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OEJEPAJIBHOE 'OCYJAPCTBEHHOE BIOJKETHOE OBPA30OBATEJIBHOE
_ _ YYPEXJEHHUE BBICHIEI'O OBPA3OBAHUS
«POCCUUCKUUN I'OCYJAPCTBEHHBIN HTHCTUTYT CHEHUYECKHUX UCKYCCTB»

INIPUKA3
12 snBapst 2026 . Ne 2-AX N1
Canxkr-IlerepOypr

O BHeceHnH U3MeHeHu B IHCTPYKIIMIO TIO JIEJIONPOU3BOJICTBY M OpraHU3aInu
nokymeHntoobopora B PTYICH, yreepxknennyro mpukazom ot 18.11.2025 Ne 130-AX]]

B cBs13u ¢ MponU3BOACTBEHHOM HEOOXOAMMOCTHIO
[TPUKA3BIBAIO:

1. BHECTHU cnenyromme n3menenuss B MHCTpYKIUIO TI0 ACIONPOU3BOJICTBY
u opranuzanuu jgokymentoobopora B PIMCHU (nmanee - HWuctpykums),
yTBEpKJIeHHYI0 mpuka3zom oT 18.11.2025 Ne 130-AX/1:

1.1. U3JIOXKUTD abzan 1-i1 mynkra 16.1. MHCTpyKuMM B cleayromiei
peaKIuu:

«- TeYaTaroTcs paOOTHUKOM, HMEIOIIMM pa3pelieHre pPYKOBOJIUTENS
Ha paboTy ¢ nmokymeHtanuen «J[CII», momyckaeTcs HCHOJIb30BAHUE CPEICTB
BBIYMCIIUTEIbHON TEXHUKHU U (nnn) UH(}OPMAIMOHHBIX CUCTEM,
KJIACCU(DUIIMPOBAHHBIX W 3alllMIIEHHBIX B COOTBETCTBUE C TpeOOBaHUSIMU
Oe3omacHocTd MHGOpPMAUMU, JUOO C HCIOJIB30BAHUEM CMEHHBIX MAarHUTHBIX
HocuTener (dmdur-kapt). YkazaHHbIE (UIII-KApThl XpaHATCS y pabOTHHKA,
OTBETCTBEHHOTO 3a paboTy ¢ AokyMeHTamu ¢ rpudom «ICID»».

1.2. U3JIOXKUTDH npunoxenne Ne 1 x MHCTpyknMu B HOBOM pemakuuu

corjlacHo npuioxkeHuto Ne 1 k mpukasy.

1.3. U3JIOXKUTDH npunoxenue Ne 6 x MHCTpyKIMM B HOBOM pEIAKIUU
COIJIACHO MpuiIoKeHno Ne 2 k mpukasy.

1.4. U3JIOXKUTD n. 5. npunoxenus 8 k MHCTpyKIMH B CleAyOIICH
peaKuuu:

«5. CnpaBouHble 1anHble 00 UHcTHTYTE (PUriinalie)

CrmpaBounsie aanHble 00 PIMCU (¢unuane) ykaspiBaroTcsi Ha OJaHKax
nuceM M BKJIOYaloT B ceOs: mourtoBbii aapec PIMCU (dbunmana), HOMEp
tenedoHa, (akca, opUIIUATBHBIN agpec KOPIMOPATUBHOW JJIEKTPOHHOUM IOYTHI,
aapec caiita B cetu "HMHtepHer". B cocTaB CIpaBOYHBIX JTaHHBIX, BKJIKOYAFOTCS:
KoA opranuzaiuu mo OOmepoccuiickoMy KiacCH(PUKATOpy MNPEANPUATHN U
opranuzaiuii (OKIIO), oCHOBHO#M TOCYIapCTBEHHBIM PETHCTPALIMOHHBIA HOMED
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opranusaruu (OI'PH) u mjenTudukaunonnsii Homep HAJIOTOIIIIATCIBIUKA/KO]|
IPAYHUHBI IOCTAHOBKY Ha HANOroBbIH yuet (MHH/KIIIT).».
1.5. U3JIOXUTD npunoxenue Ne 21 k WucTpykiuu B HOBOH pejakiiuu

COITIacHO npuioxenuo Ne 3 k mpuikasy.
2. Ocranbusle myakTsr Uucrpykiun OCTABUTD 6e3 uaMerncHumit.

3. KoHTpoIk 3a HCIIONHEHHEM [TPUKA3a OCTABIISIO 33 COBOIA.

OcHoBanme: IPOEKT NpUKAa3a, MOATOTOBICHHEIN 3aB. OTICIOM JICIIOIIPOU3BOJICTRA,
C PC30INOIMEH 1.0. PEKTOPA, IIPOTOKOJI 3ace/[aius dKCIepTHo# komuccun PIUCU

or 12.01.2025 Ne 1.

H.o. pextopa H.B. [Taxomona



[Tpunoxenue Ne 1
k npukazy PITUICHU
ot 12.01.2026 Ne 2-AX ]

[Tpunoxenue Ne 1
K n.1.13 UHCTpYyKUIMM

MWHUCTEPCTBO KYJIbTYPbl POCCUIACKOM ®EJIEPALIUA

®EJIEPAJIBHOE I'OCYIAPCTBEHHOE BIOJKETHOE OBPA30OBATEJIBHOE
YYPEKJIEHUE BBICIIETO OFPA3OBAHUS
«POCCHMCKHIL TOCYJAPCTBEHHBIA HHCTUTYT CUEHUYECKUX UCKYCCTB»

YTBEPXIAIO
JIOmKHOCTD pyKOBOAUTEISA
MoIpa3aeiCHUs
THoonuce 1N.0O. ®amunus
« » 20 .

AKT

(mm) (mecsm) (rrrr) . N ()
Cankr-IlerepOypr

IpueMa-nepe1ayu JOKyMEHTOB

Hacrosimuii akT npuema-nepeaadn JTOKyMEHTOB COCTaBIIEH B CBSI3U ¢ (y8osbHeHUueM, OmMnycKkom
u m.o.) (Oondxcnocmo, pamunus, unuyuaibl) Ha OCHOBAHUHU TIpUKasa ot (00.mm.eee2) (3nauenue).
CocraBiieH (0012cHOCIb coaiowe20 0end, Qamunus, UHUYUALbL), (OOIHCHOCTID NPUHUMATOUE20
dena, amunus, UHUYUATLL), (OOJHCHOCMb NPUCYMCMEYIowWe20 nNpu nepeoade, @Gamuius,
UHUYUATbL).

(Honxxcnocmo coaroweco dena, hamunus, uHuyuansl), nepenan(a) (00IHCHOCMb NPUHUMAIOWE20
oena, gamunus, uHuyUaIsl), B MPUCYTCTBUU (O0NICHOCMb NPUCYMCMBYIOue20 npu nepeoaue,
Gamunus, uHUYUAIbl) CISYIOINE TOKYMEHTHI U JeNia:

No HaumenoBanwue Hata Howmep ®dopMma Kon-Bo
JOKYMEHTA JOKYMEHTA JIOKyMEHTA (xomusi/opuruHaN)

1.

[lpn mnpueme-mepenave JTOKYMEHTOB OBUTM YCTAaHOBJICHBI clenytomue ¢aktel: (gnucamo
HYJHCHOE).

A, (Oonorcnocmo, pamunus, unuyuansl coaroujeco dena), (He coenacern co credyouumu
NOJIOHCEHUAMU OAHHO20 aKMa (VKa3amv, KAKUMU UMEHHO)/CO2NACEH C NONONCEHUAMU OAHHO20
akma).

(IToonucw, unuyuanet, pamunust)

S, (0ondicnocme, pamunus, unuyuansl npunumarowe2o oena), (e coanacen co credyowumu
ROJLOJHCEHUAMU OAHHO20 AKMA (YKA3aMb, KAKUMU UMEHHO)/CO2NIACEH C NOLONCCHUAMU OAHHO20
axkma).

(IToonucw, unuyuanei, pamunust)




Cpan:

(0onxrcHocmsb coarowezo oena)

[Tpunsin:

(0ondrcHocms npunumarowe2o dena)
[IpucyrcrBoBan:

(Oonxcnocmv npucymemsyiowe2o npu nepedaue oen)

noonucs

noonuce

Nnoonuce

(1.0. Damunus)
(1.0. Damunus)

(U.0. Damunus)



[Tpunoxenue Ne 2
k npukazy PITUICH1
ot 12.01.2026 Ne 2-AX ]

[Tpunoxenue Ne 6
K 11.3.6 UHcTpyKIInn

N\

MUHHUCTEPCTBO KYJIbTYPbI

POCCHUICKOW ®EEPALIMA (Anpecar)

denepanbHOE TOCYIAPCTBCHHOE OIOIKETHOE
00pa30BaTeNIbHOE YUPEKICHHE BBICIIIETO 00pa3oBaHHUs
«PoccuiicKkuil rocyJapcTBeHHbII HHCTUTYT
cueHundecknx uckycers» (PITUCH)
MoxoBas yi., 1.34, Cankr-IletepOypr, 191028
Tenedon, paxc: (812) 272-24-79
E-mail: office@rgisi.ru; http://www.rgisi.ru
OKIIO 02175904; OI'PH 1037843065303;
MHH/KIIII 7803006161/784101001

No
Ha Ne oT

(3aroyioBoOK K TEKCTY)

(BerynurenbHoe oOparieHue)!

(TekcT nuceMma).

(OT™MeTKa O MPUIIOKECHHH).

(HanmeHoBaHue TOHKHOCTH)

(OTmetka 06 ucroaHUTENE)

(N.0. damumms)



[Ipunoxenue Ne 3
k npukazy PITUICHU
ot 12.01.2026 Ne 2-AX ]

[Ipunoxenue Ne 21
K 14.5 UacTpykuun

Crucoxk it (10JDKHOCTER ),

JOTYIIIEHHBIX K 03HAKOMJICHHIO M paboTe ¢ JokyMeHTamu ¢ moMeTkoi «JICID»

No HaumMeHnoBaHne NOJDKHOCTH

1. Pextop

2. IlepBblil NPOPEKTOP-MIPOPEKTOP MO y4eOHOUN paboTe

3. [TpopexTop nmo BocnuTaTeIbHOM paboTe U MPOEKTHOM eI TEILHOCTH

4, [TpopekTop no GruHAHCOBO-IKOHOMHUYECKOU NIEATebHOCTH

5. [IpopexTop Mo CTPOUTENBCTBY, OCHAIIICHUIO U SKCILTyaTalluu
bunmnanos

6. CrenuanucT rpaxaaHcKoi 000pOHBI

7. HavyanpbHHUK BOEHHO-YYETHOTO CTOJIA

8. HavanbHuK ci1y»)0b1 0€3011aCHOCTH M OXPaHbI TpyAa

Q. CrienuagucT 1o oXpaHe Tpyaa

10. Benymuii cienaiuct no NpoTUBONOKApHOUM NMPOopUIaKTUKE

11, I'aBHBIN Oyxranrep

12. HauvanbpHuk oT/ie1a KaapoB

13. HavansHuk otnena nHGOPMAIMOHHBIX TEXHOJIOTHUN

14. Muammnii CHCTEMHBIN aIMUHUACTPATOP

15, TexXHUK-IpOrpaMMucCT

16. I'maBHBIN HHXECHEP-HAYAIBHUK TEXHUYECKOTO OT/IeNa

17. I'maBHBIN SHEPreTUK

18. WcnomuutenbHb TUpeKkTop Y4eOHOro TeaTpa

19. OTtnen nenonpoun3BoOJICTBA

20. 3aBeyIOIUNA OTJIETIOM apXUBHOTO XpPAHEHUS




Ilpunoxenne

MHUHUCTEPCTBO KYJIbTYPBI POCCHIICKOI ®FTEPALIH

PEAEPAJIBHOE I OCYI.[APCTBEHHOE BIO/DKETHOE OBPA3OBATEJILHOE
. . YYPEXIEHHE BBICIHEI'O OBPA3OBAHUSA
«POCCHMCKHU TOCYJIAPCTBEHHBLIN MHCTUTYT CHEHMYECKHX MCKYCCTB»

VYTBEPXJIEHA
_npuxasom PITYICU
o IRl 71 APTS No 430 -4

“PeKTop OZ Reu Ao

H.B. ITaxomoBa

MHCTPYKIOMS 11O AEJOIIPOU3BOJICTBY
" OPTAHM3AIIAA NOKYMEHTOOBOPOTA

1. OBIIUE MOJIOXEHU ST

1.1. HncTpykums T10 IEONPOU3BO/ICTRY (nanee-MucTpykims)
¥ OpraHMsallil  JOKyMeHToobopora B  (emepansHOM rOCyIapCTBEHHOM
OIOJDKETHOM 00Pa30BATENEHOM YUPEK/ICHHH BBICILIErO obpazoBanus «PoccHiickuii
FOCYNApCTBEHHBIH HHCTHUTYT CLEHHYECKMX HCKYCCTBY» (manmee — PI'MICH)
YCTAHABITUBACT — CIUHBIE TPeOOBAHMS W  HOPMBI  OPraHM3aMH  PaboThHI
¢ noxkymenramu B PITICH.

1.2. Mucrpykius paspaboTaHa B COOTBETCTBHE ¢ 3aKOHOAATENIECTBOM
Poccuiickoit  @epmepanumu 1o ACTONPOU3BOACTBY M  apXHBHOMY  Jeny,
OpraHU3alHOHHO-PACIIOPS/INTEIPHBIME  TOKYMEHTAMI M JIOKAJBHBIME AKTAMI
PITVICM B 1ensix COBEpLICHCTBOBAHMS JACTOTIPOU3BOACTBA M ITOBBILLECHHUS
50 dexkTnBHOCTH pPaboTEl ¢ JIOKYMEHTAMM IIyTeMm perilaMeHTalud Ha eNUHOH
IPaBOBOH M METOAUYIECKOH OCHOBE NMPABHII IOATOTOBKH JOKYMEHTOB, TeXHOJIOTHi
paboThl ¢ HUMH, OPTAHM3AIMK UX TEKYIIEro XPaHeHHs W TOATOTOBKU K nepejaye
B apxuB PI'ICH.

1.3. Muctpykumst  pacmpoctpaHseTcs Ha  paGoTy ¢ JOKYMEHTaMH,
HE3aBUCHMO OT BH/Ia HOCHTENs, BKIFOYas WX MOArOTOBKY, PErMCTPALUIO, Yuer,
MCIIONB30BAHUE M KOHTPOJNb HCIONHEHHs, OCYIIECTBISiEMbIe C TOMOLIBLIO
MH(OPMALIMOHHBIX TEXHOJIOT U,

14. B PI'MCH IIPUMEHSIETCS aBTOMAaTHU3HMpPOBaHHas cHUcTeMa
JOKYMEHTAlMOHHOTO ~ obecriedenus  ympasieHus  (manee —  CJIOY),
OpejCTaBICHHAS B T.M. CHUCTeMOW  3JIEKTPOHHOIO  ITOKyMEHTOOO0pOTa

(nanee — C3J1).
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1.5. [eiictBue MHCTpyKIIMKM pacnpocTpaHseTcss Ha padoTy ¢ JOKYMEHTaMU
B KOPHOPATUBHOM 3JEKTPOHHOM MOYTE, KopropaTuBHOM mopt ane (caiite) PTYICU
U JPYTUX DJIEKTPOHHBIX CUCTEMAX.

1.6. OcobenHoctu opraHu3anuu pabOThl ¢ JTOKYMEHTaMH, COJAEpKaIIUMU
MH(OPMAIMIO OTPAHUYEHHOTO A0CTYyNa (TOCYJapCTBEHHYIO TallHy, KOMMEPUYECKYIO
TallHy, NEepCOHAJbHBIE JAaHHbIE U HMHYI0 KOH(HIECHUUAIbHYI0 HH(POpPMALUIO,
B T.4. CIYXEOHOro TIOJIb30BaHUS), PETYIUPYIOTCA  3aKOHOJATEIbCTBOM
Poccniickoit @enepauuy U OTAEIBHBIMU OPraHU3alMOHHO-PACIIOPSAAUTEIbHBIMU
noxkymentamu PI'ICH.

1.7. TpeboBanus  WucTpykuum  k  pabore ¢ OyXraiaTepckoi,
HAay4YHO-TEXHUYECKOW M JAPYroll CHEUUAIbHOW JTOKYMEHTAUuel IPUMEHSIOTCS
B YacTU OOIIMX MPUHUMUIIOB pabOThl C JOKYMEHTaMM, a TakXKe IOJArOTOBKH
JOKYMEHTOB K IIEpeAade UX Ha apXUBHOE XpaHEHUE.

1.8. OpranuzalmOHHO-PaCHOPAIUTEIbHbBIE TOKYMEHTHI U JIOKAJbHBIE AKTHI
PI'UCH, KoHKpeTH3UpyIOlIUe TMOPSAOK paboThl C pa3IuYHBIMU  BHUJAMU
JOKYMEHTOB WJIM JIOKYMEHTHUPOBAHUS PA3JIMYHBIX HAIPABICHHUN JESATEIbHOCTH
PT'UCH, nomxHbI pazpabaThiBaThCsl HA OCHOBE HacTosed MHCTpyKiuu.

1.9. Opranuzanuio ¥ COBEPIICHCTBOBAHHE JAEIIONPOU3BOJICTBA Ha OCHOBE
€ANMHONW TMOJMUTUKU B paboTe C JOKYMEHTaMH, METOJMYECKOE PYKOBOJCTBO
¥ KOHTPOJIb 32 COOJIIOJICHUEM YCTAaHOBJICHHOTO MOpsAJKa pabOThl C JOKYMEHTaMHU

B PI'MCHU ocymectBiaser oTaen jAenonpousBojactBa (mamee —  OJI)
(B duinane — yrmoJITHOMOUEHHOE TMoJipa3fielieHne B cepe IeIonpon3BOICTBA HIIH
YIOJIHOMOYEHHBIH paOOTHUK (Jajee —  YIOJHOMOYEHHOE IOpa3/eiieHre
¢bunana)).

OOmmii KOHTPOJIb BO3JIAraeTcsi Ha PYKOBOAUTEINSA, KOOPIAUHUPYIOIIETO
nesitenbHOCTh OJI.

1.10. Bemosnnenue tpeboBanuii MHCTpYKIMKM 00s3aTeIbHO IS BCEX
paboruukoB P ICHU. UncTpykuus pacnpoctpanserca Ha punuanst PTUCH.

1.11. BHocuTh Kakue-mu00 MCIpaBICHUS WIN J00aBICHUS B MOJMHUCAHHBIC
(YTBEp)KIIEHHBIE) TOKYMEHThl HE JOMYCKAeTCs, BCE W3MEHEHHS WU JOMOJHEHHUS
BHOCATCS OT/IEJIbHBIMH MPUKA3AMHU.

1.12. Coneprxanue cayKe€OHBIX JOKYMEHTOB HE IMOJUICKUT Pa3rIIallieHUIO.

[lepenaua xommit nokymenToB PITUCH cpenctBam MaccoBoil nnHpopmaiuu
OCYLIECTBIISIETCS. TPECC-CEKPETApEM [0 COTJIaCOBAHUIO C PYKOBOIUTENIEM,
KOOPAUHUPYIOIMUM fesaTenbHOCTs OJl, 1Mo MOopydyeHHIO peKTOpa WU HMHOTO
YIOJIHOMOYEHHOT'O UM JOJIXKHOCTHOTO JIUIA.

1.13. OTBETCTBEHHOCTh 3a OpPraHM3alMI0 W BEACHUE JICIONMPOU3BOICTBA
B CTpyKTypHbix mnoapazaeneHusix PIMCU B cooTBercTBUM ¢ HacTosIIEH
WNHcTpykimei, a Takxke 3a OCYIIECTBICHHE MEp MO OO0ECIEUEeHHIO MPABUIIBHOIO
WCIIOJIb30BAaHUSI W XpaHEHUs  JOKYMEHTOB, WH(POpPMAllMM  BO3JIAraeTcs
Ha PYKOBOJMUTENEH CTPYKTYPHBIX MOAPA3AECICHHM.

Henocpencteennoe Benaenne aenonpon3BoacTsa B nojapasaenenusx PITMUCHU
OCYLIECTBIISIETCS. PaOOTHUKOM  MOJIpa3/ielieHHs, Ha KOTOPOTO  BO3JIOKEHBI
00SI3aHHOCTH TI0 BEJCHUIO JEJIONMPOU3BOJACTBA (ajiee — JIEJIONPOU3BOIUTEIb
MOIpa3ICICHuU ).
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Ha nmepuon ormycka, koMaHAUPOBKH, OOJE3HH WIM B CIydae YBOJbHECHHS
paboTHUKHU CTpYKTypHbIX moapazaeineHuit PIMICU oO0s3aHbl nepenaBaTh Bce
HaxOJISIIIIMECs] HA WCIOJHEHUH JIOKYMEHTHI JEJIONPOU3BOIUTENIO MOIPa3ICIICHH
WM IpyroMy pabOTHHKY 10 YKa3aHUIO PYKOBOIUTEINS MOAPA3ACICHHUS.

[Ipy cmeHe [eNONPOU3BOAUTENSI TMOAPA3ACICHUS COCTABISETCS — aKT
npueMa-fepeayu JOKYMEHTOB U JieJ corjacHo npuioxkenuto Ne 1 k MHCTpykIuu.
CBeneHusi O HOBOM JIEJIONPOM3BOAUTENE MOAPA3/ACICHUS He3aMeMJIUTEIbHO
nepenatorcst B O/l (ynojJHOMOYEHHOE MoJipa3jiesieHue guianana) pyKoBOAUTEIEM
COOTBETCTBYIOLLETO MOAPA3ACICHHUS.

1.14. Pabotnuku PI'MICHU HecyT IUCHMIUIMHAPHYIO OTBETCTBEHHOCTH
3a HapyIIeHHWE CPOKOB XPAaHEHHUS JIOKYMEHTOB, YTpaTy M HECAHKI[MOHHUPOBAHHOE
YHUYTOXKEHHE CITY>KEOHBIX TOKYMEHTOB.

1.15. Tlpu yTpate HOOKYMEHTOB JE€JIOMPOU3BOAUTENL MOAPA3CICHUS
UHOOPMUPYET  PYKOBOJAMTENS  CTPYKTypHOro  moapasuaenenus u O]l
(yrmosiHOMOYEHHOE ToJpasfiefieHue ¢uinana), Mmocie 4ero OpraHu3yeTcs IMOUCK
JIOKYMEHTOB.

Ecnu nouck 1oKyMEHTOB HE JlaeT pe3yJibTaTra, COCTABISACTCS aKT, B KOTOPOM
YKa3bIBAIOTCS JIaHHBIC (J1aTa, HOMEP, COJIepKaHUe U JP.) YTPAUYeHHOTO JIOKYMEHTA,
a Takke OOCTOSTENbCTBA, NPH KOTOPHIX TMPOM30ILIA yTpaTa, IOCIE Yero
OPEANPUHUMAIOTCS MEpbl 10 3aMEIICHHI0 JaHHOTO JIOKYMEHTAa 3aBEpECHHOM
KOIMEW TOKYMEHTA.

1.16. Hactosimas MHCTpyKIMsI COTJIAaCOBBIBAETCS DKCIIEPTHOM KOMHCCHUEH
PTUCH u skcniepTHO-MPOBEPOUHON MeToaudeckon komuccueit (manee - DIIMK)
Cankr-IletepOyprckoro rocyJ1apCTBEHHOTO Ka3€HHOTO YUpEKICHUS
«lleHTpasibHBIM ~ TOCYJAapCTBEHHBIM  apXuB  JIMTEpATyphl W HCKYCCTBa
Cankr-IlerepOypra» (manee - ILI'AJIM CII6), MCTOYHMKOM KOMIUICKTOBAHHS
kotoporo sinsiercss PITUICU

1.17. BHecenne wusMeHeHUM B MHCTPYKLUMIO YTBEPXKIACTCS MPUKA30M
peKTopa.

2. TEPMUHBI, ONTIPEAEJEHUSA U COKPAILLEHUSA

2.1. JlokymMeHT — 3auKCHUpOBaHHas Ha HOcUTele HH(POPMAIIUS
C PEKBU3HUTAMH, MTO3BOJISIOMIUMHU €€ UICHTU(DHUIIMPOBATS.

2.2. JlokymeHTOOOOpOT — ABMkeHue JokymeHToB B PTMUCU ¢ MmomeHTa ux
CO37aHUSl WM TIONYyYEHHUs JI0 3aBEPIICHUS WCIOTHEHUS, MOMEIICHHUs B N0
1 (WIM) OTIPABKHU.

2.3. JKu3HEHHBIN MUKI — dTambl IBMKEHUS ToKyMeHTOB B CJIOVY.

2.4. TlommuHHUK  —  JTIOKYMEHT, 0 OpMIICHHBIH MOITHHHBIMHU
YCTAaHOBIICHHBIMU ~ TIOJINMCSAMH W  BBIMIOJHEHHBIM HA  JIIOOOM  HOCHUTETE,
MO3BOJISIIONIEM MHOTOKPAaTHOE BOCIIPOM3BENICHWE C HETO KOMWH; TEpBBIA MIH
€AMHCTBEHHBIN SK3EMILISIP TOKYMEHTA.

2.5. Komms pokymMeHTa — JOKYMEHT, IIOJTHOCTBIO BOCIPOHM3BOISIIIHIA
uH(OPMAITNIO TTONIMHHAKA JOKYMEHTAa W €r0 BHEIIHHWE MPU3HAKH, B TOM YHCIIS
ANEKTPOHHBINM 00pa3 JOKyMeHTa (CKaHMpOBaHHasi Komwusi), ©0e3 3aBepeHus
HE UMEIOIIUN OPUANYECKON CUJIBI.
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2.6. BHyTpeHHME IOKYMEHTbl — JOKyMEHTbl, co3gaHHble B PI'MICH,
HE BBIXOMMIIME 3a €ro Ipenesbl, K KOTOPBIM OTHOCATCA OpraHU3allMOHHBIE,
pacnopsiiuTeNbHbIEe, NHOOPMATMOHHO-CIIPABOYHbIE U APYTHE TOKYMEHTHI.

2.7. Tloctynaromue TOKyMEHThI — JOKyMeHThI, noctynusiue B PITUCH.

2.8. OrtmpasisieMble TOKYMEHThI — JOKYMEHTBI, oTripaBieHHbie u3 PITICH.

2.9. PexBuzuT JOKyMeHTa — 0OfA3aTENbHBIA 3JIEMEHT O(OPMIICHHUS
JTOKYMEHTA.
2.10. Peructpauus JOKYMEHTa — IIPUCBOEHUE JTOKYMEHTY

PErMCTPAllMOHHOTO HOMEpa U 3aluCh B YCTAaHOBJICHHOM TMOPSAKE CBEJIECHUMN
0 IOKyMEHTE.

2.11. PeructpanuoHHas KapTouka — COBOKYIHOCThH IOJE€H, COAep X aliux
PEKBHU3UTHI IOKYMEHTA.

2.12. Cucrema 3JIEKTPOHHOTO JIOKyMEHTO00O0pOoTa
(Co1) — wundbopmanmoHHas cucteMa, oOecrneyuBaromas cOop JTOKYMEHTOB
(BKJIFOUCHUE JTOKYMEHTOB B CHCTEMY), MX OOpabOTKy, XpaHEHHE U PE3EePBHOC
KOITUPOBAHKE, YIIPABJICHUE TOKYMEHTAMU U JOCTYM K HUM.

2.13. DnekTpoHHass moANUCh — UHGOpPMAIMS B JJIEKTPOHHOH Gopme,
KOTOpasi TMPHUCOCIWHEHAa K JIpyroil wuHGOpMalMu B D3IJIEKTPOHHOU Qopme
(mognmuceiBaeMoil MH(OpMANMK) WM UWHBIM 00pa3oM CBsi3aHa C TaKou
uHbopmaler U KOTOpash  HUCIOJIb3yeTcs i ONpelesieHus  JIMIIA,
MOJIMHUCHIBAIOIIETO HHPOPMALIUIO.

2.14. DnekTpoHHBIA JOKYMEHT — JJIEKTPOHHBIA SKBHUBAJIEHT JOKYMEHTA,
co3nannbiii ¢ npuMmeHeHueM CJIOY, coxepxanuii mHGOPMAIINUIO, TO3BOJISIONTYIO
ero uaeHTUGUUUPOBaTh, M 3aQUKCUPOBAHHBIA Ha BJIEKTPOHHOM HOCHUTEIEe
uHdOpMaIHH.

2.15. Jleno — OTHOENbHBIA JOKYMEHT WJIM COBOKYITHOCTH JOKYMEHTOB,
OTHOCSIIMXCS K OJHOMY BOINpOCY WM HampasieHuto aestenbHoctd PI'MCH,
MIOMEIIIEHHBIX B OTACIBbHYIO O0JIOXKKY.

2.16. Homenkiarypa neia — CHCTEMaTHU3MPOBAHHBIN IEepeyYeHb 3aroJIOBKOB
(manmeHoBaHMi) e, popmupyembix B aenonpousBosctse PITUCH, ¢ ykazanuem
CPOKOB MX XpaHEHUs], 0QOPMIICHHBIN B YCTaHOBJIEHHOM IOPSJIKE.

2.17. JlenompousBOACTBO (IOKyMEHTallMOHHOE o0ecrieyeHune
VOpaBJICHUS) — JEATEIbHOCTh, OOECMeUYMBaomas co3JaHue OQHUIIUaATBHBIX
JIOKYMEHTOB U opraHu3anuio padotsl ¢ Humu B PTUCH.

2.18. Nnunuarop — paOOTHUK, WHUIHUHPYIOIIMA CO3/IaHWE JOKYMEHTA,

W/WJIM OTBETCTBEHHBIN 32 TIOJTOTOBKY JOKYMEHTA.

2.19. Ucnomautens — pabotauk PI'MCH, oTBETCTBEHHBIN 3a MCIOJIHEHUE
JTIOKYMEHTA.

2.20. TlonmuceiBaromee Juno — paborauk PI'MCH, HanmeneHHBIN
MTOJITHOMOYHUSIMH TIOIITUCAHUS JOKYyMEHTOB.

2.21. Cornacyromiee JuI0 — pabOTHUK, OCYIIECTBISIONIMA B COOTBETCTBUH
C YCTaHOBJICHHBIMH MTOJTHOMOYHUSMHU COTJIACOBAHUE TIPOSKTA IOKYMEHTA.
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3. JOKYMEHTUPOBAHUE YIIPABJIEHYECKOM
JAEATEJIBHOCTHU

3.1. B coorBercTBHUM € 3aKoHoAaTenbcTBOM Poccuiickoir ®enepanum,
JIOKaJIbHBIMHU HOpPMaTHUBHBIMU aKTamu B PI'UCU U3AI0TCs
OpraHU3alMOHHO-PACTIOPSTUTEILHBIC u UH(OPMAITMOHHO-CITPABOYHBIE
JTOKYMEHTBI.

K opranusanmonno-pacnopsaurenbabiM fokyMeHTaM PITMMCH oTHOCATCA:

— mpuKassl (10 Pa3IMYHBIM BHIAM JICSITSILHOCTH M BOIIPOCAM);

— JIOKaJbHBIC HOPMATHBHBIC aKTHl (MpaBUJIA, TOJOXKCHUS, WHCTPYKIIHH,
pETJIaMeHTHI, IIEPEYHH | JIP.), SBIISIOIIMECS TPUIOKCHUSIMH K ITPUKa3aMm;

— TMPOTOKOJIBI.

K nHpOpMaNIMOHHO-CIIPaBOYHBIM JOKYMEHTAM OTHOCSITCS

— JieNioBbIe (CiTy)KeOHbIE) MUChMA;

— aKThI;

— JIOKJIaJIHBIC, CITY)KCOHBIC, O0BSICHUTEIbHBIC U aHATUTHICCKUE 3aITHCKH;

— CIIPaBKH;

— TeJerpaMMBbI U TIp.

[To pemenuto pekTopa MOT'YT U3/aBaThCS U APYTHE TOKYMEHTHI.

3.2.  OpraHu3alvoOHHO-PaCIOPSAUTEIbHbIC U UH(GOPMAIIOHHO-
CIPaBOYHBIE JOKYMEHTHl OGOPMIISIOTCS M0 MpaBujaM, YCTaHABIWBAEMbIM
Hactosmed Mucrpykuuenr. OcobeHHOCTH 0GOpMIIEHHS W OpraHu3aluu padoThl
C KOHKPETHBIMH  BHJAMH  JIOKYMEHTOB  YyCTAaHABIMBAIOTCA  OTAEIbHBIMU
JIOKaJIbHBIMA HOPMATHUBHBIMHU aKTaMHU.

3.3. BHocuth kakue-1u00 WUCIPaBICHHUS WM JO0ABIICHHS B MOANUCAHHBIC
(YTBEepKICHHBIE) OKYMEHTHI HE JOITyCKAeTCs, BCE M3MEHEHUS W JOMOJHEHUS
BHOCSITCSI OT/IEJIbHBIMH MPUKA3aMHU.

3.4. Tlpu ucnonwszoBanun COJ] co3gaHue TOKYMEHTOB OCYIIECTBIISCTCS
C UCITOJIb30BaHUEM IIA0JIOHOB OJIAHKOB JIOKYMEHTOB U IIA0JIOHOB JIOKYMEHTOB.

DNeKTpOHHBIE MA0J0HBI OJJAHKOB JOKYMEHTOB JIOJDKHBI OBITH MJICHTHYHBI
OJlaHKaM JTOKYMEHTOB Ha OyMa)KHOM HOCHTETIE.

3.5. JoxymeHTsl odopmisitorcs Ha ONaHKax WM CTaHIAAPTHBIX JIHCTaX
Oymaru ¢opmara A4 U UMEIOT YCTAHOBJICHHBIN KOMIUIEKC PEKBU3UTOB U TOPSIOK
UX PACIOJIOKECHHUS.

3.6.  Jlus wzrotosienus nokymeHToB B PI'TUICU ucnons3yroTcs:

- Omank mpukasa ([Ipunoxenue Ne 2);

- Omank BemuUcky u3 npukasa ([Ipumoxenne Ne 3);

- 6mank mporokouna ([Ipumnoxenue Ne 4);

- Omank BeIMUCKHU U3 npoTokoda ([Ipumoxenue Ne 5)

- OJTaHK MHChMa JIJIST BEJCHUS TIEPETHCKU C OPTaHU3aIMsIMU U TPaKIaHAMH,
HaxoaAIUMucs Ha Tepputopun Poccuiickoit ®enepanuu (IIpunoxenue Ne 6)

- OJJaHK THChMA C PEKBU3UTAMH HA PYCCKOM W OJHOM M3 MHOCTPAHHBIX
S3BIKOB  JIJIE  BEICHUS TEPENUCKH C  3apyOeKHBIMH  KOPPECIOHIICHTAMU
(ITpunoxenue Ne 7).
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brnanku ynotpeOnsitoTcsi B CTPOrOM COOTBETCTBUU € 0Opa3liaMH COTJIACHO
npuiioxeHusiM NeNe 2-7.

[o pemeHunto pekTopa MOryT UCIOJIB30BAThCS Apyrue OJaHKH, MOJIEeKALIUE
YTBEPKIICHHUIO.

Ananornynsle OJaHKA JIOKYMEHTOB pa3padaThiBalOTCs B (uiMaiax,
COTJIaCOBBIBAIOTCS C PYKOBOAMTENEM, KOOPAMHUPYIOIIMM JesarerabHocTh O/,
M YTBEPKIAIOTCS TMPUKA30M JUpEKTOopa ¢uiavalia Mo KaxaoMy (Quiuany
B OT/I€JIHOCTH.

3.7. Ilpu u3gaHuu IOKYMEHTOB Ha CTAHJAPTHBIX JUCTaX Oymaru Ha HHUX
BOCHPOU3BOJIATCS PEKBU3UTHI, HEOOXOUMBIE NIl JOKYMEHTOB KOHKPETHOI'O BHJA
WJIH PA3HOBUIHOCTH.

3.8. biaHkM JOKYMEHTOB H3TOTaBIMBAIOTCS THUIOTPA(PCKUM CHOCOOOM,
CpelICTBAMH ONEPaTUBHON Moaurpaduu UM KOMIbIOTEPHON TEXHUKH.

3.9. JlokyMeHTBl M3roTaBJIMBAIOTCA Ha OyMa)kKHOM HOCHUTENEe U B (opme
ANIEKTPOHHBIX JOKYMEHTOB C COOJIOJIEHUEM YCTaHOBJIECHHBIX MPaBUII 0OPMIICHUS
JIOKYMEHTOB.

3.10. Hoxymentsl PTUCH, odpopmieHHbie Kak Ha OjaHKe, Tak U 0e3 HEero,
JOJIKHBI UIMETD TOJIS:

30 MM - 1€BOE;

15 MM - paBoe;

20 MM - BepXHee;

20 MM - HUXKHEE.

3.11. JlokyMeHTbI, HM3AaBacMble COBMECTHO C OJHOM WJIH HECKOJIbKUMHU

OpraHU3alUsAMU, o OopMIIIIOTCS Ha CTaHAAPTHBIX JIMCTax Oymaru
C BOCIIPOU3BEACHUEM PEKBU3UTOB BCEX OPraHU3alMi, YYACTBYIOIIMX B W3JaHUU
JIOKYMEHTA.

3.12. Tlpu moaroTroBKe AOKYMEHTOB MO YMOJYaHHUIO MCIOJIb3YeTCS TOJBKO
JuIeBas CTOpoHa jucra. Vcmonp3oBaHue JUIIEBOM W OOOPOTHOM CTOPOH JIMCTA
JIOTYCKAeTCsI M YCTAHABIMUBACTCS OTACIbHBIMU JIOKAIHHBIMA HOPMATHBHBIMU
aKTaM{, PETJIaMEHTUPYIOIUMH H3JaHUEe KOHKPETHBIX BUIOB IOKYMEHTOB. [lpu
JIBYCTOPOHHEM CO3JaHUU JOKYMEHTOB IIMPHUHA JIEBOTO MOJIA HA JULEBOW CTOPOHE
JUCTA U MPABOTO TOJISI HA 0OOPOTHON CTOPOHE JIMCTA JTOJDKHBI OBITh PaBHBI.

3.13. Ilpu co3maHum AOKYMEHTa Ha JBYX W OoJjiee CTpaHHIIAX BTOPYIO
U TOCIEAYyIONIME CTpaHUllbl HyMepyroT. Homepa cTpaHUIl NpPOCTaBISIOTCS
[0 CepeIMHE BEPXHETO MOJIA JOKYMEHTa Ha paccTOIHUU 10 MM OT BEPXHEro Kpas
JIUCTA.

3.14. Jlns W3roTOBJICHUs JAOKYMEHTOB HCIOJIb3yeTcs mpudt Times New
Roman. Pazmep mpudra - Ne 12-14 nr.

3.15. Ilpu cocraBieHnn TaONHI] JOMYCKAETCS HWCIONb30BaHUE MIPU(PTOB
MEHBIIINX PAa3MEPOB.

3.16. AG3amHbIi OTCTYI B TEKCTE TOKyMeHTa - 1,25 cMm.

3arojoBKH pa3/iesioB W MOJAPA3/CNIOB IMEYATAIOTCA C al3al[HbIM OTCTYIIOM
WJIU UEHTPUPYIOTCA 10 MIUPUHE TEKCTA.

3.17. Tekct moxkymeHTa medaTtaeTcs yepe3 1-1,5 MEeXCTpOUHBIX MHTEpBaa.
TekcT TOKyMeHTa BIPABHUBAETCS 110 HIMPHUHE JIUCTA.
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3.18. MHOrocTpoyHble PEKBU3UTHI NEYATAIOTCS YEPE3 OJUH MEKCTPOUHBIM
MHTEPBaJ, COCTABHBIE YaCTH PEKBU3UTOB MOTYT Pa3AeiATbCAd JOMOIHUTEIbHBIM
MHTEPBAJIOM.

