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2.9. Ha Gnankax nokymeHToB Mp3pum Bocnpoussoautcs ['epd UeueHckoii
PecnmyOnmky B OOHOUBETHOM BapWaHTE B COOTBETCTBHUM € HacTbIO 3 CTaThM 5
3akona UP ot 03.06.2008 r. Ne 23-P3.

2.10. IlpoekTupoBaHuMe  OJAHKOB  AOKYMCHTOB  OCYLUECTBJACTCA B
cooteTcTBrH ¢ pazaenom 6 ['OCT P 7.0.97-2016.

B cootBetcTBuM co crarbeil 12 3akona UP ot 25.04.2007 r. Ne 16-P3 u
nyHkrom 6.8 TOCT P 7.0.97-2016 B Mspuu MCnoab3yIOTCA OlaHKKM HA PYCCKOM U
YEUEHCKOM f3bIKax: YTJIOBble (PEKBM3WTHI ONaHKa pacronararTcs Ha OIHOM
YPOBHE. HAa PYCCKOM $3bIKE — CJI€BA, HA YEUEHCKOM — CMpaBa) HUJM MPOJOJIbHbIE
(pexBu3UTHl 0J1aHKa HA PYCCKOM A3bIKE — CBEPXY, PEKBU3UTHI OJIaHKA HA UCYEHCKOM
SA3BIKE — HHXKE).

2.11. bnaHku JO0KYMEHTOB Mbp3pUM  M3roTaBIMBAKOTCS  TUMOrpadckum
CNocoO0OM, CPeACTBAMU ONEPATUBHON MOAUrpaduu UM KOMIbIOTEPHON TEXHUKU.

2.13. JIoKyMeHTBl W3roTaBIIMBAIOTCS Ha OyMa)kHOM HOcHTelle W B (opme
SICKTPOHHLIX AOKYMEHTOB € COONIOACHUEM YCTAHOBJICHHBIX NpPaBuil OGOPMICHUA
OOKYMEHTOB.

2.13. JlokymenTsl M3puu, odopmiieHHble KaKk Ha OJaHKe, Tak B 0e3 Hero,
AOKHbI UMETb I10J1 HE MEHEE:

20 MM — nteBoE;

10 MM — mpaBoe;

20 MM — BEpXHEE;

20 MM — HIJKHEE.

B coorBerctBuu ¢ nyHktom 6.1 TOCT P 7.097-2016 jg0oKkyMeHTHI
ANUTENbHBIX (CBbie 10 J€T) CPOKOB XpaHEHUA ACDKHbBI UMETb JEBOC MOJE HE
meHee 30 M,

2.14. JIOKyMEHTbI, M3JaBaCMbl¢ COBMECTHO OAHOH HAM HECKOJbKUMM
opraHuzauusiMu,  OopOPMJSIKOTCA  HAa  CTaHAAPTHHIX  JIUCcTax  OyMmarn ¢
BOCOPOU3BEACHUEM PEKBU3UTOB BCEX OpPraHu3aluil, y4acTBYIOLUMX B W3JaHUHU
OOKYMEHTA.

2.15. Tlpu noaroToBKe JOKYMEHTOB JAOMYCKASTCSl UCTIOJb30BAHUE JIMLIEBOU U
000pOTHOI CTOpOHB! JiucTa. [IpU ABYCTOPOHHEM CO34aHUM AOKYMEHTOB LIMPUHA
JIEBOTO TOJIST HA JTMUEBOH CTOPOHE JMUCTA W MPABOTO MOJA Ha OOOPOTHOW CTOPOHE
JINCTA AOJKHBI ObITh PABHBI.

2.16. Ilpu co3maHuM OOKYMEHTa Ha ABYX W 0oJjiee CTpaHULAx BTOPYIO U
MOCIIEAYIOWNE CTPAHWLBI HYMepyroT. Homepa cTpaHW mNpOCTaBIAOTCA 1O
cepe/MHe BEPXHEro mojisi AOKYMeHTa Ha pacctoaHuu 10 MM OT BepxHero kpas
JuCTAa.

2.17. JAng w3roTOBJEHUSA IOKYMEHTOB WCIOJIB3YETCS TapHUTypa mpudTa 1Mo
BbIOOPY Mbp3puu, BXoAdlllass B CTaHAAPTHBIH nakeT O(UCHOro MPOrpaMMHOTO
obecreuennsa, nernobzyemMoro Mapueti. Pasmep mpudTa — Ne 12-14 niT,

[Tpu coctaBnenuu TabduL, JONYCKAETCs UCMOJIb30BaHUE MIPU(PTOB MEHBIINX
pasmepoB — Ne 10, 11 not.

2.18. AG3auHBIi OTCTYT B TEKCTE JOKYMeHTa — 1,25 cm.

3aro/ioBKH Pa3/iesoB U MOAPA3/Ie/IOB NMeuaTaTes ¢ ab3alHbIM OTCTYNIOM WJIH



LIEHTPUPYIOTCS MO IIUPUHE TEKCTA.

2.19. Tekcr mokymeHTa medaraerca depe3 1-1,5 MEXKCTpoUHBIX WHTEpBana.
TekeT JOKyMEHTa BBIPABHUBAETCS NO LIMPUHE JINCTA.

MHOrocTpOUHbIE PEKBU3UTHI MEYATAIOTCA 4epe3 | MEKCTPOUHbIA UHTEpBa,
COCTABHBIC YACTH PEKBU3UTOB MOTYT Pa3AenATHCS AOTTONHUTENBHBIM WHTEPBAIOM.

Ecnu n1okyMeHT rotoBMTCS Ui M3JaHKMS C YMEHblIIEHWEM maciutada, TeKCT
MEYaTaeTCA uepe3 2 MHTEpBana.

WuaTepsan Mexxay OykBaMH B cltoBax — OOBIYHBIN. IHTEpBAIT MEXKIY CIOBAMH
— 1 npoGen.

CTpOoKU PEeKBU3UTOB BhIPABHUBAKOTCA MO JIEBOH rPaHULIE 30Hbl PACHOIO0KEHUS
PEKBH3UTA WIW UEHTPYIOTCS OTHOCUTEIBHO CaMOH JTHHHOW CTPOKH.

JlnvHa camMoOil JIJIMHHOW CTPOKM PEKBM3WTA NPU YTJOBOM PACMOJIONKEHUH
PEKBU3UTOB — HE 0oJiee 7,5 ¢M.

JnvHa caMOW INWHHONW CTPOKW PEKBM3HTA MPH MPOIOIBHOM PACTIONOKEHUHN
PEKBU3UTOB — HE OoJiee 12 cm.

Jlomyckaetcss BBIACNATH TOTY/KUPHBIM MWPHUPTOM PEKBU3NTHI  «agpecary,
«3aroJIOBOK K TEKCTY» HJTH «IONUCHY, a TAK)KE OT/e/IbHbIe (hParMeHThl TEKCTa.

2.20. Ilpy mnOAroTOBKE MHOFOCTPAaHUUHBIX AOKYMEHTOB odopmasercs
TATYJIBHBIN TUCT (MpuJioskeHne Ne 1).

2.21. CocTtaB PEeKBU3WUTOB, HCMOJIb3YeMbIX il OGOPMIIEHUS JTOKYMEHTOB,
ONpeenseTcss BUAOM (PAa3HOBUAHOCTbIO) OPraHU3aLMOHHO-PACOOPAAUTENILHOIO
OOKYMEHTA.

2.22. Tlpu nOAroTOBKE JOKYMEHTOB MD3pHM HMCHOJB3YIOTCS PEKBU3MTHI,
yctanoBaeHHbie ['OCT P 7.0.97-2016:

01 — Tepd Yeuenckoii PecnyOnmuku (B COOTBETCTBUM € MYHKTOM 2.9
NucTpykuuu);

04 — ko POpMBbI TIOKYMEHTA;

05 — HauMeHOBaHUe OpraHu3aUuy - aBTOpPa AOKYMEHTA,

06 — HanMeHOBaHWE CTPYKTYPHOTO TIOAPA3AETEHU - aBTOPA IOKYMEHTA,

07 — HaMMEeHOBaHUE JIOJIKHOCTH JIMLIA - aBTOPA IOKYMEHTa,

08 — cmpaBouHbIC AaHHbIE 00 OpraHU3aLuu,

09 — HanMeHOBaHWE BUAA TOKYMEHTA,

10 — nara 10KyMeHTa,

11 — perucTpaluMOHHbIA HOMEP AOKYMEHTA,

12 — cchITKa HA PETHCTPALMOHHBIA HOMED W ATy MOCTYTHBIIETO JOKYMEHTA,

13 — mecTo cocTaBieHus (M3/1aHKs1) TOKYMEHTA,

14 — rpud orpaHuueHUs J0CTYNA K JOKYMEHTY;

15 — anpecar;

16 — rpud yTBEpPKICHUA NTOKYMEHTA;

17 — 3aronoBOK K TEKCTY;

18 — TeKCT NOKYMEHTA;

19 — oT™MeTKa O OPUIOKEHUM;

20 — rpud cormacoBaHmsA JOKYMEHTA,

21 — Bu3a;



22 — NOJIUCK;

23 — oTMeTKa 00 ANMEKTPOHHON MOITTHCH;

24 — neyars;

25 — oTMeTKa 00 UCOONHUTEIIE,

26 — OTMETKA O 3aBEPEHNHN KOTIHH;

27 — OTMETKA O MOCTYIJIEHUH NOKYMEHTA;

28 — pezonouus;

29 — OTMETKA O KOHTPOJIE,

30 — oTMeTKa 0 HaNpaBJICHUU JIOKYMEHTA B JEJIO.

PacnonosxeHue v rpaHuLbl 30H PEKBU3UTOB Ha OjaaHkax Mb>puuu npuBeacHbI
B mpuJioxkeHun NeNe 2, 3.

B coorsercreuu nyHkrom 6.5 TOCT P 7.0.97-2016 pekBusute 05, 06, 07,
08, 09, 13, orpaHMuMTenbHbIE OTMETKU i pekBusuToB 10, 11, 12 B nmpeaenax
TPaHHI] 30H PACTIONOKEHUSA PEKBH3UTOB Pa3MELIAOTCA OTHUM H3 CTTOCO00B:

LCHTPOBAHHbIM (HAYalO0 M KOHEL KaXAOH CTPOKM PEKBU3UTOB PAaBHO
yIaneHbl OT TPAHUI] 30HBI PACTIONOKEHH T PEKBU3UTOB);

dbnaroBbiM (KaXx/1as CTPOKA PEKBU3UTOB HAUYMHAETCS OT JIEBOUM I'PAHMUIIbI 30HbBI
PAacMON0KEHUA PEKBU3UTOB).

223, OOmmit Omank Mbpapun (nmpuaoxkenne Ne 4) wcrmonb3yercs s
M3rOTOBJIEHUS JIFOObIX BUJIOB JOKYMEHTOB, KPOME JI€JIOBOrO (CJ1y:k€OHOr0) M1uchbMa.
OO0wuii O1aHK B 3aBUCMMOCTU OT YUPCAMUTEIbHBIX JOKYMEHTOB AJAMUHHUCTPALMU W
JIOKAITBHBIX HOPMATHBHBIX aKTOB BKITIOUAET PEKBU3HTHI:

I'ep6 UYeuenckoiéi PecnyOnuku (B COOTBETCTBUM € MYHKTOM 2.9
NucTpykuuu);

HauMeHoBaHue Mapuu (B cooTBeTcTBUM ¢ MyHKTOM 2.10 MHcTpykuum);

OTMETKM /11 PasMELUCHUA  PEKBU3UTOB «aata  AOKYMEHTay,
«PETUCTPALIMOHHBIH HOMEP JAOKYMEHTaY;

MECTO COCTABJICHUA UMW U3AAaHUSA JOKYMEHTA.

2.24. bnaHKW TIOCTAHOBJICHHSA, PACTIOPSKECHUA W TIPHKa3a M»ipuu BKITIOYAET
CJIEYIOIINE PEKBU3UTHI:

I'ep6 UYeueHckoihi PecnyOnuku (B COOTBETCTBUM ¢ MNYHKTOM 2.9
UHCcTpyKUIMN);

HauMeHoBaHue Mapuu (B cooTBeTcTBUM ¢ MyHKTOM 2.10 UHcTpyKium);

HaMMEHOBAaHME BUAA NOKYMCHTA;

MECTO COCTABIIEHNA WITW U30aHUS JOKYMEHTAa,

OTMETKH Ui pa3MELEHWs]  PEKBHU3MTOB «1aTta  JOKYMEHTay,
«PErUCTPALMOHHBIH HOMEP AOKYMEHTa.

2.25. bnank muceMa M»3pHu BKITIOYAET CIIEAYIOMINE PEKBU3HTHI:

I'ep6 UYeuenckoiéi PecnyGnuku (B COOTBETCTBMM ¢ MYHKTOM 2.9
UHCcTpyKUIMN);

HauMeHoBaHue Mapuu (B cooTBeTcTBUM ¢ MyHKTOM 2.10 UHcTpyKium);

CIIpaBOYHbLIC JaHHblie 00 Mbdpuu (B COOTBETCTBUM ¢ nyHkTtom 2.10
UHCcTpyKUIMN);

OTMETKM  JJIi  NPOCTaBlE€HHS  PEKBU3UTOB  «Jara  JOKYMEHTay,
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«PETUCTPALMOHHBIH HOMEP JOKYMEHTa», «CChlJIKa Ha PErMCTPALMOHHBIA HOMED W
JaTy TTOCTYTIHBILETO JOKYMEHTAY.

B 6naHk nuceMa JOMKHOCTHOTO JIMIA JOMOJTHUTENIBHO BKITFOUAETCS PEKBU3UT
«HaUMEHOBAHME JOHKHOCTM JMUa», a B 0OnaHK MOUcCbMa CTPYKTYPHOrO
noapa3AeieHns (COBEWATENBHOTO, METOAWYECKOTO, 3KCMEPTHOTO WIH  WHOTO
oprada) Ma3pum — HaUMEHOBAHHUE CTPYKTYPHOrO NOAPA3/ICTIEHUS.

2.26. BuyTpeHHue AOKYMEHTbl Mpopuu, odopmisemble He Ha OnaHke,
JOOJDKHBI COAEPIKATH COOTBETCTBYIOIINE BUY JOKYMEHTA PEKBU3NTEI.

2.27. Tep0d YeueHckoii Pecniybnuku pa3smeniaercss Ha OJaHKax JOKYMEHTOB
Mbpun B COOTBETCTBUU ¢ MYHKTOM 2.9 MHCTPYKLUM.

Mzob6paxenne [epba Yeuenckoit PecnmyOnukn moMemaercss Ha BEPXHEM TIONE
OnaHka JIOKyMeHTa Ha paccTosaHuu 10 MM OT BEpPXHEro Kpasi JINCTa, 3aXBaThiBas
4acTh paboYEil 30HbI JOKYMEHTA, LICHTPOBAHHO HAaJA peKBU3UTaMu Mapuu.

