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06 ytBepxxneHuu MHCTpyKIIUHU IO JEIOIPOU3BOACTBY
KOMHWTET I10 JIe/laM TepPUTOPUAIBHBIX 00pa30BaHuM, BHYTPEHHEH
¥ MHQOpMalMOHHON oMuTUKK Bosrorpaackoi obnactu

B cootBerctBuM ¢ mnpukazoM DenepalbHOr0 apXWBHOTO areHTCTBA
or 22 mas 2019 r. Ne 71 "OO yrtBepxnenun lIpaBun nemonpowsBoiCTBa
B TOCYHapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIPaBJICHUS"
IPUKa3BIBaI:

1. VYTBepauTh npunaraemMyro MHCTpyKuMIO 10 [I€IOIpPOU3BOJACTBY
KOMHTET2 10 JeJaM TeppUTOPUANBHBIX  00pa3oBaHUM, BHYTpPEHHEH
¥ MH(QOPMaIlMOHHON TONUTUKU Bomnrorpaznckoit obiacty.

2. Opranusanuio, METOOUYECKOEe PYKOBOACTBO M COBEPIICHCTBOBAaHUE
ZIeTIONIPOM3BOJICTBA B KOMHUTETE I10 JejiaM TEeppUTOpUAIbHBIX 00pa3oBaHuUM,
BHYTpeHHel ¥ MHQOpMalroHHON MoNuTUKU Bomrorpazackoit obnactu (nanee —
KOMHUTET) BO3JIOKUTh Ha KOHCYJNbTaHTa OTAeda [0 B3aWMOACHCTBHIO
C OpraHaMd MECTHOTO  CaMOyIpaBJieHHs YIpaBlieHHs 1o  padote
C TEppUTOPUSIMH KOMHTETa II0 JellaM TEpPPUTOPHAIBHBIX 00pa3oBaHUM
BHYTpeHHEH ¥ WH(DOPMALMOHHOW IOJUTHKH Bonrorpanckoit obnactu
K.B.MapTbIHIOK.

3. HauanpHuky otzena (UHAHCOBOTO, XO3SMCTBEHHOTO oOecreueHus
M JENOIpPOU3BOACTBA KOMUTETa IO JleflaM TePPUTOPUATBHBIX 00pa30BaHWi,
BHyTpeHHell ¥ wWH(OpMalMOHHOW TOMUTHKKA Bonrorpaackoit obmacTtu
O.H.IlonomapeBo#t ofecneunTh O03HAaKOMJIEHHE COTPYIOHHKOB KOMHTETA
C HaCTOSIIIUM IIPHKA30M.

4. Ilpu3HaTh yTPaTUBLIUMU CUITY:

IYHKT ] [pHKa3za KOMHUTETa IO JelaM TeppUTOPHAIBHBIX 00pa30BaHMiA
Bomarorpanckoii obmact ot 17 ampens 2018 r. Noe 9 "O6 yrBepxaeHHH
HMHcTpyKIUK MO AEJIONPOU3BOACTBY B KOMUTETE IO ACNIaM TEPPHTOPUATIBHEIX
oOpazoBanuii Bonrorpasackoit obnactu'; ]

OyHKT | T1puKasa MHHHCTEpPCTBA II0 JejlaM TePPUTOPHATBHEIX
obpazoBaHMi ¥ WHGOPMALMOHHON IOJUTUKKA BoJyrorpaackoit  o61acTu
oT 26 centaops 2014 r. Ne 193 "O6 yrBepxnenun MHCTpyKIUH
110 JIEIONPOM3BOACTBY B MHHHCTEPCTBE II0 JellaM TePPUTOPHAIBHBIX
obpazoBaHuil 1 HHPOPMAMOHHON MONMUTHKY Bosrorpaackoi obaactu".

5. Hacrosmuii npuka3 BCTymaeT B CHWIYy CO JHS €ro IOJNMCaHUsA
Y TIOJJIEXKUT OQUIAATEHOMY OIIYyOJIHK

Ilpencenarens komuTeTa M.H.butronkuii



PHKa30M KOMUTETA I10 JIejaM
PPUTOPUAIBHEIX 00pa30BaHUH,
BHYTPCHHEN 1 MHQOPMAIIOHHOM
OJIMTHKH Bonrorpazackoit obnactu

[©]

MHCTPYKIUA
II0 JIeJIONIPOM3BOICTBY KOMHUTETA 10 JIeJIaM TEPPUTOPHAIBLHBIX 00pa30BaHui,
BHYTpEHHEH U MH(QOPMAUOHHON NOIUTUKE Bonrorpanckoit 06macTu

1. O01ue nonoXeHus

1.1.  HMHCTpyKnMs 10  [OEJIONpPOM3BOACTBY  KOMHUTETAa IO  JejaM
TEPPUTOPHATBLHEIX 00pa3oBaHuil, BHyTpeHHeW u WH()OPMAIIMOHHON IIOJMTHKA
Bomarorpanckoii obnactu (manee uMmeHyercss — HHCTpYyKIHs) — COBOKYIIHOCTB
TIPaBOBBIX HOPM, YCTAaHABJIMBAIOIIMX €NMHBIE TPeOOBaHUS K ITOATOTOBKE, 00paboTKe,
XPaHEHHIO ¥ UCIIONb30BaHHUIO IIOCTYIAIOIIUX B KOMUTET 110 JIeJIaM TEPPUTOPHATBHBIX
obpa3oBaHuii, BHyTpeHHell WH(QOPMAIMOHHON MOJIUTHKHA Bonrorpanckoil obmactu
(manee uMmeHyetcs - KoMuteT) 1 00pa3yrOLUIUXCst B €r0 JeSTENLHOCTH JOKYMEHTOB.

1.2, WHcrpyknus 1o [OEJONPOM3BOIACTBY  KOMHTETA IO JEJlaM
TEPPUTOPUAIBHBIX 00pa3oBaHuil, BHYTpeHHeW ¥ HHOOPMAIIHOHHOM IIOJMTUKA
Bonrorpanckoit obnactm (nanmee umenyercs — MHCTpykums) paspaboTaHa B
COOTBETCTBUHU C IIprKa3zoM DefepanbHOro apXuBHOr0 areHTcTBa oT 22.05.2019 Ne 71
"O6 yrBepxaeHHH IIpaBHN [ETONPOM3BOACTBA B TOCYINaPCTBEHHBIX OpPraHax,
opraHax  MECTHOTO caMoymnpaBlieHUsA",  [OCTaHOBIeHWeM [ yOepHaTopa
Bonrorpanckoit obmactu, 19 nexabps 2016 r. Ne 955 «O6 yrBepxaenun ITonoxenns
O KOMHTETE IO JejaM TEeppPUTOPHAIBHBIX 00pa30BaHUil, BHYTpPEeHHENH U
HHQOPMAIIMOHHO!  IONUTHKH  Bosrorpaackoi  o0macTd», ITOCTaHOBJIEHHEM
IIpaButenscTBa Bonrorpaackoit obmactu ot 26 despanmas 2013 1. Ne 78-m
"O6 yTBepxkaeHnu I1o10xeHUs 0 MEXBEIOMCTBEHHOM 3JIEKTPOHHOM (6€30yMaKHOM)
JOKyMEHT0000pOTE B OpraHax HCHOJHUTEIBHON BiacTé Boirorpaickoi obmaactu",
nocraHoByenreM ['ybepHaropa Bonrorpanckoit obmactu ot 17 ampens 2015 r.
Ne 334 "O6 aBTOMaTH3MpOBaHHOH cucTeMe 00pabOTKH KOH(MDUAEHINATLHOMN
uHopmanun  Bomrorpagckoif  obmactu", mocraHoBieHmeM  ['yGepHaTopa
Bosnrorpanckoit obnactu ot 13 urona 2015 r. Ne 624 "O moarotoBke HOpMaTHBHBEIX
IPaBOBBEIX aKTOB OPraHOB HCIIOJHHUTENBHON BiiacTé Bomrorpaackoit o6iactu" u
WHBIMH  IIPABOBLIMM  aKTaMH  pETYJHPYIOIIMMH  JAESTENbHOCTH B chepe
NIEJIOIIPOU3BOICTBA U JOKYMEHTO000pOTa.

1.3. Ilomoxenus MHCTpYKIMH paclpOCTpaHSIOTCS HA OPTaHW3AlHI0 paboTEI
C  HOKyMEeHTaMM  HE€3aBHCHMO OT BHJa HOCHTENsS, B TOM  YHCIE



C D3JEKTPOHHBIMHA JOKYMEHTaMH, BKJIOYas IOATOTOBKY, 00pabOTKy, XpaHEeHHe
¥ HCIIOJNb30BaHUE [OKYMEHTOB, OCYIIECTBJIIEMBIX C IIOMOIIBIO HMH()POPMAIMOHHBIX
TEXHOJIOTHH.

OcobenHoctt  paboOTBl ¢  JOKYMEHTaMH, COJCpXKAIlUMH  CBEICHHS
KOH(DHUACHIUATBHOTO XapakTepa (CBEAEHUS O IEePCOHAIbHBIX JAaHHBIX TpaXKIaHUHA,
CBEIEHMs, COCTaBJIOMME  CIOyKeOHyr0  TaliHy;  CBEOEHHS,  CBS3aHHBIC
¢ npohecCHOHANIBHON  JIeATEeNBHOCTBIO, JOCTyIl K KOTOPBIM  OTpaHUYeH
B coorBeTcTBUH ¢ Kouctutynueit Poccmiickoit ®enepanuu u  QenepalbHbEIMUA
3aKOHaMH ), PETYJMPYIOTCS HOPMATHUBHBIMU IIPaBOBBEIMH aKTaMu Poccuiickoi
@enepanun 1 Bonrorpanckoii obnactu.

Ilopsimox co3naHus, XpaHeHUs M (WIKM) OOMEHa BIEKTPOHHBIMU JOKYMEHTaMH,
COIEpKallUMK KOHQUICHIUAIbHYI0 HHQOpMAaIMiO, B TOM YHUCJIE HOPSIOK
pETUCTpalvy U pacCMOTPEHUs oOpallleHui Tpak[laH W OpraHu3aluii, HalpaBJIeHHBIX
IIOCPEACTBOM 3aIlOJHEHWS] WHTEpPakTUBHOM (OpMBI Ha mopTaje rocyAapCTBEHHBIX
1 MYHUIUNAIBHBIX YyciIyr Bosrorpanckoé obmactu, perynupyrorcs HMHcTpyknueit
Cc yuéToM OCOOEHHOCTEH, YCTaHOBJICHHBIX HOPMATHBHBEIMH IIPABOBBIMH aKTaMH
Bonrorpaackoit o6nacru.

Ilpuem u yder (peructparusi) JOKYMEHTOB COAEPKAIIUX TOCYIapCTBEHHYIO
TallHy OCYINECTB/IETCA COTPYAHMKaMU CTPYKTypHOro mnoapasneneHuss Komurera
YIIOJIHOMOYEHHOI0 110 3alllUTe I'OCY1apCTBEHHOM TalHBbI.

1.4. TTonoxenuss MHCTpyKIIMY HE pacpOCTPAHSIOTCS Ha OpraHU3aIlii0 paboThI
C JOKYMEHTaMHU, COAEPKALIMMHU CBEIEHHUS], COCTABIAIOINE FOCYJapCTBEHHYIO TaliHy.

B orHomeHnuu OyxranTepcKod, HaAyYHO-TEXHHYECKOM W HHOHM CIelUaabHOU

TIOKyMEHTaIlIU TpeGoBaHUs UHCcTpyKIMHN PaCIIpOCTPaHSIOTCS
B 4YacTH, He IPOTHBOpedalle! HOPMAaTUBHBIM IIPAaBOBBIM IOKYMEHTaM,
yCTaHaBIMBAIOIIHAM creluaibHbIe TpeboBaHUs K pabote

C YKa3aHHOH JOKyMeHTaIue.

1.5. Tlopsimox paccmoTpenusi obOpammeHuid rpaxnan Poccuiickoit ®enepanuy,
WHOCTPAHHEBIX TpaxaH, vl 0e3 TpaXIaHCTBa, 00bSINHEHUN IpaKaaH, B TOM YHCIIE
IOPUIAYECKUX JIML M BEJEHUE [IeJONPOM3BOJICTBA 0 YKa3aHHBIM oOpalieHusm
yCTaHaBIWBaeTcss B coOTBeTCTBUM C DemepansHeIM 3akoHoM oT 02 mas 2006 T.
Ne 59-@3 "O nopsgke paccMoTpeHus oOpamieHud rpaxman Poccuiickoi
Qenepanun’.

Opranmsamnus pabOTBI C 3ampocaMd OPUIAWYECKAX U GU3WUECKUX JIHIL
O IPeNOCTaBICHUH HHGOpMalUWU O JeATENIBHOCTH KOMHTETa II0 JiejaM
TEPPUTOPHATBHBIX 00pa3oBaHuil, BHYTpeHHeW u WH(OOPMAIMOHHOW MIOJMTHKA
Bonarorpanckoit obnactu (mamee wumenyercss — KoOMHTET), OCYyIIeCTBISETCS
B coorBeTcTBUU ¢ DenepansHbiM 3akoHOM OT 09 depans 2009 r. Ne §-d3 "O6
obecrieyeHNy OCTyna K MHQOPMALUM O AEATENBHOCTH TOCYIapCTBEHHBIX OPTaHOB
Y OPTaHOB MECTHOT'O CaMOYTIpaBIeHus" .

Opranmzanus  paboTel ¢  3ampocaMH  TpaXJaH W OpraHd3aIuif
O TPENOCTABIEHUH T'OCYNAPCTBEHHBIX YCIYI OCYHIECTBISETCS B COOTBETCTBHUU C
QenepanbHbIM 3akoHOM 0T 27 wmions 2010 r. Ne 210-®3 "OO6 opraHu3anuu



IPeIOCTaBJIEHAS TOCYAapCTBEHHBIX M MYHHUITUIIAIBHEIX yCIyT".

1.6. emompomsBojacTBo KomuTeTa, HE3aBHCHMO OT THIa HOCHTENS
IOKYMEHTHPOBaHHON  WHpOpManuu, BeAeTcS C  HCIOIb30BAaHMEM  EIUHOU
ABTOMATHU3WPOBAHHOW  CHUCTEMBI  3JIEKTPOHHOTO  JOKyMeHTooOopoTa  (najee
uMmenyercs — ACD]l), mpemHa3HaueHHOW, B TOM HHCIE, JJISI OCYIIECTBICHHS
MEXBEIOMCTBEHHOT'O  JJOKYMEHTO00OpOTa OpraHoB HCIONHHUTEIBHOW  BJIACTH
Bousrorpanckoii o6acti.

1.7. Opranusanuio, BeICHHE U COBEPIICHCTBOBaHHE IEJIONMPOU3BOACTBA Ha
OCHOBE €IWHOM IOJUTHKA W  [OPUHLWIIOB, I[PUMEHEHHE COBPEMEHHBIX
MHGOPMAallMOHHEIX TEXHOJOTMH B paboTe C [JOKYMEHTaMH, METOAMYECKOe
PYKOBOZACTBO M KOHTPOJIb COOJIFOJEHHS] YCTaHOBJIGHHOIO TMOpsAaKa paboThl ¢
JOKYMEHTaMU OCYIIECTBIIICT YIIOJIHOMOUEHHOE CTPYKTypHOE IOJApa3esieHue
Komurera (nanee uMeHyeTcs — clry»x0a JIeI0npoOn3BOICTBA).

1.8. Cmenenus, cofepxamuecss B JOKYMEHTaX, MOTYT OBITh MCIIOTh30BaHbBI
TOJIBKO B CIy)KeOHBIX IESIX B COOTBETCTBUM C IIOJIHOMOYHSIMH COTPYIIHHUKA,
paboTarolero ¢ TOKyMEeHTaMH.

3amaud M QYHKIMM  TOCYHapCTBEHHBIX  IPaXIaHCKUX  CIY)KalluX
(COTpYOHHMKOB),  OTBEUAIONIMX 3a  OpraHu3auuio  paboTel W BeIeHHE
JEJONPOU3BOACTBA B CTPYKTYPHBIX IojpasjeieHusx Komurera, ycTaHaBINBAaIOTCS
npukazamu Komurera.

[IpaBa u 00s3aHHOCTH TOCYNApCTBEHHBIX TPAXIAHCKUX  CIyXalluX
(COTPYOHHMKOB), OCYIIECTBISIOIIUX paboTy ¢ MJOKYMEHTaMH B CTPYKTYPHBIX
nonpasfeneHusx Komutera, yCTaHaBIWUBAIOTCS HODKHOCTHBIMH —peEriiaMeHTaMHu
(ZOIDKHOCTHBIMH UHCTPYKIUSMH ).

IIpu yTpaTe TOKyMEHTOB IIPOBOJUTCS CIIyKeOHas IIpoBeEpKa.

1.9 Tlpu yxone B OTIYyCK, nepeBojie (IepeMelleHnH) o ciryxbe, paboTe uiu B
Cllydae YBOJIBHEHHUS, COTPYIHUK OOs3aH IIepemaTh BCE HAXOJAIIMecs Yy Hero
JOKYMEHThl WHOMY COTPYAHHKY, OIPENeNIEHHOMY B COOTBETCTBHM C YKa3aHUEM
HEIIOCPEACTBEHHOTO PYKOBOIMTENS. YBOJNBHSIEMOTO, YXOISIIEro B OTIYCK HITH
nepesBojsmierocss (mepememiaeMoro) 1o ciyxb6e, paboTe COTpymHHKa, C
COOTBETCTBYIOIIEH! OTMETKOM B y4YeTHHIX QopMmax, a mena, MOJy4YeHHBIE BO
BPEMEHHOE IIOJb30BaHUE U3 apXuBa TOCYIapCTBEHHOTO OpraHa, OopraHa MeECTHOIO
caMOYTIpaBIIeHHUs, JOKYMEHTEI BO3BPAITIEHBI B apXUB.

1.10. HucTpykuus oOs3aTenbHa Uis COONIOACHUS BCEMM COTPYIHHKaMHU
Komurera.

Cotpynuuku KoMuTeTa HeCyT NHUCHUIUIMHAPHYIO W WHYIO YCTaHOBJIEHHYIO
3aKOHOZATENILCTBOM OTBETCTBEHHOCTH 3a HecoOumoieHe TpeboBanuit IHCTpyKIHy.

BHOBB npuHATHIE Ha cIy)0y (paboTy) COTpYOHUKH B TE€YEHHE TPEX pabouux
IHE# co JHSA H3MaHWS [pHKa3a O Ha3HAYeHWH Ha OJDKHOCTh JIOJDKHBI OBITh
O3HAaKOMJIEHBl CBOHMM HENOCPEICTBEHHBIM pyKOBomHTeleM ¢ WHCTpyknwel Imox
POCIIHCE.
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2. Ilopsimok pa3paboTKu, yTBEPKICHHUS,
BHECEHUS U3MEeHEeHU! B IHCTPYKIHIO IO 1€TONPOU3BOACTBY

2.1. TIlpoext HucTpykumu u (WiaM) H3MEHEHHS K Hel paspabaThIBaroTCs
CITyx001 eNonpon3BO/ICTBA B COOTBETCTBUH C JAEHCTBYIOLIMMH IIPABOBBIMUA aKTaMHU
Poccuiickoit @enepannn 1 Bonrorpanackoi 061acTu perynupyroOIUMA IeITeIbHOCTD
II0 CO3JaHUIO M OpraHu3allMd paboThl C CO3JaHHBIMH JOKYMEHTaMHM B OpraHax
VCIIOJIHUTENIBHOU BiiacTH Bonrorpaackoit odnactu.

2.2. llpoexr WMHCTpyKIMM HJIM TIPOEKT IMPaBOBOTO aKTa O BHECEHUH
M3MEHEHU! B YCTAHOBIEHHOM IIOPSJKE HAIIPABIISIETCS Ha PACCMOTPEHUE IIOCTOSHHO
nelicTByromel akcrneptHo xomuccnu Komurera (nanee umenyercs — OK) u 3atem
Ha COTJIACOBAaHME DKCIIEPTHO-IIPOBEPOUHON U METOAUYECKON KOMUCCUHM KOMHUTETA T10
Jie7iaM TePPUTOPHAIBHBIX 00pa3oBaHuil, BHyTpeHHEN U HHOOPMAIMOHHON TTOTUTHKA
Bonrorpanckoit obnactu (nanee umenyercst — IIMK).

[IpaBoBeiME akTamu Poccuiickoii ®enepanuu umm Bonrorpanckoit obnactu
MOTYT OBITb YCTaHOBJIEHBI [OIOJHHUTENbHBIE TpeOOBaHUS O COIIACOBAHUH
WucTpykivy uim npoekTa e€ M3MEHEHWI ¢ OpraHaMH HCHOJHUTENBHOM BIacTH
Bonrorpanckoit obnactu unu QeneparbHBIMH OpraHaMH TOCYOapCTBEHHOW BJIACTH
WY UX CTPYKTYPHBIMU OAPA3IeICHUSIMH.

VYKa3aHHbBIE COIVIACOBAHUS OCYINECTBIIOTCS 10 HampasieHus WHcTpykuun

15R1051 [IpOEKTa eé U3MEHEHUM Ha COIIaCOBAHUE JlIIK,
C TIpUJIOXKEHWEeM JOKYMEHTOB (KOMHUH JOKYMEHTOB) MOATBEPKOAIOIINX
COTJIACOBaHHUE.

2.3. Pemenue o cornacopaHuu MHCTpyKIMHM WJIE IPOEKTa IIPABOBOTO aKkTa
O BHECEHHMH B He& UW3MEHEeHUH oQopMIsSeTCs MPOCTABJICHHEM IIITamIla
O COIJIacOBaHWM B HIDKHEW 4YacTH JIMLEBOM CTOPOHBI IOCIEAHErO JIUCTa TEKCTa
HMHcTpyKUIMY WK IIPOEKTa IPAaBOBOTO aKTa O BHECEHUH U3MEHEHUH B THCTPYKITHIO.

[Tocne cornacoBanus DIIK MHCcTpyknus yTBepxaAaeTcs nprukazoM KomuteTa u
JIOBOJUTCS 10 CBEIEHUS COTPYIHUKOB KomuTeTa.

2.4. UncTtpykuus yTBepxknaercs mpukazom Komurtera, a MpPOEKT MTPaBOBOTO
aKTa O BHECEHUHM B He€ M3MEHEHWU HalpaBlisgeTcs Ha MOANHCAHHE PYKOBOIHTEIIO
KomuTeTa mocne coriacoBanus npoekta MHCTPYKIUU UM IIPOEKTa MPaBOBOTO aKTa
0 BHeceHHH B He€ m3mernenuit ¢ JI1K.

3. CocraB noxymentoB Komurera
1 obmue TpeOoBaHUs K UX CO3IaHUIO

3.1. B Kowmurere co3maroTcsi HOKYMEHTBI Ha OyMaXHOM HOCHTEIE,
3JIEKTPOHHBIE JOKYMEHTHl W JJIEKTPOHHBIC KOIHMH JOKYMEHTOB, IIOJy4YEeHHBIE B
pe3yibTaTe OU(POBKHU (CKAHUPOBAHUS ) JOKYMEHTOB Ha OYMa)KHOM HOCHTEIIE.

IIpu co3maHuM MOKYMEHTOB Ha [BYX WM Oollee CTpaHWIax BTopas W
HOCIIEAYIOIUE CTPaHUIBl HYMEpYIOTCS IIOCepEAMHE BEPXHEro IO apabCKuMu
nudpaMu Ha pacCcTOSHUM He MeHee 10 MM OT BepXHEro Kpas JIUCTA.



s co3manus okyMeHTOB B KommTere ucCHoibp3yeTcsl JMIEeBas CTOPOHA
nokymeHnTa. [Ipu obbeme mokymeHnta Gonee 30 MTHCTOB MOXKET OBITH HCIIOIL30BaHA
nuneBas ¥ 000pOTHAsI CTOPOHA.

IIpu co3manuu JOKYMEHTOB Ucoabs3yercs mpudT Times New Roman.

WuTepBan Mexay CIOBaMH B OJUH TIpoOet.

Pasmep MexITycTpOYHOTO MHTEpPBAJA U HACBHIILIEHHOCTE IIPUQTA ONpeaeIseTcs
UCXON U3 YCTaHOBIEHHBIX HacToswmed ucTpykuuell TpebGoBaHul, B paszmenax
pEeryaupyroIluX IpaBuila CO3MaHus KOHKPETHBIX BUJIOB JOKYMEHTOB (PeKBH3UTORB). B
Cllyd4ae eCiIM pasMep MEeXAyCTPOYHOIO MHTEpBaJIa WM HACHILEHHOCTh MpudTa HE
yKa3aHbl, IPUMEHSAETCsS OAMHAPHBIA MEXIyCTPOYHBIA MHTEpBAl U IIPUPT OOBIYHOMN
HACBIIICHHOCTH.

3.2. CocTaB JOKyMEHTOB 00pa3yroIIuxcs B AesteasbHocTr Komurera:

a) IPOeKTHI 3aK0HOB Bosnrorpaznckoit obnactu, npaBoBeIX akToB ['yOepHaTopa 1
AnmMuHucTpanuu Bonrorpanckoit obnacty;

©) mpaBoBbie akThl KomuTeTa, B TOM uncie npukasbl KoMuTeTa Mo oCHOBHOM
(mpodunpHON) NeSTETFHOCTH, IMYHOMY COCTABY;

B) IIPOTOKONBI 3aceaHui, COBEMaHul (COBELIaTeNbHbIX, KOOPIUHAIIMOHHBIX,
OKCIEPTHBIX OPTaHOB, pabounx rpyI u T.01.),

I') IUIaHBI, OTYETHI,

1) 3aMKUCKU (aHAIUTHYECKUE, CITyKeOHEIe, TOSICHUTEIbHBIE, U T.1.);

e) IAChbMa;

X) Tene(oHOrpaMMBlI;

3) JOBEPEHHOCTH;

) IOTOBOPBI, KOHTPAKTHI, COTVIAIIICHHS.

B 3aBucuMOCTH OT KOHKPETHBIX 3a7ad yIpaBieHUs B AesTeNbHOCTH KoMmuTeTa
CO3AIOTCS M JApPyrde BUABI NOKYMEHTOB (IIPOTHO3bI, IIPOrPaMMBI, PE30IONHH H
MOPYYEHUS, aKTHI ¥ JIP.).

3.3. KonnernansHo oOcyxaaeMble BOIPOCH ¥ IIPUHIMAEMEIE TI0 HUM PEIIeHHUS
(UKCUPYIOTCS:

a) B IIPOTOKOJIAX KOJUIErHabHBIX, COBELIATEIbHBIX OPTaHOB U pabOUYMX TPYIII;

6) B IPOTOKOJIAX COBEIIAHUM MPOBOJMMEIX MpeacenareieM Komurera unm ero
3aMEeCTUTENIEM;

3.4. Bzaumuple oOs3aTenscTBa KommTeTa ¢ €ro KOHTpareHTaMH M HX
perynupoBaHue O(OPMISIOTCS B BHJIE [OTOBOPOB, KOHTPAKTOB, COTJIAIIEHUH,
IIPOTOKOJIOB HaMepeHu# (COrNIacoBaHmi ) ¥ IPYTHUX TOKYMEHTOB.

3.5. B ycraHOBIIEHHBIX 3aKOHOAATEIbCTBOM ciydasx B Komwurere wmoryr
U3/1aBaThCsl JOKYMEHTHI COBMECTHO C APYTUMH I'OCYAapCTBEHHBIMHU OpPTraHaMH.

4. Co3maHue 1OKYMEHTOB
4.1. bnasKku TOKYMEHTOB

4.1.1 DoxkymeHTHI, co3naBaembie B KomuTeTe, ohopMISIOTCS Ha OjaHKax, Ha
mictax Oymaru ¢opmara A4 (210 x 297 mm) u A6 (105 x 148 mm) u (unu) B BUIE



3IIEKTPOHHBIX JOKYMEHTOB U HMEIOT YCTaHOBJIEHHBIN COCTAB PEKBU3UTOB.

4.1.2. O6pasusl pa3paboTaHHBIX ¥ IIpUMeHseMbIXx B Komurere Ol1aHKOB
pa3pabaTbIBalOTCS B COOTBETCTBHH ¢  TpPeOOBaHWSIMH, YCTAHOBIEHHLIMU
HaruoHankHeIM cTagnaproM ['OCT P 7.0.97-2016 u sSBISIOTCS NPHIIOKEHHSIMH K
Hactosen UucTpyknuy.

4.1.3. B KomuTeTe MpUMEHSIOTCS CIEIYIOITHNE OIaHKH:

a) Onask npukasa (hopmar A4 ¢ u&pHo-OeBIM BOCTIpOH3BEIEHIEM repha
Bosnrorpanckoit obnactu);

0) 61aHK IHCHMA C YIJIOBBIM pacIloJIOKeHUeM peKBU3UTOB ((hopmar A4 ¢
y&pHO-0ebIM BocIpou3BeieHueM repba Bonrorpaackoii obnactu);

B) bnank npencenarens Komurera s pe3omonuii u mopydaeHu# (popmar A6
6e3 BocmpousBenenus repda Boirorpanckoit o6mactu).

4.1.4. Kaxnsli nuct OOKyMeHTa, oQOpMIIEHHBIM Ha OnaHKe mim Oe3 HEro,
JOJDKEH UMETh IO HE MEHee:

20 MM - JIeBOE;

10 MM - mpaBoe;

20 MM - BepxHee;

20 MM - HIDKHEE.

JIOKyMeHTBl IIUTeNbHBIX (cBbIme 10 JIeT) CPOKOB XpaHEHHS JOJDKHBI MMETh
aeBoe 1noiie He MeHee 30 MM.

Cpokx XpaHeHHsS KOHKPETHOTO [JOKyMEHTa yKa3aH B HOMEHKJIAType el
Komurera.

O6pasubl 61aHKOB IPUBEICHB! B IPHIOKEHUIX 2-4 K HacToseld MHCTpyKIun

4.2. PeKBU3UTEI TOKYMEHTOB

4.2.1. CoctaB peKBH3HUTOB JOKyMEHTOB, co3naBaeMblx B KomureTe u mpasuia
UX 0(QOPMIICHUS YCTAHABINBAIOTCS B COOTBETCTBUH C IIOJNOKEHUSIMY HAIlMOHAIBEHOTO
cragnapra [OCTP 7.0.97-2016.

CocraB peKBH3UTOB JOKYMEHTOB Ha OyMa)KHOM HOCHTENC MIEHTHYEH COCTABY
PEKBH3HUTOB AaHANOTUYHBIX JOKYMEHTOB B OJJICKTPOHHOM BHAE X I1a0J0OHOB
(YHUQUIMPOBAHHBIX (HOPM) LOKYMEHTOB, MCIOJIB3YEMBIX TIPH CO3IaHUH YKa3aHHBIX
3JIEKTPOHHBIX IOKYMEHTOB.

4.2.2. CosnaBaemple B KomuTere ITOKYMEHTBI COIEpIKAaT CIEAYIOIIME
PEKBU3UTEL:

4.2.2.1 bnask mpuKasza COIEPIKUT:

rep6 cyonekTa Poccuiickoit @enepanuu (repb Bonrorpanckoit o6aacth);

HaMMEHOBaHKWe OpraHU3aluy — aBTopa HoKyMeHTa (HanMeHoBanne Komurera);

HauMEeHOBaHHe BHIa JOKyMEHTA,

JaTa TOKyMeHTa,

PETrUCTPaIlMOHHBIA HOMED JOKYMEHTA,

MECTO COCTaBNIeHHS (M3aHWs1) TOKYMEHTA.,

Ha Gnanke mpuxasza oQOpMIISIOTCS PEKBU3HTEL:



3aroJI0BOK K TEKCTY;

TEKCT JOKYMEHTa,

MOJIHUCE.

4.2.2.2 bnaHk IuCcbMa C yITIOBEIM PacIIONOAKEHHEM PEKBU3UTOB CONEPIKHT:

rep6 cyonexTa Poccuiickoit @enepannu (repd Bomrorpanckoit obnactn);

HaUMEHOBaHUE OPTAaHU3AIMU — aBTOPa IOKyMeHTa (HauMeHoBaHUe KomuTeta),

CIIpaBOYHBIE JaHHEIE 00 OpraHu3aluy (CrpaBoYHbIe faHHbIe 0 KomureTe);

ZiaTa I0KyMeHTa,

PETUCTPALMOHHBIN HOMEp HJOKYMEHTA;

CCHUIK4 Ha PErMCTPallMOHHBIM HOMEp U JaTy ITOCTYIIHBILETO TOKYMEHTA.

Ha 6nanke mucbMa C YIJIOBBIM PAacClIOIOKEHHEM PEKBU3UTOB O(OPMIISIOTCS
PEKBUBHTHI:

azpecar;

3arojI0BOK K TEKCTY;

TEKCT JOKYMEHTa,;

OTMETKa O NIPUJIOKEHUH;

BHU3a;

MIOJIIUCE;

OTMETKa 00 UCIOHUTEIIE.

4.2.2.3. bnamx mnpencenarens Komurera g pe3omonuit M HOpYYEHHH
COJZIEPXKUT:

HaHMCHOBaHHEM OPraHU3alliH - aBTOPa JIOKYMEHTa;

Ha¥MEHOBaHUE JIOJDKHOCTH JIAIA — aBTOPA JOKYMEHTa;

JlaTa IOKyMeHTa;

PErUCTPAllUOHHEIN HOMEp HTOKYMEHTA,

HOJIITHUCE.

Ha O6nanke mnpencenarens Komurera mns pesomonuii u  IOpydeHHit
0(QOpMIISIETCS PEKBU3UT PE30IFOIIHS.

4.2.2.4. IIpoTOoKOJI (BBIUCKA U3 TIPOTOKOJIA) COMEPIKHT:

HalMEHOBaHUE OpraHMu3alKy — aBTOpa JOKyMeHTa (HauMeHoBaHue Komurera);

HauMEHOBaHUE BUIA JOKYMEHTA,;

JaTa JI0KyMeHTa,

PETHCTPAMOHHBIN HOMEp HOKYMEHTa,

MECTO COCTaBIEHHUS (M34aHUs) JOKYMEHTA,;

TEKCT JOKYMEHTa,

MOITHCE.

B ciy4asx ycTaHOBIEHHBIX IIPABOBBIM aKTOM, PETYIHPYIOIUM IeSTEILHOCTD
KOJIJIETHAJILHOrO OpraHa, pabodel Ipynmsl WK coBellanus [IpoToko (BBIIMCKA M3
IIPOTOKOJIA) MOXKET COAEPXKATh IPU( YTBEPXKICHUS JOKYMEHTA.

4.2.2.5. Ilnan nedarensHOCTH KOoMHTETA COMEPIKHUT:

HarMeHOBaHHe OpraHu3alluy — aBTopa JOKyMeHTa (HauMeHoBaHue Komurera);

rpud yTBEpKIEHHUS TOKYMEHTA,

ZiaTa I0OKyMeHTa,



PETUCTPAIMOHHBIA HOMEp AOKYMEHTA,

HalMEHOBaHUE BUIA JOKYMEHTA,

3aroJIoBOK K TEKCTY;

TEKCT JOKyMEHTa;

BH3A.

[Tnan mesTeNbHOCTH COTPYAHHMKA WM CTPYKTYPHOIO IOApAa3IeNieHUs HMeEeT
HabOp PEKBU3UTOB COOTBETCTBYIOIIUX CITy’)KEOHOM! 3aIlUCKe.

4.2.2.6. Otuér o gesarenbHOCTH KOMUTETa CONEPKUT:

HaFMEHOBaHUE OpraHU3alliy — aBTopa J0KyMeHTa (HauMeHoBanue Komurera);

rpud yTBEPKIEHHUS TOKYMEHTA;

narta JOKyMEHTa,

PETUCTPALlMOHHBIA HOMED JTOKYMEHTa;

HavVMEHOBaHUE BUIA JOKYMEHTA,

3aroJ0BOK K TEKCTY;

TEKCT JJOKyMEHTa;

BU3A.

