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INPEAUCJIOBHUE

VYuebHo-MeTonueckoe nocodue «J/leIonpon3BOACTBO M JOKY-
MEHTO000POT B CHCTeMe TrOCyIapCTBEHHOI0 M MYHHIMIAJIBHOIO
ynpaBJieHUsD» MTOJTrOTOBICHO Ha 0a3e Kadeapbl TECOPHH U METOAO0JIO-
MM TOCYAApCTBEHHOTO M MyHHUIMIIAJIbHOTO yripaBieHus. OHO paccuu-
TaHO TpEXJie BCEro Ha CTYAEHTOB, IpernojaBaTeNiell U ciymaresnei,
oOyuaronuxcst 1 00y4aronyx B CHCTeMe MOATOTOBKH, TIpodeccruoHab-
HOU TepenoroTOBKY 1 MOBBIMICHUS KBAIM(PHUKALIMN TOCYIAPCTBEHHBIX
Y MyHHLUTATBHBIX CITYKaIHX.

[MosiBnienue Takoro poja ydeOHoOro mocobus He ciydaitHo. Kom-
METEHTHOCTh B BOIPOCAX JCIOMPOU3BOACTBA, HATMUUE HEOOXOAMMBIX
YMEHUH 1 HAaBBIKOB pabOThI C JOKYMEHTaMH, TOHUMaHHE X POJIU B CH-
CTE€ME YNPABIEHUS — BAKHEWUINUN IPU3HAK COBPEMEHHOU JEI0BOU
KYJBTYPbI X BBICOKOTO TIpopeccHoHann3Ma ciyskallero, TeM oosee pa-
0OTHHMKA armapara ToCyIapCTBEHHOH BIACTH U YIIPaBICHUSI.

Yerkast opraHu3zanus ITOKYMEHTOOOOPOTa, TPaMOTHAsl MOATOTOB-
Ka, CBOEBPEMEHHOE M KaueCTBEHHOE HCIOJHEHHUE IMPHUHSTHIX perle-
HUM — 3aJ70T BBICOKOH S((PEKTHBHOCTH YIpaBICHUECKOH AesATelb-
HOCTH, a BCJIEJl 32 3TUM BBICOKOTO aBTOPUTETA BIACTHBIX CTPYKTYp,
JIOBepUsl K HUM CO CTOPOHBI TpaxJaH. Benp nenonpou3BoACTBO —
3TO HE MPOCTO TEXHHUYECKass paboTa Mo y4eTy, CBOEBPEMEHHOMY JI0-
BEJCHHUIO JIOKYMEHTOB JI0 PYKOBOJACTBA M HX XPaHEHHIO. JDTO CBOE-
oOpa3HbIii TIpollecC MPOU3BOJCTBA, CHCTEMa OPraHU3aI[MOHHOTO,
WH(POPMAIIMOHHO-aHAIUTHYECKOTO, TPABOBOTO, PETPOCIIEKTUBHOTO
W TMIPOTHO3HOTO 00ECIeyYeHus YIpaBlIeHYecKoro Tpyna. TpyaHo npen-
CTaBUTh ceOe PYKOBOJCTBO JIFOOBIM, JIa)Ke CaMbIM MaJCHBKUM TPY/IO-
BBIM KOJUIGKTUBOM, 0€3 TOIyuYeHHs, XpaHeHHs B 00paboTku mHDOp-
Maluu, 0e3 TOATOTOBKH MOCTAaHOBJICHHI, TPUKAa30B U PACTIOPSKEHUH,
0e3 apxuBa U OuOIMOTEKH. JleIONPOU3BOACTBO MPEICTABIICT COOOM
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CBOEOOPA3HYI0 HEPBHYIO CHCTEMY YIPABIEHUYECKOIO OpraHU3Ma, OHO
WHTETPHUPYET U MPEBPAIIAET B ANHOE OPTAaHUYIHOE IIEJI0€ TPOIIeCC pa3-
paboTkH, 0pOPMIICHHUSI B COOTBETCTBHH C YCTAHOBJICHHBIMHU CTaHJAp-
TaMH, y4eTa, MPOXOKACHUS TOKYMEHTOB U KOHTPOJIS 332 NCTIOJTHEHUEM
HaMEUYEHHBIX MEPOTPUATHI, XpaHEHNUS M YHUUTOKEHHUS B COOTBETCTBY-
Iole CPOKH OyMmar, a TaKke MOMCKOBO-CIPAaBOYHBIE, HH(POPMAITHOH-
HO-aHAIUTUYECKHE paOOTHI M OTUYETHBIE TIPOIIETYPHI.

T'ocymapcTBeHHbIE 1 MyHHIIUTIATBHBIE CITY’)KaIIlFe TPOSIBISIOT BCe-
BO3pACTAIONINI MHTEpeC K mpobiieMaM JOKyMEHTAIlMOHHOTO obectie-
YEHHsI armapara yrpaBiIeHHUs, 3aKOHOMEPHOCTSM, TPUHIUIAM U TIpa-
BWJIaM €r0 OpraHu3aluu. JTa CTOPOHA YIPABJIEHYECKOro Ipolecca
OOJBIIMHCTBOM JIFO/IEH BOCIPHUHHUMAETCSI HE KaK YTO-TO OIOpOKpaTh-
Yyeckoe, He 3acily’kuBaroiiee ocoboro BHMMaHus. HaobGopot, monn
OCO3HAIOT BAKHOCTh OPraHM3allMOHHOW YIpaBIeHYeCKOH, HHpopMa-
LIHOHHOW, KOMMYHHMKAaTUBHOM, TyXOBHO-KYJIBTYPHOU M UCTOPUYECKOM
GyHKIMIA 1enonpon3BojcTBa. [ocynapcTBEHHbIE U MYHHIIUTIATbHBIC
CITy’Kalie TMpOosIBIISIOT HHTEPEC K BOMPOcaM JOKYMEHTO000poTa, T. €.
JBMKEHUSI JTOKYMEHTOB B ammapare ¢ MOMEHTa HMX MOJY4YeHHs WIN
CO3/1aHUs 10 MCIIOJIHEHUS W OTHPABKH Ha XpaHEHHWE WM YHHUYTOXKE-
HUE; CTaHJApTU3AIUN ¥ THUITOJOTU3AINHN JTOKyMEHTOB; 0COOEHHOCTEH
BEJICHUsSI TIEPENUCKHA C XO3SHCTBEHHBIMH CTPYKTYPaMH, O(QOPMIICHUS
JTUTUIOMAaTHYECKOM M MEXIYHAPOIHOM Mepenucky; o0ecneueHuns! KOH-
buneHIuaNbHOCTH WHPOPMAIMH; BHEJAPEHHUS HOBBIX KOMITBIOTEPHBIX
TEXHOJIOTHH B 1ene cOopa, 00pabOoTKH, HAKOTUICHUS, XPAaHEHUS U TI0-
MCcKa HeoOxommmoil nH(pOpMaIK B YIPaBICHUYECKOW NESITETHbHOCTH.
B mocneanee necstuieTHsi NMOSBUIIACH JIake HOBas GOpMyia «IOKy-
MEHTAIlMOHHOE OOECTIeYeHNEe YTPaBICHUN, TOAUEPKUBAIOIMIAs Bak-
HOCTh HMH(OPMAIIMOHHO-TEXHOJIOTHYECKOH (YHKIMH JEIOIPOU3BOI-
CTBa B COBPEMEHHBIX YIIPABIECHUYECKIX CHCTEMAX.

KHura no cBoeil CTpYKType M CONEPKaHUIK COOTBETCTBYET Kyp-
Cy, KOTOPBIIl B HACTOSIIEEe BpeMsl YUTAETCA CTyJeHTaM. [ TaBHas 1elb
IPEAIaraéMoro 4uTares0 yuyeOHO-METOAMYECKOr0 IOCOOUs 3aKIIo-
4yaeTcss B TOM, YTOOBI MMOMOYh B MaKCHMAJIbHO TIOJTHOM OOBEME OB-
JIa/IeTh UCKYCCTBOM Pa0OTHI C JTOKYMEHTOM, a 3HAUUT MOOYIUTH elle
pa3 BEepHYThCS K PACCMOTPEHHMIO HE TOJBKO MPHUKIAIHBIX ACMEKTOB,



HO M TEOPETHUYECKHX OCHOB JEJIONPOU3BOJCTBA, YTOUHUTH OCHOBHBIE
MOHSATHS, KaTeTOPUN M TEPMUHOJIOTHIO, OTHOCSIINECS K COBPEMEHHO-
My JAEJIONpPOU3BOACTBY; MPOAHATIU3UPOBATH COCTOSHUE U TPYIHOCTH
peanu3alyy Ha NPAKTHKE TaKUX OOIIUX MPUHIHUIIOB OPTaHU3alNH Jie-
JIOTIPOM3BO/ICTBA, KaK HAyYHOCTh, HOPMATHBHO-TIPaBOBasi 000CHOBaH-
HOCTb, OPraHUYECKOE COYETaHHE JEMOKPATHYHOCTH M KOH(HICHIIU-
AIBHOCTHU B CITy>KEOHBIX OTHOILCHHUSX, JEIIOBUTOCTh, CTAHIAPTH3ALIMS.
He ocraBiena B cTopoHe 1 3a7ja4a HAyYUTh KOHKPETHBIM TEXHOJIOTUSAM
U «CEKpeTamM» COCTaBJICHUS JOKYMEHTOB, OCOOECHHO OpraHM3alHOH-
HO-PacCHOPSIIUTEIBHOTO XapakTepa, (OpMYyIHPYIOTCS PEKOMEHIALNU
M0 COCTABJICHHIO TEKCTOB M O(GOPMIICHHUIO BaKHEHMIIHMX JIOKYMEH-
TOB 3TOM KaTeropuu: IUIAHOB M INPOTpaMM, MOCTAHOBIEHUH, NMpHKa-
30B M pacropspKeHHH, HHPOPMAHOHHO-aHATUTUYECKHX, CITY>KEOHBIX
W JIOKJAJHBIX 3alMCOK, YCTaBOB, MOJIOKEHUH M MHCTPYKIMH, aKTOB,
CIIPABOK U OTYETOB.

B yueOHO-MeTOOMUYECKOM MOCOOMH TPEACTAaBICHBI M MOAPOOHO
paccMaTpHBalOTCsl HECKOJIBKO OJIOKOB MPOOJIEM: UCTOPUS ACIOIPOU3-
BoAcTBa B Poccum, oOmipe BOMPOCH IENONPOU3BOACTBA U JIOKYMEH-
TAIIOHHOTO COTPOBOXIEHHSI TOCYIAPCTBEHHOM CIYKOBI, COBPEMEH-
HOE TOCYAApCTBEHHOE PErylupoBaHHE JEIONpou3BoAcTBa B Poccun,
JIOKYMEHTHPOBAaHUE YIIPABICHUYECKON JEATEIBbHOCTH, COCTaBJIECHUE
1 0(OpMIICHHE OCHOBHBIX BUJIOB JTOKYMEHTOB.

ABTOpBI HE CTaBHJIM Tepes cO00H Lenn T0OUThCS MaKCUMaIbHOM
MOJHOTHl PAacCMOTPEHHsI BCEX CTOPOH Mporecca HH(OPMALUOHHO-
JOKYMEHTAIMOHHOTO 00eCHeYeHns! TOCYIapCTBEHHOM U MYHUIUIIAb-
HOU ciyk0bl. B ogHOM, ake caMOM COBEPIIEHHOM, Y4eOHO-METOAN-
4eCKOM HOCOOMHU I0CTHUYb ITOT0 HEBO3MOXKHO.

[Tocobue uCIoTHEHO B COOTBETCTBUH C TPEOOBAHUSIMH JICHCTBYIO-
IIET0 3aKOHOJATENLCTBA, IPUHATHIMH B HallIel cTpaHe HOPMaMH, CTaH-
nmapramu 1 'OCTamu, cHaOXKeHO NPHUIOKEHUSIMH, KOTOPbIC MTOMOTYT
CTyJCHTaM MpHOOPECTH KOHKPETHBIC MPAKTUYECKHE HABBIKH PaOOTHI
C JIOKyMEHTaMH.



1. UCTOPHUSA JEJIONNPOU3BOACTBA B POCCHUH

1.1. 3apoxneHue 1e10nPON3BOACTBA
B IPEBHEPYCCKOM IroCyIapcTBe

B nmepuon pacusera JlpeBHEpYCCKOTO TocyAapcTBa CyIIeCTBOBAIaA
IMUCbMEHHOCTD, 3TO MOATBECPKAACTCA AOIICAIIMMU OO HAC JOKYMCH-
TaMHU TOI'O BPEMECHHU, OHU COIIPOBOXAAJIMW YACTHYIO XU3Hb I'paXXJIaH,
IIPOUCXOIAIIO U JIOKYMEHTHUPOBAHUE PsAJIa YIIPABICHUYECKUX PEILICHUMN.
bnaromaps aTiM apTedakTaM MbI 3HAEM UCTOPHIO HAIICH CTPAHBI, CTIe-
UQUKY ObITa ¥ KYJIBTYPY OTHOILIEHHHN, CIOXKUBIIHECS B TO Bpemst. 13-
HayaJIbHO JOKYMEHTHI HE OCYIIECTBIISUIM KOMMYHUKAaTHBHYIO (yHK-
U0, a CIYKWIH JIMIIb CPEACTBOM 3aKPEIICHUS MUMYIIECTBEHHBIX
HMHTCPECOB I'paKJaaH, MMO3JHCC, C PAa3BUTUECM IMUCbMEHHOCTH, OHU CTa-
HOBSITCS CPEJCTBOM OOMeHa uH(popMmarmel, oOmeHueM. Takke 10-
KyMEHTBI BBITIOJHSIOT (DYHKIHIO TMPOJIOHTHPOBAHHOTO XPaHEHWS WH-
dopmaryu, 6olee MPOIOIKUTEIBHOTO, UM YelloBeYecKas )KU3Hb, OHH
JIOHECTTH JI0 HAIIeTO BPEMEHH HE TOJBKO MCTOPUIO OBITA M KYJIBTYPHI
PYCCKOTO HapoJia, HO ¥ UCTOPHUIO JIEIOTIPOU3BOCTBA.

CraHoBieHne rocygapcTBeHHOCTH — JlpeBHepycckoro rocymap-
CTBa — CIOCOOCTBYET 3apOXIEHHIO W PA3BUTHIO JEIONPOU3BOJICTBA,
MpaBOBOM JJOKyMeHTaluu. Ellle 0JHUM HEMaJIOBaXKHBIM YCJIOBUEM pa3-
BUTHS JIENIONPOM3BOJICTBA SIBIISIETCSl PACIPOCTPAHEHHE TPAMOTHOCTH
cpenu Hacenenus. Hanpumep, B 1951 . B. A. AprimxoBckum ObIH pac-
KOITaHbI 6epeCT$IHBIe T'paMOThI, Ha KOTOPLIX ITHMCaJIa HE TOJIbKO IpaBAlias
QIIUTa, HO U PEMECIICHHUKH, TOPOXKaHe, MeJIKKe Toproiisl. O odopm-
JISUTH YeJIOONTHBIE (CITy)KeOHast 3aIkcKa) | 00s13aTelIbeTBa (TapaHTHITHOE
MMUCHMO), 3aBEIAHMS, 3aKJIATHBIE, PSIBI (IOTOBOPHI), TepedHH (peonatb-
HBIX IIOBUHHOCTEH U T. . Taxxe q)HKcaHI/II/I IIOJICKAJIN JIBI'OThI U JOXO-
JbI ICPKBU, IIPUBUIICTHUU KYIIIOB, COITIAICHUS Pa3sIMYHOTO BHUA.



B mepuon cymectBoBanus J[peBHEpYCCKOTO TOCynapcTBa, Oesyc-
JIOBHO, HEJNb351 TOBOPUTH O HAJTMYMH CUCTEMBI JI€IOIPOU3BOJICTBA, 3TOT
MIEPUOJ] MOXKHO OXapaKTEepU30BaTh KakK IEPUOJ HAKOIUIEHUS OIBITA
u popmupoBaHus 00bIYAEB M TPAAULINHN TOKYMEHTHPOBAHHUS.

1.2. IlOpeBOJ'lIOIII/IOHHOC OTCYECTBCHHOC
A€JIONMPOU3BOACTBO

l'[pmca:moe AEJTOMPOU3BOACTBO

HcTopust rocyiapcTBEHHOTO JI€I0MPOU3BOJICTBA BEAET CBOM OTCUET
¢ XIII-XV BB., 310 mepuo (GOPMUPOBAHUS U PAa3BUTHUS OOIIECTBEH-
HBIX OTHOIIEHHUH, KOTOpPbIE JOKYMEHTHUPYIOTCS YaCTHOIPABOBBIMH aK-
TaMu. D10 nepuo (heoanbHOM pa3apo0IEHHOCTH, B3aUMOOTHOIIICHUS
MEXKIY KHsDKECTBaMHU (DUKCHPYIOTCSI JOrOBOpaMH KHsi3eH. V3BecTHBI
U MEXJIyHapOJHBIE I0rOBOPBI, Hanpumep, Pycu ¢ Buzanruein X—XI BB.
ApXeoJoriuecKMMH HaXOJKaMH MOATBEPKIAETCA, YTO YK€ B MEPUOJT
CyIecTBOBaHuUs [peBHEPYCCKOro rocyiapcTBa CIOKHUIUCH OTIPENIEIeH-
HBIE TpaBmiia OPOPMIICHUS TOKYMEHTOB.

HenonponusBoactBo Ha Pycu Kak roCylapCTBEHHBIM HHCTUTYT
BO3HUKaeT B KOHIE XV B. IMEHHO TOI/la BOBHUKAIOT LIEHTPAJIbHBIE
Y WCIIOJIHUTEIbHBIE OPraHbl TOCYAApCTBEHHOHN BIACTH — MpUKA3bL
1 u30bI (MMETU MEHBIIE MOJTHOMOYHUI), OHU OPraHU3yIOT U KOHTPO-
JUPYIOT padOTy pa3IUYHBIX OTpaciell KHsDKeCTBa, paboTa ¢ JOKyMEH-
TaMM MPOU3BOJUTCS CIEIHAIBHBIMU JIIOAbMH, KOTOPbIE Ha3bIBAIOTCS
«absikamm». Ilponecc AesTenbHOCTH 3TUX OPraHoOB COMPOBOXKIAJICS
oopMIICHHEM JOKYMEHTOB, TaK BO3HHKIO HPUKAZHOE OEeNONPOU3-
600cmeo (T. €. AeNONPOU3BOACTBO, MPOUCXOUBIIIEe B MprKa3ax: Ka-
3eHHoM, KonromenHnom, CoxonpHuueM, Iloconbckom, IlomecTHOM,
[MoctrenbroM, XomonwseM, Kutnom, Crpenenxom, [Ipukaze bombimno-
ro BOpa | JZIp.). 3aBelOBal MPUKA30M OKOJIBHUYHH, JIFOMU, KOTOPHIC
MPUHUMAJIN PELICHUs, Ha3bIBAIUCH CYAbSMHU, JTOKYMEHTHPOBAHUEM
3aHMMAJIMCh JbSIKA M MOABAYHE, T. €. HAYaJIbHUK KaHUEISIPUU TpPHU-
Ka3a M ero NMoMoIIHUK. B 3T0 Bpems MOCTENeHHO HaYMHAET BO3HHU-
KaTh MPOCIOiKa YHHOBHUKOB-TIPOPECCHOHAIOB U3 CIIOS HE3HATHBIX
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CIy)KUJIbIX Jtofiedl. B jnanbHelilieM OHUM HE TOJIBKO CTalld BBICOKO-
KBATU(UIIMPOBAHHBIMY CIEIIUATNCTAMHU, HO M TPHOOpEnn ompese-
JICHHBIN BEeC B OOIIECTBE W Ta)Ke MOTJIN JT0OOHUPOBATh PEIICHNE HEKO-
TOPBIX BOITPOCOB HA TOCYJaPCTBEHHOM ypPOBHE.

Mectamu 6€30TIaCHOTO XPaHEHUS MEPBBIX YIPABICHICCKUX TOKY-
MEHTOB SIBJSUIMUCh MOHACTBIPH, XPaMbl, IIEPKBH. JIOKYMEHTBI CKIIaJIbi-
BaJIUCh B CIEIUATBHBIC SIIUKHA — JIApH, YEITOBEK, KOTOPBIA OTBEYAI
3a COXPaHHOCTb JOKYMEHTOB, HAa3bIBAJICS «JTAPHUKOMY.

Jlenonpon3BOACTBO B MPUKa3ax, Kak M TENeph, BEIOCH JHO0 ¢ MO-
MEHTAa ITOCTYTUICHUS TOKYMEHTA B TIPUKAa3, MO0 C MOMEHTA IMTOATOTOBKH
nmokyMeHTa. Ha mokymMeHTax yke CyIIeCTBOBAJU MEPBbIC PEKBU3HTHI,
oTpaxkaromnue o0paboTKy TOKyMEHTa, — aBTOpP W Jara MOCTYTUICHUS.
JIOKyMEHTBI, KOTOPbIE OTHOCHUIIUCH K PEIIEHUIO0 OJHOTO BOIIPOCa, TOI-
KIIEMBAJINCH OPYT K APYTY, COXPAHHOCTH CKJIEUKH 00eCTeYnBaiach 3a-
BEPUTEIIPHON HAMIMUCHIO bsKA. YBEIWUCHUE KOJNYIECTBA TOKYMEHTOB
MIPUBENIO U K U3MEHEHHIO TpadUKH MUChMA: €CIIA TIEPBOHAYAIBHO TIPH-
MEHsIach yCTaBHasi MaHepa MuchbMa, TO CO BpemMeHeM, ¢ XV B., cTall
MCTIOJIH30BAThCS MOMyycTaB. OH CyIIECTBEHHO CHU3WII BpEMEHHBIE 3a-
TpaThl Ha OOPMIIEHUE JOKYMEHTOB, OCOOCHHOCTBIO €T0 SIBIISIETCS TO,
YTO TEKCT MUCAJICS CIUTHO, O€3 pa3feNieHus Ha CIIOBa.

MarepualibHbIii HOCUTEb HH(POPMALIUK TaKkKe MPEeTepIeBaeT u3-
MeHeHHs. B meprosn 3apoxaeHusi CUCTeMBI JeIOTPOU3BOACTBA JIOKY-
MEHTBI OOPMIISIFOTCSl Ha OepecTe, OHOBPEMEHHO, 10 KoHla XV B. —
Ha TIepraMeHTe. JTO BBIACIIaHHAS OCOOBIM 00pa3oM KO3JTWHAS WA
TEJISIUbS IKypa — «TEJSATHHA» WIIH «XapThs». [lepraMeHT ObL1 OYEeHb
JIOPOTOCTOSAIINM, MTO3/IHEE ero BBITECHHUJIA Oymara, KOTOPYIO M3rOTaB-
JIMBAJIM U3 TPSIIbsS, @ HE U3 APCBECUHBI.

JIOKyMEHTBI 3TOro mepruojia UMET BUJ, KOTOPBIM celuac He HC-
MOJIB3YETCS, — CBUTKA: YTOOBI IPOYMUTATH €T0, HEOOXOMUMO OBLIO TI0-
CTETNIEHHO CBOPAYNBaTh JOKYMEHT. ITO OBLIO HE COBCEM YI00HO, TaK KaK
«ITAHAY» JOKYMEHTa MoTrJia ObITh OUeHb 3HAUNTEIbHOU — 10 200 Me-
TpoB 1 Oosiee. [IpuMeHeHne CTONOIIOBONH TEXHUKU OGOPMIICHHUS JI0-
KyMEHTOB SIBJSIETCS OCOOEHHOCTBIO MPUKA3HOTO EJONPOU3BOACTRA.
Hapsiny ¢ takoit (hopmoii nosiBisieTcs, a B AajbHEHIIIEM 3aKperIsieTcst
u TetpaaHas ¢popma. [lepererenHbie TeTpaau 00pa30BbIBAIM KHHUTH.
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[Mopsimox paboTel HAJ JOKyMEHTAMH B TpUKazax ObLT CIIEIYyIO-
IIUM: CHavasa MOAbsYUNA N3TOTABINBAJl Y€PHOBOM JOKYMEHT («UepHOE
MTUCBMOY ), 3aTeM JIbSK MEPETHCHIBAI €T0 («YEPHMI»). 3aTeM MITa i
MTOTBSTYNI TIEPETHCHIBA €r0 HAuYUCTO («Oenmmn»). bemoBol MOKyMeHT
(«OeOBUKY») MPOBEPSIICS M UCTIPABIISUICS TPH HEOOXOAMMOCTH, 3aTeM
TIOAITNUCBIBAJICA ABSAKOM.

B pamkax npukazHOTO JIeIONPON3BOACTBA BO3HUKAET CIIOBO «BOJIO-
kuTa». Kak yxke yka3plBaIOCh paHee, CKIICCHHBIE B CTOJOIBI JIOKY-
MEHTHI OBIIIN OYEHb JUIMHHBIC, pAA0Bas JIMHA JOKYMCHTOB JOCTHUIalla
60—70 M, pu paboTe TOKYMEHTHI BOJIOUIIIUCH T10 TIONY, TaK U BO3HUKIIO
TIOHSITHE «BOJIOKHTAY, OTPAXKAIOIIEE JUTUTEIBHOCTh IIPHHSITHS PEIICHUH
W HECBOEBPEMEHHOCTh PEIICHUs] BOMPOCOB. Takasi cucTeMa Jeonpo-
W3BOJICTBA ObLIA JlaJieKa OT COBEPILICHCTBA, OHA MaJl0 PEryjinpoBaiach
3aKOHOJIATENILCTBOM. B crucTemMe nmpuKka3Horo Aenonpon3BoJcTsa Ha Pycn
CYIIECTBOBAJIM YNHOMOYUTAHHE, B3ITOYHNYECTBO U opmanm3M. [Ipak-
TUYECKH OTCYTCTBOBAJIM TAKHE OICpali, KaK KOHTPOJIb 3a UCIIOJTHCHH-
€M JIOKYMEHTa, pEruCTpals, OllepaTUBHOE U apXUBHOE XPAHEHUE.

Cucrema enonpon3BOICTBA OblJIa BTOPHYHA IO OTHOIIEHUIO K all-
napary rocyJlapCTBEHHOTO YIIPaBJICHHUS.

Tabnuya 1
T'ocynapcrBennbiii annapar ynpasJenus 10 XVII B. B Poccun
LTAPb
BOJAPCKAS AYMA
ITPUKA3BI
E = | o
= = = =
S0 2| E| 5| E|Bg| 5| E|E =
= = = = = )
= 3) 4 = A g & 8 5 =) ’=
= | 2| 5| 8| 5|28 2|¢€| 2| %
) = 5] Q < = S ] 5 S
< S 5] S = ] DY 5 o =
A~ = = < o = 2
N3BbI
I'y6nas IIpuxasnas 3emckas
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apb u3naBaj ykasvl, akmol, Heai08aHHble SPAMOMbl, HAKa3bl (BO-
€BOJlaM U MECTHBIM HadajbHHKaM), Bosipckas nyma — npueosopel,
BOCBOIbI OOPMIISIIM OMAUCKU, B TIPUKa3axX padOTalld ¢ OmnucKamu
U 0oK1adamu, TPUKA3bl MEXAY CO00H OOMEHUBAIHNCH NAMAMKAMU,
a o0palleHHs IPaX/iaH Ha3bIBAUCH YeI0OUMHbIMU.

BaskHbIM TIpHU3HAKOM O(DHUIINATBHOTO JOKYMEHTA SIBJISIETCS MCIIOJb-
30BaHUE POPMYJISIPa, OH MPEACTABIIACT COOOH COBOKYIMHOCTh PEKBH3H-
TOB — 3JIEMEHTOB, PACIIOJOKEHHBIX B ONpeIeIeHHOM mopsiake. Oco-
OCHHOCTBIO MPUKA3HOTO JEIOMPOU3BOJICTBA SIBJIICTCS TO, YTO OOJIbILAS
YacTh ITUX DJICMCHTOB €III¢ HE BBIACSCTCS U3 TEKCTa, HO HAJIMYECTBY-
eT. DTO TaKue PEeKBU3UTHI, KaK JiaTa, aBTop, aapecart, 00palieHHe, TEKCT.
PekBU3UTHI HE OTACICHBI APYT OT ApPyra W NPEJACTABISIOT COO0H eu-
HBINA TEKCT.

TeM He MeHee, UMEHHO B 3TOT MEPUO/]T 3aKJIaIbIBACTCS CUCTEMA JIe-
JIOTIPOM3BOJICTBA, OHA OCHOBBIBACTCS HA TPAIUIUSIX M O0bIYAsX, KOTO-
pbIe MEPEIAIOTCS CAYKUIBIMU JIFOABMH, POPMHUPYIOTCS OCHOBHBIC ITPH-
€MbI U METO/IbI PAa0OTHI ¢ JOKYMEHTAMHU.

Konexckoe AE€JOMPOU3BOACTBO

CucremMa KOJUIGKCKOTO JEJIONPOU3BOACTBA (opMHUpyeTcst Uist
pellIeHus] HeTOCTATKOB NMPUKA3HOTO Jenonponu3BoacTsa. Cuctema mnpu-
ka3oB 3amensercd Ilerpom I cuctemoii xomneruit B 1717 . Mensercs
caMa CUCTEMA IrOCYAAPCTBEHHBIX YUPEXKICHUN: €CIIU B IIPEKHEN CUCTE-
M€ HCMOJIb30BaJCS MPUHIMI €AUHOBIACTHUS, TO CHCTEMa KOJJIETHU
NpeArnosarana, YTo Kaxaas KoJUIerHs 3aHUMaeTCsl onpeiesieHHOH cde-
PO WIIN OTpPaCiblo, & MPUHIUI IPUHATUS PEIIEHUH CTAHOBUTCS KOJ-
JIETHANIBHBIM, T. €. IPUHSTHE pelieHus TpeOOBaIO MPOLELYPhI T0JI0CO-
BaHus. Komnerun nongunssiiuce CeHary.

B 1700 1. yxazoMm naps ycrapeBiuasi croiaouoas popma ObLT 3ame-
HEHa JIUCTOBON (OPMOIi AETONPOU3BOACTBA.

B 1720 . 'eHepanpHBIM periiaMeHToM Obllla YCTaHOBIICHA OpraHu-
3alMs KOJIJIETUH, B HEM OIPEIeNsUTUCh IITaTHBINA COCTaB, OpraHU3aly-
OHHAsl CTPYKTYpa 1 0053aHHOCTH YHHOBHHUKOB I10 TOJDKHOCTH, TIpaBHIIa
BHYTPEHHETO pacropsiKa U yOpaHCTBO MPHCYTCTBEHHBIX MeCT. B co-
OTBETCTBUU C ATUM JIOKyMeHTOM, 27 ¢eBpans 1720 1. OblIu cO3MaHbI
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JIOTDKHOCTH CEKpeTaps (AeTONPON3BOANTEINS ), @ TAKXKE PSI/T IPYTHX: KO-
nuucTa, Guckana, mucia, perucTparopa, apxuBapuyca U akTuBapuyca,
co3/1aHa KaHIESApUs, TI0O3TOMY 3TOT I€Hb MOKHO CUHTATh AATON MOSB-
JIEHUS JOJDKHOCTH cekperaps (cMm. Tadi. 2).

Pa3BuTHe meI0MPOM3BOACTBA B ATO BpEMS MO3BOJIMIIO OPTraHU30-
Barb paboTy Haj JOKyMEHTaMu 0oJiee MPOrPEeCCHBHBIM U COBPEMEH-
HBIM criocoOoM. bputa pa3paboraHa W NMPUMEHSIACH CHCTEMa pEeru-
CTpallMy JTOKYMEHTOB, TaKke (OPMHpOBATACh OpraHH3alHs ydeTa
JIOKYMEHTOB M UX XPaHEHHUs, B JIEIIOTIPOU3BOACTBEHHBIH 000pPOT BOIIEI
HOBBIM TEPMUH — apxue. BblllleyKka3aHHbIN PENIAMEHT OIpeessl Ha-
JIMYre IByX apXuBOB: 0011ero u uHancoBoro. [1o kareropusm oxu ne-
JIWIACH Ha TEKyIIMe, BEJOMCTBEHHBIE (KOJUIETHIT), TOCYJapCTBEHHBIE.

Tabnuya 2
Opranu3anuoOHHAasi CTPYKTYPA M COCTAB KOJLJIerni
MPE3UJEHT
BULIE-TIPEBUIEHT
MMPUCYTCTBUE
IIpesunent Bune-npesuaeHt CoBetHuku | Aceccopsl
KAHIEJISIPUA KOHTOPBI
i o 5
A o o S S o | 2 o o
=] > = =) = = & LA,
|| 2| 5|22 5| 5| g5 g8
e | E| E|&8|¢|g|¢g| 2| &8 35
S| 2| 2| 25|85 2| 7% | ~F
© S = <

B XVIII B. B 00s13aTe5HOM MOPSIIKE YKA3bIBATHCH PEKBU3UT «HAU-
MEHOBaHUE BUJA JOKYMEHTa», a TAKKe JaThl MTOANUCAHUS U IOJIyde-
HUs, BXOJSIINE U UCXOJSIINE PErUCTPALMOHHBIE HOMEPA, aBTOP, aJpe-
car, NOAMNKUCH JOJKHOCTHOTO JIUIIA.
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HcnosHuTeIbHOE /1€JI0NPOU3BOICTBO

Exarepunoii II B 1775 1. Obia mpoBeneHa aJIMHUHHCTpPATHBHAS
pedopma, KoTopass oTMEHHIA KOJUIETHH KpoMe Mopckoit, BoeHHoi,
WNuoctpanHbIx nei1. B ocHOBY pedopMbl ObU1 0ONI05KeH (GYyHKLINOHAIb-
HBIM MPUHIUI YNPABICHUS: MOSIBIWINCH Ka3€HHBIE MaJaThl, YE3AHbIE
Ka3HauehcTBa, I'yOepHCKHE MpPaBJIeHUs, HUKHUE 3€MCKHE U COCIIOB-
HbI€ CYJIbl, MajaThl YTOJOBHOIO U IpaKJaHCcKoro cyna. HoBbll 3akoH
1802 1. ycTaHOBHJI HOBBII OPSAIOK B3aUMOOTHOIIIEHUH MEXIY roCy-
JAPCTBEHHOW W MECTHOH T'yOEpHCKOW BIIACTHIO, KOTOPBIE COIPOBO-
KAATUCH ClIeUU(UIECKUMH JOKYMEHTAMHU, TaK, BBIMIECTOSLINE Op-
raHbl OQOPMIISUTH M HAIIPABIISUIH YKA3bl, TIONYMHEHHBIE — pAnopmal,
OpraHM3ally OJHOTO YPOBHSI OOMEHHMBAIUCH COOOWeHUAMU U Npeo-
JLONCEHUAMU.

Vkazom 1811 r. ObTM YeTKO pasrpaHUYECHbl KOMIETECHIIUH YH-
HOBHUKOB. VMmepatop wm3maBall Bwicouatiuiue yKaszvl, Manugecnol
U peckpunmul, Bvicouaiiuiue nosenenus; or CeHaTa UCXOAMIHN YKA3bl
U npeonucanus; MUHACTPBI U PYKOBOJSIIIAE YNHBI MUHUCTEPCTB B HU-
JKECTOSINE OPTaHU3ALUHU TOCBUIATIH NPEOAONCEHUsL, YUPKVIAPH, 3d-
npocwl, 3 B BBIIIECTOAIINE YUPEKACHNS HAINPABISIINCh npedcmasie-
Hus, panopmul U donoutenus. 1Ipu oOpaimeHn K BEpXOBHOHM BIacTH
0OPMITSITHCE 2#ca100bl, 00KAAObl U npoutenus. 1lpn obmeHnn apyr
C APYrOM OpraHU3alM{ OJHOTO YPOBHSI OOMEHHMBAINCH COOOWeHUAMU,
nucomamu, omuowenuamu. KonnernanbHplil NPUHLINI NPUHATHS pe-
LIEHUH, CBOMCTBEHHBIN IIPEABIAYLIEH CUCTEME YIIPABIECHUSI, CMEHUWIICS
€IMHOHAYAITUEM.

i nenoBoi MEpenucKy yKe MPUMEHSUTUCH OJaHKH C YTIIOBBIMU
LITAMIIAMH, B KOTOPBIX COZAEPKaJIUChb OCHOBHBIC CBEAEHHUS 00 opra-
HU3alUU — aBTOpE JOKyMEHTa. JJOKyMEHT BKIIIOYANl CCBUIKY Ha J0-
KyMEHT, Ha KOTOpBIH mucancsi oTBeT. CTPYKTYpHO JOKYMEHTHI ObLTH
KpaiiHe OJIM3KU K COBPEeMEHHBIM, OHHM COCTOSUIN U3 TPEX YacTeil: BBeie-
HUS, 000CHOBAHHUS U 3aKJIFOUEHUS.

HoBast cucrema ymnpaBieHHS W JEJIOMPOW3BOJICTBA, OCHOBAaHHAS
Ha NPUHLUIAX EJUHOHadalus, cOopMUpOBajach B HEApax CTapoil
CUCTEMBI: TaK, MPE3UJEHTHI, KOTOPBIE B KOJUJIEKCKOW CHCTEME MOIIIN
MIPUHAMATh €JUHOJIMYHBIE PELICHMs], CTAIN Ha3bIBaTbCd MHUHUCTPAMU
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(c TpaBOM TIPUHSTHS STUHOIUIHOTO PEIICHUS ¥ UCTIOHEHUS PEIISHUH
HMITIepaTopa), 3TO U OTPEIACITMIO0 Ha3BaHUE HOBOM CHCTEMEI JIEJIOMPO-
W3BOJICTBA — UCNOJHUMETbHOE.

MuHHCTPHI HA3HAYAIUCH UMIIEPATOPOM M OTBEYAIH TOJBKO TIEPET
HUM. BO3pOXKICHHBIA MTPUHITAT €IUHOHAYAIHS OBLT TTOJIOKEH B Opra-
HU3AIHIO BCEH EeATeTFHOCTH MUHUCTEPCTB. OIMHAKOBASI OpTraHUu3aIH-
OHHAs CTPYKTYpa MHHHCTEPCTB (CM. TaOJ. 3) MO3BOJISLIA PeaT30BaTh
MPHUHLKIT €IUHO00pa3usi B CUCTEME JeNIONPOM3BOACTBA. Jlemompons-
BOJICTBO KaK IOHATHE BO3HUKIJIO UMeHHO B X VIII B.

Tabnuya 3
CTpyKTypa MUHHCTEPCTB
MUHUCTP
Kannensapus MUHHCTpa CoBeT MUHHCTpA
JETTAPTAMEHTBI
Otnenenue / CTONBI Otnenerue / CTONBI OtneneHue / CTONBI

B Takom 3akoHomaTenbHOM akte, kKak Manudect «O0 obrieM yu-
PEKIACHUN MHUHHUCTEPCTBY, BBOJMINCH HE TOJNBKO CIUHBIC TMPaBH-
Jia JISNIONPOU3BOJICTBA, HO M BBLICISUTHCH JIBA HATPABICHUS JCSITEIb-
HOCTH B paMKaX JIOKYMEHTAI[HOHHOTO OOCCIeUCHUs JCSTeIbHOCTH:
MUCBMOBOJICTBO U TIOPSIJIOK TEUEHHS JIeJ, KOTOPBIE COOTBETCTBYIOT CO-
BpEeMEHHBIM HarpaBieHusM JIOY — T0KYMEHTHPOBAHHUIO U IOKYMEHTO-
obopoty. Bee nena, ¢ KoTopbiMu paboTaIo0 MUHHUCTEPCTBO, MOYKHO pa3-
JICTUTh HA TPH KATETOPUH: TEKYIIHE, YpE3BbIYANHBIC U CPOYHBIC.

DOpMUPOBAHUE U PACHIMPEHUE 3aKOHOJATEILHON perliaMeHTAIMN
JIETTOTIPOU3BOICTBA, TIOSIBIICHHUE CIIEIIMATBHON TEOPETHICCKON TUTEepa-
TYpbI, COOPHUKOB 00pa3IOB JIOKYMEHTOB SIBIISICTCS XapaKTEPHOU 0CO-
OCHHOCTHIO ATOTO MEPUOJIA.

HecmoTpst Ha TO, 4TO HA BCEM dTarie CYIIeCTBOBAHUSI MUHUCTEPCKO-
ro JICTOMPOM3BOJICTBA CHCTEMA TPETepreBaia 3HAYNTEILHbIC U3MCHE-
Husl, B KoHIe XIX B. 00IIeCTBEHHBIC OTHOIICHHS TPEOOBAIH U3MCHE-
HUS 3TOM crucTteMbl. Eil Haiexaino ObITh Oojiee THOKOW U MOOWIIBHOM.
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Hcrnons3oBaHre B HEKOTOPHIX MHHHCTEPCTBAX MHUIIYIIHX MAIIMHOK
MIPHUBEJIO K TOMCTUHE PEBOIIOIMOHHBIM H3MEHEHUSM B BOIIPOCAX JIOKY-
MEHTHPOBAHHUS JICATEIHHOCTH: YCKOPUINCH BCE MMMCbMEHHBIE paOOTHI,
CKOPOCTh KOITMPOBAHMS JOKYMEHTOB YBEIMYMIACh B HECKOIBKO pas,
3a CYET aKKypaTHOTO O(OPMIICHHS YMEHBIIWICA 00BEM JTOKYMEHTOB.
[osiBienue tenedona u renerpada MprUBeEIO K CO3AAHUIO HOBBIX BUIOB
JIOKYMEHTOB — Teserpamm u Tenedonorpamm. Llnpoko pacmpocrtpa-
HUJIACh CTCHOTpadUs.

B konue XIX — navane XX B. OCyILIECTBIISIETCSA IEPEXO]T OT JICIICH-
TPAIM30BAaHHON CHCTEMBI PETHCTPAINN TOKYMEHTOB, IIPOJUKTOBAHHON
Manudectom «O06 00meM yIpeKICHUN MUHHACTEPCTB», K YIIPOIICH-
HOM, IEHTPAJIM30BaHHON CUCTEME PErUCTPaLUH.

Taxum 00pa3oM, HCIIOTHUTENHHOE AETOTPOU3BOACTBO — ITO MH-
HUCTEPCKOE AeIONPon3BoACcTBO ¢ 1811 mo 1918 1.

1.3. /Ies1onpou3BOACTBO B COBETCKYIO IIOXY

OxTsiOpbckast peBomrorus 1917 1. ocymiecTBuia KOPEHHYHO Iepe-
CTPOMKY CYILIECTBYIOLIErO CTPOs, CTAPOr0 T'OCYJApCTBEHHOIO ammapa-
Ta, MPEANoNaranoch, 4To K yNpaBleHUIO OyIyT MPHUBICUEHBI MPEACTa-
BUTENN TPYJOBOTO HaceleHHs. PajukalbHble U3MEHEHUs MPOU30IUIN
B FOCY/IapCTBEHHOM armnapare yIpaBJIeHHs: BHICIIUM OpPraHoM rocynap-
CTBEHHOM BJIaCTH IMOCJIe HU3JIOKEHUs BpeMeHHOro npaBUTENILCTBA CTall
Bcepoccuiickuii cbe3n CoBeToB pabounx, KPeCThSIHCKUX, KpACHOAPMEH-
CKUX M Ka3aubMX JICMYTaToB, OH HAa3bIBAJICS BhICIIEH BiIacThio Poccuii-
ckoit Coumanuctuyeckoit Geneparusroit CoBerckoit Pecriyommku.

g ynpaBieH4ecKol JesTeIbHOCTH B MEXKCECCHOHHBIM MepH-
on ¢gopmupoBanack ucrnonHutenbHas Binactb — BLHWK. Hemocpen-
CTBEHHOE YIIpaBJIEHHE CTPaHOH OCYIIECTBISUIO IMPAaBUTEILCTBO —
Cosnapkom (Coser Hapoanbix Komuccapos). Takxe Obutd co3maHbl
HapKoMaThl (HapoIHBIE KOMHCCApUaThl), PYKOBOIMBIIUE OTPACIIMHU
TOCYAAapCTBEHHOTO YIPaBJICHNUS.

CrpykTypa HOBOTO ammapara ymnpasJeHHs CYLIIECTBEHHO OTJIWYa-
jmach oT mpexHei. KanpoBelil cocraB Takke mzMeHwmics. Jlekperom
«O0 YHUUYTO)KEHHH COCIIOBHU W TPaKAAHCKUX YMHOB» OT 11 HOsSOps
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1917 . mpowmsomnio (HaKTHIECKOE OTCTPAHCHHE OT BIACTH OBIBIIHX
JIBOPSIH M TIOMETIIMKOB. B HOBBIE COBETCKHE yUpeKIeHHs ObUIN TPHUBIIE-
YEHBI JIIOMU 0€3 CIIeIMaIbHOTO 00pa30BaHMs: COJIAThI, padoune, Kpe-
CTBhsIHE. DTO HE MOIVIO HE OTPAa3UThCS HA YPOBHE JOKYMEHTAIIMOHHOTO
oOecriedeHus ynpaBlieHUs, OH Karactpoduuecku cHusmics. Heobxo-
JUMO OBIJIO YTOPSIIOYUTH TPOILECCHl JIETONPON3BOCTBA Ha MECTaxX.
3a mepuon 1917-1920 rT. BEIXOAWUT psiZ HOPMATHBHO-TIPABOBBIX JTOKY-
MEHTOB, MTO3BOJISIONINX ONTHMAIBHO MOCTPOUTH CUCTEMY JOKYMEHTH-
pOBaHUs, B KOTOPBIX OIpEaeNIeHbl 00sf3aTeNbHbIe PEKBU3UTHI, pa3pa-
00TaH aNrOpUTM YTBEP)KIACHHUSA M OMYOIMKOBAHHUSA 3aKOHOB, HAJIOXKEH
3arpeT Ha KaHIESIPCKYIO BOJIOKUTY | MTPUKAa3aHO OBICTPO W TOYHO BBI-
MOJIHATH YKa3bl LIEHTpajabHOU Biactu. B 310T mepron Beixonut «llo-
JIOKEHNE O MMCHbMOBOJICTBE U JIETIONIPOM3BOICTBEY, KOTOPOE XOTh U HE
OBIIIO MCKITFOUYMTENIFHO HOBBIM IO COAEP)KaHHIO, HO, TEM HE MEHee,
0e3yCI0BHO MOMOIVIO ONTHMH3HUPOBATh MPOIECC TOKYMEHTHPOBAHUS
ynpasieausa. B 20-e rr. XX B. mosBisitoTcs Takue nmoHsaTus, kak HOT
(mayunas opraam3anus Tpyaa) 1 HOYT (mayunast opranuszanus ymnpas-
JIEHYECKOTO TpyAa), pazButue nocieanero ceszano ¢ HK PKU (Hapoa-
HBII KOMHUCcapuaT pabode-KpecTbIHCKOW WHCTICKITHH).

IIponomxuiia BellIeyKa3aHHbIE HAUMHAHUS niepBast Beepoccuiickas
KOoH(pepeHIH 110 HAy9IHOM OpraHu3aIuy TPyAa U MPOU3BOACTBRA. B mpo-
1ecce ee paboThl pacCMaTPHUBAIUCH BOIPOCHI HE TOJIBKO HAYYHOU opra-
HU3AIUU TPYZa, HO M HAYYHOM OpraHM3alM{ yNPaBIEHYECKOTO Tpyaa
1 paboTsl ¢ tokymeHnTamu. B 1921 1. 651510 cozgano 61opo «Cranmapru-
3amusi», a B 1926 . — l'ocynapcTBeHHBIN HHCTUTYT TEXHUKH YIIPaBIIc-
Hus (UTY). UmenHo ipu HeM OBII0 ¢hOPMHUPOBAHO OTAETICHUE (Kadu-
HET) CTaHJapTU3aIiH, KOTOPOE 3aHMMAaJIOCh Pa3pabOTKON CTaHIapTOB
Ha QopMmarkl Oymard, HOCUTENIH HH(MOPMAIIUK, JTOKYMEHTHI, CPECTBa
Y IIpeIMETHI KOHTOPCKOTO Tpyzia. OHAKO BCKOPE BCE ATH PEBOIIOIMOH-
Hble HaYWHAHUS ObUH mpekpameHsl, UTY nukBuanpoBaH, paboThI 1O
CTaHJAPTH3ALUH, pallMOHANN3alNY, YHU(DUKAIMK, TpadapeTH3aluy,
Hay4YHOM OpraHu3aiui TpyAa ObIIIM BO30OHOBJIEHBI TOJIIBKO B TIOCTIEBO-
eHHbIN niepruos — B 1960-e 1 mocneayomnye rojpl.

[TocranoBneanem CoBera MunuctpoB «O Mepax IO yiydiie-
Huto apxuBHOTO nena B CCCP» ot 25 utons 1963 1. Obutn BBEIEHBI
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OcHOBHBIE TTpaBHJIa MOCTAHOBKH JTOKYMEHTAIBHON YacTH JEIOMPOU3-
BOJICTBA M pabOTHI apXUBOB. VIMEHHO B 3TOT MEPHO CTABUTCS U pEaln-
3yercs 3agada cozfgaang EI'CJl — EnnHoii rocynapcTBEeHHOM CHCTEMBI
JIETTOTIPOU3BOICTBA ISl HPEINPUATUM, YUPEXKICHUN U OpraHu3alui.
B cepenmne 1960-x rT. 6611 cozman BHUNJIAL (Beepoccutickmii Ha-
YYHO-UCCIIE0BATENIbCKUN WHCTUTYT JTOKYMEHTOBEICHUS U apXHB-
HOTO JIefia), Ha KOTOPBIi 1 Obla Bo3iokeHa 3amada co3manus EI'C/L.
B MI'MAU (MOCKOBCKOM TOCYIapCTBEHHOM MCTOPHUKO-apXWBHOM HH-
CTUTYT€) HadaJIach TOATOTOBKA CIEIMATNCTOB-AEIONPON3BOAUTENEH.

3a BHUMA]L 3akpenmsiercs GpyHKIHMSA pa3pabOoTKUu HOPMATHBHO-
METONYECKOTO COTPOBOXKIACHHS JeionponsBoacTea. CorpynHude-
CTBO, KOTOpOE CHOXWIOCH B 1960-¢ IT., IPUHECIO MPaKTUICCKYIO
MOJIb3y — CIIEUHAIMCTHI TPOBOAMIIH IIeJICHANpPaBIeHHBIE HCCIIE0Ba-
HUS METOAOJIOTUYECKUX, METOAUYECKHX W TEOPETHYECKHX IMPOoOIieM
JIOKYMEHTAIIMOHHOTO 00eCIIeYeHusl YIpaBIeHHs, PE3yIbTaToM 3TOTO
B3auMozeiicTus u ctana EI'C/I.

B kontie 1980-x rT. ObuTa yTBepsKaeHa Bropast pexakius EI'CJI, ko-
Topas nonyunia HoBoe Ha3Bauue — EI'CHIOY (Ennnas rocygapcTBeH-
Has CUCTeMa JOKYMEHTAIIMOHHOTO o0ecTieueH s yrpasieHus). Ipyrum
O4YEeHb Ba)XKHBIM HAlpaBIeHHEM PaOOTHI B 3TOT MEPUO]] CTaa IEATENb-
HOCTh 110 coBepineHcTBoBanuio JIOY myrem pa3paboTku u yHHHKa-
MU TEPMUHOJIOTHH, a TaKXK€ CTaHJApTHU3aIlMU COCTaBa yIpaBlieHYE-
CKOW JOKYMEHTAIIUH U MPaBHI 0(hOpMIIEHHSA JOKYMEHTOB.

I'OCTer. Ileprie TocynapcTBeHHbIe cTaHaapTel Ha OPJ] (opranm-
3alMOHHO-PACTIOPSIUTENBHYIO JTOKYMEHTAINIO0) OBIITH MIPUHSTHI U BBE-
JIleHbl B aeiicTBue B 1972 1., oHH onpeaersuiu cuctemy padotsl ¢ OPJ
u ¢dopmymsp-obpaszen. B manpHeiieM cTaHAApTHl YCTAHOBHIIN Tpe-
0OBaHUS K TEKCTaM JAOKYMEHTOB M OJIaHKaM; pacroJIOKEHHE U COCTaB
PEKBU3UTOB; NpaBwia uX ohopmileHHs. YHUPHKAIUSI TSPMHHOIOTHU
nmpuBena K nogeieHuro emie ogHoro 'OCTa, KOTOpbIi BBOAUI TEPMHU-
HBI U OIpEeNIeHUs] B 00JIaCTH JeNONPOU3BOACTBA U APXUBHOTO JIENa.
MeTononornyeckoe M METOAMYECKOE pa3BUTHE JENONPOU3BOCTBA
B 1970-1980-¢ IT. MO3BOIMIIO OPTaHU30BATH TOKYMEHTAIIMIOHHOE 00¢-
criedeHue ynpasienus B Poccun.



2. COBPEMEHHOE IN'OCYJAPCTBEHHOE
PEI'YIMPOBAHHUE JEJIOIIPOU3BOACTBA
B POCCHUH

B Poccuiickoii ®enepaiu Ha COBPEMEHHOM 3Tare€ pa3BUTHS J0-
KyMEHTAIlMOHHOTO 00CCIICUSHUSI YIIPABJICHUS PErIIaMEHTAIHS [TOPsIKa
paboThI ¢ yIPaBICHYSCKUMHU IOKYMEHTAMH CTPOUTCS B PYCII€ yCHIIC-
HUS 3aKOHOJIATEIIEHOTO PETYIHPOBAHUSI.

Hapsiny ¢ BBeieHHEM MPABOBBIX aKTOB, 00SI3aTEIBHBIX JIJISI UCTIOJN-
HEHUs1, BBOJSTCS B ICWCTBHE HAIIMOHAILHBIC CTAHAAPTHI U PA3IUYHBIC
HOPMaTHBHO-METOAMYECKHE TOKYMEHTHI 00IIerocyJapCTBEHHOTO Jei-
CTBUSL.

HecMmoTps Ha ompesneneHHblE YCHUIIHMS CO CTOPOHBI TOCYIapcTBa,
Ha CETrOJHSIIHUN JICHb PEryJIMpOBaHUE (elepabHBIM 3aKOHOAATEIIb-
CTBOM HOPM B OOJIACTH JOKYMCHTAIIMOHHOTO OOECIICUCHUS yIpaBJie-
HUS U JOKYMEHTHUPOBAHUS HE MOJKET CUUTATHCS KOMILIEKCHBIM.

Haubosnee xapakrepHas uepra COBpeMEHHOIO 3aKOHOIaTeIbCTBA —
pernmaMeHTaIus MpolecCcoB UCIOIb30BAHMS JOKYMECHTUPOBAHHON WH-
(dopmalny B aBTOMaTU3UPOBAHHBIX CUCTEMaX.

OpranamMu roCylapCTBEHHOM BIIACTH YCTAHABIMBACTCS TOPSIOK
JIOKyMEHTUPOBAHUS YIPABICHYECKON JOKYMEHTAIIUU, TAaK KaK UMEHHO
Ha HUX BO3JIOKEHA OTBETCTBEHHOCTH 32 OPraHM3alMIo JEJIONPOU3BO/I-
CTBa U CTaHJAPTU3ALMIO U CUCTEMATU3AIMI0 JOKYMEHTOB B Poccuii-
ckoii Deaepanuu.

2.1. HopmaTuBHbIe JOKYMEHTbI

DenepaibHbIe 3AKOHbBI

®denepanpabIe 3aK0HBI PD 0051a1a10T HAWBBICIIICH TTPABOBOM 3HAUN-
MOCTBIO B TOW OONIACTH JESTETHFHOCTH, Ha KOTOPYIO OHH PacipocTpa-
HSIOTCSI.
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[ITupoxkoe pacrpocTpaHeHHEe CPEICTB INEKTPOHHON TEXHUKU B ca-
MBIX Pa3HBIX O0NIACTSX JEATCIHLHOCTH, B TOM YUCIie B 0OMeHe HHDOp-
Marei, MpuBeno K HEOOXOAWMOCTH 3aKOHOJATEIbHON peryiaMeHTa-
UM TIOPSIJIKA HCIIONBb30BAHMS DIIEKTPOHHBIX JOKyMeHTOB. C KOHIIA
1990-x IT. BO BCceM MHUpE HJIET 3aKOHOAATEIbHOE PETYIUPOBAHHE TTOHS-
TUH «IIEKTPOHHBIN JIOKYMEHT» H «3JICKTPOHHASI TUPPOBAS OATUCHY.
B Poccuniickoit @enepanny nepBbiid MoJ00HBINA 3aK0H ObUT TPUHAT 1 0-
cynapctBenHoit Jlymoit B 2002 1. B cBsi3u ¢ Tem, uto chepa uHpopma-
[IMOHHBIX TEXHOJOTUH OYCHBb OBICTPO TPAaHCHOPMHUPYETCS, FTOT 3aKOH
JIOCTATOYHO OBICTPO ycTapesd M B3aMeH eMy ObLI pa3paboTaH W IpH-
HAT HOBBIA: @Dedepanvhulii 3akon om 06 anpena 2011 2. Ne 63-D3
«06 rnexmponnoii noonucuy (c n3menenusmMu Ha 28 utons 2014 r.).

JlaHHBIN 3aKOH yCTaHABIMBAET PAJl BAKHEUIIMX MOHATHUM, TaKUX
KaK CpeNCTBa, CEepTH(UKAT, OTKPHITHIA KIIOY, MOJATBEPIKICHHE TIOJI-
JIMHHOCTH, TIOJIb30BATEINb IEKTPOHHON HM(POBOIA TTOAMUCH, OH TaKXkKe
OTIpECIISIeT TPABOBOM IMOPSIOK HCTIONB30BAHUS TH(POBON TOATIHCH.
CrienuanucThbl CKIOHHBI paCCMaTpHUBaTh 3TOT 3aKOH Kak MPaBoOBYIO 0a3y
JUTA TIepexoaa oT OyMa)kHOTO JOKyMEHTOOO0OPOTa K 3IEKTPOHHOMY.

Cxorkast HCTOpHSI MPOU30IIIA U C 3aKOHOM 00 MH(OPMAITMOHHBIX
TEXHOJOTHUSIX U 3ammre nHGopmaruu. [lepsbiii ObuT puHST B 1995 T,
Takke ObICTPO ycTapesd U Ha CETOAHSIIHUN JIEHb MBI UCIIOIB3yeM HO-
BbIil: Dedepanvuutii 3axkon om 27 utona 2006 2. Ne 149-D3 «O06 un-
dopmayuu, ungopmayuonnplx mexHoNOZUAX U 0 3auiume UHPop-
mayuuy (¢ iaMeHeHussMu Ha 31 mexadps 2014 1.).

Jis mo00ro TIpaBoOBOTO JIEMOKPATHYECKOTO TOCYapCTBA BaKHBIM
3JIEMEHTOM TPaKIAHCKOTO OOIIEeCTBa ABISETCS OTKPHITOE OOpalieHne
rpaXkJiaH B OpTaHbl TOCYAapCTBEHHOM BlacT. dopMamu Takoro oorie-
HUSI BBICTYIIAIOT OOPAIICHUSI TPAXKIaH M PEaKIysi Ha HUX TOCYJapCTBEH-
HBIX OpPTaHOB BiAacTH. Kak W3BECTHO, MPaBO TpaKJIaHUHA Ha oOparie-
HHE B TOCY/IapCTBEHHBIC OPTaHbl H OPTaHbl MECTHOTO CaMOYIPaBIICHHSI
3akperuieHo B cT. 33 Konctutyuu Poccuiickoit @eneparum.

HecMoTpst Ha TIPOJIOHTUPOBAHHYIO MCTOPUIO CTAHOBJICHHS M Pa3-
BUTHUSl MHCTHUTYTA TpaBa rpaxaaH Ha oOpamenune (Cynebnnk 1497 t.
OTIpeIesIsuT TPaBO Ha YeTOOUTHYIO TOCYapIo), elle HelaBHO PETYIHPO-
BaHHUE pean3alny MpaBa rpaXkaaH Ha oOpalieHue B ToCyJapCTBEHHbBIE
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OpraHbl BIACTH OCYIIECTBISUIOCH MHOXKECTBOM TOA3AKOHHBIX HOpMa-
THBHBIX PABOBLIX aKTOB.

[Ipunsatue @edepanvrozo 3axona om 02 mas 2006 2. Ne 59-D3
«0 nopaoke paccmompenusn oopawienuit zpaxcoan 6 Poccuiickoii
Dedepayuuy (c i3MeHeHUsIME Ha 24 HOsi0ps 2014 1), siBIIIOCH (akTo-
POM CTHUMYJISILIUU TaJIbHEHUIIET0 Pa3BUTHUS JaHHOTO HHCTHUTYTA, B 3aKO-
HE TPUBOJUTCS OTpeAesieHre o0pamieHus rpakaad U TIPOIeayphl pa-
OOTHI C HUMH.

Eme B 1906 1. B Poccuiickoii mmneprn ObUT MPUHAT 3aKOH, KOTO-
PBI 3aKPEIIST 32 PyCCKUM SI3BIKOM CTaTyC OOIIEeTOCy/IapCTBEHHOTO.
C 1menpio 3aKperieHus TPaBOBOTO CTAaTyCa PYyCCKOTO SI3bIKA, COXpaHe-
HUS ¥ Pa3BUTHS SI3bIKOBOM KYJIBTYPBI, B TOM YHCIIE KYTBTYPHI YIIPaBICH-
YEeCKUX JJOKYMEHTOB, OBbIJI MPUHSAT CIIETYIOMNH HOPMAaTHBHO-TIPABOBON
akT: Dedepanvhotii 3axon om 01 utona 2005 2. Ne 53-D3 «O zocy-
oapcmeennom saszvike Poccuiickoit @Dedepayuuy (C M3MEHEHUSIMH
Ha 05 mas 2014 . — DeaepanpHbiii 3ak0H 0T 05 Mas 2014 . Ne 101-D3
«O BHecenun n3meHeHnit B Genepanbublil 3ak0H “O rocyaapcTBEHHOM
si3pIke Poccmiickoit Demepariuu’ U OTACTBHBIC 3aKOHOIATEIIBHBIC aKThI
Poccuiickoit denepaiiii B CBA3M C COBEPILICHCTBOBAHUEM ITPABOBOTO
peryImpoBaHus B chepe HCIOTH30BAHUS PYCCKOTO SI3BIKAY ).

Cremyromuii IpaBOBOM aKT 00S3bIBACT OpPTaHU3AINH, BHE 3aBU-
CUMOCTH OT (OPMBI COOCTBEHHOCTH, 00ECIIEYUTh COXPAHHOCTH ap-
XUBHBIX TOKyMEHTOB: @Dedepanvholii 3akon om 22 okmsaopa 2004 .
Ne 125-D3 «O6 apxuenom oene 6 Poccuiickoit @edepayuuy (c n3-
MeHeHusMu Ha 04 oxts6ps 2014 1.). g opraHoB rocyaapCcTBEHHON
BJIACTH M OPTaHOB MECTHOTO caMOyIpaBieHus ompezaensercs llepe-
YeHb THUIIOBBIX YMIPaBIEHYECKUX ApXUBHBIX JOKYMEHTOB, 00pasyo-
IIMXCS B MPOLECCE ACSITENbHOCTH TOCYIAapCTBEHHBIX OPTaHOB, Op-
raHOB MECTHOTO CaMOYIpPAaBJICHWS W OpPraHU3alWl, C yKa3zaHHEM
CPOKOB MX XpaHEHHUsl, yTBepkJeHHbIN [Ipukazom MuHkynsrypsr PO
ot 25.08.2010 Ne 558.

OmnpeneneHHble CIOKHOCTH HCTIBITHIBAIOT CIIEIUAINCTHI B pabo-
T€ B YaCTH YCTaHOBJICHHS YCIOBWI O HEpa3MIalIeHUH CBEICHHM, CO-
CTABIAIOMINX KOMMEPUYECKYIO FJIM TOCYJapCTBEHHYIO TaiHYy. 3aKo-
HOJIAaTEIbCTBO HE COMAEPKUT OOIIEeTO MOHATHS TaiHbl. COTPYIHUKH,
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OTBETCTBEHHBIE 32 OPTAHNU3AIINIO JIETONPON3BOICTBA, TPUMEHSIOT PDe-
oepanvhutii 3akon om 29 urona 2004 2. Ne 98-D3 «O kommepueckoi
maitney (c n3menenussMu Ha 12 mapra 2014 r.) u @edepanvuslii 3aKon
om 21 uronsa 1993 2. Ne 5485-1 «O zocyoapcmeennoii maiine» (C n3me-
HeHusiMu Ha 21 nexadps 2013 ). @3 «O koMMepUecKoi TaifHe» ompe-
JIENIAET TepeyeHb CBEIEHUH, B OTHOIIEHUN KOTOPBIX HE MOXET OBITh
YCTaHOBJIEH PEXXUM KOMMEPUYECKOU TalHBI.

XapakTepHOU 4epTOil COBPEMEHHOCTH SBJISIETCS CO3/JaHUE 3aKOHO-
JIaTeIbHON OCHOBBI cOOpa, 00pabOTKH, MCIOIL30BAHUS, COXPAHCHHSI
U niepeadu nHGOpMaIK. ITO CBUICTENHCTBYET O KODSHHOM HU3MEHe-
HUH TOCY/IapCTBEHHOW MONUTUKU B cepe hopmupoBaHHs HHPOpMA-
IIMOHHBIX PECYPCOB.

Hapsiny ¢ 3akoHOmaTrenpHOW peryiaMeHTaIuel, HOPMbI pPabOTHI
C JOKyMEHTaMH 3aTparmBaioTCa B IeJoM psne ykasoB [Ipesmpmenra,
MOCTaHOBIEHUH U pacniopsbkenuit [lpaBurensctBa PO. D1r moa3akon-
HBIE aKThl YCTAHABJIMBAIOT HOPMBI pabOTHI C JOKYMEHTaMH, KOTOpBIE
HE HAIIUTA OTPa’KEHUS B 3aKOHOJATETbHBIX aKTaX.

Hopmarugnsie aktol Ilpesugenra u Illpasurenscrea PO

B cBoeii nesrenbHOCTH cOTpyAHUKHU Ciyk0bl JIOY pykoBoncTBY-
I0TCSI CIIEAYIOMIMMH JOKYMEHTaMHU.

Ilocmanoenenue Ilpasumenvcmea om 15 uionsa 2009 2. Ne 477
«00 ymeeporcoenuu Ilpasun denonpouszeoocmea ¢ ghredepanvHvix op-
2anax ucnoanumensnoi enacmuy (¢ namMeHenusiMu Ha 07 ceHTIOps
2011 r) ycraHaBIMBaeT €IUHBIA TOPSNOK BEAEHUS JAEIONPOU3BOJI-
CTBa B (peficpalibHBIX OpraHax rocylapCTBEHHON BIACTH M 3aKPEIUIIET
3a (herepajbHBIM OPraHOM HCIIOJHUTEIILHON BIACTH OOSI3aHHOCTD Pas-
pabOTKM Ha OCHOBE ATHX MPAaBUJI MHCTPYKLHH TI0 JICIIONPOU3BOCTBY.
B aTOM mOKyMeHTE 3aKperyieHbl OCHOBHBIC MOHSTHS MO JEIONPOU3-
BOJICTBY, OIIpECIICHbI MpaBuiia CO3AaHus JOKYMEHTOB (peaepanbHbIM
OpPraHoM roCy/apCTBEHHOW BJIACTH M TPeOOBaHMS K OpraHU3aluH J0-
KyMEHTOO00pOTa M JOKYMEHTaJIbHOMY (OHIY, OCOOEHHOCTH PabOThI
C JIEKTPOHHBIMH JOKYMEHTAMHU.

Ilocmanognenue Ilpasumenscmea P® om 16 anpena 2003 o
Ne 225 «O mpyooewix knuxyckax» (c uaMeHeHusIMHU Ha 25 mapta 2013 1)
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OTIpe/IeNisieT HOBBIE MTPaBUIIa BEJICHUS U XpaHEHUsI, a TaKyKe HOBbIE (hop-
MbI TPYOBBIX KHHUKEK.

OenepasbHble OpraHbl UCTIOJIHUTEIBHOW BIIACTH B paMKax CBOUX
HOPMOTBOPYECKUX MOJTHOMOUYHH CO3/IAaI0T HOPMATHBHBIC TIPABOBHIC aK-
Thl. CyIlIecTByeT OrpOMHOE Pa3HOOOpasre BUIOB ITHX JOKYMEHTOB,
9TO TpedyeT MPUMEHEHHUsI €ANHBIX TPeOOBaHUH K pa3paboTKe W MpH-
HSITHIO HOPMATUBHBIX MPABOBBIX akToB. [loBbIIEHNE dPPEKTUBHOCTH
HOPMOTBOPYECKON (PYHKIIMU HCIIOTHHUTENLHBIX OPTaHOB BIAcTH Ha (e-
JIepaTbHOM YPOBHE B 3HAUUTEJIBHOH cTerneHu cBsizano ¢ [locmanosne-
Huem Ilpasumenscmea P® om 13 agzycma 1997 2. Xe 1009 «O6 ym-
eepacoenuu Ilpasun no0z2omoeku HOpMAmMUGHBIX NPABOGLIX AKMIOE
¢hedepanvubix opeanoe UCNOIHUMENbHOI 61ACHU U UX 20CYoap-
cmeennoi pecucmpayuuy (c mameHenusMu Ha 30 saBaps 2015 ).

Jononusier penepanpHoe 3akoHomaTeabcTBo (D3 Ne 5485-1) Ilo-
cranopnenne IIpaBurensctBa PO ot 04 centsadps 1995 . Ne 870
«O06 ytBepxacanu [IpaBui OTHECEHUS CBENECHUN, COCTABIISIONINX TO-
CYIapCTBEHHYIO TaifHy, K Pa3IMYHBIM CTEIICHSM CEKPETHOCTH» (C U3-
MeHeHussmu Ha 22 mast 2008 1.), Yka3z [Ipesunenta PO ot 30 HOsSOps
1995 . Ne 1203 «O06 yTBepKICHUU MEPEUHS CBENCHUN, OTHECECHHBIX
K TOCyJapCTBEHHOH TaitHe» (¢ m3mMeHeHnsMu Ha 28 mas 2015 1), Yka3
[Ipesunenta PO ot 06 mapra 1997 1. Ne 188 «OO0 yTBepkIeHNH TIe-
pedHsl CBEACHUI KOH(PHICHIMAILHOTO XapakTepay (C U3MEHEHHSIMU
Ha 23 cents6ps 2005 1), pacniopsixenune [IpasurensctBa PO ot 21 map-
Ta 1994 1. Ne 358-p «O cOXpaHHOCTH TOKYMEHTOB I10 TWTHOMY COCTaBY
BBICBOOOYKTAEMBIX PAOOTHUKOBY.

Ilocmanoenenue Ilpasumenscmea P® om 27 oexaopsa 1995 .
Ne 1268 «O6 ynopsaoouenuu u3zzomosnenus, ucnoib308anus, Xxpame-
HUA U YHUUMOXMCeHUA neuamell u 01ankKko8 ¢ eocnpouseedenuem Io-
cyoapcmeennozo zepoa Poccuiickoit @edepayuuy (C M3MEHEHUSIMHA
Ha 14 nexabps 2006 r.).

OueHb BaXHOE 3HAUCHHE MMEIOT CPOKH XPaHEHUS JOKYMEHTOB.
OCHOBHBIMH JTIOKYMEHTaMH 3JIECh SIBIISIOTCS MEPEYHU (C yKazaHHUEM
cpokoB xpanenus). Pacropsixennem IlpaBurensctea PO ot 05 sHBaps
2005 1. No 5-p «O0 yTBepKIeHUHN TepedHel ¢enepaabHbIX rocyaap-
CTBEHHBIX YUPEKJICHUH U (eliepatbHbIX TOCYAaPCTBEHHBIX YHHTAPHBIX
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MpeanpusTUii, NoABEAOMCTBEHHbBIX PocapxuBy, Pockynbsrype u Pocne-
gatm» (¢ n3menenusiMu Ha 10 mapra 2009 1.) ObLT OIIpeIeTieH epEICHb
JIOKYMEHTOB U CPOKH MX XpaHEHHS B (heepalIbHbIX TOCYIapCTBEHHBIX
YUpEXKISHUSIX 1 (pefepantbHBIX TOCYIAPCTBEHHBIX YHUTAPHBIX TPE-
MPUATHUAX, TOABEAOMCTBEHHbBIX PocapxuBy, Pockynbsrype u Pocnieuaru.

I[OKyMeHTBI (])e[{epa.mﬂ{blx OopraHos MCIOJHUTEIbHOM BJIACTH

Ilpuxazom Munkynomypor om 25 aszycma 2010 2. Ne 558 «O6 ym-
eeporcoenuu “llepeyns munogvlx ynpagnieHuecKux apxXueHuvixX OOK)-
MEHMO8, 00pa3yIowUxca 6 npoyecce 0eamenbHOCIu 20cy0apcnéen-
HbIX OP2aH06, OP2ZAHO8 MECHO20 CAMOYRPAGIEHUA U OP2AHU3AUUI,
¢ YKazanuem cpoKoeé xpanenusa’» yTBEpKJIEH NpHiaraeMblii mepeucHb
TUTIOBBIX YIPABJICHUYECKUX APXUBHBIX JIOKYMEHTOB, KOTOPBIE 00pa3yIoT-
Csl B JICATEIBHOCTH TOCYJIapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO Ca-
MOYIIPABJICHUS, & TAKIKE OpraHU3aIuii (C yKa3aHHEeM CPOKOB XpaHCHHUSI).

Hecmorpst Ha T0, uTO npuka3z MuskynbsTypsl Poccun ot 08 HOSOpst
2005 1. Ne 536 «O TunoBoit HHCTPYKIIMH TI0 ICTONPOU3BOACTBY B (heze-
PaAJIbHBIX OpraHax UCIOJIHUTEIBHOMN BIACTH» YTPATHII CHUITy Ha OCHOBA-
HuM npukaza Munkynerypsl Poccun ot 11 mag 2010 . Ne 260, on moxer
MPUMEHSTHCS KaK CIpaBOYHAsT METOIMYecKass mH(opMalus 10 pa3pa-
OOTKH M yTBEPKJCHUS HOBOUM VHCTPYKIMK 1O AETIOMPOU3BO/ICTBY.

WHTepecHbIM U BaKHBIM, Ha Hail B3DsA, sBisercs Ilocmanos-
nenue Munmpyoa Poccuu om 26 mapma 2002 2. Ne 23 «O6 ym-
eepycoenuu Hopw eépemenu na pabomuvt no 0OKymMeHmauyuoHHOMY
obecneuenulo ynpasienueckux cCmpykmyp gpeoepanvusix opzanos uc-
nonnumensnoil enacmuy. LlenTpanbHpIM OI0pPO HOPMATUBOB 110 TPYAY
MuHucTepcTBa TPyZla U COIMAILHOTO Pa3BUTHS ObUIM pa3paOOTaHbI
HOPMBI BpEMEHHM Ha PaboThl MO JOKYMEHTALMOHHOMY OOECIECUYEHHIO
Jutst penepanibHBIX OPraHOB UCTIONHUTEIBHOM BiiacTH. OHU MMO3BOJISIOT
paccuuTarh YHCICHHOCTh Pa0OTHHUKOB, 3aHSTHIX JIOKYMEHTAIIHOHHBIM
o0ecrieueHUeM YIIPaBICHYECKUX CTPYKTYpP (hefepaibHbIX OpraHOB HC-
MOJTHUTEIBHON BIIACTH, IYTEM ONpEACICHMsI BPEMEHHBIX 3aTpaTr Ha
MOATOTOBKY MH(OPMAIMK M JOKYMEHTOB B IIPOLECCE ACATEILHOCTH.

Crnenyromuii HOpMaTUBHO-METOAMYECKUAN JOKYMEHT PerilaMeHTH-
pYEeT OCHOBHBIE MpaBUiIa PabOTHI apXUBOB — «OcHOHbIE npasuna
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padomel apxueo6 opzanu3ayuily, 0000penHHbvle peuieHuem Koanezuu
Pocapxuea om 6 gheepansa 2002 2., nononusitot conepxanue @3 Ne 125,
OIIPENeNsIOT 003aHHOCTh CO3JaHUSI apXMBOB OpPraHU3alUi AJs Bpe-
MEHHOT'O XpaHEHHUS IOKYMEHTOB. DTH IIPaBUJIa PACIIPOCTPAHSIOTCS KaK
Ha TOCYAapCTBEHHbIC OpPraHU3aliy (MX apXUBbl), TAaK U HA HErocyxap-
CTBEHHBIC OPTaHU3alNU. B 1TaHHOM HCTOUHMKE ONPEAEIeHbl TUIIOJIOTUS
apXMBOB, 3314, (YHKLUH U NIPaBa U OTBETCTBEHHOCTh apXHUBa; HOP-
MaTUBHO-METOANYECKHE OCHOBBI U TOPAJOK HMPOBENCHUS 3KCIEPTU3bI
LEHHOCTH JOKYMEHTOB; IIPAaBUJIa KOMIIJIEKTOBAHUS apXUBa; MOPSIOK
(dbopMupoBaHUs A€ B OPTaHU3aLNHU; MEPHI 10 00ECHEeYeHNI0 COXPaH-
HOCTH JIOKYMEHTOB apX1Ba, IPaBUJIa XPAHEHUs U ydeTa JOKYMEHTOB.

B npouecce nokymeHTanbHOro oopmMiIeHHsI TPYAOBBIX OTHOILICHUN
00pasyercsi MHOXKECTBO KaJapoBoi nokymeHtauuu. Ilocmanoenenue
Tockomcmama Poccuu om 05 aneapa 2004 2. Ne 1 «O6 ymeeporcoe-
HUU YHUDUUUPOBAHNBIX (hOPM NEPEUUHOIL YUemH Ol OOKYMEeHMayuu
no yuemy mpyoa u ezo ONJIambl» OUPEACISIET AOKYMEHTHI 110 yUeTy
JIMYHOTO COCTaBa COTPYAHUKOB. K 3TUM HOKYMEHTaM OTHOCSTCS MPH-
Ka3bl O IpUeMe Ha padoTy, NepeBoAe, OTIYCKE, YBOJIBHEHHH, JINUHAS
kaprouka u Ap. OCHOBHAs 4acTh ATHUX JOKYMEHTOB BXOIHUT B COCTaB
YHU(DUIMPOBAaHHBIX (POPM NEPBUYHON YyUETHOH JOKYMEHTALMH I10 yUe-
Ty TPYyZa 1 €ro OIJIaThl.

Bo ucnonuenue n. 3 Ilocranosnenus IlpaBurenscta PO No 225
ot 16 ampens 2003 1. Ob11 pa3paboTan u BBeZieH B jeiicTBue Ilpukas
Mungpuna Poccuu om 22 oexaopsa 2003 2. Ne 117n «O mpydogvix
KHUcKax». DTOT JOKyMEHT YTBEp)KOaeT pa3paOoTaHHbIE 0OpasIibl
TPYAOBOW KHID)KKH M BKJIAJbIIIA K HEH, a TAKXkKe MOPsIIOK oOecreyeHns
paboTonareneii HOBBIMH OJTaHKaMH.

TpynoBasi KHWKKa SBISETCS JOKYMEHTOM, IIOATBEPKAAOILUM TPYI0-
BOH CTaK ¥ MeCTa pabOThI COTPYIHHKA, IJIs IPABUIBHOTO UX 0(OPMIICHUS
1 BezieHus 3anuceid (ohopMiIeHHe 3anKcei, S3bIK, COCTaB U COAEPKAHMUE,
oopmiIeHHE OTIENBHBIX 3IEMEHTOB 3amuceil) ncnoibiytor Iocmanos-
nenue Munmpyoa Poccuu om 10 okmaops 2003 2. Ne 69 «O6 ymeepac-
oenuu Hnucmpykuyuu no 3anonHenuio mpyooguix KHUNCEK».

