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[lenapTameHT 06pasoBaHws 1 Hayku BpsiHCKoM 0BnacTy

BPAHCKNA MHCTATYT NOBBILEHNG KBAANDIK AL
PADOTHIKOD OBPASOBHNG

IIPUKA3

No P rop. Bpsack  « 40» ﬂ/f/,//f/ﬂ/a 2077 200a

06 ymeepoicoenuu uncmpykyuu no oenonpouseodcmey
B umemsx opraHmsanuu  paGoTEl 10 COBNIONEHHIO IopsiiIKa BeJEHUs
Aenonpoussoactsa B 'AY JITIO « BUTTKPOy,

ITPUKA3BIBAIO:
1. YTBepmuth uHCTpyKLIHIO MO AenonpousBoactBy ['AY JIIIO «BUTIKPOy»

H BBECTH ee B fercteue ¢ 02.09.2019 rona.

2. Bcem pabotHukam T'AV JIIIO «BUIIKPOy PYKOBOACTBOBaThLCS
NpaBUJIaMU PabOThI C JOKYMEHTAMH, CONEPIKALMMUCS B UHCTPYKIIUH.

3. KoHTpOob 33 ucnonuenuem HaCTOSIILETro IIpUKa3a OCTABIISIO 33 COOOIA.
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YTBEPXJEHA

npukaszoM pekropa ['AY II1O
«bpsHCKUN UHCTUTYT
TIOBBIIIEHUS KBATH(DUKALIUN
pabOTHUKOB 00pa30BaHMsD)

ot HLY 7. No _{/// ) /o

HUHcTpyKuus no 1eJI0Npou3BoACTBY
B ['ocynrapcTBeHHOM aBTOHOMHOM YUpesKIeHHH JA0NOJHHTEJILHOr0
npodgeccuonaabHoro oopazopanns « BpsiHCKHE HHCTHTYT
NOBbIMEHUN KBAJIHPHKALUH Pa0OTHHKOB 00pa3oBaHHUs»

[. O61ue nonoxxeHust

1.1. MncTpyKIMA 10 Jenonpou3BoACTBY B ['OCYIapCcTBEHHOM aBTOHOMHOM
YUYPEKAECHUH  TOIOJHUTEIBHOTO Mpo(eccHoHanbHOro o0pa3oBaHusi «bBpsHCKuUiA
MHCTUTYT IIOBBIIEHUS KBaJIM(UKALMKU PabOTHUKOB oOpa3oBanus» (manee — [AY
HI1O «BUIIKPO») paszpaborana B coorBeTcTBHM ¢ «IIpuMepHON MHCTpYKIMEH IO
ACJIONIPOU3BOJICTBY B T'OCY/IaPCTBEHHBIX OPraHHU3aLUsAX», YTBEPIKACHHOW IPHUKA30M
DenepanbHOro apxuBHOTo areHTcTBa OT 11.04.2018 Ne 44,

1.2. UHCTpYyKLIHS pa3paborana B LeJIsIX COBEPIIECHCTBOBAHHUS
AEJIONPOU3BOJICTBA U MOBbILIEHUS 3()(HEKTUBHOCTH PabOThl ¢ JOKYMEHTAMH IIyT€M
periaMeHTaluu Ha €IMHOM MPaBOBOM M METOJUYECKOW OCHOBE MPaBUII IIOATOTOBKU
JAOKYMEHTOB, TEXHOJOIMH pabOThl ¢ HUMH, OPraHU3ALUKU UX TEKYIIEro XpaHEeHWs U
noAroToBKH K nepenave B apxus ['AY JIT1O «BUTTKPO».

1.3. UucTpykuust yCTaHaBJIMBAET TpeboBaHUs K JNOKYMEHTH-
POBAaHHIO YIPABICHYECKOU JESTENBHOCTH ¥ OPraHU3aliy paboThl C JOKYMEHTAMH B
JICJIOIIPON3BO/CTBE. '

1.4. Tlonoxennst IHCTpyKIMK paclpoCTpaHsOTCsl HA OPraHU3AIMIO PaboOTHI ¢
OpraHMW3alMOHHO-PACIIOPSAUTETBHBIMU JOKYMEHTAMH HE3aBHCHUMO OT BUAa HOCHUTEIS,
BKJTIOYAst TIOJITOTOBKY, PErucTpaluio, y4eT W KOHTPOJIb HCIIOJHEHHUS JIOKyMEHTOB,
OpPraHU3aLMI0 UX TEKYLIero XpaHeHHs ],

1.5. OcobenHOCTH Opranusanuy paGoThl C JOKyMEHTAMH, COIEPXKaIliMH
MH(OPMAIMIO  OTPAHMYEHHOTO  JI0CTyNa (MepCOoHaibHblE JaHHblE M HHYIO
KOH(MICHIMAbHYIO MHOOPMALIMIO), PEryIupyIOTCs OTAETbHBIME HOPMAaTHUBHBIMHU
aKTamu, yTBepkaaemMeiMu pektopoM ['AY JIITO « BUTIKPOy.

1.6. Opranusanus, BejieHHe U COBEpPIIEHCTBOBAHME JENONPOU3BOACTBA HA
OCHOBE  €JIMHOM  MOJMTHKM W  TNPHMHLMIIOB, [PUMEHEHHE  COBPEMEHHBIX
MH(QOPMALMOHHBIX ~ TEXHOJIO'MH B paboTe ¢ JOKYMEGHTAMH, METOIMYECKOe
PYKOBOACTBO W KOHTPOJb COOMIOJAEHHS MOps/Ika paboThl ¢ JOKYMEHTaMH B
TIOAPa3ACTICHUAX BO3JIaraeTCss Ha CeKpeTaps-CrenMalucTa o Kajapam, CceKpeTaps
skcnepTHOR Komuccuu 'AY JIITO « BUTTKPO».



Cexperapb-crienuaiucT 1Mo KajapaMm AeHUCTBYeT Ha OCHOBAaHWH JOJKHOCTHOMN
UHCTPYKIIMM O HeM, yTBepxkaaemoro pektopom ['AY IO «BUIIKPOy,
OIpezesAIonel 3anauu U GyHKUUU ceKpeTapsi-ClielldaircTa Mo Kaapam, ero rnpasa u
OTBETCTBEHHOCTb.

1.7. OTBETCTBEHHOCTh 3a OpraHu3alui paboThl C
JOKYMEHTaMHM B  IIOJpas/IelIeHUsAX  BO3JIaraercs Ha  PYKOBOAUTENIECH  3THUX
noapasaenenuii. HemocpencrseHHoe BeleHUe 1€IONPOM3BOJCTBA B MOAPa3IeeHUIX
OCYILECTBIISETCS EJONPOU3BOAUTEIEM WIM MHBIM paOOTHUKOM IOApa3[eiIeHus, Ha
KOTOPOIrO BO3JIOXKEHBI OOS3aHHOCTH [0 BEACHHIO JIEJIONPOM3BOACTBA (Hajee -
JEJIONPOU3BOIUTENb 11O IPa3/ICIICHHUS ).

1.8. J10JKHOCTHBIE 00513aHHOCTH, npasa " OTBETCTBEHHOCTH
ACJIONPOU3BOAMTEIEH II0JPA3/EJCHUA W HHBIX pPaOOTHUKOB, OTBETCTBEHHBIX 3a
OpraHus3alMio  paboThl ¢  JJOKYMEHTaMH,  ONPEAESIOTCS  JOJDKHOCTHBIMH
UHCTPYKIIUSIMHU.

1.9. Ha nepuon ormycka, KOMaHAUPOBKH, OONE3HU WM B CIIydae YBOJILHEHHS
PabOTHUKHK CTPYKTYPHBIX T0/ipa3jieieHnit 00s3aHbl repeaBarh Bce HaxosIuuecs Ha
UCIIOJTHEHUHW  TOKYMEHTBI  JICJIONPOU3BOJUTEIIO  OJAPA3JCICHUs] WIH APYrOMY
PabOTHUKY 110 yKa3aHUIO PYKOBOIUTEJIS [TOApa3/Ie/ICHHU.

1.10. Conepxanne ciryKeOHBIX JOKYMEHTOB HE TMOUIEKHT pasIiiallleHHIoO.
B3aumoneiicTBue co cpejcTBaMU MaccoBOH MHGpOpMalLUK, repeaada UM KakoW-nmubo
MHQOpPMALIMM WM JOKYMEHTOB M HX KONHI NOMYyCKAaeTcs TONBKO ¢ paspellcHHs
pexropa ['AY JIIO «BHUIIKPO» niau WHOrO yrnoJgHOMOYEHHOTO MM JOJKHOCTHOIO
JULA.

PaGorHukr HeCyT OMCUMIUIMHAPHYIO, aJAMHUHHACTPATHBHYIO M  HHYIO,
YCT@HOBJIEHHYIO 3aKOHOJaTeNnbcTBOM Poccuiickoit Menepannu, OTBETCTBEHHOCTh 3a
HapyIIeHHe CPOKOB XpaHEHHs JIOKYMEHTOB, YTpaTy M HECaHKIHOHHPOBAHHOE
YHUYTOKEHHE CITykKeOHBIX JOKYMEHTOB .

Yed b [lpu yrpare [0OKyMEHTOB [eIONpPOU3BOJHUTENL I[IOAPA3ZEICHUS

MHQOPMHUPYET — PYKOBOAMTENSl ~ CTPYKTYPHOTO  [OApAasielNeHds M  ceKpeTraps-
CIIeLMAIIICTA 10 KaJpaM, IOCIIe Yero OPraHu3yeTcsl pO3bICK JOKYMEHTOB.

Ecmu PO3BICK TOKYMEHTOB HE JaeT pe3yJibTaTa COCTABJISIETCS aKT, B KOTOpOM
YKa3bIBAIOTCS JaHHBIC YTPAYCHHOI'O JOKYMEHTaA, a TakKxke O6CTO$IT€JIBCTB&, IIpu
KOTOPBIX MpousoNijia yrpara, I0CJI€ Yero HNPEANTPUHUMAIOTCA MEPBI II0 3aMELIECHUIO

' Crateu 192, 193 Tpynosoro xonekca Poccuiickoit ®enepauuu; nynkrtsl 2; 15.11 cratsu 13.25 Konekca Poccuiickoit
Denepaunn 00 aIMUHUCTPATUBHBIX MPaBOHAPYLIEHUSX; CTaThs 7 MeaepaibHOro 3aKoHa oT 6 nexabpst 2011 r. Ne402-
@3 «O Gyxranrepckom yuete» (Cobpanne 3akoHoaaTebcTBa Poccuiickoit denepaunn, 2011, Ne 50, cr. 7344; 2013, Ne
26, c1. 3207; 2013, Ne 27, c1. 3477, 2013, Ne 30 (Yactb 1), ct. 4084: 2013, No 44, cr. 5631; 2013, Ne51, cT. 6677; 2013,

Ne52 (Hacts I), cT. 6990; 2014, Ne 45, c1. 6154; 2016, Ne 22, et. 3097; 2017, Ne 30, cT. 4440; 2018, Ne 1 (Yacts I), cT.
65).



TAHHOTO IOKyMEHTa 3aBEPEHHON KOIIMEHN OKYyMEHTa. ;

1.12. [IpaBuia paboTel C JOKYMEHTaMH B  CUCTEME  DIJICKTPOHHOI'O
nokymentoobopora T['AY IO «BUIIKPO» (manee - C3OJI) u HHBIX
MH(QOPMALIMOHHBIX CUCTEMAX, B KOTOPHIX OCYILIECTBISIETCSI CO3aHue (BKIIOUEHHE) K
XpaHeHHe JIOKYMEHTOB, HE JIOJUKHBI BXOJIWUTh B IPOTHBOPEYUE C IIOJOKEHUSIMH
JNAHHOW UHCTPYKIIUU.

II. JlokyMeHTUpOBaHUE yIPABICHYECKON AEATEIbHOCTH

2.1.B coorBeTcTBMM ¢ 3aKoHOHaTenbCcTBOM Pocculiicko ®enepanuu,
noKanpHBIMA  HOpMaTHBHbIMM akTamu B [AY IO «BUIIKPO» wusnarorcs
OpraHH3alMOHHO-PACTIOPSIAMTEIIbHbIE JOKYMEHTBI.

2.2. OpraHu3alMOHHO-PACTIOPSAAUTEbHBIE  JOKYMEHTBl  JIOJDKHBI  OBITh
o opMIIeHBI MO MpaBUIaM, YCTAHOBJIECHHBIM JaHHOW HHCTPYKIUEH.

Brocuts kakue-muOO HUCIpaBieHUs WM J00aBleHUs B IMOANKMCAHHBIE
(YTBEp)KICHHBIE) IOKYMEHTBI HE JOMYCKAETCs.

2.3. Oco0eHHOCTH O(hOpPMIIEHHS JIOKYMEHTOB, CO3/1aBa€MbIX B CTPYKTYPHBIX
MOJApa3Ie/IeHUsIX U OTpaKarollUX CHEeUUPUKY UX JeSTeIbHOCTH, a TaKXe IpaBUia
opraHuzalid paboThl ¢ JaHHBIMM JOKYMEHTaMH MOTYT YCTaHaBJIMBATHCS
OT/EeIbHBIMM JIOKaIbHBIMUA HOpMaTuBHEIMU akTaMu ['AY JI1O « BUTTKPO».

2.4. Co3naHue JOKYMEHTOB OCYIIECTBISETCS C HCIOJh30BaHUWEM I1abJIOHOB
6JIaHKOB JOKYMEHTOB U 111a0JIOHOB JIOKYMEHTOB.

DJeKTpOHHbIE 111a0JI0HLI OJaHKOB JOKYMEHTOB JIOJDKHBI OBITh WICHTUYHBI
OJlaHKaM TOKYMEHTOB Ha OymMa)KHOM HOCHTEJE.

2.5. Jlng co3maHusi JOKYMEHTOB, OTpA)AIOUIUX CIHEIUMUKY IesITeTbHOCTH

CTPYKTYPHBIX TOJpa3/e/leHuid, W YIpaBjIeHUs JaHHBIMH JIOKYMEHTaMH MOTYT.
MCIIOJIb30BAThCS APYTrre HHHOPMAIMOHHBIC CHUCTEMBI.

2.6. JlokymeHTBl 0(OopMIIIOTCS Ha OlaHKax WM CTaHAAPTHBIX JUCTax Oymaru
popmara A4.

2.7. Jljist U3rOTOBJIECHUS JOKYMEHTOB UCIIOJIb3YIOTCS

OJlaHK MpuUKa3a;

OJIaHK pacropsKEHHUs;

61aHK NUCbMa U BEACHMs IEpEelMCKH C OpPraHW3alisMA 1 rpakJ1aHaMH,
HaxosAILMMHUCS Ha TeppuTopuu Poccuiickon Penepaunu.

Ilo pewenuro pexropa B I'AY JIIO «BUITKPO» moryT wucnonb3oBaThCs
Apyrue OnaHKW: ONaHK NHChbMa PEKTOpa WIM HWHOTO YIIOJHOMOYEHHOT'O MM JIMIA,
OJ1aHK IPOTOKOJIa, OJIaHK MUChMa CTPYKTYPHOTO MOJpa3ieIcHus.

Hns opopmnenus pesomouuit Ha gokymente B [AY JII1O «BUITKPO» moryT
UCII0JIb30BAThCs OJIAaHKH PE30TIOLIUH.

2.8. Ilpn W3naHuM JIOKYMEHTOB Ha CTaHIAPTHBIX JUCTax OyMarn Ha HUX
BOCIIPOM3BOJSATCS. PEKBU3HUTHI, HEOOXOAMMBIE IJIsl JIOKYMEHTOB KOHKPETHOrO BHIA



WJIA Pa3HOBUIHOCTH. _

2.9. IlpoektupoBanue GJaHKOB JOKYMEHTOB OCYIIECTBISETCS B COOTBETCTBHM
¢ I'OCT P 7.0.97-2016 «Cucrema cranapToB 1o uHpopManuy, GUGITHOTETHOMY 1
U3areabckoMy  Aeiy.  OpraHus3alMOHHO-pACIIOpsiIUTENbHAsS — JOKYMEHTAIlUs.
Tpe6oBatust kK 0pOPMIEHHIO JOKYMEHTOBY.

2.10. bnanky JOKYMEHTOB H3rOTaBIMBAIOTCA THIOTPapCKUM CIOCOGOM,
CPEeICTBAMU OINCPATUBHOM MOJUTrPa(UU UM KOMITBIOTEPHOM TEXHUKH.

2.11. JlokyMeHTBI WM3rOTaBNMBAIOTCS HA OyMa)KHOM HOCHTeNne W B opMme
3JIEKTPOHHBIX JOKYMEHTOB C COOJIHOJIEHHEM YCTAHOBIECHHBIX MpaBUil O(GOPMIEHHUS
TOKYMEHTOB.,

2.12. Joxymentel 'AY JITIO «BUITKPO», opopmieHHbIe Kak Ha GIaHKe, Tak
1 0e3 Hero, JOJKHBI UMETh I10JIs He MEeHee: '

30 mm — JieBO€ 1711 TOKYMEHTOB TIOCTOSHHOI'O U JA0JITOBPEMEHHOTO XPAHEHHSI;

20 mm — sieBoe Ju1st JOKYMEHTOB J10 10 JieT (BKIFOYHUTENBHO) XPAHEHNS,

10 mm - npaBoe;

20 mm - BepxHee;

20 mm - HUXKHee.

2.13. JIoKkyMeHTBI, H3[aBaeMble COBMECTHO OJHON WIH HECKOJBKUMHU
OpraHM3alMsMK,  OQOPMISIOTCS ~ Ha  CTAHAAPTHBIX  JIACTAX  OyMarm ¢
BOCIIPOU3BECICHUEM PEKBHU3UTOB BCEX opraHmauHﬁ, YHaCTBYIOIIUX B H3JaHUU
JIOKYMEHTA.

2.14. Tlpu moAroToBKe NOKYMEHTOB JONYCKAETCS UCIIONB30BAHHE JIMIEBOH H
000pOTHOW CcTOpOHBI JucTa. ITpu ABYCTOPOHHEM CO3NAHMHM JOKYMEHTOB LIUpUHa
JICBOTO MOJI Ha JMIEBOW CTOPOHE JIMCTa W IIPaBOTO IOJs Ha OOOPOTHOH CTOpOHE
JIMCTA JOJKHBI OBITh PaBHBbI.

2.15. Tlpu co3naHuM JOKyMEHTa Ha ABYX M Oolee CTpaHHUIaX BTOPYIO H
TIOCIIeAYIOLIMe CTPaHHMIIbl HyMepyroT. HoMepa cTpaHHI] MpOCTaBIsIOTCS HOCepeIHHe
BEPXHETO II0JI1 JOKyME@HTa Ha paccTosHuU 10 MM OT BepXHero kpas JucTa.

2.16. Jinsi  M3rOTOBIEHUS JIOKYMEHTOB HCIIONB3YeTC TapHUTYpa mpudrTa,
BXOSIIIAs B  CTAaHIApTHBIM MakeT O(QHCHOrO MHPOrpaMMHOIO  obeCHedeHus,
ucnonszyemoro I'AY JITIO «bHUTTKPO». Pasmep wpudra - Ne 12-14 nr’,

Eciu ucnonesyercs rapuutypa mpudra Times New Roman, 1o pa3mep
mwpudTa 13,14 nr.

HpI/I COCTaBJICHUH Ta6HI/III HOITYCKAeTCsl HCIIOJIE30BAHUE IHpI/I(i)TOB MCHBIIIUX

? Pasgen 6 «Bnanku aokymentosy 'OCT P 7.0.97-2016 «Cucrema cranaaptos no uudopmawmy, OGubnuoTeyHOMy |
M3NATENLCKOMY Aesly. OpraHu3aMoHHO-pacopsanTeNbHas 1okymMeHTalms. TpeGoBaHus K O(OPMIIEHHIO JOKYMEHTOB)
¢ Mamenenunem Ne 1. - M.: Cranaaprundopwm, 2018.

3 Pasmep wpu¢ra (Keris) u3mMepseTes B MyHKTax (point); OXUH MyHKT paBeH 1/72 moiMa, Wi 0,376 MM (cokpammenue:
«pt»).



pa3mepos - No 10, 11 mT.

2.17. AG3auHblil OTCTYN B TeKCTE OKYMEHTa - 1,25 cm.

3aroyoBKH pasjesnios M MOAPA3NENOB [eYaTaloTcs ¢ ab3alHBIM OTCTYIIOM WK
HEHTPUPYIOTCA 110 LIUPHHE TEKCTA.

2.18. Texer nokymenta nedaraercst depe3 1-1,5 MeKCTPOUHBIX HMHTEpBAA.
TexkcT nokymMeHTa BEIpaBHUBAETCS 110 IIUPHHE JHUCTA.

MHOrocTpo4Hble  pEeKBU3WTHl ~IEYATAIOTCS 4epe3 OAMH  MeXKCTPOUHBIN
MHTEPBAJl, COCTaBHbIC YAaCTH PEKBU3UTOB MOTYT pasleNsThCs MTOMNOIHUTEIHHBIM
UHTEPBAJIOM.

Ecin JIOKyMeHT roToBUTCS JUISl M3JIAHUS C yMEHBIICHHEM MaciuTaba, TeKCT
reyaTaeTcs 4yepes iBa UHTepBaJa.

MaTepBan Mexay GyksBamu B clioBax - 00bI4HbIH. VIHTepBaT MekKIy CIOBAMY -
OJIMH MpoOeI.

CTpOKH PEKBU3NTOB BBIPABHUBAIOTCS 10 JIEBOH IPAHHULE 30HBI PacCIIOJIOKEHUS
PEKBHM3UTA UM LICHTPYIOTCSI OTHOCUTENILHO CAMOH UIMHHOM CTPOKH.

JnvHa caMOM JJIMHHOM CTPOKH DEKBM3MTA MNPU YITOBOM PACIIONOKEHUH
PEKBHU3UTOB He Oojee 7,5 cm.

JlniHa caMOW JUIMHHOM CTPOKM PEKBH3HTA [P MPOIONBHOM PACIIONOKEHUH
PEKBU3UTOB He Ooee 12 cm.

2.19. JlonyckaeTcst BbIIEJIATh NOIYKUPHBIM IPU(GTOM PEKBH3UTEI «azpecary,
«3aroJIoBOK K TEKCTY» WJIH «IIOJMHKCHY, a TAKXKEe OT/IeIbHbIE (PparMeHThl TEKCTA.

2.20. Ilpg  NOArOTOBKE MHOIOCTPAHMYHBIX JOKYMEHTOB othopmitsieTcst
TUTYJIBHBIN JIUCT. »

2.21. CocraB pPEeKBU3WTOB, HCMOIB3YyeMbIX I OMOPMICHHS JIOKyMEHTOB,
ONpeneNsieTcss  BUJOM  (PasHOBHM/HOCTBIO) — OPraHU3alMOHHO-PACIOPSIHTENLHOTO
JOKyMEHTA.

2.22. Ilpu II0JANOTOBKE JIOKYMEHTOB HCITOJIb3YIOTCSI PEKBU3UTEI,
ycranosnennsie TOCT P 7.0.97-2016%:

a) KoZ GOpMBI TOKYMEHTa;

0) HauMeHOBaHHe OpraHU3ALMH;

B) HAaMMEHOBAHME CTPYKTYPHOrO MOJPA3CICHHUSL:

r)  HaUMEHOBAHHE JIOJKHOCTH JIMIIA;

A1)  CHpaBOYHBIE JaHHbIE 06 OPraHU3ALHY;

€) HauMeHOBAaHHE BH/A JOKYMEHTa;

K) JaTa JOKYMEHTa;

3)  PEruCTPalLMOHHbBIA HOMEp JOKYMEHTa;

*TOCT P 7.0.97-2016 «Cuctema CTAHAApTOB 10  MH(OPMALMK, OUGJIMOTEYHOMY M H3JATENBCKOMY Jely.

OpraHu3auuMoHHO-pacnopsAMTENbHAS 10KYMEHTALKL. Tpebosanus k odopmiieHio 10KyMEHTOBY, ¢ U3merernueM Ne 1. -
M.: Crannaptundopm, 2018.



M)  CChUIKA HA PErHCTPALMOHHBIN HOMEp U JaTy MOCTYNMBIIEr0 JOKYMEHTA,;

K)  MECTO cocTaBiIeHuUs (M3aHus) JOKYMEHTa,

M)  rpud orpaHUYEHHs JOCTYTA K JOKYMEHTY;

M) ajpecar;

H) IpU} YTBEpKACHHSA 10KYMEHTA;

0)  3aroJOBOK K TEKCTY;

) TEKCT HJOKYMEHTA;

p)  OTMeTKa O MPHUIIOKEHHH;

¢)  rpud cornacoBaHus JOKYMEHTA;

T) BHU3a;

y) MOJIHUCE;

}) ormerKka 06 37eKTPOHHOMN MOITUCH;

X) Ie4aTh;

) OTMeTKa 00 MCIIOJHUTEE;

4) OTMETKa O 3aBEPEHMHU KOITHH;

) OTMETKA O MOCTYIJIEHUH JOKYMEHTE;

1) PE30JIIOLHS;

BI) OTMETKa O KOHTPOJIE;

3) OTMETKa O HalpaBJeHUH JOKYMEHTA B J€JIO0.

2.23. bnauk npukasa (pacnopsokenus) IAY JIITO « BUTTIKPO» nomkew
BKJIFOUATh PEKBU3UTEL:

ambitemy BpsiHcKo 061acTH M HAMMEHOBAHKE BBILIECTOSIIETO OpraHa BJIaCTH

— JlenapTaMenTa o0pa3oBanus U HayKu BpsHckoit o6acty;

HaumeHoBaHue ['AY JII1O «BUTTKPOy;

HaMEHOBAaHME BM/IA JIOKYMEHTa;

MECTO COCTABJICHUsI MIIM U3/IaHUS IOKYMEHTA;

OTMETKH JUI1 pasMeIICHAS PEKBU3UTOB «JIaTa JI0KyMEHTa», «PEeruCTPaLHOHHBIN

HOMED JOKYMEHTay.

2.24. BnaHk MMCBbMa JOJDKEH BKITIOUATH CIIE/IyFOIITHE PEKBU3HUTHI:

sMmOJieMy BpsiHCKOM 061acTH U HAUMeHOBaHMe BBIIIECTOSAIIEr0 OpraHa BJIACTH

— AlenapramenTa obpazoBanus U Hayku BpsHckoii o6macTu;

HaumeHoBaHue ['AY JII1O «BUITKPOy;

crpaBo4Hble AaHHbIE 0 ['AY JITTO «BUITKPOy;

OTMETKH /ISl IPOCTABIICHUS! PEKBU3UTOB «JaTa J0KyMEHTay,

«PErHCTPALMOHHBIH  HOMEDP JOKYMEHTa», «CChIIKA Ha PErUCTpallMOHHEIH

HOMEp U J1aTy MOCTYIUBILETO A0KYMEHTA.

B Giiaik nuceMa 10JDKHOCTHOTO JIMIA 10MOHHTENBHO BKITFOYAETCS] PEeKBU3HUT
(HanMCHOBAHHE JOJDKHOCTH JIML@», a B 0JIaHK IHCbMa CTPYKTYPHOTO NOApa3AeseHus
(cOBewaTeIbHOT0, METOIMYECKOTO, OKCIIEPTHOTO UJIM HHOI'O OpraHa) - HAUMEeHOBaHHE



CTPYKTYPHOT'O [1OJIpa3/ieJICHUS.

2.25. BHyTpeHHUE JOKYMEHTBI, 0hopMIIsieMble He Ha OIaHKE, JOJKHEI
collep)kaTh COOTBETCTRYIOILME BUY JOKYMEHTA PEKBU3UTHI.

2.26. Kon (opmbl JOKYMEHTa TPOCTABISAETCSI HAa YHUMHUIUPOBAHHBIX (HopMmax
JOKYMEHTOB B coorBerctBuri ¢  OOIIEpocCHHCKUM  KIacCU(PUKaTOPOM
ynpasiedueckoii pokymentarmu (OKVYJI) uim JOKanbHBIM  KJIacCU(HKATOPOM,
pacriojiaraeTcst B MpaBoM BEpXHEM YIily pabodero mois JOKYMEHTa, COCTOMUT U3 CJIOB
«®Dopma 1o (HaMMeHOBaHWe KiiacCU(pUKaTopa)» U HUPPOBOro Koza.

2.27. Haumenosanue ['AY JII1O «bUIIKPO» na Oianke nOKyMeHTa HOJKHO
COOTBETCTBOBATL HAMMEHOBAHUIO IOpUAMYECKOro Jmua B YcraBe. Ha OmaHkax
JIOKYMEHTOB YKa3bIBaeTCsl M0JIHOE O(pUIIHMATbHOE HAUMEHOBAaHUE FOPHIMYECKOTO JIUIA
C yKa3aHUEM €ro OpraHW3allMOHHO-TIPaBOBON (GOpMBI, HaJ HauMeHoBaHHeM ['AY
JAITIO  «BUITIKPO» yka3biBaeTCsi HAUMEHOBAaHUE BBIIIECTOSAIIEH OpraHU3alyu
(memaprameHT 00pa3oBaHus ¥ HayKu bpsHcKoW obnactH), noja HauMeHoBaHueM ['AY
JTTO «BUITKPO» B ckobKax yKa3bIlBaeTcsi €ro COKpallleHHOe HanMEHOBaHKeE.

2.28. HayuMeHOBaHHWE  CTPYKTYPHOrO  mojpasjiesieHust (B TOM  YHCIE
KOJUIErHaJIbHOT0, COBEIATELHOIO MIIH MHOTO OpraHa) yKa3bIBaeTcsl B OJIaHKaX IMHCEM
¥ OJaHKaX KOHKPETHbIX BM/OB JIOKYMEHTOB, M3JaBa€MbIX COOTBETCTBYIOLIMMU
MOAPa3eeHUsIMA B COOTBETCTBHH C JIOKQJIbHBIMM HOPMAaTUBHBIMHM akTtamu ['AY
IO «BUIIKPOy». Han HauMeHOBaHWEM CTPYKTYPHOT'O I10JIpa3/iesIeHHs] yKa3bIBa€TCs
nanmenosanue ['AY 1O «bUTIKPOy, ubuM KosulervanbHbIM WIA COBELIATEIbHBIM
OpraHOM JIJaHHO€ [0Ipa3/ie/IeHUE ABIISIETCS.

2.29. HaumeHoBaHWe JIODKHOCTH JIMIA WCIIONb3yeTcss B OJlaHKaX IHCEM
JIOJDKHOCTHBIX JIMIT U pacrnosiaraercs noj HaumeHosanuem ['AY JITO «bBUIIKPO».

2.30. CrpaBounbie nanuble 0 ['AY JIITO «bUITTKPO» yka3biBaroTcs B O1aHKaX
IHACEM M BKJIIOYAIOT: MOYTOBBIM ajpec; HoMep TesledoHa, pakca, agpec 3JeKTPOHHOU
IO4THl, CETEeBOM ajapec, a Takxke kox o OOlepoccHiickoMy KJIacCH(HKATOPY
npennpusitiii  u opranuzauuii  (OKIIO),  ocHOBHOM  rocynapCTBEHHBIN
peructpaunonnbli Homep opranuzaiuu (OI'PH) u naeHTHGUKaLMOHHBIA HOMEp
HaJIOroIIaTebIIUKa / KOJ MPUYUHBI MOCTAaHOBKHU Ha Hasoroseli yuet (MHH/KIIIT).

2.31. HaumeHoBaHuEe BUAa JIOKYMEHTA YKa3bIBAE€TCs HA BCEX NOKYMEHTaX, 3a
UCKITIOYEHUEM JIeJIOBBIX (CJIyKeOHBIX) MUCeM, paclioyiaraercsi Mmoj HauMeHOBaHUEM
'AY JAITIO «BUTIKPO» (CTpyKTYypHOTO MOApa3AesieHus, ﬂOH)I{HoCTH).

2.32. Jlata ngOKymMeHTa JIOJDKHAa  COOTBETCTBOBATh  JaTe  MOAIKUCAHHUS
(yTBepKaeHHUs) JOKYMEHTa MJIM (B IIPOTOKOJIAaX) AaTe cOObITUS, 3a)UKCUPOBAHHOTO B
OKyMEHTE.

JlaTta TOKyMEHTa 3allMChIBACTCSl B MOCJIEAOBATEIbHOCTU: AEHb Mecsla, MeCsL,
rOJl OJHUM M3 JIByX CIIOCOOOB:

apabckumu nudpamu, pazneneHHbIMU Toukoi: 05.06.2018; |



cloBeCHO-IIM(POBEIM criocoboM: S mons 2018 T.

Ha noxymeHntax, odopmiseMblXx Ha OnaHKe, AaTa JOKYMEHTa MPOCTaBIACTCH.
O]l PEeKBU3UTAMM «HAUMEHOBaHMe BUJia JOKYMEHTa» (B OJaHKaxX KOHKPETHBIX BUIOB
JTOKYMEHTOB) U «CIIPABOYHbIE JIaHHbIe 00 OpraHu3alumny (B OJaHKaxX MACEM).

JlaToit TOKyMeHTa, W3/IaHHOTO COBMECTHO JBYMs WM Oojiee OpraHu3alusMu
(IOJDKHOCTHBIMM  JIMI[AMK), SIBJISIETCS JaTa MOJIMMCAHUS JOKyMEHTa IOCIeqHen
CTOPOHOM.

2.33. PerucTpallioHHbIii HOMEp JOKyMeHTa - LHU(GPOBOH HIHM OyKBEHHO--
mA(QpPOBOM  MICHTHPUKATODP JOKYMEHTA, COCTOAIIMH M3 I[OPSAKOBOrO HOMEpa
JOKYMEHTa, KOTOPBIH MOKET JOIOJHATHCS LU(PPOBBIMU MIA OyKBEHHBIMH KOJaMHU
(MHIOEKCaMU) B COOTBETCTBHH C UCIOJB3yEeMbBIMH KJIaCCU(PHUKATOPAMH.

Ha nokymeHTe, COCTaBJIeHHOM COBMECTHO JAByMs U 0OoJjiee OpraHuU3aLUsMH,
MIPOCTABJISIOTCST PETUCTPAIlMOHHBIE HOMEepa MOKYMEHTa, MPUCBOCHHBIE KAXKIOW H3
opraHuzauuid. PerucrpallMOHHble HOMepa IIPOCTABJIAIOTCA B MOPSIKE yKasaHHS
HaMMEHOBAaHUN OpraHu3alydid B 3aroJoBOYHOM dYacTu (mpeamOyiie) NOKyMEHTa M
OTJIEJISIOTCS IPYT OT Apyra KOCON 4epToi.

2.34. CcplliKa Ha perucTpallMOHHBIM HOMEP U JaTy IMOCTYIIHUBILIEr0 JOKyMEHTa,
COCTOSIIIIAsE M3 PETMCTPAlIOHHOrO HOMepa M JIaThl BXOMALIETO JOKYMEHTA, Ha
KOTOPBIA JaeTcs OTBET, MpocTasisieTcss B Buae oTMeTku «Ha Ne ... or ...» B OnaHke
nUchbMa.

B TekcTt mnucbMa-orBeTa CBEJEHHUS O PETHCTPAllMOHHOM HOMEpEe M JaTe
MOCTYIUBLIETO MMChbMa He BKIIFOUAIOTCS.

2.35. Mecto cocraBjieHus (M3[aHUs) JOKyMEHTa YKa3blBaeTcsi BO BCEX
JOKYMEHTaX, KpoMe JeJOBBIX (CIyKeOHBIX) MHUCEM, BHYTPEHHUX HH(MOPMALHOHHO-
CIIPaBOYHBIX JOKYMEHTOB, @ TaK)Ke B Cllydae, €Cjd MeCTO HaxO0XAeHHUs OpraHUu3alui
BXOJAUT B €€ HauMeHOBaHMe, Hanpumep: MOCKOBCKUM TOpPOACKON YHUBEPCUTET
yIpaBIeHUSL.

MecTto cocraBieHus (M37aHMs) JOKYMEHTa yKa3bIlBae€TCSd B COOTBETCTBHH C
IPUHSATBIM 8 IMUHUCTPATHBHO-TEPPUTOPUAILHBIM JIeIeHHUEeM, Harpumep: T. bpsHCK.

2.36. I'pud orpanuueHus 10cTyIa K JOKYMEHTY MIPOCTABIISIETCS B PABOM
BEPXHEM YIJIy IIEPBOrO JMCTA JOKYMEHTa (IIpOeKTa JOKYMEHTa, COIPOBOJIUTEIBHOrO.
IIMCbMA K JOKYMEHTY) OT IpaHMLbl BEPXHEro I0Jisl IIpU HAJIUYHUU B JOKYMEHTE
UH(pOpPMaLIUK, JOCTYII K KOTOPOH OTPaHUYUBACTCS B COOTBETCTBUHU
¢ 3aKoHoJartebcTBOM Poccuiickoit denepanui.

Buabl ucnonb3dyeMbix B OpraHu3alvu rpudoB OrpaHUYueHUs TOCTYTa JODKHEI
COOTBETCTBOBATH 3aKOHOAATE/IBbHBIM W WHBIM HOPMATHBHBIM ITPABOBBIM aKTaM
Poccuiickont denepauny U A0DKHBI OBITh 3aKpEIUICHBI B JIOKAJTBHBIX HOPMAaTHBHBIX
akrtax. ['pud orpanuyeHus nocrymna K J0KyMeHTY (mmoMeTka « /I ciryxeOHOro
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HOJIBSOBaHI/I}I>)5) MOXET JIOMOJHSITECS HOMEPOM SK3eMILISIpa TOKYMEHTa W IPYTHMHU
CBE/ICHUSIMH B COOTBETCTBHH C 3aKOHOATEIbCTBOM Poccuiickoi ®enepanuu.

2.37. Anpecar - peKBH3HT, HCIONB3yEMbIH MpH O(GOPMIICHHH IEJIOBBIX
(cay:keOHBIX) MHCEM, BHYTPCHHIX MHPOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB.

AIlpecatoM  JIOKyMEHTa ~ MOXKET ObITh  OpraHusanms, CTPyKTYpHOE
NOApa3fe/ICHUe OpraHU3aliy, JO/DKHOCTHOE WK (U3UYECKOE JIULIO.

PexBusur «anpecat» odopmisercs Ha OlaHKe C YIJIOBHIM PAcCIONOKEHHEM
PEKBU3UTOB - B BEPXHEH MpPaBOW 4acTH JIOKYMEHTa, Ha OJIaHKE C IIPOJOJIBHBIM.
pacrosioKeHueM PEeKBU3UTOB - ClipaBa 10 pekBU3UTaMu OnaHka. CTPOKU PEKBH3HUTA
«ajpecar» BBIPABHUBAIOTCS 110 JIEBOMY KparO WUJIM IEHTPYIOTCS OTHOCUTEIBHO CaMoit
JJIAHHOM CTPOKH.

Ilpu ajpecoBanuu IOKyMEHTa PyKOBOJUTEIIO (3aMECTHTENIO PyKOBOIMTENIS)
OpraHu3allMy yKa3bIBaIOTCS B JATEIbHOM II1aJle’)K€ HAHMEHOBAHUE JOJDKHOCTH
PYKOBOIHUTENST  (3aMECTUTENss  PYKOBOJHUTEJIS), BKJIIOYAIOIlee  HauMEHOBaHME
OpraHU3aLnH, (QaMUITUIO, HHUIKAIIB] JJOJDKHOCTHOTO una. Hampumep:

I'enepanbHOMy
nupexkropy O®bY
«HanmeHoBaHue
OpraHu3aliu»
Oamuausa K.0.

Ilpy anpecoBaHuy NKUCbMa B OPraHU3alMIO YKa3bIBACTCS €e IIOJNHOE WU
COKpallCHHOE HAUMEHOBAHUE B UMEHUTEIHLHOM I1aJIEXKE. |

Ilpu ampecosanuu 10KyMeHTa B CTPYKTYpPHOE I0Jipas/ieeHie OpTaHU3alHH B
PEKBH3HUTC «a[pecaTy» YKa3blBAIOTCs B HMCHUTEIBHOM TMaJeke HAaHMEHOBAHHE
OpraHU3alliu, HWXKe - HAaMMEHOBaHHE CTPYKTYPHOTO nojpaszaenenus. Hanpumep:

DOBY «HaumeHnoBanue
OpraHU3aI[im
DunHaHCOBOE yIIpaBjIeHHE

Ilpu axpecoBannu mnuchbMa pPyKOBOAUTENIO CTPYKTYPHOTO HoJApa3aeneHus
YKa3bIBalOTCS B WMEHMTEJIbHOM [aJie)k€ HAaUMEHOBAHWE OpPraHM3aLUH, HIKE - B
AATCIBHOM  MaleXKe HAUMECHOBAHHE JOJDKHOCTH PYKOBOAUTENS, BKIIOYAIOIIEE
HaNMEHOBAHUE CTPYKTYPHOI'O [OApPa3/ieNeHus, GaMumuio, HHuImasl. Hampumep:

* Mynxt 1.4 Tonoxkenus o nopske obpatienns co ciyxebHolM HHpOpMaLUel orpaHHYeHHOrO PpacrnpoCTpaHeHUs B
(henepanbHbIX OpraHax HCIOIHMTENbHON BJIACTH, YIIOIHOMOUYEHHOM OpraHe ynpasJIeHHs HCIOJb30BAaHUEM aTOMHOMN
PHEPTHH H YTIOHOMOYCHHOM OPraHe no KOCMU4ECKOH JesITeNbHOCTH, YTBEP)KAEHHOTO [OCTaHOBNeHHeM [IpaBuTescTBa
Poccuiickoit @enepatnu ot 3 HosGps 1994 r. Ne 1233 (Cobpanue 3akononarensctsa Poccuiickoit ®eneparmu, 2005, Ne
30, ct. 3165; 2012, Ne31, c1. 4368: 2016, Ne 9, ct. 1263; 2016, Ne 13, c1. 1833).
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ObY «HaumeHnoBanue
OpraHu3aLum»
PykoBoauTes o J0roBOpHO-
IPaBOBOIO OTAeJa
®amunus 1.0.

Ilpu paccelike JoKymMeHTa TrpyIlile OpraHuM3alMi OZHOTO THIIA WA B
CTPYKTYPHBIC  IOJpAa3JeICHUss OJHOW  OpraHu3alldu, aapecaT  yKa3bIBaeTCs
00061enHo. Hampumep:

Pykosoguresnsm dunuanon
ObY «Haumenosanue
OpraHu3aImnm»

PykoBogurensMm ynpaBieHuii u
otaenoB ObY «HaumeHnoBanue
OpraHu3alyny

Ilpn pacceuike JOKyMEHTa HE BCEM OpraHH3alMsAM WM CTPYKTYpPHBIM
MOAPa3feJCHUsIM MO PEKBU3UTOM «AJpecaT»y B CKOOKaxX ykKasbiBaeTcs: «(I10
cIucKy)». Hampumep:

PykoBoaurensm ynpasieHui
u otaenoB ObBY «Hanmenosanue
OpraHu3aIumuy
(1o crucky)

CIHCcOK pacChbUIKK COCTABIISCTCS UCIIOIHUTEIIEM.

Ecin mucbMo HanpapiiseTcst B OpraHU3alUi0 WK JOJDKHOCTHOMY JIMITY W JUIS
CBEJICHUsI eIlle PsAy OpraHu3aldii WIM OOJDKHOCTHBIX JIMI, OOIee KOJIMYEeCTBO
anpecaTtoB He JIOJDKHO ObITh Oollee ueThpex, NpH 3TOM OCHOBHOI azpecatr
YKa3bIBAaCTCsl IIEPBBIM, CJIOBO «Komus» nepexn BTOPbIM, TpPEThHM, YETBEPTHIM
aZpecaramu He revyaraercs.

