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1. OBIIIMNE ITOJOKEHMU S

1.1. Hacrosiias MHCTPYKIIMS IO AEJONPOU3BOACTBY (nanee — MHCTpyKIus)
B roCcyJJapCTBEHHOM aBTOHOMHOM YUpeXIeHUU JIOIIOJTHUTEIEHOTO
npodeccuoHasibHOro oOpa3zoBanmsi MHCTHTYT pasBuTHs oOpa3oBanus PecryOsuku
bamkoproctan (manee — 'AY JI1IO WPO PB) pa3paborana B LeNsX YCTaHOBICHUS
eIUHBIX TpeOOBaHHII K MOATrOTOBKe, 00pabOTKe, XpaHEHHIO U HCIOJIH30BaHHUIO
oOpazyromuxcsi B gesarensnoctu [AY  JIIIO HWPO PBH  #gokymeHTOB,
COBEPILEHCTBOBAHUS JOKYMEHTO000pOTa, MOBBIIEHUS €ro 3()P(GEeKTHBHOCTH IIyTEM
yHU(QHUKALUU cocTaBa ¥ (GOPM YIpaBIeHYECKHX JIOKYMEHTOB, TEXHOJIOTHH paboThI
C HUMHU U o0ecIieyeHus] KOHTPOJIS UCIIOJIHEHHS] JOKYMEHTOB.

HMucTpykuus ycranaBiauBaer oOmue TpeOoBaHUS X (GYHKITHOHHPOBAHUIO
Ciiy’k0  JOKYMEHTallHOHHOTO OOeCledeHus] YUpeXIeHHUsA, JTOKYMEHTHPOBAHHUIO
YIPaBJIEHYECKON  JEATEIBPHOCTH M OpraHuzanud paboThl ¢ JOKyMEHTaMUu
B I'AY JI1IO PO Pb.

1.2. MHcTpyKnusa 1o IelOoNpOU3BOJICTBY pa3paboTaHa B COOTBETCTBHH CO
CIEAYIOIMMH 3aKOHOAATENBHBIMH M HOPMAaTHBHO MpPaBOBBIMH akTaMu B cdepe
UH(pOpMaIIH, TOKYMEHTAllUH, apXUBHOTO JIeJia:

— DenepanbHplM 3akoHOM oT 22.10.2004 Ne 125-03 «O6 apxuBHOM [ele
B Poccuiickoil ®enepauun» (pex. ot 28.12.2017);

— ®enepanbHblil 3akoHOM OT 02.03.2016 Ne 43-D3 «O BHeCeHUH U3MEHEHU B
OenepanbHblil 3akoH «O0 apxuBHOM Jzene B Poccutickoii @enepaninm;

— DenepanbHblid 3akoHOM OT 18.06.2017 Ne 127-03 «O BHECEHUH U3MEHEHUHU
B OTJIENBHBIE 3aKOHOAATENbHBIC akThl Poccuiickoit Menepaunmy;

— QepepaibHBIM  3akoHOM oT 02.05.2006 Ne 59-®3 «O mnopsanke
paccMoTpeHus obpattennii rpaxknan Pocculickoil ®enepanum»;

—~ O®epepanbusiM 3aKk0HOM OT 06.04.2011 Ne 63-P3 (pen. ot 23.06.2016) «O6
3JIEKTPOHHOM MOAMKCHY (C M3M. U JOIL., BCTYI. B cuty ¢ 31.12.2017);

— QegepanbybM 3aKkoHOM oT 27.07.2006 Ne 149-03 «O6 wundopmanumy,
UH()OPMAIHOHHBIX TEXHOJIOTHSX M O 3alUTe HHOOPMAIIUN»;

— MenepanbHbiM 3akoHOM oT 27.07.2006 Ne 152-®3 «O mnepcoHalbHBIX
JTAHHBIX;

— 3akoHoM Pecny6nukm Bamkoprocran ot 06.07.1999 Ne 10-3 «O
rocyaapcreeHHolH cuMBonuke Pecry6nuku bamkoproctany;

— 3akoHoM Pecny6nuxu Bamkoprocran oT 15.02.1999 Ne 216-3 «O s3bikax
Hapozos PecriyOnuku bamkoprocTany;

— 3akonoMm Pecny6mukm Bamkoprtocran ot 03.02.2006 Ne 278-3 «OO6
apxMBHOM Jene B Pecniybnuke bamikoprocran» (pexn. ot 08.06.2018);

— Bakonom Pecny6mmku bBamkoprocran ot 12.12.2006 Ne 391-3 «O6
ofpalnenusx rpaxaal B PecniyOiike bamkopTocTam»,;

— TlocranosienueM IlpaButenncrBa Poccuiickoit denepauuu OT 03.11.1994
Ne 1233 «O6 yrtBepxaenun llomoxeHHus O IOPSAKE obpalleHust co CIryXeOHOM
pH(pOpMarueil OrpaHUYEHHOTO PaCTIpOCTPaHCHMA B QenepalpHBIX  OpraHax
HCIIOJHUTEILHON BIACTH, YIIOJHOMOYEHHOM OpraHe yNpaBjeHHs HCIOJIL30BAHHEM




ATOMHOM DHEPrMM U YIIOJIHOMOUYEHHOM OpraHe IO KOCMHYECKOH AesTeIFHOCTI)
(c u3MeHeHHWsMH, BHeceHHBIMH IloctaHoBienwem IIpaBurennscTBa Poccuiickoit
Penepanuu ot 20.07.2012 Ne 740) (pen. ot 18.03.2016);

— Ilocranosnenuem IIpaButenscrBa Poccuiickoii ®enepanuun ot 15.06.2009
Ne 477 «O6 yTBepIeHHU NpaBUI OEJNIONPOU3BOACTBA (elepanbHBIX OpraHax
HUCIIOJIHUTEIILHON BJIACTUY;

— Ilocranosinennem IlpaButensctBa Poccuitckoit @enepanuu ot 22.09.2009
Ne 754 «0O6 yrBepxnenun IlomoxkeHHS © CHCTEME MEXKBEIOMCTBEHHOIO
SJIEKTPOHHOI'0 JOKyMEHTO000pOoTaY;

— IloctanoBneHUeM ITpaBuTenbcTBa Pecrty6nuku bamkopTrocTtan
or 18.11.2010 Ne 436 «O6 yrBepxneHnn IlpaBuin HeIONPOU3BOJCTBA
B peclyOJIMKaHCKUX OpraHax WCIOJHUTEIBHOM BlacTw» (C H3MEHEHUSIMH,
BHeceHHBIMU IloctaHoBinenuem IlpaBurenscrBa PecmyGmuxku  bamkoprocran
oT 21.12.2016 Ne 525);

— Ilocranosnennem IIpaButensctBa Poccuiickoit ®enepanuu ot 26.04.2016
Ne 356 «O BHeceHHMM U3MEHEHMI B IIpaBHja AEJIOMPOM3BOJACTBA B (eAepalbHBIX
opraHax UCIIOJIHUTENbHOU BJIaCTHY;

— MeroguyeckuMM peKOMEHIAIUsIMH 10 pa3paboTKe MHCTPYKIMI TI0
JEIONPON3BOACTBY B  (QefepallbHBIX OpraHax HCIOJHHTENBHOH BIacTH C
npunoxesusmu (BHUMIAL M.2014);

— MeroguyeckuMu peKkoMeHIauUusIMU «JKCIepThu3a IEeHHOCTH U OTOop
B coctaB ApxuBHoro ¢onga Poccuiickoit ®enepanru JOKYMEHTOB IO JIHYHOMY
coctaBy» (BHUMIA, M. 2014);

— Iloctanosnenuem IlpaBurtensctBa Poccuiickoit ®depepanuu ot 27.12.1995
Ne 1268 «O6 ynopsimoYeHHH HW3TOTOBJIEHHS, HCIOJB30BaHMS, XpaHEHUs
U YHHYTOXKEHHUs IledaTeit u 6JaHKOB ¢ BocmpousBeaeHueM [ ocynapcreeHHoro I'epba
Poccuiickoit ®enepanuu (pen.17.03.2018 r);

— I'OCT P 7.0.97-2016 «HauunonansHbii crangapt Poccuiickoir denepanum.
CucreMa CTaHAApTOB IO HHQpOpMaLUM, OUOIMOTEYHOMY M H3LATEILCKOMY JEINy.
OpraHu3aioHHO-pacopsAnTeNIbHas TOKyMeHTauus. TpeOopanus odopmieHus
JIOKYMEHTOBY;

— Ilpukasom Pocapxusa ot 22.05.2019 N 71 "O6 yteepxknenun IlpaBui
HENOTPOU3BOJCTBA B TOCYJapCTBEHHBIX  OpraHax, oOpraHax  MECTHOTO
camoynpasnenus” (3apeructpuposato B Muntocte Poccun 27.12.2019 N 57023);

— PexomeHmanusMH MO KOMIUIEKTOBAaHMIO, YUETY M OpraHHU3allMH XpaHCHUS
5IEKTPOHHBIX ApPXUBHBIX JIOKYMEHTOB B apxuBax opranusannu (BHUMIAZL,
M.2013);

— TIpuxasom Pocapxusa ot 20.12.2019 N236 «OG6 yrsepxaeHud Ilepevuns
THIIOBBIX yIPAaBIEHYECKAX APXUBHBIX JOKYMEHTOB, OOpasyloluXcs B IIponecce
NeSITENGHOCTH T'OCYJAapCTBEHHBIX OpPraHOB, OpPraHOB MECTHOI'O CaMOYIpPaBJICHHS
¥ OpraHu3aluii, ¢ yKa3zaHHeM CPOKOB HX XPaHEHSD» (3aperucTpupoBaHo B MuHIOCTE
Poccuu 06.02.2020 N 57449);

— TlepeuHeM  THIIOBEIX  YNPAaBICHYECKMX  aPXUBHBIX  JOKYMEHTOB,
o6pasyiommxcst B IIPOLECCe JACATENBHOCTH TOCYAapCTBEHHBIX OpraHoB, OpPraHoB




MECTHOTO CaMOYNPABIICHUs M OpraHu3aluid, ¢ yKa3aHueM cpoKoB xpaHeHus (M.
2010);

— IlpaBunamu OpraHM3allid  XpaHCHHUS, KOMILIEKTOBaHHS, yueTa
1 HCIIOJIB30BaHMs JOKYMEHTOB ApxuBHoro ¢onna Poccuiickoit @enepanuu 1 Ipyrux
apXMBHBIX JOKYMEHTOB B OpraHax rocyJlapCTBEHHOH BJacTH, OpraHax MECTHOIrO
camoymnpaslieHusl 1 opranuzauusax (M.2015);

— IlpuMepHBIM mONIOKeHHEM 00 apxuBe opraHusanud (yTB. MOPUKA30M
OenepanbHOro apxusHoro areHTcTBa Ne 42 ot 11.04.2018);

— IlpumepHBEIM TIONOKeHHEM OO SKCIIEpPTHONH KOMHCCHM OpraHu3anuu (yTB.
npukazoM PenepanbHoro apxuBHoro areHTcTa Ne 43 ot 11.04.2018);

— IlpuMepHON HHCTPYKIIHEH IO [AeJONPON3BOACTBY B TIOCYIJapCTBEHHBIX
opranm3zauusax (yrB. npukazom @enepanbHOTO apxuBHOro areHrcrBa Ne 44
ot 11.04.2018) ,

1.3. UncTpykuus yrBepskaaercs npukaszom pexropa ['AY JIITO PO Pb nocne
COIJIACOBaHUs ¢ DKCIEepTHO-NpoBepouHoit komuccuet (nanee — OIIK) Ynpasnenus
o nenam apxuBoB Pecniybnnku banikoproctan. CorjiacoBaHde IIPOBOJUTCS B LIEIAX
KOHTpOJIA 3a COONIOZEHMEM 3aKOHOAATENIbCTBa, HOPMATHUBHBIX H METOHUYECKHX
JIOKYMEHTOB,  PEryJIMPYIOIIUX  BOIPOCH  JIOKYMEHTAllHUOHHOTO  oOecreueHus
yIpaBieHus, ydeTa U obecrieueHnss COXpaHHOCTH JIOKYMEHTOB KaK COCTaBHOM YacTh
ApxusHoro ¢onza Poccuitckoit @eneparun.

1.4. Tlonoxenns VHCTpyKIuM pacHpOCTPaHSIOTCS Ha OpTaHU3aluio paboTel
C JOKYMEHTaMH HEe3aBUCHUMO OT BHJa HOCUTENd, B TOM YHCJIE Ha 3JIEKTPOHHBIX
HOCHTEJSX, BKIIIOYasl UX IIOATOTOBKY, PErHCTPallUIO, YUET U KOHTPOJIb UCIIOJTHEHUS,
OCYILECTBIISIEMBIE € IIOMONIBI0 HH(POPMALIMOHHBIX TEXHOJIOTHIA.

1.5.0cobennoctn paboTeI c JIOKYMEHTaMH, colepKallliMHU
KOH(UICHIIMANbHYI0O HHpOpManuio (CIyXeOHYI0O U HHYIO TaifHy, NepCOHaJIbHEIE
JaHHBIE), PETYIUPYIOTCS CIENWAIBHBIMA HOPMATHBHBIMH aKTaMH (MHCTPYKIUSIMH,
ITOJIOKEHUSMH, NIpaBUiiaMi ), yTBepxaaeMeMu pextopoM ['AY JITTO PO Pb.

1.6. TpeboBanuss WHcTpykumH K paboTe c OyXrajarepckodl, Ipyroi
CIIELUAJIbHOM JIOKyMeHTaIuell pacipoCTPpaHsIIOTCs JIMIIH B YaCTH OOLIUX NPUHIAIIOB
paboTBl C JOKYMEHTaMM, IIOATOTOBKM MIOKYMEHTOB K TIepelade Ha apXHBHOE
XpaHeHHe.

1.7. Tlonoxenuss WMHCTpyKIMH pacnpoCTpaHsIOTCs, B TOM 4YHCJIE C
SJIEKTPOHHBIMM  TOKYMEHTaMH, BKJIFOYas UX IOATOTOBKY, 00paboTKy, XpaHeHHE U
HCIIONB30BaHME OCYIIECTBIIIEMBIE C IOMOIIBI0 HH(OPMAUOHHBIX TEXHOJIOTHH.

1.8. Opraumsauus penomnpousBoncrsa B I'AY JIIO HPO PBb wactu4HO
OCYILECTBIISIETC C MCIIONB30BAHHEM CHCTEMBI JJIEKTPOHHOTO JOKYMEHT00G0poTa
u genonpousBoacta (mamee — COJJ).

1.9. Crpykrypusie nogpasneneaus ['AY IIIO NPO Pb opraHusyroT U BEAYT
IeJIONPOU3BOCTBO Ha OCHOBE HacTosmen MHCTpYKIIH.

1.10. TTonoxenus MHCTpYKIIMH HE pacHpOCTPaHAIOTCS Ha OpPraHH3alHio
paboThI C  JOKyMEHTaMH, cojiepKalluMH CBelleHHUs, COCTaBIISIIOIIE
roCyJapCTBEHHYIO TalHy.

1.12.0praHusanyio, BeeHHE H COBEPIICHCTBOBAaHHE [IEIONPOU3BONCTRA,
HCIONB30BaHHE  COBPEMEHHBIX ~ MHGOpPMalMOHHBIX — TEXHOJIOTHH B pabote




C JOKYMEHTaMH, METOJUYECKOE€ PYKOBOJCTBO H KOHTpPOJIb 32 COOJIOJEHUEM
YCTaHOBJIEHHOTrO Topsiika pabotel ¢ pokymMedHtamu B T'AY JIIO HMPO Pb
OCYILIECTBISETCS OTACSIOM OPraHU3alMOHHON U KagpoBOil paboThI.

1.13.HenocpeacTBeHHOE  BeAeHUE  JEJONPOU3BOACTBA B CTPYKTYPHBIX
nojpa3ieNieHusIX  OCYLUECTBIsIeTcss  pabOOTHUKOM,  Ha3HAYEHHBIM  PEKTOPOM
I'AY IO HMPO Pb m coBMemaromuM BBITIOJTHEHUE JEIOMPOU3BOACTBEHHBIX
o6s3aHHOCTEH ¢ QYHKIIMOHAIBHBIMU 0053aHHOCTSIMH.

IlepcoHaIbHYI0O OTBETCTBEHHOCTH 3a cOONIOfeHHe TpeOOBaHMI HACTOSIIEH
HMHCTPYKIIMH, COXPAaHHOCTb CIYXXEOHBIX JOKYMEHTOB M COJAEpXKallelcs B HHX
uH(pOpMaIluK HecyT paboTHUKH Beex nonpasgenenuit 'AY JIITO PO Pb.

06 yTpaTe HOKyMEHTOB pa0OTHHKH HEMEIJIEHHO COOOILAIOT PYKOBOIUTEINIO
moapasenieHns. B 3ToOM ciydyae pyKOBOIUTENEM IIOAPA3e/IEHHs Ha3HaAYaeTcs
cnyxebHoe pacciefoBaHue, O pe3ysbTaTax KoToporo MHGOpMHpYIOT pekropa 'AY
IITIO PO PB. Tlepenaua paGoTHMKaMHM CTPYKTYpHBIX moxapaspenenuit IAY JI1O
HPO Pb 10KyMEHTOB MJIM MX KOIHM, TIPOSKTOB TOKYMEHTOB pabOTHHKaM CTOPOHHHUX
OpraHu3anuil JOIyCKaeTcsl 110 MUCBMEHHOMY 3asBJIEHHUIO W C pa3pelleHus] peKTopa
Ay AI1O PO Pb.

1.14IlpaBmiia ¥ MOpPSHOK paboTel C JIOKYMEHTaMH, IIPEAyCMOTPEHHBIC
MHcTpyKuUyel, o0s3aTenbHbl [uisi Beex pabotHukos 'AY JIT10 UPO Pb.

1.15IIpu yxoie B OTIYyCK, BBHIE3Zle B KOMaHIHPOBKY, Ha Bpems OoJyie3HH
pabOTHUKH 00sI3aHBI IIepejaTh BCe HAXOMAIIMECS Y HUX JOKYMEHTEI OTBETCTBEHHOMY
3a IeJOMPOM3BOJCTBO CTPYKTYPHOTO IOJpa3feieHUs WIM JIpyroMy PpabOTHHKY
10 YKAa3aHHIO DPYKOBOJUTENS IOJApa3fieJieHusi, NpPU YBOJIPHEHHH HIIH MEPEBOAC
1o ciyx0e paboTHHKA Iepesiada JOKYMEHTOB H [1eJ1 OCYIIECTBIIAETCA 10 aKTy.

2. CO3JAHUE JOKYMEHTOB B I'AY A110 UPO Pb

2.1. Jlestensnocts I'AY JIIO VPO PB ofecnevnBaeTcss CHCTEMOH
YHUGHIUPOBAHHON B3aUMOYBSI3aHHON YIPaBICHYCCKOH JOKYMEHTAlHH. Ee cocras
ompenensercs kommereHuueir I'AY IO HWPO Pb, nopaakoM paspeleHus
BOIIPOCOB (€IMHOHAYaNBHBIl MM KOJUIETHABHBIA), OOBEMOM M XapaKTepoM
p3aumocBsizeil mexay I'AY IO NMPO Pb, mpyrumu opraHami ynopaBiIeHUS H
opraHu3alusMU.

Hoxymentet TAY MAIIO HWPO Pb pomxuel odopMIIsITECS Ha OllaHKax,
Ha CTaHIAapTHHIX MucTax 6ymary Gopmata A 4 (210x297 mm), AS (148x210 Mm); st
H3rOTOBJICHHUs GIAHKOB PE30JIONMH MCHONb3yeTcsa Oymara (opMaToB A5 (148x210
MM), A6 (105x148) nu6Go B Buje IJIEKTPOHHBIX JOKYMEHTOB M AOJ/DKHBI MMETH
yCTaHOBJICHHBII COCTAB PEKBH3UTOB, HX PACIOJIOKCHHUE 1 o opMIIEHHE.

JlomyckaeTcsl CO3faHHE JOKyMEHTOB Ha JIMIEBOH H 00OpOTHOH CTOpPOHAX
mucra. Ilpu JBYCTOpPOHHEM TeYaTaHHM JOKYMEHTOB MIMPHHA JIEBOTO  HOJA
Ha JIMIEBOH CTOpOHE NIUCTA U IIPABOrO IOl Ha 06OPOTHOH CTOPOHE JIMCTA AOJDKHEL
OBITH paBHBL IIpH CO3JaHMM JAOKyMEHTa Ha IBYyX H fojiee CTpaHULAX BTOPYIO
¥ TIOCTENYIOIMe CTPaHHMIE! HymepyroT. Homepa cTpaHHll IIPOCTABJISIOTCS
IocepeIiHe BEPXHETo MO0 JOKYMEHTa Ha pacCTOAHNH HE meHee 10 MM OT BEpXHETO

Kpad JIuCTta.




IIpu odopmileHHH NOKYMEHTa, 3aHUMAIOLIETO HECKOJIBKO JIMCTOB, Ha OlaHKe
o opMIIsSeTCS TOJNBKO IEPBBIN JIHCT.

Ilpu co3maHUM DSNEKTPOHHBIX JOKYMEHTOB B CHCTEME 3JIEKTPOHHOTO
JIOKyMEHTOO0O0pOTa TaKXkKe MCIIONB3YIOTCS DIIEKTPOHHBIE IIa0JIOHbI JOKYMEHTOB.

2.2. Tlpy TOATOTOBKE AOKYMEHTOB PEKOMEHIYETCs IPUMEHATh TEKCTOBOM
penakrop Microsoft Word ¢ ncrions3oBanueM uipugra Times New Roman:

—  pasmepoMm Ne 10-11 mnst opopmieHus TaOIUUHBIX MaTEpPUAIIOB,

— pasmepoMm No 12 - 14 nnst opopMIIeHUsI TEKCTOBBIX MaT€pUaJIOB,

— pasmepom Ne 12,13,14 (momy>XWpHEIH) Uil O(QOpPMIIEHUS 3aroJIOBKOB
JIOKYMEHTOB,

—  pazmepoM Ne 8 st opopMIleHUS PEKBU3UTOB HCIIOITHUTEI.

Texctr moxymeHnTa medaraercs 4epe3 1 - 1,5 MexcrpouHbIX nHTepBana. llpu
Oonpminx ob6bemMax JOKYMEHTa pPEKOMEHAyeTCs TEKCT IledaTrarh depe3 OAMH
MEXXCTPOYHBII HHTEpBaJ, Npu HeOoNMbIINX 00beMax -1,5 MeKCTpOUYHBI HHTEPBAIL.

MHOrocTpoUHble PEKBU3UTHI II€YATAIOTCST uepe3 OAMH MEXCTPOYHEIN
HHTEPBaJl, COCTaBHBbIE YaCTH PEKBU3UTOB MOIYT OTHAENATHCS MOIOJHHUTEIBLHBIM
WHTEPBAJIOM.

JnuHa camoil NIMHHOW CTPOKM pPEKBU3WTa NPHU YIVIOBOM PAacCIIOJIOKECHHHU
PEKBH3UTOB He Goiiee 7,5 cM.

JlnmuHa camMoif JIMHHOM CTPOKH PEKBU3UTA IPH NPOAOJIBHOM PaCIIOIOKEHHU
PEKBU3UTOB He Oornee 12 cM.

CTpoKH peKBHU3UTOB BHIPABHUBAIOTCS 10 JIEBOM IPaHULE 30HBI PACIIOJIOXECHUS
PEKBHU3UTA WM LIEHTPUPYIOTCS. OTHOCUTEIBFHO CaMOM IITHHHOM CTPOKH.

PeXBU3HUTBI «IOAIUCH» H/HIIU «TPU( COMIACOBAHMA» JOJKHBI ITOMEHIATHCS
Ha OJHOIl CTpaHMIIE C TEKCTOM JAOKyMeHTa. He pomyckaercss IEpeHOC STHX
PEKBU3UTOB JJOKyMEHTA Ha OT/JEIbHBIH JIHCT.

ITpu obopMiieHHH AOKYMEHTOB HE PEKOMEHJYeTCs HCIOJIB30BaTh HauepTaHHe
mpudTa KKypcuB» U MONYEPKUBAHUE TEKCTA.

HopmaTuBHBIE aKThl OpraHM3alWM, a TaKKe HHbIe MHOIOCTPAaHMIHbIC
JIOKyMEHTBI MOTYT ogopMisThCcst ¢ THTYIbHBIM jucToM (IIpunoxenune Ne 1)
Ha TUTyJIBLHOM JIHCTE TOKYMEHTa HOMED CTPaHHIIbl He YKa3bIBaeTCs, HO YN THIBACTCS
pu obmieit Hymepanuu cTpasul. MoXHO Takxke opopMIATh 0e3 THTYJIBHOIO JIUCTa,
HO C yKkazagueM Tpuda YTBEPXKAEHHS, HAMMEHOBAHUA BHJA JIOKYMCHTa
(ITpunoxxenue 2).

JIOKYMEHTBI, KaK O3JEeKTPOHHbIE, TaKk M Ha OyMaXHOM HOCHTeNe, MOryT
CO3/aBaThCs C HCIIONG30BAHMEM IIPOIPAMMHOIO O0ecreyeHHs - TEKCTOBBIX,
TaGNMYHBIX PEJaKTOPOB, CHCTEM JIIEKTPOHHOTO JIOKYMEHTO060pOTa (nastee - COJI),
obecreynBaoIIMX CO3J4aHue, IPOCMOTP M pPENaKTUpOBaHUWE JOKYMEHTOB -
¢ cobmonenrem nonoxxenuit Cranpapra.

B opraHm3allii MOTYT HCIIOJIB30BATHCS DIEKTPOHHBIC KOMMM JIOKYMEHTOB,
[I0Ty4aeMble B pe3ynbTaTe OUU(QPOBKU (Hanpumep, CKaHHPOBAHHs) JIOKYMEHTOB
Ha GyMaKHOM HocHTene. DJIEKTPOHHAS KON JOKyMeHTa JOJDKHA OBITH UUTAECMOH,
HE COJIepXaTb IEPEBEPHYTHIX 1300paKeHUI CTPaHHUII, He HapylnaTh HyMepallhro

CTpaHHII.




JUis 3IIEKTPOHHEIX KOIMH JOKYMEHTOB PEKOMEHIYETCsl HCIIOIB30BaTh (popMar
PDF.
2.1. BJIAHKH JOKYMEHTOB

JoxymenTtsl, coznaBaeMble B TAY 1O VPO PB, opopmisitores Ha 61aHKax,
Ha CTAHJIAPTHBIX IHcTax Oymaru dopmara A4 (210 x 297 mm) ninu AS (148 x 210
MM) 00 B BHUZE D3JEKTPOHHBIX HOKYMEHTOB U JOJDKHBI MMETH YCTaHOBJIEHHBIM
COCTaB PEKBU3UTOB, UX pacroioxeHue U odopmiieHrne. Kaxaplii JTHCT JOKYMEHTA,
odopMIIEeHHBIN KaK Ha OJaHKe, TaK U Ha CTaHIAPTHOM JIHCTe OyMaru, JOJDKEH UMETh
TI0JIs1 He MEHee:

20 MM — 1€BOE;

10 MM — mpagoe;

20 MM — BepXHEeE;

20 MM - HIDXKHee.

JloxyMeHTB! JIMTeNbHBIX (cBbIIe 10 JIeT) CPOKOB XpaHEHHUs JOJLKHBEI HMETh
neBoe nosie He MeHee 30 MM.

TekcT HOKYMEHTa BBIPAaBHHMBAETCS 10 IIMPHHE JUCTa (IO IPaHMIAM JIEBOTO
U TIpaBoOro mojiei JokyMeHTa). AG3auHblii OTCTyD TeKcTa NOKyMeHTa — 1,25 cm.
3aroyloBKM pas3lieNIoB W TOJpa3felioB IIeYaTaloTcs C ab3alHbIM OTCTYIIOM HJIH
IEHTPHUPYIOTCS IO IMINPUHE TEKCTaA.

EcnM JIOKyMEHT TOTOBUTCS JUIss M3IAHHS C yYMEHBIIEHHEM MaciuTaba, TeKCT
reyaraercs depes ABa HHTepBaa.

HurepBat Mexay OyKBaMH B CJIOBaX - OOBIYHBIH.

HuTepBal MeX 1y CIOBaMH - OJUH IIPOOeE.

Bnauxu T'AY JIIO HWPO PB pa3pabarpiBatoTca Ha OCHOBE YIJIOBOTO HIIH
IPOJOJIBHOTO BapHaHTa pACIIONIOXKEHUs pPEeKBU3UTOB. IIpuH yrinoBoM BapHaHTe
PEKBH3HTHI OJIaHKa pacIioNaraloTcsl B BEpXHEM JIEBOM YIUly JiucTa. IIpy nponoibHOM
BapHaHTe PEKBU3UTHI OJlaHKa pacloNararoTCs IIOCEPEeNHHE JHCTa BJOTb BEPXHEIO
TOJISI.

Ilpu co3paHWu OJIEKTPOHHBIX JOKYMEHTOB B CHCTEME 3JIEKTPOHHOIO
JOKYMEHTO000pOTa HCTIONB3YIOTCS DIIEKTPOHHEIE 1a0JIOHBI JOKYMEHTOB.

B I"'AY JI10 PO PB npuMeHSOTCs CIeAYyIOIHe OIaHKH:

—  6iaHK OUCbMa (C TIPOIONBHBIM PACIIOOKEHIEM PEKBU3HTOB);

—  GNaHK KOHKPETHOTO BH/Ia JJOKyMeHTa (IPHUKa3, IIPOTOKOJ, aKT U T.1.).

VcTaHaBnuBaeTcs CIEOYOMMNA COCTaB PEKBH3HUTOB JUIS KaXKJI0Oro BHAA
IIOKYMEHTOB.

Jlns 6j1aHKa MUChMa:

— repb cybrpekTa Poccniickoit denepanny;

_ [OJHOE HAUMEHOBAHHE OPTaHU3alliH Ha PYyCCKOM U OAIIKHPCKOM SI3BIKAX:

- TOCYZapCTBEHHOE aBTOHOMHOE yUpexKIeHHE JIOTIOTHUTEIIEHOTO
npodeccuoHabHOro obpasosanust MHCTUTYT pasBHTHA obpazoBanus PecryGinku
BamkoprocTas;

— ogToMo TpodeccHoHalp Genem OMpey HoYJIaT aBTOHOMHAIIEL yupexeHrehsl
BaurkoprocTan Pecy6nukahbHbIH MorapudTsl YGTEPEY HHCTUTYTBI;

— TAV JII1IO UPO Pb - cokpaliieHHOe HANMEHOBAHMNE;
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— crpaBouyHele jnauHsle o 'AY JIIO MPO PB (moutoBhiii aapec, HoMep
tenedoHna, TenedoHa-dpakca, aapec 3ACKTPOHHOH MOUTHI, apec calTa);

— OTMETKM JUIsl  TIPOCTaBIEHHS  PEeKBU3UTOB  «JaTa  JOKYMEHTay,
«PErucTpallMOHHBIA HOMEp NOKYMEHTa», «CChUIKAa Ha pPErucTpaliOHHBIM HOMEpP
U 1aTy NOCTYTIHUBIIETO TOKYMEHTa.

Jnst 6nanka npukasa:

- TOJHOE HAaMMEHOBAHHE OPraHM3allMH Ha PYCCKOM H OallIKMPCKOM S3BIKax -
roCyZJapCTBEHHOE aBTOHOMHOE YUPEXKIAEHHUE IOIOJIHUTEIBHOT0 IPpo(hecCHOHAIBHOTO
obpazoBanus MHcTUTyT pasBurus obpasosanus Pecrrybnuku bamkopTocTas;

— ©G¢ToM? npodeccruoHalrk 6e1eM OUpey ASYIST aBTOHOMHUSIIBI yupeskaeHuehsr
Bbamrkoproctan PecryGiukahsiabin MorapugTel YeTepey HHCTHTYThI;

— I'AY JITO PO Pb - cokpaieHHOe HAaNMESHOBAHUE;

— HauMEHOBAHHE BHJIA JOKYMEHTa,

— MECTO COCTaBJIeHUs (M3/IaHUs) TOKYMEHTA,

— OTMETKH ISl IIPOCTaBIEHHS JIaThI U PEerucTpallioOHHOrO HOMepa
JIOKyMEHTa.

brnanku NOKYMEHTOB NOJIKHBI HCIIOJIB30BAaThCSl CTPOTrO MO HasHaueHUIO U Oe3
COOTBETCTBYIOLIEI0 pa3pelleHUuss He MOTYT IepelaBaTbcsl APYTUM OpraHU3alusM
U JIMLAM.

Beenenue B oOpailleHne 1O Mepe HEOOXOIWMOCTH HOBHIX OJIaHKOB
JOKyMEHTOB  OCYINECTBISI€TCS IO  paspelueHuio  (IOpYyYEeHHMIO)  peKTopa
I'AY JAII0 MPO PB. CooTBercTByIOUIME MNpPEMIONKEHNUS BHOCITCS HadaJbHUKOM
OpPraHM3alIOHHOTO OTEeJa U KaJpoBoit paboTsl BMecTe ¢ oOpa3laMu npearaeMblx
0J1aHKOB.

2.2. OOOPMJIEHHUE PEKBU3UTOB JOKYMEHTOB

Ilpu moaroroBke M OQOPMICHHH AOKYMEHTOB HCIOJB3YIOTCS DPEKBU3HUTEI
OpraHHU3alHOHHO-PACTIOPSAUTEFHBIX JOKYMEHTOB, COCTaB M IIpaBHia O(pOPMIICHUS
Koropbix mnpexacrasieH B I'OCT P 7.0.97-2016 «Cuctema CTaHIapTOB II0
uudopmanuy, OUOIHOTEYHOMY W  H3JarensckoMy neny  Opranu3alMOHHO-
pacropsiuTeNbHas HoKyMeHTauus. TpeGoBaHMe K OQOPMIECHHIO JIOKYMEHTOB
¢ maToit BBeneHus B feiicteue 1 mrons 2018 roga JlokymeHTHI, co3naBaemeie B I'AY
JIT1IO UPO PP, uMeroT cTaGMIBHBINA COCTAB PEKBH3UTOB, PACIIONIOXKEHHE H CIIOCOOHI
o(hopMIIEHHUS.

PexkBU3UTAMH JOKYMEHTOB, CO3JaBaeMBIX B IIPOIECCE  JIESTEIBHOCTH
AV JITO PO Pb, ssistoTest:

— repb cyonekta Poccuiickoit @enepanuu — PecrmyOnuky balkopTocTas;

— kox GopMBI JOKYMEHTA,

— HayMEHOBaHU€ OpTaHU3aIUH - aBTOpa JOKYMEHTA;

—  CIpaBoOvHBIE JaHHBIE 00 OpraHU3alNy;

— HauMEHOBaHUE BHUIA JIOKYMEHTA;

— JaTa JOKyMEHTa,

—  pErucTpalMOHHBIA HOMED NOKYMEHTA;

—  CCBHUIKA Ha PErHCTPALMOHHBIN HOMED U ATy MOCTYIIMBIIETO JOKyMEHTA,
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— MECTO cocTaBJieHus (M3JaHus) JOKYMEHTA,;

— appecar;

— rpud yTBep>XJIeHHUS JOKYMEHTa,

— 3aroJIOBOK K TEKCTY;

— TEeKCT IOKYMCHTA,;

— OTMETKa O MPHJIOXKECHUH;

— Trpu( coriacoBaHus JOKYMEHTA;

— BHU3a,

—  TOJIMUCE;

— OTMeTKa 00 3JICKTPOHHOU IOIKCH;

—  1edYaTh;

— OTMeTKa 00 UCIIOIHUTENE;

— OTMeTKa O 3aBE€pPEeHUU KOIIUH;

— OTMETKa O IOCTYIUICHHUH JOKYMCHTAa;

—  pe3oJTIoIys;

— OTMETKa O KOHTpPOJIE,

— OTMETKa O HallpaBJIeHHH JOKYMEHTa B JIeJI0.

1. TI'ep6 cyobexta Poccuiickoii @enepanmun — Pecrrybnuku bamkoprocraH,
I'AY IOI1O PO PB.

Nzob6paxxenue repda (repdba cydorekra Poccutickoit @enepannn) nomMenaercs
[ocepeliHe BepXHEero Iojs OJaHka NOKyMeHTa HaJll peKBHU3UTaMH OpraHHU3alUH -
aBTOpa JOKyMeHTa, Ha paccTossHUU 10 MM OT BEpXHEro Kpas JINCTa.

2. Koa ¢popMbl Jo0KyMeHTa

Kox ¢opmbl mokyMeHTa TpOCTaBIsieTCs] Ha YHHGUIHUPOBAHHBIX (GopMax
IOKYMEHTOB B  coorBercTBuM ¢  OOLIepOCCHHCKHM  KJIacCH(HKATOpoM
ynpasieHueckoii mqokymenrtaruu (OKVY]]) wmim JIOKaNbHBIM KIAcCH(PUKATOPOM,
pacrojiaraeTcsi B IpaBoM BepxHeM yIUly pabodero nojis AJOKyMEHTa, COCTOMT U3 CJIOB
«®opmMa 110...» (HauMeHOBaHHue KiIaccu(HuKaTopa) U HuppoBOro Koaa.

Hanpumep:

®opma mo OKVY ][ 0211151

JlonycTUMO 0OPMIITH PEKBU3UT CIEAYIONMM 00pa3oMm:

OKVY [ 0211151

Ecmu  xon (oOpMBI  JIOKYMEHTa yCTaHAaBIHMBAeTCsA  KIACCH(PHKATOPOM
OpraHM3aliy, yKa3bIBaeTCs €ro Ha3BaHuUe.

3. Hanmenoanue opranmsanuu IAY 110 UPO Pb.

HauMmeHOBaHHe Oprauusaiiy Ha 6J1aHKe JOKyMEHTa JIOJUKHO COOTBETCTBOBATh
HAMMEHOBAHHIO IOPWMUECKOro JIMNAa B YycraBe opraHuzamuu. Ha Omankax
JOKYMEHTOB YyKa3bIBaeTCs IOJHOE OQHIHaIbHOC HAHUMEHOBAaHHE HOPUANYECKOro
JHIA C YKAa3aHMEM ero OpraHH3alUOHHO-TIPaBOBOH (OpMEI, HaJ HaMMEHOBaHHEM
OpraHH3alliM yKa3bIBAaeTCs HAMMEHOBAHME BBINICCTOAMIEH OpraHu3alny (npu
ee HamMuuu), TOJ HAUMEHOBAHHEM OpraHM3allMM B CKOOKaX yKaspIBaeTCs
COKpAILeHHOEe HaHMEHOBAHUE OPTaHN3alliH, €CIIH OHO JIPElyCMOTPCHO yCTABOM.

HayMeHOBaHKS OpraHM3aldil IedaraloT Ha JBYX S3BIKax: rocylapCTBEHHOM
M HaMOHaNbHOM. HauMeHOBaHHME OpraHU3allMd Ha TOCYAapCTBCHHOM SISBIKC
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pecmybnuku B cocraBe Poccuiickoit ®Depepallil peKOMEHIyeTCS paclionararb
CIIpaBa OT HAUMEHOBAHHUS Ha PYCCKOM S3BIKE.
4. CnpaBounsle nannste o 'AY JIITO UPO Pb.

CnpaBouHble JaHHBIE YKa3bIBaIOTCS B OJlaHKaxX MHCEM M BKIIOYAIOT B celds
MOYTOBEIA  ajapec, HoMmep TeinedoHa, HOMep ¢akca, OGUIHMAIBHBIA ajapec
3JIEKTPOHHOM TOYTHI, ajipec caiita u Apyrue cBefeHus no ycMmorpenuio I'AY JIIO
HPO PB). IToutoBsIit ajpec yka3piBaeTcsl B cooTBeTcTBUM ¢ [IpaBriaMu okazaHus
yciayr moutoBoit cessu . Homep Tenmedona (pakca) ykasslBaeTcsl IpynnaMu IHQp
uepes tupe. Kox ropoma 3akmouaercsi B ckoOku: (495) 421-11-65.

5. HanmeHoBaHHe BUAA JOKYMEHTa.

HauMeHoBanue BHaa JOKyMeHTa, cosmaBaeMoro B I['AY JIIO HMPO Pb
COOTBETCTBYET BHIAM JOKYMEHTOB, HperycMOTpeHHBIM  OOIIepoCcCHIiiCKIM
KiaccuGUKaTopoM ympasieHdeckoii gokymenTanuu (OKVY)). HaumeHnosanue Buja
JIOKYMEHTa He yKa3bIBaeTcs Ha OJjaHKe NHChMa.

HauMeHOBaHME BHAA [JOKYMEHTa I[I€4aTaeTcsl TPOIMUCHBIMH  OyKBamu
U JIOMyCKaeTcsl MUCcaTh CIUTHO WIIM BpaspsiaKy.

Hanpumep: CJIYKEBHA S 3AIIMCKA, AK T.

6. JlaTta JOKyMeHTa.

JlaToli JOKyMeHTa SsBJISIE€TCS AaTa ero MnoAnucaHus (pacnopsauTesbHbIE
JTOKYMEHTBI, TINCEMAa) HJIM COOBITHsS, 3a(UKCHPOBAaHHOIO B JOKyMeHTE (IIPOTOKOI).
JIi1s yTBEpKAaeMOro JOKyMeHTa (peryiaMenT, IUIaH, HHCTPYKIHS, TOJI0KEHHE, OTYET)
— ZiaTa YTBEepXKICHMUS.

Jlata OKyMeEHTa IPOCTaBIsIeTCsl CEKpeTapeM PYKOBOAMTEIS TIPH PEerHCTpallii
JoKyMeHTa. IIpu MOArOTOBKE MpOeKTa NOKyMEHTa IedaTaeTcs TOJIBKO 0003HaYeHUe
Mecsiia ¥ roja.

JlaTa TOMNMCAHUS M YTBEPHKAEHUs JOKyMEHTa IIPOCTaBiIAeTCS pabOTHHKaMH
OTZeNa OpraHU3allMOHHOM 1 KafpoBOi paboThl, KOTOPBIE PErHCTPUPYIOT NOKYMEHTE,
IpH YCIOBHH, YTO PErHCTpalus JOKyMEHTa H, COOTBETCTBEHHO, IaTUpOBaHHE
OCYIIECTBIAIOTCS B JeHb IoAmucanus (yTBEp)XKHEHUS) JOKYMEHTa HJIM Ha
crenyromuit pabounii IeHb, €CIH NOKYMEHT GBI HOANHMCAH B KOHIE paboyero JH.

Bce cnyxeOHbIe OTMETKH Ha JOKYMEHTE, CBS3aHHBIE C €ro MPOXOXIECHHEM
1 HCIIOJIHEHHMEM, JOJIKHBI JaTHPOBATECA U IOJIITUCHIBATHCS.

JlaToif [OKyMEHTa, W3JaBaeMOro COBMECTHO ABYMs WM Ooree OpraHamu,
aBisieTcs nata 6osnee Mo3IHeH NOAMHUCH.

Jlaty HOoKyMeHTa o(GOpMIIIOT apaOCKMMH LM(paMy B MOCIECNOBATEIBHOCTH:
JeHp Mecsi@, Mecdl, rof. JleHs Mecsla M Mecsl OGOPMIAIOT IOByMs TMapaMu
apabckux (P, pa3aeeHHbIMI TOYKOM; TOJ| — Y€THIPBMS apaGCKUMH HU(paMH.

Hanpumep:

14.03.2021;

14 mapta 2021 r.

B JOKNaiHBIX, CIyKXeOHBIX, OOBSCHUTENBHBIX  3alHCKax — BOSMOXHO
IPOCTABJIEHHE IAThl HIKE PEKBU3UTA (IIOMMHCEY.

7. PerncTpanHoHHbIA HOMEp JOKYMEHTA. )
PerucrpaliioHHEIM HOMep JOKYMCHTA - G poBOH MU 6yKkBeHHO-1IIM(PPOBOH

UeHTUGHKATOP TNOKYMEHTa, cocTOsIMil W3 IIOPSOKOBOro Homepa IOKyMCHTa,
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KOTOPBIH, MO YCMOTPEHHUIO OpraHW3alliH, MOJKET IOMONHSITHCS LUGPOBBIMU HIIH
OyKBeHHBIMH KoAaMH (WHJEKCaMH) B COOTBETCTBHHM C  HCHOJIB3YEMBIMHU
KraccupukaropamMu  (MHAGKCOM  Jiejda IO  HOMEHKIAType  Jell, KOIOM
KOPPECITOHJIEHTa, KOJIOM JOJIKHOCTHOTO JIULA U JIp.).

Peructpanuu nmomiexar Bce cozgatomuecs B 'AY 1O IPO Pb noxymMeHTBI
Y TMOCTyNAIIINe OT APYTUX OpraHu3aldid U (Qu3nyecKux JuL. PerucrpanroOHHBIN
HOMeD SIBIISIETCST 00513aTeNIBHBIM PEKBU3UTOB KaXJOTr0 JOKYMEHTA.

PerucTpanoHHbIi HOMEpP JOKYMEHTa IIPOCTaBJISIETCS B COOTBETCTBUHU
¢ cucTeMol peructpanuu, npuasatoi B 'AY 1O PO Pb.

PerucTpaniioHHBIH HOMEp JOKYMEHTa, H3JaHHOIO COBMECTHO, COCTOHUT M3
paselleHHBIX  KOCOM  4epTo  PerncTpallMOHHBIX HOMEPOB, IPHCBOECHHBIX
OpraHU3alMsIMU — aBTOPaMH JOKyMEeHTa U PAclOO0KEHHBIX B IOCIIEI0BATEIBHOCTH,
COOTBETCTBYIOIIEH 0003HAYeHHI0 HAWMEHOBAaHWW OpraHM3alUil B 3aroJIOBOYHOM
YacTH JIOKYMEHTa.