2.29. Kox dbopmbl TOKyMeHTa TTPOCTaBAeTCA HAa YHN(PUIIHPOBAHHBIX hopMax
AOKYMEHTOB B COOTBeTCTBUM ¢  OOluepoccuiickuMm  kaaccudukaropom
ynpasieHdeckod mokymeHTaunun (OKVY) wnnu nokanmsHBIM  KITaccH(PUKATOPOM,
pacrnojiaraeTcsi B MPaBOM BEPXHEM YIJy padouero nojis JOKYMEHTa, COCTOUT W3
cios «@opma no (HauMeHoBaHue knaccupukaTopa)» U LUppoBOro Koaa.

2.30. HawmenoBanme M»3pun  Ha  O;maHKe  JAOKYMEHTA  JIOMKHO
COOTBETCTBOBATh HAUMEHOBAHWIO KOPUAMYECKOro Jinna B yctaBe Mpspum. Ha
OnaHKaXx AOKYMCHTOB  YKa3blBacTCsd IMOJHOEC  O(PMLMATILHOC HAUMEHOBAHUC
IOPUANYECKOTO JIMLIA C YKa3aHWEM €ro OpraHW3alHOHHO-TIPaBOBOH (HOPMBI, HaZ
HanMeHoBaHHeM M»3pHH yKa3biBA€TCA HAMMEHOBAHUWE BbIIIECTOAILEH OPraHU3allu,
MOA HAMMEHOBaHUWEM Mbspuu B cKkOOKaX YKa3blBa€TCA COKPALLEHHOE HAUMEHOBAHUE
Mbspun, npeayCMOTPEHHOE YCTABOM.

2.31. HaumeHoBaHKE CTPYKTYPHOrO NoApa3acicHus (B TOM uucae unuana,
OT/IEJIEHUs, MPEJACTABUTENIbCTBA, KOJUIErHaJbHOrO, COBEIATEIbHOTO WM HHOrO
OopraHa) yKa3blBacTcs B OnaHkKax NUCEM U ONaHKaX KOHKPETHbIX BUAOB AOKYMEHTOB,
W3JABAEMBIX  COOTBETCTBYIOIIUMH  TOAPA3AEIEHUAMHA B COOTBETCTBHH €
JIOKaJIbHBIMM ~ HOPMATUBHBLIMM ~ aKTaMW OpraHusaimv. Haja  HavuMeHOBaHHeM
CTPYKTYPHOTO  MOAPA3ACIACHUSA  YKA3blBACTCA HAMMCHOBAHUE Mbdpuu, ubuMm
dvnmmanom,  oTaeneHWeM, — TIPEACTABUTEITBCTBOM,  KOJJIETHANBHBIM  WITH
COBENIATEJIbHBIM OPraHOM JIaHHOE NOAPA3/IETIeHUE SIBIISIETCS.

2.32. HaumeHOBaHUE OOKHOCTM JMLA MCNOJb3YETCA B OJaHKaXx MOUCEM
OOJHKHOCTHBIX JIUL U Pacnojiaraetes noa HauMeHoBanuem Mapuu.

2.33. CnpaBouHbie JilaHHbie 00 M>3puM ykas3biBalOTCS B OJlaHKAX MUCEM W
BKJIFOUAIOT: NOYTOBLIA aapec Mapuu (J0MONHUTENBHO MOKET YKa3blBATbCS aapec
MECTa HAXOXKACHWS OPUANYECKOTO JTHIA, €CTM OH HE COBMAAAeT ¢ TMOYTOBBIM
agpecom); Homep TenedoHa, dakca, afpec >IEKTPOHHOM MOUTHI, CETEBOM ajapec, a
Tak)ke KOJ opranusaunu mo Obmepoccuiickomy kiaccuukaropy NpeanpuATHH 1
opranuzaumii (OKIIO), oCHOBHOW rocynapCTBEHHbIH PErvuCTPALMOHHBIN HOMEp
opranuszauuu (OI'PH) ¥ uaeHTHPUKALMOHHBIA HOMEP HAJOrOMIATENbIIMKA/KOA
TTPUYWHBI TTOCTAHOBKH Ha Hayoroseii yuet (MHH/KTIIT).

B coorserctBuM ¢ noanyHkTamMu B)-3) nyHkta 22 pasaena Il TlpaBun
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NPUHATHIM AIMUHUCTPATUBHO-TEPPUTOPHUANIBHBIM JIENICHUEM.

2.39. I'pud orpanwveHHs mOCTyNa K JOKYMEHTY TPOCTABJIAETCA B TIPaBOM
BEPXHEM  yIJly  [EpBOro  JIMcTa  JOKYMeHTa  (MpoeKkTa  JOKYMEHTa,
CONPOBOAUTEABHONO MUCbMA K AOKYMEHTY) OT TpPaHULbl BEPXHEro NoaAs MOpu
HATHYUN B JOKYMEHTe HWHPOPMALUMW, IOOCTYM K KOTOPOW OTpaHWUWBAETCA B
COOTBETCTBMH C 3aKOHOATeNIbCTBOM Poccuiickoit deaepaunn.

Buabl ucnonb3yeMbiX B Mapud rpuoB OrpaHMUCHMS AOCTYNA AOJKHBI
COOTBETCTBOBATh 3aKOHONATEIBHBIM W WHBIM HOPMATHBHBIM TPABOBBIM aKTaM
Poccuiickoit @eaepauuu v 100%HbI ObITh 3aKPEIJIEHB! B JIOKAJIbHBIX HOPMATHUBHBIX
aktax Mbppuu. ['pud orpanuuenus pnoctyna K HOKYMEHTY (momerka «Jlns
cyxeOHoTo Tonb3oBaHm», Tpu(] «Kommepueckas TaiiHa») MOKET HOTIONHATHCA
HOMEPOM JK3EMIUIApa AOKYMEHTAa W JAPYTMMH CBEJEHHUSIMU B COOTBETCTBUHU C
3aKoHOAaTeNbCTBOM Poccuiickon deaepauuu.

B mokymentax Mppuu, comepKammx — CBEOEHWSA,  COCTABIAIOIMINE
KOMMEPUECKYIO TaiiHy, B cOOTBETCTBUMU ¢ PDeaepanbHbiM 3aKkoHoM oT 29.07.2004
r. No 98-03 «O xommepueckod TaitHe» Hapsmy ¢ TPH(OM YKa3bIBAIOTCA TMOJTHOE
opuMaIbHOe HAUMEHOBAHKWE KOPHUJIMUYECKOTO JIMIA, MECTO €ro HaXOXJACHHUS.
Hanpumep:

Kommepueckas Taiina

Mbpuu HlanuHckoro

["opoackoro nmoceneHus
Yeuenckoit PecnyOnmku

MecTo HaxoKIeHUs

2.40. AgpecarT — pEKBHM3WT, WCMOJb3yEMbI MpU OQOPMIIEHHU JEJIOBBIX
(cnyskeOHbIX) MUCEM, BHYTPEHHUX UH(OPMALMOHHO-CIPABOUHBIX JOKYMEHTOB.

AnpecatoM  OOKYMEHTa  MOKET OBITb  OpPraHuW3anus, CTPYKTYPHOE
noapasaeieHre OpraHu3aliH, T0JXKHOCTHOE WIH (PU3HUECKOE JIULIO.

PekBusur «aapecaty odopmaserca Ha ONaHKE ¢ YIVIOBbIM PACNON0KEHUEM
PEKBU3HTOB — B BEPXHEH MpaBOW 4acTW AOKYMEHTa, Ha ONaHKe ¢ MPOAONBHBIM
pPacnoyio)keHUEeM PEKBH3UTOB — CMpaBa Moj pekBuuTamu OnaHka. CTpOKM
PEKBU3UTA «aapecaTy BbIPaBHUBAIOTCA [0 JICBOMY Kpakd WIM LEHTPYIOTCS
OTHOCHUTEIIBHO CaMOW NTMHHOW CTPOKH.

[Tpu agpecoBaHUM NOKYMEHTA PYKOBOAMTENIO (3aMECTUTENO PYKOBOJAUTENS)
OpraHu3alUyd YKa3blBAalOTCS B JATEAbHOM NAACKEe HAUMEHOBAHUE AO0JKHOCTU
PYKOBOAWTENS (3aMECTUTENS PYKOBOOHUTENS), BKIOUANOLIEE HANMEHOBAHWE
opraHuzaiuu, (pamuiiuio, MHULIMAJBI IOJKHOCTHOrO Jiuia. Hanpumep:

['eHepanbHOMY AUPEKTOPY
ObY «HauMeHOBaHUE OpraHu3aluu»
damumusa U.0.
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[Tpu aapecoBaHuMM MUCbMa B OPraHM3alMI0 YKA3blBACTCS €€ [MOJIHOE WIIM
COKPALICHHOE HAWMEHOBAHNE B UMEHHUTETBHOM TTAAEKeE.

[Tpu anpecoBaHuM JOKYMEHTA B CTPYKTYPHOE MO/ipa3/ielieHUE OpraHu3aluy B
PEKBU3UTE «aapecaTy YKa3blBalOTCA B MMEHUTEAbLHOM NAASKe HAUMEHOBAHUE
OpPTaHW3alUWH, HWKE — HANMEHOBAHNE CTPYKTYPHOTO noapasaeneHusa. Hampumep:

ObY «HauMeHOBaHUE OpraHu3aluu»
(MOUHAHCOBOE YMPABICHUE

[Ipu agpecoBaHMM OUCbMA PYKOBOAUTENAK CTPYKTYPHOTO MNOAPA3ACNCHUA
YKa3bIBAIOTCA B WMEHUTEIBHOM TIaJe)Ke HaWMEHOBAHWE OPraHW3alUHW, HHKE — B
JaTeNbHOM MaJeKe€ HAMMEHOBAHWE JIOJDKHOCTH PYKOBOJMTENS, BKIIOUAKOLICE
HAMMEHOBAHUE CTPYKTYPHOTO NoapasaencHus, pamunuto, uuuuuanst. Hanpumep:

ObY «HaumeHoBaHUE OpraHu3alumn
PykoBoauTenio 10roBopHo-
MPaBOBOTO OTAENA

damunusa 1.0.

[lepen davunueit OOMKHOCTHOTO INHWLA  JOMYCKAaeTCs  yNmoTpeOnATh
COKpAIIIEHHE «T-HY» (FOCMOAMHY), €CJIM aJApecaT MYXUMHA, WM «r-kKe» (rocroxe),
€CITM afgpecar JKeHIIWHA, Harpumep:

r-uy ®amunus 1.0.
r-xe @avunma 1.0.

[lpu pacceinke OOKYMEHTa TPYINIE OpPTraHW3alWii OJHOTO TWIA WIW B
CTPYKTYPHBIE  TMOJPA3/e/ieHUs] OJHOM  OpraHu3alMu, aaApecaT YKa3biBaeTcs
00001enno. Hanpumep:

PykoBogutensam ¢uinanos
ObY «HauMeHOBaHUE OpraHu3aluu»
WIH:

PykoBogutensam ynpaBieHul u
otnenoB ®bY «Haumenosanue
OpraHu3aLuu»

IIpn pacchlike NOKYMEHTA HE BCEM OPraHu3auysM WIH CTPYKTYPHbBIM
MOApPAa3ACACHUAM MNOA PEKBU3UTOM «Aapecar» B CKOOKAaxX yKasblBaeTcA: «(Mo
cnivcky)». Hampumep:

Pykopoautenam ynpapneHuli u
oroenos OBY «Hanmenosanwne
OpraHu3aLn
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(Mo cnucky)

CnUCOK PACChIJIKH COCTABIIAETCS UCIIOJIHUTENIEM.,

Ecau nucbMo HanpasiSeTes B OpraHu3aluio WK JOHKHOCTHOMY JIMLY U A
CBEIICHUA €IllIe PALy OPraHu3auvi WIW JOJDKHOCTHBIX JIWL, OOMmEee KONMWYECTBO
agpecaTtoB HE AOMKHO OblThb 00JICe UeTbIpEX, MPU STOM OCHOBHON ajpecar
yKa3biBaeTCsi TEPBBIM, cloBo «Komws» Tmiepen BTOPBIM, TPETBUM, UYETBEPTHIM
aj[pecaTtaMy He MevaTaercs.

B coctas pexBusuTa «Aapecary» MOXKET BXOAUTh MOUYTOBbLA aapec. DNEMEHTHI
MTOYTOBOTO aIpeca YKA3BIBAIOTCA B MOCIEIOBATENBHOCTH, YCTAHOBIEHHON NMYHKTOM
22 TlpaBun oka3aHUs yCJIYT MOYTOBOH CBSI3M:

a) A FOPUAMYECKOrO NULA — NOAHOE UM COKPALLUEHHOE HAMMEHOBAHUE (IpU
HATHYUN), UTS TPaKIaHWHA — GaMHITHA, UM, OTUECTBO (MTOCTEaHee TIPU HATTMUHN);

0) OaHKOBCKHE PEKBU3UTHI (/11 MOYTOBBIX MEPEBOJOB, HAINPABJISEMbIX
IOPUAUYECKOMY JIULY UK ONPUHUMAEMbIX OT IOPUAMYECKOrO NULA);

B) Ha3BaHHWE YJTUIIBI, HOMEP A0OMa, HOMEP KBAPTHPHI;

I') Ha3BAHME HACEJIEHHOIO MYHKTA;

J1) Ha3BaHUE paiioHa;

€) Ha3BaHMe pecnyOuku, Kpas, 00J1acTH, aBTOHOMHOTO OKpyra (o0nacrtu);

7K) HA3BaHUE CTPaHbl (A1 MEKIAYHAPOAHBIX MOUYTOBbIX OTMPABJICHUINA),

3) TIOYTOBBIN WHIEKC.

[TouToBBIN aapec HE yKa3biBAETCA B JOKYMEHTAaX, HAMpPaB/sieMbIX B BBICIINE
OpraHbl BJIACTH, BLILLECTOALIME OPraHU3aLUU, [OABEAOMCTBEHHbIE OpraHu3auuu u
MOCTOSAHHBIM KOPPECMOHAEHTAaM (32 UCKIOUEHUEM HAMNPaABJICHUS MUCEM YKA3aHHbIM
aapecaraM B KOHBEPTax C OPO3PAaYHbIMU OKHAMM).

[Ipu oTnpaBke MHCBMa TIO MEKTPOHHOW TOUTE WM (PAKCUMHIIBHON CBA3M
(06e3 IOCBUIKM MO MOYTE) MOUTOBBIA aapec He ykasbiBaercs. [Ipu HeoOXoauMOCTH
MOXeET ObITh YKa3aH 3/1eKTPOHHbINA aapec (HoMmep Tenedona/dpakca). Hanpumep:

ObY «HaumeHoBaHUE OpraHu3alumn
DNEKTPOHHBIN anpec

241. T'pud yTBep)KOeHWS IOKyMEHTA TPOCTABIAETCS HAa JOKYMEHTax B
NpaBOM BEPXHEM YNy TME€PBOro JucTa JokymMeHTa. CTPOKM PpeKBHU3MTA
BbIPABHUBAIOTCA NO JICBOMY KPalO WU LEHTPYKOTCA OTHOCUTE/IbHO CaMOM AJIMHHON
CTPOKH.

