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Cnmcox COKpaleHHbIX CI0B:
Apxus OI'B PC(SI) — ApxuB oprana rocy1apcTBeHHO# BiacTu PecryOnuku
Caxa (Sxytus).
I'OCT - I'ocygapcTBEHHBIN CTaHAAPT.
JesonpousBoauresb —  OTBETCTBEHHOE  JULIO B  CTPYKTYPHOM
noapazaenenun OI'B PC(5) 3a Benenue aenonpon3Bo/IicTBa.
JCII — I'pud orpannuenus nocryna «/as ciy>xeOHOro moJIb30BaAHUSY.
ECO/] — Equnas cuctema 3JIEKTPOHHOTO JOKyMeHTooOopoTa PecnyOmuku
Caxa (SxyTus).
3K ECO/I - I'ocynapcTBenHas unpopmarmontas cucrema Pecmyonuku Caxa
(Axytus) «3akpbiTblii KOHTYp EnuHON cHcCTeMbl MEXBEIOMCTBEHHOIO
ANIEKTPOHHOTO JOKYMEHTOOOOpOTa B OpraHax rocyJlapCTBEHHOH BIIacTU U
OpraHax MECTHOI'O CAMOYITPABIICHUS».
K — I'pud orpannuenus nocryna «KonbuaeHInambsHO».
OI'B PC(S1) — HauMeHOBaHUE OpraHa rocyJapcTBeHHOU Biactu PecryOiuku
Caxa (Axytus).
JIHA — JlokanbHbIii HOpDMATHUBHBIN aKT.
M3J10 — MexBeIOMCTBEHHBIN AJIEKTPOHHBIN JOKYMEHTOOOOPOT.
Hauuonansubiii apxuB PC(S) — ['ocynapcTBEHHOE Ka3eHHOE YUPEXKICHUE
Pecnyonmuku Caxa (Sxytusa) «HamumonanwHbii apxuB PecrnyOnuku Caxa
(AxyTus)».
Hoamucant — J{ODKHOCTHOE WM YIOJHOMOYEHHOE JUI0, ObJagaroiiee
IPaBOM MOANHUCU COOTBETCTBYIOIINX IOKYMEHTOB.
CrpykrypHoe noapasaesienue — CtpykrypHoe noapasaeneaue OI'B PC(A).
PC(5) — Pecniybnuka Caxa (SIkyTust).
P® — Poccuiickas @enepanus.
Cay:x0a 1e101pon3BOACTBA — CTPYKTYPHOE MOpa3/ieeHIe/0TBETCTBEHHOE
muio OI'B PC(4), Ha koTOpoe BO3MOXKEHBI (DYHKIMH IO OpraHU3allvy,
BEJICHUIO U COBEPILICHCTBOBAHMIO JIEJIIONPOU3BOJACTBA U apXUBY HA OCHOBE
€AMHOW  TOJUTUKM W  NPUHLWIOB, NPUMEHEHUIO  COBPEMEHHBIX
MH(GOPMAIIMOHHBIX TEXHOJOTUI B paboTe C JOKYMEHTaMH, METOAMYECKOMY
PYKOBOACTBY M KOHTpPOJIO coOmoaeHust TpeboBanuit MHCTpykimum 1o
nenonpousoactsy B OI'B PC(51).
®3 — OenepanbHbI 3aKO0H.
N.0. ®amuiausa — Ums OtuectBo Pamuiius.
HIK/IK — llenTpanbhas s3xcniepTHas Komuccus/dxcneptHas komuccus OI'B
PC(A).
III — ycuneHHast KBaM(pUIMPOBAaHHAS 3JEKTPOHHAS TOIHUCH.
IIIK — DkcriepTHO-IPOBEPOUHAS KOMUCCHS.
IPK — DiiekTpoHHAsI perucTpalluOHHas KapTa.



1. O0ue mos10KeHUA

1.1. Hactosimass MucTpykumsi mo Jenonpou3BoACcTBY (manee - MHCTpykius)
pa3paboTaHa B IEISX COBEPIICHCTBOBAHUS JICJIIONPOU3BOJCTBA U IOBBIIICHUS
3 PeKTUBHOCTHU pabOTHI C JOKYMEHTAMHU ITyTEM perjiaMeHTaIlMy Ha €IMHOM MPaBOBOM
U METOJUYECKOW OCHOBE IMPaBWJ CO3/IaHMS, MOATOTOBKH JTOKYMEHTOB, TEXHOJIOTHI
paboThl ¢ HUMH, OpPraHU3alUA X TEKYIIETO XpaHEHUs M MOJATOTOBKH K Iepejaye B
apxuB OI'B PC(4) (nanee — cokpamennoe HaumenoBanue OI'B PC(1).

1.2. TIpaBoBBIM OCHOBaHMEM ISl pa3paboTku UucTpykuuu spisitorest [IpaBuia
JIEJIONPOU3BOJICTBA B TOCYAApPCTBEHHBIX  OpraHax, oOpraHax  MeECTHOIO
CaMOYTIpaBJICHUS, YTBEPKIACHHBIX MpUKa3zoM DeaepasibHOTO apXUBHOTO areHTCTBA OT
22 mas 2019 1. Ne 71 (mamee — IIpaBuna nemompousBOACTBa), MeToaudeckue
pEeKOMEHJAaIMu 1o  pa3paboOTKe  HWHCTPYKIMHA 1O  JICJIONPOU3BOJCTBY B
TrOCYJapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpPAaBJICHUS, YTBEPKICHHBIX
npukazom denepanbHoro apxuBHOro areHrctsa ot 24 nekabps 2020 r. Ne 199.),
3aKkoHOJaTeNbcTBO Poccuiickoit denepannu B chepe nHbOpMaLMK, TOKYMEHTAIIUH,
apXWBHOTO Jeja, HAIMOHAIBHBIC CTAaHAAPTHl B cdepe yIpaBleHHs JTOKYMEHTaAMU,
[Tonosxxenne OI'B (monHblii epeyeHs MpUBEICH B MPHIoKeHuH Ne 1),

1.3. TenompousBoactBo B OI'B PC(4) Benercst Ha rocyapcTBeHHOM si3bike PD
B coorBeTcTBHM ¢ DenepanbHbiM 3akoHOM oT 1 wuioHs 2005 1. Ne 53-03
«O rocymapctBeHHOM si3bike Poccuiickoit ®enepanun». B OTIenbHBIX ciydasx,
BKJIIOUass paboTy ¢ OOpallleHuAMH TpaxiaH U OpraHU3alMi, J1eTOMPOU3BOICTBO
BEJIETCSl Ha TOCYIapCTBEHHOM si3bIke caxa corjacHo 3akoHy PC(S) ot 16 okTsaOps
1992 r. Ne 1170-X11I «O si3pikax B Pecriyonuke Caxa (SAkyTus)».

1.4. Metonnueckoe PYKOBOJICTBO OpraHu3aIuen, BEECHUEM u
COBEPIICHCTBOBAHUEM JIEJIONPOU3BO/ICTBA HA OCHOBE €MHON MOJIUTUKU U IPHUHITUIIOB,
MPUMEHEHUS! COBPEMEHHBIX HHPOPMAIIMOHHBIX TEXHOJIOTUN B paboTe C IOKyMEHTaMH,
a TaKKe KOHTPOJIb COOTIOICHHs TpeOOoBaHUH HAcTOsIIeH MIHCTPYKIIMU B CTPYKTYPHBIX
nojpasneneHusx ocymectsiusercs Ciayx00# 1eT0nponu3BOICTBA.

1.5. Cnyxx0a nmemonmpom3BOACTBA JICMCTBYET HA OCHOBAaHWUU TIOJIOKCHUS,
yTBepxkaaeMoro pykopoautenem OI'B PC(S) u onpeaenstoniero OCHOBHbIE 33/1a4d U
(GyHKITMHU, TIpaBa ¥ OTBETCTBEHHOCTb.

JIOJKHOCTHBIE 00513aHHOCTH, MpPaBa U OTBETCTBEHHOCTh COTPYAHUKOB CiyKObI
JIEJIOMPOU3BOJICTBA, JEJ0NPOU3BOAUTENEH CTPYKTYPHBIX nojApas3aeaeHui
YCTaHABIIUBAIOTCS JOJKHOCTHBIMU PErIAMEHTAMU.

1.6. Benenne nenonpousBoACTBa B CTPYKTYpHBIX noapazaeneausx OI'B PC(S)
OCYILIECTBIISIETCSL  JEJIOMPOU3ZBOAUTENEM CTPYKTYPHOIO TMOJIPA3/ACIICHUs, CIUCOK
OTBETCTBEHHBIX JIeJ0Npon3BoAuTENeH yTBepxkaaeTcs npukazom OI'B PC(51).

1.7. OTBETCTBEHHOCTh 3a OpPraHU3alllio, COCTOSIHUE JICJIONPOU3BOJICTBA U
cobiroieHue TpedoBanuid, ycranoBieHHbiX MHcTpykuueid, B OI'B PC() Bo3naraercs



Ha pykoBoautens OI'B PC(S) nubo nuuo, wucnonHsomiee ero O0sS3aHHOCTH.
OO0s3aHHOCTM N0 OpraHu3allui, KypUpPOBAHUIO COCTOSIHUS JAEJIONPOU3BOJCTBA U
coOroIeHus1 TpeOOBaHUM, yCTaHOBIEHHBIX MHCTpyKIMEH, BO3IararoTcss Ha MepBOro
3amectutens pykoogutens OI'B PC(S1).

OTBETCTBEHHOCTh 32 OpraHu3aluio padoTbl C JOKYMEHTaMH, COOJIIOJIEHUE
ycTaHOBIEeHHbIX MHCTpyKkumei TpeOoBaHUl B CTPYKTYypHBbIX mnoapasaenenusix OI'B
PC(5) Bo3naraerca Ha pyKOBOJUTENEH 3TUX CTPYKTYPHBIX MOAPA3ACIICHUN.

1.8. Tonoxenuss MTHCTpyKIMK pacnpoCTpaHSAIOTCA HAa OpraHu3aluio padoThl €
HECEKPETHBIMH JJOKYMEHTAMH HE3aBUCUMO OT BUa HOCUTEINS (Ha OyMa>KHOM HOCUTEIE
WIM B BHUAE OJJEKTPOHHOIO JOKYMEHTA), BKJIIOYasi MOJArOTOBKY, 00paldoTKYy,
PETUCTPALNIO, YUET U KOHTPOJIb UCTIOJIHEHUS JOKYMEHTOB, OPraHU3aLMI0 UX TEKYIIETO
XpaHEHUsS M MCMOJIb30BaHUS, OCYIIECTBIISIEMbIE C MPUMEHEHUEM HH(POPMaLMOHHBIX
texnonorui. ECOJI, mpumensemas B OI'B PC(Sl) oOecneunBaer BBINOJHEHUE
TpeOoBaHui HacTosew MHCTpyKIuu.

[Tonoxenus Hacrosimed MHCTpYKIMK HE paclpOCTPaHSAIOTCS Ha OpraHU3aIUIo
paboThl ¢  JOKYMEHTaMM,  COJAEpXKAIIUMH  CBEJCHMS,  COCTAaBJISIOIIUMHU
rOCy/IapCTBeHHYIO TaiiHy. OpraHuzanusi paOoThl € JOKYMEHTaMH, COAEp>KalIUMU
CBEJICHMS, COCTABJISIIOIIMMHM  TOCYJApCTBEHHYIO  TailHy, pErIaMEHTUPYETCS
Nuctpyknuedt 1mo oOeclneueHnio peXuma CeKpeTHocTH B P®D, yTBepKaeHHOU
noctanoBieHueM IIpaButensctBa PD ot 5 stuBapst 2004 r. No 3-1.

Ha Gyxranrepckyto, KaApoBy10, HAYYHO-TEXHHUUYECKYIO U APYTYIO CIEIHAIBHYIO
JOKyMeHTaluo TpeOoBaHus WHCTpyKIMHM paclpocTpaHSIOTCS B YacTH OOIIUX
PUHIIMIIOB PA0OTHI C TIOKYMEHTaMH, a TaKKe MOJTOTOBKH JOKYMEHTOB K Tiepe/iaue Ha
apXWBHOE XpaHECHUE.

Ocobennoctu  paboOTBl ¢ JOKYMEHTaMH,  COJACP)KAIIUMH  CBEACHUS
OTPaHUYECHHOTO paCHpOoCTpaHeHUs (CAY>KeOHYI0 W HHYIO TaifHy, MEpCOHAIbHbIC
JNAHHBIE), PETYIUPYIOTCA OTIAEIbHBIMU HOPMATHUBHBIMU AaKTaMH, YTBEPKIAAEMbIMU
pykoBoguteneM OI'B PC(4). Ilepeuens mpaBoOBbIX aKTOB, PETYIUPYIOUIUX MOPSIOK U
ocoOeHHOCTH pabOThl C JOKYMEHTaMH, COJEpKAIUMH KOH(MUICHIINATHHYIO
uHdopmaImio, npuBeAeH B pazjaene 7 MHCTpyKuuu.

[lopsimox paccmotpenust oOpamienuit rpaxnaan Poccuiickoit ®denepanuu,
WHOCTPAHHBIX TPaXKaaH, JUI] 0€3 TpakIaHCcTBa, OOBEANHEHUHN TPAXK/IaH, B TOM YHCIIC
IOPUANYECKUX JIML, W BEJICHHE JEJONPOM3BOJACTBA MO OOpallleHHsIM TIpakiaH,
OpraHu3alui YCTAaHOBJICEHO B COOTBETCTBUU C PDeaepaibHbIM 3aKOHOM OT 2 Masd
2006 T. No 59-@3 «O mopsimke paccMOTpeHHs oOpaimieHuid TpaxaaH Poccuiickoit
Oepnepanuny. ObpalieHue rpaxaaHuHa paccmaTpuBaerca B TeueHue 30 qHel co aHs
ero peructpauuu B ECOJI. B ycraHoBieHHBII cpok oOpallieHusi BXOASAT: BpeMs Ha
BU3UPOBAHHE, PACCMOTPEHHUE OOPAILEHUS 110 CYIIECTBY, IOATOTOBKA IPOEKTA OTBETA,
€ro COIJIACOBAHME, IIOAINMCAHME W HalpaBleHHEe oOTBeTa 3asBurento.  Cpok
paccMOTpeHusi  OOpallleHus MOXKeT ObITb MPOMJIEH PYKOBOAUTENIEM, €ro



3aMecTUTENsIMU, HO He Oosee yeM Ha 30 nHeil. ABTOop OOpalleHHs HUCBMEHHO
YBEJOMIIIETCS O MPOJJIEHUH CpPOKa PACCMOTPEHMsI €ro OOpallleHus C yKa3aHUEM
00OCHOBaHMSI MPOJJICHUS M [JaThl OKOHYAHHUS PACCMOTPEHUS €ro OOpalleHus.
Opranuszanus paboTsl ¢ 3anmpocamu opuandeckux u guszndeckux ymi B OI'B PC(S) o
npegoctaBieHuu uHpopmanuu o AesrenbHoctd OI'B PC(S) ocymectBiseTrcss B
cootBercTBUM ¢ DenepanbHbiM  3akoHOM OT 9 ¢despans 2009 r. Ne §-03
«O0 obecneyenun goctyna K MHGOPMALMH O JAESITEIBHOCTH TOCYAapCTBEHHBIX
OpraHoOB U OPraHOB MECTHOTO CaMOYIIPaBICHUS».

1.9. Peructpanus, KOHTpOJIb XO/a U PE3yJbTATOB HCIOJHEHUS TOKYMEHTOB,
paccMoTpeHue oOpalieHuil TpakJaH W OpraHu3auui, JApyrue IpoLeaypbl
nokymeHToobopota ocymecteisitores B OI'B PC(S) ¢ npumenennem ECO/I.

B cnydae HepabotocnocoOHoctn ECOJI menonpou3BOACTBEHHBIE OIEpalyiu
BeInoNHAIOTCST BHE ECOJl 10 ee BOCCTAaHOBJIECHMS MO CIEAYIOIIEMY alrOpUTMY:
JOKYMEHTBI,  MOJMUCAHHbIE  PYKOBOJUTEIEM  CTPYKTYPHOTO  TOIpPA3ACICHUS
COOCTBEHHOPYYHO, TOJKHBI ONIEPATUBHO HAIIPABIATHCS aApecaTy B OTCKAHUPOBAHHOM
BUJIE DJIGKTPOHHOM TMOYTOM, NpPU HEOOXOJUMOCTH Ha OyMaXHBIX HOCHUTEISAX
otnpaBisTees uepe3 CnyxOy nenmomnpousBojnctBa. I[locine Boccranosienus ECDOJ]
JOKYMEHT, MOJINMCAHHBIA PYKOBOJIUTENIEM, PETUCTPUPYETCS CAMHUM HCIIOJTHUTEIEM B
ECO/.

CnyxeOHast Tiepenucka Mex1y CTpyKTypHbIMU nioapazaeneHusmu OI'B PC(S)
ocymiectBisieTcst B ECOJ] 1 Ha GyMa)KHBIX HOCUTENSIX UH(pOpMaIuu.

PaGotarh ¢ pgokymMeHTaMH Ha OyMaXHBIX HOCHUTENSIX BHE CIYKEOHBIX
NOMEIIICHUI  3ampemiaeTcs, KpoMe CIy4daeB  CIyKeOHOH  HeoOXOIUMOCTH
(KOMaHIUPOBKHM,  BBIE3JHBIE  3aCEaHMs, COBEIIAHUS, JIMYHBIE TMOPYYECHHS
PYKOBOJICTBA).

1.10. Ha mepuon otmycka, KOMaHIUPOBKHU, O0JIE3HH, B ClTydyae YBOJIbHEHUS WU
nepeBojia (nepemenienus) no ciayxoe corpyauuku OI'B PC(S1) o0s3anbl nepegaBaTh
BCE HAaxXOJAIIMECS HAa HCIIOIHEHUM JTOKYMEHTHI JEJIONPOU3BOJUTEN0 CTPYKTYPHOIO
MIO/IPA3/IEJIECHUS WIH APYTOMY COTPYIHUKY IO YKa3aHUIO PYKOBOAUTEINSI CTPYKTYPHOIO
nojapaszaeneHus (o B3aMMO3aMEHSIEMOCTH), a J€Ja, IOJyYEHHBIE BO BPEMEHHOE
nosib3oBanue u3 apxusa OI'B PC(S), nomxHbI ObITH BO3BpAIIICHBI B APXUB.

B cnydae mepemenieHus mo ciaykO0e WIM YBOJBHEHMS JEIOMPOU3BOIUTEIS
CTPYKTYPHOI'O NOJAPA3JEIEHUsI COCTABISAETCA aKT MpUeMa-lepesadd JOKYMEHTOB U
Ten.

IIpu cnyxe0HOM HEOOXOIUMOCTH B U3BATHH U IIEpeaade ApyroMy UCIOIHUTEIIO
JOKYMEHTOB, YHCISIIIMXCA 32 OTCYTCTBYIOIIMM COTPYAHUKOM, PYKOBOJIUTEIH
CTPYKTYPHOI'O NOJpa3JIeJI€HUs] Ha3HAYaeT KOMHUCCHUIO YHCIEHHOCThIO HE MEHEE Tpex
YeJIOBEK, KOTOpasi MPOBEPSAET HATMYUE JOKYMEHTOB, YUCISIIIIUXCS 32 OTCYTCTBYIOLIUM
COTPYIHUKOM, C COCTABJIICHHEM aKTa U IMPOU3BOAUT HX HU3BATHUE C IOCIEIYIOLIEH
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nepenaven JeNONpOU3BOIUTENI0 MOAPA3AEICHUs] WM MO YKa3aHUIO PYKOBOJUTENS
CTPYKTYPHOI'O MOAPA3AEIICHUS IPYrOMY UCTIOTHUTENIO IOKYMEHTOB.

1.11. Corpynnuku mnoapasneneHuid o0s3aHbl  00€cleyuBaTh COXPaHHOCTb
HaXOJSIINXCS Y HUX Ha WCIOJHEHUM WM O3HAKOMJICHHHM JTOKYMEHTOB U IMPOEKTOB
JOKYMEHTOB.

[Ipu yrpate nokymentoB cotpyanuk OI'B PC(S) undopmupyer pykoBoauresns
noapaznenenuss u CiyxOy AeTonpou3BOJCTBA, MOCJIE YEro OPraHu3yeTcs PO3bICK
JOKYMEHTOB.

Ecnu  po3pick JOKYMEHTOB HE JaeT pe3yjibTaTa, COCTaBJISETCS — akKT,
B KOTOPOM YKa3bIBAaIOTCS JaHHBIC YTPAUCHHOTO JOKYMEHTA, a TaKKe 00CTOATENIbCTRA,
OpyU  KOTOPBIX MPOM30IIIA yTpaTa, MOCJE Yero MNpPeANpPUHUMAIOTCS MEphl TI0
3aMEILECHUIO TaHHOIO JIOKYMEHTA 3aBEPEHHON KOIIUEN JOKYMEHTA.

1.12. B cinywae yTpaThl WM HEUCIPABHUMOTO TIOBPEKJICHHUS JIOKYMEHTA,
HapylIeHWs TpaBuiI pabOThl € JOKYMEHTaMH, YCTaHOBJICHHBIX WHCTpyKIueH,
PYKOBOJIUTEIh  MOJApA3/ICNCHUs BIOpaBE HAa3HAUUTh  CIYXKEOHYIO  IPOBEPKY,
0 pesyibTaTtax KoTopod umHpopmupyercs pykoBoautenb OI'B PC(S) unu nepsbrit
3amectutens pykoBoautens OI'B PC(S).

1.13. Conepxanrie  CIy)KEOHBIX  JOKYMEHTOB  (IIPOEKTOB  JIOKYMEHTOB)
HE TOJJICKHUT pasrjallleHuIo, 3a HCKIIOYEHHEM OOIIeIOCTYyMHOW HWHMOpMaIuu o
nearensHoctt OI'B - PC(S), mpenocraBisieMoll HEOTPAaHMUYEHHOMY KpYry JHUIl B
COOTBETCTBUM C 3aKOHOAaTebcTBOM PD 1 PC(A).

[lepenaua ciay>keOHBIX TOKYMEHTOB, HMX KOIHH, MPOEKTOB KOHTpareHTam,
CpelcTBaM MaccoBOM HWH(OpMAIuu, MHBIM TOCYJApCTBEHHBIM OpraHam, OpraHam
MECTHOI'O CaMOYIIPABIIECHHS, OpPraHU3AIUsAM JIOMYCKAETCS TOJBKO C pa3pelieHUs
pykoBogutenst OI'B PC(S) nin nHOro ynoJHOMOYEHHOTO UM JTOJ>KHOCTHOTO JIMIIA.

1.14. Corpynuuku OI'B PC(S) nomxubl ObITh 03HaKOMIIEHBI ¢ HCTpyKIIMEeH u
WHBIMM HOPMATHBHBIMH aKTaMH, YCTAaHABIWBAIOIIUMH TOPAIOK PAOOTHI €
nokymeHntamu B OI'B PC(A).

Corpynauku OI'B PC(Sl) HecyT OUCUMIUIMHAPHYIO, aAMUHUCTPATUBHYIO U
MHYIO0, YCTaHOBJICHHYIO 3akoHoAaTenbcTBOM P® u PC(S), OTBETCTBEHHOCTH 3a
HecoOmoienne TpedoBanuit MHCTpyKIMK, HapyIIeHUE CPOKOB XPaHEHUS TOKYMEHTOB,
yTpaTy U HECAaHKIIMOHUPOBAHHOE YHUUTOXKEHUE CIIY>KEOHBIX IOKYMEHTOB.

1.15. TIpaBuna pa6otel ¢ mokymeHtamu B ECDJ] m mHBIX WHGOPMAIIMOHHBIX
CUCTEMaX, B KOTOPBIX OCYUIECTBISETCS CO3/aHUE (BKIIOUYEHHE) U XpaHEHUE
JIOKYMEHTOB, HE JI0JKHBI BXOAUTH B MPOTUBOPEYHE C MONOKEHUsIMU MHCTpyKINU.

1.16. UHCTpYKIIMST 1O  JICIONPOM3BOJACTBY  paspabarbiBaetcsi  Ciyk00it
JEJIONPOU3BOJICTBA B~ COOTBETCTBUU ¢  TpeOoBaHusiMu  (enepanbHOro
U peciyOIMKaHCKOI0 3aKOHO/IaTeNIbCTBA B HACTH JISTONPOU3BOACTBA U aPXUBHOTO JieJia
u yrBepxkaaercs mnpukazoMm OI'B PC(S) mnocie coriacoBaHusi C€ 3SKCHOEPTHO-
MIPOBEPOUHON KOMHUCCHEeW MuHucTepcTBa KyJbTYphl U AyXoBHOro pazputusi PC(S1)


consultantplus://offline/ref=DCCB8E520A29035C000A14E3870CA30EA36DBFDAF1B2746A2D0B4F1421F0260A443486B0913451F1HDBDD

11

(manee — OIIK MuHucrepcTBa KyJabTypsl M AyXoBHOro passutus PC(A)),
YIOJIHOMOYEHHOT'O HCIOJHUTEIBRHOTO oOpraHa rocynapcrBeHHoil Binactu PC(S) B
cdepe apXUBHOTO JI€J1a, B COOTBETCTBUU C MPEJOCTABICHHBIMU €MY MOJTHOMOYHUSIMH.

Bnecenue nsmenenuii B MHCTpYKLMIO 110 IEJIONPOU3BOACTBY OCYILECTBISAECTCS
npukazom OI'B PC(S) mocne cormacoBanust uaMmeneHudt ¢ OIIK Mwunucrepctsa
KyJbTYphl U 1yxoBHOTO pa3sutus PC(5), 3a uckiitoueHneM U3MEHEHUN TEXHUYECKOTro
Xapaxkrepa.

2. OCHOBHBIC MOHATHS

2.1. B mnacrosimedt MWHCTPYKIIMM UCHOJB3YIOTCS  CJICAYIOIIME OCHOBHBIE
JETONPON3BOICTBEHHBIE TEPMUHBI U UX ONPECICHHUS:

OJIaHK JIOKYMEHTa — JIUCT OyMarv Wi 3JEKTPOHHBIN 1IAa0J0H C PEKBU3UTAMU,
UACHTUDUITUPYIOIIUMHU aBTOpa OQUIIHMAIFHOTO JOKYMEHTA;

BUJT  JOKyMEHTa —  KJIacCH(UKAIMOHHOE  TIOHSTHE, o0o03Havaroee
NPUHAJICKHOCTh JIOKYMEHTA K ONPEJEICHHOW TpyINe JTOKYMEHTOB IO MPU3HAKY
oO1mHOCTH (DYHKITMOHATILHOT'O Ha3HAYEHNS,

BH3a — PEKBU3UT, BBIPAXKAIOIIUN COTJIACUE UIIA HECOTIIACUE JOJIKHOCTHOTO JIULIA
C COIEpKAHUEM JTOKYMEHTA;

BKIIOUeHue okymenTa B ECO/] — ocymiecTBieHue AeiicTBUM, 00ecieunBaroInX
pa3MellleHne CBEIEHUH O TOKYMEHTE W/WIM JTIOKYMEHTa B CHUCTEME 3JIEKTPOHHOTO
JOKYMEHTO000POTa;

BHYTPEHHSS OIUCHh — JTOKYMEHT, BKJIIOYAEMBIHA B JEJI0 IS y4eTa JOKYMEHTOB
nena;

BPEMEHHOE XpaHEHUE JOKYMEHTOB — XpaHEHUE JOKYMEHTOB B TEUEHUE CPOKOB,
YCTAaHOBJIECHHBIX HOPMAaTUBHBIMU IIPABOBBIMU aKTaAMU;

BBIIIUCKA W3 JOKYMEHTa — KONHS 4YacTh JOKYMEHTa, 3aBEpCHHas B
YCTaHOBJIEHHOM HOPSIAKE;

rOCYJIApCTBEHHBIE OPTaHbl — OpPraHbl rocyaapcTBeHHOM Biactu P®, opransl
rOCYIapCTBEHHOW BIACTU CYOBbeKkTOB P® u wuHBIE TOCYZapCTBEHHBIC OpPTaHbI,
oOpazyemMble B COOTBETCTBMM C 3aKOHOAATeNbCTBOM P®d, 3akoHOIATEIHCTBOM
cyObekToB PD;

rpud orpaHMYEHUs JOCTYMA K TOKYMEHTY — PEKBH3UT, CBUACTEIbCTBYIOIIHIA 00
0coboM xapakTepe HHGOPMAIMK TOKYMEHTA U OTPAHUYUBAIOIINI TOCTYI K HEMY;

rpud cormacoBaHUsS — PEKBU3UT, BBIPAKAIONIUN COTJIACHE OpTaHW3AINH, HE
SIBJISIFOLIENCS] aBTOPOM JIOKYMEHTA, C €r0 COJICPKAHUEM,;

rpud YTBEPKACHUS — PEKBU3UT 0(pUIIHUATIBHOTO JOKYMEHTA,
CBHUJIETEIBCTBYIOIINI O MPABOBOM CTaTyC€ IOKYMEHTA;

JIE€JI0 — JTOKYMEHT WM COBOKYIHOCTb JOKYMEHTOB, OTHOCSIIUXCS K OJHOMY
BOIIPOCY WJIM YYACTKY JEATEIbHOCTH, IOMEIIEHHBIX B OTACIbHYIO 00JIOKKY;
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JIENOMPOU3BOJICTBO — JIEATEIBHOCTb, O0O€CIeunBaromas JOKyMEHTUPOBAHUE,
00paboTKy, UCIIOJIH30BAHUE U ONIEPATUBHOE XPAHEHUE JOKYMEHTOB;

JOKYMEHT — 3a(PUKCHUpPOBaHHAs Ha HOCUTENE HHQPOpMALMsS C PEKBU3UTAMH,
MTO3BOJISIOIIUMU €€ UICHTU(UIIUPOBATh;

JOKYMEHTaJIbHbIA (DOHJ — COBOKYIMHOCTh JIOKYMEHTOB, OOpa3ylolIuXcs B
NeSATeIbHOCTH OpTraHu3allly;

JOKyMEHTallMOHHOe oOecrieuenue (ympasienus), JOY — nesaTenbHOCTH,
1[eJIeHaNpaBJIeHHO o0ecreunBaroas QyHKIUKA YIIpaBIeHUs JOKYMEHTAMU,

JIOKYMEHTUPOBAaHHE — 3aMUCh WHOOPMAIIMM HA HOCUTEJE IO YCTAHOBJICHHBIM
npaBujIaM;

JOKYMEHTUpPOBaHHas HHQopMaIus — 3adUKCUPOBAHHAS HA MaTepHAIBHOM
HOCHUTEJIC TIyTeM JIOKYMEHTHUPOBaHUs MHGOpPMAIUs ¢ PEKBU3UTAMU, MO3BOJISIOMIUMHI
OTPENICNIUTh TaKyr0 WH(OpPMAIMIO WM B YCTAaHOBJEHHBIX 3aKOHOAATEIHCTBOM Pd
CIIy4asix €e MaTepuajbHbI HOCUTEIb;

JIOKYMEHTOOOOPOT — JABMIXKEHHUE JOKYMEHTOB B OpraHM3allid C MOMEHTa HX
CO3JIaHUSI WJIM TTOJTYYCHHUS 70 3aBEPIICHUS UCTIOJIHCHUS WU OTIIPABKH;

JIOKYMEHTOIIOTOK — COBOKYITHOCTh JOKYMEHTOB OJTHOTO BHJa WJIM Ha3HAYCHUS,
UMEIOIIUX €IMHBINA MapIIPyT;

JTOKYMEHTHl  (records) — JOKYMEHTHpOBaHHas HWHGOpMAIMs, CO3/aHHas,
NOJIyUeHHass W COXpaHsAeMas OpraHu3alieil WM 4YacTHBIM JIMIIOM B KadecTBe
J0Ka3aTeIbCTBA U aKTUBA JIJISl OATBEPKICHUS MPABOBBIX 0053aTENILCTB WM JEJIOBOM
TpaH3aKIINH;

JOJKHOCTHOE JIMIIO — JIMIIO, TIOCTOSIHHO, BPEMEHHO WJIU IO CIEIHAIBHOMY
NOJTHOMOYUIO  OCYIIECTBIAIONIEE  (PYHKIMU  TPENCTABUTENs  BIACTH  JIMOO
BBITIOJTHSIOIIIEE OpraHu3alMOHHO-PACTIOPSIIUTEIBHBIE, aIMUHUCTPATUBHO-
XO3sIICTBEHHbIE (YHKIMA B TOCYIapCTBEHHOM OpraHe WM OpraHe MECTHOTO
CaMOYTMpaBJICHUS;

TyOIMKaT JOKyMEHTa — MOBTOPHBIN IK3EMIUISP MOAIMHHUKA IOKYMEHTA;

3aBEpEeHHas KOMUs JOKYMEHTa — KOMUA JJOKYMEHTa, Ha KOTOPOUl B COOTBETCTBUU
C YCTaHOBJICHHBIM TIOPSKOM TPOCTABICHBI PEKBU3UTHI, OOCCIEUYHBAIOIINE €€
IOpUINYECKYIO 3HAUUMOCTb;

3ampoc — oOpareHne moab30BaTels HHPOPMAIHE B YCTHOW WU MHUCHhbMEHHOM
¢dbopme, B TOM Unciie B BUJIE AIEKTPOHHOTO JOKYMEHTA, B TOCY/IapCTBEHHBIN OpPTraH WK
OpraH MECTHOTO CaMOYTPABIICHUS JIUOO K €T0 JOHKHOCTHOMY JIMITY O TIPEIOCTABICHUH
nH(OPMAITH O JeATEIHLHOCTH STOTO OpPraHa;

UHJIEKC Jella — HudpoBoe WM OyKBEHHO-IM(pOBOe OOO3HAYCHHE Jiella B
COOTBETCTBUM C HOMEHKJIATYPOU JieJl OpraHu3alluu;

WHJMBUAYaJIbHBIA CPOK HCHOJHEHUS JIOKYMEHTa — CpOK HCIIOJHEHUS
JIOKYMEHTa, YCTAHOBJEHHBI OPraHU3allMOHHO-PACTIOPSAIUTEIBHBIM JIOKYMEHTOM
OpraHu3aluy WINA PE30JIOLUEN;
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MH(OPMAIMOHHO-TEJIEKOMMYHUKALIMOHHAs! CETh — TEXHOJIOTMYECKasi CHCTEMa,
MpeaIHa3HAuCHHAas JJIs MEepeavn Mo JIMHUAM CBA3M MH(GOpPMAILMK, JOCTYI K KOTOPOH
OCYIIECTBIISIETCS C UCIIOJIB30BAHUEM CPEJICTB BEIUMCINUTEIbHON TEXHUKH;

KJaccu(uUKalus — CUCTeMAaTH4YecKass HACHTU(DUKAUUA W/HIW YIOPSA0oYEHUe
JIEJIOBOM JEATENBHOCTH W/MAW JOKYMEHTOB IO KaTeropusiM B COOTBETCTBUHU C
JIOTUYECKU CTPYKTYPUPOBAHHBIMU  YCIOBHUSIMH, METOJAaMU W  IPOLETYPHBIMU
MpaBUIIAMH;

KOHBEPTUPOBAHMUE — MPOLIECC MEPeBOJia JTOKYMEHTOB M3 OJHOro (Gopmara B
JIPYTOH;

KOHTPOJIb UCIIOJIHEHUS JIOKYMEHTOB — COBOKYIHOCTb NEUCTBUH,
00ecreynBaroliX CBOEBPEMEHHOE UCTIOTHEHUE JOKYMEHTOB;

KOH(UIECHIIMATFHOCTh MHPOPMALIUK — 00s13aTEIBHOE ISl BBIMIOTHEHUS JTUIIOM,
NOJIYYUBIIUM JIOCTYNl K OIpeeNeHHOW WH(opmaiuu, TpeOoBaHUE HE TepenaBaTh
TaKylo MH(OPMAIMIO TPETHUM JIHIIaM 0e3 coryacus ee o0aaaTens;

KOIUSl JOKYMEHTa — JK3EMIUIAP JOKYMEHTa, MOJIHOCTHIO BOCIPOM3BOISIINAN
UHGOPMAIIHIO TIOJITTMHHUKA TOKYMEHTA;

JUCT COIJIaCOBaHUSA (BU3UMPOBAHMS) JOKYMEHTAa — YacTh OQUIIMAIBHOIO
JIOKYMEHTa ¢ OTMETKaMH (BU3aMH) O COTJIACOBAaHUMU;

JUCT-3aBEPUTEIIb JieNla — JOKYMEHT, COJIEpKallluii CBEJCHHUS O KOJUYECTBE
JUCTOB Jiefia, (PU3UYECKOM COCTOSTHUU TOKYMEHTOB M OCOOEHHOCTSIX (POPMUPOBAHUS
nena;

MEXBEJOMCTBEHHOE MH(OPMAIIMOHHOE B3aMMOJIEHCTBUE — OCYIIECTBIIIEMOE B
HEJISIX TTPEIOCTABIECHUS TOCYAPCTBEHHBIX U MYHHUIIUIAIBHBIX YCIYT B3aUMOJICUCTBHUE
o BONpocaM OOMEHa JOKYMEHTaMH U MHGPOpMAIME, B TOM YHUCJE B AJICKTPOHHOMN
dbopMe, MeKy OpraHaMu, MPEIOCTABISIONUMH FOCYIapCTBEHHBIC YCIYTH, OPTaHaMH,
PEIOCTaBISIONUMU MyHUIUTIATbHBIC YCIIyTH, 10JIBEIOMCTBEHHBIMHU
roCyJapCTBEHHBIM OpraHaM HJIM OpraHaM MECTHOI'O CaMOYTIPaBJICHUS OPraHU3alUsIMU,
YYACTBYIOIIUMH B MPEIOCTABICHUH TOCYIAPCTBEHHBIX WM MYHUIMIAIBHBIX YCIYT,
WHBIMUA TOCYIapCTBEHHBIMU OpraHamMu, OpraHaMu MECTHOTO CaMOYIpPaBJICHUS,
MHOTO(YHKIIMOHATBLHBIMH IICHTPAMU,

MeTaZaHHble JOoKyMeHTOB (metadata for records) — cTpyKTypupOBaHHAs WA
MOJIYCTPYKTYPUpPOBaHHAsT WHGOPMAIIHSI, KOTOpasi TO3BOJISIET CO3/1aBaTh, YIPABISTh U
HCIIOJIb30BaTh JOKYMEHTHI B Pa3HOE BPEMS U B PA3JIMYHBIX 00JACTAX AEATEIbHOCTH;

MUTIpalys — MpOLEecC NEPEMEIIECHHs JOKYMEHTOB W3 OJIHOM annapaTHOW WIIN
MPOrpaMMHONM KOH(QUTYpAIUU B IpYyryio 0e3 u3MeHeHus: popmara;

HOMEHKJAaTypa Jel— CHCTEMAaTU3UPOBAHHBIA IEPEYEHb 3arojlOBKOB eI,
CO3/1aBa€MbIX B OPTaHU3AINH, C YKA3aHUEM CPOKOB UX XPAHEHUS;

HOCUTEIb (JOKYMEHTHUPOBAHHOH) uWH(OpMAIMU — MaTepUalibHbId OOBEKT,
NpEeIHA3HAYCHHBIA U1 3aKpEIUIeHHs, XpaHEeHHs (M BOCHPOMU3BENIECHUS) PEUYEBOM,
3BYKOBOM WJIM M300pa3uTesbHON HHGOpMALIUH;
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oOpalieHre Tpa)xJIaHUHAa — HANpaBJI€HHbIE B TOCYAapCTBEHHBIH OpraH, OpraH
MECTHOT'O CaMOYIPABJICHHS WM JOJKHOCTHOMY JIMIY B MUCBMEHHOM (opMe WiId B
(opMe 3IEKTPOHHOTO JOKYMEHTA MPEJIOKEHUE, 3asBJICHUE WM *kKajnoba, a Takke
ycTHOE oOpalleHue TpakJaHWHa B TOCYJAapCTBEHHBIM OpraH, opraH MECTHOT'O
caMOyIIpaBJIeHUS;

00BEM JIOKyMEHTOO0OpOTa — KOJIMYECTBO JIOKYMEHTOB, IIOCTYIHUBIIUX B
OpraHu3alyIo0 U CO3/IaHHBIX €10 3a ONPEAEICHHBIN EPUOLI;

OMEpPAaTUBHOE XPaHEHHE JOKYMEHTOB — XPAHEHHE JOKYMEHTOB B CTPYKTYPHOM
noJipa3ejeH!H 10 UX Mepeaadyn B apXUB OpraHU3alry Wi YHUUYTOXKEHHUS,

OIKCH JIeJl CTPYKTYPHOT'O MOJAPA3EICHHs — YUYETHBIN JOKYMEHT, BKIIOUAOIINN
3aroJIOBKM i, C(OOPMHUPOBAHHBIX B CTPYKTYPHOM MOJAPA3CICHUN W MOJAJEKAIINX
nepeaye Ha apXMBHOE XPaHEHUE;

ouimanbHoe OMyOJIMKOBAaHHWE JOKYMEHTa — TepBas NyOJIMKalus IOJHOIO
TEKCTa 3aKOHOJATEeIbHOTO U MHOTO HOPMATHUBHOTO MPABOBOTO aKkTa B O(QUIIUATEHOM
U3JIaHUU WM €T0 TIePBOe pa3MelleHre Ha OPUIIMATbHOM HHTEPHET-TIOPTAJIE;

opUIIUATIBHBIA ~ JOKYMEHT —  JJOKYMEHT,  CO3JIaHHBIM,  HOPUIAHUYECCKUM,
JOJIKHOCTHBIM WM (PU3NYECKUM JIMIIOM, O(DOPMIICHHBIN B YCTAHOBJIIEHHOM MOPS/JIKE;

opuIMANbHBIA CalT TOCYJapCTBEHHOTO OpraHa WM OpraHa MEeCTHOTO
camoympaBieHus (nanee — OQUIMANBHBIA CalT) — calT B UHGOPMAIMOHHO-
TEJIEKOMMYHHMKAIIMOHHOW  cet  WHTepHeT, coxepxammii  uHPOpMALMIO O
JESTENBHOCTH TOCYAApPCTBEHHOIO OpraHa WM OpraHa MECTHOTO CaMOYIIpaBJIEHUS,
ANIEKTPOHHBIN aJ[peCc KOTOPOro BKJIIOYAET JOMEHHOE HMs, MpaBa Ha KOTOPOE
NPUHAIJICKAT TOCYAAPCTBEHHOMY OpraHy WM OpPraHy MECTHOTO CaMOYIPaBIICHHUS.
denepaabHBIM 32aKOHOM MOXKET OBITh TPETYCMOTPEHO CO3/IJaHME €MHOTO MopTalia, Ha
KOTOPOM pa3MenatoTcs oPUIIHaIbHbIE CAUTHl HECKOJIBKUX FOCYJaPCTBEHHBIX OPTaHOB;

opopMIIeHHE JOKyMEHTa — WPOCTaBICHHWE HA JOKYMEHTE HEOOXOIUMBIX
PEKBU3HUTOB;

nepBuYHas ~ oOpaboTka  JOKYMEHTOB  (9KCHEeIMIIMOHHAs  oOpaboTka
JOKYMEHTOB) — 00pa0oTKa JOKYMEHTOB (MpOBEpKa LETOCTHOCTH, KOMILJIEKTHOCTH,
COPTHUPOBKA U JAp.) MPU NOCTYIUICHUH B OPTraHU3aLUIO;

[e4aTh — YCTPOMCTBO, HUCIOIB3YEMOE JJI 3aBEPEHUs NOJJIUHHOCTH IOIIUCH
JOJDKHOCTHOTO JIMIIA IOCPEACTBOM IPOCTABJIEHUS €r0 Ha JJOKYMEHTE;

NOJJIMHHUK JJOKYMEHTA — MEePBbIA UM €IUHCTBEHHBIN SK3EMILISIP TOKYMEHTA;

noAnucaHue (IIOKyMEHTa) — 3aBEpEeHHE JIOKYMEHTa COOCTBEHHOPYYHOMU
MOJIMUCHIO JOHKHOCTHOTO WM (PU3UUECKOr0 JIUIIA 110 YCTAaHOBICHHOU (hopMme;

MOJIMUACH — PEKBU3HT, TPECTABISIOMNA COO00H COOCTBEHHOPYUYHYIO POCIHUCH
JOJKHOCTHOTO WJIM (PU3HUYECKOIO JINLA;

MIOCTOSIHHOE XPAaHEHHE JOKYMEHTOB — BEUHOE XpaHEHUE TOKYMEHTOB 0€3 IpaBa
WX YHUUTOXEHUS;
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MPEIBApPUTEILHOE PACCMOTPEHHE JOKYMEHTOB — H3y4YeHHE JOKYMCHTA,
MOCTYINUBIIIETO B OPTaHMU3AIMIO, JJIA ONPEACICHUS JODKHOCTHOTO JIMIA, B
KOMITETEHITHIO KOTOPOTO BXOJUT €r0 PACCMOTPEHUE;

NpU3HAKA 3aBEJICHHUS JIea — OCHOBAHHWSA, B COOTBETCTBHH C KOTOPBIMH
dbopmynupyeTCs 3aroJ0BoOK Jeja u GopMupyeTcs Aeo;

pETHCTpAIMOHHO-YYeTHAasT (popmMa — JOKYMEHT YCTaHOBIICHHOHW  (OpMBI
(kapTouKa, XKypHai), B TOM YHCJIE B AJICKTPOHHOM BHJIE, UCIIOJIB3YEMBIN IS 3aITUCH
CBEJICHUH O TOKYMEHTE B IIEJISIX y4eTa, MOMCKA U KOHTPOJIS;

PETHCTPAIMOHHBIA HOMEP JTOKYMEHTA (PErUCTPAIMOHHBIN HHIEKC JOKYMEHTA) —
udpoBoe WK OyKBeHHO-IM(poBOe 0003HAYEHHE, TPUCBAUBAEMOE JOKYMEHTY IMpHU
€r0 PEeruCTpaIvy;

perucTpanus J0KyMeHTa — MPUCBOCHUE JOKYMEHTY PETUCTPAIIMOHHOTO HOMEepa
M 3aIMCh JAHHBIX O JIOKYMEHTE 110 YCTAaHOBJICHHOH (hopMme;

PE3ONTIOIUST — PEKBH3UT, COJACPIKAIIMN yKa3aHUs JODKHOCTHOTO JIMIA TI0
UCIIOJTHEHUIO JIOKYMEHTA,;

PEKBH3UT JOKYMEHTA — DJICMEHT 0()OPMJICHHS IOKYMCHTA;

pexkBu3uThl jgokyMenta (B MOJO) — daitn dpopmara XML onpeneneHHon
CTPYKTYPBI C YKa3aHHBIM COCTaBOM 3JIEMEHTOB U UX aTpUOYTOB;

calt B cetu HHTEpHET — COBOKYINHOCTh MPOTpaMM [JIsi 3JIEKTPOHHBIX
BBIUMCITUTENBHBIX MAIIMH U UHOM MHOpMaILUU, cofepkamieiics B HHPOPMaIIMOHHOM
CUCTEME, JOCTyHn K KOTOpOil oOecreyuBaeTcs MOCPEICTBOM HHMOPMAIMOHHO-
TEJIEKOMMYHHUKAIIMOHHOM ceTn MHTepHeT 1Mo JTOMeHHBIM UMEeHaM U (W) MO0 CETEBBIM
azpecam, MO3BOJISIIONIUM UACHTUPUIIMPOBATH CAUTHI B ceTu HTEpHET;

CETEeBOM azapec — WACHTU(PUKATOP B CETH IMEpeadyd JaHHBIX, ONMpPENeIsIomun
OpU OKa3aHWHM TEIEeMAaTHYECKUX YCIYT CBSI3M AOOHEHTCKHM TEepMHUHATI WU WHbBIE
CpEeIICTBA CBSI3U, BXOJAIINE B UHPOPMAITMOHHYIO CUCTEMY;

cucrema MEXBEJJOMCTBEHHOT O AIEKTPOHHOTO JOKYMEHTO000poTa —
dbenepanpHas HHGOPMAIIMOHHAS CHCTEMa, 0OCCIIeUYnBarOIIas B aBTOMAaTU3UPOBAHHOM
peXUMe 3alTUIICHABI 00OMEH JIEKTPOHHBIMU COOOIICHUSMH;

CUCTEMa DJJIGKTPOHHOTO JOKYMEHTOOOOpOTa — CHCTEeMa aBTOMAaTH3aIluu
JICONIPOU3BOJICTBA M JOKYMEHTOOOOpPOTa B TOCYIAapCTBEHHOM OpraHe BIAcCTH,
o0ecreunBaroIas BO3MOKHOCTH BHYTPEHHETO 3JIEKTPOHHOTO TOKYMEHTOO0OPOTA;

COrJacoBaHHWE JOKYMEHTa (BU3MPOBAHWE) — OIEHKA TPOEKTa O(PHUIIMATIBHOTO
JOKYMEHTa  3aWHTEPECOBAaHHBIMH  OpPTaHU3ANMSIMH, JOJKHOCTHBIMH  JIUIAMH,
CHIEIUATICTAMH,

CPOK XpaHEHHs JOKYMEHTOB — MEPHOJl BpEMEHHU, B TEUYEHUE KOTOPOTO JOJIKHO
oOecreunBaThCA XpaHEHUE TOKYMEHTa B COCTaBE JTOKYMEHTAJIbHOTO WU apXUBHOTO
dboHna;

TUTIOBOM CPOK WCIIOJIHCHHSI JIOKYMEHTa — CPOK HWCIIOJHEHUS JOKYMEHTA,
YCTaHOBJICHHBI HOPMAaTUBHBIM MPABOBEIM aKTOM;
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YHUYTOXXCHHUE — MPOIECC YHUUTOKCHUS WIN YAAUICHUS JOKYMEHTOB 0€3 KaKoii-
100 BO3MOYKHOCTH MIX BOCCTAaHOBJICHMUS;

YHUUYTOXCHUE JTOKYMEHTOB — UCKIIOUEHUE TOKYMEHTOB M3 JOKYMEHTAJIBHOTO
WIM apXWBHOro (HOHAA 10 HMCTCYCHUH CpPOKAa HMX XPaHCHUS C IMOCICIYIOIINM
YHUUTOXXCHHEM (YTHIIM3AIUCH );

dbong000pazoBaresb — OpUAUYECKOEe WIM (U3UYECKOe JIUIO, B TMPOIecce
NeATeIbHOCTH KOTOPOTO 00pa3yeTcsi JOKyMEHTaIbHbIN (DOH]T;

dbopMupoBaHUE JeNla — TPYNIHUPOBKA HCIIOTHEHHBIX JOKYMEHTOB B JCIIO B
COOTBETCTBHH C HOMEHKJIATYypOH JIe]T U UX CHCTEMAaTH3aIlis BHYTPHU JIET,

(GOTOTOKYMEHT — N300Pa3UTENBHBIA JOKYMEHT, CO3/IaHHBIN (OTOrpaPUICCKUM
WIN DJICKTPOHHBIM (LUGPOBBIM) criocobom, GuKCUpyromuil nHpopManuo B BUIE
OTJICTBHBIX N300paKEHUI — CTATHYHBIX 00Pa30B.

XpaHCHHE JIOKYMCHTOB — OpraHu3alus palMOHAIBHOTO pa3MEIICHUS U
oOecIieueHue COXPAaHHOCTH JJOKYMCHTOB;

AKCIIEPTU3a IICHHOCTH JIOKYMEHTOB — H3y4Y€HHE JIOKYMEHTOB Ha OCHOBaHHUHU
KPUTCPUEB HMX IIEHHOCTH B IIEJISAX OIPEICICHHUS CPOKOB XpaHEHUS JTOKYMEHTOB M
0TOOpa WX JIJIs BKIIFOUYCHHSI B cocTaB ApXuBHOTO (poHa PD;

AJIEKTPOHHAs KOIMHUS TOKyMEHTa — KOIHUS JOKyMEHTa, CO3/laHHas B LU(POBOii
dopme;

aNeKTpoHHas noanuck (nanee — OII) — uHboOpManHs B ANEKTPOHHOUN dopme,
KOTOpasi TMpHUCOEIWHEHAa K Jpyrol wuHpopManuu B OSIEKTPOHHOU (opme
(moanmuceiBaeMoil HH(OpMAIUKM) UM UHBIM 00pa30M CBsi3aHa ¢ Takoil nHpopmaimen u
KOTOpasi UCIIOJIB3YETCsI IJIsl OTPE/ICTICHUS JINIIA, TOANMCHIBAIONIETO HH(POPMAIIHIO;

ANEKTPOHHBIN TOKYMEHT — JJOKYMEHTHpOBaHHasl WH(OpMaIus, IpeicTaBIeHHas
B DJIEKTPOHHOU (hopMe, TO €CTh B BHJIC, IPUTOJHOM JIsl BOCIIPUSITHS YEIIOBEKOM C
UCIIOJIb30BAHUEM DJICKTPOHHBIX BHIYUCIUTENBHBIX MAIINH, & TAKXKE JIJIS Mepeadyu 1o
UH(OPMAITMOHHO-TEIEKOMM YHUKAIIUOHHBIM CeTsIM Wi 00paboTkH B
WH(OPMAITMOHHBIX CHCTEMAX;

ANIEKTPOHHBIN JTOKYMEHTOOOOPOT — TOKYMEHTOOOOPOT C HCIOIh30BAHUEM
aBTOMATU3UPOBAHHOW  WH(POPMAIIMOHHOW  CHCTEMBl  (CHCTEMBI  DJIEKTPOHHOTO
JTIOKyMEHTO000pOTa);

IOpUANYEcKasT 3HAYUMOCTh JTOKYMEHTa — CBOMCTBO JOKYMEHTa BBICTYNATh B
KaueCTBE MOITBEPIKIACHUS JICTOBOU IEATETLHOCTH JTUOO COOBITUH JIMYHOTO XapaKTepa;

IOpUANYECKass CHUJla JOKYMEHTa — CBOWCTBO OQUIIMATBLHOTO JOKYMEHTa
BBI3BIBATH OTPEICTICHHBIC MPABOBHIE TIOCIIEICTBUS.
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3. JIokyMeHTHPOBaHHUE YIIPABJICHYECKOM AeATEIbHOCTH
3.1. lokymentnl OI'B PC(5)

3.1.1. CoctaB mokymeHTOB, oOpasywmuxcsi B aestenbHoctd OB PC(S)
OTPENICNICH €Tr0 TMOJHOMOYMSIMHU, KPYTOM BBIMOJHAEMBIX UM (DYHKIUN, MOPSIKOM
pa3pellieHus BOMPOCOB, OOBEMOM U XapaKTepoOM B3aUMOCBS3EH C HMHBIMU
rOCYJapCTBEHHBIMM  OpraHamMH,  OpraHaMM  MECTHOTO  CaMOYIIpaBJICHHH,
OpraHU3aIUsAMU, TPAXKIAHAMH.

3.1.2.B OI'B PC(f) co3matorcs AOKyMEHTHI Ha OyMaXHOM HOCHUTEIIE,
AJIEKTPOHHBIE IOKYMEHTHI (JIOKYMEHTBI, CO3/laHHbIC B IIU(GPOBOM PopMe 1 UMeroIne
CTaTyC MOJJIMHHUKA JOKYMEHTA) U DJICKTPOHHBIC KOMUU JOKYMEHTOB, MMOJYYCHHBIC B
pe3yibTaTe CKAaHUPOBAHUSI JIOKYMEHTOB Ha OyMaKHOM HOCHUTEJIE.

3.1.3. BEC3/J1 OI'B PC(S1) npu Bu3yanu3anuu 31€KTPOHHBIX JOKYMEHTOB U UX
BOCIIPOM3BEJCHUM Ha OyMa)XHOM HOCHUTEJIE BOCHPOU3BOJATCS  PEKBUZHUTHI,
o0s3aTeNbHbIE I COOTBETCTBYIOIIETO BUA JJOKYMEHTOB.

3.1.4. Tlpu co3maHuu dJIEKTPOHHBIX JOKYMEHTOB UCIOIB3YIOTCS JIEKTPOHHbBIC
mabioHbl  OJJAHKOB M DJIEKTPOHHBIE I1abJIoHbl  (yHUDHUIIUPOBAHHBIE (OPMBI)
JOKYMEHTOB, KOTOPbIE IO COCTAaBY PEKBU3UTOB JIOKYMEHTOB UJICHTHUYHBI JOKYMEHTaM
Ha OyMa)XHOM HOCHUTEJNE. DIEKTPOHHBIE Ia0IOHBI OJIAHKOB U AJIEKTPOHHBIE 111a0I0HbI
JOKYMEHTOB JIOJKHBI OBITh 3alTUIICHBI OT HECAHKIIMOHUPOBAHHBIX N3MEHEHU.

[ITa6monsr 61ankoB, ucnoiaszyembie B OI'B PC(S), yrBepkaaroTcs mpukazom
PYKOBOJIUTETIS.

3.1.5. BHyTpeHHHE TOKYMEHTHI, aBTOPAMU KOTOPBIX SIBISIIOTCS OTACIbHBIC JINIIA,
JIOIyCKaeTCs MUCATh OT PYKH (3asiBICHUE, O0BSICHUTENbHAS 3aMMCKA U T.I1.).

3.1.6. IIpoekT JOKyMEHTa, WMEIOMIET0 JUIMTEIBHBIM CPOK XpaHCHHUS U
MOJICIKAIIETO TMOANUCAHUIO (YTBEPKIAEHUIO) M TMOCIEAYIOUIEMY XPaHEHUIO Ha
OyMaKHOM HOCHUTEJIE, B ciiydae ero cornacoBanus B ECOJI, moMemnaercst Ha XpaHeHHE
B JICJI0O BMECTE C JIMCTOM COTIJIACOBAHMS, COCTABISAIONIUM €TI0 HEOThEMIIEMYIO YacCTb.
Jluct cornmacoBanus, pacnedatanubii u3 ECOJI, momkeH coaepkaTh CBEJCHUS O J1aTe
ero GopMHUPOBAHUS U HANMEHOBAHUH CUCTEMBI, B KOTOPOW TTPOBOAMIOCH JIEKTPOHHOE
COTJIACOBaHME.

3.1.7. JlokymeHTBI Ha OyMaKHOM HOCHUTENIE MOAMUCHIBAIOTCS
COOCTBEHHOPYYHOH MOAMUCHIO COOTBETCTBYIOIIMX JOJKHOCTHBIX JIMII.

3.1.8. DnekTpoHHBIE JOKYMEHTHI, HAIIPaBJIsieMbIE B TOCYapPCTBEHHBIC OPTAHbBI U
OpraHbl MECTHOTO caMOYTpaBJICHU, MOAMUCHIBAIOTCS YCUJIEHHOM
KBATU(UIIMPOBAHHON 3JIEKTPOHHOW MOAMUCHIO JIOHKHOCTHOTO JIMIA, MOPSJIOK
MpUMEHEHHsT KoTopou ycraHoBieH DenepanbHbiM 3akoHOM oT 11 ampens 2011 r.
Ne 63-D3 «O06 351€KTPOHHON MOATUCH» U UHBIMU HOPMATUBHBIMU MPABOBBIMU aKTaAMU
Poccuiickoit @enepanum.
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3.2. Bi1aHKH 10KYMEHTOB

3.2.1. Joxymentsl OI'B PC() opopmisitoTcst Ha OjaHKax ¢ BOCIPOU3BEACHUEM
I'ocynapctBennoro repba PC(51) B cooTBercTBUU ¢ 3akoHoaaTenbcTBoM PC(S), Ha
muctax Oymaru popmaTta A4 Genoro BeTa WIHM CBETIBIX TOHOB.

[Ipu HEoOX0AMMOCTH JOKYMEHTHI MOT'YT U3rOTaBIMBAThCS Ha Oymare gopmara
A3 (297 x 420 mm) wm AS (148 x 210 mm).

3.2.2. bnaHku Ha OYMaXXHBIX HOCHUTENSX H3rOTaBIMBAIOTCA TUIOTPAPCKUM
CIIOCOOOM M C UCTIOIB30BAaHUEM KOMITBIOTEPHOU TEXHUKH.

3.2.3. bilaHKM KOHKPETHBIX BHJOB JOKYMEHTOB (OJlaHK TMpuKasza, OJaHK
pacnopsbKeHuss M JIp.) M3rOTaBIMBAIOTCS JJIA T€X BHUAOB JOKYMEHTOB, HW3JIaHUE
KOTOPBIX HOCUT PETryJISIPHBIN Xapakrep.

3.2.4. bnanku gokymentoB OI'B  PC(S) pa3pabareiBatoTcsi Ha OCHOBE
IPOJIOJILHOTO BapUAHTa PACIOJIOKEHUSI PEKBU3UTOB. PEKBU3UTHI BHIPABHUBAIOTCS T10
LIEHTPY BIOJIb BEpXHETo noJig fokymeHTa B coorsercTBuu ¢ 'OCT P 7.0.97-2016.

3.2.5. OcoOEHHOCTH W3TOTOBJICHHUSA, Yy4eTa, WCIOJb30BAaHUS, XPAHCHUS U
YHUYTOXKCHHS OJIAaHKOB JIOKYMEHTOB TMPUBEACHBI B Tozapaszzieie 9.2. HacTosen
HNucTpykuum.

3.3. O6mue TpeOOBAHUA K U3TOTOBJIEHHUIO IOKYMEHTOB

3.3.1. Odbopmrnenue, co3maHue JAOKYMEHTOB W pa3Mephl CIYKEOHBIX IMOJeH
yctanaBnmuBaiotrca B cooTBeTcTBUU ¢ ['OCT P 7.0.97-2016. CnyxebHble moyis Ha
JOKYMEHTE JIOJKHBI OBITh:

30 MM — JI€BOE;

20 MM — BEpXHEE;

20 MM — HIDKHEE;

10 mM — nipaBoe.

BepxHee mone mepBOil CTpaHUIBI JOKyMEHTa YCTaHABIWMBAETCS TpaHUIIAMU
OJlaHKa.

[Ipy TOATOTOBKE TEKCTOBBIX CIYKEOHBIX JOKYMEHTOB HCIOJB3yeTCs
oOIIepacIpoOCTpaHeHHBI  OecraTHRIA — MWPHQPT, O0OJATAIONUN  CICAYIOIIUMHU
XapaKTepUCTUKAMU: MIPUPT ¢ 3aceukamu (serif), mpormopuroHaIbHbIHN, TPAIUIIMOHHOTO
Ha4YepTaHusA, JeI0BOro CTuis, pasmepoB Ne 12-14, Ne 10-12 (mms odopmieHus
TabmuHbIX MaTepranion), Ne 10-12 (17151 oTMETKH 00 UCIIOJTHUTETIE).

3.3.2. 3aronoBKM pa3NeNioB W MOAPA3/IEITIOB MOTYT BBIACIATHCS MOIYKUPHBIM
mpudTOM, IedaTaroTCs ¢ a03aIHBIM OTCTYIIOM WIIA IIEHTPUPYIOTCS TI0 IITMPUHE TEKCTA.
TexcT mOKyMeHTa BRIDAaBHUBACTCS 10 IITUPUHE JIUCTA.

[lepBas cTpoka ab3aila TeKCTa JOKYMEHTA MeyaTaeTcsi ¢ OTCTynoMm 1,25 cm.
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AO03aIHbBIN OTCTYN UCIIOTB3YETCS TOIBKO MPH U3TOTOBIICHUH TEKCTA JOKYMEHTA,
HO HE TPUMEHSETCS TpU O(OPMIICHUM PEKBU3UTOB. PEKBH3WTHI OKyMEHTA: JaTa
JOKYMEHTAa M PETUCTPAIIMOHHBIA HOMEP JHOKYMEHTA, CChLIKA HAa PETHCTPAIMOHHBIN
HOMED U JIaTy TMOCTYIMBIIETO JOKYMEHTA, 3ar0JIOBOK K TeKCTY (0opMIIsieMbIii ciieBa
MOJI PeKBU3HTAMH OJIaHKa), OTMETKA O MPWIOKCHUH, HAUMEHOBAaHUE JOJDKHOCTH B
PEKBH3UTE «IOJIUCH», OTMETKa 00 HWCIIOJHHTENE, Tpru( COrTacoBaHUs ITOKYMEHTA,
OTMETKa O 3aBEPEHHUM KOIMHH), a TAKXKE B3aKIIOYHMTENbHas JTHKeTHas (paza «C
yYBaOXCHHUEM,) MEUATAIOTCS HETIOCPEICTBEHHO OT JIEBOM T'PaHHUIIBI pab0dero moJis.

3.3.3. TekcThl TOKyMEHTOB TieyaTaroTcs uepe3 1 — 1,5 Me)CTpOUHBIX HHTEpBAIA.

B otnenpHBIX ciydasx pazmep mipudTa 1 MEKCTPOUHBIE HHTEPBAJIBI MOTYT OBIThH
U3MEHEHBI. J[omycKaeTcs BBIACIATH MOTYKUPHBIM MPUGTOM OTICIbHBIC (PparMeHTHI
TEKCTA.

WNuTepBan Mexay OyKBaMH B CJIOBax — OOBIYHBINA. MIHTEpBall MKy CIIOBAMH —
OJIUH MPOOE.

MHOTOCTPOYHBIC PEKBU3HUTHI JOKYMEHTOB IEYaTarOTCs yepe3 | MeKCTPOUYHBIN
uHTepBasl. CTPOKM PEKBU3UTOB (KPOME TEKCTa) BHIPABHUBAIOTCS

10 JICBOW TpaHUIIE 30HBI PACIOJIOKCHUS PEKBU3UTA WU I[CHTPUPYIOTCS
OTHOCHUTEJIHLHO CaMOM JJIMHHOMN CTPOKH.

Ecnu nokymeHT roToBUTCA JUIsl U3aHHS C yMEHbBIIEHHEM MaciTaba, TEeKCT
nevaraercs uyepe3 2 MHTepBaa.

3.3.4. JIokyMeHTBI, HW3/1aBaeéMble COBMECTHO OJHOM WJIM HECKOJIbKUMHU
OopraHu3anusaMu, opopMIISIIOTCA Ha CTAHIAPTHBIX JJUCTaX OyMaru ¢ BOCIPOU3BEICHUEM
PEKBHU3UTOB BCEX OPraHU3allMi, yYaCTBYIOIIMUX B U3/JaHUU JOKYMEHTA.

3.3.5. [Ipu moaroToBKEe MOKYMEHTOB JOMYCKAETCA HCIIONb30BAHUE JIMIIEBOU U
000pOTHOM CTOpPOHBI JHcTa. [Ipu ABYCTOPOHHEM CO3JaHUU JOKYMEHTOB IIMPHUHA
JIEBOTO TOJIs HA JIMIIEBOM CTOPOHE JIMCTA U MPABOT0 MOJIsl HA 0O00POTHOM CTOPOHE JINCTA
JIOJIKHBI OBITH paBHEI (HE MeHee 30 MMm).

3.3.6. [Ipu moaroToBKE MHOTOCTPAHUYHBIX JOKYMEHTOB MOXET O(POPMIISTHCS
TUTYJIBHBIN JIUCT (MpUI0KeHue Ne 2).

3.3.7.Ilpu co3ganum JOKYMEHTa Ha JBYX M 0Oojiee CTpaHHIIAX BTOpas
U TIOCIICIYIONINE CTPAHUIBI HYMEPYIOTCS apaOCKUMH HU(PpPaMH C MPOCTABICHHEM
HOMEpA IO CepeuHEe BEPXHEro MOl TOKYMEHTa Ha paccTossHud 10 MM OT BEpXHETO
Kpast TucTa 6e3 Kakux-1u00 JOMOTHATEITbHBIX 3HAKOB (THpe, Ne(hUCoB: - 3 -) WX CJIOB
«C.», «cTp.» (CTpaHULA).

3.3.8. BHyTpeHHue JOKyMEHTBI, aBTOPAMHU KOTOPBIX SIBISIIOTCS OTACIBHBIC JINIIA,
JIOTyCKaeTCs MICATh OT PYKH (3asiBICHUE, O0BICHUTENBHAS 3aMMCKA U T.11.).

Buytpennne noxkymentst OI'B PC(4), odbopmusiemble He Ha ONaHKe, JOJIKHBI
COJIepKaTh COOTBETCTBYIOIIUE BUAY TOKYMEHTA PEKBU3HTHI.
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3.3.9. Dnekrponnbie nokyMeHTsl OI'B PC(S) nomkHbI co3qaBaThes B popmarax,
00€eCMeynBaIUX ayTeHTUYHOCTh, JOCTOBEPHOCTh, LEJIOCTHOCTh M HEU3MEHHOCTb
AIEKTPOHHBIX JTOKYMEHTOB, MPUTOTHOCTH MX JUIsI ICIIOJIb30BaHUS.

[IporpammHoe  obOecrieueHHE TEKCTOBBIX M TaOJMYHBIX  PEJAKTOPOB,
WCIIOIB3YEMBIX JIJISI CO3/IaHUS, PEIAKTUPOBAHUS U COXPAHEHUSI JOKYMEHTOB, JOJKHO
o0ecreynBaTh:

CO3/IaHHE AIEKTPOHHBIX TEKCTOBBIX JOKYMEHTOB, B TOM 4HcCIie B popmarax Open
Document Format u Office Open XML (OOXML, DOCX);

OTKPBITHE CYIIECTBYIOIINUX ICKTPOHHBIX TEKCTOBBIX JOKYMEHTOB, B TOM YHCIIC
B (hopmatax Open Document Format u Office Open XML (OOXML, DOCX);

COXpaHEHHE  DJJIEKTPOHHOTO  TEKCTOBOTO  JOKyMeHTa B  (opmarax,
MOJIJIEPXKUBAEMBIX TIPOTPAaMMHBIM OOecriedeHneM, B ToM uucie B (opmarax Open
Document Format, Office Open XML (OOXML, DOCX) u Portable Document Format
(PDF);

CO371aHUEC HOBBIX DJJICKTPOHHBIX TAOJUYHBIX JOKYMCHTOB, B TOM YHCIIC B
dopmarax Open Document Format u Office Open XML (OOXML, XLSX);

OTKPBITHE CYIIECTBYIONTUX 3JICKTPOHHBIX TAOJMYHBIX JOKYMEHTOB, B TOM YHUCJIC
B (hopmarax Open Document Format u Office Open XML (OOXML, XLSX);

coxpaHeHue TabOiaul B ¢opMarax, MOJJAEPKUBAEMBIX MPOTPAMMHBIM
obecrnieuenueM, B ToMm urciie B popmarax Open Document Format, Office Open XML
(OOXML, XLSX) u Portable Document Format (PDF).

[IporpammHuoe oOecrieyeHne, HMCHOIb3YyEMOEe JUIsl CO3JaHHUS AJIEKTPOHHBIX
nokymMeHTOB B ¢popmate Portable Document Format (PDF).

@ailsibl  AIEKTPOHHBIX JOKYMEHTOB M JJIEKTPOHHBIX KOMUM JOKYMEHTOB,
nepenaBaembix nocpeAactsoM M3J1O, ¢ BHeApeHHBIMU TpadUYECKUMU DJIEMEHTaMU
PETHCTPAIMOHHBIX JAaHHBIX (JaThl JOKYMEHTAa M PETUCTPAIMOHHOTO HOMEpa
JOKyMEHTa) M OTMETOK OO0 JJIGKTPOHHOW TMOAMUCH JOJDKHBI HUMETh (opmat
PDF/A-1.

DneKTpoHHbIE TOKYMEHThI, co3aaBaeMmble B OI'B PC(S), cocTodT u3 KOHTEHTa
(conmepxkaHus) U METaJaHHBIX.

OO0s3aTenbHOM  COCTaBHOM  YacThlO  METAJAaHHBIX  SBISIOTCS  JaHHBIE,
buKcupyembIe B 3JICKTPOHHON PETUCTPAIIMOHHON KapToUKe nokyMeHTa (qanee — DPK).

3.4. OdopmiieHne PeKBU3UTOB JOKYMEHTOB

3.4.1. Toxymentsl, cozmaBaembie OI'B PC(S), umeror cTaOuibHBIN cOCTaB
PEKBU3HUTOB, UX PACIOIO0XKEHUE U 0)OPMIICHHE.

CocTtaB  pEKBU3HUTOB, HCIOIB3YEMbIX JJi1 OQPOPMIICHHS JOKYMEHTOB,
onpenenseTcs: uX BUAOM (Pa3HOBUIHOCTHIO) U HA3HAUYCHHUEM.
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JlnuHa camMoll MJIMHHOM CTPOKM PEKBHU3UTA IPU YIVIOBOM PAcCIOI0KECHUU
PEKBHU3UTOB HE Oosee 7,5 cMm.

JInuHa caMOM IJIMHHOW CTPOKH PEKBU3HUTA IIPU MPOAOJIBHOM PACIIOI0XKECHUU
PEKBU3UTOB HE Oojee 12 cm.

3.4.2. Ilpu noAroToBKe JOKYMEHTOB, CO3/1aBAEMbIX B IPOLIECCE NIEATEILHOCTH
OI'B PC(51), ucnonb3yroTcsi peKBU3UTHI, onpeeraeHus: KoTopbix npuseaeHsl B 'OCT
P 7.0.97-2016 «Cucrema cranmapToB Mo uH(popManuu, OUOIMOTEYHOMY H
u3narenabckoMy  gaeny.  OpraHuM3allMOHHO-PACHOPSAUTENbHAS  JOKYMEHTALMS.
TpeboBanus k 0hOPMIICHUIO TOKYMEHTOBY:

1) TocynapctBennsiii repo PC(S), nnamerpom He Oosiee: Ha OyiaHkax Gopmara
A4 — 20 mm, popmara A5 — 17 mm, popmara A6 — 10 MM, pazMeniaercs Ha BEpXHEM
1oJie JIOKYMEHTa IIeHTpUpoBaHO Haja pekBuzutamu HanmeHoBanus OI'B PC() u Ha
pacctostHuM 10 MM OT BEepXHEro Kpasi JHCTa.

2) HaumenoBanne OI'B PC(S) momkHO cOOTBETCTBOBATh [lONIOKEHHIO |
yKa3bIBaThCS: CJIEBA — HA PYCCKOM SI3bIKE, CIpaBa - Ha A3bIKE caxa.

3) HaumeHoBaHuEe CTPYKTYpHOTO TMOJpa3/CiCHUsS — aBTOpa JOKYMCHTa,
UCIIONIb3yeTcsd B OJlaHKaX MHCeM M OJIaHKaX KOHKPETHBIX BHJIOB JOKYMEHTOB
COOTBETCTBYIOIIMX MOAPA3JAEICHUNA, YKa3blBA€TCd HMKE HANMEHOBAaHMS OpraHa
CTPOYHBIMU OYKBAMH U BBIJEISIETCS TOMYKUPHBIM MIPUDTOM;

4) CrnpaBounbie ganusie 0 OI'B PC(Sl) BkI04aroT: MOYTOBBIN ampec, HOMEP
TenegoHa, Qakca, ajapec HIEKTPOHHOM MOUTH, HAMMEHOBaHUE CaWTa U Jpyrue
ceeaenusa no ycmorpenuto OI'B PC(4).

PexkBusuThl azpeca Ha TMOYTOBBIX OTIPABICHUSX M OJIaHKaX TMOYTOBBIX
MIEPEBOJIOB JICHEKHBIX CPEACTB MUINYTCS B cleayromieM nopsake (myHkt 19 Ilpasun
OKa3aHusl YCIyTI TIOYTOBOW CBSI3M, YTBEPXKIAEHHBIX NpUKa3oM MHHUCTEpPCTBA
1M POBOTO Pa3BUTHSI, CBSI3U U MAacCOBBIX KoMMYyHHUKaIui PD ot 17 anpens 2023 r. Ne
382):

a) I FOPUAMYECKOTO JIMIA — MOJTHOE WM COKPAllEHHOE HAMMEHOBAaHME (IIPU
HAJIMYUN), JUTS TpaKIaHnHA — haMUJIusl, UMsi, OTYECTBO (MTOCIEIHEE MTPU HATUYHUN);

0) OaHKOBCKME PEKBU3UTHI ([JIs1 TOYTOBBIX IEPEBOJOB, HAaMpaBIsSEMBIX
IOPUANYECKOMY JIMIY WM IPUHUMAEMBIX OT FOPHIAYECKOIO JIULA);

B) Ha3BaHUE YJIUIbI, HOMEP JI0Ma, HOMEP KBapTHUPBHI;

') HA3BaHUE HACEJIEHHOI0 MyHKTa (Topoja, mocelka u T.11.);

1) Ha3BaHUE palioHa;

€) Ha3BaHUE pecnyOJIKH, Kpas, 001acTH, aBTOHOMHOTO OKpyra (00J1acTH);

) Ha3BaHUE CTPaHbI (I MEXKIYHAPOIHBIX TOUYTOBBIX OTIPABICHUN);

3) MOYTOBBIN UHACKC.

5) HanmeHoBaHue BUJa MOKYMEHTa - YKa3bIBa€TCS Ha BCEX JOKYMEHTax, 3a
HCKJIFOUEHHEM ITHCEM, PACIIOJIaraeTcs 10l HAMMEHOBaHUEM opraHa (IoapasiesieHus).
Bun nokymenta neuaraetcs nponucHbiMu OykBamu (ITPUKA3, ITIPOTOKOJI, AKT).
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6) lata MOKyMEHTa COOTBETCTBYET JIaTe€ €r0 IMOJIMUCAHUS, YTBEPKICHHUS WU
coObITHS, 3aUKCUPOBAHHOTO B JOKyMmMeHTe. JlaTa JOKyMEHTa MpOCTaBIsETCS
JOJDKHOCTHBIM — JIMIIOM, TOAMUCHIBAIOIIMM WM YTBEPXKAAIOUIUM  JIOKYMEHT,
HEIMOCPEJICTBEHHO COCTaBUTEIEM IPHU MOJATOTOBKE JOKYMEHTa, WIM CHEUAINCTOM
ctpykrypHoro mnojapasnenenuss OI'B PC(S) mpu peructpauum nokymenta. Jlaty
JOKYMEHTa O(pOpMIISAIOT apabCKUMU LUPPaMH B TOCIEIOBATENIbHOCTHU: JIEHb MECALIA,
MeCsIIl, TOJl OJTHUM U3 JIBYX CIIOCOOOB:

- apaOckumu nudpamu, pazaeaeHHbIMU Toukoil: 06.06.2024;

- CJIOBECHO-IIU(PPOBBIM criocoOoM: 6 utons 2024 r.

[Ipu uudpoBom crnocodbe odopMieHUss AaTbl €CIW JIeHb Mecslla WIH
NOPSIKOBBI HOMEp MecCAIla YUCIIO0 OJHO3HAYHOE, NIepel HUM cTaBUTCA «0».

JlaTel moanucaHus, yTBEPKICHUS, COTJIACOBAHUS JIOKYMEHTA, a TaK»Ke JaThl,
coJiep Kalluecs B TEKCTE, MOTYT 0OPMIIATHCS LIMPPOBBIM CIIOCOOOM.

B HopmaTHMBHBIX TIPaBOBBIX aKTax, TEKCTaX JOKYMEHTOB, COJEpKaIIUX
cBefieHUsT (MHAHCOBOTO XapaKTepa, NPUMEHSETCS CIIOBECHO-IM(POBOIl cmocod
odpopmiierus aatel: 21 utons 2024 r.

Ha nokymenrtax, odopmisieMbix Ha OJlaHKe, JaTta JOKYMEHTa MPOCTaBIISETCS
M0J1 pEKBU3UTAaMU: B OJIaHKaX MUCEM — «CIIPaBOYHBIE JaHHbIE 00 OpraHu3aIium;

B OJaHKax KOHKPETHBIX BHUJOB JIOKYMEHTOB — «HAaUMEHOBAaHUE BHJA
TOKYMEHTa.

3anpeniaeTrcss 0003HaYaTh IO ABYMS MOCIEAHUMHU HHUPPAMH.

