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I. O0mue moJs1o:xeHus

1.1.  HWHCTpyKIMs 1O  JEJIOMPOM3BOJACTBY B  MYHHMIIMNIAIBHOM  OFODKETHOM
oO1reobpazoBatesibHOM  yupexaeHun «Cpeansisi  oOmeoOpaszoBarenbHass 1mkoia Ne 4 c.
CepHoBojckoe» CepHOBOICKOI0 MyHHUIIMIAIBHOTO paiioHa (nanee — MHcTpykuumsi) pazpaboTtana B
COOTBETCTBUH C:

noctaHoBieHrueM [IpaButenbcrBa Yedenckoit PecnyOmuku ot 10.12.2018 Ne 258 «O
Mepax MO OOECHEeYeHHMIO JeHCTBUS €IUWHBIX MpPaBUI B JENONPOU3BOACTBE HA TEPPUTOPUHU
YeueHckoit PeciyOmukmy,

IIPUMEPHON MHCTPYKLMENW 10 JAEJONPOU3BOJACTBY B TOCYIAPCTBEHHBIX OPraHU3ALUSAX,
YTBEPKICHHOU nprka3zom PenepanbHoro apxuBHoro areHTcTBa ot 11.04.2018 No 44;

I'OCT P 7.0.97-2016 «Cucrema craHgapToB Mo uHMOpManuu, OUOIMOTEUHOMY U
u3zaTenbeckoMy Aeny. OpraHu3alMOHHO-pACIOpsAIUTENIbHAs JIOKyMeHTauusa. TpeOoBaHus K
oopmiiennto goxkymentoBy (nanee — OCT P 7.0.97-2016);

IpaBWJIaMd OpraHU3allid XpaHEHUs, KOMIUIEKTOBAHUSA, Yy4e€Ta U HCIOJIb30BAHUA
JOKyMEHTOB ApxuBHOro ¢onna Poccuiickoil ®@enepani U Apyrux apXUBHBIX JOKYMEHTOB B
rOCyIapCTBEHHBIX  OpraHax, OpraHax MECTHOTO CaMOYIIPaBJI€HHUS U  OpraHU3alUsX,
yTBepkAeHHbIMU IIpuka3zoM denepanpHoro apxusBHoro areHTcTBa oT 31.07.2023 Ne 77 (nanee —
[IpaBuna), a Takke B COOTBETCTBUU C 3aKOHOAaTelnbCTBOM Poccuiickoii @enepanuu B chepe
uHpOpMaLUK, JOKYMEHTAIMH, apXUBHOTO Jefla, HAIMOHAJIBHBIMH CTaHAapTamMu B cdepe
yIpaBIeHUS TOKYMEHTaMH.

1.2.  Hacrosmas  WHcrpykums — paspaboraHa B ILENX  COBEPLIEHCTBOBaHUS
JEIONPOU3BOJACTBA M MOBbIMIeHUS dpdekTuBHOCTH pabOTBl €  JAOKYMEHTaMH IIyTeM
periaMeHTaluy Ha €IMHOM ITPaBOBOM U METOAMYECKON OCHOBE IPaBUJI MOJATOTOBKU JIOKYMEHTOB,
TEXHOJIOTHI pabOThl ¢ HUMH, OPraHU3alMK UX TEKYIIEro XpaHEHHUs U MOJATrOTOBKHU K Iepeaade B
apxuB MyHHIMIAIBHOTO OrOJKETHOro o0IeoOpa3oBarenbHOro  yupexaeHus «CpenHss
obmreoOpaszoBarenpHas mkona Ne 4 ¢. CepHoBojickoe» CepHOBOACKOTO MyHHUIIMIIAILHOTO paiioHa
(mamee — Opranu3zaius).

1.3. WHCTpyKIMs ycTaHaBIMBaeT TpeOOBaHUS K JOKYMEHTHPOBAHHUIO YIPABICHYECKOU
JESTEIbHOCTH U OpraHu3aly padoThl ¢ JOKYMEHTaMH B JIEI0NPon3BoicTBE OpraHu3anuu.

1.4. TlomoxkeHuss WHCTPYKIMU PACHPOCTPAHAIOTCS Ha OpraHu3aluio  paboTel  C
OpraHU3alMOHHO-PACIOPAAUTENbHBIMU JOKYMEHTAMU HE3aBUCUMO OT BHJA HOCHUTENS, BKJIOYAast
MOATOTOBKY, PErUCTPAlMIO, YYET M KOHTPOJb MCIOJHEHUS JOKYMEHTOB, OPraHM3allUI0 HX
TEKYIIEr0 XpaHEHHUs, OCYIIECTBISEMbIE C TIOMOIIBI0 HHPOPMAIMOHHO-KOMMYHUKAIIMOHHBIX
TEXHOJIOTHUM.

1.5. OcobeHHocTy opraHu3alvy paboThl ¢ JOKYMEHTaMH, COJAEpKallMMHU HH(OpMaluio
OTPaHMYEHHOTO JO0CTyma (KOMMEpYecKyr TailHy, TIepCOHAllbHbIE JaHHbIE U  HUHYIO
KOH(PHUACHIIMAIbHYI0O HWH(GOPMAITUIO), PETYIUPYIOTCS OTIEIbHBIMH HOPMATHUBHBIMU aKTaMH,
yTBepKAaeMbIMU AupekTopoM Opranuzaiuu (nanee — PykoBoaurens).

1.6. Opranu3zanys, BeIeHHE U COBEPIICHCTBOBAHUE JIEIONPOU3BO/ICTBA HA OCHOBE €IMHOMN
MOJIUTUKU U TPUHIUIIOB, TPUMEHEHUE COBPEMEHHBIX MH(POPMAIIMOHHBIX TEXHOJIOTUH B padoTe ¢
JOKYMEHTaMH, METOJUYECKOE PYKOBOJCTBO M KOHTPOJIb COOJIIOJIEHUS TMOpsiiKa paboThl ¢
JokymMeHTaMu B OpraHmsanuy BO3JaraeTcsi Ha JOJDKHOCTHOE JIMIO0, OTBETCTBEHHOE 3a BEJEHUE
JIeTIOTPOU3BOICTBA (faee — Jlemonpon3BOAUTEND).

Henonpousoautens OpraHu3alnuu JeHCTBYET HA OCHOBAaHUU JTOKHOCTHON MHCTPYKLIUH,
yTBepkaaemon PykoBonurenem OpraHu3amnuy U OMpeesSIonield ero 3aaa4i 1 QyHKINM, IpaBa u
OTBETCTBEHHOCTb.

1.7. OTBETCTBEHHOCTh 3a OPTaHHU3AIMIO PAOOTHI C JOKYMEHTaMH B IOJPa3eICHUIX
Opranu3anuy BO3JIaraeTcsi Ha pyKOBOJUTENEH 3TUX MOApa3IeIeHUN.

1.8. Jlo;okHOCTHBIE 00SI3aHHOCTH, TIPaBa U OTBETCTBEHHOCTH J{€I0MpOn3BOINTENST M UHBIX
pabOTHUKOB, OTBETCTBEHHBIX 3a OpraHU3alMi0 paboThl C JOKYMEHTAMH, OIpPENESIOTCS HX
JIOJKHOCTHBIMHU MHCTPYKLIMSIMHU.
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1.9. Ha mnepuon ormycka, KOMaHIUPOBKH, OOJIE3HHM WJIM B CiIy4ae YBOJHHEHUS
HenonpousBoaurens Opranuzanuu  00s3aH  TepeiaTh BCE HAXOAALIMECS Ha HCIOJIHEHUH
JIOKYMEHTBI IpyroMy paOOTHHUKY MO yka3zaHuto PykoBoaurens Opranuzanuu.

IIpu cmene Jlenonpou3BOAUTENS COCTABIISIETCS aKT IIpUEMa-Tiepeiaul JOKYMEHTOB U JIE.

1.10. Copepxanue  CIy)KEOHBIX  JOKYMEHTOB HE  TOJICKHUT  pas3TJalieHUIo.
B3aumoneiictBue co cpeacTBamMH  MaccoBoi WMHGOpMAIMU, Ieperada UM KaKoOW-TH00
uH(pOpMallMK UK TOKYMEHTOB U MX KOMHM JOMycKaeTcs TOJIbKO ¢ paspemieHus PykoBoaurens
Opranuzanyy Wik HHOTO YIOJHOMOYEHHOI'O UM JIOJPKHOCTHOT'O JIMLIA.

PaGotHuku OpraHuzanuu HECyT [IUCUUIUIMHAPHYIO, aJMHUHUCTPATHBHYIO M HHYIO,
YCTAHOBJICHHYIO 3aKOHOIaTelIbcTBOM Poccuiickoit @eneparuu (crateu 192, 193 TK P®D; myHKTHI
2; 15.11 crarpm 13.25 KoAll P®; crates 7 ®enepanproro 3akona ot 06.12.2011 Ne 402-D3 «O
OyXrajaTepckoM ydeTe»), OTBETCTBEHHOCTD 3a HapyIIEHUE CPOKOB XPaHEHUS IOKYMEHTOB, yTpaTy
Y HECAHKI[MOHUPOBAHHOE YHUUTOKEHUE CITYKEOHBIX TOKYMEHTOB.

1.11. Tlpu yrtpare npoxkymeHtoB pabotHukn Opranuzanu HHOPOPMHUPYIOT CBOETO
HEMOCPEACTBEHHOTO pyKoBoautenss u  JenompousBoautens OpraHuszanuu, IOCI€ Yero
OpraHU3yeTcsl PO3bICK JJOKYMEHTOB.

Ecnu po3bIick TOKYMEHTOB HE JAeT Pe3yJIbTaTa COCTABISAETCS aKT, B KOTOPOM YKa3bIBAIOTCS
JaHHbIE YTPauE€HHOI'O JIOKYMEHTa, a TaKKe OOCTOSTENbCTBA, IPU KOTOPBIX MPOM3OILJIa yTparTa,
MocJie Yero MpearpuHUMAIOTCS MEpPhI [0 3aMEIIEHUI0 TaHHOTO JOKYMEHTa 3aBEpEHHOM KOMHei
JIOKYMEHTA.

1.12. UHCcTpyKIus Mo Aenonpon3BoAcTBY B OpraHuzanuu yTBepkaaeTcs PykoBoaurenem
Opranusanuu.

1.13. IIpaBuna paboThl C JAOKYMEHTaMH B CHCTEME JJIEKTPOHHOTO TOKYMEHTOOO0OpOTa
Opraamzanuu (ganee — CO/I) 1 UHBIX UHPOPMALMOHHBIX CUCTEMaX, B KOTOPBIX OCYIIECTBISETCS
co3faHue (BKIIOYEHHE) U XpaHEHHE TOKYMEHTOB, HE JOJDKHBI BXOAMTH B MPOTUBOPEUYHE C
MOJIOKEHUAMHU HacTosiend MHeTpykiuu (31ech U Janee — B citydae ucnoib3zoBanus COJl 1 uHbIX
MH(OPMALIMOHHBIX CUCTEM H/WIIK AalibHENIIe He0OOX0IMMOCTH UX UCIIOJIb30BAHMUS).

II. JlokyMeHTHpPOBaHHE YIIPABJICHYECKOM AeATEIbHOCTH

2.1. B cootrBercTBUM C 3aKOHOAATENLCTBOM Poccuiickoii Penepanuu u YedeHckon
PecniyOnuku, 1oKaabHBIMA HOPMATUBHBIMU akTaMu B OpraHu3alliy U3ar0TCsl OpraHU3allOHHO-
pacropsiAUTENbHBIE JOKYMEHTHI.

2.2. OpraHu3aliOHHO-PACIOPAIUTENbHBIE JOKYMEHTBI, CO3JaBacMble B JI€ATEIbHOCTH
Opranu3anuu, JODKHBI ObITh  O(QOPMIICHBI 10 MpaBHJaM, YCTAHOBJIEHHBIM HacCTOSIIEH
HNHcTpyKmen.

BHocuth kakue-n100 McCIpaBlieHUs WM J0OaBIEHUS B IMOANUCAHHbIE (YTBEp)KIICHHBIC)
JIOKYMEHTBI HE JIOMYyCKaeTCsl.

2.3.  OcobenHoct O(OpPMIEHHS JOKYMEHTOB, CO3/JaBaéMbIX B  CTPYKTYPHBIX
nonpaszzaeneHusax OpraHuzaly U OTPaXKaroIIUX CeUU(UKY UX IeSTEIbHOCTH, a TaKXKe MpaBuia
opraHu3anuy paboThl C JaHHBIMH JOKYMEHTaMH MOTYT YCTaHaBJIMBAThCS OTAEIbHBIMU
JIOKQJIbHBIMU HOPMATHUBHBIMU akTamMu OpraHu3aiu.

2.4. Co3nganue nokyMeHToB B OpraHuzanuu B cilydae ucnoas3oBaHus COJl, B mensax
noBbIIeHUST 3(P¢eKkTuBHOCTH Hcnonb3oBaHuss COJI, ocylecTBIsieTcsl € HCIOJNIb30BaHUEM
11120JIOHOB OJJAHKOB JJOKYMEHTOB M I1a0JIOHOB JJOKYMEHTOB.

DONeKTpOHHBIE MAOJOHBI OJAaHKOB JOKYMEHTOB JIOJDKHBI OBITh WISCHTHYHBI OJaHKaM
JIOKYMEHTOB Ha OyMa)kHOM HOCHTEIIE.

2.5. Ins co3naHusl TOKYMEHTOB, OTPaXKAIOIUX CHEHU(UKY NEATEIbHOCTH CTPYKTYPHBIX
nozpaszaeneHuii OpraHu3alvy, U YOpPaBJIEHUS JAaHHBIMU JIOKYMEHTaMHU MOTYT HCIIOJIb30BAThCA
npyrue nHGOpMalOHHbIE CUCTEMBI.

2.6. Jloxymentsl OpraHuzamuu OGOPMIISIIOTCS Ha OJlaHKaX WM CTaHIAPTHBIX JIUCTaxX
Oymaru ¢opmara A4.


garantf1://12025268.192/
garantf1://12025268.193/
garantf1://12025267.151120/
garantf1://12025267.151120/
garantf1://12025267.132502/
garantf1://70003036.7/
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2.7. Insg u3rotoBieHUss JOKYMEHTOB B OpraHu3aifu UCIOIb3YIOTCS:

001IMii OJIaHK;

0JIaHK TIPHUKa3a;

OJaHK MUCHhMa IS BeJICHUS NEPENUCKH C OPraHU3alusIMU U TpakJIaHaMU, HAXOASIIMHUCS
Ha Tepputopuu Poccuiickoit denepannm.

[To pemennto PykoBogutenss B OpraHuzalii MOTYT HCIIOJIb30BaThCS JPyrue ONaHKH:
OJIaHK MMPOTOKOJIA, OJIAaHK CIIPAaBKH U JIp.

Jis odbopmiieHuss pe3ononuii Ha MOKyMeHTe B OpraHu3alud MOTYT HCIHOJB30BaThCS
OJIaHKH PE30JIIOLIUH.

2.8. Ilpu u3gaHnu JOKYMEHTOB HA CTAHAAPTHBIX JIUCTaX OyMaru Ha HUX BOCIIPOU3BOIATCS
PEKBU3UTHI, HEOOXOAUMBIE JIJIsl IOKYMEHTOB KOHKPETHOT'O BUJIA MJIK PAa3HOBHUIHOCTH.

2.9. Ha Omankax nokymeHTOB OpraHuzanuu Bocmpou3Boautcs repd CepHOBOACKOTO
MYHUIIMIIAJIBHOTO pailoHa B coOTBeTCTBUM co craThedl 4 Ilomokenus o repbe u duare
CepHOBOJICKOTO MYHUIIMNIAIBHOTO paiioHa, YTBepkIeHHOro pemeHueM CoBeTa JEMyTaToB
CepHOBOACKOr0 MyHULIMIIATBHOTO paiioHa oT 24.09.2021 Ne 22.

2.10. TIIpoexkTupoBanue OJIaHKOB JTOKyMEHTOB ocyIecTBisieTcst B coorBercTBuu ¢ [[OCT P
7.0.97-2016.

B cootBercTBUM co cratbeii 12 3akona Yeuenckoit Pecrryomuku ot 25.04.2007 Ne 16-P3
«O s3pikax B YeueHckoil Pecniyonuke» (nanee — 3akon YUP ot 25.04.2007 Ne 16-P3) u nyHkTOM
6.8 TOCT P 7.0.97-2016 B OpraHu3anuu HCHOIB3YIOTCS ONaHKH Ha PYCCKOM M YE€YEHCKOM
A3BIKaX: YTJIOBBbIE (PEKBU3HUTHI OJIaHKa PACIONaraloTCs Ha OJHOM YPOBHE: Ha PYCCKOM SI3BIKE —
ClIeBa, Ha YEYEHCKOM — CIIpaBa) WM NPOJOJbHBIE (PEKBU3UTHI OJaHKA HAa PYCCKOM SI3BIKE —
CBEpXY, PEKBU3UTHI OJIaHKA HA YEYCHCKOM SI3BIKE — HUKE).

PexBH3UTHI Ha YEUEHCKOM S3BIKE MJOJDKHBI COOTBETCTBOBAaTH TpeOoBaHWsIM Peectpa
aJIMUHHUCTPATUBHO-TEPPUTOPHAIBHBIX M TEPPUTOPHAIBHBIX enuHul] YedeHckoil PecmyOnukw,
yTBepkAeHHOro Yka3zoMm [naBel Yeuenckoil PecnyOmuku ot 03.12.2019 Ne 168, a Taxxe
TpeboBanusiM CBO/a OCHOBHBIX Opdorpauueckux MpaBUJl YEUECHCKOTO S3bIKA, YTBEPHKICHHOTO
VYkazom ['naBel Yeuenckoii Peciyomuku ot 29.04.2020 Ne 83.

2.11. bnanku noxkymMeHTOB OpraHu3aliy H3TOTaBIMBAIOTCS THUHOTPAadCKUM CrocodoM,
CpeACTBaMH OTEPAaTUBHON MONMUTPadUU HITH KOMIIBIOTEPHON TEXHHUKH.

JIOKyMEHTBl M3TOTAaBIMBAIOTCA Ha OyMaXHOM HocuTelne U B (opMe BIIEKTPOHHBIX
JOKYMEHTOB C COOJIIO/IEHUEM YCTaHOBIICHHBIX TIPAaBUII OPOPMIICHHS TOKYMEHTOB.

2.12. JlokymenTtsl Opranuszainuu, opopMIeHHbIE KaK Ha OJlaHKe, Tak U 0e3 Hero, JOJKHBI
UMETH TOJISl HE MEHEe:

20 MM — JIeBOE;

10 MM — mpaBoe;

20 MM — BEepXHee;

20 MM — HUXKHEE.

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

2.13. JIOKyMEHTBI, U3/1aBa€Mble COBMECTHO C OJIHOW HMJIM HECKOJbKUMH OpraHU3alUsIMH,
oOpMIISIOTCST Ha CTaHIAPTHBIX JIMCTaX OyMmMard C BOCHPOHM3BEICHUEM PEKBU3UTOB BCEX
OpraHu3alyii, yJacTBYIOIIMUX B U3/IaHUH JOKYMEHTA.

2.14. Tlpu moATrOTOBKE JOKYMEHTOB JOMYCKAETCS MCIIOJIb30BaHUE JTUIIEBOH U 00OPOTHOU
CTOPOHBI JUCTa. [Ipu ABYCTOPOHHEM CO3JIaHMM JOKYMEHTOB IIMPHHA JIEBOTO TOJS Ha JMIIEBOU
CTOPOHE JIMCTa U MPABOTO TOJIsI HA 000POTHON CTOPOHE JIMCTA JIOJKHBI OBITH PABHEI.

2.15. [lpu co3naHuM JOKYMEHTa Ha JIByX M 0ojiee CTpaHMIIaX BTOPYIO M IOCIEAYIOIINE
CTpaHHIIBI HyMepyIoT. HoMepa cTpaHuI[ MPOCTABISIOTCS IO CepeIUHE BEPXHETO OIS IOKyMEHTa
Ha paccTostHUU 10 MM OT BEpXHETro Kpasi JIUCTa.

2.16. Jlns wm3roTOBIICHHS] TOKYMEHTOB HCIOJIB3yeTCS TapHHUTypa Impudra mo BEIOOPY
Opranuzanuy, BXOZsIIas B CTaHAAPTHBIA NakeT O(HCHOrO MNpPOrpaMMHOro obOecreyeHus,
ucronszyemoro Opranuzanueid. Pasmep mpudra — Ne 12-14 nr (pasmep mpudTa (Kerib)
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u3MepsieTcsl B MyHKTax (point); omuH MyHKT paBeH 1/72 mroiima, wim 0,376 MM (CokpalieHHe:
«pt»).

[Ipu cocraBieHuu TaOIMIl HONMYCKAETCA MCIONIb30BaHHE MIPU(PTOB MEHBIINX PA3MEPOB —
Ne 10, 11 mT.

2.17. AG3amHbIit OTCTYN B TEKCTE JOKyMeHTa — 1,25 cm.

3aroJOoBKM pa3leNioB W TMOAPA3ENOB IeyaTaloTcs C a03alHbIM  OTCTYIOM  HJIH
LHEHTPUPYIOTCA IO MIMPUHE TEKCTA.

2.18. Tekcr noxymeHra mneuataercss uepe3 1-1,5 MeXCTpouHBIX HHTepBasa. TekcT
JIOKYMEHTa BBIPABHUBAETCS MO LIUPHUHE JIUCTA.

MHOrocTpoUHbIC PEKBU3UTHI MMEUYATAIOTCS depe3 | MEeKCTPOYHBIM MHTEPBAJI, COCTABHBIC
YacTH PEKBU3UTOB MOTYT Pa3JeNsAThCs JOTOTHUTEIbHBIM HHTEPBAJIOM.

Ecnu 1OKyMEHT rOTOBHTCS JIJIsl M3JAaHHS C YMEHBIIEHHEM MaciuTada, TEeKCT IMedaTaeTcs
yepes 2 UHTepBaa.

WuTepBan mexay OykBaMu B clIoBax — 0OBIYHBIN. HTEpBa Mex 1y ciioBamu — 1 mpoGer.

CTpOoKHM peKBU3UTOB BBIPABHUBAIOTCS IO JIEBOW I'paHUIIE 30HBI PACIIONOKECHHS PEKBU3UTA
WM TICHTPYIOTCSI OTHOCUTEIHHO CAMOM JUTMHHOW CTPOKH.

JlnvHa caMoil UIMHHOM CTPOKHM PEKBU3UTA MPH YTIIOBOM PACHOJIOKEHUU PEKBU3UTOB — HE
Ooistee 7,5 cM.

JliivHa camoii IMHHON CTPOKU PEKBU3UTA MPH MPOJAO0TIHHOM PACIIONOKEHUH PEKBU3UTOB —
He Oonee 12 cMm.

2.19. JlonmyckaeTrcst BBIACIATH MOTYKHUPHBIM MIPUGTOM PEKBU3UTHI «aApecaTy, «3aroJIOBOK
K TEKCTY» WIH IIOIUCH», a TAKKE OT/ICIbHBIC ()ParMEHTHI TEKCTA.

2.20. Tlpu moAroToBKE MHOTOCTPAHHYHBIX JTIOKYMEHTOB O(GOPMIISIETCS TUTYIbHBIA JIUCT
(mpuoxkenue Ne 1).

2.21. CoctaB PeKBU3HUTOB, UCIIOJIB3YEMBIX AJsi O(OPMIICHUS TOKYMEHTOB, OIpEeseTcs
BUOM (Pa3sHOBUIHOCTHIO) OPTaHU3AIMOHHO-PACIIOPSAUTEIBHOTO TOKYMEHTA.

2.22. llpu mnoOAroToBKE JOKYMEHTOB OpraHuzaluyd HCIONB3YIOTCS  PEKBU3UTHI,
ycranoBierasie ['OCT P 7.0.97-2016:

01 — rep6 CepHOBOJACKOTO MyHUIIMIIAILHOT'O PaifiOHa,;

04 — xox hopMBI TOKYMEHTA;

05 — HauMeHOBaHKE OpraHU3aIUH - aBTOPa JOKYMEHTA;

06 — HanMeHOBaHNE CTPYKTYPHOT'O TIOPA3/ICIIEHUS - aBTOPA JOKYMEHTA;

07 — HauMeHOBaHKE JOHKHOCTH JIUIIA - aBTOPA JOKYMEHTA;

08 — cripaBoYHBIE TaHHBIE 00 OpraHU3aINH;

09 — HauMeHOBaHKE BHUJIA TIOKYMEHTA,

10 — nara qOKyMeHTa;

11 — peructpanioHHBIN HOMEP TOKYMEHTA;

12 — ccpuTka Ha PETUCTPAIIMOHHBIN HOMEP | JaTy IMOCTYIHBIIETO TOKYMEHTA;

13 — mecTo cocTaBneHus (U3AaHUS) JOKYMEHTA,

14 — rpu¢ orpaHnuueHus A0CTyMNa K JOKYMEHTY;

15 — angpecar;

16 — rpu¢ yrBepKICHUS JOKYMEHTA;

17 — 3aronoBOK K TEKCTY;

18 — TeKCT TOKyMEHTa;

19 — oTMeTKa 0 MPUIIOKEHUH;

20 — rpud corimacoBaHUs JOKYMEHTA;

21 — Bu3a;

22 — IIOJIINCE;

23 — oTMeTKa 00 3JIEKTPOHHOU MOAIKUCH;

24 — r1eyarts;

25 — oTMeTKa 00 UCIIOITHUTEIIE,

26 — oTMeTKa O 3aBEPEHHH KOIIUU;



27 — OTMeTKa O TTOCTYIJICHUU JOKYMEHTA;

28 — pe3oonus;

29 — oTMeTKa O KOHTPOJIE;

30 — oT™MeTKa O HampaBICHUH IOKYMEHTA B JEIIO.

PacrnionoxeHne u rpaHMibl 30H PEKBU3UTOB Ha OsaHkax OpraHuzaluy NpPUBEAEHBI B
npujoxenun NeNe 2, 3.

B coorBerctBum nynkrom 6.5 'OCT P 7.0.97-2016 pexsusutsr 05, 06, 07, 08, 09, 13,
OTrpaHMYUTENbHbIE OTMETKH s pekBu3uToB 10, 11, 12 B mpenenax rpaHul] 30H PaclONIOKEHUS
PEKBU3UTOB Pa3MELIAOTCS OJTHUM U3 CIIOCOOOB:

[EHTPOBAHHBIM (HA4YaJl0 U KOHEI| KaKAOH CTPOKU PEKBHU3UTOB PABHO YAAJCHBI OT I'PAHUII
30HBI PACIOJI0KEHUSI PEKBU3UTOB);

¢maroBpiM  (Kakaas CTPOKAa PEKBU3UTOB HAYMHAETCS OT JICBOW TPaHUIBI 30HBI
PAacIIOIOKEHHs] pEKBU3UTOB).

2.23. O6wmuii 6;1ank Opranuzanuu (mpusiokenne Ne 4) HCIOIB3YETCS ISl U3TOTOBIICHUS
JT0OBIX BHMJIOB JOKYMEHTOB, KpPOME JEJIO0BOro (CiaykeOHOro) MmuchbMa M JOJDKEH BKJIKOYATh
CIIEIYIOIINE PEKBU3UTBIL:

rep6 CepHOBOJICKOTO MyHHIIMIIAIBHOTO paiioHa;

HauMEHOBAaHME OpraHU3aluu (B COOTBETCTBUU C IMyHKTOM 2.10 Hacrosmeit MHcTpykuun);

OTMETKH JUI pa3MEIICHUs] PEKBU3UTOB «IaTa JOKYMEHTa», «PErMCTPALlUOHHBIM HOMeEp
JOKYMEHTa;

MECTO COCTABJICHUS WM U3JaHUs JOKYMEHTA.

2.24. bnank npuka3za Opranuzaluy BKIIOYAET CIEAYIOUINE PEKBU3UTHIL:

rep6 CepHOBOJICKOTO MyHHIIMIIAIBHOTO paiioHa;

HauMEHOBaHME OpraHU3aluy (B COOTBETCTBUHU ¢ MyHKTOM 2.10 HacTosmei MHcTpykimm);

HaMEHOBaHME BUJA JOKYMEHTA;

OTMETKH Ul pa3MEIICHUS PEKBU3UTOB «JIaTa JIOKYMEHTa», «PErHCTPAllMOHHBIA HOMEp
JIOKYMEHTay;

MECTO COCTABJICHHS WJIM U3IaHUS JOKYMEHTA.

2.25. bnank nucbma OpraHu3annu BKIIOYAET PEKBU3UTHI:

rep6 CepHOBOACKOTO MyHUIIMTIIAJILHOTO paiioOHa;

HaMEHOBaHME OpTraHU3allK (B COOTBETCTBHHU € MMyHKTOM 2.10 HacTosme NucTpykuun);

CIpaBOYHbIE JaHHblE 00 opraHu3anuu (B COOTBETCTBMM C INyHKTOM 2.10 Hacrosmiei
WHcTpykuun);

OTMETKH JUIS TIPOCTABJICHUSI PEKBU3UTOB «JIaTa JOKYMEHTa», «PETHCTPAIMOHHBIA HOMED
JIOKYMEHTa», «CChIJIKA Ha PETUCTPAIMOHHBII HOMEp U JaTy MOCTYIHBILIETO JOKYMEHTa.

B Omank mmchMa JIOJDKHOCTHOTO JIMI@ JOMOJHHUTEIBHO BKIFOYAETCS PEKBH3HT
«HaUMEHOBaHHE JOJDKHOCTH JMIla», a B OJaHK MHChbMa CTPYKTYPHOIO MOApa3/eNeHHs
(coBemaTenpHOTO, METOAWYECKOTO, OSKCIIEPTHOTO WM HHOro oprana) OpraHuzanum —
HalMEHOBAaHUE CTPYKTYPHOTO MOJIpa3/IeIeHus.

2.26. Tep6 CepHOBOACKOTO MYHHIMIAIBHOTO paiioHa pa3Memaercs Ha OyiaHKax
JNOoKyMeHTOB OpraHu3aiiui B COOTBETCTBUU C IMMyHKTOM 2.9 HacTosimeit MHCTpyKIuy.

N3o0pakenue repOa momMeniaeTcsi Ha BEpXHEM I0Jie OJIaHKa JOKyMeHTa Ha paccTossHuHU 10
MM OT BEpPXHEro Kpas JIMCTa, 3aXBaTblBas 4acTh paboyel 30HBI JOKYMEHTa, IIEHTPOBAHO, HaJ
pexBuznTamu OpraHu3aiyy.

2.27. Kox (hopMBI TOKYMEHTa MPOCTABIIAETCS Ha YHU(DUIMPOBAHHBIX (pOpMax TOKYMEHTOB
B cooTBeTCTBUM C OOIEepocCuiickuM Kiaccu(UKaToOpoM YIpPaBIEHYECKOW JIOKyMEHTALUH
(OKVY]I) nnu noKalbHBIM KJIACCU(UKATOPOM, pacIiojiaraeTcsi B paBOM BEpXHEM yriry paboyero
MOJIsI TOKYMEHTA, COCTOUT U3 cIoB «PopMa 1o (HauMeHOBaHMEe Kilaccudukaropa)» u nudpoBoro
KoJ1a.

2.28. HammenoBanne OpraHusanuyd Ha OJaHKE JOKYMEHTa JOJDKHO COOTBETCTBOBATH
HAaVMEHOBAHMIO IOpPUAMYECKOT0 Juma B ycraBe Opranmm3anmu. Ha OnaHkax JOKYMEHTOB
yKa3plBaeTCsl TMOJHOE O(QuUIUaTbHOEe HauMeHoBaHWe OpraHuzalMd ¢  yKa3aHHMEeM ee
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OpraHU3allMOHHO-NIPaBOBOM  (OpMBbI, Haja  HauMeHoBaHMeM OpraHuzalud — yKa3blBAaeTCs
HAaMMEHOBAHME BBILIECTOSIIEH OpraHu3alnuu, Moja HaumMeHoBaHueM OpraHu3alud B CKOOKax
yKa3bIBAETCS COKpALIEHHOE HauMeHoBaHUe OpraHu3aiuy, IpeayCMOTPEHHOE YCTaBOM.

2.29. HaumeHoBaHHME CTPYKTYpPHOTO TMOApasfeieHus (B TOM YHCIE OTACICHHUSA,
IPEJCTaBUTENIbCTBA, KOJUIETMAJIBHOIO, COBELIATEIbHOIO WJIM HMHOIO OpraHa) yKa3blBaeTcs B
OnmaHKax mUceM M OJlaHKaX KOHKPETHBIX BHJOB JOKYMEHTOB, HM3/IaBA€MbBIX COOTBETCTBYIOIIUMH
HOJpPAa3/IeIEHUsIMU B COOTBETCTBUU C JIOKAJIBHBIMU HOPMATUBHBIMU aKkTaMH opraHu3auuu. Han
HAaUMEHOBAHUEM CTPYKTYPHOTI'O IOJpa3/iesIeHUs yKa3bIBaeTCsl HaUMeHoBaHue Opranusanuu, Ysum
OTJCJICHUEM, IPEJICTABUTEIbCTBOM, KOJUIETMAJIbHBIM WM COBEILATE]bHBIM OpPraHOM JaHHOE
N0/Ipa3/IeJICHUE SBIISETCS.

2.30. CmpaBounble gaHHbIle 00 OpraHm3anuyd yKas3bplBalOTCA B OJaHKax IIMCEM U
BKJIIOUYAIOT: MOYTOBBIN aapec OpraHuzanuu (JOMOJHUTEILHO MOXKET yKa3bIBaThbCsl apec MecTa
HaXOXX/JCHUS IOPUANYECKOIrO JIMLA, €CIM OH HE COBIAJaeT C IOYTOBBIM aJpPECOM); HOMEp
tenedona, (akca, aapec FIEKTPOHHOM MOYTHI, CETEBOM aJpeC, a TAKKE KOJ OpTraHU3allH 10
Ob6mepoccuiickomy kinaccudukatopy npeanpustuii u opranmzanuit  (OKIIO), ocHOBHOIA
TOCYJapCTBEHHBIN peructpaunonubiii Homep opranusamuu (OI'PH) u wmaeHTHHKAMOHHBINA
HOMEp HaJIOTOIUIATEeNbIINKA/KOI TPUUMHBI TIOCTAHOBKM Ha Hanorosselit yuet (MHH/KIIIT).

B coorBerctBum c¢ IlpaBunmamu oOka3aHMsl yCIyr IOYTOBOM CBSI3U, YTBEP)KIEHHBIX
nprka3oM MuHHcTepcTBa IU(POBOTrO pa3BUTHSL, CBSI3U U MAaCCOBBIX KOMMYHUKalUi Poccuiickoit
®enepanuu ot 17.04.2023 Ne 382 (nanee — [IpaBuia okazaHus ycayr MOYTOBOW CBSI3U) MOYTOBBII
ajZipec yKas3bIBaeTcsd B CIEAYIOUIEH I10C/IeA0BAaTeIbHOCTU: Ha3BaHUE YIMIbI, HOMEp J0Ma,
Ha3BaHME HACEJICHHOTO IyHKTAa, Ha3BaHHUE paiioHa, Ha3BaHHE CyObEKTa, IIOYTOBBINA HHIIEKC.

2.31. HaumeHoBaHMe BHJa JOKYMEHTa YKa3blBaeTcd Ha BCEX JIOKYMEHTax, 3a
WCKIIFOUEHHEM JICJIOBBIX (CIIY)EOHBIX) MHUCEM, pacrojaraercs noj HaumeHoBanueM Opranu3anuu
(CTPYKTYpHOIO HOApa3aesieH s, JOKHOCTH).

2.32. Jlara nOKyMeHTa JOJDKHA COOTBETCTBOBATH JarTe NOAMHCAHUS (yTBEP)KICHHUS)
JIOKYMEHTa WK (B IPOTOKOJIAX) JaTe COObITHS, 3a()UKCHPOBAHHOIO B IOKYMEHTE.

Jlata 1OKyMEHTa 3alMCBIBAETCS B MOCIIEI0BATEIIbHOCTH: JIEHb MECSIa, MECSL, r0Jl OJJHUM
U3 IBYX CIOCOOOB:

apabckumu U pamu, pasaeneHHsIMA Toukoi: 25.01.2024,

cioBecHO-1IM(poBBIM criocoboM: 25 ssuBapst 2024 r.

Ha nokymenrtax, odopmisiemblx Ha OjaHKe, JaTa JOKYMEHTa IPOCTaBISAETCS MO
PEKBU3UTAMU «HAaUMEHOBaHHE BUJAA JOKYMEHTa» (B OJlaHKaX KOHKPETHBIX BHJIOB JJOKYMEHTOB) U
«CTIpaBOYHbIE JaHHBIE 00 OpraHu3any (B OJaHKaX MHUCEM).

JlaToif JOKyMEHTa, W3JaHHOI'O COBMECTHO C JBYMs WM Oojee oOpraHu3alusIMH
(1OJIKHOCTHBIMM JIUIIAMH ), SIBJISIETCS J1aTa MOJANUCAHNS TOKYMEHTA MOCIeAHEW CTOPOHOM.

2.33. PeructpanMoHHBII HOMEp MAOKyMEHTa — LU(POBOM uiaM OyKBEeHHO-LHU(POBOIL
UACHTU(PUKATOP JOKYMEHTA, COCTOSIIMI W3 TOPSAKOBOTO HOMEpa JOKYMEHTa, KOTOPBIM, IO
ycMoTpeHuto OpraHu3alMy, MOXXET JOIMONHATbCS LUQPPOBBIMH WM OyKBEHHBIMH KOJaMHU
(MHIIeKCaMH) B COOTBETCTBHMHM C UCIOJIB3YEMBIMU KJIaCCU(PUKATOPaMHU.

Ha pokymeHTe, COCTaBI€HHOM COBMECTHO C JByMs U Oojiee OpraHu3alusMHy,
MPOCTABIISIFOTCS PETUCTPALIMOHHBIE HOMEpa JOKYMEHTa, IPUCBOEHHBIE KaXK/10M M3 OpraHu3aiuil.
Perucrpannonnsie HoMepa MPOCTABIAIOTCS B MOPSAAKE YKa3aHUs HAaMMEHOBAHUN OpraHu3aluil B
3aroJIOBOYHON yacTu (mpeaMOyJie) TOKyMEeHTa U OTIENSIOTCS IPYT OT Apyra KOCON 4epTOH.

2.34. CcpUika Ha pEeruCTpallMOHHBIA HOMEpP U J1aTy MOCTYNHUBIIETO JOKYMEHTA, COCTOSIIAs
U3 PEruCTPallMOHHOTO HOMEpa M JaThl BXOJSIIET0 JOKYMEHTa, Ha KOTOPBIM JaeTcsi OTBET,
npocrtasisiercs B Bujae otMeTku «Ha Ne ... oT ...» B O61aHKe nuchma.

B TexkcT nuchma-oTBeTa CBEIEHHUS O PETHCTPAIMOHHOM HOMEpPE U JlaTe MOCTYHHUBIIETO
MMCbMa HE BKJIFOYAIOTCS.

2.35. MecTo cocTaBiieHUs (M3aHHS) JOKYMEHTA YKa3bIBAE€TCSl BO BCEX TOKYMEHTaX, KpOMe
JIEJIOBBIX (CIYKEOHbIX) MHUCEM, BHYTPEHHUX MH(OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB, a TaKkKe
B Clly4ae, €CIM MECTO HaXxO)KJIEHHUS OpraHu3allMd BXOJUT B €€ HauMeHoBaHue. Mecto



cocTtaBineHus:  (M3laHuUs) JOKYMEHTa  YKa3blBaeTCsi B  COOTBETCTBUU C  IPUHATHIM
aIMHUHUCTPATUBHO-TEPPUTOPUATBHBIM JICTICHUEM.

2.36. I'pu¢ orpanuueHus: AOCTyNa K JOKYMEHTY MPOCTAaBJISIETCS B MPABOM BEPXHEM YIIIy
IIEPBOrO JIMCTAa JOKyMEHTa (IPOEKTa JOKYMEHTA, COIPOBOAUTEIBHOIO MUChbMA K JOKYMEHTY) OT
TpPaHULBI BEPXHEro MOl NpU HAIMYMM B JIOKYMEHTEe HH(OpMAIMH, JOCTYIl K KOTOPOil
OTPaHUYMUBACTCA B COOTBETCTBUHU € 3aKOHOAATeNbCTBOM Pocculickon denepanuu.

Buner ucnonb3yembix B Opranumzauuu rpudoB OrpaHHuYEHUs JOCTYyNa JOJKHBI
COOTBETCTBOBATh 3aKOHOJATEIBHBIM M HWHBIM HOPMATHUBHBIM IMPaBOBBIM akTam Poccuiickoii
®Denepalliil ¥ TOJKHBI OBITh 3aKPETLJICHBI B JIOKAJIbHBIX HOPMAaTUBHBIX akTax Opranuzauuu. ['pud
OTpaHUYEHHUSl JOCTyHa K JOKyMEHTy (moMmeTka «Jlisi ciy:keOHOTro TONb30BaHUS», Tpud
«Kommepueckasi TaiiHa») MOXKET IOMOJHATHCS HOMEPOM 3K3EMIUIsIpa JOKYMEHTa U JIPYTHMH
CBEJICHUSIMU B COOTBETCTBUU € 3aKOHOJATENbCTBOM Poccuiickoi denepannu.

2.37. Anpecar — pEKBU3UT, UCIOJIB3YeMbId TpH OQPOPMIICHHUU JETOBBIX (CITy>KEOHBIX)
MUCEM, BHYTPEHHUX HHPOPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AnpecaToM JOKyMEHTa MOKET OBITb OpraHu3alus, CTPYKTypHOE THOJpa3AelicHue
OpraHu3aIy, JOHKHOCTHOE W (PH3HMUECKOE JIUIIO.

PexBusut «aapecar» ohopmisieTcss Ha OJaHKE C YIIIOBBIM PACIOIOKEHUEM PEKBH3UTOB — B
BEPXHEH MpaBOil YacTH JOKyMeHTa (TPH HMCIIOJIb30BaHUM YIIIOBBIX OJAHKOB HA JIBYX SI3BIKAX,
aZpecaT pacloiaraloT crpaBa — IO PEKBU3UTaMU OyaHka), Ha OJaHKE C MPOJIOJIbHBIM
pacIoyioKeHUEeM PEKBU3UTOB — CIIPaBa I0J] peKBU3UTamMu OsiaHka. CTPOKH PEKBU3UTA «aapecaTy
BBIPABHUBAIOTCSI 110 JIEBOMY KPar0 WU [IEHTPYIOTCSI OTHOCUTEIBHO CaMOU JJIMHHOM CTPOKH.

[Ipu anpecoBaHuM JOKYMEHTa PyKOBOJIUTEINIO (3aMECTUTENIO PYKOBOJIUTEINS) OpraHU3aluu
YVKa3bIBAIOTCS B JATEIbHOM IaJie)ke HAMMEHOBAaHUE JOJKHOCTH PYKOBOIUTENS (3aMECTUTENS
PYKOBOJUTENSA),  BKIIOYAIOLIEE  HAUMEHOBAHME  OpraHu3aluy,  (paMHUIUIO,  HMHULUAJbI
TOJKHOCTHOTO Nuia. Hampumep:

Havaneauky MY «Otnen
oOpa3zoBanusi CEpHOBOICKOTO
MYHUIHIIAJIBHOTO PailoHa»
®amunus N.0.

HpI/I AApeCOBAaHUU IMHMCbMa B OPraHU3aAIlMI0 YKA3bIBACTCA €€ IIOJIHOC HIIM COKPAIICHHOC
HaMMCHOBAHUC B UMCHUTCIIbHOM ITaACHKCE.

HpI/I AApeCOBAaHUU JOKYMCHTA B CTPYKTYPHOC IMOAPA3ACIICHUC OpTaHU3allu B PCKBU3ZUTC
«aapecar» YKa3bIBAIOTCAd B HWMCHHUTCIBHOM IMAaJCKEC HAMMCHOBAHHWEC OpraHu3aluv, HHXKC —
HANUMCHOBAHUC CTPYKTYPHOTO IMOAPA3ACIICHUS. HaanMep:

MyHUIMNaIbHOE YUPEKICHUE
«Otnen oOpazoBaHUs
CepHOBOACKOTrO paiioHa»
OO6uuit otaen

[Ipu agpecoBaHuM NMUCbMa PYKOBOAUTEIIO CTPYKTYPHOTO MOAPA3JEICHUS yKa3bIBAIOTCS B
MMEHUTEIIBHOM TIaJIe)X€ HaMMEHOBAaHUWE OpraHU3alud, HWKE — B JaTEJIbHOM Iauexe
HAaUMEHOBAHME JOJDKHOCTH DPYKOBOJAMTENS, BKJIOYAIOIIEE HAWMEHOBAaHUE CTPYKTYpPHOTO
noapasenenus, pamunuio, nHUIMansl. Hanpumep:

Anmvunuctpanus CepHOBOJCKOTO
MYHULUIIAIBHOTO pailoHa
HavansHuky otnena
JIETOTIPON3BO/ICTBA

damvunus U.0.
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Ilepen pamunmei TOMKHOCTHOTO JIMIA JOIMYCKAETCS YHOTPEONATh COKpAIIEHUE «T-HY»
(rocioguHy), €ciu ajgpecaT MYXK4YMHA, WIM «r-XKe» (TOCHOXeE), €ClIM ajpecaT >KEHUIUHA,
Harpumep:

r-uy ®amunus 1.0.
r-xe ®amunus 1.0.

[Ipu pacceuike AOKyMEHTa TpyMIe OpraHu3aluil OJHOrO0 THIA WU B CTPYKTYpHBIE
Mo/ipa3iesIieHUs OJHOM OpraHu3alluy, ajJpecaT yKasbiBaeTcs 00o0menHo. Hanpumep:

PykoBoauTensiM 001eo0pa3oBaTeIbHbIX
yupexieHuit CepHOBOACKOTO
MYHHUITUTIAILHOTO paiioHa
Hnin:
HadanpHukam oTIeoB
MY «Otnen obpazoBaHust
CepHoOBOJICKOTO paiioHa»

[Ipu paccbUike JTOKYMEHTa HE BCEM OPraHU3alUsSM WIH CTPYKTYPHBIM IOAPAa3/ICICHUSIM
0T PEKBU3HUTOM «ApecaT» B CKOOKax ykasbiBaeTcs: «(Io crucKy)y». Hampumep:

PykoBomuTEISIM TOIKOTBHBIX
00pa30BaTeNbHBIX YUPEIKICHUN
CepHOBOJCKOTO paiioHa

(o cnucky)

CIuCOK pacChUIKU COCTABIISAETCS HCIIOTHUTEIIEM.

Ecnu nucbMo HampaBisieTcss B OpraHU3alyi0 WIK JTOJDKHOCTHOMY JIMILY U JUISL CBEACHMUS
ele psAAy OpraHM3alui WK JOJDKHOCTHBIX JIULI, 00Iee KOJIMYECTBO aJpecaToB HE JIOKHO OBITh
Oosee ueThIpeXx, MPH 3TOM OCHOBHOM aJpecaT ykasbIBaeTcsl HepBbIM, ciioBo «Komus» mepen
BTOPBIM, TPETBUM, YETBEPTHIM apecaTaMy HE I1€4aTaeTCs.

B cocrtaB pexBusuTa «Anpecar» MOXKET BXOJAUTh MOYTOBBIN agpec. JIEMEHThI IOYTOBOTO
azpeca yKas3blBalOTCA B IIOCJIENOBATEIIBHOCTH, YCTAaHOBIEHHON NyHKTOM 19 IlpaBun okazanus
YCIYT MMOYTOBOM CBSI3H:

a) JJIs FOPUIMYECKOTro JIMIA — MOJHOE WIIM COKPAIlleHHOe HauMEHOBaHHE (MpU HAJIMYUH),
JUISl TpaKIaHUHA — (paMIIINS, UMS1, OTYECTBO (TIOCIIeIHEE IPU HATUYUH);

6) GaHKOBCKHME PEKBM3MTHI (JUIs MOYTOBBIX MEPEBOJIOB, HANPABISEMBIX IOPHUINYECKOMY
JUIY WIA IPUHUMAEMBIX OT FOPUIUYECKOIO JIUIIA);

B) Ha3BaHUE YJIMIIbI, HOMEp JOMa, HOMEp KBapTUPBI;

I') Ha3BaHHME HACEJIIEHHOTO MMYHKTA;

1) Ha3BaHME pailoHa;

€) Ha3BaHHe pecnyOJInKH, Kpas, 001acTi, aBTOHOMHOT'O OKpyra (001acTh);

’K) Ha3BaHUE CTPaHBI (TSI MEXKTYHAPOIHBIX TOYTOBBIX OTIPABICHUN);

3) IOYTOBBINA UHIEKC.