3.19. NurepBan Mexay OykBaMH B clioBax — OObIuHbINA. VHTEpBan Mexay
CJIOBaMU — OJIUH MPOOeE.

3.20. CTpokH pEKBU3UTOB BBIPABHMBAIOTCA IO JIEBOW TpaHUIE 30HBI
pPacnoyIOKEHHsI PEKBU3UTA WM ILEHTPYIOTCA OTHOCUTEIBHO CaMOM JJIMHHOU
CTPOKH.

JInuHa caMOW JJIMHHOM CTPOKM DPEKBU3UTA IIPU YIJIOBOM PACIOJIOKECHUU
PEKBHU3UTOB HE Oosee 7,5 cMm.

JlnrHa camoil JJIMHHOM CTPOKH PEKBU3HUTA MPHU MPOJOJIbHOM PACIONI0KEHUH
PEKBHU3UTOB He Oonee 12 cm.

3.21. JlomyckaeTcsi BBLACNATH  MOJYXKUPHBIM  MIPUPTOM  PEKBU3UTHI
«AnpecaTty, «3arojloBOK K TEKCTY», a TaKXKe OTAeNIbHble (parMeHTbl TEKCTa.
Jlomyckaercs nmoguepkuBaHuE OTIEIbHBIX (PparMeHTOB TEKCTA.

3.22. Ilpy TOATOTOBKE MHOTOCTPAHMYHBIX JIOKYMEHTOB  BO3MOXHO
oopMIIEHUE TUTYJIBLHOTO JIUCTA.

3.23. CocTaB pEeKBU3UTOB, MCHOJIB3YEMbIX I O(POPMIIEHHUS JOKYMEHTOB,
ornpezensieTcs: BUAOM (pPa3HOBUIHOCTHIO) TOKYMEHTA.

3.24. Tlpu moAroToBKE JOKYMEHTOB MCIIOJIB3YIOTCS PEKBU3UTHI, YKa3aHHBIC
B 1. 5.3.1 Hacrosmet MHCTpyKIUH.

4. OPTAHM3ALMA JOKYMEHTOOBOPOTA

4.1. JlokyMeHTOOOOpPOT COCTABIISET MOJHBIN UK 00paOOTKU U ABUKEHUS
JOKYMEHTOB C MOMEHTA MX CO3JJaHUs WU MOJYYCHUS 70 3aBEPIICHHS UCTIOTHEHUS
U OTIIPaBKH.

4.2. lenp opraHu3aluid  JOKyMeHTooOopoTa  —  obecrnedeHue
CBOEBPEMEHHOTO MPUHATUS YIPABICHUYECKUX PEIICHUM U UX MCTIOMHEHUs. 3amada
JOKYyMEHTOO00pOTa — OpraHMW30BaTh JBHKEHHUE TOKYMEHTOB C MHHHMAJIbHBIMU
3aTpaTamMu Tpyna u BpPEMEHH, B YCIIOBUSX AIIEKTPOHHOTO
JOKYyMEHTO000pOoTa — 00EeCnednTh AOCTYN K JIOKyMEHTaMm mojb3oBareiasm COJ]
B COOTBETCTBHUU C MPETOCTABICHHBIMUA UM MPABAMHU.

4.3. B ycnoBusix mnpumenenus CDOJ] UCMONB3YIOTCS AIEKTPOHHBIC
JIOKYMEHTBHI, a TAKKe DJIEKTPOHHBIE KOIMH JIOKYMEHTOB, TIOJTy4YCHHBIE B PE3yJIbTATe
CKaHUPOBAHUS JOKYMEHTOB Ha OyMa>kHOM HOCHUTEIIE.

JIOKyMEHTBI ~OpraHu3aluy, WMEIONMEe BpPEMEHHBIE CpPOKHA XPaHCHHS
(mo 10 et BKIIOYMTENIBHO) MOTYT CO3/1aBaThCsl, XPAHUTHCS W HMCIOJIB30BATHCS
UCKITIOUYUTEIHHO B (JOPME IIEKTPOHHBIX TOKYMEHTOB.

[lepedeHp MOKYMEHTOB, CO3/1aBa€MbBIX, XPAHUMBIX H HCIOJIb3yEeMbBIX
UCKITIOUUTEIHHO B JOPME IIEKTPOHHBIX TOKYMEHTOB, YTBEPKIACTCS PEKTOPOM.

4.4, Opranuzanusi ABWKCHHS JOKYMEHTOB B YCIOBHUSX DJIEKTPOHHOTO
JOKYyMEHTO000pOTa OCYIIECTBISIETCS B COOTBETCTBHH C PETIaMEHTHPOBAHHBIMU
MapHipyTamH, pa3padaThIBAEMBIMH OTACIIOM JCJIONMPOU3BOJCTBA. MapmipyTsl
JBUKEHUSI OPTaHU3AIMOHHO-PACTIOPSAUTEIBHBIX JOKYMEHTOB JIOJDKHBI  OBITH
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ONTUMAJIBHBIMU MO 3aTpaTaM BPEMEHH, HE JOJKHBI JOMYCKaTh IyOIUPYIOUIUX
omepalii W  BO3BpPAaTHBIX  JBUXKEHHUH, HE  OOYCIIOBIEHHBIX  JEIOBOU
HEOOXOIMMOCTHIO.
4.5. JloxymeHTUpOBaHHE YympaBiieHYeckod paesarenbHocth B PI'MCU
BEJIETCSI HA PYCCKOM SI3BIKE.
4.6. Opranuzauus gokymeHtoobopora B PI'MCU  ocymectBiusercs
C YYETOM CIEIYIOIIUX MPUHITUIIOB:
— pacrpeneneHue JIOKyMEHTOIOTOKOB B COOTBETCTBUH
C  YCTAaHOBJICHHBIMH  TOJHOMOYHUSIMHM,  TOJOXKEHUSIMHU O  CTPYKTYPHBIX
noApa3ieNIeHus X 1 JokaibHbiMU akTamu PI'CU;
— [EHTpaIU3alus oneparuii Mo NpueMy 1 OTIPaBKe JOKYMEHTOB;
— pacripesieyieHue JOKYMEHTOB Ha JOKYMEHTOIOTOKH, HWMEIOIIHe
OJINHAKOBBIA MapIIPyT;
— OpraHu3ais MPEeABAPUTEIBLHOTO  PACCMOTPEHHUS  MOCTYIAIOIIUX
JIOKYMEHTOB;
— UCKIIFOUCHUE BO3BPATHBIX JBUKCHHUH JOKYMEHTa, HE 00YCIOBICHHBIX
JeTTOBOM HEOOXOUMOCTHIO;
— OJIHOKPATHOCTh PETUCTPALINH IOKYMEHTOB;
— yCTpaHEHHUE HEOOOCHOBAHHBIX COTJIACOBAHHM MPOEKTOB JOKYMEHTOB;
- periiaMeHTanus ~ IpoOIecCOB MO  00paboTKe, pacCMOTPEHHIO,
COTJIACOBAHMIO Y MOAIUCAHUIO JJOKYMEHTOB;
- COOJIFOICHUE €IUHBIX TPEOOBAHUM 1O 0(OPMIICHUIO TOKYMEHTOB.
4.7.B JIOKYMEHTO000pOTE PI'UCHU BBIJIEJISAIOTCS [ (131011158
JTIOKYMEHTOIIOTOKH
— TIOCTYIAIoas TOKYMEHTAIHS;
— oTmpaBisieMas TOKyMEHTAIUs;
— BHYTPEHHSS JTOKYMCHTAITHS.
4.8. Pabora ¢ pgokymeHTaMH (JABHXKEHHE JOKYMEHTOB) COCTOHUT
U3 CIICIYIONTNX OCHOBHBIX TAIOB:
— CO3/1aHUE;
— COIIaCOBaHME;
— mnoanucaHue (yTBEpKACHUE);
— PaccCMOTpPEHHUE;
— perucrpanus;
— HCHOJIHCHUE;
— KOHTPOJIb UCTIOJTHEHHUS;
— pacchliKa;
— OTIIPaBKa;
— (¢dopmMupOBaHHUE B JIETIa;
— TIepeada Ha apXUBHOE XpaHCHUE.
4.9. Tloctymaromme ©  OTHpaBIsSeMbIe  JIOKYMEHTBI  JIOCTaBJISIOTCS
1 OTIIPABJISIIOTCS CIEIYIOIUMH CITIOCOOaMM:
—4Yepes3 OT/IeJICHUE MMOYTOBOU CBS3H, TelerpaHON CBA3BIO;



— KypbEPCKUMHU CITYKOaMu;

— CITy>K00¥ (henbIberepcKkoi JOCTaBKY;

—10 ¢akcy;

— 10 3JIEKTPOHHOM nouTe, ¢ noMoubo CIH/;

— GU3UYECKUMHU JINLAMHU.

4.10. IlpueM NOKYMEHTOB OCYILECTBISAETCS OTIEIOM JEJIONPOU3BOICTBA
(YIOJIHOMOYEHHBIM ~ TIOoApa3jeneHueM ¢unuana). JIOKyMEeHTBl, HOJy4YeHHbIE
pabOTHMKaMH OT JPYrux oOpraHuzaunuii, Takxe mnepepatorcs B O]
(ynmoaHOMOYEHHOE MoJipa3iesieHue ¢puauaia) AJjisi perucTpalii U/ y4eTa.

4.11. Tlopsimok pabGoOThl C BXOASIIEH M HUCXOMSIICH KOppeCHOHACHIMEN
YCTaHABJIMBAETCS OTJEIbHBIMU JIOKaJIbHBIMU HOpMaTuBHbIMU akTamu PI'ICH.

4.12. Peanuzanusi KM3HEHHOTO IUKJA TaKWX JIOKYMEHTOB, KaK MpPHUKa3bl,
NoCTynarlye MMchbMa, OTIPaBIsieMble TUChMa, CITy:KeOHbIE 3alUCKH, TPOTOKOJIBI,
JIOBEPEHHOCTH MOKET OCYIIECTBIATHCA ¢ puMeHeHueM COJ1.

4.13. BuyTpeHHss mnepenucka, odopmisieMas CIyKeOHbIMH 3alKCKaMH,
ocymiectBisiercs: ¢ mnpumeHenueM COJI. CnyxeOHas 3amucka, odopmiieHHas
B CO/I, siBnsieTcst obpunmaibHbiM JokymMeHToMm B PITUCH.

4.14. He pomyckaetcss MpUMEHEHUE CIY>KEOHBIX 3aMHCOK B CIIy4asix, €CJH
JIOKANbHBIMU aKTaMHU 3aKpEIUICHO HCIOJb30BaHUE JOKYMEHTOB Ha OyMaKHOM
HOCHTEJIE.

4.15. TlpaBo corjnacoBaHus, TOAINWCAHUS, PACCMOTPEHUS JOKYMEHTOB
umeroT pabotHukn PIMICM B COOTBETCTBHUM ¢  TPEAOCTaBICHHBIMU
OJIHOMOYUSIMH.

4.16. Ilpu orcyTcTBUM paOOTHUKOB (OTHYCK, OOJIe3Hb, KOMaHIHWPOBKA),
UMEIOIINX MPaBO COrJACOBAaHUS, MOJANKMCAHUA M PACCMOTPEHHS] HJOKYMEHTOB,
JAHHOE TIpaBO TMPEJOCTaBIACTCS pPAOOTHUKAM, MWCIIOIHSIIONUM OO0S3aHHOCTU
OTCYTCTBYIOUIETO.

4.17. TlpoxoxaeHWe BHYTPEHHHMX JOKYMEHTOB Ha ATamax UX IMOJATOTOBKH
1 opOopMIIEHHS TOHKHO COOTBETCTBOBATH MPOXOKIACHUIO UCXOIAIIUX TOKYMEHTOB,
a Ha ATaIlle UCIIOJHEHUS — BXOASUIUX TOKYMEHTOB.

4.18. Tlopsgok pabOTBI W JBWKEHUS OTACIBHBIX BHUJOB JOKYMEHTOB
B PIYICU MoxkeT ycTaHaBIMBATHCS JIOKAJIbHBIMU AaKTaMH B COOTBETCTBUU
¢ Hactosen MHcTpykuuei.

5. CO3JJAHUE JOKYMEHTOB!

5.1. OO0mue TpedGoBaHus K 0)OPMJICHHIO TOKYMEHTOB

5.1.1. JIOKyMEeHTbl HMHUIUUPYIOTCS PYKOBOJAUTENSIMHU U  paOOTHUKAMU
CTPYKTYPHBIX MOJpa3eICHUNA N0 HAMPABICHUSM ACSATEILHOCTH U B COOTBETCTBUU
C IPEAOCTABICHHBIMU TOJIHOMOYHUSMH.

5.1.2. JIOKyMEHTBl  CO3/IafOTCS Ha OCHOBAaHMM W BO HCIIOJIHCHHE
3akoHoJarenbcTBa Poccuiickoit @enepanuun, no ykazanuwo pykoBoactsa PITMICH,

1 O6umme TpeGoBaHus K O(OPMIEHHIO TOKYMEHTOB HE PACIpPOCTPAHAKOTCA Ha O(OPMIIEHHE JOKYMEHTOB 00
00pa3oBaHUM TOCYIaPCTBEHHOTO 00pasia
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M0 WHUIMATHBE CTPYKTYPHBIX MOApPA3[ACICHUA W B OTBET HA MOCTYIUBIIUE
JIOKYMEHTHI.

5.1.3. JIokyMeHTBbl JOJKHBI OBITH O(QOPMIIEHBI COIJIACHO TPEOOBAHUSIM
Hactosimed MucTpyknuu. JlokyMeHTHI Ha OyMa)XHOM HOCUTENE JIOJKHBI OBITh
WJICHTUYHBI 3JIEKTPOHHOMY TOKyMeHTY B CO/I.

5.1.4. HeBepHo o¢dopmiieHHBIE AOKYMEHTHI BO3BPAIIAIOTCS HCHOJHUTEIIO
Ha 0palboTKY.

5.2. Hcnoab3oBaHue 0J1aHKOB JOKYMEHTOB

5.2.1. Jlokymentsl  odopmisitoTcsT Ha  OJlaHKaX B COOTBETCTBUU
¢ nokanbHbiMU akTamMu PI'MICU. bianku 10MKHBI UMETh YCTAHOBIECHHBIA COCTaB
PEKBU3HUTOB.

5.2.2. bnanku PI'MCU paszpabatbiBaloTCsi Ha OCHOBE VYIJIOBOTO WU
POJIOILHOTO BapUaHTa PACTIONOKEHUSI PEKBU3UTOB.

5.2.3. llopsinok mnpuMmeHeHUs] OJIAHKOB YCTAHABJIMBACTCS OTEIbHBIMU
nokanbHbIMU akTamu PITICH.

5.2.4. JIoOKyMEeHThI, HM3/laBacMble COBMECTHO C JIPYTUMH OpTraHU3aIUsSIMHU,
oOpMIISIFOTCS Ha CTAaHJIAPTHBIX JUcTax Oymaru ¢opmara A4 Ge3 UCIOJIH30BAHUS
omankoB PTICH.

5.3. OdopmiieHHe peKBU3UTOB 10KYMEHTOB

5.3.1.1lpu  MOATOTOBKE  JOKYMEHTOB  HCIIOJB3YIOTCS  PEKBU3UTHI,
yctanoBiennbie [[OCT P 7.0.97-2025:

- oMmOnema;

- TOBapHBIN 3HAK (3HAK OOCITYKUBAaHUSA);

- Kol (hOpPMBI JJOKYMEHTA;

- naumeHoBanue PI'MICH;

- HAUMEHOBAaHUE CTPYKTYPHOTO MOIPa3/IeTICHUS;
- HAUMEHOBAaHUE JTOJDKHOCTH JIUIIA;

- cipaBouHble aHHbie 0 PITUCUH;

- HAUMEHOBAaHUE BHUJIA IOKYMEHTA;

- 1aTa IOKYMEHTA;

- PETUCTPalMOHHBII HOMEDP TOKYMEHTA;

- CCBIJIKA HAa PETUCTPALlMOHHBIA HOMEp U JaTy MOCTYNHUBILETO JOKYMEHTA;
- MECTO COCTaBJICHHUS (U3[aHUS) TOKYMEHTA;

- rpu OrpaHUYCHHUS TOCTYIA K TOKYMEHTY;

- aJipecar;

- rpu YTBEPKIACHHS TOKYMEHTA;

- 3ar0JIOBOK K TEKCTY (3aroJI0OBOK JOKYMEHTA);

- TEKCT JOKYMEHTA;

- OTMETKA O MPUIIOKEHUU;

- rpu coriacoBaHus JTOKYMEHTA,

- BU3a COIJIACOBAHUS;

- TOJITUCB;
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- OTMETKa 00 3JI€KTPOHHOM MOJIUCH;

- 11€4YaTh;

- OTMETKA 00 UCIIOJIHUTEIIE;

- OTMETKA O 3aBEPEHHUU KOIIUU;

- OTMETKA O MOCTYIJIEHUH TOKYMEHTAa;

- pe3ononus;

- OTMETKA O KOHTPOJIE;

- OTMETKA O HAIPABJIEHUN JOKYMEHTA B JEJO.

- mtpux-koa (QR-kom) mokymeHra.

5.3.2. CoctaB pPEKBU3UTOB KOHKPETHOI'O JOKYMEHTa ONpPENEseTCs €ro
BUJIOM U Ha3HAYEHUEM.

5.3.3. [IpaBunbpHOE OGOpMIIEHHE PEKBU3UTOB U HaIMuUe OOS3aTENbHBIX
PEKBU3HUTOB NIPUAAET JOKYMEHTAM FOPUIUYECKYIO CHITY.

K oOs3aTtenbHbiM  pekBU3UTaM JUisi OOJNBIIMHCTBA BUJOB JOKYMEHTOB
otHocsitcs: HaumeHoBanue PIMICU (dunmana PI'MICH), npara nokymenTa,
PETUCTPAILMOHHBIN HOMED, TEKCT, NOAIMHKCH.

5.3.4. O0ume TtpeboBaHUS K O(DOPMIICHUIO PEKBU3UTOB JIOKYMEHTOB
yKa3aHbl B IpuiiokeHuu Ne 8 k HacTosiedn MHcTpykimu.

5.3.5. JlokyMeHTBI, CO3/1aBa€Mbleé COBMECTHO C OJHOM WJIM HECKOJIbKUMU

OopraHu3alusAaMU, Oq)OpMJI}II-OTCH Ha CTaHAaPTHBIX JINCTax 6YM21PI/I
C BOCIIPOU3BCACHUCM PCKBHU3UTOB BCCX OpFaHPISaIIPIﬁ, YH4aCTBYIOIIIUX B HU3JAHUU
JOKYMCHTA.

5.3.6. Kog dopmbl J0KyMEHTa TMPOCTaBIsSETCS Ha YHUDHUIIMPOBAHHBIX
dopMax ITOKYMEHTOB B COOTBETCTBHHM ¢ OOIIEPOCCUUCKUM KilacCU(PUKATOPOM
ynpasinenueckor gokymentauuu (OKVY]/[) wnm jokanbHBIM KIacCU(UKATOPOM,
pacrosiaraeTcsi B MpaBOM BEpXHEM yriy paboyero mojs JOKYMEHTa, COCTOHUT U3
cioB «Dopma 1o (HauMEHOBaHKE KiIaccuPpuKaTopa)» u udpoBoro Kojaa.

6. COI'JTACOBAHHUE, NIOAIINCAHMUE,
PACCMOTPEHHME U YTBEPXKAEHUE JOKYMEHTOB

6.1. CoriacoBaHue J0KyMEHTOB

6.1.1. CoriracoBanue MIPOEKTa JOKYMEHTa IPOBOIUTCSA C IEIbIO OILCHKU
COOTBETCTBHUsI IMPOEKTa 3aKOHOAATENbCTBY Poccuiickorn denepannu, JOKAIbHBIM
HopMmatuBHbiM akTam PI'MCU, kadectBa u 3¢h()EKTUBHOCTH MpeIaraeMoro
pelieHus.

6.1.2. OTBETCTBEHHOCTh 3a TIOJIHOTY H JIOCTOBEPHOCTh WH(MOpMAIH,
WCIIOJIb30BaHHOM MPU MOATOTOBKE JOKYMEHTOB, BO3JIAraeTCsl HA MHUIIMATOPA U €r0o
PYKOBOJUTENS.

6.1.3. CormacoBanne TPOEKTa JOKYMEHTa OPTaHU3YETCS WHHUIIMATOPOM
U €ero pyKOBOJUTEIEM W TMPOBOAUTCS B IMpeJenax YCTaHOBJIEHHOTO CpOKa
WCIIOTHEHUSI.

6.1.4. HeoOX0MMMOCTh  COTJIaCOBaHUS OTHCIBbHBIX BHJIOB JOKYMEHTOB
Y CPOKH UX COTJIACOBAHHMS YCTAHABIMBAIOTCS JOKAIbHbIMU akTamMu PI'ICH.



12

6.1.5. anpemaercsi MCHOIB30BaTh MPOIEAYPY COTJIACOBAHMS B KayeCTBE
crioco0a MoJAroTOBKY (pa3pabOTKU) TOKYMEHTA.

6.1.6. CornacoBanue NOKYMEHTOB MOYKET OBITh IMPOBEJIECHO B 3JIEKTPOHHOM
BUJE€ U Ha OymMaXHOM HocuTene. JIokyMeHTsl, ykazanHble B 1. 4.12 UHcTpykiumy,
cornacoBbiBatoTcsa B COJI, ecnu MHOE HE NPEAYCMOTPEHO JOKAJIBHBIMM AKTaMU
PI'CH.

CornacoBaHue MOXET OCYIIECTBISATHCA MOCPEICTBOM KOPHOPATUBHOM
ANEKTPOHHON TOYTHl W O(OPMIIEHHS HWHUIMATOPOM JIMCTA COIJIACOBAaHMS
C MPUJIOKEHUEM AJIEKTPOHHBIX COOOUIEHUH JINII, yYaCTBOBABIIMX B COIIACOBAHUU
POEKTa JOKYMEHTA.

6.1.7. B CAOY npumeHstoTcss Ccleaylolue MapHipyThl COTIACOBAHMS
JTOKYMEHTOB:

—IOCIe/IOBATENIbHbIN, MPU KOTOPOM MNPOEKT CHayajla MOCTyHaeT MEpPBOMY
corjacymoIlueMy; TIOocje TOro Kak OH OCYIIECTBUT COIJacOBaHUE, IPOEKT
aBTOMATUYECKH MOCTYIAET BTOPOMY COTJIACYIOIIEMY U T.1.;

—napajuleNibHbId, KOTJIa MPOEKT  IOCTYMaeT OJHOBPEMEHHO  BCEM
COTJIacyIOIINM;

— apaJuIeNIbHO-TIOCIEIOBATENbHBIA (MM CMELIAHHBIN), MPU KOTOPOM
OPOEKT JOKyMEHTa IMOCTyMaeT CHayajga OJHOW TpyIe JAOKHOCTHBIX JHUI, H
TOJILKO TOCJI€ TOT0, KaK BCE COTJIACYIOIIME W3 MEepPBOM TI'PYIIbI OCYIIECTBUIH
corjacoBaHHe, MPOEKT MOCTYIAET CIEAYIONEH TPyMe T0KHOCTHBIX JIHII.

6.1.8. [IpoeKThl TOKYMEHTOB COTJIACYIOTCS:

— HEMOCPEJCTBEHHBIM HCIIOJHUTENEM (MHULMATOPOM) M PYKOBOJUTEIEM
CTPYKTYPHOIO MOAPAa3AeIIeHNsI, HHUIIUUPYIOLIErO TOKYMEHT;

— COMCTIOJIHUTENSAMU (TIPU UX HAJIUYUHN);

— PYKOBOAMUTEISIMUA CTPYKTYPHBIX ToapaszaencHuii, pabornukamu PTUCH,
HaIlpaBJIEHUsS JEATCIIbHOCTH W/WIW (YHKIMOHATIBHBIE OOS3aHHOCTH KOTOPBIX
3aTparuBalOTCd B TIPOEKTE JOKYMEHTAa W/WIM KOTOpbIe YyKa3aHbl B IPOEKTE
JIOKyMEHTa B KayeCTBE HCIIOJHUTENEH (B clayyae BPEMEHHOTO OTCYTCTBUS
PYKOBOJIUTENST TOAPA3NICNCHUSI TMPOEKT JTOKYMEHTa BHU3UPYET JIHUI0, BPEMEHHO
HCIIOJHSIONIEE €ro 00sI3aHHOCTH);

—pykoBoautensiMu U pabotHukamu PIMICU, B KOMIETEHIMIO KOTOPBIX
BXOJIUT KOOPAMHALIMS HAIPaBICHUS JEATEIbHOCTH WIH BOIPOCOB, M3JI0KEHHBIX
B IIPOEKTE TOKYMEHTA;

—(UHAHCOBBIM MOApa3/eileHueM (IPOEKThl JIOKyMEHTOB, pealu3alius
KOTOPBIX TpeOYyeT (PMHAHCOBBIX 3aTPaT);

— IOPUCTOM.

6.1.9. He nmomyckaercsi HampaBisTh Ha COIJIACOBAHME MPOEKT JOKYMEHTa
OJTHOBPEMEHHO JIBYM U 0oJiee pabOTHHKAM OJTHOTO CTPYKTYPHOT'O MOJpPa3aeIeHHUS.
B kadecTtBe corjacyromMX JMI[ JOJDKHBI —BBICTYNIATh IPEUMYIIECTBEHHO
PYKOBOJIUTENIHN CTPYKTYPHBIX MOJpa3AeICHUM.

6.1.10. JIOKyMEHTHI, o(popMIICHHbBIE B COOTBETCTBUHU
C YHUQUIUMPOBAHHBIMH  (OpMaMu, COIJIACOBBIBAIOTCA B  COOTBETCTBHUHU
¢ TpeOOBaHUSIMU, YCTAHOBJICHHBIMH YHU(PULIIUPOBAHHBIMU (hOPMaMHU.
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6.1.11. Cnucok cornacyromux Jul GOpMUPYET UHULIMATOP JOKYMEHTA.

6.1.12. OTBETCTBEHHOCTh 3a IIOJHOTY CIHCKAa COTJIACYIOIIMX JIMII,
11€71€CO00Pa3HOCTh BBHIOPAHHOTO CIOCO0a COrIACOBAHMS M MOPSAOK BU3UPOBAHUS
JOKYMEHTAa BO3JaraeTcsi Ha HWHUIMATOpa JIOKYMEHTa U PYKOBOAMTENS €ro
CTPYKTYPHOI'O MOAPA3ACICHHUS.

6.1.13. [Io wrToram corjacoBaHMsi JOKYMEHT MOJICKHUT JT0pabOTKe
B COOTBETCTBHUH C 3aMEUYaHUSIMU COTJIACYIOUIUX JIHII.
6.1.14. B 3aBucumocTH OT BHJa TOKYMEHTa COIVIACOBAaHUE BO3MOKHO,

KaK JI0 TIOJAMUCAaHWsA, TaK M TIOCJEe TOAMKMCAHUSA, JI0 PACCMOTPCHHS WU
YTBEPKJCHUS TOKYMCHTA.

6.1.15. Bhemnee coriiacoBaHue MpoekTa JOKYMEHTA OCYIIECTBIISIETCS
TIOCPEJICTBOM HaIpaBJICHUS poeKTa B JIPYTYIO OpraHu3aInIo
C COMPOBOJIUTEIBHBIM ITUCHMOM, B KOTOPOM YKa3bIBAETCSI CPOK COTJIACOBAHMS.

Ecnm  opranmszanuu, CcOTJacyrolie TPOSKT JIOKYMEHTA, SIBJISTFOTCS
yuactHuKamu onHor CJIOVY, cormacoBanue moxeT ObITh TipoBegeHo B CIIOY 6e3
HAIPABJICHUS CONPOBOJAUTEIIBHOIO THUChbMa W OJHOBPEMEHHO C BHYTPCHHHM
COTJIACOBAHHEM.

Cpoku corjlacoBaHHUsl TIPOCKTOB JIOKYMEHTOB, HAIPABJISICMBbIX Ha BHEITHEE
COTJIACOBaHME, HE JOJIKHBI COCTABIIAThH OoJiee 30 KaJleHTapHBIX JTHEH.

6.1.16. IIpy BHEWIHEM COrjacoBaHWU, MOJYUYEHHOM MHUCBMOM, WU
COTJIaCOBAaHUM TPOEKTa JOKYMEHTa KOJUIETHAJIbHBIM (COBEIIATENIbHBIM) OpraHOM
c ¢ukcanueil pemieHusi O COrJacOoBaHUM B TMPOTOKOJE 3acelaHus WHUIIUATOP
opopmisieT Ha TPOEKTe JOKYMEHTa WM B JIUCTE COIJIACOBaHUS Tpud
corjacoBaHusi B cooTBeTcTBUU ¢ OOmmMu TpeOoBaHUSIMU K O(OPMIICHUIO
OCHOBHBIX PEKBU3UTOB JOKYMEHTOB (mpuioxkenue Ne 8 k Muctpykuun). [Tucema
O COTJIaCOBaHUU (BBIMKUCKA U3 MPOTOKOJIA) MPUIIATAIOTCS K MMPOEKTY TOKYMEHTA.

6.1.17. Cpoku  coryiacoBaHMsi  JOKYMEHTOB  YCTaHABJIMBAIOTCS
B 3aBHUCHUMOCTH OT BHUJA JIOKYMEHTa U 00beMa JOKYMEHTa, BKIIIOYAsl MPUIIOKEHUS
K HEMY:

—IIPOEKTHI JICJIOBBIX (CIIYKEOHBIX muceM) — 1-2 pabouux aHs;

—IIPOEKTHI IPHUKA30B 0e3 mpuiiokeHui — 1-2 pabounx maHs;

— TIPOEKTHI IPUKA30B C PWIOKEHUSIMU CIIPaBOYHOTO
XapakTepa — 10 3 pabouux JHEI;

—TPOEKTHl TMPHUKA30B C MPHIOKEHUEM JIOKAIbHBIX HOPMATUBHBIX AKTOB
(ue 6onee 50 crpanun) — q0 10 paGouux nHei;

—TIPOEKTHI MPOTOKOJIOB 3acefaHuil (COBENIaHWi) MPU HEOOXOAMMOCTH HX
COTJIACOBaHMS — JI0 3 paboUYuX JTHEH.

6.1.18. B KOHKpeTHBIX ciyyasiXx B 3aBUCHUMOCTH OT COAEp KaHUs
M Ha3HA4YCHUS JOKYMEHTAa CPOK COIJIACOBAHMSI MOXET OBITh COKpAICH WIH
VBEJIMYECH IO  PEHICHUI0  PYKOBOAWTENS, KYPHPYIOIIETO  HalpaBieHUE
JESTEHPHOCTH, IO KOTOPOMY TOTOBUTCS ITPOCKT TOKYMEHTA.

6.1.19. Ocdopmnenue  pe3ynbTaTOB  COTJACOBAHUS  JIOKYMEHTOB
OCYIICCTBIISICTCS. B BHUJIEC BHU3, MPOCTABISIEMBIX 3aWHTEPECOBAHHBIMH JIUIIAMHU.
OtMeTrkn o coryacoBaHuu (Tpud corjaacoBaHusi W BU3b) OQPOPMIISIIOTCS
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B COOTBETCTBUU ¢ OOUIMMHU TpeOOBaHUAMU K 0()OPMIIEHUIO OCHOBHBIX PEKBU3UTOB
TOKyMeHTOB (ripuioxkeHue Ne 8 k MHCTpyKIum).

6.1.20. CornacoBaHr€ MPOEKTOB JOKYMEHTOB MOXKET OCYIIECTBISATHCS
B CDJI. Ilocne 3aBeprieHuss NpoLEaypbl corjacoBaHus (NP  CO3JaHUU
MOJJMHHUKA JOKyMEHTa Ha OyMa)XXHOM HOCHUTENE) JIUCT COIJIACOBAHMS
pacrieuatbiBaetcss w3 COJl, mnpukmansBaeTcs K TNPOEKTYy JOKYMEHTa H
MIPEICTABIIAETCA HA MOANUCH PEKTOPY (MHOMY YIIOJTHOMOYEHHOMY UM JIHILY).

6.1.21. CornacoBaHrne BHYTPEHHHMX JOKYMEHTOB, CO3JaHUE, XpPAHECHUE
U UCIOJIb30BaHUE KOTOPBIX ocylecTBisierca mnocpeactsoM COJI, mpoBoauTcs
B COJI B 3JI€EKTPOHHOM BH/JIE.

6.1.22. B xone cornacoBanus npoekTa JOKYMEHTa COTJIACYIONIEE JIUIIO
NPUHUMAET OJHO U3 CIEIYIOUIUX PEIIeHUI:

— CcorJjacoBaTh MPOEKT JOKYMEHTa 0€3 3aMeyaHuii;

— COrJjacoBaTh MPOEKT JOKYMEHTA C 3aMEYaHUsIMU;

— OTKJIOHUTH MIPOEKT IOKYMEHTA;

—yKa3aTh, 4YTO HE UMEET OTHOILIEHUSI K MPOEKTY JOKyMEHTa (pacCMOTpEHHE
BOMpPOCAa, MO KOTOPOMY TNPHHHMAETCS pEIIeHHe, HE BXOJUT B O0OSI3aHHOCTH
paboTHHKA).

Bozpaxenuss 1o TpoekTy mpukaza (pacmopsiKeHHs), BO3HHUKAIOLIUE
IpU COIJIACOBAHMM, M3JIaraloTcsi B CIPaBKe, KOTOpas Mpujaraercs K IMPOEKTY,
unu BHocuTcs B COJI.

Ecnu mpoektr nokyMeHTa cOryiacoBaH C 3aMEUaHUSMH, 3TO O3HAYAET, 4TO
3aMeyYaHus HOCAT PENAKIMOHHBIA XapaKTep, U MOCJe UX MPUHITHS UHUIIMATOPOM
(MCTIOTHUTENEM ) TIPOEKT HE TpeOyeT MOBTOPHOIO COTJIACOBAHUS.

[IpoekT noKyMeHTa OTKJIOHSETCS COIIACYIOIIUM JIUIIOM B CIIy4asix:

— HaJIMYUS CYIIECTBEHHBIX 3aMEUaHUM MO MPOEKTY TOKYMEHTA;

—Hecoraacus ¢ MPOEKTOM JOKYMEHTA.

6.1.23. HecormacoBanHbiii TpPOEKT JTOKyMEHTa TpeOyeT mopaboTKu
10 BBICKa3aHHBIM 3aMEUaHUsIM, TIepeOPOPMIICHHS U TIOBTOPHOTO COTJIACOBAHUSI.
6.1.24. Ecnim npu  popaboTke TIpoEeKTa JOKYMEHTAa HHUIIMATOP

(MCTIOJIHUTEIh) IPUHUMAET PEIICHUE HE YUYUTHIBATh 3aMEUYaHUE (3aMeUaHus) JUla
(Jinil), Y4YacTBOBAaBIIMX B COIVIACOBAHWUU, HWHULHMATOPOM  (MCIOJIHUTEIIEM)
TOTOBUTCSl PEECTP HEYUYTEHHBIX 3aMEYaHUN, KOTOpPHIA BMECTE€ C HPOEKTOM
JOKYMEHTa TPEJCTaBISIETCS PEKTOPY WIM HWHOMY YIOJIHOMOYEHHOMY UM
JOJKHOCTHOMY JIMIY, HOJANMKCHIBAOEMY (yTBEpXkKAArolleMy) TOKyMeHT. Peectp
HEYYTEHHBIX  3aMEUaHUW  TOJIHUCHIBAETCS  PYKOBOJAUTEIEM  CTPYKTYPHOTO
noApa3AeIeHUs-UHUIIMATOPA (MUCTIOTHUTENS).

6.1.25. Peuienrie o ToM, MpUHUMATh WIM HE MPUHUMATh HEYUYTEHHBIC
3aMe4aHus IPUHUMAET PEKTOP (MM MHOE YIOJIHOMOYEHHOE UM JIUIIO).

B cnyuae ecnu pextop (WM MHOE YIMOJIHOMOYEHHOE UM JIMIIO) MPUHUMAET
pelieHre 0 HEOOXOJIMMOCTH YYECTh 3aMEUaHMs, OTKJIOHEHHbIE WHHUIIHATOPOM
(MCnOJIHUTENIEM), UHUIMATOP (MCIOJHUTENb) J0padaThiBa€T MPOEKT JAOKYMEHTa
B COOTBETCTBUU C BHICKA3aHHBIMU 3aMEUYAHUSIMH.
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Ecin pekrop (Wam HMHOE YHNOJHOMOYEHHOE MM JIMLO) COIVIAIIAETCS
C MHEHUEM UCIIOJIHUTENS, OH MOANMUCHIBAET (YTBEPIKIAET) TOKYMEHT.

6.2. IloanucaHue JOKYMEHTOB

6.2.1. lokyMeHTbI ITOAIMCHIBAOTCS pEKTOpOM WIn WHBIMU
YyIIOJHOMOYEHHBIMU UM  JIOJDKHOCTHBIMM JIMIIAMHM B COOTBETCTBUHM C HX
KOMIIETEHIIUEH, ONpeIesieMOl TOBEPEHHOCTSAMH Ha BBINIOJIHEHHUE OINpPEAEIICHHBIX
JEHUCTBUN OT UMEHU OPraHM3alMy U BHYTPEHHUMU HOPMAaTUBHBIMU JOKYMEHTAMHU
PI'CH.

6.2.2. Unuuuarop mnepenaeT JOKYMEHThl Ha noxamnucanue. /o mepenauum
Ha MOANKMCAHUE WHUIMATOP MPOBEPSET MPaBUILHOCTh OPOPMIIEHUS JTOKYMEHTOB,
NPaBWIBHOCTh aJPECOBAHUS, HAJIMYUE HEOOXOIMMBIX BU3, MPUIIOKEHUM U JIHCTA
PAaCCBUIKH.

[loanuceiBaromiee JHUIIO MMEET NPaBO BEPHYTh JAOKYMEHT Ha JOpabOTKy
UHULMATOPY, MOTPEeOOBATh JTOMOJHUTENBHYIO HH(POPMAIIUIO TIO TOJATOTOBIEHHOMY
JOKYMEHTY JH00 MPUHSTH PEIIEHUE O HelleIeCOOOPa3HOCTH €0 MOAMUCAHMUS.

6.2.3. OtnenbHble  BUABI  BHYTPEHHUX  JOKYMEHTOB  (CilyKeOHBbIE,
OOBSCHUTEIIbHBIE 3alUCKU U Jp.) HAa UM PYKOBOJIUTENS CTPYKTYPHOTO
nojipa3/ieJIeHusl  MOAMHUCHIBAIOTCS ~ WHHUIMATOPOM  (COCTaBUTENEM),  €CIH
pasperniaemMbie IMPU 3TOM BOIIPOCHI HE BBIXOJST 32 MPEJIEIIbl €r0 KOMIIETEHIIUH.

6.2.4. [longnmuch Ha JOKyMEHTaX COCTOMT U3 TIOJHOTO HaWMEHOBAaHMS
JOJKHOCTH TIOANUCKHIBAIONIETO JIUIA, JHYHONM TOANMUCH M €€ paciu]poBKH
(vauIManel W pamunug) w odopmisieTcss B COOTBETCTBHMH ¢ OOmmMu
TpeOOBaHUAMH K 0(OPMIICHHIO OCHOBHBIX PEKBU3UTOB JOKYMEHTOB (IPHUIIOKEHHE
No 8 x MaCcTpyKIINM).

6.2.5. JIokyMeHTBI, HampaBisieMble B OpraHbl TOCYJapCTBEHHOW BIACTH,
HA UM pykoBoauTenedl cyOnekToB Poccuiickoit demepanuu u 3apyOeKHBIX
rOCy/IapCTB, B BBIIIECTOSIINE OPTraHU3AIMKN TOMUCHIBAIOTCS TOJBKO PEKTOPOM
(mupexropoM (pusirana) Wiv JUIOM, UCTIONHSIONIUM €ro 00s13aHHOCTH.

6.2.6. Benenue mnepenucku ¢ APYTHUMH IOPUIWYECKUMH W (PU3MUECKUMU
muuamu oT umeHu PIYICHU ocyiiecTBisieT peKTop U ApYyrue AOJKHOCTHBIE JIMLIA
B COOTBETCTBHUH C MPEJOCTABICHHBIMU UM ITOJITHOMOYHSIMH.