[Tpn yTBEpkA€HHUU IOKYMEHTA COOCTBEHHOPYUYHOM TOMUCHIO JOKHOCTHOTO
nuua rpud yrBepkaeHUs coctouT u3 cnoBa «Y TBEPXJIAKO», HaumeHoBaHus
JOOJKHOCTH JIWLIA, YTBEPIKAAIOWETO TOKYMEHT, €10 TTOATTHCH, HHULNAIOB, (haMHITHH
v aThl yTBEepxkAeHus. Hanpumep:
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YTBEPX/AIO

Mbsp [anunackoro

T"opoackoro noceneHust
[loanuck N.0O. Gamunus
Jara

[lpu yTBEep)KOeHWM MAOKYMEHTAa PacmopAONTENbHBIM JOKYMEHTOM TpHd
yTBepxkAeHUs coctout w3 cnoa «YTBEPXKJIEH» («YTBEPX/JEHA»,
«YTBEPXJEHbBI» unu « YTBEPX/JEHO»), cornacoBaHHOro ¢ HauMEHOBAHUEM
BHJA YTBEPIKAAEMOTO JOKYMEHTA, HA3BAHWS BUAA PACTIOPAANTENBHOTO JOKYMEHTA B
TBOPUTEJILHOM MAJIEKe, €ro AaThl, Homepa. Hanpumep:

(Pernmament) YTBEPX/JEH
NOCTAaHOBACHUEM
Mbspun annaCcKOTO

T"opoackoro noceneHust
ot 05 ¢eppana 2019 r. Ne 12

UJIn:

(IlpaBuna) YTBEPXEHbI
npukazom Mspuu HlanuHckoro
FOPOACKOro MOCENCHUs
ot 05.02.2019 Ne 13

ITpn yTBEPKAEHMN IOKYMEHTA KOJIJIETHAJIbHBIM, COBELIATEIIbHBIM WJIM UHBIM
OPraHoM, PELICHUA KOTOPOro (PUKCUPYIOTCA B MPOTOKOE, B rpude yTBEpKASHUA
YKa3bIBACTCA, HAWMEHOBAHWE OpPraHa, JaTa W HOMEp MpPOTOKona (B CKOOKax).
Hanpumep:

(TTonoxernne) YTBEPXKJIEHO
CoBeToM 1o NpOTHUBO/IEHCTBHUIO
koppynuuu Mapuu [lanuuckoro
["opoackoro nocenenns
(npotokos ot 11.01.2019 Ne 1)

2.42. 3aronoBOK K TEKCTy — KpaTkoe CcoAep’kaHue AOKyMeHTa. Ecnm
3aroJIOBOK K TEKCTY OTBEYAET HAa BOMPOC «O ueM?», OH HauuHaeTcs ¢ npeaiora «O»
(«O06»). Ecnm 3aroioBok K TEKCTY OTBEYAET Ha BOTPOC «UETO?», OH COCTaBIAET
OJIHO 1LIEJIO€ C HAa3BaHWEM BUJA AOKyMeHTa. Hanpumep:

npukas (0 uém?) 0 cO34aHUM aTTECTALMOHHONW KOMUCCUU

micbMo (0 uém?) 0 TIpeoCTaBIeHUH HH(OPMAITHN

aKkT (uero?) mpuema-nepeaayu ael
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MPOTOKOJI (uero?) 3ace1aHust IKCNEPTHON KOMUCCUH

3aromoBoK K TEeKCTY odopmiseTcd oA PeKBH3WTaMH OnaHKa cieBa, OT
rpaHuULIbl JIEBOTO MOJIS.

2.43. TekcT [OOKYMEHTa COCTaB/IAE€TCA HAa [OCYJAaPCTBEHHOM  A3bIKE
Poccwniickoit degepaunu W TOCYIapCTBEHHBIX fA3bIKax YeueHckod Pecnybnmwky B
cootBeTcTBMM co ctaThsaMu 12, 13 3akona UP ot 25.04.2007 r. Ne 16-P3.

TexeT NOKYMEHTA AOMKEH ObITh COCTABAEH FPAaMOTHO, SICHO, NOHATHO U MO
BO3MOYKHOCTH KpaTKo. TEKCT AOKYMEHTAa AOKEH COAEpXkaTb OOCTOBEPHYIO W
aKTyallbHYIO HHMOPMAIMID, JOCTATOUHYKO JJIsi MPUHSATUS PEIIEHWH WM HX
UCIOJHEHUSA, HE NO/DKEH AOMYCKATh Pa3MUHbIX TOJIKOBAHUM.

B Tekcte mOKyMeHTa, MOATOTOBIEHHOM HAa OCHOBAHWH 3aKOHOJATENBHBIX WITH
MHbIX HOPMATHUBHBIX MPABOBbIX AaKTOB, pPaHEe W3IAHHBIX PACMOPSIIUTETBHbIX
NOKYMEHTOB, YKa3blBAOTCA UX PEKBU3UTHL:

HaWMEHOBaHWE MOKYMEHTa, HaNMEHOBAHWE OpraHa BJacTH (OpraHW3alvn),
v3AaBLIErO(€H) JOKYMEHT, JaTa JOKYMEHTA, PErMCTPALMOHHbIA HOMEP JOKYMEHTA,
3aronoBOK K TEKCTY,

HaUMEHOBAHUE OPraHu3allu MWK JIOJKHOCTHOTO JIMLA, YTBEP/MUBIIETO
NOKYMEHT, JaTa YTBEPKACHUA JOKYMEHTA.

TexeT HDOKyMEHTa MOXET COAEpXaThb pas3densl, TOAPA3AETBI, MYHKTHI,
NOJNYHKThI, HyMepyeMbie apadCkuMu udpamu. YpoBHel pyOpukaliu TEKCTa HE
AOJKHO ObITb 00/IE€ YEThIPEX.

TexcT nOKYMeHTa U3naraercs:

B NPUKA3ax, M3JIaHHbIX €JMHOJIMUHO, — OT MEPBOro JiMlA €JMHCTBEHHOTO
yucna («... 1 p U K a3 bl B a 10»),

B MPUKa3axX, W3JaHHBIX COBMECTHO JBYMs WM 00Jiee OpraHu3auusMH, — OT
MEPBOro JIMLA MHOKECTBEHHOIO UUCA (... TP UK a3 bl Ba¢€ M»),

B TIOCTAHOBJIGHUSIX, W3/IaHHbBIX OT WMEHM M»3puM, - OT TpeTbero Jiuila
€AUHCTBEHHOrO UMC/A («... 1OCTAH OB 4 € T»);

B TPOTOKONAX 3aCE€NaHWM — OT TPETBErO ITMLA MHOXKECTBEHHOTO 4YHCIa
(«CIIYITAJIA», « BBICTYTINIINY, «[TOCTAHOBWJINY unn «PEIITUIINY);

B ACAOBBLIX MUCbMaX, oopMieHHbix HA OnaHkax Mapuu, — OT NepBOro JauLa
MHO’KECTBEHHOTO YHCIa (TTPOCHM, HANPaBIsieM, TIPeUiaraeM) WM OT TPETHETO JINLA
€/IMHCTBEHHOro uuciaa («Mpdpua [IanuHCKOro ropoaCcKoro MoOCEIEeHUs HE
BO3PAXKAET...», «IM3pUs CUUTAET BOZBMOXKHBIM...»);

B JEJIOBBIX MHUChbMaX, OPOPMIIEHHBIX Ha JOJKHOCTHBIX ONaHKax, — OT TIEPBOTO
JIMLA €IMHCTBEHHOTO YKCha («IMpoLy...», «IIpeara...»);

B AOKNAAHbIX M CAYKEOHBIX 3aMUcKax, 3af4BACHUAX — OT MEPBOrO JULA
€IWHCTBEHHOTO YHCIa («IMPOIY...», «CUHTAI0 HEOOXOANUMBIM...»);

B JIOKYMEHTaX, YycTaHaejuBawlux ¢yHkuun (00s13aHHOCTH), MpaBa U
OTBETCTBEHHOCTh  CTPYKTYPHBIX TIOJApa3deieHnH, pabOTHUKOB  (TTOJIOKEHHE,
MHCTPYKLIMSI), a TaKK€ COJepXkalllMX ONMUCAHUE CcuTyaluil, aHaiu3 ¢aKkToB U
BbIBOAbI (aKT, CIPABKA), UCNOAb3YETCA (JOpMa U3NOKEHUSA TEKCTA OT TPETHErO ML
€OVWHCTBEHHOTO WIIH MHOXECTBEHHOTO uWcna («crneunamuct  (paboTHHKH)
OCYIIECTBJISIET QYHKIMU...», KKOMUCCHUSI MPOBEJIA MPOBEPKY...»).
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[Tpn noarotoBke T€KCTa JOKYMEHTA CleAyeT COOMOAATh TPABUJIA HAITMCAHUS
opUUMATBHBIX HANMEHOBAHWH, TUCIIUTEbHBIX H €TUHUL N3MEPEHHS.

B Tekcrax nokymeHTOB ynoTpebnaroTrca oOuenpuHsaTeie ad0peBuatrypbl U
rpaduuecKue COKpaLLCHUS.

[Ipn ykazanum B TekcTe PaMHUITHN JTHI[A MHULIHAJIBI CTaBATCS Tocie paMuITnH.

B nenoBbix (Ci1y:xe0HBIX) MMCbMaX UCMOJIb3YIOTCA:

BCTYNUTENbHOE O0paLLEHUE:

Yeaxkaembiit rocnoau [Ipeacenaress!
YBaxkaeMblii rocnogud MunucTp!
YBakaemsrii rocioauH Visanos!
VYakaemas rocnosxa Ilerposa!
Yeaxkaembliii MBau IletpoBuu!
YBaxxkaemas Anna Hukomaepna!
YBakaembi¢ rocnoaa’

3aKJIFOUMTENIbHAS ATUKETHAs (hpa3a: «C yBaKEHUEM, ...».

HaumeHoBaHue AOMKHOCTU B OOpalUCHUM MUIUETCA C MPONUCHOH OYKBbI, B
obpatenny o (paMuINM WHALIHATB WA HE YKa3bIBAIOTCH.

244, OrmeTrka O TNOPWIOKEHUH COJEPXKUT CBEICHUA O JOKYMEHTE
(IOKyMEHTax), DNpUIaraeMoM K  CONPOBOAUTEAbHOMY  [UCbMY,  HHOMY
WH(OPMALMOHHO-CTIPABOYHOMY JOKYMEHTY, WIIH O TOM, YTO NOKYMEHT SIBJIAETCA
NPUJIOKEHUEM K OCHOBHOMY JIOKYMEHTY (HOPMATHBHOMY, PAcCNOPSAUTE/IbHOMY HIIH
HHOMY).

B comnpoBoauTenbHbIX MHUCbMAx W JAPYrux HHGOPMALMOHHO-CIIPABOUHBIX
AOKYMEHTAX OTMETKA O MNPUIOKECHUU O(OPMIAETCA MOA TEKCTOM OT TPaHULbl
JIEBOTO TOJIS CIEAYIOIMIUM 00pa3oM:

€CJIM NPUJIOKECHUE HA3BAHO B TEKCTE:

[Tpunoxenue: Ha 2 1. B | 3K3.
€CJTM TIPHITO’KEHHE HEe HA3BaHO B TEKCTE WITH €CITH TIPUITOKEHUH HECKOTBKO!
[Ipunoxenue: 1. [Tonoxenue o koMuccuu... Ha 5 1. B 1 ok3.
2. CrpaBKa 0 KagpOBOM COCTaBE YTIPABIEHNA PETHOHATBHOTO
kpeauToBaHus Ha 2 1. B 1 k3.
€CM NPUIOKEHUE (MPUI0KEHUA) COPOLLIIOPOBAHO(b1):
[TpunoxeHnue: B 2 3K3.

[TpunoxeHue: oTueT 06 OCHOBHOM NESTEILHOCTH B 2 3K3.

€CITM  JTOKYMEHT, ABJSIOWWHCS TIPUNO)KEHUEM, WMEET TIPHIOKEHHUS ¢
CaMOCTOATE/IbHOW HyMepallieil CTpaHuL;
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[Tpunoxenue: norosop okazanus ycayr ot 05.09.2018 Ne 32-17/72 v npusoxkeHus
K HEMY, BCEro Ha 7 J1.

€CIM [OMCbMO HAMpaBIAETCA HECKONbKUM  ajapecaTaMm, a J0KYMEHT-
MPWIIOKEHNE TOTBKO MEPBOMY aapecary:

[lpunoxeuue: Ha 3 1. B 1 5K3. TONLKO B MEPBLIA aapec.

CCJIn MPUWITOKCHUCM  ABJIAKOTCA AOKYMCHTBI, 3allMCAHHBIC Ha (])n3nqecm/1
000CO0AEHHBIA 1EKTPOHHbIA HOCUTEb:

[Tpunoxenune: DVD-R B | 3k3.

[Ipu »TOM Ha BKIamsllle (KOHBEPTE), B KOTOPBIN TOMELIAeTCs HOCHTEND,
YKa3bIBAKOTCS HAMMEHOBAHUA AOKYMEHTOB, 3alUCaHHbIX HA HOCUTEIb, UMEHA
(aiinos, o6vem B GaliTax.

B pacnopsautenbHbix  JOKyMeHTax  (MpuKazax,  pacrnopsnKeHUSX
MOCTAHOBJICHUAX), AOTOBOPAX, MOJIOKCHUAX, MPAaBWIAX, MHCTPYKLMAX U APYTUX
JOKYMEHTaX OTMETKA O MPUIIOKEHHH O(pOPMITSETCS CEAYIONM o0pazom:

B TEKCTE JOKYMEHTA MPH NMEPBOM YNOMHWHAHWUW JOKYMEHTA-MPHJIOKEHHUS B
CkOOKax ykas3blBaeTcs: .. (OPUIOKEHHUE) unM ... (mpunoxkenue 1), (mpunokeHUe
Ne 1);

Ha TMEPBOM JIUCTE JOKYMEHTA-NMPWJIOXKEHHS B TIPABOM BEPXHEM Yy
YKa3bIBACTCA:

[Ipunosxenue Ne 2

k npukaszy Mapuu HlanuHckoro
FOPOACKOro NocesieHusa

ot 15.01.2019 Ne 5

Ecau npunoskeHUeM K pacnopaaUTE/IbHOMY AOKYMEHTY SIBJAACTCS JIOKaabHbIH
HOPMATHBHBIH  aKT  HWJIH  WHOW  OOKYMEHT,  YTBEP)KOAEMBIH  OAHHBIM
pacrnopsiIUTE/IbHbIM JIOKYMEHTOM, Ha MEPBOM JIMCTE MPUJIOKEHHUS MPOCTABJISAETCS
OTMETKA O OPUI0KEHUU (0€3 CChUIKM HA PacloOpAAMTENbHBbIH AOKYMEHT) U rpud
YTBEPIKIAEHNA, B KOTOPOM YKA3BIBAIOTCA JAHHBIE PACTIOPAAWTENBHOTO NOKYMEHTA,
KOTOPbIM YTBEPK/IEH JIOKYMEHT-NpUIokeHne. Hanpumep:

[Ipunoxenue Ne 1

YTBEPXJIEHO
[TocTanoBneanem M»apun
[[TanuHCKOro ropoacKoro

NnoceneHua
ot 18.01.2019 Ne 10
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245, Tpud cornacoBaHusi NMPOCTABIAETCS HA JIOKYMEHTE B Clyyae €ro
BHEIIHETO  COTJIACOBaHWA  (CornmacoBaHWE ¢  OpraHaMW  BNAcTH, WHBIMH
OpPraHU3aLUSIMH, JIOJHKHOCTHBIMU JIMLAMH).