Ilocmanosnenuem Munmpyoa Poccuu om 25 nosaopa 1994 2. Ne 72
«00 ymeepiicoenuu MedIcompaciesplX YKPYnHEeHHbIX HOPMAMUGOE
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épemenu Ha padomovl RO OOKYMEHMAUUOHHOMY 00eCneuenulo ynpag-
Jlenusy onpeneseHsl QYHKIUHN CIIyKO0bl JOKyMEHTaLMOHHOIO o0ecrie-
YEeHUs yIPaBICHUS U YTBEP:KICHbI HOpMaTHBhl BpeMenu 1o JJOY opra-
HHU3allU1, OHU PEKOMEHAOBAHBI JUI OPraHOB rOCYIapCTBEHHOM BIacTH
Y pa3JIMYHbIX OpraHU3aLuil U NPeANPUATHH BHE 3aBUCUMOCTH OT (hop-
MBI COOCTBEHHOCTH.

«l'ocyoapcmeennaa cucmema O00OKYMEHMAUUOHHO20 obecneye-
Hus ynpaenenusn. Ocnoenvle nonoxcenus. Qouue mpedosanus K 00-
KYMEHmam u cayyucoam OOKYMEeHmAauuoHHo2o ooecneuenusny. 00o-
openo konnezueii I'nasapxuea CCCP 27 anpensa 1988 2. Ilpukas
I'nasapxuea CCCP om 25 man 1988 2. Ne 33. [ocynapcTBeHHas CHCTe-
Ma JOKyMEHTAIMOHHOTO obecrieuenus: ynpasinenus (mamee ['CJIOY)
HPEACTaBIsAET cOOOH HEKOTOPYI0 COBOKYNHOCTh IPUHLMUIIOB PaOOThI
u npaBuil. B Hell onpeneneHs! TpeOOBaHUS K JOKYMEHTUPOBAHUIO U J0-
KyMEHTALIMOHHOMY 00€CIICUCHHIO YIPABICHUs U OlMCaHa crennduka
opraHuzanuu padoThl B OpraHax rocylapCTBEHHOW BJIAcTH, B OpraHU-
3aLUsAX, YUPEKACHUSX, HA IPEANIPUATHSX, B OOLIECTBEHHBIX OpraHu3a-
UUsAX. OTO OCHOBHOM HOPMAaTHUBHO-METOJNYECKUNA TOKYMEHT, KOTOPBIN
3aKperuisieT 0cHOBHI cucTeMbl JIOY B 0OBIX OpraHM3annsx BHE 3aBH-
CHUMOCTH OT ()OPMbI COOCTBEHHOCTH, B TOM YHCJI€ M B OpraHax rocynap-
ctBenHo# Biaactu. ['CIHOVY no cux mop He OTMEHEeHa, HO, 0€3yCIIOBHO,
yKe ycTapesa, MOKET pacCMaTpUBaThCsl KaK METOANYECKUN TOKYMEHT.

Ilocmanognenue DedepanvHoii KOMUCCUU RO DBIHKY UEHHBIX
oymaz om 16 urwna 2003 2. Ne 03-33/nc «O6 ymeepotcoenuu Ilono-
JHCEHUA 0 NOPAOKe U CPOKAX XPAHEHUA OOKYMEHMOE AKUUOHEPHDIX
00ugecmey yCTaHABIUBACT MOPSAIOK, CPOKU XPAHEHUS JOKYMEHTOB aK-
LIMOHEPHBIX OOLIECTB, a TaKKe MpaBUiIa 0TOOPa JOKYMEHTOB aKIHO-
HEpHBIX O0IIECTB Ha XPAaHEHUE U YHUUTOKCHHUE.

Ilpuka3z Pocapxuea om 19 aneapsa 1995 2. No 2 «06 ymeepacoenuu
RPUMEPHO20 NONOIHCEHUA 0 ROCHOAHKO 0elCMEYIoueil IKCREPHHOTL
Komuccuu yupexicoenus, opzanusayuu, npeonpuamusy. Jlrobas opra-
HU3aIuUs 00s3aHa pa3paboTarh MONIOKEHHE 00 SKCIEPTHOW KOMICCHH,
BBILIICYKa3aHHBIN JOKYMEHT I103BOJISIET ONPEIeINTh IPpaBa U OpraHusa-
LU0 pabOThI HKCIIEPTHON KOMUCCHU U CIIy>KUT OCHOBOH JUISL COCTaBIIe-
Hus [lonoxxennst 06 DK KOHKPETHO# opraHu3aIim.
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B Poccun Ha npoTsKeHUN MOCIEIHUX MSATH AECITWIETUH aKTUBHO
MPOXOJTUII MPOIECC YHU(PHUKAINU U CTAHIAPTH3AINN YIIPaBICHUECKON
JIOKYMEHTAIUX. 32 3TH TOABI OMPENEIHIICS COCTaB YHPaBICHUYECKON
JIOKyMEHTAIUU, C(HOPMUPOBAIUCH TpaBuia O(GOPMIICHHS JTOKYMEH-
TOB, BCsl 9Ta mH(popMmanus yHuduupoBana [occrannaprom Poccun
Y METOZIOM CTaHAApPTHU3AINU YIPABICHUYECKOW JOKyMEHTAIH 0(pOopM-
JIeHa B TOCYIapCTBEHHBIE CTAaHAAPTHI, B KOTOPBIX CPOPMYITUPOBAHBI
TpeOoBaHMS TOCY/IapCTBa K JOKYMEHTHPOBAHUIO U JIEIOMPOU3BOICTBY
Ha Tepputopuun Poccuu.

CrangapTu3anysi Ha CETOIHSIIHUN JeHb OCYIIECTBIISIETCS Ha OC-
HOBE TPUHIUNA AOOPOBOIBHOTO MpuMeHeHus (cT. 12 denepambHOTO
3akoHa 0T 27.12.2002 Ne 184-D3 «O TeXHUYECKOM PETYTHPOBAHUNY).

2.2. TOCTo1

Ha cmeny 'OCT P 6.30-2003 «YHudunmupoBaHHbIE CHCTEMBI J10-
KyMEHTalUWU. YHU(UIMpPOBAaHHAS CHCTEMa OPTaHU3alMOHHO-PACIIO-
pAANTENBHON NOoKyMeHTauuu. TpeboBaHus K 0(OPMIICHUIO JTOKYMEH-
ToB» ObLT npuHAT HOBBIN cTrannapt I'OCT P 7.0.97-2016 «Cucmema
cCmanoapmoeg no ungopmayuu, OUOGIUOMEUHOMY U UZDAMETLCKOMY
deny. OpzanuszayuonHo-pacnopaoumenvuas 0okymenmayus. Tpeoo-
6aHUA K O(hOpMIIEHUI0 OOKYMEHMO06», KOTOPBIH OyIeT BBEJICH B JCH-
creue 01.07.2018.

OueHb BaKHBIH TOKYMEHT sl JTI0OOTO eTONPOM3BOAUTENSI, Oe3 He-
TO CIIOKHO TPEACTaBUTh padoty ciyx0bl JJOY moboit opranuzanun. OH
COZICP)KUT MPAKTUUECKHE PEKOMEHAAIMH 10 O(GOPMIICHHIO U COCTaBIe-
HHIO JOKYMEHTOB 1 MX TeKCTOB. B cBoe Bpemsi k 6.30-2003 ObLiu BbITy1IIe-
HBl MeToanueckne peKOMEHAAMHN 10 BHEApeHUI0: «OpraHu3alioHHO-
pacniopsiuTesibHas  AOKyMeHTanusi. TpeGoBaHust K  O(OPMIICHHIO
JIOKyMEHTOB. Metoquueckne pekoMeHnanuu mno BHeApeHuto ['OCT
P 6.30-2003», k HOBOMY CTaHIapTy TOAOOHBIX PEKOMEHAAIMH MTOKa HET.

I'OCT P 7.0.97-2016 coxpaHseT CBOE 3HAYCHUE U B METOIOJIOTHYE-
CKOM, U B ITPAKTUYECKOM cMbIcie. CTaHAapT ycTaHABIMBACT:

— COCTaB PEKBU3UTOB OPraHM3alMOHHO-PACTIOPSAUTEIBHBIX J0-
KyMEHTOB; 3TOT COCTaB SIBIISICTCS MaKCUMAaJbHBIM, T. €. IPEACTABISCT
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co00if 00mMii CIIUCOK PEKBU3UTOB, KOTOPHIE MOTYT OBITh MCIOIB30-
BaHbl Ipu opopmieHuu jgokymeHTtoB OPJl; m 0coOeHHO BakHO ycTa-
HOBJIEHHE TOYHBIX TEPMHUHOJIOTMYECKUX HA3BAaHUH 3THUX PEKBHU3UTOB
(uckaxeHue Ha3BaHU PEKBU3UTOB JOIMycKaeTcs B [IpaBumax meiompo-
M3BOJICTBA B (pe/IepaIbHBIX OpraHax UCTIOIHUTENBHOM BIACTH);

— TpeboBaHUs K OQOPMIICHHIO KQXK]IOTO H3 PEKBU3HUTOB,

— craHaapTHbie GopMarel OyMaru, mpuMeHsieMble TpH odopmire-
HuM 1okyMmeHToB OPJl;

— CXEMBI PacIIOJIOKEHHS PEKBU3UTOB Ha JIMCTaxX Oymaru cranaapT-
HOTO (popmara, T. €. Gopmyisip-odpasen TOKyMEeHTOB cuctembl OPJ]
Ha 0a3ze KOHCTPYKIIMOHHOM CETKH C ONpeesieHueM TpaHHUI] pa3Mellie-
HUS KQKIOTO PEKBU3NTA;

— THIIBI U BUBI OJIAHKOB, MPUMEHSIEMBIX 151 OPOPMIICHHS TOKY-
menToB OPJl;

— TpUMepHI (B CTaHIapTe Ha3BaHbI oOpas3iamu) oOIIero OJaHka,
OnaHKOB IHCeM U OJlaHKa MpHUKa3a.

TI'OCT P 7.0.8-2013 «Cucmema cmanoapmos no ungopmayuu,
oudnuomeunomy u uzoamenvckomy oeny. /lenonpouszeoocmeo u ap-
xuenoe oeno. Tepmunovt u onpeoenenusny. OOIACTHIO €T0 MPUMEHE-
HUS SIBIAIOTCA BCE BUBI JOKYMEHTAIMH. [laHHBIN CTaHIapT COAEPIKUT
CTaHJApPTU3UPOBAHHBIE TEPMUHBI C OIMPEICICHUSIMH, BKIIOYAIOIINMHU
001II1e TOHSITHS TaHHOM TPEeIMETHOM 00IacTH.

T'OCT P 50922-2006 «3awguma ungopmauuu. Ocnoenvie mep-
MUHbL U onpedeneHuny. DTOT CTaHIAPT YCTAHABIMBAET TEPMHHBI
W ONpeAeNeHHs, KOTOPble PEKOMEHIOBAaHO HCIIONb30BaTh B IPaBO-
BOH, HOPMaTHUBHOW, OPraHU3aLMOHHO-PACIIOPIUTENIBHON U TEXHUYE-
CKOH JTMTepaType, Hay4yHOH, CIIPAaBOYHOM M y4eOHOM, TakuM 00pa3om,
Kk JIOY maHHBIA cTaHIAPT UMEET HEMOCPEICTBEHHOE OTHOIICHHUE.

TI'OCT 6.10.4-84 « Ynugpuyuposeannvie cucmemul 00KymeHmayuu.
Ilpuoanue wpuouyeckoii cuibl OOKyMEeHmMam HaA MAWMUHHOM HOCU-
mene u MawuHozpamme, co30a6aeMblM CPEOCHBAMU BbILUCTUMEb-
Holi mexnuku. OcHnosnvle nonoxcenuny. JJaHHBI TOKYMEHT OIIpe-
Jenser TpeOOBaHMUS K COCTaBy M COJEPKAHHWIO PEKBHU3UTOB, KOTOPHIE
MPHUIAIOT TOKYMEHTY Ha Pa3IMYHBIX HOCHUTEISAX IOPHINYECKYIO CHITY;
MOPSAZIOK BHECEHUS N3MEHEHHUH B JJOKYMEHT Ha MAITUHHOM HOCHTEIIE;
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IOPHIMUECKYI0 CHITY MTOJUTMHHUKA, JTyOITMKaTa, KoMUY IoKyMeHTa. Mo-
KET MPUMEHSTHCS BO BCEX OpPraHM3alusaX W Ha NPEANPUATHIX BHE 3a-
BHCUMOCTH OT ()OPMBI COOCTBEHHOCTH.

T'OCT 6.10.5-87 «Ynuguuuposannvie cucmemvt 0oKymenma-
uuu. Tpebosanus Kk nocmpoenuio gopmynapa-oopasua». Ctanmapt
yCTaHaBIIUBAEeT TPEOOBAHUSI K MOCTPOCHUIO (QOPMYISIPOB-00pa3IoB,
K pa3paboTke YHHU(PHUIMPOBAHHBIX HA MX OCHOBE (OPM JOKYMEHTOB
C YYETOM BO3MOXKHOCTH MX MAITMHHOW 00OpPaOOTKU M K M3TOTOBJICHHIO
ONaHKOB JOKYMEHTOB. B HeM ormpezesieHbl TpeOOBaHMS K TOCTPOCHHIO
yHUGUIUPOBAHHBIX (OpM Ha OCHOBE (popmyrsipa-obpasia, K paspa-
00TKe YHH(PHUIUPOBAHHBIX (DOPM TOKYMEHTOB, K MU3TOTOBJICHUIO OJaH-
KOB.

T'OCT 17914-72 «Oo6noxcku 0en 0aumenbHvlX CPOKO8 XPAHEHUS.
Tunwt, pazmepsl u mexuuueckue mpeoosanusy. Yacto TeKcTa CTaH-
JapTa ycrapeia, Ho, TeM He MEHee, OH MOXKET MCIOIb30BaThCs ISl pa-
00TbI 10 (hopmupoBanmto Aen. CTaHIapT ONpeeIseT TUIIBI U Pa3MephbI
00JIOXKEK U TEXHUYECKHE TPEOOBAHMUS K HUM.

T'OCT P 34.10-2001 «Hugpopmayuonnan mexuonozus. Kpun-
mozpagpuueckan 3auwguma ungpopmayuu. Ilpoueccol ghopmuposanusn
U npoeepKu INEeKMPOHHOU WUuppoeoit noonucu (npumenenue npe-
kpauieno c 01 aneapa 2013 2., 63amen 6seden 'OCT P 34.10-2012)».
DTOT AOKyMEHT pa3paboraH [maBHBIM ymnpaBieHHeM O0e30MacHOCTH
cBsa3u DenepaabHOro areHTCTBA MPaBUTEIBCTBEHHON CBA3H U HH(DOP-
Mammu npu IIpesunenre Poccuiickoit denepainu, packpbiBaeT Mpo-
1ecchl (GOPMHUPOBAHHS M TIPOBEPKH DIIEKTPOHHOU NU(MPOBON MOITHCH
JIOKyMEHTA, KOTOPBIH MepeaaeTcst o He3allUIeHHbIM KaHallaM o01e-
IO TOJIb30BaHUS B CHCTEMax 00paboTKn MH(OpMAIINK Pa3THIHOTO Ha-
3HadeHus1. CoONIOEHNE ITOTO CTaHJapTa TMO3BOJISIET MOBBICUTH YPO-
BEHb 3aIIUTHI OT MOJICIIOK.



3. JOKYMEHTUPOBAHUE
YIIPABJIEHYECKOHU AEATEJBHOCTHU

3.1. CocTaB peKBHU3UTOB JOKYMEHTOB

CocTaB peKBU3UTOB JOKYMEHTOB, TPeOOBaHHS K X O(OPMIICHHUIO,
MOPSIIOK PAcIIONIOKEHHST Ha CTaHJAPTHOM JINCTE OyMaru, TpeOoBaHUsI
K OJaHKaM JJOKYMEHTOB YCTaHOBJICHBI TOCYJapPCTBEHHBIM CTaHIAPTOM
7.0.97-2016 «Cucrema cTanmapToB 1o HHMOpMaUH, ONOINOTECITHOMY
U M3JaresbCcKkoMy nenry. OpraHu3aliOHHO-PACHOPSIIUTEIbHAS JTOKY-
MeHTanus. TpeGoBaHusI K 0OPMIIEHUIO TOKYMEHTOB.

T'OCT P 7.0.97-2016 BBonutcs B aeiictBue ¢ 01 urons 2018 r. mpu-
kazoMm Poccranmapra ot 8 mekadbps 2016 1. Ne 2004-ct u mpukazom
ot 25 mas 2017 1. Ne 435-cT, 1 pacipocTpaHsieTcs Ha OpraHU3aIOHHO-
pacropsiinTeIbHbIe JOKYMEHTBL, OTHOCSIIUECSI K YHUDUIUPOBAHHOM CH-
CTeMe OpTaHu3allMOHHO-pacopsianTebHoM JokymenTarmu (Y COPJI).
Crannaprt 3amensier [OCT P 6.30-2003 «YHuduurpoBaHHbIe CHUCTe-
MBI JOKyMEHTAlUWHU. YHU(PHUIHMPOBAHHAS CHUCTEMa OpraHW3aldOHHO-
pacropsiAuTeNIbHON JOKyMeHTauu. TpeOoBaHus K 0QOPMIICHUIO JI0-
KyMEHTOBY.

YHUQUIUPOBAHHBIE CHCTEMbl [JOKyMEHTAlUH, IpPUMEHSIEMbIe
B cepe ynpasiieHUs, BKIIOUCHBI B cocTaB OOIIEepoCCHICKOro Kilaccu-
¢duxaropa ynpasieHueckoit jokymeHTtauuu (OKY): Yauduuuposan-
Hasi cucTeMa 0aHKOBCKOW TOKYMEHTAlMK, YHU(PHLINPOBAHHAS CUCTEMA
OTYETHO-CTaTHCTHUECKON NOKyMEHTAluu, YHH(PUIUpOBaHHAS CUCTE-
Ma JJOKyMEHTAIIUH 110 TPYAY, YHHU(PHUIIMPOBaHHAsI CUCTEMa BHEIIHETOP-
TOBOH JOKyMEHTalUuH, YHU(UIUPOBAHHAS CUCTEMA OPTaHU3aLUOHHO-
pacropsiAnTeTbHON TOKyMeHTauuu u T. 1. Kaxknas yHupunupoBanHas
cucrema pokymenranuu (YC/) umeer coro cneun¢uxy, u pabdora
¢ nokymeHTamu kaxaoi Y CJl permaMeHTHpyeTcsi COOTBETCTBYIOMINMHU
HOPMAaTHBHBIMH JIOKYMEHTaMH: TOCYIapPCTBEHHBIMU CTaHIapTaMH, HH-
CTPYKIUSMU H T. II.
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YHUHUIUPOBAHHAS CUCTEMa OPraHU3AIMOHHO-PACTIOPSIUTEIh-
HOM nokymeHTanun OOIIEepOCCHIICKOTO KiTacCH(UKATOpa yIpaBiicHYe-
CKOHM JIOKyMEHTAI[UH BKJIIOYACT JOKYMEHTAIMIO TI0 CO3JaHHI0 (peop-
TaHU3aIH, TUKBUIAIMN, TPUBATU3AIIH) OPTaHU3AIHH, TPEATIPHUSITHS;
JOKYMEHTAIIMIO TI0 PaCHOPSANTENILHON JeATEIbHOCTH OpraHUu3aIiH,
NPEANPHUATHUS; JIOKYMEHTAIMIO 10 OpPraHU3al[MOHHO-HOPMATHBHOMY
U ONEpaTHBHO-WHPOPMAIIIOHHOMY PETYIUPOBAHUIO JESTEILHOCTH
OpraHu3alyu, IPEANPUITHS; JOKYMEHTAIHIO IO O(OPMIICHHUIO MOOIII-
pEeHUI M IUCUMIUIMHAPHBIX B3bICKaHUW W T. 1. HecMoTps Ha TO, 4TO
¢ 1993 1. mmenenwnit B8 YCOP/] ve BHOCHock (kmacc 0200000 OKYI
BKJIIOYAET BCEro JIUIIb 62 (OpPMBI: MOCTAHOBICHUS, PACIOPSIKECHHUS,
MPUKa3bl, PEIICHUs, TPOTOKONbI, aKThl, MUCbMA, 3asBICHUS H JIp.),
Ha MPaKTHUKE TIOJIOKEHUS CTaHapTa MIPUMEHSIFOTCSl KO BCEM OpraHu3a-
IUOHHO-PACTIOPSAUTENLHBIM JIOKYMEHTAM.

C 2003 ., B coorBercTBUU C¢ 3akoHOM Poccwuiickoit deneparuun
ot 27 nexadps 2002 . Ne 184-D3 «O TeXHUYECKOM PETyIUPOBAHUI,
TpeOOBaHUSI CTAaHAAPTa SBISIOTCS PEKOMEHIyeMbIMU, HO, HCXOJS U3
TOTO, YTO €AWHBIC TPeOOBAaHUS K TOKyMEHTaM OOECIIEUHBAIOT YI00-
CTBO B padoTe ¢ JOKyMEHTaMH, COKpAIIaloT BpeMs Ha CO3/1aHue U 00-
paboTKy TOKYMEHTOB, OPTaHU3AIMSIM CIIyeT IPUMEHSTH ITOJIOKCHUS
cTaHgapra npu o(opMIICHUH OpPraHMU3alMOHHO-PACTIOPSAUTEIBHBIX
JIOKYMEHTOB.

[TpumeHnenune u npaBriIbHOE 0hopMIIEHHE PEKBU3UTOB HEOOXOIUMO
MpeXJie BCETOo JUIS MPHUIAHKS TOKYMEHTY FOpUInYeckor criibl. Kpome
TOTO, IPUMEHEHUE PEKBU3UTOB MO3BOJISIET COBEPIIEHCTBOBATH (hopMy
JIOKYMEHTOB, YCKOPSIET U 00JIerdaeT Mporeaypy MOJAr0TOBKU JTJOKYMEH-
TOB, COKpaIaeT TpyHo3arparsl Ha 00paboOTKy MOKyMeHTOB. CiemyeT
MOMHHTB O TOM, YTO IMEHHO HaJIM4YKe SJMHOTO KOMIUIEKCA PEKBHU3UTOB
Y CJIMHBIX MPABII UX 0(OPMIICHHUS B OPraHU3aIMsIX ¥ Ha MPEIIPHUSITH-
sIX BCeX (hopM COOCTBEHHOCTH T03BOJISIET Oosiee 3(hheKTUBHO npume-
HSITh KOMITBIOTEPHYIO TEXHHKY JJISl U3TOTOBJICHUSI JOKYMEHTOB M CHU-
CTEMBI DJIEKTPOHHOTO TOKyMEHTO000pOTa Ist 00pabOTKH TOKYMEHTOB.

He Bce pekBU3HWTHI JOKyMEHTa PaBHOIICHHBI: HEKOTOPHIE PEKBU-
3UTHl OTIPENIENSIOT IOPUIUYECKYI0 CHIYy TOKYMEHTa (HauMEHOBaHHUE
OpraHu3aliy, HAUMEHOBaHHE CTPYKTYPHOTO TIOIpA3JelieHHs WU
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HaMEHOBaHHE JOJDKHOCTHOTO JIUIAa — aBTOpPa JOKYMEHTA, PeTUcTpa-
MOHHBI HOMEp MOKYMEHTa, JiaTa JOKYMEHTa, MOAINHUCH, Tpud co-
IJIaCOBaHUs, TPU( YTBEPKICHHS, Me4aTh, OTMETKa 00 AJIEKTPOHHON
TIOJITIMICH); IPYTHE OTHOCSTCS K pekBu3uTam omanka (I'ep6 — locymap-
cTBeHHBIH rep6 PD u rep6d cyopexra PO, repd MyHUIIMTIATBEHOTO 00pa-
30BaHMs, SMOJIeMa OpraHU3alMy MM TOBAPHBIA 3HAK (3HAK OOCITYXH-
BaHUsA), KOXI POPMBI JOKYMEHTA, CIIPABOYHBIC JAaHHBIC 00 OpraHU3aIlNH,
HauMEHOBaHME BUA JJOKyMEHTA; €CTh PEKBU3HTHI, OTpasKarolIe oopa-
0OTKy M IBIKEHHE TOKYMEHTOB (aJpecar, OTMeTKa O OCTYTIEHUH J10-
KyMEHTa, Pe30JIIONHs, OTMETKa 00 UCTIONHUTENE, BU3a, OTMETKA O TIPH-
JIO)KEHNH, OTMETKA O KOHTPOJIE, OTMETKA O 3aBePEeHUH KOIHIH, OTMETKa
0 HalpaBJIeHUH JOKYMEHTA B JeJI0, U T. 11.).

3.2. [IpaBuia opopmiieHUs1 PEeKBU3UTOB IOKYMEHTOB

«l'epoy (Iocyoapcmeennsiti 2epb Poccuiickoti @edepayuu, eepo
cyovexma Poccuiickoii @edepayuu, 2epo (2epanbouyeckutl 3HAK)
MYHUYUNAanbHo2o obpazosanus) (pexeuzum 01)

Cornacno ct. 70 Konctutyuuu Poccuiickoit @eneparuu, ocynap-
CTBEHHBIH TepO, ero OMUCAaHUE U MOPSAOK OPUIUATBEHOTO HCIOIB30-
BaHMS yCTaHABIMBAIOTCS (peaepatbHBIM KOHCTUTYLIMOHHBIM 3aKOHOM.

I'ep6 pasmernaror Ha OJaHKAaX JIOKYMEHTOB B COOTBETCTBUM ¢ De-
JepalbHBIM KOHCTUTYIIMOHHBIM 3akoHOM «O ['ocymapcTBeHHOM repoe
Poccuiickoit @eneparmum» ot 25 nexadps 2000 . Ne 2-OK3.

ITo 3akony, locymapctBennbiii rep0d Poccuiickoit ®enepanuun
NPEACTABISET COO0M «UETBHIPEXYTONbHBIN, C 3aKPYIIICHHBIMH HUKHU-
MU yITIaMH, 3a0CTPEHHBIA B OKOHEYHOCTU KPACHBIN IepalibJu4eCKUi
IIUT C 30JI0THIM JIByIJIAaBBIM OpJIOM, TOJHSBIIMM BBEPX pacIyIleH-
HbIe KpbUIbs. Open yBeHYaH ABYMsI MaJbIMH KOPOHaMH U — HaJ| HU-
MU — OJTHOU OOJIBIIION KOPOHOM, COCUMHEHHBIMU JICHTOW. B mpaBoit
Jlarie opya — CKHUIETp, B JIEBOM — Jep>kaBa. Ha rpynu opia, B KpacHOM
uTe, — cepeOpsIHbBII BCaAHUK B CHHEM IUIalle Ha cepeOpsiHOM KOHE,
MOpasKaroIUi cepeOpsIHBIM KOIIbeM YEPHOTO OIPOKHHYTOTO HAB3HHYb
Y TIONIPAHHOTO KOHEM JIPaKOHay.
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B coorBercTBUM ¢ 3akoHOM, ['ocynapcTBeHHBIN repO Ha OJaHKax
JIOKYMEHTOB MOXET M300pa)aThCsi B OTHOM M3 TPEX BAPHAHTOB: MHO-
TOI[BETHBII BapHAaHT, OAHOIBETHHIN BapHAHT Ha TepabIUIECKOM IIH-
T€ W OJIHOIIBETHBIN 0e3 repalibIMYecKOro MUTa B BUJC IMABHON (u-
Iypbl — JBYIJIABOTO OpJIa CO CKUIIETPOM U Jiep:kaBoi. MmeroT npaso
n300paxarh TOT WM MHOW BapUaHT repOa Ha CBOMX OJIaHKaX TOJBKO T
OpraHbl BIACTH U yTPABICHNUS, KOTOPbIE BKIIIOYEHBI B TIEPEUYEHb, yCTa-
HOBJICHHBIH 3aKOHOM.

B cootBercTBHU ¢ 3THM 3aK0HOM, [ 0CcymapcTBeHHSbIH repd Poccnii-
ckoit denepanmu n300paskaeTcs B MHOTOIIBETHOM BapraHTe (CM. puc. 1)
Ha OnmaHkax QenepalbHBIX 3aKOHOB, YKa30B M pacropsbkeHuid [1pesu-
nenta Poccuiickoit @enepannu; nocranosiennii Cosera Penepannn
®enepansaoro Cobpanus u [ocymapcrBenHoi Jymer denepaabHOTO
Cobpanus; moctaHoBieHUi u pacnopsbkenuit [IpasurensctBa PO; pe-
mennii [Ipesuaenra PD, Cosera denepanun Denepansioro Cobpa-
Hus PO, Iocynapereennoit Jlymer @enepansaoro Cobpanus PO, Ipa-
BurensctBa PO, Konctutyunonsoro cyna P®, BepxosHoro cyna P,
Bricmiero apourpaxknoro cyna PO.

Puc. 1. Tocynapctennslii rep0d Poccuiickoit deneparuun
B MHOTOIIBETHOM BapHaHTE
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TocymapctBennsiii Tepd Poccuiickoit ®enepannn mu300paxaet-
Csl B O/IHOIIBETHOM BapuaHTe (CM. puc. 2) Ha OmaHKax AJIMHHHUCTpa-
uuu Ilpesunenta PD; nmonHOMOYHBIX mnpencraButeneit [lpesuaeHta
P® B penepanbubIx okpyrax; GpeaepaabHBIX OPraHOB UCITOTHUTEIHHON
BiacTH; I'eHepanbHO npokyparypbl PD; YIoJHOMOYEHHOIO O Ipa-
BaM 4enoBeka B PD; CuerHoit nmanarel PO; [lerrpansHoit m30mpaTenb-
Hoii komuccun P®; llearpansHoro 6anka PO.

S/

Puc. 2. TocynapctBennsliii rep6 Poccuiickoit @enepanumn
B OJTHOIIBETHOM BapHaHTe

TocynapctBennsiii Tep6 Poccuiickoit @Denepanmu  m300pakaert-
Cs1 B OJHOIIBETHOM BapuaHTe 0e3 TrepajibAnuecKoro mura (cM. puc. 3)
Ha OJlaHKax OpTraHOB, OpraHu3anuii u yupexxaennit npu [Ipesunenre PO
nmm ipu [IpasurensctBe PD; penepanpabIX cynoB; opranos [Ipokypary-
pbl PO; munmomaTtudecknx MpeiCTaBUTENbCTB U KOHCYIbCKUX yUpek/ie-
Huit PO. I'epboBrie Onanku (OaHKH JOKYMEHTOB C BOCIIPON3BEACHHBIM
Ha HUX TepOOM) U3TOTABINBAIOT NOMUTPadUUECKHE TIPESIPHSTHS, UMe-
TOIIHE CIIEMATbHOE Pa3pelIeHne Ha MX U3TOTOBJICHNE. DTH OJIAHKH MO/~
nexxar y4ery. Ha Omankax mpocTaBIsitOTCs TOPSAAKOBBIE HOMEDPA.
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Puc. 3. Tocynapctennslii repd Poccuiickoit deneparuun
B OJJHOIIBETHOM BapuaHTE 0€3 repajibIuueCKOro muTa

I'ep6 cyOwekra Poccuiickoit Depepanun (repd MyHUITUITATBHOTO
obpazoBanus) (cM. puc. 4) pa3MemaT Ha OJlaHKax JOKYMEHTOB B CO-
OTBETCTBHUMU C 3aKOHOAATCIIBCTBOM, IMPUHUMACMBIM PETUOHAJIBHBIMU
napjiaM€HTaM, U UHbIMU HOPMATHUBHBIMU IPAaBOBBIMH aKTaMU Cy6’b-
extoB Poccwuiickoit @enepannu (3akoHAMH, yCTaBaMHU, KOHCTUTYLIUSIMU
KpaeB, obnacreil, pecryOIiK, aBTOHOMHBIX 00pa30BaHUi U JIp.).

Puc. 4. T'ep6 mynunumnansHoro odpaszoanus (T. EkarepunOypr)
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Cornacno Koncturynnu PO, Poccns coctonT u3 85 paBHONIPaBHBIX
cyosexToB Poccuiickoit denepamum — pecnyOnuk, KpaeB, 00JacTen,
ropooB (heepaabHOTO 3HAUYCHHS, ABTOHOMHON 00JIacTH, aBTOHOMHBIX
okpyroB. Kaxneiii cyObekT denepannu, moMUMO QerepalibHbIX opra-
HOB, IMEET TPU BETBU BJIACTU: WCIOJHUTEIBHYIO (TyOepHaTOpa WIH
IIaBy), 3aKOHOJATEIbHYIO (PETHOHAIBHBIC MTAPIIaMEHTHI) U CyIeOHYIO.
Kax mpaBuno, pa3zmeriars n3odpaxkenue repda cyorekra Poccuiickoit
®denepalii Ha CBOUX OJIaHKAaX JTOKYMEHTOB MMEIOT IIPAaBO OPTaHbI pe-
THOHAIILHOU BIIACTH, & TAKXKE IMOJJUMHEHHBIC UM OpPTaHU3aIINH.

B cootBeTcTBUM C JEHUCTBYIOIIMM POCCUHUCKUM 3aKOHOJATENb-
CTBOM O MECTHOM CaMOYIPAaBJICHHUH MYHUIIMIIAIbHbIE 00pa30BaHUS
(ropona, paliOHBI, CEbCKIE HAaCEeEHHBIE MMyHKTHI) TAKXKEe UMEIOT ITPABO
Ha COOCTBEHHBIE TepOBbI.

M3obpakenne repba (I'ocymapcTBeHHoro, cyonrekra Poccuiickoit
®enepanynu, repda (repabIUuecKkoro 3Haka) opraHa MECTHOTO CaMo-
yIpaBIICHHs) TOMEIIACTCS 110 CePeIMHE BEPXHEro Nouis OlaHKa J0Ky-
MEHTa HaJI pEKBU3UTAMHU OpraHU3allMyd — aBTOpa JOKyMEHTa, Ha pac-
ctossHUM 10 MM OT BEpXHETro Kpas JIMCTa.

«Ombnemay (pexsusum 02)

OMOneMy OpraHu3alyy pa3MelaloT Ha OlaHKaxX OpraHMu3aluu
B COOTBETCTBUH C €€ yUPEIUTEIbHBIMU JOKYMEHTaMH (YCTaBOM HIIU
MOJIOKEHHEM 00 OpraHu3alum) ¢ codrogeHneM TpeboBanuii yactu 4
I'paxxpanckoro xopekca P®. M3o0paskeHre sMOIEMbl MOKET MOMeE-
mIaThCs Ha OJaHKax muceM, o0IuX OnaHKax, HOPMaTHBHO-IPAaBOBBIX
JOKYMEHTax, Ha OiiaHkax CTporoi orderHoctH. OHO 00s3aTeIbHO
JOJDKHO OBITH 3apErMCTPUPOBAHO B YCTAaHOBJICHHOM mopsiake. B ka-
yecTBe AMOJIIEMBI MOTYT OBITH 3apETHCTPUPOBAHBI CIOBECHBIE, H30-
OpasurenbHble, 00bEMHBIC U APyrue 0003HAUCHUS WM UX KOMOMHA-
uun. M300paxenne sMO1eMbl pacnojaraioT Ha ypOBHE HAUMEHOBAHUS
OpraHU3allMM WJIM 10 LEHTPY BEPXHEro Imoiid Ha paccTosHuU 10 MM
OT BepxHero kpas jucra. OpHako 5M0OJIeMy Ha OnaHKax HE BOCIPO-
M3BOJIAT, €CIIM Ha HUX YK€ ObUIM moMelieHbl n3oopaxenus [ocynap-
cTBeHHOTO repba Poccuiickoit depepanmu minum repba cyobexra Poc-
cuiickoi denepanuu.
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«Tosapnuiii 3nak (3uax obcayxcusanus)y (pexeuzum 03)

ToBapHBII 3HAK Pa3MEIIAIOT Ha OJAHKaX OpPraHU3alud B COOTBET-
CTBHU C €€ YyUPCAUTCIbHBIMU TOKYMCHTAMMU. HpaBOBaH OoXpaHa ToBap-
HOTO 3Haka B Poccuiickoit denepanuu npeoCcTaBiIseTcsi HA OCHOBAHUU
€ro roCy/1lapcTBeHHOM peructparuu. [lopsiok perucTpaunu ToBapHOTO
3HaKa u3jaokeH B yacTh 4 I'paxnanckoro xonekca Poccuiickoit dene-
panuu. B xauecTBe TOBapHOTO 3HAaKa MOTYT OBITH 3aPETUCTPUPOBAHBI
CJIOBECHBIE, 300pa3uTebHbIC, 00bEMHBIC U APYTHe 0003HAYCHNUS UITH
ux koMOuHanuu. ToBapHBIH 3HAK MOXKET ObITh 3aPETUCTPUPOBAH B JIHO-
0OOM IIBETE WJIM 1IBETOBOM codeTaHuu. M300pakeHre TOBApHOTO 3HAKa
(3HaKa 0OCITy’)KMBaHMs1) TOMEIACTCS [TOCEPETMHE BEPXHETO Mol O1aH-
Ka JOKYMCHTA HaJ/l PpEKBU3UTaAMU OpraHu3allui — aBTOpa JOKYMCHTa
(eHTpUPOBAHHBIN BapHaHT), WM CJI€BAa HA YPOBHE HAMMEHOBAHHUS Op-
raHu3alun — aBTOpa JOKYMEHTA (IlOHyCKaeTCH 3aXBaTbIBAaTh 4acCThb JIC-
BOTO TI0JIs1) — (DJIaTOBBII BapHUaHT.

«Koo gpopmer doxymenmay (pexeusum 04)

Kon popmbl nokymenTa npocTasisitoT o O0mepoccuiickoMy Kitac-
cudukaropy ynpasiendeckoi fokymenranun (OKY/I). 3tot pekBuzut
pasMemiaercsi TOIbKO Ha JOKYMEHTaxX, KOTOpble MMEIOT YHH(UIIPO-
BaHHYIO (OPMY, BKIIOYCHHYIO B YHU(DUIIMPOBAHHYIO CUCTEMY OpraHu-
3allHOHHO-PACTIOPSANTEILHON HoKyMeHTauu. Kox ¢popmbl 1oKymeH-
Ta SBJSIETCSl AJIEMEHTOM SJICKTPOHHOW MICHTU(HUKALUU IOKYMEHTA,
W TIPOCTABISIETCS NP pa3padOTKEe M HCIIOJIb30BAHUM B OpPraHU3aluU
Tabens u AnpOoMa YHU(PHUIIMPOBAHHBIX (GOPM TOKYMEHTOB, pacrioa-
raercsi B IpaBOM BEPXHEM YLy padodero mosis JOKyMEHTa, COCTOUT
u3 cnoB «Dopma 1o» (HanMeHOBaHWE KilacCH(HUKAaTopa) U IHUPPOBOTO
KOZ1a, HalpuMep :

Dopma no OKVY/] 0274649

«Haumenosanue opeanusayuuy (pexeuzum 05)

HamumeHnoBaHme opraHu3aliiu, SBISFOIIEHCS aBTOPOM JOKYMEHTa,
yKa3bIBaeTcsa Ha OJlaHKe OpraHMW3alliy B IMEHUTEIbHOM majexe. Hau-
MEHOBaHHE OpTaHMW3aIH (ITOJIHOE M COKpPAIICHHOE) TOJKHO TOYHO
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COOTBETCTBOBAaTh HAUMEHOBAHMIO, 3aKPEIJIEHHOMY 32 FOPUIUYECKUM
JIUIIOM B €T0 YYpeIuTEeNbHbIX TokyMeHTax (YcraBe wiu Ilomoxenun
00 opraHu3anun).

IIpu Hasnmuuyu B YcTaBe OpraHu3aluy COKpaIleHHOIO HAMMEHOBA-
HUsl, CHayaja yKa3bplBaeTCs MOJIHOE HAUMEHOBAHUE, a 3aTEM, HUKE WIH
3a HHMM, COKpAIlleHHOE HanMEHOBaHME (B CKOOKax). Y TrocymapCTBEH-
HBIX OpPTaHW3allMi BBIIIE HANMEHOBAHNS OPTaHM3AlMW Ha OTAEIHHON
CTPOKE YKa3bIBAIOT HAMMEHOBAHHE BBIMIECTOSIIEH OpraHu3anuu (co-
KpallleHHOE WJIH TTOJTHOE).

Ecnu opranmsanus pacnoioxeHna B cyobexte PD, nmeroniem Ha-
pSMy ¢ TOCYIapCTBEHHBIM si3bIkoM Poccuiickoit denepammm (pyccKim)
TOCYIapCTBEHHBIN s3bIK CyObekTa PP, To HanMeHOBaHNE OpraHN3alnuN
IIeYaTarT Ha JBYX sA3blkax. HaumeHoBaHME OpraHu3anyy Ha PyCCKOM
SI3BIKE PACIIOIaratoT BBIIIE WM CIIEBA OT HAMMEHOBAHMs Ha rocynuap-
CTBEHHOM s13bIKe cyObekTa PO nnm Ha mHOM s13pike. HanMmeHnoBanue Ha
MHOCTPAHHOM $I3bIKE€ BOCIPOU3BOASAT B TEX CIIydasiX, €CIM OHO 3aKpe-
IJIEHO B YCTaBe OpraHU3aliu.

B nokyMeHTax, IOATOTOBIEHHBIX COBMECTHO JIByMSI OpTraHU3alHsl-
MU, UX HAUMEHOBAHUs PACIOJIaraloT Ha OJJHOM YPOBHE.

«Haumenosanue cmpyxmypnozo noopasoenenusny (pexsusum 06)

Eciu ABTOPOM JTOKYMCHTA SBJIACTCA (bl/IJII/IaH, mpeaAcCTaBUTCIILCTBO,
TCPPUTOPUATIBHOC OTACIICHUC UIIN CTPYKTYPHOC IMOAPA3ACIICHNUEC KOJLJIC-
THAJIbHOI'O COBCHIATCIIBHOT'O WJIM MHOI'0 OpraHa, TO UX HAUMMCHOBAHUC
pacnojrararoT HuK€ HaMMCHOBAHU OpraHU3alliy Ha OT,Z[eJ'IBHOfI CTpPOKE.

«Haumenosanue oonxcrnocmu iuya — asmopa OOKyMenmay
(pexeuzum 07)

Ecmn ABTOPOM HNOKYMCHTA ABJIACTCSA HOJLKHOCTHOC JIMIO, TO HaW-
MCHOBAHHC €ro HOJLDKHOCTH PACIOJIaraloT HUKEC HAMMCHOBAHUA Opra-
HH3allluu Ha OTI[eJ'ILHOﬁ CTPOKE.

«Cnpasounsie dannvie 00 opeanuzayuuy (pexsusum 08)

PexBusut «CrnpaBouHble JaHHBIE 00 OpraHH3alUN» YKa3blBACTCS
TOJILKO B CIIY>KEOHBIX TMHCbMax M HE MPOCTABISETCS Ha BHYTPEHHHUX
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nokymMeHTax. OH BKIIO4aeT B ce0s JaHHbIe 00 OpraHMu3anni, KOTOpbIe
HEOOXOIMMBI JIJISl TOYTOBOM, TenerpadHoi, TeneQoHHO, 3IeKTPOHHON
CBSI3M C OPTaHM3AIINEH, @ TAK)KE IS BBITTOJHEHHS PACYETHO-/IEHEKHBIX
onepanui: NOYTOBBIM WM IOPUIUYECKUN aJIpec, MECTO HAXOXKIEHUS;
HoMepa TeneoHOB, (DaKCOB, TENEKCOB; cueTa B OaHKe; ajpec dIIeK-
TPOHHOU MouThI ¥ Ap. [1ouToBKI 1 TenerpadHbIi aapeca opraHu3auu
YKa3bIBAIOTCS B COOTBETCTBHH C AeHCTBYIoUMH | IpaBrnmaMu okazanus
YCIIyT TIOYTOBOH CBSA3M (CM. peKBH3HT 15 «Anpecary). B aToT pexBu3ut
BXoAAT Takue snementsl, kak THH/KIIIT, OT'PH, OKIIO.

Kop opranuzanuu npocrasisitoT o O0miepoccuiickoMy Kiaaccudu-
katopy npennpustuid u oprannzanuid (OKIIO) mnu OGmmepoccuiicko-
My Kilaccu(UKaTOpy OPraHOB TOCYJapCTBEHHOMN BIACTH W YITPABICHUS
(OKOI'Y) Ha ocHOBaHUH TPeOOBAaHUI O BEICHUN dTUX KIACCU(PUKATO-
POB U JIpyrUX B3aUMOCBSI3aHHBIX C HUMH Kiaccugukaropos. Kom op-
raHW3aluyd — aBTopa AOKyMEHTa (IOPHINYECKOTO JIMIA, CO3JAaBIIErO
JIOKYMEHT) CIY)KUT JJIs YCKOPEHHs Tepenadd JAOKYMEHTHPOBAHHON
nH(pOpPMAIMHK TI0 KaHAJIaM dJIEKTPOHHOM CBsI3M, COKpAIIas KOJIMIeCTBO
MOTEHIIHAIBHBIX OMIMOOK, KOTOPbIE MOTYT BO3HUKHYTH IPH Tepeaue
JUIMHHBIX U CJIOKHO BOCIPHHMMAEMBbIX Ha3BaHUM opranuzauuil. Kopg
SIBIISIETCS 3JIEMEHTOM DJIEKTPOHHON MACHTU(PHUKAIIINH OpTaHU3aIHH.

Koxg mo OKIIO conmepxut Bocemb 3HaKoB, Hampumep: OKIIO
52466203.

B nokyMeHTax, MOAroTOBICHHBIX Ha 00111eM OJIaHKe UJTH OJTaHKe J10-
KyMEHTa KOHKPETHOTO BHU/Ia, KO/ OpPTaHU3aIUX MTPOCTABIISIOT O] Hau-
MEHOBaHHEM OopraHu3auu. B nokymenTax, oopmisieMbIx Ha OJaHKax
MUChMa, KO OpPTraHU3aIMX PACIIONATraeTCsl B COCTABE CIIPABOYHBIX JaH-
HBIX 00 opranuzanuu. Hapsay ¢ ToBapHBIM 3HAKOM (3HAKOM OOCITY>KH-
BaHUS), Ha OJIaHKaX JOKyMEHTOB MOXKET yKa3bIBaThCSI KOMMEpPUYECKOe
0003HauEHNE IOPUANYECKOTO JINTIA.

Ha ocnoBannun ®enepanpHoro 3akoHa ot 8§ asrycra 2001 r
Ne 129-03 «O rocymapcTBEHHON pPErucTpanyy IOPUINIECKUX JIAID),
BCE MPENNpPUATHS U OpTraHU3aIMH TOAJIEKAT TOCYIapCTBEHHONW peru-
CTpallii B YIOJHOMOYEHHOM TOCYJapCTBEHHOM OpraHe B YCTaHOB-
JIEHHOM TIOpsiIKE. YMOJHOMOYEHHBIM OPTaHOM II0 TOCYIapCTBEHHON
pEeTUCTpaliK IOPUANYECKUX JHI siBisieTcss denepanbHas HAJIOTOBas
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ciryx6a. OCHOBHOW TOCYIapCTBEHHBIN PETHUCTPAIIMOHHBIA HOMEpP
(OI'PH) mpucBamBaeTCsi BCEM IOPHIWYECKUM JIHIIAM Ha OCHOBAaHHUH
HOMEpa 3aIllMCH O CO3JaHWW IOPHUINYECKOTO JHia B EnnHoM rocymap-
CTBEHHOM PEEeCTPe IOPUANIECKUX JIUII.

OI'PH Bximrogaet 13 3nakoB, Harmpumep: OI'PH 2546853269840.

B noxymeHTax, MOATOTOBIEHHBIX Ha ONlaHKaX IMHCEM, OCHOBHOMN
TOCYAapCTBEHHBIN PErUCTPAIMOHHBI HOMEDP pacrojlaraeTcs B COCTa-
B€ CIIPABOYHBIX JAHHBIX 00 OpPTaHU3aIlNH, TaK K€, KaK M PEKBHU3UTHI
04 1 06 — xom opranmzaruu o OKIIO u nneHTH(OUKATTMOHHEIN HOMEP
HAJIOTOTUIATENBIIMKA / KOJl IPUYWHBI IIOCTAHOBKH Ha YYET.

Ha ocnoBanun Ilpukaza MunuctepcTBa mo Hamoram u cOopam
ot 03.03.2004 Ne BI'-3-09/178 (pen. ot 29.06.2012) «O06 yTBEepKICHUN
Ilopsaaka n ycrmoBWil MPUCBOCHUSA, IPUMEHEHUS, a TaK)Ke M3MEHEHUS
WACHTU(UKAITMOHHOTO HOMEpa HaJOTOIUIATENbIINKa», BCE MPEIIPUs-
THS U OpraHU3alli{ CTaBATCS HA HAJOroBbIM ydeT. Hanorosslil opran
BBIJIa€T HAJIOTOIUIATENBIINKY CBHIETEIIHCTBO O TOCTAHOBKE HA HAJIOTO-
BBII y4€T, KOTOPO€ COMEPKUT NaHHbIe 00 HACHTH(UKAITMOHHOM HOME-
pe Hanorormarensiuka (MHH) n xoge mpuanHBl MOCTaHOBKY HA y4ET
(KIIIT). MneHTU)UKAMOHHBIA HOMEp HAJIOTOIUIATEIbIMKA CBUJIC-
TEIBCTBYET O TOM, YTO IOPUAMYECKOE JIUIO0, WHANBUIYAJIbHBIN TIPEa-
NPUHUMATEIh WA GU3NUECKOE JIUIIO TOCTABICHBI Ha HAJIOTOBBIN YYET.

WHH ropunnueckoro nmmna BimodaeT 10 3makos, KIIII coctomt
u3 9 3HAKOB, B KOTOPBIX COACPKUTCS MH(OpMaIUs O rocyJapcTBEeH-
HOW HaJIOTOBOM MHCIIEKIINH, KOTOpask MPHUCBOMIIA HAJIOTOTUIATENbIINKY
MHH u KIIII, nopsaxoBoM HOMEpE HaJoroIulaTebluKa, HallpUMep:
WHH/KTIIT 500100732259/ 773301001.

B nokymeHTax, MoAroToBieHHbIX Ha Onankax mucem, MHH/KIIIT
pacrionaraeTcs B COCTaBe CIPABOYHBIX JAHHBIX 00 OpraHM3aliH, TaK
e, Kak ¥ pekBU3NTHI ko oprann3annu mo OKIIO u ocHOBHOI rocy-
JIAPCTBEHHBIA PETUCTPALMOHHBINA HOMED.

«Haumernosanue suda ookymenmay (pexsusum 09)

HaunmenoBanue Buzaa JAOKYMCHTA, COCTAaBJICHHOI'O WJIM HU3JaHHO-
Iro Opl"aHPBaLIHefI, YKa3bIBaCT Ha €TI0 MPUHAIJIC)KHOCTL K CUCTEMC 10-
KyMCHTAllMU 110 TIPpU3HAKaM COACpKaHHd KW LCJICBOI'0 Ha3HAYCHUS
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" JOJIDKHO COOTBETCTBOBATH BUAAM IHOKYMEHTOB, IPEAYCMOTPCHHBIM
OKV]l (Obmepoccuiickuii kmaccuukarop yIrpaBIeHYeCKOH JIOKY-
MeHTanun) — kiacc 0200000: akt, crpaBKa, 3ammcka, CBOIKA, IPOTO-
KOJI, OT3bIB, M3BEILICHUE, ITPHUKA3, IOCTAHOBIICHUE, PACIIOPSKEHUE U JIP.
Haumenosanue BUJa TOKYMCHTA YKa3bIBaAlOT HUKC HAUMCHOBAaHHA Op-
TaHW3alUN OT/IENBHOM CTPOKOH MPOMUCHBIMU OyKBaMH Ha BCEX CIIy-
XKEOHBIX TOKyMEHTaX, KpOMe MHChMa.

«/lama ooxymenmay (pexeusum 10)

[ara nokymeHTa — 0053aTeJIbHBIA PEKBU3UT BCEX BHIOB JOKY-
MEHTOB, 00€CIIeUNBAIOLINN IOPUINUECKYIO0 CUIY IOKyMeHTa. JlaToi
JOKYMEHTa MOXKET SIBJISITHCS J1aTa PErUCTPAlM JAOKyMEHTa (B MpH-
Ka3ax, pacHoOpsDKEHUSIX, YKa3aHUSIX, CIPaBKax, MHUCbMax, JOTOBOPAx
U 1p.), Aara MOANMCAHMA JOKyMEHTa (B NOKJIAJHBIX, CIYKEOHBIX,
OOBSICHUTENBHBIX 3alMCKax), AaTa YTBEPXKACHUS JOKyMeHTa (B IO-
JIOKEHUSIX, MHCTPYKIMAX, IPABUIIaX, IITATHBIX PACIUCaHUAX, pera-
MEHTax M Jp.), AaTa COOBITUS, OTPAKEHHOIO B TOKYMEHTE (B MPOTO-
KOJIaX, aKTax).

Hexotoprbie peKBU3UTHI TAKKE UMEIOT B CBOEM COCTaBE JaTy: Pe30-
JIOLMS, BU3a COITIACOBAHUS, TPU( yTBEPKACHHS, OTMETKA O ITOCTYTIJIC-
HUH IOKYMEHTA B OPraHN3al1io0, OTMETKA O 3aBEPEHUU KOIIUH, OTMETKA
00 MCIIOJTHEHUH JOKYMEHTA U HAalPaBJICHUH €T0 B AEJO.

B coorBerctBun ¢ 'OCT gara mokymeHTa MOXET O(OPMIISTHCS
OJHHMM M3 JIBYX CII0COOO0B: IM(POBBIM MK CIIO0BECHO-IM(PpOoBEIM. [1pn
ppoBoM criocode 0GOPMIIEHHUS JaThl HIEMEHTBI 1aThl 0POPMIISIOTCS
apaObckuMu nupaMu B CIEAYIOLIEH [TOCIe10BaTeIbHOCTH: ACHb MECs-
1a, mecsit, rof. JleHp Mecsla 1 Mecs Coaepskar ABa 3Haka, ToJ — 4e-
ThIpe 3Haka. Hanpumep: 06.08.2017 — Bce 371€MEHTbI AaThl pa3AciiCHbI
TOYKOM, TIOCJIE TOAa TOUKA HE CTABUTCSI.

ITpu cnoBecHo-1MppoBOM criocobe ohopMIICHHS AaThl JEHb Me-
csia ¥ rof opOpMIISIIOTCST apaOCKUMHU IH(PaMu, a MECsL] — CJIOBOM,
npuyeM rocie udp, 0003HAYAOIINUX IO/, 0053aTeTFHO CTABUTCS OYK-
Ba «I'’» C TOUKOM WM CIOBO «rof», Hanpumep: 06 ageycma 2017 2.

Henocratomyro mudpy B o003HaueHnn mHs mecsma (¢ 1 mo 9)
1 Mecsita (¢ sHBaps Mo CeHTIO0Pb) 3aMeHs 0T HyseM. [Ipn odopminennn
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COBMECTHBIX JOKYMCHTOB HCCKOJIbKMMU OpraHHu3alusaMU, JOKYMCHTBI
JOJIKHBI UMETh €IUHYIO arty.

«Pecucmpayuonnwviii Homep doxymenmay (pexeusum 11)

PerucrpanionHslii HoMep JOKYMEHTA MPOCTABISETCS NMPH pPEru-
CTPAaLlUM BHYTPEHHHUX MU UCXOAAIIUX AOKYMEHTOB. OCHOBHOH LIEIBIO
perucTpauuu AOKyMEHTOB SIBIISICTCS 0OECIEYEHUE ydeTa U KOHTPOJIS
3a JOKYMEHTaMH, a TakKe oOJeryeHne ux rnoucka. PerucrpaunoHHbIN
HOMEp pacrosiaraeTcsa Ha OHOI CTPOKe ClieBa OT AAThl JOKYMEHTA.

PeructpanoHHbIii HOMEp JOKYMEHTa COACPKUT LHU(POBOE HIIH
OykBeHHO-LIU(PpoBoe 0O03HaUeHUe. Permcrpanusi TOKyMeHTa BKIIIO-
YaeT 3allUCh CBEIEHUI O JOKYMEHTE B COOTBETCTBYIOIIYIO PETUCTpA-
LHUOHHYIO (OpPMY, IPUCBOCHUE JOKYMEHTY PErUCTPAlIMOHHOTO HOMeEpa
Y TIPOCTaBJIEHUE €T0 HEMOCPEICTBEHHO Ha JOKyMeHTe. B cocTas peru-
CTPALIMOHHOTO HOMEPA BXOAUT MOPAIKOBBII HOMEDP perucTpainuu J0Ky-
MEHTa M UHJEKC JieNla TI0 HOMEHKJaTtype. B 3aBucuMocTt ot npuHATON
B OPr'aHM3ALMN CUCTEMBI HHAEKCALIUH /1€, MHAEKC JeJla 10 HOMEHKIIA-
Type MOXET COAepKaTh OyKBEHHbIC 0003HAYCHUS, KO KOPPECIIOHICH-
Ta, UCTIOJIHUTENS U JIp.

JlokyMeHTBI, cOCTaBJICHHBIC ABYMs U Oojiee OpraHu3alusMH, UMe-
0T PETUCTPALIMOHHBIN HOMED, COCTOSAIINN U3 PETUCTPALMOHHBIX HOME-
POB JIOKYMEHTa Ka)kJI0M M3 3TUX OpraHu3alui, IPOCTaBIsIEMBIX Yepes
KOCYIO 4epTy B MOPAJIKE YKa3aHUs aBTOPOB B JOKYMEHTE.

«Ccblaka Ha pecucmpayuouHblll HOMep U 0amy OOKYMeHmay
(pexeuzum 12)

Ccpuika Ha PETUCTPAIMOHHBIA HOMEP W JIaTy JOKyMeHTa o(opm-
JISIETCSI TOIBKO TIPY TIOATOTOBKE TIOKYMEHTOB, KOTOPBIE SIBIISFOTCS OTBE-
TaMHu Ha 3arpoc (TMMCbMO, CITpaBKa, JOKJIAAHAS 3alMCKa, 3aKITIOYCHHE
U T. /1.), ¥ BKJIFOYAeT B ceOsl peTUCTPAIMOHHBI HOMEp U JaTy TOTO J0-
KyMEHTa, Ha KOTOPBIN aeTcsi oTBeT. CBe/IeHNs B PEKBU3UT MIEPEHOCST-
Cs1 C TIOCTYIUBIIIETO JOKYMEHTA, HallpAMep:

Ha Ne 28/03-512 ot 20.07.2017

[lpu odopmieHnrn 3TOro0 pEKBU3UTAa OTCYTCTBYET HEOOXOH-
MOCTh YIIOMHHATh PETUCTPAIIMOHHBIA HOMEp M JaTy IMOCTYNHBIIETO
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JIOKYMEHTAa B TEKCTE OTBETHOTO IMHChMa, 9YTO OCBOOOXKIAET TEKCT OT YH-
CTO BCIIOMOTATEbHOMW, CIIPABOYHON MH(OPMAITUH.

«Mecmo cocmasnenus unu uzoanusi Ooxymenmay (pexeuzum 13)

PexBusut «MecTo cocTaBieHUs] WM M3JaHUS AOKYMEHTa» 000-
3Ha4aeT MECTO HaXOXKIEHUS IOPUINYECKOIO JINIa — aBTOpa JOKYMEH-
Ta, KOTOPOE COOTBETCTBYET MECTY €I0 TOCYJapCTBEHHON pPEeruCcTparii.
[Tpu u3nanum KOKyMeHTa (GpUIMaIoM OpraHu3aluy B JAHHOM PEKBU3HU-
T€ YKa3bIBAIOT MECTO HAXOXKJEHMSI ITOCIIEIHETO.

OTOT pEKBU3UT YKa3bIBAIOT B TOM CJIydae, €CJIM 3aTPyAHEHO 10 peK-
BU3UTYy «HanMeHoBaHne opraHu3allMd — aBTOpa JTOKYMEHTa» OIpe-
JISJIATh MECTO COCTaBJIEHMSI MM M3JAaHUS JOKYMEHTA, OH MOXET
MIPOCTABIIATHCA BO BCEX JOKYMEHTax, KpOME MUCbMa, B KOTOPOM 3Ta
nHpOpMaIKs BKIIOUYEHa B peKBU3UT «CHpaBOYHbIC JaHHBIE 00 opra-
HU3ALUNY.

MecTo U31aHUS B TOKYMEHTE HE yKa3bIBaeTCsl, €CIIM OHO BKIIIOUE-
HO B COCTaB HauMeHOBaHMs opranuzauuu. Hampumep, OAO «Yensd-
OuHCKUI TpyOOIpOKaTHBIN 3aBO» HE yKa3bIBaeT I. Yensionnck, a OAO
«OHeprocOBIT» A0JHKEH yKa3zarh — Mockaa.

MecTo cocTaBiIeHUs WM U3AaHUS YKA3bIBAOT C yYETOM HMPUHATO-
TO aJMUHHUCTPATUBHO-TEPPUTOPUAIILHOTO JIEJIEHUS, KOTOPOE BKIIIOYa-
eT B ce0sl TONBKO O0LIenpuHAThIe cokpaienus. [Ipuyem, nepen Hazpa-
HUSIMH TOpoJoB (eaepanbHoro 3HadeHuss Mocksa, Cankr-IlerepOypr
u CeBacTomnoib (cM. puc. 5) OyKBa «L.» («ropo») He CTaBUTCSL.

Mocksa Canxr-IlerepOypr CesacTonons

Puc. 5. T'epOr1 Topoa0B (enepaabHOTO 3HAYCHUS
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Taxxe OykBa «T.» HE CTaBUTCS Tepel] Ha3BaHUSIMU TOPONIOB, B Ha-
3BaHUU KOTOPBIX €CTh Cc0BO «ropoia»: Hosropoxa, Bonrorpan. Ilepen
OCTaJIbHBIMU HACCJICHHBIMH ITYHKTaMU IIPOCTABIACTCA COKPAIICHHOC
0003HaYeHIE TOPOa, TOCENKa U T. 1., Harpumep: T. [lepmsb, moc. Tpo-
HAIKHAH.

«I pugh oepanuuenus oocmyna Kk 0okymenmy» (pexeusum 14)

[TockonbKy B JEIONPOU3BOACTBE HCIONB3YIOTCS OTMETKH (TpH-
(bI) KOHPUICSHIIUATEHOCTH, KOTOPBIE MTPOCTABISIFOTCS Ha JOKYMEHTaX
OTPaHUYCHHOTO IOJIb30BaHUS, B CTaHIApPT BKJIFOUCH pekBH3UT «Ipud
OIpaHMYEHUS NOCTyIa K JOKYMEHTY», KOTOPBIM, KAK OTMEUEHO B pa3-
Jlene 5 craHjgapTa, MPOCTABISIETCA B IIPAaBOM BEPXHEM YIVIy INEPBOIO
JUCTa JIOKYMEHTa (IIPOEKTa JOKYMEHTA, COMPOBOJAUTEIBHOTO MHChMa
K JOKYMEHTY) Ha FPaHUIIC BEPXHETO MO MPU HAIUYUU B TOKYMEHTE
uH(pOpPMAIIHMHU, TIOCTYI K KOTOPOW OIPaHUYEH B COOTBETCTBHUH C 3aKOHO-
natenbctBoM Poccuiickoit @eneparuu.

B cocraB rpuda orpannueHust 10CTya K JOKYMEHTY BXOJHT Orpa-
HUYHTENbHAsS Haanuch («lns ciry:xeOHOro mosb3oBanHus», «Kondu-
JIeHuuaabHoy, «Kommepueckas TailHay WM Ap.), KOTOpas MOXET J10-
MOJIHATHCA HOMEPOM JK3EMILISIPA JOKYMEHTA U APYTMMU CBEICHUSAMU
B COOTBETCTBHM C 3aKoHOHaTenbcTBOM Poccuiickoit @enepanuu, Ha-
IIpUMeEp:

KonunenmmansHo
Ok3. Ne 2

«Aopecamy (pexeusum 15)

PexBusut «Azapecar» opopmisieTcss B CpaBOYHO-UH(GOPMALIOH-
HBIX JOKYMEHTaX, TAKUX KaK MMHUCbMa, TOKJIAJHbIC U OOBSICHUTEIbHbIC
3aIlUCKH, CIIPABKH, U 0003HaYaeT TOr0, KOMY apecoBaH JOKyMeHT. J[o-
KyMEHT MOXET OBIThb a/ipecOBaH OPTraHU3alMsM, CTPYKTYPHBIM IIOJI-
pasnesieHUsIM OpTaHU3alKH, JODKHOCTHBIM WM (PU3MYECKUM JIUIAM.
HammeHoBanne opraHu3alnyy yKa3blBaeTCs B HMEHHUTEILHOM IAAEKe,
HarpuMep:

3aBon «MeTauIOKOHCTPYKILIHI
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HanmeHoBaHue opraHu3anvy U ee CTPYKTYpHOTO TOApAa3IeeHus
yKa3bIBaeTCsd B MUMEHUTEIHHOM TIaJIeKe, Harpumep:

3aBox «MeTauI0KOHCTPYKLIUI
IInaHoOBEIN OTHIEN

HomxHocts 1 ®UO nuna, KOTOPOMY apecoBaH JOKYMEHT, YKa3bl-
BAIOT B JAATEJIbHOM Ia/IeKe, HalpUMep:

3aBon «MeTauIoKOHCTPYKIUI
IInanoBblll oTAET

CrapiieMy 3KOHOMUCTY
CazoHoBoil A. B.

HpI/I AIpCCOBAHUHN NOKYMCHTA HAa UM PYKOBOAUTEIISL OpraHu3aliun
HAa3BaHUC OpraHU3aliui BXOAWUT B COCTaB HAMMCHOBAHUA NOJIZKHOCTU
1 YKa3bIBACTCA B JATCIbHOM MAJICIKEC!

Jupexropy smnes Ne 35
CumonoBoit H. A.

IIpu agpecoBaHMM JOKyMEHTa B HECKOJIBKO OJTHOPOIHBIX OpraHH-
3alUi WIK B HECKOJIBKO CTPYKTYPHBIX HOAPA3AEICHUN OHOM OpraHu-
3allMU X yKa3bIBalOT 00OOIICHHO, HATIPUMED:

PykoBoguTensM CTpyKTypHBIX MOAPa3AeICHUN

IIpu oTnpaBke OAHOTO AOKYMEHTA B HECKOJIBKO OpTraHU3alMi, Ha
JOKyMeHTe oQopMIIIIOT He Oonee ueTbipex aapecaroB. CioBo Konus
nepez BTOPBIM, TPETbUM, YETBEPTHIM aJipecaTaMu HE YKa3bIBAIOT.

ITpu Hasmunum Gosee YeM YeThIpeX apecaTroB COCTABISIOT CIIUCOK
PacChUIKU JOKYMEHTA U HA KaXKJI0M JOKyMEHTE 0(OPMIISIFOT TOIBKO OA-
HOT'O ajpecara.

PexBu3uT «azpecar» MOXET UMETh B CBOEM COCTaBE IOYTOBBIN
anpec. [lopsaok HanMcaHKst TOYTOBOTO aapeca ycTanosineH «IIpaBua-
MU OKa3aHUs yCIyT IIOYTOBOH CBSA3M», yTBep KAeHHbIMU [Iprkazom mMu-
HUCTEPCTBA CBSI3U U MAacCCOBBIX KOMMyHUKauuid PO Ne 234 ot 31 urons
2014 r. B coorBerctBuM ¢ IIpaBuiiamMu, ycTaHOBIEHA ClEAyIOLIas MO-
CJIE0BATENILHOCTH O(OPMIICHHS IIOUYTOBOTO ajpeca:

— Ha3BaHME YJIUIIbI, HOMEP J0Ma, HOMEP KBapTUPHI;

— Ha3BaHME HACEJIEHHOI'O ITyHKTa (ropoja, NoceiKa U T. I1.);
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— Ha3BaHMUE 00JIACTH, Kpasi, aBTOHOMHOTO OKpyra (00sacTH), pec-
myOIInKw;
— cTpaHa (T MeXIYHAPOIHBIX TTOYTOBBIX OTIPABICHUN);
— TIOYTOBBIN MHJIEKC.
Ecnu nokymeHT afpecoBaH IOpUANYECKOMY JHIY (OpraHU3aIiy),
TO CHA4YaJIa yKa3blBalOT €€ HAMMEHOBAHUE, 3aTEM IOYTOBBIN ajipec, Ha-
puMep:
VYpanbckuii henepanbHbIil yHUBEPCUTET
yi. Mupa, 19
Exarepun0ypr, 620002

Ecmm noxymeHT anmpecoBaH (hM3ndYecKoMy JIMITY, TO CHadaja yKa-
3BIBAIOT (DAMUJIMIO W MHHIIAAJIBI TIOTyYaTells, 3aTeM TOYTOBBIN aapec,
HanpuMmep:

3opunoit A. 1.
yi. Meramtypros, 1. 3, kB. 25,
r. 3naroyct, YensiouHckas 00:1., 456200

PexkBusutr «Apmpecar» odopmisercs, Kak MpaBiio, (GIaroBbIM
criocoboM. JlomyckaeTcsi EHTPUPOBaTh KXY CTPOKY PEKBU3UTA
«Azpecar» OTHOCUTENIBHO caMO#l nuHHOM cTpoku. Hanpumep:

Ipencenarento qa4HOTO KOOIEpaTuBa
«AJIeKcaHIpUs»
Kpacuosy P. A.

Ecnu nucemo OyneT oTnpasieHo Mo 3JIeKTPOHHOHN mouTe uin (ak-
CUMMJIBHOM CBSI3M M HE OyleT OTCBUIATBhCS MO TMOYTEe, TO MOYTOBBIN
aZipec yka3bplBaTh HE HYXHO. B 9TOM ciydae ykas3bIBaeTcsi DIEKTPOH-
HBII aapec Wi Homep (akca. Hampumep:

Ypansckuii penepanbHbI YHUBEPCUTET
kanc@urfu.ru

«I pugh ymeepoicoenus doxymenmay (pexsusum 16)

[Tocne moamnucaHus HEKOTOPBIX BHJIOB JIOKYMEHTOB (QKThl, HMH-
CTPYKIIUH, TJIaHBI, OTYCTHI, [TOJIOKCHHUS, IITATHBIC PACIIMCAHUS U JIp.)
odopmiisieTcs: rpud YTBEpXKICHHsI, TMOCJAE YEero OHU MPUOOPETaoT
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opuandeckyro cuiry. [lepedeHp yTBep)kaaeMbIX IJOKYMEHTOB OOBIU-
HO mpuBoauTCs B Tabene yHuduupoBaHHBIX (HOPM TOKYMEHTOB WIIN
B MHCTpyKIMM MO AETONPOU3BOACTBY KOHKPETHOIO MPEANPUSATHS.
JlaHHBIH MTepeYeHb COCTABIISACTCS ¢ YYETOM TPEOOBAHUN 3aKOHOIATE b~
HBIX, BEZJOMCTBEHHBIX U OTPACIEBbIX HOPMATUBHBIX aKTOB, YCTAHABIIH-
BaIOIINX 00S3aTeNbHYIO MPOUEAYPY YTBEP)KISHHS T€X WU MHBIX J0-
KYMEHTOB.

I'pud yTBepKaeHUs PUIAET HOPMATUBHBIN HITH IIPABOBOW Xapak-
TEp COAEPKAHUIO JTOKYMEHTA WJIM PACHpPOCTPAHSET €ro JCHCTBUE HA
ONpEICNICHHBIA KPYT JIUI] U OpraHu3aIui.

JIOKyMEHTBI MOTYT YTBEPKIAThCSI JOMKHOCTHBIM JINLIOM (PYyKO-
BOJUTEIIEM OPraHM3allMH, €r0 3aMECTUTENEM, [NIABHBIM CIICL[UAJIN-
CTOM), CTHEIMAJIbHO M3/1aBAa€MbIM PacCHOPSIAUTENHHBIM JOKYMEHTOM
(mocTaHOBNIEHNEM, pEUICHHWEM, MPUKA30M, PACIOPSIKEHHUEM) HIU
pELIEHUEM KOJIJIETHAIBHOTO OpraHa. Eciau TOKyMEHT yTBEPXKAaeTcCst
JIOJDKHOCTHBIM JIUIIOM, TO B COCTaB rpu(a yTBEpKIAEHUS JOKyMEHTa
BxonuT ciioBo Y TBEPXK/IAO (6e3 kaBbIuek), HANMEHOBAHUE JTOJDK-
HOCTHU JIMLA, YTBEPXKAAKILIEro JOKYMEHT, JUYHAas MOINMCh, pac-
G poBKa MOANMUCH (MHUIKAIBI U GaMHUIIUs) U JlaTa yTBEPKIACHHUS,
Hanpumep:

YTBEPXIAIO

Pexrop YpdY

Jlnunas nognuce B. A. Kokmapos
12.03.2016

I'pud yTBepkmeHusT JOKyMEHTa pacrioyiaratoT B IMPaBOM BEPXHEM
YOIy TIEpBOM CTpaHMIBI TOKyMeHTa. PekBm3uT «Ipud yrBepkmeHus»
odopmitseTcs, Kak MpaBwiio, (paaroBeiM criocodbom. Jlomyckaercs 1eH-
TPUPOBATh AIIEMEHTHI PEKBU3UTA OTHOCUTEIHFHO CaMOW JITMHHON CTPO-
KH, Harpumep:

YTBEPXJIAIO
I'enepanbHblii JUpEKTOp
OAO «TekcTuibmarn

JInunas nonnucs P. B. Epemun
12.03.2016
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Ecnu u3naBaeMblil TOKYMEHT YTBEPKIAIOT HECKOJIBKO JIOJKHOCT-
HBIX JIMI, TO OQOPMIISIOT HECKOJIbKO PEKBU3UTOB «Ipud yTBepx e-
HUS» HA OIHOM YpoBHE. Ha yTBepKaaeMoM NOKyMEHTE 00s3aTeIHHO
ToJKeH OBITH ohopmiteH pekBU3UT «Ilommucey.

IIpu yTBepkIeHUHM JOKYMEHTa APYTUM, CIICIIHATLHO H31aBacMbIM
PacmopsIINTEIIbHBIM JIOKYMEHTOM, B COCTaB rprda yTBEPIKICHHS JTOKY-
MeHnTa Bxonut cioBo YTBEPXIEH (YTBEPXIEHA, YTBEPX/IE-
HbI i YTBEPXXJIEHO), HanmMeHOBaHNE YTBEP K IAFOIIETO TOKYMEH-
Ta B TBOPUTEJIHLHOM Ma/IeKe, €ro JlaTa U HOMEP, HalpUMED:

YTBEPXIEH
IIPOTOKOJIOM O0IIETO
COOpaHHs aKLHOHEPOB
ot 15.01.2016 Ne 2

KitoueBoe cioBo YTBEPXJIEH (YTBEPXIEHA, YTBEPXIE-
HbI nwmun YTBEPXKXJIEHO) momkHO OBITH COIIacOBaHO ¢ HAaWMEHOBA-
HUEM YTBEPIKIAEMOTO TOKYMEHTA.

[Ipu yTBepkIeHHH NOKYMEHTa KOJUIETHAJBLHBIM OPTaHOM, pellle-
HUS KOTOPOTO (PUKCUPYIOTCA B MIPOTOKOJIE, B COCTaB Tpuda yTBEpkK-
nenusi mokymeHnrta BxomuT cioBo YTBEPXJIEH (YTBEPXIEHA,
YTBEPX/IEHbI wmn YTBEPXKXJIEHO), HanMeHOBaHUE KOJUIETHATD-
HOTO OpraHa, PemIeHHeM KOTOPOTO YTBEPXkJIEH JOKYMEHT, JaTra U HO-
Mep IPOTOKoJIa (B CKOOKaX), HaIIpHMeEp:

YTBEPXJIEH
OO0muM coOpaHueM akIHOHEPOB
(ITpotokon ot 15.01.2017 Ne 2)

«3azconosox k mexkcmyy (pexeusum 17)

3aroI0BOK — PEKBU3HUT JOKYMEHTA, BRIPAKAIOIINN B KpaTKOH Gop-
Me OCHOBHOE COJIEpKaHUE JOKYMEHTa. 3aroJIOBOK JIOJKHBI IMETh BCE
MIOKyMEHTHI (hopMaTa A4 st OOJIETICHUST U YCKOPEHUST PETUCTPALTIH
JIOKyMEHTOB. 3aroJIOBOK MOXKET HEe 0OPMIIATHCS Ha JOKyMeHTaxX (op-
Mara A5 ¥ Ha MUCbMax-OTBETAX, UMEIONIUX CChUIKY Ha JIaTy H HOMEp
BXOJISIIIETO JIOKyMeHTa. DOopMyIHpOBKa 3aroJioBKa JIOJDKHA OBITh IpaM-
MaTUYECKU COINIAcOBaHA C HANMEHOBAHUEM BHJIA IOKYMEHTA.
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3aroJI0BOK JIOKyMEHTa COCTABIISIOT B IPEUIOKHOM Ia/IEKe C Mpes-
soroM «O» («O0»), HarTpuMep:

Hpmca3 O CO3JaHuU aTTCCTaHI/IOHHOf/'I KOMHCCHHU

3arojoBOK MHUIIET COCTABUTENH JOKyMEHTA. 3arojOBOK pacroia-
rafoT OT TPAHMIIBI JIEBOTO TOJIS JIOKyMEHTA HIDKE PEKBU3UTOB «JlaTa»
n «PeructpaumoHHbIA HOMEpP» NEpe] TEKCTOM JOKyMeHTa. B ykasax,
MMOCTAHOBJICHUSAX, PEIICHUAX, PHUKa3ax, U3aBaeMbIX OpraHaMH Bia-
CTH, 3aroJIOBOK K TEKCTy MOXKET O(OpMIIATHCSA TOcepennHe pabode-
TO TOJISl JOKYMEHTA W IEHTPUPYETCS OTHOCUTEIHFHO CaMOU JITWHHON
CTpOKH. B KOHIIE 3arooBKa HUKaKMX 3HAKOB IPETTMHAHUS HE CTABUTCS.

Ha Omankax opraHmu3anuii MeCTO IJIs 3arojoBKa OOBIYHO 0003HA-
YEHO OTPaHUYHUTEIHHBIMU OTMETKAaMH JIJISl TPAHUIIBI 30HBI PEKBH3HTA.
3aro’0BOK TOKyMEHTa BHOCUTCS TIPU €TO PETHCTPAIH B COOTBETCTBY-
OII[Ee PETUCTPALMOHHBIE (POPMEI.

«Texcm ooxymenmay (pexeuzum 18)

TekcT mOKyMeHTa — 00sI3aTeIbHBIA PEKBU3UT BCEX BHIOB JOKY-
MEHTOB, OTPAXKAIOIIHM €ro OCHOBHOE CMBICIIOBOE cofepkanue. Teker
JOKYMEHTA COCTAaBIISICTCS Ha TOCYIApCTBEHHOM si3bike Poccuiickoii ®e-
JIepaLliy WM TOCYIAapCTBEHHOM SI3bIKE (S3bIKAX) PECIyOIHK B COCTaBe
Poccuiickoii denepau B COOTBETCTBUH C 3aKOHOIATEIBCTBOM 3THX
pecyOnuK.

TekcT TOKyMEHTa MOXKET OBITh IOCBSIICH OHOMY BOIIPOCY (B TPO-
CTBIX JOKyMEHTaX) WJIM HECKOJIBKHM (B CIIOKHBIX JJOKYMEHTaX).