IlouToBBIl ajgpec He yKa3blBaeTCsd B JOKYMEHTAaX, HAlpaBISEMBIX B BBICIIME OPraHbI
BJIACTH, BBIIIECTOSALIME OpPraHU3alWu, IIOJABEIOMCTBEHHbIE OpraHU3allUd M  IOCTOSHHBIM
KOPPECIIOH/IEHTaM (32 MCKJIIOYEHUEM HalpaBJIeHUs MMHCEM YKa3aHHBIM aJpecaTaM B KOHBEPTAxX C
MPO3pAaYHBIMU OKHAMH).

[Ipu oTnpaBke mUCbMa MO 3JEKTPOHHOM MouTe WiIM (AaKCUMHIBHON CBs3U (6€3 TOCBUIKU
[0 [OYTEe) TMOYTOBBIM agpec He YykasbpiBaerca. llpu HeoOxomumocTH MokeT OBbITh YKa3aH
AIIEKTPOHHBIN ajpec (Homep Tenedona/dpakca). Hanpumep:
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I'bY «HanmeHoBaHue OpraHu3aiimn»
DIIEKTPOHHBIN ajpec

2.38. I'pud yTBepkIeHHs JOKYMEHTA MPOCTABISAETCS HA JIOKYMEHTax B IMPABOM BEpXHEM
yIiy TepBoro jucrta AokymMeHTa. CTpPOKH PEKBH3UTA BBIPABHUBAIOTCS IO JIEBOMY Kparo WU
HEHTPYIOTCS OTHOCUTEILHO CAaMOM JITTMHHOM CTPOKH.

[Tpu yTBEpKIeHUHN TOKYMEHTa COOCTBEHHOPYYHOH TMOJMUCKHIO JOHKHOCTHOTO JIHIA TP
yTBepKaeHus: coctouT u3 ciaoBa «YTBEPXIAIO», HauMmeHOBaHMS JOJDKHOCTH —JIMIIA,
YTBEPKAAOIIETO JOKYMEHT, €ro TOJMUCH, WHUIUAIOB, (aMHIMU M JaThl YTBEPXKICHUS.
Hanpuwmep:

YTBEPXIAIO

Hupexkrop MBOY

«COHUI Ne 4 c. CepHOBOJICKOE»
Iloagmuces M.O. ®amunus
Jara

[Ipn yTBepkKIEHUU TOKYMEHTa pPaCHOPSAUTEIbHBIM JOKYMEHTOM Tpu( YTBEPKICHHS
cocrour w3 ciaoBa «YTBEPXJ/EH» («YTBEPXJEHA», «YTBEPXIEHbI» wiun
«YTBEPXJIEHO»), coriacoBaHHOr0O C HaMMEHOBAaHMEM BHIAa YTBEPXKIACMOTO JIOKYMEHTa,
Ha3BaHUS BHJIA PACHOPSIUTEIBHOTO JTOKYMEHTAa B TBOPUTEIBHOM IIAJIEKE, €ro JaThl, HOMEpPA.
Hampumep:

(Permamenr) YTBEPXJIEH
npukazom MbOY
«COHUI Ne 4 c. CepHOBOJICKOE»
ot 15 staBaps 2024 1. Ne 3
WITH
(IlpaBuna) YTBEPX/IEHbBI

npukazom MBOVY «COIII Ne 4

c. CepHoBOJICKOEY

o1 15.01.2024 Ne 3

IIpy yTBEpKACHUU NOKYMEHTa KOJUIETHAJIbHBIM, COBELIATCIBHBIM WIM HHBIM OpPraHOM,
pelieHnus KOTOporo (DUKCHpYIOTCSI B TPOTOKoJEe, B Tpude YTBEPKACHUS YKa3bIBaeTcH,
HalMEHOBaHME OpraHa, jata 1 HoMep NpoTokoia (B ckoOkax). Hanpumep:

(ITonmoxenune) YTBEPX/IEHO
Kowmmuccueii (coBetom) ...
MBOY «COII Ne 4 c. CepHOBOACKOE»
(mpotokoi ot 13.01.2024 Ne 2)

2.39. 3aroyioBOK K TEKCTy — KpaTKOe COJIep)KaHHe JOKyMEHTa. ECIi 3arojloBOK K TEKCTY
OTBEYACT Ha BOMPOC «0 yeM?», OH HaunHaeTcs ¢ npepiora «O» («06»). Eciu 3arooBok K TEKCTY
OTBEYAET HAa BOMPOC «UYEro?», OH COCTABISET OJHO IeJoe C Ha3BaHWEM BHUAA JIOKYMEHTA.
Hanpumep:

npukas (o 4€m?) 0 co3JaHNM ATTECTAIIMOHHON KOMUCCUUT

MUCHMO (0 uéM?) 0 IIpeOCTaBIEHUH UH(OpMAIUU

akT (4ero?) mpuema-repesadn e

MPOTOKOJI (4ero?) 3aceiaHus SIKCIIEPTHON KOMUCCUH

3aroJoBOK K TE€KCTy opopMIIeTcs MO peKBU3UTAMH OJaHKa clieBa, OT TPaHMIIbI JIEBOTO
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MOJIA.

2.40. TekcT NOKyMEHTa COCTABIISIETCSI Ha PYCCKOM SI3BIKE KaK TOCYAapCTBEHHOM SI3BIKE
Poccutickoii denepariuy U rocyaapCTBEHHBIX s13bIKax YedeHcKol PecryOnuKku B COOTBETCTBUHU CO
cratbamu 12, 13 3akona YP ot 25.04.2007 Ne 16-P3.

TexcT mokyMeHTa IOJKEH OBITh COCTaBJIEH I'PaMOTHO, SICHO, MOHITHO U IO BO3MOKHOCTH
Kparko. TekcT JOKyMeHTa MOJDKEH COZIEp)KaTh JOCTOBEPHYIO W aKTyaJbHYI HH(OpMAIHIO,
JOCTATOYHYIO JUISl IPUHATUS PEUICHUN WM UX WCIOJHEHUS, HE JOJDKEeH JOMYyCKaTh Pa3InYHBIX
TOJIKOBAHUU.

B Tekcre mokymeHTa, MOATOTOBICHHOM HAa OCHOBAaHHM 3aKOHOAATEIbHBIX WM HHBIX
HOPMATHBHBIX MPABOBHIX aKTOB, PaHEE MU3JIAHHBIX PACIIOPSAUTEIIbHBIX JOKYMEHTOB, YKa3bIBAIOTCS
UX PEKBU3UTHI:

HaWMEHOBAaHHE JOKYMEHTA, HAMMEHOBAHUE OpPraHa BJIACTHU (OpraHU3alllH ), U3/1aBIIETO(Ei)
JIOKYMEHT, J1aTa JOKYMEHTAa, PETUCTPALIMOHHBIA HOMEP TOKYMEHTA, 3ar0JIOBOK K TEKCTY;

HAaMMEHOBAHME OPraHU3alliy WIM JIOJDKHOCTHOTO JIMLA, YTBEPAMBIIETO JIOKYMEHT, JaTa
YTBEPKACHHS IOKYMEHTA.

TekcT nOKyMeHTa MOXET cOAepX aTb pas3Aeibl, MOAPa3/eibl, IMYHKTbI, MOIMYHKTHI,
HyMepyeMmble apaOckumu IudpamMu. YpoBHEH pyOpUKallMd TEKCTa HE MOJKHO ObITh Oolsee
YeThIpeX.

TekcT noKyMeHTa u3naraercs:

B IpHUKa3ax, W3JaHHBIX €IWHOJIMYHO, — OT IMEpPBOro JHIa E€JUHCTBEHHOI'O YHCIa
(«..Mp UK a3blBarw»),;

B IpUKa3ax, U3JJaHHbIX COBMECTHO JIBYMs WJIM OoJiee OpraHu3aluusiMi, — OT IIEPBOIo JIMIA
MHOYKECTBEHHOT'0 YKcia («... TP UK a3 bl B a e M»);

B IPOTOKOJAX 3aceaHUi — OT TPEThEro Jinia MHOXkecTBeHHOro uucia («CJIYITAJIN»,
«BBICTYIIUJIN», «[IOCTAHOBUJIN» unu «PEILNIIN»);

B JICJIOBBIX NHCHMax, O(GOpMIICHHBIX Ha OnaHkax OpraHuzanud, — OT IEPBOTO JIMIA
MHOKECTBEHHOT0 4yucia (IpocuM, HampaBiseM, MpeajgaraeM) HIA OT TPeTbero Juila
equHcTBeHHOTO uncna («MBOY «COII Ne 4 c. CepHoBojackoe» He Bo3paxkaer ... » «MbOY
«COII Ne 4 ¢. CepHOBOJCKOE» CUUTAET BO3MOXKHBIM ... »);

B JIOKJIAJHBIX M CIYXEOHBIX 3alMcKaX, 3asBJIEHUSX — OT MEPBOroO JHIA €JUHCTBEHHOIO
quCIia (KIIPOIIY...», «CUUTAI0 HEOOXOMUMBIM...»);

B JIOKYMEHTax, yCTaHaBIMBAIOUIMX (QyHKUIMU (00S3aHHOCTH), MpaBa U OTBETCTBEHHOCTh
CTPYKTYPHBIX MOJAPA3IeNeHUH, KOIJIETHaTbHbIX OPTaHOB, pA0OTHUKOB (MTOJIOKEHNE, HHCTPYKITHS),
a TaKXe COJEpXKAIlMX OIHUCAHWE CHUTyalluid, aHamu3 (PaKTOB ¥ BBIBOABI (aKT, CIpaBKa),
UCTIONB3YeTCs popMa U3TOKEHUSI TEKCTA OT TPETHETO JUIAa €AMHCTBEHHOTO WJIM MHOKECTBEHHOTO
yhcna  («cneuuamucT  (pabOTHHMKHM) — OCYIIECTBISET (YHKLHUU...», «KOMHCCHUA TIpoBeia
HPOBEPKY...»).

[Ipy moxaroroBke TEKCTa JOKYMEHTa CielyeT coOlIoAaTh TMpaBuUila HalMCaHUS
Oo(UIMATbHBIX HAUMEHOBAHUN, YUCTUTEIBHBIX U €IMHUI] H3MEPEHHUS.

B Tekctax NOKYMEHTOB ymoTpeOstoTCs OOIICTpUHSITHIE a00peBHATYphl U rpaduyecKue
COKpAILEHUS.

[Ipu ykazanuu B TekcTe (paMUINK JTUI[A MHULIUAJIBI CTaBSATCS 1Mocie haMUIny.

B nenoBbix (cy:ke0HBIX) MUCbMAaX HUCTIOIB3YOTCS:

BCTYIUTEIHLHOE OOpaIlIeHHeE:

YBaxkaemslli rocrioguH IIpencenarens!
VYBaxkaemblii rocriogud Munuctp!
VYBaxxaemeblil rocnonud IBaHos!
VYBaxkaemast rocnioka [lerponsa!
VYBaxkaewmsiii Ban [lerpoBnu!
VYBaxkaemass AnHa HukonaesHa!
VYBaxkaemble rocroza!
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3aKIIIOYUTEbHAS ATUKETHAS Ppaza: «C yBaKEHHUEM, ...».

HaumenoBanue 1omxHOCTH B 00pallleHuH MUIIETCs ¢ IPOMUCHON OYKBBI, B 0OpalleHUH 10
(bamMHUITH MHUIMATIBI JIMIA HE YKA3bIBAIOTCSL.

2.41. OTtmeTka O TIPUIOKEHUHU COJCPKHUT CBEACHHS O JOKYMEHTE (IOKyMEHTax),
npujgaraeMoM K CONPOBOJUTENBHOMY THCBbMY, HMHOMY HH()OPMAIMOHHO-CIIPABOYHOMY
JOKYMEHTY, WM O TOM, YTO JOKYMEHT SIBIISIETCS NPUJIOKEHHEM K OCHOBHOMY JIOKYMEHTY
(HOPMAaTHBHOMY, PACTIOPSIAUTEIBLHOMY UJIM HHOMY).

B comnpoBomuTenbHBIX NUChMaxX M APYTUX HHYOPMAIMOHHO-CIPABOYHBIX JOKYMEHTaxX
OTMETKA O MPHJIOKEHUH O(POPMIISETCS IMOJ TEKCTOM OT TPAaHHIIBI JIEBOTO TOJIS CIETYIOLUIHM
obOpazoM:

€CITU TMPUJIO’KEHUE HA3BaHO B TEKCTE:

[Tpunoxenue: Ha 2 1. B 1 3K3.
€CITU TMIPUJIO’KEHUE HE Ha3BaHO B TEKCTE WITU €CIIH MPUIIOKEHUN HECKOIBKO:
[Tpunoxxenue: 1. [lonoxxenue o komuccuu... Ha 5 1. B 1 3K3.
2. CrpaBKa 0 KaJJpOBOM COCTaBe YTIPaBJIEHUS PErHMOHAIBHOIO KpPEAUTOBAHUS
Ha 2 1. B 1 3K3.
€CJIM MPUII0KEHHE (TIPUIIOKEHHUS) COPOITIOPOBAHO(BI):
[Tpunosxenue: B 2 3K3.

[TpunoxeHue: oTyeT 00 OCHOBHOM AESITEIBHOCTHU B 2 3K3.

€CIIM JIOKYMEHT, SIBISIOLIUIICS MPHIOKEHUEM, UMEET MPUJIOKEHHUS C CaMOCTOSITEIbHOM
HyMepaluueil cTpaHull;

[Tpunoxenue: noroop okazanus yciyr oT 05.09.2023 Ne 32-17/72 u npunoxeHus K HEMY, BCETO
Ha 7 1.

€ClIi MHCbMO HAIpaBJISETCSI HECKOJIBKUM ajpecaraM, a JIOKYMEHT-NPUIIOKEHHE TOJbKO
NIEPBOMY ajJipecary:

[Ipunoxenue: Ha 3 11. B 1 3K3. TOJIBKO B IIEPBBIN aJpec.

€CIIM TIPUIIOKEHHUEM SIBISIFOTCSI JIOKYMEHTBI, 3allMCaHHble Ha (U3NYECKH 000COOIECHHBII
ANEKTPOHHBIA HOCHUTEIIb:

ITpunoxenne: DVD-R B 1 3k3.

[Ipu sTOoM Ha BKJIajbllie (KOHBEPTE), B KOTOPBIM MOMEIIAETCS HOCHUTENb, YKa3bIBAIOTCS
HalMEHOBAaHHUA JOKYMEHTOB, 3allMCAHHBIX HA HOCUTEIb, UMEHAa (aiioB, 00beM B OaiiTax.

B pacnopsinutenbHbIX JOKYMEHTaxX (MpuKaszax), JOroBOpax, IOJIOKEHUSX, IMpaBUIIaXx,
UHCTPYKLHUSAX M JPYTUX JIOKYMEHTaXx OTMETKa O NPUIOKEHUH O(OopMIsIeTCs CIEAYIOUIM
obpazoM:

B TEKCTE€ JIOKyMEHTa IpH IEPBOM YIOMHHAHUHU JOKYMEHTA-NPWIOKEHUS B CKOOKax
yKa3bIBaeTCs: ...(MPUIIOKEHHE) WIH ... (puitoxkerue 1), (mpunoxenue Ne 1);

Ha ICPBOM JIUCTE NOKYMCHTA-TIPUIIOKCHHA B ITPABOM BEPXHEM YITY YKAa3bIBACTCS:
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[Ipunoxenne Ne 2

K npukazy MbOY

«COLI Ne 4 c. CepHOBOJICKOEY
ot 18.01.2024 Ne 7

Ecin  npuwiokeHHEM K PACHOpPSIUTENbHOMY  JOKYMEHTY SIBIISIETCA  JIOKAJIbHBIN
HOPMATHBHBIM AaKT WIM MHOW JOKYMEHT, YTBEpXKAACMBbIM JaHHBIM PacHOpSIUTEIbHBIM
JOKYMEHTOM, Ha II€pBOM JIUCTE MPHJIOKEHHUsI IPOCTABISAETCS OTMETKAa O HpuiokeHuu (Oe3
CCBUIKM Ha DPACHOPSAUTENBHBIA JTOKYMEHT) U TpHu(] YTBEpXKACHHUS, B KOTOPOM YKa3bIBAIOTCA
JAHHBIE  PACIOPSAUTENBHOIO JOKYMEHTa, KOTOPBIM YTBEPKACH JOKYMEHT-IIPHIIOKECHHUE.
Hanpumep:

ITpunoxxenne Ne 1

YTBEPXIEHO
npukazoM MbOY «COIL Ne 4

c. CepHOBOJICKOE»
ot 19.01.2024 Ne 8

2.42. Tpu¢ cormacoBaHusl INPOCTABIAETCS Ha JIOKYMEHTE B ClIydae €ro BHEIIHEro
coriacoBaHusi (CorjiacoBaHHWE€ C OpraHaMH BJIACTH, WHBIMH OpPraHU3alUsAMHU, JIOJKHOCTHBIMU
JUIAMH ).

I'pud cormacoBaHums B 3aBUCUMOCTH OT BHJIA JOKYMEHTa M OCOOEHHOCTEH ero
o(opMIIEHHS MOXKET ITPOCTABIATHCS:

Ha MEpPBOM JIUCTE JOKYMEHTa (E€CIM JOKYMEHT MMEET TUTYJbHBIM JHCT,— Ha TUTYJIbHOM
JUCTe) B JIEBOM BEpPXHEM YIJIy Ha YpoBHE rpuda yTBEp)KIACHHS WIM I0J HauMEHOBAHHUEM
JIOKYMEHTa OJInkKe K HIKHEMY I10JII0);

HAa TIOCJIETHEM JINCTE JOKYMEHTA M0/ TEKCTOM;

Ha JINCTE COIJIAaCOBAHUS, SIBJISIOIIEMCS] HEOThEMIIEMOMN YacThIO JOKYMEHTA.

I'pud cormacoBanust coctout u3 cinoBa «COI'JTACOBAHO», nomkHOoCcTH nMua, C
KOTOPBIM COTJIaCOBaH JTIOKYMEHT (BKJIOUas HAMMEHOBAaHUE OPTaHU3alllN), €0 COOCTBEHHOPYUYHOU
NOJNKMCH, THULIMAJIOB, (haMWIny, 1aThl coriaacoBanus. Hanpumep:

COT'JIACOBAHO
Havansauk MY «Otaen
obpa3zoBanusi CepHOBOACKOTO
MYHHUIMIIAJIBHOTO PAOHA»
IToamuce HN.0. damunusg
Jara

Ecrmu  cormacoBaHWe OCYIIECTBISIETCS KOJUIETHAIBHBIM, COBEIIATEIBHBIM WM HHBIM
OpraHom, B rpu¢e coriacoBaHMs yKa3bIBalOTCS CBEJEHUS 00 opraHe, COrjacoBaBIIEM JTOKYMEHT,
Jate W HOMEpe TIPOTOKOJa, B KOTOPOM 3aMKCHPOBAaHO pEIICHHWE O coryacoBaHuu. Ecmm
COIJIACOBAHME OCYUIIECTBISIETCS IHCbMOM, YKa3blBalOTCS BHUJA JOKYMEHTa, HaUMEHOBaHHE
OpraHu3alliy, COTJIACOBABIIEH TOKYMEHT, 1aTa ¥ HOMep nuckMa. Hampuwmep:

COT'JTIACOBAHO
DKCIEePTHO-MPOBEPOUHON KOMUCCUEN
(OIIK) ApXuBHOTO yIpaBJICHHS
[TpaButenscTBa Yeuenckoit PecriyOnuku
(mpoTokoun ot 25.03.2024 Ne 3)
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COI''TACOBAHO

nucbMOM MuHHCTEpCcTBa 00pa30BaHUs
u Hayku YeueHckoil Peciybnuku

ot 28.01.2024 Ne 01-03/16

2.43. BuyTpeHHee corjacoBaHMe JOKyMeHTa odopmisiercs Bu3oil. Busa Bbipaxkaer
MHCHHUC JIMIa, BUSUPYIOLICTO MPOCKT AOKYMCHTA, U BKJIKOYACT: JOJDKHOCTD JIMIId, BUSUPYIOLICTO
JOKYMEHT, MOANHUCH, PaclIM(PpPOBKY NOANMCH (MHULMANIbL, (aMUIMIO) M JaTy BHU3MPOBAHUS.
Hanpuwmep:

3amecTuTenb JupekTopa no YP
IMogmucy HN.O. Gamunus
[ara

[Tpu HamMMUMK 3aMeYaHU K TOKYMEHTY BU3Y O(DOPMIISIOT CIICIYIOIIHM 00pa3oM:

3aMeuyaHus IpUIaratoTcs.
['maBHBIi OyxTanTep
[Togmuce W.O. Gamumnus
JlaTa

B nokymeHnTax, MOAJIMHHUKYA KOTOPBIX XPAHATCS B OpPTaHU3AlMM, BU3bl MPOCTABISIOT HA
MOCJICIHEM JIUCTE JOKYMEHTa MOJ MOANKHCHIO, HAa 000pOTE IMOCIEIHEr0 JUCTa MOJIMHHUKA
JIOKYMEHTA WJIM Ha JINCTE COTJIACOBAHUS (BU3UPOBAHU), IPUIIATAEMOM K TOKYMEHTY.

B wucxomsmmx [OKyMEHTax BH3bI MPOCTABISIOTCS Ha OJK3EMIUISIpax JOKYMEHTOB,
MOMEIIAEMBIX B JIETIO.

[To ycmoTpennto Opranu3aii MOXET MPUMEHSITHCS MTOJTUCTHOE BU3SUPOBAHHUE JOKYMEHTA
U €ro MpUJIOKEHUH.

CormacoBanne TMPOEKTOB JOKYMEHTOB (BHEIIHEE, BHYTPEHHEE) OCYIIECTBIISIETCS B
cootBeTcTBUM ¢ nyHkTamu 4.1 — 4.11 Hacrosueit UacTpykumu.

2.44. Tlonmuck BKITFOYAST: HAMMEHOBAHUE JOHKHOCTH JIUIIA, IO ITUCHIBAIOIIETO JOKYMEHT,
€ro COOCTBEHHOPYUYHYIO MONKNCH, UHUIIMANBI, pamunuto. Hampumep:

Jupekrop IMoanuce N.0. ®amnnus

Ecnmu nmoxyment odopmieH He Ha OlaHKe, B HAaMMEHOBAaHWE JOJHKHOCTH BKIIIOUAETCS
HanMEHOBaHMWE opranu3aunu. Hanpumep:

Hupexrop MBOY
«COIII Ne 4 c. CepHOBOJICKOEY [Moanuce N.0. ®amunus

HpI/I O(I)OpMJ'ICHI/II/I JOKYMCHTA Ha OnaHke JOJKHOCTHOI'O JIMIA AOJDKHOCTH 3TOI'0 JIMIla B
MOAIIMCHU HE YKA3bIBACTCA.

Iloamucek N.0. damunusa
[Ipy nmoamucaHuM JOKYMEHTa HECKOJBKUMH JOJKHOCTHBIMH JIMIIAMH, 3aHUMAIOUIUMU

pa3Hoe TOJOKEHUE, MX MOAMMCH PACHONIaraloTcsl OJHA MOJ JPYroi B MOCIEA0BAaTEIHHOCTH,
COOTBETCTBYIOIIEH cTaTycy noikHOCcTU. Hanmpumep:
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Hupekrop [Moanuce N.0. Gamunus
3amecTuTenb aupekropa no YP [Moanuce N.0. Gamunus

[Ipy nmoanmucaHum NOKyMEHTa HECKOJbKUMHU JUIIAMU PABHBIX JOJKHOCTEM MX MOJIMUCU
pacrojaraloTcs Ha OJHOM ypoBHe. Hanpumep:

Hupextop MbOY Hupexktop MbOY
«COHLI Ne 4 c. CepHoBOJCKOE» «COII Ne 2 c. CeproBoaCcKOE»
IMoamuce N.0. ®amnnus TToamuce HN.0. Gammnus

B nokymeHTax, MOATOTOBIIEHHBIX KOMHMCCHEH, B MOAMMCH YKa3bIBae€TCs CTATYyC JIMLA B
cocraBe komuccuu. Hanpumep:

[Ipencenarenb kKoMuccuu [Moanuce N.0. Gamunus
YeHbl KOMHCCUH Tloamuce N.0. ®amunus
Iloamuce HN.0. ®amunug
Tloamuce N.0. damunus

HpI/I nmoaAnmMrMCaHuM OOKYMCHTA JIMIOM, HCHOJHAIOIIUM 00s3aHHOCTH PYKOBOI[I/ITCJUI,
HOANUCH 0(hOPMIISETCS C yKa3aHUEM CTaTyca JOJDKHOCTHOTO JIMIA B COOTBETCTBUU C IPHKA30M
(pacnopsixenuem). Hanpumep:

N.o. nupexropa [Moanuce N.0. Gamunus
WUin:

Hcnomasaromnuii 00s13aHHOCTH
JHUPEKTOpA Iloamuce N.0. ®amunug

[Ipy nonnucanuu JOKyMEHTa JIMLIOM, UMEKOUIUM MPaBO MOAMKUCH B CIydyae BPEMEHHOIO
OTCYTCTBHSI PyKOBOAMTEISA, MCTIPABIIEHUS B HAMMEHOBAHUE JIOJDKHOCTU U PaciuPpoOBKY (paMUIuU
MOArOTOBIIEHHOTO UM COIVIACOBAHHOI'O IMPOEKTa JOKYMEHTAa BHOCIATCA OT PYKH WIH C
WCIIOJIb30BAaHUEM COOTBETCTBYIOIIMX IITAMIIOB. He qomyckaercsi CTaBUTh KOCYIO YepTy, HAAIUChH
«3a» Tmepe]; HauMEHOBAaHUEM JOJKHOCTH JIMLA B MOJAINMCH, €CIU JTOKYMEHT MOJANKCHIBAET MHOE
JTIOJKHOCTHOE JIULIO.

2.45. OTmeTtka 00 AIEKTPOHHOM MOANUCH MCTONb3YeTCs AJI BU3YATH3AIUU dJIEKTPOHHOM
MOJAMKCH TOJy4YaTeJIeM JOKYMEHTa IPH OOMEHE 3JIEKTPOHHBIMHU JOKYMEHTAMH, MOAMHUCAHHBIMHU
YCUJIEHHOW KBATH(DHUIIMPOBAHHON AIIEKTPOHHOH MOIHUCHIO.

B cooTtBercTBHM ¢ 3aKkoHOMaTenscTBOM Poccuiickoit deaepannn oTMETKA 00 JIEKTPOHHOM
noanucu (GopMmupyercs ¥ BU3YAIM3UPYETCS MNpOrpaMMHBIMH cpeiacTBamu. OTmerka 00
AJNIEKTPOHHOM MOJIUCH BKIIOUaeT (Pppasy «JloKkyMeHT moanucaH 3JIeKTPOHHON MOIIHCHI0», HOMEP
ceprudukaTa KIro4a MEKTPOHHON MOANKCH, (aMIIIUIO, UMs, OTUYECTBO Biajemblla cepTudukara,
CpOK JeiicTBHS cepTuduUKaTa Kioda 3JeKTpoHHOoM noanucu. Hanpumep:

JOKYMEHT IIOAITMCAH
DJIEKTPOHHOM ITOITHUCHIO
JlupexTop Ceptudurar 1al11aaa000000000011 N.0O. ®amumus

Bnanenen ®amunusa Umsa OtuectBoO
Heiicteurenen ¢ 09.01.2024 no 09.01.2025
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[Tonnucanue (yTBEpKIEHUE) JOKYMEHTA OCYILECTBISAETCS B COOTBETCTBUU C ITYHKTOM 2.47
Hacrose Mucrpykuuu.

2.46. Tleuath 3aBepsieT TOJUIMHHOCTH MOJAMKUCH JIOJDKHOCTHOTO JIMIA HA JTOKYMEHTaX,
YIOCTOBEPSIOLIUX MpaBa Iull, GUKCUPYIOMUX (aKThl, CBSI3aHHBIE ¢ (UHAHCOBBIMH CPEICTBAMHU, a
TaKk)k€ Ha UHBIX JIOKyMEHTaX, IMpeayCMaTpUBAIOLIMX 3aBEPEHHUE TMOJINUCU I[€YaThl0 B
COOTBETCTBUU C 3aKOHOJaTeIbCTBOM Poccuiickoit denepanni.

JlokymeHThl 3aBepstoT neudarbio Opranuzanuu. IlewaTs mpocTaBisieTcsi, HE 3aXBaThIBas
COOCTBEHHOPYUYHOM MOANUCH JIMLA, TMOAMMUCABIIETO JTOKYMEHT, WM B MeCTe, 0003HAYECHHOM
«MIT» («Mecto meyatn»).

2.47. OTrmeTka 00 HCIIONHHUTENE BKIOYACT (PaMIIIMIO, UM M OTYECTBO (IIPU HAJTUYHH )
UCTONHUTENsI, HoMep ero Ttenedona. OrMerka 00 UCHOTHUTENE MOXET JOMOJTHSATHCS
HAaMMEHOBAHUEM JIOJDKHOCTH, (CTPYKTYPHOTO MOJPA3ACICHUS) U DICKTPOHHBIM  aIpecoMm
ucnonautensa. OTMerka 00 UCHoIHUTENE OQOPMIISETCS Ha JIMIIEBOM CTOPOHE IMOCIEIHEro JINCTA
JIOKYMEHTa OT TPaHMUIIBI JIEBOTO MOJISL UJIH, IPU OTCYTCTBUU MECTa,— Ha 0OOPOTHOI CTOpPOHE JIHCTa
BHU3Y cieBa. Hanpumep:

Wnpun Unea Unbeuy, genonpousBoauTeNb
(928) 222-22-22, llyin_lv@techno.ru

OTmeTka 00 HCIIONHUTENE MOXKET O(QOPMIIATHCS KaK HY)KHUH KOJIOHTUTYJ M I1€4aTaThCs
mpudTOM MEHBIIETo pa3Mepa.

2.48. OTMeTka O 3aBEpEHUM KOMHUU OQOPMIISIETCS JUIS TOATBEPXKICHUS COOTBETCTBUS
KOIMU JIOKyMEHTa (BBIIMCKM U3 JOKYMEHTa) MOJUIMHHUKY JOKyMeHTa. OTMETKa O 3aBepeHHHU
KOTIMH MPOCTABISIETCS HA CBOOOAHOM OT TEKCTa MECTE WJIM, IPH OTCYTCTBHUH CBOOOJHOTO MECTa
Ha JIMIEBOM CTOpPOHE JOKYMEHTa, Ha 000pOoTe IOKYMEHTa M BKIIOYaeT: cJIoBO «BepHo»,
HaNMEHOBAHME JIOJDKHOCTH JIMIA, 3aBEPHUBIIETO KOIHUIO; €ro COOCTBEHHOPYYHYIO MOJIITHUCH;
pacmiMppoBKYy NOANMCH (MHULIMATBL, (AMUINIO); JaTy 3aBEpEeHUs] KOMUHU (BBIMUCKU U3
JIOKYMEHTA).

Ecnu xonus BblAaeTCs A7 MPEACTaBICHUS B PYTyl0 OpraHu3aluio, OTMETKA O 3aBepEeHHH
KOTIMH JIOTIOJTHSAETCS 3allMChI0 O MECTE XPaHEHHUs IOKYMEHTa, ¢ KOTOpPOro Oblila M3rOTOBIICHA
KOIMsI, ¥ 3aBepsieTcs MevaThio opranuzanuu. Hanpumep:

[Monmuaauk nokymenta Haxoautcs B MBOY «COIII Ne 4 c. CepuoBojackoe» B aene Ne 01-05 3a
2023 1.

Bepno
JenonpousBoaureinb IToanuce N.0. ®amunus
Jara ITeuathb

Ha xonusx MHOrOCTpaHMYHBIX JOKYMEHTOB OTMETKAa O 3aBEPEHUN KOIHMH ITPOCTABIISIETCS
Ha KaKIOM JIUCTE JOKYMEHTA MIIM Ha IOCIEAHEM JIUCTE MPOLIUTOIO WIM CKPEILUIEHHOIO WUHBIM
0o0pa3oM JOKyMEHTa. 3aliCh O MECTe HAXOXJIEHHUs MOJUIMHHUKA IPOCTABIAETCS TOJIBKO Ha
IIOCJIETHEM JIUCTE JOKYMEHTA.

Jlis 3aBepeHuUst KONUHM JIOKYMEHTa, M3rOTOBJICHHONM Ha OyMa)KHOM HOCHUTENE, MOKET
UCIIOJIB30BAThCA MITAMIL.

Konmuu  2neKTpOHHBIX ~ JIOKYMEHTOB,  HampaBiIeMbIX 1O  HH(OPMAaLHUOHHO-
TEJICKOMMYHUKAILIMOHHONW  CETH,  3aBEpsIOTCAd  JJIEKTPOHHOM  NOANKCHIO  PykoBoaurens
Oprasu3alid WM HMHOTO YHOJHOMOYEHHOTO KM JIMI@ M BBICBUIAIOTCA IOJIYYaTelllo C
COIIPOBOJIUTENILHBIM UCHMOM B (hOpMe 3JIEKTPOHHOTO IOKYMEHTA.

Konuu 31ekTpoHHBIX JOKYMEHTOB Ha (pU3NYECKU 000COOTIEHHBIX HOCUTEISAX BBICHLIAIOTCS
MOJIYYaTeNto ¢ COMPOBOAUTENFHBIM TMCBMOM Ha OyMa)KHOM HOCHUTEIIE.
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B conpoBoauTe1bHOM MUChME K KOTHSIM 3JI€KTPOHHBIX TOKYMEHTOB YKa3bIBACTCS:
HaUMEHOBaHHE NH()DOPMAIIMOHHON CUCTEMBI, B KOTOPOW XPaHATCS JTOKYMCHTHI;
HAaUMEHOBAHMSI IOKYMEHTOB, KOITMH KOTOPBIX HAIPABISIOTCS MOJIyYaTeNIo;

Ha3BaHWsl (aNIOB TOKYMEHTOB C YKa3aHueM GopMaToB (ailioB u o0bemMa Kaxaoro Qaiina
B OaliTax;

JaTa U3roTOBJICHUS U 3aBEPEHHS KOIHH.

I[Ipu »TtoM Ha ¢Qusudecku 00OCOOJIEHHOM HOCHUTENIE HECMBIBAEMBIM MapKepoM
ykazbiBaeTcs: «lIpunoxenue k nucbmy ot (gata) No ... ».

Komnusi 31ekTpoHHOrO0 TOKYMEHTa, IPEJICTaBICHHAas B BUAE JOKYMEHTa Ha OyMa)kKHOM
HOCHUTEJIE, 3aBepseTCA B IOPSAAKE, YCTAaHOBJICHHOM HacTosed MHcerpykuuen nus 3aBepeHUs
KONUI JOKYMEHTOB Ha OyMa)KHOM HOCHUTEIE, C yKa3aHUEeM, B Kakod MH(OPMAIMOHHON CUCTEME
XPAHUTCS DJIEKTPOHHBIN JIOKYMEHT.

2.49. OrMmeTka O TIOCTYIUICHHHM JIOKYMEHTa CIYXHUT JJIA TOATBEPKICHUS (QakTa
MOCTYIUICHUsSI JIOKYMEHTa B OpraHM3aIlMi0 M BKIIOYACT JaTy TOCTYIUICHUS W BXOJMSIIUN
pPErUCTPAllMOHHBIA HOMep AokyMeHTa. [Ipu HEoOXOaMMOCTH OTMETKA O TOCTYIJIEHUH MOXKET
JIOTIONTHATHCS YKa3aHUEM BpPEMEHH IIOCTYIUICHHS JIOKyMEHTa B dYacax M MHHYTax M Crocoda
JIOCTAaBKH JIOKYMEHTA.

OTMeTKa 0 MOCTYIUICHUHU JIOKYMEHTA MOKET MPOCTABIATHCS C TOMOIIBIO IITAMIIA.

2.50. Pe3omnronus H0KHA COMEpKaTh yKa3aHUE MO HUCIIOJHEHUIO JOKyMeHTa. Pesomntonus
odopmisiercss Ha CBOOOAHOM MecTe pabodero mojsi JOKyMEHTa, Ha OJaHKe PEe30IONUHN HIIH
BHOCHTCSI HETIOCPEICTBEHHO B CUCTEMY JIEKTPOHHOT'O JOKYMEHTO000POTA.

Pezomronust gomkHa BKITIOYATH: (DaMIUIMIO, WHHUITMAIBI HCHOJHUTENS (MCTOJHUTENEH),
MOpYyUYEHUE MO JOKYMEHTY (KOHKPETHOE 3a/laHue 10 UCIIOJIHEHUIO TOKYMEHTa WK (popMyIHpoBKa
e PAacCMOTPEHHUsI JTOKYMEHTAa), MPU HEOOXOAMMOCTH - CPOK HCIIOJHEHHS, TOANUCH JIMIIA,
BBIHECILIETO PE30JIOLHIO0, ATy PE30IIOIHIH:

®amunus U.0., Gamunusa 1.0.
[Iporry moAroTOBUTH MPEIOKEHUS
k 15.01.2024 Iloamnuce

Jara

Cpok uCHOJTHEHHs] TOpY4YEHHs] HE JOJDKEH YKa3bIBaThCS, €CIIM OH Ha3BaH B TEKCTE
MOCTYMUBIIErO TOKyMEHTa U PyKoBOIUTENh HE CUMTAET HEOOXOAUMBIM U3MEHUTh €0 B CTOPOHY
COKpAILCHUS WIH SIBJISIETCS TUIIOBBIM U1l JAHHOTO BUJAA TOKYMEHTA.

IIpy yka3aHMM HECKOJBKMX HCIOJHUTENeH (aMuiaus OTBETCTBEHHOTO HCHOIHUTEINS
yKa3bIBACTCs MEPBOM, TOAYCPKUBACTCS MIIM 0003HAYACTCS CIIOBOM «OTB.» («OTBETCTBEHHBIIY).

2.51. OtmeTKa O KOHTpOJIE CBHJIETEILCTBYET O TMOCTAHOBKE JOKYMEHTa Ha KOHTPOJb,
IIPOCTAaBIISIETCS ITAaMIIOM «KOHTPOJIB» Ha BEPXHEM I0JI€ JOKYMEHTA.

2.52. OTMeTKa O HaIpaBlIe€HUM JOKyMEHTa B JIeJ0 ONpeAessieT MECTO XpaHEeHHUs
JIOKYMEHTa TOCJe 3aBeplleHusl padoThl ¢ HUM M BKIIIOYaeT: cioBa «B neno», MHAEKC aena 1o
HOMEHKJIaType J€eJI, B KOTOpPO€ IIOMEIIAETCS TOKYMEHT Ha XpaHEHUe, C YKa3aHueM Toja,
JOJIKHOCTH JIMLa, 0(OpMHUBILIETO OTMETKY, MOJANUCH, NaThl. Hanpumep:

B nmemo Ne 01-06 3a 2023 1.
Jenonpou3Boauresb

Iloanuce Jara

OTMmeTKa 0 HaIpaBJICHUU JOKYMCHTA B ACJIO MOXET AOIOJHATHCA KPAaTKUMHU CBEACHUAMU O
XapaKTCpeC UCIIOJIHCHUA NTOKYMCHTA.

I11. IToaroroBka 1 oopMiIeHHE OTAEJBHBIX BUI0B JOKYMEHTOB
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3.1. JloxaneHple HOpMaTuBHBIC akThl (manee — JIHA) Opranuzamuu w3garoTcs B BUIES
IIpaBUJjl, IIOJOKEHUM, MHCTPYKUUH, pPEIJIaMEHTOB, IMEpEeYHEd M JPYrMX BHAOB JOKYMEHTOB
(o6paser; obpopmitenus JIHA Ha mpumepe MOJIOKEHUS IPUBEICH B MPUJIOKeHHH Ne 5).

JIHA mnpuoOpeTaoT IOpUAWYECKYI0 CHIIy TOCIE HMX YTBEPXKACHUS PACIOPSAUTEIbHBIM
JOKYMEHTOM (TpUKa30oM) WM HemocpelncTBeHHO PykoBomurtenem Opranuzanuu, Ju00 HHBIM
YIIOJTHOMOYEHHBIM UM JIUIOM.

PykoBomuTenu CTpyKTYpHBIX MojpaszzelieHud win paboTHuku OpraHuszalyy He BIIpaBe
uznasats JIHA.

3.2. JIHA moryt ObITh:

MOCTOSIHHO JICHCTBYIOIMMHU (0€3 OrpaHHUYEHHsI CPOKa MX IIPUMEHEHUS);

BPEMEHHBIMU (JICHCTBYIOIIMMH B TEUEHHE YKA3aHHOTO B HUX CPOKA WJIM JI0 HACTYIJICHUS
OTIPEICIIEHHOTO COOBITHS).

3.3. OcHoBauueM s uznanus JIHA asnsarorcs:

3aKOHOJATEIbHbIE U UHBIE HOPMATUBHBIE ITpaBoBbIe akThl Poccuiickoit denepanuu (ykasbl
n pacnopspkenust Ilpesunenra Poccuiickoit ®enepaunu, NOCTAHOBIECHUS U PaCHOPSIKEHUS
[TpaButenscTBa Poccuiickoit @enepanyu, akThl GeiepaabHbIX OPraHOB UCIIOJHUTEIBHOM BIIaCTH);

3aKOHOJATENbHbIC U MHBbIC HOPMATHBHBIC IPABOBbIE aKThl YeueHckoii PecryOmanku;

HOpPMAaTUBHbIE IPaBOBbIE AaKThl OpPraHOB TOCYAApCTBEHHOW BiacTH YeueHckoi
PecniyOmnuku;

panee m3gannbie B Oprannzanuu JIHA n/vnm pacriopsiauTenbHbIe JOKYMEHTHI.

3.4. JIHA usznmarorcs B eax:

YCTAaHOBJICHUS HOpPM, TpeOOBaHWN, MNpaBWJI B OTHOLUIECHUHM MPEIMETa HOPMATHBHOIO
PEryJIupOBaHMs, paHEe He SIBJIABIIEMCS IIPEIMETOM PETYIMPOBAHUS B OpPraHU3aLINY;

U3MEHEHHUS CYILIECTBYIOIIMX HOpPM, TpEeOOBAaHMM, TMpPaBUJI, YCTAaHOBJIEHHBIX paHee
M3/1aHHBIMA HOPMAaTUBHBIMU JJOKYMEHTAMU;

OTMEHBI paHEe YCTAaHOBJIEHHBIX HOPM, TpeOOBaHUI1, IPaBUII.

3.5. [Ipennoxenue o paspaborke mpoekra JIHA BHOCUTCS pyKOBOJUTENIEM CTPYKTYpPHOTO
NOJIpa3/iesIeHUs] WM UHBIM JJOJKHOCTHBIM JIUIIOM.

3.6. JIHA pa3pabaTbiBaeTcs B CiIy4ae, €Ciu:

MMEETCS Y4acTOK palOoThl (BOMPOCH AESATEIHHOCTH), HYKIAIOIMUKUCSI B HOPMATUBHOM
pEryJINPOBAHUY;

TpeOyeTcsi BHECEHNE 3HAUMTENIbHOTO KOJIMYECTBA N3MEHEHNH B paHee NpuHsThIN JIHA;

BBISIBIIEHO HecKoJbKO JIHA, perynupyromux cMexHbIe BOIPOCHI, KOTOPBIE 11€1ec000pa3Ho
00BEAVHUTD B OIUH JJOKYMEHT.

Axryanu3anus panee mnpuHATBIX JIHA. ocymecTBisercs uepe3 BHECEHHE B HHUX
U3MEHEHUM.

3.7. llpemnoxenue ¢ 0OOCHOBaHHMEM HEOOXOIUMOCTH pa3zpaboTku HoBoro JIHA
MPEJICTaBISIETCSl PYKOBOJAUTENEM CTPYKTYPHOTO MOJAPA3JENIECHUs WIM HUHBIM YHIOJHOMOYEHHBIM
JOJDKHOCTHBIM JTMIIoM PykoBogutento Opranuzanuu B popme TokIaaHOH (ciykeOHOi) 3anucku,
B KOTOPOMW M3JIaraeTcs:

BOIMpPOC, TPEOYIOIMHA pelIeHHs], ¢ U3JI0KEHUEM OCHOBHBIX HAIPaBICHHH, CIIOCOOOB €ro
peleHus;

IIPOTHO3  TOCJEJICTBUN NPUHATHS HOPMATUBHOTO JIOKYMEHTA; OpraHHU3allMOHHBIE,
KaJIpoBble, (DMHAHCOBBIE, MAaTEPUATHLHO-TEXHUUECKHE M HWHBIE MEpPONpPUATHSA, KOTOpPbIE
HE00X01MMO Oy/IEeT IPOBECTHU B CBSI3U C IPUHATHEM HOPMATUBHOTO JOKYMEHTA;

nepedyeHb paHee u3gaHHbIX JIHA, momexxkanmmx OTMEHE B CBSA3M C W3JaHUEM HOBOIO
HOPMAaTUBHOTO IOKYMEHTA;

npesiaraeMblii CpoK JUIsl pa3pabOTKU MMPOEKTa HOPMATUBHOTO JIOKYMEHTA.

3.8. CornacoBanue npoektoB JIHA ocyiecTBisieTcss B COOTBETCTBUM € MyHKTamu 4.1 -
4.13 nacrosmein UHCTpYKIIHH.

3.9. JIHA ytBepxaaercs npukazoM PykoBoauTens, €ciidi OJHOBPEMEHHO C YTBEPKICHUEM
HOPMAaTHUBHOTO JIOKYMEHTa HEOOXOAMMO MPHHATH MeEpbl OpraHU3allMOHHOTO, (PUHAHCOBOTO,
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TEXHUYECKOTO, KaJpOBOTO WJIM MHOTO XapakTepa M JaTh COOTBETCTBYIOUIME MOPYYEHUS
PYKOBOJUTEISAM CTPYKTYPHBIX MOJIpa3/eleHUul Win UHBIM paboTHHKaM OpraHu3anuu, a Takxke
€cJIi He0OXOAMMO BHECTH M3MEHEHHUs WM NMPU3HATh YTPATHUBIIMMU CUIIy PaHEe YTBEP:KICHHBIC
JIHA.

3.10. U3zmenenus B JIHA u ormena JIHA odopmisrorcs npukazoM PykoBoauTtens
Opranu3zanuy Wiv UHOTO JOKHOCTHOTO JIMIA, MPUHUMABIIETo peuieHue 00 yreepxkaeHuu JIHA.

N3menenus B JIHA u ormena JIHA, yTBeprkIeHHBIE HEMTOCPEICTBEHHO COOCTBEHHOPYYHOM
noanuckio PykoBonurens OpraHu3anuy WId MHOTO YIOJIHOMOYEHHOTO UM JOJIKHOCTHOTO JIMIIA B
rpude yTBepxKAeHUs, BHOCSATCS MPUKa30M, u3aaBaeMbiM PykoBoautenem Opranuzaiy Ui HHBIM
YIOJIHOMOYEHHBIM UM JIOJPKHOCTHBIM JIUIIOM.

3.11. B tekcre mpuka3za o0 yTBEepKACHUH, U3MEHEeHUU uiu otMeHe JIHA wmcnonb3yroTcs
(bopMyITHPOBKH:

npu yrBepxaeHuu HoBoro JIHA: «YTBepauts (HazBanue JIHA)» wmm «YTBepauTh
(nazBanue JIHA) u BBectH B jeiictBue ¢ (narta)». Hanpumep:

1. yTBepZ[I/ITB IlonoxxeHue o JOKaIBbHBIX HOPMATHUBHBLIX aKTaXx MYHI/IIII/IHEUH)HOFO
OromxeTHOro 00I1e00pazoBaTenbHOro yupexaeHus «Cpennss obmeodpazoBatenbHas mkoiaa No 4
c. CepnoBojckoe» CepHOBOJCKOIO MyHHUIIUIIAILHOTO pailoHa.