B coctaB pekBusnTa «ApecaT» MOXET BXOAUTH MOYTOBEIN afpec. DIIeMEHTbI
MIOYTOBOro aJpeca yKa3blBAIOTCs B I10C/I€10BATEIbHOCTH, YCTaHOBIEHHOU [IpaBunamu
OKa3aHusi yCJIyT TIOYTOBO# CBSI3H :

a) JUIsl FOPHMYECKOrO JIMLA - MOJTHOE WM COKDALleHHOE HAaUMeHOBaHue (TpH
HAJIMYHUH), JUIsE TPaKAaHNHA - (GaMUJIKS, UMs, OTYECTBO (IIOCIIEIHEE TIPH HATUIHK);

0) GaHKOBCKME PpEKBM3MTBI (ISl IIOYTOBBIX I1€PEBOJIOB, HAIPABISEMBIX

® Tyuxr 22 [IpaBun okaszanus yciyr nouToBoOii CBS3H, yTBEPKIEHHBIX TPHUKA30M MunucTepcTBa CBA3H M MacCOBBIX
KomMMmyHuKauui Poccuiickoit @enepaunu ot 31 mtons 2014 r. Ne234 (3aperncTpupoBaH B MHHHCTEPCTBE FOCTUIUK
Poccuiickoit ®enepaunn 26 nexkabps 2014 r., perucrpaumonubiii Ne35442), ¢ U3MEHCHUAMH, BHECCHHBIMU MPUKA30M-
MuHucTepCTBa CBA3M U MACCOBBIX KOMMYHMKaLMii Poccuiickoi ®enepauun ot 13 despans 2018 r. Ne61 «O BHeceHHH
M3MCHCHUH B NMpHKka3 MUHUCTEPCTBA CBA3M M MACCOBBIX KOMMYHMKaLWii Poccuiickoit Denepauuu ot 31 wmons 2014 .
Ne234 «OG6 yreepxaenuu ITpaBusi okasaHus ycIyr MOYTOBOH CBA3W» (3aperdCTPHpOBAaH B MuHHCTEPCTBE FOCTULMH
Poccuiickoit ®eneparuu 28 mapra 2018 r., peructpatmonHsiii Ne 50545),
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IOPHAMYECKOMY JIMIY MJIM IPUHAMACMBIX OT FOPHANYECKOTO JIHIA); -

B) Ha3BaHHUE YJIHIIbI, HOMEP A0Ma, HOMEP KBapTHPHI, -

r) Ha3BaHME HACEJEHHOIrO MyHKTa;

1) HazBaHUE paioHa,

e) Ha3BaHue peciyOuKu, Kpasi, 061acTi, aBTOHOMHOTO OKpYTa (001acTh);

’K) Ha3BaHHUE CTPAHBI (JUIS MEXXyHAPO/IHBIX OYTOBBIX OTIIPABJIECHHUN);

3) TIOYTOBBINA MHJIEKC.

[TouToBLIM azpec He yKa3biBaeTCs B JOKYMEHTaX, HAlPaBIsSEMbIX B BBICIINE
Oprambl BJACTH, BBILIECTOSIIIIME OpraHW3alliy, IOJBEJIOMCTBEHHbIE OpraHU3alUK U
TIOCTOSIHHBIM KOPPECIIOH/ICHTaM (338 MCKJIIOYEHUEM HaIpaBJeHUs MHCEM yKa3aHHBIM
ajpecaraM B KOHBEpPTax C IPO3payHbIMUA OKHAMHU).

IIpu oTIpaBKe MHCBMA TI0 JIEKTPOHHO! MouTe WK GaKCUMHIBHON CBsi3u (6e3
JOCBUIKH IO IOYTe) IOYTOBLIN ajpec He ykasbiBaeTcs. [Ipn HE0OX0IMMOCTH MOXET
OBITH YKa3aH 3JIeKTPOHHBIN ajipec (Homep Tenedona/daxca). Hampumep:

dbY
«HaunmMmeHOBaHue
OpraHH3aLlun»

DNIEKTPOHHBIN aJipec

2.38. I'pudp yTBepKaeHUsl JOKYMEHTa IPOCTABJISIETCS HA JOKYMEHTaxX B IIPaBOM
BEPXHEM yIJIy IMepBOro Jjucra JoKyMeHTa. CTPOKHM pEKBU3WMTA BBIPABHUBAIOTCS IIO
JIEBOMY KPal0 WK [EHTPYIOTCS OTHOCUTEIBHO CaMOM JIJTMHHON CTPOKH.

Ilpu yTBEepXJAEeHUH JOKyMEeHTa COOCTBEHHOPYYHOH IMOIIUCHIO JODKHOCTHOIO
auna Tpud YTBEpXKAEHUsS COCTOMT U3 CJIOBa «YTBEPXJIAIO», HauMeHOBaHUS
JOJDKHOCTH JIMLA, YTBEPIKAAIOIIEro JIOKYMEHT, ero MOAINUCH, HHAIUATIOB, (GaMUIMA U
naThl yTBepkaeHus. Hanpumep:

YTBEPX/AIO

Hupexrop ®bY «Haumenosanue
OpraHu3aluny
[loonuce 1.0O. ®amunusa [dara

[lpy yTBEpXKIEHHM [AOKYMEHTa paclOpsIUTEIbHBIM JOKyMEHTOM TpUd
yrBepxkaeHuss coctour w3 cinoBa «YTBEPXIEH»  («YTBEPXIEHA»,
«YTBEPXXIEHbI» umu «YTBEPXXJIEHO»), cormacoBaHHOTO ¢ HaMMEHOBaHUEM
BU/a YTBEPIKIAEMOr0 JOKYMEHTa, Ha3BaHUs BHIA PaclOpPsAUTEIbHOIO TOKYMEHTa B.
TBOPHUTEJIBHOM Majexe, ero AaThl, Homepa. Hanpumep:

(Pernamenr) YTBEPXJIEH
npukazoMm ObY «HaumeHnosanue
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OpraHM3aIumn»
oT 5 okTsa6ps 2017 r. Ne 82

(ITpaBuna) YTBEPX/IEHbBI
npukazoM OBY «Hanmenosanue
OpraHU3aLUN»
ot 5 okTsi0pst 2017 1. Ne 83

[Tpu yTBep)KIEHHUU JOKYMEHTa KOJIJIeTHallbHbIM, COBELIATENbHBIM WIIA UHBIM
OpraHoM, pelieHHsi KOTOPOro (UKCUPYIOTCS B MPOTOKOJNE, B Ipude yTBEPKICHUS
YKa3bIBaeTCsl, HAMMEHOBAHME OpraHa, [ara W HOMep NpOTOKoia (B CKOOKax).
Hanpuwmep:

(I'Tonoxxenwue) YTBEPXJIEHO

Hay4yHO-TeXHUYECKUM COBETOM
OBY «MuHOBaLUsA»
(mpotoxod ot 12.09.2017 Ne 12)

2.39. 3arojoBOK K TEKCTY - KpaTKoe coJepkaHue J0KyMeHTa. Eciiu 3aroJoBoK
K TEKCTy OTBEYaeT Ha BOMPOC «O YeM?», OH HaumHaeTcs ¢ mpeanora «O» («O6»).
Eciu 3arojioBoK K TEKCTY OTBEYaeT Ha BOMPOC «4ero?», OH COCTABISAET OJHO LIENOE C
Ha3BaHUEM BHJ1a JoKyMmeHTa. Hanpumep:

npukas (0 uém?) 0 co3aHUU aTTECTAUOHHOM

KOMHUCCHH MTUCHMO (0 uéM?) 0 IpelOCTaBICHUN

HHGOpMAIMK aKT (4ero?) npruema-rnepesadu aei

MPOTOKOJI (4ero?) 3aceiaHust SKCIEPTHOW KOMUCCHH

3arojloBOK K TEKCTY OQopmiseTcss I0j pekBu3uTaMu OjaHKa cjeBa, OT
TPaHULIbI JIEBOTO MOJIS.

2.43. TekcT JOKyMeHTa JI0JKEH OBITh COCTaBJI€H I'PaMOTHO, SICHO, IIOHATHO U
10 BO3MOXKHOCTH KpaTKO. TeKCT JOKyMEeHTa [OJIKEH colepXkaThb NOCTOBEPHYIO MU
aKTyalbHyl0 HMHGMOPMALUIO, JOCTATOYHYIO [UIs TPHHATHS PpEIIeHWH WM HX
MCIIOJIHEHHUS, HE JI0JI’KEH JI0MYCKaTh Pa3/jIM4HbIX TOJIKOBaHUH.

B TekcTe JOKyMEHT, MOArOTOBICHHOM HA OCHOBAHHH 3aKOHOIATE/IBHBIX WITH
WHBIX HOPMATUBHBIX [PAaBOBBIX AaKTOB, paHee W3JaHHBIX PaCIOPSAUTEIbHBIX
IOKYMEHTOB, YKa3bIBAIOTCSI UX PEKBU3ZUTBHIL:

HauMEHOBaHME JOKyMEHTa, HAauMEHOBaHME OpraHa BJIacTA (OpraHU3aIluM),
u3naBiIero(eif) JTOKyMeHT, JaTa JOKYMEHTa, PerMCTPallMOHHBIM HOMEp NOKYMEHTa,
3aroJIoBOK K TEKCTY; '

HAaUMEHOBAaHME OpraHu3alMd WIK JOJDKHOCTHOTO JIWIA, YTBEPAMBIIETO
JOKYMEHT, JlaTa YTBEPKJICHUS JIOKYMEHTa.

Texcr [OKyMeHTa MOXKET COJAep)KaThb pasfenbl, MOApa3Jeibl, ITyHKTHI,
MIOJITYHKTBI, HymMepyemble apaOCKUMU LuppaMu. YpOBHeW pyOpuKamwu TeKcTa He
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IOJDKHO OBITH 00JI€€ YeThIpeX.

TexcT noxymeHTa u3naraercs:

B MpUKa3ax, W3JJaHHBIX €MHOJIUYHO, - OT IIEPBOrO JIMIA €IMHCTBEHHOTO YUCiIa
(«...MpUKAa3BIBAOY»);

B IpHKa3ax, W3JaHHBIX COBMECTHO JABYMs WM 0Oojiee OpraHu3alMsMH, - OT
IIEPBOI'O JIUIA MHOYKECTBEHHOI0 YMc/a («... 1P UK a3 bl B a € M»);

B IIPOTOKOJIaX 3acellaHuid - OT TPeThero JHMIA MHOXXECTBEHHOTO YHCia
(«CJIYIIAJIN», « BBICTYTIJIN», «[TOCTAHOBWJIWY nmu « PEHIAJIN);
B JIEJIOBBIX NKUChbMax, 0)OPMIIEHHBIX Ha OlaHKaX , - OT TIEPBOTO

JIALA MHOYKECTBEHHOIO 4Kcia ([IpoCcuM, HampasisieM, IpeajaraeM) Uil OT TPEThEro
NHIa eAWHCTBEHHOTO Yuciia (« HEe BO3pakaerT...», « CUUTACT
BO3MOHBIM...»);

B JIEJIOBBIX [MChbMax, O(OPMIICHHBIX Ha JIOMUKHOCTHBIX OJIaHKaX, - OT IIEPBOTrO
JMIA €IMHCTBEHHOrO YKC/Ia («ITPOLLy...», «IIpeiara...»);

B JOKJIQAHBIX M CIIy)KEOHBIX 3allndcKax, 3asBICHUSX - OT IEPBOro Juia
eIMHCTBEHHOTO YKCIIA (KIIPOIY...», «CUUTAI0 HEOOXOAUMBIM...»);

B JIOKyMEHTaX, YCTaHaBIMBAIOIMX (YHKUHMK (OOS3aHHOCTH), IIpaBa U
OTBETCTBEHHOCTh  CTPYKTYPHBIX  IIOAPa3JEICHHH, pa6ofHHK0B (monoxexHue,
MHCTPYKIIKS ), @ TAK)Ke COJICPIKAIMX ONUCAHUE CUTyallui, aHanu3 (PakTOB U BBEIBOJIBI
(akT, cmpaBka), HUCIOJIb3yeTcs (opMa M3JI0KEHUS TEKCTa OT TPEThEro JMIa
eIMHCTBEHHOI0 WJIM MHOJKECTBEHHOrO 4Huclia (OTHeNl OCYIIECTBIsET (DyHKLHUHU...»,
«KOMHMCCHSI ITPOBEJIa IIPOBEPKY...»).

[Tpu MOAroTOBKE TEKCTa JOKyMEHTa cielyeT COOMIOAaTh IIPaBUila HalKMCaHMA
ouLMaTbHBIX HAUMEHOBAHUN, YUCIUTENBHBIX U €IMHUL] U3MEPEHHS.

B Tekcrax JOKYMEHTOB YNOTPeONSIOTCS 0OuenpuHsThile abOpeBHATyphl H
rpaduuecKkrue CoKpalleHus.

[Ipu yka3aHUM B TeKcTe (paMUJIMU JIMLa MHULMAJIB] CTaBATCS Mocie haMUIUH.

B nenoBbIxX (Ci1yKeOHBIX) MUCbMAaX UCIIONIBb3YOTCS:

BCTYIUTEIBbHOE OOpallleHUe:

YBaxaemblil rocrioaus [Ipencenarens!
YBaxkaemblil rocriogud Munuctp!
VY BaxkaeMblii rocrioivH MiBaHoB!
YBaxaemas rocroxa [lerposa!
YBaxkaembiit MBan IletpoBuu!
VYBaxaemas AnHa HukonaesHa!
YBaxkaemsle rocrozal

3aKJIIOUUTeNbHas dTUKeTHas (paza: «C yBaKeHHEM, ...».

HaumeHoBanue DOMKHOCTH B OOpallleHHMM IUIIETCS C MPONHMCHON OYyKBBI, B
oOpaitenuu 1o ¢paMuInyi MHULHAJIBI JIIIA HEe YKa3bIBAIOTCS.
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2.44. Ormerka O TPWIOKEHUH CONEPKHUT CBEJEHHA O JOKyMEHTe
(IOKyMeHTax),  IpuwiaraeMoM K  COINPOBOJUTEILHOMY  IIHCEMY,  HHOMY
MH(POPMAIMOHHO-CIIPABOYHOMY JOKYMEHTY, WJIA O TOM, YTO JOKYMEHT SIBIISETCS
NPUIOKECHHEM K OCHOBHOMY JOKYMEHTY (HOPMaTHMBHOMY, PAcIOPSIUTEILHOMY HIH
HTHOMY).

B compoBomuTenbHbIX MUCbMAx M JPYrHX HH()OPMALMOHHO-CIIPABOYHEIX
DOKYMEHTaX OTMETKA O NMPHIIOKEHUU OPOPMIISIETCS] TIOJ] TEKCTOM OT MPAHHIILI JIEBOIO
IIOJIS CIEAYIOIIUM 00pazoMm:

€CJIU NIPUJIOKEHUE HA3BAHO B TEKCTE:
[Ipunoxenue: Ha 2 11. B 1 3K3.

CCJIM IIPHUJIOKECHHE HE HAa3BAHO B TEKCTE UJIU €CJIU HpI/IJ'IO)KeHI/Iﬁ HECKOJIBKO:!

[Ipunoxenue: 1. [lonoxenue o6 YnpasieHuu PEruoHaIbHOIO KPEAUTOBAHUS Ha
5. 81 2k3.

2. CnipaBKa 0 KaJIpOBOM COCTaBe YIpaB/ieHUsI pETHOHAILHOTO
KpeauToBaHus Ha 2 J1. B | 7K3.

€CIIU MPUIIOKEHUE (ITPUIIOKEHUS) COPOILIOPOBAHO(bI):

[Ipunoxenue: B 2 3K3.

[Tpunoxenue: otuer 0 HUP B 2 3k3.

C€CJIM JOKYMEHT, SIBJISIFOLILIACSI IIPHUIIOKCHUEM, UMEECT IMPHUITIOXKCHUSI
C CaMOCTOSITEJIbHOM HyMepauHeﬁ CTpaHHUIL:

[punoxenue: 10roBOp BO3ME3THOTO OKasaHus yciayr oT 05.09.2017 Ne 32-
17/72 v npunoxeHus K Hemy, Bcero Ha 7 J1.

€CJIM MUChMO HAIpaBJISIETCs] HECKOJILKUM aipecartaMm, a JOKYMEHT-IIPUIIOKECHHUE
TOJIBKO [IEPBOMY aJipecary:

Ilpunoxenue: Ha 3 J1. B 1 9K3. TOJIBKO B NIEPBHIN ajpec.

€CIIM  MPUIOKCHUEM SIBJIAOTCS JOKYMEHTBI, 3aliCaHHble Ha (U3UYEecKU
000CO0ICHHBIN 3JIEKTPOHHBIM HOCUTEN:

[Ipunoxenue: DVD-R B | 5k3.

[Ipn sTOM Ha BKIaablle (KOHBEPTE), B KOTOPBI MOMEIIAETCS HOCHTEND,

YKa3bIBAIOTCS HAMMEHOBAHUS! JIOKYMEHTOB, 3a[IMCAHHBIX HA HOCUTEINb, UMeHA (HaiioB,
o0beM B DaiiTax.
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B pacrniopsauTensHeIX JTOKyMeHTax (MpHKasaX, pacrlopsykeHHsx), JOroBopax,
TIONIOXKCHUSIX, TIPaBHIIAX, HMHCTPYKLIHUAX M JPYyrHX JOKYMEHTaX OTMETKa O
IPUIOXKEHHU O(POPMIISICTCS CIICAYIOUM 00pa3oM:

B TEKCTE MOKYMEHTa IMpPH TE€PBOM YNOMHUHAHHWU IOKYMEHTA-MPUIOKEHHS B
CKOOKax yKasbIBaeTcs: ...(PUIIOKEHKE) Witk ... (punoxkenue 1), (mpunoxenue Nel);

Ha TICPBOM JIUCTE JIOKYMEHTa-IIPUJIOXKEHUS B [IpaBOM BE€PXHEM YIIIY
YKa3bIBaCTCs .

[Tpunoxenune Ne 2

k npukazy ®bY «HaumeHoBanue
OpraHHA3aLUM»

or 15.08.2017 Ne 112

Eciu npuoxenneM K pacnopsAuTeIbHOMY JOKYMEHTY SBJISETCS JOKAJIbHBIA
HOPMAaTUBHBIN aKT WJIM WHOU JOKYMEHT, YTBEPXKIaeMbIi JaHHBIM PACIIOPS IATENbHBIM
JOKYMEHTOM, Ha [ePBOM JIKCTE TIPUIOXKEHHS TPOCTABISETCS OTMETKA O MPUIIOKEHUH
(0e3 CChUIKM Ha pacnopsAMTEeNbHBIH TOKYMEHT) U Ipu() yTBEPXKIEHHS, B KOTOPOM
YKa3bplBAaIOTCsl JIaHHBIE PACIOPAJUTENBHOIO JIOKYMEHTa, KOTOPBIM YTBEPKIEH

JNOKYMEHT-IIpuiioxeHue. Hanpumep:
[Ipunoxenue Ne 1

YTBEPXXJIEHO

npukazoM ObY «Haumenosanwue
OpraHu3aLun»

or 18.09.2017 Ne67

2.45.I'pu¢) coryacoBaHusi MPOCTABIAETCsT Ha JOKYMEHTE B CJIydae ero

BHEIIHETO COIIaCOBaHUs (COrNIacOBaHUE C OPraHaMM BIIACTH, MHBIMU OPraHH3alUsIMU,
JOJDKHOCTHBIMHU JIULIAMH ).

['pu¢) cormacoBanusi B 3aBUCUMOCTH OT BH/a JOKYMEHTAa ¥ OCOGEHHOCTEH ero
0(OPMIICHHS MOXKET IPOCTABIISITHCS:
Ha MepBOM JIUCTE JAOKYMEHTa (eciH JOKYMEHT UMEeT THUTYJILHBIM JIHCT, - Ha.

TUTYJIBHOM JIUCTE) B JIEBOM BEPXHEM YTy Ha ypOBHE rpud)a yTBEPKICHUS WIH MOX
HaMMEHOBaHUEM JIOKYMEHTa OJIMKe K HIYKHEMY TTOJII0 );

Ha [10CJIEIHEM JINCTE JOKYMEHTA IT0J TEKCTOM;
Ha JINCTE COIrIaCOBAHMS, ABJSIOIIEMCS HEOTHEMIICMOM YaCThIO JOKYMEHTA.
I'pud cornacoBanus cocrour uz ciosa «COI'JIACOBAHO», momkHOCTH
JIMIIA, C KOTOPhIM COITAacoBaH JOKYMEHT (BK/IOYas HAUMEHOBAaHHUE OPraHU3ALHH), €0
COOCTBEHHOPYYHOM MOAITUCH, HHULIMAIOB, haMUIIUH, JAThI COrTTacOBAHMSL. Hanpuwmep:

COI'JTACOBAHO
['enepanbHbIi
aupexrtop OBY
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«HanmeHoBaHue
OpraHU3aLAN»

Ioonuce N.0. ®amunus
Jlara

Ecau cornacoBaHue OCYILECTBISIETCS KOJUIErHalbHLIM, COBELIATEIbHBIM HIIA
MHBIM OpraHoM, B TpHQe COIIacoBaHWsS YKa3bIBAIOTCS CBeJeHUs 00 oprase,
COTTIACOBABIIEM JOKYMEHT, JaTe ¥ HOMepe IPOTOKOJIa, B KOTOPOM 3a()UKCHPOBAHO
pelleHre O coryiacoBaHMM. Ecnm cornacoBaHue OCYIISCTBISAECTCS IHCHMOM,
YKa3bIBAIOTCA BHJ JOKyMEHTa, HAHMEHOBAHWE OpraHM3alMH, COIIACOBaBIICH
JIOKYMEHT, JlaTa U HoMep nucbma. Hanpumep:

COI'JTACOBAHO Hayuno-

TexHuyeckuM coetom ObY

«HammeHnoBaHHe OpraHu3alin»

(IpoTOKOJI OT No )

COI'JTACOBAHO nucemom ObY

«HaumeHoBaHUE Opra"nusanumn» o1
No

2.46. BHyTpeHHee COIfiacoBaHWe NOKyMeHTa oGopMiseTcs Bu30i. Busa
BBIPAJKAET MHEHUE JIHIa, BU3UPYIOLIEro IPOEeKT JOKYMEHTa, U BKIIFOYAET: HOJDKHOCT
JIULA, BU3HMPYIOLIErO JIOKYMEHT, IOIIUCH, PacIIM(POBKY IOJNMCH (MHHIHAIBL,
dbamunio) u 1aty Bu3npoBaHus. Hanpumep: '

PykoBomuTesb IOPUANIECKOTO

otnena [loonuce 1.O. @amunus

Jlara

[Mpy HanmMuuu 3aMevYaHud K JIOKYMEHTY BHU3Y OGOPMISIOT CIEyHOIIUM

o0Opazom:

3ameqaHus IPUIAraloTCs.

PykoBoauTeb IOpUAMUECKOTO OTAEIA

Hoonuce N1.0. ®amunusi

JlaTa

B 1oKyMeHTax, IO/UIMHHUKK KOTOPBIX XPaHSATCS B OpraHW3al[id, BU3bI
MPOCTABNIAIOT Ha IOCTeJHEeM JIMCTe JOKyMEeHTa I0J I[OANHUCHI0, Ha o00opoTe
[OCAEIHEr0 JIUCTa [MOMJWHHUKA [OKyMEHTa WM Ha JIUCTE COINIACOBaHMS
(BU3HMpOBaHUS ), MPUJIAraeMOM K JIOKYMEHTY.

B HCXOOALINX HAOKYMEHTax BHU3bI [IPOCTABJIAKOTCA Ha SK3eMIIIsSIpax
TIOKYMEHTOB, ITOMEIIAEMbIX B JIJIO.

[To yCMOTpEeHMIO OpraHu3allMyd MOXKET MPUMEHSTHCS MOJUCTHOE BU3UPOBAHUE
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JIOKYMEHTA U €ro NPUJIOKEHHUH.
CoracoBaHue MIPOEKTOB JIOKyMEHTOB (BHELIHEE, BHYTpEHHEE)
OCYILECTBISETCS B COOTBETCTBUM C MyHKTaMy 4.1 - 4.11 UHCTPYKLIUHU.
2.47. llognuch BKIKOYACT. HaMEHOBAaHWE NOJKHOCTH JIMIIA,

OMMCHIBAIONIEr0 JOKYMEHT, €ro COOCTBEHHOPYYHYIO MOAINMCEH, HMHUIHAIBL,
damumo. Hanpumep:

["eHepabHBIA IUPEKTOP IToonucw N.0. Gamunus

Ecin gokymeHT ogopmieH He Ha OnaHke, B HauMMEHOBaHME JOIDKHOCTH

BKJIIOUAETCS] HAMMEHOBaHKe opranusanuu. Harpumep:
["eHepasbHBIA JUPEKTOP
OBY «HaumeHoBanue

OpTaHU3ALIAI» Iloonuce N.O. ®amunus

[Ipu odopmieHun JAOKymMeHTa Ha OJiaHKe JOJKHOCTHOrO JIMIA JOJKHOCTE
9TOTrO JMIIa B IMOJAMNKUCU HE YKa3bIBACTCH.

Iloonuco N.0. Gamunus

le/l NOANMUCAHUKU JIOKYMEHTa HECKOJIbKUMH NOJDKHOCTHBIMU  JIUIIaMU,
3aHUMAIOIUMH PasHOe IMOJIOKCHHUC, WX [MOAINUCH paclioyiararoTcs OoaHa 1104 L[pyr‘0171 B
[IOCJea10BaTCIIbHOCTH, COOTBGTCTByIOH_Ieﬁ crarycy A0JPKHOCTH. Haan/IMep:

['eHepanbHbIA JUPEKTOP [loonucoe N.0. Gamunus

I'maBHBbIM Oyxrajirep Iloonuce N.0O. Gamunug

I[Ipy MOAMMCAHWUH AOKYMEHTa HECKOJIBKAMH JIMLAMH PAaBHBIX JOJDKHOCTEH UX
TIOAIICH PAcIojIaraloTcs Ha oOiHoM yposHe. Hanpumep:

3aMecTUTE b JUPEKTOPa 3aMecTUTEIb JUPEKTOpa
110 (PMHAHCOBBIM BOIIPOCaM 10 aJIMAHUCTPATHBHBIM BOIIPOCAM
IToonuce N1.0. ®amunus IToonuce N.0. ©amunus

B OKyMeHTax, MMOATOTOBICHHBIX KOMUCCHEH, B IMOAMNUCH YKa3bIBaCTCs CTAaTyC
nMLa B coctaBe kKomuccun. Hanpumep:

N.O. Gamunus
[Ipencenareinb KOMUCCUU [loonuce

YeHbl KOMUCCUH [loonuce nN.O. Ddamunusa
Iloonucoe N.0. ®amunus
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[lpy nNoxnNMCaHWM JOKyMEHTa JIMIOM, HCIONHSIOIMM  OOA3aHHOCTH
PYKOBOAMTEJISI, TIOAIUCH OGOPMIISIETCsl ¢ yKa3aHUEeM CTaTyca JOJDKHOCTHOIO JIMIA B
COOTBETCTBHH C MIPUKA30M (pacrnopsbkeHuem). Hanpumep: :

W.o. nupexropa [Toonuce N.0. Qamunus
W
Ucnonusronuii 00s13aHHOCTH
OUpEeKTOpa Ioonuco N.0. Gamunus

[lpy moanucaHuu TOKYMEHTa JIMIIOM, MMEIOIIMM IpaBO IOIIMCH B Cloydae
BPEMEHHOTO OTCYTCTBHSI PYKOBOIUTEIs, HCIIPABIICHUS] B HAMMEHOBAHKE JOJDKHOCTH M
pacmuppoBKy (GamMUIUKM MOAIOTOBIEHHOIO U COIVIACOBAHHOIO IIPOEKTa JOKYMEHTa
BHOCSTCS OT pPYyKd WM C HCIOJB30BAaHMEM COOTBETCTBYIOIIMX IuTaMios. He
JIOMYCKAETCsl CTaBUTh KOCYIO 4epTy, HAAIUCh «3a» Iepel, HauMEHOBaHHEM
JOJDKHOCTH JIMIA B ITOAMMUCH, €CJIU JIOKYMEHT TO/INACHIBAeT HHOE JOJKHOCTHOE JIHIIO.

2.48. OtrMeTka 00 3JIEKTPOHHOW MOJANKUCH HMCIIOJIB3YeTCs I BU3yalu3alluu
SJIEKTPOHHOW TMOAMUCH [OoJIydareaeM J[OKyMeHTa IpH OOMeHEe JIEKTPOHHBIMH
JIOKYMEHTAMH, TOJAMUCAHHBIMU YCHUJIEHHOM KBAIM(OUIMPOBAHHOM 3JIEKTPOHHOM
TIOJITTUACKIO.

B COOTBETCTBUHM C 3aKOHOJATENBCTBOM Poccniickoii Menepanuu’ oTMeTka 06
SJEKTPOHHON — moAnucH  (OpMHUpYeTCs W BU3YaIM3UPYeTCss  IPOrpaMMHBIMU
cpenctBamu. OTMeTka 00 3JIEKTPOHHOH IMOANMCH BKiIrodaeT ¢pasy «JlokymeHt
HOJIKMCAH 3JEKTPOHHOW TIOJIMCHIO», HOMEp cepTU(UKaTa KIHo4Ya JJIEKTPOHHON
noAmnucy, (GaMHUINIO, HMs, OTYECTBO BJaJelblia CepTHU(HKATa, CpPOK HeHCTBUSL
cepTudHUKaTa KIro4a 3eKTpoHHON noanucu. Hanpumep:

AOKYMEHT MOANNCAH

Jupektop SMEKTPOHHO NOATIACHO N.O. ®Gamunus
Ceptudukar lalllaaaO(FO0O0CHKO00011

Bnageney ®amunus Uma OtyectBo
levicteutenen ¢ 01.12.2012 no 01.12.2017

[Nonmucanue (yTBepKaeHHE) JOKYMEHTa OCYILECTBIISIETCS B COOTBETCTBUM C IIyHKTOM
2.47 IHCTpYKLIUH.

2.49. IleyaTp 3aBepseT MOUIMHHOCTh MMOAIIMCH JOJDKHOCTHOIO JIMIA Ha
IOKyMEHTaX, yJOCTOBEPSIOLIMX IIpaBa JUL, (UKCUPYIOLIUX  (PaKThl, CBS3aHHBIE C
(UHAHCOBBIMH CPEACTBAMM, @ TaK)Ke Ha HMHBIX JOKYMEHTaxX, IMPedyCMaTpUBAIOIIMX

3aBepeHUe IOJINUCH [1€4aThi0 B COOTBETCTBUM C 3aKOHOAATENBCTBOM Poccuiickoit
denepanyi.

T ~ o v ~

[Mpuka3 MuHKCTEPCTBA CBA3M U MACCOBbIX KOMMYHHUKalHii Poccuiickoit denepaunu u deaepanbHoil ciryxkObl OXpaHbl
Poccmiickoit @enmepauun ot 27 wmas 2015 r. Ne 186/258 «O6 yrsepxkaenun TpeGoBaHUN K OpraHU3AMOHHO-
TEXHUYECKOMY B3aMMOIEHCTBUIO rOCYAAapPCTBEHHbIX OPraHOB M rOCYAapCTBEHHBIX OpraHu3alyi NOCPEACTBOM 00MeEHa

JMOKYMEHTaMM B 3JIEKTPOHHOM BUIE» (3aperucTpupoBaH B MuHucTepcTBe tocTHuuu Poccuiickoin ®Denepanuu 22
ceHtsiOpst 2015 r., peructpatmoHHbiit Ne 38956).
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JIOKYMEHTBI 3aBEpsOT IeYaThi0 OpraHusaluu. [ledars mpocTaBisercs, HE
3aXBaTblBasi COOCTBEHHOPYYHOW MOJIUCH JIMLA, IOANUCABIIETO JOKYMEHT, HIIH B
mecte, o6o3HaueHHOM «MIT» («Mecto meuaTn»).

2.50. OrMeTka 06 HCIONHUTENE BKIOYAeT GAMHJINIO, UM M OTYECTBO (IIPH
HAJIMYUM) WCIIONHMUTENs, HOMep ero TeiedoHa. OTMeTka 00 HMCIOIHUTENE MOXKET
JOTIONTHATECS HAMMEHOBAHWEM JOJIKHOCTH, CTPYKTYPHOI'O ITOAPA3JCICHUA WU
3JIeKTPOHHBIM ajipecoM ucrnonuuTens. OrMerka 06 HCToJHHUTENe O(YOPMISTCS Ha
JNIAIEBOM CTOpPOHE MOCJIEHETO JKCTa JOKYMEHTa OT TPAHUIIbI JIEBOTO OIS WIH, IIPH
OTCYTCTBUM MECTa, - Ha 00OPOTHOI CTOpPOHE JIMcTa BHU3Y cieBa. Hanmpumep:

Wnbun Unes Wneud, OTaen yrpapieHUs I€pCOHAIOM, BEYIIUN CIICIAAIUCT

+7(495) 924-45-67, llyin_Iv(@techno.ru

OrMeTka 06 UCIIONHHATENE MOKET OGOPMIATHCS KAK HIDKHHM KOJIOHTHUTYI U
revaTaThesl IPUPTOM MEHBILEr0 pa3mepa.

2.51. OrMeTka O 3aBepeHMH KOMHUKM OQopMIIseTcs I MOATBEPKICHU
COOTBETCTBUS KOIUM JOKYMEHTa (BBIMKUCKU U3 JOKYMEHTa) MOUIMHHUKY JOKYMEHTA.
OTMeTKa O 3aBEpEHHMH KOIHUM IIPOCTABIsAETCA Ha CBOOOJHOM OT TEeKCTa MeCTe HIIH,
IIPU OTCYTCTBMH CBOOOJIHOIO MeCTa Ha JIHLEBON CTOpOHE JOKyMeHTa, Ha 0bopore
JIOKyMEHTa ¥ BKJIIOYaeT: Cj10BO «BepHOo», HaWMEHOBaHWE -IOJDKHOCTH JIHIIA,
3aBEpPUBILETO KOIMHUIO; €ro COOCTBEHHOPYHUHYIO IIOJNHUCH; PacIIM(POBKY IOAMKMCH
(MHULMANb], (QAMUIIHIO); 1aTy 3aBepEeHUS KOIMH (BBIIMCKU U3 JOKYMEHTA).

Eciu Komnus BeIAAETCs ISl TIPEICTaBICHUs B APYTYI0 OpraHU3aliio, OTMETKA O
3aBEPEHMHU KOITHH JIOTIOJIHSAETCS 3alMChI0 O MECTE XPaHEHHs JOKYMEHTa, C KOTOPOro
Obla U3rOTOBJIEHA KOIIKs, U 3aBepsieTCs Tevarbio opranusauuu. Hanpumep:

[TognmuaHaMK nokymMeHTa Haxoautcsi B @bY «HanmenosBanue opranusanumn» B I€II€

Ne 08-053a 2015 r.»

Bepno
3aB. 0T/eJIOM yIIpaBiieHus: nepcoHanoM [{oonuce 1.0, Gamumnus

arta [Teuats .

Ha xonmsx MHOTOCTPAHHUYHBIX JOKYMCHTOB OTMETKA O 3aBCPCHHUU KOIINHU
OPOCTABIACTCS Ha KaXXJIOM JIUCTE NOKYMEHTa WUJIKM Ha IIOCIEAHEM JIMCTC IIPOIIMTOTO
WX CKPEIJICHHOTO HWHbLIM 06pa30M HAOKYMECHTA. 3anuce 0 MecTe HaXO0XACHUA
IMOJIMHHUKA MTPOCTABJIACTCA TOJILKO Ha [MOCJIC/IHEM JIMCTE JIOKYMCHTA.

I[JIH 3aBCPCHUA KOIHMHK JIOKYMCHTA, W3rOTOBJICHHOW Ha 6yMa)KHOM HOCHUTCIIC,
MOZKET UCIIOJIb30BATLCA IITAMII.

Komuu 537IeKTPOHHBIX JIOKYMEHTOB, HAIpaBIsAeMbIX IO HHMOPMAIHOHHO-
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TeNeKOMMYHHKALIOHHOM CeTH, 3aBepSIOTCS 3JIEKTPOHHOH MOJMICHI0 PYKOBOMUTENS
OpraHU3alliy WX WHOTO YIOJHOMOYEHHOI'O0 UM JIMLA U BBICBUIAIOTCS IOIy4aTellro C
COIPOBOJUTEILHBIM ITUCEMOM B (POpPME 2JIEKTPOHHOTO JOKYMEHTA.

Komuu 31eKTpOHHBIX JIOKYMEHTOB Ha (u3nueckd 00O0COOJIEHHBIX HOCHUTEIAX
BBICBUTAIOTCS [TOJTy4YaTeJIF0 C COITPOBOIUTE/IbLHBIM TUCHMOM Ha OyMa)XKHOM HOCHUTEIIE.

B compoBoauTeNbHOM NHCbME K KONMSIM  DJIEKTPOHHBIX JOKYMEHTOB
YKa3bIBAETCs:

HAaUMEHOBaHKWE UHPOPMALIMOHHON CUCTEMBI, B KOTOPOM XPaHATCS TOKYMEHTHI;

HAaMMEHOBAHHUs JOKYMEHTOB, KOMIMU KOTOPBIX HAIPABJISIOTCS MIOIY4YaTelo;

Ha3zBaHUsl (aiyloB JOKYMEHTOB C yKa3zaHueM QopmaroB (aiaoB U obdbema
Kaxkzoro (aitna B 6alitax;

JaTa U3rOTOBIICHUS ¥ 3aBEPEHHsI KOIIUH.

[Tpu sTOoM Ha Qu3uvecku 060COOICHHOM HOCHTEJE HECMBIBAEMBIM MapKepoM
ykasbiBaetcs: «IIpunoxxenue k nucbmy ot (nata) Ne ...».

Konusi 31eKTpoHHOro J0KyMeHTa, IpejiCTaBlIeHHAass B BHJAE JOKyMEHTa Ha
OyMa)XHOM HOCHTeJIe, 3aBepseTCsl B MOpPSJIKE, YCTAHOBJICHHOM WHCTPYKIHEH IS
3aBepeHMs] KONMHUK JOKYMEHTOB Ha OyMa)kHOM HOCHTENe, C yKa3aHHeM, B KaKoi
UH(POPMAIIMOHHOM cHCTeMe XPaHUTCS JJICKTPOHHBIN JIOKYMEHT.

2.52. OTMeTKa O NOCTYIUIEHUH AOKYMEHTA CIIY’KUT AJIs MOATBEepKACHUS (haKTa
IOCTYNJIEHUS] JIOKYMEHTa B OpraHH3al{I0 W BKIIOYAET JaTy IIOCTYIUIEHHSA H
BXOISILIMI PEruCTPAallMOHHbIH HOMep JAOKyMeHTa. [Ipy HeoOXOAMMOCTH OTMETKA O
MOCTYIJIEHHH MOXKET JOINOIHATLCS yKa3aHWEeM BpeMeHH IMOCTYIUIEHHS JOKYMEHTa B
Jacax U MUHyTax U crnocoba T0CTaBKH JIOKyMEHTa.

OrmeTka O MOCTYMJIEHHH JOKYMEHTa MOJKET IPOCTABIATHCS C ITOMOIIBIO
LITaMIIa.

2.53. Pesosronius J10JOKHA COJIepKaTh yKa3aHHE IO HCIOJHEHHIO JOKYMEHTA.
Pesommoruss odopmisercss Ha cBOOOAHOM MecTe paboyero monus AOKYMEHTa, Ha
OJlaHKe pE30NIONMU MM BHOCHTCS HEHOCPEJCTBEHHO B CHCTEMY DIEKTPOHHOTO
JOKyMEHT000OpoTa.

Pesomounss  Jo/okHA  BKJIIOYATh:  (DAMWIMIO, HHHULMANBl  UCTIOJHUTENS
(McronHuTeNEH), TOpYUEHHE 10 JOKYMEHTY (KOHKPETHOE 3ajaHue T0 WCIIOJHEHHMIO
JOKYMEHTa WM  (OpMYJIMPOBKA ILeNM  PAacCMOTPEHMsI  JOKYMEHTa), IIpH

HEOOXOAMMOCTH - CPOK MCIOJHEHUS, MOINUCH JIMIA, BBIHECIIETO PE30JIFOLHIO, JATy
PE30IIIOLINH:

®amunus U.0., Gamunusa U.0.

IIporry noAroTOBUTE MpeaIoKeHus
k 10.11.2017  IHoonuce
Jlata
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Cpok HCITOJIHEHUs TIOPYYeHHs He JOJDKEH YKa3bIBaThCs, €CIM OH Ha3BaH B
TEKCTe MOCTYNHUBIIErO JOKyMEHTAa W PYKOBOJWTENb HE CUUTAET HEOOXOIMMBIM
HU3MEHHUTh €r0 B CTOPOHY COKpALGHHS WM SBIISIETCS TUIIOBBIM JUIS JaHHOrO BHAQ
JOKYMEHTA.

[Ipy yKa3aHWM HECKOJNBKMX MCHOJNHMUTENEeH (GaMuIuss OTBETCTBEHHOTO
VICTIOJIHUTENIST yKA3bIBAETCSI EPBOM, TOAYEPKUBAETCA WM 0003HAYAETCS CIOBOM
«OTB.» («OTBETCTBEHHBIN»).

2.54. OTMeTKa O KOHTpOJIE CBHAETENIBLCTBYET O IIOCTAHOBKE IOKYMCHTA Ha
KOHTPOJIb, npocTapisercs mramnoM «KoHTpolib» Ha BEpXHEM I10J1€ JOKYMEHTA.

2.55. OrMeTrka o0 HampaBjieHUH JOKYMEHTa B JeJI0 ONpeAessieT MECTO XPaHEHHUS
JIOKyMEHTa TOcJie 3aBepIIeHus] paboThl ¢ HUM U BKIIIOYAET: cioBa «B merno», uHaekc.
Jena 1O HOMEHKJIAType e, B KOTOpoe IIOMeIlaeTcss NOKYMEHT Ha XpaHEHHe, C
yKa3aHWeM TO0Ja, MIOJDKHOCTH JHIla, O(QOPMUBILErO OTMETKY, IOIIHMCH, IaTHl.
Hanpumep:

B nesno Ne 01-18 3a 2017 r.

3aB. OTJEJIOM KOPIIOPATUBHBIX ITPOEKTOB
Iloonuce Jlata

OtMeTKa 0 HalpaBJICHUW JOKYMEHTa B [€JI0 MOIKET HOIIOJHATHCSA KpaTKHMH
CBCACHHUAMU O XapaKTepe UCITOJIHCHUA JOKYMCHTA.

[I1. TTogroroBka 1 oopmieHHE OTIENIbHBIX BUIOB JOKYMEHTOB

3.1. JlokanbHble HOpMaTuBHBIe aKkThl (nanee - JIHA) TAY AIIO «BUITKPO»
U3JIat0TCSl B BUJE TIPABUII, MOJIOKEHUU, UHCTPYKLIUH, pErylaMeHTOoB,
nepedyHeH, KIacCH(HUKATOPOB H JAPYrHX BHAOB JOKYMEHTOB. PekoMeHIyeMbIi
obpazen opopmiienus JIHA Ha npumepe MOJTOKEHUS O CTPYKTYPHOM MOIpa3AeeHIUH
(mpunoxxenue Ne 1).

JIHA  npuoOpeTaroT OpPUAMYECKYI0 CHIIy T[IOCIe HMX YTBEPKICHHUS
pPaclopsIAUTENIbHBIM — TOKYMEHTOM  (ITpUKa30M) WJIU HETIOCPEICTBEHHO
pextopom ['AY JIT1O «bUTTIKPO», uHBIM yIIOJTHOMOUYEHHBIM UM JIULIOM.

PykoBoauTenu cTpyKTypHbIX MoApa3/ieieHnid He BiipaBe u3naBaTh JIHA.

3.2. JIHA moryT ObITb:

MOCTOSIHHO AeHCTBYIOLMMHU (6€3 orpaHUUYeHHsI CPOKa UX MPUMEHEHUS ),

BPEMEHHBIMU (JEHCTBYIOIIMMU B TeUEHHE YKa3aHHOTO, B HUX CPOKa HIIH 10
HACTYIUICHUS OIPEIeIEHHOIO COOBITHUS).

3.3. OcHnoBanueM juist uzganus JIHA sBasioTes:

3aKOHOZATE/bHBIE M MHble HOpPMATHUBHBIE IIPAaBOBBIE aKTBl POCCHMCKOM
Qenepauuu  (yxassl U pacnopspkeHust [Ipesunmenta Poccwuiickoit ®emeparuw,
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IIOCTaHOBJIEHUsT U pacrnopsbkenus IlpaButenscTBa Poccuiickoil ®enepanny, akThl
(bemepalbHBIX OPraHOB UCIIOJIHUTEIBHON BIACTH);

3aKOHOJATeIbHBIE aKThl cyObekTa Poccuiickoit ®Penepanuu, HOpMaTI/IBHBIe
IPaBOBbIE AaKTHI OPraHoB [OCY/AApCTBEHHOM BrnactTd cyObekra Poccuiickon
Oenepanuy;

paHee u3aHHble B opranu3anuu JIHA w/nnum pacropsiiuTenbHble JOKYMEHTBI.