7) PeructpaliioHHbI HOMEp JOKYMEHTa COCTOMUT W3 TOPSJIKOBOTO HOMeEpa
JTOKYMEHTA, KOTOPBIA MOET JOMOJHATHCA HUQPPOBBIMU KOJAaMU — HHU(PPOBON WM
OYKBEHHO-IIM(PPOBON HIACHTH(PHUKATOP JOKYMEHTA, COCTOSIIMNA M3 TOPSAKOBOTO
HOMEpa JOKYMEHTa, KOTOPBIA MOXET JOMOJHATHCS HMUPPOBHIMU UIU OYKBEHHBIMU
KoJAaMu (MHIIEKCaMH) B COOTBETCTBUU C HCIONB3YEMBIMH KJIaCCU(PUKATOPAMU
(uHAEKCOM Jena 10 HOMEHKJIAaType Jed, KOJIOM KOpPPECHOHAEHTa, KOJIOM
JOJKHOCTHOTO JIULIA U JIP.).

[TopsiakoBbBIN HOMEP JOKYMEHTA U MHJIEKC MOpa3/IeJIEHHs] — aBTOpa JOKYMEHTA,
OTAEJSIOTCS APYT OT Apyra Kocou yepror. HIeKke u HOMep Jeia 10 HOMEHKJIAType
JeJ1 OTICISIFOTCS IPYT OT Jipyra eucom.

Hanpumep: 01-01/63.

OtmpaBnsieMOMy JHOKYMEHTY PETHCTPAILIMOHHBIN HOMEp MPUCBAUBAETCS MOCIE
ero noanucanusi (yTBep>KICHHUS).

Ha noxymeHTe, cOCTaBIEHHOM COBMECTHO ABYMSI U 0oJiee TOCYAapCTBEHHBIMHU
opraHaMu (OpraHu3alUsIMHK), TPOCTABISIIOTCS PErUCTPAIMOHHBIE HOMEPA TOKYMEHTA,
MIPUCBOEHHBIC KAX0M U3 OpraHu3anuil. PeructpanmonHbie HOMEpPa IPOCTABIISIIOTCS B
MOPSIAKE YKa3aHWsi aBTOPOB B 3arojloBOYHOM dYacTu (mpeamOyie) JOKyMEHTa H
OTIENSAI0TCA APYT OT Apyra KOCOW 4YepTOu.
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8) Cchulka Ha PETHCTPALMOHHBIA HOMEP M JIaTy MOCTYIHMBIIErO JOKYMEHTa
COCTOUT M3 PETUCTPALMOHHOTO HOMEpa W JaThl MOCTYNHUBIIErO0 JOKYMEHTa, Ha
KOTOPBIN JJaeTcs OTBET, pacrnojiaraeTcs B Oy1aHke mucbMa B Bujie otMeTku «Ha Ne ... ot
...» TIOJT PEKBU3UTAMU «JaTa JOKYMEHTa» U «PErUCTPallMOHHBIA HOMEP JOKYMEHTa.

B Ttexcr mmchMa-oTBETa CBENEHHUS O PETUCTPALIMOHHOM HOMEpE M JaTe
MOCTYMUBIIEr0 MUChMa HE BKIIFOUAIOTCS.

9) Mecto coctaBiieHus (M3MaHMA) JOKYMEHTa YKa3bIBAeTCS BO  BCEX
JOKyMEHTaX, KpoMe MHUCEM, a TaKXe€ BHYTPEHHUX HH(OPMAIMOHHO-CIIPABOYHBIX
JIOKYMEHTOB (JTOKJIAHBIX, CITY>KEOHBIX 3aITUCOK U JIPYTHUX).

Mecto cocrtaBieHusi (M37aHUs) JTOKYMEHTa YKa3bIBaeTCSi B COOTBETCTBUM C
IPUHSATHIM aIMUHUCTPATUBHO-TEPPUTOPHUAIILHBIM JIETICHUEM.

10) I'pud orpaHuueHuss AOCTyMa K JOKYMEHTY - MPOCTABISICTCS B MPAaBOM
BEPXHEM YTJIy MEPBOTO JINCTA IOKYMEHTA (MPOEKTa IOKYMEHTA), IPUIIOKEHUN K HEMY
IpU HATMYUKM B HUX WH(OpPMAILIMH, TOCTYI K KOTOPOH OTpaHUYEH B COOTBETCTBHH C
3aKOHOAATENIbCTBOM Poccuiickoi denepannu, a TAKKE Ha COMPOBOAUTEIIBHOM ITHUCbME
K TaKUM JJOKYMEHTaM.

B cocraB rpuga orpannyenus 1octyna K JOKYMEHTY BXOJHUT OrpaHUYUTEIbHAS
Haanuch («/msa cmykebHOro mons3oBanusy, «Kondunenmuansuo», «KoMmMmepueckas
TailHa» WU JIp.), KOTOpas MOXET JIONOJHATHCSA HOMEPOM dK3EMIUIApa JOKYMEHTa U
JIPYTUMU CBEACHUSIMU B COOTBETCTBUM C 3aKOHOJATEIHCTBOM PD.

Hampumep:
J1st city>ke0HOTO MOJIb30BaHUS
Ok3. Ne 2
11) AnpecaT — PEKBU3HT, HCIOIB3YEMbIii TpH O(QOPMICHHUU IHCEM

¥ BHYTPEHHUX MHGOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB (JTOKIaHBIX, CITy>KEOHBIX,
O0O0BSCHUTEIBHBIX 3aIMCOK, 3asBJICHUH U JIp.).

AnpecatoMm JOKYMEHTa MOKET ObITh TOCY/IapCTBEHHBIN OpraH, opraH MECTHOTO
caMOYMpaBJI€HUs, TOCYJapCTBEHHAs] WIM HETOCyAapCTBEHHAsl OpraHU3alus, rpymnna
OpraHu3alnui, CTPYKTYpHOE IMOJpa3Aei€HUe TIOCyAapCTBEHHOIO OpraHa, OpraHa
MECTHOTO CaMOYIIPABJIEHHUs, OpraHUW3alMH, JOJDKHOCTHOE JMUO, TIPaKIAHUH.
PexBusutr «agpecar» Ha OJaHKE C YIJIOBBIM PACIONOKEHHUEM PEKBU3UTOB
pa3MeIaeTcs B BEpXHEW NPaBoOM YaCTH JOKYMEHTA.

PexBU3UT «aapecaTy MpOCTaBIAETCS B BEpXHEW MPaBOW YAaCTHU IOKYMEHTa (Ha
OJlaHKEe C YTJIOBBIM PACTOJIOKEHUEM PEKBU3WTOB) WM CIpaBa TMOJ PEKBU3UTAMHU
OyaHka (Tpy MPOJOIBLHOM PACTIONOKEHUH PEKBU3UTOB OiaHka). CTPOKU PEKBH3UTA
«aapecaT» BBIPABHHUBAIOTCA II0 JIEBOMY Kparw WIH LEHTPUPYIOTCS OTHOCHUTEIBHO
CaMOW JUIMHHOM CTPOKH.

I[Ipuy  agpecoBaHuMM  JTOKyMEHTa B  CTPYKTYPHOE  IOJpa3ACICHUE
rOCy/IapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUS, OpPraHU3aldu B
PEKBHU3UTE «aJapecaT» YKa3blBa€TCsl B HMEHUTEIBHOM TNAJEkKe IIOJHOE WU
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COKpalIEHHOE HAaWMEHOBAaHWE OpPraHU3allud, HWKE — HAUMEHOBAHHME CTPYKTYPHOIO
MOAPAa3AEICHUS.
Hanpumep:
Anmunuctpanus ['naBel PecniyOnuku
Caxa (Sxytus) u IlpaButenbcTBa
Pecniy6nuku Caxa (SkyTus)

JlemapTaMeHT 1O TOCYJapCTBEHHO-
MPaBOBBIM BOIIPOCAM

[Ipu appecoBaHUM JOKyMEHTa PYKOBOJUTENIO (3aMECTUTENIO0 PYKOBOJUTEIS)
rOCy/IapCTBEHHOTO OpraHa, OpraHa MECTHOI'O CaMOYIPAaBJICHUS, OpraHU3aluu
yKa3blBae€TCAd B JIaTEJIbHOM TMaJie’)k€ HAMMEHOBAaHUE JOJKHOCTH PYKOBOJMUTENS
(3amecTuTeNsl pyKOBOJUTENS) U HAMMEHOBaHUE TOCYAAPCTBEHHOIO OpraHa, opraHa
MECTHOT'O CaMOYIIpaBJICHHs, OpraHu3aluu, (PaMUIUs, MHUIIUAIBI JUIIA.

Hanpumep:

Munuctpy ¢prHaHCOB
Pecrry6uku Caxa (SAkyTus)

damumus U.0.

IIpu agpecoBaHMM JTOKYMEHTOB JIOJDKHOCTHBIM JIMLAM TOCYAApCTBEHHBIX
OpraHoB, B KOTOPBIX MPEIyCMOTPEHAa BOCHHAs WM WHAs TOCYJapCTBEHHas CIyxo0a,
NOCJIE€ TOJXKHOCTH YKa3bIBAIOT BOMHCKOE WJIM CIELUAIbHOE 3BaHUE.

Hanpumep:

HanmeHnoBaHue
rOCyIapCTBEHHOTO OpraHa
Havansauky /lenapramenra
(HaMMEHOBaHUE)
reHepaAJI-Manopy MOJULUN

damummus U.0.

[lepen hamunmel JOTKHOCTHOTO JIMIIA JOITYCKACTCS YIIOTPEOIATh COKpAIICHHUE
«r-Hy» (FOCHOJIMHY), €CIU aJpecaT MY>KUMHA, WIH «Tr-Ke» (TOCMHOXkKe), €Clu aapecaT
KEHIIMHA.

Hanpuwmep:

['maBe ropoackoro okpyra
«ropoa AKyTck»
r-uy ['puropreBy E.H.
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IIpu anpecoBaHuM JOKYMEHTA PYKOBOAUTEIIIO CTPYKTYPHOI'O IOAPA3ACICHUS B
PEKBU3UTE «aJgpecary YyKa3blBaeTCs B HMEHUTEIBHOM MaJeXe HauMEHOBAaHUE
OpraHu3alyy, HUKE B 1aTEJILHOM I1a/1€KE€ HAMMEHOBAHUE TOJDKHOCTH PYKOBOIUTES,
BKJIIOYAIOIIle€ HAMMEHOBAHUE MOApa3AeIeH s, PaMUINI0, THUIUAIIBI.

Hanpumep:

MuHUCTEPCTBO S3KOHOMUKHU
Pecniy6nuku Caxa (SkyTus)

Pykosoaurento JlemaprameHra
WHBECTULIMOHHOTO Pa3BUTUS

damumnug N.0.

[Ipu pacchuike TOKYMEHTa TUIIOBOTO COJEP)KaHUs TOCY1IapCTBEHHBIM OpraHaM,
opraHaM MECTHOTO CaMOYTMpAaBJICHUS, OpraHU3alUsM WId B CTPYKTypHBIC
noJipasfiejeHus, apecaTr yKa3blBaeTcss 0000IIEHHO.

Hampumep:

['maBamM MyHUIIUTIATBHBIX
oOpa3zoBaHuit
Pecry6uku Caxa (SAkyTus)

IIpu pacceuUike JOKYMEHTA HE BCEM oOpraHaMm (OpraHu3amusiM) WIH
CTPYKTYPHBIM TOJIpa3/IETICHUSIM, TI0]] PEKBU3UTOM «aJpecar» B CKOOKaX yKa3bIBaeTCs:
«(MO CTIUCKY)».

Hanpumep:

PykoBogurensam
CTPYKTYPHBIX MOJIpa3ieIeHUI
opraHa rocyJapCTBEHHOU BJIACTH
Pecniy6nmuku Caxa (SxyTus)
(Mo crHcKy)

Ecnu muceMo HampasisieTcsi, KpOME OCHOBHOTO ajpecara, JJisl CBEICHUS €Ille
HECKOJIBKMM ajJpecaTaMm, OOIee KOJIWYECTBO aJpPecaToB HE JODKHO MPEBBINIATH
YyeThlpex (KpoMe MpolecCyalbHbIX JOKYMEHTOB), MpPU 3TOM OCHOBHOH ajpecar
yKa3biBaeTcs mepBbiM. CIIOBO «KOMHUSA» TMEpel BTOPBIM, TPETbUM, YETBEPTHIM
agpecataMu He ykasbiBaeTca. [Ipm komumyecTtBe Oosiee 4ETHIpEX aJIpecaToB
WCTIOJIHUTENEM COCTABJISECTCS JIMCT PACCBUIKM JOKYMEHTAa, Ha KaXIOM JOKYMEHTE
YKa3bIBa€TCA OJIMH aapecar (mpujio:xkenue Ne 4).
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[louToBBIl azpec MOXKET HE YKa3blBaThCA B JOKYMEHTAaX, HAIpPaBISIEMbIX B
BBICIIME OpraHbl BJACTH, BBIIIECTOSIIME OpraHU3alud, MOJBEIOMCTBEHHbIE
OpraHu3aldyd M TOCTOSIHHBIM KOPPECIOHJEHTaM (3a HCKIIIOUEHHEM HaIlpaBICHUS
MMCEM YKa3aHHBIM aJipecaTaM B KOHBEPTaX C MPO3PAUYHbIMU OKHAMMU).

[Ipu oTnpaBke MUcbMa MO 3JAEKTPOHHOW MOYTE WM MO (PaKCUMHIIBHON CBSA3U
(0e3 mochbUIKM MO TMOYTE) MOYTOBBIM aapec He ykasbpiBaeTcs. [Ipu HeoOXoaumMocTu
MOXET OBITh YKa3aH dJIEKTPOHHBIN afipec (Homep Tenedona/paxca).

Hanpumep:

MUC Poccun
info@mchs.gov.ru

[Ipu ampecoBanun HOKymMeHTa (PU3MUECKOMY JIMIYY YKA3bIBAIOTCS: paMUiusi U
WHULIMAJIBI B JATEJIBHOM TaJ1€Ke, TOYTOBBIN aJjpec KOPPECTOHEHTA.

Hanpumep:

Gamumnus N.0.
np. Jlenuna, 1. 5, kB. 12,
r. SAkyrck, Pecniybnuka Caxa
(AxyTus),
677000

12) I'pudp yTBepKACHUS MOKYMEHTa — PEKBHU3UT OQHUIMAIBHOIO JTOKYMEHTA,
OpUAAOIMKA HOPMATHUBHBIN WIM MPAaBOBOM XapaKTEp €ro COAEPKaHMIO: MPaBUIIAM,
NOJIOKEHUAM, HWHCTPYKUUSAM, pErjiaMeHTaM, HEKOTOPbIM BHJAaM aKTOB, ILJIaHaM,
nporpaMMam M JApyruM JOKYMEHTAM.

[IpocTaBnsiercss Ha JOKYMEHTE, YTBEPKIAEMOM JOJIKHOCTHBIM  JIUIIOM
(pyKOBOIUTENEM WJIM HWHBIM YIOJHOMOYEHHBIM WM JOJIKHOCTHBIM JIMLIOM) WIIH
pacropsiAuTENbHBIM  JOKYMEHTOM  (yKa3oM,  IIOCTAaHOBJIEHHEM,  IPHUKa30M,
pacropsiKEHUEM, PELICHUEM KOJUIETUAIILHOTO OpraHa).

I'pud yrBepkaeHuss opopmisieTcss B MPaBOM BEPXHEM YTy TEPBOrO JHCTa
yTBEpKIaeMoro A0kyMeHTa. CTpOKH peKBU3UTA BBHIPABHHUBAIOTCS B MpeesiaX 30HBI,
3aHATOU PEKBU3UTOM, 110 JIEBOMY KPArO WX [0 UEHTPY OTHOCUTEIBHO CAMOW JIJIMHHOU
CTPOKH.

[Tpu yTBEep)AeHUN TOKYMEHTa HEMOCPEICTBEHHO JOJKHOCTHBIM JIUIIOM TPH()
yTBepxkaeHus BkiaoyaeT cioBo «YTBEPXIAIO», B uMeHUTENbHOM Majiexe
HanMMEHOBaHWE JIOJPKHOCTHM JIMIlA, BKiItoyawoniee HauMeHoBanue OI'B PC(A),
COOCTBEHHOPYUYHYIO MOJAMKUCH JOJKHOCTHOTO JIMIIA, €0 UHUINAIBI, (PaMUIIUIO U AaTy
YTBEPKICHUS.

Hanpuwmep:

YTBEPXAIO
MuHHCTp KYJIBTYPBI U TYXOBHOTO
pa3Butusa Pecniyonuku Caxa (AkyTust)



27

[Hoamce N.0. Gamunus
9 sauBaps 2024 1.

[Ipy yTBEep>KIEHUU paACTOPAIUTEIBHBIM JOKYMEHTOM TpHU} YTBEPKICHUS
cocrout u3 cinoa YTBEPXJIEH (YTBEPXIEHA, YTBEPXJIEHbI wunu
YTBEPX/IEHO) (6e3 kaBbIYeK U JBOETOYMS), COIIACOBAHHOTO C HAMMEHOBaHUEM
BUJIa YTBEP)KIaeMOI'0 JOKYMEHTa, HAMMEHOBAHMs YTBEPXKIAIOLIEr0 JOKyMEHTa B
TBOPUTEIBHOM NaJeXKe, €ro 1aThl 1 HOMEpA.

Hanpumep:

(ITonmoxxenue)

YTBEPXJIEHO
IPUKA30M OpraHa rocy/1apCTBEHHON BIACTH
Pecniy6nuku Caxa (SkyTus)
ot 7 anpens 2024 r. Ne 85

[Tpu yTBEep)KIeHUU JOKYMEHTa KOJUICTHAIBHBIM OPraHOM, PEIICHUS KOTOPOTO
(GUKCHpPYIOTCS B TPOTOKOJIE, B Tpu(de YTBEpXKACHHUS yKa3bIBaeTCSI HAaUMEHOBAHUE
opraHa, pelieHHeM KOTOpPOrO YTBEP)KIEH JOKYMEHT, JaTa U HOMEep MpoTokoia (B
CKOOKax).

Hampumep:

(Pernamenr)

YTBEPXJEH
OO6muM coOpaHreM COTPYIHUKOB
MuHucTepcTBa KYIbTYPhI H TyXOBHOTO

pasButusa Pecniyosmku Caxa (SkyTus)
(mpotokon ot 22.02.2024 Ne 1)

[Tognuck JOKHOCTHOIO JUIA WIM HMHOTO YIOJIHOMOYEHHOTO WM JIMIA
Ha JIOKYMEHTax, TPeOYIOINUX 0COO0r0 yIOCTOBEPEHHS UX MOJIMHHOCTH, a TaAKXKE Ha
KOIHUSX IOKYMEHTOB M BBIIIMCKAaX U3 JOKYMEHTOB 3aBEPSETCS ME€YaThIO.

KOpunnyeckas cuiia TOKyMEHTaM MOKET MPUAABATHCA TPUGOM YTBEPIKICHUS
0e3 u31aHMs MPABOBOTO akTa (MpuIo:keHue Ne 3).

13) 3aroyi0BOK K TEKCTY - KpaTKOE COJICp)KaHHE JIOKYMEHTA. 3ar0JIOBOK K TEKCTY
OTBEeUaeT Ha BOMpoc «0 deM?» (dopmymnupyetrcs ¢ mpemtorom «O» («O6») unu Ha
BoIpoc «uero?». Hanpumep:

- npukas (0 uém?) O co3JaHUM ATTECTAIMOHHON KOMUCCUU

- miucbMo (0 uéM?) O npegocTaBieHUU HHPOPMALTUU

- aKT (4ero?) npuema-nepesayu aen

- MPOTOKOJ (4ero?) 3acejaHus MOCTOSHHOM JI€MYTaTCKON KOMUCCHH.
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B nenoBbix (ciyxkeOHBIX) MUChbMAax 3arojiOBOK K TEKCTY odopmiseTcss moa
peKBU3UTaMU OJIaHKA OT TPAHMIIBI JIEBOTO MOJIsl, B HOPMATHUBHBIX MPABOBBIX aKTax,
pacnopsauTENbHBIX JOKYMEHTAaX 3arojioBOK odopmiigercs Haa TEKCTOM U
BBIPABHUBAETCS 10 LIEHTPY OTHOCUTEIBHO CaMOM IJIMHHOW CTPOKU. TOYyka B KOHIIE
3aroJioBKa He CTaBUTCS.

Hanpumep:

O6 yrBepxxnenuu [lonoxeHuss o cucteme MeXBEIOMCTBEHHOTO 3JIEKTPOHHOIO
JOKYMEHTO000pOoTa

14) TekcT MOKyMEHTa COCTaBJSETCS TPAMOTHO, MOHATHO M IO BO3MOYKHOCTH
KpaTko. TekcT JoKyMeHTa JOJDKeH COJlepKaTh JIOCTOBEPHYIO M aKTyalbHYIO
uH(OpMaIINIO, TOCTATOYHYIO IS MPUHATHS PEIICHUN WJIM WX HUCIOJHEHUs, U HE
JOJIKEH JIOMYCKATh PA3JIMYHbBIX TOJIKOBAHUU.

TexcT nOKyMeHTa COCTaBISIETCS HA TOCYJAPCTBEHHBIX PYCCKOM SI3bIKE U Ha
A3BIKE caxa.

TekcThl JOKYMEHTOB MUIITYT TOJIBKO HAa PYCCKOM SI3bIKE IPU HAMPABJICHUH HX:

B (pemepanbHble OpraHbl roCyAapCTBEHHOW BIACTH, OPraHbl rOCYAapCTBEHHOM
BJIACTH CyObeKTOB PD;

Ha TPEANpHUSATHS, B OpPraHM3alud M HUX OOBEIUHEHUS, HE HaXOMASIIHecs
B BeqeHuu PC(S) unu pacnosioskeHHbIE HAa TEPPUTOPUN IPYTUX CYOBEKTOB PO.

B TekcTe nokymeHTa He J0IycKaeTcs ynoTpeOIeHue:

IPOCTOPEYHOM U SKCIPECCUBHON JIEKCUKHU;

MHOSI3bIYHBIX 3aMMCTBOBAHUMN MTPU HAIMYMU SKBUBAJICHTOB HAa PYCCKOM SI3BIKE;

0000IIIEHHBIX PACCYKIECHNUN, BOCKIUIIAHUMA, TIPU3BIBOB, 00Pa3HbIX CPaBHEHUH,
AMUTETOB, MeTadop;

a00peBuaTyp ® TrpadHUUECKUX COKpaIleHUH, KpoMme OOIIETPUHATHIX WIH
pacimrppOBaHHBIX B TEKCTE JOKYMEHTA;

HEHOPMAaTHUBHOM JIEKCHUKH.

[Tpu moaroTOBKE TEKCTa JOKYMEHTA CIIEAyeT COOMIOAaTh MpaBHia HAIMUCAHUS
opUIMATBHBIX HANMEHOBAHUHN, YUCITUTEIHHBIX U €AUHUI] H3MEPEHUS.

B TexcTax 1OKyMEHTOB yIOTPEOIISIIOTCS TOIBKO OOIIEIPUHSThIE aO0peBUATYPHI
U Tpadrueckre CoKpaleHusl.

[Tpu ymotpebnennu B TeKcTe (aMUINI U WHUIIAATIOB WHUIIAAJBI YKA3bIBAIOTCS
nociie pamunn.

TekcT TOKyMEHTa U3JIaraeTcs:

B TOCTAaHOBJICHHWSIX — OT TPEThEro JIMIAa EIWHCTBEHHOTO  4YHCla
(«... TOCTAaHOBJISIET:... »;

B TIpUIKa3ax, U3IaHHBIX CIMHOJIMYHO, — OT MIEPBOTO JINIIA €IMHCTBEHHOTO YHCIa
(«... IPUKA3bIBAIO:...»);

B JOKyMEHTaX KOJUIETHATBLHBIX U COBEIIATEIBHBIX OPTAaHOB — OT TPETHETO JINIIA
€MHCTBEHHOTO YKCIa («COOpaHHUE... PELIUIION);
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B IPUKa3aX, COBMECTHBIX JOKYMEHTaX — OT IMEPBOrO JIUIA MHOXKECTBEHHOTO
gucia («... IPUKa3bIBAEM», «PEIIUIIN»);

B MPOTOKOJAX 3acelaHuil — OT TPEThEro JIMIla MHOXECTBEHHOTO YHCia
(«CIIYIIAJIN», «BBICTYIINJINY, «[TIOCTAHOBWJIN» nmm «PELLNIINY);

B JICJIOBBIX (CIyKeOHBIX ) MUCbMax, oopmiieHHbIX Ha Oankax OI'B PC() — ot
MEPBOTO JIMIA MHOKECTBEHHOI'O YKCJIa («IIPOCUM HAIPABUTh...», «IIPEACTaBIsIEM Ha
pacCMOTpPEHUE ...», «HANpaBIsieM», «IpeajiaraéM») WIA OT TPETbero Jnia
equncTtBeHHoro uncia («OI'B PC(5) He Bo3paxkaer...»);

B JICJIOBBIX THUCHbMaX, O(QOPMIICHHBIX Ha OJIaHKaX JOJKHOCTHBIX JIMI[ — OT
MEPBOTO JIMIIA €IUHCTBEHHOT'O YUCHA («IIPOIILY...», «IPEJiararo...») Uil OT TPEThETo
JUIa  €JUHCTBEHHOTOo  yucna  («..  JenapTaMeHT  He  paclojaraer...»,
«... aTEHTCTBO TOTOBO PACCMOTPETh...»);

B JIOKJIAJIHBIX M CIY>KEOHBIX 3allMCKax, 3asABICHUSIX — OT TMEPBOTO JIUIA
€JIMHCTBEHHOTO YHCIIA («IIPOIILY...», «CUYUTA0 HEOOXOAUMBIM...»);

B JOKyMEHTaX, ycTaHaBiuBaromux (QyHkiuu (00sI3aHHOCTH), TMpaBa
u otBerctBeHHOCT, OI'B PC(A), moapazgeneHuit (mojiokeHUE), COTPYIHUKOB
(pernaMeHTOB), a TaKXKe COJIEpKaIlUX OMHCAaHWE CHUTyalui, aHaau3 (aKTOB WU
BBIBOJIBI (AKT, CIpaBKa), UCTOIb3YyeTCs (popMa M3IOKEHUS TEKCTa OT TPEThEro JUIa
€IUHCTBEHHOTO WJIM MHOXECTBEHHOTO uwncia («JlemapTaMeHT OCYIIECTBISET
(GYHKIIUU...», «B COCTAB YTPABIEHUS BXOJST...», KKOMUCCHUS MPOBEIA MPOBEPKY...»).

CroBa «IOCTaHOBISIET», «IPUKA3BIBAIO» I[I€UATAIOTCS Bpa3psAlIKy U MOTYT
BBIICIISATHCA MOTY>KUPHBIM HIPUPTOM.

N3noxeHne TekcTa NUCbMa OT MEPBOTrO JIMIA €AMHCTBEHHOro uncina («IIpomry
Bac mpenoctaButh...», «CuMTaro  BO3MOXHBIM  NPHUHATH  Y4Y4acTUE  B...»,
«mpejyiararo...»)  BO3MOXKHO B JIByX  CIOydasx: MHCbMO  odopmisieTcs
Ha JIOJDKHOCTHBIX OJIaHKaX, TIHCbMO COJEPXKHUT TEPCOHAJIbHOE OOpalleHue
K azpecary.

B nenoBbIx (cinyKeOHBIX) MUChbMaX UCIOJIb3YIOTCS:

BCTYIIUTEIbHOE OOpAlllCHHE:

VYBaxkaemsiil Ban IleTpoBuu!
VYBaxxaemass AuHa HukonaeBna!
YBaxkaemsie rocroza!

3aKTIOYHMTENbHAS 3TUKeTHAs dpaza: «C yBaKeHUEM,...».

HamMeHnoBaHue MODKHOCTH BO BCTYNHTEIBHOM OOpaIIeHUU THUIIETCS C
MIPOIUCHOM OYKBBI, B 00pameHnu 1mo GaMuIny MHUITHAITBI JINIIA HEe YKa3bIBAIOTCS.

B TexcT mokymeHTa MOTYT BKIIOUYaThCs (parMeHThl, 0()OpPMIICHHBIE B BUJE
TaOJIUIbI WIH AaHKETHI.

B Tekcte nmokyMeHTa, MOJATOTOBICHHOM Ha OCHOBAaHWUU 3aKOHOJATEIbHBIX HIIH
WHBIX HOPMAaTUBHBIX TMPaBOBBIX aKTOB, pPaHEE W3AAHHBIX PACHOPSAUTEIBHBIX
JIOKYMEHTOB, YKa3bIBaIOTCSI UX PEKBU3UTHI:
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HaUMEHOBaHUE BUJIa TOKYMEHTA, HAUMEHOBAHUE OpraHa BJIaCTH (OpTraHU3allMH )
— aBTopa JOKyMEHTa, Jara JOKYMEHTa, PEerucTpallMOHHBI HOMEp JOKYMEHTa,
3aroJIoBOK K TEKCTY;

HAaUMEHOBAaHUE OpraHu3allud WM JIOJDKHOCTHOTO JIMIA, YTBEPIUBILIETO
JIOKYMEHT, J]aTa yTBEPKACHUS JOKYMEHTA.

CBsA3aHHBIN TEKCT, KaK MPaBUIIO, COCTOMT M3 JBYX 4acTeil. B mepBoil wactu
YKa3bIBAIOT TPUYUHBI, OCHOBAaHMS, II€JIM COCTaBJICHUSI JTOKYMEHTa, BO BTOpPOU
(3aKIIIOUMTENBHOM) — pEIlIeHUs], BBIBOJbI, MPOCHObI, MPEIJIOKEHUS, PEKOMEHIAUH.
TexkcT MOXET coAepKaTh OJHY 3aKJIIOYUTENbHYI0 YacTh (pacropspKeHHs —
pacnopsIuTENbHYIO YacTh 0€3 KOHCTATUPYIOLIEH; MUCchMa, 3asiBICHHs — MPOChOy 0e3
MOSICHEHMUSI; CIIPaBKH, JIOKJIQIHBIC 3aITUCKU — OIIEHKY (DAKTOB, BHIBOJIBI).

[Ipu oTCyTCTBMM pa3felioB BECh TEKCT JIOKYMEHTa MOXET ObITh pa3jesieH
Ha MyHKTHI, UMEIOIINE TOPSIKOBYIO HYMEPAIIHIO.

Texcr  mokyMeHTa MoOXkeT (a TEKCT BHYTPEHHEro  PeryJsTHBHOTO
u  pacnopsautenbHoro  gokymenta OI'B PC(S)  nmomkeH) — nenuThes
Ha CTPYKTYpPHBIE €IWHUIIBI — pas3feibl, MOApPa3aAeibl, ITYHKTbI, TOJMYHKTHI,
HyMepyemble apaOCKUMHU HUppamMu.

[Toapa3znensl JOKHBI HMETh HYMEPALUIO B Ipeaenax Kaxaoro pazaena. Homep
noJipas/iesia BBIMOIHIETCS apaOCKUMHU HU(PpPaMH U COCTOMT M3 HOMEpPOB pasjesia u
nojapaszena, pa3eJIeHHbIX TOUYKON. B KOHIlE HOMEpa mojpasjena CTaBUTCSA TOYKA.
Pa3zgensl, kak ¥ mozapasaensl, MOTYT COCTOSITh U3 OJJHOTO WJIM HECKOJIBKUX IyHKTOB.
3aroj0BKH pa3AesioB U MOJPa3/IesiOB LEHTPUPYIOTCS MO MIUPUHE TEKCTOBOTO IOJIS.

[TyHKTBI HyMepyIOTCSl apaOCKUMU [U(PPAMU IyTEM yKa3aHHUsI HOMepa paszelia ¢
TOYKOW (MpH HAJWYMU paszjiesia), HOMEpa Iojpasjesia C TOYKOH (Npu HAIUIUU
nojapaszesia), Homepa myHKTa ¢ TOUYkOM («3.2.1.»,«3.2.2.» U T.A.,Ipu OTCYTCTBUH
noapa3aenioB — «3.1.», «3.2.», Ipu OTCYTCTBUH PA3CIIOB U MOAPA3AEioB — «1.», «2.»)
¥ HE MMEIOT HAaMMEHOBaHUU. YPOBHEW pyOpUKAIlMU TEKCTa HE OJDKHO OBITH Oolee
YEThIpEX.

[TyHKTBI TOApPA3ACNAIOTCS HAa IOAMYHKTHI, 0003HaAYaeMble apaOCKUMU udpaMu
C 3aKpBIBAIOIIEH KPYTIION CKOOKOM, KOTOPBIE B CBOIO 0Yepelb MOTYT MOIPA3IETATHCS
Ha TIOAMYHKTHI, 00O3Ha4YaeMble CTPOYHBIMH OYKBaMU pycCKoro andasBuTa ¢
3aKpBIBAIOIIECH KPYTI0i CKOOKOH.

Hanpuwmep:

1. [TyHKTBI
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1)....... [TonmyHKTHI

TekcT MyHKTOB MUILETCS C MPONMUCHOW OYKBBI U 3aKaHYMBAETCS TOUKOM, TEKCT
MOJIMYHKTOB MUILIETCS CO CTPOYHOM OYKBBI M 3aKaHUMBAETCSI TOUKOM C 3aMsATOM.

A63anbl B TOKYMEHTE HE HYMEPYIOTCS W HUKAaK HE BBIICISIOTCSA. DJIEMEHTHI
cnucka (MepeyucieHusl HECKOJbKUX MPU3HAKOB, BAPUAHTOB JIEUCTBHUM, YYaCTHUKOB
nporecca u T.11.) opOopMIISIIOTCS B BUJI€ OTJENIbHBIX a03aleB, PU 3TOM MEPBOE CIOBO
Ka)K710ro a03a1ia MUIIeTcsi Co CTPOYHOM OYKBBI, a [EPEe] HUM MOKET CTaBUTHCS e(uc.

Hanpumep:

st obecrieueHHss COXpPaHHOCTH, y4yeTa JOKYMEHTOB M JeJ HOoJpa3JeieHus,
OpraHu3alyy JOCTyIa K HUM MPOBOJUTCS CIAEAYIONIUNA KOMILUIEKC paboT:

- CO3/IaHME€ ONTUMAJIbHBIX YCIOBUH XpaHEHUS IOKYMEHTOB U JIET;

- pa3MelleHue Je;

- IPOBEpKa HAIMYMUS U COCTOSHUSI IOKYMEHTOB U JIEJI;

- cOOJTIO/IEHHE TIOPSIAKA BbIAYU JE.

B ccbuikax Ha Kakoe-muOO TMOJIOKEHHE JIOKYMEHTa CHadalla yKas3bIBaeTcs
o0o3HavyeHue MoANyHKTa Iudpon 6e3 3akpbiBaroiiell ckoOku b0 HoMep ab3ara
(cmoBoM, a He uMdpoil), o003HaYeHUE MOANMYHKTa U(DPOI, a 3aTeM HOMEp IMyHKTa
(umdpoit). [Ipu OTCYTCTBUM MOAMYHKTA YKa3bIBACTCS HOMEDP MYHKTA, IPU HAJTUYHH B
MOJIIMTYHKTE WJIM MyHKTE TOJILKO OJHOTO ab3ala ero HoMep He ykasbiBaeTcs («abs3aiy
BTOpOM MmyHKTa 3.2.4.2», «ab3ar BTOpOW IMyHKTa 2», «ab3all mepBblii MOAMyHKTa 1
MyHKTa 3.2», «IIYHKT 3»).

bykBeHnHbIe 0003HaYEHUS MTOAMYHKTOB B CCHUIKAX Ha MOJIOKEHHUS JEHCTBYIONTUX
JIOKYMEHTOB UCIIOJIB3YIOTCSI B CIy4dasX, KOTJa Takol crocod pyOpuKainuu mpuMeHeH
B 3TUX JOKYMEHTaX («MOJIMYHKT «a» IyHKTa 2»).

HamMmeHoBaHus pa3enoB WK MOAPA3IEI0B IPHU CChUIKE HAa MYHKT, MOAMYHKT
nin ab3a1] He YKa3bIBAIOTCA.

Ecnu myHKT UM TOJIYHKT COACPKUT MEPEUUCICHHE KaKuX-TM00 3JIEMEHTOB B
OTJENIbHBIX ab3amax, To ab3aleM MepBbIM cUMTaeTcs ad3all, ¢ KOTOPOro HauWHAEeTCs
COOTBETCTBYIOLINN MYHKT UM MOJITYHKT.

IIpy MOArOTOBKE JOKYMEHTOB COBMECTHO C JAPYTMMH OpPraHU3ALMSIMU MOTYT
NPUMEHATHCA UHBIE (OopMaThl pyOpHKaIlUU JOKYMEHTOB.

CrpaHunpl 1uceM, NPOTOKOJIOB UM MNPHUIOKEHHMHA K HUM HYMEPYIOTCS
CaMOCTOSITEIILHO, IPY TOM HOMEpP CTPAHUILIBI HA IEPBOM JIMCTE HE YKa3bIBACTCS.

B TekcT nokymeHTa MOTYT BKJIIOUYaTbCsA (parMeHThl, 0()OpPMIIEHHBIE B BUJE
TaONMLbl WM aHKeTbl. I'padbl M CTPOKM TAOJMLBI JOJKHBI MMETh 3arojOBKH,
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BBIPa)KEHHBIE UMEHEM CYIIECTBUTEIHLHBIM B UMEHUTEIIBHOM NaJekKe, HAUNHAIOITUECS
C IPONUCHOMN OYKBBI U O€3 MPOCTABIECHUS TOYKU B KOHIIE.

[lon3aronoBku rpad M CTPOK AODKHBI OBITH COIVIACOBAHBI C 3arojIOBKaMH
Y HAaYMHATHCS CO CTPOYHOUM OYKBBI, 6€3 MPOCTABICHUS TOYKU B KOHIIE MPEJIOKECHHUS.

15) OTMeTKa O MPHIIOKEHUU COACPKHUT CBEACHHS O JOKYMEHTE (JIOKYMEHTaXx),
MpUIaraéMoM K COIPOBOIUTEIILHOMY MTUCEMY, HHOMY MH()OPMAIIMOHHO-CIIPABOYHOMY
JOKYMEHTY (aKTbl, CIOpaBKU U JPyTrHe) WIM O TOM, UYTO JOKYMEHT SIBJISIETCA
MPUJIOKEHHUEM K OCHOBHOMY JOKYMEHTY (HOPMaTUBHOMY, pPacHoOpsSAUTEIHLHOMY
JIOKYMEHTY, TIOJIOKEHUSIM, MPaBUJIaM, HHCTPYKIIUSM, JOTOBOpaM, IjlaHaM, OTYETaM U
IpYruM JIoKyMeHTaMm). [IpusoxeHust JOKHBI OBITh MOJAMKUCAHBI UCTIOJIHUTEIEM WM
PYKOBOJUTEEM MOAPA3EICHUS, TOJTOTOBUBIIETO TOKYMEHT, U IAaTUPOBAHHI.

B compoBoauTeNnbHBIX THCHMAx U APYrux WHEGOPMAIMOHHO-CIIPABOYHBIX
JOKyMEHTaX  OTMETKa O  TPWIOXKEHHH  odopmisercss  MOJI  TEKCTOM
OT TpaHUIBI JIEBOIO TIOJIsS, HAa pacCTosHUM 1,5 MEKCTPOUYHOrO0 HWHTEpBaJa
OT TEKCTa, CIACAYIOIUM 00pa3oM:

1) ecnu npUIIOKESHUE HA3BAHO B TEKCTE:

Hanpumep:

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

2) eciy MPUIIOKEHUE HE HA3BaHO B TEKCTE WJIM €CJIH MPHIIOKEHHUIH HECKOJIBKO,
YKa3bIBalOT HA3BAHUS JOKYMEHTOB-IPUIIOKEHUM, KOJIMYECTBO JINCTOB U 3K3EMIUISIPOB
Ka)KJIOTO MPUJIOKEHHUSL:

Hampumep:

[Tpunoxenue: 1. ITonoxenue o JlenapraMeHTe BHyTPEHHEW MOJIUTUKHA Ha 10
1. B 1 aK3.
2. CnpaBka 0 KaJpoBOM cocTaBe JlemapTamMmeHTa BHYTpPEHHEH
NOJINTUKY Ha 4 11. B | 3K3.

3) eciin pwIIoKeHUE (MIPHIIOKEHUsSI) COPOIIIOPOBAaHO(BI) WM MPOIIUTO(BI):,
KOJIMYECTBO JIUCTOB HE YKA3bIBACTCS:

Hanpuwmep:

[Tpunoxenue: OTyer o padbote B 2 IK3.

4) ecnmi  TOKYMEHT, SIBJISIONIMIACS TMPUJIOKCHUEM, HWMEET TPHUIIOKCHUS
C CaMOCTOSITEJIbHOW HyMEpalue CTPaHULL:

Hanpuwmep:

[Ipunoxenne: copaBka o mpoBepke oT 25.12.2017 Ne 3 u npunoxeHus K
HeMy, Bcero Ha 10 .
WIn
[Mpunoxxenue: nucemo Mundpuna PC(A) or 07.12.2018 Ne 17/01-1/33-47
U TIPUJIOKEHHUSI K HEMY, BCETO Ha 5 I.

5)eciii THCHMO HAMpaBIsETCS HECKOJIBKUM ajpecaraMm, a JIOKyMEHT-

MIPUJIOKEHHE TOJILKO MIEPBOMY aJIpecary:
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Hanpumep:

[Tpunoxenue: Ha 3 1. B 1 3K3. TOIBKO B MEPBBIN agpec.

6) eciu mpUIIOKEHUEM SBISETCS 000COOJICHHBIN 3IEKTPOHHBIA HOCUTEIh
(KOMTIaKT-AUCK, usb-(ien-HakonuTelb U Ap.), C COMPOBOIUTEIbHBIM MUCHMOM Ha
OyMa)KHOM HOCHUTEJIE:

Hanpumep:

[Tpunoxenne: CD B 1 3k3.

[Tpu sToM Ha Pu3MdIecKkrn 000COOIEHHOM HOCUTENE HECMBIBAEMBIM MapKepOM
ykasbiBaercs: «[Ipunoxenue k nuceMy ot (nata) Ne ...».

Ha Bknagpie (KOHBEpTE), B KOTOPBIN MMOMEIIAETCS HOCUTENb, YKa3bIBAIOTCS:
HAaNMEHOBaHUSl JOKYMEHTOB, 3allCAHHBIX Ha HOCUTENb, WMEHa (ailios;
HaMEHOBaHUE WH(GOPMAIMOHHOW CHCTEMBI, B KOTOPOW XpaHATCS JOKYMEHTBHI, C
ykazaHueMm ¢GpopMatoB (aiiyioB 1 oObemMa Kaxaoro ¢aiia B OaiTax.

JlomoaHUTENbHO MOKET ObITh YKa3aH ¢opmat daitna (docx, pdf, odt unu uHoit).

[lpy HaNMWYUM TPUIOKCHHUH, TOJITOTOBICHHBIX B (QOpPME 3SJICKTPOHHBIX
JOKYMEHTOB U TEPEChUIaeMbIX 10 HHPOPMAIIMOHHO-TEICKOMMYHHUKAIIMOHHOW CETH,
OTMETKY O TIPWJIOXKEHUU pPEKOMEHAYyeTcsl OQOpMIIATh CIEAYIOIUM 00pa3oM
(KOJIMYECTBO IK3EMIUIAPOB MPU 3TOM HE YKa3bIBAETCS):

[Ipunoxenune: AHamuTHueckas cmnpaBka o.. Ha 20 ., Copaska 195.pdf,
55 Kb.

Ecnu npunoxeHnit HECKOJIBKO, OHM MOT'YT BKIIFOUAThCS B OJMH apXUBHBIN (haiis
dopmara zip ¢ ykazaHueM KoJudecTBa (aiiioB, MIOMEIICHHBIX B ApXUB, U UX 00beMa B
Oalitax (c qo6aBneHueM HHGOPMAIIUU JIT BOCCTAaHOBJICHUS HE MeHee 5% OT o011ero
obbema (aiina B hopmarte zip).

Hanpumep:

[Ipunoxenue: 5 mpunoxxkeHuit B omHoM (aiiie (uMs daiina ¢ pacrmupeHueM Zzip)
o0BeMoM (B OaifTax).

B pacnopsiautenbHbIX TOKyMEHTax (TpUKa3ax, pactopsHKEHUSX, PEIICHUSX),
JIOTOBOPAX, MOJIOKEHUSIX, TPABIIIAX, MHCTPYKIUAX U APYTUX TOKYMEHTAX OTMETKA O
NPUIIOKEHU U 0(POPMIISETCS CIEIYIOIUM 00pa3oMm:

B TEKCTE€ JOKyMEHTa MpH TEPBOM YINOMHUHAHUU JOKyMEHTA-TIPHIIOKECHUS
B CKOOKax yKa3bIBaeTCH: ...(MPUJIOKEHHE) WIH, €CJIH MPUII0KEHUH HECKOJIbKO,
MpUIOKEeHUsI HymepytoTcs: (nmpunoxenue Ne 1), (mpunosxkenne Ne 2);

Ha TIEPBOM JIUCTE JOKYMEHTA-TIPUJIOKECHHWS B TIPABOM BEPXHEM YTy
YKa3bIBaCTCS:

Hanpuwmep:

[Tpunoxenne Ne 1
K Npuka3y MUHHCTEPCTBA KYIbTYphI H
JTYXOBHOTO Pa3BUTHS
Pecniy6nuku Caxa (SAkytus)
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oT 18 uronsa 2024 r. Ne 17

Ecniu  npunokeHuemM K pacnopsAOUTEIbHOMY  JIOKYMEHTY  SIBJISETCS
HOPMAaTUBHBIA IIPAaBOBOM AaKT WA HWHOM JOKYMEHT, YTBEPKIACMBIA JaHHBIM
pacnopsIuTENbHBIM JIOKYMEHTOM, Ha MEPBOM JIUCTE MPUIIOKEHHS] MPOCTABISAETCS
OTMETKa O NPUJIOKEHHH (0€3 CCBUIKM Ha PACHOPSIUTENbHBIA JTOKYMEHT) M TpHU}
YTBEP)KJEHHUS, B KOTOPOM YKa3bIBalOTCS JIaHHbBIE PACIOPSAUTEIBHOTO JOKYMEHTA,
KOTOPBIM YTBEPKJEH JOKYMEHT-IIPUIOKEHUE.

Hanpumep:

[Tpunoxenne Ne 1
YTBEPXJIEHO
npuKa3zoM MUHUCTEPCTBA KyJIbTYPBI U
JyXOBHOTO Pa3BUTHUSA
Pecniy6nuku Caxa (SkyTus)
ot 18 utons 2024 r. Ne 17

Ctpoku pekBU3UTA IIEHTPUPYIOTCS OTHOCUTEIIBHO CaMOM JJTMHHOM CTPOKH.

Ecnu onHuM pacnopsiAMTEeNbHBIM JIOKYMEHTOM YTBEPIKIAETCS HECKOJIBKO
JOKYMEHTOB, Ha KaXJOM M3 HHUX O(QOPMISIOTCS OTMETKH O NPWIOKEHHH,
BKJTIOUAIOIIHE TPUQ YyTBEPKACHUS.

16) I'pudp cornmacoBaHusi JTOKyMEHTa mpocTamisercs Ha jgokymeHtax OI'B
PC(A) nmu nomxuoctabeiMu Jutiamu OI'B PC(A).

I'pud cormacoBanus B 3aBUCHMOCTH OT BUJIa JOKYMEHTAa U OCOOEHHOCTEH ero
oOpMIICHHS TTPOCTABIISAETCS :

- Ha TIEPBOM JIMCTE JIOKYMEHTA (€Clid JOKYMEHT UMEET TUTYJbHBIN JIUCT, — Ha
TUTYJIBHOM JIUCTE) B JIEBOM BEPXHEM YTy Ha ypoBHE Tpuda yTBEp>KICHUS WIU O]
HAaWMEHOBAaHUEM JJOKyMEHTa OJIMKE K HHKHEMY TIOJIO);

- Ha JIUCTE COIJIACOBAHUsA, SBJISIONIUMCS HEOTHEMIIEMOM YacThIO IOKYMEHTA.

I'pud cormacoanus cocrout u3 cioBa «COI'JTACOBAHOY, nomkHoCcTH NHIIa,
C KOTOpPBIM COIJIacCOBaH JOKYMEHT (BKJIIOYas HANMMEHOBAHHE OpraHu3aluu), €ro
COOCTBEHHOPYYHOU MOANMUCH, HHUITHAIOB, (haMUJINH, JaThl coryiacoBanus. Hanpumep:
COI'JTACOBAHO
MuHUCTpP KyJIBTYPHI U
JTyXOBHOT'O pPa3BUTHUS
Pecnyonuku Caxa (AxyTus)

[Mogmuce  UN.O. damunug
20.03.2024

Ecnu cormacoBanue OCYIIECTBIAETCS KOJUIETHAIBHBIM COBELIATEIBHBIM WU
WHBIM OpraHoMm, B rpude corjiacoBaHUs YKa3bIBalOT CBEJICHHUS 00 oOprase,
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COIVIACOBABIIEM JOKYMEHT, AaT€ M HOMEpE IPOTOKOJA, B KOTOPOM 3a(UKCUPOBAHO
pelieHue 0 COriaacoBaHUM.
Hanpumep:

COI'JTACOBAHO
OIIK MuHHCTEPCTBA KYJIBTYPHI U
JyXOBHOI'O Pa3BUTHUS

Pecniy6nuku Caxa (Sxytus)
(mpotokout ot 15.11.2024 Ne 4)

Ecnu cornacoBanue oCylIeCTBISETCA IMCbMOM, YKa3bIBalOTCS BUJ JJOKYMEHTA,
HAalMEHOBAHUE OpraHa, COrjacoBaBLIEro JOKYMEHT, 1aTa U HOMEp IUChbMa.
Hanpumep:

COI''TACOBAHO
nuceMo Munrtpyna PC(51)
or 11.01.2017 Ne 11/1-30

17) Buza siBisieTcss OTMETKOM O BHYTPEHHEM COIJIaCOBAHHMM  IIPOEKTa
JOKYMEHTa, CBUJETEIILCTBYET O COTJIACMM WJIM HECOTrJIaCUM JOJDKHOCTHOTO JvIla C
coAepKaHUEM ITPOEKTa IOKyMeHTa. Bu3a BKiItouaeT HAaMMEHOBAHUE JOJIPKHOCTH JIMIIA,
BU3UPYIOIIETO JOKYMEHT, YKa3aHHO€ B HMEHUTEIbHOM TMaJAeXKe, IMOJIINCH,
pactndpoBKy MoANUCH (MHUITUAIBI, (aMIJIUIO) B 1aTy BU3npoBaHus. Hampumep:

PykoBoauTenb IOpUIUYECKOTO OTAEIA

IHoamucey N.0. ®amunns

Jara

[Ipy Hanmuuuum 3amMeyaHUN K JOKYMEHTY BU3Y O(QOPMIISIOT BMECTE C TEKCTOM
KOPOTKOT'O 3aMEYaHHs JUOO Tepes], COOCTBEHHOPYYHOM IOJAMKMCHI0O BHU3UPYIOIIETO
nenaercs nometrka «C 3aMedaHUAMNY, «3aMedaHus npuiararrcs», «CoriiacoBaHo ¢
YYETOM 3aMEUAHUIN.

Hanpuwmep:

C 3aMmevaHUsSIMU.

PykoBonutens YnpaBieHus cielaibHbIX MPOrpaMm

[Togmucy  N.O. ®amunus

21.01.2024

CornacoBaHue AOKYMEHTOB, CO3JaHUE, XPAHEHHE U UCIOJIb30BAHHE KOTOPBIX
ocymiectisgeTcs nocpeactsom ECOJI, npoBoautcs B ECO/I B 3JIeKTpOHHOM BHJIE.

18) [Moxmucey BKIIOYaeT HAUMEHOBAHUE JIOJDKHOCTH JIMIIA, TOJITUCHIBAIOIIETO
JOKYMEHT (IpH HCMHOJIb30BAaHUM OJlaHKa JIOJHPKHOCTHOTO JIMIIA HaWMEHOBAHUE
JOJKHOCTU HE YKa3bIBAETCs), €r0 COOCTBEHHOPYUYHYIO MOAMHUCH C 00S3aTEIbHBIM
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MPUMEHEHUEM CBETOCTOMKHUX U BOJOCTOMKUX COBPEMEHHBIX IIAPUKOBBIX pyUeK (I[BET
YepHUJI - CUHMI), paciM(ppoBKYy moAanucu (MHULMANBI, (pamuiausg). Ha repOoBbix
0JlaHKaxX B Ha3BaHUE JOJHKHOCTU HE JIOJKHO BXOJUThH Ha3BaHHWE opranusanuu. Eciou
JOKYMEHT o(OpMIIeH He Ha OJaHKe, B HAMMEHOBAHME JIOJDKHOCTH BKIIIOYAETCS
naumeHoBanue OI'B PC(A) (monpasnenenus).

HauMeHoBaHuEe NOMKHOCTU MEYaTaeTcs OT JIEBOW I'PAaHULbI TEKCTOBOI'O MOJIS
yepe3 1 Mexctpounslii uHTepBai. llocnennss OykBa B pacmiM(ppoBKE MNOINUCU
(baMuIK) OTpaHUYUBACTCS MPABBIM MOJIEM.

PacmiuppoBka mnoamuMcu pacroyniaraeTcss Ha YpPOBHE TOCHEIHEH CTPOKH
HAaUMEHOBAHUS JOJKHOCTH C MPOOETIOM MEX1y MHUIMATAMH U paMuInei.

Hanpumep:

PyxoBoaureins Ilonmuce N.0. damuus

Ecniu noxkyment (memoBoe mnuchMoO) odopmiieH Ha OjlaHKe MHUCbMa
rOCYJapCTBEHHOIO OpraHa WM OpraHa MECTHOIO  CaMOYNpPABJIEHUSA, HO
MOAIKMCHIBAETCA PYKOBOJAUTEIEM CTPYKTYPHOTO TOApa3iesieHus (IIpyu HATUYUM Y HETO
TaKUX IMOJHOMOYHI), B MOJIUCH YKa3bIBA€TCA IOJDKHOCTh JIULIA U HAaUMEHOBAHUE
CTPYKTYPHOI'O MOJIpa3/IeJICHHUS.

Hampumep:

PyxoBoautens YnpasieHus
JEJIONPOU3BOACTBA U apXUBA ITonmuce N.0. damunusg

[Tpu opopmaeHuu qoKyMeHTa Ha OJIaHKe AOJIKHOCTHOTO JIUIA TOJDKHOCTH ATOTO
JULA B MOJIKUCH HE YKa3bIBAETCS.
Hanpuwmep:

I[Toanuce N.0. ®amuius

[Ipy moanmucaHuy  JOKYMEHTAa  JIMIIOM, HCTIOJHSIONUM  OOSI3aHHOCTH
PYKOBOJUTENS, TIOJMUCH 0GOPMIISIETCS ¢ YKa3aHUEM CTaTyca JODKHOCTHOTO JIUIA B
COOTBETCTBHH C PACIIOPSIKEHUEM.

Hanpuwmep:

H.o. pykoBoauTens [Toamuck N.0. ®amunus
WIn

Hcnonusrommii 00s13aHHOCTH
PYKOBOJHUTETA ITonmmce N.0. Gamunus
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CnoBa «UCHOJIHAIOMIMKA O0OSI3aHHOCTHY» MNUIIYTCS MOJHOCTBIO WJIH B BHUJAE
rpauyecKoro COKpamieHusi «u.0.» (He: «BPEMEHHO MCHOJHSIONUNA 00S3aHHOCTHY,
«BPUO»).

He nmomyckaercst cTaBUTBh KOCYIO UepTy, HAANUCH ''3a" mepes HauMEHOBAaHUEM
JOJIKHOCTH JIMIIA B MMOANKUCH, €CITU IOKYMEHT MOAIUCHIBAET NHOE JI0JKHOCTHOE JIUIIO.

Ecnu 3a coxepxkaHue JOKyMEHTa HECYT OTBETCTBEHHOCTb HECKOJIBKO
COTPYIHUKOB (JJOKYMEHTBI, MOJATOTOBJIEHHbIE TMOAPA3ACICHUAMH WU pabouei
Ipynnou, KOMHCCHEH), JOKYMEHT MOANUCHIBACTCS ABYMS UK OOJIee JIUIAMH.

[Ipy mnoanucaHuM JOKYMEHTa HECKOJbKHUMH JIOJDKHOCTHBIMHM  JIMIIAMH,
3aHUMAIOIIMMU Pa3HOE MOJIOKEHUE, X TOANMKUCH PACTIONaraiTcs oJiHa Moja APYrou B
MOCJIEIOBATEIbHOCTH, COOTBETCTBYIOLEH  CTaTycy (MepapxuM) 3aHMMaeMbIX
JOJKHOCTEH.

Hanpumep:
PyxoBoaureins Ioamuce N.0. damuus
PyxoBoaureins
IIPaBOBOTO OTJIEIIA Ilonmuce N.0O. Gamunus

HpI/I nmoArnnnCaHn JOKYMCHTA HCCKOJIBKHMMU JIMIIAMH PAaBHBIX ,ZIOJI}KHOCTGIZ ux
IMOAIMNCH pacIrojiaratoTcda Ha OJHOM YPOBHC.

Hanpumep:
PykxoBoautens JlemapramenTa PykoBonutens Jlermapramenra
BHYTPEHHEN MOJTUTUKH KOHTPOJISI U TOKYMEHTOBEICHHUS
IHoamuce N.0. amunusa IToamuce N.0. ®amunusg

B AJOKYMCHTAax, IOATrOTOBJICHHBIX KOMI/ICCI/IGI\/'I, B IIOAIIMCH YKa3bIBACTCA CTATYyC
JIn1a B COCTaBC KOMUCCHH.

Hanpuwmep:
[Ipencenarens KOMUCCUU [Toamuck N.0. ®amunus
UneHbl KOMUCCHU: [Toamuck N.0. ®amunus

JoxymenTsl, HanpasiasieMble OI'B PC(S) B BblliecTOAIINE OpraHbl, OPraHbI
rOCYJapCTBEHHOW BJIACTH, OPTaHbl MECTHOTO CAMOYMPABJICHUS U TEPPUTOPUATIbHbBIC
oprassbl (heiepalibHbIX OPraHOB UCIOJHUTEIIBHOW BIACTH, PYKOBOAUTENEH CYObEKTOB
P® wu 3apyOexHBIX TOCYHApCTB MOAMUCHIBAIOTCS PYKOBOJUTENIEM WJIH JIMIIOM,
HCIIOJTHSIIOIINM €ro 00s3aHHOCTH.
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JIOKyMEHTBI, HapaBJsieMbI€ B MTOJIBEIOMCTBEHHBIE I CTOPOHHHE OpraHu3allny,
YUPEXKICHUS U IPEATIPUSATHS MOANMCHIBAIOTCS 3aMECTUTENSIMH PYKOBOJAUTEISI, THBIMHU
JOJDKHOCTHBIMU ~ JIMIIaMHA [0  TOPYYCHHUIO PYKOBOJIUTENS B  COOTBETCTBHHU
C TMpPEeNOCTaBIEHHBIMA WM TOJHOMOYHMSIMH MO COTJIACOBAHUIO C KypPUPYIOUIUMH
3aMECTUTENIIMUA PYKOBOJMTEJIS TI0 HAIPABICHUSAM JCSITEIbHOCTH.

[lonmuceiBaeTcss HEOOXOAMMOE  KOJIMYECTBO JK3EMIUISIPOB  JTOKYMEHTA,
U3rOTOBJICHHOE Ha OyMakHoM HocuTene. CiykeOHOe NHChbMO, CO3JaHHOE B
AIIGKTPOHHOM BUJIE, pacrevaThiBacTCA Ha OyMary, MoAMUCHIBACTCS COOCTBEHHOPYYHO
PYKOBOAMTEIIEM U MOMENIAETCS B JEJIO COrJIaCHO HOMEHKIIAType JIed.

CoBMECTHBIN JOKYMEHT TOJMUCHIBACTCS B KOJMYECTBE, COOTBETCTBYIOIIEM
KOJINYECTBY OpTaHHU3aINi, CO3/IaBIINX JOKYMEHT.

[lpu HampaBleHWW MHCHMa WM BHYTPEHHEr0 WH(GOPMAIMOHHO-CIPABOYHOTO
JOKYMEHTa HECKOJIbKMM ajapecataMm (He Ooiiee YeThIpeX) IMOAIMMCHIBACTCS KaXKIbIi
OTITPABJISIEMBIH SK3EMIUTSIP JOKYMEHTA.

19) OtMeTka 00 DJICKTPOHHOHM MOJANMUCH HUCIONB3YETCS Ui BH3YaIU3alldH
DJIGKTPOHHON TMOANKCH TOJydaTeJieM JOKYMEHTa IpH OOMEHE JJICKTPOHHBIMHU
JOKYMEHTaMH, MOANUCAHHBIMUA YCHUJICHHOW KBaJU(PUIIMPOBAHHOW DIIEKTPOHHON
noanuceklo. OTMeTKa 00 3JIEKTPOHHOM moAmnucu (GopMHUpYeTcs U BU3YaIU3UPYETCs
OPOTPpaMMHBIMU CPEJICTBAMH B COOTBETCTBUU C YCTAHOBJIEHHBIMU TPEOOBAHUSMHU.
Hanpumep:

Hampumep:
Tep6 PC(s)  JOKYMEHT ITOJIMCAH
JEKTPOHHO! NOANMUACHIO
Ceprudukar 1A11A111A00000000011

PyxoBoaureins Baazeen (awnai My Ordecrso N.0. ®amunus
JeiicrButenen ¢ 24.12.2023 no 24.12.2024

20) «IledaTp» 3aBepseT MMOMIMHHOCTh TOJIUCH JOJPKHOCTHOTO JIMIAa Ha
JOKYMEHTaX, yIOCTOBEPSAIONINX IpaBa JUIl, (QUKCUPYIOUUX (PaKThl, CBSI3aHHBIE C
(UHAHCOBBIMH CpEJCTBAMHU, a TaKXKE Ha MHBIX JOKYMEHTaX, MpPeIyCcMaTPUBAIOIIUX
3aBEpECHUE MOJANMUCH IIEYaThI0 B COOTBETCTBUU C 3aKOHOJATENIbCTBOM Poccuiickon
denepanun.

Hoxymentet OI'B PC(Sl) 3aBepsitoT medatbi0 C BOCIPOM3BEIACHUEM Tepoa.
[lewaTr mpocTaBmsieTCs, HE 3axBaTbiBas COOCTBEHHOPYYHOW TIOJIWCH JIMIIA,
MOAMUCABILIETO JOKYMEHT WIH Ha MecTe, o0o3HaueHHOM «MID» («Mecto medatuny),
€CJIM TOKYMEHT TIOJITOTOBJIEH HAa OCHOBE yHUDHUIIMPOBaHHOH (opMBbI (11a0I0HA).

21) «OT™MeTKa 00 WCIHOJSHUTENEY» BKIIOYACT (GaMIIIMIO, UM WU OTYECTBO
UCTIONHUTENST (OTBETCTBEHHOTO WCIIOJHUTENS), HOMEp ero TenedoHa, MOKeT
JOTIOJIHATHCS HAMMEHOBAHHEM JIOJDKHOCTH HCTIOJMHUTENS (AOJKHOCTHOTO JIMIIA,
MOATOTOBUBIIIETO MPOEKT JOKYMEHTA) U aJIpECOM AJIEKTPOHHOM MOUYTHI UCTIOJTHUTES.
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OtmeTtka 00 ucnogHuTene O(GOpMIISIETCS Ha JIMLEBOW CTOPOHE MOCIETHErO
JUCTa JOKYMEHTa OT TPAaHULBI JIEBOTO MOJISI WIH, NMPU OTCYTCTBUH MeCTa, — Ha
000pOTHOI cTOpOHE BHU3Y ciieBa. Hampumep:

WBanoB VBaH VBaHOBMY, BeqyIKI CIEUATNCT TEXHMYECKOTO OT/ENa,
+7 (4112) 000-000; lvanovll@sakha.gov.ru

OtmeTka 00 HUCTIONHUTENE MOXKET O(QOPMIISITHCS KAaK HUKHUUA KOJOHTUTYN U
neyaTarbes MpU(TOM MEHBIIETO pa3Mepa.

22) OTmMeTKa O 3aBEpEHUM KOMUM OQOpPMIISIETCS IS MOATBEPIKIACHUS
COOTBETCTBHSI KOIUHU JTOKYMEHTA (BBIUCKHU U3 JOKYMEHTA) MOJIMHHUKY JTOKYMEHTA.
[IpocraBnsercst Ha CBOOOHOM OT TEKCTAa MECTE MO/ MOANKCHIO (TP €€ HATTMYUH ) WIIH,
OpU OTCYTCTBUHM CBOOOJHOTO MECTa Ha JUIEBON CTOPOHE TOKyMEHTa, Ha 00opoTe
NOKYMEHTa W BKIIOYAET: CcJIOBO «BepHO», HaMMEHOBaHWE JOJDKHOCTH JIMIIA,
3aBEPUBILETO KOMHUIO; €ro COOCTBEHHOPYYHYIO MOJANKCH; PACHIM(PPOBKY MOIMNUCU
(uHMIMATBI, (DAMUIIKIO); ATy 3aBEPEHMsI KOMUHU (BBIITUCKH U3 J0KyMeHTa). Harpumep:

Bepno
Hauvanbuuk otnena IToanuce N.0O. Gamunus
Jara

Ecnm xomwms BeImaeTcs U1 IpeCTaBICHUs B IPYTrOl TOCYIapCTBEHHBIN OpraH,
OpraH MECTHOTO CaMOYIIPABJICHHUS WJIM OpraHU3aIlii0, OTMETKA O 3aBEPCHUU KOTUHU
JIOTIOJTHSIETCS 3aIUChI0 O MECTe XpaHEeHUsI TJOKyMeHTa (TIOJIMHHUKA WU 3aBEPEHHOU
KOIUH), C KOTOpOro ObLTa M3roTOBJIEHA KOMUs, U 3aBepsercs neyatsio OI'B PC(S)
«ITopmunuk nokymenta Haxoautcs B OI'B PC(S) B nene Ne 01-05 3a 2024 1.».

Ha komusix MHOTrOCTpaHMYHBIX JOKYMEHTOB OTMETKa O 3aBEPEHUU KOIHUU
MPOCTABISETCS HAa KaXKIOM JIMCTE JIOKYMEHTA WIH Ha MOCJIEIHEM JHUCTE MPOLIUTOTO
WU CKPEIUIEHHOTO0 HHBIM 00pa3oM JOKYMEHTa. 3alKhch O MECTe HaXOXKICHUS
MOJIMHHUKA MPOCTABIISETCS TOJIBKO HA MOCIEAHEM JIUCTE JOKyMeHTa. [ 3aBepeHus
KOIUU TOKYMEHTA, U3TOTOBIICHHON Ha OyMa)KHOM HOCHTEIE, MOXKET UCIOJIb30BATHCS
[ITaMII.

Komuu »neKTpOHHBIX JOKYMEHTOB, HAMNpPaBIAEMbIX TO WH()OPMAIMOHHO-
TEJIEKOMMYHHMKAallMOHHBIM ~ KaHanam (cetu HMutepner, ECD3]I), 3aBepstorcs
ANEKTPOHHOM  MOJMUCHIO  PYKOBOJIUTENSI W BBICBUIAIOTCS — MOJyYaTeNll0  C
COTPOBOIUTEIHLHBIM TUCHMOM B ()OpME JIEKTPOHHOTO TOKYMEHTA.

Konuu sneKTpOoHHBIX TOKYMEHTOB Ha (PU3WUYECKH OO0OCOOJEHHBIX HOCHTEISIX
BBICBUTIAIOTCS MOJYYaTel0 ¢ COMPOBOUTEILHBIM TUCbMOM Ha OyMa)KHOM HOCHTEIIE.
B conpoBoauTenbHOM MHUChbME K KOMHUSAM JJIEKTPOHHBIX JTOKYMEHTOB YKAa3bIBACTCS:
HauMEeHOBaHUWE WH(OPMALMOHHONW CHUCTEMbI, B KOTOPOM XPAHITCS JTOKYMEHTHI,
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HAaNMMEHOBAaHUA JOKYMEHTOB, KOITMU KOTOPBIX HAIMIPABIISIOTCS MOIYUYaTENI0; HAa3BaHUS
¢daiiioB JOKYMEHTOB C ykazaHueM (opmaroB (ailyioB U oObema Kaxaoro ¢aiina B
OaliTax; maTa W3rOTOBJICHMS M 3aBepeHus komuu. [Ipm 3TOM Ha QuzMUecKu
000C00JICHHOM HOCUTEJIE HECMBIBAEMBIM MapKEPOM YKa3bIBACTCS:

«IIpunoxenue k nucbMy OT (mara) No ...».

Konus »neKTpOHHOTO JOKYMEHTAa, MPEACTaBICHHAas B BHUAE JOKYMEHTa Ha
OyMa)XHOM HOCHUTEJIe, 3aBepsIeTCsl B TIOPSJIKE, YCTAHOBIICHHOM JIJIsl 3aBEPEHUST KON
JIOKYMEHTOB Ha OyMa)XHOM HOCHUTEJNIe, C yKa3aHHWeM, B Kakol WH(OPMaIMOHHOU
CHUCTEME XPAHUTCS ANEKTPOHHBIN JOKYMEHT.

23) OT™MEeTKa O MOCTYIUIGHHH JOKYMEHTa OTOOpakaeT (akT MOCTYIUICHHS
nokymenta B OI'B PC(Sl) u Bkiawouaer JgaTy TMOCTYIUICHUS U BXOJSIIHMA
PErUCTPAIIMOHHBIN HOMED JToKyMeHTa. [Ipu HeoOX0UMOCTH OTMETKA O MOCTYIJICHUH
MOKET JIOTIOJIHATHCS YKa3aHUEM BPEMEHHM MOCTYIJICHUS B Yacax U MUHYTax U crocoba
JIOCTAaBKU JIOKYMEHTA ¥ MPOCTABIISAETCA C TOMOIIBIO IITaMIIa

24) Pe3zomionust — yKazaHHe 10 HMCIOJIHEHHIO JOKYMEHTa ogopmisieTcs Ha
CBOOOJIHOM MeCTe pabodero moJisi IOKyMEHTa, Ha OJJaHKE PE30JIIOIIUU WJIM BHOCUTCS
HerocpeactBeHHo B DOPK nmokymenTta B ECDJI. Pesomronust Biitouaer: pamuiuio
(pamunuu), MHUIMATBI UCTIONHUTENS (MCTIONHUTENEH), MOPYYEHHE IO JOKYMEHTY
(KOHKpEeTHOE 3aJjaHue MO WCIOJHEHUIO JOKyMEHTa WiIH (HOPMYIUPOBKY LIETU
paccMOTpeHus JOKYMEHTA), IPU HEOOXOAUMOCTH — CPOK UCTIOJTHEHUSI, TTOIMUCH JIHIIA,
BBIHECLIETO PE30JIIOIUI0, 1aTy PE3OIIOLNH.

[Ipy yKka3aHUM HECKOJBKUX HCIIOJHUTENEH ¢GaMUIusi OTBETCTBEHHOIO
UCTIOJTHUTENSI yKa3bIBae€TCsA TMEPBOM, MOMYEPKUBACTCS WU OO03HAYAETCS CIOBOM
«OTB.» («OTBETCTBEHHBIN).

25) OT™MeTKa O KOHTPOJIE CBHICTEIBCTBYET O IOCTAHOBKE JOKYMCHTa Ha
KOHTpPOJIb, IpocTaBisieTca mTaminoM «KOHTpoiab» Ha BEpXHEM IIOJIE JOKYMEHTA.
CBeneHusi 0 TIOCTAHOBKE HAa KOHTPOJIb SJIEKTPOHHOTO JOKYMEHTa (PUKCHPYIOTCS B
OPK.

26) OTMeTKa O HampaBiICHHH JJOKYMEHTa B JCIIO IPOCTABIISACTCS TIOCIC
3aBeplIeHUs] padOThl C JOKYMEHTOM M BKIIIOYAET: ciioBa «B meno», UHIEKC Aena mo
HOMEHKJIAType JIeJI, B KOTOPO€ MOMENIAETCs JOKYMEHT Ha XpPaHEHHE, C YKa3aHUEM
roJia, TOHKHOCTH JINIa, 0()OPMHBIIIETO OTMETKY, TTOAMHKCH, NaThl. Hampumep:

B nemo Ne 01-18 3a 2024 r.
HavanbHUK TEXHHMYECKOI'O OTAeIa
IHoamuce

Jlara

3.5. [Ipoueaypa noAroTOBKH JOKYMEHTA
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3.5.1. Ilpoekt nmokymenta, mnoarotoBiaeHHeii OI'B  PC(S), mnommexur
corinacoBanuto. CocTaB AOKHOCTHBIX JIMI[, COIJIACYIOIIUX MPOEKT JOKYMEHTAa,
ONpeeNnsieTcsl CTPYKTYPHBIM MOAPA3ACICHUEM — HCIOJHUTEIEM B COOTBETCTBUU
¢ aeuctByromuM 3akoHonarenbcteom U 'OCT P 7.0.97-2016.

3.5.2. CornacoBanue npoekta qokymenTa B OI'B PC(A) odpopmmusiercs rpudom
corjacoBanusi (P BHEIIHEM COIJIACOBAaHWM) WM BH30M (IIpU BHYTPEHHEM
coriacoBanui). [IpaBuina ohopmiieHHst peKBU3UTOB «TpUQ COTIIaCOBAaHUSA JOKYMEHTa,
«BU3a» MpUBEICHbI B ojapasaeine 3.4 nacrosmed Muctpykuu.

3.5.3. Pemenue o cornacoBaHUM TPOEKTA IOKyMeHTa, co3aanHoro B OI'B PC(41),
C JPYTMMH TOCYIapCTBEHHBIMU OpraHaM{, OpraHaMH MECTHOI'O0 CaMOYIpPAaBIICHHUS,
OpraHu3alusIMH MOXET ObITh 0(OPMIIEHO MHUCHbMOM MM OTPAXXEHO B IMPOTOKOJE
3acelaHnsl KOOPJAUHAIIMOHHOTO WJIM COBEIATEeNIbHOTO OpPTraHa, B 3TOM ciiyyae B rpude
corjacoBaHus ykasbiBatoTca HauMmeHoBanue OI'B PC(S), koopAMHAIIMOHHOTO WM
COBEIIATEILHOTO  OpraHa, COrJacoBaBIIETO MPOEKT  JOKyMEHTa, Jara |
PErHCTPAMOHHBIN (MCXOIAIMI) HOMEp MMChMa UJTU JIaTa U HOMEP MPOTOKOJIA.

3.5.4. Ilpy HanTUYMU HECKOJIBKUX COIJIACYIONIUX WHCTAHIMU TMPH BHEIIHEM H
BHYTPEHHEM COTJIACOBAaHMHM OTMETKU O COTrJacoBaHHM (TPU(BI COTrIaCOBaHUs, BU3bI)
o(QOpPMIISIOTCS Ha JIUCTE COTIACOBAHMUS.

3.5.5. B OI'B PC(]) cornacoBanue nMpoeKTOB TOKYMEHTOB MOKET ITPOBOJIUTHCS
B oasekTpoHHoM Buae B EC3O/[. Ilo 3aBepuieHHH mpouEeAypbl 3SJIEKTPOHHOIO
COTJIACOBAaHMS B CIIy4ae, €CJIM JTIOKYMEHT HUMEET IJIUTEIbHbIA CPOK XpaHEHHUs (CBbILIE
10 sieT) ¥ MOJJIEKUT MOAMUCAHUIO (YTBEPKICHHUIO) U TOCJIEAYIOLIEMY XPAaHEHHUIO HA
OyMa)XHOM HOCHUTEJIE, JIUCT corjacoBaHusl, pacrieyatanubii u3 ECOJI, mpunaraercs K
NOKYMEHTY M COCTaBIISIET €r0 HEOThEMIIEMYIO YacTh. JIUCT cormacoBaHus 3aBepsieTCs
HOAMUCHIO COTPYAHUKA CTPYKTYPHOTO MOJpa3/Ie/ICHUS-UCIIOIHUTENS, C yKa3aHUEM
naTel ero (opMupoBaHHMS W HAWUMEHOBAHUS CHUCTEMBI, B KOTOPOH MPOBOJUIIOCH
AJIEKTPOHHOE COTJIACOBAHME.

3.5.6. [loaroToBrneHHble, OKOHYATETHHO OGOPMIICHHBIE W COTJIACOBAaHHBIC
MIPOEKThI JOKYMEHTOB MOJNUCHIBAIOTCA (YTBEpkaatoTcsa) pykoBoguteiaeM OI'B PC(S)
WIM WHBIM YIOJHOMOYEHHBIM MM JOJDKHOCTHBIM JIMIIOM. B  yCTaHOBIIEHHBIX
3aKOHOJATEIbCTBOM CIy4asiX MOAMUCH JOJKHOCTHOTO JIUIA HA JOKYMEHTE 3aBEPSIETCS
MevyaThl0 TOCYJapCTBEHHOTO opraHa. [IpaBuna odopmiieHHs PEKBHU3UTA «IIOJIHCHY
NpUBEAEHBI B nojpaszaene 3.4 Hacrosme Muactpyknumn.

3.5.7. Ha noxymeHTaxX, MOJYyYarONINX HOPUIUYECKYI0O CHUJIy B pe3yJbTaTe
YTBEPKIICHUS, 0DOPMIIICTCS TPHUQ YTBEPKICHUSI.

VY TBepKIECHUIO MOJJIeKAT HOPMATUBHBIE PABOBBIE aKThI (ITpaBUJIa, OJIOKEHUS,
WHCTPYKIIMH, PETJIaMEeHTbl U Ap.), BHyTpeHHHe HopmaTuBHble akThl OI'B PC(4), a
TaKX€ JOKYMEHThI JUJIUTEIBHOIO JEWUCTBUS (IUIaHBI, MPOrPAMMBI, OTYETHI O UX
BBIIIOJIHEHUM U HEKOTOpbIE JApYrue JTOKYMEHTbI). JIOKYMEHTBHI YTBEpPKIAOTCS
pacropsiIuTeIbHbIM JOKYMEHTOM (mpukazom, PaCIIOPSIKEHUEM ) Wi
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HenocpeAcTBeHHO pykoBoautenieM OI'B PC(S1) unau WMHBIM YNOTHOMOYEHHBIM UM
JOJKHOCTHBIM JIMIIOM IOCPEJICTBOM MPOCTABIEHUS COOCTBEHHOPYYHOM MOJNUCH B
rpude yTBepKICHHUS.

I'pud ytBepxkaeHUs MpocTaBisieTCss HAa  JOKYMEHTE, YTBEpPKIAaeMOM
HEMOCPEJCTBEHHO  JOJUKHOCTHBIM  JUUOM  (PYKOBOAMTENIEM  WJIW  HUHBIM
YIIOJTHOMOYEHHBIM UM JOJKHOCTHBIM JIMI[OM) WM PaCHOPSAIUTEIbHBIM TOKYMEHTOM
(mpuKa3oM, pacropsHKEHUEM ).

[IpaBuna odopmieHuss pekBU3UTa «TPU( YTBEPKIACHUS» NPHUBEACHBI B
noapaszaene 3.4 nacrosiuien MHCTpyKIuu.

B HeoOXomMMbIX cliydasx COOCTBEHHOpYYHas TMOAMNUCh PYKOBOAUTENS
rOCYy/IapCTBEHHOTO OpraHa WM HWHOTO YIOJHOMOYEHHOTO WM JIMLA 3aBepsieTcs

MNeYaTbr0 roCyaapCTBCHHOTO OpraHa € BOCIPOHU3BCIACHUCM FOC}’I[&pCTBeHHOFO rep6a
PC(S1).

3.6. CocTaB 10KyMeHTOB, o0pa3ywmuxcs B aesateabHocTd OI'B PC(51)

3.6.1. OcoOGeHHOCTH TTOATOTOBKH OTJEIBHBIX BHUIOB JOKYMEHTOB, B TOM YHCJIE
HOPMAaTUBHBIX IPAaBOBBIX aKTOB, OPraHU3ALMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB,
yCTaHaBJIUBAIOTCSl HacTosed MHCTpyKiuel B cOOTBETCTBUU ¢ nojHoMouusmu OI'B
PC(S), ompenenennbiMu IlonokeHneM o He#, a Takke B IeENIIX pealu3aluu
nosiHoMounit OI'B PC(51) n 1omKHOCTHBIX JIHII.