['pud cornacoaHus B 3aBUCUMOCTU OT BHJA AOKYMEHTa U OCOOCHHOCTEH €ro
0OPMITEHHA MOYKET TIPOCTABIIATHCA:

Ha MEPBOM JINCTE JIOKYMEHTA (€C/IM JOKYMEHT UMEET TUTYJIbHbINI JIUCT, — HA
TUTYJIbHOM JIMCTE) B JICBOM BEPXHEM YIJIy HA YPOBHE rpuda YTBEPKACHUA UM MOA
HaNMEHOBaHWEM JOKYMEHTA OIIKe K HWKHEMY TIOJTIO);

Ha MOCJIEIHEM JIUCTE JIOKYMEHTA MO/ TEKCTOM;

Ha JIUCTE COrIaCOBaHUA, ABAIOLLEMCA HEOTHEMIEMON YaCThO JOKYMEHTA.

I'puch cormacoBanmsi coctout m3 ciopa «COIJIACOBAHO», momxHOCTH
TV, ¢ KOTOPBIM COTJIACOBAH JOKYMEHT (BKJIHOUasi HAMMEHOBAHUE OPraHU3aIvu),
€ro COOCTBEHHOPYYHOW NOANMCH, MHULMANIOB, (haMUIMM, AaTbl COIJIACOBAHMUA.
Hanpumep:

COI'TACOBAHO

Mp>p [anuHCckoro
['opoackoro noceneHus
[Togmmice 1.0O. damunms
Jlata

Ecnm cornmacoBanmne OCyIECTBIAETCS KONIETHANBHBIM, COBEIIATETBHBIM HITH
MHBIM OpraHoMm, B rpude COrjacoBaHWsl YKa3blBAKOTCS CBEACHUS 00 opraHe,
COINIACOBABLLEM AOKYMEHT, AaT€ U HOMEPE MPOTOKOJA, B KOTOPOM 3a(pUKCUPOBAHO
pelieHre o corjacoBaHuu. Ecian  cornacoBaHue OCYLLUECTBIISETCS [MMCbMOM,
YKa3blBAKOTCA BMJA JAOKYMEHTA, HAUMEHOBAHME OpraHu3aluM, COIVIAaCOBaBLUECH
JIOKYMEHT, Jilata U HoMep nucbMa. Hanpumep:

COI'NTACOBAHO
OKCNEPTHO-MPOBEPOUHOH KOMUCCHEH
(OIIK) npu ApXUBHOM yIpaBASHUU

[IpaBuTenscTBa UeueHncko PecryOnnkn
(npotokon ot 25.02.2019 Ne 2)

COI'JTACOBAHO
nucbmMoM ObY «HaumeHoBanue opranuzaumun
ot 28.01.2019 Ne 16

2.46. BHyTpeHHee cornacoBaHue A0KymeHTa odopmisieTcs BuU3oH. Busa
BBIPQKAET MHEHHWE JIMLA, BHW3WPYIOLIETO TPOEKT MJOKYMEHTA, W BKIIOYACT!
JIOJDKHOCTh JIMIQ, BU3HUPYIOIIErO AOKYMEHT, MOJINWUCH, PACIIM(pPOBKY MOJINUCH
(uHMUMANbL, (PaMUINIO) U AATy BU3MpOBaHuA. Hanpumep:

HauayibHuK 1opuanyeckoro otaena
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Ha xonmmsax MHOTOCTPAHWYHBIX TOKYMEHTOB OTMETKA O 3aBEPEHWH KOIMHH
NPOCTABJISETCA HA KAX0M JIUCTE JJOKYMEHTA WJIM HA TIOC/IEIHEM JIMCTE MPOLIMTOrO
WM CKPEMICHHONO HHLIM OOpa3oM MOOKYMEHTA. 3aluchb O MECTE HaxXOKACHUS
MOATHHHWKA MPOCTABIIAETCA TOJIBKO HA MOCIEAHEM JINCTE AOKYMEHTA.

JUist 3aBepeHUst KOMUKU JIOKYMEHTA, U3rOTOBJIEHHON Ha OYMa)XHOM HOCHTEJIE,
MOXET UCI0Nb30BATLCA LUTAMIL.

Komunu >meKTpOHHBIX AOKYMEHTOB, HANpaBIsSEMBIX 10 HHPOPMALHOHHO-
TEJIEKOMMYHHUKALIMOHHOW CEeTH, 3aBEPSIOTCS 3JIeKTPOHHOH moanuchr M»ipa unu
WHOIO  YIOOAHOMOYEHHOrO MM  JIMUA U BbICBUIAKOTCA — NOJYYaTENO  C
COTIPOBOIUTENBHBIM TMTUCHMOM B (JOPME TIEKTPOHHOTO TOKYMEHTA.

Konuu 3neKkTpoHHBIX TOKYMEHTOB Ha (hHU3UUEeCKH 000COOJEHHBIX HOCHUTEISAX
BbICHLIAIOTCA MOAYYATEN0 C COMNPOBOAMUTENbHBIM MUCBMOM Ha OyMaXXHOM
HOCHUTENE.

B compoBoAUTENbHOM OUCBME K KOMUSAM  DJACKTPOHHbIX JAOKYMEHTOB
YKa3bIBaeTCH:

HauMEHOBaHUE€  HWH(MOPMALIMOHHOH  CUCTEMbI, B  KOTOPOH  XPaHATCS
AOKYMEHTbI;

HAWMEHOBAHNA JOKYMEHTOB, KOMTHHA KOTOPBIX HAMPABIAIOTCS MOIYJYATENIO,

Ha3BaHus (haiIoOB JOKYMEHTOB C ykazaHuem copmaros daiioB u obbema
Kaxaoro (aiina B OaiTax;

JlaTa U3TOTOBJIEHUS W 3aBEPEHUS KOTIHH.

[Tpn 3TOM Ha puznuecku 000COOIEHHOM HOCHUTEJIE HECMbIBAEMbIM MAPKEPOM
ykasbiBaeTea: «llpunoxenue k nucbmy oT (nara) Ne ... ».

Konusi 35ekTpoHHOro JOKyMEHTa, MPe/CTaB/ieHHAas B BHJE JIOKYMEHTAa Ha
OYMa)XHOM HOCUTEJIC, 3aBEpPACTCS B MNOPSAAKE, YCTAHOBJACHHOM HACTOALICH
HWHCcTpyKUmMen a1 3aBEpPEeHMsl KOMUH JOKYMEHTOB Ha OyMaXXHOM HOCHTENE, C
yKa3aHUEM, B KaKOi MH(POPMALIMOHHON CUCTEME XPAHUTCA NCKTPOHHbBIA AOKYMEHT.

2.52. OtMeTKa O TOCTYIUICHWW OOKYMEHTA CIYXXWT I8 TOATBEPKACHHA
(hakTa moctynieHus AOKymMeHTa B Mp3pHI0 M BKIKOYAET JaTy MOCTYIJICHUS U
BXOAALIMA PErUCTPALMOHHbIA HOMEP AokyMeHTa. [Ipy HE0OX0AUMOCTH OTMETKA O
MOCTYTUIEHWH MOJKET JOTMOIHATHCS YKa3aHWEM BPEMEHH MOCTYIUIEHUA JOKYMEHTA B
yacax U MUHYTax M cnocoda JOCTaBKU JOKYMEHTA.

OTMeTKa O MOCTYIJICHUM AOKYMEHTA MOXET OPOCTABIATHCA € MOMOLLBIO
LITaMTIIA.

2.53. Pezononus JIOJIKHA COJIEPXKATh YKA3aHUE TI0 UCMOJIHEHHUIO JIOKYMEHTA.
Pesontouus odopmnsercs Ha cBOOOAHOM MecTe pabouero mons JOKYMEHTA, Ha
ONmaHKe pPE3OMOUMH WM BHOCHUTCA HEMOCPEACTBEHHO B CUCTEMY 3NEKTPOHHOTO
JIOKYMEHTOO00pOTA.

Peszomouna gomkHa BKITIOYATh: (PAMWUIHIO, WHWLWAIBI  WCTTOJTHUTENS
(ucnonHUTENEH), MOPYUEHUE 10 TOKYMEHTY (KOHKPETHOE 33JlaHKue M0 UCTIOJIHEHUIO
AOKYMEHTa unu  (OPMYIMPOBKA LEAM  PAaCCMOTPEHUS  AOKYMEHTA), MOpu
HEOOXOINMOCTH - CPOK WCTIOTTHEHUA, MOANKCH JINLA, BEIHECIIETO PE3OMOUNIO, JATy
PE30IOLNMN!
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3.14. JIHA BctynaeT B cuJly B CPOK, YKa3aHHbIH B MpUKa3e (PacnopsKeHUH,
TTOCTAHOBJIEHNN ), KOTOPHIM yTBepkaeH JIHA, v ¢ mater yreepxaenns JIHA.

3.15. PacnopsaautenbHbie 1OKYMEHTH M3puu u3aaroTcs B hopMe Npukasos,
pPacnopsyKEHUI U NOCTAHOBACHUHU (mpusioxkeHue NeNe 6-8).

[Tpukassl n3maroTcs B UENAX O(POPMICHNS PELICHWH:

HOPMAaTUBHOIO Xxapaktepa (ecnu npukazoMm yreepxkaaercs JIHA wnu
OPUHUMAETCS PELUCHUE OPraHU3alMOHHOIO XapakTepa, Hampumep, nOpukas o0
YTBEPXKACHUH CTPYKTYPHI ¥ IITATHON YHCIIEHHOCTH M3pun);,

OpPraHW3allMOHHOTO, AJAMWHUCTPATHBHOIO, B TOM 4YMCJI€ OMEPATHBHOTO
XapakTepa o BOMPOCaM OCHOBHOMN AEATENbHOCTU Mbapuu.

3.16. [1poekTsl MPUKa30B MO OCHOBHOW AEATETBHOCTH TOTOBAT CTPYKTYPHBIE
nojapasjaeneHuss AJIMUHUCTPALIMM HAa OCHOBAHUM MOPYUYEHUI PYKOBOJACTBA JIUOO B
MHULMATUBHOM Nopsaake. OTBETCTBEHHOCTb 3a KAUECTBEHHYIO MNOATOTOBKY MPOEKTA
NpHKa3a, COTJIACOBaHWE W TIPABWIIBHOE O(POPMIIEHHE TIPOEKTA HECET PYKOBOINTEIND
[OApa3AeieHusa, KOTOPbIA [OTOBUT MPOCKT MOpHUKasa U MOPEACTaBaAeT €ro Ha
TTOANHKCH.

3.17. KouTponb 3a nNpaBWIbHOCTHIO OQOPMIIEHHSI MPOEKTOB [PHUKA30B
ocyluectaser O0wui otaen Mapuu.

3.18. Tlpwka3ssl, w3maBaembie B Mp3puH, He TOMKHBI TIPOTHBOPECUYWTH
3akoHO ateNbCTBY  Poccuiicko  Depepaunu, VYceraBy Mbipum, JOKaJIbHBIM
HOPMAaTUBHbIM aKkTaM Mj3puu U paHee U3JaHHbIM NpukazaM Mapuu.

3.19. Ilprukassl MO OCHOBHOW AEATETBHOCTH W3JAKOTCS!

BO MCIMOJIHEHUE HOPMATHUBHbBIX MPABOBbIX AKTOB OPraHOB TrOCYAapCTBEHHOW
(MyHULMNAIbHONI) BAACTH U BbILLICCTOALLMX OpraHu3alluii;

B LEJISIX OCYHIECTBJIEHUS! YNPABJIEHUECKOW JESTENIbHOCTH, BBITEKAMOIIEH W3
dbyHkuuii ¥ 3aaa4 Mopuu.

3.20. Tlpwkazpl MO OCHOBHOH [€ATEIbHOCTH COCTABJISIFOTCA Ha OCHOBE
TLIATEJILHOIO W BCECTOPOHHErO U3YyYEHHs BONPOCOB, TPEOYIOWMX Ppa3pelUCHUs,
qTo0Bl  CcOAEpIKalIMecs B  TPUKa3aX TOPYYEHHA  ObIMM  KOHKPETHBIMM,
00ecrneunBagnuch JOCTATOUHBIMHU MAaTePUAIbHO-TEXHMUECKUMU W (PHHAHCOBBIMU
CpeACTBAaMM U B JaJbHEHLIEM MCKIIOYAIU HEOOXOAUMOCTb KOPPEKTUPOBKU
TMPUHATBIX PEUWIEHWH B CBA3W C HEMONMHOTOW WJIM HemopadOTKOW NPeablayIero
npuKasa.

3.21. [Ipuxasbl Mapuu ohopMafstoTcsa Ha OnaHKe NpuUka3a ¢ UCNOAb30BAHHEM
CIEAYIOIIUX PEKBU3WTOB: Aara JOKYMEHTA, PETUCTPALMOHHBIN HOMEP OOKYMEHTA,
3aroJIOBOK K TEKCTY, TEKCT, MOJANuCh. Jlata U perucTpaldoHHbIi HOMEDP MpUKa3a
MPOCTaBAAIOTCS NOCAE NOANUCAHUA MpUKa3a Mapom.

3.22. 3aronoBOK K MpHWKa3y NeyaTaeTca 4epe3 OAWH MEKCTPOUHBIH WHTEPBAI
NnoJ pEeKBU3UTaMu OJIaHKa CJieBa OT TpPaHULbl JIEBOTO Mojis. Touka B KOHLE
3arofloBKa He CTaBUTCA. 3arofIOBOK K TMPHKa3y (hOPMYIUPYETCA C TIPEATIOTOM «O¥»
(«00»), KpaTKO U TOYHO OTpPa)as COAEP)KaHUe TeKCcTa npukasza. Hanpuwmep:

O06 yTBepxkaeHnyn MHCTpYKUNAW 11O AENONPON3BOACTBY;
O nopsake (MHAHCUPOBAHUS PEKJIAMHON KaMTIaHWH,
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O co3aHNM IKCMIEPTHONH KOMUCCHH.