3.4. JIHA uzparorcs B Lelsx:

YCTaHOBJIGHUs] HOpPM, TpeOOBaHWM, TpaBWIl B OTHOILICHUHH TMpEeAMETa
HOPMATHUBHOTO PETyJIMpOBaHUs, paHee He SBJISABLIEMCS IIPEAMETOM PEryJIdpOBaHUs B
OpraHu3aluy;

U3MEHEHHs CYIIECTBYIOIIUX HOPM, TpeOOBaHWH, IpaBUi, YCTaHOBJIEHHBIX
paHee U3aHHBIMU HOPMATHUBHBIMU JOKYMEHTAMH;

OTMEHBI paHee YCTaHOBICHHBIX HOPM, TpeOOBaHUMN, IIPABUIL.

3.5. Ilpemioxxkenue o paspaborke npoekra JIHA BHOcHTCA pyKoBOAMTEIEM
CTPYKTYPHOIO ITOAPA3AEIEHUS WIA UHBIM JOJKHOCTHBIM JIUI[OM.

3.6. JIHA pa3pabatbiBaeTcs B Cllydae, ClIu:

MMeeTCs y4acTOK paboThl (BOMPOCHI JESATENBHOCTH), HYKIAIOIIMHUCI B
HOPMAaTUBHOM PeryJIMpOBaHUU;

TpeOyeTcsi BHECeHWE 3HAYMTEJBLHOIO KOJIMYecTBa M3MEHEHHMHM B paHee
npuHATeId JIHA;

BBISIBIICHO Heckojbko JIHA, peryaupyromuyx CMeXHbIE BOIPOCHI, KOTOPBIE
1eaecoo0pa3Ho O0OBEAUHUTD B OAUH JOKYMEHT. ’

Axtyanuzauus panee npuHATeIX JIHA ocyliecTBiseTcs yepe3 BHECEHUE B HUX
U3MEHEHUM.

3.7. Ilpeanoxenue ¢ OOOCHOBaHHEM HEOOXOIUMOCTH pa3pabOTKH HOBOIO
JIHA mnpexncraBisieTcss pyKOBOAMUTEIEM CTPYKTYPHOTO MOAPa3ACICHUs HIH HHBIM
YIOJTHOMOYEHHBIM JOJDKHOCTHBIM jurioM pektopy ['AY IO «BUIIKPO» B dbopme
NOKJIaIHOU (Ci1y»KeOHOM ) 3arucKu, B KOTOPOU HU3JIaraeTcs: -

BOIIPOC, TpeOYIOUIMH pelIeHusl, ¢ W3J0)KeHUEeM OCHOBHBIX HanpaBﬂeHHﬁ,
Croco0O0B €ro peleHus;

[IPOTHO3 MOCJIEACTBUN NPUHATUS HOPMATUBHOTO JJOKYMEHTA,;

OpraHU3allMOHHBIE, KaJApoBble, (UHAHCOBBIE, MaTECPHAIbHO-TEXHHUYECKHE W
UHBIE MEPOIPHUATHS, KOTOPble HEOOXOAUMO OylIeT INPOBECTH B CBSI3U C MPUHATHEM
HOPMaTUBHOI'O JOKYMEHTa;

nepedyeHs paHee m3gaHHbIX JIHA, moanexammx oTMeHe B CBSI3U C U3NAHHEM
HOBOT'O HOPMAaTHUBHOI'O JOKYMEHTa,

npeiaraeMelii CpoK Uit pa3pabOTKU MIPOeKTa HOPMATUBHOTO JOKYMEHTA.

3.8. CornacoBanue npoektoB JIHA oCymIecTBISIETCSS B COOTBETCTBHH C
nyHkramu 4.1-4.13 MHCTpyKIMH.
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3.9. JIHA yrBepxpaaercs IIPUKAa30M PpPEKTOpa, €CIA OJHOBPEMEHHO C
YIBEPXKJICHUEM  HOPMATUBHOTO  JIOKYMEHTa  HEOOXOAWMO  IPHUHATH  MEPEI
OpraHU3aIlMOHHOT0, (UHAHCOBOIO, TEXHHYECKOTO, KaIPOBOT0 UIIK HHOTO XapaKTepa U
JaTh COOTBETCTBYIOIIME TMOPYUEHHUS PYKOBOJUTENSIM CTPYKTYPHBIX IOApa3[eleHUun
WIN UHBIM pabOTHUKaM, a TaK)Ke eclId He0OXOAUMO BHECTH U3MEHEHUS WK [IPU3HAThH
YTPaTUBILIMMHU CUITy paHee yTBepkaeHHble JIHA.

3.10. U3menenus B JIHA u ormena JIHA odopmisioTcss mpukasom peKTopa
WJIM MHOTO IOJDKHOCTHOTO JIMLIA, IPUHUMABILErO penieHne 00 yreepxkaenun JIHA.

Nsmenenuss B JIHA u ormena JIHA, yTBepXIaeHHbIE HENOCPEICTBEHHO
coOcTBeHHOpY4YHOU mnoamnuchio pekropa [AY IO «BUIIKPO» wunu wuHOrO
YIOJHOMOYEHHOTO MM JOJOKHOCTHOIO JMIa B Trpude YTBEpXKIECHUs, BHOCATCA
npukasoMm, uzgaBaembiM  pektopom ['AY IO  «bBUIIKPO» wnu  HHBIM
YIIOJTHOMOYEHHBIM UM JOJDKHOCTHBIM JIULIOM.

3.11. B Tekcre mnpukaza o0 yTBepkAeHUH, U3MeHeHHH unu orMmeHe JIHA
UCTIOJIB3YIOTCSI (POPMYITUPOBKHU: _

npu yrBepxkaeHun Hosoro JIHA: «VYrtBepnuts (mazBanue JIHA)» wunu
«YTBepauTtsh (HazBanue JIHA) u BBecTH B nelicTBue ¢ (narta)». Hampumep:

1. YTeepauts [lonoxenune o joKaibHbIX HOPMATUBHBIX akTax ['AY
JTTIO «BUTTKPOw,
WIH:
1. Yrepnuts IlltatHoe pacrmcanme I'AY IO «BUIIKPO» na 2018
roJl ¥ BBECTH ero B jielicTBue ¢ 1 suBaps 2018 r. (mpunioxenue).

IIpY BHECEHUM U3MEHEHU B paHee yTBepskaeHHbIM JIHA: « BHecTH n3MeHeHus
B (Ha3BaHue JIHA). Hanmpumep:

1. Buectu crnenyromue usmenenus B llltatHoe pacniucanue Ha 2018 rog,
YTBEPKI€HHOE IIPUKA30M (HaMeHOBaHUE OPTaHU3AIUH) OT 25
nexaops 2017 r. Ne 345: ...
npu otrMeHe paHee yrepikiaenHoro JIHA: «lIpusHaTe yTpartuBmuM CHITy

(nazBanue JIHA), yrBepxaenHoe ...». Hanpumep:

4. Tlpusnate yTpartuBlIUM cuiIy IlosokeHHe O HEHOPMHUPOBAHHOM
paboyem nHe, yTBepxkAeHHOe npukazoM OBY «HaumeHoBanue opraHmsamumy»
ot 15 ¢espanst 2015 r. Ne 22,
3.14. OcHoBHbiMKM  pekBu3uTaMu JIHA  sBIAIOTCA: HaMMEHOBaHHUE
opranuzatuu (I'AY JIT1O «bUITKPO»), nanmeHnoBanue Buia JOKyMEHTa M 3ar0JI0BOK

K TEKCTy, COCTaBIISIIOINME OJHO 1ejoe, TIpud . yTBEPXKIEHHUS, MECTO W3JaHHs
JIOKYMEHTA.

Ecin mpoexr JIHA sBiseTcss MHOIOCTpaHMYHBIM M K HEMY OQOpPMISETCS
THTyJILHBIﬁ JIUCT, YKA3aHHBIC BbIIIC PEKBU3HTHI pa3MeILIarOTCsI Ha THUTYJIbHOM JIMCTCE.
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3.13. UndopManys crnpaBodHOro xapakrepa (Tpaukd, CXeMbl, TaOJIHUIbL,
(GopMBI TOKYMEHTOB) O0hopmIseTes B BUJle npunoxenni k JIHA. 7

Ha npunoxenusx k JIHA opopmiisiercst peKBU3UT «OTMETKa O HpI/IJIO)KeHI/II/I» B
COOTBETCTBUU C IMMyHKTOM 2.44 UHCTPYKLUH.

3.14. IHA Bcrymaer B CHIy B CPOK, YKa3aHHBIH B MpHKase, KOTOPBIM
yreepskieH JIHA, wmu ¢ nate! yrBepxaenus JIHA.

3.15. PacniopsimuTeNbHble  JIOKYMEHThl OpraHuW3alud HM3JaloTcs B (opme
NpUKA30B W pacropsbkeHuil. Pekomennyemble oOpasubl OoGOpMIICHHs IpHKasa M
pacriopspkeHus (rpuitoxxenus Ne 2, 3).

[TpuKasbl U3JAOTCS B LENsiX 0QOpMIIEHHs PELICHUN!

HOPMAaTMBHOTO xapakrepa (ecid mpukasoMm yTeepxxpaercs JIHA —wumm
IPUHAMAETCS pelleHHe OpraHW3alMOHHOrO XapakTepa, HamlpuMmep, MNpHhKas o0
YTBEPIKIEHUH CTPYKTYPBI U ILITATHONH YMCIEHHOCTH OPraHU3aIMK );

OpraHM3al[iOHHOT0, aJMHMHMCTPAaTUBHOIO, B TOM YHCJIE OINEpPaTHBHOIO:
XapakTepa 10 BOIIpocaM OCHOBHOM I€ATEIbHOCTH opraHmaunﬁI. ‘

3.16. [IpoeKThl MPUKA30B MO OCHOBHOW HEATEIbHOCTH TOTOBST CTPYKTYPHBIE
Mmojpa3JieieHusi OpraHu3alli¥ Ha OCHOBaHMM IIOpy4YeHHH pekropa JmbO B
MHALMATUBHOM Mopsijike. OTBETCTBEHHOCTh 3a Ka4eCTBEHHYIO ITOJTOTOBKY IPOEKTa
IpUKa3a, COTIAaCOBaHME W NPaBUIIbHOE O(QOPMJIEHHE IPOEKTa HECET PYKOBOIUTEINb
HOApa3e/IeHusl, KOTOPbIA FOTOBUT IIPOEKT MPHKa3a U MPEICTABIISET €r0 Ha MOANHUCH.

3.17. Kontposnb 3a NpaBUIBHOCTBIO O(OPMIIEHHS IIPOEKTOB IPHKa30B
OCYILECTBIsIET cekperapb-criennanuct no kaapam ['AY JITTO «bHUITKPO».

3.18. Ilpukaser, wusmaBaembie B [AY IO «BUIIKPO», He HOKHEI
IPOTHBOPEYHTh 3aKOHOMATeNbCTBY Poccuiickont ®enepanuu, YcCTaBy, JOKaIbHBIM
HOPMATHBHBIM aKTaM U paHee U3JaHHbIM [IPUKa3aM.

3.19. Ilpuka3sl 10 OCHOBHOM JA€SITEIbHOCTUA U3IAIOTCS:

BO HCIIOJIHEHHME HOPMATUBHBIX IIPABOBBIX aKTOB OPraHOB I'OCYIapCTBEHHOMN
BJIACTH U BBITIIECTOSIIIIMX OPraHU3alnii;

B LIEJSX OCYILISCTBJICHUS YIPaBICHUYECKON JesTebHOCTH, BBITEKAIOIed H3
bynkuuii u 3agau [AY IO «BUTIKPO».

3.20. Ilpuka3sl 1O OCHOBHOHM [JE€ATEIIBHOCTH COCTABISAIOTCS Ha OCHOBE
TIIATEJBHOTO W BCECTOPOHHETO H3YHYEHHsI BOIPOCOB, TPEOYIOIIHMX pa3pelleHus,
4TOOBI COMIepIKAIlIMecs] B TpUKa3ax MOpy4eHus: ObUIM KOHKPETHBIMH, 00€CIIeYnBaIIUCh
AOCTAaTOYHbIMU MATCPUAJIBHO-TEXHUYCCKUMHU U (bI/IHaHCOBBIMI/I cpeactTBaMud HU B
JanbHeNIIeM HUCKIIoYad HeOOXOAUMOCTb KOPPEKTHPOBKH MPUHSTHIX pPEIIeHUHd B
CBSI3H C HEIMOJIHOTON UJIU HeJ0opadOTKOM MpeablIylero mpuKasa.

3.21. Ilpukazsl 'AY ATIO «BUIIKPO» odopmisitorest Ha OnaHKe MpUKasza C-
UCIIOJIb30BAHUEM CJIEAYIOUIMX PEKBU3UTOB: [aTa [IOKYMEHTa, PEerucTpaliOHHBIN
HOMEp JOKYMEHTa, 3arojOoBOK K TEKCTY, TEKCT, MOANUChH. Jlata U perucTpaldOHHbINA
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HOMEp NpHKa3a MPOCTABIAIOTCSA Mocie MoanucaHus mnpukasza pexkropom I'AY NIIO
«BUTTKPO». 4

3.22. 3arojI0BOK K NpPHKa3y IedaTaercsi 4epe3 OJWH MEKCTPOUHBIH HHTEpBal
ITOJI pEKBU3UTAaMH OJIaHKa ClieBa OT rPaHUIIbI JIEeBOro mnoJisi. Touka B KOHIIE 3aroJIOBKa
HE CTAaBUTCH. 3aroJIOBOK K IpUKa3y GOpMYJHUpPYeTCs C MPesIoroM «o» («ob»), KpaTKo
U TOYHO OTpaskas cojeprkaHue TekcTa rnpukasa. Hanpumep:

OO0 yTBepxaeHUH MHCTpYKIKHU 1O 1e/10IPOU3BOACTBY;

O nopsiike GUHAHCUPOBAHUS PEKIAMHON KaMIIaHUY;

O co3naHuu SKCMEePTHONM KOMUCCHH.

3.23. TekcT mpuKasa COCTOMT W3 IBYX yacTeil: 00OCHOBaHUS (mpeaMOyibl) U
pacropsIuTeIbHON YacTH. B 000CHOBaHMHU yKa3bIBAaeTCsl OCHOBAaHME, NIPUYMHA WIIH
e U3aHus JIoKyMeHTa. Hanpumep:

B coorBercTBHM ¢ mnpukazoM MUHHCTEpCTBA CBSI3M M MAacCOBBIX
KoMMyHUKaluit or 25 nexabpst 2014 r. Ne 1494 «O6 yrtBepxaenun Ilpasun
oOMeHa  JIOKYMEHTaMHM B  DJEKTPOHHOM  BHUAE Ipd  OpraHU3aluu
UHGHOPMAILITMOHHOTO B3aUMOICHCTBUSY ...

B wessix opraHuzaluy U MpoBeJeHHst paboThl MO 3KCIEPTU3E LIEHHOCTH
JOKYMEHTOB, 00pa3ylolLUXCsl B JeSATeIbHOCTY OpraHu3alyiy, U OTOOpY UX IS
nepesayy Ha XpaHeHHUEe B apXUB OpraHU3allui U K YHUYTOXKEHHUIO ...

3.24. PacniopsiauTesibHasl 4acTh NPUKa3a HAYUHAETCS CJIOBOM «IpUKa3blBa
I0», KOTOPOE IeYaTaeTcs CTPOUHBIMU OyKBaMu Bpa3psiaKy.

PacnopsinurenbHast 4acTh MOXKET COJIEPKATh:

pelIeHus OpraHu3alloOHHOIO XapakTepa (yTBepAUuTh, CO30aTh, Ipeodpa3oBaTh,”
JUKBUAUPOBATh, IPU3HATH YTPATUBIIUM CUILY); '

KOHKPETHbIE MOpYUYeHUsl C yKa3aHWeM HCIIOJHUTENS (MCIIOTHUTENEH) U CPOKOB
UX BBIIIOJIHEHUSL.

3.25. Kaxpoe pelieHue (nopydyeHnue) opopmisieTcst B mpukase Kak OTIOEeIbHBIH
NyHKT. [IyHKTBI IMpHKasza pacrosjararorcsi B JOTMKO-BPEMEHHOW MOCIIeI0BATEIbHOCTH
M HyMmepyloTcst apabckumu wubpamu. Eciu mnopydeHue maeTcs KOHKPETHOMY
IOJIpa3IeIeHHIO, €r0 HAMMEHOBAHHUE ITUIIETCS MOJHOCTHIO, B CKOOKaxX yKa3bIBAFOTCS

(aMmIus W HMHULOMANBL PYKOBOJMTENS IMOJApa3/ielieHUs] B UMEHHTEILHOM Mafexe.
Hanpuwmep:

..IpUKa3blBaAIO:

1. YueOno-meromuueckomy otaeny (Pamuwmms M.0.) x 01.11.2017

MOATOTOBUTh W IMPEJICTABUTL HA YTBEp)KAEHHE IIAH y4eGHO-MEeTOMMYecKOM
pabotel Ha 2018 rog.



26

Eciu nopy4yenue naeTcsi KOHKPETHOMY WCIIOJHHUTENIO, €r0 IOJDKHOCTh U
(amunus yxaspiBatotes 6e3 ckoOOK B atenbHOM najexe. Hampumep:

3. I'maBromy Oyxrantepy (®amunus M.0.) moaroToBUTh U MPEACTABUTE
Ha paCCMOTPEHUE U YTBEPKIEHHE CMETY KOMaHAMPOBOUYHBIX pacxoioB Ha 2018
rox B cpok 1o 30.11.2017.

[IpeanuceiBaemoe fiefcTBrE BRIPAXKACTCS IIAr0JIOM B HEONPEAETEHHON (opMe.
He pomyckaercs ynoTpeG/sTh HEKOHKPETHbIE BBIPAKEHUS THINA «YCHIUTB»,
«YCKOPHTBY», K00ECIIEUUTh B KpaTJanlline CPOKU».

Eciu onHOMY WCIONHUTETIO HEOOXOAUMO I[IOPYYMTh HECKOIBKO Pa3HBIX
3a[]aHAH ¢ OJIHUM CPOKOM BBINOTHEHHs, OTBETCTBEHHBIN HCIIONHUTENL M CPOK
WCIIOJTHEHUS YKa3bIBAIOTCS OJMH pa3 B OCHOBHOM ITYHKTE, a MOPYYEHHUS BBLEISIOTCS
B OT/EJIbHbIe TOMAIMYHKTBI. ECiH y nopydeHumi pasHble CpPOKHM HCIIOJHEHHS, CPOKU
YKa3bIBAIOTCSI HE B OCHOBHOM I1yHKTE, @ B KQ)XK{OM IO/IITYHKTE, |

Cpok WCIOJHEHUsl JOJKeH OBITh peaibHbIM, COOTBETCTBOBATH OGBEMY
npeanonaraeMeix pabot. Ilpu ycTaHOBIEHMH CpOKa ClefyeT y4YMTHIBaTH BpeMs
JOBEIEHHsI JIOKYMEHTa 10 KOHKPETHBIX UCITOJTHUTEIIEH.

Cpox wucrnonHeHWs B MyHKTax pacHOpSAMTENbHOW 4YacTH IpUKa3a He
YKa3blBaeTCs B CIydasX, €C/IM JEHCTBMA HOCAT PpEryJspHBIA Xapakrep H HX
BBINIOJIHEHUE MPEANKUCHIBAECTCS Ha BECh NEPUOJ JeUCTBHs NpHKasa. KoaumdecTBo
UCTIONIHUTENIEH [0 K&XAOMY MyHKTY (TOAIYHKTY) HE  OrpaHMYMBAETCS.
OTBETCTBEHHBII UCTIOMHUTEIb YKA3bIBAETCS EPBBIM.

Eciu  mpukas OTMEHseT IOJHOCTBIO WM YAacTUYHO paHee W3LaHHbIE
AOKYMEHTBI 110 TOMY K€ BOIIPOCY, TO B IPEAIIOCIIEIHEM TyHKTe [TPHUKa3a He0OXO0IMMO

MX ICPEYMUCIUTL C yKa3aHWEM HaMMEHOBAaHMs JOKYMEHTa, €ro jaThl, HOMepa,
3arosioBka. Harpumep:

4. llpusHaTh yTpaTHBIINM CHIY IPUKA3 OPraHU3aLMH OT 5 aBrycra 2010 r.
Ne 175 «OG6 yrBepxkaeHnn DKCIIEPTHOH KOMUCCHM OpraHU3aldmny.
[locnenHuii MyHKT npukasa - HyHKT O KOHTPONE, B HEM YKa3bIBAIOTCS

HAOJIDKHOCTB JIMIA, OTBETCTBEHHOI'O 3a UCIIOJIHEHHUE HOKYMEHTAa B LICJIOM, €TI0 (baMI/IJII/IH
N MHHUIIHUAJIBI. HaanMep:

4. KonTposib 3a MCMo/IHeHHEM NpUKa3a BO3JIaraeTesl Ha 3aMeCTHTENIs
nupexropa @amumnus K.0O.

B orpensHex cmywasix pekrop AV JIIIO «BUITKPO» MOMeT OCTaBHTEH
KOHTPOJIb 3a COOOM:

KonTpons 3a ncnonsennem npukasa octasisiio 3a co6oii.
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3.26. He BxirouaeTcs B TeKCT npukasa myHKT «IIpuka3 1oBecTd 10 CBeICHUS

)8

[loapasjenedus W JOJDKHOCTHbBIE JIMLA, 1O CBEJEHUS] KOTOPHIX HEOOXOAUMO
JIOBECTH NPHKa3, IEPEUMCIISIOTCS B yKa3aTene (JIUCTe, CIHCKE) PacChUIKHM, KOTOPBIH
FOTOBUTCS UCIIOJHUTEIEM U MOXeT 0pOPMIISITHCSI Ha 00OPOTHOM CTOPOHE MOCIIEIHETO
JIMCTa MpHUKa3a.

3.27. B npukazax He JI0IyCcKaeTcs:

H3MEHEHHE paHee YCTAHOBJICHHbBIX CPOKOB BbIIIOJIHEHMs 3aJaHUi B CTOPOHY UX
YBEJIMYEHHUS,

MpUMEHEHHE TMPOM3BOJIBHBIX COKpALEHUH HIM MCKAOKEHHWE HAMMEHOBAHUM
CTPYKTYpPHBIX IOJpa3feleHnuil OpraHu3alyi, IM0JBEJIOMCTBEHHBIX OpraHU3alUi -
UCIIOJTHUTEIIEH; _

MPUMEHEHUE TPOU3BOJIbHBIX (HE OOLUENPHUHATLIX) TEXHUYECKMX U JAPYTHX-
TEPMUHOB, COKPAIIEHHBIX CJIOB U HAMMEHOBAaHUH.

3.28. Ilpy Hanu4uu NPWIOKEHUH B TEKCTE IIPUKa3a B COOTBETCTBYHOLIUX
yHKTaX PaCHOPSIUTEIbHOW YacTH HAroTCsi OTCBUIKH: ... (ImpuioxkeHue Ne 1); ..
(mpusnoxxenrie No 2); ... «COMIACHO TMPWIOKEHUIO», HA MPHIOKEHUH OPOPMIAETCS
OTMETKa O MPUJIOKEHUH:

- Ilpunoxenue Ne 1
K TIpUKazy «

»
ot 12.11.2017 Ne 215

N3nanue BmecTe ¢ MPUKA30M IPUIOKEHUH, HE YIOMSHYTBIX B TEKCTE
JIOKYMEHTAa, He JIOIlyCKaeTCs.

Ecnu TOKyMEHT, yTBEP)KIAEHHBIM MPUKA30M, BIIOCJIEACTBUMU AECUCTBYET B BHUIE
CaMOCTOSITEJIbBHOTO JIOKYMEHTA, Ha IIEPBOM JIUCTE JOKYMEHTa B BEPXHEM IIPaBOM YIILy
npocTaBisieTcss rpud yTBepkaeHus (IIpU HEOOXOAWMOCTH, - C yKa3aHHeM HoMmepa
[IPUJIOKEHUS ), HAIIpUMeED:

WUucTpykius YTBEPXJIEHA
PUKa30M «

»
oT 22.01.2017 Ne5

3.29. Pacnopsixkenust oopMIISIOTCS 110 T€M JKe MpaBujiaM, YTO U MPHUKA3BI, 32
HUCKJIIOYEHHEM TOr0, YTO B KOHLE IIpeaMOyJibl CTaBUTCS ABOETOYHUE, IOCJE Yero
CJIELYIOT IIyHKTBI pacropsiauTebHoN yactu. Hanpumep:

B nenax ucnonnenus npukaza O®bY «HanmeHoBaHWe OpraHW3alln» OT
22 amrycra 2017 r. «O6 opraHMzauuy U INPOBEIEHUHM KOHKypca «Jlydmruit
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ceKkpeTapb KoMnaHuu - 2017»:
1. PykoBoauTeNsiM yrpaBjieH i, oTe0B 1 JiabopaTopuii B cpok jo 10
centsiops 2017 r. mnpeactaBUTh CBOM MPEUIOKEHHS O KaHAMAATypax

CeKpeTapeu U J1eJI0NpOrU3BOAUTEIIEH Ui y9acTHs B KOHKYpCe.
Lz

PacriopsiKeHUsI MOTYT HE UMETh IIpeaMOy.JIbl.

3.30. Jlo npeacraBieHus Ha [OJIKCH [POEKT IpHKasza (PacropsKEeHHUs)
COIJIacCOBBIBAETCSl C 3aMHTEPECOBAHHBIMU JIMIIAMH B COOTBETCTBUU C IyHKTaMu 4.1 -
4.11 IIlpumepHO! UHCTPYKIIUH.

3.31. Ilpukaz moxamuceiBaer pekrop ['AY IO «BUIIKPO» wnu muno,
UCIIOJTHSIIOIIEe er0 00s3aHHOCTH.

Pacnopssxenne moanuceiaercst pekropom I'AY IO «BUIIKPO» wu/mnu
WUHBIMHU YTIOJIHOMOUYEHHBIMU UM JIMI[AMHU.

3.32. Konuu mpuka3oB (pacrlopspKeHHi) pacchUIaloTCs B COOTBETCTBHH C
ykazaTesieM (JINCTOM, CIIMCKOM ) PACCHUIKH.

DNeKTPOHHAs KOIMMUs MMPUKa3a pa3MellaeTcsl B COOTBETCTBYIOIIEN 6a3e NaHHBIX
WIIA Ha KOPITOPAaTMBHOM TOpTalie OpraHusaluu B cetu «MurepHe™.

3.33. [Ipu odopmieHHH NpHKaza, H3JaBaéMOr0 COBMECTHO C JPYrou
OpraHu3alUen:

OJIaHK HE UCIIOJIb3YETCS;

HAaUMEHOBAHUs OpraHU3alMi 1e4aTaroTcs Ha OJHOM YPOBHE,

HaumeHoBaHue Bua jokyMeHTta (IIPMKA3) pacnonaraercs no

LICHTPY . ,

Jlaroii COBMECTHOroO IpWKas3a sBISETCS JaTa IPOCTABIECHUS IOCIECIHEN
MOATNKCH Ha JOKyMeHTe. PerucTpalluoOHHbIM HOMEp COBMECTHOIO IIpUKa3a COCTOMUT U3
pPEeTUCTPAllMOHHBIX ~ HOMEpPOB, IMPUCBOCHHBIX  KaXJOW W3  OpraHuM3aldii u
IPOCTABISIEMBIX Yepe3 KOCYI0 uUepTy B MOPSAKE yKa3aHUs OpraHU3allii - aBTOPOB
JOKYyMEHTA.

TexcT coBMeCTHOro Ipukasa MU3Jjlaraercs OT IIepBOrO JIHIA MHOXECTBEHHOI'O
yucna («IpuKa3biBaem»), MOJAMUCH PYKOBOAMTENEH OpraHU3alUi pacrojiaraioTcs Ha
OJIHOM YPOBHE CJI€Ba U CIIpaBa.

3.34. JleATeabHOCTL 110 COBMECTHOM BbIPpaOOTKE pelIeHUW Ha 3acefaHusIx
COBETOB, KOMUCCUM, COBEIIaHUIX 0QOPMIIAETCs IPOTOKOIAMH.

[IpoToKon cocTaBisieTcsi HA OCHOBAHUU JAUKTO(QOHHBIX (PyKOIHUCHBIX) 3alHACEH,
IIPOM3BEACHHBIX BO BpEMs 3aCe/laHhs], IPEIACTAaBIEHHBIX TE3UCOB MOKIAN0B U
BBICTYIUICHUH, CIIPABOK, IPOEKTOB pellieHUH (TTIOCTAaHOBIICHUN ).

IIporokon odopmisieTcs B TeueHWe OJHOIO-TpeX AHeH Iocie MpoBeNeHUs
3aceJlaHMsl, €CJIM CPOKH €ro MOJAr0TOBKU HE OTOBOPEHbI 0C000.
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3.35. PexBu3uraMu IpOTOKOJIA  SIBISIIOTCS: HauMmeHoBanme I[AY JIIIO
«bUIIKPO», HanmeHOBaHHE BUJA JIOKYMEHTA, 3aroJOBOK K TEKCTY, JaTa U MECTO
3ace/laHusl, PETUCTPALIMOHHBIN HOMEP MPOTOKOJIA, TEKCT, ITOAIHUCH.

3.36. 3aroI0BOK K TEKCTY IIPOTOKOJIA OTBEYAET HA BOMPOC «4€Tr0?» U CONEPIKUT

yKa3zaHue INOApas[eseHUs WM OpraHa, ACATENbHOCTh KOTOPOTO IPOTOKOIUPYETCS.
Hamnpumep:

[MPpOTOKOJ 3accaHusi aTTeCTAMOHHOM KOMUCCHU
IMPOTOKOJI 3aCeaHusI HaquO-MeTOIIH‘{eCKOI;'I KOMHCCHH.

Hatoit mpoTokona sBseTCs JaTa 3aceaHus. ECU 3acelaHue MpomoKAeTCs
HECKOJIbKO JHCH, yKas3blBae€TCs Jara Hayajla 3aceJaHdsl W uepe3 THpEe - nara
okoH4aHus: 12-13 mas 2018 . :

3.37. TexcT mpoTokosia JO/DKEH COCTOSTh W3 JBYX YacTed: BBOJHOH U
OCHOBHOW. B BBOJIHOM 4YacTu NpPOTOKONA YKA3bIBAIOTCS (aMIJIMU MpefcenaTens
(IIpe/ice1aTeNbCTBYIONIEr0); CeKpeTapsl; GaMHINK yYaCTHUKOB, IPHCYTCTBYIONIMX Ha
3aCe/IaHNy; JIUL, IPUIVIAIIEHHBIX Ha 3ace/IaHKe; ITIOBECTKA JHS. :

Eciii KOJIM4ecTBO NPUCYTCTBYIOIMX HA 3ace/laHMU MPEBBIIIAeT 15 YenoBek, B
BBOJIHOM 4aCTH IIPOTOKOJIA J1€J1aeTCsl CChlIKA Ha CITHCOK, ABJSIOLUMNCS HEOThEMIIEMOMH
4acThlo npoTtokosa. Hanpuwmep:

IpucyrcrBoBanu: 25 yeln. (CIIUCOK MPHIIAraeTes).

BBoaHas 4YacTh MNPOTOKOJA 3aKaHYMBAETCsl MOBECTKOM [IHA, comepiKalieit
[IEpeY€eHb paCcCMaTPUBACMbIX BOIIPOCOB, [IEPEYHCIICHHBIX B ITOPSIKE UX 0OCYKIEHHUS C
yKa3zaHHEM JIOKJIaUMKa I10 KaXKJIOMYy paccMaTpHBaeMOMy BOIPOCY. Bompocsr
TNOBECTKHU JIHS (POPMYJIUPYIOTCS C MPEIUIOrOM «0» («06»), Ie9aTar0TCs OT IPaHHIIBI
JIEBOTO IT0JIsl U HYMEPYIOTCS apaOCKUMU UBPaMH.

B 0CHOBHOH 9acTH MPOTOKOJIa GUKCUPYETCs X0/ 3aCeIaHuUs.

3.38. [TonHbIH MPOTOKON COMEPIKHT 3AIIKCh TOTO, YTO MPOUCXOIMIO BO BpeMSI
3aceliaHusl, BKIIIOYas BONPOCH! K JOKJIAJYHMKY, OTBEThl HA HHX, BBICTYIUIEHHS B XOJe
00CyKeHHS BOIIPOCA, Pe3yJIbTaThl FOMIOCOBAHMUS 10 BONPOCY M MPHHSTHIE PELICHHS.
Pexomenyembiil 00pasel; 0popMIIeH s IIOIHOrO MPOTOKONA (TIpHIoKeHHe Ne 4).

Kparkue mpoTokossl BemyTCss NpH pacCMOTPEHHH BONPOCOB OMNEPATUBHOIO
xapakrepa.  PexomeHayembldi  oGpasell  odopmileHHs — KpPAaTKOTO — IIPOTOKOJA
(mpunoxenue Ne 5). B kpaTkoM mpoTokoie (uxcupyercs Tema 0OCYKIECHHMS,
hamuiis OKNaguMKa 110 BOIPOCY U MPUHSATHIE PEIICHHSI.

3.39. OcHOBHast 4acTh IIOJHOIO IPOTOKOIA COCTOMUT U3 paszenos,
TIOCBAIICHHBIX BOTIPOCAaM IOBECTKH JHA. XOJI PAacCMOTPEeHHs] KaXKIOTOo BOMpoca
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3anuceiBaeTcs B nocienosarenbHocTh: CJIVIIAJIN - BBICTYITMJIA - PEITNJIN.

IlocraHoBieHMe (peuieHHe) B TEKCT MPOTOKOJIA BHOCHUTCS IOJHOCTBIO B TOM
GopmyaupoBKe, KoTopas Oblia MPHHATa HA 3aceJaHHM; I[PH HEOOXOIUMOCTH
IIPUBOIATCS UTOTY FOJIOCOBAHHUS: «3a - ..., IPOTUB -..., BO3JIEPXKATIOCH - ...».

3.40. IIporoxon 3aceaHus [IOITMCHIBAETCS IpeJiceaTeNeM-
(IpesiceaTeNbCTRYIONMM) U CeKpeTapeM 3aceflaHus, eclid HMHOe He YCTaHOBIIEHO
JIHA.

3.41. IIpy HE0OXOAMMOCTH KOIUHU MPOTOKOJIOB MJIM BBIMMCKH W3 MPOTOKOJIOB
PacChUIAlOTCS 3aMHTEPECOBAHHBIM JIMLAM B JJIEKTPOHHOM BHJIE B COOTBETCTBHH C
yKas3aTeleM PacChUIKH.

B BeImHcke W3 NPOTOKONA JIOJKHBI BOCIIPOU3BOIMTBECS BCE PEKBU3UTHI
3aroJIOBOYHOM 4aCTH NMPOTOKOJa, BBOJHAS YacTh, BOIIPOC MIOBECTKH JHS, 10 KOTOPOMY
TOTOBHUTCSl BBIIIMCKA, M TEKCT, OTPAXKAIOLMU OOCYKJEeHHE BOMpPOCAa W TPHHATOE
pELIeHHE.

3.42. JlenoBoe (ciy>)keOHOE) MUCBMO TOTOBUTCS Ha OyiaHke mwcbMa. Ilpu
COCTaBJICHUHU MHUCEM O(DOPMIISIOTCS PEKBH3HUTBI: aJpecar, 3arojloBOK K TEKCTY, TEKCT,
IOANKCh, OTMETKAa 00 UCHOJIHUTENE, B HEOOXOAMMBIX CiIy4dasx - OTMETKa O
npunoXeHud.  Pexomenayemblii  oOpaszenl  oQopMiieHHS  JEJIOBOTO  ITHCHEMa
(mpunoxenue Ne 6).

3.43. Ecay muceMoO sBJISETCS OTBETOM Ha MOCTYIHBIIMN 3aIpOC WK IPOChOY,

3aIIOJIHACTCA PCKBU3HUT «CCBIJIKA Ha peI"I/ICTpaHI/IOHHHﬁ HOMED U JaTy NOCTYIHBIIErO
MMUucbMa».

HanveHoBaHHe BHIA JOKYMEHTa (WIIHCHMO») M pasHOBHAHOCTH MHCHMA
(Hampumep, «IIpockba», «MHGOPMALMOHHOE», «COMPOBOAUTENLHOEY, «3aIpocy,
«HAIIOMUHAHKEN) B AEJIOBBIX (CI1yKeOHBIX) MUChMaX HE yKa3bIBAIOTCS.

Eciu nuceMo HampapisieTcsl afpecaTy MO 3JeKTPOHHOM mmodYre wiu 1o (akcy
0e3 NOCBUIKM IO MOYTe, BMECTO MOYTOBOIO a/[peca YKa3bIBaeTCsl afpec 3IeKTPOHHOM
IIOYThI WJIK HOMep Telledona-daxca.

3.44. [lenoBoe (ciaykeOHOE) MUCbMO JOJIKHO ObITb MOCBSINEHO OJHOMY
Bornpocy. Ecnn Heo0XoauMo oOpaTUThCs B OpraHM3alUI0  OJHOBPEMEHHO IO
HECKOJIbKMM BOINIPOCAaM, PEKOMEH/YETCsl COCTABUTh OTAEIBHOE MUCEMO M0 KaXKIOMY
U3 HUX.

[TnceMO MOXKET KacaThCsi HECKOJIBKUX BOIIPOCOB, €CTM OHU B3aMMOCBSI3aHE.

3.45. B oiHOM mucbMe He JIOJKHO ObITh Gosiee YeThIpeX aapecaToB, HPU 3TOM
OCHOBHOW  aJpecaT yKasblBaeTCs IIePBBIM, OCTAlbHBIM  ajgpecaraM IIHCBMO
HAIIPaBIIAETCs ISl CBEJICHUS.

IIpr HEO6XOAMMOCTH HANPABUTH NHCHMO OOJNBLIEMY KOIHYECTBY aApecaros,
FOTOBUTCS CIIUCOK PACCHUTKH, U MIUCHMA PACCHITAIOTCS IO CITUCKY.

3.46. [lpy coCTaBlIeHMH JEJOBBIX ITHCEM HCIIONB3YETCs BCTYMUTEIBHOE



31

obpallleHre U 3aKIIO4YnTeNbHas STUKeTHas (pa3a B COOTBETCTBHH C NyHKTOM 2.43
Nucrpykuuu.

3.47. TexcT mucbMa U3J1araeTcs:

or 1-ro M@ MHOXECTBEHHOTO YHCHa ((IIPOCHM...», «IPEIaraeM...»,
«HATIOMUHAEM...»); i

OT 3-ro JIMLA eAUHCTBEHHOr0 Yucna («IpeanpUsTUe CYUTaeT BO3SMOXHEIM ...»,
KAHCTUTYT HE pacro/iaraeT BO3MOKHOCTBIO ...»);

OoT 1-ro jMLa eJMHCTBEHHOIro 4ucya («IPOUIy ..», «IIpelaraimo ..»), eclH
MUCHEMO O0(hOPMIISETCS Ha JIOJDKHOCTHOM OJIaHKe.

3.48. Eciii pOeKT AeN0BOro (CiiykeOHOro) MuchMa HalpaBIsSeTCs afpecaTy 1o
1ouTe, NMPOEKT TOTOBUTCS B JBYX DK3EMIUIIpax: OJUH 3K3EMIUIAP OQOpMIIIETCS Ha
61aHKe, BTOPOM 3K3eMIUISp, TpeHa3HAUYCHHBIH ISl BU3UPOBAaHUsA) - HA CTAHIAPTHBIX
JucTax Oymard.

JlenoBoe (cimyxebHoe) MUCbMO 10 MPE/ICTABICHUS Ha MOAMNUCH TOJDKHO OBITh
COINIacoBaHoO (3aBU3UPOBAHO) CO BCEMH 3aMHTEPeCOBaHHBIMU uIaMu. CornacoBaHue
(BU3MpOBaHKE) JEOBBIX MHUCEM MPOBOJIKUTCS B COOTBETCTBHMH ¢ ImyHKTamu 4.1 - 4.11.
NHCcTpyKLIHH.

3.49. JlenoBoe (cnyxeOnoe) nuchMo mnojnuckiBaeTes pekropom ['AY IO
«BUTTKPO»  wuiM HHBIM YIOJHOMOYEHHbIM MM JvnoMm. IloanucanHoe naeaoBoe
(cimy>xeOHOE) MUCHMO ITOAJICKUT PETUCTPALIMK U OTIIPABKE.

He nomyckaercsi OTHpaBlsiTh ajpecaTaMm I[MCbMa, HE HMEIOIIHAE MOaThl |
PEeTrUCTPaIMOHHOIO HOMEpa.

3.50. [locne moanucaHusi NMUcbMa U €ro peFI/ICTpaHI/II/II AK3EeMIUIAp MHUChMa C
BH3aMH 3aUHTEPECOBAHHBIX JIMI TOMELIAETCS B A€JI0.

3.51. AKTBI COCTaBJISIFOTCS Ha OCHOBE YTBEP)KJICHHBIX OpraHaMH BJIaCTH
YHAQHUIUPOBAHHAIX (HOPM WK B CBOOOHOM (opMe B LeNsAX NOATBEPKAECHH (DAKTOB,
cBs3aHHBIX ¢ gearensHocThio [TAY JITIO «BUITKPO». Pexomenmgyemsblit obpaser
odopmieHus akTa (rpusioxenue Ne 7). '

3.52. Tlpu cocTaBieHUH aKTOB UCIOJIB3YIOTCS PEKBU3UTHL: HauMeHoBaHue ['AY
IO  «BUIIKPO»; HaumeHoBaHuWe BHJa JIOKyMEHTa; Jara JOKYMEHTA,
PETUCTPAIIMOHHBIA HOMEp JOKYMEHTa; MECTO COCTaBIICHHs WM U3JAHUSA JOKYMEHTa,
3aroJIoBOK K TEKCTY; HOJAIHUCH.

3.53. JlaToi axTa sBIseTCS Jara COCTaBJEHHs aKTa M IOJIMCAHHUsS €ro
COCTaBHUTEJISIMHU.

Ecnu dopmoii akTa npeaycMOTpPEHO €ro YTBEepXKACHHUE PEKTOPOM WIIA HMHBIM
YIOJHOMOYEHHBIM  JIOJDKHOCTHBIM — JIMIIOM, JaTOW akTa SBJISETCS Jara €ro
YTBEPXKACHUS.

3.54. B BBOJHOM 4aCTH aKTa B UMEHUTEIILHOM I1aJIe)Ke YKa3bIBaIOTC:

OCHOBaHHE COCTABJIEHUs aKkTa (JIOKaTbHBIM HOPMATUBHBIN aKT;
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PaCIIOPSIUTENLHBIA JJOKYMEHT OpraHu3aiuu (IpuKas, pacropspkeHue); GaxT Wix
cOOBITHE, TTOCITYKUBILIEE OCHOBAHUEM JIJIsl COCTABJICHUSI aKTa);

COCTaBUTENHW aKTa (repeuucisiorcss nocie ciaoa «CocTaBieH» ¢ yKa3aHHEM
NOJDKHOCTEH, HauMMEHOBAaHWUW  OpraHu3auyi, €eCJId  COCTaBUTEIH SIBJISTFOTCSI
NPECTaBUTENIMU APYTOd opraHu3aiii, GaMuiIuil 1 HHALKAAJIOB).

Ecnu akT cocTaBiieH KOMUCCHEH, TIepBO# yka3biBaeTcs (haMUJIus IpeceaaTes
KOMUCCHH, 3aT€M YJIEHOB KOMHUCCUH B aji(haBUTHOM TOPSIIKE.

3.55. B Tekcre akTa M3jaraloTcs LeNId U 3aJla4d COCTaBJIEHUs aKTa, CYIIHOCTb,
XapakTep, METOJIbI U CPOKU MPOJIeIaHHON paboThl, €€ pe3ybTaThl.

[Ipu HEOOXOIUMOCTH aKT MOXKET COAEPIKATh BbIBOABL U PEKOMEHIAIHH.

B 3akmounTebHOM 4acTH akTa yKa3bIBAIOTCS KOJIUYECTBO ITOATrOTOBIEHHBIX
IK3EMIUIPOB  aKTa M MECTOHAaXOXKIeHHe Kaxaoro sk3eMiuiipa. KoaudecTBo
IK3EMIUIIPOB aKTa OIPE/E/IseTCsl KOJIMYECTBOM CTOPOH, 3aUHTEPECOBAHHBIX B €0
COCTaBJI€HWM, HWJIM  HOPMATUBHBIMU  TpeOOBAaHUSIMH,  PErNIAMEHTUPYIOLIUMHU
COCTaBJIEHME aKTOB KOHKPETHOW Pa3HOBUHOCTH.