3.6.2. B mnensax perymupoBanusi aestenbHoctd OI'B PC(S), opranuzaruu
BBITIOJTHEHUSI TOCY/IAPCTBEHHBIX (DYHKIIMI M PEIICHHs] MHBIX 3a/lad, YCTaHOBICHHBIX
3akoHaMu PC(Sl) 1 MHBIMM HOPMATHMBHBIMHU IPABOBBIMH AKTAMH, ONPEAEIISIIOLIUMU
neatensHocTh OI'B PC(S), OI'B PC(S) B mpeaenax cBoeid KOMIIETEHIIMM U3/1A€ET:

UHAUBUAYaTbHbIE MPABOBBIE aKThI (PACHOPSAUTENbHBIE TOKYMEHTHI) B (hopme
MIPUKA30B, PACIIOPSIKEHUN;

JIOKQJIbHBIE HOPMATHBHBIC aKThI, M37aBaeMble B (popMe IMOJIOKEHUH, MPaBuUI,
MHCTPYKIIHM, pErJIaMEHTOB, MOPSAKOB U IPYTUX JOKYMEHTOB;

IPOTOKOJIbI 3acefaHuil (KOOPAMHAIMOHHBIX, COBEIIATEIbHBIX, METOJUYECKUX,
AKCHEPTHBIX U APYTUX OPraHOB);

MH(GOPMAIIMOHHO-aHATUTHYECKUE JTOKYMEHTHI B (hOpME aKTOB, aHATMUTHUYECKHUX
1 UHQOPMAITMOHHBIX CIIPABOK, TOKJIATHBIX, CITY>KEOHBIX i O0BSICHUTEIHHBIX 3aITUCOK,
CITyK€OHOM MepenucKu, TeaerpaMmm M Jp.

B 3aBUCHUMOCTH OT KOHKPETHBIX 3a7a4 yrpasiienus B aestenbHoctu OI'B PC(A)
CO3MAIOTCSl JIPYTHME€ BHIBI JOKYMEHTOB: IUIaHBI, MPOTPAMMBI, OTYETHI, TpaduKu
OTIYCKOB U T.J.

B yctanoBnenHbix 3akoHonarenbetBoM ciydasx OI'B PC(S) moxeT u3naBath
JIOKYMEHTBI COBMECTHO C JJPYTMMH OpTaHaMU BJIACTH MO BOIIPOCAM, MPEICTABIISIIOUIAM
B3aMMHBIH HMHTEPEC W BXOJAIIMM B KOMIIETEHIIMIO 00eux CcTOpoH. Takue akThbl
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oQopMIIstOTCA U MYOIMKYIOTCS KaK €IMHBIA JTOKYMEHT (IIOCTaHOBJIEHHUE, MPOTOKOII,
II0JIO’KEHUE, COTTIAIICHHE, AEJI0BOE TUCHMO U Ap.).

3.7. IlloaroroBka NMpoeKTOB HOPMATHBHBIX NPaBoBbIX akTOB OI'B PC(51)

3.7.1. B uensx perymupoBanusa gestenbHoctu OI'B PC(S) co3patorcs
CJIeIyIOIINE TOKYMEHTHI:

UCIIOJIHUTEIBbHO-PACTIOPAIUTENbHBIE — TPHUKA3bl, PACHOPSKEHUS, MPOTOKOJIbI
3aceaHnii (COBENMIATEIbHBIX, KOOPINHAIIMOHHBIX U APYTUX OPTaHOB);

OpraHU3aIMOHHO-TIPABOBBIE — MOJIOKEHUS, PETJIAMEHTHI, NPaBUJIa, THCTPYKIUU
U T.IL;

UH(GOPMAIIMOHHO-CIIPABOYHBIE — CIy>KeOHbIE MHUChbMa, TOKJIaAHbIe, CIYXKEOHbIE
U 00BSCHUTEIBHBIC 3aIMCKH, aKThI, CIIPABKH, TEJICTPAaMMBI U JIp.

3.7.2. PeieHust pyKOBOJMTENS BO UCITOJTHCHUE TIPABOBBIX AKTOB BBIIIECTOSIIIAX
OpraHoOB BJIACTU U YTNPABIEHHUS, [0 BOMPOCAM OCHOBHOH JIESITENILHOCTH, TPEOYIOIIHUM
IPaBOBOTO  peLICHUS, OCYIIECTBJIICHUS] ~ HMCIOJHUTEIBHO-PACTIOPSIAUTETbHON
JEeSTENbHOCTH, BbITeKawomen u3 ¢ynkuuii u 3amad OI'B PC(), odopmustorcs
npukazamu OI'B PC(4).

3.7.2.1. HeoOXomuMBIM  yCJIIOBHEM pa3pabOTKHM TMPOEKTa HOPMATUBHOTO
IIPABOBOTO aKTa SIBJSIOTCS MPEOCTABICHUE:

1) Tekcrta nmpoekTa HOpMaTuBHOTO MpaBoBoro akta OI'B PC(S) u npunoxkeHuii
K HeMy (IOJIOKeHHH, TMpaBujl, MPOTpaMM, IUIAHOB U T.N.), O(OPMIICHHBIX B
cooTBeTCTBUM ¢ TpeboBanusmMu nenonpousBoactea (I'OCT P 7.0.97-2016) (B
OYMa)KHOM M 3JICKTPOHHOM BHJIE);

2) MTUCTa COTJIaCOBaHUs K MPOEKTY HOpMaTUBHOTO mpaBoBoro akta OI'B PC(51);

3) MOSICHUTEIBHOM  3alMCKH, YKa3bIBaroIleld HEOOXOIUMOCTb, MPUYHHBI,
OCHOBaHHUS MPUHATUS HOPMATHBHOT'O MPABOBOTO aKTa, COCTOSHUE 3aKOHOJATEIHCTBA
B JIaHHOM c(epe MPaBOBOrO PETYIMPOBAHMUS, a TAKXKE COJEPIKAIICH XapaKTEPUCTUKY
MPOEKTa HOPMATHUBHOTO TIPaBOBOTO aKTa © TMPEMIOKEHUS 00 OTMEHe,
MPUOCTAHOBJICHUY, W3MEHCHHH W JIOMOJHEHUU JEHCTBYIONIUX HOPMATHBHBIX
npaBoBbIX akToB OI'B PC(S) nnu npuHATHH HOBOIO HOPMATUBHOTO IIPABOBOTO aKTa B
Pa3BHUTHE MPEUIOKEHHOTO TPOEKTA aKTa,

4) prHAHCOBO-?KOHOMHYECKOr0 00OCHOBaHHUSA (B Clydyae BHECEHHS IIPOEKTa
HOPMAaTHUBHOTO MPABOBOTO aKTa, peaju3airsi KOTOPOro MOTPeOyeT MOMOIHUTETBHBIX
MaTepHATbHBIX, PUHAHCOBBIX CPEJICTB U MHBIX 3aTPaT);

5) 3aKITIOYCHUS KOMHCCHU TI0 TPOTHUBOICHCTBUIO KOPPYIIIIHUH;

6) 3aKITIOYCHHSI POKYPATYPHI.

3.7.3. Pemenus OTPaHUYEHHOTO Cpoka NEeUCTBUS, cojieprKalue
WHIUBUyaJIbHBIE TIPABOBBIC MPEANUCAHUS TIO OIMEPATUBHBIM, OPTaHHU3AIMOHHBIM,
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KaJIpOBBIM, aJMUHUCTPATUBHO-XO3SUCTBEHHBIM U JIPYTUM BOMPOCaM JESITEIbHOCTH
OI'B PC(41), odhopmiaroTcst pacopsiKEHUEM.

3.7.4. IIpoextel mpaBoBbiX akToB OI'B PC(S) BU3UPYIOTCS AOIKHOCTHBIMU
JULAMH B IOPSJIKE, TPEAYCMOTPEHHOM ITYHKTOM 4.8.1.1 HacTosuen NacTpykuuen.

3.7.5. 3ameyanus (mpuMedaHusi), TOMOJHEHUS M MPEJIOKEHHUS K IMPOeKTam
MPaBOBBIX AKTOB OOOOIIAIOTCS OTBETCTBEHHBIM HCIIOJHUTEIEM B PEECTpe yueTa
3aMEUYaHUN U NPEUIOKEHUN K MPOEKTY IIPAaBOBOIO aKTa, KOTOPBIM MpuUiaraercs K
npoekTy (oOpasell peecTpa MPUBEIACH B MPUJIOKeHHH Ne 5).

3.8. IloaroroBka npaBoBbIX aKTOB (pacnopsaaureabubix) OI'B PC(5)

3.8.1. IIpoekThl MpUKa30B (PACIOPSIKEHUI ) IO OCHOBHOM JI€SITEILHOCTH TOTOBSIT
nonpaznenenuss OI'B PC(Sl) Ha ocHOBaHMM TOpy4YeHHH pyKoBoJCTBa JHOO B
UHUIMATUBHOM Topsake. OTBETCTBEHHOCTh 3a KAYECTBEHHYIO IOJTOTOBKY,
npaBuibHOE OQOpMIICHHE MPOEKTOB mpukazoB (pacnopspkenuit) OI'B PC(S) u ux
COTrJIacOBaHHE C 3aMHTEPECOBAaHHBIMM CTOPOHAMH BO3JIaraeTcs Ha PYKOBOIUTENEH
nonpasaenenuii OI'B PC(S), koTopeie TOTOBAT M BHOCAT MPOEKTHI MPHUKA30B
(pacniopsbkeHuin).

Buecenne wu3MeHeHuil B TIpuKa3 (pacHopsbKEHHE), NpPU3HAHHME IMpUKa3a
(pacmiopsbkeHMs) YTPaTHBIIMM CHIJIY, €ro OTMEHa TMPOU3BOASTCS B TOPSIKE,
YCTAHOBJIEHHOM JJIs1 IPUHATHS CAaMOTO aKTa.

Ecnu B mpouecce cornacoBaHusi B MPOEKT NpHUKa3a (pacnopsyKeHUs1) BHOCITCS
NPUHIUITHAIBHBIE U3MEHEHHUSI, MEHSIOIIUE €r0 IEPBOHAYAIBHBIN CMBICI, OH MOJICKUT
MOBTOPHOMY BH3WpoBaHUIO. [IOBTOpHOrO BH3MpOBaHUS HE TpeOyeTcs, €ClHu TpHU
I0paboTKe B MPOEKT MpHKa3a (pactopsHKEeHUs) BHECEHBI YTOUHEHUS PEJaKIIMOHHOTO
XapakKTepa, He MEHSIOLIUE €Tr0 CYTH.

[IpoexTbl mnpuKa3oB (pacHOpsKEHUM) TMPENCTABISIOTCS Uil TMOJIUCH C
MOSICHUTEIIBHOM 3alIMCKOM, KOTOPasl COJIEPKHUT:

1) mpaBoBOoe 00OCHOBaHHE HEOOXOIMMOCTH TPHUHATHS aKTa: YKa3bIBAIOTCS
MYHKT, CTaThsl (peAepalbHOTO 3aKOHA, WHOTO HOPMATHBHOTO MPaBOBOrO akta PO,
PC(41), Bo ucnonHenue KoTopeix npuHuMaetcs npaBoBoit akt OI'B PC(4).

VYKa3bIBalOTCS MYyHKT, cTaThsd mpaBoBoro akta P®, PC(), B cooTBeTcTBUU C
koropsiMu OI'B PC(Sl) ymnoaHOMOYE€HO NPUHUMATH MNPABOBOM AaKT MO JIAHHOMY
BOIIPOCY, a TAKXKE CTPYKTYpPHOE IOApa3/ielIeHne, KOTOPbIE BIPaBE BHOCUTH MPOEKT
npaBoBoro akta OI'B PC();

2) OCHOBaHHME JUIS TIOJATOTOBKM W BHECCHHS aKTa: YKa3bIBAETCS ITYHKT
IIPOTOKOJIA, TOPYYEHHUSI, BO UCIIOJIHEHHE KOTOPOIrO MPUHHUMAETCS MPOEKT MPaBOBOTO
akta OI'B PC(A);

3) menn, 3a7a4d W MPEIMET IPAaBOBOTO PETYJIUPOBAHUS aKTa: PACKPBIBAIOTCS
KOHIIEITyaJIbHbIE UJIEH, IOJI0KEHHBIE B OCHOBY ITPOEKTA MPABOBOI0 aKTa, YKA3bIBAETCS
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MpPEeIMET PEryJIMPOBAHUs, AACTCS XapaKTEepPUCTUKA HOPM M TMOJIOKEHHUH, U3JI0KEHHBIX
B IPOEKTE MPABOBOTO aKTa B COOTBETCTBUM CO CTPYKTYPOU MPOEKTa MPaBOBOIO aAKTa,
OLICHKAa JTOCTM>KEHHSI HOPMaMH U TOJOKEHHUSMHU MPOEKTa 1IeJIH, 3aJauydl U NpeaMera
perynupoBanus akta. [Ipu He0OXOIMMOCTH yKa3bIBalOTCS MPOOJIEMHbIE BOIPOCHI, HA
pelIeHre KOTOPhIX HAIIPABJICHO MPUHATHE MTPOEKTA - TEKYILEE COCTOSHUE, KOHKPETHbBIE
MEXaHU3Mbl, HEOOXOIUMBIE PECYPCHI;

4) cTpyKTypa  TpOCKTa MPaBOBOTO  aKTa:  YKa3bIBAIOTCA  CTPYKTypa
npuHUMaemoro npasosoro akta OI'B PC(41);

5) npaBoBbIe aKThl, B KOTOpPbIE BHOCSTCS WJIM MPEANOJAracTcs BHECTH
U3MEHEHUS;

6) MPOrHO3 0XHJIAEMBIX TMOCJIEICTBHI OT peanu3anuu npaBoBoro akta OI'B
PC(1);

7) UCTOYHUK (PMHAHCHPOBAHHUS, B CIy4ae €CIIU MPOCKT BICUYET JOMOJHUTEIbHBIC
pPacxobl.

K mpoexty npaBoBoro akta OI'B PC(S) mpunararorcst cMeTra pacxogoB WU
JIOXOJIOB C pacyeTamH, €CIU TaKOBbIE MPEANOojaraiTcs MpU peaau3alud JaHHOTO
npoeKkTa, 00OCHOBaHHE OIOHKETHBIX ACCUTHOBAaHUN B YCTAHOBJIEHHOM IOPSIIKE B
CJIy4ae BbIJEICHUS JOTIOTHUTEIBHBIX CPEJCTB U3 TOCYIapPCTBEHHOTO OI0/IKETa, peecTp
ydeTa 3aMe4yaHuil W TMpeUIOKEHUH, MOANUCAHHBIA PYKOBOIUTEIEM CTPYKTYPHOTO
noJipa3ieyaeHusl.

3.8.2. Ilpukassl (pactiopsikeHus) opOPMIISIIOTCS Ha CTaHAAPTHOM JIMCTe OyMaru
ycTaHoBJIeHHOH (hopmbl hopmaTta A4 mpudrom pazmepom Ne 14,

3.8.3. OCHOBHBIMH  pEKBHU3UTAaMU TpUKaza (pacropsKEHUs)  SBJISIOTCS:
«"ocynapcrBennsiii repo PC(S)»; «<naumeHnoBanue rocynapctTsenHoro oprana» — OI'B
PC(); «nauMeHOBaHME BUJIa IOKYMEHTa» — IPHKAa3, PACIOPIKEHUE; «3ar0JIOBOK K
TEKCTY»; «JaTa JIOKYMEHTa»; «PETHCTPAllMOHHBI HOMEp JIOKYMEHTa»; «MeCTO
W3JIaHUS JOKYMEHTa» — T. SIKyTCK; «rpud orpaHUYEeHHs JOCTyINa K JOKYMEHTY» (IIpU
HEOOXOJIUMOCTH), «TEKCT JOKYMEHTa», «OTMETKa O TPUIIOKCHHUH», «IOJIUCHY,
«BU3a», «II€YaThy» (€CJIM NPEeTyCMOTPEHO JIOKAIbHBIMU HOPMATUBHBIMU AKTAMH ).

3.8.4. 3aronoBOoK K TEKCTy MpuKaza (pacrnopspkeHus) (ero HanMEHOBAaHHE)
JOJKEH KPaTKO M TOYHO OTPa)XaTh COJIEP’KaHHUE TEKCTa AOKyMeHTa. Touka B KOHIE
3arojoBKa HE CTaBUTCS. 3arojIOBOK MeYaTaeTcs MOJYKUPHBIM mpudpTom uepes 1
MEKCTPOUHBIM HHTEPBaJ, BEIPABHUBAETCS 110 LUEHTPY.

Hanpumep:

00 yrBepxaennn MHCTPYKUMH 1O TeJIONPOU3BOIACTBY
3.8.5. Tekct mpukaza (pacmopspKeHHs) OTAENsAeTcs OT 3aroioBka 2-3

MEXKCTPOUYHBIMM HWHTEpBAJIaMM U medartaercss wmpudrom pazmepom No 14
C MEXCTPOYHBIM HHTEpBajIOM 18 OT OT JE€BOM TpPaHUIBl TEKCTOBOIO IMOJIS
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Y BBIPAaBHUBAETCS MO JIEBOW M MpaBOM IpaHMIlaM TeKcToBoro mojs. Ilepas crpoka
ab3ala TEeKCTa HAYMHAETCS Ha PaccTOsHUM 1,25 c¢M OT JIeBOM I'paHMIBI TEKCTOBOTO
OJIA.

Texct mnpukaza (pacmopsbDKeHHs])) MOXET COCTOSTh M3 2 4acTeu:
KOHCTAaTUPYIOIIeH (MpeamMOyJibl) U pacropsiIUTEIbHOM.

B xoHcTaTupylomeld 4acTW KpaTKO H3JaraloTcs Leld U 3aaaud, (PakTtel u
COOBITHS, TOCITYXKUBIINE OCHOBAaHMEM [JIsi MpUHATUS pemieHus. OHa MOXKeT
HAYMHATBCS CJIOBAMHU «B IEJISIX», «BO MCIOJHEHWE» U Jp. Eciu mnpukas
(pacniopsbKeHHe) U31aeTCs Ha OCHOBAHUU JPYToro JOKYMEHTa, TO B KOHCTaTUPYIOIICH
YaCTHU MPUBOJAUTCS YKa3aHUE HA MOAMYHKTHI, TyHKTHI, YACTH U CTaThU MPABOBOTO aKTa,
HAaMMEHOBAaHUE ITOT0 IOKYMEHTa, HAMMEHOBAHHUE OpraHa, U3/1aBIIero JOKYMEHT, /1aTa,
PETUCTPAIIMOHHBIN HOMED U 3ar0JIOBOK K TEKCTY.

KoncTatupyronias 4acTh IpUKa30B 3aBEPIIACTCS PACTIOPSIUTEIBLHBIM CIIOBOM:

«II P ¥ K a3 bl Ba o», KOTOPOE MevaTaeTcsi CTPOYHBIMU OyKBaMH BPa3psAKy
(c yBenMueHHBIM HHTEpBajoM Mexay OykBamu). [locie cioBa «I1 p M K @ 3 bI B @ 10:»
CTaBUTCS IBOCTOUHE.

B pacniopspkeHHsIX M0 TUYHOMY COCTaBY, MO0 aJIMUHUCTPATUBHO-XO3SIICTBEHHOM
JEeSTENHHOCTH KOHCTATUPYIOIIAsh 4acTh MOMKET OBITh HCKIIOYEHA NPH OTCYTCTBUU
HEOOXOJMMOCTH B OOOCHOBAaHMM U pa3bsICHEHUH HX wu3AaHus. B sTtom ciyudae
pacnopsIuTEIbHOE CIOBO UCKITFOYAETCS.

PacnopsiaurenbHas 4acTh COAEPKUT TNpeanucanus (MOpydeHHs, 3aJaHHsl)
C YKa3aHUEeM UCTIOTHUTENS (MCIIOHUTENEH ) KaXKI0Tr0 AEHCTBUS U TPU HEOOXOIUMOCTH
CpOKa €ro MCIOJTHEHUS.

PacniopsinurenbHas 4acTh O KOJIMYECTBY MPEINMCAHUN (UX aIpecaToB) ACIUTCS
Ha TYHKTBI, HyMepyemble apabckumu mudpamu ¢ Toukod. OJHO mNpearnucaHue,
aJpeCOBAaHHOE HECKOJIBKUM HCIIOTHHUTENSIM, a TaKXEe HECKOJIbKO TPEINUCaHUM,
aJpECOBAaHHBIX OJJHOMY MCIOJHUTEII0, TOMENIAIOTCS B OHOM MyHKTE. [[yHKTBI MOTYT
pasenaThCcs Ha ab3albl.

I[Ipy wW3M0XKEHUM MOPEANHUCHIBAEMOIrO  JEWUCTBHS  HMCIOJB3YETCS  TJaroll
B [IOBEJIUTEJIbHOM HAKJIOHEHUHU (IIPOBEPUThH, OPraHU30BATh U T.II.).

Anpecatel npeanucannii — noapazaenenus OI'B PC(S)B pacnopsaurenbHOU
YacTH TEKCTa C paclopsSIUTEIbHBIM CIIOBOM «IIPUKA3bIBAI0:» YKa3bIBAIOTCS B
JaTebHOM Tmanexe (KoMmy?), C pacmopSIUTEIbHBIM CJIIOBOM «OOSI3bIBAI0» — B
POAUTENIBHOM MHajexe (Koro?).

Ecnu npeanucanue aipecoBaHO KOHKPETHOMY PYKOBOJIMTEIIO MOAPA3IAEICHUS
OI'B PC(A), ero dammims ¥ WHUIHAIB YKa3bIBAIOTCS TOCIE HANMEHOBAHUS
noApa3JeieHuss B CKOOKaX B UMEHUTEILHOM Tajiexe, 0e3 CKOOOK — B IaTeIbHOM WJIU
POAUTEILHOM TaJEKeE.

B nocnennem nyHkre nmpukasa (pacrnopsiKeHuUs ) 10 OCHOBHOM 1€SITEIbHOCTH, KaK
MPaBUJIO, YKa3bIBAIOTCS JAOJKHOCTh, (DaMIIIMs U MHULUAJBI JOJKHOCTHOIO JIMIIA, Ha
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KOTOpPOE BO3JIaraeTcs KOHTPOJIb 32 UCIIOJIHEHUEM IMpHUKa3a (paclopsKeHUs ), KOTOpoe
HE MOXET OBITh OJTHUM M3 aJpecaToB MPEeANUCAHUN MPUKa3a (PaCTIOPSKEHNUS ).

B KOHKpETHBIX Ciy4yasiX KOHTPOJIb 32 MCIOJIHEHHEM MpHKa3a (pacrnopsyKeHHs)
MOXET BO3JIaraThCs Ha PYKOBOAUTENS, OAMKUCHIBAIONIETO MPUKa3 (pacropsbKeHue), co
cieayromet  GopMynHpoBKON mociaegHero nyHkTa: «KoHTposib  MCHOJHEHUS
HACTOSIIEr0 MpUKa3a (PaclopsiKEHUsI) OCTABJISIIO 32 COOOM. ».

B npuka3 He caenyer Bkitodath NyHKT «lIpuka3 (pacnopsikeHue) 10BECTU 10
CBEJICHUSL...».

Ecnu npukas (pacnopspkeHHE) W3MEHSIeT WM OTMEHSIeT paHee H3JAaHHbIN
JOKYMEHT WM KaKHe-TO €ro MOJIOKEHUS, TO OJMH U3 MYHKTOB PaCHOPSAUTEIbHON
YacTH TEKCTa JI0JKEH COJIEPXKATh CChIIIKY Ha U3MEHSIEMbIN MJIM OTMEHAEMBbI JOKYMEHT
(MyHKT JTOKYMEHTAa) C yKa3aHHEM €ro JaThl, HOMEpa, 3arojoBKa HM3MEHSEMOTO WU
OTMEHSIEMOT0 MPHUKa3a, paclopsLKeHUs U (MIIM) HOMepa OTIIeTbHBIX TyHKTOB (a03a1ieB,
IJIaB) pacToOPSIANTENLHON YaCTH TEKCTA WM MPUIIOKEHUS K pUKa3y (pacropsiKeHHIO).
TexkcT myHKTa MOJDKEH HauMHATHCS cioBaMu «lIpu3HATH yTpaTUBIIUM CHITY...» WIH
«BHecTn u3MEeHEeHU. . . ».

3.8.6. [Ipunoxenuss B mpuKaze (PacHoOpsHKEHUU) JIOMYCKAIOTCS  TOJBKO
CBSI3aHHBIE C MPEANUCAHUSIMU PACTIOPSIUTEIILHON YaCTH TEKCTA.

Hampumep:

«Y1BepauTh Tmpuiaraemoe llomoxkenue 00 YmoparieHuu...», «BrHecTn
usMmeHenus B npukaz OI'B PC(A) or ..Ne ... «O06 yTBepKJACHHUH...» COTJACHO
IPUIOKEHUIOY.

OpHo mpuiokeHre He HymepyeTcsi. HecKoNbKo MPUIOKEHUN HYMepyHTCs
C yKazaHueM 3Haka «Noy.

[Ipunoxenuss Kk mnOpoektaM npuka3zoB (pacnopsbkenuit) OI'B  PC(A)
opopMIsIOTCS ~ HA  OTHENBHBIX  JUCTax.  Pasmepbl  mosieid,  mpUQTHI
Y MEKCTPOYHBIC HHTEPBAJIBI MACHTHYHBI pa3MepaM, MPUMEHSIEMBIM MTPU 0POPMIICHUU
TEKCTOB IpuKa3oB (pacnopsikenuit) OI'B PC(A).

3.8.7. [lognuce pyKOBOIUTENSI COCTOMT W3 HAWUMEHOBAaHUS JOJKHOCTH JIHIIA,
MOJMHCABIIETO JOKYMEHT, COOCTBEHHOPYYHOW MOANMHUCH M PACHIH(PPOBKHU TMOAHICH
(vHUIMAITB, haMUTTHS).

HanmeHoBaHuEe MOMKHOCTH TNEYaTaeTCsl OT JIEBOM T'paHMIIbI TEKCTOBOIO IMOJIs
W BBIPABHHUBACTCS 1O JIEBOMY Kparo. Pacmm@poBka MOANUCH pacIoiaraercs
Ha YypOBHE IMOCJEAHEH CTPOKM HAMMEHOBAHUSA JOJDKHOCTU C MPOOETIOM MEXAY
nHunvaniamu v pamunumed. Ilocnmenusss OykBa B pacmiudpoBKE MOJNUCH
OTPaHUYUBAETCS MIPABBIM IOJIEM.

3.8.8. [locnie  yTBepkacHWS  PYKOBOIWTENS  TMPHUKa3bl  (PacHOPSIKEHUS )
MOCTynarwT Ha peructpanuio B CinyxOy Jenonpou3BOACTBa s O0GOpMIICHUS U
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BbINycka. [locne peructpanuu v BeIlycKa MPUKA30B (PacCHOPSKEHUH ), yTBEPKICHHBIX
B 3JIEKTpOHHOM BuE nocpenctsom ECO/I, orBeTcTBeHHOE Mil0 noapazaencuus OI'B
PC(4) odbopmisier mpaBoBbI€ akThl B OyMa)KHOM BHUJIE U MEpeaeT PyKOBOAUTENIO JIJIst
COOCTBEHHOPYYHOT'O MOITUCAHUS.

3.8.9. [leyaTh Ha PABOBBIX AKTAX, YIOCTOBEPSAIONIAS TOAJIMHHOCTh JOKYMEHTA,
craButcs Ciyx0oit aenonpousBoactea OI'B PC(S) mocie coOCTBEHHOPYYHOTO
MOJAMKUCAHUS PYKOBOAUTEIIS.

3.8.10. Ileyarp Ha mpuKazax (pacHoOpsKEHUSIX) MO OCHOBHOHU JEATEIHLHOCTH,
yJIOCTOBEpsIONIasl MOJJIMHHOCTh JOKyMeHTa, ctaBuTcs Ciy:x00il 1e1onpon3BoACTBa
OI'B PC(41).

3.8.11. Tlpu  odopmieHUH  COBMECTHOIO  IMpHUKa3a: HaNMEHOBAHUSA
rOCy/IapCTBEHHBIX OPraHOB (OpraHU3allMii) pacrnojararoTcsi Ha OJJHOM YpOBHE; JaTa
COBMECTHOTO pEUIEHUsI — €JuHasi, COOTBETCTBYET AaTe Oosiee MO3AHEH MOJIUCH;
PErHCTPAllMOHHBIA HOMEpP JOKYMEHTa, COCTABICHHOIO COBMECTHO IBYMS M Ooiiee
OopraHamu BJIaCTH, COCTOUT U3 PETUCTPALIMOHHBIX HOMEPOB, MPUCBOCHHBIX TOKYMEHTY
KaXIbIM OpPTaHOM BJIACTH, IPOCTABJISIEMBIX Yepe3 KOCYIO YepTy B MOPSIKE YKa3aHUs
aBTOPOB B JIOKyMEHTE; TOJIMUCH PYKOBOJAUTEIEH TOCYIapCTBEHHBIX OPraHoB
(opranuzanuit) pacroararoTcsi HIKe TeKCTa Ha OJJHOM YPOBHE.

[Tpukassl (pacnops>keHHs) IO OCHOBHOM JI€ATENBHOCTH, IO JIMYHOMY COCTaBY
U COBMECTHBIE C TOCYAApCTBEHHBIMU OpraHaMU MOJAMHUCHIBAIOTCS COOCTBEHHOPYYHO
pykoBoguteiaem OI'B PC(Sl) mapukoBoit pydkod (I[BET YEpHUJ: CHUHHH) W
pa3Menaercs B J1eJ0 COrJIaCHO HOMEHKIIATYpe Je.

O6paszupl opopmienus npuka3oB (pacnopsbkenuii) OI'B PC(S) npuBeneHs B
npuioxkeHusax NeNe 6, 7.

3.9. ITos10:xeHUs, MPABUJIA, MHCTPYKIIMH

3.9.1. Jlokanbable HOpMaTtuBHBIE akThl OI'B PC(l) uzmarotcs B Buze mpaBud,
MOJIOKCHUH, WHCTPYKIMH, PErIaMeHTOB, TEpeuHed, KIacCU(PUKATOPOB U APYTHUX
BHUJIOB JIOKyMEHTOB. Co3AaHue Ka)JO0ro JIOKAJIbHOTO HOPMAaTHUBHOIO akTa (najiee -
JIHA) mpoXoIuUT HECKOJBKO ATAmoB: pa3pabOTKa, COTJIAaCOBAaHUE, YTBEPXKICHHUE,
BBEJICHHE B JICVCTBHUE.

3.9.2. OcuoBanuem nist uznanus JIHA sBastores:

- 3aKOHOJATEIbHBIE M MHBIE HOPMAaTUBHBIE NPAaBOBbIE aKThl Poccuiickoun
Oenepannu (ykazpl W pacnopspkeHus IIpesummenta Poccuiickoit dDenepanuu,
nocraHoBieHuss W pacnopsokeHust [IpaBurenbctBa Poccumiickoit  @Penepanuu,
HOPMAaTHUBHbIE NMPABOBBIEC AKTHI (Pe/IepaTbHBIX OPraHOB UCIIOJIHUTEIHLHOM BIACTH);

- 3aKkoHoaTenbHbIe akThl PeciyOnuku Caxa (SkyTus), yka3bl U pacHOPSKEHUS
I'naBel Pecniy6nuku Caxa (SIkyTust), mocTaHOBIEHUS U pacniopsikenust [IpaButenscTBa
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Pecnnyonukn  Caxa  (SIkyTusi), HOpPMaTHBHBIE MpPaBOBBIE  aKThl  OPraHOB
rocynapctBeHHoi Biactu Pecniyonuku Caxa (Akytus);

- panee uznanneie B OI'B PC() JIHA w/unu pacnopsaguTeNbHble JOKYMEHTHI.

3.9.3. JIHA uznatorcs B LEJAX:

YCTAHOBJICHUS HOpPM, TpeOOBaHMI, TIpaBUI B OTHOIIEHHWHU MpeaMeTa
HOPMAaTUBHOT'O PETYJIMPOBAHUS, paHEE HE SIBJSABIIEMCS MPEAMETOM PEryJupOBaHUs,
W3MEHEHHUs CYILECTBYIONIUX HOPM, TpeOOBaHMM, NpaBUJ, YCTAHOBJICHHBIX paHeEe
W3IaHHBIMU HOPMATHUBHBIMU JIOKYMEHTAMH, OTMEHBl paHEE YCTAaHOBJICHHBIX HOPM,
TpeOOBaHUM, TPaBUII.

3.9.4. IHA rOTOBSITCSI Ha3HAUYCHHBIM OTBETCTBEHHBIM HCIIOJHUTEIEM, B
MOPSIIKE, YTBEP>KJISHHOM JJIsl IOCTAHOBIICHUH, pacniopsikenuid. JIHA npoxonasT stamn
corjacoBanusi (BU3UPOBAHHUS) 3aMHTEPECOBAHHBIMU JIOJKHOCTHBIMHU  JIMIIAMH,
JIPYTUMU OpTraHaMy TOCYJapCTBEHHOM BIACTU M MECTHOTO CaMOYIpPaBJICHUS W
npuoOpEeTaA0T IOPUINYECKYI0 CHIIYy TIOCIIE WX YTBEPXKACHHUS PaCHOPSAUTECIBHBIM
JIOKYMEHTOM PYKOBOIUTENS UHBIM YIIOJJHOMOUYEHHBIM UM JIUIIOM.

[Ipu odopmiieHHU JOKAJTBPHOTO HOPMATHBHOTO aKTa HCIIONb3yeTcs OJlaHK
KOHKPETHOTO BHJA JOKYMEHTA, KOTOPBIM B COOTBETCTBUM C M. 3.4. MHCTpyKIMH H
BKJIIOUAET B €05l CIeAYIONIUE PEKBU3UTHI:

- HaumeHnoBanue OI'B PC(S);

- HAMMEHOBaHMWE BHUJA JOKyMEHTa. YKa3blBaercs mociie HaumeHoBanus OI'B
PC(A) mpontucubimu 6ykBamu (ITOJIOXKEHUE, MHCTPYKIUA u . 1.);

- 1aTy perucTpanuu (YTBEpKICHHS) U pETUCTPALlMOHHBIA HOMEP JOKYMEHTA;

- MECTO COCTAaBJICHUS JOKYMEHTA.

Ecmun mpoekt JIHA sBisercs MHOTOCTpaHUYHBIM U K HeMy OQGOpPMIISETCS
TUTYJIBHBIN JINCT, YKa3aHHbBIC BBILIE PEKBU3UTHI PA3MENIAIOTCS HA TUTYJIBHOM JIUCTE.

CrpaHuibl JOKyMEHTa HYMEPYIOT €O BTOpoM cTpanuibl. Homepa crpaHun
MPOCTABJISIOT MOCEPEIUHE BEPXHETO OIS JIKCTA.

JlokasbHBII HOPMATHUBHBIA AaKT BCTYIAET B CHIYy CO JHS €ro NPUHATHS
paboTromareneM WM CO JHS, YKa3aHHOTO B 3TOM JIOKYMEHTE.

YTBepkaass JIOKaJIbHbIA HOPMATHUBHBIM AaKT, PYKOBOAUTEIb WJIM HHOE
JOJKHOCTHOE JIUIIO JTOJDKEH MOCTaBUTh MOINUCH B pekBusute "['pud yrBepxaeHus
JTOKyMeHTa'".

Nudopmarus cnpaBouHoro xapakrtepa (rpaduku, cXeMbl, TaOmHIbl, (OPMBI
JTOKYMEHTOB) oopmiisieTcs B Buje nmpuioxenuit k JIHA.

Ha npunoxenusax xk JIHA opopmisiercs pekBU3UT "OTMETKA O MPUIIOKEHUU" B
cooTBeTCTBUM C MHCTpyKIIHEH.

3.9.5. Ucnomaurenu JIHA momkHBI OBITH 03HAKOMIICHBI TIOJT TTOJMKCH CO BCEMHU
JIOKaJbHBIMU HOPMATHBHBIMU akTamu, npuHnumaeMbiMu B OI'B  PC() wu
HEIMOCPEACTBEHHO CBSI3aHHBIMU C UX TPYAOBOU JESATEILHOCTHIO.
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[lonTBepxkaaercss (akT O3HAKOMIIEHUS JOJDKHOCTHBIX JIUI[ C JIOKaJIbHBIMU
aKTaMHU- MOANKMCHIO JOJKHOCTHOIO JILA HA JIUCTE 03HAKOMJIEHUS, /1€ TOJKHBI OBITh
yKa3aHbl €ro (pamMuiusi, UMsi, OTYECTBO U JaTa O3HAKOMIICHHS.

OTOT JIMUCT TpWIaraercss K KaXJAOMY JIOKaJIbHOMY HOPMAaTWBHOMY akTy,
HYMEPYETCS, MPOLIMBAETCI U CKPEIUIAETCA MEYaTbl0 U TMOIIMUCHIO JOJKHOCTHOIO
Iuna.

3.9.6. Ismenenuss B JIHA u ormena JIHA odopmusiorcs mnpukazoMm
PYKOBOJIUTENS WJIM HMHOrO JOJUKHOCTHOIO JIMIIA, NPUHUMABIIETO penieHue o006
ytBepxaeHun JIHA.

B Ttekcte mnpukaza 00 yTBEpkKIACHUM, HU3MEHEHHM wwid oTMmeHe JIHA
UCTIONIB3YIOTCS (DOPMYJIMPOBKU:

npu yTtBepxkaeHun Hooro JIHA: "YtBepaute (HasBanue JIHA)" winm
"VTBepauth (Ha3Banue JIHA) u BBecTu B neiictBue ¢ (nara)". Hanpumep:

1. YTBepaurs [lonoxenue o okanbHbiX HOpMaTUBHBIX akTax OI'B PC(A),

WIH:

1. YtBepauth mratHoe pacnucanue OI'B PC(A) na 2024 rox u BBecTH ero B
nevictBue ¢ 1 ssuapst 2024 r. (IpuioKeHUe).

[Ipu BHeceHnu u3MeHeHU# B paHee yrBepxkaeHHbIN JIHA: "BHecTn nsMeHenus
B (HazBanue JIHA). Hanpumep:

1. BHectn crnepyronme HM3MEHEHUsI B IITaTHOE pacnucaHue Ha 2024 rop,
YTBEPKACHHOE PACTIOPSDKEHUEM PYKOBOAUTENS OT 25 nexadps 2023 r. N 345: ...

IIpu ormene panee ytBepxkiaeHHoro JIHA: "IIpusHaTh yTpaTHUBIIMM CHUITY
(mazBanue JIHA), yrBepxkaeHHoe ...". Hanpumep:

4. TlpuzHath yTpatuBmiuM cuiy [lonoxkeHue o HEHOPMHUPOBAHHOM pabodeM
JTHE, YTBEP)KJICHHOE TTPUKA30M pyKoBoautens oT 15 gespans 2024 1. Ne 22,

3.10. IIpoToxosnbl 3aceganuii (CoBelIaHMIT)

3.10.1. TIpoTokon cocTaBisieTCs Ha OCHOBAHWUHU 3amlHCEil, MPOU3BEICHHBIX BO
BpeMs 3aceiaHus (COBEIIaHus ), TPEICTABICHHBIX TE3UCOB, TOKJIA0B U BHICTYTUICHHIA,
CIIPABOK, MPOEKTOB PEIICHUIA U IPYTUX MATEPUATIOB.

3.10.2. B OI'B PC(A) mpoTOKOIBI MOTYT W3[1aBaThCS B TOJTHOW W KPATKOM
dbopme, Tpu KOTOPOH OITycKaeTcst X0/ 00CyKIeHHs BOmpoca U (PUKCUPYETCS TOIBKO
MPUHATOE TI0 HEMY PEIICHHE.

3.10.2.1. TekcT MOIHOTO MPOTOKOJIA, KAK MPABWIO, COCTOUT U3 JBYX YaCTEH:
BBOJIHOW U OCHOBHOW. B BBOJHON 4YacTH yKa3bIBalOTCS (PaMWIUU U HUHUIUAIBI
npeacenarens (MpencenaTebCTBYIONIETO), CEKpeTapsi, JIUI, MPUCYTCTBOBABIIMX Ha
3acelaHud, W, MPU HEOOXOJIWMOCTH, JIWII, TPUIJIANNCHHBIX Ha 3acedaHue. Ecmum
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KOJIMYECTBO MPUCYTCTBYIOMINX MPEBBIIIAET 15 4eIoBeK, B BBOJAHON YacTH MPOTOKOIIA
JIeNIaeTCs CChUIKA Ha CIIMCOK MPHUCYTCTBYIOIINX, SIBISIOMIUNACST HEOTHEMIIEMOM YacThIO
MPOTOKOJIa, HAIIPUMED:

[IpucyrcrBoBanu: 25 yen. (CUCOK MPUJIaraercs).

Ecnu B 3acenanny (COBEIIaHNM) MPUHUMAIOT YYacTHE MPEACTABUTEIH Pa3HBIX
rOCyJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIIPaBIICHUs, OpTaHU3aIIUH,
yKa3bIBaeTC MECTO paboThl W JIOJDKHOCTh KaXJIOro JHIa. MHOTOCTpOYHBIE
HAUMEHOBaHWs  JOJDKHOCTEH  MPHUCYTCTBYIOIIMX  TI€UATAlOTCS  4Yepe3  OJUH
MEXKCTPOYHBIA HHTEPBAJ.

Cnosa «ITPUCYTCTBOBAJIN»,«OTCYTCTBYIOT»,«ITPUT"JIAINEHHBIE»
MeYaTaloTCsl OT TPAHHUIBI JIEBOTO TOJISA, TMOCJE CJIOBAa CTAaBUTCA ABoeToune. Huxe
NIEYATAOTCS WHUITMATBI U (PaMUIHK TIPUCYTCTBYIOIINX, a CTIIPaBa — X HAUMCHOBAHUS
JOJDKHOCTEH (JomycKaeTcst 0000IIEHHO).

BBogHas 4acTh MPOTOKONA 3aKaHYMBAETCS IMOBECTKOW MHSI, COJAEpIKaiiei
NepevYeHb PaCCMaTPUBAEMBIX BOTIPOCOB, IEPEYHCICHHBIX B MIOPSIIKE X PACCMOTPEHHUS
Ha 3aCe/laHnH, C yKa3aHUEM JOKJIaJuhKa 10 KaKIOMY pacCMaTpUBaeMOMY BOTIPOCY.
Bomnpocsr moBecTku AHSI GOPMYITHPYIOTCS C TPEIIIOTOM «0» («00»), meyaTaroTcsi OT
TPaHULIBI JIEBOTO MOJISI 1 HYMEPYIOTCSl apabckumu 1 pamu.

OcHOBHas 4acTh MPOTOKOJA COCTOUT U3 Pa3/IeNIOB, COOTBETCTBYIONINX MTyHKTAM
NOBECTKHU JHS. TeKCT Ka)Xa0ro paszena CTPOUTCS M0 CXEMe:

CJIYIIAJIN:
BBICTYITNJIA:

PEIINJIN.

OcHOBHOE COJEp)KaHME JOKJIAJO0B M BBICTYIUICHUW BKJIIOYACTCS B TEKCT
MPOTOKOJIA WM TIPHUJIAraeTcsl K HEMY B BUJE OTJIEIbHBIX MaTepuanoB. B mocnemnem
Clly4ae B TEKCTE MPOTOKOJIA JeNaeTCs OTMETKA « [eKCT BBICTYIUICHHS MPHUIIAracTCs».
Pemenue B TEKCT MPOTOKOJA BHOCUTCS MOJTHOCTHIO B TOW (POPMYIHMPOBKE, KOTOpas
ObLIa IPUHSATA HA 3aCeAaHUM; TPU HEOOXOAMMOCTH MPUBOJISATCS UTOTH TOJIOCOBAHMS:
«3a — ..., MPOTHUB — ..., BO3JEPKAIUCH — ...»,

Coaepxanue 0coOOr0 MHEHHUS, BBICKA3aHHOTO BO BpeMsl O0OCYKIEHHS,
3aMUCHIBAETCA B TEKCTE MPOTOKOJIA MIOCIIE COOTBETCTBYIOIIETO PELICHUS.

3.10.2.2. B ocHOBHOW dYacTH TPOTOKOJIAa YKa3bIBAE€TCS HOMEP BOMpOCa B
COOTBETCTBUHU C MOBECTKOM JIHSA, COJEPKaHUE BOIIPOCA U MPUHSITHIC PEIICHHUS.

HaunmenoBanue Bompoca HymepyeTcs: apaOckoil uudpoit u Gpopmyaupyercs ¢
npeiorom «o» («o6»). Ilog BompocoM ykasbiBatoTCsl (paMUIIUK JTIOJXKHOCTHBIX JIMII,
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BBICTYIHBIINX MPU 00CYKJIE€HUU JaHHOTO Bonpoca. damuiiisg OCHOBHOTO AOKJIaJUMKa
yKas3bIBaeTcsa nepBoil. ®amuiauy neyaTaroTcs 4yepe3 1 MeKCTpOUHBIA HHTEPBAJL.

3.10.2.3. TlonHblii MPOTOKOJ MOJMHUCHIBAETCA MNPEACEAATENbCTBYIOIUM U
cekpeTtapeM. [laToil mpoTokoa sBseTcs JaTa 3aceaHus (COBEIIaHUs).

[IpoTokonam npucBanBarOTCs MOPSAJIKOBbIE HOMEpPA B MpeesiaX KaJleHJapHOro
rojia OTAEJIBHO M0 KAKJI0M Ipylnie NpOoTOKOJIOB: MPOTOKOJIbI 3aCE€JTaHUN MOCTOSHHBIX
KOMUCCHH, TPOTOKOIBI KOOPIWHAIIMOHHBIX, METOJAMYECKUX, IKCIEPTHBIX COBETOB U
Apyrux opraHoB. IIpOTOKOJIbI COBMECTHBIX 3aCE€IaHM MMEIOT COCTaBHbIE HOMEpA,
BKJIIOUAIOIIME TOPSAKOBbIE HOMEpa IMPOTOKOJIOB KOMHUCCUH  (OopraHu3anuii),
NPUHUMABIINX y9acTHE B 3aCETaHUU.

Howmepa perrennii, n3gaBaeMbix Ha OCHOBAaHUM IIPOTOKOJIOB 3aCE€aHUN, MOTYT
COCTOSITh U3 HOMEpa MPOTOKOJIa, HOMEpa paccCMaTPUBAEMOT0 BOIIPOCA B TIOBECTKE JIHS.

Komuu mpoTokonoB npu HEOOXOIMMOCTH PACCHUIAIOTCS 3aMHTEPECOBAHHBIM
OpraHu3alusM U JIOJDKHOCTHBIM JIMIIAM B COOTBETCTBMM C YKa3aTelleM PACCBUIKH;
yKa3aTellb COCTABIIACT U MOJIMUCHIBAET OTBETCTBEHHBIN HUCIOIHUTENb, TOTOBUBIIUN
paccMoTpeHue Bompoca. JloBeleHrne MpoTOKOJIOB 10 3aWHTEPECOBAHHBIX JIUI[ MOXKET
OCYIIECTBIISITHCS B AJIEKTPOHHOM BHUJIE.

B oTmenpHBIX cCiyyasx TPUHATBIE PEIIEHUS MOTYT JOBOJUTHCS [0
3aMHTEPECOBAHHBIX JIMI] B BUJIE BBHIITUCOK U3 MPOTOKOJIOB, KOTOPBIE O(OPMIISIOTCS HA
COOTBETCTBYIOIIEM OnaHke, MOJIMUCHIBAIOTCSA npeJcenaTeseM
(mpencenaTeNbCTBYIONIMM) M CEKPETAPEM HIIM 3aBEPSIOTCA MO MpaBUiiaM 3aBEpPEHUS
KONUM JOKYMEHTOB.

3.10.2.4. IIpoTokoiibl B COOTBETCTBHH C 11.3.2. 1 11.3.4. IHCTpYKIIMU nieyaTaroTcs
Ha OJlaHKe MPOTOKOJIa, 00IIeM OJIaHKe WIJIM CTaHJApTHOM JucTe Oymaru ¢opmara A4
¥ UMEIOT CJIEYIONUE PEKBU3UTHI:

- I'ocynapcrennsiii repo PC(S);

- HAUMEHOBAHUE TOCYIapCTBEHHOT'O OpPraHa;

- Bua gokymeHta II P O T O K O JI nevartaercss nponucHbIMH OyKBaMH B
paspsAaKy HOTy>KUPHBIM mprudToM pazmepom Ne 14 1 BEIpaBHUBAETCS IO IICHTPY;

- BUJ| 3aC€aHMsI, COBEIaHUs — OTACIAETCS OT MPEIbIIYIIEro PEKBU3UTA ABYMSI
MEXCTPOYHBIMH HHTEpBajaMH, TII€4aTaeTcs TMONYXKUPHBIM MmpudTom uyepe3 1
WHTEPBAJ M BHIPABHUBAETCS T10 IIEHTPY;

- MECTO TPOBEACHMS 3acelJaHus, COBELIAaHUS — YyKa3bplBaeTcsi (Mpu
HEOOXOAMMOCTH) Y KOTO MPOBOJUTCS COBEIIAHME WJIM B KaKOM MECTe, MedyaTaercs
yepe3 2 MEKCTPOUHBIX MHTEpBaja MOCjiIe PEKBU3UTA «BUJ 3aCE€aHUs, COBELIAHU», U
BBIPABHUBAETCS IO LIEHTPY;

- lata  OpoTokona  odopmisiercs CJIOBECHO-IIU(POBBIM  cIOCOOOM
U TIeYaTaeTcsl 4epe3 OAMH MEKCTPOUHBIN MHTEPBal HUXKE MPEABIAYIIETO PEKBU3UTA.
Ecnu oHO po0mKanoch HECKOJIBKO IHEH, TO JaTa MPOTOKOJIA BKIIIOYAET 1aThl Havaia
Y OKOHYaHUs 3ace/jaHusl (COBEIaHUS);
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- HOMEp MPOTOKOJIA MeYaTaeTcsl apaOCKUMU U(PpaMu U COCTOUT U3 3HAKa «Noy,
MOPSAJIKOBOIO HOMEpa M MOXET BKIIOYATh OYKBEHHBIE HWHAEKCHI MOJpa3aeieHUs
COIJIaCHO J€JOMPOU3BOICTBEHHBIM MHEKCAaM, yTBepkAeHHBIM mpukazom OI'B PC(A).

OcHoBHas yacTh NPOTOKOJIA NIeYaTaeTcs yepe3 1| MeKCTPOUHBIA HHTEPBAI.

[Tognuck oTaensieTcs OT TEKCTa ABYMS MEXKCTPOYHBIMM HMHTEpBajIaMu U
BKJIIOYA€T HAMMEHOBAHUE JIOJDKHOCTH JIMIA, MPECEeNATENbCTBYIONIErO Ha 3acelaHuu
(coBelannmn), €ro COOCTBEHHOPYYHOM MOANUCH, pacIM(POBKU MOANUCH (MHULIUAIBI,
damunus). HaumeHoBaHMe OJKHOCTH NEYaTaeTcsl OT JIEBOW I'PaHUIIbI TEKCTOBOTO
nojisi yepe3 1 MEXCTpOUHBIM HMHTEpPBANl M UEHTPUPYETCS OTHOCUTEIBbHO CaMOM
JUIMHHOM cTpoku. PacmmgpoBka MOANKCH pacroyiaraeTcsi Ha YpPOBHE MOCIEIHEN
CTPOKM HAaMMEHOBAHUA JOJKHOCTU C MPOOETIOM MEX]y MHULMAIaMU U (haMHIIuen.
[locnenusis OykBa B pacuinpoBKE OTPAaHUYMBAETCS TPABBIM MOJIEM.

Cpok MoJAroTOBKM MPOTOKOJIOB 3aceJaHU KOMUCCUH (COBEIIaHM) - 7 pabounx
JHEH mocie AHS 3aceaHusl.

[ToHbIit IPOTOKOJI MOJIMHACHIBACTCS COOCTBEHHOPYYHO
npe/iCeaTeNbCTBYIOIIMM M CEKPETAPEM IIIAPUKOBOM PYUKOU (IIBET YEPHUII: CUHUMN), U
pa3Menaercs B 1eJ0 COrJIaCHO HOMEHKIIATYpe Je.

OOpa3ipl MOTHOTO W KPAaTKOrO MPOTOKOJa (TOMHOM W KpaTko ¢GopMbl
POTOKOJIOB) MPUBECHBI B MPUI0KeHUsIX NeNe 8, 9.

3.10.2.5. Komnerust OI'B PC(S) cozmaetcs B cootBeTcTBHM C [lomoxkeHnuem o0
OI'B PC(A). Konnerus siBisieTcs coBenaTeIbHBIM OPraHOM U pacCMaTpUBaeT Ha CBOMX
3aceaHusIX OCHOBHBIE BOIPOCHI, CBSI3AHHBIE C MIPOBEACHUEM TIOCYAApPCTBEHHOU
MOJINTUKY B COOTBETCTBYIOLIEH OTPACIU U KOOPIUHALIEN NEATEIIbHOCTH TPEATPUATUIA
U OpraHu3aluil oTpaciv. 3acelaHue€ KOJUIETMH BEIET IMPeCelaTeNbCTBYOMINM
komterun (pykoBoautens OI'B PC(S), a B ero OTCyTcTBUE - 3aMECTHUTEIIb
npencenarenbcTByomero. 3acenanue komerun OI'B PC(S) opopmmnsiercss B hopme
MOJIHOTO TMPOTOKOJA, a PEHIeHHEe KOJUJIETMH — TOCTAHOBIIEHUEM/pEIICHUEM
(mpuaoxenue Ne 9 a), KOTOpBIE MOANMMUCHIBAIOTCS COOCTBCHHOPYYHO INAPHKOBOM
pYYKOil (LIBET YEpHWI: CUHHUI) NpPEACEAaTelIbCTBYIOIUM U CEKPETapeM KOJUIETHUH.
[IpoTokon 3acemaHus, MOCTAHOBJICHHE/PEIICHUE KOJUJIETUM M JOKYMEHTHI K HUM
o(opMIIIOTCS CEKpeTapeM pa3MeIlaloTcsl B JIEJI0 COrNIaCHO HOMEHKIAType Aell.

3.11. JlenoBoe (caay:ke0HO€) MHCHMO

3.11.1. B OI'B PC() B 3aBucmMocTd OT CcmocoOOB mepenadyu JAeIOBON
uHopManuu (1o KaHajlaM MOYTOBOW CBSI3U, MOCPEACTBOM (PEIbABETEPCKON MOYTHI,
anektpocBsa3u uinu EC3J]) ucnonb3yroTcs Cieayommne Buibl JOKYMEHTOB MEPEIUCKU
cinyxebHoe mucbMo, gakcorpamma ((axc), Tererpamma (Tesnekc), TerepoHorpamma,
AIEKTPOHHOE MUCHMO (JIEKTPOHHOE COOOIIEHUE).
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HenoBoe (ciykeOHOE) MUCBMO — JOKYMEHT HH(POPMalMOHHO-CIPABOYHOTO
XapakTepa, HalpaBIsieMblil OPraHOM BJIACTH, JTOJKHOCTHBIM JIMIIOM ajipecaty (Oprany
BJIACTHU, OPraHU3AINU WU PU3UIECKOMY JIUITY) [0 MOYTOBOM ((heNnbaberepcKoil) CBsI3H.

Tenerpamma —  JOKyYMEHT HMH(POPMALMOHHO-CIPABOYHOTO  XapakTepa,
HaIpaBJsieMblil ajipecaTy (opraHy BJIaCTH, OpraHU3alWy WIH JIMIY) 1O TenerpadHoi
CETH OOIIETO MOJb30BAHMUS.

®dakcorpamma ((pakc) — nosryqaemas Ha OyMa)kHOM HOCHUTEJIEC KOTHS JOKYMEHTa
(mucbMeHHOro, TpadUyecKoro, H300pa3UTENBHOr0), MEpPEeAaHHOro IO KaHalaMm
(akCUMUIIBHOM CBS3U.

TenedponorpamMma — 1OKyMeHT HH(OPMAIIMOHHOTO XapaKTepa, epeaaBaeMblil 1
noJiydaeMbli 1o Tene(OHHOM CBS3H.

DJNEeKTPOHHOE  THCBMO  (DJIIEKTPOHHOE  COOOIICHHME) —  JIOKYMEHT
MH(GOPMAIIMOHHO-CIIPABOYHOTO  XapakTepa, TIepeaBaeMblii U TMOJy4aeMbld 10
AJIIEKTPOHHON TouYTe WM JOKyMeHT, chopmupoBaHHbiii B EC3Jl. DnexrponHoe
OUCBMO HWMEET CTaTyC JOKyMEHTa, €ClIM OHO TMOJIUCAaHO  YCHJIEHHOU
KBAJIM(DUIIMPOBAHHOM 3JIEKTPOHHOM MOMHUCHIO.

3.11.2. CnyxkeOuble mucbMa odopmisitorcs Ha Omankax nuchma. Cocrtas
PEKBU3UTOB, UCIOJb3YyEeMbIX MpU OGOPMIICHUHM CIYKEOHBIX TIHCEM JIOJDKEH
COOTBETCTBOBATH 11.3.4. HacTosweld NHCTpyKIuu:

-I'ocynapcrennsiit repod Pecniy6auku Caxa (SkyTus);

- aJipecar;

- 1aTa IOKYMEHTA;

- PETUCTPAlMOHHBIII HOMEDP TOKYMEHTA;

- CCBIJIKA Ha PETUCTPALlMOHHBIA HOMEp U JaTy MOCTYIHUBILETO JOKYMEHTA;

- OTMETKA O COTJIaCOBaHUH;

- 3ar0JIOBOK K TEKCTY;

- TEKCT JOKYMEHTA;

- OTMETKA O HAIMYUH MPUITOKEHUH;

- HAMMEHOBAaHHE JOJDKHOCTH JIOJKHOCTHOT O JIMIIA;

- IO/IIHCB;

- OTMEeTKa 00 3JIEKTPOHHOW MNOANUCH (B cllydyae IMOATOTOBKM W OTIPaBKHU
JIEOBOTO (CIIy)KeOHOT0) MUChMa B (OpME AIEKTPOHHOTO JOKYMEHTA);

- OTM€eTKa 00 HCHOJHUTEIIE.

3.11.3. Cpoku MOATrOTOBKH OTBETHBIX ITHMCEM YCTAHOBJICHBI JCHCTBYIOIIUM
3aKOHOJATEIbCTBOM.

3.11.4. B ogHOM IIMCBME HE JIOJDKHO OBITH 00JIee YEeThIPEX apecaToB, IIPH 3TOM
OCHOBHOHM ajJpecaT YyKa3blBaeTCsl TMEPBBbIM, OCTAJIbHBIM aJpecaTaM IHUCbMO
Harpasisercs: Ui cBeneHus. [Ipu HeoOXOAUMOCTH HAMPABUTH MUCHBMO OOJIBIIEMY
KOJIMYECTBY aJIPECaTOB, TOTOBUTCS CIMCOK PACCBUIKM, U NMUChbMa PacChUIAOTCS 110
cnucky. Eciin nmucbMo HarpaBisieTcs agpecaTy 10 JIEKTPOHHOM ouTe Wik 1o akcy
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0€3 TOCBUIKH IO MOYTe, BMECTO MOYTOBOTO aJipeca YKa3bIBACTCs aapec ICKTPOHHON
MOYTHI WU HOMED TeseoHa-(pakca.

3.11.5. TexkcThl OTBETHBIX ITMCEM JOJDKHBI TOYHO COOTBETCTBOBATH JaHHBIM
MOPYYCHHSIM, TOCTYIMUBIINM 3alpocaM, YKa3aHHUSIM I10 HCIOJHEHHUIO JTOKYMEHTOB,
coJiepKaTh OTBET Ha BCE MTOCTABJICHHBIC BOITPOCHI.

Ecnmu muceMo sBASETCS OTBETOM HA MMOCTYIHBIIMKA 3alpoCc WM TPOCHOY,
3aMOJTHACTCS PEKBU3UT «CChIIKA HA PETUCTPAIIMOHHBIA HOMED M JAaTy IMOCTYITHUBIIIETO
MUCHMay.

TekcT ciykeOHOro MUChMa JOJIKEH OBITh KPAaTKUM, apTyMEHTHPOBAHHBIM, TIPH
HEOOXOJIMMOCTH BKJIFOUATh CCBUIKM Ha 3aKOHBI, HOPMATUBHBIC IMPABOBBIC AKTHI, C
o0s3aTeIBHBIM  yKa3aHWEM JIaThl, HOMEpa M Ha3BaHUSA JOKyMeHTa. K Tekcry
CITy’>K€OHOTO MUChMa MOTYT MPUIIAraThCs JTOKYMEHTHI (KOTIHH ).

3.11.6. JlenoBoe (ciy:xeOHOE) MUCHMO JIOJDKHO OBITh TOCBSIIIIEHO OJHOMY
Bompocy. Ecimu HeoOXoauMo o0OpaTUThCS B OpPraHU3alMI0 OJHOBPEMEHHO I10
HECKOJIBKAM BOIIPOCAM, PEKOMEHIYETCSI COCTAaBUTh OTACIIBHOE MUCHhMO 110 KaXKJIOMY
u3 HUX. [IMCbMO MOXKET KacaThCsl HECKOJIBKUX BOIIPOCOB, €CJIM OHH B3aUMOCBSI3aHBbI.

K cayxeOHBIM THUChMaM COCTaBIISICTCSI PEKBH3UT «3aroJIOBOK K TEKCTY»,
oTBeuyawmuii Ha Bompoc «O uyeM?» U GopMyITUpPYIOIIUKA B KpaTkoil (opme Temy
UChMa.

3.11.7. B cny>ke0OHBIX MHUCbMaX UCIONB3YIOTCS (Ppa3bl STUKETHOTO XapakTepa:
«YBaxxkaeMmblii...!» — B Hauaje nuchbMma Haja TeKcToM Wik «C yBaXKeHUEM, ...» B
3aKJIIOYUTENIBHON YacTH MUChbMa HaJl PEKBU3UTOM «IIOITUCHY.

CnyxxeOHblE THCHbMA U3JATAIOTCSA: OT 1-ro JHIla MHOXECTBEHHOTO 4YHCIa
(«IIpocum mpemocTaBuTh MH(MOpPMAIUIO...», «Hampasisem Ha 3aKIIOYEHHUE MPOEKT
...» W Jp.), OT 3-r0 Julla EJUHCTBEHHOTO uucia «MHHHCTEPCTBO TMpejiaraet
paccMOTpeTh BO3MOXKHOCTb...»), Ha JOJDKHOCTHBIX ONaHkax - oT 1-ro nwuia
enquacTBeHHOoro uwucna («IIpomry Bac mnpencraButh paHHbIE O...», «CunTaro
BO3MOXHBIM TIPUHATH y4yacTue B...»). CmyxeOHble THChMa MOAMHCHIBAIOTCS
PYKOBOJIUTEJIEM, €TO 3aMECTUTEIISIMU.

3.11.8. CnyxxeOHble  mHChbMA  TPOXOIAT  MPOLEAYPY  BU3HUPOBAHUS
(cormacoBaHus ) 3aMHTEPECOBAHHBIMU JOJIKHOCTHBIMHU JIUIIAMHU.

B ciydae ecnu cimykeO6HOE MICHhMO TOTOBHUTCS IO IOPYYSHUIO PYKOBOJICTBA, OHO
JOJKHO OBITH COTJIACOBAHO PYKOBOJIUTENEM OTAENa, NpU HEOOXOJUMOCTH —
3aMECTHUTEIISIMA PYKOBOIUTEIISIMHU.

3.11.9. [luckma (GuUHAHCOBOTO XapakTepa, a TakKe IHChMa, COJEpIKAIIHe
oOs3aTenbcTBa, 3aBepsroTcs mnedarbto OI'B PC(Sl), a B mmcemax, comepikammx
nH(OPMAITHIO OTPAHWYEHHOTO PACIpPOCTPAHEHUs, MPOCTABIAECTCS PEeKBM3UT «[ pud
OTPaHUYCHHUS TOCTYTA K TOKYMEHTY.
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3.11.10. lns  mumcem  3apyOexHBIM  agpecaTaM  pPEKBU3UT  «aJapecaT»
opopmIIsieTcsl crpaBa MOJ PEeKBU3UTaAMU OJaHKa. AJpecaToM MUCbMa MOXKET ObITh
OpraHu3alys Ui KOHKPETHOE JIULO.

Ecnu nucbMo ajpecoBaHO OpraHu3allii, cHavaja JaeTcsi €€ HauMEHOBAaHUE,
3aTeM - MOYTOBBIM aJpec B MOCIEI0BATEIBHOCTU: HOMED JI0Ma WUJIU 3/1aHUs, HA3BaHUE
yJIULbI; HA3BaHKUE rOpoja; CTpaHa.

Kaxnpiii anemMeHT aapeca numercs Ha OTAeNbHOM cTpoke. HazBanue ropona,
KaK IPaBUJIO, I€YaTAETCs MPONUCHBIMUA OyKBAMH.

[Ipu odopmieHun MNOUYTOBOro ajpeca 3apyOeKHbIM KOPPECIOHAEHTaM
NYHKTYalusl He MPUMEHSETCS.

Hanpumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN
BR61 7RE
U.S.A.

CrnoBa Avenue, Street, Place u unble B agpece NMUITYTCS ¢ MPOMUCHOM OYKBHI.

[Tpu agpecoBannM MMCEM HEOOXOAMMO YUUTHIBATH TPAAUIINH, XapaKTePHbIE IS
OTIEIBHBIX CTpaH (Hampumep, B BemukoOpuTaHuu mocie ykazaHHsl ropoja MOKET
OBITh YKa3aHo rpadctBo, B CIIIA - HazBaHuUe mITaTa).

Ecnu B HazBanuu pupmel npucyrcTByeT hamuius iuna (Hanpumep, W. Edward
& Co., Ltd), nepen HazBaHueM (QUPMbI IPUHATO CTABUTH CIOBO Messrs (CoKpaleHue
ot Messieurs - rocroza).

Ecnu nucemo aapecyeTcsi KOHKPETHOMY JIHILY, IIepe] Ha3BaHHUEM OpraHU3alUH
YKa3bIBaOT (PaMUITUIO U JOJKHOCTh PAOOTHHUKA WIIA €T0 JIOJKHOCTD.

Hanpuwmep:

Mr. Andrew
Roach

Sale Manager
Super Toys Ltd
Chatfield Road
NEWTOWN
NE12 OLD
US.A.
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B nuceMax 3apyOexHbIM agpecataM jgata ohOpMIISIETCS CIOBECHO-IIU(PPOBLIM
CIoco0OM B MOCIEA0BATENBLHOCTH: I€Hb MECSA, MECSL, TOJ.

Hanpuwmep: 24 suBapsa 2024 r.

B numcemax 3apyOexHBIM ajapecaraM  HUCIOJb3YIOTCS  BCTYHUTEIbHBIC
oOpalleHust o TOJKHOCTU Wi 1o hammiuu aapecata. Hanpumep:

YBaxkaemslil rocrioguH Toprosbeiii COBETHHK!

YBaxaeMblil TOCOINH AHIeOB!

3aKkaHYMBAETCS IMUCHMO 3aKJIIOUUTEIIbHON ATUKETHOU bpazoii
"C yBaxxeHuewm,...".

3.11.11. OrnpapnsieMble MUCbMa PETUCTPUPYIOTCA U BHOCATCA B 0a3zy JAHHBIX
EC3J1 B COOTBETCTBYIOIIMX TMOAPA3ACICHUSAX C TPOCTABICHUEM TOPSIKOBOTO
PETUCTPAIMOHHOTO HOMEpPA OTIPaBJISEMOro JOKYMEHTAa B Tpejesiax KaJleHJapHOTO
rojla W YyKazaHUEM JCJIONPOU3BOJICTBEHHOTO HWHJEKCA JIOHKHOCTHOTO JIMIA WU
noapaznenenus OI'B PC(A).

Hanpumep:

07-111

Jlenonpon3BOACTBEHHBIE WHIEKCHl JOJDKHOCTHBIX JIMI] W TOJpa3eleHun
YTBEPKAAIOTCS MPUKA30M PYKOBOJUTEIIA.

JlaToil mucbMa fABISIETCA JaTa €ro noanvcanusd. Mcxondimuii Homep nuchbma
U JaTa IPOCTABIISIIOTCS TOCIIE MOAMMCAHNS TUChMA.

[IpaBo moamucHu ClOyKEOHBIX TMHCEM YCTAaHABIMBAETCS B pErJlaMeHTax,
MOJIOKEHUAX, B TOM 4YHCIEe B TNOJOXKeHUsXx o mnoapaszaencHusx OI'B  PC(A)
U B JIOJDKHOCTHBIX perjaMeHTaX COTPYAHHKOB, B KOTOPBIX JOJKEH OBITh
OPEeAYCMOTPEH MOPSAOK U MPaBO MOJNHUCAHUSA JTOKYMEHTOB B CJIyda€ OTCYTCTBHS
pykoBoauTtens noapasaeieuus OI'B PC(S).

JlenoBoe (cimykeOHOE) MHUCHMO TIOAIUCHIBACTCS IMAPUKOBOM pPYy4YKoM (I[BET
YEpHWI: CUHUW) B JABYX 3K3EMIUISIPax, UMEIOIIMNX OJUHAKOBYIO IOPUANYECKYIO CHUILY.
JlenoBoe (ci1y’keOHO€) MUChbMO, CO3JJaHHOE B JICKTPOHHOM BHJI€, PACII€UaTHIBACTCS
Ha Oymary, MOJMUCHIBAETCS COOCTBEHHOPYYHO PYKOBOJIUTEIEM U pa3MEIIaeTcs
B JIEJIO COTJIaCHO HOMEHKJIAType JIell.

[locne moanmucaHus MUCbMa U €r0 PETUCTPALMU SK3EMIUISIP MUCbMa C BU3aMU
3aMHTEPECOBAHHBIX JIUI] TOMEIIAETCS B JIETIO.

Ecnu anpecatoB HeCKOIbKO, 0pOopMIIsItOTCS Konuu JokyMeHnTa. CioBo «Kormmsi»
nepea 0003HAYCHHEM BTOPOTO, TPETHET0, YETBEPTOTO aapecara He YKa3bIBaeTCs.

[Tpu HanpaBieHUM JENOBHIX (CITY>)KEOHBIX ) TUCEM Ha OyMaXHOM HocHTele 0olee
YyeM B 4YEThIpEe aJpeca — aapecaT MOXKET YKa3blBaThCid OOOOIIEHHO, HampUMeEp:
«PykoBoguTeNsIM OpraHoB MecTHOro camoynpasieHus: Pecnyonuku Caxa (SAxyTusi)» c
COCTaBJICHUEM JIMCTA PACCHUIKHU.
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IIncemMoO cocTaBisieTcs B OJHOM OK3EMIULIPE, €CIM IUCBMO INEPECHLIACTCA
aapecary (pakCUMHUIBHOMN CBA3BIO (IO JEKTPOHHOU MOUYTE) 0€3 JOCHUIKU JOKYMEHTa
Ha OyMa)KHOM HOCHTEJIE TIO MOYTE.

JlenoBbie (cinyxeOHbIE) MHUCbMa IMPU HEOOXOAUMOCTH MPOXOIAT MHPOUEAYPY
BU3UPOBAHUS 3aMHTEPECOBAHHBIMU JOJKHOCTHBIMU JuiamMu OI'B PC(A).

B otnenpHbIX ciydasx KOMHs UCXOJSIIEr0 CIyKEOHOro MUChMa, OCTalOUIErocs
B JIeJI€ TOJAPA3/CIICHUS, MOXKET 3aBEPATHCS PEKBU3UTOM «OTMETKa O 3aBEpEHUHU
KOIIHM.

CnyxeOHbple mHChbMa Hampasisitorcs ucnoiautensmu B ECOJ] B ampec
opranuzauui, noakiaoueHHbx K ECO/I; nepBblil 5K3eMILIsp MOAJIMHHUKA CITYKE0HOTO
nuchbMa Ha OyMakHOM Hocutene nepeaaercs B Cinyk0y 1e10npou3BOACTBA.

Otmetrka 00  wucmojgHUTeNe  (COCTaBUTENE  MUCbMA)  MPOCTaBISETCS
Ha JIULIEBOW CTOPOHE TOCIEIHErO JIMCTA IMOJ MOJMUCHI0, ONMKe K HUKHEMY MO0
JNOKYMEHTA.

O6pazenr odopmieHuss AenoBoro (CiaykeOHOro) TmHChMa TPHUBEACH B
npuwio:xkennu Ne 10.

3.12. 3anucka (ciay:xe0Has1, 00bSICHUTEIbHASA, TOKJIATHAS, AHAJTUTHYECKASA)

3.12.1. lna  peanuzanv  OTHOUIEHWUH  CyOOpJIWHAIMU  TOAPA3ACIICHUIA,
corpynHukoB ¢ pykoBoactBom OI'B PC(f), koopauHanuu AesITETbHOCTH MEXIY
NoJIpa3fieJICHUSIMUA ~ CIIY>)KHUT BHYTPEHHHH JIOKYMEHT — 3amucka (cioykeOHas,
0o0BsICHUTEIIbHAS, JOKIIAHAS, aHATUTHYECKAas ).

B 3amuckax B mpou3BoabHOM (hopMe u3nararoTcs CBe/IEHUs, OTUEThI, TOSICHEHUS,
3aMeuYaHus, TMPEJIOKEHHUs, 3aKIoueHuss (MHEHMs) W WHas CIOpaBOYHAas WU
ympaBiieHueckass MHpopmaiusi Mo BOmpocaM, OTHECEHHbIM K KommeteHiuu OI'B
PC().

3.12.2. 3anucku (cmykeOHbIe, OOBSICHUTENbHBIC, TOKIAJHbIC, AaHAIUTUISCKUE)
opopmisitorcs B (QopMe DIEKTPOHHBIX JTOKyMEHTOB TmocpenctBom ECDOJ] u Ha
OyMaxxHpIX  HocuTensax  ¢opmara A4  mpuprom  pasmepom Ne 14
C MEXCTPOUYHBIM HMHTEPBAJIOM 18 NT M aIpecyroTcss KOHKPETHOMY JIOJKHOCTHOMY
TUILY.

3.12.3. VYcraHaBMMBAIOTCSA CIEAYIOMHE O0S3aTeNbHBIE PEKBU3HUTHI 3alUCKU:
HAMMEHOBaHWE BHJIa JIOKYMEHTa, JaTa JOKyMEHTa, aJpecaT, HauMEHOBaHHUE OO0
aHHOTaIUS JOKyMEHTa (3aroJioBOK K TEKCTy), TOJMUCh aBTOpa JOKYMEHTa
(c ykazaHmeM JOKHOCTA W HAWMEHOBAHUS TOJPA3JCICHHS, WHUIIMAIOB
u hamunmun).

PexBU3HUTHI OOBSICHUTEIHHON 3aMUCKH OQOPMIIIOTCS B TIOPSJIKE, aHAJTOTHIHOM
MPETYCMOTPEHHOMY JIJISl CITYKEOHOM 3aITUCKH, 32 HCKITFOUCHUEM
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PEKBHU3UT «JaTa» YKa3bIBA€TCS OT JIEBOM IPAaHMIBI TEKCTOBOI'O TOJSA MOJ
PEKBU3UTOM «IOJMUCH» 0€3 TOMOJHUTEIBHOIO MEXCTPOYHOIOo HMHTepBaja. JlaTo
O0OBSCHUTEIBHOM 3aIIUCKHU SABJIAETCS J1aTa €€ MOANHUCAHMUS;

3aroJIOBOK K TEKCTY MOXET OTCYTCTBOBATb.

3.12.4. CnyxxeOHast  3amucka (Pa3HOBUJHOCTh MHCbMA) —  JIOKYMEHT,
UCIIOJIb3yEeMbIH /JI ONepaTUBHOIO 0OMeHa MHpopMalel Mexay Noapa3aeieHUsIMH,
siBisieTcs: (hopMoii BHyTpeHHEH nepenucku (nmpuiaoskenune Ne 11).

B cnyxeOHbIX 3amuckax B MNPOU3BOJBHONW (OpMe HU3JIaraercs OnepaThBHAs
CIpaBOYHAas M yrpaBlieHYeCcKast UHpopManus, CBA3aHHas C UICTIOJTHEHUEM MOJTHOMOYU N
JOJIKHOCTHBIX JIML MM KOHKPETHBIX MOJIpa3/IeIeHUH.

CnyxeOHbIe 3alMCKH MOTYT UMETh WH(OPMAIMOHHBIA, WHUIIMATUBHBIA WU
oTyeTHBIN Xapakrep. CiayxkeOHas 3aITUCKa MOXKET COJIepkKaTh MPOCHOY, MPEIOKEHUS.
B Tekcte wu3naratoT Jei0BbIE BOIPOCHI, Kacarollhecs MOApa3eieHUusl Wiu
JOJIKHOCTHOTO JIMIIA.

TekcT cimyxeOHOM 3anUCKU COCTOUT U3 IBYX yacTei. B mepBoil uactu uznaraior
(bakKThbl, U3J0KEHUE PUUMH, TTOCTY>KUBIIMX MOBOJOM K €€ HalHMCaHUIO, BO BTOPOH —
JIeNal0T  BBIBOJABI W JAIOT  MpeJIoKeHHs  (MpochObl, 3asiBKU W T.IL.)
no wusjnaraemMomy Bompocy. JlaTo ciyxeOHOW 3amucKu  sBIAETCA  JaTa
€€ MOANMUCAHUS.

3.12.5. O0bsicHUTENbHAS 3aMKMCKa — TOKYMEHT, COCTaBISIEMBIN B MPOU3BOJILHON
(dbopMe pPyKOITUCHO UJTU CTIOCOOOM KOMIIBIOTEPHOTO Ha0Opa 11l MOSICHEHUS OTJEIBHBIX
MOJIO)KEHUI BBITIOJIHEHHOW pPabOThl OCHOBHOTO JIOKyMEHTa (IU1aHa, MpPOrpaMMBbl,
oTyeTa W T.J.) WU OOBSCHSIOMUNA COTPYAHHUKOM MPUYMHBI KAKOTO-THUOO IEHCTBUS,
¢dakTa, COOBITHS, B TOM YHWCJIE HAPYIICHUS TPYIOBOM MUCUUILIMHBI, HEBBITIOJIHEHUS
KaKoro-1u00 pacropsuKeHUs, MOPYUYEHUS, a TAKKEe HAPYIICHUS TIPaBUIL

[lo copepkaHuio OOBSICHUTENbHBIE 3aMHUCKH OTIMYAIOTCS OT JOKIJIATHBIX
U CIIy’KEOHBIX 3aIIMCOK TEM, YTO HE COJIEP>KaT BHIBOJOB U MPEIIOKEHUH.

OOBbsICHUTENbHBIE 3alUCKW, KAaK MPHIOKEHUS K OCHOBHOMY JIOKYMEHTY,
MOSICHSIIONME W JOTONHSIONME €ero, OoQGOopMISIOT Ha O00mwux OJaHKax WU
Ha YKCTHIX JIucTax Oymaru ¢popmara A4. [loanuceiBaeT Takyro 3aIUCKY PYKOBOIUTEb.

OOBsICHUTENbHBIE 3aITUCKHU, TJ€ OOBSICHSIIOTCS MPUYHHBI IOBE/ICHHUS, TIOCTYTIKH,
CUTYyallud, COCTABJISIIOT OTJEIbHBIC COTPYAHHKU. Takue 3amucKu MOTYT OBIThH
o(opMmIIeHBI PYKOIIMCHBIM CIIOCOOOM Ha CTaHAAPTHOM JIUCTE OyMard.