3.23. TekcT npukaza COCTOMT M3 JABYX uacTeil: 000cHOBaHUA (mpeaMOyIibl) U
pacnopsaauTenbHOW yacTu. B 060CHOBaHMM YKA3bIBACTCS OCHOBAHWE, NPUUYMHA WU
LeNb U3nanus JokymeHTa. Hanpumep:

B coorBeTcTBUM ¢ npuUKa3zoM  MUHUCTEpPCTBA CBSA3M M MACCOBbIX
KoMMmyHHKauwit ot 25 gexadbps 2014 r. Ne 1494 «O06 yreepxxaennn [IpaBun oomeHa
JIOKYME@HTaMH B JJIGKTPOHHOM BWJE TNpPU OpraHu3aluu UHEGOPMAIMOHHOIO
B3aUMOJCUCTBUA. ..

B uensax opranmszaunn W TIPOBEAEHWS PabOTHI MO 3KCMEPTH3E LEHHOCTH
JIOKYMEHTOB, 00pa3yrolIMXCs B AeATe/IbHOCTH Mapuu, oTOOPY MX /ISl epeaayd Ha
APXUBHOE XPAHEHUE U K YHUUTOKECHHUIO ...

3.24.  PacnopaautenbHas ~— 4acTb  MpUKa3sa  HAUMHACTCA  CJIOBOM
«TPUKAaA3BIBAa», KOTOPOE MNEeHaTaeTcs CTPOUYHBIMU OYKBAMHW BPA3PAAKY W
MocJie KOTOPOro CTaBUTCS JIBOETOUUE.

PacnopaautensHan yacTb MOKET COACPIKATD!

peIIeHnA OPTaHU3aUNOHHOTO Xapakrepa (YyTBEPAWTD, cO31aThb,
npeoOpa3oBaTh, JIMKBUAUPOBATh, NPU3HATb YTPATHUBILUM CHITY);

KOHKPETHbIE MOPYYEHUA C YKA3aHUEM MCIOJHUTENA (MCMIONHUTENCH) U
CPOKOB WX BBITIOITHEHHA.

3.25. Kaxnoe peueHue (nopyueHue) odopMisieTcss B MNPHUKa3e Kak
OTAe/bHbLIA OyHKT. [lyHKTbI nNpukasa pacnojaraioTca B JIOTMKO-BPEMEHHOMN
NOCJAEA0BATeIbHOCTH M HYMEPYKTCs apabckumu nudpamu. Eciu mopyueHue
AACTCA KOHKPETHOMY MOAPA3ACICHUIO, €r0 HAMMCHOBAHUE MULLIETCA MOJHOCTbIO, B
ckoOKkax ykaszblBalOTCA (haMUIMS W WHULIMATIBI PYKOBOJMWTEJNS MMOJAPA3/IEIEHHUS B
MMEHUTEbHOM naaexe. Hanpumep:

B uenax opraHuszaumMm... n p M K a3 bl B A 10!
1. Obwemy otaeny (®amuaua KM.0.) x 01.02.2019 noarotoButs u
MPEeACTABUTH HA YTBEPXKACHNE TIaH padoTsl... Ha 2019 roa.

Ecnu nopyueHue AaeTcsi KOHKPETHOMY HWCHOJHUTENO, €r0 AOIKHOCTh U
(ammnns ykazeiBaroTcs 6€3 cko0OK B gaTenbHOM Tageske. Hampumep:

3. [Nlomomanky Mapa — ropuckoHcymbTy Mapun @amummsa U.O. noarotoButs
M NPEJACTaBUTb HA PACCMOTPEHHE U YTBEPIKJAEHHUE NPOEKT ... B cpok a0 28.02.2019.

[TpennucriBaeMoe JIeHCTBUE BbIPAXKAETCS TIJIarojioM B HEOMNPE/IENIeHHOM
dopme. He nonyckaercs ynoTpeOiaTh HCKOHKPETHBIC BIPAKCHUS TUMA «YCUIUTDY,
KYCKOPHTB», «00ECTICYNTD B KpaTYAHIINE CPOKI.

Ecnu oaHomMy uCnosHUTENO HEOOXOJMMO TMOPYUYUTh HECKOJIbKO Pa3HbIX
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33IaHUH C OJTHUM CPOKOM BBITIOJIHEHUSI, OTBETCTBEHHbIH MCMOJIHUTENh U CPOK
VICTIOTHEHWA YKa3blBAalOTCA OAWH pa3 B OCHOBHOM TYHKTE, a TOPYYEHHUA
BBIJICTISIFOTCST B OT/JENbHBIE MOANYHKThI. ECIW y mnopyuyeHuid pa3Hbie CPOKH
UCIOJHEHMS, CPOKU YKA3blBAIOTCA HE B OCHOBHOM IIYHKTE, a B KQyKAOM MOAMNYHKTE.

CpOK HWCNMONTHEHWA MAOKEH OBITh pEATBbHBIM, COOTBETCTBOBATH OO0BEMY
npeanosiaraeMbix padot. [lpy ycTaHOBAEHHWH CpPOKa CJIEYeT YUMTHIBATh BpeMs
NOBEACHUS JOKYMEHTA A0 KOHKPETHbIX UCMIONIHUTEACH.

CpoK WCNONHEHWs B TYHKTaX pacnopsAOWTENB HON 4YacTH TIpUKasa He
YKa3blBAETCsl B CJyYasX, €CJM JIEHCTBUS HOCST PEryJsipHbIA XapakTep U uX
BbIMOJHCHUE MPEANUCHIBACTCA HA BECb MEpUOA AcicTBMA npukasza. KonuuecTro
WCTIONTHUTENIEH TI0  KaKAOMY TYHKTY (MOANYHKTY) HE OTPaHWYHBAETCA.
OTBETCTBEHHbBIH UCTIOJIHUTE/Ib YKa3bIBAETCSI MEPBHIM.

Ecnu npuka3z OTMEHSET NOAHOCTBIO MM YACTHYHO PAHEE U3JAHHbIC
JOKYMEHTBI TIO TOMY JK€ BOTMPOCY, TO B TIPEANOCIEAHEM TIYHKTE TpHKa3a
HEOOXOAUMO UX MEPEUUCIUTh C YKA3aHUEM HAMMEHOBAHUA AOKYMEHTA, €ro AaThl,
HOMepa, 3aronoBka. Hampumep:

4. Ilpu3HaTh YTPAaTUBIUUM CUJY MpUKa3 opraHudzaudu oT 5 aerycta 2017 r.
Ne 175 «O0 yTBep)KIeHUH TIOJIOKEHNAT 00 AIKCMEPTHON KOMUCCHH ... ».

[locneaHuii MyHKT NpuKa3a — OYHKT O KOHTPOJE, B HEM YKa3blBAKOTCSA
OOJKHOCTH JTWLA, OTBETCTBEHHOTO 3a HWCMOMHEHWE OOKYMEHTA B LEJIOM, €ro
tpamunusa v naunmanel. Hanpumep:

5. KoHTposib 32 MCNONIHEHWEM MpHKa3a BO3JaraeTcs Ha 3amectutesia Mbapa
®amunua U.0.

B otaenbHbIX cnydasx Map MOXKET OCTaBUTb KOHTPOJb 3a CO0O0M:
5. KoHTposib 32 UCNONHEHWEM NPUKa3a OCTaBJISK) 3a COOOM.

3.26. He Bxmouaercas B TeKCT Tipuka3za TyHKT «[lpuka3z mosectn mo
CBEJICHHA...).

[loapazaeneHus U AOKHOCTHLIE JIMLA, A0 CBEACHMS KOTOPbIX HEOOXOAUMO
JIOBECTH TIPUKA3, IEPEUHCIAIOTCS B yKa3aTene (JINCTE, CITHCKE) PACCBUTKH, KOTOPBIH
rOTOBUTCS HCIOJIHUTENIEM M MOXeT odopmisiThcsi Ha OOOPOTHOW CTOpPOHE
MOCJIEAHErO JMCTa NpUKa3a.

3.27. B nmpuka3ax He JOMYCKaeTCS:

MU3MEHEHHWE PAHEE YCTAHOBJIEHHbIX CPOKOB BbIMOJIHEHUS 3a/IaHUH B CTOPOHY
VX YBEITNYECHUS,

MPUMEHEHNE MPOU3BOJIbHBIX COKPAIUEHWI WM HMCKa)K€HWE HAUMEHOBAHHH
CTPYKTYPHbIX noapasfeieHuid Mopuu, nNOABCAOMCTBEHHbLIX OpraHu3alMil -
HWCMOJTHUTENEMN,

MPUMEHEHHUE MPOHU3BOJIbHBIX (HE OOIIEMPUHATHIX) TEXHHUYECKUX W JAPYrux
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TEPMHHOB, COKPAILEHHBIX CJIOB U HAMMEHOBAHMA,

3.28. Ilpn Hanwunu TPHUIIOKEHHH B TEKCTE MPUKA3a B COOTBETCTBYIOIMIMX
NYHKTaX PacnoOpPSAMTEIbHON 4acTW JArTCA OTChUIKU. ... (npuioxkeHue Ne 1), ...
(npunoskenue Ne 2); ... «COrnacHO MNPUIOKEHUIO», HA MPUIOKEHUU odopMIseTCs
OTMETKA O MPUIOKEHUN:

[Ipunoxenue Ne 1
K Mapun [lanurHckoro
FOPOJICKOTO TIOCETIEHMS

ot 15.01.2019 Ne 5

N3pnaHue BMecTe C MPUKA30M MPWIOKEHWH, HE YMOMSAHYTbIX B TEKCTE
AOKYMEHTA, HE N0NYCKACTCA.

Ecnmy OKyMEHT, YyTBEPIKIAECHHBIN MPUKA30M, BMOCIEACTBUN ACHCTBYET B BUIAC
CaMOCTOATE/ILHOIO AOKYMEHTA, Ha MEPBOM JIMCTE AOKYMEHTA B BEPXHEM IPaBOM
YTy TPOCTABISAETCS TpUd YTBEP)KICHUSA (TIPH HEOOXOONMOCTH, — C YKa3aHHEM
HOMEPa NPUJIOKEHHUS ), HANPUMED:

(UacTpyxums) YTBEPXJAEHA
npukazom Mspuu [lanuHckoro
FOPOACKOro MOCENCHUs
ot 20.02.2019 Ne 15

3.29. Pacnopsxenus opopMAAIOTCA MO TEM K€ MPaBWIaM, YTO M MPUKa3bl, 32
MCKJIIOYEHUEM TOIO, UYTO B KOHLE npeamOyJibl CTABUTCS JBOETOUYME, MOCIE 4Ero
CAEAYIOT NYHKTHL PacnopsaAMTENbHON yacTu. Hanpumep:

B uenax ucnonnenusa npukaza Mapuu [llanuHcKoro ropoackoro noceaeHus
oT 22 aBrycta 2017 r. «O mpoBEaAECHUH KOHKYpPCa ... »:

I. HauanbHukam otaenor B cpok ao 11 mapra 2019 r. npeacraButh cBou
OPEATIONKEHUS O KaHAUMAATYPaXx ... AJ1S YUacTHUs B KOHKYpCE.

2. ..

PacnopsikeHus MoryT He UMETb npeaMOyJibl.

3.30. TlocTanoBnenus oOPMIIAIOTCS TIO TEM Ke TIPaBWJIaM, UTO W TIPUKA3HI,
32 UCKJIKOUEHHEM TOT0, YTO M3JAKTCS OT MMEHM M’3pHUU U B KOHLE mpeamOyJibl
craButcs cnoBo «I1 O CT A HO BJI A E T», koTopoe neyaracTcs NPONUCHbIMU
OyKBamM¥ Bpa3pAOKy W MOCIE KOTOPOTO CTaBUTCA ABoeToune. Hampumep:

B uensx mpuBeneHWs ONaHKOB OOKYMEHTOB MOApHH... B COOTBETCTBHE C
TpeboBanusimu cratbu 12 3akoHa UeueHckoit Pecnybnuku ot 25 anpens 2007 r. Ne
16-P3 «O sasbikax B Yeuenckod PecnybOnuke» Mbopua LlanuHckoro ropoackoro

noceneanss [IOCTAHOBIAET:
1. BHecTu nameHeHus B nocraHoejeHue Mapuu [IaJMHCKOrO ropojackoro
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HECKOJIbKO JIHEH, YKa3blBaeTCsl Jara Hadaja 3ace/laHusi U uepe3 Tupe — jara
okoHuanws: 12-13 despans 2019 1.

3.37. Tekct npoTokoysa AO/HKEH COCTOSITh W3 JIBYX 4YacTeil: BBOJHOW W
OCHOBHOI. B BBOAHOI uacTM NpoTOKOJa yKasblBalOTCA (haMMNuMu Opeaceaarens
(TpeaceqaTeNbCTBYIOWETO); CeKpeTaps; (paMUINKH YHaCTHWKOB, TIPHUCYTCTBYIOLINX
Ha 3aCe/IaHuu; JINLL, MPUTJIALIEHHbIX HA 3aCelaHKE; OBECTKA JIHA.

Ecau konuuecTBO NpUCYTCTBYIOIIMX HA 3aCeAaHUU NPEBbILIACT 15 uenosek, B
BBOJHOW YacTH TIPOTOKOJA JAENaeTcs CChUTKAa Ha  CIHCOK,  SIBJIAIOLIAHCS
HEOThEMJIEMOM YacThiO MpoTokona. Hampumep:

[lpucyTcTBOBaNH: 25 Wen. (CIMCOK TpUIaraeTcs).

BpoaHas uyacTh MpOTOKOAA 3aKaHUMBACTCA MNOBECTKOM AHA, coaepkawueh
MEPEUeHb  PAcCMATPHUBAEMBIX  BOTIPOCOB, TIEPEUHCIICHHBIX B TMOPSAKE WX
00CY)KACHHS C YKa3aHUEM AOKIAA4YUKA [0 KAKAOMY PacCMaTpPUBAEMOMY BOMPOCY.
Borpockl nosecTkn AHS GOPMYITHPYIOTCA € TIPEIUTOTOM «0» («00»), TIedaTarTes oT
rpaHulibl JIEBOTO MOJIsi U HYMEPYIOTCS apadCKUMU LG pamH,

B ocHOBHO yacTu NpoTokona GUKCUPYETCs X0 3aCeAaHUs.

3.38. [lonHBIi TPOTOKON COAEPIKUT 3aNTUCh TOTO, YTO MPOUCXOANIIO BO BPEMS
3acelaHus, BKJIKOUYAsh BOMPOCH! K JIOKJIAIUUKY, OTBEThl HA HUX, BHICTYIJIGHUS B X0JI€
00Ccy)KAeHHs BONPOCA, PE3YIbTAaThl FOJOCOBAHUS 10 BONPOCY U NPUHATHIE PELLCHUA
(oOpazeu ohopMIeHHS MOJTHOTO TIPOTOKOJIA PUBEAEH B MPUIOKEHHH N¢ 9).