3.56. DK3eMIIAphl aKTa MOANUCHIBAIOTCS BCEMHU YJIEHAMH KOMHUCCUHM (ECITH aKT
COCTaBJIsICS ~ KOMHCCHEH) WM  COCTaBUTEISIMM M, IpH  HeoOXOJUMOCTH,
IPUCYTCTBOBABILIUMMU JIMLIAMM.

[Ipu moanmucaHWM akra NpejacenareileM U WIeHAMU KOMHUCCUU HaMMEHOBAHHS
UX JTOJDKHOCTEH He YKa3bIBAKOTCH.

Ocoboe MHEHHE COCTaBUTENs akTa U3JaraeTcsli Ha OTACIBHOM JIHCTE,
NOJANUCHIBAETCS U IPUJIAraeTcs K aKTy.

3.57. Ecnim 3akoHonatenbcTBOM Poccutickont @enepanuu  MpenrycCMOTPEHO
O3HAKOMJIEHHE C COJIep)KaHWeM aKTa JIMl, YIOMSIHYThIX B aKTe, MOJ MOJAMNHUCH, Ha
MOCJeIHeN CTpaHMIle aKTa IIPOCTaBIseTCs O3HaKOMHUTelbHass BH3a «(C aKTOM
O3HAKOMJICH(BI)», NPU 3TOM YKa3blBalOTCS HAMMEHOBAHUS JOJDKHOCTEH, JIWYHBIE
MOANUCH, pPaclIMGPOBKK MOANMCEH, JarThl O3HaKoMyeHMs. Jluma, KoTopsle
3HAKOMSITCS C COZIepKaHUEM aKTa, MMEIOT ITPaBO HE COITIACUTBLCS C COAepIKaHHEM aKTa
B L[EJIOM WJIM €r0 OT/IJBHBIMU [OJOKEHUSIMH, YTO JIOJDKHO OBITh 3aUKCHPOBAHO TIPH
O3HAaKOMJICHUH C aKTOM.

3.58. JloknmagHas (ciTyxeGHas) 3aImMCKa HCIONB3YeTCS JUIS OIEPaTHBHOIO
UH(OPMALIMOHHOIO  OOMeHa  MeXJIy CTPYKTYpPHBIMH  TOApAa3elieHUsIMA |
PYKOBOZCTBOM. PekoMeHyemble 06pasibl oDOpPMICHUS IOKIANHOM 3aliCKd W
Clly)keOHOW  3alMCKH, TMOJATOTOBJICHHOW Ha OCHOBE JJIEKTPOHHOrO ImabiioHa
(mpuoxenust Ne 8,9).

3.59. O0s13aTenbHbIMM  PEKBU3UTAMU  JOKJIQOHOM  (CIIy)kKeOHOHM) 3amucKu
SBJISIFOTCSA: HaMMEHOBAaHUE CTPYKTYpPHOIO IIOJpa3/elieHHs, HauMEHOBaHHE BHUIA

JNOKyMEHTa (HOKJIaaHas 3alucka, ciykeOHas 3amucka), J1ata, 3arojloBOK K TEKCTY,
azipecar, TEKCT, MO/IITUCh.
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3.60. Ilpu anpecoBaHuH JIOKJIQIHBIX (CIIY’KEOHBIX) 3allMCOK YKa3bIBAIOTCS B
IaTeNIbHOM MafieXke JODKHOCTh JIUIA, KOTOPOMY aJIpecoBaH JOKYMEHT, (haMWius H.
uHULmanbsl. Hanpumep:

3aMEeCTUTEIIIO T€HEPATIBHOIO
nupektopa OBY «Hammenosanue

OpraHU3aLuN»
damvuus N.0.

WJn:

PykoBomutemo JlenapramenTa
HHGOPMaLIMOHHBIX TEXHOJIOTUH
®amunus 1.0.

3.61. loxiaguslie (cityxeOHbIe) 3aMKUCKHU MOTYT COCTaBIIATHCS,
paccMaTpUBATHCS U XPAHUTHCS! B TEUEHUE YCTAHOBJIEHHOIO CPOKa MCKIHOYMTEIRHO B
3JIEKTPOHHOM BHUJIE.

[lpu opraHuzanuu paboOThl C JOKIaJAHBIMHU (CITy')KEOHBIMH) 3allMCKaMH B
3JEKTPOHHOM BHJIE HCITOJB3YIOTCS 3JCKTPOHHBIE [Ia0IOHB! TOKIaJHON U CITyKeOHOH
3aIlUCOK.

3.62. Texct goxitamHO# (ciy»eOHOM) 3aMMCcKi, B 3aBUCUMOCTH OT CIIOXKHOCTH
COJlep)KaHusi U TPUBOJUMOM apryMeHTAallMd, COCTOMT W3 OJHOHM, IBYX HIH TPeX
YacTeu:

B MEPBOW YacTH M3/aratoTcsi MpUUYMHbI, (aKThl UM COOBITHS, MOCILYKUBIIHE
IIOBOOM JIJIsl COCTaBJICHUsl IOKYMEHTA;

BO BTOpPOM YacTW [JAeTCs aHaJIW3 CIOXKUBIICHCS CHUTyallud, BO3MOJXKHEIE
BapHAHTLI €€ peHIeHPIH;

B TPETbEH 4aCTH U3J1aratoTcsl BbIBOJBI.

3.63. Peructpaiis JIOKJIQJHBIX W CIYy)KeOHBIX 3alHCOK OCYIIECTBISETCS

CEKpEeTApeM-CIICLHIUAJIUCTOM I10 KaApaM, aubo B CTPYKTYpHOM MOApPa3AClICHUU,
IMOATrOTOBHUBIICM TOKYMCHT.

[V. CornacoBanre NpoeKkToOB JOKYMEHTOB.
[Tonmucanue (yTBepKIeHHE) MPOSKTOB TOKYMEHTOB

4.1. CornacoBaHue IpoeKTa JOKYMEHTa IPOBOAUTCS [0 €ro MOAIHCAHUS
PEKTOPOM B LIEJISIX OLIEHKH COOTBETCTBUSI MPOEKTa 3aKOHOAATENhCTBY Poccuiickoit
®enepauuu, JoKalbHbIM HOpMaTUBHBIM akTaM ['AY IO «bUITKPO», xadecTBa u
3¢ (HEKTUBHOCTH MPEAIaracMoro perieHus.

CornacoBanue NpoeKTa [JOKYMEHTa OpraHHU3yeTcsl HEeMOCpPEICTBEHHBIM
UCIIOJIHUTEJIEM (COCTaBUTEJIEM) U PYKOBOAUTEJEM [0pa3/iesICHUsA-UCIIONHUATENS U
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IPOBOJMTCS B Npeenax yCTaHOBJICHHOIO CPOKa UCTIOIHEHHS. .

4.2. CornacoBanue NpoOeKTOB JOKyMeHTOB ¢ paborHmkamu LAY IO
«bUIIKPO» w/unm JpyruMu OpraHM3alMsIMHU OPTaHM3YeT HCIIONHUTENb TOCIe
COrNacoBaHMA B pabouem TOpsSAKe IIPOEKTA JOKYMEHTa ¢ PyKOBOIHUTENEM
CTPYKTYpHOTO  IOApAa3[eNeHUsi ¥ B  COOTBETCTBUM C HMHCTPYKIMEH IO
ACJONPOM3BOACTBY ~ WM  MHBIMM  JIOKQJIbHBIMH  HOPMATHUBHBIMH  aKTaMH,
PeryIMpyOUIMMH IPOLECC COIIacOBaHMs (BU3UPOBAHHS) [IPOEKTOB JOKYMEHTOB.

4.3. IIpoeKThl JOKYMEHTOB COIIACYIOTCS:

HEIIOCPEACTBEHHBIM  UCIIOJHUTEJIEM U PYKOBOAUTEIIEM MOApa3aCICHUA-
HUCIIOJITHHUTEIIS,

COUCTIOJTHUTEISAMH (IIPU UX HAJIUYHH ),

PYKOBOAUTENSAMH CTPYKTYPHBIX M0Jpa3/ieieH!i, pabOTHUKAaMK, HalpaBleHUs.
JCATeNIBHOCTH W/WIKM (DYHKIMOHA/IbHBIE OOS3aHHOCTH KOTOPBIX 3aTparuBarOTCsI B
IPOEKTe JOKYMEHTA W/WJIM KOTOpble yKa3aHbl B MPOEKTe JOKYMEHTa B KAuecCTBe
UCTIONHUTENeH (B CIy4ae BPEMEHHOIO OTCYTCTBHS PYKOBOIUTENS MOApPa3ieIeHHUS
IPOCKT OKYMEHTA BUSUPYET JIUI0, BPEMEHHO HUCIIOJIHSIOLIee er0 00SI3aHHOCTH);

samecrutensamu pekropa 'AY JIIIO «BUTTKPOy, xypupyromumu 3aTpoHyThIe
B IPOCKTE JOKYMEHTa BONPOCHI (€CIH JIOKyMEHT NOAIUCHIBAETCS (YTBEPIKAAETCS).
JUPEKTOPOM); '

CeKpeTapeM-CrenHraancToM o kaapam (mpoektos JIHA, npoexToB npukasos).

IIpoeKTbl 10KyMeHTOB, peanusaius KOTOPBIX TpebyeT (DHHAHCOBBIX 3aTpar,
COTJIACOBBIBAIOTCSA ¢ PUHAHCOBBIM [10/Ipa3/ie/IeHUEM.

He pomyckaercs HampapisiTh Ha  COIVIACOBAaHHME  IIPOEKT JOKyMEHTa
OIHOBPEMEHHO JBYM MU OoJjiee pabOTHHKAM OIHOTO CTPYKTYPHOI'O IOJpa3sJeIeHHus."
B KadecTBe ML, COINACYIOMIMX MPOEKT JOKYMEHTa, OJIKHBI BBICTYNaTh
IPEUMYIIECTBEHHO PYKOBOIUTENIU CTPYKTYPHBIX [TO/Ipa3AeIeHuil.

4.4. BHelunee  cormacoBaHHe — IIPOEKTa  JOKYMEHTa OCYILECTBIISIETCS
TIOCPEACTBOM HANpaBJI€HKs IIPOEKTa B JPYIYI0 OPraHU3aLHI0 C COMPOBOIUTEIHHBIM
IIICBEMOM, B KOTOPOM YKa3bIBA€TCSI CPOK COIIACOBAHMUS.

4.5. Cpoku cornacoBaHMsi JOKYMEHTOB YCTaHABIMBAKOTCS UHCTPYKIUEH I10
ACTIONPOU3BOJCTBY ~ W/MJIM  MHBIMH  JIOK&lbHBIMU HOPMATHBHBIMHM aKTaMH B
3aBUCHMOCTH OT BHJA JIOKYMEHTa W 00beMa JOKYMEHTa, BKJIIOYAs MPHIOKEHHS K
HeMy. CpoKM COrlacoBaHus! JJOKYMEHTOB COCTABJISIOT:

NPOEKTBI ACJIOBBIX (CI1y)KeOHBIX) IHceM - 1-3 pabounx [Hs;

MPOEKTBI MPUKA30B O3 MpuoxkeHuit - 1-3 paGoyux mHsi;

IPOCKTLI IIPHKA30B C NPUIOKEHUAMH CIIPABOYHOTO XapakTepa - 3-5 pabounx
JTHEH; ‘

IPOCKTRl MPHUKA30B C IIPUIOKCHAEM JIOKAIbHBIX HOPMATHBHBIX AKTOB B
3aBHCHMOCTH OT HX 00bema (He Gonee 50 crpanu) - 5-10 pabounx qHEH;
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IPOEKTBI JIOKAJIbHBIX HOPMATUBHBIX AKTOB, YTBEP)KIAEMbIX HEIOCPEACTBEHHO
MOANKUCHIO AupeKTopa (He 6osee S0 cTpanun) - 5-10 paboumx nHei;

IPOEKThl MPOTOKOJIOB 3aceNaHUi (COBEL[aHWM) MpH HEOOXOAMMOCTH HX
COIJIaCOBaHUSI, B 3aBUCMMOCTH OT 00beMa JJOKyMeHTa - 1-3 paboumx IHs.

Cpoku cornacoBaHusi TPOEKTOB JOKYMEHTOB, HANpaBIAeMBIX Ha BHEIIHEE
COIIaCOBaHUE He NOJDKHEI COCTABIATh Oosee 30 KajleHIApHBIX JHEH,

B KOHKpeTHBIX cjyuasix B 3aBHCHMOCTH OT COJAEPKAHHS W HA3HAYECHUS
JOKYMEHTa CPOK COTJIaCOBaHMSI MOXET OBbITh COKpAlllEH WM yBEIUYEH [0 PEIIEHUIO
PYKOBOAUTESI, KYPUPYIOLIEro HalpaBlIeHHe AeSITeIbHOCTH, M0 KOTOPOMY TOTOBHMTCS
IIPOEKT PEIICHHUS.

4.6. Odopmnenue pesynpTaToB cornacoBanust JIHA wu pacrmopsauTenbHBIX
JIOKYMCHTOB  OCYLUECTBJIACTCS B BUJIC B3, MPOCTABIISEMbIX 3aUHTEPECOBAHHBIMH
LMK Ha TIOCJIE/IHEM JIMCTE MPOEKTa JOKyMEHTa (Ha ero JIMIEeBOM MiH 06OpOTHOM
CTOPOHE) WM Ha OTAEJBHOM JIUCTE COIJIACOBAHMS, SBISIONIEMCS HEOTbEMIIEMOM
4acTbIO JOKyMeHTa. OTMETKM O COInacoBaHuUM (Ipud COINIACOBaHMS M BH3BI)
0(OpMIIAIOTCS B COOTBETCTBHH C IyHKTamu 2.45, 2.46 MHCTpyKIHH.

Ilpu cornacoBanuu [JeOBBIX (CITy)KeOHBIX) THCEM BU3BI MIPOCTABJIAIOTCA Ha
KOIUM IMChbMa (BU30BOW OK3EMILIAP), KOTOPBIH IOCIE MOANUCAHUS II0JIMHHUKA
[IMCbMa U €ro pPerucTpalud IMOMEIIaeTcs B [0, WIX Ha 000pOoTe IOIMHHHUKA
MHMCbMa, €CJIM MUChbMO HaIpaB/IseTcsl agpecary Mo (akCy WK 3JIeKTPOHHOM IMOoYTe.
DTOT JKe SK3EMILISP MUChMa M0CIIe OTIPABKU aapecary (Mo (Gpakcy WM 3MeKTPOHHOM
IIOYTE B BU/IE JJIIEKTPOHHON KOIHHU) ITOMELLAETCS B JIEI10.

IIpoeKThl MPOTOKOJIOB BHU3UPYIOTCS JIMLAMH, BBICTYIIABIIMMHM Ha 3acCeIaHUH
(coBelwlannyu) MyTeM MpPOCTAaBACHMs BHU3bI HA JIEBOM IOJI€ JOKYMEHTAa HAIPOTHB
3aIlUCH BBICTYIIEHUS COOTBETCTBYIOLIETO pPaOOTHHKA.

4.7. llpu coryacoBaHMM TPOEKTOB BHYTPEHHHMX IOKYMEHTOB, CO3JAHHBIX Ha
OyMaXHOM ~HOCHMTENE, BH3bl [POCTABISIOTCS HEMOCPEACTBEHHO Ha IIPOEKTe
JIOKyMEHTAa.

4.8. Ilpu BHEIIHEM COIIACOBAHHH, TOJYYEHHOM IHCHMOM, WM COTJIACOBAHUH
MPOEKTa NOKYMEHTa KOJUIETHalbHBIM (COBEIIATebHBIM) OpPraHoM ¢ (HKcaIueit
PeIICHUST O COrNACOBAHMM B TIPOTOKOJIE 3aCeNaHMsl HMCIOMHUTENb OQOpMISET Ha
[POCKTE JIOKYMEHTa WJIM B JIMCTE COIVIACOBAHUS IPpU() COrIaCOBAHUS B COOTBETCTBHUU
¢ myHKTOM 2.45 MHctpyknuu. Ilucema o corsiacoBanuu (BBITHCKA U3 [IPOTOKOJIA)
IPUIATarOTCs K MPOEKTY JOKYMEHTA.

4.9. B xone cornacoBaHMsi NpOEKTa JOKYMEHTa paGOTHHK, COTJIACYIOIIHM-
AOKYMEHT, [IPUHAMAET OJIHO U3 CIEIYIOLINX PEIICHHHA: ‘

coriacoBaTh IIPOEKT A0KyMeHTa 6e3 3aMevyaHuii;

COr1acoBaTh IPOCKT JOKYMEHTA C 3aMEYaHUAMU;

OTKJIOHUTD [IPOEKT JIOKYMEHTA;
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yKa3aTh, YTO HE MMECT OTHOLICHHA K INPOEKTY JOKyMeHTa (pacCMOTpeHHe
BOMpOCa, O KOTOPOMY MPMHAMAETCsT pEIICHHe, HE BXOJAWT B OOS3aHHOCTH
paboTHUKA).

BospakeHdst M0 MPOEKTy TMpHKa3a (pacrmopsuKeHHs), BO3HHKArOUHe IIpH
COIJIACOBAHMH, U3JIAralOTCs B CIIPABKE, KOTOPas MPUIIAraeTcst K IPOEKTY.

Ecnu npoext OOKyMeHTa CcOIIacOBaH C 3aMEYAHUSMH, 5TO O03HAYAET, YTO
3aMeuaHus HOCAT PeNaKLMOHHBIN XapakTep, W II0C/e WX IPUHSITHS HCIIOJHUTEIEM
IPOEKT He TpeOyeT MOBTOPHOIO COrJIacOBaHU.

[IpoeKT JOKYMEHTa OTKJIOHAETCS JIULIOM, COTIACYIOIIUM JJOKYMEHT, B CIIy4asX:

HAITMYMS CYIIECTBEHHBIX 3aMEYaHHUH 110 IIPOEKTY IOKYMEHTA;

HECOTIJIaCHs ¢ MPOEKTOM JOKYMEHTA.

4.10. HecornacoBanHblii MpPOEKT JOKyMeHTa TpeOyeT JOpabOTKH IO
BBICKA3aHHBIM 3aMeYaHusIM, epeoOpMIICHUS U TOBTOPHOI'O COTTIACOBAHMS.

4.11. Ecnu mpu nopaGoTke MNpOoeKTa AOKYMEHTa HCIIOJHUTEIb MPUHUMAET
pellleHMe He YYMTHIBATh 3aMevaHue (3amedaHus) Iuna (M), y4acTBOBaBIIMX B
COTJIACOBAHMH, UCIIOJIHUTEIEM IOTOBHUTCSl PEECTp HEYUTEHHBIX 3aMEYaHHM, KOTOPBIH
BMeCTe C TIPOeKTOM J0KymeHTa rpejcrasisiercst pekropy [AY JITTO «BUTIKPO» uinn
WHOMY  YIIOJIHOMOYEHHOMY MM  JOJDKHOCTHOMY  JIMIy, HOJNUCHIBAIOMIEMY
(yTBEpXKIAIOIeMy) JIOKyMEHT. PeecTp HEydYTEHHBIX 3aMEYaHUH IOANHMCHIBACTCS
PYKOBOJHUTENEM CTPYKTYPHOTO M0APa3/Ie/IeHUs-UCITOJTHUTEIIS.

4.12. Pemenue o TOM, IPUHUMATh WIU HE NIPUHUMATh HEYYTCHHBIC 3aMEUaHUA
npunumaet pekrop I'AY JATIO «bHUTTKPO».

B ciydae, ecid peKTOp MPUHUMAET peIIeHHe O HEeOOXOAUMOCTH YYeCTh
3aMe4aHusl, OTKJIOHEHHbIE WCIIOJHHUTEJIEM, HWCIOIHUTENb J0padaThiBaeT IPOEKT
JIOKyMEHTa B COOTBETCTBUH C BBICKA3aHHBIMH 3aMEUaHUAMHM.

Eciau pekrop corjamiaercs ¢ MHEHHEM WCIIOJIHUTENSA, OH IIOAMUCHIBAET
(yTBEpKaaeT) JOKYMEHT.

4.13. Jlokymentsl, u3naBaemple oT umenn ['AY  [IIO «BUIIKPOy,
MOMUCEIBAIOTCS PEKTOPOM WM MHBIMU YIIOJIHOMOYEHHBIMH UM JIOJDKHOCTHBIMHU
nuuamu  (IPOPEKTOPOM, PYKOBOJHUTENSMU CTPYKTYPHBIX MOApa3JelieHui, HHBIMUA
JIOJDKHOCTHBIMH JIMIIAMH B COOTBETCTBHHM C HUX KOMIIETCHIIMEH, OIpenenseMon
JIOBEPEHHOCTSIMH Ha BBIIIOJHEHHE OIpe/iesieHHbIX AelcTBuil oT umenu ['AY 1O
«BUITKPO», BHyTpeHHUMH HOPMATUBHBIMH JIOKYMEHTAMH).

4.14. OtnenbHbIE BU/IbI BHYTPEHHUX JIOKyMEHTOB (city>xeOHBIE,
OOBSICHATEbHBIC 3allMCKU) HAa HMS PYyKOBOJIUTEIS CprKTypHdro Mo/Apa3ieNeHus
HOIMCHIBAIOTCS HKCIIOJIHUTEIEM (COCTaBUTENIEM), €CJIM pa3pellaeMble IIPU ITOM
BOIIPOCHI HE BBIXOJST 3a IIPe/ie/ibl €0 KOMIIETEHIIHH.

4.15. JIOKyMEHTbl, HalpaBisieMble B BbICIIKE OpraHbl TrOCYIAPCTBEHHOM
BJIACTH, Ha WUMs TEPBBIX PYKOBOJUTENEeH (enepadbHbIX OPraHOB HCIIOTHHUTEILHON



37

BJIaCTH, pyKoBomuTeled cyObekToB Poccuiickorr ®enepanmu U 3apyOeKHBIX
roCyJapCcTB, IOAMNMCBIBAIOTCS PEKTOPOM WM  JIUIOM, HCHOJIHSIOUIAM  €ro
00513aHHOCTH.

4.16. JlokyMeHTBl, HalpaBlIsfieMble B CTOPOHHHE OpraHW3al[Ud, MOTYT
TOJITIMCBIBATLCSA  MTPOPEKTOPOM, HHBIMH JOJKHOCTHRIMEH JmumamMu  ['AY  IIO
«BUITKPO» B COOTBETCTBUU C MPEIOCTABIEHHBIMU MM IO THOMOYMSIMH.

4.17. JIokyMEeHT MOANHKCBIBA€TCS MABYMSI WIM OoJjiee JUIAMH, €CIH 34
colepkaHHe  JOKyMEHTa HEeCyT OTBETCTBEHHOCTh HECKOJIBKO  pabOTHHKOB
(ZIOKYMEHTHI, NIOATOTOBJIEHHBIE HECKOJIbKUMU NOApa3AeICHUSIMHI WIIH
OpraHusalusMu, pabouei rpynnon, KOMUcCUen). .

4.18. IloanuceiBaeTcsi, Kak  TpPaBUIIO, OOUH  DK3EMIUISP  JOKYMEHTA.
CoBMeCTHBIA ~ JOKYMEHT —TOJIHUCBIBAETCS B  KOJHYECTBE, COOTBETCTBYIOIIEM
KOJIMYECTBY OpraHU3alui, CO34aBlIMX TOKYMEHT.

Ilpy mampaBieHHHM NMHCbMa WM BHYTPEHHEr0 HH()OPMAIIHOHHO-CIPABOYHOIO
JOKYMEHTa HECKOJIbKUM ajpecataM (He OoJiee udeThIpeX) MOAMMCHIBACTCS KaXKIbIA
OTIIPaBJIAEMBIH SK3EMIUISP 1OKYMEHTA. ’

4.19. Tloanuce Ha 1OKyMeHTe O(OPMIISIETCs B COOTBETCTBUH C ITyHKTaMHu 2.47,
2.48 VIHCTpYKLUH.

4.20. YrtBepxaeHHe 10KyMEHTa MPOW3BOIUTCS:

HeriocpenctBeHHo pexkropoM ['AY  JIIIO «BUIIKPO» - mnpocraBiennem
COOCTBEHHOPYYHOH MOJMUCH B rpude YTBEPIKACHMUS;

IIPUKA30M OpraHu3aluu.

4.21. VTBepXKNarOTCsd IpaBuUia, MOJOXKEHHS, HWHCTPYKIMH, DEIJaMeHTH,
HEKOTOpble  BHIBI  aKTOB, IUIaHbBl, MPOTPaMMbl M  JAPYIHe  OKYMEHTHI,
YCTaHaBIMBAIOLIME HOPMbl W/WJIM PpacCUMTaHHBIE Ha JUINTEIBHOE IPUMEHEHHUE
(mpunoxenue Ne 10).

Odopmiienre rpuda yTBep:KIeHUS IIPOU3BOJUTCS B COOTBETCTBHM C ITyHKTOM
2.41 Unctpykuum.

4.22. Tlonnuch pexTopa WX WMHOTO YIOJHOMOYEHHOTO UM JIMIA Ha
JOKYMEHTax, TpeOyIoMX 0co00ro yAoCTOBEPEHHs HMX IMOJUIMHHOCTH, a TaKKe Ha
KOIMHUAX JOKYMEHTOB M BBIITMCKAX M3 JOKYMEHTOB 3aBEpSAETCS MeYaThio ([IPUIIOKEHUE
No 11).

[leyath Ha JOKyMEHTe IPOCTABISETCS B COOTBETCTBUM C MyHKTOM 2.49
HNucTpykuumu.
V. Opranuzanus 10KyMeHTo000poTa

5.1. JIokyMeHTOOG0POT BKIIOYAET BCHO IOC/IEN0BATENBHOCTh IlepEMEIeHHUIH
AOKYMEHTOB, a TaKXe OIepalu, COBEpIIaeMble C JIOKYMEHTaMH B TIpOIECCe HX
CO3JIaHHs M HUCIIONHEHHs (II0JlyueHHUe, OTIpaBKa, [Pe/IBAPHTEILHOE PACCMOTPEHHE,
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PETUCTpALVSl, PACCMOTPEHHUE AUPEKTOPOM).

5.2. Llens opraHuzanuy TOKYMEHTOOOOPOTa - 0OecredYeHre CBOEBPEMEHHOIO
IIPUHSTHS YIIPaBIeHYECKUX PeleHUH U UX HCIIONHEHHs. 3aaua JJOKyMeHT0060poTa -
OpraHM30BaTh JIBHJKEHHWE JOKYMEHTOB I10 HaWMeHee KOPOTKOMY IIyTH C
MUHHMAJBHBIMU 3aTpaTaMi TPy/Ja U BPEMEHHU.

53. B I'AY JIIO «bUIIKPO» ucrnons3yrorcs 3JIEKTPOHHBIE IOKYMEHTBHI, a
TaKXKe IJICKTPOHHBIC KOMUU OKYMEHTOB, IIOJIy4YeHHBIE B pe3y/IbTaTe CKaHHPOBAHUS
NOKyMeHTOB Ha Oymaxuom Hocutene. Jlokymentsr ['AY IO «BUIIKPOy,.
MMEIOIIME BpPEMEHHBbIE CpPOKH XpaHeHus (no 10 ser BKIIOYMTENBHO) MOTYT
CO31aBaThCsl, XPAHUTBCS W KCIIOJIb30BATHCS MCKIFOUYUTEIBHO B (POPME 3IEKTPOHHBIX
JIOKYMEHTOB.

[lepeyeHb JOKYMEHTOB, CO3JaBA€MBIX, XPaHMMbBIX M  HCIOJIB3YEMBIX
UCKITIOUMTENLHO B (POpMe 3JIeKTPOHHBIX JOKYMEHTOB, yTBep)xkaaercs pekropom ['AY
JITO «BUTIKPO».

5.4. Opranusainysi JBUKEHHS JOKyMEHTOB B YCJOBUSX OJEKTPOHHOIO
TOKYMEHTOO0OPOTa OCYILLECTBJISETCS B COOTBETCTBUM C PpeErIaMEHTHPOBAaHHBIMU
Mapiipyramd.  MapupyTsl  ABHXKEHHS  OpPraHM3allMOHHO-PACIOPSAAUTENbHBIX
IOKYMEHTOB JOJDKHBI OBITh ONTUMAJBHBIMM IO 3aTpaTaM BPEMEHH, HE IOJDKHBI
JOIYCKaTh J{yOJIMPYIOIIUX ONepalliii ¥ BO3BPATHBIX ABMKCHHWH, HE OOYCIOBIECHHBIX
JIeI0BOM HEOOXOIUMOCTHIO.

5.5. Opranuzanus JOKyMEHTOOOOpOTa OCHOBLIBAETCS Ha MPHUHIIMIIAX:

[EHTPAJTU3AIMHU OTIepalliil [0 IPUEMY U OTIIpaBKe JOKYMEHTOB;

pacrpeeneHns JOKYMEHTOB Ha JIOKyMEHTOIIOTOKH, UMEIOLIUE OJUHAKOBBIN
MapiipyT (MaplipyTH3alvs J0KyMEeHTOB); '

OpraHM3aIy MPeBAPUTEIEHOTO PACCMOTPEHHUS BXOAAIUX JOKYMEHTOB;

MCKITIOUEH s BO3BPATHBIX JBMKEHHUH JOKYMEHTa, He 00yCIOBICHHBIX JEI0BOM
HEOOXOJUMOCTbIO; '

OJIHOKPAaTHOCTH PErucTpalluyi JOKYMEHTOB;

yCTpaHEeHHUs] HEOOOCHOBaHHBIX COTJIAaCOBAaHUM MPOEKTOB JIOKYMEHTOB;

BPEMEHHOH perjaMeHTaluy ollepauuid 1o o00pabdoTKe, pacCMOTPEHUIO H
COIIAaCOBaHUIO JOKYMEHTOB. ,

5.6. B nmoxymenroobopore ['AY  [IIO «BUIIKPO»  BeIAensAtoTCA
JNOKYMEHTOIIOTOKHM:  BXOAsdllHe  (IOCTyHarolue)  JOKYMEHTBI;  HCXOJSIIue
(oTmpaBnsieMble) NOKYMEHTbI; BHYTPEHHHME JOKyMEHTHl. B cocraBe BXOAsmux u
UCXOAAIIMX JOKYMEHTOB BbIICIISIOTCS:

JOKYMEHTbl ~ OpraHOB  IOCYJapCTBEHHOW  BJIaCTH, OpPraHOB MECTHOTO
caMOyIpaBJIeHUS;

JOKYMEHTBI U3 FOCYyAapCTBEHHBIX U HErOCyapCTBEHHBIX OpraHu3alliii;
3aIIpOCHI JCIyTaTOB 3aKOHOAATENbHBIX OpraHoB cyObekToB Poccuiickoit denepanuu
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Y OPraHOB MECTHOT'O CaMOYIIpaBJIeHUs; 00OpalleHus rpaKaaH U Jpyrue rpyIsl
JOKYMEHTOB. "

5.7. loctaBka u ornpaBka JokymeHtoB B [AY IO «BUIIKPO»
OCYILECTBIIIOTCS CPEACTBAMU [MOYTOBOM CBSI3M, Pa3MYHBIMU BHAAMH 3JICKTPOCBSI3U
(baxcumunwHas, Tenerpaduasi, TeiachOHHAs, OJCKTPOHHAsA II04YTa, CHCTEMa
MeKBEIOMCTBEHHOTO IEKTPOHHOT0 10KyMeHToobopoTa (MDJI0)®).

5.8. BI'AY IIIO «bUIIKPO» nocrainsieTcss KOPPECHOHACHIIUS B BUJIE ITUCEM,-
MOYTOBBIX KapTOueK, OaHaeposied W MaKeTOB, MEYaTHBIX H3JAHUM, Tejlerpamm,
dakcorpamm, TtenaedOHOTrpamMM, 3JIEKTPOHHBIX TOKYMEHTOB U 3JICKTPOHHBIX KOIIHM
IOKYMEHTOB.

5.9. llpueM JOKYMEHTOB OCYLIECTBIISIETCSI CEKpeTapeM-CIIeLHAINCTOM 10
KaJpam.

5.10. Bce moctynuBmme B ['AY JIIIO «BUITKPO» noKyMeHTHI mOjIexaT
nepBUYHON 00paboTKe, BKIIIOUAIOIIeH:

NPOBEPKY MPABUIBLHOCTH JIOCTABKH JOKYMEHTOB; MIPOBEPKY IETOCTHOCTH
YIIAKOBKH (KOHBEPTOB, [TAKETOB); BCKPHITUE YIIAKOBKHU (3a UCKIIOYEHUEM KOHBEPTOB,
ITAKETOB C TIOMETKON «JIMIHO» U rpad)amMu OrpaHUYEHHS JOCTYIIA K JOKYMEHTY);

IPOBEPKY LEJTOCTHOCTH BXOIALIUX TOKYMEHTOB, BKIIFOUAs MPUIIOKECHHUS;

YHUUTOKEHUE KOHBEPTOB, [1aKETOB UJIKU YTIAKOBKH,

IpPOCTaBJIEHUE OTMETKHU O noctymieHud nokymenta B [AY JITTO « BUTIKPOy.

5.11. Omnbo4yHO JOCTaBJIeHHbIE JOKYMEHTBHI 1epeChUIAIOTCS 10 Ha3HAYEHUIO
WIA BO3BpAllAlOTCs OTNpaBUTENt0. JlOKyMEHTbHI, MOCTYNHUBIINE B IOBPEKICHHOM
YyIaKOBKe, IIPOBEPSAIOTCA HA ILIEJIOCTHOCTh, B TOM YHUCJIE HAa HAJUYHE MEXaHHUECKUX
[IOBPEXKICHUN.

IlouroBple OTHpaBiIeHKs, HeCTaHAAPTHBIE 110 BeCy, pasMepy, Gopme, HMeloIIHe
HEPOBHOCTH 110 OOKaM, 3aKjEeeHHbIe JIMIIKOM JIEHTOW, MMEIIUe CTPaHHBIM 3amax,
[BET, MPEANOJ0KHUTEIIBHO HMEIOIIUE BIIOXKEHHS, HE XapaKTepHbIC IS IIOYTOBBIX
OTNpaBJIEHUH, He BCKphIBarOTCsS. O TMOJNYyYEHHM TMOJ03PUTEIHLHOTO IIOYTOBOIO
OTIIPABJIEHHUS JOKJIAbIBAETCS CEKPETAPIO-CIIeLUAINCTY 0 KaapaM.

5.12. Tlpy mocTymiaeHun BXOJSIIECr0 AOKYMEHTa B MOBPEXKIEHHOU YIIAKOBKE,.
[OBPEXIEHUU HOKYMEHTa, IIpY OTCYTCTBUM B KOHBEpTe (MaKere) JOKyMEHTa, €ro
YacTU WM IPUJIOKEHHUM K HEMY, a Tak)Ke I[IpU OTCYTCTBUH IIOJIKMCH Ha BXOJIAIIEM
JOKYMEHTE COCTABJIAETCS aKT B ABYX 2K3eMIUIsIpax Ha OyMakHOM HOCHTEJIE.

OnuH 3K3eMIUISIp aKTa BMECTe ¢ BXOJSIINUM JOKYMEHTOM M €r0 MPHI0KEHUSIMHU
mepeaeTcsi Ha MpeIBapUTeNIbHOEe PACCMOTPEHHE U PErHCTPALUIO, BTOPOH 3K3EMILISP
aKTa BBICBLJIAETCS OTIPABUTEIIO.

5.13. KouBepTsl, MakeTbl WM YyNaKOBKa coxpaHﬂ}OTéﬂ U IpWIararmTcs K
BXOJALIUM JIOKYMEHTaM B CIIy4asx:

8 Il rocyapCTBEHHbIX OpraHusauuii - ynactHukos MO J10O.
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€CJIM TOJTBKO T10 HUM MOJKHO YCTaHOBUTH OTIIPABUTENS WIH JATy OTIIPABICHUS, -
eCIH BXOIAIIMN JTOKYMEHT MOCTYIIHJ MO3%kKe YKA3aHHOIO B TEKCTE JOKYMEHTa
CpOKa UCIIOJIHEHUS W 1aThl MEPOIIPUATHS;

npyd OOJIBLIOM PACXOKJIECHUM MEXIy JAaTaMy IOANUCAHUS W IIOTyYSHHS
TNOKYMEHTOB.

[Tocne 3aBeprieHuss pabOThl C JTOKYMEHTOM KOHBEPT BMECTE C ITOKYMEHTOM
NIOMEILAeTCsl Ha XpaHeHUe B Je10. , i

5.14. Konsepts! (makersl), uMmerolpe oTMeTKy «JIuuno» («Private»), rpudsl
OrpaHHYEHHsI IOCTyIa K JOKYMEHTaM, COJeprKallliM CBEJeHUs KOH(UICHIHUAILHOIO
XapakTepa, He BCKPBIBAIOTCS W [EPeAatOTC:

¢ otMeTkol «JIuuHo» («Private») - HermocpeICTBEHHO agpecary;

¢ rpudaMu OrpaHUYEHHUs JOCTyINa - PabOTHUKY, B OOS3aHHOCTH KOTOPOIO
BXOAHT 00paGoTKa JOKYMEHTOB, COJEpXaIlUX CBEeJICHUsS KOH(HMIEHIMATBHOTO
XapakTepa.

5.15. Bxoasuiyue 9JCKTPOHHbIE JIOKYMEHTBl, [OCTYyIUBIIME OT JAPYTHX
OpraHu3aldii 1O 3JEeKTpoHHOM moute, mocpeactBoM COJ  w/mmu MOIJ0
NPUHUMAIOTCS] CEKPETAPEM-CIIELIMAJINCTOM 10 KaJpaM.

5.16. IlepBuuHass 00paOOTKa OJIEKTPOHHBIX [JOKYMEHTOB, IOJIYYEHHBIX IIO
UHPOPMAITHOHHO-TEJICKOMMYHUKAIIMOHHBIM KaHajaM CBS3M (2JEKTPOHHas II0YTa,
MODJ10, catit 'AY AITO «BUITKPO») oT npyrux opraHu3alMil ¥ IpakaaH, JOJDKHA
COOTBETCTBOBATH TEXHOJIOTUH PabOThI ¢ BXOASAIMMU TOKYMEHTAMHU.

5.17. IlepBuuHas 00paboTKa JOKYMEHTOB 3aBEpLIAETCS UX paclpelelIeHuEM
(COpPTHPOBKOIT) Ha pETUCTPUPYEMBIE 1 HEpeTUCTpupyemble (pustoxeHne Ne 12).

5.18. PerrcTpanysi BXOSIINX JOKYMEHTOB OCYIIECTBISIETCS HE3aBHCHMO OT
crocoba WX JIOCTaBKM OJMH pa3: CeKpeTapeM-ClEeHAATUCTOM 10 'KaszaM WIH B
ctpykrypHoM nogpasgeneHud ['AY  JIIIO  «BbHUIIKPO» B cooTBeTcTBUM C
YCTaHOBJIEHHOH (POpPMOH OopraHu3aluu JeornpoU3BOCTBA.

5.19. Peructpauust BXOISIIMX JOKYMEHTOB OCYLIECTBISIETCS B JEHb HX
NOCTYIUIEHUS] WJIM Ha CIeAYIONIMH pabounii IeHb MpPH MOCTYTUICHHH TOKYMEHTOB B
KOHIIe pabo4ero JHs Wi B Hepabouee Bpems.

PeFI/ICTpaI_II/ISI o6pameH1/1171 rpaxzad OCYLICCTBIISICTCA B TCUCHHUE TPEX JHEH C

10
MOMCHTA MOCTYIJICHUA 06paIHeHI/IH .

5.20. Ha Bcex 3aperucTpUupOBaHHBIX JIOKYMEHTaX, 3a HCKIIOUYECHUEM
JNOKYMEHTOB, MOCTYNMMBIIMX B (OpME 3JIEKTPOHHBIX IJOKYMEHTOB, IMPOCTABISIOTCS

’ K JOKYMEHTaM, HE TMOUIEKALMM PErUCTPALMK, OTHOCITCA JOKYMEHThI, He TpeOyrollue HCIOIHEHHT | HE
cozepkamnye HHHOPMALIMK, UCTIONIb3YEeMOM B CIIPABOUYHbBIX LEJISIX.

' Denepanbubiii 3akoH or 2 Mas 2006 r. Ne 59-®3 «O nopske paccmMoTpeHus oOpaueHuit rpaxaad B Poccuiickoit
Denepauyn» (CoOpanue 3akoHoaaTebcTBa Poccuiickoit denepauun, 2006, Ne 19, cr. 2060; 2010, Ne 27, ct1. 3410; Ne
31, cT. 4196; 2012, Ne 31, c1. 4470; 2013, Ne 19, ct. 2307; Ne 27, c1. 3474; 2014, Ne 48, c1. 6638; 2015, Ne 45, ct. 6206;
2017, Ne 49, c1. 7327).
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oTMeTkH o mnoctymieHun aokymenta B ['AY JIIO «BUIIKPO». B ormerke o
MOCTYIUICHUH JIOKyMeHTa (PUKCUPYIOTCSA OaTa MOCTYIUICHUs (TIpu HEOOXOOUMOCTH -
BpeMs IMOCTYIUICHHS B 4acax WU MHUHYTax) M BXOAALIMH PEruCTPallMOHHBIM HOMED
JTOKYMEHTa B COOTBETCTBUHM C ITYHKTOM 2.36 MHCTpyKLHH.

5.21. [IpenBapuTenbHOe pacCMOTPEHUE BXOALIUX JOKYMEHTOB IIPOBOIUTCS B
mensix pacrpenernenus nocrynamomux B TAY 10 «BUTIKPO» T0KyMEHTOB Ha
Tpebylomue 00S3aTeTPHOr0 PACCMOTPEHHs DPYKOBOJCTBOM M HAIpaBisieMble
HEIMOCPEICTBEHHO B CTPYKTYPHbIE MOAPa3/ICIEHHUS.

5.22. llpenBapurenbpHoe pacCMOTpPEHHUE BXOJSAIINAX JIOKyMEHTOB
OCYILECTBJISIETCS] CEKPETAPEM-CIIELIUATUCTOM 110 KaJpaM.

[IpenBapuTesibHOE PACcCMOTPEHHE MOKET IPOBOAUTBECS [0 PETUCTpallid B
clly4ae TMOCTYIUIEHUS JOKYMEHTOB C OTMETKaMH, TpeOyIOIUMH He3aMeIUTEeIIEHOIO
pPaccMOTpPEeHUSI U UCTIOJIHEHUS IOKYMEHTA.

5.23. IlpenBapuTe/ibHOMY PAacCMOTPEHUIO MMOJUIEKAT BXOIAIIME TOKYMEHTHI,
anpecoBannblie B [AY JIITO «bUIIKPO» Ha nms pexropa.

JIOKYMEHTHI, aJpeCOBaHHbIC NO/Ipa3/ieIeHUsIM, PYKOBOJIUTEISM
NozpasieNleHuil ¥ CHelUaNucTaM, MepearoTes B CTPYyKTypHbIE MoJpasjieneHus 0e3.
MpeABAPUTENBHOTO PACCMOTPEHUS. )

5.24. TlpenBapuTenbHOEe PACCMOTPEHUE OCYIIECTBIISIETCS HUCXOAS W3 OLEHKHU
COIEep)KaHUsl BXOISAIIMX JOKYMEHTOB, ¢ ydeTom YycraHoBieHHoro B ['AY MIIO
«BUTTKPO» pacnpenenenus (pyHKIHOHAIBHBIX 00s13aHHOCTEH Mex Iy pekropoMm ['AY
IO «BbUIIKPO», ero 3amMecTUTENsIMH, PYKOBOOUTEISIMH  CTPYKTYPHBIX
MOJIpa3AeICHUN. )

5.25. Tlo pe3ynprataM NOpeABAPUTEIBHOIO  PACCMOTPEHHS  JTOKYMEHTBI
pacnpeiesitoTes Ha JOKYMEHTOINOTOKH, HalpasJiisieMble:

Ha PpacCMOTpeHMe pekTopa (JOKYMEHThl, IOCTyMarollde W3 OpraHoB
roCyJlapCTBEHHOM BJI4CTH, OPraHOB MECTHOI'O CaMOYIIpaBICHUs, JOKYMEHTHI II0
HauOoJee BaXXHbIM M IPUHUMIMAIBHBIM Bompocam festensbHOcTH [AY  I1O
«BUTTKPO»);

Ha pacCMOTpEHHE 3aMecTUTes el PyKOBOIUTENS (JIOKYMEHTHI IT0 HaIlPaBICHHUSIM
JNEATENIbHOCTU, KYPUPYEMBIX COOTBETCTBYIOIIMMHU 3aMECTUTEIISIMU );

Ha pacCMOTPEHHUE INIaBHBIX U BeIyIIHUX CIEIHATUCTOB,;

Ha pAacCMOTPEHHWE M MCIOJIHEHUWE B CTPYKTYpPHBIE nozxpae.;leneHmi o
HaIIpaBJICHUSAM UX JESITeJIbHOCTH.