PerucTpallMOHHbIN HOMED TPUCBAMBAETCSI TOKYMEHTY ITOCJIe ero IOJIHCAaHHU
(YTBEpXICHUS).

MecTo npocTaBieHHsI PETHCTPAllMOHHOIO HOMEepa 3aBUCUT OT HCIIOJIB3YEMOTO
OyaHKa ¥ BUAA JOKYMEHTA.

8. Ccblika HA perMcTpPalHOHHBIH HOMEP H IaTy A0KYMEHTA.

Ccpulka Ha MCXONAIIUM PErdCTPallUOHHBIA HOMEp M JaTry JIOKyMEHTa
BKJIFOYAEeTCA B COCTaB PEKBHU3UTOB Oianka mucbMa. CChlIKa Ha PErHCTPAllMOHHBIMN
HOMEp M JIaTy HOKyMEHTa IPOCTABIAETCS MCIIOJHUTENEM IIPH MTOATOTOBKE MHChMa-
OTBeTA.

CchbUlKka Ha PErucTpalMOHHBIE HOMEp M JaTy MOCTYNHBIIEro JIOKyMEHTa
MoMeraeTcs Ha GlIaHKe OTBeTHOro nuchMa. He pekoMeHayeTCs: BKIIIOYaTh €€ B TEKCT
JIOKYMEHTA.

9. Mecto cocTaBjieHHsI (H3JaHHsI) JOKYMEHTA.

MecTO COCTaBieHHS WIH WU3JaHus JOKYMEHTa yKas3hIBaeTcs Ha OJaHkax
nokymentoB I'AY IO MPO Pb, 3a uckimo4eHneM OJIaHKOB HHUCEM.

MecTo cocTaBienus (M3gaHus) JOKYMEHTa YKa3bIBAeTCs BO BCEX JOKYMEHTAx
AV JIIO UPO PB, xpoMe AeNOBBIX (CIyXeOHBIX) IHCEM, a TaKXe JOKIalHbIX,
CTyXeOHBIX 3alMCOK W OPYTHX BHYTPEHHHX HH(OPMAIHOHHO-CIPABOIHBIX
JOKYMeHTOB. Ecmu [0KyMeHT odopmisercs Ha OnaHKe KOHKPETHOTO BHAa
nokymenta I'AY IITO PO PB, To MeCTO COCTaBICHHUS HE YKa3bIBACTCH, TaK KaK Ha
6JIaHKE YKa3aH MeCTO HaxOXXJIEeHHs OpTaHu3aluH.

10.C'pud orpanuyveHusi A0CTYNa K JOKYMEHTY.

I'pud orpaHMdeHHUs JOCTYIa K JOKYMEHTY IIPOCTaBJIETCA B IIPABOM BEPXHEM
YIIIy HepBOro JINCTa JOKyMeHTa (TpoeKTa JOKYMEHTa, CONPOBOMUTENHLHOTO THCRMA
K JOKYMEHTY) Ha IPaHHIIe BEPXHEro IO IPH HATUIHA B JOKYMCEHTE nudopmaluu,
JOCTYI K KOTOpOH OrpaHHYEH B COOTBETCTBUM C 3aKOHOJATE/LCTBOM Poccuiickoit
denepauuu.

BBl HCIIONB3YEMBIX B OpraHKW3aluy rpuQ)OB OTPAHAYICHHUS JOCTYIA JAOIDKHE]
COOTBETCTBOBATh 3aKOHOJATENLHBIM M MHBIM HOPMAaTHBHBIM IIPAaBOBLIM - aKTaM
Poccuiickoii ®enepaii ¥ OBITH 3aKPEIICHB! B JIOKAIBHBIX HOPMaTUBHBIX aKTaX

opraHusanyu.
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CocTaB CBeIeHHI OrpaHUYEHHOIrO PACIpPOCTPAHEHUs OMNpEeAcNeH B YKase
ITpesunenrta Poccuiickoit ®enmepanuu ot 06 mapra 1997 r. Ne 188 . K Hum
OTHOCSITCS:

- cBeleHus O (akTax, COOBITUAX M OOCTOSTENBCTBAX YACTHOM JKH3HH
rpaXiaHiHa, I103BOJIAIONINE HACHTU(HUIMUPOBATE €ro JHMYHOCTh (IEPCOHANbHBIE
JIaHHEIE ), 32 HCKIIOYEHUEM CBEJEHUH, MOJUIeKAIINX PaclpOCTPaHEHHUIO B CPEACTBAX
MaccoBOi HH(OPMAIIMU B YCTAHOBJICHHBIX (eAepaIbHEIMU 3aKOHAMH CITyJasX.

HopmaTHBHBEIME MpaBOBBIMH akTaMu Poccuiickoit @enepaluu onpeneneH
HopsAmoK ucronk3osanus rpuda «Kommepueckas TalfHa» M MOMETKH « [l
CJIy)eOHOro IOJIb30BaHMA». [t JIOKYMEHTOB, COJAEp)KallUX JApyrue BHIEI
KoHbueHIMansHOl uHbopManuu, ¢opma rpuda omnperensercs obnanarenem

nHbOpMaLNH .
B cocraB rpuda orpaHudeHuss JOCTyIla K  JIOKYMEHTY  BXOIMT
OrpaHUYMTENbHASA HaJIUCh («dns CITy>KeOHOro II0JIL30BaHUA»,

«Kondunennuansao», «Kommepueckas TaifHa» WM Jp.), KOTOpas MOXeET
JIOTIOJIHATECS HOMEPOM 3K3eMIUIsIpa JOKYMEHTa, MOAIUCEI0 U IPYTHMH CBEACHUAMHU
B COOTBETCTBHUU C 3aKOHOIaTeNnbcTBOM Poccuiickoit denepauuu. Hanpumep:

JLiis city>keOHOro I0JIb30BaHUsA
9Ok3. Ne 1

B 1OKyMeHTaX, COAEpKalllUX CBEAEHHMs, COCTABILIOIHE KOMMEPHECKYIO
TaliHy, B cOOTBeTCTBHH ¢ DenepaIbHEIM 3aKOHOM OT 29 wmronsg 2004 r. Ne 98-®3
«O KOMMepYECKO# TaltHe» Hapsay ¢ TPU(POM yKa3bIBaeTCs MONHOC HAUMCHOBAHIE
IOPHUINYECKOTO JINIA X MECTO €r0 HAXOXJICHUS.

Hanpumep:

KomMmepueckas TaliHa
T'ocymapcTBEHHOE aBTOHOMHOE
YUPEIKACHUE JOMOIHUTEIIEHOTO
npodeccHoHaIpHOro 06pasoBaHus
WHcTuTyT passuTus obpazosanus Pb

MuHraxesa yi., 1. 120,

Ya, 450000

Ipy mony4eHuU BXOMSIIEr0 IOKYMEHTa C rpudoM OrpaHHYEHHUs NOCTyIa
pPEKOMEHyeTCsl MNPOCTaB/SITh Ha TOKYyMEHTE rpud OrpaHUYEHMs JNOCTYIa,
NpUHATHI B opranmszauuu. Ecmu Ha JIUIEBOM CTOpOHE JMCTa HEIOCTaTOYHO
MecTa, PEKOMEHJIYeTCs IIPOCTaBIATh €ro Ha o6opoTe TPaBoOro BEpXHEro yria

JIOKyMEHTA.
11.Anpecar.
AnpecaT HCIONB3yeTCs IIPH o OpMIICHHH JI€TIOBBIX (cmy>xeOHBIX) IHCEM,
BHYTPEHHHUX UH(GOPMALTHOHHO-CIIPABOYHBIX JIOKYMEHTOB (moxnanHbIX,

ciy’eGHBIX 3aIlHCOK M Ap.). APecaToM AOKyMEHTa MOYKET OBLITH OpraHu3anusd,
CTPYKTypHOE TO/Ipa3fieIeHIe OpraHu3alli, JIOJDKHOCTHOE UMK (PU3UYIECKOE JIULO.
[lpu sHamuaux Tpuda OrpaHMIEHUs JocTyma K IOKYMEHTY «ajpecar

paSMeH_IaeTCSI 104 HUM.
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B cooTrBeTrcTBHH C peKOMCHI[aL[I/IGﬁ CTaHnapTa CTPpOKH PEKBH3HUTA
re4yaTaroTcs 4epe3 1 HHTCpPBAJI. Bo3MoXXHO oTaeNieHHe COCTaBHBIX gyacTen
PEKBU3HUTA JOMMOJHUTEIBHBIM HHTCPBAJIOM.

CTpOKI/I PEKBHU3UTA «agpecary BBIPABHUBAIOTCH 10 JICBOMY KpParO:

MuHHCTEPCTBO 00pa30BaHUs U HAYKH
Pecny6iuku bamkopTtocTaH

TearpanpHas yi., 5/2,
Ya, 450077

WJIH LEHTPUPYIOTCS OTHOCUTENBHO CaMOM JUIMHHOM CTPOKH:

MunHCTEpCTBO 00pa30BaHus U HAYKH
Pecniy6nuku bamkoprocran

TearpanpHas yi., 5/2,
Ya, 450077

Ilpy ajpecoBaHuK JOKYMEHTa B  OpraHH3allMio, MWIH CTPYKTYypHOE
nozapasaenenue (0e3 yka3aHUs JODKHOCTHOIO JIMIA) UX HAaWHMEHOBAHMS INMHIIYTCH
B IMEHUTEIBHOM MafeKe.

Hamnpumep: MunuctepcTBo 00pa3oBaHUs U HAYKH

Pecny6nukn bamkoprocTaH

HpI/I aJpeCcoOBaHHHU NOKyMEHTAa PYKOBOOMTEIIO OpraHu3anin €C HauMCHOBaHUC
BXOJHUT B COCTAaB HAaMMCHOBAHM NOJDKHOCTH aApecarta, HanMEHOBaHHUE OOJIKHOCTHU
YKa3bpIBa€TCA B JaTCIBEHOM nazexe, HanpuMep.

MuHnucTpy 00pa3oBaHHs ¥ HAYKH
Pecny6smiku bamikoprocTaH
A.B. Xaxuny

B peksusure «AnpecaT» JOMYyCKaeTcs HUCIIONb30BATh OoUIHATEHO TIPUHATHIE
COKpallleHHbIe HaIMEHOBaH!s OPTraHOB rocyJapCTBEHHOII BIACTH, OPraHOB MECTHOTO
CaMOYITPaBJICHHUS, OPraHU3aIHi.

IIpu anpecoBaHHWH JOKyMEHTa B CTPYKTYPHOE IOJpa3/CTICHHE opraHu3aluu
B PEKBU3UTE «aJpecaTy HaMMEHOBaHHE OPraHN3alMA yKa3bIBACTCA B HMEHHTEIEHOM
namesxe, HIXKe - HaMeHOBaHUE CTPYKTYPHOTI'O IIOAPa3/ICIeHHA.

Hanpumep:

Ilpu afpecoBaHUU MHCbMa PYKOBOA MuHHCTEPCTBO 06pa3oBaHus H HAYKH
HayMEHOBAHHE OpraHM3alliM YKa3biBAaeTCs PecryGiauKky balkopTocTan
B MATENHHOM Iajieke - HaMMEHOBAHME JI0J Orzien rocy1apCTBEHHBIX 3aKyTOK
HANMEHOBAHUE CTPYKTYPHOTO HOJPA3IACIIEH N, ywomriirin, sisisiciL:
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Hanpumep:
MuHHCTEpCTBO 00pa30BaHus U HAYKH
Pecny6nuku Bamkoprocran

Havansnuky otaena
rocyapCTBEHHBIX 3aKyIIOK
0.Y. AHTHIINHOH

IIpu ajgpecoBaHMM TUCHMa CHEHHAIMCTY YKa3blBaeTCsl B HMEHUTEIBLHOM
majexxe HaUMEHOBAaHHE OpraHWU3alWM, HUXKE - HAUMEHOBaHHE CTPYKTYPHOIO
MoApa3fiefieHus, 3areM B JaTelbHOM TNajeke HauMEHOBaHHE JOJDKHOCTH
crielialycTa ¥ - HKe - (paMuius, MHUIUANbL.

Hanpumep:

MunucTepcTBO 00pa3oBaHMsA M HAayKH
Pecny6nuku bamkoprocran
OTxen rocy1apCTBEHHBIX 3aKYyIIOK

I'maBHOMY cHELIMATIUCTY — KCIIEPTY
E.P. 'uns3eTIMHOBOU

Ilpu paccelnke JOKyMeHTa TIpynmne OpraHu3aldil OXHOro THIa WU
B CTPYKTYpHBIE IIOJIpa3jieieHus OJHOM OpraHu3aliud ajpecaT YyKa3bIlBaeTcCs
000011IeHHO.
Hanpumep:
PykoBoauTensM 00pa3oBaTEIbHBIX YUPEKACHUN

CHHCOK pacChUIKH COCTABIISIETCS. HCIIOJIHUTEIIEM.

Ilpn pacceuike JOOKYMEHTa HE BCEM OpraHu3allusM WM CTPYKTYPHBIM
MojApasfelicHusM IO PEKBH3UTOM  «ajpecar» B CKOOKaX  yKa3bIBaeTCs:
«(I10 CTITHCKY ))».

B oqHOM JOKyMEHTE He JOJKHO OBITh O0JIee YEeThIpEX aIpeCcaToB.

Cnoso «Komus» mepen BTOPHIM, TPETbMM, YE€TBEPTHIM aJapecaTaMu
He yKa3bIBaeTcsl.

B pexBHU3HTe «ajpecar» MAOIyCKaeTcss yMoTpeOnarh oOO3HadYeHHe «r-Hy»
(rocriofiuuy) UK «r->ke» (TOCIIOXKE).

Hanpumep: r-uy Koznosy B.A.

r->xe Ceposoii 10.J1.

B pexBH3HWTE «aApecaT» WHHIHAIbl BCETJa CTaBATCA IIOCIEe (bhamumn.
B cocTaB peKkBU3HTa «aapecar» MOXET BXOIUTH MIOYTOBEIA ajapec. OJIEMEHTHI
[OYTOBOTO ajpeca YKa3blBAalOTCA B  IOCIEJOBAaTENBHOCTH, yCTAaHOBICHHOM
IlpaBunamu oOKazaHus YCIyr [IOYTOBOM CBS3M, VYTBEPXKICHHBIMH IIPHUKa30M
MuHucTepcTBa CBI3M U MacCOBBIX KoMMyHuKaiuii Poccuiickoit denepaiinu oT 31
mrons 2014 1. Ne 234.

Hanpumep:
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MHUHHCTEPCTBO KyJIbTYPEI
Pecmry6smiku bamkoprocran

PepomonnonHas yi., 4.18
VYa, 450015

ITouTOBEIN agpec MOXXET HE YKa3hIBaTbCsA B JOKYMEHTaX, HarpabBIIsIeMBIX
B BBICIIIHE OpraHsl BIACTH, BBIILIECTOSIHINE OpraHU3allMH, IT0JBEIOMCTBEHHBIC
OpraHM3allid, a Takke IIOCTOSHHBIM KOPPECHOHIEHTaM (332 HCKIIOYeHHEM
HaIpaBlieHHs IMCEM YKa3aHHBIM aipecaTaM B KOHBEPTaX C IIPO3PavYHBIMH OKHAMHM).
IIpy aapecOBaHUM JOKYMeHTa (pPU3MYECKOMY JHMILy YKa3BIBAlOTCA: (pamMuIIus,
HWHHUIMAIBL, IOYTOBBIN aapec.
Hanpumep:
BukmeeBy A.M.
®epuHa yi., 1. 18, KkB. 32
VYa, 450111

Ha3Bagusg agMMHHCTPATUBHO-TEPPUTOPUANBHBIX eIuHMI, (ropona, paioHa,
[OCeNKa, YAMOE H T.J.) YKasblBalOTCsI B COOTBETCTBHUHM C OQUUHATEHBIMU
HaMEHOBAHHSIMH, pa3MEICHHBIMH B COOTBETCTBYIOIIMX CIIPAaBOYHUKAX.

Ipy OTIpaBKe MHCHMA IO BJIEKTPOHHOH IOYTE MM MO (aKCHMUIBHOH CBA3H
(6e3 MOCHUIKH II0 TIOYTE) MOYTOBBIA afpec He yKaspiBaeTcs. IIpu HeoGXomMMOCTH
MOeT OBITh YKa3aH 3JIEKTPOHHBIN aJipec.

Hanpumep: Bamkupckuii rocy 1apCTBEHHBIM

YHUBEPCUTET
e-mail: info@bgu.ru

11.I'pud yrBepxkIeHHst JOKyMeHTA.

I'pud yTBepKACHHUS MPOCTaBIAETCA Ha JIOKYMEHTE B CIIyHae €ro yTBepKACHNUA
MO/KHOCTHBIM ~ JTHLIOM, PAcHOPSANTEISHEIM — JOKYMEHTOM  (IIOCTAHOBJICHHEM,
pellieHreM, IPUKa30M, PacIIoOpsHKEHUEM) HITH PeIIeHHEM KOJIErnanbHoro opraqa.

Ha [OKYMeHTaX, TOMJIEXallMX YTBEPXKNEHHIO, IPHG  YTBEpXACHHUS
IPOCTABIIAETCS CIIPaBa Ha BEPXHEM II0JIe IIEPBOTO JIMCTa JOKYMEHTA.

YTBEPXJAIO
Pexrop T'AY IIIO PO Pb
A.B. fIerupoB

(roanmce)
« »

(mara)
[Ipy yTBepXAECHMH HOKYMEHTa paclOpAAMTENBHEIM JOKYMEHTOM rpud
YIBEPXKIEHHs BKIIOYaeT CIIOBO VTBEPXXJIEH (YTBEPXXJEHA, YTBEPXXJEHbBI
wit YTBEPXKJIEHO), cornacoBaHHOe C HaMMEHOBAaHHWEM BHIA YTBEPXKAACMOIO

JIOKYMEHTa.
Hanpumep:
PermamMeHT YTBEPX/JEH
ITpaBuia VTBEPXXAEHDI

e




18
HNuctpykuus YTBEPXJIEHA

I'pud yTBepXXIeHUS BKIIOYAeT TaKXKe HAUMEHOBAHHE pPaCIOpPSAIUTEIBLHOIO
JIOKYMEHTa B TBOPHTEILHOM I1aJiexKe, ero Aaty u HoMep. Hanpumep: periameHt

YTBEPXJEH
MPUKA30M peKTopa
16.01.2021 Ne 150-O1

ITpu yTBEP)KIEHUH NOKYMEHTa KOJUIETHANbHBIM OPraHOM, PEIIEHUs KOTOPOTro
(UKCHPYIOTCSL B MPOTOKOJe, B rpude YTBep)KACHMs YyKa3bIBA€TCsi HaHMCHOBAaHHUC
opraHa, pelIleHHeM KOTOpPOro YTBEpXKJEH [OKYMEHT, JaTa W HOMep IpOTOKOJIa
(B ckoOKax). '

Hanpumep: nosioxeHue
YTBEPXJIEHO

PemeHHeM.quHoro CoBera HHCTUTYTA
(ipotokon ot 06.05.2021Ne 12)

12.3aroJioBoK K TEKCTY.
3aroloBOK K TeKcTy o(QopMisieTcss TOJA peKBH3WTaMM OnaHka cleBa, OT
IpaHuIbl JieBoro Ions. B ykasax, IIOCTaHOBJEHMSAX, PEIIEHUAX, MpHKa3ax,
M3/1aBaeMbIX OpTraHaMH BIACTH, 3arojlOBOK K TEKCTy MOXeT OQOpMIIATHCS Haj
TEKCTOM IIocepe/iiHe pabodero Iois AOKyMEHTa U LCHTPUPYETCS OTHOCHTEJIBHO
caMoil JJIMHHOM CTPOKU.
Hanpumep:
INpukas (o uem?) "O0 yrBepxzaenuu [lojokeHHS O 3alIMTE NMEPCOHAIBHBIX
JIaHHBIX TOCYAPCTBEHHBIX CILyXKALIMX ¥ pabOTHHKOB MHHHUCTEPCTBA".
ITrceMo (o uem?) "O6 oka3aHUM KOHCYNBTATHBHON MOMOILH".
IpaBuia (4ero?) BHyTPEHHETO TPYIOBOTO pacnopsKa.
3aroloBOK K TEKCTy odopMiseTcs IOJ pPeKBU3UTaMM Onanka. 3aronoBOK
K TEKCTY MOKET He COCTaBIIATHCH, €CIIH TEKCT OKYMEHTA HE IPEBBIIIAeT 4 - 5 cTpoK.
3aroIoBOK K TEKCTY IpHKa3a JOJDKEH KPaTKO W TOYHO OTpa)XaTh COACpiKaHMe
TekcTa IpHuKas3a. Touka B KOHIIE 3arojioBKa He cTaBUTCs. Ecii 3arooBoK 3aHMMAacT
Gosee 1 cTpoky, TO nevaTaeTcst yepes 1 MeXCTpOYHbIH HHTEPBAIL.
Hanpumep:

OG yTBEp)XIEHUH COCTaBa
WTOrOBOM aTTECTAalIMOHHON KOMHCCUHI

13. TexkcT NOKyMEHTA.
B I'AY JIIO MPO PB 0oKyMEeHTBI COCTaBISIOTCS Ha PyCCKOM A3BIKE KakK

rocyIapCTBEHHOM SA3BIKC Poccuiickoit @enepanyu. TekcT TOKyMEHTa H3JIAracTcs
PYCCKHM JIMTEPATYyPHBIM S3BIKOM C y4eTOM OCOOEHHOCTEH ouIHAIEHO-/1ETIOBOTO
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CTMIS, BHAA JOKYMEHTa W €ro Ha3Ha4yeHUs B YINPAaBIEHYECKOW JEATEIbHOCTH.
ConeprkaHue JOKyMEHTAa JOJDKHO OBITh H3JI0KEHO KPaTKO, JIOTHYHO, TOYHO H ACHO.

B TekcTe JOKYMEHTa, MOATOTOBJICHHOM Ha OCHOBaHWH 3aKOHOAATENIPHBIX HIIH
MHBIX HOPMATHUBHBEIX TIPABOBEIX aKTOB, PpaHEe M3NaHHBIX PACHOPANUTEIBHBIX
IIOKYMEHTOB, YKa3bIBalOTCS UX PEKBU3UTEL:

— HauMEHOBaHWE J[JOKYMEHTa, HaUMEHOBaHWE OpraHu3aluyd - aBTopa
IOKYMEHTa, [aTa JOKYMEHTa, PEerMCTpaluOHHBIA HOMEp IOKyMEHTa, 3arojioBOK
K TEKCTY W HaHMEHOBaHUE BUJA JJOKYMCHTA,

— HaUMEHOBaHHMe OpraHH3allii HIH JOJDKHOCTHOTO JIMIA, YTBEPAHMBIIErO
IOKYMEHT, IaTy yTBEPKICHH IOKYMEHTA.

TekcT MOKyMEHTa MOXeT COIep)KaThb pasiesnsl, IOoApas/Aenbl, ITyHKTEL,
IIO/IIIYHKTHI, HyMepyeMble apabckuMu Ludpamu. YpoBHed pyOpHKaldH TEKCTa HE
JIOJDKHO OBITH O0Jee J4eThIpex.

B npukazax TeKCT H3JaraeTcs OT IIEpPBOro JIMIA EIMHCTBCHHOIO HHCIa
(«TIpHKa3EIBAION).

B [OKyMeHTaX KOJUIErHalbHBIX M COBEIIATENFHBIX OPraHOB TEKCT M3JIaraeTcs
OT TPETHEro JINLA eAMHCTBEHHOIO YUCIA (KKOJUICTHA... TIOCTAHOBIISACTY, «cobpaHue...
PELIIHIION).

TexcT HPOTOKOJNA M3JaraeTcs OT TPETHEro JIMLA MHOXKCECTBCHHOIO HHC/IA
(«CIIVIIAJINY, « BBICTYITAJI», «[TOCTAHOBMJIN», « PEIITNII»).

B [OKyMEHTaX, YCTaHaBIHBAIOIUX TpaBa U 00A3aHHOCTH opraHmu3alyi, ux
CTPYKTYPHBIX TOfIpasfeNneHui (I0N0KeHHUE, MHCTPYKLMsI), a TaKKe COAepKaIMX
ONMCaHWe CHUTyaluil, aHanu3 (aKTOB WM BBIBOJBI (akT, cmpaBKa), UCIIOJIB3yeTCs
dhopMa M3NOXKEHUsT TEKCTa OT TPEThero JIMIA ANHCTBCHHOTO W MHOYKE€CTBEHHOI'O
ypcna ("oTAeNn ocyulecTBuseT (QYHKUHMA...", "B cocTaB YIpAaBJIEHUS BXOMAT...",
"KOMHECCHS IIPOBEa IPOBEPKY...").

B COBMECTHBIX JOKYMEHTax TEeKCT H3jaraerca OT IIepBoro JmMla
MHOIKECTBEHHOr0 YHCIa («IIPHKA3BIBAEMY, (PELIAIIL).

B 51e/0BbIX (CI1y’KeOHBIX) THChMaX HCIONB3YIOTCS (POPMBI H3NOKEHHUS:

— OT IepBOro JIAIA MHOXXECTBEHHOIO HHCIIa («TpocHM  HAIIPaBUTh...»,
«IPEJICTaBIseM Ha PACCMOTPEHHE...»);

— OT Tpereero  JMIa  €IMHCTBEHHOro  HHCIA («MHHHCTEPCTBO
He BO3paXKaer...», KOOIIECTBO CYUTACT BO3MOYKHBIM...»);

— OT NepBOro JHIA EIWHCTBEHHOrO 9YHCIA («cumTa0 HEOOXOAUMBIM...»,
«IIPENAraio pacCMOTPETb...»), €CITH MTUCHMO o(OpMIIEHO Ha JIOIPKHOCTHOM OnaHKe.

B  Tekcrax  JOKYMEHTOB  YNOTpEeONSIOTCS  TOJBKO OO IENPUHSATEIE

a66peBUaTy Bl ¥ TpapuiecKue COKPAICHHUS.
Ilpn ymnoTpeGneHHH B TEKCTE daMunuii UL MHAIMAIB! YKa3hIBAIOTCA IOCIE

dbamMmIny.
B 11en0BBIX (CITy>KeOHBIX) MMCBMaX MOTYT HCTIONB30BATECA:

BCTYIUTENBHOE oOpareHue:
VBa)xaeMbIli TOCIIOHH HpencenaTenb!

VpakaeMbiii rocriogus I'y6eprarop!

VpaskaeMblii rocriofuH IIpoxopos!

——_
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VBaxaemas rocroxa 3axapona!
VYBaxxaemsbiit Hukomnait IlerpoBuua!
VBaxaemas Onbra Huxomaepna!
VBaxkaeMeble rocroza!l

B oOpamieHud 10 JOMKHOCTH HAaMMEHOBaHHE JIOJDKHOCTH — ITHUIIETCS
C TIPOIHCHOIT GYKBBI, B 06paIeHHHy 110 (haMIINKM HHUILHAIB JIMLA HE YKa3bIBAIOTCH.

— 3aKIIIOYUTCIIBHasA OTHKCTHAA (bpa3a:

C yBaxxeHueM, ...

CBs3HBIM TEKCT, Kak IIpaBUjIOo, COCTOMT M3 JABYX d4acTed. B nepsoit
(KOHCTaTHpYIONIEH) YacTH YKa3bpIBalOTCS IIPUYMHEI, OCHOBAHMS, 1€ COCTABIICHUS
JIOKyMEHTa; BO BTOpPO# (3aKIOUMUTENBHON) — pEIIeHHs, IIOpYYEHHs, BBIBOIEL,
IIpOCBOBI, TpeMNIOKeHMs, peKoMeHAanuu. -~ Ecmm  colepxaHue JTOKyMEHTa
HEe HYXXJIAeTCs B TIOSICHEHUH WM 0OOCHOBAaHMHM, TO TEKCT MOMXET COIEPXKATh TOJIBKO
3aKJIIOUMTENBHYIO YacTh. Hampumep: mucbMa — mpock0y 6e3 mosicHeHus. B Tekcre
JIOKYMEHTA, IIOJTOTOBICHHOTO Ha OCHOBAaHHUH WJIH BO HCMOJHEHHE paHee M3aHHOro
JIOKYMEHTA, YKa3bIBalOT €r0 PeKBU3UTHI: HAUMEHOBAaHHUE JJOKYMEHTa H OpraHH3aluH-
aBTOpa, 1aTy, PErUCTPAL[UOHHBIN HOMED, 3ar0JIOBOK K TEKCTY.

B TekcT JOKYMEHTa MOTYT BKIIFOUaThcsi GparMeHTsl, OpOpMIICHHBIE B BUJE
TaOHUIBI UK aHKETHL.

IIpux cocraBjieHMH TeKCTa B BHJE aHKEThl HaWMMEHOBAaHMA IIPHU3HAKOB
XapaKTepU3yeMOro oOBeKTa JOJKHBI OBITH BBHIP@)KEHBI UMCHEM CYIIECTBUTEIILHBIM
B MMEHUTEIBHOM IMaAeKe MIHM CJOBOCOYETAaHHEM C TIJIaroJioM BTOPOro JixIa
MHOKECTBEHHOIO YHClIa HACTOSIIEro MM IIPOLIEJIero BpeMeHH (umeere, Obuy,
HAXOOWIMCh M T.I.). XapaKTepUCTHUKH, BBIDAKEHHBIE CIIOBECHO, IOJDKHEI OBITH
COTrJIacOBaHbI ¢ HAMMEHOBAHUSIMH IIPU3HAKOB;

I'padbl 1 CTPOKH TaOIHIBI JOJKHBI HMETh 3ar0JIOBKH, BHIPQKCHHBIC NMEHEM
CYIECTBUTENBHBIM B HMEHHTeNbHOM majexe. IloxsaroqoBku rpad M CTPOK
JIOJDKHB! GBITH COTYIACOBAHBI ¢ 3aroJioBKaMH. Ecnu Tabivity redararoT Oosee yem
Ha ONHOW CcTpamuie, rpadsl TaGIHIBI JOJDKHBI OBITE MPOHYMEPOBAaHBl M Ha
CIENYIOMMX CTPaHHLAX JOJDKHBI OBITH HAaIedaTaHbl TOJBKO HOMEpa STHX rpad.
3arofioBKM rpad M CTPOK MHOIYTCA C TPOIHCHOH 6yxBbl. Iloa3aroyioBku -
co cTpousoil. IloxsaroigoBku Tpad ¥ CTPOK TIpaMMaTHICCKH COMIACYIOTCA
C 3aroJIOBKaMHu.

IIpy W3rOTOBIEHHHM [OKYMEHTOB Ha JBYX H Oojiee CTpaHHLAX BTOPYIO

U IOCHeqyolye CTpaHUuIbl HyMEpYIoT. HomMmepa cTpaHuI IPOCTABIAIOT MOCEPEINHE
BEPXHETO IT0JIS JINCTA.

14. OTmerKa 0 NPHJIOKEHHH.
OrMeTka O HaIUuMy TPWIOKEHMHA MCIOIB3yeTcs  IpH odopMIICHUH
KEeHMM K TIpMKa3aM, PacTOpsHKEHHUSM, IaHaM,

COHpOBOlII/ITeJIBHBIX nmceM H npuio
IpaBUJiaM, HHCTPYKUHUAM H JID.

T[porpamMmam, OTdeTaM, J0roBOpaMm, MOJIOYKEHMSM,
JIOKyMEHTaM.
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B COIIPOBOAMTEIBHBIX NMHUCBMaxX OTMETKa O IIPHIIOXKCHHU O(i)OpMIIiIeTCH 1104
TEKCTOM IIHCbMAa OT I'pPaHMIbLI JICBOI'O IIOJIA. Eciu TMPHUIIOXKECHHUE OAHO H HAa3BaHO
B TEKCT€ AOKYMCHTA, B OTMETKEC O IPHIOXEHUH YKa3blBalOT KOJIMYECTBO JIHCTOB
1 KOJIIHYECTBO DK3EMILIAPOB IIPUITOKCHHAA!

[IpunoxxeHue: Ha 3 1. B 1 3K3.

HpI/I HaJIHYHUH HCCKOJBKUX HpHIIO)KGHPIfI, B OTMETKEC O IIPHJIOKEHHH OHH
HYMEPYIOTCs, YKa3bplBalrOTCid HaAMMCHOBAaHHA KaXI0T'oO IIpHUJIOKCHUS, KOJHU4YCCTBO
JIUCTOB U KOJIMYCCTBO 3K3EMINIAPOB, HAIIPUMED:

IIpunoxxenwue: 1. Cnpaska o ... Ha 3 J1. B 1 3K3.
2.IIpoekr ... Ha 8. B3 3K3.

Ecnu npuinoskeHus: cOpOILIIOPOBAHEI, TO YHUCIIO JIUCTOB HE YKa3bIBalOT!
IIpunoxxenue: otaetr o HHP B 2 5k3.

Ecli OpHIOKEHHEM ABISIETCST 0GOCOONEHHBIM 3JEKTPOHHBIH HOCHTEIb
(KOMIaKT-IHCK, usb-iern-HaKonuTenb 1 ap.):

Ipunoxenue: CD B 1 3k3.
ITpu 5TOM Ha BKIIa/bllle KOHBEPTa, B KOTOPHIH MOMEIIaeTCsl HOCUTENb, yKA3BIBAIOTCS
HAMMEHOBaHMs JOKYMEHTOB, 3alIHCAHHBIX HA HOCHTENb, IMeHa (aiiios, 06beM
JIOKYMEHTOB B JINCTaX.

Eciu K [OKyMEHTYy IIpHjaraeTcsi IPYroi JOKYMEHT, TakKXe HMEIOIHnH
IPUIIOKEHHE, OTMETKY O HAIMIHHU TIPUIOKEHHST OQOPMILIIOT CIIEYIOLIIM oOpazoM:

ITpunoxenue: micbMo Pocapxusa ot 05.06.2021 Ne 02-6/172 w npunoxeHue
K HeMYy, Bcero Ha 3 JI.

Ecny npuioXKeHHWe HaIpaBlIAioT HE BO BCE yKa3aHHBIC B JOKYMEHTE alpeca,
TO OTMETKY O €ro HaTU4MH OQOPMIIAIOT CIIEYIOLIIM 00paszoM:

Ipuoxenue: Ha 3 JI. B 5 9K3. TOJIBKO B TIepPBBIN azpec.

OtMeTKa O ITPHUIIOKEHHNH, 3aHUMAaroIas HECKOJIBKO CTPOK, IMedaTacTCiA qepes

OJUH MEXCTPOYHBIA HHTEPBAIL.
Eciu ¢ ONHUM COIPOBOOUTENBLHBIM TNHCBMOM TICPECHUIACTCS OonplIOE

KONMYECTBO IPHIOXKEHHN, MOXET OblTh COCTaBieHa  ONHChH MIPUIIOKECHU T
C TIepedrCclieHHeM HanMEHOBAaHHH BCEX JTOKYMEHTOB-IIPHJIOKEHUH C YKa3aHHeM
KOJNMYeCTBA JUCTOB M OK3eMILISPOB KaXHOTO M3 HHX, a B OTMETKE O IPHIIOKCHIN
JAeTCs CCHUIKA Ha OIKCH MPUIIOKEHHUH:

IIpunoxeHue: ONUCH npusnoxkeHuit Ha 2 1. B 1 9K3.
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IlproxXeHUsAMHM ~ SBISIIOTCSL [IOJIOKEHUSI, pPErjlaMeHThl, IepeyHH, CIIHCKH,
rpaduky, TabIUIbI, 0Opa3Ilsl JOKYMEHTOB U ip.  [IprutoskeHus BU3HPYIOTCA
VCIIOJIHUTEIIEM, BHECIIUM IIPOEKT.

Ha npunoxeHusix CHopaBOYHOIO XapakTepa K IIPHKa3aM, paclOpsDKEHUSIM,
IpaBwiIaM, UHCTPYKLHSM, ITOJIOKEHHUSsIM, IUIaHaM, [porpaMmaM, JOroBopam H Jp.
JTOKyMEHTaM OTMETKa O IMPHJIOKEHUM NPOCTABIISIETCS Ha [IEPBOM JIMCTE IIPHIIOXKEHUS
B IpaBOM BEpXHEM Yyriy. EcIM HOpUIOKEHHH HECKOIBKO, OHH HYMEPYIOTCS
(Ilpunoxxeame Ne 1, Tlpunoxenue Ne 2) Ecinu npuiiokeHue OJHO, OHO
He HyMmepyeTcs. B OTMeTKe O IpHUIIOKEHHHM YKas3bIBaeTCsd HaMMEHOBaHHE BHAA
OCHOBHOI'O JJOKYMEHTa, €ro Jara 1 HOMep:

IMpunoxxenue Ne 2

K TIPUKA3y ......
ot 16.01.2021 Ne 10

ITpu HaTUYMK B TEKCTE NPUKa3a, pacropshkeHus (GopMyIHpoBKH "Y TBEPAMTD"
(mpuilaraeMoe IOJIOXKEHHE, COCTAB KOMHCCHHM, IIepeYeHb MEPONpHUATHH H Ip.)
Ha caMOM IIPWJIOXKEHWH B IIPaBOM BEpXHEM YLy IPOCTABIAECTICS OTMETKa
O TIPWJIOKEHHH, HIDKE — I'pU( yTBEpKIEHHUs JOKyMEHTa, HallpUMep:

IMpunoxxenue Ne 1
YTBEPXJEHO
TIPHKA30M ........
oT 17.01.2021Ne 11

Ecny npuinoXeHUssMA K CONPOBOIAUTENIEHOMY IHMCBMY SIBJISIFOTCS JOKYMEHTBHI,
comepkaiqye  HHGOpMANUi0  KOHQUISHIUUAJILHOIO  XapakTepa,  Halpumep,
CITyKeOHYIO TaliHy, OTMETKA O IPHIIOKEHUHU 0(hOopMIIIeTCs CIeyIONMM 00pasoM:

Ipunoxenue: CripaBka 0 NPENPHUITHH, IS CIIy»KeOHOT0 MOJIb30BaHMU,
per. Ne 25- JICII, na 21. B 15K3.
15.'pud cornacoBaHus JOKYMEHTA.

I'pud cormacoBaHusl JOKYMEHTOB IPOCTAaBIIACTCS HAa  JIOKYMEHTaX,
COTJIaCOBAHHBIX OPraHAMH BJIAcTH, OPraHU3ALMAMHE, JOJDKHOCTHBIMH JULaMu. ['pud
COIVIACOBAaHHUA B 3aBHCHMOCTH OT BUJIa IOKYMEHTa MOXET IIPOCTaBIAThC:

— Ha NepBOM JIMCTE JOKyMeHTa (eClIH NOKYMEHT UMEET THUTYJIBHBIA JIHUCT -
Ha TUTYJHHOM JIMCTE) B JIEBOM BEpXHEM YINIy Ha yPOBHE Ipu(a yTBEpKJICHUSA MU
o] HAUMEHOBAHHEM JIOKYMEHTa OJIMKe K HIOKHEMY TOJIIO;

— Ha IOCHIeIHEM JINCTE TOKYMEHTa IO TEKCTOM;

— Ha JINCTE COIJIACOBAHMS, SIBJISIFOIIEMCS HEOTHEMJIEMOM JaCThIO JOKYMEHTA.

I"pudoM corsacoBaHus JOKyMeHTa 0GOpMIIseTCs:

— BHeIIHee CorjacoBaHMe JOKYMEHTa - C OpraHaMH BJIAaCTH, OPraHHu3alHsIMH,
JOJKHOCTHBIMHU JIMIAMU CTOPOHHUX OpraHU3aluu;

— BHYTpPEHHEE COITIACOBAaHHE C KOJUIErHalbHBIMH OpraHamMu OpraHH3alliu -

aBTOpa [IOKyMEHTA.
I'pu¢ cornacoBaHusi COCTOUT M3 CJIOBA COT'JTACOBAHO, nomxHOCTH JINLA,

KOTODHIM ~ COIVIACOBAaH  JIOKYMeHT (BK/IOYas HAHMCHOBAHHE OpraHu3alym)
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B UMCHHUTCIJIPHOM IIaacCXKeE, €ro CO6CTB€HHOpy‘IHOﬁ IIOAITMCH, HHHUITHNAJIOB, (baMI/IJII/II/I,
JaThl COTJIaCOBaHMUs.

Hanpuwmep:

COI'JTACOBAHO
Pextop 'AY JI10 PO Pb
IToonuce A.B. SlHrupos

08.10.2021

Eciy corjlacoBaHHE OCYILIECTBISETCS COBELIATENIBHBIM OpPTraHoOM, B Ipude
COrNACOBAaHHUS YKA3LIBAIOTCSA CBEJEHHS 00 OopraHe, COIIaCOBAaBIIEM JOKYMEHT, 1aTe
1 HOMepe IPOTOKOJA, B KOTOPOM 3a(HKCHPOBAHO PEleHHE O COoriacoBaHuu. Eciu
COTNIaCOBAHUE OCYIIECTBISIETCS. JOKYMEHTOM, YKa3bIBAlOTCs: BUI NOKYMEHTa,
OpraHM3alys - aBTOp JOKYMEHTA, JaTa U HOMep JOKYMEHTa.

HauMeHoBaHMe cOMIacyroIero oOpraHa HIM JOKyMEHTa YKa3bIBaeTCA
B TBOPHUTEIJIEHOM IIaJIEXKeE.

Hanpumep:

COI'TACOBAHO
PemenneM LlenTpanbHoi
SKCIEPTHO-IIPOBEPOYHOM
koMuccuM nipu Pocapxuse
(TIpOTOKOI OT Ne )

COI'JTACOBAHO nuceMoM
Pocapxusa (oT Ne )

Ecnu B [JOKyMEHTe JBa TIpH(a COINIACOBAHHS, TO OHHM PpacIojararorces
Ha OJHOM YypOBHE, IIp¥ OOJbpIIEM KOJNMYECTBE MX pasMemaroT IByM:d
BEPTUKAIBHEIME DsafamMu. Ha HOKyMEHTE MOXET GBITH PACIOJIOKEHO He Ooiee
yeThlpex TpuoB cormacopanus. bomplree 9HCIIO rpuGoB  COIJIACOBaHUS
o OpMIISETCS Ha OT/EIBHOM JIUCTE COTJIACOBAHMS, TPUIAracMoM K JTIOKYMEHTY.

Ecin  rpudsl  cormacoBaHus —oQOpMISIOTCA  Ha  OTHCIBHOM  JIMCTC
COTNIacOBaHus, Ha JOKyMEHTe B TOM MeCTe, IZ€ JOJDKHBI NMPOCTABJIATHCA rpudbl
COrJIaCOBAHUS, IPOCTABIIAETCS OTMETKA:

«JIMCT cornacoBaHusl IPHIIAaracTcs».

16.Buza.

[IpencTaBiseMble HAa TOAMHUCh JOKYMCHTBI BH3MPYIOTCA HCIIOJHUTEIIEM
(OTBETCTBEHHBIM HCIIOJHATENEM) H PyKOBOAUTEIEM CTPYKTYPHOTO TIOAPa3JeIICHHUL,
[le TOTOBIICA TIPOEKT HOKyMeHTa. JIOKYMEHTBI, —CONCpaliie MOpy4CHUA
paboTHHKaM TAY IIT1O VPO Pb, viMu JOJDKHBL OBITH 3aBU3UPOBAHEL.

CornacoBaHme IPOEKTa [JOKyMEHTa O(QOpMILETCS B30 Ha OOOpPOTHOM
CTOpOHEe [HOKyMeHTa (BHYTpEHHES cornacoBaHue) WM TIpH(OM COracoOBAHUI

(BHeIlIHee COTTaCOBaHIE).

e
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Buza BkiIoYaeT IOIDKHOCTH JIMIA, BU3HPYIOLIETO JOKYMEHT, ITOMIIHCH,
pacummdpoBKy momnucu (MHUIMANBL, (aMuinuio) U Aaty BU3HpoBaHMs. Ecnwm
3aMeYaHuM HeT, TO BU3a 0 opMITIeTCs CIETYIOITNM 00pa3oM:

Hampumep:
ITpopexTop 10 Hay4YHOU
1 MHHOBAIIMOHHOI paboTte
Ioonucey C.H1. HacsipoBa
10.01.2021

Ilpyu mamuyuu 3aMedaHdd, OCOOBIX MHEHHM, K IIpOSKTYy JAOKyMEHTa BU3a
JIOTIOJIHSAETCSI COOTBETCTBYIOIIIUM YKa3aHUEM, HalIpUMeEp:

VMeroTcst 3aMedaHus

HavanpHUK OT/A€a OpraHU3allMOHHOM
1 KaJIpOBO# pabOThI

Hoonuce A.®. KapumMoBa

Jara

SaMe‘-IaHI/IS{, MHEHHSI O IIPOCKTEe JOKYMEHTA O(I)OpMIIS{IOTCSI Ha OTACIBHOM
JUCTE U MEPENAOTC UCIIOTHUTECIIIO. Ecnu 3aMedyanue uMeeT HeOOJIBIION 06’beM, €ro
MOXKHO U3JIOXKUTH Ha NPOCKTE JOKYMEHTA clieayromnMm 06p2130MI

CuuTaro, 4TO B COCTaB KOMHCCHUH
clleflyeT BKIIOYHUTH CIIENHAIUCTa II0
oxpane Tpyma A.®.  Koxunry
HauvansHUK OpraHu3alHOHHOTO
oTJeNa B KaapoBoil paboTHI

Iloonuco A.®. KapuMmosa

Hara

ECIH CrelHaTuCT HONHOCTHIO He COTTIACEH C IPOEKTOM, BH3a OQOPMIIAETCS
Tak: He cornacHa.
HauajpHHK OpraHU3aliOHHOTO
OTHea U KaJpoBoH paboThl
Iloonuce A.®. Kapumona

Jlata

B IOKYMEHTax, MOJJIMHHMKA KOTODBIX XPAHATCS B Opramisalli, BH3bI
NPOCTaBJISIOT:

—  Ha [OCJIeIHEM JHUCTe JOKyMEHTa MO IOANHCHO;

— ma 060poTe NOCIENHETO JIUCTA IOATHHHUKA TOKYMEHTA,

_ Ha nECTe cormacoBaHus (BU3MPOBAHMUS), IPAIAraeMoM K JIOKyMEHTY.