OTueThI, IPeI0CTABNIIEMBIE B OPTaHbl FOCYIaPCTBEHHOM BIACTH (B TOM YHCIE B
OpraHbel TOCYJApCTBEHHOM CTATHUCTHKM) W UMEIOIIUE YCTAHOBJICHHYIO HPaBOBBIMU
aKTaMH TOCYNapCTBEHHBIX OPraHOB (OPMY U COCTaB PEKBU3UTOB — CO3IAIOTCS IO
YCTAaHOBJIEHHON TOCYNapCTBEHHBIMH OpraHaMu (opMe U B ONPENeIEHHOM HMHU
MOPSIKE.

OryéT COTPYOHMKA WJIM CTPYKTYpHOTO TIOApasfeieHHus uMeeT Habop
PEKBU3UTOB COOTBETCTBYIOIIUX CIIy»KEOHO! 3aluCKe.

4.2.2.7. CayxeOHas 3alliCKa CONEPKHUT:

azpecar;

nata TOKyMEHTa;

HauMEHOBaHNE BUAa JOKYMEHTA;

3aroJIoBOK K TEKCTY;

TEKCT NOKyMEHTa;

OTMETKa O NPUJIOKEHUH;

BU3a;

IOJIIUCE.

OTMeTKa O TIPUJIOKEHWM OQOpMIsSeTcss TONBKO B CIlydae Hald4ud
IIPUAJIOKEHH.

B cnyyasx ycTaHOBIEHHBIX HacTosmed MuHcTpykumell cimyxeOHas 3amucka
MOXET He COIep>KaTh peKBU3UT 'BH3a".

4.2.3. CocTaB pEKBH3UTOB MPOEKTOB IPABOBBIX aKTOB Bomrorpanckoi
obnmactu, I['ybepmatopa Bomrorpaackoit obmacty u (und) AJMHUHHCTpalXu
Bonrorpanckoii o0nacTu, ycTaHaBIMBAIOTCS IPaBOBBIMH akTaMu Bomrorpanckoi
obmactu, Bomrorpaackoit ob6mactodt [dymsl u (unmm) amnmapara ['yGepHaTopa
Bousrorpanckoii obnactu.

CocTraB peKBU3UTOB U MOPSIOK MOATOTOBKY U COTNIACOBAHUS IIPOEKTOB ITHCEM,
HampaBlisseMsIx B Anmunuctpanuio Ilpesmpenta Poccuiickot ®@enepanuy,



IIpaButensctBo Poccutickoit Peneparnuu, denepainbHble OpraHBl rOCyJapCTBEHHOM
BJIACTH, B TOM YHCJIE X TEpPUTOpPHAIBHBIE OpraHbl, Ha UMs ceHaropa Poccuiickoif
Qenepanuu wim nenyrara locynapctBenHoil [ymel ®enepansHoro Cobpanus
Poccmiickoit ~ @enepanuu, nemytata  Bomarorpanckod — obmactHo#  Jlymel,
rOCyJapCTBEHHBIM  OpraHaM  HHOCTpPaHHBIX  TOCYAapCTB,  MEXIYHapOIHBIM
OpraHM3alysaM, BBICIINM IOJDKHOCTHBIM JuIaM cyObekToB Poccuiickoit demeparmim.
[TuceM, NOANKMCHIBAEMBIX PYKOBOAMTENSIMU ABYX U OOJee OpraHOB HCIIOJHUTENBHOM
Bnactd Bonrorpaackoil ob61acty, ycTaHaBIMBAIOTCS C Y4ETOM TpeOOBaHUH ITPaBOBEIX
akToB Bomnrorpanckoit obmact um (unu) anmapara ['ybepraropa Bonrorpamckoit
obnactu

4.3. [IpoekTsl 3ak0HOB Bomnrorpazackoit o6macTu, OCTaHOBICHUH
U pacnopsokeHudi ['ydepraropa Bonrorpanckoii obnactu,
nocTaHoBIeHuH AnmuaKucTpanuu Bonrorpanckoit obmactu

4.3.1. Komuter paspabareiBaeT NMpOeKTH 3aKOHOB Bonrorpaackoit obnacty,
IIOCTAaHOBIEHUA U  pacrnopsbkeHuid ['yOepHaropa Bosrorpanckoit  obmactw,
IIOCTaHOBICHUN AjnMuHHCTpauuu Bonrorpaznckoit obmactu (nmanee — IIpaBOBEIE
aKTHI).

4.3.2. IlogroroBka IpPOEKTOB IPaBOBBIX aKTOB K KX COIVIACOBaHHE
OCYIIIECTBILAIOTCS B IMOPSIKE, YCTAHOBICHHOM IIPaBOBBIMH akTamMu Bomrorpamckoif
oburactu 1 anmapara ['ybepraropa Bonrorpaackoit obmact.

4.3.3. IIpoekTsl NpPaBOBBIX aKTOB TOTOBAT CHENHATHCTEI Komurtera Ha
OCHOBaHWM IOpy4eHHH mnpencenatens KomuTeTa, CBOEro HEMOCPEICTBEHHOTO
pykoBonuTens U000 B HWHUIMATHBHOM IOPSIKE, B COOTBETCTBHM C IIPOQHIEM
JIEeATENbHOCTH  CTPYKTYPHOI'O  IIOJpasfeNieHus U  CBOWMH  JOJDKHOCTHBIMH
00SI3aHHOCTSIMH.

4.3.4. GuHaHCOBO-2KOHOMHYECKOE 000CHOBaHKE K MPOEKTY IIPaBOBOTO aKTa B
00s13aTeJIbHOM TIOPSIIKE BUBHUPYETCS PYKOBOAUTENIEM CTPYKTYPHOTO TOIpA3esIeHHS
KomuTeTa yrnoJHOMOYEHHOrO IO BOIpPOCaM OIOMKETHOTO IUIAaHWPOBAaHUS W (WIIH)
OyXraJTepcKoro yuéra U OTIYETHOCTH.

4.4. Ilpuxassr Komutera

44.1. B nmemsax peanmusanuu nonHomouwmit KommTera w opraHuzanuu ero
HEATENBHOCTH IIyTEM YCTAaHOBJIEHUS OOS3aTENbHBIX ITPABOBBIX MpEANUCAHUH, B
KomuteTe n3narorcsi mpuKassbl.

IIpoekT nprkasa noarorasirBaeTcs Ha Onanke mprukasa KoMmurera.

TexcT npukasa nedaraercs pasmepom mpudTa Ne 14 0OBIYHON HACBIIEHHOCTH
gepe3 1,5 MEXCTpOuHBIM HWHTEpBal W BHIPABHHBAETCS I10 IIHpHHE JKcTa (110
rpaHUIlaM JIEBOTO U IIPaBOro IoJiel TOKyMeHTa).
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4.4.2. Tlpukaset Komutera (GopMUpPYIOTCS B CIEAYIOUIHE HOMEHKIIATYpHBIE
nena:

a) IPUKa3bl II0 OCHOBHOM NesITeIbHOCTH (IPOGUIBHOMN );

0) mpHKasel IO JIFYHOMY COCTaBy (IIpuUeM, INEpPEeMEINEHHE, COBMEIICHHE,
MIEPEBO/I, YBOJILHEHUE);

B) IIpHKa3bl [0 JTUYHOMY COCTaBYy (arTecTallus, IOBBILICHNE KBalu(UKaLUH,
IPUCBOEHME 3BaHUH (YMHOB), U3MEHEHUE (PaMHUIINN );

I') IpUKa3bl IO JHYHOMY COCTaBYy (IIOOIIPEHHUS, HArpaXIeHus, OIlaTa TpyIa,
IIPEMUpPOBaHUE, Pa3IMIHbIE BBIILIATHL);

1) TpHKassl IO JHYHOMY cOCTaBy (BCe BHIBI OTIYCKOB PabOTHHKOB C
TSOKETBIMYA, BPEIHBIME W ONACHBIMH YCJIOBHSAMM TpPyHa, OTIYCKa II0 YXOOy 3a
peGEHKOM, OTITycKa 0e3 COXpaHEHHs COIEPKAHUs, [UINTEILHEIE BHYTPUPOCCUICKHUE U
3apyOe)kHble KOMaHIUPOBKHM, KOMAHIUPOBKH /U1 pabOTHUKOB C TKENIBIMA,
BPEIHBIMU ¥ OTIaCHBIMU YCIIOBHUSIMH TPYZa);

€) MPUKa3bl 110 TUIHOMY COCTaBY (O IUCHHUIIMHAPHAIX B3LICKaHUIX);

) TPHUKa3bl 10 JUIHOMY COCTaBy (O €KEroJHBIX OIUIAYMBAEMBIX OTIIyCKaX,
OTITyCKax B CBSI3H C O0YUEHHEM);

3) HpWKa3el IO JIAYHOMY COCTaBy (KpaTKOCPOYHBIE BHYTPUPOCCHMCKHE H
3apyOeXKHbIe KOMaH/IUPOBKH )

1) IPUKa3bl 110 aIMUHUCTPATUBHO-XO0341CTBEHHEIM BOIIPOCAM.

4.4.3. TIpoeKThl NPHKA30B TOTOBAT ClENUaNUCTBl KoMuTeTa Ha OCHOBaHHH
mopydeHu#t mpencenarenss KoMmurtera, CBOEro HENOCPEACTBEHHOIO DPYKOBOMUTENS
160 B HHHUIMATHBHOM IIOPSIKE, B COOTBETCTBHHM C HPOQHIEM IEATSIBHOCTH
CTPYKTYPHOTO [TOIPa3IeICHNS 1 CBOMMH JODKHOCTHBIMH OOSA3aHHOCTSIMH.

4.4.4. OTBETCTBEHHOCThL 3a oOOeclleueHre CBOCBPEMEHHON W Ka4deCTBEHHOM
IIOATOTOBKHM IIPOSKTOB IIPHKA30B U HX COIVIACOBAHHE C 3aMHTEPECOBAHHBIMH
CTOPOHAMH HECYT aBTOPEI IIPOEKTa IIpUKasa.

4.4.5, ITogroToska npukasa BKJIIOYaeT B ceOsl:

a) u3y4eHue CyIecTBa Borpoca u cOop HeoOXOIUMBIX CBECHNUN;

0) OATOTOBKY IPOEKTA IIpUKa3a C UCIOIb30BAHUEM TEXHUYECKUX CPENICTB;

B) COTJIacOBaHKE IIPOEKTa IIPHUKa3a;

I') MOANKUCAaHNe IPOeKTa IPUKa3a;

1) peTUCTpaIUIO IIPUKa3a;

€) IOBeNEHWe IIpUKa3a OO0 WCIONHUTEeNed u (MIM) pacCchUIKy IIpHKasa
MTOABEIOMCTBEHHEIM ¥ WHEIM OpPTaHU3AIMSIM, JOJDKHOCTHBIM JIMIIaM B COOTBETCTBHUH
¢ TpebOBaHHMSIMK 3aKOHOHATENbCTBA, HacTosmed MHcTpykumued u comepKaHueM
IIpHUKa3a.

4.4.6. B ciydae eciv M3JaHWE MpHKas3a MOBIEYET 3a COOON M3MEHEHHE WM
IpHU3HAHWE YTPATHBIIMMHU CUIy paHee HU3[aHHBIX IPAaBOBBIX aKTOB, aBTOP IPOEKTA
[IpYKa3a I[pujaraeT KOMHMHM IIPaBOBBIX aKTOB IOJIEXKAIIUX HM3MEHEHHMIO WM
IIPU3HAHUIO YTPATHBIIUMHU CUITY.
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Ecnu sk3eMIsIpsl IprKasa WK ero KOITHH TI0Cie TOAIICaHNs IpruKa3a OyayT
pacceuiaThCsd WM HAIPaBIATLCA HAa O3HAKOMJICHHE, aBTOpP [POEKTa IIpUKasa
3aII0JIHSET YKa3aTeslb PACChLIKH.

[Ipm  zamonHeHMM  yKaszaTelns  PacChLIKH, ampeca Ooprasuzanui
IIO/IBEIOMCTBEHHbIX KOMHTETY HE YyKa3bIBalOTCS, a B ClIy4ae HEOOXOOMMOCTH
pacchbUIKM B ISATh M Oojlee afpecoB CTOPOHHUX OpraHU3alluil, yKa3arejb PacChLIKH
[IpOeKTa IIpHMKa3a He 3allOoJHAETCs, a K IPOEKTy IpuKasa IIpuiaraercs JUCT
PACCHIIKH, IIONIUCHIBAEMBIN aBTOPOM IIPOEKTa IIpUKa3a.

@opma mucCTa pPACCBUIKM NpUBENEHA B NPWIOKEHHH § K HACTOSIIeH
HucTpykuun.

4.4.7. CornacoBaHue IIPOEKTa MPUKa3a OCYIIECTBIISIETCS IIyTeM BU3UPOBAHUS
[IPOEKTa MPUKa3a U IPUIOKEHUN K HEMY:

aBTOPOM IIPOEKTa [IPUKAa3a U €ro HeIIOCPEICTBEHHBIM PYKOBOAUTENIEM;

3aMecTuTeneM mpencenarenss KoMutera B COOTBETCTBUU C PaCIpPElICIICHHUEM
0053aHHOCTEH;

HEIIOCPEACTBEHHBIMU DPYKOBOIUTEISIMU COTPYOHUKOB. B ciy4ae ecnu 1ist
IIOCJIEIHUX B IIPOEKTE IIPUKA3a IIPEeayCMaTPUBAIOTCS IOPYUEHNUS,;

COTpYIHUKAaMU, KypUPYIOIIUMHU JeSTENbHOCTh TOABENOMCTBeHHBIX KoMuTtery
OpraHM3allii, B CiIy4dae €clld JUIs PYKOBOAUTEJIEH IOCIEeNHMX B IPOEKTe IpHKasza
IIpelyCMaTPUBAIOTCS [IOPYYCHHUS;

COTPYIHHMKOM  CTPYKTYpPHOIO  IIOApa3leNIeHHs  YIOJHOMOYEHHOrO0  IIO
OCYIIECTBJIEHHIO TPaBOBOTO obecrmedyenus nesrenbHocTH Komurera (manee
UMEeHyeTCs — FopuandecKas ciryx6a).

B cnywyae ecnM NOpoekT npHKaza 3aTpardBaeT BOIMPOCH], CBS3aHHBIE C
UCIIOJIHEHUEM IIOJTHOMOYHM TIJIaBHOTO pAcCIOPSAWTENs OIOKETHBIX CpEACTB,
BEIZICTICHUEM, PacXOJOBaHUEM CpElICTB, OGOpPMIICHHEM M BeleHHEeM OyXrajTepcKoif
OTUETHOCTH, & Tak JXe (HWHAHCOBOH CTAaTHCTHYECKOH OTYETHOCTH MM
IOKYMEHTAaIu¥, GUHAHCOBOM NUCIUIUIMHEI, TPHHATHA HA YIET ¥ KOHTPOIA 3a Haj
UCIIOIb30BaHNEM MaTEepPHAIBHEIX CPEJICTB U 3aIlacoB, TO OH B 0053aTEIbHOM MOPSIAKE
BU3UpYyeETCH COTPYLHUAKOM CTPYKTYPHOT'O noApa3ielieHus Kommurera
YIOJHOMOYEHHOI'O II0 BOIpocaM  OIOKETHOTO  IIJIaHUPOBaHWSA H  (FUIH)
OyXranaTepcKoro y4éra ¥ OTIETHOCTH.

[IpoekT mpukasa 1o TUYHOMY COCTaBy B 00S3aTEILHOM MOPSIKE BU3UPYETCH
COTPYOHHUKOM, YIOJHOMOYEHHBIM II0 OCYIISCTBJICHHIO KaApoBod paboThl B
Komurete (nanee uMenyercst — KaJIpOBHUK).

4.4.8. CoTpyZHUK IOpHIUYECKOH CIyXObl, COTPYIHHK CTPYKTYPHOI'O
nonpasneneHuss KomuTeTa  yIIOMTHOMOYEHHOrO IO  BOMpocaM  OIOJIKETHOTO
IUIaHUPOBaHMUA M (Miu) OyXranaTepckoro ydéra W OTYETHOCTH MIIM  KaIpOBHK
OCYIIECTBJIAIOT BH3MPOBaHWE IIPOEKTa IIOCTYNUBIIEr0 IIpUKa3a B CpPOK, He
IIPEBBIIAIONINH TpEX pabouux nHeH (He cunTas HHS MOCTYIUIEHUS MPOEKTa [IPUKa3a).

OcTanpHBIE COTPYOHUKH OCYIIECTBIISIOT BU3UPOBAHHUE MIPOEKTA IIOCTYIIUBIIErO
[IpUKa3a B CPOK, HE MPEBBINAIOIUNA OAWH pabouuit neHbs (He cudTas JHS
IIOCTYIJICHUS [IPOEKTa puKa3a).
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4.49. BwusuposaHume TpoeKTa IpuKkasa HampasBiaeHHoro 1o ACO/
ocymmecTBinserca B ACD]I, ¢ yuéToM TpeOoBaHUH 1 NPaBUIl €€ QYHKI[MOHUPOBAHUS 1
HCIOJIL30BAHUS SJEKTPOHHON NU(PPOBOY IIOIIIHCH.

CoTpy/IHHK, 3aBH3MPOBABLIMM IpHKa3, (B CIydae BH3MPOBAHHs OYMa)KHOrO
3K3eMILISIpa), BO3BPAllaeT ero aBTopy MpoeKTa pHKasa (a B cilydae OTCYTCTBHUS €ro
HETOCPECTBEHHOMY pPYKOBOAMTENIO) 1O KOHIA pabovero mHsI, B KOTOPOM
3aBHU3UPOBAH IIPUKA3.

4.4.10. Bo3paxenus 1o NpoeKkTy IpHKa3a, BO3HUKAIOIIKE TIPU COrNIACOBAHUY,
M3J1ararfoTCs BU3HPYIOUIMM B BUE CIy KeOHOHM 3allKCKH, KOTOpas N3rOTaB/INBACTCA U
nepenaércs aBTOPY IIpOeKTa IPHKa3a B CPOKH, yCTAHOBJIEHHBIC II. 7.7. HACTOAIIEH
Nnctpykuumn.

CnyxeOHas 3amucka, ¢ yd€ToM TpeOOBaHMI YCTAHOBJICHHBIX HACTOSIIUM
IIYHKTOM, MOXeET OBbITh M3TOTOBJICHA B JJIEKTPOHHOH (opMe W HalpaBieHa aBTOPY
npoekTa npukasza no ACIO/I.

4.4.11. Ecia B IpOEKT MpuKa3a ObLIM BHECEHBl M3MEHEHMs, Ha JIIOOOM u3
9TAIIOB €r0 COIIACOBAHUS, MIPOEKT MPUKa3a IIOMJIEKHUT ITOBTOPHOMY COTJIACOBAHHUIO
CO BCEMH COTPYIHHMKAMHU COTJIACHO 1I.7.6. MHCTpyKIHH.

4.4.12. CormacoBaHHbIe TIPOEKTHl IIPUKa3a CO BCEMH TPHIOKCHUIMHA
IepeNaoTCs COTPYAHUKY CIY’KOBI IETONPOM3BOACTBA U1 Iepeauy Ha [IOJNNCaHne
npencenareneM Komurera.

CoTpyIHUK CITyOBl [€JIONIPOM3BOACTBA HE Iepefa€T MPOESKT IIphKasa Ha
oJIHCanNe npeacenareieM KoMurera u B CpoK He NO3IHEE OJHOro pabouero jiHs,
He cuuTas IHs MOCTYIIEHUS IPOeKTa MpHKa3a, BO3BpAllacT yKa3aHHBIA MPOEKT €To
aBTOpy. B ciyd4ae Haiuuus B [pOEKTe IpHKa3a IPaMMATHYECKHAX OIIMOOK,
OTCYTCTBHSI TIPHJIOKEHHBIX K IIPOEKTYy, HO YKa3aHHBIX B TMPOEKTe IIpHKasa
IPUNOKEHHH WM HapyLIEHHs aBTOPOM IIPOeKTa IpHKa3a MpaBusl OQOpMIICHHU
IpHKa3a, yCTAHOBICHHBIX HACTOAIIEH HHCTPYKIIMEH.

4.4.13. PerucrpannOHHBIE HOMEpa IIPUCBAUBAIOTCSA IMpUKa3aM IO TOPAAKY
HOMEPOB B IIpeienax KalleHAapHOro rojia.

JlaTa peracTpaiuy npuKasa sBisIeTCs JaTOR €ro MOAMUCAHUS.

4.4.14. JloBemeHue IIPHKA30B JO CBElEHUS COTPyOHHMKOB Kommurera
OCYIIECTBISETCS B CPOK, He IPEBBINAIONMI OfMH paboyuit JIeHb CO JHS
pErucTpanuy TpHKaza IIyTEM Iepefadd KOIMM IpHKasa COTPYOHHKY C POCIHCBIO
IOCIIe[Hero, Ha OOOPOTHOH CTOpOHe IMOCNENHEro JCTa OpUTHHAla IpHKasa, ob
O3HaKOMJICHMH U (UJIK) TIOTydeHUH KOUH TIprKa3sa, 1ubo ¢ momomsio ACIH/L.

JloBeZleHHE MPUKA30B 1O OCHOBHOM (IpOQHUIBHOM) HEATENBHOCTH MM
NPUKA30B [0 aJMHHUCTPATHBHO-XO3SAHCTBEHHBIM BOIpOCaM [0  CBEICHUS
corpynHukoB KommTera, a Tak JKe€ 3aBepKa MX KOIHMH, OCYIISCTBIIACTCA
CIEIHATICTOM CITYXKOBbI JIeJIOIPOU3BOICTBA.

JloBeleHe IPUKa30B II0 JUYHOMY COCTaBy O CBENEHHS COTPYIHHKOB
Komurera, a Tak e 3aBepKa WX KOMHH, OCYUIECTBIAETCS KaAPOBHKOM WM
COTPYIHUKOM FOPUINIECKON CITyKOBI.
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4.4.15. Konuu mprKasa MM €ro 3K3eMIUIIPH HalpaBliieMble PYKOBOIUTEINSAM
ITOJ{BEIOMCTBeHHBIX KOMUTETY OpraHuM3anuii MIM WHBIM OpraHH3alMsM, OpPraHaM,
JOJDKHOCTHBIM JIMIIaM HANPaBIAIOTCS aapecaraM B COOTBETCTBUM C YKa3aTeleM
PaCCBUIKH.

Obpaszen odopMmiIeHHd TpHKa3a NPUBEAEH B NPUIOKEHHMH 5 K HAcCTOSIIEH
WNucTpykiun.

4.5. HopmaruBHBbIe IpaBoBhIe akThl KoMuTeTa

4.5.1. HopmarusHBIH npaBoBo# akT KoMuTeTa — M3NMaHHEIN B YCTaHOBIEHHOM
nopsitke akT KomMuTeTa, yCTaHABIMBAIOUIWI NpaBOBBIE HOPMBI, TO €CTh IPABUIIA
IIOBEICHNS, PAaCCUMTAHHLIE Ha HEONHOKpaTHOE IpUMEHEHHe W 00sA3aTeNbHbIE I
HEeOIIpeNle]IEeHHOr0 Kpyra ul (nanee umenyercs — HITA).

HITA wm3natorcsa B popme mpukazoB Komurera.

4.5.2. HITA pazpabarbIBaroTCs, COTIACOBBIBAIOTCSA M JOBOASITCS 10 CBEINCHUS B
IIOPAKE, YCTAHOBIEHHOM Hacrosed MHcTpykiuell s pa3paboTKH, COrTIaCOBAHMS
U JIOBENEHHMS [0 CBefeHus Ipuka3zoB Komurtera, ¢ yuétoM ocobenHocTel
YCTaHOBJICHHBIX HOPMaTHBHLEIMH IIPAaBOBBIMH akTaMu Bosnrorpanckoit odmactu.

4.5.3. Obsa3aresnsHBIME 3Tanamu cornacoBanust HITA sBistroTcs ropuandecKas
U aHTUKOPPYMIUOHHAS JKCIEPTH3a, B TOM YHUCJIE ONpEACNICeHHE HOPMAaTHBHOCTH
npaBoBoro axra. HeoOGxomuMOCTh ero omyOnmKoBaHWS (pasMelleHus B CETH
WurepHer, B TOM 4HCIe U1 IPOBENCHUS HE3aBHCHMOW aHTHKOPPYNIIMOHHON
3KCIIEPTH3bI), a TaK )K€ HalpaBieHHe mpoekTa HITA s ONEHKM pPeryiupyroLIero
BO3IEHCTBHS, IPOBOAUMBIE B ITOPSIKE, YCTAHOBICHHOM HOPMATUBHBIMHU IIPAaBOBBIMU
akTamu Bonrorpanckoit obnact.

4.5.4. HITA noxnnexar obHIUaIbHOMY OIyOIMKOBAHUIO U PACCBUIKE B CIIy4asX
U B NOpPSJKe, YCTAHOBJIEHHBIX HOPMATHBHBIMM IIPAaBOBEIMH akTamu Boirorpaackoi
obnacTH.

4.5.5. CtpykTypHOe nozxpaszenenne Komurera, yIomTHOMOYEHHOE Ha PACCHLUIKY
xonmii HITA, ycranaBnuBaeTcs mpukazoMm Komurera.

@®opma xypHana perucrtpaunu HITA mnpuBemena B IlpmioxeHun 9
HacTosme#d Mactpykuum.

4.6. ITpaBura, MOJOXESHUS, HHCTPYKITHH

4.6.1. IIpaBuna — IpaBoOBOl aKkT, ONPEAENIIONIHH MOPSIIOK KaKoro-1ubo BUaa
JNEeATEIbHOCTH, YCTAHABIMBAIOIUHA UNIH 3allpelllatoiIni onpeneieHHoe TOBEICHIE,

4.6.2. IlonoxxeHne — MpaBOBOH aKT, JCTAJIBHO PETTAMEHTHPYIOIIKH ITPaBOBOR
CTaTyC, IOPAIOK OPraHU3allly U IPOLenypy Kakoro-i1n0o BUa AeATEILHOCTH.

4.6.3. MucTpykuus — IpaBOBOH aKT, M3JaBaeMblif B IESAX DPa3hsICHEHHS M
ONpelNeNeHus IOpsAKa INpHMEHEHUs cooTeercTByromero HITA mmbo ¢ 1ensro
YKa3aHHUs CIIOCOOOB BBIIOJIHEHUS OIPEIETIeHHBIX ONeparuii (nefcTauii).

4.6.4. IlpaBuia, TOJOXEHHE, WHCTPYKIHS YTBEPXKAAIOTCS IPHUKA3AMH
Komurera.
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4.6.5. Tlopsimok TIOATOTOBKM MPOEKTOB IIPaBUJI, IOJIOXKCHUSA, HHCTPYKIHH
COOTBETCTBYET OBIIEMY TIOPSAKY ITOATOTOBKH IIPOEKTOB prka3os Komurera.

4.6.6. OTIMUHTENHEHBIME XapaKTepUCTHKAaMH TEKCTOB IIPaBUJI, ITOJNOXKEHHUI,
WHCTPYKLHUH SBJIAIOTC:

TOYHOCTD IPHMEHAEMBIX (HOPMYITHPOBOK O€3 HCIOJIB30BaHNS CJIOB U [IOHATHH,
MMEIOIIMX MHOXKECTBEHHBIH CMBICIT;

MCTIONb30BAHHEe KOPOTKHX MPEIIOKEeH!H, OOIeNpUHATEIX ab0peBUaryp H
rpapuUeCcKHX COKpAIleHHi M CBS30K, IPH HEOOXOMMMOCTH - IPEIBapUTENBHOE
oIIpe/ieNieH e MCIIONIb3yeMbIX [IOHATHI, COKpaleHni, abbpeBuatyp;

OMMCaHie BCEX BO3MOXHEBIX BapWaHTOB COOBITHM M COOTBETCTBYIOIIUX UM
BAapHAHTOB AEHCTBHIA, T.¢. IOHOTA IIPE/ICTABIECHNS HH(OPMAIIUH;

CTPYKTYypHPOBaHHOCT ~ TEKCTa C  IeNbI0  NOCTIXKCHUS — HaHJIydIleH
IIOCJIEOBATEIFHOCTH U3JI0KEHUS MaTepraa,;

HICTIONB30BaHKe (hOPMBI U3JIOXKEHHUSA TEKCTA OT TPETHero Jiuia €AUHCTBCHHOTO
W MHOXecTBenHOoro umcna ("oTmen ocymiecTBifeT (GyHKOMH...", "B COCTaB
yIpaBlIeHHs BXOLIT..." U T.IL.).

4.6.7. B 3aBUCHMOCTH OT CJIOXKHOCTH U 0ObeMa pa3pabaThIBAeMBIX IPaBUIL,
TIOJIOKEHHS, MHCTPYKIHUH — TEKCT NENUTCS Ha pasfienel, MOApasiesbl, ITyHKTHI,
IOIYHKTHI, HyMepyeMbie apalcKuMu Iu@paMu. YpOBHeH pyOpHKallMy TEKCTa HE
OJKHO OBITE OoJiee YeThIpex.

TekcThl TpaBmil, MONOXKEHWH, MHCTPYKIMH I1€YaTalOTCSd pPasMepoOM mpudTa
Ne 12-14 o6pYHOH HACBIIIEHHOCTH depe3 | MEXCTPOYHBIA HWHTEpBal H
BHIPABHUBAIOTCA 110 IIMPUHE JicTa (IO TPaHWIAM JIEBOTO M IIPABOTO IIONeH
TOKyMEHTa). 3aroJIOBKY Pa3/elioB U IOAPa3eioB IeHTPUPYIOTCA 110 IIUPUHE TEKCTA.

4.7. TIpoToKoJ 3acefaHus (COBEIIAHNUS)

4.7.1. TIpoTokon 3acemanust (COBELIaHHs) — TOKYMEHT, [peHa3sHauCHHbIH 1A
DHKCAlHM XOJa PACCMOTPEHHUs BOIPOCOB M TPHUHATHS DEIICHMH Ha 3acelaHusix,
coBermaHusaX (IUIaHEPKAX) W HWHBIX JIENOBBIX COOPAHUSAX KOOPAWHAIMOHHBIX HIIH
COBeMIaTeNILHBIX OPraHoB U PaboduX TPYyILIL.

4.7.2. TexcT mpoToKoNa MedaraeTcst pasMepom mmpupra Ne 12-14 obbraHoH
HACBHIIEHHOCTH 4epe3 | MEXCTpOYHBIM MHTEPBAl W BBIPABHUBACTCSA IO MIMPHHE
nucTa (110 TPaHUIIaM JIEBOTO U IIPABOTO IIOJIEH JJOKyMEHTa).

TekcT MPOTOKOJIA COBEINAHWS IIPOBOAMMOro mpencenareiaeM Komurera Mg
ero 3aMecTHTeNIeM HM3jaraercs OT TpPeThero JHIa MHOXECTBEHHOI0 HHCIHIa
("ciymamu", "BeICTyMIH ", "TIOCTaHOBMIH ", "permunu").

TekcT IPOTOKOJA KOJUIETHAIBHOTO OpraHa H3JaracTcs OT TPeThEro JIHUHa
eIMHCTBEHHOTO drcia ("KOJUIEerds... MoCTaHoBseT", "codpanue... pemmuio”).

4.7.3. TekcT MPOTOKOJIA COCTOUT M3 JBYX YacTel, BBOAHAS U OCHOBHAA.

Bo BBOZHON 4YacTH YyKAa3blBAIOTCS HWHUIHUANB], (GaMUIMA U JIOJDKHOCTH
TIpe/ICeNaTeNbCTBYIOIEr0, CeKPEeTaps ¥ MHBIX MPUCYTCTBOBABIIMX JIMII, B TOM YHUCIIE
TIpUITIAIIEHHbIX Ha 3acefiaHue (COBEIaHue).

Eciii KOJMUECTBO IPHUCYTCTBYIONIMX cocTaBmseT 10 mmm Oosee 94enoBeK, MX
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WHULKAIG], (aMUINU U JODKHOCTH BO BBOIHOW YaCTH HE YKa3bIBAIOTCS, a JIENAETCS
CCBLIKA Ha CIIUCOK, SBILIFOIINICS HEOThEMIIEMOM 9aCThIO MPOTOKOJIA.

Ecnu B 3acenannu (CoBeIlaHUN) IPUHUMAIOT yYacTHe MPEICTABUTENN PA3HBIX
OpraHoOB BJIACTH M OpPraHM3AlUM, yKa3bIBa€TCsI MECTO PabOThHI U JODKHOCTH KaXKIOTO
auna. MHEorocTpodHble HAaUMEHOBAHMUS [TOJDKHOCTEN MPUCYTCTBYIOUINX IT€YaTaroTCs
Yepes3 OJIUH MEXAYCTPOUHBIN HHTEPBAI.

Beomnas wacTe mnpoTOKONa 3aKaHYMBAeTCs IIEpeUHEM pacCMaTpPUBAEMBIX
BOIIPOCOB, [IEPEUUCIIEHHBIX B MIOPSAKE UX 3HAYUMOCTH C yKa3aHHEM HOKJIaguMKa 10
KaXXIOMY paccMaTpuBaeMoMy Bompocy. Bompocer dopmynupytores ¢ npemiorom "O"
("O6"), newyararoTcs OT rPAHUIIB] JIEBOTO IIOJIS M HyMEPYIOTCS apabCKUMHU LU(ppaMH.

4.7.4. OcHOBHas 4acTh IIPOTOKOJIA COCTOUT U3 Pa3lesioB, COOTBETCTBYIOIINX
paccMaTpyUBacMBbIM BOIPOCAM U UX HyMepallvy.

TexcT Kaxx0ro paszeiia CTPOUTCS II0 CXeMe:

"CJIVIIAJIA:

BBICTVYITAIINA:

ITOCTAHOBWJIU: (PELLIAJIA)"

4.7.5. ConeprkaHue NOKJIaJ0B U BBICTYIICHUH BKIIFOYaeTCsS B TEKCT IPOTOKOJIA
UM TIPUIAraeTcss K HeMy B BHJE OTACIbHBIX MaTepHalloB, C YKa3aHHEM B TEKCTE
IIpOTOKOJA: "TeKCT BBICTYIIICHHUS ITpujaraeTcs'.

B TexcT npoTokosa BHOCATCS IIOTHOCTHIO:

IIOCTaHOBJICHUE (PELIeHUE) B TO GOpPMYIHpPOBKe, KOTOpas Obla MPUHATA HA
3acelaHny (COBEIIAHNH );

UTOTH TOJIOCOBAHMS C yKa3aHHEM KOJUYecTBa rojocoBaBmmx "3a", "mporus"
Uiy "Bo3aep)KaBIIUXCS";

KpaTKoe CoepKaHue 0coOOro MHEHUS, BBICKA3aHHOTO BO BpeMS O0OCYKISHHS.

4.7.6. IlpoTokos IOANMCHIBAETCS JHUIIOM, IIPEACeNaTeIbCTBOBABIIMM HAa
3acefaHN! (COBEIIAaHNUH ) U CEKpeTapéM 3aceqanus (COBEIanus).

IIpy OTCyTCTBMM CceKpeTaps 3acelaHHs, B TOM YHCIE IIPH IIPOBEICHUN
ONEpPAaTUBHBIX  COBEUIAHMM, JOIYCKAeTCs IOANHCAHWUE IPOTOKONA  TOJBKO
IIPENCEeNaTeNbCTBYIOINM.

B ciy4asx ycTaHOBIEHHBIX HOPMAaTHBHBIMH NTPABOBBIMH akTaMu Poccuiickoil
Qenepauvu, Bonrorpaznckoli o61acTH WM HPaBOBEIM aKTOM, PETYIHPYIOLINM
JAEATEIBbHOCTh KOJIIETHAIIBHOI'O OpraHa, IIPOTOKOJI TOJNMCHIBAETCS BCEMH UICHAMM,
Y4aCTBOBABIIMMH B 3aceaHUU (COBEILAHNH ) 3TOTO OpraHa.