WIIn:

1. YtBepauts llltatHOE pactmcanne MBOY «COI Ne 4 ¢. CeproBojckoe» Ha 2024 ron u
BBeCTH ero B jaeiicTBue ¢ 1 saBaps 2024 r. (mpunoxeHue).

IpyU BHECEHMM HW3MEHEHHH B paHee yrBepkaeHHbI JIHA: «Buectn usaMeHeHus: B
(mazBanue JIHA). Hampumep:

1. Baectu cnenyromnue n3meHnenus B llltatHoe pacnmcanne Ha 2024 roxa, yTBEpKIACHHOE
npukazoM MBOY «COIII Ne 4 c. CeproBojckoe» ot 25 nexadps 2023 r. Ne 85: ...

npu otMmeHe panee yrBepxkaeHHoro JIHA: «IIpu3HaTh yTpaTWBIIMM CHIly (Ha3BaHUE
JIHA), yrBepxaenHoe ...». Hanpumep:

4. Ilpusnate yTpaTuBmMM cuiay llomokeHue o HEHOPMHpPOBAaHHOM paboyeM JHe,
yrBepxkaeHHoe npukazoM MBOY «COIII Ne 4 ¢. CeproBoackoe» ot 15.02.2023 Ne 12.

3.12.  OcHoBHbiMM pekBuszutamu JIHA sABislOTCA: HaMMEHOBAaHME OpraHU3alluy,
HalIMEHOBAaHME BMJA JOKYMEHTAa M 3arojloBOK K TEKCTYy, COCTaBISIOIIME OJHO LENoe, Ipud
YTBEPKACHUSI, MECTO U3/IaHUS JOKYMEHTA.

Eciu npoext JIHA. sBisieTcss MHOTOCTpAaHUYHBIM U K HEMY O(OpPMIIIETCS TUTYJIbHBIN
JINCT, YKa3aHHBIE BbIIIE PEKBU3UTHI Pa3MEIIAIOTCS HA TUTYJIBHOM JIUCTE.

3.13. Uudopmanusa crpaBoyHoro xapakrtepa (rpaduku, cxembl, TaOIUIBL, (HOPMBI
JIOKYMEHTOB) oopmiisieTcs B Buje npuioxenuid k JIHA.

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

3.14. JIHA BcTymaer B cuily B CpPOK, YKa3aHHBII B IpHKa3ze, KOTOpbIM yTBepxkaeH JIHA,
WM ¢ Aathl yTBepxkaeHus JIHA.

3.15. PacnopsiautenbHble JOKyMeHTHl OpraHu3alMu HM3JaloTcs B (opMe NPUKa30B
(mpuaoxkenue Ne 6).

[Ipukasbl u3garoTCs B LEIAX 0QOPMIIEHHS PEIICHHN:

HOPMAaTUBHOTO XapakTepa (eciau npukazoMm yreepxknaaercs JIHA wnm npunHumaercs
pelleHre OpraHU3allMOHHOIO XapakTepa, HampuMmep, NMpHKa3 00 YTBEPKICHUH CTPYKTYpbl U
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mTaTHOM unciaeHHocTH OpraHu3aimm),

OpPraHMU3alIOHHOI0, AJIMUHUCTPAaTUBHOIO, B TOM 4MCJE OIEPAaTUBHOIO XapakTepa IO
BOIIPOCaM OCHOBHOM AesiTenbHOCTH Opranu3aluu.

3.16. IlpoekTbl npHUKa30B IO OCHOBHOM JAESTEIBHOCTH TOTOBAT CTPYKTYpHBIE
nojpaszzenieHus (JoJKHOCTHBIe nuia) OpraHuzaliy Ha OCHOBAaHUU IMOPYYEHUN PYKOBOACTBA
aMb0 B MHULIMATUBHOM mopsiake. OTBETCTBEHHOCTh 3a KAdE€CTBEHHYIO IIOJIOTOBKY IIPOEKTa
IpHKa3a, COIJIaCOBaHWE M TMpaBUIbHOE OQOpPMIIEHHE IMPOEKTa HECeT PYKOBOJIUTENb
nozipasziesieHus (JOJKHOCTHOE JIMLO), KOTOPBIM FOTOBUT MPOEKT NIPHUKa3a U MPEACTABISAET €ro Ha
MOJIITHUCH.

3.17. KonTponp 3a NpaBHIBHOCTHIO O(OPMIIEHUS NPOEKTOB IMPHKA30B OCYIIECTBIIAET
Henonpouspoautesnb Opranuzaiuu.

3.18. Ilpukasel, wu3gaBaemble B OpraHuzanuy, HE JOJDKHBI IPOTUBOPEUYUTH
3akoHoAaTenbcTBY Poccuiickoit ®@enepanuu, ycraBy OpraHusaiuu, JIOKaIbHBIM HOPMATHBHBIM
aktaM OpraHuzaluy ¥ paHee U3AaHHbIM Npuka3zam OpraHus3aruu.

3.19. IIpuka3sbl 10 OCHOBHOM JIEATEILHOCTH U31AI0TCS:

BO HCIOJHEHHWE HOPMATUBHBIX IMPABOBBIX AaKTOB OpPraHOB TOCYIAapCTBEHHOM,
MYHUIIUTIATLHON BIACTH U BBIIIECTOSIIIUX OPraHU3allnii;

B IIEJISIX OCYIIECTBIICHHS YIPABICHUCCKON IEATCILHOCTH, BBITEKAMOIICH M3 (QYHKIHMH U
3agau OpraHu3aium.

3.20. IIpuka3bl MO OCHOBHOM JAESTEIBHOCTH COCTABIISIIOTCS HAa OCHOBE TIIATEILHOTO U
BCECTOPOHHETO H3yUYEHHUS BOIPOCOB, TPEOYIOIIMUX pa3pelieHusi, 4ToObl CoJepiKaluecs B
MpUKa3ax TMOpYyYEHUs] OBUIM KOHKPETHBIMU, OOECIEUMBAINCH JOCTATOYHBIMH MaTepHATBHO-
TEXHUYECKUMU M (PUHAHCOBBIMU CpPEICTBAMU MU B JajbHEHIIEM HCKIIOYaId HEOOXOAUMOCTb
KOPPEKTUPOBKHU MPHUHATHIX PEIICHUNA B CBS3M C HETOJHOTOW WM HEJOPaOOTKOM MPeabLIyIIero
pHKa3a.

3.21. Ilpuka3er Opranmzanuu oGOPMIIIOTCS Ha OJAHKE IMpHKa3a C HCIOJIb30BAaHHEM
CIIEIYIOIIUX PEKBU3HUTOB: 3aT0JIOBOK K TEKCTY, TEKCT, MOAMKCH. J[aTa U perucTpaluoHHbIA HOMED
IIpHUKa3a IPOCTABIISIIOTCS MOCIE MOANKUCcaHus npuka3a PykoBoautenem Opranuzanuu.

3.22. 3aronoBOK K IMpHUKa3y I[€YaTaeTcsi 4epe3 OJUH MEXKCTPOUYHBIM HHTEpBal IMOJ
peKBU3UTaMM OJIaHKA clieBa OT TPAHUIIBI JEBOro Mojisi. Touka B KOHIIE 3arojioBKa HE CTaBUTCS.
3aroyioBOK K MpuKaszy (GopMynupyercss ¢ mpeaioroM «o» («o0»), KpaTko M TOYHO OTpakas
coJiep)kaHue TeKcTa npukasza. Hampumep:

06 yrBepxxaeHun MHcTpykumuu
0 JIeJIONIPOU3BOICTBY

O co3naHnn SKCIEPTHON KOMUCCUU

3.23. Tekcr mnpukasa COCTOMT U3 JBYX uyacTei: oOocHOBaHMsA (mpeamOyIsbl) U
pacnopsauTeNnbHON YacTu. B 060cHOBaHMM yKa3bIBaeTCsl OCHOBAHUE, IPUYMHA WIIH 1I€b U3/1aHus
nokymeHTa. Hanpumep:

B cootBercTBUM ¢ mpukazoM MHHHCTEpCTBA CBA3M M MAaCCOBBIX KOMMYHHUKAIMK OT 25
nexadbpst 2014 1. Ne 1494 «O6 yrBepxaennn [IpaBun oOMeHa JOKyMEHTaMHU B 3JIEKTPOHHOM BHJIE
P OpraHu3aluu HHPOPMAITMOHHOTO B3aUMOACHCTBUSD ...

B nensx opraHuzanuu W mpoBeneHUs PabOThl MO AKCIEPTH3E IIEHHOCTH TOKYMEHTOB,
obpasyrommxcsa B aestenpbHocTh MBOY «COII Ne 4 c¢. CepHoBOACKOE», U OTOOpPY WX IS
nepeaur Ha apXUBHOE XPAHEHUE U K YHUUTOXEHHUIO ...

3.24. PacnopsiauTenbHas dYacTh TpUKa3a HAYMHACTCS CIOBOM «II P MK a3 Bl B a IO,
KOTOpPOE MevyaTaeTcs CTPOUYHBIMU OYKBaMU BPa3psiAKy U MOCIIE KOTOPOTO CTaBUTCS ABOETOUHE.
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PacnopsinnTenbHas 4acTh MOKET COIEPIKATh:

pelieHusl  OPraHM3allMOHHOTO  XapakTepa (YTBEpOuThb, CO31aTh, IpeoOpa3oBarth,
JMKBUAUPOBATH, IPU3HATH YTPATUBIIAM CHITY);

KOHKPETHbIC MOPYYEHHUS C YKa3aHUEM HCIOIHUTENS (MCIOJHUTENCH) U CPOKOB HX
BBITTOJIHECHHUSI.

3.25. Kaxnoe pemenue (mopydenue) opopmisieTcss B MpUKa3e KaK OTACIbHBIA IMyHKT.
[TyHKTHI TIpHKa3a pPacHoJararTCs B JIOTUKO-BPEMEHHOW IOCIEIOBATEIBHOCTH U HYMEPYIOTCS
apabckumu 1mmdpamu. Eciu  mopydeHume gaeTcsi KOHKPETHOMY — HOJPA3NCNICHUIO,  €ro
HAaMMCHOBAHME TIHMINETCS TIOJHOCThIO, B CKOOKaxX yKa3bplBalOTCA (aMWIds ¥ WHUIHAIBI
PYKOBOAMTEIS TIOJIpa3AciieHUs] B UMEHUTEILHOM Majexe. Hampumep:

..IIPUKAa3BIBaIO:
1. TIlemarormueckomy mepconany (®ammwms H.0.) k 01.02.2024 mnoxaroroButh u
NPEJCTaBUTh HA YTBEP)KICHUE TUIaH ... paboTsl Ha 2024 ro.

Ecmu MOpydyeHHUEC AacTCd KOHKPETHOMY MCIIOJIHUTC/IIO, €ro JOJDKHOCTH U (1)aMI/IJII/I$I
YKa3bIBAOTCA 0e3 CKOOOK B JaTCJIIbHOM ITaACKE. HaHpHMep:

3. 'maBHOMY Oyxrantepy @ammmms 1.0O. mOATOTOBUTE U IPEICTABUTH HA PACCMOTPEHUE U
YTBEPKACHHE CMETY KOMaHIMPOBOUHBIX pacxo10B Ha 2024 rox B cpok 10 30.11.2023.

[IpennuceiBaeMoe JieiicTBUE BbIpakaeTcsl IJIarojoM B HeompezaeneHHoH ¢opme. He
JIOITYCKAETCSl  yMOTPEeOIATh HEKOHKPETHBIE BBIPAKECHUS THIA YCHUIHTB», «YCKOPUTHY,
«obecneunTh B KpaT4yaiIIne CpOKu».

Ecnu ogHOMY UCHIOTHUTENO0 HEOOXOAUMO MOPYUUTh HECKOJIBKO Pa3HbIX 33JaHUN C OJJHUM
CPOKOM BBIIIOJIHEHHSI, OTBETCTBEHHBIN MCIIOJHUTEIb U CPOK UCIIOIHEHHs YKa3bIBAIOTCS OAMH pa3
B OCHOBHOM ITyHKTE, a TIOPYYEHHS BBIJCNIAIOTCS B OTHEIbHBbIE MOANYHKTHL. Eciu y mopydeHuit
pa3Hble CPOKH UCIIOJIHEHUS, CPOKU YKA3bIBAIOTCSI HE B OCHOBHOM ITYHKTE, a B KaXKJIOM IOJIIYHKTE.

Cpok ucnosiHeHUs! JOJKEH ObITh peajJbHbIM, COOTBETCTBOBATh 00BEMY IpEJIoJIaraeMbIX
pabotr. Ilpu ycTaHOBIEHHUH CpOKa CleIyeT Y4YUTHIBaThb BpEeMs [OBEJEHHsS JOKYMEHTa J0
KOHKPETHBIX MCIIOJHUTENEH.

Cpok HCIONHEHHs B IYHKTax pacHopsSAMTEIbHOM YacTH IpHUKa3a HE YKa3bIBacTCs B
CIIy4asiX, €ClIii JEMCTBHUS HOCAT PETYJSpPHBIA XapaKTep M MX BHIIOJHEHHE NMPEANHUCHIBAETCS Ha
BECh MepHoJ AeUCTBUS NpuKkaza. KolndecTBO MCIOMHUTENECH MO KaXIOMy MYHKTY (IIOJIYHKTY)
He orpaHnyuBaeTcsi. OTBETCTBEHHBIN NCIIOJHUTEND YKA3bIBAETCS MIEPBBIM.

Ecnu mpuka3 OTMEHSET NOJHOCTBIO MJIM YAaCTUYHO PAHEE W3AAHHBIE TOKYMEHTHI 110 TOMY
e BOMPOCY, TO B MPEANOCIETHEM yHKTE MpHUKa3a HEOOXOIUMO MX MEPEUUCIUTh C yKa3aHUEM
HAaUMEHOBAHUS JOKYMEHTA, €ro JaThl, HOMEpa, 3arojioBka. Hanpumep:

4. Ilpusnare yrpatuBmuM cuiy npuka3 MbOY «COII Ne 4 c. CepHoBoackoe» OT 5
asrycra 2023 r. Ne 33 «O0 yTBEp>KICHHUH ITOJTOXKCHHS ... ».

[TocnenHuii MyHKT NpHKa3a — MYHKT O KOHTPOJIE, B HEM YKa3bIBAIOTCS JOJKHOCTH JIMIIA,
OTBETCTBEHHOTO 3a UCIOJIHEHUE TOKYMEHTa B IIEJIOM, ero (paMuins u nHunuansl. Hanpumep:

5. KonTponp 3a ucnoiHeHHEM MpHKa3a BO3JAraeTcs Ha 3aMECTUTENs IUpeKTopa mo YP
damunug 1.0.

B otnenpHbIX ciydasx PykoBoautens Opranusanuy MOKeT OCTaBUTh KOHTPOJIb 3a COOOM:

5. KoHTpOI1b 32 HCHIOJHEHUEM MTPHKa3a OCTABIISIO 32 COOOH.
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3.26. He Bkitovaercs B TeKCT npuka3a NyHKT «lIpuka3 noBectu 10 CBEIEHMUS. .. ».

Ilonpa3nenenuss U JODKHOCTHBIE JIMIA, 1O CBEIEHHS KOTOPBIX HEOOXOAMMO JOBECTH
IpUKa3, NEPEeUYUCIAIOTCS B YyKaszaTene (JIMCTE, CIHCKE) pacChbUIKM, KOTOPBIH T'OTOBUTCH
UCIIOJIHUTEINIEM U MOKET 0(OPMIIATHCSI Ha 0OOPOTHON CTOPOHE MOCIIEIHEro JUCTa IPUKa3a.

3.27. B npukazax He JOIyCKaeTCs:

U3MEHEHHE paHee YCTAHOBJIEHHBIX CpPOKOB BBINOJIHEHUS 3aJaHU B CTOPOHY HX
YBEJIMUYEHUS;

IIPUMEHEHHUE MPOU3BOJIBHBIX COKPALICHUN MM MCKa)K€HHUE HAMMEHOBAHUN CTPYKTYPHBIX
nojapazjaenenuid OpraHuzaiuy,

IIPUMEHEHHE NPOU3BOJIbHBIX (HE OOLIEHPUHATHIX) TEXHUYECKMX M JPYIMX TEPMHUHOB,
COKpAILLEHHBIX CJIOB 1 HAUMEHOBaHUII.

3.28. Ilpy HanM4MM NPUIOKEHUM B TEKCTE€ NpPHKa3a B COOTBETCTBYIOIIUMX IMYHKTax
PacHoOpSIIUTEIBHON YacTH JAKOTCS OTCHUIKH: ... (mpuiiokenue Ne 1); ... (npuinoxkenue Ne 2); ...
«COTJIACHO MPUJIOKEHHIO», HAa IPUIIOKEHUU 0(hOPMIIIETCS] OTMETKA O MPHUIIOKEHHUHU:

[Ipunoxenne Ne 1

K npukazy MbOY «COILI Ne 4
c. CepHoBosiCKOE»

ot 15.02.2024 Ne 13

N3nanue BMECTE € IPUKA30M IPUIIOKEHHUM, HE YIOMSHYTBIX B TEKCTE IJOKYMEHTA, HE
JIOITYCKaeTCsl.

Ecim  1OKyMEHT, YTBEpXKICHHBIM IPUKA30M, BIIOCIEACTBUM JCUCTBYET B BHJE
CaMOCTOSITEJIBHOTO JOKYMEHTAa, Ha IIE€PBOM JIUCTE JOKYMEHTa B BEPXHEM IIPaBOM YIIy
npocTasisiercs Tpud yTBepkAeHUs (TpU HEOOXOIMMOCTH,— C YKa3aHHEM HOMepa NMPUIIOKEHUs),
HanpuMep:

(MuCcTpyKIms) YTBEPXIEHA
npukazom MBOY

«COII Ne 4 c. CepHOBOJICKOE»
ot 20.02.2024 Ne 15

3.30. Mo mpencraBieHUss Ha TMOAMUCh TMPOEKT TMPUKa3a COIJIACOBBIBACTCS €
3aMHTEPECOBAHHBIMU JIMIIAMHU B COOTBETCTBUHU ¢ IyHKTamu 4.1 - 4.11 MHCcTpyKIINM.

3.31. Ilpuka3 nmoanuceiBaer PykoBoguTens OpraHuzanuu WM JIMIO, UCTIOIHSIONIEE €ro
00513aHHOCTH.

3.32. Kommu mpuKa3oB pacCchUIAIOTCS B COOTBETCTBUH C yKa3zaTelieM (JHCTOM, CITHCKOM)
PaCCBUIKH.

DNeKTpOHHasl KOMHs MPUKa3a pa3MeENIaeTcsl B COOTBETCTBYIOMIEH 0a3e manHbix COJ umum
Ha KOPIIOPATUBHOM MOPTAaJie OpraHu3anuu B ceTu «VIHTepHeT».

3.33. Ilpu odopmiieHnH nprKasza, i3[aBaéMOro COBMECTHO C APYTOM OpraHU3aIueH:

OJlaHK HE UCTIONb3YeTCS,

HaMMEHOBAaHMsI OpraHu3alluil IevaTalTCsl Ha OJJHOM YPOBHE;

HauMmeHoBanue Buaa nokymenTa (IIPUKA3) pacnonaraercs o ueHTpy.

JlaToli COBMECTHOTO NpHKa3a SBISETCS Jara IMPOCTaBICHMs TMOCJIeIHEH MOJMUCH Ha
JIOKyMEHTE. PerucrpaliMuoHHbIH HOMEpP COBMECTHOIO MpHKa3a COCTOMT M3 PErUCTPAlMOHHBIX
HOMEpOB, IPHUCBOEHHBIX KaKIOM M3 OpraHu3aluil U MPOCTABISEMBIX uYepe3 KOCyI0 4epTy B
MOPsIIKE YKa3aHUs OpraHU3aluii — aBTOPOB JJOKYMEHTA.

TekcT cOBMECTHOro MpHKa3a H3/1araeTcsi OT IMEpPBOTO JHIla MHOXKECTBEHHOTO YHclia
(«rpuKka3bIiBaeM»), MOMMUCH PYKOBOIUTEICH OpTraHW3aldil pacrojiararoTcs Ha OJHOM YPOBHE
cJeBa M CIpaBa.
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3.34. [leATenbHOCTh IO COBMECTHOW BBIPAOOTKE pEIICHWH Ha 3aceJaHUsX COBETOB,
KOMUCCHH, COBEIIAHUIX 0(POPMIIIETCS TPOTOKOJIAMH.

[IpoTrokon cocTtaBisieTcss Ha OCHOBAHUU JUKTO(OHHBIX (PYKONMHUCHBIX) 3alHCeH,
MIPOU3BEJICHHBIX BO BpEMs 3acellaHusl, MPEICTABICHHBIX TE3UCOB JOKJIAJ0B U BBICTYIUICHHH,
CIIPABOK, TPOEKTOB PELICHUH (IOCTAaHOBJICHHI).

[TpoTokon odopmisieTcs B TEYCHHE OJHOTO-TPEX AHEH IOCiie TMPOBEACHHS 3acelIaHus,
€CJIU CPOKH €ro MOATOTOBKHU HE OTOBOPEHBI 0C000.

3.35. IlIporokon odopmisiercss Ha oOmEeM OllaHKE C WCIOIb30BAHUEM CIEAYIOIIUX
PEKBU3UTOB: HAaMMEHOBAaHWE BHJAA JOKYMEHTa, Jara 3acellaHus, PErucTpalloOHHBIM HOMep
IIPOTOKOJIA, MECTO 3aCE/IaHusl, 3ar0JI0BOK K TEKCTY, TEKCT, IIOJIIIUCH.

3.36. 3arooBOK K TEKCTY MPOTOKOJIA OTBEYAET HA BOMPOC «YETr0?» M COJECPKUT yKa3aHUE
[OJIpa3/ieJICHUs] WIK OpraHa, AesITEIbHOCTh KOTOPOro NnpoTtokonupyercs. Hanpumep:

(IpOTOKOIT) 3aceiaHusl AaTTECTAlIMOHHON
KOMHCCUU

3accaaHus I€aarorutdyCCKoro CoBcra

JlaToif mpoTokoia sBiIeTCsS Aara 3acenaHus. Ecnu 3acenaHue npogoyikaeTcsi HECKOJIBKO
JTHEM, yKa3bIBaeTCs JlaTa Havyalla 3ace/laHisl M 4yepe3 TUpe — jata okoHdaHus: 12-13 despans 2024
T.

3.37. TekcT mpoTOKOJa JOJKEH COCTOSATh W3 JIBYX 4YacTeil: BBOJHOM W OCHOBHOW. B
BBOJHOW YacTH IMPOTOKOJIA YKa3bIBaOTCS (haMUIUM Mpeacenatens (mpeacenaTesbCTBYIOUIET0);
cekperaps; (aMIIMU YYaCTHHKOB, MPUCYTCTBYIOUIMX HA 3aCelaHUM; JIMI, TMPUTJIAIICHHBIX Ha
3ace/laHue; OBECTKA JHS.

Ecnu koinuecTBO MPHUCYTCTBYIOIIMX HA 3aCEJAaHUM MPEBBIIMIACT 15 4enoBek, B BBOJHOM
YacTH MPOTOKOJIA JIENIAETCS CChLJIKA Ha CIMCOK, SBIISIIOLIMNCA HEOThEMJIEMOM YacThiO NMPOTOKOJIA.
Hanpuwmep:

[TpucyrcTBOBanu: 25 yen. (CUCOK MpUIaraercs)

BBogHasg dYacTh NpOTOKOJIa 3aKAHYMBAETCS MOBECTKOM JHSA, COJEpIKAIICH MepeyYeHb
paccMaTpUBaeMbIX BOMPOCOB, MEPEUYUCICHHBIX B TOPSAAKE HUX OOCYXKIEHHS C YyKa3zaHUEM
JOKJIaYMKa TI0 KaKJJOMY paccMaTpuBaeMoMy Boripocy. Borpockl moBecTku Hs GOpMyIHpyrOTCs
C TpemIoroM «o» («o0Oy»), mevararoTcs OT TPAHHUIBI JICBOTO MMOJS W HYMEPYIOTCS apaOCKUMHU
nupami.

B ocHOBHOI yacTu mpoToKoIa PUKCUPYETCS X0/ 3aCeIaHMUs.

3.38. IlonHbIi TPOTOKOJ COAECPKHUT 3alKMCh TOTO, YTO MPOUCXOAMIIO BO BpEeMs 3aceaHus,
BKJIIOUasi BOMPOCHI K JTOKJIATYMKY, OTBEThl Ha HHUX, BBICTYIUICHHUS B X0JZie 0OCYXJIEHHUSI BOIPOCa,
pe3yNbTaThl TOJIOCOBaHMS MO BOMPOCY M MPUHATHIE perieHus (oOpaszer] opopMIIeHHs MOIHOTO
MPOTOKOJIA TIPUBE/ICH B MPUJIOKeHUH Ne 7).

Kparkue mnporokonsl (nmpuiio:keHue Ne8) BeayTcs 0Opud  pacCMOTPEHHH BOIPOCOB
OTIEpaTUBHOTO XapakTepa. B KpaTkoMm mpoTokoie (PUKCHUpYETCs Tema OOCYXKAeHUs, (haMuIus
JOKJIaTYMKA 110 BOIPOCY U MPUHSATHIE PEIICHUS.

3.39. OcHOBHasi 4acTh IMOJHOTO MPOTOKOJA COCTOUT W3 Pa3/AeNIOB, MOCBSIIEHHBIX
BOIpOCaM  TOBECTKM JHS. XOA PAcCMOTPEHMsI KaXXKJIOro BOIpOCa 3alUChIBACTCA B
nocnenoBarenbHocTu: CIIVIIAJIN — BBICTYIIUJIN — PEILIWJIN (ITOCTAHOBWJIN).

[TocTtanoBnenue (pemieHHE) B TEKCT TMPOTOKOJIA BHOCHTCS TOJHOCTHIO B  TOM
dbopMynupoBKe, KOTOpasi Oblla MPUHSITA HA 3acelaHUU; IPU HEOOXOAUMOCTH MPUBOASTCS UTOTH
roJI0COBaHUs: «3a - ... IPOTUB - ..., BO3AEPKAIOCH - ...».

3.40. IIporokoin 3acenaHusi MOJAMUCKHIBAETCS IpeaceaareneM (MpeaceiaTelbCTBYIONUM) U
CEKpETAapEM 3acCeaHHUs, ECIIM NHOE He ycTaHoBIIeHO JIHA.
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3.41. Tlpu HEOOXOAMMOCTH KOMHH TPOTOKOJIOB WM BBIMUCKA W3 TMPOTOKOJIOB
pacchbUIalOTCSl 3aMHTEPECOBAHHBIM JIMLAM B 3JIEKTPOHHOM BHUJE B COOTBETCTBUHU C yKa3aTelleM
PacChUIKU.

B Bblllucke M3 MPOTOKONA JIOJIKHBI BOCIHPOU3BOJUTHCS BCE PEKBU3UTHI 3ar0JIOBOYHON
YacTU MPOTOKOJA, BBOJHASL YacCTh, BOIPOC MOBECTKH JHA, 10 KOTOPOMY TFOTOBHUTCS BBIIIUCKA, U
TEKCT, OTPaXKAIOUIHN 00CYK/IeHUE BOIPOCA U MPUHATOE pEIICHHE.

3.42. JlenoBoe (ciy:xebHOE) mHCbMO (mpuJio:keHne Ne 9) roToBUTCS Ha OJaHKE MHUChMA.
[Ipu coctaBneHnn muceM O(GOPMIISIOTCS PEKBU3UTHI: aJpecaT, 3arojOBOK K TEKCTY, TEKCT, B
HEOOXOUMBIX CIIy4asX — OTMETKA O MPUII0KEHUH, TOITUCh U OTMETKA 00 UCTIOIHUTEIE.

3.43. Ecaum mnMcbMO SIBISIETCS OTBETOM Ha TOCTYNHMBIIMN 3alpoc MM TPOChOY,
3aI0JIHACTCSA PEKBU3UT «CChUIKA HA PETUCTPALIMOHHBINA HOMEP M JaTy OCTYIHBILETO MUChMay.

HaumenoBanue Buaa AOKyMEHTa («IIMCBMO») M Pa3HOBHUIHOCTh MHCbMa (HampuMep,
«Ipocs0a», «MH()OPMALIMOHHOE», «COIPOBOIUTEIBHOEY, «3alpPOCy», «HAIIOMUHAHUE») B JIEIOBBIX
(ciy>keOHBIX ) MHUChbMaX HE YKa3bIBAIOTCA.

Ecnu nucbMo HampaBiisieTcst ajgpecaTy o 3JIeKTPOHHOM moure win 1o (akcy 6e3 10ChUIKH
[0 II0YTE, BMECTO IMOYTOBOIO aJpeca YKa3bIBae€TCs aJpec 3JIEKTPOHHOM IOYTHI WM HOMED
tenedoHa-dakca.

3.44. JlenoBoe (cimyke0HO€) MUCbMO JOJKHO OBITh MOCBSIIEHO OJHOMY Borpocy. Eciu
HEOO0X0UMO OOpaTUTbCA B OpraHU3alMi0 OJHOBPEMEHHO [0 HECKOJBKHMM BOIpOCaM,
PEKOMEHAYETCS] COCTaBUTh OTJEJIBHOE MUCbMO 0 KAXKIOMY U3 HUX.

ITucbMo MOXKET KacaTbcs HECKOJIBKUX BOMPOCOB, €CIM OHU B3aUMOCBSI3aHBbI.

3.45. B onHOM mHCBHME HE JIOJDKHO OBITH 0OJiee YETHIpEX apecaToB, IMPU 3TOM OCHOBHOM
ajipecar yKa3blBaeTCs MEPBbIM, OCTAIbHBIM aJpecaTaM IMHCbMO HAIIPABISAETCA JJIs CBEJICHUS.

[Tpr HEOOXOAMMOCTH HANPABUTH MHCHMO OOJBIIEMY KOJIWYECTBY aIpecaToB, TOTOBUTCS
CIHMCOK PAaCCBUIKH, U IIMCbMa PAaCChUIAIOTCS 110 CIIUCKY.

3.46. Ilpu cocTaBneHHH IENOBBIX IMUCEM HCIOJIB3YETCsl BCTYNHTEIBHOE OOpalieHue u
3aKJII0YMTENbHAs 3TUKETHAs (ppa3a B COOTBETCTBUU C IMYHKTOM 2.43 VIHCTpyKIUH.

3.47. TexkcT nucbMa HU3Naraercs:

OT 1-ro JHIla MHOXKECTBEHHOTO YHCIIA (CIIPOCHUM...», KIPEIUIATACM...», KHATOMHHACM...»);

ot 3-ro nuna eaquactBeHHoro uncia («MBOY «COIII Ne 4 ¢. CepHOBOJICKOE) CUUTAET ...»,
«MBOY «COLI Ne 4 ¢. CepHOBOICKOE» HE PACIIONAraeT BO3MOKHOCTBIO ... »);

oT l-ro nuna €eIWHCTBEHHOIO YHucia («Ipolly ..», «IIpeajlararo ...»), €ClIM IMHCbMO
odopmIisieTcs Ha JOHDKHOCTHOM OJIaHKe.

3.48. Ecim mipoeKT neoBOro (CiayKeOHOro) MUChMa HAIMpaBISIeTCs aapecary 1o IOouTe,
IPOEKT TOTOBUTCA B JABYX SK3eMIUIApax: OAMH 3K3eMIUIIp odopmiseTcss Ha OjaHKe, BTOPOM
AK3EMILISP, IPEAHAa3HAUEHHBIN /ISl BUSUPOBAHUS) — HA CTAaHJAPTHBIX JIMCTax Oymaru.

JlenoBoe (cinyke0HO€) MMCbMO /10 PEACTaBICHUS Ha MOMUCH JOJKHO OBITh COINIACOBAHO
(3aBU3UPOBAHO) CO BCEMH 3aMHTEPECOBAHHBIMHU JHIaMU. CorjlacoBaHue (BU3MPOBAHUE) ETOBBIX
IIMCEM MPOBOJIUTCS B COOTBETCTBUH ¢ IyHKkTamu 4.1 - 4.11 UHCcTpykum.

3.49. JlenoBoe (cimyxebHOe) MUChMO ToAnHchiBaeTcsi PykoBoaurenem OpraHuzaiuu Win
UHBIM YIIOJIHOMOYEHHBIM UM JjuuoM. [loamucanHoe nenoBoe (Ciy)keOHOE) MUCHMO IMOJJIEKUT
PErucTpalvy U OTIIPaBKe.

He nomyckaetcs oTnpaBisTh ajpecataM NUCbMa, HE UMEIOLINE JaThl U PErUCTPALMOHHOTO
HOMepa.

3.50. Ilocne moxamucaHusi MUCbMa M €r0 PErMCTPalMy SK3EMIUIAP NHCbMa C BHU3aMH
3aMHTEPECOBAHHBIX JIUI TOMEIIAETCS B JIENO.

3.51. CnpaBka — JOKYMEHT:

coJiep Kalliii OMMCcCaHKe U MOJITBEPKIEHUE T€X WU UHBIX (PAKTOB U COOBITHIA;

MOJTBEPK AN (haKThl OMOTPaPUUECKOTO WIIH CIIYKEOHOTO XapaKTepa.

CrpaBky, OTpakaroIre OCHOBHYIO (TIPOU3BOACTBEHHYIO) NEATEIbHOCTh OpraHu3aiud,
MOTYT ObITh BHEITHUMH M BHYTPEHHUMH. BHeNIHNE cripaBKU COCTaBISIOTCS JUUIsl IPEJICTABICHUS B
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JIPYTYIO OpraHHU3aliio, BHYTPEHHHUE CIPaBKU — ISl MPEACTaBIeHUsl pyKoBoAcTBY OpraHuzanuu
WM Ha PACCMOTPEHUE KOJJIETHATBHOTO OpraHa.

Buemnss cnpaBka Opranuzanuu (mpusoxkenue Ne 10) odhopmirsiercst Ha O6j1aHKe THChMa
Opranuzanuyd ¥ UMEET CIEIYIOIINe PEKBU3UTHI: HAMMEHOBAaHUE BUJA JTOKYMEHTA, 3aroJOBOK K
TekcTy (pu opopmieHun Ha O6anke ¢popmara A4), aapecat, TEKCT, OANMKUCH, OTTUCK MevaTu (s
CIpaBOK Omorpaduueckoro win GUHAHCOBOTO XapaKTepa).

Buyrpennue crpaBku (mpujioxkenue Ne 11) B oTiuM4um OT BHEMIHUX O(QOPMIISIOTCS HA
cranmapToM jmcte Oymaru gopmara A4 (210 x 297 mm) mu AS (148 x 210 mm). [Ipu stom
00s3aTeNbHBl  CIIEAYIOIIME  PEKBU3UTHI: HAMMEHOBAaHUE CTPYKTYPHOTO  IOApA3JIEICHUS
(ToJDKHOCTH TMIIA) — aBTOpa JOKYMEHTa, HAMMEHOBAaHWE BUIA JOKYMEHTa, JaTa JOKYMEHTA,
PErUCTPALIMOHHBIA HOMEP JOKYMEHTA, 3arojIOBOK K TEKCTY (Ipu odopmileHHu Ha jucte Oymaru
dopmara A4), anmpecaT, TEKCT JOKYMEHTa, TOJMUCH (IIOIIMUCHIBACTCS PYKOBOJMTEIICM
CTPYKTYpHOTO TIOJpa3AeNeHUs] WIM CIEUUATINCTOM-COCTAaBUTENEM, IPU 3TOM YKa3bIBaeTCs
JOJKHOCTh B COKPAIICHHOM BapuaHTe — 0e3 HanMeHoBaHus OpraHu3aliim).

3aroj0oBOK K TEKCTY CIIPaBKU JOJDKEH O0TBeYaTh Ha Bompoc «O 4em?» U MOXKET BKII0YATh
yKa3aHWe Ha TEPUOJI BPEMECHH, K KOTOPOMY OTHOCSTCS H3JIOKCHHBIC B CIIPABKE CBEICHUSI.
Hanpumep: «CrnpaBka o 3aHMMaeMoil 1oKHOCTHY» uii: «CrpaBka 00 o0beMe TOKyMEeHTO000poTa
3a 2023 rom».

TekcT crmpaBku, Kak MPaBHIIO, COCTOUT W3 JIBYX 4acTeil: B MepBOMl u3iararorcs (hakThl,
MOCITY)KUBIUE OCHOBAHWEM WIIM TIOBOJOM JUIsI €€ COCTaBIICHUS, BO BTOPOWM TIPUBOISTCS
KOHKPETHBIE CBEACHMS, OTpa)kalollhe CYIIECTBO Bompoca. TeKCT CIpaBKU MOXKET COCTOSATH
TOJIEKO W3 OJTHOH (BTOpOIi) yacTu. Eciu cripaBka cOIEpPKUT OTHOPOJHYIO CHCTEMATH3UPOBAHHYIO
uH(popMalrio, ee TeKCT odopmisieTcss B Buje Tabauipl. Ecnu B cripaBKy BKIIIOYAIOTCS CBEACHUS
10 HECKOJIBbKUM BOTIPOCAM, €€ TEKCT MOXKET COCTOSATh U3 HECKOJIBKUX Pa3ielioB.

Buemnue cmpaBku nognuceiBaeT PykoBogutens OpraHuzanuu WM JUIO  €Tr0
3amemaroniee. CrpaBKy, COJCpXKAIIyI0 CBEICHUS (UHAHCOBOTO XapaKTepa, IOJIMUCHIBAIOT
PykoBogutens Opranmzanuu u Oyxrairep © 3aBepsiOT IedaTblo. BHYTpeHHHE CIIpaBKU
MIOIMTMCHIBAIOTCS pA0OOTHUKOM-COCTABUTEIICM.

CrpaBku, cocTaBisieMble [UIsl TIOATBEPXKICHHUS CBEACHUN Ouorpaduueckoro wiu
CITy’)keOHOTO XapakTepa, MOINUCHIBAIOTCS ABYMs JHUIaMu: PykoBoauTeneM W OyXrajarepoM WIIH
PykoBoauTeneM u CEUATUCTOM O KaJipaM, — U 3aBEPSIFOTCS MEeUaThIo.

CrpaBka, cojepikaIiasi CBeJICHUSI O 3aMHTEPECOBAHHOM JIHIIC, JODKHA UMETh CIICIYIOIIHE
naHHbIe: (aMUIHNIO, UMS, OTYECTBO JIMIA, KOTOPOMY OHAa BBIJIaHA; yKa3aHUE, B YIOCTOBEPEHUU
KaKUX CBEJCHUU BBITAHA, I KAaKUX IEJIeH WIM B KaKyH OpPTaHHW3aIMI0 BBIIAHA; TOJIUCH U
yKa3aHHe JOJDKHOCTH JIMIA, BBIAABILETO CIIPABKY; 1aTy COCTABIICHUS; OTTUCK II€YaTH.

TekcT crpaBKHM JIMYHOTO XapakTepa ClIeIyeT HauyuHATh C (aMWIHH, UMEHU W OTYECTBA
paboTHUKa (B MMEHHTENHbHOM Tajexke). He pexomeHIyeTcs UCHOab30BaTh apXauyHble 00OPOTHI
tuna: «Hacrosimas crpaBka gaHa...», «Hactosmmm noaTBepk’AaeTcs, YTO ... NEUCTBUTEIIHHO
paboTaer...» u T.J.

3.52.  AKTBI COCTaBIIIIOTCSI HAa OCHOBE  VTBEPXKJICHHBIX OpPraHaMH  BIIACTH
YHUPUITMPOBAHHBIX (HOPM HIIM B CBOOOIHOM (hopMe B IENAX MOATBEPKIEHUS (PAKTOB, CBSI3aHHBIX
¢ nesitenbHOCThIO Opranu3anuu (mpuioxenune Ne 12).

[Ipn cocTaBieHMH aKTOB WCIIOJIB3YIOTCSA PEKBU3UTHI: HAUMEHOBAHHE OpTaHU3AINH,
HAaUMEHOBAaHHE BHJIa JOKYMEHTA, JaTa JOKYMEHTa, PerUCTPAIMOHHBIA HOMEp JIOKYMEHTa, MECTO
COCTaBIICHUS WJIM U3JaHUS TOKYMEHTa, 3ar0JIOBOK K TEKCTY, TEKCT, MO/IIHUCH.

3.53. JlaToit akTa SBJISETCS JIaTa COCTABJICHMS aKTa M MOANMCAHNS €0 COCTABUTEIISIMU.

Ecnu ¢opmoii akta npeaycMoTpeHo ero yrBepxkaeHue PykoBogutenem OpraHnusaiuu Win
WHBIM YITOJTHOMOYEHHBIM JIOJDKHOCTHBIM JIUIIOM, JaTOH aKTa SBISICTCS JaTa €ro YTBEPIKIACHHS.

3.54. B BBOAHOM YacTH aKTa B UMEHUTEILHOM MaJIeKe YKA3bIBAIOTCS:

OCHOBaHUE COCTaBJCHMSI aKTa (JOKaJbHBI HOPMATUBHBIN aKT; pPacHOpsIUTENIbHBIN
nokymMeHT Opraam3anuu (mpukasz); (akT Wi COOBITHE, TOCTY)KUBIIEE OCHOBAaHUEM IS
COCTaBIICHUS aKTa);



26

COCTABHUTENM aKTa (MEepevrcistoTcs nocie cioba «CoCTaBiIeH» ¢ YKa3aHUEM JO0JKHOCTEH,
HAaNMEHOBAHUW OpraHU3allMii, €CIM COCTABUTENM SBIAIOTCA TPEACTABUTEISIMH  JIPYrou
opraHu3aryu, GaMuIui 1 HHUITUAIOB).

Ecnu akT cocTaBieH KOMUCCHEH, IEPBOH yKasbIBaeTcs: (haMIIus IpeceaaTesss KOMUCCHH,
3aTeM WIEHOB KOMUCCHUHU B ajl()aBUTHOM MOPSIIIKE.

3.55. B TekcTe akTa m3naraloTcs LETU U 3aJa4d COCTaBJICHUS aKTa, CYIIHOCTb, XapaKTep,
METO/bI U CPOKHU IPOJIEITaHHON PabOTHI, €€ Pe3yIbTATHI.

[Tpu HEOOXOAUMOCTH aKT MOKET COJIEPKATh BHIBOJIBI M PEKOMEHJAIIHH.

B 3axmounTenpHON YacTH akTa yKa3blBaIOTCS KOJIMYECTBO MOATOTOBIEHHBIX YK3EMIUIPOB
aKTa M MECTOHAXOXKJCHHE KaKIOro SK3eMIuIsipa. KoindecTBO 3K3eMIUIAPOB aKTa OMpeesseTcs
KOJINYECTBOM  CTOPOH, 3aMHTEPECOBAHHBIX B €ro COCTAaBJICHUHM, WIM HOPMAaTHUBHBIMHU
TpeOOBaHUSMH, PETIIAMEHTHPYIOLIMMH COCTaBJICHUE AKTOB KOHKPETHON pa3HOBHIHOCTH.

3.56. DOx3eMmIuIspbl aKTa [OANUCHIBAIOTCS BCEMH WIEHAMM KOMMCCUU (€CIM  aKT
COCTABIISIJICSI KOMHUCCHEH) WJIM COCTAaBUTENSIMH M, MPH HEOOXOJMMOCTH, MPHCYTCTBOBABIINMHU
JULIaMHU.

[Ipy noanmcanuM akra TMpencefaTeNieM M WICHAMH KOMHCCHU HAaWMEHOBAaHHS HX
JOJDKHOCTEH HE YKa3bIBAIOTCS.

Ocoboe MHEHHE COCTAaBUTEINS aKTa M3JIaraeTcs Ha OTACIBHOM JIUCTE, TOANUCHIBACTCS U
npusaraercs K akry.

3.57. Ecnu 3akoHonarenscTBoM Poccuiickoit denepariun npe1ycMOTPEHO O3HAKOMIIEHUE C
COJIepKAHHUEM aKTa JIUIL], YIOMSHYTBIX B aKTe, MOJ IOANUCh, Ha IOCJIEIHEH CTpaHMLEe aKTa
IpoCTaBisieTcsl O3HaKoMmHTeNnbHas Bu3a «C akTOM O3HAKOMJIEH(BI)», MPU 3TOM YKa3bIBarOTCS
HalMEHOBAHUS JIOJDKHOCTEH, JIMYHBIC MOJIMHMCH, PACHIM(PPOBKU MOIIUCEH, JaThl O3HAKOMIICHUS.
Jluma, KOTOpbIe 3HAKOMSTCS C COJIEPKAHUEM aKTa, UMEIOT IPAaBO HE COTIACUTHCS C COJCPKAHNEM
aKTa B LEJIOM WIM €ro OTJENbHBIMHU MOJOXKEHUSMH, YTO JIOJDKHO OBITh 3a(MKCHUPOBAHO IPH
03HAKOMJICHHUH C aKTOM.

3.58. Hokmagnas  (cmykeOHasl)  3amuMcKa  HUCHONB3YeTCsl AN OMEpPaTHUBHOTO
MH(OPMALIMOHHOTO O0OMEHa MEXIy CTPYKTYPHBIMH MOJApa3JesieHusIMU(pabOTHUKAMH) H
PYKOBOACTBOM  (00pasubl  odopMieHHs AOKIAAHOW 3aliCKU W CIY)KEOHOW  3aruCKw,
HOJICOTOBJICHHOW Ha OCHOBE 3JIEKTPOHHOTO MIa0JIOHA MPUBE/ICHBI B MpUJIo:keHuH NeNe 13, 14).

3.59. OOs3arenbHBIMM PEKBU3UTAMM JIOKJIAJHON (CoyXKeOHOW) 3aluCKu  SBIISIOTCS:
HaMMEHOBAHHUE CTPYKTYPHOTO IMOJpa3/eNeHusl (JIOJDKHOCTH), HAaMMEHOBAaHHWE BHIA JOKYMEHTa
(TokJ1aHas 3amucKa, cIy)keOHast 3a1ncKa), aTa, 3arojIoBOK K TEKCTY, apecaT, TEKCT, MOIIHUCH.

3.60. Tlpu ampecoBaHUU JTOKJIATHBIX (CIY>KEOHBIX) 3aITMCOK YKA3bIBAIOTCS B JAaTEIbHOM
najiexe JOJDKHOCTB JINIA, KOTOPOMY a/IpecoBaH JOKYMEHT, (haMuius U nHUIMaIbl. Hampumep:

HMupexropy MbOVY
«COIII Ne 4 c. CepHOBOJCKOEY
damunmug U.0.

3.61. Jloxnamuble (cimykeOHBIE) 3allUCKM MOTYT COCTaBJIATBCSA, pAacCMaTpUBATBCS H
XpaHUTHCS B TCUCHHE YCTAHOBJICHHOTO CPOKA UCKITIOUUTENHFHO B AJIEKTPOHHOM BHe B CO/I.

IIpu opranuzamuu paboThl C JOKJIAIHBIMH (CITYKEOHBIMM) 3allMCKaMU B 3JEKTPOHHOM
BUJIC UCTIOJIB3YIOTCS 2JIEKTPOHHbIE MIA0IOHBI JTOKIAJHON U CIY>KEOHOM! 3aIHCOK.

3.62. Tekct noknagHOH (CaykeOHOM) 3aMCKH, B 3aBUCIMOCTH OT CJIOKHOCTHU COJICpKAHUS
¥ TIPUBOJIMMOM apryMEHTAIIH, COCTOUT U3 OJHOH, IBYX WJIM TPEX YaCTEH:

B [IEPBOM YaCTH M3JIaratoTcs MPUUUHBI, (GaKThl WK COOBITUS, TIOCTYKUBIIHE TOBOJOM JUIs
COCTaBJICHUS IOKYMEHTA;

BO BTOPOM YacTH JAeTCsl aHaIM3 CIOXKUBIIEHCS CHUTyallid, BO3MOXHbBIE BapHaHTHI €€
pelIeHHS;

B TPEThEH YaCTH M3JIararoTCs BHIBOIBI.