Kparkue nporokonsl (mpuaoxkenue Ne 10) BeayTcss nmpu paccMOTPEeHHH
BOINPOCOB ONEPATUBHOrO XapakTepa U COACPHKAT T€ JKE PEKBU3UTHL, UTO U MOJHLIHA
npoTokoJ 3a uckioueHueM ['epda YeueHnckoit Pecnybnuku. B kpaTtkoM npoTokosie
(dukcupyercsa Tema o0cyxacHUA, paMuIMa AOKIAAUMKA MO BOOPOCY M MPUHATHIC
pelieHusl.

3.39. OcHoBHass 4acTb MOOJAHOrO MPOTOKOAA COCTOMT U3 Pa3acioB,
MOCBSIIIEHHBIX BOTTPOCAM TOBECTKH AHs. XOI PacCMOTPEHHSA KaXKIOTO BOIMpoca
3anucbiBaercs B nocnenosarenbHoctu: CIIYITAIIN — BRICTYTIUIIN — PEITTUITN
(IIOCTAHOBWJIN).

[TocTaHoBneHHe (pelIeHne) B TEKCT MPOTOKONA BHOCHTCA TIONTHOCTBIO B TOH
dbopmynupoBke, koTopas Obljla NPHHATA HA 3ace/aHWM, TPU HEOOXOJUMOCTH
NPUBOAATCA UTOTU FONOCOBAHUA: «3a - ... IPOTUB - ..., BO3ACPIKATIOCH - ...»,

3.40. [TpoTokon 3aceqaHus TIOATTUCHIBAETCA TIpeaceaTenemM
(NpencenaTenbCTBYOMIMM) U CEKPETAPEM 3aceaaHusl, €Clii MHOE HE YCTAHOBJIEHO
JIHA.

3.41. Ilpn Heo6X0ANMOCTH KOMUH TTPOTOKOJIOB WITH BBITTHCKH W3 TTPOTOKOJIOB
PaCChIIATCS 3aMHTEPECOBAHHBIM JIMLAM B JIGKTPOHHOM BHWJE B COOTBETCTBHH C
yKazaTereM pacChIITKH.

B BhinmKucke W3 MPOTOKOJA AOKHBI BOCHPOU3BOJIUTHCS BCE PEKBU3HTHI
3arojlOBOYHOHM 4acTd NPOTOKOJA, BBOAHAA 4acTb, BONPOC MNOBECTKU [HA, MO
KOTOPOMY TOTOBHTCA BBITICKA, W TEKCT, OTPAXKAIOUIMH 0OO0CYyKIACHHWE BOTMpoca H
NPUHATOE PEllIeHHUE,
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He nonyckaercs oTnpaBnaTh ajapecaTtaM MUChbMA, HE HMEIOIUE JaThl U
PETUCTPALMOHHOTO HOMEpA.

3.50. Tlocne moanucaHusi MUCbMA W €ro PErvCTPAlMK AK3EMIUIAP MUChbMA C
BH3aMH 3aMHTCPECOBAHHBIX JIML NOMELIACTCA B ACNO.

3.51. AKTBI COCTaBNAIOTCS HAa OCHOBE YTBEPKICHHBIX OPraHaMHW BIIACTH
yHubUUUpOBaHHBIX (opM wan B cBOOOAHOW (opme B LENX MNOATBEPKICHMS
(paKTOB, CBSA3aHHBIX ¢ ACATEALHOCTbIO Mapuu (mpuoskeHue Ne 12).

3.52. [lpm cocTaBNmeHWH aKTOB HWCIIONB3YIOTCA PEKBU3WTBI. HAWUMEHOBAHWE
OpraHu3allvu, HAaMEHOBAHHUE BU/IA JOKYMEHTA, aata  JOKYMEHTa,
PECUCTPALMOHHBIAA  HOMEP AOKYMEHTA, MECTO COCTABACHUA WM  W3AaHUA
OOKYMEHTA, 3arOJIOBOK K TEKCTY, MOAMHUCH.

3.53. Jlaroii akrta sIBJISieTCS JiaTa COCTaBJIEHWS aKTa W MOIANMKUCAHHST €ro
COCTABUTCIISAMMU.

Ecnm opmoii akTa mpemycMoTpeHO €ro yTBepkaeHue MipoM  WIW WHBIM
YOOJHOMOYEHHbBIM  AOJKHOCTHbIM  JIMLOM, JaTOW akra sBASETCA JAaTa €ro
YTBEPKIACHWA.

3.54. B BBOJIHOM 4aCTH aKTa B UMEHUTEJIbHOM MaJIEKE YKA3hIBAKTCS:

OCHOBAHUE  COCTaBAEHUA  akTa  (JIOKadbHblA ~ HOPMATUBHLIA  AKT;
PaCTOPSATUTEITBHBIN TOKYMEHT Mapun (NMpuKa3, pacmopsikeHHe, NMOCTaAHOBJIEHHE);,
(hakT unm cobbITHE, MOCTYKHUBILIEE OCHOBAHUEM JUIsl COCTABJIEHUS aKTa),

COCTAaBUTEU aKTa (mepeuucnaoTea nocnue cnoa «CoOCTaBICHY ¢ YKAa3aHUEM
OOJDKHOCTEW, HAWMEHOBAHWW  OPraHW3alWW, €CIW  COCTAaBHUTENW  ABJIAIOTCA
Npe/ICTABUTEISIMU APYTrOd opraHu3aiuu, GaMuinid U1 MHULIAAJIOB).

Ecau  akt coctaBaeH KOMUCCUEH, nepBoill  ykasbiBaeTcs  (aMuaus
npejcenaTe s KOMUCCHH, 3aTEM YJIEHOB KOMUCCUH B aji(haBUTHOM MOPS/IKE.

3.55. B TexkcTe axkTa M3naralTca UEAM M 3aJayu  COCTABJCHMS aKTa,
CYIIIHOCTb, XapaKTep, METO/Ibl U CPOKH NMPO/IETaHHONW paboThl, €€ Pe3yJbTaThl.

[Ipn HEOOXOAUMOCTHU aKT MOXKET COACPKATH BbIBOAbI U PEKOMEH JALIUU.,

B 3akmounTensHOM 9acTH akTa yKa3bIBAKOTCS KOJWYECTBO MOATOTOBICHHBIX
3K3EMIUIAPOB aKTa M MECTOHAXOK/JEHHUE Kaxjaoro sk3emmuisipa. KoymuecTso
JK3EMIUIAPOB aKTa ONPEAECNACTCS KOMUMYECTBOM CTOPOH, 3aUHTEPECOBAHHbIX B €r0
COCTaBJIEHWW, WJIW  HOPMATHBHBIMH  TPEOOBAHWAMH, PETIIAMEHTHPYIOIIUMH
COCTaBJICHUE AKTOB KOHKPETHOW Pa3HOBUIHOCTH.

3.56. Dx3emMnuspbl akTa NOANMCHIBAIOTCA BCEMM UIEHAMU KOMUCCUU (€Cau
aKT COCTaBJISAJICA KOMHCCHEN) WIW COCTAaBUTEIAMHW W, TIPH HEOOXOTUMOCTH,
NPUCYTCTBOBABILIUMH JIUIAMH.

[Ipn moanucaHuu akTa NPeACEAATENEM U YICHAMU KOMUCCHU HAUMEHOBAHUA
WX JOJKHOCTEHN HE YKA3BIBAIOTCA.

Ocoboe MHEHHWE COCTaBMTENs aKTa HW3JIaraeTcs Ha OT/AEJIbHOM JIKCTE,
TTOAMUCHIBACTCS W TIPUNIATAETCS K aKTYy.

3.57. Ecnu 3akoHojatenscTBOM Poccuiickoii ®enepaunu npegycMOTPEHO
03HAKOMJIEHUE C COACPIKAHUEM aKTa JIML, YNOMSAHYTHIX B aKTe, NOJA NOAMMCH, HA
MOCIEAHEN CTpPaHWLE aKTa TIPOCTABIAETCA O3HAKOMHUTENbHad Bu3a «C akTom
O3HAKOMJIEH(bI)», MPH 3TOM YKA3bIBAKOTCS HAUMEHOBAHUS JOJLKHOCTEH, JINUHBIE
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NOJANUCH, paciiipoOBKU MOANUCEH, JaThl O3HakoMJjieHWsA. Jluia, KoTopbie
3HAKOMATCA C COAEPIKaHWEM aKTa, UMEIOT NPABO HE COTTIACHUTHCA € COACPIKAHUEM
akTa B 1I€JIOM WIM €ro OTJIeJIbHbIMH [OJIOXKEHUSAMU, YTO JOJKHO ObITh
3a(hPMKCUPOBAHO NPU O3HAKOMJIEHUM C aKTOM.

3.58. HoxmamHas (cmyskeOHas) 3amncKka WCMONB3YeTCs] IJIA OTePaTHBHOTO
MH(GOPMALIMOHHOTO  OOMEHa MEXIAy CTPYKTYPHBIMH  MOJAPA3ACIEHUAMU U
pPyKOBOACTBOM. Pexomenayemble 00pasubl oQOpMIEHUS AOKIAAHON 3alUCKH W
CITY)KEOHOW 3aMnCKW, TOATOTOBJIEHHOW HAa OCHOBE JJIEKTPOHHOrO mmabrmoHa
npuBeneHbl B npuioxkeHun NeNe 13, 14

3.59. OO0a3arenbHbIMU  PEKBU3UTAMU AOKIAJHONH (CAyxeOHOH) 3amUcKu
ABIAIOTCA. HAWMEHOBAHWE CTPYKTYPHOTO TOAPA3ACNCHNd, HANMEHOBAHWE BHIA
JIOKYMEHTa (JIOKJIajHas 3anucka, ciiy>kedHas 3arucka), /lata, 3arojoBOK K TEKCTY,
aJpecar, TEKCT, MOAIMNUCH.

3.60. Tlpn ampecoBaHWHM MOKITAAHBIX (CITY)KeOHBIX) 3aMHACOK YKa3bIBAIOTCS B
AATCAbHOM MAACHKe JOKHOCTD JIMLA, KOTOPOMY aApecOBaH AOKYMEHT, (paMUIM U
vHAUManel. Hanpumep:

Mbpy [anuHckoro
['opoackoro noceneHus
damumusa U.0.

3.61. Jloknamueie  (cyykeOHble)  3aMUCKM  MOTYT  COCTaBJISATHCA,
paccMaTpUBaTbCa U XPAaHUTHCA B TEUEHUE YCTAHOBICHHOIO CPOKA UCKIIHOUUTENbHO
B 37eKTpOHHOM BHaAe B COJI.

[Ipn opranuzaumun padoOThl C JOKJIAAHBIMU (CITYKEOHBIMH) 3aNUCKAMHU B
DIEKTPOHHOM  BUJE HCHOJBL3YIOTCA OJJIEKTPOHHbIC 11A0AOHbL  JOKJIAAHOH U
Cly»KeOHOM 3aMmncoK.

3.62. TekcT aoknaaHoM (CIyKeOHOM ) 3a0UCKK, B 3aBUCUMOCTH OT CJI03KHOCTH
COZIEP)KAHUST M MPUBOJAMMON apryMeHTallih, COCTOUT W3 OJIHOH, JBYX WJIM Tpex
YacTeH:

B TIEPBOW YACTW M3MAraroTcs TPUUWHBI, (PaKThl HITH COOBITHA, TIOCTY/KWBIIHE
MOBOJIOM JIJIsi COCTABJIEHUSI JIOKYMEHTA,;

BO BTOPOM 4aCTU AACTCA AHANU3 CAOKUBLICHCAS CUTYaLUM, BO3MOXKHDLIC
BAPUAHTHI €€ PELICHN;

B TPEThEM YaCTH M3J1araroTCsi BbIBO/IbI.

3.63. Peructpauua AOKIAAHBIX M CHYKEOHbIX 3aMMCOK OCYLUECTBISCTCA B
C3/1, mpu orcyrcteun C3Jl — B CTPYKTYPHOM TOAPA3AENCHWH, TOATOTOBHUBIIEM
JIOKYMEHT.,

3.64. [lenoBbie nmucbMa, HamparaAeMbie 3apyOEKHBIM KOPPECHOHACHTaM (B
TOM YHCIIE ajpecatamM rocymapcTB — ObBmmx pecnyonmuk B coctaBe CCCP),
ohopmisitoTes Ha OnmaHke nucbMa OpraHu3alMM ¢ PEKBU3WTAMKU HAa PYCCKOM M
OJHOM W3 WHOCTPAHHBIX A3BIKOB.

3.65. Tlucbmo, HampaBiisieMOe 3apyOexXKHOMY aJipecary, COCTaBJIsAeTCs Ha
PYCCKOM A3bIKE, NPOXOAUT COIVIACOBAHUE CO BCEMM 3aUHTEPECOBAHHBLIMU JIMLIAMU
OpPTaHW3alUWH, TIOCIIE YEr0 MTUCHhMO MEPEBOANTCA HA OAWH W3 WHOCTPAHHBIX A3BIKOB
(s3bIK azpecara WM aHMJIMACKWEA $3bIK) W odopmisercs Ha OjaHke MHChMA,



34

npeIHa3HAUE€HHOM /I MEPENUCKU ¢ 3apyOeKHbIMH KOPPECTOHAEHTAMM.,

[NogmwaHEWK TMHchbMa, OPOPMIIEHHBIM HA OJHOM W3 WHOCTPAHHBIX A3BIKOB,
JIOJ>KEH ObITh MJIEHTHUEH IO COACPKAHUIO IK3EMIUIAPY HA PYCCKOM SI3bIKE C BU3aAMHU
3aUHTEPECOBAHHbIX JIULI,

3.66. Ha moammce Mapy NpeacTaBastOTCs: IKIEMITIAP MHUCbMA 3apyO0eKHOMY
KOPPECTIOH/IEHTY, OQOpMIIeHHbIH Ha OJlaHKe, KOMWs JIAaHHOTO MUChMA Ha
CTAHAAPTHOM JIUCTE OYMaru ¢ BU30H MCIOIHUTENA, SK3EMILIAP MMCbMa HA PYCCKOM
A3BIKE C BU3aMH 3aWHTEPECOBAHHBIX JTHIL.

3.67. Tlocne moamucanvs nucbmMa M3poM WM MHBIM YIOJHOMOYEHHBIM UM
JIALIOM

3K3EMIUTAP TIHChMA, OOPMIIEHHBIH Ha OnaHke, TOAMWCAHHBIH M»3pom H
3aperucTpupoBaHHblii B O011eM oT/Aese, HanpaBIsIeTCs aapecary,

KOMNMA NUCbMA ¢ BU30H UCMOJHUTENA U SK3EMIUISP NMCbMa, COCTABJICHHbIM Ha
PYCCKOM A3bIKE, C BU3AMH 3aHHTEPECOBAHHBIX JTHI TTOMEWAIOTCSA B IETO.