Ha BHyTpeHHHX UHGOPMAIMOHHO-CIIPABOIHBIX JOKyMeHTax ([OKJIaJHbIX,
CIyKeOHBIX 3alMCKax, 3agBJIECHUIX, —ClpaBrax ¥ Ip.) BA3Bl IIPOCTaBJIAIOTCS Ha
JIMIIEBOM CTOPOHE IIOCTIEHETO IUCTA IOKYMEHTa MO MOIMACHIO, OMIKE K HIDKHEMY

;
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nosto. Hanpumep:

3aBenyroinas kadeapoi
I'YMaHHTApHOTO 00Pa30BaHMSI NOONUCH H.T'. Mckyxusa

B ucxoIyX JOKyMeHTaxX (HarnpuMep, B JelOBBIX IIHCbMaX) B 3aBUCHMOCTH
OT TOro, HEOOXOAMMO 1M HAIpaBJISATh IOMJIMHHUK IIMCbMa II0 MOYTE WIIH
JOCTATOYHO HANPABUTH MUCHMO TO (PaKCHMHIBHON CBA3M WIM IO SJIEKTPOHHOH
roure (B BHJIE 3JIEKTPOHHON KOIIMM), BU3bI IIPOCTABIISAIOTCA:

— Ha KOMWH MHIchMa (BU30BOM 3K3eMIULIpe), €CJIU MOJUIMHHUK OTIMPABIIsAeTCs
azpecary 1o I0YTe;

— Ha o0opoTe IIOCJIENHEro JUCTA NOIIMHHAKA, €CIIM MHChMO OTIPaBJIACTCA
azpecary 1o (akCy WM 3JIEKTPOHHON moyre (B 3TOM Cliydae IOTMHHHUK OCTaeTCs
B OpraHU3alliK U TIOMEILAeTCs B JIENO).

JIucT cornacoBaHus (BU3UPOBaHUSA) OPOPMIIICTCS, €CIH COTJIACYIOIIMX JIMIT
oonbiie 5 - 6.

K nuiaM, BU3UPYIOIKM IPOSKTHI JOKYMEHTOB, KaK IPaBHJIO, OTHOCATCS:

—  PYKOBOIUTENH CTPYKTYPHBIX noApa3ieNeHui, OTBETCTBEHHBIE
3a MOATOTOBKY IIPOEKTa JOKyMEHTa;

— DYKOBOIMTENH CTPYKTYPHBIX TOApPA3ieCHUH, HHTEPEChl  KOTOPRIX
3aTparuBaeT IPOEKT JOKYMEHTa;

— NIPOPEKTOp HMHCTATYTa, KypHUPYIOUIMil CTPYKTYpPHOS TOJPasACICHHC,
OTBETCTBEHHOE 3a IOJITOTOBKY POCKTA NOKYMEHTA;

— IOPHCKOHCYJBT (€CIIH 5TOro TpebyeT BHI IOKYMEHTa 1 €r0 cojiepKaHue);

— JaBHBIA Gyxrantep U (WIK) SKOHOMHCT, B QHMHAHCOBBIX IOKYMEHTAX;

— HAYANBHUK OPraHHM3alMOHHOTO OTAENa U KaJpoBOi paboTHI, OTBETCTBEHHBIH
3a JIeJIOMPOU3BOACTBO OpraHu3aIyH.

Hanpumep:

JIUCT COTJTIACOBAHMA
npoexTa mpukaza 'AY IO UPO PP ot 25.01.2021 Ne 12
«O pa30B0ii BEIILIATE KypCOB MOBBIIIEHHA KBanU(UKaUu»

JIomKHOCTE JlaTa ¥ IO MUCH 0)5(0] 3aMeuaHHUA
COrJIacCOBaHUs K IIPOEKTY IIpHKa3a
ITpopekTop 1o HIO. Cunruson
yuebHO- «__» 2020
MeToaHyecKoii paboTe
TnaBHBIH OyxXranrep D.P. Umaesa npouzeecmu oniamy

«_» 2020 u3 cpeocma
npunocsuyeti 00x00

oessmenbHoCmu

OKOHOMHCT JIB. Baxurosa
«_» 2020
3as.kadenpoi D.®. PaxuMoBa
GalIKHPCKOro U «_» 2020

;_
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IpYTHX POJHBIX
SI3BIKOB U JIUTEPATYP

PykoBoaureins Kypcos, PI. Ucanrynmosa

OTBETCTBCHHBI 32 « __» 2020
ITOJITOTOBKY IIPOEKTA

IpHKasa

JIuna, He COIIaCHBIE C HPEIIOKeHHUEeM, U3JI0KEHHBIM B JJOKYMEHTE, HE UMEIOT
IpaBa OTKAa3bIBaThCsl OT BUBMPOBAHHA.

Jluct cornacoBanus (BU3MPOBAHWS) NMPUKpEIUIETCA K JOKYMEHTY M BMECTe
C HUM IOJIIMBAETCS B AEJO.

18.IToanuck.

JIOKyMeHTBI, HalpaBliseMble B BBIIIECTOSIUE OPraHbl, MOAMHCHIBAIOTCS
pektopom 'AY JTTO PO Pb unu, 1o ero nopy4eHuio, 3aMeCTUTeNIEM.

JIOKyMeHTBI, HampaBiseMble TMOJYMHEHHBIM M JPYTMM OpraHH3aluAM,
rpaxxaanaM, nmoanuceisatoress pekropom I'AY JITIO MPO Pb mnn pyKOBOAMTEIAMM
CTPYKTYPHBIX MOZApa3eeH il B COOTBETCTBUH C X KOMIIETEHIHEH.

B cocrtas moAamucu BXOJAT: HAUMEHOBAaHUE IOJDKHOCTH JIMIA, MOAMUCABIIETo
JOKYMEHT, JINYHAs MOAIKCH U ee pacii(poBka (MHHANMATLI U haMUITKs).

Ipu oopMIIeHIH MOJNICH HAUMEHOBaHHE JOJDKHOCTH HaYWHAETCS OT JIEBOTO
oS, a mocenHsAs 6ykBa (aMuJIMM OKa3BIBAeTCsI Ha TpaHHle mpasoro mojs. Ilpu
HaJIMYUM HECKOJIBKMX IOAIHCEH IO TpaHHIle NpaBoOro IIOJI paclioyiaracTes camas
WiMHHAsS GaMHIMs, a OCTalibHble BBIPaBHHBAIOTCA N0 WHuLMamaMm. Ilpn
HAHMEHOBAHUM IO/DKHOCTH, 3aHHMAIOIIEM HECKOJBKO CTPOK, pacmm(ppoBka
MIOAIIUCH TIeYaTaeTCs Ha YPOBHE HIDKHEN CTPOKHU.

He jomyckaeTcs TIOANMCHIBATH JOKYMEHTBI C TPEUIOTOM  «3a»  HIIH
IpOCTaBlICHHEM KOCOHl uepThl Iepell HAUMEHOBAaHHEM  JIOJDKHOCTH. Ecnu
NOJDKHOCTHOE JIMLO, HOAMMCH KOTOpPOro ogopMmiieHa Ha IPOCKTe HOKYMEHTA,
OTCYTCTBYeT, JOKYMEHT HOAIHMCHIBACT 3aMECTHTENh PYKOBOAKTE]IS, HMEIOIIMH IPaBo
HOJIIACHIBATh JOKYMEHTHl 32 PYKOBOAMTEN, WIH HHOE JOJ/DKHOCTHOE JIMIO,
HMeloIIee TpaBo IOANMCH B COOTBETCTBHH C IPUKAa30M O pPacTIpele/ICHUA
obs3aHHOCTeH, TpH 5STOM yKasbiBaeTcs  (akTudeckas  JIOJDKHOCTH  JIHIA,
[IOJIIMCABINETo JOKyMEHT, W ero (amwmuus. Mcrpasinenus B IIOATOTOBICHHBIA
JIOKyMEHT MOT'yT OBITh BHECEHBI OT PyKH JIULIOM, TIONACHIBAIOMINM JIOKyMEHT.

[Ipy THOANMUCAHHM JOKyMEHTa JIMIIOM, B COOTBETCTBHH C IPHKasoM
HCIIOJIHSIONIEro 00S3aHHOCTH BPEMEHHO OTCYTCTBYIOLIEIO PYKOBOIHTEA (oTmyck,
6oJIe3Hb, KOMAHAUPOBKA), IIOAIHUCH O(GopMIIsIeTCs CIEAYIOIIMM o6pa3oM:

W.o. pexropa NOONUCY N.0. Gamunus
unu:
Ucnonusiomui 00s13aHHOCTH PEeKTopa NnooOnuUcs N.0. Gamunus

HpH MOANIKXCAaHUN JOKYMCHTA HECKOJBKUMU JIMIIaMH PaBHbBIX JIOJDKHOCTEH HUX
j8(0)10085(9258 pacnonarafoTc;i Ha OJJHOM YpPOBHE!
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ITpopexTop 1o yue6HO- IIpopeKTop 10 COLHAIBHO-
MeTOINYecKoi paboTe SKOHOMHYECKHM BOIIPOCaM
IToonuce N.1O. CuHrusos IToonuce A.B. 3ybaupos

HpI/I NONIIUCAaHUU JIOKYMEHTa HECKOJBKUMU NOJDKHOCTHBIMH JJUIIaMHy,
3aHMMaroluMH Pa3HOE IMOJIOKEHUE, UX ITOANIHNCH pacmoJiararoTcst 0OaHa I10JQ leyroﬁ
B [1OCIICAOBATCIIBHOCTH, COOTBCTCTB}’IOHIGFI HCpapXHUH 3aHNMaceMbIX IIOJDKHOCTCI‘/'I:

Pexrop A.B. Slarupos
I'maBHBIN OyxranTep 3.P. MimaeBa

IIpu noAnvcaHuy TOKYMEHTa HECKOJILKAMU JIUIAMH, PABHBIMH 110 NO0JDKHOCTH,
HO TIPE/ICTABIISIIOLIMMHE Pa3Hble OpPraHbl, MOAIIMCH PAcHoNararoT Ha OAHOM yPOBHE.

HaumMeHoBaHHe TOJDKHOCTH IE€YATASTCS OT JIEBOM IPaHHIBI TEKCTOBOIO ITOJIA
yepe3 1 MEXCTpOYHEIH HHTEpBaN. PacmudpoBka NOANKMCH paclonaraercs Ha ypoBHE
ocie/Heif CTPOKH HAUMEHOBAHHMS MOIDKHOCTH € NPoOesioM MexTy MHUIHAIaMH
u dammueit. [ocnennss Gyksa B paclundpoBKe MOANMCH OTPaHUIHMBACTCS PABBIM
MOJIEM.

B [OKyMEHTaX, COCTaBICHHBIX KOMHCCHEH, B IOJNHCH YKa3bIBaCTCA CTATYC
JIMLA B COCTaBE KOMHCCHH:

ITpencenarens KOMHCCHH Iloonuco A.B. 3ybaupos
YeHbl KOMUCCHH: Iloonuce ®.10. MypTrasuHa
Iloonuce V.®. Sradapos
19. IleyaTs.

TAY 11O HWPO Pb wumeer OCHOBHyW IiedaTb ¢© HU300paKeHUEM
TocymapcTBeHHOro repba Poccuiickoit Peneparyiy, U HHBIE II€YaTH, YKa3aHHBIC
B Yerase unu Honoxenanu IAY IO WPO Pb.

[leyats ¢ u3obpaxeHueM I ocyrnapCTBEHHOTO repba PO  craBuTCA
Ha JOKyMeHTaX, TPeOyIoHuX 0co00ro yIOCTOBEPEHHS NX IOMTHHHOCTH. IIpocteie
kpyrisie nedatd (6e3 M300paKeHHs rOCY[ApPCTBEHHON CHMBOJIMKH) CTaBATCS
Ha KONMSX MOKYMEHTOB M YHOCTOBEpSHHMA HX COOTBETCTEHS MTOJTUHHHUKAM.
[TeuaTh MpPOCTaBIsIETCS, HE 3aXBaTHIBAS cOGCTBEHHOPYYHOH IOANMCH  JIMIA,
ITOJMHCABIIEr0 JOKYMEHT, I B MECTE, 0003HAUEHHOM «MII» («MecTo rnedaTu»).
20. OTmerka 00 HCIIOJIHHTEJIE.

OTMeTka 00 McmonHuTeNne ohOpMIISETCs Ha HIDKHEM II0JIC JUIEBOM CTOPOHBI
[HOCIIE{HETO JINCTA JOKYMEHTa OT IPAHULIBI JIEBOTO I10JIA MIIH, HPH OTCYTCTBUH MECTA,
- Ha 06OpOTHOI CTOpOHE BHU3Y ClICBA.

OrmeTka 0O WCHONHHTENe BKMOYaeT —(amMuiuio, MM 1 OTYECTBO
HCITOJTHUTENS, HOMEp €ro Tenedona 1 rneyaracTes mpudTom Ne 8. Hanmpnmep:

A6aynnuna Jlennsa KanuvosHa
7(3472) 228-80-36

L
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OtMeTKa 00 HCHOIHHUTEIIE MOXET JOIIOJIHATHECS HAaMMECHOBAaHHUEM JOJIDKHOCTH,
CTPYKTYPHOI'O IIOAPa3aCIICHUA | SJIEKTPOHHBIM apeCcOM HCIIOJIHUTCIIA. HaHpHMep:

'

A6aynmina Jlennsa KanimosHa, 0Taen OpraHusaluHoHHol H kaapoBoii paboTel,
cexpeTaphb pykoBoauTens, +7(3472) 228-80-36, irorb@irorb.ru

B moxyMmeHTax, HMEIOIIMX OTMETKY O KOHOHUACHIUAIBHOCTH, OTMETKa
00 HCIIOIHUTEIIE IIPOCTABIIsIETCS Ha 000pOTe MOCIEHErO JIUCTA KaXKIOT0 dK3eMIULsIpa
JIOKyMEHTa U BKIIOYaeT B ce0s: yKa3aHHe KOJIMYECTBA OTIEYaTaHHBIX DK3EMIULIPOB,
baMuwiIHo UCOMHUTENS, (paMuInio pabOTHUKA, H3MOTOBUBIIETO JOKYMEHT, M JaTy
reyaTaHus JOKYMEHTa.

21. OTMeTKA 0 3aBepEHHH KOIIHH

OTMeTKa O 3aBepeHUH KOMUU OoGOpMIsieTcs Uit  MOATBEPXICHUA
COOTBETCTBHS KOIUHU AOKYMeHTA (BBIMHUCKH M3 JOKYMEHTA) IOJIHHHUKY AOKYMEHTA.
OTMeTKa O 3aBEepEHHH KOMMH MPOCTABIIAETCS MO/ PEKBU3UTOM IIOANUCH» (OTMETKa
00 3JIEeKTPOHHOM MOIMKCH) K BKIIOYAET: CI0BO «BepHo»; HANMEHOBAaHHUE TOJDKHOCTH
JIML@, 3aBEPHUBLIETO, €0 COOCTBEHHOPYYHYIO IIOANMChH; PacliH(POBKY HOIMHCH
(MHALHANB], PaMAIIMIO); ATy 3aBEpPEHHUs KOIMH (BBIIINCKU U3 JIOKyMEHTa).

Hanpumep:

Bepno

CrenuanicT o KaapaM HoOnuUCb A.A. HaGuynnuHa
10.01.2021

Eciy Komus BbIIaeTcs [Jisl IPeCTaBICHHs B APYTyIO0 OpraHM3alHio, OTMETKA
O 3aBepeHMH KOIMM 3aBEepsAETCs TIeYaThlo OpPraHusaluy, a TaKKe (npu
HeoOXOIMMOCTH) JOMOJHASTCS HAANMCBIO O MeCTe XpaHCeHHA JOKYMCHTd,
¢ kotoporo 6buta usrorobnena konus («lIogmMHHMK [OOKYMEGHTa HAXOIUTCH
B (HaMMeHOBaHUE OpPraHu3aluy) B aese Ne ... 32 ... TOJII»).

Jiss TpOCTaBJNeHMss OTMETKM O 3aBepPeHHM KOMHH MOXET MCHONL30BATHCA
IIITaMII.

Komuu 5IeKTPOHHBIX JOKYMEHTOB, CO3J@HHbIC Ha OyMa)XHOM HOCHTeJC,
3aBEPSAIOTCS B YCTAHOBICHHOM IOPSZKE.

23.0TMeTKA 0 MOCTYNJICHHH JOKYMEHTa.

OTMeTKa O TOCTYIUICHHH IOKyMEHTa CIYXHUT AT MOATBCPIKACHHA (haxTa
MOCTYIUICHHS JOKYMEHTa B OpraHM3alMio W BKIIOWAeT nHaty MOCTYILICHUA
{1 BXOJSILHAI perucTpallMoOHHbI HOMEp JOKYyMEHTA. IIpu HeOOXOOMMOCTH OTMETKA
0 TOCTYIUIEHHH MOXKET MOTOJIHATECH YKa3aHHeM BPEMEHH TIOCTYIUIEHUS. B crocoba

JOCTaBKH JOKYMEHTA.
OrMeTKa O TOCTYILICHHH JOKYMEHTa MOXET IIPOCTAaBJIATHCA C IIOMOIbIO

raMiia.
HpI/I OTCYTCTBHHU Mecra A HpOCTaBJICHI/IH OTMETKHU O TIOCTYIIJICHHH

Ha JIHLEBOH CTOPOHE IMOCTYIHBILEIO JOKyMEHTa OTMETKA craBUTCA Ha OOOpOTHOM

CTOpOHE JHCTA.

24. Pe3oiouMs.
VkazaHusi 1[0 MCIIONHEHMIO JOKyMCHTa - pe3oouus — odopMIIIETCS

L
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HEITOCPEJCTBEHHO Ha JOKyMeHTe (B 3arojIOBOYHOM YacTH JOKYMEHTa) WIH
Ha cIpaBKe K JOKYMEHTY.

VkazaHus 1O HMCIOJHEHHMIO JOKYMEHTa BKIIOYAIOT CIEAYIOIME 3JIEMEHTHL:
(baMUIIHS ¥ MHULMAJBI HCTIOHUTENS (MCHOMHUTENEeH), cConep KaHte IIOPYyYEHH, CPOK
HCHOJIHEHUSI, IOANUCH PYKOBOJIUTENS U AaTy, HallpUMep:

[IassxmeToBy H1.D.

[Iponry mOArOTOBUTH IIPOEKT
morosopa k 15.05.2021
[oxnnuce JlaTta

B cayuasx, Korga nopydeHue gaeTcs JBYM MM HECKOJIBKHM JHIaM, PaBHBIM
10 JIOJDKHOCTH, OCHOBHBIM HCIIOJIHUTENEM SIBIISIETCS JIMIO, YKa3aHHOE B MOPY4YEHUH
nepBeIM. EMy npefocTaBisieTcsl IpaBO CO3bIBA COMCIONHUTENICH W KOOpAUHALUS X
paboTEL.

OCHOBHOU HCIIONHHUTENL U COMUCIIOJIHUTENb BIIpaBe JAaBaTh IOPYYECHUs B BUIC
PE30IIIOIHIT JTUI[aM, HETIOCPEACTBEHHO UM MOAYHHCHHBIM.

Ha pokyMmeHTax, He TpeOYIONIMX YKa3aHWH MO HCIOJHEHHMIO W HMEIOLIMX
THIIOBBIE CPOKH MCITOJHEHHUs, B PE30OJIOIMU YKa3blBAIOTCS HMCIIOIHHUTEND, MOAMNHCH
aBTOpa Pe30JIIOLMH, JaTa.

Pe3omronus, KaK IpaBHiio, MUIIETCS OT PYKH PYKOBOAUTEIIEM Ha MOJJIMHHUKE
JOKYMEHTa Ha CBOOOJHOM OT TEKCTa MeCTe. |

Pesomronss Mo)keT OGOpPMIIITBCSL Ha OTHEJNBHOM JIUCTE C  yKasaHUeM
PETHCTPAIMOHHOTO HOMepa U AaThl IOKYMEHTa, K KOTOPOMY PE30JIIOLHA OTHOCHTCA.

25. OT™MeTKA 0 KOHTpOJIE.

OTMETKYy © KOHTpOJe TIPOCTaBISAIOT Ha JOKYMEHTaX, IIOCTaBICHHAIX
Ha KOHTpONb, C IoMoiplo InTamna «KOHTpONB» Ha BEPXHEM IIOJIC NOKyMEHTA
CIIpaBa.

26. OTMeTKa 00 HCHOJHEHHH JOKYMEHTAa H HANIPABJICHHH €ro B 1¢J10.

OTMeTKa O HamlpaBlieHHH IOKYMEHTa B JIeJIO ONpPENeTsieT MECTO XPaHCHH:
JIOKyMEHTa IIOCIie 3aBepIIeHHs paboTsl ¢ HHUM. OTMeTKa TakKe CBHIETENLCTBYET
00 HCIOTHEHUHN JTOKYMEHTA U CHATHH €ro ¢ KOHTPOJIS.

OTMeTKa BKIIOYaeT: cioBa «B jeno», HHIAEKC Jena M0 HOMCHKIATYpe ACI,
B KOTOpOE IOMEIaeTcss JOKyMEHT Ha XpaHeHWe, C yKasaHHeM ro.a, JIOTKHOCTD
muua, oOPMHUBIIETO OTMETKY, TOANMUCE, ATy .

Hanpumep:

B seno Ne 01-18 3a 2021 1.
HauabHUK OT/ieN1a OpraHu3alHOHHON

1 KaJ[pOBOI paboOTHI
noonucws 10.01.2021

OrMeTKa O HarpaBJeHWH HOKyMEHTa B J1eJI0 MOXCT JIOTIOJIHATBCA KPAaTKUMH
CBEJICHHUSAMH O XapakTepe HCTIOJIHEHMs NOKYMEHTa, HalpHMep: «HarmpasiieH OTBET
(mata), (Ne)», «llpoBejena KOHCYNBTALMA IO tenedony (maTa)», «YUTEHO IPH
paspaboTKe NPOeKTa» H JIp. CpeIeHus YKa3blBalOTCs B Ha4Yajle OTMETKH.

Hanpumep:




30

Oreer nanpasinen 04.05.2021 Ne 05-06/12
B nemo Ne 05-06 3a 2021 .

HauanpHHK OTZIeNna OpraHu3allHOHHOM

1 KaapoBoil paboThI

Iloonucs

10.06.2021

OTMeTKa O HamnpaBleHHH JJOKyMeHTa B AeJI0 MOXKET 0(hOpPMIIICTCS KaK OT PYKH
TaK ¥ MedyaTaTbcsi MEHBIIUM IIpU(TOM BHU3Y Ha JIMIEBOW CTOPOHE IIOCJIEIHETO
JIMCTA JIOKYMEHTA MEXIy PEKBH3UTaMM «OTMeTKa 00 HCIIOJIHHTENe» H «OTMETKa
O MOCTYIJISHUH JOKYMEHTa».

2.3. OCHOBHBIE IOHATHA. TEPMUHBI 1 OTIPEJIEJIEH A

B HacTosimed WMHCTpYKIMH YCTAHAaBIUBAIOTCS CIEAYIOIHe TEpMHHBI
U OTIpe/ieNIeHus:

Aemop Ooxkymenma — GU3NYECKOE WM IOPHAHYECKOE JMIO CO3MABIICE
JIOKYMEHT;

bnank O0okymenma — HabOp pPEKBHU3UTOB, HIeHTU(QUUUPYIOLIUX aBTOpa

o(UIKMaTHHO MUCHMEHHOIO TOKYMEHTA;

Buo 0okymenma — TPUHAIUIEXHOCTH JOKyMEHTa K ompeJie]IeHHOM IpymIIe
JTOKYMEHTOB I10 IPU3HAKaM COJIEPKaHMA U [eIeBOro Ha3HaICHHA,

Briouenue ookymenma 6  CI/J —  OCyIIECTBICHHE JIeHCTBUH,
06eCIeuNBAIONINX pa3MelleHe CBeJIeHHil 0 OKYMEeHTE WM AOKYMEHTa B CHCTEME
37IEKTPOHHOTO JJOKYMEHTOO00POTa;

Jesio — COBOKYIHOCTh JOKYMEHTOB HIIH OTHENBHBIM JOKYMEHT, OTHOCSIIHECH
K OZIHOMY BOIIPOCY WJIM YyYacTKy AeATE€IbHOCTH TCAY JI10 PO Pb;

Apxue - y4peXJeHHE WIH CTPYKTYpHOE MOJIPAas/ENCHIe OpraHHu3aluy,
OCYILECTBIISIOIIEE XPAHEHNE, KOMIUICKTOBAHHE, yUCT M HCIONL30BAHNC apXUBHBIX
JIOKYMEHTOB;

apxuenolil (OO OpzanHu3AUUU — COBOKYIIHOCTH ApXHBHBIX JIOKYMEHTOB,
HCTOPUYECKH MJIH JIOTHIECKH CBA3AHHBIX MEXKIY cobolii;

apxuenuvlil  QOKymenm - JOKYMEHT, COXpaHSeMBI HIM  TIOANIEeKALIUH

COXPAHEHHMIO B CHIIy €r0 3HAYUMOCTH JUIsl TPaXaH, o0lecTBa, rocy1apcTBa;

apxueHotil wu@p — obo3HaueHHe ENMHHUIBI XPAHEHUT B nejax e€ ydera
U npenTuduKaniu,;

agmop Ookymenma - GH3UYECKOS WM IOPHAMHYECKOE JIHHO, co3jaBliee
JIOKYMEHT;

OoKkymennm ApxueHozo (oHoa P@® — apXUBHBIH JOKYMEHT, MpOoIe AN
9KCIIEPTU3Y LIEHHOCTH JIOKYMEHTOB, [HOCTaBJICHHBIM Ha TOCYAApCTBEHHBIH Y9ET

1 TIOUIeXKAILKM TOCTOSHHOMY XPaHEHHIO;
dokyMenmuposanue - GUKcanus uHdOpMAIMH HA MaTepHabHBIX HOCHTEIAX

B yCTaHOBHCHHOM NOPATIKE,
06]10”1)0"380061’1180 - IEATCIIBHOCTD, obecnieunBaroiias cOo31aHHnue

O(bHHHaJIBHBIX JOKYMCHTOB H opraHmaumo pa6OTI>I C HUMU B OpFaHI/I3aLII/II/I;

;_
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Ookymenm - OQUIMANBHBI IOKYMEHT, CO3aHHBIH TOCYJApPCTBEHHBIM
OpraHoM, OpPraHOM MECTHOTO CaMOYTNpaBJieHHs, IOPUIMYCCKUM HIIH (bU3NIECKUM
munoM,  OQOpPMIEHHBII B YCTAaHOBIGHHOM  IIOpsiIKe M BKIIOYEHHBIH
B JIOKyMeHTOOOOpPOT OpraHHU3alIiy;

O0oKyMenmoo6opom - IBIDKEHHE NOKYMEHTOB ¢ MOMEHTa MX CO3JaHMs HIH
HOJIyYEeHHUs 10 3aBEePILEeHUs UCIIOJIHEHNUS, IOMEIIEHHUS B JIEJI0 U (1) OTIPAaBKY,

0e/10 - COBOKYITHOCTH JIOKyMEHTOB HJIM OTAEJNbHBIA HOKYMCHT, OTHOCSIIHMECH
K OJIHOMY BOIIPOCY WJIH Y9acCTKy A€ATEIbHOCTH OpraHU3aluu;

3aeepenHan Konus - KOIUS JIOKyMEHTAa, Ha KOTOPOH B COOTBETCTBHM
C YCTaHOBJNEHHBIM TOPSIAKOM IPOCTABIISIOT HEOOXOIUMEIE PEKBU3UTEL, TPUIAIOIIIE
eif JOpUIUYECKYIO CHITY;

UHDOPMAUUONHAA CUCHIeMd — COBOKYITHOCTb COZlepXKalleiics B 0a3zax JaHHBIX
uHdoOpManyu W O0eCIeuHBaOIHUX ee 0OpaboTKy HH(OPMALMOHHBIX TEXHOJIOIUH
U TEXHUYECKHUX CPEICTB;

UHQOPMAUUOHNAA CcUCHEeMA apXuea opanusauuu - nH(pOopMalHOHHAs
cucTeMa, OOeCIeUMBArOIasi XpaHEHHE apXWBHBIX JICKTPOHHBIX —JOKYMECHTOB
U yTIpaBJIEHUE UMH;

Konus  OOKyMeHma -  JIOKyMEHT,  IIOJIHOCTBIO BOCITPOU3BOAIIIMIA
HQOPMANHNIO IOJJIMHHMKA JOKyMEHTa M €ro BHELIHWE IpU3HaKH, HEe MMEIOLIUH
IOPUIHYECKOM CHUIIBI,

HoMenKIamypa 0esl - CUCTEMATH3UPOBAaHHBIH IIEpeueHb 3arojloBKOB JCT
C yKa3aHUEM CPOKOB UX XpaHEHUs,

oOpawyenue zpadicOGHURA - HATIPABJICHHDBIC B rocyJapCTBEHHBIN OpraH, OpraH
MECTHOTO CAMOYIPABJIEHHsI MM JIOJDKHOCTHOMY JIMILY MHCEMEHHBIC npeJIoKEHHE,
sagplenme WoM  okanoba, a  Takke yYCTHoe — oOpalieHue — TpaxIaHuHa
B FOCYIapCTBEHHBIA OpraH, OpraH MECTHOTO CaMoyNnpaBJICHIA,

06beM OOKyMeHmoofopoma - KOIMIECTBO JIOKYMEHTOB, TOCTYIHBIIMX
B OpraHu3alyuio U CO3AaHHBIX €10 32 ompeJeTICHHbIH IIepUOT;
oopmiienue OOKyMeHma - TIDOCTABICHHC HEOOXONHMMBIX PEKBH3UTOB,

yCTaHOBIEHHBIX TIPaBIIaMH JOKyMEHTHPOBAHHS;
1OOJIUHHUK QOKYMeHma - TIEPBBINA UIH € IMHCTBEHHEIH 9K3eMIUISp JOKYMEHTA;
pezucmpayua OOKyMenma - TPUCBOCHHE NOKYyMCHTY pErHCTPaLlMOHHOTIO
HoMepa, BHECEHUE CBEJIEHUH O IOKYMCHTE B PErHCTPALMOHHO-YIETHYIO dbopmy;
pezucnpayuonno-yuemnas opma - NOKYMEHT (kapTo4Ka, XypHal), B TOM
qucae B SNEKTPOHHOM BUZE, HCIONBb3YeMBIH UL 3amiCH cBeleHUil O JOKyMEHTE

B LIEJISIX YU€Ta, IMOHCKa 1 KOHTPOJIA.

pexguzum OOKyMeHma@ — SNEMEHT JOKyMCHT3, HEeOOXOAUMBIH JJist  €ro
ohopMIICHHS U OpraHu3alnH paboTBI C HHM;
cucmema NeKMpOHI020 OOKyMeinoobopoma  — aBTOMATH3UpOBaHHAs

pH(OpPMAIMOHHAs CUCTEMA, oBecIIeqNBAaIONIasl CO3JaHNe NEKTPOHHBIX TOKYMEHTOB
11 5JIEKTPOHHBIX KOIIUT JOKYMEHTOB, YIPABICHUE NMIL, MX XpaHeHHe U JIOCTYI K HUM,

a TaK)Ke PerHCTparuio JOKyMEHTOB,
CKAHUPOSaHUE OOKYMeHMA — IOy IeHNC 37IeKTPOHHOr0 00pa3a JIOKYMCHTA;
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Qusuyecku 060codnenHLIl MAMEPUANLHLII HOCUMEb — MaTepHaIbHBIN
HOCHTENIb, TpeJHa3HAYSHHBIA JJI 3almucH, XpaHeHus BHe HHGOPMalOHHOH
CHCTEMBI M BOCIIPOUM3BeIeHUs HHpopMannuu B (G poBoi (opme;

caysicoa Oenonpou3soocmea - CTPYKTypHOe IoApasAclieHHe, Ha KOTopoe
BO3JIOKEHBI (DYHKLIMM TO BEJEHUIO JIETONPOM3BOACTBA, a TaKXe JIHIA,
OTBETCTBEHHOIO 33 BeIeHHE JCJIONPOU3BOACTBA B JAPYTHMX CTPYKTYPHBIX
noApa3eIeHUsIX.

CM3/] — cucteMa MeXBEIOMCTBEHHOTO 3JIEKTPOHHOT'O TOKYMEHTO060poTA.

Qopmam apxuenozo XpaneHus JNeKMpPONN0z0 OoKymenma — dopmar
YCTAHOBJICHHBII HOPMATHMBHBIM TIPaBOBBIM aKTOM M NpeAHa3Ha4YeHHBLIA I
JIUTEIBFHOTO U ITOCTOSIHHOTO XPaHEHUs! 3JIEKTPOHHBIX IOKYMEHTOB;

YHUpuyupoeaunas Gopma OOKyMeHma - COBOKYIIHOCTh PEKBH3UTOB
M TUIOBBIX (parMEHTOB TEKCTa JOKYMEHTa, YCTAaHOBJIEHHBIX B COOTBETCTBHM
C pemlaeMbIMH B JaHHOH cdepe HesATeNbHOCTH 3aJadaMHM M PacCIOJIOXKEHHBIX
B OIpeJIeJIeHHOM IMOpsSAKe Ha HOCHTele HH(OopMaIuu;

gropmuposanue Oena - TPYNNHUPOBKA HUCIOIHEHHBIX JOKYMEHTOB B €O
B COOTBETCTBHHU C HOMEHKJIaTypoH Je;

wabnon o6nanka (ynuuuuposannoii  popmor  0okymenma) - OnaHK
noxkymenta (yuubwuinuposaHHas ¢opMa  JOKyMeHTa), IPEIACTaBJIEHHBIA B
3JIEKTPOHHOH (opme;

IKCnepmu3a yeHHOCHu 00KyMeHno6 - u3y4eHue JOKyMEHTOB Ha OCHOBaHHHU
KPUTEPHEB UX LIEHHOCTH B LEJSAX ONpeJeNIeHusl CPOKOB XpaHeHHUs AOKYMEHTOB U
otOopa UX JUIsl BKIIFOYeHust B cocTaB ApxusHOro ¢onaa Poccuiickoit Penepanuy;

9/1eKmpouHbLiE  0OKyMeHnt - IOKYMEHT, B KOTOpOM HH(opMauus
IpeJiCTaBlieHa B 3JIeKTPOHHO-IIU(POBOH Gopme; _

2/1eKMpPOHHLLE  QOKYMeHn0060pont - JOKyMEHTOO0OpOT C IIPUMCHEHHEM
MH(QOPMAIHOHHON CUCTEMBI;

INEKMPOHHAA  KONUA OOKYyMenma - KOIUS JIOKYMEHTa, CO3JaHHas
B 3JIEKTPOHHOH (opMme;

INEKMPOHHAA WUPposas noonuco - PEKBU3UT SJIEKTPOHHOIO JOKYMEHTa,
npeaHa3sHaYeHHBIH [UIs 3aIllThl JJAHHOTO JJIEKTPOHHOIO AOKYMEHTa OT MOAJCIKH,
NOJlydeHHBIH B pe3yJbTaTe KpUITOrpaduueckoro npeobpasoBaHus HHQOpMAIMH
C HCHOONB30BAHMEM 3aKpHITOIO KIIOYa 3NEKTPOHHOH 1M(POBOH  NOJIHCH
1 TIO3BOJSIOIIMI HAeHTHQHIUPOBATh BialeNslla cepTuduKara KIoua IOAINHUCH,
a TaKKe YCTAHOBHTH OTCYTCTBHEC HCK@KEHWs WH(OpPMalUM B JIEKTPOHHOM
JIOKYMEHTE;

a/1ekmponnoe  0en0  —  COBOKYIIHOCTH  SJNIEKTPOHHBIX  JOKYMCHTOR
(3NEKTPOHHBIN JOKYMEHT), CHOPMHUPOBAHHBEIX B COOTBETCTBUH C HOMEHKJIaTypoH Jiel
opraHHu3alyH;

cayoicba denonpouseodcmea -  CTPYKTypHOE IOJPAa3ZeieHue, Ha KOTOpOe
BO3JOXKEHBl (QYHKIMM [0 BEJEHMIO JIeJONPOM3BOJACTBA, a TakoKe JHNg,
OTBETCTBEHHOrO 33 BeICHHE JEJONPOU3BOJACTBA U JPYTMX  CTPYKTYpHBIX
nopa3leIeHUNX.

JOpUOUNECKAA CUNA OOKyMeHma - CBOMCTBO o@mmanr,ﬂorov IOKYyMEHTA,
coobmaeMoe €My AEHCTBYIOIIMM 3aKOHOJATENbCTBOM, KOMIIETCHIIHCH M3aBILIETO
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ero opraia U yCTAaHOBJIEHHBIM ITOPSAKOM O(DOPMIIEHUSL.

2.4. OCOBEHHOCTH MOJrOTOBKH 1 O®OPMJIEHHS OTAEJIBHBIX
BUJIOB TOKYMEHTOB

B nestensHocta 'AY JIIO PO Pb coszmaercss KOMINIEKC OpPraHU3al[MOHHO-
PACHOPSIMUTENBHBIX W HMHOOPMAIMOHHO-CIPABOYHBLIX JIOKYMCHTOB: IIOJIOXKEHH,
TpaBujia, WHCTPYKIUM, PEIJaMeHThl, INPUKa3bl, PAacClOpsSHKCHUs, IPOTOKOJIEI
3aceaHui, aKTbl, JOKJIAHble M CayXeOHbIe 3allMCK{, JOTOBOPHI (KOHTPAaKTH,
cornanienus), aesfosas (ciry>keGHasl mepenucka u ap. ).

ITpuka3sl U34aK0TCA IO HauboJiee BaKHBIM BOIIPOCAM B YCTAHOBJIIEHHOU cdepe
nearensuoctd 'AY IO PO Pb, a Takxe MmO OCHOBHBIM, OpraHM3allMOHHBIM
W KaJ[pOBBIM BOIIPOCaM.

IlprikazaMi IO OCHOBHOH  JEATENBHOCTH  PEryJIHPYHOTCS — BONPOCH,
OTpa’karolllie OCHOBHBIE HAaIlpaBJIeHUS JIESITEIbHOCTH raAy JA110 HpPO Pb.
INpukazaMu 1O JIUYHOMY COCTaBy O(MOPMIISIIOTCS PpEUICHHS MO KaJpOBBIM
CAY JITO UPO PB. PacniopspkeHUsMH 0(GOPMIISAIOTCS PEIeHUs IO ONEpaTHBHBEIM U
teKymuM Bonpocam festencHoctd 'AY JITTO VIPO Pb, He nMmeroniine HOpMaTUBHOTO
xapakTepa. B MHCTpyKIMH M3JIaraetcss IOPSROK OCYIIECTBICHHS KaKOH aubo
NeATEeIbHOCTH MIIM TOPSIOK MPUMEHEHUs IOJNIOXEHHH 3aKOHOHATENBHBIX M HHBIX
HOPMAaTHBHBIX aKTOB.

Pemlenysi KOJUIETHAJIBHBIX OPraHOB O(QOPMILIIOTCS TPOTOKOJaMH 3acelaHui
KOOPIMHAIIHOHHBIX M COBEIATENbHBIX OPraHOB.

B 3aBUCHMOCTH OT KOHKPETHBIX 3aZad yIpaBjieHHUs B ACATCIBHOCTH
CAY JIIO UPO PB co3patorcs IpyrHe BHIBI JOKYMEHTOB: IUIAHBI, MPOIpaMMBl,
OTYETHI U JP.

B ycTaHOBIEHHBIX 3aKOHOATENBCTBOM ciydasix B I'AY JI1O PO Pb moryT
U3/aBaTbCd aKThl COBMECTHO € JpPYyTrdMH OpraHamMHu BJIACTH IO BOIIpoOCaM,
[peCTABNISIONMM B3aUMHBIA MHTEPEC M BXOJAIIUM B KOMIIETCHIIUIO 0o6enx CTOPOH.
Takue axkThl OQOPMIAIOTCS U IyONHKYIOTCS KaK eAUHBIH JIOKYMEHT (mpukas,
IIPOTOKOJI, TIOJIOXKEHNUE U p. ).

2.3.1. IToJioskeHHe, NPABUJIA, HHCTPYKUIHA

[Tono)xeHHe — HOPMATHBHBIN NPaBOBOU aKT, NETAILHO periaMeHTHPYIOIH I
IpaBOBOH CTAaTyC, OPraHM3AIMIO, HOPSNOK AEATEPHOCTH KOJLICIAAILHOIO opraHa
T'AY JI10O PO PBb, cTpyxTypHOT0 MOAPA3AEICHI.

IIpaBuna — HOPMATHBHBEIH IPaBOBOH aKT, periaMeHTUPYIOIIUH  TOPAIOK
OpraHu3ali1 ONpPEEIEHHOTO BUIA AESITCIBHOCTH B TAVY 110 PO Pb.

[paBuia 3aKpeIUIsiIoT HOPMBI 1 Tpe6GoBaHusl, 00s13aTeNbHbIE IS BEITOTHEHHS.

B  HHCTPYKIMM  H3NIAra€Tcs  MOPANOK  OCYIICCTBIICHHS Kakoi-nnbo
NeSTeIbHOCTH WJIM  IMOPSIOK TPUMCHEHHS MOJIO)KEHHWIT 3aKOHOB M HMHBIX
HOPMATHBHBIX IPABOBBIX aKTOB.

TTonoJkeHMsI, MpaBWia ¥ MHCTPYKIMH TPUMCHAIOTCA Kak CaMOCTOATEIbHBIC
HOpPMATHBHBIE JIOKAIBHBIE aKThI, YTBEPKAACMBIC pextopom I'AY JIIO PO Pb.




YTBepxaenue odopmisieTcs B ¢Gopme rpuda yTBEPXKACHHS WIM IyTeM
U3AaHUs PACIIOPSAUTEIHLHOTO JOKYMEHTA.

ITopsimoKk TIOATOTOBKH TMPOEKTa TMOJOXKEHHs, NPaBWl HIA HHCTPYKINH
COOTBETCTBYET O0IIEMY HOPSIAKY HMOATOTOBKY IIPOEKTOB HOPMATHBHBIX aKTOB.

TekcT mpoekTa TOJOXKEHWs, TPaBW WIA HMHCTPYKIMHM [€4aTacTcs
Ha CTaHAApTHBIX JUcTax Oymaru ¢gopmara A4. TekcT mM3maraeTcs OT TPETHEro JHIa
eNUHCTBEHHOIO HJIM MHOXECTBEHHOTO ducaa. B TeKCTe  JTIOKYMEHTOB,
pErNIaMeHTUPYIOIIUX ~KaKOH-JIMOO IpoIecc, MJOJDKHBI YETKO IPOCIEXHUBATHCS
IPUYHHHO-CJIEACTBEHHBIE CBSI3M MEX/y HOPMaMH, IIPaBUIIaMH, TPEOOBAHUAMH.

B Tekcre TakMX JOKYMEHTOB MPeoOIafaloT onpeleaeHHbIe THIIBI MOJAIbHBIX
3HaYeHUH, riepefaBaeMble ONpeAcIeHHbIMU BEIPDAKEHUSIMU:

— nosBoyieHne («paspeliaeTcsdy, «MOXKEeT», «HMEET TMPaBo», «BIPaBe»,
«PEKOMEHAYETCS» U IP.);

— 06s3bIBaHHE (CIOMKHED), KO0A3aHED, KHEOOXOIUMOY», KCIELYET»);

— zanper  («3ampeliaeTcs», «HE paspeliaeTrcs», «He  JIOIIyCKaeTcsy,
«HE CIeoYeT»).

3aroloBOK K TEKCTY IIOJIOKCHHS, NpPaBHJI WM HWHCTPYKLHUH OTBEYAET
Ha Bonpoc «O ueM?». 3arojoBOK K MHCTPYKLHH, COAep)Kallleld IOJDKHOCTHBIE
Tpe6GOoBaHHs M MOPSIIOK MPOBEIeHUs paboT (LOJDKHOCTHAS MHCTPYKIIHS), OTBEYAET Ha
ponpoc «Uesa?» (Harpumep, «JoHKHOCTHA HHCTPYKIHS [I1aBHOTO CITEITHAITHCTAY ).

KoHCTaTHpYyIOIIEN YacThIO IIOJIOKEHHUsS, NPAaBW WIX HHCTPYKUHUH CIIYXUT
pazzen «OOIpe IONOXKEHH», B KOTOPOM YKa3bpIBalOTCA OCHOBaHUA pa3paboTky,
OCHOBHOE Ha3HAaueHWe HOPMATHBHOTO IIpaBOBOro akra M cdepa  ero
pAacIpOCTPaHEHHUs, OTBETCTBEHHOCTh 33 HApyLICHHE YCTAHOBIIEHHBIX IIPaBHII
U TEXHOJIOTH.