TexkcT OOBACHUTENBHOM 3aMUCKM COCTOMT U3 JABYX YacTeil: mepBas 4acTh
COEPKUT (DAKThI, MOCTY>KUBIIME MOBOJIOM K €€ HAlMCAaHWIO, BTOpas — MPUYUHBI,
OOBSCHSAIONINE YKa3aHHBIC (PAKTHI.

Jlata OOBSICHUTEIBHOM 3aMUCKU COTPYAHUKA MPOCTABISIETCS HUXKE PEKBU3UTA
«MOJIMUCHY) 03 JOMOJHUTEIBHOI0 MEXCTPOYHOTO HMHTEpBaja OT JIEBOM TpaHUILIbI
TEKCTOBOI'O IOJIS.
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3.12.6. JlokiagHas 3anucka — JOKyMEHT, aJJpeCOBaHHbII PYKOBOJUTEIIO JaHHOU
WJIM BBIIIECTOSUIEH OpraHU3alMKi U COAECPKAIINI 00CTOSATENBHOE U3I0KEHUE KAKOTro-
100 BOMPOCa € BBIBOJAAMU U MPEIOKEHUSIMU COCTABUTEIS.

JloknaiHas 3anucKa COCTaBIIAETCA KakK M0 JIMYHOW MHULIMATUBE aBTOPA, TaK U IO
yKa3aHWO (MHUCBMEHHOMY WM YCTHOMY) pykoBoauTens. JlokmaaHas 3amucka
COCTaBIIICTCA B LENAX HUH(GOPMHUPOBAHUS PYKOBOIAUTENS O COOBITUAX, (haKTax,
TpeOyIOLUX MPUHATHS YIIPABICHUYECKUX PELICHUM.

JloknanHas 3anucka TpedyeT pe30IoLUH PYKOBOAUTEIIS.

[lo conepkaHuio AOKIAJHBIE 3alHUCKU TMOAPA3NEIAIOTCS HAa aHAIUTUYECKUE,
WHUIIUATUBHBIE, H()OPMAIIMOHHBIC U OTYETHBIE.

TexcT noknagHOW 3amMCKH, B 3aBUCHMOCTH OT CIOXHOCTH COZAEp>KaHUS
U HEOOXOIMMOCTH apryMEHTalluH, COCTOUT M3 OJIHOM, ABYX WM Tpex udacteid. Eciu
TEKCT COCTOUT U3 TPEX YacTei, TO: B NMEPBOM YACTH M3JararoT MPUYUHBI, (HAKTHI UIH
COOBITHS, TIOCTY>KUBIIIME TOBOJOM JJIsi COCTaBJICHHUS JOKYMEHTA,; BO BTOPON YacTH
JaeTCsl aHaJIM3 CJOXKUBIIEHCS CUTYyallMM, BO3MOKHBIC BapHaHThl €€ pEIICHHs; B
TPEThEM YaCTH M3JararoTcsi MPOCHOBI, MPEIJIOKEHHS, PEKOMEHJAIMU, KOTOphIE IO
MHEHUIO COCTaBUTENSI HEOOXOIUMO MPEIIPUHSTS.

3.12.7. B ananutUuyeckux 3amnuckax Ha OCHOBE O(PUIIMAIBHOW CTAaTUCTUKU M
UHOM  MH(POPMALIMOHHO-CIIPABOYHOM  JOKYMEHTAllUM  J1a€TCd  OOCTOSITENbHOE
U3JI0’)KEHHUE Pe3yIbTaTOB aHallM3a CYLIECTBA MPOOJEMbl U TEHACHIMM ee pa3BUTHS,
U3JIATalOTCsl BBIBOJbI, BBITEKAIOIIME U3 aHalIM3a M PACKPHIBAIOIINE TPUYUHBI
BO3HUKHOBEHUS IIPOOJIEMBI, & TAKKE MPEITIOKEHUSI O IPUHATUU 11€JI€CO00pa3HBIX MEp
0 €€ pa3pelIeHHIo.

Tak xe, Kak W JOKJIaJHAs 3aMKMCKa, aHAIUTUYECKAs 3alUCKa CIYKUT LETU
uH()OPMHUPOBAHMS O MMPOOIEeMaX, TPEOYIONTUX IPUHATHS YIIPABICHUCCKUX PEIICHUH.

3.12.8. Jlo mpencTaBieHus: COOTBETCTBYIONIEMY JOKHOCTHOMY JIHITY 3allCKU
(cmy>xeOHast, OOBSICHUTENbHASA, MOKJIQJHAs, AHAIWTHYECKas) MpU HEOOXOIAUMOCTU
BU3UPYIOTCSA 3aMHTEPECOBAHHBIMU JOJKHOCTHBIMU JTUIAMHU.

Peructpanust AOKIaAHBIX M CIY)XEOHBIX 3allUCOK OCYILIECTBISIETCA B
cTpykTypHoM noapazaenenuu OI'B PC(S1), moaAroToBuBIIEM JOKYMEHT.

3.13. CorniameHnmusi, 10ro0BOPbI, KOHTPAKTHI

3.13.1. Cornamenne — JOTOBOp B THCBMEHHOW (opmMe 0 B3aUMHBIX
o0s3aTeNnbcTBaX. TEKCT coryameHus (JoroBopa) (PUKCUPYET COTJIalieHus CTOPOH 00
YCTAaHOBIICHUH KaKUX-JIMOO OTHOMICHUH M PETYIUPYET STH OTHOIICHHUS.

ITon cornamenusimu, 3akmodaeMbiMu OI'B PC(S), moHmmaroTcs cornamieHus,
HE3aBUCHMO OT UX HAMMEHOBaHUs (IIPOTOKOJ, MEMOPAHIYM U T.J.), 3aKJIIOYEHHBIE B
nucbMeHHOU popme OI'B PC(4) ¢ penepanbHbIMU OpraHaMu UCIIOJHUTEIBHOM BIIACTU
U UX TEPPUTOPUAIBHBIMU OpraHamu, cyobekTtamu P®, opraHamu rocyaapcTBEHHOM
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BJIACTU HMHOCTPAHHBIX TOCYIapCTB, CYOBEKTOB WHOCTPAHHBIX (hellepaTUBHBIX
roCyJapCcTB, aJMHUHUCTPATUBHO-TEPPUTOPHAIBHBIX O0Opa30BaHUN  HHOCTPAHHBIX
rOCYJapCTB, MEXIAYHAPOAHBIMU OpTaHU3AUSMU W WHBIMH HWHOCTPAHHBIMU H
POCCHICKMMU OpPraHU3aLUAMH.

[Topsimox  pa3paOOTKHM,  COTJIACOBAaHMS,  PErUCTpallud,  KOHTPOIS U
MPEJOCTaBICHUS  OTYETHOCTH OO0  KCIOJHEHHH  COTJIAlIEHUH  (JIOTOBOPOB),
zakmouaembix OI'B PC(Sl), yctaHOBieH JOKajdbHBIM HOpMaTHUBHbIM akTom OI'B
PC(A).

3.13.2. CornacoBanue MpOEKTOB COTJIAIICHUHN (IOTOBOPOB) OCYIIECTBIISIETCS B
aeKTpoHHOM BuJie mocpeactBoM ECO/] nnu B OymaxxHOM BUJIE.

B OymaxHOM BHI€ COTTIACOBBIBAIOTCS MMPOEKTHI COTJIAIICHUH (JIOTOBOPOB):

1) comepxaipe CBEACHHS, COCTABJISIONIME TOCYJAPCTBCHHYIO U HHYIO
OXpaHSEMYI0 3aKOHOM TailHy, B TOM YKCJIE UMCIOIIUE MOMETKY <JIJI1 CIIYXEOHOTO
MI0JIb30BAHUS»;

2) ¢ opraHaMu ¥ OpraHu3alusaMu, He MoAKIIoueHHbIME K ECO/I.

3.13.3. B ciywae eciaum moasiexaiiee MOAMMCAHUIO COIJIAlIeHHe (JIOTOBOP)
COCTaBJeHO Oojiee 4YeM Ha OJHOM JIMCTE, BCE€ JIUCTHl JK3EMIUISIpa COTJaIlCHUs
(moroopa) mis OI'B PC(S) nomkHbl ObITh 3aBU3UpOBaHbI pykoBomutenem OI'B
PC(4), oTBeTCTBEHHBIM 3a TMOATOTOBKY IPOEKTa corjlamieHus (JoroBopa),
IPOHYMEPOBAHBI, MPOIIMTHI U CKPEIUIEHbI Ha 0OOPOTHON CTOPOHE IMOCJEIHEr0 JTUCTa
3aBEpUTEIbHON HAAMUCBhIO C YKa3aHUEM LudpaMd W TPOMUCHI0 KOJUYECTBA
IPOHYMEPOBAHHBIX U MPOIIUTHIX JIUCTOB, JOJKHOCTU U JAThl COCTaBICHUS HAAMKCH.

3.13.4. TlopmuHHbIE  DK3EMIUISAPHI  COTJIAIIGHWH  (IOTOBOPOB),  BIEKYIIHUX
ob0szatenbctBa PC(S), 3axmouennsix OI'B PC(S) moanmexar perucrpanuu B
ropuandeckoit ciryx6e OI'B PC(4).

3.13.5. IOpuanyeckas ciryx0a BeJeT eIMHBIN peecTp COTIAIICHHUH (JOTOBOPOB),
3akiodeHHbIX OI'B PC(S1).

[Moanexxamuii perucTpauy MNOoJIMHHBIN SK3EMILIIp COrJanleHus (10roBopa), a
TAK)K€ BCE NPWIOKEHHUS K HEMY, SIBIISIOUIMECS €ro HEOThEMJIEMBIMU YacTSIMU,
B 7-IHEBHBIA CPOK MOCIE JaThl UX MOANHUCAHUS MPEJCTABISIIOTCA B IOPUIUYECKYIO
cyx0y OI'B PC(A).

Cornamienue (AOroBop), MaTepHUasabl MO COINIACOBAHMIO MPOEKTA COTJIALICHUS
(moroBopa) (IPUIOKEHUS K COTJIAIICHUIO, MOPYYEHHUS O 3aKIIOUYCHUU COTJIAIICHUS
(moroBopa), 0o0OCHOBaHHME HEOOXOJMMOCTH 3aKIIOYEHHUS COrjamieHus (JI0roBopa),
(HUHAHCOBO-9KOHOMUYECKOE OOOCHOBAHHE, MPOTHO3 BO3MOKHBIX TMOCIEICTBUNA IS
pecnyOJIMKY, peecTp yuyeTra 3aMeUaHuid U MPEJIOKEHUH,  3aKIIOYEHUS
3aMHTEPECOBAHHBIX OPTaHOB U OPTaHU3AIM I, IPOTOKOJIBI COIIACUTENBbHBIX COBEIIAHUN
U T.J.) NOJJIekKAT XPAaHEHHUIO Y OTBETCTBeHHOTr0 noapazaeneHust OI'B PC().
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Komun  cormamenuii  (IOrOBOpPOB),  HaxondllMecs  HAa  XpPaHEHHUH
y otBeTcTBeHHOro mnojapasaenenuss OI'B  PC(S), BwmaroTcs MO MNOPYUYEHUIO
pykoBoautenst OI'B PC(5), nanHomy B npenenax cCBOeH KOMIETEHIIUU.

3.13.6. [locranoBky Ha KOHTposib B ECOJl M KOHTpPOJIb MCIIOJIHEHUS MyHKTOB
corjlanieHui (1oroBopoB) ocymiectrisieT Ciyx0a Ae10Mponu3BOJICTRA.

3.13.7. Cornaienusi ¢ opraHaMd MECTHOT'O CaMOYTIPABIEHUS MyHULUIATbHBIX
oOpazoBanuii PC(S) pexomenayercss opopMIIATh B COOTBETCTBUU ¢ MHCTpYKIIMEH.

3.13.8. IlpoekTsl  cornameHui, a0roBopoB, 3akimouaembix OI'B  PC(A),
opopmisitorcst  CTpykTypHbiMH — ToapazaeneHusimu OB PC(SI) B mpenenax
KOMIIETEHIIMM B KOJMYECTBE JK3EMIUISIPOB, COOTBETCTBYIOIIEM YHMCIY CTOPOH, IO
mpaBuiaM M 00pas3liaM, YCTAaHOBJIECHHBIM HOPMATHBHBIMH MPABOBBIMU aKTaMU IS
KOHKPETHBIX BUJIOB JIOTOBOPOB.

[IpoexkThl  corjameHuii, JOTOBOPOB  BHU3UPYIOTCS  HUCIOTHUTEISIMU |
COTJIaCOBBIBAIOTCS  MOCPENCTBOM  ucmoib3oBanus ECDJ[ B cuenyromieit
MOCJIEIOBATEIbHOCTHU

C PYKOBOJMTEIISIMH 3aUHTEPECOBAHHBIX CTPYKTYpPHBIX mnozapazaenenuii OI'B
PC(A);

ropuaudeckoi ciyxo6oit OI'B PC(A);

3amecturensiMu pykoBoautenst OI'B PC(S) B cooTBeTCTBUM C pacnpeneaeHueM
00513aHHOCTEH.

Ilocne cormacoBaHusi MPOEKT COTJIALEHMS, IOOTOBOpAa IMPEICTABISAECTCS Ha
noanuck pykooautento OI'B PC(S). 3amecturenu pykoBoautens OI'B PC(S) Bnpase
NOAMUCHIBATh COTJIAIIEHUs, TOTOBOPHI HA OCHOBaHUU Nopy4eHus pykosoaurens OI'B
PC(51) B cOOTBETCTBUU C BbIJIAHHOMN JJOBEPEHHOCTHIO.

Cornamenusi (IOTOBOPBI) PETUCTPUPYIOTCS B Iopuauueckon ciyxbde OI'B
PC(S1), mocne moanucanust cropoHaMu 3aBepsitores repooBoit nevatsio OI'B PC(A) n
BPY4YalOTCAd TNPEACTABUTEISAIM JOTOBApUBAIOIIUXCS CTOPOH. OmuH  AK3EeMILIp
MOJJIMHHUKA JOroBopa (corjamieHus) ¢ 3aBEepeHHas KOMUS  XpaHATCS y
oTBeTCTBeHHOTr0 noapazaenenust OI'B PC(4).

3.13.9. ®uHaHCOBO-XO35UCTBEHHBIE U UHBIE TPAKIAHCKO-TIPABOBBIC JOTOBOPHI
(rocymapcTBEHHbIE KOHTPAKThI) OOPMIISIOTCS (PHHAHCOBOW CITy)KOOW B KOJUYECTBE
AK3EMIUIAPOB, COOTBETCTBYIOIIEM YHCIY CTOPOH, MO TMpaBuwiaM U oOpasiawm,
YCTAHOBJICHHBIM HOPMATHBHBIMU MPABOBBIMU aKTaMU [Ji1 KOHKPETHBIX BHJIOB
JIOTOBOPOB, 3aT€M BU3UPYIOTCS HCTIOTHUTEIEM, PyKOBOIUTENEM (DMHAHCOBOM CITYyKOBI
U TOpeacTaBisitoTcs Ha noanuch pykoBoaurtento OI'B PC(S) unu 3amecTuTento
pykoBomutenss OB PC(S), «kypupyromeMmy  (QUHAHCOBO-XO35SHCTBECHHYIO
NEeSATEeNbHOCTb.

Ilocne mnonanucanuss cropoHamMu B (UHAHCOBOM  Ciiy’KO€  JOTOBOPBI
perucTpupyroTcs u 3aBepstorcs repooBoi medatbio OI'B PC(A). Opun sk3eMIuisip
MOJIMHHUKA JIOTOBOPA pa3MeNIaeTcs B 1€JI0 COTJIaCHO HOMEHKIAType JIe7 U XPAHUTCS
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B (PMHAHCOBOM CiyK0€, OCTaJIbHBIE SK3EMILUIAPHI IPU HEOOXOIUMOCTH HAMPABIISIOTCS
CTOpOHaM s1oroBopa uepe3 Ciy:k0y AeI0nponu3BOICTBA.

3.13.10. TpynoBble J0roBOpbI (CHyKE€OHbIE KOHTPAKThI) O(QOPMISAIOTCA B
KaJIpoBO ciyk0e (B ABYX 3K3eMIUIsSIpax Mo MpaBujaM U oOpasliaM, YCTAHOBJIEHHBIM
HOPMATHUBHBIMH MPABOBBIMH aKTaMH), 3aT€M MOAMHUCBIBAIOTCS TOCYIapCTBEHHBIM
CIIyXKallluM U TMpencTaBuTereM HaHumartens — pykopoautesnem OI'B PC(S) (nuiom,
UCTIOJIHAIOIIMM ~ oOs3aHHocTH  pykoBoautens OI'B  PC(SI) wu  3aBepsroTcs
B KaJIpoBOil ciyx0e ¢ repOoBoil nmeyateto. OUH 3K3EMIUISP CIYKEOHOI0 KOHTpPAKTa
(TpymoBOro J0oroBopa) TMepenaeTcs TrocyJapCTBEHHOMY  CIyKalleMy, BTOPOM
MOMEIIAETCA B €0 JINYHOE JIETIO.

3.14. /loBepeHHOCTH

3.14.1. JloBepeHHOCTHIO MPHU3HAETCS MUCBMEHHOE YIOJHOMOYHE, BbIJaBaEMOE
pykoBoautenem OI'B PC(Sl) u ero 3amecrurensiMu Ijisi MpPeICTAaBUTEILCTBA IMEPE]
TPETHUMH JIULIAMHU.

JIOBEepEeHHOCTH Ha MPABO 3aKIIOYEHUS JOTOBOPOB, COBEPIICHUS UHBIX JEHCTBUN
or wumeHn pykosoautenss OI'B  PC(S), mnpencraBieHuss UX  HHTEPECOB
B MHBIX TOCYAApCTBEHHBIX OpraHax (opraHuzanusx), cygax P® odopmisaioTcs B
COOTBETCTBHH C 3aKOHO1aTeIbCcTBOM P® u mynkTom 3.14.2 Hactosmein MHCTpyKImu.

3.14.2. JloBepeHHOCTH MOJATOTABIUBAIOTCS U OQOPMIIIIOTCS MOAPA3ICICHUIMU
OI'B PC(4) B AByX »3K3eMIUIsIpax Ha COOTBETCTBYIOIIEM OJIaHKE M JIOJDKHBI UMETh
CJIEIYIOIINE PEKBU3UTHI: MECTO COCTABIICHHUS, BUJI IOKYMEHTA, AaTy U HOMED, MOIIHUCH,
repOoBasi rmevyaTh (B ClIydasiX, yCTaHOBIEHHBIX 3aKOHOIaTEIHCTBOM PD).

TexcT noBepeHHOCTH HUKCUPYET (HAKT MPETOCTABICHHS IIPaBa ONPEACICHHOMY
JUITy HA COBEpIICHUE KAKUX-JIUOO JEHCTBUUM OT JIMIa AOBEPUTENS TMepe]] TPEThbUMU
JMLAMU U COJIEPKUT CIEAYIOIINE CBEICHMUS:

[IOJIHOE HAMMEHOBAHUE JIOBEPUTEIIS;

(damminio, UMsi, OTYECTBO, JAOJDKHOCTh M TACIOPTHBIE JTaHHBIE JTOBEPEHHOTO
U1,

OCHOBAaHHsI, MOATBEPKIAIOIINE [TOJITHOMOYHS JOBEPUTEIS;

IOJIHOMOYUS JOBEPEHHOI'O JINLIA;

HAaUMEHOBAaHUE  OpraHu3aluyd, B  KOTOPOM  MPOBOAATCS  JEUCTBUSA
10 IOBEPEHHOCTH;

BUJ] IPOU3BOJIUMOIO JEHCTBUS;

CPOK JICUCTBHUSI JOBEPEHHOCTH;

oOpa3el NOANKUCH JIMLA, OJYYHUBILETO I0BEPEHHOCTb;

reyarh.

JIOBEpEHHOCTh MOXKET COAEpKaTh pa3pelleHre WM 3alpeT Ha JajbHeillee
nepeoBepue.
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Ha noBepeHHOCTSX BH3bl HCIOJHUTENS, PYKOBOAMTENS IOAPA3AEICHUS,
ITOATOTOBUBILETO MPOEKT JTOBEPEHHOCTH, NPOCTABIIIOTCS TOJBKO HA BHU30BOM
DK3EMIUIAPE B HUXKHEM IT0JIE JINLIEBOM CTOPOHBI.

JIOBEpEHHOCTH TOJNUCHIBAIOTCS  JIOBEpUTENEM (PYKOBOJMTENEM U  €ro
3amectutensimu OI'B PC(4).

[lonnucs 3aBepsieTcst repOOBOM MEeYaThIO.

3.14.3. [lonnucaHHbli OpPUTMHAI JOBEPEHHOCTH C €ro BHU30BOW KOmNuen
peructpupyercss B cTpykrypHoM mnoapazaeneHun OI'B  PC(H). TloanmunHuk
JOBEPEHHOCTH C PETUCTPALlMOHHBIM HOMEPOM M JIaTOM BBIAETCS JOBEPSEMOMY WIIU
YIOJIHOMOYEHHOMY MM JIMILY TOJ MOJIKCH B )KYpPHAJ€ PETHUCTPALIMU IOBEPEHHOCTEM.
Bu30BBII 9K3EMIUIAP XPAHUTCSA B CTPYKTYPHOM MOAPA3AEIEHUN.

Ilopssmok  ©W  CpOKM  XpaHEHMs  JOBEPEHHOCTEW  YCTAHABIMBAIOTCS
B COOTBETCTBHHU C YTBEpKI€HHON HOMeHKIaTypoit nen OI'B PC(51).

3.15. AKT

3.15.1. AKTBI COCTaBJSIOTCS Ha OCHOBE YTBEPKJIEHHBIX YHU(PUIIUPOBAHHBIX
dopM uiu B cBOOOAHON ¢dopme B LENsAX MOATBEPKIEHHUS (PAKTOB, CBSI3aHHBIX C
nearenbHocThio OI'B PC(A).

3.15.2. [lpu cocTaBlieHUH AaKTOB HCHOJB3YIOTCS CJEAYIONUME PEKBUUTHI:
HaMEHOBaHUEe opraHa — aBTopa nokymeHTta (OI'B PC(Sl), HaumeHoBaHHE BHIa
NOKYMEHTa, JaTa JOKYMEHTa, pPETHCTPALMOHHBIA HOMEp JIOKYMEHTa, MECTO
COCTaBJICHUS WM U3aHUsl TOKYMEHTA, 3ar0JIOBOK K TEKCTY, MOIHUCH.

3.15.3. Jlatoii akTa sBIsIETCS JaTa COCTABJICHHS aKTa W TOJMUCAHUS €ro
COCTaBUTEIISIMH.

Ecmu dopmoii akTa mpemycMOTpeHO ero yTBepkiaeHue pykoomuternem OI'B
PC(S) nnu uHBIM YyIIOJTHOMOYEHHBIM JOJIKHOCTHBIM JIMIIOM, JaTOM aKTa sIBJSIETCS JaTa
€ro yTBEPKACHUS.

3.15.4. B BBOJIHOM YacTH aKTa B UMCHHUTEIIBHOM MaIeKe YKa3hIBAIOTCS

OCHOBaHUE COCTABJIICHUSI akTa (HOPMATHBHBIA aKT; paclopsIUTEIIbHbIN
nokymeHnt OI'B PC(S) (mpukas, pacniopspkenne); GpakT wim coObITHE, MOCTYKHUBIIIECE
OCHOBAHUEM JIJIs1 COCTABIICHUS aKTa);

COCTaBUTENN aKkTa (mepeducisaroTca mocie cioBa «CocTaBieH» C YKa3aHHEM
JNOJDKHOCTEM, HAUMEHOBAaHMM  OPraHU3alHi, €CIM  COCTABUTENIH  SIBIISIIOTCS
MPEICTaBUTEIISIMH JIPYTO OpraHu3anuu, (GaMuiIni U HHUITUAIOB).

Ecnu akT cocTaBieH KOMHUCCHEH, TIEPBOW YKa3bIBAaeTCsl (paMuIHsl TIpeacenaTens
KOMKCCHH, 3aT€M WICHOB KOMUCCUHU B ali()aBUTHOM MOPSJIKE.

3.15.5. B TekcTe akTa m3nararoTcs IS B 3aJ]a4d COCTABJICHUS aKTa, CYITHOCTbD,
XapaKTep, METOAbl U CPOKU MPOAECITaHHON pabOThI, €€ Pe3yJIbTAThI.

[Tpu HEOOXOIUMOCTH aKT MOXKET COJIEPKATh BHIBOJIbI U PEKOMEH IAINH.
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B 3akmtounTenbHOM 4YacTH akTa YKa3bIBAIOTCS KOJIUYECTBO MOJTOTOBICHHBIX
SK3EMIUISIPOB aKTa M MECTOHAXOXIEHUE Kaxaoro »sk3emiuripa. KomnuecTBo
HK3EMIUISIPOB aKTa OMNPEIESeTCs KOJIMYECTBOM CTOPOH, 3aMHTEPECOBAHHBIX B €ro
COCTaBJICHUW, WJIM  HOPMATUBHBIMU  TpeOOBAaHUSMU,  PErIAMEHTUPYIOIIUMU
COCTaBJICHUE aKTOB KOHKPETHOM pa3HOBUIHOCTH.

3.15.6. DK3eMIUTApHI aKTa MOMUCHIBAIOTCS BCEMU YWieHAMU KOMUCCHUH (€CITU aKT
COCTaBJISJICS. KOMHCCHUEH) WJIM  COCTaBUTENISIMH UM, TpPU  HEOOXOIUMOCTH,
MPUCYTCTBOBABIIUMU JTUIIAMH.

[Tpu noanucanuu akta npejacenareseM U WieHaMu KOMUCCHM HAMMEHOBAaHUS X
JOJIKHOCTEN HE YKa3bIBAOTCS.

Oco0oe MHEHHME COCTAaBHTENs aKTa W3JIaraercsi Ha OTIEIbHOM JIUCTE,
MOJAMUCHIBAETCS U MPUJIATAETCA K aKTy.

3.15.7. Ecniu  3akoHOomaTtenbcTBOM P®  mpeaycMOTpEHO  O3HAKOMIICHUE
C COJIEp)KaHUEM aKTa JIUII, YIOMSHYTBIX B aKT€, IO TIOJAMKCh, Ha MOCTEIHEN CTPAHUIIE
aKTa MpOCTaBIsieTCd O3HaKoMHTeNbHas BH3a «C aKkTOM O3HaKOMIICH(bI)», MPHU 3TOM
YKa3bIBAIOTCS HAMMEHOBAaHUS JOJDKHOCTEHM, JIMUHBIE TMOJINUCH, paciiuppOBKU
TIOJIMHCEH, JIaThI 03HAKOMJICHHS. Jluna, KOTOpBIC 3HAKOMSITCS
C cofiep>KaHHEeM aKTa, UMEIOT MPABO HE COTJIACUTHCS C COJIEPKAHUEM aKTa B I[EJIOM WIIH
€ro OTIEIbHBIMH TMOJIOKEHUSMU, YTO JOJKHO OBITh 3aUKCHUPOBAHO TIPHU
O3HAKOMJICHUH C aKTOM.

4. Opranusanus 10KyMeHT0000pOTA
4.1. IlpyHIMIIBI OPraHU3ANUH JOKYMEHT0000poTa

4.1.1. llens opraHu3amnuu JOKyMEHTO000POTa — 00ECIIEUeHHEe CBOCBPEMEHHOTO
NPUHSTHS YIIPABICHYECKUX PEIICHUN U UX UCTIOTTHEHHUS.

3amaya JOKyMEHTO000pOTa — OpraHu3aIus JBUKEHHUS TOKYMEHTOB 10 HAaUMEHee
KOPOTKOMY IYTH C MUHUMAQJIbHBIMM 3aTpaTamMud TpPyJa U BpPEMEHHU, B YCIOBHUSIX
ANIEKTPOHHOTO JIOKYMEHTOOOOpOoTa — oOecrmedeHue JocTyna K JOKyMEHTam
nonb3oBaresiMm ECOJl B COOTBETCTBUM C IPEAOCTABICHHBIMU UM MTPaBaMHu.

[TpuHIIMIaMU OpraHU3alMK TOKYMEHTOO00POTA SBISIOTCS:

HEHTpaIu3alus onepauil no NpruemMy 1 OTIpaBKe JOKYMEHTOB;

pacrpene’eHue JIOKYMEHTOB Ha JOKYMEHTONOTOKH, HMEIOIIUE OJMHAKOBBIN
MapuIpyT (MapupyTu3anus 10KyMEHTOB);

OpraHu3anus MpeBapUTEIIbHOTO PACCMOTPEHUS BXOASIINX TOKYMEHTOB;

UCKJTIOYEHUE BO3BPATHBIX JBMKEHUN JOKYMEHTa, HE OO0YCIIOBIICHHBIX JIEJI0BOU
HEO0OXOIUMOCTBIO;

OJIHOKPATHOCTh PETUCTPALIMH IOKYMEHTOB;

yCTpaHEHUE HEOOOCHOBAHHBIX COTJIACOBAHUI MPOEKTOB JOKYMEHTOB;
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BpEMEHHAsl perIaMeHTalMsl omnepauuii Mo oO0paboTKe, PacCCMOTPEHUIO U
COIrJIaCOBAHUIO JOKYMEHTOB.

4.1.2. B npouecce JOKyMEHTO000pOTa 00eCeunBarOTCs:

1) mpueM u nepBrYHas 00pabOTKa BXOISIINX JTOKYMEHTOB;

2) MpeBapuTEIbHOE PACCMOTPEHHE BXOSIINUX JOKYMEHTOB;

3) perucTpaiys BXOASIINX, HCXOIAIINX U BHYTPEHHUX JOKYMEHTOB;

4) paccMOTpEHHUE TOKYMEHTOB PYKOBOJCTBOM;

5) noBeneHue TOKYMEHTOB J0 UCIIOJIHUTEIICH;

6) MOArOTOBKA MPOEKTOB IOKYMEHTOB;

7) cornacoBaHHe MPOCKTOB JOKYMECHTOB;

8) moanucaHue MPOSKTOB JJOKYMECHTOB;

9) onpezeneHre MeCTa XpaHCHHS TOKYMEHTA (KOMH JJOKYMEHTA) M BKITFOUCHHE
JOKYMEHTa (KOMUU JOKyMEHTA) B JIEJI0;

10) oOpaboTKa U OTHpaBKa UCXOAAIINX TOKYMEHTOB.

4.1.3. Joxkymentoobopor OI'B PC(S) ocymecTBisiercss ¢ HCNOIb30BAHUEM
ECO/] n nHbIX MHPOPMALIMOHHBIX CUCTEM, 00ECIIEYMBAIOLIUX PAOOTY C OTIEIBbHBIMU
KOMIUIEKCAMU JJOKYMEHTOB.

Nudopmanmonnsie cucrempl OI'B  PC(S), oOecneunBaromue paboty ¢
OTJIEJbHBIMU KOMIUIEKCAMU JTIOKYMEHTOB, JTOJDKHBI ObITh MHTETpupoBanbl ¢ ECO/] B
HeJsIX peanu3anuu (GyHKIUU O0TOOpa JOKYMEHTOB BpeMEHHBIX (cBbiie 10 er) u
MIOCTOSIHHOTO CPOKOB XpaHeHus IS nepeaadd Ha xpaHeHnue B apxuB OI'B PC(S) u
BBIJICJICHUS K YHUUTOKEHUIO JOKYMEHTOB, CPOKU XPAHEHUSI KOTOPBIX UCTEKIIU.

4.1.4. TlopsiioK TPOXOXKJIACHUSI JOKYMEHTOB W OIEpallMu, IPOU3BOIUMBIC
c Humu B OI'B PC(4), onpenenstorcs JIHA OI'B PC(S1), pernaMmeHTamMu noJib30BaTENs
ECO/I u nacrosmeit UHCTpyKueil.

4.1.5. B pgoxymentroobopore OI'B PC(S) BwimensitoTcss ITOKYMEHTOIIOTOKH:
MocTynaromasi  JAOKyMeHTauus  (BXOJsIas);  OTHpaBisieMass  JOKyMEHTallHUs
(ucxopsias); BHYTPEHHsII JOKYMEHTAallMsl, HCIOJb3yeMas B YIPABICHUYECKOM
nporecce.

B cocraBe BXOASIIMX U UCXOASIIUX JOKYMEHTOB BbIIEISIOTCS:

JIOKYMEHTBI, TOCTYNUBIINE U3 (peepaabHbIX OPraHOB rOCYJaPCTBEHHOM BIIACTU
1 UHBIX (heJIepabHBIX TOCYJaPCTBEHHBIX OPTaHOB;

JOKYMEHTBl ~ OpPraHOB TIOCYJApCTBEHHOW  BJIACTH, OPraHOB  MECTHOTO
CaMOYTpaBJICHUS;

JIOKYMEHTBI TEPPUTOPHATBHBIX OPTraHOB IOCYAaPCTBEHHOI'O OpraHa B CyObeKTax
P® (npu ux HATUYUN);

JIOKYMEHTBI OpTraHu3aIui;

MapJaMEHTCKUE 3ampochl, 3amnpocbl JaenytatoB ['ocygapcTBeHHOM J{ymbl
®enepanbHoro Cobpanusi PO u cenatopoB Cosera ®Denepauuu DenepaibHOro
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CobOpanuss PO, nenyraToB 3aKOHOJATEIbHBIX OpraHoB cyObekToB PD u opraHon
MECTHOT'O CaMOYIIPABJICHUS U OTBETHI HA HUX;

oOpallleHus] TpaxJaH M OpraHu3allvii, 3ampochl Tpa)<JaH, OpraHU3alud o
MpeOCTaBICHUN MH(POPMAIIMU O JIESITEIIBHOCTU TOCYIapCTBEHHOTO OpraHa W/WIh O
MPE0CTaBICHUY FOCYJAPCTBEHHBIX YCIYT U OTBETHI HA HUX;

JIOKYMEHTBI M3 TPaBUTEIbCTBEHHBIX U HEMPAaBUTEIHCTBEHHBIX OpraHu3aIui
3apyOeKHBIX CTPAH U JIPYTUe rPyNIbl JOKYMEHTOB.

4.1.6. loctaBka u otnpaBka nokymeHToB B OI'B PC() ocymecTBustoTcs
pa3IUYHBIMUA BUJIAMH CBSI3U: TIOYTOBOM, (DENIbIbErepCKOn, KyphepCKOW, HHBIMU
BUJIAaMH  CIICIIHAJILHOM  CBS3H, dbakcumMunbHOM, TenerpadHoi, TenedOHHOMH,
MOCPEJICTBOM  dJEKTpoHHOM mouthl, ECDOJ[, cucremMbl MeXBEIOMCTBEHHOTO
AIEKTPOHHOTO JOKyMeHTooOopoTa (mainee — MDJ10), yepe3 cailT rocyaapCTBEHHOTO
opraHa, TMOCpeACTBOM ¢eepaibHON rocyaapCcTBEHHON HWH(POPMAIMOHHON CHCTEMBbI
«EnuHBIA TIOpTaNl TOCYJAPCTBEHHBIX M MYHHIIMNAIBHBIX YCIYr ((pyHKIMHN)» W/Wau
PETHOHANBHBIN MOPTaT FOCYIaPCTBEHHBIX U MYHUIUIIAIBHBIX YCIYT, 4epe3 KyphepoB
OpraHu3aIui U BEJIOMCTB.

JlocTaBka # OTHpaBKa SJIEKTPOHHBIX JIOKYMEHTOB cpenctBamu MO0
OCYIIECTBIISIETCS B COOTBETCTBUU C [lojokeHneM O cucTeMe MEXBEIOMCTBEHHOTO
AJIEKTPOHHOTO JIOKyMeHTooOopota U IlpaBunamu oOMeHa JTOKyMEHTaMu B
AJIEKTPOHHOM BHUJIE MPY OpTraHU3alud UH(POPMAITMOHHOTO B3aUMOICHCTBUSI.

4.2. llpueM U nepBHYHAasi 00pPadOTKA MOCTYNAKIIMX JJOKYMEHTOB

4.2.1. B OI'B PC(S) ucnonws3yercs cMmemianHasi popMa opraHu3aiuu paboThl ¢
JTIOKyMEHTaMH. [Tpuewm, COPTHUPOBKa, TepBUYHAS 00paboTka, y4aer
U peructpanus nocrynaromein koppecnonaeHuuu B OI'B PC(S) ocymecTtBisiercs
Cmy>x001#1 1emonpou3BO/ICTBA.

4.2.2. IlepBuunas 00paboTKa JOKYMEHTOB BKJIIOYAET: MMPOBEPKY MPABUILHOCTH
aJpecoBaHus TMOCTYMUBIIUX JOKYMEHTOB W TPABWJIBHOCTU JOCTABKH JOKYMEHTOB;
MPOBEPKY LEIOCTHOCTH YIMAKOBKH (KOHBEPTOB, MAKETOB); BCKPHITUE YMAKOBKHU (3a
HCKITIOUEHUEM KOHBEPTOB, MAKETOB C MOMETKON «JIM4HO» W rpudaMu OorpaHHuCHUs
J0CTyna K JIOKYMEHTY, HE OTHOCSIIMXCA K OOpalieHusiM TpaxkJaH, OpraHu3alui);
MPOBEPKY  IEJIOCTHOCTH  BXOJAIIMX  JOKYMEHTOB, BKIIOYas  TPHIOKCHUS;
VHUYTOXEHHUE KOHBEPTOB, MAKETOB WM YNMAKOBKH (32 HMCKIIOYCHUEM OOpaleHui
rpaXkJaH, OpraHu3anuii, Cy1IeOHBIX U WHBIX JTOKYMEHTOB 0€3 yKa3aHWs JaThl, a TAaKKe
B CJIy4asiX, €CIIM JOKYMEHT MOCTYIHJI TI03KE YKa3aHHOTO B TEKCTE JOKYMEHTa CPOKa
WCITOJTHCHUS (J1aThl MEPOTIPUSATHS) WU TPU OOJIBIIOM PACXOXKICHUHM MEXIY JaTaMu
MOMUCAHUSI ¥ TIOTYYEHUST JOKYMEHTOB).
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KonBepthl, makersl ¢ mnoMeTkol «JIMyHO» mepenarTca aapecary WIH
YIOJIHOMOYEHHOMY Ha TO COTPYAHUKY 0€3 BCKPBITUS 110 KypHAITY y4eTa.

KonBepThl, maketsl ¢ rpudamMu OTrpaHUYEHHUS JOCTYNa — COTPYAHHUKY B
00S3aHHOCTH KOTOPOTO BXOJUT OO0pabOTKa TOKYMEHTOB, COAEpXAIIUX CBEICHHS
KOH(PUIEHIIMATBHOTO XapaKTepa.

[TouToBBIE KOHBEPTHI C 3asiBKAMHU Ha YyYacTHE B OTKPBITBIX KOHKYypCax,
ayknuoHax (KoHBepThl ¢  Hamamucbto «Ha  KOHKypc») B COOTBETCTBUU
¢ ®enepanbHbiM 3ak0HOM OT 05.04.2013 Ne 44-D3 «O koHTpakTHOU cucteme B chepe
3aKyNnOK TOBapoB, palboT, ycayr sl oOecrneyeHusi TrOCYJapCTBEHHBIX U
MYHUIIUIATIBHBIX HYX» TIepeatoTcsl 0€3 BCKPBITHS 10 )KypHaAIy yuera.

[Tpu BCKpbITHU KOHBEPTOB (ITAKETOB, YIAKOBKU) MO CBEICHUSIM, YKa3aHHBIM Ha
HUX WIM B  ONWUCH  BJIOXKEHHS, TPOBEPSETCS  HAJIUYME  JIOKYMEHTOB
C COOTBETCTBYIOIIIMMU HOMEpPAMHU U BCEX HA3BAaHHBIX B JIOKYMEHTaX MPUJIOKEHUHU, a
TaKk)Ke MPOU3BOJUTCA COPTUPOBKA JOKYMEHTOB Ha MOJJIEXKAIIME W HE TMOJJIeKaIue
peructparuu. Hepeructpupyemple JOKYMEHTBI B COOTBETCTBHHM C IEPEUHEM
HEPETUCTPUPYEMBIX, HO  TMOJJICKAMMX  y4eTy  JOKYMEHTOB,  IepeaarTcs
0 TPUHALICKHOCTH C OTMETKOM B JKypHajJax yuyeTa IMepeadyd JOKYMEHTOB
B TOZIpa3/Ie/ICHHsI U JOJDKHOCTHBIM JulaM (mpuio:kenne Ne 13).

[Ipou3BonuTcsi BBIACIEHUE JOKYMEHTOB, aJpPECOBAaHHBIX B CTPYKTYpHbIE
noApa3AeNeHus, s Nepeayd HEMOCPEACTBEHHO B CTPYKTYPHOE MOJApa3eiiCHUE,
MUHYSI PyKOBOJCTBO.

Konseptsl ¢ otmMeTkoi «CpouHo», «Becbma cpouHo», «BpydnTh HEMEIJIEHHOY,
«OnepaTUBHO» BCKPBIBAIOTCS HE3aMEIJIUTENbHO. J(OKYMEHTBI, BIOKEHHBIE B HUX,
NepeaaroTcss Ha PErucTpalyio BHE OYEpPENHd M IOCJIE PETHCTPALMHU MEpPEHaroTCs
agpecaTaM He3aMeJIUTENbHO.

Ha ommboyHO J0CTaBICHHYIO IIOYTOBOM  CBSI3bI0  KOPPECIOHJICHITUIO
COCTaBJISIETCA aKT U C CONMPOBOAUTEIBHBIM MUCHMOM BO3BPAIAETCS OTIPABUTENIO C
oTMeTKOM «Bo3BpaT» win nepechliaeTca HaJJIeKAIEMY aJipecary.

4.2.3. KoHBepThl, MakeThl WU YMAKOBKA COXPAHSIOTCS W TPWIAraroTcs
K BXOJAIIUM JOKYMEHTaM B CIIydasix:

€CJIM TOJIbKO MO HUM MO>KHO YCTaHOBUTH OTHPABUTENS WU JATy OTIPABIICHHUS;

€CJIM BXOASIIMN TOKYMEHT MOCTYMNHIJI MO3’KE YKa3aHHOIO B TEKCTE JOKYMEHTA
CpPOKa UCIIOTHEHUS WK JAaThl MEPONPUSITHUS,

npu  OOJBIIIOM PACXOXKICHUHM MEXAY JaTaMHd TOJMUCAHUS W TOIYYCHUS
JOKYMEHTOB.

Ilocne 3aBepuieHusi pabOThl ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM
MOMEIIAETCS Ha XPAaHEHHE B JIEJIO.

C KOHBEPTOM IMEpeNaloTCsl TaKkKe JAOKYMEHTHI (IIOBECTKH, MOCTAaHOBJICHUS),
MOCTYNUBILKE OT CIEACTBEHHBIX U Cy/I€OHBIX OPraHOB.
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4.3. llpenBapuresibHOE pAaCCMOTPeHHE JOKYMEHTOB

4.3.1. Cnyx06a nenonpousBoactsa OI'B PC() npensapurenbHO paccMaTpuBaeT
nocrynupimiie B OI'B PC(Sl) mokyMeHTBl B ULeNsIX BBIJEICHHUS M3 BCEro MaccHuBa
MOCTYNUBIIEH  KOPPECHMOHACHIIMM  JOKYMEHTOB, TpeOyIOIHUX  005S3aTeIbHOTO
pacCMOTpEHUs PYKOBOJMUTENIEM U €Tr0 3aMeCTUTENsIMU. JIOKyMEHThI, TOCTYTUBIIIKE B
OI'B PC(s) no BompocaM, He TpeOYyIOUIMM pPacCMOTPEHUS PYKOBOJICTBOM,
HaIpaBJIAIOTCA HEMOCPEACTBEHHO B CTPYKTYpHBbIC MojapasaeneHus. OCHOBaHUEM IS
IPUHSTUS PEIICHUS B XOJI€ MPEBAPUTEIBHOTO PAaCCMOTPEHUS SIBISICTCS COJEp KaHUE
JIOKyMEHTAa, a HE aJIpeCOBaHKE JJOKYMEHTa COOTBETCTBYIOIIEMY JIOJHKHOCTHOMY JIUILY.

PesynbTaToM npenBapuUTENBLHOTO PACCMOTPEHUSI JOJDKHO OBITh HAMpaBJICHUE
JIOKyMEHTa HEMOCPEJACTBEHHO TEM JOJDKHOCTHBIM JIMIIaM, KOTOpBIE HaJCJICHBI
MOJIHOMOYHUSIMH TI0 WX PACCMOTPEHHUIO B COOTBETCTBUU C YCTAaHOBJICHHBIM
pacnpeneneHueM 00s13aHHOCTEN.

4.3.2. [loctynuBmme B OI'B  PC(S) poxkymenTsl, TpeOyromue yuera,
WCITOJTHEHUS U UCIIOJIb30BaHUs B CIIPABOYHBIX IEJISIX, IOCTaBJIEHHBIE 0€3 pEerucTpaIuu
HETMOCPEJACTBEHHO JIOJDKHOCTHBIM JuilaM win B moxapazaeneHuss OB PC(S),
nepenatorcss umu B CiayxOy JelONpoOu3BOACTBA JJISi PETUCTpAlMUd B Ipeienax
pabouero BpeMeHH JTHS TOJIydeHUs IN00 Ha cieayromui padounii 1eds ¢ 9.00 1o 10.00
4acoB HE3aBUCUMO OT CIoco0a UX JTOCTaBKH, Mepelau UIId CO3aHusl.

4.4, PerucTpanus NoCTyNnawIMX JOKyMEHTOB

4.4.1. IlepBuunas 00paboTka M PETHCTpAlMA TOCTYIUBIIMX JOKYMCHTOB
OPOU3BOAUTCA B CIEAYIOUIME CPOKH: JOKYMEHTOB BBIIIECTOSIIIIMX OPraHOB
roCyJapCTBEHHOW BlacTH, ¢ oTMeTkaMu «CpouHo», «Becbma cpouHO», «BpyuuTh
HEMEUICHHO» — B TEKYyIUA palbouuii J€Hb HE3aMEIJIUTENbHO; TOKYMEHTOB
CO CpPOKaMHM MCTIOJTHEHUS MTOPYYCHHUI — B TEKYIIUIA WIW HA CIEAYIOMUNA pabouuil 1eHb
no 11.00 yacoB; HWHBIX JOKYMEHTOB, BKJIOYasg IPOEKTbl MPABOBBIX AaKTOB,
MOCTYyNUBIIKX B padouune nuu 10 17.00 yacoB (kpome CpOUYHBIX) — B IEHb TOCTYILICHHUS.
JlokyMeHThI, TTOCTynuBIIHE B Hepabouee BpeMms (mocie 18.00 - ¢ moHenenpbHUKA O
natauily, nocie 17.00 — B npeanpa3gHUYHbIE THH) PETUCTPUPYIOTCS HA CIIEIYIOLIHUMA
pabounii IeHb.

IIpu moctymienun 0onbIOro o0bemMa JOKYMEHTOB JOMYCKAETCS MPOU3BOIUTH
PErUCTPAIMIO MOCTYNUBILIEH KOPPECMOHAEHIMU 10 MEPBOW IMOJOBUHBI CIEAYIOIIETO
pabouero nHs. Peructpanus moCTYNHUBIIMX JTOKYMEHTOB MPOU3BOJUTCA B Mpeaeiax
NOKyMEHTONOTOKOB B ECDO/] myrem co3aaHus 3JIEKTPOHHBIX PErMCTPAIMOHHBIX
KapTOYeK.
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4.4.2. TlepeyeHn 00s3aTEIbHBIX CBEICHUN O TOKYMEHTE, UCTIOIh3YEMbIX B LIEJIAX
ydeta M TOWUCKa JoKymeHToB B ECDJ[ w® nomiexamux 3aHECEHUIO
B DOJIEKTPOHHYIO  PETUCTPALlMOHHYIO  KapTO4YKy  JOKYMEHTa,  [PUBEICH
B IpuJIokeHuu Ne 14.

[Ipu peructpanuu MNOCTynaroUMX JOKYMEHTOB OT BHEIIHUX aJpecaTroB, HE
ABJsroIXcsd yaactTHukamu ECOJI, Ha KaXaplil peructpupyemMbiii JOKymMmeHT B ECO/]
CO37aeTcsl AIEKTPOHHAS PETUCTPALMOHHAs KapTOuKa, B KOTOPOW HapsAy C HWHBIMU
CBEJCHUSIMU O JIOKYMEHTE YKAa3bIBaeTCs JaTa €ro MOCTYIUIEHUS U (opMUpYyeTCs
BXOJSIIMN  PErMCTPAllMOHHBIA HOMEp JOKYMEHTa, CIyXKalluil  yHUKaJIbHBIM
uaeHTugukaropom qokymenta B ECO/I.

B uensx oaHOKpaTHOW perucTpanuuu Mpud MOCTYIUIGHUH JOKYMEHTOB OT
yuactHuka ECDJ] HoBas  2JeKTpOHHAs  perucTpallMoHHass  KapTodyka  He
PETUCTPUPYETCH.

4.4.3. PeructpaliluoHHbI HOMEP JOKYMEHTA MPUCBAUBAETCS B COOTBETCTBUU CO
cBoaHOM HOMeHKatypoit nen OI'B PC(A).

4.4.4. Ha noxymMeHTaX, MOCTYNUBIIMX Ha OYMa)KHOM HOCHUTEJIE M MOJICHKAIINX
pEerucTpanuu, 10 CO3/aHus U COXPAHEHHUS AJIEKTPOHHON PEruCTPallMOHHON KapTOUYKU
B HIDKHEM I[IpaBOM YIJIy IMEpBOTO JIMCTa JOKYMEHTa Ha OyMa)XHOM HOCHUTENe
IPOCTABIISIETCA OTMETKA O MOCTYIUIEHUHU IOKYMEHTA C YKa3aHWEM JaThl MOCTYIUICHUS
U BXOZSLIETO0 PETHCTPALIMOHHOTO HOMEpa JOKYMEHTa PYKONMCHO WIM B IITamIe
YCTaHOBJIEHHOTO 00pas3Iia.

4.4.5. DnekTpoHHAas KOMHS JOKyMEHTA, MOCTYMUBIIETO Ha OYMaXXHOM HOCHUTEIIE,
CO3/J1a€TCS BBIMOJHEHUEM OIEPALMU CKAHUPOBAHUS JOKYMEHTA, 3aT€M BKJIIOYAETCS B
ECO/1 u npucoenunsierca k OPK nqokymenra.

He nmpucoenunsercs K 3J€KTPOHHON PErUCTPAIMOHHON KAPTOUYKE JIEKTPOHHBIN
o0pa3 JOKYMEHTa, COJEpKallero nepcoHajbHble AaHHbIC, CBEACHHUS OrPaHUYECHHOTO
pacnpocTpaHeHUs, HarpaJHble U (UHAHCOBbIE TOKYMEHTBI.

JIOKYMEHTBI, COJEpKalllie MMEPCOHAIBHBIE AaHHBIC, CBEACHUS OTPAaHUYEHHOIO
pacnpocTpaHeHMs, HarpajHble U (UHAHCOBbIE JTOKYMEHTHI peructpupytorcs B 3K
ECO/I.

4.4.6. B uensix aBTOMaTU3alUu MPUCOEANHEHHSI SJIEKTPOHHOM KOIIMH JOKYMEHTA
Kk OPK, a Takxe ayst obecriedyeHus ObICTPOTrO MOKUCKA 3JIEKTPOHHOW KOMUU JTOKYMEHTa
B ECO/] OI'B PC(A) MoxkeT Ucnoib30BaThCsl IITPUXOBOE KOJIUPOBAHHUE.

4.4.7.B unenax pasMmemeHuss AokymeHToB B ECDJ[, moucka AOKYMEHTOB,
BEJICHUS CIIPAaBOYHOM pabOThI MO TOKyMeHTaM, BKito4eHHbIM B ECO/], ucnons3yroTcs
KJIacCU(UKATOPHI U CIIPABOYHUKH, B TOM YHCIIE:

KJIAaCCU(PHUKATOPBI: KOPPECIOHAEHTOB, BHUJOB JOKYMEHTOB, CTPYKTYpPHBIX
MO/Ipa3/IeJICHUH, JOJKHOCTHBIX JIML, UCIIOJIHUTEIEH MO TOKYMEHTaM; TEMAaTHYECKHM
(BompocoB JiesTenibHOCTH ), HOMeHKIaTypa nein OI'B PC();
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CIPABOYHUKH: CPOKOB MCIOJHEHUS, PE30JIOUUN (TIOpYUYEHHUId), SIEKTPOHHBIX
aJpecoB TMOCTOSIHHBIX KOPPECMOHIEHTOB, I1a0JIOHOB OJIAHKOB JOKYMEHTOB U
1abJIOHOB JTOKYMEHTOB, THUIIOB CBA3€H C JPYrUMU JOKYMEHTaMH (CBS3aHHBIMU
JOKYMEHTAMH).

4.4.8. JlokyMeHTbI Ha UHOCTPAHHBIX SI3bIKAX MOCJIE PETUCTPALIMH NIEPENAIOTCS B
COOTBETCTBYIOIEEe mMmojpaznenenue wiu coTpyauuky OI'B PC(S) nns mepeBoma u
MOCJIEYIONIEeH epelayi Ha pacCMOTpPEHUE PyKOBOICTBA. MHas KoppecnoHAeHIIMS Ha
MHOCTPAHHBIX S3bIKAX MEPEJAeTCs M0 HA3HAYEHHUIO HETIOCPEICTBEHHO B CTPYKTYpHBIE
noJipa3ieyaeHusl.

4.4.9. Tlpu nepenaye NOKyMEHTa C MOPYYEHHUEM W3 OJHOTO MOAPA3/ACIICHUS B
JPyroe HOBBIM perucTpallMOHHBIN HOMEp Ha JOKYMEHTE HE IPOCTaBISETCS.

4.4.10. Bes NOCTYTAOIIas KOPPECTIOHACHIMS JOJKHA UMETH
COIMPOBOJIUTENHHOE TUCHMO.

4.4.11. B reueHnue pabodero JIHs JeI0MPON3BOIUTEH MOIpa3IeICHUHN MOTydatoT
O] MOANKCH B JIEHb PerucTpanuu (ydeTa) JOKYMEHTHI, IOCTYNUBIINE HA OyMaXXHOM
HOCHUTEJIE B OTAENEe JOKYMEHTAllMOHHOTO OOecleueHus, a HMEIOIIUE OTMETKY
«Cpouno», «BecpMa cpouHO» WM «BpyduTh HEMENJIEHHO» — HE3aMEIJIUTENIBHO, C
MIOCTAaHOBKOM OTMETKU CPOYHOCTHU (3HAKOM «!») B DJIEKTPOHHBIX PETUCTPAIIMOHHBIX
kaptoukax B ECO/I.

4.412. Tlo Mepe HEO0XO0IMMOCTH Cmyx0om JIeJIOTPOU3BOICTBA
KOPPEKTUPYIOTCS KJIacCU(PUKATOPHI U CIIPABOYHUKH, UcTionb3yembie B ECO/I.

4.5. Ilopsinok paccMOTpeHHs IOKYMEHTOB PYKOBOJACTBOM U J10Be/IeHUsI
JAOKYMEHTOB /10 HCTIOJTHUTe el

4.5.1. l[loctynuBmme B OI'B  PC(S) 10OKyMeHTBI paccMaTpUBarOTCS
PYKOBOJICTBOM WJIM €T0 3aMECTUTEISIMU TIOCII€ PETHCTPAIUH.

4.5.2. PaccmoTpeHue  JOKYMEHTOB  OCYIIECTBJISIETCS MO  HAMpaBICHUSM
JESITETPHOCTA B COOTBETCTBHHU C YCTAHOBJICHHBIM pacrpenesieHneM O00s3aHHOCTEH
MEXK]y TOKHOCTHBIMU JIUI[AMHU.

4.5.3. Ilpu paccMOTpeHMH JOKYMEHTOB pyKOBOAHMTENb mojapasnencHus OI'B
PC(4) Bbigensier u paccMaTpUBAET JOKYMEHTBI, TPEOYIOUIME CPOYHOTO UCIOJIHEHUS.
[Topyuenus, coJieprKalue yKa3aHue «CPOYHOY, «BEChMa CPOYHO»
U ONEpaTHBHbIE MOPYYEHUS PACCMATPUBAIOTCA PYKOBOAUTEISIMU MOJApa3ACICHUI
B TEUEHHE Yaca C MOMEHTA UX MOJyYECHHUSI.

JIOKyMEHTBI, MpUCIAHHBIC AJISI COIJIACOBaHUS, PACCMATPUBAIOTCS B MEPBYIO
ouepeb.

4.5.4. Pe3ynbTathl pacCMOTPEHHUS JIOKYMEHTa pPYKOBOAMUTEIEM M  €ro
3aMecTUTeNs MU, pykoBoautensamu noapazaenenuii OI'B PC(A) opopmasitoTcst B Buzie
pesomonun B ECDJI.  Pesomoumst BHocuTcss B ECDJl  HemocpeacTBEHHO
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PYKOBOJUTEIEM uepe3 JUYHBIM KaOMHET OO MO €ro MOPYyYEeHHUIO COTPYAHUKOM
COOTBETCTBYIOIIETO CTPYKTYPHOTO MOJIpa3ACICHHUS.

4.5.5. B nogpazneneHusx ynoJHOMOYEHHBIE Ha TO JIMIAa MOTYT MPEIBAPUTEIIHHO
M3y4aTh MOCTYIUBIIKNE TOKYMEHTHI U BBOAUTH B COOTBETCTBYIOIIEM JUAJIOTOBOM OKHE
AJIEKTPOHHOM  PErUCTPAllMOHHOM KapTOYKKM JOKYMEHTa TIPOCKT  PEe30JIIOIUU
PYKOBOJUTENS TIO UCIIOTHEHUIO IOKYMEHTAa. B MpoeKkT pe3osionuu 1mo MUCHOJIHEHUIO
JIOKyMEHTa BKJIIOYAIOTCS: (paMUIIUU U WHULMAJIBI JIUI], KOTOPBIM JAIOTCS OPYUYECHUS,
CoJiep>KaHMe MTOPYUEHHS, a TAKXKE, TPU HEOOXOUMOCTHU, CPOK UCTIOTHEHHUS TTOPYUCHUSI.

BBoa (pemaktupoBaHue) MOPYyYEHUM M MPOEKTOB MOPYUYECHUN K JOKYMEHTaM,
UCIIOJITHEHUE MOpy4YeHUM (T.e. BBOJ oOTyeTa OO0 HCIIOJIHEHUH), a TaKXKe KOHTPOJb
UCIIOJTHEHUS TIOPYUYEHUM OT UMEHHU TeX WJIM MHBIX JOJDKHOCTHBIX JIUIl OTIPEACIISIIOTCS
COOTBETCTBYIOIIMMHU TpaBamMu mojis3oBatenss B ECOJ B cooTBeTCTBUM C
JIOJDKHOCTHBIMU O0SI3aHHOCTSIMH.

4.5.6. [locne yTBEpKICHHS PE3OIIONMH aBTOP PE3OIONUM (WM COTPYIAHUK,
o0nafaronIMii  COOTBETCTBYIOUIMMHU TIpaBaMU) JIOJDKEH pPa3ociaTh PE30JIOLHUI0
UCTIOJTHUTEIISIM.

45.7.B mnoapazneneHusX ~ JOKYMEHTBI,  MOJJICKAIME  HAMPABJICHUIO
UCTIOJTHUTENSIM, He BKItoUeHHBIM B ECOJ1, MO/1O nomkHbI OepaTUBHO HAPABIIATHCS
AIEKTPOHHOMN MOYTOM, MPU HEOOXOIUMOCTH HAa OYMa)KHBIX HOCUTENSIX OTIPABIIATHCS
yepe3 CiayxO0y 1e10Ipou3BOACTBRA.

4.5.8. Tlocne npuHATUS pyKOBOAUTENIEM PEIICHUS IO UCIIOJHEHUIO JOKYMEHTA,
noctynusiiero no M2J10, s uadopMupoBaHUs OpraHU3AIMU-OTIIPABUTENS TOTKHO
ObITh CPOPMUPOBAHO YBEAOMJICHHE O TMPHUHATHU JIOKYMEHTa K HCIIOJHEHHIO,
coJieprKaliee Cleayronue JaHHbIe:

a) maty/Bpemsi GOPMUPOBAHHS YBEOMIICHUS,

0) KpaTKyr0 HH(GOPMAIIUIO O MOCTYIMHUBIIEM JOKYMEHTE, K KOTOPOMY OTHOCUTCS
YBEJIOMJICHUE;

B) ”HGOpMAIIMIO O TMYHKTe JOKyMEHTa, TMPUHATOM K HCIOJTHEHHUIO
(OMLIMOHANIBHO);

r) uHpopmaruio 00 aBTOpe pe3oNIONUU  (PYKOBOAMUTENE, 3aMECTHUTEIe
pyKOBOIUTENS Oopranu3anuu — yuactouka M3J10);

1) “THPOPMAIIHUIO O PYKOBOJIUTENE MOAPA3ACTCHUS-UCTIOTHUTES;

€) nH}popMaIrio 00 OTBETCTBEHHOM HUCIIOTHUTEINE (MCTIOTHUTEIE).

Ecnu B xonme ucnonHeHust noiydeHHoro no MOJIO nokymeHTa, MEHsETCs
OTBETCTBEHHBIM WCIIOJTHUTENb (MCTIOTHUTEND), I WHOOPMUPOBAHHS OpraHU3aIiN-
OTIIPaBUTEJIS CITY>KOO0H J1eT0mpon3BOACTBA (HOPMHUPYETCS YBETOMIICHHE 00 N3MEHEHHUH
XO0/1a UCTIOJTHEHHUSI, CoJIepxKallee CACAYIOIINE JaHHbIE:

a) naty/Bpemsi GOPMUPOBAHUS YBEAOMIICHHUS;

0) KpaTKyt0 UH(OpPMaIHIO O MOCTYHUBILIEM IOKYMEHTE, K KOTOPOMY OTHOCHUTCS
YBEJIOMJICHUE;
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B) MH(POPMALIUIO O MYHKTE IOKYMEHTA, 10 KOTOPOMY MEHSETCS X0 UCTIOTHEHUS
(OTBETCTBEHHBI UCTIOIHUTEID);

r) uH(opManuoo 00 U3MEHEHUHU X0/a UCTIoJHEHUs (MHpopMalys 00 N3MEHEHUH
OTBETCTBEHHOTO UCTIOJTHUTENIS (MCTIOTHUTEIA);

1) UHPOpMAaLMI0O O JAOKYMEHTE — OCHOBAaHMM M3MEHEHHUs XOJa HCIOJIHEHUS
JOKyMeHTa (OTBETCTBEHHOM HCIOJIHUTENE (MCIIOJIHUTEINE).

4.5.9. K HepeructpupyeMblM, HO TMOJUISKAIUM  YY€Ty JOKYMEHTaM,
npuiaraeTcsi OJIaHK PE30JIIOIHMY M0 UCTIONHEHUIO JOKYMEHTa (OIaHK JJIs1 PE30JTIOLHI),
oQopMJICHHBI Ha OTAENbHOM JucCTe Oymaru Qopmara A6, KOTOPBIH JOJIKEH
coJiepKaTh JAaTy MOCTYIUIEHUS MOCTYIUBLIETO IOKYMEHTa, PETUCTPAIIMOHHBIA HOMED,
UHULMANIB 1 (paMUIMIO PYKOBOAMTENSA, AaTy BRIHECEHHs YKa3aHus. Belllieyka3aHHbIe
JOKYMEHTBI MepeAaroTcs NIl UCIIONHEHHS B JPYroe MojApa3/iesieHue TOJIbKO Yepes
OTBETCTBEHHOE CTPYKTYpPHOE T0JIpa3/iesieHuE.

4.5.10. loctyn K 3JIE€KTPOHHOMY JIOKYMEHTY (RJIEKTPOHHOM KOMHMU JOKYMEHTA)
B ECOJl ucnoiHUTENnW MOJNy4arOT IOCJE€ BBIHECEHHUS PE30NIONUU (MOpYUYEHHS IO
JOKYMEHTY).

4.5.11. B cnyyae ecnu JOKYMEHT MOCTYNHJI HA OYMa)KHOM HOCHUTEJIE MECTOM
XpaHeHUs] TOJJMHHHUKA JIOKYMEHTa SBISETCS CTPYKTYpPHOE IOJpa3/elieHue,
Ha3HAYE€HHOM MCIIOJIHUTENEM (OTBETCTBEHHBIM HCIIOJHUTENIEM) IO JOKYMEHTY.

[lepenaya qOKyMEHTOB MEXIYy CTPYKTYpHbIMU mojpasneneHusimu OI'B PC(S)
OCYILECTBIISIETCSI 4Yepe3 WIM C 00sA3aTeIbHbIM YBEAOMJIEHHEM OTBETCTBEHHOTO
CTPYKTYPHOTO MOAPA3IEICHHUS.

4.6. PerucTpauusi oTnpaBJisieMbIX TOKYMEHTOB

4.6.1. Peructpamusi OTOpaBIS€MbIX JOKYMEHTOB BENETCS B MOJAPA3JICICHUSAX B
COOTBETCTBHUH C BBIJEICHHBIMU JOKYMEHTOIOTOKAMH U OCYIIECTBISIETCS B JIEHb UX
noAnucanusi (YTBEP KICHUS ) WU Ha CIIETYIONINI pabounii 1eHb.

Peructpanus ocymecTBisieTcsi HE3aBUCUMO OT CIIOC00a MX JTOCTAaBKH OJIUH Pa3.

4.6.2. OTtnpaBinsieMblie TOKYMEHTHI PETUCTPUPYIOTCS COTpYJIHUKAMU
noapasnenenuss OI'B PC(A) B 6aze manasix ECO/I.

4.6.3. [lpu peructpanmmm otnpasisgemoro mnokymeHta B ECOJl cosmaercs
AIIEKTPOHHAS PETUCTPALIMOHHAS KAPTOUKa JIOKYMEHTA, B KOTOPYIO 3aHOCATCS CBEACHUS
O PErucTpUpyeMOM JOKYMEHTE, HWCIOJb3yeMble ISl y4yeTa, MOHMCKa, XPaHEHUS U
UCIIOJIb30BaHUs JOKYMEHTOB.

4.6.4. Corpynauk moapasneneauss OI'B PC(S) mocie 3amoilHeHHMS JaHHBIX B
KapTOYKe, CKaHUpOBaHUs (32 HCKJIIOYEHHEM JIOKYMEHTOB  OrPaHUYEHHOTO
pacrpoCcTpaHeHusl, HarpaJHbIX W (UHAHCOBBIX JIOKYMEHTOB) HampasisieT B ECOJ]
AJIEKTPOHHYIO PETUCTPAIMOHHYIO KApTOUKY TJOKYMEHTA ajipecaram.
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4.6.5. Ecnu 3neKTpoHHAas perucTpallMoOHHas KapToyka Obula  CO3/aHa
B ECO/I npu noaroroBke TOKyMEHTA, TO MPU PETUCTPALUU UCXOISALIErO JOKYMEHTA B
Hee 100aBISAI0TCA CBEJIEHUS O PETMCTPAlMOHHOM HOMEPE, AaTe PErUCTPALluU U JpYyTrUe
CBeJIeHHs 00 UCXOASIIEM TOKYMEHTE.

4.7. OTnpaBKa JOKYMEHTOB

4.7.1. JlokyMeHTbl, MOAJIEKAIIME OTIpaBKe, JOJKHBI 00pabaTblBaTbCad MU
OTIPABIATHCA B JCHb UX MOJNUCAHUSA M PETUCTPALMM WIA HA CIEIYIONINN padoumnii
JIeHb (CpOoYHask KOPPECTIOHICHIIUS OTIPABIISETCS B IEPBYIO OUEPEIb).

4.7.2. Peienrie o cmocobe JOCTaBKU JIOKYMEHTa ajpecartaM, a TaKke O
HEOOXOIMMOCTH JOCBUIKHM aJpecaTy NOJJMHHUKA JOKYMEHTa Ha OyMa>KHOM HOCHUTENe
B CJy4yae OTHPaBKU JOKYMEHTa IO 3JEKTPOHHOW MOYTe MPUHUMAET MoJipa3eieHue-
UCTIOJTHUTENb.

4.7.3. OOpaboTka KOPPECHOHJEHIMU JUIsl OTHPAaBKU IOYTOBOM  CBA3BIO
OCYIIECTBIISIETCS] B COOTBETCTBUU C [IpaBuiamu okazaHus yCiIyr OUYTOBOM CBSI3H, PU
OTIPABKE UHBIMHU BUJAMHU CBSA3U — B COOTBETCTBHH C TPEOOBAHUSIMU, MPEIBIBISIEMBIMU
K COOTBETCTBYIOIIMM BUIAaM CBSI3H.

JIOKyMEeHTBI, MOJyIeKallue OTIpaBKe Ha OyMakKHOM HOCHTENE, MepealoTcs B
Cnyx0y Aenonpous3BOACTBA OTBETCTBEHHBIM COTPYIHUKOM TOJPA3ACICHUS WIH
UCIIOJIHUTEJIEM COTJIaCHO JIUCTaM PACCBhUIKA YCTaHOBIIEHHOTO oOpasua. JoKyMeHTbI
JUTSE TIepe/ladyi UCTIOJHUTENSIM WIIM OTIPaBKU ajipecaTaMm JOJDKHBI OBITh MPABUIBHO
oopMJIECHBI, 3apPETHCTPUPOBAHBI, CKOMHUPOBAHBI B HEOOXOJUMOM KOJUYECTBE,
IPOBEPEHBI B NIO/IPA3ACICHIUU HA KAUECTBO UCIOJHEHUS U MOJHOTY KOMIUIEKTHOCTH.

JlokymeHThI ¢ 0oTMeTKOM «CpouHo», «BecbMma cpouHo», «BpyunuTh HEMEITIEHHO»
noctapisaoTcss B CinyxOy JelOmpou3BOACTBA MOAPA3ACICHUSAMHA A Tepeladu
agpecaTaM He3aMeJIUTENbHO.

Cpox OTHmpaBKW TMOYTOBBIX OTIPABICHUN Ha OyMa)KHOM HOCHUTEJE HE MOXKET
MpEBbIIIATh 2 padOYnX THEH.

4.7.4. JIoKkyMEHTbI, HE UMEIOIINE aPECHON YaCTH, IPUHUMAIOTCS Ha OTIIPABKY C
CONPOBOJUTEIbHBIMA MHUCbMAaMU (32 HUCKJIIOYEHUEM KOMHUH pacnopsaAuTEIbHbIX
JOKYMEHTOB, HAMPABJISIEMBIX B IIOJIBEJOMCTBEHHbIE OPTaHU3ALIHH ).

4.7.5. OrnipaBka nokymeHToB o M3JIO, 3aperucTpupoBaHHBIX B KapTOTEKE
MOANUCAHTA, JOJKHA OCYIIECTBISATHCS B COOTBETCTBUU C TpeOOBaHUSAMH K
OpraHU3alMOHHO-TEXHUYECKOMY B3aWMOJICMUCTBUIO TOCYJAApPCTBEHHBIX OpPraHoB H
rOCYJapCTBEHHBIX opranu3anuii. Jliist ornpaBku gokymeHTa mo M3J1O momkHBI OBITH
c(hOpMUPOBAHBI:

a) rpadpuueckre 3JIEeMEHThl BU3YyallM3allid PETUCTPALMOHHBIX JAHHBIX (aThbl
JOKYMEHTAa M PETUCTPALMOHHOIO HOMEpa JOKYMEHTa) U OTMETKH 00 3JIEKTPOHHOM
MOANUCH JTOKHOCTHOTO JIMIA, MOAMMUCABILIETO JOKYMEHT, a TaKKe JaHHble 00 X
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MECTOMOJIOKEHUH (B Cllydae, €CJM OHU HE ObUTM CPOPMHUPOBAHBI MPHU PETHCTPALUU
JOKYMEHTA);

0) TpaHCHIOPTHBIN KOHTEHHED U1l Iepeauu JIEKTPOHHOTO IOKYMEHTA.

Ilepen ortnpaBkoit gokymeHta no MOJIO nomkHBI OBITH TPOBEPEHBI
KOMIUJIEKTHOCTh TPAaHCIIOPTHOIO KOHTEMHEpa M JIEUCTBUTEIBHOCTH SJIEKTPOHHBIX
MOJAMKCEH, BXOISIINUX B €ro COCTaB

4.8. Perucrpauus 1 Npoxo:K1eHHe BHYTPEHHHUX IOKYMEHTOB

4.8.1. Ilpuxassbl (pacnopsizkeHus1)

4.8.1.1. [IpoekTbl npuKa30B (PacHoOpsPKEHUN) MO OCHOBHOM JI€SITEbHOCTH
COTJIaCOBBIBAIOTCS CO CIEAYIOIMMHU JIOJPKHOCTHBIMM JIMIIAMU B CIEAYIOIIEM MOPSIIKE:

¢ 3auHTepecoBaHHbIMU TosipazaeneHussMu OI'B PC(51), ecnu mpoekTsl mpuka3zoB
(pacniopsbKkeHHi) KacaroTcs UX JAESTEIbHOCTH WM MPEANUCHIBAIOT BHIIIOJHEHUE UMHU
KOHKPETHBIX MTOPYUCHH;

C 3aMECTHUTENIEM PYKOBOAUTEIISA, KYPUPYIOIIUM MOJPA3ACICHUE, OTBETCTBEHHOE
3a pa3pabOTKy U COTIACOBAHME MPOEKTa MpHUKa3a (pacmopsiKeHHs), B COOTBETCTBUU C
pactipeneneHueM oos3anHocTel cornacHo [Tomoxxennto o OI'B PC(S1);

Bussl mpocTtaBigroTcs Ha 000poTe MEPBOTO JUCTA NMPUKa3a (PACIIOPSHKEHUS ) UITH
Ha OTJEJIHHOM JIUCTE COTJIACOBAaHMS (BU3UPOBaHUS) (MPU COTIACOBAHUU Ha OyMaKHOM
HOCHUTEJIE).

4.8.1.2. TIpoexTts! npukazoB (pacnopspkenuit) OI'B PC(S) mo nuunomy coctaBy
(o mpueme, yBOJIbHEHHH, IEPEMEILICHUH, TOOIIPEHUH, IPUMEHEHUU TUCIUIUIMHAPHOTO
B3bICKAHUS, OTIYCKaX, KOMaHAUPOBAaHWU TOCYJAapCTBEHHBIX CIYKaIIUX Ha
tepputopun PO wm gap.) paspabaThiBaroTcs KaJApoBOW CIIy)KOOH Ha OCHOBaHUHU
COOTBETCTBYIOIIMX MpEACTaBIeHUI pykoBoauTeneil noapasaeneuuiit OI'B PC(A).

[IpoexTbl  pacnopsiK€HWid 1O JIMYHOMY  COCTaBy, IMpeACTaBJsieMble
PYKOBOAMTEIO AJIsi OJIMUCH, HE TPEOYIOT COIJIaCOBaHMSI €T0 3aMECTUTENICH.

[IpoexTbl pacmopsiKeHUd MO JIMYHOMY COCTaBy COIJIaCOBBIBAIOTCS U
IPEACTABIAIOTCS HA IOANKMCH PYKOBOAMTENIO, JIMIY, MCIOJHAIOIEMY €ro
00513aHHOCTH, PYKOBOJIUTEJIEM OTBETCTBEHHOTO CTPYKTYPHOIO MOJIpa3AeiCHusI.

4.8.1.3. CornacoBanre IpOEKTOB MPUKA30B (PaCTOPSHKEHUH ) B TIOPA3ACTICHHSIX
OI'B PC(4) ocymecTBasieTcs B cpok He OoJiee 5 pabounx aHEH 1 0OPMIISETCS BU3aMU
PYKOBOIWTENEH TOApA3NENEeHU WU  JOJDKHOCTHBIX — JIUI, O(PHUIIMAIBHO HX
3aMEeIIAOIIHX.

4.8.1.4. TTpuxa3ssl (paciopsHKEHMS ) TIOMTUCHIBAIOTCS PYKOBOUTEIIEM HITH TI0 €TO
MOPYYEHHIO OJHHMM M3 €ro 3aMeCTUTENEel B COOTBETCTBHM C pacHpeleiIeHUEM
00s13aHHOCTEN 1IapUKOBOM pyUYKOM (IIBET YEPHUII: CUHHIA).
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[Ipuka3 (pacnopsbkeHHe) BCTyHaeT B CUJIy C JaThl €ro MHOJNUCAHUA, €Cld
B TEKCTE JIOKYMEHTA HE yKa3aH IPYrou CpoK.

4.8.1.5. Koutponp 3a MNpaBWIBHOCTHIO O(OpPMIIEHUS MPOEKTOB MPHUKA30B
(paciopsbkenuit)  ocymectBiasier  Ciyk6a  J€JI0MPOU3BOICTBA/OTBETCTBEHHOE
CTPYKTYPHOE MO/Ipa3/ieJICHUE.

DneKTpoHHbIE Komuu Tpuka3oB (pacnopsbkeHuit) OI'B PC(S) nanpasisitoTcs
aapecatam Ciyx00i nenonpousBoctBa B ECOJl B COOTBETCTBUHU C TUCTOM PACCHUIKH,
MHBIM ajipecaTtaM Ha OYMa>KHbIX HOCUTEJISX.

[MognmuuaHaukn  mpukazoB  (pacnopspkeHuit) — xpanarcs B CiyxOe
JIEJIONPOU3BO/ICTBA, KOTOPhIE HE MO3[HEE YeM uepe3 TP rojia MepefaloTcs B apXuB
OI'B PC(41).

4.8.1.6. [Ipukassl (pacnopsbKeHUsi) MO OCHOBHOM JI€ATEIBbHOCTH, JIHUYHOMY
COCTaBy, aJAMHUHUCTPATUBHO-XO3SUCTBEHHOW  JEATEIBHOCTH  PETHCTPUPYIOTCS
otnenbHo. Jlaroit mpukasza (pacnopsokenus) OI'B PC(S) sBnsercs nara ero
MOJIMCAHUS.

Peructpannonnbie HOMepa K TMpuKkazaMm (pacrmopsbKeHHsM) 1O  OCHOBHOM
NesTENbHOCTH TpHucBauBatoTcsi B Ciyk0e Ielonpou3BOJCTBA C HCIOJIb30BAaHUEM
ECD/I B npeaenax kaleHIapHOTO TOJa [0 €AUHOM HyMepaluu ¢ OyKBEHHBIM HHAEKCOM
st pruka3oB «-Of1».

[Tpukazam (pacrnopspKeHHUsIM) IO TUYHOMY COCTaBY PErHMCTpallMOHHBIE HOMEpa
PUCBaNBAIOTCS B KaJAPOBOH ciy>k0e B Ipejesiax KaJleHIapHOro roja ¢ OyKBEHHBIMU
UH/ICKCAMU:

«-K» — JUIsl TIPUKa30B O TMpHUEMe, MEepeBOJie, YBOIBHEHUU U Ap. (CO CPOKOM
xpanenus 50 ner OI1K);

«-KOM» — JIJIsl IPUKA30B O KOMaHAUPOBAHUHU (CO CPOKOM XpaHEHUS S JIeT);

«-0TM» — JJIA IPUKA30B O MPEIOCTABICHUH OYEPEIHBIX U YUEOHBIX OTITYCKOB H
Ip. (CO CPOKOM XpaHEHHUs 5 JIET).

O3HakoMJIEHHE C MOJNMUCAHHBIMYU MpHUKa3aMu (PACHOPSIKEHUSIMU) MO JINYHOMY
COCTaBY OCYIIECTBISAETCS MO/ MOAIUCH B KaIPOBOU CIIyKOe.

4.8.2. IIporokoJbl 3acenanuii (CoBelIaHM), 3AaNIUCKHA
(cy:keOHbBIE, 00bSICHUTEIbHBIE, JOKJIATHbIE, AHAJIUTHYECKHUE), CIPABKH

4.8.2.1. Ilporokon 3acenanus (copemanusi) oGopMisieT ceKpeTapb COBCIIAHUS
(COTpyAHMK, OTBETCTBEHHBIN 3a MPOBEJCHUE COBELIAHWSA) B TEUECHHE 3 JHEW Mmocie
OKOHYAHHUS 3acelaHusi (COBEIIaHWs), €CIM MHOE HE MPEAYCMOTPEHO MOJIOKEHHUEM,
pEerIaMeHTOM PpalOoThl KOJUIETHAIBHOTO, COBEIIATEIEHOTO, KOOPAMHAIMOHHOTO,
AKCIIEPTHOTO ¥ MHOT'O OPTaHa.