3.63. Peructpamusi IOKJIAQJAHBIX W CIYKEOHBIX 3amucok ocymiectsisercs B COJl, npu
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orcytctBuM COJ] — B CTpyKTypHOM nofpazieneHuu (y paboTHHKA), TOATOTOBUBIIEM TOKYMEHT.

IV. CorsiacoBanue nNpoeKTOB IOKYMEHTOB.
[oanucanue (yTBep:KIeHUEe) NPOEKTOB JOKYMEHTOB

4.1. CoryacoBanue MpoeKTa JOKYMEHTa MPOBOJUTCA 10 €ro noamnucanusi PykoBogurenem
B IIEJISIX OLICHKU COOTBETCTBUS IPOEKTa 3aKOHOJaTeNbcTBY Poccuiickoit @enepaiiiy, JOKaaIbHBIM
HOPMATHUBHBIM aKTaM OpTaHHU3aluH, KauecTBa U 3PPEKTUBHOCTH MPEIaraeéMoro PEeLIeHHUS.

CornacoBaHue MPOEKTa JTOKYMEHTa OpPraHU3yeTCs HEMOCPEICTBEHHBIM HCIIOJIHUTEIEM
(cocTaBuTeNIEM) U IPOBOJUTCS B MPEEaX YCTAHOBIEHHOTO CPOKA UCIIOJIHEHUSI.

4.2. Ilpm Hammuun B Opranmzanuu COJ] coryacoBaHUE€ MPOEKTOB JOKYMEHTOB
OCYILIECTBJISIETCS. B aBTOMAaTHU3MPOBAHHOM DEKUME IIOCPEACTBOM HAIIPaBJIEHUS IPOEKTOB
JOKYMEHTOB JIMIIaM, Ha3HAYEHHBIM B KadyeCTBE COTJIACYIOLUX, U O(POPMIICHUS pPE3yJIbTaTOB
coryacoBanus B CO/I.

CornacoBaHue  TPOEKTOB  JOKYMEHTOB  MOXET  OCYIIECTBISATHCA  MOCPEICTBOM
KOPITIOPATHBHOM AJIEKTPOHHOW IMOYTHI M O(QOPMIICHHS HCIIOJHUTENEM JIHCTa COTJIACOBAHUS C
MPUIOKEHUEM DJIEKTPOHHBIX COOOIICHUN JIMI, Y4YaCTBOBABIIMX B COIVIACOBAaHUM IPOEKTA
JIOKYMEHTA.

4.3. CornacoBanue NpOEKTOB JOKYMEHTOB ¢ paboTHHKamMu OpraHuzaiuu W/Wid JpyruMu
OpraHM3alUsIMU OpraHU3yeT HCIOJIHUTEIb B COOTBETCTBUM € HacTosuled MHcTpykuued wuimum
WHBIMHU JIOKQJIbHBIMH HOPMATUBHBIMH aKTaMH, PETYIUPYIOIIUMHU MPOLECC COTrJIacOBaHUs
(BU3UPOBaHHUA) IPOEKTOB IOKYMEHTOB.

4.4. IIpoeKThl JOKYMEHTOB COTJIACyIOTCS:

HENOCPEACTBEHHBIM HCIIOIHUTEIIEM,;

COUCIIOJIHUTEISIMH (TP UX HATTUYHH);

pabotHukamMu OpraHu3any, HampaBICHUS JEATEIBHOCTH W/WiKM (YHKIHMOHAIBHEIE
00513aHHOCTH KOTOPBIX 3aTPAaruBarOTCs B MPOEKTE JOKYMEHTA W/UIN KOTOpBIE YKa3aHbl B MIPOEKTE
JIOKYMEHTa B Ka4eCTBE HUCIIOJIHUTENEH;

3amectutesnsiMu  PykoBoaurens OpraHuszanuy, KypUpPYIOIIMMH 3aTPOHYTBIE B IIPOEKTE
JOKYMEHTa BOIPOCH (€cau JOKYMEHT HoJnuckiBaeTca (yTBepxknaaercs) PykoBogutenem
Opranuzanun);

IOpUCTOM (topuanyeckoi ciayx0oi) (mpoekroB JIHA, npoeKkToB nmprka3os);

JenonpousBoaurenem.

[IpoekTbl  TOKYMEHTOB, pealnu3alus KOTOpbIX TpeOyeT (HUHAHCOBBIX  3aTpar,
COIJIACOBBIBAIOTCS ¢ OyXranTepuei.

He nomyckaercs HampaBisTh Ha COTJIACOBaHHE MPOEKT JOKYMEHTAa OJIHOBPEMEHHO IBYM
win 6osee paOOTHHKAM OJHOTO CTPYKTYPHOTO MOJpa3jieieHus. B kadecTBe JMll, COMIACYIOMIUX
IPOEKT JIOKYMEHTa, JOJDKHBI BBICTYNATh IPEUMYIIECTBEHHO PYKOBOJUTENIN CTPYKTYPHBIX
MoApa3IeJICHUM.

4.5. BaemHee coriacoBaHue TpPOEKTa JOKYMEHTa OCYLIECTBIIETCS IOCPEICTBOM
HaIpaBJIEHUs IPOEKTa B JAPYTyI0 OPraHU3alUI0 C CONPOBOAUTEIBHBIM IHCBMOM, B KOTOPOM
YKa3bIBAETCs CPOK COTIIACOBAHUSI.

Ecnn opranmsanuu, coryacyromme NpOEeKT JOKYMEHTA, SBJISIOTCS YYaCTHMKaMH OJHOMN
CO/Jl, cornmacoBanune MokeT ObITh mpoBeneHo B COJl 0Oe3 HampaBieHHs] CONPOBOAUTEIHLHOTO
IMCbMa U OJHOBPEMEHHO C BHYTPEHHHUM COTJIACOBAHUEM.

4.6. Cpoku coriacoBaHHUsl JOKYMEHTOB YCTaHABIWBAIOTCS WMHCTpyKIued W/Wid WHBIMH
JIOKaJIbHBIMM HOPMATUBHBIMU aKTaMH B 3aBUCHUMOCTH OT BHJA JJOKYMEHTa U 00beMa JOKYMEHTa,
BKJItOUasi IpUI0’keHus K HeMy. CpoKH corylacoBaHus IOKYMEHTOB COCTaBIISIOT:

MIPOEKTHI JAETOBBIX (CIykeOHBIX) muceM — 1-3 pabouux 1HS;

MIPOEKTHI MPUKA30B 0e3 mpuiiokeHui — 1-3 pabouux IHS;

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

IIPOEKTHI IIPUKA30B C MPHIOKEHUEM JIOKAIbHBIX HOPMATHBHBIX aKTOB B 3aBUCUMOCTU OT
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ux oowrema (He 6onee 50 crpanuir) — 5-10 pabouux aHEH;

MPOEKTHI JOKAIbHBIX HOPMATUBHBIX aKTOB, YTBEPKIAAEMBIX HEMOCPEACTBEHHO IMOAMUCHIO
PykoBogutens (e 6osee 50 crpanuir) — 5-10 pabouux nHei;

MIPOEKTHI TIPOTOKOJIOB 3acelaHuii (COBEMaHUI) MPU HEOOXOJUMOCTH UX COTJIACOBAHMSI, B
3aBUCUMOCTH OT 00beMa TokymMeHTa — 1-3 pabouux AHs.

Cpoku coriacoBaHusi IPOEKTOB JIOKYMEHTOB, HAIlpaBJISIEMbIX Ha BHEIIHEE COIJIAaCOBaHME
HE JOJKHBI COCTaBIIATh Oosiee 30 KaJleH1apHbIX THEH.

B KOHKpETHBIX Cly4yasix B 3aBUCMMOCTH OT COJCpKaHUS U HAa3HAYCHHUS JOKYMEHTa CPOK
COTJIACOBaHUSI MOKET OBITh COKpAIeH WM yBEJIUWYEH I0 peuleHHI0 3aMmectuTens PykoBoauresns,
KYPHUPYIOILIETO HAMPABIICHUE JIEATEIbHOCTH, 10 KOTOPOMY TOTOBUTCS TPOEKT PEILICHHUS.

4.7. Odopmnenue pesyiapTaToB coriacoBanus JIHA u pacnopsauTenbHBIX JOKYMEHTOB
OCYIIECTBIISICTCS B BUJIE BU3, IPOCTABIIIEMbIX 3aMHTEPECOBAHHBIMU JIMIIAMH Ha MOCIEAHEM JIUCTE
IpPOeKTa JOKyMEHTa (Ha €ro JHUIEBOM WM OOOPOTHON CTOpOHE) WJIM HAa OTICIBHOM JIUCTE
COIVIACOBaHUs, SBISIOLIEMCS HEOTHEMIIEMOM 4YacThlO JOKyMEeHTa. OTMETKHM O COIJIACOBaHHUHM
(rpud cornacoBanusi U BU3bl) OPOPMIIAIOTCS B COOTBETCTBUU C IyHKTaMu 2.45, 2.46 UHCTpyKUIUU.

[Ipu coriacoBaHuy IEIOBBIX (CITYKEOHBIX) TUCEM BU3BI IIPOCTABIISIOTCS HA KOIUU MTUChMa
(BM30BOI 3K3EMILISP), KOTOPBIM MOCHe MOAMHMCAHUS TMOUIMHHUKA MUChMa U €r0 PEeTrUCTpaluu
MOMEIIAETCS B JIEJI0, MJIM Ha 000pOTe MOATMHHNAKA TUChMa, €CIIM MMMChMO HAIPABIISIETCS aipecaTry
1o (akcy WU AJIEKTPOHHOW MOouTe. DTOT K€ IK3EMIUISP MHUChbMa IMOCJe OTHPaBKHU aapecary (1o
(dakcy Uiy 3JIEKTPOHHOM 10YTE B BUJIE 3JIEKTPOHHOM KOMKK) IIOMEUIaeTcs B JEI0.

[IpoekThl MPOTOKOJIOB BU3UPYIOTCS JIMIIAMU, BHICTYNABIIMMU Ha 3ace/laHuu (COBELIAHHH)
MyTeM TMPOCTABJICHUS BHU3Bl HAa JIEBOM II0J€ JOKYMEHTAa HANpOTHUB 3alKMCH BBICTYIUICHUS
COOTBETCTBYIOIIETO PaOOTHHKA.

4.8. CormacoBanue MPOEKTOB JOKYMEHTOB MoOKeT ocymiecTBiasiTees B COJI. ITlocne
3aBepIICHUs] MPOLIEAYPhl COriacoBaHus (MPU CO3/IaHUU MOJUIMHHUKA JOKYMEHTa Ha OyMa)kKHOM
HOCHUTEJIE) JIUCT COrjacoBaHMs pacnedarbiBaeTcss u3 COJl, mnpukianpBaeTcss K MNPOEKTY
JOKyMEHTa U TpeACTaBisercs Ha noanuch PykoBogutento  Opranuzanuu  (MHOMY
YIOJIHOMOYEHHOMY UM JIUILY).

CornacoBaHue BHYTPEHHHUX JIOKyMEHTOB, CO3/IaHHE, XPAHEHHE U MCIIOJIb30BaHUE KOTOPBIX
ocymiectBisiercs nocpeactsom CIJI, mpoBoautcst B CO/] B 2I€KTPOHHOM BHUJIE.

[Ipu cornacoBaHWM MPOEKTOB BHYTPEHHHUX JOKYMEHTOB, CO3JaHHBIX Ha OyMa)kHOM
HOCHTEJIE, BU3bI IPOCTABIISIFOTCS HEMIOCPEICTBEHHO HA IPOEKTE JOKYMEHTA.

4.9. Tlpu BHeNIHEM COTJAcCOBAaHWH, MOJYYEHHOM MHCHMOM, WJIHM COTJIACOBAaHHH MPOEKTa
JIOKYMEHTa KOJUIETHAIbHBIM (COBEIIATEIbHBIM) OPraHOM € (PUKCAlMell pEelIeHHs O COTIaCOBaHUU
B TMPOTOKOJIE 3aceJaHusi HUCHOJHUTENb OQGOpMIISIET Ha MPOEKTe [OKyMEHTa WU B JIHCTE
CorjlacoBaHusl Ipud COTJaCOBaHMUS B COOTBETCTBHM C NyHKTOM 2.45 WMHcrpykumu. Ilucema o
COTJIacOBaHUU (BBIMKCKA U3 MMPOTOKOJIA) MPUIIATralOTCs K MIPOEKTY TOKYMEHTA.

4.10. B xone coryiacoBaHusi MpPOEKTa JOKYMEHTa pabOTHHUK, COIVIACYIOIIMM TOKYMEHT,
MIPUHUMAET OJIHO U3 CIAEAYIOIIMNX PEIICHUI:

COIJIacOBaTh MPOEKT JOKyMEHTa 0€3 3aMeuyaHuii;

COTJIaCOBAaTh MPOEKT JOKYMEHTA C 3aMEYaHUSIMU;

OTKJIOHUTbH MPOEKT JOKYMEHTA;

yKa3aTh, 9YTO HE WMEET OTHOIICHUS K MPOEKTY JOKyMEHTa (paccMOTpEHHE BOMpOoca, IO
KOTOPOMY IIPUHUMAETCS PEIICHHUE, HEe BXOJHT B 00sS3aHHOCTH PAOOTHHKA).

BospakeHuss mo TpOEKTy MpHKaza, BO3HUKAIOIIME TMPU COTJIACOBAHMM, H3JIAraloTcs B
CIIpaBKe, KOTOpasi IPWJIaraeTcs K MpoeKTy, uim BHocuTea B CO/I.

Ecnu npoekT MoKyMeHTa COTJIacOBaH C 3aMEUaHUSIMU, 3TO 03HAYAET, YTO 3aMEYaHUS HOCST
PEIAKIIMOHHBIN XapaKTep, W MOCJIEe UX MPUHITHS UCTIOJHUTEIEM MPOEKT HE TPeOyeT MOBTOPHOTO
COTJIACOBAHUA.

[IpoekT noKyMeHTa OTKJIOHSETCS JTUL[OM, COTJIACYIOUIUM IOKYMEHT, B CIIy4asiX:

HaJU4Ms CYIECTBEHHBIX 3aMEUaHUH IO MPOEKTY JOKYMEHTA,

HECOTJIacus C MPOEKTOM JIOKYMEHTA.
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4.11. HecormacoBaHHbIi TPOEKT JOKyMEHTa TpeOyeT a0pabOTKM MO BBICKa3aHHBIM
3aMEeYaHusIM, TepeoOpMIICHHUS U TOBTOPHOTO COTJIACOBAHUSI.

4.12. Ecnu npu a0paboTKe IMpOeKTa JOKYMEHTa MCIOJHHUTEIb NPUHUMAET pPEIICHUE He
YUNTHIBaTh 3aMe4YaHue (3aMeyaHus) Juua (JIML), y4acTBOBABIIUX B COIVIACOBAaHUU, UCIIOJIHUTEIEM
TOTOBUTCSI PEECTP HEYYTCHHBIX 3aMEYaHHUM, KOTOPBIM BMECTE C IIPOEKTOM JOKyMEHTa
npencrasiusiercs  PykoBoaurento  OpraHuzanuu  WIM  MHOMY — YIIOJIHOMOYEHHOMY UM
JIOJDKHOCTHOMY JIMIly, MOZNMCHIBaIOIIEeMy (YTBEpKAAOLEMY) TOKyMEHT. PeecTp HeydTeHHBIX
3aMe4yaHui MOJIUCHIBAETCS HEMOCPEACTBEHHBIM PYKOBOJUTEIEM UCTIOTHUTEIS.

4.13. Pemenue o ToM, IpPUHUMATh WM HE IPUHUMATh HEYYTCHHBIE 3aMEYaHMs] IPUHUMAET
PykoBonurens.

B ciyuae ecniu PykoBoautens NpuHUMAaET pelieHne 0 He0OXOAUMOCTH y4eCTb 3aMeUyaHMmsl,
OTKJIOHEHHBIE HCIIOJHHUTENIEM, UCIIOJTHHUTENb J0PadaThIBAET MPOEKT JTOKYMEHTa B COOTBETCTBUH C
BBICKA3aHHBIMH 3aMEYaHUSIMHU.

Ecin PykoBomutens cornamaercss ¢ MHEHMEM UCIHOJHUTENSA, OH IOAIMCBHIBACT
(YyTBEpKIaeT) JOKYMEHT.

4.14. lokyMeHTHl, n3/1aBaeMble OT UMeHU Opranusaiuy, NoAnuceBatoTces PykoBoaurenem
OpraHu3anuy WIM HWHBIMU YIIOJIHOMOYEHHBIMH UM JOJDKHOCTHBIMU JIMIIAMHU (3aMECTUTENIIMU
PykoBonurenss OpraHuzanuy, HWHBIMH JOJDKHOCTHBIMH JIMIAMH B COOTBETCTBUU C HX
KOMIIETCHIIMEH, ONPEEIIIEMON JOBEPEHHOCTSMU Ha BBIIIOJHEHHUE OINPEACICHHBIX NEUCTBUH OT
umeHu OpraHuszanuu, BHyTpEHHUMH HOPMaTUBHBIMU JOKyMeHTaMu OpraHuzanun).

4.15. OrtnenbHble BUABl BHYTPEHHUX JIOKYMEHTOB (CIy:keOHBIE, OOBSICHUTEIbHbBIE
3alMCKH) Ha MMS HENOCPEACTBEHHOI'O MOJIUCHIBAIOTCS HCIOJIHUTENEM (COCTaBUTENIEM), €CIIU
paspelaeMsble IIPU 3TOM BOIIPOCHI HE BBIXOZAT 3a NPEAEIIBl €r0 KOMIIETCHIIMH.

4.16. JlokyMeHTBI, HalpaBisieMble B BBICIIME OpraHbl BJIACTH, Ha HMS IEPBBIX
pykoBouTenei ¢enepanbHbIX OPraHOB MCIOJHUTEIBHOM BIACTH, PYKOBOJUTENEH CyOBEKTOB
Poccuiickoit ®enepanum, noanuckiBatoTcsi PykoBogutenem OpraHuzalnuu WU JIULOM,
UCTIOJIHSAIOIIUM €ro 00513aHHOCTH.

4.17. JlokyMeHTBI, HalpaBisgeMble B CTOPOHHHUE OpPraHU3allU{, MOAMHUCHIBAIOTCS
PykoBogutenem OpraHuzanuu, €ro 3aMECTHTENSIMH, MWHBIMM  JOJDKHOCTHBIMH  JIMLAMH
Opranuzanuy B COOTBETCTBUU C MPEAOCTABICHHBIMU UM ITOJIHOMOYHUSMHU.

4.18. JlokyMeHT NOJNMChIBaeTCA JBYMs WM Oosiee JHUIAMU, €CIM 32 COJAEp)KaHHe
JIOKYMEHTa HECYT OTBETCTBEHHOCTb HECKOJbKO PaOOTHUKOB (JOKYMEHTHI, IMOJTOTOBJIECHHbIE
HECKOJIbKUMH I0/Ipa3/IeJICHUsIMHU WM OpraHu3alusiMu, paboueil rpynmnoii, Komuccue).

4.19. IloanuceiBaeTcs, Kak MPaBUII0, OJIUH IK3EMILISAP T0KyMeHTa. COBMECTHBINA JOKYMEHT
MOJAINUCKHIBAETCA B KOJIMYECTBE, COOTBETCTBYIOIIEM KOJIMYECTBY OpPraHU3ALMN, CO3IABIINX
JTIOKYMEHT.

[Ipu HampaBieHMM MHUChbMa WJIM BHYTPEHHETO MH(OPMAIIMOHHO-CIIPABOYHOTO JIOKYMEHTa
HECKOJIbKUM ajjpecaTaM (He 0oJiee YeThIpeX) MOANUCHIBACTCS KaXKAbIH OTHPABISEMBbIH IK3EMILISP
JIOKYMEHTA.

4.20. Tlognucy Ha AOKyMeHTE O(OPMIISIETCS B COOTBETCTBMM C NyHKTamu 2.47, 2.48
HNHcTpyKuu.

4.21. YTBepKIeHHE JOKYMEHTA IPOU3BOAUTCS:

HETOCPEJCTBEHHO PyKoBoauTeNeM — MpOCTaBIEHUEM COOCTBEHHOPYYHOW IOJIMUCH B
rpude yTBepxKaeHus;

npukazoM OpraHuzanuu.

4.22. YTBepKIarTCs IPAaBUIIA, MOJIOKEHUSI, HHCTPYKIUHU, PETJIAMEHTBI, HEKOTOPBIE BUbI
aKTOB, IUIaHBl, TPOTPaMMbl U JpYyrue JOKYMEHTBI, YCTaHABIUBAIOIIME HOPMBI W/MJIH
paccuMTaHHbIC Ha JUTUTEIIbHOE TpUMeHeHUe (mpuJio:keHue Ne 15).

Odopmnenne rpuda yYTBEpKISHUS TMPOU3BOAUTCS B COOTBETCTBUU C TYyHKTOM 2.41
HNHcTpyKum.

4.23. Tlonnuce PykoBoautens OpraHusaiyy Wid UHOTO YIMOJHOMOYEHHOTO UM JIMIa Ha
JIOKYMEHTaxX, TpeOyromux oco00ro YAOCTOBEPEHHS HX MOUIMHHOCTH, a TaKXe Ha KOMMIX
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JOKYMCHTOB M BBIMMCKAX M3 JOKYMCHTOB 3aBEpsETCs MevyaThio (mpuios:kenue Ne 16).
4.24. Tleyatb Ha JOKYMEHTE MPOCTABIISICTCS B COOTBETCTBUU C IMyHKTOM 2.49 MHCTpYyKIUH.

V. Opranusanusi 10KyMeHT0000poTa

5.1. JIOKyMEHTOOOOPOT BKJIIOUAET BCIO MOCIIENIOBATEIBHOCTD MEPEMEIICHNN JOKYMEHTOB,
a TaKkKe oIepalyy, COBEpLIaeMble C JOKYMEHTaMH B IPOLECCE MX CO3JaHMs U HCIIOJHEHMS
(mosmyueHue, OTMHpaBKa, MPEIBAPUTEIBHOE PACCMOTPEHUE, PETHCTpalus, pPacCMOTPEHHE
PykoBogutenem).

5.2. llens opraHu3zanyy JOKYMEHTOOOOpOTa — OOecrie4eHrne CBOEBPEMEHHOIO MPUHSATHS
YIpaBJIEHYECKUX PEUICHHH W UX HCHOJHEHHsA. 3ajada JOKYMEHTOOOOpOTa — OpraHu30BaTh
JBIDKEHUE JIOKYMEHTOB MO0 HAaUMEHEe KOPOTKOMY IyTH C MHHHMMAJIbHBIMH 3aTpaTaMd TpyJa H
BPEMEHH, B YCJOBHUAX 3JIEKTPOHHOIO JOKYMEHTOOOOpOTa — 00ECHednuTh JOCTYN K JAOKYMEHTaM
nosib3oBareasiM CO/] B COOTBETCTBUM € IIPEIOCTABIEHHBIMUA UM IIPABAMH.

53. B ycnoBusax npumeneHus COJ] B OpraHuzanuu HCHOJIb3YIOTCS 3JEKTPOHHBIE
JOKYMEHTBI, a TakXe »JJEKTPOHHbIE KOIWU JOKYMEHTOB, IIOJIyY€HHBIE B pe3yjbTare
CKaHUPOBaHMs JOKYMEHTOB Ha OymakHoM HocuTene. JlokymeHThl OpraHuzanuu, HUMEROIue
BPEMEHHbIE CPOKM XpaHeHus (10 10 jeT BKIIOYMTENBbHO) MOTYT CO3[aBaThCsl, XPaHUTHCA U
UCII0JIb30BaThCS UCKITIOYUTENBHO B (POpMeE 3JIEKTPOHHBIX JTOKYMEHTOB.

[lepeyeHb JTOKYMEHTOB, CO3[aBaeMbIX, XPAHUMBIX W HCIIOJIB3YEMbIX HCKIIOYUTEIHHO B
(dopMe TEKTPOHHBIX TOKYMEHTOB, yTBepxkaaeTcs PykoBoaurenem Opranusanuu.

5.4. Opranuzauusi JBUKEHHUSI JOKYMEHTOB B YCJIOBUSX 3JIEKTPOHHOTO JIOKYMEHTOO0OpOTa
OCYILECTBIISICTCSI B COOTBETCTBUM C PEIVIAMEHTHPOBAHHBIMU MaplLIpyTaMu, pa3padaTbiBa€MbIMU
JenonpounsBoaureneM. MapmipyTsl JBHKEHUST OPraHU3alMOHHO-PACTIOPAIUTEIBHBIX JOKYMEHTOB
JIOJDKHBI OBITh ONTHMAIbHBIMM I10 3aTpaTaM BPEMEHH, HE JIOJDKHBI JIOMYCKaTh IYOIMPYOIIUX
oTepanuii ¥ BO3BPATHBIX JIBKEHHU, HE 00YCIOBJICHHBIX JI€JI0BO HE00XO0AUMOCTHIO.

5.5. Opranuzanusi JOKYMEHTOOOOpPOTa OCHOBBIBAETCS Ha MPHHLMIAX: LEHTpaIU3aluu
oTiepanui 1Mo MpUeMy H OTIIPaBKe JTOKyMEHTOB;

pacripesieieHus] JOKYMEHTOB Ha JJOKYMEHTONOTOKH, HWMEIOIIME OJMHAKOBBIA MapuipyT
(MapmipyTH3aIus 10KyMEHTOB);

OpraHu3alH [IPEBAPUTEIILHOTO PACCMOTPEHNUS BXOSIIUX JOKYMEHTOB;

WCKJTFOUYEHHUS] BO3BpPATHBIX JBIDKEHHH JOKYMEHTa, HE OOYCIOBJICHHBIX JIEJIOBOM
HEOOXOIMMOCTEIO;

OJTHOKPATHOCTH PETHCTPALNHN JTOKYMEHTOB;

yCTpaHeHHUs] HEOOOCHOBaHHBIX COIIACOBAHUI NMPOEKTOB JOKYMEHTOB,;

BPEMEHHOW perIaMeHTAIlMH Olepanuidi 1mo o0paboTKe, paCCMOTPEHHUIO U COTIACOBAHHIO
JIOKYMEHTOB.

5.6. B 10KyMEHTOOOOpOTE OpraHU3aIlH BBIACISIOTCS JIOKYMEHTOIIOTOKU: BXOJISIINE
(mocTtymaronye) TOKYMEHTbI; UCXOIME (OTIPABISEMbIE) TOKYMEHTbI; BHYTPEHHUE JOKYMEHTHI.
B cocraBe BXOAAIINX M HCXOASIINX JOKYMEHTOB BBLICIISFOTCS:

JOKYMEHTBI OPraHOB rOCY1apCTBEHHOMN BJIACTH,

JOKYMEHTBI OPTaHOB MECTHOTO CaMOYIIPaBIICHUS;

JOKYMEHTBI OJIHOTUITHBIX OpraHU3alui;

JTOKYMEHTBI U3 TOCYJJApPCTBEHHBIX U HETOCYJApCTBEHHBIX OpTaHU3aIlHii;

oOpalleHus Tpak/JIaH;

JpyTHE TPYIIIEI TOKYMEHTOB.

5.7. JloctaBka M OTHpaBKa JOKYMEHTOB B OpraHusanuu OCYIIECTBIISIOTCS CpeJICTBaAMH
TIOYTOBOM CBSI3U, (DENbIBETEPCKON W KYphEpPCKOW CBSI3M, HAPOYHBIMH M PA3IHMYHBIMU BHIAMH
ANIEKTPOCBs3HU (pakcuMuibHas, TenerpadHas, TenedonHas, anekTpoHHas nouta, CI/I).

5.8. B Opranuzanuio [10CTaBiIse€TCS KOPPECHOHIEHIMS B BHJIE IHCEM, IOYTOBBIX
KapTouek, OaHaepoield ¥ TAKeTOB, IM€YAaTHBIX W3JaHWW, Telerpamm, Qakcorpamwm,
Tesne(OHOrpamMM, SJEKTPOHHBIX JOKYMEHTOB U 3JIEKTPOHHBIX KOMHHA JOKYMEHTOB.
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5.9. Ilpuem nmOKymMeHTOB ocyuiectBisiercss JlemonpousBoauteneM. JIOKyMEHTBHI,
NOJIy4eHHbIE PaOOTHUKAMHU OT APYIHMX OpPraHU3alui, TAaKXKe MepenaroTcs Jlenonpon3BOIUTENIO
JUI PErUCTPALUU W/ WU y4yeTa.

5.10. Bece mocrynuBmme B OpraHu3anuio JOKYMEHTHI MOJIEKAT MEPBUYHON 00pabdoTke,
BKJIFOYAIOIIEH

IIPOBEPKY MPABUIBLHOCTU AOCTAaBKU JOKYMEHTOB;

IIPOBEPKY LIEJIOCTHOCTH YIaKOBKH (KOHBEPTOB, IIAKETOB);

BCKpBITHE YNAKOBKM (3a HCKJIOYEHMEM KOHBEPTOB, MAKETOB C MOMETKOM «JIuuHO» 1
rpadamu OrpaHUYEHUs AOCTYIA K JOKYMEHTY);

IIPOBEPKY LIETIOCTHOCTH BXOASIIUX JOKYMEHTOB, BKIHOYasl IPUIIOKEHHUS;

YHUUYTOXKEHHE KOHBEPTOB, IAKETOB UJIM YIIAKOBKH;

IIPOCTaBJIEHUE OTMETKH O NOCTYILUIEHUHU JOKyMeHTa B OpraHu3anuio.

5.11. OmuOOYHO [AOCTaBICHHbIE JOKYMEHTHI IIE€PECBUIAIOTCS [0 HA3HAYEHUIO WU
BO3BpAIlAIOTCSl  OTIPAaBUTENO. J(OKYyMEHTBHI, IOCTYNMBIINE B IOBPEXKIECHHON YIIaKOBKE,
IPOBEPSAIOTCS HA LEJIOCTHOCTD, B TOM YHUCIIE Ha HAIMYUE MEXAaHHUUECKUX MOBPEKICHUH.

[TouToBBIE OTHpaBiCHUs, HECTaHAAPTHBIE TI0 BeCy, pa3Mmepy, Gopme, HMeEIOIHe
HEpOBHOCTH IO OOKaM, 3aKJICCHHbIE JIMIKOW JICHTOM, MMEIOIIMe CTpaHHBIA 3amax, LBeET,
IPEIOJIOKUTEIBHO HMMEIOLUE BIIOXKEHUS, HE XapaKTepHbIE ISl MOYTOBBIX OTIPABIICHUH, HE
BCKpbIBalOTCS. O TMOJY4YEHHUH TMOA03PUTENBHOTO IOYTOBOTO OTIPABIEHUS JOKJIA/IbIBAETCS
PykoBoaurento.

5.12. Ilpu mOCTYIJIEHHMM BXOZSAIIEr0 JIOKYMEHTa B IIOBPEXKICHHOH YIaKOBKe,
NOBPEXACHUU JOKYMEHTa, IPU OTCYTCTBUM B KOHBEpTE (IIaKeTe) NOKYMEHTa, €ro 4acTh WM
HNPUIIOKEHUH K HEMY, a TaKKe MPU OTCYTCTBUM HMOJNMCH Ha BXOASAIIEM JOKYMEHTE COCTaBIISETCS
aKT B JIBYX dK3eMIUIsIpax Ha OyMa)kHOM HOCHUTEJE, OANKUCHIBaeMbIl [le10npon3BOIUTENEM U €Ilie
OJITHUM JTOJDKHOCTHBIM JioM OpraHu3anuu Ha yeMoTpeHue PykoBoauTerns.

OauH HK3eMIUIIp aKTa BMECTE C BXOJSAIIMM JOKYMEHTOM U €ro MpUIOKEHUSIMU
HepeaaeTcss Ha MpPEeBapUTEIbHOE PACCMOTPEHHE M PErMCTPallio, BTOPOM 3K3EMIUIAp aKTa
BBICBUIAETCS OTIPABUTEINIO.

5.13. KoHBepThl, NMakeTbl WM YNAKOBKA COXPAHSAIOTCS W NPUJIArarTcs K BXOIALIMM
JIOKYMEHTaM B CIIy4asx:

€CJIX TOJIBKO II0 HUM MOYKHO YCTaHOBUTH OTIIPABUTEIIS WM JATy OTIIPABICHUS;

€CIIM BXOJSIIMN JOKYMEHT IOCTYNWJI MO3KE YKa3aHHOIO B TEKCTE JOKYMEHTa CpoKa
VICTIOJIHEHUS WJIU 1aThl MEPOTIPUATHS;

1py OOJIBLIIOM PACXOKJIECHUU MEXKY AaTaMU MOANUCAHUS U MTOITYYEHUs JOKYMEHTOB.

[Tocne 3aBepuieHuss paboThl ¢ JOKYMEHTOM KOHBEPT BMECTE C JOKYMEHTOM IOMEIAeTCs
Ha XpaHEeHHE B JIEJI0.

5.14. KouBepTsI (ITakeThl), UMeroIIHe 0TMETKY «JIndanoy» («Privatey), rpudsl orpaHndeHusI
JocTyna K JOKYMEHTaM, COJIEp)KalluM CBEIACHHMs KOH(PUACHLMAIbHOIO XapakTepa, He
BCKPBIBAIOTCS U IEPEAALOTCS:

¢ otMmeTko# «JInaro» («Private») — HermocpeaACTBEHHO ajpecary;

¢ rpuaMu orpaHHUYEHHS JOCTYIA — HEMOCPEACTBEHHO PykoBoauTeNIO.

5.15. Bxopdmue 3JI€KTpOHHBIE JOKYMEHTHI, MOCTYNUBIIME OT IPYTUX OPraHu3alui IO
aneKTpoHHOH moute (mocpencteom CHJI) npuHMMaroTcs Jlenonpon3BoauTeseM.

DNEeKTPOHHBIE JOKYMEHTHI, TOCTYNUBILINE 110 UHGOPMALMOHHO-TEIEKOMMYHUKAIMOHHBIM
KaHaJlaM ¥ TOJMHMCAaHHbIE YCWJIEHHOW KBaJU(HUIMPOBAHHOW MOJMHUCHIO, BKItoyaroTcs B COJI
1ocJie MPOBEPKHU JIEKTPOHHOM MOIMUCH U MOATBEPXKJIEHUS €€ JIeHCTBUTENBHOCTH; 3JIEKTPOHHBIE
JOKYMEHTBI, NOCTYNMBIIME OT APYTUX OPraHU3aluil MO 3JIEKTPOHHOHM I0YTE€ U IOJNUCAHHBIE
YCUJIEHHOW HeKBaJM(UIMPOBAHHON MOANUCHIO WIHM MPOCTOM AJIEKTPOHHOM MOIMHUCHIO, TPOXOIAT
IIPEIBAPUTEIIBHOE paccMOTpeHue U Bkitouarorcs B COJ] mpu HammuuuM MeXAy OpraHU3allvei-
OTTIIPABUTEJIEM W OpraHU3aIMer-TolydaresieM corjlameHuss 00 oOMeHe DIIeKTPOHHBIMHU
JIOKYMEHTaMHU, MONMCAHHBIMU COOTBETCTBYIOLIEH MOAMKCHIO.

5.16. IlepBuuHast  00pa®OTKa  AJNEKTPOHHBIX  JOKYMEHTOB, IOJy4YE€HHBIX IO
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WH()OPMAITMOHHO-TEIEKOMMYHUKAITMOHHBIM KaHaJIaM CBsi3u (dyIeKTpoHHas mouta, COJI, caiT
Opranuzanuu) OT Jpyrux OpraHu3aluil W TIpaxaaH, JODKHA COOTBETCTBOBATh TEXHOJOTUH
paboThI ¢ BXOJSIMIMMH JOKYMEHTAMHU.

5.17. TllepBuunas oO0OpaboTKa JOKYMEHTOB 3aBEpIIACTCA MX pacHpeaeieHUEM
(copTUpOBKOIl) Ha perucTpupyembie W Hepeructpupyembie. K mokymeHTaM, He MOAJIEKAIIUM
pEeTUCTpalMM, OTHOCATCS JOKYMEHTHI, HE TpeOylollue HCIOMHEHUS U HE COJeprKalue
uH(OpMaIINH, UCIIOJIb3YEMOW B CITPaBOUYHBIX IesX (mpuioxenune Ne 17).

5.18.  Perucrpaumsi ~ BXOIAIIMX  JOKYMEHTOB  OCYIIECTBIAETCS  OAMH  pas:
JenonpousBoaurenem, HE3aBUCUMO OT CIIOCO0a UX JOCTaBKH.

JIOKYMEHTBI, IOCTYNAIOUIME U3 APYTUX OpPraHU3alUi HENOCPEICTBEHHO B CTPYKTYPHbIE
nojpaszenenus (paboOTHUKaM), HO TPEOYIOLIHME PACCMOTPEHHUS PYKOBOJCTBA, MEPENAIOTCS IS
PETUCTPALMU U TIPEJBAPUTEIBLHOIO pacCCMOTPEHUs [le10npOn3BOUTEIIO.

5.19. Peructpanus BXOJSMIMX JTOKYMEHTOB OCYILECTBISETCS B J€Hb WX MOCTYIUICHUS WM
Ha ClleAylomuid pabounii NeHb NMPU MOCTYIUIGHWH JTOKYMEHTOB B KOHIIE pabodero THS WIH B
Hepabouee BpeMs.

Perucrpanus oOpaieHuil rpaxaaH OCYIIECTBISETCS B TEYEHHE TpeX OHEH ¢ MOMEHTa
noctymieHuss oOpamenuss (®denepanpupiii 3akoH oT 02.05.2006 Ne 59-®3 «O mnopsake
paccMoTpeHus oOparieHui rpaxaan B Poccutickoit deneparun).

5.20. CBeneHus O MOCTYMUBIIEM JOKYMEHTE BHOCSTCS B AJIEKTPOHHYIO PETUCTPALMOHHYIO
kapTouky (OPK) CDJl wim permcrpalioHHO-y4eTHYIO (GopMy Ha OyMaKHOM HOCHTENE, a
MOCTYMHBIIEMY JOKYMEHTY IPUCBAUBAETCS PETUCTPALIMOHHBIA HOMED.

PerucrpanmoHHblii HOMEp BXOJSIIErO0 JOKYMEHTa COCTOMT W3 IOPSIKOBOrO HOMEpa
JOKYMEHTa B Mpejeniax KaJeHAapHOro rojia, KOTOPBIM MOXET ObITh JOMOJHEH HU(DPOBBIMU HUITU
OyKBEeHHO-ITU(PPOBBIMU KOJIaMU (MHIEKCaMH) IO MCIOJIB3yEeMBIM KilacCH(pHUKaTopaM (Hampumep, B
COOTBETCTBUU C UHJEKCOM JIeJIa [0 HOMEHKJIAType JIe).

5.21. Ha Bcex 3aperucTpupOBAaHHBIX JOKYMEHTaX, 3a MCKJIIOYEHHEM JOKYMEHTOB,
MOCTYNHUBIIUX B (POpME AIIEKTPOHHBIX JOKYMEHTOB, MPOCTABIISIIOTCS OTMETKH O TMOCTYIUICHUH
nokymeHta B OpranHusanuio. B oTMeTrke O NOCTYIUIEHUM JOKyMEHTa (QUKCHUPYIOTCA JaTa
HOCTYIUIEHUsl (IpU HEOOXOAMMOCTH — BpEMs IMOCTYIJIEHHS B YacaX W MUHYTaX) U BXOSIIUI
PEruCTPALIMOHHBIN HOMEDP TOKYMEHTA B COOTBETCTBUU C ITyYHKTOM 2.36 MHCTpyKIIMH.

5.22. JIokyMeHTbI, MOCTYNHBIINE Ha OyMa)KHOM HOCHUTEINle, CKaHMPYIOTCS, JIEKTPOHHAs
Korust TokymeHTa Bkitovaercst B COJ1 u npucoeaunsiercs k OPK nmoxkymenra.

5.23. KoppecnoHJeHIMss Ha MHOCTPAaHHBIX $3bIKaX, aJpecoBaHHas PyKoBOJCTBY
Opranuzanuu, nociae peructpauuu Jlenonpou3BoAuTeNneM MepelaeTcsl COOTBETCTBYIOIEMY
paboTHuky OpraHuzanuMu A TepeBoja M IOocIenyloleil mnepejaud Ha pacCMOTPEHUE
PYKOBOJICTBA.

5.24. IlpenBapurenbHOE€ pacCMOTPEHHME TIPOBOAMUTCA B  LEISIX  PacHpeleICHHUs
nocTtynapmux B OpraHuzaluio TOKYMEHTOB Ha TpeOyromiue o00s3aTeTbHOTO PAaCCMOTPEHHS
PyxoBoacTtBom OpraHu3zanuy 1 HalpaBiIsieMble HEIIOCPEACTBEHHO B CTPYKTYPHBIE MTOAPA3EIICHUS
M pabotHrukaM OpraHu3zanuu.

5.25. llpenBaputenpHOE pPacCMOTPEHHE BXOIALIMX JOKYMEHTOB  OCYIIECTBIISIETCA
JlenonpousBoauTrenem nocie perucTpau JOKyMEHTOB.

[IpenBapuTebHOE pPAacCMOTPEHUE MOXKET NPOBOAUTHCA 1O PETUCTPALMM B CIydyae
MOCTYIVIEHUSI JOKYMEHTOB C OTMETKamH, TPeOYIOUIMMH HE3aMeIJIUTEeIbHOTO PAacCMOTPEHHS U
VCIIOJIHEHUS IOKYMEHTA.

5.26. IlpenBapuTenbHOMY  pPacCCMOTPEHHMIO  TOMJIEKAT  BXOIAIIAE  JOKYMEHTHI,
aapecoBaHHble B Opranu3zanuio u Ha UMs ee PykoBoaurens.

JIOKyMeHTBI, aJpecoBaHHbIE TNOJpa3fefieHusIMU paOOTHHKAM, IMepenalTcs UM 0e3
IIPEJIBAPUTEIBHOTO PACCMOTPEHHUS.

5.27. TlpenBapuTeabHOE PACCMOTPEHHUE OCYIIECTBIAECTCS UCXOS U3 OLIEHKH COJACPKAHUS
BXOJMIIMX JOKYMEHTOB, C Y4Y€TOM YCTaHOBJIeHHoro B OpraHuzanuu pacrpeneaeHus
(byHKIMOHANBHBIX 00s3aHHOCTEN Mexnay PykoBonutenem OpraHuzaliuy, €ro 3aMECTUTENISIMU U
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pabotHrkamu OpraHu3aiui.

5.28. Ilo pe3ynpTaTamM IpeBapUTEILHOIO PACCMOTPEHHUS TOKYMEHTBI paclpeaesaoTcs Ha
JIOKYMEHTOIIOTOKH, HalpaBJIieMble:

Ha paccmorpenue PykoBoaurenss OpraHu3anuu (JOKYMEHTHI, IIOCTYNAIOIIME U3 OPraHOB
roCyJapCTBEHHON BJIACTH, OPraHOB MECTHOIO CaMOYIIPaBJIEHMs, JOKYMEHTbI IO Hauboiee
Ba)XHBIM U PUHIUIHAIBHBIM BOIPOCAM JEATEIbHOCTH OPTaHU3AIIH);

Ha paccMOTpeHue 3amectuteneil PykoBoauTens (HOKYMEHTHI 110 HaIlpaBICHUIM
JeSITeIbHOCTH, KYPUPYEMBIX COOTBETCTBYIOIIUMH 3aMECTHTEIISIMHI);

Ha pacCMOTPEHHE NIE/1aroros;

Ha paCCMOTPEHHE U HCIIOJHEHHE PAOOTHUKAMHU 10 HAIIPABICHUSM UX JCSITEIbHOCTH.

5.29. Tlo 3aBeplieHMM MPEABAPUTEIBHOIO PACCMOTPEHUS JOKYMEHTBHI II€pEelaroTCs
COOTBETCTBYIOIIMM JOJDKHOCTHBIM JIMLIAM UL PACCMOTPEHUS U BBIHECEHHUS PE30JIOLUI
(YKa3aHU 110 UCTIOJTHEHHUIO ).

5.30. PaccMmoTpeHue JTOKYMEHTOB JOJDKHOCTHBIM JIMIIOM OCYIIECTBJSIETCS B JICHb
nepefayd eMy JAOKYMEHTOB MJIM Ha CIEIYyIOLMi pabouuil JeHb, eciau JOKYMEHThl IepeiaHbl B
KOHIIE paboyero JHs.

JIOKyMEHTBI, TpeOyrolue CpPOYHOI'O pPAcCMOTPEHMs, a TakKe TeJIerpaMMbl U
TeneQOHOrpaMMbl PaCCMATPUBAIOTCS HE3aMEJIUTEIBHO.

5.31. PesynpTarhl paccMOTpeHUs JokyMeHTa PykoBoautesnem OpraHuzanuu, €ro
3aMecTUTeNsIMU, paboTHMKaMu Opranu3anuu opopMIIIOTCS B BUJIE PE3OJIIOLIMN B COOTBETCTBUH C
nyHkToMm 2.43 MHCTpyKLIMH.

5.32. CBeneHus 0 pe30JIOLMHU (MCIIOJIHUTEND, COACPKAHUE OPYUYEHHS], CPOK MCIIOIHEHNUS)
HenonpousoaureneM BHocsaTca B OPK C3O/I, mocne 4yero MCMOMHUTENM MOIY4arOT JOCTYI K
AIIEKTPOHHOMY JOKYMEHTY WJIM 3JEKTPOHHOM KOIMHU JOKYMEHTA, €CJIM AOKYMEHT IOCTYIUJ Ha
OyMa)KHOM HOCHUTEJIE.

5.33. JIoKyMeHTBI, IMOCTYyMAIKe Ha OyMa)XHOM HOCHTENE, TOCIEe HX PETUCTPAIHH,
BKItoyeHuss B COJ[ B BuJe 3J1EKTPOHHBIX KONMUH M PAacCMOTPEHUs] PyKOBOACTBOM IE€pENaOTCs
COOTBETCTBYIOIIUM JIOJUKHOCTHBIM JIMI[aM Ha HWCIOJIHEHHWE WJIM TOMEIAITCd B JEN0
Jlenonpoun3BoauTeNeM B COOTBETCTBIH ¢ HOMEHKIaTypoi aen Opranuzaium.

Jia gukcanuu ¢dakra mnepeayd BXOAAIIUX JOKYMEHTOB M HMX KOMUH Ha OyMaKHOM
HOCHUTEJIE MOTYT HCIOJIb30BATHCS JKYPHAIIBI (PEECTpPhl) Iepeiau JOKYMEHTOB.

5.34. Tlpu OymMa)kHOM JOKYMEHTOOOOpOTE MOUIMHHUKH BXOJSAUINX JTOKYMEHTOB, B CiIydae
Ha3HAuYEHUs HECKOJIBKUX MCIIOJHUTENEH MepejatoTcs OTBETCTBEHHOMY UCTIOJHUTEINIO, OCTAaIbHBIM
ucnogHuTeNnsIM Jlenonpon3BoAUTENb epeaeT KOUU JOKYMEHTa.

5.35. Ucxonsmue AOKYMEHTHI, 3aBU3UPOBAHHBIE BCEMU 3aWHTEPECOBAHHBIMHU JIMLAMH U
NOJNKCaHHble PyKOBOIWTENEM WM WHBIM YIOJHOMOYEHHBIM WM JIMIIOM, PErHCTPHPYIOTCS
Jenonpoussoaurenem OpraHuzanuu.

5.36. Perucrpanust UCXOASIIUX JOKYMEHTOB OCYIIECTBIISIETCS B JI€Hb MOJANUCAHMS WM Ha
CIIeAYIOIMNA pabouYmii eHb, €CIM JOKYMEHTH ObLIN IMOANUCAHBI B KOHIIE pabodero JHsA WU B
Hepabouee BpeMs.

5.37. Ilepen peructpauueil UCXOASAIIMX JOKYMEHTOB J[enompon3BOIUTEND INPOBEPSET
MPAaBUJIBHOCTh O(POPMIIEHUS TOKYMEHTOB (B TOM YHCII€ HAJUYME MOAMHUCEH, BU3, MPABUIBHOCTD
HalMCaHUs aJ[pecoB), a TAKXKE YKa3aHHbBIX B UCXOMALINX JOKYMEHTaX MPUIOKEHUH, COOTBETCTBHE
KOJIMYECTBA SK3EMIUISIPOB KOJIMYECTBY aJpEcaToB MO yKa3aTeNI0 PACChUIKH, HATMYUE OTMETKHU 00
VCIIOJIHUTEIIE.