4.7.7. IlpunATEIe pelIeHHUs] DOBOISATCSA OO HCIONHUTENEH B BHIE BBITHCOK M3
IIPOTOKOJIOB.

Brimucka 13 npoTokona — HOKYMEHT, COAep KaIliif 4acTh TEKCTa IIPOTOKOIIA,
Kacarollyrocs BOIPOCa II0 KOTOPOMY TOTOBHTCSI BBINIUCKA, €r0 PACCMOTPEHHE H
IIPUHSTOE 110 HEMY peIlIeHHUE.

Brinncka M3 INIpOTOKONA 3aBepsAeTcsl IOANMUCBIO CeKpeTaps 3aceNaHus
(coBemanus), a B ClIydae €ro OTCYyTCTBUS — IOANKCEIO NPECEAaTelIbCTBOBABIIETO Ha
3aCelaHuH.

Ilpn HayMuMKM TEXHHYECKOH BO3MOXKHOCTH, BBIIMCKH U3 TPOTOKOJIOB MOIYT
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OBITH JOBEACHBI 10 CBEICHUS HACIIOJHUTENIEN U (I/IJ'II/I) HHBIX 3aMHTCPCCOBAHHBIX JINL,
B TOM YHUCJIE YJICHOB 3acc€aaHns, COBCIIaHHUA B 3JI€KTpOHHOI71 q)opme.

4.8. Ilnan

4.8.1 Ilman — [JOKyMEHT, YCTAaHAaBIMBAIOIIUA II€peYeHb HaMEUEHHBIX K
BBIOJHEHHIO  MEPOIPHATHHA, WX  IIOCIEJOBaTelbHOCTh,  O0BEM,  CPOKH,
OTBETCTBEHHBIX HCIIOJTHUTENEH.

4.8.2. Texcr maaHa odhopMysieTcs B BUe TaONUIEI ¢ rpadamMu:

a) HoMep IIyHKTa ILJIaHa,

0) HanMEHOBaHUE MEPOIPUATHS,

B) CPOK HCIIOJIHEHUS,

I') UCTIOJHUTENb;

1) TpUMEYaHue.

TexkcT 1uaHa 1nevaraeTcs pasmepom mpudra Ne  10-14  oOwrgnOM
HACBHIIEHHOCTH uepe3 | MEXCTPOYHbIM HMHTEepBal W BLIDABHUBACTCS IO LIMPHUHE
nucta (0 TpaHuIiaM JIEBOr0 M MPaBoro Ioied JOKyMeHTa). 3arOJIOBKH paslesioB H
TIOAPA3/IENOB [EHTPUPYIOTCS 110 IIMPUHE TEKCTA.

4.8.3. Ilnar pesTenpHOCTH KoMuTeTa BH3HWpyeTCs 3amecTHTeNleM(eIsIMHU)
npencenareis KomuTera, COTPYIHHKOM CTPYKTypHOro mnonpasaeneHus Komwurera
VIIOJHOMOYEHHOTO 110  BOIpocaM  OIOKETHOrO  IUIAHMPOBAHMA W (WIH)
OyXranTepcKoro yuéra ¥ OTYETHOCTH (IPH ITAHHPOBAHMU PACXOMOB/IOXONOB) H
yTBepXkaeTcs mpeacenarenem Komurera.

4.8.4. Homep myHKTa IUTaHA - HOMEP COOTBETCTBYIOILMM OTAEIBHOMY pasieiy
WM OYHKTY IiaHa Mepompusitait. HyMmepanns mocienoBarenbHas, 0€3 IPOIyCKOB,
BO3MOXKHO IIPHMEHEHHE COCTaBHBIX HOMEPOB C Y4€TOM HyMepalliy paselioB IIaHa.

4.8.5. HawmeHoBaHue MeEpONpUATUL - bopMyNIEpPOBKa CONEPKAHUA
MEpOIPHUATHS JOMKHA OBITh TOYHOM U TOHATHOW (0e3 HCIOIb30BaHUSA CIIOB H
HOHSATHH, IMEFOIINX MHOXE€CTBEHHBIN CMBICI).

4.8.6. Cpok WCIIOJHEHUS — MOXET OBITh yKa3aH KaK IE€PHUOI BBLIIMOJHEHHS
MepompusaTuit (Hanpumep: 1-2 KBapTan, $HBapb U T.II.) HJIM JaTy OKOHYAHHS UX
ucnonuenus (Hanpumep: 1o 10.01.2011).

4.8.7. Ucnonuurenb — WHUIHATIBEL, (QaMuids JOMKHOCTHOTO JIMLA HIIH
HayMeHoBaHue (MOJNHOE MM OQUIMATBPHOE COKpPAIIEHHOE) OpraHu3alud —
UCIIOJTHUTEIEH MIaHa.

B caywae ecnmm WyHKT IUTaHA IOMJIEKUT BBIIOIHEHHIO HECKOJIBKHMH
HCIOIHUTENSIMH, TO CPEIX HUX BBIICISIETCS OTBETCTBEHHBIN UCIIOIHUTEb.

4.8.8. [IpuMedanue — CIyXKHUT JJIs BHECEHNSI IOMETOK, HHPOPMaIlUi HMeEIoLIeH
OTHOIIEHHE K UCIIOJHEHUIO KOHKPETHOTO MEPOTIPHUATHS II7IaHa, B TOM YUCJIE B CIIydae
M3MEHEHHUs CPOKa MCITOTHEHHS FJIM COCTaBa HCIIOJHUTEIIEH.

4.9. Otuer
4.9.1. OT4eT — MOKYMEHT, COIepXKAIINN CBEACHHA O pe3yIbTraraxX AesTeIbHOCTH
38 OmpeneleHHBI IepHON BPEMEHHU, BBINOIHEHUH MEPONPHUATHH, IOpYYEHHH,
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3a]aHuH, IIJIaHOB.

TexcT oTuéra meuaraercs pazMepoM mpudrta Ne 14 oOBIYHON HACHITIEHHOCTH
yepe3 1 MeXXCTPOUYHBIA MHTEPBAJ U BBIPABHUBAETCS I10 IIUPHUHE JIUCTA (10 TPaHULAM
JIEBOTO ¥ TIPaBOrO TIONel MJOKyMEHTa). 3aroJioBKM pasleloB M IOAPa3/eNoB
IEHTPHUPYIOTCS [0 IMUPUHE TEKCTa.

492. B rTekcre oTuéTa JOJDKHO COAEPKAaTbCsl yKa3aHHE Ha [EATENIbHOCTD,
MEpOTpUITHE, BBIIAHHOE IIOpy4YEHHUE, 3aJaHue, MIyHKT I[UIaHa, MOIIeKAIIUil
BEITIOJTHEHUIO ¥ PE3YbTAT €r0 BHITIOTHEHHUS.

4.93. Oruér o pestenpHOCTHM KomuTeTa BH3UPYETCS PYKOBOAUTEIEM
IpoQUIBHOTO CTPYKTYpPHOIrO mozapasnencHus Komurera, BONPOCHl NEATEIBHOCTH
KOTOpOTro  3arparuBaeT OT4ET, 3aMecTureneM Impefceparens Komurtera B
COOTBETCTBUM C paclpeleieHneM OO0S3aHHOCTEH M yTBEPKIAETCs IpeicenareieM
Komurera.

4.10. CxyxebHble 3alIUCKH

4.10.1. B memsix OCYyIIECTBICHHUS CIIy)KeOHOTO B3aMMOJCHCTBUS MEXIY
corpynaukamMu KomuTera B paMkax BHYTPEHHEro IoKyMeHToobopora B Komurtere
MPUMEHSIOTCS CITyKeOHbIE 3allHCKHU.

Tekcr cmyxeOHOU 3amucKu newaraercs pasmepoM wmpudra Ne 14 oOwpruHON
HACBIIIEHHOCTH 4epe3 | MeXCTPOYHBIH WHTEpBall ¥ BHIPABHUBACTCS [0 LIMPUHE
nucra (1o rpaHuliaM JIEBOTo U MPaBOro Mojel JOKyMeHTa).

4.10.2.CyxeOHbIe 3allMCKH MOTYT CO3/aBaThCs Ha OyMaXHOM HOCHUTENEe H
(nH) B 3JIEKTPOHHOM hopme.

CTpyKTypa TeKCTa CIy»eOHOH 3aluCKK 3aBUCHT OT 1IeNU e€ co3qaHusl.

PexBusut "Buza" He obhopmiseTcs, eciu CiryxeOHas Imepenucka:

OCYIIECTBIISIETCSI MEXAY PYKOBOJUTEISAMHU CTPYKTYPHBIX IIOApa3NeNeHuH,
3aMecTUTeNIMHU npenacenarens Komutera, 3amectuteneM npencenarens Komurera u
PYKOBOAMUTENEM CTPYKTYPHOTO IOApa3felieHus, 3aMeCTHTENIeM IIpelcenaTesis
KomuTtera u npencenarenem Komurera,

OCYIIECTBISETCSI  COTPYIHMKOM HA OCHOBaHHU TIOPYHEHHS  CBOETO
HEMOCPEACTBEHHOIO PYKOBOAUTENSI O IIPENOCTaBICHUH PEryspHBIX OTUETOB
(b OpPManHN );

CBsI3aHa C COOOIIEHNEM O BO3HUKHOBEHHMH KOHMINKTA HHTEPECOB, CKIIOHEHUEM
K COBEpIICHHUIO KOPPYNLHUOHHOTO IPaBOHAPYILIEHUS MJIM C WHBIM HapylIeHHEM
IIPaBOBBIX @KTOB, MO0 HEOOXOMUMOCTBIO IMOMyUeHHS KOHCYJIBTAIlMH 110 IPaBOBHIM
WJI MHBIM BOIIPOCaM B paMKax CIyXeOHOTO B3aUMONIEHCTBHS.

4.11. IIucemo
4.11.1. Tlucemo sBIA€TCS MOOKYMEHTOM, CIYXKalllUM IS OCYIIECTBICHUS
ouIranbHOro HHGOPMAIMOHHOTO 0OMeHa Mexay KoMuTeToOM W opraHaMu BIIacTH,
0011eCTBEHHBIMU OpraHU3aLUsIMHA, QU3NIECKIME U FOPUINICCKUMHE JINIIaAMH.,
Texkct mnwmceMma mnedaraeTcs pasMepoMm Impudrta Ne 13-14  oObIUHOlM
HACBIICHHOCTH 4epe3 | MeXCTpPOYHBIM HHTEpBal U BHIPABHUBAETCS IO IIUPHHE
JucTa (10 TPaHULlaM JIeBOTO U MIPaBOTO IOJIeH JOKYMEHTA).
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4.11.2. Ilucema Komutera rotoBsITCs Kak:

a) TOKJIa/IbI O BEITIOTHEHUY OPYyYEeHUH;

6) compoBOOWTENbHbIE IIMCbMa, B TOM YHCIE K IIPOEKTaM 3aKOHOB
Bosrorpaznckoit  obnacti, IpoeKkTaM IIpaBOBBIX akToB [ybepHaropa u (Win)
AnmuaucTpanuu Boirorpanckoit obnacty;

B) 3aIIpOCHI;

I') OTBETHI Ha 3aIPOCHL ¥ OOpallleHus;

1) vHPOpPMaMOHHEIE ITHChMa.

4.11.3. TIpoexT mEchkMa MOATOTaBIWBaeTcs Ha Omanke nuceMa Komurera ¢
YIJIOBBIM PACIONIOKEHHEM PEKBU3UTOB.

K mpoekry muckMa, HOATOTOBIEHHOMY Ha OmaHke muceMa Kommrera ¢
YIJIOBEIM PACIIONOKEHUEM PEKBU3UTOB, INPHJIATAeTCs BTOPOM OSK3EMILIADP IIPOEKTa
MTACbMa, KOTOPBIN BH3UPYETCS:

aBTOPOM IIPOEKTA ITUChMa U €r0 HEIIOCPEACTBEHHBIM PYKOBOIUTEIIEM,;

3aMecTuTeNleM mnpencenarens Komurtera B COOTBETCTBHU C pAaCIpeleeHUEM
00s13aHHOCTEIH;

COTPYIOHHMKAM¥, KYpUPYIOIIUMHU [1€ATEIbHOCTh IIOABEIOMCTBEHHBIX KoMuTeTy
OpraHM3aIlfii, B Cllydae ecliy IIUCbMO apEeCOBaHO PYKOBOAMTEIAM IIOCISIHUX.

4.11.4. TlpoekTel muceM II0 BOIpPOCaM IIPaBOBOTO XapaKTepa TOTOBATCSH
COTPYAHUKOM FOPUANIECKOM CITyKOBI.

[TpoexThl THCEM IO BOMNPOCAM HCIOJHEHUS IIOJHOMOYMH TJIaBHOIO
pacmopsouTens OIO/DKETHBIX CpPEACTB, BBIICJICHUSA, PAacXOIOBAHUEM CPEICTB,
odhopMIleHMsST W BeIeHHs OyXrajaTepckod OT4YETHOCTH, a Tak Ke (PUHAHCOBOH
CTAaTHCTHYECKOW OTYETHOCTH WM JOKyMEHTallud, (QUHAHCOBOM IUCIUIUIMHEI,
OPUHATHS Ha YYET W KOHTPOJNS HaJ HCIOJNb30BAaHUEM MAaTEpUAIBHBIX CPENCTB U
3aI1acoB, TOTOBSTCS COTPYAHHKOM CTPYKTypHOro mojpaszgeneHus Komurera
VIIOJHOMOYEHHOTO [0  BONpOcaM  OIOMXETHOrO IUIAHUPOBaHUSA M (WJIH)
OyXTaJTepCKOro y4éTa U OTIETHOCTH.

ITpoeKThI mrceM 110 BOIpocaM KaapoBOo# paboTsl TOTOBATCA KaJIpPOBUKOM.

B cirydasx ecnm B TekcTe MpoeKTa MUChMa YaCTUYHO COAEPXKUTCS ONUH HIH
HECKOJILKO aCIIeKTOB JEATEIBPHOCTH W3 YKa3aHHBIX B HACTOSAIIEM IIyHKTE, MIPOEKT
TAKOTO ITMChMa TOTOBHUTCS aBTOPOM IIMChbMa KOTOPOMY IOPY4Ye€Ha €ro IOATOTOBKA.
Taxoe MUCBEMO BU3UPYETCS COOTBETCTBEHHO COTPYAHUKOM IOPHAWYECKON CITy>KOBI,
COTPYIHHUKOM CTPYKTYpHOTO TmonpasfeneHns KoMurTera yHnoJIHOMOYEHHOIO IO
BOIIpOCaM OFOKETHOTO ITAHUPOBAHUS U (MK ) OyXTaiTepCKOro yuéra i OTI4ETHOCTH
WJTH KaJPOBHKOM B 3aBUCHMOCTH OT PaCCMaTpUBAaEMBIX B IUCEME BOIIPOCOB.

4.11.5. Cpoxk BH3UPOBaHUWS IPOCKTOB IHUCEM MM IIOATOTOBKU Ha HHX
3aMeYaHui He MOXKeT ObITh Oosiee ABYX pabounx JHEeH (He cuuTas NHS HOCTYIICHUS
IPOEKTa MUCHEMA).

4.11.6. Ilmcema, coxmepxamue  (QUHAHCOBBIE  00s3aTeNBCTBA WM
yI0CTOBEPSIOIINE TTpaBa JINI 3aBepsroTCs repOoBoif neuarsio Komurera.

B mmceMax, comepkamux HHQOPMAIMIO OTPaHUYEHHOTO paclpOCTpaHEHHUS,
TIPOCTABIAETCS TpUG) OTpaHMIEHHS TOCTya K JOKYMEHTY.
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4.12. TenedoHorpamMma

4.12.1.TenedoHOrpaMMbl ~ UCHOJB3YIOTCS U1l ONEPAaTUBHOTO  PEIIeHUs
BOIIPOCOB B CIlydyasxX, KOrJa COOOIIEHWs, IepenaBaeMble Mo TenedoHy, TpeOyroT
IOKYMEHTaIbHOT0 0hOpMIICHHUS.

4.12.2. TenedoHOrpaMMa 3aHOCUTCS B KypHAJI PETUCTPalK TeIehOHOTPAMM.

4.12.3. Tlocne mepemauu (mpuéma) TenedhoHOrpaMMBI MPOU3BOIUTCS CBEpKa
TeKcTa TeJaeOHOrpaMMBbl ¢ IIPUHUMAIOLIIM COTPYAHUKOM (IIepeIatoliMm).

3areM mnepealoUMil COTPYOHHK (IPUHAMAIOMIUNA) [eJIaeT OTMETKH BHH3Y
TEKCTa Tele()OHOIPaMMBL:

"TIPHSJI", HamMeHOBaHWE IOJDKHOCTH, (aMUjusi, WM, OTYECTBO JIHIIA,
IpUHSABIIEr0 TenedhoHOTpaMMy, HOMep ero TenedoHa, BpeMms Iepenadu
TenehoHOrpaMMBl (4ackl 1 MUHYTEHI), 1aTa;

"TIEPEJJAJI", HauMeHOBaHUE [IOJDKHOCTH, (haMuius, WMs, OTYECTBO, HOMEP
TeneoHa, MO KOTOpoMy TeledoHOrpaMMa Obula IlepefaHa, BpeMs Iepenatn
TeeOoHOrpaMMBl (Jachkl 1 MAHYTHL), /1aTa.

Otmetrka o mpuéme (mepenaue) TenehOHOPaMMBl 3aBepsAeTcs IOMMUCHIO
COTPYIHHKA IPHHSBINETO (IepenaBIIero) TeeoHorpammy.

4.12.4. Tlony4yenHas TenehoHorpaMMma HODKHA OBITH OTIIeYaTaHa, CUATaHA U
TTOJIOXKEHa JIMIY, KOTOPOMY OHa aapecoBaHa, B BO3MOXKHO KOPOTKHI CPOK.

Texcr TenedoHOrpaMMbl TeuaTaeTcss pasmepom mpudra No 12-14 oOwruHON
HACBHIIIEHHOCTH 4epe3 | MEeXCTPOYHBIH WHTEpPBal W BHIPABHUBAETCS IO IIHPHHE
mucTa (TI0 TpaHULlaM JIeBOTO ¥ MPaBOTo IoJiel JOKYMEHTa).

4.13. JloBepeHHOCTH

4,13.1. JloBepernHoCTh odopMIsSeTCS IO IpaBWiaM, YCTaHOBJICHHBIM
HacTosmed MHcTpyknmed mns mwmceM ¢ Y49€TOM TpeOOBaHWH TI'paXXTaHCKOTO
3aKkoHOAarenbcTBa Poccuiickoit @enepanuy U HACTOAIIErO pasjea.

4.13.2. IIpoekT 1OBEPEHHOCTH MMOATOTABIMNBACTCS U BU3UPYESTCS COTPYIHHUKOM
IOpUONIecKoi ciyXO0bl, MOCIe Yero nepena&Tcs Ha MoANuCcCaHue.

JloBepeHHOCTh TIOANUCHIBAETCS IpencenareneM KoMmuTeTa WK JIHIIOM,
OCYILIECTBISIOIIUM €ro MOJHOMOYHS (MCIIOJTHSIOIUM OOS3aHHOCTH) B CKpeIIeTCs
repOoBoii reuatsio Komurera.

4.14. JloroBopsl, COTNTalIeHNs, KOHTPAKTEI

4.14.1. JloroBopsl, coryalieHus, KOHTPaKTHl (Hajee MMEHYIOTCS — JOTroBOpa)
IOATOTABIIMBAIOTCS B COOTBETCTBUU C TPeOOBAaHUSIMH T'PaXTaHCKOTO, TPYLOBOTO,
OIOMKETHOTO U UHOTO 3aKoHoHaTenscTBa Poccuiickoit deneparu, B 3aBUCUMOCTH OT
perymaupyeMbIX JOTOBOPOM IIPaBOOTHOIIEHUH U 0053aTeNIbCTB CTOPOH.

4.14.2. IlpoexTr [oroBopa MOArOTABIUBAECTCA COTPYIHHUKOM C YYETOM
HEeOOXOIUMOCTH CBOEBPEMEHHOI'O U KaueCTBEHHOT'0 OOeCIeUeHHU S HCIIOMHEHUS CBOUX
MIOJTHOMOYH I (obs3aHHOCTER ), ITOJTHOMOYHUN (byHKIIHiT) CTPYKTYPHOTO
HOIpa3JeNeHnsi, B KOTOpoM OH paboraeT (ciayxuT) unu noirHoMounit Komurera B
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T[EJIOM.

[lpoekT  mOroBopa  IOATrOTABIMBAETCA  COTPYAHHKOM  CTPYKTYpHOTO
nofpasieieHus K GyHKOIUAM (IIONMHOMOYHSAM) KOTOPOTO OTHOCHTCS peIIeHUe
BOIIPOCOB SIBJISTFOLINXCSA IPEAMETOM JOTOBOPA.

HeobxommMast IJIs MOATOTOBKM IPOEKTa JOTOBOpa MH(popManus codupaercs
ABTOPOM TMIPOEKTa JOTroBOpa B IOpPAAKE CIyXKeOHOro B3aWMOACHCTBUS C yd4ETOM
IIPaBHJ YCTAHOBIIEHHBIX HacTosAllel MHCTpyKmen.

4.14.3. Tlopsmok cOITIacOBaHWS M HAlpaBlieHWs I[IPOEKTa JOoToBopa Ha
NOANMCaHKe TIpeacenareneM KoMuTera HIH HHBIM YIOTHOMOYEHHBIM JIULIOM,
COOTBETCTBYET IIOPANKY, YCTAaHOBISHHOMY HacToslled MHCTpyKuwed I MHceM
Komurera.

TekcT morosopa medaraercst pasmepoM mpupTa Ne 12-14  oObraHOM
HACBHIIIIEHHOCTH Yepe3 | MEXCTpPOYHBIN MHTEpBal W BLIPABHUBAETCS IO IIUPUHE
nucta (10 IpaHuIlaM JIEBOrO ¥ [IPaBOTo Iojeil TOKyMeHTa). 3arONOBKH pasjieNioB U
IIOAPAa3/IesiOB [IEHTPUPYIOTCS 110 IIMPUHE TEKCTA.

4.15. [IpUHIKITEl OpPraHU3aUU JOKYMEHTO000poTa

4.15.1. JIsmxeuue NoKyMeHTOB B KomureTe ¢ MOMEHTa HX CO3MaHUS HIIH
TTONy9eHHUs 10 3aBEPIICHMS HCIOTHEHN)s MM OTIPaBKH 06pasyeT HOKyMeHTOOOO0POT.

4.15.2. B mporecce 10KyMeHTO000pOTa 00eCIEurBAETCS:

IIpUEM U TIepBUYHasS 00paboTKa BXOASIIMX JOKYMEHTOB;

IIpeBapUTEIBHOE PACCMOTPEHNE BXOAIINX TOKYMEHTOB,;

pErucTpalrs BXOJAINX, HCXOAAIUX ¥ BHYTPEHHUX TOKYMEHTOB;

paccMOTpeHHne JOKYMEHTOB PyKOBOJCTBOM;

NOBEJIEHNE JOKYMEHTOB JI0 UCIIOJTHUTENIEH;

[IOJIFOTOBKA IPOEKTOB JOKYMEHTOB;

COrJIaCOBaHME MPOCKTOB IOKYMEHTOB;

IIOITHCAHNE IIPOEKTOB JOKYMEHTOB;

00paboTKa U OTIpaBKa HCXOAAMUX JOKYMEHTOB;

OIIpele]IeHe MECTa XPaHEeHHs AOKyMeHTa (KONHM JOKYMEHTa) U BKIIOUEHHE
JOKyMeHTa (KOTIMHU TOKyMEHTa) B JIEII0.

4.15.3. DiexTpoHHBIH moKyMeHTooOopoT Komwurera ocCymecTBiusieTcs c
WCIIONB30BAHUEM  €IMHOM  aBTOMATH3WPOBAHHOM  CHCTEMBI  3JIEKTPOHHOTO
JOKYMEHT0060pOTa OpraHOB HCIOIHHUTENbHON BiIacTH Bomrorpanckod obmactu
(ACO ), CHCTeMBl MEXBEJIOMCTBEHHOIO JJIEKTPOHHOIO JOKYMEHTO000poTa
(MDJI0), aBTOMAaTH3UPOBAHHOW  CHCTEMBI  00pabOTKH  KOHOMICHIHAILHOMN
nndopmaruu Bonrorpanckoit obrmactu (ACOKH) (nanee MMEHYIOTCS — CHCTEMBI
3NIEKTPOHHOr0 HokyMeHTo0oO0poTa (CO /1)) nnu uepes calit KomureTa.

4.154. B pokymeHntoobopore KomuTeTa  BBIAEISIOTCS — CIEOYFOIIHE
JIOKyMEHTOIIOTOKH:

a) BXoxsmias (TOCTynaromas) 10KyMeHTallks;

0) ucxomsamas (oTpasinsiemMas) JOKyMEHTALUS,
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B) BHYTPEHHSSI IOKYMEHTAIH.

4.15.5. K Bxomsme#t (mocrtymaromne#t) W ucxomsued (oTmpaBiseMoit)
JOKyMEHTAIlU! OTHOCSTCH:

a) machkMa (oOpallieHuns) TpaXIaH, a Tak )ke IMUChMa M 3allpoChl, HAIIPaBJsIeMbIE B
aIpec rpaKIIas;

0) IOKYMEHTBI, ToCTynuBIIKNe U3 Bonrorpaackoit obnactHo# JJyMel U mucbMa,
HampaBiisieMble B Bonrorpaackyioo ob6mactayro [yMmy, a Tak ke IOKyMEHTHI,
IOCTYTHBIINE OT UHBIX OpraHuzanuit Bonrorpaackoit obnactu u nuckMa U 3ampochl,
HalpaBJIsIEMbIE B UX aJIPEC;

B) JOKYMEHTBHI, IIOCTYNMBIIME W3 OpPraHOB HCIOJIHHUTEIBHONW BJIACTH
Bonrorpanckoir o0nacTv, a Tak € IHCbMa M 3alPOCHI, HallpaBlsieMble OpraHam
UCIIOTHUTENbHOM BnacTu Bonrorpanckoit obnacrty;

I') JOKYMEHTHI, IIOCTYIUBINNE W3 MHUHHUCTEpCTBO MU(POBOr0 pa3BUTHUSA, CBA3M
U MaccoBBIX KOMMyHHKanui Poccuiickoit ®enepauuu (Munuudpsr Poccun),
MuHucTepCTBO SKOHOMHYECKOTO pa3BUTHS Poccuiickon Denepannut
(MunskonompaszButus Poccum), Ymnpasnenue nenamu Ilpesunmenta Poccuiickoit
®denepanun U MAcbkMa, HarpasisieMble B MHHHCTEPCTBO HU(GPOBOTO Pa3BUTHSA, CBA3N
M MaccOBBIX KoMMyHHKanui Poccuiickoit ®epepanuu (Munuudpel Poccun),
MuHHCTEpCTBO 5KOHOMHUYECKOT O Pa3BUTHUS Poccuiickoit Oenepanun
(MunskonoMmpasputuss Poccuu), Ympasnenwme nemamu I[lpesmmenta Poccwuiickoit
Oenepanny;

1) JOKYMEHTHI, IMOCTynuBINHe u3 DenepalbHBIX OPraHOB IOCYIapCTBEHHOM
BIIACTH, B TOM YHCJE UX TEPPUTOPUAIBHBIX MOApAa3JeleHui, a Tak Ke MHUCbMa, U
3ampockl, HampaBiasieMble DenepalbHBIM OpraHaM T'OCyJIapCTBEHHON BIIACTH, B TOM
YUCJIE UX TEPPUTOPUATHHBIM MOAPA3ACICHUSIM;

€) IOKyMEHTHl, IIOCTYNUBIIWE W3 OPraHOB MECTHOT'O0 CaMOYIpaBJICHHS
Bonrorpanckoii obnactu. [Incema u 3anrpochl, HallpaBIsIeMBIE B UX aJIPEC;

) IOKYMEHTBI, TIOCTYIIUBIIINE U3 WHEIX CyObekTOB Poccuitckoit @enepanuu, a
TaK )K€ MUChMa, ¥ 3alpOChl, HallpaBJsieMbIe B OTBET;

3) NOKYMEHTBI, IOCTYIHUBIINE OT WHBIX OpraHU3allUil W JIMIl He YKa3aHHBIX B
HAaCTOSIIEM IIYHKTE U IUChMa U 3allpOCHl, HallpaBJisieMble B UX afipec.

4.15.6. K BHyTpeHHEN NOKyMEHTalW! OTHOCSTCS:

a) npaBoBble akThl Komurera;

0) IpOTOKONEI 3acefaHUll, COBEIIaHMH (COBEIIAaTeNbHBIX, KOOPIUHAIIHOHHEIX,
9KCIIEPTHBIX OpPraHoB, pabouux TPyl u T.1.);

B) TUTAHBI, OTYETHI, 3aKITFOUSHUST;

T') cy’keOHBIE 3aIlHCKH;

1) IOBEPEHHOCTH;

€) IOTOBOPBI, KOHTPAKTHI, COTJIAIICHHUSI.

4.15.7. JloctaBka M oTOpaBKa JOKYMEHTOB OCYIIECTBIISIFOTCS ITOYTOBOM HITH
(enpaberepckoil CBA3bIO, a TaK JKe IIOCPEACTBOM Iepefaud TeineOoHOrpamm,
3neKTpoHHOM noutel, CO/l nnwn uepes caitt Komurera.
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5. Oprauuzanus JOKyMeHT0000poTa
5.1. TIpyHIKIIBE OpTaHU3aHH JOKyMEHT0000pOTa

5.1.1. JIpmxenne AOKYyMEHTOB B KomuTeTe ¢ MOMEHTa MX CO3JaHHUS HIIH
TIOJIyYE€HUs O 3aBEpIISHUs WCIIOJIHEHUs, OTIPAaBKH M (WJIH) TIOMEILIEHHS B IEN0
o6pasyeT TOKyMEHTOOOOPOT, KOTOPhIH OPraHU3yeTCs IPH COOJIONEHUH CIIeyIOIHX
OCHOBHBIX IPUHIUIIOB!

a) LeHTpaIU3alys ONepaluii 10 IPUEMy U OTIIPaBKe TOKYMEHTOB;

0) pacrpezneieHre JOKYMEHTOB Ha JOKYMEHTOIIOTOKH, MMEIOIINE OIMHAKOBBIH
MapupyT (MapLUIpyTH3alus JOKyMEHTOB);

B) OpraHMU3als IPeBapUTENBHOIO PACCMOTPEHUS TOCTYAIOIITNX
JOKYMEHTOB;

I') HCKIIOUCHWE BO3BPATHBIX J[BIDKEHHWH JNOKYMEHTa, HE OOYCIIOBIEHHBIX
JIeJI0BOI HEOOXOAUMOCTEIO;

1) OMHOKPATHOCTh PETUCTPAld TOKYMEHTOB,;

€) ycTpaHeHHe HeoOOCHOBaHHBIX COITIACOBAHUM MPOEKTOB JOKYMEHTOB;

) perfiaMeHTalys onepanuil mo 06paboTKe, PACCMOTPEHHUIO U COTNIACOBAHUIO
JOKYMEHTOB.

5.1.2. B noxymenToob6opore Komurera BBINENAIOTCS CIIEAYIOUINE OCHOBHBIC
JIOKyMEHTOIIOTOKH

a) IOCTYyIaroImas (BXOIIas ) JOKyMeHTall}s;

0) ormpasisieMas (MCXOsIIas) JOKyMEHTAIU,

B) BHYTPEHHSSI TOKyMEHTAIUA.

5.1.3. B cocraBe mocTymaromiei (Bxomsmied) W OTIpaBisieMOd (MCcXomsiuei)
JTOKYMEHTAIMH BBIIEIISIOTCS:

nvceMa (oOpallleHns) IpakaaH, a Taloke MHCbMa M 3alpOChl, HalpaBJIIeMBIC
B aJ[pec rpaK/aH;

JOKYMEHTEI, [OCTyIaromue U3 Bomrorpajgckoi  obmactHod  [ymsl,
U IIMCHbMa, HallpaBisieMble B Bosrorpaackyro obnactayro JyMy, a TakxKe JOKYMEHTHI,
IIOCTYIHBIIHE OT HHBIX OpraHu3anuil Boiarorpanackoi o0nacti ¥ MUCbMa, U 3aMIPOCH,
HaIpaBJisieMble B UX aJpec;

IOKYMEHTBI, IIOCTyIAlOIlMe K3 OpraHoB  HCIIOJHUTENBHOM  BJIACTH
Bonrorpaackoii obimacTd, a Takke NHACbMa M 3aIPOCH], HalpaBliseMble B OpPTaHBI
UCIIOJIHUTEBHOM BTacT Bonrorpanckoil obnacry;

IOKYMEHTBI, TOCTyHamuye Hu3 (eaepalbHbIX OPraHOB IOCYAapCTBEHHOH
BJIACTH, B TOM 4YHCJIE€ WX TCPPUTOPHAIBHBIX IIOAPA3[ENIeHUH, a TaKXKe IHChMa
U 3aIpOChl, HalpaBlisieMble B (enepalibHble OpraHbl I'OCYIapCTBEHHOW BIIACTH,
B TOM UHCJIE HX TEPPHATOPUATBHBIE TOAPa3AEIeHHNS;

JOKYMEHTBI, IIOCTYIAIOIIHe U3 OpPraHoB MECTHOTO  CaMOYIIpaBIICHHUS
Bourorpajackoii obnactd W MHBIX CcyOBekTOoB Poccumiickoii @enepanuu, a TakKke
OUCBEMA ¥ 3alpOChl, HANpaBisIeMble B OpPraHbl MECTHOIO CaMOYIpaBIICHUS
Bosnrorpanckoii obnactu u uHble cyobeKThl Poccuiickoi ®enepanuu;
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NOKYMEHTBI, IIOCTYNAXOIIWe OT HMHBIX OpraHM3aluil W JMI, He YKa3aHHBIX
B HACTOSAIIEM ITYHKTE, ¥ IAChMAa K 3alIpOChl, HAllpaBJIsieMbIe B HX aIpec.

5.1.4. B coctaBe BHYTpEHHEHN TOKYMEHTAIIUH BhIIEIIIOTCS:

a) npaBoBbIe akThl KomuTera,

0) IpOTOKONEI 3aceaHuil, COBEIIaHMi (COBEIIATENbHBIX, KOOPAMHAIIMOHHEIX,
SKCIIEPTHBIX OPTaHOB, pabouux rpymni u T.1.);

B) IIJTaHBI, OTYETHI, 3AKITFOUCHHUS,

I') 3aIIUCKY (aHANUTHYECKHE, CITy)KeOHbIe, TOACHUTENBHEIE, ¥ T.1.);

1) IOBEPEHHOCTH;

€) JOTOBOPBI, KOHTPAKTHI, COIVIAIICHHUS.

5.1.5. JlocraBka ¥ OTIpaBKa JOKYMEHTOB B KoMmuTeTe OCYINeCTBIISIOTCS
CPENCTBAMH IIOYTOBOW CBSI3M, (ENBIBETePCKOMl CBS3U, DJIEKTPOCBSA3M, HAPOUHBIM
U TIOCPEJCTBOM 3JIEKTPOHHOM IOYTEHI.

Iloctynaromue  (BXonmsdimue)  OOKYMEHTHI  IPOXOOST B CIyx0e
nenonpoussoacTBa KomuteTa ciaenyromme sTamsl:

a) mepBru4Has 00paboTKa;

©) peructpauus;

B) IpEBapUTENILHOE PACCMOTPEHHUE;

T) lepenava pyKOBOJICTBY Ha PACCMOTpPEHUE;

) IIepeaya UCIIONHUTEISIM;

€) IOMEIIeHNe B JIENI0 [TOCTIe HCIIOTHEHHMS.