4.8.2.2. [Iporokon 3acemanus (CoBemaHWs) Ha OyMaXHOM  HOCHTEIE
MO/IMMUCHIBACT MIPE/ICENaTEeILCTBOBABIINN HA COBEIIIAHMH.
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4.8.2.3. Ilporokonam  3acenaHuii  (coBellaHWi)  KOMHCCUH  (COBETOB)
MIPUCBAMBAIOTCSl PETUCTPAIIMOHHBIE HOMEpa B Mpejeniax KaleHaapHoro roja. Jlatoit
MPOTOKOJIa SIBISIETCST JaTa TMpoBefeHus 3acenanus (comemianus). I[IpoToxossl
3aceaHui  (COBCIIAaHMM)  PETUCTPUPYIOTCS  CTPYKTYPHBIM  TOApA3CICHUEM,
OTBETCTBEHHBIM 3a MPOBEJICHUE 3aCeIaHUi (COBEIIaHU ).

4.8.2.4. TIpoekT mpoTOKOJIa BU3UPYETCS pyKOBoAUuTEIsIMU ToapasaeneHuit OI'B
PC(4), roToBUBLIMMU MPOTOKOJI, U KYpPUPYIOUIUM 3amecTuTesieM pykoogutens OI'B
PC(Sl), namee coriacoBbIBaeTCsl € YKa3aHHBIMH B TOPYYEHHUSX MPOTOKOJA
UCIIOJTHUTEJISIMU, €CJIU UHOE HE MPEAYCMOTPEHO TOJIOKEHUEM, PETIIaMEHTOM PadOThI
KOJUIETUAJIbHOTO, COBEIIATEILHOI0, KOOPJAMHAIMOHHOTO, SKCHEPTHOTO M HWHOTO
oprasa.

4.8.2.5. Cekperapp 3acefanus (coBemianus) odgoOpMiIsieT W HampapiseT
AJIEKTPOHHBIE KOMHUU MPOTOKOJIOB anpecatam uepe3 ECOJl (kpome MNpOTOKOIOB
¢ nometkoi «JICII»). Komuu mporokosnoB 3acenanus (CoBellaHus) Ha OyMasKHBIX
HOCUTEJISIX HAMNpaBJISIOTCS C yKa3aHUEM Ha KakJAOM SK3eMIULIpE MNPOTOKOJa
KOHKPETHOTO ajpecaTa © C JUCTOM pacchUiku mnepenaiorcs B CiyxOy
JIEJIONPOU3BO/ICTBA.

[Ipotokonsl B 00s3aT€TLHOM TOPAJIKE PACCBHUIAIOTCSA: PYKOBOAMUTEIIO,
3aMECTHUTENSIM PYKOBOJUTENS (B COOTBETCTBUM C pacHpe/ielieHneM OO0s3aHHOCTEl),
nonpazaenenusim OI'B PC(Sl), muHHCTepcTBaM M BEJAOMCTBAM, OTBETCTBEHHBIM 3a
UCIIOJIHEHNE COOTBETCTBYIOIIMX MYHKTOB MIPOTOKOJIA.

4.8.2.6. DnekTpoHHass ~ KOMWA  TPOTOKOJAa U NOJJIMHHUK  TPOTOKOJIA
Ha OyMa)KHOM HOCHUTEJNIE€ C IK3EMIUISIPOM JIMCTa PACCBUIKU OCTAIOTCA HA XpaHEHUU Y
OTBETCTBEHHBIX COTPYJIHHKOB B COOTBETCTBYIOIUX noapaszaeneHusx OI'B PC(A).

4.8.2.7. 3anucku (ciy>xeOHbIe, 00BSICHUTEIBHBIC, JOKIAIHbIC, AaHATUTUYECKHE),
CIPAaBKU PETUCTPUPYIOTCA MO MECTy H3AaHUs (B CTPYKTYPHOM IMOAPA3/CICHUN) H
Hampasisitorcs yepe3 ECDJl agpecaram. [[okymMeHTBI, UCIIOJIHEHHBIE HA OYMa)KHOM
HOCHUTEJE, TOMENIAIOTCSI B HOMEHKJIATYypHbIE JleNla MOAPA3JAEICHUN, B 3JIEKTPOHHOM
BUJIC — B DJIEKTPOHHBIE Niena B 6aze ECO/I.

4.9. llopsinok 06padOTKM U Y4eTa HHOCTPAHHON KOPPeCHOHACHIMH

4.9.1. TlonmyyeHue W OTHpaBICHUE KOPPECHOHJCHIIMA W3 3apyOCKHBIX CTpaH
U B 3apyOeXHbI€ CTpaHbl OCYIIECTBIsETCSI MUHUCTEPCTBOM MO BHEIIHUM CBSI3IM U
nenam HapoaoB PC(A) gepe3 CiyxOy ae10mpon3BOACTBA.

4.9.2. Ha 3aka3Hyr0 KOppPECMOHACHITNIO; Ha KOPPECTIOH ICHIINIO, HATIPABIISIEMYIO
B aapec yupexnaenuit B crpanax CHIT wu  OmmkHero  3apyO0exbs;
Ha JOOKyMeHThl ¢ moMeTkor «JICID» cocrtaBnsiercss OTOENbHBIN pPEeecTp IMOYTOBBIX
OTIPaBJICHUM.
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4.10. Y4er 1 aHa1M3 00beMOB JOKYMEHT0000pOTA

4.10.1. Yyer u ananu3 o0BEMOB JOKYMEHTOOOOPOTa, COCTaBa U CTPYKTYpHI
JOKYMEHTOIIOTOKOB BEAETCS B LIEJISIX:

COBEPIIICHCTBOBAHUS OpraHU3allud pabOThl C TIOKYMEHTAMU;

OPUHATUSA PEIICHUH O MPUOOPETEHUU CPENICTB KOMIIBIOTEPHON TEXHUKHU U
OpPITEXHUKH;

pacueTta  ONTUMAJbHOM  YHUCIEHHOCTH  COTPYAHUKOB,  3aHATBIX B
JIEJIONPOU3BO/ICTBE;

HOPMUPOBaHUS TPY/a;

MOBBIIICHUS UCTIOTHUTEIbCKOW TUCITUTIITUHEI.

4.10.2. Yyer konuuecTBa JOKYMEHTOB (TMOCTYMAIOLIUX, OTMPABISEMBbIX,
BHYTPEHHUX) TPOBOJMUTCS IO PETUCTPAIIMOHHBIM JaHHBIM B MECTax PETHCTpaIu
JIOKYMEHTOB, B TOM YHCJIe 110 yu4eTHBIM JanHbIM ECO/I.

4.10.3. 3a enuHUIYy y4yeTa KOJWYECTBA JOKYMEHTOB NMPUHUMACTCS IK3EMILISIP
JTOKyMeHTa (TTOJIMHHUK WJIA KOTTHSI, €CJTU ATO €IMHCTBEHHBIN AK3EMILISAP JOKYMEHTA).

4.10.4. B menax OIEeHKU Tpyao3aTpaT AeIONPOM3BOJICTBEHHOIO IMepCcoHaa,
HopmupoBaHus Tpyna B OI'B PC(S) MoxeT BECTUCH YUET KONUM JOKYMEHTOB (KOTHA
JOKYMEHTOB Ha OyMa)KHOM HOCHUTENE, SJEKTPOHHBIX KOMHH ITOKYMEHTOB (YKa3oB,
NIOCTAaHOBJICHUHM, pElIEHUH, TMPUKA30B, PACTHOPSIKEHUH, TPOTOKOJIOB, HWHBIX
JIOKYMEHTOB), paccbutaemMbix B noapasaenenuss OI'B PC(S), 10KHOCTHRIM JTUIaM, B
MI0JIBEIOMCTBEHHBIE YUPEXKICHUS U OpPTraHU3aIiu.

4.10.5. Ilpu ydeTe OTHpaBISIEMBIX JIOKYMEHTOB COINPOBOIUTEIHLHOE MUCHMO U
npujiaraeMblie K HEMy TOKYMEHTBI CUUTAIOTCS 32 OJIUH JOKYMEHT.

4.10.6. Yuer KOJINYECTBA JIOKYMEHTOB MOJKET MIPOBOUTHCS
o OI'B PC(4) B uenom (exkeroaHo) uim no otAaeabHeIM nojapasaenenusm OI'B PC(S)
(e’KeKBapTAIIBLHO).

4.10.7. JlanHaple O KOJIMYECTBE JOKYMEHTOB OOOOIIAIOTCS, aHAIU3UPYIOTCS
Cnyx60#1 menonpou3BoACTBa U MpeAcTaBisioTcs pykoBoAacTBy OI'B PC(A), B Bune
CIPaBOK (CBOJIOK M OTYETOB) CTATUCTUUECKOTO U aHAJIMTUYECKOTO XapaKTepa.

4.10.8. Utoroseie JTAHHBIC nojicuera ob0bemMa  JOKyMeHTOOOOpOTa
MPEJICTABISIFOTCS B Ta0muHOM popme (mpuiioxkenue Ne 15).

5. YnpaBJ/ieHHE JOKYMEHTAMH B CHCTEMe YJIEKTPOHHOI0 TOKYMEHT0000poTa
5.1. loctynm x pabore B ECOJ[ B OI'B PC(Sl) nomxHBI HMETh TOJBKO

3apEeruCcTPUPOBAHHBIE MOJIB30BATEIN C 0043aTeIbHON NpOLEypoil HAECHTU(DUKAIINY U
ayTeHTU(UKAIUU.
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Pemenue o co3naHnn/M3MEeHEHNN YUETHOW 3aliCH MOJIb30BATENs 1151 pabOThI Ha
aBToMatu3upoBaHHoM paboueM mecte OI'B PC(S) B cooTBETCTBUM C MOAAHHBIMU
CTPYKTYPHBIMHU MOAPA3ACICHUSIMHU 3asiBKaMU IPUHUMAETCS PYKOBOJUTEIIEM.

5.2. Oneparopom EC3O]] Bwictymaer I'BY PC(S) «PecmyOGnaukaHCKuil 1EHTp
MH(OOKOMMYHUKAILIMOHHBIX ~ TEXHOJOTUW»,  YIOJHOMOYEHHBIM  OpraHoM IO
opranuzauuu padotsl B ECOJl — MuHHCcTepCcTBO HHHOBALIUMA, IIU(PPOBOro Pa3BUTUSI U
MH()OKOMMYHUKAIIMOHHBIX TexHosoruit PC(S1).

5.3. IIpu pabdore B ECDOJ corpymnuku OI'B PC(S) pykoBOACTBYIOTCS
NOJIOKEHUsIMU ~ HacTosiiue  MHcrpykuuu, pernamentom  pabotsl B ECO/,
YTBEPKJIEHHBIM MPUKAa30M YIOJHOMOUYEHHOI'O OpraHa, PyKOBOJICTBOM IOJIb30BaTENs
ECD/I, pazmeniaeMoM Ha opuimanbHoM caiite oneparopa ECO/I B cetu MuTepHer.

5.4. CocTaB 3J€KTPOHHBIX TOKYMEHTOB, Haxoasmuxcs B ECOJl, onpenensercs
PYKOBOJIUTEIEM Ha OCHOBE pekoMeHaanui deaepaqbHOr0 apXMBHOIO areHTCTBA U B
COOTBETCTBUM C  OTACJIbHBIMH  HOPMAaTUBHBIMU  aKTaMH,  YTBEP>KICHHBIMU
PYKOBOJIUTETIEM.

5.5. B HEOOXOUMBIX Ciydasix 3JEKTPOHHBIE JOKYMEHTHI PacleyaThIBalOTCA C
nocieytoe opranu3anuei padboTel ¢ HUMH KaK C JIOKYMEHTaMU Ha OyMaKHOM
HOCHUTEJIE C IPOCTABICHUEM 3aBEPUTEIBLHON HAJIMCH HA KOTIUU.

5.6. Ilpu mpepocTaBieHUU CBEJEHUN B SJEKTPOHHOM BHJIE JOKYMEHTHI Ha
OyMa)KHBIX HOCUTEIIAX, KaK MPaBUIIO, HE MPEICTABISIOTCS.

5.7. Bximouenne gokymeHToB B ECDJ[  ocyuiecTtBisieTcsi MNOCPEACTBOM
3anosiHeHus noneit DPK, co3nanus 3neKTpOHHON KONUU TOKYMEHTa (CKaHUPOBAHUA ),
€CJIM TOKYMEHT OB co37aH Ha OyMa)KHOM HOCHUTEJE, MPUCOSANHEHUS AIEKTPOHHOM
koruu nokymeHTa kK OPK, pazmemenuss nokymenrta B ECOJl B cOOTBETCTBUM C €€
KJIaCCU(PUKAITMOHHON CXEMOiA.

B mporecce XM3HEHHOrO LMKJIA JOKYMEHTa (CO3/IaHHE MPOEKTa JOKYMEHTA,
BKJIFOYEHHE CO3JaHHOIO0 WJIM NoJy4eHHoro aokyMeHta B ECO/I, paccMmorpeHue
JOKYMEHTa M BBIHECEHHE pE30IIOUMN (HOpYYEeHMI) 10 JOKYMEHTY, COIJIaCcOBaHHE
poeKTa JOKyMEHTa U Jp.) GOpPMHUPYIOTCA CBEJIEHHUS O JIOKyMEHTE, BKJIIOYaeMble B
ECO]I rocynapcTBEHHOr0 OpraHa, OpraHa MECTHOTO CaMOYITPaBJICHHUS.

BriroueHue cBeieHUI 0 JOKYMEHTE (BXOASAIIEM, UCXOASAIIEM, BHYyTPEHHEM) U O
Ipoleccax yNpaBlIEHHUS JTOKYMEHTAMU OCYILECTBIIETCS MOCPEICTBOM 3aIOTHEHUS
nosiert DPK ECO/I.

Bxirouenne yctaHoOBIEHHOro Habopa cBeleHuit o gokymeHtax B ECD]]
no3BoJsieT hopmupoBaTh B ECO/I conocraBumbie HA0OpHI METAIaHHBIX O TOKYMEHTAX,
HE3aBUCUMO OT TOro, B kakyro ECOJ[ BKIOYEHBI JOKYMEHTHI U KAKHE TEXHOJIOTMHU
HCIIOJIB3YIOTCS JJI1 YIPABJICHUS JOKYMEHTAMM.

5.8. B xoxe paccMOTpeHHs TOKyMEHTA, MOJIeKAIIET0 HCIIOTHEHHIO, UIIH B XOIE
COTJIACOBAHMS MPOEKTa JOKYMEHTA, 3amoJIHIAITCS cooTBeTcTBYyromue noyist DPK. B
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pe3ynbTare corjacoBaHusi npoekra gokymenta B ECDOJ] ¢opmupyercs nuct
COTJIaCOBAHMSI.

5.9. Ilpu Brmouennn B ECDJ] BXOAAIIMX JOKYMEHTOB, HUX PETUCTpaLMH,
paccMmoTpenuu U ucnoaHeHuu B OPK BHocsTCS creayronue CBeIeHUs O TOKYMEHTE:

1) HaMMEeHOBaHHE roCyJapCTBEHHOTO oprasa, opraHa MECTHOTO
caMOYTpaBJIeHUs, OpraHu3aluu (KOPPECIOH/ICHTA);

2) HAaMMCHOBaHUE BHUA JOKYMEHTAa (COTJIaCHO HAaWMEHOBAHMIO pasjieia B
CIpaBOoYHUKE (KiaccuukaTtope) BUIOB JOKYMEHTOB, K KOTOPOMY OTHOCHTCS
TOKyMeHT, BkiTtouaeMbiii B ECOJI);

3) nara JOKyMeEHTa,

4) perucTpaliOHHBIH HOMEP JTOKYMEHTA;

5) damMuIKs ¥ UHULMAJIBI JIKIA, TOAMKUCABIIETO JOKYMCHT;

6) mara mOCTYIUICHHUS JTOKYMCHTA,

7) BXOASIINN PETUCTPAIMOHHBIN HOMED;

8) crocob q0cTaBKK JOKYMEHTA,;

9) 3aroJI0BOK K TEKCTY (KpaTKOE COJCpIKaHUE TOKYMEHTA);

10) KOJIMYECTBO JUCTOB OCHOBHOTO IOKYMEHTA;

11) oTMeTKa O TPHIOKEHUHM (KOJMYECTBO MPHIOKEHHA, 00IIee KOJUYECTBO
JIUCTOB MPUJIOKEHU);

12) cBeneHUs O CBS3aHHBIX TJOKyMEHTaX (HaMMEHOBaHHE BUJIa JIOKYMEHTA, JaTa,
PETUCTPAIIMOHHBIA HOMED, TUII CBS3H);

13) pe3osttoniust (MCTIOTHUTEIND (UCIIOTHUTEIH ), TOPYUYEHHUE, TOJDKHOCTHOE JIHIIO,
JaBIee mopy4yeHue, Aata GopMUPOBAHUS TIOPYUCHHUS);

14) cpoK UCTIOJHCHUS TOKYMEHTA;

15) uHgeKc aesa mo HOMEHKIATYpe e,

16) Bompoc AeATeabHOCTH (TeMA) 1O KIaCCH(PUKATOPY;

17) cBeneHus o miepeaapecaluy JOKyMEHTa,

18) orMeTKa 0 KOHTpOIIE;

19) rpud orpaHmueHUS TOCTyIA K JOKYMEHTY;

20) cBeieHMs 00 DIICKTPOHHOM MOAIHUCH;

21) pe3ynbTaT IPOBEPKHU AIEKTPOHHOU moanucu (Bkirodarorcs B ECDJI, ecnwm
MOCTYNUBIINNA JOKYMEHT MOJMKUCAH YCUICHHOUW 3JIEKTPOHHOW MOIHUCHIO);

22) BIEKTPOHHBIN aIpec KOPPECIIOHICHTA;

23) cchutkd Ha (a1 MOCTYMHBIIETO JOKyMeHTa U (aiin (haiibl) IpUIoKeHUS
(IpUIIOKEHUI ) K JTOKYMEHTY.

5.10. ITpu Brmouenun B ECDJ] ucxomsmmx aokymeHToB B DPK BHOCSTCS
CJIEAYIOIIHNE CBEJICHUS O IOKYMEHTE:

1) HauMeHOBaHHE roCyJJapCTBEHHOTO oprasa, opraHa MECTHOTO
caMOyTpaBJIeHUs, OPraHU3alUY - aJIpecara;

2) hamMWIHs ¥ WHUIHAJIBI JIUIA, TOAMACABIIETO JOKYMCHT;
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3) HAaMMEHOBaHUE BHJIA JIOKYMEHTA,

4) nata MTOKyMEHTAa,

5) perucTpanMoHHBIA HOMEP JOKYMEHTA;

6) 3aroJI0BOK K TEKCTY (KpaTKOe COJep)KaHUE IOKYMCHTA);

7) cBeJIcHHS O CBSI3aHHBIX JOKYMEHTaxX (HAMMEHOBAaHWE BUJA JOKYMEHTA, JaTa,
PErUCTPAIIMOHHBIN HOMED, THUII CBSI3H);

8) KOJIMYECTBO JINCTOB OCHOBHOT'O JJOKYMCHTA;

9) MHJEKC JleNa Mo HOMEHKJIAType JIe;

10) Bompoc nesATenbHOCTH (TeMa) MO KIacCUPHUKATOPY;

11) otMeTKa O TPUIOKCHUH (KOJMUECTBO MPUIOKCHHMA, OOIIee KOJIUIECTBO
JIUCTOB MPUJIOKEHUI);

12) rpud orpaHuYeHUS JOCTYIA K TOKYMEHTY;

13) nmoapaszeneHue - OTBETCTBEHHBIN UCIIOJHUTEIb JJOKYMEHTA,

14) cBeneHust 00 AIMEKTPOHHOM MOAIUCH;

15) ccpuiku Ha ¢ailsl OTIpaBIAEeMOro JOKyMeHTa U (aii ((hailsibl) MPUI0KCHUS
(TpUIIOKEHUI ) K TIOKYMEHTY;

16) >NeKTPOHHBIH aJpec KOPPECIOHICHTA;

17) ciocob TocTaBKU JOKYMEHTA aJipecary.

5.11. Ilpu Brimtouennn B EC3J] BHyTpeHHHX AokyMeHTOB B JOPK BHocsTCs
CJIEIyIOIINE CBEJIEHUA O JOKYMEHTE (KOHKPETHBI COCTAaB CBEJEHUU, BHOCHMBIX B
ECOJl npu peructpauvd BHYTPEHHUX JIOKYMEHTOB, 3aBUCUT OT BHUJA
PETUCTPUPYEMOTO TOKYMEHTA):

1) HauMEeHOBaHKE TIOPA3/ICIICHUs, TOJATOTOBUBIIIETO MPOCKT JOKYMEHTA;

2) HAaMMEHOBaHKE BH/IA IOKYMECHTA;

3) mata JOKyMEHTa,

4) perucTpalMoOHHbI HOMEP TOKYMEHTA;

5) rpud orpaHMUYEHUS TOCTYIA K JOKYMEHTY;

6) pamMwInsa ¥ UHUIHAIIBI JIUIIA, TOAMMACABIIETO JOKYMCHT;

7) CBeICHUS O CBSI3aHHBIX JOKYMEHTax (HAMMCHOBAaHUE BHJA JOKYMEHTA, JaTa,
PErUCTPaIlMOHHBII HOMED, TUI CBSA3H);

8) 3aroJIoBOK K TEKCTY (KpaTKoe coepikaHue TOKYMEHTA);

9) moapasnencHue (IJOHKHOCTHOE JIMIO) - HCIIOJIHUATENbh (OTBETCTBEHHBIH
UCIIOJTHUTENb) JOKYMEHTA;

10) KOTMYECTBO JIMCTOB OCHOBHOTO JOKYMEHTA;

11) otMeTKa O TPUIOKCHUM (KOJIMYSCTBO MPHIOKCHHM, 00IIee KOJIMISCTBO
JIUCTOB MPHUJIOKEHH);

12) uHjekc nesa mo HOMEHKJIAType Je,

13) Bompoc neAaTenbHOCTH (TeMa) 10 KIacCU(PUKATOPY;

14) pe3omonus (MCTIOTHUTENb (MCIIOJHUTEIN), TIOPYUEHUE, JaTa WCIIOJTHCHNS,
nata (GOpMUPOBAHUS MIOPYUCHUS);
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15) oTMeTKa 0 KOHTpPOJIE;

16) ccbutku Ha (aiii MOCTYNMHUBIIETO JOKYMEHTa U (aiin ((paiibl) MPUI0KESHUS
(IpUIIOXKEHUI ) K TOKYMEHTY.

5.12. TIpu Bxmrouenun B ECDJ] oOpamienuil rpaxk/iaH, opraHu3aluii 1 OTBETOB
Ha oOpamienus B OPK BHocATCS cienyrouiue CBeICHUS:

1) pamuns, ums, 0T4eCTBO (IIPH €ro HAJIWYKH) FPaKIaHUHA,

2) HAMMEHOBAHKE OPTaHM3AIINY - aJpecaTa;

3) nara oOpalleHus IrpaXkIaHuHA, OPraHU3allNH;

4) perucTpalliOHHBIA HOMEp oOpalieHus (111 oOpalleHud OpraHu3aryii);

5) naTa COpOBOIUTEIBHOTO JOKYMEHTA (B ClIydae rmepeapecaliy ooparieHus);

6) mara mOCTyIJICHUS OOpAaICHHS IpakIaHuHa, OPraHUu3allny;

7) BXOASIINN PErUCTPAIMOHHBIN HOMED;

8) kpaTkoe cojaepikaHne oOpalleHus IpaXkTaHnHa, OPraHu3allnu;

9) KOJIMYECTBO JINCTOB OCHOBHOTO JIOKYMCHTA;

10) orMeTKa O TPUIOKCHUH (KOJHMUECTBO MPUIOKCHHIA, 0OIIee KOIUIECTBO
JIUCTOB MPUJIOKEHUI);

11) cBefeHMS O CBSI3aHHBIX JOKYMEHTax (HaMMEHOBaHUE BUIa JOKYMEHTa, JaTa,
PETUCTPAIMOHHBIA HOMEp, TUII CBSI3U, B T.4. CBEJICHUS O MPEABIIYIIUX 0OpalIEHUsIX B
cilydae, eciii JaHHOe 0OpallieHue OBTOPHOE);

12) pe3osttoniust (MCIIOTHUTEIND (UCIIOTHUTEIH ), TOPYUYEHHUE, TOJDKHOCTHOE JIHIIO,
JaBlee IopydeHue, JaTa pe3ooLnn);

13) cpoK HCIIOTHEHHS JOKYMEHTA,;

14) ungekc aesa mo HOMEHKIAType e,

15) cBeaeHms 0 mepeaapecanuy oOpallleHus paKAaHWHA, OpraHu3aluy (1aTa,
HOMEP COMPOBOJAUTENHLHOTO JOKYMEHTA; HAUMEHOBAHHUE OpraHa BIACTH, OpTraHU3AIINH;

16) oTMeTKa 0 KOHTPOJIC;

17) cBeaeHmst 00 IIEKTPOHHOM MOATHCH (B CIIydae MOCTYILICHUS 3JIEKTPOHHOTO
oOparieHus TpaxJIaHinHa, OPTaHU3aIIH, TIOITUCAHHOTO YJIEKTPOHHOU MOMHUCHIO);

18) pe3ynbTaT MPOBEPKH AJICKTPOHHOW TMOIMUCH (B CIydae eCJIH MOCTYITHBIINAN
JOKYMEHT MOAIUCAaH YCUJIEHHOMN 3JE€KTPOHHOM MOANUCHIO);

19) ayteKTpOHHBIH aJipec KOppecoHIeHTa (TpaKIaHHHA, OPTaHH3AIIHH);

20) mouTOBBIN aapec KOppeCHoHAeHTa (TpaXTaHnHA, OPTaHNU3AIINN );

21) BonpocC 10 TEMaTHYECKOMY KIIACCU(PUKATOPY;

22) cchutkd Ha (ai MOCTYMUBIIET0 oOpanieHus 1 (aiii oTBeTa Ha oOpaIicHuHe.

5.13. JIonomHUTENBHO K YKAa3aHHBIM CBEICHHUSM O BXOJSIIHUX, UCXOISAIIUX U
BHYTPEHHUX JIOKYMEHTax, oOpaiieHuil rpaxnaan, opranuzauuii B OPK ECOJI moryt
BHOCUTHCS] UHBIE CBEJICHMUSI.

5.14. TIpu BKJIIOYEHUH JOKYMEHTOB U MPOEKTOB ToKyMeHTOB B ECOJI, a Takxke
Nnpu BKIOYEHUH cBeaeHud B OPK B mporecce »XU3HEHHOrO IMKJIA JOKYMEHTa



83

WCIIOJIHUTEIH JIOJKHBI CO3/1aBaTh CBSI3U JAHHOIO JOKYMEHTA (IIPOEKTa JOKYMEHTA) €
IPYTUMH TOKYMEHTAaMU U MyHKTaMU NOPYYEHHII.

5.15. B nensix pazmenienus nokymeHToB B ECO/I, moucka 10KyMEeHTOB, BEACHUS
CIOPaBOYHON paboThl MO JOKyMmMeHTaM, BKItoueHHbIM B ECOJI, ucnonb3yroTcs
KJIaCCU(UKATOPBI U CIIPABOYHUKHU, B TOM YHCJIE:

KJIacCU(UKATOPBI: KOPPECIMOHACHTOB, BHAOB JIOKYMEHTOB, CTPYKTYPHBIX
noapazaenenuit OI'B PC(S), momxHoctHhiXx nun OI'B PC(S), ucnonHuteneit mno
JIOKyMEHTaM; TeMaTH4YeCKUil (BOMPOCOB JAesATEeIbHOCTH), HOMeHKiarypa jaen OI'B
PC(1);

CIIPABOYHUKH: CPOKOB MCIIOJHEHUS, PE30JIOUUN (TOpYyUEHHUit), dIEKTPOHHBIX
aJpecoB TOCTOSIHHBIX KOPPECHOHJEHTOB, IMIA0JIOHOB OJIAHKOB JOKYMEHTOB U
11abJIOHOB JJOKYMEHTOB, THUIIOB CBfI3€Ml C JpPYrUMHU JIOKYMEHTaMu (CBS3aHHBIMU
JOKYMEHTaMH).

5.16. DneKTpoHHBIE TOKYMEHTHI MOCIE WX UCIOJHEHHUS CUCTEMAaTU3UPYIOTCS B
JieNa B COOTBETCTBMM C HOMEHKJIATYpOM Jell, MOJAJiekaT apXUBHOMY XpPaHEHUIO B
TEYEHHE CPOKOB, MPEIYCMOTPEHHBIX ISl aHAJIOTHYHBIX TOKYMEHTOB Ha OyMa)KHOM
HOCHTETIE.

5.17. DkcniepT3a UEHHOCTH DJIIEKTPOHHBIX JOKYMEHTOB OCYILECTBISETCS B
o011eM NopsIKe, yCTAHOBJICHHOM B OTHOILIEHUH JJOKYMEHTOB Ha OYMa)KHOM HOCHUTEE.
[Tocne ncredyeHus: cpoka, yCTAHOBIEHHOTO ISl XPAaHEHUS AJIEKTPOHHBIX JOKYMEHTOB,
Ha OCHOBAHMWM AKTa O BBLACJICHUU K YHUUTOXKECHUIO, YTBEPKICHHOTO PYKOBOJIUTEIIEM,
AIEKTPOHHBIE JOKYMEHTHI YHHUTOKAKOTC.

6. KoHTpoJIb HCTIOJIHEHHSI JOKYMEHTOB (MOpYy4eHH i)
6.1. Opranmn3zauusi KOHTPOJIsI

6.1.1. B mensx CBOEBPEMEHHOTO W KAa4e€CTBEHHOTO HWCIIOJTHEHUSI PEIICHUH,
nopyuenuii u ykazauuit OI'B PC() opranusyercs cuctema KOHTPOJIS.

6.1.2. OCHOBHBIE TOJIOKEHUSI CHCTEMBI KOHTPOJIS 32 UCIIOJTHEHUEM PEIICHUH,
MIOPYYEHUN U YKa3aHUW onpeneseHbl [1opsaIkoM HCHOIIHEHUS NOPYYEHUN U YKa3aHU
[Ipesunenta PO B PC(H), yrBepxkaeHHbIM pacnopsokenueM ['nmaBel  PC(S)
o1 08.02.2018 Ne 92-PT", nopsiakoM OpraHu3aluyy UCIIOJTHEHUS IOPYUYCHUHN U YKa3aHUI
I'maBet PC(S), ytBepxkaeHHsiM pacnopsbkennem ['nmaBert PC(A) ot 05.03.2020
Ne 70-PT".

6.1.3. Cyonexrtamu kouTpodsi B OI'B PC(Sl) sBasitorcs: pyKOBOAMTENb, €ro
3aMECTUTENU U PYKOBOJUTEIU, KOTOPHIE CTaBAT JOKYMEHTHI HA KOHTPOJb, KOHTPOJIb
3a MCHOJIHEHHUEM KOHTPOJIbHBIX mopyueHuit IIpaBurensctBa PC(S) ocyiiectBisieT
Cnyx0a 1eonpou3Bo/ICTBa.
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6.1.4. KoHTpOsb UCHIOJHEHUS! BKIIIOYAET B c€0s1 KOHTPOJIb 32 KaUECTBEHHBIM U
CBOECBPEMEHHBIM HCIIOJJHEHUEM pELICHUM, IIOPYYEHUN M YKa3aHUM Ha OCHOBE
cucTeMarnueckoro MmonuTopura B EC3/I, npoBepok X0/1a UCIIOTHEHUS U NIPUHATHE
KOPPEKTUPYIOIINX MEP.

6.1.5. BHecenue 1 MOCTaHOBKY Ha KOHTPOJIb PELICHUN, TOPYYEHUN U YKa3aHUN
B ECO/J] ocymecTBistor cyonekThl koHTpoJisi OT'B PC(A).

6.1.6. Koutpons 3a ucnosHenueM mnpukazoB u pacnopsbkenuit OI'B PC(4),
nepeyHed mnopydyeHud (MOPYyUYeHUN) U yKa3aHUU PYKOBOAMUTENSI OCYIIECTBISETCS
Cny>x06011 1e10npou3BOJICTBA.

6.1.7. KoHTponp 3a ucnojiHeHHEM MOPYYEHUN M YKa3aHUHM MO OOpalIeHUsIM U
COOOIICHUSIM IpaKJ1aH U OpraHu3auun OCYILECTBIISIETCS Cayx0o1
JEIONPOU3BOJICTBA.

6.1.8. Kontpons 3a UCHOJHEHHEM KOJUIETUAIBHBIX OpPraHoB (KOMHCCHH,
COBETOB) OCYILECTBISETCS OTBETCTBEHHBIM CEKPETapeM.

6.1.9. Koutpons 3a HCHOJIHEHWEM pEIICHUN, MOPYYEHUH U yKa3aHUU
OCYLIECTBIIIETCS ¢ ucnoiab3oBanueM ECO/I.

6.1.10. CoTpyaHUKH, OTBETCTBEHHBIC 32 OCYIIIECTBICHUE KOHTPOJIS B CYOBEKTaxX
KOHTPOJISI,  CTPYKTYpHbIX  moapaspeneHusx OI'B  PC(S), HaszHawarorcs
PYKOBOJIHUTEISAMU CTPYKTYPHBIX IIOAPA3IECICHUN.

6.1.11. KoHTpoab  HWCHOJHEHHWS  pCEIICHWH, TMOPyYeHHMH U  yKa3aHUU
OCYIIECTBIISIETCSI C MOMEHTA IOCTAHOBKH HAa KOHTPOJIb IO CHATHS C KOHTPOJISI WMIIU
NPHUHSTHS PELIIEHUS O PU3HAHUYU YTPATUBIIUM CHUITY.

6.1.12. Pemenue, mnopydeHue, yKa3aHUE CUYUTAIOTCA MCIIOJIHEHHBIMH U
CHUMAIOTCSI C KOHTPOJISI MO (PaKTy UX MOJHOro HcrojgHeHUs. CHATHIO C KOHTPOJIS
HOJIJIEXKAT PELIEHUS, IOPYUYEHUS U YKa3aHUs, 10 KOTOPHIM BBIIIOJIHEHBI COAECPKALIUECS
B HHUX 33JlaHHs, PEIICHbl IIOCTABJICHHBIE BOIPOCHI M HAIPABJICHBI OTBETHl BCEM
3aMHTEPECOBAHHBIM aJpecaTaM, a TaKKe 10 MPUYMHE yTpaThl aKTyalbHOCTH. CHATHE
C KOHTPOJS OCYLIECTBISAETCS PELICHWEM TOTO JOJDKHOCTHOIO JIMLA WIM OpraHa,
KOTOPBIY MPHUHSII TaHHOE PEILLICHHUE.

6.2. Cpoxkn MCTIOJITHEHUA

6.2.1. Cpoku HWCTHOTHEHUS JOKYMEHTOB (IIOPYYCHHWI) HCYHCIAIOTCS B
KJICHIAPHBIX JHAX: MOCTYNHUBIIMX M3 BBIIIECTOSIINX OPraHOB TOCYJapCTBEHHOM
BJIACTH M BHYTPEHHUX - C JaThl MoAnucaHus (yTBEpXKICHHS) AOKYMEHTa, a
noctynuBmux u3 apyrux OI'B PC(4), opranuzanuii u odpaiieHuil rpaxaaH - C
JaThl UX MOCTYIUICHHUS.
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6.2.2. Jlara ucnonHeHuss AOKyMeHTOB (mopydenuii) ukcupyercs B ECOI]I,
WCIIOIB3YEMOM ISl KOHTPOJISI UCTIOJIHEHUS MOPYyUYeHHH (YKa3aHUil).

6.2.3. Cpoky HMCHOJIHEHUS PELICHHM, MOPYYEHUN W yKa3aHUl Ompenenstorcs
UCXOJSl U3 CPOKOB, YKA3aHHBIX B PELICHUSIX, MOPYUCHHUSIX U YKa3aHUAX, UIH CPOKOB,
YCTAHOBJIEHHBIX 3aKOHOJIaTEIBLCTBOM.

TunoBble CPOKM MCHOJHEHUS JTOKYMEHTOB (MOpy4YEHUN) NpHUBEACHBI B
npuiaoxkennu Ne 12 x Mactpykuum.

6.2.4. B cnyyasix, Korja cpoK BBINOJHEHUS NOpYyYeHUs (YKa3aHMsI) UCTEKAET B
HepaOouMii J1eHb, OKOHYAHUEM CPOKa HMCIOJHEHHUS CUMTAETCS CIEAYIOIINM 32 HUM
pabouuii 1eHb.

6.2.5. Opranuszanusi UCHOJIHEHUS mNopydeHuil u ykazanuil Ilpesupenta PO
OCYLIECTBIIIETCS B COOTBETCTBUM C YKa3om IIpesunenra P or 28 mapra 2011 r.
Ne 352 «O mepax 1o COBEpIIEHCTBOBAHUIO OPTaHU3ALMKN MCIIOJIHEHUS MTOPYUYECHUN U
ykazanuii [Ipesuaenta Poccuiickoit deneparun» u pacnopsbkennem ['nassr PC(S)
ot 08.02.2018 Ne 92-PI' «O0 opraHuzanuy HCIOJHEHHS MOPYYEHUN M yKa3aHUUN
[Ipesunenta Poccutickoit ®eneparuu B Pecniyonuke Caxa (SAxyTust)».

6.2.6. [lpy HEOOXOIUMOCTH TPOJJICHUS CpPOKAa UCIIOJHEHUS JOKyMEHTa
(mopyueHus) Ha WUMs JOJKHOCTHOTO JIMIIA, AABIIETO MOpy4YeHHE (yKa3aHHe), 0
UCTEUYCHUs] CpPOKa MPEACTABISIETCS MOTUBUPOBaHHAs MpPOChOa O MPOJJIEHUU CpPOKa
UCITOJTHEHUSI.

[lucbMO € MpEeNIOKEHHSIMU O MPOMJICHUM CPOKAa HCIOJHEHHS MOPYYEHUs
(ykazaHusl) TOJKHO OBITH HANpaBlIEHO HE IMO3JIHEE YeM 3a 3 KaJeHIApHBIX JIHS 0
YCTAHOBJICHHOI'O CPOKa Ha UMs aBTOpa MopydeHus (yKazaHusi).

6.2.7. He mpomseBaeTcss CpOK HCIOJTHEHUS TOpydeHHUs (yKa3aHus), B
CHEAYIOIINX CIyYasx:

CPOK HCHOJIHEHHs TMOpydYeHUs (yKa3aHWsl)) OrpaHUYEH MOPYyYECHUSIMU
[Ipesunenta P®, Ilpeacemarens I[lpaButenbctBa P®, denepanbHbIX OpraHoB
ucnoiaHuTenbHoM Brnactu, ['masel PC(A);

NOPYYEHHE UMEET CTATYChl «CPOUHOEY, «ONEPATHBHOEY.

6.2.8. JlokymeHT (MOpy4YEHHE) CUNTACTCS UCIIOJIHEHHBIM, €CITH YCTaHOBJICHHOE
B HEM 3aJIaHUE BBIIOJIHEHO, IPEICTABIECHHBIN 10K/ O €r0 HCIOJHEHUN PACCMOTPEH,
Y OHO CHSTO C KOHTPOJIS TOJPKHOCTHBIM JIMLIOM, JABIIMM OPYYEHHE.

CBenenus o0 MCHOJHEHUM JOKyMeHTa (mopydeHusi) BHocsaTcs B ECOJ] unu
MHYIO PETUCTPALIMOHHO-YUETHYIO OPMY, HCTIONB3YyEMYIO JJIsi KOHTPOJISI UCTIOTHEHHUS.

6.2.9. [IppocTaHOBUTH MCTIOJHEHUE KOHTPOJIBHOTO TOpyYeHHs (yKazaHws), a
TaK)K€ OTMEHUTh €r0 MOXET PYKOBOJMTENb, MOJIUCABIIMN JTOKYMEHT WM JIaBIINAN
nopyueHue (yka3aHue).

6.2.10. B ciyyae wcmomHEHUS JOKYMEHTa HECKOJBKHMH CTPYKTYPHBIMU
MO/IPA3/ICJICHUsIMU, NPU HEOOXOJUMOCTH, IOJIMHHUK JOKYMEHTa HaIlpaBiseTcs
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OTBETCTBEHHOMY MCIIOJHUTENI0, OCTAJbHbIE MCIOJHUTENIN TOJYyYaloT KONUU
JTOKYMEHTA.

6.2.11. Ilpu yxone B OTIYCK, BBIOBITUM B KOMaHIUPOBKY, B ciydae OOJIE€3HHU,
WM NPU YBOJBHEHUU WJIM NEpPEMEIIEHUH, pa0OTHUK, OTBETCTBEHHBIN 32 KOHTPOJb
UCIIOJIHEHUS TOKYMEHTOB, 00s13aH MepeaTh pyroMy pabOTHUKY MO COTJIACOBAHUIO C
HEIMOCPEICTBEHHBIM PYKOBOJUTEJIEM BCE KOHTPOJIUPYEMbIE JJOKYMEHTBHI.

6.2.12. CHsiTue JOKyMEHTa C KOHTPOJISI OCYHIECTBISAET PYKOBOIUTEb,
3aMECTUTENU PYKOBOJUTENSA, PYKOBOAUTEIU CTPYKTYPHBIX NOJpa3AeiICHUN,
KOTOpPbIE TOCTABUJIU JOKYMEHT Ha KOHTPOJIb, HJIU PYKOBOJUTENb OTBETCTBEHHOTO
CTPYKTYPHOT'O MOJpa3eICHUS 0 MOPYYEHUIO PYKOBOIUTEIS.

6.2.13. JIOKyMEeHT CUMTaeTCsl UCIIOJTHEHHBIM U CHUMAETCS C KOHTPOJIA MOCIe
(aKTUYECKOTO BBIMOJHEHHS] TMOPYYEHHH MO CYIIECTBY, JOKYMEHTHPOBAHHOIO
NOJITBEPKJICHUSI MCIIOJIHEHUsI C TpHUKpersieHueM (aiiia B oT4eTe M COOOIECHHS
pEe3yJbTAaTOB 3aMHTEPECOBAHHBIM OpraHU3alMsiAM U JIMIAM WJIW €ClIu B
NpeCTaBICHHBIX IO HEMY MaTepHaliaX O BHIMOJHEHUH HE 1aHO JOTOJHUTEIbHBIX
NOPYYEHUI 1 MaTepualbl HE BO3BpAIIEHBI Ha I0pPa0OTKY.

6.2.14. JlokyMeHTHI (MOpYy4YEeHUs1), HE CHATHIE C KOHTPOJIS, @ TAKKE JOKYMEHTOB
(mopy4eHuii), CpOK UCIIOJHEHUS] KOTOPBIX HE MPOJUIEH, CUNTAIOTCSI HEUCIIOJTHEHHBIMU.

6.3. PaGoTa HCHIOJIHUTEJIS ¢ JOKYMEHTAMH

6.3.1. Opranuzanuss ~ paboTel €  JOKYMEHTaMH B  MOAPa3/eNICHUAX
OCYIIECTBIISIETCSI HAa OCHOBAaHUU PE30JIONUN (TIOPYyYEeHMiI) PYKOBOJCTBA TIO
UCTIOJTHEHUIO IOKYMEHTOB.

Pesomonun  (mopyueHus) Ha JIOKYMEHTHl JAlOTCS PYKOBOAMTENEM U
KypPHUPYIOLUUMHU 3aMECTUTEIISIMU 110 HATIPABJICHUSAM JCSTEIHHOCTH.

6.3.2. JIoKyMeHTbI, TOCTYNHUBIINE B CTPYKTYpHOE TMOJApa3leliecHue ¢
pe3omonusaMy (MOpyYEHUSIMI) Ha UCIIOJHEHHE MEePeNaloTCsd UCIIOIHUTENSIM TOJIBKO
MOCJIC UX PACCMOTPEHHUS PYKOBOAUTEIIEM MOIPA3CICHHUS.

6.3.3. Yka3anue 00 HCIOJHEHHHM JOKYMEHTa jJacTcs B (opMe pe30JIroIun
CIIEYIONIETO CoAepX aHus: (pamMuins ¥ WHUIUMAIBl WCIIONMHUTENS (MCIIOJHUTENEH),
coJiep KaHue Pe30JIONNU, CPOK HCTIOTHEHUS U JaTa.

6.3.4. [lonpaznenenue, OTMEYEHHOE PYKOBOACTBOM B yKa3aHuU
M0 MCTOJIHEHUIO JTOKYMEHTa MEepPBBIM WU 0003HaueHHOE cloBOM «(OTB.)» sBIsETCS
OTBETCTBEHHBIM  HWCIIOJTHHUTENIIEM  yKa3aHUs.  PyKoBOOWUTENs  TOJpa3eicHUs
(OTBETCTBEHHOT'O WCTIOJHUTENS) OPTaHU3yeT paldOTy IO HWCIOJHEHUIO yKa3aHUS |
HECET MEPCOHATBHYIO OTBETCTBEHHOCTH 3a TIOJHOTY M JIOCTOBEPHOCTH MH(MOpPMAITUH,
MCITOJIb30BAaHHOM MPHU MOATOTOBKE JOKYMEHTA, 32 KA4ECTBO MOJATOTOBKH IOKYMEHTA.

[Tonpasnenenue (COUCITOTHUTEIID) IIPEICTaBISET OTBETCTBEHHOMY
WCIIOJIHUTEIO  TPEJIOKEHHUS, TOJIMUCAHHBIE PYKOBOAUTEIEM TOJpa3/eICHUs,
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M OTBEYAET 3a KAueCTBO MPOPAaOOTKH M CBOEBPEMEHHOCTH MPEJCTABICHUSI CBOUX
MIPEII0KEHUMN.

6.3.5. B cnyuae, ecnu JOKyMEHT (IIOPYYEHHE) BBIXOAUT 3a MPEIEIIbI
KOMIETEHIIMU TIOJIpa3ieiCHUl  (COUCIIOHUTENECH), ONMPEACIICHHBIX PEe30JIoIue
(mopy4eHueM), pyKOBOJUTENIH STUX MOIPa3IeICHUI 00eCIeunBatOT €ro UCIOTHEHNE B
npenenax yCTaHOBJICHHOM KOMIETCHUMH. [IpyM 3TOM OTBETCTBEHHBIM HCIIOJIHUTEID
MpEACTaBIsACT JaBIIEMy YKa3aHHE PYKOBOJUTENIO MPEIJIOKEHUsT 00 H3MEHEHUU
COCTaBa COMCIIOJHUTENIECH WIM O MPUBJICUYCHUN HOBBIX COUCIOJHUTEIEH B T€UCHHE 3
THEer ¢ AaThl 0OPMIICHUS PE3OTIONNH (MMOPYUEHHUS), a 0 CPOUYHBIM U ONEPATHBHBIM
MOPYYEHUSM HE3aMeJIUTEIBHO.

B cnyuae ecnu 1oKyMeHT, MOCTYNUBIIUN HA UCTIOJHEHHUE B MOAPA3/CICHUE, HE
UMEET OTHOIICHHS K KOMIIETCHIIUU TOIpa3/IeICHUs, pyKOBOJIUTEIb TOAPA3ACICHUS B
TOT K€ JICHb WJIM Ha CJICIYIONINNA pabounii IeHh BO3BpAIlaeT €ro JaBIIeMy MOpyICHUE
PYKOBOJUTENIO JJIsI PEIIeHUs BOIpoca O TEpeHanpaBiICHUH €ro Ha HMCIOJHEHHE B
JPYyroe moJipa3iesieHue (IPyroMy UCIIOTHUTEIO).

N3meHeHne OTBETCTBEHHOTO HCIOJHUTENSI W COCTaBa COMCIOJHUTENCH
OCYIIECTBIISICTCS HA OCHOBAHUHM PEIICHUs] PYKOBOJIUTEIS, IABIIETO YKa3aHUE.

6.3.6. UcnonHuTenM B mpoliecce UCTIOTHEHUS! JOKYMEHTa OCYIIECTBRISIOT:

cOop 1 00paboTKy HEOOXOIUMON UH(POPMAITUH;

MOJITOTOBKY TMPOEKTa JOKYMEHTa U BCEX HEOOXOIHUMBIX TPHUIOXKEHUNH C
coOJIr0ICHUEM TIPaBWII JOKYMEHTHpOBaHUs, ycTaHOBIeHHBIX B OI'B PC(51);

COTJIACOBAHME MPOEKTa JOKYMEHTAa C 3aUHTEPECOBAHHBIMU JUUAMH (IIpU
HEOOXOAUMOCTH);

I0pabOTKy TIpOeKTa JOKYMEHTa IO 3aMEuYaHUsAM, IOJyYEHHBIM B XOJIe
COTJIACOBAHMS;

MOBTOPHOE COrJJAaCOBAaHHE NIPOEKTa JOKyMEHTa (B CIy4ae €ro Cepbe3HOU
KOPPEKTUPOBKU IO pe3yJIbTaTaM [EPBOrO COTIaCOBAHUA);

NOATOTOBKY cHuUcCKa (yKa3zaTesisl) pacChUIKM JOKYMEHTA, €CIH JOKYMEHT
aJpecoBaH IpymIie OpraHu3alnii;

NpEeACTaBICHUE TMPOEKTa JOKYMEHTAa Ha COTJIACOBAHHE PYKOBOAUTEINIO
MOAPA3ACICHUS;

IpeACTaBICHUE MPOEKTA TOKYMEHTa Ha MOANUCH (YTBEPKICHUE) PYKOBOACTBY
OI'B PC(41);

MOATOTOBKY JOKYMEHTA K OTIPABKE U Mepeady KOMUHU JOKYMEHTA B JIEJI0;

onpeiesieHHe MeCTa XpaHEeHHs TOKYMEHTa (KOMUH JOKYMEHTA) MPOCTaBICHUEM
OTMETKHU C yKa3aHHEM HOMEpa JieJia IO HOMEHKJIAType 1€, B KOTOPOE JOJKEH ObITh
MOMEIIEH JOKYMEHT.

JIOJDKHOCTHBIE JIMIla, YKa3aHHblE B PE30JIONUAX (MOPYYEHUSIX), HECYT
MEPCOHAIBHYIO OTBETCTBEHHOCTHh 3a IOJHOTY U CBOEBPEMEHHOCTh HCIIOJIHEHUS B
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COOTBETCTBHM C JIEUCTBYIOIIMM 3aKOHOJATEIbCTBOM, OOECHEUYMBAIOT PETYISAPHOE
MH()OPMHUPOBAHUE O XOJ€ UCIIOTHEHUS PE3OIIOMM (MTOpYyUEHUIt).

6.3.7. [longnucanHbli JOKYMEHT HCIOJHUTEIb B COOTBETCTBUHU C MOPSIAKOM
HacTose MHcTpyKkuuy nepegaeT Ajig perucTpalyy U OTHPAaBKU W/UIU BKIIIOYEHUS B
neno. B coOOTBETCTBUU ¢ HOMEHKIATYPOI A€M UCHIOIHUTEINb ONPEAEIIAeT UHIEKC JIena,
B KOTOpOE JIOJDKEH OBITh BKJIIOYEH JIOKYMEHT M BOMNPOCHI JEATEIBHOCTH 10
TEMaTUYECKOMY KJacCUupukaropy.

6.3.8. UcniomuuTens BHOCUT cBeaeHus o0 ucnonnenun B ECOJI B paznene
«OTYET 00 UCTIOJHEHUN» C 0053aTeNbHBIM PUKpEIUIeHueM (aiina.

7. Opranuzauusi padoThl ¢ KOH(UIEHINAILHOI HHpOpMan e

7.1. Pabota c JTOKYMEHTaMH, cojiep>KalluMu uHdOpMaIno
KOH(UIEHIIMATBHOTO XapakTepa, MOpsSA0K M OCOOEHHOCTH PAbOThl CO CIy:KeOHOM
UH(pOpPMAIMECH OrPaHMYCHHOTO PAaCIIPOCTPAHCHHUS PETYJIUPYIOTCS 3aKOHOIATEIIbCTBOM
P® u PC(S), nHBIMM HOPMATHBHBIMHM aKTaMH (MHCTPYKIIMH, TIOJIOKCHHS, TIPABUIIA),
CHCIUAIbHBIMA TPCOOBAHUAMH U PEKOMCHAAIMAMH TI0 TEXHHUYCCKOW 3aIuTe
city’keOHOU HH(OpMAIUU OTPAaHUYEHHOTO PACIIPOCTPAaHEHUSI.

7.2. KonBepthbl (MakeThl), UMEIONINE OTMETKY «JIM4HO», rpu(bl OrpaHUYEHUS
J0CcTyna K TOKyMEHTaM, COAep KalluM CBeIeHUs KOH(UICHIIUAILHOTO XapaKkTepa, He
BCKPBIBAIOTCS U MIEPEAIOTCS:

C OTMeTKOU «JIMYHO» — HEMOCPEJCTBEHHO ajipecary,

¢ rpudaMu OTpaHUYCHHMSI IOCTYIIA — B OT/IEJI, HA KOTOPOT'O BO3JIOKEHBI () YHKITUN
00pabOTKH JTOKYMEHTOB, COJEPKAIINX CBEICHMUS KOH(PHUIACHIIMATBLHOIO XapaKTepa, 1
OTIIPaBKH a/IpecaTaMm.

7.3. B crpykrypubix mnonpazaeneHusix OI'B  PC(S) Benmyrtcs KypHaibl
PETHCTPAIMU TOCTYNAIOIIUX U OTIPABIIEMBIX TIOKYMEHTOB C rprudaMu OrpaHUICHUS
noctymna («ICI», «K»).

7.1. IlopsiioK NPUHATHUSA PellIeHUS 00 OTHECEHUH TOKYMEHTOB K KATEerOpUHU
«Jlns ciry:keOHOro nojib3oBaHus» U cHaTus rpuga «ACII»

7.1.1. Kaxnp1it pazpabateiBaeMblii uin ucnoiaszyembsiii B OI'B PC(S) nokymeHT
paccMaTpuUBaeTCsl PYKOBOJUTENIEM NOApA3JeiICHUs Ha MpPEAMET MPUCBOCHUS €My
KaTeropuu KOHPUIAECHIIUATbHOCTH.

7.1.2. Ha moxyMeHTaX WJIM Ha WHBIX HOCHTEIIX HH(GOPMAIIUH, COACPKAIINX
CBeJIeHHs KOH(HUAEHIIMAIBLHOTO Xapakrepa, npoctasisiercs rpud «CIDy».
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7.1.3. K xareropuu JOKYMEHTOB OrpaHM4eHHOro noctymna c¢ rpupom «ICID»
MOT'YT OBITh OTHECEHBI BHEIIHHE (MOCTYMAIOIINE, OTIPaBIsEeMbI€) U BHYTPCHHUE
nokymeHnTbl OI'B PC(51), conepxaniue koHpuaeHIIMATEHYI0 HHPOPMAITUIO.

7.1.4. [IpaBo OTHECEHUS BHEUIHUX U BHYTPEHHUX JOKYMEHTOB K KaTEropuu
KOH(UAEHIIMAaTbHOW WH(OpMAlMU UMEIOT JOJDKHOCTHBIE JIMIIA, YIOJTHOMOYCHHBIC
OTHOCUTH MH(POPMAIIUIO K pa3psaay KoHGUICHIIMAIBHON HHPOPMAIIUU B COOTBETCTBUU
C JIOJDKHOCTHBIMH PErJIAMEHTAMH.

7.1.5. HeobxonumocTs npoctaBieHust rpuda « s ciykeOHOro moyib30BaHUs»
Ha M3/aBaeMbIX JIOKYMEHTax, COJAepalluX KOH(HUICHIHUATbHYI0 HHGOPMAIIHIO,
onpeJeNnsieTcsl HMCHOJHUTENIEM W JOHKHOCTHBIM JIMLIOM, MOJMHUCHIBAIOIIUM WU
YTBEPKAAIOMIUM JIOKYMEHT.

7.1.6. CBeieHust JOJDKHBI OBITH OTHECEHBI K KaTeropuu «Jlis ciyxeOGHOro
MOJIb30BAHMS» Ha OCHOBAHUU CJICTYIOIIUX KPUTEPUEB:

CBeJIeHUs1 He MOTYT ObITh onyOnukoBansl B CMU 0e3 yiiep6a 115 1esTeabHOCTH
OI'B PC(A1);

HECaHKITMOHUPOBAHHBIN JTOCTYI, U3MEHECHHE UM YHUUTOXKCHUE dTUX CBEJACHUM
BJIEKYT 3a cOO0M MaTepHallbHbIE U MOpaIbHbIE MOTEPH;

CBEJICHUS MMEIOT JEHCTBUTEIBHYIO WM MOTEHIMAIbHYIO IEHHOCTh B CHIIY
HEU3BECTHOCTU UX TPETHUM JIHMIAM, K HUM HET CBOOOJHOTO JOCTYyNa Ha 3aKOHHOM
OCHOBaHMM U oOOJajgaTenb HHQOpMAUM TPUHUMAET MeEpbl K OXpaHe ee
KOH(UIEHITUATHEHOCTH.

7.1.7. OTHeceHue cBeleHUN K Kareropuu «Jljist ciaykeOHOro MOJIb30BaHUS»
IPOM3BOJIUTCA Ha OCHOBAHUH (PeAepabHOTO U PECIyOIMKAHCKOTO 3aKOHOJaTEIhCTRA,
HOpMAaTUBHBIX NpaBoBbIX akToB OI'B PC(A) (nepeuns JCII).

7.1.8. Ecnmu cBenenus ne mpemycmorpensl nepeunem [[CII, HO, MO MHEHHIO
UCTIOJTHUTEINS, MOTYT OBITh Hcmoib30BaHbl B yiepd OI'B PC(S), oH coBmecTHO C
PYKOBOJUTEIEM CTPYKTYPHOTO MOJPa3ICICHUs, K KOMIETEHIUH KOTOPOTO OTHECEHBI
NAHHBIE CBEJEHUS, MpEeACTaBIsieT Ha paccmorpeHue pykoBoacTtBa OI'B PC(A)
apryMEHTHUPOBAHHBIE MPEJIOKEHUS O HEOOXOAMMOCTH BHECEHUSI COOTBETCTBYIOIIUX
nonosHennit B nepeueHs JCII.

7.1.9. B cnyuyae mocrymienuss B OI'B PC(SI) mokymeHntoB 0e3 ykazaHus o
KOH(HICHIINATFHOCTH PYKOBOJICTBO MMEET MPABO MPHUHSATH pElIeHuEe 00 OTHECCHHH
MOJIYYEHHOI'0 JIOKYMEHTa K Karteropuu «Jis cimyxeOHOro mnoiib3oBaHus». B 3ToMm
CJIy4ae pelIeHre TOHKHOCTHOTO JUIa 0(hOpMIISIETCSI TMCHMEHHO B BUJIE PE30JTIONNN Ha
nokymeHTe. [I[paBo OTMEHBI TAaHHOTO PEIICHHS] UMEET AOJIKHOCTHOE JIULIO, TPUHSIBILIEE
peleHrue 00 OTHECEHHH.

7.1.10. /Io;mKHOCTHOE JIUI0, MPUHSBIICE pelIeHHe 00 OTHECCHHH HH(POPMAIUN
K paspsny «ns ciayxeGHOro moyiib30BaHUS», HECET NMEPCOHAIBHYI0 OTBETCTBEHHOCTD
32 000CHOBAHHOCTb IIPUHITOTO PEUIEHUS U 332 COOJIIOIEHHE OTPAaHUYEHUN.
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7.1.11. Ceenenus «Jus CITyK€OHOTO MOJI30BAHUS» yTPauuBaIOT
HEOOXOJUMOCTD 3aIUTHI:

M0 OKOHYAaHWU YCTAHOBJIEHHOTO CpPOKa KOH(HICHIHMAIBHOCTH WM CpOKa
XpaHEeHUs TOKYMEHTA,

B CBA3U C U3MEHEHHUEM OOCTOSATEIBCTB, BHI3BABIIMX HEOOXOAUMOCTD UX 3aIUTHI
(ompenenser auI0, 0003HAYMBILIEE OTPAHUYEHUE AOCTYyNA K JOKYMEHTY);

10 COIJIAIIEHUIO 3aMHTEPECOBAHHBIX CTOPOH, YCTAHOBUBIINX IPU( OrpaHUUYCHUS
noctyna «JICID»;

pU yTEUKE WM Pa3riiallieHuu CBEJCHHM, €Clii He MPEACTaBUIIOCh BO3MOKHBIM
JIOKAJIM30BaTh UX PACTIPOCTPAHEHHUE, a TAK)KE B TEX ClIydasiX, KOT/la 3aMHTEPECOBaHHbBIE
CTOPOHBI HE HACTAMBAIOT HA UX JaJIbHEUIIEH 3aluTe.

7.1.12. Cuarp rpud «JACID» ¢ ornpaBiasieMOro Wjid BHYTPEHHETO JIOKyMEHTa
MO3KET TOJIBKO TOJKHOCTHOE JIUIIO0, IPUHSBILIEE PEelIeHHE 00 OTHECEHUU UH(OpMAIIIH
K paspsiy OrpaHUYEHHOTO JOCTYMa, WIM JIMIO, MCIOJHSAIONIEe €ro O0sS3aHHOCTH,
MyTeM 3a4epKUBaHUS Ha MOJIMHHUKE JOKYMEHTa yKa3aHHOTo Ipr(a ¢ MpocTaBIeHUEM
CBOEH MOJMUCH U AaThl, @ TAKXKE C YKa3aHUEM JOJDKHOCTH, (DaMMIIUK U MHULIUATIOB.

7.1.13. Ilpu mnepenaye JOKYMEHTOB OTPaHMYEHHOrO0 JOCTyNla Ha apXUBHOE
XpaHEHHe U TOATOTOBKE JIeNl TOCTOSIHHOTO CpOKa XpaHEeHHs K Iepeiade B
Harnmonanbusiéi apxuB Pecniybnuku Caxa (SIkyTus) IpOBOIUTCS MX JKCIEPTH3a C
EJIbI0 BO3MOKHOTO CHATHS ¢ HUX rpuda «ICII».

7.1.14. Cusarue rpuda «ICII» ¢ apXuBHBIX TOKYMEHTOB O(GOPMIISIETCS aKTOM,
yTBepxkaaeMbiM pykoBoauteiaeM OI'B PC() na ocHoBanuu pemenus (IL{enTpanbHoit)
OkcneptHoil komuccuelr OI'B PC(S) cornacHo nportokoiny 3acenanust (LlentpanpHoit)
DKCIEePTHON KOMHUCCUECH.

Nmeromuiicst Ha cirykeOHbIX HokyMeHTax (aenax) rpud «CID» 3auepkuBaercs
OJHOM YEpTOM YEpHWIAMH WM IaCTOM C YKa3aHMEM HOMEpa W JaThl IPHUKA3a,
pacnopspkenus, pemenus DK OI'B PC(S) o custuu rpuda. [IpocraBnsercs moamuce,
HAUMEHOBaHUE JOJKHOCTH W (aMWiIMs JUIA, CHSBIIETO OTPaHUYCHHUE JOCTYIa K
TOKYMEHTY.

7.1.15. B cnydae peopranuzanuu (JIMKBUAAIMU) CTPYKTYPHOTO MOAPA3IACICHUS
OI'B PC(4) peuienne o AanbHEHIIEM HCIOJIB30BAaHUU JOKYMEHTOB (HOCHTENEH),
coliepKamux KOHPUACHIMAIBHYIO HH(OpMAIMi0, TPUHUMAET MPUEMO-CAATOYHAS
KOMUCCHS.

7.1.16. O daxre cuarus rpuda «ICII» ¢ mokymeHTOB, Je1 B YYeTHBIX (popmax
(xypranax, ECDJ]) memaroTcsi COOTBETCTBYIOIIHME 3aMUCH U WHOOPMHUPYIOTCS BCE
azpecaTbl, KOTOPBIM 3TH TOKYMEHThI HAIIPABJISIIUCH.

8. lokymenTauabnbii poua OI'B PC(5)
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JIOKyMEHTBI, CO3/IaHHbIC U TTOJTyueHHbIE B mpoiiecce nestenbHoctu OI'B PC(51),
oOpa3ytor qokymeHTanbHbli (o OI'B PC(A).

dopMupoBaHUE  JTOKyMEHTaldbHOro (¢oHma ocyuectBiasercs Cayx0oii
nenonpousBoactea OI'B  PC(SI) mnyrem cocTaBieHHs HOMEHKJIATyphl eI,
dbopmupoBanus 1 opopmMieHuUs e, 00eCTieYeHUsI UX COXPAHHOCTHU, yueTa U rnepeiadu
JIeNT B ApXHMB.

8.1. Pa3zpa0orka u BeleHHEe HOMEHKJIATYPbI JeJI

8.1.1. B niensix XxpaHeHus, MOMCKA U UCIOJIb30BaHUS IOKYMEHTHI Ha OyMa)KHOM
HOCHUTEJIC U JJIEKTPOHHBIE JOKYMEHTHI (POPMHUPYIOTCS B Jejia B COOTBETCTBUHU C
HOMEHKJIATYpPOH JIEII.

8.1.2. Homenknatypa Jden 3akpemisier Kiaccuduxanuioo (TpynmupoBKY)
JIOKYMEHTOB B Jiesia (DJICKTPOHHBIC Jiejia), OOeCIeUMBACT CHUCTEMATHU3ALMI0O M
WHJIEKCAITUIO JIeJl, TOPsIIOK (POPMUPOBAHUS M yUeTa JeN B JACIONPOU3BOJICTRBE.

Homenknarypa pen Bxmtouaercs B ECDJ] B kadecTBe CIpaBOYHMKA,
OTIPENICIIAIONIETO TMOPSIAOK CHUCTEMAaTH3allMM U YYET DJEKTPOHHBIX JIOKYMEHTOB U
AIEKTPOHHBIX KON JOKYMEHTOB, a TAKKE UX METaaHHBIX.

8.1.3. [Ipu cocTaBieHHH HOMEHKJIATYphl JAeN CIeAyeT PyKOBOJACTBOBATHCS
[Tonoxenuem o OI'B PC(S), mnonoxeHUs MU O TMOJAPA3ACICHUSIX, IITATHBIM
pacrucaHueM, IUJIAHOBOM M OTYETHOM JOKyMEHTaluel, HOMEHKJIATypoW [en 3a
nporieamye roas, HopmatuBHbiMU aktamu OI'B PC(), conepkamumu cBenenus oo
o0Opa3yroluxcsi B EATEIbHOCTH JOKyMEHTaX, Kiaccupukatopom noxkymentoB OI'B
PC(A).

8.1.4.B OI'B PC(s) cocraBnsroTcs HOMEHKIATyphl JeJI TMOApa3faeieHud Hu
cBojiHas HoMeHkIatypa aen OI'B PC(S). @opMbl HOMEHKIIATYpHI JIeJ1 MOApa3ieIeHUs
u HoMeHknatypsl gen OI'B PC(S) ycranosnens! [IpaBunaMu opranuzanuu XpaHeHUs,
KOMIUJICKTOBAaHHUsA, Y4YeTa U HCIIOJNb30BAaHUSA JIOKYMEHTOB ApXwBHOTO (HoHAa
Poccuiickot depepaunn U APYruxX apXMBHBIX JIOKYMEHTOB B TOCYAapCTBEHHBIX
OopraHax, OpraHax MECTHOTO CaMOYIPAaBJICHUS M OpraHU3alUAX, YTBEPKICHHBIMHU
npukazom denepanbHOro apxuBHoro areHTctBa OT 31 urong 2023 r. Ne 77 (nanee —
[TpaBuna 2023).

8.1.5. Homenknatypsl nen MOApa3ieIeHUN COCTaBIISIIOTCS
JEJIONPOU3BOIUTENSIMUA  TIOAPA3AEIACHUN TMpu  MeroAandeckod mnomommu CrayxObl
JIEJIONPOU3BOJICTBA,  MOJIMHUCHIBAIOTCS ~ PYKOBOAUTEISIMH  TMOAPA3ACICHUNA U
npeacTaBisitoTces B Cinyx0y 1e10npou3BO/ICTBA.

8.1.6. Comnass nHomenkmarypa nen OI'B PC(S) cocraBnsiercs Ciyx00i
NEJONPOU3BOICTBA  HAa  OCHOBAaHMM  HOMEHKJIATyp  Jiel  MOJpa3/eleHUl,
cornacoBbiBaeTcst ¢ (Llentpanbhoit) DkcneptHoit komuccueit OI'B PC(S) (manee —
BK/2K), yTBepxkaaeTcs OKCIEPTHO-MPOBEPOUHON KOMUCCHUEH MmuHUCTEepCTBA
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KyJabTypel M ayxoBHoro passutus PC(A) (manee - DOIIK), yrBepxknaercs
pykoBoautenaeM OI'B PC(S) u BBoauTCSl B ACHCTBUE C TIEPBOTO STHBAPS CIEAYIOIIETO
KaJIEHJapHOI'0 ro/1a.

Meronnyeckyro MNOMOIIb HPU COCTABICHUU CBOJAHOW HOMEHKIATYpPbl e
oka3biBaloT Hanmonanbusiii apxuB PecnyOnmuku Caxa (Skytus)» u HOK/OK OI'B
PC(A).

8.1.7. CBogHass HOMEHKJAaTypa Jel COCTaBISETCS B MOCIEAHEM KBapTaje
TEKYILETO roja Ha IPEeACTOALNN KaJCHIAPHBIN TOL.

8.1.8. BHOBb cO37aHHOE WJIM PEOPraHU30BAaHHOE MOJpa3/ieJieHue 005S3aHO B
MECSYHBIN CPOK pa3paboTaTh HOMEHKJIATYPY A€l MOAPa3ACICHUs U MPEACTABUTH €€ B
Cnyx0y nenonpou3BOJACTBA JIJIsi COTJIACOBAaHUS W YTBEPXKICHUS B TMOpPSJIKE,
YCTAHOBJIEHHOM JIJII COTJIACOBAaHUSI U YTBEP>KJAEHUS CBOJAHOW HOMEHKIATYpHI e,
MOCJIe Yero JaHHBIN pa3zel IpUcoeuHseTCs K JeHcTBYo1Iel HomeHknatype aen OI'B
PC(A).

8.1.9. Ilonpaznenenue napopmupyet Ciryx0y ASIOMPOU3BOJICTBA O BKIIOUCHUU
B HOMEHKJIATYpy JeJl HOBBIX Jei; ¢ 3Tod uenbto B CiyxkOy Ienonpous3BOACTBa
NpEeJICTABIIsICTCS CIIy)KeOHasl 3amucka 3a MOAMHCHI0 PYKOBOIUTENS (3aMeCTUTENs
PYKOBOIUTENS) MOApPA3AEICHUA C YKa3aHUEM HWHJEKca JeJla, €ro 3arojoBKa, CpoKa
XpaHEHUSI U OCHOBAHMUS JJI 3aBEICHUS Jea.

8.1.10. CBoHas HOMEHKJIATypa JeJl TOTOBUTCS B TPEX IK3EMILIAPaX:

1-ii sK3eMIUISIp YTBEPKACHHON HOMEHKJIATypbl J€J SBISIETCS JOKYMEHTOM
IOCTOSIHHOTO ~ XpaHEHWsT M  BKJIOYaeTcs B HOMeHkiartypy jgen  CioyxOsl
JEJIONPOU3BOICTBA;

2-11 — ucnonn3yetcs B apxuse OI'B PC(S) B kauecTBe y4eTHOTO IK3EMILISAPA;

3-ii — nepenaercs B Hanmonanensiii apxuB PC(S) (kyparopy), UCTOUHHKOM
KoMIuTekToBaHus koToporo sBisiercs OI'B PC(S), nis nabnrogaTeasHOTO Jea.

8.1.11. B kauectBe pabouero nsk3emiuisipa B Ciyxbe Iemompou3BOCTBA
UCIIONb3yeTCsl OyMakHasi KOMMS M DJIEKTPOHHAs KOMMS HOMEHKIATYphl JIell,
pa3menieHHas Ha BHyTpeHHeM caiite OI'B PC(4).

8.1.12. B cnyuae uzmenenus ¢pyakuuii u ctpykrypsl OI'B PC(S) HomenknaTypa
JeJ COCTaBJISIETCS, COTJACOBBIBAETCS W YTBEPKIAAETCS 3aHOBO B YCTAHOBICHHOM
MOPSJIKE.

8.1.13. Homenknatypa Je UCTIONB3YeTCsl B KaUe€CTBE OCHOBBI JIJISI COCTaBICHUS
onuced Nesl MOCTOSHHOTO, BpeMEHHbIX (cBbllie 10 JIeT) CPOKOB XpaHEHUs U IO
JUYHOMY COCTaBy, aKTOB O BBIJICJICHUU K YHUUTOKEHHIO JTOKYMEHTOB C HCTEKIIUMHU
CpOKaMHU XpaHEHHUs, a TakyKe JJIs ydeTa Jesl BpeMeHHbIX (10 10 JieT BKIIOUUTENbHO)
CPOKOB XpaHEHHUS.

8.1.14. B HOMEeHKIATypy JeN BKIIOYAIOTCS BCE JOKYMEHTHI, OTpa)Kalollue
nesrenbHocT OI'B PC(S), MOCTOAHHO W BPEMEHHO JIEHCTBYIOIIUX COBEHIATEIbHBIX
Y KOOPJAMHAIMOHHBIX OPTaHOB (COBETOB, KOMUCCHI U JIp.), B TOM YHCJIE€ IOKYMEHTHI,
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CoJiep Kalllie CBEJICHUS] OTPAaHUYEHHOTO J0CTYIa (OrpaHUYEHHOT'0 PACIpPOCTPAHEHUS)
c rpuom «JICII», perucTpalliOHHbIEC U YUETHBIC KYPHAJIbI, KAPTOTEKU, 0a3bl IAaHHBIX,
B HEOOXOJIUMBIX CIy4asiX — KOMUU JOKYMEHTOB.

8.1.15. OtnenbHO HOMeHKIATypa aei ¢ rpudom «ICII» ve cocrapnsitores. ena,
coaepxaiue AokyMeHThl ¢ Trpudom «JICII», BkIOUAIOTCS B HOMEHKIATYPY e
obmero aenomnpouspogctea OI'B PC(A).

8.1.16. B HOoMeHKIIaType J1el HaMMEHOBaHUsS MOApa3eiaeHUuN (IOTKHOCTHBIX
JIUI) pacrojiaraloTcsi B COOTBETCTBUU C YTBEPKACHHON CTPYKTYpOH (IITaTHBIM
pactiucanuem) OI'B PC(A). HazpanusiMu mnoapaszenoB MOTYT OBITh Ha3BaHUS
BHYTPEHHUX NoJipa3fieneHuil (oTaensl, JomkHocTHRIe una) OI'B PC(A).

DNEeKTPOHHBIE JIeJIa BKIIFOYAIOTCS B HOMEHKJIATYPY JIEJI IO TEM Ke MPaBUiIaM, YTo
U jiesia Ha OyMa)XXHOM HOCHUTEE.

He BkirouaroTcs B HOMEHKJIATypy JIeNl TMEPUOAUYECKHE U3JIaHUS, KHUTH,
OpOITIOPHI.

8.1.17. B rpade 1 HOMEHKIATYpPHI JIe] TPOCTABIIAIOTCS UHIEKCHI KaXKI0TO Jena,
BKJIFOYEHHOTO B HOMEHKJATypy. MHAeKkc nena coctout u3 ycraHoBieHHoro B OI'B
PC(A) (6ykBenno-1mudpoBoro) obo3HaueHus (kojaa) mojpasaesieHus (JOJKHOCTHOTO
JUIa) ¥ TOPSIKOBOTO HOMEpa 3arojioBKa Jejia B Mpejernax pasjiesia HOMEHKIATyphl
nen. Wuapexcel gen o6o3navaroTcss apaOckumu 1udppamu. Cuctema HHIEKCALUU
noJipa3fieJIeHuii BBOJUTCS PACHOPSIUTENBHBIM JTOKyMEHTOM. MHaekcanuss MOXeT
ObITh W OoJee APOOHOMN, eciau TMoJpa3/ieJIeHue BKIIOYAET HECKOJIBKO OTJENOB,
CEKTOPOB, YacTeil.

Hanpumep:

01.1-02, rne 01.1 — xom mopapaznencHus, 02 — MOPSAAKOBBIA HOMEp Jeia B
pasziese HOMEHKJIATYPhI Jell.

DNEeKTpOHHbIE JOKYMEHTBI cucTemMaTuzupyrorcs B ECOJl B cOOTBETCTBUU C
HoMmeHknarypoit gen OI'B PC(S) u unAekcupyroTcss B MOPSAJIKE, YCTAHOBICHHOM B
OTHOINICHUH JieT1, CHhOPMHUPOBAHHBIX U3 TOKYMEHTOB Ha OyMa)KHOM HOCHUTEIE.

B nenax ¢ rpudom «JICI» x uaaexcy nena godasnsercs autep «ICID».

B rpady 2 HOMEHKIATYpHI e BKIIOYAIOTCSI 3aT0JIOBKHU e (TOMOB).

3arojoBOK Jeiia JOJDKeH B 0000IeHHOW (opMe OTpakaTh OCHOBHOE
COJIEp’KaHHE U COCTaB JOKYMEHTOB JIETa.

3aroo0BOK Jena I0HKEeH OTpaXKaTh MpU3HaK (IPU3HAKH ), 10 KOTOPOMY(bIM) OHO
c(hOpMHPOBAHO:

a) HOMUHAJIbHBI — Ha3BaHHWE BHUJA Jena (Nmepenucka, >KypHal W Jp.) WU
Pa3HOBUAHOCTH JOKYMEHTOB (ITPOTOKOJIbI, TPUKA3BI U JIP.);

0) aBTopckuii — HaumeHnoBanue OI'B PC(5), noapazaenenus win JOJIKHOCTHOTO
TUIIa;
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B) KOPPECIIOHJACHTCKU — HAaWMEHOBAaHWE OpraHU3alll{, JIHMIA, KOTOPOMY
aJpecoBaHbl WM OT KOTOPOrO TOJYYEHbl JOKYMEHTBI; KpPaTKO€ COJEp KaHHe
JTOKYMEHTOB;

I') IPEAMETHO-BOIIPOCHBIN — KPaTKOE COAEPKAHUE IOKYMEHTOB JIEJIa;

1) XpOHOJIOTMYECKUM — J1aTa (epuo), K KOTOPOi(OMY) OTHOCATCS IOKYMEHTBI
nena;

) reorpauyeckuii — Ha3BaHUE MECTHOCTU (TEPPUTOPHH), C KOTOPOU CBSA3aHO
coJiep KaHue TOKYMEHTOB JIeJia;

) yKa3aHuE Ha KOMUITHOCTH IOKYMEHTOB Jielia.

Ecnu neno, BkiltouaeMoe B HOMEHKJIATYPY 1€, COCTOUT U3 OJIMHAKOBBIX BHUJIOB
WIM Pa3HOBUIHOCTEM JOKYMEHTOB, B 3arojiOBKE TaKoro Jeia yKa3bIBaeTcs
HaUMEHOBaHUE BUJIOB JOKYMEHTOB.

Hanpumep:

[Tpuka3sl pyKOBOJIUTENS IO OCHOBHOM J1€ATEIbHOCTH.

B 3aronoBkax jein, coiepiKamux JOKYMEHTBbl MO OJIHOMY BONPOCY, HO HE
CBSI3aHHBIX MOCJIEI0BATEIbHOCTHIO UCTIONHEHNS, B KAUECTBE BHU/IA JieNia yIOTpeOsieTcs
TEPMHUH <«IOKYMEHTBI», a TIOC]Ieé B CKOOKax yKa3bIBaIOTCS OCHOBHBIE Pa3HOBUIHOCTU
JOKYMEHTOB, KOTOpPbIE JOJIKHBI OBITh CTPYNIUPOBAHKI B Jiefie (CIIyKeOHbIE 3alKCKH,
PEJIOKEHUS, CIPABKU U T.1I.).

