatbIBaeTCs HOBasi HOMEHKJIATypa Jed.

6.1.1.9. Homenkmarypa gen odopmisiercs Ha o0miem OJlaHke OpraHu3aiuu
[Ipodcoro3a.

6.1.1.10. HomenknaTypa Jael COCTaBJSICTCS Ha KaJlCHAAPHBINA rOJl, BBOJHUTCS B
neiicTBue ¢ 1-ro sHBapsi HOBOTO KaJIEHAAPHOTO IoJia U MOJUICKUT €KEroJHOU KOPPEKTUPOBKE.

Homenxknarypa nen opranmsanuu Ilpodcoroza Ha mpeacTosuiuii KaaeHAapHBIA TOJ
COCTaBIIsIeTCS B MOCJIEIHEM KBapTaye TEKYIIEero roja.

6.1.1.11. Homenknatypa nen opranuzauuu IIpodcoroza (cBogHass HOMEHKIATypa
JIeN1) TIOAMUCHIBA€TCA pPaOOTHUKOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOJCTBO, BU3HPYETCA
PYKOBOJIUTEIIEM apXWBa OpraHW3alMy (JIMIIOM OTBETCTBEHHBIM 33 apXWB), COTJIACOBBIBACTCS
[enTpanbHoii sxcniepTHON komuccuel (manee [IOK) nnm DK opranuzammu u yTBepKaaeTcs
npezcenarenaem oprannsanuu [Ipodcorosa.

[Ipencenarens opranuszanuu [Ipodcoro3a 3amoyHseT «rpuQ yTBEpKIESHUS) Ha IEPBOM
JUCT€ JIOKyMEHTa Ha BCEX MPEJICTaBICHHBIX €My [UIsl YTBEPHKICHHUS HK3eMILIIpax
HOMEHKJIATypHI.

Opranuzaiiu - UCTOYHHKH KOMIUIEKTOBAHHUSI TOCYJApCTBEHHBIX (MYHHUIIUTIAIbHBIX)
apxuBoB'® ogmE pas B 5 ;meT mocme cornacoBaHMs HoMeHKmaTypsl gen ¢ L[DK (QK)
OpraHu3alliil TPEACTABISIIOT €€ Ha COTJacOBaHHE OSKCIIEPTHO-TIPOBEPOYHBIX KOMHUCCHHA
denepanbHBIX TOCYIaPCTBECHHBIX APXWBOB, YIOJHOMOYCHHBIX OPraHOB WCIOJHUTEIBHON
BlacTu cyOwbekToB Poccuiickoit ®denepanvu B oOiacTu apxuBHoro jena (mamee - OIIK

18 TMpunoxeHue Ne25 Mpasiun opraHn3aLmuy XpaHeHns, KOMNIEKTOBAHWS, y4eTa U UCTIONb30BaHNs JOKyMEHTOB APXUBHOTO
d)OHﬂa Poccuinckoi CDe/J,epau,MM 1 Opyrux apxXmBHbIX JOKYMEHTOB B OpraHax FOCWJ,apCTBeHHOVI BnacTu, opraHax MecTtHoro
camoynpasneHus 1 opraHusauusx (yreepxaeHbl npukasom MunkynbTypsl Poccun ot 31.03.2015 Ne 526, nanee umeHyetcs
Mpasuna-2015).

1% TIpod)coro3Hble OpraHU3aliu ABJISIOTCS HCTOYHMKAMHU KOMILIEKTOBAHHUS FOCYIaPCTBEHHBIX (MYHUIUNIAIBHbIX )
apxuBoB, 1.21.2 [IpumepHOH KIaccuPUKAITMOHHON cxeMbl TocTpoeHnss CTHcKa OpraHnu3alui-nCTOYHUKOB
KOMIUIEKTOBAaHUS TOCYIapCTBEHHOT0, MyHHIINTIAIEHOT'O apXHBa, B COOTBETCTBHH C MeTOINUECKUMHU
pexoMenaanusamMu «OmnpeneneHue opraHn3anuii-nCTOYHUKOB KOMITTIEKTOBAHHS TOCYIapCTBEHHBIX U
MYHHIIAIIATBHBIX apXUBOBY», paspadoranasix BHUNJAJI u cormacoBanubix [IDIIK mpu Pocapxuse 30 okTsa0ps
2012 .
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ApXUBHOTO YYPEXJEHUS) WM TOCYyAapCTBEHHBIX (MYHULMUIAIbHBIX) apXHBOB, COIJIACHO
NPE0CTaBICHHBIM UM MoJTHOMOuusM (11. 4.18. [TpaBuin-2015).

Ha 3IIK apXuBHOTO y4pexAeHUs WIM B TOCYJapCTBEHHBIN (MyHUIUIIAIBHBIN) apXuB
NPOEKT HOMEHKJIATYphI JeJ MPEICTAaBISAETCS B JIBYX J3K3eMIUIApax Ha OyMa)KHOM HOCHTENE
(IOIIOJTHUTENBHO OJMH JK3EMIUIIp HOMEHKJIATypbl [Tl MOKET IPEACTaBIATbCA B
3JIEKTpOHHOM BHje). OOUH 3K3eMIUIIp MPOEKTa HOMEHKIATYphI Jiend, coriacoBanHbii DITK
ApPXUBHOTO YUPEXKICHHUS WIN TOCYJapPCTBEHHBIM (MYHHIIUIIAIbHBIM) apXUBOM, BO3BPAILIACTCS
B OpPraHu3aluIo.

- Opranu3zanuu, B J€ATE€IbHOCTH KOTOPBIX HE CO3JAI0TCA JOKYMEHTBI APXUBHOIO
donna Poccuiickoit Denepannn, yTBEPKIAIOT HOMEHKIIATYPY JIeJ camocTosTenbHO. (1. 4.18.
[TpaBuin-2015).

CBozHass HOMEHKJIaTypa Jell JOJDKHAa MpOUTH mnpouenypy coriacoBanuss ¢ OK

OpraHH3aIiy.

l'oTtoBast cBogHasi HOMEHKJIAaTypa Jell Ha CIEIYIOIIMM TIOoJ HalpaBisercs A
COIJIACOBAHHUS WIECHAM OHKCHEPTHOM KOMHUCCHU. ECiIM HUKAKUX HW3MEHEHUHM B MPOEKT
JIOKyMEHTa BHOCUTHb HE HYKHO (WJIHM TIOCJI€ HCIpaBIEHUs 3aMe4yaHWil), Ha CHEIUaIbHOM
3aceJaHuM KOMUCCUM HOMEHKJIATypa JIel CorlacoBbIBaeTcs. Pemenue 00 3Tom oTpaxaercs B
npoTokoJe 3aceaanus JK.

Ecian skcnepTHOM KOMHMCCHMM B OpraHM3alMyd HET, COrJaCOBaHUE IPOBOJMUTCS B
nopsiike, oOIIeM s BCeX JIOKaJIbHBIX HOPMAaTUBHBIX akToB. K HOMeHkmatype naen
odopmIIsieTcs CTaHAapTHBIN JIMCT coriacoBaHus Ha Oymare win B CO/1.

6.1.1.12. YTBepKIECHHBI 3K3eMIUISIP HOMEHKIATYPBI e SIBISICTCS JTOKYMEHTOM
MOCTOSIHHOTO XPAHEHHUS U BKIIIOYAETCSI B pa3/iesl HOMEHKIATYPHI JIEI.

6.1.1.13. YTBepkaeHHas HOMEHKIATypa el THPAXKHUPYETCS B HEOOXOIMMOM
KonudecTBe. llepBeiif  JK3eMIULIp XpaHUTCS y  paOOTHUKA, OTBETCTBEHHOTO  3a
JIEJIONPOU3BOJCTBO, BTOPOM MCHOJB3yeTCsl B paboTe, TpeTUH TmepenaeTcss B apXuB
OpraHu3alMy KaK y4YeTHbIH JTOKyMeHT. KaxkIoe CTpyKTypHOE mojpa3JeieHue MOoIydaeT
BBIMICKY W3 HOMEHKJIATYpHI JIed, Ha OCHOBAaHMHM KOTOPOH M MPOUCXOTUT (hopMHUpOBaHUE
WCIIOJIHEHHBIX JOKYMEHTOB B OTJEJIbHBIE JIETa.

6.1.1.14. Tlo oOKOHYaHWH KaJIEHJAPHOTO TOJa B KOHIIE HOMEHKJIATYPBI JIeJ
COCTaBJISIETCSl WTOrOBasi 3alMCh O KOJMYECTBE 3aBEACHHBIX JI€I IO YCTaHOBJIEHHOMN
[pasunamu-2015 dopme®® (Ilpunoxenne Nel0 Pexomenpanmii). B wutorosoii 3amucu
OT/IENIbHO YKa3bIBACTCSl KOJMYECTBO 3aBEACHHBIX JI€J MOCTOSIHHOTO, BpeMeHHBIX (cBhime 10
JIeT) ¥ BpeMeHHBIX (10 10 JeT BKIIOYUTEIHHO) CPOKOB XpaHEHHsI Ha OyMa)XHOM HOCUTENE U
KOJIMYECTBO MEePEXOoAIuX aen u aen ¢ ormetkoit JI1K.

Jlnst yyera SJEKTPOHHBIX €1 PEKOMEHIYETCS COCTABISTH OTAEIbHYI) HTOTOBYIO
3aMuch, B KOTOPOH YKa3bIBaeTCs KOIUYECTBO C(HOPMUPOBAHHBIX DSJICKTPOHHBIX Aen (1o
CpokaM XpaHEHHUs) U uX o0beM B MO. MTtoroBas 3amuch COCTaBJISIETCS C YYETOM JIaHHBIX,
BHECEHHBIX B rpady 3 «KommuuecTBo nem» M 3amojHSAETCS MO 3aBEPIICHHUU KaJIeHJapHOTO
roja.

20 MpunoxeHue Ne25 Mpasun opraHn3aLmi XpaHeHns, KOMNMEKTOBaHWS, y4eTa U UCTONb30BaHNs [LOKYMEHTOB APXUBHOTO
coHaa Poccuitckoit efepauumn v apyrnx apXmBHbIX 4OKYMEHTOB B OpraHax rocyaapCTBEHHOM BNacTu, OpraHax MeCTHOMo
CamoynpaBneHust 1 opraHusauusx (yreepxaeHnl npukasom Munkynbtypsl Poccun ot 31.03.2015 Ne 526, nanee umenyetcs
lMpasuna-2015).
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CBenenus, coiepxalyecs B MUTOTOBOM 3allMCH HOMEHKJIATYphl €Nl OpraHU3aluH,
NepeaaloTcss B apXUB OpraHU3alli, O YeM B HOMEHKJIAType JIENAaeTCsl OTMETKA C yKa3aHHeM
JOJDKHOCTH JIMIA, CAETIABIIEro OTMETKY, €0 MOIICH U paciiu(pOBKU MOIHCH.

6.1.2. Pa3paGoTka HOMEHKJIATYPHbI.

6.1.2.1. Pa3paboTka HOMEHKJIATYpHI JIeJI B OpPraHU3alUU TPOBOIUTCS B COOTBETCTBUU
C pacnopsbKeHueM npezacenarens oprauuzanuu [podceorosa.

Pa3pa0boTka cOCTOMT U3 HECKOJIBKUX HTAIIOB:

pa3paboTKa KIacCU(PUKALIMOHHON CXEeMbl HOMEHKJIATYPBI /1€ OpraHU3aL1Y;

BBISIBJIEHHE COCTaBa JIOKYMEHTOB JJIsl COCTABJICHHUSI HOMEHKIIATYPbI J1€1;

COCTAaBJICHHE 3ar0JIOBKOB (HAUMEHOBAHUI) JIeT;

CHCTEMaTHU3allKs 3ar0JI0OBKOB JIeJI BHYTPH pa3ziesia HOMEHKIIATYPHI JIeT;

WHIEKCaIus JIeTT;

OIpeJieJIeHUe CPOKOB XPAHEHUS JIEI.

6.1.2.2. Ha3BanusaMu  pa3iesioB  HOMEHKIATYpHI e SBISIIOTCSA ~ Ha3BaHUSA
CTPYKTYPHBIX OJpa3esIeHUH (OTIENIOB).

[TocnenoBaTenbHOCTh PACIIONIOKEHUS Pa3/esIoB HOMEHKJIATYpPbl JIe]1 COOTBETCTBYET
YTBEP)KJIEHHOM CTPYKType (LITaTHOMY pacnucaHuio) opranuzanuu [Ipodeoroza. Oqun pasznen
HOMEHKJIATYPHI JIeJl COOTBETCTBYET OJHOMY CTPYKTYPHOMY HOPA3ICIICHHIO.

Ecin opranuzanus Ilpodcoroza He HMeEET CTPYKTYpHOIrO JENeHUs, TO Ha3BaHUs
pa3aenoB HOMEHKIIATYPHI e OMPEIeIIOTCS COACP)KaHUEM YIPABICHUECKUX (YHKIUH TN
HaNpaBJICHUH IesTenbHOCTH oprann3anuu [Ipodceorosa.

PexomeHnayercss nmepBbIM B HOMEHKJAType Jiel  pachojiaraTb  CTPYKTYpHOE
noapasjenesue  (OoTAen), B KOTOPOM  OTKJIAJbIBaeTCs HOpPMaTHBHas IpaBoBas U
OpraHU3alMOHHO-PACHOPSAUTENbHAS TOKYMEHTALIUS.

6.1.2.3. Homenknarypa gen opranuzammu IIpodcoroza cocraBisieTcss Ha OCHOBE
U3yYeHHUs CocTaBa U COJAEP)KaHUS JOKYMEHTOB, OOpa3yIOLIMXCS B JIE€ATEIILHOCTH
CTPYKTYPHBIX TIOJpa3IeNieH i (OTIENOB), KOJUIETHATIBHBIX, COBEIIATEIbHBIX M HHBIX OPTaHOB.

6.1.2.4. Tlpu cocTaBieHNH HOMEHKIIATYPHI J€J CIeAyeT PYKOBOJICTBOBATHCS Y CTaBOM
win Ilonoxennem 06 opranuzauun Ilpodcoroza, MONOKEHUAMH O €€ CTPYKTYPHBIX
NoJpa3/ieNieHusIX (ecay Takhe HMMEIOTCS), IITaTHBIM PpACcHCaHUEM, PETHCTPAIIMOHHBIMH
dopmamu (KypHalmamMud M Jp.), HOMEHKJIATYpoW JeNl OpraHu3alMy 3a MpOLUIbINA TOj,
BEJIOMCTBEHHBIMU U TUIIOBBIMH MEPEYHIMH JJOKYMEHTOB C yKa3aHHEM CPOKOB MX XpaHEHHUs,
3aKOHOJIATeNIbHBIMU M UHBIMH HOPMATUBHBIMHU ITPABOBBIMU aKTaMH, THUIIOBBIMU U IPUMEPHOI
HOMEHKJIaTypoi Jiel.

6.1.2.5. B HOMeHKIaTypy JIeJT BKIFOYAFOTCS 3ar0JI0BKH JIENI TOCTOSTHHO MITH BPEMEHHO
JEHCTBYIOIINX OpPraHOB, JTOKYMEHTBI KOTOPBIX CIYXaT TPaBOBBIM OCHOBAHHUEM JUIS
TIOJITBEPIKICHUS TIOJTHOMOYNI OpTraHU3aIHH.

6.1.2.6. B HOMeHKIATypy el BHOBb CO3JaHHOW OpTaHHW3aIlMH WU OPTaHHU3AIHH-
NPaBONpPEEMHUKA BKJIIOYAIOTCS 3aroJIOBKM HE3aBEPLICHHBIX JIEJIONPOM3BOJICTBOM  JIE
JUKBUAMPOBAHHBIX OpraHU3alUil, IPABONPEEMHUKOM KOTOPBIX SIBJISIETCS OpraHU3alHsl.

6.1.2.7. B HOMeHKJIaTypy Jed BKIIOYAlOTCS BCE JOKYMEHTBI, oOpasylouiuecs B
JesTeabHOCTH opranuzanuu [Ipodcoro3a, kpome neyaTHbIX U3JaHUH.

6.1.2.8. Cormacho OCHOBHBIM  TpaBWJiaM paOOTHl  apXMBOB  OpTaHU3AIHA,
onobpennsix pemennem Komnerun Pocapxusa ot 06 despans 2002 r. — Paznen 3.4.9., rpadst
HOMEHKJIATYphl /€7l OpraHW3allid, €€ CTPYKTYPHBIX TOApa3ACICHU 3aroIHSIIOTCS
CJIEYIOIIUM 00pa3oM:
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B rpade 1 «Muaekc gesia» HOMEHKIATYpbl €N MPOCTABIAIOTCS MHIAECKCHI KaXJ0T0
Jiena, BKIIFOYEHHOTO B HOMEHKIIATYPY.

HNupexe npena — mudpoBoe win OykBeHHO-IM(ppoBoe o0O0O3HAYCHHE Jella B
COOTBETCTBHH C HOMEHKIIATYPOH JeJ OpraHu3aruul,

WNHnekc npucBanBaeTcsi KaXI0My JIeTy, BKIIOYEHHOMY B HOMEHKJIATYpy JieJ.

Wupekc pena cOCTOMT M3 yCTaHOBIEHHOro B opranuzauuu IIpodcorosa nudposoro
obo3HaueHust (Koga) CTPYKTYPHOTO MOJpasjieieHusl (HampaBiCHUs JEATEIbHOCTH) U
OTJICJICHHOTO OT HEro Je(ucoM MOpsiAKOBOIO HOMEpa 3arojioBKa Jieja MO0 HOMEHKJIAType B
npejenax CTPYKTYPHOTO MojpasfeiicHus (HampaBieHUs AeATeIbHOCTH). WHAEKCHl 1en

0003HauaroTcs apabCKuMu nudpamy,

npuMmep: 02-04
rae 02 — oOo3Hauenue otnena, 04 — TOPAIKOBBIM HOMEp 3arojioBKa Jeia Io
HOMEHKJIaType.

[Ipu cocTaBieHUM WHAEKCOB JUIS CTPYKTYPHBIX TOApa3JeicHuid (OTIEIOB) HE
00513aTeJIbHO UCIIOIB30BaTh JeHChl. B HUX IPU HEOOXOIUMOCTH MOTYT (PUI'YPHPOBAThH KOCAs
yepra win (u) OyKBeHHBIE 00O3HA4YCHHUs. VMHIEKC CTPYKTYypHOTO ToJpa3felieHus (0Tmaena)
JIOJKCH OBITH IMPOCTOM U CYIIECTBOBATh B €IMHCTBEHHOM YHCIIC.

B HOMeHKiaType el PEKOMEHIYeTCS COXPAaHATh OJWHAKOBBIC WHACKCHI IS
OJIHOPOIHBIX JIEJT Pa3HbIX CTPYKTYPHBIX TOIpa3AeicHUI (HaIIpaBJICHUH AeITeILHOCTH).

DJIeKTPOHHBIE JOKYMEHTHI CHCTEMAaTH3MPYIOTCA B HH(OPMAIMOHHON cHcTeMe?? B
COOTBETCTBUM C HOMEHKJIATYpOW JeJ OpraHM3allid W WHICKCUPYIOTCS B TIOPSJIKE,
YCTaHOBJICHHOM B OTHOIIEHHUH JeJ, CHOPMUPOBAHHBIX M3 JIOKYMEHTOB Ha OyMa)KHOM
HocuTene. K MHAEKCY 3JEKTPOHHOTO Jiella B HOMEHKIIATYPE JIe]l MOXKET J00aBIIsATHCS JTUTEepa
«Q» (Dnextponnoe) wiu «3» (DneKTpoHHBIE NOKYMEHTHI). B KOHIIE HOMEHKIATYpHI el
(TTeper UTOTOBOW 3aITMCBhIO0) PEKOMEHIYETCS YKa3bIBaTh HCIOJIB3YEMBbIC TIPH OIPEACICHUN
CPOKOB XpaHEHHS IEpPEYHH JIOKYMEHTOB W JpPyrde HOPMATHBHBIC JOKYMEHTBI, a TaKkKe
MOJTHBIC HANMEHOBAHWS BCEX YCIIOBHBIX U COKPANEHHBIX HAMMECHOBAHUH.

B rpagy 2 «3arosoBok aeja (TomMa, YacTH)» HOMEHKIATYPHI JIeJI BKIIOYAIOTCS
3aroJIOBKH JeN (TOMOB, 4acTeil).

3aroJioBOK jesla — KpaTkoe OOO3HAUYEHHE CBEJIEHUN O COCTaBe W COJEp:KaHUU
JIOKYMEHTOB fie1a’>,

[Topsmok pacmonoXeHusl 3arojOoBKOB JeN BHYTPU pa3felioB W  MOJpa3fesioB
HOMEHKJIATYPHBI JIeJT ONPEEISeTCS CTENEHbI0 BAKHOCTH IOKYMEHTOB, COCTABIISIOIINX JIeia, U
UX B3aUMOCBSI3bI0.

B nHawane pasmena HOMEHKIATYPHI Jell PEKOMEHIYETCsl pacIolaraTh 3arojOBKH JIE,
COJIEPKANINX B KOIMHSX OPTaHW3AIMOHHO-PACTIOPSAUTEIHLHBIC JTOKYMEHTHI, HOPMATHBHBIE
MIPABOBBIE AKTHI BHIMIECTOSIINUX OPTaHU3AIUN, €CITH OHU UMEIOTCH.

21TOCT P 7.0.8-2013. Cuctema cTaHgapToB no uHcopmauun, 6ubnmoteyHomy v nspatensckomy aeny. enonponssoacTeo
1 apxuBHoe Jeno. TepmuHbl 1 onpeaeneHus. - Beea. 2014-03-01. - M.: ®I'YM «CraHgapTuHdopmy, 2014. - MyHkT 103.

2 AHchopMaLMOHHast cUCTeMa - COBOKYMHOCTb COAepXaLLieiics B 6asax faHHbIX MHopMaLmm 1 obecneumsatowux ee 0bpaboTky
MHCOPMALMOHHBIX TEXHONOIMIA 1 TEXHUYeckix cpeacTs (PeaepanbHoii 3akoH oT 27 uions 2006 1. «O6 uHbopmaLumu, MHOPMaLMOHHbIX
TEXHONOrUsX 0 3alyuTe uHcopMaLuuy (CT. 2, . 3).

ZTOCT P 7.0.8-2013. Cuctema cTaHgapToB No UHopMaLmmi, GrubrmoTeyHoMy 1 usgatenbckoMy aeny. [enonponsBofcTeo U apXuBHoe
peno. TepmuHbl 1 onpegenenus. - Beeg. 2014-03-01. - M.: ®I'YT «CrangaptuHgopmy», 2014. - MywkT 100.
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3areM  pacroyiaraloTcs — 3aroJIOBKM  JIeJI,  COJACpKalluX  OpPraHHW3alMOHHO-
pacmopsiAuTeNbHbIE JOKYMEHTHI opraHu3anuu [Ipodcoro3a (MPOTOKONBI, PACHOPSIKCHHS U
Ap.).

Jlanee pacronararoTcsi 3aroJIOBKM JIeJI, COACp)KallMX IUIAaHOBBIE, OTYETHBIC
JIOKYMEHTHI B IMOCJICJIOBATEILHOCTH OT HAaWOOJBIIETO MEepHUoIa - K HauMEHbIIeMy (TOJ0BOU
11aH (OTYET), MOTYroI0BOM TU1aH (OTYET), KBApTAJIbHBIN TU1aH (OTYET) U T.1.).

Jlanee cieayroT 3aroJIOBKH JEJl, BKIIFOYAIOIINX JOKYMEHTHI, OTPaKaIoIIHe OCHOBHYIO
NeSITeIIbHOCTh CTPYKTYPHOTO TOApa3ieiicHus (0TAea) OpraHu3aIum.

Jlanee pacronmaraercsl mepemnucka  (CHavajga IEpernucKka C  BBIIIECTOSIICH
OpraHM3aIeil ¥ OpraHaMy BIJIACTH, 3aTEM C IMOJIBEIOMCTBCHHBIMU OpPTaHHU3aIUsIMU (TIpU UX
HAJIMYUH ), TIOCIIE - MIEPETICKA C UHBIMU OPTaHU3alUSIMH U TPaKIaHAMHU ).

B koHme pasnmena HOMEHKJIATYphl /€1 MOMEIIAI0T 3aroJIOBKM PEruCTPallMOHHO-
yUYeTHBIX (hOpM (KapTOTEK, )KypHAJIOB, KHUT U JP.).

3aroJyioBOK Jieiia JIOJKEH YEeTKO, B 0000IIeHHOH (hopMe 0TpakaTh OCHOBHOE COZICPYKAHHUE
Y COCTaB JIOKYMEHTOB JIeJa.

He oonyckaemcs ynompebienue 6 3a20106Ke 0eld HEKOHKPEMHbIX QOPMYIUPOBOK
(«pasuvie mamepuanvly, «00WAs NEPEnUCKay U m.0.), a MAKH#Ce B8OOHbBIX CNLOE U CLONCHBIX
obopomos. He oonyckaemcs ynompebOieHue COKPAWEHHbIX CI08 U COKPAUWEHHbIX
HAUMEHOBAHUL OP2aAHO8 UCHOJIHUMENLHOU GILACTU U YUPEHCOEHULL.

3aroJIoBKH JIeJI MOTYT YTOUHSTRCS B Tiporiecce GopMupoBaHUs v 0OPMIICHUS JIeT.

3arofioBKM e, 3aBECHHBIX 10 TeorpaMueckoMy M TI0 KOPPECHOHACHTCKOMY
NpU3HAKaM, BHOCSATCS B HOMEHKIATYPY el MO andaBUTy reorpapMyecKuX Ha3BaHUM HIIH
KOPPECIIOH/ICHTOB.

Ecmu nmeno OyzmeT COCTOSATh M3 HECKOJIBKMX TOMOB WJIM 4YacTei, TO COCTaBJISACTCS
oOIIMi 3arojJOBOK Jejia, a 3aTeM MPU HEOOXOJUMOCTH COCTaBJISIFOTCS 3arOJIOBKH KaXKIOTO
TOMa (Y4acTH), YTOYHSIOIIUE COJICPIKAaHKUE 3ar0JI0BKa Jea.

3aroJOBKH /e MO BOIMPOCaM, HE pa3pelIeHHBIM B TEUEHHE OJHOTO T0Ja, SBISIFOTCS
«TEePEXOIUMIY) U BHOCITCS B HOMEHKIJIATYPY JeJl OPTaHU3alUHU CIEAYIONIETO To/la C TeM
e WHIeKcoM>,

DOneKTpoHHBIE nena, (GOpMHpPYEMbIE B CHUCTEME 3JEKTPOHHOTO JOKYMEHTOO0OOpOTa,
BKIIIOUAIOTCS B HOMEHKIATypy Jel Ha oO0mux ocHoBaHusXx. B rpade «IIpumeuanue»
HOMEHKJIATYyphI JIeNl JIeJaeTcs OTMETKAa O TOM, YTO JIeJ0 BEAETCA B AJIEKTPOHHOM BHUIE C
yKazaHueM HH(OpPMaIMOHHOM cucTeMbl (0a3bl JAaHHBIX) - MeCTa TEKYIIero XpaHEeHUS
AIIEKTPOHHBIX IOKYMEHTOB.

B 3aconosxax oen, codeporcawux OOKyMeHmMbl N0 OOHOMY B0NPOCY, HO HE CBA3AHHBIX
noCne008amenbHOCIMbIO  UCNOIHEeHUs, 68 Kayecmee 6uoa o0eid YHnompeoOnsemcs mepmuH
«OOKYMEHMbLY, d 6 KOHYe 3a20]06KA 8 CKOOKAX YKA3bl8AIOMC OCHOBHblE PA3HOBUOHOCIU
O0OKYMEHmMO08, KOmopble O00JIXHCHbL OblMb CCPYNNUPOBAHLL 6 Oelle (NIaHbl, CNUCKU, CUPABKU U
m.o.).

Hanpumep:

Jokymenmsi 0 npogedenuu cemuHapos, KoHgepeHyul no 80Npocam O0esimenbHoCmu
Hayuno-uccnedosamenvckozo yenmpa (niamvl, CnUcKu, 00K1aosl, uHgopmayuu)

24 OcHoBHble Mpasuna paboTbl apx1BOB OpraHu3aLyin, ogobpeHHble pelwennem Konnernn Pocapxusa ot 6 depans 2002 .
- Pasgen 3.4.9.
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B 3azonoskax oen, coodepocawux nepenucky, ykazvieaemcs, ¢ KeM U NO KAKOM)
80NpPOCY OHA 8eOemCHl.

B 3aconoskax oen, cooeporcawux nepenucky ¢ 0OHOPOOHBLIMU KOPPECHOHOEHMAMU,
nocieoHue He YKasvl8alomcs, a yKazvleaemcs ux ooujee u008oe Ha38aHue.

Hanpumep:

Ilepenucka ¢ oeHHbiMU KOMUccapuamamu 2. Yol 0 nocmanoske Ha BOUHCKULL yyem
compyonuxoe POB Pocnpogasua.

B 3aconoexax oen, cooepocawux nepenucky ¢ pazHopoOHbIMU KOPPECHOHOEeHMAaMu,
nocieoHue He Nepeduciaomcs.

Hanpumep:

Ilepenucka no eonpocam yueonou oesmenvrocmu POB Pocnpoghasua.

B 3aconosxke Oena ykaszvieaemcs KOHKpemHbl KOPPECNOHOEHM, eCciu NepenucKka
6edemcst MOIbKO C HUM.

Hanpumep:

Ilepenucka ¢ Poccuiickoili akademueti cocyoapcmeeHnol ciyicovl npu lIpesudenme
Poccuiickoii @edepayuu no eonpocam no02omosku Kaopos.