[Ipu otcyrcTBUM pektopa (maupekrtopa ¢unuana) (OTHYCK, OOJE3Hb,
KOMaH/JMPOBKA) JTOKYMEHT IMOJINUCHIBAET JHIIO, MCIOJHSIIOMIEEe ero 00sI3aHHOCTH
cornacHo nzganHomy B PIICH nokymenty. [lpu noanucannm n1oKyMeHTa JULOM,
UCTIOJHSIOMINM 00S3aHHOCTH PYKOBOJIUTEN S, TOAIUCH 0GOPMIISIETCS € YKa3aHHEM
cTaTyca JOJPKHOCTHOTO JIMIA B COOTBETCTBUU C IMPHUKA30M U Jajlee — WHULUAIIBI
U (QamMuiIns JOJDKHOCTHOTO JHIA, (aKTUYECKH TMOAMMCHIBAIOLIETO JIOKYMEHT.
Hanpumep:

Bpuo pexropa N.O.®amunus

6.2.7. [lpy monmucaHum JTOKYMEHTOB PAOOTHUKOM, HCITOJHSIONINM
MOJIHOMOYHUSA U OOS3aHHOCTU JIPYTOro BPEMEHHO OTCYTCTBYIOUIEIOo pPaOOTHHKA,
B IMOAMNUCU YKa3biBaeTcs (hakTUUecKass MOKHOCTh JIMIA, MOAMUCHIBAIOIIETO
JOKYMEHT, €r0 MHUIUAJIbI U (paMUITUS.



16

He nonyckaercs mnoAMUCHIBATH JOKYMEHThI C MPEUIOTOM  «3a» WJIHU
MPOCTaBJIEHUEM KOCOM YepThI epe]] HAMMEHOBAHUEM JOJIKHOCTH.

6.2.8. [lognuce mpocTaBisieTCss PYYKOM C MACTOM, YEpHWIAMH YEpPHOrO,
CUHET0 WM (pUOJIETOBOrO I[BETA.

6.2.9. OTBETCTBEHHOCTh 3a COJEpkKAHUE TMOINUCAHHOTO JIOKYMEHTa HECET
MTOANMCHIBAOIIEE JIUILIO.

6.2.10. JIOKyMEHT MOJNMUCHIBAETCA JBYMs WM Oojiee JIMIAMH, €CIU
3a colepKaHHe JOKYMEHTa HECYT OTBETCTBEHHOCTh HECKOJIBKO pPaOOTHUKOB
(IOKYMEHTBI, = MOATOTOBJIEHHbIE  HECKOJbKMMHU  TOAPA3ACICHUSIMH WU
opraHu3auusMu, pabouei rpynmnoi, KoMuccuei).

6.2.11. [TonnuceiBaeTcs, Kak MPaBWIO, OJWH JK3EMIUISIP JOKYMEHTA.
CoBMECTHBIN JOKYMEHT MOJIUCHIBAETCS B KOJIUYECTBE, COOTBETCTBYIOIIEM
KOJIMYECTBY OpraHU3alluid, CO3/JaBIINX TOKYMEHT.

[Ipy HanmpaBiieHHH JOKyMEHTa (B T.4. NHCbMa) HECKOJBKHM ajpecaram
(He Ooyiee YETHIPEX) TMOAMMUCHIBACTCS KaXAbIH OTIPABISEMBIN  SK3EMIUISP
JIOKYMEHTA.

6.2.12. I[Ipuy  HeoOXOAMMOCTM  HA  TOJNUCAHHBIE  JOKYMEHTHI
NPOCTABJISIETCS OTTUCK Ie4YaTH ¢ BocrpousBereHueM [ocyaapcTBeHHoro repba
Poccuiickoii deneparuu (repboBast nevats) (mpuioxenue No 9 K MHCTPYKIUH),
ortuck nedatn PITUCH (s 1okymMeHTOB) OO OTTHCK IITammna CTPYKTYpPHOTO
[OIpa3eIcHUs.

6.2.13. IledatTp Ha JOKYMEHTE MPOCTABISIETCS B COOTBETCTBUH
¢ O6muMu TpeOOBaHUSAMHU K O(QOPMIIEHHIO OCHOBHBIX PEKBU3UTOB JOKYMEHTOB
(mpunoxenue Ne 8 k UHCTpyKIum).

6.3. PaccmoTpeHue 10KYMEHTOB

6.3.1. PaccMoTpeHnio TO/IeKAT JIOKYMEHTBI, TpeOyIOUe MPUHITHUS
pEIICHHS] pYKOBOAUTENIEM, B COOTBETCTBUU C YCTAHOBICHHBIMH MOJTHOMOYHUSIMHU.

6.3.2. [lomyyaemble JOKYMEHTBHl W3 OpPraHOB TOCYAapCTBEHHOW BJIACTH
paccMaTpHUBAIOTCSA PEKTOPOM (aApecoBaHHbIE B (hUTHAT — TUPEKTOPOM (uuaia).

6.3.3. Cpok paccMOTpeHusi JOKyMEHTa COCTaBisieT 2 pabdouyux JHS
C MOMEHTa TOJy4YeHHUs JOKYMEHTa, €CIIi HHOE€ HE YCTaHOBIEHO B TEKCTE
noKymMeHTa Ja1u00 jokanbHbIMU akTamMu PITUCH. Ecnu nis npuHATUSA pelieHus mno
JIOKYMEHTY HE0OXOJMMO TMOJYyYeHUE AOMOJHUTEIbHON WHGOpPMAINK, CBEICHHMA
Y KOHCYJIbTaIlUN, CPOK PACCMOTPEHHSI MOKET OBITh yBeIH4eH 10 10 gHEei.

6.3.4. PesynpraToM paccMOTpeHUs SBISETCS pe3ontonus. Pe3omrorus
JI0JKHA COJIEpXKaTh YKA3aHHWE 10 WCTOJHEHUIO JTOKyMeHTa. Hammume pesosmonuu
00s13aTeIBHO.

6.3.5. Ecnmu moxymeHT TpeOyeT WCIONHEHUS, B PE30JIONUN YKa3bIBAIOTCS
dbaMuIus ¥ MHUNHAATB UCTIONMHHUTENS (MCIOIHUTENEH), COAepKAaHUE TOpyUEHUS
M0 WCTIOJTHEHHIO JIOKYMEHTA, CPOK WCIOJHEHHs (IPH HEOOXOJAMMOCTH), TMOJITUCH
U J1aTa Pe30JTIOIUH.

Cpox uCHoSTHEHUs MOPYYCHHUS HE YKa3bIBAeTCS, €CIM OH HA3BaH B TEKCTE
MOCTYITMBIIIETO TOKYMEHTa ¥ PYKOBOJUTEIh HE CUMTACT HEOOXOIUMBIM U3MECHHTH
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€ro B CTOPOHY COKpAIlleHHs WM SABJISETCS THUIOBBIM JJIi JAHHOTO BHJA
JTOKYMEHTA.

6.3.6. [l[py  HanTUUuUM  HECKOJIBKUX  HUCIIOJTHUTEIEH  OTBETCTBEHHBIM
32 UCIOJHEHUE CUUTAETCS MCIOJHUTENb, YKa3aHHBIA MEPBBIM B PE30JIIOLUH, WIH
00O3HAYEHHBII B PE30JIOLUU KaK  OTBETCTBEHHBI  HCIIOJHUTEIb
(«OTBETCTBEHHBIN» WA OTB.»).

B CHAOY npu paccMOTpeHHH CIY)KEOHBIX 3alUCOK U IMOJydaeMbIX
JOKYMEHTOB, TPEOYIOIIUX HCIOJHEHHUS, YKa3aHUE OTBETCTBEHHOTO HCIIOJHUTEIS
ABIIAETCSA 0053aTEIBHBIM.

6.3.7. DOopMyIHPOBKH PE3OJIOLMH JIOJDKHBI YETKO OMNpeAesiTh CYTh
NOpPYYEHHUS, CPOK UCTIOJIHEHUS U (POPMY MPECTABICHUS pPe3yJIbTaTa UCIIOTHEHUS.

6.3.8. Eciii mokyMeHT mocTynui Jyisi CBEJIEHUSI U HEe TpeOyeT MCIIOIIHEHMS,
PE30IIONUST MOXKET HE COAEp>KaTh CPOK MCHOJHEHUS U (paMUIMH UCHOJHUTES,
IPU 3TOM TEKCT PE30JIIOIMU MOXET ObITh cieayromuM: «B gemnoy, «K cBeaeHuro»
u JIp.

6.3.9. [Ipu paccMoTpeHUH BXOIAIIUX JOKYMEHTOB PEKTOP U PYKOBOJMTEIH,
KOTOPBIM aJIpECOBaH BXOJSIIHUNA JTOKYMEHT, B COOTBETCTBHM C YCTAaHOBJICHHBIMHU
NOJHOMOYHUSIMM ~ TakXKe  MPUHHUMAIOT  pemieHue 00 UX  pa3MelieHUH
Ha KopriopatuBHOM nopTaie (caiite) PTUCH.

6.3.10. JokymenTtsl, paccMoTpeHHsle B COJl, He  TpeOyroT
OyOnupoBaHUS PE30JIONMM HAa JOKYMEHTaxX B OyMa)XHOM BHJE, €CIM HHOE
HE MPeTyCMOTPEHO JIoKanbHbIMU akTamu PTTICHL.

6.4. YTBep:kaeHNEe JOKYMEHTOB

6.4.1. lokyMeHTBI YTBEPKIAIOTCA PYKOBOJIUTENEM, perieHuemM
KOJUIETHAIBHOTO OpTaHa WM MPUKa30M B COOTBETCTBUU ¢ mpuioxkeHueM Ne 10
Kk Hacrosimer Muctpykuuu. OTAenbHbIe BUIIBI JOKYMEHTOB (HEKOTOPBIE MEPEYHH,
CIIUCKH U T.II.) MOTYT YTBEPKJATHCS MHBIMU YIIOJTHOMOYEHHBIMH JIUIIAMHU.

6.4.2. JlIokyMeHTBI, YTBEpKIaeMble MyTeM U3JIaHUs NIPUKa3a WIK PEIICHUEM
KOJUIETHAIBHOTO OpTaHa, SABIISIOTCS MPUIOKEHUEM K MIPUKA3Y WM MPOTOKOIY.

6.4.3. Ha ytBepxxmaemoMm noKymMeHTE OGOpMIISIeTCsl TpHU] YTBEPKICHUS
B COOTBETCTBUU ¢ OOIMMHU TpeOOBaHUAMH K 0()OPMIICHUIO OCHOBHBIX PEKBU3UTOB
nokymeHToB (mpuniokerre Ne 8 x Mnctpykuuwm). 'pud yrBepxkmeHus mpumaet
JOKYMEHTY HOPMaTHUBHBINA XapaKTep.

6.4.4. [Ipu yTBep>KICHUHU JOKYMEHTA HECKOJIBKUMU JOJIKHOCTHBIMU JTUIIAMHU
WX TOIICH PACTIONATal0TCs Ha OJJHOM YPOBHE.

6.4.5. YTBepxkmaroTcs TpaBWia, TOJOXKCHHs, WHCTPYKIIMH, PETJIAMEHTHI,
HEKOTOpPhIE BHUIBI AaKTOB, IUIAHBI, TMPOTPAMMBI H JpPyrue JOKYMEHTHI,
YCTaHABIMBAIONIAE HOPMBI W/WJIM PACCUNTAHHBIC HA JJIUTEIHHOE MPUMEHEHUE
(mpunoxxenue Ne 9 k MHCTpyKIUM).

7. OPT'AHU3BAIIUSA PABOTbI
NCHOJIHUTEJIA C JOKYMEHTAMHU

7.1. VcnonHutenb TOJNy4YaeT JIOKYMEHTbl Ha HCIOJIHEHUWE B JEHb
UX pacCMOTPEHUs] WM Ha CIeAyIuid paboyuil JeHb B COOTBETCTBUU
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C PpEe30JIOUMSIMH PYKOBOACTBA M PYKOBOAMUTENA moAapaszaeneHusd. CpodHble
JOKYMEHTBI IEPEIAt0TCSI UCIIOTHUTENI0 HE3aMEeIJTUTENbHO.

7.2. ]JIOKyMEHTBI, TIOCTYMalOIME€ B CTPYKTYpHOE TMOApa3jcicHUe
C PE30JIIOLUSIMHU PYKOBOJCTBA, MEPENAIOTCS PYKOBOJIUTENIO NoapasneneHus. Eciu
JIOKYMEHT, MOCTYNUBIINA Ha UCIIOJHEHUE B MOJpa3/ieieHrue, HE UMEET OTHOIICHUS
K KOMIETEHIIMU TOJpa3Ae/ICHUs], pyKOBOAUTEIb MOJpa3/IeieHUs] B TOT € JICHb
WIM Ha cieayoumi padounii aeHs Bo3Bpamaer ero B O]l (ynmolHOMOYEHHOE
nojapaszeneHue (¢uiauana) JUis peuieHus Bompoca O MEepeHanpaBlIEHUHd €ro
Ha UCIOJIHEHUE B IPYroe nojapasaeieHue (Apyromy UCHOIHUTEINIO).

7.3. VcnonHeHue JOKyMEHTa MPEeayCcMaTPUBACT:

—cOop 1 aHaJIU3 HEOOXOUMOM HH(pOpPMaLINH;

—IOJICOTOBKY MPOEKTA JOKYMEHTA U €ro 0(hOpMIICHHUE;

— COTJIacOBaHME MPOEKTA JOKYMEHTA C 3aMHTEPECOBAHHBIMU JIUIIAMU;

— 10pa0OTKy MpOEKTa JOKYMEHTa IO 3aMEUaHUsSM, IOJYyYEeHHBIM B XOe
COTJIaCOBAaHMS U, MPU HEOOXOIUMOCTH — TOBTOPHOE COTJIACOBAHUE;

—TIOJITOTOBKY CHUCKa (yKasaTessl) pacChUIKM JIOKYMEHTA, €CIU JTOKYMEHT
aJipecoBaH IpyImIe opraHu3alui;

—TpeACTaBICHNE TPOCKTAa JOKyMEHTa Ha TOANKHCh (yTBEpXKIACHUE)
PYKOBOJICTBY;

—TOJITOTOBKY JOKYMEHTa K OTHpaBKe W Tepenady JAOKyMeHTa (KOIUu
JIOKYMEHTa) B JI€J10.

7.4. llpu HanpaBI€HUH JIOKYMEHTAa  HECKOJBKAM  HMCIOJHHUTEISIM
OTBETCTBEHHBIM 3a IMOATOTOBKY IIPOEKTa JOKYMEHTa SBISIETCS HWCIOJHUTED,
yKa3aHHBIA B PE30JIIOIUMU TIEPBBIM MM OOO3HAYEHHBI B PE30JIOUMHU Kak
OTBETCTBEHHBIN UCTIOJIHUTEIIb.

7.5. OTBETCTBEHHBIM WCIOJHUTEIb HMMEET IMPAaBO JlaBaTh MOPYYECHUS
OCTaJbHBIM HCIIOJTHUTENSIM, MPOBOJAUTH paboyue COBEHIaHUS IJsi BBIPAOOTKH
COBMECTHOI'O pelleHusi. Bce UCMONHUTENM B PaBHOM CTENEHU OTBETCTBEHHBI
3a CBOEBPEMEHHOE M KAUYECTBEHHOE HCIOJHEHHE MOPYYEHUS M NPEACTaBICHUE
OTBETCTBEHHOMY HCIIOJIHUTENII0 B YCTAHOBJIEHHBIE HMM CPOKH HEOOXOIUMBIX
MarepuanoB (IPOEKTOB JOKYMEHTOB, CIIPABOK).

7.6. Hcnomnutenu HE WMEIOT TpaBa MPEACTABIATh MPOSKTHl JTOKYMEHTOB
PYKOBOJUTENIO, JABIIEMY MOPYUYEHHUE, MUHYSI OTBETCTBEHHOTO UCTIOJTHUTEIIS.

7.7. B ciyyae OTCYTCTBUSI MCHOJIHHUTENS (KOMAaHAUPOBKA, OTIIYCK,
00JIe3Hb) JOKYMEHT MO YKAa3aHUIO PYKOBOAMTENS MOAPA3NEICHUS HCIOIHUTEIS
nepenaeTcs APYroMy UCIOJHHUTENO ¢ 00s3aTeNbHBIM COOOIIEHHUEM ero (paMuiuu
JIEJIONPOU3BOIUTENIO TOAPA3IAEICHUS I BHECEHUSI U3MEHEHHUI B AJIEKTPOHHYIO
peructpanmonnyto kaptouky (OPK) nokymenta B CO/I.

7.8. Ilpm yBONBHEHWM WU TEpPEXO/e Ha JPYrol ydacToK paboThI
pabOTHUK 00s3aH claTh JOKYMEHTHI U JieJla PYKOBOAMUTENIO MOAPA3ACICHUS WIH
[0 €ro yKa3aHWI0 BHOBb HAa3HAYEHHOMY paOOTHUKY MO aKTy IMpueMa-nepeaadu
coriiacHo npuiokeHnto Ne 1 k MHCTpyKuHuM, B KOTOPOM YKa3bIBAIOTCS BUABI A€
(3aroJIOBKM Jied) MU HUX KOJHWYECTBO M KOTOPBIM MOJANMHMCHIBAETCA PAOOTHUKOM,
MepeaBlIuM TOKYMEHTbI, U paO0OTHUKOM, MPUHSBIIUM JOKYMEHTHI. CBEIEHUS O
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HOBOM JIEJIONPOU3BOJIUTENE MOJpa3AeieHUs] He3aMeaIuTeNnbHo nepeaatorcs B O]
(YNOTHOMOYEHHOE TMOoJIpa3/iesieHne Ppuianana) pyKoBOJUTEIEM COOTBETCTBYIOIIETO
MO/Ipa3/IeNCHUs.

7.9. Pe3ynpTaToM HCHOJHEHUS JIOKYMEHTa SBISETCA MPOEKT JOKYMEHTA,
MOATOTOBJICHHBIN UCTIOTHUTEIIEM.

[Ipoext mOKymMeHTa €O BCEMH HEOOXOAUMBIMU  MPWIOKEHUSIMHU,
HareyaTaHHbli 1 0)OPMIICHHBIM B COOTBETCTBUU C MpPAaBUJIAMHU, YCTAHOBJICHHBIMU
HacToslmen MHCTpyKIMer, UCIOJHUTENb COTJIACOBBIBAET C 3aMHTEPECOBAHHBIMU
MoApa3eCHUMH 1 JIMIIAMU U, TPU HEOOXOAUMOCTH, C APYTUMHU OpraHU3aIusIMHU.

Jlnst oTnpaBKU JOKYMEHTOB, HE MMEIOIIUX aJPECHOM YacTH, COCTaBIISACTCS
COMPOBOJUTEILHOE MUCHMO.

Ha nokymenTt, pacceiiaeMbiii 0ojiee yeM B 4YeThIpe ajapeca, HUCIOTHUTEh
TOTOBUT CIMCOK PACCHUIKH, OMpEAeisieT KOJIUYECTBO JK3EMIUISIPOB JOKYMEHTA
U TOCJIe perucTpanuu 00ecreyuBaeT M3TOTOBJICHUE HEOOXOIMMOIr0 KOJHUYECTBa
KOIUU.

7.10. WcnonHuTeNnb (OTBETCTBEHHBIM WCIIOJTHUTEJD) OpraHu3yeT
corjlacoBaHHe (BU3MPOBAHKE) MPOEKTA JIOKYMEHTa CO BCEMU 3aMHTEPECOBAHHBIMU
JUIIAMH U TIPOBOJIUT JOPaOOTKY MPOEKTA IO 3aMEYaHUsIM B COOTBETCTBHH C TI. 6.1
HacTosimen MHCTpyKunu.

7.11. Tlocne nopabGOTKM W TMOBTOPHOTO BH3UPOBAHHS (COTJIACOBAHUS)
OPOEKT JOKyMEHTa Imepenaercs Ha noxanucanue (yrBepxknaenue). J[o
Npe/ICTaBlIeHUs] HA MONUCH UCTIOJIHUTEIh MPOBEPSET MPABUIBHOCTh 0OPMIICHUS
JIOKYMEHTA, MPaBWJIBHOCTh OGOpMIICHHUS ajJpecara, HajJudyue HEOOXOIUMBIX BH3,
NPWIOKEHUM, TpH HEOOXOIUMOCTH — CIPABOK, TMOSCHUTEIbHBIX 3aIUCOK,
Pa3bICHAIOIIMNX COJEpKAHUE IMOATOTOBICHHBIX JOKYMEHTOB, JIUCTA (yKa3aTess)
PACCBUIKH.

7.12. TloanucaHHbI AOKYMEHT HWCIIOJHUTENb TEpeNaeT Mg PEeTUCTPAIiH
¥ OTIIPaBKH W/WIIK BKIIOYCHUS B JEIIO.

B cooTBeTcTBMH ¢ HOMEHKIATYypOM J€1 UCHOJHHUTENb ONPENEISAET MHIEKC
7iena, B KOTOpOe JOJKEH ObITh BKIIOUEH JOKYMEHT.

7.13. B xome wucCnoimHeHWs JOKYMEHTa WCIIOJHUTEIbh WMEET TPaBO
npeiaratb U3MEHEHHUE CPOKa HUCIIOJIHEHHUS, €CIIM OTCYTCTBYIOT pEajbHbIE YCIOBUS
WCTIOJIHEHUS IOKYMEHTA (MOpYYEHHUS).

7.14. Vcnonuuten, HE HWMEET TMpaBa  pasrjamarh  COAepKaHUe
MOCTYMUBIINX K HEMY JOKYMEHTOB M TIOJITOTOBJICHHBIX IMPOEKTOB CIY>KEOHBIX
JOKYMEHTOB, C HHUMH MOTYT OBITh O3HAKOMJIEHbl TOJIBKO JIHIA, HMEIOIINE
OTHOIIEHUE K UX UCTIOJIHEHHUIO.

8. PEI'HCTPALUA JIOKYMEHTOB

8.1. Perucrpammss  gOKymMeHTa — 3TO  TNPUCBOCHUE  JOKYMEHTY
PETHCTPAITMOHHOTO HOMEpa W 3alUCh B YCTAaHOBJICHHOM TMIOPSAKE CBEICHUN
0 TOKyMeHTe, puKcupyromias GakT ero Co3aaHus, OTIPABICHHS WIIN MOTYICHUS.

8.2. JlokyMEeHT TOMJIEKUT peructpanuu onauH pa3. [lpu mepenade
3aperUCTPUPOBAHHOTO JOKYMEHTA W3 OJJHOTO CTPYKTYPHOTO TMOApa3IeleHuUs
B IPYro€ JOKYMEHT TIOBTOPHO HE PETHCTPUPYETCH.
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8.3. Perucrpanmmu mnojiexar Bce JOKYMEHTBI, TpeOyrolue yyera,
WCIIOJIHEHUS U UCTIONb30BAaHUS B CIIPABOYHBIX LIEJISIX.

8.4. JIOKyMEHTBI PErHCTPUPYIOTCS HE3aBUCUMO OT CIOCO0a MX JIOCTaBKH,
nepeIavn Wik CO3/1aHHus.

8.5. IlentpanuzoBanHo B O]l B 00513aT€IbHOM MOPSJIKE PETUCTPUPYIOTCS :

- NOCTYyNAIOIIME JTOKYMEHTBI, 32 HCKIIOYEHHUEM HEPEerucTpupyeMbIxX
JOKYMEHTOB, IEPEYEHb KOTOPBIX NPEAYCMOTpeH JokainbHbiMu aktamu PI'MCH,
perjiaMeHTUPYIOIIMMH HOPSAJ0K padOThl ¢ BXOAAIIUMU JOKYMEHTaMU;

— BHYTPEHHHUE JIOKYMEHTBI: TpHKa3bl (3a HUCKIIOYEHUEM IPHUKA30B
[0 TUYHOMY COCTaBY PabOTHUKOB), JOBEPEHHOCTH;

- OTIpaBJIsiEMbIE JJOKYMEHTBI: OTIpPABIISIEMble MUCbMa, OPOpPMIICHHBIC
Ha Oankax PI'UCH.

8.6. [oxymentsl ¢unmana, ykazaHHble B 1. 8.5 HWHcTpykuuu,
PETHCTPUPYIOTCS B YIIOTHOMOYEHHOM MOpa3eieHuu Qpuinana.

8.7. Tloctynaromniye TOKYMEHTBI pETUCTPUPYIOTCS B JICHb UX MOCTYIJICHUS
WIM Ha CIEAYIOIHMK pabounii JIeHb MpU MOCTYIUIEHUH JOKyMeHTta mocie 17:30,
710 PACCMOTPEHHUS COOTBETCTBYIOIIMMHU JTOTKHOCTHBIMU JIMIIAMH.

OtnpasisieMble JOKYMEHTBl M BHYTPEHHHE JTOKYMEHTBl PETUCTPHUPYIOTCS
B JICHb X MOANKUCAHUS (YTBEPKACHMS ) UM HA CIEAYIOIUN pabounii 1eHb.

JIist TOKYMEHTOB, (DUKCUPYIOIIUX PEIICHUs], IPUHUMAEMble KOJUIETUATbHBIM
opraHom (ITPOTOKOJ, aKT U JIp.), JATOU SIBJISIETCS 1aTa MPUHSATHUS PEILICHHUS.

8.8. Kommm Bxoasmmux JTOKYMEHTOB (OTCKaHUPOBAHHBIE DSJIEKTPOHHBIC
o0pa3bl JOKyMEHTOB), TOCTYNUBIIHME uYepe3 (PaKCUMHIIBHYIO CBSI3b WJIU
KOPIOPAaTHUBHYIO  3JEKTPOHHYIO  IOYTY, [PUHHUMAIOTCA K  pErucTpauuu
U paccMaTpuBalOTCS Kak O(HUIMaNbHBIA JOKYMEHT TpPH HAJUYHH CIEAYIOIMIHNX
PEKBHU3UTORB: JaTa, UCXOASIIUNA HOMED, MOAMUCH U pacindpoBKa MOAMHCH.

8.9. JloKyMeHTBI PErHCTPUPYIOTCS MO BHUAAM JIOKYMEHTOB B Tpenenax
KaJICHJIapHOTO I0/1a B COOTBETCTBUU C HOMEHKJIATYpOU JeIl.

8.10. Peructpamuss u y4yeT JOKYMEHTOB TIPOM3BOJIUTCS B IKypHaJe
peructpaiuu (KHMre ydeTra) IOKYMEHTOB. Jlomyckaercsi BEIEHHE KYypHAJIOB
peructpanuu (KHUT ydeTa) Kak B OyMa)KHOM, TaK U B DJIIEKTPOHHOM BHJE, €CIU
WHOE HE NPEIyCMOTPEHO 3aKOHOJATeNbCTBOM Poccuiickoinn Penepauuu WIH
nokanbHbIMU akTamMu PITICH.

8.11. JIokyMeHTBhI, JBIKCHHE KOTOpPHIX TmpeaycmorpeHo B CDJ,
peructpupyrorcss B COJI, mpu 5TOM Ha HEKOTOPbIX BHIAX JOKYMEHTOB
PErUCTPAIIMOHHBIN HOMED U JaTa MPOCTABIISIIOTCA U HA OYMa)KHBIX HOCUTENSX.

8.12. Tlopsaok perucrpaiui J0KyMEHTOB M MPUCBOCHHUE PETUCTPAIIMOHHBIX
HOMEPOB MOXET ObITh MPEAyCMOTPEH HHBIMHM JIOKaJIbHbIMM akTamu PI'TICU
¢ cobroieHueM TpedoBaHuid HacTodAer MHCTpyKuu.

9. PACCBUIKA U OTHIPABKA TJOKYMEHTOB

9.1. Paccblika 10KyMEHTOB
9.1.1. lIokyMeHTBI MOJIeKAT OTIPABKE W PACCHUIKE HA O3HAKOMJICHHE WIIH
JUISL UCIIOJIHEHUSI TIOCJ€ TMOJMHUCAHUSI W PErucTpanuu Jubo B COOTBETCTBUU
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C pe3oyIronuell PYKOBOAMTENS B JI€Hb HX PACCMOTPEHHUS WIM Ha CIEAYIOLIAN
pabouuii  JEHb. CpouHble  JOKYMEHTBl  NEPENANOTCA  HCIOIHUTEIIO
HE3aMEJIUTENBHO.

9.1.2. JIokyMeHTBI, ABUXEHHUE KOTOPHIX mpenycMmorpeHo B COJI, mocne
peructpanuu MO0 MOCIe PACCMOTPEHHUS PACCHUIAIOTCS HA O3HAKOMIICHHE U JUIS
ucnonHeHus no CO/] coriacHo JUCTy pacChUIKH.

JIMCT pacchUIKM TOTOBUT MHUIIUATOP (MCIOJHUTEND) TIOKYMEHTA.

be3 nmcra pacchulkM  JOBEAEHHWE JOKYMEHTOB JIO HCIOJHUTENEH
HE OCYILECTBIISIETCSL.

B COJI B nucT pacchbUlKM MPUKA30B U UCXOIALIUMX MUCEM B 0053aT€ILHOM
NOPSIIKE aBTOMATHYECKU BKJIIOYAETCSI MHULIUATOP JOKYMEHTA.

B C3OJl nomyckaercs npumeHeHUE (YHKIMHM JOTOJHUTEIBHOW PaCCBUIKH
JMLAMH, BKJIFOUEHHBIMU B OCHOBHOM JINCT PACCBUIKH JOKYMEHTA.

9.1.3. O6s3aTenbHas pacchliKa Pa3IUYHbIX BUJIOB JJOKYMEHTOB MOXKET OBITh
npeaycMoTpeHa JiokanbHbIMM akTamu PI'MICH, pernaMeHTHpPYIOIIMMHU MOPSAOK
paboTHI C HUMH.

9.1.4. lomyckaetrcst ~ pacchlUika  JOKYMEHTOB IO  KOPHOPATUBHOMU
BJIEKTPOHHOM TTOYTE.

Jlomyckaercs 03HAaKOMJIEHHE C JOKYMEHTaMH, COJEPKAIMMU UH(POpMAIIHIO,
HEOOXOIMMYIO JIJIsl HCTIOJIb30BaHusl B pabote Bcemu padotnukamu PI'UCH, mytem
pa3MeleHuss Ha KopropaTuBHoM noptane (caitite) PITUCH.

B otnenpHbIX ciiyyasix, MpeayCMOTPEHHBIX 3aKOHOAATENBCTBOM Poccuiickoi
Oeneparun win  JokaibHbIME  akTaMu PITMICH, o3nakomieHune pabOTHHKOB
C JOKYMEHTaMHU IMPOU3BOAUTCS MO MOJANHKCH.

9.1.5. OTBETCTBEHHOCTh 3a PACCBHUIKY JOKYMEHTOB U O3HAKOMJICHUE
C IOKyMEHTaMu pa0OTHHUKOB CTPYKTYPHBIX MOAPA3/ICICHUNA HECET PYKOBOJIUTEIH
NOApa3AeeHUs, MOTYYUBIINNA TOKYMEHT JJI1 O3HAKOMJICHHS WJIM UCTIOJIHEHHSL.

9.2. JocTyn K 10KyMeHTaM

9.2.1. IlpaBo moctyma KO BCeM JOKYMEHTaM HMeeT pekTtop. PaGoTHukam
PTUCH mnpaBo poctynma K JIOKYMEHTaM TMPEIOCTaBIsAECTCS B COOTBETCTBUH
C TOJOXKEHUSMH O CTPYKTYPHBIX TIOJpa3JeJCHUsX, JOKAIbHBIMU aKTaMH,
pactiopsautenbHbiMu - gokymeHtaMu PIMCHU  u  cormacHo — pe3ononusim
Ha JOKYMEHTaXx.

9.2.2.IlpaBa nmoctyma k ngokymeHtaMm B C3Jl  ycTaHaBIMBarOTCS
B COOTBETCTBHUU C )KM3HEHHBIM IIMKJIOM IOKYMEHTA.

9.2.3. JlomomHUTENbHBIE MpaBa JOCTyNa K JOKYMEHTaM TPEIOCTABISIIOTCS
PEKTOPOM MO0 PYKOBOJIUTEIEM, KOTOPOMY MPEIOCTABIEHBI IAHHBIE TIOTHOMOYHSI.

9.3. OrnpaBka J0KYMEHTOB

9.3.1. OTtmpaBke MmoAJIe)kaT UCXOMSIIHNE JOKyMEHThl. OTIpaBKa TOKYMEHTOB
MOXeT ObITh opranu3oBaHa kak O/, Tak U UHUOHUATOPOM JOKYMEHTa
CaMOCTOSITEILHO C 00sI3aTeNIbHBIM  MpeJBapuTesibHbIM  omnoBemeHueM O/,
OtmpaBka JOKYMEHTOB TIOCPEICTBOM 3JIEKTPOHHOW TMOYTHI OCYIIECTBISIETCS
MHULIMATOPOM CaMOCTOSITENIbHO. JJIsi OTHPAaBKU UCIOIB3YETCSl HCKIIOUUTEIBHO
KOPIIOPATUBHASI 3JICKTPOHHAS MOYTA.
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9.3.2. OtpaBKa JOKYMEHTOB (puriinana OCYHIECTBISETCS YHOJHOMOUYEHHbBIM
nojpaszieseHueM (uiauana.

9.3.3. I oTnpaBKU JAOKYMEHTOB, HE HWMEIONIUX aJpPECHOM 4YacTw,
COCTaBIIIETCA CONPOBOAUTENbHOE MNUCBMO. OdopmileHHEe CONMPOBOAUTEIBHOIO
IMCbMa  OCYIIECTBJISETCS ~ COMNIACHO  HopMmaTuBHBIM  akram  PI'MCH,
PErJIaMEHTUPYIOIIMM CO3/IaHUE UCXOIAIIUX TOKYMEHTOB.

9.3.4. JlokyMeHTBl MOJJIEKAT OTNpPAaBKE B JEHb HUX pPETrUCTpaluu WU
Ha chefyomuii padounii aeHb. bornee mo3aHss OTHpaBKa KOPPECHOHACHIIMU
COTJIaCOBBIBAETCS B KaXJIOM OTAEIBHOM CIydyae € HMHHUIMATOPOM JIOKYMEHTA.
CpouHas KOppecHOHIEHIIMs OTIPABIIAETCS B IEPBYIO OUYEPEIb.

9.3.5. OTnpaBka OCYIIECTBISCTCS CIACAYIOIIUMHU CIIOCO0AMH:

—TI0YTOBAsI CBA3H;

— (pakCUMUITbHAS CBS3b;

—3JIEKTPOHHAs [10YTa;

—CcaMOCTOsITeIbHAs OTIPABKA;

—-COU;

— KypbepcKasi 10CTaBKa.

9.3.6. Pemmenne o cnocobe JOCTaBKM JOKyMEHTa ajapecaraM, a Takke
0 HEOOXOIMMOCTH JIOCBUIKM aJpecary IMOJIMHHUKA JTOKyMEHTa Ha OyMa)KHOM
HOCHUTEJIE B ClIy4ae OTIpPaBKU JOKYMEHTa Mo (akcuMuibHON cBsizu, COJ] mnm
AJIIEKTPOHHOM MOYTE MPUHUMAET UHUIIMATOP JOKYMEHTA U €r0 PyKOBOJIUTEb.

9.3.7. OtmpaBKa JTOKYMEHTOB M MaTe€pUaJOB, COJEPKALIUX CIYKEOHYIO
UHPOPMAIIMIO  OTPAHUYEHHOTO  PACHpOCTpPaHEHHs, C  HCIOJIb30BAaHUEM
(akCUMMIIBHOM CBSA3U U DJIEKTPOHHOM MOYTHI HE pa3peliaeTcs.

9.3.8. Ilpy camocCTOsITeTLHONH OTIpaBKE JOKYMEHTOB OTBETCTBEHHOCTH
3a IOCTaBKY HECET MHUIIMATOP JOKYMEHTOB.

10. CPOKHM U KOHTPOJIb UCITIOJIHEHUA JOKYMEHTOB

10.1. KoHTpoap UCTIOJHEHUS JOKYMEHTOB (ITOPYYCHHI) BEETCS B IEIAX UX
CBOEBPEMEHHOT'0 U KQUECTBEHHOI'O UCTIOJHEHMUSI.

10.2. KoHTpo:ro moajexar Bce MOCTyHalonue Ha UMs peKTopa (IupexTopa
¢unmana) u B aapec PIMICU 3apeructpupoBaHHBIE JOKYMEHTHI, TpeOyIOIIne
WCIIOJHEHUS U MOJTOTOBKU OTBETA.

10.3. Koutpons ucnonuenus nokymeHToB PIICH ocymectBnsiercs:

- PYKOBOAUTENEM WM HHBIM YIOJIHOMOYEHHBIM JIOJXKHOCTHBIM JIUIIOM —
WCIIOJHEHHUS IOKYMEHTOB (MOPY4YEeHUI) IO CYIIECTBY;

- O/l (yrmotHOMOYEHHBIM TIOIpa3/ieiieHueM (prinana) U OTBETCTBEHHBIMH 3a
JIEJIONPOU3BOJICTBO B CTPYKTYPHBIX NOAPA3JAEICHUAX — CPOKOB HCIIOJIHEHUS
JIOKYMEHTOB (ITOPYYEHHI).

10.4. KoHTpOIb UCTIONHEHHUS OCYIIECTBIISCTCS B CICTYIOIIEM MOPSJIKE:

—IOCTaHOBKA JIOKYMEHTAa Ha KOHTPOJIb;

—IIpeABapUTEIbHAS MPOBEPKA U PETYIHPOBAHUE X014 UCTIOTHEHUS;

— CHATHE IOKYMEHTA C KOHTPOJIA (IOCTIE UCIIOTHEHUS IOKYMEHTA);

—yuet, 000011IeHre U aHAIU3 PE3YyIbTaTOB KOHTPOJISI UCIIOTHEHUS;
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—uH(pOPMUpPOBAHHE PYKOBOAUTEISI O XOJ€ MCIOJHEHUS JOKYMEHTOB
(mopy4eHuit) U COCTOSIHUU UCTIOTHUTENCKON JUCIUTIIIUHEI.

10.5. Cpoxu ucnosiHeHHs TOKYMEHTOB UCUHUCIIAIOTCS B KaJ€HAAPHBIX THAX:

- BHYTPEHHUX JIOKYMEHTOB — C JaThl NOAMNHUCAHUSA (YTBEP>KICHMUS)
JIOKYMEHTA;

— NOCTYMAIOMMX  JIOKYMEHTOB,  MOCTYNHUBIIMX W3  OpPraHoB
rOCYJapCTBEHHOM BJIACTH, OPraHOB MECTHOTO CaMOYMPABJICHUS, MPEANPUITHH,
OpraHu3alui U yupexaeHuil — ¢ aatel ux nocrymienus B PITUCU;

— 10 MUCHMEHHBIM O0paIIeHUsIM TpaxaaH — C AaThl PETUCTPALIH.

10.6. Cpoku HUCIOJIHEHHUS JTOKYMEHTOB YCTaHABIMBAIOTCA JIMOO B TEKCTE
JIOKyMEHTa, JIN0O pernieHueM (pe30olueil) pyKOBOJAUTENS, JTOKATLHBIMU aKTaMH
PTUCH.

10.7. Cpoku WUCHONHEHUS TMOCTYNAIOIIMNX JOKYMEHTOB OIpPEACISIOTCS
UCXOJI U3 CPOKA, YCTAHOBJIEHHOT'O KOPPECIIOHIAEHTOM, HAMPABUBIIUM JOKYMEHT,
WM HOPMATHUBHBIX CPOKOB, MPEAYCMOTPEHHBIX 3aKOHOAATEIHCTBOM Poccuiickoi
Oenepanyu 1 JokaibHbIMU akTamu PITUCH.