Hampumep:

JlokyMeHTBhI (TIpeasioKeHUsl, CIIy>)KeOHbIE 3amuCK{, CIPaBKH, IMEpernucka) o
IPOBEAECHUN MOAEPHU3ALMYU TOCYAapCTBEHHOTr 0 yrnpasieHus B PC(5).

B 3aronoBkax gen, coaepKalux NepenucKy, YKa3blBaeTCs, C KEM U M0 KAKOMY
BOIIPOCY OHA BEJIETCH.

B 3aromoBkax  gen,  coAepKallMX ~— MEPENUCKY €  OJHOPOJIHBIMH
KOPPECIOHICHTAMH, MOCJIEIHAE HE YKa3bIBAIOTCS, a YKa3bIBa€TCA UX O0IIEe BUOBOEC
Ha3BaHUE.

Hanpumep:

[lepenucka ¢ opraHaMyd MECTHOTO CaMOYIIPABJICHHS O MPOBEICHUN PAOOTHI 1O
HEJIOMYIICHUIO pactpocTpaHeHus Ha Tepputopuu PC(S) omacHbIX HHpEKIIHIA.

B 3aronoBke niena yka3blBa€TCsi KOHKPETHBIM KOPPECIIOHJEHT, €CIM MepenucKa
BEJIETCS TOJIBKO C HUM.

Hanpuwmep:

[lepenmncka ¢ MuHucTepcTBOM 1M(POBOTO pa3BUTHS, WHHOBAIIUH U
nH()OKOMMYHUKAIMOHHBIX TexHonorui PC(S) mo BormpocaM BHEAPEHHUSI DIEKTPOHHOTO
apxuBa.

[Ipu o0003HaueHMH B 3aroJioBKax Jeid aJAMUHUCTPATUBHO-TEPPUTOPHUATBHBIX
€AVHUL] YIUTBIBAETCS CIIETYIOLIEE:
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€CJIM COJIep KaHME JeJla KaCaeTCsl HECKOJIBKMX OJHOPOIHBIX aAMUHUCTPATUBHO-
TEPPUTOPUATIBHBIX E€UHUL, B 3arojOBKE Jeja HE YKa3bIBAIOTCS HMX KOHKPETHBIE
Ha3BaHMs, a YKa3bIBAETCS UX 00IIee BUI0BOE Ha3BaHUE.

Hanpumep:

[lepenucka ¢ agMmuHUCTparusiMu yinycoB u ropoaoB PC(S) o coumanbHOU
3alllUTE HACEICHUS.

€CJIM CoJepKaHHUe JeNa KacaeTcs OJHON aAMUHUCTPATUBHO-TEPPUTOPUATBHON
€AMHUIIBI (HACEJIEHHOTO MTYHKTA), €€ (ero) Ha3BaHUE yKa3bIBAE€TCA B 3ar0JIOBKE Jea.

Hanpumep:

[lepenucka ¢ aAMUHUCTPALMSIMH OPraHOB MECTHOTO CaMOYIpaBIEHUS
MUpHUHCKOTO palioHa.

B 3aronoBkax nen, coiepikaluxX IUIAHOBYIO WJIM OTUETHYIO JTIOKYMEHTAIHIO,
yKa3blBaeTcs nepuoi (KBaprai, rof), Ha (3a) KOTOPBIM cOCTaBIEHBI IJIaHbI (OTYETHI )/

Hanpumep:

["onoBoit oTUeT 0 paboTe mopa3aeaeHus.

['omoBBIE CTaTHCTHYECKHE OTYETHI MO BCEM OCHOBHBIM BHUAAM JEATEIbHOCTU
OI'B PC(41) (dbopmbr Ne [1-4, Ne 1-TT'MC).

Ecnu neno OyaeT cocTosTh U3 HECKOJIBKUX TOMOB MJIM YacTel, TO COCTABIISAETCA
oOlui 3arojoBOK Jelia, a 3aTeM NpH HEOOXOJUMOCTH COCTABIISIIOTCA 3aroJIOBKH
Ka)KJIOro ToMa (4acTH), YTOUHSIOIINE COIEpKaHNUE 3aroJIOBKa Jea.

He pexomenayercs ymorpeGisaTh B 3arojioBKE Jiella HEKOHKpPETHBIE
(GOpMyIHPOBKH  («BXOISIINE TOKYMEHTBD», «UCXOJSAIIUE JIOKYMEHTBD», «pa3HbIe
MaTepHalbly, «pa3Has MEPemnucKa», «oOIas Mmepenucka» U 1p.), a TAaKKe BBOJHBIC
CJIOBA M CJIOKHBIE 0OOPOTHI.

ITopsimok pacmoyioKeHHsI 3aroJOBKOB i€ BHYTPU Pa3leliOB U MOJPa3/IeliOB
HOMEHKJIATYPHBI [ ONPEAEIISIETCS CTENEHbIO Ba)KHOCTU TOKYMEHTOB, COCTABIISIFOLIUX
7IeJ1a, ¥ X B3aUMOCBS3BIO.

B Hauvane paszgena HOMEHKIATYpbl €7 PacCIOJIararoTCsl 3arojOBKH eI,
colepXKalluX B  KONMAX  OpPraHU3allMOHHO-PACIOPSAUTENBHBIE  JOKYMEHTHI,
HOPMAaTUBHbBIC MPABOBBIE AKThl BBIIIECTOSIIIUX OPTraHOB, €CIIM OHH HMEIOTCS, 3aTeM
pacnoJlaratoTcsl 3arojIOBKM JeJI, COJAEPKAIIUX OPraHu3allMOHHO-PACIOPSIUTEIbHBIC
nokymeHTbl OI'B PC() (mocTtanoBN€HUSs, TPOTOKOJIbI, IEPEUHU TOPYUEHUN, TPUKA3BI,
pacnopsikeHus, u ap.). Jlanee pacnosaratorcs 3arojIOBKHU J1€J1, COAEPKAIIMX IIJIAHOBBIE,
OTYETHBIE JOKYMEHTBI B IIOCJIEJOBATEIbBHOCTH OT HAuOOJbIIEro Iepuoaa - K
HauMeHbIIEMY (T0JI0BOH MJIaH (OTYET), MOIYro0BOM I1aH (OTYET), KBApTaJbHbIHN MJIaH
(otueT) u T.1.). [locne mIaHOBOM M OTYETHOM TOKYMEHTAIIUHU CIICIYIOT 3aroj0OBKH e,
BKJIIOYAIOIIUX  JOKYMEHTHl  MH(OPMAIMOHHOTO-aHAJTUTUYECKOTO  XapakTepa,
OTpakarolue OCHOBHYIO J€ATEIbHOCTb IMOAPA3AEIeHHs (JOJKHOCTHOIO auna). [Janee
- §epenucka (CHayajga IE€penucKka C  BBILIECTOAIIMM OpPraHOM, 3aTe€éM C
MOABEIOMCTBEHHBIMU OPTaHU3alUSIMU (MIPU UX HAJTUYUH ), [TOCIIE - IEPENUCKA C HHBIMU
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OpraHu3alusIMH U TpakJaHaMu). B KoHIe pa3znena perucTpallMOHHbIE U YYETHBIE
KApTOTEKH, )KypHaJIbl, KHUTH, 0a3a JaHHBIX, HOMEHKJIATypa JIeJ pa3jena.

3aroyIoBKM J1eJ1 MOTYT YTOUHSTHCS B Ipolecce GOpMUPOBAHUSA U OPOPMIICHUS
hi (S

I'pada 3 womenkmarypwl aen «KonudecTBO e (TOMOB)» 3amoOJIHSIETCS IO
OKOHYAaHUU KaJICHJApHOTO rojaa, B rpade yKaszbIBaeTCsd KOJUYECTBO (PAKTUUYECKH
chopmupoBaHHbIX Jell (TOMOB, yactei). [lo AOCTIKEHHM AEIOM, BKIIOUYAIOIIUM
JIOKYMEHTHI BpeMeHHBIX (CBbIIIe 10 JIeT) U MOCTOSTHHOTO CPOKOB XpaHEeHHUs, o0beMa B
250 nucTOB, TOM 3aKpbIBa€TCS M OTKpbIBaeTcs HOBBIM ToM. IlocienoBaTenbHO
yKa3bIBalOTCSl HOMEpa TOMOB M KpailHHE J1aThl TOKYMEHTOB KaXKJJ0T0 TOMA.

Hanpumep:
Tom 1 1 peBpans 2024 r.
30 urons 2024 r.

DONeKTpOHHBIE JieJla Ha ToMa (YacTh) HE pa3Aeisitorcs. Bce aimeKTpoHHBbIE
JIOKYMEHTBI, HE3aBUCUMO OT UX 00BbeMa, BKIIFOYAIOTCS B OJTHO 3JIEKTPOHHOE JEIO.

B rpade 4 ykaswiBaeTCsi CpOK XpaHEHHUs Jeja, HOMEpa CTaTed Mo TEPEUHIO
TUTIOBBIX YTPABIEHYECKUX AaPXUBHBIX JIOKYMEHTOB, OOpa3ylOIIMXCS B MPOIECCE
NEeATENIbHOCTU TOCYIAPCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CaMOYIIPaBJIEHUS W
OpraHu3aluid, C YKa3aHUEM CpPOKOB XpPaHEHHS, YTBEPKICHHOMY IpPUKA30M
denepanpHOro apxuBHOTro areHTcTBa OT 20 mexadps 2019 r. Ne 236, 10mOTHUTETBHO
MOTYT OBITh HCIIOJIB30BAaHbI OTPACJICBbIE BEIOMCTBEHHBIC IEPEYHH C yKa3aHHUEM
CPOKOB XpaHEHMUSI.

B rpade 5 «IIpumedanue» yka3pIBalOTCS Ha3BaHMS MEpEeUYHEN JOKYMEHTOB WIIH
HOPMAaTUBHBIX TIPABOBBIX AaKTOB, HCIOJIb30BAHHBIX IIPU OMNPEAEICHUH CPOKOB
XpaHEHUs JIe]1, MPOCTABIISIOTCSA OTMETKH O 3aBEICHUU 1T (B TOM YHUCJIE B 3JIEKTPOHHOM
Bujzie, Hanpumep, I/ (DneKTpoHHbIE JOKYMEHTHI), 0 IEPEXOASIIUX Aenax (Hampumep,
nepexopsiee ¢ 2021 r.), 0 BbIICICHUHU JIe]1 K YHUUYTOXKEHUIO, O JINIaX, OTBETCTBEHHBIX
3a ¢dopMHpOBaHUE JEN, O Tepefadye el B JIPYyrol TOCYAapCTBEHHBIH OpraH st
MPOJOJKEHUS U Jp., Hanpumep, nepenano 8 MIU30).

8.1.18. Ecnmu B Teuenme roma B OI'B PC(SI) BO3HHMKAarOT HOBBIC
JOKYMEHTHPOBAHHBIE YYACTKH pabOTHl U (POPMHUPYIOTCS COOTBETCTBYIOIINE Aeiia, OHU
JOTIOJIHUTENIBHO BHOCSITCSI B HOMEHKIIATYpy nei. J[Jisi BHOBb 3aBOJIUMBIX /1€ B KaXKJI0M
pazzesie HOMEHKJIATYphl OCTABJISIIOTCS] Pe3€pBHBIE HOMEPA.

8.1.19. B Teuenme rojga MO 3aBEpUICHUW KAJICHIAPHOTO TOAA B KAXKIOM
noApaszaeacHun opOPMIISIETCSI UTOTOBasi 3alMCh K HOMEHKJIAType e, B KOTOPYIO
BHOCATCSI CBEJICHHUSI O KOJIMUECTBE 3aBEJCHHBIX JIeJl C YYETOM KOJIMYEeCTBA TOMOB
(rpadba 3 HOMEHKIATYpBHI J€id), OTIAEIbHO IOCTOSSHHOTO W BPEMEHHBIX CPOKOB
XpaHEHHs, BPEMEHHBIX CPOKOB XpaHeHus ¢ oTrMmeTkou «IIIK» wm mepexomsmmx;
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UTOrOBasi 3alMCh JIOMOJIHAETCS JAaHHBIMH O KOJUYECTBE JJEKTPOHHBIX €N
COOTBETCTBYIOLLIMX CPOKOB XpaHeHus W mnepenaercs B CiyxOy Ael0npou3BOJICTBA;
BMECTE C MTOrOBOM 3alKChIO MEpeAaroTcsi AaHHble 00 U3MEHEHMSIX U JOMOJHEHUSX,
BHECEHHBIX B HOMEHKJIATYPY €] MOAPAa3AeIeHHUs B TEUEHUE ro/1a.

8.1.20. Cnyx0a nenonpou3BOJCTBA HA OCHOBE MOJIYYEHHBIX U3 MOApa3AeieHu
JTAHHBIX TOTOBUT:

UTOTOBYIO 3aIUCh O KATETOPUSIX U KoJinuecTBe jei, 3aBefeHHbx B OI'B PC(S) B
TEYEeHHE roja; CBEJEHUsI UTOroBoil 3amucu nepenaiorcsa B apxus OI'B PC(S), o uem
B HOMEHKJIAType JeJsl MPOCTaBIIAETCS OTMETKA C YKa3aHUEM JOKHOCTU U MOANMHUCHU
JM1a, NepelaBlero CBeIeHUS;

JIOTIOJTHEHUE K HOMEHKJIAType Jiell, B KOTOPOM MOCIIEIOBATENIHHO B COOTBETCTBUU
C pa3zenaMy HOMEHKJIATYPhI JeJ1 YKa3bIBalOTCA 3ar0JI0BKHU JIE€J, HE TPEAYCMOTPEHHbIE
YTBEPKJECHHBIM HK3EMIUISIPOM HOMEHKJIATYphI €N, JOIMOJHEHHE K YTBEPKIECHHOMN
HOMEHKJIAType JAesl MOANUChIBaeTcs: pykoBoauteneM CiykObl JeI0Mpou3BOICTBA U
BMECTE€ C UTOTOBOM 3amucChio, MPUOOIIAETCS K YTBEPKICHHOMY 3K3EeMILUSIPY
HOMEHKJIATYPHI Je.

O6pazen; odopmileHHsT CBOJHOM HOMEHKJIATYphl NPUBEICH B NPHJI0KEHHHU
Ne 16, HoMeHKIATypbl JIe]1 Opa3AeCHUs — B MPUJIo:KeHun Ne 17,

8.2. ®opmupoBaHme AeJ1 U UX TEKYIlee XPaHEHUE
8.2.1. ®opmupoBaHue aeJ

8211 . Jlena B OIB PC(l) dopmupyrorcs  IeHEHTPaTU30BaHHO
JEIOMPOU3BOIUTEISIMU TTOAPA3ICIICHUN.

PykoBoauTenu u neaonpou3BOIUTENN MOAPA3ICTICHUN HECYT OTBETCTBEHHOCTD
3a IPaBWJIBHOCTH popMUpoBaHus fei. Jlena co nHs uX 3aBe/IEHUs 10 Iepejayn B ApXUB
OI'B PC() unu 10 BbLACNEHUS UX K YHUUTOXEHHUIO MO UCTEUEHHH CPOKA XPaHEHUS
XpaHATCS MO MECTy UX (POPMHUPOBAHUS.

OxkazaHue METOJUYECKOW MOMOIU 1o (HOPMHPOBAHUIO JET OCYIIECTBISETCS
Cmy>x001#1 1emonpou3BO/ICTBA.

8.2.1.2. Ilpu dopmupoBanuu nen cieayer coOonaTh CISAYIONUE OCHOBHBIE
mpaBuia:

B JIeJI0O TMOMEIIAIOTCA HCIOJHEHHBbIE JOKYMEHTBI, COOTBETCTBYIOIIUE
10 CBOEMY COJIEP>KaHMIO 3ar0JIOBKY Jieja 0 HOMEHKIIATYpe JIeT;

IPWIOKEHUS] TOMENIAIOTCSI BMECTE C OCHOBHBIMU JTOKYMEHTAMU (TIPUIIOKEHHUS
o0beMoMm cBbitre 100 TMCTOB MOTYT BELICNSTHCS B OTJACIBHBIA TOM JI€IIa);

dakcorpaMmbl, TelerpamMMmbl, TenedoHOTpaMMbl TMOMEIIAIOTCS B Jefa
C MEPENUCKOM;

B JI€JIO BKJIIOYAIOTCS IOKYMEHTBI OJTHOTO KaJe€HJApHOTO rojia, 3a UCKIIOUEHHEM
MePEeXOAIINUX e, CyAeOHbIX /1], TUYHBIX e,
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JIOKYMEHTBI TIOCTOSSHHOTO W BPEMEHHBIX CPOKOB XpPaHEHHS TPYNIUPYIOTCS
B JIeJIa Pa3JeIIbHO;

B JIEJIO IOMEIAIOTCS MOJIMHHUKY, IPU UX OTCYTCTBUM — 3aBEPEHHbBIE KOIUU;

B JIEJI0 MOMEUIAIOTCS JOKYMEHTBhI MPaBUIBHO U TOJHOCTBHIO O(OpPMIICHHBIE
(IOKYMEHTBI TOJ>KHBI UMETh AaTy, MOJNUCH U APYTHe HEOOXOAMMBIC PEKBU3UTHI);

B JIEJIO BKJIIOUAETCA 110 OJTHOMY SK3EMIUISIPY KaXKJI0T0 JOKYMEHTA;

B JIeJI0 HE BKJIIOYAIOTCA JOKYMEHTBHI, MOJUIeKallue BO3BpaTy, JIUIIHUE
AK3EMIUIAPHI M YEPHOBUKH (32 UCKIIOUEHHEM 0CO00 1IEHHBIX);

JIeJ10, BKJIIOYAtOIIee JOKYMEHTbl Ha OyMaXXHOM HOCHUTEIIE, 10 00beMy He JOJIKHO
npeBbiaTh 250 AUCTOB NpU TONIIMHE HE OoJiee 4 CM; MPHU MPEBBIILICHUH JTAHHOTO
o0beMa 3aBOJIUTCS BTOPOU U MOCIENYIOUIME TOMA; Ha KaXXI0M TOME MPOCTaBISIOTCS
MHACKC M 3arojloBOK Jiefla c joOaBieHMeM 0003HAaYeHUs HOMepa TOMa U, Mpu
HeoOX0UMOCTH, 3arojioBka Toma: Tom 1, Tom 2;

JIOKYMEHTBl BHYTPU JI€jla PacIoyiaraloTCs B XPOHOJOTHYECKOU (CBEpPXy BHU3)
(BXomsmie — MO JaTaM IMOCTYIUICHUS, HMCXOASIIMEe — MO JaTaM OTIPAaBIICHUSA),
BOMPOCHO-JIOTUYECKON MOCIIEIOBATEILHOCTH UM UX COUETAHHH.

8.2.1.3. JlokyMeHThl TpyNOHUPYIOTCS B Jiela IO BHUJAM M XPOHOJOTUHU
C OTHOCSIIIIUMUCS K HUM TIPUIIOKEHUSMH.

[IpaBoBBIE aKThl, PaCHOPSAUTENBHBIE TOKYMEHTHI TPYNIUPYIOTCA B Jeia IO
BUJIaM M XPOHOJIOTHH C OTHOCAIIIMMHUCS K HUM MPUIIOKEHUSIMHU.

[IpoTOKOIIBI U NIEpEYHN MOPYUYECHHH B J€JI€ PACIIOIATal0TCs B XPOHOJIOTHYECKOM
NopsiiIKE M 1O HOMepaM, MpU HapyUIEeHUHW HyMmepauud (HOpMHUPYIOTCS B
XPOHOJIOTUYECKOM MOPSJIKE.

JIOKyMEHTBI K 3aceIaHUsIM, COBEIIAHUSM (MPOEKTHI PELICHHM, CIPaBKH, TE3UCHI
BBICTYIUIEHUH U Jp., HE SIBISIOMIMECS NPUIOKEHUIMH K MPOTOKOJIaM) FPYNIHUPYIOTCS
B OTAEJIBHOE JeJIO (TAaKHUE AOKYMEHThl K MPOTOKOJAM, €CJIM OHU CTPYNIUPOBAHBI B
OTIEIBHOE J1€J0 (Aela), CACTEMATU3UPYIOTCS BHYTPH Ji€a M0 XPOHOJIOTUHU U HOPSAIAKY
HOMEPOB IIPOTOKOJIOB).

HopmaTuBHble akThl (yCTaBbl, MOJOXKEHUS, MpPaBWIA, HHCTPYKIUU U JIp.)
YTBEPKIEHHBIE PACTIOPAIUTEIIbHBIMU IOKYMEHTaMHU, SIBJIIFOTCSI IPUIIOKEHUSIMU K HUM
M BKJIOYAIOTCA B JI€JI0 BMECTE C YKa3aHHBIMH JOKYMEHTAaMHU (MHOTOCTPAaHUYHBIE
npuiokeHuss oobemom 100 u Gosee cTpaHUI] MOTYT BBIAEIATHCS B OTACIBHBIA TOM
nena). Ecnu ke OHU yTBEpKIEHBI B KaU€CTBE CAMOCTOATENIBHOIO JOKYMEHTA, TO MX
IPYIIHUPYIOT B OT/IEJIbHBIE JEea.

[Ipukasbl, pacnopsi>KeHUs 10 OCHOBHOM JIESITENbHOCTH TPYIIUPYIOTCS OTACIBHO
OT PpACTIOPSHKCHHWH 10 JUYHOMY COCTaBy, (OPMHUPYIOTCS B JeJa B TMpeaenax
KaJICHIApHOTO roja.

PacnopsbkeHust mo JUYHOMY cOCTaBy (OpPMUPYIOTCS B OTACIbHBIE Jefia
B cOOTBeTCTBUU cO cpokamu xpaHeHus (50 ner DIIK, 5 ner).
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[1nanbl, OTYETHI, CMETHI TPYNIUPYIOTCS OTAEIBHO OT PACUETOB K HUM; IJIAHBI U
OTUETHl TPYNIHUPYIOTCS B JieJia TOrO ToJld, K KOTOPOMY OHU OTHOCATCS MO CBOEMY
COJIEp>KaHMI0, HE3aBUCUMO OT BPEMEHHU MX COCTABIICHMS; IUIaHBI, pACCUYUTAHHbBIC Ha
HECKOJIbKO JIET, POPMUPYIOTCS B Jiefia 10 HAYaJIbHOMY TOAYy MX JEWUCTBUS; OTYETHI O
BBITIOJIHEHUU TaKUX TUIAHOB (DOPMUPYIOTCS B Jiefia MO MOCIAEAHEMY TOJy ACHCTBUS
IJIaHa.

[lopyuenuss ¢enepanvubix opranoB, I'naBel PC(), IlpaButensctBa PC(S),
pykoBoactBa OI'B PC(S) u HOKyMEHTHI MO MX HUCIOJHEHUIO COCTABIISIIOT €IUHBIM
KOMILJIEKC JIOKYMEHTOB U (hOPMUPYIOTCA B Aena 1o kiaccudukaropy nokymento OI'B
PC(4) mo HampaBieHUsIM JESATeTbHOCTH B XPOHOJOTHYECKOM MOPSIIKE.

[lepenucka rpynmupyercs B Jeia MO TEMaTHKE W/WIW KOPPECHOHACHTaM
U CUCTEMATH3UPYETCS B XPOHOJOTMYECKOW TMOCIEI0BATEIIbHOCTH: JOKYMEHT-OTBET
moMeniaeTcss 3a  JOKyMEHTOM-TPOChOOW  (oOpaiieHueMm,  3ampocoMm);  MpHU
BO300HOBJIEHUM TIEPETTUCKH T10 OTIPEICIICHHOMY BOIIPOCY, HAYaBIIIEHCS B MPEIBIAYIIEM
rojly, TOKYMEHTBI BKJIIOUAIOTCS B JIEJI0 TEKYIIErOo Trojia C yKa3aHueM HWHJEKca Jiela
IpeABIIYIIETO To/1a.

B otrnenbHble nena 1Mo XpOHOJOTHMU, B 3aBUCHMOCTH OT BHAAQ JOKYMEHTOB,
(bOpMUPYIOTCS KOTIMH IPUHATHIX (he/lepatbHbIX 3aKOHOB, akToB [Ipe3unenta PD, akTos
[IpaButensctBa P®, U BBIIUCKM M3 COOTBETCTBYIOIIMX IPOTOKOJIOB 3aCEIaHHi
[IpaBurenscTBa PO wium ero opraHos.

Bce nOKyMEHTBI OTYETHOTO M MH(OPMAIMOHHOIO XapaKTepa MO HCIOJHEHUIO
akta Ilpesunenta P®, IlpaButenbctBa P®, PC(A), Haxopsiierocss Ha KOHTpOJIE,
NOJIIMBAIOTCS B 3aBEJAEHHOE HA ATOT akKT J1ey0. Eclii Ha akT Aeno He 3aBOJUJIOCH, TO
JOKYMEHTHI TOJIIMBAIOTCS B JAEJIO IMEPENUCKH MOCTOSHHOTO CpOKa XpPaHEHHs 3a
TEKYLIAU TOI.

JIOKyMEHTBI B IMYHBIX J€aX PacloJiaraloTcsi B XpOHOJOTHUYECKOM MOPSIKE MO
Mepe HUX MOCTYIUICHUS, KOMHMHU PACHOpsKeHHl co cpokamu xpaHeHus 50 ner OIIK
3aBEPSIOTCS.

JlumieBpie cuera 1O 3apabOTHOM IUTaT€ COTPYAHUKOB TPYNIHUPYIOTCS
B OT/IENIbHBIC JIeTIa ¥ PACIIONaraiTcs B HUX 1Mo andaBuTy (paMuiInii, UMEH U OTYECTB.

OO6pamenus (TpeaioKeH s, 3asBICHUS U KaJo0bl) TpaklaH U OpraHu3aIlfiil 1o
Borpocam pabotel OI'B PC(S), ee mnoapaszneneHuid WA TOJBEIOMCTBEHHBIX
OpraHu3alui U BCe JOKYMEHTHI IO UX PACCMOTPEHUIO U UCTIOJHEHUIO TPYNIUPYIOTCS
OTJZIEJIbHO OT 3asIBJICHUM IPaK/IaH MO JUYHBIM BOIIPOCAM.

8.2.1.4. DnexTpOoHHbBIE JOKYMEHTHI ()OPMHUPYIOTCS B dJICKTPOHHBIE Jiena (TIAIKH )
B COOTBETCTBUU C HOMEHKJIATYpOU J€J; B HOMEHKJIAType JIeNl YKa3bIBAE€TCs, UYTO JIEJIO
BeJleTCsl B ANEKTPOHHOU Popme. OTMETKA O TOM, YTO J€JO0 BEIETCS B AJIEKTPOHHOM
BUJIE, TpocTaBisieTcs B rpade «lIprumeyanne» HOMEHKIATYphI Ae.
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OIEKTPOHHBIE JOKYMEHTBI IIOCJIE WX HWCIOJHEHUsS WIM OTIPABKH MOIJIEKAT
xpanenuto B ECDJ/] B TeueHHE CPOKOB, MNPEAyCMOTPEHHBIX I AHAJIOTMYHBIX
JOKYMEHTOB Ha OyMa)>XHOM HOCHUTEE.

DONEeKTpOHHbIE JOKYMEHTHI HE3aBUCHUMO OT HUX O0beMa BKIIOYAIOTCA B OJHO
JIEKTPOHHOE J1e710 O€3 pa3AeeHus Ha ToMa.

B cnydae ecnum AOKYMEHTHI Jella TMPEACTAaBICHbI Ha OYMa)KHOM HOCHUTENE
U B (hOpMeE IIEKTPOHHBIX TOKYMEHTOB («THOPUIHOE AEITI0»), TOKYMEHThI HA OYMaKHOM
HOCHTEJIE MoAJIekKaT OUU(PPOBKE U BKIIOYEHHIO B AJIEKTPOHHOE /1e0. B aeno, kotopoe
BeJleTCs Ha OyMa)KHOM HOCHUTENE, BKJIIOYAIOTCA TOJBKO JIOKYMEHTBI, CO3/IaHHbIE
(moctrynuBmMe) Ha OyMakHOM HocuTelle. B HOMEHKIIaType Jiei 2JIEKTPOHHOE JIEI0 U
JIeJI0 Ha OyMa)KHOM HOCHTEJIEe OTPa)KatoTCs Kak JBa TOMa, UMEIOIIHNE OJJUH 3aroJIOBOK,
MHJEKC U CPOK XpaHEHHS.

8.2.1.5. ®opmupoBaHue U XpaHEHHE Jiel Ha OyMa>KHOM HOCHUTEJIE 10 Mepeaadu
ux BapxuB OI'B PC(S) wnm BbIAeNeHUS K YHUUTOXKEHHIO OCYIIECTBIISIETCS B
nonpazaeneHusx OI'B PC(A) no mecty ux dbopmupoBanusi. XpaHeHHE IEKTPOHHBIX
apXMBHBIX JOKYMEHTOB OCYIIECTBISIETCA C NPUMEHEHHEM CHUCTEMbl XPaHEHHUS
3JIEKTPOHHBIX TOKYyMEHTOB (nanee - CXI/I).

[Tocne ncnoaHeHMsI AOKYMEHTOB M OKOHYaHUs pabOThI ¢ HUMU OHU TIOMELIAt0TCSI
(moammBapTCA) B TBEpAble OOJOKKM WIM HalKU-PErHCTPATOphl A OOecreueHus
¢usnyeckoil coxpaHHOCTH. [lena cuuTaercs 3aBeI€HHBIM C MOMEHTAa BKJIIOYEHMS B
HETO IIEPBOr0 UCIOJHEHHOTO JOKYMEHTA.

8.2.2. Texkyuee xpaHeHHe U y4eT JOKYMEHTOB (1eJ1)

8.2.2.1. PykoBoauTEIN W COTPYAHHUKHU MOJPaA3ICICHU HECYT OTBETCTBEHHOCTh
3a COXpaHHOCTh JIOKYMEHTOB U JICIL.

8.2.2.2. Jlns obecrieueHnst COXpaHHOCTH U y4eTa TOKYMEHTOB U e, OCTyIa K
HUM TIPOBOJIUTCS KOMILJIEKC padoT:

CO37aHNE ONTHUMAJIBHBIX TEXHUYECKHX ((PU3NYECKUX) YCIOBUNU XpaHEHUS
JIOKYMEHTOB U JIET,

pa3MelIeHue Je;

IPOBEPKA HAJTUYHS M COCTOSTHUS JOKYMEHTOB U JIET;

coOIoIeHre OPSIKA BBIAYH JICTT.

Jlema pazMemnarot B pabounx KaOMHETaX WU CTICIIHAIIBHO OTBEICHHBIX IS TOU
eI TOMENISHUSX Ha CTeuiaxkax, B mKkadax, ceddax obecrnednBarommx
WX COXPAaHHOCTH U 3aIUTY OT BO3JCHCTBUS BPEIHBIX (haKTOPOB.

Jlema muist X y4deTa v IOMCKa PacIioyiaraloTcsl BEpTUKAIBLHO, KOPEIIKaMU HapyXKy
1 B COOTBETCTBUHM C HOMEHKJIATYpoul nmen. Ha xopemrkax o0J0KeK el yKa3bIBAIOTCS
WHJIEKCHI 110 HOMEHKJIaType Aei, HauMmeHoBaHue oprana — OI'B PC(S); naumeHnoBanue
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noapasnenenuss OI'B PC(S); 3aronoBok Jena mo HOMEHKIAType; CPOKU XpaHEHHS;
WHJICKC Jiejia 0 HOMEHKIaType e (nmpuiaoxenne Ne 18).

HomenknaTypa ien uiu BbIIIKMCKA U3 HEE MOMENIAeTCsl Ha BHYTPEHHEN CTOpPOHE
nikada UM CTOMKe cTeiaxa.

8.2.2.3. [lena noxymentansHoro onna OI'B PC(A), naxoasimuecs Ha TEKyIeM
XpaHeHuu, nojnexar yudery. Ilepen mepepaueir B apxuB OI'B PC(S) mpoBoauTtcs
MPOBEpPKAa HAJUYUS U COCTOSIHUS JOKYMEHTOB M Jiel B IEJSIX YCTAHOBJICHUS
(haKTUYECKOTO HAJIMUHUSA JIeJT U COOTBETCTBUS UX KOJIUYECTBY IO HOMEHKIIATYypE Je.

[IpoBepka HaiMuMsi W COCTOSIHUS JIOKYMEHTOB M JI€J TMPOBOJUTCSA MpHU
NepeMeIlleHnH Jiell, MPU BO3BpATe Jell, MPU CMEHE PYKOBOAMTEINS MOJpa3eieHus,
pykoBoauTenst Ciy>KObl AETONPOU3BOICTBA, MTPU peopranu3anuu u Jukuaamnuu OI'B
PC(4) nnu ero noapazaeneHus.

[IpoBepka HamWM4Usi MPOBOIUTCA IyTEM CBEPKU CTaTell HOMEHKJIATYpPbHI el
C OMMCAHMEM JIeJ]l Ha 00JIOKKE, a (PU3UUECKOE COCTOSTHUE ACI ONpPEIesaeTCs IMyTeM UX
BU3YaJbHOTO MpocMoTpa. Bce oOHapykKeHHBIE HEIOCTAaTKU (PUKCHUPYIOTCS B aKTe
IIPOBEPKU HAJTMYUS U COCTOSTHUS JIC]I.

B cnydae BbISIBICHUS OTCYTCTBHUS JEJ, YUCISAIIUXCS MO HOMEHKJIATYpE JIell,
PYKOBOJCTBOM MOJIpa3/ICJICHUI IPUHUMAIOTCS. MEPHI 110 UX PO3bICKY. Eciiu npuHsThIE
MepbI He JJaIi PE3yJIbTaTOB, TO HA HEOOHApY>KEHHBIE JieJia COCTABIISETCA aKT 00 yTpaTe
JOKYMEHTOB B TPOM3BOJILHOWM (opMe, MoAamuckiBaeTcss pykooguteraemM CiryxObl
JIEJIONPOU3BOJICTBA U PYKOBOJIUTENIEM CTPYKTYPHOIO TMojpaszieneHusi. AKT o0 yTpate
JTOKYMEHTOB yTBepxaaeTcs pykooguteniem OI'B PC(Sl) u mepemaercs BmecTe ¢
ONMMCHIO  JIeN, JIOKYMEHTOB  CTPYKTypHOro  moxapasneneHuss B CayxOy
JEJIO0MPOU3BO/ICTBA.

B cnyuae yTpathl 1OKYMEHTOB U J€J MPOBOJIUTCS CIy>KeOHOE paccieoBaHHE,
0 pe3yibTaTaM KOTOPOro JIUI0, BUHOBHOE B yTpaTe€, HECET OTBETCTBEHHOCTh B
YCTaHOBJIEHHOM TOPSIIKE.

8.2.2.4. Britaua apXMBHBIX JIOKYMEHTOB CTPYKTYpHBIM moppazaenenusm OI'B
PC(A) B memsx peamusamuu WX CIY>KEOHBIX OOsS3aHHOCTEW TPOU3BOIUTCS Ha
OCHOBAaHMHU 3aKa3a (CIyKeOHOM 3amUCKH, 3aBKH) Ha BbIIavy 7€), Ha BBIJAHHOE JIEJI0
3aBOJIMTCS KapTa - 3aMECTUTEIb €MHULIbI XpaHeHus. [Ipu Bo3BpamieHuu nena kapra-
3aMECTUTENb U3bIMACTCS U XPAHUTCS O MUHOBaHUS HAJOOHOCTH.

NHbIM TOCYAapCTBEHHBIM OpraHaM, OpraHaM MECTHOIO CaMOYIpaBJICHUs
Y OpraHu3alysM BblJlaya AapXUMBHBIX JOKYMEHTOB BO BpPEMEHHOE MOJb30BaHUE
MIPOU3BOJIUTCS HA OCHOBAHWH aKTa O BbIJIa4€ apXUBHBIX JOKYMEHTOB BO BPEMEHHOE
MOJIb30BAHHUE.

@dakT BBIAYM JI€]T MOJICKHUT oOsi3aTenbHON dukcanuu. [Ipu Hammanun CX3J]
y4eT BbIJa4M JOKYMEHTOB, B TOM YHCIE€ BO BPEMEHHOE MOJIb30BAaHUE, BEIETCS B
AJIEKTPOHHOM BUJIE.
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Jlena BbLAAIOTCS BO BPEMEHHOE MOJIb30BaHUE COTPYIHUKAM IMOApA3/IeIeHUN Ha
CPOK He 00Jiee OAHOTO MEcsIa U MOCJE €ro HCTEYEHUs MOAJIekKAT BO3BPATYy.

Jlena BbIAAIOTCS BO BPEMEHHOE MOJIb30BaHUE CYI€OHBIM, TPABOOXPAHUTEIbHBIM
Y MHBIM YIIOJIJHOMOYEHHBIM OpraHaM Ha CpPOK He 0oJiee 1IeCTH MECSILIEB.

W3paTie NOKYMEHTOB M3 JEJ JONYCKAeTCS B HCKIIOUMUTEIBHBIX CIy4asX H
npou3BoauTCs ¢ paspenienus pykoBoactsa OI'B PC(S) ¢ 06s13aTenbHBIM OCTaBICHUEM
B JIeJI€ 3aBEPEHHOM KOMMH JOKYMEHTA U aKTa O MPUYMHAX BbIAAYM MOJIMHHUKA.

8.2.2.5. OTBeThl Ha 3ampochl MOJIb30BaTENEH, B TOM YUCJIE OTBEThHI HA 3alpOCh
COLIMAJILHO-TIPABOBOTO ~ XapakTepa, O(OpMIIIOTCS B BUJE AapXUBHOM CIpPaBKH.
ApxuBHas crpaBka (mpuiaoxenue Ne 19) odpopmusiercs Ha 6manke OI'B PC(A) u
COIEPKUT Ha3zBaHUE “ApXMBHas CIpaBKa , MOJANUCHIBaeTcs pykoBoautenem OI'B
PC(41) u 3aBepsieTcs nevarsio.

B Tekcte apXuBHOW CHpaBKM B XPOHOJOTHYECKOH IMMOCJIENIOBATEIHLHOCTH
U3JIAratoTCsl COOBITHS C yKa3aHUEM BHUJIOB MCIOIB30BAHHBIX JOKYMEHTOB, UX JIaT U
HOMEpOB. B apxuBHO# crpaBke NOMYCKAeTCs HUTUPOBAHHME JOKYMEHTOB, a TaKXKe
yKa3aHHe Ha MOJIMHHOCTh JOKYMEHTOB, BKIIOUEHHBIX B €AMHUILY XPAHECHHUS.

B Tekcte apXxuBHOI CIIpaBKU JIaHHBIE BOCTIPOU3BOISATCA TaK, KAK OHU U3JI0KESHBI
B apXMBHBIX JOKYMEHTaX, a pPAacX0KICHHS, HECOBIAJICHUS U HETOYHOCTH HA3BAHMS,
OTCYTCTBUE UMEHHU, OTUECTBA (IIPU HAJTUYUH ), THUI[MAJIOB WJIA HAJIMYUE OJTHOTO U3 HUX
OTOBapUBAIOTCS B TEKCTE CIpaBku B ckoOkax (“Tak B mokymente”, “Tak B TekcTe
opuruHasia”). B mnpuMedaHusX 1O TEKCTY AapXWBHOW CIpPaBKU OTOBApPUBAIOTCS
HEPa300PUYHBO HAMKMCAHHBIC, UCIIPABICHHBIE ABTOPOM, HE TOJJAOIINECS MPOUYTEHHUIO
MecTa Tekcta gokymeHTa (“Tak B TekcTe opuruHana”, “B Texcre Hepa3bopuuBo™), a
TaK)K€ HaJIUYUE WM OTCYTCTBHE OTMETKHU O 3aBEPEHUU JIOKYMEHTOB, MOCITYHBIIHX
OCHOBAHUEM ISl COCTABIICHHS OTBETA. B TEKCTE apXMBHOW CIPaBKU HE JOMYCKAIOTCS
U3MEHEHU S, UCTIPABJICHUS, KOMMEHTaPHUH.

B apxuBHO# crnpaBke IODKHBI OBITH YKa3aHbl apXWBHbIE MIKU(PBI U HOMEpa
JUCTOB €AWHMI] XpaHEeHUs. B apxuBHOI crpaBke, 00beM KOTOPOH MPEBBIMIACT OJUH
JIUCT, BCE JIMCTHI TOJKHBI OBITh IPOLIUTHL, IPOHYMEPOBAHBI U 3aBepeHsbI neyateio OI'B

PC(51).

8.3. IloaroroBka J10KyMEHTOB M JieJI K NepeJaye Ha apXUBHOE XPaHEHUe
8.3.1. DkcnepTH3a NEHHOCTH JOKYMEHTOB

8.3.1.1. JlemonpousBoautensiMu noapasaeneHuii copmectHo ¢ [[OK/OK OI'B
PC(S) mpoBoauTcs 53KchepTv3a UEHHOCTH JAOKYMEHTOB. OKCIEpTH3a LEHHOCTH
MIPOBOJIUTCS €KETOTHO.

8.3.1.2. Jlns opraHu3aivivl ¥ MpOBEJCHUS SKCIIEPTU3bI IIEHHOCTH JTOKYMEHTOB B
OI'B PC(s) cosmaerca IIOK/OK, neiictByromias Ha ocHoBaHMHU IlosoxeHus,



103

OMpeNeNAIonIero 3aaaun, (QyHKIUHU, NMpaBa W opraHuzamnuio pabotel [IDK/OK u
yTBepxkaaemoro npukazom OI'B PC() nocne cornacoBanus ¢ I11K.

OcHoBHbiMU QyHKIMsAMU LIDK/OK saBnstores:

OpraHu3alus eKeroJJHOro oToopa e s XpaHEHUsI U YHUUTOKEHUS;

paccMOTpeHHe W corjacoBaHue MnpoekTa HoMmeHknaTypsl aen OI'B PC(S),
OMHCeH Jiel MOCTOSHHOIO U BpeMeHHbIX (cBblie 10 J€eT) CpOKOB XpaHEHUs, B TOM
Yyclie MO JUYHOMY COCTaBy, aKTOB O BBIJICIIEHUM K YHMUTOXKECHHUIO Jel, He
MOJIeKAIIMX XPAHEHUIO0, HEOOHAPY)KEHUHM apXUBHBIX JTOKYMEHTOB, IMYTH PO3bICKA
KOTOPBIX UCYEPIIAHbI, HEUCIIPABUMOM TOBPEKIEHUU apXUBHBIX TOKYMEHTOB.

ydyacThe€ B TOJATOTOBKE W  PAaCCMOTPEHUM MPOEKTOB  HOPMATUBHBIX
U METOJAMYECKHX JOKYMEHTOB IO BoOIpocaM paloThl €  JIOKyMEHTaMu
B OI'B PC(A).

8.3.1.3. DkcnepTr3a IEHHOCTH JOKYMEHTOB MPOBOJIUTCS:

IIPU COCTaBJICHUU HOMEHKJIATYPHI JIET;

IpH MOATOTOBKE N k nepenaye B apxus OI'B PC(A);

B apxuBe OI'B PC(A).

8.3.1.4. Jlena mocTOSIHHOTO U BpeMeHHBIX (cBbImie 10 J1IeT) CpOKOB XpaHEHHs
nepenatorcst B apxuB OI'B PC(Sl) ne panee ueM yepe3 OJMH rojl U HE MO3JAHEE YEM
4yepe3 Tpu roja Mocje 3aBepuieHus AeN B 1eaonpon3BoacTse. [lepenava nen B apxus
OI'B PC(S) mpoBoauTcsi Ha OCHOBAaHHUH OINMKCEH NI ToApa3AeICHHU TTIOCTOSHHOTO U
BpeMeHHBIX (CBbIIe 10 J1eT) CpPOKOB XpaHEHHsI U JI€JT TI0 IMYHOMY COCTaBY.

Hena BpemeHHbIX (10 10 J€T BKIOUUTENBLHO) CPOKOB XpaHeHusa B apxuB OI'B
PC(51) He mepenaroTcs W MOJJIEKAT BBIJCICHUI0O K YHUYTOXEHHUIO MO HCTCUCHUU
CPOKOB UX XPaHEHHUS.

8.3.1.5. DkcnepTr3a EHHOCTH TOKYMEHTOB MPOBOJIUTCS Ha ocHOBe [lepeuns
TUTIOBBIX YIPABICHUYECKUX APXMBHBIX JOKYMEHTOB, OOpa3yIOUIUXCs B IpoIecce
NESATENBHOCTU TOCYJAAPCTBEHHBIX OPraHoOB, OPraHOB MECTHOI'O CaMOYIPABIEHUS U
OpraHu3aluid, ¢ YKa3aHHMEM CpPOKOB XPAHEHMs, YTBEPKIACHHOIO MPUKA30M
denepanpHOro apxuBHOro areHrctBa ot 20 mexadbpst 2019 r. Ne 236, oTpacneBbix
BEJIOMCTBEHHBIX [IEPEUYHEN C YKa3aHUEM CPOKOB XPaHEHHUSI.

8.3.1.6. [lonroroBka MOKYMEHTOB M JIeN K TIEpe/iaue Ha apXHUBHOE XPAaHEHHUE U
Ha YHUYTOKEHHUE MPETYyCMATPUBAET:

AKCIIEPTU3Y LIEHHOCTH JOKYMEHTOB;

odopmIICHHUE LT,

COCTAaBJICHHE OMMCEH JIeJ IO pe3ybTaTaM 3KCIEPTU3bl UX HEHHOCTH;

COCTAaBJICHHE aKTOB HA YHUUTOXEHUE TOKYMEHTOB U J€JI C UCTEKIIUMHU CPOKAMHU
XpaHEHUS.

8.3.1.7. IIpu npoBeseHNN SKCTIEPTH3BI IIEHHOCTH JOKYMEHTOB OCYILIECTBIISETCS:

0oTOOp JOKYMEHTOB IIOCTOSIHHOTO M BpeMeHHbIX (cBbimie 10 jer) cpokoB
XpaHEeHUs, B TOM YHKCIIE MO0 JIMUHOMY COCTaBy, /s nepenaun B apxuB OI'B PC(); nena
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MOCTOSTHHOTO ¥ BpeMeHHBIX (CBbImIe 10 J1eT) CPOKOB XpaHEHHS MOJIJIEKAT MOJTUCTHOMY
IPOCMOTPY AJIsl BBIACICHUS M3 MX COCTaBa JOKYMEHTOB BpeMeHHBIX (10 10 mer)
CPOKOB XpaHCHUSI;

0TOOp TOKYMEHTOB BPEMEHHBIX (10 10 eT BKIIOYUTETHHO) CPOKOB XPAHEHUS U
c moMmeTkamu «Jlo MUHOBaHUS HAaZOOHOCTWY, «Jl0 3aMEHBI HOBBIMUY, MOJICKAIINX
JalbHEHIIeMY XPaHSHHIO B MOAPA3ICICHUAX;

0TOOp DJIEKTPOHHBIX JOKYMEHTOB OCYIIECTBIISIETCS B aBTOMATH3WPOBAHHOM
peXuMe MmyTeM 0TOOpa JOKYMEHTOB U3 0a3 JaHHBIX MH(POPMALMOHHBIX CHUCTEM IIO
npusHaky «anekc nemna» («Cpok XpaHSHHS»);

BBIJICJICHHE K YHMUYTOXKEHHUIO JIel 3a MPEAbLAYIIHE TOJbI, CPOKHA XpaHEHUS
KOTOPBIX UCTEKIIH.

[Ipy TpoBeneHWHM OKCMEPTU3Bl IIEHHOCTH JOKYMEHTOB OJHOBPEMEHHO
NPOBEPSIETCS KauecTBO U MOJIHOTa HOMeHKiaryphl nen OI'B PC(S), mpaBUWiIbHOCTH
OTIpe/IeTICHNs] CPOKOB XPaHEHUS JIElI.

8.3.1.8. Jlena c ormeTkoil «ITIK» nmoaiexar moJMCTHOMY MPOCMOTPY B LESAX
BBISIBIICHUS JIOKYMCHTOB, TMO/JIKAINIUX TIOCTOSIHHOMY XpaHEHHIO. BEIsSBICHHBIC
B TaKUX JeNIaX JOKYMEHTBI TIOCTOSTHHOTO XPaHCHHS BBIICTSIOTCS W MPUCOCTUHSIIOTCS
K OJTHOPOJIHBIM JieJIaM WK (POPMUPYIOTCS B CAMOCTOSITENIbHBIE JIETIa.

OcTtanpHble AOKYMeHTBl ¢ oTMeTkod «OIIK» Brimoudarorcs B akT Ha
yanutoxkenue. [Ipu stom otmetka «I1K» B akTe He yka3bIBaeTCs.

8.3.1.9. Dkcneptu3e meHHOCTH TmoiexkaT Bce gokymMeHTel OI'B  PC(S),
HE3aBUCUMO OT BHJIOB HOCUTEJIEH U CIIOCOOOB 3aINCH.

8.3.2. CocTaBJjieHHe onucei Aej1 MOCTOSIHHOI 0, BpeMeHHBIX (cBbImIe 10 JieT)
CPOKOB XpaHeHMHsI, M0 JUIHOMY COCTABY, FJIEKTPOHHBIX eI

8.3.2.1. lo pesymbratam 3KCHEpTU3BI LIEHHOCTH a0kyMeHTOB B OI'B PC(f)
COCTaBJISIIOTCS OMUCU €7 MOAPA3ACICHUN IOCTOSIHHOIO XPAHEHHUs, BPEMEHHBIX
(cBbize 10 eT) CpoKOB XpaHEHUs, B TOM YHCJIE 10 JUYHOMY COCTaBY, 3JIEKTPOHHBIX
JOKYMEHTOB, TMPOBOIUTCA OGOPMIICHHE [Ie7, a TaKXKe€ COCTABIAIOTCS aKThl O
BBIICICHUA K YHHUYTOXKCHHIO JI€JI, HE TMOJUIeKANMX XPAaHEHUI0, KOTOPbHIC
paccmarpuBatrorcss  Ha 3acemanmu  I[[OK/OK OI'B  PC(S) omHOBpeMeHHO.
CornacoBannbie [[9K/9K OI'B PC(5) akThl 1 onucu yTBEPKIAIOTCSI PYKOBOJIUTEIEM
OI'B PC(4), nocne yrBepxkaenus ¢ I1IK.

8.3.2.2. B OI'B PC(s) exeromHo COCTaBISIOTCS OMHUCH JEeT TOCTOSHHOTO
xpaHeHus (mpuioxkenue Ne 20), mo nuyHOMY cocTaBy (mpuiaoxkeHue Ne 21),
BpeMeHHBIX (cBbime 10 y1eT) cpokoB xpaHeHUs (MpuiaoxkeHue Ne 22), 3IeKTPOHHBIX
nen  (mpuiokenue Ne 23). Ommcu  Jed  COCTaBISAIOTCSA IOJ  METOJIHYECCKHM
pykoBoactBoM HammonansHoro apxusa PC(A) u HOK/OK OI'B PC(A).
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Onuch Jnen  moapas3fesieHusT TMPEeACTaBiIseT COo0OM mepedeHb Jel ¢
CaMOCTOSITEILHON BaJIOBOM (MOPSIAKOBOM) Hymepanuen nen. OCHOBOW COCTaBIICHHS
omucel Jen sSBIseTCsl HOMEHKIIATypa JIell.

Onucu J1en, MOJATOTOBIICHHBIC TMOAPA3JACICHUSMH, CIY>KaT OCHOBOM s
noAroToBku cBoAHbIX onucedr gen OI'B PC(S), xortopeie roroButr Ciyxk0a
JIEJIONPOU3BOJICTBA M MO KOTOPBIM JieJla CHAIOTCS Ha TOCTOSIHHOE XpaHEHue B
Hanumonanensiii apxus PC(S) mo yctanoBnennou popme.

8.3.2.3. Onucu nen moapas3iAesieHUil COCTaBISIOTCS MO YCTaHOBICHHOU (opme
(mpuaoxenusi Ne 24, Ne 25) B n1ByX sK3eMIIspax u HpeacTaBisioTcss B CiyxkOy
JIJIOTPOU3BOJICTBA HE TO3JIHEE YeM uepe3 OJWH TOoJi TOCJe 3aBEepIICHHS /el B
JIEJIOMPOU3BOJICTBE.

B omwmcsax gen ykaseiBaeTcs mnofiHOe (0€3 cokpallleHui) HauMEHOBaHHE
nojapas3zieiecHus, B  KOTOPOM jeia Obutd  CHOPMHUPOBAHBI M 3aKOHYCHBI
JIEOMPOU3BOICTBOM.

OnucarenbHas CTaThsl OMUCH JIeNl TOJPa3JeleHUS COJIEPKUT CIICTYIOITUE
AJIEMEHTHI:

MOPSIIKOBBIN HOMED Jieia (ToMa) TI0 OIKCH;

WHJIEKC Jiesia (ToMa);

3aroJIOBOK jena (ToMa);

nara jiena (Toma);

KOJIMYECTBO JIUCTOB B JieJie (ToMe) Wi 00beM B MO B ONUCH 3JIEKTPOHHBIX eI,
JIOKYMEHTOB;

CpPOK XpaHEHHUs Jiefia (ToMa).

[lepen BHeceHWeM 3arojlOBKOB JIe1 B OMNKCHh JIe7T IPOBEPSETCS KaueCTBO
dbopmupoBaHus 1 0ohOpMIICHUS TSI

8.3.2.4. B onuck 3IEKTPOHHBIX JIe], TOKYMEHTOB JIOTIOJHUTEIBLHO BKIIOUYACTCS
MIPUIIOKEHHE K OMTUCH — peecTp (HaiiioB dJIEKTPOHHBIX TIOKYMEHTOB. B peectpe (daitnon
ANEKTPOHHBIX JOKYMEHTOB YUYUTBHIBACTCS KAXKIBIM (paili 3JIEKTPOHHOTO apXHBHOTO
JOKyMEHTa (B TOM 4Hclie (pail1 KoHTelHepa JIeKTPOHHOTO TOKYMEHTa (TP HAJTUYUH )
C yKa3aHHEM €Tr0 HOMepa 10 OMUCH, HOMEpa 10 peecTpy, HAMMEHOBaHUs (aiina, 1aThl
¥ BPEMEHU €T0 TIOCIIETHETO U3MEHEHHS ) IPU TIOCTYIUICHUH B apXHB, 00BbeMa B OailTax,
dopmara. Peectp (aiiyioB 3JME€KTPOHHBIX JOKYMEHTOB COCTABIISIETCSI U XPAaHUTCS B
AIEKTPOHHOM BUJIE.

Peectp ¢aiioB 3MEKTPOHHBIX JOKYMEHTOB, SBISIONIUINCS MPIJIOKEHUEM K
OMHUCHU DJIEKTPOHHBIX JIOKYMEHTOB, IIOJIMCHIBAETCSI COCTABUTEIEM peecTpa ¢
yKa3aHUEM JOHKHOCTH, HHUITUAJIOB, (haMUITHH.

8.3.2.5. Ilpu cocTaBieHUM OMUCH JENT COOTFOTAOTCS CIECTYIONTNE TPEOOBAHUS

3aroJIOBKM JIeJl BHOCATCSI B ONHCh B COOTBETCTBHUM C MPHUHATOM CXEMOM
CHUCTEMAaTHU3allU1 HA OCHOBE HOMEHKJIATYPHI JIET;
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Ka)KJI0€ J€JI0 BHOCUTCS B OMKCh MOJI CAMOCTOSITEIbHBIM MOPSIKOBBIM HOMEPOM
(ecim [1€710 COCTOMT M3 HECKOJBKUX TOMOB, TO KaXIbIH TOM, B TOM YHUCJIE
c(hOpMHPOBAHHOE B OTACIbHBIA TOM MPUJIOKEHUE K JEITYy, BHOCUTCS B OIHUCH IOJ
CaMOCTOSATEIbHBIM HOMEPOM);

HOPSAIOK HyMEpaLMH JIe] B ONIMCH — BaJIOBBI;

NOPSAIOK MPUCBOCHUSI HOMEPOB OMMCIM MOJPA3/IEJICHUN YCTaHABIMBAETCS 110
coriacoBanuio co Ciay>k00i 1e0NMpON3BOJCTBA;

rpadbl ONMUCH 3aMOJIHAIOTCS B TOYHOM COOTBETCTBHM C TEMH CBEICHUSIMH,
KOTOpBIE BBIHECEHBI Ha OOJIOKKY JIea;

MHOTOTOMHBIE JIeJIa B OMUCh BHOCSATCS 10 TOPSAJKY HOMEPOB TOMOB.

8.3.2.6. I'padra onucu «IIpumedanus» UCHOIB3YyETCS 151 OTMETOK O IPUEME JIE,
0COOEHHOCTSAX UX (PU3NUECKOr0 COCTOSIHUS, O Mepeade Aes APYTUM MoApa3AesICHUIM
CO CCBUIKOM Ha COOTBETCTBYIOIIMI aKT, O HATMYUK KOTHI U JIp.

B konue omucu Beien 3a mocieqHEH OMUCATENbHOW CTaTheil 3amojHseTcs
UTOrOBas 3aIMCh, B KOTOPOH yKa3biBaeTcs (IudpamMu U MPOMHUCHIO) KOJIMYECTBO JIET,
YUCJIAIIMXCS IO OIMWCH, MEPBbI W MOCIEAHUA HOMepa JeNl IO OMUCH, B OIHCH
AIIEKTPOHHBIX 7€, IOKYMEHTOB — OOIIHIT 00bEeM 3JIEKTPOHHBIX J1e71 B MO.

Onucek nen moapasfeieHus] MOANUCHIBACTCS PYKOBOAMTENIEM MOApa3/IeIeHuUs
OI'B PC(51), cornacoBsiBaeTcst ¢ pykoBoguTesnem CiayxObl JeI0MpOou3BOACTBRA.

Onuce Aen mojapasiefieHuss OpraHU3alMi COCTaBJSIETCS B JIBYX JK3EMILIApAX,
OJIMH U3 KOTOpPBIX Tepenaetrcss BMecte ¢ nenamu B apxuB OI'B PC(S), a BTopoii
OCTaeTcs B KauecTBE KOHTPOJIBHOTO 3K3eMIuiApa B mojpasneieHuu. B apxus OI'B
PC(5) Taxxxe nepenaercs 1o 3K3eMIUISIPY OMUCEN J1eJ1 MOoApa3AeIeHUN B 3JIEKTPOHHOM
BUJIE B pelakTUpyeMoM (Gopmare JJIsl UCTIOIb30BaHUS B TalbHEHIIIEM /ISl TOATOTOBKU
aApPXUBHBIX OMUCEH JIeN1, TOKYMEHTOB (TOJIOBBIX Pa3JIEeJoB).

8.3.3. Odopmiienue aen

8.3.3.1. Ilo 3aBepuieHWH AETONMPOU3BOJICTBEHHOTO TojJa M 1O pe3yjibTaTaM
SKCIIEPTU3bl IIeHHOCTH AokyMeHToB nena OI'B PC(Sl) mommexat odopmiieHuio B
COOTBETCTBHM C TpaBWwiIaMH O(OpPMIICHHS Jell W TOJITOTOBKH JIeJ K Tepenadye Ha
apXWBHOE XpaHEHMUE.

Odopmiienne nen MPOBOIUTCS ACIOMPOU3BOIUTEISIMU TIOJAPA3ACICHUN TPU
METOIMYECKON MoMOIIHU U 1o KoHTpoiem Harmmonansroro apxusa PC(A) u LIDK/OK
OI'B PC(4).

Jlist opopmieHust e U MOATOTOBKM UX JIJISl TIepeadnd Ha XpaHEHUE B apXUB
OI'B PC(41), a Takxe AJis1 HOATOTOBKHU Ji€J K TIEpeiaue Ha roCy1apCTBEHHOE XpaHEHHUE,
BKJIIOYAIOIIEH IMKJI paboThl ¢ JokymeHTamu (odopmieHHE W OpOIIIOPOBKA eI,
COCTaBJIEHUE TOJOBBIX PpA3JEJIOB OIHUCEH) MO JOrOBOPY MOTYT MPHUBIEKATHCA
CIEUATIM3UPOBAHHBIE OpraHU3aIUU.
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8.3.3.2. B 3aBUCMMOCTH OT CpPOKOB XpaHEHHUS MPOBOAMUTCS TOJHOE WU
4acTUYHOE OPOpMIICHHE JIE]I.

[TonnHOMY 0 OpMIIEHHIO MOJIEKAT JIeTa MOCTOSTHHOIO XpaHEHUs] U BPEMEHHBIX
(cBeimie 10 51eT) CpOKOB XpaHEHUs, MO JIMYHOMY COCTaBY, JUYHBIC Jeja YBOJCHHBIX
coTpyaHuKoB. Jlena BpemeHHbIX (70 10 1eT) CpOKOB XpaHEHUs MOJIeKAT YACTUUHOMY
0(pOpMIICHHIO.

Hena BpeMeHHbIX (10 10 J€T BKIIOYUTENBHO) CPOKOB XpaHEHUS, MOJJIeKAIE
YaCTUYHOMY O(OPMIICHUIO, JOMYCKAETCsl XpPaHWUTh B Mamkax (CKOPOCIIMBATENSX),
nepecucTeMaru3anusi JOKYMEHTOB B JleJie HE MPOBOAMTCS, JIMCTHI Jiefla He
HYMEpYIOTCS, JIMCThI - 3aBEepUTENU He cocraBidioTcs. Ha o0mnoxke pgena B
coorBeTcTBUM ¢ HoMeHkiarypoil nen OI'B PC(S) 3amonHsOTCS pPEKBU3UTHI:
nanmenoBanue OI'B PC(S), HaumeHnoBaHue noapaseieHus, MHICKC Jieja, 3aroJIoBOK
JieNa, CPOK XpaHEHUs! JOKYMEHTOB.

8.3.3.3. OdopmiieHne nen Ha OymMa)KHOM HOCHUTENIE, TIOJJIeKAIIUX IMepeade B
apxuB OI'B PC(41), npenycmaTtpuBaert:

MOJIIIMBKY TJOKYMEHTOB B JIEJIO WJIM MIEPEIUIET JIea;

HyMEpallUIo JINCTOB B JIEJIE;

COCTaBJICHUE JIMCTA-3aBEPUTENS J€Ta;

COCTaBIJICHHE B HEOOXOAMMBIX CITy4asiXx BHyTPEHHEW OMUCH JTOKYMEHTOB JIeJa;

oopMIIEHUE PEKBU3UTOB OOJIOKKHU Jea.

8.3.3.4. O6noxKa (TUTYJBHBIN JIUCT) JieJla TIOCTOSSHHOTO, BPEMEHHOTO (CBBIIIIE
10 net) xpaHeHHUs W MO JUYHOMY COCTaBY O(OPMIISIETCS MO YCTAaHOBJICHHOU (opme
(mpunoskenne Ne 26) k Muctpykuuu. Haamucu Ha 00sokkax jaen (TOMOB) ClieayeT
BBITIOJIHSITH IIAPUKOBOM PYYKOM C TacTOM CHHETO IIBeTa, pa3dbopuuBo, 0e3
COKpalICHUH.

Ha o0nosxke nena yka3pIBarOTCsl peKBU3HUTHI:

HaumenoBanue OI'B  PC(A)  (donmoobOpaszoBarens) —  HCTOYHHUKA
KOMILIEKTOBAaHHUS TOCYAaPCTBEHHOI'O apX1Ba;

HanMeHoBaHue noapaszaenenus OI'B PC(A),

MHJIEKC JieJia 10 HOMEHKJIAType /€I,

3aroJI0oBOK Jena (ToMa, YacTu);

KpaliHHe 1aThl Jeja (ToMa, 4acTh);

KOJMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHHUS Jiea 1 HOMEP CTaThH MO MEPEUHIO;

apXuBHBIN P nena.

PexBuU3uTHI, MpocTaBisgeMble Ha OO0JIOKKE (TUTYJIBHOM JIUCTE) JIela,
0QOpMIISIOTCS CAEAYIOINUM 00pa3oM:

HaumeHoBaHue OI'B PC(S) yka3piBaeTcs MOJHOCThIO B UMEHHUTEIHHOM IaJ1€3KE
C YyKa3zaHWeM O(UIUaIbHO TMPUHSITOTO COKPAIIEHHOTO HAaMMEHOBAaHMS, KOTOPOE
yKa3bIBaeTCsS B CKOOKax Mociie MOJIHOTO HAMMEHOBaHUS. B cilydasix, Korjja B TeUeHHE
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roga, 3a kKoropelii odopmisitorcss gena, OI'B PC(SI) Obina neperMeHoBaHa
(mpeoOpa3zoBaHa) ¥ 3TO HE BHI3BAJIO BOSHUKHOBEHUSI HOBOT'O (hOHA000pa30BaTeNsl, MO
CTapblM €ro HauWMEHOBaHMEM (3aKJoyaeTcss B CKOOKM) TMIIETCI U HOBOE
HaUMEHOBAHUE;

HAaMMEHOBaHUE TO/IPa3/ICICHUS 3aMUChIBAETCS B COOTBETCTBUM C YTBEPKACHHOMN
CTPYKTYpOH (€ciii B TeUEHUE I'0/la HAMMEHOBAHUE MOAPA3/EICHUS MEHSIOCH UITH JIEJI0
OBUTO TepelaH0 B JPYroil rocyJapCTBEHHBIM OpraH WM JpYyroe Mojapas3eieHue,
CTapoe€ HAMMEHOBAHME 3aKJIFOYAETCS B CKOOKHM, HOBO€ HAMMEHOBAHHME MUIIETCS O]
CTapbIM);

JIeJIOTNPOU3BOJICTBEHHBIN  HOMep  (MHIEKC) Jiefla  MPOCTaBIsieTCS 1O
HOMEHKJIAType JIEJT; €CJIH JIEJI0 COCTOUT U3 HECKOJIILKUX TOMOB, TO Ha 00JIOKKE TTEPBOTO
TOMAa yKa3bIBAETCSl KOJUUYECTBO TOMOB ATOTO JieJia, a Ha MOCISAYIOIMMNX TOMax — HOMEP
OUepEeTHOTO TOMa, Ha TMOCJIEAHEM TOME IOCie €ro Homepa J00aBISIETCS CIIOBO
«IIOCHICTHUI;

3arojIOBOK (HAaWMMEHOBAHHWE) Jieja TIEPEHOCUTCS W3 HOMEHKIATYPhI JIelI,
B HEOOXOJMMBIX CJy4YasX B 3arojIOBOK BHOCATCS YTOYHCHHS: HOMEpa IPHUKA30B,
IPOTOKOJIOB U Ap. Eciin HauMeHOBaHUE Jiejia He PacKPhIBACT COACPIKAHHUE MOIITUTHIX
B HeM JIokymMeHTOB («Pa3Has nepenuckay, «llepenucka mo o6mumM Bonpocam» | T.11.),
COCTaBIIIETCA HOBBIM 3aroJIOBOK JieJia, OTPaXKaroluil coAepKaHue MOAIIUTHIX B JIeJe
JIOKYMEHTOB;

JaTa jena — yKasbIBalOTCS TOA(bI) 3aBECHMsT M OKOHYaHUS Jena
B JIeJIONPOU3BoICcTBE. JlaToM /e, CoepKaluX paclopsIuTENbHYIO JOKYMEHTAIIUIO, a
TakKe JUISL JIeN, COCTOSIIIUX W3 HECKOJBKUX TOMOB, SIBISIOTCS KpallHHE aThl
JOKYMEHTOB JieJia, TO €CTh JaThl (YMCJIO, MECSI], TOJl) PETUCTpPAIlUU (COCTABJICHUS)
CaMOT0 PaHHETO0 M CaMOT0 TO3JHEr0 JOKYMEHTOB, BKIIOUEHHBIX B jeno. [Ipu 3Tom
gucio (aBa 3Haka) W Toj (YeThlpe 3HaKa) 00o03HayaroTcs apabCkuMu Hudpamu,
Ha3BaHUE Mecslla MUIIETCs cI0BoM. Eciu B 1e710 BKIIOUYEHBI JOKYMEHTBI (PUIT0KEHUS
U JIp.), AaThl KOTOPBIX BBIXOJAT 332 KpalHHE ATkl Jeia, TO MO AaTaMu Jieja, ¢ HOBOM
CTPOKH JieTlaeTcsi 00 3TOM 3amuch: «B gene nMeroTcss TOKyMEHTHI 34 ... Toa(bl)». JaTbl
Jiea MOTYT HE YKa3bIBaThCS Ha OOJIOKKE NIell, COAEp KalluX, HAampuMep, TOJIOBbIC
IJIAHBI WIIK OTYETHI, TAK KaK OHU OTPAKAKOTCS B 3ar0JIOBKaX JEI.

Jns nen, copMUpPOBAHHBIX M3 JOKYMEHTOB MO HOMUHAJIBHOMY MPU3HAKY, TO
€CTb 110 BUJaM JIOKYMEHTOB (IIpUKa3bl, paCOPSKEHHU, aKThI U Ap.), 1aTOM Hayasa jela
SBJISIETCS J1aTa MOJMHUCAHUS UM YTBEPKACHUS CAMOr0 PaHHEro JOKYMEHTa, a JaTou
OKOHYaHUS — JjaTa MOANUCaHUS (YTBEPAKACHHUS) CAMOT0 MO3JHEr0 TOKYMEHTA.

Jlatol nmena, coaepXkaimero MPOTOKOJbI 3aCeHaHHMM, SBISIETCS  JaThl
yTBEpXKIEHUS (€CIM OHU YTBEP)KIAIOTCA) WJIM JaThl MEPBOrO U TOCIETHEro
MIPOTOKOJIOB, BKJIFOUEHHBIX B JIETIO.

KpaliHumMu natamMu JTUYHOTO Jeia SIBISIIOTCS JIaThl TIOJAIMMCAHUS TPUKA30B
0 nmpueMe (Ha3HAYCHHHM) U YBOJBHEHHHM (OCBOOOXKIEHUU OT JAOJKHOCTH) JIMIIA, HA
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KOTOpPOE OHO 3aBe/eHO. B ciyuyae cmepTH juna, Ha KOTOPOE 3aBEAEHO JTUYHOE JEIO,
KOHEUHOW JaTOM sIBIsieTCS JlaTa JOKYMEHTA, MOATBEPKAAIOIIETO CMEPTh JIUIA, WU
3aMMch 00 3TOM COTPYAHHMKA KaJpOBOU CITYKOBI.

Jnst nen, comepxkalMx MEpenucKy, AaTOW Hayaia Jena sBigercs JaTa
MOCTYTUICHUS IEPBOTO BXOIAIIETO WU J1aTa IEPBOT0 UCXOIAIIETO JOKYMEHTa, a 1aTON
OKOHYAHUS — JlaTa CaMOro IO3/THETO BXOMSIIEro WJIM HCXOASIIEro JOKYMEHTa
HE3aBHUCHUMO OT MECTa HaXOXJACHUS UX B JIETIE.

KonnuecTBo nmpoHyMepOBaHHBIX B JieJie JIUCTOB MPOCTABISETCS HA OCHOBAHUU
JUCTa-3aBepuTeNs Jena, O0e3 ydera KOJMYECTBAa JIUCTOB BHYTPEHHEH OMUCH
JIOKYMEHTOB JIeJia ¥ JINCTa-3aBepUTEIs Jea.

PexBuzut «Cpok XpaHeHUs Jeia U HOMEpP CTaThbU TMEpeyHs» MEPEHOCUTCS Ha
00JIOKKY JieJia U3 COOTBETCTBYIOIIEH HOMEHKIIATYPHI JIe] TOCIIE CBEPKHU €TI0 CO CPOKOM
XpaHECHUs, yKa3aHHbIM B IEpEeYHE JOKYMEHTOB, OOPa3yIOIIMXCS B JCATEIHLHOCTH
rOCYJapCTBEHHOT'0 OpraHa, C yKa3aHHueM CPOKOB XpaHeHHUs (IIpU BBEJICHUU B JCHCTBHE
HOBBIX TIEPEUHEH JOKYMEHTOB CO CPOKAMU XPAaHEHUS CTapble 3alUCH 3a4ePKUBAIOTCS,
a CBEepXy WM PSAJOM THUIIYTCS HOBBIC JaHHbIE). Ha gemax mocTossHHOrO XpaHEHHs
MUIIETCS: «XPAHUTh TTOCTOSTHHOY.

ApxuBHblii mudp nena (coctouT U3 HoMmepa (oHAA, HOMEpa OMUCH U HOMEpa
Jena 1O ONHCH) Ha OOJOXKKAaX JeJl TOCTOSHHOTO XpPaHEHUS MPOCTABIACTCS
kapannamoM B apxuBe OI'B PC(S) Tonpko mocie BKIIOUEHHS 3THUX JI€]1 B TOJOBBIC
pa3zielibl CBOAHBIX ONUCEH J1eJ, JOKYMEHTOB, yTBepxkAeHHbIX JDIIK.

Ha o06noxkax 1en MOCTOSIHHOTO XpaHEHHs MPEeayCMaTpUBAETCS MECTO A
HanMeHoBaHusl HammonaneHoro apxusa PC(S), B KoTOpsIit OyayT epeaaBaThes Jea.
HaumenoBanuss OI'B PC(S1) wu mnoapasaeneHusi, oA W HOMEpP Jejla MOTYT
MIPOCTABJISATHCS HA 00JIOKKE IITAMITOM.

8.3.3.5. B memsax oOecnedeHuss COXPAaHHOCTH U 3aKpCIUICHHS TOpsaKa
PACIIONOKEHHS JOKYMEHTOB, BKJIIOYEHHBIX B JEJO, BCE €r0 JHUCThI, KPOME UYUCTHIX,
JMCTa-3aBEPUTENS U BHYTPEHHEN OMKUCH, HYMEPYIOTCS B pa3BEPHYTOM BHUJI€ apaOCKUMU
mudpamu, BajdoBOM Hymepanued. YucTeie JUCTHI W3 Jena usbiMatorcs (6e3
MOBPEXKACHUS LETOCTHOCTH JieJla) U YHUUYTOXKATCs. JIMCThI HyMepyrOTCsl IPOCTHIM
KapaHJallloM CBEPXY BHHM3 B BO3pACTAIOIIEM IMOPSIKE HOMEPOB, HAUMHAS C MEPBOTO.
[udbper mpoCTaBIAIOTCS B MPAaBOM BEPXHEM YIJIy JIMCTAa, HE 3aJeBasi TEKCTa
JOKYMEHTOB. JIMCThI BHYTpEHHEN OMUCH HYMEPYIOTCS OTZIEIIBHO.

JIuCTHI A€, COCTOSAIIUX U3 HECKOJIBKUX TOMOB, HYMEPYIOTCS MO KaXIAOMY TOMY
WM 4YacTU OTHAENIbHO, HauuHasg ¢ nepBoro. llpuioxeHus K neny, MOCTYNUBIINE B
neperieTe, 0pOpMIISIIOTCA KaK CaMOCTOSITEIbHbIE TOMAa U HYMEPYIOTCS OTAEIBHO.

JIOKyMeHTbI ¢ COOCTBEHHOM HyMmepalueil JTUCTOB, B TOM YHCIJE IE€YaTHbIC
W3/1aHUs, HYMEPYIOTCS B OOIIEM MOPAJIKE WM COXPAHSIIOT COOCTBEHHYIO HyMEpalltIo,
€CJIM OHAa COOTBETCTBYET MOPSIAKOBOMY PACIIONIOKEHUIO JTUCTOB B JIETIC.
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®dotorpadun, yepTexKH, JAUATPAaMMbl U JIPYTUE€  WILIIOCTPATHUBHBIC
U crienipruyecKkrue JOKYMEHTHI, MPEACTaBISIONINE CAMOCTOSITEIbHBIA JUCT B JIEIIE,
HYMEPYIOTCS Ha 0OOPOTHOM CTOPOHE B JIEBOM BEPXHEM YTIIy.

CnoxxeHnblit TucT 60mbiioro ¢popmara (popmarta A3, A2) pazBopauuBaercs U
HyMEpYEeTCs B PABOM 4acTH BepXHETo noJs gucta. [Ipu sTom juct iaroboro gpopmara,
MOJIIUTBIA 3a OJWH Kpad, HYMEPYETCS KakK OJWH JIUCT; a JIMCT, CIIO)KEHHBIA U
MOAIIUTBIN 32 CEPEAUHY, MOJJICKUT MEPEIIUBKE U1 HYMEPYETCs KaK OJIUH JIUCT.

JIucT ¢ HakJIeeHHBIMU TOKyMeHTamu ((potorpadusimMu, BeIpe3KaMu, BHITTUCKAMU
U JIp.) HyMepyeTcsl KaK OJMH JIUCT;, B HIXKHEH 4acTH WM Ha 000OpOTE TAKOro JUCTa
JIeNaeTCsl OMUCh HAKJIGCHHBIX HA HETO JOKYMEHTOB. Bo BHyTpeHHE! OMUCH U B JIUCTE-
3aBepUTEsIe B KOHLIE JIela O TaKUX JUCTaxX jenaercs oroBopka. Hanmpumep: «Ha nucre 6
HakJjeeHo 5 ¢oTtorpaduil coraacHO OMUCU Ha 000POTE JIUCTAY.

Kaptel 1 cxembl, CKJIE€EHHbIE U3 HECKOJIBKHX JIUCTOB, HYMEPYIOTCS KaK OJWH
auct. Ha Ttakux nuctax Ha 000OpOTE WJIM CBOOOJHOM OT TEKCTAa MECTE yKa3bIBaeTCS
KOJIMYECTBO JINCTOB B CKJIeHKe. Bo BHyTpeHHEH ONUCH U B JIUCTE-3aBEPUTEIIE Jiesia O
TaKUX JIMCTaX Jenaercsa oroBopka. Hampumep: «Jluctr 7 — kapTa-ckieilika u3
10 nucToBy.

Ecim k nokyMeHTy (JIMCTY) MOJKJIEEHbl OAHUM KpaeM APYrue JTOKYMEHTBI
(BCTaBKM TEKCTa, TEPEBOJbI, BBIPE3KHU, CIPABKU MU JAp.), TO KaKIBIA JOKYMEHT
HYMEPYETCS OTNIEIbHO, OYE€PEIHBIM MOPSIAKOBBIM HOMEPOM.

[ToammTeie B €710 KOHBEPTHI C BIOKEHUSIMU HYMEPYIOTCS: BHa4aJle KOHBEPT, a
3aTeM OuYepeHbIM HOMEPOM KaKIo€ BJOKeHHWE B KoHBepTe. Hambosee neHHble B
UCTOPUYECKOM U XYJIOKECTBEHHOM OTHOILIECHHM JOKYMEHTHI (YEpPTEXKHU, PYKOMHUCH,
rpaduka u Ap.) He MOAIIUBAIOTCA, @ BKJIA/IBIBAIOTCS B KOHBEPTHI.

Ecnu B HymMepanuu nucTtoB nomymieHo 6osee 10 omuboK, Bce Ae10 HyMepyeTcs
3aHOBO. [Ipu 3TOM cTapbie HOMEpa 3a4EPKUBAOTCS OJTHOM HAKIIOHHOW Y€PTOH U PAIOM
CTaBUTCS HOBBIM HOMEp JUCTa. B KOHIIE ena COCTaBISETCS] HOBBIM JIUCT-3aBEPUTEID
nena, py 3TOM CTapblid JTUCT-3aBEPUTENb 3aUYEPKUBAECTCS, HO COXPAHSAETCS B JIEJIE; BO
BHYTPEHHIOIO OIHCh TAaK)KE€ BHOCATCS WCIPABICHUS WM BHYTPEHHSS OIUCH
COCTaBJISIETCS 3aHOBO.

[Ipy HanuuuuM OTAENBHBIX OMMUOOK B HyMEpallud JUCTOB B Jelax Ipu
noAroToBke ux K caaye B apxu OI'B PC(S1) nomyckaercs o coriacoBaHUIO C apXUBOM
ynoTpeOieHue TUTEPHBIX (C OYKBEHHBIMU JOTOJHEHHUSIMU) HOMEPOB JIUCTOB.