B 3aconosxax oen, coodepoicawux niaHo8yl0 Ui  OMYEMHYI0 OOKYMEHMAYUro,
YKazvleaemcs nepuoo (keapmai, 200) Ha (3a) KOMOPbIL COCMABIEHbl NIAHbL (OMYembl).

Hanpumep:

T'ooosbie nianvl pabom Odowecmsa.

T'ooosou  Oyxeanmepckuit  omyem POF  Pocnpogasua ¢ ymeepoicoeHHbiMU
APUTIOJNCEHUAMU K HEMY NO 20C0I00cemy, cneycpeocmeam U KaniodceHusM.

I'pada 3 «KoauuecTBo e, TOMOB, YacTeil» HOMEHKIATYPHI /i€ 3alOHIETCS 10
OKOHYAHUU KaJICHJIAPHOTO Tojla — KOJIMYECTBO TOMOB.

B rpage 4 «Cpok xpaHeHus Jej1a, TOMa, 4aCTH U HOMepa cTaTeil 1o MmepevyHio».

Cpoku XpaHeHUs JIel ONpeAeNstoTCs MO MepedHsM (THUIIOBOMY, BEIOMCTBEHHOMY) C
yKa3aHHEeM CPOKOB XpaHEHUSs, 3aKOHOIATSIbHBIM HJIM WHBIM HOPMATHUBHBIM ITPABOBBIM aKTaM,
10 IPUMEPHOH HOMeHKaType aei Opranusaiuu [Ipodcorosa (1. 4.17. Tpasun-2015).

Y cTaHOBIIEHHBIC CPOKHM XPAaHEHUS JOKYMEHTOB TIEPEHOCITCS B HOMEHKIIATYpy el 0e3
W3MEHEHUH. Y CTaHOBJICHHBIC JIAHHBIMY MEPEUYHSIMHA CPOKHM XPAHCHUS JOKYMEHTOB SIBIISIOTCS
00s13aTeNbHBIMH, TIPH 3TOM CPOKH XPAaHEHHUS HE pa3peliaeTcsl COKpalaTh, a MOXKHO JIHIIb —
YBEJIMYUBATH.

ITox cpokoMm xpaHeHust B rpade 4 yka3pIBaeTCs HOMEp CTaThH MO MEPEYHIO, a TaKkKe
MOJKET YKa3bIBaThbCs YCJIOBHOE O0O3HAuEHHUE IMepeuHs (€ClIM WX MCIOJIB30BAaHO HECKOJIBKO),
KOTOPBII HCIOIB30BAJICS MPH ONPEACTCHUN CPOKa.

IlepeyeHbr  JOKYMEHTOB €O  CPOKaMH  XpPaHEHMS NPEJCTABISICT  COOOU
CUCTEMATH3UPOBAHHBIA CITMCOK BHJIOB W KATETOpUU JTIOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHEeHUs>,

OAHMM HW3 OCHOBHBIX JIOKYMEHTOB JUIsl ONpPEAETICHUS CPOKOB XPAaHEHUS SIBIISETCS
«IlepevyeHp TUMOBBIX YIPABICHYECKUX APXUBHBIX JIOKYMEHTOB, 0Opa3yIOIINXCs B MPOLIECCE
NESTENIbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIpaBIICHUS U
OpraHM3aIii, C yKa3aHHEeM CPOKOB XpaHEHHUs», YTBEPXJICHHBIN MpHKa3oM MUHKYIbTYPbI
Poccum ot 25 aBrycra 2010 r. Ne 558.

2 TOCT P 7.0.8-2013. Cuctema cTaHgapToB No MHopmaumn, GubnmoTeuHoMy 1 nsgatensckomy geny. [1enonpomssogcTso
1 apxuBHoe Aeno. TepMuHbl 1 onpeaenenus. - Beea. 2014-03-01. - M.: YT «CraHgapTuHdopmy, 2014. - MyHkT 141.
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B Hem ykazaH mnepeueHb JOKYMEHTOB (pazzmen 12), oTpakaromux AesSTeTbHOCTb
HEePBUYHBIX TPO(PCOIO3HBIX W HWHBIX OOIIECTBEHHBIX OpraHv3aimii (oOvenunHeHuii). B
npunokeHud Nell Boeuiepxka u3 Ilepeuns ¢ yka3aHMeM CpPOKOB XpaHEHMsI JOKYMEHTOB
opraamsammu [Tpodcoro3a, ¢ yueToM BO3MOKHOCTH HATMYKS B HEl IITATHBIX pabOTHUKOBZS,

Hcuncnenne CpokoB XpaHEHHUS JOKYMEHTOB, 3aKOHUEHHBIX JEJIONPOU3BOACTBOM B
TeKyIleM rojly, HauiMHaeTcs ¢ | sHBaps cliepyromiero roga’’.

B ciywae ecnu cpok XpaHEHHUs OIpEAETICHHBIX JOKYMEHTOB HE MpPeayCMOTpPEH
TUTIOBBIM HJIM BEIOMCTBEHHBIM MEPEUHSIMH, TO JIAHHBIH CPOK YCTaHABJIMBAETCS SKCIEPTHO-
MPOBEPOYHOM KOMHUCCHUEH COOTBETCTBYIOIIEIO apXUBHOTO YUPEKIEHHUS MO IMPEACTABICHUIO
apxMBa OpraHM3allMd M LEHTPAJbHON SKCHEPTHOM KOMHCCHUEH (IKCIEPTHON KOMUCCHEH)
opram3anun’s,

[IpumepHOe MoONOXkEHUE 00 SKCHEPTHOM KOMMCCUU OpraHHU3aliH, YTBEP)KICHHOE
npukazom PocapxuBa ot 11.04.2018 Ne43 (3apeructpupoBano B MuHniocte Poccuu
15.06.2018), npuseneno B [Tpunoxennn Nel2.

Ecnmu DK ner — B rpade 4 HOMEHKIATYpHI 1€ BMECTO CTaThU MO MEPEYHIO OYAYT B
9TOM cllydyae yKa3aHbl JaHHbIE MpOTOKosa 3acenanuss DK wuiam mpukasza/pacrnopspkeHus
npenceaarens opranuzanuu [Ipodcorosa.

I'pada 3 «Cpok xpanenuss poxkymentay Ilepeuns 2010 comepXuUT CHOCKy <*>, B
KOTOpPOM yKa3aHO, UTO CPOK XpaHEHHUs «1OoCcTOAHHO» (IlocT.) TOKYMEHTOB B OpraHu3anusx,
HE SBJSIIOIIMXCS HCTOYHUMKAMU KOMIUIEKTOBAHUS T'OCYJAapCTBEHHBIX, MYHHUIMIAIbHBIX
apXMBOB, HE MOXKET ObITb MEHee AECATH JieT. Peub ueT TOJbKO O TeX JOKYMEHTaX, CPOKHU
XpaHeHUs! KOTOpbIX yka3aHsbl B [lepeune 2010.

Ecniu opranmzamus  Ilpodcoroza He sBisieTcs HCTOYHUKOM KOMIUIEKTOBAHUS
rOCy/apCTBEHHOrO (MyHHUIIMIIAIBHOTO) apXKBa, OHA JTOJKHA XPAaHUTh TOKYMEHTBI CO CPOKOM
«TOCTOSIHHO» KaKk MHHMMyM 10 jer, a 3aTeM BOJbHA WX YHUYTOXXUTH B IITATHOM DPEKUME
HapaBHE C JeJaMH, Y KOTOPBIX K 3TOMY BpPEMEHH HCTE4eT CpoK XpaHeHus. [Ipu sTom B
MHCTPYKLUUU IO JEJONPOU3BOJACTBY WJIM B JAPYroM JIOKaJbHOM HOPMAaTUBHOM akKTe,
MOCBSIIEHHOM XPAaHEHHIO JOKYMEHTOB, LE€JI€COO0pPa3sHO YCTaHOBUTh MMHHMMAJIBHBIM CpPOK
XpaHEHUs JI ATUX JOKYMEHTOB.

npumep: Tak kak nmepBuYHas Npodcoro3Hasi OpraHu3alys ... He ABIsSeTCs
OpraHM3ane — MICTOYHMKOM KOMILJIEKTOBaHUS IOCYAapCTBEHHBIX
(MyHHMIMIIATBbHBIX) aDXUBOB, CPOK XPAHEHUS «ITOCTOSIHHO» IS
YIPaBIEHYECKUX JOKYMEHTOB paBeH 10 romam.

Ecmu oprannzanuvs ABJIACTCA HWCTOYHUKOM KOMINICKTOBAHUA TOCYyAapCTBEHHOIO
apxmBa, TO CPOK XpaHCHUA «IMOCTOAHHO» O3HA4YacT «BCC BpEMA CYHICCTBOBAHUA

26 [1lenonpoM3BOACTBO NEPBUYHOI NPOGCOK3HOM OpraHu3auui: YuebHo-meToguyeckoe nocobue. — M.: YuebHo-
uccnegoBatenbekuit LeHTp Mockosckon cheaepauumn npogeotosos, 2012, — 138 c.

27 TlepeyeHb TUMOBbLIX YNPaBMEHYECKMX apXMBHbIX [JOKYMEHTOB, 00pasylowuxcs B npouecce AEATENbHOCTM
FOCY[apCTBEHHbIX OpraHoB, OPraHOB MECTHOrO CamOyMpaBfieHUs M OpraHuW3auuil, C yKasaHWeM CPOKOB XpaHeHus,
yTBEPXAEHHbIN npukasom MuHkynbTypbl Poccum ot 25 asrycta 2010 r. Ne 558 — pasgen 1.4.

28 OCcHOBHble NpaBuna paboTbl apXMBOB OpraHM3auuil, 0gobpeHHble pelernem Konnerum Pocapxuea ot 6 chepans 2002 .
- Paspen 34.
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opranuzanun». Eciu y JTUKBUAMPOBAHHOW OpraHU3allud €CTh MPEEMHUK, TO «IIOCTOSHHO)
MIPOJUTATCS BCE BPEMSI CYIIECTBOBAHUS OPTaHU3AIMH-TIPECMHHKA.

B cnywae, ecnm opraHuzanus JHKBUANpPYETCS 0€3 TPEEMHUKOB, TOCapXUB, K
KOTOPOMY OHAa OTHOCHTCS, TIPOBOJMUT DSKCIEPTH3y IICHHOCTH JOKYMEHTOB C IOCTOSIHHBIM
CPOKOM XpaHCHHs U 3a0MpaeT B CBOM XPAHWIHINA T€, KOTOPBIE COYTET MOJIC3HBIMHU.
JIOKyMEeHTBI, KOTOpPbIE HE 3aMHTEPECOBAIM APXUB, MOTYT OBITh YHHUUTOKEHBI.

B rpajge 5 «lIpumeuyanume» B TEUECHHE BCEro CpOKa ACHCTBUS HOMEHKJIATYpbl
MPOCTABJISIFOTCS. OTMETKHA O 3aBEACHHUM [N (B TOM YHCIE, SJCKTPOHHBIX), O MEPEXOISIINX
JIeNIax, O BBIACIICHUU JIe K YHUYTOXKCHHUIO TI0 MCTCUCHHH CPOKOB HMX XpPaHEHHS, O MECTe
XpaHEHUsl MOJJUHHUKOB JOKYMEHTOB, O Iepefade Jel B JPYryl OpraHu3aluio Juis
MIPOJIOJKCHHSI U JIP.

6.2. ®opmuponanue u opopmieHue ael.

6.2.1. dopmupoBaHue JieJ — IpyNINUPOBKA UCTIOJTHEHHBIX JOKYMEHTOB B Je/ia B
COOTBETCTBHH C HOMEHKIIATYPOH JIe] M CHCTEMATH3aIUs JOKyMEHTOB BHYTPH jea,

6.2.2. Hena dopmupyroTcss B moapazaencHusXx (oTAenax Wid y pabOTHHUKOB,
OTBETCTBEHHBIX 3a HampaBlicHUEe paboThl B opranu3aiuu [Ipodcorosa).

6.2.3. HcnonHeHHble OKYMEHTHI JODKHBI HMETh «OTMETKY 00 HWCIOTHEHUU

JOKYMCHTA U HAIpaBJCHUHU €0 B ACTI0».

HOMep Acjia, B KOTOPOC JOJIKCH OBITh MNOAIHUT JOKYMCHT, OIIPEACIIACT PYKOBOJAUTCIIb
oTAacia (noz[pa3ﬂeneHH;1 50048 pa6OTHI/IK, OTBETCTBCHHEIA 3a HaIIpaBJICHUC pa6OTH B
OpraHu3annin Hpoq)cmo3a) HNJIN UCIIOJJHUTCIIb B COOTBETCTBHUHU C HOMeHKHaTypOﬁ JACII.

6.2.4. KouTtponr 3a mpaBmibHbIM  (GOPMUPOBAHHEM Jell  OCYLIECTBIIAETCS
pabOTHHUKOM, OTBETCTBEHHBIM 3a JICIIOTIPOU3BOJICTBO.

6.2.5. [Ipu popmupoBanum g€ HEOOXOIUMO COOIIONATH CieAylolme  olmme
npasuna®;

- B JIeJI0 TOMEMIAIOTCS JIOKYMEHTBI, KOTOpBhIE IO CBOEMY COJEPKAHUIO
COOTBETCTBYIOT 3aroJIOBKY JIea;

- BKJIIOUATH B JIEJIO MO0 OJJHOMY SK3EMIUIIPY KaXJI0T0 JOKYMEHTA,

- B JIEJI0 HE JOJHKHBI MTOMENIAThCs JOKYMEHTBI, MOJAJIEKaIie BO3BpaTy, JUIIHNE
AK3EMILISPBI, YePHOBUKH U KOIIUH,

- JIOKYMEHTBI MIOCTOSIHHOTO M BPEMEHHOT'0 XpaHEHHUSI HEOOXOAUMO TPYIIUPOBAThH
B OTJC/BLHBIE JIENa;

- TpynnupoBaTh B JEN0 JOKYMEHThl OJHOTO KaJeHJapHOro Tojaa, 3a
WCKIIFOUCHHEM TIEPEXOIAIINX JIeT; JUYHbIE JIeNla, KOTOphle (OPMUPYIOTCS B TEUEHUE BCETO
neproaa paboThl JIUIA B OPTaHHW3AINH; JOKYMEHTHI BEIOOPHBIX OPTaHOB M WX MOCTOSHHBIX
KOMMCCHH,

- noMemnaTh B Jena Kcepokomuu Qakcorpamm, TeaedoHOrpaMMbl Ha OOIIMX
OCHOBaHHSX;

- o o0beMy J1e10 Ha OyMa)KHOM HOCHUTEINE, KaK IIPaBUIIO, HE IOJDKHO MPEBBIIIATH
250 nucToB, pu TONITMHE HE O0see 4 cM.

2 TOCT P 7.0.8-2013. Cuctema cTaHgapToB no uHchopmaLun, 6ubnmnoteyHomy 1 nspatensckomy aeny. [enonponssoacTeo
1 apxvBHOE Aeno. TepmuHbl 1 onpegenenus. - Beea. 2014-03-01. - M.: ®I'YM «CraHgaptuHdopmy, 2014, — MyHkT 58.

30 [MpaBumna opraHu3auun XpaHeHnsl, KOMNIEKTOBaHMS, y4eTa 1 UCNOoNb30BaHNs JOKYMEHTOB ApXMBHOrO choHaa Poccuiickoi
®enepauuy u opyrux apxmBHbIX 4OKYMEHTOB B OpraHax rocyapCTBEHHO BNACTH, OpraHax MECTHOTO CamoynpaBIeHns v
opraHusaumsx (yTeepxaeHs! npukasoMm MuHkynbTypbl Poccum o1 31.03.2015 Ne 526 — Pasgen 4.20.
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6.2.6. BrayTpHn nemna 10KyMeHTBHI TOKHBI OBITH PACTIONOKEHBI TaK, YTOOBI OHH T10
CBOEMY COJIEP’KaHUIO MOCIIEIOBATEILHO OCBEIIATHN ONPEACTICHHBIC BOMPOCHL.

[Ipu 3TOM TOKYMEHTBI pacrojiaraloTcs B XpOHOJOTUUECKOM MOpsIKe (BXOAAIINE - 110
JaTaM TOCTYIUICHHS, UCXOJSIIME - 10 JaTaM OTHPAaBICHHSA) WIM N0 aj(aBUTy aBTOPOB H
KOPPECIIOH/ICHTOB.

Ipumep (XpOoHOJIOTMYECKHU A MOPSAIOK):

JIOKYMEHT M ero perucTpauuoHHbIe JaHHbIE Homep amcra gena (toma)
Pacniopsixenue ot 12.01.2015 Nel 1
Pacniopsixenue ot 13.01.2015 Ne2 2
Pacnopspkenue ot 13.01.2015 Ne3 3

Ipumep (M0 aBTOpam):

JIOKYMEHT M €ro perucTpaiuoHHbIe JaHHbIE Homep aucra gena (roma)
Kuposckast obnacTHas opranu3anus 1
2
3

[TpunokeHnss K JOKYMEHTaM, HE3aBHCHUMO OT JaTbl MX YTBEPKIACHHUS WIH
COCTABJICHUS, IPUCOCTUHSAIOTCS K JOKYMEHTaM, K KOTOPBIM OHU OTHOCATCH.

[Mpunoxenuss o6beMoM cBbIle 250 JHUCTOB COCTABISIOT OTICIBHBIA TOM, O YeM B
JOKYMEHTE JEJIaeTCsl OTMETKA.

6.2.7. ['pynmupoBKa B [iena OTAeTbHBIX BUIOB JOKYMEHTOB ..

HopMaTtuBHBIE IpaBOBBIE U PACIIOPSAUTENBHBIE AKThI TPYIIIUPYIOTCS B J€)1a IO BUIaM
U XPOHOJIOTUM C OTHOCAIIMMUCS K HUM IPWIOKEHUSMHU B IIpelieiax OJHOI0 KaJeHIapHOIo
roga. He nomyckaercs ¢opmupoBaTh B OJIHO J€J10 pa3Hble BUIbl PaclopsIUTEIbHBIX
JOKYMEHTOB, HalpuUMep INpHUKa3bl, pacHopsbkeHMss M ykasaHusa. Kaxapli  BuJ
pacnopsaIuTeIbHOr0 JOKYMEHTa (POPMUPYETCSl B CAMOCTOATENBHOE JEJI0 CO CBOEH BallOBOMN
HyMEpauen M, COOTBETCTBEHHO, IIOJUIEKUT PETHCTPALMA B CAaMOCTOSITEIIBHOM KypHale
(xHUTE).

Pacniopsokenuss 1O  OCHOBHOM — JI€ATENBHOCTH  TIPYNIIUPYIOTCA  OTIAEIBHO  OT
PacCIOPsKEHUM 110 TMYHOMY COCTaBY.

ITonoxxeHus, UHCTPYKLMH, IIPABUIIA, YTBEPKIACHHBIE HOPMATHUBHBIMU IIPAaBOBBIMU U
pacropsAAUTENbHBIMU aKTaMHU (PACHOPSKEHUSAMH, PEIICHUSIMH, MOCTAHOBJIECHUSMH U T.IL.),
IPYNIIUPYIOTCA BMECTE C YKa3aHHBIMU JTOKyMeHTaMH. [Ipy MX yTBEp)KIE€HUM B KayecTBe
CaMOCTOATENIbHBIX JIOKYMEHTOB OHU I'PYIIIIUPYIOTCS B CAMOCTOATEIIBHBIE JIETIa.

[lopyueHus BBIIECTOSIIIMX OpPraHU3alUMid W JOKYMEHTBI 110 HUX HCIOJHEHUIO
TPYIIIMPYIOTCA B JIeja MO HAIIPABICHUSAM JIEATEIbHOCTH OpraHU3allny;

IIpoTOKOJIBI B A€NIE€ DPACIIONAralOTCs B XPOHOJIOIMYECKOM MOpSAIKE II0 JaTaM HX
COCTABJIEHUS W B TMOPSAAKE BO3PACTAHMS UX HOMEpOB. MMermmuecs NPWIOKEHUS K
IpoTOKoJIaM (OPMHUPYIOTCS B OJIHO JIENIO, T.€. BMECTE C MpOTOKoJaMu. B ciydae Gonbiioro
o0beMa MPUIIOKEHUH K MPOTOKOJIAM NpPUIOKEHUs (OPMHUPYIOTCS B OTHENbHBIE Jella IO
JlaTaM IIPOTOKOJIOB U UX HOMEpPaM.

31 OcHoBHble npaBuia paboTbl apx1BOB OpraHn3aumii, ogobpeHHble pewennem Konnernn Pocapxuea ot 6 despans 2002 1.
- Pasgen 3.5.
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VYTBepKIEHHbIE IUIAHBI, OTYETBI, CMETBl W JPYTHE JOKYMEHTBHI TPYHIHPYIOTCS
OTJENIBHO OT MPOEKTOB.

JIOKyMEHTBI B JIMYHBIX JleJlaX PAcHoaraloTcs 0 Mepe UX MOCTYIUICHHS.

[lepenucka rpynmupyercs, Kak NpaBWIO, 3a TEpHOJ KaJCHIApPHOTO ToAa u
CHUCTEMATH3UPYETCs B  XPOHOJOIMYECKOW  MOCIENOBATEIbHOCTH;  JIOKYMEHT-OTBET
MIOMEIIAETCs 32 JIOKyMEHTOM-3anpocoM. [Ipu BO30OHOBICHUN TIEPENICKH 110 OIPEIEIICHHOMY
BOIIPOCY, HAYaBIICHCS B MPEIBIYIIEM IOy, JOKYMEHTBI BKIIFOUAIOTCS B JIEJIO TEKYIIETO Toja
C YKa3aHHEM MHJICKCa Jielia TPEAbLIYIIEero roa.

6.3. Odopmitenue aeJ.

6.3.1. Odopmienue paen — NOArOTOBKAa Jejla K Iepefadye Ha apXHUBHOE
xpanenue®2. Ogopmnenue dena eéxniouaem @ cebs KOMNIEKC pabom no onucanuio 0end Ha
005101CKe, OpOUIoposKe, HyMepayuu JUCmo8 u COCMagIeHuI0 3a6epumenbHou HaONUcCH.

6.3.2. Odopmienue aen MPOBOAUTCS COTPYIHUKAMU OT/IEIOB (TIOApa3/ICICHHMI), B
BEJICHUU KOTOPBIX HAXOJUTCS 3aBeACHUE B (DOpMUPOBAHHE JICIT.

6.3.3. B 3aBHCHMOCTH OT CPOKOB XPaHEHUS Jiela MOKHO O(pOPMIIATh YaCTHYHO
WJIN TIOJTHOCTBIO.

YactruHo opopMIIIOTCS BCE Jiesia, 3aBEIICHHBIC B OPraHU3aIlMM M HUMEIOIINE CPOK
XpaHeHus 0osee S5 JeT, 3a HCKITIOYEHUEM JIeT IO TMYHOMY COCTaBy.

[TomHOMy 0)OPMIIEHHIO Ha XpaHEHHE TIOIEKAT CIeTYIOIHe ea s

- MOCTOSTHHOTO CPOKa XPaHEHHUS;

- BpeMmeHHoro (cBbiie 10 JIeT) cpoka XpaHeHHUS,

- JOKYMEHTBHI TI0 JIMYHOMY COCTaBY (BCe, BKJIOYas U T€, KOTOPHIC HMEIOT
NSTHJICTHAN CPOK XPaHEHHUS).

Jlena BpemeHHoro (0 10 JeT BKJIFOYMTENIBHO) XPAaHCHHS IOJICKAT YaCTUYHOMY
oopMIICHHIO: JIOMTyCKAeTCsl HE MPOBOJHWTH CHUCTEMATH3AIMI0 JOKYMEHTOB B JICJIC, JIMCTHI
Jiena He HyMepoBaTh, 3aBepHTENbHbIE HAIITHCH HE COCTABIIATE ",

6.3.4. Dranbsl odopmieHuss kaxaoro Toma. I[lomHoe odopmileHHe Ha XpaHEHHE
KaXJI0r0 TOMa JieJia MPOUCXO/AUT B CIIEIYIOIIEM MOPSIKe:

- HyMepalus JINCTOB JeTa;

- COCTaBJIEHHE BHYTPEHHEN OIUCH JIeIa;

- o(opmIieHHe JIMCTa-3aBEPUTENS JIeNa;

- TIOJIIIMBKA WJIH TIEPEIUIET IOKYMEHTOB JIeTIa;

- odopmiieHre 00JI0KKH (TUTYIBHOTO JIHCTA).

[TonroToBka SIEKTPOHHBIX  Jlel s HepefJadyd B apXWB  OpraHU3alUH

npeaycMaTpuBacT COCTABJICHHUEC OIMMCHU 3JICKTPOHHBIX JCJI, TOKYMCHTOB (HpI/IJ'IO)KCHI/IH NN 17,
18).

32TOCT P 7.0.8-2013. Cuctema ctaHgapToB no nHgopmauuu, bubnmoteyHomy 1 nsgatensckomy geny. [lenonpoussoacTeo
1 apxuBHoe Aeno. TepMuHbl 1 onpeaenenus. - Beed. 2014-03-01. - M.: ®I'YIT «CraHgapTurdopmy», 2014. — MykkT 99.

33 [paBuna opraHu3aLun XpaHeH!s!, KOMNMEKTOBAHMS, y4eTa 1 UCromnb3oBaHUs AOKyMeHTOB ApXuBHOro doHaa Poccuidckoi
denepaLuu 1 apyrux apxuBHbIX JOKYMEHTOB B OpraHax rocy4apCTBEHHOM BNAcTW, OpraHax MeCTHOro CamoynpaBneHus u
opraHu3aumsx (yTeepxaeHbl npukasom MunkynsTypel Poccum ot 31.03.2015 Ne 526 — Pasgen 4.19.

3 QcHoBHble npaBua paboTbl apx1BOB OpraHn3aLmii, ogobpeHHsle pelweHnem Konnerun Pocapxuea ot 6 despans 2002 T.
- Paspgen 3.6.3.
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Hymepauusi jguctoB toma. CornacHo IIpaBunmam 2015 opranuzanuu XpaHEHUs,
KOMIUICKTOBAHUS, yueTa M HCIOJb30BAaHUS JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoii
®denepaliv U APYTUX apXUBHBIX JOKYMEHTOB B OpraHax rocyJapCTBEHHOW BJacTH, OpraHax
MECTHOI'O CaMOYTIPaBJICHUS U OpraHu3auusax (yTBEpKIEHbI Ipruka3oM MuHKyIbTYpsl Poccun
o1 31.03.2015 Ne 526) OcHOBHBIE ITpaBUJIa HyMEpaLUu:

- B KaXJIOM TOME CBOsI HyMepaLus JINCTOB.

— HYMEPYIOTCSI BCE JIUCTHI TOMa, KPOME JINCTA-3aBEPUTENIS JieJa U BHYTPEHHEU
OIHCH.

— HOMEpa IPOCTABIAIOTCA MPOCTHIM  KapaHJAllOM WU  HYMEpPaTOpPOM.
VYnorpebiieHne YepHIII ¥ LIBETHBIX KapaHJAallel sl HyMepaliy JUCTOB 3alperaeTcs.

- JMCThI HyMEPYIOTCsl apaObCKUMU IM(pamMu B BaJJOBOM MOPSIKE.

- Ecnu TekcT TOKyMeHTa pacloyio’KeH Ha JIByX CTOPOHaX JIMCTa, KaXIbIH JHUCT
HYMEpYeTcs TOJIBKO OJIMH Pa3, HOMEP IIPOCTABIISAETCS Ha JIMLIEBON CTOPOHE.

Hymepauusi uepre:xeii, ¢ororpaduii, pucynkoB: ®@ororpaduu, ueprexH,
JMarpaMMbl U Jpyrue WUIIOCTPATUBHBIE JOKYMEHTHI, MPEICTaBIIAIONIME CaMOCTOSTEIbHbIHI
JMCT B Jiejie, HyMEpYIOTCsl Ha 00OPOTHON CTOPOHE B JIEBOM BEPXHEM YIITy.

Hymepauusi KpynmHO(OPMATHBIX M CJOKEHHBIX JIHMCTOB: CIOXEHHBIH JIHCT
(mpumep dopmarta A3, A2) pa3BopauMBaeTCs U HyMEpyeTcsl B IpaBoM BepxHeM yriy. Ilpu
3TOM JIUCT J1t00oro (popmara, MOAIMIMUTHIN 32 OJUH Kpaid, HyMepyeTcsl KaK OJUH JIUCT; JIUCT,
CJIOKEHHBIN U MOAIINTBIN 3a CEPEIUHY, MOJICKUT MEPEIINBKE U HyMEPYETCs KaK OJIMH JIUCT.

Hymepanusi KOHBepTOB: MOJIINUTHIE B €10 KOHBEPTHI C BIOKEHUSIMH HyMEPYIOTCS;
IIPU ATOM BHayaje HyMepyeTcs KOHBEPT, a 3aT€M O4YEPEIHbIM HOMEPOM KaXJ0€ BJIO)KEHUE B
KOHBEpTE.

HyMmepauusi ck/jieeHHBIX M HaKJIEeHHBIX JIMCTOB: JIMCT C HarilyxXxo HakJI€eHHbIMU
JIOKYMEHTaMH (BbIpE3KaMH, BBITUCKaMHU, (poTorpadusMu) Hymepyercst Kak oJuH JucT. Eciau k
JIOKYMEHTY IMOJKJICEHbl OJHUM KpaeM Jpyrue JJAOKYMEHThl (BBIPE3KH, BCTaBKH TEKCTa,
NIEPEBO/IbI), TO KAX/IbII TOKYMEHT HyMEpPYETCsl OTAEIBHO.