5.26. Ilo 3aBeplleHUM [peABAPUTEIBHOIO  PACCMOTPEHHS JOKYMEHTEI
[IEPENAlOTCs COOTBETCTBYIOIIMM PYKOBOJUTENSAM Ul PACCMOTPEHUs U BbIHECEHHSI
pe3osronuii (ykazaHui 0 HCIOJHEHHUIO).

5.27. PaccMOTpeHHe JIOKYMEHTOB PYKOBOJUTETIEM OCYILECTBISETCS B JIEHb
nepefadyd JAOKYMEHTOB PYKOBOJMUTENIO WM Ha cCleAyroumid paboudil AeHb, ecld
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IOKYMEHTBI IIEpeJaHbl pyKOBO/ICTBY B KOHIIE pabodero JHs.

JIoKyMeHTBI, TpeOytolllie CpPOYHOrO PAacCMOTPEHHUS, a TAKXKe TeJIerpaMMbl U
Tesne(oHOrpaMMbl PaCCMaTPUBAIOTCS PEKTOPOM HE3aMeIJIUTENIBHO.

5.28. PesynpraTtel  paccMOTpeHMsi  JoKymenta pekropom [AY N0
«BUTTKPO», ero 3aMecTUTEIISIMK, PYKOBOAUTEISIMHU MOAPa3/IeIeHUH 0pOPMIISIIOTCS B
BUJIE PE30JIOLMU B COOTBETCTBUU C ITYHKTOM 2.43 MHCTpYyKIUH.

5.29. lns dukcanuu ¢akra nepenadd BXOASIINX JOKYMEHTOB M MX KOIHMH Ha
OyMa)XHOM HOCUTEJIE HCIIOJIHUTENISIM B CTPYKTYpPHbIE TIOApA3JENEHUs MOIyT
WCIIOJIB30BAThCS )KYPHAJIBI (peecTphl) Nepeiadn JOKYMEHTOB.

5.30.IIpu  OyMa)XHOM  JOKYMEHTOOOOpOTE€  MNOAJMHHHMKA  BXOZSIIMX.
JOKYMEHTOB, B Clly4yae Ha3HAU€HUs HECKOJbKHMX WCIOJHUTEIEH IepefaroTcs
OTBETCTBEHHOMY HCITOJIHUTEJIO, OCTAIIBHBIM UCIIOJIHUTENSAM FOPUCKOHCYJIBT IIE€peNaeT
KOIIUU JOKYMEHTA.

5.31. Ucxopsiue JIOKYMEHTbl, 3aBU3UPOBAHHbIE BCEMHU 3aMHTEPECOBAHHBIMHU
ovuamd v noxanucanHele  pexktropom  T'AY  JIIIO  «BMIIKPO» winu  WHBIM
YIIOJTHOMOYEHHBIM MM JIMIIOM, PETUCTPUPYIOTCSl CEeKpeTapeM-CIELUUaIUCTOM II0
KaJpam. o

5.32. Peructpauusi UMCXOASILIMX [JOKYMEHTOB OCYIIECTBIISIETCS B JCHb
MOJIMCAHUs WM Ha CIASAYIOIIMI pabounii 1eHb, ec/Id JOKYMEHThI OBl MOANKUCAHbI
B KOHIIe pabo4ero JHs WM B Hepabouee BpeMs.

5.33. PeructpaiinoHHbI HOMEp UCXOISIIEro JOKYMEHTa JOJDKEH COCTOSATh U3
KOJOB (MHIEKCOB) B COOTBETCTBMM C MPHUMEHSAEMBIMU KJIacCUPUKATOPAMU W
NOPSIIKOBOI'O HOMEpPa I0KYMEHTa B MpejiesaX KaJeHIapHOTO roza.

Jlata perucrpalliM M  pEerucTpallMOHHBIM HOMEp MPOCTABIAIOTCA Ha
OTIPABIISIEMOM JIOKYMEHTE, a TAK)KE Ha KOIMUU UCXOJSIIEro J0KyMEHTa, OCTaroIencs
B JieJie, B COOTBETCTBUHU C IIyHKTaMU 2.35, 2.36 MHCTpyKLMH. ’

5.34. Ucxopsamuii fokyMeHT, noanucanHbld pekropom 'AY JITIO «BUTIKPO»
WJIA MHBIM YIIOJTHOMOUYEHHBIM MM JIOJKHOCTHBIM JIMIIOM, IepefaeTcss Ha OTIpaBKYy,

KOImHug JOOKYMCHTa Ha 6yMa)I(HOM HOCHUTCJIC C BH3aMH IIOMCIIACTCA B JACJIO B
COOTBETCTBHH C HOMCHKJlaTypOf;l JACII.

DJNEeKTPOHHBIE JTOKYMEHTBI I0Ce MX MOANMCAHHS 3JIEKTPOHHOH MOIMUCHIO H
OTIPAaBKHU aJpecary XpaHsTcs B 0aze TaHHBIX.

5.35. B 3aBHCHMOCTH OT COZIE€PXKaHHUsI U CPOUHOCTH JOKYMEHTBI, OTIIPABIIsAEMbIE
u3z 'AY JI10 «BUTTKPO», nocrasisiioTes agpecaraM CpelicTBaMU MTOYTOBOM CBSI3H, a
TaKXKe [epe]aroTcs I10 KaHalaM 3JIeKTPOCBs3K ((pakcUMUIbHAS CBS3b, Tenerpad,
TenedoH, asiekTpoHHas nouta, MDJ10, CDJI).

OOpaGoTka  KOppecHOHAEHUMM A OTIHPaBKM  [OYTOBOH  CBA3BIO
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OCYILECTBIISIETCS B COOTBETCTBUM ¢ [IpaBuIaMu OKa3aHUs yCIIyT OYTOBOH CBS3M .

5.36. JIoKyMeHTBI, He HMEIOIIKe aJpECHON YacTH, IPUHUMAIOTCS Ha OTIPABKY
C COIPOBOJIUTEIIbHBIMHU [TMCHMAMHU.

HernpaBuasHO 0hOpMIIEHHEIE TOKYMEHTBI U KOPPECTIOHICHIHS HeCITy)keOHOro
XapakTepa K OTIpaBKe He MPUHUMAIOTCS ¥ BO3BPALLAIOTCS UCTIOTHUTEIO.

JIOKYMEHTBI, MOJJekKallie  OTMpaBKe, JOKHBI — 00palbaThiBaThCs U
OTIIPABIATLCS B J€Hb WX MOAINMCAHUS W PETHCTPALMK MIIM Ha CileJyOLINH pabounii
JIEHb.

5.37. JlochUIKa WM 3aMeHa paHee OTIIPABJIEHHOr0 JOKYMEHTa OCYIIECTBIACTCS
0 YKa3aHUIO JIULA, IIOANUCABIIEr0 JOKYMEHT.

5.38. ITpoxoykieHHe BHYTPEHHMX MOKYMEHTOB Ha dTalax MX IOATOTOBKH H
o(hOpMIIEHHS JOJDKHO COOTBETCTBOBATh POXOXK/ICHHUIO NCXOAAIINX NOKYMEHTOB, a Ha
STare MCIOTHEHUS - BXOAAILMX JOKYMEHTOB.

5.39. [IpoeKThl PACTIOPSIMTENBHBIX JOKYMEHTOB (IIPHKA30B, PacropsiKeHUi),
MONTOTOBJACHHBIX I IOJNKWCAHMs, IIOCJe€ IOJArOTOBKH W  COIJIacOBaHWA C
3aMHTEPECOBAHHBIMY JIUIIAMHU TEPEIAl0OTCsl CeKPEeTapIo-CIeNHAINCTY M0 KajpaM i
IIPOBEPKHU MPABUIIBHOCTH UX OOPMIIECHHUS.

5.40. [IpaBuiabHO O(OPMIIEHHBIE IPUKa3bl, PACTIOPSDKEHMs IEPEJAoTCs Ha
noxnuck pexropy FAY IO «BUTIKPO» wuiu HHOMY yIOJIHOMO4YE€HHOMY MM JIMITY.

5.41.IlonmucaHHble IMPUKA3bl, PACIOPSDKEHUS IO OCHOBHOW JeATeIbHOCTU
PETUCTPUPYIOTCS CEKpETapEM-CIIEUAIIUCTOM I10 KaJpaM.

[MpukazaM, pacHoOpsDKEHHMSM II0 OCHOBHOW J€SITE€TBHOCTH NPUCBaMBAIOTCH
MOpANKOBble HOMepa (IO KaX[IO0W TIpyrnme JOKYMEHTOB OTIEJbHO) B Ipeienax
KajeHgapHoro roga. llopsiikoBeli  HOMEp JIOKYMEHTa MOXET JONOJHATHCH
OyKBEHHBIM HWJIM LUPPOBBIM  HMHIEKCOM, O003HAYAKOLIMM  MPUHAJIEKHOCTH
IOKyMEHTa COOTBETCTBYIOLLEHN IPyIIIE JTOKYMEHTOB.

CBeneHMsT O pErucTpUpPyEMbIX IIpPHKa3ax, PACIIOPSDKEHUAX BHOCATCS B
PErHCTPAllMOHHO-yUeTHbIE (POPMBI HAa OyMaKHOM HOCHTEJIE.

5.42. TTojyIMHHUKN TPUKa30B (pacropsKeHWM) [0 MeCTy HX PEeruCTpaliu
GopMHpYIOTCS B Jiesia B COOTBETCTBUU ¢ HoMeHKarypoi aen I'AY JITIO «bUTIKPO»
B cooTBeTcTBMHU ¢ MyHKTOM 8.20 MHCTpYyKIIMH. "

Konuu mpuKa3oB, pacloOpsDKEHUN pacChlUIalOTCs WCIOIHUTENSAM ¢ HHBIM:
3aMHTEPECOBAHHBIM JIMIIAM B JJIEKTPOHHOM (opme mnu Ha OyMa)KHOM HOCHTENE B

" Ipukas MuHUCTEpCTBA CBA3H 1 MACCOBbIX KOMMYyHHKalmii Poceuntickoii ®enepaumu ot 31 mons 2014 1. Ne 234 «O6
yTBepxkaeHuK [1paBuil OKasaHWs YCIyr MOYTOBOM CBA3M» (3aperncTpupoBaH B MunucTepcTBe HocTULMH Poccuiickon
denepauun 26 nexabps 2014 r., perucrpaunonHsiit Ne 35442), ¢ u3MeHeHUsAMH, BHECEHHBIMH MPUKa3oM MuHHUCTEPCTBA
CBSI3M U MaccOBbIX KOMMYHHKaLui Poccuiickoit @enepauuu ot 13 despans 2018 r. Ne 61 «O BHeceHuM M3MEHEHUH B
npuka3 MUHKUCTEPCTBA CBA3M M MACCOBbIX KOMMyHHKauwit Poccuiickoii ®enepaimu ot 31 mons 2014 r. Ne 234 «O6

yrBep:aeHnH [IpaBuj Oka3aHus YCJIyr TOUYTOBOMH CBA3M» (3aperucTpupoBan B MunucTepcTBe focTuimn Poccmitckoit
@enepaunn 28 mapra 2018 r., peructpaunoHHsii Ne 50545).
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COOTBETCTBUHU C yKa3aTeJIeM PACChIIKH.

Konuu TnpuKasoB, paclopsuKeHHd, paccbliaeMble Ha OyMaXHOM HOCHTENe;
3aBEPSIOTCS B COOTBETCTBUM C IMyHKTOM 2.51 MHCTpyKIUH. A

5.43. TIpoTOKOTIBI 3ace/laHui, CoBelanui, IpoBouMbIx pektopom I'AY IITIO
«BUTTKPO», perucTpupyroTcs CeKpeTapeM-CreluaiuCToOM 10 Kaapam.

[TpoToKOJBI ~ 3acefaHuii, COBEIAHWH, TPOBOAUMBIX KOJUIeruaJlbHbIMH
(coBermarelbHBIMKM) OpraHaMM, KOMHUCCHUSAMHM WM B CTPYKTYPHBIX HOJpa3IENCHUIX
TAY JIIO «BUIIKPO», peructpupyrorcs B MOApa3[AeNeHHIX, OTBETCTBEHHBIX 32
OPraHU3alMI0 U TpoBegeHre MeponpusTths. Konuu Takux MpOTOKOJIOB TOTOBATCA K

PAaCCBUIKE W pacChUIAIOTCS CTPYKTYPHBIM IOJpa3jieJieHHeM, OTBETCTBEHHBIM 34
OpraHH3aLHUIO U IPOBEAEHNE MEPOTIPUSITHSL.

5.44. TIpoTokojgaM NpPUCBAaMBAIOTCA  IOPSAKOBbIE HOMepa B Ipenenax
KaJeHJapHOro roja Wik repuoaa paboThl BpeMEHHOH pabodel rpymibl (KOMUCCHH)
IO Ka)KJOU IPyIIe IPOTOKOIOB OT/EJILHO. »

[TOJIMHHUKY TIPOTOKOJIOB TI0 MECTY MX perucTpanuu GOpMHUpPYIOTCS B Aela Mo
HOMEHKJIaType JieJl B COOTBETCTBUH ¢ MyHKTOM 8.20 MHCTpyKIMH.

VI. KOHTpoJIb HCIIONHEH S JOKYMEHTOB (IOpy4YeHHH)

6.1. KoHTponb MCHoOJHEHHUs JOKYMEHTOB (IOpy4YeHHM) BeleTcs B LENIX UX
CBOEBPEMEHHOTO U KaUeCTBEHHOI'O UCTIOJTHEHMS.

6.2. KoHTpOIbL UCTIONHEHHS JOKYMEHTOB (IIOPYyYEeHUH) BEIETCs:

PEKTOPOM WJIM HMHbIM jo/kHOCTHRIM Junom T'AY  JIO  «BUTIKPO» -
MCIIOJHEHHS JOKYMEHTOB ([TOPYYEHHUI) 10 CYLIECTBY;

CeKpeTapeM-CIIeIMaIuCTOM [0 KaapaM  ©U  OTBETCTBEHHbBIMM 38
JIeJIONPOU3BOACTBO B  CTPYKTYPHBIX IIOAPa3[C/ICHUSX - CPOKOB HCIIOJIHCHHUA
JIOKYMEHTOB (TTOpy4YeHUH ).

V cekperaps-crienquaivcra IO KaapaM LEHTPaJM30BaHHOMY KOHTPOIIO
IOJTEeXAT 3aperuCTPUPOBAHHBIE JIOKYMEHTBI ¢ OTMETKOH 0 KoHTpoJe («KoHTponsy),
IPOCTABJSIEMOM B COOTBETCTBUU C IyHKTOM 2.54 MHCTPYKIHH, @ B CTPYKTYPHBIX
noppasznenenusx [AY IO «bHUIIKPO» - Bce 3apernCTpUpOBaHHBIC OKYMEHTBI,-
TpeOyrolue UCIIOTHEHUS. '

6.3. PacriopsiaureibHble JIOKYMEHTBI, IIPOTOKOJbI 3aceJaHUl (COBeLlaHuH),
colep)kalye TOpY4YeHUsl C KOHKPETHBIMM CPOKAaMH HCIOJHECHHMsI, CTaBATCS Ha
KOHTPOJIb 110 K&XXAOMY IIOPYUEHHUIO OTAE/IbHO.

6.4. KOHTpOJIb CPOKOB HCIIOJIHEHMs JOKYMEHTOB (IOPy4€HHUH) BKIIOYacT B
cels:

IIOCTAHOBKY JTOKYMEHTOB (IIOpYUY€HHUI) HA KOHTPOJIb;

MPOBEPKY CBOEBPEMEHHOCTH JIOBEIEHHs JIOKyMEHTOB (MOpydYeHH#) J0
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HUCIIOJIHUTEJIEH;

TIpeIBAPUTEIBLHYIO TIPOBEPKY M PEryJUpOBaHUE XO/1a MCIIOJHEHUS JOKYMEHTOB
(nopyueHnui);

CHSITHE C KOHTPOJISI JOKYMEHTOB (TIOpy4eHuUH);

y4yeT, o0oOlIeHHe M aHaJW3 pe3yJbTaTOB XOJAAa MCIIOJHEHUS JOKYMEHTOB
(mopy4eHuit);

MHPOPMUPOBAHUE PYKOBOAWUTENEH O XOAE€ HUCIOJIHEHHS JOKYMEHTOB
(mopy4yeHui) ¥ COCTOSSHUM MCIOJHUTEIbCKON AUCLUIIIMHBL.

6.5. CpOKH  WCIIOJIHEHUSI JOKYMEHTOB ([IOpyY€HHUH) HCUMCIAIOTCI B
KaJC€HAAPHBIX JHSX.

Eciu  mocnegHuit  JieHb CpoKa HUCIOJHEHHUs JOKyMeHTa (IOpydYeHHs)
IPUXOAWTCS Ha Hepabouuil JeHb, TO JOKYMEHT IIOJUIeKUT MCIIOJHEHUIO B
Oy KalIKK CIeAYIOUHI 32 HUM padOuuil A€Hb. _

JlaTta WCIIOJTHEHUS NOKyMeHTa (MOpy4eHusi) (pUKCHpPYyeTCs B OIpeeIIeHHON
PErHCTPallMOHHO-YYeTHOM (opMe, HCIOAb3yeMOM [Ulsl OTCJIEKHUBAaHUS CPOKOB
UCIIOJTHEHUSI JOKYMEHTa ([10pyUEHUs).

CpOoKH HCIIOJIHEHUsI JOKYMEHTOB ([IOpYyY€HMI) yCTaHABIMBAIOTCS PEKTOPOM,
UCXOMs M3 CPOKa, YCTAHOBJICHHOI'O OpraHW3alMell, HalpaBHUBILIEH IOKYMEHT, WIIH
CPOKOB, YCTaHOBJIEHHBIX 3aKOHO1aTe1bCcTBOM Pocculickoi Penepanuu.

6.6. JIoKyMEeHTBI (IOPYUY€HUs1) 1OAJIEIKAT UCIIOITHEHUIO B CIIEAYIOLIME CPOKH: C

KOHKPETHOW JaTOU MCIOJIHEHUS - B YKa3aHHBIN CPOK;

6e3 ykazaHUsI KOHKPETHOW JaThl MCIOJHEHHUS, MUMEIOIHMe B TEKCTe IOMETKY
«BECbMa CpPOYHO» - B TEUEHHWE OJHOr0 [HS, «CPOYHO» - B 3-JIHEBHBIA CpOK;
«orepatuBHOY» - B 10-IHEBHBIN CPOK; OCTAIbHbIE - B CpOK He Ooiee 30 nHel;

[0 IapJIaMeHTCKUM 3alpocaM - He I[Oo3[Hee 4eM 4yepe3 15 mHel co HS
MOJIyYeHHUS,

no 3anpocaM uieHoB Cosera Penepanuu, nenyraroB ['ocygapcTBeHHON JlyMbl
(memyTaTcKOMy 3ampocy) He nosjaHee yem uepes 30 qHeH co AHS MOyUYeHHS;

10 MEXBEJOMCTBEHHBIM 3alpocaM O IPEeJACTABICHUU JOKYMEHTOB U (WJIH)
UH(QOpMaLUH B LENAX MPeJOCTaBIeHUs FOCYJapCTBEHHBIX U MYHHUIIUIIAIBHBIX YCIIYT -
5 paboumnx nHEW co JHS TOJYyHEHHs 3arpoca, eClii 3aKOHOAATeIECTBOM Poccuiickoi
@Denepauuy He yCTaHOBIIEH UHOW CPOK;

1o oOpaieHusimM rpax/at - 30 1Hel co AHs perucTpaluu.

6.7. IIpMOCTaHOBUTL MCIIOJIHEHHE KOHTPOJILHOIO JOKyMeHTa (IOpydeHwHs), a
Takke OTMEeHUTb ero Moxer pekrop ['AY IO «bUIIKPOy», mnoanucaBIimii
JOKyMEHT WJIY JaBIIMH opy4yeHue (yKazaHue).

6.8. B 1ensx CBOEBPEMEHHOr0 WCIOJHEHHsS JOKYMEHTOB, IOpPYdeHHIA
(yka3zaHuif), TOCTaBJIEHHbIX HA KOHTPOJb, CEKPETAPhb-CIELUUAIACT IO Kaapam
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IPOBEPSIET CBOEBPEMEHHOCTD JI0BE/ICHHS JOKyMEHTA (MIOPYyUEHHUs) 10 UCTIOJTHUTENA.

6.9. Ecu cpok ucnosiHeHUs TIOKyMeHTa (MOpy4eHHs) IPEBBIIIAeT OJUH MECHII,
B Lelsx 00eCHeyeHUss CBOEBPEMEHHOIO HCIIOJHEHHS JOKyMeHTa (IOopy4eHHs)
MIPOBOJUTCS TPEABAPUTEIBbHBIA KOHTPOJIbL W HAOMWHAHUA MCIIOJHHUTEISIM O
NpUOIMKEHUH CPOKOB UCIIOJTHEHHS JOKYMEHTOB (TOPyUYeHUH).

6.10. I[IpenBapuTenbHbI KOHTPOJb OCYILIECTBIISAETCS B CAEAYIOLIEM MOPSIKE:

JOKYMEHTOB (MOPYUYEHMH ) MOCIIeAYIOLINX JIET - He pe’Ke OJHOIr0 pasa B I'oJ;

JOKYMEHTOB (IOpy4eHHMI) MOCIeAYIOIUX MECLEB TEKYyIIEero roja - He pexe
OJIHOTO pa3a B MeCsILL;

DOKYMEHTOB (MOpY4YeHHI) TeKyllero Mecsua - 3a 5 JHEH 10 UCTEYEHHUs CPOKa
UCIIOJIHEHMUSI. \

6.11. HamoMuHaHKUs HKCIOJHUTEISIM, a Takke HHpopManys 00 HMCIOIHEHWH
IOKYMEHTOB (IOpy4YeHHii), MOJy4eHHass OT MWCIOJIHUTeNeH, (GUKCUPYIOTCS B
OTIpEeJIEHHBIX PEruCcTPallMOHHO-YUYETHBIX (hOpMax, HCIOJIB3YyEeMBIX MJI KOHTPOJIS
UCTIOJTHeHUSI JOKyMEHTOB (ITOpy4EeHUH).

6.12. Tlpy HeoOXOAMMOCTH H3MEHEHHUS CpOKa HCIIOJIHEHHWS [IOKyMEHTa
(opydYeHus) OTBETCTBEHHBIM  HCIOJHUTENb 00si3aH MNpEeACTaBUTh Ha HMS-
PYKOBOIWTENS,, [aBIIEro Mopy4yeHue, oOOCHOBaHME (CIyxkeOHyl 3amucKy) O
MIPOJUIEHUH CPOKa C yKa3aHWEM IPUYUH IPOJICHHS U 1aThl UCIIOJHEHHUS.

O60cHOBaHHE MIPOJICHHS CPOKA UCIIONHEHHSI JOKYMEeHTa (IIOpyUYeHUs) JOIDKHO
OBITH HANpaBJIE€HO COOTBETCTBYIOILIEMY PYKOBOJMUTEIIO HE [O3[JHEe, YeM IO
UCTEUYEHUHU JIBYX TPEThUX CPOKa UCITOJIHEHHUSI IOKYMEHTa (TOpydYeHus).

O06 W“3MEHEHUU CPOKa MCIOJIHEHHs JAOKYMEHTa (MOpYyYEeHHs]) OTBETCTBEHHBIN
UCIIOJIHUTEJIb UH(QOPMHUPYET CeKpeTapsi-CliealIucTa Mo KaJapam.

6.13. JIokyMeHT (MOpy4Y€HHUE) CUUTAETCS WCIOJHEHHBIM, €CIU MPUHSTHI
pEIIeHUss IO IIOCTaBJICHHBIM  BOIIPOCAaM, MOATOTOBJIEHBl COOTBETCTBYIOILHE
JOKYMEHTbI, HallpaBjeHa CcIpaBka 00 HCIOJHEHHHM B COOTBETCTBYIOIIWE OpraHbl
BJIACTH (OpraHM3alMy) WIK JIaH OTBET M0 CYLIECTBY 3aUMHTEPECOBAHHBIM JIMLIAM.

Pelenne 06 MCTIONHEHUH JIOKYMEHTa (IIOpyUeH s ) IPUHUMAET PyKOBOJUTENb,
MOCTABMBIIMI  JOKyMeHT  (IOpydeHHMe) Ha  KOHTPONb, C  OOA3aTeNbHBIM
UH(GOPMUPOBAHUEM CEKpeTapsi-Crel[HaIncTa 1o Kajapam.

Ha wucnonHeHHOM JOKyMeHTE [pPOCTaBISE€TCs OTMETKa O HaIlpaBiICHUU
JOKYMEHTA B JIEJI0 B COOTBETCTBUU ¢ MyHKTOM 2.55 UHcTpykimu.

6.14. JlokyMeHThI (IOpyuYeHHUs ), HE CHSITBIE C KOHTPOJISI, @ TaKXKe HOKYMEHTB
(mopyueHwst), CPOK MCIIOJHEHHUsI KOTOPBIX He MPOJIeH, CUUTAIOTCS HEUCTIOJTHEHHBIMH.

6.15. Cekperapp-cielIUaIuCT [0  KaJpaM aHaJIU3UpyeT COCTOSHHE U
pe3ybTaThl UCIOJHEHUS JOKYMEHTOB (MOpYyYeHUH) U COCTOSIHUE WCIIOJHUTEIBCKOM
JUCLHUILIMHBL:

B TMOpSJKe IPeJBAPUTEIbHOrO KOHTPOJIE HANpaBisieT B CTPYKTypHBIE
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N0Jpa3/ie]eHHs] HAallOMMHAHUSI O IOKYMEHTaX, CPOKU UCITOJIHEHUSI KOTOPHIX HCTEKAIOT
(3a 3-5 mHe 10 OKOHYAHMsI CPOKA UCIIOJIHEHHUS JOKYMEHTA);

no oxkoHyanuu roja pekropy ['AY IO «BUIIKPO» u pykoBoauTEIsIM
CTPYKTYpHBIX IOJpa3fe/IeHUil HampaBiIsgeT OTYEThl O KOJIMYECTBE ITOKYMEHTOB,
UCIIOJIHEHHBIX B CpPOK, HCIIOJHEHHBIX C TIPOJJIEHHEM CpPOKa MCIIOJIHEHHS, HE
UCIIOJHEHHBIX, HAXOISUIMXCs Ha MWCIOJIHEHUHA [0 OpraHu3aludd B IIEJIOM, IIO

CTPYKTYPHBIM MOJpa3J/ieJiIeHussM ¥, TMpu HEoOXOJAMMOCTH, - IO OTHEJIBHBIM
VCITOJTHUTEIISIM.

VII. Opranuzauusi paboTsl UCIIOIHUTENS C JOKYMEHTaMU

7.1. UcnionHuTeNlb 110Jly4aeT JOKYMEHThl Ha MCIIOJIHEHHEe B JEeHb HX
paccMOTpeHUs] WKW Ha CIEAyHOLUN padounii 1€Hb B COOTBETCTBHU C PE3ONIIOLUAMU
pexkropa ['AY MIITO «bUITKPO» wu pykoBoautenss mnozapaszaeneHus. CpodHsle
JOKYMEHTBI TIEPEIAtOTCs UCTIOTHUTEIIO He3aMeUTUTENIBHO.

7.2. JJoKyMeHTBI, T[OCTyNarolMe B  CTPYKTYpHOE  NOApPA3AEICHHE C
PE30NIIOLIMAMU ~ PEKTOpa, IepellaloTesi  PyKOBOAWTENIO TojapasjeneHus. Ecnu
JIOKYMEHT, MOCTYNHUBIIMN HA UCIIOJHEHHE B NOJApAa3/e/IeHHe, He UMeeT OTHOLIEHUS K
KOMITeTeHIIMU NOAPA3AeJeHUs, PYKOBOAUTEIb IIOPA3IC/ICHUsI B TOT XK€ JICHb WIA Ha
CleAyIoIUi paboduii 1eHb BO3BPAIlAET €r0 CEKPEeTaprO-CIIeUAINCTy 10 KaapaM IJis
peleHusi BOIIpoca O NEPEHarpaBIeHuy €ro Ha UCIIOJIHEHUE B APYroe MmoapasieiieHue-
(Apyromy HUCIOJIHUTEINIO). _

7.3. WcnomHeHUe JOKYMEHTa IpeycMaTpuBaeT: cOop U aHan3 He0OXOAMMOM
UH(pOpMAIUK; MTOATOTOBKY MPOEKTa JOKYMEHTa U ero o(hopMiIeHHe;
COIIaCOBAaHUCEC IIPOCKTa JOKYMEHTA C 3aMHTCPECOBaHHBIMU JIMLIAMMU; ,E[OpaﬁOTKy
IIPOEKTa JOKYMEHTa 10 3aMeYaHHUsIM, TIOJyYeHHBIM B XOZ€
COorjiaCoBaHus U, IIpU HGO6XO£U/IMOCTI/I, - IOBTOPHOC COI‘.HaCOBa,HI/Ie');
INOArOTOBKY CHHMCKa (yKasaressl) pacChblIKM [IOKYMEHTa, €CId JOKYMEHT
aZpecoBaH IpyIIie OpraHu3alnii;
NpeJCTaBIeHHE [IPOEeKTa J0KyMEHTa Ha MOANUCH (YTBEpXKAEHUE) PEeKTOPY;
INOATOTOBKY HOKYMEHTA K OTIIPABKE U IIepeaady KOIIUU JOKYMEHTA B I€JI0.
7.4. Ilpu HaIlpaBJIEHUH JIOKYMEHTa HECKOJIbKUM HCIIOJIHUTEIIAM
OTBETCTBEHHBIM 3a MOATOTOBKY IPOEKTa JOKYMEHTA SBISETCS HCIIONHHUTEIb,

YKa3aHHBIH B pE30JIIOLMU TMEepBbIM WM OOO3HAUEHHBIH B PE3ONIOIUU Kak
OTBETCTBEHHBIH UCIIOJHUTE/Ib.

7.5. OTBETCTBEHHBI  WMCIOJHUTENL HWMEeT IpaBO JaBaTh IOPyYEHHUS
OCTQJIBHBIM HUCIIOJIHUTEJISIM, [POBOJUTH pabo4yde CoOBelaHus Il BBIPaOOTKH
COBMECTHOI'O pelleHUsl. Bce HCMOMHUTENM B PaBHOM CTENEHM OTBETCTBEHHBI 3a
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CBOEBPEMEHHOE M Ka4yeCTBEHHOE HCIIOJHEHUE [IOPYYEHHsT U IPEJCTaBICHHE
OTBETCTBEHHOMY HCITOJIHMTENII0O B YCTAHOBJEHHBIE HM CpPOKHM HEOOXOAMMBIX
MaTepuaoB (IPOEKTOB JOKyMEHTOB, CIpPaBoK). McmonHurenu He HMMEIOT IpaBa
IPEACTABIIATh MPOEKTHl JOKYMEHTOB PYyKOBOIMTEIO, JaBLIEMY IOpy4YEHHE, MHHY:
OTBETCTBEHHOI'O UCIIOJTHUTEIIS.

7.6. B ciyuae OTCYTCTBMS WMCIHOJNHHUTENS (KOMaHIMPOBKa, OTIYCK, 0OJE3HB)
NOKYMEHT I10 YKa3aHUK PYKOBOAUTENSI IOJApa3/elieHUss IepeaacTcs Ipyromy
UCIIOJTHUTEIIIO.

7.7. Tlpx yBOJIbHEHHH HJIM MEPEXOJie Ha IPYroi y4acTok pabOThl COTPYIAHHMK.
00s3aH caaTh JOKYMEHTBl W Jiejla PYKOBOJUTENIIO NOAPA3IeNIeHHs HIH II0 €ro
YKa3aHUIO0 BHOBb Ha3HAY€HHOMY COTPYIHHUKY (B cllydae HEOOXOOUMOCTH, - 110 aKTy
npueMa-rnepesadd, B KOTOPOM YyKa3blBAalOTCsS BHJbI el (3arojOBKH JeNl) M HX
KOJIMYECTBO U KOTOPBIHA IMOAMKMCHIBAETCS PaOOTHUKOM, MEepeNaBLIMM JOKYMEHTEI, U
pPabOTHUKOM, IIPUHSBIIUM JIOKYMEHTBI).

7.8. Pe3ynpTaToM HUCIOJHEHUS [JOKYMEHTa sBJIAETCSd IPOEKT [JOKYMEHTa,-
MOATOTOBJIEHHBIN UCIIOHUTENIEM. ‘

[TpoeKT TOKyMEHTa CO BCEMHU HEOOXOAMMBIMHU IPUIIOKEHUSIMH, HalleuaTaHHbIN
1 O(GOPMIICHHBIM B COOTBETCTBMM C IpaBHJIaMM, YCTAHOBJIEHHBIMM B pasjene 3
WHcTpyKumy, HCIIOJIHUTEb COTJIaCOBBIBAET c 3aMHTEPECOBAHHBIMU
Noipa3/Ie/ICHUsIMHU U JIMI[aMHU U, TIPU HEOOXOJUMOCTH, C IPYTUMHU OpPraHU3alUsIMHU.

JIOKyMeHTBI, MpeIHa3HAYeHHbIe /ISl OTIpPaBKU, O(GOPMISIOTCS Ha OlaHKe
OpraHM3alliyd YCTaHOBJIEHHOH (opmbl. [l OTHpPaBKH JOKYMEHTOB, HE HMEIOIIMX
aJpEeCHOM 4acTu, COCTABISETCs COIPOBOAUTEILHOE IUCHMO.

Ha nokymeHT, pacchbliaeMmblii Oosiee ueM B 4eThIpe ajpeca, HCIIOIHHUTEIb
FOTOBHT CITMCOK DACCBUIKM, OINpeeNseT KONMYECTBO SK3eMILISPOB JOKYMEHTa H
MocJie perucTpauy o0ecrnevynBaeT U3roToBIEHUE He0OX0AMMOr0 KOJIMYECTBA KOIIUM.

7.9. UcnonuuTtenb (OTBETCTBEHHBIM WMCIIOJIHUTEIb) OPraHU3YET COTJIacOBaHHE
(BU3MpOBaHUE) IMPOEKTa JAOKYMEHTa CO BCEMM 3alMHTEPECOBAHHBIMM JHMLAMH U

IPOBOJUT 10pabOTKY IPOEKTa 10 3aMe4YaHUsIM B COOTBETCTBHUHU C ITyHKTaMu 4.1 - 4.11
Wuctpykuuu.

[Ipy HanmMuum OOJBLIONO KOJMYECTBA 3aMEYaHUM [0 IIPEACTaBIICHUS
IOpabOTaHHOIO IPOEKTa JOKYMEHTa Ha MOANUCH PYKOBOAMTENIO HCIIOIHUTEINb.
TOTOBUT CBOJIKY 3aMEuUaHWi (IpeUI0KEeHUH), B KOTOPOX YKa3bIBAeTCA: COIEPIKaHUE
3aMevyaHus (IpeayIokKeHHus ), JOJDKHOCTb, (aMuiIus Jula, AaBLIEr0 3aMedaHue,
MPUHATO WIM OTKJIIOHEHO 3aMedaHue (ecad 3aMeyaHue OTKIOHEHO, - IIPUYMHY
OTKJIOHEHHSI ).

7.10. Tlocne nopaGoOTKM U MOBTOPHOIO BU3UPOBAHUS (COIIACOBAHUS) IPOEKT
JOKYMEHTa I[epefaercs Ha nojanucanue (yrsepkueHue). Jlo IpeAcTaBleHHs Ha-
IIOANUCH HCIIOJHHUTEJIb IIPOBEpPseT IPaBUIbHOCTH O(bO}.DMJ'IeHI/I}I JIOKYMEHTA,
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IPaBHILHOCTE OGQOPMIICHHS aapecaTa, HalUuhe HEOOXOAMMBIX BH3, IPHIIOKEHHH,
MpY  HEOOXOAMMOCTH - CHPABOK, MOSCHUTEJBHBIX 3alUCOK, pPasbhACHAIOIMX
CoZiepKaHue MOArOTOBIIEHHBIX JOKYMEHTOB, JICTa (yKa3aTelis) pPacChLIKM.

7.11. lloanucaHHbli JIOKYMEHT HCIIOJHUTEb MepenaeT IJis PErucTpalvv |
OTIIPaBKU W/WJIKA BKIIIOUEHHUs B JIEJIO.

B cooTBeTCTBMM ¢ HOMEHKJIATYpPOH €Nl UCIOJHUTENb OIpeJeiseT HUHICKC
1ena, B KOTOpOe IOJKEH OBITh BKIIIOUEH JOKYMEHT. _7

7.12. B Xode WUCTOJHEHUs] NOKYMEHTa UCIOJIHUTENIL UMEET MPaBO IIpeajiaraTbh
HU3MEHEHHe CpPOKa MCIIOJHEHMSI, €CIM OTCYTCTBYIOT PEalIbHEIE YCJIOBHS HCIIOTHEHUS
IOKyMeHTa (mopy4eHusi), JlejaTh TIOMETKM Ha JOKYMEHT€ O BpEMEHH ero
IOCTYILUIEHHS, O JaTax [POMEKYTOYHOTO KOHTPOJIs, TENE(QOHHBIX M IMHChMEHHBIX
3ampocax, 0 JlaTe U pe3ysibTaTe OKOHYATEIbHOIO UCIIOJIHCHHUS.

7.13. UcnionHuTENb HE UMEET IIpaBa pasrjaiiarh co;:[epx.caHI/Ie MOCTYMHUBIIUX K.
HEMYy JIOKYMEHTOB M ITOJTOTOBJIEHHBIX INPOEKTOB CIyKEOHBIX JOKyMEHTOB, C HUMH
MOTYT OBbITh 03HAKOMJIEHb! TOJIBLKO JIMIIA, HMEIOIIKMEe OTHOLIEHHE K UX UCIIOJHEHHUIO.

VIII. ®opMupoBaHue JOKyMEHTaJIBHOIO (hOHIA OpraHMU3aluu

8.1. OmneparuBHoe xpanenue pokymentoB ['AY JIIO «BUIIKPO» mo
nepefayd WX Ha XpaHeHHWe B apXuB WIA YHUYTOXEHHE OCYIIECTBISETCS B
CTPYKTYPHBIX IIOAPA3AETCHUSAX.

8.2. B mensax xpaHeHWsl, TIOMCKa W MCIOIb30BAHUS JOKYMEHTHI Ha OyMaXXHOM
HOCHTEJIE W DJIEKTPOHHBIE JOKYMEHTBl (OPMHUPYIOTCA B J€jla B COOTBETCTBHH C
HOMEHKJIaTypOH Jell. -

Howmenknatypa nes 3aKperIsgeT KJIAaCCU(DUKALUIO (rpyIIUpPOBKY)
MCIIONHEHHBIX JOKYMEHTOB B Jeja (3JeKTPOHHBbIE Jeja), CHCTEMAaTHU3alMio U
UHIEKCAIMIO JIeJ1, CPOKU UX XPAaHEHUS U SBJISETCSA OCHOBHBIM YYETHBIM JOKYMEHTOM.

HomeHnknatypa [esl sBJIS€TCS OCHOBOM JJIs COCTaBICHUsA OIUCEH Jen
IIOCTOSIHHOT'O, BpeMeHHBIX (CBbilIe 10 JeT) CPOKOB XpaHEHHUs U 110 JIMYHOMY COCTaBy,
aKTOB O BBIJEJICHUU K YHUYTOKEHHUIO JJOKYMEHTOB ¢ UCTEKIUMMU CPOKaMU XpaHEHUs,
a TaK)Ke JUIsl yyeTa Jel BpeMeHHBIX (10 10 j1eT BKIIOYUTEIbHO) CPOKOB XPaHEHHS.

8.3. Homenknarypa nen I'AY JIIO «BHIIKPO» cocraBisiercs Ha OCHOBE
U3y4YEeHUs COCTaBa U COJIEPIKaHMsI TOKYMEHTOB, oOpa3syrolmuxcs B gedrensHoctd [AY
JITIO «BUITTKPOy, BKIItOYas TOKYMEHTHI, TIOCTYIIAIOIIUE U3 APYTUX OpraHU3alI[Hii.

8.4.Tlpu cocTaBieHWHM HOMEHKJIATYpbl Jel CIeAyeT pPyKOBOJICTBOBATHCS
yctaBom ['AY 1O «BUIIKPO», nonoxeHusMu o0 CTPYKTYyPHBIX ITOAPA3IEICHUIX,
IITaTHBIM paclHUCcaHHeM, IUIaHaMH W OT4YeTaMH O paboTe, HOMEHKIATYpOH el 3a
IPOIIEANIAN TOM, JOKaIbHBIMH HOpMaTuBHBIMUM aktamu I'AY JIIO «BUIIKPO»,
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COoepKalllMMKU CBEJEHUS O JIOKYMEHTax, oOpa3ylollUXcs B €ro JAesSTeIbHOCTH,
THIOBHIMM ¥ T[PUMEPHBLIMH  HOMEHKJIarypamud Jed (IpH HUX  HalW4dH),
BEJIOMCTBEHHBIMM M THIIOBBIMH MEPEUYHSIMU IOKYMEHTOB C YKa3aHHEM CPOKOB HX
XpaHEeHHUs.

8.5.B HomeHkiarypy JAesl BKIIOUYAIOTCS BCE JIOKYMEHTBI, OTpaKalollye
NeATeNbHOCT CTPYKTYpHbIX noapasnenennit [AY JII1O «BUIIKPO» u nocrosHHO
WM BPEMEHHO JEMCTBYIOIIMX OpPraHoB (KOMHCCHH, COBETOB, KOMUTETOB), B TOM
quClle JOKYMEHThl OTPAaHUYEHHOTO JI0CTYyTAa, PErUCTPALMOHHBIE U YUYETHBIE JKYpPHAJIbI
M KapTOTEKH, B HEOOXOIMMBIX CIIydasX - KOIMMH JOKYMeHTOB'> . JIOKyMeHTHI,
CO3/IaHHBbIe B 3JIEKTPOHHOW (OpMe, BKIHOYAIOTCA B HOMEHKJIATYpy Jed IO TeEM XKe
IpaBuUjIaM, YTO U JOKYMEHTHI Ha OyMaKHOM HOCHUTEIIE.

He BrmodaroTcss B HOMEHKJIATypy [Jel INEepUOAUYECKHE H3IaHHs, KHHIH,
OpOLIIOPBEI.

8.6. Homenknarypa aen I'AY IO «BUITKPO» cocraBnsieTcss cexperapem-
CHEeIMAJIUCTOM IO KajpaM Ha OCHOBAaHMM HOMEHKIATYp Jell CTPYKTYPHBIX
nojpa3aesienuii mo Gopme, yctaHoBiIeHHON [IpaBunamu xpaHeHus, KOMIUIEKTOBaHUS,
ydueTa U MCII0JIb30BaHus AOKyMeHTOB ApxuBHoro (onzaa Poccuiickoii ®enepaunu u
OPYTUX apXUBHBIX JIOKYMEHTOB B OpraHax TIOCyJapCTBEHHOM BJIACTH, OpraHax
MECTHOT'O CaMOyTIpaBlieHus, opranusauusx (nauee - [Ipasuna ipaHeHH;I).

Homenknarypa nen ['AY JIIO «BUIIKPO» cocraBisiercs B mOCIEOHEM
KBapTaJie TeKyILero roja Ha npeAcTosUN KaJleHIapHbIHA MO/, -

8.7. Homenknatypa nen 'AY 10 «BUTIKPO» noanuceiBaercs cekperapeM-
CHEeMAIMCTOM [0 KaIpaM, COIVIacOBbIBaeTCs C OKcrepTHOM komuccued ['AVY3
«MHALl» u omuH pa3 B S5 JeT MpeACTaBISIETCS Ha COIJIACOBAaHWE JKCIEPTHO-
POBEPOYHON KOMHUCCHUH JierapTaMeHTa KyJIbTyphl bpsiHckoi ob6nactu (nanee - OI1K).

Homenknarypa ze, cornacoBanHas DIIK, yrsepxxaaercs pexropom ['AY 1O
«BUIIKPO» u BBOAMTCS B JICHCTBHE C 1-ro siHBaps NPEACTOSINErO KajleHIapHOIO
roja.

B cnyqae wusmenenuss Qynkuud u crpyktypel IAY IO «BUITKPO»
HOMEHKJIaTypa JIeJl COCTaBJIsAETCs, COIIaCOBBIBAETCS U YTBEPIKIAETCS 3aHOBO.