5.1.6. B cmyx6e nenompousBomctBa KomwuTera BemeTcs yueT MOCTYNAOIIKX,
CO3/1aBaeMbIX U OTIPABIAEMBIX [OKyMEHTOB. JlaHHBIE O KOJIMUeCTBE 00OOIIAIOTCS,
aHANM3UPYIOTCS U IPENOCTaBIAIOTCS PYKOBOAUTETI0 KOMHUTETa B YCTAaHOBIEHHOM
UM IOpSOKeE.

5.17.B menax ydera M IOMCKa [OKYMEHTOB B CHCTEME O3JIEKTPOHHOIO
noxkymeHToobopora  Kommurera  mcmome3yroTcst — oOs3aTeNbHBIE  CBEIEHUS
0  OOKyMeHTaxX  COIJIaCHO  IIPHJIOKEHHI0. B cHcTeMe  3JIeKTPOHHOIO
IoKymMeHTooOopoTa KomMuTeTa MOTYT HCIOJB30BAThCS IOMOJIHUTENLHBIE CBEIEHHUS
0 JOKYMEHTax.

5.2. TTpuém u nepBruHas 00pabOoTKa BXOASIIHMX JOKYMEHTOB

52.1. Ilpuém u mnepBuuyHas o00pabOTKa OCYIIECTBISETCS B OTHOIICHHH
BXOOSIMMX B KoMHTET HOKYMEHTOB I€HTPAIH30BaHO COTPYIHHKOM CIIYIKOBI
JI€IIOIIPOU3BOICTBA.

JIOKyMEHTEI, IIPOXOAAT NEPBHYHYIO OOpabOTKy B I€Hb MOCTYIJIEHHS, 4 IPH
IOCTYILIEHUM B Hepabouee BpeMs — Ha CIeAYIONIuit pabounii JeHs.

IlepBuynas o00paboTka MJOKYMEHTOB IOCTYHNHBIUNHX mocpeactsom COJ]
OCYIICCTBIIAETCA B IIOPAAKE, YCTAaHOBJICHHOM HOPMAaTHBHEIMHU ITPaBOBLIMH aAKTaMH,
PEryIupyrOmMMHA OPAAOK (QYHKIWOHUPOBAaHUSA YKa3aHHBIX CHCTEM M HacTosIeil
WuCcTpyKIuei.

5.2.2. Bee mocrynuBmre B KoMHUTET HOKYMEHTHI Ha OYMa)KHOM HOCHTENE
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TIOZJIEXKAT EPBHYHON 00pabOTKe BKIIFOUAIOIIEH

a) MPOBEPKY NPaBUIBHOCTH JOCTABKH JOKYMEHTOB;

0) MpoBepKy LIETOCTHOCTH YIAaKOBKH;

B) BCKPBITHE YMAaKOBKH (38 HCKIFOYEHHEM KOHBEPTOB, MAKETOB C IIOMETKOH
"JInuno" u rpudaMu OrpaHHYEHHs [HOCTyma K NOKYMEHTY, HE OTHOCAIIMXCH K
0OpallleHUsAM TPXAAH, OpPraHu3alni);

I') IPOBEPKY LENOCTHOCTH (KOMIIIEKTHOCTH ) BXOASIIMX TOKYMEHTOB, BKIIO9as
PUJIOKEHUS;

1) YHHYTOXEHWE KOHBEPTOB, IIAKETOB WM YIAKOBKA (32 HCKIHOYSHHEM
obpalenHnt rpaxiad, OpraHu3alluif I HMHBIX JOKYMEHTOB 0e3 yKasaHMs IaTbl, a
TaKXke B CIy4asX, eClid JOKyMEHT ITOCTYIHII T03Ke yKa3aHHOI0 B TEKCTE JOKYMEHTA
CpPOKa HCIONHEeHUs (JaThl MEPONpPHUATHS) WK TIPA PACXOXICHUM MEXIy HaTaMu
HOANUCAHNS U TIOJTyUEHUS TOKyMEHTOB Oonee 10 KaleHIapHBIX THEH;

5.2.3. DIeKTpOHHBIE JOKYMEHTBI, B TOM YHCJIe 3JICKTPOHHBIC NOKYMEHTEHI C
IPUKPEIIERHBIMA 0bpasamu, moctynatomue o COJl, B 00s3aTeqbHOM HOPAIKE
POXOJIAT IPOBEPKY:

a) nommurHocTy DI Una, HOANKMCABIIEro SEKTPOHHBIA TOKYMEHT;

0) IpaBIIIBHOCTH afpecara;

B) HaIW4ds [PUIOKEHWH, €CIH OHM YKasaHbl B TEKCTe JJEKTPOHHOIO
IOKyMEHTA.

[Ipr MOJOXWTENBHOM pe3ylIbTaTe IIPOBEJEHHS IIPOBEPKH INEKTPOHHBIA
JOKYMEHT ¥ (WNM) OIEKTPOHHBIA MOKyMEHT C IPUKPEIVIEHHbIM —00pasom
IpPUHUMAeTCs K HCTONHEHWIO M IIOUIEKHT JaibHelmed obpaboTke, mpu
OTPHIATEIbHOM - HE3aMEAJIMTEIBHO BO3BPAIIAETCsl OTIPABHTEIIO C YKa3aHHEM
IPUYWH BO3BpaTa.

5.2.4.0mub604HO  JOCTABIEHHLIE JOKyMEHTH Ha OyMa)kHOM HOCHTEIE
TIepeChIIAIOTCA 110 HA3HAYEHWIO WM BO3BPAINAIOTCA OTHPABUTENIO B TeYCHHE 3-X
KaJIeHIApHBIX JHEeH CO IHS NOTy4YeHHUS.

IIpu oOHApyXeHWH [OBPEXACHHS BXOMAANIETO JOKYMEHTa Ha OyMa)KHOM
HOCHUTeJNe WM ero IPUIOKEHUH, IPX OTCYTCTBHM B KOHBEpTE (TIaKeTe) JNOKYMEHTa,
ero 4acTd MM NPWIOXKEHHH K HeMy, a TakKe IPH OTCYTCTBHH IIOAIMCH Ha
BXOASAIIEM IOKYMEHTE COCTABISIETCS aKT B JBYX DSK3EMIUIIpax Ha OyMaKHOM
HocuTene. OJUH SK3EMIUIAP aKTa B TeUEHHE 5-TH KaJE€HIApHBIX THEW BBICHIIACTCS
OTIIpaBUTENO, 2- - mproOInaeTcss K BXOAALIEMY IOKYMEHTY M TepefacTcs Ha
PETHCTPALNIO U IIPEIBAPUTEIBHOE PACCMOTPEHHE.

®opma akta 00 OTCYTCTBHHM JOKYMEHTOB HIIM OOHAPYXEHUH IOBPEXICHUH
TIOJTy9eHHBIX JOKYMEHTOB IpHBENeHa B Ipuoxenny 10 k HacTosmed MHCTPYKIHHY.

5.2.5. KonBepTs! (IIaKeTH), HMEOIIHe OTMETKY "JIndHo", rprdbI OrpaHHUYeHHUs
JOCTyIa K JOKYMEHTaM, COAepKalluM CBeJeHH KOH(QUICHIINATBHOrO XapakTepa, He
BCKPBIBAIOTCS ¥ IT€PEal0TCS:

a) ¢ orMeTko# "JIugHO" - HEMOCPENCTBEHHO a/ipecary,

6) ¢ rpudaMd OrpaHHHUeHHS JOCTyna - COTpyAHHKY Kowmmurera,
YIIOJIHOMOYEHHOMY Ha 00paboTKy JOKYMEHTOB OIPaHMYEHHOTO IOCTYTa.
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HoxymeHTsl, mocTynuBiue ¢ otMetkamu 'Cpouno", "Bpyunts HememteHHO"
HE3aMEUIUTETIbHO NPOXOAAT NEPBAYHYIO 00paboTKy, PETUCTPALHUIO U IIePEIaroTCs
npencenarento KoMurera HUIM B CIOy4ae €ro OTCYTCTBHS — 3aMECTUTEIIO
npencenarens Komutera B COOTBETCTBUH ¢ paclipeelieHueM 00S3aHHOCTE.

5.2.6. DnexTpoHHbIE COOOIIEHMS], afpecoBaHHbIe Ipeacenaremo Komurera uim
HalpasleHHble B aapec KomuTeTa, pacmedaTblBarOTCS H IPOXOAAT TNEPBUYHYIO
00paboTKy B 00111eM OpSAKE.

JIOKyMEHTBI, MTOCTYHAIOIINe U3 JIPYTMX TOCYAapCTBEHHBIX OPTraHOB, OPraHOB
MECTHOIO  CaMOYIpaBlI€HHUs, OpraHu3aluii Wium  OT  (QU3HYECKHX  JIHII
HEIIOCPEZICTBEHHO B CTPYKTypHBIe IoapasaeneHus KomuteTa, mepenarorcs s
nepBu4YHON 00pabotku B Ciry:x0y 1€701IpON3BOACTBA.

5.2.7. IlepBuuHas 00paboTka JOKYMEHTOB 3aBEpIIAETCS UX paclpelelieHueM
Ha pErucTpUpyeMBIe U HEpEeruCTpHpyeMble JOKyMeHThl. K mokymeHTam, He
IIOJJIEXKAIUM PETUCTPAIMH, OTHOCSTCS HOKYMEHTHI, He TpeOyrolue MCIIOTHEHUS |
He coJepxallie HH(OOPMalyU, KOTOpasi MOXKET ObITh WCIOJB30BaHA B CIIPABOYHBIX
[eJIAX.

Ilo 3aBepmeHuMu mepBUYHONH 00pabOTKM Ha BCceX TMPHHATEIX K
JeJIONPOU3BOICTBY JOKYMEHTaX Ha OyMaKHOM HOCHTEJIe MPOCTABJIIETCS OTMETKA O
IOCTYIUICHUH JOKyMEHTa.

5.3. Peructpanus noctynaroumx (BXOAMIINX ) TOKYMEHTOB

5.3.1. Peructpanus noxymerTa ocymectsisiercss B COJl ¥ TOIBKO OUH pas.

Bxomsmme wu oTnpaBnseMble JOKYMEHTBI PETUCTPUPYIOTCS COTPYIHHKOM
CITyXOBI IeIOIPOU3BOACTBA.

Bxonmsamye nOKyMEHTBI PETHCTPUPYIOTCS TOJBKO IIOCNIE WX TIePBUYHOU
00paboTKK ¥ HE3aBHCHMO OT CIIoco0a X JTOCTaBKH.

HesaperucrpupoBaHHble DOKYMEHTHl Ha pPacCMOTpPEHHE W HWCIIOJTHEHHE HE
nepenarTces.

5.3.2. Perucrpanus BXOOAIINX JOKYMEHTOB, B TOM UHCJIe HAlPaBJIEHHBIX B
3NMEKTPOHHOH (opMe (3a HCKIIOUEHHEM OOpalleHW# Irpa)JaH) OCYIIECTBISETCS B
JIeHb UX [IOCTYIUIEHUS UJIU Ha CIEAYIOMIM 32 HUM pabouunit 1eHb.

Perncrpammss oOpamenuif rpaxigaH, B TOM YHCIE€ HANPAaBIEHHBIX B
3IIEKTPOHHOM (DOpMe, OCYIIECTBISETCS B TeUeHUE TPEX KaJleHOAPHBIX JTHEW co IHS
IIOCTYILICHHUS.

Perucrpanns co3gaBaeMbIX WM UCXONAIIUX JTOKYMEHTOB OCYIIECTBIISETCS B
J€Hb MOJINCAaHUs UK YTBEP)XKACHUS Tr00 Ha CIeAYIOIIHH 3a HUM pabounii JeHb.

JoxymeHTHI, nocTynusIue ¢ orMeTkamMu "Cpouno, "Bpyunte HeMenaeHHO"
PErUCTPUPYIOTCS He3aMeITATEILHO.

5.3.3. Ilpm perucTtpald BXOMSIIUX ITOKYMEHTOB CBEIEHHUS O BXOIAIIEM
nokymente BHocaTes B OPK C3OJl, a mocTynuBiieMy OOKYMEHTY IIPHCBAWBAETCS
PETUCTPaLIIOHHbBIN HOMED.

OIIEKTPOHHBIA JOKYMEHT, HMEIOIIMH NpPUIOXeHHUs (B TOM YHCIE B BHIE
00pa3oB) PETUCTPUPYETCS KaK ONUH JOKYMEHT.
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JIOKyMEHTEI, [OCTYyIUBIIHE Ha OyMaXHOM HOCHTeNe, CKaHHUPYROTCH,
3NeKTPOHHAs KONHMs OOKyMeHTa Bkmodaercs B COJl M TPUCOSIMHACTCA K
3JIEKTPOHHOH PEruCTPAMOHHON KapTouKe JOKyMeHTa (nanee umenyercs — OPK) B
KOTOPYFO BHOCSTCS OCHOBHbIE 00513aTeNIbHBIE PEKBU3UTHI TOKYMEHTa, I GOPMUPYETCs
MapuIpyT [POXOXKIEHHA JOKYMEHTa B 3aBHCHMOCTH OT BHIa M COZCpXaHuA
JIOKyMEHTa.

5.3.4. Tpu perucTpauyu HCXOMANMX TOKYMEHTOB CIy)k0a NeloIpOn3BOJCTBA
IpOBEpseT TNPaBUIBHOCTE OGOPMIICHHS [JOKyMEHTOB (B TOM 4HCIe HajH4Hhe
monnuceif, BHU3, IPaBUILHOCTh HamMcaHUs anpecoB). (CBepseT CCBHUIKY Ha
PETUCTPAIMOHHbI HOMEp M Jary IOCTYIHBIIEIO JOKYMEHTa, & TaKkKe Halmiue
YKa3aHHBIX B MCXOMAIIMX JOKyMEHTaxX MpPHIOKEHUH, COOTBETCTBME KONMYCCTBA
5K3eMILIIPOB KOJHYECTBY aJpecaToB IO YKa3aTellFo PACCHUIKH, HAINYHE OTMETKH 06
HCIIOJIHUTENE, TOCHIe Yero BKII0YaeT HCXOAsInui JokymMenT B CO/I.

B ciryuae BHISBJEHHS B XOJe IPOBEPKH JOKYMEHTa HApyIIeHHH TpeOOBaHu] K
ero CO3IaHHMIO NOKYMEHT He3aMeIJIMTENbHO BO3BpAllaeTcs aBTOpy JIOKyMEHTA WX B
CJTydae ero OTCYTCTBUS HEIOCPENCTBEHHOMY PYKOBOAHMTENIO aBTOPa JOKYMEHTa I
yCTpaHeHUs HapyLICHHUH.

5.3.5. Ha ucxoamux JOKyMEHTax Ha OyMaKHOM HOCHTEIe PErMCTPaluOHHBIA
HOMED U [1aTa IPOCTABJIMIOTCS Ha IOATHHHIKE TOKyMEHTa B DEKBU3ATAX OJIaHKA M HA
3K3EMILIApe, ocTaromeMcs B fene KomureTa.

Ha mOCTYHAOmMX TOKYMEHTaX Ha OyMa)KHOM HOCHTENE PErHCTPAlHOHHBIN
HOMEp M [aTa BXONSLIEr0 JTOKyMEHTa MNPOCTAaBJIAeTCS B HMKHEM IIPaBOM YLy
IIEPBOTO JINCTA JOKYMEHTA.

5.3.6. CrnyxeOHBIe 3aIWCKA CO3MAIOTCS B OJIEKTPOHHOH Qopme U
peructpupyrorcs B COJI ciryx060# He10npor3BoACTBA.

PerucTpanus ©  y4éT  JIOTOBOPOB  OCYHIECTBIISIOTCS ~ CTPYKTYPHBIM
mopasfeneHueM K (YHKIUSM (TONTHOMOYHSM) KOTOPOTO OTHOCHTCS PEIICHHE
BOIIPOCOB SIBJISFOIIUXCS IIPEAMETOM J0TOBOPA.

Permctparus ¥ Y4&T JIOBEPEHHOCTEH OCYIIECTBIIIOTCS —FOPULUYCSCKON
CITyK00H.

PerucTpanys 1 y4&T IPOTOKOJIOB OCYIECTBIAETCSA CIyXKOO0M Ae0mpOr3BOICTBa

5.4. TIpenBapuTEIbHOE PACCMOTPEHIE MOCTYNAIOMHUX (BXOAIINX) TOKYMCHTOB

5.4.1. TlpenBapuTenbHOE pAcCMOTPEHHE OCYIIECTBISETCS OTBETCTBEHHBIMH
AAnaMe  CIyxOsl  gmenompousBoncTBa  KommTeTa B HEIX  BBIACICHHA
M3 MacCHBa IOCTYIMBIIEH (BXOUALIEH) TOKyMEHTAIHH NOKYMEHTOB, TPEOYHOIIHX
06sI3aTeIPHOTO PACCMOTPEHHS TpelceaareieM, M JOKyMEHTOB, He Tpelyrommx
TaKOBOTO.

5.4.2. JIOKyMEHTEI, MOCTYHAOIINE B Komuret o BOIpoOCaM,
He TpeOyromuM 0O0s3aTeIbHOIO PAacCMOTPEHUS MpeAcenaTeseM, HalpaBIAoTC
B COOTBETCTBHHU C pacIpeleleHUeM IIOJIHOMOYKHM 3aMECTUTENSAM MIPENCeNaTeNs UK
PYKOBOIMTENISIM CTPYKTYPHBIX nToApasfencnuit Komurera.
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5.4.3. OcHoBaHMEM [UI1 NPUHATHUS PEIICHUS B XOIe IPEIBAPUTEILHOTO
PacCMOTpPEHHs SBIIACTCS COINEpPXKaHHE MOKYyMEHTa, a He aJpecauds OKyMeHTa
COOTBETCTBYIOLIEMY JIHILY.

Bunbl  mokymeHToB, HE MmOMIEXKAMUX 0043aT€NBHOMY  PacCMOTPEHHIO
OpefcenareieM, a Takke I[OJHOMOYMS  HHBIX  COTpynHHKOB  KommuTeTa
II0 PACCMOTPEHUIO MOCTYNAIONIMX (BXOISIIMX) JMJOKYMEHTOB W BHIBI TaKHX
NOKYMEHTOB  YCTAHAaBIIMBAIOTCA  IpukazoM  KoMuTeTa B COOTBETCTBUH
c TpeOoBaHMSAMH @paBoBbIX akToB Poccuiickoét Denepannu u Bomrorpamackoit
oOmacTH.

5.5. Ilepena4a 3aperucTpUpOBaHHBIX JOKYMEHTOB PyKOBOICTBY
Ha pacCMOTPEHHE U Iepeada UCIIOIHUTENISIM

5.5.1. 3apeructpupoBaHHBIE IOKYMEHTHI IIEpENAOTCA Ha pPacCMOTpPEHHE
PYKOBOZCTBY.

K pykoBomcTBy oTHOcsATcA: mpencenarenb Komwurera, ero 3aMeCcTHTENH,
PYKOBOAUTENM CTPYKTYPHBIX IOApa3AesIeHu KOMUTETA.

5.5.2 Pe3ynpTaThl pacCMOTPEHUS! JOKYMEHTa PYyKOBOACTBOM O(OPMIISIOTCS B
BHJIE€ PE30NIIOLUH (TOpyUeHMI).

Pesonronus k noxkyMeHTaM Ha OyMa)XHOM HOCHTelle 0QOpMILIETCS Ha CaMOM
JOKyMEHTe WX Ha OaHke npencenatens Komurera i pe30IOnnil ¥ MOpyYeHu.

B COJI pesomornus Qopmupyercs ImyTeM A00aBleHHs 3a4aud B
CYIIECTBYIOIUUA MapLIPyT IPOXOXIEHUS OJIEKTPOHHOTO MOKYMEHTd, BHECEHHS
TEKCTa pe3oyonuy (mopydueHus (yKazaHHs) IO ero UCIOJHEHHI0), WH(MOPMAIuu 00
WCIIONIHUTEJIE, CPOKAX UCIIOIHEHUS, KOMMEHTAPHEB.

CeeneHuss o pe3omouud (MCIOJHUTENb, COAEpPKaHHE IOPYYEHHs, CpOK
ucnonnenns) BHocaTes B OPK C3/I, mocne 4ero MCIOMHUTENH MOJYYaloT JOCTYII K
DJIEKTPOHHOMY TOKYMEHTY (3JIEKTPOHHOM KOITUK JOKYMEHTA).

5.5.3. JIoKyMeHTHI, HOCTynaromme Ha OyMaXXHOM HOCHTeNe, IIOCJe HX
perucrtpanyy, BKmodeHus B COJ] B BUAe 3JIEKTPOHHBIX KONHMU W PacCMOTPEHHS
PYKOBOACTBOM IIEPENAIOTCA MCIIONHUTENO (B CiIydae Ha3HAUYEeHHS HECKOJIBKHUX
UCIIOIHUTEIIEH - 110 MECTY HaXOXKIEHUS OTBETCTBEHHOT'O UCTIOTHUTEIS ).

B cinydae ecinu JOKyMEHT COAEpXKUT NEPCOHANBHBIEC NaHHBIE U (HJIH) CBEICHUS
OTPaHMYEHHOI0 JAOCTyIa, HocTyn K AokymeHTy B CDOJl He ofecmeumBaercs, a
OTBETCTBEHHBIA HCIIOIHUTENSh U (WJIM) COMCIONHUTEIN IONYyYalOT COOTBETCTBEHHO
IIOJIMHHUK TOKYMEHTa U ero OyMa)KHbIE KOTIHH.

MzrotoBneHve KONWH  JOKyMEHTa IS [Epelauyd  COMCIIOIHHTENSIM
OCYLIECTBISAETCA COTPYIHUKOM CIIY>KOBI I€JIONPOH3BOCTRA.

5.5.4. Ilocne MpUHATHS PYKOBOACTBOM PELISHUS MO HUCIOJTHEHHUIO JOKyMEHTa,
nocrynusmero 1o MO3OJO, m1s HHOOPMHUPOBAHHS OPTaHU3ANHH-OTIIPABHTES
CIry00¥ IeIonponu3BOACTBA GOPMUPYETCS YBEIOMIICHHE O TPHHSITHH JOKYMEHTA K
HCIIOJIHEHHIO, & B CIY4Yae CMEHbl OTBETCTBEHHOTO WCIOMHUTENS (HCIONHHTENS) B
XOJle UCIIOJHEHUS TOKYMEHTa - yBeoMJIeHHe 00 M3MEeHEeHHUH XO/1a UCIIOTHEHUS.
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5.6. PaboTa HCIOJIHUTENS C JOKYMEHTaMU

5.6.1. Pabota ¢ JOOKYMEHTaMH OCYIIECTBIACTCA B COOTBETCTBHH C
TpeGosanusMu Hactosimelt IHCTpyKuHe# ¢ y4€éTOM HOPMAaTHBHBIX MPABOBBIX aKTOB
Poccuiickoit ®Penepanuu, Bonrorpanckoil o0macTd U IOJHOMOYHH HCIOTHUTEISA
JIOKyMEHTA.

HcnomHuTeneM ABISeTcs, cCOTpyaHUK KoMuTeTa KOMY aIpecyeTcsl pe30JIrolHus.
OTBETCTBEHHEIM HCIIOMHUTENEM SBJISETCA HCIOIHUTENb, KOTOPBIA YKas3bIBaeTCA B
CIMCKE MCIIOJHUTENel IepBBIM (BEDPXHHM) WM IIOMEYaeTCs KAaK OTBETCTBEHHBIM
cokparieHueM: "oTB".

5.6.2. VicnonHuTeNs B Ipoiecce paboTsl ¢ JOKYMCHTOM OCYLIECTBIACT:

a) cbop u 00paboTKy HeoOxomumoH WH(pOpPMAanuu, B TOM HHUCIE B bopme
CIyeOGHOTO B3aMMOZIeHCTBUS U BHYTpEHHEH CIry’keOHOH MEepENUCKH,

6) TOArOTOBKY U COITIACOBaHME TPOCKTa OTIPABIAEMOrO (MCXOMAIIETO)
NOKyMeHTa (TIpu HEeoOGXOJUMOCTH) M BCEX HEOOXONMMBIX IPUJIOKEHHUH, 6o
[OJrOTOBKY CITyKeOHOH 3alKCKH,

B) 0paGOTKy TIPOEKTa OTIPABISEMOTO (MCXOIALLEro) JIOKYMEHTa IO
3aMeyaHHsM, MOJIYYEHHEIM B XOJle CONIACOBAaHWS ¥ IIOBTOPHOE CoriacosaHde (B
cilydae TOCTYIUIEHMs 3aMedYaHHH, Ha MOATOTOBJICHHBIM IIPOEKT OTIPABIIIEMOTO
(ACXOMALIETO) TOKYMEHTA),

I') IOArOTOBKY yKa3aTelsl MIIM JMCTa PACCBUIKA OTIPABJIAEMOro (MCXOMSIIETO)
JoKyMeHTa (IIpy HeOOXOIUMOCTH );

) OIpeneNeHHe MecTa XPaHEHWs OTIPABIIEMOro (MCXOMALIEr0) JOKYMEHTa
(ero xomuu) — B Cliyuae, KOI7a JOKyMEHT JOJDKCH OTIOKUTBCA B HOMEHKIATYPHOM
Jiene cTpyKTypHOTO moxpasfenenus Komurera.

5.6.3. TToaroToBKa OTIpaBISEMBIX (MCXOAAIINX) DJIEKTPOHHBIX JOKYMEHTOB,
o6pazoB ® (WIH) O3NEKTPOHHBIX [TOKYMEHTOB C HpPHUKPEIIEHHBIME 00pasamu
ocymiecTBIseTCs ¢ ucmoib3oBanneM COJI 1 BKIIOUaeT B cebs:

a) TOATOTOBKY MPOEKTa OTIPABIAEMOT0 (MCXOMISIIEro) 3JIeKTPOHHOIO
NOoKyMeHTa, u 3amonHeHue moine# OPK (BHeceHHe OCHOBHBIX pEKBH3UTOB
SEKTPOHHOTO JOKYMEHTa, CO3JaHHe BIOXEHHS U TpUKpeIUieHne Gaiina
3JIEKTPOHHOTO JTOKYMEHTA);

6) GopMEpOBaHWEe MapIIPyTa IPOXOXKICHUS (BHECEHHE 3TAllOB COTacOBaHMS
5JI€KTPOHHOIO JOKYMEHTa, NPOBEPKM OQOpPMIIECHHUS, MOANKUCAHUSA, DPETHCTPALuH,
CKaHUPOBAHUS U OTIIPABKN);

B) OTIPABKY HMCXOMALIETO JJIEKTPOHHOIO JOKYMEHTAa M (WJIH) 3IEKTPOHHOTO
JNOKYMEHTA C [PHUKPEIUIEHHBIM 00pa3oM B COOTBETCTBHM C MapLIpyTOM
IIPOXOXK/ICHHUS.

5.6.4. OTBETCTBEHHBIH HCIIOIHUTENDL KOOPAWHUPYET PabOTy COMCIONHHUTENEH,
Hec&T OTBETCTBEHHOCTL 34 CBOEBPEMEHHYIO U KaUeCTBEHHYIO IIOATOTOBKY IIPOEKTa
OTIIPaBNIsAEMOro (HCXOMSIIEro) JOKyMEHTa M BIPaBe CO3BIBATH COMCIIONHUTENCH UL
BEIPaOOTKH COBMECTHOIO PEIIECHHS.

B 00S3aHHOCTH OTBETCTBEHHOIO HCIIONHHUTEJSI BXOAUT aHAIMU3 U 000OImEeHHE
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IOCTyNHMBIIE OT  COMCHONHWTenelt  HHGOpPMalMM, IOATOTOBKA  IPOEKTa
OTIPABISEMOro (MCXOIIIEro) MOKyMEHTa M JOKJIaX PYKOBOACTBY pe3yIIbTaToB
HCIIOJTHEHUS PE30IIOLHH.

B 0053aHHOCTH COHMCIIOJHHTENEH BXOAUT MCIIONHEHUE PE3OIIIONMH B IIpesienax
MMEIOIUXC  CIYXKEOHBIX  (IOJDKHOCTHBIX) IOMHOMOYMM  (00f3aHHOCTEH) |
IpenocTaBieHne HHGOPMAIMKY U MaTePUasioB, B TOM YKCIIE IIPOEKTOB TOKYMEHTOB,
OTBETCTBEHHOMY HCIIOJHUTEIIO B YCTAHOBIECHHBIE UM CPOKH.

5.6.5. CoHCIONHHUTEIM HECYT OTBETCTBEHHOCTb 3a CBOEBPEMEHHYIO H
KAUeCTBEHHYIO MOATOTOBKY ¥ NpeIocTaBleHHe HHQOPMAlMK ¥ MaTephaioB, B TOM
YyClIe IPOEKTOB JOKYMEHTOB, OTBETCTBEHHOMY HCIIOJITHUTEIIO.

OTBETCTBEHHbIE HCIOJHUTENH ¥ (WJIM) COHMCIOJHHUTENIM O0A3aHBl 110
TpeGOBaHUIO aBTOPa PE30JIIOLUH IIPENOCTaBIAThL MCUEPIBIBAIONINE NaHHBIE O XOAe
VICIIOJIHEHUS ¥ ITOATOTOBKE HEOOXOAMMBIX MaTepUaloB.

5.6.6. VcrionHuTENb BIpaBe:

a) Jenarh NMOMETKHM HA JOKyMeHTe (B Clydae €Cid 3T0 He HaHecET yuiepd
IPaKTHYEeCKO# 3HaYMMOCTH JOKYMEHTa ¥ HE MCKKAeT COJIEPXKalluXCsi B HEM
JaHHBIX) O BPEMEHH €ro IOCTYIJIeHHS, O JaTaX IIPOMEXYTOYHOTO HCIIONHEHUS
(Tene(OHHBIX ¥ THCBMEHHBIX 3allpocax), O Jare M pe3yabTaTe OKOHYaTeJbHOIo
WCIIOTHEHUS;

6) mpexyaraTh H3MEHEHHE COCTaBa MCIIONHHUTENeH Pe30IoONUK K (UIIH) CpoKa
UCIIOHEHUS TOKYMEHTA.

5.6.7. U3MeHeHHWe cocTaBa WCIOJNHUTENEH pe3omoudd U (WIM) CpoOKa
WCIONHEHUS BO3MOXKHO II0 E€IMHOJMYHOMY pEIISeHHIO aBTOpa pEe3ONIOLUHM KM
npeicenaress, NPUHATOMY, B TOM HHCJIE X Ha OCHOBAHMH CIYXeOHOH 3amMCKu
TI060r0 M3 HCIONHHTENEH IOJaHHOW aBTOpPY PE3ONIOLHMU WM NpEICcelaTeliio C
000CHOBaHHMEM IPHUYMH HW3MEHEHHS M COONIIOZeHHEM TpeOOBaHWH yCTaHOBICHHBIX
Hacrosmel MHCTpyKuue.

B cirygae mpuHATHSA pelieHdst 06 U3MEHEHHH COCTaBa MCIIOJHHTENeH M (WIH)
CpOKa HCIIONHEHHs aBTOp PE30JIOLUH WM HCIONHUTENb, HOJABIIMA CIy)KeOHYO
3amucKy, WHGOpMEpPyeT 00 W3MEHEHHH pPEe3ONIONUH PYKOBOAUTENS CIyKObI
JIeTIONIPOM3BOICTBA [l BHECEHHSI COOTBETCTBYIOIIEH KOPPEKTHPOBKH.

5.6.8. Tlepen yxomoM B OTILYCK, IIpH yBOJBHEHHM HJIM Iepexo]e Ha paboTy B
Apyroe CTPYKTYpHOe IMojpasieieHne KoMuTeTa HCIONHUTENb O00f3aH Iepenarth
HaXOAN[HECs Y HEro Ha MCIIONHEHUHU TOKYMEHTHI, CIaThb BCE YHMCIIAIIMECS 33 HUM
meyaTw, INTaMIbl, OJIaHKA JPYroMy COTPYOHHKY [0 YKa3aHHWIO CBOErO
HEITOCPECTBEHHOTO PYKOBOJUTEIS.

ITepenaya medareif, MTaMIIOB, OJTAHKOB OCYLIECTBIIAETCSA C COCTABIEHUEM aKTa
npuéMa-repeaays.

5.6.9. lo mpemocTaBiIeHus [IPOEKTa OTIPABISIEMOrO (MCXOASAIIEro) JOKyMEHTa
Ha IIOANHUCH MCIOIHHUTENL IIPOBEPAET MPABHIBHOCTH OGOPMIECHHS OTIIPAaBIIEMOIO
(Mcxomsiero) JOKyMeHTa Ha COOTBETCTBHE TPpeOOBaHUAM HacTogmel MHCTpyKIuH, a
TaK K€ Ha HaJlMuhe OIINOOK B TEKCTE.
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5.6.10. IIpm moAroToBKE OTHPaBIISIEeMOro (MCXOASIIETr0) JOKYMEHTa KaK OTBETa
Ha TIOCTYNUBIUMH (BXOIAIIWM) IOKYMEHT, WCHOOJHHUTENb TPUKIAABIBAET K
IIOJrOTOBJIEHHOMY IPOEKTY BXOMSIIMM DOKYMEHT (eCld OKYMEHT Ha OyMaXKHOM
HOcHUTeNe) UK npukpemniseT ero B CO/I.

5.7. CpOK# UCHIOJTHEHU S JOKYMEHTOB

5.7.1. Cpok HCHIONHEHUS TOKyMEHTA ONPEAEIISIOTCS UCIIONHUTEIEM UCXOIS 3
CPOKa, YCTaHOBJIEHHOI'O PYKOBOJICTBOM (B TOM HHCJIEe B COCTaBe pekBH3uTa "BH3a'")
CPOKa YKa3aHHOI'O B CaMOM JOKYMEHTE HJIA CPOKa YyCTaHOBIIEHHOTO TpeOOBaHUSIMU
IPaBOBBIX aKTOB.

5.7.2. JIoKyMeHTBI IOAJIeXKAT UCIIOIHEHUIO B CIIEIYIOIINE CPOKH:

a) YCTAaHOBIICHHBIE 3aKOHOJATEJIbHBIMH WJIM HWHBIMH HOPMATHBHBIMH
IIpaBOBBIMH aKTaMU (TUIIOBOM CPOK HCITOTHEHUS );

0) ¢ KOHKpETHO! 1aTO! MCIIOJHEHHS - B YKa3aHHbIH CPOK;

B) Oe3 yKa3aHUsA KOHKPETHOH JaThl UCIIOJIHEHUS, HIMEIOIINE B TEKCTE TOMETKY:

r) "BechMa Cpo4HO" - B TeUEHHE ABYX JHEN;

1) "cpouHo" - B 3-IHEBHBIH CPOK;

e) "onepaTuBHO" - B 10-IHEBHBIH CPOK;

’K) OcTalbHble - B Cpok He Oonee 30 nHe#, eclld WHOE HE YCTAHOBJIEHO
(benepaIbHBIME 3aKOHAMH.

5.7.3. CpoK HCTIONHEHUSI JOKYMEHTa MOXXET OBITh IIPOIIEH.

IIpy HEoOXOAUMOCTH MIPOASICHUS CPOKA UCTIONHEHHUS JOKYMEHTA HCIIOIHUTENb
00s3aH INIPEe/CTaBUTh Ha MMS PYKOBOIHUTENS, MABIIErO MOPYYEHHE, OOOCHOBAHHUE
(ciryxeOHyI0 3allMCKY) O HPOUICHHH CPOKa C yKa3aHWeM IIPHYMH IPOJIEHHS U JaThl
IIPEAII0IaraeMoro UCIOJHEHHUS.