OCHOBHOM TEKCT MOJIOKEHMS, TIPaBUIl UM HUHCTPYKIIMH MOXET ACTUTHCS Ha
IJIaBBl, IIyHKTHI ¥ TIOAITYHKTEL. 1 1aBbI TOJDKHBI UMETh Ha3BaHHUA.

[naBbl HyMepYIOTCs. PUMCKAMH L pamut. [IyHKTBI U IOMMYHKTBI HYMEPYIOTCAH
apaGckumu 1dpamMu ¢ TOYKOH Ha KOHIIE.

B 110J10’keHMH O CTPYKTYPHOM MOJApa3eICHIN:

— oO0uIHe MOJIOXKEHMS;

—  CTpyKTypa (ecnu mojpa3seneHne nMeeT CTPYKTYPY);

— 3ajayy;

—  (qyHKUHH,

— TIpasa;

—  OTBETCTBEHHOCTE;

—  B3aMMOOTHOLIEHHS.

B 10JDKHOCTHOH HHCTPYKIIMH:

— ofuIue MoNOXEHHS,

—  (QyHKUMH,

—  JTOJDKHOCTHBIE 00S3aHHOCTH;

— TIpaBa;

—  OTBETCTBEHHOCTE;

— B3aUMOOTHOIIEHHL. .
Pa3zenb! Bcerma HUMEIOT 3aroJIOBKH, gareyaTaHHble ¢ ITpOonmruCcHOU 6y1(BI>I.

e
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O6pazenr odopmnenuss IlomoxxeHHs O CTPYKTYpHOM  ITOApa3J/ielIeHUH
MIpEJICTaBIICH B NPUIIOKEeHNH Ne 2.

O6pazen oGopMIIeHH s TOJIOXKEHHUS IPUBEICHE! B ITpuioxenusx Ne 1, Ne 2.
2.3.2. IIpukas

I'AY JI1IO VPO Pb ucnoas3yeTcss pacnopsauTeNIbHBIH JOKYMEHT: MpHKa3—
M3MaBaeMblii Ha ITpUHIUNAX eauHoHavanus pekropa I'AY JIIIO HMPO Pb u ero
MIOJIHOMOYHBIX MPEACTaBUTENeH; peleH e - Ha IPUHITMIIaX KOJUIeTHaTbHOCTH.

IIpuka3ssl gensiTcs Ha ABa BUJA!

— IO OCHOBHOM J1eATEIbHOCTH;

— 10 TUYHOMY COCTaBy.

[Tpukassl [0 OCHOBHOW JEATENIFHOCTH HU3MAIOTCS JUIs PEIUCHUS OCHOBHBIX
W OIlepaTMBHBEIX 3alad4, CTOSINUX Ilepe]l OpraHu3alued, IO BCEM BONIPOCaM
PYKOBOACTBA €€  TeKylled  JeATeJbHOCTBIO. OTH  TIPHKashl  Ha3hIBAIOT
MHULMATABHBIMH. Ho mpHKa3pl MOLYT M3JaBaTbcsi W BO  HCITOJIHCHHE
3aKOHOJATENIbHBIX AKTOB, HOPMATHBHBEIX IIPABOBHIX aKTOB M PaCHOPAIUTEIBHBIX
JIOKYMEHTOB  (elepalbHBIX OpraHoB HCIOJHHTENBHON BIACTH, BBIIECTOAMIEH
OpraHH3alHH.

ITpuKa3el 110 JIUYHOMY COCTaBy M3JAIOTCS UL JOKYMEHTHPOBAHUs TPYAOBBIX
oTHOIIeH!iT paboTHUKA M paboTonarens (CyXKallero W HaHUMATels): HPH TpHEME
Ha paboTy, mepeBojie Ha APYTyIo paboTy, IPEAOCTaBICHIHN OTIyCKa, HANPABICHAH B
KOMaHIMpPOBKY,  IPEJOCTaBIe€HHE  OTIYJIOB,  INpPMBICYEHHE B BBIXOIHBLIC
¥  [pasfAHMYHBIE JHH, TOONMIPEHWHM pabOTHHKA, HAJIOXKEHMH Ha  HETO
JMCIMIUIMHAPHOTO B3BICKAHUsi U YBOJNBHeHHs ¢ paboTsl. IIpnkasel 1o JTMIHOMY
coctaBy 0oGOPMIAIOTCS B YHHGHMIHPOBAHHBIX (QopMax, YTBEPKACHHBIX OpraHami
CTATHCTHKH, MOITOTOBIEHHBIMA MO IOCTaHOBIEHHIO [IpaBHTENBCTBA Poccuiickoit
denepanum.

[IpuxazamMu O(GOPMILIOTCS PEIIEHHs] HOPMATHBHOIO Xapakrepa, a TarKe
pelIeHHs 0 ONEPATHBHEIM, OPTaHH3Al[HOHHBIM, KaJpOBBIM M JpYr¥M BOLpOCaM
BHyTpeHHeit pabotst TAY JITIO NPO Pb.

B nmpoueype U3aHHUs IPHKa3a BELICILIOT CIEYIOIHe STallbl:

. MHunuupoBaHye U31aHus IpruKasa;

2. C60p 1 aHaNu3 HHPOPMAIMHK IS ITIOArOTOBKH IOKYMEHTA,
3. TloaroroBka IIpUKasa;

4. CornacoBaHU€ JOKYMEHTA;

5. JlopaboTka npHKa3a o 3aMe4aHuAM COTJIacyIoIuX;

6

7

8

[U—

. ITonnucanue npuKasa;
. Peructpanys npukasa;
. JloBe/leHye IPHKa3a 10 HCIOIHATENEH.

IIpoekThl TIpHUKA30B (pacHopsDKeHHH) TOTOBAT M BHOCST PYKOBOAHTEIM
CTPYKTYpPHBIX TIOZIpase/IeHul Ha OCHOBaHUM nopydenuii pekropa FAY JI10 PO
PB, nu6o B MHULIMATUBHOM HOPSI/IKE. §

[IpoeKTs! IPHUKA30B 10 JUYHOMY COCTaBy TOTOBUT OTHEN opEaHuzaHHOHHou
¥ KazpoBoi paboThl Ha OCHOBaHUH COOTBETCTBYIOIINX MPECTaBICHUH.
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OGecneyeHrie KadyeCTBEHHOW TIOATOTOBKH IIPOEKTOB IIPHKAa30B M HUX
COIIACOBAaHUE C 3aHHTEPECOBAHHBIMH CTOPOHAMM BO3Jaracrcsi Ha PYKOBOIUTENEH
crpykTypHbix moapasnenenuit 'AY JIIO MPO Pb, moAaroToBUBIIMX M BHECHIMX
TIPOEKT.

KOHTpOIIb 33 MPaBIIbHOCTHIO OGOPMIICHHS NIPOEKTOB NPHKA30B 10 OCHOBHOM
NESTeNIBHOCTH M II0 JHYHOMY COCTaBy OCYIIECTBISCT HayalbHUK OTHela
OpraHU3allHOHHON U KaJpOBOH pabOTHI.

TIpoeKTH TPUKA30B M MPUIOKEHHA K HUM BHU3UPYIOTCA HCIOIHUTEIEM
¥ pyKOBomWTeJIeM IOApa3fciieHHs, BHECUIMM  IPOEKT, PYKOBOAUTEISIMH
nojpaszesenuil, KOTOpsIM B IPOEKTe IIpHKasa IpelyCMaTpUBAaIOTCA TOpYHeHHS,
npopeKkTopaMy (B COOTBETCTBHM C paclpelieieHueM 006s3aHHOCTE), HAYAIBHUKOM
OTHeNa OpraHM3al[MOHHOM M KaapoBoil paboThl. Bo3pakeHus IO MPOEKTY MpHKasa,
BO3HHKAIOIIME NPHU COTIACOBAHHUH, YIUTHIBAIOTCA NMPHU BU3UPOBAHMM U HU3JIAraroTCs
B JIACTE COITACOBAHMS B CTOJOIE «3aMedyaHMsi K MPOEKTy IpHKa3ay», MpuiiaraeMon
K TpoekTy (npuoxerue Ne 6).

Ecii B IIpoLiecce COracoBaHMsl B IPOEKT NpHKasa ObUIY BHECEHBl H3MEHEHMS
NPUHIUIKAIGHOTO XapaKTepa, TOTOBUTCSA HOBas Pelaklys IPOEKTa ¢ IOBTOPHLIM
COIJIaCOBAHUEM.

ITpoekThl IpUKa30B (QUHAHCOBOTO CONCPXKAHMA BU3UPYIOTCH  ITIABHBIM
GyXraaTepoM WM 3aMEeCTHTeJIeM INIaBHOro OyXranrepa.

JlaToli IIpuKa3a sBJSAETCS JaTa ero INOAMHCaHMS.

TlprKasel (PAcTIOPsDKEHMUs]) HyMepyIOTCsS CKBO3ZHOH HyMmepalued, HauyuHas
C eAMHHUIB], B IIpejenax KajJleHAapHOoro roia; NpUKassl Io OCHOBHOH J1eATEIHLHOCTH
TAYV JII0 VPO PB HymepyroTcs OTAENBHO OT INPHUKA30B M0 KaJpaM M IO JITIHOMY
COCTaBY.

Eciu Komu# NPHKA30B MOUIEXAT pacchlike Oonee YeM YETHIpEM ajpecaram,
HCIIOJIHUTEIEM MpHKa3a COCTaBIIAETCA M MOMIMHMCHIBAETCS JIUCT PACCHUIKH. Ipuxkas
UMeEET CAEAYIOHe PEKBU3UTHI:

— TOJIHOE HAaUMEHOBaHUE YUPEKICHMS,

— HauMEHOBaHMe BHUJA JOKYMEHTa,

— Jlata IpHKa3a MedyaTaeTcsi CIOBECHO-LI(pPOBEIM criocoboM, HOMEP COCTOUT
u3 3Haka Noe  TOpsiAKOBOTO HOMEpA IpHKasa. 04-01/52

3aroJIOBOK JOJDKEH KPaTKO M TOUHO OTpaKaTh COAEPIKaHNe TeKCTa IIPUKasa.

3aroJI0BOK, COCTOSIIHI W3 ABYX M 6ojiee CTPOK, TE€YaTacTCs TOJyXXHUPHBIM
mpudTom depe3 1 MEXCTPOUHBIH MHTEpBal, C npornucHoil GykBbl Ge3 ab3alHOro
OTCTYyIIA.

3arofI0OBOK K JOKyMeHTaM, O(QOpMIICHHBIM Ha OnaHKax ¢ IpOJOJBHBIM
PACIIONIOKEHHEM PEKBU3UTOB, BRIPABHIBACTCA 110 LICHIPY.

TexcT mpuKaza OTHAEISETCS OT 3arojioBKa 2-3 MeXXCTPOYHBIMM HHTEpBajaMu
u rmeuataercs impudTom pasmepoMm Ne 14 uyepes 1,5 MEXCTPOUHBIX HHTEpBala
CTaHAapTHBIM ab3aI[HBIM OTCTYIIOM 1,25 cM OT JieBOii TpaHHIBI TEKCTOBOIO TOJ,
BBIPABHUBAETCS 110 MIMPUHE TEKCTOBOTO MOJIL.

TekcT pHKa3a MOXKET COCTOSITH M3 2 yacTeii: KOHCTATUPYIOIIEH (mpeamOyJib1)

H PACTIOPSIIUTENLHOM.
B KOHCTAaTHpYIOIleH YacTH KpaTKO M3JararoTei menw W 3anavu,

dhaxThl
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W COOBITHS, TOCTYXUBILHE OCHOBaHWEeM U1 W3aHMs mpukaza. OHa MOXeT
HAYMHATHCS CIOBaMHU: «B mensx...», «B cooTBeTCTBHH...», «Bo ucnonHenue...» U T.4.
Ecny mpuka3 M3/1aeTcs Ha OCHOBAHWUM APYrOro JOKyMEHTa, TO B KOHCTaTHpPYIOUIeH
YaCTH YKa3bIBA€TCsl HAMMEHOBaHUE 3TOTO JIOKYMEHTa B COOTBETCTBYIOIIEM HaZexe,
ero J1ata, HoMep U 3aroJoBOK.

[MpeamOyna B MpHKa3ax 3aBeplIaeTcs CIOBOM «IIPUKA3pIBaIO», KOTOpPOE
neuyataercss nponucHeiME Oyksamu (IIPMKA3BIBAIO) 6e3 paspsaku C HOBOH
CTPOKH OT ab3ana.

PacnopsiautenbHas 4acTh npuKasza COIEPKUT IiepevrciIeHue
TIpeITUCHIBAEMBIX JSHCTBHUI C yKa3aHHeM HCIIONHHUTENS KaXA0ro ISHCTBUS 1 CPOKOB
HCIIOJTHEHHUSI.

PacnopsguresibHast 4acTh MOXKET JEIHThCS Ha IyHKTHI U MOJNYHKTHI, KOTOpBIS
HyMepyIoTcsl apaGCKuMu 1udpaMu. JIeHCcTBUS OHOPOAHOrO XapakTepa MOTyT OBITH
IepednclieHs] B OJHOM IIyHKTe. B KauecTBe HCIIONHHUTENCH YKa3bIBAIOTCH
CTPYKTypHBIE TOJpa3/ieNIeHNs] MJIM KOHKpPETHBIE JOJDKHOCTHBIC JIMLA. IMocnennuii
MyHKT PACHOPSAUTENBHOH HYacTH MOXKET COJAepKaTh CBEACHU 00 oTaene WA
JIOJKHOCTHOM JIMIIE, HA KOTOPBIX BO3JIaraeTcss KOHTPOJIb 32 HCTIOJIHEHNEM IIPUKa3a.

Eciy nprka3 U3MeHseT, OTMEHSIET M JOIOJIHSCT paHee H3JIaHHbIH JOKYMEHT
HUTH KaKHAe-TO ero TOJIOKESHHUS, TO OJJMH U3 IIyHKTOB PACHOPAIUTENBHOM JaCTH TEKCTa
JOMKEH COJepXKaTh CCBUIKY Ha OTMEHsSeMBI JOKyMeHT (IyHKT JIOKYMEHTAa)
C YKa3aHMEM ero IaThl, HOMepa M 3arojoBKa. TeKCT IyHKTa MOJDKEH HavIMHATEBCH
cnoBamu: «m.1.1. V3mouTh B cileAyloleil pemakuuu...»; «IIpu3HaTh yTPaTHBIIMM
(YTpaTUBLIUMH) CHUILY...».

B npukas He ClejyeT BKIOYaTh IyHKT «lIpuKas MOBECTH O CBCICHHA...».
TMozxpaszienenus (ROJDKHOCTHBIE JIMIA), O CBEACHMS KOTODBIX MOBOAMTCH IIpHKAs,
IepedncIsIOTCs B yKasaTelle PacCBUIKM, KOTOPBIM HCIIONHUTENE TOTOBUT BMECTC
C IPOEKTOM IPHUKa3a.

Busbl COIJIacOBaHHMs BKJIOYAIOT JOJDKHOCTH BH3HMPYHOIINX, TIOMIMHCH, HX
paciudpoBKA M JaThl. BH3Bl NPOCTABIIIOTCA Ha o6GopoTe IOCIEAHETO JINCTa
TpHKa3a WK Ha OTAENBHOM JICTE COTTIaCOBAHUS (BM3MpOBAHUSA).

TToamuch COCTOUT U3 HAMMEHOBaHUs TOJDKHOCTH, IIOAIICH U €€ paciupoBKH
(MHULHANIE] UMEHM U OT4YEeCTBa, damunust). PacnmpoBka IOINHUCH pacoNaraeTcs
HA ypOBHE TOCIeAHeH CTPOKHM HaMMEHOBaHUS IOJDKHOCTH C mpobenoM MeXJy
WHHIMANAMH WMMeHH, oTdectBa M (ammnuei (A.B. WBaHoB). Ilocnenuss Oyksa
B paciiu(ppoBKe OTPaHHIUBACTCSA NPABBIM [IOJIEM.

HauMeHOBaHUE NOJHKHOCTH I1€YaTaeTcsi OT JIEBOH IpaHHIBI TEKCTOBOTO IIOJA,
HHALMAIEL 1 GaMUIIUSE — OT IIPaBOf IPaHHIBI TEKCTOBOTO IIOJIAL.

TTpukass1 (pacopsKEHHs) TOANMCHIBACT PEKTOP AV 110 UPO Pb.

[punokeHust K TpUKasy BU3HPYIOTCA PYKOBOZHTENEM CTPYKTYpHOTO
rojipasieNieHus], IoArOTOBUBLIErO NPOCKT. Ilpy HagMIHMHM HECKONBKUX IPHIIOKEHUH
IpHUNOKeHHs T Hymepyrorcs. Brecenue U3MEHEHWi B TOAMHUCAaHHBIA IIPHUKa3

He J0ITyCKaceTCA.
CoBMeCTHBIE TIPHKAa3bl JIBYX H oonee OpraHoB meyaTaroTcs Ha CTaHOapTHBIX

mucrax Gymaru Gopmara Ad.
I[Ipu opOpMIIEHHH) COBMECTHOTO TIpAKasa.

R
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— HAUMEHOBAaHUS yUpEeXIeHHUH pacnojgararoTcs Ha OJJHOM YPOBHE;

— HamMmeHoBaHue Buma gokymenta — IIPMKA3 — pacnomaraercs
HEHTPOBaHHBIM 06pa3oM (1pudT 17 MONy>KUPHBIN);

— JaTa COBMECTHOIO IPHKa3a - eIHMHasi, COOTBETCTBYET Jare OoJiee MO3IHEH
ITOITUCH;

— PErucTpaluoHHBII HOMEp AOKYMEHTa, COCTaBJIEHHOrO COBMECTHO JABYMA
1 6ojee YUYpPEXKIEHUSMH, COCTOUT U3 PErHCTPAlMOHHBIX HOMEPOB, MPHCBOCHHBIX
JOKYMEHTY KaXIBIM OpraHOM BJIACTH, IIPOCTaBISEMBIX 4Uepe3 KOCYI0 HYepPTy
B IIOPSIIKE YKA3aHUsI aBTOPOB JOKyMEHTA.

INoanucu pyKOBOIUTENEH PACIIONAraloTCsl HIDKE TEKCTAa Ha OIHOM YPOBHE.

O6pasusl  opopMieHHs  OPHKA30B M PACIOPSDKEHMH  TIPHBEICHDI
B ipuiiokeHusx Ne 4, Ne 5.

2.3.3 IIpoTokoJ

ITpOTOKOJN COCTaBIIsIETCS] HAa OCHOBAHMHM 3amuced, IMPOU3BEICHHBIX BO BPCMA
3acenmanus (COBElIaHMs), NPEACTABIECHHBIX TE3HUCOB JOKIAAOB M BBICTYILICHU,
CIIPaBOK, TPOEKTOB pelleHud u jap. [IpoTokonbl MOTYT HU3AaBaThCA B TIOJTHOM
u kpatkod ¢GopMme, IpH KOTOPOH OIyCKaeTcs XOona 0oOCYXJIeHHsI BOIpoca
1 PUKCHUPYIOTCS TOJIBKO NPHHSTHIC PEIICHUA.

TeKCT MOJHOrO IPOTOKONA, KAK IPABHMIIO, COCTOUT M3 [BYX HacCTeH: BBOJHOM
M OCHOBHO}. BO BBOJHON YACTH yKa3bIBAIOTCS WHUIMANBI, GaMUIINK NPEACeNaTes
(IpeficeNaTebLCTBYIOIIEro), CeKpeTaps, MPHCYTCTBOBABLINX HA 3aCCNaHUM H, IPH
HeOoGXOTMMOCTH, JIULI, IPUITIAIIEHHBIX Ha 3acefanue (coselanue). Eciu KomuiecTBo
IPUCYTCTBYIOUMX NPEBBIIAET 15 YeToBeK, BO BBOJHOM 4acTH MPOTOKOJA NEJIACTCH
CCBUIKA HA CITHCOK, ABISIOIIMICS HEOTHEMIIEMOM YacThiO IPOTOKOJIA, HalIpUMED:

ITpucyTcTBOBaNH: 25 YeIoBeK (CIUCOK npujiaraeTcs).

Eciu B 3acefanmy (COBEIIAaHWHW) NPHHUMAIOT ' yIacTHC MPEACTABUTEIH
pa3IHYHBIX OpraHHU3allui, YKa3bIBaeTCs MECTO paboTHI U TOIDKHOCTh KaXKAOTO JIUIA.
MHOrOCTpOYHEIE HAUMEHOBAHHUS JOIDKHOCTEH MPUCYTCTBYIOLINX MEHATAIOTCS Hepe3
OJMH MEKCTPOUHBIN MHTEPBAIL.

BBoHas 4acTh 3aKaHYMBAETCS IOBECTKOM JHs — MepedeHb pacCMaTPpUBACMbIX
BOIPOCOB B TIOPSZIKE MX 3HAYMMOCTH C yKa3aHUEM [OKIIaJUHKA T10 KaKAOMY MYHKTY
[OBECTKH MHS. BOIpOCH! MOBECTKH JHA (GOPMYIHPYIOTCA C IPEIIOTOM «O» («O6»),
[Ie4aTaloTCs OT TPaHMIIBI JIEBOT'O OIS, HyMEPYIOTCA apabCcKuMH IM(paMu.

OCHOBHAasg YacTh NPOTOKOJNA COCTOUT M3 Pa3fIesioB, COOTBETCTBYIOLIMX
IyHKTaM MOBECTKH AHA. TeKCT KaXoro pasjena CTpouTes Ho cxeMe:

CIIYIIAJIM:

BBLICTYITWJIM:

TTOCTAHOBUJIU: (uiu PEIMIIN:)

OCHOBHOE COJIepXKaHHue JIOKIanoB M BBICTYIUIEHHI BKIIOYaeTcsl B TEKCT
IIPOTOKOJIa MM TpHIAaracTess K Hemy; B rnociaeqHeM cliydae B TEKCTE MAEIacTCA
cHOCcKa: «TeKCT BHICTYIUICHHs IpUIIaraeTcs». 110CTaHOBICHHIE (peuieHne) B TEKCTE
[IPOTOKOJIa TIe4aTaeTcs IONHOCTHIO; IpH HEeOOXOMUMOCTH MPUBOIATCA HUTOIM

TOJIOCOBaHMA.

—————————________;::-----I-lll-ll............l.lllllllllll.lllll
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Conmepxanue 0cobOro MHEHHS, BBICKa3aHHOIO BO BpeMs obcyXaeHus,
3alIUCHIBAETCS B TEKCTE IIPOTOKOJA IIOCHE COOTBETCTBYIOILIEro IOCTAHOBIICHHS
(pelieHns).

TekcT KpaTKOro IPOTOKONA COCTOMT M3 2 dacreil. Bo BBOJIHOIl 4acTH
yKa3bIBAIOTCSL MHUIHANE] B (aMUJIUH [IPpEACeNaTeIbCTBYIONIEr0, CEKpeTaps, B TaKXKe
MHUIMANEL 1 paMUJINM IPUCYTCTBOBABIIMX JINII.

CnoBo «IIpucyTrcTBOBaM» Il€edaTaercs OT TpaHHULBl JICBOTO  IOJI,
IIOAYEPKUBAETCS, IIOCIIE CJIOBA CTABUTCS ABOCTOYHE.

CIMCOK OTHENSETCS OT OCHOBHOM YacTH MPOTOKOJIA CIIOMIHON YePTOM.

B OCHOBHOM 4acCTH MPOTOKOJA YKa3bIBA€TCsS HOMEp BOIIPOCAa B COOTBETICTBUH
C TIOBECTKOM JHS, COJIEp)KaHUe BONPOCca U NPUHSITHIC PEIICHUS.

HauMeHOBaHHE BONPOCa HyMEPYeTCsi PHMCKOW UHMGpOH M HaYWHACTCS
c mpemiora "O" ("O6"), nevaTaeTcs HEHTPOBAHO H IMOAYEPKHBACTCA OIHOI UepToH
HIDKe TIOCTICIHEeH CTPOKM Ha PacCTOSHHUHU He Ooyiee OJHOTO MHTEpBaia. ITon ueprou
yKa3piBatoTCs (GaMUIM{  JIOJDKHOCTHBIX JIMII, BBICTYIHBIIHMX TNPH o0CyXAeHUH
naHHOTro Bompoca. damuny redararoTcs epes 1 MEXXCTPOYHBIN HHTEPBAL.
Hanpumep:

TTOBECTKA JHAI:

1. O dopmupoBanun Ijiana paboOTEl Ha 2021 r. Jloxiagyuk - HIPOPEKTOp
1o yue6Ho-meTonmueckoii padore N.1O. CHHrI30B.

2. O HOArOTOBKe COOPHHMKA TPYAOB MHCTUTYTa. JOKIA/[4MK — yUCHBIH CeKpeTaph
M.B. Upxabaena.

3aTeM yKa3biBaeTcsi IPHUHATOE TII0 BONPOCY PCHICHHE (1 pe3ynbTaThl
rOJIOCOBAHUS).

ITpoToKon  NOAMHUCHIBAETCS — MPEACENaTeNbCTBYIOIMM  Ha 3acellaHuy
u cekpeTapeM. JlaTol MpOTOKONA SBJIACTCS AaTa 3aCCAAHMS.

[IpoToKoNaM MPHCBAaUBAIOTCs MOPSIAKOBbIE HOMEPa B IIpenenax KaJICHIapHOIo
rofa OTHENIBHO MO KA 0¥ IPpyNIle POTOKOJIOB 10 HOMEHKIATYPE ACIL.

IlpuHsATbIe pEIIeHUs HOBOAATCS JO JACIIONIHUTENIEH B BHAC BBIIHCOK
w3 nporTokonos. Komuu TPOTOKOJOB — IIpH HEOOXOIUMOCTH  PacChlIaroTCs
3aMHTEPECOBAHHBIM JIMLAM B COOTBETCTBHM C YyKa3aTeIeM pacCBUIKH; yKa3aTellb
COCTABIsET M TOMMHUCHBAET OTBETCTBEHHBIH HCIOTHATENb  NOJPA3NCICHUA,
rOTOBHBILIETO PACCMOTPEHHE BOIIPOCaA.

ITpoTOKOJBI NeYaTaloTCs Ha CTaHAApTHBIX nucrax Oymaru Qopmata A4
mpudrom Times New Roman pasmMepoM Ne 14 ¥ UMEIOT cleAyIole PeKBU3UTBL:

Hanmenopanue nokymenta - cinoBo IIPOTOKOJI neyataercs OT rpaHULbl
BEPXHETO IT0JIsl IPOIHCHBIMHU GyKBaMH B Pa3spAlKYy, NOIYXHAPHBIM mpudTom Ne 17
¥ BEIPAaBHUBAETCH 1O LIEHTPY .

Bun 3aceiaHus (COBEIIaHWs) OTACNACTCS OT NpeibIIyIIero peKBU3UTA
2 MeXCTPOYHBIMHM HHTEpBallaMH, IICIaTacTC [OTY)XMPHBIM IIpUGTOM Hepes
1 Me)XCTpOUHBI HHTEPBA ¥ BRIPABHUBACTCA 110 LIEHTPY.

MecTo  HpOBEIEHMs  3acelaHHA (coBelanus)  yKa3bIBaeTCH (ipu
HEOGXOMUMOCTH), y KOro MpOBOIMIOCH COBCLIAHHE, BBIPAaBHHBAETCs II0 LEHTPY

[V

1 OTIENSIeTCS OT PEKBU3UTA «BHUI 3aCCAaHM5» NUHEHKOMH.
Jlara, HOMEp TPOTOKOJIA odopmiseTcs CJIOBECHO-LU(POBEIM  CIIOCOOOM

—<_
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U TiedyaTaeTcs uepe3 2 MEXCTPOYHBIX HMHTEepBaja HMXKE IPEeABIAyIIero pEeKBH3HTA.
Homep mportokona medaraercs apaObCKkuMu LHUGpaMuM M COCTOMT H3 3HaKa
Ne 1 mopsiAKOBOro HOMepa IMPOTOKOJIA.

OcHoBHas 4acTh MPOTOKOJIA IeyaTaeTcsl 4epe3 1,5 MeXCTpOYHBIX HHTEpBaJIa.

IMoamuce oTAENsAeTCS OT TeKCTa 3 MEXCTPOYHBIMU UHTEpBalaMU U BKIIFOYaeT
HalMeHOBaHHe JIOJDKHOCTH IPeCeNaTeNbCTBOBABLIETO Ha 3aceaHHM (COBEIIAaHHH),
€ro JIMYHYIO MMOAMNKICH U €€ paclIn(ppoBKY.

HaumeHoBaHHE HODKHOCTH IeUaTaeTcs OT JIEBOH I'PaHMIIBI TEKCTOBOIO IMOJIA
yepe3 1 MEXCTPOYHBIA MHTEPBAI M LEHTPUPYETCS OTHOCHTENBHO CaMOi JUIMHHOH
CTPOKH.

PacumdpoBka TOAMMCH pacionaraeTcs Ha YPOBHE IIOCIHeJHEeH CTPOKH
HaUMEHOBAHHsd JOJDKHOCTH C MpoOeroM MeXAy HWHHIMalaMHd HMEHH, OT4YeCTBa
1 dbammueit. ITocnenuss Gyksa B pacuH(ppOBKe OrPaHMYUBAETCS NIPABOH rpaHHIeH
TEKCTOBOTO IOJIA.

OG6pa31ikl MPOTOKOJOB IpHBeieHb! B pHyoxKeHuax No 7 i Ne 8.

2.3.4 Cny:xxeOHasl MICPENHCKA

CiyxebHas IepenucKa - paslM4Hble BHABl OQUIHANBHBIX JIOKYMEHTOB
HH(OPMAIMOHHO-CIIPABOYHOIO  Xapakrepa,  HCIOJB3YeMbIX Ui oOMmeHa
uHdOpMAaIMell B IesTeIbHOCTH OPTaHOB BJIACTH, OPraHU3allii H TpaX/iaH.

Bupl 1eT0BOii HepelicKl ¥ HX Ha3BaHUs - JeloBoe (CiyXeGHOE) IHCHEMO,
tenerpamma, (axcorpamma (daxc), TenepoHOrpaMMa, IJIEKTPOHHOE MHCHMO
(3NIEKTPOHHOE COOOIIEHHE) - CIIOXKHIUCH B 3aBUCHMOCTH OT crioco0oB Tepenayu
JenoBoil  MH(pOpManpHM: MO KaHajgaM II0YTOBOM CBA3H WM  IIOCPEJCTEOM
DIEKTPOCBS3H.

JlenoBoe (ciTyxeGHOE) MUCBMO - MOKYMEHT HMH(OPMAIHOHHO-CIPABOYHOTO
xapakTepa, HampasisieMbiii TAY IO PO PB, [0omKHOCTHBIM JIMIIOM ajpecarty
(opraHu3alMy WM JIHILY) TI0 ITOYTOBOH CBA3H.

Crnyxebnsie mucbma I'AY IITTO PO Pb rotoates:

— B BHJe WHUIWATHBHBIX U OTBETHBIX IHCEM;

—  KaK CONpPOBOJAMTEINBHBIE MUCBMA K IIPOEKTaM.

ITpu odOpMIIEHHH CITY’KEOHBIX [IMCEM HCHIOJB3YIOTCA PEKBU3UTRL:

— smbnema Pecryonuku bamkopTocTaH;

—  IIOJIHOE€ HAUMEHOBAHHE,;

—  JIOMKHOCTB JIMIIA, TOANKCABIIEr0 JOKYMEHT;

—  CIpaBOYHBIE JaHHbBIC,

—  ajpecar;

—  jaTa JOKYMEHTa;

—  perMcTpalMOHHBIA HOMEp NOKYMEHTa,

—  CCBUTKA Ha PerHCTPaliHOHHBIN HOMEp H IaTy MOCTYIHBIICTO JIOKyYMCHTA;

—  TEKCT JOKYMCHTA; \

—  OTMETKa O MPUIIOKECHUH,

— BHU33;

;—
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—  TIOAIIHCE;

— orMetka 06 ucnonuutene (PUO, Ne renedpona — 8 mpudTom).

ITucebMa (QUHAHCOBOrO XapakTepa, a Takxe HHCbMa, COJlepiKallue
o0s3aTenscTBa  (rapaHTUiiHbIE  [HChMa), 3aBEpsIOTCA  repOOBOM  Ie4yaThio
AV OI10 PO Pb.

CrnyxeGHBlE TIMChMa II€YATAIOTCS Ha ONaHKe YCTAHOBIEHHOM (OpMBI
mpudrom Times New Roman 14, 15 — B 3aBUCHMOCTH OT 00beMa JOKYMEHTA.

Ipu opopmieHnn  mUchbMa Ha JByX MM Oojlee CTpaHHIAX BTOpas
U TOCIELyIOlHe CTPAaHUIBI HyMEpYIOTCS  IIOCEpeAMHEe BEPXHEro IIoJist JIMCTa
apabCKUMU 1A (PpaMU.

CpoKH TIOJrOTOBKH OTBETHBIX CIYXeOHBIX IHCEM  YCTaHaBJIMBAIOTCS
pesomoiein pekropa ['AY JIIO MPO Pb Ha ocHOBaHMHM HMMEIOIIUXCS CPOKOB
MCITIOJIHEHUS TIOPYYEHHH, 3alIpOCOB MJIH M0 PEIEHUIO aBTOPa PE3OIIOLIUH.

TekcTbl OTBETHBIX CIYXEOHBIX THCEM JOJDKHBI TOYHO COOTBETCTBOBATH
3amaHuaM, 3aQUKCHPOBAaHHEIM B pesoyolmsix pexropa I['AY IIIO MPO Pb.
B TekcTe OTBETHOIO MHACHEMa He YKa3bIBAETCSI HOMED M JlaTa UCXOMSIIErO IMChMa, IS
JTOTO €CTh PEKBU3UT Ha OJaHKe IHChMa.

CpoKH IIOATOTOBKM WHHIMATHUBHBEIX CIY)XEOHBIX IIHCEM OMNPENeNIIoTCs
PYKOBOJMTENSMH CTPYKTYPHBIX IO/Ipa3/eIICHHH.

TekeT MMCHMA M3JaraeTcst OT 3-To JIHIA eauHCTBeHHOro uucna («ObmecTBo
He CUHTaeT BO3MOXKHEIM..», «OOGLIECTBO MpeyiaraeT...» U Ap.) MM OoT 1 —ro yHIa
MHOecTBeHHoro uncia («[IpocuM nmpepocTaBuTh MHpOpMaIo...», «HampasnseM
IIPOEKT...» ¥ Ip.).

[Ipu COCTaBJIEHWY CIyXKeOHBIX, AENOBBIX M KOMMEPHYCCKHMX ITHCEM MOXHO
HCIIONB30BaTh HAbOp cTaHIapTHHIX Gpas.

I{nist 06BsICHEHUsT MOTHBOB TOTO MJIM UHOI'O JASHCTBHS, TOM WM MHOH peakuuu
JICHIOJIB3YIOT CIIEAYIOIIE BEIPaXKCHHU !

— B nopsike NpoBeeHHUs] COBMECTHOH paGoTHL. . .;

— B coorBeTcTBAM ¢ BamuM MUCEMOM;

— B COOTBETCTBUH C TPOTOKOJIOM. ..}

— B otBer Ha Barie obpaiienue. . .;

— B monTBepskaeHne Halleldl JOrOBOPEHHOCTH. . .

— B nensx yCHJIEHUS! OTBETCTBCHHOCTH. . .}

— Ha Bare oOpalieHue. ..

Eciu COCTABNIAIOT MHCEMO-TIPOCEOY, TO HCTIONB3YIOT TAKUE BBIPAXKEHL-

— IpocuM OKa3aTh COAEHCTBHE. . .;

— IIpocuM BEICATh B HAlI aipec. ...

— IlpocuM OpUHATH y4acTHE. ...;

— IIpoiy IpHHATE MEpPEL. ...

— Tlporlity IPHHATH K CBEJEHHUIO. . .

— Ilporuy 1oBECTH 10 CBEAEHHU. .;

— ITpouiy TMKBHAUPOBATE 330KCHHOCTD. . .

ConpoBOAUTENIbHBIE TNCHMA OOBIMHO HAYMHAIOT CO CJIOB!

— HamnpagsisieM HHQOPMALHMIO. . .5

— BosBpalaeM CpaBOYHbIE MATEPHATIBL. . .5

;—
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— BricputaeM noamnvcanHeli ¢ Hanieil CTOPOHEI JOTOBOP. . .;

— IlocrutaeM crpaBOYHYIO JIUTEPATYPY...

IMTuceMa-noATBEPKACHNA HAYUHAIOTCS TaK:

— IloaTeepxaaeM. . .;

— C 61aroiapHOCTBIO IOATBEPKIAEM. . .;

-T'AY JITIO PO Pb nmoxareepxaaer. . .;

—B nuceMax-HalmoOMUHAHUSIX UCHOIB3YIOT TAKUE MOJIEIIH!

— HammomunaeMm, 4ToO...;

— Hanomunaem Bawm, uTo...

B nuceMax-u3BeIieHUsIX — TAKHE MOLENH:

— Coob1iaeM, 4To...;

— CraBuM Bac B U3BECTHOCTS, 4YTO...

ITHchMO-TapaHTHs MOKET COepIKaTh cleAytomue Gppasbl:

— Omnaty rapaHTUPYEM. . .;

— CpoKU BBEINOJIHEHUS FapaHTHPYEM. ..

ITnceMa-TIpUTIalieHHs MOXKHO HaYHHATH CO CIIOB:

— Ilpurnamaem OIpHUHATE y4acTHe. ..

— Ilpocum HanpaBHUTh NPEACTABUTETIS. . .

Otka3 B Ipoch0e U OTKJIOHEHHE NPEIOKESHISI CTPOAT MO TAKUM MOJCTIAM.

— Barmte npeiyioxXeHHe OTKJIOHAETCS 10 CISAYIOIIUM IIPUIHHAM. . .;

— HampasneHHBIH B Halll aapec MPOeKT IlaHa COBMECTHRIX JIeICTBUI1 M3YyUCH.
CuuTaeM ero HEMPUEMIIEMBIM 110 CIIEAYIOMIUM IIPHIHNHAM. ...

—Ha Bamre ofpamienue 0 COBMECTHOH paboTe CUUTaeM. ..

3aKITIOYMTENBHEIMI CJIOBAMM TEKCTA MHChMa MOTYT OBITH ClIe/TyOLIHe!

— V6enurensHo npocuM Bac BEIIEIUTS...

_ V6eauTensHO IPOCHM HAlpaBUTh B HAIIl aipec HH(GOPMALIHIO;

— V6eaurensHo mpocum Bac He 3aIepKUBaTh OTBET;

— IIpocyM U3BUHMTE 32 3a[IePXKKY C OTBETOM.

TekcT MHChbMa, KaK IIPaBHIO, COCTOMT M3 IBYX dacred. B 1epBOi 4acTu
W3naraeTcss IPUYMHA, OCHOBaHME WM OOOCHOBaHHME COCTAaBICHHA IHCBMA,
IPHBOJIATCS CCBUIKK HA JIOKYMEHTBI, SIBIISAIONIHECS OCHOBAHUEM IOJTOTOBKH MUChMa.
Bo BTopoil yacTH, HauMHaroulelics ¢ ab3ana, MOMEIIAtOTCs BEIBOJBI, TPEIIOKCHIA,
MpOCHOBI, pelIeHUs U T. 1.

JlaToit mchMa ABJIAETCs JIaTa ero IOAMUCAHMA.

ITpaBo TOAMMCH CHyXeOHBIX NHCEM YCTaHABIMBACTCA B COOTBETCTBHU
¢ pacrpejieieHreM 00SA3aHHOCTEH, B MONOXKEHUSX O CTPYKTYPHBIX roapa3ieeHusX,
B JOJKHOCTHBIX HHCTPYKLMSX, B HasBaHHBIX JIOKyMCHTax JOIDKCH OBITH
IpeyCMOTPEH HOPSIOK IIOANHCAHKs NPy OTCYTCTBHH PYKOBOJISIIUX JOIDKHOCTHBIX
TULL.

Kak npaBiiio, TEKCT NHCbMa HadHHAeTCA C YBAKHUTENHHOIO OOpaleHUs
K aJipecary, KOTOpOoe [eYaTaeTCsl HEHTPUPOBaHHbIM criocoOoM, HallpuMep:

VBaxxaeMBIN !

)

[ocie obpallleHus Hepel TEKCTOM IHChMa MpoIyCcKaeTcs MycTas CTpOKa.

;—




43
O6paszer oopMieHus nicbMa IpuBoanTca B IIpunoxenun Ne 3.
2.3.5. lokyagHasi, ciry:ke0Hasi, 00bSICHUTETbHAS 3AIIHCKI

JloksafHas 3alKucKa — TOKYMEHT, aJpECOBAHHBIN PEKTOPY T'AY OI10 UPO Pb
MOXET  COJepaTh  M3JIOKeHHe  Kakoro-nmbo — Bompoca € BBIBOJAMH
U NIPEJUIOKEHUSIMH.

JloxaHas 3arucKa JOJDKHA COJEep)KaTh PEeKBU3HTHI: afpecar, HaUMEHOBAHUE
JOJKHOCTHOIO JIMIIA, HAMHUCABINEro e€e, CIPYKTYpHOIo IIOApasfeieHust, Hary
HamcaHus, TeMy. TeKCT JOKIaAHOM 3alUCKU COCTOUT U3 JIBYX CMBICJIOBBIX YacTen:

— B BOJHOM YaCTH H3NATAOTCS IMPHYHUHEI, (GAKTH U COOBITHS, IIOCIY KUBIINE
II0BOJIOM JJISI HAITUCAHKsI,

—  BTOpas YacTh JODKHA COAEPIKATh BHIBOJBI U MPEIIOKEHIS O KOHKPETHBIX
JIECTBUSX.

ITpy npencraBieHHH HHpoOpManku 00 MCIIOIHEHUM Kakoro-imbo AOKyMeHTa
nenaercs cchUika Ha Ne u gaty oToro gokymeHnra. Ilo pesyimpTaTaM pacCMOTPEHHA
JOKJIaJHOM 3alMCKH Ha JOKYMEHTE IPOCTaBIISICTCS PE30IIOLIHSL.

CrnyxebHas 3anmucka — JOKYMEHT, aJpeCOBAaHHBIH JOJDKHOCTHOMY JIHILY,
cozepanuii npock0y pabOTHUKA WK 3aIIUCKa O BBIOIHCHUH KaKou-m1bo paboThl.
TekcT citykeGHOM 3aMUCKH COCTOMT 13 ABYX CMBICTOBBIX JaCTeH:

— B IIepBOii YacTH IIPUBOJRHUTCA OOOCHOBAHUE, TO €CTh H3JAraloTCs IPHIHHbI
COCTABJIEHHA CITy)KeOHOM 3aIHCKH;

— BO BTOpPOI1 YaCTH MEPEeXOHAT K NPEATIOKESHUSAM, 3asiBKaM, mpocs0aM U T.[.

JIOMKHOCTB, WHUAIKAIE! M (aMUiIus JIHLA, KOTOPOMY aapecoBaHa ciyxeOHas
3anMCKa, YKA3bIBAIOTCS B J@TeNIBHOM majexke. TekcT HaunHaeresd ¢ obparteHus
K JOJDKHOCTHOMY nmiy. K ciy)xeOHOH 3alMcKe IMPUNAraroTcesi MOATMHHHAKA BCEX
IOKYMEHTOB,  OTPaXXEHHBIX B €€  COoJepKanuun B XPOHOJIOTUYECKOI
[HOCTIeIOBATEIFHOCTH. B35l NPOCTABISIOTCSA Ha JIMLIEBOM CTOPOHE MOCICIHETO JIMCTA
IOKyMEHTa MOJ IOJNHCBIO, OMKe K HIKHEMY IIOJIO. O6pazeny oGOpMIIEHHUS
ciyKeGHOH 3alUCKU TTPUBOAUTCA B IIPUTOKCHHUAX Ne 9, No 10.

OGbsCHUTEbHAS 3alicKa - JOKYMEHT, OOBACHSIOIINI IPHIMHBL KaKoro-jinbo
npoucinecTsys (HeficTeus, Qaxra), COCTaBJIsAIEMbIil paGOTHUKOM H NIPEeNCTaBIISIeMBIH
BBILIECTOALIEMY JOJDKHOCTHOMY JIUILY.

TexcT 06BICHATEIHPHOMN 3aIMCKH COCTOUT K3 ABYX CMBICTIOBBIX JacTeH:

— B mepBoil YAaCTH wW3IararoTcs (aKThl, TOCTYXUBIIME TOBOAOM X ee
HaMUCaHUIO,

— BO BTOpPOM - TIPHUBOASATCS TPHIMHBL, OOBACHSIOIINE CIIOXXUBILIYIOCSH
CHTYAIHIO HJIH IPOH30IIE e COOBITHS.

JoKNafHbIE, CIy)KeOHbIE, O0BACHUTEBHBIC 3AIIMCKH, aJipeCOBaHHBIE PEKTOPY
T'AY JIIO PO PB, mepenatoTca CEeKpeTapio A perucTpaluy M Inepefadu Ha
paccMOTpPEHHE.

B COOTBETCTBHH C PE30JIIOLIEH JIHIa, PACCMOTPEBIIEro JIOKyMEHT, IoKJIanHas,
ciyxe6Has, OOBICHUTENbHAS 3aIMCKH HATIPABJIAIOTCA cexperapem I'AY JITIO PO

PD Ha ucHoJHEHHE.
Vuer komudectBa NOKymeHTOB IO I'AY 10 PO PbH B menom u 10

R
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OTJEABHBIM T0Ipas/ielieHusM BeaeTcs ¢ nomolso COJIJI.