8.8. CornmacoBanHast ¢ DJIIK HoMmeHkiaTtypa Aen B KOHIlE KaXIOro rojaa
yTOYHSETCs, neperneyarbiBaeTcs, yreepxkaaercs pekropom I'AY IO «BUIIKPO» u

12 .
Komnuu 10KyMEHTOB BKJIFOUAIOTCSl B HOMEHKJIATYPY J€J, €CJIM KOTHsI - € IMHCTBEHHBINM 3K3eMIutsp nokyMeHTa B [AY
IO «BUITKPO», a Takxke, eciiv KoMK HeOOXOAUMbI U1l OpraHn3aliny ACATEIbHOCTH MOApa3iesIeHus.

- Ipunoxenne Ne 25 k IlpaBunam XpaHeHHs, KOMIUIEKTOBAHMS, y4eTa WU MCIOJb30BAHUS JOKYMEHTOB ApPXHUBHOTO
¢onnga Poccuiickoit Deaepaunu M APYrux apxXUBHbIX [1OKYMEHTOB B OpraHax roCyJapCTBEHHOM BIACTH, OpraHax
MECTHOTO CaMOYMpAB/ICHUs, OpraHu3alusaX, YTBEPHKIACHHbIM Npuka3zoM MuHUCTEpeTBa KyJIbTYphl Poccuiickoit
@eneparmu ot 31.03.2015 Ne 526 (3aperucrpupoBan B MuHucTepcTBe I0CTHLMK Poccuiickoii ®enepauuu 7 CeHTIOPS
2015 r., peructpaunoHHblit Ne 38830) (nanee - [IpaBuna xpaneHus).
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BBOJAMTCS B ICKCTBHE ¢ | sTHBAps MPEeACTOSALIEro KaJleHAapHOro roza.

8.9. llepBbiii  2K3eMIUISAP YTBEPKIACHHON HOMeHKJIéTprI Jen SIBIseTCs
JOKYMEHTOM TOCTOSIHHOTO XPAaHEHWsS] U BKIIOYAETCS B HOMEHKIIATypy €N B pasies
CeKpeTapsi-ClielMaIMCTa M0 KajpaM, BTOPOH - MCIOJIb3yeTcst B paboTe, TPETHH 3K3. U
snekTponHas konust Homenksatypel gen [AY JIIIO «bBUIIKPO», yTBepkaeHHOM
pextopom, nepenaercs B [ KY BO ['ABO.

B noxpasnenenus [AY JIIIO «BUITKPO» HOMeHKIaTypa A€l pacchliaeTcs
CeKpeTapeM-CIIelIMaIMCTOM 110 KajpaM B BHUJIe KON COOTBETCTBYIOIIUX pa3/IelioB Ha
OyMa)KHOM HOCHTEJIE UK B JICKTPOHHOU opMe.

8.10. Homenknarypa aen 'AY IO «BUTIKPO» cTpouTcs 1o cTpyKTypHOM
(Ha3BaHUSIMHM pa3feNioB (MOJApa3[eioB) HOMEHKJIATYphl Jej SBIAIOTCS Ha3BaHUS
CTPYKTYPHBIX IIOJpa3JeNeHUH, PaCHONOKEHHBIE B COOTBETCTBUHM C YTBEPIKICHHOW
crpykrypoit ['AY IO «BUITKPO»), wiu GpyHKIMOHATBHON cXeMaM (Ha3BaHUAMM
pa3ziesioB HOMEHKJIATYpPbI JIeNT SIBISIOTCS HampasieHust aesrenpHoctd I'AY IO
«BUITKPO»).

8.11. HomeHknatypa el CTPYKTYPHOIO IOApa3[EICHHUss COCTaBIIAETCS B
KaXIOM TMOfApa3jesieHnd pabOTHUKOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOICTBO
NOJApa3esieHusi, TpPH  yYacTHM  BeOyLIMX  CIELUAJIUCTOB  IOJAPA3ACICHHUI,.
MONKCHIBAETCS PYKOBOJAUTENIEM CTPYKTYPHOIO I0JIpa3/eeHuss U IPeICTaBIAETCs
CEKpeTapIO-CIELMAIUCTY 0 KaJpam.

HomeHknaTypa e CTPYKTYpHOIro Iojpa3/ielieHus COCTaBisercss 1o (opme,
yCTaHOBJICHHOM [IpaBuIaMu XpaHeH s ' .

BHOBb cO3maHHOE WM PEOPraHU30BAaHHOE IIOJpa3JelieHue [TOJDKHO B
MECSIYHBIM CpOK pa3paboTaTb HOMEHKJIATypy el U IPEACTaBUTh €€ CEKpeTapro--
CHELMAINUCTY IO KaJpam. ‘

8.12. Bce 3arosioBkM jiell, BKJIIOYEHHbIE B HOMEHKJIATYpy €Nl CTPYKTYypHOIO
noapasaeneHus, WHAeKcupyrores. Muneke Jgema ykaseiBaercs B rpade 1
HOMEHKJIATYphbl JIeJ M COCTOMT W3 HMHJEKCa CTPYKTYpHOro mojpasjeneHus (kona
NoJpa3/ieieH|usT B COOTBETCTBUM C yTBepxkAeHHOH crpykryporr [AY IIO
«BUITKPOy» nnu knaccupuKaTopoM CTPYKTYPHBIX [OJApPa3[eeHul) U MOPSAKOBOrO
HOMepa Jiejia B pa3ziesie HOMeHKIaTyphl jaeil. MHaekcesl aen o6o3HavaTes apabcKuMu
mudpamu. Hanpumep: 01-05, rae:

01 - Koz CTPYKTYpHOI'0 NOApa3eIeHHs;

05 -mopsiAKOBBINM HOMEp JieNia B pa3jiesie HOMEHKJIATYPhI Jell.

Jlena mo Bompocam, Hepa3pelleHHbIM B TEUYE€HHE OJHOI0 oAad, SABIAIOTCH
«TIepeXONSAIIMMIY M BHOCSTCS B HOMEHKIATYPY JeJ CIIEIYyIOLero roga ¢ TeM XKe
UHIECKCOM. PEeKOMEHIyeTCsi COXpaHsITh B HOMEHKJAType JeJl OJUHAKOBbIE HHIEKCHI

" Ipunosxenue Ne 26 k [IpaBunam XpaHeHus.
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IUISL OMHOPOAHBIX €71, BKIIOUEHHBIX B pa3HbIE pPa3/ielbl.

Eciau B TeyeHue roja B JESTETbHOCTH OpraHU3allid 00pasyloTcsi JOKYMEHTBI,
He TpeJyCMOTpPEHHbIE HOMEHKJIATYpOW JeJ, 3aroJIOBKM HOBBIX J€J IOIOJIHUTEIBHO
BKJIFOUAIOTCS B HOMEHKJIATYpY AeJl. B Kax oM pa3zaene HOMEHKIATYPHI JIeNl Ui BHOBb
3aBOJIUMBIX JI€JT [IPEyCMaTPHBAIOTCS pe3epBHbIE HOMEpa.

8.13. BaronoBok nena (rpada 2 HOMEHKIATYphI JIeN) HOJKEH B 000OIIEHHON
(Gopme oTpakaTh OCHOBHOE COJIEpKaHUe U COCTaB JOKyMEHTOB Aena. He nomyckaercs
yrnoTtpebjeHne B 3arojOBKe JieJla HEKOHKPETHBIX (OPMYIUPOBOK («pa3HbIE
MaTtepualibl», <<06u1a51 nepermcxa»), a TaKX€ BBOJIHBIX CJIOB H CIJIOXHBIX
CHHTAaKCUYECKUX OOOpPOTOB. 3arojIOBKH JIel MOT'YT YTOUYHSITBCS B T€UYEHHE IoJa B
npouecce GopMUpoBaHUsl U 0OGOPMIECHUS HEIl.

3aroNoBOK Jefa JOMKEH COCTOSTh W3 OIEMEHTOB, pAcloNaraeMbIX B
CleyIoIeH 0C/Ie10BaTeIbHOCTH:

a)  HasBaHHWe BM/a Jelia (Mepernucka, XKXypHal, J1eJ10) WIA BUAa JOKYMEHTOB,
BKJIFOYEHHBIX B JIeJIO (IIPOTOKOJIbI, IPUKA3bI);

0) HauMEHOBaHHE OpraHU3aLMH, CTPYKTYPHOTI'O TOpa3IeIeHus,
MOCTOSIHHO ~ JICMCTBYIOINETO WJIM BPEMEHHOIO OpraHa, JOJDKHOCTHOIO JIMIA,
CO3JABIINAX TOKYMEHT(bl);

B) HaMMEHOBaHWE KOPPECMOHJAEHTa (OpraHu3aluM, JHLA, KOTOPOMY
aJIpeCOBaHbl UK OT KOTOPOI'O 10J1y4eHbI JJOKYMEHTbI);

r)  KpaTKoe coJeprkaHue JOKYMEHTOB Jea,;

)  Ha3BaHHE MECTHOCTH (TEpPPUTOPUM), C KOTOPOH CBS3aHO COZAEPKaHHE
JIOKYMEHTOB JIeNa;

e) nara (epuoj), K KOTOPLIM OTHOCSATCS JOKYMEHTHI J€Na;

)  yKazaHHe Ha KOMUHHOCTH JOKYMEHTOB JeJa.

8.14. Ilopsimox  pacnoJsiokeHust  3arojOBKOB [  BHYTPUA  pa3leiioB
HOMEHKJIATYPBI eI ONPEIEIIIeTCsl CTENEeHbI0 BaXKHOCTH JOKYMEHTOB, BKIIIOUEHHBIX B
nena.

B Havanme paszjena  pacrojiaraloTCs  3arojiOBKH €,  COJAEpIKaIluX
yUpEIUTEIbHBIE, OPraHU3allMOHHO-ITPABOBbIE M PACHOPSAUTEIbHbIE JIOKYMEHTBI,
3aTeM 3arojIOBKM JieJl, COJIepKallliX [UIaHOBble, OTYETHBbIC, HH()OPMALMOHHO-
aHATTUTUYECKHe JOKYMEHTHI, JOKYMEHTBI, OTpaKarolye  JAeSTeIbHOCTb
noApasfie€yIeHus, IIEPeIIMCKY, B KOHILE pazjeiia - PpEruCTpalluOHHBIE W YYCTHBIC
XypHalJibl, KAPpTOTEKH, 0a3bl JaHHBIX.

3aroJIOBKH JieJl, COCTABJIEHHBIX 0 KOPPECIIOHAEHTCKOMY U reorpadHyecKoMy
IMpU3HAKaM, BHOCSTCS B HOMEHKIATYPY [esl Mo aipaBUTy KOPPECHOHIEHTOB HIIH
reorpauyeckux Ha3BaHUM.

B 3arosnoBkax pen, cojepxkaliMx IOKYMEHTBI 10 OJHOMY BOIIPOCY, HO HE
CBSI3aHHBIX II0CJIEJOBATEIBHOCTRIO pEIIeHUsT BOMpOca, B KadyecTBe BHIa Jela
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yIoTpe6seTcsl TEPMUH «IOKYMEHTEI», @ B KOHIIE 3arojI0BKa B CKOOKaX yKa3bIBalOTCS
HA3BaHMs BUIOB JIOKYMEHTOB, HanOouee MpeACTaBICHHBIX B JIeNe:

«JIOKyMEHTBI O TPOBEJEHUH COBCIIAHMN ¥ CEMHMHAPOB (IIPOrPaMMBI, CIUCKH,
TOKJIabI )».

TepMUH «IOKYMEHTbLI» MPUMEHSICTCA TaKXKe B 3arojoBKax Iel, cozepKaImx
JOKYMEHTBI-TIPWIOKEHH K  KaKOMy-THOO  JOKyMeHTYy (BHIBl ~ JIOKyMEHTOB-
IPUIIOKEHU N HE TIePEUNCIIAIOTCS):

«JIOKyMEHTBI K TIPOTOKOJIaM 3aceiannii HayuHO-TeXHIIEeCKOro COBETan,

«ITpOTOKOJIBI IPOU3BOACTBEHHBIX COBEIUAHUM [IPU TUPEKTOPE U JIOKYMEHTEI K
HUM.

B 3aromoBkax e, IMpeJHAa3HAYeHHBIX JUIS T[PYNIHAPOBKU OHOTHITHBIX
JIOKYMEHTOB, 3Ta TpyMIia JOKYMEHTOB yKa3bIBa€TCsl BO MHOXKECTBEHHOM YHCIIE:

«ITpOTOKOJIBI 3aceiaHni TUPEKIUI.

B 3arosioBKax jell, CoJeprKalliuX MepernucKy, yKa3pBaeTcs, ¢ KeM U 10 KaKOMy
BOIIPOCY OHA BEIETCS:

«Ilepenucka ¢ OOpa3oBaTeNbHLIMM  YUYPEXKJICHUSIMH O  [OBBILICHHA
KBATUPHUKALUU pAOOTHUKOBY. “

B  3arojoBkax  Jiej, COAEpKallMX  IEpernucKky ¢  OJHOPOJHBIMHU
KOPPECHOH/I€HTAMH, [10CJIe/IHMe He Ha3blBAlOTCs, a YKasblBaeTCA HUX BHIOBOC
Ha3BaHUeE:!

«Ilepenucka ¢ (QenepalbHBIMH OpraHaMd HCIIOJHHUTCIBHOM BIAcTH O
3aKJIIOYEHUH U UCIIOJTHEHUH rOCyAapCTBEHHBIX KOHTPAKTOBY.

B  3arofoBkax Jel, COJEpKAIMX  MEPENHCKY C  PasHOPOJHBIMH
KOPPECIIOHIEHTaMH, [TOCJIEIHUE HE MEPEYHUCIISIOTCS!

«Ilepenucka 0 3aKJIIOHCHUH U UCTIOJHEHUH IOCY IapCTBEHHBIX KOHTPAKTOBY.

B 3aronoBke [eja yKa3bIBaeTCsl KOHKPETHBIM KOPPECIIOH/IEHT, €CIIU MepenucKa
BEJIETCS TOJIBKO C HUM:

«ITepemucka ¢ OO0 «l'opcBsi3p» 0 NPEIOCTABICHUN YCITYT CBSI3U.

[Tpu oGO3HAUEHWM B 3arojlOBKax Jell aJMHUHHACTPATHBHO-TEPPUTOPHANILHBIX
eIMHKII YUUTBIBACTCS Clle/lytollee:

eclIi COoJIepKaHKe Jielia KacaeTesl HECKOJIbKUX OJHOPOIHBIX aIMUHUCTPAaTUBHO-
TEPPUTOPUATBHBIX €IMHHUI], B 3aroJIOBKE [eja HE YKa3bIBAIOTCA HMX KOHKDETHBIC
Ha3BaHMs, a YKa3bIBaeTCs UX 00llee BUI0BOE Ha3BaHKeE:

«[Tepermcka ¢ y4peXkJeHMSIMH KyJbTYpbl aJMUHHCTPATUBHBIX OKPYIOB
MoCKBBI». ’

eclIi coJep)KaHue Jlela KacaeTcs OHOW aJIMMHUCTPaTHBHO-TEPPUTOPUATIEHON

eIMHUIIEI (HAaceJIEHHOTO MyHKTa), ee (ero) Ha3BaHUe yKa3hbIBAaeTCsl B 3ar0JIOBKE JeJa:

«Ilepemmcka ¢ GuidaioMm B MOCKOBCKOH 061macTd O IUIAHUPOBAaHHH H
OTYETHOCTHY.
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B 3aronoBkax e, COAep)KaIMX IUIAHOBYIO HJIM OTYETHYIO JOKYMEHTAIHUIO,
yKa3blBaeTcsl Mepuoi (Mecsl, KBapTal, rod) Ha (3a) KOTOPBIM COCTABIIEHBI ILIAHBI
(oT4eThl):

«OTYeTHl CTPYKTYPHBIX Mojpazaenenni 3a 2017 roa»;

«CTaTHCTUYECKUH OTUET O YMCIEHHOCTH, COCTaBe U ABMKEHMHU KaJpoB 3a 2017
rox (¢. No 27-rom)».

[Tpy (OpPMUPOBAHUMK Jelia U3 HECKONBKHX TOMOB (4acTei), Kpome OOIIero
3aroJIOBKa Jeja Ipd HeoOXOJMMOCTH COCTABIIAIOTCS 3arojOBKH KaXIOro ToMa
(4acTH), yTOYHSIOIIE COJIepKaHie TOMOB (dacTeil) rena.

3aro/l0BKH e MOI'yT YTOUHATBCS B MpoLecce GOPMUPOBAHHSA U OQOPMIEHHS
Iell.

8.15. I'pacha 3 «KonuvecTBo ey» 3amONHACTCS [0 OKOHYAHWM KaJIeHIapHOTO
roza. ITo TOCTHKEHHH J1eJI0M, BKJIFOUAIOIIMM JOKyMEHTH BpeMeHHBIX (cBhime 10 ner)
M TOCTOSIHHOIO CpPOKOB XpaHeHusi, oObema B 250 JIMCTOB, TOM 3aKpbIBAETCAd H
OTKpBIBAaeTCS HOBBIM TOM. B rpade 3 HOMEHKIATypbl Jel IOCIeJ0BaTebHO
YKa3bIBAlOTCsI HOMEpa TOMOB U KpakHKe JIaThl JIOKYMEHTOB Ka)KJ10ro TOMa:

T. 1. 11.01.201%

30.06.2017

DJIeKTpOHHBIE J€ja Ha ToMa (YacTW) He pasjelsitorcs. Bee aieKTpOHHEIE
JIOKYMEHTBI, HE3aBUCHMO OT UX 00beMa, BKIIKOUAIOTCS B OJTHO 3JICKTPOHHOE JIEJIO0.

8.16. B rpade 4 «Cpox xpaHeHus W No CTaTbd 10 NEPEYHIO» yKa3bIBAIOTCSH
CPOKH XpaHEHUs J1e] U HOMepa CTaTel 110 TUIIOBOMY HIIN BEZIOMCTBEHHOMY ITIEPEUHIO
JIOKyMEHTOB C YyKa3aHHeM CPOKOB XpaHEHHMs, (eIepajbHOMY 3aKOHy WM HHOMY
HOPMAaTHBHOMY IPaBOBOMY aKTY.

8.17. B rpade 5 «Ilpumeyanue» MpOCTaBISAIOTCS OTMETKM O 3aBEACHHMH €I
(«3aBezieHO»), O Mepexosux jaeiax (Hampumep, «Ilepexonsiiee ¢ 2016 roga»), o
BBIIENICHUH JIe]] K YHUUTOXKEHHUIO, O JIULaX, OTBETCTBEHHbIX 3a (POPMHUPOBAHHUE IET, O
nepenaye el B IpyTryro OpraHU3aluio JJIs TPOAOIDKCHUSI. .‘

Ecnu  neno  ¢dopmupyercs B HMH(QOPMALMOHHOM CHUCTEME U BKIIOYAET
3JIEKTPOHHBIE TOKYMeHThI, B rpade «[Ipumeuanue» orMedaeTcs, 4To A0 BelETCS B
5JEKTPOHHOM BH/IE C YKa3aHHeM HauMEHOBaHMs MH()OPMAIMOHHOM CHCTEMBI:

«Dnexrponnsie nokymentsl. COJI «Kanuenspus», B «CiyxeOHbIe 3amUCKu».

8.18. I'lo 3aBepllleHUHU J1€JIONPOU3BOJCTBEHHOIO I'0Jla B KOHIIE HOMEHKJIATYphl’
Jel B KaXIAOM CTPYKTYPHOM IIOJpa3JesieHud oQpopMIIsgeTcs WTOrOBasi 3aliCh, B
KOTOPYIO BHOCATCS CBEIEHHs O KOJMYECTBE 3aBEJEHHbIX el (TOMOB, 4YacTeii),
OTIENBHO IIOCTOSSIHHOI'O M BpPEMEHHBIX CpPOKOB XpaHEHUs, BPEMEHHBIX CPOKOB
xpanenuss ¢ ormeTkoi «OIIK» u nepexomsamux. Krorosas 3amuch JIOTIOJTHSIETCS]
JAHHBIMK O KOJIMYECTBE 3JICKTPOHHBIX JISJT COOTBETCTBYIOIIMX CPOKOB XpPaHEHHS.

B urToroByro 3amuch CBOJHON HOMEHKJIATYpbl JeJl CBEIAEHHS BHOCATCH HA
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OCHOBaHWHM J[aHHBIX, NEpPeJaHHBIX M3 CTPYKTYpHbIX moapasgenenust I'AY IO
«BUTTKPO».

8.19. Jlena co aHs ux 3aBenenus no nepegaaud B apxuB [AY JAI10 «BUTTKPO»
WIH JI0 BbIJIEJIEHUS] UX K YHUYTOKEHHUIO 110 UCTEUCHUU CPOKa kpaHeHHﬂ XpaHATCcA 110
MECTY UX (POPMUPOBAHMUSI.

Jleno cumrTaercss 3aBeJICHHBIM C MOMEHTA BKJIIOYEHHS B HCTO IIEPBOrO
UCITOJIHEHHOT'O JOKYMEHTA.

8.20. [Tpu dhopmupoBaHuu Jes Ha OyMaXHOM HOCUTENE AOJDKHBI COOMIONATLC
cieayrolue oduiye npasuia:

B J€JIO TIOMEIAI0TCS UCTIOJHEHHbIE JOKYMEHTBI, COOTBETCTBYIOILUE 10 CBOEMY
COJIep KaHMIO 3ar0JIOBKY Jie/1a N0 HOMEHKJIAType Jell;

NPUJIOXKEHUS TTIOMEIIAIOTCSI BMECTE ¢ OCHOBHBIMM JIOKyMEHTAMH;

B JICJIO BKJTFOUAIOTCS JJOKYMEHTBI OJTHOTO KaJIEHJapHOro roJa, 3a UCKII0YEHHEM
MEePEeXOASIINX 1el;

JIOKYMEHTBI MOCTOSTHHOIO WM BPEMEHHBIX CPOKOB XpaHEHMs IPYIIIHPYOTCS B
Jena pa3esbHo; '

B JIEJIO BKJIFOYAETCS 110 OJTHOMY JK3EMILIAPY KaKIA0ro JOKYMEHTa,

(akcorpaMMbl, TejierpamMMbl, Tele(OHOrpaMMbl [OMELIAIOTCS B Jela ¢
NepenucKoil Ha OOIIMX OCHOBaHUSAX;

B JIEJI0 TTOMEIIAIOTCSl JOKYMEHTHI TPaBUJIBHO UM MOJHOCTBIO OGOPMIICHHBIE
(IOKyMEHTBI JIOJDKHBI UMETh J1aTy, [OAIUCH U APYTHe He0OOX0IUMbIe PEKBU3UTEI);

B JeJI0 HE BKJIIOYAIOTCS JOKYMEHTBI, IOJyIeXKallie BO3BpaTy, JHIIHUE
3K3EMILISPhl ¥ YEPHOBUKH (3@ UCKITIOUEHHEM 0CO00 LIEHHBIX);

mo o0beMy [ej10, BK/IOYalolllee JOKYMEHTbl Ha OyMa)KHOM HOCHUTeENe, He
IOJDKHO TpeBbImarh 250 TUCTOB, MpU ToNIMHE He Oosee 4 cM (TONIMIMHA OEN CO
cpokamu xpaHeHust 10 10 net He nosmkHa npesbimark 10 cm). IIpu npeBbIIEHAN
JaHHOTO 00BeMa 3aBOJAMTCS BTOPOH ToM. [IpH HAIMYMK B J€Jle HECKOJBKAX TOMOB
("4acreit) MHIEKC M 3aroJIOBOK Jiejla MPOCTABIISIFOTCS Ha Ka)XIOM TOME ¢ J00aBIeHUEM
o6o3Hauenuii: «T. 1», «T. 2».

JIOKyMeHTBI BHYTPHU [iejla pacrojaraioTcsi CHA3Y BBEPX B XPOHOJOTMYECKOH,
BOIPOCHO-JIOTMYECKOM MOCIIe10BATEIbHOCTH HIIM UX COUYETaHUU.

PacnopsiaurenbHble  JIOKYMEHTBI TPYNIMPYIOTCS B Jiella [0 BHAaM U
XPOHOJIOTHUHA C OTHOCSILLUMMHUCS K HUM IPUIOKEHUSIMHU. JIOKyMEHTHI - OCHOBAaHHS K
pacnopsiAUTeNIbHBIM IOKYMEHTaM BKJTIOUAIOTCS B OTJEIBHOE J1ETI0.

[IpoTokonbl B Jelie pacroiaraloTcsi B XPOHOJIOTMYECKOM TOpsKe U II0
HOMEpaM.

JIOKyMeHTBI K 3aceaHusIM (COBELIaHUAM) TPYNIUPYIOTCS B OTHAEIbHOE JEO,
KaK ¥ IIPUIIOJKEHMs K IIPOTOKOJIAM, €C/IM OHH COjepiKaT Ooliee 25 ITHCTOB. )

JIOKYMEHTBI K TMPOTOKOIAM, €CIIM OHW CrpYIIIHPOBAHBI B OTHAEJbHbBIE Jela,
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CHUCTEMAaTU3UPYIOTCsI BHYTPH J€j1a 10 MOPSIKY HOMEPOB IIPOTOKOJIOB.

JlokanbHbBle HOpPMATUBHbIC aKThl, YTBEPXKIEHHBIE PaCIOPAIUTEIbHBIMU-
JOKYMEHTaMH, SBISIOTCS [PUIOKECHUAMU K HHM H prflnnpyroTCH BMECTE C
YKa3aHHBIMU JIOKYMEHTaMH.

[IpyKa3bl 10 OCHOBHOW JEATENBHOCTH I'PYIIHPYIOTCSA OTAEIBHO OT IPUKA30B
0 JWYHOMY COCTaBy ¥ TPUKA30B 10 aJAMHUHUCTPAaTHBHO-XO3sHCTBEHHOM
e TENbHOCTH .

[Iprkaspl Mo JUYHOMY COCTaBy (OPMHUPYIOTCS B J€jla B COOTBETCTBHH CO
CpPOKaMU XpaHEHHUs.

JIOKYMEHTBI B JIMUHBIX JIeJaX pacrolaratoTcs 110 Mepe X MOCTYIICHHUS.

[Mepenucka rpynmupyercs B Jefa IO TeMaTHKe W/WIM KOPPECHOHICHTaM H
CHUCTEMATH3UPYeTCs B XPOHOJIONMYECKOHN II0CIIe0BATEIbHOCTH: HNOKYMEHT-OTBET
MOMEINAETCS 38 JOKYMEHTOM-TTPock00it (3anpocom). [Ipu Bo30OHOBIEHNH NEPENUCKH
[0 ONpeJIeIeHHOMY BONPOCY, HauaBIIeWCss B MpPeAbIAYLIEM IOy, JIOKyMEHTHI
BKJIFOUAIOTCS B 16710 TEKYIIero rojia ¢ yKasaHHeM HHIeKCa [eNa IpebIIyIlero roja.

DNeKTpPOHHBIE  JOKYMEHTHI (OPMHUpPYIOTCS B  OJJEKTPOHHBIE Jiela B
cooTBeTcTBMM ¢ HoMmeHkmatypoi gmen T[AY A0  «BUIIKPO» B  ToOi
MH(GOPMALIMOHHOM CHCTEME, B KOTOPOW OHH OBbUIM CO3JaHbl WIM B KOTOPYIO OBLIM
BKJIFOYEHBI.

8.21. s obecrieueHusi COXPaAaHHOCTH, yueTa JJOKYMEHTOB U JIe]l CTPYKTYPHOI'O
o/ipa3/ieIeH s U OpPraHU3aluy 10CTyIa K HUM IIPOBOJAUTCS KOMILIEKC padoT:

CO3/IaHKE ONTHUMAJILHBIX YCIIOBUI XpaHEHUs JOKYMEHTOB U e,

pa3MmelneHue J1ed;

MPOBEPKa HAJIMYMSI U COCTOSIHUSL IOKYMEHTOB U JI€J;

coOoieHre nopsiika BblJ1avuu Jiell.

8.22. Jlena pa3meunjator B pabouMxX KOMHATax WM CHIELHAIBHO OTBEICHHBIX
IUISL OTOM LeJdd IOMeIIeHHWsX B Imkadax, Ha cTeluiaxax, 4ToObl 00ecrneYuTh UX
COXPaHHOCTb U 3alLLUTYy OT BO3/JEHCTBUS BpPeHBIX ()AaKTOPOB.

" B cootercTBuM ¢ IlepeuHeM THMOBBIX YNPABIEHUYECKMX APXMBHBIX JAOKYMEHTOB, OOpasylOIIMXCA B MPOLECCE
NEATENBHOCTH FOCYapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CAMOYMNpPABJIEHUsl U OPraHU3alMi, ¢ yKa3aHHEM CPOKOB
XpaHeHHUsl, YTBEPXKIACHHBIM NMPHKa30oM MHUHHCTEPCTBa KyabTypsl Poccuiickoit ®enepanmu ot 25 asrycra 2010 r. Ne 558
«O6 yrBepkaeHuu [lepeyHsi THUMOBBIX YMPABJIEHUECKHX aPXHMBHBIX JOKYMEHTOB, - 00pa3yloUuxcs B MpoLecce
JEATENIbHOCTH I'OCYIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIpaBJIeHUs U OpraHU3alHii, ¢ yKa3aHHEM CPOKOB
XpaHeHus» (3apeructpupoBaH B MuHuctepeTBe toctuumn  Poccuiickoit  ®enepaumu 8 centsbps 2010 r.,
peructpaunoHHbiii Ne 18380); ¢ u3MeHeHHsIMM, BHECEHHBIMM [pHKa3oM MMUHUCTEPCTBA KyJIbTYypbl Poccuiickoii
OQenepauuu o1 16.02.2016 Ne403 «O BHeceHuM wu3MeHeHuM B [lepeueHb THUIOBBIX YMPaBIEHYECKUX AapXHBHBIX
JOKYMEHTOB, 00pasylolMXcsi B Mpolecce AeATeIbHOCTH TOCYJapCTBEHHbIX OPraHOB, OPraHOB MECTHOTO
CaMOYTPABJIECHUs U OPraHU3aLMi, ¢ YKa3aHUEM CPOKOB XPaHEHUs, YTBEPKACHHbIN NpruKka3oM MUHUCTEPCTBA KYIbTYpPHI
Poccuiickoit @enepauuu ot 25 asrycra 2010 r. Ne 558» (3apeructpuposan B MunucTepcTBe rocTulmu Poccuiickoi
Qepepaunu 15 mapra 2016 r., perucTpaunoHHbli Ne 41414), Kk aAMHUHUCTPATUBHO-XO3SMMCTBEHHON ACATEIBHOCTH
OTHOCSATCA BOMPOCHI MO COOMIONEHWIO MNpaBWJ BHYTPEHHEr0 pacriopsaka, I3KCIUTyaTalMyd CIyXEOHBIX 3HaHHMH,
TPaHCIIOPTHOMY 00C/TyKUBAHUIO, BHYTpEHHEH CBsA3M, 00ecreueH o 6e30MacHOCTH OpraHU3alii.
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Jena uis ux y4dera u ObICTPOTO MOUCKA JOJKHBI PACIOIaraTbCs BEPTHKAIBHO,-
KOpEIIKaMH HapyKy M B COOTBETCTBHH C HOMEHKIATypo#i nest. Ha kopemikax o6moxex
IeJ yKa3bIBAlOTCSl MHIEKChI 0 HOMEHKIIAType Jell, IpH HE0OOXOAUMOCTH HOMED TOMa
nena, pary nena. HomenknaTypa pen WM BBIIMCKA K3 Hee IIOMENIaeTcs Ha
BHyTpeHHel cTopoHe uikada.

8.23. IlpoBepkr Hamuuusg U COCTOSIHHAS IOKYMEHTOB M O B IENIX
YCTaHOBJIEHUS bakTHUecKoro HaJIMYUS aen JIOJDKHBI IIPOBOJUTECS
IeJIONPOU3BOAUTENEM [TOpa3/IeIeHUs B Cllydasx:

nepes nepegaveil JOKyMEeHTOB B apXUB OpraHu3aluy;

IIpU NIepEMEILIEHUN Jel;

IIPH CMEHE PYKOBOJUTEJISI CTPYKTYPHOTO MOIpa3ieICHuUs], FOPUCKOHCYIIbTA;

OpU peopraHu3allid W JIMKBUJALUMK OpPraHu3aluyd WM CTPYKTYPHOIO
Mo/[pa3ieIeHusl. .‘

IIpoBepka HaJW4Ms MPOBOAMUTCA IyTEM CBEPKM CTaTell HOMEHKJIATYPBI JEN C
OIIMCAHHEeM Jell Ha 00JIOKKe, a (PH3MUECcKoe COCTOSHUE JeNl ONpe/eNsIeTcs MyTeM HX
BU3YaJIbHOI0 MPOCMOTpa. Bee oOHapyKeHHbIE HEIOCTATKU J0JKHbBI (PUKCUPOBATHCS B
aKTe MPOBEPKU HAIIMUYUS U COCTOSIHUS JIEJ1.

8.24. B cnyuae BBISIBIIEHUSI OTCYTCTBHUs JI€J1, YUCISALLUMUXCA MO HOMEHKIIAType
7ell, PYKOBOJCTBOM IIOJpa3/iejieHHi NPUHUMAIOTCS Mepbl IO UX po3bicKy. Ecimu
PO3BICK JIeJT He JaeT pe3ysbTaTa, COCTaBISETCs ClpaBKa O NMPUYMHAX UX OTCYTCTBUS,
KOTOpasi MOJNKCBHIBACTCS PYKOBOAUTEJIEM IOAPA3LEICHUS W IPEACTABIAETCS
CEKpeTapro-CHEeLUATUCTY I10 KaJpaM.

®axT yrpaThl aena (Jei1) (GUKCUPYETCs B aKTe, COCTaBIISIEMOM CEKpeTapeM-
CHEUUAIUCTOM IO KaJpaM M pPYKOBOJUTENEM CTPYKTYPHOIO IIOApa3JeICHUs.
(YMOJIHOMOYEHHBIM KM JIMLIOM) B JBYX 3K3eMIUIIpax: MO0 OJHOMY 3K3eMIULIPY aKTa
XPAaHUTCS y CeKpeTaps-CleLUalInCTa 10 KaJpaM U B CTPYKTYPHOM MOAPA3EICHUN.

8.25. DKkcniepTh3a  LEHHOCTH  JOKYMEHTOB  IIPOBOAMTCS Ha  OCHOBE
3aKOHOJATEJIbHBIX U MHBIX HOPMATHBHBIX MPaBOBBIX akTOB Poccuiickoit denepanuu,
YCTaHABJIMBAIOMIUX TPeGOBaHMS K CPOKAM XpaHEHHS IOKYMEHTOB, THIIOBHIX H
BEJJOMCTBEHHBIX NIEPEUHEH JOKYMEHTOB C yKa3aHUEM CPOKOB X XpaHEHUS:

IIPY COCTABJIEHUU HOMEHKIIATYPhI Jel; C

npu noaroroBke aen K nepenaye B apxus [AY JIITO «BUTIKPOy;

B apxuse ['AY JII10 «BUTTKPO».

8.26. Jlnst opraHu3audu M IMpoBeeHUss paboThl MO IKCHEPTH3E LEHHOCTU
nokymentoB B 'AY JIITIO «BUIIKPO» npukazoM pekTopa co3iaercst SKCIepTHas
Komuccus (manee - DK). ) ‘

3amauu, QyHKUMM, T@paBa, opraHuszanus paboter DK  ompenensroTcs
MOJIOXKEHUEM O HEW, KOTopoe pa3paldaTbiBaeTCs Ha OCHOBAHHHM IPUMEpPHOIO
I10JIOKEHMUSI, YTBEPIKAECHHOTO YII0JJHOMOUYEHHBIM (he/iepaibHbIM OPraHOM
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o 16
HUCIIOJTHUTEJIbHOU BJIACTH B cd)epe APXHWBHOI'O A€Jia U I[GHOHpOHSBO[ICTBa .

8.27. OcHoBHBIMU GyHKIMsIMHU DK sABIAIOTCA:

OpraHU3alus eXXeroaHoro 0TOopa aes Il XpaHEeHUs U YHUYTOKEHHUS,

paccCMOTpeHHe | corjlacoBaHHe TMpoekTa HoMeHKknaTypel gen ['AY IO
«BUITKPO», ommceil mea IMOCTOSHHOTO W BpeMeHHbIX (cBbime 10 7eT) cpoKoB
XpaHEeHUsI, B TOM YHCJIe 10 JIMYHOMY COCTaBY, aKTOB O BbIAEICHUHA K YHUYTOKCHHIO
1ieJl, He TIOJIeKAIUX XPaHEeHHIO;

ydyacThe B I[OATOTOBKE M PAacCMOTPEHHH IIPOEKTOB HOPMATHBHBIX U
METOJIMYECKUX JOKYMEHTOB I10 BOIpocaM paboThl ¢ JOKyMEHTaMU B OpraHU3aIiH.

8.28. DkcnepTU3a LEHHOCTH  JIOKYMEHTOB  OCYILLECTBJISETCS  €XKETOJHO
nenonpoussoauTensaMu nojapasaenenuii copmectHo ¢ DK I'AY 1O «BUITKPO» n
0]l METOIMYECKUM PYKOBOJICTBOM CEKpeTapsi-CrelHalnucTa o Kajgpam.

8.29. [lpu MpoBeIEHWH SKCIEPTHU3bl LIEHHOCTH AOKYMEHTOB IIPHU IMOJATrOTOBKE
nen k nepenade B apxuB ['AY JII1O «BUITKPO» ocymecTBisieTcs:

0oT0Op [OKYMEHTOB IIOCTOSSHHOTO M BpeMeHHbIX (cBblme 10 JjieT) CpoKoB
xpanenus 1ist nepenayu B apxus ['AY JITIO «BUTIKPOy;

0TOOp TIOKYMEHTOB BpeMeHHbIX (710 10 JIeT BKJIIOUUTENIBHO) CPOKOB XPAHEHUS U
¢ moMeTkamu «Jlo MUHOBaHUS HaJ00HOCTHY», «/l0 3aMeHbl HOBBIMWY, MOIJIEKALIUX.
NaJbHEUIIIEMY XPaHEHHIO B CTPYKTYPHbIX OAPA3ACICHUIX;

BBIJIEICHUEe K YHUYTOXKEHHUIO e 3a IpeAblAyLIHe IOJbl, CPOKH XPaHECHHS
KOTOPBIX UCTEKJIH.

OnHOBpPEMEHHO TPOBEpsieTCs] KaueCTBO W I0JIHOTa HOMEHKJIATypel aen ['AY
JITO «BUTTKPO», mpaBujibHOCT ONIPEAEIIEHUS] CPOKOB XPAHEHHUS JEl.

8.30. Jlesia moCTOSIHHOTO M BpeMeHHBIX (CBbillle 10 J1€T) CpPOKOB XpaHEHUs
MOJJIEXKAT TOJMCTHOMY IPOCMOTPY MJIS BBIACTCHHUS U3 HX COCTaBa JIOKyMEHTOB
BpeMeHHBIX (10 10 1eT) cpoKOB XpaHEeHUsI.

Hena ¢ ormetkod «DITK» moaBepraroTcsi MOJUCTHOMY IMPOCMOTPY B ILEIAX
OMpEJeNIEHUs] U BBIACJICHUS] U3 UX COCTaBa JOKYMEHTOB, MOJJIEKAIIMX MOCTOSHHOMY
XPaHEHHUIO.

8.31. OTOOp 2JeKTPOHHBIX JOKYMEHTOB JJisi nepenadd B apxuB ['AY IO
«BUIIKPO» ocymecTBiaseTcss B aBTOMaTU3UPOBAaHHOM peXUME IIyTeM oTOopa
JOKYMEHTOB U3 6a3 1aHHBIX WHGOPMALIMOHHBIX CUCTEM 10 nmpu3HaKy «MHuekc nena»
(«Cpok xpaHeHHUsD»).

8.32. I[lo pesynbpTaTam 3KClEepTU3bl LEHHOCTH JokyMeHToB B ['AY IIO
«BUIIKPO» mpoBoauTcst opopMiieHUE 1€ U COCTABJISIIOTCSI OMUCH el TOCTOSIHHOTO

' Mpukas denepanbHOro apxuBHOro arentcTea oT 11.04.2018 Ne 43 «O6 yTBepkaeHun [IpumepHOro monoxxeHus 06
IKCIEPTHOM KOMMCCHMM OpraHu3auuu» (3aperucTpuposaH B MunncrtepetBe toctuimu  Poccuiickoit Penepanuu
15.06.2018, peructpauroHnHbiii Ne 51357).
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XpaHEeHHs, BPeMEeHHbIX (CBbIIe 10 JIeT) CPOKOB XpaHEHHMs M MO JMYHOMY COCTaBy, a
TaK)Xe aKThl O BBIACJICHUU K YHUUTOKEHHUIO J1eJ1, He MOJUIeKAIINX XPaHEHHIO.

Omnucy e MOCTOSHHOTO XpaHeHHs, BpeMeHHbIX (cBbime 10 JeT) cpokoB
XPaHEHHUs U [0 JIMYHOMY COCTaBYy, a TAKyKe aKThl O BBIJAC/ICHUH K YHUYTOXEHUIO JEl,
He MOMJIeXAaIlUX XpaHeHWIo, paccMaTpuBaroTcsi Ha 3acemanuu DK T'AY IO
«BUITKPO» onnoBpemenHo. CornacoBaHHble DK aKTbl ¥ OIHCH YTBEPKAAIOTCS
pextopom ['AY IITO «BUTIKPO».

8.33. [ema, obpazomaBuivecs B aestenbHoctd ['AY IO «BUIIKPO» u
NoJyIeXKAIINe XPAHEHHIO, TPOXO/ST MOJIHOE WM YacTHuHOoe odopmienue. [lonHomy
oopMIIEHUIO TIOJUIeKAT Jejla BpeMeHHbIX (cBbimie 10 51eT) CpOKOB XpaHEHUS H
MOCTOSIHHOTO XpaHeHus. Jlena BpemeHHBIX (10 10 7€T) CpOKOB XpaHEHUs IMOIJIEkKAT
JaCTHYHOMY O(OPMIIEHHUIO. "

OdopmieHne ael NPOBOAUTCA B CTPYKTYpHBIX mompaszienenusx [AY IO
«BUTTKPO» no mMecTy (ppopMUpOBaHUsI JOKYMEHTOB B JleJa.

8.34. IlonHoe opopmiienue nena Ha OyMaXHOM HOCUTENIE BKITIOYAeT:

odopMIIeHHE PEKBU3UTOB 00JI0KKH Jiena 110 (GopMme;

HYMEpalXIO JIUCTOB B JIEJIE;

COCTaBJICHHE JIUCTA-3aBEpUTEJIS 1eJ1a;

cocTaBlieHHe B HEOOXOAUMBIX Clly4asix BHYTPEHHE!W ONUCU JOKYMEHTOB J1€71a;

MOJILUIMBKY U MEpeIIeT Aea;

BHECCHHE HEOOXOIMMBIX YTOYHEHHH B PEKBU3UTHI O0JIOKKHU Aena (YyTOYHEHUe
Ha3BaHus ['AY JII1O «BbUITKPO» 3a pa3Hble rojsl, MHAEKCa Aeia, KpalHUX AaT Aena,
3aroJIoBKa Jeja). '

Jluct-3aBepuTenpb Aella, BHyTPEHHsISl ONUCh JOKYMEHTOB Jiella U 00JI0KKa Aena
COCTaBIISAIOTCS 110 POpMaMm, yeTaHOBIeHHbIM [IpaBHIaMi XpaHeHHs .

8.35. Mlena BpeMeHHBbIX (10 10 jeT BKIIOYUTEIBHO) CPOKOB XpaHEHHSI,
NoJJIeXKallie YaCTUYHOMY O(QOPMIICHHUIO, IOITYCKAETCsl XPAaHUTh B TAlKaX, B KOTOPBIX
JieNla XpaHWIKCh B JIeJIONPOU3BOJCTBE, MEPECUCTEMATH3AINA TOKYMEHTOB B Jiejie He
OPOBOAMTCS, JIMCTBHI Jejla He HyMEepyloTcs, JIMCThl - 3aBepUTeNd Jejla He-
cocraBisitorcsi. Ha o0noxkke pgena B COOTBETCTBUM C  HOMEHKIIATYpOH el
3aMoONHSIIOTC peKBU3UTHI: HauMmeHoBaHue opranmzanuu (ITAY JIIIO «BUITKPO»),
HAaUMEHOBaHUE TI0/Ipa3/ie/ieHus, HMHJEKC [eja, 3arojoBOK Jelia, CPOK XpaHEHHS
JIOKYMEHTOB.