Ecnu nokyMeHTHl yXe OblUTM IMPOHYMEPOBAaHBI B 3TOM K€ MPaBOM BEPXHEM YTy U
HOBasi HyMepalMsi HE COBIAJAaeT CO CTapod, TO CTapblii HOMEp 3a4epKHUBAaeTCsS U PSAAOM
nuniercs HoBeld. Homepa, npoctaBieHHbIE B APYTUX YACTAX JIUCTA, UCIIPABIIATH HE HYKHO.

[Monmuteie B A€7I0 JOKYMEHTHI € COOCTBEHHOM HyMmepalMed JHUCTOB (BKJIrOYas
HIeYaTHbBIC M3aHUs) MOTYT HYMEPOBAaThCsl B 00IIEM MOpsiAKe, (BKIOYas 00JI0KKY — MPUMED,
€ClIM TOJIIMBaeTcs Opollopa), WIM COXPaHATh COOCTBEHHYIO HyMepalHio, €ClId OHa
COOTBETCTBYET IOPSAIKOBOMY PACIIONIOKEHHIO JINCTOB B JIETIE.

B caywasx oOHapyxeHHs OOJIBIIOTO YHUCIIa OIIMOOK B HyMEpaluu JIMCTOB Jela
IIPOBOAMTCS MEPEHyMepaLtsl.

PekoMeHnayercsi: ecnu npu HyMepaluu JIMCTOB B zieie (ToMe) JomylieHo Ooiee 5
OmmMOOK, TUCTHI ef1a (TOMa) HyMepyIoTCs 3aHOBO ..

[Ipn HamMyuM OTAENBHBIX OMMOOK B HyMEpalWu JHUCTOB Jiela JIOMyCKaeTcs
ynoTpebsieH!e TUTEPHBIX HOMEPOB JIUCTOB.

Hpumep: 97

% [paBuna HoTapuarbHOro Aenonpon3eoacTea (yTeepxaeHsl pewernem Mpaenenns ®HM ot 17.12.2012, npukasom
MuHtocTa Poccim ot 16.04.2014 Ne 78) — MyHkT 75.
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98
98a
99

[locne 3aBepieHUss HyMepaluu JIMCTOB COCTAaBISAETCS JIUCT-3aBEPUTENb, KOTOPBIN
pacrosaraeTcsl B KOHILIE Jela.

CocraBiieHUe BHYTPEHHEH ONMCH TOMA.

BHyTpeHHsIs1 onMCh - JOKYMEHT, BKJIIOUAEMBbIH B J1€J10 JUIs y4eTa JOKYMEHTOB Jela,
PACKPBITHS X COCTaBA M COAEPKAHU .,

CocTaBisTh BHyTPEHHIOIO OMKCH JOKYMEHTOB TOMa HE BCETia 00s13aTeNbHO.

Opnnako cornacHo OCHOBHBIM IpaBWiIaM pabOThl ApXUBOB OpraHU3aLUN, 0JJOOPEHHBIE
pemieareM Komerun PocapxuBa ot 6 despans 2002 r. (Pasmen 3.6.17.) pexomeHmyeTcs
COCTaBJIAITh BHYTPEHHIOIO ONMCHh JIOKYMEHTOB J€ja I yueTa JOKYMEHTOB OINpEAEICHHBIX
KaTeropui MOCTOSSHHOI'O U BPEMEHHOIo CpokoB (cBbimie 10 jeT) xpaHeHMs, Y4eT KOTOPbIX
BBI3bIBACTCS CHEIM(PUKON TaHHON JOKyMEHTAlMU (0c000 LIEHHbIE, JIUYHbIE JIesa U T.1.).

BHyTpeHHsIsI OIUCHh COCTaBIIETCSl Ha OTAEIBHOM JIMCTE IO YCTaHOBJIECHHOH (opme
(ITpunoxxenune Ne 13), xoTopasi COOEPKUT CBEACHUSA O MOPAIKOBBIX HOMEpaxX IAOKYMEHTOB
Jiena, UX MHJEKcax, JaTax, 3arojloBKax U HOMepax JIUCTOB JeNla, Ha KOTOPBIX pPacIojIOKeH
KKJbIM JOKyMEHT. K BHYTpPEHHEM ONMCH COCTABIISIETCS WTOrOBas 3alUCh, B KOTOPOH
yKa3plBaeTcsi mudpamMH M TPOMUCHIO KOJMYECTBO BKIIOUEHHBIX B HEE JOKYMEHTOB U
KOJIMYECTBO JIMCTOB BHYTPEHHEHN OIUCH.

BHyTpeHHsIsI onuCh TOKYMEHTOB Jiejla MOJIMCHIBAETCS COCTABUTENIEM C  yKa3aHHEM
pac(ppOBKY MOANUCH, JODKHOCTH U IaThl COCTABICHUSI OIHMCH.

Ecnu neno yxe neperuieTeHo u NOJIINTO, TO 3aBEPEHHAasi COCTaBUTENEM BHYTPEHHSA
OIKCh JOKYMEHTOB JleJla MOJKJIEUBAETCS 3a BEPXHUH Kpail K BHYTpPEHHEH CTOpOHE JMIIEBOM
00JIOKKH Jelia.

Odopmiienue aucra-3aBepuress aeda.

JIucr-3aBepuTeib 1e1a — JOKYMEHT, COAEPIKaILUi CBEJACHHS O KOJMYECTBE JINCTOB
nena, GU3MIECKOM COCTOSHHU TOKYMEHTOB H 0COOEHHOCTAX (hOPMUPOBAHHS fera’.

JIncT-3aBepuUTENb COCTABIAETCS K KaXKIOMY TOMY Jiefa.

JIuct-3aBepuTeNib JieJa COCTABJISETCS Ha OTIECIBHOM JIMCTE IO YCTaHOBJICHHOMN
dopme (npunoxenue N 14), B kapToTeKkax - Ha OTIAETBHOM JUCTe popmaTa KapToukH. JIuct-
3aBEpUTEIIb JeJ1a MOAMUCHIBAETCS €r0 COCTABUTENIEM C YKa3aHHEM paclIu(pOBKH MOANUCH,
JOJDKHOCTH M JIaThl COCTaBJIeHUs. Bce mocneayroniye U3MEeHEHUs! B COCTaBE U COCTOSIHUU
nena (MOBpeXAeHUS, 3aMeHa MOJIMHHBIX IOKYMEHTOB) OTMEYAIOTCS B JINCTE-3aBEPUTEIIE CO

CCBHIIKO} Ha COOTBETCTBYIONIHMIA aKT .,

% TOCT P 7.0.8-2013. Cuctema cTaHgapToB no MHgopmauuu, 6ubnnoteyHoMmy 1 uspatensckomy geny. [lenonponssoacTaso
1 apxuBHoe feno. TepMmuHbl 1 onpeaeneHus. - Beea. 2014-03-01. - M.: ®'YM «CraHgapTuHdopmy», 2014. — Mynkr 101.

3TOCT P 7.0.8-2013. Cuctema cTaHgapToB Mo WHopmaLmu, 6ubnuoteyHomy v nagatensckomy geny. [1enonponssofcTeo
1 apxuBHoe feno. TepmuHbl 1 onpeaeneHus. - Beea. 2014-03-01. - M.: ®'YM «CraHgapTuHdopmy, 2014. — Mynkr 102.

38 [paBuna opraHu3auuy XpaHeHnsl, KOMMIEKTOBaHMS!, y4eTa 1 UCMoNb30BaHUs JOKyMEHTOB ApXxmBHOrO oHaa Poccuiickon
Gefepauuy n Opyrux apxusHbIX SOKYMEHTOB B OpraHax rocy4apCTBEHHOM BNacTyh, OpraHax MECTHOMO CaMoynpaBneHns 1
opraHu3saumsix (yTeepxaeHsl npukasom MuHkynbTypel Poccum o1 31.03.2015 Ne 526 — Pasgen 4.23.
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B nucte-3aBeputene uudpamMu M MNPOMUCHIO YKa3bIBAETCS KOJIWYECTBO JIMCTOB B
JaHHOM ACIIC. Bce JIMTCPHBIC HOMEPpA U MPOMYHICHHBIC HOMEpPA JIMCTOB BKIIOYAKOTCA B JIUCT-
3aBEpUTENb U YUUTBHIBAKOTCS IPU ONPEAEIECHUH O0IIEro KOJIMYECTBA JINCTOB B JIETIE.

B nmucte-3aBepurene nemna kpome 0COOEHHOCTEH HyMepariuy (PUKCUPYIOTCS:

— ocobenHoctu QopmupoBanus nena. Hamuume B 1ene JHOKYMEHTOB: HOYTOBOM

NPOAYKIMH (KOHBEPTHI, OTKPBITKH, HE3ale4aTaHHbIE MUChMA U TI.); H300Pa3UTEIbHBIX
JTOKYMEHTOB  (dotorpaduu, pHCYHKH, YEpTEXH, IUIAHBI, CXEMbI, JIHArpaMMBbl);
XYJI0’K€CTBEHHO-O0(OPMJICHHBIX CIEIU(PUUECKUX JTOKYMEHTOB (BU3HUTKH, OWJIETHI U T.1.);
TUNOrpad)CKUX U3NIaHui (OPOLTIOPEI, TUCTOBKH | TJI.); HEMPABWIBHO MOANIMTHIX JOKYMEHTOB
(3a ouH KpaW, 3a cepeinHy JIMCTA, CIOKEHHBIX 10 BEPTUKAIM W TOPU3OHTAIIN, HAKIICCHHBIX
JIUCTOB);

— 0coOcHHOCTH odopmiieHUs jaena (OTTHCKH TIe4yaTted, CyYpryTHbIE TIICYaTH,
aBTOrpadbl, PUCYHKH HA IOJIAX JIOKYMEHTOB);

—  0COOEHHOCTH (HU3UYECKOTO COCTOSHHUS (Pa3phIBbI, POKOJIBI, 3aTUOBI TUCTOB).
3ampeniaercss BHIHOCHTH JIMCT-3aBEPUTEIh Ha OOJIOXKKY Jeja WM YUCTBIH 000pOT

JUCTa MOCNIeHEro JoKyMeHTa. Ecnu eno moamuTo uiam neperiereHo 6e3 OnaHka JucTa-
3aBEpUTENIs, OH JIOJDKEH OBITh HAKIICEH 33 BEPXHIOIO YaCTh JINCTA HA BHYTPEHHIOI CTOPOHY
00JI0’KKHU B KOHIIE JIea.

IMoamuBka UK Nepenser J0KYMeHTOB JeJia.

JIOKYMEHTBI, COCTABJISIFOIIKME JIeT0 Ha OyMaXKHOM HOCHUTENE, pacrlojiaraloTcs B
CJICYIOIIEM TMOPSIKE: BHYTPEHHSISI OMKCH (€CJIM OHA CO3/1aBajiach); JOKYMEHTHI Jela; JIUCT-
3aBEPUTEIIb.

JIOKyMEHTBI, COCTAaBIAIONIME J€JI0 Ha OyMa)kXHOM HOCHUTEINE, MOIIIMBAIOTCA Ha
YyeThIpe MPOKoJia (Ha TPU MPOKOJa - JJs MalodOPMATHBIX Jel) B TBEPAYIO OOJIOXKKY WIH
MEPerUIeTalnTCs ¢ Y4eTOM BO3MOXKHOCTHA CBOOOHOTO UTEHHUS BCEX JOKYMEHTOB, JaT, BU3 U
pesononuii Ha HUX. MeTamdeckue ckperuieHus (ckoObl cTeruiepa, KaHIEISpCKHe
CKPETIKH) U3 JOKYMEHTOB YIaNIAI0TCA ..

CxeMa meperuieTa npeacTaBieHa HUXKeE:

mﬁ\f\
u1 U

KoHIbl HHTEW 3aBS3BIBAIOTCS, OOpPE3alOTCS M IO BO3MOXKHOCTH MPSYYTCS TOM
0010kKy. Ecniu 005105)KKH HET — MPOCTO BBIBOJSTCS C BHYTPEHHEW CTOPOHBI 0€3 KaKUX-ITH00
JAJIbHENIINX MAHUITYJISIAN.

39 [NpaBuna opraHu3auum XpaHeHNsl, KOMMIIEKTOBaHMS!, y4eTa 1 UCMOMNb30BaHNUs AOKYMEHTOB ApXMBHOTO oHaa Poccuiickoi
®enepauuy u opyrux apxmBHbIX AOKYMEHTOB B OpraHax rocyfapCTBEHHOM BNIacTh, OpraHax MECTHOTO CaMOYNpaBneHns 1
opraHusaumsx (yTeepxaeHsl npukasom MuHkynbTypbl Poccum ot 31.03.2015 Ne 526 — Pasgen 4.21.
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Jlena TOCTOSIHHOTO XpaHEHHs, COCTOSIIME M3 0CO00 LEHHBIX JOKYMEHTOB WM
He(OPMATHBIX JOKYMEHTOB, XPAHATCS B 3aKPHITHIX TBEPABIX IMAaIKax C TPeMs KIarmaHaMu C
3aBA3KAMH MM B KOpoOKax*?,

OdopMmiieHHe THTYJIBHOIO JIMCTA — 00JI0OKKH JeJia.

Obnoxka  gema  cocraBisiercs U odopMisieTcss 1O yCTAHOBJICHHOM
bopme (npunoxenune Nel5).

Ha o6noke nena yka3plBaroTcs:

HaMEHOBAaHME OPTaHU3aLMK U €€ HEeMOCPEACTBEHHAs TOAYNHEHHOCTb;

HaMEHOBAaHME CTPYKTYPHOTO MO/pa3AeIeHHUS;

UHJIEKC JIeTa;

HOMEp ToMa (4acTH);

3aroJIoBOK Jiefia (ToMa, 4acTH);

KpaiiHHe J1aThl Jiea (ToMa, 4acTH);

KOJINYECTBO JIMCTOB B Jiese (TOME, 4acTH);

CPOK XpaHEHHUS J1ea;

apxuBHbIi mudp nena.*.

PexBU3UTHI, IpOCTaBIsieMble Ha 00JIOKKE esa, 0POPMIISIOTCS CIEAYIOIINUM 00pa3oM:

- Ha OOJIOKKE JeJl IOCTOSHHOTO XpaHEHMsI IpeaycMaTpuUBaeTcs MECTO IS
HAaMMEHOBAaHUS TOCYJApCTBEHHOIO0 (MYHULMIIAJBHOIO) apXuBa, B KOTOpBIA Jena
opranu3anuu OyayT mnpuHATHl (npuiokeHue N 28). JlaHHBIM pPEKBU3UT OCTACTCS
He3anoJaHeHHbIM. Eciiu 1ero koraa-HuOyas MOonaaeT B TOCYJapCTBEHHBIN (MyHHUIIUITATbHBIHN )
apXxuB, COTPYAHUKH apXUBa 3allOJIHAT 3Ty CTPOKY.

- HauMeHoBaHue opraHuzauuu Ilpodcoroza  ykasbiBaeTcsi  IOJHOCTBIO, B
UMEHUTEIIBHOM  MaJeke, C YKa3aHHeM O(HUIMAIBbHO IPUHATOIO  COKPAILEHHOI'O
HalMEHOBAHHUs, KOTOPOE YKa3bIBAETCs B CKOOKAX IOCIIE OJIHOI0 HAUMEHOBAHUS;

- HAUMEHOBaHME CTPYKTYpPHOIO HOJpA3JeIeHUss — 3allChIBAETCS Ha3BaHUE
CTPYKTYPHOT'O TOAPA3JIEIEeHNUs] B COOTBETCTBUHM C YTBEP)KJIEHHOM CTPYKTYpOH OpraHuzaluu
[Tpodcoro3a;

- HOMep (MHJIEKC) Jena — mpocTaBisercs IuppoBoe o0003HAUEHHE [ena 10
HOMEHKJIAType Jell;

- 3aroJIoBOK Jena (Toma, YacTH) — 3aroJIoOBOK Jiela Ha OyMa)KHOM HOCHUTENE U
3arojIOBOK 3JIEKTPOHHOTO Jiefla MEpPEeHOCATCS Ha OO0JIOKKY Jena (JIEKTPOHHOTO Jiesla) U3
HOMEHKJIATyphl JIeJ OpraHM3alMM. 3arojIoBOK JIOJKEH COOTBETCTBOBATh COAEPKAHMIO
JIOKYMEHTOB B JIeJI€.

B Tex ciyuwasix, Korja Aejio COCTOMT M3 HECKOJbKMX TOMOB (4YacTei), Ha OOJIOXKKY
KaXJI0ro ToMa (4acTh) BBIHOCUTCS OOIIWI 3arojloBOK Jeia, a MpU HEOOXOJAMMOCTH -
3aroJIOBOK Kak/10ro Toma (4acTu).

B 3aronoBkax naen, copeprKaliux KONUU JOKYMEHTOB, YKa3bIBAE€TCSI Ha KOJUYECTBO
konui. [IoAIMHHOCTE JOKYMEHTOB Ji€Nla B 3ar0JIOBKE HE OTOBAPUBAETCA.

Jarta jiefa — yKa3bIBaeTcs To/1(bl) 3aBEICHUS] M OKOHYaHUS Jeia B JISJIONPOU3BO/ICTBE.

40 OcHoBHble npaBuna paboTsl apx1BOB OpraHu3aLii, ogobpeHHble peleHem Konnerun Pocapxusa ot 6 despans 2002 r.
- Paspgen 3.6.5.

41 TpaBuna opraHm3aLmy XpaHeH!s, KOMMIIEKTOBAHNS, Y4eTa U UCMOMNb30BaHUs OKYMEHTOB ApXxnBHOTO GoHaa Poccuiickoi
®enepaLuy n opyrux apxmBHbIX JOKYMEHTOB B OpraHax rocyapCTBEHHOM BNACTH, OpraHax MECTHOTO CamoynpaBeHns v
opraHusaumsx (yTeepxaeHsl npukasoM MuHkynbTypel Poccum ot 31.03.2015 Ne 526 — Pasgen 4.25.
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Ecnu B n1eo BKIIIOYEHBI JTOKYMEHTHI (HampuMep, NPUIOXKEHHUs), JaTa KOTOPhIX He
COBMAJIaeT C JATOM Jieia, TO MO JaTOi C HOBOW CTPOUKH JenaeTcs 00 3ToM 3anuck: «B gene
HMMEIOTCS JIOKYMEHTHI 32 ... TO/I(BI)».

Jlata yiena MOKET HE yKa3bIBaThCS TOJBKO Ha OOJIOKKAX JIeN, COAEPIKALINX T'OJ0BbIC
IUTAHBI U OTYETHI, U APYTHE JOKYMEHTBI, AaThl KOTOPBIX OTPa)KaroTCs B 3ar0JI0BKaXx JEII.

Jlatoit nen, copepiKallux paclopsAUTENbHY0, TBOPUYECKYI0 U UHYIO JOKYMEHTALUIO
(okJ1apl, MUChbMa, CTEHOTPaMMBI), /1151 KOTOPOW TOYHAsl JATUPOBKA UMEET BaXKHOE 3HAUCHHE,
a TaKKe JJIs J1eN1, COCTOSAIUX U3 HECKOJIbKUX TOMOB (4acTei), ABISIOTCS JaThl (YUCI0, MECHILL,
rojl) perucTpauuu (COCTaBIEHUS, IMOCTYIUICHHsS) CaMOTO PAHHEro0 M CaMoro IO3HEro
JIOKYMEHTOB, BKJIIOUEHHBIX B JI€JI0 (KpaliHUE AaThl 1€]1, JOKYMEHTOB).

JlaToil nena, colep:Kallero IPOTOKOJbl 3aCeAaHUM, SBISIOTCS AAThl YTBEP:KICHUS
(ecnmu OHM YTBEpXKAAIOTCA) WU JaThl IEPBOTO U IOCIETHETO IMPOTOKOJA, COCTABISIOLINX
JeI10.

JlaTol TMYHOTO Aeiia ABIAIOTCA JaThl IOANMCAHUS IIPUKA30B O IPUEME U YBOJIBHEHUN
JM1a, Ha KOTOPOE OHO 3aBEJCHO.

Ecnu nara 1oKyMeHTa WK OTJIENIbHBIE €€ 3JIEMEHTHI ONPEeIIAI0TC IPUOIU3UTENBHO,
Ha OCHOBAaHMHU aHAJIM3a COJIEP)KAHUS JOKYMEHTA, TO JaTa WIN OTAEIbHBIE €€ JJIEMEHTHI, HE
a0COJIIOTHO JJOCTOBEPHBIE, 3aKIF0YAIOTCS B KBAJAPaTHbIE CKOOKHU.

Ecnu nenom siBasieTcst KypHaid perucTpanuy paclopshKeHWM M T.I., TO JaToM nena
OyIyT TOUHBIE KaJleHAapHbIE JaThl IEPBOM U MOCIEIHEN 3aIUCEHl B )KypHAaJe.

[Tpu 0603HaueHUM aThl JOKYMEHTA CHadalla yKa3bIBAETCS YUCIIO, 3aTEM MECSI] U TOI.
Yucno u roj 0603Ha4a0Tes apabekuMu nuppaMu, Ha3BAHUE MECALA - CI0BOM™,

KonnyectBo MUCTOB B Jenie MpOCTaBiIAETCS Ha OOJOXKKE Jeja B COOTBETCTBHM C
UTOTOBOW HAJNKCHIO.

PexkBU3NT «CPOK XpaHEHHUs [ena» IPOCTaBISIETCS. B COOTBETCTBUM CO CTaTbel
Tunosoro nepeyHs WK HOMEHKJIATYPOH €]l OPraHU3alMy I10CJIEe CBEPKU ero no TumoBomy
nepeyHto. Ha ienax mocTossHHOro XpaHeHus MUIIeTcs: « XpaHUTh OCTOSTHHOY.

B none «XpaHuTh» ’KenaTeabHO YKa3blBaTh HE TOJIBKO TOJOKEHHOE 0 MEPEeYHSIM
KOJIMYECTBO JIET, HO M TOT TrOJ, KOIJa JIeJ0 MOXHO YHUYTOXHTh. K gemam co cpokom
xpaneHus «IIoCTOSIHHO» 3TO HE OTHOCHUTCS.

ApxuBHblil mMdp Aena BkiIrodaeT B cedsa: Ne ¢onnma, Ne ommcu, Ne nema, Ne cBs3KM
(xopoOKH).

Howmep donna IIPUCBaNBACTCS COOTBETCTBYIOIINM roCy/1apCTBEHHBIM
(MyHHIMMIABHBIM) ~ A@pXHBOM, HCTOYHHKOM  KOMIUICKTOBAHUS ~ KOTOPOTO  SIBIISICTCSI
opranusanus. Ecnu ke opraHuzanus He sBJISETCS UCTOYHMKOM KOMIUIEKTOBAHUS apXUBHOTO
yupexJieHus, ToO Homep (oHAa npucBauBaeTcs o crnucky ¢GonnoB. Crucok (GOHIOB ABISETCS
OCHOBHBIM YUYETHBIM JOKYMEHTOM apXuBa opranuszanuu. OH BeleTca B apXHMBE OpraHu3alllu,
XpaHAILIEM JIOKYMEHTHI IBYX WK Oojee pOoHI0B.

Ecnu apxuB opranuzaliyy XpaHUT TOJBKO OJMH apXHUBHBIN (DOHI, TO HEOOXOIUMOCTh
B IIPUCBOEHUU EMY HOMEpA OTIAJacT.

Homep omucu mpucBanBaeTcss B apXHMBe OpraHU3alMM MO JUCTY (oHAa (KOTOpBIH
TaK)Ke SIBJISIETCSI OCHOBHBIM YUETHBIM JOKYMEHTOM apXUBa).

42 paBwuna opraHn3aLmun XpaHeHus!, KOMMIIEKTOBAHWS, YYETa M UCMONb30BaHUS AOKYMEHTOB APXMBHOTO (hoHaa Poccuiickoit
®enepauuy 1 opyrux apxmBHbIX AOKYMEHTOB B OpraHax rocyapCTBEHHO BNACTH, OpraHax MECTHOTO CaMOynpaBIeHNs 1
opraHusaumsx (yTeepxaeHsl npukasoMm MuHkynbTypbl Poccum o1 31.03.2015 Ne 526 — Pasgen 4.28.
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Ilo okoHYaHMM TroAa B HAANUCH Ha OOJIOKKAX JEN IMOCTOSIHHOTO U BPEMEHHOIO
(cBbimie 10 7eT) XpaHEHHs BHOCATCS YTOUHEHUS: NP HECOOTBETCTBMM 3arojioBKa el Ha
00JIOKKE COJEP KAHUIO MOIINUTHIX JOKYMEHTOB B 3arojOBOK Jiela BHOCATCS M3MEHEHHUS U
JIOTIOJTHEHUS.

6.4. Opranu3anusi ONepaTUBHOIO XPaHEHMs [IOKYMEHTOB M ofecrevyeHue
COXPaHHOCTH.

6.4.1. OmnepatuBHOE (WJIM TEKYIIeE) XPAaHEHUIO BKIIIOUALT B CEO:

XpaHeHHe JOKYMEHTOB B IIPOLIECCE UX UCIIOIHEHUS;

XpaHeHHe UCIIOTHEHHBIX TJOKYMEHTOB;

6.4.2. OmneparuBHOE XpaHEHUE JTOJHKHO 00ECIEUnBaTh COXPAHHOCThH JIOKYMEHTOB U
JIeJ1 1 y100CTBO MX UCIOIb30BaHUS.

6.4.3. Ilog omepaTMBHOM XpaHeHHEM /JOKYMEHTOB IIOHHMAaeTCs IpOIIecC,
OCYLIECTBJISIEMbIIl B TE€UEHUE NMPAKTUUYECKOTO0 MCIOJIb30BAaHUS JOKYMEHTOB J0 MPOBEAEHUS
HKCIEPTU3bl IEHHOCTHU U Nepe/layd JOKYMEHTOB Ha apXMBHOE XPAHEHUE WM YHUUTOXKEHHUE.
OnepaTuBHOe XpaHeHHe /JAOKYMEHTOB — XpaHEHHE JIOKYMEHTOB B CTPYKTYpHOM
TO/Ipa3IeieHUH 10 UX Tepeadd B apXHB OPTaHU3ALMH MM YHHUTOKeHH S,

6.4.4. HcnonHeHHbIE JOKYMEHTHI JOJKHBI ()OPMHUPOBATHCS B Jiefla B COOTBETCTBUU
C HOMEHKJIaTypOM Jell.

[IpaBumna popMupoBaHue €N paccka3aHo B 1. PekomeHganmii.

6.4.5. C MomeHTa 3aBe/IEHUS U /IO NEepeadyd B APXUB JIeJIa XPAHATCS 110 MECTY MX
(dbopMupoBaHUsSL.

JIOKyMEHTBI JIOJDKHBI XPAaHUTBCS B YCJIOBUSAX, OOECHEUMBAIOIIMX HUX 3aLIUTy OT
HNOBPEXJICHUN, BPEIHBIX BO3JEHCTBUIM OKpyXawolell cpeabl M HCKIIOYAIOIIUX YTpaTy
JIOKYMEHTOB. YCIIOBHSI XpaHEHUS JOKYMEHTOB moJpoOHO omwucanbl B [IpaBmnax-2015 (m.
2.14).

6.4.6. OTBETCTBEHHOCTb 3a COXPAaHHOCTb JIOKYMEHTOB HECYT pPYKOBOJAUTEIN
CTPYKTYPHBIX MOJpa3aeiaeHuil (OTAen0oB Wi paOOTHUKH, OTBETCTBEHHBIE 3a HAINpaBJICHUS
pabotsl B opranuzanuu [Ipodcoros3a), B KOTopbix GopMUPYIOTCS Aea.

6.4.7. Jlema BBITAIOTCS BO BpPEMEHHOE IIOJIb30BaHUE PAOOTHHKAM CTPYKTYPHBIX
nojapasjienieHuid (OTJeNOB WM paOOTHHKaM, OTBETCTBEHHBIM 3a HampaBlieHUs paboOThl B
opranuzaiuu Ilpodcoroza) mis paboThl 1O MUCBMEHHOMY pPa3pelIeHUI0 PYKOBOIAMTEIS
nojapasjienenus (otnena), npeacenarens opranusanuu [Ipodceorosa.

Bbinaua nen ocymiecTBisieTcss OJ PacHUCKy B KHHMIE y4yeTa BbIaud JOKYMEHTOB U3
apxuBa. B Hell yka3pIBaeTcsi CTpyKTypHOE MOJpa3/ieleHue, HHAEKC Jiena, JaTa ero BbIIauH,
KOMY JIeJIO BBIIaHO, JlaTa €ro BO3BpALICHMs, MPeIyCMaTpUBAIOTCA TIpadbl JUIsl PACIUCOK B
MOJIyYE€HUU U TpUEMeE Jielia, Ha BBhIAAHHOE JIeJI0 3aBOJUTCS KapTa-3amecturens (IIpunoxxenue
Ne 16 Pexomenparmit).

Jlena BBIOAIOTCS BO BPEMEHHOE IIOJIb30BaHWE PpAOOTHUKAM  CTPYKTYPHBIX
NOJpa3/ielieHuil Ha CpoK He 0Oojiee OJHOTO Mecslld, M MOoCie €ero HMCTEUYEHHUs MOoJyIexKar
Bo3Bpary. (I1. 2.45 IpaBun-2015).