2.3.6 AKT

TexcT axTa, MOATBEPKAAIOIIErO JeUCTBUE HIIH COOBITHE (HAIpUMep, neperady
OT OIHOIO JHLA APYroMYy MaTepHaNlbHBIX LIEHHOCTEH), COCTaBisieTCs JIOABMH,
OCYIIECTBIISIOMMMU 3TOT NPOLECC.

Ecnu co3maHuio akTa NpeAllecTBOBAJIa, HanpuMmep, NOpoBepKa, TO OH
COCTaBIISIEeTCS] HECKOJIBKUMH JIMIaMHU (KOMHUCCHEH).

TexkcT akTa MOKET COCTOATh M3 JBYX 4acTeil: BBOJAHOM H OCHOBHOH
(KOHCTaTUPYIOLIEH).

Bo BBOZHOI YacTH aKTa YyKa3bIBAeTCs paclOPSAUTENbHBIA TOKYMEHT, Ha
OCHOBAHHH KOTOPOT'O aKT CO3aeTcsi, €ro HoMep M jara. ECi Takoro NOKyMEHTa He
OBLTO, IIEpBas YacTh OIyckaeTcsl. Bo BBOJHOM 4acTH HAa3BIBAIOTCS COCTABUTCIIH aKTa
(ecnu aKT coCTaBISIICA KOMUCCHEN - IPEACEATENb U YICHBI KOMHCCHH).

ITpy mepedyuciIeHNH JIHL, yJaCTBOBABLINX B COCTABIICHUM aKTa, yKa3bIBatoTCA
HauMeHOBaHHUs HOJDKHOCTeH, ¢(ammwiuu U HHULNHAnsL IlepBBIM  yKa3bIBaCTCH
IpeficefaTeNlb KOMUCCHH. B HEOOXOMMMBIX Clydasx MAOMyCKacrcs yKasplBaTh
Ha¥MeHOBaHUe opraHmsauu (Mecta paboThi), CBeieHHA O JAOKYMEHTax,
YIOCTOBEPSIONIUX JTHYHOCTh, TOJHOMOYHS JIMII, y4acTBOBABIIMX B COCTaBICHHU
aKTa, ¥ UX ajpeca.

DaMUIUY 9IeHOB KOMICCHH PaclojlararoTcsl B al(paBUTHOM TOPSJIKE. Cnosa
«OcHopanuey, «IIpeacenarens», «LIeHs KoMUCCHI», «lIpHCYTCTBOBAIN» IHIIYTCA
¢ TIpONUCHO# OyKBEI OT ab3ana.

B OCHOBHOI YaCTH aKTa M3JaraloTcsa yCTaHOBJIEHHbIE (HaKThl, a TAKIKE BHIBOJBI
1 3aKmrouenusi. TeKCT aKkTa 3aKaHYHBAeTCsl CBEACHHMSIMH O KOJIHYECTBE SK3CMIIIPOB
akTa M MecTe HX HaxoxaeHHd. KOoNW4ecTBO JK3€MIUIIpOB aKTa ONpeAciIAeTCHA
KOJMYEeCTBOM 3aMHTEPECOBAHHBIX CTOPOH UJIM HOPMaTHUBHBIMHU

JTOKYMEHTaMHM, PerTIaMEHTUPYIOUIMMH COCTABJICHUE aKTa.

Hanpumep:

CocTaBlleH B 2-X 3K3eMILIIpax:

1-i sK3eMILIAp - OyXTrajTepus,

2- {i 3K3eMILIAp - KOMMEPYECKUN OTHEI.

IIpuMep cOCTaBIEHMS aKTa IPEICTaBIIeH B IPUIOKCHIN No 11.

J[ns  TOArOTOBKM  JIOKYMEHTOB,  COCTaBICHHBIX IO OJHOTHUIIHBIM,
[IOBTODSIOIMMCSL ~ CUTyalusM  (TIpHKaspl IO JTHIHOMY cocTaBy, HOTOBOPBI
0 mepemaue JOKyMEHTOB Ha TOCyJapCTBEHHOE XPAHCHHC, aKTBI 00 YHHYTOXEHUHU
JTOKYMEHTOB), PEKOMEH/1yeTCs IPUMEHST yHU(HUIHAPOBAHHBIE (POPMEL.

3. OPTABM3AIIMSI JOKYMEHTOOLOPOTA N NCIIOJIHEHN I
JOKYMEHTOB
3.1. lIpuHUHNbLI OPraHH3AUNH AOKYMeHT0000pOTa

3.1.1. JIpwxeHue TOKYMEHTOB B AV 10 PO Pb ¢ MOMEHTa X CO3MaHMA

U  [OJIYYEHUI 0  3aBCpIICHMA WCIIOJIHEHUST  HJIH OTIIPpaBKH 06pa3yeT

;_
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JIOKYMEHTOOOO0POT.

B TAY MOIIO HWPO PbH ycraHaBauBarOTCs CICIYHOINHE NPHHIHIIBI
B OpraHu3alny JOKyMEeHTo00opoTa:

—  leHTpalu3alys onepalyil no npueMy ¥ OTIpaBKe JOKYMCHTOB;

— opraHusangs ~ [pPEIBapUTENEHOIO  PacCMOTPEHUS MTOCTYTHAIOIHX
JIOKYMEHTOB;

—  OAHOKPATHOCTb PETHMCTPallly JOKYMEHTOB;

—  ycTpaHeHHe HeOOOCHOBAHHBIX COIIACOBAHUII NPOEKTOB NOKYMCHTOB;

—  perNiaMeHTaIus orepaluii no o6paboTKe, paCCMOTPEHHIO U COTIaCOBAHHUIO
JIOKYMCHTOB.

B nmoxymentoobopore I'AY JIIIO HWPO Pb BpgendroTes Cleayrolue
JIOKYMEHTOIIOTOKH

—  [OCTyIaroLlas JOKyMeHTalus (BXossmas)

—  ormpasiseMasl JOKyMeHTals (ucxomamasn);

—  BHYTPEHHSS JOKYMEHTALHs.

ITopsAnoK TMPOXOXKAEHHs JOKyMEHTOB M ONEpallid, MPOBOAMMEBIC C HHMH
g TAY JIIIO PO PB, pernaMeHTHpPYIOTCS HAaCTOsILIEH HHcTpyKIUeH, MOJI0KSHUIMHI
O CTPYKTYPHBIX TOAPa3IeeHHusX W [NOJDKHOCTHBIMA HMHCTPYKLUAMH COTPYAHHKOB
T'AY OI10 1PO Pb.

3.2. Opranu3anusi JOCTABKH JOKYMEHTOB

3.2.1. JloctaBka nokymentoB B I'AY [IIO HUPO PbH ocyuecTBlIseTcsi, Kak
TIpaBHJIO, CPEICTBAMH MOYTOBOH, 3TIEKTPOHHOM CBSI3H H KyPHEPCKOM.

C momompio mouroBoil cBs3su B T'AY IO VPO Pb pmocraBmgeTrcs
IUCHMEHHAsl KOPPECTIOHIEHIMs B BHIE IPOCTBIX M PErHCTPUPYEMBIX IHCeM,
TIOYTOBBIX KApPTOUEK, GaHAepoIel U MEJIKUX IIAKETOB, a TAKXKE MEUaTHBIC H37aHus.

3.22. Tlo xaHamaM DIEKTPOHHOM CBSI3H IOCTYIAIOT: (bakcorpammel,
Tene(hOHOrpaMMBbl, 3IEKTPOHHEIE JOKYMEHTEL.

3.2.3. DieKTpoHHblE COOOUIEHMA, MOCTyNalomue Mo CHCTEME CMD /1
IPYHMMAIOTCA CEKpeTapeM PyKOBOAUTENA H 06pabaThIBalOTCA B YCTaHOBJICHHOM
MIOPSIKE.

3.2.4. JIOoKyMEeHTEI, IIOJIy4€HHbIC pabotHukamu [AY 1o MPO Pb
OT JOJOKHOCTHBIX JIMIl M JPYTUX OpraHu3aliy, MOIEKAT 00s13aTEIPHON Hepeaate

JUTS pETHCTPALlHH CeKpeTapio pyKOBOANTEA.

3.3. lIpuem, o6paboTka H pacnpeacjieHue IOCTYNAIOIHX JOKYMEHTOB

3.3.1. JIoKkyMeHTBI, MOCTyIaloIlne B TAY OO0 VPO Pb, npoxomirT
B TIPUEMHOIl pPEKTOpa MHEPBUYIHYIO 06paGoTKy, PErHcTpaiyio, MpeIBapUTEILHOS
paccMOTpeHHe, Tepefady PyKOBOJACTBY Ha paccMOTPEHHE, KOMHMHM IEepefaloTes
MCIIONHUTENSAM Y TIOJUTHHHUKHM ITOMEIaroTes B Iea. [Tpuem u IepBAYHAL o6paboTKa

JIOKYMEHTOB OCYLIECTBIAIOTCS CEKPETapeM pyxosojuTenst. [lepBruiHasd obpaboTKa
MPABUJIBHOCTH  JOCTaBKU

MOCTYIHUBUINX JOKYMEHTOB BKJIOUACT TPOBEPKY
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JIOKYMEHTOB U HAJIMYHS JOKYMEHTOB U IPUIOKEHUH K HUM, a TaK)Ke paclpejieiieHue
JIOKyMEHTOB Ha PECUCTPHPYEMBbIe H He MOAJIeKalUe PErHCTPalH.

JIOKyMeHTBl PErHCTPUPYIOTCS HE3aBUCHMO OT crnocoba MX JIOCTaBKH.
Peructpanust TOCTYIIHMBIIMX M CO3JaHHBIX JOKYMEHTOB OCYIIECTBJISIeTCS B ICHB
HOCTYIUIEHHs, CO3NAHUs (MOAMMCAHMS HIM YTBEPXKJEHHMsS]) TMOO Ha Clemyrolui
pabounii JieHb, €CIM HHOe He YCTAaHOBJICHO 3aKOHOJATENbCTBOM POCCHICKOM
denepanyu.

3aperdcTpUpOBaHHbIe JOKYMEHTHI IepelaloTCs CEKpeTapeM Ha pacCMOTPEHHE
pextopy I'AY JIIO WPO PB iy 1o ero pelleHHI0 HHBIM JOJDKHOCTHBIM JIHIaM
cTpykrypHbix moppasgenenuit TAY JIIIO UPO Pb. JlokyMeHTBl HMIM HX KOIHMH
C YyKa3aHMsAMH IO HCIIOMHEHHIO (PE3ONIONMAMH) IEPeJaloTCA  CEKpeTapeM
HICTIOJTHUTEIISIM.

KoHBepTHl ¢ JOKYMEHTaMH BCKpPBHIBAIOTCS (32 HCKIIOYEHMEM KOHBEPTOB
C TIOMETKOH «JIM4YHO»), IpoBepsiercs IpPaBUILHOCTH JIOCTaBKH, LEJIOCTHOCTD
YIAKOBKH HOKyMeHTOB. OIMOOYHO [OCTaBJIeHHBIC HOKYMEHTBHI II€PECBHIIAIOTCA
10 TPHHAUIEXHOCTH WM BO3BPAIAIOTCS JIOCTABUBIUEMY OTIEJICHUIO CBA3M.
KoHBepTH OT MOCTYNHUBLICH KOPPECHOHIECHINH COXPaHAIOTCA U IIPHIIAraroTcs
K JIOKYMEHTaM B CIIy4asx, €CJIU:

— aJ[pec OTIPaBUTEJIA yKa3aH TOJIbKO Ha KOHBEPTE;

— f[aTa JOKYMEHTa W [ara €ro OTIPAaBKHU COIJIACHO IOYTOBOMY IITEMIICIIO
UMeEIOT GOJIBIINE PACXOXKICHUS BO BpEMEHH;

— KOHBEpPT HEOOXOAMM B KayecTBE ONpaBAaTeNbHOIO NOKyMEHTa K pacxoAam
110 OTUIaTe KOPPECTIOH/IEHIINH (3aKa3Hast KOPPECTIOHIEHIIMS).

Ilpu oGHapyXeHMH OTCYTCTBHS HOKYMEHTOB HIIH NPWIOKEHUH K HHM
COCTaBJIETCI aKT, B TPEX dK3eMIUIpax (OJUH aKT OCTaBJISETCS CEKpeTaplo, BTOpOH
proGIaeTcs K MOCTYIHBLIEMY JOKYMEHTY, TPETHH HalpaBiAeTICi OTNPaBUTEIIO
IOKYMEHTA).

JIOKyMEeHTHI, ~ TOCTYyHMBINHE C  OTMETKOH «CpouHo»,  TepenarTcs
Ha perrucTpanuio He3aMeIIUTENBHO.

Ha mnomy4eHHOM JOKYMEHTe IpOCTaBIISETCs PEruCTPaIlIOHHBINA  [ITaMII.
PerucrpallHOHHBIM IITAMII IPOCTABIACTCS B npaBoii HIDKHEM YacTH JTALIEBOM
CTOPOHBI II€pBOJl CTPaHHULBl JOKYMEHTA. PerucTpallMOHHBIH IUTamIl CONEPXKHUT
nanMenosanue IAY JI10 PO Pb, narty, PErnCTPaliOHHEIN HOMEp U KOJIMIECTBO
crparnil. COOTBETCTBYIOIME CBEJCHUS O IOCTYMUBIIEM JOKyMEHTE BHOCATCS
B PETUCTPALMIOHHYIO SIEKTPOHHYIO KapTOUKy JTOKyMEHTA.

K roKyMeHTaM, He HOJIEXAllMM PEruCcTpaliy, OTHOCATCH JIOKyMEHTBI HE
TpebyfolMe UCIIOJHEHUs] M He  CoJepXallne uHpOPMALMY, HCTIOJE3yeMOl
B CIIPABOYHBIX LENAX, HANpHUMep: NPHUITacHTENbHbIC, HO3paBUTeNIbHEIE MHCHMA,
TeJlerpaMMBl, GHIIETH, IUIaHBL, TIPOrpaMMbl CEMAHAPOB, KoH(epeHIMH, CHMIIO31yMOB
¥ Op. TONOOGHBIX MEpONpHATHH, HOKYMEHTBI IIO OyXraJTepcKoMy  YHeTYy,
MaTepHaIbHO-TEXHUYECKOMY O00eCIedeHHUIO, IIaHOBLIC, (GHHAHCOBBIE JIOKYMEHTHI,
focTyrnalonme 6e3  CONPOBOJUTENBHOro  IHCBMA, peKJiaMHble  JIOKyMEHTHI,
KOMMepUecKie MpeUIOKeHHs, MedaTHbIC H3MaHHi, yHU(UIMPOBaHHbIE (GOPMBL H

GJIaHKH JOKYMEHTOB U JIp.
3.3.2. JIOKyMeHTBI, apeCOBaHHbIe PEKTOPY C'AY 110 NPO Pb, a Taxxe oe3

e
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yKa3aHWs KOHKPETHOTO JIMLAa WU CTPYKTYPHOI'O IOAPAa3leiieHUs IpEaBapHUTEIIBHO
paccMaTpHBalOTCS CeKpeTapeM, a 3aTeM HaNpaBIAlTCs] PYKOBOIUTEIIO WA B
TroJipa3AesieHue.

IIpenBapuTeNbHOE paccCMOTpeHHE JOKYMEHTOB IIPOBOJUTCS C  LEJBIO
pacrpeneneHusi MNOCTYMHBIIMX JOKyMEHTOB Ha TpeOyiomupe o0s3aTeNbHOro
paccMOTpeHHsI pYKOBOJICTBOM M HaIpaBisieMble HEIOCPE/ICTBEHHO B CTPYKTYpPHBIC
oIpa3/ieJIeH!s] U OTBETCTBEHHBIM MCIIOJIHUTEIISAM.

IIpenBapuTeIbHOE pPacCMOTPEHHE JOKYMEHTOB OCYHICCTBISETCHA, HCXOMs
U3 OLIEHKH X COJepXKaHus, Ha ocHoBanuu ycranosnenHoro B IAY JIIIO UPO Pb
pacrnpeneneHus 00s13aHHOCTEN.

Joxymentsl, nocrynusmume B I'AY JIIO HWPO Pb mo Bompocawm,
He TpebyrolmMM pPacCMOTPEHHsS pPYKOBOICTBOM, HAIpaBIIIOTCA  CEKPETapeM
HENOCPEJCTBEHHO B CTPYKTYpHBIe IojpasfencHus. OCHOBaHHEM I/ NPHHSATHS
penleHUss B XOAE IIPelBAapHTENBHOTO pacCMOTPEHMs ABJAETCA  COACPIKaHHE
JIOKyMEHTa, a& He aJpecoBaHHe JOKYMEHTa COOTBETCTBYIOILIEMY MOJDKHOCTHOMY
nuny.

PaccMOTpeHHBIE PYKOBOJICTBOM JOKYMEHTHI BO3BpAalllalOTCs CEKPETaplo, Iie
B JKypHaJl PETHCTPAlAM BXOSLIMX JOKYMEHTOB BHOCATCSA (GaMHIIMKM, WHHIHAIIBL
UCIIOJHUTENEN U COJiepXKaHKe PE3OJIIOIUH, 3aTeM KOIUs NOKyMEHTa MepelaeTcs Ha
ucnonHeHue. IToUIMHHUK JOKYMEHTA [TOAIIHBaeTCs B IEII0.

3.3.3. IloctynuBiuige  TejerpaMMbl — MPUHUMAIOTCS — MOA  PaCHHUCKy
C TpOoCTaBlIeHHEM [aThl ¥ BPEMEHM IIpUeMa, PErHCTPUPYIOTCS, a 3aTeM IIepe/laroTes
Ha pacCMOTpEHHE PyKOBOJCTBY U UCIIOJHEHHE.

3.3.4. Texcrt mocTynuBiueil Tene@OHOrPAMMEL 3alHCBIBAETCS (neuaTaeTcs)
TonydJareniemM Ha GJaHKe, PerHCTPUPYETCs U OePaTUBHO MEPEacTCs pPyKOBOAUTEIIO,
KOTOPOMY OHa afipecoBaHa.

3.3.5. Ilpu nepenade 1 IpueMe JOKYMEHTOB I10 KaHAIaM (haKCHUMUIIBHOM CBS3H
HeOoGXOMUMO PYKOBOICTBOBATHCS CIIEAYIOIMMH TPeOOBaHUAMM:

— of6BeM TepeaaBaeMOro JOKyMeHTa (TEKCTa, CXEMBI, rpaduyecKoro
M306paKeHHs1), BBIIIOJIHeHHOro Ha Gymare gopmara A4 YyepHBIM IIBETOM, HE JIOJKEH
IIPEeBBIIATH 5 JINCTOB,

— OTBETCTBEHHOCTDH 3a COfepKaHHWe MepefaBaeMoi MH(pOPMAITUA BO3NIAracTCs
HAa WCIIOJHHTENS, IIOArOTOBMBIIErO JOKyMEHT K Iieperade, M HadajlbHHUKA
COOTBETCTBYIOILIETO TTOAPa3ieICHU;

— (akcorpaMMbl Ha MHOCTPAHHBIX A3BIKaX OTIPABIAIOTCA IPH HaJIMYIUHA
TiepeBoia, 3aBEPEHHOrO JIMIIOM, IOJANNCABIIIM ¢dakcorpammy;

— 3ampeliaeTcs NepeaaBarh TEKCT JOKYMEHTOB € riomeTKo# «Jjist ciryskeOHOoro
I10JIL30BaHUAN.

_ TloUIMHHAKHA IOKYMEHTOB IIOCJIE Iepefayy BO3BPAIAOTCs HCIIOTHATEIAM
C OTMETKOM 0 BpeMEHH OTIIPABKH;

— mocTynHBLIME (PaKCOrpaMMBI PETHCTPUPYIOTCS, IIEPENATOTCA azpecaTaM MoJ
pacIUCKy B JI€Hb MX TPUEMAa, CPOUHBIE — HEME/IICHHO;

— MOCTYIMBIIMA  BeClea 32 daxcorpaMMoii  TOJUIMHHMK  JIOKyMEHTa
HapasJseTcs B COOTBETCTBYIOLICE fI0pa3 el HHe-CIIOIHUTEIIb;

— (QaxcorpaMMbl Ha MHOCTPAHHBIX H3BIKAX JOCTaBIAIOTCS ajpecary 0e3
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IepeBojia.

3aKOHYEHHBIC JIeJIOIPOU3BOJICTBOM (haKcorpaMMbl CHAIOTCS HCIOIHUTEIEM
JUIS TIONIIUBKH B Jejla IepelaHHbIX (TMPUHATHEIX) (pakcorpaMM, HMEIOIIMX CPOK
XpaHeHus onxuH roi. KOHTponb 3a HCIONb30BaHHUEM (PAKCUMUIIBHOM TEXHHKH,
YCTaHOBJICHHOH B ITOApa3elIeHUsX, OCYIIECTBIAETC UX PYKOBOIUTEISIMH.

3.4. OcobGenHocTH padoThI € 3JIEKTPOHHBIMH JOKYMEHTAMH

DNeKTpoHHBIE JIOKYMEHTHI CO3JIalOTCsl, 00pabaTbIBalOTC M XPaHATCs
B CHCTEME 3JIEKTPOHHOTO0 foKkymeHTooGopoTa I'AY JITTO PO Pb.

DJEKTPOHHEIM [OKYMEHT MOJDKEH OBITH O(OpMIIEH IO OOHMM IIpaBHIIaM
IEJIOTIPOM3BOJICTBA W HMMETh PEKBU3UTHI, YCTAaHOBJIEHHBIE [IJIsI AHAJOTHYHOTO
IIOKyMeHTa Ha OyMa)>XHOM HOCHTeJe, 3a UCKJIFOUEHHeM OTTHCKA IeYaTH.

B TAY JOIIO HUPO PB HCHONB3YIOTCA SJEKTPOHHBIE IOKYMEHTHI (6e3
NPeABAPUTENBHOIO JOKYMEHTUPOBAaHUS Ha OyMaKHOM HOCHTEJIE) U 3JIEKTPOHHBIE
KOIIUH JOKYMEHTOB.

CocTaB 2JIEKTPOHHBIX JOKYMEHTOB, co3maBaeMblx B I'AY JIIO HMPO PBb,
yCTaHaBJIMBaeTCAd TIepeYHEeM JIOKYMEHTOB, CO3JaHHe, XpaHeHHe M HCIIOJIb30BaHUE
KOTOPBIX OCYLIECTBISIFOTCS UCKIIFOUUTENIBHO B (POPME 3JIEKTPOHHBIX IOKYMEHTOB IIPH
opranusauuu Buytpenseii nesrensnoctu 'AY 1O MPO Pb.

[lepeuyeHs OOKYMEHTOB, CO3JaHHE, XPaHEHHE M HCIONB30BaHUE KOTOPBIX
OCYLIECTBJISIOTCS MCKIIOUUTENBHO B (OpME 3JIEKTPOHHBIX JOKYMEHTOB IIpH
opraHusalud BHyTpeHHeit nestensHoctd I'AY JIIIO HMPO Pb, yrtBepiknaercs
pexropom I'AY JITO MPO Pb 1o cornacoBanuio ¢ YIpaBiIeHHEM II0 JejlaM apXHBOB
PB, I'KY HanmonaneHsbiit apxus Pb.

DieKTpOHHEIE JOKYMEHTbI, HAMIPaBIsieMbIe B OPTaHbl FOCYAapCTBEHHOH BIaCTH
M OpraHsl  MECTHOTO  CaMOYNpABICHHs,  TIONTMCHIBAIOTCSA — YCHICHHOM
KB DHIMPOBAHHOM 2JIEKTPOHHOMN HMOAIHCHIO JOIKHOCTHOTO nna I'AY JAI1O PO
PB, B coorBercTBUH ¢ PejlepanbHbBIM 3aKOHOM «OO0 3IEKTPOHHON MOAIHCHY.
OGpasell 2IeKTPOHHOM MOANHCH B NpHIokeHun Ne 25.

B cmcTeMe dIEKTpoHHOro nokymentooGopora B I'AY JIIIO PO Pb moryT
WCIIONIB30BAaThLCA  CIIOCOOBI  IOATBEPXKIEHUsI  AEHCTBHH € 3JICKTPOHHBIMH
JTOKYMEHTaMHM, IPH KOTOPBIX HCIOJB3YIOTCSI MHBIC BHIBI JJIEKTPOHHBIX moanMcen
B cooTBeTCTBHH ¢ PeiepanbHpM 3aK0HOM «O6 31eKTPOHHOM! ITOATIUCHY.

[TonyyeHue ¥ OTIpaBKa 3JICKTPOHHBIX JIOKYMEHTOB  OCYIICCTBIIAIOTCA
cexpeTapeM PyKOBOIUTEIS.

[Tociie MOMyYEeHHsS BJIEKTPOHHBIX JOKYMEHTOB, HMOAIMCAHHBIX SJICKTPOHHOU
IOJMUCEHIO, CEKPETaph PYKOBOJMTENS OCYIISCTBIACT IPOBEPKY JIEHCTBUTENBHOCTH
5JIEKTPOHHOM MOJAIHUCH.

[Tocine BKIOYEHHS DIEKTPOHHBIX JOKYMEHTOB B CHCTEMY SJICKTPOHHOIO
JIOKyMeHT0060p0oTa (POPMHPYIOTCS. PETHCTPAIMOHHO-YIETHBIC AHHBIC O JOKyMEHTE,
obeceurBaoIue yIOpapieHue NOKYMEHTOM, B TOM HYHCIE €ro IOUCK, NOCTyH
K JIOKyMEHTY, KOHTPOJIIb, XpaHEeHHe, MCIOJIb30BAHAE 1 IPYTrHe NaHHEIC.

JIOKyMEHTBI, CO3/1aBacMbI€ B TAY IO WPO P, u (wiM) DOCTYNHBIINE
s TAY JII0 WPO PBb, perucrtpupyiorcs B CHCTEMC 3JIEKTPOHHOTO
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JOKYMEHTOO0O0POTA C CO3aHUEM B Hel 3JIEKTPOHHOM KOIMH TAKOro JIOKYMEHTa.

Perucrpaiiys ¥ y4eT 3JIEKTPOHHBIX JOKYMEHTOB OCYLIECTBIISIFOTCSI B CHCTEME
3IIEKTPOHHOTO HoKymeHToobopoTta 'AY JITIO PO Pb.

ONeKTpOHHbIE  JMOKYMeHTHl  (GOpPMHDYIOTCS B SICKTPOHHBIE  Je€ja
B COOTBETCTBUM C HOMEHKJIATypol Jien. B HoMeHKnaType aell yKa3pIBaeTCs, 9YTO JeJI0
BeJIeTCsl B DIIEKTPOHHOM (opMe, uTo orMedaeTcs B rpade "[Ipumedanne”.

DJeKTpOHHBIE AOKYMEHTHI IIOCJIE€ HMX HCIIONHEHHS WM OTIPAaBKH IIOJAJIENKAT
XPAaHEHHUIO B YCTAHOBICHHOM IIOPSAAKE B MH(QOPMALMOHHBIX CHUCTEMaX OpraHU3alHH
B TeYeHHe CPOKOB, TIPEeIyCMOTPEHHBIX ISl aHATIOTHYHEIX JIOKYMEHTOB Ha OyMaXHOM
HOCHTEIIE.

[locne HcTedeHHWs CPOKOB, YCTaHOBIEHHBIX JUIS XPaHCHHS SJIEKTPOHHBIX
IOKYMEHTOB, OHU IIOJUIeKAT YHHYTOXKEHHIO HA OCHOBAaHMM AaKTa, YTBEPXKICHHOI'O
mupextopom ['AY JI10 PO Pb.

DNeKTPOHHBIE COOOIIEHHUS, MOCTYNAMEe 10 CHCTEME MEXBEAOMCTBEHHOI'O
5IIEKTPOHHOTO  JOKYMEHTOOOOpOTa, MNPOXOJIT  PErMCTpaluioo B - CHCTEME
3eKTpoHHOro noKymentoobopora I'AY JII1IO NPO PB, B mopske, yCTaHOBICHHOM
WucTpyKIMel mo Jenonpou3BoacTBy. CHcTeMa 3JIeKTPOHHOTO JIOKyMeHT0000poTa
T'AY OI1O PO PBb, gomxna npenycMaTpuBaTh PErHCTPALIHIO (ydeT) W BKJIIOYEHHE
B CHCTEMY 3JIEKTPOHHBIX COOOIIEHHH, OTIPABISEMBIX M MOCTYIAIOMINX 110 CHCTEME
MeKBEIOMCTBEHHOTO 3JIEKTPOHHOrO JOKyMEHTo0bopoTa.

B cootBerctBun ¢ IlonmoxxeHueM O CHCTEME  MEXBEJOMCTBEHHOTO
3JEKTPOHHOIO JIOKyMeHT0000poTa, YTBEPKACHHBIM ITocTaHOBIEHUEM
ITpasuTenscta Poccuiickolt deseparuu 0T 22 centsiops 2009 r. Ne754 (Cobpanue
3axoHomaTenbcTBa Poccuiickoit ®eneparnun, 2009, No39, ct. 4614), 31EeKTPOHHOE
COOOIIIEHHE COCTOMT M3 CONPOBOJUTENBHOH H cozlepKaTeNIbHON  4acTeu.
ConpoBoAuTeNbHAs ~ 9acTh  IIpefHa3sHaueHa  Juisl  ajpecalnt cooO11eHus,
cojiepKaTeNlbHas 4acTh MPEeICTaBIAET coboil TeKcT cooOLIeHus JUOO TEKCT
COOBIIEHHs. ¢ MPUCOSIUHEHHBIME (aliiaMy, COASPXKAIlMMH JIEKTPOHHYIO KOITHIO
(371eKTpOHHBIN 00pa3) NOKYMEHTa HIIH 9JIEKTPOHHEIM JOKYMEHT, ¥ HUX PEKBU3UTHI,
OTUCcaHHble ¢ MoMOIBIo s3b1ka XML.

IIpu 3arpy3ke 3JEKTPOHHOTO coOOILIeHHsT B CHCTEMY JJIEKTPOHHOIO
noxymentooGopora TAY IO VPO PB, pexBU3WTEHI, COJAEpKamuecsd
B coorBeTcTBylomeM  XML-gailne  3JIEKTPOHHOIO cooOmieHusi,  MOIyT
HCIIONB30BATHCS Ul 3aIlONHEHUs IIoNel PEruCTPALIOHHO-KOHTPOIFHOH KapTOIKH
HOCTYNHBLIETO JOKYMEHTA B 9JIEKTPOHHOH dopMe.

Cocrapnenne, oQopMieHHe H COIVIACOBAHHE IIPOCKTOB 3JIEKTPOHHBIX
JIOKYMEHTOB  OCYIUECTBIAETCA IO obmuM  TpaBuiaM  JelONpPOHU3BOJCTBA,
YCTaHOBJICHHBIM B OTHOIUCHHMH aHANIOTMIHBIX JOKyMEHTOB Ha OyMaXHOM HOCHTEIIC.
DJNEKTPOHHBIA JOKYMEHT HOJDKEH MMETh PEKBH3HMIRI, yCTAaHOBJIEHHbIE U1
AHAJIOTMYHOrO JOKyMeHTa Ha OyMaXHOM HOCHTEIEC, 33 HCKJIIOYEHHEeM OTTHCKa

eyaTu.
Jlna TOATBEP KAEHHUS NOITMHHOCTH 3JIEKTPOHHBIX JIOKYMEHTOB B TAY 110

WPO PB, UCIIONB3YIOTCS 3JIEKTPOHHBIC 1 poBHIE TOIHCH.
Hcnonp3yeMmble CpencTBa 3IEKTPOHHOM LH(PPOBOIl TMOANNCH JIOJDKHET OBITH

CepTI/I(l)I/IIlI/IpOBaHBI B yCTaHOBJIeHHOM nopaake.
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Ilpu mony4eHHH DJIEKTPOHHBIX JOKYMEHTOB OT APYIMX OpPraHOB BJIACTH WIH
OpraHu3aliii CeKpeTapb OCYIUECTBISCT IPOBEPKY IIOMIMHHOCTH 3JIEKTPOHHOM
1 poBOY NOAIMCH.

IIpy pacCMOTPEHUH U COTrJIACOBAHUH 3JIEKTPOHHBIX JOKYMEHTOB, & TaK)Ke NPH
TIOAIIMCAHNH BHYTPEHHUX HH(POPMAIMOHHO-CIPABOYHBIX JOKYMEHTOB (IOKIAIHBIX,
CITyKeGHBIX 3aIUCOK, CPABOK, CBOJOK M Jp.), CO3MaBaeéMBIX B 3JIEKTPOHHOMH (popMe,
B CHCTeMe OJJIEKTpPOHHOro jgoxymeHrtoobopora I'AY JIIO HWPO Pb, Moryt
HCIIONB30BaThC  CIIOCOOBI  TOATBEPXKICHUS  JEUCTBMM € 3JIGKTPOHHBIMH
JOKYMEHTaMHM, MPH KOTOPBIX BJIEKTPOHHAsA LU(pPOBas MOAMMCH HE HCIOJIB3YeTCH.
Taxkue mnpaBuina MOryT OBITH YCTaHOBJIEHBI IPU YCJIOBHUH, YTO NPOTrPAMMHBIE
CpEZCTBA, UCIONb3yeMbIe B JaHHOM (e/lepalbHOM OpraHe NCIIOIHUTENBHO BIACTH,
MO3BOJIIIOT ~ OAHO3HAYHO  HACHTU(QUIUPOBATH  JIMIO,  MOANHCABIIES MUK
3aBM3HUpOBaBIIee JOKYMEHT.

B cooreerctBuu ¢ Ilpunoxenunem K IlpaBuiam JAeIONpOM3BOACTBA
B (efiepalibHBIX OpraHax HCIONHUTENBHOH BnacTu (B peJaklUW IMOCTAaHOBICHHS
IIpasutenscTsa Poccuiickoit Penepanuu ot 26 anpens 2016r. Ne 356) npumenser
[TepeueHs 06GsA3aTENbHBIX CBEJEHHH O JOKyMEHTaX, HCIONb3yEMBIX B IENAX ydeTa
¥ TIOMCKA JIOKYMEHTOB B CHCTEMAX 3JIEKTPOHHOTO JOKYMEHTO0G0pOTa (heieparbHbIX
OpraHOB MCTIOJHUTENbHOH BacTu. K TakuM CBEZICHUAM OTHOCATCS:

. AnpecaHr (aBTop).

2. Anpecar.

3. JIOIDKHOCTD, (haMiIysl U HHUIHANIE] JINIA, TOANHCABIIETO JOKYMEHT.

4. HaumeHoBaHHe BUa JOKYMEHTA.

5. Jlata OKyMEHTA.
6
7
8

[E—

. PeructpanimoHHBII HOMEDP OKYMEHTa.
. JlaTa mocTyruieHust JOKyMEHTa.
. PeructpannoHHbIi HOMEP BXOJSILETO JOKYMEHTA.
9. CpefeHMs O CBS3aHHBIX JOKyMeHTaX (HaMMEHOBaHUE BHJA JOKyMEHT4,
JlaTa, PeTHCTPAIHOHHEI HOMep, THI CBA3H).
10. 3aro0BOK K TEKCTY (KpaTKoe ColepyKaHne TOKYMEHTa).
11. apekc aena 1o HOMEHKIAType Ae.
12. CBeneHus o nepeanpecalyy JOKyMEHTa.
13. Kou4ecTBO JUCTOB OCHOBHOTO IOKyMEHTA.
14. OTMeTKa O NPHIOKEHHsX (KOTHIECTBO TPHIOKEHHH, ob11iee KOJINYECTBO
JINCTOB NPHIIOKEHUIN).
15. VkazaHUs IO HCIOJIHEHHUIO NOKyMeHTa (UCIIONHUTENb, MOpYHUCHHE, JaTa
HCIIOJHEHMUST).
16. OTMeTKa O KOHTPOIJIE.
17. I'pud orpaHuyeHus NOCTyIa.
18. CeemeHus 00 3JIEKTPOHHOM MOJIHKCH.
19. TIpoBepKa 3JIEKTPOHHOM ITOJIHCH.
20. Tloppassienienue - OTBETCTBEHHbBIH HCTIONMHATEb JIOKyMEHTA.
21. Maiiisl HIEKTPOHHOTO JOKyMeHTa (KOJIUIECTBO aitnos, uMeHa Haiinos).
VIHCTpyKUKeil [0 AeI0NPOU3BOACTBY MOKET OBITh IPEAYCMOTPEHO BKIIOUEHHE
B CHUCTEMY 3JIEKTPOHHOTO noxkymentoobopora AY JIT10 VIPO Pb, nononHMTEIbHBIX
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CBEJICHMH O JOKyMEHTaX OTMETKa O IepeHOCe CPOKa HCIOJHEHMS JOKYMEHTa, CPOK
XpaHEHHsl JOKyMEeHTa, HAHMMEHOBAHHUA NPUIOKEHUN K 3JIEKTPOHHOMY JOKYMEHTY,
KJIFOYEBBIE CJIOBa U JP.

EnuHuIel ydeTa 3J1eKTPOHHOTO OKYMEHTA SBJISAETCA 3JIEKTPOHHBIH JIOKYMEHT,
3aperHCTPUPOBaHHEI B cucTeMe anekrpornoro I'AY IO PO Pb. DIEeKTPOHHBIH
JIOKyMEHT, UMEIOIINH IIPHIIOKEHUsI, PETUCTPUPYETCs KaK OAUH JOKYMEHT.

[locie OTHPaBKM DIEKTPOHHOrO JOKYMEHTa, 3aBEPEHHOTO 3JICKTPOHHOH
HOJIIACHIO YIIOJIHOMOYEHHOTO JOJKHOCTHOTO JIMIA, JOCBUIKU apecaTy €ro KOIHH
Ha OyMa)XHOM HOCHUTEJNe, KaK IIpaBHjo, He TpeOyeTcs, 3a HCKIIOUEeHHEM OTBETOB Ha
o6palleHns TpaXIaH, MOCTYIHBIINX M0 HH()OPMALOHHO-TENIEKOMMY HIKalHOHHAIM
KaHaaM, Ha KOTOpEle B COOTBETCTBUU ¢ DelepallbHBIM 3aKOHOM OT 2 mas 2006 r.
No59-03 «O mopsifike paccCMOTpeHHsl oOpallleHui TpaXk[gaH B Poccuiickoi
Degnepanum» (Cobpanue 3aKoHOAaTenbcTBa Poccuiickont despepanuy, 2006, Nel9,
cT. 2060) 3asBUTENIO NAeTCs MUCHMEHHEIH OTBET, HANpaBIAEMBIH MO IIOYTOBOMY
azipecy, yKa3aHHOMY B OOpallleHHH.

HcronHeHHble OSJEKTPOHHBIE JOKYMEHTBI CHCTEMaTH3HPYHOTCs B JAcla
B COOTBETCTBHMH ¢ HoMeHKIaTypoil men I'AY IO HWPO Pb. Ilpum cocTaBieHUH
HOMEHKJIATyphl Jiell B rpade NpuMedYaHHe BKIIOYACTCsA yKasaHMe «DNEeKTPOHHBIE
JIOKYMEHTBI».

CpoKH XpaHeHHs 9JIEKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT — CpOKaM
XpaHeHHs  JOKYMEHTOB,  YCTAHOBJICHHBIX  3aKOHONAaTeNBHBIMH M HHBIMH
HOPMATHBHEIMM NpABOBBIMM akKTamMu Poccuickoi denepaliiv, TUIIOBBIMHU HIH
BEIOMCTBEHHBIMH IEPEYHSMH M AHAJIOTMYHBIX JIOKYMCHTOB Ha OyMaKHOM
HOCHUTEJIE.

MecTo XpaHeHHs JJIEKTPOHHBIX JOKyMEHTOB JIO HX IIepejadn B apXus, BHI
HocuTeneif, Ha KOTOPHIX OHH XpaHsTCH, a TaKke (OpPMATBl MX IOCTOSHHOTO
U JJIATENLHOIO CPOKOB XpaHEHHs ONpPeleNIAloTCs ¢ y41eTOM (GYHKIIHOHUPYIOLIUX
8 TAY JIIO VPO PB, mnporpaMMHO-TEXHMYECKHX CPEICTB M HOPMATUBHBIX
M METOJHYECKUX JOKyMEHTOB YIpaBieHus IO [ejiaM apXuBoB Pecry6nuku
BamkoprocTaH.

DKCIepTH3a IEHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB OCYIICCTBIIACTCA B ob1em
[OpSIIKE, YCTAQHOBJICHHOM B OTHOIICHHH [OKYyMCHTOB Ha OyMa>)XHOM HOCHTEIIE.
IMociie HCTeUeHHs CpOKA, YCTAHOBIEHHOTO [UIl XPAaHEHMS OJICKTPOHHBIX ACT
(37IEKTPOHHBIX IOKYMEHTOB), Ha OCHOBAHHU aKTa O BBRIJCJICHIN UX K YHUYTOXKEHHIO,
YTBEPXKIAEMOI0 PEKTOPOM TAY JI10 WPO Pb, ykasaHHBIE SJIEKTPOHHDLIC JCNa
(371EKTPOHHBIE JIOKYMEHTbI) MOJIENAT YHIITOKCHHIO.

[TocTynuBIINE U3 CTPYKTYPHBIX noxpazaeneduii B apxus FAY JIT1O UPO PB,
3JIEKTPOHHBIE JOKYMEHThI IEPENaloTCsl IO OMUCAM € odopMIIEHHEM aKTa NpueMa-
[Iepeaady JIEKTPOHHBIX JOKYMEHTOB Ha apXUBHOC XpaHEeHHE.

DJIeKTpOHHBIE JOKYMEHTBHI IEpEeNatoTes B apXHB TAY 10 PO Pb,
CTPYKTYPHBIMH NOIpa3feNeHUsIMU 110 rpauKy U B TOpsAKE, YCTaHaBIMBACMBIM
apxusom ['AY JITIO PO Pb.

Jlnst TOATOTOBKM  DIIEKTPOHHBIX  NOKYMEHTOB K mepejaie B apxuB
TAY OIIO MPO Pb MoxeT NpHUBJICKATHCAH nofpasaeneHne MHQOPMALMOHHBIX
TeXHOJOIHH, OCYIIECTBIAIONEee CHCTEMHOC aIMUHICTPUPOBaHNE HHPOPMAIMOHHBIX

R
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cuctem 'AY IO UPO PB.

TexHuueckue acmeKkThl MpHeMa 3JIEKTPOHHBIX IOKYMEHTOB B apXuB
'AY OO HWPO Pb, omepanmu ydera, OTOOpa, obecnedeHUs COXPaHHOCTH
U XpaHeHUs!, KOHBEPTUPOBAaHHS B HOBBIE (POpMaThl 1 MUIPALIMM HAa HOBBLIE HOCHTEJIH
YCTaHABIMBAIOTCS B CIIEMHANBHBIX MHCTPYKUMSIX, paspabareiBaeMbix B I'AY JII1IO
WPO Pb.

Apxus TAY JIIO HMNPO Pb, ocymecTBisgeT aIMUHHCTPUPOBaHUE
MH(QOPMALIMOHHEIX CHCTEM YUpEXIEHWsS B HYacTH coOmoaeHus TpeGoBaHui
K XpaHEHHUIO CO3JIaHHBIX W/AIH BKIIOYEHHBIX B HUX JJIEKTPOHHBIX TOKYMEHTOB.

B apxuse I'AY HOIIO WPO PB, coszpmaercs HMHPOpPMAlKMOHHAs CHCTeMa,
obecrieunBarolas yrpaBieHHE apXUBHBIMU 3JIEKTPOHHBIMH JIOKYMEHTaMH, HIH
BBIZCTIAETCA MECTO JUIl XpaHeHHs OJIEKTPOHHBIX JOKyMEHTOB Ha (DuU3nuecKn
000COOJIEHHEIX MaTepUaJbHbIX HOCHUTEISIX, B TOM 4YHCIE JJisi MX BpPEMEHHOIO
pasMelIeHus B LeNIX aKKIMMAaTU3allK, a TaK)Ke yCTaHaBJINBACTCSA HIIH BBIACISAETCS
HeoOXO0MMOe CepBEpHOE H KOMMYHHKAIIMOHHOE 000pYI0BaHHUE.

DJIEeKTPOHHBIE JIOKYMEHTHI, IMOAJEeXKaIIMe XPaHEHUIO, INEepellaloTcs B apXHB
TAY JIIO0 UPO PE B Buje KOHTeiiHEpOB, OO0ECNEYMBAIOIIMX ILEIOCTHOCTh
57I€KTPOHHEIX JOKYMEHTOB, M0 HH(OPMAIMOHHO-TENCKOMMYHUKAHOHHOH CETH
13 mHpopMaumonHoi cucremsl IAY IO MPO Pb, B uH(OpMaLHOHHYIO CHCTEMY
apxupa ['AY JIIO MPO PB, unun Ha 060COONEHHBIX HOCHTENAX OJHOKpaTHOH
3alHCH.

ITpu MOArOTOBKE 3JIEKTPOHHBIX JTOKYMEHTOB K Ilepe/iaie Ha XpaHeHHE B apXUB
CAY JIIO MPO PB, npoBoauTcs UX KOHBEpTalMA B (popMaT apXMBHOIO XpaHCHHU
PDF/A-1(nanee — (Qopmar apXuBHOro XpameHwst). B ciydae HM3MEHCHUS
IpOrpaMMHO-aNNapaTHoOM Cpeflsl ¥ BbIXOJA M3 yHoTpeOiIeHnss KOMITBIOTEPHBIX
GopMaToB, MOBPEKIECHUS HOCUTENsSI apXuB YYPEKACHUS IPOBOANT paboty
0 KOHBEPTALHMH JIEKTPOHHBIX NOKYMEHTOB B HOBbIE (POpMATHI W/MIIA MUTpaLi
Ha HOBBIE HOCHTEIIH.