O6ocHOBaHNME IPOMJICHUS CPOKA HCIOJHEHHS ITOKYMEHTA [OJDKHO OBITh
HaIIpaBJI€HO COOTBETCTBYIOIIEMY PYKOBOIMTENIO HE TMO3OHEE, UYeM II0 HCTEYEHHH
IBYX TPETBMX CPOKa MCIIOJIHEHHUS NOKyMEHTa, a €CIIM CPOK HCIIOJHEHUS HOKYMEHTa
IIPEBLIIIAET [[BA MECAIA, IPEAJIOKEHHUS O €r0 MPOJICHUU IPEICTaBIISIOTCS B TEUEHHE
1-ro Mecsma cpoka, OTBEJIEHHOT'O Ha HCIIOJTHEHHE.

IIponnenue cpoka HUCHONHEHUS JOKYMEHTOB C OTMETKOH "cpouno" He
JIOILY CKaeTCsl.

5.74. Cpokd WHCIOJHEHUS HUCYHUCISIOTCS B KalleHAapHBIX OHSX C JaThl,
CIIeIyIOIel 3a aTO perucTpalry OCTyIUIeHNS ToKyMeHTa B KoMmurer.

Cpoxu WCIONHEHHs JOKYMEHTOB, ITOCTYIHBLIMX U3 ammapara I'yGepHaropa
Bonrorpagckoit 067acTH, HCYHMCISAIOTCA CO JAHS PETHCTPAIMM  IOCTYIIEHHS
IOKyMeHTa B annapat [ 'ybepraropa Bomnrorpanckoit obmacTu.

CpokM HCHONHEHHWS IIPOTOKONBHBIX IMOPYYEHHH, YCTaHABIMBAIOTCS B
IIPOTOKOJIE ¥ MCYHCJAIOTCA ¢ JaThl, CIeAyrollel 3a AaToil MpoBeneHUs 3aceNaHus
(coBemanus).

Ecin mocnenHud JO€Hb CpOKa HUCIONHEHHS JOKYMEHTa (IOpYdYeHHs)
IPUXOAUTCS Ha Hepabouud MOeHb, TO MOKYMEHT TMIOMJIEKAT HCIIOJHEHHIO B
OmKalnil crenyroui 3a HUM pabounil 1eHs.
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5.8. KoHTpOIb UCTIOTHEHUS JOKYMEHTOB (IIOpYUYEHUH )

5.8.1. KoHTponb HCIIONHEHUS! NTOKYMEHTOB (IIOpYyUeHHH) BeOeTCs B LEeNSIX UX
CBOEBPEMEHHOT'O ¥ KQUECTBEHHOT'O HCIIOTHEHHUS.

KoHTpomo mojexaT Bce 3aperucTpUpOBaHHbBIE TOKYMEHTHI, TpeOyrolue
VICTIOTHEHHU .

[Tpu mocTtaHOBKE Ha KOHTPOJIb B BEpPXHEM IIOJE€ NOKyMEHTa Ha OyMaxXHOM
HOCHTEJIC CTABUTCSA OTMETKA O KOHTpOJIe, TpocTapisiemMast mramrnoM 'KoHTpouns".

ITocTaHOBKa OJIEKTPOHHOTO JOKYMEHTa, ofpaza W (WIH) 3JIEKTPOHHOIO
IOKYMEHTa C MPHKPEIUIEHHBIM 00pa3oM Ha KOHTPOJIb OCYIIECTBISETCS IIyTEM
H3MEHEHHsS MapuipyTa IMPOXOKJICHUS IOCTYIHUBIIEro (BXOMAIIET0) 3NEKTPOHHOIO
IOKyMeHTa, nobaBienus 3anadn "KoHTposp" ¢ yka3aHHEM JaHHBIX O COTPYIHUKE, ET0
OCYIIECTBIIIONIEM, U UMEIOIEM IIPaBO CHATH 3a/1ady ¢ KOHTPOJIS IOCIE HCIIOIHEHUS
BIIEKTPOHHOTO TOKYMEHTa, CPOKaX HCIIOJTHEHHUS SIEKTPOHHOIO JOKYMEHTA.

5.8.2. KoHTpoJIb HCITOJIHEHUS TOKYMEHTOB (IIOpY4EHHUH ) BEAETCS:

a) M0 CYIIECTBY WCIIOJHEHUS JOKYMEHTOB (IIOPYyYEHUH - HENOCPEACTBEHHBIM
PYKOBOJUTENEM UCIIOTHUTENS TOKYMEHTA;

©6) 1m0 CpoKaM UCIONHEHHWS JOKYMEHTOB (IOpydeHui) - ciayxOoH
NIEJIOTIPOM3BOICTBRA.

5.8.3. B o0s3aTesHOM TOpPSIAKE Ha KOHTPOJB B CIyX0e Jel0onpou3BOLCTBA
CTaBSTCS:

a) mopyuenus [Ipesunenta u [IpaButenscrea Poccuy;

6) [lemyTaTckue 3apocsl;

B) mopydenus [ 'ybepratopa Bonrorpaackoif ob61acTu ¥ ero 3amecTuTenei;

I') 3ampochl, NOCTYHOUBIIHE U3 GedepallbHbIX OpPraHoB BIacTH M HX
TEPPUTOPHANBHEIX  IOAPa3IeICHUH, OpraHOB  KCIIOJHUTEIHHOU BJIACTH
Bomrorpanckoii obnacty;

Il) oOpaliieHus rpaxaaH;

) IOKyMEeHTHI, IiepeaapecoBaHible B KOMHUTET Ha UCIIONHEHNE;

) TOKyMEHTEHI, TOCTaBJICHHEIE Ha KOHTPOJb IIpencenareneM Komurera.

[Ipy ocymiecTBIEHAN KOHTPOJIS HCIIONHEHUS JOKYMEHTOB (IIOpy4YeHHH)
COTPYIOHHK CITy’KOBI JIEONMPOM3BOJACTBA BIIpaBe 3alpallliBaTh W HE3aMEIJIATEIbHO
[OJIy4aTh OT HCIIOJHHUTEIS WHPOPMAIMI0 O XONI€ HCIONHEHWS HaXOMSAIUXCS Ha
KOHTpPOJIE JOKYMEHTOB.

5.8.4. TIpoTokoibl, ecii 3aUKCHPOBaHHBIE B HUX PEIIeHUs He 0(hOpMIISIOTCS
B BHIE IIOCTAHOBJICHWM WJIM peIeHuH, COoJAepKalllie MOpYUeHUs ¢ KOHKPETHBIMU
CPOKaMH MCIOJHEHNUS, CTaBsATCS Ha KOHTPOJb 10 KaXA0OMY NOPYYEHHUIO OTAEIBHO.

5.8.5. KoHTpoNIb CPOKOB UCIIOTHEHUS TOKYMEHTOB (IIOpy4eHHil) BKIIOYAET B
celst:

a) MOCTAHOBKY JIOKYMEHTOB (TIOpyUYeHHUl ) Ha KOHTPOJIb;

0) MpoBepKYy CBOEBPEMEHHOCTH MOBEAEHUS HOKYMEHTOB (TMOpY4YeHHH) M0
HCIIOJIHUTEJIEH;
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B) IpeIBapUTENBHYI0 IIPOBEPKY K PErylIHpOBaHME XOAa HCIIONHCHHA
JOKYMEHTOB (TIOpydeHuH);

r') CHSTHE ¢ KOHTPOIIS JOKyMEHTOB (II0py4eHHMH);

n) ydeT, o6o6uIeHre ¥ aHAIU3 Pe3yNbTaToOB XOJa MCIOIHEHUS NOKYMEHTOB
(mopy4eHui);

e) wundopmupoBanue npeacenarens KomureTa 0 XOH€ HCIOTHCHHA
IOKyMEHTOB (TOpy4YeHH}) X COCTOSHMH UCIIONHATEIBCKOHN THCUHIITHHBL.

5.8.6. Ilnaaupyemas faTa MCIIOJHCHUS JOKYMEHTA (mopy4eHus) GUKCUPYETCs
g DPK CDJ] uiu WHOM pEerucTpalHoHHO-YYeTHOH dopme, UCIIONB3YyEeMON [T
OTCIIEKHBAHUS CPOKOB HCIIONHEHYS JOKyMEHTa (TIOPyYeHHS).

B cilydae ecli CPOK MCIIOJNHEHHS JOKyMeHTa (IOpyYeHHs) IPEBBIIACT ONUH
MecsIIl, B IIeJIIX 00ecIede sl CBOeBPEMEHHOTO UCTIONHEHUSA NTOKYMEHTA (mopy4eHus)
IIPOBOJMTCS TPEABAPHTENBHBIH KOHTPOJb ¥ HAMOMHHAHUA HCIONHUTENAM O
IPUOITHKEHNH CPOKOB UCIIOIHEHHUS JIOKYMEHTOB (LOPYYCHHH ).

HamoMHHaHie UCIONHUATEISIM WM WX HENOCPENCTBEHHBIM PYKOBOIUTEISAM O
IpUOIIDKEHNH CPOKOB HCIIOJIHEHUST JTOKYMEHTOB (mopydeHu#) OCYIIECTBIISETCS
nocpencTBoM COJI WM ¢ UCIOIB30BAHUEM IEKTPOHHOM OUTHI.

HamomuHasust ¥ MHQOpPMANMs 06 WCIONHEHWH JOKYMEHTOB (HOpy4eHHil),
TIONTydeHHas OT ueronuuTeneli, puxcupyrores 8 IPK CO/I.

5.8.7. JIOKyMeHT CHHATAETCS HCIOJHEHHBIM M NOAJIEKUT CHATAIO C KOHTPOJIA
nmocie (GakTHYECKOro WCIONHEHHs BCEX COAEPXKaIMXCd B HEM TOpYYCHUH,
JIOKYMEHTAIBHOTO TIOATBEPXKACHHS €r0 HCIONTHEHNS M COOOIICHHS PE3yNIbTaTOB €ro
PacCMOTpEHHUS 3aMHTEPECOBAHHEIM OpraHaM, OPraHU3alUAM U JIAIaM.

Caeenrs 06 UCIOMHEHHHT JOKyMeHTa (mopydenus) BHocares B OPK CO/1 nis
KOHTPOJIS UCIIOJIHEHH.

B ciryuae ecld JOKyMEHT (IIOpydeHIe) He HCIIONHEH B YCTAHOBJICHHBIH CPOK,
OH IpU3HACTCH HEHCIIONHEHHBIM U OCTaeTcs Ha KoHTpone. OOs3aHHOCTB IO €TO
WICIIONTHEHHIO COXPaHseTCs 33 UCIOTHUTENEM.,

[NpomexyTtounas wHGOpPMAIUs IIO MCIONHEHHIO JOKYMEHTa HE SBICTCH
OCHOBAHHUEM JIJI CHATHUS €ro ¢ KOHTPOJIS.

5.8.8. CusiTe ¢ koHTpons B Komurere mopydeHnd naHHbIX ['yGepHatopoM
Bosrorpajckoif obmactu, 3amectuTeldsMu IyGepraropa Boirorpajicko# obnacTu
NIPOU3BONMTCS IOCTe CHSTHS JaHHBIX IOPY4eHHH C KOHTPOJS B amiapare
I'y6epuaropa Bonrorpazackoi obmacty.

5.9. OTpaBka JOKYMEHTOB

5.9.1. TlogroroBieHHbIe ¢ cobmoaeHne TpeboBannii HacTosAmed MHCTpyKIuy,
3aBM3HUPOBAHHbIE BCEMH 3aMHTEPECOBAHHBIMY JIULAMH U MOANHCAHHBIE TOKYMEHTBI,
BkirovaroTcsa B CO1.

Ilpu BximoueHuw ucxomsmero jgoxymenta B COJl cBeneHHMS O IOKyMEHTE
duxcupyrorcst B JPK, k He#l mpucoenuHsAeTCs 3IeKTPOHHAs KONHs OTIPAaBIsIEMOro

JOKYMEHTA.
BPK, kaptouka cozganHas B COJI Ipd ITOATOTOBKE IPOEKTa JTOKYMEHTa, [IPH
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PETHCTPall HMCXOJAIIEr0 TOKYMEHTa [OIOJHSIETCS CBENEHUSIMH 00 HCXOAAIIEM
JOKYMEHTE.

Ilepen otmpaBkoif gokymeHTa 1o MOJIO nomxHB OBITH IIPOBEpPEHBI
KOMILIEKTHOCTh TPAHCIOPTHOTO KOHTEWHEpa W NEWCTBUTEIBHOCTH 3JIEKTPOHHBIX
TIO/NMCEH, BXOASIIUX B €r0 COCTaB.

5.9.2. JlokymeHTBI 00paOaThIBAOTCS U OTIPABIAIOTCS B IEHb X PETHCTPaIUU
WM Ha CJIeTYIOIul 3a HUM paboduii 1eHb.

Jlochllka WM 3aMeHa paHee OTIPaBIEHHOIO 3JEKTPOHHOIO JIOKyMEHTa
OCYIIECTBJISIETCS 110 YKA3aHHUIO JIMLA, [TOATUCABIIETO JOKYMEHT.

JIOKYMEHTHI C TIOMETKOM, CBUAETENLCTBYIOMIEH 0 HEOOXOAMMOCTH HX CPOUHOIO
(omepaTHBHOr0) OOCTABJICHHUS M JOKYMEHTHl 10 OKOHYaHHUS CpOKa, HCIIOJIHEHHUS
KOTOPBIX OCTAJIOCh IISATh WIK MEHEE KAICHIAPHBIX NHEW IOIJIeKaT OTIPaBKe B JCHb
WX PETUCTpPAlHH.

5.9.3. OtBetsl Ha oOpamieHus TpaxaaH, OpraHU3alMi U OOINEeCTBEHHBIX
OOBEOUHEHUN  HaNpaBisAIOTCS  3asBUTEII0 B IIOPSAKE,  YCTAaHOBJIEHHOM
3aKkoHOozmarensCcTBOM Poccum u mpukaszom Komwurera perynupyromeM HTOPSIOK
opraHusanuu paboThl ¢ yKa3aHHBIMU OOpaIeHUsIMH.

JIOKyMEHTBI, He HMeEIOIUe agpecHON YacTH, NPUHUMAIOTCS Ha OTIPAaBKY C
CONTPOBOJUTENBHEIMUA MHChMaMHU (32 HCKIIOUeHHeM Komui mnpuka3os Komutera
HaIIPaBJIsIEMbIX B II0JJBEOMCTBEHHBIE OpraHU3aIuN ).

5.9.4. OTtnpaBKka TOKYMEHTOB IIPOM3BOAMTCS LIEHTPAIU30BAaHO CIIELIMAIACTOM
CJIy>kOBI JIEJIOTIPOU3BOACTBA, KOTOPBIA IPOM3BOAUT WX COPTHUPOBKY IO CHOCOOy
oTIpaBieHus (IIpocTas, 3aKka3Hasi, MeXIyHapoIHas, JIEKTPOHHAs U JIp.).

[Tucema, TenerpaMMel, OTKPBITKH, OaHIEPOIH OTIPABIISIOTCS IOYTOMH.

TenedoHOrpaMMEBI TIepearoTcs O KaHajaaM Tesle()OHHOH CBA3H,

DJNEeKTpOHHBIE COOOIICHUSI OTMPABIAIOTCA C Hcmonb3oBanueM CIJ] wnm
opHUIMATBEHOrO TOYTOBOIO JIEKTPOHHOTO aapeca KomureTa.

OtmpaBka nokymeHToB 1o M3J1O nomkHa OCYIIECTBISTHCS B COOTBETCTBUU C
TpeOOBaHUSIMU K OpPraHU3alOHHO-TEXHUYECKOMY B3aUMOEeHCTBUIO

JIOKyMeHTBI, OTIIpaBisieMble CPEACTBAMM IIOYTOBOM CBSI3M B OJIMH aJpec,
BKJIa/IBIBAIOTCSI B OIMH KOHBEPT.

5.9.5. JlokyMeHT, OTHpaBisieMbIil CpeICTBAMU TOUYTOBOU CBSI3U, IIPOXOAT:

a) YIIaKoBKY;

0) agpecanus;

B) COCTaBJIEHUE peecTpa

T) Ilepefady B IOYTOBOE OTJIENICHUE CBS3H.

5.9.6. Ha ormpagisiemble (McXonsinue) JOKYMEHTHI 3aKa3HOTO Xapakrepa, B
anpec WHOCTPAHHBIX MOPUAMYECKUX WIA (UINYECKUX JHL, Ha JOKYMEHTBl C
OTMETKOH © KOHQHACHIHATHHOCTH COCTaBIIETCS PEeCcTp, KOTOpBIM 3aTeM
BO3BpAIIaeTCs COTPYIHUKY CIyKOBI IEJIONPOM3BOACTBA C PACIHUCKONM DPaOOTHHKOB
IIOYTOBOT'O OTAENICHUS CBS3H, Kyphepa WK WHOTO JIHIla, 00eCleurnBaroIero OTIpaBKy
IJOKYMEHTOB.

5.9.7. O6paboTka HCXOASIIMX MNOKYMEHTOB [UIsI OTIPAaBKU  CpPEeACTBaMH
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TOYTOBOM CBS3M OCYIIECTBJISAETCS B COOTBETCTBHU C TPEOOBAHUSIMY IIPABOBBIX aKTOB
Poccum, peryupyomuX IpaBiiia OKa3aHus yCIIyT IOYTOBOM CBSI3M.

5.10. IToMemenue B IeI0 MOCIE UCIIOJTHEHNS

5.10.1. Jlena cumTaroTcs 3aBeACHHBIMU C MOMEHTA BKIIOYEHUS B HUX IIEPBOTO
WCTIONHEHHOTO NOKyMeHTa, JIOKyMEHTbI, TI0CTIe UCIONHEHNS U OKOHYaHus paboTh! ¢
muME, B 10-IHEBHBIA CPOK MOMEINAIOTCS ([IOALIMBAIOTCSA) aBTOpaMy TOKYMEHTOB B
TBepAble OONOXKKM WM TanK{ - PErMcTpaTopsl Ui 0OecredeHHs buzmyeckon
COXPaHHOCTH.

Ecnu uMeeTcs JOKyMEHT O CHATHM ¢ KOHTPOJIS HECKOJIBKUX aKTOB, IIOAIIHUTHIX
B pasHBlE JeNa, TO CIeQyeT IIOANIATE HEeOoOXOAUMOe KONMYeCTBO KOMHUH 3TOTO
JIOKyMEHTa B COOTBETCTBYIOLIUE [€]Ia C yKa3aHueM HoMepa Je/la, B KOTOPOM TMOIIIAT
IIOJITHHHUK 3TOr0 JOKYMEHTA.

[ToMelneHre MCIOMHEHHOTO JIOKyMEHTa B €0 OCYIIECTBIISCTCA B
COOTBETCTBHH ¢ HOMEHKJIaTypoil nen Komwurera.

IToMemenue  WUCHOJHEHHOTO  JOKyMEHTa B JEJ0  OCYINECTBISCTCH
COTPYAHUKAMH CTPYKTYPHBIX HOIApasaesieHui, B KOTOPBIX COTIaCHO HOMEHKIATYpe
nen Komutera chopMUPOBAHO IEII0.

IToMelieHue B €0 HEHCIIOJHEHHOTO WM HE IOJHOCTBIO HCIIOIHEHHOTO
JOKyMEHTa HE JIOITyCKaeTCsl.

Jleta co mHA MX 3aBeleHHs [0 Iepegadn B apxuB Komurera uimm Ha
YHUYTOXEHUE XPAHSATCS IO MECTY MX (OPMHUPOBAHHSL.

5.10.2. TTpu GOpPMHPOBAHKY AEI JOIDKHBI COOIONATHCS CIEAYIONIe TPaBUIa;

a) B [eJ0 BKIIOYAIOTCS HOKYMEHTBI, COOTBETCTBYIOIIME IO CBOEMY
COZIEPKaHMIO 3aT0JIOBKY Jella 10 HOMEHKJIaType Aell;

0) NPUIOXKEHHS BKIIOYAIOTCA B JEJI0 BMECTe C OCHOBHBIM JOKYMCHTOM
(IpHIIOKeHus 06beMOM cBbIIe 150 IMCTOB BELAENSIOTCS B OTACIBHEIA TOM nena);

B) B JelI0 BKIIOYAIOTCS JOKYMEHTHI OIHOrO KajeHJapHOro roja, 3a
HCKITIOUEHUEM IIEPEXOISIIHNX eI, CyA1eOHBIX eI, TIHYHBIX 1T

T) IOKYMEHTEI [IOCTOSHHOTO ¥ BPEMEHHBIX CPOKOB XpaHEHUs IPYNIIUPYIOTCS B
nena pa3JenbHo;

1) B I€JI0 BKIIFOYAeTCs 110 OHOMY 3K3eMIUIIPY KaX0ro JOKyMEHTa,

€) B [eN0 TTOMEIATC JOKYMEHThI IPaBUIBHO M MOIHOCTBIO 0OPMIICHHEIE
(LOKYMEHTBI JIOJDKHBI HMETh ATy, HOAINCH ¥ ApyTHe HeOOXOAHMBIC PEKBU3HTEI);

X) B JIeJI0 He BKIIFOYAIOTCA JOKYMEHTHI, MOAJNeXKaIlue BO3BpATy, JIUIIHUE
5K3EMILISPHI ¥ YEPHOBUKY (3a HCKIIFOUEHHEM 0C000 IIEHHBIX);

3) mo o6beMy JIeN0, BKIIOYalolnee TOKYMEHTEl Ha OyMaXHOM HOCHTENe, He
IOJDKHO TpeBhImath 250 IHMCTOB IpU TONIMHKHE HE Oonee 4 cM (TONMIIKHA AT CO
cpokaMu XpaHeHHs 10 10 ser He momkHa mpesbimath 10 cm). Ilpu mpesbIIEHHH
JAHHOTO 00BbeMa 3aBOAMTCHA BTOpOH ¥ mociepytomue ToMma. IIpw Hammumu B nene
HECKOJIbKUX TOMOB, MHJEKC M 3aroJIOBOK JeJa IPOCTaBJISIOTCS Ha KaXKIOM TOME C
noGasienneM ob03HadeHHs HOMepa ToOMa U, IpH He0OXOAUMOCTH, 3aroJioBKa TOMa;
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W) JOKyMEHTHl BHYTPM Jela paclojlaraloTCsi B  XPOHOJIOTUYECKOH
IIOCJIeI0BATEIHHOCTH.

5.10.3. ITpuka3sr KomuTteTa rpynmupyroTcs B [ejia 10 BUAaM (IIPUKa3bl, 110
IpO(UIBHON NEATENIBHOCTH TPYIIUPYIOTCS OTAENBHO OT IIPUKA30B, PACIOPIKEHUH
10 JIMYHOMY COCTaBy U IIPUKa30B, pAacHOpsHKEHUH [0 aJIMHUHHUCTPATUBHO-
XO3SHCTBEHHOH AEATENbHOCTH ) C OTHOCSINMMHUCS K HUM IIPUIIOKCHUSIMH.

[Tpukaspl 10 JTAYHOMY COCTaBy (OPMHUpPYIOTCA B Jejla B COOTBETCTBHH CO
CpPOKaMH XpaHEHHs.

JIOKyMEHTBI - OCHOBaHHUS K NpuKazaM Komurera BKIIOYAIOTCA B OTAEIBHOE
ZeTI0.

5.10.4. JIoKyMeHTHI B IMYHBIX JeJIaX pacIoyIaratoTes 110 Mepe IOCTYILIEHHUS.

JIOKyMEHTHI K 3acelaHusIM (COBEIlaHUsIM ) TPYIIIIUPYIOTCS B OTAEIBHOE AEIIO.

[InaHbl, OTYETH, CMETHl TPYNIUPYIOTCS OTAEIBHO OT pacyeToB K HUM. IImaHEbl
U OTYETHl TPYNIUPYIOTCA B J€ja TOrO rofa, K KOTOPOMY OHH OTHOCSTCS IIO CBOEMY
COZICP)KaHUIO, HE3aBUCHUMO OT BPEMEHM UX cocTaBiieHUs. [lnansl, paccuuTanHble Ha
HECKOJBKO JIeT, GOPMHUPYIOTCS B [€ja 110 Ha4allbHOMY FOAy UX JEHCTBHS; OTUETHI O
BBITIOJTHEHWM TaKuX TUIaHOB (GOPMHUPYIOTCSA B Jiea IO IOCIeIHEMY TOLy HNEHCTBHS
IIJIaHa.

[Topyuenus Ilpesunenta Poccuiickoit @epepanum U OOKYMEHTHl IO HX
HCIIOJTHEHHUEO COCTABJISIIOT €UHBIN KOMILJIEKC TOKYMEHTOB.

JlokyMeHTHl UH(QOPMAIMOHHOI'O XapakTepa 10 UCIOJHEHHWIO IIPaBOBOTO aKTa
Poccuiickoit ®enmepaumn wnu Bosarorpaackoit obmactu  (CpaBKW, OTYETHI),
Haxo4sIeMycss Ha KOHTpOJie, IOAIIWBAIOTCA B 3aBEJEHHOE HAa 3TOT akT Aeno. B
cydyae €Cclid Ha MPaBOBOU aKT AeN0 He 3aBOIAUIIOCH, TO JOKYMEHTHI IOAIINBAIOTCS B
JIEIIO C TIEPEMUCKOM TOCTOSIHHOTO XpaHeHUs 3a TeKyLIUi ToI.

[Tepenucka TpymmUpyeTcss B Aella IO TeMaTHKe H/HIKM KOPPECIOHAEHTaM U
CHUCTEMATU3UPYETCSd B XPOHOJOTUYECKON IOCIENOBATEIbHOCTH: IOKYMEHT-OTBET
mOMeIIaeTcss 3a  JOKyMEHTOM-TIpockOoif  (oOpamienueM, 3ampocom). Ilpu
BO30OHOBNIEHUM IIEPENUCKA 110 OIpPENSIeHHOMY BOIIpOCY, HadaBIlelcs B
MPEABIIYIIEM IOy, JTOKYMEHTBHI BKIIOYAIOTCS B JIEJIO TEKYILEro roja ¢ yKa3zaHueM
WHJIeKca Jiena MpeaplayIlero roaa.

TemedonorpaMMbl MOMeNIAIOTCS B AeJa C IEPETTHCKOH.

5.10.5. DnexkTpoHHBIE JIOKYMEHTBHl (QOPMHPYIOTCS B D3JIEKTPOHHBIE Jelia B
COOTBETCTBHUH C HOMEHKJIATypoH aell.

B HOMeHKJIaType Jen yKa3bIBaeTcs, UTO eI0 BeAeTcs B 3JIEKTPOHHOU dopme.

OIEeKTPOHHEIE NOKYMEHTBI ITOCIE WX HCIOJNHEHWS WM OTIPAaBKH IMOIJIEXAT
xpaHeHur0 B COJ] B TedeHHE CpPOKOB, MPEIyCMOTPEHHBIX MJISI aHAJIOTUYHBIX
IOKyMEHTOB Ha OyMa)XHOM HOCHTEIE.

Hampagiienre HCIIONHEHHOTO 3JIEKTPOHHOTO TOKYMEHTA U (HJTH ) 3JIEKTPOHHOTO
JOKYMEHTa C IPUKPEIICHHBIM 00pa3oM B JEN0 3aKJII0UaeTcs B OMpENesIeHHH MecTa
€ro XpaHEHHUs COIIacCHO HOMeHKnaType nen Komurera.
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B C3Jl zamommsercs moie "WHmekc nemna" W 3JEKTPOHHBIA NOKYMEHT
HAIIPaBsIeTCd B OJJEKTPOHHOE [eJI0 B COOTBETCTBHM C HOMEHKJIATYpOW M€
Komurera.

[IpoeKT MOKyMEeHTa, MMEIOIIET0 JIUTEIbHBIM CPOK XpPaHEHUS U IMOJJIeXKAIIErO
TOANKCAHKIO (YTBEPIKICHUIO) ¥ TTOCIENYIOIEMY XPaHEHHIO Ha OyMakHOM HOCHUTEINE,
B ciydae ero corynacoBanusd B COJI, moMelnaercs Ha XpaHEHHE B €0 BMECTE C
JHUCTOM  COIJIACOBAHWS, COCTaBIIOIIMM €r0 HEOThEMJIEMYH 4YacTb. JIHCT
cornacoBanus, pacrnedaTaHHbli u3 CO/Jl, NOKEH comepXaTh CBEINEHHMS O IaTe €ro
(bopMHUpOBaHKS ¥ HAUMEHOBAHUU CHCTEMBI, B KOTOPOH IIPOBOIUIIOCEH 3JIEKTPOHHOE
CoTrJacoBaHHMeE.

DNeKTpOHHBIE JTOKYMEHTHl HE3aBUCHMO OT MX 00beMa BKIIOYAIOTCA B OJHO
NIEKTPOHHOE J1eJI0 6e3 pa3/IeeHus] Ha TOMa.

5.10.6. ®opmupoBaHWE U XpaHEHHE Jel N0 Iepenadyd HX B apXdB
OCYIIECTBIISIETCST CTPYKTYPHBIM IIOIpa3eNeHHeM, 3JeKTPOHHBIX nen - B COJ]
roCyZIapCTBEHHOI'O OpraHa, Oprana MECTHOI'O CaMOYIIPaBICHHS.

Jlena Ha OyMaXHOM HOCHTENE pasMelnaroTcs B Inkadax, celidax, Ha
CTeJlIaxax.

Jema [OKHBI pacmoiaratbCsl BEPTUKAIBHO, KOPEIIKaMHM Hapyxy s
obecriedyeHsi BU3yalIbHOTO KOHTPOJIL UX HAIM4YUsS B OBICTporo noucka. Ha kopemmkax
00JIOXKEK JeN yKa3bIBAalOTCS MHIEKCHl M HaUMEHOBAaHMA JEJl 110 HOMEHKIAType Hel
Komurera.

PyxoBonuTenu CTPYKTYPHBIX noJpa3zieieHui Komurera HECyT
OTBETCTBEHHOCTH 33 COXPaHHOCTH JJOKYMEHTOB U (POPMHUPOBAHUE UX B JEA.

5.11. IIpoxoxkneHue ¥ perucTpanus BHyTPEHHUX TOKYMEHTOB

5.11.1.ITpoxoxxieHue BHYTPEHHUX NOKYMEHTOB Ha 3Tallax HUX IIOATOTOBKH U
ohOpMIIEHHST ~ COOTBETCTBYET  INPOXOXKICHHUIO  OTHPABIAEMBIX  (MCXOIAIINX)
JTOKYMEHTOB, a Ha dTale UCIOIHEHHS - IOCTYIAOMNX JOKYMEHTOB.

5.11.2.Cmy’xeOHBIE  3alMCKH  CO3JAIOTCS B JJEKTPOHHOM  Qopme
u peructpupyrores B ACI/I.

CyxeOHBIC 3aITUCKA CO3/1at0TCS Ha OyMa)KHOM HOCHUTENE B CIIydasx:

€CIIH CITy)KeOHas 3aITiCKa COJNEPKUT IIEePCOHANbHBIC JaHHbIe IPakIaHWHa UIIH
CBEICHUS OTPAHUYEHHOI'O TOCTYIIA;

eClH CITy)keOHas 3aIicKa COIeP)KUT COOOIIeHNe O BOSHUKHOBEHUN KOH(IUKTA
HHTEpPECOB, (pakTe CKJIOHEHWS K COBEPIICHHUIO KOPPYNLMOHHOTO IIPaBOHAPYIIEHHS
umu coobieHne 00 MHOM HapyUIEHWU 3aKOHOJATENbCTBA, B TOM UHCIE HapylIEHUU
MOPAJIBHOTO KOJleKCa TOCYAapCTBEHHBIX TPaXTAHCKUX CIyXalluxX Bosrorpanckoit
00nacTH.

5.11.3.JIoTOBOpBl  PETUCTPUPYIOTCS  YIIOJIHOMOUYEHHBIM B  COOTBETCTBHHU
¢ mpukazom KoMuTeTa COTPYIHHUKOM, B CHCTEME 3alllMIEHHOTO 3JIEKTPOHHOTO
IOKYMEHTO000pOTA.
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6. Yder u aHaimu3 00beMOB JOKYMEHTOO00pOTa

6.1. TIlom ofbemoM  mOKyMeHTOOOOpOTa  TIOHHMAETCSd  KOJMHECTBO
JIOKYMEHTOB, OCTYNHUBIIUX B KOMHUTET U CO3JaHHBIX UM 3a ONPEAC/ICHHBINA MepHoa
BPEMEHH.

Vuer xonuuecTBa JOKYMEHTOB, TOCTYIIMBIINX, CO3NAHHBIX, OTIIPABIECHHBIX 32
OIIpEe/ICIICHHBIN NEpUOJ BPEMEHH, MOXKET NPOBOAUTHCA B LejaoM mo Komurety, mo
OTAEIbHBIM CTPYKTYPHBIM IOApPa3feNeHUsIM, II0 I'PyIIaM IOKyMEHTOB, B TOM YHCJIE
NONJIMHHUKAM K KONHSAM, KOPPECHOHIEHTaM, JEHCTBUSM, IIPOU3BEICHHBIM C
TOKyMEHTaM#, X JApPYyTUM IlapameTpaM, HEOOXOAMMBIM Ui aHalu3a paboThl ¢
JOKyMEHTaMH B LeIX e€ COBEpIIeHCTBOBAaHMS. 3a EOUHUILy ydeTa KOIHYeCTBa
JIOKYMEHTOB IPUHUMAETCS OOUH 3K3EMIUISIP MOMJIMHHUAKA JOKYMEHTa WIJIH SK3eMILISP
KOIIMHU JOKyMEHTa (€CIU 3TO €AWHCTBEHHBIM 3K3eMIUIIp TOKYMEHTA). DK3eMILISPEI
JIOKyMEHTa, IIOlydaeMble B pe3ylbTare KOMUPOBAHUS WIH THPAKUPOBAHUS
IOKYMEHTa, B 06beMe JOKyMeHT0000pOTa He YUHUTHIBAIOTCS.

[Ipu yuere oObeMa [OOKYMEHTOOOOpOTa TMOJCUUATHIBACTCS  KOJUUECTBO
JIOKYMEHTOB BBIJICJICHHON I'PYINIbl. YUYeT KOJIMYECTBA HOKYMEHTOB IPOBOAMUTCS IO
naHHEIM COJl 1 MHBIX pEerUCTPallIOHHO-YYETHEIX (GOopM.

6.2. Vwuer 00BeMOB nokymeHToobopoTa BEIEeTCS B eJsIX
COBEpIICHCTBOBAHUS OPraHU3AlNN PadOThl ¢ TOKyMEHTAaM¥ U pacdeTa ONTHMAaIbHOM
YHCJIEHHOCTH paOOTHUKOB, 3aHSTHIX B JISJIOMPOU3BOICTRE.

6.3. 3a enuHUIly y4yeTa KOJMYECTBA [TOKYMEHTOB IPHHHMAETCS OSK3EMILISAP
NOKyMeHTa (IIOJJIMHHUK WJIM KONMS, €ClIM KONHS - €IWHCTBEHHBIM SK3eMILIIp
nokyMmeHTa). Konuu DOKyMEHTOB, cO3aBacMble OIS PACCBUIKH WM BHYTPEHHETO
WCIIONb30BaHNUs, IPU HEOOXOAUMOCTH UX YUeTa IOJCUUTHIBAIOTCS OTIETBHO.

IIpp ydere wWCXOOAIIUX TOKYMEHTOB CONPOBOIUTENBHOE ITUCHMO |
IpHujiaraeMble K HeMy JOKYMEHTHI IPUHUMAIOTCS 32 OJWH JIOKYMEHT.

6.4. AHanmn3 06peMOB JOKYMEHTO000pOTa, CTPYKTYPHI JOKYMEHTOIIOTOKOB
¥ COIEp>XKaHUs JOKYMEHTOB, ITocTynaromux B KoMuTeT U co3naBaeMbIX UM, BeleTCs
B IeJIX PaAlUOHAIBHOIO PACIpeneseHHs JOKYMEHTOIIOTOKOB, MOBBIIICHUS
UCIIOIHUTENbCKON [UCHUIUIMHBI, KadecTBA U JI(PQPEKTUBHOCTH MPHHHMAEMBIX
pelLIeHNUi.