Ecnn oraenbHble NOKYMEHTBI, YK€ BKIIOYEHHBIE B JI€J10, HAXOJIIeecsd Ha TEKYIEM
XpaHEeHUH B CTPYKTYPHOM IOjipa3jieieHuu(oTaene), BpeMeHHO TpeOyroTcss pabOTHHUKY, OHH

43 TOCT P 7.0.8-2013. Cuctema ctaHaapToB no MHopmMaumm, 6UbnmotTeyHoMy v Usgatensckomy geny.
[enonpon3BoacTBo 1 apxmBHoe geno. TepMuHbl U onpegenenus. - Beea. 2014-03-01. - M.: ®I'yTl
«CtangaptuHgopm», 2014. — MyHkT 92.
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MOTYT OBITh BbIJJaHBl U3 JIeJla OTBETCTBEHHBIM 3a ()OPMUPOBAHHME U XpaHEHHE JIel, a Ha UX
MECTO BKJIQJIBIBACTCS JIUCT-3aMECTUTENb. B HcTe-3amMecTuTeNe yKa3blBaeTcs, KOoraa, KoMy U
Ha KaKoW CPOK BBIJJaH JJOKYMEHT.

6.4.8. CTOpOHHMM OpraHM3alMsSM Jejla BBIJAIOTCS Ha OCHOBAaHUHM MX MUCHMEHHBIX
3arpocoB ¢ pasperieHus npeacenatens opranusanuu [Ipogcorosa.

6.4.9. U3paTne JOOKYMEHTOB H3 JeJ IIOCTOSIHHOTO XpaHEHUs JIOIyCKaeTcs B
UCKJIFOUUTENIbHBIX CIIy4asX M IPOM3BOIUTCS C paspelleHHs MpejcenaTesss OopraHu3aluu
[Tpodcoro3a ¢ ocraBieHueM B Jejle 3aBEPEHHOW KONMM JOKYMEHTa M aKTa O NpUYMHAX
BbIJIa4 IOJUIMHHUKA.

6.4.10. B 1mensXx TOBBIIIEHUS ONEPATUBHOIO TIOMCKAa JIOKYMEHTOB  Jena
pacrioyaratoTcsi B COOTBETCTBHM C HOMEHKJIATypoi nien. HoMeHkaTypa Jiesn uiii BhIIMCKA U3
Hee TIOMeIaeTcs Ha BHYTpeHHeH cTtopoHe mkada. Ha xopemkax 0010KeK el yKa3bIBaloTCs
MH/IEKCHl TI0 HOMEHKJIaType, HaWuMEHOBAaHUE MOJpPAa3JeeHusi, B KOTOPOM c(HOpMHUPOBAHO
JeII0.

6.5. Ilopsiiok nmepenayu J0KyMEHTOB Ha XpaHeHHE B apXMB.

ITo ncreueHnu OAHOTO roJia MOCe 3aBEPILIECHU J1e] B JIEIONPOU3BOJCTBE IPOBOAUTCS
paboTa 1o UX NOJArOTOBKE K Iepe/iade Ha XpaHEHUE B apXUB OpraHU3aliHy.

JokymenTsl opraamzanuii [Ipodcorosza aBisitoTcss MpoQCcor3HO COOCTBEHHOCTHIO,
1OCJI€ TPOBENEHUS HKCHEPTU3bl MX IIEHHOCTH B TOPSJAKE, YCTaHOBICHHOM dDenepanbHbIM
apXMBHBIM areHTCTBOM, TIOJUIeXKAT Iiepeaade B apxuB opranusammu [Ipodcorosa.

Opranuzanus [Ipodcoro3a cama nermaer BBIOOp - 00eCIeUYMBATh apPXUBHOE XPAHCHUE
JIOKYMEHTOB CAaMOCTOSTENLHO MM [EPEIaBaTh UX B ApXUB NPEANPUATHS (OpraHu3aiuu).*t

B ciywae mepegaun JOKYMEHTOB B TOCYJAapCTBEHHBINM, MYyHHUIMIIAIbHBIA apXuB U
3aKIIOYEHHUST C HHUM COOTBETCTBYIOUIETO JIOTOBOpa WJIM COIJIALIECHMS, OpraHu3alus
[Tpodcoro3a cTaHOBUTCA HCTOYHMKOM KOMIUIEKTOBaHMS HMH(OPMAIMOHHBIX pPECYpPCOB
rocyJapcTBa.

[Tpu moAroToBKe e K cllaye B apXWB YUHTHIBAIOTCS Bce TpeOboBaHusi DenepanbHOro
3akoHa OT 22.10.2004 r. No 125-®3 «O6 apxuBHOM gnene B Poccuiickoit denepanumny, a
TaK)Ke TMPABOBBIX aKTOB 10 apXWBHOMY [y M JOKYMEHTAI[HOHHOMY OOECIICYCHHIO
ynpasneHuss denepanbHON apXUBHOM CiayxObl Poccuu M OopraHoB YIpaBlIEeHUs apXUBHBIM
nenom cyobektoB PO.

ITonroToBka TOKYMEHTOB K Iepejaue Ha XpaHEeHHEe B ApXHUB BKJIIOYaeT padoOTy JIHII,
OTBETCTBEHHBIX 3a JIEIONPOU3BO/ICTBO, [0 MPOBEICHUIO IKCIIEPTU3bI LIEHHOCTH JOKYMEHTOB,
dbopMHpOBaHHIO U OQOPMIICHUIO JIeJI, COCTABJICHUIO OMUCEH /e M aKTOB O BBIIEICHUU K
YHHUUYTOKECHUIO JOKYMEHTOB H JEII.

6.6. IKkcnepTH3a HEHHOCTH JOKYMEHTOB.

6.6.1. JlokyMeHTHI TIOCTYMAalOT B apxuB opraHu3zanuu [Ipodcoroza mocie
NPOBEICHUS dKCIepTu3bl neHHoctH. (1. 4.3. [pasun 2015).

JKCNepTH3a LEHHOCTH JOKYMEHTOB — H3Yy4YeHHE JOKYMEHTOB Ha OCHOBAaHUH
KpPUTEPHEB UX IIEHHOCTH IS ONpe/IeleH s CPOKOB XPaHEHHs JOKYMEHTOB .

44 OcHoBHble npaBuna paboTbl apx1BOB OpraHu3aLmin, ogobperHble pewweHem Konnerm Pocapxusa ot 6 deepanst 2002 r.
—Pa3spen 5.2.3.

45TOCT P 7.0.8-2013. Cuctema cTaHaapToB no vHgopmaumuu, bubnnoteyHomy 1 nsgatensckomy geny. [lenonpounssoacTao
1 apxuBHoe feno. TepMuHbl 1 onpegenenus. - Beed. 2014-03-01. - M.: ®I'YI «CraHgapTurdopmy», 2014. — MykkT 39.
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6.6.2. DOkcrmepTusza IEHHOCTH JTOKYMEHTOB B TPOQCOIO3HBIX OpraHU3alMsaX Ha
cTaguu nenonpou3Boacta mposoautcs (1. 4.10. [pasun-2015):

B JICTIONIPOM3BOJICTBE - NPHU COCTABJICHHH HOMEHKJIATYPHI JCNl OpPraHWu3alud W TpH
MOJITOTOBKE JIEIT K Mepe/iadye B apXuB;

B apXWBE OpraHU3allid - B MPOIECCE MOIATOTOBKHU JEN K Iepeaadye Ha TMOCTOSIHHOE
XpaHeHue.

6.6.3. [nsg opraHuzanuu M TPOBEACHUS DSKCIEPTU3bl IIEHHOCTH TOKYMEHTOB B
opranuzanuu [Ipodcoro3a co3paercs IOCTOSHHO JIEHCTBYIOIIAs SKCIIEPTHAsE KOMHCCUs (faee
— OK). B opranuszammsx, HUMEHONIHX CIOKHYK CTPYKTYpy W/HIH TOJBEIOMCTBEHHBIC
OpraHM3aliM, CO3JAI0TCS LIEHTpalbHbIE 3KcnepTHble komuccuu (manee — LDK). (m.4.7.
[MpaBun-2015).

6.6.4. DK (OK) sBmsercs coBemaTeNIbHBIM OpPraHOM TMPU  IpelaceaaTelie
opranmzaimn  IIpodcorosza, cozmaercs pacnopspkeHuUeM, JEHCTBYeT Ha  OCHOBaHHMHU
MOJIOKEHUSI.

3amaun u ¢dyukuun [[OK (OK) — ucToyHMKAa KOMIUIEKTOBAaHUS OMpPEAENsSIOTCS
nojoxenueMm (pa3pabaThiBacMbIM Ha OCHOBE I[IpUMEPHOTO MMOJOXEHHUS 00 SKCHEePTHOU
KOMHUCCHHM OpraHu3allid, YTBEp)KIeHHOro mnpukazoM PocapxuBa ot 11.04.2018 No43
(3apeructpupoBano B Muntocte  Poccum  15.06.2018), kotopoe  yTBepkIaercs
pacnopsbkeHneM — mpexacenatens — opranumszaumu  [Ipodceoroza  (Ilpumokenune — Nel2
Pexomenmanmii).

6.6.5. B cocrae DK BxomsaT: mpeacenareilh KOMHCCHH, CEKPETaph KOMHCCHH,
pabOTHUKHM, OTBEYalOUIMe 3a JCNONPOM3BOACTBA M AapXHMB, OCHOBHBIX CTPYKTYPHBIX
noJipa3felieHuit opraHu3anuu (OTJENOB), FOCYIapCTBEHHOTO WJIM MYHUIIMOAIBLHOTO apXWBa,
HMCTOYHUKOM KOMILIEKTOBAHUS KOTOPOTO BBICTYIAET OpraHu3anus (1o COrIacoBaHUIO).

[Ipencenarenem DK Ha3HauaeTCs OJUH U3 3aMECTUTENCH PyKOBOAUTENSI OPraHU3alINu.

6.6.6. DxkcmepTh3a LEHHOCTH JOKYMEHTOB TMPOBOAMUTCS B  CTPYKTYPHBIX

noapasnenenusx (oraenax) opranumszanuu IIpodcoroza exeromno (m. 4.11 TIpasun-2015)
COTpYJAHUKAMH TIOJApa3/iefieHuid (OTACJIOB) TMpPH  METOAUYECKOM MOMOIM  pabOTHHKA,
OTBETCTBEHHOTO 3a JICJONPOM3BOJCTBO W apXWB. Pe3ynbTaThl JKCHEPTH3Bl IEHHOCTH
cornacoBbiBatotTcs ¢ LIOK (OK) opranuzanuu.

6.6.7. IIpu mpoBeaeHNH SKCIIEPTH3HI IIEHHOCTH JOKYMEHTOB OCYIIECTBIIACTCA :

0TOOp J1e MOCTOSIHHOTO U BpeMeHHOro (cBbimie 10 jer) xpaHeHus A Nepenadyd B
Apxus;

0TOOp JJOKYMEHTOB C BPEMEHHBIMH CPOKAMU XpaHEHHS U C IOMETKOM «/[o MuUHOBaHUs
HaJ0OHOCTHY, MOJUISKAIUX NalbHEHIIIeMy XpaHeHnto B opranuzanuu [Ipodcorosa;

BBIJICTICHUE K YHUYTOXXCHHIO I 3a MPEABIIYIIHE TOIbI, CPOKU XPAHEHHS] KOTOPBIX
UCTEKIIH.

[Ipu >TOM OJHOBPEMEHHO MPOBEPSIOTCS KAYECTBO M TMOJHOTA HOMEHKIIATYPHI e
OpTraHU3aINH, IPABUIBHOCTH OIPE/ICTICHHSI CPOKOB XPaHEHUS Jell.

Eciu B opranmsamuu Ilpodcoro3a CTpyKTypHBIE MOJApa3elieHus OTCYTCTBYIOT,
JKCIepTH3a LIeHHOCTH npoBoanuTcs DK opranuszanuu.

46 OcHoBHble MpaBuna paboTbl apx1BOB OpraHu3aLyin, ogobperHble pewwennem Konnernn Pocapxusa ot 6 despans 2002 .
—Pa3spgen 2.3.2.
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6.6.8. OTOOp MOKYMEHTOB ISl TIOCTOSSHHOT'O XPaHEHHsI MTPOBOJIUTCS Ha OCHOBAHUU
NepeyHell OKYMEHTOB C YyKa3aHHEM CPOKOB WX XpaHEHHUs WJIM HOMEHKIATYphl el
opranu3zaiun [Ipodcoro3a myTem ux MOIUCTHOTO MPOCMOTPA.

OxoHuareabHOE pelIeHre Mo pe3yibTaTaM 3KCHEPTU3bl LEHHOCTH JOKYMEHTOB
npunumaet [[DK (OK).

6.6.9. Ilo pesynbraraM O5KCHEPTU3bl I[EHHOCTH JOKYMEHTOB B OpraHu3aluu
COCTaBJISIIOTCS OMUCH JeNl CTPYKTYPHBIX MOJpa3AeieHHUil: MOCTOSHHOTO CpOKa XpaHEHUs,
BpeMeHHbIX (cBbllie 10 JeT) CpOKOB XpaHEHHs] U IO JUYHOMY COCTaBy, a TaKXKe aKThl O
BBIICJICHUH K YHUYTOXXEHHUIO JIeJI, He MOAJeKAIUX XpaHeHUIo ((opMbl TaHHBIX BHJIOB
JOKYMEHTOB TpuBOAATCS B npuioxenusx 21, 23, 24 Ilpasun-2015 (Popma omucu
[Mpunoxenue Nel7 Pexomennanuii, opma akra — [Tpunoxenue Nel8 Pexomenanuii).

Ha nena Bpemennoro (10 10 jieT) XxpaHeHHs ONKUCH HE COCTABISIOTCS.

6.6.10. Omnwmcwu Ha nena, JOKYMEHTHI IOCTOSITHHOTO XpaHEHUS U IO JINYHOMY COCTaBY
W aKThl Ha YHHYTOKCHHE JOKYMEHTOB paccMmaTpuBaroTcs Ha 3acemannu [[OK (OK)
OJIHOBPEMEHHO.

6.6.11. J[lema mepemaroTcsi B apXWB OpraHU3alMU IO OMHUCSAM, COCTaBJICHHBIM B
CTPYKTYPHBIX MOAPAa3AeNCHUSIX.

6.7. Omnucek aeja, 10KyMeHTOB

6.7.1. Onuchb aes, J0KyMeHTOB — CIIPABOYHBIN U YYETHBIH JOKYMEHT, COACP KAIIIHIA
CUCTEeMAaTU3UPOBAHHBIN MEpeUeHb eIMHULl XpaHEHUS/€AMHUILL yueTa apXuBHOro (GoHa,
TIpeHA3HAYEHHbIH /T PACKPBITHS HX COAEpKaHUS 1 yueTat’:

6.7.2. Onuch JeJ CTPYKTYPHOIO MOJApa3jejieHusl — YYETHBIH JIOKYMEHT,
BKIIIOUAIOLIUI CBeIEHUsl O Jenax, cHOpMHUpPOBAHHBIX B MOAPA3ACICHUUA U TOIJICKAIINX
Tnepeaade Ha apXUBHOE XpaHeHue

Onucu gen CTPYKTYPHBIX MOJpa3[eleHUN COCTaBISAIOTCS B JBYX JK3EMILIApax H
NPEJICTABISIFOTCS B apXUB OPTaHU3AIMK HE TI03THEE YeM Yepe3 OJHH r'oJl OCIe 3aBEePIICHUS
nen B penonpousBoactie. (1. 4.31. [pasun-2015).

Ha ocHoBanum omnuceil fen CTPYKTYpPHBIX MOAPA3IACICHUN B apXHWBE COCTABIISIIOTCS
CBOJIHBIE OTIHMCH JIeJI OTAETBHO IO KAaTeropusM B 3aBUCHUMOCTH OT CPOKa XpPaHEHUS W BHIA
00pa3yIOUINXCs TOKYMEHTOB.

B opeanuzayuu Ilpoghcoroza 6 KadxcOom cmpyKmypHom noopazoeneHuu no
pe3yibmamam 3KCnepmusvl YeHHOCMU OOKYMEHMO8 eHce200HO COCMABIAIMCA ONUCU HA
dena NOCMOAHHO20 U 8pemeHHo20 (ceviuie 10 nem) cpoxos xpamnenus. Ilo smum onucsam
0okymenmsl coaromcsi 6 apxue opeanuszayuu Ilpogcorosa. Onucv Oena — apxueHwvill
CNPABOYUHUK, COOEPAHCAUULI CUCIEMAMUIUPOBAHHYIL NepeueHb eOUHUY XPAHEeHUs apXUusHo20
¢onoa, Komnekyuu U NPEOHA3HAYEHHbIU O UX Ydema U PACKPbIMUS COOEPHCAHUSL.
OmoenvHas onuce npedcmasisiem cobOOU nepeueHvb 0el ¢ CAMOCMOSMENbHOU BAN060U
(nops0Ko86o1l) 3aKOHUeHHOU HyMepayuel.

B cinyuyae OTCyTCTBHSI CTPYKTYPHOTO J€JI€HHUs, ONMUCH Jien opranuzauuu IIpodcorosa
cocCTaBJIsieTCsl paOOTHUKAMM, OTBEYAIOLIMMM 3a HAIpaBJICHUE JEATEIIbHOCTH OpraHU3aluu
[Tpodcoro3a.

47TOCT P 7.0.8-2013. Cucrema cTaHaapToB Mo WHgopmaLuu, bubnnoteyHomy 1 nsgartensckomy geny. [lenonpoussoacTeo
1 apxvBHOE Aeno. TepmuHbl 1 onpegenexuns. - Beea. 2014-03-01. - M.: @'Y «CraHgaptuHdopmy, 2014, — MyHkT 164.

48 TOCT P 7.0.8-2013. Cucrema cTaHaapToB no nHgopmaLumuu, 6ubnmuoteyHomy 1 usgartensckomy geny. [lenonpoussoacTeo
1 apxuBHoe feno. TepMmuHbl 1 onpegenenus. - Beea. 2014-03-01. - M.: ®I'YM «CraHgapTuHdopmy», 2014. — MyHkr 104.
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6.7.3. Onucu cocmasnaiomcs omoenvbHO HA 0eld NOCMOSHHO20 XPaHeHus, oend
spementoz2o (ceviwie 10 nem) xpanenus, oera no auunomy cocmagy. Ha oena epemennozo (00
10 nem) xpanenus onucu He coCmasiAOMCsL.

6.7.4. Onucu Oen, nodcomosnenHvle CMPYKMYPHbIMU NOOPA30ENCHUIMU, CLYHCAM
OCHOB01L 0J151 NOO2OMOBKU C800HOIL onucu oen opeanusayuu Ilpogcoroza, komopyio comosum
apxue u no KOMOPOU CO BpeMeHeM Oeld COAMCS HA 20CYOapCMEEHHOe XPAHeHUe 6
PEeCUOHANILHBIIL aAPXUB.

6.7.5. Jlena nocmosnnoco u 6pemennoco (ceviwwe 10 nem) cpoka XpaHeHus
nepedaromces 6 apxue opeanuzayuu IIpoghcorosza ne panee uem uepes 1 200 u He nozoHee uem
yepe3 3 2o0a nocie 3asepuienusi 0ell ciyxcool denonpoussoocmaa. llepedaua den 6 apxus
opeanuzayuu Ilpoghcoroza npouzsooumcs Ha OCHOBaAHUU oOnuceu O0el NOCMOSAHHO20 U
spemento2o (ceviwe 10 nem) cpoka xpanenus u 0ei NO JUYHOMY COCMAsy, YoOpMupyemvix 8
CMPYKMYpHBIX noopaszoeneHusx opeanusayuu Ilpoghcorosa. /lena epemennoco (0o 10 nem
BKIIOYUMENIbHO) CPOKA Xpanenusi 6 apxus opeanuzayuu Ilpoghcoroza ne nepedaromces u
NOOIeANCAm YHUUMONCEHUIO 8 YCMAHOBLEHHOM NOPSAOKe N0 UCMEYeHUU CPOKA UX XpaHeHust.".

Onucu oen cmpyKkmypHuIX H0Opa3z0esleHuti COCMAasisiomcs N0 YCMAaHo81eHHOU hopme
(npunoosicenue Ne 25) u npedcmasnsiromes 6 apxue opeanuzayuu Ilpoghcorosza ne nosonee uem
uepes mpu 200a Nocie 3a6epuleHust 0ell 8 0el0NPoU3B00Ccmae.

6.7.6. Onucamenvnas cmamwvs onucu Oei CMPYKMYPHO20 NOOPA30eNeHUsl UMeem
crnedyrouue deMeHmbl:

- NOPAIOKOBLILL HOMep Oella (moma, 4acmu) no OnuUcu;

- uHoexc dena (moma, yacmu),;

- 342011080K Oela (moma, wacmu),

- oama dena (moma, uacmu),;

- KOIU4ecmao Iucmos 6 oeje (mome, 4acmu),

- CPOK XpaneHusi oeid.

Ilepeo énecenuem 3a20106K08 Oell 8 ONUCU NPOBEPAEMCS KA4eCmEo opMUpo8anus u
ogopmnenuss  Oden. B cayuae obuapysicenuss  HapyuwieHuil  yCMAHOGIEHHBIX — NPABUT
Gopmuposarnus u opopmaenust 0en OHU YCMPAaHAIOMCsL

[Ipu cocTaBiaeHUN OMUCH AEN CTPYKTYPHOTO ToApa3aeiaeHus (0Taena) coOM0 ar0Tes
creaytomme Tpedosanus (1. 4.32. nmpaBui-2015):

- 3aroJIOBKM Jel1 BHOCATCS B ONHCh B COOTBETCTBHUM C TMPHUHATOM cXeMoOi
CHUCTEMaTH3aIlMi Ha OCHOBE HOMEHKJIATYPHI JIET;

- KaX/10€ JIeJI0 BHOCUTCS B OIKUCH O] TOPSIKOBBIM HOMEPOM (€CITH JIeNI0 COCTOUT U3
HECKOJBLKMX TOMOB HWJIM YacTeW, TO KaKIBIH TOM WM YacTh BHOCSTCS B OIHCH ITO]
MOPSIIKOBBIM HOMEPOM);

- Tpadbl ONMUCH 3aMOJHSIOTCS B TOYHOM COOTBETCTBHHM CO CBEJCHHSIMH, KOTOPBIC
BBIHECEHBI Ha OOJIOXKKY Jea;

- Npu 6Hecenuu 8 ONUCL NOOPAO O0el C OOUHAKOBLIMU 3A20N08KAMU NUULEHICS
HOTHOCMbIO 3A2071080K NEpeo2o 0eld, d 6ce OCMalbHble 0OHOPOOHble 0elld 0003HAUAIOMCSL
COBAMU «MO JHcey, NPU IMOM Opyeue C8edeHuUsl 0 0enax HOCAMCA 8 ONUCL NOJTHOCMbIO (Ha
KAMACOOM HOBOM JUCHE ONUCU 3A201080K B0CHPOU3B00UMCS NOJHOCIbBIO),

- MHO2OMOMHble 0eld 6 ONUCh GHOCAMCA NO NOPSAOKY HOMepo8 momos. B smom
cryyae 8 ONUCU NUWEMCST HAUMEHOB8AHUE MONbKO Nepeo20 MOMd, d HAUMEHOBAHUS 6CeX
OCMANbHLIX MOMO8, eCii OHU NOMeWwjeHbl Ha 00HOU cmpanuye, oboznauaromes crosamu "To
ace”. Ecnu dce HAUMEHOBAHUE MHO2OMOMHO20 0elld Nepexooum HAa CAedyIowull Jucm, mo
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HeobX00uMO 3a201080K Oela noemopums noaHocmoio. Ilpu eéHecenuu 6 onucv nocieoHezo
moma nocie Homepa moma 0obasnsemcs ciogo "llocrednu”.

- 8 OnuUCU MedHcOY HAUMEHOBAHUAMU (3A20]106KAMU) 0ell OCMABIAEMCA UHMEPBATl He
Mmenee I cm;

- tpada omucu «llpumedanue» HCHONB3yeTCS [UIsI OTMETOK O TMpHeMe Jed,
OCOOEHHOCTSIX (PU3MUECKOr0 COCTOSHUA, O I[epegadye el JPYruM CTPYKTYpPHBIM
MO/Ipa3/IeNICHUsIM CO CChUIKON Ha HEOOXOAUMBIN aKT, O HAIMYUU KOIUH.

6.7.7. B KoHIle omucu BCJIed 3a IIOCJIEIHEN OIMCATENILHON CTAaThEd 3allOIHIETCS
UTOTOBasl 3aIIUCh, B KOTOPOH yKa3bIBatoTCs (H(paMu U NPONKUCHIO) KOJTUYECTBO /€T, IEPBbIii
U TIOCJICIHUI HOMepa JIeJl TI0 OMUCH eI, a TAK)KE OrOBapUBAIOTCS OCOOCHHOCTH HyMepaliu
JIeJT B OMHCH (HATMYUE JIMTEPHBIX U IPOMYIIEHHBIX HOMEPOB).

6.7.8. Ilepen BHeceHHWEM 3aroJIOBKOB JEl B ONHCh IPOBEPSIOTCS KadyecTBO
dopmupoBanuss U1 0HOPMIICHHS 1€, COOTBETCTBUE KOJUYECTBA JI€JI, BHOCUMBIX B OIHCh,
KOJIMYECTBY 3aBEJICHHBIX JIeJ1 10 HOMEHKJIIAType JIeJl OpraHu3aIuu.

6.7.9. Ilpu mnpocmoTpe el TPOBEPAIOTCS: COOTBETCTBHE 3arojioBka Jiena
COJIEpP)KaHUI0 JOKYMEHTOB B Jelie; NPaBWIBHOCTh OQGOpMIIEHUS U TPYNIUPOBKU
JOKYMEHTOB, BKJIOUEHHBIX B JIeJI0; KAa4ecTBO TMOJIIMBKM WU TIEperiera Jena;
NPaBWJILHOCTh HYMEpAlMW JIMCTOB Jelia; HaJIW4Yhe B JieJe, B HEOOXOIMMBIX CIIydYasX,
BHYTPEHHEH ONHCH Jefla W NPaBHIBHOCTh €€ COCTABJICHUS; MPABHIBHOCTH O(OpMIICHUS
00JIOKKH J1eJIa; HaJIMYue U MPaBUILHOCTD JINCTA-3aBEpUTENIS ena. B cirydae oOHapykeHus
HapYIIECHUs YCTAHOBJICHHBIX MPaBUI (OPMHUPOBAHUS B O(DOPMIICHUS JC]I OHU JOJIKHBI OBITh
YCTPaHEHBHI.

6.7.10. B cnyuyae oOHapy>KeHUs OTCYTCTBUS JIeJ, YUCIAIIMNXCSA 0 HOMEHKIIAType JAel
OpraHu3alllK, CTPYKTYPHBIM IMOApa3JAelieHHeM NPUHUMAIOTCA MeEpbl 10  PO3BICKY.
OOGHapy KeHHbIE JieNla BKIIOYAIOTCS B ONUCh. Eciau mpuHsAThIE MEphl HE Jalu pe3ylbTaToB,
TO Ha HEOOHapyXXEHHBbIE Jiella COCTaBJISeTCAs akT 00 yTpaTe IJOKYMEHTOB, KOTOPBIH
MOJITUCBHIBACTCS PYKOBOAMTENEM CTPYKTYPHOTO MOJAPA3JeIICHUs] U TepeaaeTcs BMECTe C
ONHCHIO JIeTT CTPYKTYpHOTO TIOJpAa3/eieHHsi B apXuB oOpraHuzanuu (mpuioxeHue Neb
[MpaBun-2015, Tpunoxenue Nel9 Pexomenaariuii).

6.7.11.Tlopsamok yTBEpXKIEHHsI TOJOBOTO pas3felia OMUCH JIeJd IOCTOSHHOTO
XpaHEHHUS:

- OMUCH MOAMKUCHIBAIOT COCTABUTENb OMUCH U OTBETCTBEHHBIN 32 apXUB;

- paccMmatpuBatoT Ha 3acenanuu LIOK (OK) opranuzarmuu;

- TpeacTtaBisioT Ha paccmorpeHue B OIIK apxuBHOro oprana (TOJIbKO HJist
OpraHU3AMNI-UCTOYHUKOB KOMIUICKTOBAHUS TOCYJAPCTBCHHBIX WU MYHHUIHTATBHBIX
apXWBOB). Mocye yTBepxaeHus u corjacoBanus JIIK ommceit nen, 1OKyMEHTOB, ONMUCH U
aKT O BBIICIICHWA K YHUYTOXKCHHUIO JOKYMECHTOB, HE TIOJJISKAIUX XPaHCHUIO,
yTBEp:KaloTCs MpeacenareneM opranuzanuu [Ipodcorosa, mocne yero jena, BblAEIEHHbBIE
M0 aKTy K YHHUTOXEHHIO, MOTYT OBITh YHUYTOXKECHBI;

B opranuzanuu IIpodcoro3a, He cparomeil CBOM JTOKyMEHTHI Ha TOCYJapCTBEHHOE
XpaHEHHE U CaMOCTOSITENIbHO peIIarolieil BOMPOChl XpaHEHHsS] U YHUUYTOXKEHUS e, Tocle
COCTaBJICHUS TOAOBBIX pa3/eliOB CBOJHBIX OMUCEH Jel MO JIMYHOMY COCTaBy 3a
COOTBETCTBYIOIINH MEPHOA M MX YTBEPKICHHs TpejcenateneM opranusanuu [Ipodcorosa,
COCTaBIISICTCS aKT O BBIICICHUH K YHHUTOKEHUIO JJOKYMEHTOB, HE TTOJICKAIIUX XPAHCHHIO,
U MPOBOAUTCS UX yHUUTOKeHHE (11. 4.12. mpaBun-2015).
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6.8.  Yuuumoorenue 00Kymenmos u 0en ¢ ucmeKuiuMu cpOKAMU XPAHEHUsL.