Texkcr 000T0 JOKYMEHTA, KaK MPaBUIIO, COCTOHUT U3 JIBYX 4acTeH.
B nepBoii yacTH yka3bpIBatOTCs IPUYMHBI, OCHOBAaHHS M LIEJIN COCTABIIC-
HHS JOKYMEHTA; IPY HEOOXOAUMOCTH YCTaHABIMBACTCS B3aMMOCBSI3b
C paHee M3JaHHBIMH HOPMAaTHBHBIMH aKTaMH HJIH JAPYTUMHU JTOKyMEH-
TaMH 110 JAHHOMY BOIIPOCY.

Bo Bropoii yactu, B 3aBUCMMOCTH OT BHJIa JJOKYMEHTA, M3JIararot-
Csl peIleHHUs], TIPEUIOKEHHSI, BBIBOJIBI, TPOCHOBI, pekoMeHmanuu. Eciu
coziep)KaHhe JOKYMEHTa HE HY)KIAeTCsl B TMOSCHEHUH WIM 000CHOBA-
HHH, TO TEKCT JJOKYMEHTa MOKET COCTOSITh TOJIBKO M3 3aKITIOUUTEIbHON
4acTu (HampuMep: MpUKa3 MOXKET UMETh TOJBKO PaCIOPSIUTEIbHYIO
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yacTh 0€3 KOHCTAaTHPYIOIEeH, MMChMa, 3asBIeHHUsS — MPOCKOy 6e3 mo-
SICHCHHS ).

B Texcre mokymeHTa, MOATOTOBIEHHOM HAa OCHOBAHWHU 3aKOHOMAA-
TEJIHBIX WJIM WHBIX HOPMATUBHBIX MPABOBBIX aKTOB, paHee M3IaHHBIX
pacTopsIINTENBHBIX TOKYMEHTOB, YKa3bIBAIOTCS UX PEKBU3UTHI:

— HaMMEHOBaHWE JTOKYMEHTa, HaWMMEHOBAaHWE OpTaHU3aIUN —
aBTOpa JOKYMEHTa, JlaTa U PEerucTpParMoOHHBI HOMEpP JOKYMEHTa, 3a-
TOJIOBOK K TEKCTYy WJI HAMMEHOBAaHHUE BHU/IA JOKYMEHTA;

— HANMEHOBAaHHME OPTaHU3aIlUU WIH JOJKHOCTHOTO JIUIA, YTBEp-
JIUBIIIETO JOKYMEHT, 1aTy YTBEPKACHHS TOKYMEHTA.

TexcTrl GonpIIoro 00beMa, Kak MPaBHUIIO0, IENST Ha Pas/elbl, MO/-
paslelbl, MyHKThI M TOJITYHKTBI, KOTOpbIE HYMEPYIOTCS apaOCKHUMHU
mudpamu, pasae’]cHHBIMH TOYKAMHU. YPOBHEH pyOpHKalMH TeKcTa
HE JOJDKHO OBITH 00JIee YeThIpeX.

B nmoxymeHTax, MOATOTOBJIEHHBIX Ha MPHHIHUIAX ESIUHOHAYAIIHS
(mpukas, pacropsyKeHne U T. 1), a TaKKe B JIOKyMEHTaX, aJpecOBaH-
HBIX PYKOBOJCTBY OpTaHU3allMM, TEKCT HM3JIaraloT OT MEpPBOTO JIUIA
€IMHCTBEHHOTO YNCIa ((IIPUKA3BIBAIOY, IIPEIIIAraroy, KIIPOIIy»).

B nmoxymeHTax KoJierHajbHBIX W COBEIIATENBHBIX OPTaHOB TEKCT
M3JIaraloT OT TPETHETO JIUIa EAMHCTBEHHOTO YMCNa («KOJJIETHS. .. TI0-
CTaHOBJISIET), «COBET MOIIEUUTENEH. .. PELITIID)).

B coBMeCTHBIX JOKYMEHTaxX TEKCT U3JIaraioT OT IIEPBOTO JIUIa MHO-
’KECTBEHHOTO YHCIia («IIPUKA3bIBACM», «PEIIHIIN).

B mpoTokoiax TeKCT M3/1araroT OT TPEThero JINa MHOKECTBEHHOTO
YyHCcIa («CIYIIan, «BBICTYTIHIIN, «ITIOCTAHOBUIIN, «PEILIUIINY ).

B monoxeHusx, MHCTPYKIMSAX U B JIPYTHX JOKYMEHTaX, yCTaHAB-
JMBAIOLINX TIPpaBa U OOSM3aHHOCTH OPTaHU3AIMK WM UX CTPYKTYPHBIX
TOIpa3/IeNIeH i, a TaK)Ke B aKTaxX M CIIPAaBKax, COMEPIKAIINX OTMHCAHHE,
OIIEHKY (DaKTOB MJIM BBIBOABI, TEKCT M3JIATaf0T OT TPETHETO JINIA €/IHH-
CTBEHHOTO WJIM MHOKECTBEHHOTO YHCINA («OTHEN OCYIIECTBISET (DyHK-
ITUI», «B COCTAB YIIPABICHUS BXOIATY», KKOMHCCHS TIPOBETIA TIPOBEPKY»).

B nmucbMax TEKCT MOXKET M3JaratbCs OT MEPBOTO JIHMIAa MHOXE-
CTBEHHOTO YHcIia (KIIPOCUM COTIIACOBAThY, «HAMPABIISAEM Ha yTBEPK-
JIEHUE»), OT MEePBOTO JHIa EAMHCTBEHHOTO Yncia («CUnTa HeoOXo-
JTUMBIMY, IIPOIITY TPEJTOCTABUTHY ), OT TPETHETO JIMIIA EIMHCTBEHHOTO
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guciia («KMHUHUCTEPCTBO HE BO3PAXKAET», «ACTIAPTAMEHT CYUTAET BO3-
MOYKHBIMY ).

B Texcrax MOKYMEHTOB JOIyCKaeTcs yHoTpeOsaTh TOJIBKO OOIIe-
MIPUHATHIE a00peBUATYPHI U TpapUUeCcKHe COKPACHHS.

[Ipu ynorpebnennu B TeKCTe (PpaMUINI JTUI] MHULHAAJIB yKa3bIBa-
10TCsI Tociie (haMuum.

B Texcrax nenoBwIX (CIyeOHBIX) THCEM PEKOMEHIYETCS UCTIONb-
30BaTh BCTYMUTENbHOE OOpalieHHe W 3aKITIOYUTENBHYI0 ITHKETHYIO
dpasy.

HaunbGonee yacto ymorpebisiemoi (opMoOl BCTYIUTEILHOTO 00pa-
IICHUS SABJSIETCS oOpaleHue mo GamMming, HampuMep:

‘VBaxxkaeMblIii rocriogquH TUTOB!

‘VBaxkaeMasi Tocoxka 3uMuHa!

YBaxkaemble rocroza! (ymoTpeoisieTes, Kora Hen3BeCTHBI HIMEHA I10-
Jy4areel micrMma)

B npurnamennsx, mo3apaBIeHMsIX, €CITH aIpecaThl JUIHO 3HAKOMBI
JIPYT C IPYTOM, TIPUHSTO OOpalleHne 110 UMEHU U OTYECTBY, HAIpUMep:

VYBaskaemsbiii Cepreii [lerposuy!

[Ipu oOpamieHnn K BBICIIUM JODKHOCTHBIM JIMLAM OPraHOB Biia-
CTH, JieTlyTaTaM, pe3uaeHTam (mpeacenaressiMm) oOIecTB, KOMIaHUH,
¢bupmM, a TakKe TyXOBHBIM JIMLAM PA3IMYHBIX BEPOUCIIOBEIAHUN MPU-
HATO OOpalleHne C yKa3aHueM JOJDKHOCTH 0e3 paMuInu, HapuMep:

VYBaxaemblit ToctiofuH [Ipencenarens!
VYBaxkaeMblit TocrioguH MUHUCTD!

B oOpaiiieHu# 1o J0KHOCTH HAMMEHOBAHUE JIOJKHOCTH TMHUIIET-
Csl C MPOIHUCHOW OYyKBBI, B 0OpallleHuu 1Mo (haMIJINU WHHUIIAAIBI JIMIA
HE YKa3bIBAIOTCSI.

TekcT muchbMa MOXKET 3aKaHUMBATHCS 3aKIIOUUTEIIBHOM STUKETHOM
¢dpazoii: C ysancenuem..., Uckpenne Baw...

3aKounTeIbHas STUKSTHAS (hpa3a OTACISSTCS OT Ha3BaHUS JIOTIK-
HOCTH 3aIITOM, HalpuMep:

C yBakeHHEM,
[Ipe3naeHT kKoMnaHuu JInunas moanuce A. H. ITonnos
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«Ommemxka o npunoxcenuuy (pexeusum 19)

OTMeTKa 0 MPUIIOKEHNN — PEKBU3UT, POCTABIIAEMBII KaK Ha Oc-
HOBHOM JOKYMEHTE (CONpPOBOAUTEIHHOM IHCHME, MPETEH3UH, aKTe,
CIIPaBKE U JIp.), B CIIy4ae €ciii K HeMy MPHUKIaJIbIBAIOTCA APYTHE JIOKY-
MEHTHI B Kau€CTBE MPUIIOKEHHUH, TaK U Ha MPUIOKEHUSIX K OCHOBHOMY
JIOKYMEHTY (B TOKYMEHTaX — MPHIOKEHHUIX K PacTIOpAIUTEITbHBIM J10-
KyMEHTaM, MOJOKEeHHUSAM, MpaBUiIaM, HHCTPYKIUSAM, IOTOBOpaM, IuIa-
HaM, OTYEeTaM | JIp.).

[Ipu coTpynHuYecTBE OpraHM3alvil 4acTO BO3HUKAET HEOOXOIM-
MOCTh OOMEHa JIOKYMEHTaMH, KOTOpbIe HANpaBISIOTCS B KaueCTBE
MPUJIOKEHUH C COMPOBOAUTENBHBIMHM MHChbMaMH. B compoBoauTennb-
HBIX MUCbMaxX U JIPYTUX HHPOPMAIMOHHO-CIPABOYHBIX JTOKYMEHTAX
OTMETKa O MPHJIOKEHUH pacroiaraeTcsi HIKe TeKCTa JOKyMeHTa Iie-
pen pexBuzuToM «lloamnuce» oT rpaHuUIlB! IeBoro nosd. B 3aBucumo-
CTH OT TOT'O, CKOJIBKO BBICBUIAETCS IOKYyMEHTOB, YKa3aHbl HAUMEHOBA-
HUS IPUJIAraeMbIX TOKYMEHTOB B TEKCTE COMPOBOAUTENHHOTO MHChMa
WIN HET, CYIECTBYET HECKOIBKO BapHaHTOB O(OPMIICHUS PEKBU3UTA
«OTtMeTKa 0 mpUIoKeHUuN». B camoMm o6mem ciaydae pekBu3uT «OT-
METKa O TPWJIOKEHHM» BKIIOYaeT cioBo «lIpuioxenue» (6e3 KaBbl-
YeK) B €IWHCTBEHHOM dHCIe (HE3aBUCHMO OT KOJIMYEeCTBa Mpuia-
raeMbIX JIOKyMEHTOB), HaWMEHOBAHHME IPUIIATAEMBIX JIOKYMEHTOB,
yKa3aHH€ Ha KOJMYECTBO JINCTOB B HUX M Ha KOJIMYECTBO MPHUKIAJIbI-
BaeMBIX IK3EMIUISIPOB.

B ciyuae, ecniu monHOe Ha3BaHHE MPUIIOKEHUS yKa3aHO B TEKCTE
OCHOBHOTO JIOKyMEHTa, TO B OTMETKE O MPUIOKEHUH €ro He yKa3bIBa-
0T, HallpuMep:

IIpunoxenue: Ha 3 1. B 1 9K3.

Ecau npuiioxeHre He Ha3BaHO B TEKCTE OCHOBHOI'O JOKYMEHTA WJIU
OH MMEET HECKOJIBKO MPUIIOKEHHUM, TO YKa3bIBalOT HA3BAHUS BCEX [0-
KYMEHTOB-IIPUIIOKEHHH, KOJTMYECTBO JIMCTOB U SK3EMIUISIPOB IIPUIIOXKE-
HUs (IPIWIOKEHUS HYMEpYIOTCsl apaOCckuMu IudpamMu 06e3 3Haka Ne),
HaIpUMeED:
[Tpunoxenue: 1. ITonoxenune 00 YpapineHnu# KaapoB Ha 3 JI. B | 9K3.
2. lllTatHoe pacnucanue YnpapiaeHHs KaapoB Ha 1 1. B 1 3Kk3.
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Ecnu mpusnoxenns K JOKyMEHTY COpOIIIOpPOBaHbI, TO KOJTMYECTBO
JIUCTOB B IAHHOM PEKBU3UTE HE YKA3BIBAECTCS, YKa3bIBAECTCS TOJIBKO KO-
JIMYECTBO IK3EMILISIPOB.

Ecnu 10KyMEHT-IpUI0KEHUE UMEET MPUIIOKEHUSI C CAMOCTOSITENb-
HOI HyMepalueil CTpaHuLl, TO B OTMETKE O IPHIJIOKEHNUHN YKa3bIBAIOT:

[punoxenue: Jorosop or 31.02.2017 Ne 17 u mpuiioxkeHus K HEMY,
Bcero Ha 25 1.
Eciin x OCHOBHOMY JOKYMEHTY MPHKIJIAJBIBAIOT 000COOICHHBII
ANIEKTPOHHBIA HOCUTEIb (KOMITAKT-IUCK, (PIelI-HaKOMUTeIb U Ip.), TO
B OTMETKE O IIPUIOKEHUU YKA3bIBAIOT:

ITpunoxenune: CD B 1 9k3.

0O060CcO0JICHHBIN 3JICKTPOHHBIH HOCHUTEJIb HEOOXOIMMO MOMECTUTh
B KOHBEPT, HA KOTOPOM YKa3bIBAOTCSl HAMMEHOBAHHS JIOKYMEHTOB, 3a-
MUCAHHBIX HA HOCUTENb, IMEHa (DaiioB.

B TekcTe pacnopsauTeNbHBIX JJOKYMEHTOB (ITOCTAHOBJICHUH, petiie-
HUH, IPUKA30B, PACHIOPSDKEHUH ), B MOJIOKCHUSX, MTPABHIIAX, HHCTPYK-
[USIX, IOTOBOPAx M JPYTHX JOKYMEHTaX MpY NEPBOM YIOMHUHAHUH J0-
KyMEHTa-IIPUJI0KEHUS B CKOOKAxX yKa3bIBaeTCs: ... (IPUIIOXKEHNE) WIIN
... (mpunoxxenwe 1).

Ha noxyMeHTax-MpuiIoKeHHUsSX B MPABOM BEPXHEM YINIY MEPBOTO
JICTA MPOCTABIISIETCS] OTMETKA, YKA3bIBAIOIIAs HA UX CBSI3b C OCHOBHBIM
JOKYMEHTOM. DTa OTMeTKa BKJII04aeT ci1oBo «[Ipuiokenue» u npu He-
obxonumocTu ero Homep (Ne), HauMEHOBaHUE PACTIOPSIAUTEIBLHOTO JI0-
KyMEHTa, €ro JIaTy M PerHCTPallMOHHbBII HOMEp, HallpuMep:

[punoxenue Ne 1
K IIpHUKa3y pekTopa YpdY
ot 15.06.2017 Ne 36

Ecnu npuiioXeHueM K pacHopsiIUTEIbHOMY JOKYMEHTY SIBIISICT-
Cs1 HOPMaTUBHBIA MTPAaBOBOW aKT WJIM MHOM TOKYMEHT, yTBEPKIAEMbIi
JaHHBIM PACHOPSIIUTEIbHBIM JOKYMEHTOM, B IPaBOM BEPXHEM YTy
MIEPBOTO JICTA MPHIIOKEHUS MPOCTABIISETCS OTMETKA O HNPWIOKCHUU
(6e3 cchuTKM HA pacTIOPSAUTEIBHBIN TOKYMEHT) U Tpr() yTBEpKICHUS,
B KOTOPOM YKa3bIBaIOTCS JaHHBIEC PACHOPSIIUTEIBHOTO JOKYMEHTa, KO-
TOPBIM YTBEP)KICH JOKYMEHT-IPHIIOKCHUE, HAIPUMED:
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[punoxenune Ne 1
YTBEPXXAEHO
MpUKa3zoM pexropa YpdY
ot 15.06.2017 Ne 36

CTpoKH peKBU3NTA BBIPABHUBAIOTCA T10 JIEBOMY KParo MJIH LIEHTPH-
PYIOTCSI OTHOCHUTEJIBHO CaMOM JUIMHHOW CTPOKH. J{OKyMEHTBI-IIPUIIO-
KEHUS JJOJDKHBI OBITH MOJIICAHbI HCTIOIHUTENIEM WIIH PYKOBOIUTEIIEM
MOJIpa3eICHUs], MOArOTOBUBILIETO JOKYMEHT.

«I'pug coenacosanus Ookymenmay (pexsuzum 20)

I'pud cormacoBanus TOKyMeHTa — PEKBU3UT JJOKYMEHTA, BhIpaXka-
IOUI coTlIacue CTOPOHHEW OpraHM3allid, MHTEPEChl KOTOPOW 3aTpa-
TUBAeT JIOKyMEHT, C CO/Iep:KaHueM JokyMeHTa. Kak npasuiio, 3To opra-
HBI TOCY/ITAPCTBEHHOTO KOHTPOJISI M HaJ[30pa (CAHUTAPHBIH, TTOXKapHBIN
HA/J30p U T. J1.), BBIIIECTOSIINE WM MEKOTPACIEBbIE OpraHbl, 00IIe-
CTBEHHBIE OpPTaHU3aINH.

JIOKYMEHTBI MOTYT COTJIACOBBIBATHCS JOJDKHOCTHBIM JIMIIOM CTO-
pOHHEH opraHm3anuu (PyKOBOAUTENEM, €r0 3aMECTUTENIEM, IJIaBHBIM
CIEIWAIUCTOM) WM CIEIHAIFHO H3/IaBaeMbIM JOKYMEHTOM (TIHCh-
MOM, TIOCTaHOBIICHUEM, PEIICHHEM, aKTOM).

I'pud cormacoBanus B 3aBUCHMOCTH OT BHJIA IOKyMEHTa U OCOOCH-
HOCTEH ero o(opMIICHUST MOXKET O(POPMIIATHCS:

— Ha IMEePBOM JIHCTE JOKYMEHTa WM Ha TUTYIBHOM JIHCTE (€CiH
JIOKYMEHT — THUTYJIBHBIN JIUCT) B JICBOM BEpXHEM YTy HA YPOBHE TPH-
¢a yTBepKIIeHUS WIN 10 HANMEHOBAaHUEM JIOKYMEHTa OJIMKe K HIK-
HEMY ITOJIIO;

— Ha TIOCTIeTHEM JINCTE TOKYMEHTa HIKe pekBu3nuTa «[lommucey;

— Ha OT/ICJILHOM JICTE COTIacOBaHUs (NPY HAJTMYUHU HECKOJIBKUX
COTIaCOBaHUI).

Ecnu moxyMeHT cornmacoBbIBaeTCs JTOMKHOCTHBIM JTUIIOM, TO B CO-
ctaB rpuda cornacoBanus JokymenTa Bxoast cioso COITIACOBAHO
(6e3 xaBBIUEK), HANMEHOBAHHE JTOJDKHOCTH JIUIA, C KOTOPBHIM COTIIACO-
BBIBAeTCS JOKYMEHT (BKJIFOYasi HAMMEHOBAHUE OpPTaHH3aIliN), TUIHAS
MOJIHCh, pacir(pPOBKa MOAMHUCH (MHUIHAIBI U (haMWIINS) U J1aTa CO-
TJIaCOBaHUS, HAIIPUMED:
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COI'JTACOBAHO

PykoBomuTeb MHCIEKIINU TOCYJapCTBEHHOTO

rnoxkapHoro Hazazopa Kuposckoro paitoHa

Jlmanas moamuck JI. [, SIkoBies

18.12.2016

Eciii TOKyMEHT COTrIacOBBIBACTCS ITMCHMOM, TO B COCTaB rpuda co-

racoBaHus qokymMeHTa BXxoaut cioBo COITIACOBAHO (6e3 kaBbI-
YeK), YKa3bIBaeTCS BUJI TOKyMEHTA, OpTraHU3aIUsI — aBTOP TOKYMEHTA,
€ro Jara ¥ HOMep, HalpuMep:

COITTACOBAHO

[TncbMOM MHCTIEKIINH TOCYAAPCTBEHHOTO
noxapHoro Hazzopa Kuposckoro paiiona
or 18.12.2016 Ne 30/508

IIpu cornmacoBannu JOKyMEHTa KOJIETHAILHBEIM OpPTaHOM B Tpude
COTJIaCOBAaHUS yKa3bIBAIOTCS HAaWMMEHOBAaHME KOJJIETMaJbHOTO OpraHa,
COTJIaCOBABIIETO JIOKYMEHT, /laTa ¥ HOMEp MPOTOKOJIa, B KOTOPOM 3a-
(UKCUPOBAHO PEIICHHUE O COTIACOBaHUH (B CKOOKaX), HAIpUMep:

COTJIACOBAHO
OO0muM coOpaHreM aKIIMOHEpOB
(ITporoxon ot 15.01.2017 Ne 2)

«Buza» (pexeusum 21)

PexBu3uT «Buza» — 3T0 PEKBU3UT JOKYMEHTA, BHIPAKAIOIINN CO-
macue (WM Hecorlacue) AOJKHOCTHBIX JIML BHYTPH OpraHU3aluf
C COlIepKAHUEM IIPOEKTa JOKYMEHTA.

[lepeueHp BU3MPYIOIIUX JIML] 3aBUCUT OT BHJA U COIEPKAHUS J10-
KyMEHTa U, KaK MPaBUjI0, NpUBOAUTCS B MHCTPyKIMM O EJIONPOU3-
BOJICTBY KOHKPETHOTO IpeAnpusatusi. JloKyMeHTbl MOT'YT BU3HPOBATHCS
PYKOBOIMTEISIMHU CTPYKTYPHBIX MoApasaeiaeHni ((PUHaHCOBBIX, SKOHO-
MHUUYECKUX OPUANYECKHX, MPOQUIBHBIX), 3aHHTEPECOBAHHBIMU B JI0-
KyMEHTE, 3aMECTUTENIeM PYKOBOIWTENS OpraHU3allld, KypUPYIOLIUM
JAHHBINA BOIIPOC, PYKOBOAMTEIJIEM CITY>KOBbI 1€IONPON3BOACTBA U T. [I.

IIpu commacum JOMKHOCTHOTO JMLA C COACPIKAHHEM JOKYMEHTa
B COCTaB BU3bI BXOJUT HAUMEHOBAHHE JIOJDKHOCTH JIMIA, C KOTOPBIM CO-
IVIaCOBBIBAETCS] JOKyMEHT (0e3 HAaMMEHOBAaHUS OpraHU3alNN), JINIHAS
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MOJIHCh, pacimr(poBKa MOAMHUCH (MHUIMAIBI M (haMWIINs) U J1aTa co-
TJIaCOBaHUS, HAIIPUMED:

HauanpHuK oT/iena mpaBoBOro 00ecreYeHus
JInunas nonnuce /1. I. Jlennen
18.12.2016

Ecnu y Bu3mpytomero ects 3aMeuaHus WIH BO3PAKEHUS TI0 TEKCTY
MpoeKTa JOKYMEHTa, TO BU3Yy JOTONHAIOT Haamucsmu: «He cormacen
¢ 1. 3», «Bo3paxkaroy, «3aMeuaHus MpUiiaraloTcs», HalpuMmep:

3aMevaHus MpUIIararoTcs

HavanbHuk oT/1en1a mpaBoBOro 00ecneyeHus
JInunas nonnuce /1. I'. Jlennes

18.12.2016

Camu 3aMeuaHusl U3JaraloTcsl Ha OTACIBHOM JIUCTKE, MOAMUCHIBA-
I0TCSL U MIPUJIAraloTcsl K MPOEKTY JOKYMEHTa, KOTOPBIM BO3BpallaeTCs
WCTIOJTHUTENIO Ha J0padoTKY.

B opranuzanusx, OpUMEHSIIOIIMX CUCTEMBI AJIEKTPOHHOIO JOKY-
MEHTOO0OpOTa, COTIACOBAHUE MOXKET IMPOBOIUTHCS B JIEKTPOHHON
thopme, cormacao 'OCT P CO 15489-1.

Mecto pacnonokeHus: pekBu3uTa «Buzay 3aBUCUT OT BUAA JOKY-
MeHTa. Ha BHYTpeHHHUX HOKyMEHTax (TMOAJMHHHUK KOTOPBIX OCTaeTCs
B OpraHM3aINH) BU3bI OPOPMIISIOTCS B HIDKHEH YacT 000pOTHOM CTO-
POHBI TOCJIEHErO JINCTA MOATUHHUKA JOKYMEHTA.

Ha ucxopsinux mokyMeHTax (TMOUIMHHUK KOTOPBIX OTIPABISIETCS U3
OpraHu3aIyu) BU3bl 0QOPMIISIOTCS B HIDKHEW YacTH JIMIIEBOW CTOPOHBI
KOITUH OTIIPABIISIEMOTO JIOKYMEHTA (KOTOpasi IIOMEIIAeTCs B JETI0).

[Ipu HanM4MK OONBIIOTO KOJUYECTBA COTNIACYIOIIUX BU3bI MOTYT
0 OpPMIIATHCS Ha OTACIEHOM JIUCTE COINTACOBAHUS (BH3UPOBAHHUS ), TPH-
JaraeMoM K AOKyMeHTy. [lomyckaercs, Mo yCMOTPEHUIO OpraHu3alii,
MOJINCTHOE BU3UPOBAHUE JOKYMEHTA U €ro MPHJIOKEHUN AJIs 3alIUThI
OT BO3MOKHOU 3aMEHBI JTUCTOB.

«lloonucey (pexsusum 22)

PexBusut «lloamuchy — 00sI3aTENBHBINA PEKBU3UT JIFOOOTO TOKY-
MEHTa, O0ECIEeYNBAIOIINN €ro IopUAnYecKyro cuty. llommuceiBaior
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yIpaBlIieHUYECKUE JTOKYMEHTBI PYKOBOJMTEIN OPTaHU3AINU WU 3aMe-
HIalonre UX JO0JDKHOCTHBIE Juna. B coctaB pexBusuta «llommuchy
BXOJIUT HAaMMEHOBaHHE JOJDKHOCTH JIMIA, MMOJIHCABIIETO JIOKYMEHT,
CcOOCTBEHHOpYYHAsI TIOANUCH U ee paciuudpoBka (MHUIMANIGI, haMu-
THst). DTOT PEKBU3UT pacriofiaraeTcsi HUKe TeKCTa JJOKyMEHTa MIIH OT-
METKHM O HaJlM4uM TpHIoKeHus. B 3aBrcuMocTu OT TOTO, 0hopmiteH
JOKYMEHT Ha OJIaHKe HJIM HET, KOJIMYECTBA MOAMUCHIBAIOIINX JIOJIK-
HOCTHBIX JIMII, BU/Ia JIOKyMEHTA, CYIIECTBYET HECKOJILKO BapHUaHTOB
odopmitenust pekBusnTa «Iloamucey.

B pexBusure «lloamuce» yka3bplBalOT COKpPALIEHHOE HAaUMEHOBA-
HUE MTOJDKHOCTH JIWIIA, TIOATHCHIBAIONIETO MTOKyMEeHT (0e3 HaumMeHO-
BaHMS OPraHW3allH), €CIU JIOKYMEHT oopMiieH Ha OJIaHKe, MOJTHOE
HaMMEHOBaHHE JIOJDKHOCTH (C HAWMMEHOBAHWEM OPraHH3alliM), €Cld
JIOKYMEHT 0OpMIICH Ha YUCTOM JIUCTE OyMaru, ¥ BOoOIIe He YKa3bIBa-
10T HAaMMEHOBaHKE JIOJDKHOCTH, €CJIU JJOKYMEHT o(opMIleH Ha OnaHke
JIOJDKHOCTHOTO JIWIIA, HATIpUMeEp:

Jupextop JInunas nognuck M. K. Iecaros
IR
Hupextop OAO «Kpemuuity  JIngHas noanuce M. K. lecaros
WA
Jlnunas noanmuch M. K. JlecsToB

B cinyuae noanucanusi JOKYMEHTa HECKOJIBKUMH JOJKHOCTHBIMU
JMLIAMU UX TOAIUCH PacloaratoT OJIHy MO APYroi B mOCIIE€0BATEb-
HOCTH, COOTBETCTBYIOILEH HepapXuu 3aHUMAEMbIX JOJKHOCTEH, Ha-
IIpUMED:

Jupexrop JInuHas nonnuch M. K. lecaros

I'maBHeIi Oyxranrep JInunas mognuck A. B. Eroposa

Ecmn JAOKYMCHT NOANHNCHIBAIOT HECKOJIBKO PABHBIX IO JOJDKHOCTHU
JIaL, uX IMOAINKUCH Pa3MCIIar0T Ha OAHOM YPOBHEC, HAIIpUMEP:

3amectutens MuHHCTpa 3amectuTens MuHHCTpa
roctunuu PO sHepreTuku PO
JInunas monnmucey  B. M. Cang Jlnunas nonnucey  B. M. Kpanko
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Ecnu nomkHOCTH JKIa, MOAMKUCHIBAIOIIETO IOKYMEHT, I1e4aTaeTcs
B HECKOJIBKO CTPOK, JIOIIYCKAE€TCs €€ LIECHTPUPOBATh OTHOCUTENIBHO Ca-
MOM JUIMHHOM CTPOKH, HAIIpUMED:

HcnonHuTenbHbIN IUPEKTOP
3A0 «Maumnpom» JInunas moanuch B. H. Manaxos

JloKyMeHTEHI, co3/laHHbBIE B TIpoIiecce PadOThl KOJIETHAIBLHOTO Op-
raHa, TIOATMCHIBAIOTCA TIPEceaTe]ieM dTOro opraHa (coBeTa, 3acefa-
HUS, COBEIIIaHUs) U CEKPETapeM, HallpuMep:

[Ipencenarens JInunas nonnuce K. 3. BanoBa

Cexperapb Jlnunas noanuch b. P. CmupHoBa

B noxymeHTax, cocTaBlIE€HHBIX KOMUCCHEH, BMECTO aJMHHHUCTpa-
TUBHOM JOJDKHOCTH JIML, HOATMCHIBAIOIIUX JTOKYMEHT, YKa3bIBalOT X
00513aHHOCTH B COCTaBE KOMHUCCHHU B COOTBETCTBHH C PACTIPEICIICHHUEM,
HarpuMep:

IIpencenarens komucenn  JInynas noanuce M. P. Ma3zaeBa
UsieHbl KOMHCCUU Jlnunas noanuch A. b. OBunHHHKOBa
Jlnunas noanuch T. B. llleronskoBa

[pu moanrcaHuy JOKYMEHTA JIUIIOM, HUCTIOHSIOIINM O0SI3aHHOCTH
WM 3aMECTHUTENIEM PYKOBOJMTEINS, MOJIMUCHL OPOPMITIETCS C yKa3aHH-
€M cTaTtyca JOJKHOCTHOTO JIUIIa B COOTBETCTBUU C MPUKA30M (pacro-
PSOKCHHUEM ), HAlIPUMED:

. o. nupexropa JInunas noanuce B. H. Muxees

HpI/I OTCYTCTBUH HOJDKHOCTHOI'O JIMIid, IMOAIIUCH KOTOPOTO OblTa
npeaycMoTpCHa Ha JOKYMCHTC, JOKYMCHT IMOANIHNCBIBACT JOJIKHOCTHOC
JIMIO, UMCIOUICC ITPAaBO NOAIMCH B ClIydac BPEMEHHOI'O OTCYTCTBUS PY-
KOBOAUTECIIA. HpI/I 9TOM YKa3bIBACTCA q)aKTI/ILIGCKaSI JOJDKHOCTH JIMIla,
oAU CaBIICIO JOKYMCHT, U €Iro (1)aMI/IJ'II/I$I. I/ICHpaBJ'IeHI/IH B HAUMCHO-
BaHUC JOJDKHOCTH H pacnm(prBKy NOANHCHU YKC€ IOATOTOBJIICHHOI'O
" COITIaCOBAHHOI'O MPOCKTA NOKYMCHTA BHOCATCA OT PYKHU WJIM C UC-
IMMOJIb30BAHUCM COOTBCTCTBYIOIICTO HITAMIIA. He JA0IyCKacTCA Aearb
HaAMMUCh OT PYKHU: «3a» WM CTaBUTh KOCYIO 4UCpTYy Iepea HAUMCHOBA-
HHUEM JOJIKHOCTH.
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«Ommemxa 06 s1ekmponHol noonucu (pexeuzum 23)

PexBuzut «OT™METKa 00 BIIEKTPOHHON MOJAIHMCHY HCIOIB3YETCS IS
BU3YyaJIM3alluH YJIEKTPOHHOM MOANUCH Ha SIEKTPOHHOM JOKYMEHTE.

Hcnonp3oBaHue OTMETKH 00 AJIEKTPOHHOW TOAMHUCH TPEILyCMO-
TpeHo npukazom Munkomcsssu Poccun u @CO Pocenn ot 27.05.2015
Ne 186/258 «O0 ytBepxkaenun TpeOoBaHWI K OpraHH3alMOHHO-
TEXHUYECKOMY B3aMMOJCHCTBUIO TOCYJapCTBEHHBIX OPraHOB M TO-
CYIapCTBCHHBIX OpPraHU3alMi MOCPEACTBOM OOMEHa JOKYMEHTaMHU
B DJIEKTPOHHOM BHJIEH.

[Tpu Bu3yanu3anuy >IEKTPOHHOTO JOKYMEHTa Ha DKpaHe MOHHTO-
pa uiu Ha OyMa)kHOM HOCHTeNIe TIPU pacreyarke eKTPOHHOTO JA0KY-
MEHTa B MECTE, TJIe POCTABIISETCS COOCTBEHHOPYYHAsI TTOIITHCH JTOJIK-
HOCTHOTO JIMIA (€CIH TOKYMEHT U3Ha4albHO odopmirsieTcst Ha Oymare),
MPOTrPaMMHBIMH CPEACTBAMH BOCTIPOU3BOIMUTCSI OTMETKA 00 DIIEKTPOH-
HOW moamucu. Bce aneMEeHTB OTMETKH 00 JJIEKTPOHHOW MOINMHCH
JIOJDKHBI OBITH BUAMMBIMU M XOPOIIO YUTAEMBIMU TPU OTOOpaKCHUN
JIOKyMEHTa B HaTypallbHOM pa3Mepe. DINEeMEHThI OTMETKH 00 AJIEKTPOH-
HOU MOJNKCH HE TOJDKHBI TIEPEKPBIBATHCS T HAKIIAABIBATHCS JPYT Ha
Jpyra, a TaK)Ke He JOJDKHBI TIEPEKPhIBATh HIEMEHTHI TEKCTa JOKYMEHTa
U JIpyTue OTMETKH 00 3JIEKTPOHHOHN MOANKCH (TP HATUYWH).

OTMeTKka 00 ANIEKTPOHHON MOANUCH BKIoUaeT (pazy «loxymeHT
MOATNHMCAH 3JIEKTPOHHOH OAMUCHIO», HOMEp cepTrdrKaTa Kiitoda dJeK-
TPOHHOH MOANUCH, (PaMIITHIO, MMs1, OTYECTBO BIlaJieNblia cepTudukara,
CPOK JeiicTBUsI cepTH(dUKaTa Kitoda IEKTPOHHOM moanucu. OTMeTka
00 3JIeKTPOHHOM MOANMCH MOXKET BKIIIOUATh M300pakeHHe repOa, M-
OneMbl opraHa BjacTu (OpraHu3alyy), TOBAPHOTO 3HaKa (3HaKa 00ciy-
JKUBAaHUS) OpPraHU3alii B COOTBETCTBHU C JEHCTBYIOIIMM 3aKOHOJA-
TEJICTBOM, HalPHMED:

Ombnema OOKYMEHT NMOAMUCAH
opraHa 3NIEKTPOHHOM NOAMNCHIO
HanmeHoBaHWe BAACTH
AO0JIKHOCTHU Ceptdukat 1a111aaa000000000011
Bnapeneu, Hukonaes Hukonai Hukonaesuy
[HevictButener ¢ 01.12.2012 no 01.12.2017

H.H. Hnkonaes
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«lleuamvy (pexsuzum 24)

Ileuars IIPOCTAaBJIACTCA Ha HaI/I6OJ]ee Ba’XHbIC NOKYMCEHTBI, JIA 3a-
BECPCHUA NOMJIMHHOCTU TMOANMKMCHU AOJDKHOCTHOTO JIMIA, MOAINMCABIICTO
JOKYMCHT. K JOKYMCHTAaM, 3aBEPSACMBIM I1€YaTbI0, OTHOCATCA: JOBCPCH-
HOCTH, apXHMBHBIE CIIPaBKH, JOTOBOPHI, TapaHTHIHBIE THChMAa, crieudu-
KalllM, IITAaTHbIE pacnucanus u T. 1. IlepeueHb JOKyMEHTOB, peaycMa-
TPUBAIOINX 3aBEPECHUC HOI[JH/IHHOfI TMOAIKMCH, KaK IIpaBUIo, IIPUBOAUTCA
B MHCTpYKIMU 11O IEJIONPOU3BOJACTBY KOHKPETHOTO NPEATIPUSATHSL.

Kaxxnas oprannzanus UMeeT KpyriTyro redaTh ¢ COOCTBEHHBIM HaH-
MeHOBaHUEM (repOoBYI0 WK PpocTyio). [IpaBo Ha Mconb30BaHKE rep-
0oBoii neuaru (meuatu ¢ uzobpaxenuem [ocynapcTeeHHoro repoa Poc-
cuiickoii deneparnuu uau repba cyobekra Poccuiickoit Denepariun)
pernamenTupyetcs denepaibHbBIM KOHCTUTYIIMOHHBIM 3akoHOM «O [o-
cynapctBeHHOM repOe Poccuiickoii denepaiiuny Wil MpaBOBbIMUA aK-
TaMu cyonrexToB Poccuiickoit deneparuu.

Taxxe B opraHu3aluax MOTYT U3rOTaBIMBATLCA MEYaTH CTPYKTYp-
HBIX MTOJIpa3/IeICHUI U TIeYaTH, UMEOIHe y3Koe PYHKIIMOHATbHOE Ha-
3Ha4YeHHue («IJIS TTAKETOBY, «JUIA MTPOMYCKOB» U T. II.).

Ha rneyaTru, KpoMe HaMMCHOBAaHHWA OpraHnu3aluu, MOIr'yT 6I)ITB n30-
OpakeHbI TOBAPHBIC 3HAKH, SMOJIEMBI, CAMBOJIBI, & TAK)KE MHBIC PEKBH-
3UTBI, YCTAHOBJICHHBIC HOPMATUBHBIMU ITPABOBLIMU aKTaAMMH.

Jns ynopsigoueHus MCHoJib30BaHUA Medareid B OpraHu3alyy pas-
paGaTI)IBaeTCH U YTBCPKIAACTCA PYKOBOAUTCIIEM OpraHu3alui HH-
CTPYKIIMS O TIOPSIJIKE UCTIONB30BAHMUS TIeUaTei, coliepKanias:

— IMEPEUYCHDb neaneI‘/'I, HCIIOJIL3YEMBIX B OpraHu3alivn, BKJIIOYas
Ha3BaHME M KOJIWYECTBO HK3EMILISIPOB KAXKJIOW Pa3perieHHOl sl hc-
MOJIb30BaHMS TIEYATH;

— MECTa XpaHCHUA U JOJIKHOCTHU JIML, UMCIOIINX IIPaBO I10JIb30-
BaHUs ICUATAMU,

— NOPAAO0K U3IrOTOBJICHUS, NCIIOJIb30BAHUA 1 YHUYTOXCHUA He‘-IaTeﬁ;

— IepevyeHb JOKYMEHTOB, 3aBepsEeMBIX TepOOBOi MevaTho (Teda-
TBIO OpPTraHHU3allNH ), TIEYATHIO CTPYKTYPHOTO MOJPa3AeICHUS;

— KOHTPOJIb 32 IPaBUJIbHBIM IIPUMEHEHUEM TIEUaTei.

[Tonp3oBaHMe MeyaTsiMi B OpPraHM3alliK pa3periaeTcs TOIbKO pa-
6OTHI/IKaM, ClieMaJibHO HA3HAYCHHBIM IIPUKA30M PYKOBOAUTCIIA.
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[lewatn momnekar ydery B CIIy>KO€ JETOTPOU3BOACTBA M BBITAIOTCS
B CTPYKTYpPHBIE TTOAPA3IEICHISI MTOJIB30BATEIISIM TIO PACIHCKY B pe-
TUCTPAIIMOHHO-YUeTHOH Gopme. B moppasieneHusx meyatu XpaHsTes
B HaJISKHO 3aIMUPAIOIIUXCS mKadax.

YHUUTOKEHUE TTeYaTeil MPOU3BOAAT B Cllydae MEXaHUYECKOIo H3-
HOCa KIHWINE TIeUaTH WIM B CIydYasx JIMKBUIAIINHU, TPEeoOpa30BaHMUs,
MIePECUMEHOBAHMSI OPTaHU3aIMd WU CTPYKTYPHOTO MOIPa3IeIICHUS.
YHUUYTOXEHHUE TICUaTH TIPOU3BOIUTCS 0 aKTy C OTMETKOHW B perucTpa-
[IMOHHO-YYETHEIX (popmax.

PexomenyeTcst OTTUCK MeYaTH CTaBUTh TaK, YTOOBI OH OBLT XOPO-
10 YATaeMBIM U ObLJIa YETKO BUIHA MOAMHCH. [ledaTs mpocTaBmsercs,
HE 3a/1eBasi COOCTBEHHOPYYHON TOJITUCH JIHIA, TTOAMMICABIIETO TOKY-
MEHT WJIH B MecTe, 0003HaueHHOM «MII» («MecTo meuaTny).

«Ommemxa 06 ucnonnumeney (pexguzum 25)

Ot1MeTKa 00 HCIIOJTHUTEIIE IMOKa3bIBACT, KTO U3 CIICIUAJIMCTOB Opra-
HU3AUHN COCTABJIAI TCKCT JOKYMCHTA. DTa OTMETKa Ja€T BO3MOXHOCTb
6I>ICTpO CBA3aTbCAd C HCHOCPCACTBCHHBLIM COCTABUTCIIEM JOKYMCHTA
B CJIy4a€ BO3HUKHOBCHUS BOIIPOCOB WM JI YTOUYHCHUA OTACIBHBIX
ITYHKTOB JOKYMCHTA, YTO YCKOPSACT IMOATOTOBKY YIPABJICHUYCCKUX pC-
LICHUI. DTOT PCKBU3UT paCIIOJIaracTcs B JICBOM HUKHEM YTIITY JII/ILICBOﬁ
N 060pOTHOﬁ CTOPOHBI IMOCJICAHETO JIMCTAa JOKYMCHTA.

Ot1MeTKa 00 MCHOTHUTENIEC BKIFOYACT (baMI/IJ'II/IIO, HUMsI 1 OTYCCTBO
HCIIOJIHUTCIISL JOKYMCHTA U HOMCP €ro CJ'Iy>K€6HOl" (0) (I/IJ'II/I MOOUJILHO-
FO) TCJ'IC(l)OHa. O1MeTKa 00 MCIOJHUTEIE MOXKET JOIIOJIHATHCA HAUME-
HOBAaHUCM HOJIZKHOCTH, CTPYKTYPHOI'O IOAPA3ACIICHUS U DJICKTPOHHBIM
aZIpeCOM UCIIOJHUTECIISA, HAIPUMEP:

3eipsuOB [puropnii IlerpoBry

HCHTp AKaIEMHUYIECKOI'0 pa3BUTHS, TNIaBHBIN CIICIUAJIMCT

374-38-84, Zirianov(@mail.ru

OtMeTka 00 ucronauTeNe 0HOPMIIIETCS Ha JIUIIEBOM CTOPOHE TI0-
CJIETHETO JIMCTa JOKYMEHTa OT TPAHHULIBI JIEBOTO TOJIS WIIH, TIPU OTCYT-
CTBUM MECTa, B JIEBOM HIDKHEH 4acTH 000POTHOM cTOpOHBI. OTMETKA
00 UCTIOTHUTENIE MOXKET OPOPMIIITHCS KaK HUKHUIN KOJIOHTHTYI U TIe-
garaThCs MPU(TOM MEHBIIIETO pa3Mepa.
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«Ommemxka o 3aeepenuu konuuy (pexsusum 26)

Komuu nokymeHTa — BTOPOW HIIM TMOCIEIYIOUIHE DK3EMILISPBI
JOKYMEHTa, Ha KOTOPBIX IOJNHOCTHIO BOCIPOU3BeneHa HH(opManus
MOJTMHHOTO JTOKYMEHTA U BCE €ro BHEITHHE NMPH3HAKH MM UX YacThb.
Jnst mpunaHus IOPHIMYECKON CHIIBI KOTIMU OHA JOJDKHA OBITH CO-
OTBETCTBYIOIUM 00pa3oM 3aBepeHa. 3aBepeHHs TPeOyIOT TakkKe BBI-
MUCKH U3 JIOKYMEHTOB.

OTMmeTKa 0 3aBepEeHHM KOIHMHU Pa3MeIIaeTcss Ha CBOOOJHOM MecTe
B HIDKHEW YacTH JJOKYMEHTA I0J] PEKBU3UTOM «ITOJITHCHY U BKIIIOYALT:
cl10BO «BepHO», NOKHOCTD JIMIA, 3aBEPUBIIETO KOMUIO, COOCTBEHHO-
PYYHYIO IOMHUCH, paciin(POBKY MOANHCH (MHUITUAIBI, (DaMIIIHIO), Ja-
Ty 3aBepeHHsI KOHMHU (BBIMUCKU U3 JOKYMEHTA), HallpuMep:

Bepuo
Cexperapb JInunas noxnuck A. B. ApremoBa
19.08.2016

Ha xommun nokymeHTa B MpaBOM BEpPXHEM YTy IMHUIIETCS CIIOBO
«Komms». Ecnm xomust BeaeTcst sl IPEACTaBIECHUS B APYTYIO Oopra-
HU3aIUI0, OTMETKA O 3aBEPEHUH KOIUH JOTOIHIETCS HAIMICHIO O Me-
CTe XpaHeHH IOKyMEeHTa, C KOTOpPOro Obla m3rotoBieHa korus («Ilox-
JUHHMK JOKYMEHTa HaXOANUTCS B (HAMMEHOBaHHME OPTaHU3AINH) B JIeNe
Ne... 3a... rom»), 1 3aBepsieTCs MeYaThio OpPraHN3aIHH.

J1s mpocTaBieHnst OTMETKH O 3aBEPEHUH KOTIHH MOYKET UCTIONH30-
BaThCS MITAMIL.

«Ommemka 0 nocmynienuu 0oKymenmay (pexeuzum 27)

JIaHHBIN PEKBU3HUT TPOCTABISACTCSA HA BXOMASAINIMX JOKYMEHTAX.
OH, Kak mpaBui0, 0GOPMIISIETCS PYKOMHUCHBIM CIIOCOOOM WM MPO-
CTABJISAETCSA C IMOMOIIBIO CHCIMAILHOTO IITAMIAa U PACIoiaracTcs
B HW)KHEU YacTH JIMIEBOM CTOPOHBI MEPBOTO JUCTA TOKYMEHTA WU
Ha ero o0opoTe.

B cocTaB pekBU3UTA BXOIAT: OUEPEAHON MOPSAAKOBBIN HOMEP pe-
TUCTPAlMK BXOSINETO JOKYMEHTA, IOMOJHEHHBIH HHICKCOM Jiena
M0 HOMEHKJIAType, W JlaTa MOCTYIUICHUS TOKYMEHTA B OPTaHH3AIIUIO.
TIpu HEOOXOAUMOCTH OTMETKA O MOCTYIUICHHH MOXET JOMOIHSITHCS
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YKa3aHWEM BPEMEHH IMOCTYIUICHHs (4achl U MUHYTBI) M CIIOCO0a JI0-
CTaBKH JIOKYMEHTA.

«Pezomoyusay (pexeuzum 28)

Pezomronus MpeaACTaBIsACT coboit HaAINKUCh HAa JOKYMCHTC, CACIIAH-
HYIO JOJDKHOCTHBIM JIMIIOM U COACPIKAIYIO YKa3aHUA 110 UCIIOJIHCHUTO
JAaHHOI'0 JOKYMCHTA. PC3OJ’IIO]_[I/I}1 O(l)OpMJ'IHCTCiI, KaK IIpaBuJIo, IIpU
PacCMOTPCHNU BXOAAIINX U BHYTPCHHUX JOKYMCHTOB.

Ecnu COACPIKAaHUC NTOKYMCHTA Tp66yeT BBITIOJIHCHHSA KOHKPETHOT'O
ﬂeﬁCTBHﬂ, TO PC30JIIOIHA BKIHOYACT (baMI/IJ'H/IIO HUCIIOJIHUTECIIA (O,I[HOFO
N HCCKOJ'ILKI/IX), COACPIKAHUC MOPYYCHUA, CPOK HUCIIOJIHCHUS. Ecnu
JAOKYMCHT IIPUCJIaH B OpraHu3aluio i CBECACHWA, TO PE30JI0LUA MO-
JKCT BBITIAACTD CIICAYHOIINUM 06pa30M: «ﬂﬂﬂ CBCACHUA, «B JACII0». Pe-
30100 Us MOANUCHIBACTCA JOJDKHOCTHBIM JIMIIOM, B KOHIIC PE30JIFOIUU
CTaBUTCA Jara. Eciu B PE30JI0IMNHU YKa3aHO HECKOJILKO HCHOHHHTCHCﬁ,
OTBCTCTBCHHBIM 3a HCIIOJIHCHUC IOPYUCHHA CUUTACTCH yKa3aHHI:II7I
B CIIMCKC IEPBbIM, HAIIPUMEP:

AdpurkanoBoii A. B.

Hukuntnay I1. C.

[Ipomury mOAroTOBUTH NPOEKT MPHKa3a
k 12.09.2016

JInynHas moamnuck

05.09.2016

Pesomnronus, kak mpaBuio, MUIIETCS OT PYKH COOTBETCTBYIOIUM
PYKOBOAMTENEM B MOUIMHHUKE TOKYMEHTa Ha CBOOOTHOM MecTe pabo-
4ero moJist JoKyMeHTa. Jlomyckaercst oopMiIeHHe pe3oTIonuH Ha OT-
NeTBHBIX JUCTaX OyMaru C yKa3aHHEM PETHCTPAllMOHHOTO HOMEpPa
U JaThl pacCMaTpUBAEMOro JIOKyMeHTa (Ha OJaHKe PEe3OJIOLUH) WU
BHECEHHE PE30JIOLUH HETTOCPEACTBEHHO B CUCTEMY IEKTPOHHOTO J10-
KyMEHTO000pOTa.

«Ommemxka o koumponey (pexeusum 29)

O(i)OpMHeHI/IC Ha AOKYMCHTC PCKBU3UTA «OT™MeTKa 0 KOHTPO-
JIS» 03Ha4acT, 4TO HpPOUCCC HUCHOJHCHHA NOKYMCHTA B3AT Ha KOH-
TpOJb C LCIbIO obecneueHus YCTAaHOBJICHHBIX CPOKOB, YyKa3aHHBbIX

62



B PE30JIFOLMHU, B TEKCTE CAMOT0 JOKYMEHTA WJIM TUIIOBBIX CPOKOB HC-
MOJIHEHUS. B opranusanusix, Kak IpaBUiIo, BEIETCSI KOHTPOJIb 3a HUC-
MOJTHEHHEM BCEX 3apervuCTPUPOBAHHBIX JIOKYMEHTOB, TPEOYIOMIMX
WCTIOJTHEHUS, T. €. HanbOoyiee BaXXHBIX BXOAIINX, UCXOIAIINX U BHY-
TpeHHUX. KOHTpOJIb 32 MCHOJHEHHEM JOKYMEHTOB OCYLIECTBIISIET-
Cs JUIsl CBOEBPEMEHHOTO U KAUECTBEHHOI'O PELICHMS ITOCTAaBIEHHBIX
B JIOKYMEHTE BOIPOCOB.

OTMeTKy O KOHTpOJI€ 3a HCIIOJHEHHEM JOKyMEHTa 0003HadaroT
ciioBoM «KOHTpOIEY, pa3MenaroT B IpaBOM BEPXHEM YTy Ha CITy»Ke0-
HOM T10JIe. JTa OTMETKAa MOXKET OBITh HAHECEHA IITEMITENIEM WII Hallu-
CaHa OT PYKH U BBIJCIICHA LIBETOM.

«Ommemxka o Hanpasienuu OoKymenma 6 oenoy (pexsuzum 30)

«Ot1MeTKa 0 HaIlpaBJICHUHU NOKYMCHTA B ACJI0» CTABUTCA HA BCCX
JOKYMCHTAx, Ha KOTOPBIX ObLIa 0(1)OpMJ'I€Ha «Ot1MmeTKa o KOHTPOJIC»,
IMOCJIC UCIIOJHCHUSA NOKYMCHTA. OrmeTka COACPIKUT CIICAYIOUINC TaH-
HbIC: clloBa «B ACJI0», UHACKC NCjia IO HOMCHKJIATypE ACJ, B KOTO-
poM 6y,E[CT XPpaHUTBCA JOKYMCHT, C YKa3aHHUCM Iroja, JO0DKHOCTD JIMIaA,
O(i)OpMI/IBH_IGFO OTMCTKY, JIMYHYIO IMIOATIUCH U ATy, HAIIpUMEP:

B nemo Ne 12-03 3a 2016 rox
Hauanenuk [IpoektHoro otnena
Jlnanas moamnuch

07.11.2016

OtmeTka o HalpapJICHUN JOKYMCHTA B ACJIO MOXET HOIOJIHATHCA
KpaTKUMHU CBCACHUAMUA 00 MCIIOJHEHHH.

3.3. TpeGoBanus K 0JJaHKAM JOKYMEHTOB

brank jjokyMeHTa — 3TO CTaHIAPTHBIN JIUCT OyMaru ¢ 3apaHee Ha-
HECCHHBIMHU TTOCTOSIHHBIMU PEKBU3UTAMHU, HICHTUPHUINPYIOIIUMH aB-
Topa o(pUIMAaIBHOTO JOKyMeHTa. braHk nmpuaaer uHpopmanuu odu-
IUaTbHBIN XapakTep. biaHkyn MCHONB3YIOT Ul YCKOpEHHs mpolecca
CO3aHMs JOKYMEHTa (3a CYET HaJIW4Msl MOCTOSHHOW MH(OpMAINH),
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YIPOILICHUS BOCTIPUATHUS HHOOPMAIIUH ¥ TOBBIIIECHHSI KYJIBTYPBI yIIPaB-
JIEHYECKOTO TPyZa.

Ha Onankax M3roTaBIMBAIOT TOJBKO MEPBYIO CTPAHUILY JOKYMEH-
Ta, U1 U3TOTOBJICHUS OCIEAYIOMINX CTPAHUL] UCTIONB3YIOT CTaHAAPT-
HBIC JIUCTHI OyMaru. Eciy JOKyMEHT HOAJIEKUT PACCHUIKE B HECKOJIBKO
aIpecoB, TO Ha OJIaHKE CO3/Ar0T MEPBBIH JIMCT KaXI0T0 FK3EMILIIpa J0-
KyMEHTa, TIPEAHAa3HaY€HHOTO K OTIIPaBKE M3 OpPraHU3aIIH.

Jnst m3rotopneHust OJaHKOB JOKYMEHTOB IJIaBHBIM OOpa3oM HC-
noJib3ytoTcs aBa (opmara oymarn — A4 u AS. Cranmaptabie dop-
matel Oymaru ycraHoBieHel ['OCT 9327-60 «bymara m wuznenust
n3 Oymaru. [lorpeOurenbckue GopMarey U UMEIOT pa3Mepsl (B MM):
A4 —210 %297, A5 — 148 x 210.

®opmar OnaHKa BBIOMPAETCS B 3aBHCHMOCTH OT 00BbeMa TEKCTa
W KOJIMYECTBA PEKBH3UTOB, KOTOPBIE JOJDKHBI OBITH pa3MeIIeHbl IpU
MOATOTOBKE AOKyMeHTa (Onanku AS 1enecoo0pa3Ho UCTIONb30BaTh IS
BHYTPEHHHUX JOKYMEHTOB C HEOOJBIIONH TEKCTOBOW 4acThio). s ot-
JeNIbHBIX BUJIOB JOKYMEHTOB, COJIEPKALIUX TAOIHLIbI, BEAOMOCTH, I1J1a-
HEI | T. JI., UCTIONIBE3YIOTCS Omanku dopmata A3 (297 x 420).

I'OCT P 7.0.8 ycranaBiamBaeT, 4YTo OJNIaHKW JOKYMEHTOB IOJKHBI
WUMETh TOJIA, T. €. MPOCTPAHCTBO MEXy KpaeM Oymaru u TekcToMm. Ilo-
751 HeOOXOAUMBI IJIsl TIOALIMBKY JOKYMEHTA, Ul POCTABJICHUS CITy-
JKEOHBIX OTMETOK. Pazmepsl mosielt 1o KHbBI OBITh HE MEHEe (MM):

neBoe — 20; npaBoe — 10; Bepxnee — 20; HuxHee — 20.

JIOKyMEHTHI [UTUTETEHOTO cpoka XpaHeHus (6onee 10 jeT) J0KHBI
MMETH JieBoe 1oJie He MeHee 30 MM.

B 3aBucuMOCTH OT PacIoyOKEeHUS! PEKBU3UTOB YCTaHABIMBAETCS
JIBa BapraHTa OJIAaHKOB: YIJIIOBOM M MpoAoibpHbIH. [Ipu yrimoBoM pacmo-
JIO)KEHUU PEKBU3UTHI OJaHKA PACIONIaraloTcs B BEPXHEM JIEBOM YIIIY,
MIPH IPOJOIBHOM — BJIOJIb BEPXHETO MOJIS JOKYMEHTA. YITIOBOE PACIo-
JIO’KEHUE PEKBHU3UTOB MCIIOIB3YETCS A JOKYMEHTOB, HY)KIAOIINXCS
B a/IpeCOBaHIH WM YTBEPKACHUH. B 3TOM cityuae mpaBast CTOpOHa BepX-
Hell 4acTu JHcTa UCIOIb3YeTCs Ul pa3MeIleHUs] peKBU3UTOB 15 u 16
(HampuMep I YTBEP)KAAEMbIX ITPOTOKOJIOB, aKTOB U T. JI.). JTa 4acTb
OaHKa MOYKET OBITh UCIIONIb30BaHA TAK)Ke /ISl HAIIUCAHUS PE3OJIOIHH,
OTMETOK O PACCBUIKE U T. A. bIaHKM ¢ MPOAONBHEIM PacIOIOKEHUEM
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PEKBU3UTOB HCIIONB3YIOTCS TSI TOATOTOBKH PACHIOPSIINTENBHBIX U JIPY-
THX JIOKYMEHTOB, OCOOEHHO ecii pekBH3uT «HanmeHoBanne opranusa-
IIUI UMEET OOJBIIOE KOJTMYECTBO MEYaTHBIX 3HAKOB.

brnanku MOKYMEHTOB W3TOTABIWBAIOT THUMOTPAQCKUM CIIOCOOOM,
C TIOMOIIIBIO CPEJICTB OlepaTuBHON nonurpaduu (Ipu HeOOXOTUMOCTH
0OJBIIOTO THUPAXKa) WK C ITOMOIIBIO CPEICTB KOMITBIOTEPHON TEXHU-
KM HEMOCPEACTBEHHO MPH M3TOTOBIEHUH IOKYMEHTa (Ha OCHOBE AJIeK-
TPOHHBIX IIA0JIOHOB OJIAHKOB) MPH 3TOM OJIaHKK Ha OyMaKHOM HOCH-
TeJIe M DJICKTPOHHBIC MTA0IOHBI OJTAHKOB MOJKHBI OBITH UICHTHIHBI 10
Ha0Opy PEKBU3UTOB M WX PACTIOJIOKCHHUIO. DJICKTPOHHBIC MIA0IIOHBI
JTOTDKHBI OBITH 3aIUIIEHBI OT HECAHKITMOHNPOBAHHBIX M3MEHEHHUH.

PexkBU3UTBI MOTYT pa3MemniatbCsi Ha ONaHKE IOKyMEHTa OJHUM
U3 JIBYX CITOCOOOB:

— IEHTPUPOBAHHBIM (HA4YaJIO M KOHEIl KayKJJOW CTPOKH PEKBU3UTOB
paBHOY/AJICHBI OT TPAHUL] 30HBI PACIIOJI0KEHUS PEKBU3UTOB);

— (maroBsIM (KaXkaasi CTpPOKa PEKBU3UTOB HAYMHAETCSA OT JIEBOM
TPaHUIIBI 30HBI PACTIONOKEHNS PEKBU3NUTOB).

I'OCT P 7.0.8 ycraHaBIuBaeT CIEIYIONINE BUIABI OJIAHKOB JOKY-
MEHTOB:

— 0o0uuMii OJ1aHK;

— OJIaHK TTUCHMa;

— OylaHK KOHKPETHOTO BHJIA JJOKyMEHTA.

OO0muii O1aHK B 3aBUCUMOCTH OT YUPEAUTEIbHBIX JOKYMEHTOB Op-
rasu3anuu BKiIrodaeT B ce0s pexBm3uThl 01, 02 nmm 03, 05, 06, 07, 13,
a TakKe orpaHuunTenbHeie oTMeTku: 10, 11, 16, 17.

bnank nrceMa B 3aBHCHMOCTH OT YUPEAUTEIHHBIX JOKYMEHTOB Op-
ranusanuu BKItodaeT B cebs pexkBusutel 01 (02 wm 03), 05, 08, 09
1, IPH HEOOXOAMMOCTH, OTPAaHIUYUTENbHBIE OTMETKH JIJIsl BEDXHUX T'pa-
HUII 30H pacmojioxkeHust pexksm3utos 10, 11, 12, 15, 17. brank nmucema
CTPYKTYPHOTO MTOpa3/ienenns OyeT JOMOIHUTENFHO BKITIOYaTh B ce0s
pexBusut 06, a 6;aHK MEIChbMa JODKHOCTHOTO JHIa — PEeKBU3UT 07.

bnank KOHKpPETHOTO BHJa TOKYMEHTa, KpOME THChMa, B 3aBUCHUMO-
CTH OT YYpPEAHUTEIbHBIX JOKYMEHTOB OpTaHM3allM{ BKJIIOYAeT B ceOs
pexBusuthl 01 (02 wim 03), 05, 09, 13 u, npyu HEOOXOAUMOCTH, OTPaHH-
YUTEIbHBIE OTMETKHU JJIS TPAHUI] 30H PACIONOXKEeHHUS peKBU3UTOB 10,
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11, 16, 17. bnank KOHKpETHOTO BUAA JOKYMEHTA CTPYKTYPHOTO ITOIpa3-
JiesieHus OyJIeT JOMOTHUTEIHHO BKITIOYaTh B ce0s pekBu3UT 06, a GmaHk
KOHKPETHOTO BU/Ia JJOKYMEHTa JOJKHOCTHOTO JIUIa — PEeKBU3UT 07.

OOmumii ONaHK MOYKET HMCIOJIb30BaThCs Ui O(OPMIICHHUS JTFOOBIX
BHJIOB JIOKyMEHTOB, KpoMe mrceM. biaHk muchbma mpuMeHSIeTCs TOJb-
KO JIT1s1 0pOPMITEHUSI CITY>)KEOHBIX MUCEeM. bliaHKu JOKYMEHTOB JIOJDKHBI
MCTIOJIH30BATHCS CTPOTO TIO HA3HAYEHHIO.

[IpuBeneHbI B COOTBETCTBHME C 3aKOHOMATEIHCTBOM MMOJIOKEHUS
00 MCTIONBb30BaHUN OJIAHKOB HA PYCCKOM SI3BIKE KaK TOCYAapCTBEHHOM
s3b1ke Poccuiickoit Denepanini u rocynapcTBEHHBIX A3bIKaX CyObEKTOB
Poccuiickoit @eneparin. B opranax B1acTi 1 OpraHu3anusx CyobeKToB
Poccuiickoit @eaepanuu, UCHOIB3YIOIIKUX HAPSAY C PYCCKUM SI3BIKOM
KaK ToCyJapCTBEHHBIM si3bIkoM Poccuiickoit denepaliuu rocy1lapcTBEH-
HBIA S3BIK (TOCYJapCTBEHHBIE SI3BIKM) pecryOnuk B coctaBe Poccwii-
ckoit dexepanmy, NPUMEHSIOTCS ONIAHKKM JTOKYMEHTOB Ha pPyCCKOM
SI3BIKE U TOCYIApPCTBEHHOM SI3BIKE (SI3BIKaX) peciyOnuk B coctaBe Poc-
cuiickoit deneparmu: yrioBble (PEKBU3UTHI OJIaHKa pacrionaraloTcst Ha
OTHOM YPOBHE: Ha PYCCKOM fA3BIKE — CJIEBa, HA TOCYIapPCTBEHHOM SI3bI-
Ke (s13pIKax) pecryOnuk B coctaBe Poccuiickoii Denepariun — cripasa)
VI TIPOJIOJTbHBIE (BCE PEKBU3UTHI OJIAHKA HA PYCCKOM SI3BIKE — CBEPXY,
HIDKE — BCE PEKBU3UTHI OJTaHKAa Ha TOCYJApCTBEHHOM SI3bIKE (S3BIKaX)
pecmyonuk B coctaBe Poccutickoii @enepanun). BT'OCT P 7.0.97-2016
BKJTIOYEHO TOJOKEHHE O TOM, YTO JUIS TIEPENUCKH ¢ MHOCTPAHHBIMU
KOPPECIIOHICHTaMH UCTIOIB3YIOTCS OJJAaHKH Ha IBYX SI3BIKAX — PyCCKOM
Y aHIVIMIICKOM HFJTH HHOM MHOCTPAHHOM SI3bIKE.

IIpm u3roToOBIEHNN TOKYMEHTOB Ha JIBYX M 0Ojee CTpaHHUIIax BTO-
PYIO U TIOCTIEAYIONIME CTPaHUIIBI HyMEpYIOT apabckumu 1udpamu mo-
cepearHe BepXHEro mous jgucrta. [ ydera pacxonoBanus OJIaHKOB Ha
HUX MPOCTABIISIIOT YUETHBIE MTOPSIIKOBBIE HOMepa (TUIorpadCKUM CIio-
cOo0OM WIJIM CIIeIMabHBIM HyMeparopoMm). DTH HOMEpa JIOITyCKaeTcst
MIPOCTABIIATH HA TPABOM, JIEBOM U HIDKHEM ITOJISX, a TAK)KE Ha APYTOH
CBOOOIHOM TUTOIAAM OJIaHKA C TEM yCIIOBHEM, YTOOBI Ha HUX BIIOCIIE-
CTBUU HE HAKJIA/IBIBAJINCH TEKCT JOKYMEHTA U JIPYTHE PEKBU3UTHI.



4. COCTABJIEHUE U O®OPMJIEHUE
OCHOBHBbIX BUTOB TOKYMEHTOB

4.1. Opranu3auMoHHbIe JOKYMEHTBI

Opranu3aiiioHHbIe JIOKyMEHTBI — JOKYMEHTHI, CO3/[aBacMble
B TPOIIECCE OPTaHM3AIMOHHOW JESITEeIHHOCTH OpTaHHW3alliH, OTpese-
JSIFOIIUE CTAaTYC W (PYHKIIMOHAIBHOE COJIEpIKAHHE JIESTEIBHOCTH Op-
raHU3ally U €€ CTPYKTYPHBIX MOJPA3/ICICHUH, CTPYKTYpY, IITAaTHYIO
YHCIEHHOCTh pabOTHHUKOB, UX TpaBa, 00S3aHHOCTH, OTBETCTBEHHOCTD
U JIPYTHE aCIeKThI.

[lonmoxenus, mpaBuia, HHCTPYKIUH (Jlajiee — OpraHu3aIlMOHHbIE
JIOKYMEHTBI) 0(pOpMIIIIOTCS eIMHO0Opa3Ho (110 00ImUM ISl HUX IIpa-
BHJIAM).

[IpoexThl OpraHU3allMOHHBIX JIOKYMEHTOB Me4aTaloTcs Ha CTaH-
JapTHBIX JUcTax Oymaru ¢opmara A4 nim Ha OOIIMX OJaHKaxX B 3aBH-
CHUMOCTH OT Ccrioco0a yTBepKAeHUs (BBOAA B ICHCTBHE).

[IpoekTsl OpraHN3aMOHHBIX JOKYMEHTOB, YTBEPKIAeMbIE JIPYTH-
MU TOKyMEHTaMH 1 SBIAIOIINECS TPUIOKEHUSIMHI K HUM, 0()OPMIIIIOT-
Csl Ha YUCTBIX JIUCTaX OyMard ¥ UMEIOT COKpaIlleHHbIH Ha0Oop peKBU3H-
ToB: 09 — HanMMeHOBaHHE BHJA JOKYMEHTa (TIPOIMUCHBIMU OyKBaMH,
JKUPHBIM PUPTOM); 17 — 3arooBOK K TEKCTY; 18 — TEKCT JOKyMeH-
Ta; 22 — noAnuch (MOAMKUCH JIHULA, TOATOTOBUBILETO HPOEKT JOKYMEH-
Ta W/WIIM TIPEACTABISIONIETO IPOSKT Ha YTBEPIKICHUE PYKOBOIAHUTEIIO).

Opranu3aiiioHHbIe TOKYMEHTHI, yTBEp)KIaeMble 0e3 M3IaHUs yT-
BEPXKIAIONINX JIOKYMEHTOB WIIM BCTYIAMOINIME B CHIIy KaK CaMOCTOs-
TeJbHEeE JIOKYMEHTBI, O(OPMIISIIOTCS Ha COOTBETCTBYIOMIMX OJaHKax
(YIIOBBIX MJTH TIPOAOJIBHBIX) U UMEIOT CIEAYIOIINE CTaHJapTHbIC peK-
BU3UTHI: 05 — HaMMeHOBaHKE OpraHn3aliy (OpraHa, U3JaBILero J10Ky-
MeHT); 09 — HauMeHOBaHUE BHJIA IOKYMEHTa (TPOMUCHBIMHU OyKBaMU,
XupHBIM mpudTom); 10 — mara moxymenta; 11 — perucTpannoHHBINA
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HOMEp JOKyMeHTa; 13 — MeCTO COCTaBJICHHUSI MU M3TAHUS TOKYMEHTA
(ecii HEBO3MOXKHO OTIPEIETHUTH 10 HAUMEHOBAHUIO OPTaHU3AINN WU
oprana); 16 — rpud yTBepkIeHHs TOKyMeHTa; 17 — 3aroioBOK K TeK-
cty; 18 — texcr nokymenTa; 21 — BU3HI (COTIacCOBaHUS JOKYMEHTA);
22 — moanuch (MOAMKCH JUIA, TOATOTOBHUBIIETO MPOEKT TOKYMECH-
Ta W/MIU MIPECTABISIONIETO TPOCKT Ha YTBEPIKIECHUE PYKOBOIUTEIIO,
WJIM HETIOCPEACTBEHHO MOJIITUCH PYKOBOANUTEINS); 25 — OTMETKa 00 Hc-
nonHUTENE; 30 — OTMETKa 00 UCTIOTHEHUH JJOKYMEHTA 1 HalPaBICHUN
€ro B JIeJO.

Bce pekBU3UTHI BO BCeX Cilydasx OQOPMIISIOTCSI C COONIOCHUEM
tpedoBanmii 'OCTa.

OCOOEHHOCTBIO TPOEKTOB OPTaHM3ALMOHHBIX JIOKYMEHTOB, yT-
BEP)KIAEMBIX JIPYTHMH TOKYMEHTaMH, SIBISIETCS HMHOE PACIIONOKEHHE
HAaNMEHOBAaHMA BHJIA JOKyMEHTA U 3arojioBka. OHO OTMPEnensieTcs TeM,
YTO B TPAaBOM BEPXHEM YIUIy IEpPBOTO JHICTa MpoekTa odopmisercs
HA/IMCh, COCTOAIIAS M3 CIENYIOINX 3JIeMEHTOB: cioBo «lIpmmoxe-
Hue» uin Beipaxkenue «lIpunoxxerne No...» (0e3 kaBbIYeK); HAMMEHOBA-
HUE BUA PaCIOPSAUTENEHOTO IOKYMEHTA, K KOTOPOMY OTHOCHTCS MTPH-
JIO)KEHWE; HANMEHOBAHKE aBTOPA YTBEPIKAAIOIIETO PACIOPSAUTEIEHOTO
JIOKyMeHTa (MOKET 3aHUMAaTh HECKOJIBKO CTPOK); CIIEIATbHBIE OTMET-
KM JJIs1 1aThl 1 HOMEpa YTBEPIKIAIOIIETO TOKYMEHTA.

HaunmenoBanue Buma yreepxaaemoro nokymenta (IIOJIOXKEHUE,
I[MPABUJIA, MTHCTPYKIIMS) oTnensieTcst OT 3TOM HAAMUCH 4—6 MexX-
CTPOYHBIMU MHTEPBAJIAMH U TI€YaTaeTCs [IEHTPUPOBAHHBIM CIIOCOOOM.

Hwmxe nHanmeHoBaHUS BUAa TOKyMeHTa depe3 1,5—2 MeXCTPOYHBIX
WHTEpBaJa CO CTPOYHOI OyKBBI LIEHTPHUPOBAHHBIM CITOCOOOM ITe4aTaeT-
Cs1 3ar0JIOBOK, HAIIPUMED:

[NOJIOXKEHUE

0 pabote ¢ 0OpameHUAMH TPaKIAaH
B AMuHHUCTpanuu ropoaa YensOnmHcka

3aroyloBoK K JIOOOMY OpraHU3allMOHHOMY IOKYMEHTY IOJDKECH
OBITh IPaMMAaTHYECKH COTJIACOBAH ¢ HAMMEHOBAaHMEM BHUA TOKYMEHTA
1 YETKO OIPEAETISITh T€ BOMPOCH], 00BEKTHI, KPYT JIHII, HA KOTOPbIE pac-
MIPOCTPAHAIOTCA U3JIaraeMble B HEM TpeOOBaHMUS.
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Ecnu moxyMeHT cocTaBisieTcs o KakoMy-Tiu00 HalpaBICHHUIO Jie-
ATEIBHOCTH, B 3ar0JIOBOK JIOKyMEHTa BKJIIOUaeTcsl mH(popmarus, pac-
KPBIBAIOIIAs COAEPKAHNE W HA3HAUYEHHUE 3TOTO IOKYMEHTa, HallpuMep:
WHCTPYKIHS 10 IEIOTPON3BOJCTBY, HHCTPYKIHUS MO paboTe C JIOKy-
MEHTaMH IS CTY’KeOHOTO TIOIH30BaHUS U T. 1.

TekcT 11060T0 OPraHU3aAMOHHOTO JOKYMEHTa COCTOUT M3 KOHCTa-
THUPYIOIEH 1 OCHOBHOM yacTei.

Koncrarupyromas gacts oopmisieTcss 1100 B BUAE OTAEIHHOTO
ab3aria nmepes OCHOBHBIM TEKCTOM JIOKYMEHTa, JTN00 Kak paszen (TiaBa)
«OO0mme MoI0KESHU.

B xoHcTarupyroei 4acTu yKa3bIBarOTCsl LIEJIU U3JaHUsl, OCHOBA-
HUS pa3pabOTKH JOKYMEHTA, IPABOBBIE aKThI, TOCITYKUBIIHE OCHOBON
JUTSL pa3paboTKU TOKyMEHTa, OCHOBHOE Ha3Ha4YeHHe U cepa ero pac-
MPOCTPAHEHUs, TOPAIOK U O00SM3aTETHHOCTh HCIIONB30BAaHUS, OTBET-
CTBEHHOCTb 32 HAPYIIIEHUE YCTAaHOBJICHHBIX HOPM, ITPABHJI, TOJIOKEHUN
Y TEXHOJIOTHIA U IPYTHE CBEACHUS OOIIEeTO XapakTepa.

[Tonmoxxenns, mpaBuiIa, HHCTPYKLIUH SBISIOTCS, KaK IPABUIIO, TOKY-
MEHTaMH JUINTENIbHOTO AEWCTBUS, OHU CUYHUTAIOTCS JEHCTBUTEIHHBI-
MH 10 UX OTMEHBI WM JI0 YTBEPXJCHUS HOBBIX. B pasmene (rmase)
«O0mme MonoKeHHs» MOTYT OTOBAPUBATHCS CPOKU BCTYTIIICHHS JIOKY-
MEHTa B CHITY, @ TaK’K€ BO3MOYKHAsI OTMEHA JISHCTBYIOIIETO JOKYMEHTA.

OCHOBHOM TEKCT MOKET JEUTHCS Ha Pa3aeisl (TJIaBhl), TIOApa3ie-
JIBI, TyHKTHI ¥ TOAMYHKTHL. KoimuecTBo pasnenoB (I1aB), MX HauMe-
HOBAHHUS M JIOTHYECKAs CBA3b (TOCIE0BATENBHOCTH), CTETIEHb UX JIe-
TaJN3aIH, XapaKTep MPUMEPOB, COCTAB MPHUIIOKESHUN OIMPEIEIIAIOTCS
pa3paboTunkamMu JOKyMeHTa. J{J1s M3I0KeHUs] TPUMEHSIETCS TIPEenMy-
IIECTBEHHO CIUIOIIHOW CBSI3HBINA TeKCT. OTHENbHBIE pa3/ensl (TIaBbl)
MOTYT OBITh TIPEICTABICHBI B BHIE€ TAOIHIIBI.

[Tomoxxenns, mpaBuia, UHCTPYKIMA MOTYT HUMETh MPHUIIOKEHUS,
KoTOopble O(OPMIISIIOTCST Ha CTAaHAAPTHHIX JMcTax Oymaru. Hymepa-
IIUS] CTPAHUI] OCHOBHOTO TEKCTa JOKYMEHTA U BCEX MPHUIIOKEHHIA K He-
My JOJDKHA OBITh CKBO3HOM, HAYMHAS CO BTOPOM CTPAaHUIIBI JOKYMEHTA
Y 3aKaH4YMBas TIOCJEIHEN CTpaHUIEeH MOCIEHErO MPUIIOKEHHUS.

Pa3paboTurky MpOEKTOB MONOKEHHH, TPaBWII, HHCTPYKLIUN TPO-
BOJISIT MX 00f3aTENIbHOE COITACOBAHHME B COOTBETCTBUH C TOPSIKOM
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COTJIaCOBaHUS, YCTAHOBIEHHBIM COOTBETCTBYIOIIMMHU TPABOBBIMHU aK-
TaMH U1l KOHKPETHBIX BUI0OB IOKYMEHTOB.

B HekoTOpBIX ciydasx (B MPaKTHYECKHUX LEJISAX) MTOJIOKEHHS, Ipa-
BUJIa, HHCTPYKIMU B 3aBUCHUMOCTH OT MX BaXHOCTH U 00BEMa MOTYT
0 OPMIIATECS ¢ UCTIONB30BaHMUEM THTYJIBHOTO JIUCTA.

Ha tutynsHOM nmcTe, BBEpXy (BIOIb BEPXHErO IOJIS), IO LEHTPY
yKa3blBaeTcs MOJIHOE oGULIHAIbHOE HAUMEHOBAHNE aBTOpPA, U3/1aBlIIe-
IO IOKYMEHT.