5.38. Ilpu peructpanmu ucxoxsmero nucbmMa B COJl cBemeHuss 00 OTIpaBiIsieMOM
nokymente ¢pukcupyrotres B OPK, K KOTopoil npukperisieTcst 31eKTpOHHAast KOMUS OTHPaBIsIeMOTro
JIOKYMEHTA.

Ecnmu OPK Obuta cozmana B COJ] mpu mOAroToBKE NPOEKTa JOKYMEHTa, TO IpH
PETUCTpAllMM UCXOMSIIEro JOKYMEHTa B Hee J00aBISIOTCS CBEIEHUS O PErucTpalliOHHOM
HOMeEpe, J1aTe pEerucTpaluu 1 Ipyrue cBeJeHusI 00 UCXOASIIEM JOKYMEHTE.

5.39. PerucrtpanioHHBI HOMEpP HMCXOMSIIErO JTOKYMEHTa JOJDKEH COCTOSATH M3 KOJOB
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(MHIEKCOB) B COOTBETCTBUU C IPHUMEHSEMBIMHM KJacCH(UKAaTOpaMH M TOPSIKOBOTO HOMEpa
JIOKYMEHTA B IIPeJiesiax KaJIeHIapHOro roja.

Jlara perucrpanuu ¥ PETUCTPALMOHHBIA HOMEDP IPOCTABIAIOTCA HA OTIPABIIAEMOM
JIOKYMEHTE, a TaK)K€ Ha KOMHMM HCXOJAIIET0 JOKYMEHTA, OCTAlOUIEeHcs B Jiele, B COOTBETCTBUU C
nyaktamu 2.35, 2.36 UHCTpyKIHH.

5.40. Ucxopsmuii 1OKyMeHT, noanucaHHblii PykoBogutenemM OpraHu3aluy Wi HHBIM
YIIOJTHOMOYEHHBIM UM JOJDKHOCTHBIM JIMLIOM, II€PENAETCs Ha OTIPABKY, KONHMs JOKYMEHTA Ha
OyMa)KHOM HOCHUTEJIE C BU3aMU IIOMEIIAETCS B JIEJI0 B COOTBETCTBUM C HOMEHKJIATYPOH JI€.

ONEKTPOHHBIE OKYMEHTHI IOCJIE€ MX IMOANUCAHUS JIEKTPOHHOW IOANUCBIO M OTIPABKU
aapecary xpaHsatcs B 6a3e nanuasix CO/I.

5.41. B 3aBUCMMOCTM OT COACpXaHUS M CPOYHOCTH JIOKYMEHTBI, OTIIPaBIISIEMbIE U3
Opranu3anuu, AOCTAaBISIOTCS ajApecaraM CpeACTBAMU IIOYTOBOHM, (elbIberepcKoi CBS3H,
CICLCBA3H, KypbEPOM, 3KCIIPECC-TIOYTOM, a TaKXKe IIEPENaloTCsd IO KaHajlaM 3JIEKTPOCBA3H
(paxcumunbHas cBs3b, Tenerpad, TtenedoH, dnmekTpoHHas moura, CDOJ] (B cmywae ee
HCITOJIB30BaHUA)).

O6paboTka KOPPECHOHACHIIMM IS OTIPAaBKH TMOYTOBOM CBS3BIO OCYIIECTBIISICTCS B
cooTBeTcTBUM C [IpaBuinamu oka3aHusl yCiIyT IOUYTOBOM CBA3H.

5.42. JIoKyMEHTbI, HE HUMEIOLIUE aJPECHOM YacTH, MPUHUMAIOTCS Ha OTIPABKY C
COINPOBOJUTEIILHBIMHU IUCbMaMU.

HenpaBuinbHo ohopMIIeHHBIE JOKYMEHTBHI U KOPPECIOHCHIINS HECTY)KEOHOTO XapakTepa
K OTIPaBKE HE MPUHUMAIOTCS U BO3BPAIIAIOTCS] UCIIOJIHUTENIO.

JIOKYMEHTBI, TIOJIIEKaIIe OTIPABKE, TOJKHBI 00padaThIBaTHCS U OTHPABIATHCS B JEHb UX
HOJIMCAHUS M PETUCTPALIMY WK Ha CIIEeAYIOLUi pabouuil 1eHs.

5.43. Jlochuika wWiM 3aMeHa paHee OTIPABICHHOIO JOKYMEHTa OCYILIECTBIISIETCS IO
YKa3aHHUIO JIMLA, TOANNCABIIETO TOKYMEHT.

5.44. IlpoxoxaeHre BHYTPEHHUX JOKYMEHTOB Ha 3Tamax MX HOJIrOTOBKU U O(POpPMIIECHUS
JOJDKHO COOTBETCTBOBATh NMPOXOXKICHUIO MCXOISIIUX AOKYMEHTOB, a HA 3Tale HCIOJIHEHHS —
BXOJIALINX JOKYMEHTOB.

5.45. IIpoexTsl pacnoOpsAIUTENBHBIX JOKYMEHTOB (IIPUKA30B), IOATOTOBICHHBIX JUIS
MOJIMUCAHUS, TIOCTEe MOJATOTOBKM M COTJIACOBAaHUS C 3aMHTEPECOBAHHBIMU JIMIIAMU IE€PENAIOTCS
Jlenonpon3BOAUTEINIO [l IPOBEPKU MPABUIBHOCTU UX O(OPMIICHHUS.

5.46. IlpaBunbHO oOGOpMIIEHHBIE TPHUKA3bl MEPEAaroTCs Ha TOINKHCH PyKoBOIWTEINO
Opranuzanuy Wiv HHOMY YIIOJIHOMOYEHHOMY UM JIUILY.

5.47. [lloanucaHHble TpHUKa3bl IO OCHOBHOM  JESTENBHOCTH  PETUCTPUPYIOTCS
[enonpousBoaurenem.

[loaroroBka mnpuKa3zoB MO JMYHOMY COCTaBy K IMOANUCaHUIO PykoBoguteneM M HX
perucTpanms OCyIecTBISIOTCS KaApOBOH ciyx00ii.

[IpukazaMm 1Mo OCHOBHOH A€ATEIbHOCTH, MO JIMYHOMY COCTaBYy (KaJpOBBIM NpPHUKa3aM), IO
a/IMUHUCTPATUBHO-XO35IICTBEHHON JEATEIbHOCTH TNPUCBAMBAIOTCS IOPAIAKOBbIE HOMepa (1o
Ka)KJOW TpyIIe MPUKa3oB OTIEIbHO) B Ipeaenax KajeHaapHoro roja. Ilpukaszam mo JBUKEHHIO
y4aluxcsi MpUCBauBaETCsl MOPSAKOBBIM HOMep B mpenenax ydeOHoro rona (myHKT 49 Ilpauin).
[TopsinkoBbIi HOMEpP NOKYMEHTa MOXET JOMOJHATHCA OYKBEHHBIM WM HUGPOBBIM HHIEKCOM,
0003HaYaIOIIKUM MPUHAUIEKHOCT TOKYMEHTa COOTBETCTBYIOIIEH IpyIIe JOKYMEHTOB.

CBeneHust 0 perucTpupyeMbIx Mpukazax BHOcATCS B COJl WM B MHBIE PErUCTPAIMOHHO-
yueTHbIe (OpPMBI Ha OYMakHOM HOCHTEJE MU B JIEKTPOHHON (hopMe B COOTBETCTBUU C ITYHKTOM
5.54 UncTpyKuuu.

5.48. TlojyIMHHUKK TpPHUKAa30B MO MECTYy MX perucTpanuu GopMHpYIOTCs B Jela B
COOTBETCTBUM C HOMEHKJIAaTypod pen OpraHu3anud B COOTBETCTBUH € IyHKTOM 8.20
HNHcTpyknuu.

Konuu mpuka3zoB paccbulaloTCs HMCIOIHUTENSIM U WHBIM 3aUHTEPECOBAHHBIM JIMIIAM B
AIIEKTPOHHOM (hopMe MM Ha OyMaKHOM HOCHUTEJIE B COOTBETCTBUU C YKa3aTeJIeM PAaCChUIKH.

Konuu mpuka3os, pacceliiaeMble Ha OYMa)KHOM HOCHTEJIE, 3aBEPAIOTCS B COOTBETCTBUU C
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nyHkToMm 2.51 UHCTpyKIIUU.

5.49. IIporokosbl 3acelaHui, COBELIAHHWI, NMPOBOJUMBIX PYKOBOJACTBOM OpraHuzanu,
pPErucTpUpyrOTCs J{ea0npon3BoIUTENEM.

[IpoTokonbl 3acenanuii, COBEIIAHUN, MPOBOAMMBIX KOJJIETHAIBHBIMU (COBELIATEIIHLHBIMH )
OpraHaMM, KOMHUCCHUSIMH PETUCTPUPYIOTCS JODKHOCTHBIMU JIMIIAMHM, OTBETCTBEHHBIMU 3a
OpraHM3alI0 U IPOBEJCHNE MeponpuaTusi. Konuu Takux MpOTOKOJIOB TOTOBSATCS K PacChUIKE U
paccbuIaloTCsl JAODKHOCTHBIMU JIMIIAMHM, OTBETCTBEHHBIMHM 33 OPTraHU3allMI0 U IPOBEJICHUE
MEPOIPUSITHUSL.

5.50. IlpoTokonam mpucCBauBalOTCA MOPSAIKOBbIE HOMEpPA B Mpejenax KaJleHIapHOTo rojaa
WM nepuoja paboTel KOMHUCCHU (COBETa, BPEMEHHOH paboyell TPYMIbI) MO KaXKIOH Tpyrie
MPOTOKOJIOB OTJEJIBHO.

5.51. TlogMHHUKY MPOTOKOJIOB MO MECTy WX perucrpanuu (GOpMHpPYIOTCS B Jeia IO
HOMEHKJIaType eyt Opranu3anuu B COOTBETCTBUU ¢ IyHKTOM 8.20 MHCTpyKIUU.

5.52. Tlpu Bxirouenuun B COJI (B cilyuae €€ MCHOJIb30BAHUS) BXOASIIUX JOKYMEHTOB, HX
perucTpanuu, paccMoTpeHuun u ucnonHeHun B OPK BHocsTcs cremyromue CBEACHUS O
JIOKYMEHTE:!

a) HAMMEHOBaHKE OpraHU3aluu (KOPPECIIOHICHTA);

0) aagpecar;

B) HAIMEHOBaHUE BUJA IOKYMEHTA;

I) JaTa MOCTYIHUBLIETO 10KYMEHTA;

1) PETUCTPALIMOHHBIA HOMEp MOCTYMHUBIIETO JOKYMEHTA;

€) JOJDKHOCTB, (paMUITHs M MHUITUAIIBI JIUIIA, TTOAMMCABIIETO TIOKYMEHT;

) JaTa MOCTYIUICHHSI TOKYMEHTa;

3) BXOJSLINI perucTpaliOHHbI HOMED;

1) 3ar0JIOBOK K TEKCTY (KpaTKOe cofiepKaHhe TOKYMEHTA);

K) KOJIMUECTBO JIUCTOB OCHOBHOT'O JIOKYMEHTA;

J) OTMETKa O MPUJIOKEHUH (KOJIMYECTBO MPHIOKEHUH, o0Illee KOJIUYECTBO JIUCTOB
MPUIOKEHUN);

M) CBEIEHHS O CBS3aHHBIX JOKYMEHTaX (HauMEHOBaHHE BHUJA JOKyMEHTa, Jara,
perucTpaloHHbI HOMEp, THUII CBSI3H);

H) pe3oouusi (MCMOJHUTENb (MCIOJHUTENN), MOPYyYEHHE, JOHKHOCTHOE JIMIIO, JaBlee
MOpy4YeHue, J1aTa);

0) CPOK MCIIOJTHEHMS JJOKYMEHTA;

1) UHJEKC Jiejia 0 HOMEHKIIAType e,

P) CBE/IEHUS O Iepeasipecaliul JOKYMEeHTa;

C) OTMETKa O KOHTPOJIE;

T) Tpud OrpaHUUYEHUS IOCTYIA K JOKYMEHTY;

y) cBeieHUs1 00 JIEKTPOHHOM MOITUCH;

&) pe3ynpTaT NPOBEPKH AIEKTPOHHOM noanucu (Bkaovatorcs B CO/1, ecnu nmocTynuBIIMN
JIOKYMEHT MOJIIHCaH YCUJIEHHOH 3JIeKTPOHHOM MOANHUCHIO).

5.53. Tlpu Bxmouenun B COJ[ (B ciaydae ee MCIIOJIB30BAaHM) UCXOAALIMX JTOKYMEHTOB B
OPK BHOcATCS cieayronme cBeAeHU 0 JOKYMEHTE:

a) aJgpecar;

0) TOJDKHOCTH, haMUJTUsI U MHUITAAJIBI JIUTIA, TIOIIHACABIIETO TOKYMEHT;

B) HAMMEHOBAHHE BUA IOKYMEHTA;

T) 1aTa JOKyMEHTa;

1) PETUCTPALIMOHHBIA HOMEP TOKYMEHTA;

€) 3aroJIOBOK K TEKCTY (KpaTKoe Co/epKaHue JOKYMEHTA),

) CBEJIEHHUS O CBS3aHHBIX JOKYMEHTaX (HAaMMEHOBaHUE BHAA JOKYMEHTa, /ara,
PErUCTPaLlMOHHBIA HOMEp, THII CBSI3H);

3) KOJIMYECTBO JIUCTOB OCHOBHOT'O JIOKYMEHTA;

1) UHJEKC JieJla I0 HOMEHKJIAType Jed;
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K) OTMETKa O TNPWIOKECHHH (KOJWYECTBO TMPUIIOKEHHH, 00IIee KOJWYECTBO JIMCTOB
IPUIIOKEHUN);

1) rpud OrpaHUYEHUS JOCTYIA K IOKYMEHTY;

M) nojipasiesieHue (JI0JHKHOCTHOE JIMIIO0) - OTBETCTBEHHBIN UCTIOTHUTENb IOKYMEHTA;

H) cBelleHus1 00 ANEKTPOHHOU MOIIHUCH.

5.54. Ilpu Bximouennun B COJ] (B cilyyae ee MCIOIb30BAHMS) BHYTPEHHUX JOKYMEHTOB B
OPK BHOCATCS CleAyroIue CBEACHHUS O JOKyMEHTEe (CocTaB cBeaeHHi, BHOCUMBIX B COJl mpu
PErUCTPALMK BHYTPEHHUX JOKYMEHTOB, 3aBUCUT OT BUJA PETUCTPUPYEMOIO JOKYMEHTA):

a) HAaMMEHOBAHME MOJpa3JeyieHus (JOJKHOCTH PAOOTHHMKA), MOJITOTOBUBIIETO IMPOEKT
JIOKYMEHTA;

0) HaMMEHOBaHMUE BUJIA JOKYMCHTA,

B) JlaTa IOKYMEHTA;

') pETUCTPALIMOHHBIA HOMEP TOKYMEHTA;

1) JOJDKHOCTB, (paMUiIMs M MHULIMAIIBI JIMIIA, TIOATHCABIIErO TOKYMEHT;

€) CBEICHHS O CBSI3aHHBIX JIOKYMEHTax (HAaUMEHOBaHME BHUJA JOKyMEHTa, [aTa,
perucTpaloHHbI HOMEp, THUII CBSI3H);

) 3aroJIOBOK K TEKCTY (KpaTKoe cojep KaHue JOKYMEHTA);

3) OTMETKa O TPUIOKEHUH (KOJMYECTBO MPUIOKCHHH, O0OIIee KOJUYEeCTBO JIMCTOB
MIPUIIOKEHU );

1) UHJIEKC JIeJ1a IO HOMEHKJIAaType Jell;

K) yKa3aHUs 10 UCIIOJIHEHUIO JOKYMEHTa (MCIOIHUTEINb, TOPYUYEHUE, 1aTa UCTIOTHEHNUS);

J1) OTMETKA O KOHTPOJIE;

M) rpu¢ OrpaHUYeHHs TOCTyNa K JOKYMEHTY;

H) nojpaszfesieHue (JOHKHOCTHOE JIMIO) — MCIOJIHUTENb (OTBETCTBEHHBIN HMCIOJHUTEID)
JIOKYMEHTA.

JIOTIOJIHUTENBHO K YKa3aHHBIM CBEJCHHUSM O BXOJSIIMX, HCXOIALIMX WU BHYTPEHHHUX
nokymenTtax B OPK COJl MOryT BHOCUTBCSI HHBIE CBEJICHUS.

5.55. Yuer konuvecTtBa JOKYMEHTOB, IMOCTYNHUBIIMX, CO3JIaHHBIX, OTIPABICHHBIX 3a
OIPECIIEHHBIN NEPHOJl BPEMEHH, MOKET IPOBOAUTHCA 10 OpraHu3alnyy B LEJIOM, IO OTAEIbHBIM
nojpaszzeneHusM (pabOTHHKaM), IO TIpynmnaM JOKYMEHTOB, KOPPECIOHAEHTaM, JEHCTBHIM,
NPOM3BEACHHBIM C TOKYMEHTAMH, U JPYTrUM MapaMeTpaM, HEOOXOIUMBIM JUIsl aHAJIn3a paboThl €
JIOKYMEHTaMHU B II€JIIX €€ COBEPIICHCTBOBAHMUSI.

5.56. Ilpu ydyere o6beMa JOKYMEHTOOOOPOTA IMOJICUYUTHIBAETCS KOJIUYECTBO JOKYMEHTOB
BBIIEJICHHOW TpYMNIbl. Y4YeT KOJIMYecTBa JOKYMEHTOB MpoBOAWUTCA 1O jAaHHbM CO/I,
PETUCTPAIIMOHHO-YUETHBIX )KYPHAJIOB U KAPTOTEK.

5.57. 3a enuHuIy yyeTa KOJIMYECTBA JIOKYMEHTOB TPUHUMAETCS €IWHCTBEHHBIH
SK3EMIUIAp JOKYMEHTA: MOJUIMHHUK WM KOMus (€cou KOMMS — EIUHCTBEHHBIH SK3eMIUISIp
nokymeHTta B OpraHusanuu, HampuMep, KONHMS HCXOJAILIero IucbMa) 0e3 ydera KONUM,
CO3/1aBacMbIX MpH Me4yaTH U KONMPOBAHWHU (TUpaXKUpoBaHWM). Komuu [OKyMEHTOB MpH
HEO0OXOJUMOCTH aHAJIN3a YUUTHIBAIOTCS OTIEINIBHO.

5.58. Pesynprartel yueta oObeMa JOKyMeHTOOOOpoTa B OpraHuszalMu €XerogHo
o0obmarorcs Jlenonpon3BoAUTENEM U MPEICTABISIIOTCS PYKOBOJICTBY B BUJE OT4YeTa 00 oObeme
JIOKYMEHTO000pOTa 3a ro/I.

VI. KoHTpoJIb HCIIOJTHEHHS TOKYMEHTOB (IOpy4eHMit)

6.1. KoHTpoJdb HCHOJHEHUS JOKyMEHTOB (TMOpydeHHuil) Bemercs B LEIIX HX
CBOEBPEMEHHOTO M KaUeCTBEHHOT'0 MCIIOHEHHUS.

6.2. KoHTpOJIb UCIIOTHEHUSI JOKYMEHTOB (IOPYUYEHUI) BEETCA:

PykoBonuTeneM WIM WHBIM JIOJDKHOCTHBIM JMIIOM OpraHusaldd — HCIOJHEHUs
JIOKYMEHTOB (ITOpY4€HUI) TIO CYIIECTBY;

Henonpouzoaurenem OpraHu3anii — CPOKOB UCIIOJHEHUS TIOKYMEHTOB (TIOPYUYEHM).
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Jlenonpon3BOAUTENEM LICHTPAIU30BAHHOMY KOHTPOJIIO IOJUIEKAT 3apETUCTPUPOBAHHBIC
JIOKYMEHTBI ¢ OTMETKON 0 KOHTpoJe («KOHTpoib»), IpOCTaBIsIEMON B COOTBETCTBUU C ITYHKTOM
2.54 HCTpYKIIUH.

6.3. PacniopsiiurenbHble JOKYMEHTBI, TPOTOKOJIBI 3aceJaHUN (COBEILIAHUI), COJEpKaIIre
IOPYYEHUSI C KOHKPETHBIMM CPOKAMH MCIIOJIHEHMsI, CTaBSATCS Ha KOHTPOJb II0 KaKIOMY
[OPYUYEHUIO OTJIEIBHO.

6.4. KOHTpOJIb CPOKOB MCIIOJHEHUS IOKYMEHTOB (TIOPYYCHHUI ) BKIIFOYAET B CEOSI:

MMOCTAaHOBKY JIOKYMEHTOB (IIOPYYEHUI) HA KOHTPOJIb;

IIPOBEPKY CBOEBPEMEHHOCTH JIOBEJICHHS JOKYMEHTOB (IIOPYUYEHHI) 10 UCIIOJHUTENEH;

[IPEIBAPUTENIBHYI0 TMPOBEPKY U  PEryJIMpOBaHUE XOJa MCIOIHEHHUS JOKYMEHTOB
(mopy4enwii);

CHSITHE C KOHTPOJISI JOKYyMEHTOB (TIOPY4YEHUI);

yueT, 00001IeHHEe U aHAJIW3 Pe3y/IbTaTOB X0/1a UCIIOJIHEHUS JOKYMEHTOB (IIOpY4YEHuUi);

uHpopmMHupoBaHue PykoBoauTeNs O XOJ€ HCIOJHEHUS JOKYMEHTOB (NOPYYEHHH) H
COCTOSIHUY MCIIOJIHUTEIbCKOW TUCIUIUINHBI.

6.5. Cpoky UCIIOJTHEHUS! IOKYMEHTOB (MIOPYYEHHI ) HCUUCIISIOTCS B KaJICHAAPHBIX JTHSX.

Ecnu nmocneauuii JeHb CpoKa MCIOJHEHUsS JOKyMeHTa (MOpY4eHHUs) NPUXOAUTCS Ha
Hepabouuil JeHb, TO JOKYMEHT IIOJJICKUT WCIIOTHCHHUIO B ONVDKAWIIUN CIICIYIOMUNA 32 HUM
pabounii J1eHb.

Jlata wucromHeHus: nokyMmeHTa (mopydenusi) ¢uxcupyercss B DOPK CDOJ] wnm wuHOM
PErUuCTpallMOHHO-YYEeTHOM (opMe, HCIONB3YeMOM Ui OTCIC)KHUBAHUS CPOKOB HCIOJIHEHUS
JIOKYMEHTA (TIOpY4YEHHUs).

Cpoku UCHIOJTHEHUS JOKYMEHTOB (IIOpY4YeHHUi) ycTaHaBiIMBaoTcs PykoBoaurenem, ncxonas
U3 CpOKa, YCTAHOBIECHHOIO OpraHU3alMeil, HalpaBHUBIIEW JOKYMEHT, WIH CPOKOB,
YCTaHOBJICHHBIX 3aKOHOJATeNbCTBOM Pocculickoit denepannn.

6.6. JlokyMeHTHI (ITOpyY€HHUs1) TOIEKAT UCIIOIHEHUIO B CIEAYIOIINE CPOKH:

C KOHKPETHOM 1aTOM UCIIOJHEHUS — B YKa3aHHBIN CPOK;

0e3 yka3aHUsi KOHKPETHOM JaThl MCIIOJIHEHMS, MMEIOLIME B TEKCTE€ IMOMETKY «BEChMa
CPOYHO» — B TE€UYEHHE OJHOIO JHS, «CPOYHO» — B 3-IHEBHBIM CpOK; «omepaTuBHO» — B 10-
JTHEBHBIN CPOK; OCTAJIbHBIE — B CPOK He Oosee 30 qHei;

I10 MMApJIAMEHTCKHUM 3alpocaM — He MO3JHee UeM uepe3 15 nHel co JHS NOoIydYeHMS;

no 3amnpocam uineHoB Cosera ®enepauuu, npenyraroB locynapcTBeHHOR —JIymbl
(IemyTaTckomy 3aIpocy) He no3jaHee yem yepes 30 aHel co 1HS HOoTy4eHus.

10 MEXBEJIOMCTBEHHBIM 3aIIpOcaM O MPEJICTaBICHUH JTOKYMEHTOB M (WJn) HH(OpMalLUU B
LENAX TPeAOCTaBICHHUs TOCYAAPCTBEHHBIX U MYHULMIAIBHBIX YCIYr — 5 pabouux aHel co JIHS
MIOJIy4EeHHS 3aIIpoca, €CIIM 3aKOHOJMaTenbCcTBOM Poccuiickon denepanuy HE yCTAaHOBIIEH WHOM
CPOK;

1o oOpareHusiM rpaxxaad — 30 1Hel co JHS perucTpanuu.

6.7. IlpuOCTaHOBUTH MCIIOJHEHHE KOHTPOJBHOTO JOKYMEHTa (TMOpydeHHus), a TakKxke
OTMEHUTh €ro MOXET pPYKOBOJUTENb, MOJNUCABIIMNA JOKYMEHT WM JaBIIUN IMOpY4YEeHHE
(ykazanue).

6.8. B 1mensix CBOEBPEMEHHOIO UCIOJHEHHUsS JIOKYMEHTOB, MOpY4YeHHHl (yka3zaHuil),
MIOCTABJIEHHBIX HAa KOHTPOJb, Jlenonpon3BoauTeNs NPOBEPSET CBOEBPEMEHHOCTH JOBEICHUS
JIOKYMEHTA (TIOpYYEeHHsI) 1O UCIIOJIHUTEISL.

6.9. Ecin cpok HCIOJIHEHUSI TOKyMEHTa (IIOPYYEHHMsI) MPEBBIAET OJUH MECSI, B LEIAX
o0ecrie4eHHUss  CBOEBPEMEHHOTO  HWCIOJHEHWS  JOKyMeHTa  (IOpydeHHus))  MPOBOIUTCS
OpeBapUTEeNbHBIA  KOHTPOJIb W HAllOMUHAHHMS HCIOJHUTENSIM O TNPUOIMKEHUH CPOKOB
WCITOJTHEHUS JOKYMEHTOB (TTOPYYEHUH ).

6.10. IIpenBapuTEnbHBIN KOHTPOJIb OCYLIECTBIISIETCS B CIEIYIOIIEM MTOPSIKE:

JIOKYMEHTOB (ITOpY4EHUI) TIOCTIEAYIONIHNX JIET — HE PeXe OJHOTO pasa B IoJl;

JIOKYMEHTOB (TMIOpYYEeHHIT) MOCIEYIOMUX MECSIEB TEKYILEro rojia — He Peke OJHOr0 pas3a
B MECHI];
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JOKYMEHTOB (IMOPYYEHHUN) TEKYIIero Mecsla — 3a S5 JHEW 10 HMCTEYECHHS CpoKa
VCIIOJTHEHMUSI.

6.11. HanmoMuHaHue UCHOJHUTENIAM O NPUOIMKEHUU CPOKOB HCIOJHEHHS JOKYMEHTOB
(mopy4eHHi) MOKET OCYIIECTBIATHCS B aBTOMAaTHYECKOM peskuMe nocpeactsom COJI.

Hanomunanusi OTBETCTBEHHBIM HCHOJIHHUTENSAM, a Takke HHQOpMAaIus 00 HCIOJIHEHUU
JTIOKYMEHTOB (MTOpYy4YEHUi), IollydeHHasi OT ucnonuutene, pukcupyrorcs B OPK COJ1 winm uHBIX
PETrUCTPALIMOHHO-YUETHBIX (DOpMax, HCHOIB3YEMbIX MJIsi KOHTPOJIS MCIOJHEHUS JOKYMEHTOB
(mopy4enuii).

6.12. Ilpu HEOOXOAMMOCTH HM3MEHEHHS CpOKa HCIIOJHCHHS JIOKyMEHTa (IOpYy4YeHUs)
OTBETCTBEHHBIM MCIOJIHUTENb 0053aH MPEACTAaBUTh HA UMS PYKOBOJUTENS, JABILIETO MOpyYEHUE,
o0ocHOBaHUE (CIYKEOHYIO 3alKCKy) O MPOJUICHUHM CPOKa C YKa3aHHEM HpPUYUH MPOJUICHUS U
JIaThl UCTIOJTHEHMSL.

O6ocHOBaHMe TPOJIEHUS CPOKa MCIOJHEHUS JOKyMEHTa (TOpy4YeHHs) IOHKHO OBITh
HAIPaBJIEHO COOTBETCTBYIOLEMY PYKOBOAMTENIO HE IO3]IHEE, YEM I10 UCTEYEHHUH JIBYX TPETHUX
CPOKa UCIOJHEHUS JOKYMEHTa (IOpyUYeHus).

OO0 U3MeHEeHUH CpOKa UCIOJHEHUS JOKYMEHTa (MIOpY4YeHHs) OTBETCTBEHHBIN UCIIOIHUTEID
uHpopmupyet [enonpousBoaurens (aIOrMUYHbIM 00pa30M MOTYT OBITh BHECEHBI U3MEHEHUS B
COCTaB HUCHOJHHUTENEW JOKyMeHTa (TmopydeHus)) ¢ 00s3aTenbHBIM  MHPOPMHPOBAHUEM
JenonpousBoaurens).

6.13. JlokymeHT (IOpy4YeHHE) CUUTACTCS HCIOJHEHHBIM, €CJIM TPHUHATHI PEIICHHS II0
MOCTaBJICHHBIM BOMPOCAM, MOJATOTOBIIEHBI COOTBETCTBYIOIINE JTOKYMEHTHI, HallpaBJieHa CIpaBKa
00 HCIIOJIHEHUHU B COOTBETCTBYIOLIME OPTaHbl BIacTU (OpraHU3aluy) WIK JaH OTBET 10 CYLIECTBY
3aMHTEPECOBAHHBIM JIUIIAM.

Pemenne 00 wHcCHONHEHWHM JOKyMEHTa (MOpPY4YEeHMs]) MPUHUMAET PYKOBOJIUTEID,
MOCTAaBUBIIUKA JIOKYyMEHT (IIOpy4eHHE) Ha KOHTPOJIb, C O0s3aTeldbHBIM HH(POPMHpPOBAHUEM
Henonpoussoaurens Opranuzanuu.

Ha ucnonHeHHOM TOKyMEHTE MPOCTaBISIETCS OTMETKA O HAIlpaBJICHUU JOKYMEHTA B JEIO
B COOTBETCTBUHU C IMyHKTOM 2.55 MHCTpyKIIMK, cBeieHns 00 NCIIOJTHEHUH IOKYMEHTa (TIOpyUYeHUs)
BHocATcs B OPK CDJl wim HHYIO PerucTpalioOHHO-Y4ETHYI0 (GOpMYy, HCHOIb3YyeMYIO s
KOHTPOJISI UCTIOJIHEHUS.

6.14. JlokyMeHTHI (MOpyUYeHHUsI), HE CHATBIE C KOHTPOJIS, @ TAKXKE IOKYMEHTHI (TIOpydeHus),
CPOK HCIIOJIHEHUSI KOTOPBIX HE MPOJUIEH, CYUTAIOTCS HEUCIIOTHEHHBIMHU.

6.15. JlenompousBoautens OpraHuzanuy aHAJIU3UPYET COCTOSHHUE U PE3YNbTaThl
VCIIOJTHEHUS IOKYMEHTOB (IIOPYYEHHI) U COCTOSTHUE UCTIONHUTENbCKOW JTUCIUIINHBL:

B MOPSAKE MPENBAPUTEIBHOIO KOHTPOJIS HAIIPaBIIAET JNOJDKHOCTHBIM JuiiaM OpraHusanun
HAallOMMHAHUA O JOKYMEHTaX, CPOKH HCIIOJIHEHUsI KOTOPBIX MCTEKAIOT (3a 3-5 qHel 10 oKoHYaHUs
CpOKa MCIIOJIHEHHSI TJOKYMEHTA);

pa3 B Mecsill U 10 OKOHYaHuU rojga PykoBoaurtento OpraHusaiyy HampapisieT OTYETHI O
KOJIMYECTBE JOKYMEHTOB, HCIIOJHEHHBIX B CpPOK, HCIIOJHEHHBIX C MPOIJIEHUEM CpOKa
WCIIOJTHEHUS, HE HMCIOJIHEHHBIX, HAXOJAIIMXCA HAa MCHOJHEHUH no OpraHuzaluu B LIEJIOM, I10
JIOJDKHOCTHBIM JIMLAM U, TIPU HEOOXOUMOCTH, — MO OTJEJIbHBIM UCTIOJHUTEISM.

VII. Opranusanusi padoThbl HCHOJIHUTEIS C JOKYMEHTAMH

7.1. UcnionHUTEND MOJIy4aeT JOKYMEHTBI Ha CIIOJIHEHHE B IEHb UX PACCMOTPEHNUS WU Ha
clenylomuid pabounii JeHb B COOTBETCTBHUHM C PE3OJIOLUSAMU pPyKOBojAcTBa OpraHuzauuu u
HEINOCPEACTBEHHOTO  pykoBogauTesd. CpouHble  JOKYMEHTBHI INEpPEAAOTCS  HUCIIOJIHUTEINIO
HE3aMeJUIUTENBHO.

7.2. JIOKyMEHTBl, TIOCTyHalOIIME€ C PpE30JIOLUSAMU  PYKOBOJCTBA, IEPEHAOTCS
HENOCPEJICTBEHHO HCIONHUTEN0. Ecau JOKyMEHT, MOCTYNMBIIMN Ha HCIOJHEHUE, HE HMeEeT
OTHOUICHMSI K KOMIIETEHIIMU UCIIOJHUTENSA, OH B TOT e JIEHb WM Ha CIEAYIOLUN pabounil 1eHb
BO3BpaIlaeT ero B /Jlenonpou3BOIUTENO IS PEUIEHMs] BONPOCA O IEPEHANpPABICHUU €ro Ha
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UCIIOJIHEHUE B IPYroe NoJpasieneHue (Jpyromy HCIOJHUTEIO).

7.3. UcniosniHeHnE JOKYMEHTA NIPEAYCMaTPUBAET:

cOop 1 aHaIM3 HEOOXOAMMON HH(OpPMAIINH;

MOJITOTOBKY IMPOEKTA JIOKyMEHTA U €ro 0(opMIICHHE;

COIJIACOBAaHUE MPOEKTA TOKYMEHTA C 3aUHTEPECOBAHHBIMU JIULIAMU;

NOopabOTKy MpOEKTa JTOKYMEHTa IO 3aME4YaHHUSAM, MOJIYYEHHBIM B XOJE COIJIACOBAHMS H,
IpU HEOOXOIMMOCTH,— IIOBTOPHOE COTJIACOBAHMUE);

IIOITOTOBKY CIMCKA (yKa3aTelisl) PACChUIKHM TIOKYMEHTA, €CIIM IOKYMEHT aJIpeECOBaH IpyIIe
OpraHu3aIui;

IIpe/ICTaBICHHE ITPOEKTA JOKYMEHTA Ha MOANKCH (YTBEPKIECHUE) PYKOBOJICTBY;

MIOJITOTOBKY JIOKYMEHTa K OTIIPAaBKE U Iepejiadyy KOIUM JOKYMEHTA B JeJI0 (BBIMOIHAETCS
Jenonpoun3BoauTenem).

7.4. Ilpu HampaBiICHUU [IOKYMEHTa HECKOJBKHM HCIIOJIHUTENSAM OTBETCTBEHHBIM 32
MOJArOTOBKY IPOEKTa JOKYMEHTA SIBISIETCSI UCIIOJIHUTENb, YKa3aHHBINA B PE30JIIOLUH IEPBbIM HUIIU
0003HauEHHBIH B PE30JIIOLIMH KaK OTBETCTBEHHBIN UCIIOIHUTEb.

7.5. OTBETCTBEHHbII MCIONHUTEIb HMMEET IMpPaBO JlaBaTh IOPYYEHHUS OCTAJIbHBIM
UCIIOJIHUTEIISAM, IIPOBOJUTH pabouue COBEIIAHUs JUIs BhIpaOOTKM COBMECTHOIO peleHus. Bce
VCIIOJIHUTENIN B PaBHOM CTENEHU OTBETCTBEHHBI 3a CBOEBPEMEHHOE U KaYECTBEHHOE MCIIOJHEHHE
HNOPYYEHUsI U MPEICTABICHHE OTBETCTBEHHOMY MCIIOJHUTEI B YCTAHOBJIEHHBIE MM CPOKH
HEOOXOJUMBIX MaTepuanoB (IPOEKTOB JOKYMEHTOB, CIpPaBOK). McrnogHUTENIN HE UMEIOT IpaBa
OpPEACTaBIATh  MPOEKTbl  JOKYMEHTOB  pPYKOBOAMTENIO, JIABIIEMy IOpPYYE€HHE, MHUHYS
OTBETCTBEHHOI'O UCTIOJHUTEIIS.

7.6. B ciyyae oTCyTCTBUS MCIOJIHUTENS (KOMaHIUPOBKA, OTIIYCK, 00J€3Hb) JOKYMEHT 10
YKa3aHHUIO €ro HEMOCPEACTBEHHOTO PYKOBOAMTENS IIE€pelaeTcsl APYroMy HCIOJIHUTEI0 C
o0s13aTesIbHBIM cooOmieHueM ero (amunuu Jlenonpous3BoauTesnto Ui BHECEHUS W3MEHEHUH B
OPK nokymenta B COJl Uiy HHYIO PETUCTPAIMOHHO-YIETHYIO opMmy.

7.7. Ilpu yBOJIBHEHHHU WM NIEPEXO€ Ha APYroi yuyacTOK pabOThl COTPYIHUK 00s3aH CaTh
JOKYMEHTBI U JIeJla CBOEMY HEINOCPEICTBEHHOMY PYKOBOJIMTENIO WJIM IO €ro YKa3aHUI BHOBb
Ha3HAYEHHOMY COTPYAHUKY (B cilydyae HEOOXOJIMMOCTH, — 110 aKTy IpHUeMa-lepeiaun, B KOTOpOM
YKa3bIBAIOTCA BUJIBl €1 (3arojIOBKM JI€J1) M HMX KOJIMYECTBO W KOTOPBIM IOAMHMCHIBAETCS
pabOTHUKOM, EPEAABIINM JOKYMEHTHI, U paOOTHUKOM, PUHSBIINUM JTOKYMEHTHI).

7.8. Pe3ynbraToM UCIIONHEHUS TOKYMEHTA SBIISIETCS IIPOEKT JJOKYMEHTA, IO OTOBJICHHBIN
VCIIOJTHUTEIIEM.

[IpoekT nokymMeHTa cO BCEeMH HEOOXOAMMBIMU MPWIOKEHUSAMH, Hall€4aTaHHbIM U
0(OpMIICHHBI B COOTBETCTBUM C TNpPABMJIAMH, YCTaHOBJIEHHbIMH B paszjene 3 HHcTpykuuwu,
UCIIOJIHUTEINIb COIJIACOBBIBAET C 3aMHTEPECOBAHHBIMU TMOJPA3ACIACHUSAMH W JIMLAMU M, TpU
HE00XO/IMMOCTH, C APYTUMH OPTaHU3ALUSAMH.

JIOKyMeHTBI, IpeHa3HauYeHHbIE JJI1 OTIpPaBKH, 0OpMIISIOTCS Ha Onanke OpraHuzanuu
yCTaHOBNIEHHOM (opMmbl. i1  OTHpaBKM JOKYMEHTOB, HE MMEIOLIUX aJpecHOM YacTH,
COCTaBJISIETCS] COITPOBOAUTENBHOE MMHUCHMO.

Ha nokymeHT, paccbuiaeMslii 6osiee 4eM B YeThIpe ajjpeca, UCIIOIHUTENb TOTOBUT CITUCOK
pacCchbUIKH, OIpeaeseT KOJWYECTBO SK3EMIUIIPOB JOKYMEHTa M TOCJe perucTpanuu
o0ecreyrBaeT U3roTOBJICHHE HEOOX0IMMOT0 KOJIMYECTBA KOMHUH.

7.9. HWcnonuurtenb (OTBETCTBEHHBbIM  HUCIOJHHUTENb) OPraHU3YyeT  COIJIacOBaHHE
(BU3MpOBaHME) TPOEKTa JOKYMEHTa CO BCEMH 3aMHTEPECOBAHHBIMHM JIMIIAMH M TPOBOAMT
J0pabOTKY MPOEKTa 10 3aMEYaHMsIM B COOTBETCTBUH ¢ nyHkTamu 4.1 - 4.11 UncTpykium.

[Ipy Hammuuu OONBLIOTO KOJUYECTBA 3aMEUaHHUU J0 TPEACTaBICHUS J10pabOTaHHOTO
MpOeKTa JOKYMEHTa Ha MOJANUCh PyKOBOJMTENIO HCIOJHUTENb TOTOBUT CBOJKY 3aMeyaHUil
(mpeIoKeHui), B KOTOPOM yKa3bIBaeTCs: COAEp)KaHUE 3aMeydaHusl (MPEeAokKeHUs), JOIKHOCTb,
dbamunus nuna, JaBLIEro 3aMeyaHue, MPUHSATO WM OTKJIOHEHO 3aMeuyaHue (eciu 3aMedaHue
OTKJIOHEHO, — IPUYUHY OTKJIOHEHU).

7.10. Ilocne nopa®OTKM M MOBTOPHOT'O BU3MPOBAHUS (COTJIACOBAHUS) MPOEKT JTOKYMEHTa



40

nepemaercss Ha mnoanucaHue (yrBepkaeHue). o mpeacTtaBieHHMs Ha TOJIIMUCH HMCIOJHHUTEIb
MPOBEPSET MPABWIBHOCTh O(POPMIICHUS JOKYMEHTA, MPaBUIHLHOCTH OGOpMIICHHUS ajpecarta,
HaJU4he HEOOXOIMMBIX BHU3, NMPUIOKEHUU, MPH HEOOXOJAUMOCTH — CIPABOK, MOSCHUTEIBHBIX
3allUCOK, PAa3bACHAIOIIUX COJIEpKAHUE TOJTOTOBIEHHBIX JOKYMEHTOB, JMcTa (yKazaress)
PaCCBUIKH.

7.11. TloanucaHHBI JOKYMEHT UCIHOJHUTEIb B COOTBETCTBUU C  MOPSIKOM,
YCTaHOBJICHHBIM HacTosmed WHCTpyKmue#d, nepemaer s PErHCTpallid M OTIPABKU W/HIIA
BKJIFOUCHMS B JCIO.

B cootBercTBUM ¢ HOMEeHKIATypo# nen OpraHu3anud UCIIOIHUTENb OMPEISIseT UHICKC
Jiena, B KOTOPOE JIOJDKEH ObITh BKIIFOUEH JJOKYMEHT.

7.12. B xoae UCTOTHEHUST JOKYMEHTA UCIIOJIHUTEh UMEET MPaBO Mpeiaratb U3MEeHEHHE
CpOKa MCIIOJHEHUS, €CIM OTCYTCTBYIOT pPeasibHbIE YCIOBUS UCIIOTHEHUS IOKyYMEHTa (OpydeHust),
JienaTh IMOMETKM Ha JIOKYMEHTE O BPEMEHHM €ro TMOCTYIUICHHS, O JaTax IPOMEKYTOYHOTO
KOHTpPOJIsI, TeNe(OHHBIX M THUCHBMEHHBIX 3apocax, O Jare M pe3yabTaTe OKOHYATEIHHOTO
HCIIOJIHEHHSL.

7.13. WcnonHutens HE MMEET MpaBa pasrialiarh COAEpPKaHUE IMOCTYNHUBIIMX K HEMY
JOKYMEHTOB U IOATOTOBJICHHBIX TMPOEKTOB CIY:KEOHBIX TOKYMEHTOB, C HUMH MOTYT OBITh
03HAaKOMJIEHBI TOJBKO JIMIA, UMEIOIIHE OTHOIIEHHUE K UX MCIIOJHEHHIO.

VIII. ®opMupoBaHue T10KyMEHTAJbHOI0 (ponga Opranusauuu

8.1. OnepaTuBHOE XpaHEHUE JOKYMEHTOB OpraHuzauuu J0 Mepeaadu UX Ha XpaHEHUE B
apX¥B WM YHUYTOXKEHUE OCYLIECTBISETCS B OAPA3/IeIEHUsIX U Y paboTHUKOB OpraHu3aluu.

8.2. B 1nensax xpaHeHus, OUCKA U UCIIOJIb30BAHUS JOKYMEHThl Ha OyMa)KHOM HOCHUTENIE U
3JIEKTPOHHBIE TOKYMEHTHI (POPMHUPYIOTCA B Jiea B COOTBETCTBUU C HOMEHKJIATYpPOil Jell.

Homenknarypa gnenm 3akpemisieT kiaccu(ukanuio  (TPYNIUAPOBKY) — UCIIOJTHEHHBIX
JOKYMEHTOB B Jeja (JEKTPOHHbIE Jefia), CUCTEMATU3alUI0 M HMHIEKCAIMI0 e, CPOKU HX
XPaHEHUS U SBJISETCSI OCHOBHBIM YUETHBIM JIOKYMEHTOM.

Homenknarypa nen sBisieTcs OCHOBOW JUIsl COCTaBIEHMS OINMCEH JeN IOCTOSHHOTO,
BpeMeHHbIX (cBbie 10 JIeT) CpOKOB XpaHEHHS W IO JIMYHOMY COCTaBY, aKTOB O BBIJICJICHUU K
YHUUYTOKEHUIO JIOKYMEHTOB C MCTEKIIMMH CpPOKaMHM XpaHEHHWs, a TakXke MIi ydera Jeln
BpeMeHHbIX (710 10 j1eT BKIIIOUNTENBHO) CPOKOB XPaHEHHUS.

8.3. Homenknatypa nen OpraHus3anMu COCTAaBJIIETCS HAa OCHOBE M3Y4YEHHUS COCTaBa U
coJiep’KaHusl JOKYMEHTOB, 00pa3yromuxcs B AesTeabHocT OpraHu3aiuy, BKIOYas T0KYMEHTHI,
MOCTYNAIOIINE U3 IPYTUX OpraHU3aluil.

8.4. Ilpm cocraBieHMM HOMEHKJATYphl [l CIeAyeT pPYKOBOACTBOBATHCA YCTaBOM
Opranu3anuy, HITaTHBIM pAaclUCaHHWEM, IUIAaHAaMM M oT4eTaMH o pabote OpraHusanuy,
HOMEHKJIATypOi Jie 3a MpOIIEAMIMHA ToJl, JIOKAIbHBIMU HOPMAaTHUBHBIMU akTamu OpraHuzainu,
COJepXKALIMMHM CBEJCHHUS O JOKYMEHTax, oOpasyroumxcs B jAedrenbHOcTH OpraHusaluy,
TUMOBBIMU U TPUMEPHBIMM HOMEHKJIATypamH Jen (Mpu UX HaJIW4YMH), BEJOMCTBEHHBIMH U
TUIIOBBIMU NIEPEYHSAMU JTOKYMEHTOB C YKa3aHUEM CPOKOB UX XPAHEHUS.

8.5. B HOMEHKIATypy Jea BKJIIOYAKOTCA BCE JOKYMEHTHI, OTPaKAKOIIHUE JEATEIbHOCTh
noapasjiesnieHuit 1 paboTHUKOB OpraHu3ay U NOCTOSHHO WJIM BPEMEHHO JEHCTBYIONIMX OPTaHOB
(KkoMHMCCHH, COBETOB, KOMHUTETOB), B TOM 4YHCJIE€ JOKYMEHThl OrPaHHYEHHOI'O JOCTYIIa,
PETUCTPAIlMOHHBIE M YYETHBIE >KYpHAIbl M KapTOTEKH, B HEOOXOIUMBIX CIydasx — KOIHHU
JOKYMEHTOB(KOMMMHM JOKYMEHTOB BKIIIOYAIOTCSA B HOMEHKJIATYpy J€J, €clId KOmus —
€IMHCTBEHHBIN AK3EMIUIAp JOKYMEHTa B OpraHU3alllM, a TaKXKe, €CIU KOMUH HEOOXOIUMBI JUIs
OpraHM3aliy JeATeIbHOCTH Tojpa3fesieHus). JJOKyMeHThbl, CO3/laHHbIe B 3JIEKTPOHHOH ¢opme,
BKJIIOYAIOTCS B HOMEHKJIATYpy JeJd MO0 TeM >K€ NpaBWiiaM, YTO M JOKYMEHTbl Ha OyMa)KHOM
HOCHTEJIE.