10.8. Ecnu cpok WCHOJIHEHUS B JOKYMEHTE WM B PE30JIIOIMU HE YyKa3aH,
JIOKYMEHT TIOJJIS)KUT WCIIOJTHEHUIO B CPOK J10 oaHoro mecsna (30 mHei) ¢ gaTel
pPErucCTpaIiu, TO €CTh 0 COOTBETCTBYIOIIETO YKCIIA CIASAYIOIIETO MecCsIIa.

10.9. JlokyMeHTBl (MOpydYeHHs) TMOJJIe)KAT HWCIOJHECHHUIO B CJEAYIOIIUE
CPOKHU:

- C KOHKPETHOM 1aTOW UCTIOJHEHHUS — B YKa3aHHBIN CPOK;

- 0e3 yka3aHusi KOHKPETHOW JaThl MCIOJHEHHUS, UMEIOIINEe B TEKCTE
NOMETKY «BECbMa CPOYHO», «B BO3MOXXHO KOPOTKHE CPOKH», «B KpaTdaullue
CPOKH» — B TEUEHUE OJHOTO JHSA, «CPOUYHO» — B 3-THEBHBII CPOK; «ONEPATUBHOY» —
B 10-THEBHBIN CPOK; OCTAJIBHBIE — B CPOK HE OoJiee 30 nHei;

- N0 MapJaMEHTCKUM 3ampocaM — HE IMO3JIHee 4eM 4depe3 15 nHeil co
IHS TIOJIYyYEHUS] WM B HWHOM YCTAHOBJICHHBIA COOTBETCTBYIOIIECH MaiaTon
®enepansHoro Cobpanus Poccuiickont denepaliu Cpok;

- no 3anpocam  wieHoB  Cosera  ®enepauuu,  JAENyTaToOB
I'ocynapctBenHoi J{yMbl (AemyTaTCKOMY 3ampocy) — He mo3aHee uem uepe3 30
JHEW CO JHA NOJIyYCHHS WJIM B MHOM COTJIACOBAHHBIA C MHUIMATOPOM 3arpoca
CpOK;

- 0 MEKBEJAOMCTBEHHBIM 3alpocaM O MPEACTABICHUH JOKYMEHTOB
u  (WIM)  TpeAoCTaBiIeHWHM  HMHPOpMAMM B IEIAX  MPEJOCTABICHUS
rOCYJapCTBEHHBIX U MYHUIUIIAJBHBIX YCIYT — 5 pabouux AHEH CcO JTHS MOIyYeHUs
3ampoca, eCiu 3aKOHoJaTesbcTBOM Poccuiickon @Denepanuy He yCTaHOBIIEH UHOM
Cpok; 2 pabouymx AHS — MPU OCYIICCTBICHHH TOCYAApCTBEHHOTO KaJIacTPOBOTO
ydeTa u (WIH) TOCYAapCTBEHHOM PETUCTPALUU MTPaB Ha 00BEKTH HEABUKUMOCTH;

— no oOpameHusM Tpaxaan — 30 KaJdeHAApHBIX JHEH CcO JIHS
perucTpaiuu, B TOpsSAKE, YCTAaHOBJIEHHOM PermaMeHTOM  paccMOTpeHUSs
oOpaiennii rpaxaan B PTUCH.

10.10.Ecnu mocneaHuil AeHb CpOKa UCTIOTHEHUS IPUXOIUTCS Ha Hepabounid
JIeHb, THEM OKOHYAHMSI CPOKA CUMTAETCS CIECAYIOLIHUM 32 HUM pabouuil JeHb, €Clin
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MHOE HE TMPEANUCAHO  BBILIECTOALIECH  OpraHu3anued, He  MPOMMUCAHO
B [TOCTYIHMBILEM 3aIIPOCE U HE IPOTUBOPEUUT 3aKOHOIATEIBCTBY.

10.11.ITprocTaHOBUTH UCTIOTHEHUE KOHTPOJIBHOTO JOKYMEHTA (MOPYyUYEHHUs),
a Takke OTMEHUTh €r0 MOXKET PYKOBOJUTEb, MOIMUCABIIMN JOKYMEHT WU
JaBUIMI NIopy4deHue (yKa3aHue).

10.12.KoHTpOJb HUCHOJHEHHS JOKYMEHTOB BO3Jaraercsi pyKOBOJIUTEIEM
B COOTBETCTBUU C YCTAHOBJIECHHBIMU MOJTHOMOYHSIMHU.

10.13.OTBETCTBEHHOCTh, 32  HWCIOJHEHHUE  JIOKyMEHTa  HECYT  Kak
OTBETCTBEHHBIN UCTIOTHUTEIb, TAK U IPYTUE€ UCTIOJHUTENHN (COUCIIOIHUTENN).

10.14. JlokyMeHT (IOpy4YE€HHE) CUMTAETCS HCIOJHEHHBIM, €CIH MPUHSTHI
pelIeHHs] 1O TOCTaBJIEHHBIM BOMpPOCaM, MOJATOTOBIEHBI COOTBETCTBYIOIINE
JOKYMEHTBI, HaIllpaBJIeHAa CIpaBKa 00 HMCIOJHEHUH B COOTBETCTBYIOIIME OPIaHbI
BJACTH (OpraHU3alliyi) WK JaH OTBET IO CYIIECTBY 3aMHTEPECOBAHHBIM JIUIIAM.

10.15.J/Io0KyMeHT CUHMTAETCsl UCTIOJIHEHHBIM M CHUMAETCSl ¢ KOHTPOJIS MOCye
(haKTUYECKOTO BBIMOJHEHUS IOPYICHUS 110 JJOKYMEHTY.

10.16.TTopsimok  KOHTPOJISI KMCHOJHEHHUS OTIEIbHBIX BHJIOB JIOKYMEHTOB
MOET OBITh YCTAaHOBJEH WHBIMH JIOKaIbHBIMU akTamu PI'MCU ¢ yderom
TpeOOBaHUM, YCTAHOBIEHHBIX HacTosIel MHCTpyKIMei.

10.17.Ecnu cpoK HCHONHEHHS] NOKyMEHTa (IMOpYYEHHMs) MPEBBIIIAET OJIUH
Mecsll, B 1eNsAX OOecredyeHuss CBOEBPEMEHHOTO UCIOJHEHUS JOKYMEHTa
(mopy4yeHus) TMPOBOAMUTCS TMPEABAPUTEIBHBIM KOHTPOJIb U  HANpPAaBIAIOTCS
HAIIOMUHAHUS MCTIOJHUTENSIM O MPUOIMKEHUH CPOKOB HCIIOJIHEHHS JIOKYMEHTOB
(mopydeHuit).

10.18.[IpenBapuTenbHblii  KOHTPOJIb  OCYIIECTBIISIETCS B CJEAYIOIIEM
HOpsIJIKE:

- JTOKYMEHTOB (ITOpYYE€HUI) TTOCIEAYIOIINX JIET — HE PEKE OJHOTO pasa
B TOI;

- JOKYMEHTOB  (MOpYYEHUH) TOCHEAYIOIMUX MECAIEB TEKYIIETO
rojia — He pexe OJTHOTO pa3a B MECHILL;

- JTOKYMEHTOB (MOpYYEHMi) TEKyliero wecsna — 3a S5 JHeH
710 UCTEYEHUS CPOKA MCIIOTHEHUS.

10.19.HanomuHaHue UCHOJHUTENSM O TPHUOIMKEHUU CPOKOB HMCIIOTHEHUS
JOKYMEHTOB (ITOPYYEHHI) MOYKET OCYIIECTBISATHCS B ABTOMATHYECKOM DPEXKUME
nocpeactsom CO/I.

10.20.HanmoMuHaHUsT HCTIOTHUTENSIM, a TaKkxke WHPopMalns 00 UCTIOTHEHUN
JIOKYMEHTOB (IIOPYYEHHUIT), MOTyUeHHask OT UCnonHuTeNneH, pukcupyrorces B CO/I.

10.21.1Tpy HEOOXOMUMOCTH W3MEHEHHUS CpPOKa WCIOJHEHHUS JOKYMEHTa
(mopy4yeHus) OTBETCTBEHHBIH WCIOJIHUTENb O00s3aH TMPEACTaBUTh Ha UMS
PYKOBOAMTENS, JaBUIETO MOpy4YeHHE, OOOCHOBaHHE (CIyKeOHYIO 3aIHCKy)
0 MPOJJIEHUU CPOKA C YKA3aHUEM MPUYUH MPOJICHUS U JaThl UICIIOJIHEHHUSI.

O6ocHOBaHME TPOMJICHUS] CpPOKAa HCIOJIHEHUS JOKyMEHTa (MOopydeHus)
JOJKHO OBITh HANpaBJIEHO COOTBETCTBYIOLEMY PYKOBOJHUTENIO HE MO3JHEE, YeM
110 UCTEYEHUU JBYX TPETHUX CPOKA UCIIOJIHEHUS JOKYMEHTa (IIOPYUYEHHUS]).

Nudopmanuss 06 M3MEHEHUM CpPOKa HCIOJHEHHUS! JIOKYMEHTa (TIOpy4YeHUs)
BHOcHUTCS B CO/I.
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10.22.Pemienue 00 WCHOJHEHHH JOKyMEeHTa (MOpYy4YEHHUs) MPUHUMAET
PYKOBOJIUTENb, NOCTABUBIINI TOKYMEHT (IOPY4YEHHUE) HA KOHTPOJIb.

10.23.CBenenust 06 UCTIOJIHEHUH TOKYMeHTa (mopydeHus) BHocsTcs B CO/I.

10.24. JlokyMeHTbl (IIOpY4YE€HHs), HE CHATbIE C KOHTPOJS, a TakKke
JOKYMEHTBI (MOPYYEHHUs), CPOK MCIOIHEHUS KOTOPBIX HE MPOJUJIEH, CUUTAIOTCS
HEUCTIOTHEHHBIMH.

10.25.0J1 (ymomHoModeHHOE TMojpa3feieHue (Quinana) aHaAIU3UPYET
COCTOSIHUE W PE3yNbTAaThl MCIIOJHEHMS JOKYMEHTOB (IOPYYEHHI) U COCTOSTHUE
UCIIOJIHUTEIBCKON JUCIUIUIMHBI:

- B MOpPSAKE MPEIBAPUTEIHHOTO KOHTPOJS HANpaBIIIeT HAOMUHAHUS
0 JOKYMEHTax CcO CpokamMu HucnosHeHus coriaacHo n. 10.18 Hacrodiein
NHcTpykuny;

- pa3 B MecsAll U MO OKOHYAHUHU TOJla HAMPAaBISAET OTYETHl PEKTOPY
(nupexropy ¢uimnana) O KOJUYECTBE JOKYMEHTOB, HCIOJHEHHBIX B CpOK,
UCIIOJIHEHHBIX C MPOJJICHUEM CPOKA UCTIOTHEHUS], HE UCTIOJTHEHHBIX.

[To 3ampocam pykoBOAMTENEW CTPYKTYpPHbIX mojapazaeneHuit O/
NPEIOCTaBIsIET AHAJIOTHYHBIE OTYETHl IO COOTBETCTBYIOIIEMY CTPYKTYPHOMY
NoJIpa3feJICeHUI0 U, MPU HEOOXOAMMOCTHU, MO €ro pabOTHUKAM — OTIEIbHBIM
UCTIOJTHUTEISIM.

11. YYET OBFBEMA JOKYMEHTOOBOPOTA

11.1. Yyer konuuecTBa JOKYMEHTOB, TIOCTYIHUBIIUX, CO3JaHHBIX,
OTIPABIEHHBIX 3a OIpPEACIICHHbI TMepUOJ BPEMEHHU, MOXKET MPOBOJUTHCS
no WHcTUTYTY B 1EIOM, 1O OTAEIbHBIM CTPYKTYPHBIM TOJApA3/IENEHUsIM,
o TpyINnaM JOKYMEHTOB, KOpPPECHOHJEHTaM, JeHCTBUSAM, IPOU3BEICHHBIM
C JMOKyMEHTaMH, W JPYrUM IapamerpaMm, HEOOXOIWMBIM [JIsl aHajau3a paboThl
C JIOKYMEHTaMHU B LIETISIX €€ COBEPIIICHCTBOBAHUS.

11.2. Tlpu yyete ob6bemMa JOKYMEHTOOOOPOTA IMOCUYNUTHIBACTCS KOJIHYECTBO
JIOKyMEHTOB BBIJICJICHHOW TPYIIbl. Y4YeT KOJUYEeCTBA JOKYMEHTOB IPOBOJUTCS
o nanabiM CJIOY.

11.3. 3a eauHMIly ydYeTa KOJMUYECTBA JIOKYMEHTOB MPHHUMAETCS
CAMHCTBEHHBIM JK3EMIUISIP JOKYMEHTa (MOJIMHHUK WM KOMUS, €CIH KOMHS —
CAMHCTBEHHBIM HK3EMIULIp JOKYMEHTa) 0Oe3 ydeTra KONUi, CO3/1aBaeMbIX IIPHU
neyaTd W KONMUPOBaHWM  (THpaxkupoBaHuH). Komwu  JOKYMEHTOB mpu
HEO0OXOIMMOCTH aHAJIN3a YYUTHIBAIOTCS OTEIBHO.

11.4. Pe3ynapTaThl  yueTa 00bEMa  JOKYMEHTOOOOpPOTa  €XKEroJHO
00001marTCs on (YmOJTHOMOYEHHBIM nojApa3aeaeHueM bunmana)
U TIPEJCTABIAIOTCS PEKTOpY (mupekTtopy ¢uimana) B BHAE OT4eTa 00 oOBeMe
JOKYMEHTO000pOTa 3a roj.

12. ®OPMUPOBAHUE JOKYMEHTAJIBHOI'O ®OHJIA

12.1. Homenkiarypa geJ

12.1.1. Homenknatypa nen MpEeACTaBISACT coboi
CUCTEMATH3UPOBAHHBIA  MEpeYeHb  HAUMEHOBAaHMM  (3arojIOBKOB)  JIell,
obOpazyromuxcst B PTYUCH, ¢ ykazaHuem CpoKOB XpaHEHHUS.
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Homenknatypa gen  3akpermysier  Kjiaccupukanuioo  (TpyHnIUpPOBKY)
WCIIOJHEHHBIX JOKYMEHTOB B J€Ja, CHCTEMAaTH3allMI0 W HWHIEKCALUI0 JEl,
SIBJISIETCSL TJIAaBHBIM YYE€THBIM JOKYMEHTOM W CIY>KUT OCHOBOMW JJISi COCTaBJICHUS
omuced Jiell TOCTOSIHHOTO, BpeMeHHbIX (CBbime 10 J€T) CpOKOB XpaHEHUs
U 1O JIMYHOMY COCTaBy, aKTOB O BBIJCICHUU K YHUUYTOXCHHUIO JOKYMEHTOB
C UCTEKIIINMU CPOKAMU XPaHEHUS.

12.1.2. HomeHknaTypa aen cocTaBisieTcsl HA OCHOBE U3YUYEHUSI COCTaBa
U COACpKaHUS JOKYMEHTOB, oOpa3yromuxcs B aestenbHoctd PITMCH, Brmrouas
JIOKYMEHTBHI, TOCTYTAIONINE U3 APYTUX OpraHU3aIHil.

12.1.3. Tlpu cocTaBieHUN HOMEHKJIATYPHI JI€NI CJIEAYeT PYKOBOACTBOBATHCS
yctaBoM PI'VICU, monoxeHUsS MU O CTPYKTYPHBIX MOJpa3/IeICHUsIX, MITaTHBIM
pacnucaHueM, IuiaHamMu U otuetamu o pabdore PI'MCHU, Homenkmarypoil nen
3a TOpOIIEAIIMHA ToJA, JIOKaJbHBIMM  HOpMmaTuBHbIMU akTamu PI'MICH,
COJIEp KalllUMK CBEJICHUsI O JOKyMEeHTax, oOpaszyromuxcs B aesrensnoctu PITUCH,
TUTIOBBIMU M TPUMEPHBIMH HOMEHKJATypamMu Jeid (Ipu  uX HaJIU4uH),
BEJIOMCTBCHHBIMU U THUIOBBIMHU MEPEUHAMH JOKYMEHTOB C yKa3aHHUEM CPOKOB HX
XpaHCHUS.

12.1.4. B HOMEHKIATYpYy J€1 BKJIIOYAIOTCS BCE JOKYMEHTBI, OTpaKarollue
NEeATENbHOCTh CTPYKTYpHbIX noapazaeneHuii PIYICH u nocTOSHHO MM BPEMEHHO
JEUCTBYIOIIMX OPraHoB (KOMHUCCHI, COBETOB), B TOM YHCIE PETUCTPAIIMOHHbBIC
U YYETHBIE O>KypHalIbl U KAPTOTEKH, B HEOOXOJUMBIX CIydasX — KOIHUH
JOKYMEHTOB. JIOKYMEHTBI, CO3[laHHbIE B OJJIEKTPOHHON (opme, BKIHOYAIOTCS
B HOMEHKJIATypy [IeJ Ha OOIIMX OCHOBAaHUAX C IOMETKOW B NpUMEYaHUU
«B DJIEKTPOHHOM BUJE».

He BkiroudaroTcs B HOMEHKJIATYpy €l MEPUOAUYECKHE W3/IaHUS, KHUTH,
OpOIITIOPHI.

12.1.5. HomeHkmatypa Aen cOCTaBJIsSIETCS Ha KaJICHIApHBIH To1 1Mo (opme
corytacHo npuiioxkeHuto Ne 11 k MHCTpyKuuu, BBOAUTCS B JCUCTBHE MPUKA30M
PEKTOpa U TOJJIEKUT €KETOJHON KOPPEKTUPOBKE. B HOMEHKIIaTypy Jed TeKyLIEro
roja TpH HEOOXOAMMOCTH BHOCSTCS  JOMOJHHUTENbHBIE JIeJla, KOTOPBIM
MIPUCBANBAIOTCS PE3EPBHBIE MOPSIKOBbBIE HOMEPA.

12.1.6. Homenknatypa nen PTUCHU ctpoutcs mo CTpyKTYpHOMY TPUHIIHITY,
COCTaBJISIETCA M YTOYHSIETCS OTBETCTBEHHBIM 3a apXWB (3aBEAYIOIIMM OTAEIOM
aApXUBHOTO XpaHEHUs) (YMOJIHOMOYEHHBIM PaOOTHUKOM (uiIHaia) Ha OCHOBAHUU
HOMEHKJIATYp i€l CTPYKTYPHBIX TOApPA3JEICHUN, a TaKKe CBEICHUM
M0 UX U3MEHEHHUIO.

®unuan PITYUCU umeeT cOOCTBEHHYIO CBOJIHYIO HOMEHKJIATYPY Ae.

B konne kaxaoro roga HomeHknatypa nen PI'MMICU cornacoBbiBaeTCs
skcriepTHO kommccuern PITUCH (bunmana) u yTBepKaaeTcsi MpUKa3oM peKTopa
PTUCH (nupexropom ¢unuana).

12.1.7. He pexe dYem oauH pa3 B 5 JIET HOMEHKIATypa el TMOCie
cornacoBanusi skcreptHod komuccueit PICU (punmana) cormacoBbiBaeTCs
take DIIMK HI'AJIN CII6. Tlpu uzmenenun gynkumii u crpykrypst PITUCU
(bunmana) HoMeHKIaTypa Aen npeacrasiserca Ha paccmorpenue DIIMK LT'AJIN
CII0 He3aBUCUMO OT CpOKa €€ MPEAbIIYIIEero COrJIaCOBAHMUS.
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12.1.8. Tlocne yTBepkIeHUsS HOMEHKJIATypa Ie4aTraercd B HEOOXOAMMOM
KOJIMYECTBE  3K3EMIUIIPOB.  OK3EMIULSIP  HOMEHKJIATYpbl,  COIJIACOBaHHBIN
¢ OIIMK IHI'AJIM CII6, sBasercs [OOKyYMEHTOM IOCTOSHHOIO XpaHEHUs
M BKJIIOYAeTCs B HOMEHKJATypy Jel OTAela AapXUBHOIO  XpaHEHUs
(COOTBETCTBYIOILETO MOIpa3aesicHus huiinana).

12.1.9. Pacchuika HOMEHKIIATYPBI A M0 MOIPa3AeICHUsIM OCYIIECTBISECTCS
OTZICJIOM JICJIONPOU3BOJICTBA (COOTBETCTBYIOIIUM MOJIpa3ielicHueM (Quimnana)
B DJIEKTPOHHOH (hopme.

12.1.10. HomenknaTypa Aell CTPYKTYPHOTO MOAPA3AEIICHUS COCTaBISETCS
pabOTHUKOM, OTBETCTBEHHBIM 3a BEJCHHUE AEJIONPOU3BOJICTBA MOJAPA3AEICHHUs, 10
dopme cornacHo npusiokenuto Ne 12 k MHcTpykiuu U mpencraBisieTcss B OTAEN
apXMBHOTO  XpaHeHUs  (COOTBETCTBYIOIIEe  NojpasjeieHue  (uiauana).
PykoBoauTenu  CTPYKTYpHBIX  TOJpa3liefieHud  00si3aHbl  OpraHU30BaTh
COCTaBJICHHE HOMEHKJIATYPHI JIeJl, IPUHIThH Y4acTHE B €€ pa3paboTke.

12.1.11. BHOBBb cO37aHHOE WJIM PEOPraHU30BAHHOE IMOJpa3/eICHUE
B MECAYHBIN CPOK pa3pabaTbiBaeT HOMEHKJIATYPY JIeJ U MPEJCTaBIsET €€ B OTAeI
apXUBHOT'O XpaHEeHHs (COOTBETCTBYIONIEE MOJIpa3ieieHue Gpuinaa).

12.1.12. CoTpyOHUKH CTPYKTYpPHBIX TMOApPA3ACICHUA MpH pa3padoTKe
HOMEHKJIATyphl ~ JIell  OTBEYAIOT 32  BBISIBICHHE COCTaBa  XPaHSIIMXCSA
B TMOJApA3/IECNICHUAX JOKYMEHTOB M 3alojiiHeHHe Trpadbl «3arojloBOK Jeiay.
B HoMmeHkmarype JOMKHBI OBITh YYTEHBI BCE JOKYMEHTBI, OOpasyroluecs
B JICSITEIBHOCTU CTPYKTYPHOTO MOAPA3ACIICHHUS.

12.1.13. TI'padpa «Cpok xpaHeHuss U Ne cTaThbu IO TEPEUHIO» OCTACTCS
MyCTOM U 3amloJIHSIETCS] OTBETCTBEHHBIM 3a apXuB (3aBEIYIOLUIUM OTAEIIOM
apXUBHOTO  XpaHeHusi) (yHOJHOMOYEHHBIM pabOTHUKOM  (QuiHnana) Mpu
COCTaBIICHUU CBOJHOW HOMEHKJIATYyphl J€JI, 3a MCKJIIOYEHHEM CIlydaeB, KOTJa
CTaThM K JOKYMEHTaM HeoO0X0auMo moadupath 1o «llepeuHio THMOBBIX apXUBHBIX
JOKYMEHTOB, OOpa3yIOIIUXCS B HAYYHO-TEXHUYECKOW U MPOU3BOJACTBEHHOU
JESTENBbHOCTH OpTraHu3alui, ¢ YKa3aHHEM CPOKOB XpaHEHUs» (yTB. MPUKA30M
®epnepanbHoro apxuBHoro areHTcTBa oT 28.12.2021 Ne 142).OTBeTCTBEHHBINM
3a apxuB (3aBeAYIONIMN OTIEIOM AapXWBHOTO XpaHEHUs) (YIOJTHOMOYEHHBIN
paboTHUK (QuimMana) HWMEET TNpaBO TMPHUBJIEKAaTh K Y4acTHIO B pabote
C BEJAOMCTBEHHBIMU U THUIIOBBIMH TMEPEYHSMH COTPYJHUKOB CTPYKTYPHBIX
noJipa3ziesIeHui BO BCEX CIIydasiX, TPEOYIOUUX UX KOMIIETEHIINH.

12.1.14. OTBeTCTBEHHBI 3a apXuB (3aBEAYIOMUNA OTACIOM apPXUBHOTO
XpaHEeHUs) (YIIOJTHOMOYEHHBIH pabOTHUK ¢dbunuana) pa3pabarbiBaeT
KJIaCCU(UKAIIMOHHYIO CXEMY HOMEHKJIATypbl /€N, CUCTEMATU3UPYET 3aroJ0BKH
JIeJT BHYTPU €€ pa3JeioB, KOPPEKTUPYET UX, BKIIOYAET MHJEKCHI JIeJl. 3all0JIHEHHE
rpadp HOMEHKJIATYpbl OCYIIECTBISIETCS B COOTBETCTBUU C MeETOAMYECKUMU
pekoMeHaanusMu 1o  npuMmeHeHuto  [IpaBun  opraHuzanuMuM  XpaHEHWs,
KOMIUIEKTOBAaHUSI, y4e€Ta M HCIOJIb30BaHUSI JOKYMEHTOB ApXuBHOro (oHmaa
Poccuiickoit deaepaunn U APYyrux apXWBHBIX JOKYMEHTOB B TOCYAapCTBEHHBIX
opraHax, opraHax MECTHOT'O caMOYTpaBJICHUS u OpraHu3aiusax
(manee — Meroguueckue peKOMEHIALMH 10 TpuMeHeHuto [IpaBuin xpaneHus).
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12.2. ®dopmupoBaHue e

12.2.1. OmnepatuBHoe xpaHeHue jaokymeHtoB PI'MMICU no nepenaum
UX Ha XpaHCHUE B apXUB WIM YHUYTOKEHHUE OCYIIECTBISACTCS B CTPYKTYPHBIX
noapasaenenuax PI'UCH.

12.2.2. B uensx XpaHeHUs, TNOUCKAa U MCIIOJb30BAHUS JIOKYMEHTBI
dbopMUpPYIOTCS B JieJia B COOTBETCTBUU C HOMEHKJIATYpPO# Jel.

12.2.3. Tlpu ¢opmupoBaHuu naea HEOOXOIUMO COOJIOJATh CIEAYIOIINEe
MpaBUia;

- MOMeIIaTh B JEJO HWCIOJIHEHHBIE JOKYMEHTBI, IO CBOEMY COIEPKAHUIO
COOTBETCTBYIOIIME 3ar0JIOBKY JI€/ia 10 HOMEHKJIAType (MPHUIIOKEHUS TTOMEIIAF0TCS
BMECTE C OCHOBHBIMH JIOKYMEHTaMH);

- pa3aenbHo (OPMHUPOBATH B JieJa JIOKYMEHTHI MMOCTOSSHHOTO W BPEMEHHBIX
CPOKOB XpaHCHUS;

- TPyNMIUPOBATh B JIEJIO JOKYMEHTHI OJHOTO KaJICHJIApHOIO roja /y4eOHOro
roja;

- TIOMeNIaTh B JEJO JIOKYMEHTHI MPABUJIBLHO U TOJHOCTHIO O(OPMIICHHBIE
(IOKYMEHTBI TOJKHBI UMETh AaTy, MOINUCH U APYTHe HEOOXOAMMBbIC PEKBU3UTHI );

- B JIeJI0 HE BKJIIOYAIOTCS JOKYMEHTHI, MOJJIeKAIlNe BO3BPATY, JHUIITHUC
AK3EMIUIAPHI U YEPHOBUKHU;

- 7eno He MO0bKHO mpeBbimath 250 nuctoB (wim 4 cM. 1O TOJIIHHE),
npu OoJbIlIeM 00bEMeE JIeTI0 MOPa3AeIAeTCa Ha TOMa.

JIOKyMEHTBI BHYTPH JI€Jla PAcIOJIaraloTcsi B XpPOHOJIOTUYECKOM, BOIPOCHO-
JIOTUYECKON TOCIEOBATEIbHOCTH WM WX coueTaHuu. Ha o0065oxkke mamok c
JOKYMEHTaMH B COOTBETCTBHM C HOMEHKIATYPOU JEN 3alOIHSAIOTCS PEKBU3UTHI:
HAaUMEHOBaHUE HWHCTUTYyTa (¢duianana), HaUMEHOBAaHUE TOJpa3JEICHUs, HHJIEKC
1iena, 3aroJIoBOK Jiella, CPOK XpaHEHUS JOKYMEHTOB.

12.2.4. OTBETCTBEHHOCTh 3a COXPaHHOCTb JeJ, C(HOPMHUPOBAHHBIX
B pE3yJIbTaTE AEATEIBHOCTH CTPYKTYPHBIX MOJPA3/CIICHUN, HECET PYKOBOJIMTEIb
CTPYKTYPHOI'O MOJIpa3/IeJICHHUS.

12.2.5. B cnydae ytparel nena (mei) cOCTaBisieTcs Ciy)KeOHasl 3amucka
O MpUYMHAX €ro (MX) OTCYTCTBHUSA, KOTOpas MOANHUCHIBAETCA PYKOBOJIUTEIEM
NOApa3JEICHUss W  MOPEJCTaBISIeTCI B OTAEN  apXWMBHOTO  XPaHEHUs
(cooTBeTcTByIOIEE TmoOApazAeineHue (¢uimana). Dakr yTpaThl JTOKYMEHTOB
B JICIIONPOM3BOJICTBE Takke (QUKCHUPYETCSs B akTe 00 yTpaTe IJOKyMEHTOB,
COCTaBJISIEMOM OTIIETIOM apXUBHOTO XpaHEeHUs (COOTBETCTBYIOLIUM
nojapasneneHueM (uimana) ¥ PYKOBOAUTENEM CTPYKTYPHOTO TOAPA3ACICHUS
(YITOJTHOMOYEHHBIM WM JIMIIOM) B JBYX OK3eMIUIApax Mo ¢opMe COTIACHO
npuwitokernto Ne 13 k UHcTpykiuu (11 XpaHeHUs! 10 OJTHOMY DK3EMIUIIPY aKTa
B KaQXKJIOM M3 TMOJIpa3ICICHUN).

K axty mnpunaraercs cmnpaBka mo (opMe COTJIaCHO TPHIIOKECHHUIO
Ne 14 x MHHcTpykumm, rae  yKa3blBalOTCS ~ YTPAUEHHbIE  JOKYMEHTHI,
MpejnoyiaraeMble  TPUYUHBL  yTPaThl, ACUCTBUSA, NPEANPUHSTHIE IO PO3BICKY,
JIOKYMEHTBI, KOTOPHIMM BO3MOXXHO BOCIIOJIHUTH YyTpadeHHble Jena. CropaBky
MOAIUCHIBAIOT wieHbl 3kcneptHo komuccum PIICHU. Akt w  cropaBka,
coriiacoBanHble 3kcneptHorM komuccuern PIMICH, mepenarorcss Ha COTJIACOBAaHHE
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OIIMK HI'AJIN CIIO, yTBepKAeHUE LEHTPAJbHON 3SKCHEPTHO-NIPOBEPOUHON
komuccuelt (ganee — [IDIK) ApxuBHOrO KOMUTETA, MTOCJE YETO — HA YTBEPKICHHUE
pexkropy PI'UCH.

12.2.6. Ilopsgok ¢opMHupoBaHUS J€1 M COCTaB JIOKYMEHTOB B Jenax
[0 Pa3JIMYHbIM HANpPaBICHUSAM JACSITEIBHOCTH MOXET OBITh periaMeHTHPOBaH
UHBIMU JoKanbHbiIMH akTamu PI'MCU B cooTBercTBUM ¢ TpeOOBaHUSMHU
Hacroswmen MHcTpyKunm.

12.2.7. Meroaudeckoe pyKOBOJICTBO IO MPaBUIBHOMY (POPMHUPOBAHUIO JIEIT
OCYIIECTBIISIETCSI OTAEJIOM apXWBHOIO XpaHEHUsI HAa OCHOBAHWU HOPMATHBHBIX
TpeOOBaHUM, YCTaHOBJIEHHBIX [IpaBUaMM XpaHEHUs, KOMIUIEKTOBAHHS, YydeTa
U HCHOJb30BaHUS JOKyMEeHTOB ApxuBHoro ¢onaa Poccuiickoii ®exnepauuu
U JIPYTUX apXUBHBIX JTOKYMEHTOB B OpraHax roCcyAapCTBEHHOW BIACTH, OpraHax
MECTHOTO CaMOYMpaBJICHUS W OpPraHU3alusaX, YTBEPKICHHBIMU TMPUKA30M
PocapxuBa ot 31.07.2023 Ne 77 (manee — IlpaBuna XxpaHeHUs), a TaKxKe
MeTtonnueckux pekoMeHaaIui no npuMenenuto [pasun xpaneHus.

12.2.8. KouTpoib Hamuuusi W COCTOSHHUS JIOKYMEHTOB, a TaKXe
OpaBWIBHOCTH  (GOPMHUPOBAaHUSA [ B  MOJAPA3JEICHUSAX, OCYIIECTBISETCS
CHEIUaIbHOW KOMHUCCHEHW B XOJ/I€ MPOBEPOK, OPTaHU3YyEMbIX COIJIACHO IMpHUKa3am
pektopa (aupexTopa ¢puauaia).

12.2.9. 1o ucreuenuu cpoka ornepaTuBHOTO XpaHeHus (He Oosee 3 neT) aena
NOCTOSIHHOTO M BpeMEHHBIX (cBbIlIe 10 JIeT) CPOKOB XpaHEHHs] U3 CTPYKTYPHBIX
NoApa3AeieHuI NepeaaroTCs B apXUB JJI JAJIbHEUILIET0 yHOPsI0YMBaAHMS.

12.3. TloaroroBka u nepejaayva jej B apXuB

12.3.1. TlogroroBka JOKYMEHTOB K  IMOCJIEAYIOUIEMY  XPaHEHHIO
U HCIIOJIb30BAHUIO BKIIIOUAET: DKCMEPTHU3Y IEHHOCTH JIOKYMEHTOB; O(pOpMIICHUE
JIeIT; TIepeiavy el B apXuB.

12.3.2. Jlist opraHu3aliid ¥ TPOBEICHHUS METOJMYECKON U TPAKTHUECKOM
paboThI TIO OTPEJIEICHUIO CPOKOB XpaHEHUSI U OTOOPY JOKYMEHTOB Ha XpaHEHHE
U YHUYTOXKEHHE, TIPUKAa30M pekTtopa (aupekTopa ¢Gunuana) Ha3HAYaeTCs
MIOCTOSIHHO JICWCTBYIONIAsl SKCIEPTHAasE KOMHCCHS, 3a1adyd, (PyHKIMH, MpaBa H
opraHu3anus padoOThl KOTOPOW OMNPENEISIIOTCA MOJOKEHHEM 00 3KCIEepTHOU
komuccuu PI'UCH.

12.3.3. DkcnepTusa IIEHHOCTH JIOKYMEHTOB €XKETOJHO IPOBOJIUTCS
B CTPYKTYpPHBIX  TOAPA3ACICHUSIX COTPYAHUKAMH  TOJpA3JeiCHU  mpu
METOIMYECKON MOMOIIY OT/Ie]la aApXUBHOTO XPAaHEHUS U B HEOOXOIUMBIX CITydasx
MIPU y4acTUH YJIEHOB 3KcnepTHOU komuccuu PI'CH.

12.3.4. Tlpu mpoBeneHUH SKCMEPTU3bI IEHHOCTH OCYIIECTBISETCS OTOOP
JIOKyMEHTOB TMOCTOSSHHOTO W BpeMeHHBIX (cBbIlie 10 JIeT) CPOKOB XpaHEHUS s
nepenaun B apxuB PIYICU (dunmana), a Takke BBIACICHUE K YHUUTOXKCHUIO JEIT
3a MPEBITYIINAE TOIbI, CPOKU XPAHEHUS KOTOPHIX UCTEKIIH.

12.3.5. OtbGop mpoBOAWTCS HA OCHOBAaHWUU TIEPEUYHEH JTOKYMEHTOB
C YKa3aHUEM CPOKOB WX XpaHEHHs (THUIIOBOTO, BEJJOMCTBEHHOTO) M HOMEHKIIATYPbI
nen.
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12.3.6. Pe3ynbpTaThl 3KCIIEPTU3bI LIEHHOCTH COTJIACOBBIBAIOTCA C 3KCIEPTHOMN
komuccueit PITUCH (dbunuana).

12.3.7. [lena nocTOAHHOTO ¥ BpeMeHHBIX (CBbIlIe 10 JIeT) CpOKOB XpaHEHUs
MOJJIeKAT MOJUCTHOMY NMPOCMOTPY JJIsl BBIJAECIEHHS M3 HUX COCTaBa JIOKYMEHTOB
BpeMeHHBIX (710 10 J1eT) CpOKOB XpaHEHUS.

Hena ¢ otmetkoit «OIIK» nmoasepraroTcs mOJIUCTHOMY MPOCMOTPY B LENSX
ONMpeJieNieHus Y BBbIJACJIEHUS U3 MUX COCTaBa JOKYMEHTOB, IOJJIEXAIIUX
MOCTOSSHHOMY XpaHEHMIO. BbIsBIIEHHbIE B TaKUX JeiaX JTOKYMEHTbl OCTOSHHOIO
XpaHEHUs BBIICISAIOTCS M TMPUCOEAMHSIIOTCS K OJHOPOAHBIM JeJaM WU
(OpMUPYIOTCS B CAaMOCTOSITENIbHBIE Jea.

12.3.8. Tlo pe3ynbTaTam 53KCHEPTH3bl LIEHHOCTH JIOKYMEHTOB pPAaOOTHHK,
OTBETCTBEHHBIM 3a BEJEHUE JEJONPOU3BOJICTBA CTPYKTYPHOTO MOAPA3/ACIICHNUS,
OCyHIeCTBIISIET OhOopMIICHHE JIET.

12.3.9. Odopmienue aen MOCTOSHHOIO W BpeMeHHBIX (cBbimie 10 ier)
CPOKOB XpaHEHHsS BKJIIOYAET MEPEeCUCTeMATU3aIMI0 JOKYMEHTOB B J€Je
B COOTBETCTBUM C TMpaBUJIaMH, U3JIOKEHHbIMA B 1. 12.2.3 HWHCTpyKuMw,
HyMEpaluio JIMCTOB B JIeJ€, COCTaBJIEHWE JHCTa-3aBEpUTENsl Jena mo ¢opme
corinacHo mnpuioxkeHuto Ne 15 k MHCTpykumu, coctaBieHHE B HEOOXOIUMBIX
CIy4astX BHYTPEHHEHW ONUCH JOKYMEHTOB Jiefla, yJAaJeHUuE U3 JIOKYMEHTOB
METAJUTMYECKUX CKPETIICHH.

JIns e HMOCTOSSHHOTO CpPOKa XPAaHEHUSl TaKK€ COCTABISFOTCS THUTYJIbHBIC
mucTel 1o (Gopme coriacHo mnpuioxkeHuto Ne 16 k MHCTpykiuu, KOTOphIe
NOJAIIMBAIOTCS B Hayajo Jeja, a Mocie NepervieTa Jejl MPUKIEUBAITCA K HUM
B KadyecTBe oOsioxkeKk. OpraHuzanuio padoT MO MEeperuieTy Jed OCYIIEeCTBISET
OTBETCTBEHHBIM 3a apxuB (3aBENYIOIIUMH OTAEIOM apXMBHOI'O XpaHEHUSs)
(YTIOTHOMOYEHHBIN pabOTHUK (uInaia).

12.3.10. Bce aucTel ngena, KpoMme JIHCTa-3aBEPHUTENS, BHYTPEHHEH OIHMCH
U TUTYJIBHOTO JIUCTa, HyMEPYIOTCA MPOCTHIM KapaHAIIOM B IPABOM BEPXHEM YTIIIY
JUCTA, HE 3a/1€Bas TEKCTa JOKYMEHTA.

JIOKyMeHTBI ¢ COOCTBEHHOM HyMepallued JHMCTOB HYMEpPYIOTCS B 0O0IIeM
MOPSJIKE.

Jluct moboro dopmara, MOAMIUTHIN 3a OJWH Kpad, HyMEpyeTcs Kak OJHH
JIUCT B MIPAaBOM BepXHEM yriy. CII0)KEHHBIN JIMCT pa3BOPauMBAETCS U HyMEPYETCs
B IIPABOM BEPXHEM Yriy. JIMCT, CIOKEHHBIN U MOAIIUTHIA 32 CEPEIUHY, TOAJICKUT
IIEPEIINBKE U HyMEPYETCS KaK OJUH JIUCT.