Hwxe, ¢ mpaBoii cTOpoHbL, odopmirsieTcs rpud yTBEpKACHUS JOKY-
MEHTa (B COOTBETCTBHHU CO CIIOCOOOM YTBEPKACHUS).

3areMm elle HIKE, OPUEHTHUPOBOYHO B 30HE PACIHOJIOKEHUS PEKBH-
3uta 17 (3aroyIoBOK K TEKCTY), LIEHTPUPOBAHHBIM CIIOCOOOM IeyaTaeT-
csl Ha3BaHWE, COCTOsAIIee M3 HAMMEHOBAHMS BHJA JOKYMEHTa M 3aro-
JIOBKA K TEKCTY JIOKYMEHTA. 3ar0JIOBOK OTAEISIETCS OT HAUMEHOBAHMUS
BHJIa JOKYMEHTa 1,5—2 MEXCTpOUYHBIMU UHTEPBAJIAMU.

BHuzy, y rpaHuibl HUOKHETO MOJIs, LEHTPUPOBAHHBIM CIIOCOOOM
YKa3bIBaIOTCSI MECTO U TOJl COCTABJICHUS JOKYMEHTA.

Ecnu TuTynbHBIN TMCT 0OpMITSIETCS] K JOKYMEHTY, YTBEPKIaeMO-
My 0€3 M3AaHusl pacloOpsSAUTENILPHOTO JOKyMEHTa, HO IOUIeXKaleMy
COIVIACOBAHUIO, TPU(BI U BU3bI COITIACOBAHUS MIPOCTABIISIIOTCS B HIK-
HEH 4acTH TUTYJIBHOTO JIMCTA (B COOTBETCTBYIOILEH 30HE) O yCTAaHOB-
JICHHBIM TIpaBHJIaM.

Ilonoscenue — NOKyMEHT, yCTAaHABIMBAIOIINN CHCTEMHO CBSI3aH-
HBIE MEXIy COOON MpaBWiIa PErIaMEeHTHPYIOIIETO XapaKTepa Mo BO-
MpocaM JIeATENIbHOCTH, OTHECEHHBIM K KOMIIETEHIIMH OpTaHHM3allHy,
ee To/Ipa3/IeNIeHN, JOIDKHOCTHBIX JIUII, TTO/IBEOMCTBEHHBIX YUpPEK/Ie-
HUM, OpraHu3aiuil U IpeanpusiTHil.

Kax mpaBwuiio, pazpabaThIBatOTCs MOIOKEHUS O KOJUIETHAIBHBIX Op-
raHax, 1o OTAeTbHBIM HaIllPaBICHHUSIM U BUaM JAEITEIHHOCTH, O TIPOBE-
JICHUH Pa3IMIHBIX KOHKYPCOB, CMOTPOB, BBICTABOK H JIp.

Bce cTpykTypHBIE TOApa3AeIeHHs IEUCTBYIOT HA OCHOBAaHWH TTOJIO-
KEHHU O HUX. B MOMOXKEHHUSIX O CTPYKTYPHBIX MOAPA3IACIEHHUIX OIpe-
JIENIIeTCS X MECTO B CHCTEME YIPaBIECHHs, LENH, 3a1a49u, (QyHKIIH,
MpaBa, 00SA3aHHOCTH, BHYTPEHHSS CTPYKTYpa, MOPSAIOK OPTaHHW3alNN
paboThI, peopraHu3alui 1 JUKBUAAINH.
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B cTpykTypy monoxeHns 0 KakoM-Ti00 MOoApaseeHuH C y9eTOM
ero crieru(uKyd MOTYT OBITh BKIIIOYECHBI CIEIYIOIINE Pa3/iebl (TIaBbl):
o0IIMe MoNIoKEeHMsI, OCHOBHBIE 3aa4H, (PYHKIMH, TIpaBa U 00s3aHHO-
CTH, PYKOBOJCTBO, CTPYKTypa, OTBETCTBEHHOCTb, B3aUMOOTHOIIICHUS
C JIPYyTUMHU CTPYKTYPHBIMHU TIOAPA3ICICHUSIMEI (CITy’)KEOHBIC CBSI3H),
OopraHu3anys padoThl, KOHTPOIIb, MPOBEPKA W PEBHU3HS AESATEIBHOCTH,
peopraHu3aIysl v JIMKBUAIAIHUS.

B monoxeHnsx o KOIJIETHAJbHBIX OpraHax (CoBeTax, KOMHCCH-
X W T. T.) 3aKPETUIAIOTCS Tak)Ke: TOPSIOK M30paHus WM Ha3HAYEHHUS,
MOJTHOMOYHSI YJICHOB M CPOK WX TTOJTHOMOYMH; TIOPSIIOK CO3bIBA 3acema-
HUH 1 (pOpMUPOBAHUS TIOBECTKH JIHS; TIOPSIOK MIPOBE/ICHHS 3aCelaHuit
Y IPUHSTHSI PEIICHNH; IOPSIOK TIOKYMEHTHPOBAHUS JIEATETBHOCTH KOJI-
JIETHAJIHOTO OpTraHa M BOMPOCHI 00ECTIEYEeHHs] COXPAaHHOCTH JOKyMEH-
TOB; TIOPSIIOK UCTIOJTHEHHMSI TIOPYYEHHUN M KOHTPOITh 33 UX HCTIOTHEHHEM;
OTBETCTBEHHOCTH WICHOB U JAPYTHe OPraHU3alMOHHBIE BOIPOCHI.

Ecnu B cocTaBe KOUIETHAIEHOTO OpraHa CO3aeTcst OpraH yrpasie-
HUS KOJUIETHaJIbHBIM OPTaHOM, TOJDKHBI OBITh OIIpeeNieHbl BCe CTOPO-
HBI IESITEIFHOCTH OpTaHa yIPaBJIeHUs, B TOM YUCIIE: MOPSAI0K POopMHU-
POBaHUs, OCHOBHBIE HAIIPABIICHUS IEATEIBHOCTH, MTPaBa, 00s3aHHOCTH
Y OTBETCTBEHHOCTH YICHOB OpraHa yIpaBJeHHs, TOPSII0K IPOBEICHUS
€ro 3ace/laHiil ¥ JOKYMEHTHPOBAHUS €T0 AEITEIHHOCTH.

KoHkpeTHbIe MONOXKEHHsI pa3pabaThIBAIOTCS C yUETOM CIEIHU(PHKH
JIESTEbHOCTH Ka)KJOTO KOHKPETHOTO CTPYKTYpPHOTO IOJIpa3/IeleHHUs
WJIM KOJUIETHAJILHOTO OpraHa.

IIpu pazpaboTke MOTOKEHHSI 0 KAKOM-TTHOO OpTaHe He JOITyCKAeTCs
BKIIIOYEHHE B pa3pabaTsiBaeMoe TIOJI0KEHUE MTPaBOYyCTaHABIMBAIOIIIX
HOPM B OTHOIIICHHH JAPYTHX OPTaHOB.

[Tonmoxxerne 0 CTPYKTYPHOM TIOZIpa3/IeICHUN pa3padaTbiBaeTCs ero
PYKOBOJIMTENEM U YTBEPKAAETCS B YCTAaHOBICHHOM ropske. [lomoxe-
HUE O KOJUIETMaJIbHOM OpraHe pa3padaThIBaeTCs WHHUIIMATOPAMH €r0
CO3/1aHUs WU JOJDKHOCTHBIMH JIUIIAMH, KOTOPBIM IOpydYeHa pa3padoT-
Ka, ¥ YTBEPXKIAeTCs B YCTAHOBJICHHOM ITOPS/IKE.

[To oTienbHBIM HANPABICHUSM U BHJIAM JICSITEILHOCTH B OpraHu-
321U IPUMEHSIOTCS TTOJIOKEHHS: OTIPENIEISIOIINE MTOPSI0K YbUX-THO0
WIN KaKuX-Tu0O JEWCTBUH B OINpENCICHHBIX Clydasx (Hampumep,

71



MOJIOKEHNE O TIOPSI/IKE MIPOBEICHUS aTTECTAIMN); PErYIUPYIOIIHE CO-
BOKYITHOCTh OPTaHHU3AIMOHHBIX, MMYIIECTBEHHBIX, TPYIOBBIX OTHO-
HICHWH TI0 KOHKPETHOMY BOTIPOCY (HampuMep, MOJI0KEHUE O TTOPSIIKEe
3aKJIIOYEHNST W WCIIOJHEHHS JIOTOBOPOB); YCTAHABIMBAIOIINE OCHOB-
HBIE TIpaBHJIA AEATEIBHOCTH YUPEXKACHUH, MPEANPHUITHNA, OpraHn3a-
LU, a TaK)Ke CTPYKTYPHBIX MOJIpa3/IeNIEHUI; cojiepKallie CBO/IbI Mpa-
BUJI, PETYIMPYIONINX ONPEAETICHHBIE HAPABICHUS IEATEIbHOCTH WIIN
omnpeseNieHHble (KOHKPETHBIE) BU/IBI JeSTETbHOCTH.

B nonoxeHnsx o mpoBeIeHUH pa3IHIHBIX KOHKYPCOB, CMOTPOB, BBI-
CTaBOK U JPYTUX MEPOTIPUATHH MU3TararoTcsi BCE BOIPOCHI 10 WX TOATO-
TOBKE W MPOBEJCHUIO. B MONI0KEeHNH 0 KOHKYpCE OTIPENeNSIFOTCS eI,
3aJa4d 1 OCHOBHBIE YCJIOBHS MPOBENIEHUS] KOHKYpCa, KPUTEPHH 0TOO-
pa ero y4acTHHKOB M BBISBJICHHS MOOEIUTENEH, MOPAIOK MTOATOTOBKU
Y IPOBEJCHHSI KOHKYPCa, TIOPSIOK MTO/IBEACHNS HTOTOB U HarPaXICHUS
noOenuTeNnel, Ipyrue BOIpOoCkl PH HE0OXOAUMOCTH. B cirydae nmpose-
JIEHHsI KOHKYPCOB C IIEJIbIO BBISIBICHUS 1 0TOOPA IIPETEHIEHTOB Ha y4a-
CTHE B OCYIIECTBICHUH KaKOH-THOO0 JAEATETbHOCTH (HallpuMep, OKasa-
HUSl KaKUX-JIMOO YCIIYT) B CTPYKTYpPYy THOJOKEHHUS O KOHKYPCE MOTYT
OBITh BKJIFOUEHBI CICAYIONINE Pa3Aeibl (TJIaBhl): OOIIHE TOJIOKEHUS;
OpraHM3anys KOHKypca; MpUINIANIeHne K y4acTHIO B KOHKypce; Tpe6o-
BaHUS K NMPETEHJCHTaM; JIOMYCK K YYaCTHIO B KOHKYPCE; OIpe/ieIeHre
(hMHAIMCTOB KOHKYpCa; OIIEHKA MPEIOKEHUI KOHKYPCAHTOB | ITOJIBE-
JIEHE UTOTOB KOHKypCa; TpaBa U 00s3aHHOCTH MMOOCTUTEICH KOHKYP-
ca; pacKpeITHe HHPOPMAIIMHU O XOJIe U UTOrax KOHKypca | JIp.

[Tonoxxernne o KOHKypce pa3pabaTbIiBaeTcs WHUIIHATOPAMH TPOBE-
JIEHUs] KOHKypCca WU JIMI[aMH, KOTOPBIM MOpy4YeHa pa3padoTka, U yT-
BEp)KIaeTCs MPUKA30M PYKOBOIUTEINS OpraHM3alvd (WIH pelIeHneM
KOJUIETHAJIFHOTO OpTraHa, OTBETCTBEHHOTO 3a MPOBEACHNE KOHKYPCA).

B 3aBuCHMOCTH OT Ha3HAUEHUS TOJIOKEHHSI MOTYT OBITH THITOBBI-
MU, IPUMEPHBIMA ¥ MHAUBUAYATHHBIMA. THUIOBBIC TIOJOKECHIS pa3pa-
0arpIBarOTCA U OJHOTHITHBIX OPTaHOB, CTPYKTYp, OpTaHU3aIui, BH-
JTIOB MEPOIPHUSTHN, BUIOB ICATEIBHOCTH U T. [I.

[Ipu HamUUIMK YTBEPKACHHBIX B YCTAHOBICHHOM IOPSIIKE TUITOBBIX
WJIM TIPUMEPHBIX MTOJIOKEHUH HHIUBUIYAIbHBIE TIOJOKEHHUS CO3/1al0TCS
Ha UX OCHOBE.
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Ilpasuna — NOKyMEHT, PErIIaMEHTUPYIOINNA WA TIPEIICHIBAIO-
MUH Kakne-Tu0o0 AEHCTBHS, BBITEKAIOIINE M3 KAKUX-THOO HOpPM, pe-
TYJIUPYIOIMA OpPraHu3aluio U MOPAJOK JIESATEIbHOCTH B KaKOW-IN00
OTIpEIeNICHHON cdepe OTHOWECHUH (HanmpuMep, NpaBuiia BHYTPEHHETO
TPYAOBOTO PACIIOPSIAKA).

[IpaBuna coCTaBISIOTCS U MPUMEHSIIOTCS 110 CaMbIM Pa3InYHbIM
MOBO/IaM B CIIy4asx, KOTJa Ha/l0 yCTAaHOBUTH OIPEIEICHHBIN MOPSIIOK
U eIMHOOOpa3ne Yero-Tu00 WM MOPSAOK B HCIIOJIHEHUH YEeTO-THOO
(ycTaHOBHTH HOPMY, €TUHBIE TPEOOBAHUS K YeMY-ITH00).

B npaBunax ycraHaBnuBaroTcst 00s13aTeNbHBIE 151 BBIIOITHEHHUS OC-
HOBoOTOJNararole (Hanbosiee CyIeCTBEHHbIE) TPEOOBaHMS K TOW WU
WHOH JIeATENFHOCTH WM TOBEICHHIO W MPOIEypPHbIE HOPMBI, OMpe-
JIEJIAONINE TIOPSIIOK OCYIIECTBICHHS OMPEeNIEHHBIX BHIOB JEATEIb-
HOCTH.

Conep:kaHue U CTPYKTypa IIPaBUI MOTYT OBITh Pa3iIMyHbI, HO Ha-
YHHAIOTCSI OHU C paszaena (miaBbl) «OOMmuMe MOJIOKEHHS», B KOTOPOM
YKa3bIBAIOTCS OCHOBaHMS IJIsl MX Pa3pabOTKH, OCHOBHOE Ha3HAYCHHE
u o0macTb AercTBus (Ha Kakoi Kpyr paOOTHHUKOB OHHM PaclpoOCTpaHs-
FOTCS M PEIICHUIO KaKUX 33/1a4 CTI0COOCTBYIOT), OTBETCTBEHHOCTh 33 MIX
HapylICHHeE.

OCHOBHO TEKCT MOXET 3aBEpIIaThCS pas/esioM (TIIaBoii) «3aKiTto-
YHUTEJIbHBIC TOJIOKEHH», B KOTOPOM yCTaHABIMBACTCSI OPSIIOK BBEIE-
HUSI TIPAaBUJI B JICHCTBUE, a TAK)KE TIOPAJOK BHECEHUS] U3MEHEHHI U CPO-
KU YTBEPKIICHHSI.

Hucempykyus — NOKyMEHT, U371aBaeéMblil B LIEJISIX yCTAHOBJICHUS
NpaBWI, PETYIHPYIOIIUX OPraHU3alUOHHbIE, HAayYHO-TEXHUYECKHUE,
TEXHOJIOTHYECKHE, (PUHAHCOBBIC W MHBIC CIICLHAJIbHBIE CTOPOHBI Je-
ATEIBHOCTH YUPEKICHHUH, OpPraHU3aIfi, MpeAnpusaTHiA (MX Moapas-
JeNeHUH U cyk0), JOJDKHOCTHBIX JIML M rpaxiaad. MHcTpykuuu n3-
JAIOTCsl B LIEJSX: Pa3bsACHEHUS M ONpPEeSICHUs HOpsIKa MPUMEHEHUs
KaKUX-JIM00 HOPMAaTHBHBIX IPABOBBIX aKTOB Ul 00ECHEUECHUS UX BbI-
MOJTHEHUSI, Pa3bsCHEHUS U OIIPEAETICHUS NOPSIIKA OCYILIECTBICHHUS Ka-
KOH-TM00 IesTeIbHOCTH. B HHCTPYKIMSX MOTYT M3JIaraTbCsi: MOPSIIOK
U CIIOCOOBI BBIIOJHEHUS KAKUX-JINOO KOHKPETHBIX TEXHOJIOTHYECKHX
Olepalyil WiIM NpoUeayp, HaIpUMep, 3all0JHEHUS U BeaeHUs (hopm
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JIOKYMEHTOB (OyXTanTepCKuX, OTUETHBIX, YIETHBIX H JIp.); KaKue-I10o
JIpyTHe YKa3aHUS TEXHUYECKOTO MOPSIKA MO0 OCYIIECTBICHUIO KaKNX-
00 MPOIIECcCOB, NEHCTBHH (ITpaBHiIa MOIB30BAHUS YeM-JIN00, CTIOCO0
BBITIOJTHEHUST KAaKOW-THO0 TEXHUYIECKOW pabOTHI W T. 1.); HOPMEI, pe-
TYIUPYIOIINE CHeHaIbHbIe CTOPOHBI JIEATEIbHOCTH OPTaHN3alllH, ee
CTPYKTYPHBIX MTOPA3IEIEeHNH, TOIHKHOCTHBIX JIUIT U AP.

WHCTpyKIMU MOTYT OBITH THIIOBBIMH M MHIAMBHIYyaJILHBIMU. [Ipu
HAJIMYUHN YTBEPXKJACHHBIX B YCTAHOBJICHHOM IIOPSAIKE THUIIOBBIX HH-
CTPYKUMH HHIUBUAYAIbHbIE HHCTPYKIIUU CO3AI0TCS HAa X OCHOBE.

4.2. PaCHOpﬂ)II/[TeJILHI)Ie AOKYMEHTDBI

PacnopsiaurenbHble JTOKYMEHTBI — JIOKYMEHTBI, COJEpIKaIue
YIIPaBJICHYECKHIE PEIICHMs], 00s3aTebHbIC JUIS BBIIOHCHUS ¥ HATPABIICH-
HBIC Ha PETYJIMPOBAHKE W KOOPIMHAIMIO JICATEILHOCTH OpraHW3aIlHH, TI0-
3BOJISTFOIIE OOECIICUNBATH PEATTM3AIINIO IOCTABIICHHBIX TISpe Hel 3a/1ad.

Pacnopsikenust, mpukasbl, pelieHus (fajiee — pacropsIuTeIbHbIe
JIOKYMEHTBI) O(POPMIISIOTCSI Ha OOINMUX OJAaHKaX I Ha CIICIUATBHBIX
OaHkax ycTaHOBJIEHHOW (opmbl (O1aHK KOHKPETHOTO BUA TIOKYMEH-
Ta) B OJIHOM JK3eMIUIIpe (KpOME COBMECTHBIX) H UMEIOT CIICIYIOIINe
CTaH/IapTHBIC PeKBU3UTHL: 05 — HaUMEHOBAaHUE OpraHU3AIIMA — aBTO-
pa nmokymeHnTa; 09 — HaUMEHOBaHHUE BHJIA JJOKyMEHTa (TIPOIMCHBIMU
OykBamu, KUPHBIM TpudToM); 10 — mara gqokymeHTa (IUIsl pacrops-
JKEHHUH ¥ TIPUKA30B — JaTa MOJIMUCAHHS JOKYMEHTA; JUIsl PAcIIOPsIH-
TEJIBHBIX JIOKYMEHTOB, U3[aBa€MbIX HAa OCHOBE KOJUICTHAILHOCTH, —
JlaTa 3acefaHus, Ha KOTOPOM IPUHUMAIIOCH pelleHue; ohopMIIsIeTcs
UppPOBEIM crtocobom); 11 — perucTpanroHHBIII HOMEp JTOKyMEHTa
(TTOpsIIKOBBINT HOMEp € Hayasia JeJIONPOU3BOACTBEHHOTO To/a, KOTO-
PBIN MOXKET JIONOITHSTHCS OYKBEHHBIM HITH IIH(DPOBBIM HHJIEKCOM; TIPO-
CTaBJISICTCS OJHOBPEMEHHO C JIaTOW IOCIEe MOAMUCAHUS JOKYMEHTA);
13 — mecTo cocraBieHus (M3/1aHus1) TOKyMEHTa (yKa3bIBaeTCsl, €CIIU
HEBO3MOXKHO OITPE/ICIIUTh U3 HAMMEHOBAHHUsI aBTOpa); 17 — 3aroJioBoK
K TEKCTy (muIieTcs 0e3 KaBbIueK, Ha OJIaHKaX ¢ TMPOIOIBHBIM PaCIoo-
JKEHHEM PEKBU3HWTOB BBIPABHUBACTCS IO IEHTPY); 18 — TEKCT JOKy-
MeHTa; 20 — Tpud cormacoBaHus JOKyMEHTa (TIPU HEOOXOIUMOCTH);
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21 — Bu3a (BU3BI MOTYT pacrojaraTbCcsi Ha 000pOTe WM Ha OTIEINb-
HOM JINCTE COTYIaCOBaHUs); 22 — MOJIMHNCH; 25 — oTMeTKa 00 MCIon-
HUTeNne (MOXKET MPOCTABIATHCS HA JINIIEBOW WM TP HEOOXOIMMOCTH
Ha 00OPOTHOM CTOPOHE MOCIEIHETO JINCTA TOKyMEHTA OJTMKE K HIDKHE-
MY TIOJTFO JIOKYMEHTA; €CJIM BU3bI 0OPMIISTIOTCS Ha 000pOTE TOCIIeIHe-
TO JIUCTA MPOEKTa, TO OTMETKA 00 MCTIOTHUTENE TAK)KE PacIioyiaraeTcs
Ha obopote); 30 — oTMETKa 0 HalpaBIeHUH TOKYMEHTA B JIEIO.

TexkcT pacrmopsAUTENbHBIX JOKYMEHTOB, KaK IPAaBHJIO, COCTOUT
U3 IByX 4YacTel: KOHCTATHPYIOIIeH (TIpeaMOyiIbl) U pacTiopsIuTeILHOM.
Koncrarupyromias 9acTb MOXKET cofiep>kaTh 000CHOBaHHE MTPEHCHIBAC-
MBIX JeHCTBHM, HEOOXOAUMbIE MOSICHEHHUS OTHOCUTEILHO 1IeIeH 1 3a1a4
W3/IaHUs IOKYMEHTa, (DaKThl ¥ COOBITHS, TIOCITYKHBIIE TPUUHUHON U3/1a-
HUS TOKyMEHTa, CCBUTKM Ha APYTHe TOKYMEHTHI M1 HAUMHATHCS CIIOBAMU:
«B nensx peanuzanuu...», «Bo ucnoigHeHue...», «B COOTBETCTBHUHU...»,
«B cBa3u...», «Ha oCHOBaHUU...» U T. [1., €CIIA PACIOPSIUTEIbHBIE JTOKY-
MEHTBI U3/IAl0TCS BO UCTIOTHEHUE PELICHUH BBIIIECTOSIIIX OPTaHOB WIIN
CBOMX paHee IPUHATHIX pelIeHni; « B 1ensix opranusanuu...», «B nensax
obecrieueHus...», «s...» 1 T. 1., €CIM JOKYMEHT TOTOBUTCS B MHUIHA-
THUBHOM TTOPS/IKE /7SI BBITTOTHEHUS TEKYIINX 3a/1a4.

Ecnu B xoHCTaTHpyrOImeH 4acTH MPUBOMATCSA CCHUIKH Ha JpyTHe
JIOKYMEHTBI, PEKBHU3UTHI BCEX HA3bIBAEMBIX JJOKYMEHTOB yKa3bIBAIOTCS
M0 cCXeMe: HaNMEHOBAaHME BU/Ia TOKYMEHTa, aBTOp, /laTa, PeruCTparn-
OHHBII HOMED, 3aroyioBoK. IIpu cchlike Ha YTBEPKIAECHHBINA JOKYMEHT
YKa3bIBaeTCA, KaKUM OPTaHOM (JOIDKHOCTHBIM JIMIIOM), KaKUM JIOKY-
MEHTOM H KOTJIa YTBEPKACH JOKYMEHT.

Ecnmu conmeprkanme mHOKyMeHTa He HYXKIAeTCsl B MOSCHEHUH WIIN
000CHOBaHWH, TO €TO TEKCT COJIEPKUT TOIBKO PACTIOPSIIUTENbHYTO (TI0-
CTaHOBJISIFOIIYIO0) YacTh.

B 3aBucumocTH OT BHAa NOKYMEHTa DACIOpSAAUTENbHAs YacTh
oTmernsieTcs OT KoHcratupyromein dactu cioBamu: [IPEJIJIATALO,
OBA3bIBAIO, TPEBYIO, IIOPYYAIO u T. 1. — B pacmopspKeHUSX;
ITPUKA3BIBAIO — B mpukazax; PEILNJI, PEHINJIA, PEHINJIN —
B pemenusx; PEIHWJIN, [TIPUKA3BIBAEM, ITIPE/IJIATAEM, OBSI-
3bIBAEM u T. 1. — B COBMECTHBIX TOKyMEHTaX (pEIICHIIX, MPUKa3ax,
pacmopsKEHUSIX COOTBETCTBEHHO).
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Crnosa [TPUKA3BIBAIO, ITPEJIJTIATAIO, PEHINJI(A) 1 T. 1. BBI-
HOCSITCSI B OTACIBHYIO CTPOKY, OTACNSEMYIO JBYMS MEXKCTPOUYHBIMU
WHTepBaaMu (OMHUM MPOoOEIoM) OT MPEABIAYIIEH M TOCIEAYIOMeH
CTPOK TEKCTa, MeYaTaroTCsl OT JIEBOW T'PAHUIIBI TEKCTOBOTO TIOJS TPO-
MUCHBIMU OyKBamH, 0Oe3 BbIJeNICHHs KUPHBIM mipudromM. [Tocne Hux
CTaBUTCS IBOETOUNE.

PacniopsiaurensHast (OCTaHOBIISIONIAs ) YaCTh JIOJKHA COAEPIKATH
YETKUI IJIaH JOCTH)KEHUS! MOCTABJIEHHOM e B BUJIE MEpeyunciie-
HUSl KOHKPETHBIX MPEANHICHIBAEMbIX ASUCTBUH (3a1aHUH, TOPYUCHHI)
C YKa3aHHEM UCTIOIHUTENS KaXXI0TO JICHCTBHS U PEATbHBIX CPOKOB HC-
nonHeHns. He momyckaercs HWCMoOIb30BaHHWE PACIUIBIBYATHIX (HOpMY-
JUPOBOK, TaKMX KaK «YAYUIIHUTBY, KYCKOPUTBHY, YyCHIUTHY, «aKTH-
BHU3HMPOBATHY, «00OPATUTh BHUMAHUE» «IOJHITH YPOBEHBY», «YCHINTH
KOHTPOJbY, KITOPYYUTH OPTAaHU30BATHY U T. II.

[Ipn M3nMOXKEHUHM pPACTIOPAAUTEIHHON YacTH CIENyeT MPUAEPIKU-
BaThCS JIOTHKO-BPEMEHHOW TOCIIEIOBATEIbHOCTH. PacropsaauTensHbie
JIEHCTBHS TOJKHBI OBITH YBSI3aHBI C paHEe W3JAHHBIMH PACIIOPSIH-
TEIBHBIMH JOKYMEHTaMH (HE TIPOTUBOPEUHUTH MM, TIPU HEOOXOTUMOCTH
OTMEHSATh WJIM OTOBapHBaTh WX KOPPEKTHPOBKY). PacmopsiurtenbHas
9acTh MOXET COCTOSITh U3 OHOTO WJIM HECKONBKUX MYHKTOB.

Ecnu pacriopsiauTensHas 4acTh MPEAIIONAraeT BBIMTOIHEHHE pas-
JUYHBIX I10 XapakTepy IEHCTBUA M HECKOJIbKO HCIOJHUTENIEH, OHA
JISNIATCS HA TYHKTHI (OAIYHKTHI), KOTOpble HyMepyIoTCa apaOCKUMu
nugpamu. J[efCcTBUS OIHOTO XapakTepa WM MCIOTHHUTENS Mepedrc-
JISIOTCS B OJHOM TYHKTE. B Kak/IOM ITyHKTE yKa3bIBaIOTCS HCITOTHU-
TeJb, MPENICHIBAEMOE JIEUCTBUE U CPOK MCTIONHEHUs. VcronHuTens
yKa3bpIBaeTcsa B JaTeNIbHOM Taziexe. B kadecTBe MCIOTHUTENEH MOTYT
OBITh yKa3aHBI KOJUIETHAJIbHBIE OPTAHbI, CTPYKTYPHBIE TTOpa3esieHus,
KOHKpETHBIE JTOJDKHOCTHBIE JIUIA, & TaK)Ke KOHKPETHBIE CIEIHATUCTHI
B PacTOpPSINTENbHBIX JOKYMEHTaX PYKOBOAUTEIEH CTPYKTYPHBIX TIO/-
pasneneHui.

B ciyuae, xorga mopy4yeHue WM ASWCTBUE MPEAIONAraeT B Kave-
CTBE WCIOJHHUTENEH KOJJIETHAIbHBIE OPTaHbl WIH CTPYKTYpPHBIE TIOJ-
pasneneHust, paMUINU U HHUIIMAIBI PYKOBOJIUTENICH YKa3bIBaTh HE CIie-
nyeT. KoHkpeTrHoe momKHOCTHOE JHIO (MHOW pabOTHHK) B Ka4ecTBE
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WCTIOJTHUTENSI MOXKET OBITh YKa3aHO TOJBKO B CITydae, €CIIM BBIMOJ-
HEHHe JeHUCTBUS (3aaHus, MOPYUYEHHs) BO3JIAraeTcsl Ha HEro JINYHO.
B aToM cirydae cOOTBETCTBYIONINI MyHKT MPOEKTa TOKYMEHTA TOJDKEH
HAYMHATBCS C YKa3aHUS JAOJDKHOCTH, (DaMHUJIMH M WHUIIMATIOB UCIIOJ-
HUTENs (MHUIUANIBI B TEKCTE yKa3bIBaloTCs mocie dhamummn). MoxXHO
yKa3bIBaTh WCIIONHUTENEH 0000menHo, Hampumep: «lIpeacenaremnsm
KOMUTETOBY, «Jlupexkropam MyHUIIUIIAJIbHBIX YUpexAeHUu», «PykoBo-
JTUTEISIM CTPYKTYPHBIX TIOAPA3ACIEHUI» U T. 1.

KonmudecTtBo wucmomHUTENEH MO KaKAOMY MYHKTY (TIOAITYHKTY)
He orpaHn4mBaercs. MconHnTenb, Ha3BaHHBINA MEPBBIM, SBISIETCS OT-
BETCTBEHHBIM HCIIOJIHUTENIEM JAHHOTO MopydeHus. [ xaxxmoro mo-
pYUYCHHS YCTaHABIUBACTCS CPOK MCIIONHEHUS (€CIIM MpPEeronaraeTcs,
YTO MOPYYEHHE IOJKHO OBITH BBITIOJIHEHO B KaKOW-TO KOHKPETHBIN
cpok). Cpok WCTOTHEHHS HE YKa3bIBACTCS, €CIIA ACUCTBHUS (ITOpyde-
HUS) HOCAT PETyJSIPHBIA (TOCTOSTHHBIN) WM HOPMATHBHBIN XapakTep
Y X BBITIOJIHEHHUE MTPENICHIBAETCS HA BECh IEPUOA ACUCTBHUS TAHHOTO
JIOKYMEHTA.

[Ipyn HaTMYMU MTPOMEKYTOYHBIX CPOKOB BBITIOIHEHUS WITH TIPH pa3-
OMBKe MOPYYCHUS HA OTICIbHBIC 3aJlaHHs KXKI0€ M3 HUX QOpMYIH-
pyeTcsl OTAEIBHBIM MOATYHKTOM. JleficTBHS OMHOPOAHOTO XapakTepa,
UMEIOIIIE OINH CPOK MCIIOJTHEHUSI, MOTYT OBITh TIEPEYHCIICHBI B OTHOM
MyHKTE.

Cpok UCTIONHEHUS MOXET OBITh yKa3aH B BHJE JaThbl, HAIIPUMEP:
«mo 15.11.2006», wim meproga BpeMeHH, HAIIPUMEpP: «B TEUYECHHUE Jie-
cATH (yKa3bIBaeTcs MPOIHUCKHIO) JHEH» C TaKOro-TO MOMEHTA WU CO-
OBITHS (OTCUET CPOKa HAYMHAETCS CO CIEAYIOMIETO THS M COCTaBIISAET
yKa3aHHOE KOJIMYECTBO JTHEH).

PacmiopsauTenbHbII TOKYMEHT MOXKET UMETh OOIIIHIA AJTsT BCEX IMyH-
KTOB CPOK HCITOJTHEHHS.

Ecnu pacriopsauTensHbINH TOKYMEHT OTMEHSET WA U3MEHSIET paHee
W3aHHbIE JOKYMEHTHI FITH KaKHe-TO UX MOJIOKEHHSI, TO B IIPOEKTE TOIDK-
HO OBITh yKa3aHO, KaKHe U3 HUX YTPaTUIH CHITy WM MOJIEKAT N3MEHe-
HUIO U B Kakoi yacTu. Kak mpaBuiio, IeHCTBYOLIUI pacriopsIuTeIbHbINA
JOKYMEHT TO/JISKUT MPU3HAHWIO YTPATUBIINM CHITy TIPW CYIIIECTBEH-
HBIX ¥ MHOTOYHUCIICHHBIX M3MEHEHHAX (IOMOJTHEHMX). B aTOoM ciydae
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W3JaeTCs HOBBIM paCHOPSIAUTENbHBIN JOKYMEHT, B KOTOPBIA BKIFOUAIOT-
sl Bce HEOOXOIMMBbIE TIOJIOKEHHS U3 paHee eHCTBOBABIIETO JOKYMEHTA.

Panee n3nanHble pacnopsInUTENbHbIE JOKYMEHThI UM UX OTIENb-
HBI€ TTYHKTHI MPEACTABISIOTCS K MPU3HAHUIO YTPATUBIIMMHU CHITY OfI-
HOBPEMEHHO C W3JAHWEM HOBBIX PACHOPSANTENBHBIX JOKYMEHTOB
10 TaHHOU TpobIeMe.

Ilepeuenp pacropsaIUTENBHBIX JOKYMEHTOB, TPU3HABAEMBIX YTpa-
TUBIIMMH CHITY, YKa3bIBa€TCA OTACNBHBIM IMYyHKTOM (Tpy OONBIIOM
KOJIMYECTBE OH MOXET OBbITh JJaH B MPUJIOKEHNUH) C YKa3aHUEM JaThl,
HOMEpA U 3arojoBKa KaKJI0ro JOKYMEHTa B XPOHOJIOTHUYECKOH Imocie-
JIOBaTEJIbHOCTH.

IlyHKT O TpHW3HAHWW NEHCTBYIOUIMX PACTIOPSAUTENBHBIX TOKY-
MEHTOB YTPaTUBIINMHU CHITy AOJDKEH HaYMHATHCS ciioBamu «IIpusHars
YTpaTUBIINM (YTPATUBIIMMHU) CHITY...».

Ecnu panee uznaHHblil TOKyMEHT NOUIEKUT YACTUUHOMY U3MEHE-
HUIO, TO B HOBOM JIOKyMEHTE JIaeTCsI OTKOPPEKTHPOBaHHAS (OPMYIIH-
POBKa COOTBETCTBYIOLIETO ITYHKTA, HAIPUMED:

B nynxre 8 IIpukasa HauansHuka IIpaBoBoro aenapramenra or... Ne...
«O...» cIIoBa: «...» 3AMEHUTH CIOBAMU: «...»;

i

ITynxr 9 Ilpukaza HavagpbHMka OTnaena KaapoBOH M MyHHIMIAIBHON
CITyKO0BI OT... Ne...«O...» U3JI0KHUTH B CICIyONICH pepakuuu: «9. [nas-
HOMY CHEIHAIHCTY...»

Bce usmensieMble TOKYMEHTBI NMEPEUUCIAIOTCS C YKa3aHUEM HaM-
MEHOBAHUS BHJA JOKYMEHTA, aBTOPa, AaThl, PETUCTPALIMOHHOTO HOME-
pa, 3arosioBka, Hanpumep: «IIpusnare yrpatusmmmu cuiy: [pukas nu-
pektopa oT... Ne... «O...»; myHKT 3 [Ipukasza qupekropa ot... Ne... «O...».
BHeceHne n3mMeHeHni, a Takke OTMEHa paclopsIINTENIEHOTO JOKYMEH-
Ta BO3MOKHBI TOJIBKO aHAJIOTMYHBIM JJOKYMEHTOM (HEIb3s, HAIIpUMeED,
MPHUKAa30M BHOCUTb U3MEHEHMSI B COCTaB KOMHCCHH, CO3JJaHHOM pacIo-
PSDKEHHEM).

ITpn HEoOXOOMMOCTH OCYLISCTBICHHUSI KOHTPOJS 33 HCIOJHEHH-
€M PacHopsIIUTEIbHOTO JOKYMEHTa (HampuMep, MpH Haluduu OO0JIb-
LIOr0 4YHCa MOPYYEHHUH M HUCIOMHHUTENEH) B IOCIEIHEM ITyHKTE
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pacTopsIIMTENIEHON YacTH YKa3bIBaeTCs JOJKHOCTD, (haMIITUS ¥ UHH-
[IHaIbl KOHKPETHOTO JIMIa, Ha KOTOPOE BO3JIAraeTcsi KOHTPOJb 3a HC-
MOJTHEHWEM PACTIOPSIIUTENBHOTO JOKyMEHTa B IIEJIOM, HalpHUMep:
«6. KOoHTpONb 32 UCTIOTHEHHWEM TPHKa3a BO3JIOKUTH HA 3aMECTHTENSA
HayajbHUKa ynpasieHus Visanosa 1. N.y.

KoHTpomns 3a ucrosHEeHHEeM pacHopsANTENHHOTO JOKYMEHTa BO3-
JlaraeTcsl Ha JOJKHOCTHOE JIUIO, KOTOPOE TI0 CBOEMY JOKHOCTHOMY
TIOJIOXKEHHUIO BBIIIE BCEX MCIIONHUTENEH, KOTOPBIM JAI0TCS TIOPYYEHUS
B PacToOpSIIUTENILHOM JTIOKYMEHTe (KaK MpaBWjI0, HA OJHOTO M3 3aMe-
CTHUTENIEH PYKOBOAMTEINS, N3JAIOIIETO JOKYMEHT, B COOTBETCTBUH C OC-
BEIICHHBIM B JIOKyMEHTE HallpaBIieHUEeM JIeATeIbHOCTH). JInio, Ha KO-
TOpOE BO3JIaraeTcsi KOHTPOJIb 33 HMCIIOJHEHHUEM PaCIOpPSIUTEEHOTO
JIOKYMEHTa, HECET OTBETCTBEHHOCTH 32 PEaM3aIlNI0 BCETO PACTIOPSIH-
TEIBHOTO IOKYMEHTA.

Taxxe B 9TOM NyHKTE€ MOXET OBITh yKa3aHO, K KaKOMY CpPOKY
U B Kakoil (hopmMe HEOOXOIUMO JOJOKHUTH O BRITIOTHEHUH (HAIIPUMED,
JIOJIOKUTH PE3YyNbTaThl KOHTPOJS HAa ONMEPaTHBHOM COBEIIAHUHU WU
JUYHO PYKOBOJUTEINIO MO0 MPENCTaBUTh X B BHJIE OTYETA, CIIPaB-
KU U T. 11.).

JIOIKHOCTHOE JTNIT0, TIOANHCHIBAIOIIEE PACTIOPSAUTEIBHBIN JTOKY-
MEHT, MO>KET OCTAaBHUTh 32 COO0H KOHTPOIb 332 UCTIOJTHEHNEM JOKYMEH-
Ta, HanpuMmep: «KOHTpoIIb 32 NCTIOTHEHNEM PacTIOPSKEHUST OCTABIISIO
3a co0oit». Homep myHKTa B 3TOM clydae HE CTaBUTCS, TaK KaK 3TO
TIPETIOKEHHUE SIBISIETCSI CAMOCTOSITEIIBHON (TpeThel) 4acThi0 pacIio-
PSAANTENBHOTO JOKYMEHTA, KOTOpas cOO0IIaeT 0 HaMepeHUH PYKOBO-
JUTENS JINYHO TIPOCIENTH 32 CBOEBPEMEHHOCTHIO U TPAaBUIBHOCTHIO
BBITIOIHEHUS €ro yka3aHuil. OHa OT/ensercs OT IPeAbIAYIIEero TeKCTa
1,52 MeXCTpOYHBIMU MHTEPBAIAMH.

B pacnopsauTensHble JOKYMEHTHI HE CIIEAYyeT BKJIOUaTh ITYHKT
0 JIOBEIEHUH JOKYMEHTa JI0 CBEJCHHS MCIIOIIHNUTENEH, TaK KaK MCIIOJ-
HUTENHN, KOTOPBIE JOIDKHBI OBITH O3HAKOMJIEHBI C JOKYMEHTOM, Tepe-
YHUCIISAIOTCS B yKa3arese (CIHCKe, JIUCTE) PACCHUIKH, KOTOPBIA TOTOBUT-
Csl BMECTE C TIPOEKTOM.

Ecmu pacnopsimutensHas 9acTh COCTOMT M3 OJHOTO IIYHKTA,
OH HE HyMepyeTcsi. B TekcTax pacHoOpsIIWUTENbHBIX JOKYMEHTOB
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HE YHOTPEOJISIOTCS COKPAIICHHUS «3aM.» U «3aB.» BMECTO CJIOB «3aMe-
CTUTEJIb» U «3aBEAYIOIUIT.

[IpoekThl pacHOpsSIAUTENBHBIX JOKYMEHTOB 00S3aTE€ILHO COTIIACO-
BBIBAIOTCS B YCTAHOBJICHHOM HOPSIIKE.

PacniopsiaurenpHbIE TOKYMEHTHI (KPOME COBMECTHBIX ) TIO/NTMCHIBA-
FOTCS B OTHOM 2K3EMILISIPE.

TIpoeKThI pacopsIAUTEIHHBIX TOKYMEHTOB TOTOBSITCSI HA OCHOBA-
HUW TIOPYYCHUN MOJKHOCTHBIX JIUIl MO0 B MHUIIMATHBHOM ITOPSIIKE,
1100 Ha MIIAHOBOW OCHOBE.

Pacnopasrcenue — pactiopsANTEIbHBIN JOKYMEHT (TIPaBOBOIi aKT),
M3/1aBaeMblil €IMHOINYHO PYKOBOJUTENIEM OpPTaHU3allui WU PYKOBO-
JUTENIeM CTPYKTYPHOTO ITOJIPa3/IeleHUsl B Mpeesiax CBOUX MOJHOMO-
YU B LEJSIX pa3pelIeHus] BOIPOCOB IIOBCETHEBHOM EATEIbHOCTH.

PacniopsixeHUsT MOTYT cOIepKaTh IOPYYCHHs ONEPATUBHOTO Xa-
paKTepa, N34aBaThCsl 110 OPraHU3aUOHHBIM, KaIpPOBBIM, (PMHAHCOBBIM
U IPYTHM BOIIPOCaM.

Bonpocel koMneTeHIIMN PyKOBOJAUTENEH CTPYKTYPHBIX MOfpa3ze-
JICHWH, 10 KOTOPBIM OHM MOTYT M3/1aBaTh PAcCHOpsDKEHUs, ONpenes-
I0TCSI PYKOBOAMTEJIEM OpraHu3aluu. PacnopspkeHus MoryT ObITh: 00-
IEr0 ¥ KOHKPETHOTO XapakTepa JAJIUTEIbHOIO ACHCTBUS; KOHKPETHOTO
XapakxTepa 0 Y3KOMY BOIIPOCY; Pa30BOI0 CIydas.

Kak mpaBuio, pacnopsbkeHUs: UMEIOT OIPAaHUYEHHBIM CPOK JIeH-
CTBUS U KacaroTcsi OTpaHMYEHHOTO0 (Y3KOro) Kpyra opraHu3anuii 1 JInL.

PacniopspkeHUst JOIKHOCTHBIX JIMIL UMEIOT 00513aTEIIbHYI0 CHITY JUTS
MOAYMHEHHBIX UM OPraHMu3alui, CTPYKTYPHBIX HOAPA3ICICHUN U psi-
JIOBBIX pAaOOTHUKOB COOTBETCTBEHHO.

Pacnopsoxenmst oopMITsTtoTes Ha O61aHKaX yCTaHOBIEHHOTO 00pas-
1a ¢ coomonenneM Beex Tpedopanmii [OCTa k oopmiieHHIO peKBU3H-
TOB. TeKCT pacropsKeHUs MOKET HUMETh KOHCTATUPYIOIIYIO YacTh; Ha-
yiHaThcs ¢ KiodeBoro ciosa (ITPEAJIATAIO, OBA3bIBAIO u . 1.);
HAYMHATHCS HEMOCPEICTBEHHO C MYHKTOB, (POPMYJIMPYIOLINX pacropsi-
JIUTEIbHBIC AEHCTBHS.

Ecnu pacniopsikeHHe MMeeT KOHCTaTUPYIOLIYIO0 4acTb ¢ OObsICHE-
HUEM TPUYUH U3/IaHUS JOKYMEHTAa, TeKCT PaclopsAIUTEIbHON YacTH,
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KaK MpaBujio, HaauHaeTcs ¢ kimouesoro ciosa (ITPEJJIATARO, OBSI-
3bIBAIO, HEOBXOJMMO, CUUTAIO HEOBXOAMMbIM, PEKO-
MEH/YIO u T. 1.), mociie KOTOpOTro CTaBUTCS JBOCTOUHE.

Ecnu pacniopsbkeHre He COIepKUT KOHCTAaTUPYIOIEH JacTu (TIpeam-
Oyme), ero TekeT HaunHaeTcs cimosamu [IPEJIJIATATO, OBS3BIBALO.

Jomyckaercs ynpouieHHOe 0QOpMIICHHE PacTIOPSHKEHHA, TP KO-
TOPOM KJTFOYEBOE CIIOBO OITyCKaeTcs. B TakoMm ciydae mpu HaIU4UU
peaMOyJibl IBOCTOUYHE CTABUTCS B KOHIIE MPeaMOYIIbl; TPH OTCYTCTBUU
peamMOyJIbl TEKCT HAUMHASTCSI HETTOCPEICTBEHHO C ITYHKTOB, M3J1araro-
IIUX PaCTIOPSAUTEIbHBIC TEHCTBHS ¢ YKa3aHUEM UCIIOIHUTEIICH U cpo-
KOB MICTIOJTHCHHUSI.

Ilpukaz — pacriopsiIUTENbHBIA JOKYMEHT (IPAaBOBOM aKT), U3Ja-
BaeMBbIi CANHOJINYHO PYKOBOJAUTCIICM B LCJIAX pa3pCuICHNA OCHOBHBIX
1 OTICPATHUBHBIX 3aa4.

JloIKHOCTHBIE JTHIA (a B MX OTCYTCTBHE — JIUIA, OPUITHATBHO HC-
HOJIHSIONINE MX OO0S3aHHOCTH) M3JAIOT NPHKA3bl B MPEeTax UX KOM-
HETSHIUH TI0 OTEPAaTHBHBIM, OPTaHU3alMOHHBIM H JIPYTUM BOIPOCaM
paboThl OpraHU3alky.

HpI/IKa3I)I MOTYT U3daBaTbCs: BO MCIOJHCHUE HOPMATHBHBIX IIpa-
BOBBIX AKTOB BBIIICCTOALIUX OPraHOB YIIPABJICHUA, B LEIAX OCYIICCT-
BJICHHS COOCTBEHHOH MCIOIHUTEIBLHO-PACTIOPAANTEIBHON AEATEIBHO-
CTH, BBITEKatOMIeH n3 QyHKIMIA 1 3a/1a9; A7 yTBEP)KACHHS M BBEICHUS
B JIcfiCTBE HOPMATHBHBIX JOKYMEHTOB (ITIOJOKCHUH, WHCTPYKIHH,
NpaBHJI, PEINIAMEHTOB); B LIEJISX PEryJIMPOBAaHHS BOIPOCOB (pUHAHCH-
poBaHus MaTCpUaIbHO-TEXHUYECKOIO, I/IH(I)OpMaHI/IOHHOI‘O 1 TOKYyMCH-
TAI[MOHHOTO 00ECIIeYeHUsI U JIp.; MO BOMPOCaM OpraHM3aIliy, TUIAHH-
POBaHUS, PETYIHPOBAHUS, KOOPAWHALMH JESITEIFHOCTH W KOHTPOJIS
3a JIeATENBHOCTHIO; M0 aIMHHHUCTPATHBHO-XO35HCTBEHHBIM BOIIPOCAM
(9KCIITyaTanuy TOMEIICHUH, TPAaHCIIOPTHOTO OOCITY)KWBaHUS, BHY-
TPEHHEH CBSI3U, OXPaHbl, HA3HAYCHHUS ISKYPHBIX U T. IL.).

BOHpOCI)I KOMIICTCHI MU JOJIDKHOCTHBIX JIMI], 10 KOTOPBIM OHU MO-
I'yT U3/aBaTh MPUKA3bl, ONPEICIISIOTCS PYKOBOAUTEIEM OpTraHH3aIlHH.

[Mpukaser ohopmisitoTcs Ha ONaHKaX YCTaHOBICHHOTO 00pasia
¢ cobmonenreM Beex Tpedbosanuii Hactosiero 'OCTa k opopmiteHHTO
PEKBU3UTOB.
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IIpuka3el, B KOTOPBIX (DUKCHUPYIOTCS YIIPAaBICHUYECKHE PEIICHHUS,
KacaroIllMecsl KOHKPETHBIX PaOOTHHKOB U CBSI3aHHBIE C TPYHLOBBIMHU
OTHOLICHUSIMH (IIPUKAa3bl IO TEM BOIIPOCaM TpyHa U TPYIOBBIX OTHO-
LIEHUH, KOTOphle perynupyrorcs TpyaoBeiM kopekcoMm Poccuiickoit
®denepannn), ABISIOTCS MPUKAa3aMHU 0 JINYHOMY COCTaBy U B JEJIONPO-
M3BOJICTBE BBIJICNAIOTCA B OTJENIbHBIN MaccuB. [lopsiiok n3ganus npu-
Ka30B 1o TUYHOMY cocTaBy u padotsl ¢ HuMu ['OCT P 7.0.97-2016 ne

peTyaupyer.

Pewienue — pacnopsAMTENIbHBIN JOKYMEHT, U3aBacMblii OpraHa-
MHU, JICHCTBYIOIIMMHU Ha OCHOBE KOJIIETHATIBHBIX MPUHIIUIIOB YIIpaBJIe-
HUA (COBETHI, KOMUCCHH, KOJUICTHH, PABJICHUS U T. 1I.), TT0 Haumboee
B)XHBIM BOIIPOCAM UX KOMIETEHIIHH.

Pemienust konsernaibHBIX OpraHoB 0(hOpMILIFOTCS Ha OJIaHKax ycTa-
HOBJIGHHOTO 00pa3lia WM CTaHAapTHHIX JHucTax Oymaru Oe3 OnaHka
¢ coOmnrofieHueM BcexX TpeOOBaHUH K O(OPMIICHHIO PEKBU3UTOB U UMeE-
0T CIIeyIOIe OCOOCHHOCTH: 1aTOH pelIeHH s SBIISETCs aTa MPoBee-
HUSI 3aCE€AaHNs] KOJUIETHaJIbHOTO OpraHa, Ha KOTOPOM JJaHHOE PELICHUE
OBUIO MPHHATO; PETMCTPALIMOHHBIA HOMEP PELICHUs] COCTOUT U3 HOMeE-
pa IpOTOKOJIa U HOMEpa PaccMaTpUBAEMOTO BOIPOCA B MOBECTKE JHS
3acellaHusl, Ha KOTOPOM OBLIO MPHHSTO pelieHue (Ipu HeoOXOAUMOCTH
MOXKET JOTONHATHCS TOPSAKOBEIM HOMEPOM pEIICHHUS B Mpeeax Ka-
JICHJIAPHOTO TO/Ia); 3ar0JIOBOK K TEKCTY COOTBETCTBYET (OPMYIUPOBKE
BOIIPOCA B IIOBECTKE JHS 3aC€NaHMs KOJUJIETHAILHOIO OpraHa, 1o KOTo-
pOMy IIPHUHSTO AAHHOE PELICHHE; TEKCT PEICHMs BCErAa COCTOUT U3
JBYX YacTei: KOHCTaTHPYIOIIEH 1 pacropsiinTeIbHON (ecin pelieHne
W3/1aeTcs M0 MHULUATHBE JTAHHOTO OpraHa, TO B KOHCTAaTHPYIOILeH va-
CTH YKa3bIBAIOTCSI MPUYMHBI U3IaHKUS U LIEJIU; €CIIU PELUICHUE M31aeTCs
Ha OCHOBaHHWHW PACHOPSIUTEIHLHOTO JOKYMEHTa BBIIICCTOSIIETO Opra-
Ha yIpaBJIeHUs], TO B KOHCTAaTUPYIOLIEH 4acTH AAeTCs CChUIKA Ha HETO).
B pemrenusix xoymurernanbHbIX opranoB riepes ciosom PEIJI (PELLIN-
JIA, PEIIMJIN) oGsi3aTenpHO yKa3bIBaeTCsl Ha3BaHUE KOJUIETHAIBHOTO
opraHa, NMPUHUMAIOIIETO JaHHOE pelleHue. PeleHue, Kak MpaBwIo,
MOJIMHUCHIBAETCS TIPE/ICEaaTeNIeM U CeKpeTapeM KOJJIETHaJbHOTO Opra-
Ha, €CJIM MHOE HEe YCTaHOBJICHO HOPMAaTHBHBIMH aKTaMH (HarpuMep, Mo-
KET MOJNHNCHIBATLCSI BCEMU YJIEHAMH KOJUIETHAIbHOIO OPIraHa).
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ITopsimox puHATHS 1 OOPMIICHHUS PEIICHUH KOHKPETHBIMH KOJIJIC-
THATBHBIMH OpTraHaMH JTOJDKEH OBITh OTPAXKEH B IPABOBBIX AKTaX, PETy-
JTUPYIOIINX EATEIIEHOCTh dTUX OPTaHOB (TTOJIOKEHUSX, PETIIAMCHTAX ).

ITocne moamucaHus U PETUCTPAITUN PEIICHUST PACCHUTIAIOTCS] B BH-
JIe 3aBEPEHHBIX KOITHI WU BBIMICOK U3 PEIICHUI BCEM UCTIOTHUTEIISIM
1 3aMHTEPECOBAHHBIM JIUIAM TI0 CITUCKY PACCHUIKH.

Paccpiika komuii (WIH BBITICOK) OCYIIECTBISIETCS] B ICHD UX MOJ-
MHUCAaHUs WK Ha CIEAYIOUINI AeHb.

4.3. UndopmMannoHHO-CIPABOYHbIE JOKYMEHTBI

HHpopMaIiMoHHO-CIIPaBOYHbBIC JOKYMEHTBI — JIOKYMEHTBI, MPEJI-
Ha3HAUCHHbBIC IS Tepeiaund HH(OPMAIMK OT OJTHOTO ajapecara K JApy-
romy 00 JUTsl PUKCAIUN KaKUX-THO0 WH(POPMAIIMOHHBIX CBEICHUM.
K HUM OTHOCSATCS: aKThI, CITPABKH, CBOJIKHU, JIOKJIATHBIC 3aITMCKH, TIPE/I-
JIOXKEHUS, TIeperncKa U Ap. JIOKyMEHTBI 3TOM CHUCTEMBI UTPAIOT CITYKe0-
HYIO POJIb 10 OTHOIICHHUIO K OPraHU3aI[MOHHBIM U PACTIOPSAIUTEIHHBIM
JokymMeHTaM. MH(pOpMaIMOHHO-CIIPaBOYHbIE IOKYMEHTBI HE COJIEpXKAT
MOpYy4YeHH, He O0OA3BIBAIOT JeHCTBOBAThH CTPOTO ONpPENEICHHBIM 00-
pa3oM, Kak pacHopsIUTEIbHBIC JJOKYMEHTBI, HO COOOIIAIOT CBEJCHMUS,
moOyXafoI1e MMPUHUMATh ONpECICHHbIC PEIICHUs, UHAYe TOBOPS,
UHUIMUPYIOT YIIPABJICHUYECKUE PELICHHMSI, TIO3BOJISIFOT BHIOPATH TOT HIIH
WHOW CIIOCO0 YIPaBICHYECKOTO BO3ICHCTBUSI.

AKm — TOKYMEHT, COCTaBJICHHBI HECKOJIBKUMU JINLAMU JUTSI TIOA-
TBEPIKJICHHSI YCTAHOBJICHHOTO (DaKTa, COOBITHS, ICHCTBHS.

Haznayenue akta — ycTaHOBJICHHE (PAKTUIECKOTO COCTOSHUSI JIeI
Y TIpaBUIIbHOE (0OOBEKTHBHOE) OTPAKEHHE €T0 B TEKCTE. AKTHI COCTaB-
JSIFOTCSL HA OCHOBE YEPHOBBIX 3aIIUCEH, KOTOPBIE BELYTCS BO BpEMsl pa-
00TbI, 1 GUKCHPYIOT (aKTHUYECKHUE NaHHbIE, KOJMYECTBEHHbIE MOKa3a-
TEJIW U APYTHE CBEICHMS WM ONMHCBIBAIOT COOBITHS, MPOU3OMIEAIINE
B IPUCYTCTBUM CBUIETENEH. B akTe oTpaxarorcst TOJIBKO Te (aKThl, KO-
TOPBIE TOYHO YCTAHOBJICHBI JIMIIAMH, TIOATMUCHIBAIOIIUMH aKT.

B HEKOTOPBIX CITy4asix aKThl HE TOJIBKO (PUKCHPYIOT YCTAHOBIICHHBIC
(axTbl 1 COOBITHS, HO U COAEPIKAT BBIBOABI, PEKOMEHIALMH U IPEesIo-
JKeHHS (aKThI IPOBEPOK, OOCIIEIOBAaHU, PEBU3UH U T. II.).
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Kak mpaBuiio, akThl COCTABISIOTCS KOJUIETHAIBLHO (HE MEHEee JIBYX
cocraBuTeseil). B G0NbIIMHCTBE CilydaeB aKThl COCTABISIOTCS KOMHC-
CHUSIMH — KaK TIOCTOSHHO JICWCTBYIOIMMHE Ha PEryIsIipHON OCHOBE (Ha
OCHOBaHUH CIEINAIBFHOTO TIOJOKEHUS), TaK U CIIENHATbHO CO3/1aBa-
E€MBIMU TI0 PEIIEHUI0 PYKOBOJCTBA COOTBETCTBYIOIIUMH PACIOPSIN-
TEIHHBIMH IOKYMEHTAMH I KOHKPETHBIX CUTYaIHi.

B otnenpHBIX ciaydasx (O4€Hb PEIKO) aKT MOXKET OBITh COCTaBIICH
OHUM YTIOJIHOMOYEHHBIM JIUIIOM WJIM HECKOJBKUMH JINLIAMH, HE SB-
JISIOUIMMHCS YJICHAMH KaKOH-TH00 KOMUCCHU WIIH APYTOTO YIIOTHOMO-
YEeHHOTO OpraHa.

B 3aBucumocTy OT MOBOAA IS COCTABJICHUS aKTa MOTYT IIpPHMe-
HATHCS CIIeYIOIINE PAa3HOBUIHOCTH: aKThI TUKBUAANH (YUPEKICHUHN,
MIPEINPUATHI, OpPraHU3alNi); aKThl OCMOTPOB; aKThl OOCIIEOBAaHUN;
aKThI TIpHUeMa-Triepesiadu (Ipu CMEHe PyKOBOJICTBA, TIPH Mepeaade Jell,
MaTepHalIbHBIX [IEHHOCTEH U T. 1I.); aKThI TpHeMa 0ObEKTOB; aKThI IPO-
BEJICHUA MCTIBITAHUN; aKThl PEeBU3UI; aKThl BBIJCIECHUS JIEN K YHHUTO-
KEHHIO; aKThl YHHYTO)KEHUSI UCTIOPYEHHBIX MM OTPabOTaBIINX CBOU
CPOK MaTepUaIbHBIX IIEHHOCTEH U T. I1.; aKThI CIIUCAHUS; aKThl HHBEH-
TapHu3aIiy; aKThl HECYACTHBIX CITydaeB, aBapuil U Jp.

AKTBI MOTYT 0(OpMIIATECS Ha 001IeM OaHKe, Ha OlaHKe KOHKPET-
HOTO BHJIa IOKYMEHTA WJIM Ha CTaHIapTHOM JiucTe Oymaru ¢opmara A4
(6e3 Omanka).

OdopmIiieHne akTa MOXKET HMETh HEKOTOPhIE CIENU(PUUECKUE 0CO-
OEHHOCTH B 3aBHCHMOCTH OT €r0 Pa3HOBHJIHOCTH. TpeboBaHUS K OT-
JIENbHBIM BUJAAM aKTOB MOTYT ONPEAENATHCS HOPMATUBHBIMU IIpa-
BOBEIMU akTamu Poccuiickoit ®enepammm, cydbekta Poccuiickoii
®denepanyy WM MyHUITUTATBHBIMA TPABOBBIMH aKTaMHU.

Ecnu Her ycraHOBJICHHOW HOPMATHBHBIMU JTOKYMEHTaMH (OpMbI
aKTa, TO BHE 3aBHCHMOCTH OT Pa3HOBHIHOCTH aKTHl COCTaBISIOTCS
M0 €MHOM CXeMe C HMCIOJIB30BAHUEM CIIEAYIONINX CTaHIAPTHBIX PEK-
BU3UTOB: 05 — HaMMEHOBaHHWE OPraHM3AlNN — aBTOPA JOKYMEHTa;
09 — nanmenoBanue Buna gokymenta (AKT); 10 — mara moxkymeHn-
Ta; 11 — perucrpanuoHHbI HOMep JOKyMeHTa; 13 — MecTo cocTas-
nenust (M3gaHusA) DOKyMeHTa; 16 — Tpud yTBep)KIAeHHS AOKyMEHTa
(s yTBEpKIAeMBIX aKTOB); 17 — 3aroloBOK K TEKCTy; 18 — TekcT
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JTOKyMeHTa; 19 — oTMeTKa O MPWIOKEHUH (IIPH HATUYUN TIPHIIOKE-
HU); 22 — moanuck; 24 — medars (B psizie CIydaeB akT 3aBepseTcs
nevarsio); 30 — oTMETKa O HampaBJICHUN JOKYMEHTa B JEJO.

IIpu odopmieHnn pEeKBU3UTOB aKTa HEOOXOAMMO COOIIONATh
ycranosinenable 'OCTom TpeboBanmsa. HanMmeHoBaHME OpTaHU3AINHI
JTIOJKHO COOTBETCTBOBATH YUPEAMTEIBHBIM JOKyMEHTaM, BKIIOYATh
OpraHU3alMOHHO-TIPAaBOBYIO (hOpMy, a TakKe COKpalleHHOEe HanMe-
HOBaHHWE, €CIIM TakoBoe mMeercs. HamMmeHoBaHWe BHIa AOKyMEHTa
MeJaTaercs MPOMUCHBIMU OyKBaMU, )KUPHBIM MIPU(PTOM U BBIPABHU-
BaeTCsd MO LEHTPY B OJaHKaxX C LEHTPUPOBAHHBIM PACIOIOKEHUEM
pexBu3nTOB. [laToii akTa sABIsETCS AaTa akTUpyeMoro cooniTus. Ecin
KOMHCCHS pabOTaeT HECKOJIbKO THEH, yKa3bIBAeTCs JlaTa IMOCIeIHe-
ro AHS paboThl. PerncTpaninoHHBIM HOMEPOM aKTa SIBISIETCS €ro Io-
PSAKOBBI HOMED, KOTOPBIA MOKET JONOJHATHCS MHJEKCOM Jea 10
HOMEHKJIaType 11eJ1, OyKBEHHBIM 0003HaUCHUEM HAUMEHOBAHUS JOKY-
MEHTa U T. [I.

MecTo cocTaBieHHs akTa JOJKHO COOTBETCTBOBATh MECTY aKTHUpye-
MOTO COOBITHS. 3ar0JIOBOK K TEKCTY AOJIKEH TPaMMaTHIECKH COTJIACOBBI-
BaTbCs CO CIIOBOM «aKT». OOBIYHO OH BKIIFOYAeT (POPMYIHPYEMBIIL C MO0-
MOIIBIO OTIVIArOJIFHOTO CYIIECTBUTEIHHOTO BUJ aKTHPYEMOTO COOBITHS
B TMIPEUIOKHOM TaJie’Ke C TPEIUIOTaMH «0», «00» (Harmpumep: «O BbI-
JIENIEHNN K YHUYTOXXEHUIO JOKyMEHTOB, HE TIOIEKAIINX XPaHEHUION,
«O 3aBepmennn padot no Baeapenuio 'OCT P UCO 15489-1-2007»).
IIpu ucnonp3oBanny OIaHKa C YITIOBBIM PACIIOIOKEHHEM PEKBHU3UTOB
3aroJIOBOK TedaraeTcsi 0e3 ab3ara oT JeBOro MOt JOKYMEHTA.

TexkcT akTa COCTOMT W3 NIBYX YacTei: BBOMHOW M OCHOBHOH (KOH-
cTarupylomien). B HeKOTOphIX ciaydasx (HarmpuMep, B akTax MpOBEPOK,
o0cie[oBaHM, PEeBU3UHA M HEKOTOPHIX APYTHX) TEKCT aKTa MOXKET J0-
MIOJIHATBHCS TPEThEN 3aKITIOYMTENBHOM YacThlO, COJEPKAallleid BBIBOJIbI,
PEKOMEHIAINH, TIPEITIOKEHUSI.

BBoanas dacte B OONBIIMHCTBE CIIy4aeB COAEPIKUT yKazaHWE Ha
OCHOBaHHE COCTABJIEHUS aKTa W TEPEYNCICHHE JIWI, COCTAaBUBIINX
akT. OCHOBaHHUEM JIJIST COCTABJICHHSI aKTa MOXKET OBITh: TOKyMEHT (pac-
MOPSAAUTEIBHBIN TOKYMEHT, IOTOBOP | T. I1.), B COOTBETCTBUHU C KOTO-
pBIM ObI1a 00pa3oBaHa KOMUCCHS; JOKYMEHT, HA OCHOBAHUN KOTOPOTO
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akTupyercs (akt, coOpITHE WK AelicTBHE (TPOBEACHUE PEBU3NH, TIPO-
BEPKH U T. T1.); HETIOCPEICTBEHHO (PaKT, COObITHE, TEHCTBHE.

BBonHas yacth akra HauMHaeTcs ci1oBoM «OCHOBaHHUE», KOTOPOE
revaraercs yepes3 2—4 MeXCTPOUYHBIX HHTEpBaJia rmocie 3aroioska. [1o-
cie cioBa «OCHOBaHME» CTAaBUTCS JIBOETOYME M YKA3bIBAETCS HAMMe-
HOBaHHWE JIOKyMEHTa B IMEHUTEIFHOM TaJieXKe, €ro aBTop, Jara, HoMep
Y 3aT0JIOBOK K TEKCTY, HaIpuMep:

OcnoBanue: npuka3 aupekropa ot 00.00.0000 Ne 000 «O nposene-
HUH TPOBEPKU COXPAHHOCTH JOKYMEHTOB B CTPYKTYPHBIX IMOIpa3ie-
JICHUSXY.

Jlanee ¢ HOBO#l CTPOKH ¢ MPOMUCHOW OyKBBI MUAMIETCS cIT0BO «Co-
craBieH» («CocTaBieH KOMHUCCHUEH), TIOCIIE KOTOPOTO CTaBUTCS JBO-
€TOYHe W TIEPEUNCIIAIOTCS JINIA, COCTABUBIIHUE aKT (YIIOIHOMOUYEHHBIE
JUIa, TPECEAaTeNb  YJICHBl KOMUCCHH) C YKa3aHHEM JIOJDKHOCTEH,
(ammmii 1 THALMATOB. B Tex cimyyasx, Korna Juia, COCTaBUBIINE aKT,
paboTaroT B IPYTHX OpPraHU3aIUIX, YKa3bIBAIOTCS MMOJHBIE HAMMEHOBA-
HUS IOJDKHOCTEH, BKITIOYAIOIIE HAa3BaHUS OpraHU3aIfii.

Ecnu akt cocraBiieH KOMHUCCHEHN, TO IEPBOl yKa3bIBaeTCs (paMUITHs
npeacenarens Komuccuy. aMUINY 9JIeHOB KOMUCCHU PACIONaraioTcs
B a(paBUTHOM TIOPSIAKE, HYMEPYIOTCS apaOCKUMH I(pamMu ¢ TOUKaMU
Y Tieyararorcs yepes 1,5 MeXCTpOUHBIX HHTEpBaja JIpyT OT ApyTa.

B HeoOXoAMMBIX CiTydasx JOIMyCKaeTCsl MPUBOAUTH CBEACHHUS O J10-
KyMEHTaX, YJIOCTOBEPSIFOIIUX JTMYHOCTh U TIOJTHOMOYHSI JIUII, Y4aCTBO-
BaBIIINX B COCTABJICHUH aKTa, M UX ajpeca.

Ecnu xpome 4iieHOB KOMICCHH (YTTOITHOMOYEHHBIX JIUIT) TPHA aKTHPO-
BaHHUHU COOBITHS TIPUCYTCTBYIOT JIPYTHUE JIUIIA, HE SBJISIONIMECS YICHAMHU
JTAHHOW KOMHCCHH WJIN YIIOJIHOMOYEHHBIMH JIHIIAMH, TO UX JIOJDKHOCTH,
VHUIAAJIB ¥ (paMIIIiu TIepedrcistoTes mocne ciosa «lIpucyrcrBoBa-
Iy yepes 1,5 MeXCTpOUHBIX MHTEpBaNIa APYyT OT ApyTra.

CrmoBa «OcHoBanmey, «lIpencemarensy, «YUIeHBI KOMECCHI,
«[IpucyTcTBOBAINY MUNIYTCS C MPONHCHONW OYKBBI OT JICBOW I'DAHUIIBI
TEKCTOBOTO 10JIs1 (03 KaBbIUeK).

OcHoBHas (KOHCTaTHPYIOIas) YacTh HAYMHACTCS ¢ ab3ama. B Heit
M3TIAraloTCsl HENH, 3aJa4dH, CyIIHOCTh, XapakTep W METOAbI paboTHI,
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MPOZIETIAHHON COCTaBUTENSAMHU aKTa, YKa3bIBAIOTCA CPOKH PabOTHI KO-
MUCCHU (YIIOTHOMOYEHHBIX JIHIL), GUKCUPYIOTCSI YCTaHOBIICHHBIE (haK-
ThI (COOBITHSI) M pe3yJIbTaThl, AENAIOTCS BBHIBOABI U 3aKIIOYCHUS U TIPU
HEOOXOIMMOCTH JTAIOTCS MPEIOKEeHNs, pekoMeHaanun. Koncrarupy-
I011as1 9aCTh (MJIM TOJIBKO PE3yJbTaThl pabOThI) MOXKET OBITH odopmite-
Ha B BHJIE€ TaOIHIGI.

BrIBOzIBI, 3aKITIOUEHUS, TIPEUIOKEHUS Y PEKOMEH/IAINH MOTYT BBIZIE-
JISITBCS B OTZENBHYIO (3aKITIOYMTENBHYIO0) 4aCTh. JTa 4aCTh TEKCTA HE SIB-
JsieTCst 00513aTeNIbHOM, aKT MOJKET 3aKaHUUBATHCSl KOHCTATAIHEH (haKkToB.

BrIBOIBI, 3aKITIOUSHHS, TIPEITIOKEHNS TIeYaTaloTcs ¢ ad3amna u Mo-
TYT COCTOATH U3 HECKOIBKUX MTyHKTOB.

B ciyuae necormacus Koro-iu0o U3 COCTaBUTENEH ¢ comep kaHneM
aKkTa 0c000€ MHEHHE ITOTO COCTABUTENS OPOPMIISIETCS] B BUAC TIPUIIO-
KEHHUSA K aKTy.

[Tpu HE0OXOMUMOCTH B KOHIIE TEKCTa C a03aI[HOTO OTCTYyIa yKa-
3BIBAIOTCS] CBEJIEHHS O KOJMYECTBE COCTABJICHHBIX K3EMIUISPOB aKTa
M MECTe MX HaXOXJCHUS WM aJpecarax, KOTOpbIM OH HampasieH. Ko-
JIMYECTBO SK3EMIUISIPOB aKTa OMpeNesieTcs MPaKTUIeCcKol HeoOXoIu-
MOCTBIO, KOJMYECTBOM 3aWHTEPECOBAHHBIX CTOPOH WJIM HOPMATHUBHBI-
MH JIOKyMEHTaMH, PErIaMEHTHPYIOIMMH COCTaBJICHHE KOHKPETHON
Pa3HOBHIHOCTH aKTa.

IIpn HeoOXOAMMOCTH TEKCT aKTa MOXKET OBITh pa3/eieH Ha MMyHKTHI
Y TIOAITYHKTHI. AKTBI MOTYT UMETH Npuiiokenus. [1pn Hanmmaum mpuso-
KEHUU OTMETKa 00 UX HATMYUH O(POPMIISETCS MOCIIe CBECHHUH O KOJIH-
YECTBE IK3EMIUIIPOB aKTa Mepe/T MOAIMHCIMU.

AKT TIOATIMCHIBAIOT BCE JIMIIA, YYACTBOBABIINE B €TO COCTABICHUN
Y TIPUCYTCTBOBABIINE TIPU €r0 COCTABJICHNH, TIPH 3TOM HaWMEHOBAaHUS
JOJDKHOCTEH niepet GaMIITHSIMUA He YKa3bIBAIOTCS: €CIIH aKT MOJITHCHI-
BaeTCsl KOMUCCHEW, TO BMECTO JIOJDKHOCTEH yKa3bIBaeTCs pacIipesiene-
HUE 00s3aHHOCTEH MPHU COCTABIICHUH aKTa (Ipeicenareiab KOMHUCCHU,
YJIEHBl KOMUCCHH); €CJIM aKT COCTaBIISETCS HE KOMHCCHEH, a Tpynmnon
JIWIL, TPOCTABIISIFOTCS TOJBKO MOJIMCH, HHUAIIAIBI U AMUIINH JIHII, CO-
CTaBUBIIHX aKT.

[Tpu pacmudpoBke moanuced WHUIKANBI CTaBATCS nepen (hamu-
ausiME 0e3 Mpo0esioB Mexay HHHIMadamMu U (amunueid. Damuins
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npejceaaresiss KOMUCCUU yKa3blBaeTcsl nepBoid. @aMuIMKM YJIEHOB KO-
MHCCHU (JTUI], COCTABUBIINX aKT) M MPHUCYTCTBYIOMINX PacIojararoT-
cs o andasuty yepes 1,5—2 MEKCTPOUHBIX HHTEPBAJIA APYT OT JIPyTa.

AKT cuMTaeTcs MPUHSITHIM MOCJE €ro MOMAMUCAHUS BCEMHU YJICHA-
MU KOMHUCCUU WM BCEMH JIMLAMH, YYACTBOBABIIMMH B €T0 COCTaBJIE-
Huu. JInIo, He comlacHOe ¢ Colep)KaHUEeM akTa, 00s3aHO MOJIKICATh
€ro ¢ OTOBOPKOI1 0 cBoeM Hecornacuu. Oco0oe MHEHHE YIeHa KOMHC-
cuu (JIMna, He COIIAaCHOTO C COAEpPKAHUEM aKTa) O(pOPMIISETCS Ha OT-
JIEJIbHOM JIUCTE U MPUIIATaeTCs K aKTYy.

B HEoOXOMMMBIX CiTydasix, €CIH 3TOTO TPEOYIOT HOPMaTHUBHBIE JI0-
KYMEHTBI, aKThl YTBEPKAAIOTCSI TEM PYKOBOAUTEJEM, MO pacHopsiKe-
HUIO KOTOPOTO MPOBOIMJIUCH NEUCTBUSI, 3aBEPLUUBIINECS COCTaBIIE-
HUEM aKTa, JU00 IOKHOCTHBIM JIMIIOM, K KOMIIETEHIIMH KOTOPOTO
OTHOCHTCSI COJICpXKAHKE aKTa. AKT TaK:Ke MOXKET ObITh YTBEPK/ICH pac-
MOPSIAUTEIBHBIM TOKYMEHTOM.

3aaenenue — NOKyMEHT, COIEpPIKAILNI ONPEACICHHYIO IPOCHOY HITH
NPEUIOKEHNE KAaKOTO-TN00 JINIA U aJpECOBAHHBIN JOJHKHOCTHOMY JIHILY.

3asBICHUS] MOTYT COCTABISTHCS PAOOTHUKAMM OpPraHU3aLluy JUIs
pelIeHnsl CIyKEOHBIX BOMPOCOB U JIMIAMHU, HE SBISIOMIMMHUCS pa-
OOTHHMKaMM, HAIPaBJSIIOIIUMH 3asBICHHUS MO0 KAaKUM-THOO BOIpOCaM
JOJKHOCTHBIM JIMLIAM.

B 3aBuCHMOCTH OT MpakTHYECKHX MOTPEOHOCTEH 3asiBICHUS MO-
ryT opopMIIATECSI Ha CTAaHIAPTHBIX JHcTax Oymaru ¢gopmara A4 Ge3
OnaHka (C pacnojoKeHHEM PEKBU3UTOB MO TUITY YIJIOBOTO OJIaHKa) K
C IPUMEHEHHEM YHU(PHULIUPOBAHHBIX (opM 3asiBieHni (OaHKOB), CIie-
UaIbHO pa3paboTaHHBIX OpraHu3alKel, a TaKkKe YHUPULINPOBAHHBIX
¢dopM, pa3paboTaHHBIX U YTBEPHKACHHBIX COOTBETCTBYIOIIMMH JIOJIK-
HOCTHBIMH JIMLIAMH.

3asBIeHUE MOKET OBITh HAITMCAHO 3asBUTEIEM OT PYKH WM OTIIE-
YaTaHo.

[Ipu odopmieHnH 3asBIEHUH, COCTABISIEMBIX PAOOTHUKAMH Opra-
HU3ALMU JJIS1 PELICHUs CIYKEeOHBIX BOIPOCOB, U padOTe ¢ HUMH HC-
MOJB3YIOTCA CIEAYIOIre PeKBU3NUTH: 05 — HauMEHOBaHUE OpraHu3a-
UM — aBTOpa JOKYMEHTa (BMECTO HEro yKa3blBaeTCs HAMMEHOBAHUE
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oprana); 09 — HanMeHoBaHKe Buaa JokyMeHTa (cinoBo 3ASBIIEHUE
pacrionaraeTrcs HIDKE MPEIBIAYIIer0 PEeKBH3HUTA, MEYATACTCs 3aryaB-
HBIMU OyKBaMH U BBIJICISICTCS YKUPHBIM MIPUPTOM NPH TTOJITOTOBKE 3a-
SBIICHUS Ha KommbloTepe); 10 — mara moxkymeHTa (aTa COCTaBICHHS,
odopmiIsieTcsi HUKe HAaMMEHOBaHUsI BUJA JIOKyMeHTa); 15 — anpecar
(YKa3BIBAIOTCS TOIHKHOCTH, MHUIHAIBI M (DaMUITHSI KOHKPETHOTO JTOJIK-
HOCTHOTO JIMIIa, KOTOPOMY aApecyeTcs 3asBicHue); 18 — TeKCT mo-
KyMeHTa; 19 — oTMeTka o MpHuiIoKeHU! (MIPH HAJIWYUHA OJHOTO HWIIN
HECKOJIBKUX MPUIIOKEHNH); 22 — moanuck; 28 — pesomonus; 30 —
OTMETKa O HAIpPaBJICHUH JTOKyMEHTA B JIEJO.