He BkitouatoTcsi B HOMEHKIIATYpy [N MEPUOJUUECKHE U3/1aHNs, KHUTH, OpOIIIOpHI.

8.6. Homenknarypa aen opranusanuu (CBojaHasi) coctapisercs [lenonpousBoaureneM Ha
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OCHOBAaHMM HOMEHKJIATyp JeJ CTPYKTYpHBIX TMOApa3ieieHuii 1o Qopme, YCTaHOBIEHHOM
[MpaBunamu (mpuioxenune Ne 18).

CBoaHasi HOMEHKJIATypa JeJl COCTaBJsieTCsl B IMOCIEAHEM KBapTaje TEKyIIero rojga Ha
IIPEACTOSAIMN KAJICHIAPHBIN IO,

8.7. Howmenkiarypa gnen OpraHusanuu HNOANUCHIBaeTCA  JlemonpousBoauTeNeM,
BU3UPYETCS PYKOBOJUTENIEM apXuBa (JIMIIOM, OTBETCTBEHHBIM 3a apXUB), COIJIACOBBIBAETCA C
skcneptHor komuccuer (OK) Opranuzanuu 1 0JIUH pa3 B 5 JIET MPECTABIISACTCS Ha YTBEPKICHUE
OKCHEepTHO-TIPOBEPOUHON KomHccHed ApxuBHoro ympasieHus IlpaButenbctBa YeueHckoi
Pecniyoimuku (manee — OI1K) B mopsinke, ycranoinenHoMm [IpaBunamu.

Homenkinarypa gen, yreepxkaennas JIIK, yreepxknaercs PykoBoautenem Opranuzauuu u
BBOJMTCS B IEHCTBUE C 1-T0 sITHBaps MPEACTOSIIEro KaJlleHAapHOTo roa.

B cnyyae wusmenenus ¢(yHKui W cTpykTypbl OpraHuzalud HOMEHKIJIATypa el
COCTaBJISIETCS], COTJIACOBBIBAETCS M YTBEPIKIAETCS 3aHOBO.

8.8. VtBepxknennas DOIIK HOMeHKIaTypa 1en B KOHIIE KaXIOTO ToJa YTOYHSETCS,
neperneyarbiBaeTcsi, yreepxaaercs PykoBoaurenem OpraHuzanuyd U BBOJUTCS B JedcTBUE C |
SIHBaps IPEJCTOALIETO KaJIeHIapHOIo rojia.

8.9. TlepBblii 2K3EeMILISIP YTBEPKACHHONH HOMEHKIATYpbl J€N SIBISETCA JOKYMEHTOM
MIOCTOSIHHOT'O XPaHEHUsI U BKJIFOYAETCS B HOMEHKJIATYpy JIeJ B pa3ien AeJ0NpOU3BOACTBA, BTOPOI
— ucnonb3yetcs Jlenonpon3BoauTesaeM B KauecTBE pabodero 3K3eMIUIsipa, TPETUN — MepenaeTcs B
apxuB OpraHusaiiy B Ka4yeCTBE YYETHOT'O JOKYMEHTa, 3JEKTPOHHAsl KOIUsS HOMEHKJIATYphl el
Opranuzanuu, yTBepkIeHHOH PykoBoautenem OpraHuzanuu, NepeqaeTcss B MYHUIUIATbHBIN
apXuB, UCTOYHUKOM KOMILJIEKTOBaHUs KOTOPOTro siBsieTcst Opranusarusi.

B nonpazgenenus (pabotHukam) OpraHu3alii HOMEHKJIATypa /el  pacchliaeTcs
Jlenoripon3BoanTeNeM B BUJIE KONUI COOTBETCTBYIOIIMX pa3AeiioB Ha OyMa>KHOM HOCHTEJIEC HIIH B
ANEKTPOHHOU (hopme.

8.10. Homenkuarypa aen Opranusalnuy CTPOUTCS [0 CTPYKTYPHOU (Ha3BaHUSIMU Pa3/eiioB
(moapasnenoB) HOMEHKIATYphl JeN SBISIIOTCS Ha3BaHUS CTPYKTYPHBIX —MOApa3JeIeHUN
(tommxHOCTEN pPaOOTHUKOB), PACIIONOXKEHHbIE B COOTBETCTBUU C YTBEPKIEHHOH CTPYKTYpOu
OpraHu3anyu), Wi (QYHKIMOHANBHONH cxeMaM (Ha3BaHUSMHU pa3AeiOB HOMEHKIATYphl el
ABIIIOTCS HallpaBJIeHUs AesTeabHOoCTH Oprannu3anun).

8.11. HomeHknarypa Jen CTpYKTYpHOTO TOJPA3AEICHUS COCTaBISAETCS B KaKIOM
NOJpa3JielIeHUd  OpraHu3aluud  pa0OTHUKOM,  OTBETCTBEHHBIM 32  JIEJIONPOU3BOJCTBO
NOJpa3/ieIeHusl, TMpU Yy4acTUU JAPYyruX paOOTHUKOB  MOJpPA3/eNeHUsi, MOANUCHIBAETCS
HEINOCPEICTBEHHBIM PYKOBOJIUTENEM MOIpa3/IeJIeHUs U peacTaBisercs Jlenonpon3BOaUTEIIO.

Homenknarypa nen  CTpyKTYpPHOTO IOJpa3fieleHUs CcocTaBiseTcss 1o  ¢opme,
ycranoBiieHHO# [TpaBunamu (mpuio:kenue Ne 19).

BHOBB cO37aHHOE WM PEOPraHU30BAHHOE TMOAPA3JAEICHUE OJDKHO B MECAUYHBIM CPOK
pa3zpaboTaTb HOMEHKJIATYpY A€l U MPEeACTaBUTh ee Jlenonpon3BOAUTEIIO.

8.12. Bce 3aronoBku jei, BKIIOYEHHbIE B HOMEHKJIATYpY A€l MHIACKCUpyroTcs. MHaekc
nena ykaspiBaeTcss B Tpade 1 HOMEHKIATyphl JIe1 U COCTOMT U3 HUHJAEKCa CTPYKTYPHOTO
noapaszienieHuss (KojJa TOJpasJesieHuss B COOTBETCTBUM C  YTBEPXKICHHOH CTPYKTYpOM
Opranuzanuy Wik KJIacCU(UKATOPOM CTPYKTYPHBIX MOJpa3iesieH’i) U MOpPSIKOBOTO HOMeEpa
Jena B pasjene HOMEHKIarypel aen. WHaekcwl nen o0Oo3HayaroTcst apaOCKUMHU LU(paMu.
Hanpuwmep: 01-05, rae:

01 — ko cTpYKTYpHOTO ToIpa3enieHus (J0KHOCTH);

05 — mopsIKOBEI HOMED Jielia B pa3jielic HOMEHKIIATYPHI JeIT.

Jlena 1o BompocaMm, HEpPA3pEelIEHHBIM B  TEUEHHE OJHOIO TOfa, SIBISIFOTCS
«TIepeXOSIIMMIU» U BHOCITCS B HOMEHKIATYpy A€l CIEAYIOUIEro rojaa ¢ TeM K€ HHJEKCOM.
PexoMeHyeTcss COXpaHITh B HOMEHKJIATYpe €Nl OJAMHAKOBBIE MHJIEKCHI JUISl OJHOPOIHBIX A€,
BKJIFOUEHHBIX B pa3HbIE pa3/ieibl.

Eciu B Teuenue roma B gesrensHocTH OpraHuzanuu o0pa3yroTcsl JTOKYMEHTBI, He
IIPElyCMOTPEHHBIE HOMEHKIIATYPOMl €I, 3ar0JIOBKM HOBBIX €] JIONOJHUTEIBHO BKIIIOYAKOTCS B
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HOMEHKJIATypy Jnei. B kaxmom paszene HOMEHKJIATYpbl el s BHOBb 3aBOAMMBIX JIEI]
npeaycMaTpUBaIOTCS pe3epBHBIE HOMEPA.

8.13. 3aromoBok nena (rpada 2 HOMEHKJIATYphI Jel) JOJDKEH B 0000meHHon (opme
OTpa’kaThb OCHOBHOE COJIEp)KaHHE U COCTaB JIOKYMEHTOB jena. He momyckaercst ynotpebiieHue B
3aroJjIoOBKE JieJla HEKOHKPETHBIX (OPMYIUPOBOK («pa3Hble MaTepuaibl», «o0Ias mepenucka»), a
TaKXe BBOJHBIX CJIOB M CIIOKHBIX CHHTaKCHYECKHUX 00OPOTOB. 3aroJIOBKU JIE€JI MOTYT YTOUHSATHCS
B TEUEHHUE Tofia B npouecce GoOpMUPOBAHUS U OPOPMIICHHUS JIEI.

3aroJoBOK Jiena JIOJDKEH COCTOSTh W3 DJIEMEHTOB, paclojaraéMbIX B CIEIYIOLICH
MOCJIeI0BATEIHHOCTH:

a) Ha3BaHUE BHJA Jiena (TIepenucKa, )KypHall, AeJ0) WM BU/1a JOKYMEHTOB, BKIFOYCHHBIX B
Jieno (IPOTOKOJIbI, TPUKA3HI);

0) HaMMEHOBaHME  OPraHU3aLUH, CTPYKTYpHOTO  MOJPA3/EICHUs,  IOCTOSHHO
JENCTBYIOIIEr0 WM BPEMEHHOTO OpraHa, JOJKHOCTHOTO JIUIA, CO3aBIINX JOKYMEHT(bI);

B) HAaUMEHOBAHHE KOPPECHOHJCHTA (OpraHU3allNH, JIUIA, KOTOPOMY aJpPECOBAHBI MU OT
KOTOPOTO MOIY4EHbI IOKYMEHTHI);

T') KpaTKoe cojiepsKaHue TOKYMEHTOB JIeNIa;

1) Ha3BaHHE MECTHOCTHU (TEPPUTOPHH), C KOTOPOI CBSI3aHO CO/IepPKaHKUE JOKYMEHTOB JIeNa;

€) nata (mepuon), K KOTOpbIM OTHOCATCSL JOKYMEHTHI JIeJ1a;

) yKa3aHHe Ha KOMUHHOCTH IOKYMEHTOB Jena.

8.14. Tlopsimox pacmoJioKEHUsI 3aroJOBKOB JIeJ BHYTPHU Pa3elioB HOMEHKIATYPhI JIEJ
OTIPEICIIAETCS CTETIEHbIO BAXKHOCTH JOKYMEHTOB, BKJIIOUCHHBIX B JIEJa.

B mnauame pasmena pacnojararoTcsi 3arojOBKH JI€J, COJEpXKAIlUuX y4YpeIuTeIIbHBIE,
OpPraHHU3aI[MOHHO-TIPABOBbIE M  PACHOPSAIUTENbHbIE JOKYMEHTBI, 3aTe€M 3aroJIoOBKH e,
COJepKAINX IUIAHOBBIE, OTYETHBIC, HHPOPMAMOHHO-aHAIUTHYECKUE TOKYMEHTHI, TOKYMEHTHI,
OTpakarollue JIesTEIbHOCTh MOIpa3elieHus], IEPENncKy, B KOHIE pa3/ielia — PETUCTPALMOHHbBIE U
YUETHBIC KYpPHAIBI, KAPTOTCKH, 0a3bl JAHHBIX.

3aroy0BKH JIeJ, COCTABJICHHBIX 110 KOPPECIOHIEHTCKOMY U reorpaduueckoMy mpu3HaKam,
BHOCSATCS] B HOMEHKIIATYPY JIe 10 al(aBUTy KOPPECTIOHACHTOB I TeoTrpaguuecKiuX Ha3BaHUI.

B 3aronoBkax Jnen, copepkamux JOKYMEHTHI 10 OJHOMY BOIIPOCY, HO HE CBSI3aHHBIX
MIOCJIEIOBATEIFHOCTBIO PEIICHHsS BOMPOCa, B KAuecTBE BHIA [eNia YIOTPeOseTcs TepMHUH
«TOKYMEHTBI», a B KOHII€ 3arojioBKa B CKOOKaX YyKa3bIBAIOTCS Ha3BaHUS BUAOB JOKYMEHTOB,
HanOoJee MpeICTaBICHHBIX B JIeNe:

«J1oKyMEHTHI O IPOBEACHUH COBEIIAHUN U CEMHUHAPOB (ITPOTPaMMBI, CITUCKH, JOKIAIBI)».

TepMHH «TOKYMEHTBI» MPUMEHSETCS] TAaKXKe B 3aroJIOBKax JIeN, COACPIKAIINX JOKYMEHTHI-
MPUIOKEHHUS K KAKOMY-ITH0O TOKYMEHTY (BUIbI JOKYMEHTOB-TIPUIIOKEHUI HE IEPEUUCIISIOTCS):

«/IOKyMEHTBI K MPOTOKOJIaM 3aceqannil [lemarornueckoro coperay;

«I[IpoTOKOBI MPON3BOACTBEHHBIX COBEIIAHUIN MIPH TUPEKTOPE U TOKYMEHTHI K HHM).

B 3aromoBkax aen, mpeqHa3HAYSHHBIX JUISI TPYNIUPOBKM OJHOTHITHBIX JOKYMEHTOB, 3Ta
rpynna JOKyMEHTOB yKa3bIBaeTCSl BO MHOYKECTBEHHOM YHCIIE:

«IIpoTOKOIIBI 3ac€TaHUI PYKOBOJICTBAY.

B 3aronoBkax nen, copepiKalux MEpenucKy, yKa3blBaeTcs, ¢ KEM U MO KaKOMY BOIPOCY
OHa BEJIeTC:

«[lepenncka ¢ 00pa3oBaTENbHBIMU YYPEXKICHUSIMU O TOBBIIICHHH KBaIU(DUKAINH
PaOOTHHUKOBY.

B 3aromoBkax Jen, cojepXamux TIEpernucKy C OJHOPOJHBIMH KOPPECHOHICHTaMHU,
MOCJIeTHUE HE HAa3BIBAIOTCS, 4 YKa3bIBACTCS UX BUIOBOE HAa3BaHUE!

«[lepenucka ¢ TOMKOILHBIMUA 00pa30BATEIILHBIMH YUPEKICHUSIMU.

B 3aromoBkax gen, coaepikamMx IEPEeNnucKy € Pa3sHOPOIHBIMH KOPPECTIOHICHTAMH,
MOCJIETHUE HE TePEUnCIIIOTCS:

«[leperrcka o 3aKITIIOYCHNN ¥ UCTIOJTHEHUH MYHHIIMIIATBHBIX KOHTPAKTOBY.

B 3aronoBke gena yka3pIBaeTCs KOHKPETHBIH KOPPECHOHICHT, €CIH TMEPErucKa BeIeTCS
TOJIBKO C HUM:
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«ITepenucka ¢ OO0 «I'opcBs3b» 0 MPEAOCTABICHUH YCIYT CBI3U.

[Ipu o0Go3HaueHUM B 3aroJIOBKax el aJIMHHHUCTPATUBHO-TEPPUTOPUAIBHBIX €IUHUIL
YUUTBIBAETCS CIeayloiee:

€CIIH COJEpXKaHUE Jejla KacaeTcsl HECKOJIbKUX OJHOPOJAHBIX aJMHUHUCTPATHBHO-
TEPPUTOPUATIBHBIX €JUHHI], B 3aroJIOBKE Jella HE YKa3bIBAIOTCS MX KOHKpPETHbIC Ha3BaHUs, a
yKa3bIBAETCs UX 00Ilee BUIOBOE Ha3BaHHUE!

«Ilepenucka ¢ aAIMUHUCTPAITUSAMA MYHHUITUTIATBHBIX paiioHOB YedueHckol PecriyOmukmy;

€CIIM COJIep’KaHUE Jejla KacaeTcsl OJHOM aJIMUHUCTPATUBHO-TEPPUTOPUATILHON €IUHUIIBI
(HaceJeHHOro MyHKTa), ee (€ro) Ha3BaHUE YKa3bIBACTCA B 3aroJIOBKE Jena:

«[lepemnucka ¢ punmnasom B YeueHckoii Peciybnuke o IulaHUpOBaHUU U OTYETHOCTH.

B 3aronoBkax nien, colepiKalux IIaHOBYIO WJIM OTYETHYIO TOKYMEHTALMIO, YKa3bIBaeTCs
nepuo (Mecsl, KBapTal, Toj) Ha (3a) KOTOPBIA COCTaBJICHBI IJIAHbI (OTYETHI):

«Otuetsl paboTHUKOB 3a 2023 TO1Y;

«CTaTUCTUYECKUN OTYET O YMCIICHHOCTH, COCTaBe M ABWXXCHHU KanpoB 3a 2022 rox (.
No 27-rom)».

[Tpu popmMupoBaHmUM 1ena U3 HECKOJIBKUX TOMOB (Y4acTeil), KpoMe 00IIero 3arojoBKa Jiena
IPU HEOOXOAMMOCTH COCTABIIIOTCS 3aTOJIOBKH KaXKI0OT0 TOMA (Y4acTH), YTOUHSIONINE COAepKAHHE
TOMOB (4acTei) zena.

3aroyoBKH €Nl MOTYT YTOUHSTHCS B mpolecce popmupoBaHus U 0HOpMICHUS J1e.

8.15. I'padpa 3 «KonmuecTBO 1ei» 3amoOHSAETCS M0 OKOHYAHHWU KajeHaapHoro roga. Ilo
JOCTHKEHUH [IEJIOM, BKJIIOYAIOIIMM JOKYMEHTHl BpeMEHHbIX (cBbimie 10 J€T) U MOCTOSHHOTO
CPOKOB XpaHeHus1, oobema B 250 JIMCTOB, TOM 3aKpbIBaeTCA U OTKpbIBAaeTCs HOBBIM TOM. B rpade 3
HOMEHKJIATYpHI JIe TOCTIe0BaTEIbHO YKa3bIBAIOTCA HOMEPA TOMOB M KpailHHe JaThl JOKYMEHTOB
Ka)KJ0ro ToOMa:

T.1.11.01.2023 -
30.06.2023

DJNEeKTPOHHBIE JleNa Ha ToMma (YacTH) He pas3felstoTcs. Bce aneKTpoHHbIE JOKYMEHTHI,
HE3aBHCHUMO OT UX 00beMa, BKIIOYAIOTCS B OHO AJIEKTPOHHOE JIETIO.

8.16. B rpade 4 «Cpok xpaHeHus u Ne cTaThbM MO MNEPEUHIO» YKa3bIBAIOTCS CPOKU
XpaHEHUsl JIeJl U HOMEpa CTaTei MO TUIIOBOMY WJIM BEIOMCTBEHHOMY INEPEYHIO JOKYMEHTOB C
yKa3aHHEM CpPOKOB XpaHEHHus, (peepanbHOMY 3aKOHY WJIM MHOMY HOPMAaTHBHOMY ITPaBOBOMY
aKTy.

8.17. B rpade 5 «IIpumMeuanue MPOCTABISIOTCS OTMETKH O 3aBEJCHUH e («3aBeIeHOY),
o mepexomsmux nenax (Hanpumep, «llepexomsmee ¢ 2020 roma»), O BBIACICHUU JeT K
YHUYTOXKEHHUIO, O JIMIaX, OTBETCTBEHHBIX 3a (popMupoBaHHE A€, O Hepenade Jesl B JIPYryro
OpraHM3aIHIO0 JJIs1 IPOAOKEHUS.

Ecnmu neno ¢opmupyercs B MHPOPMALMOHHOM CHCTEME M BKIIOYAET 3JIEKTPOHHBIE
JTOKYMEHThI, B rpade «lIpumeuanue» ormedaercs, 4TO JEJIO BEIETCS B AJIEKTPOHHOM BHUIE C
yKa3zaHHeM HauMEHOBaHUS WHPOPMALIMOHHON CUCTEMBI:

«Onexrponnsie JokyMeHThI. COJ] «Kannensapus», bJ] «CioyxeOHbIe 3aTUCKN».

8.18. Ilo 3aBepuieHMM AETONPOM3BOACTBEHHOIO rojla B KOHILIE HOMEHKJIATYphl JI€1 B
KOKIOM TOJpa3ieseHud o(GOpMIISIeTCsl WTOroBas 3alich, B KOTOPYIO BHOCSITCS CBEJIEHHUS O
KOJINYECTBE 3aBEJICHHBIX Jed (TOMOB, yacTeil), OTJENbHO MOCTOSHHOTO M BPEMEHHBIX CPOKOB
XpaHEeHUs, BPEMEHHBIX CPOKOB XpaHeHns ¢ otMeTkor «IIIK» u nepexonsmux. Mrorosas 3anuce
JIOTIOJTHSIETCS JaHHBIMU O KOJIMYECTBE 3JIEKTPOHHBIX JIEJI COOTBETCTBYIOIUX CPOKOB XPaHEHHS.

B urtoroByro 3amuch CBOAHOW HOMEHKJIATYpHI /1€ CBEACHUS BHOCATCS Ha OCHOBAHUU
JAHHBIX, TEepelaHHBIX U3 CTPYKTYPHBIX THojpasfeneHuil (pabotHukoB) OpraHuzanuu
(mputo:xkenue Ne 20).

Ceenenusi, cojepkaliMecs B MTOTOBOM 3amuCH HOMEHKJIATYphl el OpraHU3alluy,
nepegarorcs B apxuB OpraHuzanuy, O 4YeM B HOMEHKJIATYpE €N NPOCTaBISAETCS OTMETKA C
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yKa3aHHEM JO0JKHOCTH U MOJIHMCH JIMLA, IEPEJABIIEro CBEICHHS.

8.19. Jlena co nHs uX 3aBefeHMs 0 nepenadyu B apxuB OpraHusalnyy WK A0 BbIIEICHUS
UX K YHHYTOXKEHUIO 110 UICTEYEHUH CPOKA XPAHEHUS XPAHATCS 10 MECTY MX (POPMHUPOBAHUS.

Jleno cuuTaeTcsl 3aBEJEHHBIM C MOMEHTA BKJIIOUEHHUS B HErO IEPBOrO MCIIOJIHEHHOTO
JIOKYMEHTA.

8.20. Ilpu dopmupoBaHuu pgen Ha OyMaXHOM HOCHTENE JIOJDKHBI COOIIOATHCS
cileAyrolye od1ue npaBuia;

B JIeJO TIOMEUIAIOTCSl HCIOJHEHHBIE JIOKYMEHTHI, COOTBETCTBYIOIIME II0 CBOEMY
COJICPKAHHUIO 3ar0JI0BKY JieJla 10 HOMEHKJIaType /e,

IIPUJIOXKEHHUS TOMEILAIOTCS. BMECTE C OCHOBHBIMU JIOKYMEHTAMH;

B JIJI0 BKJIOYAIOTCH JOKYMEHTbl OJHOIO KaJEeHJApHOrO0 To0ja, 3a HCKIYEHUEM
NEepEeXOAAIuX e

JOKYMEHTBl TIOCTOSSHHOI'O W BPEMEHHBIX CpPOKOB XpaHEHUs TIPYNIUPYIOTCS B Jeja
pa3eibHoO;

B JIEJIO BKIIIOYAETCS 110 OJHOMY 3K3EMIUIAPY KaXJI0r0 JOKYMEHTA;

(akcorpaMmbl, TelerpamMMmbl, TeJaeQOoHOrpaMMBbl MMOMELIAIOTCA B JIeia C IMEPerucKoi Ha
OOIINX OCHOBaHUSIX;

B JIEJIO TIOMEIIAIOTCSl TOKYMEHTHI MPABWIIBHO U TOJHOCTBHIO O(GOPMIICHHBIE (IOKYMEHTBI
JIOJDKHBI UMETh J1aTy, OAIUCH U APYrHe HE0OXO0AUMBIE PEKBU3UTHI);

B JIJI0 HE BKJIIOYAIOTCS JIOKYMEHTHI, MOJUIeXkKAIlUe BO3BpATy, JIMIIHUE IK3EMIUISPbl U
YEPHOBHKH (32 UCKIIFOYCHHEM 0CO00 IIEHHBIX );

no o0BeMy [e510, BKIIOYAIONIee JOKYMEHTHI Ha OyMa)XHOM HOCHTENe, He JOJDKHO
npeBbiaTh 250 JIMCTOB, IPU TOJIKHE He Oosee 4 cM (TONIMHA 8]l CO CpOKaMu XpaHeHus a0 10
JeT He JoJpkHa npeBbimarh 10 cm). [lpu npeBbimennn 1anHOro 00beMa 3aBOJUTCS BTOPOU TOM.
[Tpy Hamuuuu B Jesie HECKOJIBKUX TOMOB (YacTel) MHIEKC U 3aroJIOBOK Jiefla MPOCTABIISAIOTCS Ha
Ka)XIIOM TOoMe ¢ noOaBienreM obo3uaueHuit: «T. 1», «T. 2».

JIOKyMEHTBI BHYTPHU Ji€ja PAcIoJIaraloTCsi CHU3Y BBEPX B XPOHOJIOI'MYECKOH, BOIPOCHO-
JIOTUYECKON MOCIEA0BATENbHOCTH I UX COUETaHUU.

PacniopsinutenbHble JOKYMEHTBl TPYNNMPYIOTCS B Jefla MO BHJAM M XPOHOJOTHH C
OTHOCSIIUMHCA K HUM TPWIOKECHUSMHU. J[OKyMEHTBI — OCHOBAHHSI K paclopSIUTEeIbHBIM
JIOKYMEHTaM BKJIFOUAIOTCS B OT/IEIBHOE JIEII0.

[IpoTokoibl B Jiene pacrnosaraTcs B XpOHOJIOTHYECKOM MOPSAIKE U TI0 HOMEpaM.

JIOKyMEHTBl K 3acellaHusIM (COBEILIAHUSAM) TIPYNIUPYIOTCS B OTIEIBHOE JAEN0, KaKk H
MPWJIOKEHUS K IPOTOKOJIaM, €CIIM OHU COJIepKaT Oosee 25 CTpaHHLL.

JIOKyMEHTBl K TpOTOKOJaM, €CJIM OHM CIpYNIHUPOBaHbBI B OTAEIbHBIE Jea,
CUCTEMATHU3UPYIOTCS BHYTPH JieJia 10 HOPSAAKY HOMEPOB IPOTOKOJIOB.

JIokanbHble HOPMATHBHBIE AaKTbI, YTBEp)KJEHHBIE PACHOPSIIUTENBHBIMU JIOKYMEHTaMH,
SIBIISTIOTCSI IPHJIOKEHUSIMUA K HUM U TPYIITTUPYIOTCS BMECTE € YKa3aHHBIMH JOKYMEHTaMH.

[Tpukassl 10 OCHOBHOM 1€ATENBHOCTH TPYNIUPYIOTCS OTAEIBHO OT MPHUKA30B 110 JTUYHOMY
COCTaBy M IPUKA30B M0 aJIMUHUCTPATUBHO-XO3AWCTBEHHON NEATENBHOCTH (B COOTBETCTBUU C
[TepeuHeM THUMOBBIX YIPABIECHUYECKUX APXHUBHBIX JOKYMEHTOB, OOpa3ylOIIMXCS B IpoLecce
JEeSTEIbHOCTH TOCYAapCTBEHHBIX OPraHOB, OPIraHOB MECTHOT'O CAMOYTIPaBJICHUS U OpraHU3alui, C
yKa3aHHEM CPOKOB XpaHEHUsI, yTBEPKACHHBIM NpuKkazoM deepabHOro0 apXUBHOTO areHTCTBA OT
20.12.2019 Ne 236 x aIMMHHCTPAaTHBHO-XO3IWCTBEHHOW JESITEIBHOCTH OTHOCSTCS BOIPOCHI I10
COOJIFOJICHUIO TpPaBMJ BHYTPEHHETO pAcHoOpsKa, OSKCIUIyaTallud CIYKeOHBIX  3/aHuil,
TPAHCIIOPTHOMY OOCTY>KMBaHUIO, BHYTPEHHEH CBS3U, 00ecreyeHnio 0e30MacHOCTH, POBEICHUIO
JIeKYpPCTB, CyOOOTHHKOB U T.I1.).

[Ipuka3pl mo JWYHOMY cocTaBy (OPMHUPYIOTCS B Jiejla B COOTBETCTBHH CO CpPOKaMH
XpaHEHHUS.

JIOKYMEHTBI B JIMUHBIX JleJlaX pacrojaraiorcs 1o Mepe uX MOCTYIUICHHUS.

[lepenucka rpymnmupyercs B Jela IO TEeMaTUKE W/WIK KOPPECHOHJIEHTaM |
CHUCTEMATU3UPYETCSI B XPOHOJIOTMUECKOHN MOCIEN0BATEILHOCTH: TOKYMEHT-OTBET IIOMELIAETCS 3a
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JIOKYMEHTOM-TIpOCK00#  (3ampocom). [lpu BO30OHOBJICHMH TIEPEMUCKA TIO OIMPEACICHHOMY
BOIIPOCY, HAa4aBILEHCS B MPEABIAYLIEM TOAY, JOKYMEHTBI BKJIIOUAIOTCS B JIEJO TEKYIIEro roja ¢
yKa3aHHEM MHEKca JieJia Mpeablyiero roja.

DNEeKTPOHHBIE JOKYMEHTHI (OPMUPYIOTCS B DJIEKTPOHHBIE Je€Jda B COOTBETCTBHU C
HOMEHKJIATYpOil i€l opraHu3aiuu B TOW HH(OpPMALMOHHOW CHUCTEME, B KOTOPOW OHHM ObUIH
CO3J1aHBl WJIK B KOTOPYIO OBUIH BKITFOYCHBI.

8.21. Jns oOecriedyeHUsT COXPAHHOCTH, Y4eTa JOKYMEHTOB W [l CTPYKTYpHOTO
MOJpa3/IeIEHUs] U OPraHU3alH JOCTYIA K HUM MPOBOIUTCS KOMILIEKC paboT:

CO3/IaHH€ ONTHUMAJIbHBIX YCIOBUN XpaHEHUS JTOKYMEHTOB U JIET;

pa3MelIeHue e,

MIPOBEPKa HAIMYUS U COCTOSHUS TOKYMEHTOB U JIET;

COOJTFOICHHE TIOPSIIKA BBIIAYH JICI.

8.22. Jlena pa3memiator B pabounx KOMHATaX WM CIEIUATbHO OTBEICHHBIX JJI STOU LEIH
MOMEIIEHUSIX B MmKadax, Ha CTeUIaXax, 4TOObl OOECHEUUTh WX COXPAHHOCTh M 3aIIUTy OT
BO3/ICHCTBUS BPEIHBIX (PaKTOPOB.

Hena myig ux yderta M OBICTPOrO IIOMCKA JOJDKHBI pacrojiaraTbCsi BEPTUKAIBHO,
KOpeIIKaMU HapyXy U B COOTBETCTBUM C HOMEHKJIaTypoil nen. Ha kopemkax o6moxkek e
YKa3bIBAIOTCS MHEKCHI 10 HOMEHKJIATYpe JIeN, TP HEOOXOAUMOCTH HOMED ToMa Jiena, JaTy Aena.
Homenknarypa aen win BHIIMCKA U3 HEe MOMEIIAETCsl Ha BHYTPEHHEH cTOpoHe mikada.

8.23. IlpoBepky HaaMuusg M COCTOSIHUS JIOKYMEHTOB U JIel1 B LENSIX YCTaHOBJICHUS
(bakTUYECKOro HATUYUS JIeJT JOJHKHBI IPOBOJIUTECS B MOJIPAa3ACICHUSX B CIy4asx:

nepes nepegadeil JOKyMeHTOB B apxuB OpraHuzanuy;

[IPH TIepEMEILICHUY JIETT;

IIPY CMEHE PYKOBOJUTENS CTPYKTYPHOIO NoJipa3ziesieHus (paboTHUKA);

IpU peopraHu3aluu W JUKBUAAIMK OpraHusalvyd WU CTPYKTYpHOTO MOJpa3fielieHus
(mepemelieHus Wi yBOJbHEHUSI PAOOTHHKA).

[IpoBepka HanM4Msg MPOBOJUTCS MyTEM CBEPKU CTaTel HOMEHKIIATYPHI JIe] C OMHUCAHUEM
Jies1 Ha 00JI0KKe, a PU3NYECKOE COCTOSIHUE JIET OIPEENIeTCs IyTeEM UX BU3YyalbHOIO IPOCMOTPA.
Bce oOHapykeHHBIE HEIOCTATKHU AOJKHBI (PUKCUPOBATHCS B aKTE MPOBEPKU HATUYUS M COCTOSHUS
JIelI.

8.24. B cinywae BBISBIEHUA OTCYTCTBUSl J€J, YUCISALIMXCS 1O HOMEHKIAType Jedl,
PYKOBOJCTBOM MOJpa3aeiaeHuil (pabOTHUKOM) IPUHUMAIOTCA MEPHI 110 UX pO3bICKY. Ecian po3bick
Jel HE JaeT pe3ysbTaTa, COCTaBIsAETCA CIpaBka O MPUYMHAX MX OTCYTCTBHS, KOTOpas
NOJMUCHIBACTCS  PYKOBOAUTENIEM  mojapasiencHuss  (paOOTHUKOM) W TPEACTABISIETCS
JenonpousBoauTento.

®dakT yTparhl Aena (nen) GUKCHpPYETCs B aKTe, cocTaBisieMoM Jlemonmpou3BOAUTENIEM U
PYKOBOAUTENEM CTPYKTYPHOTO MojpasaeicHus (pabOTHUKOM) B TPeX 3K3eMIUIIpax: MO OJHOMY
IK3EMIUISIPY aKTa XpaHuTcs Yy Jlenonpou3BOAMTENST H  CTPYKTYpHOM mojpasnencHuu(y
pabOTHHKA); TPETUI SK3EMIUTAP aKTa MpeacTaBiseTcs B apxuB OpraHusaiiiy Mpu Iepeaaue Iei
CTPYKTYPHOTO Tojpa3ziencHus (paboTHHKA) Ha apXUBHOE XPaHCHHUE.

8.25. DxkcnepTu3a LIEHHOCTH JOKYMEHTOB INPOBOJUTCS Ha OCHOBE 3aKOHOAATEIBHBIX M
MHBIX HOPMaTUBHBIX MPaBOBBIX akTOB Poccuiickoit denepaliny, ycTaHaBIMBaIOIIUX TPEOOBaHUS K
CpOKaM XpaHEHUs JOKYMEHTOB, TUIIOBBIX M BEIOMCTBEHHBIX IEPEYHEN TOKYMEHTOB C YKa3aHUEM
CPOKOB UX XpaHEHHUS:

MIPU COCTABIIEHUMH HOMEHKJIATYPHI 1€,

IIpH MOATOTOBKE JIeN K rnepeaaye B apxuB OpraHuzanuu;

B apxuBe Opranusaiuu.

8.26. Jlns opraHm3anuy U MPOBEACHUS PaOOTHI MO AKCIEPTU3E IIEHHOCTH JOKYMEHTOB B
Opranu3zanuu npuka3zom PykoBoautens co3gaercs skcnepTHas komuccus (nanee — IK).

3amaun, QyHKIIMU, TpaBa, opraHu3amnus padotrel DK ompenenstorcs moJIoKeHHEM O HEW,
KOTOpO€ pa3pabaThIBaeTCcsi HA OCHOBAHMM NPUMEPHOTO MOJOKEHUS, YTBEP)KIEHHOTO MPHUKa30M
®enepanbHoro apxuBHoro areHtctBa ot 11.04.2018 Ne43 «O6 yrBepxkaeaun [IpumepHoro
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HOJIOXKEHHS 00 KCIEPTHON KOMUCCUM OPraHU3aLII».

8.27. OcHoBHbIMU (yHKIHAMU DK SBISIOTCA:

OpraHu3aLysl €XeroJHOro 0Toopa Jel A XpaHEeHHUsI U YHUUTOKEHUS;

paccMOTpPEHHME U COIJIaCOBaHME IPOEKTa HOMEHKIATyphl Aen OpraHu3anuu, onuceu e
IIOCTOSIHHOT'O U BpeMeHHbIX (cBbliIe 10 J1eT) CPOKOB XpaHEHUs], B TOM YHCJIE 10 JMYHOMY COCTaBY,
AKTOB O BBIIEJICHUM K YHUUYTOXEHUIO J1€J1, HE NOJUIEKAINX XPaHEHUIO;

ydyacTH€ B IIOJIOTOBKE M PACCMOTPEHHMU IPOEKTOB HOPMATUBHBIX U METOJUYECKUX
JOKYMEHTOB I10 BOIIpocaM paboThl ¢ JoKyMeHTaMu B Opranu3aium.

8.28. DOkcneprTu3a IEHHOCTH JOKYMEHTOB OCYLIECTBISETCA €XKEroJHO pabOTHUKaMU
nojpasiesieHuil coBMecTHo ¢ OK opraHumzanuum M 10J METOAWYECKUM PYKOBOICTBOM
Henonpouspoauteinst Opranuzaiuu.

8.29. Ilpu mnpoBeneHHMH HKCIEPTU3bl LIEHHOCTH JOKYMEHTOB IpPHU IOATOTOBKE JAEN K
nepeznaye B apxuB OpraHu3anuy OCyIIeCTBISIETCS:

0TOOp JOKYMEHTOB IMOCTOSSHHOTO M BpEeMEHHBIX (cBbiie 10 JIeT) CpOKOB XpaHEHHUS IS
nepeaayu B apxuB Opranuzanuy;

0oTOOp MTOKYMEHTOB BpeMEHHBIX (10 10 5eT BKIIOUMTENHFHO) CPOKOB XpaHEHHS H C
noMeTkamu «Jlo MUHOBaHMS HaOOHOCTHY, «/]0 3aMeHBl HOBBIMHUY, MOJIEKAIMX JaTbHEHIIEMY
XPAaHEHUIO B CTPYKTYPHBIX [TO/Ipa3/ICIICHUSAX;

BBIJICJICHUE K YHMUYTOXCHHMIO JIeJ1 3a MpeAbLAYIIHE TOJbl, CPOKH XPaHEHHs] KOTOPBIX
UCTEKIIH.

O/HOBpPEMEHHO IPOBEPSIETCS KAuyecTBO M IOJHOTA HOMEHKIATYphl JIeJl OpraHU3allH,
[IPABUJIBHOCTb ONIPEIEIIEHNS CPOKOB XpaHEHUs Al

8.30. [lema moCTOSSHHOTO W BpeMeHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHHUs IOIJICIKAT
MOJIMCTHOMY TIPOCMOTPY JUIsl BBIJCJIEHUS W3 MX COCTaBa JOKYMEHTOB BpeMeHHbIX (10 10 jer)
CPOKOB XpaHEHHUS.

Hena ¢ ormetkoit «3I1K» noaseprarorcs noiucTHOMY IPOCMOTPY B LIENIAX ONpPEACICHUs U
BBIJICJIEHUS U3 UX COCTaBa JIOKYMEHTOB, OJUIEKAIUX OCTOSHHOMY XPaHEHHMIO.

8.31. Otbop »>JEKTPOHHBIX JOKYMEHTOB [uIsi mepenaun B apxuB OpraHusanuu
OCYILECTBIISICTCSI B aBTOMATHU3UPOBAHHOM DPEXHME MyTeM OTOOpa JOKYMEHTOB M3 0a3 JaHHBIX
UH()OPMAIIMOHHBIX cUcTeM Mo nipu3Haky «Muaekc nenay («Cpok XpaHeHHsD).

8.32. Ilo pe3ynapTaraM 5KCIEPTHU3Bl LIEHHOCTU JOKYMEHTOB B OpraHus3ali MPOBOIAUTCA
oopmileHHE JIeT M COCTaBJISIFOTCS OMHUCH JIeNl TIOCTOSHHOTO XpaHeHus (mpujio:keHue Ne 21),
BpeMeHHbIX (cBbimie 10 ner) cpokoB xpaHeHus (mpuiioxeHue Ne 22) v MO JIMYHOMY COCTaBY
(mpuiokenne Ne 23), a TakKke aKThl O BBIICIICHHHM K YHHUYTOXKCHHIO e, HE IOJJICKAIIUX
XxpaHeHu1o (mpuiaoxenue Ne 24).

OnucH 1e71 NOCTOSIHHOTO XpaHEHUs!, BpeMEHHBIX (cBbIle 10 JIeT) CpOKOB XpaHEHUs U T10
JUYHOMY COCTaBY, @ TAKXKE aKThl O BBIIEICHUH K YHUUTOXKCHHIO €], HE MOAJIeKAINX XPAaHEHHUIO,
paccmarpuBaroTcst Ha 3acenannu DK Opranuzanuu omHoBpeMeHHo. CornacoBannbie DK akThl u
onvcu nomnexar yreepxkiaeHuto OIIK wm mocme atoro yrBepxknarrcs PykoBoaurenem
Opranusanuu.

8.33. Mlena, obpa3oBaBiiuecs B aesTenbHOCTH OpraHuzany ¥ MoJyIeXkallue XpaHeHHUIo,
IPOXOJAT TOJHOEe WM 4YacTuyHoe odopmienue. [lomHomy odopmieHuio mnoanexar nena
BpeMeHHbIX (cBbIie 10 JieT) CpOKOB XpaHEHHs W MOCTOSHHOTO XpaHeHHs. Jlena BpeMeHHBIX (10
10 51eT) cpokoB XpaHEeHHs MOAJIEKAT YACTUYHOMY O(POPMIIEHUIO.

Odopmnenne nen npooautcs B OpraHusanuu mo MecTy (popMHUpOBaHUS JOKYMEHTOB B
Jena.

8.34. IlonHoe odopmiieHHe Aena Ha OyMa>)kHOM HOCHUTEIIE BKIFOUAET:

oopMIIeHHE PEKBU3UTOB OOJIOKKH JIeIa;

HyMEpALUIO JUCTOB B JIEIIE;

COCTaBJICHHE JIUCTa-3aBEPUTENS JIeTIa;

COCTaBJICHHE B HEOOXOIMMBIX CIIy4asiX BHYTPEHHEH OMUCH TOKYMEHTOB JIeJIa;

MOJIIMBKY U MEPEIUIET AETa;
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BHECEHHE HEOOXOJUMBIX YTOUHEHUH B PEKBHU3UTHI OOJIOKKHU Jiena (YTOUYHEHUE Ha3BaHUS
OpraHM3aluy, NHIEKCA Jiea, KpallHuX J1aT Jieja, 3arojioBKa Jelia).

Jlucr-3aBepuTenb Jiena, BHYTPEHHSS ONKMCh JOKYMEHTOB Jefla M OO0JIoXkKKa Jena
COCTaBISIOTCS IO (popMaM, YCTAHOBJICHHBIM NMpuJaokeHueM NeNe 25-27.

8.35. Jlena BpemeHHBIX (0 10 JeT BKJIIOYUTENBHO) CPOKOB XPAaHEHHMS, IMOJICIKAIIUE
YaCTUYHOMY O(OPMIICHHIO, JOMYCKACTCS XPaHWTh B MAaMKax, B KOTOPBHIX Jiela XPaHWINCh B
JEJIIONPOU3BOJICTBE, MEPECUCTEMAaTH3allusl TIOKYMEHTOB B JIele HE MPOBOAMUTCS, JUCTHI Aejla He
HYMEPYIOTCSI, JJUCThI — 3aBEPUTEIH JIea He cOCTaBIstoTCs. Ha 00oXKe aena B COOTBETCTBUU C
HOMEHKJIaTypoil jaen OpraHuzaiuy 3amoiIHSAIOTCS PEKBU3UTHL: HauMeHoBaHWe OpraHuzaiu,
HAaUMEHOBAHME NO/IPA3/IENICHUs, MHJIEKC JI€Ia, 3ar0JI0BOK JI€J1a, CPOK XPaHEHUs JOKYMEHTOB.

8.36. Ha obmoxxke nen BpeMeHHBIX (cBbimie 10 j1eT) CPOKOB XpaHEHUS W 10 JIMYHOMY
COCTaBY yKa3bIBalOTCS:

HAaMMEHOBAHME BBIIIECTOSIIECH OpraHU3ay (OpraHU3aul — YUpeauTes);

HaMMEHOBAaHHUE OpPraHU3allUH;

HAaUMEHOBAHHE CTPYKTYPHOTO MOpa3AeICHUS;

UHJIEKC JIeIa 10 HOMEHKJIAType J1e;

HOMEp ToMa (4acTH);

3aroJIoBOK Jiefia (ToMa, 4acTH);

KpaiiHHE JIaThl Jieia (ToMa, 4acTH);

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHHUs JIeTa;

apXUBHBIN MU Aena.

Ha o0noxkax [ei1 TMOCTOSHHOTO XpaHEHHs HaJ HauMeHoBaHueM OpraHuzanuu
YKa3bIBACTCS HAMMCHOBAHWE MYHHIIMITAIILHOTO apXWBA, HCTOYHUKOM KOMIUICKTOBAHHSI KOTOPOTO
BbIcTynaeT Opranusanusi.

8.37. Ilpu oopmiteHnn 00TOKKH Jelia;

HAaUMEHOBAHME BBILIECTOALICH OpraHu3aluu (OpraHu3alud — YYpeAHuTeNns), HpuU ee
HAJIMYUH, YKA3bIBACTCS TIOJHOCTHIO B MMEHHUTEIILHOM TaJIeXke, MO MOJHBIM HAaWMEHOBAHHEM B
CKOOKaxX yKa3bIBaeTcs o(hUIIMaIbHOE IPUHATOE COKPAIIEHHOE HANMEHOBAHUE (IIPH €T0 HAJIHYUK );

HauMeHoBaHue OpraHu3ali YKa3bIBA€TCSA IOJHOCTbIO, B HMMEHUTEIIBHOM Hajexke, C
yKazaHueM O(HIHAIBLHO MPUHITOTO COKPAIIEHHOTO0 HAaMMEHOBaHUA (TIPU €ro HAaJTU4HUU), KOTOPOe
yKa3bIBaeTCs B CKOOKaxX MOCJIe MOJIHOI0 HAaMMEHOBAHMS;

HAaUMEHOBAHHE CTPYKTYPHOTO MOJIpa3AeNieHUs] YKa3bIBAETCs MOJHOCTHIO B COOTBETCTBUU C
VTBEPXKACHHONW CTpyKTypoil Opranuzanuu (TpW HaJIWMYAHA COKPAIMIEHHOTO HAWMEHOBAHUS
CTPYKTYPHOTO MOJpa3ieIeHIs] OHO YKa3bIBaeTCsl B CKOOKaxX);

MHJIEKC JIeJIa POCTAaBIISETCS B COOTBETCTBUM C HOMEHKJIATypoil ien Opranu3anuu;

3arojIOBOK JieNia MEePeHOCUTCS W3 HOMEHKIATyphl nen OpraHuzanuu (B HEOOXOJIMMBIX
CIIy4asiX B 3ar0JIOBOK BHOCATCS YTOUHEHHUS);

natel aena (rof(sl) 3aBeeHUS M OKOHYAHUS JeNia B IeTIONPOU3BOJICTBE).

[Tpu m3menenun HauMeHoBaHusi OpraHU3alMK WU MOAPA3ICICHHUS B TEUCHHUE MEepUoa,
OXBaThIBAEMOT0 JOKYMEHTaMH Jea, WIA Tpu TMepeAade Jena B JAPyroe MojapasJelieHne Ha
00JI0KKe Jerna MoJ] MPeXKHUM HauMEHOBAaHHEM YKa3bIBAaeTCsl HOBO€ HauMeHoBaHue OpraHu3anuu
(moapasneneHus), a MpekHee HANMEHOBAHHE 3aKTFOYAeTCsl B CKOOKH.

WNnnekc nena v 3arojioBOK Jieia MEpeHOCsTCsl Ha O0J0XKKY U3 HOMEHKJIaTyphsl aen. Ecnu
JIEJI0 COCTOMT M3 HECKOMBKHUX YacTel, Ha OOJIOKKY KaKIOro ToMa (YacTH) BBIHOCHUTCS OOIIUit
3aroJI0OBOK JieJa U 3arojIOBOK KaX10i 4yacTH (IIpH €ro HaJu4duu).