6.5. JlaHHBIE O KOJIKMYECTBE OOKYMEHTOB aHAIU3HUPYIOTCS, 0000ImaroTcs
ciyx0oi genompousBoicTBa KoMmuTeTa U IPENOCTABISIOTCS IMPENCENATENTIO
B COCTaBe rOZ[0BOI0 OTYETA UJIM B BUJIE CIyXeOHOH 3anucku 3a TpeOyeMBbIi mepro.

7. PaccMoTpenue obpallleHui rpakaan

7.1. Pabota mo paccMOTpeHHUIO OOpalleHHH TIpaxiaH, MOCTYITHBIINX
B Komurer B mnmceMeHHON ¢opme mim B ¢GopMe 3NEKTPOHHOTO JOKYMEHTa
IIPEJIOKEHHE, 3adBICHAE WK Xajloba, a Takke yCTHOe oOpallleHWe IpaKIaHuHa
(manee UMeHYIOTCS - 00OpaIeHUs ), OCYIIECTBIISETCS B COOTBETCTBUH ¢ DenepanbHbIM
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3akoHOM oT 02 masg 2006 r. Ne 59-@3 "O mopsake paccMOTpeHus oOpalieHHi
rpaxnan Poccuiickot ®enepanun”. Ilocranosnernem ['ybepraropa Bonrorpauckoit
obiactu ot 06 mroms 2015 r. Ne 608 "O6 yrBepxnenuu Ilonoxenus o pabore
¢ oOpameHusamMy TpaXx/aH, TOCTYNAlOIUMHY B ammapat I'ybepratopa Bosrorpaackoit
obmactd, Bule - TrybepHaTOpy — pYyKOBOZHWTENO ammapara [yGepHaropa
Bonrorpajnckoit obmacti, mepBeIM 3amecTuTessiM [ 'ybepratopa Bonrorpanckoit
obmactd u 3amectuTenaM Iybepratopa Bomrorpanckoii o6nacti" M IpaBOBBIME
akTamMu  KomwuTera, perymupyrollMMH  OCYIIECTBICHHE IIpHEMa  TIPaXKIaH,
obecrieueHne CBOEBPEMEHHOIO 1 MOJIHOTO PaCCMOTPEHHS UX OOpalleRuil, IpUHSITHE
10 HUM pCUICHHH ¥ HAaIpPaBIE€HUE 3aABUTEISIM OTBETOB B YyCTAHOBJIEHHBIH
3aKoHOAaTeILCTBOM Poccuiickolt denepanym cpok.

7.2. OOpalneHus rpaxiaH PeruCcTPUPYIOTCS U GOPMUPYIOTCS B €Na OTAEIBHO
OT IpyruX ITOKyMeHTOB KomuTeTa B COOTBETCTBUM C HOPMATHUBHBEIM IIPaBOBLIM
akToM KomuTera, permaMeHTHpPYONIUM paboTy ¢ 0OpalleHusIME TPaXIaH.

Perucrpaiiss JOKYMEHTOB — OCYIIECTBIACTCS B XypHajle ydera OOpalleHuH,
a TaKKe B aBTOMATU3UPOBAHHOW CHCTeMEe KOHQUICHIMATBbHOW wmHMDOpMALUK
Bonrorpanckoit obnactu (nanee — ACOKH).

Opranusanus paboTHI, CBS3aHHOM C perucrpandedl ¥ pacCMOTPEHHEM
obpamennit B ACOKU, ocymectBiseTcs B COOTBETCTBHU C IIOCTAHOBJIEHHEM
I'ybepnaropa Bomrorpanckoit o6mact ot 17 ampens 2015 1. Ne 334
"O6 aBTOMaTH3MpOBaHHON cucTeMe 0OpabOTKM KOH(UIEHIMATLHON HH(QOPMAIHH
Bonrorpanckoit obnactu» u mpaBoBeiMu akTamu Komurera.

7.3. Ecmn ofpamenne mnocTynuiao B (OpMe 3JIEKTPOHHOrO JOKYMEHTa,
TO 3asBUTENIIO JAETCSA OTBET B (hOPMeE IIIEKTPOHHOIO JOKYMEHTA.

Oteer B QopMe 5IEKTPOHHOrO JOKYMEHT4 TOTOBUTCS W HAIpaBIISeTCs
B COOTBETCTBHHM C TpeOOBAaHUSMH U PEKOMEHIALMSIMH 10 COOJIONEHHIO
KOH(UJCHIINATBHOCTH [IEPCOHANBHBIX JaHHBIX MPaKIaHUHA.

7.4. Ilucema-oTBeTHl ~ Ha  OOpallleHus  TpaxIaH IIPEJICTaBIISIOTCS
Ha IOANWCH YIOJIHOMOYEHHBEIM JIMIIaM TOJBKO C IIPUJIOKEHHWEM MOCTYIUBIIErO
oOparrnenus.

7.5. PaccMoTpeHHBIE OOpamieHwWss CO BCEMH OTHOCAIIMMHUCS K HHM
Marepranamu GOpMHUPYIOTCS B JIeNa COTJIaCHO HOMEHKIaType aen Komurera.

8. YpaBnernne mokymentamu B COJJ

8.1. VYmpaenenwe noxymenTamMu B COJ] ocCyIlecTBISeTCSs II0 IIPaBHIAM
YCTaHOBJIEHHBIM pazzenom YeTBEPTHIM [IpaBun JIETIOTIPOU3BOJICTBA
roCyAapCTBEHHbIX OpraHax, OpraHaX MECTHOIO CaMOYTIPaBIICHUS YTBEPKISHHBIX
npukazoM @enepalbHOrO apXuUBHOTO areHTcTBa or 22.05.2019 Ne 71 "O6
yTBepxkaeHnu llpaBui menonpou3BOJCTBA B IOCYAapCTBEHHBIX OpraHax, OpraHax
MECTHOI'0 CaMOyNpaBJeHUA", a TaK e TpeOOBaHWAMH MPABOBBIX AaKTOB
perynupyromux npasuia padoter CO/I.

8.2. B KomuteTe 06pabaThiBaloTCs1, CO3MAIOTCS M XPAHITCS:
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a) JIOKyMEHTEI, CO3[laBaéMble B JJICKTPOHHOM (opMme 0e3 IpenBapUTENsHOTrO
JOKYMEHTUPOBaHUS Ha OyMaXHOM HOCHUTEITE;

©) onexkTpoHHBIE 00pa3bl JOKYMEHTOB, IIONy4eHHBIE B pe3yibTare
CKaHHPOBAHHUS JIOKYMEHTOB IIPEABAPUTENIBHO CO3NaHHBIX HAa OyMaXHOM HOCHUTEIIE.,

8.3. Ilopsnok co3ganus, COTNIaCOBAHUS, IONMHCAHUS, KOHTPOJIS, UCIIONHEHHS,
OTIIPaBKW ¥ PETHCTPAllMH HOKYMEHTOB, CO3[aBaeMBIX B JMEKTPOHHOU (opme 6e3
IIPEIBAPUTEIBHOIO [OKYMEHTHPOBAaHUA Ha OYMaXHOM HOCHUTEJIE, a TakK »>XXe
3JIEKTPOHHBIX 00pa3oB IOKyMEHTOB, IIOMYyYEHHBIX B pe3ylbTaTe CKaHHPOBaHHS
IOKyMEHTOB IPEIBAPUTENLHO CO3MaHHBIX HA OyMa)XHOM HOCHUTENE — COOTBETCTBYET
TIOPANKY CO3IaHMs, COTNIACOBAHMUA, IIOAMCAHUS, KOHTPOIIS, HCIONHEHHUSI, OTIPABKA K
PErucTpaliy aHaIOTHYHBIX TOKYMEHTOB Ha OYyMa)KHOM HOCHTEIE.

8.4. B onexkTpoHHBIH 00pa3 OOKyMeHTa, IIOIy4YeHHOTO B pe3yibTare
CKaHMPOBAaHUSA JOKyMEHTa IpPEeIBapUTENIbHO CO3JAaHHOTO Ha OyMaXKHOM HOCHTENE
(nanee mMeHyeTcss — o00pa3) IEpeBOASATCS BCE BUABI JOKYMEHTOB MHOCTYNHBIINX
(Bxomsux) B Komuter. Ha OymakHOM HOCHTENle MIIM CO3MaHHBIX B Komurere Ha
OyMa)KHOM HOCHTENE M IOAJEXAIINX PETHCTPALUH, 338 MCKIIOYEHHEM TOKYMEHTOB
COIEpIKaIUX MEPCOHAbHBIE NAHHBIE, CBEACHHUS OTPaHMYCHHOTO NOCTYIA, a TaKxkKe
HOKYMEHTOB, K KOTOpPBIM MAEHCTBYIOIIMMH HOPMATHBHBIMH TIPaBOBBIMH aKTaMH
Poccuiickoii ®enepanuy unu Bonrorpanackoit obnacty ycraHaBiuBaeTcs TpeOOBaHUE
00 UX coCTaBlIeHNY Ha OyMaKHOM HOCHTEE.,

8.5. OnexTpoHHBIE JOKYMEHTHI IIOONHCBHIBAIOTCS CPENCTBAMH 3JIEKTPOHHOM
nopnucu (nanee uMeHyercss — OII) B COOTBETCTBHM C HOPMATHBHBIMH IIPABOBBIMU
akTaMu Pocculickoii ®eneparmuu u Bonrorpanckoit o0macTd  perynupyrolMMu
HOPSITOK MCIONb30Banus 1.

Hcnomesyemele  cpeactea Il gomxHBI  OBITE  cepTHOUIMPOBAHBEI B
YCTaHOBIEHHOM IIOpSAKE B COOTBETCTBHH C JCHCTBYIOIIMM 3aKOHOIATEIHCTBOM
Poccuiickoit @enepanumu.

8.6. Ilpy BKIIOUEHHH TOKYMEHTOB M IPOEKTOB HOKyMeHTOB B COJI, a Takke
Ipd BKIOYeHHH cBeleHud B OPK B mpomecce XKU3HEHHOTO WWKIIA JOKYMEHTA
HCIIOJIHUTEIIM JJOJDKHBI CO3/1aBaTh CBSI3U aHHOTO JOKyMeHTa (IIPOeKTa JOKYMEHTA) C
OPYTUMH JOKYMEHTaMH U MYHKTaMHU [TOPYYEHHUH,

8.7. XpaHeHWE 3IEKTPOHHBIX JOKYMEHTOB JOJDKHO COIIPOBOXKIATHCH
XpaHEHHEM COOTBETCTBYIOIIMX CepTHdHKaToB kmodedr DIl u  mporpaMMHOro
obecredeHns, O0OECIEUMBAIOIIET0 BO3MOXHOCTH TMpoBepkr DIl  XpaHUMBIX
3JIEKTPOHHBIX IOKYMEHTOB.

ITocne ncTedeHNs yCTaHOBICHHOTO CPOKA XPaHEHHUS:

a) DJEKTPOHHBIE HOKYMEHTHl BPEMEHHOTO CpOKa XpaHEHHsS IMOMJIEKAT
YHUYTOKEHHIO,;

0) »3IEeKTpOHHbIE NOKYMEHTBHI ITOCTOSHHOTO CpPOKA XPaHEHHs MOJIeXkKAaT
nepenadye Ha XpaHeHUe B IOPSAAKe, YCTaHOBICHHOM 3aKOHOIATENECTBOM Poccuiickoi
denepannu.
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9. lokyMeHTanbHEIH houa Komutera

9.1. PaspaboTka 1 BeZieHHEe HOMEHKJIATYPHI IE)T

9.1.1. Komurer Qopmupyer cBoit NOKyMeHTalnbHBIM DOHA U3 06pasyrouxcs
B IIPOLIECCE €TI0 IEATEIHHOCTH IOKYMEHTOB.

DopmupoBanre JOoKyMeHTanbHOro ¢Gouma Komurera ocymiecrsisercs
cyxOo# menompor3BogcTBa KoMHTeTa ITyTeM COCTAaBISHHS HOMEHKIATYPHI Jell,
(GopMupoBaHuMs ¥ OQOpPMIEHHS Jel, obOecriedeHHsS UX COXPaHHOCTH, ydeTa
U mepenavu nein B apxus Komurtera.

9.12. JIna obecreuennss mopsiaka (QOPMHUPOBaHHS M ydera Jeil B
JEITOTIPOM3BOJICTBE pa3padaThIBAaeTCs M yTBEpXKIaeTCsl HOMEHKIaTypa aei1 Komurera.

ITopsimok  MOArOTOBKH, COITACOBAaHUS, YTBePXKAEHHUS W  PUMEHEHHs
HOMEHKJIATYPBI JIE]T YCTaHABIUBAECTCSA pa3/iesioM mecThM [IpaBuit menonpousBoacTsa
B TOCYAapCTBEHHBIX OpraHax, OpraHaXx MECTHOI'O CAMOYINPaBIICHUS YTBEPKIEHHBIX
npukasoM @enepanpHOro apxuBHOro arenrcTsa ot 22.05.2019 Ne 71 "O6
yTBepkaenud [IpaBun Ienonpon3BoACTBa B IOCYJapCTBEHHBIX OpraHax, OpraHax
MECTHOT'O CaMOYTIPaBJICHUS".

®opma HOMeHKNIATYpel Aen KomuTeTa M HOMEHKIATYDBI Jell CTPYKTYPHOTO
NOJIpa3ieIeHus IIPHBEIEHB! B IIPUIOXKEHUAX 6-7 K HacTosmed MHCcTpyKimy.

Homenknarypa nen Komurera:

a) COCTaBIeTCS OTBETCTBEHHBIME JIMI[AMH CITYXOBI J€JIOMpou3BoacTBa Komurera
Ha OCHOBE HOMEHKJIATYp A€l CTPYKTYPHBIX romapasneneunit Komurera;

0) eXeromHo yTBepXkmaeTcs mpencemareneM KoMHTeTa M BBOIUTCS B [IeiCTBHE
c 01 sHBaps cieqyromero roaa;

B) yTBepxkaaeTcs npexncenareneM Komurera mocie cornacosanus ¢ DIIK:

OIIMH pa3 B SJieT;

B ClTyyae U3MEHEHHUs [TOJIHOMOYHUY U (WK ) CTPYKTyphl KoMuTeTa.

HoMmerknarypa nen 3akpeniseT KnaccuuKanuio (rpynmupoBKy) JOKyMEHTOB
B Jieja (SNMEKTPOHHEIE J€Nla), CHCTEMATH3allMI0 W WHIEKCAIUIO Jell, CPOKH HX
XPaHEHHUS U SABJISIETCS OCHOBHBIM yUETHBIM JIOKYMEHTOM.

WHpekc HOMEHKIATYypHOrO Jela COCTOMT M3 IOPSIAKOBOrO  HOMeEpa
CTPYKTYPHOIO ITOAPA3JelieHuss B COOTBETCTBHHM C YTBEPXKAEHHOM CTPYKTYpOH
KomuTteTa, npuMenseMoro ¢ y4éToM CIIOKUBIIEHCS MTPAaKTHKH JEJIONPOM3BOACTBA B
Komutete, nHeKca nena ¥ MOPSIKOBOIO HOMepa 3arofioBKa Jelia [0 HOMEHKIATYpe
nen Komurera.

Homenknarypa men Bkmouaercs B CDJl B KkavecTBe CIPaBOYHMKA,
ONPEACIIIOIET0  MOPAMNOK  CHCTEMATH3alMd  YIEKTPOHHBIX  TOKYMEHTOB
(271eKTPOHHBIX KOTIMH JOKYMEHTOB), BKJIo9aeMerx B COJI.

9.1.3. [lena, naxonsiyecs Ha XpaHEeHUH B CTPYKTYPHEIX MOAPa3AeIeHUSIX U
B apxuBe KomuTeTa, BEIIAIOTCA BO BpEMEHHOE II0/Ib30BaHUe (Ha CPOK He Golee IByX
pabounx nHeH) corpynHEkaM KomurTera TONBKO ¢ paspellleHHs pPyKOBOXUTEI
CTPYKTYpPHOTO MojpasfelneHus Wi apxuBa KomuTera U Ha OCHOBaHWH CIIyKeOHON
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3allMCKH COTPYIHUKA IOIYJaroIero AeI0 BO BpeMEHHOE II0Ib30BaHHUE.

9.1.4. Cxyx060if menonpon3BoACTBa IPOBOAITCS IPOBEPKH yCIOBUU XpaHEHUS
JIOKYMEHTOB, HalM4YMsl M COCTOSIHUS JOKYMEHTOB U Jel B CTPYKTYPHBIX
nonpasnenenusx Komurera:

a) mepeq mepenadeil TOKyYMEHTOB B apXWB FOCYIapCTBEHHOIO OpraHa, opraHa
MECTHOI'O CaMOYIIpaBJICHUS;

0) Ipu IepeMeIleHun e;

B) IPYA CMEHE PYKOBOAUTENS CTPYKTYPHOTO MTOApa3ieNeHus;

I') IpH pEeOopraHW3ald M JHUKBUJAIMU TOCYJapCTBEHHOTO OpraHa, opraHa
MECTHOT'O CaMOYIIPaBIeHUS WU CTPYKTYPHOTO TIOJIpa3ICIeHHUSI.

ITo utoram IpoBEpKH COCTABIAETCA aKT IIPOBEPKU, B KOTOPOM (UKCUPYIOTCA
BCce OOHapy)XeHHBIE HEIOCTaTKM B COCTOSIHHUU Mell. AKT IPOBEPKU MPEACTABIACTCS
3aMecTUTeNo npeacenarens Komurera, KypupyrolnemMy IpoBeEpseMoe CTPYKTYypHOe
noApas3fieNeHue, ANl IPUHSATHS Mep, B TOM YHCIE PAaCCMOTPEHHS BOIpoca O
HaJOXXCHUM B3bICKAHUS WM ydéra HMHOOpMAaIMM IpU IPUHATHHA peIIeHHs O
BCECTOPOHHEN OIICHKE HUCIIONHEHUS COTPYIHUKOM ITOKHOCTHBIX 00S3aHHOCTEH.

9.1.5. ITpu oOHapyKeHUHN OTCYTCTBHUS J1€J1, YUCIALIMXCS 10 HOMEHKIIAType JIel,
PYKOBOZCTBOM IIOAPA3NEICHUN IPUHUMAIOTCA MEpHI 110 UX PO3bICKY. B ciaydae ecnu
PO3BICK JIeJ1 HE NaeT pe3ynbTaTa, COCTaBIsAETCs CIy)KeOHas 3amucka O MpUYNHaxX UX
OTCYTCTBHUsI, KOTOpas IOANMCBHIBAETCS PYKOBOOUTEIEM  IOApa3feliCeHUs U
IIPEICTABIISETCS B CITyKOYy J1€TOIPOU3BOICTBA.

9.1.6. ®akt yrtpatel npena (men) GUKCUPYETCS B aKTe, COCTABISIEMOM H
IOANMCHIBAEMOM COTPYAHUKOM CIYXOBI [IEJONPOM3BOACTBA W PYKOBOJIUTEIEM
CTPYKTYpPHOro IIOIpa3feleHus B ABYX 3K3eMIUIApax (IpH yTpaTe Jejla BPeMEHHBIX
(o 10 yer BKIIFOUUTENBHO) CPOKOB XpaHEHHUS) WM B TpeX dK3eMIutsipax (IpH yTpaTe
7en BpeMeHHBIX (cBbiie 10 J1eT) CpOKOB XpaHEeHUS FIIH MTOCTOSHHOrO XpaHeHus ). [To
OJTHOMY 3K3EMILIAPY aKTa XPaHUTCSA B Cily)kOe HeNoNpOU3BOACTBA M CTPYKTYPHOM
NOApa3[eNeHuy; IIpU yTparTe el BpeMeHHBIX (cBbIme 10 JIeT) CpOKOB XpaHEeHUs HiIH
IIOCTOSIHHOT'O XpPaHEHHS 3K3EMILILAP aKTa IPEeJCTaBIsIeTCs B apXUB roCyAapCTBEHHOIO
OpraHa, OpraHa MECTHOIO CaMOYIpaBIeHMsS IpH Iepefaue HOeld CTPYKTYPHOTO
noApaseleHus Ha apX1UBHOE XpaHEeHHe.,

OIHOBPEMEHHO C 3TUM IIPUHUMAIOTCS MEpPHI 110 3aMEIeHHI0 YTPadeHHOTro
JIOKYMEHTA €ro KOIuei.

9.1.7. IlogroroBka IOKyMEHTOB K Ilepefiade Ha XpaHeHHe B apxuB KomureTa u
BEIZICIEHUE K YHWUYTOXKEHUIO JOKYMEHTOB C HCTEKIINMH CpPOKaMHM XpaHCHHS
IPOU3BOAMTCI B IOPAAKE yCTAHOBJICHHOM  pa3leloM ceabMbIM  [IpaBui
JEJIONPOU3BOACTBA B TIOCYNAapCTBEHHBIX  OpraHax, opraHaXx  MECTHOIO
CaMOYIIPaBJICHUS yTBEPKAEHHBIX IpuKazoM DenepaspbHOTO apXHUBHOIO areHTCTBA OT
22.05.2019 Ne 71 "O6 ytBepxknenuu [IpaBuin genonpon3BOACTBa B [OCYIapCTBEHHBIX
opraHax, opraiax MecTHOTO CaMOyIpaBieHus".

9.18. Ecru B TeueHme roma B KoMuTeTe  BO3HMKAIOT  HOBEIE
JOKYMEHTHUPOBAHHbIE Y4YacTKH paboThl ¥ (WMIIH) HENpPENnyCMOTPEHHBIE [eja, OHH
JOIIOJIHUTENIBHO BHOCATCS B HOMEHKJIATyphl €Nl CTPYKTYPHBIX TOApasfelleHHi u
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HOMEHKIaTypy aen Komurera.

JlJIs1 BHOBB 3aBOJMMBIX J€N1 B KaXKZIOM paszjielie HOMEHKIaTyphl aen KoMurera
OCTaBIIAIOTCS PE3EPBHEIE HOMEPA.

9.19.1lo oxoHuaHMM TOZa B KOHIIE HOMEHKIATypel mnen Komurera
PYKOBOIUTENEM YIIOJIHOMOYEHHOTO CTPYKTYpHOro moxapasgeneHus Komurera
JIeJIaeTCsl MTOTOBas 3allUCh O KOJMYECTBE 3aBENEHHBIX Jeh (TOMOB), OTHENBHO
IIOCTOSIHHOI'O ¥ BpPEMEHHOT'0 XpaHEHHUS.

9.1.10. Mena, Haxomsiuecs Ha XpaHEHWHM B CTPYKTYPHBIX ITOIpa3IeeHHSX
uny B apxuBe KoMmuTera, BBIIAIOTCS BO BpEMEHHOE IIOJIb30BaHKE (Ha CpoK He Ooee
IByX pabouux aHelt) coTpynHukaM KomuTeTa TONBKO C paspelieHHs PyKOBOIHUTES
CTPYKTYpHOTO MOJpasfie/ieHns Uix apxuBa KomuTera W Ha OCHOBaHMHU CIIyKeOHON
3allMCKU COTPYAHMKA [TOTYYarOIIEero JeJI0 BO BPEMEHHOE MTOJIb30BaHHUE.

9.1.11. Cayx0o0#f nenompou3BOJCTBAa IPOBOJATCS IPOBEPKH YCIIOBHH
XpaHeHHUs JOKYMEHTOB, HAJIMYUSA U COCTOSIHHS [OKyMEHTOB M JIeJ B CTPYKTYPHBIX
nonpasneneHusx Komurera:

a) mepen nepenavyel JOKYMEHTOB B apXWB IOCYAapCTBEHHOTO OpraHa, opraHa
MECTHOI'0 CaMOYIIPaBIIEHNUS;

0) npu epeMelIeHnH e,

B) IIpH CMEHE PYKOBOAMTEINS CTPYKTYpPHOTO IOJApasMesieHus, PyKOBOIUTEIS
Ciyx05bl Ienonpon3BO/ICTBa,

I) IpH peopraHu3allii ¥ JTUKBUIALWH TOCYyNapCTBEHHOI'O OpraHa, opraHa
MECTHOTO CaMOYTIPaBIICHUS WJIH CTPYKTYPHOT'O IOAPa3IeIICHHUS.

[To mToraM mpoOBEPKHU COCTABISIETCS aKT IIPOBEPKHU, B KOTOPOM (PUKCUPYIOTCS
Bce OOHapy)XeHHbIE HEOCTAaTKHA B COCTOSIHHH AeN. AKT IPOBEPKH MPEACTABISAETCS
3aMecTUTeNo npencenarens Komurera, KypupyrolieMy IpoBepseMoe CTPYKTypHOe
noApasfeNeHue, Uil OPUHSATHAS MEp, B TOM YHCIE PAacCMOTPEHHs BOIpoca O
HAJOXEHUM B3BICKAHUS WM yuéTa HHPOPMAIMM NpH NOPUHATHH pEIISHUS O
BCECTOPOHHEH OIEHKE MUCIOJHEHUS COTPYIHUKOM JOJKHOCTHBIX 00s53aHHOCTEH.

9.1.12. Tlpu oOHapyXeHUH OTCYTCTBHS J€J, YHCIAIIUXCS MO0 HOMEHKIAType
IleJl, pyKOBOACTBOM MOIpa3feleH’il MPUHUMAIOTCS MEPHI 10 UX PO3bICKY. B ciyuae
€CJIM PO3BICK JEN He AaeT pe3yibTaTa, COCTaBIAeTC s Cly>KeOHas 3amicKa O MpUuIHHaX
UX OTCYTCTBUS, KOTOpas IIOANMCHIBAETCS PYKOBOAWTENEM IOApa3faefiecHus |
IIpeACTaBISETCS B CITy>KOy eI0IpOU3BOICTRA.

9.1.13. ®akT yrpaTel Aena (nen) QUKCUpPYeTCs B akKTe, COCTaBISEMOM H
IIOANMCHIBAEMOM PYKOBOJIUTEIEM CIIyXKOBI NIETONPOU3BOICTBA M PYKOBOIUTEIEM
CTPYKTYPHOT'O IIOApa3NeleHUs B IBYX 3K3eMIUIsIpax (IpH yTpare Ieja BPeMEHHBIX
(mo 10 meT BKIIFOUMTEIBHO) CPOKOB XpaHEHHUsI) MU B TpeX SK3eMILIsipax (IIpH yTpare
Iie]l BpeMeHHBIX (cBhiie 10 JeT) CpoKOB XpaHeHHUs WM ITOCTOSIHHOTO XpaHeHus ). [To
OTHOMY SK3EMILIAPY aKTa XPaHWUTCH B CIYXO€ NeONpOM3BOACTBA M CTPYKTYPHOM
IOApa3/elICHNY; [IpU yTpaTe aell BpeMeHHBIX (cBblie 10 eT) CpoKOB XpaHEHUS WJIH
IIOCTOSIHHOT'O XpaHEHHs K3EMIUISIP aKTa IPe/ICTaBlIsIeTCs B apXUB FOCYIapCTBEHHOTO
OopraHa, OpraHa MECTHOI'O CaMOYIIPaBlIEHHs IpH Iiepenaye Hel CTPYKTYPHOTO
ITOAPAa3ACIICHUS HAa apXUBHOE XpaHEHHE.
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OnIHOBPEMEHHO C 3THM NPHHHMAIOTCS MEpBI [0 3aMENIEHHI0 YTPayeHHOTO
JIOKYMEHTA €TI0 KOIIHEA.

9.1.14. IlomroroBka NOKYMEHTOB K Ilepenade Ha XpaHeHHe B apxuB Komutera
¥ BBINCJICHHE K YHUYTOXCHHIO MOKYMEHTOB C HCTEKIIUMH CpPOKAMH XpaHEHMS
IPOM3BOAUTCA B IOPSAOKE, YCTAHOBJIEHHOM pa3feoM CeIbMbIM  [IpaBui
ACIONPOU3BOACTBA B TOCYJAapCTBEHHBIX  OpraHax, Opra€ax  MECTHOIO
CaMOyIpaBJIeHHUS yTBEPXKIEHHEBIX MprKaszoM PenepaabHOro apXUBHOTO areHTCTBA OT
22.05.2019 Ne 71 "OG6 ytBepxaenuu [IpaBui 1enonpon3BoCTBa B rOCyAapCTBEHHBIX
opraHax, OpraHax MECTHOIO CaMOyIIpaBJIeHH ",

9.2. ®opMmupoBaHue e U UX TEKyIlee XpaHEHHE

9.2.1. ®opmupoBanne aen — IPyIIIHPOBKA UCIIONHEHHBIX JOKYMEHTOB B Jiesa
B COOTBETCTBHUH C HOMEHKJIaTypo¥ nen KomuTera M cucTeMarTu3aluisi JOKYMEHTOB
BHYTpH Jela.

9.22. lena  QopmupyroTCS  JSUEHTPaIN30BaHO, T.e. B CTPYKTYPHBIX
noapaszaenenusx Komurera.

9.23 [Hena co nHg mxX GOPMHpPOBaHHS W 1O [epefadd B apxuB Komwurera
WM Ha YHMYTOKCHHE XPaHATCS B CTPYKTYPHBIX IIOAPA3NCICHUSX 110 MECTY
UX (HOPMHPOBAHUSL.

9.2.4. llena cuuTAIOTCS 3aBEJICHHBIME C MOMEHTA BKJFOYEHHS B HUX IIEPBOIO
HCIIOJIHEHHOTO JIOKYyMeHTa. J[OKYMEHTBI, [TOC/Ie HCIIOJHEHUS W OKOHYaHMs pabOTHI
¢ HUMH, B 10-IHeBHBIH CpoK momemarorcs (OAIIMBAIOTCS) aBTOPAMH JOKYMEHTOB
B TBepAble OOJIOXKKA WM NaNKU-PETHCTPATOphl ik OOecredeHHs (DH3HUEcKoi
COXPaHHOCTH.

9.2.5. PykoBonuTenu  CTPYKTYpHBIX — mofpasmeieHuii KommTetra HecyT
OTBETCTBEHHOCTD 32 COXPAHHOCTB JOKYMEHTOB U (hOPMHPOBAHKE UX B JIENA.

9.2.6. llena B mKadax [UIT UX ydeTa W OBICTPOro IIOMCKA pPAaCIONararoTcs
BEPTHKAJIbHO, KOPEIIKaMH Hapy)Xy W B COOTBETCTBHU C HOMEHKIIATYpO# merl.
Ha xopermkax o6noxek 1€l yKa3hIBAIOTCSI HHAEKCHI 10 HOMEHKJIAType Jell. BhImucka
13 HOMEHKJIATYpBI JIE]T IIOMEIAETCs Ha BHyTPeHHe! cTOpoHe mKada.

9.2.7. 3akoH4YeHHEBIE ZEJIOIIPOU3BOACTBOM JJIEKTPOHHBIE IOKYMEHTBI
hopMHUpYIOTCS B ena (IalKy, JUPEKTOPHH) B COOTBETCTBHY C HOMEHKIATYpOil fen
Komutera cpencrsamu ACO/I.

9.2.8. Ilpu popMUPOBAHHUH OENT B CTPYKTYPHBIX IIOAPA3NEICHUSIX HEOOXOMIMO
COOIIONAaTh CEAYIONINE IIPABHUIIA:

IOMEImAaTk B JENO  WCIOJHEHHBIE  JOKYMEHTHl, COOTBETCTBYIOIIHE
II0 CBOEMY COIEPKaHHIO 3ar0JIOBKY JIeJIa II0 HOMEHKIIATYPE;

IIOMEIaTh BMECTE BCE MNOKYMEHTBI, OTHOCSIOMECS K PaspelIeHHI0 OTHOTO
BOIIPOCa;

IIOMEIIATh IPUTIOKEHHS BMECTE C OCHOBHBIMHU JOKYMEHTAMU;

IPYNIUpPOBaTh B JIeJI0O  JOKYMEHThl  ONHOTO  KaJeHOApHOTO  rOfa,
32 UCKJIFOUEHHEM NTEPEXOASIINX e,
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Pa3fenpHO TPYNIHUPOBAaTh B Jela NOKYMEHTBI IOCTOSHHOTO W BPEMEHHBIX
CPOKOB XpaHEeHH,

BKJIFOYATh B JIEJIO 110 OHOMY 3K3EMILIAPY KaKIOTr0 TOKYMEHTa;

MoMeIaTh B feiia  (aKcorpaMMbl, — TelIerpaMMbl,  Tene(OHOrpaMMBl
Ha O0IUX OCHOBAaHMIX;

IIoMemare B JOEJI0 JOKyMEHT, IIPaBUIBHO M IOJHOCTHIO 0(OpMIIEHHEIH
(IOKYMEHT JIOKEH HMETh JaTy, IOAIKCh, OTMETKy 00 WCIONHEHHH U JpyrHe
PEKBU3UTHI),

HE TIIOMemarb B JeJN0 JOKyMEHTHI, IIOAJekKallle BO3BpaTy, JHUIIHWE
SK3EMILISPEI U HEPHOBUKH;

OOKYMCHTEBI pacroararh [0 Mepe UX MOCTYIUICHHUS.

9.2.9. O6pamenus rpaxmad 10 BompocaM paborel Kommurera, ero
CTPYKTYPHBIX IOApa3[eNICHu M, COTPYAHUKOB WM IOABEIOMCTBEHHBIX OpPraHM3alii
¥ BCC JOKYMEHTHI I10 WX PACCMOTPEHHMIO ¥ HCIIOIHEHHUIO TPYIIHUPYIOTCS OTAEIBHO
OT 3asBJICHWH rpaK[aH I10 JMYHBIM BOIIPOCaM.

9.2.10. Ileperucka  rpynmupyercs 3a [EepPHON  KaJeHOapHOro  rojia
U CHCTEMaTH3MPYETCs B XPOHOJOTHYECKOH IIOCIENOBATEIBHOCTH: JTOKYMEHT OTBET
[IOMEINAeTCsd  3a JOKYMCHTOM 3ampocoM. IIpu BO30OHOBIEHHH IepenucKu
II0 ONPENENEHHOMY BOIPOCY, HA4YaBIIEHCA B MPEABIAYIIEM TOAY, MOKYMEHTHI
BKIIFOYAIOTCA B IENI0 TEKYIIETo Tojia ¢ yKa3aHWeM MHJEeKca JieNla PeabIayIINero roja.

9.3. [loaroroBka NOKYMEHTOB U I K Iepeaye Ha apXUBHOE XPaHEeHNe 1 Ha
YHUYTOXEHHE

9.3.1. ITonroToBKa DOKYMEHTOB M fel K Iepefiade Ha apXWBHOE XpaHCHHE
U Ha YHUYTOXEHUE [IpeyCMaTpPUBAET:

9KCIIEPTHU3Y [IEHHOCTH TOKYMEHTOB;

odopmienue ae;

COCTaBJICHHE ONUCEH eI 10 pe3ysbTaraM 3KCIEPTU3EI X [{EHHOCTH,

COCTaBIICHHE 4KTOB Ha YHHUYTOXKEHHWE MOKYMEHTOB W JeJI C HCTEKIIUMH
CpOKaMM XpaHEHHUS.

9.3.2. OxcrepTr3a NEHHOCTH JOKYMEHTOB [OCTOSHHOTO ¥ BPEMEHHOTO CPOKOB
XPaHECHHUS OPraHU3yeTcs B COOTBETCTBHUH ¢ ITomoxkerneM 06 DK.