TexkcT 3asiBIEHUs MUIIETCA C KPacHOM CTPOKM OT MEPBOTO JHIa
B CBOOOJTHOM (hopMe 1 HAaUMHAETCSI C U3TIOKEHHSI HETIOCPEICTBEHHO CY-
IIeCTBa BOTPOCA, 3aTe€M HM3jararoTcs neranu Bompoca. Comeprkarennb-
Hasl 9acTh 3asBICHUA-TIPOCHOBI HaunHaeTcst cimoBoM «IIpomry» («IIpo-
Ty pa3pemuTsb...», «lIpomry gomycTuTs...», «[Ipomry npenocTaBuTs...»,
«[Ipomry poBEpUTH COCTOSTHUE...» U T. M.). TeKCT 3aABICHUS MOXKET
HAaYMHATHCS THUMOBBIMH KOHCTPYKIMSMH JUIS BBOAA apryMEHTAIlUH:
«BBuny TOro 4to...»; «B cBs3u ¢ TeM uro...»; «Ha ocHOBaHMM TOTrO
YTO...»; «YUUTBIBas (YTO)...» U Ap. TEeKCTHI 3asBIEHUI 110 HEKOTOPHIM
MOBTOPSIONIMMCSI BOITPOCAM MOTYT OBbITh THITOBBIMH (TpadapeTHbIMH).

3asiBIeHNE MOXKET UMETh MPHUJIOKEHUS (TTOIJIMHHUKHA WA KOTTHH
JIOKyMEHTOB). B 3TOM ciydae Ha 3asBICHHH O(QOPMIISIETCSI OTMETKA
0 HaJIMYWU TPUITOKEHUSI.

3asiBeHNe TOAMMCHIBaeTCA cocraBuTeneM (aBTopom). lloammce
BKJIIOYAaeT HAUMEHOBAaHNE TOJKHOCTH JIUIIA, TIOAMNCABIIETO JOKYMEHT,
JUYHYIO TIOAINCH, pacin(pOBKY TOANKCH (MHUITHAIIBI U (PaMUIIHIO).

[TonnmucanHoe 3asBIEHHUE MEPEIACTCs] PYKOBOAUTEIIO IS MPHUHSA-
Ths pemeHus. Pemenne pykoBomuTens (pUKCHPYETCS B PE3OIIOIHH.
3asiBeHUE C PE3OJIONHEH MOXKET CIY)KHTh OCHOBAaHHEM K H3JIaHUIO
pacmopsIIMTENFHOTO JOKyMeHTa (Harmpumep, MpuKaza o MPOBEACHUN
9KCIEPTHU3BI, TPOBEPKH U T. T1.) WM JPYTOro JOKyMeHTa (MHChMa aBTO-
Py O MIPUHATHYN PEUICHNS U T. II.).

Ha ncronmHeHHOM JOKyMEHTE MPOCTABISIETCS OTMETKA 00 UCTIONHE-
HUU TOKyMEHTa ¥ HaIlPaBJIECHUH €r0 B AEJI0, TOCIIe Yero JOKYMEHT I0-
MEIIaeTcsl B COOTBETCTBYIOIIEE JIEI0 TI0 HOMEHKIIATYpe JIe.
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[Ipu cocraBieHny 3asBIEHU JIUIIaMH, HE SBISIOMIMMUCS paOOTHH-
KaMH OpTraHU3allii, U HApaBIsEMbIX UMHU 110 KaKUM-THOO BOIIPOCaM
JIOJDKHOCTHBIM JIUIIAM OpPTaHM3alllH, CIeIyeT UMETh B BUIY, YTO JTaH-
Hble 00 aBrope 3asBieHHs ((haMHIHs, UMS, OTUYSCTBO 3aSBUTESI, €r0
TIOJTHBINA JTOMAITHUNA afipec U TenedOH) MPUBOIATCS MOCHe yKa3aHUs
ajZipecata; B PEKBU3UTE IOAIKNCHY» CTAaBUTCS TOJBKO JIMYHAS TIOAINNCH
COCTaBUTEJI.

3anucku. JIns nepenyucku BHYTPU OpraHU3aIK IPUMEHSIOTCS J10-
KJIIHbIE, CITy)KeOHBIE, TTOSICHUTENbHbBIE U O0BSICHUTENNbHBIE 3aIHCKH.

3anvcku 0(hOpMITAIOTCS Ha CTaHAAPTHBIX JIMCTax Oymaru popmara A4.

[Ipu odopmiieHnn 3amucoK M paboTe ¢ HUMH HCIOIB3YIOTCA Clle-
IyIOIMe CTaHJapTHBIE PeKBU3UTH: 05 — HaMMEHOBaHHE OpraHM3a-
MU — aBTOpa JOKyMeHTa (yKa3bIBaeTCs HAaUMEHOBAaHWE OpraHa WIn
CTPYKTYPHOTO TOJpa3eIeHUs] BHYTPH OpraHa 6e3 HauMeHOBaHUS Op-
raau3anun); 09 — HamMeHOBaHWE BUAA AOKyMeHTa; 10 — marta mo-
KyMeHTa; 11 — perucrpanoHHbI HOMEp AOKyMeHTa; 15 — aapecar;
17 — 3aromoBOK K TEKCTY (COCTaBIACTCS K TEKCTY JIFOOOM 3aIMCKH);
18 — TekcT moxymeHTa; 19 — oTMeTKa O MPHIoKEHN! (TIPY HATHIUU
OJTHOTO WJIM HECKOJNBKHUX NMpUJIoKeHni); 21 — Bu3a (mpu He0OX0TUMO-
CTH COINTAcOBaHMA); 22 — TOAMHKCH; 25 — OTMETKa 00 HCIIOIIHUTEIES
(kpome 0OBACHUTENBHBIX 3aIMUCOK); 28 — pe3omonwust; 30 — oTMeTKa
0 HampaBJIeHUH JOKYMEHTa B JEIO0.

Jloxnaonasn 3anucka — NOKyMeHT WH(GOPMAIMOHHO-CIIPABOYHOTO
XapakTepa, apecOBaHHBIN BBIIICCTOSIIEMY AOJDKHOCTHOMY JIUILY, CO-
JepKalui U3JI0KEHUE KaKoro-ITiubo BOMpOca ¢ BHIBOJIAMH U ITPEIIIO-
KECHUSIMHU COCTABUTEISI HITH KaKyI0-THO0 TIPOCHOY.

B noknanHO#M 3anMCKe MOT'YT KOHCTATHPOBATHCS KAaK MMO3UTHBHBIC,
TaK W HeraTuBHbIC (DAKThI, IPEJIAraThCs JCHCTBHSI, KOTOPbIE HEOOXO-
JIUMO MIPEIIPUHATH B KOHKPETHOM CiIydae.

B 3aBHCHMOCTH OT COJICpKaHMsI U HA3HAUEHUS TOKJIAHbBIC 3aITUCKU
MOTYT OBbITh HH(POPMALIMOHHBIMU M OTYCTHBIMH: JIOKJIAIHbIC 3aITUCKU
HH(GOPMAIIMOHHOTO XapaKTepa MOT'YyT HH()OPMHUPOBATh O CIIOKUBIIICH-
Csl CUTyallMH, UMEBIIIEM MECTO SIBJICHUU WK (haKTe, XO/1€ BBITIOTHEHUS
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KaKUX-TM00 padoT ¥ T. /1.; OTYETHBIC JOKJIAIHBIE 3AMCKH COOOIIAoT
0 BBITIOJIHEHHUH 33JI1aHUH, TUIAHOB, YKa3aHUil, paboT M HOCAT HHpOpMa-
[IMOHHO-CITPABOYHBIA XapakTep.

JlokagHpIe 3aMMCKN MOTYT TOTOBUTHCS KaK 10 MHUIIMATHBE COCTa-
BUTENEH (C 1enbio MOOYINTh PYKOBOAMTENS MPHUHSITH ONPEAeTICHHOE
peIIeHue), TaK 1 1Mo YKa3aHHI0 PYKOBOJICTBA.

[Ipu odopmiteHnN TOKIAIHBIX 3aIIMCOK B KAYECTBE HANMEHOBAHUS
Bra nokymenTa ykaspiBaercs JJOKIJIAJITHAS 3ATINCKA.

TekcT HOKIaHOM 3aMUCKH COCTOUT M3 JIByX WIIM TPEX CMBICIIOBBIX
yacteld. B mepBoii, KoHCTaTHpyIomen (onucareIbHOM), YacTH H3ara-
IOTCSI IPUYHHBI, (AKThI, CHTYAIMH HITH COOBITHSL, TIOCITYKUBIIINE TOBO-
JIOM Ul COCTaBJIEHUs IAHHOIO JIOKyMeHTa. Bo Bropoil yactu naercs
aHaJIN3 CJIOKMBILEHCS] CUTYyallil, BOSMOYKHBIE BapUaHThI €€ Pa3BUTHUS
W pemeHus. OTa 4acTh B JOKJIAJHOM 3aliCKe MOXKET OTCYTCTBOBATH.
B Tperbeii wacTu AenaroTcs BBIBOJABI M MEPEUHCISIOTCS KOHKPETHBIE
JIEHCTBHS, KOTOpPbIE, TI0 MHEHUIO COCTABHUTENSI, HEOOXOIUMO TPEATIPH-
HSTHh B CBSI3U C M3JIOKCHHBIMU (hakTamu, (GOPMYIHPYIOTCS TPOCHOHI,
MIPEUIOKEHHS U PEKOMEHIAIINH COCTaBUTETIS.

B noknmamHbIX 3aMmUCcKax UCHONB3yeTcs (popMa M3IT0KEHHUS TEKCTa OT
HIEPBOIO JIMLA €IUHCTBEHHOIO 4ncia. JlokiaaHas 3anmucka MoXXeT ObITh
MIpeICTaBlIeHa B TEKCTOBOM M TaOJIMYHOM BapHaHTaX MIIM UX COYETAHHU.

JloknagHpIe 3aITUCKU TOMHCHIBAIOTCS COCTABUTENSIMH, €CIH OHU
MIPEICTABISAIOTCS HETIOCPEACTBEHHOMY PYKOBOIHMTEIIO MU PYKOBOAH-
TEJI0 OPTaHW3alM{, WIU PYKOBOAWTEIEM OPTraHW3aluu (WM JIUIIOM,
o(UIHANBHO €ro 3aMENIA0IINM), €CIIN OHU HAIPABIISIIOTCS BBIIIECTOS-
MM JIOJPKHOCTHBIM JTUIAM.

ITocne paccmoTpenus TOKIa HON 3alUCKHU TOJKHOCTHOE JIULIO, KO-
TOpPOMY OHa aJjpecoBaHa, opopMIIsieT Ha Hell CBOE PELLCHUE B BUJE pe-
30JII0LIMH, COAEprKalllell HOpyUeHHs 110 UCIIOIHEHUIO. 3aTeM JOKJIaHasl
3aIKCcKa IepelaeTcsl Ha UCIIOIHEHNUE.

Ha ucnionHeHHOM JOKyMEHTE IPOCTaBIIsETCsI OTMETKA 00 UCTIOJIHE-
HUU JIOKyMEHTA U HAIPaBJICHUH €T0 B JEJO0.

Cnysceonana 3anucka — JIOKYMEHT, WCIIONB3YyEeMBIN IS Bene-
HUS BHYTPEHHEU TIEPETUCKH O BBITIOJHEHUH KaKOW-THO0 paboThI (Kak

91



MPaBUIIO, TI0 BOTIPOCAM MaTepHaIbHO-TEXHUYECKOTr0, HHHOpMAaIUOH-
HOTO, OPTaHU3AIMOHHOTO, XO35HCTBEHHOTO 00ECIIeueHus H JIp.).

CryeOHble 3aITUCKU MPUMEHSIOTCSA Uil PEIICHUs] ONEePaTUBHBIX
BOTIPOCOB, BO3HUKAIONIUX B YTNPABIEHYECKOH AEATEIHHOCTH OPTaHOB
Y JOJDKHOCTHBIX JIMIL (3aIIPOCHI, yTOUHEHHE 3a/1aHui, MH(pOopMaIiu 1mo
3ammpocam, pa3bICHEHUS U Ap.). MOTyT mepeaaBaTbCst OOIBIITIOMY KOJH-
YEeCTBY aJ[pecaToB OJHOBPEMEHHO (B 3TOM CiIydae K HUIM COCTaBIIIETCS
CITUCOK PACCHUIKH).

Ciry>keOHBIE 3aIUCKH HE JOJDKHBI 3aMEHSTH JOKIATHBIC 3aIHCKH.
CryxeOHbIE 3aMUCKH MOTYT MMETh WH(GOPMAIMOHHBIN (BBIIaYa HWH-
CTPYKITHH, COTIPOBOXKIECHUE IPYTOr0 COOOIICHUS, OOBSIBICHHE, U3BE-
IIeHWe W T. 11.), MHAIMATUBHBIN (3armpoc nH(pOpMAaIH, W3BELICHHE)
WJTM OTYETHBIA Xapakrep.

[Tpu odopmiieHnn cIyKeOHBIX 3aIMCOK B KA4eCTBE HANMEHOBAHUS
Buna gokymenta ykasbiBaetcst CJIVKEBHA S 3AIINMCKA.

TexcT m3araeTcst OT MEPBOTO JIMIA €IWHCTBEHHOTO YHUCIIA U, KaK
MIPaBUJIO, COCTOUT M3 ABYX 4YacTeil — OOOCHOBAHWSI W 3aKITIOUCHUS.
[lepBast yacTb comep>KUT 0OOCHOBaHHE MTPUYUH COCTABICHHUS 3aITNCKU.
B Heli nmpuBOASATCS MOTHBBI ITOATOTOBKU CITYKEOHOW 3alHCKH, CCHITKN
Ha (paKkTBl U COOBITHSA, PEIICHUs, IPYyTHUE apTyMEHTHI, TOCTYKHUBIINE
OCHOBaHHUEM (TIOBOJIOM) ISl €€ COCTaBIICHUSI.

Bo BTOpO#i WacTh M3NIAraroTCs MPEMIOKEHUS, MPOCHOBI, 3asBKH,
MIpeUIararoTCsl peIeHns 1 KOHKPETHbBIE TEHCTBUS, KOTOpbIE, 110 MHE-
HHUIO COCTABUTEISI, HEOOXOANMO MPEATTPUHATS.

[Tpu HeobxomumocTH (HampuMep, U Iepeaadn CIoKHONW HHDOp-
MAIIH) TEKCT MOJKET TOTIONHATHCS TPEThEH 4acThi0, B KOTOPOH MOXKET
(hopMynHpOBaTHCS OXKUAAEMBIN PE3YJbTAT, KOHCTAaTHPOBATHCS OTKIIO-
HEHHE MPeJIOKEHUS, TPOCHOBI U T. TI.

Cry»eOHbIe 3aITMCKH MOTYT TOATHCHIBATHCS HEMTOCPEACTBEHHO CO-
CTaBUTENSIMH, PYKOBOJUTEISIMH TIOAPA3AEICHUA WIIH JTOJKHOCTHBIMU
JIUIIAMH B COOTBETCTBHH C UX KOMIIETEHITHEH.

[Tocne paccMoTpenwms CITy>ke0HO 3aITUCKH TOJDKHOCTHOE JIUIIO, KO-
TOPOMY OHa aJipecoBaHa, o(opMIIIET Ha HEH CBOE PELIeHNE B BUE pe-
30ITIOIINH, COAEPIKAIIEH TOPYUEHHsI TI0 HCTTONTHEHHT0. Ha cronneHHoOM
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JOKYMCHTC ITPOCTABIIACTCA OTMCTKaA 00 HMCIOJIHEHUH JOKYMEHTA U Ha-
IIpaBJICHHUU €10 B ACJI0.

Hoacuumenvnan 3anucka — AOKYMEHT, TIOSCHSIOUINIA coneprKa-
HUE OTAETBHBIX TOJIMKEHUH APyroro (OCHOBHOTO) AOKyMeHTa (TUIaHa,
oT4YeTa, IPOTPaMMBI U T. T1.) HIIM MIPOEKTa JOKYMEHTA.

[osicHuTENBbHBIE 3alUCKH HOCAT WH(QOPMAIIMOHHO-CIIPABOYHBIH
XapakTep W COCTABISIIOTCS K JIPYTUM JIOKYMEHTaM WM K MPOEKTaM
KaKuX-JIM00 JOKYMEHTOB B CITy4asix, KOTJa ClielyeT: 000CHOBaTh He-
00XOAMMOCTh WX W3JaHWUA (TPUHATHSA); IaTh KaKHe-THOO IOsICHE-
HUSI, Pa3bsSICHEHHST OTHOCHTENIBHO COJIEPYKAHUS OTICIBHBIX IOJIOXKe-
HUI 9THX JIOKYMEHTOB (IIPOCKTOB); JaTh HOPMATHBHO-TIPABOBOE W/HITH
(hMHAHCOBO-?KOHOMUYECKOE 000CHOBAHHUE MPOEKTA, yKa3arh IIaAHUPY-
€MBIE ITOCIIE/ICTBYSI €r0 MPUHSTHS.

[osicHUTENBbHBIE 3aITUCKH MOTYT O(QOPMIISITECS Ha CTaHAAPTHBIX
nucrax Oymaru ¢opmara A4 Oe3 OnaHka C YINIOBBIM WIJIH TPOJONb-
HBIM PacIoIOKEHUEM PEKBHU3UTOB. [Ipr odopMIIeHHH TOSCHHUTEIb-
HBIX 3aITHCOK B KAY€CTBE HAMMEHOBAHHS BHJIA JOKYMEHTA YKa3bIBACTCSI
MOSACHUTEJIbHA S 3ATINCKA.

ObvacnumenvHas 3anucka — TOKYMEHT, colepKamuid cooOre-
HUE BBIMIECTOSIIEMY PyKOBOIAUTEIIO, OOBSICHSIIONTNI MPUINHBI KAKOTO-
6o aeWcTBus, coObITHsA, (DaKkTa, MPOUCIIECTBUSA, CIOKUBIIEHCS CH-
Tyaru#, OOCTOSATEIBCTB, & TAK)KE MOCTYNKA W MOBEACHUS OTIACITBHBIX
pPabOTHUKOB.

OOBbsCHUTEIbHBIC 3AIMCKH HOCIT HH(GOPMAIIMOHHO-CIIPABOYHBIN
XapakTep W COCTABJIIIOTCS B CIydae HEBBITOJHCHUS 3aaHUHN, KaKOTO-
00 TOPYYCHHUS, OTCTYIUICHHSI OT YCTAaHOBJICHHBIX INPaBUI PaOOTHI,
HapyIIeHUST TPABWI BHYTPEHHETO TPYAOBOTO PaCHOpsIKa, TPYAOBOU
WM TEXHOJIOTHYECKON MHUCIUILIMHEI (OITO37aHue Ha paboTy, TPOTyII,
OTCyTCTBHE Ha pabouem MecTe, U T. 11.).

IIpu odopmieHnn OOBSICHUTENBHBIX 3allUCOK B KA4eCTBE HAW-
MeHOBaHUs BuAa mokymeHTa ykasbiBaeTcss OBBICHUTEJIBHAS
SAIIMCKA. JlaToii OOBSCHUTEIBLHOW 3alUCKH SIBISETCS Jara ee
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noanucanusa. OObsICHUTEIbHBIE 3AITMCKH BCET/IA aIpECYIOTCS KOHKPET-
HOMY JIOJKHOCTHOMY JTHILY.

TekCcT 3amucKu JIOIKEH OOBEKTHBHO OTpPaXKaTh COOBITUS M KOH-
KpeTHbIC (DaKTHI, aBaTh YETKHE Pa3bsICHEHHS, U COCTOUT, KaK MPABHJIO,
W3 JIByX YacTel: B MEPBOW YaCTH HM3NAraroTcs (DakThl, MOCTYKUBIINE
MOBOJIOM K HAITUCAHUIO 3aITUCKH, BO BTOPON — MPUYHHBI, OOBSICHSIO-
IME CIIOKHUBIIYIOCS CUTYAIIHIO, JICHCTBHUS, MPOUCIIICCTBHS.

OOBsICHUTENbHAS 3aITMCKA TTOJIITUCHIBACTCS] COCTABUTENIEM U MOXKET
OBITH O(hopMIICHA PYKOITHCHBIM CTIOCOOOM.

Cnysrcednble nucema — Pa3IAIHBIE TI0 COACPIKAHUIO TOKYMEH-
ThI, KOTOPBIE MCIIONB3YIOTCS TSI KOMMYHHUKAITUH MEXITYy OpraHU3aIli-
SIMH, OPTaHN3ANMAMHA U GU3NIECKUMH JIUIIAMH U BBICTISIOTCS B CBSI3U
¢ 0CcOOBIM CITOCOOOM TepeaayH (TIePeChUTA0TCS TI0 ITOYTEe WUJTH JT0CTaB-
JISTIOTCSI KyphepamH ).

CrmyeOHbIe TTUChMa MPUMEHSIOTCS JJIS PEIIeHUs MHOTOYHCIICH-
HBIX BOTIPOCOB, BO3HUKAIOIINX B YIPABICHUECKOW MEATEITHHOCTH Op-
TaHW3AIIH, TOTOBSATCS 110 YKa3aHUIO PYKOBOACTBA WM TT0 HHUITUATHBE
COCTaBHTENEH: KaK OTBETHI O BBHITOJHEHUH MTOPYYCHUH BBIIIECTOSIITIX
OpraHoB; KaKk OTBETHI Ha 3alIPOCHI PA3IMYHBIX OPTaHU3AINH, TPEITPH-
STAWH W 9aCTHBIX JIMIT, KaK COMPOBOIUTENbHBIC MHChMA; KaK WHUIHA-
THUBHBIE TTUCHMA.

Ciry>ke0HBIC TTCHEMa 0(OPMIISTIOTCST Ha OJTaHKaX MHCEM C YITIOBBIM
WJTH TIPOJIONTEHBIM PACTIONIOKEHIEM PEKBHU3HUTOB.

[Ipn co3manum MHCEM WCIMONB3YIOTCA CIEAYIOINE CTaHIapTHHIE
pexBu3nTH: 05 — HamMEHOBaHHWE OPTaHHU3AIMN — aBTOpPA TOKyMEH-
Ta; 08 — cmpaBouYHbBIC TaHHBIC 00 opranm3anun; 10 — mara JOKyMeH-
Ta (maroii mIChMa SABJISETCS JaTa ero moamucanus); 11 — perucrpa-
LIMOHHBIA HOMEp JOKyMEeHTa; 12 — cchlika Ha PerucTpalMOHHbIN
HOMEp W JaTy TOCTYNMUBIIETO IOKYMEHTa (TSI OTBETHBIX ITHCEM);
15 — agpecar; 17 — 3aroioBOK K TEKCTY (B KpaTkoi (popme oTpaka-
€T CyTh MUChMa U OTBEYAET HA BOMPOC «0 deM? (0 KoM?)», HalpuUMep:
«O HapyIIeHIH JOTOBOPHBIX 00s3aTENBCTBY, «O0 OKa3aHUU METOMIH-
YEeCKOW TOMOITM» U T. 1.); 18 — TekcT mokymenra; 19 — oTmeTka
0 IPUIIOKEHUH (TIPH HATMYUH OJTHOTO VITH HECKOIBKUX MTPHIIOKEHHUH );
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21 — Bu3a (Ha MHUCHbMaXx, MOJIEKAIINX COTIIACOBAHMUIO); 22 — MO~
MUCh; 24 — medath (TOJIbKO Ha TApAaHTUHHBIX MHChMaXx); 25 — OTMeT-
Ka 00 HCIIOTHUTETIE.

OcobeHHOCTIMU O(DOPMIICHHS TTUCEM SIBISIFOTCSI: OTCYTCTBUE HaU-
MEHOBaHUS BHJIA JOKyMEHTa (HaUMEHOBaHUE BUA JTOKYMEHTA «ITHCh-
MO» HE YKa3bIBA€TCS); HAJIMUNE CTICIIHAIBHBIX OTMETOK /ISl CCHUIKH Ha
PETUCTPALIMOHHBIN HOMEp M JaTy JOKyMeHTa (3TH OTMETKH Ha ONaHK
MUChMa HAHOCATCS BCET/Ia, & CaM PEKBU3UT 3aIOJHIETCS TOJIBKO B OT-
BETHBIX MUChMAX, TAK KaK OTBETHBIE MTUChMa JTOJDKHBI COJIEPKaTh CChLI-
Ky Ha PEeTUCTPALMOHHBIN HOMEp | JIaTy MOCTYNHBIIETO JOKYMEHTa, Ha
KOTOPBIN Aa€TCS OTBET; HATMYHME ITOTO PEKBU3UTA UCKITIOYAET HE00X0-
JUMOCTh YIIOMHHAHUSI PErHCTPAIIMOHHOTO HOMEpa M AAThl OCTYTIHB-
IIeTO JOKYMEHTa B TEKCTE OTBETHOTO THCHMA).

[Ipu paGote ¢ MUCbMaMU HCTIONB3YIOTCS CIEIYIOINE PEKBU3UTHI:
27 — OTMEeTKa O TMOCTYIIJICHUH TOKyMeHTa (OTCYTCTBHE TaKOW OTMET-
KU SIBJISIETCS] TPYOBIM HapyleHneM); 28 — pesomtorus (opopmitseTcst
JTIOJDKHOCTHBIMH JINLIAMH Ha TTOCTYTAIOIINX MUChMAaX MOCIIE PaCCMOTpe-
HUS); 29 — oTMeTKa 0 KOHTpoIIe (TIpy IOCTaHOBKE TOKYMEHTa Ha KOH-
Tpoib); 30 — OTMETKa O HampaBJIeHWH TOKyMEHTa B Aeio (B 00s3a-
TETHHOM TOPSAKE Ha KaXXJIOM MUChME, HCIIOIHEHHOM B COOTBETCTBUU
C IaHHBIMH TI0 HEMY MTOPYYCHUSIMH).

TexcT AeoBOTo MUChMa TOJDKEH OBITh KpaTKUM. CTHITb U3TIOKEHUS
TeKkcTa O(GHIIMaIbHO-1ea0BOH. TOH JEeIOBOr0 MUChMa JOJIKEH OBITh
HEUTpaNBbHBIM. B IEeTOBBIX MUCHEMax HE CIEIyeT YIOTPeONATh pas3ro-
BOPHBIE CJIOBA M BBIPAXKEHNS, a TAK)KE CII0BA M BBIPAKEHUS, NMEIOIINE
SPKYIO SMOIIMOHAIBHYIO OKPACKY («K CHACTBIO», «OUEHB PaJbl», KK CO-
JKaJICHUIO» M T. II.).

TekcT mrCcbMa U3JaraeTcs OT MEePBOTO JINIA MHOKECTBEHHOTO YHC-
Ja Tub0 OT TPEThEro JHIA €AMHCTBEHHOIO YHCIA, €CIH JOJKHOCT-
HO€ JIMIIO0, MTOJIHCABIIEe MUCHMO, BBICTYTIA€T OT MIMEHU OpTaHHU3allNH,
a He OT ce0s JMYHO.

B Tekcte mmcema, MOATOTOBIEHHOTO HA OCHOBAaHUH JOKYMEHTOB
JIPYTUX OpTaHM3alui (€CIIM MOATOTOBIEHHOE MMChMO HE SBISIETCS OT-
BETHBIM) WIIM paHee M3JaHHBIX JIOKYMEHTOB, YKa3bIBalOT MX PEKBHU-
3UTHI: HAMMEHOBAHNE BHJIA JOKYMEHTa, HAMMEHOBAHUE OPTraHM3ALNN
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(aBTOpa JMOKYyMEHTA), JaTy JTOKYMEHTa, PEeTHCTPALMOHHbBIN HOMEp A0-
KyMEHTa, 3aT0JIOBOK K TEKCTY.

Ecan muceMmo HaIpapJIACTCA B DOIIOJIHCHHUE K YK€ OTIIPABJICHHOMY
[IMCHMY, B TEKCTE IIUCbMa CIIEAYET yKa3aTb HOMEDP U JaTy paHee OTIIPaB-
JIEHHOTO MHCHMa.

Ecnu nmucemo nMeet nmpuiioxkenne (IpruiokeHus), To B 00s3aTelnb-
HOM TIOpsiAKE OQOPMIISETCSl OTMETKAa O MpPUJIOKEeHWH. B compoBoan-
TEIBHBIX MMUChMAaxX ITOT PEKBU3UT O(hopMIIsieTcs Bcera.

Cry)keOHBIE TIHCHhMa JIOJDKHBI TMPOWTH TPOIECC COTIIACOBAHUS
CO BCEMM 3aMHTCPECOBAHHBIMU JIMIAMU 110 IMOAIINCAHUA.

CocraB commacyromux (BH3HPYIOMINX) 3aBUCHT OT COICPIKaHUS
IMMCbMa U YPOBHS €TI0 IOAIIMCAHUS. CHy‘)Ke6HBIe ImucbMa, OTIIpaBlIsC-
MBIE€ 3a MOAIMCHIO PYKOBOAMTENSA OpPraHU3allui, BUSUPYIOTCS PYKOBO-
JIUTEJIEM COOTBETCTBYIOIIETO CTPYKTYPHOTO TOPA3ETICHNs, B KOTOPOM
TOATOTOBJICH ITPOCKT IMUCbMaA, PYKOBOJUTECIIAMU CTPYKTYPHBIX IMOApa3ac-
JICHUI, 3aMHTEPECOBAHHBIX B COJCPIKAHUH JOKYMEHTA (B TOM Yucie (u-
HaHCOBBIX, DKOHOMHWYCCKUX, FOPUIUICCKUX U JIGJIOHpOI/I?,BO)ICTBeHHBIX).

Bwussl mpocTaBnsAioTCs Ha IUIIEBOI CTOPOHE MOCIIEIHErO JIMCTA BTO-
poro (WM MOCIeTHEr0) SK3EMIUIIpa MMChMa, KOTOPBI 0CTaeTcs B Op-
TaHU3a1u1, U KOIITUU ITMChMa, OCTaIOH_[eI\/’ICﬂ B OpraHu3ainuu.

Ecnu nenoBoe mrchkMo TOTOBHUTCSA B OHOM JK3EMILUISIPE U TIEPECHI-
JlaeTcs afpecary 1o hakCUMHIbHOU CBsi3U (0€3 OTIIPABKH MOJIMHHUKA
0 TI0YTE), BU3BI MPOCTABISAIOTCS HA OOOPOTHOW CTOPOHE MOCIIEAHETO
JMCTa MUChMa, TaK KaK MMoclie Tepesiadr 1Mo (akcy 3TOT K€ IKISMILISIP
MUChMa MEePeaeTCs B JIEJI0 Ha XpPaHEHHE.

ITucema B 00s13aTEIIHLHOM TOPAAKE JOJIKHBI IMMOAINUCHIBATHCA YII0JI-
HOMOYCHHBIMHU HA 3TO AOJDKHOCTHBIMH JIMIIAMH B COOTBECTCTBHH C UX
KOMIIETEHIIUEN.

[IpaBo moamucu ciyKeOHBIX MHCEM yCTaHABIMBAETCSA B JIOKAIlb-
HBIX HOPMATHBHBIX aKTaX, PETYIUPYIOINUX HEATEIIBHOCTh OpraHu3a-
U, B paClopAaAUTECIIbHBIX TOKYMEHTAX AOJDKHOCTHBIX JIMI, ITOJIOXKE-
HUAX O KOJUICTHAJIBHBIX OpTraHaX, perilaMCHTax U T. I1., U 3aKPCIUIACTCS
B JOJDKHOCTHBIX HWHCTPYKHOHUAX. B Hux JOJDKEH IpeayCcMarpuBaTbCs
TMMOPAOOK IMOAIIMCaHNA C.Hy}Ke6HI)IX IMUCEM B OTCYTCTBHE PYKOBOAAIIUX
HOJIKHOCTHBIX JIMII.
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[Ipn HanpaBiIeHNN TUChMA B HECKOJIBKO aJIPECOB TIEYaTaeTcsi COOT-
BETCTBYIOII[Ee KOJUYECTBO IK3EMIUIIPOB Ha OJaHKaX M BCE OTIPaBIIse-
MBI€ 3K3EMIUISPHI TTOIMTHCHIBAIOTCS JIOTDKHOCTHBIM JTUIIOM.

BHocuth kakue-mmdo MCIpaBiIeHus] WK J00aBICHUS B MTOJITHCAH-
HBIE TUChMA HE pa3peraeTcs.

B HekoTOphIX cilyyasx MUChbMa 3aBepstOTCs TevaThio. Heobxomu-
MOCTh 3aBEPEHUS NeYaThl0 yCTAHABIMBAETCS HOPMATUBHBIMU aKTaMH.
O0s3aTenbHOTO 3aBepEeHHs MeYaThio TPeOyIOT TapaHTHHHBIE THCHMA,
nrcbMa (PUHAHCOBOTO COZICPIKaAHMSI, HAITpaBisieMble B (PMHAHCOBBIE Op-
raHbl, 0AaHKOBCKHUE U JIPYTHE YUPESIKICHUS.

Ha xaxtoe muchMo MpH €ro COCTaBICHNHN JOJDKHA HAHOCUTHCS OT-
MeTKa 00 MCIIOIIHUTENE, COAepIKalasi CBeJICHHUS O HEMOCPEICTBEHHOM
COCTaBHTEJE W TO3BOJIAIONIAS aapecary CBSI3aThCS C COCTaBUTENIEM
MUCHbMa TPH BO3ZHUKHOBEHHN KaKUX-JIMOO BOIPOCOB. 3aroioBOK K TEK-
CTY, TEKCT JOKYMEHTA, OTMETKA O HAJHYHH TPHIOKEHHUS] U TOAIUCH
OTJCIISIFOTCSL IPYT OT Jipyra 2—4 MeXCTpOYHBIMH WHTepBajamu. [lo-
MyCKAETCsl YMEHbBIIICHHE HHTEPBAJIOB MKy 3TUMHU PEKBU3UTAMH TIPU
HEOOXOAMMOCTH 0(OPMIICHHS MMUCbMa Ha OJJHOW CTpaHuIle (Harmpumep,
4TOOBI HE OTPBIBATH TOAIUCH OT TEKCTA).

Texct nmuchma Ha 6:1aHKax Gopmara A4 nedataercs uepes3 1-2 mex-
CTPOYHBIX HHTepBasa. OcTanbHbIe PEKBU3UTHI TTHChMA, COCTOSIIHIE H3
HECKOIIbKUX CTPOK, NIEYATAOTCSl Yepe3 OJJMH MEKCTPOUYHBIH HHTEpPBAIL.
CocraBHBIE YaCTH PEKBU3UTOB «aJpecaT»y U «OTMETKA O HATMIHH TIPH-
JIOXKEHHSD» OT/ICIISIFOTCS APYT OT APYTa 2 MEKCTPOUHBIMU HHTEPBAJIAMHU.

OT 11eBoii TPaHUIIBI TEKCTOBOTO TOJS O(GOPMIISIOTCS PEKBU3UTHI:
17 — 3aronoBoK K TeKcTy; 19 — oTmeTka o mpuinoxkeHun; 21 — Bu3a;
22 — noanuck; 25 — orMeTka 00 ucnonuauTene; 30 — oTMeTKa 0 Ha-
MpaBIEHUH TIOKYMEHTa B Aes0. BU3bl 1 oTMeTka 00 NCIIOTHHUTENE pa3-
MEIIAIOTCS B HIDKHEH YacTH JINCTA JJOKYMEHTA.

TexcT muchbMa MOXKET COCTOATh U3 OJHOM, IByX WJIM TPEX HaCTEH.
IIucemo, cocTosIee U3 OTHOU YacTH, — ITO MPOCKOa 06e3 MOSICHeHMS,
HallOMUHAHHUE 0e3 MpeamOyibl, coodmenrne 0e3 000CHOBaHUS, BBIpa-
’KeHue ONaroapHOCTH WM COYYBCTBHS W Jip. Eciiu muChMO cOCTOUT
U3 JIBYX YacTeil, TO B IEpPBOW YaCTH M3JIAraloTCsl MOTUBBI, TOOYIUBIIUE
COCTaBHTb JJOKYMEHT, (DaKkThl, COOBITHS; MPUYMHBI HAITUCAHHS ITHChMa;
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MIPUBOJISATCS CCHIIKA HA JOKYMEHTHI, SIBUBIIAECS] OCHOBAHUEM JUISI CO-
CTaBJICHUS] TTMCbMa, a BO BTOPOW YaCTH M3JIaraercsi To, paju 4yero co-
CTaBIISIETCS THCHMO: MPOCKHOBI, MPEIIOKCHIS, 3aMEYAHMSI, 3aKITIOUC-
HUs, BBIBONIBI, OTKa3, HAIIOMUHAHWE, COTJIACHE, BRIPAKEHNE TapaHTHH
T I

TekcT mpocToro nMuchbMa He TOJDKEH MPEBHIIIATE IBYX MAITIHOIIHC-
HBIX cTpaHull. CIOKHBIC MIChMa COCTABIIIFOTCS II0 BOIIpocaMm, Tpedy-
FOIIIAM TIOAPOOHOTO M3JIOKCHUS CUTYaIlnH, €€ aHalln3a, OICHKH, apry-
MeHTaIuu, (HOPMYITUPOBKH BHIBOIOB, MHEHUH, MPEIJIOKEHUH, MPOCHO.
CIIOKHBIE TUChMA MOTYT COIEPKATh 10 TpeX (B HCKITIOUNTEIHHBIX CITY-
qasxX MOMYCKAETCs IO ISITH) MAITMHOIMCHBIX CTPAaHUI] TEKCTa U CO-
CTaBJISIIOTCS IO CXEME: BCTYILJIEHWE, OCHOBHAS YacTh, 3aKIIOYEHUE.

Bo Bcrymuiennn gaetcsi 000CHOBaHHE BOTPOCA, MPHUMHA €TO BO3-
HUKHOBEHMSI WJIA €T0 KpaTKasi HCTOPHUS, OOBSICHSIOTCS IPHYNHEI HAITH-
caHWs MUChMa. BCTyIieHNe MOXKET COAepKaTh: CCHUIKH HA JOKYMEHTBI
(OpraHM3aIMOHHO-TIPABOBBIE, PACTIOPSANTEIbHEIC, HOPMATUBHBIE, J0-
TOBOpPHBIE, MH(DOPMAIIMOHHBIE WIIH CIIPABOYHO-aHATUTHYCCKHUE ) WITH UX
OTIIeIIbHBIC TTYHKTHI, TIOCTYKUBIIAE IOPUANUYCCKAM OCHOBAHHUEM WIIH
MOBOJIOM JIJIsl ITUChbMa; KOHCTATaIMio (aKkTa, COOBITHS, CIOKHUBIICHCS
CUTYyallUH.

B ocHOBHOI yacTu nucbMa U3J1araroTcs CyIecTBO BONpoca, ONHu-
CaHWe COOBITHS WIIM CUTyaIlud, UX aHallu3, IPUBOISTCS JOKA3aTelb-
CTBa WJIM ONPOBEPKEHHUs, (DAKThI, Pa3bsICHEHUS U COOOIICHMS, CO-
MPOBOXKJIaEMbIC pacdyeTaMt, CCBUIKAMH Ha MOKyMEHTHI. Ilpu sToMm
OCHOBHAs 9aCTh MUChMA JOJDKHA OBITh YOSIUTEIbHON, YTOOBI HE BBI-
3BaTh COMHEHUN B MPABHJIBHOCTH U 000CHOBAHHOCTH TIPEJIaracMbIX
peLeHui.

Hagano ocHoBHOU "9acTh (hOpMyTUPYETCS B 3aBUCUMOCTH OT Ha-
3HAYEHUS M COJCPKaHUS MUChbMa. B 3akiroucHir (YOPMYITHPYIOTCS BbI-
BOJBI B BUJE NMPEMJIOKEHUH, MHECHUH, TpeOOBaHMM, MPOCKO, OTKA30B,
HaITOMHHAHUH.

B 3aBucuMocTH OT Ha3HAUEHUS MHCHMa, OT TOTO, Ha YeM JOJDKHO
OBITH CKOHIICHTPHUPOBAHO BHUMAHHE, MOTYT TPUMEHSTHCS W APYTHE
CXEMBI TIOCTPOCHUS TTUChMA, B KOTOPBIX OJMH M3 DIIEMEHTOB MOXKET OT-
CyTCTBOBAaTh WJIM TIOPSIOK WX PACTIONOKESHUS MOXKET OBITH HHBIM.
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Jia  akTUBM3AIMM  BOCHIPHUATHS WHGOPMALUHU, COIEpIKaIencs
B MTUChbME, MOXXHO Ha4yaTh M3JIOKEHHE TEKCTa THChMa C CYIIEeCTBa BO-
mpoca, a J0Ka3aTeIbCTBA U BBIBOJIBI TIOMECTUTH BO BTOPYIO YacTh.

B muceMax MOT'yT HMCIIOJB30BaThCs BCTyHHUTEIbHAs (0OpalieHue)
Y 3aKJTIOYUTENbHAS STUKETHBIE (pa3bl. DTH SIIE€MEHTHI IMCbMa HE SIBIIS-
10TCSl 00s13aTeNbHBIMH. Perienne 00 MX MCIONb30BaHUH B KOHKPETHON
CUTYyaIllH IPUHUMAET aBTOpP THCHMa.

OO6pamenne 1enecoodpasHo MCIOIb30BaTh, €CIU MHCHMO aape-
COBAaHO HEIOCPEACTBEHHO ODKHOCTHOMY JIHMILY, KOMIIETEHTHOMY
B pa3pelicHU W3JIOKEHHOTO BOIPOCa, WM (PU3MYECKOMY JIHILY ISt
YCTaHOBJICHHUS KOHTAKTa C aAPECaToM, IPUBJICYSHHS €T0 BHUMAHHUA, 3a-
JTAHWSI TIEPETHCKe HYKHOW TOHAJIBLHOCTH, PEIIOKEHUS afjpecaTy CTH-
JIs1 B3aMMOOTHOILIEHUH.

OO6parienne pacronaraercs HEHTPUPOBAHHBIM CITIOCOOOM OTHOCH-
TEeTHLHO TEKCTa. B KOHIIe 0OpamieHusi CTaBUTCS 3aIaTasi WIH BOCKIIH-
[ATEeNBHBIN 3HAK (3arsTast mociie oOpalieHus IpuIaeT TuchMy Oolee
OyIHWYHBIA W JMYHBIA XapakTep; BOCKIMIIATENbHBIN 3HAK yKa3bIBa-
eT Ha TO, 4To (hakTy oOpalieHuss K JaHHOMY JIUIYy WJIH 3aTPOHYTOMY
B IHMChME BOTIPOCY Ipuaaercs ocoboe 3HaueHue). Ecnu mocne obpa-
IICHNS CTOWT 3arsTas, TEKCT MUChMa HAUYWHAETCS CO CTPOYHON OyK-
Bbl. [locie BOCKIIMIIATETFHOTO 3HAKA MEPBOE MPENIOKEHNE MHUIIETCS
C TIPOTIMCHOM OYKBEHI.

IIpu BEIOOpE OOparIeHus! yYUTHIBAIOTCS: TIOJI, BO3PACT, JOIDKHOCT-
HOE TIOJIOKEHHE af[pecara; XapaKkTep COOBITHS, MOCITYKHUBIIETO MOBO-
JIOM JI71s1 oOpaleHus; couepskaHue JOBOANMOM A0 ajxpecara MH(OP-
MaIlfH;, CTENeHb BAXKHOCTH OOCYXJTaeMOTo BOMpPOCa M 3HAYMMOCTH
MpernoIaraeMoi peakiuy ajpecara; oOMIeCTBeHHAs TIO3UINA apeca-
Ta B COOTHECEHHWH C MO3WIMEN aBTOpa MHChMa; CTENEeHb 3HAKOMCTBA,
XapaxkTep OTHOLICHUH; OUINATBHOCTD / HEOPHUIIUALHOCTh CUTYaIN
OOIIeHMsI; ISHCTBYIOIINE STHKETHBIE pa3pelIeHus / 3anpeIieHHsl.

Ecnu muceMo otmpasisieTcs B 1Be WiK O6osiee opraHu3anyy (IByM
nim 6oee TOMKHOCTHBIM JIIaM ), TO OOpallieHne He yKa3bIBaeTCs WIIn
MUIIeTcs 0000IIeHHO.

B 3aBucHMOCTH OT CTeNEeHH OJIM30CTH ¢ KOPPECIIOHACHTOM 00pa-
LIEHUE MOXKET HAUMHATHCS CIO0BAMM « YBakaeMblih» WK «Jloporoii».
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C1rioBo «YBaskaeMbIi» yIOTPEOISETCS B COUCTAHUH JTHO0 C UMEHEM
M OTYECTBOM ajipecara, JIM0O CO CIOBaMU TOCIOAWH (TUTIOC hamMuIus
ajZipecaTta WM HAaMMEHOBAHHE JIOJDKHOCTH), TOBAapHI (TUTIOC haMuIus
ajzpecara), kojuiera (runoc GaMuims aapecara), a TakKe MOXKET YIIO-
TpeOIAThCA C HANMEHOBAHUEM JIOJDKHOCTH, 3BaHUS MM COIHAIBHOTO
MOJIOKEHNS. B HEKOTOPBIX Cilydasx, HapuUMep, B MHUCbMaxX-IIPETeH3H-
SIX, CJIOBO «YBa)KaeMBbIil» MOXKET OBIThH OITYIICHO.

Ob6pamenne «J{oporoi» BO3MOXKHO B ITO3/IPABICHUSAX U IPHUBETCTBH-
SIX TIPH OOIIIEHUH ¢ XOPOIIO 3HAKOMBIMH JIIONEMU. B oOparennn cioBa
«TOCTIOIMH» U «TOCHOXKay THITYTCS MOTHOCThIO. Ecnu y anpecara ecth
3BaHHUE WIJIM TUTYJ, MO)KHO yKa3aTh €r0 BMECTO OOpAIEHHSI «TOCTIOANHY.

B nenoBoil mepenucke IOMyCTUMO HCIOIb30BAHUE HECKOIBKHUX
BapuaHToOB oOpanieHuii. HanmenoBanue o jomkHOCTH 63 paMumu
UCIIONIB3YETCSl TPH OOpAIlleHuH K TMPEJCTaBUTEINSIM OPraHOB BIACTH,
PYKOBOAMTENSIM BBICOKOTO paHTa, JieTyTaraMm, MPe3uIeHTaM 1 mpesce-
JIaTeIsiM 00IIeCTB, KOMIIAaHHH, PUPM, a TAKKe K TyXOBHBIM JINI]AM Pa3-
JUYHBIX BEPOUCIIOBEIaHNH, HAITPUMED:

VYBakaeMblil TOCTIOANH MPE3UIEHT!
YBa)kaeMBIi TOCIIOMH MIpeceaaTelNb!
‘YBa)kaeMBbIii TOCTIOAMH MUHHCT!
‘VBaskaeMbli TOCIIOAWH T10COJI!
‘VBaxxaeMblil TOCTIOJIH TeHEePaTbHBINA JUPEKTOP!
VBaxkaeMbli TOCTIOAWH PEKTOP!

Oo6parienue o Gamunuu (6€3 UMEHH, OTYSCTBA WIM MHHUIIAAJIOB)
WCIOJIB3YETCSl B CUTyallMd (POPMAIILHOTO OOINEHUS 110 OTHOIICHUIO
K JTOJDKHOCTHBIM M (DU3MUYECKUM JIMIIAM, HallpUMeED:

VYBaxkaembiit rocriogus [leTpos!
VYBaxkaemas rocroxa Iletposa!l
T'ocnionun CmupHOB!

OOpamienre MO0 MMEHM M OTYECTBY HCIOJB3YETCSl B IMUCbMaX-
MO3PAaBICHUSX, IPUIIALICHHUSIX, U3BCILICHUSAX, a TAK)KE IIPH NIEPETIHCKE
C XOPOILO 3HAKOMBIM JIULIOM, JABHUM MapTHEPOM M B MHUCHMAaX IOJY-
oULIHATBEHOTO XapaKTepa, HapuMmep:
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VYBaxaemsiii ViBan MBanosny!
YBaskaemas Mapus BanoBHa!
JHoporoit Ban IlerpoBuu!

Cepreii BacunseBnu!

OO6partenune K Tpymnie paOOTHUKOB WIIH OpTaHU3AIUH HCIIOTH3yeT-
Csl IO OTHOIICHUIO K KOJUIGKTUBHOMY aJIpecary, PyKOBOAUTEISIM HITH
BCEMY KOJIJICKTUBY OpPTaHH3aIlNH, a TAKXKE B CIIydasiX, KOTa HeU3BeCT-
HBI IMEHA ¥ JIOJDKHOCTH MONTyvaTelieil michMa, Koria MUChbMO B paBHOM
CTETICHH KAacaeTCs HECKOJNIbKUX JIOJDKHOCTHBIX JIMIL MITH TIPU COCTaBJIC-
HUH TpadapeTHOTo MUChMa, HATIPUMeEp:

YBaxkaeMeble rocroal

[Ipu oOpateHun K TUIaM OJHON MPOQECCHN WITH 3aHSATHIM 00IIUM
JIEJIOM, a TAK)K€ K JaBHUM JE€JIOBBIM MapTHEPaM, UCIIOJIB3YIOTCS CIIEY-
tore (hopMyITHPOBKH:

YBaxaemble KoJert!
YBaskaemble JenyTarsl [ocynapcTBenHoit Jymsr!

YBaxxaemble paboTHHKN My3eeB! (YBaxkaeMble My3eiHbIe paOOTHUKH!)

YBaxxaeMmble rocrosa npeArnpuHuMaresu!

B oOpamennn MOXeT comepKaTbesl TEepPeuUCIIeHHe HECKOIBKHIX
TPyTII afjpecaToB, HAIPHUMED:
YBaxkxacMble npenogaBaTeyiv, COTPYAHUKH, CTYJCHTbI

VYpanbckoro ¢eaepalbHOro yHUBEPCUTETa
umenu nepsoro IIpesunenrta Poccuu b.H. Enpuunal

IIpu oOpamieHnr K ONpeAENCHHON CONMaIbHOW TpyIIe, KOTraa
MUCHMO B PaBHOW CTEIIEHU KacaeTCsl HECKOJNbKUX (MHOTHX) JIUII, 00b-
€IMHEHHBIX TI0 KAaKOMY-JIHOO COIMAIIEHOMY MPHU3HAKY, UCTIOIB3YIOTCS,
HaTpuMep, Takue POPMYITUPOBKH:

‘YBajkaeMbIe BeTEpaHbl!

VYBaxkaemble sxutenu JIeHnHcKoro paiona!

B mepenucke ¢ 3apyOe:KHBIMH KOPPECIIOHAEHTAMH OOpalleHHe
(dopMyaHupyeTcs B COOTBETCTBUH C TPAAWLMSIMU CTPaHbl HAa3HAYCHUS,
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CTaTyCcoOM M YPOBHEM B3aWMOOTHOIICHUH JOJKHOCTHBIX Jull. Ecnn rc-
MOJIB3YeTCsl «OIOKOBBINY CTHIIb O(OPMIICHHUS MMChMa, OOpaleHne pac-
MoJIaraeTcs OT IPaHUIBI JeBoro mois. [Ipu sTom ab3ambl TekcTa meva-
TaroTcs 63 KPacHOM CTPOKH, Yepe3 OJUH MEKCTPOUHBIN HHTEPBAI, HO
C JIOTIOTHATETLHBIM MHTEPBAJIOM MEXKTY a03amamul. 3aKITIOIuTeIbHAS
3THKETHas (hOpMya, 3ar0JIOBOK K TEKCTY U MOJIIHCH TAKKe IevaTaroT-
Cs1 OT TPAHMIIBI JIEBOTO TOJIS.

Ilo ponu B mH(MOpMAIIMOHHOM OOMEHE MUChMa TOAPA3AEIAIOTCS
Ha MHULIMATHBHEIE (TpeOyIolie OTBeTa) U OTBETHEIE.

Bonbimias yacTe MHUIIMATHBHBIX MHACEM BBIPAXKAET NPOCKOy (Tpesn-
JIOKEHHE, 3alpoc) K ajpecary B pEHIeHHH KaKHX-THOO BOTPOCOB.
TemaTuka >TUX NMUCEM He orpaHuyeHa. Mx xapakrtep Npearnosaraer
BapHAHTHOCTD TIOJIOKUTENFHOTO WJIM OTPHUIATENFHOTO PEIIeHUs Io-
CTaBJIEHHOTO BOTIPOCaA.

OTBeTHBIE THCbMa HOCST 3aBUCHUMBIH OT MHUITMATHBHBIX IMHCEM
XapakTep, Tak KaKk TeMa MX TeKCTa Y)Ke 3a/laHa U CIEAYyeT U3JIOKHUTh
XapakTep pelIeHus] MOCTABICHHOTO B WHUIIMATUBHOM JIOKYMEHTE BO-
npoca (TIPUHSITHE WU 0TKa3 OT MPESIOKESHHS, BHIITOTHEHHS TTPOCHOBI
U T. 11.). TeKCTBI OTBETHBIX MMUCEM JIOJKHBI TOYHO COOTBETCTBOBATH I10-
pydeHHsM, 3aUKCHPOBAHHBIM B pe3omonuu pykoBogutens. OTser
BCErJa IOJKEH OBITh M3JIOKEH B KOHKPETHOM M YeTKO# opme: Bce Jin
MPOCHOBI MOTYT OBITH YIOBJIETBOPEHBI, B KAaKOH Mepe, B KaKHe CPOKH.
Eciu nmuceMo comep kuT 0TKa3, OH J0JDKEH OBITh XOPOIIO apryMEeHTH-
poBaH.

CpoKd TTOATOTOBKU OTBETHBIX ITHUCEM OTIPEACIISIOTCS PE30TIOIei
PYKOBOAMTEINSI HA OCHOBAHNHN YCTAaHOBJICHHBIX CPOKOB HICTIOJTHEHHSI T10-
PYUEHHMIA, 3aTIPOCOB WUJIH 110 PEIICHUIO aBTOPA PE3OIIOINH.

Mo xapakrepy uHGOPMAIMK MTUCHMa MOAPA3EISIOTCS HA HECKOIb-
KO BHJIOB, K&)KJbI N3 KOTOPBIX MPEACTABIEH HECKOIBKIMH PAa3HOBHU/I-
HOCTSIMHU: THCHbMa WH(OPMAITMOHHOTO Xapakrepa (MHGOPMAIMOHHOE
MUCHMO, TTHCHMO-COOOIIEHNE, COTPOBOAMTEIHHOE MHCHMO, MHUCHMO-
HallOMUHAaHWEe, MHUCHMO-U3BEUICHNE, MHUCHMO-yBEIOMIICHHE, PEeKIaM-
HOE THCHMO); TMHUChMa, COAEPXKAIINe NPOCHOy WIN TPEeaIoKEeHNE
(muceMo-TIpoch0a, MHCHMO-3AMpPOC, MHCHMO-TIPENIOKEHNE, MHChMO-
3asBKa, MMChMO-3aKa3, MMChMO-TIPUTTIAIIEHHUE); TUChMa, COAEepIKAIINe
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TpeOOBaHME WM TIPETEH3UI0  (MUCHMO-TpeOOBaHWE, THCHMO-
MPETeH3ns); TMHCHhMa-OTBETH  (IMMCHMO-COTIACHE, MHCHhMO-0TKa3);
MUChMa, COJIEpIKaIe OO0M3aTeNbCTBA, MOATBEPKIACHHS, TapaHTHU
(rapaHTHifHO€ THCHMO, MHUCHMO-TIOATBEP)KIECHNE, PEKOMEHIATENb-
HO€ THCHMO); ITHUKETHbIE MUChbMA (MMCHMO-TIO3PABICHNE, MHUCHMO-
OraroapHOCTh, MUCHMO-CO0O0IE3HOBAHNE, MNCEMO-U3BHHEHHE).

HammeHoBaHue pa3HOBUAHOCTH MNHChMa B JIEJOBBIX MHChMax
HE YKa3bIBaeTCH.

[Ipu moArOTOBKE MUCEM CIEAYeT UMETH B BUIY, YTO B OTACIHHBIX
CIIy4asiXx HOpMaTHBHBIMU IIPABOBBIMHU aKTaMH yTBEPIKICHBI THITOBEIE
(yHudunupoBaHHbie) GOPMBI TUCEM, KOTOPBIE CIIEIyeT HCIOIb30-
BaThb TpPH JOKYMEHTHPOBAHUW OIPEIEICHHBIX YIPABICHUYECKUX
neiictBuii. CnykeOHOE MUCHMO JIOMKHO OBITH TOCBSIICHO OTHOMY
BOIPOCY (HECKOIIBKO BOTIPOCOB M3JIarar0TCs B OAHOM ITUChME, €CIIH BO-
MPOCHI B3aMOCBSI3aHbI M OyAyT paccMaTpuBaThCsS B OHOM CTPYKTYp-
HOM TIO/Ipa3ieTICHNH OpTaHU3allMU-aIpecara, B OCTAIbHBIX CIyYasiX 110
Ka)X/IOMY BOTIPOCY CIIEYeT COCTABIAThH OTAEIHHOE TIHCHMO).

Ilosecmka Ona — NOKYMEHT, KOTOPBIM COCTABIISIETCS TPHU TIOATO-
TOBKE KaKOTO-THO0 MPOTOKOIMPYEMOTO MEPONPUATHS (COBEIIAaHuUs, 3a-
CelaHus U T. /I.) ¥ SIBIISIETCS TIAHOM TPOBEIEHUS MEPOTIPHUATHS.

B nmoBecTKy 1HS IPEACTOAIIETO MEPOTIPUATHS BKIIIOYAIOTCS BOTIPO-
CBI, KOTOPBIE BBIHOCSITCS JUISI pACCMOTPEHUS U O0CYKACHUS yYaCTHH-
KaM# MEpPOTIPHUSITHSL.

[ToBecTka 1HsT 0POPMIISICTCS HA CTAHAAPTHOM JicTe Oymaru (op-
Mara A4 (6e3 OrmaHka) C MCIONB30BAHUEM CIIEIYIOIINX PEKBHU3HUTOB!
05 — mammeHoBaHue opranuzanuu; 09 — HauMEHOBaHUE BUAA JO-
kymenta (IIOBECTKA JIHS); 16 — rpud yTBepKaeHHs AOKyMEH-
Ta (B cilydae, €Clii YCTaHOBJICHHBIM TMOPSAKOM TOATOTOBKH COBEIIa-
HUS TIPEIyCMOTPEHO TMPEIBApUTENbHOE YTBEPKACHHE TITIOBECTKN);
17 — 3aroioBOK K TEKCTy (Ha3BaHUE MPOTOKOIUPYEMOTO MEPOIpPHUs-
THS ¥ HANMEHOBAHHE OpraHa, JesITeNbHOCTh KOTOPOTO MPOTOKOIHUPY-
eTCsl, B POIUTEIBHOM Nasiexke); 18 — TekcT nokymenTa (oopmirsercs
KaK B ITPOTOKOJIE: TIYHKTHI TIOBECTKHU JIHS HyMEpYIoTCs apaObCckuMu nud-
paMu ¢ TOYKOI; BOIPOCHI TIOBECTKH (POPMYIUPYIOTCS B MPEITI0KHOM
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nmajeke ¥ HaumHArTCs ¢ npeiora «O» mwm «O0»; B KaXXIOM ITYHKTE
TTOBECTKH JHS YKA3BIBAIOT OJDKHOCTH, (DaMUITHUIO ¥ MHUITHAIIBI TOKIIA-
YUKa WA OCHOBHOTO BBICTYHAIOIIETO; JOMOJHUTEIHHO YKa3hIBACTCS
BpeMsI, 3aIUTAHUPOBAHHOE JJII PACCMOTPEHHSI U OOCYKIACHHSI KaXKI0TO
BOIpoOca); 22 — MOANMUCH (TMTOAMUCH COCTABUTEISI WIH JPYTOTO OTBET-
CTBEHHOTO JIUIA B COOTBETCTBHUH C TOPSIKOM JOKYMEHTHPOBAHUS JC-
SITETEHOCTH KOHKPETHOTO OpraHa, yCTAHOBIECHHBIM B JIOKAJIBHBIX HOP-
MaTHUBHBIX JOKYMEHTAaX, PETYIUPYIOMINX ACITeILHOCTL 3TOTO OPTaHa);
25 — oTMeTKa 00 UCTIOJTHUTEIIE.

[Tops0K MOATOTOBKH IMOBECTKH JHSI MPOTOKOJUPYEMbIX MEPOIPH-
SITHA KOHKPETHBIX KOJIJIETHATILHBIX OPTAHOB 3aKPETISETCS B perlaMeH-
Tax, PETyAUPYIONIUX padOTy 3THX OPraHOB, B PETIAMEHTax IPOBEIe-
HUS COBEIAHUN WM APYTUX JOKYMEHTaX.

[ToBecTka AHS MOMKHA OBITH pa3ociiaHa YYaCTHHKAM COBEIIAHUS
3apaHee (B COOTBETCTBHH CO CPOKOM PACCHUIKH, YCTAHOBJICHHBIM COOT-
BETCTBYIOITUM PEITIaMEHTHPYIONIUM TOKyMEHTOM). BMecTe ¢ moBecT-
KOM JHS MOTYT PacChUIATHCS TE3WCHI OKIAJ0B IO KaKIOMY BOIIPO-
cy (WM TOTBFKO OCHOBHOTO JIOKJIAJA), MPOCKTHI PEIICHUHN, pa3INIHbIC
WH()OPMAIIMOHHO-CIIPABOYHEIE MaTepUalbl, TPEACTABICHHBIC OTBET-
CTBEHHBIMHU MCIIOJIHUTEIISIMH, U JIPYTHE JOKYMEHTBI, C KOTOPHIMH y4acT-
HUKaM TIPEICTOSIIETO COBEIIAHS CIICAYET O3HAKOMUTRCS JI0 €T0 Hadaa.

Ilpomoxon — nOKyMeHT, (PUKCHPYIOUTHIA X0/ KOJJIETHaIbHOTO 00-
CYX/ICHHUS BOIIPOCOB M MPHUHSITHS PEIIEHUI Ha COOpaHMSIX, COBEIIaHN-
sIX, KOH(EPEHIUIX, 3aCeIaHusiX, Mpu Apyrux Gopmax pabOThI KoJLIe-
THAITbHBIX OPTaHOB.

IIpoToKONBI OTpaXKaroOT AEATENTFHOCTD 10 COBMECTHOW BBIPAOOTKE
Y TIPUHATHIO YIIPABIECHUYECKUX PEIICHNN.

B opranmzanusx mpoTOKOJBI MPUMEHSIOTCS JUIS TOKYMEHTHPOBa-
HUS JIEATEIBHOCTH TOCTOSHHO JEHCTBYIOMNX KOJUIETHAIBHBIX Opra-
HOB (KOJUIETHH, COBETOB, KOMUCCHIA, TIPABJICHUHA M T. 1.), BPEMEHHBIX
KOJUIETHAJIBHBIX OpraHoB (KoH(epeHnnid, coOpaHuii, COBEIIaHnH, 3a-
CelaHni, CEMUHAPOB), a TAKXKE /IS TOKYMEHTHPOBAHUS MEPOIIPHUATHH,
B XOJ/le¢ KOTOPBIX KOJIJIETHAIBHO OOCY)KITAIOTCS KaKue-INOO BOMIPOCHI
(HampuMep, CIyUIaHWH, IETOBBIX BCTPEY, IEPETOBOPOB).
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B mporoxonax mocienoBaTensHO (PUKCHPYETCS XOA KOJUIETHAb-
HOTO 00CYXXIeHHS KaKUX-THOO BOIPOCOB, MHEHHS TPHUCYTCTBYIOIIIX
M0 paccMaTpUBaeMBIM BOIIPOCAM, TOCTHTHYThIE CTOPOHAMH JIOTOBO-
PEHHOCTH WJIM WHBIE BHIPAOOTaHHBIE COBMECTHO YCJIOBUS M PEIICHHUS,
MIPUHATHIE TTO0 00CYKIAEMbBIM BOIIPOCAM C YKa3aHHWEM OTBETCTBEHHBIX
WCTIOJTHUTENEH U CPOKOB BBITTOTHEHHS.

[IpoTokonsl opopMIsIFOTCS Ha OOMIMX ONaHKaX, Ha CHENUAIBLHO
pa3paboTaHHBIX OjaHKax (OTaHK KOHKPETHOTO BHJA JOKYMEHTa) WIIN
Ha CTaHJAPTHBIX JucTax Oymaru gopmara A4 6e3 GrmaHKa ¢ COCTaBOM
Y PacIoIOKEHHEM PEKBH3UTOB 10 THIY 00IIEro GiaHKa MaIIWHOIIHC-
HBIM CIIOCOOOM.

IIpoToKosbl pa3HOro pojia COBEIIAHUNA, UHBIX MEPOTPUATUH yIIpaBie-
HU, KOMHTETOB, OT/IETIOB MOTYT O(OPMIIATHCS Ha OJTaHKaX ATUX OPTaHOB.

Jist oopMIIeHHST TPOTOKOJIOB UCIIONB3YIOTCSl CIEAYIONINE CTaH-
JMapTHBIE peKBU3UTHL: 05 — HanMeHOBaHHUE opraHm3amnuu; 09 — Hau-
MeHoBanue Buma gokymenta (IIPOTOKOJI); 10 — mata mokyMmeHTa;
11 — perucTpanoOHHBIN HOMEP JOKYMEHTa; 13 — MeCcTO cOCTaBIEHUS
(M3manus) noxyMeHTa (Ipu HEOOXOAMMOCTH); 16 — rpud yTBepxae-
HUS (IpH HEOOXOAUMOCTH); 17 — 3aroioBOK K TeKCTy; 18 — TeKCT 10-
KymeHTa; 21 — Bu3a; 22 — moanuck; 30 — oTMeTKa 0 HaNPaBJICHUH
JIOKYMEHTA B JIEIO.

HaumenoBanue Bua TOKyMEHTA IT€UaTaeTcs MPONMCHBIME OyKBaMU
Ha OTBEJCHHOM ISl 3TOTO MECTE B COOTBETCTBYIOIIEH 30HE PaCIIONIONKE-
HUSI PEKBU3UTOB (B MPOTOKOJIAX, MOIIEKAIIIX YTBEPKICHUIO, — JIBY-
Ml Ipo0eniaMu Hrke rpuda yTBEp KICHUS JOKYMEHTA ITPU TPOJIOTBHOM
pacIoIoKeHIH PEKBU3UTOB) U BBIJCIISETCS MONYKUPHBIM MIPU(TOM.

Hatoil npoTokosa siBiseTcs Aara NPOBEIEHUS TPOTOKOIUPYEMOTO
COOBITHS (MEPOTIPHSITHS ), & HE 1aTa MOIMTUCAHU.

Ecnu npotokonupyemoe coObITHE TPOAOIKATOCH HECKOIBKO JTHEH,
B ITPOTOKOJIE YKA3bIBAIOTCS JAThl HAYajla M OKOHYAaHUS COOBITHS (depe3
THDE), HaIIPpUMED:

12-14.05.2016
150101

12.05.2016-14.05.2016
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Jlara mpoToKoJa rmevaTaeTcs yepes J1Ba MEKCTPOUYHBIX MHTEpBaIa
HI)Ke HANMEHOBAHHUS BHA TOKYMEHTA OT JIEBOW TPAHUIIBI TEKCTOBOTO
TOJIS1 Ha OJTHOM YPOBHE C PErHCTPAIIMOHHBIM HOMEPOM.

PeructpanuoHHbIi HOMEpP JOKYMEHTa COOTBETCTBYET MOPSIKOBO-
My HOMEpY 3acelaHus KOJIJIETHaTbHOTO OpraHa ¢ Hadaja KalleHIap-
HoTO Toja. [lopsankoBeIe HOMEPA MPHUCBANBAIOTCS TIPOTOKOJIAM B TIpe-
Jlerax KaJleHAapHOTO To/1a OTACNBHO MO KaKJ0H IPpyIIe MPOTOKOJIOB:
MTPOTOKOJIBI 3aCEJaHUIN KOJUIETHH, TEXHUIECKUX, HAYYHBIX U IKCIEPT-
HBIX COBETOB, KOMHUCCHI U Ap. K HOMEpaM MpPOTOKOJIOB MOTYT MpPH-
0aBIATHCS OyKBEHHBIE KOJBI (B COOTBETCTBUH C MIPUHATON MOMCKOBOI
CHCTEMO).

Howmep mpoTokomna mpocTaBisercs yepes JBa MEKCTPOUIHBIX HHTEP-
BaJjia HIKE HAMMEHOBAHUS BU/Aa JOKYMEHTA Y ITPaBO IPaHUIIBI TEKCTO-
BOTO ITOJISl HA OJTHOM YPOBHE C JIaTON MPOTOKOJIA.

MecTo cocTaBIeHUs WIN U3AHUS JTOKYMEHTA yKa3bIBa€TCS B CIIy-
Yae, €CJM OHO HE OYeBHIHO M3 HAMMEHOBAHMS OpraHa WM B CiIydae
MIPOBEACHNS BBIE3IHBIX 3acedaHni. B ciydae mpoBeneHns: BBIE3IHBIX
3aceaHnid YKa3bIBaeTCsl HANMEHOBAHHE TOTO HACEIEHHOTO ITyHKTa, TIIe
OBLIIO TIPOBEIEHO 3aceaHue.

PexBu3uT opopmisieTcst uepe3 1Ba MEKCTPOUIHBIX HHTEpBaja (OAUH
Mpo0Oes) OT MPEAbIAYIINX PEKBU3UTOB (IaThl M PETHCTPAIIMOHHOTO HO-
Mepa).

I'pud yrBepxkacHUST 0pOpMISIETCS HAa TIPOTOKONAX, TOJICIKAIIUX
YTBEPXKACHUIO (HAaIpuMep, Ha MPOTOKOJIaX 3aCeIaHni SKCIEPTHON KO-
MHUCCHN).

3aro’0BOK K TEKCTY COITIACyeTCs C HANMEHOBAHNEM BHJIa JOKYMEH-
1a (co cmoBoM ITIPOTOKOIJI), oTBe"aeT Ha BOIIPOC «O 4eM?», BKITFOUAET
Ha3BaHWE MPOTOKOJIMPYEMOTO MEpOTPHUATHS (3acenaHue, COBEUIaHHe,
coOpaHHe U T. I.) 1 HANMEHOBAHNE KOJUIETHAIILHOTO OpraHa, 1esTelb-
HOCTH KOTOPOTO MTPOTOKOJIMPYETCS, HAITPUMEP:

IMPOTOKOJI

O Mpou3BOICTBEHHOM COBEIIAaHNU PAOOTHUKOB OT/IENIa KOHTPOJIS

3arosoBOK OTIENSETCS OT MPEIBIAYIIEr0 PEeKBU3UTA JABYMS MEX-
CTPOYHBIMU MHTEPBaJIaMU M TIMIIETCS CO CTpOYHON OykBbl. Ha Onankax
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C TIPOJIOJILHBIM PACIIONIOKEHHEM PEKBH3HTOB 3ar0JIOBOK BhIPABHUBACT-
Csl TIO TICHTDY.

TekcT oTnensercs OT 3arojoBka 2—4 MEKCTPOUYHBIMU HHTEPBAJIAMHU
Y M3JIaraeTcs OT TPEThEero Juia MHokecTBeHHoro uncia (CJIYIIAJIN,
BBICTYIIWJIN, PELLINJIN).

B 3aBucHMOCTH OT MOJHOTHI OCBEIICHUs X0a 3acefaHusi (hopma
MPOTOKOJIA MOXKET OBITh: TIOJIHOM, KOTJ/Ia B MPOTOKOJIE TIOAPOOHO JIOKY-
MEHTHPYETCSI BECh X0 00CYX/IE€HHUS BOIIPOCOB U MPUHITHSA PEUICHUH,
3alMCbIBAIOTCA BCC BBICTYIICHUA JOKJIAAYMKOB 1 YYaCTHUKOB, BCC BO-
IIPOCHI U 3aMCUaHuA JIM0O0 TEKCTHI JOKJIad0B U BI)ICTyrUIeHI/Iﬁ Inpuiara-
FOTCSl K TIPOTOKOITY; KPaTKOM, KOT/]a 3alyChIBAlOTCS 00CYKIaeMble BO-
mpockl 0e3 OCBEMIeHUs MOAPOOHOCTEH Xoma oOcykaeHus, haMuiImn
U MHUIHUAJIbl JOKJIAJYMKOB W BBICTYIAIOMIUX W MPUHATBHIC 110 O6CY)K-
JTaeMBIM BOITPOCaM PEIICHHUS; CTEHOTpaprIeCcKo, KOT/Ia X0/ 00CyKe-
HUSI KQKJIOTO BOIIPOCA U BBIPA00TKa PEIICHNH 3aIChIBAETCS JOCIOBHO
(TIpOTOKOJ COCTABIISIETCSI HA OCHOBE CTEHOTPAaMMBI, KOTOpasi Tocie 3a-
cemanus pac(ppoBBIBaeTCA, CBEPSETCS CO 3BYKO3AIMUCHIO U MpHJIara-
€TCs K TPOTOKOITY ).

TekcT MOTHOTO TPOTOKOIA COCTOHT U3 IByX YacTei: BBOAHOM 1 Oc-
HOBHOW. BBomHAsS 9acTh TEKCTa MPOTOKOIA (PUKCHUPYET CICAYIOIIYIO
UHQOPMAIIHIO: KTO PYKOBOJHII MPOBEICHUEM TPOTOKOIMPYEMOTO Me-
POTPHUSATHS, KTO BEJ MPOTOKOJ; KTO MPUCYTCTBOBAN (Ha 3acelaHWH,
COOpaHWH U T. 11.) U3 YKCJIA JOJDKHOCTHBIX JIUI], BXOIAIINX B COCTaB
KOJIJIETHAIILHOTO OpraHa, MPOBOJSIIETO MEPONPHATHE; KTO ObUT MpH-
riameH (Mpu HeoOXOAMMOCTH) W3 YHCIa COTPYIHUKOB OpPraHM3ALNN
WIN U3 JPYTUX OPTaHU3alNN; KaKie BOTIPOCHI 00CYKIaIHCh.

BBoaHasg 9acTh COCTABISAETCS 11O CXEME:

[pencenarens (nm pencenarenscrBytomuit) — Pamuust 1. O.
Cexperapp — Pamunus U. O.
[TpucyTcTBOBANN: CIIMCOK MPUCYTCTBOBABIINX HA 3aCEIaHUN TTOCTO-

SIHHBIX YJICHOB KOJUICTUAJIBHOTO OpraHa WJIN YKa3aHHUEC UX O6H.[el"0 KOJIN4EC-
CTBA 1 OTCBhUJIKA K IMPpUJIAracMoMy CIMCKY NPHUCYTCTBOBABIINX.

[Tpuramenssle (MpU HATUYUK MPUDIAMIECHHBIX): CIHUCOK JIHILI, TIPH-
IIAIIEHHBIX JUIS YIaCTHs B 3aCEIaHUN, WM YKa3aHUE UX OOIIETOo KOJIude-
CTBa M OTCBUIKA K NPUIIATAEMOMY CITUCKY NTPHCYTCTBOBABIINX.
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IToBecTka S (TIEpEUUCICHUE PAcCMATPUBAEMBIX HA 3aCCIaHUH BO-
MIPOCOB B MOPSI/IKE X 3HAYMMOCTH).

CrnoBo «IIpencenarens» (win «IlpencenarenscTByronmii») mneva-
TaeTcs yepe3 1—4 MEXCTPOUHBIX MHTEpBaJsa mocie 3arojoBka. Ciosa
«Ipencenarens», «Cexperapb», «llpucyrcrBoBanmy, «llpuriamnien-
HBIE» OTIEINSIOTCS IByMs MEKCTPOYHBIMU MHTEpBaJIaMH APYT OT ApY-
ra, Ie4aTaroTcsl OT IPAHHILIBI JIEBOTO OIS C MPONHCHOW OYKBHI (0e3 Ka-
BBIYCK).

ITocne cnoB «Ilpencenarens» n «Cekperapb» depe3 TUPE yKa3bl-
BalOTCA (paMUJIMK U WHUIMAIBI TIPe/IceiaTeslsl U CeKpeTaps 3aceaaHus
COOTBETCTBEHHO. DaKTUYECKHE JIOKHOCTHU IIPEACeaaTells U CeKpeTa-
Pl HEe yKa3bIBAIOTCA.

Ilocne cnoBa «IlpucyrcTBoBamu» craBuTcs aBoeroune. Jlanmee
B MPOTOKOJIAX MOCTOSHHO JEHCTBYIOINX KOJJIETHaIbHBIX OPraHOB I1e-
pedrcisirores GaMUIUE U WHUIHMAIB IPUCYTCTBOBABIIMX Ha 3aceia-
HUH TIOCTOSIHHBIX WIEHOB KOJUIETHaJIbHOIO OpraHa B aiu(aBUTHOM IO-
psinke 0e3 ykazaHHs JOJDKHOCTEH BO BCIO IIMPUHY CTPOKH Yepe3 OIHMH
MEKCTPOYHBIM MHTEpBaj (Jomyckaercsi oOpMIICHHE B BUAE CITHCKA
C YKa3aHHeM JAoJDKHOcTeH). B mpoTokoiax BpeMEHHBIX KOJIIeTHalb-
HBIX OPTaHOB MJIM UHBIX MEPOTIPHUATHI, B X0JIe KOTOPBIX KOJIJIETHaIbHO
00CyXaaroTcsi Kakue-m1u00 BONPOCHI, PH MEPEUHCICHUH TTIPUCYTCTBY-
IOUIMX YKa3bIBAIOTCS UX JOJDKHOCTH, (PaMUIIMU M MHULUAIBI (KaKIbIH
C HOBOI CTPOKH).

YyacTHUKHY 3aceiaHus, He ABJISIOIKEecs YWieHaAMH KOJIErHajJbHOIO
opraHa ¥ NpHIJAlIeHHbIE HA 3acellaHhe B KaueCTBE JKCIEPTOB B 00-
CYX/aeMbIX BOIIPOCAX WJIM 3aMHTEPECOBAHHBIX JIMII, NEPEUUCIIAIOTCS
nocine cnosa «lIpuramenHsie» mo andaBUTy € yKazaHHUEM JOJKHO-
cTeil (Kaxaplidi ¢ HOBOHM cTpoku). Eciim oHUM SBISAIOTCS MpeacTaBUTE-
JIIMU APYTUX OpraHU3alMi MM OpPTraHOB, YKa3bIBAeTCs TAK)KE MECTO
paboThl (HaMMeHOBaHKNE OpraHU3aluy, oprana). HanMeHoBaHHS TOMK-
HOCTEl MOTYT yKa3bIBaThCsi 000OIIEHHO, HapUMep: «AEMyTaThl ro-
poackoit [Tyms».

Ecnu o0mmii criucok NpucyTCTBYIOMIMX (IOCTOSTHHBIX YWIEHOB KOJI-
JIETHAILHOTO OpraHa W TpHUIAlleHHbIX) Oojee 15 denoBek, ux da-
MWJIMH, WHUIMAIBl U TOJKHOCTH (711 IPUIVIAIIEHHBIX) B MPOTOKOJIE
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HE TIePEYHCIAIOTCS, a MPUIIATAIOTCSl OTACNBHBIM CIFCKOM, TIPH 3TOM
B MPOTOKOJIE IU(POIH YyKa3bIBaeTCsl 00Iee KOJTUYECTBO MPUCYTCTBO-
BaBIINX C OTMETKOM B CKOOKAX «CIHMCOK MPUIIaraeTcsh», HalpuMep:

[IpucyrcrBoBanu 47 4enoBek (CIUCOK IPHUIIAraeTcs).