8.3.3.6. Iocne 3aBepiieHrs HyMepaIuy JJUCTOB COCTABIISETCS JIUCT-3aBEPUTEIb
nena (3aBepuTeNbHas HAAMKChH), TOMEIAEMbIi B KOHIIE Jiejia TI0 YCTaHOBJICHHOH (popme
(mpuaoxenue Ne 27). B nucre-3aBeputesic muPpaMd W TMPOIHUCHIO  YKa3bIBACTCS
KOJIMYECTBO JIUCTOB B JIAHHOM JIeJ€, OTMEYaloTCsl OCOOEHHOCTH OTAEJbHBIX
JOKYMEHTOB (uepTexu, (ororpaduu, pUCyHKH U 1p.) U (PU3UUYECKOTO COCTOSIHUS
JIOKYMEHTOB (ITOMapKH, HEPA300PUMBBIA TEKCT, TOPBAHHBIE JIUCTHI U JIP.).
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JIucT-3aBepuTeNb MOAMUCHIBACTCS €T0 COCTABUTEIEM C YKa3aHUEM JOJKHOCTH,
pacunpoBKU MOAMKUCHU U JaThl COCTABJICHUS.

8.3.3.7. lns yuyera NOKYMEHTOB ONPEEICHHBIX KaTEeropuid MOCTOSHHOIO M
BpeMeHHBIX (cBbImIe 10 JIeT) CpPOKOB XpaHEHHUs, Y4Ye€T KOTOPBIX BBI3BIBACTCS
cnenu@ukord maHHOW JOKyMeHTanuu (0co00 IIEHHBIE, JUYHBIC, CyJIeOHbIE Jena,
MaTepualbl YrOJOBHBIX €], JIeJila O MPUCYKICHUN YUYEHBIX CTEMEHEeW U MPUCBOCHUU
YUEHBIX 3BaHUH, Jiesia ¢ TOKYMEHTaMU OTPaHUYEHHOTO JOCTYIa U Jp.), COCTaBIsAETCS
BHYTPCHHSISI ONUCH IOKYMEHTOB jieia (mpuJjiokeHune Ne 28).

BHyTpeHHsIs onmuCh JOKYMEHTOB Jiejla COCTABIISIETCSl TAaK)Ke Ha O0OBEMHBIE Jena
MOCTOSIHHOTO ¥ BpeMeHHBbIX (cBbiie 10 JeT) CpOKOB XpaHEHUs, €CJIU OHHU
chopMUpOBaHbl TI0 PAa3HOBUJIHOCTAM JOKYMEHTOB, 3arojlOBKM KOTOpPBIX HE
PaCKpBIBAIOT KOHKPETHOE COJIEpKAaHUE IOKYMEHTOB, B IIEJISX y4eTa u 0oJiee ObICTPOro
HAXOXJICHUsI JOKYMEHTOB B jejie. Bo BHYTpPEHHIOIO OMUCHh IMOMHUMO JIOKYMEHTOB,
MOJIIUTHIX B JIEJIO, TOKHBI ObITh BHECEHBI M BCE OTHOCSIIHMECS K HUM IPHIOKEHUS.
Ha ocHoBanuM JIOKaJIbHBIX HOPMATUBHBIX AKTOB BHYTPEHHSISI ONTUCH IOKYMEHTOB JIeJia
MOKET COCTABIISTHCA U JIJIsL IPYTUX KaTerOpui Je.

JlucTel BHYTpEHHEM ONMCH MOAIIMBAIOTCS B Hadale jnaena. Eciau  geno
NEePerIeTeHO WK MOAIUTO 0€3 BHYTPEHHEH ONUCH JOKYMEHTOB, TO COCTaBJIEHHAs I10
YCTaHOBJIEHHON (opMe BHYTPEHHSsSI ONKHCh HAaKIEHWBAEeTCd 3a BEpXHUM Kpai
K BHYTPEHHEH CTOpPOHE JTUIEBOI 00JI0KKH JieTa.

BHyTpeHHsI onMCh AOKYMEHTOB [I€Jla COJIEPKUT CBEICHUS O MOPSIKOBBIX
HOMEpax JOKYMEHTOB JIela, UX UHJIEKCaX, AaTaX, 3arojJ0BKaX U HOMEpax JINCTOB JIeNa,
Ha KOTOPBIX PACHOJIOKEH KKl JOKYMEHT. K BHYTpEeHHENH ONKUCH JOKYMEHTOB JIeya
COCTaBIIIETCA WTOTOBas 3alKCh, B KOTOPOW YKa3pIBaeTCs HUPPaMH U TPOIHUCHIO
KOJIMYECTBO BKJIOUEHHBIX B HEE JOKYMEHTOB, MPHJIOKEHUU K JEIy U KOJIUYECTBO
JINCTOB BHYTPEHHEW OTHUCH.

[Ipu u3MeHeHnu coctaBa TIOKYMEHTOB Jiefia (U3bSITUHU, BKIIFOYEHUU JTOKYMEHTOB,
3aMeHe WX KOIUSAMH U JIp.) 3TH U3MEHEHHS OTPa)Kal0TCs BO BHYTPEHHEH OMUCH B rpade
«IIpuMeuanue» cO CChUTKAMH HA COOTBETCTBYIOIIME aKThl U MPH HEOOXOAMMOCTH
COCTaBJISIETCA HOBAsi UTOTOBAsl 3aMKCh.

BuyTpeHHsIsT omnuch JAOKYMEHTOB Jejla MOJIMNHUCBHIBAETCS COCTaBUTEIEM
C YKa3aHUEM JOJDKHOCTH, paciIu(POBKHU MOAMKCH U JIAThI COCTABICHUS.

8.3.3.8. JlokyMeHTHI B JieJlaX IOCTOSTHHOTO, BpeMeHHBIX (cBbimie 10 j1eT) cpokoB
XpaHEHUsT M MO JIMYHOMY COCTaBy MOJIIMBAIOTCS B YEThIPE MPOKOJA MPOYHBIMU
HUTKaMU B TBEP/1YI0 OOJI0KKY M3 KAPTOHA UJIU MEPEIUIETAIOTCA C Y4€TOM BO3MOKHOCTH
CBOOOTHOTO YTEHUS TEKCTa BCEX IOKYMEHTOB, J1aT, BU3 M PE3OJIIONHI HAa HUX. TEeKCT He
JIOJKEH MOAXOUTh K JIMHUU TOAIIUBKHY (TIepersieTa) Oamxe 2 ¢M, a JIUCThI HE TOTKHBI
BBICTYNaTh 3a Kpasi oOJOKKU. B ciyuasix, Korja TEKCT Ha JOKYMEHTE PacCIOJIOKEH
OJIM3KO K Kparo JINCTa, K TAKOMY JIUCTY MOJIKJIEMBAETCA MOJIOCKa Oymaru, 3a KOTOPYIo
JOKYMEHT MOIINBaeTCs (MeperieTaercs) B JAeO.
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Pezonmonuu  pykoBOACTBA, BU3BI, COCTABIICHHBIE HA OTACJIBHBIX JIHCTAX,
pa3MmeniaroTcs nepea A0KyMEHTOM, K KOTOPOMY OHU OTHOCATCS, U B TAKOM MOPSIKE
MOAIINBAIOTCS B JIETIO.

[Ipu moaroToBke Aen K NOAMMBKE (TIEPEIUIETY) MPOBEPAETCS MPABMIBHOCTh UX
dbopmupoBanusi, opopmMieHus, METaUIMUYECKUE CKperieHus (OynaBKH, CKPENKH) U3
JIOKYMEHTOB YIAJISIOTCS.

B nenax mocTossHHOTO XpaHEHUs MOJICKAT U3BATUIO TyOJIETHBIC dK3EMIUISIPHI
JIOKYMEHTOB, YEPHOBUKH, HEO(POPMIICHHBIE KOTMU JTOKYMEHTOB U HE OTHOCSIIHECS K
BOIIPOCY JTOKYMEHTBI C BDEMEHHBIMH CPOKaAMU XPaHEHUS.

Jlena TOCTOSIHHOTO XpaHEHHUs, COCTOSIIIME M3 JOKYMEHTOB 0CO00# HaydHO-
UCTOPUYECKOM, XYOKECTBEHHOM M WHOM LIEHHOCTU WU HEPOPMATHBIX JTOKYMEHTOB
(kapThl, CXEeMbl, IUIAHbI, YEPTEKH, (POTOCHHUMKH M JAPYrHe JTOKYMEHTBI OOJIBIIOrO
dopmarta), B 1eIIX UX COXPAHHOCTU U yJ00CTBa MOJIb30BAHMS HE TOMAIIMBAIOTCS B
7iena, a XpaHsaTCs CIIOKEHHBIMU B 3aKPBITHIX TBEPJIBIX TMAINKax C TpeMs KJlaraHaMH U C
3aBsI3KaMM WM B KApTOHHBIX PyTispax (KOpoOKax) B KaueCTBE MPHUIJIOKESHUM K JeIaMm.
Ha kaxnyro nmanky (KopoOKy) COCTaBIISIETCS BHYTPEHHSISI OMMCh HAXOJSIIUXCS B HEH
JIOKYMEHTOB.

Eciu B geno B xome ero ¢opMupoBaHus ObUIM MOIIIUTHl JOKYMEHTHI C
Pa3TUYHBIMUA CPOKAMU XPaHEHUs, TO JIEJI0 paclIuBaeTcss 1 POPMHUPYIOTCS HOBBIE JI€Ta,
UCXOJ M3 CPOKOB XpaHEHUs JOKYMEHTOB. lIpy 3TOM JOKYMEHTHI C MCTEKIIHMH
CPOKaMHU XpaHEHHUs YHUUTOXKAIOTCS N0 aKTy B YCTAHOBJIEHHOM IOPSIKE.

OO6noXKM J1e71 C JOKyMEHTaMH, HMCIOJHEHHBIMH Ha CTaHJAPTHBIX JHUCTaX,
JTOJDKHBI  UMeTh  pasMepbl 229 X 324 mm.  OOJIOXKKH 1€ ¢ JOKYMEHTaMH,
U3rOTOBJIEHHBIMM  HA  HECTAHJApPTHBIX  JIUCTAX, MOLYT HMMETh  pa3Mephl,
COOTBETCTBYIOILIUE pa3MepaM MOAIIUTHIX B HUX JIUCTOB.

OO610KKH J1eJT C TOKYMEHTaMH, UMEIOIITUMU JTUTENIbHBIC (25 1 6oJiee JIeT) CPOKH
XpaHEHHUs, JODKHBI OBITh M3TOTOBJIICHBI M3 TBEPJAOTO KapToHa. [[is oOmoxexk med,
CIaBaeMbIX Ha TOCY/IapCTBEHHOE XpaHEHUE, IPUMEHAETCS OECKUCIOTHBIN KapTOH.

Jlns mpegoxpaHeHHs JOKYMEHTOB OT MEXaHMYECKON NOpYd Ha TEPBOM U
MOCJEAHEM JIMCTaxX JieJia, TOMa Mepe] MPOIIMBKONM HAKIJIEUBAIOTCS MOJOCKU TOHKOTO
KapTOHA, Yepe3 KOTOPBIE U MPOITYCKAETCS LIHYP.

[Tpu opopmaeHun nea MPUMEHSITh KaHIICIAPCKUH (CHIIMKATHBIN) KIIeH, MyYHOU
Y KpaxMaJbHbIA KJIEUCTEPHI HE JOMYCKATCS.

8.3.3.9. IloaroroBka 3JIEKTPOHHBIX TOKYMEHTOB K niepenade B apxus OI'B PC(S1)
ocyuiecTBisieTcsi B cooTBeTcTBUU ¢ lIpaBunmamu 2023. DneKTpOHHBINM apXUBHBIN
JOKYMEHT, IMepe/laBaéMblii Ha apXWBHOE XPAHEHHE, COCTOUT U3 CIEAYIOIIHNX
CTPYKTYPHBIX 3JIEMEHTOB:

a) ¢aii OCHOBHOM YacTH 3JIEKTPOHHOTO JoKymMeHTa (B popmare PDF/A);



113

0) aitibl  MpPWIOKEHU K  JJIEKTPOHHOMY JOKYMEHTY B  (opmartax,
MpeIHA3HAYECHHBIX ISl TEKCTOBBIX, TAOIMUYHBIX, IPaUUECKUX U CTPYKTYPUPOBAHHBIX
JaHHBIX, Ay TMOBU3YaJIbHBIX JOKYMEHTOB (IIPU HAJIUYUH);

B) (hailJibl AIEKTPOHHBIX MOANUCEH (MIPU HATUYUN);

r) aitn omnucaHus, COAEP)KALIETO PErucTPAllMOHHO-YUYETHbIE CBEACHHUS O
JIOKyMEHTE (METa/IaHHbIE).

B ¢aiin onucanus Kaxa0ro 31€KTPOHHOTO apXMBHOIO JJOKYMEHTA JI0JKHA OBIThH
BKJIIOUEHA CIIEAYIoIasi HHPpOpMalus:

a) Jlata U PerucTpalMoOHHbI HOMEp;

0) Bu;

B) 3ar0JIOBOK K TEKCTY WJIM aHHOTAIU;

I') CBEJICHUS O PEXKHUME JIOCTYIIA;

1) CBEICHHsI O COIJIACOBAHMM M TOpYy4YeHHs (pEe30JIOLMU), B CIIydae ecld
yKa3zaHHasi ”HGOpMaIMs HE MPECTABISIETCS CaMOCTOSITENIbHBIMU (haiiamu;

€) pe3yabTaT NPOBEPKU IEKTPOHHOU MOATHKCH;

K) oOuuii 00beM (haitsios (B OaiiTax);

3) HAMMEHOBaHus (HailyIoB, 1aThl U BpEeMs UX MOCJIEAHEr0 U3MEHEHUs, 00beM B
Oamitax, popmatsl (paitios;

M) UHJIEKC JieJia IO HOMEHKJIAType JIe;

K) 3aroJIOBOK Jiejia 10 HOMEHKJIAType Aell;

) CPOK XpaHEHUS;

M) IOMOJIHUTEIbHAS HECTPYKTypUpOBaHHAs HHpopManus (KOMMEHTapuid,
pUMEYaHue);

H) HOMEpa CBSI3aHHBIX OMUCEH /e, HOMEp JieJia IO OMUCH eI

8.4. YHMUTOKEeHUE JOKYMEHTOB U /1eJI ¢ HCTeKIIUMH CPOKAMM XpPaHEeHHUs

8.4.1. loxymeHThl BpeMeHHBIX (10 10 JeT BKIIOYMUTEIHHO) CPOKOB XpaHEHUS
XpaHIATCSA B CTPYKTYPHBIX MOAPA3ACICHUSAX U MO UCTEUCHHH CPOKOB UX XpAaHEHUS,
MOCJI€ MPOBEICHUS] SKCIIEPTU3bI LIEHHOCTHU MOJIEKAT YHUUTOXKEHUIO B YCTAHOBIEHHOM
MOPSIAKE.

8.4.2. Ha nmena ¢ ucrekmmmu cpokamu Xxpanenus nojapaszaenenus OI'B PC()
COCTaBJISIIOT MPEJIOKEHHSI K aKTy O BBIJICJICHUU K YHUUYTOKEHHUIO JTOKYMEHTOB, HE
MO/JIeKAINX XpaHeHWI0 1o ¢dopme akrta, ycTaHoBieHHoro [IpaBumamu 2023
(mpuoxenue Ne 29).

Cnyxx0a [memompoW3BOJCTBA HA OCHOBE MPEMJIOKECHHA MOApa3IeIeHUN
COCTaBJISIET CBOJIHBIM aKT O BBIJICJICHUU K YHUUTOXXEHUIO JOKYMEHTOB, HE MOJICKAIINX
XpaHeHHIO (mMpuitokenne Ne 29).

8.4.3. [lena BKJIFOYAIOTCS B aKT, €CIIM YCTAHOBJIICHHBIN JJII HUX CPOK XPaHEHUS
UCTeK K 1 sHBaps rojla, B KOTOPOM COCTaBJICH akT (Hampumep, 3aKOHUCHHbIC
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B 2020 rony nena ¢ 5-JI€THUM CPOKOM XpaHEHUS MOTYT OBbIThb BKIIIOYEHBI B aKT,
cocTaBlieHHbIN He paHee 1 suBapsa 2026 r.).

JlokymeHnTel ¢ orMeTkon «JOIIK» mnpomenmmue sKcnepTu3y LEHHOCTH,
BKJIIOYAIOTCS B @KT O BBIACJICHUHM K YHMUTOXXEHHUIO JTOKYMEHTOB, HE MOJJIEKAIIUX
XpaHeHuto, npu 3ToM otTMeTka «IIIK» B akTe He yka3biBaeTcs.

AKT O BBIJICJICHUHM K YHUYTOXXKCHHUIO IOKYMEHTOB, HE TIOJJICKAIUX XPaHEHUIO,
KaK MpaBwio, coctarisieTcs Ha aena Bcero OI'B PC(S) (mpu sToM nena KaXaoro
MOJIPA3/IENICHUsI COCTABISIOT CAaMOCTOSATENBHYIO TPYIIY 3arojOBKOB, a 3aroJIOBKU
OJTHOPOJHBIX €], OTOOpPAaHHBIX K YHUYTOXXEHHUIO, MOTYT OBITh BHECEHBI B aKT O]l
OOLIMM 3aroJIOBKOM C YKa3aHHEM KOJIMYECTBA JI€J, OTHECEHHBIX K JaHHOU rpyIie).

OTO6Op MOKYMEHTOB K YHUYTOXKEHHUIO M COCTaBJIEHHE aKTa O BBIJIECJICHUU
K YHUYTOXKEHUIO JOKYMEHTOB, HE MOMJEXKAIIUX XPAHEHHUIO, MPOU3BOAMUTCS IOCHE
COCTAaBJICHHUS CBOJHBIX OMUCEHN eI MOCTOSTHHOTO XPAHEHHs 32 TOT e MEPHO/I.

AKT O BBIJICJICHUHM K YHUYTOXXCHHUIO IOKYMEHTOB, HE TIOJJICKAIUX XPaHEHUIO,
paccmarpuBaetcsi Ha 3acenanuu [[OK/OK OI'B PC(S) m OIIK omHOBpeMEHHO ¢
ONMUCSIMU JIeJ, JJOKYMEHTOB MOCTOSHHOTO XpPAaHEHHUS W MO JIMYHOMY COCTaBy, 3aTeM
yrBepxkaatorca pykooaurenem OI'B PC(S) (ero mepBbIM 3aMecTUTENIEM).

YHUUYTOKEHUE JTOKYMEHTOB [JI0 yTBepxkaeHusa Ha 3aceganun OIIK u
pykoBoautenaeM OI'B PC(S) akta o0 BbIAEIEHUN K YHUYTOKEHUIO JOKYMEHTOB, OTTUCEH
Jie]1 IOCTOSTHHOTO XPaHEHUS U IO JINYHOMY COCTaBY 3alpeliaeTcs.

8.4.4. JlokyMeHTBI, Jena, TMOJUIeKalMe YHUUYTOXKEHHUIO, TMepelaroTcs B
OpraHu3allvio, 3aHUMAIONIYIOCS TMepepabOTKON BTOPCHIPbS, IOCIE YTBEPKICHUS
pykoBoguteneM OI'B PC() akta O BBIIEIEHUHM K YHUUYTOXXEHUIO JOKYMEHTOB, HE
NOJJIEKAIUX XPAHEHUIO.

JIOKyMEHTBI, coOJepXalue MEepCOHANbHbIE [aHHBbIE, HMEIOIIHE IOMETKY
«Ins  cayxeOHOrO  TONB30BaHUS», a TaKkKe coJepKamue HHPOPMAIUIO
OTPAaHWYEHHOI'O0 JOCTyHa, JOJKHBI yHuUuYTOokaTkca B OI'B  PC(A) nyrem
MEXaHWYECKOT0 U3MENIbUEHHUS (IIPEAUPOBAHNUS ) UM UHBIM CIIOCOOOM, UCKITFOUAIOITUM
BO3MOXKHOCTh BOCCTAaHOBUTb COAEPKAHUE JOKYMEHTOB. bByMakHble OTXOIbI
IIEPENAOTCS B OPraHU3aLNI0, 3aHUMAIOLYIOCS I1epepabOTKON BTOPCHIPHSI.

JIOKyMEHT, MOATBEPKIAIOMUNA (DAKT yTHIU3AIMH, TPUKIAIBIBACTCS K aKTy O
BBIJICJICHUU K YHUUTOXKEHUIO JOKYMEHTOB, HE MOIEXKAIINX XPAHEHUIO.

8.4.5. Ha snexkTpoHHBIE TOKYMEHTHI, HE TIOJIJICKAIINE XPAHEHUIO, COCTABIISCTCS
OT/EJIbHBIN aKT.

DONEKTPOHHbIE AapXWBHBIE JOKYMEHTBl C UCTEKIIMMH CpPOKAMHU XpaHEHUs
YHUYTOXKAKOTCA MPOTPAMMHO-TEXHHUUYECKUMH CPEJCTBAMH C COOTBETCTBYIOILEH
OTMETKOM B aKT€ O BBIJICICHUM K YHUYTOXKEHUIO DJJIEKTPOHHBIX JIOKYMEHTOB.
ONEKTPOHHbIE JOKYMEHTBl CUUTAIOTCS YHUYTOKCHHBIMHU, €CJIM UX HEIb3s
BOCCTAHOBUTH CpeACTBAMU MH(GOPMALIMOHHOW CUCTEMbI HA HOCUTEIISIX UHPOPMAIUU U
nu3 pesepBHbIX kKomui. B CXDOJl momkHBI ocTaBathCcs mMHMOpMaIus o0 MHIAEKCAx U
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3aroJOBKaxX JJICKTPOHHBIX M€, MOPSAKOBBIX HOMEpax (MO OMUCHU AIIEKTPOHHBIX
JIOKYMEHTOB), JlaTa M PETUCTPALIMOHHBIA HOMEpP akTa, M0 KOTOPOMY OHHM ObLIU
YHUYTOXCHBI.

8.4.6. AKTBI O BBIJICJICHUM K YHUYTOXKECHUIO JOKYMEHTOB, HE MOJJICKAIIUX
XpaHEHUIO, XPaHATCA MOCTOSHHO B jienie apxuBHoro gonaa OI'B PC(A).

8.5. Ilepenaua nes nHa xpanenue B apxus OI'B PC(51)

8.5.1. ApxuBHBIC JOKYMEHTHI TOJJICKAT mepeaade Ha Xxpanenue B apxuB OI'B
PC() He panee yem uepe3 OJMH TOJ M HE MO3JHEE YEM uepe3 TpHU Toja Mocie
3aBepIlIEHUs JIeN B JIeJONPOU3BOACTBE. JIMUHBIE [1eia rocyJapCTBEHHBIX TPaXIaHCKUX
CIIy’KallluX, YBOJEHHBIX C TOCYJApCTBEHHON Tpa)kIaHCKOW CiyKObl MepeaaroTcs B
apxuB OI'B PC(S) no ucreuenun 10 €T co THS YBOJIBHEHUS.

8.5.2. Tlepenaua nen Ha xpanenune B apxuB OI'B PC(S) ocymiectBisieTcs: mo
rpaduky, COriIacOBaHHOMY C PYKOBOJMTEISIMU CTPYKTYPHBIX TMOJApA3IeNeHUu u
yTBepkaeHHOMY pykoBoautenem OI'B PC(4).

[Tpuem-nepenaya nen npousBoautcs Ciyk00M AeNIONpPOU3BOACTBA (JTUIIOM,
orBeTcTBeHHBIM 3a apxuB OI'B PC(Sl) B mpucyTCTBUM COTpYyIHHKA CTPYKTYPHOTO
nojapaszeneHus. B oTMeTke o mpueme en B KOHIE KaKJI0ro SK3EMIUIApa OMUCH eI,
YKa3bIBAIOTCS KOJUYECTBO (DaKTUUECKH MPHUHATHIX JI€], HOMEPA OTCYTCTBYIOUIUX e,
JaTa mpueMa-repeadn J1edl, a TaKkKe MOJIMUCH U pacIuPOBKU MOAMUCENH YKa3aHHBIX
COTPYAHUKOB.

8.5.3. Ilpu mpueme-nepenade aein, CoASpKaIMX JOKYMEHTHI Ha OyMaKHOM
HOCHTEJE, IPOBEPSIOTCA:

a) COOTBETCTBHE 3arojlOBKa JIeJia 10 OMUCH JIeNl CTPYKTYPHOrO MOAPA3AEICHUS
COJIEp’KaHUIO JOKYMEHTOB B JIETIE;

0) mpaBUILHOCTh OGOPMIICHUSI M TPYNIUPOBKH JOKYMEHTOB, BKIIOUCHHBIX B
1eo;

B) KaueCTBO MOJIMBKYU U MEperieTa aena;

I') IPaBWIBHOCTh HyMEpaUHU JUCTOB J€Na;

1) IPaBUJIBHOCTh COCTABJICHUS BHYTPEHHEH OMUCHU JOKYMEHTOB Jeia (Ipu
HaJIMYHH );

€) MPaBUIBHOCTH OPOpMIICHUS OOJIOKKH JIeTIa;

) HAJIMYKE U MPABUIBHOCTD 3alI0JIHEHHUS JIUCTA-3aBEPUTENS Jea.

B cayuae oOGnapyxeHus HapyuieHus GopMupoBaHus U 0OpMIICHUS JENI OHU
JOJIKHBI OBITh YCTPAHEHbI PAOOTHUKOM CTPYKTYPHOTO MOAPA3ACICHUSI.

8.5.4. [Ipuem JIOKYMEHTOB u3 MOJIBEIOMCTBEHHBIX OpraHu3aui
OCYILIECTBIISIETCSI HA OCHOBAaHUU PACIOPSIUTEIbHBIX JOKYMEHTOB MPUHUMAIOIIECH U
Mepearollei CTOPOH IO OMUCSM JIe] B OPSIAKE, aHAJIOTUYHOM MOPSJIKY Mepeayuu el
Ha xpaHeHue B apxuB OI'B PC(S) u3 cTpyKTypHBIX OApa3AEICHHUIA.
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8.5.5. XpaHeHue »3IEKTPOHHBIX APXMBHBIX JOKYMEHTOB OCYILECTBISETCS B
CXB. OI'B PC(S) ob6s3an obecnieunBaTh 3alUTy MHQOpPMALUMU U MEPCOHAIBHBIX
JNaHHbIX, coaepxkamuxcs B CXDJ[ B cooTBETCTBUU C 3akoHOAATENBCTBOM PD. CXD]]
MH(OPMAIIMOHHO U (YHKIMOHAIBHO JOJXKHA ObITh coBMectuMa ¢ ECOJl n uHbIMH
MH(OPMAIIMOHHBIMUA CHUCTEMaMHM TOCYJAapCTBEHHBIX oOpraHoB u HauuonanpHOro
apxuBa PC().

8.5.6. DIIEKTpOHHBIE apXUBHBIE JOKYMEHTBI IIEPENAIOTCS HA ADXUBHOE XPAHECHHE
B CXDJl mnocpenctsoM HHPOPMAMOHHO-TEIEKOMMYHUKAIIMOHHBIX CETEH MO0
3alllMIIEHHBIM KaHanaMm cBsi3u. [Ipu npueme-nepenaye B CXD /[ 1OMKHBI BKIIOYATHCS

a) 2JIEKTPOHHbBIE APXUBHBIE TOKYMEHTHI;

0) perucTpalMOHHO-y4ETHbIE CBEJIeHUS (MeTaJaHHbIe) DIEKTPOHHBIX apXUBHBIX
JOKYMEHTOB;

B) PETUCTPAIIMOHHO-YYETHbIE CBEACHUS 00 IEKTPOHHBIX JIeax;

I') PETUCTPALIMOHHO-YYETHBIE CBEJICHUS 00 OMUCAX DJIEKTPOHHBIX JJOKYMEHTOB.

[Ipuem He ocylIecTBIsETCS B Clydae, €CJId TP MTPOBEPKE BHISBICHBI HETIOJIHOTA
COCTaBa PETUCTPAIMOHHO-YUYETHBIX CBEJICHUN (METaJaHHbIX), pa3nuyne uHpopmauu
B 2JIEKTPOHHOM JIOKYMEHTE U B PErHMCTPAIlMOHHO-YUYETHBIX CBEJICHUAX (METaJaHHBIX),
HEBOCTIPOU3BOJIUMOCTh  DJIEKTPOHHBIX  JOKYMEHTOB, HaJIW4h€ BPEIOHOCHOTO
IPOrpaMMHOr0 oOecrieueHust (BUpYCOB), GOpMUPYETCS YBETOMIIEHHE 00 OLIHNOKE.

8.5.7. Ilpu nukBupanuu (peopranusamnuu) moxapazaeneHus OB  PC(A)
PYKOBOIWUTEIh W JCIIONPOU3BOAMUTENM  MOApA3NENEHUs,  JHUKBHIUPYEMOTO
(peopranuzyeMoro) moapa3feieHus] B TIEpUOJA MPOBEACHUS JTUKBUIAAIIMOHHBIX
MEPOIPUATUHN (MEPOTPUATHIA TTO PEOPraHU3aLIUN) 00ECTICUNBAIOT (POPMUPOBAHUE BCEX
UCIIOJIHEHHBIX JOKYMEHTOB B Jieia, odopmiieHue Aen u nepenady ux B apxuB OI'B
PC(S) HezaBucHMO OT CPOKOB XpaHEHUs (TP JIUKBUIAIIUH ) TUOO B COOTBETCTBYIOIIHE
nonpasneneHuss (B ciaydae peopranuzanuu). Ilepemada gen ocCylIecTBISETCS IO
OMHMCSIM (Z1€71a TOCTOSSHHOTO U JIOJITOBPEMEHHOIO CPOKOB XpaHEHHs, B TOM YHCJIE IO
JUYHOMY COCTaBYy) W HOMEHKJIatypam jaein (mena BpemeHHoro (mo 10 ;mer) cpokoB
xpanenus). [Ipuem-nepenaya nea ohopmisieTcs: akTOM.

8.5.8. [lpuem-niepesaua Jen MOCTOSHHOTO U JOJITOBPEMEHHOTO XpaHEHUs B
Hauuonanensiii  apxuB PC(S) ocymecTtBisieTcss 1O  HCTEYEHUIO  CPOKOB
BesloMcTBeHHOTO XpaHeHusi B apxuBe OI'B PC(S) na OymaxkHoMm Hocutene. Dakt
nepesadn Aesl MOCTOSHHOIO U JOJTOBPEMEHHOI'O XpaHEHHs O(QOpPMIIIETCS aKTOM,
KOTOPBIN XpaHUTCS B HAOIIOAATEIbHOM Jiene (hoHaa.
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9. U3rorosiieHue, yueT, HCIOJb30BAHUE, XPAHECHHE
U YHMYTOKeHUe nevyareil, ITAMIOB, (pakcuMuJie, 0JJAHKOB JOKYMEHTOB,
HOCHTEJICH JIEKTPOHHBIX NOANUCeH
9.1. lleyaTn, mramnel, GpakcuMuIIe

9.1.1. UsroToBnenue, HMCHOJIb30BAHME, XPAHEHUE U YHUUYTOKEHUE IedaTe,
mTamIoB, (akcummwie u OJaHKOB C BocpousBeaeHueM ['ocynapctBeHHOro repOa
PC(s1) B OI'B PC(S) ocymiecTBIsItOTCS B COOTBETCTBUM C 3aKOHOJATENLCTBOM PD u
PC(4).

9.1.2. [leyatu W wWTaMObl M3rOTABIMUBAIOTCS B CTPOr0 OrPAHUYEHHOM
KOJIMYECTBE M MCKIIOYUTENBHO B CIIYXKEOHBIX Ienax. Pemienne o HEOOXOAMMOCTH
U3rOTOBJIEHUS ME€YATEW M IITAMIIOB, UX KOJIMYECTBE MpUHUMAaET pykoBoautesns OI'B
PC(A).

Ilepeuens mevatelt, ucnonb3dyembix B OI'B PC(f), yTBepkmaercs mpukazom
pyxoBoaurenst OI'B PC(A).

NzroTosnenue nevareit ¢ BocrpousBeaeHueM ['ocynapctsennoro repoa PC(S)
OCyHIECTBIISIETCSl LIeHTpaiu3oBaHHo 1o 3akazy OI'B PC(S) opranuzanusmu,
UMEIOIMMHU COOTBETCTBYIOIINE JIMIIEH3UU HA ATOT BHUJ JEATEILHOCTH U CepTU(UKAT
HaJIU4Msl TEXHUYECKHX BO3MOKHOCTEH Uil KaUYECTBEHHOTO HM3TOTOBIICHUS JAaHHOTO
BUJIa IPOAYKIUU.

3asBKM O HEOOXOJIMMOCTH M3TOTOBJICHHUS TMedaTeid M IITaMIIOB, UX 3CKU3BI
oQopMIISIOTCA MOAPA3ACIICHUIMH — UHULIUATOPAMHU, COTJIACOBBIBAIOTCS M BU3UPYIOTCS
pykoBonuteraemM CiyxkObl ETOMPOU3BOJICTBA U MO pemieHuto pykoBonutenss OI'B
PC(Sl) (mepBoro 3amectutens pykoBomutens OI'B PC(S)) mepenmatorcs B oTmen,
KOTOpPOE pa3MENIaeT 3aKa3.

B cnyuae cinyxeOHo HeoOXoauMoCTH 10 periennto pykooautens OI'B PC(S)
JOIyCKAeTCs U3rOTOBJICHUE JOMOIHUTEIBHBIX dK3EMIUIIPOB II€YaTEH U IITAMIIOB.

M3roToBiieHHbIE ~ €4aTM W LITaMIbl  NEPENAOTCd  CTPYKTYPHBIM
MIOAPA3AEICHUEM OTBETCTBEHHOMY CTPYKTYPHOMY IIOAPA3ICICHUIO 3a Y4eT U
M3TOTOBJICHUE II€YaTEH U IITAMIIOB 110 aKTy IIPUEMa-CIauu.

9.1.3. Bce u3roToBieHHbIE II€YATH U IITAMITBI TOJIEKAT YUETY B OTBETCTBEHHOM
CTPYKTYPHOM TOJpA3JEJICHUM 34 y4eT W H3TOTOBJICHHWE IleYaTeld M IITAMIIOB B
CHEUalIbHOM JKypHajJe C IPOCTaBIEHHMEM HMX oOpa3unoB. JIMCTBI XKypHana ydeTa
IeyaTer U ITaMIIOB HYMEPYIOTCS, IPOIIUBAOTCS U ONEYaThIBAKOTCA.

Belnaya nedarei U mTaMIioB IPOU3BOAUTCS OTAEIOM IO MOANKCH B KypHAJIE
ydeTa TMedared M IOTaMIIOB  COTPYAHMKAaM  IOJAPa3JIEJICHHH, IEepCOHAIBHO
OTBETCTBEHHBIM 33 MX MCIIOJIb30BAHUE M XPaHEHHWE COTJIACHO JOJDKHOCTHBIM
periiaMeHTaM, pyKOBOJUTENSIM MOApa3aeieHH, 0(hOPMUBIINM 3asBKH.

IIpn yBONBHEHHHM OTBETCTBEHHOIO JMLIA WM IEPEBOJAE HA MHYIO JOJDKHOCTH
qUCIIAIIMECSd 3a HUM IedyaTH (IITamIbl) MEepefaroTcs IPYroMy COTPYAHHUKY 4Yepes
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OTBETCTBEHHOE CTPYKTYPHOE MOJpa3[eieHUe 3a y4eT W H3rOTOBJIEHUE MedaTel u
IITAMIIOB TOJ] OAMKUCH B XXKypHAJIe yueTa revaTreid U mTaMIoB.

[TeyaTu 1 mITaMIIBI, MPUIIEIITNE B HETOJIHOCTh, U3HOIIEHHBIE, HEUCTIOJIb3yEeMbIE,
yCTapeBIIue M YTPATUBIIME 3HAYCHUE, IMOJIeKaT BO3BpaTy B OTBETCTBEHHOE
CTPYKTYPHOE MOJpa3/IeNIEeHUE 3a y4eT U U3rOTOBJICHUE TNeYaTeld U ITAMIIOB, I71€ OHU
YHUUYTOXKAIOTCA 110 aKTY C COOTBETCTBYIOIIEN OTMETKOM B KypHaJIE yyeTa.

9.1.4. OTBETCTBEHHOCTh 3a 3aKOHHOCTb M MPAaBWIBHOCTH HCIOJIb30BaHUS,
HAJIeKHOCTh XPaHEHMs I[eyaTel W IITaMIIOB BO3JaraeTcss Ha PYyKOBOJUTENCH
COOTBETCTBYIOIIMX  moapazfeneHuil.  COTpyAHMKHM  HECYT  IMEpPCOHAIbHYIO
OTBETCTBEHHOCTh 32 MOJYyUYCHHBIC IMEYATH U IITAMIIBI.

9.1.5. Ileyarr 3aBepsieT NOMJIUHHOCTh MOJMUCH  JOJDKHOCTHOTO  JIMIIA
Ha TPABOBBIX aKTaX, Ha JIOKYMEHTaX, YJIOCTOBEPSIONIMX TpaBa JIHI], (PUKCUPYIOMIUX
¢dakThl, cBsI3aHHBIC C (DMHAHCOBBIMH CPEJICTBAMH, a TAKXKE€ HAa MHBIX JOKYMEHTaXx,
peayCMaTPUBAIOIINX 3aBEPEHUE MMOJTMHHOM MOJITUCH.

[lewaTn nmoapaszaensroTcs Ha cleAyromue BUbl: repOoBbie U npocthie. [IpocThie
neyaTd M3TOTABJIMBAIOTCS MACTUYHbIE MW MeTauimdeckwe. Kiuime mnedareit
U3TOTaBIMUBACTCS KPYIJION (POPMBI.

OI'B PC(51) umeetr repOoBbie meyaTH (Majoro pasMmepa B KaJpoBOH clyxbOe u
OonpIIOro pasmMepa B (PUHAHCOBOM Ciyxk0€), MPOCThIe KpyIjble Iedatd 0e3
U300pa)KeHUsl TOCYJApCTBEHHOW CHUMBOJMKMA C HAMMEHOBAHUSIMHU TOJIpa3JieleHUl,
WHBIE TIeYaTH U IITaMIIbl, IPABO Ha UCIOJIb30BAHUE KOTOPHIX yKa3zaHo B llosoxxenun
06 OI'B PC(4), B monoxenusx o noapazaeneHusix OI'B PC(A).

Ilepeuens meuateit, wucnonsdyembix B OI'B  PC(S), ux Ha3zHaueHue
U MeCTa XpaHEeHUs, yTBepKaaroTcs npukazom pykosoautesnss OI'B PC(A).

[lewatn ¢ uzobpaxkenuem ['ocynapctBennoro repoa PC(A) (manee — repboBbie
nevyaru), XpaHsaTcs B ceidax, WMHbIE TEYaTH W IITAMIIBI XPaHATCS B HAJEKHO
3anupaeMbIxX mkadax (ceidax, TyMOoUKax, AMKKAX).

I'epOoBoit meuaThio 3aBepsitorcs mnoanucu pykoogutens OB PC(S)
MU €ro 3aMecTHUTEeNICH, TJIaBHOTO OyxrajaTepa, a TakkKe APYruX JOHKHOCTHBIX JIHII,
KOTOpbIM  JOBepeHHOCcThl0 wiu npukazom OI'B  PC(S) npenocraBiieHbl
COOTBETCTBYIOIIHNE MOJTHOMOYHUSI.

I'epOoBast meyaTh CTaBUTCS Ha CIYKEOHBIX JOKYMEHTaX, TPEOYIOIIUX 0c0O0Tro
YAOCTOBEPEHUS] MX MOJJIMHHOCTH, NPUMEPHBIM CIHUCOK KOTOPBIX TMPUBEAECH B
npuioxkeHuun Ne 30 x acTpyKIuu.

IleyaTh Ha TOKYMEHTaX JOJAKHA 3aXBaThIBATh YACTh HAMMEHOBAHUS JOJKHOCTU
Jula, MOJMUCABIIEro JOKYMEHT, HE 3aTparuBas COOCTBEHHOPYYHOW MOJAMKCH, WU
MPOCTaBIATLCS B MecTe, 0003HaueHHOM «MID» («MecTto nedatuy).

B OI'B PC(S) ucnonb3yroTcsi Takxe MPOCThIE KPYTiIble MACTHUYHbBIC MEYaTH C
HaUMEHOBaHUWEM KOHKpeTHbIX mnoxapazaeneHuit OI'B PC(S) B ueHtpe mneuaru,
0(pOpMIICHHBIE HA PYCCKOM SI3bIKE.
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KpyrneiMu  (He  TepOOBbIMH)  TEUATAMH  YJOCTOBEPSIOTCS  TMOAIUCH
PYKOBOJUTENEH WM COTPYJHUKOB, YJOCTOBEPSIOMIMX KOMUHU JOKYMEHTOB,
Ha KOMUSX MPaBOBBIX aKTOB, CIIPaBKaXx, MakeTaxX U UHBIX JOKYMEHTaX, HE TPEeOyIOMmMX
3aBepeHUs repOoOoBOI MEeYaThHIO.

[leyat ¢ HaMMEHOBAHUSIMU TOAPA3EICHUN CTABATCS HAa KOMUSAX JOKYMEHTOB
JUISL  yIIOCTOBEPEHUS] HMX  COOTBETCTBUS  MOJUIMHHUKAM  YIOJHOMOYEHHBIMU
noapaznenenusiMu OI'B PC(S). lng 3aBepeHuss COOTBETCTBUS KOMHHU JOKyMEHTa
MOJIMHHUKY HIKE pekBu3uTa «lloMuch)» NpoCTaBIsIOT 3aBEPUTEIbLHYIO HAIHUCH.

3aBepeHUEe AapXUBHBIX CIPABOK, APXUBHBIX BBIMUCOK M apPXUBHBIX KOMUUN
npou3BoaUTCA coTpyAaHuKaMu CiyObl J1€TONMpPOU3BOJCTBA C IMPOCTABICHUEM
COOTBETCTBYIOLIEH MEYATH.

Mactuunsie mtamisl B OI'B PC(S) ucnonb3yroTcst 111 OTMETOK O MOJYYECHUH,
pErucTpaIuu JOKYMEHTOB U IPYTUX OTMETOK CIIPABOYHOT'O XapakTepa.

9.1.6. PykoBoauTens umeeT (akCUMHIIE, OTBETCTBEHHOCTh 3a XpaHEHUE U
UCIIOJIb30BaHME KOTOPBIX BO3JIAraeTcsi Ha PYKOBOJUTENEH COOTBETCTBYIOIIUX
MIOJIPa3CIICHUN.

[Itamn ¢ ¢pakCUMUIBHBIM BOCTIPOW3BEICHUEM TOJAMKUCH JOJKHOCTHOTO JIUIA
UCIIONIB3YETCA  JJISl  3aBEpPEHUs NO3APABUTEIBbHBIX, IPUBETCTBEHHBIX IIHCEM,
IOOMJIEHHBIX aJpecoB M HHBIX JIOKYMEHTOB, HE TpeOYIOIIHNX OPUIUIECKOM
UACHTU(PUKALUY U HE MTOAPA3yMEBAIOIINX MATEPUATbHYIO0 OTBETCTBEHHOCTbD.

He nonyckaercss npuMenenne (akCUMUIE sl MOATBEPKIACHUS MOTMHHOCTH
NPUKA30B,  PACTIOPSKEHWH,  MOPY4YeHHH,  CIy)KeOHBIX  MHCEM, a  TaKKe
COOCTBEHHOPYYHOM MOJAMUCH JOIKHOCTHOTO JIUIIA.

Hcnonb3oBanue (HakCUMUIBHOTO BOCHPOU3BEACHUS MOAMKHCH C TOMOIIBIO
MEXaHMYECKOTO WJIM MHOT'O KOMTMPOBAHMUS, JICKTPOHHOM MOAMUCH COTJIACHO cTaTthe 160
['paxxmanckoro konekca P@ gormyckaeTcs B ciiydae M B MOPAAKE, TPEITYCMOTPEHHBIX
OenepanbabiM  3ak0oHOM  oT  27.07.2006 Ne  149-®3 «O6 wundopmaruwy,
WH(OOPMAITMOHHBIX TEXHOJOTHSAX W O 3aluTe WHGOPMAIMKM», WHBIMU TPABOBBIMHU
aKTaM¥ WIHM COTJAlI€HUSMHU CTOPOH.

9.2. Biianku

9.2.1. B OI'B PC(A) nns odbopmiieHns CIy>KeOHBIX TOKYMEHTOB MPUMEHSFOTCS
OmaHkm Ha OyMaXHBIX HOCUTENSX, W3TOTOBJICHHBIE KOMIBIOTEPHBIM  WJIU
TUnorpad)CKuM criocodamu.

9.2.2. Ilepeduenp u oOpa3nbl KOHKPETHBIX BUIOB OJAHKOB, HCIIOJIB3YEMBIX
B OI'B PC(A), pa3zpabateiBatorcss Cinyx00ii J€IOMPOU3BOJICTBA MO COTJIACOBAHUIO C
pyKoBOIUTENSIMU cOOTBeTCcTBYtomux nojpazaenenuii OI'B PC(S) u yrBepxknarorcs
npuka3zom pykoBoautenst OI'B PC().
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DONEeKTpOHHbIE I1a0JIOHbI OJIAHKOB JIOKYMEHTOB JIOJKHBI COOTBETCTBOBATh
YTBEP>KJI€HHBIM 00pa3iaM OJaHKOB.

IlepeBon HammenoBanuii mnogpasnenenuii OB PC(S) Ha s3bIK caxa
OCYIIECTBIISICTCS. YTIPaBJICHUEM [0 BOMPOCAM Pa3BUTHUS S3bIKOB AJIMUHHCTPAIIUU
I'maBer PC(S1) u IlpaButensctBa PC(S1) u B ciydae HEOOXOIMMOCTH YTOUYHECHUS
corjacoBbiBaeTcsi ¢ HWHCTUTYTOM T'yMaHHUTApHBIX MCCJIEAOBAaHUNW U MpoOsiemM
MastourcieHHbIX HapoaoB Cesepa CO PAH.

B ciayyae HeoOX0IMMOCTH BBEJIeHUS B 0OpalleHue HOBBIX OJIaHKOB JOKYMEHTOB
WIK B CBSI3U C MEPEUMEHOBAHMEM MOJPa3/IeNIEHU COOTBETCTBYIOIINE MPETIOKECHHUS
BHOCSITCSI PYKOBOAMTENSIMU Tofipa3aeieHnii B Cinyx0y JeNonpou3BOICTBA BMECTE C
oOpa3zlaMu npejiaraéMbix 0J1aHKOB.

Ha Omankax poxymeHToB ¢ pekBuszutoM «I'epd PC(S)» (mamee — repOoBbie
Oankun) uzobpaxenue ['ocynapctBernHoro repba PC(S) (B nBeTHOM U OJHOIIBETHOM
BapuaHTax) BOCIPOU3BOAUTCS coryacHo cratbu 7 3akona PC(A) or 15.07.2004
151-3 Ne 313-III «O6 odunmanpHOM cumBosiuke B Pecnybnuke Caxa (SIkytus)» Ha
OJIaHKaX MO UIMHHUKOB.

INocynapcteennsiit repo PC(S) pazMemaercsi B IEHTpEe BEpXHEro MoJisi OaHka
JIOKyMEHTa auaMeTpoM: Ha Onankax ¢gopmarta A4 — 20 mMm, dpopmata AS — 15 mwm,
dbopmaTta A6 — 10 mm.

Haumenosanue OI'B PC(f) meuararoT Ha IBYX s3bIKax: B MPOJAOJHLHOM OJIaHKE
Ha OJHOM YpOBHE — CJIeBa Ha TOCYJAapCTBEHHOM pPYCCKOM S3bIKe, ClpaBa — Ha
rOCy/IapCTBEHHOM $I3bIKE caxa.

9.2.3. B OI'B PC(51) ucnionb3ytoTcst ClIenyomue BUbl 0JJaHKOB JOKYMEHTOB:

OJIaHK TIpUKa3a PyKOBOIUTES;

oO01uii OJIaHK;

0JIaHK ITHCHMA;

OJIaHKH THCEM JOJKHOCTHBIX JIHI;

OJIaHKH TIOIpa3/IeICHHIH;

6manku mporokonoB (3aceganuit Komterun OI'B PC(A), IDK/9K OI'B PC(A),
coBemjanuii y pykosojactsa OI'B PC(A) u ap.).

[Ipy HEOOXOAUMOCTH MOTYT HCIOJB30BAaThCs ONAHKM JIPYTUX BHJIOB
JOKYMEHTOB.

9.2.4. CocraB peKBU3UTOB JJIsl KaXKJI0TO BUAAa OJIAHKOB:

a) nnsi  OaHka Tmpukasza, mpoTokona: [ocymapctBennbii 1epd PC(S);
HaumeHoBaHue OI'B PC(SI) — aBropa nokyMeHTa; BUJ JOKYMEHTA; MECTO COCTaBIICHUS
(u3naHus) JTOKYMEHTAa; HaWUMEHOBaHHUE JIOKYMEHTa (3arojioBOK), OTMETKH IS
MIPOCTABJICHUSA JaTbl W PETUCTPALlMOHHOTO HOMEpa; HAWUMEHOBAHUE JIOJHKHOCTH,
MHULKAIIBI U (paMuIns JOJKHOCTHOIO JIMIA, MOAMUCABIIETO JOKYMEHT;

0) nns Onanka nucekMa: ['ocynapctBennslii repd PC(S); naumenoBanne OI'B
PC(Sl) — aBTOpa nOoKyMeHTa; cipaBOYHbIE AaHHbIE 00 opraHe - aBTope (ITOYTOBBIM
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aapec, HoMmepa Tenedona, TenedoHa-dakca, aapec IEKTPOHHOU MOYTHI, UHTEPHET-
ajgpec U Jp. CBEACHHUA); OTMETKU JJIsi MPOCTABJICHUS JAaThl U PErUCTPAIIMOHHOTO
HOMEpa; OTMETKU JUIsl CCBUIKM Ha HOMEpP M JlaTy MCXOASIIEro JOKYMEHTa,
HAaUMEHOBaHUE JIOJDKHOCTHM, WHUIMAIBI W (QamMuiaus JOJDKHOCTHOTO — JIMIIA,
MOATUCABIIIETO JOKYMEHT;

B) 1 OjaHKa MmucbMa JOJKHOCTHOro jmua: ['ocymapcrBennsiii repd PC(S);
JOJDKHOCTD JIMIA — aBTOpa JOKYMEHTA; CIpaBOYHbIC JAaHHBIE 00 aBTOpe (MOYTOBBIM
aapec, HoMmepa Tenedona, tenedonHa-pakca, aapec ICKTPOHHOU MOYTHI, UHTEPHET-
aZgpec U Jp. CBEACHUSA), OTMETKHU ISl MPOCTABJICHUS AAaThl U PETUCTPAIMOHHOTO
HOMEpA; OTMETKHU JJIsl CCHUIKM HAa HOMEP M JIaTy UCXOJSIIETo JOKYMEHTa aJpecaHTa;
WHULAABI U (haMIIHST JOJIKHOCTHOTO JIUIA, MOITUCABIIETO JOKYMEHT;

r) nis 6nanka nuckMma noapazaencHus OI'B PC(S) (koopauHallMOHHOTO WU
coBemniaTeabHoro oprana): locymapctBeHnbii r1epd PC(S); HamMeHoBaHUE
TOCYJapCTBEHHOTO OpraHa — aBTOpa JOKYMEHTAa; HAaMMEHOBAHHUE TMOJPa3CICHUS;
CIIpaBOYHBIC JIaHHBIC O TMOJpa3feieHun (TOYTOBBIA aapec, HoMmepa TenedoHa,
tenedoHa-hakca, aapec IICKTPOHHOW TMOYTHI, WHTEPHET-aJ[peCc U JIp. CBEICHHS);
OTMETKH JIJIsl POCTABJICHUS JIaThl U PETUCTPALIMOHHOTO HOMEPA; OTMETKH JIJIsl CChUTKU
Ha HOMEp W JaTy UCXOJAIIEro JOKyMEHTAa, HAUMEHOBAHHUE OJDKHOCTH, MHUIIMAIIBI U
baMuIns pyKOBOAUTENS, MOANMCABIIETO JOKYMEHT;

1) st oOmiero OJiaHKa JOKYMEHTa YKa3bIBAIOTCS CIEIYIONINE PEKBU3UTHI:
I'ocynapcteennniit repd PC(S1); HaumeHoOBaHME TOCYJapCTBEHHOTO OpraHa — aBTOpa
JIOKYMEHTAa; MECTO COCTaBJIeHUs (M3JaHUs) TOKYMEHTa; OTMETKU JIJIsi MPOCTABJICHHUS
JaThl U PETUCTPAIMOHHOTO HOMEPA.

OO6muii OJaHK HCMOJB3YIOT JIJII W3TOTOBJICHHUS JIFOOBIX BHUIOB JTOKYMEHTOB
C YKa3aHHWEM KOHKPETHOT'O BHJIa TOKyMEHTa, KpOME MHUChMa.

9.2.5. I'ep6oBrie Oanku ¢ BocnpousBeaeHueM ['ocynapcteennoro repoa PC(S)
B I[IBETHOM BapHaHTE U3TOTABIMUBAIOTCS TOJIBKO MOIUTPAPUISCKUMU MPEATPUITHIMH,
MMEIOIIUMU JIMIEH3UIO HAa COOTBETCTBYIOIIHUM BUJ A€ATEIbHOCTH.

Opranuzanuio paboThl MO HM3TOTOBJICHUIO TepOOBBIX OJAHKOB JTOKYMEHTOB
B IIBETHOM BapuaHTE B MOJUTpadUUECKOM HCIOTHEHUH (Z1ajnee — repOoBbie OJaHKM)
OCYIIECTBIISIET CTPYKTYpHOE TOJIpa3fiejieHue Ha KOTOPOTO BO3JIOKEHBI (DYHKIIUU IO
M3TOTOBIICHUIO TePOOBBIX OJIAHKOB, KOTOpOE TosrydaeT oT Ciry>kObI 1eJI0MPON3BOICTBA
3asiBKY Ha WX M3TOTOBJICHHE TI0 paspemieHuto pykoBoactBa OI'B PC(S) u obpasmpl.
CTpyKkTypHOE MOApa3AeiieHne, Ha KOTOPOTO BO3JI0KEHBI (PYHKIIUU TI0 W3TOTOBJICHHUIO
repOOBBIX OJIAHKOB, OCYIIECTBIISIET MOJTYyYEHNE U TIEpeIady U3TOTOBICHHBIX TE€POOBBIX
6mankoB B Ci1y»0y J1eJ0pON3BOICTRA.

I'epOoBbie Onanku nomnexar ydeTy. llopsiaikoBble HOMEpa U CEpUM ITHX
HOMEPOB MPOCTABJISIIOTCS TUIIOTPAPCKUM CITIOCOOOM B JIEBOM HHXKHEM YIIIY 0OOPOTHOM
CTOPOHBI OJIaHKA.
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Cnyx0a nemonpou3BOJCTBA BEIET Y4YeT NOJYyYEHHUS U BbIIauUd TepOOBBIX
OJIaHKOB B D3JIEKTPOHHOM >KypHaj€ YyuyeTa MpUeMa-BblJayM LBETHBIX TIepOOBBIX
6s1ankoB. ['epOoBbIe O1aHKH BBIIAIOTCS JEIOMPOU3BOAUTENSM MOAPA3ICICHUN.

Bo3Bpar ¥ yHHYTOKEHHE HMCHOPYEHHBIX WM BBIIIEAUINX W3 YNOTpeOJeHus
repOOBBIX OJIAHKOB OCYIIECTBIISIETCS MO AKTY C OTMETKOW B 3JIEKTPOHHOM >KypHaJle.

['epOoBbie OnaHKKM JOKYMEHTOB XpaHATCS B HAJEKHO 3alMpaeMbIX HIKadax
(ceitdax, TyMOOUKaX, SMIMKAX, XPAHWIHILAX ).

Ilepenaua repOOBBIX OJAaHKOB JPYyrUM OpraHu3alus M W JunaMm  0e3
COOTBETCTBYIOILLETO pa3pelieHus: He 0MyCKaeTCs.

9.2.6. PykoBoautenu W JENONPOU3BOJUTENM  MOAPA3ACICHUM  HECYT
OTBETCTBEHHOCTh 3a OOECHEYEHHE COXPAHHOCTU OJIAHKOB M MPaBUIBHOCTh HUX
UCIIOJIb30BAHMS.

9.3. Hocure im 3J1eKTPOHHBIX MOANMCEH

9.3.1. Bunbl  siexTpoHHBIX Toanuced, wucnoibdyembix B OB PC(A),
3aKPEIUISIOTCS B TIOKAJbHOM HOPMATHBHOM aKTe.

CoctaB noKHOCTHBIX JMI U coTpyaHukoB OI'B PC(S) — Bnaaensies
YCWJICHHBIX  KBAIM(UIMPOBAHHBIX  DJIEKTPOHHBIX  TMOJMUCEH  OmpeaernseTcs
pykoBoautenem OI'B PC().

9.3.2. ®epepanbHoe Ka3zHAYEHCTBO B COOTBETCTBHM € 4YacThio 1 cratbu 15
denepanpHOro 3akoHa ot 06.04.2011 Ne 63-D3 «O06 371eKTpOHHON TOATMCHY SBIISIETCS
AKKpPEAUTOBAHHBIM YAOCTOBEPSIIOLIUM LIEHTPOM.

®denepalibHOE Ka3HAUYEHCTBO B COOTBETCTBUU € ITyHKTOM 5.18 (2) ITosoxkeHus o
@denepalbHOM Ka3HAYECKWCTBE, YTBEPKIACHHOTO MOCTaHOBIeHUEM [IpaButenbcTBa
Poccuiickoit  ®eneparmu ot 01.12.2004 Ne 703, ocymiecTBiasger (QyHKIIUHA
YIOCTOBEPSIIOMIETO  I[IEHTpa JUii  OOECMEYeHUS  YYaCTHUKOB  DJIEKTPOHHOTO
B3aMMOJICUCTBYSI B YCTAHOBJICHHOUW cdepe NeaTenbHOCTH cepTU(UKATAMU KII0YeH
MPOBEPKHU JIEKTPOHHBIX MOJMKCEH.

Jlist momy4enwus cepTudukaTa KIro4a MPOBEPKHU dIIEKTPOHHOU moAnucH (fanee —
OIl) 3asgBUTENH CAMOCTOATENBHO MOAAET 3ampoc B Y IOCTOBEPSIOUIUNA LEHTP
@enepanbHOro KazHaueictsa Poccum myrem momauu JOKYMEHTOB Ha TMOJIYYEHHE
cepTuuKaToOB MOCPEICTBOM OHIAIH cepBuca — «IlopTan 3asBuTens nHGOPMAITMOHHON
cucrembl «YpoctoBepsaromuii neHtp denepanpbHOro Ka3HAueMCTBa» Ha CcalTe
https://fzs.roskazna.ru/ B COOTBETCTBMM C YCTAHOBJICHHBIM TIOPSJIKOM H JIMYHO
MOJIy4aeT KBaTU(UIIMPOBAHHBIN CepPTHUKAT KIIOYa TPOBEPKH DIICKTPOHHOUN
MOAMHUCH.

9.3.3. YcraHoBKa TONB30BATENSIM TPOTPAMMHBIX  CPEJACTB  AJICKTPOHHOU
noanucu (manee — DII), Hactpoitka APM C3OJI ocyiiecTBiaseTCs YIOIHOMOYEHHBIMHU
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COTPYJHUKAMHU TOCYIapCTBEHHOTO OmKeTHOro yupexnaeHus PecnyOomuku Caxa
(Axytus) «Pecny0amkaHCKui EHTP HHPOKOMMYHHUKAIIUOHHBIX TEXHOIOTHUI».

9.3.4. Kirou DIl saBisieTcss MEPCOHANBHBIM, BBIIACTCS JOJDKHOCTHOMY JIUILY,
HaJIEJICHHOMY IPAaBOM OCYIIECTBICHUS OOMEHa 3JIEKTPOHHBIMU JOKYMEHTaMH, O]
noanuck. [lepenaya kimroua D11 qpyrum nuiam 3anpeiieHa.

9.3.5. Cpok nevictus kmoueit D11 — onun rog. Bnagenen kimtoua OI1 monyyaer
MIPaBO HMCIOJIb30BaHUSI COOTBETCTBYIOIIETO KJIIOYa MOJAMKHCH B TEUEHHE BCErO CpPOKa
JEVCTBHUS.

3a Tpu Hexelu J0 OKOHYaHWs cpoka aedctBus kitoua 11 momwszoBatens DI
oOpamaercss B Ympasienue dDenepasbHOro kaszHaueiictBa mo PecnyOnmke Caxa
(SAxyTus) ang npoaneHust cpoka aectus kiatova I

9.3.6. Bnagener ceprudgukara Kiroua IPOBEPKHU AIEKTPOHHOU MOIMUCH TOHKEH
obecreunTh BC€ HEOOXOAUMBIE MEPHI, UCKITIOYAIONINE HECAHKIIMOHUPOBAHHBIN TOCTYTI
K MPUHAJIJIEKAIEMY €MY KITFOUEBOMY HOCHUTEIIO.

[Ipu pabore ¢ D11 3anpemaercs:

1) npou3BOANUTh HECAHKIIMOHMPOBAHHOE KOIHUPOBAHHME HOCHTEICH KIIOYEBOU
uHpOpMaIINH;

2) BBIHOCHTh HOCHUTENH KiTF0ueBoi nHpopmaruu 3a npeaenst OI'B PC(A);

3) BeIBOAUTH KitouH DI Ha 3KpaH MOHUTOPA WA IPUHTEP;

4) UCT0JIb30BaTh HOCUTEb KIIF0OUeBOW HH(pOpManuu Ha qpyrux APM;

5) 3anuchIBaTh HA HOCUTENb KIIFOUCBOW HH(POPMAIIMK TOCTOPOHHUE (haiiIbl.

9.3.7. DnextpoHHBIN okyMeHT B COJI, moAnmucaHHbIN JIEKTPOHHOM MOIHCHIO,
NPU3HACTCS PAaBHO3HAYHBIM JOKYMEHTY Ha OyMa)XHOM HOCHUTEINEe, MOJMUCAHHOMY
COOCTBEHHOPYYHOU MOAMKUCHIO U UMEET OJIMHAKOBYIO C HUM IOPUINYECKYIO CUTY TIPH
OJTHOBPEMEHHOM COOIOZICHUY CIETYIONUTUX YCIOBHIA:

KJIFOY TIOAITUCH, OTHOCSIIUKCS K KOHKPETHOM 3JIEKTPOHHOM MOANMCH, HA MOMEHT
MOANUCAHUS JIEKTPOHHOI'O JIOKYMEHTA SIBIISIETCS JEHCTBUTEIBHBIM (JOCTOBEPHBIM ),
HE yTpaTWI CUy (HE OTO3BaH);

NOATBEPKJICHA MOMJIUHHOCTh 3JIEKTPOHHOW TMOJIMUCH B  DJIEKTPOHHOM
TOKYMEHTE;

JaTa ¥ BpeMsi CO3/IaHMs dJIEKTPOHHOU nmoanucH 3adukcupoBans B ECO/I;

AJIEKTPOHHAS MOJIKCh UCTIOJIB3YETCSl B COOTBETCTBUU € yCTaHOBIEHHBIM B OI'B
PC() pacnpenenenuem rnpapa MOANKUCH JOKYMEHTOB MEXIY JOKHOCTHBIMU JIMIIAMHU
U COTPYJIHUKAMU.

9.3.8. Kirtou »mektpoHHOU monanucu, wucnoiaszyemoit B ECDJI, sBusercs
KOH(MUICHIINATbHON  WHpOpManue W  3alUIIaeTcss B COOTBETCTBUU  C
3aKOHOJaTeNbcTBOM Poccuiickoit denepannu.

9.3.9. Bnagenpupl wmrodeit DIl HecyT mepcOHANBHYIO OTBETCTBEHHOCTH 3a
Oe3omacHOCTh (coxpaHeHue B TaitHe) kimrouer OIl m 00s3aHBI OOecmedYnTh HX
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COXPAaHHOCTb, HEpasINallleHWEe W  HEepacHpoCTpaHEHHWE B  COOTBETCTBUH C
3aKOHOJATEIbCTBOM.

9.3.10. UuCcTamnmupytonme HOCUTENU, OJKCIUTyaTallMOHHAsT W TEXHUYecKas
JOKYMEHTAIIHSI, KJIFOUYEBbIE TOKYMEHTBI XpaHATCS B mIKadax (AIUKax, XpaHWIUIIAX)
WHIUBUIYAIBHOTO TMOJIb30BAHUS B YCJIOBHUSX, MCKIIOYAIOUIMX OECKOHTPOJIbHBIN
JOCTYI K HUM, a TaK)K€ UX HEMPeIHAMEPEHHOE YHUUTOXKEHUE.

9.3.11. Ilpu xomnpomertauuu kiaoya Ol (xuiieHuu, yrpate, pasriialleHuUH,
HECAHKIIMOHUPOBAHHOM KOMMPOBAHUM W APYIMX HPOUCIIECTBUSAX, B pe3yJbTaTe
KOTOpheIX K04 OIl Mor crarb JOCTYNMHBIM TPETbUM JIMLAM MU (MJIM) TMpOIeccam)
Biagenen kmoya OIl  HeMemeHHO Mpekpamiaer €ero  HUCIOJIb30BaHUE U
HEe3aMeJIUTENbHO cooluaeT 00 3ToM B Yrpasienue DeepalbHOro KazHayencTBa 1o
Pecny6niuke Caxa (SkyTus).

9.3.12. Tlpu  yBOJbHEHHU JOHKHOCTHOE JIMIIO, HAJEJIEHHOE TMPaBOM
OCYIIECTBJICHHS] OOMEHA JJIEKTPOHHBIMH JOKYMEHTaMH, B 0053aTE€IbHOM TMOPSJIKE
caaeT cheMHbI Hocutenb D11 B cTpykTypHOE moipa3iesieHue Ha KOTOPOTro BO3I0KEHbI
GyHKIIH HHHOKOMMYHUKAIIMOHHOTO U TEXHUYECKOTO 00ECTICUeHHMS.
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HNPUTOXKEHUA

k MIPUMEPHOM MHCTPYKIIUN
10 /1eJI0NPOU3BO/ICTBY
B OPraHax rocyJIapcTBeHHOI BJaCTH
Pecnyboinkn Caxa (SIkyTus)
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[Tpunoxenne Ne 1
K 1. 1.2. IIpumepHOI HHCTPYKIIMHU

Ilepeyenn
HCIO/1b30BAHHBIX NIPABOBBIX AKTOB

1. ®enepanbHblili KOHCTUTYUHMOHHBINA 3aK0H OT 25 aexabpst 2000 r. Ne 2-OK3
«O T'ocynapctBeHHOM repoe Poccutickoit deneparmy.

2. ®enepanbHblil 3akoH 0T 22 okTs10ps 2004 1. Ne 125-D3 «O0 apxuBHOM femne
B Poccuiickon deneparum».

3. ®enepanbubiil 3akoH oT 1 utons 2005 r. Ne 53-®3 «O rocyaapcTBEHHOM
s3bike Poccuiickon denepanum,.

4, ®enepanbhbiii 3ak0H 0T 2 Mas 2006 1. Ne 59-D3 «O nopsiike pacCMOTpEHUs
oOpainenuii rpaxaan Poccuiickoit deneparium.

5. ®enepanbhbiil 3akoH oT 27 utonst 2006 r. No 149-03 «O6 undpopmanuu,
UH(OPMAIIMOHHBIX TEXHOJIOTUSAX U O 3alUTe HHPOpMAITII.

6. ®enepanpubiii 3akoH oT 27 utonst 2006 r. Ne 152-®3 «O nepcoHaIbHBIX
JAHHBIX).

7. ®enepanpubiii 3akoH oT 9 depans 2009 r. Ne 8-d3 «OO6 obecneueHUU
noctyna K UH(pOpMAIMU O JAESTENBHOCTH TOCYAApCTBEHHBIX OpPraHOB M OPraHoOB
MECTHOT'O CAMOYITPABIICHHS».

8. ®enepanbubiii 3akoH oT 6 ampens 2011 1. Ne 63-®3 «O6 sneKkTpoHHOU
HOJMUCH.

9. Vka3 Ilpesuaenta Poccuiickoit denepamuun ot 6 mapra 1997 r. Ne 188
«O0 yrBepxkaenuu [lepeuns cBeaeHN KOH(OUIECHIINATHLHOTO XapaKkTepay.

10. IToctanosnenue IlpaBurenbcTBa Poccuiickoit ®eneparuu ot 3 HOSAOPS
1994 r. Ne1233 «O6 yrBepxacHuu [TomokeHus 0 mopsiKe oOpaIeHust co CIIyKeOHO0MH
uHpopMaIeil OrpaHUYCHHOTO PACIpPOCTpaHeHHs B  (emepanbHBIX OpraHax
WCIIOJTHUTEIBHOM BJIACTH, YIOJIHOMOYEHHOM OpPraHe YIpPaBJICHUS UCIOJIb30BAHUEM
ATOMHOU HEPTrUU U YIIOJTHOMOUYEHHOM OpPraHe M0 KOCMHUYECKOU IesITETbHOCTI.

11. IToctranoBnenue IlpaButenscTBa Poccuiickoit denepanuu ot 27 aexkadbps
1995 1. Ne 1268 «O06 ymopsioueHUH HW3TOTOBIICHUS, MCIOJIB30BAaHUS, XpAaHCHHS WU
VHUYTOXEHUSI TIeYaTeid U OJIAHKOB C BOCIIpom3BeJeHuEM [ ocymapcTBeHHOTO Tepba
Poccuiickoinn @enepanum».

12. ITocranosnenue IlpaBurenbctBa Poccuiickoit ®@enmepanum ot 15 ampens
2005 1. No 222 «O06 yTBEep>KI€HUU IPaBUI OKa3aHUs YCIYT TelaerpaHoil CBI3M.

13. TlocranoBnenue IlpaButenscTBa Poccuiickoit deneparuu ot 22 ceHTAOps
2009 r. Ne 754 «O6 ytBepxkaeHun IlomokeHHS O CHCTEME MEXBEIOMCTBEHHOTO
AIEKTPOHHOTO JOKYMEHTO000pOTa.
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14. TloctanoBnenue IlpaBurenbctBa Poccuiickoit @enepanuu ot 26 depais
2010 1. Ne 96 «O06 aHTUKOPPYNLMOHHOM 3KCIEPTH3€ HOPMATUBHBIX IMPABOBBIX aKTOB
Y IPOEKTOB HOPMATUBHBIX TPABOBBIX aKTOBY.

15. TloctanoBnenue IlpaBurenbctBa Poccuiickoit ®denepanuu ot 24 wurons
2021 1. Ne 1264 «O0 ytBepxaeHuu I[IpaBun oOMeHa TOKyMEHTaMHU B 3JEKTPOHHOM
BU/JIE TIPU OpTraHU3alui NHHOPMALIMOHHOTO B3aUMOICHCTBUS.

16. TloctanoBnenue IlpaButensctBa Poccuiickoit ®epepauun ot 2 Mapra
2022 1. No 279 «O rocymapctBeHHOM HH(popmaimoHHo# cucrteme «llmardopma
«lleHTp XpaHeHHUs PJIEKTPOHHBIX JOKYMEHTOBY.

17. Tlpukaz MuHHCTEpCTBa CBSI3M M MAcCCOBBIX KOMMYHHKauuii Poccuiickoit
@®enepauun ot 2 centsaops 2011 r. Ne 221 «OO6 yrtBepxaenuu TpeboBanuii k
UH(POPMAIIMOHHBIM CHUCTEMaM 3JIEKTPOHHOI'O JIOKYMEHTO00OpoTa (enepanbHbIX
OpraHOB HCIIOJTHHUTENIbHONW BJIACTH, YUYUTBIBAIOUIUX, B TOM YHCJIE HEOOXOIUMOCTH
00pabOTKH MOCPEICTBOM JaHHBIX CUCTEM CIY>K€OHOUM MH(OpMAIMK OrpaHUYEHHOTO
pacpoCTpaHECHHUSI.

18. Tlpukaz MunuctepcTBa 1UGPOBOrO pa3BUTHUSA, CBS3M U MAaCCOBBIX
kommyHuKanuii PO ot 17 anpenst 2023 1. Ne 382 «O0 yrBepxkaenuu [IpaBun okazanus
YCIIYT TIOYTOBOM CBSI3H.

19. Ilpuka3 MuHHUCTEpPCTBA CBS3M M MAaCCOBBIX KOMMYHHUKaIUi Poccuiickoii
Oeneparun ot 4 wuronsg 2018 1. No 335 «O0 yTBEepKICHUHM METOIMYECKUX
pEKOMEHJAIMi 10 TMepexoJy OpPraHoB HCIIOJHUTEIBbHON BJIACTH CYOBEKTOB
Poccuiickoit denepanyii 1 OPraHOB MECTHOTO CaMOYIPABJIEHUS MYHULUNAIbHBIX
obpazoBanuii Poccutickoit denepanun Ha UCIIOJIB30BAHUE OTEYECTBEHHOTO O()UCHOTO
OpOrpaMMHOTO0 OOecreueHus, B TOM YHCIE paHee 3aKyIUIEHHOTO O(HCHOro
IPOrPaMMHOTO 0OECTICUCHHUSI.

20. [Ipukaz MunucrepcTBa HH(PPOBOTO PA3BHUTHS, CBSI3M M MAaCCOBBIX
koMMmyHuKanuii Poccuiickoit @enepanuu Ne 667, denepallbHON CITy:KObI OXpaHbI
Ne 233 ot 4 nmexabps 2020 r. «O6 yrBepknennn TpeOoBaHUIT K OpraHU3AIMOHHO-
TEXHUYECKOMY B3aUMOJIEUCTBUIO I'OCYAApPCTBEHHBIX OPraHOB U T'OCYAAPCTBEHHBIX
OpraHu3alui MocpeaCTBOM 0OMEHa JOKYMEHTAMH B 3JIEKTPOHHOM BHJIEY.

21. Tlpuka3z denepanbHOro apxuBHOTO areHTcTBa OT 31 mioms 2023 r. Ne 77
«IIpaBuna opraHu3anMKM XpaHEHUs, KOMIUIEKTOBAaHHS, Y4e€Ta M HCIIOJIb30BaHMS
nokyMeHTOB ApxuBHOro (onma Poccuiickoit Pexepaniu M JIpYruX apXUBHBIX
JOKYMEHTOB B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOI'O CcaMOYIIpaBJIE€HUS,
OpraHu3aLusIXx».

22. llpuka3 denepaibHOTO apXWUBHOTO areHTcTBa OT 22 mas 2019 1. Ne 71
«O0 yrBepxaenun [IpaBun 1e100pon3BoICTBa B TOCYJaPCTBEHHBIX OPraHax, OpraHax
MECTHOT'O CaMOYIPaBICHUS».

23. Ilpuka3 @enepanbHOTO apxUBHOTO areHTcTBa oT 20 nexadps 2019 r. Ne 236
«O0 yrBepxkaeHun llepeyHs TUIOBBIX YHPABICHUECKUX APXUBHBIX JOKYMEHTOB,
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oOpa3yrolmuxcsi B IpoLecce NeATEIbHOCTH TOCYJapCTBEHHBIX OpPraHOB, OPIraHOB
MECTHOT'O CaMOYIPaBJI€HUS U OPraHU3aLUl, C YKa3aHUEM CPOKOB UX XPAHEHUS.

24. Ilpuka3 denepanbHoro apxuBHoro areHTcTBa oT 15 mtona 2020 r. Ne 69
«O0 yrBepxneHun TUMOBBIX (PYHKIMOHAIBHBIX TpeOOBaHMM K CHCTEMaM
ANEKTPOHHOTO JOKYMEHTOOO0POTa U CUCTEMAM XPAHEHHSI SJIEKTPOHHBIX JJOKYMEHTOB
B apXMBaX rocyJapCTBEHHBIX OPTraHOBY.

25. Ilpuka3 @enepanbHOro apXMBHOTO areHTcTBa ot 25 nexadps 2020 r. Ne 199
«O0 yTBEpKIEHUH METOAUYECKUX PEKOMEHJALMMA Mo pa3paboTKe MHCTPYKLUMM MO
JEJNONPOU3BOJICTBY B TOCYJApCTBEHHBIX  OpraHax, OpraHax  MECTHOIO
CaMOYIIpaBJICHUS».

26.'OCT P 7.0.8-2013. Cucrema craHgapToB 10 HHGPOpPMAIINH,
OMOMMOTEUHOMY W M3JAaTeNIbCKOMY Jeny. Jleaonpou3BOACTBO W apXUBHOE JIETO.
Tepmunsl u onpenenenus. - M.: Ctangaptundopm, 2014,

27.TOCT P 7.0.97-2016. Cucrema craHmgapToB 10 HHPpOpPMAIUH,
OuOMMOTEeUHOMY M HU3JAaTeNbcKkoMy geny. OpraHu3zanroHHO-pacnopsauTe IbHas
nokymenTtanus. TpeboBanus k opopmiiennto 10kyMmeHToB (¢ U3menenuem N 1). - M.:
Crangaptundopm, 2018.

28.TOCT P HCO 15489-1-2019. Cucrtema cTaHgapTOB 1Mo HH(pOpMAIUH,
oubnuoreuHoMy M u3AaTenbckoMmy geny. Hudbopmamus uW - JOKyMEHTaIMs.
VYnpasnenne nokymentamu. Yacts 1. [lonstust u npuniunet. - M.: CtangaptutdopmM,
2019.

29. 3akon Pecny6nmuku Caxa (Sxkytus) ot 16 oxtsaops 1992 r. Ne 1170-XI1
«O s3pikax B PecniyOnuke Caxa (SkyTus)».

30. 3akon Pecnybnuku Caxa (Sxytus) ot 25 nexadbps 2003 1. 98-3 Ne 199-111
«O mpaBOBBIX aKTax OPraHOB rocyaapcTBeHHoM BiacTu Pecniyonuku Caxa (SkyTus)y.

31. 3akon PecnyOnuku Caxa (Skytus) ot 15 uronst 2004 r. 151-3 Ne 313-I11
«O0 odunmansHOM cuMmBonke B Pecriyonuke Caxa (SIkyTws)».

32. Yxa3 Ilpesunenta Pecnyonmuku Caxa (Sxytus) ot 18 centsops 2009 .
Ne 1577acn «O6 yrBepxkaeHun llepeunst cBeaeHuit KOHPUACHIIMAIBHOTO XapaKTepa
o Pecniy6nmke Caxa (SIkyTus)».

33. Yka3 ['maBsl PecnyOnmuku Caxa (SIkytust) ot 30 mexadbpst 2018 1. Ne 312
«O EnuHOM cucTeMe 3IEKTPOHHOTO JOKYMEHTO000pOTa.

34. Pacniopspkenne ['maBer PeciyOnmku Caxa (SIxkyTus) ot 20 staBaps 2017 r.
Ne 38-PI' «OO6 yrtBepxknaenun llepeuHsi BUIOB NOKYMEHTOB, MEPENABAEMbIX MpHU
B3aMMOJICHCTBUU OPraHOB rocynapcrBeHHoM BiacTu Pecnybnuku Caxa (SAkyrtus) B
AJIIEKTPOHHOM BUJE.