6.8.1. Jlokymenmoi c ucmexuwumy cpoKamu XpaneHus noOaeHcam K YHUUMONCEHUIO.
Omobop 00KyMeHmos 3a cOOmeemcmayuWuLl Nepuod K YHUUMONCEHUIO U COCMAGIeHue aKma
0 6bl0eleHUU UX K YHUUMONCEHUIO APXUBHBIX OOKYMEHMO8, He NOONeHCaAujux XpaHeHuro
(npunosicernue Ne 17) npouzsooumcs nocie cocmasienusi C800HbIX onucell 0el NOCMOSHHO20
XpaHeHus 3a 3mMom e nepuoo.

6.8.2. Vkazanmuvie onucu u akmul paccmampusaromes Ha 3acedanuu K opeanuszayuu
Ilpoghcorwza oonoepemenno. Coenacosannvie IOK  opeanuzayuu Ilpogcoroza  axmol
VIMBEPHCOAOmMcs pyKogooumenem, moabKo NOCie YMEepHcOeHus: IKCnepmHo-npo8epouHol
Komuccuel Ynpaenenues no oenam apxueoé 6 pecuone onuceu 0el NOCMOAHHO20 XPAHEHUs,
nocje 9Mmo2o OpeaHu3ayus umeem npaso YHUUMoNCUms 0eid, 8KI04eHHble 8 OaHHble aKmbl 6
cooOmeemcmeul ¢ YyCmaHuo81eHHbIM NOPAOKOM.

6.8.3. AKT O BBIJICJICHUH JIOKyMEHTOB K YHHYTOKEHHIO COCTABIIICTCS HA Jiesia BCel
opranmzaiun [Ipodcoroza. Eciu 6 axme ykaszanvl Oena HECKONLKUX CMPYKMYPHLIX
noopasoenenuil, mo Ha38anue Kaxcoo2o CMpyKmypHo20 noopasoeieHus yYKa3vleaemcs nepeo
2PYNNOU 3a20]108K08 0ell 91020 NOOPA30eeHUs.

6.8.4. /lena sxnrouaromcs 6 akm, eciu YCMAHOBNEHHbIU 018 HUX CPOK XPAHEHUs. UCTEK
K 1 aueaps cooda, 6 komopom cocmasier akm (Hanpumep, 3akonuennvie 8 2004 200y dena c
3-1emHUM CPOKOM XpAaHeHusi Moz2ym Oblmb 6KIIOYEHbl 8 AKM, COCMAGIeHHbll He panee |
aueaps 2008 2.).

6.8.5. [locre ymeepoicoenuss axmog o evlOeieHuu OOKYMEHMO8 K YHUUMOICCHUIO
aApXUBHBIX OOKYMEHMO8, He NOONeHCAUUX XPAHEeHU Oeld nepeoaromcs Ha nepepabomky
(ymunuzayur) no npuemMo-cOamoyHol HAKIAOHOU, 6 KOMOpOU YKA3blearomcs oamd
nepeoauu, KOIU4ecmsao coasaemvlx 0ell U 8ec OYMAd’CHOU MAKy1amypul (Nocie YHUUMONCeHUs!
dell 8 HOMeHKIamype Oell npocmaeisemcsa ommemka "Yuuumooiceno. Cu. akm om... Ne..." ¢
VKa3auuem OOINCHOCMU, Gamunuy, nOONUCU Iuyd, OmMeEemcmeenHo20 3a nepeoady oeil Ha
VHUYmMocenue, u 0amol.

6.8.6. Oxcnepmusza yennocmu 21eKMPOHHBIX OOKYMEHMO8 NPOBOOUMCS 8 NOPsOKe,
VCMAHOBNEHHOM OJisl NPOBEOEHUsl IKCNEePMU3bl YEHHOCMU OOKYMEHMO8 HA OYMANCHOM
Hocumene. Ilpu nposedeHuu  dKcnepmusvl  YEHHOCMU  INEKMPOHHBIX — OOKYMEHMO8
O0ONONHUMENbHO YUUMbIBACIC:

6.8.7. nooauHHOCMb 31€KMPOHHO20 OOKYMEHMA, HAUYUe DIeKMPOHHOLU NOONUCU U
NOJI0JACUMETbHO20 pe3yIbmama ee npo8epKu;

6.8.8. so3MmooicHOCMB BOCNpOU3BEOEHUS U 0OPADOMKU UHPOPMAYUU INEKMPOHHBIX
00KYMeHmMo8 be3 UCNONb308AHUSA OPULUHATLHO20 NPOCPAMMHO20 00ecneyeHus;

6.8.9. gozmoocnocmv  obecneuenus epemennoco (ceviuwe 10 nem) xpameHus,
npogedeHUss MeXHOL0SULeCKUX MUCPAYULL d1eKMPOHHBIX OOKYMEHMO8.

6.8.10. B n. 4.13 Ilpasun-2015 ycmanaerusaemcs, uwmo 31eKmpoHHble Oeid ¢
UCEKUWUMU CPOKAMU XPAHEHUSI NOONeHcam 6bl0eeHUl0 K YHUYMONCEHUI0 HA 00uux
OCHOBAHUAX, NOCNe 4e20 NPOBOOUMCA UX QUUYECKOe VHUUMONCEHUE UNU VHUUMONCEHUEe
NPOCPAMMHO-MEXHUYECKUMU CPEOCBAMU C COOMBEMCMEYIoujeli OmMemKolU 68 aKkme.

6.9. ITonroroBka u nepeaaya JOKyMeHTOB B APXHB.

6.9.1. CocraB TOKyMEHTOB, TIOJUICKAIINX TIepeIade B apXUB.
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ApxuB opranmzanuu [Ipodcoroza B COOTBETCTBHM C TIOJOKEHHEM O HEM
KOMIUIEKTYETCSl JiellaMd TOCTOSIHHOTO, BpeMeHHOro (cBbimie 10 neT) XpaHeHHs, a TakkKe
JieaMu 0 TuYHOMY cocTaBy*?. VIX mepenaya HpOM3BOAMTCS TOJIBKO MO OMHUCAM Jel.

JlokyMeHTBI apxuBHOTO (oHAa opranuzanuu [Ipodcoro3a 1 TOKyMEHTHl BPEMEHHBIX
(cBbiie 10 j1eT) CpOKOB XpaHEHUsI, B TOM YMCJIE 110 JINYHOMY COCTaBY, IIEPEAAOTCSl B apXUB
OpraHM3aly HE paHee, YeM uepe3 OJMUH TojJ M He MO3JHee, YeM yepe3 TpHU Toja Iocie
3aBepIICHHs eI B aenonpousBoacTse (1. 4.1. [papuin-2015).

Jlena BpeMEHHOr0 XpaHEHHUs CO CpokaMu XpaHeHust a0 10 jer mepegade B apXuB
OpraHu3aly, Kak MpaBuio, He moanexar. OHU XpaHATCA B CTPYKTYPHBIX MOJpa3esICHUsIX
OpraHM3ally U 110 UCTEYEHUHM CPOKOB XPAHEHHUS MOJJIekKAT yHUUTOKEeHUIO (1. 4.2. [TpaBui-
2015).

B apxuB mepenaroTcsi AOKYMEHTHI OpraHU3alMKA-TPEAIICCTBEHHUKOB, a TaKXke
JOKYMEHTBI IMKBUAUPOBAHHBIX IMOTYMHEHHBIX OpPraHU3alui.

6.9.2. Jlena Bpemernoro (10 10 jeT BKIIOYUTEIHHO) XpaHCHHS Iepeaade B ApXHB,
KaK mpaBwio, He mojuexar. OHu xpassTcs B opranuzaimuu IIpodcoroza u mo ucredeHun
CPOKOB XpaHEHUS MOJIeKAT YHUUTOKESHHUIO B YCTAHOBIICHHOM IOPSJIKE.

6.9.3. Ilepenaua men B apXuB OpraHU3AIMH OCYLIECTBISAETCS MO rpaduKy ApxuBa,
COTJIACOBAaHHOMY C PYKOBOJHUTEISIMH CTPYKTYPHBIX TOAPA3JCICHUAN, TepeaaroInux
JOKYMEHTHI B apXUB, U YTBEPKACHHOMY IIpenceaareneM opranusanuu [Ipodcorosa.

6.9.4. B mepuon moaroroBku jaen opranuzanuu [Ipodcoroza x nepemade B ApXus,
pabOTHHKOM, OTBETCTBEHHBIM 3a apXUB, IMPEIBAPUTEIBHO IMPOBEPSETCS MPABHIBHOCTh HX
dbopMupoBaHus, OPOPMIIEHHS W COOTBETCTBHE KOJIUYECTBA e, BKIIOYCHHBIX B OIHUCH,
KOJIMUECTBY [IEJ, 3aBEICHHBIX B COOTBETCTBUU C HOMEHKIATYpOW JeJl OpraHu3aluu
[Tpodcoroza. Bee BhIsIBICHHBIE NTPU MPOBEPKE HEJOCTATKU B (DOPMUPOBAHUU U ODOpPMIIECHUN
JIeTT TOJDKHBI ObITh yeTpaHneHsl. (1. 4.3. mpaBuia-2015).

6.9.5. [Ilpuem-nmepenaua nen B apxXuB OPraHU3AIMH IMPOU3BOAUTCS PaOOTHUKOM
apxWBa OpraHW3allid B TPHCYTCTBHM paOOTHUKA CTPYKTYPHOTO TojpasaeneHus. Ha
AK3EMIUIIpaxX OIMUCH [N, TOKYMEHTOB MPOCTaBISETCS OTMETKA O HaNW4YWHU Jena. B KkoHie
KaXJIOTO K3EMIUISPa OMHCH YKA3bIBAIOTCSA MU(PPaMU U MPOMHCHI0 KOJIMYECTBO (HaKTUUECKH
NPUHATBHIX B apXUB JIeJI, HOMepa OTCYTCTBYIOIIMX JIEJ, JaTa MpHeMa-Tiepeadn Jell, a TaKKe
HOJIKCH JIMLA, OTBETCTBEHHOT'O 32 apXUB,  JIMIIA, MIEPEIaBIIEro Aea.

6.9.6. B cinyuyae JAMKBUAALMHU WM pPEOpraHU3allMd TOApa3JeNeHHs] OpraHu3aluu
[Tpodcoro3a n1110, OTBETCTBEHHOE 32 BEICHUE JIEIONPOU3BOJICTBA JAHHOTO MOApa3/IeNeH s, B
NepuoJl TPOBEICHHUsS JMKBUIALMOHHBIX MEpONpUATH (opMupyer Bce HMeEIoLIecs
JOKYMEHTHI B Jena, ohopMIIseT Jeina W TeperaeT X B ApXHB, HE3aBUCHMO OT CPOKOB
XpaHCHHUS.

[lepenaya nen oCymecTBIISIETCA MO ONMUCSAM /1€ U HOMEHKJIAType Je.

6.10. Tlopsiiok HMCHOJIL30BaHMA JOKYMEHTOB apXuBa B ONepaTHBHOW padoTe
opranusanuu Ilpodgcorosa.

6.10.1. PaGoTHUK, OTBETCTBEHHBIH 3a ApXUB, OpraHuzyer i pabOTHUKOB
opranmzaiun  [Ipodcoroza: HHPOpMAMOHHO—CNIPaBOYHYIO pPabOTy; BbLAAYy Jed  BO
BpPEMEHHOE T0JIb30BAHNE; U3TOTOBJICHNUE KOMHH.

49 OcHoBHble npaBuna paboTbl apXMBOB OpraHu3aumin, ogobpeHHsble pelueHnemM Konnerun Pocapxvsa ot 6
depansa 2002 r. — Pasgen 3.3.1.
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6.10.2. Kommm m10KyMEHTOB, Kacaromuxcs Mpo¢Ccor3HOH COOCTBEHHOCTH, YCTaBHBIX
U PErHCTPALlMOHHBIX JOKYMEHTOB BBINAIOTCS TOJBKO C pa3pelleHus MpenceaaTeis
opraam3aiuu [Ipodcorosa.

7. XpaHeHHe, NPpUMeHeHUeE NeYaTeii, ITAMIOB U 0JIaHKOB.

7.1. [TeuaTn, mTamibl, ONaHKU JOKYMEHTOB M OJIaHKM CTPOTOH OTYETHOCTH
XpaHaTcs B ceildax WM 3aKpBIBAIOIIMXCS METAUIMYECKUX IIKadax moJ KOHTPOJIEM
JOJIKHOCTHBIX JIUL, OTBETCTBEHHBIX 32 UX COXPAHHOCTh U NMPABUIBHOCTh UCIOJIB30BaHUS.

7.2. B opranmzamuu Ilpodcoro3a ucnonplyercss meyaTb C HaWMEHOBaHUEM
opranmzaiun IIpodcoroza uig 3aBepeHHs IOCTAHOBIEHHHM Cbe3/10B, KOH(EpEeHLUH,
NIOCTAaHOBJICHUH W pELIeHUH opraHoB opranuzammu [Ipodcoro3a, 10roBopoB, coriameHui,
(MHAHCOBO—PACIOPSIUTENBHBIX M JPYTUX JOKyMEHTOB opranu3amuu IIpodcoro3a,
mpebyouux 0co6020 y00cmogepenus ux noOJUHHOCMU.

OmeemcmeeHHOCMb U KOHMPOIb 3a COON00eHUeM NOPAOKA XPAHeHus neyamu, a
makoice 3a 3AKOHHOCMbIO NONbL30BAHUS €10 603]1a2aemcsi Ha npedcedameisi Op2aHU3AyUlU,
KOMopblil npu HeobXo0UMOCmU MOJHcem 008EPEHHOCIBIO BO3N0AHCUMb OMBEMCIMEEHHOCb 3d
XpaHeHue U NONb30GAHUE NEYAMbl0 HA NOOYUHEHHO20 PAOOMHUKA, OMEEeMCMBEHHO20 3d
0e10npPouU3800CMB0.

Ileuamo uzeomasnueaemces 6 ude Kpyaa, 8 cepeoure KOmopo2o pasmeuiaemcs NoaHoe
HAUMEHOBAHUE OP2aHU3ayUU, Hudxce mocym pacnoiazamvcsi unvle oannvie (OI'PH, UHH,
KIIII) a no okpysicHocmu nazeanue ebluleCmosuyell OpeaHu3ayull.

7.14. Ilpu cmene npedcedamens opeaHuzayuu neyams nepeoaemcs 6HOBb
usbpannomy Ilpedceoamento no akmy.

7.15. Koumponv 3a npasuibHOCMbl0 XpameHUus U UCNONbL308AHUs neuamel U
WmMamnos 8 CMpYKmypHviX NOOPA30eNeHUsX OP2aHU3ayuu OCyuecmeusien omeemcmeeHHbll
3a denonpoussoocmeo. llepedaua neuameti NOCMOPOHHUM JIUYAM U 8bIHOC UX U3 NOMEUjeHUll,
3anHuUMaeMblxX opeanuzayueti, He OONYCKAemcs.

7.16. [lpuwedwue 8 Hec0OHOCMb U Ympamuuiue NPaKmuyecKoe 3Ha4eHue neuamu
8038PAWAIOMCS.  OMEEMCMEEHHOMY 3d  O0elONPOU3B00CmMBE0 O/l nepedayu Cheyualucmy
XO3AUCMBEHHOU CILYHCObI, 0OMEEMCMBEHHOMY 3a U320MmosieHue neyamei. B ocypuane yuema
APOCMABIAomMcs coomsememeyrouue OTMETKH (puitokenne Ne 26).

7.17. Compyonux, komopomy 6vina 6bl0aHa neyamsvs, NPU OCMAGIEHUU OOJHCHOCTU
0053aH coamb ee OMBEMCMEEHHOM) 3a 0eJIONPOU3BOOCHIEO.

7.18. Ilpoctele 1mrammbel B opranuzanuu IIpodcoro3a wucnomb3yrores A
oopmieHus Ciy)kKeOHOHM, CHelUaTbHOH KOPPECHOHJEHLIMH M IMHUCeM; MpHU 0(OpPMIICHUH
KaJpOB.

7.19.  VYyer MMEIOMMXCS W BHOBb M3TOTOBJICHHBIX I€YaTEH, IITAMIIOB BEIETCS B
xypaaie (I[Tpunoxenne Ne 20).

7.20. Tleyatu ® yrioBble IITaMIIbl, IO MHUHOBAHHIO HAJOOHOCTH WJIM TIPU 3aMEHE
HOBBIMH, YHUYTO)KAIOTCSl C COCTABIEHUEM COOTBETCTBYIOIIETO aKTa.

7.21. Ilpm ytpate mevareil MM IITaMIOB paOOTHHK, OTBETCTBEHHBIM 3a HX
XpaHeHue, 00s13aH HEMEIJICHHO COO0IIUTh 00 3TOM npezacenarento opranuzanuu [Ipodceorosa.

7.22. EnuHOBpeMeHHas NpOBEpKa HalWuus M YCJIOBUH XpaHEHMs IIevaTe,
MITAMIIOB W OJAHKOB MPOU3BOJAUTCS €XKETOJHO KOHTPOJILHO-PEBU3HOHHONH KOMHUCCHEH
opranuzanuu [Ipodcorosa.
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OBHIECTBEHHA/SI
OPI'AHU3AIIUA
«POCCUMCKHUI

MPO®ECCHUOHAJBHBIN COIO3
TPYIAINUXCSA ABUAITMOHHOMN
IMPOMBIIIJIEHHOCTHN»
(IPO®ABHA)
Jlenunckuii np-T, a. 42, kopn.5, Mocksa,
119119
ten/dakc (495) 938-81-07
e-mail: info@profavia.ru,
http://www.profavia.ru
OKIIO 11468433, OI'PH 1037739240956
WMHH/KIIIT 773601001/7736007801

Ne
Ha Ne oT

Ipunoxenne Nel
K 0. 2.1.4. PexoMengamui

Mpuioxenne No2
K 1. 2.1.4 Pexomenganuii


mailto:info@profavia.ru

107

W

(E0P3E U

_ OBLWECTBEHHAS OPFAHU3ALIMA
«POCCUNCKUN NMPODECCUOHATBHBIN COHO3 TPYASALLMUXCS
ABUALIMOHHOW NPOMBILLNEHHOC TW»

(MPODABUA)

JlenuHckuit np-T, A. 42, kopn.5, Mockea, 119119, Ten/dakc (495) 938-81-07
e-mail: info@profavia.ru, http://www.profavia.ru
OKIMO 11468433, Or'PH 1037739240956, HH/ KM 7736007801/773601001

Ne agpecart
Ha Ne oT

0 YeM MUCbMo
0 4YyeM NMNUcbmo

IMpuioxenne Ne 3%
K 1. 2.2.7 Pekomennanuii

PacnojioxeHne PC€KBU3UTOB HA TUTYJILHOM JIUCTE JOKYMEHTA

S TOCT P 7.0.97-2016 "Cucrema cTanapToB 110 HHGOpMaLuyu, GU6IHOTEYHOMY H H3JaTENbCKOMY JIEY.
Opraan3anioHHO-PACIIOPSANTENbHAS ToKyMeHTanus. TpeboBanus kK oopmireHuro fokyMmeHToB" . [Ipunoxenne
A (cnpaBouHoe) «PacronokeHne peKBU3UTOB Ha THTYJIBHOM JIUCTE TOKYMEHTa»
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HaumeHoBAHKE OPraHvaaLEKn

[P EENAEO0A1RA DOKYMENITA MEMd yTOEOKAEHAR A0 WEITS

HanmeHoBanne Brga DoEy MEHTA
3aronoBoK K TEKETY

T p#ch COMMATOEAHUA JOKYMEHTA

MecTo ot TARNSHNH (MAMEHKA | 0Ky RMEHTE — rog WIGAHIAH DORYMEHTA

Ipunoxenne Ned
k 1. 3.1. Pexomenganuii

IHEPBUYHASA ITPOP®PCOIO3HAA OBIIECTBEHHAS OPI'AHU3AIIUA
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«HAUMEHOBAHMUE»
MPO®COIO3HBIA KOMUTET

INOCTAHOBJIEHUE

« _» r. Jlyona
MockoBckoit 0011.

Dopmynuposka 60npoca no8ecmku OHs

Kpamxkoe cooeporcanue sonpoca (koncmamupyrowas yacmay)

... IpO0()COO3HBII KOMUTET MOCTAaHOBI A€ T:

TekcT mocTaHOBIIECHUS

[Ipencenarens (noonucs) N.0. Gamunus
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[Tpunoxxenue Nob5
K II. 3.2. Pexomenganuii

NEPBUYHASA ITPO®COIO3HASA OBHIECTBEHHASA OPTAHU3ALIUSA
«HANUMEHOBAHHUE»

MPO®COIO3HBIA KOMUTET
ITPOTOKO.I

« _» r. lyona Ne
MOCKOBCKOH 001I.

Bpewmst mpoBeneHus 3ace1aHus:
— Hayvaso nposeaeHus 3acenanus — 10 u. 00 mun.;
— OKOHYaHue npoBeacHus 3acenanus — 11 4. 00 muH.

N36pano B coctaB mpodcoroznoro komutera — 20 uen.
[Tpunumanu ygactue B 3aceganuu npodcoroznoro komurera — 17 uen. (cnucox npunazaemcs)
[To yBaxkutenpHOM npuunHe oTcyTcTBYIOT: @.1.0., ©.U.0.

[Tpurnameénnsie: @.1.0., dondxcHocms BeeX MPUTITAIEHHBIX

IIpencenarenbcTByomuii Ha 3acefannu npodgeoro3zHoro komurera: @.H1.0., dondxcHocms
["onocoBanu: 3a — 17
npotus — 0
BO3/IepKaIOCH — 0

Caenenus 0 JIunax, npou3BoAsMX NoaAc4éT rosocos: O.M.0., 1omKHOCTH
['onocoBanu: 3a — 17
npotus — 0
BO3/IepKaIOCh — 0

Cekperapsb: ©.1.0., 1omKHOCTH
['onocoBanu: 3a — 17
npotus — 0
BO37Aepkanoch — 0
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INOBECTKA JIHSI:
OO0 ... (yKa3pIBaeTCs HAUMEHOBAHUE BOIIPOCA)

A

..AT.I.

YTBepAuTH NOBECTKY JIHS 3acelaHus MPO(COI3HOr0o KOMUTETA
['onocoBanu: 3a — 11
npotus — 0
BO3IEpKaAIOCH — 0

1. CJIYIIAJIN:

@.H.0. no eonpocy «Popmynuposxka nepeoco 80npoca NOBeCmMKU OHA» - KPAMKULL MeKcm
BLICMIYNJICHUSL OM MPemve2o auya eOUHCMBEHHO20 YUCIA 8 npouleouiem epemenu (unu
VKA3b18aemcsi «MeKCcm 8blCMYNIeHUsl NPULA2AETCAY).

BHUMAHMUME! B ciyyae, eciu KTO-TO M3 YYaCTHUKOB 3aceJaHUs MOMPOCUITI €r0 MHEHHE
3aHECTU B IPOTOKOJI 3TO JIEJAeTCs B 00s13aTEIIbHOM MOPSAKE.

INOCTAHOBWJIN:
[MpunsaTe mocTaHOBIeHHE Mpodcoro3Horo komurera «DOpMyIHpPOBKA MEPBOrO BOIpPOCA
MTOBECTKH JTHS»
I'omocoBanu: 3a — 10
npotus — 1
BO3/IepKaOCcH — 0

(moctaHoBieHWE TPO(COIO3HOTO KOMHUTETA OT «_ » 200 r. Ne

npusaraercs).

ECIH OTJAE/IBHOE IIOCTAHOBJIEHHE HE O®OPMJIAETCA, TO PEHIEFHUE
HHINTETCA IIPAMO B IIPOTOKOJIE.

U TAK JIAJIEE 110 BCEM BOIIPOCAM IIOBECTKH /THA

[pencenaTenbCTBYONIMIA Ha 3aCeTaHUN
po¢COI03HOTO KOMUTETA HOONUCD ®.1.0.

Cexkpetapb 3acejaHus IPOPCOIO3HOTO KOMUTETA noonucy ®.1.0.

BHUMAHME!!! TIPH TIPUHATUN PELLIEHUN IYTEM 3AOYHOI'O T'OJIOCOBAHUS
B IIPOTOKOJIE VYKA3BIBAETCSI JIATA, JIO KOTOPOM IIPUHUMAJIMCH
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JOKYMEHTBI, COAEPXKXAIIME CBEJAEHUA O I'OJJOCOBAHMMU YYACTHHKOB
3AOYHOI'O 3ACEJAHMA LIK [TPO®COIO3A.
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Ipunoxenne Neb
K 11. 4.10.4 Pexomenganuit

KonTposbHas kapTouka

Bun nokymenra

CpOKHCHOHHeHHH

Hara Or OTBeTCTBEHHBIN
MOCTYTUICHUS No HCTIOJIHUTENh
Kpatkoe
coJiepxKaHue
OT1™meTKH:
O npopyieHun cpoka
Jara
MTOITHCH
Pe3zomrong
usi:
O CHSATUU C KOHTPOJIS
naTa
MTOIITHCH
JloxymeHnT
Kem nopyudeno BpY4YEH

Hara

XO0JI BEINOJTHEHUS

Cchuika Ha JOKYMEHT
U J1aTa

HWcnomuure
b:

MOITHCH

JaTta
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Ipunoxenne Ne7

OOPMA OTUYETA O ITOCTVYINUIEHNHN U ITPOXOXAEHNA

JOKYMEHTOB C AHAJIM30M UX UCITIOJIHEHUA

CnpaBka

0 COCTOAHHNHU HUCITIOJIHCHUA NOKYMCHTOB HaA « »

20

K 1. 4.10.13 Pexomenganuii

Neo | Ha3Banue
1/ | AOKyMEHT
I a

Kpatkoe
coJiepkaH
ue

Hara

Ne

Cpok
UCIIOJTHEH
us

damunusa
HACIIOJIHUTE
I

CocrosHue
HUCIIOJIHEH
ust

[TpruunHbI
HEBBINOIHEH
ust

(momKHOCTH pabOTHHKA)

Hara: «_ »

20 r.

(JInyHast IOAKCH)

(pacumupoBKa MOAIUCH)
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Ipuaoxenne Ne8
K 1. 4.10.4 PexoMmeHgarumi

HaumeHoBaH#e opraHu3anuu
HaumeHoBaH#e CTPYKTYPHOTO
MO/Ipa3/IeIICHUS
HOMEHKJIATYPA JEJ
Ha rog*

WNupekc 3aroyioBOK Jiena KonnuectBo TomoB | Cpok XxpaHeHus [Ipumeuanue
nena (uacTeii) u N crarbu 1o

HIEPEYHIO

1 2 3 4 5

Haspanwue paznena

HaumeHnoBanue nomKkHOCTH

PYKOBOJUTENS CTPYKTYPHOTO

MIOAPA3ACIICHUS Iloonucw PacimmmdpoBka noanucu
[ara

COI''TACOBAHO**
IIporokon DK cTpykTypHOTrO
MIO/Ipa3eJICHUS

oT N

®opmat A4 (210 x 297 Mm)

* K HOMeHKJIaType Jell CTPYKTYpPHOTO MOApa3/IeeH s 10 OKOHYaHUH KaJIeHJapHOTO ro/ia
COCTaBJISI€TCS] UTOTOBas 3aMUCh MO (hopme, YKa3aHHON B MPUIIOKEHUH 25, U 1eTaeTCs
OTMETKa O Iepeaaye UTOroBbIX cBefeHul B ciry:x0y J10Y opranuzanuu.

** 1pu Hanuuuun DK cTpyKTypHOTO nojapasieneHus.
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IMpunioxenne Ne9
K 11. 4.10.4 Pexomenganuit

HanmenoBanue opranusanuu

HOMEHKIJIATYPA JIEJI VYTBEPXIAIO
PykoBoauTens opranuzanuu

Ha rox ITognuce Pacmm¢poBka noanucu
Jlara

WNunexc nena | 3aronoBok nena | KonuuectBo nen | Cpok XpaHeHUs [Ipumeuanue

u N cTaTbu 110

MEPEUHIO
1 2 3 4 S)
Haspanue paznena
HanmenoBanue 1ODKHOCTH Toonuce Pacmudposka nmoanucu
pyxoBoauTens ciayxosbt JJOY
OpraHu3aluu
Buza pykoBoaurens apxusa
(JM11a, OTBETCTBEHHOTO 32 apXHUB)
COI''TACOBAHO COI''TACOBAHO
ITpotokon [IOK (3K) IIporokoin DIIK apxuBHOTrO yupexIeHus

oT N oT N
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Ipunoxenne Nel0
K 11. 4.10.4 Pexomenganuii

Hrorosas 3amucek o KaTCropuiax U KOJIMYCCTBEC ACII, 3aBCACHHBIX B roay B

opraHu3anuu

ITo cpokam xpaHeHus

Bcero

B ToMm yucie:

MEePEXOISAIIUX ¢ otmetkoi "DITK"

3

4

TlocTostHHOTO

Bpemennoro (cBoimie 10 ser)

Bpemennoro (o 10 et
BKJTFOUUTEIHHO)

UTOTI'O:

HaumenoBanue J10KHOCTH
pykoBoauTens ciyx0b1 JJOY
[ara

HrtoroBble cBeIeHUS MepeaHbl B
apXuB.