[TomcueT y9acTHUKOB IIPOBOAUTCS 110 CITUCKAM PETUCTPAIINH, KOTO-
pBI€ IPUIIATAIOTCS K TIPOTOKOITY.

Ecmu st npuHATHS pereHns HeoOXOAUM OTIpe/IeTICHHBIN KBOPYM,
ClIeyeT yKa3arh, Kakoe KOJMYECTBO YYaCTHHUKOB JIOJDKHO OBLIO TIPH-
CYTCTBOBATh M CKOJIFKO YEJIOBEK IMPUCYTCTBOBAJIO, HAPUMED:

B cocrase xomuccuu 15 genosek, mpucyTcTBoBanu 12.

BBonnas yacth 3akaHuuBaeTcs moBecTkou mHs. Uepe3 2—4 mex-
CTPOYHBIX MHTEPBaJA MOCIE MEPEUUCICHUS YUACTHUKOB B IIPOTOKOJIE
o opMIISETCS MePeYeHb BOIPOCOB, MOISKAIINX PACCMOTPEHHUIO U 00-
cyxjieHuto, HaunHaromuics cioBamu [IOBECTKA JIHS (na 6mankax
C MPOJOJBHBIM PACIIONOKEHUEM PEKBU3UTOB IMEUATAIOTCS IO LICHTPY,
Ha OJaHKaX C yIJIOBBIM PACIIOIIOKEHHEM PEKBU3HTOB — OT TPAHUIIBI
nesoro noist). CnoBa [IOBECTKA [HS neuaratoTcsi mpoOnMCHBIMU
OykBamu, Oe3 kaBbiuek. [locie HUX cTaBUTCS JBOETOYHE.

B noBectke aHs oTpaxkaeTrcs conep:kaHue 3acenaHusi. Bompocbl
B MIOBECTKE JIHS PACIOiaraloTCs Mo CTENEHU UX CIIOKHOCTH, BaKHOCTU
U TIPEIoIaraeMoro BpeMeHH OOCYKICHUS, HyMEpYIOTCS apaOCKUMHU
UQpaMH 1 OTBEYAIOT Ha BOMPOC «0 deM?». [loa popMynmMpoBKOH Kax-
JIOTO BOIIPOCA YKA3bIBAKOTCS TOJDKHOCTh, (PaMUIINSL 1 MHUIHAITBI JTOKIIaI-
YHKa, TIOATOTOBHUBIIIETO OCHOBHOE COOOIIIEHHUE 0 BOIIPOCY, HAIIPUMED:

1. O mepcrneKTHBHOM IUTaHUPOBaHUU. J[OKiIa ] HadaJIbHUKA TNIAHOBOTO
otaena Meanosa U. U.

2. 00 ... (Tema moknazaa, oryera, coodiienus). Joknan (oTyet, cooo-
HICHHUE) ... (C YKa3aHHEM JOJKHOCTH, (haMHUJIHH WHHUIIHAIOB TOKIaTduKa
B POIUTEIILHOM TaJIEKE).

Bormpockl moBecTKH JHS TOKHBI (DOPMYITHPOBATHCS TOYHO U SICHO,
OTpaXkaTh CyTh 00CYKIaeMbIX BOIIPOCOB. He normyckaeTcst BOmpoc wim
rpymIy BOIpPOCOB (GopMynupoBarh ciioBoM «Pa3Hoe». [loBecTka mHs
ONpeENsieT CTPYKTYPY OCHOBHOM YaCTH MPOTOKOJIA.
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OcHOBHas 4acTh MPOTOKOJIA TeJaTaeTcs yepe3 2—4 MeKCTPOUHBIX
WHTEpBaJIa IMOCIIe MePeYrCICHHs BOIIPOCOB MOBECTKH M COCTOUT U3 pa3-
JICJIOB, COOTBETCTBYIOIINX ITYHKTaM TOBECTKHU AHA. Pa3mensl Hymepy-
I0TCsI apaOCKUMU IU(PPaMH B COOTBETCTBHH C MIOBECTKOM JTHSI.

X071 pacCMOTPEHHUS KaXkI0TO BOITPOCA TIOBECTKHU JTHS 3alChIBAETCS
B MTOCJIEIOBATEILHOCTH: CITYIIAIH — BBICTYIHIN — PEIINIH.

Cnoa CJIVIIAJIM, BBICTYIIMJIN, PEILMJIN meyararoTcst OT-
JIENTBHON CTPOKOM, 0e3 ab3alHOro OTCTyIa, MPOMUCHBIMU OyKBaMH,
0e3 KaBBIYEK M 3aKaHYMBAIOTCS IBOETOUMEM, IIPHU 3TOM TIEPE/ CIIOBOM
CJIYIIAJIN mpocTtaBisieTcst MOPSAAKOBBIM HOMEP BOPOCa B COOTBET-
CTBHUH C TIOBECTKOU HHS, Tak Kak cioBo CJIYIIIAJIM oTKpbIBaeT m3-
JIOKEHUE Kaxka0ro myHkTa moBecTku. Octanpabie yactu (BbICTVYIIU-
JIW, PEIINJIN) HE HyMepyIOTCH.

ocne cnopa CJIYIIAJIN ¢ HOBO# cTpoku (¢ ab3al[HOTO OTCTY-
na) yKasbplBaroTcs GaMuiius ¥ MHUIMAIBI JOKIa[9iKa (HAMMEHOBaHUE
JTIOJDKHOCTH YKa3bIBaeTCs B IMTOBECTKE JTHS) U Yepe3 TUPE B MOTHON MIIN
Kparkod (opMe OT TPEThero JIMIa €IMHCTBCHHOTO YMCIIa U3J1araercs
CoJiepXKaHNe BBICTYIUIEHHSI OCHOBHOTO JIOKJIaT4HKa (COAepKaHHue J0-
KJ1a/1a, COOOIICHHS, OTYETA).

Ecnu moxiragarkoM mpenocTaBiIeH TEKCT JOKIaaa (COO0IeHus, OT-
4era), ero cofiepKaHue B POTOKOJIEC HE M3JIaraeTcs, a mocie GpaMuimu
Y WHUIMAJIOB JOKJIaI4iKa Yepe3 THUPE JENIaeTCsl CChUIKA Ha HaMdne
TeKCTa JoKiIana (COOOMEeH s, OTUeTa), a TEKCT JOoKIanaa (COOOIICHMS,
OTYeTa) MPUJIaraeTcsi K MPOTOKOITY, HalpUMeEp:

1. CJIVIIIAJIN:
NBanoB U. V. — TekcT nokiana npuiaraercs

i

1. CIIYIIAJIN:
Cunopos C. C. — TeKCT COOOIIeHHUs TPHIIaraeTcst

[Mocine cnosa BHICTYITUJIN nocnenoBareabHO yKa3biBatoTCs (a-
MWJIAH U WHULMAJIbI BBICTYIMBIINX I10 JAHHOMY ITyHKTY TIOBECTKHU JAHS
(pu HEOOXOUMOCTH YKa3bIBAIOTCS M JIOJDKHOCTH), TIPUBOJUTCS Kpa-
TKO€ COAEP)KAHUE KAXKJIOTO BBICTYILIEHHUS, 3a/JaHHbIE BOIIPOCHI U OTBE-
ThI HA HUX.
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DaMUIUKM M MHULMAJIBI BBICTYIIAIOIIMX TI€YaTal0TCs ¢ HOBOM CTpO-
KW, ¢ a03a1ia B UMEHUTEIPHOM IMajIexke. 3aliCh BBICTYIUICHHUS OTICIISI-
eTcs OT (paMIIINK U MHUITHAJIOB THPE, HAIPUMED:

BBICTYIINJIU:

CepreeBa C. C. — oTMeTHIa HEOOXOIUMOCTh MOJATOTOBKH TPOEKTa
monoxkeHus: 00 mHMOpMaNOHHOW Oe3omacHOCTH. PazpsicHMIa Ha3Hade-
HHE JAaHHOTO JIOKyMEHTa, 000CHOBAaJa MOJAXO/bl K PEUICHUIO MPOOIEMBI
obecriedeHnsT MHPOPMAITOHHOH 0€30ITacCHOCTH TIPH padboTe COTPYIHUKOB
C IOKyMEHTaMH1 OTPaHMUYEHHOTO pacrpocTpaneHust. [Ipeanoxmia co3aarh
pabouyto TpyImy Mo pa3padboTKe MOIOKEHHS 00 HHPOPMAIIOHHOH 0e3-
OTIACHOCTH.

ITerpor II. II. — monmmep>kaid BHECCHHBIC MPEIIOKEHHS, 0OpaTuiI
BHUMaHHE Ha HEOOXOIUMOCTh MPUHITHS MOJOKEHISI 00 MHPOPMAIHOH-
HOHM 0€30MacHOCTH.

Bormpockl 1 0TBETHI K JOKIAAUYUKY M BBICTYIHMBIIAM IPOTOKOJIH-
PYIOTCS TIO MEpe WX TOCTYIUICHHSI W 3alMCHIBAIOTCS B TOW IMOCIICIOBA-
TEIHHOCTH, B KaKOM OHU Tpo3Bydasn Ha 3acemanuu. Cioa «Bompocy
1 «OTBET» HE MUIIYTCS, a C a03aIIHOTO OTCTYIA YKa3bIBAOTCS (PaMUIIUN
Y WHUITHAIBI AT (P HEOOXOMUMOCTH U TOJHKHOCTH), OT KOTOPBIX TT0-
CTYITHJIA BOIIPOCHI, ¥ JIUII, OTBETUBIIHX Ha HUX. CioBa «Bompoc» u «OT-
BET» IMUIIYTCA BMECTO (paMUJIMM W WHHIIMAJIOB, €CJIM 3aTPYJAHUTEIIHLHO
OMpeeUTh (PaMUIIMIO 33IaBIIETO BOMPOC WM OTBETHBILETO HA HETO.
[Tocne cnoB «Bompocy u «OTBET» CTaBUTCS TBOSTOUUE, HATIPUMED:

Bompoc: Ckonbko KOMIBIOTEPOB IUIAHUPYETCS 3aKyNUTh B 3TOM
KBapraie?

Ecnu cioBo npenocTaBisieTcs ULy, TpUTTalIeHHOMY Ha 00CyX/ie-
HHUE BOTIPOCa MOBECTKH JHSA, TO B MPOTOKOJIE YKA3BIBAIOTCS €T0 (paMmu-
TS, MTHUIIMANBI ¥ TOJKHOCTE. B ciydae eciu BRICTYTUIEHHH U 00CYXK-
JleHu# (TOMUMO OCHOBHOTO JI0KIIa1a) He 06110, 9acTh « BBICT YITNJI»
He odopmisieTcs, a paszfen OyIeT COCTOSATh TOJBKO W3 ABYX HacTei:
«CIIYIIAJIN» u «PEHIWII».

TTocne cnoa PEIIINJIN B npOTOKON 3aMUCHIBAIOTCS MPUHSTHIE IO
JTAHHOMY BOTIPOCY PEIICHHSI, KaXKI0€ C HOBOH CTPOKH (C a03aIHOTO OT-
ctymna). Perrenne B TeKcTe MPOTOKOJIA TIEYaTAETCs TIOTHOCTBIO.

111



Pemenust HOCAT pacnopsIUTEIbHBIA XapaKkTep U JTOJDKHBI (op-
MYJIMPOBAThCSl C UCIIOJIb30BAHUEM MOJENM, XapaKTEpHOM Ml pac-
MOPSIUTENBHBIX JOKYMEHTOB: B HHUX YKa3bIBalOTCS HMCIOJIHUTEIH,
MpeAnuchIBaeMble TN00 pacmopsAaIuTeNbHbIE ASHCTBHUS U CPOKU HC-
ITOJIHEHHMSL.

Ecnu pemienue He TpeOyeT MaibHEHIINX ACUCTBUH, YKa3bIBACTCS
TOJIBKO PACTIOPAIUTENHHOE JeiicTBHE (MCTIONHUTENN U CPOKH HE yKa-
3BIBAIOTCS ), HAIPUMED:

1. YTBepauTh pernamMeHT paboThl KOMUCCHH (TIpHJIaraeTcsi).

Ecnu npunsToe perienue TpeOyeT BHINOTHEHNS KaKUX-JIN0O0 [ajb-
HEUIIUX JEUCTBUI, B MOCTAHOBIIAIOIIECH YAaCTH YKa3bIBAlOT HCIIOIHU-
Tesis (MCTIOMHUTEINEH ), TPEANNUChIBaeMble IEHCTBUS U CPOKHU HCTIONHE-
HUS, HallpUMeEp:

1. HagansHuKy otnena aproMaruzanuu Cunoposy C. C. moaroToBUTh
IJ1IaH IMPOBEACHUA o6yqafouu/1x CECMHHApPOB JIsA COTPYAHHUKOB OTAECIa
110 BOIIpoCaM IMMPUMEHCHUA I/lHq)OpMaIll/IOHHbIX TEXHOJIOTUI B IOBCC-

HeBHO# padore 110 00.00.0000.

Cpok MOeT OBbITh yKa3aH Kak KaJeHJapHas 1aTa MM KaK IepHoz
BBITIOJTHEHUS paOOTHI.

[Ipu oxoHuaTeabHOM O(OPMIICHUH MPOTOKOJNA (POPMYIUPOBKH pe-
HICHUI HE PelaKkTUPYIOTCS, OHU 3alMCHIBAIOTCSI B MPOTOKOJ UMEHHO
B TOll hopme, B KaKkoi ObUIN BBICKa3aHbI HA 3aCEJaHUH.

[lo xaxnoMy MyHKTY HMOBECTKH JHS MOMKET OBbITb MPHHATO OXHO
WJIN HECKOJIBKO perieHuil. Eciu perenuii HeckonbKko, OHU HyMepyIoT-
cst apabckumu uugpamu. [Ipu 3ToM cHavana ykasplBaeTcs HOMEp MyH-
KTa MMOBECTKHU JHS, a 4Yepe3 TOUKY HOMEP [TOCTaHOBIISIIOIIECH YacTH (HO-
Mep peLICHHs 110 JAHHOMY BOIIPOCY).

Kaxnoe pemieHne MOXeT copepKaTh OAWH MM HECKOJIBKO ITyH-
KTOB, KOTOpPbIE PACIHOIaraloTcsi M0 3HAYMMOCTH U HyMepyloTcsl apal-
CKUMH LUPpaMH.

[Tpy mpuHATHM pelICHHUs TOJIOCOBAHMEM IIOCIE 3alHCH PEIIeHHUs
yKa3biBaeTcss (opMa TojocoBaHUs (TailHas WM OTKPBITas) U IPH-
BOJSITCS PE3y/bTaThl TOJIOCOBAaHMS C YKa3aHHEM 4YHcja ToJ0COB, IO-
JaHHBIX 32 MpeularaéMoe pelieHue, MPOTUB HEro, BO3ICPIKaBILIMXCS
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OT I'0JIOCOBaHMsA, a TAKKE CIIMCOK JIMI, HC Y4aCTBOBaBIINX B I'OJIOCO-
BaHWH, HAIIPUMCED!

Pesynbrarsl ronocoBanus:

«3A» — 20 rosocos;

«ITPOTHUB» — 2 romnoca;
«BO3IAEPXAJIMCb» — Her.

Pernrenue npuHATO GONBITHHCTBOM TOJIOCOB.

Ecmu ronocoBanue ObLIO TaiHBIM, YKa3bIBACTCSI KOJIMYECTBO BBI-
JIAHHBIX OFOJUIETEHEH, OIOJUIETCHE, ITOTyYSHHBIX B PE3YJIBTATEe FOJI0CO-
BaHUs, U OFOJUIETCHEH, TPU3HAHHBIX HEICHCTBUTEILHBIMHU.

[Ipn HamUuMM y KOro-TMOO W3 YYACTHUKOB 0COOOTO MHEHUS
M0 TPUHATOMY PEIICHHUIO, BBICKA3aHHOTO BO BpPeMs OOCYKIECHHS, €ro
COJIepXKaHHe 3alChIBACTCS B TPOTOKOJ TIOCTE COOTBETCTBYIOIIETO
MPOTOKOIBHOTO PEIICHUSI.

Y4acTHHK, BBICKa3aBIIUKA 0C000€ MHEHHUE IO MPUHATOMY pellie-
HUIO, TOJKEH U3JIOKHUTH €r0 Ha OTAEIBHOM JIUCTE, MOANUCATh U Tepe-
JIaTh TOCIIe 3aceqaHusl NIy, OTBETCTBEHHOMY 3a BEJCHUE MPOTOKOJIA
(odopmienHOE TakuM 00pazoM 0coboe MHEHHE TPHUIaracTcs K mpo-
TOKOINY).

B ciydae yTBepk1eHNs KOJUIETHAIBHBIM OPTaHOM KaKoTro-JTH00 J10-
KyMEHTa IPOTOKOJ (DUKCUPYET pelieHre 00 yTBEPIKISHUH 3TOTO JIOKY-
MeHTa. B TekcTe mpoToKoia AaeTcsl CChUIKa Ha ATOT AOKYMEHT, a caM
JIOKYMEHT MIPUJIATAETCs K MIPOTOKOIY.

Pemenns no mpoueaypHbIM Bonipocam (00 yTBEPKACHNHN TOBECTKH
TTHS, O TIPEKpaIIeHnH 00CYKICHHS, O IPUHATHH K CBEJICHUIO CIIPABOK,
COOOIIIEHHUH U T. I1.) TAKKE OTPAKAIOTCS B TEKCTE MPOTOKOIIA.

TexkcT KpaTkoro MpOTOKOJIa TAKXKE COCTOUT U3 JIByX 4YacTeil: BBO-
JTHOW M OCHOBHOW. BOo BBOJIHON 4YacTh yKa3bIBarOTCS (DaMUJIHMS U UHU-
[IAAJTBI TPECENaTENbCTBYIONIETO (TIpeIceaaTes ), a TAKKE JOKHOCTH,
(haMIIIMK ¥ WHUIMAIBI JIUII, IPUCYTCTBOBABIINX HA 3aceTaHny (Kax-
JIBII C HOBOM CTPOKH B ali(haBUTHOM TIOPSIZIKE C yKa3aHHEeM HanMEHOBa-
HUU JODKHOCTEH).

OCHOBHas 4acTh KPaTKOTo MPOTOKOJIA BKITFOYAET TIePEUUCIICHUE 00-
CYXJ/TaeMBIX BOTIPOCOB (TEMBI JOKIAA0B), (aMIINU U UHHUIIHAJBI JI0-
KIIQJIYUKOB M BBICTYIIABIINX W MPHUHSITHIE perieHus. HanmeHoBaHue

113



BOTIpOCa HyMepyeTcss U HaunHaeTcs ¢ npemiora «O» («O06»), BbIpas-
HUBAETCA 10 LUEHTPY U OTAENSAETCS OAHOW YEPTOM OT MOCIEAYIOIIErO
TEKCTA.

ITox yepToit B ckoOKax yka3blBarOTCs (HaMIIIUK M WHHUIIAAIbI J10-
KJIQA9UKa ¥ BBICTYNHBIINX MPH 00CYKISHUN JaHHOTO Bompoca (Tmep-
BO# yKka3bIBaeTCs (haMHIIMs OCHOBHOTO JIOKJIa4KKa, 3aTeM (haMUIUN
BBICTYNMBIIMX B MOPSAKE WX BBICTYIUICHUH). PaMUIUN U WHHULIAAIIBI
MeYyararoTcs Yepe3 3alsiTylo 10 BCeH IUpUHE CTPOKH IIEHTPUPOBAH-
HBIM CTIOCOOOM 4epe3 OJMH MEXCTPOYHBIA nHTepBai. Hirke yka3piBa-
ercs mpuHsATOe 10 Bompocy pemenne. Crosa CJIVIIAJIN, BBICTY-
[TJIN, PELLIMJIN HEe eyaTaroTCs.

[IpoTokonsl cocTaBisiFoTcs U 0OQOPMIISIOTCST CEKpeTapsIMUA KoJIie-
T'HaJIbHBIX OpraHOB WA pa6OTHI/IKaMI/I, KOTOPBIM MOPYYCHO BEACHUC
ITPOTOKOJIOB (B COOTBETCTBHUU C HUX OOJDKHOCTHBIMH 00s13aHHOCTSIMU
WM pelIeHNeM Y9aCTHUKOB 3aCeIaHus).

[TpoTrokon cocraBiseTcs HA OCHOBAHUM YEPHOBBIX PYKOITUCHBIX
3amucedl XoJa 3aceaHus, CTCHOTPaMMBbl 3ace/laHusl (€CiH 3acelaHue
cTeHOTpadupPOBATIOCH), 3BYKO3AMMUCH (BHUICO3AIMCH), TPOU3BEICHHON
BO BpeMsl 3acefaHusl (€CiM BeJlach 3BYKO- MJIM BHJICO3AIHCh), U TIOJI-
TOTOBJICHHBIX K 3aCCIaHUIO TCKCTOB AOKJIAI0B, BBICTyr[J'IeHHIZ, cripa-
BOK, IIPOCKTOB pemeHHﬁ, TOBECTKHU H, CIIMCKOB YYaCTHUKOB U IIPU-
MIalICHHBIX, U JP.

3amcu BO BpeMsi 3aceianusi, cOOp IOKYMEHTOB U ITOJITOTOBKA TEK-
CTa BO3JIAraloTCsl Ha CEKpeTapsi KOJUIETHalbHOTO opraHa (MHOE JIUIIO,
KOTOPOMY B YCTaHOBJICHHOM MOPSIJIKE MOPYYEHO BeJCHUE U odopmiie-
HUE HpOTOKOJIOB) 1 JOJDKHOCTHBIX JIMII, TOTOBHUBIINX BOIIPOCHI K 00-

CYKJICHUIO.
JIOKyMEeHTBI K OOCY)XICHUIO TOAMHCHIBAIOTCS PYKOBOIUTEISIMHU
CTPYKTYPHBIX MOJpPA3JeNIeHUN — HCIOJHUTENICH W MPeJICTABIISIOT-

Cs CEKpEeTapro KOJIJIErMaJbHOIO OpraHa He IMO3/Hee 4yeM 3a 5—7 gHei
IO aThl, IPEIyCMOTPEHHON TUTAHOM Pa0OThI KOJUIETHAIEHOTO OpTraHa.

IIpn oOcyxneHun 0co00 BaKHBIX BOIIPOCOB MPOEKTHI TPOTOKOIOB
MOT'YT BU3UPOBATHCA NOKJIaJYUKaAMMH. Ecmm na 3acClaHnn NpUHUMaA-
JIMCh BAXHBIC PCHICHUA, TOMYCKACTCA BU3HMPOBAHUC ITPOTOKOJIA TEMU
JIMIaMu, KOTOPBIC BRICTYIIAJIN HA 3aCCIaHUU.
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BusupoBanue npoBoAMTCS 10 MOANUCAHUS MPOTOKOIA. Bu3bl sB-
JSIFOTCSL TTOATBEPIKACHUEM TOTO, YTO MPOTOKOJ BEPHO OTPAKAET CYTh
Bompoca. Bu3bl mpocTaBisioTcst Ha 000POTHOM CTOPOHE TMOCIETHEro
JMCTa MPOTOKOJA. 32 MPAaBUIIBHOCTD 3alicel B MPOTOKOJIE OTBEYAIOT
JIWIIA, TOJITMCHIBAIOIINE TIPOTOKOII.

HpOTOKOJIBI KOJUICTUAJIBHBIX OpTraHOB (KOJUICI‘I/II/I, KOMHCCHUH, CO-
BETa, MPABJICHHUS U JIP.) MOJITHCHIBAIOTCS MpEACeaaTesieM dTOTo opra-
Ha (WU TIpeICceNaTeNIbCTBYIONTNM Ha 3aceaHuM) U CeKpeTapeM (eciu
HOPMAaTHWBHBIMU ITPABOBBIMU aKTaMW HE MPEAYCMOTPEH AHOU TIMopAa0K
MO CAHNS ), HAIIPpUMep:

IIpencenarens Jlnunas nonnuck H. O. Gamunus

Cexkperapb JInunas nonnuch H. O. Gamunus

IMonmucn mpencenmarens u cekperapst opopmisIIoTcs: depe3 4—6
MEXCTPOYHBIX WHTEPBAJIOB OT TEKCTa WM BKIIIOYAIOT HAaWMEHOBaHWE
JIOJDKHOCTH JIMIIA B COCTaBe KOJUIETHAILHOTO OpraHa (Tpejcearenb,
CeKpeTaph), TUYHBIE MOIMUCH U pacin(pOBKY MOMMUCEH (MHUIIAAITBI
u ¢amunun). JIOIKHOCTH TIO IITATHOMY PacIMCaHUIO HE YKa3hIBAIOT.

B HEKOTOpBIX OTHENBHBIX CIIydasX, MPEyCMOTPEHHBIX JCHCTBY-
FOITM 3aKOHOJIATEILCTBOM, MPOTOKOJIBI 3aCeNaHUil MOIICHIBAIOTCS:
TOJIBKO TIpeziceiaTesieM (MpeacenaTeI-CTBYIONINM Ha 3aCeIaHnH ); BCe-
MU WICHAMHU OpraHa, IPUHUMABIIETO PEIICHUSI.

B cirydae moanucanys mpoToKoia BCEMH WIeHAMH KOJIErHaaIbHOTO
opraHa OAIUCH O(DOPMIIIOTCS CIICAYIOIIHM 00pa3oM:

IIpencenarens Jlnunas nonnmuck H. O. Gamunus
Cekperapb Jlnunas nonnuck H. O. Gamunus
YieHbI: JIngunas moanmce H. O. damunus

JInunas moamnuck H. O. ®amunusa

Ecau nnst Benenus codpanus 6611 n30paH NMpe3uInyM, TO TOMUMO
npeaceaaress U ceKpeTaps MpOTOKOJ NOANUCHIBAIOT BCE WICHBI pe-
3unryMa (WX TOATHICH PacoiararoTcs B aln(aBUTHOM IMOPSIIKE Yepe3
1,5—2 MeXCTpOYHBIX MHTEpBaja JAPYT OT Apyra):

IIpencenarens Jlnunas nonnuch H. O. Gamunus

Cexperapb JInunas nmoamnuck H. O. ®amunus
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Unens! npe3uauyma:  JInuHas noanuch H. O. damunus

JInunas moanuch H. O. damunus

HaumenoBaHMe JOKHOCTH JIMIIA B COCTaBE KOJUIETHAIIEHOTO Opra-
Ha TIe4aTaeTcs OT JIEBOH rpaHuUIIbl TeKCTOBOTO moisi. [locnenuss OykBa
B HanOoJee JUTMHHON paciu(poBKe OrPaHNYNBACTCS MPABBIM OJIEM.

[TpoTokon MmoAMHCHIBAETCS MOCIE TOr0, KaKk €ro TEKCT OKOHYa-
TEJILHO OTPEAAaKTUPOBAH, BEIBEPEH U OPOPMIICHBI BCE Pa3feiibl, COOT-
BETCTBYIOIIME NoBecTke MHs. [loamuceiBaeTcs oauH (€MHCTBEHHBIN)
SK3EMIUISIP TPOTOKOJIA, KOTOPBIM MOJIIMBAETCS B JEIO0 W XPAHUTCS
B COOTBETCTBHHU CO CPOKOM, OTPEIeIEHHBIM HOMEHKIATYPOU JeIl.

K nporokoiy mpunararoTcs JOKYMEHTBI, CO3J[aHHBIE B Ipoliecce
MOATOTOBKU M TIPOBEACHUS ITPOTOKOJIUPYEMOTO MEPOTIPUSITHS (BCE TI0
OJTHOMY 3K3eMIUIAPY): MOBECTKa AHS (TporpamMma MEpOIpHSTHSL); OT-
KOPPEKTHPOBAHHbIC CHUCKH YYACTHUKOB (CIMCOK MPUCYTCTBYIOLIHX,
CITUCOK TPHIJIAIIEHHBIX ); TEKCTHI MU TE3HCHI JOKIIAJ0B U BBICTYILIE-
HUH; THICbMEHHBIE TPEUIOKEHHSI W 3aMEYaHusl TeX YYaCTHHUKOB, KO-
TOpBIE 3AIMUCANUCH JIUIsI BRICTYIJICHUS, HO HE TOJYYMIH CJIOBA BBHIY
MpeKpalleHus: MpeHuit; 0ocoOble MHEHHSI M BOIPOCHI, MOCTYITUBIINE
OT YYaCTHHKOB MEPONPHUATHS; WHPOPMAIIMOHHO-CIIPABOYHbIC W aHa-
JUTHYECKHE MaTephasibl Mo 00CYKIaeMbIM BOIIpocaM (CIpaBKH, 3a-
KITFOUEHUS, IOKJIaTHbIEe 3alTUCKH, CBOJKH, BBIIIHCKH H T. I1.); TIPOEKTHI
pelIeHuil; MO/UIMHHUK CTEHOTPaMMBI (€Cli COBEIIaHhe CTeHOTpadu-
POBAJIOCH); IPUHATHIC W YTBEPKIACHHBIC JJOKYMEHTHI (pEIleHHs, pe-
30ITIOIMH, OOpaIleHus], MOJOKEHHS, PerIaMeHThl U T. I1.); yKa3aTeln
(CITUCKH, JINCTBI) PACCBUIKH (TTpH HEOOXOANMOCTH PACCHUIKU PEILICHUH,
KOITUH MPOTOKOJIOB, BBIMTUCOK M3 MPOTOKOJIA); NPYTHE JOKYMEHTEI.

[IpoTokon cuuTaercs OKOHYATEIHHO O(OPMIIEHHBIM IIOCIE TOTO,
KakK OH OyJeT TOANWCaH, K HeMy OyIyT IpUI0KEHBI BCE OTHOCSIIIUECS
K COBEIIAHUIO JIOKYMEHTHI U Matepuaibl. Cpok o(pOpMIICHUS IPOTOKO-
JIa He JIOJDKEH MPEBBIIIATH MATH THEH CO JHS 3aCeaHMsI.

OdopmiieHHBIE TODKHBIM 00pa3oM IMPOTOKOJBI M MpUiIaraeMble
K HAM Marepuasibl TOMEIMIAIOTCSl CEKpeTapeM KOJUIETHalbHOIO Op-
raHa (OTBETCTBEHHBIM PaOOTHUKOM) B JIeJIO (JeNla) U XpaHATCSA y He-
IO B TEYEHHE CPOKA, YCTAHOBIEHHOTO HOMEHKJIATYpOH JIed, a 3aTeM
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B YCTaHOBJIEHHOM TOPS/IKE TIEPEIaloTCs Ha apXUBHOE XpaHeHue. Mar-
HUTHBIE JICHTHI U JPyTUe HOCUTEIHN CO 3BYKO3aIHUCSIMHU (BHI€03aMNCs-
MH) X071a 3acelaHuil (MEepOnpUATHIi) XpaHATCS B COOTBETCTBUH C TIO-
PAIKOM, YCTAaHOBJIEHHBIM B KOJUIETHAJILHOM OpTaHe.

[epen nmomemnieHreM MPOTOKOJIA B JIENIO HA HEM cleayeT 0pOpMUTh
OTMETKY O HaIlpaBJICHUH JOKYMEHTa B Ae0. Eciu npuiioskeHus K mpo-
TOKOJTy ITOMEIIAIOTCS B OTAENBHOE JeJI0, B OTMETKE HY>KHO CHEJaTh
COOTBETCTBYIOIIYIO 3allUCh M yKa3aTh B HEH HOMEp Jenia, B KOTOpoe
MOMENIAIoTCS MPUIOKeHus, Hanpumep: «llpunoxenns Kk mpoTOKOITy
HaIpaBJIEHbI B €710 Ne...».

[Ipu odopmiieHNH MTPOTOKOJIOB CIEAyeT MOMHHUTbH, 4TO TpeOoBa-
HUS K OT/AEIBHBIM BHJaM IPOTOKOJIOB MOTYT OIPENENSAThCA 3aKOHA-
MU U UHBIMH HOPMAaTUBHBIMU TPaBOBBIMU akTaMu Poccuiickoit Dene-
pauMy Wi NMpaBoOBBIMHU akTamu cyObekToB Poccuiickoit denepanum,
U coOMoIaTh 3TH TPeOOBAHUSI.

TTopsa10k TOArOTOBKKM MPOTOKOJIOB U U3JAaHWS PEIICHUN KOJIJIEr-
aJbHBIX OPraHOB YCTAHABIMBAETCA B JIOKYMEHTaX, perIaMeHTHpPYIO-
HIMX MX JCATENLHOCTh (B MOJOKEHHUAX 00 3TUX OpraHax MM pera-
MEHTaX UX pabOThI).

Cnpagxa — NOKyMEHT, COIEp KalMil ONMMCaHNe U TIOATBEPKJICHUE
TeX WM WHBIX (PAKTOB HMJIM COOBITHH WM YAOCTOBEPSIONIMN KaKOu-
100 0puIUecKui PakT (CITy>KeOHOTO M JIMYHOTO XapaKTepa).

B cnpaBkax cimy»xe0HOro xapakTepa OTpakatoTcsl CBEACHHUS 110 OC-
HOBHOM JI€ATEIBHOCTH OpPTraHU3allui WU €€ CTPYKTYPHBIX IOfpa3jie-
JICHHI, IOATBEPIKIAIOTCS (PaKThl U COOBITHSI CIYKEOHOIO Xapakrepa.

CrpaBkH CITy’)KeOHOTO XapakTepa COCTABISIIOTCS 10 YKa3aHUSIM
JIOJDKHOCTHBIX JIMI] MJIM 3alIpOcaM 3aMHTEPECOBAHHBIX OpraHM3alui
(opraHoB) s TpPENCTaBICHUS PYKOBOACTBY HJIM HA PAaCCMOTPCHUE
KOJIJIETHAIIBHBIX OPTaHoB, Ui MHOOPMHUPOBAHKS O BBIITOJHEHUH TUIa-
HOB, 33JJaHU, IOPYYEHUH U T. II.

CripaBKy JIMYHOTO XapakTepa COCTAaBJIAIOTCA JJIS YIOCTOBEPEHUS
KaKUX-JIM00 IOPUINYECKUX (aKTOB B OTHOLICHWH (PU3UUECKUX JIUI]
IO 3apocaM 3aUHTEPECOBAHHBIX JIMI] U OPraHU3alfii B COOTBETCTBUHU
C JIEUCTBYIOLIIM 3aKOHOAATEIHCTBOM.
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B 3aBucuMOCTH OT 1ielieil cOCTaBIeHUs CIIPaBKH CITy)KeOHOTO Xa-
pakTepa MOTYT ObITb WH(POPMAIIMOHHBIMHU, aHAJTUTUIECKUMH HIIH OT-
YETHBIMH.

CrpaBky WHGOPMAIIMOHHOTO XapakTepa COCTABISIOTCS C IEThI0
WH(POPMUPOBATH PYKOBOJCTBO O TIOJOKEHUH JIEN M, KaK MPaBuiIo, OT-
paKaroT MHAMBHIYyalbHbIe cUTyalnd. OHU COCTABISIOTCS TIO 3allPOCy
WIH YKa3aHUIO W TPEJCTABISIOTCS B YCTAHOBIICHHBIE CPOKH. AHAIH-
TUYECKHUE CIPABKHU CONEpKAT HHPOPMAIIHIO TIO BOTIPOCY WM MPooIIe-
Me, TpeOyIolIel pereHns, 1 MOTYT OBITh 3HAYUTEIHHBIMHU 110 00BEMY
(mo Tpex crpanumil Tekcta). OTYETHBIE CIIPaBKU cojepxkar 0000maro-
M€ UTOTOBBIEC CBEJCHHUS O Pe3ysbTarax AeaTeJIbHOCTH.

B 3aBucuMocTH OT ajgpecara CrpaBKH MOTYT OBITh BHEIIHUMHU
Y BHYTPCHHUMH. BHEIIHUE CTIpaBKH COCTABISIOTCS 110 3aIPOCY APYTHX
OpraHu3alMii U TpaXKAaH Ul MPEICTABICHUS B APYTHE OpraHbl U Op-
raHW3alliK, BHYTPEHHUE — JIJIS TIPEJICTABICHUS] PYKOBOJCTBY HJIU Ha
paccMOTpeHue KOJUIETHATbHOTO OpraHa BHYTPH OpTaHW3alvu (Harpu-
Mep, JUTst ”HPOPMHUPOBAHUS O BHIITOJTHEHUH IUTAHOB, 3aJaHUi, TOpyye-
HUHU U T. 1L.).

ITpu opopmireHun cipaBok 1 paboTe ¢ HUMH HCIIOIb3YIOTCS CIIeTy-
o1ie PeKBU3UTHL: 05 — HaMMEHOBaHHUE OpPTraHU3AIH — aBTOPA IOKY-
MeHTa; 09 — HanmenoBanue uaa nokymenTa (CIIPABKA); 10 — nara
JIOKyMeHTa (1ara noxanucanus); 11 — perucTpaiiioHHbIH HOMEP A0KY-
MeHTa (odopmisieTcss OOHOBPEMEHHO ¢ Aatoi); 13 — mecTo cocras-
neHust (M3maHusl) JOKyMeHTa (Mpu HeoOXoanMocCTH); 15 — ampecar;
17 — 3arojoBOK K TEKCTY (IOIKEH TPaMMaTHIECKH COTIIACOBBIBATHCS
C HaMMEHOBaHHWEM BUJa JOKYMEHTa M OTBEYaTh Ha BOIPOC «O 4eM?»);
18 — TekcT noKyMeHTa; 19 — oTMeTKa 0 IpUIIOKEeHUH (IIPY HAJTMIUH
OITHOTO FUTM HECKOJBKHUX MPIIOKEeHNH); 21 — BH3a (MpH HEO0OXOIUMO-
CTH COTVIaCOBaHWS); 22 — TOIIUCE; 24 — 1edarh (11 BHEITHUX CIpa-
BOK); 25 — OTMeTKa 00 HCTIONHUTETIE.

Buemnune cipaBku oopMIIsIoTCs Ha 0OLIMX OJaHKaX MU CIIELH-
aJbHBIX ONaHKax (ONaHKaX KOHKPETHOTO BHIA JOKYMEHTa) YCTaHOB-
JICHHOTO 00pas3Iia.

BHyTpenHue cripaBku MOTYT 0(OPMIISITECS Ha OJJaHKaxX CTPYKTYp-
HBIX TTOJIPA3/IeIICHN WU Ha CTaHAAPTHBIX JiucTax Oymaru (Oe3 OnaH-
Ka) ¢ yKazaHHEeM BCeX HeOOXOIMMBIX PEKBH3HUTOB.
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MecTo COCTaBICHUS WIW H3MaHUS JTOKYMEHTAa BO BHYTPEHHHX
CIpaBKax He yKa3bIBaeTcs. Bo BHENIHMX CTpaBKax yKa3aHHWE HA MECTO
COCTAaBJICHHS TOJKHO COZEPIKATHCS B PEKBU3NTAX OJIAHKOB, MCTIOIB3Y-
eMBIX JIJIs1 UX O(hOPMIICHUSI.

Anpecar yKa3bpIBaeTCsl TOJIBKO B CIPaBKax CIIy>KEOHOTO XapaKTepa.
B cnpaBkax TUYHOTO XapakTepa aJipecar yKa3blBaeTCs B TEKCTE, TOITO-
MY CHEUHAIBLHO ATOT PEKBU3UT HE 0(OPMIISETCS.

B 3aronoBok oTueTHOM CIipaBKH, KaK MPaBUJIo, BKJIIOUYAETCS yKa3a-
HUE Ha TIEPHOJ BPEMEHH, K KOTOPOMY OTHOCSTCS U3JIOKEHHBIC B CTIPaB-
Ke CBEJICHHUS, WIIH ATy, Ha KOTOPYIO IPUXOASTCS IPUBOTUMBIC B CTIPAB-
Ke JTaHHBIC.

TekcT crpaBKU MOXKET COCTOATh U3 OJHOM, ABYX WUJIM TPEX HaCTEH.
Ecnu TekcT cripaBKHM COCTOWT W3 JBYX YacTeH, TO B MIEPBOH (BCTYIH-
TETHHOM) YaCTH W3JIararoTCsl MPUYMHBI €€ MOATOTOBKHU (YKa3bIBAIOT-
cs1 (paKkTBl U COOBITHS, TIOCITY)KUBIIINE OCHOBAHUEM WJIM TIOBOJOM IS
COCTAaBJICHHSI CIIPaBKH, MMPUBOISATCS CCHUIKM Ha 3alpOChl 3aMHTEPECO-
BaHHBIX JIUI] WM OPTaHU3aIWi, HA MEPHOANIHOCTE MPEIO0CTABICHHUS
coneprkaieicss mHpopMaIii, Ha JOKYMEHTHI, TTOCTYKUBIIIHE OCHOBA-
HUEM JIJIsl COCTaBIICHUS CIPaBKH). Bo BTOpoil yacTu MpUBOIATCS KOH-
KPETHBIE CBEJICHNS, OTPaXKaIOIINe CyIIecTBO Bonmpoca. CrpaBka MOXKET
COCTOSITh TOJIBKO M3 OAHOM (BTOPOI) YacTH.

TekcT aHaTUTHYECKOW CTIPAaBKH OOBIYHO COCTOMT M3 TPEX YacTeH.
B nepBoii wacTu u3naraeTcsi OCHOBaHME COCTABIEHUS CIIPaBKH, BO BTO-
pO¥l — aHaNIM3 CUTYAIlUU WM BOTIPOCA, B TPETHEH — BBIBOIBI U TIPE/I-
JIOKEHUSI.

IIpu HEOOXOMUMOCTH TEKCT CIIPABKU MOXKET JETUTHCS Ha Pa3/Ieibl,
TTOJIpa3AeIibl, MyHKTHI ¥ MTOAITYHKTHI. ECIIN B CTIpaBKY BKITIOYAIOTCS CBE-
JICHHS] TI0O HECKOJIbKMM BOIIPOCaM, €€ TEKCT MOXKET COCTOATh M3 pa3-
JIEJIOB, B KaXK/IOM M3 KOTOPBIX OCBEIIAETCS] CAMOCTOATENBHBIN BOIIPOC.
Paznensr HymepyroTcst apabckumu 1udpaMu U UMEIOT 3aroyioBku. Ec-
JU CTIpaBKa COAEPXKUT OJHOPOAHYIO CHCTEMAaTH3MpPOBAHHYIO (cripa-
BOYHYI0) HH(OPMAITHIO, OHA MOXKET OBITH MPENCTaBlIeHA B TAOJIUIHON
dopme.

TekcT crpaBKy TUIHOTO XapaKTepa HAYWHACTCS C YKa3aHUs B UMe-
HUTEIBHOM Tajexe (amMHuiIuK, UMEHHW, OTYECTBA JIMIA, O KOTOPOM
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CO00IIAIOTCS cBeJeHNs. B KOHIIe TeKcTa 00s13aTeTbHO YKa3bIBAETCs Op-
raHU3anus, B KOTOPYIO IIPEACTABISETCS CIIpaBKa.

Ecnu cripaBk# COCTaBIISIOTCS TI0 TTOBOTY THUITOBBIX CHUTyaIluil (Ha-
MIPUMED, CTIPABKH JIMIHOTO XapaKTEPa), IS X CO3MaHUS TPUMEHSIOTCS
YHU(PHUIMPOBAHHBIC OJaHKK YCTaHOBJIEHHOTO 00pasia ¢ TpadapeTHbI-
MU YaCTSAIMHU TEKCTA, COACPKAITUMHU MOCTOSTHHYO HH(OPMAIIUIO U Me-
CTO JUTsI TIEpEMEHHON MH(pOpMAIIMK, KOTOpas BHOCUTCS mipu odhopmiie-
HUU JIOKyMEHTA.

B TexcTe 110001 cripaBKU HE JOHKHO OBITh apXaWIHBIX 000POTOB,
COJIepKAIMX JINIITHAE CJIOBA, TAKNE KaK «HACTOSIIAS CIIPaBKa», «Ie-
CTBUTENBHO paboTaeT» u T. II.

CrpaBku  MOANMKUCHIBAIOTCS  YIIOJTHOMOUYCHHBIMH  TOJKHOCTHBI-
MU JINIIAMHA WA COCTABUTEISIMUA B COOTBETCTBUU C WX KOMITCTCHITHEH
Y TIOJTHOMOYFISIMH: BHEIITHUE CTIPABKU TOAUCHIBAECT PYKOBOIUTENH OP-
TaHU3all{ WU YIIOJTHOMOYEHHBIC UM JTOJDKHOCTHBIC JIUIA; BHYTPCH-
HUE CIPABKHU IMOMIMUCHIBAIOTCS COCTABUTEIISIMA WM PYKOBOIUTEIISIMA
COOTBETCTBYIOIIETO YPOBHS (PYKOBOAMWTEIEM MOAPA3CIEHUs, B KOTO-
POM TIOATOTOBJIEHA CIIpaBKa). JIuma, moanucaBmme CipaBky, HECYT OT-
BETCTBEHHOCTD 3a MPEACTABICHHBIC B HUX JTAHHBIC.

B 3aBrcHMOCTH OT Ha3HAYCHHMSI CIIPABKH WK OT YHCIIA €€ COCTaBH-
Tenelt OHa MOXKET OBITh MOANHCAaHa HECKOIbKUMH JuiiaMu. CIIpaBKH,
cojieprKallne CBeJACHUS (PMHAHCOBOTO XapaKTepa, MOIHChIBAIOTCS Py-
KOBOJUTEIIEM OPTaHM3aIuH (MM WHBIM YIIOJTHOMOUYEHHBIM UM B yCTa-
HOBJICHHOM TIOPSAKE TOJKHOCTHBIM JIUIIOM) U TJIABHBIM OyXTaJITepoM
(vmm muToM, O(hMIIMANTBHO €TO 3aMEIIAIOINM).

[IpaBo moamucu crpaBoK (B TOM YHCIE TOPSIOK WX TOAIMHCAHUS
MIPU OTCYTCTBHH JOJKHOCTHBIX JIUII, OOJAMAIONINX JTHM IIPABOM)
YCTaHABIMBACTCSI COOTBETCTBYIONINMH MPUKA3aMH, PACTIOPSKCHISIMH,
TTOJIOKEHUSIMH, TPABUIIAMHU, HHCTPYKIMSIMU U 3aKPEIUIIeTCS B JOTK-
HOCTHBIX HHCTPYKIIHSX.

Ha cmpaBkax, copepxkaimux (UHAHCOBYIO WH(POPMAIHIO, TOMAIH-
CH 3aBepsIIOTCs Medarbio. [legarpio 3aBepstoTCs TakKe CIpPaBKH, MO-
TBep)KaaroIre (akThl U3 KU3HH U JEATSIIBHOCTH (DU3MUYCCKUX JIHII,
apXWBHBIC CIPABKA W APYTHE BUIBI CIIPABOK B CIIydasx, MPEIyCcMO-
TPEHHBIX JCHCTBYIOIINM 3aKOHOATEIIHCTBOM.



5. TEXHOJIOT'USA PABOTbBI C JOKYMEHTAMUAX

5.1. Opranusanusi J0KyMeHT0000poTa

PykoBoauTenu Bcex YpOBHEH M BCe WCIOJHHUTEIH OpraHU3aliH
(YyupexaeHus) 0CylecTBISIFOT paboTy co CIIyKEOHBIMH JTOKYMEHTaMH
B CTPOTOM COOTBETCTBUU ¢ TpeOOBaHUSIMH MHCTPYKIMH TIO JIENIONPO-
M3BOJICTBY JaHHOW OpraHU3alny.

JIOIDKHOCTHBIE JINIIA:

— OCYILECTBIISIIOT PACCMOTPEHHE IOKYMEHTOB M 00ECIeUHBaIOT
JOBEICHUE MX 10 MCIIOJHUTENECH B YCTaHOBICHHBIE CPOKHM (TIpH pac-
CMOTPEHHH JIOKYMEHTOB BBIIEISIOT JOKYMEHTHI, TpeOyIoIIne CpouHO-
IO MCIIOJHEHUSI; TOKYMEHTBI, IPUCITaHHbBIC JUISI COTIACOBAaHUS, paccMa-
TPHUBAIOT B TIEPBYIO OUEPEb);

— BBIHOCSIT TI0 MTOT'aM PACCMOTPEHHS JTOKYMEHTOB KOHKPETHBIE
PE30JIIOLNH, TOYHO ONPEACIISIONINE UCTIOIHUTEICH, TTOPYUSHHS U CPO-
KU MX MCIIOJTHEHMUS,

— OCYILECTBISIIOT KOHTPOJIb 32 Ka4eCTBEHHBIM HMCIIOJIHEHUEM JI0-
KyMEHTOB T10 CyII[ECTBY BOIIPOCOB;

— IPUHUMAIOT MEPHI K COKPAIIIEHHUIO 3aTpaT Ha MOTydeHne 1 oopa-
00TKy MH(pOpMAIUH (B TOM YHCIIE 33 CYET YSTKOH perIaMeHTAIlNH pa-
00T1bI, yHU(UKaMKU (HOPM TOKYMEHTOB, PAllMOHAIILHON OpraHU3aLluu
paboThl MOAYMHEHHBIX, UCIIOIB30BAHUS CPEACTB OPITEXHHUKH U T. 11.);

— 00€eCIeunBaOT COXPAaHHOCTh CO3/1aBAEMbIX M IMOCTYMAIOIINX
JOKYMEHTOB JIJISl KX MCIIONB30BaHMsI B IMOCIIEAYIONICH JIesTeTbHOCTH,
OPTaHM3YIOT TEKyIlee XpaHEeHHe IOKYMEHTOB, ITO3BOJISIONIEE CHCTE-
MaTH3HPOBATh MCHOJHEHHBIE JTOKYMEHTHI M (hOPMUPOBATh MX B Jiena
Ha OCHOBE HOMEHKJIATYpBbI Jell.

PaboTHHKH, OTBETCTBEHHBIE 32 JEIONPOU3BOACTBO:

— OCYLIECTBIISIFOT PETUCTPAIIHIO M YUYET JOKYMEHTOB, 00ecreunBa-
10T MPOXOXKJCHUE IOKYMEHTOB B YCTaHOBIICHHBIE CPOKH;
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— HHGOPMUPYIOT PYKOBOICTBO O COCTOSIHUH MX MCTIOIHEHUS;

— OCYIIECTBISIIOT O3HAKOMIICHHE PaOOTHHKOB C HOPMAaTHBHBIMH
Y METOIMYECKUMH JIOKYMEHTAMH TI0 JICIOTIPON3BOICTRY;

— BBINIOJHSIOT HWHBIE HEOOXOAMMBIE JeNIONPON3BOACTBEHHBIE
(byHKINN.

Bce paboTHUKM OpraHM3alnuy TOTHKHBI CBOEBPEMEHHO W MPaBUIIb-
HO OCYIIECTBISATHh JOKYMEHTHPOBAHHE BCEX BUIOB paboT, M3 KOTOPHIX
CKJIaJIIBACTCSl BBIMIOJHEHUE BO3JIOKECHHBIX HA HUX (QYHKIU (B cTpO-
TOM COOTBETCTBUH C YCTAHOBJICHHBIMH MPUHIIUTIAMH, TIPAaBUIAMH, TIPO-
[eaypaMu B CTaHIapTaMu), © paboTy ¢ JOKYMEHTaMH (C COOTIONeHUEM
COOTBETCTBYIOIINX TPEOOBAHUMN, YCTAHOBICHHBIX JIOKAIbHBIMA HOPMa-
TUBHBIMH JIOKYMEHTAaMH); 00E€CTIeYNBATh COXPAHHOCTh HAXOASIINXCS
Yy HHUX CITy’K€OHBIX JOKyMEHTOB; CBOEBPEMEHHO CaBaTh UCTIOTHEHHBIE
JIOKYMEHTBI OTBETCTBEHHBIM 3a JIEJONPOM3BOJACTBO s (hOpMHUpPOBa-
HUS UX B ena (1100 rmoMemniaTh uX B Jejia CAaMOCTOSTENBHO).

KommneTenmus Bcex paOOTHUKOB OPTaHU3AIIAN B 00JIACTH TIOKYMEH-
TUPOBAHUS U OPraHU3aIllK pabOThI C JOKYMEHTAMHU YCTaHABINBACTCS
COOTBETCTBYIOIIMMH MPABOBBIMU aKTaMH JJAHHOW OpPTaHU3aINH.

JlomkHOCTHBIE 0053aHHOCTH ¥ TIpaBa BcexX pabOTHHUKOB OpraHu3a-
IIUU TI0 CO3IaHUIO IOKYMEHTOB 1 paboTe ¢ HUMHU (PUKCHUPYIOTCS B TOTDK-
HOCTHBIX WHCTPYKITHSX.

Wudopmarnms, conepkarascs B CIIy)KEOHBIX JOKYMEHTaxX, MOXKET
MCTIOJIH30BATHCS TOJIBKO B CITY>KEOHBIX HENAX U B COOTBETCTBUH C TIOJ-
HOMOYHSMH JINI, paOOTAIONINX WIIM 3HAKOMSAIINXCS C COOTBETCTBYIO-
MU JOKYMEHTaMHU.

Ilepenayua caykeOHBIX JOKYMEHTOB U MX KOHH CTOPOHHHM Opra-
HU3aIUSAM, CPEACTBaM MacCOBOM MH(OPMAINH, a TakkKe MyOnrnKanus
¥X B Ie4yatH (B CPECTBAX MACCOBOM MHPOPMAITHH) TOITYCKACTCS TOJb-
KO C pa3penieHrs YMOJTHOMOYEHHBIX JOJKHOCTHBIX JIMII M OCYIIECT-
BJISIETCS B MOPSAIKE, YCTAHOBIEHHOM COOTBETCTBYIOIINMH TPABOBBIMU
aKTaM¥ OpTraHU3aIH.

JIoKyMeHTBI 10 BOTpPOCaM, OTHOCSIIMMCS K KOMIIETEHIINH JaH-
HOW OpraHu3aiuy (aAMUHHUCTPAINH, OpraHa roCyJapCTBEHHON BIacTH
U T. [1.), HE JIOJDKHBI TIEPEChUIAThCS JUTsl NCIIOTHEHMSI B IPyTHe OpTaHu-
3a1uu.
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JloKyMeHTHI, cofieprkaline BOIPOCH], pelIeHne KOTOPhIX He BXO-
IUT B KOMIIETEHIIMIO OpraHM3anuu (aJMUHHUCTPAINH, OpTraHa ro-
CYyIlapCTBEHHOW BIACTH U T. JI.), BO3BPAMIAIOTCA UX aBTOpaM MJIH B
TE€UEHNE CeMH JTHEeW MepechIIaloTCs A UCIIOIHEHUS B JIpyTUe op-
TaHU3AIUN C COTIPOBOAUTEIHHBIM MUCHMOM U C YBEIOMJICHHEM aB-
TOpa TOKyMEeHTa (MMMCHhMOM) O Tepeaapecauy MPUCIaHHOTO UM J0-
KyMEHTa.

Ha noxymenTax, HarmpaBisieMbIX JJIs1 HCTIOJTHEHHS B MyHHUIIUIIATb-
HBIEe YUPEXKICHNS U MPEANPUATHS U TOAJIEKAIINX BO3BPATY, B IPABOM
BEPXHEM YIIIy TIEPBOW CTpaHHIIBI cTaBUTCA mramn «Ilomnexxut Bo3-
BpaTy».

3ampeniaeTcsi HampaBiIsATh B MOJBEIOMCTBEHHBIE OpTaHU3AIUN
MOJUTMHHUKN JTOKYMEHTOB, TIOCTYNHUBIIUX W3 BBIIIECTOSIINX OPTaHOB
TOCYAapCTBEHHOM BIACTH 1 MOAJIEKAINX BO3BPATY B ATH OPTaHbI.

Benenne mepenucku ¢ OpraHU3alysMHU, YUPEKIECHUSIMH U TIPE-
MPUATHSMHU TI0 BOTIPOCAM, CBSI3aHHBIM C MICTIOJIHEHHEM BO3JIOKEHHBIX
Ha oTpaciieBble (PYHKIIMOHAIBHBIC) U TEPPUTOPHAIBHBIC OPTaHbl 00s-
3aHHOCTEM, OCYIIECTBISAIOT PYKOBOAUTEIH OPTaHOB.

JIBkeHHe JOKYMEHTOB B OpPTaHU3aI[MM C MOMEHTa MX CO3IaHUs
WJIA TIOYYEHUS IO 3aBEPIICHHS NCTIOHEHUS WM OTIIPaBICHHUS 00pa-
3yeT OOKYMEHmOo00opom OpraHu3aIHu.

JlokyMeHTOOOOpOT BKIIFOUAET B Ce0s1 BCIO COBOKYITHOCTH Iepe-
MEIIEeHNH TOKYMEHTOB B MPOIIECCE BHIPAOOTKH, MPUHITHUS U HCIIOI-
HEHHs YIpaBIEHYECKUX PEIIeHUN, BCE OMEepalud Mo MpHeMy, Ie-
penade, pacCMOTPEHHIO, OQOPMIIEHUIO, WCIIOJHEHHUIO W OTIpPaBKe
JIOKyMEHTOB.

JIoKyMeHTOO00pOT BCeria MPeCTaBICH TPEMSI OCHOBHBIMH JIOKY-
MEHTONOTOKAMH, 00pa3yeMbIMHU:

— MMOCTYNAOMHUMHU (BXOASIIUMH) JOKYMEHTAMH, IBHKYIIIMHUCS
OT MOMEHTA MOCTYTUICHUS] B OPTaHM3ALMIO /10 UCTIOJHEHNS M HaIpaB-
JICHUS B JIEJIO;

— OTHPABISIEMBIMH (MCXOASIINMHU) JOKYMEHTAMH, JIBHKYIIAMHUCS
OT MOMEHTA MX CO3JaHHsI IO OTIIPABKH;

— BHYTPEHHUMH JIOKYMEHTaMH, JIBUKYIIUMICS BHYTPU OpraHn3a-
[IUU OT MOMEHTA CO3/IaHUs 10 HUCIIOTHEHHSI U HAlpaBJICHHUS B JIETIO.
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B noxymeHTOnoToke, 00pa3yeMoM MOCTYMAIOIIMH JOKYMEHTAMH,
B 3aBHCHMOCTH OT TOTO, KOMY JOKYMEHTHI aJpEeCOBAaHbI, BBIIACISIOTCS
JIBA CAMOCTOSATENBHBIX TIOTOKA, HAPUMeED:

B Anmunuctparuu ropona ExarepunOypra:

— TIEPBBIA MOTOK 00Pa3yIOT TOKYMEHTHI, aApECOBaHHBIC TiIaBe AJl-
MHUHHCTpALUU TOPOJIa U 3aMECTUTEISIM IVIaBbl AJIMHHUCTPALMKM TOpojia
(pyxoBomeTBy AnmuuucTpanuu ropoxa ExarepunOypra) u B AIMUHH-
CTpaluio ropoza 6e3 ykasaHusi KOHKPETHOTO JI0JDKHOCTHOTO JIMIIA UK OT-
pacieBoro ((pyHKIIMOHAIEHOTO) OpraHa;

— BTOPOH MOTOK 00pa3yIoT JOKYMEHTHI, aJpeCOBAHHBIC HEMOCPE]-
CTBEHHO B OTpaciieBble ((YyHKIMOHAIbHbIE) OpraHbl AJIMUHHCTPALUU
roposa.

B nokymeHTOnoToke, 00pa3yeMoM OTIpaBIISIEMbIMH JOKYMEHTaMH,
TAKKe BBIACIAIOTCS /IBA CAMOCTOSTEIILHBIX TIOTOKA B 3aBHCUMOCTH OT TO-
0, KTO MOANUCAI JOKYMEHT:

— TIEPBBIN ITOTOK 00Pa3yloT JOKYMEHTHI, HOAIMCAHHbIC ITIaBOH A -
MHUHHCTpanuu ropoga ExarepunOypra u 3aMecTUTENIMH IT1aBbl A IMUHH-
cTpauunu ropoaa ExarepunOypra;

— BTOPOM MOTOK 00pa3yloT JOKYMEHTBI, ITOIIHCAHHbBIE PYKOBOJHTE-
JSIMU OTpaciieBbIX ((PpyHKIMOHAIBHBIX) OPraHOB AJIMHHUCTPALUH FOPOJa
ExarepunOypra (in0o paOOTHHKaMH OpraHOB, KOTOPHIM B YCTaHOBJICH-
HOM IOPSIJIKE JICTIETHPOBAHO MIPABO MOAIHCH).

HaHpaBJIeHI/IH JABWXCHHA BHYTPCHHHUX JOKYMCHTOB OIIPCACI/IAIOTCS
BUJAOM, MECCTOM CO3JaHUA U HA3HAYCHUEM JOKYMCHTOB.

5.2. O6mue npaBujIa perucTpalMy 10KYMEHTOB

Pecucmpayua 0oKymenma — 3anUCh yYETHBIX JAHHBIX O JIOKY-
MEHTE I10 YCTaHOBJIEHHOW (opme, Gpurcupyromas GakT ero co3gaHus,
OTIPABJICHUS WM NOTYy4CHHS.

OOBIYHO perucTpalyy MOIeKAT JOKYMEHTBI, TpeOyIoIue yJyera,
WCIIOJHEHHSI M MCIOJIb30BAaHUS B CIPABOYHBIX LENIAX: MOCTyHArOIINe
B OpraHu3alyio (aAMUHUCTPALMIO MYHULMIAIUTETA, TOCYIapCTBEH-
HBIH OpraH, UCIOJHUTEIbHBIN OpraH rocyJapCTBEHHON BIACTH U T. 1.)
U3 IPYTUX OpraHu3aluil 1 OT (YU3NYECKUX JIUII, & TAKKE CO3aBacMble
B ATOM OpraHu3auuyu (BHyTPEHHHUE U OTIPABIISEMBIE).
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[Moctynatomue, ornpasisgeMble U BHYTPEHHHUE JOKYMEHTBI PErH-
CTPUPYIOTCS OTIIENIHO. BHYTpH Ka)K10T0 U3 3TUX MacCUBOB PErHCTpa-
UsI TOKYMEHTOB TIPOU3BOJIUTCS B 3aBUCUMOCTH OT HAMMEHOBAHHS BHU-
Jla TOKyMEHTa, aBTOpa U COAepPKaHUA JOKYMEHTOB.

Perucrpanus 10KkyMeHTa COCTOUT M3 MPUCBOCHUS JOKYMEHTY CO-
OTBETCTBYIOIIETO PETUCTPAIIMOHHOTO HOMEpa (MHAEKCA) C MOCIEAyIO0-
HIMM TPOCTABICHHEM PETUCTPAIIMOHHOTO HOMepa (MHJIEeKca) W JIaThl
PETUCTPALIMK HETIOCPEICTBEHHO Ha JIOKyMEHTE M BHECEHHS HEOOXOIH-
MBIX CBEJICHUI O JIOKYMEHTE (€ro aBTope, COICPIKAHNH U T. JI.) B PEru-
CTPALMOHHYIO (HOpPMY.

Perucrpanuonnsie HoMepa MPUCBAMBAIOTCS JIOKYMEHTaM IO T10-
psaAKy (TOPSIIKOBBIN HOMEp), HauWHas ¢ HOMepa «1», B mpenenax Ka-
JIEHAAPHOTO TOA 0MOENbHO O/ KAAHCOOU PETUCTPUPYEMON TPYTIIIHI 10-
KyMEHTOB.

Hanwnume Ha JMOKyMEHTE PETHCTPAIIOHHOTO HOMEpa CBHIETEINb-
CTBYET O TOM, YTO JIOKYMEHT BKIIOUYCH B WH(OPMAIIMOHHBIH MAaCCHB
OpraHM3alN U HAXOIUTCS MO/ €€ KOHTPOJIEM.

[Mocrymnaromume NOKyMEHTHI PETHCTPUPYIOTCS B JICHb IOCTYTUICHHUS,
co3JaBaeMble (BHYTPEHHUE W OTIPABIIsieMbIe) — B JICHb TOJITHCAHUS
WIN YTBEPKIICHHS.

Jliist perucTpanuu J0KyMEHTOB MOTYT HCIIOJIb30BaThCs KaK XKyp-
HaJbHas, TaK W KapTodHass (Gopmbl. DTH GOPMBI MOTYT BECTHCH
B TPQJHMIIMOHHOM OyMa)KHOM BapHaHTE WUJIU B DIECKTPOHHOM BHUJIE
(aBTOMATH3UPOBAHHBIN KypHaI JIMOO aBTOMATH3WPOBAHHASI KapTO-
TEKa).

Jist co3naHus TIOMCKOBBIX CHCTEM M JOCTYDKCHHUs MH(pOpMAI-
OHHOW COBMECTHMOCTH PETHUCTPAIMOHHBIX JIAHHBIX yCTAaHABIMBACTCSI
00s13aTeNbHBINA COCTAB TOJIEH PErHCTPAIMOHHBIX (POPM.

[Ipu perucTpayu MOCTYMAIOMIUX JOKYMEHTOB B COOTBETCTBYIO-
IIHE TIOJIS 3aHOCATCA CIEAYIONINE CBEICHHS:

— PETUCTPALIMOHHBIN HOMEp (MHAEKC MOCTYIUICHNUS), PUKCHPYIO-
mmi Gakt nocryruieHus JokyMmeHTa («Bxopsmuit Ney);

— J1aTa MOCTYTUIEHUS (PETUCTPAINN);

— HauMEHOBaHUE OpPraHU3aIi — aBTOPa JJOKYMEHTA;

— HaMMEHOBaHHE BUJIA JIOKYMEHTA;
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— PETUCTPALIMOHHBIN HOMEP TOKYMEHTA, IPUCBOCHHBII OpraHu3a-
LUEH-aBTOPOM;

— JlaTa JOKyMeHTa, TIPOCTaBIIEHHAs OpraHN3aIfe-aBTopoM;

—3aroJIOBOK K TEKCTY WJIM KpaTKoe cofepKaHue JOKyMEHTa.

Hpyras rpynma momneidl perucTpanioHHONW (OpPMBI 3arONHAETCS
0 Mepe IBMKEHUS JOKyMEHTa!

— pes3omonus (MCTIOTHATENH, COJIep)KaHHe TOPYYEeHHs, CPOK HC-
MTOJTHEHHSI TOKYMEHTA, aBTOP U J1aTa PE30JIIOINN );

— XOJI UCTIOTHEHUS;

— Iepeajipecanysi JOKYMEHTOB 10 UCTIONHUTEISM;

— OTMETKa 00 HWCIIOJIHEHWH JOKyMEHTa (KpaTKas 3amuch perle-
HUS BOTIPOCA IO CYIIECTBY MM PErHCTPAIMOHHBIN HOMEP JOKyMEHTa-
0TBeTa, aTa (PaKTHYECKOTO NCTIONHEHHS);

— WHJEKC JIeJ1a TI0 HOMEHKJIAType Jiel, B KOTOPOe TOKYMEHT ToMe-
IaeTcs MOCIe UCTIOHEHUS;

— CBSA3aHHbBIE JIOKYMEHTHI (B 9TOM TIOJ€ yCTaHABIMBAETCS CBA3b
PETUCTPHUPYEMOTO JOKYMEHTA C APYTUMH, HATPUMEp, TOKYMEHT-OTBET
CBSI3BIBACTCSI C MTOCTYMUBIIAM JINOO UCXOISAIINM HHUIIMATUBHBIM JIOKY-
MEHTOM, H T. II.).

B perucrpanmonssie (hOpMBI JOTTOIHUTENEHO MOTYT OBITH BHECEHBI
TOJIS1, B KOTOPBIX YKA3bIBAIOTCS HEOOXOIMMBIE ISl KQXKIOTO PETUCTPH-
PYIOIIETO OpraHa CBEJACHHS: (paMUIIHS M WHUIMAIBI JIUIA, TTO/IIICAB-
IIeT0 JOKYMEHT, KOJIMYE€CTBO JINCTOB JIOKYMEHTA, TPH(] OrpaHUYEHUS
JIOCTyTa K IOKYMEHTY H JIp.

IIpm peructpanuu OTIPaBISIEMBIX JTOKYMEHTOB B PETHCTPAIlMOH-
HYyI0 QOpMY 3aHOCATCS:

— PErUCTPALIMOHHBIN HOMED;

— Jiara;

— CcBeeHus 00 aBTope;

— CBeleHus 00 azpecare;

—3aroJoBOK K TEKCTY.



5.3. KoHTpoJIb HCIIOJIHEHUSI TOKYMEHTOB

Konmpons 3a ucrionHeHUEM JTOKYMEHTOB — COBOKYITHOCTh JAeH-
CTBHIA, 00€CIIEUNBAIOIINX CBOCBPEMEHHOE M Kaue€CTBEHHOE HCIIOIHE-
HHUE JJOKyMEHTOB.

OcHOBHasl 1eJIb OpraHnU3aluy KOHTPOJIS 338 HCIIOJTHEHUEM — 00e-
CIICYCHUE CBOECBPEMEHHOTO M KaY€CTBEHHOTO (TOYHOTO U IOJIHOTO)
WCTIOJIHEHHUSI TOKYMEHTOB U MOpYYeHHH, 3a()UKCUPOBAHHBIX B JIOKY-
MEHTaX WU B PE3OJIOLMIX 1O JOKyMeHTaM. KOHTpob 3a ucmosHe-
HUEM JIOKyMEHTOB BKJIIOYAeT CIEAYIOIIME STambl: MOCTAHOBKY AO-
KyMEHTOB Ha KOHTDOJIb, MPOBEPKY CBOECBPEMEHHOCTH JIOBEICHUS
JOKYMEHTOB JI0 MCIIOJIHUTEINICH; MpeIBapUTEIbHYIO MPOBEPKY U pe-
TYJIMPOBaHUE XOAa WCIOTHEHHS JOKYMEHTOB; CHATHE HMCIOTHEHHBIX
JOKYMEHTOB C KOHTPOJIS; HampaBJICHUE HCIOJHEHHBIX JOKYMEHTOB
B JieNIa; y4eT, 00001eHre U aHaIu3 X0Ja U Pe3yJbTaToB HCIIOJIHEHUS
JOKYMEHTOB; HHPOPMHUPOBAaHUE PYKOBOJUTEINECH O COCTOSIHUN UCIIOJN-
HEHUSI IOKYMEHTOB.

KoHTponupyrorcst Bce 3aperucTpupoBaHHbIe JOKYMEHTHI, TpeOyro-
HIMe UCTIONHEHUS, COJIep Kale MOPYUYCHUS B TEKCTE TOKYMEHTa JTH00
B PE30JIIOIIH MO JTOKYMEHTY, HallpuMmep:

B Anmuauctpamym ropoga ExarepuHOypra peructpanuu TpeOyroT:

— JIOKyMEHTBHI, MTOCTYNUBIINE B AJMHHHCTpanuio ropoxa Exare-
puHOYpra U3 OpraHoB 3aKOHOAATEIFHON U UCTIONHUTENBHON BIacTu Poc-
cuiickoit Demepannu u CBepmIoBCcKoil obmactu, ExarepunOyprckoit ro-
ponckoit Jlymbl, MpaBOOXpAaHUTENBHBIX W HAJI30PHBIX OPTaHOB, HMHBIC
MOCTYIMBIINE JOKyMEHTBI IO TOPYYEHHIO PYKOBOJCTBA AJIMUHUCTPALIUT
ropona ExarepunOypra;

— MpaBOBBIE aKThl AQMUHHCTpanuu ropoxa ExarepunOypra, 3ame-
CTHTENEH I1aBbl AJIMUHHUCTpanuu ropona ExarepuHOypra, pyKoBoAHTe-
Jiei oTpacieBhIX ((PYHKIIMOHANBHBIX ) U TEPPUTOPHATHHBIX OPTAHOB;

— pelIeHNsI KOJUIETHAIbHBIX OPraHoB AJIMHHHUCTpanun ropona Exa-
TepUHOYpra, a TaK)Ke COBEIIAHHA, IPOBOAUMBIX ITIaBOH AIMUHHUCTPALIUN
ropozaa ExarepunOypra 1 3aMecTUTeNIIME TJIaBbl A IMUHHCTPAIUU TOPOAa
ExarepunOypra;

— oOpareHnst opraHu3aIyii U MpeInpusTHIA,

— JIOKyMEHTBI, OTIIpaBisieMble U3 AJMUHHCTpanuu ropoxa Exare-
puHOYypra.
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KonTpons 3a UCTIOTHEHHEM TOKYMEHTOB MOXKET OBITH IBYX BH-
JIOB: KOHTPOJIb 32 UCIOJHEHUEM JIOKYMEHTOB I10 CYIIECTBY BOIPOCOB,
MMOCTABJICHHBIX B HUX, WIM MOPYYEHUN PYKOBOJCTBA, JAHHBIX IO WIC-
TTOJTHEHHIO JTOKYMEHTOB (J1ajiee — KOHTPOJIb 0 CYIIECTBY); KOHTPOIb
3a CPOKaMH HCTIOIHEHUS IOKYMEHTOB U IIOPYYEHHUH.

KonTpomns 1o cymiecTBy npeaycMaTrpuBaeT OLEHKY MPaBHIBHOCTH
Y TIOJTHOTHI UCTIOJTHEHUS TOKYMEHTOB U ITOPYICHHA.

KouTponbs 3a cpokamMu HCTHONHEHHS IOKYMEHTOB W TOPYYECHUN
BKITFOYAET COBOKYITHOCTh JCHCTBHI MO 00ECIIEYCHUIO X CBOCBPEMEH-
HOTO BBITIOTHCHHSI:

— TIOCTAaHOBKY KOHTPOJIMPYEMBIX JOKYMEHTOB M TOPYYCHHHA
Ha KOHTPOJIbHBIH YYeT;

— MpeayNpeIuTeNbHBIA KOHTPOJIb, PErYINPOBAaHUE X0/1a UCITOTHE-
HUS 1 KOHTPOJIb 32 CBOEBPEMEHHOCTHIO HCITOTHEHHS JOKyMEHTOB H T10-
py4YeHuUi;

— 000011IeHre Pe3yIbTaToB KOHTPOIIS 32 CBOEBPEMEHHOCTBIO HC-
MOJIHCHMSI JIOKYMEHTOB U TIOPYYEHUH ¥ WHPOPMHUPOBAHHME JAOJDKHOCT-
HBIX JIMI] IO ©UTOram 00O0OIIeHN.

KonTponps 3a cpokamMu HUCTHONHEHHUS IOKYMEHTOB W TIOPYYECHUH
CTpOUTCS Ha 6a3e PerncTPalMOHHBIX AaHHBIX. [Ipu BemeHUH KOHTPO-
Tl WCTOJIB3YIOT AJIEKTPOHHBIE PETHCTPAMOHHO-KOHTPOJIBHBIE (op-
MBI, CO3/TaBa€MbIC TIPU PETUCTPAIIUN JOKYMEHTOB (KapTOUKU WITH JKYP-
HaJIbl) WIH CHeIHajbHble KOHTPOJIbHBIE KapTOTEK! (B OyMa)kKHOM WIIN
JJIEKTPOHHOM BHJIE).

OcHoBaHUEM [JIs1 TOCTAHOBKH TOKYMEHTOB Ha KOHTPOJIBHBIN yUeT
SIBIISICTCS] HAJTMYNE:

— IyHKTa O BO3JIOKEHUH KOHTPOJISI B TEKCTE TOKYMEHTA;

— 3amaHni (MMOPYYEHU) UCTIOTHUTEISIM C YKa3aHUEM CPOKOB HIC-
TOJTHEHMSI, 3a()KCHPOBAHHBIX B PEIICHHUSX (TEKCTaX MPOTOKOJIOB) KOJI-
JIETHAJBHBIX OPTaHOB;

— PE3OITIONHH TI0 UCTIOTHEHHIO JOKYMEHTA C MIOPYYEHHUEM TI0 €T0
VCTIOJTHEHHIO.

He noanexxar moctaHOBKE Ha KOHTPOJIBHBINA YUET JOKYMEHTHI C pe-
somorusaMu «B memoy, « st ceenermsy, « s madopmarumy, «Co-
IJTaCeH».
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JoxyMeHTbI ¢ pe3otonueil «B nemno» nomemnaroTcs B COOTBETCTBRY-
IOLLIKE JIeJ1a [0 HOMEHKJIAType JIedl.

JlokymeHTBI ¢ pesomonusaMu «Jlnst cenenus», «Jlns unpopma-
un», «Cornacen» U T. 1. HANPABJISIIOTCS YKa3aHHBIM B PE30JTIOLINHU HC-
MIOJIHUTEJISIM.

Kpome Toro, JOKyMEHTHI MOTYT OBITh TIOCTABJICHBI HAa KOHTPOJIb-
HBIH y4eT: 10 NOPYYEHHUIO PYKOBOJIUTENEH roCy1apCTBEHHBIX OPraHOB,
TEPPUTOPHATILHBIX OPraHOB (eiepallbHbIX OPraHOB MCIIOTHHTEILHON
BJIACTH, MIPEJCTABUTEIHCTB TOCYIaPCTBEHHBIX OPTaHOB, TJIaB MECTHBIX
aJMMHHCTPALN; TIO 3alIPOCY BBIMIECTOSIIETO OpraHa O X0/1€ UCTIOIHE-
HUS JOKYMEHTA.

KoHnTpois 3a cpokamMu UCTIIOTHEHUS JOKYMEHTOB U MOPYYEHUH BbI-
MOJIHSAIOT OPTaHbl U CHELMAINCTBI, OTBETCTBEHHBIE 34 YUET KOHTPOJIH-
PYEMBIX IOKYMEHTOB (TIOPY4EHHHH), HApUMED:

B Anmunuctpaninu ropoja ExatepunOypra KOHTPOJIb 32 CPOKaMH UC-
TIOJTHEHMSI JTOKYMEHTOB U TIOPYUYEHUI BBITOIHSIOT:

— KomureT 1o oprann3anioHHO-KOHTPOJILHON paboTe AJIMUHHCTpA-
mu ropona ExarepunOypra;

— Komurer 1o oprann3annoHHO-TEXHUUECKOM paboTe AJIMUHHCTpa-
un ropona ExarepunOypra. Komurer o opraHu3aiiioHHO-TEXHUYIECKOH
pabore AnMuHHCcTpanuu ropoga ExarepunOypra (MOMOIIHHKH) KOHTPO-
JUPYET CPOKH UCIIOTHEHHS MPABOBBIX aKTOB 3aMECTHUTEJIEH TNIaBbl AMHU-
HUCTpanuy ropoaa ExarepuHOypra u mopy4eHui, CoaepKamxcsi B po-
TOKOJIaX 00BE3/10B TEPPUTOPHH PAlOHOB ropo/ia NaBoH AAMUHHUCTPAIINN
ropozaa ExarepunOypra u coBemanuii, MPOBOANMBIX 3aMECTUTEISAMH ITa-
BbI AMUHHUCTpanuu roposaa ExarepunOypra;

— CIELHANNCTH, OTBETCTBEHHBIC 3a JEJONPOM3BOJACTBO B Opra-
Hax AnmuHHCTpaiu ropoaa ExkarepuHOypra, v paOOTHUKH OpTraHOB,
Ha KOTOPBIX B YCTAHOBIICHHOM IOPSIJIKE BO3NIATAIOTCS (DYHKIIMU KOHTPOJIS
33 CPOKaMH UCTIOTHEHHS JOKYMEHTOB.