Ecnu B 1€510 TOAIIUT KOHBEPT € BIOKEHUEM, CHAYaJla HyMepyeTcs KOHBEPT,
a 3aTeM BJIO’)KEHHE B KOHBEPTE.

[Ipy HanmuuuM OTHENBHBIX OWIMOOK B HYMEpAlMU JIMCTOB JOIYCKAaeTCs
ynotpeOiieHne TUTEpHBIX (Hampumep, la, 106, 5a w T.1.) HOMEpPOB JHCTOB.
JIutepHbIe M NPONYIIEHHbIE HOMEpA YKa3bIBAOTCS B JINCTE-3aBEPUTEIIE JIETa.

12.3.11. Tlocne 3aBepIeHUs] HyMEPAIMK JTUCTOB B KOHEIT Jieja MO IITNBACTCS
nuct-3aBeputens (mpuwioxkenue Ne 15 k HHerpykuum), B KoTopoMm uudpamu
Y MPONKCHIO YKa3bIBAKOTCS KOJWYECTBO JIMCTOB B J€JI€, OCOOCHHOCTH OTHEIbHBIX
JOKYMEHTOB (HEACHBIM TEKCT, pa3pbiBbl, Cckiedku). Jlucr-3aBeputens Jnena
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MOAMUCHIBAETCSI €r0 COCTABUTEIEM C YKa3aHUEM JOJDKHOCTH, HWHUIIMAJIOB
1 pamunnu, AaThl COCTABIICHHUS.

12.3.12. B gpenax BpemeHHbIX (1o 10 5er  BKIIOYUTENBHO)
nepecucTeMaTu3aiys TOKyMEHTOB HE MPOBOJUTCS, JIUCTHI JIejia HE HyMEPYIOTCS,
JIUCTHI-3aBEPUTENIN HE COCTABIISIOTCS.

12.3.13. Ilepenaue na xpanenue B apxuB PIMICU (dpunmana) nmoanexat
JIOKYMEHTBI TOCTOSTHHOTO U BpeMeHHOTo (cBbimie 10 jeT) cpoka XpaHeHHUs.

12.3.14. Jlena BpemenHoro (mo 10 5er) cpoka XpaHEHUs IMepenarTcs
B apxuB PI'MICH (punmana) nocine UCTEUECHUs] CPOKA XpAHEHUsS ISl BKIIOYEHUS
B aKT 00 YHUYTOXKEHUU JOKYMEHTOB.

12.3.15. Jlena nojiexxar CIUCAaHUIO, €CIIM MPETyCMOTPEHHBIN JJIsl HUX CPOK
XpaHeHUsT HCTeK K 1 sHBaps Tekymiero roga. Hampumep, 3akOHUYEHHbIS
B 2014 roxgy aena ¢ 3-I€THUM CPOKOM XpaHEHHUs, MOTYT OBITh BKJIFOUEHBI B aKT,
KOTOpBIH OyzeT coctaBieH He panee 1 ssuBaps 2018 roxa.

12.3.16. CtpykTypHOE mojpa3iesieHue, epeaaroiiee aeja Ha XpaHeHue WIn
yunuroxkenne B apxuB PI'MCU (punmana), cocraBisier CcAATOYHYIO OIKCH
cormacHo ¢dopme (mpwioxkenue Ne 17 x WacTpykimuu). CparoyHas OIHUCH
CO371aeTCA B JIBYX SK3EMIUISIpaX, OJUH M3 KOTOPBIX MEPEAacTCsl BMECTE C JIeJIaMU
B apXMB, a BTOPOM OCTAETCS B KAU€CTBE KOHTPOJIBHOTO AK3EMILISAPA B CTPYKTYPHOM
noJipa3ieaeHuH.

12.3.17. Onwucu paen COCTaBIAIOTCA OTIEJILHO Ha Jeja ITOCTOSHHOTO
XpaHEHHUs,; JieJ1a BpeMeHHBIX (cBbliiie 10 JIeT) CpOKOB XpaHEHHUs; JieJla BPEMEHHBIX
(o 10 net) cpoKOB XpaHEHUs; Jeia M0 JUYHOMY COCTaBY.

[lepen cocraBneHueM omuced HEOOXOIUMO TMPOBEPUTH  KAYECTBO
dopmupoBanuss U oQopMieHHUS eJ. 3aroIOBKH A€l M WX HHAEKCHI BHOCSTCS
B OMHCh B COOTBETCTBHMU C HOMEHKJIATypoul nen. B kouie omucu mudpamu
U TIPOIMUCHIO YKa3bIBACTCS 00IIee KOJTMYECTBO JEII.

12.3.18. OtBeTCTBEHHBIH 3a apxwB (3aBEAYIONIUNA OTACIOM AapXUBHOTO
XpaHeHus) (YMOJHOMOYEHHBIM paOOTHUK ¢uiraga) IpoBepsSeT MPaBUILHOCTD
opopmieHuss u GOpMHUpPOBAHUS JIe, MPABWIBHOCTh COCTaBleHUsl omuceid. Bce
BBISIBJICHHBIC TIPU MpPHUEME HEIOCTATKU OJKHBI OBITH YCTpPaHEHBI PaOOTHHKAMU
CTPYKTYPHBIX NIOAPA3/ICIICHUN.

12.3.19. Jlema mepemarTcsi B apXuB B COOTBETCTBHUH C TpaduKOM,
yTBEpK1aeMbIM mprkazoM pekropa PITUCH (mupektopa duimana).

12.3.20. Ilpu nukBUAAIMU CTPYKTYPHOTO TIOJIpa3ieneHus: chopMupoBaHHBIC
Jiefa MepelaroTcss B apXWB HE3aBUCUMO OT CpOKOB xpaHeHus. llepemaua nen
OCYILIECTBIISIETCS IO OMUCSAM JIe]T U HOMEHKIIAType Ael.

12.3.21. Ha oOcCHOBaHMHM CIAaTOYHBIX OINHCEH JEIT  CTPYKTYPHBIX
MOApa3JeJICHU OTBETCTBEHHbIM 3a apXuB (3aBeAYIOUIUH OTIEIOM apXUBHOIO
XpaHeHus) (YMOJHOMOUYEHHbBIM paOOTHHUK (uiMana) COCTABIAET CBOJHBIE OIMUCH
Jie] TOCTOSIHHOTO XpaHEHUsT U MO JIMYHOMY COCTaBy Mo (opMaM COIJIACHO
npwiokeHusiM Ne 18, No 19 k MHCTpYKIIMM COOTBETCTBEHHO, a TaKXe aKT
O BBIJICIICHUH K YHUYTOXKECHHUIO apXUBHBIX JOKYMEHTOB, HE MOJJIEKAIUX
XpaHeHuro mo popme cormacHo npuwioxeHuto Ne 20 k MacTpyKkium.
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12.3.22. VYka3zaHHble JOKYMEHTbl OJHOBPEMEHHO PacCMaTpPUBAIOTCS
Ha 3acenanuu 3kcrieptHor komuccuu PI'MICH, cornacoBbIBatoTCs €M, MOCIIE YEro:

- OIKCH nen MOCTOSIHHOTO XpaHEHUs COrJIacOBBIBAETCS
SIIMK HOI'AJIM CII6, yTBepxkaaeTcss LEHTPaJbHON 3KCIEPTHO-MPOBEPOUHOMN
komuccuerr [[OIIK ApxuHoro komutera Cankrt-lIleTepbypra, a 3aTem
yTBepxkaaercsa pekropom PI'CH;

- OIKCH JIe 10 JIMYHOMY cocTaBy coryacoBbiBaeTcss DIIMK II'AJIN CII6,
yTBepxkaaercsa pekropom PI'UCH;

- aKT O BBIICICGHMM K YHMUYTOXKCHUIO AapXUBHBIX JOKYMEHTOB
cornacosbiBaetcss OIIMK HI'AJIM CII6, yrBepxkaaercs LIIIK ApxuBHOro
komutete Cankt-IletepOypra, yrBepxaaercs pekropom PIUCH.

AHanornyHble JIOKYMEHThl (puiauana OJHOBPEMEHHO paccMaTpUBAIOTCS
Ha 3acellaHhM SKCIEepTHOM KOMHUCCHMU (puiihana, COrjacoBBIBAIOTCS €U, 3aTeM
npencrapisitoTess Ha o corsacoBanue OIIMK  apxuBHOTO  yupexaeHUs WM
roCy/1apCTBEHHOTO (MYHULIMITAJIBHOTO) apxuBa B COOTBETCTBUU
C TMPEIOCTABICHHBIMU €My TOJHOMOYHUSMH B TMOPSAKE, YCTAaHOBICHHOM
[IpaBunamu xpaHeHus1, OCIIE YETO YTBEPKIAIOTCS TUPEKTOPOM (uinania.

12.3.23. JIOKyMEHTHI 10 ONUCH I MIOCTOSHHOTO XpaHEHUsI MepelatoTcs Ha
rocyaapcreennoe xpanenue B LII'AJIN CII6 (ana ¢unmana — B COOTBETCTBYIOIIHIA
FOCYy/IapCTBEHHBIN  (MYHMIMNAJIBbHBIN)  apXuB) 1O  HCTeYeHun 15  jer
BesoMcTBeHHOTO XpaneHus: B PTUUCHU (punmane).

12.3.24. JlokyMeHTBI TO JIMYHOMY cOCTaBy XpaHsatcs B apxuBe PI'ICU
(punmana) 10 UCTEUEHHS CPOKA XPAHECHHUS.

12.3.25. JlokymeHntsl BpemeHHOro (1m0 10 5eT) cpoka XpaHEHUs TOCIe
YTBEPKACHUS aKTa O BBIACJICHUU K YHHUYTOKEHUIO APXUBHBIX JIOKYMEHTOB
nepefaloTcs Ha nepepaboTky (yrwiauzainuio). B akTe craBHTCS TedaTh
OpraHu3aluu, MPUHSBILEH TOKYMEHThHI HA YHUUTOXEHUE.

12.3.26. OTBETCTBEHHOCTH 3a 00OCCIIEYCHNE COXPAHHOCTH JIEJl, HAXOISAIINXCS
HA XpaHEHHM B apxuBe, a TaKXKE 3a CBOEBPEMEHHYI Mepenady JHell
Ha TOCYJAapCTBEHHOE XPAHEHUE, HECET OTBETCTBEHHBIM 3a apXuB (3aBeAyHOLIUI
OTJIEJIOM apXUBHOTO XpaHEHUs) (YIIOJTHOMOYCHHBIA PaOOTHUK (uinana).

13. I3TOTOBJIEHUE, YYET, UCITOJIb30BAHUE 1 XPAHEHUE
MNEYATEW, HITAMIIOB, BJIAHKOB JTJOKYMEHTOB,
HOCHUTEJIEN DJIEKTPOHHBIX NOJIUCEN

13.1. bnanku OpraHU3aIMOHHO-PACTIOPS TN TEITHHBIX JTIOKyMEHTOB
pa3pabaThIBAIOTCS  OTACIOM JCJIONMPOU3BOJICTBA W YTBEPKAAIOTCA MPHUKA30M
peKTopa.

13.2. O6pa3mpl OMAHKOB JTOKYMEHTOB MOTYT YTBEPXKAAThCS TMPUKA30M
pPEKTOpa, B TOM YHCJI€ B COCTaBE KOMIUIEKTa (aap0oma) OJIaHKOB.

13.3. bnanku w  00pa3mel  OJIAHKOB  JIOKYMEHTOB  (PMIIMAJIOB
pa3pabaThIBAIOTCS YIIOJTHOMOYEHHBIM TOJpa3AcicHneM (rinana Ha OCHOBAaHUU
0JIaHKOB M 00pa3loB JOKYMEHTOB, pa3paborannbix O/, cormacoBbIBarOTCS
C PYKOBOJHTENEM, KOOPAWHUPYIOIMHUM nesarenbHocTh OJf, u  yTBepxkmaroTcs
MPUKA30M JUpeKTopa huinana.
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13.4. Jlna mNOArOTOBKH JOKYMEHTOB MOTYT HCIOJB30BATHCS OJIAHKU
JIOKYMEHTOB, M3TOTOBJICHHbIE TUMOTpaCKUM CHOCOOOM WU  CpPEeACTBAMHU
ONepaTUBHOM NOJUTpAPUN.

[Ipy moOAroTOBKE JOKYMEHTOB MOTYT HCHOJB30BaThCA DJIEKTPOHHbBIC
1a0JIOHBI OJIAHKOB. DJIEKTPOHHBIE 1Ia0JIOHBI OJIAHKOB JOJKHBI COOTBETCTBOBATH
oOpasiaM 0J1aHKOB, YTBEPKICHHBIX PEKTOPOM (IUPEKTOpPOM (uuaia).

13.5. bnanku OpraHM3alOHHO-PACTOPAIUTENBHBIX TOKYMEHTOB,
npuMensemple B PI'TMMICH, He MoOryr mnepenaBaTbCsl APYTMM OpraHHU3ALUsAM,
JIOJDKHOCTHBIM U (DU3UYECKUM JIUIIAM.

13.6. Otnen  penonpou3BojicTBa  (YIMOJHOMOYEHHOE  TOJApa3feicHUue
dbunuana):

- OCYHIECTBJISIET ~KOHTPOJIb 32 MPaBWJIBHOCTBIO  MCHOJb30BAHMS
OJIaHKOB;

- npu HEOOXOAUMOCTH O(OPMIISIET 3aKa3bl Ha M3rOTOBJIEHUE OJIAHKOB
OpraHU3aIMOHHO-PACTIOPSIUTEIIBHBIX TOKYMEHTOB THUIIOTPA(PCKUM CIIOCOOOM WU
CpeACTBaMHU OTepaTUBHOM mojurpapuu;

- Ipy HEOOXOAMMOCTHU OCYIIECTBIISICT XpaHeHUE OJJAHKOB M BbIIAUy UX
B CTPYKTYpPHBIC MOpa3/IeTCHUS.

13.7. B cootBerctBun ¢ DenepanbHbIM KOHCTUTYIITMOHHBIM 3aKOHOM
«O TocynapctBenHom repOe Poccuiickoit deneparuu» u ycraBom PI'MCU
UCIIOJIb3YyeTCA MeyatTh ¢ BocrpousBenenueM ['ocynapcrsenHoro repoa Poccuiickoit
denepanuu (1anee — repooras neuats PTUCH).

13.8. T'epboBass meuare PIMUICU nomkHa COOTBETCTBOBATH TPEOOBAHUSM,
yctaHoBieHHbiM ['OCT P 51511-2001 «Ilewatu ¢ BOCHpPOU3BEICHUEM
l'ocynapctBennoro repba  Poccmiickori  Depepamuu. Ddopma, pasmepsl
U TEXHUYECKUE TPEOOBAHMSY.

13.9. B PTUMCH Takxe MOTyT HCIIOJIB30BAThCS I€UaTH TOJpa3iciICHUM,
nevyatu IS TAKeTOB U OTACNIBHBIX KATETOPHM JOKYMEHTOB, a TaKXkKe
METAJUTMYeCKUe BBDKUMHBIC TI€YaTH JUIsl  ONEYAThIBAHWSA TOMEIICHUA W
yIIOCTOBEPEHHUSI CTICIIMAIBHBIX MPOMYCKOB.

13.10. Hapsiny ¢ medaTsiMH HCIOJB3YIOTCS INTaMIbI C HANMEHOBAHUEM
PTUCH.

13.11. B PTUCU  wmoxeT  WCHONB30BATHCS  MITaMil  (IITaMIIbl)
¢ haKCUMIIIBHOM TIOJIMUCHIO PEKTOPA U MHBIX JOJHDKHOCTHBIX JIHII.

[Topsioxk mCmonb30BaHUS MITAMIIOB ¢ (haKCUMUIBHOM TOMMUCHIO PEKTOPA
Y WHBIX JOJDKHOCTHBIX JIMII, BUJIBI JOKYMEHTOB, MOAMMCHIBAEMBIX (haKCUMUIBHOM
MOANUCHIO, YCTAHABIMBAIOTCA JIOKAJIbHBIMU HOPMAaTUBHBIMU aKTaMHU.

13.12. Ileyatn 1 ImITaMIIBI U3TOTABIUBAIOTCS B KOJIHMYECTBE, HEOOXOIMMOM
JUISL OCYIIECTBIICHHSI MOJIPA3ICICHUsIMU U UX paOOTHUKAMU BO3JIOKEHHBIX Ha HUX
¢bynakiuii. Pemenne 00 W3TOTOBICHWM M KOJWYECTBE JK3EMIUISIPOB TMedaTei
M I[ITaMIOB TPUHUMAET PEKTOP MO  MPEJACTABICHHUI0  PYKOBOJUTEIS,
KOOPAMHHPYIOHIEro AeATeIbHOCTh O/I.

13.13. Ecniu mevath WCMONB3YEeTCS B HECKOJBKUX JK3EMIULIpaX, HOMEp
AK3EMILISApA MeYaTH YKa3bIBAE€TCS B KIIMIIE [I€YATH MIPU €€ U3TOTOBJICHUHU.
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13.14. Ileyarbto 3aBEpSIIOT MOMJIMHHOCTh TOJANMCH PEKTOpa M HUHBIX
YIOJIHOMOYEHHBIX UM JIUI Ha JOKYMEHTAaX U KOMUSAX JIOKYMEHTOB B COOTBETCTBUHU
¢ myHKToM 15 OO6mmx TpeOoBaHMid K O(OPMIIEHHIO OCHOBHBIX PEKBU3UTOB
nokymeHToB (mpwioxkenne Ne 8 k HWucrpykuum). IlepeueHb JOKyMEHTOB,
3aBepsieMbIX TepOOBOH MeUaThio, MpeacTaBiieH B npuioxeHuu Ne 9 k UHcTpykium.

13.15. PaGoTHHKH, OTBETCTBEHHBIE 3a UCIIOJIB30BAHUE U XPaHEHUE IeyaTeit
Y IITAaMIIOB, Ha3HAYAIOTCS MIPUKA30M pPeKTOopa (IupekTopa uinana).

13.16. Yuer mneuareii u mramnoB ocymiectsiser O] (ymomHomodeHHOE
nojApaszeneHue priraia) B )KypHajie yuyeTa nedyareil ¥ mramMnoB ¢ IPoCTaBICHUEM
UX OTTHUCKOB.

13.17. lleyatn W 1ITAMIBl BBIJAKOTCS JJII HMCIOJIB30BAHUS PAOOTHUKAM,
OTBETCTBEHHBIM 3a WX HCIOJIb30BaHUE M XpaHEHHUE MO MOJNKUCH B )KypHaJle yueTa
nevyaTed U IITaMIIoB.

13.18. [lpu wucnonb3zoBaHMM B pabOTe IMeyaTH U IITAMIIBI XPaHATCS
B 3anuparoniuxcs mkadax (ceripax) paOOTHUKOB, OTBETCTBEHHBIX 3a XpaHEHUE
Y UCITIOJIb30BaHME TIeYaTeil U IMITaMIIOB.

13.19. Ilepenaua rneyareu u [ITAMIIOB MOCTOPOHHUM JIUIaM
He Jomyckaercs. BeiHOC mewarel um mtammnoB 3a npenenst PITICU Bo3MoxeH
B HUCKIIOYUTEIBHBIX CIy4dasx IO PEHIeHUI0 peKTopa (aupekTopa duanaa)
(HanpuMep, IpU MOAMUCAHUH TI0TOBOPOB).

13.20. Bpemennas mepenaya mnedaTed M IITAMIIOB B CBS3UM C BPEMEHHBIM
OTCYTCTBUEM (B CBsI3M C OO0JI€3HBIO, KOMAHIUPOBKOW, OTIYCKOM) OT OJIHOTO
OTBETCTBEHHOTO JIUIIA IPYTOMY OCYIIECTBIISETCS MO/ PACIIUCKY.

13.21. OJ1 (ymomHOMOYEHHOE ToJApa3AciieHue (Quianansa) €XeroJIHo
npoBepsieT coOioieHne pabOTHUKAMHM YCJIOBHHM HMCHOJIB30BaHUS M XpaHEHUS
nevareil Y MTamMIoB B CTPYKTYPHBIX MOJIPA3IETICHUSX.

13.22. OTBETCTBEHHOCTh 3a HAJIG)KHOCTHh XpAaHCHHS, HApYIICHUE IMOpPsIKa
NpUMEHEHHUs] TieYaTel M IITaMIIOB, WX YTEpI, a TakKkKe 3a 3aKOHHOCTh
UCIIOJIb30BaHMs JPYTUX Te4YaTel M IITaMIIOB BO3Jaraercss Ha PyKOBOAMUTENEH
noJipasieJeHuH, paboTHUKaAMU KOTOPBIX SBIISTIOTCS OTBETCTBEHHBIE
3a UCIOJIb30BAHHUE U XPAHEHHE MeYaTeil U MITaMIIOB.

13.23. OTBETCTBEHHOCTh 3a HapyIICHUE TMOPSAKAa XpaHEHHs, MPUMEHEHUS,
a Takke yrtepro repOoBoit mewatrm PIMICU Hecer paOoOTHHWK, Ha3HA4YCHHBIN
MIPUKA30M peKTopa (qupeKropa (uinana) OTBETCTBEHHBIM 3a €€ HCIOIb30BaHUE
U XpaHEHHUE.

13.24. Tlpu mepeBojie WM YBOJBHEHUH OTBETCTBEHHOTO JIMIIA, 32 KOTOPHIM
MPUKA30M pPEKTopa (IupekTopa (uimana) 3aKperuieHa TedaTh, OHAa IMOJICIKUT
claye BHOBb HA3HAYEHHOMY OTBETCTBEHHOMY JHIly, O YE€M COCTaBIISIETCS aKT
npueMa-fepeayu.

13.25. Tleyatn 1 mITaMIIBI MOJJIEKAT 3aMEHE B CIICYIOIINX CIydasX:

- W3HOC, TUOO0 TTOBPEKICHHE;

- yTparta (XUIIEHHUE);

- BHECEHHE W3MEHEHMIl B y4peIuTelIbHbIE M TMp. JOKYMEHTbI
HNHcTuTyTa;
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- B MHBIX CIIy4asX, IPEeIYyCMOTPEHHBIX 3aKOHOAATEILCTBOM Poccuiickon
denepauni.

13.26. Ilpumeamrie B HErOgHOCTh M YTPAaTUBLIME 3HAYEHUE [€YATH
Y ITaMIbl oasexat Bo3Bpaty B O/l (ynoJIHOMOYEHHOE No/ipa3iefieHue Gpuarana)
JUTSI LEHTPAJIM30BAHHOTO YHUUTOXEeHUs. COo3/1aeTcsl KOMUCCHS B COCTaBE HE MEHEe
TpeX 4YeloBeK, B T.4. mpeacTtaButenel O/l (ymoJHOMOUYEHHOIO MOApa3iesieHus
¢unuana) ¥ OTBETCTBEHHOTO 3a NpUMEHEHHE Medyatd wid mTamna. [lewatu
U IITaMIIbl YHUYTOXKAIOTCS MO aKTy C COOTBETCTBYIOIIEH OTMETKOW B KypHase
ydeTa Ie4yare ¥ ITaMIIOB.

YHuuTOXKEHUE TneyaTedl MmpeJrosiiaraeT MOJIHOE pa3pylleHue MedaTarolien
NOBEPXHOCTH U (OPMBI, HE JIOMYCKAIOIIEe BO3MOXHOCTH BOCCTAHOBJIEHUS
U TaJIbHEUIIEr0 UCTOJIb30BaHUS.

B ciiydae yTpaThl WM XUIIEHHUS Me4YaTH WIM IITaMIa, a TakKke B Cllydasx,
ykazaHHbIX B 1. 13.25. MHCTpyKIMH, OTBETCTBEHHOE JHIO 00s3aHO HEMEJICHHO
B MHUCBMEHHOW (QopMe M3BECTUTH 00 ATOM PYKOBOAMUTEINS, KOOPAHUHHUPYIOILIETO
nestenbHOCTh O/,

13.27. lna obmeHa >IEKTPOHHBIMU JOKYMEHTAMHU MOCPEACTBOM CHCTEMBbI
MEXBEJOMCTBEHHOTO 3JIEKTPOHHOTO JIoKyMeHTooOopoTa (MO, nmpu Hamu4um)
JOJKHBI ~ UCTIONB30BAThCA  YCWJICHHBIE  KBaJU(UUHUPOBAHHBIE DJIEKTPOHHBIC
noanucu. CocTaB AOKHOCTHBIX JIMIL M PaOOTHUKOB OpraHU3al[ud — BIIAJICJIBLIEB
YCUJIEHHBIX  KBaJIU(QUIMPOBAHHBIX JJIEKTPOHHBIX MOAMNMCEH  Ompenensercs
PEKTOPOM.

13.28. [Ipu nepepnauye >AEKTPOHHBIX JOKYMEHTOB Ha 3JIEKTPOHHBIN ajpec
Apyroil opraHu3aluy, a Takke Ui OOMEHa »JJIEKTPOHHBIMH JIOKyMEHTaMHU
nocpeactBom COJ B PIMCHU  Moryr  HMCHONB30BaThCS  YCUIICHHBIC
HEKBaIU(PUIIMPOBAHHBIE 3JIEKTPOHHBIC MOAMMCH W/MIU HPOCThIE 3JIEKTPOHHBIE
noAnucH (nanee — dJIeKTpoHHas noanuchk, JII) B coorBeTcTBUM ¢ DenepaibHBIM
3ak0HOM OT 06.04.2011 Ne 63-D3 «O06 371€KTPOHHON MOIITHUCH.

13.29. DOnextponnbii  gokymeHnT B CDJl, moamucaHHBIA 3IEKTPOHHON
HOJNUCHIO, MPU3HACTCSI PABHO3HAYHBIM JOKYMEHTY Ha OyMa)XHOM HOCHTEIE,
MOANMKMCAHHOMY COOCTBEHHOPYYHOW ITOANMCHI0O M HMEET OJMHAKOBYKD C HHM
IOPUINYECKYIO CHITY TIPH OJJHOBPEMEHHOM COOJIIOZICHUH CIEAYIOMINX YCIOBHI:

- KJIFOY MOJIMUCH, OTHOCSIIUKUCS K KOHKPETHOW 3JIEKTPOHHOW MOJAIKUCH,
Ha MOMEHT MOANMCAHMS AJIEKTPOHHOIO JOKYMEHTA SIBISETCS JEHCTBUTEIBHBIM
(IOCTOBEpPHBIM), HE YTPATHUII CUITY (HE OTO3BaH);

- NOJATBEPXKAEHA MOJJIUHHOCTb IEKTPOHHON MOANUCH B 3JEKTPOHHOM
JTOKYMEHTE;

- JaTa W BpeMs CO3/aHUsl DJIEKTPOHHOM MOJMUCH 3a(pUKCHPOBAHBI

B CO/JI;

- AIEKTPOHHAs MOAUCH UCIIOIb3YyEeTCs B COOTBETCTBUH
C YCTAHOBJICHHBIM paclpelieicHHeM TpaBa MOAMUCH JOKYMEHTOB MEXIY
pabOTHUKAMH.

13.30. I'enepanuio u XpaHeHHUE KIIIOUEH HEKBATH(PHUIITMPOBAHHONW U MPOCTOM
OII B CO/I ocymectBusier agmuauctparop CI/I.
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13.31. Aapmunuctparop C3OJl BeneT ydyeT KIKOYeH 3JEeKTPOHHBIX MOANUCEN
B CHELUUAIBHOM JKypHalle. Bplgaya MaTepuaabHBIX HOCUTENIEW DIIEKTPOHHOMU
MOANMKMCH W HMX BO3BpaT IO HCTEYEHUH CpPOKA JEUCTBHS OCYIIECTBISETCA MOJ
MOANMUCH paOOTHHUKA B JKypHAJIE.

13.32. Co3znanue maposiel  Jjisi  OpPOCTOM  DJIEKTPOHHOW  TMOJAMHUCH
OCYIIECTBIISIETCSI B MOPSAKE, YCTAHOBIEHHOM JIOKAJIbHBIM HOPMATHUBHBIM aKTOM,
YCTaHABJIMBAIOWUM NOPAIOK 3KcruryaTauuu COJl 1 UCcrnonb30BaHUs 3JIEKTPOHHBIX
NOJANKCEN Mpu padoTe C TOKyMEHTaMHU.

13.33. Kntou anexkTpoHHOM moanucH, ucnoibdyemort B COJI, sBusercs
KOH(QUIEHIMaTbHO  MHpoOpManMe ¥ 3al(uIiaeTcss B COOTBETCTBUU
¢ 3akoHOAaTenbCTBOM Poccuiickon denepanuu.

14. OPTAHU3AIUA JEJONTPOU3BOACTBA JOKYMEHTOB
C PEKBU3UTAMMU «JIA COAYXEBHOI'O I1IOJIb30OBAHMU S

14.1. Hacrosiumii pasznen ycTaHaBIMBAaeT TpeOOBaHUS K OpraHU3aluu
JCIIOTIPOM3BOJICTBA  <«JIIsi  CIIy)keOHOro  monb3oBanus» (mamee —  «J[CIIy»)
U JOKyMEHTO000O0pOTa, co3aanuto u opopmienuro jokymeHToB «JICII» B PTYUCH.

14.2. Metonuueckoe PYKOBOJICTBO H KOHTPOJIb Haa  COOJIOJICHHEM
TpeOOBaHUN K OpraHu3alu JICJIONMPOU3BOJICTBA JIOKYMEHTOB C PEKBH3UTOM
«ICII» ocymiecTBiseT pabOTHHUK, HAJCICHHBIA MOJHOMOYMUSIMH B COOTBETCTBUU
C IIPUKA30M PEKTOpa.

14.3. TpeOGoBaHusi  pacHpOCTPAHSIIOTCS KaKk  Ha  TPaJUIMOHHOE
nenornpousBoactBo «JICII», Tak u Ha opraHuzanuio paboOTHl C JOKYMEHTaMHU
«JICII» He3aBHCHMO OT UX HOCUTEJICH.

14.4. KommbloTepHbIe (aBTOMATU3UPOBAHHBIE) TEXHOJIOTHHU 00pabOTKH
uHdopMmanmm, conepxamieiics B gokymeHtax «JICII», moJbKHBI OTBedYaTh
TpeOOBaHUAM HACTOSIIETO pa3fena.

14.5. Pa6orauku PITUCH, nomymennsie kK pabore ¢ nokymeHnTamu «JICIID»,
HECYT TMEPCOHAIBHYI0O OTBETCTBEHHOCTh 33 HEBBIIIOJIHEHHE W HapyIIECHUE
TpeOOBaHUN pa3jiena, COXPAaHHOCTh CIYKEOHBIX JOKYMEHTOB M HepasrialleHHue
conepkanieiics B HuX nHpopmanuu (I[Tpumosxkenue Ne 21).

14.6. HeoOxomumocTs  mpucBoeHusi  gokymeHtam  rpuda  «JICII»
OTIpEJICISIETCSl MCIIOIHUTENIEM M JOJKHOCTHBIM JIMIIOM, MOAMHCHIBAIOIINM WU
YTBEPKIAIOMIUM TOKYMEHT.

14.7. K noxymentupoBanaoit «J[CIT» He MOTYT OBITh OTHECEHBI:

- aKThl 3aKOHOJATENIhCTBA, YCTAHABIMBAIOIIME TMPABOBOM  CTaTyC
rOCY/IapCTBEHHBIX OPTaHOB, OPTraHU3aIlMi, OOMECTBEHHBIX O0OBEUHEHUH, a TaAKXKe
mpaBa, CBOOOBI M 00SI3aHHOCTH TPaXK/IaH, OPSAIOK UX PeaTH3alliu;

- CBEJICHMSI O YPE3BBIYAMHBIX CHUTYAIUAX, OMACHBIX MPUPOJHBIX SBICHUSIX
U Tporieccax, JKOJOTUYECKas, THIPOMETEOPOJIOTUYECKAsl, THIPOTeOJIOrnIecKas,
nemorpaduyeckas, CaHUTAPHO-IMHACMHOJOTHYECKAas U Jpyras uHbopmarms,
HeoOxoauMasi sl  oOecreueHus: O€30MacHOro CYIIECTBOBAHUSI HACEJICHHBIX
MMyHKTOB, TPAXK/IaH U HACEJICHUS B IIEJIOM, a TAK)KE MPOU3BOJCTBEHHBIX 00BEKTOB;

- OINMCaHWE CTPYKTYpPhl OpraHa HWCIIOJHUTEIBHOW BIACTH, €ro (YHKIUH,
HaIpaBJICHUN 1 POpM JEATEITHHOCTH, a TAKKE €TO aJAPec;
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- MOPSIIOK PACCMOTPEHHUS U pa3pelieHMs] 3asBICHUI, a TakKe oOpaleHui
rpakKJaH ¥ IOPUINYECKUX JIMLI;

- peLIEHHUs O 3asBICHUSIM U OOpalllEHUsM Tpa)KIaH U IOPUIUYECKUX JIUL,
PAacCCMOTPEHHBIM B YCTAaHOBJIEHHOM TOPSJIKE;

- TOKYMEHTbI, HAKaIUIMBAEMbI€ B OTKPBITHIX (hOHIAaX OMOIMOTEK U aApXUBOB,
MH(OPMAIIMOHHBIX CUCTEMAaX, HEOOXOAMMBbIE MJisi peaju3allud IpaB, CBOOOJ
1 00513aHHOCTEH TpaK/IaH.

14.8. HomxuHoctHeie nuua PI'MMCHU, npunsBumime peuieHne o0 OTHECEHHH
JOKYMEHTHUPOBAaHHOM cNyXeOHOM uH(OpMauuu K paspsaly OrpaHUYEHHOTO
pacnpocTpaHeHHsl, HECYT MEPCOHAJbHYI0 OTBETCTBEHHOCTh 3a OOOCHOBAaHHOCTh
OPUHIATOTO  pEUIeHUuss U COOJIIOJIGHHE  OrPAaHMYEHUH, MPeayCMOTPEHHBIX
HACTOSILIUM Pa3/ielioM, a TaKkKe 3a o0ecreyeHune 3aluThl HocuTene HHpopMaluu
OTPaHUYEHHOI'0 PACIPOCTPAHEHHUs M MCIOJIb30BAaHUE CPEICTB OPITEXHUKHU MPH
HOATrOTOBKE 3TUX NokyMeHTOB ([Ipunoxenue Ne 22).

14.9. JlokyMeHTHpOBaHHasi clly>)keOHast uHGOpPMAIUs  OrpaHUYEHHOTO
pacnpocTpaHeHusi 0€3 CaHKIUKU PYKOBOJIUTENSI HE TMOMJICKUT pasrialleHUIo
(pacpocTpaHeHHIO).

14.10. 3a pasrnamieHue JOKYMEHTHPOBAHHOHN cCly>)keOHOM uHGOpMaIUK
OTPaHUYEHHOTO PACHpOCTPAaHEHHUs, a TaKKe HapylleHUe NOopsAaKa OOpalleHHs
C JIOKyMEHTaMH, COJepKalluMHu Takyto uHpopmanuto, padotHuk PIMICH,
JOMYCTUBIIUN JaHHOE HApYLICHHE, MPUBJIEKAETCS K AUCLUMILIMHAPHOW WM MHOM
IpeyCMOTPEHHON 3aKOHOAATEILCTBOM OTBETCTBEHHOCTH.

14.11.Pa6otauku PI'ICH, umeromue oTHOIIEHHE K pab0Te C JOKYMEHTAMU,
nenamMu U uw3gaHusMu  «JCII», nomkHbl OBITP B 00s3aTE€IBLHOM TMOPSAKE
O3HAKOMJIEHbl C JAHHBIM pa3ZelioM, YCTaHABJIMBAIOIIUM MOPSIOK pPabOThI
C IOKyMEHTHPOBAHHON MH(OpPMAIHE OrpaHUYEHHOr0 paCIPOCTPaHEHUSI.

14.12. TpeGoBanusi k odopmMIIeHHIO JTOKYMEHTOB ¢ pekBu3uTamu «JICII»
—cooTBeTcTBYIOT Paznenmam 14, 15, 16 wu 17 mnacrosmeit HWHCTpyKuuw,
tpeboBanusam ['OCT P. 7.0.97-2025. «Cucrema ctanmapToB 1o HH(OpMaIuu,
OMOIMOTEUHOMY M H3AaTeabcKoMy Jeny. OpraHuzallMOHHO-pacHopsAUTEIbHAs
nokyMmeHTtanus. TpeboBaHus K 0(pOPMIICHUIO TOKYMEHTOBY.

15. HNOPAJAOK INTPUEMA U YYETA JOKYMEHTOB
C PEKBU3UTAMMU «ICII»

15.1. TIpuem u yuer (peructpauusi) 1okyMeHTOB «JICII» ocymecTtBisiercs
cneuuanuctoM OTAena AeI0MpoOU3BOICTBA, KOTOPOMY MOPYUYEH YUET HECEKPETHOM
nokymeHntauuu. Ilpuem u yder (peructpanusi) AOKYMEHTOB, OTHOCSIIUXCS
K BOMHCKOMY y4YeTy, OpPOHMPOBAHHUIO Tpa)kJIaH, MOOWIM3AIMOHHONW TOJITOTOBKE
OCYLIECTBIISIETCS  CIELMAIIMCTOM, OTBETCTBEHHBIM 332  BOUHCKUU  yYeT
1 OpOHUPOBAHME B OPTaHHU3AINH.

15.2. Bes  mocrynatomass B PIMCU  xoppecnonaenmus — «JICII»
MPUHUMAETCS U BCKpbIBaeTcs crnenuanuctoM Otnena aenonpousBojcta. [lpu
ATOM TIPOBEPSIETCS KOJUYECTBO JIMCTOB U IK3EMIUISPOB JOKYMEHTOB U W3JaHUMH,
a TAaK)K€ HAJINYME YKAa3aHHBIX B COMPOBOJAUTEIILHOM MUChME MPUIIOKEHUH.
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B cinydae orcyrcTBUSi B KOHBepTax (makerax) HOoKyMeHTOB «JICID» wim
IIPUIOKEHUN K HHUM, COCTaBJISIETCA aKT B ABYX JK3EMIUIAPAX, OJAMH U3 KOTOPBIX
BBICBUIAETCS OTIPABUTEITIO.

OmmboyHo  moctynuBmiMe  AO0KyMeHTbl  «/ICII»  Bo3Bpamarorcs
OTIPABUTENIO.

15.3. Peructpauumu mojuiekar BCE€  MOJydaeMble, OTIpPABISEMbIE U
BHYTPEHHHE JOKyMEHThl, a Takke wusganua «JICII». Takue mOKyMEHTBI
YUUTBIBAIOTCS MO KOJIMYECTBY JHUCTOB, Mo 3Kk3emiuisipaM ([Ipunoxenue NeNe 23,
24).

15.4. Jlokymentsl ¢ rpudpom «JCII» yuutsiBatorcss B PTUCH otaenbHO
OT HECEKpEeTHOM JokyMeHTaluu. TpeboBaHUE OJHOKPATHOCTH PETUCTPALNH
pacHpoCTpaHIETCs U Ha TOKYMEHTHI U u3aanus «ICID».

15.5. Vuer noxymentoB u wusmanuit «JICII» Begercs B crnenuaibHOM
KypHane. JlomyckaeTcsi perucTpupoBaTh JOKyMeHTBl ¢ Tpudom «JICID»
c OMOILIBIO YCTPOMCTB AIEKTPOHHO-BBIYUCIUTEIBHON TEXHUKU
(ITpunoskenue NeNe 25, 26).

15.6. JIpmwxenue mokymeHToB W m3gaHuil «/[CID» m0iKHO CBOEBpEMEHHO
OTpa)kaTbCsl B KypHAJIE.

15.7. Ha 3apeructprpoBaHHOM JIOKYMEHTE, a TaK)Ke Ha COMPOBOJIUTEIHLHOM
nuceMe K wm3gaHusM  «JICID» mpocTaBiAOTCA PErUCTPAlMOHHBIA  HOMEP
JOKYMEHTA U J1aTa €ro NOCTYIUICHUS.