Jlatoit nen, comepKalux pacmopsAMTEIbHYI0 JOKYMEHTAINIO, & TAKXKe JIE, COCTOSIINX
W3 HECKOJBKUX TOMOB (YacTei), SIBISIOTCS KpaWHWE NOaThl JOKYMEHTOB Jelia, TO €CTh JaThl
(uucno, Mecsi, TOJl) perucTpanuu (COCTaBIEHHUS) CAMOrO0 PAHHETO M CaMOr0 IO3JIHEro
JIOKYMEHTOB, BKJIIOUEHHBIX B feno. [Ipu sTom neHbp Mecsina (qBa 3HaKa) U roj (YeThlpe 3HAKa)
o0o3HavaroTCs apaOckumu nHdpamMu, Ha3BaHHE MeCAIlla MHUINETCS CJIOBOM. Ecim B jgeno
BKIIFOUEHBI JOKYMEHTBI, JaThl KOTOPBIX BBIXOJAT 3a KpailHHe HaThl Aelia, TO MOJ JaTaMu Jena, ¢
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HOBOH CTPOKHU JeNaeTcs 3anuch: «B nene UMEerTcst TOKyMEeHTHI 3a...roA (bI)». JlaTel gema MOryT
HE yKa3bIBaThCsl Ha OOJIOKKE JEJl, COJEpKalluX, HallpUMEpP, TOJ0BbIE TUIAHBI U OTYETHI, TAK KaK
OHHU OTPAXKAOTCS B 3aroJIOBKAX JIE.

Jaramu nena, COAEPXKALIETO IPOTOKOIBI 3aCelaHuil, SBIAIOTCS JaThl INEPBOTO U
HOCJIEIHEr0 MPOTOKOIA.

Kpaiinumu natamu IMYHOTO JAena SIBJISAIOTCS AAaThl MOANKMCAHUS MpUKa3a O npueMe (Ipu
HAJIMYUU TPYAOBOIO JOTOBOPAa — JaTa €ro 3akiIYeHUs) M MpukKaza o0 yBOJbHEHHHU JMLA, HA
KOTOPOE OHO 3aBeACHO. B cilydae cMmepTu Jmna, Ha KOTOPOE 3aBEJCHO JIEN0, KOHEUYHOW IaTou
ABJISIETCA JaTa JJIOKyMEHTA, U3BELIAIOIIEro O €ro KOHYHHE.

PexBM3HUT «CpOK XpaHEHHs Jiea» MEPEeHOCHTCS Ha OOJIOKKY Jiela U3 HOMEHKIIATYphI JIe
II0CJIE CBEPKU €ro CO CPOKOM XpAHEHHMs, YKAa3aHHBIM B II€PEYHE TUIIOBBIX JIOKYMEHTOB WM B
BEJJOMCTBEHHOM II€pEYHE JOKYMEHTOB, C YKa3aHUEM CPOKOB XpaHEHHUS.

Ha nenax nmocTostHHOro XpaHeHHs! MUIIETCS: «XPAHUTh IOCTOSTHHOY.

8.38. Ilo oxoHuaHWM TOAa B HAJNUCH HA OOJOXKKAaX JeJl MOCTOSHHOTO M BPEMEHHBIX
(cBbime 10 j1eT) CPOKOB XpaHEHHs] BHOCITCSA YTOYHEHHUS: IIPU HECOOTBETCTBUU 3arojioBKa Jiesl Ha
00JIO)KKE COAEpKAHUIO MOJIUIMTHIX JIOKYMEHTOB B 3arojJOBOK Jielda BHOCATCS W3MEHEHMS U
JIOTIOJTHEHHUS.

HaumenoBanust Opranuzanuu U nojpasaeieHusi, TojJ U HOMep Jejla MOT'YT IPOCTaBIAThCS
Ha 00JI0’KKE C TOMOILBIO HITaMIIa.

8.39. B unensx oOecriedeHHs] COXPAaHHOCTHM M 3aKPEIUIEHMsI IMOPAJKA PACIOJIOKEHUS
JIOKYMEHTOB, BKJIIOUEHHBIX B JI€JIO, BCE €ro JIUCTBI, KPOME JIMCTa 3aBepUTENs M BHYTpPEHHEH
ONMCH, HYMEpYyHTCs apaOckumu IUppaMu BaJIOBOM HyMmepanue. Jluctel Hymepyrorcs
rpadUTOBBIM KapaHJAIIOM WJIM HyMepaTopoM (ymoTpeOyieHHe YepHHJI M LBETHBIX KapaHJaluei
JUIE HyMEpaluu JIMCTOB HE JOMyCKAeTCs) CBEPXY BHU3, IHM(PBI MPOCTABISAIOTCS B IMPABOM
BEpPXHEM YIJy JIMCTa, HE 3aJieBas TEeKCTa JOKyMeHTa. JIMCThl BHYTpEHHEW OmMCH HyMEpYyrOTCs
OTJEIIBHO.

JIucTel Jien, COCTOSAIIMX M3 HECKOJIbKUX TOMOB WM YacTeil, HyMEpYIOTCS IO KaXKAOMY
TOMY WJIM YacTH OTJIEIBHO.

JIOKyMEHTBI ¢ COOCTBEHHON HyMepaliel JMCTOB HyMEpYIOTCS B 001eM MOpsIKe.

JIuct mro6oro ¢opmara, MOAMIUTHIM 3a OAUH Kpal, HyMepyeTcsl Kak OJUH JIUCT B MPaBOM
BepxHeM yriry. CII0’KEeHHBIN JIUCT pa3BOpPaunBaETCs U HyMEpYyeTcs B IpaBOM BepxHeM yrity. JIucr,
CJIOKEHHBIN M MOAMINTHIN 3a CepeInHYy, MOAJEKUT MEPEIIMBKE U HyMepyeTcs KaK OJUH JIUCT.

Ecin B neno moAmmT KOHBEPT C BIOXKEHHEM, CHAaudala HyMEpyeTcs KOHBEPT, a 3aTeEM
OuYepeIHbIM MOPSIIKOBBIM HOMEPOM KaX0€ BIOXKEHHE B KOHBEPTE.

Ecnu B Hymeparuu uctoB gonyuieHo 6osee 10 ommOok, Bce A0 HyMepyeTcsl 3aHOBO.
[Tpu 3TOM cTapble HOMepa 3a4€pKUBAIOTCSI, U PSIIOM CTaBUTCS HOBBIA HOMEp JIMCTA.

[Ipy HanmuyuM OTHENBHBIX OHMIMOOK B HyMeEpalMM JIMCTOB JIOIYCKAaeTcs YyIoTpeOieHHe
JUTEPHBIX (C OYyKBEHHBIMHU JIOTIOJIHEHUSMHU ) HOMEPOB JIHCTOB.

8.40. Ilocne 3aBepuieHHs HyMepalUu JINCTOB COCTABIISIETCA JIMCT-3aBEPUTEND €A,
KOTOPBII pacronaraercsi B KOHIIe Jesa. B nucre-3aBeputene nudpamu U NpONUChI0 YKa3bIBAIOTCS
KOJINYECTBO JIMCTOB B JIAHHOM JieJie, OCOOCHHOCTH OTAEIbHBIX JIOKYMEHTOB (HESICHBIM TEKCT,
pa3pbIBbI, CKICHKH).

JIucr-3aBepuTenb Jena TMOANMCHIBAETCS €r0 COCTABUTENEM C YKa3aHMEM JOJDKHOCTH,
WHUIMAJIOB ¥ (paMUIINH, 1aThl COCTABIIECHUSI.

KonnuecTtBo 51MCTOB B JA€ne, yKa3aHHOE B JIMCTE-3aBEPUTENE Ji€a, MPOCTABIAETCS Ha
00JIOXKKE fmena.

Ecnu neno meperuieTeHO M MOAIIMTO O€3 JIMCTa-3aBEPUTEINs, TO COCTABJICHHBIA JIHCT-
3aBEpUTEIb MTOIKJIEUBAETCS K BHYTPEHHEH CTOpPOHE 3aHel 00JI0KKH Jiena.

8.41. lna ydera JOKYMEHTOB OIPEIEIIEHHBIX KAaTErOpUil IOCTOSHHOIO U BPEMEHHOIO
(cBbime 10 7eT) CpPOKOB XpaHEHMs, Y4eT KOTOPBIX BBI3BAH CHEHU(PUKON JOKyMEHTAlHH,
BKJIFOUEHHOM B JI€JI0, COCTaBIISI€TCS BHYTPEHHSS OMHCh JOKYMEHTOB Jella, MOMellaeMasi B €ro
HayaJo.
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BHyTpeHHss onuch BKIIIOYaeTCs B Jefia, UMEIoIIne 0CO0YI0 3HaYMMOCTh, a TaKXke B Jena,
c(OpMHUPOBAHHBIE IO BHUJaM JOKYMEHTOB, 3arOJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOTO
CoJIepKaHus JOKYMEHTOB.

BHyTpeHHsET ONHCh JTOKYMEHTOB Jella COCTaBsieTCsl Takke Ha OOBEeMHBIC Jena
MOCTOSIHHOTO M BpeMeHHBIX (cBbimie 10 JIeT) CPOKOB XpaHEHHsS B IENAX ydeTa U ObICTPOro
HAXO0XJICHUS JOKYyMEHTOB B JIEJI€.

B KkoHlle BHYTpeHHEW oOmNucH yKa3bBaeTcss IubpaMu ¢ MPONUCHI0 KOJIHYECTBO
BKJIFOUCHHBIX B HEEC JOKYMEHTOB M KOJUYECTBO JINCTOB BHYTPCHHEH OTIHICH.

BHyTpeHHss oOmuch JOKYMEHTOB Jefia MOJMUCHIBAETCS COCTABUTENEM C YKa3aHHEM
JOJKHOCTH, HHUIIUAJIOB U (DaMUJIHH, JAThl COCTaBJICHHUS.

Ecnu neno mepemneTreHO W mOAMMTO 03 BHYTPEHHEH OIMUCH, TO COCTaBICHHAs
BHYTPEHHSISI OIHCH MOJIKJIEUBACTCS K BHYTPEHHEH CTOPOHE JINIIEBOM OOJIOKKH JIeTa.

8.42. JIOKyMEHTBI IOCTOSIHHOTO, BpPeMEHHBIX (CBbImIe 10 JI€T) CPOKOB XpaHEHHS M IO
JUYHOMY COCTaBY, COCTAaBISIONIME JI€J0, TMOMEHIAIOTCS B TBEPIbIC OOJIOKKH W3 KapTOHA,
MOJUIMBAIOTCS B YETHIPE MPOKOJA WM TEPEIUIETAIOTCS C YY€TOM BO3MOXKHOCTH CBOOOTHOTO
YTCHHSI TEKCTa BCEX JOKYMEHTOB, JaT, BU3 M PE3OJIIONHMA Ha HHUX. PE30JIONMU PYKOBOJCTBA,
COCTaBJICHHBIC Ha OTAETBHBIX JINCTAX, MOMEIIAIOTCS mepes JoKyMeHToM. [Ipu moaroToBke nen k
noAMMBKe (TIEPEIUIeTy) MPOBEPSETCS NPABHIBLHOCTh WX (OPMHUpPOBaHUSA, O(OpMIICHUS, BCE
IUTACTUKOBBIE W METANIMYECKHE KpEIJICHUs, a TaKXKe TEepPMOMNEpeIieTbl U3 JIOKYMEHTOB
YAAJISIOTCA.

8.43. Jlena mOCTOSIHHOTO XpaHEHUSs, COCTOSIIME M3 0CcO00 LIEHHBIX WM HEe()OPMATHBIX
JIOKYMEHTOB, MOT'YT TPHHUMATHCS HA XpaHEHUE B 3aKPBITHIX TBEPABIX MAIKaX C TPEeMs KIIallaHAMH
U C 3aBsI3KaMH WM B KOPOOKax.

8.44. Omnucu pen cocraBisitorcss OpraHu3alMM IHOJ METOAUMYECKUM PYKOBOJICTBOM
Jlenonpou3BoguTerns.

Onucu nenn COCTaBJISIFOTCS OTACIBHO Ha JIeia TOCTOSHHOTO XPaHEHUS; Jiela BPEMEHHBIX
(cBbitie 10 7eT) CpOKOB XpaHEHHs; JieNia 10 JUYHOMY COCTaBY, AJIEKTPOHHBIC JeNa, a TakKe Ha
JieNa, COCTOSIIME W3 JIOKYMEHTOB, XapaKTepHbBIX g JaHHoW Opranuszanuu (cyaeOHBbIE,
CJIEICTBEHHBIC JeNla, HAYYHbIE OTYETHI TI0 TEMaM).

I[To omucsM jen TOKyMEHTHI TiepearoTcs B apxuB OpraHu3aiiy.

Ha nema BpeMeHHBIX cpokoB XxpaHeHuss (1o 10 JeT BKIIOYUTENBHO) OMUCH HE
COCTaBIISIFOTCS, M B ApXHB TaKHUE JIea He TIePeIatoTCsl.

[Tpu nanuuuu B Opranuzanuu COJI onvicu nen GopMUPYIOTCS B CUCTEME.

8.45. Onucu ien mpecTaBiIsoTes B apxuB Opranu3aiuy He paHee, 4eM 4epe3 OJIUH Tojl, U
HE T03/IHee, YeM Yepe3 TPU rojia MOocie 3aBepIIeHHs 1e] B IeTOMPOU3BOJICTBE.

8.46. OtnenpHas omMch TMpeACTaBIsieT COOOW TIepeueHb OMHMCATEIbHBIX CTaTell C
CaMOCTOSITENILHOM MOPSAIKOBOM HyMepaluen, Kakaasi U3 KOTOPhIX JIOJDKHA BKIIIOUATh CIEIYIOIINe
CBEJICHUS:

MOPSAIKOBBIM HOMED Jieia IO OTHCH;

WHJIEKC JIeTa;

3aroJI0BOK JieNa;

KpailHue JaThl Jea;

KOJIMYECTBO JIUCTOB B JIEIIE;

MPUMEUYaHUSI.

8.47. Tlepen BHeceHHEM 3aroJOBKOB JIENI B OMKCH MPOBEPSIOTCS KauyecTBO (hOPMUPOBAHUS
1 0(OPMIICHHS JIeJI, COOTBETCTBHE KOJUYECTBA JIe)I, BHOCHMBIX B OITUCH, KOJIMYECTBY 3aBEJICHHBIX
JIeT TI0 HOMEeHKIaType aen OpraHnu3aium.

B koHIle ommcH BciIeq 3a IOCIEOHEH OIMMCATEIbHOM CTAaThed 3aIloHSIETCS WTOroBas
3amuch, B KOTOPOW yKa3bIBalOTCS (UHU(paMu M MPOIMUCHIO) KOJIMYECTBO MAEIN, YUCISIIUXCS IO
OIKMCH, TICPBBIA M TIOCICIHUNA HOMEpa JeNl 10 OIHCH, a TaK)Ke OTOBApPHBAIOTCS OCOOCHHOCTH
HyMepaIiu JieJ B ONUCH (JTUTEPHBIC HOMEpa U MPOMYIIICHHBIE HOMEPa).

8.48. Ilopsamok MpHCBOCHUS HOMEPOB OMUCSM JeNl YCTaHABIMBAETCS MO COTJIACOBAHUIO C



50

apxuBoM OpraHu3aiui.

8.49. Omnucu nen MOANMUCHIBAIOTCS COCTABUTENEM ONUCH U JIUIIOM, OTBETCTBEHHBIM 32
apXMB.

8.50. Ommcn gen OpraHu3aluy COCTABIAIOTCS B JBYX OJK3EMIUIApax Ha OyMaKHOM
HOCHUTEeJle, OJUH M3 KOTOPBIX IepelaeTcs BMecTe C jaenaMu B apxuB OpraHumsanuu, a BTOPOH
OCTaeTCsl B KaueCTBE KOHTPOJIBHOIO 3K3emIuisApa y [enonpousBogutensd. B apxus Opranuzanuun
TaKXe IepeAaeTcs Mo IK3EMIUIAPY ONMCEN Jie B 3JEKTPOHHOM BUJE B pellakTupyeMoM (opmate
JUISL KCII0JIB30BAHUS B JAJIIBHEHIIIEM JUJIsl IOJTOTOBKU apXUBHBIX ONKCEH /el (TOIOBBIX Pa3/IeiioB).

8.51. Jlena nepenarorcs Ha XpaHeHue B apxuB OpraHuzaiuy B COOTBETCTBUU C TpapUKOM
nepejaud  JOKYMEHTOB,  YTBEpKIEHHbIM  PykoBomutesnem  OpraHuszauud WIM — HUHBIM
YIOJIHOMOYEHHBIM UM JIMIIOM U COTJIACOBAHHBIM C J[e10npon3BOAUTENEM.

8.52. Jlena mocTosSsHHOTO U BpeMeHHBIX (cBbIie 10 JeT) CpOKOB XpaHEHHUs, JOKYMEHTHI 110
JUYHOMY COCTaBY, JIEKTPOHHBIE JOKYMEHTHI IepefatoTcsa B apxuB OpraHusanuu He paHee, 4yem
yepes roJl, U He II03/IHEEe, YEM Yepe3 TPU roJia MOocye 3aBEPIIEHUS UX B JEIONPOU3BOICTBE.

8.53. Ilepenaua nen B apxuB OpraHu3aluy NPOU3BOAUTCS IO OMHUCIM eIl

8.54. YnomHOMOUYEHHBII PaOOTHUK apXwBa MPOBEPSET IMPABHIBLHOCTH O(GOPMIICHUS U
dbopmupoBaHus €], IPABUIBHOCTh COCTABJICHHS OINHUCEH Jed, COOTBETCTBHE KOJIMYECTBA JIEl,
BKJTIOYCHHBIX B ONKCH, KOJIMYECTBY Jel, c(hOPMUPOBAHHBIX B COOTBETCTBUU C HOMEHKJIATYpPOIl
Jel.

8.55. Ilpmem xkaxmoro naena B apxuB OpraHu3zalud IMPOU3BOAUTCS B TPUCYTCTBHU
Henonpousoaurensd. IIpy 3ToM Ha o000uX HSK3eMIUIsIpaX OIUCH MPOTHB KaXJ0ro Jena,
BKJIFOUEHHOT'O B HEE, JIENAaeTCs OTMETKA O HAJIMYMHU Jiea. B KOHIle KaX10ro 3K3eMIuIsipa OlucH B
UTOTOBOM 3alMCH yKa3blBaeTCs LU(PpPaMU U NPOINHUCHI0 KOJMYECTBO (PAKTHUYECKH IMPHUHATHIX B
apXuB JI€J1, B TOM YHCJIE JIEKTPOHHBIX, HOMEpPA OTCYTCTBYIOLIUX JIEN, JaTa IpueMa-rnepeaauu ael,
a TakKe MOAINMUCH JIMIa, OTBETCTBEHHOTO 3a apXuB U [lenonpousBoaurens.

8.56. Ilepemaua HIEKTPOHHBIX JOKYMEHTOB B apxuB OpraHu3aluy NPOU3BOIUTCS HA
OCHOBAHMHU ONMCEN 3JEKTPOHHBIX JeN 110 MHPOPMALMOHHO-TEIEKOMMYHUKAIIMOHHONW ceTH (IpHu
Hanuuuu B apxuBe Opranuzanuy HHGOPMALMOHHON CUCTEMBI) WM Ha (PU3HUECKH 000CO0IEHHBIX
MaTEpUaIbHBIX HOCUTENSX, KOTOpBIE IPEACTABIAIOTCA B JIBYX MIEHTHYHBIX DK3EMIUIApax B
COOTBETCTBUU C TpeOOBaHUSAMH, ycTaHOBIEHHBIMU [IpaBunamu.

8.57. Ilpu mnepenade SJIEKTPOHHBIX JOKYMEHTOB B apxXuB IO HH()OPMALMOHHO-
TEJIEeKOMMYHUKAlIMOHHOW CETH OHM IepelaloTcs 0e3 HMX COXpPaHEHHS B COOTBETCTBYIOIIUX
MH(POPMALIMOHHBIX CHCTEMAX.

8.58. Omuck >eKTPOHHBIX /I COCTaBISIETCs coraacHo [IpaBuiam.

8.59. IloxaroroBka »SJIEKTPOHHBIX JOKYMEHTOB K mepeaade B apxuB OpraHuzanuu
OCYIIECTBIISIETCA CTPYKTYPHBIM TMojpa3zzaeieHneM (paboTtHukoMm) OpraHuzalud — BIIAJEIbIEM
COOTBETCTBYIOLIEH MH()OPMAIMOHHONW CUCTEMbI COBMECTHO C IMO/pa3feieHHeM (CIeHUuaInCTOM),
oOecneunBaromUM (PYHKIHOHUPOBAHUE UH(POPMAIIMOHHOW CUCTEMBI.

8.60. Ilpm moAroToBKE AJIEKTPOHHBIX JOKYMEHTOB, OTOOpaHHBIX K Ileperaiye B apXuB
Opranu3zaiuu, BEIOJHSIOTCS CIEAYIOIINE OCHOBHbBIE MPOIEAYpPhI padOThI C TOKYMEHTAMU:

KOHBEpTAIHsl 3JIEKTPOHHOTO JOKYMEHTa B (pOpMaT apXMBHOI'O JOKYMEHTa B COOTBETCTBHHU
¢ [IpaBuinamu;

¢dopmupoBanue B HH(popMarmoHHOW cucteMe OpraHuzaluu  SJIEKTPOHHBIX e,
ABIISIOIIMXCSI COBOKYIHOCTHIO KOHTEWHEPOB JJIEKTPOHHBIX JOKYMEHTOB WJIM KOHTEHHEpOM
AJIEKTPOHHOI'O JOKYMEHTA, BKJIIOYAIOUIEM: KOHTEHT M META/JaHHbIE AIEKTPOHHOI'O JOKYMEHTA,
Gaiinbl >IEKTPOHHBIX MONMUCEH M BHU3YaJU3UPOBAHHYIO KOIHUIO TEKCTOBOIO AJIEKTPOHHOIO
nokymenTa B popmare PDF/A;

(hopMHpOBaHNE OMKCH NEKTPOHHBIX /1€, JOKYMEHTOB CTPYKTYPHOI'O MOIpa3/IesIeHuUs;

MUTpalMs 3JIEKTPOHHBIX JIOKYMEHTOB Ha (U3MYeCKH 000COOJEHHbIE MaTepualbHbIe
HOCHUTEJIH, €CJIM JIOKYMEHTHI IepenaroTrcss B apxuB OpraHuzanuu He M0 HH(OPMAaLUOHHO-
KOMMYHUKAIIMOHHBIM KaHaJlaM;

IIPOBEPKA BOCIPOU3BOAUMOCTH 3JIEKTPOHHBIX JJOKYMEHTOB;
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IIPOBEPKA DJIEKTPOHHBIX JOKYMEHTOB Ha HAaJUM4YHM€ BPEJOHOCHBIX KOMIIBIOTEPHBIX
IporpaMmm;

IIOATBEPKICHUE LIEIIOCTHOCTH 3JIEKTPOHHOTO JieJIa 3JIEKTPOHHOM MOANKMCHIO PYKOBOIUTEIS
CTPYKTYPHOTO IOJIpa3/iesieHusl (MHOTO YIIOJIHOMOYEHHOTO JIMIA), OCYIIECTBIISIOIIErO MOATOTOBKY
JJIEKTPOHHBIX TOKYMEHTOB K Ilepesiade B apxus Opranusanuu.

8.61. Ha pmena ¢ MCTEKIIMMH CpPOKaMH XpaHEHUS B CTPYKTYPHBIX MOJpa3eICHUSIX
Opranuzanuy COCTaBIAIOTCS MPEUIOKEHHS K aKTy O BBIJCJIICHUN K YHUUTOKEHUIO JOKYMEHTOB.

Ha ocHoBe npeioskeHnit pabOTHUKOB CTPYKTYPHBIX NOJpasaesieHuit [lenonponsBoaurennb
Opranuzanuy COCTaBISET aKT O BBIACICHUU K YHMUYTOXKEHHUIO JOKYMEHTOB, HE IOAJIEKAIIUX
XpaHeHuto, Ha Jaena Bced OpraHuzanuu mo ToW ke ¢opme. 3arojoBKH OJHOPOIHBIX eI,
O0TOOpaHHBIX K YHUUTOXKEHHIO, BHOCSATCS B aKT I0J] OOIIMM 3arojOBKOM € yKa3aHHEM KOJIMYEeCTBA
JleJ1, OTHECEHHBIX K IaHHOU IpyIIIe.

8.62. Jlena BKJIIOYAIOTCA B aKT O BBIACICHUM K YHHUYTOXKEHUIO JIOKYMEHTOB, HeE
NOJJIEKALIUX XPAHEHUIO, €CIIM IPELYCMOTPEHHBIN AJI1 HUX CPOK XpaHEHMs MCTeK K | sHBaps
rojia, B KOTOpoM cocTaBiieH akT. Hanpumep, 3akonuennsie B 2020 roxy aena ¢ 3-JIeTHUM CPOKOM
XpaHEHHs, MOTYT OBITh BKJIIOUEHBI B aKT, KOTOPBIA Oymer cocramBieH He paHee | sHBaps 2024
roja.

8.63. Jlena ¢ ormerkoit «IIIK» (otmerka «3I1K» o3Hayaer, 4To 4acTh JOKYMEHTOB MOXKET
ObITh OTHECEHA K CPOKY XPaHEHHUs «IIOCTOSIHHO») MOJJIXKAT HMOJMCTHOMY IPOCMOTPY B ILIENAX
BBISIBJICHUS JIOKYMEHTOB, IMOJIEXKAIIUX ITOCTOSSHHOMY XPAaHEHHIO. BBIABIEHHBIE B TakUX Jeiax
JOKYMEHTBI IIOCTOSIHHOT'O XPaHEHUS BBIACIAIOTCS U IPUCOCIUHAIOTCSA K OAHOPOJHBIM J€IaM WU
(bopMUPYIOTCS B CAMOCTOSITENIbHBIE JIENA.

OcranbHble JOKYMEHTHI Jena ¢ oTMeTKo «OIIK» BkitouaroTcs B akT, IIPU 3TOM OTMETKA
«QIIK» B akTe He yKa3bIBaeTCsl.

8.64. AKT O BBIIEJIEHUM K YHUUTOXKCHHMIO JOKYMEHTOB, HE IMOAJESKAIIMX XPAaHEHHUIO,
IPEJCTaBIsIETC Ha paccMoTpeHue U cornacoBaHue OK OJHOBPEMEHHO C OMNMCSIMM Jell
IIOCTOSIHHOT'O XPAHEHUS U 110 JIMYHOMY COCTaBY.

8.65. AKT 0 BBIJICJICHUN K YHUYTOKEHHIO IOKYMEHTOB, HE MOJIISKAIINX XPAaHEHHIO, B IBYX
IK3EMIUIApax, JOJDKeH ObITh IpejcTaBieH Ha paccmorpeHune OIIK ApxuBHOro ymnpaieHHs
[TpaButenscTBa YP 0JHOBpEMEHHO C ONMUCAMU J€]1 MOCTOSTHHOT'O CPOKa XPaHEHUsI M ONUCAMU eI
1o nmyHoMy cocrtaBy. [locne ux yrBepxkaenus J1IK, akt u onucu yrBepxknarorcs PykoBoaurenem
Opranuzanuu.

8.66. JlokyMeHTBI, NOJUIeXKALIME YHUUYTOXKEHHMIO, IMEpeJaroTcs B  OpraHHU3alluio,
3aHMMAIOIIYIOCS ITepepabOTKON BTOPCHIPBS, Mocie yTBepxkaeHus PykoBonurenem OpraHu3anuu
WIM YIOJHOMOYEHHBIM MM JIMIIOM aKTa O BBIIEICHUM K YHUYTOKEHHIO JTOKYMEHTOB, HE
MOJJIEKALINX XPaHEHUIO.

JIOKyMeHTBI, coJiepKalliie IepcoHalbHbIe JaHHbIE, UMeIoIIHe MOMeTKY «Jlyis ciyxeOHoro
MOJIb30BAHUSA», a TaKKe CcoJepKallue HWHPOPMAIUI0 OrPaHUYEHHOrO JIOCTYMA, JOJKHBI
YHHUYTOXKAThCS B caMoil OpraHu3anuy myTeM MeXaHHUeCKOro U3MeabueHus (IIpeaupoBaHus) WIN
UHBIM CIOCOOOM, MCKJIIOYAIOMIUM BO3MOXHOCTh BOCCTAHOBHUTH COJEp)KaHUE JOKYMEHTOB.
BymaskHbIe OTXOBI TEPEeIaloTCs B OPraHU3alINI0, 3aHUMAIOLIYIOCS TepepabOTKOM BTOPCHIPHSL.

JIOKyMeHT, NOATBEPKAAI0ONINI (aKT yTUIN3aLUH, TPUKIAAbIBAETCS K aKTy O BBIJECIICHUU K
YHMUTOKEHHUIO JOKYMEHTOB, HE MTOAJIEXKALIUX XPAHEHUIO.

[locne yHUYTOXEHMS 7€l B HOMEHKJIAType JeJl MPOCTAaBIISIFOTCS OTMETKH, 3aBepseMble
NOANUCKIO [lenonpon3BoauTeENs, U 1aTON:

«YHnutoxkeHo. CM. aKT OT Ne . [onnuce, MHAIMATBL, (DaMUITHSI.

8.67. 3J'ICKTpOHHBIC JAOKYMCHTBI C UCTCKIIUMH CPOKAMH XPAHCHUSA TTOMJICKAT BBIACICHUTO
K YHUYTOXXCHHUIO Ha 06HII/IX OCHOBAHMAX, IOCJIC YETO MPOBOAUTCA HUX (bl/ISI/IT—IeCKOG YHHUYTOKCHHUC
WM YHHYTOXKCHHUEC MNPOrpaMMHO-TCXHUYCCKHUMU CPEACTBAMH C COOTBGTCTByIOHIefI OTMETKOH B
AKTC O BBIACIICHUU K YHUYTOXKCHHUIO DJICKTPOHHBIX JOKYMCHTOB.
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DIIeKTPOHHBIE TOKYMEHTBI CYMTAIOTCS YHHUYTOKCHHBIMH, €CITH UX HENb3s BOCCTaHOBHUTH
cpeAcTBaMu MH(POPMAIIMOHHONW CHCTEMBI HA HOCUTENSIX HH()OPMAIIUK U U3 PE3EPBHBIX KOIHIA.

8.68. AKTBI O BBIICICHUH K YHHUYTOXKCHUIO JIOKYMEHTOB, HE IOJUICKALIMX XPaHCHHIO,
XpaHATCs MOCTOSIHHO B Jiesie GoHa.

IX. Opraﬂmaunﬂ AOCTYIIA K JOKYMEHTaAM U UX UCIIOJbB30BaAHUA

9.1. Belgaua gen, HaxXOIAIIMXCS Ha XpaHEHUHW y JlenmompousBomuTens, B CTPYKTYPHBIX
noapasnenenusx OpraHuzanuu pabOTHUKAM JAPYIHX MOApa3AeIeHUN sl 03HAKOMJICHUS U (WIIN)
JUIE BPEMEHHOTO HCIIONB30BaHUsI B pabOTe MPOU3ZBOJAUTCA IO 3ampocaM, IOANUCAHHBIM
PYKOBOJUTENEM CTPYKTYPHOTO MojapaszzencHus (paboTHUKA), 3apalliiBarOIEro JeI0 (JOKYMEHT)
U C pazpeuieHuss JleTONPOU3BOAUTENSS WIM PYKOBOIAHUTEIS CTPYKTYpHOTO TMOJpPAa3/eIeHUs
(paboTHMKA), JOKYMEHTBI KOTOPOT'O 3alpalliiBarOTC.

9.2. Jlena, TOKYMEHTHI BBIIAIOTCS BO BPEMEHHOE T0JIb30BaHue paboTHuKaM OpraHu3anuu
Ha CpPOK He 0oJiee OHOTO Mecsa.

l'ocynapcTBeHHBIM (MYHUIIMIIANBHBIM) OpraHaM (CyleOHBIM, IPABOOXPAHUTEIHHBIM,
OopraHaM ToCylapCTBEHHOr0 (MyHHMIMIIAJIbHOTO) KOHTPOJS M HAA30pa) Jela U OTAeIbHbIE
JOKYMEHTBI BBIJIAIOTCSI HA OCHOBAaHMHM WX NMHCBMEHHBIX 3allPOCOB C pa3perieHus PykoBomutens
OpraHu3anuy WM MHOTO YHNOJHOMOYEHHOTO MM JIMIIA, IO aKTaM Ha CpPOK He OoJiee IIecTH
MECSIEB.

ITpu HEOOXOIMMOCTH CPOK UCIOIB30BAHUS JOKYMEHTOB MOKET OBITh MPOJUIEH.

9.3. B nucbMeHHOM 3ampoce pabOTHUKOB OpPraHM3allid O BblJAde JOKYMEHTOB (Z1€1) BO
BPEMEHHOE I10JIb30BaHHE U3JIaratoTCsl IPUUYMHBIL, 110 KOTOPHIM 3alpalliiBaeTcs €10 (JIOKyMEHT) U
IeJTb UCTIOJIb30BaHUS JOKYMEHTOB, HAXOSIIUXCS HA OTIEPATUBHOM XPaHCHHH.

9.4. Ha BbIAaHHOE €710 3aBOAMTCS KapTa-3aMEeCTUTENb, [IOMEIaeMast Ha MECTO BbIIaHHOTO
nena. B Hell yka3pIBalOTCS WHAEKC Jiela, Jara ero BbAaYM, KOMY JEJO BBIAAHO, JaTa ero
BO3BpALIECHHUS, IPEAYyCMATPUBAIOTCA Ipadbl A1 MOANKUCEH B TOJyYCHUU U IPUEME JeTa.

Ha wmecto wu3BATOrO NOIMHHHWKA JOKyMEHTa Jlenonmpou3BOMUTENs WA COTPYIHHK
NOJpa3/IeIeHUs] BKJIAbIBACT B J€NI0 JHMCT-3aMECTUTENb C YKa3aHUEM, KOTJa, KOMy M Ha KakKoi
CPOK BBIJJaH JOKYMEHT W TIOJNHICSIMHU B TIOJTYYCHUH | ripremMe jaena. [Ipu aTom B 1eno momemaercs
3aBepeHHasl KOMUs JOKYMEHTa.

[Tocne pemenust Bompoca, JjIsi paCCMOTPEHUsI KOTOPOTO Jiena (JOKYMEHTHI) U3BIMAIIUCh TI0
3arpocaM MHBIX OpraHu3alMi, NOUIMHHUKK JIOKYMEHTOB JOJDKHBI OBITh BO3BpAallleHbl B
OpraHu3anuio 1 MoMeIIeHb B JIEN0.

9.5. DneKTpoHHbIE JOKYMEHTBI, HaXOAAIIMecs Ha ONepaTUBHOM XpaHEHUH B 0a3ax JTaHHBIX
WH(POPMALIMOHHBIX CHUCTEM, BBIAAIOTCS JJISI WCIOJB30BAHMUSA B BHJE KONHMH AIIEKTPOHHBIX
JIOKYMEHTOB B COOTBETCTBHH C IyHKTOM 2.51 HacTosmei MucTpykumu.

9.6. Iopsinok nocryma paboTHUKOB OpraHu3anuu K JOKyMeHTaM, pa3MeniaeMbiM B COJ]
WIK UHOM MH(OPMAIMOHHONW CUCTEME, YCTaHABJIMBAETCS JIOKAIbHBIMA HOPMATUBHBIMU aKTaMH
Opraau3anuy, ONpPEACNSIONUMU TOPSIOK SKCIUTyaTalud WH()OPMAIMOHHOW CHCTEMBI, W B
COOTBETCTBUH C IEPCOHAIBHBIMU YYETHBIMHM 3amucsiMu paboTtHukoB B COJ] wim uHOMN
MH(OPMaLIMOHHON CHCTEME.

PabGoTHHKaM, He MMEIOUIMM TIpaBa JOCTYNa K COOTBETCTBYIOLIEH HH(POPMALMOHHOM
cHCTeMe, DIIEKTPOHHBIE TOKYMEHTHI BBIIAIOTCS B COOTBETCTBHUHM ¢ myHKTamu 9.1 - 9.3 Hacrosmei
WNuctpykuuu, Ha (uznyecku 000COOJIEHHOM HOCHUTENE, BBICBUIAIOTCS MO DJIEKTPOHHOMY aJpecy
pabOTHHWKA, 3aIpaIIuBaIONIETO JOKYMEHT, HITH HHBIM 00pa3oM.

9.7. 'V Jlenonpou3BoauTeNnss HMIM B CTPYKTYpPHOM TOApA3/JeNeHHH, BBIAABIIEM JEJI0
(TOKyMEHT) BeleTcsi y4eT BBIJAHHBIX [l (JIOKYMEHTOB) M KOHTPOJIb HMX CBOEBPEMEHHOI'O
BO3BparTa. DIEKTPOHHBIE JieNa (JIOKyMEHTHI) BO3BpaTy HE MOJyIexkar.

9.8. PabGoraukm OpraHuzanuu 00s3aHbl 00ecleYrBaTh COXPAHHOCTH IOJIYYEHHBIX BO
BPEMEHHOE II0JIb30BaHUE JOKYMEHTOB (7€) Ha OyMa)kKHOM HOCHUTEJIE M HCIIOJIb30BaTh
HOJYYEHHYI0O MH(OPMAIMIO B CIY)KEOHBIX IIeNIIX B COOTBETCTBUH C TPEOOBaHMSIMHU JIOKAIBHBIX
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HOPMAaTUBHBIX aKTOB. 3alpeliaercs Imepenada TMOJYyYEHHBIX JOKYMEHTOB WM HUX KOMHMA
pabOTHHUKAM APYTHUX MOAPA3ACICHUN WU OpraHUu3alui.

9.9. U3bsarue (BbieMKa) AOKYMEHTOB, 0oOpa3oBaBIIMXCSA B jAedreiabHocTH OpraHuzaiu,
IIPOU3BOJUTCS B COOTBETCTBUU C 3aKOHOJATENBCTBOM Poccuiickoit Penepanuu.

9.10. U3zbsTHe (BbIEMKA) OOKYMEHTOB MPOU3BOAMTCS HA OCHOBAaHHHM IHUCHBMEHHOTO
pacnopsbkeHHs  (IIOCTAHOBJIEHHSI) COOTBETCTBYIOLLETO OpraHa BJacTM € Pa3pelIcHUs
PykoBogutens OpraHuzalud WIM HMHOTO YIOJIHOMOYEHHOTO UM JMIa C H3BELICHUEM
PYKOBOAMTENS Opa3AeIeHus, JOKYMEHTbI KOTOPOI'O U3bIMAIOTCSI.

9.11. ®akT u3bATHSA (BBIEMKH) TOKYMEHTOB (DHKCHUPYETCS B MPOTOKOJE (aKTe) HU3BATHS
(BBIEMKH) JOKYMEHTOB, KOTOPBIM COCTaBJIIETCS HE MEHEE 4YeM B JIBYX OJK3EMIUIIpax u
MOJIMUCKHIBACTCA YHNOJHOMOYEHHBIMU TMpeacTaBuTensiMu OpraHusaldd U COOTBETCTBYIOIIETO
oprana Biactu. K mpotokomy (akTy) npuiiaraeTcsi Omuch (peectp) U3bsATHIX JOKYMEHTOB (J1€1).

9.12. Ilpn u3BATHH MOJIMHHUKOB JOKYMEHTOB B JI€JI0 TMOMeEUIAeTcs 3aBEPEHHAs KOIHUS
JIOKYMEHTa, Ha 000pOTe KOTOPOIl yKa3bIBaeTCsl OCHOBAHHE M3BATHS MOUIMHHUKA, CPOK BO3BpATa,
JaTa U MOANUCH PaOOTHHKA, OTBETCTBEHHOT'O 32 (()OPMUPOBAHUE W/WJIH XpaHEHUE JIeTa.

9.13. IloaIMHHUK JOKYMEHTA, U3bATHII U3 Jiejla HA OCHOBE COOTBETCTBYIOILEIO PELICHMUS,
MocJie PAaCCMOTPEHUSI U PEIlIeHUs] BOIIPOCa, BO3BpaIaeTcs B J1EJ10, IPU 3TOM KOMUSs, OMEIEHHAs
B JIEJI0O BMECTO MOUIMHHUKA, U3bIMACTCS.

X. U3roroBiienne, yuyer, HCNOJIb30BAHNE U XPAHEHHUE NMeYaTeil, IITAMIIOB, 0J1AHKOB
AOKYMEHTOB, HOCHTeJIel 3JIEKTPOHHBIX MOoANucen

10.1. bnanku OpraHu3alMOHHO-PACHOPSAUTENBHBIX JIOKYMEHTOB pPa3pabaThIBalOTCA
HenonpousBoaureneM. Buabl OlaHKOB OpraHU3alMOHHO-PACHOPSAUTENBHBIX JIOKYMEHTOB,
TpeOoBaHUs K MX O(POPMIICHHUIO U HCIIOJIb30BAaHHUIO YCTAHABIMBAIOTCS HAacTosEeH NHCTpyKIMen.

10.2. OGpa3iipl 0JIAaHKOB JIOKYMEHTOB YTBEPIKIAIOTCS B COCTaBE HacTosmed MHCTpyKmm
IO JIeJONpPOU3BOACTBY. Takke [OMOJNHUTENbHbIE 00pa3ibl OJAaHKOB MOTYT YTBEp)KIAThCS
pacrops,ANTENIbLHBIM JOKYMEHTOM PykoBoaMTENS B cCOCTaBE KOMILIEKTA (aap00Ma) OJIaHKOB.

10.3. B Opranuzanmuu Ui HOATOTOBKHM JOKYMEHTOB MOTYT HCIIOJIb30BaThCsl OJNaHKU
JOKYMEHTOB, M3TOTOBJICHHbIE THUIOTPAQCKUM CHOCOOOM WJIM CpEeACTBAMHM  ONEPATHBHOMN
nojurpaduu.

Opranu3zanys BrpaBe Npy NOJATOTOBKE JOKYMEHTOB MCIIOJIb30BaTh 3JIEKTPOHHBIE I1a0IOHbI
OJ1aHKOB. DJIEKTPOHHBIE IAOJOHBI OJAHKOB JOJDKHBI COOTBETCTBOBATh OOpaslam OJIaHKOB,
yTBepkAeHHbIX PykoBoautenem Opranusaium.

10.4. bnaHku OpraHM3allMOHHO-PACIOPSAUTENBHBIX JOKYMEHTOB, IPUMEHSIEMBIE B
Opranuzanuu, He MOTYT NEpeNaBaThCs APYTMM OpPIraHU3AlMsIM, JOJKHOCTHBIM U (DU3HMYECKUM
JULIAM.

10.5. denonpousBoaurtenb OpraHu3anuu:

oopmisier 3aka3bl Ha U3rOTOBJIEHHME OJAHKOB OpPraHHU3allMOHHO-PACTIOPSIUTEIbHBIX
JIOKYMEHTOB TUIOTpa)CKUM CIIOCOOOM MM CPEACTBAMU ONEpaTUBHON nonurpaduu;

OCYILECTBIISICT XpaHEHHE OJIAHKOB OPraHU3allMOHHO-PACIOPSIUTENBHBIX JOKYMEHTOB H
BbIIayy UX paOOTHUKAM B CTPYKTYpHbIe noapazenenus Opranusaiuy;

OCYILECTBIISICT KOHTPOJb 3a MPAaBUIBHOCTHIO MCMOJIBb30BaHUs OJAaHKOB OpraHU3allMOHHO-
pacrnopsANTEIbHBIX TOKYMEHTOB.

10.6. B Opranuzanuu B COOTBETCTBHU C JACUCTBYIOIIUM 3aKOHOJATEIHCTBOM MU YCTaBOM
Opranu3anuu UCToib3yeTcs nevarsb (nanee — [leuats Opraauzanun).

B Opranuszanym Takke MOTYT HCIOJIB30BAaThCA ME€YATH MNOAPA3ICIICHUN, NedaTdu A
MAKETOB U OT/EJbHBIX KAaTETOpUi JTOKYMEHTOB, a TaK)K€ METAJUIMUECKHE BbIKUMHBIE MeYaTH IS
OIleYaThIBAHUS TOMEIEHUHN U YAOCTOBEPEHUS CIIEUAIBHBIX IPOITYCKOB.

B Opranuzaium MoXKeT HCHOIb30BaThCs MITaMIT (IUTaMIbl) ¢ (PaKCUMIIBHON MOANUCHIO
PykoBoauTeNs M MHBIX TOJKHOCTHBIX JIMII.

10.7. TlopsnOK MCHOJB30BAHUS IUTAMIIOB C (PAKCUMUIBHOM TMOAMUCHIO PYKOBOAUTENS U
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WHBIX JOJDKHOCTHBIX JIMIl (C Y4ETOM MOJOKeHUM myHKTa 2 cratbu 160 wactu I I'paxxmgaHckoro
Kojekca P®), BUAbI TOKYMEHTOB, MOAMKUCHIBAEMBIX (haKCUMHIIBHON TOJMHUCHIO YCTAaHABINBACTCS
JIOKaJIbHBIM HOPMAaTHBHbBIX akToM OpraHusanuu.

10.8. IMewarn u mramnel OpraHu3anuyd U3TOTABIUBAIOTCA B KOJIHYECTBE, HEOOXOAUMOM
JUIS OCYIIECTBJICHUS MOJpa3AeICHUAMU OpraHU3allui U €€ PadOTHUKAMH BO3JIO)KEHHBIX Ha HHUX
¢ynkunii. PemeHne 00 H3TOTOBICHMHM W KOJIMYECTBE OJK3EMIUIAPOB I€4YaTeil W INTaMIIOB
npuHuMaet PykoBoauTens Opranus3anuu 1o npeacTaBieHuo Jlenonpon3BouTens.

10.9. Ecou Iledats OpraHuzanyy HUCHOJNB3YETCS B HECKOJBKHUX HK3EMIUIIpax, HOMEp
9K3EeMIUISIpa MeYaTy YKa3bIBaeTCsl B KIIUILE TIeYaTH IPU €€ U3TOTOBJICHUH.

10.10. TIlewarpto OpraHuzanuyu 3aBEpsIIOT MOJJIMHHOCTh TOAMHMCH PykoBoauTesns
OpraHu3alvd ¥ HMHBIX YIOJHOMOYEHHBIX UM JIMIl, Ha JIOKYMEHTaX M KONMIX JOKYMEHTOB B
COOTBETCTBUHU C ITyHKTOM 2.49 NHCTpYyKIIMU.

10.11. TTeyaTu 1 WITAMIIBI BBIJAIOTCS U1 UCIIOJIB30BaHMS paOOTHHUKAM, OTBETCTBEHHBIM 32
UX HCIIOJIb30BAHME W XPAHEHHWE I0J IMOANKUCH B XKypHAJIe ydyeTa IedaTedl M IITaMIIoB. Y4er
neyatel u mramnoB OpraHuzanuu BeneT JleIonpou3BOAUTENb MM MHOE JOJKHOCTHOE JIMIIO
Opranuzanuu.

10.12. Ilpu ucnosp3oBaHUU B pabOTe MEYaTH M INTAMITBl XPAHATCS B 3allAPAIONIUXCS
mkagax (cedidax) paOOTHUKOB, OTBETCTBEHHBIX 3a XpaHEHHWE M WCIIOIH30BAHUE ICUATCH H
HITaMIIOB.

10.13. Ilepemaya mewareil M IITAMIIOB IOCTOPOHHUM JIUIIAM HE JOMYyCKaeTcs. BbIHOC
neyaTe M mTamnoB 3a npenensl OpraHu3alid BO3MOXKEH B HCKJIFOUUTENBHBIX CIydasx I10
pelieHuto pykoBojcTBa Opranu3anuu (HalpuMmep, Npu NOJIMUCAHUH IOTOBOPOB).

10.14.  JlenmompomsBogutenb  OpraHu3aiuyd  €KEroJgHO  IMPOBEPSET  COOJIOJICHUE
pabOTHUKAMHU YCJIOBHUM UCIIOJIB30BaHMS U XpaHEHUs edaTeil u mramnoB B Opranu3anuu.