Jnst OIepaTHBHOIO AOCTyNa K JJICKTPOHHBIM HOKYMEHTaMm B CIPaBOYHBIX
u momckoBbix nensx apxus [AY AIIO WMPO Pb, npoBoanut paboTy IO CO3JaHUIO
¢on/1a NONB30BaHUsA DIIEKTPOHHBIX JOKYMEHTOB.

DNEeKTPOHHBIE JOKYMEHTHI (JOH A MOIB30BaHMA IOJUIEKAT YICTY.

AV JIIO UPO PB B COOTBETCTBMH C ACHCTBYIOIIMM 3aKOHOLATEIBCTBOM
Poccuiickoit Penepanuu B chepe HHPOPMAIMH, JOKYMEHTALOHHOTO obecrieueHus
U apXMBHOIO JeNa paspabaTelBaloT BHYTPCHHHE ' HOPMAaTHBHBIE JIOKYMEHTEI
10 KOMITIEKTOBAHHUIO, YIeTy, XPaHeHHIO M HCTIOJIb30BaHUIO 3JIEKTPOHHBIX apXHBHBIX

JOKYMEHTOB.

3.5. Opraﬂm.amm 3JIeKTPOHHBIX JOKYMEHTOB B CcOCTaBe apxXHBHOTO q)oxma

IeKTPOHHBIE JOKYMEHTHI IIOCTOSIHHOTO M BpEMEHHBIX (cBoie 10 1eT) CpOKOB
XpaHeHs! BKIIIOYAI0TCS. B COCTaB apXMBHOTO douga TAY AI1O HPO Pb.

DJeKTPOHHBIE JOKYMEHTB BPEMEHHBIX CPOKOB XpaHCHUA mo 10 neT
BKJIIOUMTENHHO XPAHATCS B TeYEHHE YCTAHOBJIEHHOIO CpPOKa B nHPOpPMAIMOHHON
cucTeMe (XpaHHIuIIe 3JEKTPOHHbIX JIOKyMEHTOB) B popmare, B KOTOpOM OHH OBUTH

;—
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CO3/IaHbl HJIH BKIIOYEHB! B MH(poOpManuoHHyO cucteMy. B apxus ['AY IO UPO
PB, 5TH IOKyMEHTBI HE IepeAatoTcs. DIeKTPOHHbBIE JOKYMEHTBl CUCTEMAaTU3UPYIOTCS
B MH()OPMAIMOHHOM CHUCTEME B COOTBETCTBHHM ¢ HOMeHKIarypod men I'AY AIIO
NPO Pb, u UHIOEGKCHUPYIOTCS B IOpPSAKE, YCTAaHOBICHHOM B OTHOILUIEHHH [EJI,
cPOpMHUPOBAHHBIX U3 IOKYMEHTOB Ha OyMa)XHOM HOCHTEIJIE.

IIpu BKIIFOUEHUH 3ar0JIOBKOB AJIEKTPOHHBIX JI€]l B HOMEHKIIATYPY JeN HHICKCHI
SJIEKTPOHHOIO JeJia U 3aroJIOBKH 3JIEKTPOHHBIX J€Jl COCTABIISIOTCA II0 TEM JKe
IpaBHjIaM, YTO W WHIEKCHI M 3aroJIOBKHM Jell C JOKYMEHTaMH Ha OyMa)KHOM
Hocurene. B rpage «Ipumeuanue» yka3plBaeTcs, UTO JEJIO BEAETCS B JIEKTPOHHOM
BHUJIE.

ITo oOKOHYaHMH JEJIIONPOU3BOACTBEHHOrO TIoJa B HTOrOBO  3amucu
HOMEHKJIATypbl JeJl OTAEBHO YKa3bIBAETCS KOJIMYECTBO 3aBEIEHHBIX 3JIEKTPOHHBIX
Iel TIOCTOSIHHOrO, BpeMeHHbIX (cBbllle 10 ner) U BpeMmeHHBIX (mo 10 et
BKJIIOUUTENIEHO) CPOKOB XpaHEHHS.

DJIeKTPOHHBIE IOKYMEHTHI TIOCTOSIHHOTO M BpeMeHHBIX (cBhIme 10 1eT) cpoKoB
XpaHeHUs, B TOM HYHCJEe IO JIMYHOMY COCTaBYy, BKJIIOYAIOTCA B COCTaB apXMBHOIO
¢onma I'AY AOI10 UPO Pb.

CucremaTH3alusl 3JIEKTPOHHBIX JOKYMEHTOB U UX MHJEKCAlUs B COOTBETCTBHU
C HOMEHKJIATYpO# nen, GopMupoBaHue KOHTEHHEPOB JIEKTPOHHBIX JOKYMEHTOB IS
mepefavyud 3JEKTPOHHBIX JIOKYMEHTOB B apXHB OCYLIECTBISAIOTCSI B CTPYKTYPHBIX
noapasgenenusx I'AY IO MPO PB, B COOTBETCTBYIONIMX HH(OPMALMOHHBIX
cucTeMax.

KoHTeliHep 5JEeKTPOHHOIO MJOKYMEHTa IpejCTaBiseT cobol zip-apxuB
(cxatyro zip-Tamnky).

B xoHTeliHep 3NIeKTPOHHOI'0 JOKYMEHTA BKIIIOYArOTCS:

— 3JIEKTPOHHBIH JOKyMEHT B (popMaTe apXHUBHOIO XpaHCHHSI;

— MeTaJlaHHble JOKYMEHTa, BKIIIO4asl JIEKTPOHHEIE IIOAUCH.

DNEeKTPOHHBIE  JOKYMEHTHI,  HMEIoIIMe  IPHIOKEHHs,  SBISAIOMIMECs
HEOTHEMJIEMOM JacThIO JIOKyMEHTa, 0(pOpMIIeHHEIe KaK JOKYMEHT HHPOPMAIHOHHO-
CIIPaBOYHOTO Xapakrepa (rpaduk, CIHCOK, CMeTa, IUIaH M Jp.), HOPMAaTUBHBIH HIIH
MHOH JOKYMEHT, a TakKe JIUCTBl COIJacoBaHus K  JOKYMEHTaM  IIpU
KOHBEPTHUPOBAaHUH B (JOpMAT apXMBHOIO XpaHEHHs IPHCOCAHHAIOTCA K OCHOBHOMY
JIOKYMEHTy, o0pasys ¢ HuM omuH O¢aitr. IIpunoxenus Gomblioro odsema MOIyT
KOHBEPTHPOBATHCS B OTEJIbHBIE (DaMIIbL.

Ilpu mnepejiade KOHTEIIHEPOB 3IEKTPOHHBIX NOKYMEHTOB M3 CTPYKTYPHOIO
moxpaznenenus B apxus I'AY IO HWPO Pb, mo UH(POPMALIOHHO-
TeIeKOMMYHHKAIIMOHHOM CETH COAEP)KHMOE KOHTeiiHepa 3JeKTPOHHOro AOKyMEHTa
pKmoyaeTcss B MHGOPMALMOHHyIo cucTeMy apxuBa I'AY IO PO PBb,
M pasMelllaeTcsi Ha CepBepe, BBICTYNAs B KadecTBE OCHOBHOTO J3K3CMILIApa
gJoKkymenTa. B uHGOpPMallMOHHOM CHCTEME apXuBa raAy AOrio HpPO Pb,
(GopMupyroTca paboyre IK3EeMIUISAPE (KOIMM) BIEKTPOHHBIX JIOKYMEHTOB, KOTOPBIC
pa3MemaloTCs Ha cepBepe pabouux KOITHEL.

KoHTeitHeps! DJIEKTPOHHBIX JTOKYMEHTOB MOTYT HEpe/laBaThCA B apXuB Ay
III0 VPO Pb, na dusnuecku 000CO0IEHHBIX MAaTEpUANIBHBIX HOCHUTEIAX
OJIHOKPATHOM 3aI¥CH B BYX M/ICHTHYHBIX SK3EMIUIpax — OCHOBHOM H paboueM.
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OCHOBHOH 3K3eMIUISIp 3JEKTPOHHBIX JOKYMEHTOB SBIIIETCS OTaJIOHHBIM
SK3EMIUIIPOM H HUCIIONB3YyEeTCsl B UCKIIOUUTENBHBIX CIIy4asix, a TaKXKe IS CO3JaHus
Komuil padoyero 3x3eMIuIsipa B3aMeH HCIIOPYEHHOIO MIIM YyTPayeHHOI'o IK3EMILISPA.
Pabounii sK3eMIUISp 3JIEKTPOHHBIX OoKyMeHToB B apxuse ['AY JIIO HMPO Pb,
SBJISIETCS SK3EMIUIIPOM, C KOTOPOTO IPH HEOOXOAMMOCTH HW3rOTaBIMBAIOTCH KOIIHH
3JIEKTPOHHBIX JIOKYMEHTOB, B TOM YHCiie 1) (POHIa ITONB30BaHHU.

DJIeKTPOHHBIE JOKYMEHTHI JIOJDKHBI OBITH CHCTEMaTH3UPOBAHbBI, OIHCAHBI
Y BHECEHBbl B ONNMCH M JAPYTHe apXHMBHBIE CIIPABOYHUKH TAaKUM 00pa3oM, YTOOBI
MOJKHO OBIJI0 00€CIIeUNUTh UX YU€T, IOUCK U UCIIOJIb30BaHHUE.

3.6. OGecneueHne COXpaAaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB

CoXpaHHOCTh 3JIEKTPOHHEIX IOKyMeHTOB B apxmee I'AY JIIIO HUPO PBb,
obecrieunBaeTcs:

— CO3JaHHEM HOPMATHBHBIX (ONTUMAJbHBIX) YCIOBUH XpaHEHHs HOCHTEICH
3JIeKTPOHHBIX JOKYMEHTOB;

~ pa3MellleHHeM D3JEeKTPOHHBIX J[OKYMEHTOB Ha CepBepax apxuBa W/HIH
B apXUBOXPAaHWIHIIE, €CIIH DJIEKTPOHHBIE NOKYMEHTHl NEpefatoTcs Ha XPaHeHUe
1 XpaHaTcst Ha (GU3MuecKr 060CO0IEeHHBIX MaTepHaIbHBIX HOCUTENAX;

— COONIONEGHHMEM  HOPMATHBHBIX  PEXHUMOB  XpaHeHHs]  3JICKTPOHHBIX
JIOKYMEHTOB;

— TpOBEPKOM Ha HaIW4dHe BPEJOHOCHHIX KOMIIBIOTEPHBIX — MPOrpamM
(«BHpYCOB»);

— IPOBEPKOW HAJMYHUS U COCTOSHMS DJIEKTPOHHBIX JIOKYMEHTOB,;

— KOHTpOJEeM (H3HYECKOro K TEXHHYECKOro COCTOSHHsS — HOCHTeNeH
1 3JIEKTPOHHBIX JOKYMEHTOB;

— KONMUpPOBAaHHEM DJJIEKTPOHHBIX JOKYMEHTOB B MEIAX CO3/aHMA pabounx
9K3EeMIUISIPOB;

— KOHBEPTHPOBaHHEM DJIIEKTPOHHBIX JIOKyMEHTOB B HOBBIC dbopmatbl
¥l MUTpaLiel Ha HOBbIe (B TEXHONOTHYECKOM OTHOLICHHH) 31IeKTPOHHBIC HOCHTEIH.

Jins obecredeHUs] COXPAaHHOCTH 3JIEKTPOHHBIX JOKYMEHTOB B apXHBC Ay
IO HNPO Pb, HeoOXOAMMO BBLITONHATE MEPOTPHATHS IO HHPOPMaLHOHHON
0€e30I1acHOCTH:

~ 3amUTy O3JEKTPOHHBIX JOKYMEHTOB OT BO3JEHCTBHA  BPENOHOCHBIX
KOMIIBIOTEPHBIX TIPOrpaMM («BHPYCOB» H IP.);

— 3aIUTy 3JEKTPOHHEIX IOKYMEHTOB OT HECAaHKIMOHMPOBAHHOIO IOCTYIIa
K HUM.

OnTUMaIbHBIE YCIOBHs XpaHEHHUs 3JIEKTPOHHBIX JHOKYMCHTOB B apXHBE TAY
1O UPO PB, obecnieunBatoTcs:

— oGopynoBaHHeM IOMEIICHHI Y XPaHWJIMIL CPEACTBAMH [IO’KapOTYLIEHMS,
OXpaHBl ¥ CUTHAJIN3aIUH;

— TpUMeHeHHeM TEXHMYECKHX CPEJICTB, JUId  CO3MaHMA ONTHMAaJIBHBIX
(HOpMATUBHEIX) TeMIIepaTypHO-BJIAYKHOCTHOTO, CBETOBOTO, CaHUTApHO-
ACMEHUYEeCKOT0, OXPAHHOTO PEKIMOB B IOMEIIEHUIX U XpaHUJIHIIAX apXuBa;
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— NpUMEHEHHEM IIPOrPAMMHBIX CPEJCTB, I obecredenus MH(GOPMALUOHHON
0e30macHOCTY;

— IpUMEHEHWEeM CIIeIUAIbHBIX CPEICTB, XpaHEHUs U  MEPEMEIICHN
JOKYMEHTOB (CepBepSI, CTEJUIaXH, MKaQbl, 60KCEL, QY TIAPEL);

— HajM4HeM B apxuBe JABYX WM Oojee HISHTHYHBIX 5K3EMIIIAPOB €IMHUILL
XpaHeHUs 3JEeKTPOHHBIX JOKYMEHTOB M UX Pa3leNIbHBIM XPaHCHUEM;

— HANMWYHEM TEXHMUYECKUX U MPOTrpaMMHBIX CPEICTB, NPENHA3HAYCHHBIX IS
pE3epBHOrO  KOIUPOBAaHWs, KOHBEPTHPOBAHMS WM MHIDAallMUd  3ICKTPOHHBIX
IOKYMEHTOB, KOHTPOJISI X (PU3UIECKOTO U TEXHUYECKOI'O COCTOSHHS.

— zammToll uMHGOpPMAUMH OT HECAHKIMOHMPOBAHHOTO JOCTyNa IyTeM
IIPUMEHEHHS COOTBETCTBYIOIIMX TEXHUYECKUX CPE/ICTB;

— JOCTYIIOM K HH(MOPMAIIUH YCTaHOBICHHBIX KaTeTOpUi OJb30BaTeNeH;

— peXuMaMH XpaHEeHHs! 3JIeKTPOHHBIX JIOKYMEHTOB, UCKIIOUAOMUMH yTpaTYy,
YHUYTOKEHUE HIH MCKKEHHE HH(OpMaIu.

B ciydae M3MEHEHHWsl IpOrpaMMHO-aNIapaTHOH cpelbl M BbIXOHa 13
yHoTpeGeHns. KOMIIBIOTEPHBIX (HOpPMATOB, IMOBPEKICHHUA HOCHTCIA apXHB Ay
IO MPO PBH mpoBomuT paboTy MO KOHBEPTAUHMH 3JIEKTPOHHBIX JOKYyMEHTOB
B HOBble (pOpPMATHl MJIM MUIPAlHM Ha HOBble HOCHTENH. KOHTPOJb TEXHHIECKOTO
COCTOSIHMSI DJIEKTPOHHBIX JOKYMEHTOB M (PU3MYECKOTO COCTOSHHS HOCUTEIEH
TIPOBOJMTCS HE pexe OIHOTO pa3a B 3 roja.

Tt OTIepaTHBHOTO [OCTYIAa K BJIEKTPOHHBIM IOKyMEHTaM B CIIpaBOHHBIX
1 mouckoBbix Iensx apxus LAY IOIIO MPO Pb, moxeT NpOBOIUTH paboty
no co3fgaHuio (OHJA TIOJIb30BaHMsI SJEKTPOHHBIX JIOKYMCHTOB. DIIeKTpOHHBIE
JIOKYMEHTHI (POH/IA MONBE30BAHUS TOJUIEXKAT YUETY.

3.7. OnTHMAaJbHbIE YCJIOBHSI XPAHEHH 3JIEKTPOHHBIX JOKYMEHTOB

3.7.1.XpaHeHue 3JIEKTPOHHBIX JOKYMEHTOB B apXHBeE TAY OI10 PO Pb,
OCYIIeCTBJISETCSl B YCIOBMAX, OOCCNEUMBAIOIMX HX 3allUTy OT ITOBPEXKACHHH
M BpENHLIX BO3NEICTBHII OKpyXKalollel CPelbl, B COOTBETCTBUH C TpeOOBaHUSIMH,
ycTaHOBNEeHHpIMH [IpaBHylaMu  OpraHW3allM{ XPaHCHHA, KOMILIEKTOBAHMA, yuéTa
Y MCTIONB30BAHHS JOKYMEHTOB APXHBHOIO (OHIA Poccuiickoit @enepauuy U APYTrHX
apXMBHBIX JOKYMEHTOB B OpraHax roCyJapCTBEHHOH BJIACTH, OpraHax MECTHOIO
caMoyIIpaBJIeHUs] M OpraHu3alusIx.

3amuTa SIEKTPOHHBIX IOKYMEHTOB OOecleyMBaeTCs 3a CHeT co0moAeHNs
(o epKKI):

1) cBETOBOTO peXKMMa XPaHCHHUS;

2) TeMIiepaTypHO-BIQXKHOCTHOTO PEXUMa XPAHCHIA,

3) caHWTapPHO-THTHEHUYECKOT0 PEXUMA XPAHCHHS.

B apxuBOXpaHMIIMINE, BCE BUIBI paboT ¢ JOKyMeHTaMH, TPOBOISTCA IIpH
OrpaHMYEHHBIX YPOBHSX OCBEILICHHA. Jlas 3amuTel SJIEKTPOHHBIX JIOKYMEHTOB
IIPUMEHSIOT XpaHeHue (QU3MYECKH 060CcO0IEeHHBIX MaTepHalbHbIX HOCHTEJICH
© 3AMICAHHBIMM HA HUX 3JEKTPOHHBIMH JIOKYMCHTaMM B NEPBHYHBIX 3aIATHBIX

cpescTBax XpaHeHus - GyTsipax.
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Ipu xpaHeHHWH JOKYMEHTOB Ha (U3NIECKH OOOCOOJIEHHBIX MaTepHajbHBIX
HOCHTEJISIX ~ YCTAHABJIMBAIOTCS PEKOMEHJyeMble IIPOU3BOAHUTENIEM IIapaMeTpPEI
TEeMIIEPaTyPHO-BIAXXHOCTHOT'O peXKHUMa.

Ilpy xXpaHeHMHM SJEKTPOHHBIX JOKYMEHTOB Ha CEpBepax  apxuBa
TAY JIIO HPO PB, cieayeT pyKOBOACTBOBAaTbCS TpeOOBaHUSIMHM (QUPM-
U3rOTOBUTENIEH M PpeKOMeHAAUMsIMH POCCHIICKOro rocyAapCTBEHHOIO apxuBa
Hay4YHO-TEXHHUYECKOH JJOKyMEHTAIUH.

3.8. Pazmenienue 3JIEKTPOHHBIX JOKYMCHTOB B apXHBOXPaHHWJ/IHUIC

B apxus I'AY JITIO PO Pb, snexTpoHHBIE JOKYMEHTBI MOTYT ITOCTYIATh!

— 13 MHQPOPMAITMOHHBIX CHCTEM OpPraHU3ALMH M pa3sMelnaThCs JUisi XpaHEeHUA
Ha cepBepax (ocHOBHOM u pabouem) apxusa ['AY JII1O PO PBb;

- Ha ¢QusHdeckn 0GOCOOJEHHBIX MaTepUaJIbHBIX HOCHTENAX OIHOKPAaTHOM

3allUCH B ABYX 3K3eMIuisipaX (OCHOBHOM M pabo4eM) U pasMellaThbes B IOMEIIEHHAX
IUIA UX XpaHEeHUs. B COOTBETCTBUH C yIETHBIMH JIOKYMEHTaMH apXHBa.

OcHoBHOli u pabounii cepsepsl apxuBa I'AY JIIO MPO Pb u ocHoBHEIE
M paboure OK3EMIUIAPHl EIWHUL[ XpaHeHWss Ha QU3NYeCKH 060COOIEHHBIX
MaTepHATBLHBIX HOCUTEIIX PEKOMEHIYETCS pasMellaTh pasfeslbHo.

[Ipy XpaHEHHH >JIEeKTPOHHBIX IOKYMEHTOB Ha (m3MuecKH 0GOCOOICHHBIX
MaTepUATbHEIX HOCHTENSX KaXAbI HOCHTENh JO/DKEH HMEeTh HerepMeTHHHbIN
VHIMBUAYAIBHBIH (YTIAp, HpUH OSTOM JODKHO OBITH HCKIOYEHO CBOGOIHOE
nepeMelleHre HOCUTENs BHYTPH QyTiisipa.

OyTnapsl ¢ QU3MYECKH 00O0COOJEHHBIMM MaTCpUAbHBIMH  HOCHTEIAMU
pasMeInaoTcs B GOKcax B CHEUHANH3MPOBAHHBIX IMKadax, Ha MOJKAX CTCIIaXeH,
mkados. PaccrosHne Mexny ¢ymispaMu JOJUKHO ObITB AOCTATOYHBIM VIS TOTO,
4yTOOBI HOCHTEIH MOKHO OBUIO CBOOOIHO IIOMEINATE U 1OCTaBaTh 13 OoKca.

TIIpu pasmemenuu QyTaspos ¢ Gu3HIeckn 060CO0ICHHBIME MaTEPUATEHBIMH
HOCHTEINISIMU B OOKCax HeOOXOJIMMO pacroliaraTh HX TaKuM o6paszom, 4TOOB! OBLIU
BUJHEI apXHUBHEIE INHU(PB! €AMHULl XPAHCHHUS.

ITpy RONArOBpEMEHHOM XPaHEHHM JJIEKTPOHHBIX JOKYMEHTOB Ha dbu3nuecKu
060COOJIEHHBIX MAaTepHalbHBIX HOCHUTENAX IPEANOYTeHHE CIENyeT OTAABATh
CIIENHANHU3MPOBAHHBIM CPEJICTBAM Pa3MEILECHHs], B KOTOPBIX HOCUTENH 3alUIIAI0TCs
OT BpEeJHBIX BO3JCHCTBUM OKpYXKalOIEH Cpemb (MarHUTHBIX, 3JIEKTPOMarHUTHBIX,
TEeMIIEpaTypPHO-BIaXXHOCTHBIX U 1Ip.).

3.9. IIposepKa HAJIMYHS H COCTOSIHHSI 3JIEKTPOHHBIX JOKYMEHTOB

ITpoBepka HamM4usi W COCTOSHUA OCHOBHBIX H pabodUx 3SK3EMIUIIPOB
3JIEKTPOHHBIX JOKYMEHTOB IIPOBONHUTCS INPH TIpHeMe SJICKTPOHHBIX JIOKYMEHTOB
B apxus ['AY JI1IO NPO Pb, yepes rox mocie npreMa 3IEKTPOHHBIX JTOKYyMEHTOB
Ha XpaHeHWe B apXMB M Jajiee C NepHONNIHOCTHIO O/HH pas B 3 ropa, a TaKXxe IpH
TIepeMeleHHH apXHBa B APYroe NOMEIIeHHE, PN CMCHE paGOTHUKA, OTBETCTBEHHOI'O
3a apxuB, IpPU CMEHEC MH(OPMAI[MOHHON CHCTEMBI apXHBa, IpH MUTpaluu
3NEKTPOHHBIX JOKyMEHTOB Ha HOBBIC HOCHTSIH H mepes mepenaveil JOKyMEHTOB

e
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Ha XpaHeHHe B roCyJapCTBEHHBIH apXUB.

B xo/e MpOBEpPKH HANWYUSI M COCTOSIHUS 3JIEKTPOHHBIX JIOKYMEHTOB B apXuBe
I'AY AITO PO PB, ocyiiecTBIsIIOTCA CIEAYIOIIUE MEPOIIPUSITHS

— ycraHOBJIeHHE (HPaKTHUYSCKOTO HalW4us €JMHHL XPaHEHUs JJIEKTPOHHBIX
JIOKYMEHTOB, HAXO/ISIIIUXCSL HA XPAaHEHNH;

— BBIMBIIEHWE M YCTpaHEHHE HEJOCTaTKOB B Y4Y€Te €IHHHI XpaHEHHUs
DJIEKTPOHHBIX JOKYMEHTOB;

— BBIABJIECHHE OTCYTCTBYIOIIHX (U3UYECKH OOOCOOJIEHHEIX MaTepUaIbHBIX
HOCHUTEJIeH KOHTEHHEPOB DIIEKTPOHHEIX IOKYMEHTOB M OpraHU3aIs UX pO3bICKa;

—  KOHTpOJb  (DU3UYECKOro  COCTOsHMS  (U3MyeckH  000COOJIEHHBIX
MaTepHalbHBIX HOCUTENIeH KOHTEHHEPOB JIEKTPOHHBIX TOKYMEHTOB;

— KOHTpPOJb TEXHHYECKOT'O COCTOSIHMS M BOCIPOHU3BOAMMOCTH 3JIEKTPOHHBIX
JOKYMEHTOB IIPOrPaMMHBIMU CpeJICTBAMH (IIPH XpaHEHHUH JJICKTPOHHBIX J1IOKYMEHTOB
Ha GH3MIECKH 000COOIEHHBIX MaTepUAIBHBIX HOCHTEIISX);

— BBISBIEHME W YyYeT eIWHHI XpaHEHHsA DIEKTPOHHBIX JOKYMEHTOB,
TpebyIOmMUX ClIEeNUaIbHON TeXHHIecKolH o0paboTKu (MpU XpaHEHHU 3JIEKTPOHHBIX
IOKYMEHTOB Ha (U3H4ecKr 060COOIEHHBIX MaTepHATFHEIX HOCUTEISX);

— BBISBJIEHHE M YYET DJEKTPOHHBIX NOKYMEHTOB, TPeOyIOIINX KOMHPOBAHUS
¥ pasMeIleHys Ha HOBBIX HOCHTENAX M IIPOBEICHHE JPYroil TEXHUYECKOH 06paboTKH
(IpM  XpaHEHUM OJIEKTPOHHBIX JOKYMEHTOB Ha (DU3MYECKH 0060Cc00JIeHHBIX
MaTepUaTbHBIX HOCUTEIAX).

B ciydasgx HapylleHHs TeMIepaTypHO-BIaKHOCTHOIO peXHMa XpaHeHus,
NIPOBEPKY CIEAyeT IPOBOIUTE KaXKIBIH pa3 IIociie CUTyallil HapyIIEeHHUs peXuMa.

IMpoBepka  SNEKTPOHHBIX  JOKYMEHTOB Ha  HaJHMYHe€  BPEJOHOCHBIX
KOMIIBIOTEPHBIX MPOTpaMM («BUPYCOB») OCYIIECTBIISIETCS MIPH MIPHEME IJICKTPOHHBIX
JOKyMEHTOB Ha XpaHeHHe OT CTPYKTYPHBIX IOJpa3ZeseHui I'AY AI1O UPO Pb,
a Tax)Ke BO BpeMs NPOBEACHHS IEpHOJUYECKUX MPOBEPOK TEXHUIECKOTO COCTOSHUSA
3JIEKTPOHHBIX JOKYMEHTOB, KaXIbli pas mepell MCIOJIB30BAHUEM 3JICKTPOHHAIX
IOKYMEHTOB, @ TaKXe B IIpollecce IMOJArOTOBKH IOKYMEHTOB IOCTOSHHOrO CpoKa
xpanenus k nepepade B 'KY Harponanbnsiit apxus Pb.

Ilpy mpoBepKe HAIMYHA M COCTOSHMS BJIEKTPOHHBIX NOKYMEHTOB B apXHBC
TCAY JI1O PO PBb, HeoOxogumo:

— COXpPaHATh NOPSJIOK PACIOIOXEHHS SIHHUL XpaHEHHs B dbyTnsipax, 6okcax,
Ha cTelUiaxax, B mkadax (Mpu XpaHEHHH 3JICKTPOHHBIX JOKYMEHTOB Ha ¢dbu3uyecKu
060c06IEHHBIX MATEPUATEHBIX HOCUTENSX);

— BO3BpallaTh HA CBOM MecTa, OOHapyXeHHblEe BO BpeMs TIPOBEPKH,
HENPaBWIBHO XPAHALIUECS €JUHHIBI XPaHCHUS (mpy XpaHeHUH 3JIEKTPOHHBIX
JIOKYMEHTOB Ha (pu3ndecku 060CO0ICHHBIX MaTEPHAIIBHBIX HOCHTEJISIX);

— W3BIMATh eMHUIIEI XpaHeHHs, coep)Kallue BPEJAOHOCHBIC KOMIMBIOTEPHBIC
TporpaMmsl («BHPYCBI»), ¥ IOMEIaTh OTAEIBHO AT nocneayroniei creuuansHON
06pabOoTKHU 31E€KTPOHHBIX JIOKYMEHTOB.

Pa6oThl MO MOpOBEpKE HAIMYUS H COCTOSHUSA DJIEKTPOHHBIX HOKyMEHTOB
JIOMKHBI HAYMHATHCS C OCHOBHBIX OK3EMIIISPOB €IUHUI XPaHCHIA 3JIEKTPOHHBIX
JIOKYMEHTOB M 3aKaHYHBAThCS PabOINMHU IK3EMIIISIPaMH.
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Ilpy mnpoBepke HaIM4YMs €AUHHUL XpaHEHHs DJJIEKTPOHHBIX TOKYMEHTOB
MPOBOJIUTCA CBEpKa WX OOILIEro KOJMYECTBa M YYETHBIX HOMEPOB CO CBEICHUIMU
B KHHUI€ ydeTa MOCTYIUICHHWIM U BHEIOBITHUS DJICKTPOHHBIX JOKYMEHTOB M KOJIMYECTBA
CO CBEJCHUSIMU 10 JIUCTY y4eTa JIEKTPOHHBIX JOKYMEHTOB.

Ilpu T1ipoBepke HaIM4YMs €IOUHUL] XpaHEHUs] 3JIEKTPOHHBEIX OKYMEHTOB
IIPOBOJIUTCS COMOCTaBIIeHNE (PAKTHISCKUX OOIIMX KOJIUYECTBEHHEBIX U KOHTPOJIBHBIX
XapaKTEPUCTUK C UTOTOBOM 3aIUCHIO OIHCH, CBEPKa UX HAJIMYHS C OMUCHIO.

3.10. IIposepka GpH3NYECKOr0 M TEXHHYECKOTO COCTOSIHHA 000C00IEHHBIX
MaTepHaJbHbIX HOCUTEJIeH 3JIEKTPOHHBIX JOKYMEHTOB, TEXHHYECKOI0
COCTOSTHHUSI 3JIEKTPOHHBIX JOKYMEHTOB

[TpoBepka  (QU3MYECKOrO H  TEXHUYECKOTO  COCTOSHUS  (QHU3HYECKH
0060CcOOIEHHBIX MATEPHABHBIX HOCUTEIIEN 3aKIIF0YAETCs B OLIEHKE:

— (DU3UYECKOTO COCTOSHHS HOCHTENIEH, B TOM YHCIIE!

COCTOSHME II€PBHYHBIX CPEICTB XpaHEHHs HOCHTENeH (Hajiuuue TpellyH,
nedopMaIuii, paspyIueHus, HaTM4ie W Ka4ecTBO HaJIHCel Ha BKJIAIBILAX U Ip.),
HaTU4yue 3arbUIeHMs W 3arpsa3HeHus TIOBEPXHOCTEH, Hajlu4We BIard Ha
HOBEPXHOCTSX, (HU3UYECKOe COCTOSIHHE pPabodvedl IMOBEPXHOCTH M KOPIyCOB
dusmuecku 060COGIEHHBIX MaTepHalbHEIX HOCHTENEH (BBUIBICHHE MEXaHUYECKAUX
HOBpEXJeHN 1 aedopMannii, pacciIOeHus, Iy3bIPEHNs], U3MEHEHHUS BCTA, HATMIHE
LapalyH, IPOKOJIOB) U IIp.;

— OLIEHKE TEXHUYECKOTO COCTOSHUA (PU3NIECKH 000COOIEHHBIX MaTepHaNbHbIX
HoOcHTeJIEH, B TOM YHCJIE:

COOTBETCTBUE  XAPaKTEPUCTUK  HOCHTENld  CBEACHUAM,  COAEpXKallnuMes
B CHATOYHOH OIHKCH CTPYKTYPHOrO TMOApa3IelIeHus; TIPOBEpKa 3JIEKTPOHHBIX
JIOKYMEHTOB HAa HaJiM4de B HUX BPEJOHOCHBIX KOMIIBIOTEPHBIX IIPOrpaMM
(KKOMMBIOTEPHBIX BUPYCOBY); IPOBEpKa Ha COOM IIPU CUMTHIBAHUH rHpOpMALIUH.

[Ipy TmpoBepKE TEXHUYECKOTO COCTOSIHHSL —3JIEKTPOHHBIX — JOKyMCHTOB
TIPOBOJMTCS TIPOBEPKa BOCIHPOU3BOJMMOCTH BCEX €IMHMII XPaHCHUS SJIEKTPOHHBIX
JOKYMEHTOB Ha 000pyI0OBAaHUU apXHBa. :

KOHTpONb  TEXHWUUYECKHX  IapaMeTpoB  (U3HUYECKH 0060c06IeHHBIX
MaTepHalbHBIX HOCUTeNel, 3JNEKTPOHHBIX JOKYMEHTOB NPOBOAST C IIOMOIIBIO
CIelMa3HPOBAHHOTO ATNAPATHOTO U IIPOTPAMMHOTI0 00eCTeueHH L.

Pe3ynbTaTsl MPOBEPKH HATHYUS U COCTOSHHA OJIEKTPOHHBIX JIOKyMEHTOB
1 OOHApy>KEHHBIE B €¢ XOJi¢ HEeJOCTaTKu (UKCHPYIOTCA B aKTe INPOBCPKH HATHHIA
M COCTOSHHS 9JIEKTPOHHBIX HOKYMEHTOB pa3[ielbHO II0 OCHOBHBIM H paGounm
3K3EeMIUISIpaM 3JIEKTPOHHBIX TOKYMEHTOB (mpunokenue Ne 26). B cnyuae ecnu
paboune U OCHOBHBIE 9K3eMIUIAPbI €IMHHI XPAHEHNS XPaHATCSA B OLHOM XpaHWINLIE,
pe3yIbTAaTHl IPOBEPKH HX HAJMYMS ¥ COCTOSHNS BHOCATCS B CBOMHEIN aKT.

AKTBI, COCTaBJICHHBIE [T0 OKOHYAHUH [IPOBEPKHU, BKIFOIAIOTCA B IC]I0.

3.11. Bolaya 3JeKTPOHHBIX APXHBHBIX JOKYMEHTOB H3 apXHBOXPaHHJIHILA

EavHUNBl  XpAHEHUs. SJIEKTPOHHBIX JIOKYMEHTOB BBIAIOTCS U3 apxuBa
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I'AY IITO UPO PB 1o 3anpocaM B KOIIMSX:

— JUIS HCIIOJIb30BaHUS B CTPYKTYpHblE MOJApa3AciICHHS H COTPYIHHUKAM
"'AY OI10 UPO PB;

— TPaBOOXpaHUTEIBHBIM, CyJAeOHBIM OpraHaM H OpraHaM IpOKypaTypsl
B MOPSIZIKE, YCTAHOBJIEHHOM JIEHCTBYIOIINM 3aKOHOATEILCTBOM,

— JIIs TIPOBEIEHUA ApXUBHBIX paboT C 9JIeKTPOHHBIMH AOKYMEHTaMu (Hay4HO-
TEXHHUYECKOTO OIIMCAHHUsI, yCOBEPIIEHCTBOBAHUS HAyYHO-CIIPABOYHOIrO arapara,
BBIIIOJIHEHHS TEMaTHYeCKUX M TPaBOBLIX 3aIpOCOB, 3KCIEPTH3BI [HEHHOCTH
JIOKYMCHTOB U T.I1.);

— OpraHM3alMsIM ¥ YaCTHBIM JIMLAM U Jp.

Komuu 371eKTPOHHBIX JOKYMEHTOB JUIS BBLIAYH IIO 3allpocaM CO3[al0TCs Ha
OCHOBE paboyero 3K3eMIUIsIpa KOHTeHHepa 3JIeKTPOHHOIo JoKyMeHTa. MakT BRIIaYH
KOITA 3JIEKTPOHHBIX JOKYMEHTOB (PMKCHPYETCsl B JKypHAaJle BBIJAYU JIEKTPOHHBIX
JIOKYMEHTOB.

4.0PTAHU3AIIUSA YUETA SJIEKTPOHHBIX JOKYMEHTOB
4.1. Y4yeTHbIe eIMHULBI 3J1eKTPOHHBIX JOKYMEHTOB

VdeTHOH eUHMIEH SIEKTPOHHEIX JoKyMeHTOB B apxuBe ['AY JII10 MPO Pb
ABJISAETCS €IMHUIA XPaHEHUS — KOHTEHHEp 2IIEKTPOHHOI0 JOKyMEHTA.

Vuery mnomnexar Bce xpawsmmecs B apxuse I'AY  JIIIO HPO Pb,
3JIEKTPOHHBIC JOKYMEHTHI U OIHCHU DJIEKTPOHHEIX TOKYMEHTOB, ACII.

Vyer npou3BOAUTCA IMyTeM IPUCBOCHUS €IMHULIAM XpaHEHUs SIIEKTPOHHBIX
JIOKYMEHTOB YUYETHBIX HOMEpOB, KOTOpBIE SBISIOTCA COCTABHOM YacThiO HX
apXHBHOTO mHUdpa.

Ilpy XpaHEHHH SJEKTPOHHBIX JOKYMEHTOB Ha (H3UYecKH 000COOICHHBIX
MaTepHANbHBIX HOCHUTENSAX apXUBHbIM mmdp o06o3HayaeTcs Ha BKiIazbie QyTispa
eMHUIB] XPAHEHHUs C IeNblo obecledeHHs ee ydeTa M MHICHTHuKauwmu. llpu
XpaHEHHH 3JIEKTPOHHBIX NOKYMEHTOB B MH(pOpMamuoHHOW cucreMe apxusa I'AY
JIIO WPO PB apxusublii mmudp BKIOYAETCS B MeTalaHHBIC KOHTEHHEpa
3JIEKTPOHHOTO JJOKYMEHTA.

ApxuBHbIi mudp eIMHULB XPaHEHUS SJEKTPOHHBIX JOKYMEHTOB BKIIOHACT
CIEeYIOIINE 3JIEMEHTBI:

— HoMmep (GoHMa, B COCTaB KOTOPOT0 BKIHOUEHBI JICKTPOHHBIC JIOKYMEHTBI;

— HOMep OITUCH JJIEKTPOHHBIX JIe]I, AOKyMCHTOB;

— HOMep eIMHMIBI XpaHeHWs OJIEKTPOHHEIX JOKyMEHTOB (KOHTeiHepa
3JIEKTPOHHOTO JOKYMEHTa) MO OIKCH 3JIEKTPOHHBIX JIe]l, TIOKYMEHTOB;

— OTMETKa O CTaTyce OSK3eMIUIApa OBJEKTPOHHBIX JTOKYMEHTOB (OCH.) —
OCHOBHOI1, (pab) — pabounii.

[Ipu y4eTe SJMEKTPOHHBIX NOKYMEHTOB B YHUETHBIX NOKYMEHTaX OTpa)atOTCi
naHHble 00 ob6beMe KOHTEeHHepa JJIEKTPOHHOIO JOKYMEHTa B Merabaiitax (MO),
0 KOHTPOIBHOM CyMMe, IIOATBEPIKIAIOLICH IIETOCTHOCTE KOHTEHHEepa IEKTPOHHOTO.

4.2. CucremMa y4YeTHBIX TOKYMEHTOB
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B apxuse I'AY [ITO MPO Pb BeneTcs neHTpaln30BaHHbBINA yUYeT 2JIEKTPOHHBIX
JIOKYMEHTOB, OCYIIIECTBIIIEMBIN pa3jieIbHO 110 OCHOBHBIM U pabourM 3K3EMILIIpaM
3JIEKTPOHHBIX JOKYMEHTOB. :

VYyeT 371eKTpOHHBIX ToKyMeHTOB B apxuBe 'AY JIITO PO Pb moxeTt BecTHCH
B HH(OPMAHOHHON CHCTEME apXHBa.

Jlnst buKcalyy yYeTHBIX JAaHHBIX 00 BJIEKTPOHHBIX JOKyMeHTax B apxuse 'AY
JITO PO PB MOTyT UCTIONB30BATHCSI CIEAYIOIINE YUETHEIE JOKYMEHTHI:

— KHHTa y4yeTa MOCTYIJIEHUH M BBIOBITHS 3JI€KTPOHHBIX JOKYMEHTOB;

— ucT QOHMA;

— OIIHCH BJIEKTPOHHBIX JieJl, JOKYMEHTOB;

— peecTp OIUCEH.

Ipu npreMe 31eKTpOHHBIX ToKyMeHTOB B apxus ['AY JITIO PO Pb B Kuure
ydeTa IOCTYIUICHHH U BBIOBITHS JIEKTPOHHBIX TOKYMEHTOB YKa3bIBACTCS:

— TOPSIAKOBELIN HOMEp 3aIlHCH;

— JaTa DOCTYIUICHUS WM BBIOBITHS JOKYMEHTOB,

— HaMMEHOBAHHE OPraHW3alliH, CTPYKTYPHOIO IOApa3iesieHHs, OT KOTOpOro
HOCTYIIUJIH WIIM BBIOBUIN JOKYMEHTEI;

— HauMEHOBaHWE, HOMEP M JaTa AOKyMeHTa, II0 KOTOPOMY TOCTYIIMIN HIIH
BBIOBLTH JTOKYMEHTHI;

— HasBaHWe W HOMep (OHAA, ONMCH IIOCTYNHUBIIMX WM BBIOBIBIIKX
3JIEKTPOHHBIX IOKYMEHTOB;

— KpaliHue JaThl MOCTYNHUBIIMX WJIN BBIOBIBIIMX JJICKTPOHHBIX JOKYMEHTOB,
BKJIIOYEHHBIX B OIIUCB;

— KOHTpOJIbHas cymma, ob6beM B MO BIEKTPOHHBIX AOKYMEHTOB OTACIBHO
10 MOCTYNHBIIMM ¥ BBHIOBIBIIUM JOKYMEHTaM IIOCTOSHHOIO CpOKa XpaHCHH,
BpeMeHHBIX (cBBIIe 10 JeT) CPOKOB XpaHeHHs H 10 JINYHOMY COCTaBY;

— KOJIMYECTBO MOCTYNMBUIMX (BBIOBIBIINX) JOKYMEHTOB C yKa3aHHEM CTaTyca
3K3eMIUIpa JOKYMEHTOB (OCH. — OCHOBHOH, pad. — paboymii), ClM IOCTYIHIN WA
BBIOBUIHM JOKYMEHTBI Ha QU3NYecKH 000CO0JIEHHBIX MAaTePHATIEHEIX HOCUTEIISIX.

Onuck 3NEKTPOHHBIX JeNl, JOKYMEHTOB SBIJISCTCSI OCHOBHBLIM TII€PBHIHBIM
y4eTHEIM JOKyMEHTOM, IIPUMEHSEMBIM i ydeTa 3JIEKTPOHHBIX JOKYMEHTOB
¥ 3JIEKTPOHHBIX €N OCTOSHHOTO M BpeMeHHbIX (cBbIme 10 JIET) CPOKOB XpaHEHHs],
a TaKKe OMMCAHHBIX DJIEKTPOHHBIX JIOKYMEHTOB ApxHBHOro (onna Poccuiickor
®epepallny, TpeJHA3HAYCHHBIX A Tiepefads B I'OCy/1apCTBEHHOE Ka3CHHOS
yupexnenue HanuoHansubli apxus Pecry6imky banikopTocTaH.

B onucu BemeTcs NOCOUHMYHBIN YydeT €INUHUI] XPaHCHHUSA OJICKTPOHHBIX
IOKYMEHTOB (KOHTEHHEPOB 3JEKTPOHHBIX JIOKyMEHTOB) IIyTEM 3aKpelJIeHHs
3a KaXIble CAMOCTOATeNbHbE HOMepa. EAMHMIBI XpaHEeHMs JJICKTPOHHBIX
JOKYMEHTOB YYHTBIBAIOTCS B OIMCH B COOTBETCTBHM C HX cucreMaTuzanuei
¥ CKBO3HO HyMepauyeil 3a TOPSAKOBBIMH YUETHBIMH HOMEPAMH.

[ToMIMHHUK  ONHCH  BIEKTPOHHBIX  JeJ,  TOKyMEHTOB odopmIsieTcs
Ha GyMa)XHOM HOcHTeNE (IIPUIOKEHHE Ne 27).

B KoHIle ONHMCH DJJICKTPOHHBIX J€J, JOKyMCHTOB odopMmIIsieTcs UTOroBas
3aIiCh, B KOTOPOM yKashIBaeTCsl KOJNMYECTBO CNMHMIL XpaHCHHA (mudpamu
¥ TIPONHCHIO), 00BEM EIMHHIl XPAHEHHUS JNEKTPOHHRIX IOKyMeHTOB B MO, obuiee
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KOJIMYECTBO €IHMHMI| XpaHeHHs (OCHOBHBIX/pa0O4YMX) M HHBIE KOJHYECTBEHHBIC
XapaKTEPUCTHKHU 3JEKTPOHHBIX JOKyMEeHTOB. MTorosas 3amich NOAIHICHIBACTCS €€
COCTaBHTEJIEM C YKa3aHUeM JOJDKHOCTH U JaThl COCTaBJICHUS.