Komurer 1o opraHu3alMOHHO-KOHTPOJBHOW pabore AIMHHHUCTpa-
uu ropozia ExarepunOypra oGecrieunBaeT KOHTPOIbHBIN Y4eT U KOHTPO-
JUPYET CPOKU UCTIOTHEHHUS:

— MpaBOBBIX aKTOB AJMUHHCTpaluu ropona Exarepunoypra;

— pemennii Komnernn Aamuauctparmu ropoga ExarepunOypra, co-
BEIIIaHUi1 ¢ [TaBaMU aIMIHUCTpALUil pallOHOB, PACIIMPEHHBIX COBEIIAHUI
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C PYKOBOIUTENSMH JETAPTAMEHTOB, YIPABICHUH, KOMHTETOB, OT/IENOB,
[JIaBaMM aIMUHHUCTPALIMI paliOHOB;

— BHYTPCHHEH MEPenucKH PyKOBOACTBa AIMHHHCTPALMU Topoaa
ExarepunOypra;

— oOparmeHuil opraHu3anuidi W MPEINPUSTHHA, WHBIX JOKYMEHTOB,
MOCTYTAONINX Ha MM IJIaBbl AJAMUHHUCTpanuu ropoga ExarepunOypra,
3aMeCTUTEeNeH TaBbl AIMUHUCTpamy ropoaa ExarepunOypra u B Aqmu-
HUCTparmio ropoga ExarepmuOypra 6e3 yka3zaHHsS KOHKPETHOTO Opra-
Ha WIN JOJDKHOCTHOTO JIMIA (32 UCKIIIOYEHUEM CYAeOHBIX JTOKYMEHTOB,
JIOKYMEHTOB Ha HHOCTPAHHOM S3BIKE M OOPAIICHUH TpaXKaaH);

— JIOKYMEHTOB, OTIPABIAEMBIX 3a MOIIHCHIO IIaBbl AJMHHHUCTpA-
mun ropona ExarepmHOypra u 3aMecTHTENeHd IIaBbl ATMHHHUCTPALIUN
ropona ExarepunOypra.

OTBeTCTBEHHBIE 32 JISJONPON3BOJICTBO MJIH CHEIIMAITUCTHI, Ha KOTO-
PBIX BO3JIOKEHBI KOHTPOJIbHBIE (PYHKIMH, 00ECIEYNBAIOT YUET U KOH-
TPOJUPYIOT CPOKH UCTIOTHEHUS:

— IPABOBBIX AKTOB, 3aJaHUI U IOPYUYEHUN PYKOBOAUTENIEH Opra-
HOB;

— MOCTYMNAIOIINUX B OPraH JJ0KyMEHTOB;

— JIOKYMEHTOB, OTIIPABIISIEMbIX 3a MONUCHI0 PYKOBOAWUTENS OpraHa.

CpoKH HCIOTHEHMs JOKYMEHTOB HCUHCISAIOTCS B KaJeHAApHBIX
JIHSAX: BHYTPEHHUX — C JIaThl MOANIUCAHUS (YTBEP)KJIEHH ) JOKYMEHTA;
MOCTYNUBIINX — C JIaThl IOCTYTIJICHHUS.

JIoKyMeHTBI IOATIeKaT UCTIONHEHHIO B CPOKH, YKa3aHHbIE B Ta0II. 4.

IIpu BeIHECEHMH NEPBOI PE30IIIOLIMH 10 MOCTYNHUBIIEMY JOKYMEH-
Ty CPOKH HCIIOJTHEHMs JIOKYMEHTa OIpEIeINsIOTCS MCXOAS M3 CpoKa,
YCTaHOBJIEHHOT'O BBIIIECTOSIINM OpPraHOM, HAlpaBUBLIMM JOKYMEHT,
WIM HOPMAaTUBHBIX (THIIOBBIX) CPOKOB, YCTaHOBJICHHBIX HOPMaTHBHO-
MPaBOBBIMM aKTaMHU.

C 1enpl0 CBOEBPEMEHHOI'O HCIIOJIHEHUS! JJOKYMEHTOB CPOKH HC-
MOJTHEHUsI MTOPYYCHUI B PE3OJIOLMHU 11eJIeCO00pa3HO yCTaHABIMBATh
Ha 1-3 gHS MEHbIlIe TUTIOBOTO CPOKA UCTIOTHEHUS TIOKyMEHTA WU CPO-
Ka, YKa3aHHOTO B JJOKyYMEHTE.

Ecnu cpok ncnonHeHus JOKyMeHTa (IOPYYEHMs) B PE3OJIOLUU
He yKa3aH, JJOKyMEHT (TTOpyuYeHHe) MOAJIEKUT UCIIOTHEHHUIO B YKa3aH-
HBII B TEKCTE JOKYMEHTA CPOK.
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Tabnuya 4

Cpoxu ucnoJHeHUs! AOKYMEHTOB

KaTeI'OpI/ISI JAOKYMCHTOB

CpOK UCTIOTHEHHUS

IIpaBoBBIe akThl AAMHUHHCTpaIuu ropoaa Exare-
puHOypra, 3aMecTuTeNel TaBbl AJMUHACTPAIIH
ropoaa ExarepunOypra u pyKoBOAUTEIEH OpraHOB
AnmvunucTpanuu ropona Exarepunoypra

YKa3aHHbIN
B JIOKyMEHTE

JIOKYMEHTBI U3 BBILIECTOSIINX OPraHU3alui

YKa3aHHBII
B JIOKYMEHTE

JlokyMeHTHI 0e3 yKa3aHHs KOHKPETHOH JaThl HC-
TIOJTHEHMSI, HO UMEIOIIHNE B TEKCTE JOKYMEHTA WIIN
B PE30JIIOINHU TIOMETKY «CPOUHO)

3 mHs

JlokyMeHTHI 0e3 yKka3aHHs KOHKPETHOH JaThl HC-
TIOJTHEHHMSI, HO UMEIOIIINE B TEKCTE JOKYMEHTA WIIN
B PE30JIOIINH TIOMETKY «OMEPaTHBHO

10 mueit

[Tpoune nOKyMeHTHI 6€3 yKa3aH!s! KOHKPETHOH Ja-
TBI HCTIOTHEHNUS

30 naen

[TapiameHTCKHE 3apoCh!

15 nneit co gHS 10-
Jy4EHUs 3a1poca
WJIN CPOK, YCTAHOB-
JIEHHBIN B 3ampoce

3ampocsl u obpamienust wieHoB Cosera Denepa-
nuy, aenyraros ['ocynapcTBeHHOHR JyMel

30 mHEH co IHA mo-
Jy4eHUs 3a1poca
WJIN MHOH coyIaco-
BaHHBIN ¢ MHUIMATO-
poMm 3amnpoca
(oOparenust) cpok

[IpoTecTsl npokypaTypsl

10 gHelt co maHs
MOJTYYCHHUS IPOTECTA

[pencraBnenus mpoKypaTypsl

30 gHeit co aHS
MOCTYTUICHHS
MIPEJICTaBICHUS
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Oxonyanue maon. 4

Kareropus 10KyMeHTOB CpoK UCHOTHEHUS
JKypHanucrckue 3amnpocsl B TeueHne 7 gHen™
3anpocsl, TOCTYMAIOIINE B COOTBETCTBHUH C 3aKO- yKa3aHHBII B 3a1po-
HozarenbecTBOM Poccuiickoit denepaunu u3 mpa- Ce CPOK, a €CJIU CPOK
BOOXPAHNUTEIBHBIX OPraHOB HE YCTaHOBJICH —

B Teuenue 30 quei**

* B cirydae eciii 3anparinBaeMasi nHGopManus He MOXKET OBITh IPeo-
CTaBJICHA B 3TOT CPOK, YBEAOMIICHUE 00 OTCPOUKE IPEAOCTABICHUS HHPOP-
MalUH BPY4aeTcsi MPEICTABUTEIIO PEIaKIUK B TPEXAHEBHBII CPOK.

** B ciaydae ecnu 3ampaimnBaeMas HHPOPMAIHS He MOXKET OBITh IIPEIIo-
CTaBJICHA B YKa3aHHBII B 3aI[pOCE CPOK, HHUIIMATOPY 3allpoca HalpaBiseT-
Csl OTBET O HEBO3MO)KHOCTH €r0 HCIIOJIHEHHS B CPOK C yKa3aHUEM IPUYHUH,
a TaKoKe BOBMOYKHOTO CPOKa MCIIOJIHEHUS 3a1poca.

Ecnn cpok wucnonHeHuss AOKyMeHTa (TOpy4YeHMs) HE yKas3aH
HU B PE30JIIOLNH, HU B TEKCTE JJOKYMEHTA, TOKyMEHT (TIOpy4YeHue) moI-
JISKUT UCTIOHEHHUIO B TEUEHUE OAHOTO Mecsla (10 COOTBETCTBYIOLIECTO
YHCIIa CISNYIONEero MecsLa, a €CIH B CICIYIOLIEM MeCsLEe TAKOTro YHc-
JIa HET, TO JI0 MOCJIETHETO YHCIIa MECSLIA).

H3meHeHne CpoKOB MCIIOTHEHUS JOKYMEHTOB POU3BOAUTCS TOJIb-
KO I10 YKa3aHHIO PYKOBOJHUTEIS, KOTOPBIM UX YCTaHOBHJI. THIIOBOH CPOK
WCIIOJTHEHUSI MOXKET OBITH N3MEHEH TOJIBKO B CTOPOHY COKPAICHUSI.

ITpn HEOOXOAMMOCTH MPOAJICHHS CPOKA HCIIOJHEHHS JAOKYMEHTa
OTBETCTBEHHBII UCIIOJHUTENb HE MO3HEE YeM 3a MATh AHEH 10 ucre-
YEeHHUSI CPOKa HCIIONHEHUS! HANpaBIsieT Ha MM JODKHOCTHOTO JIMIIA,
YCTaHOBMBLIETO 3TOT CPOK, MOTHBHUPOBAHHYIO MPOCHOY (IOKIATHYIO
3aIKCKY) O MIPOUICHUH CPOKa MCIOIHEHHS ¢ YKa3aHHEM TUIaHUPYEMOM
JIaThl UCIIOJHEHUSI U CBOEBPEMEHHO JOBOJUT pelleHHE 00 U3MEHCHUN
CpOKa HCTOJIHEHHS A0 OTBETCTBEHHBIX 3a yUET KOHTPOIUPYEMBIX J0-
KyMEHTOB M NIOPYYEHHI, HaIIpruMep:

KoHTposns 3a HCTIONTHEHNEM MTPABOBBIX aKTOB AIMUHHUCTPALIUH TOPOIa
ExarepunOypra, pemenuit Konnernu Aamuanctpamnuu ropoaa Exarepun-
Oypra, cOBEIIaHUI C TaBaMH aJIMUHHUCTpAIMH pailoHOB, PacIIMPEHHBIX
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COBCIIAaHUH C PYKOBOAUTEISIMH JICTIaPTAMEHTOB, YIIPABICHHUH, KOMHTETOB,
OT/EJIOB, IIIABAMHU aIMHHHCTPAIMHA PAOHOB 10 CYIIECTBY ITOCTABICHHBIX
B HUX BOIIPOCOB OCYIIECTBIISIOT IIaBa A IMUHUCTpanyu ropoaa Exarepun-
Oypra ¥ 3aMECTHUTENH IIaBbl A IMUHUCTpanuu ropona ExarepunOypra.

KoHTpONBHBIN y4eT JOKyMEHTOB (ITOPYUYCHHI) OCYIIECTBISIET CEKTOP
KOHTPOJISL ICTIOITHEHUS PaCIOPSANTENFHBIX JOKyMeHTOB KomuTeTa mo op-
TaHW3aLMOHHO-KOHTPOJIEHOW paboTe AaMHUHUCTpaun ropoga Exarepun-
Oypra (manee — CeKTop KOHTPOJIA).

OcHoBaHUEM ISl TIOCTAHOBKHU MPABOBBIX aKTOB HA KOHTPOJIbHBIN
YUET SBJISAETCSA HAUINYUE B TOKYMEHTE IIyHKTa O BO3JIOXKEHUU KOHTPOJIS
Ha JOJDKHOCTHOE JIMLIO WIIM OCTABJICHUU KOHTPOJIA 32 PYKOBOAUTEIIEM,
Hanpumep:

KoHnTposo mozasekar Te MyHKTHI IPaBOBBIX aKTOB, KOTOPBIE COAEP-
JKaT 3a4aHus (MOPYUICHHUS) 3aMECTUTEIISIM TJ1aBbl A TMHHUCTPAIIIH Topoaa
ExarepunOypra, rmaBaM aqMUHUCTPAIIA paifOHOB, OTPACIEBBIM U (QYHK-
IIMOHAJBHBIM OpraHaM AJIMHUHHUCTpanuu ropoaa ExarepunOypra, MyHu-
LUNAITBHBIM YUPEXKICHUAM (IMPEANPUSITUSIM) C YKa3aHUEM CPOKOB HCIION-
HEHUS TIOPYUYEHU.

OcHOBaHMEM JUIs TTOCTAHOBKH Ha KOHTPOJIBHBIN yUeT pelieHuii cose-
IaTENbHBIX OPTaHOB IPH IaBe AIMHUHUCTpalun ropoaa ExarepunOypra
ABTISICTCA HAJMYME B JJOKYMEHTE (IIPOTOKOJIE, PEIICHNN) 3aJaHui (ITopy-
YeHWH) JODKHOCTHBIM JIMIIAM, OTPAciieBBIM ((YHKIMOHATIBHBIM) U TEp-
PUTOPHAIBHBIM OpraHaM M CPOKOB HCTIOMHEHUSI OPYUCHUH.

IIpenynpenurenbHblii KOHTPOJIb, PETYIUPOBAHUE XOJa HUCIIOJIHE-
HUSI ¥ KOHTPOJIb 32 CBOEBPEMEHHOCTBIO UCIIOJIHEHUS JIOKYMEHTOB U I10-
PYYEHHUI OCYILECTBIISIOTCS C MCIOJIb30BAHUEM aBTOMATU3UPOBAaHHOM
CUCTEMBI IOKYMEHTAIIHOHHOTO O0CCIICUCHHS YIIPABICHUSI.

IIpenynpenurenbHblii KOHTPOJb OCYILIECTBIISIETCA HE MO3IHEE YEM
3a [ATh JHEW 10 UCTEUYEHHUSI CPOKOB MCIIOJIHEHUS JOKYMEHTOB U MOPY-
YEeHUH.

Bce nokymenTsl, 3aperucTpupoBaHHbie B CEKTope perucTpanum, Ha-
MIPaBJISIFOTCS TOMOLIHUKAM, KOTOPBIE MOCIIE ITPEIBAPUTEIIBHOIO PACCMO-
TPEHUs HAIPABJISAIOT JOKYMEHTHI HA PACCMOTPEHUE PYKOBOJICTBY OpraHa
MECTHOI'O CaMOYIIPaBJIEHUs, TOCYJapCTBEHHOIO OpraHa, TEpPPUTOPUAIIb-
HBIX OpraHoB (he/iepaIbHbIX OPraHOB HCIIOJHUTEIBHOM BIAaCTH.

133



PykoBonuTens nMpUHUMAaET pemieHre 00 MCIIONIHEHUN JOKyMEHTa!
OTIpe/ieNIsieT OTBETCTBEHHBIX MCIIOIHUTENEH, COMCIIONHUTENEH, Tops-
JIOK ¥ CPOKH MCTIOJTHEHHUS JOKYMEHTA B PE3OJIOIHH.

Hannaue pe3omonuu ¢ mopydeHreM (IMIOPYICHHISIMHI) TI0 UCTIOTHE-
HUIO TOKyMeHTa (Kpome pesomonnii «B neno», « g cenenusi», « s
nHpopmarmny», «Cornacen») SBISETCS OCHOBAaHMEM JJIsl TIOCTaHOBKU
JIOKYMEHTOB Ha KOHTPOJIbHBIN YHUeT.

ITopyuenust 1OBOAATCA 0 UCIIOTHUTENEH HE MO3/IHEE CIEeAyIoIIe-
TO JIHS TIOCTIE TIOCTAHOBKH JIOKYMEHTa (MOpPYYEHHsI) Ha KOHTPOJIbHBIN
Y4eT, @ CPOYHBIE TOPYyUEHHUS — HE3aMEeUTUTENbHO.

OTBETCTBEHHBIN UCTIOHNUTENb OPTaHNU3YET HCIIONHEHNE JOKYMEH-
Ta M MOJTrOTOBKY OTYETa 00 MCIOJHEHHU AOKyMeHTa. OT4eT JOoIKeH
COJIepXKaTh CBEJICHHS O XOJIe U Ka4eCTBE NCIIOTHEHUS KaXKI0TO TIOpyyde-
HUS, COJIEPIKAIIETOCsS B KOHTPOIMPYEMOM JOKYMEHTE, C MIPUIIOKESHUEM
JIOKYMEHTOB, TIOATBEPKJAIOIINX €TO UCTIOIHEHHE.

KoHTposep nmpuHHMaeT perienne mo CyImecTBy HCIIOTHEHHS TOKY-
MEHTOB U BEIHOCHT PEIIEHHE O CHATHH JTOKyMEHTa C KOHTPOJIA, B CITy-
qae ecllu:

— KOPPECIIOHJIEHTY JIaH OTBET IO CYMIECTBY (ITPOMEXYTOUHBIH
OTBET HE SBISETCS OCHOBAHHUEM ISl CHATHA JOKYMEHTa C KOHTPOJIA);

— peIeHsl Bce Cofiep Kaliecs: B 00paIieHny BOTIPOCHI;

— BBITIOJTHEHBI IOPYYEHUSI.

PyxoBonuTenu orpacieBbix ((PyHKIMOHAIBHBIX) U TEPPUTOPHAITB-
HBIX OPraHOB OOSI3aHbI:

— CBOEBPEMEHHO paccMaTpuBaTh BCE MOCTYIAIOIINE B OpPTaH J10-
KyMEHTBHI;

— KOHTPOJHMPOBATH UCTIOJIHEHUE BCEX MOCTYMUBIINX JOKYMEHTOB,
B KOTOPBIX COAEPIKATCS TIOPYUEHHUS OpPraHy, U BCEX TOKYMEHTOB C PE30-
JIFOITUSIMH BBIIIIECTOSIIINX TOKHOCTHBIX JIHIL,

— OMpeAeNsATh HeOOXOANMOCTh KOHTPOJIS 32 HCIIOJTHEHUEM JOKY-
MEHTOB, TOCTYTUBIINX HEMOCPEICTBEHHO B JpeC PYKOBOAMUTEISI Opra-
Ha, ¥ COOCTBEHHBIX JIOKYMEHTOB, 3aJJaHUN WM MOPYYSHHH W KOHTPO-
JUPOBATh UX UCIIOJTHEHUE;

— CHCTEMaTH4YeCK{ TOABONUTH UTOTH HMCIIOTHEHUS KOHTPOIHpYe-
MBIX JJOKYMEHTOB;
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— MPUHUMATH COOTBETCTBYIOIIWE MCPbI AUCIHUINIMHAPHOIO BO3-
ﬂeﬁCTBHH K HApYIHUTEIAM HMCHOTHUTEIBCKON JUCHUIIIINHBI.

OTBETCTBEHHBIE 32 JICIOTPOU3BOACTBO OO paOOTHUKH OPTaHOB,
OTBETCTBEHHBIC 32 KOHTPOIb, 00SI3aHbI:

— OCYILECTBIIATH YYET KOHTPOIUPYEMBIX JOKYMEHTOB;

— HAIIOMHWHATh UCIIOJHHUTECIIAM O ITOATIOTOBKE I/IH(bOpMaHI/II/I 00 wnc-
IIOJIHEHUHU HJIN HCO6XOIIHMOCTH IMPOAJICHUA CpOKa MCIIOJHEHUA TOKY-
MEHTOB U OPYUYEHU;

— KOHTPOJHPOBaTh CBOCBPEMCHHOCTD UCITOJIHCHUA JOKYMCHTOB,

— CBOEBPEMEHHO HMH(MOPMHPOBATH PYKOBOJHUTENS OpraHa o pe-
3yJibTarTax UCIIOJTHEHUA JOKYMCHTOB.

[Ipu yxoze B OTITyCK, BEIOBITHN B KOMaHIMPOBKY, B ciiydae 0oe3-
HU, YBOJIbHCHUS WJIN MEPEMCIICHUA pa6OTHI/IK, OTBETCTBEHHBIN 3a Je-
JIOTIPOM3BOICTBO (OTBETCTBEHHBIH 32 YUET KOHTPOIUPYEMBIX JOKYMEH-
TOB), 00sI3aH TIepenarh IPyroMy pabOTHUKY HHGpOpMAIHio 000 Bcex
KOHTPOJIMPYEMBIX TOKYMEHTAX, COCTOAHUN HUX MCIOJHCHUSA U MECTO-
HaXOXIACHUH.

ObGecrieueHrne KOHTPOJBHOTO yueTa OOpamieHuil OpraHu3anuil
Y OPEIIPUATHI U UHBIX TOKYMEHTOB IIPEII0JIAracT:

— OCYIIECTBJICHUE TPEAYNPETUTEIBHOTO KOHTPOJIS: HallOMHHA-
HUEC UCIIOJIHUTEIIAM O HpI/I6_HI/DKeHI/II/I CPOKOB MCIIOJHEHUA JOKYMCHTOB
u HOpy‘IeHI/Iﬁ HC IIO3JHEC YEM 3a IIAThH ,ZIHCI>'I OO0 UCTCUCHHA CpOKa X
UCTIOJTHEHHSI;

— cb6op nHMopMaIuK 00 HCIIOTHEHUN JIOKYMEHTOB U ITOPYYCHHIA;

— MPOBCIACHNUEC TPOBCPKU UCTIOJTHCHUA TOKYMEHTOB U HOpyT-IeHI/II‘/’I;

— CHSITHE JJOKyMEHTOB C KOHTPOIILHOTO y4eTa 10 PEIIeHHIO0 PYKO-
BOJUTEIS.



6. IPAKTUKYM.
PACITIOPAJUTEJIBHBIE JOKYMEHTbI

6.1. PaciopsiinTe/ibHbIe JOKYMEHTbI, U3IaHHbIE
HA NpUHIHNAX ennHoHavasus. [Ipuka3. Pacmopsizxkenne

Keiic Ne 1. Ilpubmmkancs nepuos nposeneHus Beepoccuiickoi
OJIMMITHA/IbI IKOJBHUKOB, M, CJIEJOBATEIbHO, TEPHOMA TPOBEACHUS
HIKOJIbHOTO, MYHHMIIMTIAIbHOIO M PETHOHAIBHOTO 3TaroB. B kaOuHET
oTzena oOmIero, JOMKOJILHOTO U JIOTOJHUTEIBHOTO 00pa3oBaHus 3a-
IIeJT MUHUCTP 00I1Eero U npodeccnoHansHoro oopazoBanus CBepIiIoB-
CKOH 001acTH U COOOTIHIT:

— JoOpblit eHb, kak Bel 3HaeTe, mpuOnmkaeTcst Mepruo OJTUMITH-
a1 1 HaM HeoOX0AMMO cocTaBUTh [Iprka3 00 opraHu3any U MpoBe/ie-
HUY OJIMMITHAIbI Ha HOBBIN YUCOHBIH TOI.

— Kax u B mpouwiom roxy, 21 npeamer?

— Ha, actpoHomusi, Ouonorusi, reorpadus, WHOCTPAHHBIA SI3bIK
(aHTnMiicKni, HeMenKuii Ui (hpaHiy3ckuit), nHpopmaruka u KT, uc-
KyCCTBO, MCTOpHS, TUTEpaTypa, MareMaTHKa, 0OLIecTBO3HAHHE, OCHO-
BbI 0€30MaCHOCTH YKU3HENICSATENbHOCTH, PABO, PYCCKHHU SI3BIK, TEXHO-
norusi, uznka, GusnMUecKas KyJIbTypa, XUMHSI, SKOJIOTHsI, SJKOHOMHKA.

ITpukas nosxeH:

— yCTaHaBJIMBAaTh CPOKH MPOBEACHUS NIKOJBHOTO ¥ MYHHIIUATIAIIb-
HOTO 3TaIroB OJIMMIIHA]IBI;

— yCTaHaBIMBAaTh CPOKH IPEACTABICHUS OTYETHBIX HOKYMEHTOB
M0 MPOBEJICHNUIO MYHHUIIUIIAIILHOTO dTara OJIUMITHAIbI;

— YTBEPXKIaTh KBOTY MOOEUTENEH 1 TPU3EPOB ITANIOB OJIMMITHAIbI;

— yTBEpXkK/AaTh COCTaB M MOJIHOMOYHS PErHOHaJIbHOTO OpraHu3a-
UOHHOTO KOMHUTETA;

— pa3rpaHUYUTh TIOJIHOMOYHS MEXIy OTAEIOM OOIIero, Jo-
HIKOJIBHOTO M JIONOJHUTENBHOTO 00pa3oBanus MuHHCTEpCTBa 00IIEro
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u npodeccronaapbHOoro obpaszoBanus CeepmiioBckoit obmactu, [AOY
IO CO «UucTtutyT paszsutus oopazosanusi» u [AYJIO CO «/IBopent
MOJIOACIKU» B OpraHU3AlUN U IIPOBCACHUMN OTAIlOB OJIMMITUAbI.

Hcnonnenne npoekra NpuKaza BO3JIOKUTH HA OTJEN OOIIEro, JI0-
ITKOJIFHOTO | JIOMOJTHUTEIHFHOTO 00pa3oBanmsi MUHUCTEPCTBA 0OIIETO
1 npodeccroHaapbHOro 06pazoBanus CBEpATOBCKOM 00JaCTH HA CPOK
B 10 pabounx gHEH.

IIpu cocraBneHUM AAaHHOTO IMpHUKAa3a PyKOBOACTBOBATHCS MpPHUKA-
30M MuHHCTEpCTBa 00pa3oBaHus U Hayku Poccuiickoit deneparuu ot
18 Hos0ps 2013 1. No 1252 «O6 yrBepxnenuu llopsinka mpoBeneHus
BCEPOCCUICKOIN OJIMMITHA/IbI IIKOJIBHUKOBY, [TocTanoBienuem IlpaBu-
TenbeTBa CBepaoBckoi obmactu ot 24 oxtsaopst 2013 . Ne 1302-T1I1
«O MunncrepctBe 0oO0IMET0 W MPOQPECCHOHAIBHOTO 00pa30BaHUs
CepmtoBckoit obmactm», [lonoxkenneM 00 oTene o0IIero, MOIIKOIb-
HOTO H JIOTIOJIHUTEIILHOTO 00pa30BaHusl.

Keiic Ne 2. Anmunmctpanus Bepx-Kcerckoro paiiona ropoma
ExarepunOypra (nanee — agMUHHCTpaIMs pailoHa) odpa3oBaHa B CO-
OTBETCTBUU C YCTaBOM MYHHUIMIAIBLHOTO 00pa3zoBanus «ropoa Exare-
puHOYpT».

AnMuHucCTpanusi pailoHa B CBOEM JI€ATEIbHOCTH MOJKOHTPOJIbHA
u nogotyeTHa [aBe ExarepmuOypra, ExarepuHOyprckoil ropojackoi
Hdyme n Anmunuctparnun ropofa ExarepunHOypra, mogoT4eTHa Hace-
JICHHIO.

Anvmuanctpanus Bepx-Hcerckoro paiioHa MyHHIIMTIAIBHOTO 00-
pasoBaHuss «ropox ExarepmuOypr» sBIseTCS TEpPUTOPHATIHHBIM
CTPYKTYPHBIM TIOZIpa3/eJICHUEM aJMUHUCTPAIlUN MYHHUIIMITaJIHLHOTO
obpazoBanus «ropon ExaTepuHOypr», OCYIIECTBIISIFOIINM HCIIOTHH-
TeIbHO-PACTIOPSANTENbHBIE (DYHKIIMK MO BOIIPOCAM MECTHOTO 3Hade-
HUS B TPAHULAX BHYTPUTOPOACKON Tepputopun Bepx-Hcerckoro paii-
OHa (ajmee — paiioH) B 4acTH U 00bEMe, YCTAaHOBJICHHBIX HACTOSIIINM
[Tonoxxennem, a Takyke MHBIMUA MYyHHUIIMITaJILHBIMHU ITPABOBBIMH aKTaMH.

B memsax peanmzanuu mpaB TpakgaH Ha OCYIIECTBIEHHE MECT-
HOTO CaMOYTIPABJICHUS aMHHHUCTpalns pailoHa COAEWCTBYET opra-
HU3AIUN U JIEATEIBHOCTH Ha TEPPUTOPHH paiioHa pa3nuyHbIX (HopMm
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CaMOyTIpaBJI€HUs TPAXKIAaH, B TOM YHCIE TEPPUTOPHAIBHOTO OOIIIe-
CTBEHHOTO CaMOYTIPaBIICHHUS, B COOTBETCTBHUH C JECHCTBYIOLINM 3aKO-
HOATENIbCTBOM W PEIICHUSIMH TOPOJACKON JIyMBI, peryaupyronmMu
BOTIPOCHI OPTaHU3AIMN U OCYIIECTBICHUS TEPPUTOPHAIBHOTO OOIIIe-
CTBEHHOTO CaMOYIIPABJICHUSI B MYHHUIIMIIATBEHOM 00pa30BaHUH «TOPO]
ExarepunOypr».

CocTaBbTe IpUKa3 OT JIMIA [MIaBbl aIMUHKUCTpaln Bepx-HceTckoro
paiiona A. B. bpenenko, pacmonoxeHHoi 1o anpecy: T. EkarepunOypr,
yia. MockoBckast, 1. 27, o ipoBeieHnr cy00oTHUKA 25 ceHTsiops 2016 1.
Ha 700poBOIBHON ocHOBe. Ha cobpanmu TrpaxkjaH NpHCYTCTBOBAIN
MPEICTABUTENIHN OT KaXKI0TO MHOTOKBaPTHPHOTO >KHIJIOTO JIOMa C TOpy-
YEHUEM OT JKMJIBIIOB.

OcHOBaHUS K U3AAHUIO MTPHUKA3a:

1. 15 aBrycra 2016 1. mponuto 3acenanue agMUHHCTpannu Bepx-
Hcertckoro paiioHa, Ha KOTOPOM 00CYKIATHCh BOTIPOCHI:

* 00 9KOJIOTMYECKOM M CAaHUTAPHOM COCTOSTHUH BBIIIEYKa3aHHOTO
paiioHa;

* 0 MPOBEJICHNH CyOOOTHHKOB.

2. Ha 3acemanuu mpuCyTCTBOBAJIH:

* PYKOBOAMTENIM OTIENIOB AJMHUHHUCTPAIMU, BCEX OpraHu3anui
U YUPEXKICHUH;

* AKTHUB paioHa.

3. B 3aceganuu mpuHMMANl ydacTHe YHOJIHOMOYECHHBIA aJIMUHH-
crpauuu Bepx-Hcerckoro paiiona Kynpsisues K. A., 3amecturens ma-
BbI 3JIMUHHICTPALIMH 10 BOIIPOCaM OJIaroycTpoicTaa.

4. B pe3ynbrate 0OCYKIeHUS MIPUHATO MTOcTaHOBICHHE «O TIpoBe-
neHnn cyoooTHuka 16 ceHTssOpst 2016 ry.

5. Bcem pykoBojnuTeNnsiM OpraHu3aluii U yUpeKJIeHUH mnopyye-
HO MPOBECTH CYOOOTHUKHN Ha CBOUX TEPPUTOPHAX U B OOIIECTBEHHBIX
MecTax.

6. JlemyrataMm — ONOBECTUTH HAaceJeHHE O CyOOOTHUKAaX M Opra-
HU30BaTh CyOOOTHHKH B CBOMX M30MpATEIbHBIX OKPYTax.

IIpennucanust:

1. YTBepauts coctaB pabouei rpymiibl O MOATOTOBKE H MTPOBEIe-
HUIO0 CyOOOTHHKA B COCTABE TPEX UEITOBEK.
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2. PyKOBOAMTENSIM CTPYKTYPHBIX ITOIPA3ICICHNN:

a) OpraHu30BaTh YOOPKY CITy:K€OHBIX TOMEIICHNN;

0) obecreunTh YIACTHUKOB CYOOOTHHKA BCTIOMOTATEIIbHBIMU MaTe-
puasiaMu ¥ MHCTPYMEHTaMH [T yOOPKHY B TIOMEIIEHHX U Ha TpUIIera-
FOIINX TEPPUTOPHSIX;

B) MOJIOTOBUTH MH(GOPMAIIO O KOJIMYECTBE COTPYIHUKOB, MPH-
HSBIINX y4yacTHhe B CyOOOTHHKE, M O BHITIOJTHEHHO paboTe;

I') OpraHM30BaTh B YCTAHOBJICHHOM MOPSJIKE TepedrcicHue (Qu-
HAHCOBBIX CPE/ICTB, 3apa0O0TaHHBIX B JI€Hb MPOBEICHHUS CyOOOTHHKA,
B 00beMax, OMpeeNsseMbIX pabOTHUKaMU, Ha COOTBETCTBYIOLIUI pac-
YETHBINA CYET B pallOHHBIN UCIIOJHUTEIbHBI KOMUTET;

1) obecrieunTh coOMIOIeHe TpeOOBaHU OXPaHbl TPy/a, TPOBECTH
(ecmm TpeOyeTcsT) MHCTPYKTaX IO OXpaHe TPpyHa ¢ JUIaMH, YIaCTBYIO-
IIMMH B CyOOOTHHKE.

Hcnonuurenu:

1. Cekperaps Manerimesa C. B.

2. 3aBeayromuii 1o xo3sicTBeHHOM uactu Iletpos A. I1.

3. NUmxenep mo oxpaHe Tpyaa M TexHHKe OezomacHoctH Cupuo-
poB A. I

4. I'maBHs1ii Oyxrantep MBanosa A. /1.

5. 3amectutens maBbl anmunauctpauu Kocrenko C. H.

CpOKHU UCTIOTHEHUS:
1) no 20.09.2016;
2) no 24.09.2016;
3) no 25.09.2016;
4) 1o 20.09.2016.

B JAOKYMCHTC Oq)OpMI/ITe KOHTPOJIb 34 UCIIOJIHCHUCM IIpUKa3a.

Kei#ic Ne 3. B MunucrepctBe pusndeckoil KyJabTypbl, CIOpTa
Y MOJIOJICKHOH MONUTHKK benroponckoi o0nacTu A0HKeH OBITh cO3-
JIaH COBET B LIEJISIX COBEPILIEHCTBOBAHUS peau3aliii MOJIOJIEKHOM 110-
JUTHKKA U obecriedeHus: d3PPEeKTUBHOTO B3aUMOJCHCTBUSI CyOBEKTOB
MOJIOZIC)KHOM TMOMUTHUKY B benropoackoii odmactu.

MuHHCTpY TI0 PU3UUECKOH KYJIBTYpE, CIIOPTY U MOJIOJICKHOH I10-
JIUTHKE HEOOXOIUMO Ha OCHOBaHWH 1. 1 cT. 6 3akoHa Benropomckoii
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ob6mactu ot 03.10.2013 Ne 223 «O mononexu B benropozackoit obma-
CTH» M3JaTh TPUKA3 O CO3/IaHIH COBETA.

CocraBbTe MpHUKa3 OT KA MUHHUCTPA 0 (pU3MUECcKor KyIbType,
CIIOPTY M MOJIO/ICXKHOU monutuke benroponckoit oomactu A. H. Ily-
TUHIIEBA O CO3JaHHW COBETA IO PEaNN3al[H MOJIOICKHOMN MOTUTHKA
pu MunncTepcTBe (GM3NUECKON KyIBTYPhI, CIIOPTa U MOJIOJISKHOM T10-
nutukn benropoackoi 06macTy.

OcCHOBaHUS K U3aHUIO TIPHUKA3a:
1. Ilynkt 1 ct. 6 3akona benroponckoit obmactu ot 03.10.2013
Ne 223 «O momnozexu B benropoackoit 0o1acTm.

[Ipennucanus:

1. Co31aTh COBET M0 pean3alny MOJIOICKHON MOMUTUKHU Tpu Mu-
HUCTEPCTBE (PU3NIECKON KYJIBTYPHI, CITIOPTa U MOJIOAEIKHOU TTOIUTHKN
benropozackoit obiacTu (nanxee — coBeT).

2. YTBepauts nonoxenne o CoBete (OyIeT mpuiiaraTbCes).

3. I1oaroToBUTH MpeIOKEHUS ISl YTBEPIKASHHSI TIEPCOHATBHOTO
cocraBa Cosera.

4. OcymIecTBIATh METOIMYECKOE W OpPTraHM3alMOHHOE obecriede-
Hue aestenbHoctu CoBera.

5. OGecnieunTh OIMyOIMKOBAHWE HACTOAIIETO TpHKaza Ha O(HUIIHN-
allbHOM caiiTe MUHUCTEPCTBA B CETH UHTEPHET.

Ucnonnurenu:

1. HaganbHUK OT/IeI1a 10 B3aUMOJICHCTBHIO C MOJIOJIC)KHBIMU O0TIIe-
CTBEHHBIMU 00benuHeHusMu AHapeeBa M. K.

2. HaganpHHK OoTHENa OpraHn3aluoHHOM, MPaBOBOI pabOThI, TOCY-
JapcTBeHHOH ciyObl U kaapos CasenbeBa b. M.

KonTpons 3a ncoTHEHNEM HACTOSIIETO MPUKa3a BO3IOKUTE HA 3a-
Mecturens muauctpa Génoposa E. B.

CpOKHU UCTIONTHEHUS:
1) 10 01.10.2016;
2) 10 20.09.2016.

Keiic Ne 4. CocraBpTe mpuKa3 OT JuIa mpencenarens Kommure-
Ta CONMAIBLHON IONUTUKN AIMUHUCTparuu ropoma ExarepmnHOypra
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Jlesunoit E. B. 06 yrBepxaeann llopsimka 3aKTIOMEHHS COTIIAIIICHII
Komurera ¢ opranuzanusiMy, HAUUCISIONIMMU TUIATY 32 KUIbE U KOM-
MYyHaJIbHbIE YCIIYTH.

OcHoBaHUS K U3JIAaHUIO MIPUKA3A:

I'maBubi criermanuct Komurera conpaabHON ITOIUTHKU AIMUHH-
crpaiuu ropojia ExarepunOypra Kosinos A. A. B COOTBETCTBUH C JIOJIK-
HoctHOU mHCTpyKImen (Ilpuka3 npencenarens Komurera connaapHOU
noautuku ot 05.11.2012 Ne 47/41/07) ucnionusieT 0053aHHOCTH 10 IIpe-
JIOCTABJICHUIO OTJENBbHBIM KaT€rOpHsM I'pakJaH KOMIIEHCAIMH pacxo-
JIOB Ha OIIJIaTy HJIOTO MOMEIIEHUs] U KOMMYHAaJbHBIX yciyr. Crenu-
aJUCT OCYUIECTBIISIET MOJTOTOBKY corameHnii Mexay Komuretom
W OpraHu3alMsIMH, HAYUCIISIONIMMY TUIaTy 32 JKUJIbe U KOMMYHaIlb-
HbIe ycayrH (B coorBeTcTBUU ¢ OOnacTHBIM 3akoHOM oT 19.11.2008
Ne 105-03 «O HazseneHun opraHoB MECTHOTO CaMOYTIPaBI€HHUS MyHHUITU-
NaJIbHBIX 00pa30BaHui, PACIONIOKEHHBIX Ha TeppuTopun CBEPIIOBCKOI
o0nacTH, ToCy/IapCTBEHHBIM TIOJTHOMOYHEeM CBEpUIOBCKOI 00acTu 1o
MIPEAOCTABICHUIO OTJIEIbHBIM KaTeroprsaM Ipak[JaH KOMIIEHCAlUi pac-
XOJIOB Ha OILIaTy JKMWJIOTO TIOMELIEHUS 1 KOMMYHAJIBHBIX YCIyI»).

IIpn mpoBepke TOKYMEHTOB, NPEAOCTaBISIEMbIX OpraHHU3alUsA-
MU JJISl 3aKJIOUCHHS] COTJIAIICHHSI O COTPYIHHUYECTBE, ObliIa BBISBIIC-
Ha cutyanusa cropa mMexay 3AO0 YK «Axkanemuueckuit» 1 OO0 YK
«Bam 10M» B OTHOIIIEHUM MHOTOKBapTHUPHOTO JIOMa, PACIIOIOKEHHOTO
o aapecy: Bunbrensma ne ['ennuna, 1. 37, 4To BIEKIO 32 COOON BBI-
CTaBJICHHUE JIBOMHBIX KBUTAHIIHM.

B cootBerctBun ¢ Pacmnopsbkenuem ImaBel  ExarepunOypra
ot 24.12.2007 Ne 458-p (pen. ot 04.10.2011) «O co3zmanuu Komwure-
Ta COUUAILHON MOJIUTUKU AJMUHHCTpanuu ropona ExarepunOypray»
Komurer He 00a1aeT MOJTHOMOUUSMH 110 OTPEJICIICHHUIO JIETHTUMHOM
OpraHM3aliy, HAYUCIISIOMIEH TUIaTy 3a >KUIIUIIHO-KOMMYHAJIbHBIE yC-
JIYTH B OTHOIIEHUH OIpeIeIEHHOT0 *kuioro goma. Kpome Toro, orcyT-
CTBYIOT MHCTPYKLMHU U MHBIE JIOKATbHbBIE JJOKYMEHTBI, KOTOPbIE MOTIIN
OBl perIaMeHTUPOBAaTh COTPYIHUKAM ONpEeSICHHBIE alTOPUTMBI JAeH-
CTBUM, HAIIPABJIICHHBIC HA Pa3pEILIECHUE CIOKUBILIEHCS CIIOPHON CUTya-
[IUH, YTO MOIJIO TOBJIEYb HAPYIICHHUE MIPAB U 3aKOHHBIX MHTEPECOB OT-
JICJIbHBIX KaTerOpUi Tpak/iaH.
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[Ipennucanust:

1. HampaButh cBenenus o6 yrBepxaeHuu [lopsaka 3akimroueHust
cornamenuii Komutera ¢ opraHuzanusmMy, HAYUCISIOMMMY IIJ1aTy 3a
JKUIIb€ U KOMMYHaJIbHbIE YCIYyTH, B JlemapraMeHT rocyiapcTBEHHOTO
SKAJTUIITHOTO M CTPOUTENBHOTO Haa30pa CBEpTOBCKOI 00IacTy.

2. KoHTpoIb 32 UCTIOTHEHUEM ITPHUKa3a BO3JIOKUTH Ha CIIEIHAIINCTA
oTJIeNa mpaBoBoro odecnedenus KomMmurera connaabHOM TOTUTUKYA AI-
MuHHCcTpanyu ropoaa ExarepunOypra boronemnosy A. A.

Keitc Ne 5. B nensx moBwIllieHUsT BHUMAHUS U UHTEPECA TOPOII-
CKOro cooOIIecTBa K OTEYEeCTBEHHOMY KHHeMarorpady, pacuidpeHus
BJIMSIHUSI POCCUHCKOTO KMHO Ha BOCIHTaHHE W 00pa3oBaHWE TOjpac-
TAIOMIEr0 MOKOJICHUS OBbUIO MPUHSTO PELICHUE O COCTABICHUH TPOCK-
Ta W MPOBEICHUN MEPONPHITUH NpoekTa «MOOMIILHBINA KyIBTYPHBIN
ueHtp “BriOupaii kynsrypy ¢ aerctsal”y

B pamxkax mpoekra OyneT IpOXOJUTh HECKOJIBKO TBOPUYECKUX TPO-
rpamMM Ha Jir000ii BKycC:

1. UnranbHbIi 3211, IJIe MOXKHO OyJeT TTO3HAKOMUTBCSI C TUTEPATyP-
HBIMHU HOBUHKaMH, IOYUTATh KHUTH Ha CBEKEM BO3/IyX€, 3a/1aTh BOIIPO-
CBbI O COBPEMEHHBIX OMOIHOTEKaX.

2. MacTtep-Kiacchl IO CO3/IaHUIO0 HAPOIHOM KYKIIBI U PUCOBAaHHUIO
L[BETHBIM CKOTYEM.

3. rpel 1 KOHKYpCHI, MOCBsIIEHHbIe ExarepunOypry u ero Bblja-
FOLIIUMCS KUTEIISIM.

4. Tearpann30BaHHOE MUHMIIPE/ICTABICHHUE.

5. Konuepr ¢ yyactueMm JydlIdx ACTCKUX U MPO(EeCcCHOHABHBIX
TBOPYECKUX KOJUIEKTUBOB rOpoOa.

Kpome TOro, B MOOMIBHOM KYJIBTYPHOM IIEHTpPE TOpPOKaHE CMO-
TYT MOJIYYUTh JH00YI0 HHTEPECYIOILYI0 HHPOPMAIUIO O AESTEILHOCTH
KYJBTYPHBIX YUpexJeHui ExatepunHOypra, 3amucarbcs B TBOPUECKUE
CTYJIMH, Ha MacTep-KJIaCChl, IIpeAsiaraéMble MyHULIUTIATbHBIMH YUPEXK-
JICHUSIMH KYJIBTYPBI.

Mepomnpustus OyayT MPOXOIUTh B Pa3HBIX paiioHax ropona Exare-
punOypra c 01.10.2016 mo 31.10.2016. JlaHHBII IPOCKT peanuszyercs He
TIePBBIN pa3, teToM 2016 . yJacTHHKaMH MPOCKTa CTAJIN MPEICTABUTEITH
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7 pationoB: Kuposckoro, OkTs0pbckoro, OpmKOHUKHI3EBCKOTO, Bepx-
HUcerckoro, Jlenunckoro, XKeneznonopoxknoro u YkaioBCKOro, Ha Me-
POTIPUSITHS TIPHUIILIO OOJIBIIOE KOJIMYESCTBO KHUTEICH ropojia, KOTOpPhIC
C WHTEpEeCOM NMPUHUMAIH YYacTHE BO BCEX MPEIIOKEHHBIX KOHKYpCcax
U OCTaJUCh IOBOJBHBI MPOLISAIINM MepornpusitueM. IMeHHO Ha oOc-
HOBAaHUHM OOJBIIOTO KOJMYECTBA YYACTHUKOB M YIOBJIETBOPEHHOCTH
OT MPOBEICHHOTO MEPOIIPHUSITUS OBLIO PUHSTO PELICHUE O IIOBTOPHOM
npoBeieHH « MOOUIIBHOTO KYJIBTYPHOTO IISHTPaY.

OcHOBaHUEM [Tl COCTABIICHHSI PACTIOPSDKEHHS O TIPOBEJICHUU Me-
ponpuUsTH MpoeKTa «MOOMIBHOTO KyJBTYpHOTO LieHTpa “‘BriOupaii
KyIBTYpY ¢ merctBal”y spisercs Yka3 [Ipe3unenra Poccutickoit Oeme-
pauu ot 07.10.2015 Ne 503 «O nposeaenuu B Poccuiickoii @enepa-
LU T0JIa POCCUNUCKOTO KMHOY.

CocraBbTe pacrlopsDKEHHE IIePBOTO 3aMECTUTENS YIpaBICHUS
KyJIbTypbl AJIMUHUCTpalMu ropojga ExarepuHOypra o HpOBEICHUHU
MeponpuATHi mpoekta « MOOMIBHBINA KYNBTYpHBIN HeHTp ‘‘Brioupait
KyabTypy ¢ aerctBal” — 2016».

[Ipennucanusi:

1. Co3mars pabodyio rpymnmy mpoekTa «MOoOMIBHBIN KyIbTYPHBIH
LCHTP», B KOTOPYIO JOJIKHBI BOWTH CIICIINAJINCThI yr[paBJIeHI/If{ KYJIbTY-
PBbl, a TaK)KE JUPEKTOPA MYHULIUIIATIBHBIX YUPEXKIEHUN KYJIbTYPBIL.

2. OpraHu30BaTh y4acTHE B MPOCKTE MYHUIUMIAIBHBIX aBTOHOM-
HBIX YUYPEXKJIEHUH KyJIbTYpHI, & TAK)Ke HA3HAYUTh OTBETCTBEHHBIX B y4-
PEXKISHUSIX 32 PElIeHHe OPTaHU3aIMOHHBIX U TEXHHYECKHUX BOTPOCOB
IO TTOJITOTOBKE ¥ MTPOBEACHNIO MEPOTIPUATHH.

3. Y1BepauTh rpaduk ¥ MecTa IPOBEIECHUS MEPONIPUATHI MTPOEKTA.

4. Ob6ecrneunTh TPaHCIIOPTHEIE MIEPEBO3KU TEXHUIECKOTO 000py/I0-
BaHUS M YYaCTHUKOB IPOEKTA K MECTaM MTPOBEACHUS MEPOIPUSITHH.

5. IlpoBecTH MepOIPHUAITHS MIPOCKTa B COOTBETCTBHU C TPAPUKOM
MPOEKTA.

Hcnonuurens:
YipasieHue KylIsTypbl AIMHHHACTpAIuu ropona ExarepuaOypra.

KoHTpos1b 32 UCTIOJTHEHMEM HACTOSIIErO PACIOPSKEHUSI HECET IEp-
BBII 3aMeCTUTENh YIIpaBieHus Kyabrypbl Tpodgumosa E. E.
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Keiic Ne 6. 3a MmuHyBIIHE BRIXOAHBIE B TOpoze UenssOnHCKe mpo-
n3omwio 10 moxxapoB (OJUH YeIoBEK NOTH0, OAuH moctpanan). Opuen-
TUPOBOYHBIN y1IepO OT orHs cocTaBui okosio 900 Thicsd pyOneii.

Jleca 3a BeIxomHbIe TOpenu 12 pa3 Ha momanu 6omee 17 ra. Han-
Oomee KPYITHBIN ToXap Mpow3omel B YeIsIOMHCKOM JIecxX03e Ha IIIO0-
maau 9,5 ra.

B nensx mpenynpexaeHus 4pe3BbIYAHBIX CUTyallMii U Yrpo3bl
pactpoCTpaHEHHS [TOKAPOB Ha KHUIIbIE U aIMUHUCTPATUBHbBIE OOBEKTHI
ropoja YensOrHCcKa ObLT BBEJICH 0COOBIH MPOTHBOIIOKAPHBIN PEKUM.

CocraBbTe pacropsKeHHe 0 BBEJCHHH 0CO00T0 TPOTUBOTIOKAPHO-
ro pexxuma Ha Tepputopun ropoaa Yemsouncka ¢ 19 mo 31 aBrycra
2016 . or nuua raBbl AaMuUHUCTpaluu ropoaa Yensouncka Tedre-
nesa E. H.

OcHOBaHUSA K U3AAHUIO MTPHUKaA3a:

1. Crarpu 1, 19, 30 ®enepanbaoro 3akoHa ot 21.12.1994 No 69-03
«O noxapHoii 0e30MaCHOCTHY.

2. ®enepanbhblil 3akoH 0T 22 ntonst 2008 . Ne 123-D3 «Texunuue-
CKHUI peryiaMeHT 0 TpeOOBaHUSIX MOKapHOW 0€30MacHOCTHY.

3. Ilocranosnenue [IpaButensctBa PO ot 25 anpens 2012 . Ne 390
«O NPOTUBOTIOKAPHOM PEXKUME.

Hcnonuurenu:

1. Ympamienue rpakaaHcKoi 3amuThl ropona Yensouncka (Ilorma-
TeHko A. H.)

2. MyHunmnanpHOE Ka3eHHOe yupexkneHue «Enunas nexypHas
JucreTyepekas ciryxoa ropoxa Yensonncka» (besymxo C. B.)

3. VYopasnenue MuHucTepcTBa BHyTpeHHUX nen Pocculickoit @e-
nepanuu 1o ropoxy Yemnsionncky (Muponos C. B.)

4. YrpasieHue HHPOPMAITHOHHON TTOJUTHKH A TMUHHACTPAITUH TO-
pona Yensouncka (Cadonos B. A.)

5. KoHTposib 3a UCMOTHEHWEM HACTOSIIIETO PACIIOPSIKEHUS BO3JIO-
*uTh Ha [lepBoro 3amecturens [aser ropona Uensionacka [Tapannde-
Ba 1O. B.
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Keiic Ne7.Toccmyxanuii oTaena rocy1apcTBeHHOM BJIacTH U Ka-
npoB YOAC KozmnoB M. U. obparwmiics ¢ xano0oit 0 HeBBIIIIATE 3apa-
0O0THOM TUTAaTHI 32 HEpaboUKe Tpa3AHUYHBIC HHU, B KOTOPOH yKa3all, 4To
12 utons 2016 1. oH BRI HA Pa0OTY, a oIyIaTa He ObLTA TPOU3BEICHA.
Taxoxe JlaHHas JaTta BXOAUT B IMEPCYCHb YCTAHOBJICHHBIX 3aKOHOAATEIIb-
HO J1aT, T. €. mepeunciiena B cT. 112 Tpynosoro xomekca. Pabora B Takue
JTHU OTITa9UBACTCS IOPOXKE, JaXKe €CIIU M0 YCTAHOBICHHOMY B KOMITAHHN
rpaduky Hepabouwnit mpa3qHUYHBIN JICHB BBIIAI HA PA0OUHA JCHD.

CocraBbTe pacropspkeHHe OT JIMIA PYKOBOAWTENS YIpaBICHUs
®denepaabHON AaHTUMOHOTIONBHOM CITy>kO0BI Poccuu mo CBepayioBCKon
obmactu Illamabomosa J[. B. o mpoBeneHnu mpoBEpKH COOMIONEHUS
TPYJOBOTO 3aKOHOJIATENILCTBA HA OCHOBAHWU KAJIOOBI TOCCIYXKAIIETO
Koszmosa M. U. o HeBbITUIaTE 3apabOTHOM TIJIATH 32 HEpaboune mpasi-
HUYHBIC JHU.

OcHOBaHUS K U3JIAaHHUIO PACTIOPSKCHUSI:

1. Ionoxenue «O denepanbHO cyk0e 10 TPYLY U 3aHATOCTHY, YT-
BepkaeHHoe [locranosnennem [IpasurensctBa PO ot 30.06.04 Ne 324.

2. ®enepanbHblil 3ak0oH «O rocyapCcTBEHHOMN I'pakTaHCKOHM CITYK-
6e Poccuiickoit ®eneparm» ot 27.07.2004 Ne 79-D3 (meiicTByromas
penakuus, 2016).

3. ®enepanbHblil 3akoH «O cHUcTEME TOCYIApCTBEHHOM CITyKObI
Poccutickoit ®enepannm» ot 27.05.2003 Ne 58-D3 (meiicTBytormas pe-
nmakmwmst, 2016).

4. I'masa 57 TpynoBoro xonekca Poccuiickoit denepanun.

IIpennucanus:

1. ITposectu B mepuoxa ¢ 01.12.2016 mo 09.12.2016 mpoBepky cobto-
JICHUSI 3aKOHOJIATEeNILCTBA 00 orIaTe Tpyaa B Ynpasinennn deepanbHON
AHTHUMOHOIIOJIEHOM ¢i1yk0b1 Poccrm o CBepatoBCKOM 001acTH.

2. [IpoBenenne mpoBepku nopyunthb lyomackomy A. I. — 3ame-
CTHUTEIII0 HadallbHUKA OT/IeJIa HaJ30pa U KOHTPOJIS 110 BOIIPOCaM Tpyaa
locynapcTBenHOl HHCTIEKIMH Tpyaa B CBEpAIOBCKON 001aCTH.

3. YCTaHOBUTH CIEIYIOIINE CPOKH BbIJAYM 3apa00THOM TIATHI:

20-e 4KCII0 TEKYIEro Mecsiiia — CPOK BbLIauu 3apaOO0THOM Tuia-
ThI 3a MEPBYIO MOJOBHUHY MecAlla (aBaHC) U BKJIIOYUTH OIUIATy Tpyna 3a
12.06.2016.
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4. HavanpHuKa OT/IE/1a TOCYAapCTBEHHOM CIy»KObI M KaipoB JleHH-
ctok O. KO 00s13aTh 03HAKOMHTH C JTaHHBIM MPHKA30M TOCCITYKAIIero
Koznosa M. H.

5. KoHTposs ncrnonsenus rpukasa octaButh 3a [1ladonmuaev J[. M.

Keiic Ne 8 B Anmunuctpanuu Huxuero Tarumia npoiuio cose-
maawne 1o Borpocam JKKX. B cBsi3u ¢ aTumM tomxkeH 0bITh co3nan Koop-
JIUHAIIMOHHBINA COBET MO BOIPOCAM >KHJIUIIHO-KOMMYHAIILHOU chepsl
Hwxuero Taruna B 1eisix COBEPIICHCTBOBAHUSI CUCTEMBI YIIPABICHUS
MHOTOKBAPTHUPHBIMU JIOMaMH, MIPUBJICUCHUS IPaX1aH, 00IIECTBEHHBIX
OpraHU3alNi K YIaCTHIO B 00IIECTBEHHOM JKHJIUIITHOM KOHTPOJIC.

Cocrosmue B oprane OyayT CONEHCTBOBATh PEaTM3aliH ITOJIOXKE-
HUH JKMITHITHOTO KOJIeKCa M CO3/1aBaTh yCIOBHS JJIs YITPABIESHHUS MHOTO-
KBapTHPHBIMU JToMaMU, 00cyxarh mpobiembl JKKX u BbpadaTsiBaTh
COLMAJIbHO 3HAYMMBbIe HampasiieHus B 3Toi cdepe. Takxe B hyHKIHO-
HaJie COBETa MPOIucaHo obecneueHre nHGHOPMAIIMOHHONW U METOIUYC-
CKO¥ TIOA/IePKKY WHUIIMATUB TPaXKIaH, OOIMICCTBEHHBIX 00hEIMHCHHUIA,
9KCTIIEPTOB B COBEPIIEHCTBOBAHWH (HOPM W METOAOB YIPABICHUS H Te-
KYIIIETO COJIepKaHUI MHOTOKBAPTUPHBIX IOMOB, COICHCTBUE CO3IAHUIO
CUCTEMBI HH(GOPMHUPOBAHUS JKUTEIICH TOpPO/ia O MyHHUIIUTIAIBHBIX MPO-
rpamMMax B KHIHUIIHON cdepe u B chepe KOMMyHaIbHBIX yciyr. CoBeT
OyJeT NOBBIIIATh WH()OPMUPOBAHHOCTh TPAXKIAaH 00 YCTaHOBJICHHBIX
IeHax W Tapudax Ha YCIYyTd U pabOTHI MO COACPIKAHHWIO W PEMOH-
Ty obmero mmymiectsa B MKJI, o pa3mepax ormiaTsl B COOTBETCTBHH
C YCTaHOBIIEHHBIMHU IleHaMH B MH. Ap. OpraH OyneT MmoAroTaBiInBaTh
JUISL UCTIOJTHUTENBHON BJIACTU PEKOMEHAAIMH 10 COBEPILICHCTBOBAHUIO
3aKOHOZAATeNbCTBA U PopM padoTsl 1o ynpasiennto MK/ u coBepieH-
CTBOBaHHIO PabOThI OPraHOB MECTHOI'O CaAMOYITPABIICHHSL.

CocTraBbTe MOCTAaHOBJICHHUE OT JuIa Mapa . Hkamit Tarmt o co3-
nannu KoopZuHaIIMOHHOTO cOBeTa B COOTBETCTBHH ¢ DenepaabHbIM
3akoHOM OT 06.10.2003 Ne 131-®3 «OO6 o0mMX MPUHIUIIAX OPTaHU3a-
LMK MECTHOTO camoymnpasiieHusi B Poccuiickoii @deaepauuny.

OcHoOBaHUS K U3IAHHUIO PACTIOPSIKEHUS:

Pemenne Konnernn Anmununctparuu ropoga Huxaero Tarumna ot
26.09.2015 Ne 11/1.1-1 «O6 a¢dexruBHOCTH padoTsl KoopnuHanmoH-
HOTO coBeTa no pedopmuposannio KKX».
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IIpeanucanus:

1. Co3nmates KoopauHaImoHHBIH COBET IO BOIIPOCAM SKHIIUIITHO-
KOMMYHaJIbHOTO X03s1iicTBa B 2016 T

2. YtBepnuts [lomoxkenune o KoopauHaimoHHOM COBETE IO BOIIPO-
caM XWIHITHO-KOMMYHAJILHOTO X03s1iicTBa B 2016 T

3. YTBepauth coctaB KoopAWHAIIMOHHOTO COBETA IO BOIPOCAM
JKUITAIITHO-KOMMYHAJIBHOTO X03stiicTBa B 2016 1.

4. Tlpecc-cmyxb6e Anmvuuuctparuu ropoaa Hkaero Tarmma omy-
OJMKOBaTh TOCTAHOBIICHHE B PAOHHOHM TrazeTe W Ha OQPHUIUAIBEHOM
caiite AnqmunaucTpanuu ropona Hknero Tarnmia.

Hcnonuurens:
Map ropona Huxnero Tarwa.

KoHTponb 3a HCTIOTHEHHEM TIOCTaHOBIIEHUS BO3JIOKUATH HA 3aMe-
CTUTEINSI TJaBbl AJIMHHHCTPAIMU TOPOJIa IO TOPOJCKOMY XO3SICTBY
Cenénkuna A. M.

6.2. PacnopsiinuTesibHbIe JOKYMEHTbI, U3IaHHbIEC
B YCJIOBHAX KOJUIETHAJIBLHOTO MPUHSATHS pellleHus.
ITocTanoBiienusi. Pemenus

Keiic Nel.lns pemeHust cCe30HHBIX TPOOIEM pa3BUTHS arporpo-
MBIIIIEHHOTO KOMILIeKca B CBEpIIOBCKO 001acTi HEOOXOIUMO Opra-
HH30BaTh CBOCBPEMECHHYIO YOOPKY ypokasi, 00paOOTKy TIOUBBI U TTOCEB
O3UMBIX CEJIbCKOXO3SIMCTBEHHBIX KYIBTYP.

Komnernn MunuctepcTsa arponpoMsIIUIEHHOIO KOMIUIEKCA U ITPO-
TMOBONBCTBUS CBEPIJIOBCKON 00JaCTH HEOOXOAMMO HM3IaTh MOCTAHOB-
nenne «O0 oprannzanuu paboT 1Mo yOOpKe ypoxasi U MOCEeBY KyJIbTYp
B 2016 romy».

OcHOBaHHSA K HU3JaHHUTIO ITOCTaHOBJICHUA:

1. ®enepanpubiii 3akoH 0T 29.12.2006 Ne 264-03 «O pa3BuTuU
CEJIbCKOTO XO3IMCTBAY.

2. IlocranoBnenue IIpaBurensctBa PO ot 14.07.2012 Ne 717
«O ToCymapCcTBEHHOW TporpaMMe pa3BUTHS CEIBCKOTO XO3scTBa
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U PETYJIMPOBAHUS PHIHKOB CEJIbCKOXO3IMCTBEHHON MPOIYKIHUH, ChIPbs
u ipooBonbeTBhsA Ha 2013-2020 rroy.

3. Crarpsa 12 O3 ot 04.11.1995 «O IlpaButensctBe CBepATOBCKOI
obmactu.

4. IlocranoBnenne IlpaBurensctBa CBepanoBckoil  obmactu
ot 11.12.2012 Ne 1417-IIIT «O06 yTBep>KIACHUH TOCYTapCTBEHHOU TIe-
JIEBOM IIPOrpaMMBbl Pa3BUTHS CEIbCKOIO XO3SMCTBA U PETYINPOBAHMS
PBIHKA CEJIbCKOXO3SIICTBEHHOM MPOAYKIMH, ChIPbsl U IIPOJIOBOJIbCTBHS
B CepmioBckoit oomactr Ha 2013-2020 rry».

5. Comnanrenue Mexay MHUHHUCTEPCTBOM arpoNpOMBIIIIICHHOTO
KOMIIJIEKCA M MPOAOBONILCTBHSI CBEPTIOBCKOM 0O0JIACTH U CEIIbCKOXO-
31ICTBEHHBIMU TOBAPOIIPOU3BOAUTCIIAMHU.

Pexomennanuu:

— JUIsl IPOU3BOAUTENEH:

1) nas MakcUMalbHOrO cOOpa ypoxkasi MPOU3BECTH CBOCBPEMCH-
HYI0 YOOPKY KYJIBTYD;

2) B LeNsIX MOBBIMICHUSI COOPOB KYJIBTYp pa3pa0doTarh U BHEAPHUTH
CUCTEMY IPEMHUPOBaHMUSI;

3) nmpousBecTH BHECEHHE POCHOPHBIX U KATTUHHBIX YI00pEHHIA;

4) pou3BecTH MOJATrOTOBKY 3€MEJb U MOCAJIKY 03UMBIX KYJIBTYD;

— Jui1 MEHHCTEpCTBA arponpoOMBIIIICHHOTO KOMILIEKCa U POJI0-
BOJIbCTBUST CBEPASIOBCKOM 00IaCTH:

1) obecnieynTh CBOEBPEMEHHOCTh, YPPEKTUBHOCTh U MOJTHOTY HC-
MOJIb30BAHMSI CPEJCTB (Pe/IepPaIbHOIO U 00JaCTHOTO OOIIKETOB;

2) obecrieunTh BBIOJHEHHE COIVIAIICHUH Mexay Munucrep-
CTBOM arpONpPOMBIIUICHHOTO KOMILIEKCa W MPOAOBOILCTBHsI CBep-
JIOBCKOHM 00J1aCTH W CEIIbCKOXO3HCTBEHHBIMH TOBapOIPOU3BOIUTE-
JSIMU;

3) oka3aTh COJEHCTBHE CEJIbCKOXO3AHCTBEHHBIM TOBAapOIIPOM3BO-
JUTEISIM TIPU pa3pabO0TKe CUCTEMbI IPEMUPOBAHHSI.

OTBETCTBEHHBIA UCIIOIHUTEID:
MWUHHCTEPCTBO arporpOMBIIUIEHHOTO KOMIUIEKCA W TIPOJOBOJIb-
ctBusi CBEpUTIOBCKOW 00JIacTH.
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Keiic Ne 2. JlenoBbie TOpOIKH SBISIOTCS HEOTHEMIIEMBIM aTpPH-
OyTOM €)XErolHbIX HOBOTOJHUX Mpa3aHUKOB B ExarepunOypre. Kax-
JIBI TO/T B CepeinHe eKadps IeHTpaIbHas TUIOMAAb OCBOOOKIaeTCH,
YTOOBI JJaTh BO3MOXKHOCTh PabOYMM YCTaHOBHTD IIaBHYO eky Cpea-
Hero Ypana u IOCTPOUTH JIEASHOM ropofioK. B kauecTBe CTpOUTEINb-
HOTO Marepuajia IPUMEHSIOTCS Jiea U CHeT. B roposke pacronararor-
Csl CKYJIBIITYPBI, TEMATHUECKUE (PUTYPBI, 3aMKH, TOPKH CAMBIX Pa3HBIX
pa3MepoB, HacTosIIUE JTJAOUPUHTHL. LleHTpanbHbBIMH (UTYpaMH TAKOTO
ropogka sieisitores Jlen Mopos co CHerypodkoi.

Cocrassre [locranosnenue ImaBer AaqmuHucTpanuu ropoga Exa-
tepuHOypra «O BO3BeneHUU HOBOTOMHETO Topoaka Ha [Inomanu 1905
rofla W OpraHU3all HOBOTOIHUX MAacCOBBIX Mepomnpustuii B 2016—
2017 romax».

OcHOBaHUS K U3aHUIO TOCTAHOBJICHUS:

[locranoBnenne AnmuHHCTpanuu ropoga EkatepunOypra ot
23.08.2012 Ne 3671 «O6 odopmiieHNH TEpPUTOPUH MYHHLIUTIATBEHOTO
oOpazoBanus “ropox ExarepunOypr” B nmpa3aHUYHbIE, TAMATHBIE JIHHU,
JTHH TIPOBEJCHNUS TOPKECTBEHHBIX M MHBIX MEPOIIPHATHIN.

IIpeanucanmus:

1. ObecrieunTh PabOTy TUPEKIIUU TOPOJCKUX MPA3THUIHBIX MEPO-
MPHUATHHN (HECKOIBKO MTyHKTOB MIOCTAHOBIICHWS ).

2. OcyllecTBUTh MPUEMKY HOBOIOAHETO FOPOJKA U BBOJ| €0 B IKC-
ITyaTaluIo B COOTBETCTBUHU C 3aKOHOAATEILCTBOM Poccuiickoit dene-
parmym.

3. IlpoBectn paboTy 1Mo 0OOpPYIOBAaHWIO HOBOTOIHUX TOPOIKOB
Ha TEPPUTOPUSIX PAHOHOB.

4. Ony6nukoBaTh HacTosIee [locTaHoBNeHNE U 00eCTIeYnTh OCBe-
IIEHUE MEPOTIPUSTHI B CPEICTBAX MacCOBOW WH(GOPMAIIHH.

Hcnonuurenu:

1. YopaBnenue KyapTypsl AAMHHHCTpauuu ropona ExarepuH-
Oypra B JHIle MYHHUITUTIAIIEHOTO aBTOHOMHOTO YUPEXICHUS KYJIBTYPHI
«lleHTp KynbTypsl “Ypar»

2. NapopManmoHHO-aHAINTHICCKUNA JAeTapTaMeHT AJIMHHHCTpA-
1uu ropoaa ExarepunOypra

149



3. JlemapraMeHT MO yNpaBIEHUIO MYyHHIUATBHBIM UMYIIIECTBOM
AnmunauCcTpanmu ropona ExarepunOypra

CpOoKHU UCTIOTHEHUS:
1) 10 20.12.2016;
2) no 25.11.2016;
3) mo 15.12.2016;
4) no 15.11.2016.

KonTpo:s 3a ucnonHeHrneM BO3IOKUTh HA 3aMECTUTEIS TNIaBbl AJl-
MUHUCTpauu ropoga ExaTepuHOypra 1o BoIpocaM COIHAaIbHOW I0-
nutuku MarBeeBa M. H.

Keitc Ne3.3mopoBbe — 3TO pecypc, KOTOPBIi YETOBEK MOXKET pe-
aJM30BaTh, COXPAHUB U MIPUYMHOXHB €T0, HJIM HE pean30BaTh, yTpa-
THB €T0, 4TO, K COKaJICHUIO, Y MHOTHX IPOUCXOJUT CETOIHS CIUIIKOM
paHo.

3HaYUMOCTh MPOOIEMBI 3I0POBbSI B MOJIOJOCTH aKTyalbHa U 00Y-
CJIOBIIEHA, BO-TIEPBBIX, 0COOON BaKHOCTHIO TOTO TMEPHOAA ISl BCEH
MOCJIEAYIOUIeH KM3HHU YeJIOBEKa; BO-BTOPBIX, HAIMYMEM HETaTHBHBIX
TEHJICHITUH B 3JOPOBHE POCCUHCKON MOJIOASKH (HAPKOMAHMSI, AJTKOTO-
JIU3M, SKOJIOTHS); B-TPEThUX, TEM, YTO IMEHHO MOJIOEKb MPEICTaBIs-
eT co0OH MOTEHIMAaN TPYAOBOTO H ONYIISIIHOHHOTO pecypcoB Poccun.
Hmenno moatoMy mperaraercsi poectd «MosonexxHblii (uTHEC-
¢decruBanb 2017» B ropone ExarepunOypre.

B memsix MaccoBOro MpHBJICUEHUS MOJONEKU K 3aHSATHIM (QH3H-
YecKol KynbTypoit u croptoMm IlIpaButensctBo CBepanoBckoil obma-
CTH TOCTaHOBIISIET MUHUCTPY (DU3UUECKON KYJIBTYpBI, CIIOPTa U MOJIO-
nexHou monutuku CeputoBckoit oomactu Pamonopty JI. A. mpoBecT
B 2017 . «Mononexubiii purHec-hecTrBansb 2017».

JanHblii ¢ecTHBaNb MpeiaraeTcs MPOBECTH HA TEPPUTOPUH BbI-
craBouHoro neHrpa «ExarepuHOypr-OKcmo», pacroioKeHHOTO 10
aapecy: 620060, Poccus, r. ExarepunOypr, DKCI1O-0OynbBap, a. 2.
JlaHHbBIN O0OBEKT COAEMCTBYET Pa3BUTHIO BBICTABOYHO-KOHTPECCHOMN
JESITENIBHOCTH, a TaKke cepbl YCIIyT, COMyTCTBYIOMINX OpraHUu3aIin
CIIOPTUBHBIX MeporpusTuii B EkatepunOypre. BricTraBounas rmiormiais
komrutekca B 50 000 M? — yHHMKadbHAs TUIOMIAKA IS peaau3aiin
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MacIITaOHBIX MPOEKTOB, ¢ BO3MOKHOCTHIO TPaHC(HOPMHUPOBATH 3aJIbI
TIOJT JTF000€ MEPOTIPHUSITHE.

OcHoBaHUE K U3JaHUIO TIOCTAHOBJICHHS:

locynapcTBennas nporpamma CBepaiioBckoil obnactu «PasButue
(u3MUECKOl KyIBTYPBI, CIIOPTa U MOJIOACKHOM NONIUTHKH B CBEpLIIOB-
ckoit oomactu 10 2020 roga» ot 29 oktsopst 2013 . Ne 1332-I111.

IIpeanucanus:

1. Pa3paborars [locranoBnenune o mpoBeaeHUM «MOJIOAEKHOTO
¢utHec-pectuBans 2017».

2. Coznarb ¥ yTBEPAUTb OPraHU3aUOHHBIN KOMUTET MO ITOAT0TOB-
Ke U nposeneHnio «Mononexaoro gurHec-hectuBans 2017.

3. OGecrieunTh OMYyONMKOBAaHME HACTOSIICTO ITOCTAHOBJICHUS
Ha o¢unuansHoM caiire llpaButensctBa CBepanoBCKOH 00macTu
(http://www.midural.ru/).

4. O0ecnieunTh BBICOKHH yPOBEHB IOATOTOBKH M MpoBeaAeHus «Mo-
noaexxHoro ¢putHec-pectuBans 2017».

5. Ilposectu B 2017 1. «Mononexusiii purHec-hectuBans 2017
Ha TEPPUTOPUH MYHHUIMIIAIBHOTO oOpa3oBaHusi «ropox Exarepun-
Oypr» o anpecy: 620060, Poccus, . Ekarepun0ypr, DKCIIO-0ynbBap,
1. 2. Cpoxu nposenenusi: ¢ 21 utonst no 25 urons 2017 .

Hcnonuurens:
MUHUCTP (PU3UIECKON KYTBTYPHI, CIOPTA U MOJIOJCKHON TTOTUTHKH
Csepamnosckoii obactu Pammonopt JI. A.

KOHTpOJ'H) 34 BBIIIOJIHEHHUEM ITOCTAHOBJICHUS:
3amectutenb [pencenarens [IpaButenscTBa CBepaiioBCKoi 00ma-
ctu CanuxoB A. P.

Keiic Ne4.B ycnoBusix 5koHOMHUYECKOro kpusuca B Poccuiickoit
Deneparyn HeOOXOUMO MEPEOCMBICIIEHHE BCEeX c(hep X03HCTBEHHON
JeSITEIbHOCTH, B TOM YHCIIE HHCTUTYTa PETHOHAILHOTO TypH3Ma.

CeepasnoBckas 00acTb 00JIaZlaeT MOIIHBIM TYPHCTCKHM ITOTCH-
[IUAJIOM, TTO3BOJISIOIINM (POPMHUPOBATH U PEaIN30BBIBATH Pa3HOOOpa3-
HBIE TYpbI B chepe MO3HABATEIBLHOTO, aKTUBHOTO, CEIbCKOT0, IKOJIO-
I'MYECKOTO, PEKPEAIIMOHHOTO U PYTHX BUIOB TYpPH3Ma, KOMILICKCHBIX
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TYPUCTCKUX MPOAYKTOB, OPUEHTUPOBAHHBIX Ha pa3jMYHbIE BO3PACT-
HbIE TPYMIIBI U 1IeNeBble aynuTopuu. OJHAKO HA JaHHBIH MOMEHT Cy-
MIECTBYET podiemMa GopMHUPOBaHUSI TYPUCTHUIECKOTO Operna Crep-
noBckoit obnactu. Jlo Havama 90-x rr. XX B. CBep/uioBckas obnacth
ocCTaBaJlaCb pCruOHOM, 3aKPBITHIM JJIA IMTOCCIICHUA T'paXKJaHaMX UHO-
CTpPaHHBIX rocyaapcts. s xxureneil 1pyrux pernoHos Poccuiickoi
Oenepannn CBepasioBekast 00JIaCTh aCCONMUPOBANIACH C KOTIOPHBIM
KpaeMm JIep’KaBbl», TJI€ COCPEIOTOYEHBI OTPOMHBIC MPOMBIIIICHHBIE
NIPENNIPUATHS.

B nensax u3aMeHeHus oIX010B K PErMOHaJIbHOMY PAa3BUTHUIO U TEP-
putopuanbHOMYy TutaHupoBaHuto B Poccuiickoit @enepanuu, B [IpaBu-
TenbcTBe CBEPATIOBCKOM 001acTH OBITO MIPHHSITO PEIIEHUE O Pa3BUTUN
WHAYCTpHUaJIbHOTO Typru3Ma B CBEepIIOBCKOM 00IacTH.

HOpMaTI/IBHO-HpaBOBBIM oOecrieueHnemM JAHHOTI'O PCUICHUS BBICTY-
naet O6nacTHas menesas nporpamma «Pa3sutue Typusma B CBepiioB-
ckoit oomactu Ha 2011-2016 ToaB».

Coznaiite [loctanoBnenne [IpaBurenscrBa CBepsIOBCKOI 00MacTi
o BHeceHnn n3Menenuii B Ilocranosnenue IlpaButenscTBa CBepaios-
ckoit oomactu ot 11 oxTsiOpst 2010 . No 1475-I1IT «O6 yTBep)kaeHnn
Ob6nacTHOI1 eneBoi mporpaMmel “Pazsutne Typusma B CBEpIIOBCKON
obmactu Ha 2011-2016 TOIBI"».

IIpennucanust:

1. BeicTpouTh crcTEMY B3aUMOACHCTBHS C TPOMBIIIICHHBIMH KOM-
MaHUSAMU B LENsIX GOPMHUPOBAHUS NIepeyuHsi 00bEKTOB JJISl TYPUCTCKOTO
HOCEIICHHUSI.

2. Co3p1arb 3KCKYPCHOHHBIE MPOTPAMMBI 10 MOHOTOPOAM.

3. CTUMyIUpOBaTh MPOMBIIUICHHBIE MPEANPHUATHS K TPOBEICHUIO
MacTep-KiIaccoB, TECTOBBIX MCIBITAHHM, IETyCTAI[MH JJIsl TYPUCTOB.

4. Co3narh WHTEPAKTUBHYIO KapTy MPOMBIIUICHHBIX TYpPHCTHYE-
cKuX HeHTpoB CBEpATIOBCKOM 001aCTH.

Hcnonnurens:

IupekTop JlenmapraMeHTa pa3BUTHs MPEANPUHUMATENBCTBA U TY-
pu3Ma MUHHCTEPCTBAa MHBECTUIIMI M pa3BUTHs CBEepATIOBCKOM 00ma-
ctu [Toponnos A. B.
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KoHTpomns 3a BCromHEHHEM BO3JIOKUTH Ha MEPBOTO 3aMECTHTENS
IIpencenarens IlpaButenbcTBa CBEPATOBCKOM 00JIACTH — MHUHHUCTPA
WHBECTUIMH 1 pa3BuTha CepanoBckoit obmactu Opiosa A. B.