8.36. Ha obGnoxke nesl BpeMeHHbIX (cBbile 10 /1€T) CPOKOB XpaHEHUS W TIO
JTMYHOMY COCTaBY yKa3bIBaIOTCS:

HaMMEHOBAHUE BBILIECTOSIIEN OPraHu3alii (OpraHU3aluy - YUPEIUTEN);
HauMeHoBanue opranuzanuu (I'AY JAI1O «bBUTTIKPO»);

” IMpunoxenus Ne 8, 27, 28 k [1paBuiam xpaHeHus.
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HAaUMEHOBAHHE CTPYKTYPHOIO MO/Ipa3/ielIeHU;

HHJICKC JieJia 0 HOMEHKJIaType e,

HOMEp TOMa (4acTu);

3aroJI0BOK Jiejia (ToMa, 9acTH);

KpaiHH1e OaThl [eia (ToMa, YacTh);

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEHUs [1eNa;

apXUBHBIN WP Aena.

Ha o6noxKkax e MOCTOSHHOTO XpaHEeHUs] HaJl HAMMEHOBAaHUEM OpraHM3al[iu
(TAY OITO «BUITKPO») yka3piBaeTcs HaWMMEHOBaHHE [OCYHAapCTBEHHOI'O apXuBa
(TKY BO «I"ocynapcTBeHHbIN apxuB bpsiHCKOI 00acTtiy). i

8.37. I'lpu odbopmieHrnn oOI0KKH Aena:

nanmenoBanne [AY JIIIO «BUIIKPO» yka3piBaeTcss IOJIHOCTBIO, B
UMEHUTENBHOM IMaJie’ke, ¢ YyKa3aHueM OQUUUAIBHO I[IPUHITOIO COKPALEHHOTO
Ha¥MeHOBaHus (IIPH €ro HAJIMYKH), KOTOPOE YKa3bIBAeTCs B CKOOKaX IOCIIE IIOJIHOIO
HAaWMEHOBAaHUS; ,_

HAaMMEHOBaHHWE CTPYKTYPHOI'O I[10/pa3/ie/ieHus YKa3blBaeTCs IIOJIHOCTBIO B
cooTBeTCTBUM ¢ yTBepkaeHHou ctpykrypoit 'AY JITO «bUIIKPO» (mpu Hanu4uu
COKpAILEHHOT'0 HAaUMEHOBaHHUsl CTPYKTYPHOIO IOJpa3/ielieHHss OHO YKa3bIBaeTCs B
ckoOKax);

MHJIEKC JieJia IIPOCTAaBIIAEeTCS] B COOTBETCTBUM C HOMEHKIJIATYPOU Ne;

3aroJIOBOK JieJia MEPEHOCUTCS U3 HOMEHKJIATYpPhI /1e)l (B HEOOXOAUMBIX CIIydasx.
B 3ar0JIOBOK BHOCSATCSI YTOUHEHUS );

natel gena (roa(bl) 3aBe/IeHusl 1 OKOHYAHUS JiejIa B JISIOTPOU3BOICTBE).

[Tpu usmenenuu Haumenosanus ['AY 110 «bUTTKPO» unu nogpasnenenus B
TeUYeHHE TepHUoja, OXBAaThIBAEMOI'O JOKyMEHTaMHU Jiejla, WK IIpU Iepenade lena B
apyroe noapaszfeieHue Ha 00JI0)KKe Jena I[0J MPeXHUM HauMEHOBaHUEM
yKa3bIBaeTCsi HOBOE HaWMEHOBAHWE OpraHu3aluu (IoApa3fiesieHus), a IpeKHee-
HAaUMEHOBAHUE 3aKTI0YAETCs B CKOOKH. |

WMHaeke aena w0 3aroyioBOK Jiefia MEepeHOCsITCS Ha OOJI0KKY M3 HOMEHKIIATYphl
nen. Eciu feno COCTOUT M3 HECKOJIBKUX YacTel, Ha 00JIOKKY KaXI0ro ToMa (4acTh)
BBIHOCHTCSI OOIIIMI 3ar0JIOBOK JieJia U 3ar0JIOBOK KaXKIOoW YacTH (IIpU ero HaJIudun).

JlaToii nen, coaepalluxX pacropsiIUTENbHYIO JTOKYMEHTALMI0, a TaKkXke Hell,
COCTOSIIIIUX M3 HECKOJbKUX TOMOB (4acTeil), SIBJISIFOTCS KpallHUE aThl JOKYMEHTOB
7ena, TO eCTh AaThl (YHCII0, MeCsI], F0/1) PETUCTPALUU (COCTABIEHNUS) CAMOT0 PaHHETO
U CaMoro IMO3JHero JOKYMEHTOB, BKIIOUEHHBIX B Jieno. [Ipu aToM neHp Mecsua (aBa
3HaKa) U roj (YeThipe 3HaKa) o003Haual0TCsl apaOCKUMH LIM(ppamMu, Ha3BaHUE MecsLa
IUIIETCs CIOBOM. Eciiv B 1€/10 BKITIOUEHBI TOKYMEHTBI, JaThl KOTOPBIX BBIXOIST 3a
KpaliHKWe JaThl Jesa, TO MO/l JaTaMu J1ejia, C HOBOW CTPOKH JeliaeTcs 3aluch: «B meine
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MMEIOTCs JIOKYMEHTBI 3a...10J1 (bl)». JlaTbl [esia MOryT He yKa3blBaThCs Ha OOJIOXKKeE
JIENT, COMEPIKAIUX, HAIIPUMEP, MOJIOBbIE TUIAHBI U OTYETHI, TaK KaK OHH OTPaXKaroTCs B
3aroJIOBKax Jell.

JlaraMu mena, cojepikaliero MpOTOKOJIbI 3aCeJaHul, SBJISIOTCS AaThl IIEPBOTO-
Y TIOCJIEIHETO IIPOTOKOJIA. '

KpaitHumMu fnatamy JIMYHOrO Jiejia sIBJAKOTCSA JaThl MOAMNMCAHUS IpUKa3a O
npueme (IIPY HAJIMYUK TPYAO0BOTO JOrOBOPA - JlaTa 3aK/IFOUeHHs. TPYL0BOrO JOr0BOpa)
U MprKaza 00 YBOJIBHEHUH JIMIA, HA KOTOPOE OHO 3aBelleHO. B cirydae cMepTH Jivia,
Ha KOTOpPOE 3aBEIeHO [eJ0, KOHEYHOW Jarodl sBisdeTcs Jara [JOKyMCHTa,
M3BEILAIOLIEr0 O €r0 KOHYMHE. 3

PeKkBU3UT «CPOK XpaHEHHUs! Jeja» TMepeHOCHUTCS Ha OOJIOKKY Jela Wu3
HOMEHKJIATYpBbl [IeJ1 MOC/ie CBEPKU €ro CO CPOKOM XpaHEHHsl, yKa3aHHBIM B IIEpEYHE
TUIIOBBIX JOKYMEHTOB WJIM B BEJOMCTBEHHOM II€pE€YHE [IOKYMEHTOB, C yKa3aHHEM
CPOKOB XpaHEHHS.

Ha fgenax mocTOSIHHOTO XpaHEeHHs MUIIETCs: « XpaHUTh TOCTOSTHHOY.

8.38.Il0 OKOHYAHMM rojia B HAAMUCU Ha OOJIOKKAxX [eJI IOCTOSHHOTO U
BpeMeHHBIX (cBbiie 10 J7eT) CpOKOB XpaHEHUsT BHOCITCS YTOYHEHHS: IIPH
HECOOTBETCTBUM 3aroJIOBKa Jie1 Ha OOJIOXKKE COACP/KaHUIO MOIIIUTHIX TOKYMEHTOB B
3aroJI0BOK Jiejia BHOCSTCSI K3MEHEHUS U JONOJHEHHUS.

HaumeHnoBaHHUs OpraHu3aldd U TOJApa3fesieHus, rog U HOMEp [ejla MOIYT
MIPOCTABJISATHCS HA 00JIOKKE C IIOMOIIBIO LITaMIIa.

8.39.B memsix oOecrieueHuss COXPAaHHOCTM U 3aKpEIUICHHS IIOpsaKa
pacrojoKeHUsT JTOKYMEHTOB, BKIIOUEHHBIX B [€J0, BCE €ro JIUCTBhI, KpOME JIUCTa
3aBEepUTENIs W BHYTPEHHEH OIUCH, HyMepyroTcs apaOCKUMU LU(ppaMu BajOBOM
HyMepanuen. JIMCTbl HyMepyroTcsi TpadUTOBBIM KapaHAAllOM WA HyMepaTOpOM
(ynorpebiieHHe UYepHUJ M LBETHbIX KapaHJalled [ HyMepaluu JKHCTOB He
IOIYCKAETCsI) CBEPXY BHM3, LIMGPBI NIPOCTABISAIOTCS B IPABOM BEPXHEM YLy JIACTA,
He 3aJieBas TeKCTa JOKyMEHTa. JIMCThl BHYTPEHHEH OIUCH HyMEPYIOTCS OTAEIBHO.

JIUCTHI e, COCTOSAILMUX W3 HECKOJIbKMX TOMOB WA 4acTeH, HyMepyloTCs II0
Ka)XJIOMy TOMY WJIA YaCTHU OT/IEJIbHO.

JIoKyMeHTbI ¢ COOCTBEHHOH HyMmepalued JIHCTOB HyMepylTcss B 0oOIIeM
TIOPSIZIKE.

Jluct nmroboro gopmara, NOJLIMTEIN 32 OJAMH Kpail, HymepyeTcst KaKk OOUH JIUCT-
B IIpaBOM BepxHeM yri1y. CJI07KeHHBIH JIMCT pa3BOpauuBaeTess U HyMepyeTcs B IPaBoM
BEpPXHEM yTily. JIMCT, CII0)KeHHBIN U MOAIIUTHIA 32 CEPeIUHY, IOJICKHUT NEPEIIUBKE U
HyMepyeTcsl KaK OJIUH JIUCT.

Ecnu B 1emno noAlUT KOHBEPT C BIIOXKEHHEM, CHadajla HyMepyeTcsl KOHBEPT, a
3aTEM OYEPEIHBIM MOPSAAKOBBIM HOMEPOM KaiK/10€ BIIOKEHHE B KOHBEPTE.

Eciu B Hymepauuu nuctoB jomymeHo Oonee 10 ommbok, Bce meno
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HyMepyeTcst 3aHOBO. IIpu 3TOM crapbie HOMepa 3a4epKUBAIOTCSA, U PAIOM CTaBUTCS
HOBBII HOMED JIKCTA.

[Ipg HamTU4YUK OTHENBHBIX OMMOOK B HyMepalUd JHUCTOB JOILyCKaeTCs
ynotpebieHne TUTEPHBIX (C OyKBEHHBIMU JOIOJIHEHUSAMHA) HOMEPOB JIUCTOB. i

8.40. Ilocne 3aBeplueHUs] HyMEpalWU JINCTOB COCTABJISETCS JIMCT-3aBEPUTEIh
Iella, KOTOPBIM pacrioyaraeTcsi B KOHIle nena. B ymcTe-3aBepurene nuppamu U
IPOMKCHIO YKa3bIBAIOTCA KOJIMYECTBO JIMCTOB B JAaHHOM Jiele, OCOOEHHOCTH
OTIENIBHBIX JOKYMEHTOB (HESICHBIN TeKCT, pa3pbIBbl, CKICHKH).

JIncr-3aBepuTens Jena TOANUCHIBAETCS €ro COCTaBUTENEM C yKa3aHUEM
JTOJDKHOCTH, MHULIMAJIOB U (haMUJIUH, 1aThl COCTABIICHUS.

KomuuecTBO JIMCTOB B Jiejle, yKa3aHHOE B JIMCTe-3aBepuTele Jelna,
IIPOCTaBIIseTCs Ha 00JI0XKKE J1er1a.

Eciu zeno neperieTeHo U NoJAnuTo 0e3 JIMcTa-3aBepuTesis, TO COCTaBIECHHbIN
JIUCT-3aBEPUTEIIb MTOJIKJIEUBAETCS K BHYTPEHHEH CTOpOHE 3aiHel 00JI0KKH Jea.

8.41. lng yyera [HOKYMEHTOB OIPEIECIEHHBIX KaTErOpUW IIOCTOSHHOIO K.
BpeMeHHOro (cBbiiie 10 J1eT) CPOKOB XpaHEHHUs, y4eT KOTOPBIX BBI3BaH CITELU(HKOI
JOKYMEHTAallUM, BKJIIFOUEHHOM B 110, COCTaBJIAECTCsS BHYTPEHHSS OIMCH JOKYMEHTOB
nena, noMelaemas B €ro Havajio.

BHYTpeHHIOIO OMUCH JODKHBI MMETh JIMYHbIE, CylIeOHble nena, MaTepHallbl
YTOJIOBHBIX JieJl, Jeja O NPUCYXJEHUU YUYEHBIX CTEIEHEH U IIPUCBOCHUH YYEHBIX
3BaHUM, JieNla, CBSI3aHHBIE C BblJIaueil aBTOPCKUX CBUAETEIBCTB U ITaTCHTHBIX-
HU300peTeHUH.

B kOHIle BHyTpeHHEH ONUCH yKa3bIBaeTCsl HU(PPaMH U MPOMUCHIO KOIUYECTBO
BKJIFOUEHHBIX B HE€ JJOKYMEHTOB U KOJMYECTBO JIUCTOB BHYTPEHHEMN OIMUCH.

BHYTpeHHHH OIIMCh JOKYMCHTOB [J¢fjia IIOATIMCBIBACTCSA COCTaBUTCIEM C
YKazaHUuEeM NOJIKHOCTH, MHUIIUAJIOB U (baMHJII/II/I, JaThbl COCTAaBJICHUS.
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Eciau neno mneperuieTeHo M MOAWMTO Oe3 BHYTPEHHEH OIMCH, TO COCTaBJICHHAs

BHYTPEHHSIS1 OIKCH [MOJKJICUBAETCS K BHYTPEeHHEH CTOPOHE JIMLEBOM 00JI0KKH Jea.

8.42. JTokyMeHTBI IIOCTOSIHHOTO, BpeMeHHBIX (cBbIIe 10 J1eT) CPOKOB XpaHEHHUS.-
W 110 IMYHOMY COCTaBY, COCTABJISIOLINE JeJI0, TIOMEIIAIOTCs B TBEpAble 00I0XKKA U3
KapTOHa, TOJAIIMBAIOTCS B 4YeTbIpe IMPOKONAa WM TEPETUIETAIOTCS €  y4eTOM
BO3MOXHOCTH CBOOOIHOIO YTEHHs TEKCTa BCEX JIOKYMEHTOB, J1aT, BU3 M PE3OJIOLUN
Ha HHX. Pe30JIOIMKM pPYKOBOJCTBAa, COCTABJICHHbIE Ha OTHAEIBHBIX JIMCTaX,
MOMELIAIOTC Hepell AOKYMeHTOM. IIpy MoAroToBKe e K MOAIIUBKE (IEeperviery)
IpOBepsIeTCsl MPABUWIBHOCTh UX (OPMHUPOBaHHUS, O(MOPMIIEHHS, BCE IIACTHKOBBIC W
MeTaJNINYECKHUEe KPETUIEHMUs], a TAKXKe TepMOIIeperieTbl U3 JOKYMEHTOB yIaJISIOTCA.

Jlenra TMOCTOSSHHOTO — XpaHEHHUs, COCTOslMe M3 0co00 ILEHHBIX WK
HeOpMaTHBIX JOKYMEHTOB, MOI'YT PUHUMATBLCS Ha XPAaHEHHE B 3aKPBITHIX TBEPIBIX
mankax ¢ TpeMs KjarmaHaMy U C 3aBsi3KaMH UM B KOPOOKax. '

8.43. TToaroroBKa 3JEKTPOHHBIX JOKYMEHTOB K nepenade B apxus ['AY JIIO
«BUTTKPO»  ocyIuecTBIseTCsl CTPYKTYPHBIM —IOApa3feleHueM -  BIAJENbLEM
COOTBETCTBYIOIIEH WH(POPMALIMOHHON CHUCTEMBl COBMECTHO C IOApa3JeIeHHEM
(cnemuanucrom), — obecrieunBalolM  (QYHKUHOHHpPOBaHHE  MHGMOPMAIMOHHOM
CUCTEMBI.

8.44. Ilpu MOATrOTOBKE JIEKTPOHHBIX JIOKYMEHTOB, OTOOPAaHHBIX K Iepenayde B
apxuB ['AY AIIO «BUITKPO», BBINOMHAIOTCSA CIEAYIOLIAE OCHOBHBIE IPOIELYPHI
paboThl C JOKYMEHTaMMU:

KOHBEPTALHUS JIEKTPOHHOTO IOKyMeHTa B (popMaT apXUBHOIO noxyMehTalg;

dbopMupoBaHre B MHPOPMALMOHHON CUCTEME OpPraHU3allMU 3JIEKTPOHHBIX JE,
SIBJISTIOIIAXCS.  COBOKYMHOCTHbIO ~KOHTEWHEPOB IEKTPOHHBIX JOKYMEHTOB  HIIU
KOHTEHHEPOM DJJIEKTPOHHOTO JOKYMEHTa, BKJIIOYAIONIEM: KOHTEHT U MeTaJaHHBIe
3JIEKTPOHHOTO AOKyMeHTa, (haldiibl 3JEKTPOHHBIX MOINMCEH U BU3YyaIM3UPOBAHHYIO.
KOIUIO TEKCTOBOI'O 3JIEKTPOHHOTr0 10KyMeHTa B (popmate PDF/A ;

dbopMHUpOBaHKEe OMUCH DSJEKTPOHHBIX JieJl, JAOKYMEHTOB CTPYKTYypPHOIO
MOJpa3IesieHus,;

MUTpalMsl  JIEKTPOHHBIX JOKYMEHTOB Ha (u3nuyecku 000CcOOIeHHbIE
MaTepuasbHble HOCUTENH, €ClId JTOKYMEHTHI NepejatoTCsl B @pXUB OpraHu3allii HE 110
HHGOPMaLHOHHO-KOMMYHUKAIIMOHHBIM KaHallaM; -

IIpOBepKa BOCIIPOU3BOAUMOCTH JIEKTPOHHBIX JIOKYMEHTOB;

IpOBEpPKa  JJIEKTPOHHBIX  JIOKYMEHTOB Ha  HaJlW4YhMe  BPEJOHOCHBIX
KOMIIBIOTEPHBIX [TPOTPaMM;

NOJATBEPIXKIEHUE LEJIOCTHOCTH 3JEKTPOHHOIrO Jejila 3JIEKTPOHHOMN ITOIITHCHIO
PYKOBOJUTEJISI CTPYKTYPHOTO TO/ipa3/iesieHus: (MHOro YIIOJTHOMOYEHHOTO JIHIIA),

= ITyHkT 4.34 I1paBun XpaHEeHHUA.
3 Mynkr 4.34 TpaBun xpanenus.
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OCYIIECTBIISIFOIIETO TMOArOTOBKY JJIEKTPOHHBIX JOKYMEHTOB K II€pelade B apXuB
OpraHu3aluu. _.

8.45. DIeKTPOHHBIE JOKYMEHTHI MEpEeNaloTcs B apXMB OPraHM3alldy IO
HHPOPMAI[IOHHO-TEJIEKOMMYHUKAIIMOHHON CEeTH WM Ha (pU3NIeCcKH 060CO0IEHHBIX
HOCHTEJISIX B COOTBETCTBUHU C YCTaHOBJIEHHBIMHU IpaBUIaMH, 0€3 cOXpaHeHHs JaHHBIX
DIIEKTPOHHBIX JOKYMEHTOB B COOTBETCTBYIOLIMX UH(POPMALIMOHHBIX CUCTEMAX.

8.46. Omwmcu 1ea COCTaBISIOTCS B CTPYKTYypHBIX noapasgenenusx ['AY IO
«BUITKPO» 1mox METOINYECKUM PYKOBOICTBOM CEKpeTapsi-CIICLUAINCTA 110 KaJpaM.

Onucu [en COCTaBISIIOTCS OT/AEJNBHO Ha Jejia MOCTOSHHOTO XpaHEHWs; Heja
BpeMeHHbIX (cBbille 10 JileT) CpOKOB XpaHEHWs; Jiejla MO0 JIMYHOMY COCTaBy,
3JIEKTPOHHBIE JieJa.

Onucu Jgen CTPYKTYPHBIX [OApPA3[eIeHUN COCTaBISAIOTCA MO (opmam,
yCTaHOBJEHHBIM [ IpaBunamu XpaHeHI/Iﬂlg.

[Io omucsaM paen CTPYKTYpPHBIX MOApa3eNeHUM JOKYMEHTHI IepefaroTcCs B
apxuB ['AY JI10 «BUTTKPO». ’ |

Ha nena BpemeHHbIX CpoKOB xpaHeHHs (10 10 JeT BKIIOYUTENIBHO) ONUCH HE
COCTaBIISIIOTCS, U B a@pXUB TaKue Jiejla He MepeaaroTes.

[Tpu Hanumuuu B opranuzauuu COJl onucu fen GopMHUPYIOTCS B CUCTEME.

8.47. Onwmcu e CTpYKTYPHBIX TOpa3iefIieHHH MpeacTaBisoTes B apxuB ['AY.
JIT1O «BUTTKPO» He paHee, yeM uepe3 OJIMH o/, U He MO3AHee, YeM depe3 J1Ba roga
II0CJIE 3aBepLIeHUs JIe] B JeJI0NPOU3BOCTBE.

8.48. OtaenbHas onuch MpeacTasisieT coOON rnepeveHb OonucaTeIbHbIX CTaTel
C CaMOCTOSITEJIbBHOW MOPSIAKOBOM HyMepalued, Kaxaas W3 KOTOPBIX JOJDKHA
BKJIIOYATh CJIEIyIOIINE CBEACHUS:

NIOPSIAKOBBIN HOMEp JieJia 10 OTIHCH; -

UHJIEKC JIena;

3aroJIOBOK Jiefa;

KpaliHue AaThbl Jiena;

KOJIMYECTBO JIUCTOB B JIEJIE;

CPOK XpaHEeHUs Jena;

IpUMEYaHMUsl. » 3

8.49. Ilpu  cocraBieHMHM OIMCH J&J  CTPYKTYPHOTO  IOJApa3eiieHus
coOrofaroTes Caeayronme TpeOoBaHuUs:

3arojIOBKM JIeJl BHOCSTCS B OIIMCh B COOTBETCTBUU C IIPUHSATOH CXEMOM
CHCTEMaTU3aluu JIeJl, 3aKPEeIlJICHHOH B HOMEHKIIaType Jell;

1 TMpunoxenns Ne 23, 24 x [TpaBunam xpaHeHwus.
** Tpunoxenus Ne 23,24 « [Tpasunam xpaHeHus.
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Ka)X10€ JI€JI0 BHOCUTCS B OIMChH I10]] CAMOCTOSATEIBHBIM IOPSAKOBEIM HOMEPOM
(ecnu JeNo COCTOMT U3 HECKOJbKUX TOMOB MJIM YAaCTEH, TO KaK[IbIid TOM HIIH 9acTh
BHOCSTCSI B OIKCH I10J CaMOCTOSITETBHBIM HOMEpPOM); MOPAJOK HyMepaluu Ael B
OITHCH - BaJIOBBIH;

rpadbl OMKCH 3arOJIHSIOTCS B COOTBETCTBMM C TEMH CBEICHWSIMH, KOTOPBIC
BBIHECEHBI Ha O0JIOKKY Jei1a;

IpU BHECEHWM B ONWCH MOAPSI JAel (TOMOB, 4YacTel) C OJMHAKOBBIMU
3arojJIOBKaMU 3arojIOBKM BceX [eil (TOMOB, YacTed) MUIIYTCs IIOJHOCTBIO; MpHU
BHECEHHH B OIKCH I1OCJIEIHErO 3arojioBKa 1o0asisiercst ciioBo «llocnennuiin);

rpada onvcu «lIpuMeuaHusi» HCIoOJIb3yeTcs A OTMETOK O Mpueme Jell,
0COOEHHOCTAX MX (DU3UYECKOTO COCTOSIHUS, O Mepejade Jesl APYTHMM CTPYKTYPHBIM
HOJpa3/ie/IeHUeM CO CChUIKOM Ha aKT, O HAJIMYUU KOIHUH.

8.50. ITepen BHeceHHWEM 3aroJIOBKOB [eJl B OIIMCh IPOBEPSIOTCS KaueCTBO
dGopmupoBanus U O0GOPMIIEHHS e, COOTBETCTBUE KOJMYECTBA [N, BHOCHMBIX B
OTHCh, KOJIMYECTBY 3aBe/IeHHbIX Jei 1o HomeHkaatype nen 'AY II1O «BUTIKPO».

B KkoHIE omnMcH Bejiejl 3@ TMOC/AeAHEH onucaTesIbHOM CTaTbe 3aloIHSICTCS
UTOrOBasl 3alliCh, B KOTOPO# yKa3plBatoTCs (LKU(paMy U IIPOMHKCHIO) KOIUYECTBO JEI,
YUCIALIMXCS 10 OIKCH, INEepBBIM M TOCIEIHUNA HOMEpa Jel II0 OIKMCH, a TaKXe
OroBapUBAIOTCA OCOOEHHOCTH HyMepaluu el B Onucu (JIMTEepHblE HOMEpa W
MPOITyIIEeHHEIE HOMEpPA). -

8.51. [lopsimok  NPUCBOEHHUS ~ HOMEPOB  OMNHMCSAM  JIel  CTPYKTYPHBIX
mojpasJe/ieH|ii  ycTaHaBjiuMBaeTcs 110 corjacopanuio ¢ apxusom ['AY IO
«BUITKPO».

8.52. Ilpu cocTaBneHUH ONUCHU JJIEKTPOHHBIX JI€] B OIMCH BKIIIOYAIOTC:

IOPSIIKOBBIN HOMEP 3JICKTPOHHOIO J1eJ1a 110 OITHCH;

MHEKC 3JIEKTPOHHOTO JIeJ1a;

3aroJI0BOK Je/1a;

nara aesna (Toma, 4acTH);

CPOK XpaHEeHHs Jiea;

00BeM 3JIEKTPOHHOTO J1esia B MO;

IpUMEYaHHUsl. ‘

B cocraBe omwmcu onekTpoHHeIX gen B CDJl  dopmupyeTcs peectp
AJIEKTPOHHBIX JOKYMEHTOB (KOHTEHHEPOB 3JIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM

YKa3bIBarOTCsA CBEIACHUS 00 DJICKTPOHHBIX MJOKYMEHTaX, BKJIIOUYCHHBIX B KaXI0€
QJICKTPOHHOE OECJIO0.

8.53. Ommcu  gen  CTPYKTYpPHOrO  MOAPA3ENEeHUs]  MOIINUCHIBAIOTCS
PYKOBOJUTENIEM TOJApa3/ie/IeHus], COIIaCOBLIBAIOTCS C IOPUCKOHCYIbTOM. Peectp
JJIEKTPOHHBIX MNOKYMEHTOB, SIBJISIFOLLMAKUCS TPUJIOKEHUEM K OIKWCH 3JIEKTPOHHBIX
JOKYMEHTOB, IIOJIIMCHIBACTCS COCTABUTE/IEM peecTpa ¢ YyKa3aHHEM JIOJKHOCTH,
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WHUIIMATIOB, (haMUIINY, JAaThl COCTaBIIEHHUS.

8.54. Omucu gen crpykryproro mnogpaszenenuss I'AY JIITO «BHUIIKPO»
COCTABIIAIOTCS B JIByX OK3eMIUIspax Ha OyMaXHOM HOCHUTeNe, OJUH W3 KOTOPBIX
nepepaercs Bmecre ¢ genaMu B apxus ['AY JII1O «BUIIKPO», a BTOpO# ocTaeTcs B
KadecTBe KOHTPOJBLHOTO JK3EMILIApA B CTPYKTYpHOM IonpasieneHun. B apxus ['AY
JITO «BUITKPO» Taxxke mepemaeTcsl MO 3K3eMIUIIPYy ONUCEH el B 3JIEKTPOHHOM
BHJE B pelakTUpyeMoM ¢opmare Ui HCHOJB30BaHHUS B JalbHEHIIEM Uit
MIOJATOTOBKH apXMBHBIX OMKCEH e, TOKYMEHTOB (I0/I0BbIX pa3/ielloB).

8.55. Jlena mepemarorcsi Ha XpaneHue B apxuB ['AY IO «BbUIIKPO» B
COOTBETCTBUM C I'pa@UKOM Tepeaadd JOKYMEHTOB, YTBepXKICHHBIM pekropoM I'AY
JITIO «BUTTKPO» uid MHBIM YHOJIHOMOYEHHBIM MM JIMLIOM H COIJIaCOBaHHBIM C
PYKOBOAUTEJISIMU CTPYKTYPHBIX NOAPA3/IEJIEHUN.

8.56. Jlema MOCTOSIHHOTO M BpeMEHHbIX (cBbie 10 JeT) CpPOKOB XpaHEeHHs,
JOKYMEHTBI II0 JIMYHOMY COCTAaBY, 3JIEKTPOHHBIE JOKYMEHTHI NEPENAlOTC B apXUB
I'AY JITO «BUTTKPO» He paHee, yeM uepes3 rofl, U He M03JHee, YeM Yepe3 JiBa rojaa
TIOCJIE 3aBepILIEHUs UX B JICJI0NPOU3BO/ICTBE.

8.57. Ilepenaua nen B apxus ['AY JII1O «bBUTTIKPO» npousBoauTcs 1o onucsIm
JIeJ1 CTPYKTYPHBIX IOApa3IeIeHHUH.

8.58. PaboTHUK  apxuBa  NpOBEPSET  NPaBHJILHOCTL  OGOPMIEHHS U
dbopMHpOBaHUs €N, IPaBUIBHOCTh COCTABJIEHUS OIHUCEH e, COOTBETCTBHE
KOJIMYECTBA JieJ, BKJKOYEHHBLIX B OIUCh, KOJMYECTBY [, C(MOPMUPOBAHHBIX B
COOTBETCTBUU C HOMEHKJIaTYpPOH Jell.

BhIsiBIIEHHBIE MTPU NPOBEPKE HEAOCTATKU B (POPMUPOBAHUU U O(DOPMIICHUH AEI
pabOTHUKH CTPYKTYPHOT'O TMOJApa3esieHus 00si3aHbl YCTPaHWUTh B ABYXHEAEIbHBIN
CPOK. u 3

8.59. Ilpuem kaxnoro aena B apxus ['AY JITIO «bUTTIKPO» npousBoautcs B
MPUCYTCTBUU JCJIOTIPOU3BO/IMTENSI CTPYKTYypHOro mnoapaszaenenus. [Ipm stom Ha
000MX 3K3eMIUIApax ONMCH I[POTHUB KaXJIOro Jejla, BKIIOYEHHOIO B Hee, JeslaeTcs
OTMETKa O HaJM4MH Jena. B KOoHIe KaXXA0ro 3K3eMIUIsipa OMCH B UTOTOBOM 3allUCU
YKa3bIBaeTCA LU(PPaMU U MIPOIUCHIO KOIMYECTBO (PAKTHIECKH IPUHATBIX B ApXUB JIEJI,
B TOM YHCJIE 3JIEKTPOHHBIX, HOMEpa OTCYTCTBYIOLIUX JeJ, AaTa IMpHema- Iepenadu
Iell, a TAaK)Ke IOJIMCH JIMLA, OTBETCTBEHHOT'O 3@ apXUuB, U JIMLA, [IepeaBIIero aena.

Hrorosass 3anuchb [OATBEPKIAETCA TMOJIMUCAMU COTPYJHHKA apxwBa U
COTpYJHHUKA (JEeJIOMPOM3BOAUTENSI) CTPYKTYPHOTO TOJpa3feieHus, IepenaBIIero
nena Ha OyMa)KHOM HOCHUTEJIE U 3JISKTPOHHBIE Jea.

8.60. [lepenaua >1eKTPOHHBIX NOKyMeHTOB B apxuB ['AY JIIIO «BUIIKPO».
IIPOM3BOAMUTCS Ha OCHOBAHWU OIUCEH 3JIEKTPOHHBIX J1e]1 10 HH(GOPMaLlMOHHO-
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TeJIeKOMMYHUKAMOHHON cetr (mpu Hanwuuu B apxuse ['AY JITIO «BUIIKPO».
MHGOPMAIIMOHHON CHCTeMbl) WM Ha (Qu3ndeckd O00OCOOIEHHBIX MaTepUABHBIX
HOCHTEJIAX, KOTOPBIE IIPEICTaBIAIOTCS B ABYX HUACHTUYHBIX IK3EMIUISApaX.

8.61. B cayuae JMKBUMJAUMKA WIM peOpraHU3alldd  CTPYKTYPHOIO
noJpasfieieHus]  JeJONPOU3BOAUTENL IOApPA3JelieHus B IEPHOJ IPOBEACHUA
JTMKBUALIMOHHBIX MEpOIPUATHN (OpMHUPYET Bce HMEIOLIUecs: NOKYMEHTHI B Jea,
odhopmisier nena u nepenaer ux B apxu ['AY JIIIO «BUIIKPO», He3aBucumMo OT-
CPOKOB XpaHeHHs. Ilepesiada el OCYLIECTBISETCs 110 OMKUCIM Jell X HOMEHKIAType
nen.

8.62. Ha nmenma ¢ WCTEeKWIMMM CpOKaMHM XpaHEHHUs B  CTPYKTYPHBIX
MOAPAa3IC/ICHUSIX COCTABISIOTCS MPE/JIOKEHHs K aKTy O BBIICIICHUU K YHHYTOXEHHIO
JOKYMEHTOB, HE IOJUIeXallliX XpaHeHHto (1o ¢opme, ycraHosieHHOW I[IpaBunammu
XpaHeHus" .) u

Ha ocHOBe mNpemyioKeHUH CTPYKTYPHBIX IIOJpa3/elIeHud IOPUCKOHCYIIBT
COCTAaBJISIET aKT O BBIJACJIEHUM K YHUYTOXKECHHUIO [OKYMEHTOB, HE IIOJUIeXKalluX
XpaHEeHUIo, Ha Jiejla BCEro YyUpeKAeHHUs Mo TOH ke (Gopme. 3aroloBKU OJHOPOIHBIX
fiell, OTOOPaHHBIX K YHHUYTOXKEHWIO, BHOCATCS B aKT MOJ OOIIMM 3aroJIOBKOM C
yKa3aHUEeM KOJIMUECTBA /1€J1, OTHECEHHBIX K JaHHOM IPYIIIIE.

8.63. Jlena BK/IIOYAIOTCS B aKT O BBIAEJIEHUH K YHUYTOKEHHIO JTOKyMEHTOB, HE
OUIEXKAIKMX XPAHEHUIO, ECIIM MPELYCMOTPEHHBIN Il HUX CPOK XPaHEHHs MCTEK K 1
sSIHBapsi rojia, B KOTOPOM cocTaBiieH akT. Hanpumep, 3akonuennsie B 2014 rogy nena c
3-IeTHUM CPOKOM XpaHeHHsl, MOryT ObITh BKJIOYEHBl B aKT, KOTOpPBIA Oyner
cocraBiieH He paHee | ssHBaps 2018 roxa.

8.64. lena ¢ orMetkoit «ITK»*' moaiexar MOMMCTHOMY IIPOCMOTpY B HEJAX
BBISIBJIEHUS] JIOKYMEHTOB, [OJIEKAIIMX IIOCTOSHHOMY XpaHEHHIO. BBIABIECHHBIE B
TaKuX JieJax JOKYMEHTHI ITIOCTOSSHHOTO XpaHeHUs BBIIENSIIOTCS U MIPUCOEIUHSIOTCS K
OJHOPOJIHBIM JleJlaM WJIK (POPMUPYIOTCS B CAMOCTOSITEIbHbIE JeJIa.

OcranbHble JOKyMeHTbl Jeia ¢ orMmerkoi «IIIK» BkirovyaroTcss B akT, MpU
sToM oT™meTKa «IOITK» B akTe He yka3bIBaeTCsl.

8.65. AKT O BBIICJICHUM K YHHUUTOXEHUIO JOKYMEHTOB, HE IIOMJIEKAIIUX.
XPaHEHUIO, NIPEJCTABISAETCS Ha pacCMOTpeHue U corjacoBaHue OK oi[HOBpeMeHHo v
ONMCSMM J1eJ1 IOCTOSIHHOTO XPaHEHUs U 110 IMYHOMY COCTAaBYy.

8.60. AKT O BbBIJIEJICHHHU K YHUYTOXKEHHUIO JOKYMEHTOB, He TOJJIeXaIlux
XpaHeHuro, yrsepxaaercs pexropom ['AY IO «BUIIKPO» nocne yTBepx)aeHUs
OIIK omuceil fenm NOCTOSHHOIO XpaHEHHs U COTJIACOBAHMS OIMUCEN e 110 IHYHOMY

COCTaBy, IOCJE Yero jena, BbIJEJCHHbIE MO aKTy K YHHYTOXXEHHIO, MOIYT OBITH
YHUYTO)KEHBI. '

2

® Mpunoxenne Ne 21 k [paBunam xpaHeHus.

21
OrmeTka «OI1K» 03Hau4aeT, YTo 4acTh JOKYMEHTOB MOXKET ObITh OTHECEHA K CPOKY XPAHEHHs (TTIOCTOSHHOY.
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8.67. Jlena, moAneXallMe YHUUYTOKEHHIO, I[E€PeJaloTCs Ha IepepaboTKy.
(yrunmzanuio). [lepenada e opopmiisiercs NpreMo-cAaTOUHON HaKIIaJHOM.

[Tocnme YHUYTOXXEHHS [e]1 B HOMEHKJIAType e MPOCTABIIOTCS OTMETKH,
3aBepsieMble ITOANHUCHIO FOPUCKOHCYJIBTA, U 1aTOM:

«Yauuroxeno. Cm. akt No oT . [loamucek, HHUALIAAIIEI,
bamunusy.

8.68. DIEKTPOHHBIE JIOKYMEHThI ¢ MCTEKIIMMKM CPOKaMU XpaHEHHs IOAJIeKAaT.
BBIJC/ICHUIO K YHHUYTOXKEHHIO Ha OOLIMX OCHOBaHMSX, MOCIE Yero IPOBOAMTCS HX
dusuueckoe  YHUUYTOKEHUE  WIM  YHUYTOXKEHHE  IIPOrPaMMHO-TEXHUYECKUMHU
CpPelCTBaMM C COOTBETCTBYIOUIEH OTMETKOM B aKTe€ O BBIJEIECHHU K YHHUYTOXCHHIO
AJIEKTPOHHBIX JOKYMEHTOB.

DJIeKTPOHHBIE TOKYMEHTHl CUUTAKOTCS YHUUYTOXKEHHBIMH, €CIIH WX HEIb3s
BOCCTAHOBHMTH CPEICTBAMH MH(MOPMAIMOHHON CUCTEMBbl HA HOCUTENAX MH(POPMALUHU U
13 PE3EPBHBIX KOITHIA. T

8.69. AKTBI O BBIJEJIECHHM K YHMYTOXKEHHIO JOKYMEHTOB, HE IIOUISKAIINAX
XpaHEHWIO, XPAHATCS MOCTOSIHHO B Jene GoH/a.

[X. OpraHuzaius J0CTyma K JJOKyMEHTaM U UX UCIIOJIb30BaHUs

9.1. Beigaua pen, HaxoISIIUXCSd HAa XpPaHEHUHM Y FOPUCKOHCYJIbTa, B
cTpykTypHbix mompazaenenusx ['AY IO «BUIIKPO» pabGoTHHKaM Apyrux
MOJpa3fiesIeHUi Il O3HAKOMJIEHMS W (WJIM) JUIsi BPEMEHHOI'O HCIIONIb30BaHUS B
paboTe MpOU3BOOUTCS MO 3arpocam, MOANUCAHHBIM PYKOBOAMUTENIEM (3aMECTUTEIIEM
PYKOBOJAUTEJS) CTPYKTYPHOTO MOJIpa3iesieHus], 3arpalinBaolero 1ei0 (JOKYMEeHT) U
C paspelleHus] IOPUCKOHCYJbTa WIM CTPYKTYPHOI'O IOJApa3AeseHus, JOKYMEHTbI
KOTOPOTO 3alpalIiBalOTCs.

9.2. Jlena, TOKyMEHTh! BBbIJAIOTCS BO BPEMEHHOE IOJIb30BaHHE pPabOTHHKAM
OpraHu3alyy Ha CPOK He 0oJjiee 0JTHOro Mecsua.

['ocynapcTBeHHBIM oOpraHaM (cyneOHbIM, IPaBOOXPAHUTENbHBIM, OpraHaM
roCyIapCTBEHHOI'O KOHTpPOJI U HAA30pa) JAeja U OT/Ae/bHbIE JOKYMEHTHl BBIIAIOTCS
Ha OCHOBAaHMM HUX IIMCBMEHHBIX 3alpocoB ¢ paspemieHus: pekropa ['AY IO
«BHIIKPO» wiu MHOro ynoJHOMOYEHHOTO MM JIMLA, [0 aKkTaM Ha CpoK He Ooiee
IIIECTU MECSLIEB.

ITpyr HEOOXOAMMOCTH CPOK HUCIOIB30BAHUS JOKYMEHTOB MOXET OBIThH IPOIJIEH.

9.3. B nuceMeHHOM 3ampoce paOOTHUKOB OpraHU3alMy O Bbladye JTOKYMEHTOB
(oem) BO BpEeMEHHOE IIOJIb30BaHME M3JIaraloTCsi MPUYMHBI, 110 KOTOPBIM

3anpamuBacTCsa OCjio ()lOK}’MeHT) " [CJIb UCITIOJIb30BaHHA JOKYMCHTOB, HAXOAAIIUXCSI
Ha OTIEPaTUBHOM XpPaHEHHWH.



69

9.4. Ha BbIIaHHOE J1€J10 3aBOJIMTCSL KapTa-3aMeCcTUTeIb, IIoMelaemMasl Ha MeCTo
BEIIAHHOTO Jena. B Heil yka3pIBalOTCS MHACKC Jela, JaTa ero BBIIAa4d, KOMY Jelo
BBIIaHO, JaTa ero BO3BpallleHWs, MpeIyCMaTpUBAIOTCS rpadbl AT MOANHCEH B-
TIOJTyYE€HUH ¥ TIPUEME JIENa. e

Ha MecTo u3BATOr0 NOJUIMHHMKA JOKYMEHTa CEKpeTapb-CIIELMAINACT II0
KaJpaM WA [JeJONPOU3BOJIMTENb TOJpa3/eieH!s] BKJIAIbIBA€T B JEJIO0 JIUCT-
3aMecTUTeNb C yKa3aHuWeM, KOrja, KOMy U Ha Kakol CpOK BbIJaH JOKYMEHT H
NOANKCSIMU B MOJIyYeHUM U TIpueMe Aena. [Ipu 3ToM B €510 moMeniaeTcs: 3aBepeHHas
KOIUS IOKYMEHTA. .

[Tocne peleHuss Bompoca, ISl pacCMOTPEHHs] KOTOpOro Jena (JOKyMEHTBHI)
U3BIMAJIUCh [0 3amnpocaMm TOCYJapCTBEHHBIX OpPraHoB, MOJIMHHUKU JOKYMEHTOB
nokHBI ObITh Bo3BpalleHbl B ['AY JII1O «bUIIKPO» u nomelieHs! B Ae0.

9.5. DNeKTPOHHBIE NOKYMEHTHI, HAXOMAAIMECS HA OIEPATHBHOM XPAHEHUU B
6a3ax maHHBIX MHGOPMALMOHHBIX CHCTEM, BBIJAIOTCS U UCIOJB30BAHUS B BUME
KOIUM 3JIEKTPOHHBIX JOKYMEHTOB B COOTBETCTBUH ¢ MyHKTOM 2.51 MHCTpyKIIUH. i

9.6. llopsanok noctyna padotHukoB ['AY IO «bBUITIKPO» k mokymeHTaMm,
pasmemiaeMbiM B CDJl wnu uHOM WHOOPMAIIMOHHOW CHCTEME, yCTaHABIMBAETCS
nokaibHbiIMU HOpMaTUBHbIMM aktamu ['AY [IIO «bUIIKPO», ompenenstomumu
MOPSAJOK AKCIUTyaTallMd HWH(GOPMAIMOHHONW CHUCTEMBl, U B COOTBETCTBUU C
NEPCOHANBHLIMUA ~ YYETHbIMH  3anucsamu  pabotukoB B COJl wimm  uHOA
UH(OPMALIMOHHON CUCTEME.