Crpykrypuble moppasgenenuss I'AY JIIO HMPO Pb mnpu noaroroske
3NIEKTPOHHBIX JIOKYMEHTOB K cJade B apXuB O(OPMISIOT OMUCH 3JIEKTPOHHBIX
JIOKYMEHTOB CTPYKTYPHBIX TonpasieieHuil (mpunoxenue Ne 28), KOTOpbie ClykaT
YUYETHLIMU JIOKYMEHTAMH M OCHOBOH JIJIsl COCTaBIIEHUS B apXUBE COOTBETCTBYIOILETO
rOf0BOr0 pasfeiia CBOIHON OIMCH DJIEKTPOHHBIX JEN, AOKYMEHTOB IIOCTOSHHOIO
CpOKa XpaHEeHHs! U IPEJICTaBJIEH s €ro Uil yTBEPIKACHHUS B YCTaHOBJICHHOM TOPSAKE.
OnMcH CTPYKTYPHBIX TOApa3fiefieHHH IOMJIEXaT XpaHEHUI0 J0  Iepelain
3JIEKTPOHHBIX JTOKYMEHTOB 3a 3TH OBl Ha ITOCTOSHHOE XpaHEHHE.

Peectp onmceii Bemerca B apxuse I'AY JIIIO PO Pb B obmem NOpsJKe,
yCTaHOBJIEHHOM ISl BeIEHHUs PEECTPOB OMHUCEH.

CBeleHUSI O €IUHHUIAX XpaHEHHs SJIEKTPOHHBIX TOKYMEHTOB OTPaKaroTCsH
B gnene ¢onma. B cxeme cucremarusanuu ¢onjia JMOMKHA OBITH OTpaXeHa
CHCTeMaTH3aLHs SIEKTPOHHBIX Jell; B COCTaB fAela (oHIA MOTYT OBITH BKIIFOYEHBI
paGourie MHCTPYKIUH NO paboTe ¢ 3JEKTPOHHBIMU IOKyMEHTaMU boHOa, a TaKxKe
aKTBl Tlepefadil SIeKTPOHHBIX MOKYMEHTOB Ha XpaHeHHe B TOCYIapCTBEHHBIH
(MyHULUNATbHBINA) apXMB; aKThl, OTPKAOUME TEKYIIyI0 OPraHNu3alyio XpaHCHHd
5JIEKTPOHHBIX JIOKYMEHTOB (TIPOBEPKH HAIMYMsI M COCTOSHMS SJICKTPOHHBIX
JOKyMEHTOB, NpPOBEPKH (H3MUECKOTO U TEXHUYECKOTO COCTOSHHUS SJICKTPOHHBIX
ZIOKyMEHTOB); aKTbl, QUKCUPYIOIIHEe M3MEHEHUS B COCTaBe U o0BeMe DIEKTPOHHBIX
HOKYMEHTOB (0 BBIICNICHMH K YHMYTOKCHMIO JJIEKTPOHHBIX — JOKYMEHTOB,
He TOJUIeKAIUX XPaHEHWIO; O HEHCNPABUMBIX IIOBPEXKICHUAX JJICKTPOHHBIX
JOKYMEHTOB; O TEXHHYECKMX OMIMOKax B YYETHBIX [OKYMEHTaX; O CO3/aHHU
JIOTIOJTHUTEJIBHOT' O pabouero dK3eMIuIsIpa 3JIEKTPOHHBIX JIOKYMEHTOB;
O KOIIMPOBAaHWU DJIEKTPOHHBIX JOKYMEHTOB; MpOBEICHUH KOHBEPTUPOBAHHUS WIIHA
MUIPALMH 3JNEeKTPOHHBIX JOKYMEHTOB M [Ip.); aKThl BBIABICHUA BPENOHOCHBIX
KOMITBIOTEPHBIX [IPOTPAMM B 3JIEKTPOHHBIX TOKYMEHTAX.

Bce nokyMeHThl B gene (oHIa pacrnojaraiores B XPOHOJIOTHYECKOM
mocenoBaTenpHoCTH. Ha TOKyMeHTHI Jiena (poHa COCTABIAETCs BHYTPEHHAA OIHCD,
JHCTHI [leNia HyMepyloTcs; K Jeny (oHOa COCTaBIAETCs 3aBepHUTeNbHad HalIHCE.
[lo mepe momonHenus (GOHIA 3aBepuUTeNbHAs HAANMCL M BHYTPEHHIA OIMCH
IIEPECOCTABIIAIOTCSI.

4.3.Mcnoan3oBanne 3JJeKTPOHHBIX JOKYMEHTOB apXHBa

Hcronb30BaHKe 3JIEKTPOHHBIX JOKYMEHTOB — MPUMEHCHHUE uH(pOPMAIH apXHBHBIX
3JIEKTPOHHBIX ZOKYMEHTOB B KyJIBTYPHBIX, HayHBIX, [TOJINTHYECKUX,
SKOHOMUUECKIX TIENSX, AN 06ecreden s 3aKOHHBIX HHTCPECOB IPaXIaH.

Apxus TAY IO HPO PB mpemoCTaBiseT IONB30BATENsIM  KOIHH
37eKTPOHHBIX JOKYMEHTOB, HE COACPKAIIHX pH(OpMaLHH OTPaHUYECHHOr0 0CTYIIa,

4 TaKoKe TOUCKOBbIE JaHHBIE 3JIEKTPOHHBIX NOKYMEHTOB.
JlocTyI MOJB30BaTeNeH K 3JEKTPOHHBIM JOKyMeHTaM OrpaHHIeHHOTo JOCTyTa
OCYMIECTBIAETCSL € YICTOM TpeGoBaHMif, YCTaHOBICHHBIX JeCTBYIOLIUM
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3aKOHOJAaTeIbCTBOM Poccuiickoil deaepanii U COOTBETCTBYIOUMMH HOPMaTHBHEIMHU
MPaBOBEIMH aKTaMHU.

OcHOBHBIMH (hOpPMAMHU HUCTIONIB30BAHUS SIBIISIFOTCS:

— uHpOpMaOHHOE o0ecliedeHre 10JIb30BaTelel;

— HCITOJIHEHHE 3alpOCcCOB MOIb30BaTeNell, B TOM 4YHCIIE COLMAIBHO-IIPABOBOIO
Xapakrepa;

— CO37aHHME KOMMH D3JIEKTPOHHBIX HOKYMEHTOB IO 3ampocaM (QH3HYECKUX
U IOpUOUYECKUX JIULI;

— BBIJAYa BJIEKTPOHHBIX JOKYMEHTOB BO BpEMEHHOE IIOJIb30BaHHUE
B cTpykTypHble mogpazaenenus 'AY 11O MPO Pb u cropoHHKne OpraHu3aliy.

Hoctyn pykosojctBa u coTpyauukoB I'AY JIIIO MPO Pb x 31€KTPOHHBIM
JOKYMEHTaM apXuBa MHpH HaJIWYHM HHGOPMALMOHHOM CHCTEMBI OCYLIECTBIISETCS
HEIOCPEICTBEHHO ¢ pab0YuX MECT COTPYIHHUKOB B COOTBETCTBHHU C YyCTaHOBJICHHBIMH
npukaszom mpupekropa AV JIITO MPO Pb npaBaMu gocTyna K JOKyMEHTaM.

Apxus 'AY JITIO UPO Pb MoxeT npeloCTaBisaTh 3JI€KTPOHHBIE JOKYMEHTHI
mo nokampHOM cetu I'AY JIIO WPO PE. B srom ciaydae BeleTcsl 3J€KTPOHHBIM
JKypHaJI ydeTa BBIIayd DJIIEKTPOHHBIX JOKYMEHTOB M3 apxuBa, B KOTOPOM
bukcupyercsi: jgara BbelAadd, (aMuIusA, HMHHUINAAIGI 3alpPOCHBINETO JOKYMEHT
COTpYJHMKA, Ha3BaHHE CTPYKTYPHOTO II0Apa3JelleH s, 3ar0JIOBOK M yYEeTHBIH HOMep
BBIJIAHHOTO TOKyMEHTa.

Apxus T'AY JIIO IPO PBb Mmoxer ofecne4yuMBaTh YHaleHHBIH IOCTYII
K OJIEeKTPOHHBIM JOKyMeHTam apxuBa (dboHmy mnons3oBanus). Ilpu opranusanuu
yIaleHHoro  J0CTyrma 1o  HHGOPMAIMOHHO-TETEKOMMYHHKAMOHHOH — CETH
«VHTepHET» ObecreunBaeTcsi MACHTUGHUKAIMS TOJb30BaTeled CUCTEMBl U 3alIUTa
OT HECAHKITHOHHPOBAHHOI'O JAOCTYIIA.

Apxus TAY JIIIO PO Pb moxeT mpenocTaBIsiTh HOCTYI K JJICKTPOHHBIM
JIOKYMEHTaM, OTKPBITHIM JUIst IyOIMYHOro JOCTYIIa, Yepe3 CalT OpraHu3aliu B CETH
«HHTEpHETY.

[To 3ampocaM OpraHoB BJIACTH M OPTaHM3alMid 3JEKTPOHHBIE JOKYMEHTBI
apXHBa BBJIAIOTCS MOJIB30BaTeNsIM Ha (H3UYECKH OOGOCOOICHHBIX MaTepUajbHBIX
HOCHTEJIAX B BHJIE KOMUU paboyero sK3eMIuiapa 3JIEKTPOHHBIX JOKYMEHTOB.

4.4. UcTOYHHUKH KOMNJEKTOBAHHSA

4.4.1. KommnexroBanue apxua ['AY JIIO HMPO Pb 31neKTpOHHBIMH
JIOKyMEHTaMH BKIIIOYAET:

— ompejieNeHUe CTPYKTYPHBIX TOApa3JeNIeHNil, 3JEeKTPOHHBIE AOKYMCHTEI
KOTOPBIX ITePealoTCsl B apXUB;

— oIpejielleHHe COCTaBa SNEKTPOHHBIX JOKYMEHTOB, MNOIEXalUX TPHEMY
B apXHB,;

— OpraHM3aLHIO Nepeadt 3JTEKTPOHHBIX JOKYMEHTOB B apXUB.

DJIeKTPOHHBIE IOKYMEHTHI MEpellaloTCsa B apXuB rAy 1o H1pO Pb
Ha (usnyeckn 000COOIEeHHBIX MaTepHalbHBIX HOCHTENAX OJJHOKpATHOH 3alKCcH
B BHJE KOHTEIHEPOB DIEKTPOHHBIX JeJl, BKIIOYAIONIMX 3JIEKTPOHHbLIC HOKYMCHTRL

B popMaTe apXMBHOTO XpaHEHHUS.
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Cpoku Tiepenayu 3JIeKTPOHHBIX JoKymeHTOB B apxuB I'AY JIIO HNPO Pb
ycranapnuarorcs I'AY JIIIO MPO PB camocrosTensHo B rpaduke mprema-
mepesiayu Jel.

Apxus TAV IO VIPO PB BexeT CHMCOK CTPYKTYPHBIX IOApa3ieNeHUH,
OT KOTOPBIX 3JIeKTPOHHEIE JOKYMEHTHI octynator B apxus I'AY JITIO PO Pb.

4.5. DKcnepTH3a HEHHOCTH 3JIEKTPOHHBIX TOKYMEHTOB

DKCIepTH3a IEHHOCTH O3JEKTPOHHBIX gokymentos I'AY IO HNPO Pb
IIPOBOAUTCS B COOTBETCTBHU C IpaBUIIaMHU M TpeOOBaHMSIMH, YCTAaHOBIEHHBIMH IS
JIOKYMEHTOB Ha OyMa)XHOM HOCHTEJIe C yIETOM IOMOTHUTEIBHEIX MPU3HAKOB!

— MOJUTHHHOCTPH 3JEeKTPOHHOIO JOKYMEHTa, HajM4He JJIEKTPOHHOI ITOJIHCH
U TIOJIOKMTENIFHOTO pe3yNibTaTa €€ IIPOBEPKH;

— BO3MOXXHOCTh BOCIPOU3BEJECHHS H 00pabOTKH HH(POPMALMH 3JIEKTPOHHBIX
JOKYMEHTOB 6e3 HCIONb30BaHHs OPUTHHATHFHOTO IIPOrPAMMHOT0 0OOECIIeYeHHUS;

— BO3MOXHOCTH oOfecredenuss BpeMmeHHoro (cBeime 10 15er) XpaHeHus,
IPOBEIESHUS TEXHOJIOIMUECKUX MUTPALIHA.

ITo HUCTEUYEeHHIH Cpoka XpaHeHUs 3JIEKTPOHHBIX JIOKYMEHTOB
B HMH(OPMAIMOHHOH CHCTEME, IPOBOIUTCS SKCIEepTH3a HMX ILIEHHOCTH B LENAX
COCTABJIEHHS OMHUCELl FMEKTPOHHEIX IOKYMEHTOB [IOCTOSIHHOTO H BPEMEHHBIX (CBBIIIC
10 7eT) CpPOKOB XpaHEHHs, aKTOB O BBUIEJICHUH K YHHYTOXXCHHIO SJICKTPOHHBIX
JIOKYMEHTOB, CPOKU XpaHEHHs KOTOPhIX HCTCKIIH.

VTBepXKIEHHE AKTOB O BBIJICIEHUH K YHHYTOXKCHHIO  OJEKTPOHHBIX
JIOKYMEHTOB OCYILECTBISICTCS B IOPA/KE, YCTAHOBICHHOM Uit JOKYMCHTOB
Ha OyMa)KHOM HOCHTEIIE.

DNeKTPOHHBIE [ejia C HCTEKIIMMHU CPOKaMHU XpaHEHHs TTOJUTeKaT buznIecKOMy
VHHYTOKEHHMIO ~ WIM  yJaleHdio  NPOTPAMMHO-TEXHMYECKHMH  CPCACTBAMH
c ¢ukcanueil hakTa YHHYTOKEHHS B IPOTOKOIIE napopMannoHHoi cuctembl I'AY
JTIO PO Pb. ‘

IIpy mpoBelleHHH OKCIEPTH3bl LEHHOCTH  SJIEKTPOHHBIX  JOKYMEHTOB
B NH(GOPMALIMOHHBIX CHCTEMaX OpraHu3aliy OCyIIeCTBIICTCH:

— oT6Op  MWCMOJNHEHHBIX  DIEKTPOHHBIX  JIOKYMEHTOB  IOCTOAHHOIO
1 BpeMeHHbIX (cBhie 10 1eT) CPOKOB XpaHEHHs, BKIFOUCHHBIX B nH(GOpPMaHOHHYIO
cuctemy IAY 1O VPO Pb nist moAroToBKH K nepefaie B apXus;

— mpoBepka NPAaBHIBHOCTH (OPMMUPOBAHHA M CHCTCMATH3AlMK  CAWHUN
XpaHEHHs 3JIEKTPOHHBIX TOKYMEHTOB;

— mposepKa (GailioB ¢ MEKTPOHHBIMA JOKYMEHTaMHU Ha HATMIUE BpETIOHOCHBIX
KOMITBIOTEPHBIX IIPOrPaMM.

4.6. Iloaroroska 3JIeKTPOHHBIX JOKYMEHTOB K nepegavue B apxHuB

DNeKTpOHHBIE [eNa TepeflaloTCs B - apXHB Ay 10 HWPO Pb
B YIOPS/I04EHHOM COCTOSIHHH ITO ONHCSM 3JICKTPOHHbIX JIOKyMEHTOB CTPYKTYPHBIX
nojpa3ieleHdi ¢ COIIPOBOJIUTENBHON  CIy)KEOHOH  3alMCKOU CTPYKTYpPHOT'O

rojapaseyicHus.
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B mpomecce mOATrOTOBKH 3JIEKTPOHHBIX JOKYMEHTOB K Iiepellade B apXuB
I'AY JAIIO VPO PB ocymecTBasieTcs:

— KOHBEPTHPOBaHHE »SJIEKTPOHHBIX JOKyMEHTOB B (OpMaT apXuBHOIO
XpaHeHus;

—  BKJIIOYEHHE DJIEKTPOHHBIX JIOKYMEHTOB B (popMaTe apXMBHOI'O XpaHEHHS
B KOHTEUHEPHI 3JIEKTPOHHBIX JOKYMEHTOB;

—  co3JaHue omucell  BNEKTPOHHBIX JIOKyMEHTOB CTPYKTYPHBIX
Ioipa3IeJIeHU M.

B xonTeliHep 2JIEKTPOHHOTO INOKYMEHTa, IOMJIEKAIIEro Iepenalue B apXHB
I'AY 110 UPO Pb BkarouaroTcs:

— ¢ails 5JeKTPOHHOTO TOKYMEHTa B popMaTe apXHUBHOTO XpAaHEHHS;

— (aiinel NPUIOKEHHIT TOKyMeHTa B (JopMaTe apXuBHOI'O XpaHeHHs], €CJIi OHH
UMEIOTCSA U He BKIIOYEHBI B (haiill OCHOBHOI'O 3JIEKTPOHHOIO IOKYMEHTA;

— (haitnsl 31eKTPOHHBIX MOAIKUCEH,

— Qalinpl  TPOBepKH  3NEKTPOHHBIX  IOMMHCEH,  MOATBEPKAAIOLINE
MIOJIOKUTENBHEINA Pe3yJIbTaT MPOBEPKH 3IEKTPOHHOM MTOAMUCH;

— (Qaiin MeTamaHHBIX 3JIEKTPOHHOro mokyMeHTa B (opmare XML (ns
obecreveHdst TOCTeAylomell KOHBEpTalMH METaJaHHBIX B HMH(pOPMaLHOHHYIO
CHCTEMYy apXWBa OpraHM3al{M), BKIIOYAlOmui: 1) MeTajaHHBIE - PEKBU3HUTBHI
DJIEKTPOHHOH  PEruCTpallMOHHOM KapTOYKU JOKYyMEHTa U 2) MeTanaHHEIE,
OTpa)karolllfie MPOLIECCHl YNPABIEHHUs JJIEKTPOHHBIM JIOKYMEHTOM JI0 MOMEHTa €ro
BKJTIOUEHHUS B HHQOPMAIIHOHHYIO cHCTeMY (IyOJIHKalui JOKYMEHTA B cucTeMme).

B unHGOPMAIMOHHOW CHCTEME pacCYMTBIBAIOTCS CIEyIoIHe IapaMeTphl
KOHTeiiHepa 3JIEKTPOHHOIO JOKYMEHTA!

— 00BEM 3IEKTPOHHOTO Jiena B MO;

— KOHTpOJIbHAS CyMMa KOHTeHHepa 3JIEKTPOHHOTO Aea.

B uHpOpManHOHHON cHcTeMe (POPMHUPYETCs OIUCH dJIEKTPOHHBIX JOKYMCEHTOB
CTPYKTYPHOTO HOJIpaszeiIeHHs 10 yCTAHOBIEHHON popMme.

Ilpy npueMe  KOHTelHepa  SJIEKTPOHHOrO  JIOKyMEHTa B  ApXHB
FAY IO MPO Pb k MeTajaHHBIM 3JIEKTPOHHOTO JOKyMEHTa nobGaBmnseTcs
npucsoenusii B apxuse IAY II10 PO Pb apxuBHBIH MWHGP.

IIpu mpueMe D3IEKTPOHHOrO Jena B  apXuB rAy 1o HWpO Pb
10 WHGMOPMAIMOHHO-TENEKOMMYHUKAIIUOHHOH CeTH B uH(pOpPMAIIMOHHON CHCTEME
apxuBa:

— (opmupyeTcst 3amMCch 00 OIEKTPOHHOM JOKYMEHTE B fase JaHHBIX
nHbOpPMAIMOHHON cucTeMsl apxuBa I'AY JII10 UPO Pb;

— 3amuch 00 DIIEKTPOHHOM JOKYMEHTE JOTOJIHSICTCS CCBIIKOH Ha MeCTO
XpaHeHHs! AIEKTPOHHOTO JOKYMEHTA.

OnHOBPEeMEHHO TIPOBOIKTCS MPOBEPKA dNIEKTPOHHBIX JOKYMEHTOB Ha HaJIU4Iue
BpEeJJOHOCHBIX ~KOMIIBIOTEPHBIX ~IIpOTpamMM M TPOBEpKa BOCIIPOU3BOJIUMOCTH

3JIEKTPOHHBIX JIOKYMEHTOB.
Ilpu nepefade SNEKTPOHHBIX TOKYMEHTOB B apXib Ay OI10 UPO Pb

Ha 060CO0IEHHBIX MaTEPUATBHBIX HOCHTEAX MPOBOAUTCA.
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—~ mpoBepka (U3NYECKOTO ¥ TEXHHYECKOTO COCTOSHHUS  (H3UYECKH
000CcO0IEHHBIX MaTepHATbHBIX HOCUTENEH OJHOKPATHOM 3allMCH, IpeJXHa3HaYCHHBIX
JUIS 3aIMCH 3JIEKTPOHHBIX JOKYMEHTOB;

— 3amUCh KOHTEHMHEPOB JJEKTPOHHBIX OKYMEHTOB Ha  (U3UYECKH
060co0IeHHEBIE MaTepHaIbHble HOCUTEIN OAHOKPATHOH 3allMCH B JBYX 3K3eMILIsIpax
(ocHOBHOM U pabouem);

— TIpoBepKa KadyecTBa 3allUCH U BOCIPOM3BOJMMOCTH  3JICKTPOHHBIX
JIOKYMEHTOB;

— COCTaBIE€HHE B CTPYKTYPHOM IOJpa3leleHHH OIHMCH JJIEKTPOHHBIX
JIOKyMEHTOB, TIpelHa3HAYeHHBIX I epefadn B apxuB I'AY JI1O PO Pb.

[Ipu 3amucH 3NEKTPOHHBIX JOKYMEHTOB Ha (u3H4eckn 000COoOIeHHbIe
MaTepuaibHble HOCHTENH DPEKOMEHIyeTcs COOmoJaTh NPUHLUMI Pa3sMEINEHHA Ha
OJIHOM HOCHTEIIE DJIEKTPOHHBIX JJOKYMEHTOB OJHOTO JIEKTPOHHOIO Jena.

Kaxkgpiii Gymissp ¢usmuecku 0060COOIEHHOTO MaTepHaJIBHOIO HOCHTEN,
mepemaBaecmMoro B apxuB [AV JIIO HMPO Pb, cuabxaercs (pOHTAIBHBIM
BKJIAJIBIIIIEM, HA KOTOPOM yKa3bIBaeTCs:

— COKpallleHHOEe Ha3BaHUE,

— COKpallleHHOE Ha3BaHUE CTPYKTYPHOTO IIOApa3c/ICHu;

— HHIEKC J1ea;

— 3aroJIOBOK JIeJa;

— OTMETKa O CTAaTyce SK3eMIUIsApa 2JIeKTpOHHOro neina: «OCH.» (ocHOBHOI1)
unu «Pab.» (pabounii);

— 00’beM 3JIEKTPOHHOTr0 nena B MO;

— KOHTpPOJIbHAS CyMMa JJIEKTPOHHOTO JeJIa;

— JiaTa 3aIlUCH SJIEKTPOHHBIX JOKYMEHTOB Ha HOCUTEIIb;

— TIpH HEOOXOAUMOCTH OTMETKH 00 OrpaHUYeHHH JOCTyna H Jp.

Bxiapll moMelnaercss B (GyTaap dNEKTPOHHOTO HOCHTENSI TaKMM 00pasom,
yTOGBI HAMMMCH Ha HeM OBIIM BUHbI IPH 3aKPBITOM (QyTIIsipe.

Haamucy Ha BKJIAABIIIAX I€YaTalOTCd MM HAHOCATCA OT PYKH UCTKUM
pa30OpyYHUBEIM IIOYEPKOM CIIELHAIBHEIMU HYEPHBIMU BOJIOCTOMKHMHU YEPHUIIaMH.
B03MOYHO HCIONB30BaHKE IITAMIIOB U APYTUX aHAJOTUYIHBIX CPEICTB.

4.7. CocTaBjieHHe H o(popMIIeHHE ONHUCEii JICKTPOHHBIX AeJ

Onuch 3JEKTPOHHBEIX JTOKYMEHTOB, IOATOTOBJICHHAs TAY IO UPO PBb,
ABJISETCS TEPBHYHBIM YYETHBIM JOKYMEHTOM [UISi €JMHHIl XPAHCHHS JJICKTPOHHbIX
IOKYMEHTOB TOCTOSIHHOTO Y BPEMEHHBIX (cBpime 105meT) CPOKOB XpAaHEHHUS, B TOM
upcie [ COCTAaBJIGHMS OMMCH 3JIeKTPOHHBIX JIOKYMEHTOB, IICpE/IaBacMBbIX
Ha TIOCTOSHHOE XpaHeHHe B rOCyJapCTBEHHBIN apXHB.

OITHCH 2NEKTPOHHBIX JIOKYMEHTOB COCTABIAIOTCS HE IO3/HEE HEM HEpes OINH
roj mocne 3apepiieHns GopMUpOBaHUS IEKTPOHHOTO /iej1a B ZIETIOIIPOU3BOJICTRE.

[Ipu COCTaBJI€HMM ONHCH  DJIEKTPOHHBIX JTOKYMEHTOB  COOIIO/IAafOTCA

creryroliye TpeOOBaHUA:
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-  3aroJIOBKM OJICKTPOHHBIX JieJl BHOCSTCS B OIMCh B COOTBETCTBHH
C TIPUHATOM CXeMOIi CHCTeMaTH3aly Ha OCHOBE HOMEHKIIATY Pl e,

— KaXXOBIi 3JIEKTPOHHBIN JTOKYMEHT BHOCHTCS B OIIUCH IOl CAMOCTOSATEIBHBIM
IOpPSAKOBEIM HOMEPOM C YKa3zaHHEeM Jarhl IOKyMeHTa, CPOKa XpaHeHHs, obbema
B MO0 ¥ KOHTPOJIBHOM CYMMBI.

I'pada omucu «[IpuMedaHue» HCHONB3YeTCS U1 OTMETOK O IIpHEMe
3NEKTPOHHEIX JOKYMEHTOB ¥ IIPH HEOOXOIUMOCTH APYTroil HH(pOpMAIIHH.

OOGBEKTOM OIMCAHUSA B OIMCH 3JIEKTPOHHBIX TOKYMEHTOB SABIISFOTCS €TUHUIIBI
XpaHEHHS DJIEKTPOHHBIX  JOKYMEHTOB. EJUHMIBI  XpaHeHHs  BJIEKTPOHHBIX
JOKYMEHTOB, OTHOCSIIMECS K OJHOMY HeNy, COCTAaBISIOT B OIKCH OTIACIBHBIM
pasen, IMEOIKi OOIIHif 3aT0JI0BOK, B KOTOPOM YKa3bIBarOTCS:

— WHIeKC Jena (B COOTBETCTBUU C HOMEHKIIATYpOH Je);

— 3aroJIOBOK JeNa;

— KpaifHue 1aThl JOKyMEHTOB JIENa;

— KOJI-BO JIICTOB JIOKYMEHTOB Jl€JIa.

OmnucaTeNpHas CTAaThd ©JUHHLLI XpaHeHHs BKIIOYaeT B cebs cleayrolme
3JIEMEHTBL:

— HOMeEp JOKyMEHTA IO MOPAIKY B NpeJiesax pasiena ONnucH,;

_ HalMEHOBaHHE JOKYMEHTA (BHI JOKYMEHTa, 3aroJIOBOK K TEKCTY);

— JiaTa JOKyMEHTAa;

— CpOK XpaHEHHS;

— 00BeM KOHTelHepa 2eKTPOHHOr0 JoKyMeHTa B MO;

— KOHTPOJBHAs CyMMa KOHTeHHepa 3JIeKTPOHHOIr0 JIOKyMEHTA.

Ha ocHOBHO#I W paboudii OK3EMIUIAPHl 3JIEKTPOHHBIX  JOKYMCHTOB
B CTPYKTYPHOM IOZPa3JieIeHUH COCTABIIIOTCA OT/ACNbHBIC OMHCH Ha OyMaxKHOM
HOCHTEJIE U B DJIEKTPOHHOM dopme.

B kouie omucu oQOpMISETCS WTOTOBasl 3allMCh, B KOTOPOH YKa3bIBACTCS
KOJIHYECTBO €JMHKL XPAHEHHS SEeKTPOHHBIX TOKYMEHTOB (UbpamMu U IIPOIIHCHIO);
061 06BEM eIMHHUI] XpaHEHHs, BKIFOUSHHBIX B ONTHCE, B MO.

K omucH CTPYKTYpPHOTO MOAPA3JENEHHs MOXET COCTaBJATHCH MPCIAHCIOBHC
¢ ykazaHueM HHGOPMAlMOHHOW CHCTEMBI, U3 KOTOpOi M3BIIEUEHBI SJIEKTPOHHBIC
JIOKYMEHTBI, TIPOIPAMMHOT0 0GecriedeHus], ero BEPCUU U APYTHX TEXHONOIMHCCKHIX
XapaKTepHUCTHK HH(QOPMAIHOHHBIX CHCTEM.

4.8. TlopsiioK mepeJayH 3J1eKTPOHHBIX IOKYMEHTOB B apXHB
TAY II10 UPO Pb

DJIeKTPOHHBIE JOKYMEHTBI IIOCTOSHHOTO M BPEMCHHOIO (ceeie 10 7er)
CPOKOB XpaHEHHUS TEePefaloTCs B apXuB T'AY JIITO PO Pb exerogHo He paHee 1eM
yepes ToA M He II03[Hee 4YeM Hepes 3 roma mocie 3aBeplucHHus pabOTHI
C JOKyMEHTaMH.

ITepenaua OJEKTPOHHBIX JOKYMEHTOB B apXHB TAY JOII0 HPO Pb
IIPOM3BOAUTCS B YHOPSITOYCHHOM COCTOSAHUN B BUIe KOHTEWHEPOB 3JIEKTPOHHBIX
JTOKyMEHTOB Ha OCHOBaHHH ommceli OSNEKTPOHHBIX JOKYMEHTOB CTIPYKTYPHBIX

e
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nozxpasfeleHuii MO0  MH(OPMAIMOHHO-TENEKOMMYHUKAUMOHHOW — CETH  HIH
Ha QHU3HYECKH 0DOCOOJIEHHBIX MaTepUaIbHBIX HOCHTEISX, KOTOPBIC NePEMELIatOTCs
U3 CTPYKTYpHBIX ojpasaesnenuii B apxus 'AY JI110 PO Pb.

Ilpu Tmepemade KOHTEHHEPOB  3JIEKTPOHHBIX  JOKYMEHTOB B  apXWB
I'AY OITO WPO PH BBHIMOJHAIOTCS CIEAyIOIIHE OCHOBHBIC IIPOLENYDPBHI paboTEI
C TOKYMEHTaMHU:

1) ¢opmuposanne B unHpopMmanuonuoit cmcreme I'AY IO HWPO Pb
KOHTEMHEPOB 3JIEKTPOHHBIX JOKYMEHTOB,;

2) ¢QopMHpoOBaHHE ONUCH OJJIEKTPOHHBIX JIOKYMEHTOB CTPYKTYpHOTO
nojpasnenenus (CIaTo4HoH onycn);

3) mepenaya KOHTEHHEPOB SIIEKTPOHHBIX JOKYMEHTOB C CONPOBOAMTENBHOM
CILy>KeOHOM 3amHCcKOl M JK3eMIULIPOM CIATOYHOH ONMMCH B OJIEKTPOHHOM dbopme
B uHboOpMaluoHHyo cucremy apxusa I'AY JIIIO UPO Pb mo HHPOPMaLHOHHO-
TeJIEKOMMYHHUKAlMOHHOM CETH;

4) mnpu HEBO3MOXXHOCTU TIEpelavyd JOKYMEHTOB IIO uH(opMaIioOHHO-
TeJleKOMMYHHKAILMOHHOM CeTH, Iepefada KOHTEHHEPOB 3JIEKTPOHHBIX JNOKYMEHTOB
Ha QpuU3UIeCKd 000COOIEHHBIX MaTepHAITBHBIX HOCUTEIIAX;

5) manpaBneHue B uH(QOpManHoHHYI0 cucreMy IAY OO0 PO Pb
yBegoMieHus o mpueme apxusom I'AY IO MPO Pb KOHTEMHEPOB DJIEKTPOHHBIX
IOKYMEHTOB;

6) mposepka apxuBoM I'AY JIIIO MPO Pb 53€KTPOHHEIX HOKYMEHTOB
Ha HaJM4YMe BpPEJOHOCHBIX KOMIIBIOTEPHBIX IpPOrpaMm (BupycoOB), TNpOBEpPKa
BOCIIPDOM3BOJAUMOCTH  BJIEKTPOHHBIX  JOKYMEHTOB,  IIPOBEpKa ($HU3UYECKOTO
U TEXHUYECKOro COCTOSHHSI Hocurenel (Ipu Iepejade 3JEKTPOHHBIX JIOKYMCHTOB
B apxus I'AY JIIO MPO Pb ma ¢Qusuyecku 060CO0JIEHHBIX MaTepHAIBHBIX
HOCHUTESX);

7) Hampabienue B HH(OPMALMOHHYIO CHCTeMY YBCAOMJICHHA O IPHEME
SJIEKTPOHHBIX JOKyMEHTOB B apxuB I'AY IO VPO PH unu yBEeIOMIICHHS
06 OTKa3e B IpHeMe JOKyMEHTOB C yKa3aHMEM IIPUYHH;

8) BHeceHHe CBEIEHUH O MOCTYNHUBUIMX B apXuB BIIEKTPOHHBIX JIOKyMEHTaX
B y4eTHbIE JJOKyMEHTBI apXHBa 1 pa3sMelleHHe dNEKTPOHHEIX JIOKYMEHTOB B apxuBe.

[IpueM OSJEKTPOHHBIX HOKYMEHTOB B apXHB obopMIIsIeTcs COCTaBICHUEM
WTOTOBOM 3allHCH B KOHIIE KaXXJI0ro 3K3eMIUApa CIATOYHOI OmWCH, B KOTOPOH
nudpaMi ¥ IPONUCHIO YKa3bIBACTCA KOIHYECTBO (pakTHYeCKN TPHUHATHIX B apXUB
BNEKTPOHHBIX JIENl, SIEKTPOHHBIX ITOKYMEHTOB, HX KOHTPOJBHBIC CYyMMBI, 00BbeM
B M6, nara npuema-liepefaud. MTorosas 3aluch IMOATBEPKAACTCA TIOJITUCSIMU
COTpYIHUKa apXHBa U COTPYAHHKA CTPYKTYpHOTO nonpasJefieH s, NepeaBiero
SJIEKTPOHHBIE JOKYMCHTBI.

[locie mp¥eMa B apXuB O3JEKTPOHHBIX ~JOKYMEHTOB Ha du3IIecKd
060COGTICHHBIX MAaTepHATbHBIX HOCHTENSIX BKIAIBIIIM, MTOMCIICHHEIC B byTsp
e/IVHUIIEl XpaHEHHsT B CTPYKTYPHOM NOIPa3ICICHUH, 3aMEHSIOTCS Ha BKIIQJIbIIIH,
odopMisieMble B apXHBE.

Ha BKJIajblie, IOMeaeMoM B QyTisip eJIMHULBI XpaHCeHU, odopMIsIEMOM
B apXUBe, yKa3bIBaeTCs!

— HauMeHoBaHHe (IIOJIHOE, COKpallleHHOE);

—‘_
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— HoMep ¢oHIa;

— HOMEP OIIHCH DJICKTPOHHBIX AeJl, JOKYMEHTOB;

— HOMED JeJia 110 OIIUCH;

— OTMETKAa O CTaTyce JK3eMIUIIpa OJJIEKTPOHHBIX MOKYMEHTOB: «OCH.»
(ocHoBHoOI) umn «Pab.» (pabounii);

— KpakHue AaThl IOKYMEHTOB 3JIEKTPOHHOTIO J€Ja;

— 1pu HEOOXOMUMOCTH JIENAIOTCS JOTIOIHUTEIIFHBIE OTMETKH 00 OrpaHHYEHUH
JIOCTyTa K JOKYMEHTaM U Jp.

Bxnagsim noMemaerca B Qymsip Gpusngeckun 060coOIEHHOr0 MaTepHalbHOTO
HOCUTENSI TAKUM 00pa3oM, YTOOBI HAANHMCH Ha HeM OBUIM BHAHBI MPHU 3aKPBITOM
dbyTispe.

4.9. Ilepenaua nokymentos apxusa I'AY J11O UPO Pb

4.9.1. TlogroroBka M Iiepefayda 3JIEKTPOHHBIX [JOKYMEHTOB, BKIIIOYEHHBIX
B coctaB ApxuBHoro ¢(onna Poccuiickoit Pemepaniny, Ha MOCTOAHHOC XpaHCHHE
B TocymapcTBeHHOe KazeHHOe yupexkjeHHe HaruoHaibHBIH apXuB PecnyGnmuku
BalmKOpTOCTaH OCYIIECTBIsETCS B COOTBETCTBHM C TIpaBUIaMH H IO rpaduky.
IMepenaua 3JIEKTPOHHBIX JOKYMEHTOB B ['0CYAapCTBEHHOE Ka3€HHOC YUPEKACHUEC
HammoHaneHbl apxuB PecrmyOnuky ballKopTocTaH —OCYIIECTBISETCST B BHIC
KOHTEHHEepOB SJICKTPOHHBIX JIOKYMEHTOB 10 HHPOPMAaIIOHHO-
TeJIeKOMMYHHKAIIMOHHON CeTH WM Ha (QU3MIECKH 000cO0IEHHBIX MaTepHualbHBIX
HOCHTEJISX.

5. OPTAHHM3AIIUASI PABOTBI C OTHPABJISIEMBIMU
TOKYMEHTAMHU

JloxyMenThl, otnpasisemble I'AY JIIO WUPO Pb, nepenatorcs ITOYTOBOH,
5JIEKTPOHHOM, KypbepCKOH JOCTAaBKOM.

CekpeTapb  pyKOBOAMTENS  OCYNIECTBISET  NPOBEPKY  NpaBUILHOCTH
ohopMIIeHUST JOKYMEHTA, KOMIUIEKTHOCTH JIOKyMEHTA.

C T1IOMOIIBIO CPEACTB OJEKTPOHHOH CBSI3M CEKPETaph PYKOBOAWTEIA
OCYILIECTBJISET Tlepefiady Tenerpamm, (pakcorpam, teneoHOrpaMM, dJIEKTPOHHBIX
JIOKYMEHTOB.

Bumpl JOKYMEHTOB, uHGOpMalus KOTOPBIX TIEpEeNacTes TII0  KaHajlaM
5IIEKTPOHHOM CBS3H, @ TakKe HEOOXOAHUMOCTh M MOPANOK JOCHUIKH HX OyMaKHOTO
OpHUIMHaNa afpecary OIpeAeNAIoTCsA VHcTpyKipedl 1O JeNONpPOU3BOACTBY
TAY II1IO UPO PB, ¢ yueroM (YHKIMOHUPYIOMMX TEXHUIECKHX M NPOIPaMMHBIX
CpEACTB.

JIOKyMEHTBI, IoJyieKalye OTIIpaBKe, JIOJDKHBI 06pabaTeIBaThCs
¥ OTIIPABIATHCA B JCHB MX MOJIIMCAHHUS WA HE MO3/HEe CIICYIOmEro pabouero JHsl.
PerrcTpalluOHHBIl HOMEp JHOKYMEHTa M JaTa perncTpanii IIPOCTABJISAIOTCS
Ha IOJUTMHHAKE JOKYMEHTa B DeKBU3UTaxX OnaHKa M Ha KOLHH, ocTarouieiica B Aele.
VCXOmAIMM HOMEPOM OTIPABIIEMOro JIOKyMCHTa ABIACTCHA TIOPSIIKOBBI  HOMEp
PETMCTPAllU¥ [HCbMA B TCUCHHE Texymero roga, LuppoBod HOMEp (MHIIEKC)

L
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CTPYKTYPHOTO HOZIpa3fieleHNsl, KOTOPOE OTIPABIISIECT MUCHMO.

Hanpumep:

[TopankoBslii Homep mmchbMa 515, mpuemHas uMeer uHpaekc 02-26, nara
peructparmu: Ne 02-26/515 ot 15.02.2020.

ITomIMHHKMK JOKYMEHTa C BH3aMH M IPUWIOKEHHSIMH B COOTBETCTBHH
C HOMEHKJIaTypo#l Jei MOAUIMBAaeTCsl B JeNo (BXONAIIMA ITOKYMEHT HNEpeacTCs
Ha XpaHeHHe B JIEJI0 BMECTE C JOKYMEHTOM-OTBETOM).

JlocelnKa MM 3aMeHa pa30CIaHHOIO paHee MOKYMEHTa OCYyIIECTBIICTCS
0 YKa3aHWIO JIKIa, TOJNMCABIIETO TOKYMEHT, HIIH CEKPETapeM.

5.1. Hopsigok NpPOXOoKAEHHS BHYyTPEHHHX JOKYMEHTOB

5.1.1. TIpoxoxaeHue BHYTPCHHUX NOKyMEHTOB Ha 3TallaX HX ITOATOTOBKH
u  odopMIeHHs JOJDKHO  COOTBETCTBOBATH  IPOXOXICHMIO  OTNPABIACMBIX
JIOKyMEHTOB, & Ha dTale HCIIOJHEHHs — IIOCTY AKX JOKYMEHTOB.

5.1.2. TIpOeKTH pACTIOPSAMTENBHBIX JOKYMEHTOB IIOC/IE IIOATOTOBKH
M COIVIACOBAaHUS C 3aUMHTEPECOBAaHHBIMU ITOJAPA3NENICHUSIMH H JODKHOCTHBIMH
JUIAMH HEepefaloTcs CEeKpeTaplo PYKOBOIHUTEIS, KOTOpas OCYIUECTBILICT KOHTPOIb
3a IIPaBUJIBHOCTBIO UX OPOPMITEHHS.

OdopMneHHble  IOKyMEHTH ~ Iepellatorcs ~ Ha  MOANHCE  PEKTOpPY
CAY JII0O HWPO PB B COOTBETCTBHH C HPaBOM [OAMMCH JOKYMEHTOB
u  pacmpeneneHuem — obssannocteid.  Iocme  moxpmmcanmA  OKYMCHTBL
PErHCTPUPYIOTCS.

ITpoekThl MPHKA30B BHOCATCS C IIPUIOXNKEHHEM  BCEX HEeOOXOUMBIX
TOKYMEHTOB (pacdeThl, CMETHI, IUIaHBl, IPOrpaMMBbl U T.I.), C COOTBETCTBYIOIIMMHU
BH3aMHU.

[Ipy HanMuU{ 3aMEYaHHH U TIPEJIOKEHHH CO CTOPOHBI COTJIACYIOMIEIO
JICTIONHATENb I[POEKTAa BHOCHT B TEKCT IIPOEKTa COOTBETCTBYIOIIHE IOTpPaBKH
M COMIAcCOBBIBAET TIOBTOPHO. IlpM HEBO3MO)KHOCTH — NPHHATHA  IIOMpaBOK
MCIIOJIHUTEIH [IPOEKTA MICEMEHHO MOTHBHPYET CBOC HECOTJIaCHE.

Ha npukas, pacceinaeMsiii Goiee ueM B 4 ajpeca, HCIONHUTEND TOTOBUT
¥ TIpHJIaraet K IPOeKTy yKa3aTeslb O3HaKOMIIeHNs (pacchUIKy).

5.1.3. JoknazmHble, CIy)KeOHEIE, OOBIACHUTENBHBIE 3aNMCKY PErUCTPUPYIOTCA
B mnpuemsoir T'AY JIIO WPO PB u joBOmsTCcs MO0 HCIONHUTENEH dYepes
OTBETCTBEHHOTI'O 32 JISJIONPOU3BOACTBO B CTPYKTYPHBIX MONPA3NCICHIAX.

5.1.4. T'paIaHCKO-TIPABOBBIE  JOTOBODBI (KOHTpAKTHl, ~ COTJIANIEHHS)
[IOJICOTABIMBAIOTCS CTPYKTYPHBIMH MOZpPa3feNeHUsMI BO HCHOJIHCHHC ITOpYy4YCSHHU I
pextopa I'AY MI1O WPO PB B COOTBETCTBMH C TPEOOBaHUAMH 3aKOHOAATETIBCTBA
Poccuiickoit denepanui.

Bce MpoeKTHl JOrOBOPOB (KOHTPaKTOB, cornaiieHuit) nojuiexar 00s3aTeNnbHOMY
cornacoBanHmio ¢ ropuckoncynsrom FAY IO WPO Pb.

51.5. Pa3MHOXEHHBIE OK3EMIUISPHl  NOJANHCAHHBIX PYKOBOAUTEISIMU
W 3aperrCTPUPOBAHHBIX JOKYMEHTOB B 06s3aTeNPHOM TIOPSIIKE  PaCCHIIAIOTCsA
B CTPYKTYpHBIE NOJIpa3fieNeHusl, B BE/ICHIN KOTOPBIX HAXOJATCS paccMaTpyBacMbIe

BOIIPOCHI, COTJIACHO yKa3aTeJIto PpacChbUIKH.
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5.1.6. Ilepemaya HAOKYMEHTOB MEXJY CTPYKTYPHBIMHU IIOApa3JesIEHUIMH
OCYIIECTBIISIETCSl 4epe3 JIMI[, OTBETCTBEHHBIX 3a BEeICHUE HeJIONPOU3BOLCTBA
B KOHKPETHOM CTPYKTYPHOM IOJpa3AeieHUM.