Keiic Ne5.B xomuter )KKX Anmunancrpannu ropoga Exarepun-
Oypra mocTymnmiIa KOJUIEKTHBHAS Kajlo0a OT KIITBIIOB KAJIOTO KOMITIIEK-
ca «CoItHeuHBIi» 110 MTOBOAY OCYIIECTBICHNS TEKYIIETO KalTuTaJIbHOTO
pemMoHTa. «B Hamem 1oMe BBITOTHAETCS KalTUTAIbHBIM PEMOHT Oopra-
Huzanueit “Tpenn”. Bo Bpems mpoBeneHus padOT BBISBICHBI CIEAYIO-
M€ HeTOCTaTKN: HU3KOE KaYeCTBO MaTepHalioB, HEBBIITOJHEHHE PabOT
B CPOKH, YKa3aHHbIE BTpaduKe MpOBeICHNs KATUTAIbHOTO peMOHTa. MBI
HEOTHOKPATHO o0parmaiuck ¢ )kanoboit B YK “CAJ1” c mpock0oii ycTpa-
HUTH YKa3aHHbIE HEAOCTAaTKH, HO ATO HE J1aJ10 HUKAKWUX pPEe3yIbTaTOB.
Bce BhimeykazaHHOE HapylIaeT yCIOBHS JOTOBOpa Ha BBITOJTHEHHE
KalMTaIbHOTO peMoHTa B Hamem mome Ne 444 ot 25.07.2016, Bemer
K HU3KOMY KadeCTBY paloOT, a Tak)Ke CO3/1aeT MOBBIIICHHYIO YIPO3y IS
HAIIIETO 3710POBBS».

Kanuranessiii pemoHT npoBogutcs Yrpasnenuem JKKX Anmunu-
crparuu ropoga ExarepunOypra. KoHTpoib 3a OCyIIecTBICHHEM Ka-
MUTAIBHOTO PEMOHTA YAOCTOBEPSAETCS aKTaMH KOHTPOJBHBIX IPOBE-
POK, IPOBOJIMMBIX OpraHaMu UCHOJHUTENbHON BiacTu. KanuTanbHbli
PEMOHT 00IIIero MMYIIECTBa B MHOTOKBAPTHPHOM JIOME OCYIIECTBIIS-
eTCsl Ha OCHOBAaHUH pEIIeHHs O0IIero coOpaHusi COOCTBEHHHUKOB IIO-
MEIIeHNH B MHOTOKBapTUPHOM Aome. OCHOBHBIE TPEOOBaHUS ITPOBEIE-
HUS KalmuTaJIbHOTO PEMOHTA B MHOTOKBAPTHUPHBIX JOMaX YCTaHOBICHBI
3axoHom CBepsutoBckoit obmactu ot 19.12.2013 Ne 127-0O3 «O6 obe-
CIIEYEHUH TIPOBENEHHUS KalMTAIBHOTO PEMOHTA OOINEro MMYIIECTBa
B MHOTOKBAPTHPHBIX JIOMax Ha TeppuTOpru CBEPIIOBCKON 00IaCTH».

OcHOBaHUS K U3JIAaHHUIO PELICHUS:

1. Kunumneiit kogexc PO (4. 3 ct. 158 u cT. 168).

2. IlocranoBnenue IlpaButensctBa P or 11.06.2013 Ne 493
«O TocyaapcTBEHHOM JKHITUIIHOM HaZ30pe».

3. [locranonenne  [IpaBurensctBa  CBepasioBckoli  00ia-
ctu or 22.04.2014 Ne 306-III1 «O06 yrBepkiaeHuu PerunonanbHON
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pPOrpaMMbl KalMTaJbHOTO PEMOHTa OOIIEro MMYIIECTBA B MHOTO-
KBapTUPHBIX goMax CepmiaoBckoii oomactn Ha 2015-2044 rogsn».

4. 3axon CeepmitoBckoii obmactr ot 19.12.2013 Ne 127-03 «O6 o6e-
CIICYCHUU TMPOBEJCHUS KAlMTAILHOIO PEMOHTa OOIIero WMYyIIecTBa
B MHOTOKBAPTUPHBIX JIoMax Ha Tepputopun CBEpIIOBCKOM 00macTmy.

5. Honoxxenne «OO0 ympaBiICHUH >XUIUIIHOTO W KOMMYHAJIBEHOTO
X03sicTBa amMuHUCTpanuu ropona ExarepunrOypra» ot 25.10.2011
Ne 68/47.

Komutet )KKX Anmunuctpanuu roposa ExkarepunOypra

[Ipukas ot 25.08.2016 Ne 1 OO yTBepKICHUU U CO3IAHUKA KOMHC-
CHH I10 yCTAHOBJIEHUIO HEOOXOIMMOCTH MTPOBEICHUS KAITUTaIbHOIO pe-
moHTa B XXK «ConHeuHbIi».

IIpennucanus:

1. O0pazoBaTh KOMHCCHIO 10 YCTAHOBJICHHIO HEOOXOANMOCTH IPO-
BEJICHNS KallUTAIBHOTO PEMOHTA OOIIEro MMYIIECTBa B MHOTOKBap-
THUPHBIX JIOMaX B CLHOPHBIX CUTYaIUsX U YTBEPIUTH €€ COCTaB.

2. Ionay4uTts 3aKnro4eHre HHCIEKIUU TOCYIapCTBEHHOTO KHUITHUIII-
HOro Ha/a30pa CBepATIOBCKOM 00JIACTH O TEXHUYECKH HEUCIIPABHOM CO-
CTOSTHUM OOII[ETO NMYIIIECTBA B MHOTOKBAPTHPHOM JIOME.

3. Ionyuuts 3asiBICHUE 00 YCTAHOBICHUN HEOOXOMMOCTH MTPOBE-
JCHHS] KalUTAJIbHOTO PEMOHTa OOIIEero MMyIIEeCTBa B MHOTOKBAPTUP-
HOM JIOME.

4. 3adukcupoBaTh TEXHWUYECKH HEHCIPABHOE COCTOSHHUE OOIIETO
umymecTBa B MHOrokBapTupHoM jgome JKK «ConHeuHsbli.

5. IlpoBecTH KanmuTaabHBI PEMOHT OOIIEro MMYILECTBA B MHOTO-
kBaptupHOM JoMe KK «ConHeuHslin».

CpOKHU UCTIOTHEHUS:
1) o 10.09.2016;
2) mo 15.09.2016;
3) no 05.09.2016;
4) no 01.09.2016.

Ucnonuurens:

VYrpasnenne )KKX ropona ExarepunOypra.

OTBETCTBEHHBIE 32 UCIIOJIHEHUE:

JIOJDKHOCTH ¥ ()aMHJIMW MCTIOJTHUTEINEH MPUIyMaTh CaMOCTOSITEIBHO.
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Keiic Ne 6. B nonenensuuk B 23:15 B I'maBHOe ynpasneane MUC
Poccun mo Ilpumopckomy Kparo MpHIILUIa 3KCTPEHHAs HH(POpPMaIus
0 HajBuramomemcs talipyHe «JIalloHpOK», KOTOPBHIiA, IO OIIEHKaM JKC-
MIEPTOB, MOXKET MPUHECTH Ha TeppuTopuio IIpuMopckoro kpast AByxme-
CAYHYIO, @ TO U TPEXMECSUHYI0 HOpMY ocaiakoB. [Ipuiitu aToT TaiihyH
JIOJDKEH B OMIKaMIye CyTKH, U4TO, B CBOIO OYEPEb, IPO3UT ITOATOIIIIe-
HUSIMU, HABOJHEHHUSIMH U JIa)Ke, BO3ZMOXKHO, Pa3pyIICHUSAMHU.

B Takoe mo3nHee BpeMsi COTPYIHHKOB B 3[1aHUU [71aBHOTO ympas-
JICHUs1 JIAaBHO HET. B 00s13aHHOCTH JIe)KypHOTO BXOJUT AOKIa]] 000 BCex
9KCTPEHHBIX CUTYaIMsIX HadalbHUKY |JTaBHOTO ympaBieHus B J000e
Bpemsi AHs ¥ HouH. [1o pemenuio Haua pbHUKA OBUTO OPTaHU30BAHO IKC-
TPEHHOE COBEIIIAHME BCEro PYKOBOJCTBA B IIOJHOM cocTase. Jlexyp-
HBIN B CPOYHOM TTOPAIKE 003BOHMII BCEX CEMEPHIX YJICHOB PYKOBO/ICTBA
I'maBuoro ynpasnenus MUC Poccuu mo [Ipumopckomy kparo. Heo6xo-
JIUMO OBIITO eIle MPUCYTCTBUE CEKPeTapsi, KOTOPBI BEJET CTEHOTPaM-
My 3acelaHus B CBSI3U CO CTOJIb DKCTPEHHOM CUTyaIueH.

3acenanne 6puT0 HazHadeHo Ha 01:00 Bropauka. PoBHO B Ha3HaueH-
HOE€ BpeMsl BCE BBI3BAHHBIE COTPYIHHKH OBUTH TOTOBBI K OOCYKICHHUIO
B KOMHarte reperoBopoB. CoOpasoch BCETO 8 WICHOB 3aCeaHusl: PyKOBO-
JIUTETTh 3acCeIaHusl, OH ke HauanbHUK [ maBHOTO yripasneruss MUC Poc-
cun o [Iprmopcromy kpato KarnmmtoHoB A. B.; mepBbIif 3amecTuTenb Ha-
ganbHuka [maBHoro ynpasienuss MUC Poccun o [Tpumopckomy Kparo
[HexoBres O. A.; 3amecTuTens HadyanbHAUKa [ 1aBHOTO yripasienust MUC
Poccun mo Ilpumopckomy kparo (I0 3amure, MOHUTOPUHTY M TIPEIy-
MIPEXKICHNIO YPE3BBIYANHBIX CUTYaIM ) — Ha4aJIbHUK YIIPABIECHUS TPaXk-
nmaHckoi 3ammThl [ maBHOTO ypasienus MUC Poccun o [Tpumopckomy
kpato [Taphénor C. A.; 3amecTuTE b HAYaJIbHUKA [ JTaBHOTO yIIpaBiCHHUS
MO TOCYIAPCTBEHHON NPOTHBONIOKApHOH ciyx0e Capana U. B.; 3ame-
cTuTens HavanpHUKa [maBHOTO yrpasienuss MUC Poccnu mo Ipumop-
CKOMY Kparo — HavyaJbHUK yIPaBJIeHUS HaJI30pHOM festensHocTH Kon-
nparbeB U. I1.; 3amectutens HadanpHUKa [maBHOTO ympasnenns MYC
Poccun mo Ilpumopckomy kparo (10 aHTHKPHU3UCHOMY YITPABIEHHIO)
J3yueB B. B.; 3amectutens pykoBoauTens [TaBHOro yrpaBieHUs —
T'maBHBIM TOCYyHapcTBeHHBIM MHCHEKTOp [IprMopckoro kpas mno mano-
MepHbIM cyznaM Makosenkuii JI. @.; cekperaps Huna BacunbeBHa.
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[TonmHEI cMCOK BCceX COOpaBIIMXCS OBLT 3aIIPOTOKOJIMPOBAH Ce-
KpeTapeM W TOJBKO IOCIIE€ ITOr0 HA4dalbHUK |JaBHOTO ympaBieHUs
00BSIBIII HAYAJIO SKCTPEHHO COOPaHHOTO 3acefaHus. [ TaBHBIM BOTIPO-
COM TIOBECTKH, KOHEYHO K€, CTOSIIO MPHUOIMKEHHE CHIILHOTO Tal(yHa
K TEpPUTOpUN Kpas. 3acemaanne ObUIO 3aKPBITHIM U TPOXOANIIO TIOYTH
3 vaca. 3a ABepsIMH KOMHATBI IEPETOBOPOB COOPABIIUECS BEIHECITH Pe-
IIIEHWE O BBEJCHHWH YPE3BBIYAHOTO TMOJIOKEHUS Ha BCEH TEPPUTOPUN
IIpumopckoro kpas.

Omnpenenute, K KAKOMY PEIICHUIO MPHUIIUIA YYAaCTHUKH 3acelaHus
M co3maiite Yka3z oT juna HavanbHuKa [maBHOTO ympaBnenuss MUC
Poccun no IlpumopckomMy Kparo B CBSI3U CO CIIOXKHUBILEWUCS CUTyalu-
et (oowsBnenne YII na repputopun [Ipumopckoro kpas, a Takke KOH-
KPETHBIN CITUCOK HEOOXOAMMBIX TEHCTBHUN AT MAKCUMATHHON 3alTUTHI
TEPPUTOPHIA U TPAKIAH C yKa3aHHEM OTBETCTBEHHBIX JIHII).

Keitc Ne 7. Ha ocHOBE MOCTYNMBIIMX OT IIaBbl Bomkckoro my-
HunmmnaneHoro paiiona IToctHoro A. H. m mmaBel roposckoro mocesne-
Hus Pomuackoe Jleanknna C. B. 70KyMeHTOB OBLIO TIPOBEICHO 3ace-
nanre KoMuccnn o yperyanpoBaHHUIO CIIOPOB C IETbI0 pACCMOTPEHUS
BCTPEYHBIX 3asBJICHUH, HA KOTOPOM ITOJHUMANACh MTPOOJIeMHas CUTya-
1M1, BOSHUKIIAS MEKIY PalilOHOM M MTOCEJIEHUEM B cpepe pasrpaHude-
HUS MyHUITUTIAIEHOTO UMYIIECTBA. [ pemeHus yka3aHHBIX BOIIPOCOB
ObLTa co3aHa CoTyIaCUTEIbHAsI KOMUCCHS U3 TIPEACTaBUTEIeH aIMUHHU-
CTpanuyu paiioHa ¥ afMUHHUCTpAINi TOCETIeHHH, OTHAaKO ee paboTa He
MIpUHECTa pPe3ybTaToB, YIOBIETBOPSIONINX 00e cTopoHbl. [lo3uimio
aJIMUHHUCTPALUN BOIKCKOTO MyHHITUTIATIBHOTO paiioHa 0003HAYMII 3a-
MECTUTENb IJ1aBbl pailoHa MacnoB A. A. ITo MHEHHIO PYKOBOJICTBA
paiioHa, 0OBEKTHI KUIUIHO-KOMMYHAIBHOU cephl (TErIo- U BOIO-
CHAOXEHHU, KWINITHBIX KOMIAHW) OJDKHBI OBITH MPeoOpa3oBaHbI
B aKIMOHEPHBIE 00IIECTBa C TOCICAYIONIECH Mepeaadeii 4acTh aKIui
roponckuM moceneHusM. Kpome toro, Anapeit AsiekcaHAPOBHY OT-
METHJI HEBO3MOXXHOCTh TEpefadrl B COOCTBEHHOCTh TOPOJCKOTO IIO-
ceneHusl POIMHCKOE MyHULIMIIAJIBHBIX PAHOHHBIX YUPEXKACHUMN Kylb-
TypHO-ZIOCYTOBOTO THIA, TMOCKOJBKY JaHHBIE OOBEKTHI HEOOXOTUMBI
paiioHy Ui IPOBEIEHUS MEKITOCEIEHYECKIX MEPOTPHUATHH, a TaKkxke
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JUIST KOOPIWHAIIAN eI TEIPHOCTH B O0JIACTH KYJIBTYPBI B paMKaX BCETO
paitoHa. B 1ieiiom, B3auMHbBIE ITPETEH3UU JIBYX MYHHUIIUIAIBHBIX 00pa-
30BaHNN KACAIOTCS TPEX OCHOBHBIX TPYIIT 0OHEKTOB MYHUITUTIATHFHOTO
MMYIIECTBA: 0OBEKTOB KIIHITHO-KOMMYHAJIEHOTO XO3SHCTBa, 00BEK-
TOB KYJIBTYPHO-JJOCYTOBOM U CIIOPTUBHOM JI€SITENHHOCTH, OTAEIbHBIX
HEXXWIBIX IIOMEIEHNN.

Paccmotrpenne criopa koMuCCHEl 3aBeplaeTcsi MPUHATHEM pele-
Hus. M3yunrte 00a 3asiBieHMs, IPUBEAUTE apryMEHTHI U COCTaBBTE pe-
nienue Komuccuu «O pa3rpaHIueHUH MYHUIUITAIBHOTO HMYIIECTBA, Ha-
XOJISIILIErocss B COOCTBEHHOCTH BOIKCKOr0 MyHHIIMIIAIIEHOTO paiioHay.

OcHOBaHUS K U3IaHUIO PEIICHMUS:

1. Crarbs 50 «Mynununansaoe umyuectso» @3 ot 06.10.2003
Ne 131-03 «O06 o0mHUX MPUHIKIIAX OPTaHU3AINUKA MECTHOTO CaMOy-
npasneHust B Poccuiickoit @enepammm» (pen. ot 03.07.2016).

2. 3akon Camapckoit obmactu ot 25 ¢espays 2005 . Ne 41 T]
«O06 00pa3oBaHUU TOPOJICKHUX U CENBCKHUX MOCEIICHUH B MIpe/esiax My-
HUIUITAEHOTO paiioHa Bomxkckuii Camapckoii 00IacTy, HaIeJIeHUN HX
COOTBETCTBYIOIIUM CTaTyCOM M YCTaHOBIICHUH WX TPAHUID.

IIpeanucanus:

1. IlpuHATH TpEUIOKEHHE O PasTPaHWYCHWH MYHHUIMITaJIHHOTO
MMYIIECTBA, HAXOJIIETOCs B COOCTBEHHOCTH BOIDKCKOTO MyHHIIH-
MaJbHOTO paiioHa MO TPEM OCHOBHBIM TPyNIIaM OOBEKTOB MYHHIIH-
MaJbHOTO HWMYIIECTBA: OOBEKTOB JKMIINITHO-KOMMYHATBHOTO XO3SM-
CTBa, OOBEKTOB KYJIBTYPHO-IOCYTOBOW M CHOPTHBHOM JESTENHHOCTH,
OTIENBbHBIX HEKUIIBIX TTOMEIICHNH.

2. PexoMmeHmoBarh TiaBe BoKCKOTO MyHHWITMTIATBHOTO palioHa
MOJITOTOBUTH MPOTPAMMY MPHUBATH3AIMH 00BEKTOB, HE TIPEAHA3HAYCH-
HBIX JUIA peaji3alliy BOIIPOCOB MECTHOTO 3HaueHHs Bomkckoro MyHu-
LUIAJBHOrO palioHa U FOPOACKOIr0 NOCENEeHUsI POTMHCKUIA.

3. PexoMmeH0BaTh OpraHaM MECTHOTO CaMOyTpaBieHHs Boik-
CKOTO MYHHIIMIIAJIBHOTO paiioHa B Kparyaillline CpPOKH B COOTBET-
ctBuM ¢ 3akoHoM Camapckoit oomacTtu ot 25 depains 2005 . Ne 41 I']]
«O0 00pa3oBaHNU TOPOACKHUX U CENBCKHUX MOCEJIEHUH B Mpeesnax My-
HUTIATIATTFHOTO paiiona Bomkckuii Camapckoil 001acTw, HaACICHUN UX
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COOTBETCTBYIOIINM CTaTyCOM W YCTAHOBJIEHHH WX TPAHUID, TIOATOTO-
BUTH U MPENCTABUTH MPOEKT 3akoHa Camapckoil o0macTu 0 pa3rpaHu-
YeHUH MYHHUIIUTIAIBHOTO UMYIIECTBA MEXTy BOmMKCKMM MyHHUIIMTIAb-
HBIM palilOHOM U TOPOACKUM IOCeNeHHEeM POIMHCKUIA.

Y4acTHUKH U UCTIOTTHUTEIH:

1. AamunucTpanus Bomkckoro MyHUIIMIIAIBHOTO paiioHa

2. AIMUHHCTpAIUs TOPOACKOTO Tocenenus PommHckuit

3. KoMuccus o yperyimpoBaHUIO CTIOPOB MEKIY MyHHIIUITATbHEI-
MU o0OpazoBanusimu Camapckoit oonactu npu CoBeTe MyHUIMIATBHBIX
obpazoBanuii Camapckoit 006mactu



ITPUJIO’KEHUE

JlokyMeHTHpPOBaHUE yIIPaBJIeHYeCKOMN
neareaoHocT I'MY: ocHOBHBIE MOHATHSA

B P® mis nokyMeHTUPOBAHUS YIPABICHYECKON NEATEIIBHOCTH IEH-
CTBYEeT CHCTEMa HAlMOHAJIbHOW CTaHIapTuU3aluuu. PoccuiickuMm 3akoHO-
JIaTeNIbCTBOM OTIPEIENIEH CTAaTyC CTaHAApTOB: OH HOCHUT PEKOMEHJIaTellb-
HBIH Xapakrep, T. €. UX MpUMEeHEHHe JoOpoBoiIbHOE. OTHUM M3 OCHOBHBIX
CTaHJIapPTOB, MO3BOJISIOIIMX MPABUILHO paboTaTh C TOKYMEHTAMH, SIBJISA-
ercs OCT P 7.0.8-2013 «Cucrema cTaHAapTOB 10 HHPOpMANH, OHOIH-
OTEUHOMY U U3AaTeNIbCKOMY Jeiy. Je10npon3BoACTBO U apXUBHOE JEJO.
TepmuHBI U omnpeneneHus», BBeneHHbld B aeiicteue ¢ 01.03.2014. Hike
PaCKpBIBAIOTCS HEKOTOPHIE OCHOBHBIC TIOHATHS, MPUBEICHHBIC B JAHHOM
cTaHzapre.

1.1. O011e NOHATHA

1 nenonpomn3BoacTBO: JleATEIBHOCTh, OOCCIEUNBAIONIAs JOKYMEH-
THPOBAHUE, JOKYMEHTOOOOPOT, ONIEPaTUBHOE XPAHEHNE M HCIIONb30BAHUE
JOKyMEHTOB.

2 TOKyMeHTAalMOHHOe ofecniedeHue (ynpasienusi), JIOY: [learens-
HOCTB, II€JICHANPABICHHO o0ecnednBaromas (GyHKIINH YIPaBICHHUS TOKY-
MCHTaMH.

3 ynpaBieHue J0KyMeHTaMu: /lesTensHOCTh, 0OeceunBaroIas pe-
ANM3aII0 eANHON TTOMUTHKU M CTAHJAPTOB IO OTHOIICHUIO K JOKyMEH-
TanbHOMY (DOHIY OpTaHU3AIHH.

4 apxuBHOe geno: JlesTenbHOCTh, OOecreunBarolias OpraHu3aluo
XpaHCHUS, KOMIUICKTOBAHUS, YUeTa W HCIIOIB30BAHHS APXHUBHBIX JIOKY-
MEHTOB.

5 cayx06a neaonpounssoacTea: CTpyKTypHOE NMOApaA3ACiICHUE, HA KO-
TOPOE BO3JIOKCHBI (DYHKITHH IO BEICHUIO ICIOIPON3BOICTBA, a TAKXKE JIH-
112, OTBETCTBEHHBIC 32 BEIICHHE JICIOIPON3BOJICTBA B IPYTUX MOApa3Ieiie-
HUSIX OpTaHU3allnH.
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6 apxuB (HpK apxuBoxpaHuiuiie): OpraHuzauusi WK CTPYKTypHOE
MOApa3/IeICHUE OPTaHU3aIMI, OCYIICCTBISIONIEe KOMIIJIGKTOBAaHHE, YUeT,
XpaHEHHUE U UCII0JIb30BaHUE aPXUBHBIX JOKYMEHTOB.

7 moxkyMeHT: 3adUKCHpOBaHHAs HA HOCUTEEe MH(DOPMALUS C PEKBH-
3UTaMH, ITO3BOJIAIOIIUMHU €€ I/II[eHTI/ICI)I/IHI/IpOBaTI:.

8 opuuMaabHbIi T0KYMeHT: JIOKyMEHT, CO3JaHHBIA OpraHu3aIuei,
JIOJDKHOCTHBIM JIMLIOM WJIM TPaKIaHUHOM, O(OPMIICHHBIH B yCTaHOBJICH-
HOM TIOPSIJIKE.

9 apxXuBHBI TOKyMeHT: J[OKyMEeHT, COXpaHsIeMbIH WIIH TTOJICKATITII
COXPaHEHMIO B CHJIy €r0 3HAYMMOCTH ISl Tpax<iaH, oOLIecTBa, rocyaap-
CTBa.

10 3JIeKTPOHHBIN JOKyMeHT: JIOKyMEHT, HH(OpMAIHS KOTOPOTO
MpeJCTaBIeHa B AIIEKTPOHHOH opme.

11 pmoxkymenTupoBaHHass MHpopmauus: CTpyKTypUpOBaHHasi UH-
dbopmanus, 3aduKCHpOBaHHAS HA HOCHTEIIE.

12 HocuTesb (10KYMeHTHpPOBaHHOH) mHbopmanuu: Marepuaib-
HBIH 0OBEKT, MPEAHA3HAYCHHBIN JUIS 3aKPCIUICHNS, XpaHEHUs! (M BOCIIPO-
W3BEJICHUS) PEYEBOM, 3ByKOBOW WIIM M300pa3UTEIBHON HH(OpMAIIHH.

13 aBTOp AoKyMenTa: OpraHusanus, JOPKHOCTHOE JIMLO WIIN IPax-
JTAaHMH, CO3JaBIINE JOKYMCHT.

14 1opuanyeckasi 3HAYMMOCTH J0KyMeHTa: CBOWCTBO JOKyMEHTa
BBICTYINIaTh B KQUECTBE MOATBEPXKACHUS AEIOBOM JesTeIbHOCTH J100 CO-
OBITHI TMYHOTO XapaKTepa.

15 opuauyeckasi cuia gokymeHnTa: CBOHCTBO O(HUIIMAIEHOTO JOKY-
MEHTa BbI3bIBATh MPABOBbIE [TOCJIEACTBUS.

16 ayTeHTHYHOCTb (JIEKTPOHHOIO NAOKYMeHTa): CBONCTBO 2J€K-
TPOHHOTO JOKYMEHTa, TapaHTHPYIOLIEE, YTO 3JIEKTPOHHBIM JOKYMEHT
UJCHTUYEH 3asBJICHHOMY.

17 mocroBepHOCTH (JIEKTPOHHOIO JOKyMeHTa): CBOICTBO 2iek-
TPOHHOTO JIOKYMEHTA, IPU KOTOPOM COJEp’KaHHE SJIEKTPOHHOIO IOKY-
MEHTa SIBJIAETCS MOJHBIM M TOYHBIM MPEICTaBICHUEM MOATBEPKIAEMbIX
OTICpaIHi, IESTEIBHOCTH WK (PAKTOB U KOTOPOMY MOKHO JOBEPSITH B T10-
CIIEYIOLIUX ONEPALUAX UM B MOCIEAYIOIIEN AeATEIbHOCTH.

18 mes1ocTHOCTH (3/1EKTPOHHOIO JOKYMeHTa): COCTOSIHUE AIIEKTPOH-
HOTO JOKYMCHTA, B KOTOpLIﬁ IIOCJIE €0 CO3JaHusI HC BHOCUJINCh HUKAKHEC
HU3MEHEHHUS.
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19 npuroaHoOCTH VISl HCNOJIb30BAHUS (3JIEKTPOHHOI0 JOKYMEHTA):
CBOMCTBO 3MEKTPOHHOTO JOKYMEHTA, MO3BONSIONICE €ro JIOKAJIN30BaTh
¥ BOCIIPOM3BECTH B JII000H MOMEHT BPEMEHH.

20 moIMHHBII TOKYMeHT: JJoKyMeHT, cBeJileHus1 00 aBTope, BpeMEHH
¥ MECTE CO3JJaHHsI KOTOPOTO, COACPIKAIINECS B CAMOM JJOKYMEHTE WIIH BBISIB-
JICHHBIC HHBIM ITyTEM, IONTBEPKIAIOT JOCTOBEPHOCTH €T0 MTPOUCXOMKICHHS.

21 nopIMHHUK J0KYMeHTa: [1epBblif MM eAMHCTBEHHbIH dK3EMILISAP
JOKyMEHTA.

22 ny6aukar qokyMmeHTa: [I0BTOpHBIN SK3eMIUTSIp TOATMHHUKA JTOKY-
MEHTA.

23 xonmMs JOKYMEHTa: DK3eMIUp JOKYMEHTa, MOJHOCThIO BOCIIPO-
M3BOISIITII MH()OPMAIIUIO TTOUTMHHNAKA TOKYMEHTA.

24 3j1eKTPpOHHAsL KoIus JAokymeHTa: Konus oKyMeHTa, co3qaHHas
B DIICKTPOHHOH (opme.

25 3aBepeHHasi konusi JokymenTa: Kommst 1okymeHTa, Ha KOTOPOM
B COOTBETCTBUHU C YCTAHOBJIEHHBIM IOPSJIKOM MPOCTaBIIEHbl PEKBU3UTHI,
o0ecCTIeunBaIONIHEe e¢ IOPUIMUCCKYIO 3HAYUMOCTb.

26 BpImucKa u3 AokyMeHTa: Kommst yacTu JOKyMeHTa, 3aBEpeHHASI
B YCTAHOBJICHHOM TOPSJIKE.

27 nucbMEHHBII 0KyMeHT: JlokyMeHT, nHpOpMaIUs KOTOPOTOo 3a-
(uKcupoBaHa 3HAKAMH MHCHMEHHOCTH.

28 TekcToBoii JokymMeHT: Cojepixaniuii peueByro HHPOPMAIUIO, 3a-
(bPUKCHPOBaHHYIO JIOOBIM THIIOM IHCBMa WM JIO0OWH CHCTEMOH 3BYKO-
3aITUCH.

29 u300pa3uTebHbI JOKYMEHT: JIOKyMEHT, BOCHIPOW3BOISLIMIA
BHCIITHHUI BUJI W/WIH BHYTPEHHIOIO CTPYKTYPY KaKOrO-TH00 0OBEKTA.

30 poTomoxkymeHnT: M300pasuTenbHBId JOKYMEHT, CO3IaHHBIA (HOTO-
rpadUUeCKUM UITH AIEKTPOHHBIM (II(PPOBBIM) CIIOCOOOM, (GUKCHPYIOIINiT
UH()OPMALUIO B BUJE OTACIBHBIX N300paKeHHI — CTaTUYHBIX 00Pa30oB.

31 aynnoBuU3yaJIbHBINA JOKYMEHT: JIOKyMeHT, cojiepKalimi n3oopa-
3UTEIBHYIO H/WIU 3BYKOBYIO HH()OPMAIIHIO.

32 BHIEOAOKYMEHT: AyqUOBU3YyalbHbI JOKYMEHT, CO3IaHHBIN CIIO-
co0OM BHJICO3aMKCH, (PUKCHPYIONIMM WH(POPMAIIUIO B BUJE TOCIEI0BA-
TEJBHO PACIIOJIOKEHHBIX N300payKeHH — JAMHAMUYHBIX 00pa3oB.

33 KMHOAOKYMeHT: V300pa3uTenbHbIl WM ayJHOBH3YalbHBIH J10-
KyYMEHT, CO3JIaHHbBIH (HOoTOrpauuecKuM WIIH MEKTPOHHBIM (ITU(PPOBBIM)
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criocodomM, (ukcnpyromuii ”HPOPMaIHIO B BUJIE MOCIEA0BATENBEHO pac-
TIOJIO’KCHHBIX N300paXEeHUH — TUHAMHYHBIX 00Pa30B.

34 ¢pononokymMeHT: AyarOBHU3YaJIbHBIA JOKYMEHT, COJEPIKAIIIHA 3BY-
KOBYIO HH(OpMAaIHIO, 3apIKCHPOBAHHYIO JIFO00H CHCTEMON 3BYKO3AITHCH.

35 rpadpuyeckuii 1okymMeHT: M300pa3uTenbHbI JOKYMEHT, B KOTO-
poM m300pakeHHe OOBEKTa IOMYYEeHO MOCPEACTBOM JHHHH, IITPUXOB,
CBETOTEHHU, TOUEK, I[BETA.

36 peKBU3MT JOKYMEHTA: DIeMCHT 0(DOPMIICHHUS TIOKYMEHTA.

37 dopmyasp nokymenta: COBOKYITHOCTb PEKBH3HTOB JOKYMEHTA,
PACIONI0KEHHBIX B YCTAHOBJIEHHOM MOCIE0BATEIbHOCTH.

38 xpaHeHue JOKYMeHTOB: OpraHu3amys parroHaIbHOTO pa3Melie-
HUA ¥ 00eCHedeHne COXPAHHOCTH IOKyMEHTOB.

39 3kcnepTH3a LEHHOCTH JIOKYMEHTOB: lI3yueHHe IOKyMEHTOB
Ha OCHOBAaHWM KPUTEPUEB UX LIEHHOCTHU JUISl ONIPEICIICHUSI CPOKOB XpaHe-
HHS JIOKyMEHTOB.

40 cpok xpaHeHHs1 JOKYMeHTOB: Ilepros BpeMeHH, B TEUCHUE KOTO-
POro OJKHO 00ECTIeunBaThCS XPAHCHHUE JOKYMECHTA B COCTaBE TOKYMCH-
TaJIFHOTO WJIM apXUBHOTO (hOHA.

41 nmocrosiHHOE XpaHEeHHe JOKYMEHTOB: BeuHoe XpaHeHHEe JOKyMEH-
TOB 0€3 MpaBa UX YHUUTOKCHHMS.

42 ppeMeHHOe XpaHeHHe JOKYMEeHTOB: XpaHeHHe JOKYMEHTOB JI0 UX
YHUYTOXKEHUS B TEYEHUE CPOKOB, YCTAHOBJIEHHBIX HOPMAaTUBHBIMU IPaBO-
BBIMHU aKTaMH.

43 moctyn K J0KYMeHTY: BO3MOXXHOCTD 1 YCIIOBHS MOTyUCHUS U UC-
MO0JIb30BaHUS JOKYMEHTA

1.2. ej1onpou3BOACTBO

1.2.1. lokymeHTHpOBaHUE

44 nokymMeHTHpOBaHue: 3anmuch HH(OPMAIIMK HA HOCHTEIE 110 yCTa-
HOBJICHHBIM ITPaBUJIaAM.

45 cpencrBa 1oKyMeHTHPOBaHUs: CpecTBa OPraHn3allMOHHON U KOM-
MBIOTEPHON TEXHUKH, HCTIONB3yEMBbIE IS 3aMCH HH()OPMAITIH Ha HOCUTEIIC.

46 cucrema goxkymeHTanmuu: COBOKYIHOCTh JOKYMEHTOB, B3aHMMO-
CBsA3aHHBIX MO MpHU3HAKaM Ha3Ha4C€HUA, C(pep]:l JACATCIIbHOCTH M €IUHBIX
TpeOoBaHUN K UX 0(POPMIICHHUIO.
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47 Bup noxkymenrta: KiaccupukanuoHHOe MOHSATHE, 00O3HaYaro-
Imee MPUHAAICKHOCTh JOKYMEHTA K ONpPECeNICHHON TPpyIIe JOKYMEHTOB
IO MIPHU3HAKY OOIIHOCTH (DYHKIIMOHAJILHOTO Ha3HAYCHUSI.

48 dnaHk 1okymMeHTa: JIucT Oymaru Ui 3JeKTPOHHBIH 11a0JI0H ¢ peK-
BU3UTAMH, HACHTH(DUIUPYIOMNUMH aBTOpa O(HINAIEHOTO JOKYMEHTA.

49 ynudunupoBannas ¢popma nokymenta; YOI Dopmymnsip 10Ky-
MEHTa ONPEEICHHOr0 BUa, COAEPIKALIMIA MOCTOSIHHYIO YaCTh TEKCTA.

50 Tabesib yHH(PHIUPOBAHHBIX (pOPM T0KYMeHTOB: Ilepeuensb ycra-
HOBJICHHBIX K IPUMEHCHUIO YHU(PHUIIUPOBAHHBIX (POPM JTOKYMEHTOB.

51 anp6om yHuGUUHPOBAHHBIX (POPM T0KYMeHTOB: COOpPHUK ycTa-
HOBJICHHBIX K IPUMEHEHUIO YHU(DUITUPOBAHHBIX ()OPM JJOKYMEHTOB C yKa-
3aHUSAMU 110 UX 3aII0JHEHHUIO.

52 oopmieHue nokymenTa: [IpocTaBieHue Ha JOKYMEHTE HEOOXO-
JIUMBIX PEKBU3UTOB.

53 cornacoBanue T0KYMeHTA; gusupoganue: OueHKa mpoekTa odu-
LUAIBHOTO JOKYMEHTA 3aMHTEPECOBAaHHBIMHM OpraHU3alUsIMHU, JODKHOCT-
HBIMU JIULIAMH, CTICIIHATUCTAMHU.

54 aucT corsiacoBaHusi (BU3UPOBaHMA) TOKyMeHTa: YacTh ouim-
aJIbHOTO JJOKYMEHTa C OTMETKaMH (BU3aMH1) O COITIaCOBAHHUU.

55 Bu3a: PekBu3uT, GUKCUPYIONIUI corylacue Uil Hecoracue JOK-
HOCTHOTO JIMLIA C COJIEPyKaHUEM JOKYMEHTA.

56 rpud¢ cornacoBanusi: PekBU3UT, BbIpaXKAIOIIUI coIlace OpraHu-
3aIlUH, HE SBISIOMICHCS] aBTOPOM JIOKYMEHTA, C €T0 COACPIKAaHUEM.

57 nmoamucaHue (I0KyMeHTa): 3aBepeHHE JOKyMEHTa COOCTBEHHO-
PYYHOH MOAMMCHIO JOKHOCTHOTO WIIM (PU3MUYECKOTO JIMLA 10 yCTaHOB-
JIeHHOH (opme.

58 moamuch: PekBU3HWT, comepkaliuii COOCTBEHHOPYUYHYIO POCIHCH
JOJKHOCTHOTO MJIH (PU3NYECKOro JIMLA.

59 anekTpoHHasi noanuck: MHpopmanus B 31eKTpoHHOH (opme,
MPUCOEANHEHHAS K AJICKTPOHHOMY AOKYMEHTY WJIH WHBIM 00pa3oM CBS-
3aHHAs C HUM W TO3BOJIAIOLIAs MIECHTHU()ULUHUPOBATH JIULO, MMOIMUCABILEE
JJIEKTPOHHBINA JOKYMEHT.

60 yrBep:xkaenune 1okymeHTa: Crioco0 npuIaHus JTOKYMEHTY TPaBo-
BOTO CTaryca.

61 rpu¢ yrBep:xkaeHus: PeKBU3HUT 0(HINAIEHOTO TOKYMEHTA, CBUIC-
TEJbCTBYIOLIHUI O IPaBOBOM CTaTyce JOKYMEHTa.
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62 rpud orpaHuyveHHs J0CTyNa K JOKYMeHTY: PekBU3UT, cBHIe-
TEJILCTBYIONIHH 00 0c000M XapakTepe HH(POPMAIUU JOKyMEHTA 1 OTPaHHU-
YHBAKOLIUI JOCTYI K HEMY.

63 mara qokymeHTa: PekBU3UT, 0003HAUAIONIMNA BpeMsl MOIMUCAHUS
(YTBEpKACHUS ) JOKYMEHTA MM 3a(DUKCHPOBAHHOTO B HEM COOBITHS.

64 mecTo cocTaBiieHus (M3AaHNs) JOKyMeHTa: PekBU3uT, 0003HaYa-
IOLINI HAMMEHOBAHUE HACEJIIEHHOTO MYHKTA, SIBIISIOLIErocs MECTOHAX0XK-
JICHHEM OpTaHU3allii — aBTOpa JJOKYMEHTA.

65 pe3oaronusi: PekBu3uT, copepkamuii ykazaHus JOIKHOCTHOTO JTU-
11 110 UCIIOJTHEHHIO JOKYMEHTA.

66 TexcT nokyMeHTa: OCHOBHAsI COEpHkKATENbHAS YaCTh JJOKYMEHTA.

67 aapecat: PexBu3ur, copepskaniuii ”HHOPMAIIHIO O MOTydarese J10-
KyMEHTa.

68 oTMeTKa 0 HAJIMYMU NMPUJIOKeHUsI: PEKBU3UT, cofepKaliuii cBe-
JICHNUS O IOTIONTHHUTENFHO TPHIaraeMoM JOKYMEHTE (TOKYMEHTaX).

69 oTMeTKa 0 MOCTYIUIEHUM JAOKYMeHTa: PeKBU3UT, MOATBEPHKAAI0-
Ui GaKT MOTYUCHUS TOKYyMEHTa OpraHU3allueH.

70 oTMeTKa 0 3aBepeHNH KONMUM: PeKBU3UT, HCTIONB3yeMBIH NS TPU-
JlaHMsI KOTIMK TPaBOBOI'O cTaTyca.

71 me4aTn: YCTPONCTBO, NCIIOIB3YEMOE ISl 3aBEPEHUSI IIOAJTMHHOCTH
MOAMMCH JODKHOCTHOTO JIMIA IOCPEICTBOM HAHECEHHs €ro OTTHCKa Ha
JIOKYMEHT.

72 opunuaabHoe ony0JMKoOBaHUe A0KyMeHTa: [lepBas myOnukanus
IIOJTHOT'O TEKCTa 3aKOHOAATEIbHOI0 U MHOI'O HOPMAaTUBHOTO IPaBOBOI'O aK-
Ta B O(HIHAIFHOM H3IAHUU WIN €ro IEPBOE pa3MENICHUE Ha OpHIINAIIb-
HoM MHTepHeT-nopraie.

1.2.2. Opranusanust paéoThl ¢ AOKYyMEHTaMH

73 1OKYyMeHT0000pOT: [[BI>KEHHE TOKYMEHTOB B OpraHU3aluu ¢ MO-
MEHTa UX CO3/IaHMs MM MONYYEHHs [0 3aBEPIICHNs UCIIONHEHUS WM OT-
MPaBKH.

74 3J1IeKTPOHHBII JOKYMEHT0000poT: JIOKyMEeHTOOOOPOT C UCTIOIb-
30BaHMEM aBTOMATH3MPOBAaHHON HH(OPMAIMOHHOW CHUCTEMBI (CHCTEMBI
3JIEKTPOHHOT'O JTIOKYMEHTO000pOTA).

75 00beM gokyMeHTO00OpOTA: KONMuecTBO JOKYMEHTOB, TIOCTYIIHB-
X B OPTaHMU3AIMIO U CO3/IaHHBIX €10 3a ONPEAEICHHBIN TEPHOI.
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76 nokyMeHTONOTOK: COBOKYHOCTh JIOKYMEHTOB OJHOTO BUIA WM
Ha3HAUCHMs, UMEIOILUX €AUHBIM MapILIpyT.

77 NJIOTHOCTb JOKYMEHTONOTOKa: KonuecTBo T0KyMEHTOB, IPOXO-
JSIIMX Yepe3 ONpeAeIeHHbIH MyHKT 00pa0OTKU 3a €IMHUILY BPEMEHH.

78 Briarouenue fokymenta B CIJI: OcymecTBnenue neiicTBuid, ooe-
CTICUMBAIOIINX pa3MEIICHHE CBEIACHUI O NOKYMEHTE W/WIH TOKyMEHTa
B CHCTEME 3JIEKTPOHHOTO JJOKYMEHT0000pOoTa.

79 merananHble: JlaHHBIC, ONMUCHIBAIOIINE KOHTEKCT, COZEp)KaHUE,
CTPYKTYPY IOKYMEHTOB, OOECICUHMBAIOIINE YIIPABICHUE JTOKYMCHTAMH
B MH(POPMALIMOHHOM CUCTEME.

80 xoHBepTHpPOBaHHE (3IEKTPOHHBIX JOKYMEHTOB), KOHEEPMAYUS
(onexmponnvix ooxymenmog): Ilporecc mepeMenenus MEKTPOHHBIX J10-
KyMEHTOB C OJIHOTO HOCHTEIS Ha JAPYrod WM U3 OMHOTO opMara B Ipy-
roM.

81 murpamusi (31eKTPOHHBIX AOKYMeHTOB): [lepememienue smek-
TPOHHBIX JJOKYMEHTOB M3 OAHON HMH(MOPMALMOHHON CHUCTEMBI B JAPYTYIO
C COXpaHEHHEM ayTEHTUYHOCTH, IIETIOCTHOCTH, JOCTOBEPHOCTH JIOKYMEH-
TOB U UX IPUTOIHOCTHU AJIS UCIIOJIb30BaHUA.

82 mepBuYHAasE 00PadOTKA TOKYMEHTOB; KCHeOUYUOHHAsL 00pabom-
Ka doxymenmog: O0pabdoTKa JOKyMEHTOB (IPOBEpKa IEIOCTHOCTH, KOM-
TUTEKTHOCTH, COPTHPOBKA U Ap.) TIPH MOCTYIUICHNH B OPTaHU3AIHIO.

83 npeaBapuTebHOE pacCMOTPEeHNe JOKYMEHTOB: V3yueHue 10Ky-
MEHTa, MMOCTYIHBIIETO B OPTaHU3AIUIO, JIJISl ONIPEICIICHUS JI0JIKHOCTHOTO
JIMIA, B KOMIIETEHLMIO KOTOPOIo BXOJIUT €0 PaCCMOTPEHHUE.

84 perucrpauusi 1okymeHTa: IIpucBoeHHE NOKYMEHTY pErucTpa-
HUOHHOTO HOMEpPA U BHECECHUE NAHHLIX O JOKYMCHTE B PCrUCTPALIMOHHO-
y4eTHYI0 (hopmy.

85 perucTpaluOHHBIIi HOMepP JAOKYMEHTA; pecucmpayuoHHbill UH-
Odexc ookymenma: lLludppoBoe wim OykBeHHO-IM(pOBOE 0003HAYCHHE,
IIPUCBAUBAEMOE JIOKYMEHTY IIPU €r0 PErucTpaLuu.

86 perucrpannoHHo-y4yetHas ¢opma: JIokyMeHT (KapTouka, >Kyp-
HaJ'I), B TOM YUCJIC B IJICKTPOHHOM BUIC, HCHOHLSyCMLIﬁ JJIs1 3aIIMCH CBE-
JIEHUH O JOKYMEHTE B 1IeJIX yueTa, IOMCKa U KOHTPOJIS.

87 rocyrapcTBeHHbIl perucTpauuoOHHBIA HOMep JokymeHTa: Ho-
Mep, IPUCBAaUBAEMBbII TOKYMEHTY IIPU €0 BKJIIOUEHUU B COOTBETCTBYIO-
LU TOCYapCTBEHHBIN PEECTP.
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88 KOHTPOJIb MCHOJHEHUs JOKYMeHTOB: COBOKYNHOCTb JIEHCTBU,
00eCTIeunBaONINX CBOCBPEMEHHOE HCIIOTHEHHUE TOKYMEHTOB.

89 TunoBo# cpok McHoaHeHHus JoKkyMeHTa: CpOK UCTIOTHEHHS JI0-
KyMEHTa, YCTAaHOBJICHHBI HOPMAaTHUBHBIM IPABOBBIM aKTOM.

90 MHAMBHAYAJIBHBINA CPOK MCHOJHEHUs AOKYyMeHTa: Cpok Uco-
HEHMsI JJOKYMEHTa, YCTAHOBJIEHHBIH OpraHU3alllOHHO-PAaCHOPSAUTENb-
HBIM JIOKYMEHTOM OPTaHU3aLUU UIH PE30IIOIHEH.

91 oTMeTKa 00 MCNOJHEHUH JOKYMEHTA W HANPABJIEHHM €ro B Jie-
J10: PexBu3UT, onpenessioluil MECTO XpaHEHHUs JOKYMEHTa I10CJIe 3aBep-
HIEHUsI PaOOTHI C HUM.

92 omepaTuBHOe XpaHeHHMe JOKYMEHTOB: XpaHEHHE TOKYMEHTOB
B CTPYKTYpHOM IIOZpa3/€leHUU 10 UX Iepeladyd B apXUB OpraHU3aluu
WM YHUYTOXKEHHUS.

93 noxyMeHTaJbHBIA (poHA: COBOKYIHOCTH JOKYMECHTOB, 00pa3yio-
LIUXCS B AESITEIbHOCTH OpraHu3aluu.

94 HomeHkuIaTypa ges: CUCTEMaTU3UPOBAHHBIA MEPEUCHb 3arojIoB-
KOB JICJI, CO3/1aBACMBIX B OPTaHM3AINH, C YKa3aHHEM CPOKOB MX XPaHEHHUSL.

95 peno: JIOKyMEHT WM COBOKYITHOCTb JOKYMEHTOB, OTHOCSIIMXCS
K OZIHOMY BOIIPOCY MJIM YYaCTKY J€STEIbHOCTH, HOMEILIEHHBIX B OT/JEIIb-
HYIO OOJIOXKKY.

96 31eKTPOHHOE J1eJI0: DJICKTPOHHBIM JOKYMEHT I COBOKYITHOCTH
SJIEKTPOHHBIX JIOKYMEHTOB M METaJaHHbBIX K HUM, C()OPMHUPOBAHHBIE B CO-
OTBETCTBUM C HOMEHKJIATypOil JieJI.

97 npusHaku 3aBefeHust gena: OCHOBaHUSA, B COOTBETCTBUU C KOTO-
pbIMH (POPMYIHPYETCs 3aTOI0BOK Aena U popMHUpyeTcs AeNO.

98 ¢ropmupoBaHue Jesa: I pynpoBKa UCIIOIHEHHBIX IOKYMEHTOB B Jie-
JIO B COOTBETCTBUM C HOMEHKJIATYPOH J1e M MX CUCTEMATHU3alls BHYTPH JieNa.

99 odopmiienne jena: IloxroroBka jena K nepejgade Ha apXUBHOE
XpaHEHHE

100 3aronoBok gena: Kparkoe o0O3HaueHHE CBEJICHUN O COCTaBe
U COJEpP>KaHUU JOKYMEHTOB J€ea.

101 BHyTpeHHsIs1 ONKUCh: JIOKyMEHT, BKJIIOYAaeMBIi B 1€J10 [yl y4eTa
JIOKYMEHTOB J1€]1a, PAaCKPBITUS UX COCTaBa U COAEPIKAHUS.

102 nucT-3aBepuTeib aeia: JIOKyMeHT, collepKallinii CBeACHUs O KO-
JIMYECTBE JIUCTOB JieNa, (PU3NIECKOM COCTOSTHUN IOKYMEHTOB U 0COOCHHO-
cTsIX (POPMHUPOBAHUS JIeTIa.
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103 mupexc aena: [{udposoe niu OykBeHHO-ITU(BPOBOE 0003HAUCHHE
JieJia B COOTBETCTBUH C HOMEHKIIATYPOH JIe OpraHu3allvy.

104 onuch Aes1 CTPYKTYPHOTO MoApa3/ieieHusi: Y YeTHBIN JOKYMEHT,
BKJIFOYAOIIMI CBEICHHS O JesiaX, COPMUPOBAHHBIX B IOJPA3/ICICHUH
Y TIO/IJISKAIINX Mepelade Ha apXUBHOE XPaHCHHE.

105 ynnuTo:kenne JOKyMeHTOB: VICKiTIoueHIe TOKyMEHTOB U3 JOKY-
MEHTAJIBHOTO WM apXUBHOTO (OHIA IO MCTCYCHUU CPOKA UX XPAHCHHS
C MOCIEYIONMM YHHUYTOXKEHHEeM (YTHJIM3allieil) B YCTaHOBJICHHOM IIO-
psiake.

1.3. ApxuBHOe J1€eJ10

1.3.1. XpaHeHue u yueT apXMBHBIX JOKYMEHTOB

106 rocynapcrBenHblii apxus: denepanbHOe rocyaapCTBEHHOE Y-
pexnenune, coznaBaemoe Poccniickon @enepanuei, Wk rocy1apCTBEHHOE
yupexxaenue cyobekra Poccuiickoit @enepanum, coznaBaeMmoe cyObeKTOM
Poccutickoit denepanyiv, KOTOPbIE OCYIIECTBIISIOT KOMIUIEKTOBAHUE, YUET,
XpaHEHHE W MCIIOJIb30BaHKE JIOKYMEHTOB ApxuBHOTO (poHma Poccuiickoii
Denepaliuy, a TaKke APYrUX apXUBHBIX JOKYMEHTOB.

107 mynununanbHbiil apxus: CTpyKTypHOE IOpa3/ieeHue Oprana
MECTHOI'0 CaMOyIIpaBJIEeHUs] MyHULIMIIAIILHOTO paiioHa, FOPOJICKOr0 OKpyTa
WIM MyHHULMIIAJIbHOE YUPEXKACHUE, CO3aBaeMOe MyHULIUTIAIIbHBIM paiio-
HOM, TOPOJICKMM OKPYT'OM M OCYIIECTBIISAIONIEE XpaHEHHE, KOMIUIEKTOBA-
HUE, YUET M HCIIOJb30BaHUE JOKYMEHTOB ApxuBHOTO (hoHIa Poccuiickoit
Denepaliuy, a TaKke APYrUX apXUBHBIX JOKYMEHTOB.

108 mpoguab apxuBa: YCTaHOBJICHHBIHN JIJIsl apXHBa COCTaB JOKYMEH-
TOB, MOJIEKALINX XPAHEHUIO.

109 apxuBHblii ¢pona: COBOKYNHOCTb apXUBHBIX JOKYMEHTOB, UCTO-
PUYECKH W/WIIK JIOTUYECKH CBS3aHHBIX MEXKIY COOOH.

110 ApxuBnbliii ¢pona Poccuiickoii @enepaunu: Vcropuuecku cio-
JKUBIIAACA M MOCTOSHHO MOIOJHSEMAas COBOKYIHOCTb apXMBHBIX HOKY-
MCHTOB, OTpaXaloUUX MAaTCPUAJIbHYIO U OYXOBHYIO KU3Hb O6HICCTB3,
HUMEIOIIHUX UCTOPUUYECKOE, HAYYHOE, COLMAIbHOE, IKOHOMUUYECKOE, TIOJIH-
TUYECKOE U KYJIBTYPHOE 3HAUYEHHE, MTOICKAILINX TOCTOIHHOMY XPaHEHHUIO.

111 o0benunennsnlii apxuBHbIii (oua (Hpk epynnosoii apxuemviii
(hoHO, KOMITJICKCHBIHN apXUBHBINA POHT): ApXHBHBIN (POHT, CHOPMUPOBAHHBIN
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U3 JIOKyMEHTOB JBYX (hoH1000pa3oBareneit uimu 6onee, UMEIOLMIUX MEXKITY
€000 NCTOPUUCCKHE W/UITH JIOTHYECKHE 00YCIOBICHHBIC CBSI3H.

112 apxuBHBIii GOHI JUYHOTO MPOUCXOKIAEHUA: APXUBHBIA (OHI,
COCTOSIIUI U3 TOKYMEHTOB, 00pa30BaBIINXCS B MPOLECCE KU3HU U Jiesl-
TEJIFHOCTH (PU3NYECKOTO JIMIA, CEMBH, POAA.

113 apxuBHasi kosuteknusi: COBOKYITHOCTh JIOKYMEHTOB, OObETHHEH-
HBIX 110 OZIHOMY MJIM HECKOJIBKMM OOIINMM ISl HUX CYILHOCTHBIM IPU3HAKAM.

114 ¢ongupoBanue noxymeHnToB: OnpeneneHue NPUHAAIEKHOCTH
JIOKyMEHTOB KOHKPETHOMY (hOHI000pa30BaTEIIO M XPOHOIOTHIECKUX I'pa-
HUII apXUBHOTO (pOHIA.

115 ¢onnoodpazoBarens: Hpuandyeckoe nmnu (uzndeckoe JHIO,
B TIpOLIECCE EATSIFHOCTH KOTOPOTO 00pa3yeTcs JOKYMEHTAIBHBIN (OHI.

116 oGecriedyeHUe COXPAHHOCTH JAOKYMeHTOB: Komriekc Meponpu-
STAW MO CO3JAHUIO U COONIOJICHUI0O HOPMATHBHBIX YCIOBUH, PEKUMOB
W HaJJIeKaIleH OpraHm3aliui XpaHSHU apXUBHBIX TOKYMEHTOB.

117 obecnedyenue (PU3NKO-XHUMHUYECKOII COXPAHHOCTH JOKYMEH-
ToB: Pa3paboTka, coO3JaHME M TPAKTHUECKOC IPUMEHCHHE HaydHO-
TEXHHUYECKUX CPEICTB M METOIOB XPAaHECHHUS, pECTaBPALlH, KOHCEPBAIIHH,
OMOXMMHUYECKOM 3aLUTHI U BOCIIPOU3BEIEHUS apXUBHBIX JTOKYMEHTOB.

118 apxuBoxpanuiaume (Hpk apxus): CnennanbHO 000pyI0BaHHOE
TIOMETICHNE [T XPaHEHHS apXUBHBIX JOKyMEHTOB.

119 pexkum XpaHeHMs] APXUBHBIX JO0KYMeHTOB: COBOKYIIHOCTb
IIPOTUBOIIOKAPHBLIX M OXPAaHHBIX MEP, TEMIIEPATYPHO-BJIAXKHOCTHBIX, Ca-
HUTApPHO-TUTHEHUYECKUX U CBETOBBIX YCIIOBUH, CO3MaBAEMBIX B apXHBO-
XpaHWINIIAX ISl 00ecreueHus] COXPAaHHOCTH JJOKYMEHTOB, U KOHTPOJIb 32
UX BBIIIOJIHCHUEM.

120 pecraBpanusi apxuBHOro JoKymMeHnTa: Boccranosnenne nepso-
HAYaJbHBIX WU ONU3KHX K TEPBOHAYATIBHBIM CBOWCTB M BHEINHHUX IPH-
3HAKOB apXMBHOTO JOKYMCHTA, ITOJBCPIIIECTOCS MOBPEKIACHUIO WM pas-
PYIICHHIO.

121 KoHcepBauusi APXUBHOI0 J0KyMeHTa: CucTeMa MEepONnpHUsATHIA
IO TIPEOXPAHCHUIO TOKYMEHTA OT Pa3pyIIaroIero BO3ACHCTBUS BHEIIHEH
Cpenpbl.

122 Crapenue aokymeHTa: V3MeHeHHE NEpBOHAYAIBHBIX (PHU3HUKO-
XUMHUYECKUX CBOMCTB JOKYMEHTa 101 BO3Z[CI71CTBI/I€M BHCIIHUX W BHY-
TPEHHUX (PAKTOPOB.
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123 cTpaxoBasi Konusi apxXuBHOIo AokymeHTa: Konust 0co00 1ieHHO-
rO WJIN YHUKAJIBHOTO apXWBHOTO JOKYMCHTA, HU3TOTOBJICHHAS B IEISX CO-
XpaHEHUs coAeprkalieiics B HeM HH(pOpMauy Ha CIydail yTpaThl WK HO-
BPEXKICHUS MOJTMHHUKA.

124 cTpaxoBoii (P oHA APXMBHBIX JOKYMEeHTOB: COBOKYIIHOCTb CTpa-
XOBBIX KOIIHH 0c000 IEHHBIX U YHUKAJIBHBIX apXUBHBIX JOKYMEHTOB.

125 ¢onnx nosn3oBanus (apxuBa): COBOKYMHOCTh KOMUI apXUBHBIX
JOKyMEHTOB, MpPEIHA3HAYCHHBIX AJISI TOJIH30BAHHUS BMECTO MOATMHHHIKOB
C 1IeJIbI0 IIPEI0TBPALEHUS UX U3HOCA.

126 nemo3utapHoe XpaHeHUe JOKYMeHTOB ApXuBHOro onaa Poc-
cuiickoii @enepanun: XpaHeHHue TOKYMEHTOB ApxuBHOro ¢onaa Poc-
cuiickori denepanuu roCylapCTBEHHBIMH OpraHaMU W OPTraHU3alHsIMU
B TEYEHHE CPOKOB M Ha YCJOBHUSAX, ONPENEICHHBIX COOTBETCTBYIOIINMHU
JIOTOBOPAaMH MEKAY HUMHM M CIICIHUAIBHO YIIOJTHOMOUCHHBIM [IpaBureins-
ctBoM Poccuiickoit deneparyu deaepasbHbBIM OpraHOM HCIIOTHUTEIBLHON
BJIACTH.

127 y4eT apXuBHBIX JOKYMeHTOB: OIpe/e/IeHue KOJIUYECTBa U CO-
CTaBa apXMBHBIX JIOKYMEHTOB B €IMHUIIAX YU€Ta U OTPAXKEHUE ITOTO KOJIU-
YECTBa M COCTaBa B YYETHBIX JOKYMEHTAX JJISl KOHTPOJIA 38 UX HAIUYHEM
U COCTOSIHHCM.

128 neHTpaIM30BaAHHBIN rocy1apCcTBEHHBIH YUeT JOKYyMEHTOB Ap-
xuBHOro ¢onga Poccuiickoii @egepauuu: Cucrema yuera JOKyMEHTOB
ApxusHoro ¢onzaa Poccuiickoit @enepannu Ha ypoBHE cyOobekTa Pocenii-
ckoit denepanuy U rocyrapcTsa B LIEJIOM, OCHOBaHHAs Ha COCPENOTOYE-
HUU B OpraHax yrnpaBJIeHUs] apXUBHBIM JIEJIOM CBECHHIA O KOTMUECTBE, CO-
CTaBe apXMBHBIX (POHJIOB U KOJIIMYECTBE €ANHUI] XPAHEHHUSI.

129 enmuuMIa ydeTa apXMBHBIX JO0KYMeHTOB: Enununa wmsmepe-
HUS KOJIMYECTBA JOKYMEHTOB B apXHBE JUIsl OTPaXEHUSI ITOTO KOJIMYeCTBa
B YUETHBIX JOKYMEHTaX U apXHBHBIX CIIPaBOYHHKAX.

130 exununa XpaHeHUusl APXUBHBIX JOKYMEHTOB: YUeTHas U KJac-
CU(HKAIMOHHAST SIUHUIA, IPEACTABILIOMAs co0oi (huzuuecku 060co0-
JICHHBIN JTOKYMEHT WJIM COBOKYITHOCThH JIOKYMEHTOB, HMEIOIIAasi CaMOCTO-
ATENbHOE 3HAYCHHUE.

131 yyerHble JOKyMeHTbI (apxuBa): KomIiekc JOKyMEHTOB ycTa-
HOBJICHHOH (hOPMBI, (PUKCUPYIOLINX MOCTYIUICHHE, BEIOBITHE, KOTHIECTBO,
COCTaB U COCTOSHUE aPXUBHBIX JTOKYMEHTOB B €IMHUIIAX YUETa.
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132 cnucox (poHAOB: YUETHBINM JIOKYMEHT, COJEPIKAIIUN TepeUcHb
oduIHMaTHHBIX HAUMEHOBAHUI XPaHSIIUXCS B APXUBE, & TAKKE BBIOBIBIITHX
ApXWBHBIX (DOHIOB B MOPSAKE BO3pACTAHHS NPUCBOCHHBIX HM HOMEPOB.

133 aucr donga: YueTHblil JOKYMEHT, COAESPIKALIMIA B paMKaX apXHB-
HOTro (pOH/Ia CBEJICHUS O KOJMYECTBE U COCTABE OIMUCEH /e, TOKYMEHTOB
U UX HyMepaluH, KOJIMYECTBE U COCTAaBE apXMBHBIX JOKYMEHTOB, COCTO-
SIHUW MX ONHMCAaHUsA, TMHAMHMKE U3MEHEHUH M0 KaXKIOH OMHCH e, JOKY-
MEHTOB M apXWBHOMY (DOHIY B 11eJIOM, (PUKCHUPYIOIINK U3MEHEHHUS B Ha-
3BaHWHW apXHBHOTO (hoH/IA.

134 apxuBHblii mudp: O603HaUeHHE, HAHOCUMOE Ha €IMHULY Xpa-
HEHUsI apXUBHBIX JIOKYMEHTOB B IENISAX €€ WACHTU(DUKAIIMUA U y4eTa, CO-
CTOSIIIIEE M3 COKPAIICHHOTO Ha3BaHUs apXxuBa (0QHIMaIbHON aO0OpeBHaTy-
pbl), HOMEpa apXuBHOTro (hoHIa, HOMEpa OIMUCH JIeJl, JOKYMEHTOB, HOMepa
€IMHUIBI XpPAaHCHHUS, HOMEpa CTUHHIIBI Y4eTa.

135 npoBepka HATUYHUS M COCTOSTHUSI APXUBHBIX JOKYMEHTOB: YcTa-
HOBJICHHE COOTBETCTBUSI (PaKTHUCCKOTO HATMYUS KOJUYESCTBA CIMHUIL XPa-
HEHHS 3aITUCSM B YYETHBIX JIOKYMEHTaX apXHBa, a TAK)KE BBISIBIICHUE apXHB-
HBIX IOKyMEHTOB, TPEOYIOIIINX KOHCEPBAIUH, PECTaBpaIiy, Ae3NH(EKIHH.

136 Tonorpapuyeckmii ykasarejb: [JoKyMeHT, cofepkallinii cBese-
HUS O TOYHOM MECTOHAXOXKICHUH apXHUBHBIX (DOHIOB B apXUBOXPAHUIIHUIIIE.

1.3.2. KomiekToBaHue apxuBa

137 xommjiexkToBanue apxupa: CHCTEeMaTHUECKOE TOIMOJIHEHUE ap-
XHBa JJOKYMEHTaMHU B COOTBETCTBHHU C €T0 POQHIEM.

138 kpuTepum 3IKcnepTH3bI LEHHOCTH AOKYMeHTOB: [Ipu3naxwu,
OnpenessIoIue 3HaAYUMOCTh POUCXOXKICHUSA, COACPIKaHUS M BHELIHHX
0COOCHHOCTEH TOKYMEHTOB.

139 wucrounnk koMmmjexkToBaHus (apxuBa): OpraHuzanus WiIu
rpa)<1aHuH, YbH JOKYMEHTHI MOCTYMAlOT WIK MOTYT MOCTYIHTh Ha Xpa-
HCHUC B apXUB.

140 BpIOGOPOUYHBIii IPUEM TO0KYMeHTOB: [IpreM Ha mocTossHHOE Xpa-
HEHHE OTAETbHBIX BUIOB JIOKYMEHTOB OPraHU3alMii WIIK BCEX LIEHHBIX JI0-
KyMEHTOB Psijia OpraHU3aIluil U3 Yrclia OHOPOTHBIX.

141 mepeyeHb TOKYMEHTOB €O cpokaMu xpaHeHus: Cucremarusu-
POBaHHBIN CIMCOK BUJIOB U KAaTETOPUN JOKYMEHTOB C yKa3aHHEM CPOKOB
HX XpaHCHUs.
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142 noxkymMeHT BPeMEHHOI0 CPOKa XpaHeHMs: J[OKyMEHT OrpaHu-
YEHHOT'O CPOKa XPAHEHMs, 0 UCTEUEHUU KOTOPOTO OH IMOJICKUT YHHU-
TOXEHUIO.

143 10KyMeHT NOCTOSTHHOIO CPOKA XpaHeHUs1: J[OKyMEHT, KOTOpOMY
B COOTBETCTBUU C HOPMATUBHBIMU IIPABOBBIMU aKTaMHU yCTAHOBJIEHO BEY-
HOE€ XpaHEeHHUE.

144 noxyment ApxuBHoro ¢onaa Poccuiickoii Penepauuu: Ap-
XUBHBIN TOKYMEHT, TPOILIEAIINA SKCIEPTU3Y LIEHHOCTH JTIOKYMEHTOB, I10-
CTaBJICHHBI Ha TOCYJApPCTBEHHBINM YYeT W MOAJIeKAIIUA MOCTOSHHOMY
XPaHEHHUIO.

145 0co60 ueHHblid q0kyMeHT: JlokymeHT ApxuBHOro ¢onma Poc-
cuiickori denepannun, UMEIOIINI HEMPEXOASIIYIO KYJIbTypPHO-UCTOpHYE-
CKYI0 M HAay4YHYH0 LIEHHOCTb, OCOOYI0 Ba)KHOCTb AJIsI OOILECTBA M IOCY-
JapCcTBa, U B OTHOIIEHUU KOTOPOTO YCTAHOBJIEH OCOOBIN PEXUM YdeTa,
XpaHEHUs U UCII0JIb30BaHUS.

146 ynukaabHblii JokyMeHT: Oco00 IEHHBIH JOKYMEHT, HE UMEIO-
nuii cede MOMOOHBIX 0 CoIeprKalieicss B HeM WH(POPMAIUU W/WIH €ro
BHEIIHUM NpU3HAKaM, HEBOCIOJIHUMBINM NP yTpaTe ¢ TOUKHU 3PEHUS €ro
3HAUYEHUS U/UIIM aBTOIPaUUHOCTH.

147 ynopsiioueHHe ApXUBHBIX J0KYMeHTOB: Kommiekc pabor
10 (hOPMHUPOBAHUIO APXHUBHBIX JOKYMEHTOB B €AMHUIIBI XpaHCHHUS (J1ena),
UX OIHMCAHMIO ¥ O(OPMIICHHIO B COOTBETCTBUH C TIPABHJIAMH, yCTAHOBJICH-
HBIMHU CHENUAJIBHO YIIOJIHOMOYEHHBIM [IpaBurensctBoM Pocculickont ®e-
nepannu QeaepaibHbBIM OPTaHOM UCTIOTHUTEIBHON BIIACTH.

148 BbIeIeHNEe TOKYMEHTOB K YHHYTOKEHUIO: BrisBiieHue B TIpo-
LIECCE DKCIEPTU3bl HAyYHOU U MPAKTUYECKON LIEHHOCTH JOKYMEHTOB C HC-
TEKITUMH CPOKAMH XPaHEHUS U OTOOD UX JUTSL YHHUTOXKEHHUS.

1.3.3. UndopmanmoHHas /1esiTeJIbHOCTH apXUBa

149 undopmanuonnas aesiTeIbHOCTHL apxuBa: Co3/iaHne apXuBHBIX
CIIPAaBOYHHUKOB M OPTaHU3AIHSI UCIIONB30BAHMS APXUBHBIX JOKYMEHTOB.

150 ncnonb30Banne apXUuBHBIX JOKYMeHTOB: [Ipumenenue uHdop-
MallM apXUBHBIX JIOKYMEHTOB B KYJIBTYPHBIX, HAYYHbBIX, TOJTUTUYECCKHUX,
9KOHOMUYECKHUX TEINAX U JUIsi 00eCIIeueHHs 3aKOHHBIX MPaB U MHTEPECOB
rpakJIaH.
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151 mosb30BaHUe apXUBHBIMM JOKYMeHTamMu: O3HaKOMJIEHHUE C ap-
XMBHBIMM JOKyMEHTaMHU IIOCPEACTBOM MX IIPOYTEHUs, IPOCMOTpa WU
IIPOCITYIIMBAHUS.

152 opranu3anus 1moJb30BaHUSI APXHUBHBLIMHU JOKyMeHTamu: le-
ATEIbHOCTb APXUBHBIX YUPEXKIEHUN IO MPENOCTaBIEHUIO TOCY1apCTBEH-
HBIM OpraHaM, OpraHaM MECTHOI'O CaMOYIIpaBJIEHUs, IOPUANYECKUM WIN
(U3NUECKUM JIMLAM apXUBHBIX JOKYMEHTOB JUISl MX [IPOYTEHHS], TPOCMO-
Tpa UM NPOCIYIMBAHUS.

153 moJqb30BaTelb apXMBHBIMHU JOKYMeHTaMu: [ocynapcTBEHHBIN
OpraH, OpraH MECTHOI'O CaMOYTPABJICHUS JTUO0 IOPUINUECKOEe WU (DU3U-
YECKOE JINII0, 00PAIIAOINECS HA 3aKOHHBIX OCHOBAHUSX K apXUBHBIM J10-
KyMEHTaM JUTsI IOTYYeHHS ¥ HCTIONIb30BAHMS HEOOXOIMMOW MH(DOPMAITHH.

154 Bnajesienr apXUBHBIX JIOKYMEHTOB: [ocynapcTBeHHbII opraH,
OpraH MECTHOTO CaMOYTpPAaBJICHUS JTHO0 IOPUIMUYECKOE WIH (PU3UUECKOE
JIMII0, OCYLIECTBIIAIOLINE BIaICHUE U [10JIb30BaHUE apXUBHBIMU JIOKYMEH-
TaMU U peaju3yloLIe IIOJIHOMOYUS 110 PACIOPSDKEHUIO MU B IIPEJEIIax,
YCTAHOBJIEHHBIX 3aKOHOM WJIU JOTOBOPOM.

155 cobcTBeHHMK apXMBHBIX JIOKYMEHTOB: [ 0CynapcTBO, MyHUITH-
najibHOe 00pa3oBaHue IUO0 IPUANYECKOE WK (PU3UUECKOE JIUII0, B MOJI-
HOM 00BEME peau3yIoIne MpaBa BIAJCHUS, MOJB30BAHUS, PACIOpsLKE-
HUS apXUBHBIMU JJOKYMEHTaMHU.

156 orpaHnn4eHne 10CTYNA K apXUBHBIM JJOKyMeHTaM: BpemeHHbIe
W UHBIC YCIIOBUS, HCKITIOYAIOINE CBOOOTHOE MONb30BAHNE APXUBHBIMH
JOKyMEHTAaMH B COOTBETCTBUH C 3aKOHONATEIIECTBOM HIIH TI0 BoJie (DOHIO-
oOpazoBaresi, COOCTBEHHUKA, BIaJIeIIblla JOKYMEHTOB.

157 nmy0nukanusi apXUBHBIX JOKYMeHTOB: IloAroroBka apXuBHbBIX
JIOKYMEHTOB K HM3JaHMIO M OCYLIECTBIEHUE MX H3[aHHUS B COOTBETCTBHM
¢ O0IEenpPUHATHIMU HAYYHBIMU NPUHLIUIIAMU U HOPMAMHU.

158 moxkyMeHTaIbHasi BBICTABKA: DKCIIOHUPOBAHUE apXUBHBIX J10-
KyMEHTOB WJIM WX KONHWH B CIICI[HAJIBHOM, IPUCIIOCOOICHHOM IS 9TOTO
IIOMELICHUY WY Ha UHTEPHET-CalTe.

159 onncanue apXUMBHBIX JOKYMeHTOB: CTpyKTYpUPOBaHHOE U3JI0-
JKEHUE CBEJCHUHN O COCTAaBE U COAEPIKaHUU JJOKYMEHTOB B apXUBHBIX CIIpa-
BOYHHKAX.

160 omucarenbHasi CTaTbsi APXMBHOIO cnpaBo4YHHKa: CoOBOKyII-
HOCTB CBeIeHHH 00 O0BEKTE OMHCaHUs (TOKYMEHTE, €T0 YacTH, CAMHUIIC
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XpaHeHUs, TPyINIe eIUHULl XpaHEeHHs, apXUBHOM (DOHJIE, TPYIIIE apXHB-
HBIX (DOHIOB) B apXUBHOM CIIPABOYHHUKE.

161 HayyHO-cpaBOYHBII anmapart apXuBa, CnpasouHO-NOUCKOBbLE
cpeocmea apxusa; HCA apxuBa: COBOKYIHOCTb OITUCAHUNA apXUBHBIX J10-
KYMEHTOB.

162 cucrema Hay4YHO-CIPABOYHOIO anmapara K JOKyMeHTaM ap-
xuBa: KoMiuiekc B3auMOCBSI3aHHBIX W B3aUMOAOIOIHIEMbIX, CO3IaHHbIX
Ha ¢AMHON HayYHO-METOAMYECCKON OCHOBE apXHUBHBIX CIIPABOYHUKOB O CO-
CTaBe U COAEPIKaHUU TIOKYMEHTOB apXMBa.

163 apxuBHbIii cipaBouHuk: CpaBOYHUK O COCTaBe, CONEPKAaHUU
1 MECTOHAXOXKJICHUU apXUBHBIX JJOKYMEHTOB.

164 onuce e, 1okyMeHTOB: CIIpaBOYHBIN U YIETHBIN JOKYMEHT, CO-
JepIKaIIui CHCTEeMAaTU3UPOBAHHBIN ITepeUeHb CIMHUI] XPAHCHNUS / SIIHUL]
ydeTa apXuBHOTO (pOH/A, TPEAHAZHAYCHHBIN JUI PACKPBITUS HX COJACpIKa-
HUS U y4eTa.

165 apxuBHBIi myTeBoaAUTE b: CIPaBOYHUK, COICPIKAIIMNA cUcTEMa-
TU3UPOBAHHBIC CBEACHUS O (POHIAX apXuBa (APXMBOB) U MPEAHA3HAYCH-
HBIN 71 O3HAKOMJIEHHUS C UX COCTaBOM M COIAEPKAHHUEM.

166 apxuBHbIi KaTaJjor: CipaBOYHUK, B KOTOPOM CBEJCHUS O COZIEP-
JKaHUM apXUBHBIX (DOHJIOB, CMHUIL XPAaHCHHS / CTUHHMIL Y4eTa, apXUBHBIX
JOKyMEHTOB (UM X YacTeH), pacIiojioKeHBI B COOTBETCTBUH C BEIOpaH-
HOM cxeMOH KlacCU(pUKAIUH.

167 apxuBHBIil yka3areab: CIIpaBOUHUK, COAEPIKALIUM CUCTEMATH-
3UPOBAHHBIN EpEYEHb HAUMEHOBAHUI NPEIMETHBIX OHATUH, YIIOMUHAE-
MBIX B apXUBHBIX JOKYMEHTAX, C YKa3aHUEM UX apXUBHBIX IIUPPOB.

168 0030p apxuBHOro ponga: CrpaBouHUK, COAEPKAILIUN cUCTEMA-
TU3UPOBAHHBIE CBEIEHUSI O COCTaBE M COJAEPKAHUM apPXUBHBIX JIOKYMEH-
TOB OJHOTO apXHMBHOTO (HOHIA, JOMOJHEHHbIE UX HCTOYHHUKOBEIUECKUM
AQHAJIU30M.

169 Temarnueckuii 0030p apXUBHBIX HOKyMeHTOB: CIpaBOYHUK,
cofiepKallluii CUCTEeMaTU3UPOBAHHBIE CBEAEHHSI O COCTaBE, COACPKAHUU
U TOMCKOBBIX JIAHHBIX KOMILJIEKCOB apXHMBHBIX JOKYMEHTOB OJHOTO HIIH
TPYIIIB apXUBHBIX (DOHIOB IO OTIPEACIICHHON TeMe, TOTOIHCHHBIC MX HC-
TOYHMKOBEIYECKUM aHATH30M.

170 ucropudeckasi cnpaBka K apxuBHomy ¢onay: J[okymeHT, co-
JIep)Kalmuil CBEACHHWS 10 HWCTOpHH (HOHAOOOpA3oBaTedst U apXHUBHOTO
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(boHza, KPaTKyIo XapaKTepUCTHKY COCTaBa U COACPIKAHUS JOKYMEHTOB ap-
XMBHOTO (pOHJIA ¥ HAYIHO-CIPABOYHOTO aIlapara K HeMy.

171 karajoruszanus apxXuBHBIX J0KyMeHTOB: [loaroroska, cocras-
JICHHE U BEJICHUE apXUBHBIX KaTaJI0I0B.

172 apxuBHasi cnipaBka: J[OKyMEHT, COCTaBJICHHBII Ha OIaHKE apXH-
Ba, IMETOIIHI IOPUANIECKYIO CHITy M COJIEprKalliii TIOKyMEHTHYTO HH(POP-
MalHIo 0 MpeaMeTe 3apoca, C yKa3aHHeM apXHUBHBIX MH(POB 1 HOMEPOB
JIMCTOB €IMHUL] XPAaHEHUS TEX apXUBHBIX JOKYMEHTOB, HA OCHOBaHUU KO-
TOPBIX OH COCTABIIEH.

173 apxuBHasi konusi: JIOCIOBHO BOCIIPOM3BOASIIAS TEKCT WU U30-
OpaskeHHe apXHBHOTO JIOKYMEHTa KOHS C YKa3aHHEM apXHBHOTO mudpa
Y HOMEPOB JINCTOB €IMHUIIbI XPAHEHHUS], 3aBEPEHHAsS] B yCTAHOBJIEHHOM I10-
psaKe.

174 apxuBHasi BbINMCKA: JIOKyMEHT, COCTABICHHbIM Ha ONaHKE ap-
XMBa, JOCIOBHO BOCIIPOM3BOAALINI YaCTh TEKCTA aPXUBHOIO JOKYMEHTA,
OTHOCSIIIYIOCS K OIpe/ieTIeHHbIM (aKTy, COOBITHIO, JIUILY, C YKa3aHHeM ap-
XMBHOTO IIH(pa 1 HOMEPOB JUCTOB EIUHUIIBI XPAHCHHUS.
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