HaunmenoBaHue T0KHOCTH JIUIIA,
nepeaaBlIero CBeCHUs

[ara

IToamnuce

Iloanuce

Pacmudposka nmoanucu

Pacmm¢poBka nognucu

®opmat A4 (210 x 297 mm)
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Hpuioxenne Nell
K 11. 4.10.4 Pexomenganuii

Cpoku XpaHEeHUS JOKYMEHTOB MPO(COI03HON OpraHU3aIIH

Ne o
ITe- Cpok
Bun nokymenra [Ipumeuanue.
ped- XpaHeHus
HIO
1. Opeanuzayus u ocywecmenenue 0esameabHoCmu
50 VYcrag IIpodcoro3a, Yeras opranuzanuu [Ipodceorosa: Mocr5L 3 1 (1) I13H -
a) 10 MeCTy pa3pabOTKU H/WJIHM YTBEPKICHHS '1) " [mocie 3aMeHbl
0) B IpYrux OpraHu3aIusax ( HOBBIMU
VYupenutenbHble JOKyMEHTHI:
52 |- npoToko: o cozaanuu [MT1I0O ITocr.
53 |- CIHCOK YYaCTHUKOB COOpaHHS
39 | CBUOETENHCTBO O TOCYAAPCTBEHHOM PETUCTPAIHN ocs (1) Eciu ectpb
fopuandeckoro smia (1) " |perucTparus
973 | JokyMeHTHI (IIPOTOKOJIBI, JOKIAIbl, CTEHOTPAMMBI,
MEPEeYHU YYACTHUKOB U JIP.) O IPOBEJICHUH OOIIHUX, ITocr.
OTYETHO-BBIOOPHBIX KOH(EPEHIIHH, COOpaHHA
974 | JlokyMeHTHI (JOKJIQJHbIE 3alMCKHU, CIIPABKH, KaJICHIapHbIC
IUTaHBI, OTYETHI, TIEpENHCcKa) 00 OpraHu3auy 1 S
IIPOBEJCHUH OTYETHOBBIOOPHBIX KaMITaHWUH, OOIIECTBEHHBIX DIIK>?
MEPOIPUATHN
975 | JlokyMeHTHI (OIOJJIETEHU TOJI0COBAHMSI, CITUCKH
. B Teuenue
KaHJUJATOB, BBIIBUHYTHIX B HOBBII COCTaB pyKOBOJICTBA
CpOKa I10JI-
OpTraHM3aIMH) O BBIOOpaX PYKOBOSIINX OPTaHOB .
0O0I11eCTBEHHOHN OpraHu3alnuu HOMOTHH
976 | Ilmanbl pean3aluy KPUTHIECKUX 3aMEYaHUHN U oct
NPe/I0’KEHIH, BEICKA3aHHBIX B aJIpec OpTraHu3aIuu
977 | JokyMeHTHI (3asBIICHUS, 3asBKH, CITUCKH, aKThI, CIIPABKH,
nepenycka) o mpueMe B WieHsl Mpogcoro3a, NepeuncIeHus ir
YJIEHCKUX B3HOCOB, OKAa3aHUU MaTepuaIbHOWU MOMOIIIH,
MOJy4YeHUH, aHHYJIMPOBAHUH YWICHCKUX OUIIETOB
978 BengomocTu yuera uieHCKHUX B3HOCOB U IOKEPTBOBAHUN 5 1. OIIK
982 Jo cHATHSA C
VYyernsle kapTouku uiaeHoB [Ipodcorosza yaera

5 Cpok xpaHeHnsi "nocTosiHHO" (IOCT.) [OKYMEHTOB B OpraHu3auusix, He SBMSHOWMXCS WCTOUHMKAMKU KOMMIEKTOBAHUS
rOCy[apCTBEHHbIX, MyHULMNANbHBIX apXMBOB, HE MOXET ObiTb MeHee aecsTy neT. Mpy NUKBMZALMM TakuX opraHu3aLmii po-
KyMEHTbI MPUHAMAIOTCS Ha NOCTOSAHHOE XPaHEHWe MO NPUHLMNY BbIOOPKU OpraHW3aLmin n JOKYMEHTOB.

52 OtmeTtka "IMMK" - akcnepTHO-NpoBepoyHas komuccus ("OK" - akcnepTHas KOMUCCUS) 03HAYaET, YTO YacTb JOKYMEHTOB
MOXET ObITb OTHECEHA K CPOKY XpaHEHMS "NOCTOSHHO".
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985

KHurH, )KypHaIbl y4eTa BbIAAYN WICHCKUX OMIIETOB U
YYETHBIX KaPTOUYEK

988

OT4YeTHI 0 KOJIMYECTBE MOYICHHBIX U U3PACXOT0BAHHBIX
OMJIETOB, OJIaHKOB

989

JIOKYMEHTHI (aKThl, JOKJIAHbIC 3aMIUCKU, IPOIPAMMBI,
[TPOTOKOJIbI, TEKCThI BHICTYIIJICHUH, CIIPaBKHU, MIEpEnuckKa) oo
OCYIIECTBJICHUN OCHOBHBIX HANPABICHUM JEATEILHOCTH

5 1. OIIK

992

JIloKyMEHTHI (3asIBKH, IPOTOKOJIbI, IPOTPAMMBbI, CITUCKH,
oOparieHus 1 JIp.) O MPOBEICHUN MUTHHIOB, IEMOHCTPAIUH,
320aCTOBOK U JPYTHUX OOIMIECTBEHHBIX MEPOIPHUSITHHA

Ilocrt.

993

CoBMecTHBIE pelieHus TpodCOIO3HOM OpraHu3aluu u
paboToaTelns O peryjaupoBaHUH COLUAIBHO-TPYI0BBIX
OTHOIICHUN B OpraHU3aIUN

ITocT.

996

JIOKYMEHTBI (aKThI, JJOKJIATHBIC 3alIMCKH, CIIPABKH) 00
OCYILIECTBJICHUHU KOHTPOJIS 32 UCIIOJTHEHUEM YCIIOBUI
3aKJTIOYEHHBIX COTJIAIEHUHN, KOJUIEKTUBHBIX TOTOBOPOB, CO-
OJIr0IeHUEM pabOTOMATEIISIMH, TOJKHOCTHBIMH JIUIIAMH
3aKOHO/IATENIbCTBA O TPYAE, UCIIOIb30BAHUEM CPEJICTB
(boH10B, GOPMUPYEMBIX 32 CUET CTPAXOBBIX B3HOCOB

5 1. OIIK

997

JTOKyMEHTBI (TIPOTOKOJIBI, CTEHOIPAMMBI, PE30JIFOIIHH,
[IOCTAHOBJICHHUS) PYKOBOSIIMX OPraHOB OpraHH3anu
[Tpodcoroza

Ilocrt.

19

[IprKasbl, pacopsKEHUs; TOKYMEHTHI (CIIpaBKU, CBOJKH,
MHGOPMAIINH, TOKIAJbl) K HAM:

a)I110 OCHOBHOM J€ATEIbHOCTH

0) 110 IMYHOMY COCTaBY, KpPOME NEPEUHUCICHHBIX HUXKE™

* O IUCHUIUTMHAPHBIX B3BICKAHUSX, €KETOTHBIX
OIIJTAYMBAEMBIX OTITyCKaX, OTITYCKaX, B CBSI3U C OOyYEHUEM,
Ne)KypCTBax, KPATKOCPOUHBIX BHYTPHUPOCCUHCKUX U
3apyOexKHBIX KOMaHIMPOBKaxX

B) 10 aMHUHUCTPATHBHO-XO35SHCTBEHHBIM BOIIPOCAM

ITocr. (1)
75 1. (2)
OIIK

5.

(1) Ipu-
CIIAHHBIC JUIs

CBCACHUS -
I[MH53

20

HpOGKTH IIPpUKA30B, pacnopﬂmeHHﬁ; JAOKYMCHTBI K HUM

998

JloKyMeHTHI (ITPOTOKOJIBI, CBEJICHUSI, TOKIATHBIC 3aITUCKH,
CIPaBKH) O I€ATEIbHOCTH KOMUCCHI MPO(COI03HOTrO
KOMUTECTaA

Ilocr.

999

JIoOKyMeHTBI (MaHAAThI, TOANKUCHBIE, OIPOCHBIE JTUCTHI,
nH(pOpMaINY, IEPEeNUCcKa U Jp.) O IeJIerHPOBAaHUN YJICHOB
MEepBUYHOM OpraHu3aluy Ha odiepoccuiickue Gpopymsl

5.

1000

[lepenucka o GUHAHCOBO-XO3SMCTBEHHOH I€ATEIHHOCTH
PO COIO3HON OpraHU3aINN

1001

JloKyMeHTHI (THEBHUKHU paOOThI, CTEHTA3€ThI, OIOJIJIETEHH,

[J1aKaThl, JINCTKU) O JESATEIIbHOCTH MPOQrpyI

53 Jlo MuHOBaHUS HAJOOHOCTU

5 1. OIIK
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1003

HpopmanoHHbIe MaTepualbl (JINCTOBKH, OPOILIOPHI,
UCTBI, (POTOPOHOTOKYMEHTHI i BUJICOJOKYMEHTHI) O
NesITeIbHOCTH PO COI03HOM OpraHu3anun

5 1. OIIK

92

JloKyMeHTHI (TI0JI0KEHUS, IIPOTPaMMBI, CIIPABKH, OTYETHI,
[IPOTOKOJIBI, CTCHOIPAMMBI, PEIICHHUS O BPYYCHHUHU JHUIIIIOMOB
(1), rpamor (1), yaoctoBepenuii (1) k Harpagam) o
[IPOBEICHUU KOHKYPCOB U CMOTPOB (ITPO(HeCCHOHALHOTO
MacTepCTBa U JIp.):

Q)10 MECTY ITPOBEICHUS

0)B APYTUX OpPraHU3AIUIX

Ilocrt.
JAMH

(1) ITocT. B
HarpaXxJIeHHBIX
OpraHu3aIUsIX

93

[lepenncka o0 IpoBEAEHUHM KOHKYPCOB U CMOTPOB

5 1. OIIK

94

JloKyMeHTBI (IIpOrpaMMBbl, JOKJIAJIbl, BEICTYIUICHUS,
cooOmIeHus) "KPYIJIBIX CTOJIOB", COBEIIaHUM, BCTPEY

ITocrT.

95

JIOKyMEHTBI (ICTOPUYECKHE U TEMATHYECKHIE CIIPABKH,
0030pbI, TOJOOPKHU MyOIMKAIIMA B CPEICTBAX MACCOBOM
nHpopManun, GpoTohOHOJOKYMEHTHI, BUICOIOKYMEHTHI) T10
MCTOPUU TIPOPCOO3HOM OpraHu3auu

Ilocrt.

174

JIOKyMEHTBI (aKThl, IPEAMTUCAHUS, 3AKITFOUCHUS, CITPABKH,
NOKJIa/IHBIC 3aITUCKU) PEBU3HI OpraHu3aiuu (3a
OyXrajaTepcKux peBHU3Hil,)

Ilocrt.

176

DKypHaibl, KHUTH y4eTa (perucTpanui) peBu3nid, nx
[pEINUCAaHUI U 3aKIIFOYEHU

5.

185

CBueTENbCTBA HA MPABO COOCTBEHHOCTH, BJIAJICHUS,
[M0JIb30BaHUSI UMYIIIECTBOM

Ilocrt.

189

Komnuu 10KkyMeHTOB (MCKOBBIX 3asBIICHUH, IOBEPEHHOCTEH,
AKTOB, CIIPABOK, JIOKJIA/IHBIX 3alIMCOK, XOJaTalCTB,
[IPOTOKOJIOB, OMPEIe/ICHHI, TOCTAHOBJICHHUH, XapaKTEPHUCTHK),
Mpe/ICTaBIsIEMbIX B IPABOOXPAHUTEIIbLHBIC U CYIeOHbBIE
OpraHbl

5n.(1)

(1) ITocne
BHIHCCCHHS PE-
[ICHUS

197

Kuurn 3anuceit OPUINYICCKUX KOHCYJ'IBTaI_II/Iﬁ

3r.

200

HomeHknatypsbl 1e1 opranusanuu (CBOJIHBIE),
KJIAaCCU(UKATOPBI /1€ U JJOKYMEHTOB:

Q)10 MECTy pa3pabOTKH U/HIIA YTBEPKICHUS
0)B APYTUX OpraHu3alusix

[Toct.*
JI3H

(1)
CTpYKTYPHBIX
Mopa3IeICHUIA
- I3H> u He
panee 3 JI. TIo-
clie nepelaun
NIeJl B apXUB
WA UX
YHUUTOKEHHUS

201

Tabenb popM JOKYMEHTOB, MPUMEHSIEMBIX B
OpraHu3aINN:
10 MECTY COCTABIICHHSI

Ilocr.

206

OT4eThl, aKThl 00 UCTIOH30BAHUH, YHUUYTOKEHUN OJIAHKOB

54 1o 3aMeHBI HOBBIMH.
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CTPOrOi OTYETHOCTHU

246

CBeznenus o coctaBe U 00beMe A€l U JOKYMEHTOB, aKThI
MPOBEPKH HAIWYHS U COCTOSHUS IOKYMEHTOB, IIpUEMa U

(1) B apxuBsI
HepenarTcs

[epeaaydu, BBIICICHUS 1€l U JOKYMEHTOB K YHUUTOXKECHHUIO, Iocr. (1) [mpu nukBHIA-
yTpaTrax v NOBPEXKICHHUAX TOKYMEHTOB U JIp. JOKYMEHTHI, 101207
oTpakarolue padboTy ¢ GoHIOM OpraHu3aIu
248 |Ommcu men (1):
@) IOCTOSTHHOTO XpaHEHUs (yTBEPKIICHHBIC) ITocr.
HEYTBEPKICHHBIC JMH
0) 110 JINYHOMY COCTaBY [Tocr.
B) BDEMEHHOI'O XpaHEHUS 3 r. mocine
YHUYTOXKECHU
A JIem
252 |KHurH, )KypHaJbl, KAPTOUKH, 0a3bl TAaHHBIX PETrUCTPAIIUN 5.
BbIJIa4X aPXMBHBIX CIPABOK, KOIUH, BEIMMCOK U3 JIOKyMEHTOB
254 |J1oroBOpHI, COTJIAIICHHUS C APXUBHBIMHU YUPEKICHUSIMH, 5 1. mocne
WHBIMU OpPTraHU3AIUSIMU 10 BOIIPOCAM apXUBHOTO JIeJa 1 UCTECUYCHHUS
TIeTTOTIPON3BOICTBA CpoKa
JEUCTBUSA
JIOTOBOpA
OIIK
ITocr.
JlOroBOpHI ACTIO3UTAPHOIO XPAHEHUS IOKYMEHTOB, 10T OBOPHI
preMa-repesadn J0KyMEHTOB Ha IIOCTOSSHHOE XpaHEHue,
COTJIAIICHUS O COTPYAHUYECTBE
257 |OT4eTsI, ClIpaBKU 00 00BEME TOKyMEHTOO00pOTa B 1r.
OpTaHU3aIH
2. Qunancosas paboma, yuem u OmyemHoCmy
351 |byxranrepckas (puHaHCOBas) OTYETHOCTH (OaNaHChl U JIp.): (1) Ilpm
a) CBO/IHAs r0J10Bast (KOHCOJIUIUPOBAHHAs ) IToct.  |oTcyTcTBUM
0)romoBas IToct.  [romoBBIX
B) KBapTaIbHAs 51 (1) | mocr.
) MecsTaHast Ir.(2) (2 Tlpm
OTCYTCTBUH
TOJIOBBIX,
KBapTaJIbHBIX
- TIOCT.
356 |OT4eTbl 00 UCTIOTHEHUH CMET: o
a) CBOJIHbIE TOZIOBBIE HZ(C:: (1) Ilpu otcyT-
0) ro0BBIE s ('1) CTBHMH TOZOBBIX
B) KBapTaJbHbIC ' - TIOCT.
359 [[Tepenrcka 1o BompocaM OyXTrajaTepcKoro y4ueTa, 50

[peJCTaBIeHUs OyXranrepckoi ((prHaHCOBOI) OTYETHOCTH
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360 JIOKyMEHTBI YIYETHOU MOTUTHKH (pabouuii TUTaH CUETOB, 5o
(hopMBI IEPBUYHBIX YUETHBIX JTOKYMEHTOB U JIp.)

361 |Peructpsl Oyxranrepckoro ydera (IJiaBHasi KHUTA, )KypHansl - | S (1) (1) [pu
opzaepa, MeMOpHalIbHbIE OpJiepa, XKYPHAJIbl ONepaLuii o YCIIOBHH
cuyeraM, 0OOPOTHBIE BEIOMOCTH, PEECTPBI, KHUTH (KAPTOUKH), [IPOBEICHUS
BEIOMOCTH, UHBEHTAPHbIE CIIMCKU U JIp.) [IPOBEPKU

(peBU3UH)

362 |[IlepBuuHBIC YYETHBIC JOKYMEHTHI U MPUIIOKECHHS K HUM, Sna.(1) (1) IIpu
3ahukcupoBaBIIre (PAaKT COBEPUICHUS X03IHCTBEHHON YCIIOBUU
OIEpaLiy U SBUBIIMECS OCHOBAHHUEM /ISl OyXTaaTepCKuX POBEICHUS
3arnucei (KacCoBbIe JOKYMEHTHI U KHUTH, OAHKOBCKHUE IPOBEPKH
TOKYMEHTBI, aKThI O IIpUEMe, c/1aye, CIICAHUU UMYIIECTBa U (peBu3uN)
MaTepHaioB, KBUTAHIMH, HAKJIAIHBIC U aBAHCOBBIC OTYETHI,
repenucka u Jip.)

367 [lepenucka o mpruOOpETEHUU X03HCTBEHHOTO UMYIIIECTBA, lr.

KAHILIETSIPCKUX MTPUHAICKHOCTEMH, KEeNe3HOAOPOKHBIX U
aBHAOMIIETOB, OIJIATE YCIYT CPEICTB CBSI3H U APYTHX aJI-
MUHHCTPATHBHO-XO03SICTBEHHBIX PACXOAAX; O
[PEJOCTABICHUN MECT B TOCTUHHIIAX
368 |Cuera-daxTypbl 4r.
377 Sn.(1) (1) Iocne
. OKOHYaHUS
["apanTuHiiHbIE TMCHMA
CpOKa rapas-
TUU

380 [IlepeueHp auIl, UMEIOUINX MPABO MOAMUCH EPBUYHBIX 5x.(1) (1)II3H
YUETHBIX JOKYMEHTOB

381 |Ceunerenscrsa o nocranoske Ha y4eT B HAJIOTOBBIX OpraHax Tocr.

382 |/IokyMeHTHI (pacueThl, CBOJIKH, CIIPaBKH, TaOIHUIBI, cBenenus, | S 1. DK
MEepenucKa) O HAYUCICHHBIX U MEPEYHCICHHBIX CyMMax
HAJIOrOB B OI0/KETHI BCEX YPOBHEH, BHEOIOKETHBIE (POHIBL,
3a]J0JDKEHHOCTH 110 HUM

390 |PacueTHbIe BEJOMOCTH IO OTYMCICHHUIO CTPAXOBBIX B3HOCOB B (1) Ipu otcyt-
(OH] COLIMATIBHOTO CTPaXOBAHUS: CTBHM I'OJIOBBIX
a)TOJIOBbIE [locr. - noct. C
0)KBapTalbHbBIE 5. (1) HapacTaroUUM

MTOrOM 3a 4
KBapTal - TOCT.

391 |OTueTHl MO MEePEUUCIICHUIO IEHEKHBIX CYMM 10 ITocr.
rOCyJapCTBEHHOMY M HETOCYJapCTBEHHOMY CTPaXOBaHHIO

392 |HanoroBble neKkiapanuu (pacueTsl) OPUANYECKHUX JIULL 10 5 1. OIIK

BCCM BHJaM HAJIOI'OB
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394 |HanoroBble KapTOYKH 110 YUETy JOXOJ0B U Hajora Ha jgoxonel| S . (1) (1) [pu
¢duznueckux nut (¢p. N 1- HIADIT) YCIIOBUU
POBEICHUS
IPOBEPKH
(peBU3UN).
[Ipu oT-
CYTCTBUH
ITMLIEBBIX
CYETOB - 75 1.
395 |[lexnapanuu U pacdyeThl aBaHCOBBIX IIaTexei mo crpaxosbiM | S . (1) (1) [Ipu otcyT-
B3HOCAM Ha 00s13aTeIbHOE IIEHCUOHHOE CTPAaXOBaHHE CTBHH JIMILIEBBIX
CUETOB WJIM Be-
noMocTel
HAuMCIICHUS 3a-
paboTHOM
[1aThl - 75 JI.
396 |CBemeHus o0 JOX0AaxX (PU3UUECKUX JIHIL 5x.(1) (1) IIpu otcyt-
CTBHH JIMIIEBBIX
CUETOB WJIH Be-
noMocTel
HAYMCIICHUS 3a-
paboTHOM
[1aThl - 75 JI.
397 . 75 1.
Peectpsl cBeieHU 0 10X01aX (PU3UYECKUX JIUL]

402 |[ToxyMeHTH!I (TUTaHBI, OTYETHI, TPOTOKOJIBI, aKThI, CIIPABKH, Sa. (1) (1) Ilpu
NTOKJIa/THBIE 3aITUCKH, TIEPEITUCKa) O MMPOBEICHUN YCIIOBHH
NTOKYMEHTaJIbHBIX pEeBU3UN (PHHAHCOBO-X035IICTBEHHON [IPOBEICHUS
NesITeTbHOCTH, KOHTPOJIBHO-PEBU3NOHHOM padoTe, B T.4., [PEBU3NHU
[IPOBEPKE KACCHI, MPABIIIBHOCTU B3UMaHUsI HAJIOTOB U JIp.

411 [[TonoxxeHus 00 oruiaTe TpyAa U MPEMUPOBAHUN PAOOTHUKOB: (1) [ocne
a)I0 MECTY pa3pabOTKH W/WIM yTBEPKICHHS [Tocr. 3aMEHbI
0)B APYTUX OpPraHU3alUIX 5. (1) HOBBIMU

412 |JIokyMeHTHI (CBOJIHBIE pacyeTHBIC (pacueTHO-TIATe)KHBIE) 5. (2) (1) Ilpm
BEZOMOCTH (TaOyJIArpaMMBbl) M JOKYMEHTHI K HUM, pPacUeTHbIE OTCYTCTBUH
TMCTHI HA BBIJAYy 3apab0THOMH IJIaThl, MocoOuii, TOHOPapOB, ITHIIEBBIX
MaTeprabHOW MOMOILM U Jp. BIILIAT (1); TOBEpeHHOCTH Ha CYeTOB - 75 1.
[OJTyYeHHE JAEHEKHBIX CYMM M TOBaApHO-MaTepHAIbHBIX (2) Ilpu
[IEHHOCTEH, B TOM YHCJIE, aHHYJIUPOBaHHbIE JOBEPEHHOCTH) O YCIIOBUU
MOJTyYeHUH 3apaOOTHOM TUIAaThl M IPYTHX BBIILIAT [POBEICHUS

[PEBU3UHU

413 Muuessie KapTOYKH, cueTa pabOTHUKOB 75 1. OIIK

414 5

Heperu/ICKa O BBIILIIATC 38.p8.60TH01>i I1J1aThI
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415 |JIokyMeHThI (KOTTMH OTYETOB, 3asIBJICHUS, CIIUCKU 5.
PabOTHUKOB, CIIPABKH, BHIMMCKU U3 IPOTOKOJIOB,
3aKJIFOUCHUSI, TIEPEIMCKa) O BBITUIATE TTOCOOMIA, orIaTe
JTMCTKOB HETPYI0CIIOCOOHOCTH, MaTEPUAIBHOM MTOMOIIN

416 [McnomHUTEIBHBIC TUCTHI pAOOTHUKOB (MCIIOJIHUTEIIbHBIE JIMH (1)  |(1) He menee 5
TOKYMEHTBI) 1.

417 |JloxyMeHTHI (3asiBJICHUS, PEIICHHS, CTIpaBKu, niepenucka) o6 [JIMH (1) (1) He menee 5
oriaTe y4eOHBIX OTITyCKOB 1.

443 |JIoroBOpbI BO3ME3THOT'O OKa3aHHS yCIYT S (1) (1) Mocne
(KOHCYTHTAIIMOHHBIX, HH()OPMAIIMOHHBIX, YCIYT 110 HCTEYCHUS CPO-
00y4eHHI0) paboTHUKAM Ka JICHCTBHS

444 |]1oroBOpPBI-TIOPYUYCHUS S 1. OIIK (1)|(1) [Tocne

MCTEUEHUs CPO-
Ka JeHCTBUSI

455 |JlokyMeHTHI (pacdeTsl, 3aKI0UeH s, clipaBky, nepenucka) Kk |5 i. (1) OIIK|(1) ITocne

TOrOBOpaM, COTJIALICHUSM HCTEUCHHUS CPO-
Ka JICCTBUS

456 |[JlokyMeHTHI (aKThl, CIIPaBKH, CU€Ta) O MPUEME BBIMOTHEHHBIX
pabor: (1) ITocie
a)I10 I0rOBOpaM, KOHTPAKTaM, COTJIAllIEHUsIM Ha padoThI, 5 1 (1) DIIK MCTEUEHUs CPO-
OTHOCSIIHNECS K OCHOBHOH (MPOQHMIBbHOI) NeSTEIbHOCTH 5 ' @) Ka JCHCTBUS
OpraHu3anum E E ) (2) Ilpwm
0) 1O TPYJOBBIM JOTOBOpPAM, IOTOBOPAM HOApsIa OTCYTCTBHUH
B) 110 XO3SHCTBEHHBIM, OTIEPAIIIOHHBIM JIOTOBOPaM, TTUTICBBIX
COTJIALLICHUSM C4eTOB - 75 1.

457 |JloroBOpsl 0 MaTepHaaIbHONH OTBETCTBEHHOCTH MartepuaibHo |5 1. (1) (1) ITocne
OTBETCTBEHHOTO JIUIIA YBOJIHEHUS

458 |OOpasiisl MoANMced MaTepruatbHO OTBETCTBEHHBIX JIHII JIMH(1) (1) He menee 5

7.

459  |KHurH, )KypHaIIbl, KAPTOYKH yUeTa: (1) TIlocne
- JIOTOBOPOB, KOHTPAKTOB, COTJIANICHUH C FOPUIANIECKUMU OKOHYAHUS
JTMLaMH CpOKa Jiei-

- JIOrOBOPOB, AKTOB O IpUEMe-TIepeaade NMyLIECTBA 5. (2) CTBHS

- MPUXOTHO-PACXOIHBIX KACCOBBIX IOKYMEHTOB (CUETOB, [Tocr. 2 Ilpu
[1aTEXHBIX TTOPYUYECHUH ) S5n.(2) YCIIOBUU

- XO3SIICTBEHHOTO UMYIIIECTBA (MaTepUaIbHBIX IIeHHOCTEH) |5 1. (2) MPOBECHUS
- TOJIOTYETHBIX JIUIT S 1. peBU3UU

- ICTIOJTHUTEITLHBIX JIICTOB S .

- CYyMM JIOXO/IOB ¥ ITOJIOXOTHOTO HAJIOTA pAaOOTHHKOB S .

- TOBEPEHHOCTEM 5 1. (2)

460 [IporpamMmebl, pyKOBOJICTBA IO OPTaHU3AIIUH M BHEPECHUIO (1) I[I3H
ABTOMATHU3HPOBAHHBIX CHCTEM OYXTaITepCKOro yueTa u
OTYETHOCTH:
a)I10 MECTY pa3pabOTKH W/WUIH yTBEPIKIACHHS ITocr.

0)B Ipyrux OpraHu3anusix 3r.(1)
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pabodero BpeMeHH) 00 ydere pabodero BpeMeH!