5.2. PaGoTa HCIIOJIHUTEJIEH ¢ JOKYMEHTaMH

5.2.1. Opranmsanus paGortsl ¢ gmokymenramu B ['AY JIIO HWPO Pb
OCYINECTBSETCS Ha OCHOBAaHHHM YKa3aHUM II0 MCIOJHEHHIO JIOKyMEHTOB
(pesomroruit) pexropa T'AY JAIIO HMPO Pb, pykoBoautedss CTPYKTYpPHOIO
ozpasAeNieHus, UHBIX JOJKHOCTHBIX JIUII.

PykoBoauTeNb IOZpa3fesieHuss — HCIHOJHUTENs IOJydaeT JIOKYMEHTbI
B BO3MOXXHO KOPOTKHE CpPOKH (B J€Hb HX paCCMOTPEHHs COOTBETCTBYIOIIMM
DPYKOBOAMTEIEM WM Ha clemyoomuii pabouuii JAeHb), CPOUYHBIE JOKYMEHTBI
IIEPEAAtOTCST UCIIOJIHATENIO He3aMeIJIMTENLHO.

PyKOBOIMTENH/CIIENMANKMCTEl CTPYKTYPHBIX mozapasaenenuit FAY IO MPO
PB B mpoliecce UCTIONHEHHUS JOKyMEHTa OCYIIECTBIISIOT:

— cbop u 06paborky HeoOxoauMoi HHOPMAIUH;

— IIOACOTOBKY IIPOeKTa JOKYMEHTa W BCEX HEOOXOJHMMBIX IPHIIOKEHUH
¢ cOBNIOIeHIeM IPaBUIT TOKYMEHTUPOBaHHUs, ycTaHOBIeHHbIX B TAY JII1O PO PBb;

— corJIacoBaHHE NPOEKTa C 3aMHTEPECOBAHHBIMH JIOJDKHOCTHBIMH JIMIAMHU
(npunoxxenue Ne 6);

— 1opaboTKy IMpOeKTa HOKYMEHTa IO 3aMeYaHHAM, IIOJyYC€HHBIM B XOJEC
corjacoBaHHa (B Cliydae Cepbe3HOM KOPPEKTHPOBKU IIPOEKTa JOKyMEHTa
IIPOBOJIUTCS €TO IOBTOPHOE COTTIACOBAHME);

— B HeOBXONUMBIX CIydasX - HOJATOTOBKY CIHCKa (yKasaTellss) PacCBHUIKH
JIOKYMCHTA);

— IpejicTaBleHHe IIPOEKTa [JOKyMEHTa Ha IOJNHChH (yTBepIKIeHUE)
PYKOBOJCTBY,

— ompeleleHHe MecTa XpaHeHHs JIOKYMEHTa (xommu#u  JJOKYMEHTa)
10 HOMEHKJIAType A€, B KOTOPOe NOJDKEH OBITh MOMEIEH TIOKYMCHT.

[IpefycMaTpuBaeTCss MOPANOK — TPYIIOBOH paboTel Hag [OOKYMEHTOM
B CJIy4asiX, €CJIM HCIIONHEHHE JIOKYMEHTa IOPYIeHO HECKOIbKUM JINIaM:

—  OTBETCTBEHHBIM 3a OpPraHM3allMIO BEINOJTHEHUS NOPY4EHHs CIMTACTCA TOT
HCHONHUTENb, ubi (aMiius yKasaHa B Pe3OJIOLMM  IEepBOH (ocHOBHO
HUCITOJIHUTEND);

—  OTBETCTBEHHbIH WCHOJHUTENb BIPaBe CO3BIBATH COMCIIOJHUTENICH Ul

BBIpa6OTKI/I COBMECTHOI'O PCIICHUS,
— TIPOEKTHI pemeHHﬁ MNpeACTaBIISIIOTCA COUCIIOJIHUTENSIMHA OTBCTCTBEHHOMY

HCTIOJIHUTEJIIO.
B cinydae OTCYTCTBHSI HCIIOIHUTEISA (KOMaHIUPOBKa, OTMYCK, 60JIe3Hb)

[OKYMEHTHI [epeialoTCs IPYroMy HCHOJHUTENIO, B CIIyHac yBOJIbHEHHs pabOTHHKA
WK TIEpexo/ia Ha Jpyrod y4acToK paGoTHI IOKYMEHTHI Mepe/laloTes [0 aKTy prueMa-
mepefadd  PyKOBOTHTENIO  IIOAPA3MCICHUA WM - IO ero yKa3aHHUIO BHOBb

Ha3HAYEHHOMY COTPYIHHUKY.
VcIIoNBWTeNs MMeeT MpaBo Ipeajararb H3MEHCHHE CpOKa HCIIOTHEHUs
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JIOKyMeHTa (C COOTBETCTBYIOIIUM OOOCHOBaHHEM, MPEJCTABIISIEMBIM PYKOBOICTBY),
€CIIH OTCYTCTBYIOT peajibHble YCJIOBUS BBIIIOJHEHUS 3aJaBud, AelaTh ITOMETKH Ha
JIOKYMEHTe O BpEeMEHU ero NOCTYIUIeHHUS, O JaTaxX I[POMEXYyTOYHOI'O MCIIOJIHEHUS
(TenedOHHBIX M NIHUCHPMEHHBIX 3allpocax), O AaTe U pPe3yJbTaTe OKOHYATEJIBHOIO
HCTIOJTHEHHS.

HcnonHuTenb He JOJDKEH pasrjlaliaTh COAep)KaHHe IOCTYNHUBIIMX K HEMY
JOKYMEHTOB ¥ TOJTOTOBIIEHHBIX MTPOEKTOB CIIYKEOHBIX JOKYMEHTOB, C HUMH MOTYT
OBITH O3HAKOMIIEHBI TOJIBKO JIUIA, UMEIOIIUE OTHOIIEHHE K MX MCIIOJIHEHHIO.

Ucnonuurens  omnpenenseT HeoOXOOUMOE  KOJIUYECTBO  PacChUIaeMBIX
SK3eMILIAPOB JOKYMEHTa, IepenaeT AOKYMEHT Ha TUpaxkuposaHue. Ha mokymeHT,
pacchuiaeMbiii 6ojiee YyeM B 4YeThIpe ajpeca, UCIIOJHUTENb TOTOBUT yKa3aTellb Ha
pacchUIKY.

52.2. Tlpu omepaTMBHOM pEIUCHHH BONPOCOB ©€3  COCTaBICHUA
JONOJIHUTENIBHBIX JOKYMEHTOB UCIIOIHUTEND AEIaeT OTMETKH Ha IOKYMEHTE: O JaTe
nocTymnedus (ecnu oOpa3oBalicss HHTEpBAll BPEMEHH MEXAY IOCTYIJIEHHEM
JIOKyMEHTa ¥ €ro JOCTaBKOH UCIOJIHUTEIIO), O AaTaxX MPOMEXyTOUYHOI0 HCIIOTHEHMS
(3ampoc cBefleHHH, TeneOHHbIe IEPEroBophl M T.JA.), O JaTe M Ppe3ynbTarax
OKOHYATEJILHOTO MCITONHEeHUs. Bce OTMETKM pa3MelialoTcsi Ha CBOOOIHBIX OT TEKCTa
MecTax.

5.3. PaboTa ¢ oOpalieHHSIMH ITpaKIaH

5.3.1. ITuceMeHHBIe oOpalieHuss rpaxaaH (B TOM YHCIIE Ha HMHOCTPAHHBIX
SI3bIKaX), OCYLIECTBISIETCS B COOTBETCTBHH C 3aKOHOM Poccuiickoit ®enepanuu
«O mopsxe paccMoTpeHus rpaxaan Poccuiickoit denepaliu» OT 02.05.2006 Ne 59-
®3 wu 3akoHoMm Pecrny6immku Bamkoprocran oT 12.12.2006 Ne  391-3
«O6 obpaienusx rpaxiaad B Pecny6myke barnkoprocran», IOCTYNUBINME B apec
pektopa I'AY JIIO HMPO Pb, perucTpupyiorcs B pUEMHOM, HHQOpMalus
06 0GpaIeHHsX BBOAUTCS B CICLMATH3HPOBAHHYIO HHPOPMAIMOHHYIO CHCTEMY .

3aperucTpUpoBaHHbe 00PAIEHHs TPAXAAH B 3aBUCUMOCTH OT COACPIKAIIUXCA
B HUX BOIOCOB Iepepatotcs pexropy IAY JIIIO MPO Pb.

5.3.2. BEcnu 1o MHCBMEHHOMY OOpallleHMIO I'PaXJaHHHA TOTOBUTCS INPOEKT
pesomoimu pekropa FAY JTIO UPO PB, cozeprKalluii HeoOXOAUMBIC MOPYUEHUS,
TO B HeM OOS3aTENBHO YKA3BIBAIOTCS CPOKH HCIOJHEHWs IOpYYeHHH, NOps/oK
OTBETA aBTOPY MUChMA, a IIPY HEOOXOMUMOCTH — U JIOKJIaza.

B Heob6XOMUMBIX CIIydasx [HChMEHHBIE OOpalleHMs TpaxIaH OepyTcs
Ha KOHTpOJb, TOTAA B IMPaBOM BEPXHEM YITIy IEPBOIO JIACTA obpalieHus CTaBsATCS
mrraMis! «KoHTponb» 1 «[InChMO MOJTIeKUT BO3BPATY.

5.3.3. Bompocel, IOAHATEIE B IMCHMCHHOM ofpallleHud TrpaXJIaHHHa,
CUMTAIOTCS PElIEHHBIMU, €CIM OHM PacCMOTPEHBI, 110 HHUM IPHHITHI HeoOXOoIUMbIE
MepHI 1 3asIBUTENO JIaH OTBET B IHCEMEHHOI M ycTHol GopMax.

Komuu BceX JOKYMEHTOB, CBSi3aHHBIX C pacCMOTpEHHMEM NHCBMEHHBIX
obpanienuil rpaxaaH B CTPYKTYPHBIX IOJPA3/CICHIAX OpraHu3alyy, MepefarTcs

B npremuyto I'AY JITIO HPO Pb.
53 4. OrBer Ha 3ampoc, IOCTYNHUBIIMH B  apXHB opraHU3aIum,

npejocTasnsercs B Tedenue 30 JHel co mHs ero perucrpauuy. OTBETHI Ha 3aTpOCH

B
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mosib3oBaTeniei  opopmisiioTcss B (GopMe apXWBHOH CIpaBKH, OGOPMICHHON
1 3aBEpEHHOH B YCTAaHOBJIEHHOM TMOpsiAKe. ApXHBHas chpaBka, o0beM KOTOpOH
IpeBBIIIAET OJMH JIMCT, NOJDKHA OBITh mpoHyMmepoBaHa. O6pazen odopMieHus
apXHWBHOMU CIIpaBKU NpUBEAECH B NpUIoKeHUH Ne 24,

3aKOHUYEeHHBIE JIENIOTIPOM3BOJICTBOM IMHMCHMEHHBIE OOpaleHus TIpa)kaaH
B TIpHUeMHOH# (OpMHUpPYIOTCSI B Jiela B COOTBETCTBHH C  YTBEPXKICHHOM
HOMEHKIJIATypOH Jel.

— IpeJUIOKEHHUs, IMChbMa TBOPYECKOrO XapakTepa, 3asBIEHMS, >KaloOEbl,
collepKalie CBEIEHHUS O CEephe3HBIX HENOCTaTKaX U 3JI0YNOTPEOJIEHUAX —
IOCTOSIHHO;

— IpeUIoKEHHUS, 3asBIIEHHS, KATOObI TUYHOTO XapakTepa — 5 jet J1IK;

— BTOPOCTEIICHHOTO ONIEPaTUBHOIO XapaKTepa - S5 JIeT.

5.4. PaGoTa ¢ JOKYMEHTAMH, COAEP:KAMHMH CJIY:KeOHYIO
HH(pOPMAIHI0 OTPAHHYEHHOTO PACHPOCTPAHEHUS

5.4.1. PaboTra c JOKyMEHTaMH, COJEpKallMHU CIyXeOHylo HH(OpMaLHO
OrpaHMYeHHOr0 paclpocTpaHeHus, ocymectsisercs B T'AY IO HNPO Pb
B HOPSAZKE, YCTAHOBJIEHHOM /ISl HECEKPETHBIX JOKYMEHTOB, C Y4€TOM 0COOEHHOCTEi,
W3JIO)KEHHBIX B HACTOSIIEM paszeiie B cooTBeTCTBHHM C «llonokeHneM o mopsake
obpalieHnss co ciyxeOHOM uHGpopManueld OrpaHHYeHHOIO PpacIpOCTPaHCHH
B (elepaIbHBIX OpraHaX HCIOJHUTEIBHON BIACTH M YHOJIHOMOYEHHOM OpraHe
VIIpaBJICHUs UCTIONB30BaHHEM aTOMHOM SHEPTHU», YTBEPKeHHbIM TlocTanoBIEHHEM
IpasutensctBa PO ot 03.11.1994 Ne 1233.

5.4.2. Ha mnonxrorasnusaeMsix B T'AY JIIO VPO PB noxymenrtax (MX
IIpOEKTax), M3HaHWsX, COACPXKAIIMX CIykKeOHYI0 HHQOPMAIMIO OrpaHHYICHHOro
PACIIPOCTPAHEHHs, MPOCTABIIOTCA MomeTka «Jlns Ci1y»keOHOTO  IIOJI30BAHMS»
(manee — «JICII») 1 HOMEp 3K3eMILIIpA.

JlokyMeHTHpOBaHHas HMHGOpMalUs OrpPaHUYECHHOIO PpaclnpOCTPaHCHHUA oe3
caukuuu pexkropa [AY IO HWPO Pb He MNOMISKHUT pasTallCHHIO
(pacmpocTpaHeHHIo).

5.4.3. HeoO6xoauMOCThL MNPOCTaBJICHUSA Ha JIOKYMEHTax IOMETKH «JACII»
OIIpelleNAeTCss HMCIOJIHHUTENeM M JOJDKHOCTHBIM JIMIOM, NOAMHCHIBAIOUIMM  HITH
yTBEPKAAIOLIHM JOKYMEHT.

JIOJ’KHOCTHEIE Juna, MIPUHSIBILINE pelieHue 00 OTHECEHHH
JOKYMEHTHPOBaHHON uHGopMau K nHQOopMaLUN OrpaHU4YEHHOrO
pACIpPOCTPaHEeHHsA, HEeCYT TEpCOHAJIBHYIO OTBETCTBEHHOCTH 34 000CHOBaHHOCTb
TIPUHSATOTO PELIEHHUS.

5.4.4. Iomerka «JICIT» m HOMep 3K3EMIULIpa NPOCTABIIOTCA B IPaBoM
BEepXHEM YLy IepBOH CTpaHHMIBl JOKYMEHTa, a TakKe Ha nepBoil  CTpaHHLE
COIPOBOUTENHHOIO NUChMa K 3TOMY JIOKYMCHTY.

5.4.5. TIpueM W perucTpanus BXOISIIMX JOKYMCHTOB, & TAKKe perucTparnys
HCXO/ANINX JNOKYMEHTOB, COAEPKAIUX CIyXeOHYIO uH(OPMALUIO OTPaHUYEHHOTO
pacHpOCTpaHEeHHs, ¢ IOMETKOH «JICIT» OCyLIECTBISIOTCS HHCIEKTOPOM TI0 BENICHHUIO
CeKpEeTHOM JOKyMEHTALNH, BOWHCKOMY YHeTy 1 GpOHUPOBAHHUIO.
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5.4.6. NoxymeHTHI ¢ tomeTKo# «JCID»:

— YYHTBHIBAIOTCSI OTASIBHO OT HECEKPETHOM JOKYMEHTAIUH;

— JIeYaTaloTCd C yKa3zaHHeM Ha JIUIEBOH M OOOpPOTHOW CTOpOHE B JICBOM
HIDKHEM YUy IIOCJIEIHEro JIMCTa KaXIOro SK3eMIUIApa MOKYMEHTa KOJHYECTBA
OTIIEYaTaHHBIX 3K3eMIUIAPOB, (aMWJIMM KCIIOJIHHTENSI X HOMEpa ero CIyxeOHOro
tenedona. Ha nuueBoif cTopoHe KayXIoro JHUCTa JOKYMEHTa B IPaBOM HHJKHEM YITTy
IPOCTaBJISIOTCS HavMeHOoBaHue ¢aiina, jgaTa ImeyaTaHus, HHHLHAIEL WMEHU
M OTYeCTBa, (haMIIUS CIIeIMAINCTa, IeYaTaBUIErO JOKYMEHT;

— HepenaroTcs COTPYNHUKAM CTPYKTYpPHBIX moapasmenesuit TAY IO HPO
PB mox pacnucKy IO yKa3aTello pacChUIKH, COCTaBJI€HHBIM H TOANHCAHHBIM
HCITOJTHUTEIIEM;

— IepechlTaloTcs JApPYyrMM OpraHaM § OpraHu3alusaM  (GespAberepckom
CITy>KOOI MU CELCBA3BIO;

— XpaHsTCA B celiax Wil HECropaeMbIX METaTHYECKUX HIKa(ax.

5.4.7. UcnonHeHHBle AOKyMeHTHI ¢ oMeTKoil «JICII» rpynnupyrorcs B Aena
B COOTBETCTBMM C HOMEHKJIATYPOH JeJ HECeKpPETHOIO IEJIONPOU3BOACTBA OTAEIBHO
WIH BMECTE C APYTMMH HECEKPeTHBIMH JOKYyMEHTaMH IO OJHOMY M TOMY XK€
pompocy. Ha o0noxkke Hena, B KOTOpO€ TIOMEIUCHBI TaKHE [OKyMEHTBHI,
nipoctasisiercs momerka «JICID».

5.4.8. YHUuUTOXKeHHe nAel, AOKyMeHTOB ¢ momerkod «JCII», yTparWBIIMX
CBOE TIPAKTHYECKOE 3HAYEHHE U He MMEIOIIHX HAyYHOH W WCTOPHYECKOH LICHHOCTH,
TIPOM3BOUTCA 110 aKkTy. B yd4eTHBIX popmax 00 3TOM [eliaeTcs OTMETKa CO CCBUIKOH
Ha COOTBETCTBYIOIUH aKT.

5.4.9. OsmaxomiieHue corpyanukos I'AY [IIO0 HMPO Pb ¢ nokymeHTamu
u penamu, uMmeronumu momeTky «JICII», HaxomsaTcs y MHCIEKTOpPa MO BEIACHUIO
CEKPETHON NOKyMEHTalllH, OCYIIECTBILICTCS. C COINIaCHs peKTopa Ay IAI10 1UPO
PB nu60 pyKOBOAWTENSIMH CTPYKTYPHBIX — TIOApAa3fieleHUH, TOTOBUBIIMMH
JOKyMeHTHL IIpy 3ToM yKa3aHHBIE JOKYMEHTBI MOTYT OBITH BBIJAHBI COTPYAHHKAM
HozipaszieJieHuii M0 PacIUCKy BO BpEMEHHOE IIOJIb30BaHHe Ha CPOK HE oonee 10
JHEN.

5.4.10. 3a yTpary m0KyMeHTOB ¢ IToMeTKon «JICID», pasriamenne Ciy>keOHOMI
HHGOPMALMKM OTPAHMYEHHOTO pPAaCIpOCTPaHeHHdA, a TakXe HapyMICHUs TOpianKad
obpamienuss ¢ JOKYMEHTaMH, COACPXKAILMMH TaKylo uHdopMaImo, COTPYIHUKH
CTPYKTypHBIX Toapasfenenuid ['AY IO PO PB MoryT OBITh IpPUBIICYCHBI
K  JMCUMIUIMHADHOM  WIM  HHOM  INIPeIyCMOTPeHHOH  3aKOHOAATE/LCTBOM
OTBETCTBEHHOCTH.

5.5. IleuaTaHue JOKYMEHTOB

[TeuaTaHue IOKyMEHTOB OCYIIECTBISAETCS B CTPYKTYPHBIX IMOIPASICICHUAX,
C UCIOJIH30BAaHHUEM IPOrpaMMHO-TEXHHUUECKHUX CPEICTB, KOMIIBIOTEPHOM TEXHHKHU
1pu cobmoaenuy TpeGoBanuii HacTosmeH HncTpyKIUH.

[Ipy MOArOTOBKE MAaTEpHANOB K ICYATaHHIO ocoboe BHHMaHHE CIelyeT
o6pamare Ha HEOOXONMMOCTh YETKOrO M TOHHOIO HaTIMCaHUs (baMI/IJEI/IfI, HMeEH,
OT4ECTB, TEPMHHOB, HAHMEHOBAaHWH  OpraHOB rOCYapCTBEHHON  BIIACTH
¥ yIOpaBieHHs, OpraHW3allfif, WHOCTPAHHBIX CJIOB H reorpaguuecKuX Ha3BaHWH,
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HaHMeHOBaHHﬁ, AaT W HOMEPOB HOPMATHBHBIX IIPaBOBBIX AKTOB. HpI/I 3TOM
IMPpUMEHSAIOTCA TOJIBKO O6IlIerI/IHSITBIe COKpallIeHUs CIIOB.

5.6. KonupoBanue (THpa:KHpOBaHHeE) JOKYMEHTOB

5.6.1. KonupoBanue OOKYMEHTOB HEOOJBIIUX OOBEMOB M THPAKEH MOXKET
IIPOM3BOJUTHCS] HEITOCPEACTBEHHO B CTPYKTYpHBIX noapasaenenusx 'AY 110 UPO
PB, nMeronmx MHOXXHUTEIBHYIO TEXHHUKY.

5.6.2. KonnpoBaHue MaTepHaJioB U JJOKYMEHTOB IIPOU3BOAUTCA Ha OCHOBaHUU
BU3  PYKOBOJIHTENSl  CTPYKTypPHOrO  IIOApa3JeleHHsl, TPOCTABJIEHHOH  Ha
COOTBETCTBYIOIIIEM OJlaHKe 3aKasa.

5.6.3. KonupoBaHue MaTepUaioB U JOKYMEHTOB OCYIIECTBIISETCS B IOpPsIKE
VX TIOCTYILJICHMUSI.

CpoyHOoe KONHpOBaHWE BBHINNOJHIETCS BHE OYEpeaId M IIOATBEPKIAETCS
COOTBETCTBYIOIIEH oMeTKON UK BU30H Ha OiiaHKe 3aKasza.

5.6.4. Ha xonupoBaHuEe CHAFOTCS TONMBKO CIIyKeOHbBIe MaTepHallbl U JOKYMEHTEI
BMecTe ¢ 6JIaHKOM 3aKasa, 3all0JIHEHHBIM U MTOJIIHCAHHBIM HUCIIOJIHUTEIIEM.

JIOKyMeHTEI, HOJUIEekKaIe KOIMUPOBaHUIO, JOJDKHBI OBITh pa30pOIIIOpPOBAHEI,
HameYaTaHsl YeTKO U pa3zbopuuBo. Ha pasmMHOoXeHHe cHaroTcs, KaK NPaBUIlo, MEPBBIE
9K3eMIUISIPH! (OJIMHHUKH) JOKYMEHTOB.

Tupak H3roTOBJIEHHBIX KOMUM A0JDKEH COOTBETCTBOBATE 3aKa3y M BBIAABATHCS
HCIIONHUTEII0O BMECTe C IIOJIMHHUKOM JoKyMeHTa. O BBIIOJIHEHHH DPabOTEHI
Ha OJaHKe 3aKa3a JieJaeTcs COOTBETCTBYIONIAs OTMETKA.

5.6.5. VYder BBHINOJHEHHBIX paboOT MO KOMHPOBAHUIO JOKYMEHTOB BEJIETCS
Ha OCHOBaHUM 3aKa30B.

OTBETCTBEHHOCTh 33 IPABHJILHOE HKCITOJIE30BaHUE KOIHMPOBAIBLHON TEXHHKH
¥ yd4eT BBIOJHSEMBIX pabOT HeceT PYKOBOIMTENL IIOJpa3[CiIeHUs, B KOTOPOM
YCTaHOBJIEH KOIIUPOBAIBbHBIN annapar.

5.6.6. KonmnpoBaHue JOKYMEHTOB, HAXOAIIMXCSA B apXUBHOM XpaHEHUH, AJIA
corpynauko ['AY JIIIO HMPO Pb mnpousBoAuTCS Ha OCHOBAHMM 3aKasa,
noanucangoro pexkropom ['AY 110 PO Pb.

5.7. Opranusauus J0CTyIa K JOKYMEHTAM H HX HCIIOJIb30BAHHS

5.7.1. Beimaua neii, HAXOMSIIUXCS Ha XpaHEHUH B OTZeJle OpraHu3aldOHHON U
KaapoBoii paboOTEl, CTPYKTYPHBIX IIOApPAa3IeICHUSIX OpraHu3alun paboTHHKaM
Apyrux TMOXApasfieleHud  JUIs  O3HaKOMJICHHS H (unmu) I8 BPEMEHHOTO
JCIOJIB30BaHKUsg B paboTe  NPOMU3BOJMTCA  TIO 3ampocaM, IOJNHMCAHHBIM
pyKOBOAUTENEM (3aMECTHTEIEM PYKOBOJUTENSA) CTIPYKTYPHOTO TIOAPAa3JCIICHNS,
3aIpalInBAIOLIETO  HEN0 (IOKyMeHT) M ¢ paspellieHHs HaJalbHHKa OTJcna
OpraHM3allMOHHOM W  KaJpOBOM paGoTBl WJIH CTPYKTYpHOTrO TOApa3sAeeHus,
JOKYMEHTBI KOTOPOTO 3apariiBatoTCs.

Jlena, JOKYMEHTHl BBIJAIOTCS BO BPEMEHHOC IOJIL3OBAHHE paboTHHKAM

opranu3anyu Ha CpOK HE 0oJiee OHOTO Mecsa.
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5.7.2. TocynapctBeHHBIM opraHaM (CyZeOHBIM, IPaBOOXPAHHUTEIBHEIM,
opraHaM TOCyAapCTBEHHOTO KOHTPOJISI M HaJ3opa) eja U OTAEHbHBbIE JOKYMEHTEI
BBIJJAIOTCS Ha OCHOBAaHWH MX THCHMEHHBIX 3alpoCOB C paspelieHus peKTopa
HMHCTUTYTa WM MHOIO YIIOJHOMOYEHHOTO WM JIMIA, IO aKTaM Ha CpOK He Ooree
LIECTH MECSLIEB.

IIpy HEo6XOAMMOCTH CPOK WKCIIONB30BAaHUS JOKYMEHTOB MOXET OBITH
MPOMJICH.

5.7.3. B mnHMcCbMEHHOM 3ampoce pabOTHHKOB OpraHH3aiuy O BBIJAYe
JIOKYMEHTOB (J1eJT) BO BPEMEHHOE I10JIb30BAHUE HM3JIaraloTCsl MPUUHHBI, IT0 KOTOPHIM
3ampamMBaeTcss  aeno  (MOKyMEHT) M lellb  HCIOJIb30BaHUA  JOKYMCHTOB,
HAXOJISAIIMXCS Ha OIEPaTUBHOM XPaHEHUH.

5.7.4. Ha BpIgaHHOE IEJIO 3aBOJUTCS KapTa-3aMeCTHUTENb, IoMellacMas Ha
MecTO BBIIAHHOIO Jiena. B Hell yka3pIBalOTCS MHAEKC Jena, Jara ero BblOadd, KOMY
IIeJI0 BBIIAHO, JIATa ero BO3BPALEHHs, NPeLyCMaTpUBAOTCs rpadbl ajist moanucel B
ITOJIYYCHUU U IPUEME Jella.

Ha Mecrto W3BSTOrO TOMIMHHHKA JOKyMeHTa pabOTHHK — OTHena
OpraHHM3ALHOHHOM M KanpoBoil paGOTel MWIM DabOTHHK, OTBETCTBEHHBIH 3a
JIETIONPON3BOJCTBO B CTPYKTYPHOM IIOJpa3sfejieHNH BKIaABIBACT B [eJIO JIHCT-
3aMeCTHTENb C YyKa3aHHeM, KOTJa, KOMy M Ha KaKoil CpOK BBIJAH IOKYMEHT H
NONMHICSAMH B HOJIy4eHUHd U npreMe gena. [Ipy 3ToM B 1es10 MOMEIIaeTCst 3aBepeHHasdt
KOITHSI JOKYMEHTA.

5.7.5. Tlocme pelueHus BOIpoca, UIA PacCMOTIPEHHA KOTOpOro Jeja
(OKyMEHTBI) M3BIMANICH II0 3apocaM ToCyJapCTBEHHBIX OPraHoB, MOATMHHHKH
JOKYMEHTOB JI0JDKHBI OBITH BO3BPALEHB! B OPraHN3alUIO U IOMCIICHBI B JICTIO.

5.7.6. DneKTPOHHbIE JOKYMCHTHI, HAXOASIIMUECS Ha ONIEPAaTUBHOM XpaHCHHH B
Gazax JaHHBIX MH(OPMAUMOHHBIX CHUCTEM, BBIAAIOTCS M1 HCIOJIB30BAHUA B BUIC
KOIIMM 2JIEKTPOHHBIX JOKYMEHTOB.

ITopsifok JocTyna paboTHAKOB OpraHu3alliy K JOKyMEHTaM, pasMEIIacMbIM B
COJl unu uHOM WMHQOPMAIMOHHONW CHCTEME, YCTaHaBIMBACTCA JIOKAJILHLIMH
HOPMATHBHBIMA aKTaMH OPTaHM3alMH, ONPEeNAIOMMMH IOPANOK SKCIUTyaTaliH
MHQPOPMAIIHOHHON CHUCTEMBI, M B COOTBETCTBHHM C IEPCOHATBHBIMH yHCTHBIMH
3anucsiMu paboTHikoB B COJI uiu HHOMH uH(GOpMalOHHON CHCTEME.

PaGoruukaMm, He HMEIOIMM IIpaBa JOCTyma K COOTBETCTBYIONIEH
MH(OPMAIMOHHOMN CHCTEME, JIEKTPOHHBIE JOKYMEHTBI BRIAAIOTCA B COOTBETCTBHH C
mysktama 5.7.1. - 5.7.3. NaHHOW WHCTPYKIMH, Ha ¢usnyeckn 000COBICHHOM
HOCHTEJe, BBICBUIAIOTCS IO JJIEKTPOHHOMY anpecy paGOTHHKA, 3aMpalldBarollero
HOKYMEHT, WX UHBIM 00pa3oM.

577. B oTmeine OpraHu3allAOHHON M KaJ[poBOii paboThl, CTPYKTypHOM
[O7ipa3/ielie Uy, BBIJABIIEM JICNO (HOKyMeHT) BeJETCS Y9YeT BBINAHHBIX ST

R
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(HOKYMEHTOB) U KOHTPOJH HX CBOEBPEMEHHOIO BO3BpaTta. OJEKTPOHHBIE JeJia
(MOKyMEHTHI) BO3BpAaTy HE MOJJIeKAT.

5.7.8. PaboTHMKM opraHm3alu 00s3aHBl oO0ecreduBaTh COXPaHHOCTH
NOJy4eHHBIX BO BpEMEHHOE II0Jb30BaHUE JOKYMEHTOB (Zed) Ha OyMaKHOM
HOCHTEJIE M MCIOIbL30BaTh IOJYyYEHHYI0 HH(OpMAIMIO B CIy)KEOHBIX LEIX B
COOTBETCTBUU C TPEeOOBAHHMSAMH JIOKAJIBHBIX HOPMATHUBHBIX aKTOB. 3alpelaeTrcs
nepeqada IMOJNYYEHHBIX JOKYMEHTOB WM HMX KOIMH pabOTHMKaM Jpyrux
roJipa3fieJIeHU UK OpraHu3aluil.

5.7.9. Uspsatue (BBIEMKA) JIOKYMEHTOB, 00pa30BaBLUIMXCS B JIEITEIBHOCTH
OpraHu3alMH, NPOU3BOAUTCA B COOTBETCTBHM C 3aKOHOATENLCTBOM Poccumiickon
denepanuu.

WsbsTHe (BblEMKA) JOKYMEHTOB IIPOM3BOAUTCS Ha OCHOBAaHWU NHUCHMEHHOTO
pacIopsDKEHHs. C pa3pellleHHs] pEKTOPY MHCTHTYTa WIK HHOI'O YIIOJIHOMOYEHHOIO UM
JULA C W3BEIEHHEM PYKOBOIUTENS IIOApa3feeHHs, JOKYMEHTBI KOTOPOro
HU3BIMAIOTCS.

®axT u3pATUSA (BBIEMKH) IOKyMEHTOB (QUKCHpYeTCs B HPOTOKOIE (aKTe)
U3BATHA (BBIEMKH) JOKYMEHTOB, KOTOPBLIM COCTaBJIIETCS HE MEHEe 4€M B JBYX
SK3eMIUIApPaX U TOANUCHIBAETCA  YIOJHOMOYCHHBIMH  TPEACTaBUTCISIMU
OpTaHM3alMH U COOTBETCTBYIOILEro rocyiapcTBeHHoro oprata. K nporoxoiy (akty)
TIPUIIAraeTCs ONUCH (PEECTp) U3BATHIX TOKYMEHTOB (He).

Ilpyd M3BATHH MOUIMHHUKOB JIOKYMEHTOB B [eJI0 IOMEINACTCS 3aBepeHHAs
KOIMA JOKyMeHTa, Ha 000poTe KOTOpOM yKa3plBacTCs OCHOBAaHME H3bBATHS
HOMJIMHHUKA, CPOK BO3Bpara, gara M IOJNHCh pabOTHHKA, OTBETCTBEHHOIO 3a
(GbopMHpOBaHUE U/UIIN XpaHEHUE JIENa.

IToAMUHHUK NOKYMEHTa, W3BSTHIA M3 Jejla Ha OCHOBE COOTBETCTBYIOIICTO
pelleHus, TOCe PACCMOTPEHMSA W PELISHHs BOIPOCA, BO3BPAINACTCS B NGO, IIpH
9TOM KOIIHS, IOMENEHHas B IeJI0 BMECTO MOJIUHHHKA, U3BIMAETCA.

5.8. Yuer KoJinyecTBa JOKYMEHTOB

5.8.1. Vuer Koiu4ecTBa JOKYMEHTOB 3a OINpEAeNEeHHbIH IepruoJl BPEMEHU
(rox, Mecs1) POBOAUTCS B IIporpamMme «/[lesio» mo MecTy periucTpaniu JOKyMEHTORB.

Pe3y/nbTaThl ydeTa KOJNHMYECTBa JIOKYMEHTOB 0000IaTCs  CeKpeTapeM
1 npezcTasnstores pekropy IAY ITTO PO Pb.

5.8.2. 3a eguHMIly ydYeTa KOJMYECTBA JOKYMEHTOB MNPHHUMACTCA caM
IOKYMEHT, C YJYeTOM Pa3sMHOXCHHBIX 3K3EMIIIIPOB. Pa3sMHOKEHHBIE 3K3E€MILISIPBI
IOJCUMTHIBAIOTCS OTJAENBHO HA OCHOBE NPHMHATOW B YUPEKACHHH CHCTEMBI yHCTa
JIIOKYMEHTOB.

VYuer KOJIUYEeCTBa JOKYMEHTOB MOYKET IIPOBOOUTLCS To

TAY JII1O VPO Pb B 1e/I0M UIIH [0 OTACIBHEIM MOApa3AeICHUSIM.
Wtorosple naHHBIE I0ojcueTa TMPEACTABISIOTCA B TabnuuHOil (opme

I
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(mpmnoxenue Ne 12).
5.9. M3roroBJIEHHE H HCIIOJL30BAHHE NMeYaTeHd H TAMIIOB

5.9.1. MHsroromienune TepOOBOIl U JOpyrux Iedyared MPOHU3BOLHUTCS
Ha ocHoBaHuHM mnopydenus pektopa I'AY JIIO HMPO PbL. K mpezacraBnsieMomy
IHCHEMY 110 3TOMY BOIPOCY IIprularaercs oOpaserl meyarH.

5.9.2. I'epOoBast mevarhs U3rOTaBIUBAETCS B BHUJE KPyra, B CepeINHe KOTOPOTo
uzobpaxaercst ['ocynapcreHHbli repd Poccuiickoii ®enepaun, a Mo OKPYKHOCTH
pasmemaetcst HaumeHosanue I'AY JITIO PO Pb na pycckoM si3bIKe.

KpoMe medatn ¢ uzoOpaxeHueM IocymapcTsenHoro repba Poccuiickoi
@epepar B TAY JIIIO MPO PB moryT ucnolsib30BaThbest NedaTH CTPYKTYPHBIX
nojipasesieHnii, nedaTy A OTAENBHBIX KATErOprii JOKYMEHTOB, BEDKHUMHBIE ME€YATH
JUISL OTIeYaThIBAaHUS IIOMEILICHUH.

5.9.3. I'epboBas me4arh CTaBUTCS Ha (HHAHCOBBIX MJOKYMEHTax MU Ha
IOKyMeHTax, Tpebyromux  ocoboro  ynOCTOBepeHHs  HMX  TOIJIMHHOCTH.
OTBETCTBEHHOCTh ¥ KOHTPONb 3a COGNIONEHHEM IIOpsiika XpaHeHHs IepOoBoil
[eyaTyd, a4 TakKe 3a 3aKOHHOCTBIO TOJB30BAaHMs €10 BO3JIara€TCs Ha ITIABHOTO
oyxranrepa.

5.9.4. Tledatn 6e3 H300paKEHUS TIOCYINAapCTBEHHOH CHMBOJIMKH CTaBATCA
Ha KOIMAX JOKYMEHTOB ISl YIOCTOBEPEHUS UX COOTBETCTBHUSA NOJIMHHUKA.

5.9.5. B TAY JIIO MPO Pb mis mpocTaBlicHHsT OTMETOK O MOJIy4YCHHUH,
perucTpalyy, TMPOXOKACHHH M HCIIONHEHWH JOKYMEHTOB, IpPYrHX OTMETOK
CIIPaBOYHOTO XapaKTepa NPUMEHSIOTCS COOTBETCTBYIOIINE IITAMITBL.

5.9.6. OTBETCTBEHHOCThH 32 COXpaHEHHME M TOJIb30BAaHHE  IICHATAMU
B CTPYKTYPHBIX TIOAPa3AeIeHUsX, BO3/IaraeTcsi Ha pyKOBOJAUTEILS.

59.7. 3agBKka Ha W3COTOBJICHHE IleYaTH W ©€ OCKu3 O(QOpMIIIOTCS
B COOTBETCTBYIOIMX MOJpPAasfleNieHUsiX M  IIEpeflaloTCsi B XO3AHCTBEHHO-
SKCILTyaTal[HOHHYIO CilyXkOy, KOTopas pasMellaeT 3aKas Ha NpeanpuaThi-
WU3rOTOBUTEJIE ITeYaTei.

5.9.8. TleyaTd W3rOTAaBIMBAIOTCSI B CTPOrO OrPaHMYCHHOM KOJHUHIECTBE
H HCK/TIOUHTENBHO B CIY)KEOHBIX HeNsix. PelreHne o HEOOXOAUMOCTH M3TOTOBICHHA
meuateii 1 ¥X Koiauuectse npuauMaet pexrop FAY 1O UPO Pb.

5.9.9. WsroroBjieHHBlE IleYaTH W IITaMIbl YYUTHIBAIOTCSA  IJIaBHBIM
GyXranTepoM B CIeLMalbHOM XypHaiie. IIedaTn 1 ITaMIIbl XpaHsATCs B HeCcTropaeMBbIX
MeTaINYecKnX IKadax v ceiidax.

5.9.10. KonTponp 3a IPaBUIBHOCTBIO XPaHEHHUS W HMCMOJIL3OBAHHS redaren
¥ INTAMOOB B CIPYKTYPHBIX TOAPA3JIENEHUAX OCYMIECTBISACT PYKOBOAUTEE
cTpyKTypHOro ronpasaenenns. Ilepenaya neyaTell MOCTOPOHHUM JIMIIaM H BBIHOC HX
13 TTOMEILEHHH, He IOITyCKaeTC .

5.9.11. Tpume/uie B HErOAHOCTh ¥ YTPaTHBIIMC NPaKTHYECKOE 3HA4YCHUE
ledaTH M IITAMIIBI BO3BPALIAIOTCS raBHOMY Oyxrantepy. B xKypHane ydera nevyaTel
1 IITAMIIOB IPOCTABJISIOTCH COOTBETCTBYIONINE OTMETKH (mpunoxxexue Ne 13).

5.9.12. CoTpymHMK, KOTOpOMY OBUIM BbIJI@HBI IiCHaTh HIHM IITaMII, IIpH
OCTABJICHHM JOJDKHOCTH 00s3aH CIaTh HX B OyXTajTEPHIO T'AY OI10 PO Pb.

e
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5.10. Y4yer 0J1aHKOB JOKYMEHTOB

5.10.1. Huadopmanuss o6 oOHOBIeHHBIX Omankax ['AY JIIO HWPO Pb
JIOBOJIMTCS J1O0 CBEJIEHHUS CIEHHAAIUCTOB B BUJIC MPUKA30B U PaCIOPHKEHHH, a TAKKe
10 BHYTPEHHE JIOKAJIBHO-BBIYUCIIUTEBHON CeTH.

5.10.4. OTBETCTBEHHOCTh B YacTH O0EecCleueHUs] €QUHOro IOopsAAKa BeOeHHs
nenomnpousBogctea B 'AY JIIIO MPO PE Boznaraercs Ha HaYalbHHKa OTHAECIA
OpraHU3allMOHHON U KaJpOoBOi padOTHI.

6. IONCKOBASI CHCTEMA 110 JOKYMEHTAM
6.1. Perucrpanusi AI0KyMEHTOB

6.1.1. OcHOBOIl ITOCTPOEHHUS IIOMCKOBBIX CHCTEM SBIISETCS perucrpanus
JIOKYMEHTOB — 3alMCh yYETHBIX JaHHBIX O JOKYMEHTE IO YCTaHOBJIEHHOH ¢opme,
bukcupyroias (pakT ero Co34aHus, OTIPABICHUS WIH MOydeHH.

6.1.2. Perucrpauuu TO[IEXaT Bce JOKyMEHTBI, TpeOyromie yd4era,
HCIIONHEHHS U UCIIOJIE30BAHUS B CIIPABOYHEIX LENAX.

Hoxymentsl, anpecoBannsie I'AY JTITO MPO Pb, mony4yeHHble COTPYAHAKAMU
B OpraHax roCyAapCTBEHHOIl BJIaCTM W YIIPaBJIEHHs, BEAOMCTBAX, YUPEKACHUIX,
OpraHH3alUsaX, NpeANpUATHIX, He3aMeUIHTENIBHO mepenatotcs cexperapro I'AY
JI1O PO Pb nns peructpanuu.

JIOKyMEHTBI pErHCTPHPYIOTCS] HE3aBUCHMO OT coco0a UX JOCTaBKH, Nepeiaiu
MK co3zanus. He moanexxar perucTpauum:

— JIOKYMEHTHI 06e3 IOAIHICH;
— MaTepualbl MH(OPMAIMOHHO-CIPABOYHOTO Xapakrepa (CIIPaBOYHHKH,
IPOrpaMMBI  COBENIAaHMH M KOH(EPEHIWH, peKIamMHble OYKIeTH, OPOIIIOPHI )
| IIpUCIIaHHbIE U CBEACHUS;
— [O3ApaBUTENIbHBIE MHCbMa, TENErPaMMBbl, OTKPBITKH, INPHUIIACHTEIbHBIC
OWIETHI,
— mevarHbie U3aHUS (KHHTH, )XypHAJbL, OI0JUIeTEHH, Toco0us).

6.1.3. JIOKyMEHTBI PErdCTPUPYIOTCS OAMH pa3: IOCTynarmolue — B ACHB
HOCTYIUIEHHS, CO3/JaBaeMble — B ICHb IIOATIMCAHUS MM yTBEPKICHHUA. I'lpu nepenaye
JTOKyMEHTa M3 OJ(HOrO MOApa3/ielIeHUs B APyroe HOBBIH perucTpaIioHHEI HoMep Ha
JOKYMEHTE, KaK IPaBUJIO, HE IPOCTABIISETCS.

6.1.4. Peructpauuss [JOKyMEHTOB IPOM3BOIAMTCS B IpeAenax rpyIil,
B 3aBHCHMOCTH OT HA3BaHUS BHIa JOKYMEHTa, aBTopa M cojepxanus. Hanpumep,
OT/ENBHO PErMCTPUPYIOTCS JOKYMEHTHI, TIOCTYNHBLINE U3 AIMUHHCTPALUH I'maBEI
Pecriy6nuku ~ Bamkoprocran, IlpaBuTenbcTBa Pecnybnmukn ~ bamkopTocCTaH,
TocynapcteenHoro Cobpanus — Kypynras Pecny6nnku bamkoprocTaH, MPHKa3bl
(pacropsbKeHusl) PyKOBOAHUTENS [0 OCHOBHOH JICATENBHOCTH, IIPUKaskl II0 JTHIHOMY
COCTaBY, CIyXKeOHast ITepenuckKa, oOpalleHns rpaxiaH.

6.1.5. JloKyMeHTHl, IlepefiaBaeMbple WIM TPUHAMACMBbIC IO  KaHajJaM
(GaKCUMUIBHOH CBA3M, PETHCTPUPYIOTCS B NIPHEMHOI, B CIIEI[MAIEHOM XypHase.

6.1.6. PerucTpalliOHHBIN HOMEp TOKYMEHTa COCTOUT U3 TIOPAKOBOTO HOMepa,