35. IlocranoBnenue [IpaBurenbcrBa Pecriybnuku Caxa (SIxkytusi) ot 7 aBrycra
2009 r. Ne 328 «O0 yTBepxkJieHHH THUIIOBOTO MOJIOKEHUS O MOPSJIKE OOpaIlICHUS C
KOH(UAeHIMaIbHOU UH(pOpMAIMEl B OpraHax UCIOJTHUTEIbHOM BlacTu PecnyOnnku
Caxa (SxyTus)».


consultantplus://offline/ref=16F1FF70E0F1FE412CFF942F2DDF88641A391F95DD15ED1BC7F69B7558E7E3DBK7z7A

129

36. PacniopsiurenbHblii aKT OT Ne
«O0 ytBepxkaenuu [lonoxenus 06 OI'B PC(A) (u ero Komnerun)».

37. Ilpuxkaz OI'B PC(A) or Ne «O06 yTBepkKACHUU
[Tonoxxenust 06 apxuse OI'B PC(A)».

38. [lpuxkaz OI'B PC(A) or Ne «O06 yTBepKACHUU

[Tonoxenus o LIDK/OK OI'B PC(A)».
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[Tpunoxenne Ne 2
K 1. 3.3.6. [IpuMepHON HHCTPYKLIUH

MUHUCTEPCTBO (HAUMEHOBAHMUE) PECITYBJINKHU CAXA (SAKYTHUSA)

[MPUHAT (OJOBPEH) YTBEPXJIAIO

KosuternansHeiil opras PykoBonurens OI'B

Pecniy6niuku Caxa (AxyTus) Pecniy6nuku Caxa (SkyTus)

(IpoTOKOT OT 2024 r. N.0O. ®amunus

Ne ) « _» 2024 r.
PETJIAMEHT

r. Skyrck — 2024

Oopa3sen opopMiIeHNS TUTYJIbHOIO JIUCTA TOKYMEHTA
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[Tpunoxenue Ne 3
K 1. 3.4.2. [IpuMepHON HHCTPYKLIUH

IlepedyeHb JOKYMEHTOB, KOTOPbIM HOPHANYECKASI CHJIA IPUAaeTc rpudom
yTBepKAeHus 0e3 u3iaHus MPUKa3a

1. I'paduku paboOThHI, TMJIaHBI, MOBECTKH 3acelaHUN KOJIJIETMH, KOMHCCHUH,
pabouux rpyri, COBEIIaHNUNi, CEMUHAPOB, COBETOB, METOAUYECKUE PEKOMEHIAINH TI0
HAIPaBJIECHUSM JICSATEIBHOCTH (MO0 TIPOBEPKE OpraHu3aivii W T.M.), KOTOpPHIC
YTBEPKAAIOTCS JIOJDKHOCTHBIM JIMIIOM, PYKOBOJMTENIEM TMOJPa3/ICICHUs, a TaKXKe
3aMECTUTENIEM PYKOBOIUTENS MO 3aKPEIUICHHBIM B PACHpPEICICHUH OOS3aHHOCTEH
KypUPYEMbIM HAIIPABICHUSAM JICSTEILHOCTH.

2. JIoJDKHOCTHBIE  PETJIaMEHTBhl TOCYJIapCTBEHHBIX T'PAKIAHCKUX CITYXKaIUX
OI'B PC(A) (yrBepxnatorcs pykooautenem OI'B PC(S), a Takxke nuiowm,
UCITOJTHSIOIIUM €T0 00SI3aHHOCTH ).

3. ®uHAHCOBO-XO35UCTBEHHBIE JOKYMEHTBI: CMEThI, CYe€Ta, BEJIOMOCTH,
OayaHChl, OTYETHI, aKThI MEPE/Iaun JEHEKHBIX CPEJICTB, TOMEIICHUN, TPAHCTIOPTHBIX
CPEICTB, OPITEXHHKH M HWHOT'O HMYIIECTBA, aKThl CIUCAHHUS HMYIIECTBA, AKTHI
peBU3Ui, TPOBEPOK, MHBEHTapu3auu (yTBepxkaaroTcs pykooautenem OI'B PC(),
3amectuteneM  pykoBomutens OB PC(A), xkypupyromuMm  ¢GHUHAHCOBO-
XO35IUCTBEHHYIO JIESITEIIBHOCTD).

4. Tlnanbl  paboThl  moApa3fesieHuid  (YTBEPKIAIOTCS  KYpUPYIOIIUMHU
3amectutensimMu pykosoaurenst OI'B PC(A).

5. I'paduku  paboThl, MAEKYpPCTB U JApyrue CIyXeOHble JOKYMEHTHI
nojapaszaeneHuil (YyTBEpKIatoTCsl PyKOBOAUTEISIMH MOIPA3/ICICHUN ).

6. ApXUBHBIE IOKYMEHTBI: OMHUCH JIeTT TOCTOSTHHOTO, JOJTOBPEMEHHOTO CPOKa
XpaHEHUsT MW 1O JIMYHOMY COCTaBy, aKThl Iepeladyd  apXUBHBIX €T
Ha [MOCTOSIHHOE XpaHEHUE, MpUeMa-nepeaadn Aell, aKThl YHUUTOXKEHUS JOKYMEHTOB C
UCTEKIIMMHU CPOKaMH XpaHEHMS, CBOJHAss HOMEHKIATypa Jed U Jp. (YTBEpKIarTCs
JTOJDKHOCTHBIM JTUITOM, BosriasisiommM [{OK/OK OI'B PC(A).

/. lHble COBMECTHBIE JIOKYMEHTBI, MOATOTOBJIEHHBIE IO COTJIACOBAHUIO
C PYKOBOIUTENSAMH OTAenbHbIX mnoapasaeneanii OI'B PC(S) (yrBepxknarorcs
pykoBoguteneM OI'B PC(S) wnu ero 3amecTuTeNsIMU, KypUPYIOIIUMHU 3aKPETIICHHBIE
B pacnpeieICHuU 003aHHOCTEH HaNpaBICHUS JEATEIHLHOCTH).

IIpumeuanue:

Hoxymentsl opopmisitorest Ha obuiem Omanke OI'B PC(S) (kpoMe ycTaHOBIEHHBIX (hopm
(bMHAHCOBBIX, KaJIPOBBIX U APXUBHBIX JOKYMEHTOB) UJIM Ha YUCTHIX JIHCcTax Oymaru ¢popmara A4.

CoOcTBeHHOpYUYHAs! TIOJNUCh PYKOBOAUTENS (JOJDKHOCTHOTO JIMLA) B rpude yTBepKIeHUs
3aBepsieTcs repOoBoOi MeyaThio

JIOKyMEHTBl ~ MOAMHCHIBAIOTCS  PYKOBOAHUTENSMU  (JOJDKHOCTHBIMH — JIMIIAMH),  TIPH
HEOO0XOIMMOCTHU COTJIACOBBIBAIOTCS M PErHMCTPUPYIOTCS C MPOCTABICHUEM B JIEBOM BEPXHEM YIIIy
JaThl ¥ PETUCTPALIMOHHOTO HOMEpa B OTACIHLHOM JXypHalle B COOTBETCTBYIOIIEM MOJpa3ciieHuU
(KpoMe HEepEerUCTPUPYEMBIX CHEHHANbHBIX (OpM (PUHAHCOBO-XO3SUCTBEHHBIX M apXUBHBIX
JOKYMEHTOB).
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[Tpunoxenue Ne 4
K 1. 3.4.2. [IpuMepHON HHCTPYKLIUH

JIMCT paccebliIku
K

(HaMeHOBaHUE BUJA U HAUMEHOBAHUS JOKYMEHTA MOJHOCThIO, O€3 COKpaIleHH)

oT No

(mara moxymeHTa)

NoNe HanmenoBanue opranuzanuu [Ipumeuanue Bun
/i (®.1.0., 10JKHOCTB) JIOCTaBKH
1 2 3 4
Bcero AK3EMILISIPOB
ITepenano B crpykrypHoe noapazaenenne OI'B PC(S) «  » 2024 r.
Ucnonuutens @.1.0.: [Toamuck
IIpuns: « _» 2024 r.
(moamuce) (N.0. Gamunus )

[Tpumeuanue: JIMcT pacchbUIKi MOKET OBITH MPOJOJDKEH Ha APYTOM JIMCTE C IEPEHOCOM MOJIIHCEH,

IIpu 3TOM Fpa(bbl Ta6J'II/ILU>I HYMCPYIOTCA U Ha CICAYIOIIUX CTpaHUILIAX MIEYATAOTCS TOJIBKO HOMEpaA

9TUX rpad



«

133

[Tpunoxenne Ne 5

K 1. 3.7.5. [IpuMepHON HHCTPYKLIUH

Peectp

yuyera 3aMe4aHUil U NpeIJI0KeHUH K IPOEKTY IPaBOBOI0 aKTa

»

(moIHOE HaMMEHOBAaHUE MTPOEKTa IIPABOBOI'0 AKTa)

No Penaxkuus mo OI'B PC(A1)/ 3amedaHus U Yuteno/ ITpoekt
n/m MIPOEKTY BEJIOMCTBO peI0KEHUs 0 HE YYTEHO (cTpyKTypHast
(cTpykTypHO# (peKBU3UTHI IIPOEKTY €/IMHHULIA)
€/IMHHULIBI) 3aKJIFOUEHUS ) (cTpykTypHOI IIPaBOBOTO aKTa
MIPaBOBOTO aKTa €IMHHUIIbI) C y4eToM
IIPaBOBOTO aKTa 3aMe4aHui
B anvbomnom gpopmame
PykoBogurens

opraHa, BHOCALICTO ITPOCKT

(noonucy)

(N.0. ®amumst)

HpI/IMe‘{aHI/ICI PCCCTp MOXET OBITh MMPOAOJIZKCH Ha APYIrOM JIMCTE C IICPEHOCOM HOHHHCGﬁ, IIpu 3TOM

l"pa(bLI Ta6J'II/II_H>I HYMCPYIOTCs, 1 Ha CJICAYHOIIUX CTPpAHULIAX NT€YATAOTCS TOJIBKO HOMEPA OTUX T’ pa(p
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[Tpunoxenue Ne 6
K 1. 3.8.2. [IpuMepHON HHCTPYKLIUH

MUHUCTEPCTBO MHUHUCTEPCTBO
(HAMMEHOBAHMUE) (HAUMEHOBAHHUE)
PECITYBJIMKU CAXA (AKYTHUA) PECITYBJIMKHU CAXA (SAIKYTUS)
(1a pycckoMm s3bIKE) (ma s3p1KE Caxa)
NPUKA3 BUPUKIIC
« _» 20 T No -0

r. JIKyTCK

00 yrBepxaennu MHCTPYKIIUM 1O 1€JI0NIPOU3BOICTBY

B memsix  coBepuIeHCTBOBaHWS  JEIONPOM3BOJICTBA U TOBBIIICHHUS
3¢ PeKTUBHOCTH pabOTHI ¢ JOKYMEHTAMH ITyTEM perjiaMeHTalluy Ha €IMHON MPaBOBOU
U METOJIMYECKON OCHOBE MPaBUJI MOATOTOBKU JOKYMEHTOB, TEXHOJIOTHM pabOTHI C

HUMH, OPTaHU3aLNHU UX TEKYILIEro XpaHeHUs U MOATrOTOBKH K nepenaye B apxus OI'B

PC(S) npuka3blBaio:
1. YtBepauts UHCTpYyKIHIO ...
2. KoHTponb 32 MCIOJIHEHUEM HACTOAIIETO MpHUKa3a BO3JIOKUTH HA MEPBOTO

3amecturens pykoBoauteis OI'B Pecriybnuku Caxa (SxyTus) @amwmmus 1.O.

PykxoBoautenn Iloonucw N.0. ®amunus

Oopa3zen opopmiieHns NpuKasa
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[Tpunoxenne Ne 7
K 1. 3.8.2. [IpuMepHON HHCTPYKLIUH

MHMUHUCTEPCTBO MMUHUCTEPCTBO
(HAUMEHOBAHME) (HAUMEHOBAHMNE)
PECITYBJIMKU CAXA (AKYTUS) PECITYBJIMKHN CAXA (AKYTHUSA)
(Ha pyccKoM sI3bIKE) (Ha s13bIKE caxa)

PACIHOPSXKEHMUE AbAhAII
«  » 20 T Ne -AXO

r. JIKyTCK

O BHecenuu n3meHennii B pacnopsixenue OI'B PecnyOsiuku Caxa (SkyTus)

oT 20 1. Ne

BHecTu nusmeHeHnus B ITYHKT ... PACIIOPS>KCHUA ...
YTBepI[I/ITI) IMpujiIaracMbIC U3MCHCHHA. . .

[Ipr3HaTh yTpaTUBIINM CHITY PACIIOPSIKEHUA. . ...

A W o

KOHTpOJ'II) 3da HCIIOJIHCHHCM HACTOAIICIO PACIIOPAKCHHUSA BO3JIOXKHUTL Ha

nepBoro 3amecturens pykopogutenss OI'B PC(A) ®amunusa U.0.

PyxoBoaurens Tloonuce N.0. damunusa

Oobpa3sen opopMJIeHUS PaCTIOPSIZKEHUS
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[Tpunoxenne Ne 8
K 1. 3.10.2.4. [IpumepHON HHCTPYKIIUU

MUHUCTEPCTBO MHUHUCTEPCTBO
(HAMMEHOBAHMUE) (HAUMEHOBAHHUE)
PECITYBJIMKU CAXA (AKYTHUA) PECITIYBJIMKHU CAXA (SAIKYTUS)

(Ha pyccKoM sI3bIKE) (Ha s13bIKE caxa)

NPOTOKOJ
3acelaHMs (COBEIAHUSA) KOJJIETHAJIbHOI0 OPraHa

r. JIKyTCK

IIpencenarenscTByromuii — @amumnus 1.0.
Cexperaps — @amunus N.0.

IIpucyTcTBOBAJIMH:
VYKa3bIBaIOTCS JOJDKHOCTH, (PaMHUINK M HHUIHAIIBI IPUCYTCTBYIOIIHX.

Ecnu yucno yuactHukoB 6osee 15 dyenoBek, yka3piBaeTcs UPPoH UX olIiee KOJINYECTBO —
«[IpucyrcrBoBanu: 00 yenoBeK (CIUCOK MPUIIAraeTcs )».

I[NOBECTKA JIHA:
1. O IOATOTOBKE K ...
Hoxnan (madopmariusi) pykooautens. .. Oamunus 1.0.
2. Bropotii Borpoc (oopmMileHHE aHATIOTHYHOE ITIEPBOMY BOIIPOCY).

1. CJOIYIOAJIA:
Gammnus .0, — TeKCT AoKaaa npuiiaraeTcs
BBICTVYIINJIN:
®amunusa N.O. — kpaTkas 3al1UCh BBICTYIUICHHUS.
INOCTAHOBUIJIU:
WNznaraercss  QpopMmynupoBKa TOCTAaHOBJIEHUSI — OJIHO  IpeANUCcaHue,

aIpCCOBAHHOC HCCKOJIBKMM HCIIOJIHUTCIAM, a TAaKKC HCCKOJIBKO Hp@,[[HHC&HPIﬁ,
aIp€COBAHHbBIX OJHOMY HCIIOJIHHUTCIIIO, IIOMCINAIOTCA B OAHOM ITYHKTC. HYHKTI)I MOI'yT
pPasacisATbCA HA 363311131. HpI/I H3JI0OKCHHUHU IMPECAITNCBIBACMOIO I[eﬁCTBHSI HCIIOJB3YCTCA
rj1aroja B HOBCINTCIIBHOM HAKIOHCHHUH (HpOBepI/ITB, OpraHu3oBaThb U T.H.), HaIIpuMcep:



137

[Iponomxenue npunoxenus Ne 8
K 1. 3.10.2.4. [IpumepHON HHCTPYKIIUU

1.1. PykoBomuTensaM ...NMpEACTABUTH CIUCOK ...
Cpok 20 nexabps 2024 .

2. CJIVIUIAJIN:

2.1. OdopmiieHre BTOPOro BOMPOCA IMOBECTKU JHSA CTPOUTCS aHAIOTMYHO
IEPBOMY.

[IpencenarensCTBYOMINI Iloonucw N.0O. ®amunus
Cexkpetapb Iloonucs N.0O. ®amunus

Oobpa3sen ogopMJIeHUA IMOJHOTO IPOTOKOJIA
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[Tpunoxenne Ne 9
K 1. 3.10.2.4. [IpumepHON HHCTPYKIIUU

MUHUCTEPCTBO MHUHUCTEPCTBO
(HAMMEHOBAHMUE) (HAUMEHOBAHHUE)
PECITYBJIMKU CAXA (AKYTHSA) PECITYBJIMKHU CAXA (SAKYTUS)

(Ha pyccKoM sI3bIKE) (Ha s13bIKE caxa)

IMNPOTOKOJI
COBCIIAHUA

y (HauMeHOBaHHe 0KHOCTH PYKOBOAUTEJISI B POAUTENIHLHOM Majieke)
N.0. Pamuiausa

r. SkyTck

[IprCyTCTBOBAJIH: ... YEIOBEK (CHUCOK MPUIIAraeTcs).

VYka3bIBaIOTCS AOKHOCTH, (PaMWIMK U MHULIHMAJBI IPUCYTCTBYIOUIHUX.
Ecnu yucno yuactHukoB 6osiee 15 yenoBek, yka3piBaeTcs U po ux obIiee KOJTUIeCcTBO
[pucyrcroBanu: 00 yenoBek (CIUCOK MpUIIAraeTcs).

unu
HanmeHnoBanue nomxHOCTH - ®amunus N.0.
HanmeHnoBanue nomKHOCTH - ®amunus N.0.
HanmeHnoBanue nomxHOCTH - ®amunus N.0.

I. O npoBenennu I'ona narpuorusma B Pecmyosmke Caxa (SIkyTus)

(®amunus N.0., @amunus 1.0., @amunusa N.0.)

1. IlpuctynuthK ...

1.1. 3amectutento pykooautrenss OI'B Pecriyonuku Caxa (Axytust) @amunus
Nn.0O.:

1.2. oOecrmeyurs ....
Cpoxk — 19 nexabps 2024 r.
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[Iponomxenue nmpunoxenus Ne 9
K 1. 3.10.2.4. [IpumepHON HHCTPYKIIUU

I1. Bropoii Bonnpoc ogopmisiercss HAEHTUYHO IEPBOMY BOIIPOCY

(Gamunus N.0., @amuus W.0O., Gamunus 1.0.)

PykoBogurens Iloonucw N.0. ®Gamunusg

Oopa3sen opopMiieHNsI KPATKOI0 MPOTOKOJIA
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[Ipunoxxenne Ne 9 a
K 1. 3.10.2.5. IIlpumepHON HHCTPYKIIUU

MUHUCTEPCTBO MHUHUCTEPCTBO
(HAMMEHOBAHMUE) (HAUMEHOBAHHUE)
PECITIYBJIMKHU CAXA (SAIKYTUS) PECITIYBJIMKU CAXA (SAIKYTUS)

(Ha pycckoM sI3bIKE) (Ha s13bIKE caxa)

MOCTAHOBJUEHMHE
Kosuterun OI'B PC(51)

r. JIKyTCK

3acnymaB u ob6cyauB pgoxnan @damunus M.O., gupexTtopa aBTOHOMHOIO
yupexaenus Pecriyonmuku Caxa (SIKyTHH).........ooovvvinnnn.... , Komerust OI'B PC(A)
NOCTAaHOBISET:

1. OnoOpuTsh npoekt Kontenimu aBToHOMHOTO yupesxkaenus Pecriyonuku Caxa
(SxyTun) ............

P 0 4 vi (1) | /2 (Pamuus M.0.) BHecTH B
YCTAaHOBJICHHOM TIOpSAJIKE Ha YTBEpXACHUE TpHKa3 o0 yTBepxacHuu Kouuenuu
aBTOHOMHOTO yupexaeHus: Peciyonuku Caxa (SIkytun) ................

Cpok — 10 6 mas 2024 r.

3. KoHTpOoib HCHOJHEHHS] HACTOSIIErTO0 ITOCTAHOBJIEHUS BO3JOXHUTh Ha
3amectutens pykoogutens OI'B PC() ®amunusa 1.0.

[IpencenarenbCTBYIOMIMI Iloonucw N.0. ®amunus

Cexpetapb Iloonucw N.0. ®amunus

Oopa3sen opopmiienus mocranojenus Kosiernu OI'B PC(5)
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[Tpunoxenne Ne 10
K 1. 3.11.11. TlpumepHOI1 HHCTPYKLIUU

MUHUCTEPCTBO MHUHUCTEPCTBO
(HAMMEHOBAHMUE) (HAUMEHOBAHHUE)
PECITYBJIMKU CAXA (AKYTHUA) PECITYBJIMKHU CAXA (SAIKYTUS)

(Ha pycckoM sI3bIKE) (Ha s13bIKE caxa)

yi. AMMocoBa, 1. 8, 1. SIkyrck, Pecriyonmka Caxa (Skyrus), 677000, ten. 8 (4112) 000-000
E-mail: min.@sakha.gov.ru, http://www.sakha.gov.ru

20 r. Neo PykxoBoaurento

Ha No oT HCIIOJIHUTEIILHOTO OpraHa

rOCyJapCTBEHHOM BJIACTH
Pecniy6nuku Caxa (SkyTus)

Oamumus 1.0.
O HanpaBJIeHUH 3aKITIOYEHUS K IPOCKTY
VYBaxaembiii UMt OtuectBo!

Hampasnsiem 3akimiodueHne K TPOEKTy TmocTtaHoBieHus [IpaBuTenbcTBa
Pecniyonuku Caxa (Axyrtusi) ot 15 despans 2024 r. Noe 60 «O06 yTBepkIeHUU
HNuBectuninonnorr mporpammbl Pecny6nmkm Caxa (Axytus) ma 2024 rom m Ha
rianoBbIi ieproj 2025 u 2026 ro10By.

[IpunoxeHue: Ha ...J1. B ...9K3.

C yBaxkeHHEM,

PykoBoautens OI'B PC(S) Iloonucw N.0. ®amunus

NBanoB MBan MIBaHOBUY, INIaBHBIM CIELMAINCT IPABOBOIO OTAEINA
8 (4112) 000-000; E-mail

Oopa3sen opopMiieHUA CIYKEOHOT0 MUCHMA
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[Ipunoxenne Ne 11
K 1. 3.12.4. [IpumepHOI HHCTPYKLIHH

PykoBoauTtensmM CTpyKTypHBIX
noapazaenenuit OI'B PC(51)

3 urong 2024 . Ne 15

O nopgaue 3asiBOK Ha aBTOTPAHCIIOPT

CJIYV’KEBHAA 3AIIMCKA

B OCJIAX ITOBBIIIICHUA 3(1)(1)CKTI/IBHOCTI/I HCITIOJIB30BAHUA U COKPAIICHUA ITPOCTOCB

aBTOTPAHCIIOPTHBIX CPEJCTB MPOILY.......

PykoBoauTenb CTpYKTYpPHOTO
MOJIpa3aeiICHUS Ioonuco N.0O. Gamumnus

Oopa3zen opopMiieHUA CIIY:KeOHOM 3aNIMCKH
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K 1. 6.2.3. [IpuMepHON HHCTPYKLIUH

[Tpunoxenne Ne 12

Tunosbie CPOKHM MCITOJIHEHHUSA TOKYMECHTOB

Bun noxkymenra

Cpok uctosHeHUs

OcHoBanue

[TapnamenTckuii 3ampoc

(3ampoc Cosera
denepanuu,
I'ocynapcTBeHHOM
Jlymsi)

He no3nnee yem uepe3 15 guen co

AHSA  TIOJIYYCHHA MapJIaMCHTCKOI'O
3armpoca AN B WHOM,
YCTaHOBJICHHBIN

COOTBETCTBYIOLIEH MaJIaToun
®denepalbHOTO Cobpanus

Poccuiickoit ®eaeparuu cpok

Yactp 3 crarbu 13 denepanbpHOTO
3aKOHA

or 8 mas 1994 r. 3-®3
«O  craryce uneHa CoBera
@denepaiii U cTaTyce Jenyrara
I'ocynapcTBeHHOM JymbI
®denepalibHOTO Cobpanus
Poccuiickoit deneparum»

Ne

3anpoc unena Cosera

He no3anee yem uepe3 30 quei co

Yacte 3 cratbu 14 ®denepanbHOro

denepanun, AemyTaTa|THS €ro TMOJYYCHHs] WJIM B WHOM, | 3aKOHA

l'ocynapctBenHoi Jlymbl | coryiacoBaHHbId ¢ uHUDMATOpoM|oT 8 Mas 1994 r. Ne 3-@3

(memyTaTcKOMY 3aIpocy) | 3ampoca CpoK «O  craryce wiena  CoBera
®denepau M cTaryce JAemnyrara
I'ocynapcTBeHHOM Jymbl
denepanbHOTO Cobpanus
Poccuiickoit deneparum»

[IpencraBnenue B Teuwenune 30 guelr co gHs|Yacth 4 ctathu 26 DenepanibHOTO

CuyeTHOM TajaThl | BHECEHUS MTPEACTABICHUS B OOBEKT | 3aKOHA

Poccuiickoit ®eneparuu

aynuta (KOHTPOJIS)

ot 5 ampenst 2013 r. Ne 41-d3 «O
CuetHoli mamatre Poccuiickon
denepanun»

[Ipotect mpokypopa Ha
MIPOTUBOPEYAIIHIA
3aKOHY MPABOBOI aKT

He o31Hee qyeM B
10-1HEBHBIN CPOK C MOMEHTa €ro
NOCTYIUIEHUsl, a B  Ciydae
MIPUHECEHUS TPOTECTa Ha PEIICHHUE
MPEICTaBUTEIIHHOTO

(3aKOHOIATETBLHOTO) opraHa
cyonekTta Poccuiickoit @enepanuu
J5R10% opraHa MECTHOTO

caMOyTIpaBlieHUs - Ha OMKanIemM
3acelaHuu

Yacte 2 cratbu 23 dDenepaibHOrO
3aKOHAa

oT 17  suBaps 1992 r.
Ne 2202-1 «O mpokypatype
Poccuiickoit deneparum»
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MeXBeTOMCTBEHHbBIC
3aIpOCHI 0
MPEJICTaBICHUN
JOKYMEHTOB W (WIH)

uHbOpMAIMU B  LEJSIX
IPEAO0CTaBICHUS

roCyJIapCTBEHHBIX u
MYHUIIUTATBHBIX YCIYT

5 paGouux qHEN CO AHS MOTYyYESHUS
3ampoca

Yactp 3 crateu 7.2 denepanbHOTO
3aKOHa

oT 27 UIOJIS 2010 I.
Ne 210-®3 «OO06 opranuszanuu
IIPEIOCTABIICHUS

roCy/IapCTBEHHbBIX u

MYHHULUIIAIBHBIX YCIYT»

XKanoba Ha HapylieHue
MopsiJIKa
MIPeI0CTaBJICHUS
rOCyJIlapCTBEHHOW  WJIU
MYHUILUIIAIBHON yCIyry

15 pabGouumx 1HEH co

pPErucTpaIyu >Kano0bl

THS

YacTs 6 cratbu 11.2 denepanbHOTO
3aKOHA

oT 27 UIOJIS 2010 T.
Ne 210-®3 «O06 opranuzanuu
IIPEA0CTABIICHUS

roCyJapCTBEHHBIX u
MYHHUIMITIAJIbHBIX YCIIyT»;
nocraHoBieHnue  [IpaBurenbcTBa

Poccuiickoit ®depepanuu ot 16
aBrycta 2012 r. Ne 840 «O nopsiake
MoJ[a4u M PACCMOTPEHHUSI )KaJI00 Ha
pelieHust 51 JIEACTBUS
(Oe3nelicTBUE) (denepanbHbIX
OpraHoB HWCIIOJTHUTEIBHOW BIIACTH
n UX  JOJDKHOCTHBIX  JIWII,
denepanbHbIX  TOCYAapCTBEHHBIX
CIyXaluX, JOJDKHOCTHBIX  JIWII
TOCYJIapCTBEHHBIX BHEOIOKETHBIX
dounoB Poccuiickoit denepanuu,

TOCYIapCTBEHHBIX  KOpHOpaIui,
HAJICJICHHBIX B COOTBETCTBUU C
benepabHBIMU 3aKOHAMHU
MOJIHOMOYUSIMU o
MPEIOCTABICHUIO

rOCy/IapCTBEHHBIX ycayr B
YCTaHOBJICHHOU chepe
JEeSTeNbHOCTH, ¥ UX JOJDKHOCTHBIX
U1, OpraHu3aIui,
NpeayCMOTPEHHbIX 4YacThto 1.1

cratb 16 denepanbHOro 3aKoHA
«O0 opranu3amyy Mpea0CTaBICHUS

TOCYHapCTBCHHBIX n
MYHUIMIIAJIBHBIX  YCIYI'», W HX
pa6OTHI/IKOB, a TAaKXC
MHOI‘O(l)YHKI_II/IOHaJ'ILHLIX LHECHTPOB
MpeaoCTaBJICHUS

TOCYHapCTBCHHBIX nu
MYHUIUIIAJIBHBIX  YCIYIT W HUX

pabOTHUKOBY
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XKanmoba  Ha  oTKa3
oprasa,
MPEJOCTABIISIONIETO
rOCyJapCTBEHHYIO
yCIyTY, ero
JOJDKHOCTHOTO — JIMIIA,
MHOTO(YHKIIHOHAJIEHOT
0 LEeHTpa, ero
JIOJDKHOCTHOTO — JIMIIA,
paboTHHKa,
IIPUBIIEKAEMON
OpraHu3aIum, ee
paboTHUKAa B IpHEME

TOKYMEHTOB y 3asBUTENS
aub0 B HCIPaBICHHUH
JOTYIIEHHBIX OTIEYaToOK
u (W) omubOK WA B
ciydae — oOKaJoBaHUSA
3asiBUTENIEM HapylIeHUs
YCTaHOBJIEHHOTO CpOKa
TaKUX UCIIPABIICHUN

5 pabouux  gHEH

perucTpanuu

Cco JHS

ITynkT 15 IMOCTAHOBJIEHUS
IIpaBuTenscTBa Poccuiickoit
®enepanun ot 16 asrycra 2012 r.
Ne 840 «O mnopsaxke nomauu M
paccMOTpeHus Kano0 Ha PEIICHUS
u JecTBUs (6e3nelicTBuE)
dbenepanbHbIX OpraHoB
UCTIOJIHUTEIIBHOW BJIACTH W UX
JOJDKHOCTHBIX JIML, (heaepanbHbIX
roCyJapCTBEHHBIX CITy)KaIlHX,
JOJDKHOCTHBIX TV
TOCYJapCTBEHHBIX BHEOIOKETHBIX
¢onnoB Poccuiickoit Denepauuu,

rOCYyJapCTBEHHBIX  KOpIIOpaluH,
HAJICJICHHBIX B COOTBETCTBUHM C
dbenepanbHBIMU 3aKOHAMU
MTOJTHOMOYHSIMU o
MIPEIOCTABICHUIO

rOCy/IapCTBEHHBIX yCIIyT B
YCTaHOBJICHHOM chepe
JESTETPHOCTH, U MX JIOJDKHOCTHBIX
JIMII, OpraHu3aIui,
MpeayCMOTPEHHbIX YacThio 1.1

cratb 16 denepanbHOro 3aKOHA
«O0 opranu3amyy Mpea0CTaBICHUS

rOCyJapCTBEHHBIX u
MYHUIIUNATBHBIX  YCIYT», H HUX
PabOTHHKOB, a TaKxKe

MHOTO(YHKIIMOHAIbHBIX LIEHTPOB
MPEIOCTABIICHUS

rOCY/IapCTBEHHBIX u
MYHHIMITAJIBHBIX ~ YCIYT W HX
PaOOTHHKOBY» (B™MecTe c
[TpaBmiiamu noJa4uu u
pPacCMOTPEHMS JKaja00 Ha peIICHUS
u JIECTBUS (6e3neiicTBUC)
(benepabHbIX OpraHoB

UCIIOJHUTEJIBHOM BJIACTU U HX
JOJKHOCTHBIX JIHII, (eaepabHbIX
roCyJapCTBEHHBIX CITyXalluX,
JIOJKHOCTHBIX JU1L
roCyJapCTBEHHBIX BHEOIOPKETHBIX
donnos Poccuiickoit denepannu, a
TaKXKe I'ocynapcTtBeHHOM
KOpIIOpALMK [0 aTOMHOW JHEPTrUU

«Pocatom» M ee JOIKHOCTHBIX
JINIIT)
IIncemenHoe 30 nueit co aua perucrtpauuu (B|Ilynkrer 1, 2 cratem 12
oOparienue UCKITIOUUTENBHBIX ciyyasx | PenepaabHOro 3aKOHa
IpaXKJaHUHA, IIPOJUIEHHE CcpoKa paccMmorpeHus|or 2 Mas 2006 r. Ne 59-®3
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OpraHu3anuu oOpamienus He Oonee yem Ha 30|«O HOpsJIKE paccMOTpeHUs
JTHEH) oOpaiueHuit rpakaaH B
Poccuiickoit denepanun»
[IncemenHoe 20 nHei co AHS perucTpanuu ITynkT 1.1 CTaTbu 12
oOpaieHue DdenepanbHOTO 3aKOHa
rpaKJaHUHA, Ne 59-®3

opraHuzanuu o (akrax
BO3MO’KHBIX HapylIeHUN
3aKOHOJATEIbCTBA
Poccniickoit ®denepanun
B cpepe MHUTpaIuu

3anpoc
rOCyJIapCTBEHHOTO
oprana, oprana
MECTHOTO
CaMOYIIPABJIEHUS  WJIU

JOJDKHOCTHOTO JIMIIA B
CBSI3W C PAacCMOTPEHHEM
oOpaiieHuil  TpaxaaH,
OpraHu3arui

15 nueit

Yactp 2 cratbu 10 denepanbpHOTO
3aKOHA
Ne 59-®3

3anpoc wHpOPMAUH O

30 gHE# co qHSA pEerucTpaluu, €Ciu

Cratpa 18 denepanbHOTO 3aKOHA

eI TETbHOCTH HWHOE HE npeaycMoTpeHo | oT 9 deBpans 2009 r. Ne 8-d3 «O6
rOCyJIapCTBEHHBIX 3aKOHOATENLCTBOM  Poccuiickoii | o0ecrieueHun JIOCTYTIa K
opraHoB U  opraHoB | Penepanuu (c BO3MOXXHBIM | MHpOpMAallM O  JIE€ATEIbHOCTH
MECTHOTO MIPOJUIEHUEM CpPOKa PacCMOTPEHHS |TOCYAAPCTBEHHBIX  OpPraHoB U
caMOyIpaBJICHUS 3ampoca He Oojiee 4eM Ha 15 jHei) |opraHos MECTHOTO
CaMOYTpaBIICHUS
3armpoc, He|B Teuenne 7 gueld co gHs|Cratha 18 denepanbHOro 3aKoHa
OTHOCAILIUKNCS K | perucTpanuu 3ampoca (B|oT 9 derpass 2009 1. Ne 8-D3 «O06
NesITeNIbHOCTH rOCyIapCTBEHHbI ~ OpraH  WJiu | o0ecrieueHuu JOCTyma K
rocy/1apCTBEHHOTO OpraH MECTHOTO CaMOYIpaBieHUs, | MHQOpPMAlUKY O  JESITeNbHOCTH
opraHa WMIM  OpraHa|K MIOJIHOMOYUSIM KOTOPBIX [ TOCYAAPCTBEHHBIX ~ OpPraHoOB U
MECTHOTO OTHECEHO MIPEI0CTABIICHUE | OPraHOB MECTHOTO
camMoyTpaBleHUS, B | 3ampainBaeMoi HHPOPMAITIH) CaMOYTpaBIICHUS

KOTOPLBIC OH HAIIPaBJICH

3anpoc OpraHoB
roCyJIapCTBEHHOTO
KOHTPOJIS (Hag3opa),
OpraHoB
MYHUIUTATBHOTO
KOHTPOJIS

He Gonee 5 pabouux mHel co aHS
MOCTYTICHUS

[lynxktr 4 IlpaBun HamnpaBiieHUs
3ampoca W TIOJy4eHUS  Ha
0€3BO3ME3/IHOM OCHOBE, B TOM
qucie B OJEKTpOHHOU Qopme,
JOKYMEHTOB U (WJK) HHPOPMAIUH
OpraHamu rOCyJIlapCTBEHHOTO
KOHTpOJs (Haa3o0pa), OpraHamu
MYHHIIMIIATTLHOTO KOHTPOJIA TIPH

OpraHu3alui 4 IPOBEJICHUHU
IIPOBEPOK oT WHBIX
roCyJIapCTBEHHBIX OpraHoB,
OpraHoB MECTHOTO
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CaMOYIpaBICHHS 12 (0]
M0JIBEZIOMCTBEHHBIX
TrOCYJapCTBEHHBIM OpraHaM HJIH
opranam MECTHOTO
CaMOYIIPaBJICHUSI OPraHu3alui, B
pacropspKeHUH KOTOPBIX
HaXOJSTCSI 3TU JOKYMEHTHI U (WUJIN)
uHpOopManus, B pamKax
ME)XBEJIOMCTBEHHOTO
UH(POPMALIMOHHOTO
B3aMMOJICHCTBHSI, YTBEP)KICHHBIX
nocraHoBleHneM lIpaBuTenscTBa

Poccuiickoit ®epepanuun ot 18
armpestst 2016 1. No 323

3amnpoc He mno3mnee 15 pgueit co gust|Yacts 2 crateu 34 denepanbHOro
YIIOTHOMOYEHHOTO  TIO | OJTy4YeHUs 3arpoca (€cid B CaMOM | KOHCTUTYIIMOHHOTO 3aKOHa OT 26
mpaBaM  4YeJOBEKa  B|3ampoce He YCTaHOBJIEH MHOM cpokK) | deBpans 1997 1. Ne 1-OK3 «O06
Poccuiickoit ®eneparuun YNOJIHOMOYEHHOM TIO  IpaBam
YeJI0BEKa B Poccuiickoit
denepanumn»
3aKIIroueHue MecsiuHbIi CpOK Cratp4 35 denepanbHOTO
YHOJIHOMOYEHHOTO  TIO KOHCTUTYIIMOHHOTO 3aKoHa OT 26
nmpaBaM  4YeJlOBeKa B despans 1997 1. Ne 1-®K3 «O6
Poccuiickoit ®eneparuu YNOJIHOMOYEHHOM TI0  TpaBam
YyeJIoBeKa B Poccuiickoit
denepanumn»
OO6pamenue B Teuenne 30 puelt co mHa ero|Yacts 1, 2 CTaTbu 17
OO1ecTBEHHOM ManaThl | perucTpaluu (B UCKIIOUUTENbHBIX | DesepanbHOro 3aKOHa

ciIydasx MIPOJIICHHE Cpoka
paccMoTpeHus He O6osee yem Ha 30
JTHEH )

oT 4 anpens 2005 r. Ne 32-®03 «O6
OO01ecTBEHHON rajare
Poccuiickoit deneparum»

3anpoc OOmIECTBEHHON
ajaTel Poccuiickoi
®enepanuu

He no3anee yem yepe3 30 queid co
IHS ~ TOJydeHus  3ampoca (B
UCKJIIOUUTETIbHBIX — ClIydasX, II0
pemeHno OOIIECTBEHHON MaJiaThl,
- He mo3aHee ueM uepe3 14 nHeit)

Yacte 3 cratbu 24 denepaibHOrO
3aKOHAa

oT 4 anpens 2005 r. Ne 32-03 «O6
OO01mecTBEHHON rnajare
Poccuiickoit deneparum»

3anpoc OO1IeCTBEHHOM
MaJIaThl cyObeKTa
Poccutiickoit deneparuu

B Teuenme 30 gueli co gHA
perucTpanuu 3amnpoca (B
MCKITFOUNTEIbHBIX ciyJasx
npojuieBaeTcs He Ooinee, yem Ha 30
JTHEN)

Yactp 2 craten 12 denepanpHOro
3aKOHA

ot 23 utons 2016 r. Ne 183-P3 «O6
OOIIMX MPUHIMIIAX OpraHU3aLUN U
JESATENIBHOCTH 00111eCTBEHHBIX
nanat cyobekroB  Poccuiickoii
denepauun»
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3ampoc  apbutpaxHoro|B Teuemme 7 gmedt co  gus |[lyHKT 1 CTaTbU 20.3
YIPaBJISIOLIETO noJrydeHus 3amnpoca 0e3 B3uManus | DegepanbHOTO 3aKOHa
J1aThl or 26 okra0ps 2002 T
Ne 127-03
«O HecoCTOATENbHOCTH
(6aHKpOTCTBE)»
3anpoc B cpok, He npeBbiatomuid 15 gaen | @enepanbHbIid 3aKOH
YHOJIHOMOYEHHOTO  TIO | CO JTHS nonmyderusi [or 7 wmas 2013 r.  No 78-®3
rnpaBam COOTBETCTBYIOIIETO OOpaIeHUS «0O06 YIOJTHOMOYEHHBIX o
MpeaIpuHUMAaTENEH 3al[UTe MpaB NpEeANPUHUMATENCH

B Poccuiickoit @eneparum»
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[Tpunoxenne Ne 13
K 1. 4.2.2. [IpuMepHON HHCTPYKLIUH

IlepeyeHb He perucTpupyemMsbix,
HO NMOVIeKAINUX YUeTy* JOKYMEHTOB

1. AHKeTHI (pe3toMe), HalpaBiIsieMble B LENIX TPYIOYCTPOUCTBA.

2. AHOHMMHas KOPPECIIOHACHIMSI ¥ KOPPECHIOHAEHIIMS 0€3 OIUCH, 00paTHOTO ajpeca.

3. Byxranrepckue nokymeHTbl (OyXraiaTepckas OTYETHOCTb, cueTa, cueTa-(paxTypsl,
aKThl CBEPKH B3aUMOPACUYETOB, AKTHI IPUEMKHU-TIEPEAaul OCHOBHBIX CPE/ICTB, TOBAPHBIE HAKJIA/IHBIE).

4. I'OCTpl, TexHMYECKHE PpErJIAMEHTBbI, PYKOBOJAAIIME W JAPYrUe JTOKYMEHTHI IO
TEXHUYECKOMY PETYINPOBAHUIO U CTaHAAPTU3ALIMH.

o. I'pacduku, Hapsabl, 3asBKU, pa3HAPSIKU.

6. JlokyMeHTBl (IIPOEKTHl JOKYMEHTOB), TpeOyrolue NOAIUCaHus (COrIacoBaHMs,
YTBEPKIACHUSI) U TIOCIIEAYIOLIEr0 BO3Bpara.

1. Hy6nupyromue  KOOUM  JOKYMEHTOB, B  TOM  4YHCI€  IOCTYIHUBIIHE
10 KaHaJlaM 3JIEKTPOCBSI3H.

8. ExxenneBnrie onepatuBabie cBoaKd MUC mo PC(A).

9. W3BenieHys o mMoYTOBBIX OTIPABICHUSX.

10.  KoHKypcHas TOKyMEHTAaIusI.

11.  KoppecnonnaeHnuus, aipecoBaHHas COTPYIHUKAM C IOMETKOM «JIMuHOY.

12. HayuyHo-TexHHMYECKas U MPOCKTHAs JOKYMEHTAIIHS.

13.  Otmpamnsiemble f0KyMeHTHI, Bo3BpanieHHbie B OI'B PC() B cBsi3UM ¢ Hemomy4ueHueM,

HE HaxOoXJIeHHeM (OTCYTCTBHUEM) aJipecara.
14.  Oruers: 0 HUP.

15.  Tlepuonnueckue u3gaHus (ra3eTsl, KypHAIbI, OFOJJICTCHN).

16.  Ilewarnple w3gaHus (KHWTH, JUTEpaTypa) KaTaJOTH, TEXHHUUYECKas JUTEpaTypa,
TEMaTHYECKHE U CTICUAIbHbIC COOPHUKH, IITAKATHI.

17. [Tucema, mo coaepxanuto He oTHOCAIIHECS K komriereHnnu OI'B PC(S1).

18.  Tlo3mpaBuTenbHbIe THCbMa M TEJErpaMMBbl, OJarolapCTBEHHbIE MUChbMA U

TEeJeTPaMMBbI, OTKPBITKH.
19.  IlpeickypaHTHI.

20.  IlpurnacurtenbHble OMIICTHI, IPUTJIAIICHHUS.

21. [IporHO3BI TOTOIBI.

22.  IlporpamMmbl W TIOBECTKH IHS KOH(EPCHIMW, COBCUIAHMN W 3acelaHuil, JApyrue
MH(POPMAIMOHHBIC MaTEPHAIIBI*™*,

23.  Pexnamuble MaTepuaibl (MMCbMa, TUCTOBKU, IPOCIEKTHI, OYKIETHI).

24.  CnopaBouyHO-UH(OPMALIMOHHBIE MaTepUAIbl, IPUCIAHHBIC JISI CBEICHUSI.

25.  Craructuueckue COOPHHKHU.

26.  TenedoHHBIC CIPABOYHUKH (KPOME CITPAaBOYHUKOB ¢ ToMeTKO# «JICIT»).

27.  YueOHbIE IUIaHbI, IPOTPAMMBI.

28.  ®opwmsbl u O1aHKH, B TOM YKcie POPMBI CTATHCTUYECKONW U MHOW OTYETHOCTH.

Ecnu yka3aHHblE JOKYMEHTBl TNOCTYNWIM C CONPOBOJUTENBHBIM ITMCHBMOM, IHCHbMa
PETUCTPUPYIOTCS B IOPSAJKE, YCTAHOBIEHHOM HacTosel MHCTpykumen.

* - (huKCUpyeTCs TOJBKO JaTa MOCTYIICHUS JOKYMEHTA.
** - MOJKET PErUCTPUPOBATHCS MO TPEOOBAHUIO PYKOBOJICTBA
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[Tpunoxenne Ne 14

K 1. 4.4.2. [IpuMepHON HHCTPYKLIUH

Ilepeyenn

00513aTeJIbHBIX CBEe/ICHUI 0 TOKYMEHTe, BKiII04YaeMbIX B 0a3y nanubix ECJJ]

Ne HanmenoBanue XapakrepucTuka HHPOpMaLnH, BKIIFOYaeMOit
CBEICHUI O IOKYMEHTE B PETUCTPALIMOHHO-KOHTPOJIbHYIO KAPTOUKY — HE
BBIJICJIATH )KUPHBIM IIPU(TOM
1. |KoppecnonnueHt [TonHoe oduuManbHOE U COKpaIllEeHHOE HAUMEHOBaHUE
OpraHu3aluy Wi ¢QamMwiisg, WHULIHAIbl JHUIa —
OTIpaBUTENS] JOKyMEHTa (Ha OCHOBaHMM OJaHKa
JOKYMEHTa WIM B COOTBETCTBUM C JIaHHBIMH,
yKa3aHHBIMH B 00OpaIlleHNH rpakKJaHUHA)
2. |HammenoBanue Buaa | HanmeHnoBanue paszzena B CIIPABOYHUKE
JTOKYMEHTA (k1accuduxarope) BHUIOB JOKYMEHTOB, K KOTOPOMY
OTHOCHTCSI TOKYMEHT, BKiIrouaemsblii B ECO/]
3. | Hdara nokymeHTa B cootBeTcTBUU ¢ naToi, 0003HaUYEHHOUN B JOKYMEHTE
aBTOPOM WJIM Ha OCHOBAHHMHM MOYTOBOTO LITEMIEJNs Ha
KOHBEpTE, €CJIH B IOKYyMEHTE /1aTa OTCYTCTBYET
4. | PeructpaunoHHbBIN HOMep | B cooTBeTcTBMM ¢ HOMEPOM, TPUCBOEHHBIM JJOKYMEHTY
JTOKYMEHTA aBTOPOM
5. | ®amunus U MHULIMATB Juna, | DaMuUIus 1 MHULKAbI JUIA, TIOIHCABIIEro JOKyMEHT
MOJNUCABLIEr0 JOKYMEHT
6. |/lara nocrymienus | Jlata, ykazaHHasi B OTMETKE O [MOCTYIUICHUH
JTOKyMEHTA (BXOAIIIEM IITAMIIE)
7. | Bxomsmuii Howmep, npoctaBieHHbIA B OTMETKE O MOCTYIJICHHH
PErucTpalMOHHbIN HOMeEp | (BXOZSILEM IITaMIIEe)
JOKYMEHTA
8. |Cnoco06 nocraBku njokymeHTa | Crnoco0 TOCTaBKH TOKYMEHTa
9. | 3aronoBoK K TEKCTYy Kpatkoe conepxkanue 10KyMeHTa (3arojloBOK K TEKCTY)
10. | Ampecar [TonHoe oduiManTbHOE U COKpPAIICHHOE HAUMEHOBAaHUE
opraHu3anui uinu GamMwidsg, WHUIHAIBl JHIa —
noyiyyaTens — JOKyMeHTa (B COOTBETCTBHH  C
PEKBU3UTOM «Apecary)
11. | domxHocTth, damunus u| B coorBercTBHHM ¢ pekBu3uToM «lloamucam»
MHULIKAJIBI IMna,
MOANMCABIIETO JOKYMEHT
12. | KonuuecTBo micToB | KonnuecTBo TMCTOB OCHOBHOTO JOKYMEHTA
OCHOBHOTO JIOKYMEHTa
13. | OtMmeTKa O IpUIIOKEHUU KonnuectBo nmpuinoxeHui, o0iiee KOJIMYeCTBO JUCTOB
IIPUIOKEHUN
14. |CBenmenust 0  cBsi3aHHBIX| B COOTBETCTBUM CO CBEJCHMAMH, YKa3aHHBIMH B
JOKYMEHTax COOTBETCTBYIOILIEM  PEKBU3UTE (BHJ JIOKyMEHTa,
pEerucTpalMOHHBIN HOMED, AaTa, TUII CBSI3H)
15. | Pesomtorus Ucnonnurens (McoHUTENN), MOpy4eHHUE,
JOJDKHOCTHOE  JIMIIO, JaBlllee IOpYYEHHe, Jara

(dopmMHUpOBaHUs TOPYYEHUS
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16. | Cpox ucnomHenus nokymenTa | Cpok HCHIOJTHEHUS TOKYMEHTa
17. |Wnpexc nena no | Maaekc nena no HOMEHKJIAType J1esl, YKa3bIBAIOIIMN Ha
HOMEHKJIAType Jel MECTO XpaHEHUs IOKyMEHTa
18. | Bompocsr nesitenbHOCTH | TemaTuueckuit KJIaCCU(UKATOP (BompocoB
(TeMbl) O KIaccCuUKATOPY | IESATEIHHOCTH)
19. |Cgenmenust o mepeanpecanmu | Ha ocHOBaHWUM pE30JTIONUH HA JOKYMEHTE
JOKYMEHTa
20. | OTtMeTKa 0 KOHTpOJIE Omnpenensiromasi XapakTep UCIIOJTHEHUS IOKyMEHTa |
CPOK HCIIOJIHEHUS
21. |I'pud orpanmuenwus nocrynak | ['pu¢ orpanudenus nocrymna K JOKyMEHTY
JOKYMEHTY
22. |Cenmenuss 00 »mexTpoHHOU | CBefeHHS 00 3JIEKTPOHHOM ITOAIMUCH
MO JITUCH
23. |Pesymbrar npoBepku | Bximouaercs B8 ECO/l, ecnmu mocTynuBIIMi JOKYMEHT
AIEKTPOHHOW MOAITUCH MOANMCAH YCUJIEHHOM 3JIEKTPOHHOM IO IUCHIO
24. | DNeKTPOHHBII azpec | DIIEKTPOHHBIN aapec KOPPECHOHAEHTA
KOPPECIIOH/IEHTA
25. | Croco06 mocraBku gokymeHTa | Crioco0 JTIOCTaBKH JIOKYMEHTa aapecaTry
ajpecary
26. |YKka3aHHA TIO WCIOJHEHHIO | Pe3oronust pyKoBOIUTENS, OTPEACISIONas XapaKkTep
JOKyMEHTa WCIIOJIHEHUS JOKYMEHTA U CPOK UCIIOJIHEHHUS
27. | UcniomHUTEND [TonHOE OHIIMANBPHOE U COKPAIIEHHOE HAUMEHOBAHHE
OpraHu3aliM, JOJDKHOCTh, (aMuiIus M HMHULUAIIBI
UCIIOJIHUTEIIS
28. | Otmetka o [Tomerkn  «/lnms  cmykeOHOTO  TIOJIB30BAHUSY,

KOH(PUACHITUATHHOCTH

«Konbunennumansao», «JImano» u np.
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[Tpunoxenne Ne 15
K 11. 4.10.8. IIpumepHOI HUHCTPYKLIUH

CITPABKA
00 00beMe JOKYMEHT0000poTA

3a 20 roaa
(oT4eTHbIH neproN)

KommuecTBo JOKYMCHTOB
HOI[J'II/IHHI/IKI/I Komun

JIOKyMEHTBI Bcero

IMOCTYIIAIOIINC

OTIIPABJISICMbBIC

BHYTPEHHUE

Htoro

HanmeHoBaHue JOJDKHOCTHU
PYKOBOIUTCIIA MMOAPA3ICIICHUA

(moamucek) (1.0. damumnus)
JlaTa

®opMma cipaBKH 00 00beMe JOKYMEHT0000poTa
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[Tpunoxenne Ne 16
K 1. 8.1.20. I[IpumepHOI HHCTPYKLIUH

Haumenosanue OI'B PC(A1) YTBEPXAIO
HOMEHKIJIATYPA JEJI PykoBonutens OI'B PC()
Ha 2024 ron N.0O. ®amunus
« » 2024 r.
Nupekc 3arojoBoOK Aena KomnuectBo |  Cpox [Ipumeuanus
nena TOMOB XpaHEeHUs
(dacrteit) 1 HOMEpP
CTaThbU
o
NEPEYHIO
1 2 3 4 5

HazBanue pas3aciia

HaumenoBanue JOJIZKHOCTH COCTaBUTCIIA

COI'JTACOBAHO
[Tporokon LIDK/OK

OI'B PC(S])

OT « »

2024 r. Ne

Iloonuce Pacmmdpoka noganucu

YTBEPXJIEHA
[Ipotokon DIIK Munucrepctsa
KYJbTYpPbI U TyXOBHOTO Pa3BUTUS
PC(A)

OT«___ » 2024 1. Ne
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[Tponomkenue npunoxenus Ne 16
K 1. 8.1.20. I[IpumepHOI HTHCTPYKLIHH

NroroBas 3anuch 0 KATETOPUAX U KOJIUYECTBE [T, 3aBeACHHBIX B 2024 rony

B OI'B PC(}I)
- B B ToMm uncie
O CPOKaM XpaHCHUA cero ITepexonsmux C ormetkoii «OITK»
1 2 3 4

«DJEKTPOHHBIXY):

Ha 6ymaxxnom Hocutene

(npu HaNMMYMK TUOPUIHBIX [T, TOM(a) Ha OyMa)KHOM HOCUTENE YIUTHIBAIOTCA B pasjiene TaOauilbl
«Ha OymaxxHOM HOCHTEIE», TOM(a) Ha JIEKTPOHHOM HOCHUTEJIE YUUTHIBAIOTCS B Pa3/iesie TaOIHUIIbI

TlocTossHHOTO

Bpewmennoro (cBbiure 10 ser)

Bpemennoro (z1o 10 et
BKJIFOYUTENHHO)

«DJEKTPOHHBIXY):

DJIEKTPOHHBIX

(Tpu HaTUYUK THOPUIHBIX J1e71, ToM(a) Ha OyMa)KHOM HOCUTEJIE YYUTHIBAIOTCS B pa3jeiie TabauIbl
«Ha OymaxHOM HOCHTEIE», TOM(a) Ha JIEKTPOHHOM HOCHUTEIIC YUUTHIBAIOTCS B PA3/Ieiie TaOIHIIbI

TTocTossHHOTO

Bpemennoro (cBoiiie 10 neT)

Bpemennoro (z1o 10 et
BKJTFOYUTEIIHHO)

HNTOI'O:

HaumenoBanue JOJIZKHOCTH COCTaBUTCIIA

« »

2024 r.

Toonuce

Pacmmdpoka noganucu

DopMa HOMEHKJIATYPbI JeJ1 (CBOAHAsA)
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[Ipunoxenne Ne 17
K 11. 8.1.20. I[IpumepHOI HHCTPYKLIUH

Haumenosanue OI'B PC(A1)

HanmeHoBaHuE CTPYKTYpPHOTO

MOAPA3AEIEHUS
HOMEHKJIATYPA JAEJI
Ha 2024 ron
Nupekc 3arojaoBoOK Aena KonnuectBo Cpok [Ipumeuanus
nena TOMOB XpaHEeHUs
(dacreit) Y HOMEpP
CTaThH 1O
MIEPEYHIO
1 2 3 4 5

Ha3Banue pa3agena

HaumeHoBaHNe TOJKHOCTH
PYKOBOJHUTES CTPYKTYPHOTO
oApa3aeacHuUs Toonuce PacmudpoBka noamnucu

Jlara

dopMa HOMEHKJIATYPBHI JeJl CTPYKTYPHOI0 NOApAa3ieleHust
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[Ipunoxxenne Ne 18

K 1. 8.2.2.2. IIpumepHON HHCTPYKIIUU

90-10

N )
"100] |

IIpuka3sl pyKoBOAUTEIA 1O
OCHOBHOM J1eATEJIbHOCTH

BUHIIrRTsRdIrON
010HAAIMAd L) SOUHRIOHIWHMEBH

(K)Dd 910 dMHEa0HIWHE ]

91-10

0L "1o
ALIE L ¢

Ilepenucka ¢ MUHUCTEPCTBAMH U
Beaomcreamu PC(5)
0 OCHOBHOM J1eATeJILHOCTH

BUHIIrdTsRdIrON
010HAA1MAd L) SOUHRIOHINWME

(K)Dd 910 PMHEBIOHIWHE]

dopMa KOpPEUIKOB 00JI0KEK /1eJI
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[Tpunoxenne Ne 19
K 1. 8.2.2.5. IlpumMepHON HHCTPYKIIUU

MUHUCTEPCTBO MHUHUCTEPCTBO
(HAMMEHOBAHMUE) (HAUMEHOBAHHUE)
PECITYBJIMKU CAXA (AKYTHA) PECITYBJIMKHU CAXA (SAKYTUS)

(Ha pyccKkoM sI3bIKE) (Ha s13bIKE caxa)

yi. AMMocoBa, 1. 8, 1. SIkyrck, Pecriyonmka Caxa (Skyrus), 677000, Ten. 8 (4112) 000-000
E-mail: min.@sakha.gov.ru, http://www.sakha.gov.ru

20 r. Ne
Ha Ne oT Anpecart
APXNBHAJ CITPABKA
Texkct
OcHoBaHue:
PykoBonurens OI'B PC(4) Iloonucw N.0. ®amunus
Ileuamo

NBanoB Nean MBaHOBUY, pYKOBOAUTENb OT/AENA KaIpOB
8 (4112) 000-000; E-mail

dopMa apXUBHOM CIIPABKH
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[Tpunoxenne Ne 20
K 1. 8.3.2.2. IIpumMepHON HHCTPYKIIUU

HaumenoBanue OI'B PC() YTBEPXJIAIO
®onp Ne PykoBonutens OI'B PC(41)
OII1CBH Ne N.O. Gamunus
JIEJI IOCTOSIHHOTO XPAHEHUS « » 2024 1.
3a roJ (b1)

Ne 3aroJIOBOK Jena Kpaiiaue natsr Kom-so | UMeUaHue
/1 a P A JIUCTOB p

1 2 3 4 5

HanmeHoBaHME CTPYKTYPHOTO MOApa3A€IeHUs

T'onoBoii pasnen

SHRAEIRd N

B nannpiii paznen onrcu BHeCeHO 6 (11ecTh) €. Xp. ¢ Nel mo Ne 6.

HanMeHoBaHuE JOKHOCTU

COCTaBUTEJISl OMUCH Iloonucs PacmmdpoBka noanucu
Jlara
COI''TACOBAHO YTBEPXJIEHA
[Tporokon IDK/OK [IpoToxon DITK MunucrepcTBa KyabTypbl
OI'B PC(s1) u ayxoBHoro pa3zsutus PC(S)
OT 2024 1. Ne oT 2024 r. Ne

(I)opMa OIIMCH T€J1 TOCTOAHHOI'O XpaHCHUA (CBOI[Haﬂ)



Haumenosanue OI'B PC(41)
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[Ipunoxenne Ne 21

YTBEPXIAIO

K 1. 8.3.2.2. IIpumMepHON HHCTPYKIIUU

@ong Ne PykoBoautens OI'B PC(51)
OIIMCDH Ne N.0O. ®amunus
JIETI 110 JINYHOMY COCTaBY « » 2024 r.
3a roJi(bl)
Ne 3 Kpaiinue Cpox Kon-Bo
aroJIOBOK JeJia IIpumeyanue
n/m JaThl XpaHCHU A JIUCTOB
1 2 3 4 5 6
["'omoBoit pazgen
1.
2.
3.

B nannblii paznen onucu BHeceHo 3 (Tpu) aema ¢ Nel mo Ne 3.

HaunmMeHoBaHuEe OOKHOCTU
COCTAaBUTCIIAA OITKUCHU

[ara

COI'JTACOBAHO
[TpoToxon [IDK/3K
OI'B PC(s1)

oT 2024 1. Ne_

dopma OnKCH JeJ1 0 JUIHOMY COCTaBY (CBOIXHAS)

Tloonuce

[IpoTokon IIIK

Pacmmdpoka noanucu

YTBEPX/IEHA

MunucTepcTBa KyJIbTYphl U TyXOBHOTO

pazsutust PC(S1)
oT

2024 1. Ne_




Haumenosanue OI'B PC(51)
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[Tpunoxxenne Ne 22
K 1. 8.3.2.2. IIpumMepHON HHCTPYKIIUU

YTBEPXIAIO

@ong Ne PykxoBoautens OI'B PC(41)
OIIMCBH Ne N.0O. ®amunus
nen BpeMeHHBbIX (cBbime 10 ser) « » 2024 1.
CPOKOB XpaHEHUS
3a roJi(bl)
Ne Kpaiinue Cpok Kon-Bo
3aroJioBOK siena [Tpumeuanue
n/m JaThl XpaHCHU A JIUCTOB
1 2 3 4 5 6
T'ogoBoit paznen
1.
2.
3.
4.
5.
6.
7.

B nannbiii paznen onucu BHeceHO 7 (cemb) aen ¢ Nel mo Ne 7.

HanMeHoBaHuE JOKHOCTU
COCTAaBUTCIIAA OITKMCHU

Jara

COI'JTACOBAHO
[Tporokon IDK/OK
OI'B PC(A)

oT 2024 1. Ne_

TToonuce

YTBEPXIEHA
[Ipotokon DIIK

PacmmdpoBka noanucu

MunucTtepcTBa KyJIbTypbl U IyXOBHOTO

passutust PC(S1)

oT

20241 Ne

dopma onucH Jes BpeMeHHbIX (cBbile 10 jieT) cpokoB XxpaHeHusi (CBOIHAS)
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[Tpunoxenne Ne 23
K 1. 8.3.2.2. IIpumepHOI HHCTPYKLIUU

HaumenoBanue OI'B PC(51) YTBEPXIAIO

®onp Ne PykoBoautens OI'B PC(S1)
OITMCBH Ne N.O.®amunus
AJIEKTPOHHBIX JOKYMEHTOB « » 2024 r.
(OCTOSTHHOTO XpaHEHUsI/BPEMEHHOTO (CBBIIIIE
10 net) XpaHeHus1/TI0 TMYHOMY COCTaBY)
3a roJi(bl)
3arojaoBOK Perucrpannonnsit Bun u .
pall A Kon-Bo gaiino | O6veMm
No | Hupekc 3JIEKTPOHHOTO HOMeEp 3aroJI0BOK Hara Cpok N
(kom1-BO (aitsioB B B [Tpumeuanue
n/m nena Jena 1o AIIEKTPOHHOTO ANIEKTPOHHOTO | JOKYMEHTa | XpaHCHUs - N
KOHTEHHEpe) OaifTax
HOMEHKJIAType JTOKYMEHTa JIOKyMEHTa
1 2 3 4 5 6 7 8 9 10
B nanHb1i pa3nen onrucu BHECEHO ANEKTPOHHBIX IOKYMEHTOB
(1mdpamu 1 IPOITUCHIO)
c Ne o Ne o0beMOM OaiT.




K nenam coctaBieHbl BHYTpEHHHE OMUCH (PEECTPHI) JEll.

HanmMmenoBanue T01KHOCTH

162

[Tponomkenue npuiioxenus Ne 23
K 1. 8.3.2.2. IIpumepHOI HHCTPYKLIUU

COCTaBUTEIISI ONIUCH Iloonucs Pacmmdpoka noanucu
Jara
COI''TACOBAHO YTBEPXJIEHA
[Iporokon HIK/OK ITporokon DIIK
OI'B PC(s1) MuHucTepeTBa KyJbTyphl U JYXOBHOI'O
oT 2024 1. No. paszsutusa PC(51)
oT 2024 . Ne
Peectp ¢aityioB 3JIEKTPOHHOI0 JOKYMEHTA
Howmep
Ne n/m JICKTPOHHOTO HaumenoBanue ¢aiina Jlara 1 Bpews HOCTCAHACTO O6bewM (B OaifTax) dopmar daitna
JIOKYMEHTa O u3MeHeHus (aiina
OIUCH

dopmMa ONMCH FJIEKTPOHHBIX JOKYMEHTOB (CBOJIHAA)




163

HaumenoBanue OI'B PC(51)
HaumenoBaHue CTpyKTypHOTo noipa3esieHus

[Tpunoxenne Ne 24
K 1. 8.3.2.3. IlpumMepHON HHCTPYKIIUU

@onpg Ne
OIIMCBH Ne
JieJ1, JOKYMEHTOB
3a roJi(bl)
Cpok xpaHeHHUs
(rpacda He
No Kpaithue | 3anonnsierca B | Kos-Bo
i 3aroJioBOK Jena aTEI ommCH ne LHCTOR [Tpumevanue
MIOCTOSTHHOTO
XpaHEeHUs)
1 2 3 4 5 6
I"omoBoit pazgen
1 | | | |

B nannblii paznen omucu BHeceHO 1 (oaHO0) meno ¢ Nel mo Nel.

HaumeHnoBanue n0mKHOCTH
COCTaBUTENIS ONKUCHU Tloonucw
[ara

COTI'JTACOBAHO
HanmMeHoBaHue NOIKHOCTH

pykoBoauTenst CiykObl AEIOMPON3BOICTBA
oT 2024 1. Ne

[Tepenan (

PacmmdpoBka noanucu

) €II. Xp. U PETUCTPAITMOHHO-KOHTPOJIbHBIX

(1mpamMu 1 TPOITUCHIO)
KapTOTCK K TOKYMCHTAaM.
HaumenoBanue JOJIKHOCTHU COTPpYIHHKA

CTPYKTYPHOI'O TTOJpa3aCICHUS Iloonuce N.0. ®amunus

[Ipunsan ( ) €. Xp. ¥ perucTpauOHHO-KOHTPOJIbHBIX
(1mpamMu 1 TIPOITUCHIO)

KapTOTEK K JOKYMEHTaM.

HanmeHoBaHue NOKHOCTH COTPYIHUKA

CTPYKTYPHOI'O MOJAPa3AEIECHUS Iloonucw N.0. Gamunus

Jlata

dopma onucH e, JOKYMEHTOB CTPYKTYPHOIO NOApa3/ie/IeHusl
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Haumenosanue OI'B PC(51)
HaumenoBaHue CTpyKTypHOTo noipa3esieHus

@onpg Ne

OIMUCBH Ne

ANEKTPOHHBIX JOKYMEHTOB

(mMOCTOSIHHOTO XpaHeHust/BpeMeHHOro (cBbiiie 10
JIET) XPaHEHUSI/TIO TUYHOMY COCTaBY)

[Tpunoxenue Ne 25
K 1. 8.3.2.3. IIpumepHON HHCTPYKLIUU

3a roJi(bl)
3aroJioBOK PerucrpannoHubIi Bunn .
Kon-Bo daitnos | O6bem
No | Hupekc 3JIEKTPOHHOTO HOMEp 3aroJI0BOK Hara Cpok N
(xom-BO (paityioB B [Tpumeuanue
n/n nena Jiena 1o AIIEKTPOHHOTO AJIEKTPOHHOTO | JMOKYMEHTa | XpaHCHUs > .
B KOHTEWHepe) | OaiTax
HOMEHKJIAType JOKYMEHTa JOKYMEHTa
1 2 3 4 5 6 7 8 9 10
B naHHBIN pa3gen onrucu BHECEHO AJIEKTPOHHBIX IOKYMEHTOB
(undpamu 1 TPONKCHIO)
cNe  moNe  oOweMoMm OaiT.
K menmam coctaBiieHbl BHYTpEHHHE OMTUCH (peecTphl) Jed.
HaunmeHoBaHne NOJKHOCTH COCTABUTENS ONUCH Tloonuce PacmmdpoBka moamucu
Jlata
COI''TACOBAHO COI'NTACOBAHO
PykoBoaurens Ciyx0b1 [Tporoxon [IDK/OK
nenornpoussojictea OI'B PC(S) oprana OI'B PC(41)

oT 2024 . N

oT 2024 r. N




[Tepenan
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(mudpamMu ¥ IPOTHUCHIO)

00BEMOM

(mdpamMu ¥ IPOTUCHIO)

HaumenoBanue JOJIDKHOCTHU pa6OTHI/IKa

[Tponomkenue npuioxkenust Ne 25
K 1. 8.3.2.3. IIpumepHOI HHCTPYKLIUU

SJICKTPOHHBIX JOKYMCHTOB

OaiiT

CTPYKTYPHOTO MOPA3CICHUS Tloonucw Pacmudposka nmoamucu
[Tpunsn ANIEKTPOHHBIX JOKYMEHTOB
(mudpamMu U IPOTTUCHIO)
o0BeMOM Oaiit
(mudpamMu ¥ IPOTTUCHIO)
HaumenoBaHue A0KHOCTH pabOTHHUKA apXUBa
(J1M11a, OTBETCTBEHHOTO 33 APXUB) Tloonucw Pacmudposka nmoamnucu
Jara
Peectp ¢aitjioB 3JIEKTPOHHOI0 JOKYMEHTA
Howmep
3JIEKTPOHHOTO . ara U BpeMst OCIIEIHETO . .
Ne n/m p HaumenoBanue daiina A p et O6beM (B OaifTax) dopwmart daiina
JOKYMEHTa O u3MeHeHus (aiina
OITHCH

(I)opMa OIIUCH IJICKTPOHHBIX TOKYMECHTOB CTPYKTYPHOI'O MOAPA3ACJICHUA
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[Tpunoxxenne Ne 26
K 1. 8.3.3.4. IIpumepHOI HHCTPYKIUHU

N

~ 1o
N D

(Haumenosanue 2ocyoapcmeennozo apxusa)

(naumenosanue OI'B Pecnyonuxu Caxa (Axymus)

(Haumenoganue noopazoeneHus,)

JIEJIO Ne TOM Ne

(3a201060K Oena)

1 ¢espans 2024 2.
27 gespans 2024 2.

Ha 69 nucrax
XpaHUTh NOCTOSIHHO

D. Ne
On. Ne_
. Ne

dopma 00JI0KKH Je1a
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[Tpunoxenue Ne 27
K 1. 8.3.3.6. IIpumepHON HHCTPYKIIUU

JINCT-3ABEPUTEJIb AEJIA Ne

B nene noammTo u npoHyMepOBaHO JIUCTOB
(mmdpamMu ¥ IPOIHCHIO)

c Ne mo Ne , B TOM

YUCJIC:

JUTEPHBIE HOMEPA JINCTOB
MIPOMYIIEHHbIE HOMEpA JTUCTOB
+JINCTOB BHYTPEHHEN OMUCHU

OcobeHHOCTH (PU3NYECKOTO COCTOSIHUS M (JOPMHUPOBAHUS JIeTa Howmepa mctoB

1 2

HanmeHnoBaHue JOKHOCTH
paboTHHKA Tloonuce PacmudpoBka noanucu

Jlara

(I)opMa JUCTA-3aBECPUTECIA A€JIa
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[Ipunoxxenne Ne 28
K 1. 8.3.3.7. IlpumepHON HHCTPYKIIUU

BHyTpeHHsIs onUCh TOKYMEHTOB JIeJia

No

Ne Perucrpanmonublit Hara 3aroyoBoK Howmepa

[Ipumeyanus
/11 HOMEpP JIOKYMEHTa JIOKYMEHTa JIOKYMEHTa JIUCTOB JIeJIa
1 2 3 4 5 6
Hroro JOKYMCHTOB.
(uudpamMu 1 IPOIUCHIO)
KoanuecTBo 11cTOB BHYTpeHHCﬁ OII1UCHU
(tmdpamu 1 TPOMKUCHIO)

HaumenoBanue JOJIDKHOCTHU
COCTAaBUTENSA Iloonucw Pacmmdpoka noanucu

JlaTa

dopMa BHYTpPEeHHeH ONMCH JeJia
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[Ipunoxenne Ne 29
K 1. 8.4.2. [IpuMepHON HHCTPYKLIUH

Haumenosanue OI'B PC(51) YTBEPXJIAIO
AKT PykoBoautens OI'B PC(41)
Ne N.0. damunuga

O BBIJICJICHUH K YHUYTOKCHUIO « » 2024 1.

(apXMBHBIX) TOKYMEHTOB,
HE MOJUIeKALIUX XPAHEHUIO

Ha ocHoBanuu Ilepeynst THIOBBIX yIPaBJIEHYECKUX apXUBHBIX IOKYMEHTOB, 00pa3yrommxcs
B IIPOLIECCE EATEIBHOCTH I'OCYIapCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CAMOYIIPABIICHHUS
W OpraHu3alui, C YyKa3aHUEM CPOKOB HX XPaHEHMS, YTBEPKIACHHOIO HPUKA30M

denepanbHOro apXUBHOI'O arcHTCTBA oT 20.12.2019
Ne 236, oToOpaHbl K YHUYTOKEHUIO KaK HE UMEIOIIUE HAyYHO-UCTOPUIECKON IIEHHOCTH U
yTpaTUBIIKE IpakTHUecKkoe 3HayeHue jokymeHnTsl OI'B PC(A) 3a oAbl
No 3aroJioBok jena (TpymnmoBoM TNonasr Nunexc | Kon-Bo Cpoku [Tpum.
/T 3aroJI0BOK JJOKYMEHTOB) o el XpaHCHHS U
HOMEHKJIa Xp. HOMeEpa
Type Jen (mem) craTel 1o
MIEPEYHIO
1 2 3 4 5 6 7
1.
Uroro: 20 (nBaamarts) aen 3a TOJIBI.
Onucu Aen MOCTOSIHHOTO XpaHEHWs 3a roasl ytBepxkaeHsl IIIK
MuHucTepcTBa KyIbTyphl U AyX0oBHOTO pa3Butus PC(S)
(IpoTOKOT OT No )
HaumeHnoBaunue n101KHOCTH Tloonucw Pacmudposka moamucu

OTBCTCTBCHHOI'O JIMIIA (COCTaBI/ITeJ'ISI)

Hara
COI''TACOBAHO YTBEPX/IEH
[Tporokon [IDK/OK [Tporokon DIIK
OI'B PC(A) MuHuctepcTBa KyJbTypbl M  JIyXOBHOIO
OT Ne pa3sutus PC(4)

oT No

(I)opMa aKTa 0 BbIACJICHUH K YHUUYTOKCHHNIO JOKYMECHTOB, HEC IOAJICKAIIINX
XpaHCHHIO
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[Iponomxenue npunoxenus Ne 29
K 1. 8.4.2. [IpuMepHON HHCTPYKLIUH

JIOKyMEHTHI B KOJTUYECTBE el. Xp.(aen, SJIEKTPOHHBIX JEN):
- Ha OyMa)KHOM HOCHTEJIC BECOM KT C/TaHBI HA YHUYTOKCHUE
- Ha DJICKTPOHHOM HOCHTEJIC CIaHbl HA YHUYTOXKCHUC

(cmoco® yHUUTOXKEHUS )

HaumenoBanue nomkHOCTH pabOTHUKA,
CIABILIETO JOKYMEHTHI

(noonucy) (pacundpoBKa NOATUCH
(mara)
W3MeHeHMs B yYETHBIE TOKYMEHTHI BHECCHBI
HaumeHoBaHue TOMKHOCTH pabOTHHKA
(noonucy) (pacugpoBKa MOIUCH)

(mara)
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[Tpunoxenne Ne 30
K 1. 9.1.5. [IpumMepHON HHCTPYKLIUH

IlepeyeHb N1OKYMEHTOB,
HA KOTOPBIX NPOCTABJsieTCHA rep0oBasi me4yarb

AKTBI (IIpemMa 000py10BaHHUs, BBITIOJHEHHBIX PaOOT; CIUCAHUS; SKCIIEPTU3BI U
T.J.).

JloBepeHHOCTH (HA MOJyYEHUE TOBAPHO-MATEPHUAIBHBIX IIEHHOCTEH, BEJICHUE
7en B Cy1ax v T.10.).

JloroBopbl U corJjiamenusi (0 MaTepUaTbHON OTBETCTBEHHOCTH, MOCTaBKaX,
HOPsI/Iax, HAYYHO-TEXHHYECKOM COTPYIHHUYECTBE, O MMPOU3BOCTBE pabOT U T.11.).

JIOKyMeHTBI O HArPaXKICHHUH.

JIONKHOCTHBIE perjiaMeHThbl COTPY/IHUKOB.

3apanusi (Ha TPOCKTUPOBAHUE OOBEKTOB, TEXHUYECKUX COOPYKEHUH,
KalmUTAILHOE CTPOUTEIBCTBO; TEXHUYECKUE H T.1I.).

3asBjieHUs (HA aKKPEAUTUB, 00 OTKAa3€ OT akKIenTa u T.1.).

3akJ/Il0ueHns M OT3bIBBI Ha aBTOpedepaThl.

HcnosHnTeNbHBIC JTUCTBI.

Harpaagnbie JaHMCTBI, NpeACTABJeHMSI W XoAaTalcTBa (O HArpaKJICHUU
OpJICHaMM U MeJaJIsIMU, TipeMusiMu, yupexxaeHasimu OI'B PC(S) u 1.14.).

Hopwmbl pacxoga (I'CM, Moromux CpeAcTB, CTPOUTEIBbHBIX MaTEpHAJIOB,
KaHLEJSIPCKUX TPUHAJIEKHOCTEN U T.JI.).

OO0pa3ubl neyaTeil U MOJANUCEN COTPYAHUKOB, UMEIOIINX MPABO COBEPIICHUS
(bMHAHCOBO-XO3SIMCTBEHHBIX ONEpPAITUH.

ITucbma rapanTuiinble (Ha BBITIOTHEHUE PA0OT, YCIYT U T.1.).

IMopyyenus (0aHKOBCKHUE; TIEHCHOHHBIC; TIATS)KHBIC B OAHK U T.1.).

IMonoxenus (o gemapraMenTax, 00 yrpaBlIeHHUAX, 00 OTAeNax U T.1.).

PeecTpbl (4eKOB; OI0KETHBIX TTOPYUYEHUM, MPEICTABIISIEMbIC B OaHK).

CMmeTsl pacxo/loB (Ha coJepKaHue anmnapaTta YIpaBlIeHUS; HA KaIbKYJSLHUIO K
JIOTOBOPY H T.1.).

Cornamennst u 1oroeopsl (3akimouaemsie OI'B PC(A).

CopaBku (JIMMHUTHBIE; O BBIIUIATE CTPAXOBBIX CyMM; 00 HCIHOJIb30BAHHUH
OIO/PKETHBIX AaCCUTHOBAHHMM Ha 3apIuiaTy; O HAYUCICHHON W TNPUYHTAIOMICCs
3apIuiate u T.1.).

TuryabHble ciucKM (YTBEPKACHHBIE B YCTAHOBJIECHHOM MOPSIKE IJIAHOBBIC
JOKYMEHTBI, 00513aTeIbHBIC IS 3aKa3UYMKOB, MOAPSTYNKOB, TUIAHOBHIX, (DMHAHCOBBIX
1 CHa0>XEHYECKHUX OPTaHoB).

YaocroBepeHus.

duHaHCOBbIe [OKYMEHTbI, B TOM 4YHCI€ TPYIOBbIE JIOTOBOPHI
Y KOHTPAKTBHI.

IlITaTHbIE pacCIMCAHUS U U3MEHEHUS K HUM.


https://ru.wikipedia.org/wiki/%D0%9F%D0%BE%D0%B4%D1%80%D1%8F%D0%B4_(%D0%B4%D0%BE%D0%B3%D0%BE%D0%B2%D0%BE%D1%80)
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