462 |[@opmel (anp00MBbI HOpM) YHHPHUITMPOBAHHBIX TEPBUIHBIX
TOKYMEHTOB M PETHCTPOB OYXTaNTepCKOro yJueTa:
Q)10 MECTY pa3pabOTKH U YTBEPKACHUS ITocr.
0)B APYTUX OpPraHU3AIUIX J3H
463  [3akasbl Ha GIAHKH JTOKYMEHTOB y4eTa U OTYETHOCTH lr.
464 TomoBbIe U C OOJBIICH MEPUOTUIHOCTHIO OTYETHI [Tocr.
OpraHHU3aIMH O BHIMOJTHCHUN NIEPCIICKTHBHBIX
(TOTOBPEMEHHBIX ), IEJIEBBIX M TEKYIIUX MTPOrpaMM, TUIAHOB,
TOJIOBBIX IUIAHOB; AHAJIU3HI OTYETOB.
468 |JlokyMeHTBI (IOKJIaJIbl, aHATUTUYECKHUE TaOIUIIBI U CIIPABKH, ITocr.
CTaTUCTUYEeCKUE OI0JIJIETeHN) 00 UTOraxX AESITeIbHOCTH
OpraHu3aiuu
476 |MHnuBuayalbHbIE OTYETHI PAOOTHUKOB Ir.
3. Unghopmayuonnoe oocnyscusanue
529 |lokyMeHTHI (CITUCKH, KaTaJIOTH, 3asIBKH, OTYCTHI, IEPETIHCKA) Ir.(1) |(1)ocae
00 o(hopMIIEHNH TOJIOBOM MOANKCKA Ha JTUTEPATYPY MOJTyYCHHUS JTH-
TepaTypbl
°31  |Akrel ciimcanus kuur u MePUOUICCKUX U3JTaHUHN 10 1.
533 |[loroBopsl 06 nH(DOPMALIMOHHOM 00CTY>KUBAHUU 51 (1) (1) ocne
WCTCUYCHUS CPO-
Ka JICVCTBUS
ToroBopa
4. Tpyoosvie omHoweHus
576 |[KomnekTuBHBIE JOTOBOPHI [Toct. (1) |(1) ITpu-
CIIaHHBIE TS
CBEICHHUS -
JIMH
577 |Cornamienus reHepaibHble, MEKPETHOHAJIbHBIE, ITocr.
[pEruoHaNIbHBIE, OTPACIIEBBIE (MEKOTPACIEBbIE),
TEPPUTOPHATHHBIC M HHBIE COTJIAIICHHSI
78 [lepenucka 0 X0/€ 3aKTIOYEHUS KOJUIEKTUBHBIX IOTOBOPOB 3r.
579 |/IokyMeHTHI (ITPOTOKOIIbI, aHAIU3BI, CIIPABKH, aKThI, OTYETHI) ITocr.
0 MPOBEPKE BHITIOTHEHUS YCIOBUN KOJIEKTUBHOTO JOTOBOPa
580 |[lepenmcka o mpoBepKe BHINOIHEHUS YCIOBUH 5 1. OIIK
KOJIJISKTHBHOTO JIOTOBOPA
582 |MToxyMmeHTHI (peleHns, epedeHb pasHOIacHii, [Tocr.
[peIoKeHus, tHPOopMaIiK) o 3a0aCTOBOYHOMY JBH)KEHHUIO
584 |[loxymMeHTHI (3asBICHUS, TOKJIATHBIC 3AITMCKH, CIIPABKH, S 1. OIIK
[pacueTsl, TPOTOKOIIBI) O pa3pelIeHUH TPYAOBBIX CIIOPOB
585 |[loxymeHTHI (CBOJKH, CBEACHHUSI, TOKJIATHBIC 3aMUCKH, OalaHC |3 T.
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586 [Tabenu (rpaduku), )KypHaibl yuera pabodyero BpeMeH! Sa. (1) (1) [pu
TSDKEJBIX,
BPEIHBIX U
OTIaCHBIX
YCIIOBUSX
Tpyaa - 75 J.
587 |[HoxymeHTHI (aKThl, COOOIICHUS, HHGOPMAITUH, TOKIaaHbIe, |3 T.
CITy)keOHBIC 3aIMICKU, CIIPABKHU, TIEPEIHUCKA) O COOIIOICHUN
TUCIUIUIMHBL TPy
589 |Hopwmbl BeIpaboTKH 1 pacteHok (1): [locr. (1) Bpemennnie
Q)10 MECTY pa3pabOTKH U YTBEPKACHUS JI3H HOPMBI
0)B IPYTrUX OpraHU3aLUIX BBIPAOOTKH U
[pacIieHOK - 3 T.
[13H
590 |[ToxymeHTBI (CIIpaBKH, pacueThl, JOKIAHBIC 3aITUCKH, 5 1. OIIK
MPEAJIOKEHUS) O pa3padOTKe HOPM BHIPAOOTKH M PACLIEHOK
591 Tapudno -kBanudpUKAINO HHBIE CIPABOYHUKH, CETKH, CTAaBKU:
a)I10 MECTY pa3pabOTKH U YTBEPKIACHUS [Tocr.
0)B APYTUX OpraHU3alUIX JIMH
593 [TapudukanmoHHbIC BETOMOCTH (CITHCKH) 75 n.
595 [JlokyMeHTHI (CIpaBKH, JOKJIAIHbIE 3aMUCKH, aKThl, 0T4eThl, |5 1. DIIK
[IPOTOKOJIBI) O KOHTPOJIE 32 COOTIOIEHUEM TTPABHIT
HOPMHUPOBAHUS TPYJa, pacXoJ0BaHuu (oH/Ia 3apaboTHOU
TaThI
596 [[lepenucka 06 ynopsijoueHUN U YCTAaHOBICHUH pPa3MepOB S 1. OIK
3apabOTHOM IJIaThI, IEHEKHOTO COIeP KaHUS, HAUUCIICHUN
[peMui
597 |[Iepenucka o0 oruiare paboOThl B Mpa3JHUYHbIE THU, THU S .
OTIBIXA U 32 CBEPXYpPOUYHBIE paOOTHI
600 JIOKyMEeHTBI (pacyeTsl, CIPaBKH, CIIUCKU) O IPEMUPOBAHUU |5 JI.
PabOTHHKOB
602 |/lokyMeHTBHI (II0JI0XKEHUS, TPOTOKOJIBI, PEIIECHNUS, 45 1. (1) (1) IIpu
MpeIJIOKEHUS, 3aKITI0YCHHSI, IEPeUHU CTaHIapToB U HopM,  [DIIK TSKEIBIX,
MepeyHy pabounx MecT, 000CHOBAHUS, TaHHbIE, BpPEIHBIX U
nH(OpMaIIUY, BEAOMOCTH pabo4YNX MECT, KapThl ATTECTAIIMH OTIACHBIX
pabourX MECT, IJIaHbI) 00 aTTeCTaIlluu paboYnX MECT IO YCIIOBHUSX
YCIIOBUSIM Tpy1a Tpyaa - 75 1.
609 |[lokymeHTHI (aKTHhI, CIpaBKH, HHpOpMaIwn) o pe3ynbratax |5 1. DIIK
[IPOBEPOK BBIITOJHEHHSI COTJIALIEHUH TI0 BOIIPOCAM OXPaHbI
Tpyna
621 JIOKyMEeHTHI (OTUYETHI, CIIPABKH, CBEJICHUS) O IPUYUHAX 5 . OIIK
3200J1€Ba€MOCTH PaOOTHUKOB
622 AKTBI paccieoBaHus MPOopeCCHOHATbHBIX OTPABICHUN U
3a0o0sieBaHU 75 1. DIIK
624 S .

JIOKyMeHTHI (IIpOrpaMMBbl, CIIUCKH, TIepenrcka) 00 00ydeHun
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paOOTHHUKOB TEXHHUKE 0€301MaCHOCTH

625

HpOTOKO.HBI arTeCTaluu 110 TCXHUKE 0e30ImacHOCTH

5 1.

626

DKypHaiel, KHUTH y4era:

a) TpodHIAKTHYECKUX padOT M0 TEXHUKE OE30IaCHOCTH
0)MHCTPYKTa)xa Mo TEXHUKE 0€30MMacCHOCTH

B) IPOBEICHUS ATTECTAIUU 110 TEXHUKE 0€30MacCHOCTH

10 .
10 .

627

JloKyMeHTBI (YCII0BHS, IPOTPAMMBI, IIPOTOKOJIBI,
[PCKOMEH/IallMK) CMOTPOB-KOHKYPCOB 10 OXpaHe Tpy/a U
TEXHUKE 0€30[aCHOCTHU

5 1. OIIK

628

I/I3BCH_IGHI/I5I MCAITYHKTa O IIOCTpaJdaBIINX B PE3YJILTATE
HCCYACTHEBIX CIIy4acB

632

JIOKyMEHTBI (aKThl, 3aKTFOUEHHSI, OTYETHI, TPOTOKOJIHI,
CHpaBKI/I) O IPOU3BOJACTBCHHLIX aBapUAX U HCCHACTHBIX
ClTydasix:

Q)10 MECTY IIPOUCIIIECTBUS

0)B APYTUX OpPraHU3AIUIX

75 1. (1)
OIIK 5 7.

(1) Ipu
KPYIIHOM

1 Yell.
PKEepTBax -
[10CT.

633

JToKyMEeHTBI (TIPOTOKOJIBI, CIIPABKH, 3aKJIFOUCHHUS) O TSHKEIBIX,
BPE/IHBIX, OMTACHBIX YCIOBHSIX MMPOU3BOJICTBA, TPABMATU3ME U
podeccrnoHaATbHEBIX 3a00JIEBaHUSIX

75 1. OIIK

634

JloKyMeHTBI (JOKJIa/Ibl, aHAJIU3BI) O TSHKEIIBIX, BPEIHBIX,
OINACHBIX YCJIOBUAX MPOU3BOACTBA, TPABMATU3MC U
podeccrnoHaATbHBIX 3a00JIEBaHUSIX

10 1. DIIK

635

[lepenucka o mpodeccuoHaIbHBIX 3a001eBaHUIX,
[IPOM3BOJICTBEHHOM TPaBMaTU3ME U Mepax Mo UX YCTPAHEHUIO

5 1. OIIK

636

Z[OKYMGHTBI (aKTBI, JOKJIaIHBIC 3aIIMCKHU, BaKJ'IIO"IeHI/IH) 0
COKpaliCHUA pa60qero JHsS B CBA3U C TAXKECIIbIMH, BPDCAHBIMU,
OINACHBIMHU YCJIOBUAMU TPpyada

75 1. OIIK

637

JIOKyMEHTHI (JIOKJIaTHbIC 3aIMCKH, aKThI, 3aKITFOUEHHUS,
nepenucka) 00 odecredyeHnn paboynx U CIyKalux
CreLUaIbHOM 0/1€%/101, 00yBbIO, CHIEIIMATIBHBIM MUTAaHUEM *
[Ipu OTCYTCTBUU IPYTUX TOKYMEHTOB O TSDKEJBIX, BPEIHBIX U
OIacHBIX YCIOBUSX Tpy/a-

3r.
75 1. (1)

(1) axThI,
3aKJITFOYECHHUS

638

Hopwmbl obecrieduenus cieruaibHOM 01eX10M U 00YBbIO,
MpeA0XPAHUTEIBHBIMU MPUCITOCOOIECHUSMH, CIICIIUATEHBIM
MUTAHUEM:

a)TI0 MECTY COCTABJICHHS U YTBEPKICHUS

0)B APYTUX OpPraHU3ALUIX

Ilocr.
3r. (1)

(1) TI3H

639

Croucku (BCI[OMOCTI/I) Ha BbIAa1y CHIeLHaIbHOM OIS bl U
O6YBI/I, CIICIUAJIbHOI'O ITUTAaHUA

645

[Tepeunu npodeccuii, pabOTHUKU KOTOPBIX MOJJICKAT
[TPOBEICHUIO 00A3aTENbHBIX MEIULIUHCKUX OCMOTPOB:
a)TI0 MECTY pa3pabOTKH U YTBEP KICHHS

0)B APYTUX OpraHu3alusix

TlocT.
JI3H

646

HepenHCKa O IPOBCACHUU MCOAUILIUHCKHUX OCMOTPOB

51

MaTep. ymiepoe
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paboOTHUKOB

5. Kaoposas doxymenmayus

71

[[ITaTHble pacniucaHusl OpraHU3alui, U3MEHECHHS K HUM:
a)TI0 MECTy pa3pabOTKK W/WIIH YTBEPIKICHHS
0)B IPYTrUX OpraHU3aIUIX

IToct. 3 1.

74

[lITaTHBIC pacCTAaHOBKY (IITATHO-CITUCOYHBIH COCTaB
PabOTHHUKOB)

75 n.

79

AKTBI npueMa-rnepeaadu; MpuIoKEeHUsa K HUM, COCTaBJICHHBIC
[PU CMEHE:

a) pyKOBOIUTEIISI OpPraHU3allun

0)IOJHKHOCTHBIX, OTBETCTBEHHBIX U MaTePHAILHO
OTBETCTBEHHBIX JIUI] OpraHU3aIUN

ITocrT.
S5n.(1)

(1) [Tocne
CMCHBI JaHHBIX
JIMIT

651

[lepenucka o nepeBojic pabOTHUKOB B APyTHE OPraHU3AINH

3r.

652

JloKyMeHTHI (CIIUCKH, XOAaTalCTBa, MPEICTABICHUS,
XapaKTePUCTHKH, AaHKETHI) 110 (JOPMUPOBAHUIO pe3epBa
pabOTHUKOB HA IPUEM

5 1. OIIK

656

JluaHble nena (3asBiIeHUs, KOTMHA TPUKA30B M BBITUCKH U3
HUX, KOIUY JINYHBIX JOKYMEHTOB, JIUCTKHU TI0 YYETY KaJIPOB,
QHKETBI, aTTECTAIIMOHHBIC JTUCTHI U Ap.) (1):

Q) PYKOBOJHTEJICH OpraHU3aIliH; YWICHOB PYKOBOISIIMX,
VCTIOJTHUTEJIbHBIX, KOHTPOJILHBIX OPTaHOB OPTraHU3aIlHH;
PabOTHUKOB, IMEIOIIUX TOCYJAPCTBEHHBIC U NHBIC 3BAHUS,
[IPEMHUH, HArpasbl, CTCTICHA U 3BAHUS

0)pabOTHHUKOB

Ilocrt.

75 1. DIIK

657

TpynoBbie 1OroBopsI (Ciry’eOHbIE KOHTPAKTHI), TPYIOBbIE
COTJIAIIeHUs], IOTOBOPHI MOJAPsiAa, HE BOLIEAIINE B COCTAB
TTUYHBIX JeIT

75 1. OIIK

658

JIrdHbIe KApPTOYKH PAaOOTHUKOB, B T.4., BDEMEHHBIX
PabOTHHKOB

75 1. DIIK

664

[lonnuHHBIE TUYHBIE JOKYMEHTHI (TPY/A0BbI€ KHIKKH,
TUTUIOMBI, aTTECTAThl, yIOCTOBEPEHHUSI, CBUJIETEIHCTBA)

/1o
BOCTpeOOBa-
Hus (1)

(1) He-
BOCTpEO. - 75 1.

665

JloKyMeHTHI (CIIpaBKH, TOKJIaIHbIE, CITyKeOHbIE 3aHICKH,
KOIUU TPUKA30B, BHITUCKU U3 IPUKA30B, 3asBICHUS U JIp.), HE
BOIICAIINE B COCTAB JIUYHBIX I

5 1.

666

JlokyMeHTHI (3asiBJIeHUsI pabOTHHKA O COTIIAaCUU Ha 00paboTKy
[EpPCOHANBHBIX JaHHBIX, CBEJICHUS, YBEJJOMJIEHUS) O CyOBEKTE
MCPCOHAJIBHBIX JAHHBIX

75 1. DIIK

668

KOME[H,Z[HpOBO‘IHLIC YAOCTOBCPCHUSA

KOMaH,Z[HpOBO‘-IHLIC YAOCTOBCPCHUA pa6OTHI/IKOB,
HAIIPaBJICHHLIX B KOMAaHIUPOBKU B paﬁOHBI KpaﬁHero CeBepa
U IPUPABHCHHBIC K HUM MCCTHOCTHU

Sn (1)
75 1. (1)

(1) Iocne
BO3BpAIICHUS
13 KOMaH-
TUPOBKH

669

JloKyMeHTHI (Ci1y>keOHBI€ 3a/1aHusl, OTYETHI, IEPENICKa) O

KOMaHIWPOBaHUU pa6OTHI/IKOB

5 1. DIIK
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685 |Crmcku:
Q) WICHOB PYKOBOJAIINX M UCIOJHUTEIBHBIX OPTaHOB ITocr.
OpraHu3auu ITocr.
0)BeTepaHoOB U YYaCTHUKOB Bennkoit OTe4ecTBEHHON BOMHBI
U JIp. BOCHHBIX JCHCTBHI ITocrt.
B) HArpakJICHHBIX TOCYAapCTBEHHBIMU U MHBIMU Harpajamu,
YJIOCTOEHHBIX TOCYJapCTBEHHBIX U UHBIX 3BAHUM, MPEMUHN 75 m.
') paOOTHUKOB 5.
IT) MPOIIEANINX ATTECTAIIHIO 3r.
€) MOJIJIEKAIUX BOUHCKOMY YUYETy J3H
bK) KaHJIMJIaTOB Ha BBIABIKCHHE 110 JTOJIKHOCTH 10 1. (1)
3) IOJIy4aroIIKX NEPCOHAIBHBIE CTABKH, OKJIA b S
1) 00yuaromuxcst 6e3 oTpbIBa OT MPOU3BOJICTBA 5.
K) paOOTHHUKOB, YIICIIINX HA TIEHCUIO
686 |[{loxymMeHTBI (OTYETHI, aKThI, CBEJIEHHUs) 00 y4eTe TPYIOBBIX 3r.
KHIDKEK U BKIIAJBIIICH K HUM
695 [Kuwury, KypHaibl, KApTOUKH y4eTa:
a) Tpuema, nepemerieHus (IepeBo/ia), yBOIbHEHUS 75 m.
pabOTHUKOB 75 m.
0) TUYHBIX JEJI, TUYHBIX KaPTOYEK, TPYIOBBIX JTOTOBOPOB 75 m.
B) BblJauyM (y4eTa ABM)KEHUS) TPYAOBBIX KHIKEK U
BKJIAJIBIIIEH K HUM 5.
') 0JJaHKOB TPYAOBBIX KHIDKEK U BKIIAJBIIICH K HUM 51
1) BbIIa4YM CIIPABOK O 3apabOTHOI MiaTe, CTaxe, MECTe 3r.
paboThI 3r.
€)JINII, TTOJIEIKAITUX BOUHCKOMY YYETY S
DK) OTITYCKOB 5.
3) pa0OTHUKOB, BHIOBIBAIOIINX B CIy’K€OHbIE KOMaHIUPOBKU;
MpUOBIBAIOLINX B OPraHU3alMIo, Kyia pabOTHUK
KOMaHIHPOBaH
K) BbIJJaUl KOMaHJAMPOBOYHBIX YJOCTOBEPEHUN
696 [[IpoTOKOJIBI 3aceaHHid, TOCTAHOBJICHHUS aTTECTAMOHHBIX, 151 (1) |(1)Ha
KBaJIN(DUKAIIMOHHBIX, TAPU(UKALMOHHBIX KOMUCCUI; OIIK  |[mpeanpusTusx
TOKYMEHTHI (IIPOTOKOJIBI CYETHBIX KOMUCCHIA; OFOJIIETEHU C TSDKEITBIMU,
TaifHOTO TOJIOCOBAHMS) K HIM BPCITHBIMU U
OTTACHBIMU
YCIOBUSMU
Tpyna - 75 J.
OI1K
697 |ATTecTarMOHHBIC 3aKIFOUEHUS; TOKYMEHTHI (ITPEIOKEHUS, 75 n.

[PEKOMCHAAIH, KOITMHU JOKYMCHTOB, ITPOTpaMMBbI
BBIITOJIHECHHU L peKOMeHJIaHHfI, BBIIAHHBIX B XO/I€ aTTeCTaIII/II/I)
K HUM, HC BOIICAIINEC B COCTaB JIMYHBIX €I
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710 TIpumepnbie 06pa3zoBaTeIbHBIC IPOrPAMMBI (JOATOCPOYHBIE U
[1CJICBBIC):
Q)10 MeCTy pa3paboTKu [Tocr.
0)B Ipyrux OpraHU3anusix JMH
712 [YyeOHO-MeTOOUYECKUE IT0OCOOUS:
a)TI0 MECTy pa3paboTKH ITocr.
0)B IPYrHX OpraHU3aIMsIx JAMH
719 [lnanbl MOBBIICHUS KBATH(PHUKAIIUN PAOOTHUKOB:
Q)10 MECTY COCTABJICHUS U YTBEPKICHUS S
0)B Ipyrux OpraHU3anusx JAMH
720 |OTueTsI O BBINOJIHEHUH TUIAHOB MOBBIIICHUH KBATH(PUKAITUU 5.
PabOTHHKOB
721 |[IoroBOpHI O MOBBIIEHUN KBATH(PUKAIIMN paOOTHUKOB S5n. (1) |(1)ITocne
MCTEUEHUs CPO-
Ka JICVCTBUS
ToroBopa
735 |[lokymeHTHI (IpeacTaBIeHUE, HATPAIHbIE JIHCTHI,
X0JIaTalicTBa, XapaKTePUCTHKH, aBTOOHOrpaduu, BBIMUCKU U3
pelIeHni, TOCTaHOBJICHUH, MPOTOKOJIOB U ApP.) O MpeCTaBIie-
HUU K HATPaXKJIEHUIO TOCYAapCTBEHHBIMU, MYHULIUTIATbHBIMU
1 BeZJOMCTBEHHBIMH Harpajamu, MIPUCBOCHUN 3BaHHM,
[IPUCYKICHUH ITIPEMUN:
Q) B HArpa)XXJaroluX OpraHu3aIUiIX ITocr.
0)B MPEACTABIAIONINX OPTaHU3AIIIX 75 n.
SOIIK
742 |llepernucka 0 HarpaXKACHUH PaOOTHUKOB, IPUCBOCHUH 5 1. OIIK
[MOYETHBIX 3BAHUMN, IPUCYKJICHUHU TIPEMUI
6. Coyuanvro-obimosvie 0NPocsl
896 |IucTku HETPYIOCTIOCOOHOCTH 5.
919 |Crmckwu nereit paOOTHUKOB OpraHHU3AIHH JI3H
921  |TokyMeHTBI O 6;1arOTBOPUTENLHOM JeATETLHOCTH Iocr.
960 |dokyMeHTHI (CIIpaBKH, CBEJICHUS, OTYCTHI, IIEPEIUCKA, 5 1. BIIK
(boTO(HOHOIOKYMEHTHI, BUJIEOIOKYMEHTBI) 00 OpraHu3aluu
nocyra paOOTHUKOB
962 |[lokyMeHTHI (IIOCTaHOBJICHHUS, PEIICHUS, IIPOTOKOJIHI, ITocr.
[OJIO’KEHM S, IPOTPAMMBI, CLIEHApHH) O IPOBEIECHUH
KyJIbTYPHO-MAaCCOBBIX, B T.4., OJJarOTBOPUTEIBHBIX
MEPOIPUITUI
963 |/IokyMeHTBI (CMETHI, CITUCKH, OTYETHI, HH(pOpMAITIH, 5 1. OIIK
CIPaBKH, OTYETHI, TIEPETIHCKA) O IPOBEIEHUH KYJIbTYPHO-
MaCCOBBIX, B T.U., OJIArOTBOPUTEILHBIX MEPOIIPUATHI
965 5 . OIIK

JIOKYMEeHTBI (CIIMCKH, IIEpENUCcKa) O IPOBEICHUH U y4aCTUU B
CMOTpax, KOHKypCax CaMOZEATEIbHOIO TBOPYECTBA
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966 |Crenapuu, TeMaTHUECKHUE IJIAHBI IPOBEJICHHSI BEYEPOB, 5 n. OIIK
KOHIIEPTOB, YCTHBIX KYPHAJIOB
967 |/loxyMeHTHI (CIIpaBKH, CBOJKH, CIIUCKH, IPOTPAMMBI, 5 1. OIIK

Ta0JINILIBI, IPOTOKOJIBI, IEPENHCKa) O MPOBEACHUU U YYACTHH
B CIIOPTUBHBIX U 03/I0POBUTEIIBHBIX MEPOIIPUATHSIX
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punioxenne Nel2
YTBEPXJIEHO
npukazom deneparbHOT0 ApXUBHOTO
arerrctBa oT 11.04.2018 r. Ne 43
3apeructpupoBan B Muntocre Poccun 15.06.2018.
Peructpammonnsiit Ne 51357.

IIpumepHoOe moJ10:KeHNE
00 IKCNEPTHOI KOMMCCHU OPraHU3alun

|. O0mme noJI0KeHUs
1. TlpumepHoe mojiokeHHE 00 SKCHEPTHOM KOMUCCHMU opranuzauuu (nanee — [IpumepHoe
MOJIOKEHUE) pPa3pabOoTaHO B COOTBETCTBUHM C MOAMYHKTOM 9 myHkTa 6 IlomokeHuss o
®denepalbHOM apXMBHOM areHTCTBE, YTBEpxkAeHHOro Yka3zoMm Ilpesmaenta Poccuiickoi
Oenepannu ot 22 uroHsa 2016 . Ne 293 (CobOpanme 3akoHOJaTeNbcTBa Poccuiickoi
Ddeneparun, 2016, Ne 26, ct. 4034).
2. OkcrnepTHast komuccus opranuzanuu (ganee — OK) co3gaerca B LesSX OpraHu3aliil U
IPOBEJCHUS METOAMYECKON U MPaKTUYECKON pabOThl MO IKCIEPTU3E LIEHHOCTU JIOKyMEHTOB,
00pa30BaBIIMXCS B ACSITEIbHOCTH OpraHU3aluu.
3. DK sBisercst coBemaTeNbHBIM OPraHOM TPU PYKOBOJAWTENIE OpPTraHU3aIMH, CO3/1aeTCS
NPUKA30M OPTaHM3alMHU U JCHCTBYET Ha OCHOBAHHUH TTOJIOKEHUS, pPa3pabOTaHHOTO Ha OCHOBE
[TprMepHOTro MONOKEHHUS, YTBEPKICHHOTO PYKOBOAUTEIEM OpPraHU3alINu.
Opranu3zanuu, BBICTyHAIOIIHE HMCTOYHUKAMU KOMIUIEKTOBAHUS benepanbHBIX
rOCYy/apCTBEHHBIX apXUBOB, COTJIACOBHIBAIOT MosioxkeHne 00 DK ¢ skcrmepTHO-IIPOBEPOUHOIMA
KOMHUCCHEH (¢eaepalbHOr0 TOCyJIapCTBEHHOIO apXHBa; OPraHU3allMM, BBICTYIAIOIIUE
UCTOYHUKAMU KOMIUIEKTOBAHUSI TOCYJapCTBEHHBIX apXuBOB CcyOBekToB Poccuiickoit
Qdenepanuy, MYHUIUNAIBHBIX APXUBOB, — C DKCIEPTHO-NPOBEPOYHOM KOMHUCCUEH
YIOJHOMOYEHHOI'O OpraHa HCHOJHUTENbHOM Biactu cyOwbekra Poccuiickont denepaunu B
obnactu apxuBHoro nena (nanee — OIIK) wunm rocynapcTBeHHBIM (MyHHUIIMIIAIbHBIM)
apXMBOM B Cllyyae HaJIeJI€HUs €r0 COOTBETCTBYIOUIMMHU ITOJTHOMOYHUSMHU.
4. TlepconanbHblit coctaB DK ompenensercs mpuka3oM pyKOBOJIUTENS OpraHU3altu.
B cocraB OK BrimouaroTcs: npencenareiib KOMUCCHH, CEKpeTapb KOMUCCUH, TIPEACTABUTENN
CIIy>)KOBl ~ JIETIONIPOM3BOJICTBA M apXWBA, OCHOBHBIX CTPYKTYpHBIX IOApa3ieleHUH
OpraHM3aly, TIOCYJApPCTBEHHOI0 WM  MYHHMIMIAJIBHOIO  apXWBa,  HCTOYHUKOM
KOMILJIEKTOBAHHSI KOTOPOTO BHICTYIIAET Opranu3aiius (1o COriaCcoBaHUIO).
[Tpencenarenem DK Ha3HAuaeTCs OUH U3 3aMECTUTENIEN PyKOBOIUTEINSI OpraHU3aLUu.
5. B cBoeii padore DK pykoBojactByercs DenepanbabiM 3akoHOM 0T 22.10.2004 Ne 125-D3
«0O06 apxuBHOM Jienie B Poccuiickoit deneparnun» (Cobpanue 3akoHOoAaTeNbcTBa Poccuiickoit
Oeneparnun, 2004, Ne 43, ct. 4169; 2006, Ne 50, ct. 5280; 2007, Ne 49, ct. 6079; 2008, Ne 20,
ct. 2253; 2010, Ne 19, ct. 2291, Ne 31, c1. 4196; 2013, Ne 7, ct. 611; 2014, Ne 40, ct. 5320;
2015, Ne 48, ct. 6723; 2016, Ne 10, ct. 1317, Ne 22, cr. 3097; 2017, Ne 25, crt. 3596; 2018,
Nel, cr.19), 3akoHaMM M UWHBIMM HOPMAaTHMBHBIMHM IIPpaBOBBIMU akTaMu Poccuiickoi
®denepalyy, TpaBUJiaMyd OpraHU3alMd XpaHEHHs, KOMIUJIEKTOBaHMS, yueTa U UCHOJIb30BaHUs
JIOKYMEHTOB ApxuBHOTo (ponga Poccuiickoit denepanuu U Ipyrux apXxuBHBIX JOKYMEHTOB B
rOCy/apCTBEHHBIX OpPraHax, OpraHax MECTHOTO CaMOYIPAaBJIEHHUS U OpraHU3aIUsaX , 3aKOHaMU
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Y MHBIMU HOPMAaTHBHBIMH TIPABOBBIMH aKTaMu cyObekToB Poccuiickoit denepanun B 0071aCTH
APXUBHOI'0 ACJIa, JIOKAJIbHBIMHA HOPMATUBHBIMHU dKTaMHU I'OCYAapCTBCHHOI'O OpraHa.