PaboTHukam, He MMEHOLIMM [paBa JOCTyHa K COOTBETCTBYIOIIEH
MH(POPMALIMOHHON CHUCTEME, JIEKTPOHHbBIE JOKYMEHThI BBIIAIOTCS B COOTBETCTBUU C
nyaktamu 9.1 - 9.3 WHerpykuwu, Ha (u3nueckd 000COOJIEHHOM HOCHTENE,
BBICBUIAIOTCS I10 3JIEKTPOHHOMY ajpecy pabOOTHHUKa, 3alpalldBaiolero IOKYMEHT,
WJIY UHBIM 00pa3om.

9.7. CexkpeTapeM-ClelMaINCTOM 110 KafpaM, B CTPYKTYPHOM IIOpa3leleHnH,
BBIJIABILEM €0 (JOKYMEHT) BEIeTCs yueT BbIIAHHBIX e/ (JIOKyMEHTOB) M KOHTPOJIb
UX CBOEBPEMEHHOIO BO3Bpara. OJIEKTPOHHbIE Jesia (IOKYMEHTHI) BO3BpaTy He
HOJJIeXAaT.

9.8. Pabotauku I'AY JIITO «BUTIKPO» 06s3anb1 06ecriedynBaTh COXPaHHOCTE
IIOJIyYEHHBIX BO BPEMEHHOE T10JIb30BaHNE JJOKYMEHTOB (71eJ1) Ha OyMa)KHOM HOCHTEJIe-
U KCIIOIB30BaTh MOJYYEHHYI0 MH(DOPMALMIO B CIYXEOHBIX IEIIX B COOTBETCTBHH C
TpeOOBaHUAMM  JIOKAJIbHBIX ~ HOPMATHUBHBIX  aKTOB.  3alpeliaeTcs Iepeaada
IOJIyYEHHBIX JIOKYMEHTOB MJIM MX KOMHUM paboTHWKaM ApPYTrUX MOApa3ieieHHd HIH
OpraHu3aIui.

9.9. U3psaTHe (BbleMKa) JOKYMEHTOB, 00pa30BaBLUIUXCS B AeATeabHOCTH [TAY

ATIO «BUIIKPO», npou3BOAUTCS B COOTBETCTBUU C 3aKOHOIATENECTBOM POCCHICKOM™
Oenepanui.
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9.10. U3pate  (BbleMKa) JIOKYMEHTOB MPOM3BOAHUTCS HA  OCHOBAHHH
[IMCbMEHHOI'O PACTIOPSKEHKs! (II0CTAHOBIIEHHS1) COOTBETCTBYIOIIENO OPraHa BIACTHU C
paspewienus pekropa ['AY 1O «bUTTKPOy» umx MHOro yroJaHOMOYEHHOTO MM JIMIA
C M3BELICHUEM PYKOBOJHUTEIIS IIOPA3IEIeHUA, TOKYMEHTBI KOTOPOI'O U3BIMAOTCS.

9.11. ®akT U3bATUS (BBIEMKH) JOKYMEHTOB Q)chnpyeTcsx B IIPOTOKOJIE (aKTe)-
U3BSATHS (BBIEMKM) JIOKyMEHTOB, KOTODPBIM COCTaBJSIETCSs He MeHee ueM B ABYX
9K3E€MIUIApaxX M MOIMMCHIBACTCs YIIOJIHOMOYEHHBIMU mpexacraButelsimu ['AY JI10
«BUIIKPO» 1 cooTBeTCTBYIOIIEr0 rocy1apcTBeHHOro oprana. K mportokorny (axty)
IPUJIaraeTcst OMKUCh (PEECTP) U3BATHIX JOKYMEHTOB (J1e).

9.12.Tlpu w3BATHM TMOJIMHHUKOB JOKYMEHTOB B JIeJI0 IIOMEIaeTcs
3aBEPEHHAsl KOMHUS IOKYMEHTa, Ha 000pOTe KOTOPOH YKA3hIBAETCSI OCHOBAHUE H3BATHS
[IONJIMHHUKA, CPOK BO3BpaTa, Jara W IMOANMUChL pPabOTHHMKA, OTBETCTBEHHOTO 3a
(opMHMpOBaHUE W/WITH XpaHEeHHUE JleJla.

9.13. IloVIMHHKK IOKYMEHTa, U3BATBIN U3 Jie1a Ha OCHOBE COOTBETCTBYIOIIETO
peLIeHus, II0CTIe PACCMOTPEHHUS M PEILICHHUs BOIIPOCA, BO3BPAIIASTCS B [€JI0, IIPH 3TOM
KOIHs, TOMEILEHHAs! B 1€JI0 BMECTO MOTHHHUKA, U3BIMAETCS.

X. HMsrorosnenue, yueT, UCIOJIb30BAHHE U XpAHEHHUE [IeUaTei,
LITaMIIOB, OJIaHKOB JIOKYMEHTOB, HOCUTEJIEH 3JIEKTPOHHBIX ITOAIIHCEH

10.1. bnanku OpraHM3allMOHHO-PACIOPSI AUTEITBHBIX JIOKYMEHTOB
pa3pabarhIBalOTCS  CeKpeTapeM-CIIeHaluCTOM MO KaipaM. Buasl  61aHKOB
OpraHU3alMOHHO-PACTIOPSAANTEIBHBIX TOKYMEHTOB, TpeOOBaHHS K X 0GOPMIIEHUIO U
HCIIOJIb30BAHUIO YCTAHABIMBAIOTCS HACTOSILEH HHCTPYKIIUEH,

10.2. OOpasubl  OnaHKOB JOKYMEHTOB YTBEPXKNAIOTCS B COCTABE IAaHHOM
MHCTPYKIHUK [0 IEJIONPOU3BOJACTBY HIIM NPUKA30M PEKTOpa B COCTaBe KOMILIEKTA
(ampboma) O1aHKOB.

103.B T'AY /IO «BUIIKPO» st mNoArOTOBKU JIOKyMEHTOB MOTYT
HCII0JIb30BATBCS OJIAHKM IOKYMEHTOB, H3rOTOBIEHHBIE TUIIOTPAGCKUM CIIOCOOOM HITH
CPeICTBaMH OIIEPATUBHON MOJIUTpaA(HH.

Opranusauuu  BhnpaBe [pPH  [OATOTOBKE  JOKYMEHTOB  HCIIONB30BATh
3JIEKTPOHHBIC INAOJIOHBI OJIAHKOB. DIEKTPOHHbIE IIAGIOHBI OJIAHKOB JIOJIKHEI
COOTBETCTBOBAaTh OOpasuam OJaHKOB, YTBEPKAEHHBIX pekTopoM  [AV AL10
«BHIIKPO». _

10.4. bnanku OpraHU3alMOHHO-PACIOPSAUTEIbHBIX JIOKYMEHTOB,
npumensiemele B I'AY  JITIO  «BUIIKPO», He MoryT mnepemaBaThes IpyruM
OpraHM3aLUsIM, JOJDKHOCTHBIM U (DU3HYECKHM JIULIAM.

10.5. Cexperapb-crienuaiicT mo Kaapam:



il |

odbopmisier  3aka3bl Ha  M3rOTOBJIIEHHME  OJIAHKOB  OpPraHW3alMOHHO-
PACTIOPSAUTENBHBIX JTOKYMEHTOB THUIIOTPAapCKUM  CIIOCOOOM WJIM  CPENCTBAMU
OTlepaTHUBHOMN MONUrpaduu;

OCYIIECTBJIIET XpaHeHHe OJaHKOB OpraHM3alldOHHO-PACIOPSTUTENBHBIX
JNOKYMEHTOB U BbIJJa4yy UX B CTPYKTYPHbBIE NI0APA3ACICHHUS;

OCYIIECTBJSAET KOHTPOJb 3a TPAaBUJIBHOCTBIO MCIOJNB30BaHUSA OJIaHKOB
OpraHU3alMOHHO-PACIIOPSAUTEIbHBIX JOKYMEHTOB.

10.6. B opranuzauuu B cOoTBeTCTBUU ¢ PeiepaabHbIM KOHCTUTYIIHOHHLIM
3akoHOM «O ['ocymapcTBenHOM repOe Poccuiickoi ®enepaunm»’> 1 ycraBoM I'AY-
JITO «BUTTKPO» wucnonb3yercss mevarb ¢ BOCHpou3BeleHHEM ['ocynapcTBEHHOTO
rep6a Poccuiickoii @enepainu (Janee - neyatb OpraHu3alun).

B TAY JIIO «bUIIKPO» Takxke MOIyT HCIOJIB30BATECA II€YaTH
MoJIpa3IeICHIH, MevaTy AJisl TaKeTOB U OTJAEJIbHBIX KaTerOpuid JOKYMEHTOB, a TaKXKe
METaUIMYeCKHe  BBDKHMHBIE Te9aTH Ui ONevyaThlBaHWSI  IOMEIICHUN |
YAOCTOBEPEHMUSI CIIELIMAIbHBIX TPOITYCKOB. ‘ "

B T'AY JITO «BUIIKPO» MoXeT HCIONIb30BaThCsl IMITaMIl (LITaMIbl) C
(haKCUMHJIBHON MOAMUCHIO PEKTOPAa U UHBIX JOJKHOCTHBIX JIULL.

[TopsiIoK MCIIONB30BAHUS LITAMIOB C (DaKCUMWJIBHOM MOANKCHIO PEKTOpa U
MHBIX JOJDKHOCTHBIX JIHI[, BHIBl JOKYMEHTOB, NOJNMCHIBAEMBIX (PaKCHMHIILHOM
MOJIIKCBIO, YCTAHABIWUBACTCS JIOKAJIbHBIM HOpMmaTHBHBIM akTtoM [AY JIIO
«BUITKPO».

10.7. Ileuats ['AY JIIO «BUTTKPO» v BOCIIPOU3BEACHUEM
['ocynapcrBenHoro repba Poccuiickoii @enepauuu JOJDKHA COOTBETCTBOBATH
tpeboBanusM, yctaHoBleHHBIM [[OCT P 51511-2001 «Ileyatn ¢ BocIpou3BEIEeHUEM
INocynapctBennoro rep6a Poccuiickoit @enepanuu. @opma, pa3Mepsl U TEXHUYECKHE
TpeGoBaHUs» .

10.8.ITeuatu u wramnel ['AY JIIO «BUIIKPO» wu3roraBnuBaroTcs B
KOJIMYECTBE, HEOOXOIMMOM /Ui ocylecTBieHuss noapaspenenusmu ['AY IO
«BUIIKPO» u ee paOOTHUKAMHM BO3JIO)KCHHBIX Ha HUX (QyHKUuW. Pemenue 00
U3TrOTOBJIEHUM U KOJIMYECTBE JK3EMIUISIPOB I€YaTeil W IITaMIIOB IPUHHUMAET PEKTOp
['AY OT10 «BUTTKPO» no npeacTaBleHHIO ceKpeTapsi-CIIeUaIUCTa 0 Kaapam.

Ecmu neuars T'AY IO  «BUIIKPO» wucnons3yercss B  HECKOJIBKHX
JK3EMIUIApax, HOMEp JK3eMIUlsipa Ie€4aTh YKa3blBaeTCs B KIMILIE IeYaTh IpHU ee

2 MenepasbHblii KOHCTUTYLHOHHBII 3aKOH OT 25 aekabps 2000 r. Ne2-PK3 «O I ocyaapcTBeHHOM repbe Poccuiickoit
Denepaunn» (Cobpanue 3akoHomaresbeTBa Poccuiickoit @emepaumu. 2000, Ne 52, ct. 5021; 2002, Ne 28, cr. 2780;
2003, Ne 27, ct. 2696; 2009, Ne 46, ct. 5417; 2011, Ne 1, ct. 1; 2013, Ne 30, ct. 4022; 2014, Ne 11, cT. 1088; 2017, Ne 52,
ct. 7916).

s Y4ETOM TI0JIOKeHHH myHkTa 2 ctathn 160 uactu | ['paxknanckoro koaekca Poccuiickoit @enepanun (CobpaHue
3akoHomatesbeTBa Poccuiickon Menepaunu. 1994, Ne 32, ¢1.3301; 2011, Ne 15, ¢1.2038).

# TOCT P 51511-2001 «Ileuatu ¢ BocrponsseieHuem I ocynapcTBeHHOro repda Poccuiickoit ®@enepauyu. @opma,
pasMepsl 1 TexHuueckue Tpedosanusy. - M.: UIIK M3a-Bo cranmapros, 2004, ¢ usmeHeHusmu Ne 1-4.
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H3TOTOBJICHUHU.

10.9.ITeyaTsio opraHu3aliy 3aBEPSIOT MOUIMHHOCTE MOANUCH PYKOBOIMTEIS
U HHBIX YIOJHOMOYEHHBIX KM JIMI, Ha JOKYMEHTaX H KOMHSX [IOKYMEHTOB B
COOTBETCTBHH C MyHKTOM 2.49 MHCTpyKUUH.

10.10. [levaTy ¥ ITaMmMIbl BBINAIOTCS JUIS  KCIIOJB30BAHUS pPaOOTHHKAM,
OTBETCTBEHHBIM 3a MX HCIOJb30BaHWE W XpaHEHHE I10J IOAIHMCH B XypHaje y4dera
mevyaredl M INTAMIIOB. Y4YeT TedaTed M IITaMIIOB OpraHM3alMK BEIET CEKpeTaphb-
CIEIUAIKCT [0 KaJapaM WU HHOE Ha3HAYeHHOE PEKTOPOM IT0pa3AeIeHHE. ;

10.11. [Ipu ucrnonb3oBaHuU B pabOTe IeYaTH U INTAMIIBI XpaHATCS B
sanmparonuxcst mkadax (cefidax) paGOTHHKOB, OTBETCTBEHHBIX 32 XpaHEHUE H
UCII0JIb30BaHME IevaTei U LITaMIIOB.

10.12. Ilepenaya meuareid ¥ LITaMIIOB IIOCTOPOHHKUM JIMI[AM HE JTOTTYCKaeTCs.
BriHOC ~ meyaTel U IITaMIIOB 3a npexenst AV IO  «BUIIKPO»
BO3MOJKEH B UCKJIFOUUTENBHBIX CIydasx MO PelleHHI0 PyKOBOJACTBA (HAIIpHMED, ‘npn"
TIO/ITTMCAaHIH JOTOBOPOB). -

10.13. CexpeTrapb-CrIEIMAIUCT M0 KaApaM eKEroJHO MpOBEpseT COOIIOJEeHHE
pabOTHUKAMH YCJIOBHI HCIIOJNb30BaHUS M XpaHEHHs Ie4yared U IITaMIOB B
CTPYKTYPHBIX IOJIPA3AEIIEHUsIX.

10.14. TTpummeamye B HErOJAHOCTh M YTPATHBIINE 3HAYCHHE MeYaTH M ITaMIIbL
IOJUIeXAT BO3BPATY CEKPETapIO-CIElHAIUCTy M0 KaJpaM WK HHOe MOApa3s/ieleHue,
Ha KOTOpOE BO3JIOXKEH YYeT IedaTed M 1ITaMIoB, VI LEeHTPaIH30BAHHOIO
YHUYTOXEHUs. [ledaT yHHUTOKAIOTCSA IO aKTy C COOTBETCTBYIOIEH OTMETKOW B
KypHaJIe ydera [edarey U ITaMIIOB.

10.15. JIna o6MeHa 3JIeKTpOHHBIMHU JoKyMeHTamu rocpeactsoM MOJIO B 'AY
IO  «BUTTKPO» [I0/KHBI HCIOIB30BAThCS YCWJIGHHBlE KBaIU(QULIUPOBaHHEIE-
aneKkTpoHHble noanucu. CocTaB MOJDKHOCTHBIX JIMI[ M paGOTHHK63 rAy aAr1o
«BUTTKPO» - BiaJe/blieB YCUICHHBIX KBATU(DUIIMPOBAHHBIX 3JIEKTPOHHBIX ITOAIIUCEN
nomxkeH onpexnessite pexrop I'AY IO «BUIIKPO».

10.16.ITpu nepemaue ['AY IO «BHUIIKPO» 351eKTpOHHBIX TOKyMEHTOB Ha
SNIEKTPOHHBIN aJpec Ipyrodl OpraHu3alluh, a TaKke I oOMeHa 3JIEKTPOHHBIMH
nokymentamu nocpeactsom COJ1 B 'AY AIIO «bHUIIKPO» u ee mompasneneHHsx
MOTYT HCIIOJIb30BaThCsl YCUJIEHHbBIE HEKBAJIU(UIMPOBAHHEIE 5neKTp0HHLIe MOATTUCH
W/WIM TPOCThIE 3JEKTPOHHBbIE TMOAMUCH (Jajee - SJIEKTPOHHAs IIOAIUCH) B
coorBercTBUM ¢ DenepaibHbiM 3akoHOM OT 6 ampens 2011r. Ne 63-©3 «O6
SJIEKTPOHHON MOMITHCHY .

10.17. Dnexrponnslii qokymeHT B COJ] TAY HI1O «bBUTTKPO», nognucanssli

» @enepanbHblil 3akoH oT 6 ampens 2011 r. Ne 63-®3 «O6 snexrponHoit noamucu» (CoOpaHue 3aKOHOIATENHCTBA
Poccuiickoit @enepanuu, 2011, Ne 15, ct. 2036; Ne 27, c1. 3880; 2012, Ne 29, ct. 3988; 2013, Ne 14, cT. 1668; Ne 27, cT.
3463, ct. 3477; 2014, Ne 1 i 1. 1098; Ne 26, ct. 3390; 2016, Ne 1, cT. 65; Ne 26, ct. 3889).
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9JIEKTPOHHON MOJIUCHIO, MPU3HAETCS PABHO3HAYHBIM JIOKYMEHTY Ha OyMaKHOM
HOCHTEJIC, NMOAMMCAHHOMY COOCTBEHHOPYYHOM MOANUCHI0 W MMEeT OJMHAKOBYIO C
HUM IOPUIMYECKYIO CHITY [IPH OXHOBPEMEHHOM COOIIONEHNH CIETYIOIIMX YCIOBHUMA:

KJIOY [TOJIMCH, OTHOCSILHUICS K KOHKPETHOHM 5SJIEKTPOHHOW ITOJIMUCH, Ha
MOMEHT [OAIMCAHMS DJIEKTPOHHOIO JIOKyMEHTa SBISAETCA  JIEHCTBUTEIIBHBIM
(IOCTOBEPHBIM), HE YTPaTHJI CUITY (HEe OTO3BaH); )

MOJATBEP)KJAeHA TIOJJIMHHOCTh DJIEKTPOHHOM IOANKMCH B  JJIEKTPOHHOM
TOKYMEHTE;

Jata | BpeMs CO3JIaHus 2JIEKTPOHHON NoAnucH 3adukcupoBansl B CO/I;

9JIEKTPOHHASI TOJAINUCH UCIIONB3YeTCs B COOTBETCTBHM C YCTAHOBJICHHBIM B
I'AY JOIIO «BUIIKPO» pacmpeneneHuemM Ipasa MOAIHUCH JOKYMEHTOB MEXIY
JIOJDKHOCTHBIMH JTUIIaMU U paOOTHHUKaMHU. .

10.18. 'eHepalyio U XpaHeHHEe KIToYel HeKBATU(UIIMPOBAaHHON M IPOCTOM 3H
B COJ] momKeH OCYIIECTBIISITh CEKPETapb-CIEIUATIUCT 10 KaapaM.

10.19. Cekperapb-CrieIMaJUCT M0 KaapaM BeJeT Y4eT KIIO4Yed 3JIEKTPOHHBIX
moamucei’’ B CIELHMAIbHOM JKypHale. Bbliaua MaTepHalbHBIX —HOCHTENeH
3IIEKTPOHHOM MOJITUCH ¥ UX BO3BpAT M0 UCTEYEHUH CPOKA JECHUCTBHUS OCYIIECTBIIACTCS
0JT TTOJINKUCH paOOTHHKA B XKypHaJle.

10.20. Co3pnanue naposei IS IIPOCTOM 3JIEKTPOHHOMN
MOJAIMCH OCYLIECTBIISIETCSI B TOPSIAKE, YCTAHOBIEHHOM JIOKAJIbHBIM HOPMATHBHBIM
aktoM I'AY JITO «BUITKPO», ycraHaBIMBalOUMM MOpsAoK skcmuryatanuu COJl u
UCIIOJIb30BAHMS 3JIEKTPOHHBIX MMOANUCEN pU paboTe ¢ JOKYMEHTaMH.

10.21 Kirou osieKTpoHHOM monmucu, wucnoibdyemord B COJl, sBngercs
KOHQUAEHIIMATbHOM  MH(OpManued W  3alIMINAaeTCs B COOTBETCTBHH  C
3aKoHOAaTeIbcTBOM Poccuiickoi @enepaliuu.

CQI’HACOBAHO

'Ky 6O «FocyaapCTBeHHbm apxue
2 bBpsiHcko obnacruy

\”/52‘\/?\20/%

26 Bubl 3MEKTPOHHBIX TOATHCEH, ucnobsyembix B TAY IO «BUIKPO», ycranasnusaiotcs pekropom [AY IO
«BUITKPO» u 3aKperuIstoTCs B JIOKAJIbHOM HOPMAaTUBHOM aKTe.



[Tpunoxenue Ne 1
PEKOMEHIyeMbIH 00pa3er]

HaumeHoBaHue oprana rocy1apcTBeHHOM BIaCTH

denepanbHOE OIOIKETHOE YUPEIKACHUE YTBEPXJIAIO
«HAYYHO- Jupextop OBY
UCCJEJOBATEJLCKUI «HanmeHoBaHUE OpraHU3aIIm»
LIEHTP Hoonuce W.0O. ®amuus
JlaTa
«HAUMEHOBAHUE
OPT'AHU3ALIUN»
(PBY «HHUILL...»)
IMOJIOKEHUE
Ne
00 oT/eNe HayYHO-TEXHUICCKOH
uH(pOpMALIUH
MockBa

I OO01Me 0JI0KEH U

1.1. Ornmen HayuHo-TexHMYecKoH uHpopmanuu (nanee - OHTU) spnsercs
CaMOCTOSTEIbHBIM CTPYKTYPHbIM IopasjeinenueM ObY «HaumenoBanue opranuzaiumn,
OCYILIECTBIISIOLUM HUH(OPMAIIMOHHOE 00CTy)KMBaHHE HAYYHO-UCCIIEIOBATEIBCKUX U MPOEKTHAIX
NOJpa3/ieIeHul M OpraHu3aluil HayYHO-MEeTOANYECKOH HH(OpMaIeil o Hayke W Hay4HO-
TEXHUYECKOHN MOTUTHKE...

1.2. QHIN BO3IJIABJISIETCS 3aBEAYIOLIUM U HEMIOCPEICTBEHHO IO TUUHSIETCS
3amecTuTemo qupekropa @bY «HaumenoBanue opranuzannmy, KypupyroLeMy JesTeIbHOCTE
OHTMU.

1.3. 3asepyromuit OHTH HaznauaeTcst Ha JOHKHOCTH M OCBOOOXKIAETCS OT
JOJDKHOCTH IIpuKa3amMu aupexkropa OBY «HanmeHnoBaHue opraHu3aiuuy B COOTBETCTBHH C
3aKJIFOYEHHBIM TPYAOBBIM JOTOBOPOM I10 IIPEACTABICHHUIO 3aMECTHTENS TupekTopa OBY
«HaumeHnoBaHue opranuzanumn», Kypupyrouiero aesreabHocts OHTH.

1.4. OHTHU COCTOUT M3  YETHIPEX CTPYKTYPHBIX IOJAPA3AEICHUI: CEKTOpa

UH(OPMAIIOHHOT0 00eCIEUeHUs U BEACHHS CIIPABOYHO-HH()OPMALMOHHOrO (OH/Ia,
CeKTopa 3apyOeKHON HayYHO-TEXHUYECKON MH(pOpMaIiK B chepe HHHOBAIIMMN, CEKTOpa
3JIEKTPOHHBIX PECYPCOB HAYYHO-TEXHUYECKOH MH(POPMALMK U PeAaKIIMOHHO-M31aTeIbCKOIO
CeKTopa.

1.5. Peopranusanus u nuksugauns OHTU npoBoautes npukazamu qupekropa @BY
«HanmeHnoBaHnue opraHnuszamum ...



[Ipunoxxenne No 2
PEKOMEHIyeMBIi o0pa3err

Hanmenosanue oprana rocynapcTeeHHoit Baactu

DenepaibHoe GI0KETHOE yupeskIeHHe

«HAYYHO-UCCJEIOBATEJIbLCKHAI HOEHTP
«HAUMEHOBAHHME OPTAHU3ALIUN»

(PBY «HHUIT ...»)
ITPUKA3

25 okTsbps 2017 r. Ne 125

Mocksa

O co3maHUM 3KCIIEPTHOH KOMHCCHH
U YTBEPIKIEHUU TIOJIOKEHHUS O Hell

B mensx ynmydinenus opranusanum ACTIONPOU3BOJACTBA U apXHUBHOI'O
XpaHEHUs JIOKyMEHTOB, oOpasyrommuxcsi B JestensHoctd OBY «HanMeHoBaHe
OpraHu3aliu», CcoOmoaeHuss TpeGoBaHMIL 3aKOHOZATENbCTBA PoOCCHIICKOH
Denepanun B chepe apxXUBHOTO Jea. ..IIPUKA3LIBAIO:

1. Co3nate skcnepTHyio komuccuio OBY «HanMeHosanme Opra”Hu3aIum

B COCTaBe: peAcenaTeNb - 3aM. TeHEPaIbHOro AUpeKTopa DaMuus
n.0.;

CeKpeTapb - nenonpoussoaurens Oamumus 1.0.;

WICHBI: HaYaJbHUK oOmero otnena OaMuims N.0., 3amecrurens
34BCAYIOLIETO M1aHOBO-OKOHOMHYECKUM orienoM Oamumus W.0., 3amecTuTeNn
rnaBHOro Oyxrantepa ®amuus 1.0., 3aBENYIOLUI OTaeNnoM KaapoB Damuiius
N.O., 3aBemyromuii ormensom MHHOBAlIMOHHBIX TexHOJOrui ®@amumus H.O.,
3aBE/YIOIMH OTENIOM 3KCIIEPHMEHTAIHBIX HCCIIeN0BAHMI DaMUIms N.O.

2. VrBepauts [onoxenue 06 SKCNIEPTHONH KOMHUCCUH (IPHIIOKEHHE).

3. KoHTpons 3a ucnonuenuem IIpHKa3a BO3JIOXKWUTh Ha 3aMeCTUTEIs
FeHEpaIbHOTO Aupekropa Pamumnus 1.O.

HupexTop Iloonuce N.O.®amuius



[Tpunoxenue Ne 3
peKOMeHIyeMblii o0pasel

HanmenoBaHue oprana rocynapcTBeHHOM BJIACTH

DenepanbHOE OIOKETHOE YUPEKICHUE

«HAYYHO-UCCJIEJOBATEJbCKUN LIEHTP
«HAUMEHOBAHUWE OPITAHU3 AL »

(PBY «HUIL] ...»)
PACHHOPS)KEHUE

Mocksa

O noAroToBKe MpeUTOKEHH K
mwiany HUOKP na 2018 r.

B cBasm ¢ QopmupoBanuem ITmama HHMOKP ma 2018 rop,
(MHAHCHPYEMBIX U3 TOCYIaPCTBEHHOTO OIOKETa:

1. PykoBogutensm Hay4YHO-HCCJIEJOBATEIbCKUX Ioapas3AeeHu i
(®amunus 1.0., Gamunus N.0., Gamunus W.0., Gamuus N.0.) noaroToBUTH U
[IPEICTaBUTh YYEHOMY ceKperapro npeanoxxenus K muany HOKP na 2018 rox B
cpok 1o 15.06.2017.

2. Yuenomy cekperapro (Pamunus M.0.) obecrneunts hopMupoBaHHe
npoekra miuana HUOKP na 2018 rox, ¢duHancHpyeMbIX M3 rocynapcTBEHHOIO
Oromxkera, B cpok 1o 01.07.2017.

3. KoHTponp 3a HCHONHEHHWEM pAaCHOPSDKEHHS  BO3JIOKHTH — Ha
3aMeCTUTEJIsl JUPEKTOpa Mo Hay4yHoi pabore ®amunus H.O.

Hupextop Iloonuce N.O.Damunus



[punosxenue Ne 4
peKOMeHTyeMBIit 00pazen

HaunMeHnoBaHue oprana rocyJapcTBEHHOH BJIaCTU

denepanbHOE OI0HKETHOE YUPEKICHUE

«HAYYHO-UCCJIEJOBATEJILCKUI IIEHTP
«HAUMEHOBAHUE OPTAHU3ALIAN»

(PBY «HUL ...»)
INPOTOKOJI

MockBa

3ace]laHnrs TUPEKIHUU

[IpencenarenscrByromumii - @amunus 1.0.
Cexperapsp - Gamunus 1.0.
[TpucyrcTBoBaM: 17 YenoBek (CIIUCOK MPUIIAraeTcs)

[TIOBECTKA JIHA:
1. O Mepax 1o peanuzanuu (eaepaibHOM [eJIeBOH MPOrPaMMEI ...
Joxunan 3amecturens aupekropa @amunus M.0.
.-

1. CJIVIIAJIN: Iletpos ILIIL - TekcT goknana mpujaracTcs.
BBICTVYIIMJIN:
®amunus M.0. - kpaTkas 3alIMCh BBICTYIIJICHHS.
®amunus M.0. - kpaTkasi 3aIUCh BBICTYIIICHUS.
PEIIMJIN: (ITOCTAHOBWJIN)

1.1. CdopmupoBaTh BpeMEeHHbIE TBOPUECKHE KOJJIEKTHBBI [10 Peal3aliun
POEKTOB (heepabHON LeIeBOW MPOrPaMME ...
1.2. IloaroToBUTH U yTBEPAUTH IJIaHBI pabOTHI MO MpoeKkTaM (enepaabHOH

LIeJIEBOM IIPOrPaMMBI
- -

[TpencenarenscTByOIMA Iloonuce N.O. Gamunus
Cexkperapsb Iloonucw N.O. Gamunus



[MTpunosxerue Ne 5
peKOMeHTyeMBbIil 00paser

HauMmeHOBaHHE OpraHa rocyJIapcTBEHHOMH BIacTH

OenepanbHOE OI0KETHOE YUPEKACHNE
«HAYUYHO-UCCJIEJOBATEJILCKUHI IIEHTP
«HAUMEHOBAHUWE OPTAHU3AIIUN
(PBY «HUL ...»)

IMPOTOKOJI

MockBa

OIE€PaTUBHOI'O COBCLIAHMN
Yy 3aMECTHUTEIIAA JUPEKTOPa HEHTpPaA

3amectuTenb nupekropa - @amunus U. O.
Cexpetaps - @amunus 1.0.

[TpucyrcrBoBanu: @amunus 1.0., @amunus 1.0., Gamunus U.O....

1. O6 opranuzanuu obcnenosanus no reme HUOKP ...

(Pamunus U.0.*, ®amunus U.0., Gamunus 11.0.)

1. YcTaHOBUTS, YTO ...
2 Pykosoautento Temsl (Pamuiusa M.0.) obeciedyuTh KOHTPOJIb ...

2. OO0 yyacTuu B 3acelaHUK paboyeld IpyIIb 110 ...

(Pamumnus U.0.*, Gamunus N.0., @amunus 11.0.)

1. [ToAroToBUTH K 3aceaHuo paboydeil rpyIbl MaTEPHAIBI O ....
3amecTUTeNb TUPEeKTopa Iloonucw N.0O. Gamunus
Cexkpetapp IToonucw N.O. ®amunus

* TlepBoii yka3biBaeTcs (pamMuIUs U MHULMAJIbI OCHOBHOI'O JOKJIaI4MKa, 3aTEM -
baMUITUH 1 HHUIHAAJIBI JTUL, Y4aCTBOBABLIMX B 00CYK/I€HUM BOIIpOCa.



[Tpunoxenue Ne 6
peKoMeHTyeMbIii oOpazerr

HanmeHoBaHKe opraHa rocyaapcTBeHHOMH BlacTH

QenepasibHOE OIOKETHOE YUPEIKICHUE Pexrtopy
«HAYYHO- (HaumenoBanue yueOGHOTO 3aBe/ieHUs)
UCCJEJIOBATEJbLCKUIA Qamumus K.0.
HHEHTP .
[louToBBIii agpec
«HAUMEHOBAHUE
OPIAHU3B AL

(PBY «HUIL...»)

JlennHckuii npocn., 1.83, Mocksa, 117296
Tei.(495)934-23-23; ten./dakc (495)718-30-23 e-
mail:mail@techno.ru;http://www.innovation.ru
OKIIO 02842709;0I'PH 1027700380724;
WHH/KIIIT 7708033109/771001024

30.08.2017 Ne 01-22/345
Ha Ne oT

OO0 yyacTuu B aHKETUPOBaHUH
VYBaxaemsiit ims, OtyectBo!

Ilpeqyaraem Bam npuHATE ydacTHe B aHKETHPOBAHUH OOpa30BATENBHBIX
OpraHu3alyid, OCYUIECTBIAIOIMUX IOArOTOBKY CIIELMAIKCTOB [0 HMHKEHEPHBIM
CHEeIUAIbHOCTSIM.

AHKeTHpOBaHHE NMPOBOAUTCA HAMH B LeNsIX cOopa uH(OpMamuu o By3ax,
BBIITYCKAIOLIMX CIEHATUCTOB HEOOXOMUMBIX HaM CIEUHaTbHOCTEH, KOTOPHIX B
AaJbHEeHIIEM MOXHO ObLIO ObI IPUBIEKATh AJIsI TPOXOKIAEHHS TPOU3BOICTBEHHOM
NPaKTUKH U [OMOJHEHHS ITaTa CIEeHUATUCTOB Ha IPEANPUITUIX OTPACIIH.

3aIo/IHEHHYIO aHKETy IIPOCHM BBICIIATh B HALI aJipec.
IIpunoxenue: Ankera Ha 2 J1. B 1 3Kk3.

C yBaxeHuem,

Jupextop

I.T.H., Ipodeccop Iloonuco N.0O. Gamunus

@amuius, UMsl, 0TYECTBO, peGepeHT TUPEKTOpa
(495) 934-23-23; mail@techno.ru



[Ipunoxenue Ne 7

peKoMeHTyeMblil 00pasert
HauMeHoBaHue opraHa rocy1apCTBEHHOM BJIaCTH

OenepasibHOE OIOIKETHOE YUPEIKICHHE
«HAYYHO-
NCCJEJIOBATEJILCKUI
LHEHTP
«HAUMEHOBAHHUE
OPTAHU3AIINN»

(PBY «HHUILI...»)

AKT
05.08.2017 Ne 5

bpsiack

MIPOBEPKHU TEXHUUECKOTO COCTOSIHUS
OpPrTeXHUKHU

Ocnosanue: npukaz O®bY «HHUILL ...» ot 30.07.2017 Ne 89 «O mpoBepke
TEXHUYECKOTO COCTOSIHHUS OpPITEXHUKH, UCII0JIb3yEeMOM OTJEJIOM
JEIOIPOU3BOCTBAY.

CocraBieH: 3aM. HadaJbHUKa MH(DOPMALMOHHO-TEXHHUYECKOIO0 OTAeIa
@Qammmmsa  M.O.; HavanbHUKOM  aJMHHUCTPATUBHO-XO3SHCTBEHHOW  CIyXKOBI
Qamunus 1.0., 3aB. otnenom aenonpousBoactea @amunus M.0.

B Xxome mpoBepKHM TEXHUYECKOTO COCTOSIHMS OPITEXHHKH OTHeNa
JIeJI0NIPOU3BOACTBA, NpoBeaeHHoM 04.08.2017, ycTaHOBIIEHO ...

ITpoBepKoii MpU3HaHbl HEIPUTOJHBIMHU ISl SKCILIYaTaLlUH:

Iloonuce N.0O. Gamunus
[loonuce HN.0. Gamunus

Iloonuce N.0. damunus



[Tpunoxxerue Ne 8
peKoMeH 1yeMblii oOpaserr

OTIEJI AEJIOITPOU3BOACTBA Hupektopy ®BY «HUILI ...»
JOKJIAJJHAA 3ATIMCKA ®amunus N.0.
10 oxts10pst 2017 r. Ne 35

OO0 yBenUYEHUHU IITATHOU
YHCJICHHOCTH MOApa3/IeIeHUs

VBaxaemsiii Umsg OrtuectBo!

B cBs3M CO 3HAUYUTENBHBIM YBEIMYEHHEM 00BeMOB 0OpabarhiBaeMoit
KOPPECIIOHICHIUH, TIOCTYIAIOLIEH B CBSI3U C ....
npoury Bac u3bICKaTh BO3MOXKHOCTb YBEJIUYUTH IITATHYIO YACIEHHOCTE OT/€eIa Ha
OJIHY JOJDKHOCTb CHELUAINCTA 2-1 KaTerOpHUH.

C yBaxeHueM,

3aB. OTIEeIOM IToonuce N.O.©amunus



ITpunoxenue Ne 9
pEKOMeHIyeMbIi 0Opaser

Komy: PykoBoauresnsm ynpasieHuil ¥ OTAeI0B

Ort: ®amunus N.0., pykoBoauTeNb aAMHHHCTPATHBHO-X03HCTBEHHOM CITyKOBI
HMara: 17 anpens 2017 r.

Tema: Ilonaua 3as1BOK Ha aBTOTPAHCIIOPT

CIOYXEBHAS 3AIINCKA

B mensx nosbimeHus 3¢G¢GEKTUBHOCTH HCIIONB30BAHHSA M COKpaIICHHUS
IPOCTOEB  aBTOTPAHCIIOPTHBIX  CPEACTB  LEHTpa MpOlly pPyKOBOAMTENeil
NOZpa3/IeJICHHH TOJaBaTh 3a4BKM Ha aBTOTPAHCIIOPTHBIE CPEACTBA HE MO3JHEE
15:00 gHs1, npeAIECTBYIOMIErO MTOE3KE.

PykoBoauresns aIMUHHCTPATHBHO-
XO3IHCTBEHHOU CITY>KOBI N.O. Gamunus



Is

[Ipunoxenue Ne 10

IIpuMepHBIi IepedeHb YTBEPKAAEMbIX JIOKYMEHTOB

AKTEI (IPOBEPOK, PEeBU3HI; CIIMCAHUS, DKCIIEPTH3EL; JIMKBUAALNH

OpraHM3alui).

8 I'pacuku paboT, OTIIYCKOB, CMEHHOCTH.

. 8 MHCTpyKIMH, TOTDKHOCTHBIE HHCTPYKIUH.

4. KnaccuduxaTtopbl HH(OpMAIHH, JOKYMEHTOB.

< 8 Mertonuuecknue peKOMeHIalM1, METOAMYECKHUE YKa3aHUs ¥ METOAUKH.

6. Homenknarypa gen opranu3aiu.

7. HopMmbl ¥ HOpMaTUBBI (BpEMEHH, YUCICHHOCTH PabOTHUKOB, PACX0/a ChIPhS
U MaTepHaJioB, 3JIEKTPOIHEPIHUH ).

8. Ormvcu net (MOCTOAHHOrO, BpeMeHHBIX (CBhIie 10 JeT) cpOKOB XpaHeHus U
10 JINYHOMY COCTaBy).

2 ITepeynu (10/KHOCTEN, OpraHU3aLuii, BUIOB HH)OPMAIIMH, JOKYMEHTOB).
10. Tlonutukw.

11.  Tlonoxenus (0 moapasaeneHusxX, IPEMHUPOBAHUHU, ATTECTALINH ).

12.  Tlopsgku.

13. IlpaBuna.

14. PernameHTHI (B TOM 4HMC/I€ PeriIaMeHThl OU3HEC-IIPOLIECCOB).

15.  CrangapTsl OpraHu3alyy.

16. VYcrassl

17.  VYuudunuposanusie GOpMbI JOKYMEHTOB.

18. IlrarHoe pacnucaHue.



IIpunoxenue No 11

IIpuMepHBIii iepedeHb J0OKYMEHTOB, 3aBePSIEMBIX I€YaThI0 OPraHU3aIiy

1 ApxuBHas cripaBKa.

2. AKTsl (IpreMa 3aKOHUYEHHBIX CTPOHTEECTBOM 00BEKTOB, 060Dy IOBaHHMS,
BBINIOJIHEHHBIX PabOT, CIIUCAHUsI, IKCIIEPTHU3EI).

<A Konuu 1 BBINMKMCKM U3 TOKYMEHTOB, BBIIABAEMBIX LIS MpE/ICTaBICHUS B
Ipyryue opraHu3aluu.

4. O6pastibl OTTHCKOB MevaTelt ¥ noAnuce paGOTHUKOB, UMEIOIINX TIPABO
coBepIIaTh (PUHAHCOBO-XO3SHCTBEHHBIE OIIEPALIH.

o Hopy4enust (OroKeTHBIE, OaHKOBCKHE, IEHCHOHHBIE; ILIATEXKHbIE,
MHKaCcCOBbIC B 0aHK Ha MOJyYeHHe MHBATIOTBI CO CYETOB, IEPEBO]] BAIIIOTHI).

6. Ilpencrasnenus u xonaraiictsa (0 HarpaKIeHUH roCy1apCTBEHHBIMU
Harpajamu U NpeMHSIMH).

T PeecTpsl (4ekoB, nopy4enuii, mpeacTasiseMblx B 6aHK).

8. CrpaBk# (0 10X0aX QU3MYECKHX JIUII, O BBIIIATE CTPAXOBBIX CYMM, O
OalaHCOBOM CTOMMOCTH OCHOBHBIX (DOHJIOB, IO NePCOHU(PULIUPOBAHHOMY YUETY,
O(OPMIIEHHUIO CTPAXOBBIX CBUAETENBCTB, 110 3aPOCaM OPraHU3allMii, [0
JIOKYMEHTaM, IPeJIOCTABIISIEMBIM B CyJ, - 10 HEOOXOAHMOCTH).

9. Y nocroBepeHus pabOTHHKOB.



[ Ipunoxenne Ne 12

IIprMepHbId nepedeHb HePErNCTPUPYEMBIX BXOAIINX JOKYMEHTOB*

1. AHKeTSI (pe3toMe), HalpaBiIsieMble B LENAX TPYI0yCTPOICTBA.

2. Byxranrepckue nokymenTs! (OyXraiarepckas OTYETHOCTb, CYETA, CYETa-
(haKTypbl, aKThI CBEPKH B3aMMOPACYETOB, aKThl IPHEMKH-IIepeadr OCHOBHBIX
CPEeZACTB, TOBapHbIE HAKIIAHEIE).

I, I'OCTsl, TexHUYECKHE PErIAMEHTSI, PYKOBOISINKE U APYTUe JOKYMEHTBI I10
TEXHUYECKOMY PETYJIMPOBAHUIO U CTAaHIAPTH3ALNH.

4. I'pacuxu, HapsAABI, 3a5BKH, pa3HAPSIKH.

- 3 JIOKyMEHTBI (IPOEKTBI  TOKYMEHTOB), TPEOYIOIIHE MOATHCAHMS
(cornacoBanus, yTBEPXKACHNU) U [IOCIELYIOIIET0 BO3BPATA.

6. KoHkypcHast ToKkyMeHTalusl.

7. Hay4Ho-TexHnueckas ¥ mpoeKkTHas JOKYMEHTALHUSI.

8. Koppecnonnennus, anpecoBanHasi paGOTHHKAM OpPraHU3aINK ¢ TOMETKOM
«JIugnom.

w. [TevatHble u3nanHus (KHUTH, )KYPHAJIBI, Ta3€Thl), KATAIOTH, TEXHUYECKAS

JMTepaTypa, TeMaTH4YECKUE U ClIENUaIbHble COOPHHUKH, IIJIaKaThL.

10.  IlosnpaButenbHble MHCEMA U TeJIerPaMMBbI, G1ar0JapCTBEHHBIE TUCHMA U
TeJIETPaMMBI, IIPUTJIACUTENIbHEIE OUIIETHI.

11. TlpelickypaHTHI.

12, IlpurnacurenbHble GUIETHI, IPUITIALICHHS.

13. IIporpammsl KOH(pEpPEeHLUH, COBEIIAHMIA.

14.  Pexnamuble MaTepuaisl (IUCbMa, TMCTOBKH, IIPOCIIEKTHI, OYKIIETEI).

15.  VuebGHble miaHsl, MporpaMMBel.

16.  ®opmsbl u 61aHKH, B TOM umciie OPMBI CTATHCTHYECKOH U HHOM
OTYETHOCTH.

* EBcnm  ykazaHHBIE JAOKYMCHTBI IIOCTYIHJIM C COIPOBOJUTENBHBIM ITMCBMOM, ITHCHMa
PETHCTPUPYIOTCS B MOPSAKE, YyCTaHOBICHHOM MHCTPYKIIHEH 110 1€T0NPOU3BOICTBY.