15.8. Tupax  wm3manus  «JICIl», monydeHHBIM IS PACCBUIKH,
perucTpupyercs Ioj OJHUM BXOIAIIMM HomepoM B «XypHane yuera
U pacnpeaenenns nznanui» ([Ipumoxenue Ne 26).

15.9. JlonoJHUTENBPHO Pa3MHOXKEHHBIE IK3EMIUISIPbl JOKYMEHTa (M31aHUs)
YUUTBIBAIOTCS 32 HOMEPOM 3TOT0 AOKYMEHTA (M3[aHusA), O YEM JIE€JAeTCs OTMETKa
Ha pa3MHOKaeMOM JOKyMeHTe (M34aHMM) M B Y4eTHbIX ¢opMmax. Hymepauus
JOTIOJTHUTENIBHO Pa3MHOXKEHHBIX JSK3EMILUIIPOB IPOU3BOAUTCS OT TOCIEAHETO
HOMEpPA PaHEe YYTEHHBIX IK3EMIUIIPOB.

16. PA3BMHOXKEHUE U PACCBLJIKA (OTIIPABKA) JOKYMEHTOB
U U31AHUN

16.1. loxymenTtsl ¢ rpudom «ICII»:

- [e4YararTcsi pabOTHUKOM, HMEIOUIMM pa3pelieHHe PYKOBOJIUTENS
Ha paboty ¢ nokymenrtanuei «ICII», nomyckaercs: UCNoIb30BaHUE MTEPCOHATBHOMN
KOMITBIOTEPHOW  TEXHUKH, TPU OTOM  paboTa  BBIIONHIETCS  TOJBKO
C UCIOJIb30BAHMEM CMEHHBIX MArHUTHBIX HocuTeneil (Qudiui-kapT). YKa3aHHbIE
(m-KapThl XpaHATCS Y paOOTHUKA, OTBETCTBEHHOTO 3a PabOTy ¢ TIOKyMEHTaMU
¢ rpudom «JICID»;

- TIEYATalOTCs C YKa3aHWEM Ha JIMIEBOW CTOPOHE B MPABOM BEPXHEM YTy
MEPBOr0 JIMCTA KaXJAOr0 HSK3eMIUIsipa JOKYMEHTa KOJIWYECTBAa OTIEYaTAHHBIX
AK3EMIUIAPOB; Ha JIMIEBOW CTOPOHE B JIEBOM HIKHEM YIJIy MOCJEIHEro JUCTa
KXJIOro JK3eMIuisipa — (aMHIUM HWCIOJHUTENST W HOMEpA €ro ClyxkeOHOTo
tenedona;
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- mepenarTcs padOTHHKAM CTPYKTYPHBIX MHOJpa3JeieHUil MOJ PacHucKy.
Ilepenaua nokymentoB ¢ rpudom «ICII» u nen, cogepkauux Takue JOKYMEHTBI
OT OAHOro pabOTHHKAa JPYroMy, OCYIIECTBISETCA TOJBKO C pa3pelIeHus
pyKoOBOIUTENS CTPYKTypHOro noapasaenenus PI'CH;

- TEepechUIAlOTCS CTOPOHHMM OpPraHU3alMsIM 3aKa3HbIMU WM LIEHHBIMU
MOYTOBBIMH OTIIPABICHUSIMU;

- He  MOryT [mepeAaBaTbCi MO  HE3alIUIICHHbIM  KaHajam
KOMITBIOTEPHO-MOJIEMHOM, (aKCUMWJIBHOW U TenerpaHoid CBA3M, a TakKke
I10 DJIEKTPOHHOU IOYTE;

16.2. Otnevarannsie U noanucanuble 1okyMeHThl «J{CID» nepenarorcs s
peructpanuu pabOTHUKY, OCYILIECTBIAIONIEMY UX y4yeT. UepHOBUKHM M BapUaHTbI
YHUUTOXKAIOTCA 3TUM pAaOOTHUKOM C TOATBEpX ACHHEM (aKTa YHHUTOXKECHHS
3aMKMChI0 HA KOMHUM HUCXONALIEro JOKyMeHTa: «YepHOBUK (M BapUaHTBHI)
yHU4YTOXEHBI. [lata. [Toanuce».

16.3. Ha otnpaBisemMbIXx AOKYMEHTax (B HEOOXOAMMBIX CIIyyasix M Ha UX
NPOEKTax), COAEpX,aIMX JIOKYMEHTUPOBAaHHYIO CIyXeOHYI0 HMH(OpMAIHUIO
orpaHMYeHHOro pacmpoctpanHenusi, rpud «JICI» wu HoMep »sK3eMIULIpa
NPOCTABJISIOTCS B TPABOM BEPXHEM YIJIy TMIE€PBOM CTpaHMIBI JOKYMEHTA,
HAa OOJIOKKE M TUTYJIBHOM JIMCT€ U3JIaHMS, a TaKKe Ha TEepBOWM CTpaHHIIE
COMPOBOJIUTENHHOTO MUChMA K TAKUM JIOKYMEHTaM.

16.4. Tlpu HE0OXOAMMOCTH HampaBlieHUs AOKYMEHTOB ¢ rpudom «JCII»
HECKOJIbKMM  aJipecaTaM, COCTaBJISIETCSl yKaszaTellb pAacChUIKH, B KOTOPOM
NPOCTABJISIOTCS HOMEPA OK3EMIULSIPOB  OTHPABISAEMBIX JTOKYMEHTOB BCEM
azpecaram.

16.5. VYkazatenb pacChUIKU MOJIMTHUCHIBACTCS UCIIOJIHUTENIEM,

PYKOBOJOUTEIEM CTPYKTYpHOro mnoapaszaeneHuss OpraHuzanuy, TOTOBHUBIIETO
JOKYMEHT (TIpeIBApUTEIBHO COTIIACOBAHHBIN C JOIKHOCTHBIM JIMIIOM).
16.6. PazmHoxeHme noKkyMeHTOB W m3gaHuii ¢ rpudom «ICID» ocymecTBiasercs
TOJILKO C THCHBMEHHOTO pa3pelieHust (pe30Nonuu) PYKOBOAUTENS, COTJIACHO
n. 11 Ilpunoxenus Ne 4 x npukazy MunkynsTypsl Poccun ot 22.05.2024 Ne 951,
OTBETCTBEHHOTO 3a paboTy ¢ ngokyMeHtamu ¢ rpudom «ICII». Vwuer
Pa3MHOXEHHBIX JOKYMEHTOB OCYILECTBIIAETCS IO SK3EMILISIpaM.

16.7. OtnpaBnseMble TOKyMeHTHI, fAena u uzmanus «JICIID» momkHBI OBITH
MOMEIIEHbl B KOHBEPTHl JIMOO yHakoBaHbL. 3alpeliaercs MCIO0JIb30BaTh
KOHBEPTHI C NMPO3PAYHBIMU «OKOIIKAMM» JJIS1 IEPECHUIKU ITUX JOKYMEHTOB.

16.8. Ha ymakoBke (KOHBepTE€) YKa3bIBAIOTCS ajpeca W HAMMEHOBAHUS
MoJIy4aTeass W OTHPABUTENs, HOMEPA BIIOKEHHBIX JOKYMEHTOB C J100aBICHUEM
otmeTku «JICID».

3ampemaercss yKas3blBaTh (aMMIUM W JOMDKHOCTH  PYKOBOJUTENEH
U pabdOTHHKOB, a TaKK€ HAUMEHOBAHUS CTPYKTYPHBIX HOJpa3JeieHui
OpraHu3allid Ha YNAaKOBKE JOKYMEHTOB M u3naHuid «J/lnsg  cioyxeOHOro
MIOJIb30BAHUS».
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17.  OBECIIEYEHUE COXPAHHOCTU JOKYMEHTOB, AEJI
U U3JAHUHA. IPOBEPKA UX HAJIMUUSI

17.1. Jlokymentsl, nena wu wusganus <«JCID» JOIDKHBI  XpaHUTBHCS
B CIy’)KEOHOM TOMEIIICHUH B HAJIE)KHO 3alUpPaeMOM M OIeYaThiBa€MOM IKady
(ceiibe). Ilpm »oSToM  AOMKHBI OBITH  CO3JaHBl  HAJJIeXkKal[Ue YCIOBHUS,
oOecreynBaroye ux GU3NIECKyr0 COXPaHHOCTb.

17.2. Beimannsie nis padotel nena «JICID» mommexar BO3Bpaty B TOT Ke
nenb. Otnenshbie Aena «JICII» ¢ paspelieHuss pyKOBOIUTENSI MOTYT HaXOJAUThCS
y UCIOJIHUTENSI B TEUCHHE CPOKa, HEOOXOIUMOrO JJIsl BHITIOJIHEHUS 3aaHusl, NMPpU
YCJIIOBUM TOJIHOTO OOECIEUeHUs] HMX COXPAaHHOCTH U COOJIOJICHHS TIPaBUI
XpaHECHUS.

17.3. Tlepenauya nokymeHTOB, nen v uznanui «JCII» apyrum pabotHukam,
IPOU3BOUTCS TOIBKO C Pa3pelICHUS] PYKOBOIUTEIS.

17.4. 3anpemiaercs uU3bITHE U3 JIeJl WIM TEPEMEIICHHE JOKYMEHTOB
¢ rpucdom «JICII» u3 omHOro nena B apyroe 6e€3 CaHKIIMU PYKOBOJIUTEIS WU JIUIL
a, ocymectBistoniero ux yder. OO00 BCeX TMPOBEACHHBIX W3BATUIX WIH
nepeMEIISHUsSIX JISTAl0TCS OTMETKH B YUETHBIX JIOKYMEHTaX, BKIIFOUasi BHYTPEHHUE
OTIHCH.

17.5. 3ampemniaercs BBIHOCHUTH JOKYMEHTHI, jnaena u wusnanus «JICII»
U3 CIY>KEOHBIX TOMEIIEHUM [l pabOThl C HUMU Ha JIOMY.

17.6. Ilpu cmeHe B opraHu3anuu paOOTHHKA, OTBETCTBEHHOTO 3a YYeT
nokymeHToB ¢ rpudom «JICII», cocrtaBisieTcss akT MpueMa-cllayd ITHUX
JIOKYMEHTOB, KOTOPBIN yTBEpKIaeTcsi pykoBoauTenemM OpraHu3aiui.

17.7. TlpoBepka HamM4us JOKYMEHTOB, HW3JIaHUW M J€Jd, COJEp Kallux
nokyMmeHThl ¢ Tpudom «CII» B Opranuzanuu, mpoBOAUTCS HE PEXE OJHOTO pasza
B TOJ KOMHUCCHUSAMH, Ha3Ha4aeMbIMU MPHKA30M pykoBoautTens OpraHuzaiui.
B cocTaB koMHCCH BKIIFOYAETCS CIIELUATINCT, OTBETCTBEHHBIN 32 YUET U XpaHEHUE
ATUX JTOKYMEHTOB.

17.8. O ¢axrax yTpatbl AOKYMEHTOB, u3nanuii ¢ rpudom «JICII» u nemn,
colepKalux OSTH JOKYMEHTHI, a TaKXke pasriameHus uHdopMaimy,
coZeprKalllelicsl B ATUX JTOKYMEHTaX, CTaBUTCS B HU3BECTHOCTb PYKOBOJUTEIS
M HA3HAYAeTCs KOMHUCCHUSA [IJIl pPACCIEAOBAHHUS OOCTOSTENBCTB YTPAThl WIH
pasriamieHus. Pe3ynbTaThl paccie1oBaHusl TOKIAIbIBAIOTCS PYKOBOIUTEINIO.

Ha ytpadenHbie MOKyMEHTHI, W3IaHHS M J€Nla, COJEpKaIlue TOKYMEHTHI
c tpudom «JCII» cocrtaBiasieTcs akT, Ha OCHOBAHHH KOTOPOTO JIETAIOTCA
COOTBETCTBYIOIIME OTMETKH B YUETHBIX (pOopMax.

COT'JTACOBAHA
OxcneptHoit komuccuert PITCHU
(mpotokomor . .20 Ne
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[Ipunoxenne Ne 1
K 1.1.13 MuCTpyKIIMN

MHUHUCTEPCTBO KYJIbTYPbI POCCUICKOM ®EJIEPAILINHA

®EJEPAJIBHOE I'OCYJIAPCTBEHHOE BIOJ)KETHOE OBPA3OBATEJIbHOE
YYPEKJIEHUE BBICHIEI'O OBPA3OBAHUS
«POCCHMCKHI TOCYJAPCTBEHHBI MHCTUTYT CHEHUYECKHX UCKYCCTB»

YTBEPXJAIO
JIomKHOCTh pYKOBOAUTENS
MOJpa3ieeHUs

Tloonuce N.0. ®amunus
« » 20 T

AKT

(mm) (mecsim) (rrrr) T Ne( )
Cankr-IlerepOypr

npuemMa-nepeiadu JOKyMEeHTOB

Hacrosimuii  akT  mpuema-miepeiaud  JOKyMEHTOB  COCTAaBJICH B CBSI3H
¢ (veonvnenuem, omnyckom u m.0.) (Oomxicnocme, hamunus, uHUYUATBL)
Ha OCHOBAHMH IPHKa3a OT (00.mm.2eec) Ne (znauenue).

[lepenarorcs:

(ykazamo 6uo u pexeusumol 00Kymenmos) — (ykazamo Koji-60 OOKYMEHMOS) €/1.
Ilpu mnpueme-miepesade JOKYMEHTOB OBLIM YCTAaHOBJICHBI CIICAYIONIHE (DAKTHI:
(6nucams nyoswcnoe).

A, (oonxcnocms, gamunus, unuyuanel coarowezo oena), (He coenacen co
CLeOYIOUWUMU NOTONCEHUAMU OAHHO20 aKma (YKaszamov, KaKUMU UMEHHO)/Co2naceH
C NOJIOACEHUAMU OAHHO20 AKMA).

(IToonucw, unuyuansi, pamunus)

A, (oondxcnocms, pamunus, unuyuanel coarowezo oena), (e coenacen co
CILEOYIOUWUMU NOTONCCHUAMU OAHHO20 aKma (YKa3amsv, KAKUMU UMEHHO)/CO2NaceH
C NOJIOACEHUAMU OAHHO20 AKMA).

(IToonucw, unuyuansl, pamunus)

(Oonxrcnocmo coarowezo dena) nOOnuUcyH (A4.0. ®amunus)
(Oonoicnocmov npunumarowe2o dena) NOONUCH (A1.0. Damunus)
(0onocnocmo pabomnuxa OJ) NnOONUCH (A1.0. amunus)

[IpunoxeHue: nepeyeHb JOKYMEHTOB.
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[Ipunoxxenue Ne 2
K 11.3.6 acTpyKuun

MHUHUCTEPCTBO KYJIbTYPbI POCCUICKOM ®EJIEPAILINUA
OEJEPAJIBHOE 'OCYJAPCTBEHHOE BIO/UKETHOE OBPA3OBATEJIBHOE

YYPEKJEHUE BBICHIEI'O OBPA3OBAHUS
«POCCHMCKHI TOCYJAPCTBEHHBI MHCTUTYT CHEHUYECKHUX UCKYCCTB»

IIPUKA3

Cankr-IlerepOypr

(3arosI0BOK K TEKCTY)
(KoncraTupyroias 4acth)
ITPUKA3BIBAIO:

(PacriopsiuTenbHas 4acTh).

OcHoBanue: (....).

(HanmeHoBaHME JOHKHOCTH) (N.0. damuus)
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[Ipunoxenue Ne 3
K 11.3.6 acTpyKuun

MHUHUCTEPCTBO KYJIbTYPbI POCCUICKOM ®EJIEPAILINUA
OEJEPAJIBHOE 'OCYJAPCTBEHHOE BIOJKETHOE OBPA3OBATEJIBHOE

YYPEKJIEHUE BBICHIEI'O OGPA3OBAHUS
«POCCHMCKH T'OCYJAPCTBEHHBI HHCTUTYT CHEHHUYECKHUX HCKYCCTB»

BBIIIMCKA U3 IIPUKA3A

Cankr-IlerepOypr

(KoncraTupyroias 4acthb)
ITPUKA3BIBAIO:

(HeoOxoaumblii (hparMeHT pacropsAUTSIIbHON YacTH).

(HaumeHoBaHME JOIKHOCTH) Ioonuce (N.0. damumus)
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[Ipunoxenue Ne 4
K 11.3.6 acTpyKuun

MHUHUCTEPCTBO KYJIbTYPbI POCCUICKOM ®EJIEPAILINUA

®EJEPAJIBHOE I'OCYJIAPCTBEHHOE BIOJ)KETHOE OBPA3OBATEJIbHOE
YYPEKJIEHUE BBICHIEI'O OGPA3OBAHUS
«POCCHMCKHI TOCYJAPCTBEHHBI MHCTUTYT CHEHUYECKHUX UCKYCCTB»

IMPOTOKOJI
3acemanus (kadeapel, COBETa, ...)

Cankr-IlerepOypr

[Mpencenarens — (Gamumus 1.0.)
Cexpetapp — (Pamumnus 1.0.)

NPUCYTCTBOBAJIUA:
(Pamumu 1.0.)

IHOBECTKA JTHA:

BBICTYIINJIU:
(xkpaTkoe coziepykaHNe BBICTYILICHUH )

INHOCTAHOBMUJIN:
11 ..
12, ...

2. CJYHIAJIA:
(Pamumus N.0. —....)

BBICTYIINJIN:
(kpaTkoe coliepiKaHKe BBICTYIIIICHHIA)

IHOCTAHOBMUJIN:
21 ...

[Ipencenarens (N.0. damuus)
Cekpetapb (N.0. damuus)
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[Ipunoxenue Ne 5
K 11.3.6 acTpyKuun

MHUHUCTEPCTBO KYJbTYPbl POCCUCKOM ®EJIEPALIUUA

®EJEPAJIBHOE I'OCYJIAPCTBEHHOE BIOJ)KETHOE OBPA3OBATEJIbHOE
YYPEKJIEHUE BBICHIEI'O OGPA3OBAHUS
«POCCHMCKHI TOCYJAPCTBEHHBI MHCTUTYT CHEHUYECKHUX UCKYCCTB»

BBIIINCKA U3 ITPOTOKOJIA
3acemanus (kadeapel, COBETa, ...)

Cankr-IlerepOypr

[Mpencenarens — (Gamumus 1.0.)
Cexpetapp — (Pamumnus 1.0.)

NPUCYTCTBOBAJIUA:
(Pamumu 1.0.)

CJOYHIAJIN:

ITOCTAHOBMUJIN:

(HaumeHOBaHHE JOKHOCTH) Ioonuce (N.0. ®amuus)
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N\

MHUHUCTEPCTBO KYJIbTYPbI
POCCUUCKOU ®EJEPAIIMA

d)euepanbﬂoe TOCyJapCTBEHHOC GIOZl)KeTHOe
00pa3oBaTeIbHOE YUPSIKICHUE BBICIIETO 00pa30BaHHUS
«PoccuiicKuil rocy1apCcTBEHHbIH HHCTUTYT
cueHuvecknx uckyccrs» (PIUCH)
MoxoBas yi1., 1.34, Cankr-IletepOypr, 191028

Tenedon, dakc: (812) 272-24-79
E-mail: office@rgisi.ru; http://www.rgisi.ru

Ne

Ha Ne oT

[Ipunoxenue Ne 6
K 11.3.6 acTpyKuun

(Anpecar)

(BerynurensHoe oOparienue)!

(TekcT mucpMa).

(OT™MeTKa O MPHIIOKEHUN).

(HaumeHOBaHHE TOTKHOCTH)

(Ormerka 06 ucmomHUTENE)

(N.0. damumnms)
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[Tpunoxxenue Ne 7
K 11.3.6 acTpyKuun

N\

MUHUCTEPCTBO KYJbTYPbl POCCUIICKOHN ®EIEPAIIUN

®EJIEPAJIBHOE T'OCYJIAPCTBEHHOE BIO/JKETHOE OBPA3OBATEJIBHOE
YUYPEKJIEHUE BBICIIEI'O OBPA3OBAHUSI
«POCCUMCKHNU T'OCYJAPCTBEHHBIV MHCTUTYT CHEHUYECKHUX UCKYCCTB»
Moxogas yi., 1.34, Cankt-IlerepOypr, 191028
Tenedon, dakc: (812) 272-24-79, E-mail: office@rgisi.ru; http://www.rgisi.ru

MINISTRY OF CULTURE OF THE RUSSIAN FEDERATION
RUSSIAN STATE INSTITUTE OF PERFORMING ARTS

Mokhovaya St., 34, 191028 St. Petersburg, Russia
Tel., fax: +7 (812) 272-24-79, E-mail: office@rgisi.ru; http://www.rgisi.ru

(Anpecar)

Ha Ne oT

(BerynurensHoe oOparienue)!

(TekcT mucpMa).

(OT™MeTKa O MIPHIIOKEHUN).

(HaumeHOBaHHE TOKHOCTH) (N.0. damumms)

(Ormerka 06 ucmomHUTENE)
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[Ipunoxenne Ne 8
K 11.5.3.4 UncTpykuuu

OBIIME TPEBOBAHMUS
K O®OPMJIEHUIO OCHOBHBIX PEKBU3UTOB JOKYMEHTOB

[Ipu odopmieHHMH JOKYMEHTOB HCIOJIB3YIOTCA CJEAYIOIIME OCHOBHbBIE
PEKBU3UTHI:

1. Imobaema PITUCH

N3o6paxxenne smOnembl PIMICU  ucnonb3yercss kKak Ha JOKYMEHTaX,
U3rOTOBJIEHHBIX Ha OyMa)XHOM HOCHUTElNe, TaK U Ha JOKyMEHTaX B 3JIEKTPOHHOM
Buze. M300paxenune sMOJIeMbl TOMEIIAETCS HA BEPXHEM I0Jie OJlaHKA JOKYMEHTa
Ha paccTtosiHuM 10 MM OT BepXHEro Kpas JHMCTa, 3aXBaTbIBasi YaCTh paboyell 30HbI
JOKYMEHTA, IEHTPOBAaHHO HaJ pekBuzuTamu PI MICH.

2. HammenoBanue PIUCH u cTpykTypHOro noapasaejieHus

HaumenoBanue PI'MCHU  yka3piBaeTcs B JOKYMEHTaX B  IOJIHOM
COOTBETCTBUM C HAMMEHOBAHUEM, 3aKpPEIUICHHBIM B ycTaBe. Hajq HauMeHOBaHUEM
PT'YICH yxka3bpiBaeTCsi HAMMEHOBAHUE yUpPEAUTENS.

HaumeHnoBanue cCTpykTypHOro mojpasjaeieHus (B ToM uwucie (Qumana,
KOJUIETHAIbHOTO, COBEIATEILHOTO WM MHOTO OpraHa) yKa3bIBaeTcsl B OJIaHKax
nuceM W OJlaHKaX  KOHKPETHBIX  BHUJOB  JIOKYMEHTOB,  HM3JJaBa€MbIX
COOTBETCTBYIOIIMMH  IOJPA3ACICHUSIMUA B COOTBETCTBUM C  JIOKAJIbHBIMHU
HopmatuBHbIMM  akTamu PI'MMCW. Hax  HauMeHOBaHMEM  CTPYKTYpPHOTO
NOApa3/IeJICHUs] YKa3bIBACTC HAUMEHOBAHNE OPraHU3alyi, YbUM KOJUJIETUAIbHBIM
WM COBEIATEIbHBIM OPraHOM JIAHHOE MOJAPAa3/ICIICHUE SIBIISETC.

[Ipu BocmpousBeneHUH TMOJTHOTO HAWUMEHOBAaHMS (PUiIMala HaUMEHOBAHUE
PTYICH He yka3biBaeTCA.

3. HanMeHoBaHUe TOKYMeHTA

HaumeHoBaHue BHAa HM3/1aBa€MOro JAOKyMeHTa (MpUKa3, MPOTOKOJ, aKT
U Jp.) BKIIOYACTCA B OJaHK COOTBETCTBYIOIIETO BHJA JOKYMEHTa WU
YKa3bIBa€TCAd COCTABUTEJIIEM NPH MOATOTOBKE JOKYMEHTa IOJ] HaMMEHOBaHHUEM
PTUCH (u cTpyKTypHOTrO MOJPa3ICIICHHUS).

HaumeHoBaHue BuJa JOKYMEHTa YKa3blBa€TCsi Ha BCeX JOKYMEHTax,
3a  HCKJIIOYEHHEM  IIHCEM. HUckmroueHne  —  rapaHTUWHBIE  TNHCbMA,
MHUChMa-yBEIOMJIEHHUsI, HA KOTOPHIX HAUMEHOBAHUE BUJIA IOKYMEHTA YKa3bIBACTCS.

4., MecTo cocTaBieHns (U31aHUS) JOKYMEHTA

Mecto cocrtaBinenus (uW3dgaHus) JOKYMEHTa YKas3blBaeTCs BO BCEX
JOKYMEHTaX, KpPOME JICJIOBBIX (CIYy)KCOHBIX) THCEM, a TaKXe JOKJIQJTHBIX,
CITY»KEOHBIX 3aIMCOK M BHYTPECHHUX MH()OPMAIIMOHHO-CITPABOYHBIX JOKYMEHTOB.

MecTto coctaBieHus (M3AaHUs) JOKYMEHTA YyKa3bIBa€TCSd B COOTBETCTBUHU
C MPUHATHIM aIMUHUCTPATUBHO-TEPPUTOPUAIIBHBIM JICIICHUEM.
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[Ipu ykazaHuM B KauecTBE MeECTa COCTaBICHHUS (M3aHWs) JOKYMEHTA
roponoB (enepanbHoro 3HaueHusi (Mocksa, Cankr-IlerepOypr, CeBacTomnosb)
CJIOBO «TOPO» B COKPAIICHHOM HAITUCAHUH («T.») HE YKa3bIBACTCA.

S. CnpaBounble naHHble 00 UncTuTyTE (PHiinaie)

CnpaBounbie aanuble 00 PI'MICU (¢dunmane) ykaspiBatoTcsi Ha OJIaHKax
MMCeM U BKJIIOYalOT B ceOs: moutoBbii aapec PIUMCU (punumana), HOMED
tenedoHa, ¢dakca, oPUIUAIBHBIA apec KOPIOPATUBHOM 3JIECKTPOHHOM IOYTHI,
MHTEPHET-aIpeC U Apyrue cenenus no yemorpenutro PITUCH.

6. I'pu¢ orpanuyeHus 10cTyNna K 10KyMEHTY

I'pud orpanumyeHus g0cTyna K JOKYMEHTY TMPOCTaBISIETCS B IIPaBOM
BEpXHEM  yrjy  TEpPBOrOo  JUCTa  JOKyMeHTa  (IIpoeKTa  JOKYMEHTa,
COMPOBOJUTEILHOIO MHUChMA K JIOKYMEHTY U Tp.) OT TPAHUIIBI BEPXHETO MO MPU
HAJIUYUM B JOKyMEHTe WHGOpPMAIUU, JOCTYIl K KOTOPOM OrpaHHUYHBAETCS
B COOTBETCTBHUU C 3aKOHOAATENbCTBOM Poccuiickon denepanumu.

Kak mnpaBwio, Ha JOKYMEHTBI, CO3/aBacMble B OTBET HA BXOJSIIUE
JIOKYMEHTBI, UMEIOIIHE Tpr( orpaHUYEHUs JOCTYIA, TPOCTABISAETCS aHATOTUYHBIN
rpud orpaHUYCHHUsI TOCTYTIA.

Bunel  ucnonpdyeMbix  rpud)oB  OrpaHUYEHUsS  JOCTYMa  JOJDKHBI
COOTBETCTBOBATh 3aKOHOJATEIBbHBIM M HWHBIM HOPMATHUBHBIM IIPABOBBIM aKTaM
Poccuiickoit @enepanumu.

I'pud orpanmueHuss J0CTyINa K JOKYMEHTY MOXKET JOTOJHATHCS HOMEPOM
JK3EMIUIsIpa  JOKYMEHTAa HU  APYTUMH  CBEICHUSIMH B COOTBETCTBUM
¢ 3akoHOAaTebCTBOM Poccuiickon denepanumu.

1. Anapecat

Anpecar — pEKBU3UT, UCHOJIb3YyEeMbId TIpH O(DOPMIICHHH JEIOBBIX
(cmy>keOHBIX MHCEM), BHYTPEHHUX WH()OPMAIIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

JIOKyMEHTBl aApecyloT B OpraHbl TOCYJApCTBEHHOM BJIACTH, OPTaHbI
MECTHOI'O CAMOYIIPABJICHUSI, OPraHU3aUAM, JOJKHOCTHBIM JMIAM, CTPYKTYPHBIM
MOAPA3AEICHUSAM, TPaXKIaHAM.

B cocraB pekBuzuta «AnpecaT» BXOAUT HAWUMEHOBAaHUE OpraHa
rOCYJapCTBEHHOW  BJIACTHU, OpraHu3auuud (CTPYKTYPHOTO  MOJpa3/elICHUs
OpraHu3alyy), HANMEHOBAHUE JODKHOCTH, (haMIITUS ¥ MHUITMAIIBI TTOJTydaTelIs.

Kaxnmas coctaBHass 4acThb pEKBH3UTAa «AJpecar» IeyaTaercsi C HOBOM
CTpoKH yepe3 | MeXIyCTpOUHbINH HHTEpBal pazmepoM mpudTa Ne 13, 14.

daMuvg 1 UHULKAAIIBI IEYaTal0TCs TOCJIe HAMMEHOBAHUS TOJDKHOCTH Yepes
I MeXyCTpOUYHBIN UHTEPBAJ.

IIpu agpecoBaHuM JOKyMEHTa B OpraH TOCYJapCTBEHHON BIAcTH,
OpraHM3alui0 WIM CTPYKTYpHOE MOApa3/ieJIcHHe oOpraHu3aluu 0e3 yKazaHus
JOJKHOCTHOTO JIMIIa X HAMMEHOBAHUS MUIIYTCS B UMEHHUTEIILHOM Ma/iexe,

HarpuMmep: MUHHCTEPCTBO KYJIBTYPhI
Poccuiickoit @enepannun
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WIH:
IIpaBuTEnbCTBO
Poccuiickoit Penepannun

JlenaprameHT
JEJONPOU3BOICTBA U ApXUBa

[Tpu aJpecoBaHuU JOKYMEHTa PYKOBOJUTEIIO (3amMecTUTENIo
PYKOBOJIMTENSI)  OpraHa  rOCYJapCTBEHHOM  BJIACTU WM OpraHu3aluu
HAaMMEHOBAaHUE OpraHa TOCYAApCTBEHHOM BiacTH (WJIM OpraHU3alyy) BXOAUT
B COCTaB HaWMEHOBAaHMS JODKHOCTM ajpecaTa, HAMMEHOBAaHUE JIOJDKHOCTH
yKa3bIBa€TCA B JIaTEJILHOM Majieke, HalpuMep:

PykoBogurento
denepanbHON CITYKOBI
1o HaA30py B cepe oOpazoBaHuUs

damumnug U.0O.

IIpu anpecoBaHUM THMChbMA PYKOBOJMTENIO CTPYKTYPHOTO MOJpa3aeiiCHUs
YKa3bIBAIOTCSI B  MMEHUTEIBHOM  TMaJCKE HAMMEHOBAaHUE  OpPraHU3alUU,
HIDKE — B JIaTEJIbHOM MaJeXe€ HAUMEHOBAHUE JIOJDKHOCTH PYKOBOIUTEII,

BKJTIOYAIOIICC HanMMCHOBAaHHC CTPYKTYPHOT'O nmoapasacjiCHuA, q)aMI/IJ'II/IIO,
WHUIIUAJIBI, HAIIPUMCP:

000 «Te3uc»
HavansHuKy yripaBiieHHs KaJIpoB

damumus U.0.

IIpu pacceuike JOKyMEHTa TpYIINIE OpraHU3aluid OJHOIO THIA WU
B CTPYKTYpPHBIC TIOJpa3JeICHUS OJHOH OpraHW3allMh aJpecaT YKa3bIBAeTCs
000011IeHHO, HATIPUMED:
PykoBoauTtensM (uiinaaon
00O «bazucy»

WIn:

PykoBoguTensam ynpaBiIeHUN U OTIEIOB
00O «ba3zucy»

[Ipu pacceiike AOKYMEHTa HE BCEM OPraHU3alMsIM WU CTPYKTYPHBIM
MOJIPA3ICTICHUsIM T0J] PEKBU3UTOM «Ajpecar» B CKOOKaxX yKasbiBaeTcs: «(IO
CIIUCKY)», CITUCOK PACCHUIKU Mpuiaraercs. Hampumep:

PykoBoauTensam BeICITUX YIEOHBIX
3aBE/ICHUN
(MO CIHCKY)
CnmcoK pacChUIKM COCTaBISCT UCITOJTHUTEb.
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Ecnu nuceMo HampaBisieTcss B OPraHU3aldI0 WM JOJDKHOCTHOMY JIUILY
W IS CBEICHUS €lIe psALy OpraHu3aluvil WM JOJDKHOCTHBIX JIHI[, o0Iiee
KOJMYECTBO aJPECaToOB HE JOJDKHO OBITH 0OJiee UYeThIpEX, MPU 3TOM OCHOBHOM
agpecar yKa3blBaeTCA IMeEpBbIM, ciI0oBO «Komusa» mnepen BTOPBIM, TPETHUM,
YETBEPTHIM aJpecaTamMu HE MeYaTaeTcsl.

Ecnu xonuuecTtBo anpecaToB JOKyMEHTa 0o0Jiee YEThIPEX, TO COCTaBISIETCS
yKazarelnb (CIHUCOK) PACChUIKM M Ha Ka)JOM 3K3EeMIUIIpE JOKYMEHTa NedaraeTcs
TOJILKO OJIMH ajipecaT. Bce 3K3eMIUIsipbl OJTHOTO JOKYMEHTA PETUCTPUPYIOTCS MO
OJITHUM HOMEPOM.

B pexBusutre «Ampecat» JOMyCKAaeTCs HCMOJIb30BaTh OQUIIMATBHO
NPUHATBHIE COKpAICHHbIE HAWMEHOBAHUS OPraHOB TOCYJAPCTBEHHOW BIIACTH,
OpraHoB MECTHOTO CAMOYTMPABJICHHUS, OPraHU3AIUH.

B cocraB pekBusutra «AnpecaTt» MOXKET BXOAUTH TIOUYTOBBIM ajapec.
DneMeHThl OYTOBOIO aJpeca MeYaTaroT B MOCIEI0BATENbHOCTH, YCTAHOBIEHHON
NHCTpyKIMSMH OKa3aHUs YCIYT MOYTOBOU CBSI3U:

a) I IOPUAMYECKOrO JIMIA — MOJIHOE WIM COKpPAllEHHOE HAauMEHOBAHHE
(mpu HanmUuuwM), IS TpakaaHUHA — (paMuus, UMs, OTYECTBO (MOCTeaHEee TMPHU
HaJIMYuN ),

0) Ha3BaHUE YJUIIBI, HOMEP J0Ma, HOMEP KBAPTHUPHI;

B) Ha3BaHWE HACEJICHHOTO MyHKTA;

') Ha3BaHUE PAIlOHA;

1) Ha3BaHUE PeCcyOINKH, Kpasi, 00J1acTH, aBTOHOMHOTO OKpyra (00acTh);

€) Ha3BaHUE CTPaHbl (11 MEKTyHAPOAHBIX MTOUYTOBBIX OTIPABIICHUN );

) TIOYTOBBIN WHJIEKC.

[TouTOBBIN afpec HE yKa3bIBaeTCs B JOKYMEHTAX, HAIlPaBJIs€MbIX B OpTraHbl
rOCYJapCTBEHHOW BIACTH, OpPraHbl MECTHOTO CaMOYIPABJIEHUS, MOCTOSHHBIM
KOPPECTIOHICHTaM.

IIpu  agpecoBaHMM  JOKyYMEHTa B OpPraHM3alUI0  YKa3bIBaIOT
€€ HaMMEHOBaHUE, 3aTEM MIOYTOBBIN aJipec.

[Ipu agpecoBanum MOKyMEHTa (PU3UYECKOMY JIHIy YKa3bIBAIOT (DamMuIIMio
Y MHULIMAJIBI TTOJTyYaTeNsl, 3aTeM MOYTOBBIN aJipec.

IIpu ajmpecoBaHMM JOKYMEHTa CJEAYyeT YYWUTHIBaTh, YTO HAUMEHOBAHUE
JIOJPKHOCTH TIONIydaTenss W ero (aMuiiusi yKa3bIBalOTCsS, KaKk MPaBWIO, B TOM
CJIy4dae, €CJIM U3BECTHO, KTO KOHKPETHO 3aHUMAETCS JaHHBIM BOIIPOCOM.

PexBusut «Anpecar» ohopmirsieTcst Ha OJIaHKE C YTIIOBBIM PACIOJIOKEHUEM
PEKBH3UTOB — B BEPXHEH MPaBOW YacTH JNOKYMEHTa, Ha OJaHKE C MPOJOJIHHBIM
PacIONOKEHHEM PEKBU3UTOB — CIIpaBa MoJi peKBU3UTaMU OJaHKa.

Crpoku pekBu3uTa «Aznpecar» UEHTPYIOTCS OTHOCUTEIBHO CaMOM JJIMHHOM
CTPOKH (B UCXOISIIMX MUCbMAaX) WM BHIPABHUBAIOTCS IO T'PAaHUIAM JIEBOTO MO
JOKYMEHTA.

[Ipu ornpaBke nmuchbMa MO AJAEKTPOHHOU MOYTE WIM (PAKCUMUIBHON CBS3U
(6e3 moChUIKM MO MOYTE) MOUYTOBBIN ajipec He ykaszbiBaeTcs. [Ipu HeoOxoauMocTu
MOXET OBITh YKa3aH 3JIEKTPOHHBIN ajipec (Homep Tenedona/paxca).

Hanpuwmep: 00O «HanMmeHoBaHuE OpraHU3alAN»
DIIEKTPOHHBIN aJpec
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8. 3aro/10BOK JOKYMEHTA (3ar0J10BOK K TEKCTY)

3arojoBOK K TEKCTY — KpaTKoe coiepxaHue AokymMeHTa. OH oTnemnsercs
OT TMpPEeAbIAYLIEro pPEKBU3UTA, HANEYaTaHHOIO Ha OJIaHKe, OJHUM-TPEeMs
MEXAYCTPOUYHBIMU UHTEPBAIIAMH, MOXKET BBIJIETSATHCS MOIYKUPHBIM HIPUPTOM.

3aroyioBOK medaraercs ¢ MPOMHCHOM OYKBbI, TOUYKa B KOHIE 3arojoBKa
HE CTaBUTCS.

JleneHue 3arojloBKa Ha CTPOKH JOJKHO BBIMOJHATHCS MO CMBICTY, TO €CTh
TaK, YTOOBI TECHO CBSI3aHHBIE FJIEMEHTBI HE OKa3bIBAJIMCH B PA3HBIX CTPOKAX.

Ecnu 3aroioBok K TEKCTy OTBEYAEeT HA BOIPOC «O YeM?», OH HAUMHAETCS
¢ npeanora «O» («O0»). Ecnu 3arosioBok K TEKCTY OTBEYAET HAa BONPOC «YETO?»,
OH COCTaBJISIET OJJHO LIEJI0€ C Ha3BaHUEM BHA JoKyMeHTa. Hampumep:

npukas (0 yeM?) 0 CO37JaHUU aTTECTAIIMOHHOW KOMUCCHUH
nuchbMO (0 4eM?) o MpeIoCTaBIeHUN HHPOPMAIIUU

aKT (4ero?) nmpuemMa-mnepeaadu e

pOTOKOJ (4ero?) 3aceaHusi IKCIIEPTHON KOMUCCUU

B nenoBbix (cimykeOHBIX) MUChbMAaxX 3aroJIOBOK K TEKCTY O(QOPMIISIETCS MO/
peKBU3UTAMU OJIaHKA OT IPAHMIIBI JIEBOTO MOJISi, B HOPMATUBHBIX MPABOBBIX AKTaX,
pacnopsIuTENbHBIX JIOKYMEHTaX 3arojioBOK  oQopmiisieTcss HaJ  TEKCTOM
Y BBIPAaBHUBAETCSI 110 LIEHTPY OTHOCUTEJIBHO CaMOW JUIMHHOM CTPOKH.