10.15. Tlpumeanie B HErOJHOCTh U YTPATHBILNE 3HAYCHHUE MEYaTH M LITaMIIbl [IOJyIeXkKaT
BO3BpaTy /Jlenonpous3BOAMTEN0 WJIM HHOE JOJDKHOCTHOE JIMIO0, HAa KOTOPOE BO3JIOKEH YYET
neyaTei W IITaMIIOB, JUIl LEHTPAIM30BAaHHOIO YHUUTOXKEHMs. IleyaTn yHHUTOXKAIOTCSA MO aKTy C
COOTBETCTBYIOIIEH OTMETKOM B )KypHAJIe y4eTa IedaTeld U ITaMIIOB.

10.16. ITpu nepenaue OpraHu3zanueil MIEKTPOHHBIX JTOKYMEHTOB Ha 3JIEKTPOHHBIM azipec
JIpYyrol opraHu3aluy, a TakXe JJii OOMeHa 3JEeKTPOHHBIMH JOKyMeHTamMH mnocpenctsom COJl B
OpraHu3anuu 1 ee Mojapas/ieleHusIX MOTyT UCIOJIb30BaThCsl YCUIIEHHbIE HEKBANU(DUIIUPOBAHHbIE
AIIEKTPOHHBIE OJMUCHU W/WIIH NMPOCTHIE JIEKTPOHHBIE OJIUCH (Jlajiee — AIEKTPOHHAs MOJIIUCH) B
cootBeTcTBUM ¢ DenepanbHbIM 3akoHOM 0T 06.04.2011 Ne 63-D3 «O06 351eKTpOHHON TOAIHCH».

10.17. Dnextponnsiii nokymeHT B CDJI Opranuzamnuu, MOAMUCAHHBIN SJIEKTPOHHOU
HOJNKCHIO, MPHU3HAETCS PABHO3HAUYHBIM JOKYMEHTY Ha OyMa)KHOM HOCHTENE, MOJMHCAaHHOMY
COOCTBEHHOPYYHOM MOJMUCHI0O M HMMEET OJUHAKOBYIO C HUM IOPUIAMYECKYI0 CUJTy TpHU
OJTHOBPEMEHHOM COOJIIO/IEHUH CIETYIOLINX YCIOBUI:

KJIFOY ITOANMCH, OTHOCSIIMMCS K KOHKPETHOW OJJIEKTPOHHOW TIOJANHACH, HAa MOMEHT
HOJINMCAHUS JIEKTPOHHOTO JIOKYMEHTA SIBJISIETCSA NEHCTBUTENBHBIM (JJOCTOBEPHBIM), HE yTPaTUII
cuiy (He OTO3BaH);

MIOATBEP>KI€HA TIOJUIMHHOCTD 3JIEKTPOHHOM MOANKCH B JIEKTPOHHOM JIOKYMEHTE;

JaTa ¥ BpeMsi Co3JaHusl DIEKTPOHHON moanucH 3adukcupoBansl B CO/I;

JJIEKTPOHHAs MOJNUCH MCIOIb3YETC B COOTBETCTBUM C YCTaHOBIEHHBIM B OpraHuzauuu
pacrpezieieHueM MpaBa MOANUCH JOKYMEHTOB MEXAY JOKHOCTHBIMU JIMLAMU U paOOTHUKAMHU.

10.18. I'enepanuio u xpaHeHue Kiroued HekBanu@uipoBaHHoi u mpoctoit D11 B CO/I
JIOJKEH OCYIIECTBIATh aaMuuuctparop CO/I.

10.19. [lenmonpousBoauTtens WO MHOE HoapasjeneHue (padoTHuk) OpraHuzaluu BeIeT
yUYeT KJII0YeH AJIEKTPOHHBIX MOANKCEH B CIeHHaIbHOM KypHaJie (BUJbI AIEKTPOHHBIX MOAMKUCEH,
UCHoab3yeMbIX B Opranuzaiuy, ycraHaBiauBaroTcss OpraHus3anueil U 3aKperistoTcs B JIOKAJIbHOM
HOPMAaTUBHOM akTe). Bblaaua maTepuanbHBIX HOCUTENEH IEKTPOHHON MOAMUCH U UX BO3BPAT MO
HCTEUYEHUHU CPOKa AEMCTBUSI OCYLIECTBIISIETCS MO/ MOANKCH PAOOTHUKA B JKypHAJIe.

10.20. Co3panue mnaposied A OPOCTOW DIIEKTPOHHOM MOANKMCH OCYIIECTBISETCS B
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MOPSAJKE, YCTAaHOBJIEHHOM JIOKQJIbHBIM HOPMATHUBHBIM akTOM OpraHuzaluy, yCTaHaBIMBAIOLUINM
nopsiiok  akcruryatauu COJl ¥ UCTONb30BaHUST BJEKTPOHHBIX TMOANUCEH Mpu paboTe C
JIOKyMEHTaMH.

10.21. Kmrou onekTpoHHOH — moamucw, —ucnonbdyemon B COJl,  sBusercs
KOH(GUICHIMANBHOM HHpOpMalMeil M 3alMIIAeTCs B COOTBETCTBUU C 3aKOHOAATEIHCTBOM
Poccuiickoit @enepanuu.
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[Tpunoxenne Ne 1

MyHununajbHoe 010/1:KeTHOe 00111e00pa3oBaTe/ibHOE YUpeKIeHue
«CPEJHSI51 OBINIEOBPA3OBATEJIBHAS ITKOJIA Ne 4 C. CEPHOBOJCKOE»
CEPHOBO/JCKOI'O MYHUIIMITAJIBHOI'O PAUOHA

['puc cornmacoBanusi JOKyMeHTa ['pud yTBepx’aeHU JOKYMEHTa

HanmeHoBaHue BHIA TOKYMEHTA
3aroJ10BOK K TEKCTY

['pud cormacoBanus ToKymeHTa

c. CepHoBojckoe - 2024 t.

PacnoJsio:xxenne PCKBU3UTOB HA TUTYJ/JILHOM JIMCTE TOKYMEHTA
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[Tpunoxenne Ne 2
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[Tpunoxenue Ne 3
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[Tpunoxxenue Ne 4

MY «Otnen obpazoBanuss CepHOBOACKOTO MYHHUITUTIATBLHOTO paiioHa»
MyHunuunaiabHoe 0rIKeTHOe 00111e00pa3oBaTeIbHOE YUpesKaeHHue
«CPEJHSASA OBIIEOBPA30OBATEJIBHAS HIKOJIA Ne 4 C. CEPHOBO/ICKOE»
CEPHOBO/ICKOI'O MYHUIIUITAJIBHOI'O PAVIOHA
(MBOY «COII Ne 4 ¢. CepHoBoacCKOE»)

MXXb «9Ha-XumikaH MyHUITMIIAIBLHY KlomTaH nemapaH 1aKba
MyHuuunajabHu OH/IKeTHU HyKbapajgelmiapaH XbyKMaT
9HA-XUIIIKAH MYHUIIUIIAJIbBHA KIOLITAH
«OHA-XMIIIKA TYBPTAH Ne 4 HOJTY HYKKBEPA HYKBAPAJIEIITIAPAH IIKOJIA»
(MBIYXb «Ina-Xumka itybpran Ne 4 iiony MYWYII»)

15 ansaps 2024 2. Ne 2

c. CepHoBojckoe

Oo0pa3zen opopmiieHus o01ero 6J1aHKa

* 3HGCL " Jajiee — pEKBU3UTHI, 0003HaYeHHbBIE IHpI/I(l)TOM, BbIICJICHHBIM KYPCHUBOM, BHOCATCH OT PYKH



MyHuuunajgibHoe 0101KeTHOe
o0meoOpa3zoBaTe/ibHOE yUpeKIeHHE
«CPEJJHSAA
OBIIEOBPA3OBATEJIBHAS
HIKOJIA Ne 4 C. CEPHOBOJICKOE»
CEPHOBOJACKOI'O
MYHUIIATIAJIBHOI'O PAVIOHA

ITOJIOKEHHUE
01.02.2024  Ne 2

c. CepHoBoackoe

00 3kcnepTHOi komuccuu MbOY
«COMLI Ne 4 c. CepHoBoackoe»
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[Tpunoxxenue Ne 5

YTBEPX/AIO
Hupexrop

Iloonuce N.0. ®Gamunms
JlaTta

1. O01mme mo10KeHust

1.1. Tlonoxxenne 06 oskcneptHoit Komuccuu MBOY «COII Ne 4 c.
CepHoBo/icKO€» pa3pabOTaHO B COOTBETCTBUU C lIpuMepHBIM MOJOKEHHEM 00
HKCIIEPTHON KOMUCCUU OPTaHU3allUU, YTBEPKICHHBIM. . .

1.2. DxcnieptHas komuccust MBOY «COIII Ne 4 ¢. CepHoBojickoe» (nanee —

OK) coznaercs B 1esx
13....

Oobpasen opopmiaenus JIHA
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[Tpunosxxenue Ne 6

MY «Otnen obpazoBanuss CepHOBOACKOTO MYHHUITUTIATBLHOTO paiioHa»
MyHunuunanabHoe 0101KeTHOe 00111e00pa3oBaTe/IbHOE YUpesKAeHHe
«CPEJJHSASA OBIIEOBPA30OBATEJIBHAS HIKOJIA Ne 4 C. CEPHOBOJICKOE»
CEPHOBO/ICKOI'O MYHUIIUITAJIBHOI'O PAVIOHA
(MBOY «COII Ne 4 ¢. CepHoBoacKOe»)

MXXb «9Ha-XumikaH MyHUITMIIAIBLHY KlomTaH nemapaH 1aKba
MyHuuunajabHu OH/IKeTHU HyKbapajgelmiapaH XbyKMaT
9HA-XUIIIKAH MYHUIIUIIAJIbBHA KIOLITAH
«OHA-XMIIIKA TYBPTAH Ne 4 HOJTY HYKKBEPA HYKBAPAJIEIIIAPAH IKOJIA»
(MBIYXb «Ina-Xumka itybpran Ne 4 iiony MYWYII»)

IMPUKA3
10 sineaps 2024 2. Ne 1

c. CepHoBojckoe

O co31aHMH IKCTIEPTHOM KOMUCCHH
U YyTBEPKICHUH MOJIOKEHUs 0 Hel

B wmemsax ynydimieHus OpraHu3alui  JEJONPOU3BOJACTBA U APXUBHOIO
XpaHEeHUsI JOKYMEHTOB, oOpasytomuxcsi B aestenbHocty MBOY «COI Ne 4 c.
CepHoBoJicKOE», CcOOMOICHUST TpeOOBaHMM  3aKOHOAATENbCTBA  Poccuiickoit
denepanuu B chepe apXUBHOTO JleTa TP U K a 3 bI B A 10:

1. Co3patp akcnieptHyto komuccuto MbOY «COII Ne 4 ¢. CeproBonckoe» B
COCTaBe:

npesiceaTenb — 3aMeCcTUTENb aupekropa no Y P damunus 1.0

cekperapb — aenonpousBoautens Pamunusa 1.0.;

yjieHbl: gomkHocTh @amunua M.0O., gomkHocts @amunusg M.0O., 101KHOCTH
Gamunus 1.0.

2. Y1Bepauth [losoxenne 00 3KCIepTHON KOMUCCUH (TTPUIIOKECHHE).

3. Konrtponp 3a wucnojlHEHHWEM TMpUKa3a BO3JOXKUTh HA 3aMECTHUTEIS
nupektopa 1o YP @amunus 1.0O.

Jlupexrop Iloonuco N.0. damunus

Oo0pa3zen opopmiieHus npukasa
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[Tpunoxxenue Ne 7

MY «Otnen obpazoBanuss CepHOBOACKOTO MYHHUITUTIATBLHOTO paiioHa»
MyHunuunaiabHoe 0rIKeTHOe 00111e00pa3oBaTeIbHOE YUpesKaeHHue

«CPEJHAA OBIMEOBPA3OBATEJIBHASA HIKOJIA Ne 4 C. CEPHOBOJICKOE»

CEPHOBO/ICKOI'O MYHUIIUITAJIBHOI'O PAMOHA
(MBOY «COII Ne 4 ¢. CepHoBoacKOe»)

MXXb «9Ha-XumikaH MyHUITMIIAIBLHY KlomTaH nemapaH 1aKba
MyHununaabLHu 0I01KeTHH iiyKbapaaeliapad XbyKMaT
9HA-XUIIIKAH MYHUIIUIIAJIbBHA KIOLITAH

«OHA-XHUIIKA UYBPTAH Ne 4 MOJTY HYKKBEPA MYKBAPAJEIIAPAH IIKOJIA»

(MBIYXb «Ina-Xumka itybpran Ne 4 iiony MYWYII»)

IMPOTOKOJI

02 gespansa 2024 2. No

c. CepHoBojickoe

3aceaHmuA neaarornt4eCkoro CoBera

IIpencenarenscrByromuii — @amunus 1.0.
Cexpetapp — @amumus N.0O.
[TpucyrcTBoBanm: 17 4enoBek (CIMCOK IPUIIaraeTcs)

I[TOBECTKA JIHA:

1. O mepax mo peanuzanuu QeAepaTbHON IIEJEBOM MPOTPAMMEL...

3amecturens qupekropa o YP Ilerposa I1I1
2. ...

1. CJIVIOAJIA: Tlerpos ILII. — TekcT noKIIaaa npuaaraeTcs.
BBICTYITNJIN:

@amunus 1.0. — kpaTkas 3aM1Uch BBICTYILICHUS.

@amunus 1.0. — kpaTkas 3aM1uch BBICTYILICHUS.

PELLIMJIN: (ITOCTAHOBUJIN)

1.1. CpopmupoBarh BpeMEeHHbIE KOJUIEKTUBBI M0 Pean3aluu. ..
1.2. IloAroToBUTH U YTBEPAUTD IJIAHBI pA0OTHI MO MPOEKTAM...

2. CJIVIIAJIMA: ...

Jlokman

[IpencenarenbCcTBYONUN Iloonuco N.0. ®amunus

Cexkpertaphb Iloonucw N.0O. Gamunus

Oo0pa3zen opopmiieHHs MOJTHOTO MPOTOKOJIA
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[Tpunoxxenue Ne 8

MY «Otnen obpazoBanuss CepHOBOACKOTO MYHHUITUTIATBHOTO paiioHa»
MyHunuunaiabHoe 0rIKeTHOe 00111e00pa3oBaTeIbHOE YUpesKaeHHue
«CPEJJHSASA OBIIEOBPA30OBATEJIBHAS HIKOJIA Ne 4 C. CEPHOBOJICKOE»
CEPHOBO/ICKOI'O MYHUIIUITAJIBHOI'O PAVIOHA
(MBOY «COII Ne 4 ¢. CepHoBoacKOe»)

MXXb «9Ha-XumikaH MyHUITUIIATBLHA KlOmTaH AemapaH 1aKbay
MyHuuunajabHu OH/IKeTHU HyKbapajgelmiapaH XbyKMaT
9HA-XUIIIKAH MYHUIIUIIAJIbBHA KIOLITAH
«OHA-XMIIIKA TYBPTAH Ne 4 HOJTY HYKKBEPA HYKBAPAJIEIIIAPAH IKOJIA»
(MBIYXb «Ina-Xumka itybpran Ne 4 iiony MYWYII»)

HPOTOKOJI
15.01.2024 Ne 1

c. CepHoBojckoe

ONEePAaTHUBHOIO COBEIIAHUA
y IupeKTopa

Hupekrop — @amunusa U.0O.
Cexperapp — @amumus 1.0O.

[IpucyrcrBoBanu: @amunusa 1.0, ®amunusa N.0., Gamunus 1.0.

1. O6 opranu3zaiuu o0cClIeIOBaHUS IO TEME ...

(Pamvumns U.0.", ®amumus U.0., ©amumns U.0.)
1. YcTraHoBuUTH, 4TO ...

2. O0 yyacTuu B 3aceIlaHUH pabouel TPYIIIHI 110 ...

(Pamuust 1.0.", Gamumus W.0., amumus 1.0.)

1. IToaroToBUTH K 3aceqaHuio pabouel rpynmnbl MAaTEPUAIIBI O ....

Jupexrop Iloonucw N.0. ®amunus

Cexkpertapb Iloonuce N.0. ®amunus
Oo0pa3sen opopmiiIeHUsI KPATKOT0 MPOTOKOJIA

* HCpBOﬁ YKa3bIBacTCs (baMI/IJ'II/Iﬂ W HWHHIKaJIbl OCHOBHOI'O AOKJIaJJYMKa, 3aT€M — (I)aMI/IJ'II/II/I W HWHHUIWAJIBI JIWI,
Y4aCTBOBABIINX B O6cy)I(,HeHI/II/I BoIpoca



MY «Otaen obpazoBaHus
CepHOBO,I[CKOFO MYHUIUIIAJIBHOTO paﬁOHa>>
MyHuuunanabHoe 0I01KeTHOe
001eo0pazoBare/ibHOE YUpPesKIeHue
«CPEJIHSAA
OBIIEOBPA3OBATEJIbBHASA
HIKOJIA Ne 4 C. CEPHOBOJICKOE»

CEPHOBOI[CKOFOU
MYHUIUITAJIBHOI'O PAUOHA
(MBOY «COII Ne 4 ¢. CepHoBOCKOE»)
Tarapuna yi., 10, c. CeproBoackoe,
CepHOBOACKU MyHHUIUIIATBHBIN paiioH,
Yeuenckast Pecriybnuka, 3665701,
tei.: (928) 943-70-47; e-mail: sssh-4@mail.ru;
http://www.sssh4.educhr.ru;

OKITIO 87452877; OI'PH 1082033000675;
WHH/KIIIT 2029001265/202901001
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[Tpunosxxenune Ne 9

MXXb «29Hna-Xumikan MyHUIUIIATbHA
klomran nemapaH gaKbay
MyHununaaibLHu 0101KeTHH
HyKbapajaemiapa XbyKMaT
9HA-XNIIKAH MYHULIUTTAJIbHA
KIOHITAH «9HA-XHIIKA
AYBPTAH Ne 4 HOJIY HYKKBEPA
I/IYKU'I)APAI[EHJAPAH HIKOJIA»
(MBUYXb «Ina-Xuuika ifybpra
Ne 4 jiony YU Y1)
TarapunaH yp., 10, OHa-Xwuka ity.,
DHa-XUIIKaH MyHAUIATGHH KlomT,
Hoxuwuiin Pecriybnuka, 366701;
ten.: (928) 943-70-47; e-mail: sssh-4@mail.ru;
http://www.sssh4.educhr.ru;

OKIIO 87452877, OT'PH 1082033000675;
WNHH/KIIIT 2029001265/202901001

10.01.2024 Ne 3

Ha Ne 02-08/2 oT 08.01.2024

00 yyacTuu B aHKETHPOBAHHMU

PekTopy (HaumMeHOBaHHE Y4eOHOTO
3aBEJICHUS )

Oamunus 1.0.

ITouToBBIii anpec

VBaxaembiii Umsg OtuecTtBO!

[Ipennaraem Bam npuHSATH y4acTHe B aHKETHUPOBAHUM OOpa30BaTEIbHBIX
OpraHu3alyi, OCYIIECTBIIOIINX MOATOTOBKY CHENHAIMCTOB MO MEIaroru4yeCKuM

CIICHHUAJIbHOCTAM.

AHKETUpPOBAaHHUE TMPOBOJUTCS HAMHU B IeisIX cOopa uHpOpMaluu O By3ax,
BBIMTYCKAIOIIUX CHEIUAIMCTOB HEOOXOIMMBIX HaM CHEIUAIbHOCTEH, KOTOPBIX B
JaTbHENIIIEM MOKHO ObLIO OBl MPUBIIEKATH JJISI TIPOXOKIEHUSI MPOU3BOJCTBEHHOMN
MPAKTUKU U MOMOJIHEHHUS ITaTa CHIEIUATUCTOB YUPEKICHHUS.

3anoJIHEHHYIO aHKETY MPOCHUM BBICJIAaTh B HAIIl aJpec.

[Ipunoxkenue: ankera Ha 2 J1. B 1 3K3.

C yBaxxeHHeM,
Jupexrop

damumusa Umsa OT4ecTBO, TOIKHOCTD
(928) 222-22-22, sssh-4@mail.ru

Tloonuce

N.0O. damunus

Oo6pa3zen opopmiieHHs 1€10BOT0 (CIyKeOHOT0) MUCbMA



MY «Otaen obpazoBaHus
CepHOBO,I[CKOFO MYHUIUIIAJIBHOTO paﬁOHa>>
MyHuuunanabHoe 0I01KeTHOe
001eo0pazoBare/ibHOE YUpPesKIeHue
«CPEJIHSAA
OBIIEOBPA3OBATEJIbBHASA
HIKOJIA Ne 4 C. CEPHOBOJICKOE»

CEPHOBOI[CKOFOU
MYHUIUITAJIBHOI'O PAUOHA
(MBOY «COII Ne 4 ¢. CepHoBoOCKOE»)
Tarapuna yi., 10, c. CepHoBoaCKOE,
CepHOBOACKU MyHHUIUIIATBHBIN paiioH,
Yeuenckast Pecriyonuka, 3665701,
tei.: (928) 943-70-47; e-mail: sssh-4@mail.ru;
http://www.sssh4.educhr.ru;

OKITIO 87452877; OI'PH 1082033000675;
WHH/KIIIT 2029001265/202901001
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[Tpunoxenne Ne 10

MXXb «29Hna-Xumikan MyHUIUIIATbHA
klomran nemapaH gaKbay
MyHununaaibLHu 0101KeTHH
HyKbapajaemiapa XbyKMaT
9HA-XNIIKAH MYHULIUTTAJIbHA
KIOHITAH «9HA-XHIIKA
AYBPTAH Ne 4 HOJIY HYKKBEPA
I/IYKU'I)APAI[EHJAPAH HIKOJIA»
(MBUYXb «Ina-Xuuika ifybpra
Ne 4 itony YUY »)
TarapunaH yp., 10, OHa-Xwuka ity.,
DHa-XUIIKaH MyHAIUIATGHH KlomT,
Hoxuwuiin Pecriybmnuka, 366701;
ten.: (928) 943-70-47; e-mail: sssh-4@mail.ru;
http://www.sssh4.educhr.ru;

OKIIO 87452877, OT'PH 1082033000675;
WNHH/KIIIT 2029001265/202901001

CIIPABKA

12 saBapst 2024 . Ne 1

O noarBep KIeHNH MeCTa PadOThI

Ynpasnenne COP

B CepHOBOJCKOM pailoHe

WA

(Mg mpebaBIeHUS 10 MECTY
TpeOOBaHMS)

NBanoB NBan UBanosuu paboraer B MbOY «COIIl Ne 4 ¢. CepHoBOicCKOE»

B JOJIDKHOCTH II€Aarora-1cuxoJjora.

Jupexrop
[Teuats
['naBHBIN OyxTanTep

Ioonuce

Ioonuce

N.0. ®amunus

N.0. Gamumnus

Oopa3zen opopmiieHusI BHELIHEH CIPABKU
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[Tpunoxenne Ne 11

CekpeTapb-AeN0NpOU3BOAUTEND Hupexkropy MBOY
«COII Ne 4 ¢. CepHOBOACKOE»
CIIPABKA ®amunus 1.0.
15.01.2024 Ne 1

00 o0beme TOKYyMEHTO000pOTA 32
2023 rox

YBaxaemsriii(ast) Umst OTuecTBo!

[Ipencrasisito cBenenus 06 oobeme gokymeHnroobopora MbOY «COIII Ne 4
c. CeproBojckoe» 3a 2023 roa B HIDKETIPUBEICHHON TabuIIe.

CekpeTtapb-AeI10IPOU3BOAUTEID Iloonucw N.0. ®amunus

Oo0pa3sen opopmiieHHs BHYTPEHHEH CIIPABKH
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[Tpunoxenue Ne 12

MyHuuunajgibHoe 010/1KeTHOe
o0meoOpa3oBaTe/ibHOE yUpeKIeHHE
«CPEJJHSAA
OBIIEOBPA3OBATEJIBHAS
HIKOJIA Ne 4 C. CEPHOBOJICKOE»
CEPHOBOJACKOI'O
MYHUIIATIAJIBHOI'O PAVIOHA

AKT
03.02.2024 Ne 1

c. CepHoBOACKOE

IMPOBEPKHA TEXHHYECCKOI0 COCTOTHUA
OPIrTEXHUKH

OcnoBanue: npukaz3 MBOY «COIIl Ne 4 c. CepnoBoackoe» ot 01.02.2024
Ne 11 «O npoBepke TEXHUYECKOTO COCTOSIHUS OPTTEXHUKH. . . ).

Cocrasinen: gopkHocth @amunus M.0., ..., nomkaocts @amunusa 1.0.

B xome mpoBepkH TEXHMYECKOTO COCTOSHHUS OPTTEXHUKH, MPOBEACHHON
02.02.2024, ycTaHOBIEHO...

[IpoBepkoii mpu3HaHBI HETPUTOAHBIMU JIJIS1 SKCIUTyaTalluu:

Ioonuce N.0. dammnus
Iloonuce N.0. ammnus
Iloonuce N.0. ammnus

Oopa3zen opopMmiieHuss akTa
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[Tpunoxenune Ne 13

AJIMUHUCTpanus Hupexropy MBOY
«COII Ne 4 ¢. CepHOBOACKOE
JOKJIA/THASA 3AIINCKA damumms 1.0.

11 despans 2024 1. No 2

00 yBesiM4eHUM IITATHOM
YHMCJIEHHOCTH MOApPa3/ieIeHus!
YBaxxaembiii(as1) mst OtuecTBo!
B cBsi3M co 3HAUMTENBbHBIM YBEIWYECHUEM OO0beMa padOThl, BO3HHUKIICH B
CBSI3M C ... IpolTy Bac W3bICKaTh BO3MOXXHOCTh YBEIUYUTH ITATHYIO YHCICHHOCTD
noJipa3ziesieHus: Ha OJHY JODKHOCTh OyXranrepa.

C yBaxeHHeEM,

['naBHBIN OyxTanTep Iloonuco N.0. Gamunus

Oo0pa3sen opopmiteHHsI TOKIATHON 3aNIUCKHU
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[Tpunoxenue Ne 14
Komy: Paboraukam MBOY «COLI Ne 4 ¢. CepHOBOJICKOE»
Ot: ®amunus U.0., 101KHOCTD
HMara: 11 suBaps 2024 1.
Tema: [Togaua 3asBOK Ha aBTOTPAHCHIOPT
CHYXEBHAS 3AIIUCKA
B nemsx mnoBbimeHuss 3(Q@EKTUBHOCTH HCIOIB30BAHUS M COKpPAILECHUS

MIPOCTOEB aBTOTPAHCIOPTHBIX CPEACTB MPOIIY MOJIaBaTh 3asiBKM HA aBTOMOOWIM HE
nozaHee 15:00 gHs, npeanecTBYOMEro Noe3 IKe.

JIOJKHOCTB Iloonuco N.O. ®amunus

Oo0pa3zen opopmiieHUs CIIy:KeOHOI 3aNNCKHU



~NoO oIk WwWwN

70

[Tpunoxenue Ne 15

IlepeyeHb TOKYMEHTOB, YTBePKAaeMbIX
B MBOY «COIII Ne 4 ¢. CepHoBoackoe»

. AXTBI (TIPOBEPOK, PEBHU3UIl; CIIUCAHMSI; SKCIIEPTU3bI U JP.).

. I'paduku paboTt, OTIyCKOB, CMEHHOCTH.

. MHCTpYyKIIMK, JOMKHOCTHBIE MHCTPYKIIUH.

. Kimaccudukarops! undpopmarum, 10KyMEHTOB.

. Meroauku, peKOMEHIAIHH.

. Homenkunarypa nen.

. HopMbl ¥ HOpMaTHBBEI (BpEMEHHU, UYHMCICHHOCTH pPaOOTHUKOB, pacxoja

CBIPbSl I MAaTE€PUAJIOB, AIEKTPOIHEPTHH ).

8. Omucu gen (MOCTOSHHOTO, BpeMeHHBIX (cBbimie 10 J1eT) CpoKOB XpaHEHHS
U TI0 JINYHOMY COCTaBYy).

9. [lepeunu (momxHOCTEH, BUIOB MHGOPMAIUH, TOKYMEHTOB).

10.
11.
12.
13.
14,
15.
16.
17.

[TonmutHkw.

[Tonoxenus (0 komuccusix (COBeTax), IPEMUPOBAHUU, ATTECTAIIUU U JP.).
[Topsaku.

IIporpamMmel.

[IpaBuna.

PersmameHTHL.

Cranpaprsl.

[IITaTHOE pacniucaHue.

* CIIHCOK MOYKET M3MEHSTHCS U/HIIN JOIIOJHATBCA B COOTBETCTBUU C ﬂeﬁCTByIOH_IHM 3aKOHOJAaTCIbCTBOM
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[Tpunoxenue Ne 16

IlepeyeHb 1OKYMEHTOB, 3aBepsieMbIX N€YAThIO
MBOY «COII Ne 4 ¢. CepHoBoacKoe»

1. ApxuBHas cupaBka.

2. AxThI (mpreMa 3aKOHUYEHHBIX CTPOUTEIBCTBOM OOBEKTOB, 000OpPYI0BaHUS,
BBITNIOJIHEHHBIX PabO0T, CIIMCAHUS, SKCIIEPTU3BI).

3. Konuu u BBIMHMCKM W3 JOKYMEHTOB, BbIIaBAEMBbIX JJISl MPEACTABICHUS B
Jpyrue OopraHu3auu.

4. OOpa3upl OTTUCKOB Iedared U mojanuced pabOTHUKOB, MMEIOIIUX IPAaBO
COBepIIaTh (PUHAHCOBO-XO35IIICTBEHHBIE OMIEPALIHH.

5. Ilopyuenus (010 KeTHbIE, 0AHKOBCKHUE, IEHCHOHHBIE; TUIATEKHBIE).

6. [IpencraBienus u xogaTaiicTBa (0 HarpaKIACHUH HAarpagaMu U MIPEMUSIMH,
B T.4. TOCYJapPCTBEHHBIMHU).

7. Peectpsl (4€KOB, TOPYUECHU, MPEICTABISIEMBIX B OAHK).

8. CrpaBku (0 m0xo01ax (U3MUYECKUX JIUI], O BBIIUIATE CTPAXOBBIX CYMM, O
OaJIaHCOBOM CTOMMOCTH OCHOBHBIX (DOHIOB, MO MEPCOHU(ULIMPOBAHHOMY YUETY,
O(OpMIIEHUIO CTPaxOBBIX CBUJIETENBCTB, IO 3ampocaM OpraHu3alui, II0
JOKYMEHTaM, MPEeJO0CTaBIsIEMbIM B CYyJl,— 10 HEOOXOAUMOCTH).

9. YnocroBepeHust pabOTHUKOB.

* CIIHCOK MOYKET M3MEHSTHCS U/HIIN JOIIOJHATBCA B COOTBETCTBUU C ﬂeﬁCTByIOH_IHM 3aKOHOJAaTCIbCTBOM
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[Tpunoxenue Ne 17
IIpuMepHbIii IepeYeHb HePeruCTPUPYEMbIX BXOASIIHX JOKYMEHTOB

1. Auketsl (pe3tome), HapaBJsieMbl€ B LIEJISIX TPYAOYCTPOICTBA.

2. byxranrepckue AOKyMeHTHI (OyxraiaTepckasi OTYETHOCTb, CUeTa, CueTa-
(bakTypbl, aKkThl CBEpKM B3aMMOPACUETOB, AKThl MPUEMKHU-TIEPENayld OCHOBHBIX
CPEIICTB, TOBAPHBIEC HAKIIAIHBIE).

3. 'OCTsbl, TexHUYECKHE PETJIAMEHTHI, PYKOBOJSIINE U APYTHE TOKYMEHTHI
M0 TEXHUYECKOMY PETYJIMPOBAHUIO U CTaHIAPTU3AIUH.

4. I'paduku, HapsIbl, 3asIBKU, PA3HAPSIKH.

5. lokyMeHTsl  (MPOEKTHl  JOKYMEHTOB), TpeOylomHMe  MOIMUCAHHUS
(cormacoBaHusl, yTBEPKICHHS) U MOCJIEIYIOLIEr0 BO3BpaTa.

6. KonkypcHas JoKyMeHTaIusl.

/. Hay4uHO-TexHUYECKasi U TPOEKTHAs JOKYMEHTALIHSL.

8. Koppecnonnenmusi, anpecoBanHas paOOTHUKaM OpTaHU3AINHA C TTIOMETKOM
«JImaHOY.

9. [lewatHble W3naHus (KHUTH, KypHaJbl, Ta3€Thl), KATAJIOTHU, TEXHUYECKAs
JAUTEepaTypa, TEMaTUYECKUE U CIIeUalbHbIe COOPHUKH, IIIAKaTHI.

10. Ilo3mpaBuTenbHble NHCbMa U TEJIETPaMMBbl, 0OJIaroJapCTBEHHBIE
MMChbMa U TeJIETPaMMBbI, PUTIACUTENIbHBIC OUIICTHI.

11. IlpeiickypaHThI.

12. TlpurnacutenbHbIe OUIIETHI, PUTIIAIICHUS.

13. Tlporpammbl KOH(DEpEHIINA, COBEIIIAHHI.

14. PexnamHble MaTepuaibl (MMCbhMa, TUCTOBKH, MPOCIEKTHI, OYKIIETHI).

15. YueOHble miiaHbl, MPOTPaMMBI.

16. ®opMbl U OmaHkd, B TOM dYHcie (OpPMBI CTATUCTHUECKOW W WHOU
OTYETHOCTH.

* Ecnm ykazaHHbIE JOKYMEHTBI IIOCTYNWJIM C COIPOBOJUTENIBEHBIM ITUCEMOM, IMUCbMa PETHCTPUPYIOTCS B TOPSIKE,
YCTaHOBJICHHOM HacTosmel MHcTpykuuneit
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[Tpunoxenue Ne 18

MyHHIHIIATBHOE GI0/IZKETHO YTBEPX/IAIKO
o01reo0pa3oBaTeibHOE YUpPeKIeHue JlupexTop
«CPEHSAA
HIKOJIA Ne 4 C. CEPHOBOACKOE» Hara
CEPHOBO/ICKOI'O
MYHHUIIUIIAJIBHOI'O PAUOHA
HOMEHKJIATYPA AEJI
Ha 2024 rojx
Cpoxk
Nunexc Kon-Bo |xpanenust u Ne
3aroJyI0BOK Jiejia [Ipumeuanue
zena en. Xp. CTaTbH 110
[IEPEYHIO
1 2 3 4 5
HaszBanue paznena

Jlemonpon3BOaUTEb Iloonucw N.O. ®amunus
Busa pykoBoauTens apxusa
(JIM11a, OTBETCTBEHHOTO 32
apXuB)
COI'JTACOBAHO YTBEPXJIEHO
[TpoTokon 9K MBOY [TpoTtokon DK ApxuBHOrO

«COII Ne 4 ¢. CepHOBOACKOE»

oT No

ynpasienus [IpaBurenbcTBa
Yeuenckoil PeciyOnuku
0T Ne

®opmMa HOMEHKJIATYPBbI 1€
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[Tpunoxenue Ne 19

MyHuuunajgibHoe 0101KeTHOe
o0meoOpa3zoBaTe/ibHOE yUpeKIeHHE
«CPEJJHSAA
OBIIEOBPA3OBATEJIBHAS
HIKOJIA Ne 4 C. CEPHOBO/JICKOE>»
CEPHOBOJACKOI'O
MYHUIIATIAJIBHOI'O PAVIOHA

HaumeHoBaHMe CTPYKTYPHOIO

moapasaeJICHusA
HOMEHKJIATYPA JIEJI
Ha 2024 o
Kou-Bo Cpox
Nunexc xpaHeHus u Ne
3aroyI0BOK Jejia TOMOB [Tpumeuanus
nena " CTaTbH MO
(vacreii)
MIEPEYHIO
1 2 3 4 5
HasBanue pazgena
Jlemonpous3BoaUTEb Iloonucw N.O. ®amunus
Jlata

dopmMa HOMEHKJIATYPHI /IeJ1 CTPYKTYPHOT0 MoApa3aeaeHust
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[Tpunoxenune Ne 20

HToroBasi 3anmuch 0 KATErOpMsiX M KOJI-Be /€1, 3aBeIeHHbIX B roay
B MBOY «COII Ne 4 ¢. CepHoBoackoe»

B ToMm uncie:
nepexoamux | ¢ oTMeTkon «IITKy
1 2 3 4

Ha 6ymaxHOM HOCHUTEIE
(Tipu HaTM9IMH THOPHUIHBIX A€y, ToM(a) Ha OyMa)KHOM HOCHTEIE YIUTHIBAIOTCA B paszere Taomuisl «Ha 6ymaxHOM
HOCHTEJEY, ToM(a) Ha DJICKTPOHHOM HOCHTEJIE YUUTHIBAIOTCS B pas/ese Tabuuibl « DIeKTPOHHBIXY):

[ToctostHHOTO

Bpemennoro (coime 10 ser)
Bpemennoro (g0 10 net
BKJIFOUHTEIIHHO)

ITo cpokam xpaHeHuUs Bceero

DIIEKTPOHHBIX
(pu HaM4YMK THOPUIHBIX A€, ToM(a) Ha OyMaKHOM HOCHUTEJIEe YUUTBIBAIOTCA B paszene Tadbaus! «Ha OymaxHOM
HOCHTENEeY, TOM(a) Ha DJISKTPOHHOM HOCHTEJIC YUUTHIBAIOTCS B pazfielie Ta0IUIbl « DICKTPOHHBIXY):

[TocTostHHOTO

Bpemennoro (cBoiie 10 ner)
Bpemennoro (g0 10 net
BKJIFOUHTEIIHHO)

UTOT'O:

Jlenmonpou3BOaUTENb Iloonucw N.0. ®amunus
Jlata
HToroBbie CBEZICHUS TIEPEIaHbl B APXUB.

HaumeHoBaHue 101KHOCTH
paboTHUKA apX1Ba Iloonucw N.0. Gamunus

Jlata

DopMa UTOrOBOM 3alIUCU K HOMEHKJIAType aeJl
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[Tpunoxenue Ne 21

MyHuuunajgibHoe 0101KeTHOe YTBEPX/IAIO
o01reo0pa3oBaTeibHOE YUpPeKIeHue JlupexTop
«CPEJIHSAA
OBIIEOBPA30BATEJIBHAS Tloonuco N.O. Gammmms
HIKOJIA Ne 4 C. CEPHOBO/ICKOE» Hara
CEPHOBOJICKOI'O
MYHHUIUITAJIBHOI'O PAUOHA
®ong Ne
Onucep Ne
JeJI IOCTOSTHHOT O XPAHEHMS
3a roa(bl)
Ne | Unnexe Kpaithue | Kon-so | Ilpume-
3aroJyI0BOK Jiejia
/1 JIena JIaThl JINCTOB YaHUe
1 2 3 4 5 6
‘ ‘ HazBanue pa3):[eJ‘1a | ‘
B nanHbIM pas3esn onucu BHECEHO JIell,

¢ No o Ne
JUTEPHBIC HOMEpA!

(urdpamMu 1 POTHCHIO)

, B TOM YHCJIC:

IIPOITYLIEHHbIE HOMEPA!

HanmMmenosanne 10KHOCTH
COCTaBUTES OITUCH

HanMmenosanne n10mKHOCTH
PYKOBOJIUTEIISI apXUBa
(JIM11a, OTBETCTBEHHOTO 32 APXUB)

COI''TACOBAHO
[TpoToxon 9K MBOY
«COII Ne 4 ¢. CepHOBOACKOE»

oT No

Tloonuce N.0. damunus
Tloonuce N.0. damunus
VYTBEPXJIEHO
[TpoTtoxon DK ApxuBHOrO

ynpasienus IpaButenbcTBa
Yeuenckoit PeciyOnuku
oT Ne

(I)opMa OIMUCH A€ MOCTOAHHOI'O XpaHCHUSA
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[Tpunoxenue Ne 22

MyHuuunajgibHoe 0101KeTHOe YTBEPX/IAIO
o01reo0pa3oBaTeibHOE YUpPeKIeHue JlupexTop
«CPEJIHSAA
OBIIEOBPA30BATEJIBHAS Toonucw N.0. ®amunms
HIKOJIA Ne 4 C. CEPHOBO/ICKOE» Harta
CEPHOBOJICKOT'O
MYHHUIUITAJIBHOI'O PAUOHA
®ong Ne
Onuce Ne
aeJi BpeMeHHbIX (cBbile 10 Jer)
CPOKOB XpaHECHMUS
3a roa(bl)
Ne | Unpekc Kpaitnue Cpok Kon-Bo | IIpume-
3aroyI0BOK Jejia
/I | Jena JIaThl XpaHEHHUs | JINCTOB YaHUE
1 2 3 4 5 6 7
B nanHbIM pas3iesn onucu BHECEHO JIe,

¢ No
J'II/ITepHBIe HOMepa:

o Ne

(unpamu 1 IPOMUCHIO)

, B TOM YHCJIC:

IIPOITYLIEHHbIE HOMEPA!

HanmMenosanne n10KHOCTH
COCTaBUTES OIIUCH

HanmMmenosanne n10KHOCTH
PYKOBOJIUTEISI apXHBa
(JIM11a, OTBETCTBEHHOTO 32 APXUB)

COI''TACOBAHO
[TpoToxon 9K MBOY
«COII Ne 4 ¢. CepHOBOACKOE»

oT No

Tloonuce N.0. damunus
Tloonuce N.0. damunus
VYTBEPXJIEHO
[TpoToxon DMK ApxuBHOTO

ynpasneHus [IpaBurenscra
Yeuenckoit Pecriybnuku
0T Ne

®opMa ONUCH JeJ1 BpeMeHHbIX (cBbinie 10 j1eT) cpoKoB XpaHeHus
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[Tpunoxenune Ne 23
MyHHIHIIATBHOE GI0/IZKETHO YTBEPX/IAIKO
o01reo0pa3oBaTeibHOE YUpPeKIeHue JlupexTop
«CPEJIHSAA
OBIEOBPA30BATEJIBHASI Iloonuce  1.0. Pamuus
HIKOJIA Ne 4 C. CEPHOBOICKOE» Hara
CEPHOBOJICKOT'O
MYHUIUITAJIBHOI'O PAUOHA

Dong Ne

Onuce Ne
JeJI 0 IMYHOMY COCTABY
3a roa(b1)

Ne | Unpekc Kpaitnue Cpok Kon-Bo | IIpume-

3aroj0BOK Jeia

n/m | jaena JIaThl XpaHECHUS | JIMCTOB YaHUE

1 2 3 4 5 6 7
B nanHbIi pa3gen onucu BHECEHO JelI,

(mupaMu ¥ TPOMUCHIO)

¢ No mo Ne , B TOM YHCJIE:
JUTEPHBIE HOMEPA:
MIPONYIIEHHbIE HOMEpA!
HanmenoBaHue 10KHOCTH
COCTABUTEJIS ONUCH Iloonucw N.0. ®amunus
HanmMmenoBanne n10KHOCTH
PYKOBOJUTENSI apXHUBa
(Jini1a, OTBETCTBEHHOTO 32 apXUB) Iloonucw N.0. Gamunus
COI''TACOBAHO YTBEPXJIEHO

[TpoTokon 9K MBOY [TpoTokon DIIK ApxuBHOTO
«COHI Ne 4 c. CepHOBOACKOE» ynpasinenus [IpaBurenscTBa

Yeuenckoit Pecriybnuku
OT No oT Ne

dopma onucH JeJ1 10 THIHOMY COCTABY




79

[Tpunoxenue Ne 24
MyHuuunajgibHoe 0101KeTHOe YTBEPX/IAIO
o0meoOpa3zoBaTe/ibHOE yUpeKIeHHE JlupexTop
«CPEJHSIA
OBIIIEOBPA3OBATEJIbHAS Tloonuco N.O. Gammmms
HIKOJIA Ne 4 C. CEPHOBOICKOE» Hara
CEPHOBO/JCKOI'O

MYHUIIATIAJIBHOI'O PAVIOHA

AKT
26.01.2024  Ne 1

0 BbIJIeJICHUHM K YHUYTOKEHUIO
JOKYMEHTOB, He MOJIeKAIUX
XPAHEHHMIO

Ha ocHOBaHun

(HaSBaHI/Ie 1 BBIXOJIHBIC JAaHHBLIC NEPEUHS JOKYMEHTOB C YKa3aHUEM CPOKOB HUX XpaHeHI/ISI)

OTO6paHBI K YHHUYTOXCHHIO KaK HE HMMCHOIIHC H&y‘—IHO-HCTOpH‘-ICCKOfI OCHHOCTHU
N YTPAaTUBIINC ITPAKTHYCCKOC 3HAYCHNUC NOKYMCHTLI

(Ha3BaHUE OPTaHU3ALINH)

Ne | 3aroyioBok geia T'ogpr | MHpOekc mo Kon-Bo | Cpoku [Tpume-
n/m | (TPYIIIOBOM 3aroJIOBOK HOMEHKJIAType | Jen XpaHEeHUs YaHUs
JIOKYMEHTOB) el u Ne crareit
10 TIEPEYHIO
1 2 3 4 5 6 7
Htoro nen (3EKTPOHHBIX JIe)T) 3a TOJIBI.

(tmdpaMu 1 IPONUCHIO)

COT'JIACOBAHO YTBEPXIEHO

[IpoToxon 9K MBOY [Iporokon DIIK ApxuBHOrO

«COI Ne 4 c. CepHOBOACKOEY ynpasieHus [IpaBurenscTBa
Yeuenckoit PeciyOnuku

oT Ne oT Ne

JIOKyMEHTBI B KOJIMYECTBE nen (3JEKTPOHHBIX JEN):

- Ha OyMa)XHOM HOCHTEJIE BECOM KI. CIaHbl HA YHUUYTOKECHHE;

- Ha OJICKTPOHHOM HOCHUTCJIC CAaHbI HA YHHUYTOXXCHHUC

(crioco® yHHUYTOXKEHHS)

HanmenoBanue 101KHOCTH paOOTHHKA,
CIABIIETO JJOKYMEHTHI Toonuce N.0O. Gamunus

Jara
(I)opMa AKTa 0 BBIACJICHUHN K YHUYTOKCHUIO JOKYMECHTOB, HE MMOJICKAIIIUX XPAHCHUTO
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JIMCT-3ABEPUTEJIb IEJIA Ne

B nene noammTo ¥ mpoHyMEpOBaHO

[Tpunoxenue Ne 25

JINCTOB

(unpamu U IPOMHUCHIO)

c Ne 1o Ne

, B TOM YHCIIEC:

JIMTCPHBIC HOMCPA JIMCTOB

MPOMYIIIEHHbIE HOMEpA JTUCTOB

+ JIMCTOB BHYTPEHHEN ONMUCHU

Oco0eHHOCTH (PHU3UYECKOTO COCTOSHUSA
u GOpMHUPOBaHUS JIeTa

Howmepa nucros

1

2

HanmMmenosanne n10KHOCTH
paboTHUKA Iloonucw

JlaTa

dDopMa JUcTa-3aBepUTEIs AeJia

N.0. Gamunus
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[Tpunoxenue Ne 26

BHYTPEHH/S OIIUCH
AOKYMEHTOB JeJjia Ne
Perucrpanu- NoNo
Ne patt [ara [Ipume-
OHHBIN No 3aroJIOBOK JJOKYMEHTa | JINCTOB
/T JIOKyMEHTa YaHUS
JIOKYMEHTAa Jena
1 2 3 4 5 6
Hroro JIOKYMEHTOB.
(undpaMu 1 MPOIHUCEIO)
Kosm4ecTBo MMCTOB BHYTPEHHEN OMKUCH JII.
(undppamu U IPOMHCHIO)
HaumenoBaHue 1OKHOCTH JIMIIA,
COCTABUBILIETO BHYTPEHHIOK OMUCH
Tloonuco N.0. ®amunus

JOKYMCHTOB [JCJIa

JlaTta

®opMa BHYTPECHHEH ONIMCH TOKYMEHTOB /eJia
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(HauMeHOBaHUE MYHHUIIMIIAIEHOTO apXUBa)

(HauMeHOBaHNE OPTaHU3ALIUH)

(HaMeHOBaHME CTPYKTYPHOTO MOpa3/IeNICHH)

JIEJIO Ne TOM Ne

(3aroyioBOK ziena)

(kpaiiHue 1aTbl)

Ha

JIUCTax

XpaHUTh

®d. No

Om. Ne
J1. No

dopma 00J105KKH /1e1a