3.68. Ilucbma, HanpaBnsemble 3apyOeiKHbBIM aapecaraM, AOKHbl HMETh
PEKBU3HTHI: aApecar, 1aTa, PETUCTPALUOHHBIH HOMEP, TEKCT, MMOATIHCH.

[Tpn HeoOxoaumocTH MOTryT O(OPMIISITBCS PEKBH3UTHI  «CCbUIKA HA
PECUCTPALMOHHBIA HOMEP U JATy NOCTYNUBIIErO MUCbMa» U «3arojlOBOK K TEKCTYY.
Ha xormmu nuceMa, moMemaeMon B aemo, AOTIOTHAUTEIBHO TTPOCTABIISETCA OTMETKA
00 UCMIONHUTENIE,

3.69. PexBu3uT «aapecat» oQopMISCTCa cOopaBa MO PSKBU3MTaMM OaHKa.
AnpecaToM TMCbMa MOKET OBITh OPraHU3aLNs WIH KOHKPETHOE JTHLIO.

Ecnu nucemo aapecosaHo opraHu3alMy, cHauajla JaeTcs €€ HaMuMEHOBaHUE,
3aT€M — MOUTOBLIA aApec B MNOCACAOBATEILHOCTA: HOMEP A0OMAa WU 34aHus,
Ha3BaHUWE YJIMIIbl, HA3BaHUE IrOpPO/ia; CTpaHa.

Kaxablii 5neMeHT aapeca nULueTca Ha OTAEIbHON cTpoke. Hassanue ropona,
KaK MPaBUJIO, NMEYATAETCs MPONUCcHbIMU OykBaMu. Hanpumep:

Brook & Son Toymakers
61-71 Steel Street
BRIDGETOWN

BR61 7RE

US.A.

Cnosa Avenue, Street, Place n wHbIe B anpece MHLIYTCS ¢ MPONMCHOW OYKBEI.

[Tpn odopmaeHnn mnouTOBOro aapeca 3apyOekHbIM KOPPECTOH/IEHTaM
MNYHKTYalusi HE OPUMEHACTCS.

[lpn agpecoBannn mucem HEOOXOAWMMO YUHTHIBATH TPAOWLNHW, XapaKTEPHBIC
JUIsl OTJENbHbIX CTpaH (HanpuMmep, B BenukoOpuTaHuK MOCHE yKazaHusl ropojaa
MOXeT ObITh Yka3ano rpagdetso, B CLLIA — Ha3Banue mTara).

Ecnu B HaseaHwm ¢upmbl npucytcTByer (amunus nuna (Hampumep, W.
Edward&Co., Ltd), nepea HasBaHueM (PUPMbI OPUHATO CTABMTbL C/10BO Messrs
(cokpammenre oT Messieurs — rocrmona).

Ecniu  nucemMo  ampecyercs  KOHKPETHOMY  JIMILY, T€peJ  Ha3BaAHHEM
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KOPTIOPAaTUBHOM 3JIEKTPOHHOW TMOYThl W OQOPMIIEHHMS UCIOJIHUTEJIEM JIMCTA
COTJIACOBAHMS C MPUIOKEHNUEM 3IEKTPOHHBIX COOOWICHWH JINL, Yy9acTBOBABIINX B
COTIJIACOBAHWU MPOEKTA JIOKYMEHTA.

4.3. CornacoBaHu¢ NOPOCKTOB AOKYMEHTOB C pa0oTHUKaMu Mbspuu u/unu
OPYTUMH  OPTraHu3auvsaMW OPTraHW3yeT WCMOJIHUTEND TOCNIE COTIACOBAHWA B
paboueM MOpsi/IKE MPOEKTa JIOKYMEHTAa ¢ PYKOBOJUTEEM CTPYKTYPHOro
MOAPAa3ACiCHUss U B COOTBETCTBMU C HacTosAlled WHCTpyKUUEH WM UHbIMU
JTOKAJIbHBIMA HOPMATHBHBIMHM AKTaMH, PETYINPYIOIIUMH TPOLECC COTJIACOBAHUSA
(BU3MPOBAHUA) NPOEKTOB JIOKYMEHTOB.

4.4, IIpoeKTbl AOKYMEHTOB COIIaCylOTCA:

HETOCPEACTBEHHBIM WCMOHUTENEM W PYKOBOAWTENEM MOAPA3ACICHUA-
MCIOJIHUTEJIA,

COMCNOJIHUTENAMU ([IPU UX HATUUUM);,

PYKOBOOWTENSAMU CTPYKTYPHBIX TIOApa3AeneHni, padoTHukamu Mbspuw,
HANpaBACHUSA JEATSNbHOCTU W/UIH (PYHKUMOHANbHbLIE OO0A3aHHOCTH KOTOPbIX
3aTParvBaloTCs B TIPOEKTE JOKYMEHTA W/WIM KOTOPBIE YKa3aHbl B TIPOEKTE
JIOKYME@HTa B KAuyecTBe MCMNOJHUTENeH (B Cllyuae BPEMEHHOIr0 OTCYTCTBHUSA
PYKOBOAMTEAA MOAPA3ACACHUS MPOEKT AOKYMEHTA BMU3UPYET JULO, BPEMEHHO
VCTIONTHATOIIEE €T0 00I3aHHOCTH);

3aMECTUTENISIMU Mb3pa KypUPYIOLLIMMU 3aTPOHYTHIE B TMPOEKTE JIOKYMEHTA
BONPOCHI (€CAM AOKYMEHT NOAMNUCHIBACTCA (yTBEpKaaeTca) Mapom

opuandeckoit cimyxo6ot (mpoektoB JIHA, MpoekToB NPHKA30B);

OO61mM oTaesioM.

[IpoeKTbl AOKYMEHTOB, peanu3auus KOTOpPbIX TpedyeT (PMHAHCOBLIX 3aTparT,
COTJIaCOBBIBAKOTCS ¢ (PMHAHCOBBIM NOAPA3IETEHUEM,

He nonyckaerca HampapiaTb Ha COIAcOBaHUE MPOEKT JOKYMEHTA
OJHOBPEMEHHO  JIBYM uju  Oonee  pabOTHHKaAM  OJIHOrO  CTPYKTYPHOIO
noapasaenacHua. B kauecTBe JUL, COrNAcylOWMX OPOEKT AOKYMEHTA, AOJMKHbI
BBICTYTIATh MPEUMYILLECTBEHHO PYKOBOAWTENH CTPYKTYPHBIX MOAPA3ACITICHUH.

4.5, BHeliHee COIJIaCOBaHME TMPOEKTa JAOKYMEHTA  OCYUIECTBIISAETCS
MOCPEACTBOM HAMPABICHUS MPOEKTA B APYTYIO OPraHU3aluio ¢ CONPOBOAUTEIbHBIM
MACBMOM, B KOTOPOM YKa3bIBAETCA CPOK COTTTACOBAHMA.

Ecnm  opranusanmuy, cornacyrowmme  NpPOeKT  JOKYMEHTA,  SIBJSIOTCSA
yuactHukamu oanod CDJl, cornacoBanue moxkeT ObiTh npoBeaeHo B COJl 0e3
HalpaBlIEHNUs] COTPOBOAWTENBHOTO MHUCBMAa W OOHOBPEMEHHO C BHYTPEHHHM
COTIJIACOBAHUEM.

4.6. Cpoxd cornacoBaHua [OOKYMEHTOB YycTaHaBauparoTcs WHCTpykuuei
W/WIH WHBIMW JIOKAIbHBIMH HOPMATHWBHBIMW aKTaMW B 3aBHCHMOCTH OT BHAA
JOKyMeHTa W o0beMa JAOKyMEHTa, BK/IOYas MNpuiokeHus K Hemy. Cpoku
COTTIACOBAHWS JOKYMEHTOB COCTABIAIOT:

MPOEKTHI JISJIOBBIX (CNykeOHbIX) nucem — 1-3 pabounx aHs;

OPOEKTbl MPUKA30B (PaCNOPANKEHUN, NOCTAHOBACHUI) 0€3 npunokeHui — 1-3
pabounx IHA;

MPOEKThl MPHKA30B (PACMOPSKEHUH, MOCTAHOBJIIEHUH) C MPUIIOKEHUAMHU
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perucTpanus, paccMoTpeHue Ma3pom).

5.2. Llenp oprann3aunn JOKYMEHTOO0OPOTA — 00ECTIEUEHHE CBOEBPEMEHHOTO
NPUHATHUS  YMPABJIEHYECKUX  PElIeHWH M WX  WUCMOJHEHWsA.  3ajaua
AOKYMEHTOO0OOPOTa — OpraHuM3oBaTh [JBWIKCHHUE AOKYMEHTOB MO HAaUMEHEE
KOPOTKOMY TIYTH ¢ MWHWMAJIBHBIMHW 3aTpaTaMW TPyJa W BPEMEHH, B YCIIOBHSIX
JIEKTPOHHOIO  JOKYMEHTOOOOpOoTa — O0ecCneunTh JOCTYN K JIOKYMEHTam
nosib3oBateaam CO/l B COOTBETCTBUM ¢ MPEAOCTABICHHBIMU UM MPABAMMU.

5.3. B ycnouax npumenenns CO/] B M3pUN UCTIONB3YIOTCA JICKTPOHHBIC
JIOKYME@HTbI, 2 TAK)K€ 3JIEKTPOHHbIE KOMUH JOKYMEHTOB, MOJYYEHHbIE B PE3yJIbTaTe
CKAaHUPOBAaHHUA AOKYMEHTOB Ha OyMakHOM Hocutene. JOKyMEHTbl M3puu,
UMEIONINe BPEMEHHBIE CPOKM XpaHeHus (mo 10 JeT BKIFOYHTENBHO) MOTYT
CO3/1aBATLCA, XPAHUTHCS M UCTIOJIb30BATHCS UCKIIIOUHUTEIILHO B (DOPME 3JIEKTPOHHBIX
AOKYMCHTOB.

[lepeueHp OOKYMEHTOB, CO3IABAEMBIX, XPAHWUMBIX W HCMOIB3YEMBIX
UCKIIOUUTEALHO B (DOPME SNECKTPOHHBIX NIOKYMECHTOB, YTBEPXKIACTCA MIPOM.,

5.4. Oprasw3auus OBWKCHWST AOKYMEHTOB B YCIIOBHAX AIEKTPOHHOTO
JIOKYME@HTO000POTa OCYIIECTB/ISIETCSI B COOTBETCTBUU C PErjIaMeHTUPOBAHHBIMHU
mapuipyTamu, paspalartbiBacMbiMu  OO0wum  otaenoM. MaplupyTel  ABUNKEHUS
OpPTaHN3aUNOHHO-PACTTOPSAANTENBHBIX JOKYMEHTOB JOMKHBI OBITH ONTHMAIBHBIMH
Nno 3arpaTaM BPEMEHU, He JIOJDKHbI JO0MYyCKaTh AYONMPYHOIIHUX ONepaiuid u
BO3BPATHLIX JBUIKCHUMN, HE OOYCIOBACHHBIX ASNOBON HEOOXOAUMOCTLIO.

5.5. Opraamsauus ADOKYMEHTOOOOPOTA OCHOBBIBAETCA HA TPHHIMWIAX:
LEHTPAIIN3ALIMK OTIEPALIM MO MPUEMY W OTMPABKE JOKYMEHTOB;

pacnpeaeaeHus AOKYMEHTOB Ha JOKYMEHTOMOTOKU, UMEIOLLME OJMHAKOBbIA
MapLIPyT (MapLIPYTHU3aLUs JIOKYMEHTOB),

OpraHu3aluy OpeABaApPUTEIbHOIO PACCMOTPEHUS BXOAALUMX JOKYMEHTOB,

WCKJIIOUEHUS] BO3BPATHBIX JIBMOKEHWH JIOKyMEHTa, He OOYCJIOBJIEHHBIX
ACJIOBOI HEOOXOAUMOCThIO,

OHOKPATHOCTH PETVCTPALINHA TOKYMEHTOB;

yCTpaHEeHUss HEOOOCHOBAHHBIX COrJIACOBAHUI MPOEKTOB JOKYMEHTOB,

BPEMCHHOM pernaMmeHTauuu onepauuii no o0paboTke, PacCMOTPEHHUIO U
COTJTAaCOBAHWIO JOKYMEHTOB.

5.6. B 1o0kyMeHTOO00POTE M3PUH BBIAEISIOTCS JIOKYMEHTOMOTOKH: BXOASIIUE
(DocTynarolue)  AOKYMEHTbI,  UCXOASWME  (OTOpaBAfE€Mble)  JOKYMEHTHI,
BHYTPEHHHE JOKYMEHTB. B cocTaBe BXOAAWNMX W HUCXOOAWNX JOKYMEHTOB
BbIJIEJISIFOTCSA

JOKYMEHTBI OPraHOB rOCYAAPCTBEHHON BIACTH;

JOKYMEHTBI OPraHOB MECTHOTO CaMOYITPaBIICHN,

JIOKYMEHTHI MOABEIOMCTBEHHBIX OPraHU3allnii;

JOKYMEHTBI W3 TOCYIapCTBEHHBIX U HETOCYAAPCTBEHHBIX OPraHu3alui;

3anpockl AenyratoB [ocynapcreeHHo# Jlymbl u uneHoB Cosera Deneparum,
AENYTAaTOB 3aKOHOAATEAbHBIX OpraHoB cyObekToB Poccuiickoit ®eaepauuu u
OPTaHOB MECTHOTO CAMOYTTPABJICHHUS,

0o0pallleHUs TPAK/IAH,
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U IPYTHe TPYMIbl JOKYMEHTOB.

5.7. [doctaBka w OTNpaBKka JOOKYMEHTOB B MA3PHH OCYILECTBIAIOTCS
CPeACTBAMH MOYTOBOM CBs3HU, (heJbJbErepPCKON U KYPhEPCKOH CBA3U, HAPOUHBIMHU U
pasMuHbIMU BHJIAMU 3JICKTPOCBA3U (akcuMuibHas, tenerpadHas, TenedoHHas,
3MeKTpoHHas ourta, CO/1).

5.8. B mapuu gocraBisieTcs KOPPECMNOHEHIMS B BHJE MHUCEM, MOUYTOBbBIX
KapToueK, 0aHACPONICH M NMaKETOB, MEUATHBLIX W3JaHWMi, Tenerpamm, akcorpamm,
TeneOHOTPAMM, TEKTPOHHBIX JOKYMEHTOB U 3NIEKTPOHHBIX KOTIHH TOKYMEHTOB.

5.9. Tlpuem nokymeHTOB ocyuiectrisieTcss OOWMM OTAEIOM. JIOKYMEHTHI,
MOJIyYCHHbIE PA0OTHUKAMU OT APYrMX OpraHu3auui, Takoke nepenatorcs B OO
OTIEN IS PETUCTPALVH W/HITH yUeTa.