9. PerucrpauuoHHbIii HOMeP U JaTa

PeructpanoHHbIii HOMEp JOKyMeHTa — IHUGPOBONH wWiIn OYKBEHHO-
uGpoBON MACHTHUPUKATOP IJOKYMEHTA, COCTOSIIMNA M3 TOPSIKOBOTO HOMeEpa
JOKYMEHTAa, KOTOPbIH B 3aBUCUMOCTH OT BUJA JTOKYMEHTa MOJKET JOIMOIHATHCS
IU(GPOBBIMU UM OYKBEHHBIMH KOJAMH (MHIEKCAMHU ).

IIppu peructpauuu Ha MOCTYHAKOIIMX JOKYMEHTaX, MOMJIEKAIIUX
peructpaiuun B OJ] (ymoJHOMOYEHHOM TMOJApa3AeieHuH (Quinana), Ha ToJe
B MIPABOM HM>KHEW YaCTH TMEPBOTO JIMCTA JOKYMEHTA CTAaBUTCS COOTBETCTBYIOLIUN
PETUCTPALIMOHHBIN IITAMII, B KOTOPBIA BIIMCHIBAETCS PETHCTPALIMOHHBIN HOMEP
Y J1aTa MOCTYIUICHUS! JOKYMEHTA.

MecTto TpOCTaBIEHUS] PETUCTPALIMOHHOIO HOMEpa U J1aThl JOKYMEHTa
Ha UCXOSIINX U BHYTPEHHHUX JOKYMEHTaX ompejensieTcss B Oanke wiu B Gopme
JTOKYMEHTa U 3aBUCHUT OT BHJIa IOKYMEHTA.

Jlata  nOKyMEHTa  JOJKHA  COOTBETCTBOBaTh  JaTe€  IMOJIMCAHMS
(yTBepkIeHMs])  JAOKyMEHTa wid (B MPOTOKOJIax)  Jare  coObITHS,
3a(pUKCUPOBAHHOTO B JOKYMEHTE.

JlaTa JOKyMEHTa 3alUChIBa€TCsl B MOCJIEAOBATENBHOCTH: JEHb MecsIa,
MeCSIII, TOJ OJTHMM U3 JIBYX CIIOCOOOB:

— apabckumu nudpamu, pazaeneHasiMuA Toukoit: 05.06.2025;
— cioBecHO-IMGPoBBIM crtocodbom: 05 urors 2025 r.

[IpoctaBnenue Hyns nepex IMdpoi, oO3HAYAOIIEH JeHb Mecsla
(mo 10-ro umcna), 1 B 00O3HAYECHHWH MeECSIAa B CIOBECHO-IIM(PPOBOM CIIOCOOE
00s13aTeNbHO.
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Cnoco0® mpocrtaBieHuss JaThl B KOHKPETHBIX BUJAX JOKYMEHTOB MOXET
YCTaHABIMBATHCS OTACIbHBIMU JIOKaIbHbIMU akTaMu PI'TICH.

Perncrpannonsslii HoMep AokymeHTa, coctaBieHHoro PI'TMICHU coBmecTHO
C Apyro (ApyruMH) OpraHu3alMsIMU, COCTOMT M3 PErMCTPALlMOHHBIX HOMEPOB
JOKYMEHTOB Ka)KIOW M3 3TUX OpPraHU3alMM, IPOCTABIISIEMBIX OTAEJIBHO WJIU Yepe3
KOCYIO YEPTY B NOPAJIKE YKa3aHUs aBTOPOB B JOKyMeHTe. [Ipu 3TOM nara noinkHa
OBITH OJIHA (euHas ) — JaTa MOAMUCAHUS IOKYMEHTA MOCIeIHEeH CTOPOHOM.

Ha noxymenTax, opopmiisieMbix Ha OJaHKe, JaTa JOKYMEHTa IPOCTaBIsSETCS
noa pexBusutamu «HanmeHoBanuwe BHua JOKyMEHTa» (B OJaHKaX KOHKPETHBIX
BUJIOB JOKYMEHTOB) U «CrpaBouHble JaHHbIE 00 opraHuzauuu» (B OJaHKax
IIHCEM ).

10. TexkcT noOKyMeHTa

TexcT nOKyMeHTa OTHeNsieTcss OT 3arojloBKa OJHHUM MEXKIyCTPOUYHBIM
UHTEpBAJIOM M IeyaTaeTcsl ¢ ab3alHbIM OTCTYNoM 1,25 ¢M OT JIeBOH TpaHUIbI
TEKCTOBOTO TOJIS.

[Ipy TOArOTOBKE JTOKYMEHTOB MPHUMEHSIOTCS TEKCTOBBIE PEIAKTOPHI,
coBmectumbie ¢ (popmatom Word for Windows, mpudrt Times New Roman,
pazmep Ne 12-14 ¢ wucnonb3oBaHuem 1-1,5 MeEXIyCTpOUYHOrO HWHTEpBAJIA,
BbIPaBHUBAHUE MO IIUPUHE TEKCTOBOTO MOJIS.

JUis  odopmieHuss TaOIMYHBIX MaTEpUAJIOB JONYCKAaeTcs INPUMEHEHHUE
pU(TOB MEHBLINX Pa3MEPOB.

WuTepBan Mexay OykBaMu B ClOBax — OObIYHBIN. VHTepBanm Mexnay
CJIOBaMH — OJIMH IpoOel.

WHTepBanpl B HAaIMCAHUM WHUIUAIOB M (paMWINU: MEXJIy WHULUAIAMU —
0e3 npobena, oT (haMIIHK 10 MHUIIHAIOB — OJuH mpobein. Hampumep:

HBanos B.B.

Pa3mepsl nosneit JOKyMeHTOB cocTaBiiaioT: 30 MM — JieBoe, 15 MM — mipaBoe,
20 mM — BepxHee, 20 MM — HIDKHEE.

[Ipy moAroTOBKE MOKYMEHTOB HAa JBYX M 0OJiee JHCTAaX JIUCTHI JIOJDKHBI
OBITh TPOHYMEPOBAHBI, HOMEpP Ha TEPBOM JIMUCTE HE CTaBHUTCS. llpuioskeHus
K JOKYMEHTY HYyMepylTcsi otTaenbHo. Homepa nUCTOB MIpOCTaBISIOTCS
MOoCepeIMHE BEPXHETO Mot apaOCKUMH IudpaMu cO BTOPOTO JIUCTa ¢ HMUPPHI 2,
0e3 cJI0Ba «CTpaHUIIA» («CTP.») U 3HAKOB MPETIMHAHMSI.

TexcT mOKyMeHTa MOJDKEH OBITh COCTAaBJIEH TPaMOTHO, JIOTUYHO, TOYHO
U ICHO, 110 BO3MOKHOCTHU KPATKO.

Texkct JOKyMEeHTa JOJDKEH COJEpkKaTh JOCTOBEPHYID U aKTYaJIbHYIO
uHOpPMAINIO, JOCTATOYHYIO ISl TPHUHATHS PEIMICHWH WM WX HWCIOJHCHHUS,
HE JIOJKEH JIOMYCKATh PA3IMYHBIX TOJTKOBAHUM.

B TekcTe 1oKyMeHTa He IOMyCKaeTcsl ynoTpeOieHue:

- IPOCTOPEYHON U IKCHPECCUBHOM JIEKCUKU;

- 000OIIEHHBIX PACCYXKJCHUM, BOCKIUILIAHUM, OOpa3HbIX CpPaBHEHUI,
AMUTETOB, MeTadop;

- HECHOPMATHUBHOMU JICKCUKH.
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B Texcte QOKyMEHTa, MOATOTOBJIEHHOM HAa OCHOBAHMM 3aKOHOJATEIbHBIX
WM UHBIX HOPMATUBHBIX MPABOBBIX AKTOB, paHEE WU3JAHHBIX PACHOPSIUTEIBHBIX
nokymentoB  PI'MCH,  yka3plBaloTCI WX  PEKBU3UTBHl B  CIEAYIOLIEH
IIOCJIE0BATEIbHOCTH: HAUMEHOBAHHUE JOKYMEHTA, HAMMEHOBAHUE OpraHa BIIACTH
(opranuzanum), u3gaBlero(-eil) JOKyMEHT, JlaTa JOKYMEHTa, PEerucTpallliOHHBIN
HOMEp JOKYMEHTA, 3arojIoBOK K TeKcTy. IIpumep:

npuka3z PITUCH ot 22.01.2025 Ne 7-0 «O .............. ».

[Ipy noOAroTOBKE TEKCTa JIOKyMEHTa CleAyeT coONoAaTh MpaBuiia
HanucaHusl OPUITHATBHBIX HANMEHOBAHUMN, YHCIIUTEIBHBIX U CAMHUI] H3MEPCHUS.

B TekcTax mOKyMEHTOB ymoTpeOsstOTCS TOJIBKO OOIIETPUHSATHIC TEPMUHBI,
a00peBuaTypbl, 0003HAYCHUS U COKPAILICHHUS.

I[Ipu HeoOxomuMocTH  yHoOTpeOJeHUS  COKpalieHust  (COKpalieHHOTO
HAMMEHOBAaHUS) B TEKCTE CHauajia yKa3bIBAaeTCs TMOJIHOC HaMMEHOBAHHUE, a 3aTeM
B CKOOKax JIaeTcsl ero cokpaileHue (cokpaiieHnoe HaumeHoBanue). Hampumep:

1. Ha3HauuTh  MOCTOSHHO  JCHCTBYIOIIYH)  JKCIIEPTHYIO KOMHUCCHIO
(manee — DK)...
2. YTBepauTh caenyronmii coctaB OK: ......

HanmeHoBaHUs CTPYKTYPHBIX MOAPA3AEICHUNA U JOJKHOCTEN YKa3bIBAIOTCS
cO cTpo4HOM OYKBBI. McKToueHUs:

- HAuMMEHOBAHUS BBICIIMX JIOJDKHOCTEH M BBICIIMX TOYETHBIX 3BaHUU
(manpumep: [Ipesunent Poccutickoit deaeparuu; MUHHCTD KYJIBTYpPHI);

- HAUMEHOBaHUE CTPYKTYPHOTO ToJIpa3ieJieHust — Y4eOHbIi Teatp;

- HAUMEHOBaHNE BHIOOPHOTO MPEICTABUTEILHOTO OpraHa — Y UYeHbI COBET;

- duccepraunonsslii coBet (COBET MO 3allUTaM JAUCCEPTALU).

[Ipu ykazanuu QamMuink B TEKCTE€ JOKYMEHTa HHHIMAIIBI YKa3bIBAIOTCS
nocJie paMUIIUH.

Cnucku nuIl B TEKCTE JOKYMEHTOB O(pOpMIISIOTCSA B aipaBUTHOM MOPSIKE.
B cnmckax ¢ ykazanwem (haMHIMK U JTOJDKHOCTH JOJKHOCTH YKa3bIBAETCS MEpe]
damunmeit B mopsAke YOBIBAaHUS 10 CTENECHU TMOJYMHEHUS 3aHUMAaeMbIX
JOJKHOCTEeH. B TekcTe MOKYMEHTOB 0053aT€bHO YKa3bIBAETCS JOJKHOCTD
pabotnuka PITICH.

Eciu B TekcTe MOKYMEHTa MPU YKAa3aHUHM Pa3MEPOB JIEHEKHBIX CPEJICTB
CyMMa YKa3bIBaeTCsi B HHU(PPOBOM BBIPAKCHUH W TMPOMHCHIBACTCS MPOIMHUCHIO,
Komelkn oOo3Havarores uppamu, Hanmpumep: 1000-10 (omra ThIcsua pydien
10 komneex), 1160 1000 (onHa ThicsAua) pyonei 10 komneek.

Haty B Tekcre gokymeHTa odopmisior  apabckumu  1mudpamu
B TIOCJIEIOBATEILHOCTH: JIGHb Mecsia, Mecsl, Toi. JleHp Mecsma w Mecsil
opopMISIOT ABYMsI MapamMud  apaOCKux 1HQp, pPa3ACICHHBIMA  TOYKOM,
ro — 4YeThlpbMs apabckumu tudpamu: 18.01.2025. B Tekcrax, comepikammx
0003HAaYEHUSI CYMM, pa3MEPOB JCHEKHBIX CPEACTB, & TAKKE OOJBIIIOE KOJTMIECTBO
JaT, JOMYCKAeTCs CIIOBECHO-IIMGPOBON CIoco0 odopmiieHUs IaThl, HAIpUMeEp:
18 suBaps 2025 r.



55

He nomyckaercs B TekcTe JOKYMEHTa OTpbIBaTh JpYyr OT JApyra
Y TIEPEHOCUTD Ha JIPYTYIO0 CTPOKY WJIU CTPAHUILY:

- UG PBI OJTHOTO YUCIIA;

- UHUIUAJIBI U (pamMumuio;

- YHCJI0, €CJIM OHO COYETaeTCs CO CIOBOM, Hampumep: 10 HosOps, 15 nucewm;

- 3Haku Ne, §, % mipu udpax, K KOTOPHIM OHU OTHOCSITCS.

He pexoMenayeTcst OCTaBIsATh OTPUIIAHUE «HEY» B KOHIIE CTPOKH.

B nmopsiakoBbIX YMCIUTENBHBIX MaJCKHBIC HapallleHHus o0s3aTenbHbl. Eciau
0oJiee NBYX MOPSIKOBBIX UMCIUTEIBHBIX YIMOTPEOJSIOTCS BMECTE, TO MaJEkKHOE
HapalleHue CTAaBUTCS JIMIIb MPH MOoCcIeHen mudpe.

Hanpumep:

B JIBYX 2K3eMIUISpax;
1-s1 ouepenp;

2-1 dTaK;

Ha 1, 2 u 3-i1 TuHUIX.

Ecmu ropoa sABJIACTCA CTOHHHCfI rocygapCtsa Wjin B €ro Ha3BaHUC BXOIUT
CJIOBO, COOTBCTCTBYHOHLICC CJIOBY «T'OpPOJ» B PYCCKOM A3BIKC, TO CJIOBO «TOpOa»
WJIM 0003HAYEHHE «T.)» nepea €ro Ha3BaHUuCM HE y1'[0Tp€6J'I$I€TC5I, HaIllpuUMCEp:

MockBa, Cankr-IletrepOypr, Kamununrpan, Hosropon, Keiinrays,
Marne0ypr.

TekcT HOKyMEHTa MOXET COIep)KaTh pasleibl, IMOAPAa3eNbl, IYHKTHI,
TIOJIITYHKTBI, KOTOpbIE HYMEpPYIOT apaOCKUMU IuppamMu. YpPOBHEUW pyOpHUKaIH
TEKCTa HE JIOJDKHO OBITh OoJiee YeThIpeX. 3aroJIOBKM pa3liejioB W IOJAPa3ICIiOB
IeYaTaroTCss ¢ a03aI[HBIM OTCTYIIOM WJIM IIEHTPUPYIOTCS 1O IIUPUHE TEKCTa,
JIOITyCKAETCsI HCIIOJIb30BaHHUE MTPOMUCHBIX OYKB U MOTY>KUPHOTO MIpU@Ta.

IIpu oopmieHnn TOKyMEHTOB B BHUE TaOJMUIIBI rpadbl TaOIUIBI JOJKHBI
UMETh 3aroJOBKH, BBIPAKCHHBIE WMEHEM CYIIECTBUTEIHHBIM B HMCHHUTEIHLHOM
nagexe. IlomzaromoBku rpad TaOMMIBl AOJDKHBI  OBITh  TpaMMAaTHYECKH
COTJIacoBaHbI ¢ 3arojoBkamu rpad tabmuiel. Ecnu Tabnuia neuataetcs 6oyee ueM
Ha OJHOM JIUCTE, Tpadbl TAOTUIBI JOTKHBI OBITH MPOHYMEPOBAHBI, 1 HA BTOPOM
U TIOCTEAYIONIMX JUCTaX JOJKHBI OBITH Halle4aTaHbl HOMepa 3TuUxX rpad (eciau
HE OrOBOPEHO MHOE).

Hanpuwmep:
®.1.0. Jata poxaeHus ['paxxgancTBO Kype CrennanabHOCTh
1 2 3 4 5

11. OtMmeTKa 0 HAJTUYUU MPUITOKEHUI

OTMeTka O TIPUIOKEHUM UCHOIB3YyeTcsl TMpu  O(OPMIEHUU MHCEM
U JOKYMEHTOB, K KOTOPBIM MPUJIAratoTcst APyrue J0KyMEHTHI.

OTMeTKa O NMPUIIOKEHUU COACPKUT CBEJICHUSI O JTIOKYMEHTE (JOKYMEHTaXx),
npuaaracMom K COMNPOBOJUTEILHOMY MUCHbMY, UHOMY
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UH(OPMAITMOHHO-CIIPABOYHOMY JOKYMEHTY, WJIA O TOM, YTO JOKYMEHT SIBJISCTCS
MPWIOKCHHUEM K OCHOBHOMY JOKYMEHTY (HOPMAaTHBHOMY, PacHOPSIUTEIHBHOMY
WU UHOMY).

11.1. B nmumcemax u JApyrux HHMOPMALMOHHO-CIIPABOYHBIX JOKYMEHTaX
OTMETKa O PUIOKEHUH oopmisieTcs noJl  TEKCTOM nuchbMa
(MH(pOPMALIMOHHO-CIIPABOYHOIO JOKYMEHTA) OT TpaHULbI JIEBOTO TOJsA, Yepe3
1 MEXIyCTPOUHBIN UHTEPBAJ OT NPEbIAYLIEr0 PEKBU3UTA!

a) eciM NPWIOXKEHHE Ha3BaHO B TEKCTE€, B OTMETKE O MPUIOKEHUHU
yKa3bIBA€TCAd KOJMYECTBO JHCTOB M KOJUYECTBO SK3EMIUISIPOB MPHIIOKEHHUS,
Hanpumep:

[Ipunoxxenue: Ha 3 1. B 1 9K3.
WIH

[Tpunoxenus: 1. Ha 2 1. B 1 7K3.
2.Ha 10 1. B 2 3K3.
0) eciu MPUIIOKEHUE HE HAa3BAHO B TEKCTE, TO HAMMEHOBAHUS MPHUIIOKEHHBIX
JIOKYMEHTOB TEPEUYUCIIAIOTCS C YKa3aHUEM KOJIMYECTBAa JIMCTOB M SK3EMIUISPOB
KaXJI0T0 TOKYMEHTa, HallpUMep:

[Tpunoxenus: 1. 3akiroueHre HA MPOEKT Ha 3 J1. B 2 IK3.
2. CrpaBka o nopabotke Ha 3 1. B 1 9K3.

B) €clii K THUChMYy IMpWIAaraercs Apyrod AOKYMEHT, TaKkKe HMEIOIIHi
NPUIOKEHHE, TO KOJIMYECTBO JIUCTOB CYMMUPYETCS
[Mpunoxenue: muceMo PIYICH ot 05.06.2025 Ne 136 u npusnoxkeHue K Hemy,
BCEro Ha 3 JL.

I) eclii TpwiIoKeHue (TMPUIOKEHUs) COpOIOpoBaHO(bl), TO KOJIHUYECTBO
JUCTOB MOYKHO HE YKa3bIBaTh (M1 JOKYMEHTOB Ha OyMa)KHOM HOCHTEIE):

[Tpunoxenue: 6pornrtopa B 2 9K3.
17001

[Tpunoxenue: otuer o HUP B 2 7Kk3.
71) €CJId TPUIIOKEHUE HATIPABIISIOT HE BO BCE YKa3aHHBIE B JOKYMEHTE ajpeca,
TO OTMETKY O €T0 HAIMYUHU OPOPMIISIOT CIIEAYIONUM 00pa3oM:

[Ipunoxenue: Ha 3 1. B 1 3K3. TOJIBKO B IEPBBIN agpec.
€) eclM MPUIIOKEHUEM SBIISIIOTCS JIOKYMEHTBI, 3alMCaHHbIe Ha (DU3NYECKU
000COOTICHHBIN PJIEKTPOHHBI HOCHTEIb:

[Tpunoxenne: DVD-R B 1 3k3.

[Ipu sTOM Ha BKJajbIIIE (KOHBEPTE), B KOTOPHIM MOMEIIAETCSI HOCUTEb,
YKa3bIBAIOTCSI HAaUMEHOBAHUSI JIOKYMEHTOB, 3allMCAHHBIX HA HOCUTEIb, HMMEHA
(baiinoB U ux 00BEM.
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[lpy HanMWuUUU NPUIOKEHUH, MOATOTOBICHHBIX B (POpME SIEKTPOHHBIX
JOKYMEHTOB W TEpEChIIaeMbIX M0 HWH()OPMAIMOHHO-TEICKOMMYHHUKAIIMOHHON
cety (MpuU corylacMM ajapecarta), OTMETKa O MPUIOKEHUU odopMIIIeTCs
CJIEAYIOIIHUM 00pa3oM:

AHanuTHu4ecKas crpaBka o ... Ha 20 1.,

II .
PUIIOKEHHUE CnpaBKa_l95.pdf, 55 Kb.

Ecnu nmpunoxeHuil HECKOJIBKO, OHM MOTYT BKJIIOYAThCA B OJWH apPXUBHBII
daitn gopmara zip u pasmemiaTbCs B OOJIAYHOM XpaHWIHUINE (IIPH COTJIACUU
aapecara). B Takom ciyyae OTMETKa O HAJIWYUM MPWIOKEHUS JIONOJHSAETCA
yKa3aHueM KoJudecTBa (paitjioB, MOMEIIEHHBIX B apXWB, M CCHUIKOW Ha 00JiauHOE
XpaHWIHIIE, TJe pa3MelleH apxuB ¢ paitnamu. Hanpumep:

[Mpunoxxenue: 5 mpunokenuid B ogHoM aite (spravki_RGISI.zip) o6bemom

30 Mb ((https://............... )..

11.2. B pacnopsauTenbHbIX JOKYMEHTax (MpUKas3axX, paclopsHKeHHsX),
JIOTOBOPAx, MOJIOKEHUAX, MPABUIIAX, UHCTPYKIUAX U IPYTUX JOKYMEHTAaX OTMETKA
O NMPWIOXKEHNHU B TEKCTE TOKYMEHTa 0QOpMIISIETCS CIEAYIOIUM 00pa3oM: B TEKCTE
JOKYMEHTa IpH MEPBOM YINOMHMHAHMU JOKYMEHTA-NIPUIIOKEHUS B CKOOKax
YKa3bIBaCTCs:

...(IpuII0’KEeHKE) / COTTIACHO MPUIIOKEHUIO — €CITU OHO OJTHO
win ... (mpunoxenue Ne 1) / cornmacHo mpunoxenuto Ne 1 — eciu X HECKOJIBKO.

Ecimu mpuinokeHWsIMH K TUCBMY SIBISIIOTCS JTOKYMEHTBI, COJEpIKaIne
uHDOpMaMi0 KOH(MUICHIIMAIHHOTO XapaKTepa, HalpuMep, CIyXeOHYI0 TaiHy,
B OTMETKC O TMPWIOKEHUH HAUMCHOBAHHWE IMPHIOKEHHOTO JIOKyMEHTa
HE YKa3bIBaeTCsl.

11.3. Ha camux MNOpUIOXKEHUSAX K JOKYMEHTaM OTMETKa O MPHUIOKEHHHU
MPOCTABJISICTCS HA IEPBOM JIUCTE MPUJIOKEHUS B IIPAaBOM BEPXHEM YIIIY,
BBIDAaBHMBAETCA [0 JIeBOMY Kpaw. Ecinu npuioxkeHuid HECKOJbKO, OHU
Hymepytores (npunoxkenue Ne 1, npunoxenue Ne 2). Ecnu npunoxeHue 0aHO, OHO
HE HyMepyeTcsi. B oTMeTKe O MpUIIOKEHUH YKa3bIBAETCS HAMMEHOBAaHUE BHUJA
OCHOBHOT'O JOKYMEHTA, €ro JaTa U HOMEp:

Hanpuwmep:
[Tpunoxenne Ne 2
k npukazy PITYICU
ot 15.08.2025 Ne 230-c

Ecnn npunoxeHuem K JOKYMEHTY (HampuMmep, K NpUKazy) SBISETCS
YTBEPKIAEMbId JTOKYMEHT (TIOJIOKEHUE, HWHCTPYKIHUS, PErjaMeHT u JIp.),
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B BEPXHEM IPAaBOM YIJIy IPOCTABISAETCA OTMETKA O MPWIOKEHUU, HUXKE — rpud
YTBEPKIAEHUS TOKYMEHTA, HAIIPUMED:

[Ipunoxenne Ne 1

YTBEPXJIEHO
npukazom PI'TUCHU
ot 15.08.2025 Ne 55-0
Pextop Iloonuce N.0. ®amuinus

OTMeTKa O HanWyuu NPWIOKEHHS K JOKYMEHTY OTHAENAETCS OT TEeKCTa
JOKYMEHTa (MJIM €ro 3arojioBKa) 1-2 MeXayCTpOUYHBIMU HHTEPBATAMH.

12. IMoanuck

IToanmuchk BKIIOYAET: HAMMEHOBAHHME JOKHOCTH JIMIIA, ITOJIHCHIBAIOIIETO
JIOKYMEHT, €ro COOCTBEHHOPYYHYIO MTOANUCH, UHUITHABI, (DAMUITHIO.

HaunmeHoBaHue MOMKHOCTH TMedaraercss uepe3 1-3  MeXTyCTpOUYHBIX
WHTEpBaJla OT TEKCTa, OT JIEBOM TPaHUIBI TEKCTOBOT'O TIOJS, HWHUIIAAJIBI
U (pamMuaus — OT MPaBOM TpaHMIBI TEKCTOBOTO ToJisl. MHunmansl u daMuims
neyaTaroTcsi ¢  NOpo0eoM Ha YpPOBHE TMOCHETHEW CTPOKM HaWMMEHOBAHUS
JOJDKHOCTH, WHUILMAJIBI B TIOANUCH YKa3bIBAIOT mepen (pamunuen yepes mnpooder,
HaTpuMmep:

HaumenoBanue
JTOJDKHOCTH Toonuco N.0O. Gamunus

Ecmu noxyment odopmiien Ha 6i1anke PITICU, nanmenoBanue MucTuTyTa
B JOJDKHOCTH HE YKa3piBaeTcsi. Ecimm nokymeHT odopmieH He Ha OnaHke,
TO B cocTaB pekBu3utTa «llogmuch» BXOAWT HAaMMEHOBAaHUE [OJHKHOCTH JIUIA,
NOANUCHIBAIOIIETO JOKYMEHT, W HauMeHoBaHue WHcTUTyTa (HUCKIIOYEHHUE:
BHYTPEHHUE JJOKYMEHTBHI).

[Ipu odopmiieHnn NOKyMeHTa Ha OJIaHKE JOJKHOCTHOTO JHUIA JTOJKHOCTH
ATOTO JIUIA B MOJINKUCHU HE YKa3bIBaCTCS.

[Ipr noanucanuy NOKYMEHTa HECKOJBKHMH JOJDKHOCTHBIMHM JIMIIAMHU HUX
MOAIUCU  pacloJlarartdT  OAHY IOJX  APYrod B NOCJIENOBATEIIBHOCTH,
COOTBETCTBYIOIIEH MepapXuu NOJDKHOCTeW. Hampumep:

Pextop Iloonucw N.0. ®amunus
I'maBHbIN OyxTaynTep Iloonucw N.0. ®amunus

[Ipn moanmucaHuM OKyMEHTa HECKOJbKHMMH JIUIIAMHU PAaBHBIX JTOJKHOCTEH
UX MOJIMKUCH pacrojiaraloTcsi Ha oAHOM ypoBHe. Hanpumep:
3amecTuTenb JUPEKTOpa 3amecTuTenb JUpEKTopa
1o (MHAHCOBBIM BOIIpOCaM 10 aJIMUHUCTPATUBHBIM BOIIPOCAM

Toonuco N.0. damunus Iloonucw N.0O. amunus
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B nmoxymeHTax, MOATOTOBIEHHBIX KOMMCCHEW, B MOANUCHU YKa3bIBACTCS
CTaTycC JHUla B cOcTaBe kKomuccuu. Hanmpumep:
[Ipencenarens KoMUCCUU Iloonucw N.0O. ®amunus
YJ1eHbl KOMUCCHU:
Tloonucwe N.0. ®amuinus
Tloonucwe N.0. ®amunug

[Ipyu noamucaHuu JOKyMEHTa JIUIIOM, UCIIOJHSIONMIUM OO0sS3aHHOCTH
PYKOBOJUTENS, MOANUCH OPOPMIISIETCS C YKa3aHUEM CTaTyca JOKHOCTHOTO JIMIA
B COOTBETCTBHHU C IIPUKa30M (pacrnopsbkenreM). Hampumep:

Bpwuo pekropa Iloonucw N.0O. ®amunus
N.o. nupekropa Iloonucw N.0. ®amunus
WIN:

Hcnionasrommii 0013aHHOCTH
JIUPEKTOpA Iloonucw N.0. Gamuinusd

[Ipy moanucaHuM AOKYMEHTA JIMIIOM, UMEIOIIUM IPABO MOAIMNUCH B CIydae
BPEMEHHOI'O OTCYTCTBUSI PYKOBOJMTEJNSI, MCIPABICHUS B HAWMEHOBAHUE
JIOJDKHOCTH U pacmiipoBKy ¢daMUIMM TOATOTOBJICHHOTO U COTJIACOBAHHOTO
IIPOEKTA JOKYMEHTA BHOCATCS OT PYKH WM C UCIOJIb30BAHUEM COOTBETCTBYIOIIUX
mraMnoB. He gomyckaercss CTaBUTh KOCYK) 4YepTy, HAIIUCh «3a» Iepen
HAaMMEHOBAHUEM JOJDKHOCTH JIMIA B ITOAIKUCH, €CJIM JOKYMEHT ITOAIINCHIBAET HHOE
JOJ>KHOCTHOE JIULIO.

OtmeTka 00 »BJEKTPOHHON TMOAMMCH HCIHOJIBb3yeTCs IS BU3yalU3alluu
AIIEKTPOHHON TOJIMUCH TOJIydaTelieM TOKyMEHTa NpU OOMEHE 3JIEKTPOHHBIMU
JOKYMEHTaMH, TOJANMHCAHHBIMU YCUJICHHON KBadu(HUIIMPOBAHHON AICKTPOHHOMN
HOAMUCHIO.

B cootBeTcTBHU ¢ 3aK0oHOMaTeNnbcTBOM Poccuiickoit denepanun oTMeTKa 00
ANEKTPOHHON TMOANUCU (POPMUPYETCS W BU3YATU3UPYETCS MPOTrPaMMHBIMHU
cpenctBamu. OTMeTka 00 AJIEKTPOHHOW MOINMUCU BKIIOYaeT (pady «JlokymeHT
MOJMKUCAH AJIEKTPOHHON TMOAMUCHIO», HOMEp cepTUudUKaTa KItoya DJIEKTPOHHOU
noanucH, (HaMuiInio, UM, OTYECTBO BiajeNblia cepTudukara, CpoK IEUCTBUA
ceprudukarta Kitoua MEeKTPOHHOH noanucu. Hampumep:

Pextop N.0. ®amunus
JOKYMEHT INIOJAIMNCAH
JIEKTPOHHOM MMOAIMNCHIO
Cepruduxar lall1aaa000000000011
Bnageneny @amunna Umsg OtuectBO
Heticreurenen ¢ 00.00.0000 mo 00.00.0000

13.  Bwu3a coruiacoBaHusi, rpud corjiacoBaHus

CornacoBaHue NpPOEKTa JIOKYMEHTa TMPOBOJUTCA NPU HEOOXOJAMMOCTH
OLICHKM OOOCHOBAaHHOCTU JIOKYMEHTa, COOTBETCTBUS €r0 3aKOHOAATEIbCTBY
Poccuiickoit @enepanuu, ycTaBy, JOKAJIBHBIM aKTaM M PACHOPSAUTEIbHBIM
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nokymentam PI'MICU. CormacoBanue mMoxeT npoBoauTbes kak BHyTpu PI'MICH,
TaK U BHE €TO0.

CornacoBaHue NpoeKkTa JOKYMEHTAa ¢ opraHaMu rOCyJapCTBEHHOW BIACTH,
opraHaMd MECTHOTO CaMOYIpaBJI€HUS U OpPraHU3aLUSIMH, HHTEPECHl KOTOPBIX
B HEM 3aTparuBarorcs, odpopmirsatoTcs rpudom cornacoBanus. [Ipoekt qokymeHTa
MOKET OBITh COTJIaCOBaH HEMOCPEICTBEHHO AOKHOCTHBIM JIMIIOM, MPOTOKOJIOM
KOJUIETHAIBHOTO OPraHa UM TUChMOM.

I'pud cormacoBanus B 3aBUCUMOCTH OT BUAA JIOKyYMEHTa U OCOOEHHOCTEH
€ro o(popMJIEHUSI MOKET MPOCTABIIATHCS:

— Ha TMEepBOM JIMCTE€ JOKyMEeHTa (€Ciau JIOKYMEHT HMEeT THUTYJIbHbIN
JUCT, — Ha TUTYJBHOM JIMCTE) B JI€BOM BEpPXHEM yIJy Ha ypOBHE rpuda
YTBEP)KJEHUSI WIM TOJ HAaMMEHOBAaHUMEM JOKYMEHTa OJMkKe K HIKHEMY
TOJII0);

— Ha MOCIEIHEM JIUCTE JOKYMEHTA MOJ] TEKCTOM;

— Ha JIUCTE COTJIACOBAHUS, SBISIOMIEMCS HEOTHEMIIEMON YaCThIO JOKYMEHTA.
I'pud cornmacoanusi coctoutr u3 cioa «COI'JTACOBAHO», nomkHOCTH

JUIA, C KOTOPBIM COTJIACOBAaH JOKYMEHT (BKJIIOYasi HAMMEHOBAHUE OpPraHU3alnu),
€ro COOCTBEHHOPYYHOW MOJMUCH, HHHUIMAIOB, (haMUJIUHU, JAThl COTJIACOBAHMS.
Hanpumep:

COT'JTACOBAHO

Hupextop JlemaprameHnTa 00pa3oBaHus U HAYKHU
MunkyneTypbl Poccun
Ioonuce WN.O. ®amunus

« » 20 T

Ecnu cormacoBanwe OCYHIECTBIISIETCS KOJUIETHMAIbHBIM, COBEIIATEIbHBIM
WIM WHBIM OPTraHoM, B TpU(E COTIacOBaHUs yKa3bIBAIOTCS CBEIECHHsI 00 Opraue,
COTJIaCOBABIIIEM JOKYMEHT, JaT€ U HOMEPE MPOTOKOIa, B KOTOPOM 3a(hUKCHPOBAHO
peumieHue o corjiacoBaHuu. Ecnm coriiacoBaHue OCYIIECTBISETCS MHCHMOM,
YKa3bIBAIOTCS BHUJ JOKYMEHTAa, HAaMMEHOBAaHUE OpraHU3allud, COrJIacOoBaBLIEH
JOKYMEHT, jaTa 1 HoMep nucbMa. Hanpumep:

COI''TACOBAHO

Vuensim coBeTtoM PI'TUICU

(mpoTOKOI OT Ne )
COI''TACOBAHO

nruceMoM OBY «HanmeHoBaHWEe opraHu3aum)
oT No

Buytpennee cormacoBaHue JoKymMeHTa odopmiisieTcss Bu3od. Buza
BBIPAKAET MHEHHUE JIMIA, BU3UPYIOLWIETO IPOEKT JOKYMEHTA, M BKJIIOYAET:
JOJKHOCTD JIMIIA, BU3UPYIOUIETO JOKYMEHT, MOJMNKUCh, Paciiu@poOBKY MOIAINUCU
(uHUUMAaNkIl, GaMUIIUIO) U 1aTy BU3UPOBAHUSL.
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Hanpuwmep:

PykoBoaurenb TEXHUUYECKOTO OTIEIIA
lloonuce WN.O. ®amunus
JlaTa

[Ipy HanmuuuM 3aMeyaHUl K JOKYMEHTY BHU3Y O(OPMIISIIOT CIEIYIOUIUM
oOpazom:

3amevaHus pUIararoTcs.
PykoBonuTtenb TEXHUUECKOTO OT/IelIa
Iloonuce W.O. ®amuinus
JlaTa

B nokymMeHTax, TMONJWHHUKKA KOTOPBIX XpaHATCS B OpraHU3aiuu
(B T.4. IpuKa3ax), BU3bI MPOCTABJISAIOT HA 00OPOTE MOCIETHETO JUCTA MO JIMHHUKA
JOKyMEHTa WJIM Ha JIUCT€ COTJIaCOBaHUsl (BU3UPOBaHWsI), IMpUIAracMom
K IOKYMEHTY U SIBJISIFOIIEMCSI €TI0 HEOThEMIIEMOMN YacThIO.

B wucxomgmux JOKyMEHTax BH3bl TIPOCTABISIOTCS Ha AK3EMIUISIpax
JIOKYMEHTOB, TIOMEIIIAEMBIX B JIETIO.

I[To ycMOoTpeHHMIO PYKOBOAMTENSI MOXET TPUMEHSTHCS  IOJUCTHOE
BU3UPOBAHUE JJOKYMEHTA U €T0 TIPUIOKESHH.

CornacoBaHue NPOEKTOB JIOKYMEHTOB OCYIIECTBISIETCSI B COOTBETCTBHH
c . 6.1 Uuctpykiumu.

14. I'pud yrBepxaeHUs

PexBusur «['pud yTBepxkaeHHS NOKYMEHTa» pacrojaraercs OT T'PaHHULIbI
IPaBOTO U BEPXHETO MOJIA IOKYMEHTA IEPBOIO JINCTA MPOEKTa JOKyMeHTa. CTpoKH
PEKBU3HTA BBIPABHUBAIOTCA IO JIEBOMY Kpalw TMOJs WIM LEHTPYIOTCSA
OTHOCHUTEIIBHO CaMOM JIUITMHHOW CTPOKH.

[Tpu YTBEPKIACHUN JIOKyMEHTa COOCTBEHHOPYYHOM MOJIITUCHIO
JOJDKHOCTHOTO JHIia Tpud yTBepxkaeHus coctouT u3 cioBa «Y TBEPXKJIAIOy,
JNOJDKHOCTU — JIMIA, YTBEPXKAAIOUIEr0 JIOKYMEHT (BKJIIOYasi HaWMEHOBAHUE
OpraHu3aiuu), ero COOCTBEHHOPYYHOH MOANUCH, WHUIIMATIOB, (haMHINU, AThI
yTBEPKJIeHUA (TIeyaTaeTcs CIIOBECHO-IM(GPOBBIM criocoboMm). Hanpumep:

YTBEPXJIAIO
[epseiit mpopexTop PITYUCHU
Toonuce 1N.0. ®ammnus
« » 20 1.

[Ipu yTBepkaeHWM MOKYMEHTa pPaCHOPSAAUTEIBHBIM JOKYMEHTOM Tpud
yTBepxkaeHus coctout u3 cinoBa «YTBEPXKXIEHO» («YTBEPX/IEH»,
«YTBEPXJIEHA» nwnn «Y TBEPXXJIEHbI»), cornacoBaHHOro ¢ HamuMeHOBAaHUEM
BHJIa YTBEPKIAEMOT0 IOKYMEHTA, Ha3BaHUS BUA PACIOPSIAUTENILHOTO IOKYMEHTA
B TBOPUTEJIBHOM TMAaJIeKe, €ro JaThl U HOMEpPA, a Tak¥Ke JOJKHOCTH, MOJIIHUCH,
WHULKAJIOB, (paMUJIMU JIU1IA, TOAUCABILIETO PACTIOPSAUTEIIbHBIA IOKYMEHT.