IIpu npoBeaeHUHN SKCTIEPTU3BI IEHHOCTH JOKYMEHTOB OCYIIECTBISIOTCS: 0TO0D
A€ IOCTOSIHHOTO U BPeMEHHOro (cBeime 10 5eT) cpokoB xpaHenus. s mepenadu
B apxuB  Komwurera, or0Op  smen  BpPEMEHHOrO  CpoKa  XpaHEHHUS
(o 10 nmer) m ¢ ormerkoit "Jlo MHMHOBaHHA HAZOGHOCTH", MOMIEKAIINX
JanpHEHIIEMy XpaHEHMIO, a TakkKe BbIIEJeHHE K YHUUITOXKCHHIO el
3a MPeBIAYIIHE TOABL, CPOKH, XPaHEHUS KOTOPAIX HCTEKIIH.

Otbop  HOKyMEHTOB  JUII  IIOCTOSHHOTO  XpaHeHWs  OPOBONUTCH
Ha OCHOBaHMM HODMaTHBHBIX [PaBOBBEIX aKTOB Poccuiickoit ®enepanuu,
Bornrorpanckoit  obmacTu, mHepedHell  IOKYMEHTOB C  yKa3aHHeM  CpPOKOB
HX XpaHEHUs ¥ HOMEHKIATypsl Aen Komurera.
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9.3.3.Ilo pesynpTaTaM 3KCIIEPTH3BI IEHHOCTH IOKYMEHTOB COCTABIISIOTCS
OIUCH JeJ MOCTOSHHOTO, BpeMeHHoro (cBelme 10 JeT) CpOKOB XpaHEeHHs U Ael
110 THYHOMY COCTaBY, & TAKK€ aKThI O BBIIETICHUH €] K YHHUTOXEHHUIO.

Ommce mpezcTaBisier co0OM IepedeHb A€ C CaMOCTOSTENBHOM BAJIOBOM
(mopsIKOBOM) 3aKOH4YeHHOU HyMmepanued. OCHOBOM COCTaBIICHHS OIMUCEN SBISETCH
HOMeHKJaTypa aen Komurera.

9.3.4. Onmucu  fmenm  CTPYKTYPHBIX IIOApPA3NeleHHH CIYKaT OCHOBOM i
IOArOTOBKY onucy e KomureTa, KOTOPYIO I'OTOBST OTBETCTBEHHBIE JIMIA CITYXKObI
nenonpoussoactea Komurera.

Ilo omwmcu nen Komurera nenma charoTcss Ha TOCYIApCTBEHHOE XpaHEHHE
B TOCYJapCTBEHHOC  Ka3eHHOe  yupexiaeHue  Bomrorpanckoii — obmactu
"l'ocymapcTBeHHBI apxuB Bosrorpanckoii obmactu”.

9.4. VHUUYTOXEHUE TOKYMEHTOB U Jell
C HCTEKIIMMH CPOKaMU XpaHEeHHS

9.4.1. [lena BKIIFOYArOTCA B aKT, €CIH yCTAHOBJICHHBIN [JIS HUX CPOK XPaHEHHUs
uctek K 01 sHBaps rozna, B KOTOPOM COCTABIIEH aKT.

9.42. AKT 0 BBIIENEHWH K YHHYTOXEHHIO IOKYMEHTOB, HE IOUICIKAIIHX
XPaHEHHIO, COCTaBlsieTcs Ha Jena Bcero Komwurera (mpw 3ToM [ena Kaxmoro
CTPYKTYpHOTO IofpasfeneHnsi KoMuTeTa COCTaBIAIOT CaMOCTOSTENBHYIO TPYIITY
3arojIOBKOB, & 3arojIOBKH OJHOPOIHBIX €1, OTOOPAHHBIX K YHHUYTOKEHHUIO, BHOCITCS
B aKT II0J OOLIMM 3arojIOBKOM C yKa3aHHWEM KOJHMYECTBA AN, OTHECEHHBIX K JaHHOM
rpyIIe).

9.4.3. Otbop HOKYMEHTOB K yHHUTOXEHHIO W  COCTABJIEHME  aKTa
O BBIJCIICHUH IOKYMEHTOB K YHHYTOXEHHUIO IPOU3BOAATCS IIOCIE COCTABJICHHUS
OIIKCH JeJl MOCTOSHHOTO XpaHeHua Komurera 3a 3TOT e mepuoy.

9.44 AXTEI O BBHIIENEHUM K YHHYTOXEHHIO IOKYMEHTOB, HE MOIEKAIIAX
XPaHCHUIO, HAlpaBIsAIOTCA Ha cornacoBanwme OK ®  mocime  cormacoBaHus
yTBepKaatoTes nprkazoM Komurtera Tonpko mocie ytBepxkaenns DIIK omumceit men
IIOCTOSIHHOTO CpoKa XpaHeHus KomuTteTa.

9.4.5. Tlocrne yTBepX€HNUA aKTOB O BBIACIEHUH K YHHYTOXEHHIO JOKYMEHTOB,
HE MOMVIEXAIMX XPaHEHHUIO, JIella IePENAroTCs Ha YHUYTOXKEHNE WK Ha riepepaboTKy
(YTHIA3aUMIO) 1O TIPHEMO-CAATOYHON HaKNamHOH, B KOTOPOH YKa3bIBAIOTCS aTa
IIepeadn, KONUIECTBO CAABAEMEIX JIe)l ¥ BeC OyMakKHON MaKylaryphl.

9.4.6. Ilocne yHWYTOXKEHHS Jel B HOMeHKiarype nmen Komwurera
IPOCTaBIAETCAd OTMeTKa "VYHu4TOokeHo. CM. akT or... Ne..." ¢ ykaszaHHeM
JIOJDKHOCTH, IIOANACH ¥ DPaCIIM(POBKH IOANKCH OTBETCTBEHHBIX JIHI CIIYKOBI
AenonponsBoicTBa KoMuTeTa, OTBETCTBEHHBIX 3a Iepeiady A€l Ha YHHYTOXKCHIE,
U JatHl.
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9.5. MsroTosienue, y4eT, HCIIOIb30BAHNE M XPaHEHHUE
IIe4aTey U IITaMIIOB

9.5.1. Ilewatp - ycTpOHCTBO, comepikalllee KIHINE I1€YaTH I HAaHECEHHS
OTTHUCKOB Ha Oymary.

IITamMn — ycTpoHcTBO, coiepxkallee KIWINE IS IPOCTABIECHUS OTMETOK
CIIPAaBOYHOI'0 XapakTepa O IIONYYEHWW, PETHCTPAIlUH, MPOXOXKIECHHH, HCIOIHEHUH
IOKYMEHTOB U JIp.

9.5.2. B coorBerctBMHM ¢ mnocraHoBIeHHeM [ybGepratopa Bomrorpamckoit
obnactu ot 19 nexabps 2016 r. N 955 «O6 yTBepKIeHUN OJIOKEHHSI O KOMUTETE 10
JieJlaM TePPUTOPHANIbHBIX 00pa3oBaHuM, BHYTpeHHEeH ¥ WHOOPMAIIMOHHON MOIATHKH
Bounrorpanckoit obmacti», Komuter nmeeT repboByro mevars.

9.53. B Kowmurere wuncnomp3yoTcs MNeYaTH W IOTaMIOBl  CTPYKTYPHBIX
IIOIpa3/IeIEHUH, NCIONB3yeMble IIOCIEIHUMHY IS OCYINECTBICHUS YCTAaHOBJIEHHBIX
TIOJTHOMOYUH.

9.54. Ilewatu u mramnsl KoMurera H3roTaBIMBArOTCS B OTPaHHYEHHOM
KOJINYECTBE U UCKIIIOUYUTENBHO B CITY)KEOHBIX IIEIISX.

Pemenne o HeoOXOOUMOCTH U3rOTOBIEHHMS I€4aTeil ¥ IITAMIIOB, HX
KOJIMYECTBE  IPUHHMAET  3aMECTHTENb  IpeAcefaTeNs WIM  PYKOBOIUTENb
CTPYKTYPHOTO ITOApa3iefIeH s II0 COITIaCOBaHUIO ¢ mpenacenateneM KomureTa.

9.5.5. 3adBKM Ha U3rOTOBIICHUE [T€daTe! U IITAMIIOB, UX 3CKU3bI 0(QOPMIIIOTCS
B COOTBETCTBYIOINMX CTPYKTYPHBIX NoApasfeneHusx Komwurera u mepenarorcs
PYKOBOJHUTEITIO CTPYKTYPHOT'O noApasaesieHus YIIOJTHOMOYEHHOT0 1o
OCYIIECTBICHHIO  MAaTEpPHAIbHO-TEXHUYECKOTO  oOeclleueHuss  IeATEIbHOCTH
Komurera.

9.5.6. H3roToBiCHHBIE II€YaTH W INTaMIIBl YYHATBIBAIOTCS  COTPYIHHKOM
CITy’KOBI IEJONPOM3BOCTBA B XKypHalle yJeTa rnedateit u mramnos. PopMa xKypHaia
npuseneHa B [punoxennn 11 k HacTosimed VHCTpyKIUH.

Brinaua mewareif ¥ IITaMIIOB COTPYAHUKaM OCYIIECTBIISETCS MOA POCIKCH B
yKa3aHHOM JXypHaJe.

9.5.77. B CcTpyKTypHBIX moapazmencHusX KoMuTeTa IeyaTy H ILITaMIIBI
XpaHsATCs B celi(pax Wil MeTaTMUeCcKuX mKadax.

ITepenaua mevaTell W IITaMIOB JHUIIAM, HE SIBJSIFOLIMMCS COTPYIHHKaMU
Komurera m (umm) BBIHOC Iedarelf, mrammoB u3 mnomemienuit Komurera (3a
HCKIIIOYEHHEM IedaTedl IJIf OIledaThIBaHHS NOMEIIeHHH, celihoB U MEeTaIIHYECKUX
XPaHUIIHII) He TOMTYyCKAETCS.

OTBETCTBEHHOCTh 3a 3aKOHHOCTH HCIIOJIb30BAaHHUS M HAIE)KHOCTh XPAHEHHS
meyaTeil M IITaMIIOB BO3JIAraeTcs Ha COTPYAHUKOB, KOTOPHIM BEBIJIAHBI HaHHEBIE
[1€YaTH, IITaMIIEI.

9.5.8 Ileyatu ¥ mMTaMITBI, IPUIIEAIITNE B HETOJHOCTh U YTPATHUBIINE 3HAYECHHE,
NOAJEXKAT Tepefade B CIyXOy NeIONpoM3BOACTBA, C 3alMCBIO B XKypHale ydyeTa
neJareil ¥ IITaMIIOB, 71 JaJIbHEHIIEero yHUITOXKEHNS B yCTaHOBIICHHOM ITOPSIIKE.
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9.5.9. Ciyx060#t 1emonporn3BOACTBA €XEr0THO MPOBOAUTCS IPOBEPKA HATHYHUS
W YCJIOBHH XpaHeHHUs Iedareif U MITaMIoB, B CIydae yTpaThl edaTell, MITaMIIOB WU
HapyIISHHs YCIIOBUH WX XpaHESHHUSI IPOBOJUTCS CITy>KeOHasI TpoBepKa.

9.5.10. B nmemsx MOATOTOBKHA IIO3APAaBUTENIBHBIX, IIPUBETCTBEHHBIX,
HHOOPMAIIMOHHBIX ITUCEM, ¥ B CIy4dasX, KOTAA OJUH U TOT )K€ TEKCT HaIlpaBIAETCH
Oomee 4yeM B HeTBHIpE ajpeca, NpeAcenarellb BIpPaBe HCIOIb30BAaTh IITaMIl C
(haKCHMHUIFHBIM BOCITPOM3BEIEHHEM TOAITUCH (Jajiee HMEeHyeTCs - hakcuMmuie).

9.5.11. ®@akcumuie 3ampeliacTcss HUCIOJb30BaTh Ha JTOBEPEHHOCTIX,
IJIATEXXHBIX JIOKYMEHTaX W HUHBIX JOKyMEHTaX, HUMEIIUX (UHAHCOBBIE U
IOpUIAYECKUE TTOCIIEACTBUA.
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IIpunoxenne 1
IIpaBuita opopMIIEHNS PEKBU3UTOB TOKyMEHTOB

1. I'ep6 cybpexra Poccuiickoit ®@enepanuu (repd Bonrorpamckoit o6macti)
BOCIIPOM3BOJUTCS Ha OlaHKax JOKyMeHTOB KommTeTa B COOTBETCTBHU C 3aKOHOM
Bonrorpanckoit obnactu ot 18 centsbps 2000 r. Ne 436-OJ1 "O repbe u ¢iare
Bonrorpasackoii obnactu”.

I'ep6 Bonrorpanckoit o6nactu m3oOpaxkaeTcss B OJXHOUBETHOM (4EpHO-OeroM)
BApHAHTE M IIOMEIIAETCS II0 CEepeluHe BEpXHEro mnoss OlaHka OOKYMEHTa Hal
PEKBU3HTAMM OPraHM3alliy — aBTOpa AOKYMEHTa, Ha pacCTOSHUM 10 MM OT BepXHEro
Kpasi JIUCTA.

PexBusut nmomMemaercs Ha OnaHk U3 Qaiiyia 3JIEKTPOHHON KOIMUH 3TaIOHHOTO
n3zobpaxenus repba Bonrorpaackoit odnacty.

2. HamMeHoBanue opranusauuu — aBTopa aokyMenta: "KOMMTET TIO
JIEJJAM  TEPPUTOPHAJIBHBIX OBPA3OBAHMI, BHYTPEHHEU WU
WMHO®OPMAITMOHHON TTOJIMTUKY BOJITOI'PAJICKOM OBJIACTU". Ilox
HaUMEHOBAaHMEM OpraHU3allud — aBTOpa JOKYMEHTa II0 ero IEHTPY B CKoOKax
YKa3bIBAEeTCs COKpallleHHOe HanMeHoBaHue: (OOIKOMTEPIIOIUTHKH ).

PexBu3uT nedaTaercs INIPONUCHBIMM OykBamMu pasmepoM IMmpudpra Ne 14
OOBIYHOH HaCHIIIEHHOCTH OT JIEBOH IPaHUIIBI TEKCTOBOTO TIOJIS ¥ HEHTpUpyeTcs (st
OnaHka IpuKas3a MedaTaeTcs B IIGHTE TEKCTOBOrO mojis Jwcrta). CoxpalléHHoe
HaVMEHOBAHMWE II€YaTaeTCsl CTPOUYHBIMU OyKBam¥, HAUYHMHAIOMUMKCH C 3arjIaBHOM,
pasMepoM mpudpTa Ne 14 0OBIYHON HACHIITIEHHOCTH.

Hus Onanka mnpeacemarens Komwurera s pe3onouuit H  IOpYyYeHUi
JOIyCKaeTcsl yMEHbIIeHne pa3Mepa mpudra pexkuszuta 10 Ne 12,

3. HavMeHoOBaHHe NOJDKHOCTH NHIA — aBTOpa JOKYMEHTa HCIIOJIB3yeTCs B
6manke npencenarens Komurera A1 pe30IONni U IOPYYIEHUH B pacionaraeTcs Mo
HaMEHOBaHMEM OpTaHU3alli{ — aBTOpa JOKYMEHTa II0 €ro IeHTPY.

HauMeHOBaHME M[ODKHOCTH JMIla — aBTOpa JOKYMEHTa YKa3bIBAETCS B
COOTBETCTBUH C HaMEHOBAaHUEM, [IPUBEJIEHHBIM B PACIOPSIAUTEILHOM HOKYMEHTE O
Ha3Ha4YeHWH Ha JOJDKHOCTS.

PexBusuT medaraercd MNpONMCHBIMH OykBaMH pasMepoMm mpudra Ne 14
OOBIYHON HACKHIIIEHHOCTH.

Jns ©namka npencemarens Komwurtera Ui pe3oIONME W IOPYyYeHH
JIOTIyCKaeTcs yMEHbIIeHne pa3Mepa mpudra pexkBusuta 10 Ne 12,

4. CnpaBounble NaHHbIe 00 OpraHu3anuy (CrpaBovHbBIE AaHHBIE 0 KoMuTere)
BKIIIOYAIOT: IIOYTOBBIA azpec, HoMmepa TenedoHa, TenedoHa-pakca, aapec
SJIEKTPOHHOM IIOYTEI,

PexBu3uT neuaraercs pasmepom mipudTa Ne 9 OOBIYHOM HACKHIIIEHHOCTH OT
JIEBOY IpaHMIlBI TEKCTOBOIO MOJIS ¥ IEHTPUPYETCA.

5. HamMmeHoBaHue BHJA JOKYMEHTa pacloiaraeTcsl IOJ pPeKBU3UTAMHU
HalMEHOBAHHE OpraHu3alliy — aBTopa JOKyMEHTa.
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PexBu3uT medataeTcs MPONHMCHBIMH OykBamMu pasMepoM mpudra No 14
MOJTY)KHPHOW HACBIIIEHHOCTH OT JIEBOM I'PaHHUIIBl TEKCTOBOI'O MOJIS U IEHTPUPYETCS
(mms 6raHKa IIpUKa3a mevyaTaeTcs B IeHTPe TECTOBOTO OIS JICTA).

6. Jlaroli moKyMmeHTa SsBISeTCs JaTa ero IOANHMCaHusA (IpUKa3, IHCBMO,
3alMCKa, akT ¥ [Ip.), YTBEePXKIeHUsS (MHCTPYKLHUS, [TOJOXKEHUE, IIpaBuia, periaMeHT,
IUIaH, OTYET | Jp.), JaTa cOOBITHS, 3aHKCHPOBaHHOTO B TIOKYMEHTE (IIPOTOKOI).

Jlata HOKyMeHTa IIPOCTaBIISETCS JOJDKHOCTHBIM JIMIIOM, ITOJIIUCHIBAIOIIUM UK
YTBEPXKAAIOMMUM JOKYMEHT, WM COTpyAHUKOM KomuTera mnpu perucrpauuu
JOKYMEHTa, VI HEIMOCPENCTBEHHO COCTAaBUTENEM IIpU IOATOTOBKE JOKYMEHTa
(cmy>xeOHas 3amucKa, 3asBlIeHUe U Ip.).

JlaToil DOKyMEHTa, M3[aBaeMOTO COBMECTHO, SBIAETCS JaTa Oosee MO3THEH
MIOJTIHCH.

JlaTa NOKyMeHTa 3alliChIBAETCS B I1OCJIEI0BATEIbHOCTH: AEHb MecsALa, MECHIL,
roJl OHUM U3 JIByX CIIOCOOOB:

apabckumu nudpamu, pazaeneHHsiMu Todkoi: 05.06.2016;

CJIOBECHO-IIHPPOBEIM crtocobom: 5 uroHs 2016 1.

PexBH3UT pacroaraercs OT JIEBOI'O Kpasi TEKCTOBOI'O IIOJII IOJ PEKBU3UTOM
"cpaBoYHBle HaHHBlEe 00 opraHmsamuu” (UIS [HCEM), HAUMEHOBaHHUE BHUMA
JOKyMeHTa (s mpuKasa, IpOTOKOJA, aKTa, CIyeOHOM 3amucku, IiaHa, 0T4éTa),
"HayMeHOBaHKE JOJKHOCTH JIMIA — aBTopa JoKyMeHTa" (ais OxaHKa mpenacenaTens
Komureta njs pe3omonuit 1 mopydeHui ).

[Tpw HamMCcaHUW PEKBHU3UTA C TIOMOIIBIO TEXHUYECKUX CPENACTB, IPUMEHSIETCS
PUGT OOBIYHONW HACBIIICHHOCTH. Pasmep mpu@Ta pPEeKBU3UTa COOTBETCTBYET
pasMepy HIpH(Ta TEKCTa TOKyMEHTA.

7. PerwcrpanvoHHBI HOMEp [OKyMEHTa COCTOMT M3 HHIEKca Jejia 10
HOMEHKJIATYpe Ha COOTBETCTBYIOIIMH JEITOMPOU3BOACTBEHHBIA I'0/l, KOCOH HEPTH U
O4YepeIHOro MOPSIAIKOBOTO HOMEPa TOKYMEHTA.

PexkBU3UT pacmojiaraeTcs OT JIEBOIO Kpass TEKCTOBOTO IMOJS CJIEIoM 3a
PEKBU3HUTOM "[aTa JOKyMeHTa" Ha OJHOM C HUM JIMHUY.

Ilpr HamWcaHWUU PEKBU3UTA C IIOMOIIBIO TEXHUYECKUX CPENCTB, IPUMEHSIETCS
mpudT OOBIYHOM HACBHIIIEHHOCTH. PasMep mpudTa peKBU3UTA COOTBETCTBYET
pasMepy mpHudTa TeKCTa J0KyMEHTa.

Ha mokymeHTe, COCTaBIEeHHOM COBMECTHO IBYMS W Oojee OpraHM3alusMH,
MPOCTABJISIFOTCS PETUCTPalldOHHBIE HOMepa AOKYMEHTa, IIPUCBOCHHbIE KaXKIOU U3
opranuzauuii. PerucrpannonHsie HOMepa AOKYMEHTa OTHAEJSAIOTCS JIpyr OT Apyra
KOCOH 4epTOl M NpPOCTAaBIAIOTCA B MOPSAKE yKa3aHWS aBTOPOB B 3arojIOBOYHOH
YaCTHU WK NpeaMOyJie TOKyMEHTa.

8. Cchlulka Ha pPErucTpallMOHHBIM HOMEp U JaTy MOCTYIHBIINEro AOKYMEHTa
BKJIIOUAET PETHCTPallMOHHEIM HOMED M OaTy BXOJMSIIEr0 JOKYMEHTa, Ha KOTOPLIH
IAeTCsl OTBET.

PexBu3uT pacnonaraercs OT JeBOTO Kpas TEKCTOBOTO IO MOJ PEKBU3IUTAMHU
"nara TokyMeHTa" U "perucTpallMOHHBIA HOMep JOKyMEHTA.

[Ipu HanrcaHuy PeKBU3UTA C ITOMOIIBIO TEXHUYECKUX CPEACTB, IPUMEHSETCS
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mMpHPT OOBIYHOH HACBINEHHOCTH. Pa3Mep mpudra peKBU3WTAa COOTBETCTBYET
pasMmepy MpuQTa TeKCTa JOKyMEHTA.

9. Mecto cocTaBnenus (M3naHus) nokyMeHTa — "Bonrorpan" ykassIBaeTcs BO
BCEX NOKYMEHTaX, KpoMe MUCeM, CITYKeOHBIX 3allUCOK, U MPUJIOKEHIH K HUM, a TaK
xe Onmanka nmpencenatens KoMuteTa Iist pe30IONHHA M TOPYUSHHH.

PexBusut nedaraercs pasmepom mpu@Ta Ne 12 00bIMHON HACHIIIEHHOCTH OT
JIeBOM I'paHUIIBI TEKCTOBOTO IIOJIS U IEHTpUpYyeTcs (i OaHKa MpuKasa IeqaTacTes
B LIEHTPE TECTOBOTO MOJISI JICTA).

10. T'pud orpanuueHHs HOCTYNMa K [IOKYMEHTY IPOCTABISETCA B IPABOM
BEPXHEM YTITy IIEPBOrO JIUCTa JOKYMeHTa (IpoeKTa JOKYMEHTa, COITPOBOIUTEILHOTO
IIMCbMa K JOKyMEHTy) Ha TpaHMIE BEPXHEro IO NpH HATUYUH B JOKYMEHTE
UH(GOpPMAIUH, TOCTYIl K KOTOPOH OrpaHWyieH B COOTBETCTBHH C 3aKOHOIATEECTBOM
Poccuiickoit ®enepanuu.

B cocraB rpuda orpaHmueHuss JocTyna K  JOKYMEHTY  BXOIHT
orpanuuutensHas Haanuch (" ciyxebrHoro nons3oBanus”, "KonpuaeHunampHo",
"KomMmepueckass TaiiHa" MM [Ip.), KOTOpass MOXKET MIONOJHATHECS HOMEpPOM
JK3eMIULIpa JOKYMEHTa MW  JOPYTMMH CBEICHUSIMH B  COOTBETCTBHH C
3aKOoHOAaTeNnbcTBOM Poccuiickoit @enepamnum.

IIpu HanuMcaHWM PEKBU3UTA C TOMOIIBIO0 TEXHUYECKUX CPEACTB, IPUMEHSETCS
MPUGPT TONYKUPHOU HACHILIEHHOCTU. Pa3zMmep mpudTa pEeKBH3UTA COOTBETCTBYET
pasmMepy uipudTa TeKCTa JOKyMEeHTa.

ITpumep

Kommepueckas TaiiHa.

Ox3. N 2

11. Anpecar ucnonb3yeTcsi Ipu 0hOPMIICHHH TTHCEM H CITYXEOHBIX 3aITHCOK.

AnpecaroM  NOKyMeHTa MOXeT ObITb  OpraHu3alus, CTPYKTYpHOE
NoJpa3/ielIeHue Oprasu3aliy, JOIKHOCTHOE HITH (PU3HIECKOe JIHIIO.

11.1. PexBusur "ampecaT" mpocTaBiseTcs B BepxXHEH IpaBoi dacTh
nokyMeHnTa. CTpoKH pekBU3UTa "ajfpecar” BEIPaBHUBAIOTCS 110 JIEBOMY Kparo.

PexBu3uT nedaraercs MEXCTPOUHBIM HWHTEPBAIOM '"TOYHO, 3HaueHue 12 mr'.
Pazmep mpuTa pexBu3nUTa COOTBETCTBYET pasMepy MIpu(Ta TEKCTa JOKYMEHTA.

11.2. Ilpm azgpecanuu  [OKyMEHTa  pPYKOBOIUTENIO  (3aMECTHTEIIO
PYKOBOIWTENA)  OpraHW3aldy  HAWMEHOBaHWE  IODKHOCTH  PYKOBOIMTEJNS
(3amecTHTeNs PYKOBOAWTENS), BKIIOYAIOUlee HAHMEHOBAaHWE OpraHM3aliy, u
(aMuIus, AHUIUATIBI TOJDKHOCTHOT'O JIUIA YKa3bIBAIOTCSI B AATEILHOM IIaeKe.

IIpumep:

PykxoBogutento @enepanbHOT0

apXUBHOT'O areHTCTBa

Qamunus U.0.

11.3. Ilpu agpecanuu NUCbMa B OPraHU3aI[HIO YKA3bIBAETCS €€ TMOJIHOE HIIA
COKpallleHHOe HaMEHOBaHNe B UMEHUTEIBLHOM MaJIeKe.

ITpumepsr
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1 OepepanbHOE apXUBHOE areHTCTBO

2 Pocapxus

11.4. TIpu agpecanuy JOKYMEHTA B CTPYKTYPHOE MTOpasieleHne OpraHnu3alluy
B pPEKBH3UTE '"azpecaT' yKas3blBaeTCs B HMEHUTEIBHOM IIafeXXe HalMEHOBaHUE
OpraHu3alyy, HIKe — HAUMEHOBaHNE CTPYKTYPHOTI'O TOpa3IeIeHHUs.

[Tpumep:

DenepanbHOe apXUBHOE

areHTCTBO

OTtnen rocy1apCTBEHHON

CITy>X0BI, KaIpoB U Harpay

11.5. Tlpu agpecanuu nmucbMa PYKOBOIWUTEIIO CTPYKTYPHOIO IOApa3/eeHus
YKa3bIBaeTCS B MMEHUTEIHHOM IMaJeXe HAUMEHOBAHWE OpraHU3alluM, HIKE — B
JaTeTbHOM TIaZeXe HauMEHOBaHHWE MOJDKHOCTH PYKOBOAWTENS, BKIIOYAIOLIEe
HaMEHOBaHHUE CTPYKTYpPHOT'O IOApa3ieleHusl, paMUINIO, HHAIIHAIBIL.

ITpumep:

AO "TIpodumns"

PykoBoauremnto

IOTOBOPHO-IIPAaBOBOTO OTENa

Gammnus U.0O.

11.6. Tlpu pacchuike AOKyMEHTa IpyIIe OpraHu3alliii ONHOIO THIIA WM B
CTPYKTYpHBIE TIOApa3[eieHrss OJHOW  oOpraHM3alMy, ajpecaT YyKa3blBaeTCs
0000111eHHO.

[Ipumepsr:

1) PykoBomuTensM OJOYEpHUX

obmmectB AO "TIpodus"

21.PyKkoBOIUTENSM YIIPABICHUN

PocapxuBsa

IIpy paccbulke TOKYMEHTa He BCEM OpraHu3alUsM UM CTPYKTYPHBIM
IoApasfelieHusM oA pekBusuToM "Anpecar" B ckoOkax ykasblBaeTcsa: (1O
CIIUCKY)".

[Tpumep:

PykoBoauTtensM qo4epHUX

obmects AO "TIpoduis"

(1o cIuckKy)

11.7. B ogHOM JOKYMEHTE HE JOJIKHO OBITH OoJiee deTripex aapecaroB. CioBoO
"Komusa" mepen BTOPBIM, TPETHUM, YETBEPTHIM aJpecaTaMM He yKasblBaeTcd. [Ipu
OOIBIIEM KOJIHYECTBE aJIpecaToB COCTABISAETCS CIUCOK (JIUCT, yKa3aTelb) PACCHUIKH
IOKYMeHTa, Ha KaXAOM JOKYMEHTE YKa3blBaeTCs OJMH aapecaT WM ajapecar
odopmiseTcss 0000IIEHHO.

11.8. B cocraB pexkBusuTa "AnmpecarT' MOXKET BXOIAUTH IIOYTOBBIH ajpec.
DJNIeMEHTHI TOYTOBOTO apeca YKa3bIBalOTCs B I10CIEA0BATEIbHOCTH, YCTAHOBIEHHON
IIpaBunamu OKa3aHUs YCIyr T[IOYTOBOM CBS3M, YTBEPKACHHBIMH ITPUKA30M
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MuHucTepcTBa CBA3M M MacCOBBIX KOMMyHuKanui Poccuiickoit @enepanun ot 31
nrong 2014 r. Ne 234,

IIpumep:

Bcepoccuniickuit Hay4HO-

HCCIIEI0BATEIbCKUN HHCTUTYT

IOKYMEHTOBEICHUS K apXUBHOTO Jela

IIpodcorosnas yi., a. 82,

Mocksa, 117393

[TouToBBIM azmpec He yKas3blBaeTCs B JOKYMEHTAaX, HAIPaBISEMbIX B BBICIIHE
OpraHbl BIIACTH, BBIIIECTOSIINE OpraHM3allly, MOJBEIOMCTBEHHbIE OpraHU3allUU U
IIOCTOSIHHBIM KOPPECIIOHIeHTaM (33 UCKIIOUYEHUEM HalpaBJeHUs NUCeM yKa3aHHBIM
azpecaTaM B KOHBEPTax C IPO3PaYHBIMUA OKHAMH ).

11.9. Ilpu ampecanuy [OKyMeHTa (PU3NUECKOMY JIMILY YKa3bIBAIOTCS: (haMUIIUs
MHUIMANb], IOYTOBBIN azipec.

[Tpumep:

Oamunus H1.0.

CapoBasi yin., 1. 5, B. 12,

r. JIro6epirer, Mockosckas 0611., 301264

ITpu oTmpaBKe NHUCHbMa IO 3JIEKTPOHHOM IIOYTE MM IO (paKCUMHIILHON CBS3U
(6e3 mOCHUIKM IIO ITOYTE) IOUTOBEIM anmpec He ykasbiBaercs. [Ipm HeoOXoauMocCTH
MOJKeT OBITh YKa3aH 3JIEKTPOHHEIH afapec (HoMep Tenedona/pakca).

[Ipumep:

Bceepoccutickuit Hay4dHO-

UCCIIeI0BATEIbCKUN HHCTUTYT

JOKYMEHTOBEJIEHUS ¥ apXHUBHOTO Jela

mail@vniidad.ru

12. Tpud yTBEepXIOeHHS MpPOCTABIAETCS HaA MOKYMEHTE B ClIydae ero
YTBEPXKIECHUS  JOJDKHOCTHBIM  JIMIIOM,  PACIOPSAWTENBHBIM  JOKYMEHTOM
(mocraHOBNEHUEM, pEIIeHHEeM, I[PUKA30M, pACIOpPKEHHEM) WIH pelleHHeM
KOJUIETaJIbHOIO OpraHa.

I'pud yTtBepkIeHHS pa3MellaeTcss B MPaBOM BEPXHEM YLy II€PBOTO JIHCTa
nokyMmeHnTa. CTpOKH peKBH3UTa BBIPaBHUBAIOTCSI 110 JIEBOMY Kparo.

PexBu3uT nedaraeTcs MEXKCTPOYHBIM HHTEPBAJIOM 'TOYHO, 3HadeHWe 12 mt"
Ilpy HamucaHuu npuMeHsieTcs WIPUPT OOBIUHOM HaCBIIEHHOCTH. Pasmep mpudra
PEKBU3HUTA COOTBETCTBYET pasMepy MpUudTa TeKCTa JOKyMEHTa.

12.1. Ilpu yTBEepKAEHUH TOKYMEHTa JOJDKHOCTHBIM JIMIIOM I'PUQ YTBEPKIECHUSI
cocrour u3 cnoa YTBEPXJJAIO, ©BawMeHoBaHus JODKHOCTH  JIMIA,
YTBEP)KAAIOMIET0 [OKYMEHT, €ro IMOANWCH, WHHUIHAIOB, (QaMHUJIHd W JaThl
YTBEPXKIECHHUS.

[Tpumep —

YTBEPXJIAIO

PyxoBogutens @enepansHOro
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ApXWBHOT'O areHTCTBA

[Mogmuce 1.0, Gamunus

Hara

12.2. Tlpu yTBepXIE€HUM IOKyMEHTa PaclOpsIUTEILHBIM TOKYMEHTOM TpHud
yTBepkaenus, coctout u3 ciosa Y TBEPXJIEH (VTBEPXIEHA, YTBEPX/IEHBI
mwm YTBEPXIEHO). CornacoBaHHOr0 ¢ HalMEHOBaHMEM BHIA YTBEP)KIAEMOTO
IOKyMEHTa, HANMEHOBaHHUS pAaCIOPSIIUTEILHOIO IOKYMEHTa B TBOPUTEIHHOM
najexe, ero AaTel, HOMepa.

ITpumeps! —

21.(Pernament) YTBEPXIEH

npukazoM AO "TIpo¢puns"

oT 5 anpeinst 2015 r. N 82

2) (Ilpasuna) YTBEPX/IEHBI

npukazom AO "IIpodpuns"

ot 6 anpens 2015 r. N &3

12.3. Ilpm yTBEepXIE€HHM JOKYMEHTa KOJUIETHAIBHBIM OpraHOM, pELUECHHS
KOTOpOTro (UKCHPYIOTCS B TPOTOKONE, B TpHbe YTBEPKACHUS YKa3bIBAeTCH
HaHMEHOBaHMe OpraHa, pelleHHeM KOTOPOro YTBEpXAEH NOKYMEHT, JaTa W HOMEp
MIPOTOKOJA (B CKOOKax).

IIpumep —

[Tonmoxenue

YTBEPXJIEHO

Coserom gupektopoB AO "IIpoduns"

(mpotokoi ot 12.12.2015 N 12)

13. 3aronoBOK K TEKCTYy — KpaTKOe COAepkKaHHe NOKyMEHTa. 3arojoBOK K
TeKkCcTy hopmymupyetcs ¢ npeainorom "O" ("O6") u oTBewaeT Ha Borpoc "o uem?":

npukas (0 4eM?) 0 CO3/IaHUU aTTEeCTAllMOHHON KOMUCCHH;

npukas (0 ueM?) 00 yTBEpKASHUH IITATHOT'O PACIIHCAHMUS;

ucbMo (0 YeM?) o TIpeoCTaBlIeHUH HHMOPMAIUH.

13.1. 3arosoBoK K TEKCTy OGOpMIIeTCs IO PEKBU3UTaMHU OJIaHKa CJIeBa, OT
I'paHUIBI JIEBOrO mojis. B mprkazax 3aroloBOK K TEKCTY OQOpMIIsieTcs Hal TEKCTOM
nocepeauHe pabodero moisl AOKYMEHTa W ILEHTPUPYETCS OTHOCHTEIHHO caMo
JUIMHHOW CTPOKH.