5.10. Bce mnoctynuBIIME B MAPUIO JOKYMEHTHl MOJJIEXKAT MEePBUUHOM
00padoTKe, BKIIOUYAIOLLICH:

TTPOBEPKY TTPABUIBHOCTH AOCTABKH NJOKYMEHTOB;

NPOBEPKY LIECAOCTHOCTU YNAKOBKU (KOHBEPTOB, AKETOB);

BCKPBITHE YTIAKOBKH (32 WCKITFOUEHWEM KOHBEPTOB, TAKETOB C TIOMETKOMN
«JInuHo» 1 rpadaMu OrpaHUUEHUs JOCTYMNA K JOKYMEHTY);

OPOBEPKY LIEAOCTHOCTU BXOAALLMX AOKYMEHTOB, BK/IIOUAs NPUIOKECHUA,

VHUUTOKEHNE KOHBEPTOB, MTAKETOB WM YIAKOBKH;

MPOCTABJIEHUE OTMETKH O MOCTYIJIEHUH JOKYMEHTA B MAPHIO.

5.11. Owmnb0YHO AOCTABJICHHbLIE NOKYMEHTbI MEPECHLIAOTCA 0 HA3HAUYSHUIO
WM BO3BPALLAIOTCA OTMPAaBUTENMO. [OKyMEHTBI, MOCTYNMUBIINE B TNMOBPEIKACHHON
yMaKOBKe, MPOBEPSIIOTCA HA 1IEJIOCTHOCTb, B TOM UYMCJI€ HA HAJIMYNE MEXaHUYECKUX
MOBPEIKACHUH,

[ToutroBbie OTHpaBlieHUs, HECTaHAAPTHBIE MO Becy, pasmepy, dopme,
MMEIOLLIME HEPOBHOCTU MO OOKaM, 3aKNCCHHbIC JIMOKOH JIGHTOH, HMEIOLLKE
CTPaHHbIH 3aMax, [BET, MPE/NOJIOKUTEIbHO UMEIOIINE BIIOKEHHS, HE XapaKTEPHbIE
ANl MOYTOBBLIX OTNPABACHUH, HE BCKPBIBAIOTCA. O MOAYUYECHUU MOAO3PUTEILHOIO
MOYTOBOTO OTNPABIEHUA JOKIaAbBacTca PykosoanTento.

5.12. Tlpu nocTyMI€HUH BXOASILErO JIOKYMEHTa B MOBPEKASHHONW YMaKOBKe,
MOBPEIKACHUM AOKYMEHTA, MPU OTCYTCTBMU B KOHBEPTE (MAKETE) AOKYMEHTA, €ro
YaCTH WV TIPWJIOKEHUH K HEMY, 4 TaK)K€ MPU OTCYTCTBHW MOAMHUCH HA BXOIAIEM
JIOKYMEHTE COCTABJIIETC aKT B JBYX OJK3eMIUIApax Ha OYMa)KHOM HOCHTENe,
MOANMCHIBACMbIH ABYMs paboTHukamu OO0Luero otaena.

OmuH  SK3eMIIIAP AaKTa BMECTE C  BXOAAWMNMM JOKYMEHTOM W €0
NPUIOKEHUSIMU TEPEAETCS HAa MPEABAPUTENIbHOE PACCMOTPEHHE U PErUCTPalHiO,
BTOPOH SK3EMILIAP aKTa BbICHUIACTCS OTIPABUTEIIIO.

5.13. KoHBEPTH, MaKeTBl WM VIAKOBKA COXPAHSIOTCA W TPWIATAIOTCA K
BXOJISILI[UM JOKYMEHTaM B Clyuasix:

€CIW  TONMBKO TO HHM MOXHO YCTAaHOBHTb OTNPABUTENd WM JaTy
OTINPABJIEHUS,

€CNIU BXOIALMI JOKYMEHT MOCTYIWI MO3KE YKA3aHHOIO B TEKCTE AOKYMEHTA
CPOKa VICTIOTHEHWS WJIW AAThl MEPOMPHUATHA,

npyu OONBIIOM PACXOMACHUM MEXKAY JaTaMu MOANUCAHHS U TMOJyUYEHUS
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JIOKYMEHTOB.

[locne 3aBepmienuss padoTel ¢ JOKYMEHTOM KOHBEPT BMECTE C AOKYMEHTOM
MOMENIAETCS HA XPAaHEHHUE B JIENIO.

5.14. KoHBepThl (naKeThbl), UMEIOLLUE OTMETKY «JIuuno» («Private»), rpudbl
OTPAHUYEHUS O0CTyma K JOKYMEHTaM, COIEPIKALIAM CBEIICHUA
KOH(UIEHITMATILHOTO XapaKTepa, He BCKPbIBAKOTCS U TIEPEIAOTCA

¢ oTMeTKOI «JInuno» («Private») — HEMOCPEACTBEHHO aapecaTy;

¢ rtpudavu orpaHWueHHs npoctyna - pabotHuky OOmero otmena, B
00513aHHOCTH KOTOPOrO BXOJAUT 00padOTKa JIOKYMEHTOB, COJIEPKALLUUX CBEICHMS
KOH(DUACHUMATBHOrO XapaKTepa Wil HENOCPEACTBEHHO MApY.

5.15. Bxopsamue »neKTPOHHBIE MOOKYMEHTBHI, TMOCTYNMWBIONE OT APYTHX
OpraHu3allvidi Mo 3IeKTPOHHOH noute, nocpeacTsom C3J[ npunumaroTes OO0mmuM
OTAEIIOM.

DONEKTPOHHBIE  JOKYMEHTHI,  TIOCTYMHWBIIWE N0  WH(POPMAMOHHO-
TENCKOMMYHUKALMOHHbIM KaHanam u NOANMCAHHbIE YCUJIEHHOU
KBATH(pUIWPOBAHHONW TMOAMUChI0, BKmMouatotes B COJl  mocne  MpoBEpKH
3JICKTPOHHOU TMOJNUCH MU TMOJTBEPKACHUS €€ JIEHCTBUTEJIbHOCTHU; 3JIEKTPOHHbIE
AOKYMEHTbI, MOCTYOMUBLIME OT APYFMX OpPraHy3aluil Mo 3AEKTPOHHONW OouTe U
MOAMMUCAHHBIE YCHIICHHOW HeKBAJW(PHUNPOBAHHOH MOANMHCHK WA TIPOCTOH
3JICKTPOHHOW  MOJMUCHIO, MNPOXOAST  MNPEABAPUTENILHOE  PACCMOTPEHHE U
Bkaouaorcs B CDOJl npu HanMuuu MEKAY OPraHu3auuei-OTNpaBUTENEM U
OpraHu3auney-monyvyaTeneM  cormameHus o0 oOmenHe 3NEKTPOHHBIMHA
JIOKYMEHTaMH, MOJAMUCAHHBIMU COOTBETCTBYHOILLEH MOJIMUCHIO.

5.16. IlepeuuHas oOpaboTka SMEKTPOHHBLIX AOKYMEHTOB, MOJYYEHHBIX 0O
MH(GOPMALIMOHHO-TEJIEKOMMYHHKAIMOHHBIM KaHalaM CBsSI3M (3JIEKTPOHHAsI MMOYTa,
CO/l, caiiT MPpUM) OT APYTCUX OpPraHM3alMi U IpakaaH, AOMKHA COOTBETCTBOBATh
TEXHOJIOTMU PabOThl ¢ BXO/SALIMMH JIOKYMEHTAMMU.

5.17. llepBuuHaa oOpaboOTKa AOKYMEHTOB 3aBEPLUACTCS MX pacmpeac/iCHUEM
(COPTHPOBKOIt) Ha perucTpupyeMble W Hepeructpupyembie. K gokymeHTaM, He
NOJIeXKALMM PErUCTPALMK, OTHOCATCS JIOKYMEHThI, HE TPeOyHollMe UCTOJHEHUS U
HE coaepKalliue WHGOPMALIUU, UCMONbL3YEMON B COPABOUHBIX LEAAX (MpUioKeHue
Ne 17).

5.18. Peructpauusi BXOASIIUX JOKYMEHTOB OCYIIECTBIISIETCS HE3aBHCHMO OT
cnocoda ux J0CTaBKy 0AMH pa3: OOLKMM OTACIOM.

JOKYMEHTBI, MOCTYMAIMNWE W3 APYTHX OPraHW3alnii HEMOCPEACTBEHHO B
CTPYKTYPHbIE MNOAPA3/EIeHUss, HO Tpedyoliue pacCMOTPEHUSI PYKOBOJICTBA,
NEPEAAIOTCA A1 PECUCTPAUMU U NPEABAPUTENbHOro paccMmorpenusa B OOwwwmi
OTHel.

5.19. Peructpainus BXOASIIMX JAOKYMEHTOB OCYIIECTBJSETCA B JI€Hb HX
MOCTYTIJIEHWS WIH Ha Cleayromni pabodynii 1eHb NMPW MOCTYTIIIEHUH JOKYMEHTOB B
KOHLIE pabouero JHs Wiu B Hepadouee Bpems.,

5.20. CeeageHus 0 NOCTYNUBIUEM AOKYMEHTE BHOCATCA B 3JIEKTPOHHYIO
peructpaionnyo kaprouky (2OPK) C3/l unmw perncrpaiioHHO-yIeTHYIO (hopMy
Ha OyMaXHOM HOCUTENle, a [OCTYNHUBIIEMY JIOKYMEHTY [PHUCBAUBAETCS
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no 3anpocam ujeHoB Coseta denepaumu, aenyTaToB [ OCyAapCTBEHHOM
JyMbI (IemyTaTCKOMY 3ampocy) He no3aHee deMm depe3 30 aHe co THS MOmyYeHus,

M0 MEXBEJIOMCTBEHHbIM 3aMpPOcaM O MPEACTABJIEHUH JOKYMEHTOB U (HJIM)
dH(pOpMaUKMU B LENAX MOPEIOCTABICHMA TOCYAAPCTBCHHbIX M MYHHLMOATbHBIX
ycnyr — 5 palouux AHEW CO AHA TONYYEHWs 3ampoca, €CNA 3aKOHOAATEITBCTBOM
Poccuiickoit @enepanuy HE YCTAHOBJIEH UHOM CPOK.

6.7. IlpMOCTAaHOBUTL MCMOJHEHUE KOHTPOJIbHOIO AOKYMEHTA (MOPYYECHMS), a
TaKK€ OTMEHWUTB €r0 MOXKET M3P, MOAMUCABIINA JOKYMEHT WITW JaBIIWH MOPYYEHNE
(ykazaHue).

6.8. B uendax CBOCBPEMEHHOrO UCOOJHEHUA [JOKYMEHTOB, MOPYUECHUl
(yka3zaHWi), TIOCTAaBNEHHBIX Ha KOHTponmb, pabotank OOmero otaena,
OTBETCTBEHHbIN 3a BEJAEHHE KOHTPOJISI HCMOJHEHUS JOKYMEHTOB, MPOBEPSET
CBOCBPEMEHHOCTb AOBEACHUA NOKYMEHTA (MOPYUCHUS ) A0 UCTIOJIHUTEA.

6.9. Ecnm cpok HWCMOTHEHWS MOKYMeHTa (MOPYYEHWs) TIPEBBIIAET OIWH
Mecalu, B Ueaax o0ecneueHus CBOCBPEMEHHOrO  MCMOJHEHUA JOKYMEHTA
(Mopy4eHHUsA) TIPOBOOUTCS  MPEABAPHUTENBHBIH  KOHTPONb W HANMOMWHAHHUA
MCIMOJIHUTEJIAM O MPUOIMKEHUN CPOKOB UCMOJIHEHUS IOKYMEHTOB (MOPYUYEHHI).

6.10. IlpeaBapuTenbHblii KOHTPOJb OCYLIECTBAACTCA B CACAYIOLIEM NOPAAKE:

JOKYMEHTOB (MOPYYEHUH ) TOCIEAYIOINX JIET — HE PEYKE OJHOTO pasa B rof;

JIOKYMEHTOB (IOPYUYEHUI ) NOCJIEAYIOLIMX MECILEB TEKYIIErO rojia — HE Pexe
OJHOrO pasa B Mecsl,

JOKYMEHTOB (TTOPYUEHHUH ) TEKYIIETO MECSIIA — 3a 5 AHEeH T0 MCTEYSHHS CPoKa
MCIOJIHEHMSI.

6.11. HanomMuHaHUE MUCMOAHUTENAM O NPUOIMKEHUUM CPOKOB MCMOJHEHMS
JIOKYMEHTOB (MOPYUY€HUI) MOXET OCYLIECTBJISIThCA B ABTOMATUUYECKOM PEKUME
nocpeactsom COJ1.

HanomuHaHnusa wucnonHuTensiM, a Takxke uWHpopmaiuss 00 HCHOJHEHUH
AOKYMEHTOB (MOPYUCHMIA), NOAYUEHHAS OT Ucnonuutenei, gpukcupyiores 8 JPK
C3/l wny WHBIX PErUCTPAUMOHHO-YYETHBIX (popMax, WCTIONB3YyEMbIX TS KOHTPOJIA
MCIOJIHEHUS JIOKYMEHTOB (MOPYUEHUA ).

6.12. Ilpyu HEOOXOAUMOCTU U3MEHEHHUS CpPOKA MCHOJHEHUA [JOKYMEHTA
(TOopy4eHHUs) OTBETCTBEHHBIW HWCTIOTHUTENs 00A3aH MPEACTaBUTH HA WMA MIpa,
JIaBIIero nopydeHue, 000CHOBaHUE (CYXeOHYIO 3aMUCKY) O MPOJJIEHUH CPOKa ¢
yKa3aHUeM NPUUUH NPOJUIEHUA U AAThl UCTIOJHEHUA.

OO0ocHOBaHWE TIPOAJICHUS CPOKA WCIIOJTHEHWUS JOKYMEHTa (TOPYUEHHS)
JIOJDKHO ObITh HAMpPaBJIEHO COOTBETCTBYIOLEMY PYKOBOIMTENO HE MO3/IHEE, UeM MO
WMCTECUCHUHU IBYX TPETbUX CPOKA UCNOJHECHUA AOKYMEHTA (OPYUECHUA).

OO0 W3MEeHEeHNN CpoKa WCTIONIHEHNWA OOKYMEHTA (TOpYYeHHs) OTBETCTBEHHBIN
vcnojHuTenb uHGopmupyer OOumii otaen (ajgoruuHbiM 00pa3oM MOTYT ObITh
BHECEHBl W3MEHEHWd B COCTAaB HWCIIOJHUTENEH HOOKyMeHTa (TMOpYYeHHs) C
obs3arenbHbIM HHpOpMUpoBaHueM OO11ero oTaena).

6.13. JIOKYMEHT (OOpYYEHHUE) CUMTAETCA UCHOOJHEHHBLIM, €CIU NPUHATHL
PEWIEHNs MO TIOCTABIEHHBIM  BOMPOCAaM, TOATOTOBIIEHBI COOTBETCTBYIOLIHE
JIOKYMEHTbI, HaIpaBjieHa ClpaBka 00 MCMOJHEHUM B COOTBETCTBYIOIIUE OPraHbl