Il. ®ynkuuu K
6. DxcmepTHas KOMHCCHUS OCYIIECTBISICT CIeAyomue (pyHKIUM:
6.1. Opranuzyer exeroaHblii 0T0op 1ei1, 00pa3yromuxcs B 1eATeIbHOCTH OpraHu3aluy, Ui
XpaHEHUS U YHUUTOKEHHUS.
6.2. PaccMaTpuBaeT ¥ IPUHUMAET PELIEHUs O COTIACOBAHUU:
a) onucel J1eN MOCTOSIHHOTO XpaHEeHMs! YIPaBICHYECKON U HHBIX BUJIOB IOKYMEHTALIUY;
0) mepedHs MPOEKTOB/OOBEKTOB, MPOOJIEM/TeM, HAYYHO-TCXHUYECKAs OKYMEHTALUS TIO0
KOTOPBIM ITO/JIEXKUT IIEpeIade Ha IOCTOSIHHOE XPaHEHUE;
B) OIKCEH JIe] 110 JIUYHOMY COCTaBY;
I) onucel nen BpeMeHHbIX (cBblie 10 j1eT) CpoKOB XpaHEHMUS;
J1) HOMEHKJIaTyphl JIeJ1 OpraHu3aIHH;
€) aKTOB O BBIJECJICHUM K YHUUYTOXKEHUIO JOKYMEHTOB, HE MOJISKAIINX XPaHEHHIO;
) aKTOB 00 yTpaTe T0KyMEHTOB;
3) aKTOB O HEHCIIPAaBUMOM ITOBPEXKIEHUH apXUBHBIX JOKYMEHTOB;
M) NOpeUIokKEHUM 00 yCTaHOBIEHUM (M3MEHEHMHM) CpPOKOB XpaHEHUS JOKYMEHTOB, HeE
IPEyCMOTPEHHBIX (IIPEIyCMOTPEHHBIX) NEPEYHSIMH TUIIOBBIX APXUBHBIX JOKYMEHTOB, a
TaKXKe NEepeYHsSMH JTOKYMEHTOB, 00pa3ylomuxcs B Mpolecce AeATEIbHOCTH (eaeparbHbIX
OpraHoOB TOCYJApCTBEHHOW BJIACTH, MHBIX TOCYJAPCTBEHHBIX OpraHoB Poccuiickoit
denepanuy U MOABEIOMCTBEHHBIX UM OpraHU3alUil, C yKa3aHUEM CPOKOB MX XpaHEHus, ¢
HOCJEIYIOIUM IpesicTaBleHueM ux Ha cornacoBanue LIDIIK npu Pocapxuse.
K) IPOEKTOB JIOKAJbHBIX HOPMATUBHBIX AKTOB U METOJMYECKUX JIOKYMEHTOB OpraHM3aluu 1o
JIeNIOTIPOU3BO/ICTBY M ApPXUBHOMY JIEITy.
6.3. OOecrneynBaeT COBMECTHO CO CTPYKTYPHBIM IOJpa3JeIeHUEM OpraHU3aluH,
OCYIIECTBIISIOIUM XpaHEHUE, KOMILJIEKTOBaHHE, Yy4Ye€T U MCIOJIb30BaHUE apXUBHBIX
JOKYMEHTOB (Jajee — apXuB OpraHu3aluu) IMpenacraBieHue Ha yrBepxaeHue OIIK
cornacoBaHHbIX DK omucel 1€ MOCTOSSHHOTO XpaHEHUs YIPABICHUECKONM M HMHBIX BHJIOB
JIOKYMEHTalluH, epeyHeil IpoeKToB, NpodiieM (TeM), HAyYHO-TEXHUYECKOW JTOKyMEHTAlUH,
MOJJIEKALIEH Iepeaye Ha IOCTOSHHOE XPAHEHHUE.
6.4. ObGecrieunBaeT COBMECTHO C apXMBOM OpraHU3allMM INPEICTaBIECHUE HA COTIacCOBaHME
OIIK wuam rocynapcTBEHHOro (MyHHUIMIAJIBHOTO) apXuBa, B Clyyae HaJeleHHUs €ro
COOTBETCTBYIOIIIMMHU IOJTHOMOUHUSIMH, corjacoBaHHble DK ommcu 1eln 1o JIMYHOMY COCTaBy,
HOMEHKJIATypy /1€ OpraHu3alllu.
6.5. OGecnieynBaeT COBMECTHO C apXMBOM OPTraHM3allMU TPEJCTaBICHUE Ha COTJIACOBAHHE
OIIK akTtoB 00 yTpare ITOKyMEHTOB, aKTOB O HEUCIPAaBUMBIX MOBPEXKJEHUSAX apXUBHBIX
JIOKYMEHTOB.
6.6. COBMECTHO C apXHWBOM OpraHH3alllH, CIIy>KOO0H eOoNpOonu3BOACTBA U KaAPOBOH CITy:KO0H
opraHusyer aiasi paOOTHUKOB OpraHM3allMM KOHCYJIbTAllMM IO BOIpocaM paboThl ¢
JOKYMEHTaMH, OKa3bIBa€T MM METOJMYECKYI0 IIOMOIIb, Y4YacCTBYEeT B IIOJAIOTOBKE H
NPOBEICHUN MEPOIPUSATHH MO MOBBIICHUIO UX KBaTH(pUKALINH.
I11. ITpaBa DK

7. OK umeer mpago:

7.1. JlaBaTh peKOMEHJALMU CTPYKTYPHBIM MOJpa3AefieHUusIM U OTAEIbHbIM pPa0OTHUKAM

OpraHM3aly IO BOMpocaM pa3pabOTKH HOMEHKIATyp JAedl W (OpMHUpOBaHUSA el B
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JIEJIONPOU3BOJICTBE, 3KCHEPTU3bl IEHHOCTH JOKYMEHTOB, PO3bICKAa HEAOCTAOIIUX e
MIOCTOSTHHOTO CPOKa XpaHEHHUs U JeJ 10 JIMYHOMY COCTaBYy, YHMOPSAOUYEHUS U 0(OpPMIICHUS
JOKYMEHTOB ISl TIEpejaun B apXUB OpraHU3aI1HU.
7.2. 3anpammBaTh Y PyKOBOAUTENIEH CTPYKTYPHBIX MOAPA3AEICHHNA:
a) NMCbMEHHbIE OOBSCHEHMSI O IMPUYMHAX YTpaThl, NOPYM WM HECAHKLHOHHUPOBAHHOTO
YHUYTOXXEHUSI JOKYMEHTOB IMOCTOSIHHOTO U BpeMeHHbIX (cBbile 10 JeT) CpOKOB XpaHEeHus,
B TOM YHCJI€ JOKYMEHTOB 110 JIMYHOMY COCTaBY;
0) mOpeIoKEeHUsT U 3aKIIOYECHUs, HEOOXOAMMBIE Ui ONpECNICHUs CPOKOB XpPaHEHUS
JIOKYMEHTOB.
7.3. 3aciaylmiuBaTh Ha CBOMX 3aCEJaHUSAX PYKOBOAMTENEH CTPYKTYPHBIX MOJAPA3JCIICHUN O
XOZI€ TOATOTOBKM JOKYMEHTOB K IepeJadye Ha XpaHCHHWE B apXWB OpraHu3anuu, o0
YCIIOBUAX XpAaHEHHUS M OOECIIEYCHUs COXPAHHOCTH JOKYMEHTOB, B TOM 4YHCJe ApPXHUBHOTO
¢donna Poccuiickoit deaepannu, 0 NPUUIUHAX yTPATHI JOKYMEHTOB.
7.4. Ilpurmamarte Ha 3acemanus OK B KadecTBE KOHCYJIBTAaHTOB U IKCIEPTOB
Mpe/ICTaBUTENIeH HAyYHBIX, OOIIECTBEHHBIX U HHBIX OpPraHU3alnH.
7.5. He mnpuHMMaTh K pacCMOTPEHHMIO U BO3BpallaTh Ha JOpabOTKYy JOKYMEHTHI,
MOATOTOBJICHHBIE C HAPYIICHHEM MPaBHJI OPraHU3aIMK XPaHEHUs, KOMIUIEKTOBAHUS, y4eTa
U HCIONB30BaHMUA JOKYMEHTOB ApxuBHOro ¢onma Poccuiickoit @enmepanuu U ApPYrux
apXUBHBIX JOKYMEHTOB B T'OCYJapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIPaBJICHUS
U OpraHu3alusx.
7.6. UHpOpMHPOBATH PYKOBOICTBO OpPTraHU3AIMK IO BOIIPOCAM, OTHOCSIIIIUMCSI K
kommereHnuu OK.
IV. Opranuszanus padorst K

8. OK B3aumogelictByeTr ¢ coorBercTByromeld DIIK apxuBHOro yupexaeHus, a TakxkKe C
COOTBETCTBYIOIIUM T'OCYIaPCTBEHHBIM (MYHUIIUTIAIIBHBIM) apXHUBOM.

9. Bompocsl, oTHOcsmmecs K kommereHuuu DK, paccMaTpuBalOTCS Ha €€ 3acelaHusXx,
KOTOpBIE MTPOBOJATCS MO Mepe HeoOxoaumocTu. Bee 3acegannst DK nmpoToKoaupyroTes.

10. 3acemanme DK W mpUHSATHIE PEIICHUs CYUTAIOTCS TMPABOMOYHBIMH, €CIIM Ha 3aCeIaHUuU
MIPUCYTCTBYET 0OJIee MOJIOBUHBI €€ COCTaBA.

11. Pemenuss OK mnpuHHMamOTCS TO KaXIOMy BONpOCY (AOKYMEHTY) OTIEIBHO
OOJIBIIMHCTBOM TOJIOCOB TPHUCYTCTBYIOIIMX HAa 3acelaHuU WieHOB Komuccuu. Ilpu
pa3leNIeHNN TOJI0COB MIOPOBHY pelIeHNe IpUHUMAET npeaceaarens JK.

IIpaBo pemaromiero ronoca UMer0T TonbKo wieHsl DK. IIpurnanieHHbe KOHCYJIBTAHTHI U
9KCIIEPTHI UMEIOT NMPABO COBEUIATEIBLHOIO I0JI0Ca.

12. Benenue aenmonpoun3BozactBa DK Bo3zmaraercs Ha cekpetaps DK.

Benenne nenonpounsBoactea K Bo3znaraercs Ha cekperaps JK.
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BHYTPEHHSA OITNCH
JIOKYMEHTOB jena N

Mpunioxenne Nel3

N | PerucrpanuoHHbIit [Hara 3aroJioBOK Howmepa | Ilpumeuanue
n/m WHJIEKC JIOKyMEHTA JIOKyYMEHTa JIMCTOB
JIOKyMEHTa nena
1 2 3 4 ) 6
Hroro JIOKYMEHTOB.

(mdpaMu ¥ IPOTIHCHIO)
KonngecTBO 1MCTOB BHYTPEHHEN
ONKCH

(1mudpaMu ¥ TPOITHUCHIO)

HaumenoBanue 10JKHOCTH JINIIA,

COCTaBMBLIErO0 BHYTPEHHIOIO OIKUCH

JIOKYMEHTOB Jea [Toanuce
[ara

Pacmm¢poBka nognucu

®opmat A4 (210 x 297 Mmm)
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Ipnio:xxkenne Nel4

JIMCT-3ABEPUTEJIb JEJIA N

B nene noamuro n JINCTOB
MIPOHYMEPOBAHO

(tmudpaMu ¥ TPOITHUCHIO)
cN mo N , B TOM YHCJIE:

JIMTCPHBIC HOMECpPA ;
JINCTOB

IIPOITYLLIEHHbIE HOMEpa
JUCTOB

+ JMCTOB BHYTPEHHEH OIUCHU

Oco0enHocTH (HPU3UUECKOTO COCTOSIHUS U (POPMHUPOBAHUS JieTia Howmepa nucros
1 2

HanmenoBanue 1omkHOCTH
paboTHUKa [Toanuce Pacimmmdposka noanucu

[ara

®opmat A4 (210 x 297 mm)
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punio:xkenune NelS

(HaMMeHOBaHUE rOCY/1IapCTBEHHOTO (MYHHIIUIIAILHOTO) apX1Ba)

(HauMeHOBaHUE OpraHU3aLNN)

(HaMEeHOBaHUE CTPYKTYPHOTO MOJIpa3IeTIeHUs)

JEJIO N TOMN

(3aroJIoBOK jeina)

(kpaitHue nathl)

Ha JIMCTax

XpaHuTh

d. N
Omn. N

JI.N

®opmat A4 (210 x 297 Mmm)
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HanmenoBaHnue opranusanuu

KAPTA-3AMECTHUTEJIb JIEJIA

Ipunoxenne Nel6

Heno

(N u Ha3BaHme)
Onuce

(N u Ha3BaHue)
Donn

(N u Ha3BaHwmeE)

Briano Bo BpeMeHHOE MoJib30BaHue (UMTAIbHBIN 3a7):

N d.1.0. nons3oBaress JlaTa JlaTa Iloamuce [lonmuce
n/m BBIIAYH BO3BpaTa | BBIJABIIETO | IOJYYUBIIETO
JIeII0 JIeII0
1 2 3 4 5 6

®opmat A4 (210 x 297 Mm)
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Ipniio:xxkenne Nel7

IIpunoxenune N 17. Onuce e

HaumeHoBaHue CTpyKTYpHOTO MOIpa3iesieHus

OIIUCBb N
nen

N | Uanekc
/i nena

3aroJjIoBoK
nena

Kpaiinue Cpok KonnuectBo [Ipumeuanue
JIaThI XpaHeHus™* JIUCTOB

1 2

3

4 5 6 7

Hazpanue pasaciia

B nannyro onucek

BHECCHO

c N

pI(SA) |

(mudpaMu ¥ IPOITHCHIO)
no N , B TOM

YHCJIIC:

JIUTCPHBIC HOMECPA:

IIPOITYLIICHHBIE
HOMEpa:

HaumenoBanue
JIOJKHOCTH
PYKOBOJIMTEIS
CTPYKTYPHOTO
MOJIpa3IeJICHUS
[ara

COTI'JTACOBAHO

HaumeHnoBanue n0oKHOCTH
pyxoBoauTens ciyx0s1 JJOY

Tloanuce

Hara

[Tognuce Pacmmmdposka noanucu

COI'JTACOBAHO**
[Tporokon DK cTpykTypHOTO
M0/Ipa3/IesIeHUs

Pacmudposka oT N

noAIInMCHu

* Fpa(ba OITyCKACTCA B OITHUCH ACII NOCTOAHHOI'O CpOKa XpaHCHHUHA.

** [1pu Hanuuuu DK cTpyKTypHOTrO noapa3aeneHus.
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[Iponomkenne nprnoxenus N 17

ITepenan
nen
(dpamMu ¥ IPOITHCHIO)
u PErUCTPALIMOHHO-KOHTPOJIBHBIX KApPTOTEK K
JIOKYMEHTaM.
(mudpaMu U TPOTHCHIO)
HauMeHnoBanwue 1OMKHOCTH pabOTHUKA
CTPYKTYPHOI'O TIOAPA3AEIIEHUS [Toanuce PacimidpoBka nmoamnucu
[Tpunsin e
(dpamMu ¥ IPOITHCHIO)
u PErUCTPALIMOHHO-KOHTPOJIBHBIX KApPTOTEK K
JIOKYMEHTaM.
(uMdpaMu U NPONKCHIO)
HaumeHnoBanue q0mKHOCTH
paboTHUKA apXuBa [Toanuck PacmmdpoBka noanucu

[ara

®opmat A4 (210 x 297 mm)
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Ipnio:xkenne Nel8
K 1. 6.8.6 Pexomennauuit
AKT 0 BblIeJICHUH K YHHUYTOKEHHIO ADXUBHBIX IOKYMEHTOB,
He MOJJIesKAINX XPAaHEeHHUI0
HanmenoBanue opranusanuu

AKT YTBEPXAIO
N PykoBoauTens opranuzanuu
O BBIICJICHUU K YHUUYTOKEHUIO [Toamnuck Pacummdposka
apXUBHBIX JOKYMEHTOB, HE HOJITUCH
MOITIEKALTUX
XpaHEHUIO Hara

Ha ocuHoBanuu

(HaSBaHI/Ie H BbIXOAHBIC JAHHBIC IICPCUHA JOKYMCHTOB C YKA3aHUECM CPOKOB HUX XpaHeHI/IH)

O0TOOpaHbl K YHUUTOXKEHHUIO KaK HE UMEIOIINE HayYHO-UCTOPUYECKON LIEHHOCTH U
YTPATUBLIME PAKTUYECKOE
3Ha4YeHHE JTOKyMEHTHI (hoHaa N

(Ha3Banue GoHA)

N 3aronoBok | ['oger | Homep | Homep | KomuuectBo | Cpoku | [Ipumeuanue
n/n nena omucu* | em.xp. em.Xp. XpaHEHHUs
(rpymnmoBoii o ¥ HOMepa
3aroJIOBOK OITUCH cTarei o
JIOKyMEHTOB) HIePEYHIO
1 2 3 4 5 6 7 8

* I1pu BbLACTEHUH K YHUUTOXKEHHUIO TOKYMEHTOB IPU MOATOTOBKE JIeJ K Mepeiaue B apXuB
OopraHmsaluu, rpadsl 4, 5 He 3aMOJHAIOTCS.

Htoro ea.xp. 3a TOJIBL.

(unpamMu U IPOIUCHIO)
Onwucu aen MoCTOSHHOTO TOJIbl YTBEPKACHBI
XpaHEHHS 3a OIIK

(HaMMEHOBaHUE APXUBHOTO YUPEXKICHNUS)
(poTOKOI N )
oT

HanmenoBanue

JOJDKHOCTH

PYKOBOJUTEIS apX1Ba

(una,

OTBETCTBEHHOTO 32 apXUB) [Tognuce PacmmmdpoBka noanucu
COTI'JTACOBAHO

ITpotokon LIOK (3K) opranuzanmu

oT N
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IIponoskenune npuioxennss N 18

JlokyMeHTHI B
KOJIMYECTBE

en.xp.:

- Ha OyMa)XHOM HOCHTEJe
BECOM

KI' CZJaHbl HA
YHUYTOKEHHUE;

- Ha DJICKTPOHHOM HOCHUTCJIC CAaHbI Ha
YHHUYTOXKCHHUC

(cioco® yHUUTOKEHUS)

HaumenoBanue qomKHOCTH pabOTHUKA,

CHABILIETO

JIOKYMEHTBI [Moanuce
[ara

W3MeHeHus B yUETHBIE IOKYMEHTBI

BHECEHBI.

HaumeHnoBanue 1OmKHOCTH pabOTHUKA

apxuBa,

BHECILIETO U3MEHEHHUS B YUETHBIC [Tognuce
JIOKYMEHTBI

[Hara

Pacuudposka noanucu

PacmmdpoBka noamnucu

®opmat A4 (210 x 297 Mm)
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Ipunoxenne N 19
K 1. 6.7.10 Pexomenmanuii
HanmenoBaHnue opranusanuu

AKT YTBEPXIAIO
N PykoBonuTenb opraHu3anuu

[Toanuce Pacmmmdposka

00 yTpaTe TOKyMEHTOB MIOJIITUCHU
Jlara

Doan N
(HazBanue GoHaQ)
B pesynbraTe YCTaHOBJICHO OTCYTCTBUE B (hOH/E

IIEPEUYUCIICHHBIX HUXKE JEJI, IPEANPUHATBIE APXUBOM MEPBI 10 PO3BICKY JIEII
IIOJIOKUTENIBHBIX PE3YJIbTaTOB HE AJIH, B CBA3U C YEM CUYUTAEM BO3MOXKHBIM CHSATH C ydeTa:

N Onuce | Enxp.N | 3aronoBok | Kpaithue | KonnuectBo [Ipennonaraemele
/T N ea.XP. JIAThI JUCTOB (00BEM, MIPUYUHBI
M0) OTCYTCTBHSI
1 2 3 4 5 6 7
Hroro el.Xp.

(mdpamMu ¥ IPOITHCHIO)
CopepxaHue yTpauyeHHBIX IOKYMEHTOB MOKET OBITh YACTUYHO BOCIIOTHEHO CIICIYIOIIUMU
en.Xp.:

(HOMepa e1.Xp. U UX rPYIIIOBBIE 3ar0JIOBKH)

HaunmeHoBaHMe 10IKHOCTH
PYKOBOJIUTENS apXHUBa [Toanuce Pacmm¢poBka noanvcu
(J1M11a, OTBETCTBEHHOTO 3a

apXuB)

COT'JIACOBAHO* COI'NTACOBAHO

[Tporokon DIIK apxuBHOro [Tporoxon L[9K (9K) opranuzanuu
YUpEKICHUS

oT N oT N

W3meHenus B y4eTHbIE JOKYMEHTHI apXUBa
BHECECHBI.

HanmenoBanue 10JKHOCTH
pabOTHHKA apXHBa
ITognuce Pacmm¢poBka noanucu

®opmat A4 (210 x 297 Mmm)

* Ecnu He oOHapy KeHBI JieN1a MOCTOSHHOTO XPAaHCHUS.
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KYPHAJL
ydera Iedarei, yriIOBbIX U POCTHIX HITAMIIOB

Ipunoxenne N 20

K 1. 7.19 Pexomenarnuii

HanmeHoBaHWe
Nz Ti::::gfi“:ﬁ;’::ﬂ? OTTHCE MeyaTH nogpasaencHus, ngﬁ}'?'ur:a:gﬁn
nin ! [WwTamna) OOMEHOCTE W '
Fakasa, gata nocTynneH s ®UO nonyuarens paTa
T 2 3 g 5
MpoEepEa HANKYWA NeYaTH OTTHCE MeyaTH OTmeTEa ob
(Wwramna): oTTHCE, 0aTa [wramna), i YHHYTOMEHWH MpuMeuaHKe
NpoEEPER, NOONKCE Noanexaueq (HOMED W OaTa
NpoEepARILLET O YHHYUTOHEH M HD akTa)

]

=r
I

B

i=
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Ipunoxenne Ne 21

k m.4.9.7.
®opmart AS (148 x 210 mm)
CITPABKA
00 00beMe TOKyMEeHTO000poTa
3a 20
(mecsir)
JIOKyMEHTBI KonnuecTBO TOKYyMEHTOB Bcero
IO ITTUHHUKHT TUPaX

MIOCTYMNAIOLINE

OTIPABJISIEMbIEC

BHYTpEHHHUE

Hroro
OTBeTCTBEHHBIN 32 AETOMPOU3BOACTBO [Toamnuce PacimmmdpoBka noamnucu

Jlara
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IMpunoxenueNe 22

K.I.5.7.2
(Ha3BaHME apXHUBa)

AKT YTBEPXIAKO

No [Ipencenarens (Ha3Banue apXuBa)
MPOBEPKU HAIMYUS U COCTOSHHUS [Moanucek Pacmmdposka noamnucu
AJIEKTPOHHBIX IOKYMEHTOB Hata
donng Ne
OcHoBaHue

(TutaHoBast MPOBEPKA, MEPEMENICHUE IOKYMEHTOB, IPYTo€)

CocraBieH:

(momxHOCTH, hamMuIK paOOTHUKOB apX1Ba)
Ha3Banue ¢onna
NoNe onncen
[TpoBepka mpoBoIMIIACk C o
IIpoBepKOI1 yCTaHOBIIEHO:
1. Uucnoutes 1o JIMCTY ydeTa 3JEKTPOHHBIX JOKYMEHTOB (hoHIa en. Xp.
o0beMOM MGo.
2. He oka3anoch B HAIMYUH en. Xp.,
3. Yucnures 1o onucsm e
3JIEKTPOHHBIX IOKYMEHTOB 00bEMOM MO.
4. He okazanoch B HAJTMYUHU AJIEKTPOHHBIX TOKYMEHTOB
5. Nmeetcs B HaMM4yuM 1O JaHHOMY (DOHIY (BKJIIOUEHHBIX B OIMCH) en.Xp.
o0BeMOM M6.
6. HerpaBHiibHO MOUIOKEHHBIX €71.XP., OTHOCSAIIMXCS K JPyTUM (GOHIAM_eI.Xp.
7. ImeeTcst B HAIMYUM 110 JaHHOMY (OHTY (BKJIFOUEHHBIX B OIHCH)
AIIEKTPOHHBIX JOKYMEHTOB 00bEMOM M®., u3 HUX TPeOYIOT:
a) 3aMeHbl HEUCIIPABUMO TOBPEXKIEHHBIX
0) yaneHus BpeZJOHOCHBIX KOMITbIOTEPHBIX IPOrpamMm
I') BOCCTAaHOBJIEHHUSI BOCIIPOU3BOAMMOCTH JOKYMEHTOB
1) MUTpallii B HOBbIE ()OpMAThI
8. OOmas XapakTepUCTUKAa COCTOSHUS M YCIOBUH XpaHEHUS JOKYMEHTOB. OCHOBHBIE
HEJIOCTAaTKU B COCTOSTHUH U YCIIOBUSX XpAaHEHHS AIIEKTPOHHBIX JOKYMEHTOB:

[Tpunoxenune: MMCT(bl) IPOBEPKU HAIMYMS U COCTOSHUS JIEKTPOHHBIX JOKYMEHTOB (Ne...).
ITpoBepky npon3BOAMIIN:

(HauMeHOBaHUSl  JOJDKHOCTEH  paOOTHUKOB)  (TIOJMMCH)
(pacundpoBKyu noamnuceil)
Jara
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ITpunoxenune Ne 23
K n.5.10.3.
OO0 «PecmyOsnkanckast opranuzanusi bamkoprocrana
Poccuiickoro mpodcoro3a Tpyasxcs
aBUALIMOHHOM POMBIIIIIEHHOCTI
®oun N YTBEPXIAIO
OIIMCH N [Ipeacenarens
3JIEKTPOHHBIX JI€J1, JOKYMEHTOB POB Pocnpodarua
IIOCTOSIHHOT'O XpaHECHUs [Toanuce PacmmppoBka noanucu
3a rox Jara
HNunexc 3arojI0BoOK jaeina Kpaiinue natet O0neMm, MO [Ipumeuanus
/o | meia
2 3 4 5 6
B nansbIli pa3znen onucH BHECEHO nem,c N o N
(mudpamu ¥ nponucho)  (E(pPaMH U MPOIHUCHIO)
00BeMOM MBo.
HaumeHnoBanue n0KHOCTH
COCTaBUTEJSI OMTUCU [Toanuck PacmmdpoBka noamnucu
HaumeHnoBanue qOmKHOCTH
[Ipencenarens apxuBa (Juua,
OTBETCTBEHHOTO 32 apXUB) [Toanuce PacimdpoBka noamnucu
COT'JTACOBAHO YTBEPXJIEHO
IIpoTokon [IpoTokoun
9K POB Pocnpodasua OIIK apXMBHOIO yupexIeHUsS
oT N oT N

®opmat A4 (210 x 297 mm)
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IMpunoxenune Ne 24
K n.5.10.3.

@dopma rooBoro pasjaesa CBOJIHOIM ONMUCH YJIEKTPOHHBIX /11, JOKYMEHTOB MOCTOSIHHOTO
CPOKa XpaHeHHUs

IMPMJIOXEHUE K OITMCHU N
AJIEKTPOHHBIX JI€JI, JOKYMEHTOB
IIOCTOSIHHOT'O XPaHECHHUS
3a roJ

Peectp 1oxkyMeHTOB (KOHTEHHEPOB AIEKTPOHHBIX JOKYMEHTOB) 3JIEKTPOHHOIO JIENa:
<*>

N en. xp. o onucu Hunexc nena
3aroJioBoK jejia

Hara Per. N HaumenoBanue nokymeHnra O6bem, MO | Tlpumevanus
JIOKYMEHTa | JOKYMEHTa

1 2 3 4 5

HanMeHoBaHnue T0IKHOCTH
COCTaBUTENS OIUCH IToanuce PacummdpoBka noanucu

®opmat A4 (210 x 297 mm)

<*> CocTaBisieTCsl Ha KaXK0€ SJIEKTPOHHOE JIETIO0.
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Ipunoxenne Ne 25

KIL6.7.5
00 «PecmyOyMkaHCKasi OpraHu3aIys
Bamkoprocrana Poccutickoro nmpogcoroza
TPYISAIINXCS aBUALMOHHON TTPOMBIIIIICHHOCTHY

HaumeHnoBanue cTpyKTYpHOIO
No/Apa3iesIeHUs

OITNCBH N
aen

Nunexc 3arosioBok jaena | Kpaiinue Cpok KomuuectBo | IIpumeuanue
Ne | nena JaThl XpaHEHUsA<*> | IUCTOB
n/m

HaszBanue pasznena

B nanHyr0 onuch BHECEHO Jen
(mmdpamMu 1 TPOIUCHIO)

cN mo N , B TOM 4HCIIE:

JIMTEPHBIE HOMEpA:

MPOIyLIEHHbIE HOMEpa!

HanmMeHnoBaHue 10KHOCTH
[Ipencenaresns CTpyKTypHOTO
No/Apa3ieseHus [Toanuce PacimdpoBka nmoanucu

COI''TACOBAHO COT'JTIACOBAHO <**>
HaunmeHnoBanue n0KHOCTH [Tporokon OK cTpykTypHOTO
[Tpencenarens ciyx0s1 JJOY MOJpa3aeIeHus

[Tonnmuce  PacmmgpoBka noanucu oT N

JlaTa

<*>T'pacga omyckaercsi B OMUCH Jie]l TOCTOSHHOTO CPOKa XpaHEHHS.
<**> TIpu Hanuuuu DK CTPpyKTypHOTO MOApa3ieaeHHUS.

ITepenan
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IS

(urdpaMu ¥ TPOMHUCHIO)
u PETUCTPAIIMOHHO-KOHTPOJIBHBIX KAPTOTEK K
(mrdpaMu 1 TPOIHUCHIO)
JOKYMEHTaM.
HaumeHnoBanue TOMKHOCTH pabOTHUKA
CTPYKTYPHOTO IO/Ipa3/ieiCHUs [Monmuck Pacmm¢poBka noanvcu

[Ipunsin nen
(umppaMu ¥ IPOITUCHIO)

u PETUCTPAITIOHHO-

(mdpaMu ¥ TPOTHCHIO)

KOHTPOJIbHBIX KAPTOTEK K IOKYMEHTAM.

HaumeHnoBaHnue JOIKHOCTH
paboTHHKa apXuBa IToanuce Pacmm¢poBka nognucu

[ara

®opmat A4 (210 x 297 mm)
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Ipunoxenune Ne 26
K . 7.16.

KypHau yyera neyarei u mIrammnoB

No  Orrtuck nevatu HanmenoBanue Jlata [Ipennpustue- Komy Bbimana
n/n  (mwramma) reyaTu IIOJTyYEHUS U3rOTOBUTEND,  (JAOJKHOCTD,
(mrramria) rneyaru mata u  Ne monpasuerne-
(mrTamma) — OT CONpPOBOJUTE- | HUE)
U3TOTOBUTENSI  JIBHOTO
JIOKYMEHTa
1 2 3 4 5 6
Pocnuce Jara  Bo3Bpara Pocnuck Hara [ara, HoMep akTa
paboTHuKa nevyaru paboTHuKa YHUYTOXXECHUS
nevyaTu

7 8 9 10 11