3aroJioBOK K TEKCTy HE COCTABJISIETCA, €CIM TeKCT JOKyMEHTa He IpeBbIIIaeT
ISTh CTPOK.

PexBu3nut meuaraercss MEXCTPOUHBIM HHTEPBAJIOM 'TOYHO, 3HadeHwe 12 nT"
Pasmep mpudra pekBu3uTa COOTBETCTBYET pazMepy MpudTa TeKcTa TOKyMEHTa.

14. TexcT mOKyMeHTa M3Jaraercsi pPyCCKUM S3BIKOM C YUYETOM OCOOEHHOCTEMH
oduIMaIbHO-eNI0BOT0 CTUIIS, BUla TOKYMEHTA U €r0 Ha3HaueHUS B YIIpaBIIeHYeCKOU
OeATEeILHOCTH.

14.1. TekcTsl DOKyMEHTOB IeuaTaroTcs pasmepoM mpudra Ne 14. B ciydae
HeoOXOIMMOCTH pa3MeIleHHsl TeKcTa JOKyMEeHTa Ha OJHOM JIHCTe WM B LENIX
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Tydiled  YHTAEMOCTH TEeKCTa MOTYT  HCIOIb30BaTbCs  pasMephl  mpudTa
oT Ne 13 o Ne 15. AG3amubiit oTCTYn TekcTa JOKyMeHTOB — 1,25¢Mm.

TexcT MOKyMeHTa OTHENseTcs OT 3aroioBKa K TEKCTy ABYMS WIH TpPEMS
MEXKIyCTPOUHBIMH HHTEPBAJIaMH.

14.2. B Texcre 1OKyMeHTa, IOATOTOBJIIEHHOM Ha OCHOBAHHMH 3aKOHOJATEIBHBIX
WY WHBIX HOPMAaTHBHBIX IIPAaBOBBIX aKTOB, paHee HU3AAHHBIX PaclOpSAUTEIbHEBIX
IOKYMEHTOB, YKa3bIBAIOTCS] X PEKBU3UTEHI:

HalMEHOBaHUE NOKYMEHTA, HAUMEHOBAaHUE OpPraHU3aluU — aBTOpa JOKYMEHTa,
JaTa JOKYMEHTa, PEerHCTPAllMOHHBIM HOMeEp MOKYMEHTa, 3aroJloBOK K TEKCTY WM
HaVMEHOBaHME BUJA JOKYMEHTa;

Ha¥MEHOBAHHE OpraHW3allMd HIM JOJDKHOCTHOIO JIHLa, YTBEPAMBIIETO
JIOKYMEHT, 1aTy YTBEPIXKICHUS JOKyMEHTA.

14.3. TekcT TOKyMEHTa MOXET COIAEpXKaTb pa3flelibl, MOApPa3delibl, MyHKTHI,
IIOAIYHKTBI, HyMepyeMble apaOCKiMU IudpamMu. YpoBHEH pyOpHKallMM TEKCTa He
IOJDKHO OBITH O0siee YeThIpeX.

14.4. B mpuka3ax TEKCT H3Jjlaraercs OT IIepBOrO JIHMIla €IWHCTBEHHOTO YHCIa
("mpukaseiBaio").

B moxyMeHTaxX KOJUIETMalbHBIX U COBEINATEILHBIX OPraHOB TEKCT H3JIaraeTcs
OT TPETBETO JIUIA EAUHCTBEHHOT 0 Yncia ("Koierus... mocranosisier", "cobpanue. ..
pewmuno").

TekcT npoTokona wm3maraercs OT TPEThEro IHIla MHOXECTBEHHOI'O YHCIIa
("cmymanu", "BeicTyrHH ", "mocTanoBuiH", "perman").

B noxyMmeHTax, ycTaHaBNIHMBAIOIUX IIpaBa M OOS3aHHOCTH OpraHu3aluii, uX
CTPYKTYPHBIX IOJpa3[eieHuH (IoN0oXXeHne, MHCTPYKILHUA), a TaKKe COAEPKAIInX
OIlMCaHHWe CHUTyalui, aHaTU3 (aKTOB WJIA BBIBOABI (aKT, CIIpaBKa), HCIIONB3YETCS
Gopma H3NI0KEHHUS TEKCTa OT TPETHEro JIMIa eAMHCTBEHHOIO MM MHOXECTBEHHOIO
gucna ("oTmen ocymiecTBIsSeT (QYHKIMHU...", "B COCTaB YIpPaBIEHHMS BXOIMAT...",
"Komuccus IpoBesa NpoBepky...").

B COBMECTHBIX [OKyMEHTax TEKCT HW3JIaraeTcs OT IEePBOro  JIMIA
MHOXECTBEHHOT0 uncia ("mpruka3siBaem", "permmian").

14.5. B nuceMax UCIONB3YIOTCS (DOPMBI U3JI0KCHHUS:

OT IIEpBOTO JIMIA@ MHOXECTBEHHOro uucia ('IpoCHM HampaBHTh...",
"IIpencTaBiseM Ha pacCMOTpeHHe. ., ");

OT TPETBEro JHIA EIMHCTBEHHOro uucia ("KOMUTET HE BO3paXKaeT...",
"OBIKOMTEPIIONUTHKY CYUTAET BO3MOXKHEIM...");

OT IIepBOrO JMIla €AWHCTBEHHOro umcia ("cumtaro HEOOXOIMMEBIM...",
"IIpesyIarar pacCMOTPETh. .. "), €CIIH HHCHMO 0hOPMIIEHO Ha JOKHOCTHOM ONaHKe.,

B cmyxkeOHBIX 3amucKaX TEKCT H3JIaraeTcst OT IEPBOTO JIMIA €IWHCTBEHHOIO
qucia.

14.6. B TekcTax IOKyMEHTOB YIOTPEOINSIOTCS TOJBKO OOIIENPUHSATEIE
abOpeBuaTyphl U rpaduuecKre COKPAICHHS.

IIpu ynorpeOineHuu B TeKcTe (GaMuIMN JHIl WHHUIHAIE! YKA3LIBAIOTCS IIOCIE
bamunmn.
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B muceMax UCIOMB3YIOTCS BCTYIUTEIBHBIE 00palleH s

VBaxaemsbi, Hukomnait [letposuu!

VYBaxkaeMble KoJieru!

VYBaxaemsie rocrnoza!

B ciyuae ecnm B oOpamneHuu rpaxxaaHuHa (B TOM YHCIE, MOCTYNUBIIEM IO
AJIEKTPOHHON II0YTE) COAEPXKUTCS TOJNBKO MM, TONBKO (DaMUIMS HIU TOJBKO
OTYUECTBO, JIUOO COUETaHWE TOJBKO JBYX M3 YKa3aHHBIX COCTaBIAIOMHUX, JIHOO
COZIEPXUTCS TOJBKO 3JIEKTPOHHBIM aapec, MOTYT HCIIOJIb30BAaThCA BCTYIUTEIBHBIE
obparenus:

VYBaxkaemsbit Cepreit!

VBaxxaemsiit Cepreit VBaHoB!

YBaxkaeMbIll 3asIBUTEIIb!

3akmounTenbHas 3TAKeTHas ¢paza: "C yBaxeHUEM,
cilydae yKa3aHUs Ha TO JIMIla TOJIUCHIBAIOIIEr0 JOKYMEHT.

"

HCIIOJIB3YCTCA B

15. OTMETKa 0 IPUJIOKEHUH CONCPXKUT CBEIEHUS O JOKYMEHTE (JOKYMEHTaX),
IpUjiaraéMoM K OCHOBHOMY JOKYMEHTY (B CONPOBOAMUTENBHBIX IHChMAX,
IIPETEH3UIX, aKTaX, CIPaBKax U APYrUuX HHMOPMAaIHOHHO-CIIPaBOYHBIX JOKYMEHTAaXx).
Wnu o TOM, YTO JOKYMEHT SBJISETCS IPHIIOKEHHEM K OCHOBHOMY NOKYMEHTY (B
JOKYMEHTaxX — MPUIOKEHUIX K IpUKazaM, IIOJIOXKEHUAM, [IpaBUJIaM, UHCTPYKIHAM,
JIOrOBOpaM, IJIaHaM, OTIeTaM U T.IL.).

PexkBU3UT medaTaeTcss MEKCTPOYHBIM HHTEpPBaJIOM "TOYHO, 3Hadenwe 12 mt".
Pasmep mpudTa peKBU3UTA COOTBETCTBYET pazMepy LIpudTa TeKcTa TOKyMeHTa.

OTMeTka O TPUIOKEHUH OTHENSAeTCS OT TeKcTa JOKYMEHTa OIHUM
MEXCTPOYHBIM HHTEPBAJIOM.

15.1. B cOmpOBOANTENEHEIX NUChMaX U APYTUX HHPOPMAIMOHHO-CIIPABOYHBIX
IOKYMEHTaX OTMETKa O IPUJIOKEHUU 0POpMIISIETCS MO/ TEKCTOM OT I'PaHUIIBI JIEBOTO
IOJIS CJIEAYIOIIUM 00pazoM:

€CJIM MIPUJIOKECHHE Ha3BaHO B TEKCTE:

IIpunoxenue: Ha 2 1. B 1 9K3.

ecCJId MPHJIOKeHWE He Ha3BaHO B TEKCTE WIM €CIIN IPHJIOKEHUN HECKOJBKO,
YKa3bIBAIOT HA3BAHUS JOKYMEHTOB-IIPUIIOKEHUN, KOJMYECTBO JINCTOB U 3K3EMILISPOB
Ka)XIOTO IIPUIT0KEHUS:

ITpunoxenue: 1. Ilonoxenue 06 oTnene yuéra Ha S 1. B 1 3K3.

2. CmpaBka 0 KaIpOBOM COCTaBe Y IPaBJICHUS PETHOHAIBLHOTO
obecreueHus Ha 2 J1. B 1 3K3.

eCIIH TIPUIIOKEeHHE (TIPUIT0KEHHUS) COPOITIOPOBAHEI:

ITpunoxenue:

otyeT o HMP B 2 3k3.

€CIM JOKYMEHT, SBIISIOIIMIICS NPUJIOKEHHEM, HMEeT MPUIIOXKEHUs C
CaMOCTOSITENIbHOM HyMepaleld CTpaHuIl:

[Tpunoxenue:
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nuceMo Pocapxusa ot 05.06.2015 Ne 02-6/172 u npunoxkeHus K HEMY, BCETO
Ha 5 II.

eclli IPUIIOXKEHUEM ABISeTCS O000COONEHHBIM HJIEKTPOHHBIA HOCHTENb
(xOMITaKT-IUCK, Usb-Qrern-HakomuTe b 1 ap.):

[Ipunoxenue:

CD B 1 k3.

IIpu sTOoM Ha BKJIagbllle (KOHBEPTE), B KOTOPHIH MOMEINAeTCs HOCHTENb,
YKa3plBAIOTCS HAMMEHOBAaHUsI JOKYMEHTOB, 3alUCaHHBIX Ha HOCUTENIh, HMEHa
dbaitnos.

152. B pacnopsauTenbHBIX [HOKyMEHTaX (IIOCTaHOBJICHUSX, pEIIeHUSX,
IIPUKa3ax), 10r0BOpax, MOJ0XKEHUAX, IpaBHIIaX, HHCTPYKIHUAX U IPYTUX JOKYMEHTaX
OTMETKa O NPHIIOKEHUH 0QOPMIISIETCS CIIEIYIOIINM 00pa3oMm:

B TEKCTe IOKYMEHTa IIPU [EPBOM YIIOMHUHAHUU NOKYMEHTA-NPUJIOKEHUS B
CKOOKax yKasbIBaeTcs: ... (IIPUJIOXKEHNE) UiTH ... (IpuiioxkeHue 1),

Ha IIEPBOM JMCTE€ JOKYMEHTA-IIPUJIOKEHUA B IPpaBOM BEpPXHEM YTy
yKa3bIBaeTCH:

ITpunoxenue 1

K [IpUKa3y KOMUTETA 10 JeIaM

TEPPUTOPHATIBHBIX 00pa30BaHuM,

BHYTpEHHE! U HHGOPMaIlMOHHOR

nonuTHKY Bonrorpazackoit obnactu

ot 15.08.2020 Ne 120.

CTpoku peKBU3UTa BRIPABHUBAIOTCS I10 JIEBOMY Kparo.

15.3. Ecnu npunoxeHWeM K pacHopsOUTENbHOMY JOKYMEHTY SIBIISETCS
HOPMAaTUBHBIM NpaBOBOM aKT MM HWHOM JOKYMEHT, YTBEP)KIaeMBId JTaHHLIM
pPacloOpsSIUTENbHEIM JOKYMEHTOM, Ha IEPBOM JIUCTE NPUJIOKEHUS ITPOCTABIIAETCS
OTMETKa O IpUioKeHUH (0e3 CCHUIKM Ha paclopsOUTENbHBIM JTOKYMEHT) W Tpud
YTBEPKIECHHS, B KOTOPOM YKa3bIBalOTCSl NAaHHBIE PaCHOPSAIUTENBHOTO JOKYMEHTa,
KOTOPBIM YTBEPXK/EH NOKYMEHT-TIPUIIOKCHHE.

ITpumep:

ITpunoxenue 1

YTBEPXJIEHO

IPUKa30M KOMHUTETA 10 AejiaM

TEPPUTOPUATIBEHBIX 00pa30BaHuUH,

BHYTpPEHHEU 1 HHQOPMaIMOHHOH

nolMuTHKA Bonrorpanckoi o6nactu

ot 15.08.2020 Ne 120.

16. Bu3a CBHIETENBCTBYET O COIVIACHM HJIM HECOTJIACHH C COJepKaHWeM
IIpoeKTa AOKyMeHTa. Bu3ol odopmisieTcss BHyTpeHHEe COTJIacOBaHHE TOKYMEHTA.
Busa BKiro9aeT JODKHOCTD JIUIA, BA3UPYIOLIEro JOKYMEHT, TOANUCH, pacimuhpoBKyY
IOANUCH (MHUALHMANEL, (HaMUIHIO) U JaTy BUSHUPOBAHHUS.

IIpumep

PykoBoauTens 10opuandeckoro oTaea
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ITognuce U.0. ®amumnus

Hara

[Ipy Hamuuuu 3aMe4aHu K JOKYMEHTY BH3Y O(QOPMISIFOT CIEIYIOIUM
oOpazom:

ITpumep

3aMedaHus IpUIararTcs.

PyxoBoauTens 1opuaIndecKoro oTaena

Ionnuce 1.0. Gamunus

[ara

16.1. Ilpu cornacoBaHWM CITy)eOHOM (M MHBIX BHIOB 3allUCOK), IPOEKTOB
IOroBOpOB (KOHTPAaKTOB) M [TOBEpEHHOCTEH, pEKBU3UT 'Bu3a" IpOCTaBIAETCA Ha
JIMIIEBOM CTOPOHE IOCJIEAHEr0 JINCTA JOKYMEHTa IO NOMIIUCHIO, OIMXKE K HIDKHEMY
TIOJIIO.

IIpy cornmacoBaHMM NIpOeKTa MHChMa PEKBU3UT '"Busza" MpOCTaBiIsSIeTCS B
HIDKHEeH dYacTh JIMIeBOH CTOPOHBI IIOCIENHEr0 JIACTA JSK3EMIUIApa IHCbMa
IIOMEIIAEMOTO B [IEJI0 WM B HIDKHEH JacTh 0OOpPOTHOH CTOPOHBI MOCIEAHErO JIHCTa
TO/VTAHHUKA THChbMa, €CIIH MUChMO IepechlUIaeTcs aapecary Mo (hakCHMUIBHOHN CBA3M
0e3 TOCBUIKY IOAMHHUKA 110 TIOYTe.

[Ipu coracoBaHWU NPOEKTOB IPUKa30B peKBU3UT "Buza" mnpocrasisercd B
moJie TabJIHIBI 171 COTVIACOBAHMUSI IPOEKTOB IIPUKA30B.

16.2. Bu3a mpocTtaBisieTcss COOCTBEHHOPYYHO JIMLIOM BU3UPYIOLIUM JOKYMEHT

JlomyckaeTcss oQopMIIeHWE BH3BI CIIOCOOOM IIPOCTaBJIEHUS IITamIa C
yKa3aHWeM HaWMEHOBAaHHSA JODKHOCTH, YyKazaHWeM (aMWIMKA IOJHOCTBIO H
COKpAIEHHBIM YKa3aHUEeM UMEHH U OTYECTBa.

B cirydae odhopmiieHust BU3bI ClIOcOO0M ITPOCTABIEHHS LITaMIIa, IIOATIUCEH U JaTa
0OPMIISFOTCS BPYUHYIO JTUIIOM BU3HPYIOLIUM TOKYMEHT.

Ilpy HamucaHWW PEKBU3HUTA C MOMOIIBIO TEXHUUECKUX CPEICTB, IPUMEHSETCS
mpudT TOIYXKUPHOM HACBHIIEHHOCTH. Pa3mep mipudTa peKBU3UTa COOTBETCTBYET
pasMmepy WpHdTa TeKCTa J0KyMEHTA.

17. Ilognucek BKIIOYaeT: HAUMEHOBaHUE OJDKHOCTHU JIMLIA, ITOANIKACHIBAOLIErO
TIOKYMEHT, €r0 COOCTBEHHOPYUYHYIO IOJIMUCH, PACIIU(GPOBKY NMOATHUCH (MHUIIHAIEHI,
bamuus).

17.1. Ecain moxymeHT oopMiieH He Ha OlaHKe, B HAUMEHOBAHWE JOJDKHOCTH
BKJIFOYAETCS] HANMEHOBAaHWE OpTaHU3alllH.

ITpumep:

[Ipencenarens

KOMHUTETA 110 JenaM

TEPPUTOPUATEHBIX 00pa30BaHN,

BHYTpEHHEe! U HHQOpMaInoHHOH

noauTHKH Bonrorpaackoit obimactu  Iloamuck N.0. Gamunus

Ilpu odopmieHun nOKyMeHTa Ha OJaHKE MOJDKHOCTHOTO JIMIA JOJDKHOCTB
3TOTO JIMIA B TOANKUCH HE YKa3bIBACTCS.
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ITpumep: ITonmuce N.0. Gamvumnus

17.2. Tlpy noanmcaHWM NOKYMEHTa HECKOIBKMMHM JOJDKHOCTHBIMU JIHI[AMH,
3aHUMAIOMIMMHU Pa3HOE IOJIOKEHHUE, UX [OANUCH pacrojararoTcs ofHa Mo IPyToil B
II0CJIeI0BATEILHOCTH, COOTBETCTBYIOLIEH HepapXuy 3aHUMAaEeMbIX TOHKHOCTEH.

ITpumep:
JlupexTop HHCTUTYTa [Tognuce N.0. Gamunus
['maBHBEIN Oyxrantep ITonmuce N.0. ®amunusg

B JAOKYMCHTAaxX, COCTABJICHHLIX KOMI/ICCHeﬁ, B TIOANHUCH YKa3bIBaAC€TCA CTaTyC
JIUIa B COCTAaBC KOMHUCCHH.

ITpumep:
IIpencenarens komuccuu  [loamuce H.0O. Gamunus
YieHBI KOMHCCUH Iognuce HN.0O. ©Gamunnsg

Iloanuce N.0. Gamunus

17.3. Ilpy moANKMCAaHUM JOKyMEHTa JHIIOM, HMCHOJHSIOIMHAM O0S3aHHOCTH
PYKOBOZAHUTENS, OANUCH OPOPMIIIETCS C yKazaHUeM CTaTryca JOJDKHOCTHOTrO JIMIA B
COOTBETCTBUHM C IPHUKa30M (pacHopsDKeHHEeM) HEe3aBHCHMO OT TOro Ha OJiaHke
IIOATOTOBJIEH JOKYMEHT UJIM HET.

ITpumep

BpeMeHHO 0CyIIecTBIAIOMMHN TOTHOMOYHUS

IIpencenaTes KOMUATETa 10 1ejlaM

TEPPUTOpPHAIBHBIX 00pa30BaHui, BHyTpeHHEH

1 UHQOPMALMOHHOMN MOTUTUKH

Bonrorpasackoit o6actu [Tonnuce N.0. Gamunus

Hanmenosanue IODKHOCTH JIMIIA, TOAIKMCHIBAIONIETO JOKYMEHT, ero (haMuIus
U HHULZANBI, a TaK X€ HAUMEHOBAHHE OpraHu3allid IeHaTaroTcs MEXCTPOUHBIM
UHTEpBAIOM "TOYHO, 3HadeHHe 12 nr". Pasmep mpudra pekBU3UTa COOTBETCTBYET
pasMepy mpudTa TeKCTa TOKyMEHTa.

Ilonnuce otaensercs OT TEKCTa NOKYMEHTa HJIM OT OTMETKH O IMPIIIOKEHHH
(Ipu €€ HATMYUH) OBYMSI-TPEMST MEXCTPOUHBIMU HHTEPBaJIaAMH.

18. OtMeTka 00 ucnomHUTENE IIPOCTABIsIeTCS Ha MuchMax KoMuTeTa B j1€BOM
HIOKHEM YTIIy JUIEBOW CTOPOHEI IOCIEIHETO JIUCTa TIOKyMEHTa.

OtrMerka 00 wucHOMHHUTENE BKIIOUACT GaMIIAID, HMS H  OTYECTBO
WCIIOJHUTEIISA, U HOMEP €ro ciry)xebHoro tenedoHa.

PexBU3UT IeuaTaeTcs OT FPAHULBI JEBOTO IO B JBE-TPU CTPOUKH Pa3MepoM
mpudTa Ne 10.

18.1. B ciydae HampaBieHHs IIMChbMa ajapecary IIOYTOM 3a Mpeaessl
Boarorpana mnu HampaBiieHHsI NHCbMa Ha 3JEKTPOHHBIN aipec, €Clld IMOYTOBLIH
azpec HaXOOWTCs 3a ImpenenaMu Boirorpana uiim HEM3BECTEH, TO HOMEP CITy)KeOHOro
TenedoHa 100aBIseTCsI KOIOM peTHoHa.

Hanpumep:

Bacuna Auna OnerosHa

(8442) 35-37-32
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19. OTMeTKa 0 MOCTYILUIEHUH JOKYMEHTa CIyKUT IJIS MOATBEPXKAEHHs (akTa
IIOCTYILNIEHUs OOKyMeHTa B KoMuTeT W BKIOUaeT HauMeHoBaHHe Komurera,
PETUCTPalMOHHBIH HOMEp JOKyMEHTa H [ary ero perucrpauud. OTMETKa O
IOCTYIUIEHHH JOKYMEHTA IIPOCTABJIAETCS C ITOMOIIBIO IITaMIa. PerucTpalidOHHLIH
HOMEpP JOKYMEHTa M JaTa €ro PETUCTPAllMU 3allOJIHAIOTCS BPYYHYIO COTPYIHHKOM
CITy>0BI JE€IONMPOU3BO/ICTBA.

20. Pezomonus opopmirsercss Ha cBOOOIHOM MecTe pabodero mojs JOKyMEHTa,
Ha OnaHke mpencenarens Komurera AN pe30ONHHA W MOPYYEHHH WM BHOCHUTCH
HeIocpencTBeHHo pu pabote B CI/I.

Pesomronusg Brimrouaer B cels:  (QaMuIIUM, WHHIHAIL HCIOJIHHUTEIEH,
CONEpKaHME IIOPYYEHHs, IOANUCH aBTOpa pE3OTIONUH W OaTy OGhOpPMIIEHUS
PE3OITIOLAH.

Pezomronys, Mo yCMOTPEHUIO JIUIlA AAOLIEro MOpPYYeHHE, MOXKET BKIIIOYAThH B
cebs Tak jKe CPOK UCIIONHEHHSI JOKYMEHTA.

21. Tlopsnok HamucaHUS M MeCTa PAaCIONIOXKEHHs PEKBH3UTOB Ha JOKYMEHTE
(B TOM uHCIle PEKBU3UTOB HE YKa3aHHBIX B HACTOSIIEH MHCTPYKIHH) OMPENEIAIOTCS
B cootBercTBHH ¢ "['OCT P 7.0.97-2016. HanwmonanbHeléi cranmapt Poccuiickoit
®enepanmu.  CucreMa CTaHAapTOB 10 HHQOpMauuu, OUOIMOTEYHOMY H
U3JaTeIbCKOMy  Aeny.  OpraHu3alliOHHO-PAacTOpSITUTENIbHAS — HOKYMEHTAIIHS.
TpeboBanusa x odopmieHuro nokymeHTOB" (yTBepkaéH Ilpukasom Poccrasmapra
ot 08.12.2016 Ne 2004-cT).
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ITpunoxenue 2

KOMMUMTET 110 JEJIAM TEPPUTOPUAJIbHEIX OBPA3OBAHNU,
BHYTPEHEU 1 THOOPMAIIFTOHHOUW TTOJIMTUKU
BOJII'OI'PAJICKOU OBJIACTU
(OOGIKOMTEPITOIUTHKH )

IHIPUKAS3

Bonrorpan

Obpazen 6manka nprkasa Komurtera



[Ipuxa3 moaroToBMII
Homxuocts U.0. @amunus

Ilomrmcs  para

IIpoexT cormacoBan

IIponomkeHne IPHIIOKEHUS 2

Ne HaMEHOBaHHUE MIOATTHUCH pacmupoBka nata BO3paXKEHUs/
JIOJDKHOCTH MIOATIHCH 3aMEUYaHus

1

2

3

4

5

O3HaKOMJICHEI

Ne HaUMEHOBAHHUE MTOATHUCH pacmudpoBKa Jara IpUMEYAHHST

JIOJDKHOCTH TTOAITACH

1

2

3

4

5

Ykazarenb pacChUIKH

Ne HauMEHOBAHME afipecara TIOYTOBBIN/IIEKTPOHHBIH KonugectBo

aapec SK3EMILISIPOB

1

2

3

4

5

Ob6pazen; 060poTHOM CTOPOHEI Os1aHKa IprKaza KomuteTa
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I

KOMMUMTET T1IO JEJIAM
TEPPUTOPUAJIBHBIX
OBPA30OBAHWI, BHYTPEHEU U
NHOOPMAITMOHHOU
T[TOJIMTUKHA
BOJII'OI'PAJICKOU OBJIACTHU
(O6IKOMTEPIIOTUTHKH )
V. PaGowe-KpecthaHckas, 13, Bonrorpan, 400001
Ten. (8442) 30-79-72, ®axc (8442) 38-45-08
E-mail: terpriem@volganet.ru

No

Ha oT

IIpunoxenwue 3

O6pazern 61anka muceMa KoMuTeTa ¢ yriioBEIM PacIioNOKEHUEM PEKBU3UTOB
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[Ipunoxenue 4

KOMUTETIIO JEJIAM |
TEPPUTOPUAJIBHBIX OBPA3OBAHUY,
BHYTPEHEN 1 UTHOOPMAITMMOHHOU TTOJIMTHUKH
BOJITOT'PAJICKOU OBJIACTU
(O6IKOMTEPIIONHUTUKH )

IIPEACEJATEJD

HN.0. ®amunus

O6pasen 6ianKa mpeacenaTes I pe30IONui U mopydeHuil Gopmar A6
(105x148mm)



ITpunoxenue 5

2

KOMMUMTET IT1O JEJAM TEPPUTOPUAJIbHBIX OGPA30OBAHIIN,
BHYTPEHEN 1 MTHOOPMAILIMIOHHOM ITOJIMTUKHN
BOJII'OI'PAZICKOU OBJIACTHU
(O6NKOMTEPIIOIUTHKH )

ITPUKA3

Bonrorpan

O mpoBenenuy 06IacTHOTO NMPO(ecCHOHANEHOIO KOHKYpCa
"ApxuBuct roga— 2017"

B memsax coxpaHeHHS U pa3BUTHS AapXUBHOIO Jiejla Ha TEPPUTOPHH
Bonrorpaznckoit obmacTu 1 p 1 K @ 3 bI B 2 O:

1. IIposectu B 2017 roxy obmactHO! mpoheccrHoHaNBHBIN KOHKYpPC "ApXHUBHUCT
rona —2017" (nanee UMEHYETCSI — KOHKYPC).

2. YrBepauts [TonoxxeHre 0 KOHKypce COrJIacHO MPHIIOKEHHO 1.

3. YTBepAUTE COCTAB XXIOPH KOHKypCa COTIIACHO IPWIOKEHHUIO 2.

4. YrtBepauth (opMy 3asBKM KOHKypcaHTa U (OpMy aHKETBl YYacTHHKaA
KOHKYpCa COTJIACHO MPUJIOXKEHUSIM 3 U 4.

5. HavanpHuky otaena mno ympasneHHo apxuBamu C.A. ['oHYapoBy
o0ecneynTh OpraHu3alliOHHO-METOIUYECKOE COMIPOBOXKICHUE IIPOBEACHMS KOHKYpCa

¥ 00HapooBaHNe WHGOPMAITUU 0 KOHKYpCE.

IIpencenarens xoMuTETa N.0O. Gamunus

O6paszer; opopmiieHns MIpuKa3a
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ITpunoxenue 6

YTBEPXJIEHO

IpUKa30M KOMHUTETA I10 JeJlaM

TEPPUTOPUATIEHBIX 00pa30BaHMH,

BHYTpeHHeH 1 HHHOPMAIIMOHHOM

noJauTuKU Bonrorpaackoit obaactu
(OBIKOMTEPIIOTUTHKH )

oT No

Homenxknarypa nen
KOMUTETA 110 JIeNIaM TeppUTOPUAIEHEIX 00pa30BaHui, BHYTPEHHEH U
MH(GOPMAIIIOHHOK NOJUTHKA Bosrorpanckoii o6actu

Bonrorpaz 2021
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IIponomxenue TpunoxxeHus 6

Conepxanue
1. Ykazanus 1o IpuMEHEHUIO HOMEHKIIATYP5I e 2 ctp.
2. Cnucok cokpareHui 4 ctp.
3. CucreMaTu3UpOBaHHEIM [TepeueHb 3arojI0BKOB (HaUMEHOBAHUH ) Hell 5 c1p.
4. Ilpuémuas 5 crp.
5. Otnen 6yxrainTepckoro yuéta 1 OTIETHOCTH 6 cTp.

U Tak panee...
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[Tponomxenne TpUIOKEHHS 6

HNunekc 3aronoBok aena | KomudectBo | Cpox xpanenus | IIpumeuanwue
nena nen 1 Ne crateu 1o
IIEPEYHIO
1 2 3 4 5

Hazsanue paznena

| | | |

PykoBomuTens ciry k061
JeIIOIPOU3BOACTBA Iloamnuce HN.0. ®amunus

Bu3za pyxoBoauTens apxupa
(ytu11a, OTBETCTBEHHOI'O 38 apXUB)

COI'JTACOBAHO COI'JTACOBAHO
[Iporoxon DK [TpoTtoxon K

oT Ne oT No
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[IponomxeHue MpHIIOKEHHS 6

HTorosas 3anuch 0 KaTeropusIX U KOJIWYECTBE A€, 3aBE/ICHHEIX B TOIy B
KOMHTETE 110 [eJlaM TEPPUTOPHAIBHBIX 00pa3oBaHuil, BHYTPEHHEH 1
MH(pOpMalMOHHON OMATHKH Bosrorpanckoit o6nactn

ITo cpoxam xpaHeHus Bcero B Tom uncine
IEePEXOISIIINX ¢ ormetkont "OK"

1 2 3 4

IlocTosuBOrO

Bpemennoro (cBbimre 10
JIET)

Bpemennoro (o 10 ner
BKJIFOUHTENIHHO)

HUTOI'O:

PykoBonutesns ciryx 0651

JEeJIONPOU3BO/ICTBA [Tonmuce N.0. Gamunus
Hata

Hrorosele cBeIeHNS TIEpeatbl B apXHB

HavMeHoBaHUe NOMKHOCTH, IIEpENABIIIErO
CBeIcCHUA Ilonnuce N.0. ®amunus

Jlata

Obpasen opopmieHus HOMeHKIATYphI Aea1 KoMmuTera
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[Ipunoxenwue 7

Wunexc 3aronosok nena | Komwgectso | Cpok xpanenus | Ilpumeuanne
aena TomoB u Ne ctaTteu 1o
(dacreit) TIEPEYHIO
1 2 3 4 5
’ I‘-ImBaHHe pa311|ena ‘
PykoBonutenn
CTPYKTYPHOT'O IIOApa3aesIeHUs Ilonnuce N.0. ©amunus

Hata

COI''TACOBAHO
IIpoTokon K

OT Ne

Ob6paser; ohopMIIeHHSI HOMEHKIATYPEI e
CTPYKTypHOro noapaszaenenus Komurera



70

JIucT pacchuIKu

IIpunoxenue 8

(HaMMeHOBaHHE U PEeKBU3MTHI JOKYMEHTA)

No HaUMECHOBaAHUEC aapecara IIOYTOBBIA anpec KOJII/IUICCTBO
IK3CMILIIAPOB
1
2
3
4
5
IToxgrorosum:
JomxHOCTE
N.0. Oamminus

Ilogmucy mara

Dopma IUCTa PACCHLIKA
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[Tpunoxenue 9

JKypHal perucTpauii HOPMATHBHEIX IPABOBBIX AKTOB

PerucTpanmosnsit Hara HanmeHosanne ABTOp CeeneHns o pacchlIKe JOKyMEHTa [Tprmeuanne
B CIIy4a€ €C/IM AOKYMEHT MOUTIEKUT
HOMEp JIOKYMEHTa | JOKYMEHTa JOKyMEHTa (pa3paboTawK) (B cy A A
PacchlIKe)
(3aromoBoK K IDOKyMEHTa
Anpecar Howmep, nata
TEKCTY) Ap p, I
PacchlIKu JIOKYMeHTa

Dopma KypHaNa PerHCTPallii HOPMATHBHEIX IPABOBBIX AKTOB
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[Ipunoxenue 10

AKXT 00 OTCYTCTBUY JOKYMEHTOB MIIK OOHAPYKEHUHN BIOKEHHUIH
B IIOYTOBBIX OTIIPABIEHUIX

MecTo cocTaBIeHUS
Bpewms cocrarneHus

HacTtosmuii akt coctaBieH MHOM,
(dammius, MM, OTIECTBO, TOMAKHOCTH CIIELUATHCTA CITyKO0bl 1eTONPOU3BOICTBA)

B TOM, 4TO IIPH BCKPBITHU KOHBEPTA C IIOUYTOBBLIM OTIPAaBIICHUEM, ITOCTYTIMBIINM OT

, B HCM!

HE 0Ka3aloCh

(camoro fokymeHTa (OTAENBHBIX CTPAHHIT), MATEPHAIOB, YKa3aHHBIX B IPHIIOKCHIN)

oOHapyKeHO

(meHexHble 3HAKH, NEHHBIE OyMard WM HHble TOKYMEHTBI (BEIIM, MaTepUalbHbIE LEHHOCTH) He YKa3aHHbIE B
TIPUIOKEHUH)

HacTosmmii akT cocTaBieH B 3 9K3eMIIAPaXx.

Hata ITommmce

®opma aKTa 00 OTCYTCTBHH JOKYMEHTOB UM 0OHAPYKEHUH BIIOXKEHMU
B IIOYTOBBIX OTIPABIECHUIX
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Ilpunoxenne

No OttrCcK Haumenoanme [Hata IIpenmpustue- Komy Brrmana
n/n IeYaTH evaTu TIOIyYEHHs] | U3TOTOBUTEIND, JaTa | (IOMKHOCTD,
(tmrammna) (mrramria) reyaTu ¥ HOMEp [I0/Ipa3IeJIeHAE)
(ITaMma) OT | COMPOBOMTEIBHOTO
H3TOTOBUTEIS JIOKYMEHTa
1 2 3 4 5 6
Pocmucs | Jlata BO3Bpara Pocnince Jara yangroxenus Hara, HOMED
paboTHMKA IeYaTH paboTHHUKA eyaru aKTa
7 9 10 11

@opma KypHalla yueTa Imeyareif ¥ nTaMIoB