62

Hanpumep, nacTpyKuus:
YTBEPXJEHA
npukaszom PI'TUCHU
ot 15.08.2025 Ne 300-0

Pextop Iloonuce N.0. ®amuinus

[Ipn yTBEepkKIAECHUM JOKYMEHTA KOJUJICTHAIBHBIM, COBEIIATEJIbHBIM WU
WHBIM OpraHoM, pelieHus KOTOporo (QUKCUpPYIOTCS B TMpOTOKoyie, B Tpude
YTBEPIKJICHUS YKa3bIBA€TCS HAMMEHOBAHUE OpraHa, Jara M HOMEp MPOTOKOJa
(B ckoOKax).

Hanpumep, nonoxenue:

YTBEPXJIEHO
VYuensim coBeToM PITUCU
(mpotoko: ot 12.09.2025 Ne 12)

Kaxmas coctaBHas yacth pekBuszuTa «I'pud yTBEp)KIEHUS JTOKYMEHTa»
MI€YaTaeTCsl C HOBOM CTPOKM 4epe3 | MEeXAyCTpOUHBI MHTEpPBal U BEIPABHUBACTCS
OT JICBOTO MOJIs, @ TAKXKE MOXKET LIEHTPUPOBATHCS OTHOCUTEIBHO CaMOM JAJIMHHOMN
CTpOKHU. JIIMHA CTPOKM HE JOJKHA MPEBBINIATE 9 CM U OrpaHUUYMBACTCS MPABBIM
MIOJIEM.

[Ipy HanMuMM HECKONBKUX TpU(POB YTBEPKIEHUA JOKYMEHTa HX
pacronararoT Ha OJHOM YPOBHE.

[IpumepHbINi TMepedYeHb AOKYMEHTOB C TpUGOM YTBEPKIEHUS TPHUBEIICH
B npuiioxeHuu Ne 9 k MucTpykiumu.

15. OTTHCK MeyaTn

[leyatp sBHsieTCSs C€MOCOOOM TMOATBEPXKIAEHUS TMOMJIMHHOCTH TIOJIUCH
JOJPKHOCTHOTO JHIla Ha JokymeHTe. lledath cTaBUTCS Ha JIOKyMEHTax,
yIOCTOBEPSIONIUX MTpaBa JIMI, GUKCUPYIONTUX (HAaKThI, CBI3aHHbBIE ¢ ((MHAHCOBBIMHU
CpeICTBaMH, a TaKXKe B CiIy4asX, HPEeIyCMOTPEHHBIX 3aKOHOAATEIbCTBOM
Poccuiickoit @enepanuu (mpunoxernue Ne 9 k Unctpykimn).

[lewatr crTaBUTCSI Ha CBOOOJHOM OT TEKCTa MeECTE, HE 3axXBaThIBas
COOCTBEHHOPYYHOUW TMOJAMKCH JIHIlA, IMOAMHUCABIIETO JOKYMEHT, WJIH B MECTE,
ob6o3naueHHOM «MID» («Mecto medatny).

I'epOoBasi mewyaTh TPOCTABISETCS HAa  MOJUIMHHUKAX JTOKYMEHTOB,
TpeOyronmx 0co00ro yIOCTOBEpEHUS — JOTOBOpaxX, TOKYMEHTaX, CBS3aHHBIX
C JIBI>KEHHEM JICHE)KHBIX CPEJICTB, MAaT€pPUANIbHBIX LIEHHOCTEH, yI0CTOBEPSIONIUX
JUYHOCTH U APYTUX.

Bce ocranbubie kpyrnble nedath PI'MCH mpocTaBisiioTCs Ha CHpaBKax,
KOIHUSIX IOKYMEHTOB U TIP.

[Tucema, BeimonHsembie Ha Onankax PITMCH, He TpeOyroT ymocToBepeHUs
MEYaThIO.

16. OrtMeTKa 0 3aBepeHNH KOMUH
J71s1 3aBepeHus COOTBETCTBUS KONMUU (BBIMUCKUA U3 IOKYMEHTA) OAJIMHHUKY
JIOKYMEHTa Ha JIUCTE KOMUU (BBIMMCKUA U3 JOKYMEHTa) Ha CBOOOJHOM MECTE IO/
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pexBu3uToM «lloamucey opopmisiercs pekBU3UT «OTMETKA O 3aBEPECHUU KOTIHH,
BKJIFOYAIOIIHKN CJTIOBO «BepHOo», HamMeHOBaHWE MOHKHOCTH, JIMUYHYIO TOMIHCH
U pacmu(poBKY MOANKMCH JIUIA, 3aBEPUBIIIETO KOIHIO, ATy 3aBEPEHUSI.

Hanpumep:

Bepno

HavanpHuK OoT/IETa ASITONPOU3BOICTBA

Iloonuce W.0O. ®amunus

JlaTa

[Ipy 5TOM Ha BepXHEM TMOJE KONMUU JAOKYMEHTa WM TIEPBOTO JIMCTa
NPOITUTOW MHOTOCTPAHUYHOM KOMHUHU MPOCTABISACTCS OT PYKH WM IITaMIIOM
caoBo «Kommsy.

Ecnu xomus BeImaercs Ui TPEACTABICHUS B JIPYTYyH0 OpTaHHU3AIUIO,
OTMETKa O 3aBEPEHUU KOMHUH, NMPH HEOOXOAMMOCTH, IOMOIHICTCS 3aIUCBI0 O
MECTE XpaHEHHUsS JOKyMEHTa (TOUTMHHUKA WM 3aBEPCHHOM KOIHH), ¢ KOTOPOTO
OblIa M3rOTOBJICHA KOTIHS, ¥ 3aBEPSACTCS MeYaThio:

[Mogmuanuk nokymenta Haxoautcs B PTUCHU B neme Ne 01-05 3a 2020 r.

MHOrocTpaHWYHbIC KOMUU JOKYMEHTOB OpOIIIOpPYIOTCS (CIIMBAIOTCS):
JUCTBl HYMEPYIOTCS, JielaeTcsl ABa-TpU MPOKOja, Yepe3 KOTOphIE MPOITyCKaeTcs
KaHLesipcKas HUTh. KOHIIbI HUTH BBIBOASTCS Ha OOOPOTHYIO CTOPOHY MOCJIETHETO
JUCTa JTOKYMEHTa TaK, 4TOObl HAa HUX MOXHO OBUIO HAKJIEUTh JUCT OyMaru
(mpuMepHO pazMepoM 7X5 €M) € 3aBEpUTENBHOM HAAMHUCHIO, KOTOpAsl 3aTeM
CKpEIUISIETCS IEYaThIO:

KOIINA BEPHA

[IpouTo, IPOHYMEPOBAHO U CKPEIJICHO MEYaThIO

( ) IMCT
JloImKHOCTB
Iloonuce W.O. Gamunus

2025.

3anuch O MecTe HaxXOXIEHUd NOMJIMHHMKA B TAaKOM cllydae, IpHu
HEO0OXOIMMOCTH, TTPOCTABIISETCSA TOJIBKO HA MOCJIETHEM JIUCTE JOKYMEHTA.

Eciu nokymMeHT He cOpOIIopoBaH, TO 3aBEPSETCS KaXAbld €ro JIKCT,
Ha KOTOPOM UMEIOTCSI TEKCT UJIU BU3BL.

OTMeTKa 0 3aBepEeHUH KOMHUH JOKYMEHTA yI0CTOBEPSAETCS OTTUCKOM INEeYaTu
WM TITaMmIa B COOTBETCTBHHM C TPEOOBAHHSIMH, YCTAHOBICHHBIMHU JIOKAJTHHBIMH
aktamu PI'TMUCH. OTTuCK neuaTH JOJIKEH 3aXBaThbIBaTh OKOHYAHWE HAMMEHOBAHUS
JOJ>KHOCTH JIMLIA, 3aBEPUBILIETO KOMUIO JOKYMEHTA.

Konuu (BBIMUCKU W3 JOKYMEHTA) 3aBEPAIOTCA PAOOTHUKOM CTPYKTYPHOTO
MOApPA3/ICICHNs, B KOTOPOM XpPaHUTCA IOJJIMHHUK JIOKYMEHTAa COTIJIACHO
HOMEHKJIaType Jell.
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17.  OtMeTKa 0 NOCTYILUIEHMH JOKYMEHTA

OTMeTKa O MOCTYIUJICHUU JOKYMEHTAa CIYKUT JUIsl MOATBEpkKAcHUs (akTa
nocryrmenuss fokymenta B PITYICH u BkirodaeT gaTy MOCTYIUIEHUS W BXOASIIAN
PETUCTPAIIMOHHBIN HOMEP AOoKyMeHTa. [Ipu HEeoOXOAMMOCTH MOXKET JOTOJHSTHCS
yKa3aHWeM BPEMEHU MOCTYIUICHUS JOKYMEHTa B yacax W MHMHYTaxX U Crocooda
JIOCTaBKU TOKYMEHTA. MOXET MPOCTaBIATHCA C MIOMOIIBIO IITAMIIA.

18. Pe3onrouns

Pesomronust momkHa conmepikaTh yKa3zaHHWE M0 HCIONHEHHIO JTOKYMEHTA.
Odopmasiercss Ha CBOOOJHOM MECTE€ BEpPXHEro MpaBoro pabouyero moss
nokymeHTa. Ilo pemieHnro pyKOBOAUTENSI MOKET BHOCHTHCS HETOCPEICTBEHHO
B COJI.

Brinecenne PE30ITIOLINN OCYIIECTBISAETCS B COOTBETCTBHUHU
¢ 1. 6.3 MHcTpyKIMH.

19.  Ormetka 00 ucnoTHUTEIE

OtMeTka 00 HMCTOJMHUTENE TOKYMEHTa O(QOpMIIIETCS Ha JIMIEBOM CTOPOHE
MOCJICTHETO JINCTa JTOKYMEHTa B HW)KHEH 4YacTH JINCTA OT TPAHMIIBI JICBOTO IOJI,
JomnyckaeTcs opopMIICHHE HUKHUM KOJIOHTUTYJIOM, pa3mep mpudra — 9, 10 uepes
1 MexXayCTPOYHBIN UHTEPBAI.

CrnoBa «Mcnomautensy, «Mcn.», «Tenedhony», «Ten.» He yka3bIBalOTCS.

OtmeTKka BKIIIOYAET UMS, OTYECTBO, (HhaMHIINIO, HAMMEHOBAHUE JOHKHOCTHU
UCIIOJIHUTENS, HOMEp ero TenedoHa. MOKeT JOMONHATHCS KOPIOPATHUBHBIM
AIEKTPOHHBIM aJPECOM UCIIOTHUTEIS.

Hampumep:

Wneun Unea Unpny,
BEIYIINI CIIEHAIUCT OT/elNa YIPaBICHUS TIEPCOHAIIOM
+7(812) 273-00-00, spec@rgisi.ru
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[Ipunoxenue Ne 9
K 6.2.12 UHcTpykuun

INPUMEPHBIV NEPEYEHD JIOKYMEHTOB,
3ABEPSAAEMBIX 'EPEOBOM ITEYATHIO PTUCH

ApXUBHBIE CIIPABKU

JoroBopsl, 3akimouaembie PITUCHU

AKTBI (MpUeMa BBIOJIHEHHBIX pa0O0T; CIIMCAHUS; SIKCIIEPTU3bI)
JloBepeHHOCTH, BbIgaBaemble U yaoctoepsiembie PITICHU

JIOKyMeHTBI, OTHOCSIIHECS K (UHAHCOBO-XO3SIMCTBEHHON AEsATEILHOCTH
PT'YICH, B TOM uuclie JOBEPEHHOCTH Ha MOJYyYEHNE TOBAPHO-MATEPUATIbHBIX
LHEHHOCTEH, CMEThl  pPacXoJ0B, HHbIE  JOKYMEHTBI,  OTHOCSIIHECS
K (PMHAHCOBO-XO3SMCTBEHHOM ACSATEILHOCTH, B CIydYasiX, MPEeIyCMOTPEHHBIX
3aKOHOAAaTeIbCTBOM Poccuiickon denepanuu

Kormun w BBINMHCKM W3 JOKYMEHTOB, BBIIABAEMBbIC IS MPEICTABICHUS
B JIPYTH€ OpraHu3aluu

OO6pa3upl OTTUCKOB TMedaTed W moamuceid paOOTHHKOB, MMEIOIIUX IIPABO
coBepuiaTh ((MHAHCOBO-XO35IHCTBEHHBIEC OIIEPAIIHH

[IpencraBnenus u xojaTaicTBa (0 HarpakKJIE€HUU TOCYIaPCTBEHHBIMU
HarpajgaMu U IpEeMUSIMH)

CnpaBku ((pvHAHCOBBIE; IO 3ampocaM OpraHu3alui; MO JTOKYMEHTaM,
PEAOCTABIISIEMBIM B CY/)

10.1Topyuenus (OromkeTHBIC, 0AHKOBCKUE, TIEHCHOHHBIC, IIJIATEKHBIC U TIP.)

11.PeecTpsl (4€KOB, MOPyUYEHHH B OaHK)

12.0t1ueTs U MOHHUTOPHHI'Y B BBIIICCTOAIINKUC OpraHu3aliu

13.YaocroBepeHus: pabOTHUKOB U 00YYAIOIITIXCS

14.Crynenueckue OMICTHI

15.3a4yeTHbIe KHUKKU 00YyYarOINXCs

16.lubie MOKyMEHTHI IJisi yJOCTOBEPEHHS TOJIMUCH JOHKHOCTHOTO JIMIIA,

MMEIOIET0 PaBO JEUCTBOBATH OT UMEHU MHCTUTYTa, a Takke JOKYMEHTHI,
TpeOyrolue  HAa  OCHOBAaHMM  HOPMAaTMBHOTO  MPAaBOBOTO  aKTa
3akoHoAaTenbcTBa Poccuiickoii denepanvii Haau4usi OTTUCKA TepOOBOM
NIEYaTH.
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[Tpunoxenune Ne 10
K 6.4.1 NucTpykiumn

IPUMEPHBIN NEPEYEHDb YTBEPXKJIAEMBIX JOKYMEHTOB

(AOKYMEHTOB C I'PU®OM YTBEPXIEHUS)

AKTbl  (IPOBEPOK W  PEBU3UM; CHOHCAHUA, TMpUEeMa 3aKOHYCHHBIX
CTPOUTEIBCTBOM 00BEKTOB, 000PYI0BAHUS; SKCIIEPTU3HI U JP.)

OpraHu3aiiioHHbIE JOKYMEHTHI (TIOJIOXKEHHsI, TOPSAKH, PErJIaMeHTHI,
paBWJIa, MHCTPYKIUU (JIOJXKHOCTHBIE, 110 TEXHUKE 0€30MacHOCTH U Ap.))

OpranuzanoHHas CTpyKTypa

4. Otuetbl (0 JACATETBLHOCTH TOAPA3CICHUN, HAYyYHO-HCCIIECIOBATEIIbCKUX

paboTax u T.1.)

IInanbl (IPOM3BOACTBEHHBIE, HAay4YHO-MCCIEAOBATENbCKUX pPA0OT, paboT
KOJUIETHAIbHBIX OPTaHOB (COBETOB, KOMUCCHUI), yueOHbBIE U IP.)

6. Ilporpammesl (IpoBeaACHUS MEPOTIPUSATHI, CEMUHAPOB U JIP.)
7. CmeTsl (pacxo10B, Ha KAaTUTAIBLHOE CTPOUTEIIHCTBO U JIP.)

8.
9

. IIraTHbIC paciiiCaHusa U UI3MCHCHUA K HUM

VYuudpunupoBanHbie GOPMbI TOKYMEHTOB

10.Homenkinarypa nen

11.Onucu aen (MOCTOSIHHOTO, BpeMEHHBIX (CBBIlE 10 JIET) CPOKOB XpaHEHUS

Y 110 JUYHOMY COCTaBY)
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[Ipunoxenne Ne 11
K 12.1.5 UHcTpyKummn

MHUHHCTEPCTBO KYJIbTYPbI VTBEPXKJIEHA
POCCHIICKOW ®EIEPALIAN npuxazom PLYCH
®EIEPAJIBHOE T'OCYJAPCTBEHHOE OT Ne -AX]L
BIO/UKETHOE OBPA30BATEJILHOE PexTop
VUYPEJKIEHUE BBICIIETO 1.0, daviiiis
OBPA3OBAHUSA

«POCCUMCKHUM T'OCYJAPCTBEHHBIN
HUHCTUTYT CUEHUYECKHNX UCKYCCTB»

HOMEHKJUIATYPA JAEJI
HA roJ
HNupexc 3aroJioBOK Jeia KonnuectBo Cpok [Tpumevanus
nena TOMOB (4acTei) | XpaHeHus
n Neo
CTaThH TI0
NIEPEYHIO
1 2 3 4 5
Ha3Banue pa3nena
3aB. 0TEIIOM
ApXMBHOI'O XpPAHEHHUS Iloonucw N.0. Gamunus

COI''TACOBAHO
[TpoTokonom K PI'ICHU
oT No




68

HToroBas 3anuce o KaTCToOpUAX U KOJINYCCTBC €I, 3aBCACHHBIX B roay
IIo cpoxkam xpaHeHus Bcero B Tom 4ucie
ITepexonsuux C otmetkoii «ITK»
1 2 3 4

Ha OymaxkHom HocuTene (MpH HATWYMK THOPUIHBIX Jies, ToMm(a) Ha OyMa)XHOM HOCHTEINe
YUWUTBHIBAIOTCS B pasjene Tabmuuel «Ha OymaxxHoM Hocutene», ToMm(a) Ha 3JIEKTPOHHOM
HOCHTEJIE YUUTHIBAIOTCA B pa3zesie TaOIuLbl « DJIEKTPOHHBIX)):

‘HOCTOSIHHOFO || || H ‘

‘BpeMeHHoro (cBpiaie 10 meT) || || H ‘

‘BpeMeHHoro (1o 10 j1eT BKJIIOYUTEIBHO) || || H ‘

DNEeKTPOHHBIX (MPU HATUYUK TUOPHUIHBIX Aes, ToM(a) Ha OyMa)XHOM HOCHUTEJIE YYUTHIBAIOTCS B
paznene Tadnuiel «Ha OymaxkHOM HOcUTEse», TOM(a) Ha AIEKTPOHHOM HOCHUTEIIE YYUTHIBAIOTCS
B pazzene Tabauibl «DJIEKTPOHHBIX)):

‘HOCTOSIHHOFO || || H

‘BpeMeHHoro (1o 10 neT BKITFOYUTETHHO) || ” H
IMTOTO: || | |

|
‘BpeMeHHoro (cpmaie 10 meT) || || H ‘
l

3aB. OTIEIOM
APXUBHOT'O XpaHCHUSA Iloonucw N.0. ®amunus

JlaTa
HtoroBbie cBEICHUS MEPEIaHbl B ApXUB.
HaumMenoBaHus JOIKHOCTH JIUIIA,

MEepEeaaBIIErO CBEACHUS Tloonuce N.0. damunusg

JlaTa



69

[Ipunoxenne Ne 12
K 12.1.10 UncTpykuun

®EJEPAJIBHOE 'OCYJIAPCTBEHHOE BIOJJ)KETHOE OBPA3OBATEJIbLHOE
YYPEKJIEHUE BBICHIEI'O OBPA3OBAHUS
«POCCHMCKHUI TOCYJAPCTBEHHBI MHCTUTYT CHEHUYECKHX UCKYCCTB»

HOMEHKJIATYPA JEJI
CTPYKTYPHOI'O TIOAPA3AEJIEHUSA

HA I.
NHunex 3arosoBoK jgena Kou-Bo Cpox [Ipumeuanus
C Jcjia TOMOB XpaHCHUA
(uacTeii) u Ne ctaTbu
110 IEPEYHIO

1 2 3 4 5

Ha3Banue pa3nena

HamnmMmenoBanne 10IDKHOCTH
PYKOBOJMTENS NOAPA3ACICHUS Tloonuce N.0. damunusa

COT'JTACOBAHO

3aB. OTZI€JIOM apXUBHOTO XpPaHEHUS

Iloonuce WN.O. Gamunug
« » 20 1.
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[Ipunoxenne Ne 13
K 12.2.5 UHcTpykumu

MHHHUCTEPCTBO KYJIbTYPbI VTBEPXJIAIO
POCCHUCKOM ®EAEPAIIMH JIOIKHOCTh PYKOBOJIUTENS
®EJEPAJBHOE TOCYJAPCTBEHHOE Iloonucy N.0. Gamunus
BIOJKETHOE OBPA30BATEJIbHOE «_» 20 1.
YUYPEKJIEHUE BbICHIETO
OBPA30BAHMSA

«POCCUMCKHUM T'OCYJAPCTBEHHBIN
HUHCTHUTYT CUEHUYECKHUX UCKYCCTB»

AKT

(mm) (mecsimr) (rrrr) T Ne ()
Cankr-IlerepOypr

00 yTpaTe 10KYMEHTOB

B pe3ynbraTeé TMpPOBEPKH YCTAHOBIEHO OTCYTCTBHE B CTPYKTYPHOM
HoJIpa3eiIcHUN NEPEYUCICHHBIX HUXKE nen.
IIpeanpuHsATbIe NOAPA3LAEICHUEM BCEBO3MOXKHBIE MEPBI 110  PO3BICKY €1
II0JIOXKUTEIIBHBIX PE3YJIbTATOB HE AJIU, B CBA3U C UEM CUMTAEM BO3MOKHBIM CHSATH

C yuera:
Ne | Uunekc Cpoxk 3aroJioBoOK neia Kpaithue | Kon-Bo | Ilpennosaraembie
n/n Jena | XpaHCHHs JIaThbI JUCTOB | TIPUYHUHBI yTPATHI
U Ne JIOKYMEHTOB
CTaThbU
o
MIEPEUHIO
1 2 3 4 5 6 7
HUroro  ( ) men.

CopnepxaHrue YTpaueHHBIX MATEPUATIOB MOXKET OBITh YaCTHYHO BOCIOJHEHO
CHEAYIOIIUMU JOKYMEHTAMMU:

Haunmenosanue JOJIDKHOCTH
PYKOBOJMTENS NOAPA3ACICHUS Toonucw N.0. damunus
COI''TACOBAHO

[TpoTokosom DK PITNCHU

oT Ne
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[Ipunoxenue Ne 14

K 12.2.5 UHcTpyKummn
MHUHUCTEPCTBO KYJbTYPhI
POCCHUINCKOM ®EJEPALIMA

®EJIEPAJIBHOE T'OCYJAPCTBEHHOE
BIOJI’KETHOE OBPA3OBATEJIbHOE
YYPEXJIEHUE BBICIIEIO
OBPA3OBAHMUSI
«POCCUMCKHUI T'OCYJAPCTBEHHBIN
HUHCTHUTYT CUEHHYECKHUX UCKYCCTB»

CIIPABKA
0 NIPOBE/ICHUM PO3BICKA OTCYTCTBYIOUIUX JOKYMEHTOB

(mm) (mecsimr) (rrrr) T Ne ()
Cankr-IlerepOypr

IIpy mpoBenaeHUH NMPOBEPKU HAIUYUSA U COCTOSIHUSA J€J1 ITOCTOSHHOIO XpPaHEHWUS,
HaxonAmuxca Ha XxpaHeHuu B apxuBe PI'MICH mo onmcu Ne  aen moCTOSIHHOTO
XpaHEeHHs 3a __ T. B KoilWyecTBe __ Jen (yTBEp)KIE€Ha MPOTOKOJIOM
OT Ne ) oOHapyXeHO OTCyTCTBHE

CIIEYIOMIEro Aeia (TOKyMEHTA):

JInst po3bICKa OTCYTCTBYIOIIETO Jiesia (JOKyMeHTa) Obljia CO3/1aHa KOMUCCHS
B COCTaBe:
npencenaTe’ah KOMUCCUU:
YJIeHbl KOMUCCHHU:

[IpeanpuHATHIA pO3BICK | ) €IUHUIIBI XPAHEHUS MOJOKUTEIBHBIX
pesynbratoB He nai. CocraBieH AKT 00 yTpaTe MOKYMEHTOB, MYTH PO3bICKA
KOTOPBIX UCUEPIIAHbI OT Ne

ConepxaHue yTpaueHHBIX AapXHUBHBIX JTOKYMEHTOB MOKHO BOCIOJHHUTH
uHdopmaImen, coaepkaiiencs B
[IpenmnonoXkuTebHOW TNPUYMHON yTpaThl Jelia (JOKYMEHTa) SIBIISICTCS

B mactosimee Bpemsi TPUHATB MEpPHl MO OOECMEYEHUI0 COXPAaHHOCTH
ApXMBHBIX JOKYMEHTOB.

[Ipencenarens KOMHUCCHU —
HanMeHnoBaHue DOKHOCTH Toonuco N.0. damunusa

YeHbl KOMHUCCHUM:
HaunMeHnoBaHue qOKHOCTH Toonuce HN.0. Gamunus
HaunMeHnoBaHue qOJKHOCTH Toonuce HN.0. Gamunus
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JIucr-3aBeputenp aena Ne

B nene noammTo u MpoHyMEpPOBAHO

[Tpunoxenne Ne 15
K 12.3.9 UHcTpyKumu

JIUCTOB

c Ne 1o Ne ,
B TOM YHCIJIE:
JIutepHbie HOMEPA JIUCTOB

(umdpamu 1 MPONUCHIO)

[TponyiieHHble HOMEpA JTUCTOB

+ JINCTOB BHYTPEHHEN ONMKUCHU

Oco6eHHOCTH (PU3UIECKOTO COCTOSTHUS

Howmepa nuctos

U GOpMHUpOBaAHUS JIeNa
1

HamnmenoBanne 10IDKHOCTH
JlaTa

Toonuce

N.0O. Gamunus
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[Tpunoxenue Ne 16
K 12.3.9 UHcTpyKumu

MUHUCTEPCTBO KYJIbTYPbl POCCUICKOM ®EJIEPAILIMU
OEJEPAJIBHOE I'OCYJAPCTBEHHOE BIOJKETHOE OBPA30OBATEJIBHOE

YYPEKJEHUE BBICHIEI'O OBPA3OBAHUS
«POCCHMCKHI TOCYJAPCTBEHHBI MHCTUTYT CHEHUYECKHX UCKYCCTB»

JIEJIO Ne TOM Ne

3ATOJIOBOK JIEJIA

KpaiiHue AaThl (MpyU HaJTUYHH):
JJ.MM.ITTT — IJI.MM.ITIT

Ha JINCTaxX
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[Tpunoxenue Ne 17
K 12.3.16 UncTpyKimu

MUHUCTEPCTBO KYJIbTYPbl POCCUICKOM ®EJIEPAILIMU

®EJEPAJIBHOE I'OCYJIAPCTBEHHOE BIOJ)KETHOE OBPA3OBATEJIbBHOE
YYPEKJEHUE BBICHIEI'O OBPA3OBAHUS
«POCCHMCKHI TOCYJAPCTBEHHBI MHCTUTYT CHEHUYECKHX UCKYCCTB»

HAMMEHOBAHUE CTPYKTYPHOI'O ITOAPA3AEJIEHN A

CAATOYHASA OITNCH JEJI, JOKYMEHTOB

3a

IT.

No | Nunekc 3aroJioBOK Jena Kpaithue | Kon-Bo

/i nena

JaThl JIUCTOB

[Ipumeuanus

B naHHBIN pa3gen onucu BHECEHO aen

¢ No mo Ne

JIUTCPHBIC HOMCPA:

(undpamMu 1 MPOIUCHIO)
TOM YHUCIIC:

IMPOIMYIICHHBIC HOMCPA!

JEJIA CHAJI
HanmmenoBanne 10IDKHOCTH
pabOTHHUKA MOIpa3IeTIeHUS

JEJIA TIPUHST
3aB. OTIEIOM
aApXUBHOTO XpaHCHUS

JlaTa

Ioonuco

Iloonucw

N.0O. Gamunus

N.0. Gamunus
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MUHUCTEPCTBO KYJIbTYPbI
POCCUMCKOM ®EJEPALIUUN

®EJIEPAJIBHOE 'OCYJAPCTBEHHOE
BIOJUKETHOE OBPA3OBATEJIbBHOE
YYPEXJEHUE BBICHIETO
OBPA30OBAHUSA
«POCCUMCKHUIM TOCYJAPCTBEHHBIN
HUHCTUTYT CUEHUYECKHNX UCKYCCTB»

@ong Ne

Onuce Ne.

7eJ1, JOKYMEHTOB IOCTOSIHHOTO
XpaHEeHUs 3a roj

[Tpunoxenue Ne 18
K 12.3.21 UncTpyKimu

YTBEPXIAIO

J10mKHOCTE pyKOBOAUTENS
Iloonuce N.0. ®amunus

« »

20 T

Ne Nunekc 3aroJIoBOK neia
/i ena

Kpaiinue
JIaThl

Koi-Bo

JIUCTOB

[Ipumeuanus

1 2 3

5

HaszBanue pazgena

B naHHBIN pa3gen onrcu BHECEHO (

) nen,

¢ No mo Ne , B TOM YHCJIE:
JIUTEpHBIC HOMEPA:
MPOIYIIEHHBIE HOMEPA:

CocTaBUTEND:
3aB. OTIEIOM
ApPXUBHOTO XPaHCHUS Tloonuco

COI''TACOBAHO
[TpoTokosom DK PITNCHU
OT No

HN.0O. Gamunus




MUHUCTEPCTBO KYJIbTYPbI
POCCHIICKO ®EJEPALIUUA

®EJIEPAJIBHOE 'OCYJAPCTBEHHOE
BIOJUKETHOE OBPA3OBATEJIbBHOE
YYPEXJEHUE BBICHIETO
OBPA30OBAHUSA
«POCCUMCKHI TOCYJAPCTBEHHBIN

HHCTUTYT CHEHUYECKHUX UCKYCCTB»

@onpg Ne

Omuce Ne.
7eJ1, JOKYMEHTOB I10 JTUYHOMY
COCTaBy 3a

oI
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«

[Tpunoxenne Ne 19
K 12.3.21 UncTpykuun

YTBEPXIAIO
J10mKHOCTE pyKOBOAUTENS
Toonuce M.0O. ®amunus

»

20 T

Ne
/i

Nunexc
zena

3aroJIoBOK neia

Kpaiinne
JaThl

Cpoxk
XpaHEHUs

Koi-Bo
JINCTOB

[Ipumeuanus

1

2

3

5

6

7

B naHHBIN pa3gen onucu BHECEHO
, B TOM YHCJIE:
JIUTEpHBIC HOMEPA:

¢ No

o Ne

) nen,

IIPONYIIIEHHBIE HOMEpA:

CocTaBUTEIND:
3aB. OTIEIOM

ApXMBHOI'O XPAHEHHUS

COT'JTACOBAHO

[TpoTokosmom DK PITNCHU

oT

No

Iloonucw

N.0O. Gamunus
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[Tpunoxenue Ne 20
K 12.3.16 UncTpykuun

MHHHUCTEPCTBO KYJIbTYPbI VTBEPXJIAIO
POCCHUCKOM ®EAEPAIIMH JIOIKHOCTh PYKOBOJIUTENS
®EJEPAJBHOE TOCYJAPCTBEHHOE Iloonucy N.0. Gamunus
BIOJKETHOE OBPA30BATEJIbHOE «_» 20 1.
YUYPEKJEHUE BbICIIETO
OBPA30OBAHUSA

«POCCUMCKHUM T'OCYJAPCTBEHHBIN
HUHCTHUTYT CUEHUYECKHUX UCKYCCTB»

AKT
(mm) (mecsimr) (rrrr) T Ne ()
Cankr-IlerepOypr
0 BBIJICJICHUHU K YHHYTOKCHUIO
APXUBHBIX JOKYMECHTOB, HE IIOJICKAIITUX
XpaHeHHu 10

Ha ocHoBanuu
OTOOpaHbl K YHUYTOKCHHMIO KAaK HE HMEIOIIUE HAayYHO-UCTOPHUYECKOM IIEHHOCTH H
yTpaTHBIINE TPaKTUUECKOe 3HadeHue IOoKyMeHThl ¢oHmaa Ne O/H deaepanbHOro
rOCyIapCTBEHHOTO OI0PKETHOT'O 00pa3oBaTEIBLHOTO  YUPEKICHUS BBICIIIETO
obOpazoBanus «POCCUICKHI TOCYyIapCTBEHHBIN HHCTUTYT CIIEHUYECKUX UCKYCCTRBY

Ne 3aroJioBOK neia I'ogabt | NeNe [Ne en. xp.| Kon-Bo| Cpoxku [Ipumevanus
/i (TpyIIoOBO#i 3aroJI0BOK OTIMCH |TTO OITUCH| €1I. Xp. | XpaHCHUS
JIOKYMEHTORB) u NoNe
cTaTeH 1o
MEPEYHIO
1 2 3 4 5 6 7 8
HUTOI'O: ( ) en. Xp. 3a TOJIBL.
Onucu e MOCTOSSHHOTO XpaHEHHS 3a rOJIbl YTBEPKJICHBI
SIIMK LI'AJIA CII6 (mpoTokoa oT No ).

3aB. OTAEIOM
ApXMBHOT'O XPAHEHHUS Iloonucw N.0. ®Gamunus

COI''TACOBAHO
[Tporokomom DK PIT'TUCH
OT No




78

JIOKyMEHTBI B KOJHUYECTBE en.xp.(men, 3JIeKTPOHHBIX
nen):

- Ha OyMa)XHOM HOCHUTEJIE BECOM K. CHaHbl Ha
YHUUYTOXKCHHE

- Ha 3JICKTPOHHOM HOCHTCJIC CAaHbl HA YHUYTOXKCHHUC

(ctoco® yHUYTOXKEHUS)
HaumeHnoBaHue 10OMKHOCTH pabOTHUKA,
CIABIIIETO JIOKYMEHTBI

(moanuck) (pacmm@poBKa MOANKCH)

(mara)
N3meHeHus B yUETHBIE JOKYMEHTHI BHECEHBI
HaumeHnoBanue nOMKHOCTH  paOOTHHKA

(mogmuch)  (pacumdpoBKa MOANHUCH)

(mata)
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[Tpunoxenue Ne 21
k 14.5 UHCTpyKUIMH

Crmcok iy (T0JDKHOCTE),

JOMYIIEHHBIX K 03HAKOMJICHUIO U paboTe ¢ ToKyMeHTaMu ¢ moMeTkou «J{CIT»

No HaumenoBaHne n0OmKHOCTH

1. Pexrop

2. [lepBbIii MPOPEKTOP-NPOPEKTOP MO Y4YEOHOH M BOCHUTATEIBHOU
pabote

3. [TpopekTop no GruHAHCOBO-IKOHOMUYECKOU ESITEIbHOCTH

4, [IpopekTop 1O CTPOUTENBCTBY, OCHAIICHUIO M JKCIUTyaTalluu
bunmnanon

S. CrienManucT rpaxaaHcKoil 000pOHBI

6. HavayiibHHK BOEHHO-YYETHOTO CTOJa

7. HauanpHuk ciy>x0b1 6€30MaCHOCTH U OXpaHbl TPYyAa

8. Benymuii cienuanucT mo npoTHBOINOKAPHOU NMPODUTAKTHKE

Q. ['1aBHBIN Oyxranrtep

10. HauanbHuk oT/iena kaapos

11. I"'naBHBIN MHKEHED

12, ['maBHBIN SHEPTETUK

13. HcnonnurenbHbIil TupekTop Y4eOHOro Tearpa

14. Otnen nenonpou3BOACTBa
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[Tpunoxxenne Ne 22
K 1. 14.8. uHCTpYKIIMU

[IpuMmepHBI nTepedeHb JOKYMEHTOB ¢ nomeTkon «J[CII»

1. Bxogamue n1okyMeHTsl ¢ noMeTKoN «JICID».

2. Ucxopsamue 1oKyMeHThI ¢ moMeTKoN «ICID».

3. Ilacnopt 6e30macHOCTH OOBEKTA.

4. AKT 00cne10BaHUs U KaTErOPUPOBAHUS OOBEKTA.

5. IOKyMEeHTBI, coaeprkalye nHHOPMAIUIO 10 BOMHCKOMY YYETY U MOOMIIU3AIINH.
6. Ilnman wMeponpusATUH TMpU YCTAHOBIEHUU YPOBHEH TEPPOPUCTUUECKON
ONacHOCTH, IpeAyCMaTPUBAIOIINX NPUHATHE NOTOJIHUTENIBHBIX ~ MEDP
no oOecreyeHuto 0e30MaCHOCTU JIMYHOCTH, OOIIECTBa M TOCYAapCTBa COTJIAcHO
ykazy [Ipe3unenra PO ot 14.06.2012 Ne 851 (¢ U3BMEHEHUSIMU U JIOTIOJTHCHUSIMH ).
7. Apyrue pacnopsauTeabHble JOKYMEHThI, TUCbMa, IPHUKA3bl.
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KYPHAJI

[Tpunoxxenue Ne 23
K . 15.3 nHCTpYKIIMMK

y4eTa-MoJIy4aeMbIX IOKYMEHTOB C TTIOMETKOM
«ms1 cimy>keOHOT0 UCTIOIB30BAHUS»

| crpannna
JaTa u BXomsmmii Opranuzarus ata u HOMED Kpatkoe Komn-Bo nucros/
HOMEP JOKYMCHTA OTIIPABUTEIIb JOKYMCHTA COACPIKAHUC IIPUIIOKCHU U
1 2 3 4 5
2 cTpaHuIla
Koun-Bo 1 HOMEpa Pe3omronusa Pacnucka B
SK3EMIUISIPOB ara ABTOD HUcnonauTens | MOJY4EHUH, JaTa
MPOCTABJICHUSA PpEe30TIOLNHI
PE30TIOLINH
6 7 8 9 10
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[Tpunoxxenue Ne 24
K 1. 15.3. nuHCTpYKIMU

KYPHAJI
y4eTa OTIPABIISIEMBIX TOKYMEHTOB ¢ momMeTkon «JCII»

| crpannna
Hata u Opranusanus Kpatkoe Kem nognucan Kon-Bo nucros/
PerucTpalvoOHHbBIN noJyJaresb coJIepyKaHue JIOKYMEHT MIPHIIOKEHH
HOMeEp TIOKyMEHTa JIOKYMEHTa
1 2 3 4 5
2 cTpaHuIa
Komn-Bo 1 HOMEpa Buj ornipaBneHus Tlonpaznenenue Ioamuce B
9K3EMIUISIPOB (mmouTo#, HAPOUHO) OTIIPABUTEID OTIIpaBJICHUU
6 7 8 9




Kypnan perucrpanuu nprukazos ¢ nometkon «ICII»
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[Tpunoxxenue Ne 25
K 1. 15.5. unctpykuun

Perucrpanmonublit [ara Kpatkoe HUcnonaurens IToamuce
HOMEp peructpanuu coJepKaHue HCIIOJTHUTENS B
MOJTyYEHU U
OpuruHasa
JIOKYMEHTA
1 2 3 4 5
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[Tpunoxenue Ne 26
K mm. 15.5., 15.8. uncTpyKuuu

Kypnan yuyera u pacnpeneneHus n3ganui ¢ noMmetkout «JCII»

| crpannna
Ne HaumenoBanue M31aH0 My nocTynuio
/1 U3daHus Otkyna Bxomsamue KoanuectBo
MOCTYITUIIO U CONPOBOJUTEIBHBIE JK3EMILTPOB
TJIe OTIIEYaTaHO NUCbMa U J1aTa
1 2 3 4 5
2 cTpaHuIla
Pacnpenenenue Bo3sspar YHHUUYTOXKEHUE
Kyna u xomy Ucxonuprit KonnuectBo JlaTta u Ne Ilommnuce, mata
HaTpaBJICHO JOKYMEHT (WJIn IK3EMILISIPOB IK3EMILISPA,
(vnm BBIZIAHO) pacrucka B IIOJITHACH O BO3BpaTe
TIOJIYICHUH) U JaTa
6 7 8 9 10
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	 непосредственным исполнителем (инициатором) и руководителем структурного подразделения, инициирующего документ;
	 соисполнителями (при их наличии);
	 руководителями структурных подразделений, работниками РГИСИ, направления деятельности и/или функциональные обязанности которых затрагиваются в проекте документа и/или которые указаны в проекте документа в качестве исполнителей (в случае временного о...
	 руководителями и работниками РГИСИ, в компетенцию которых входит координация направления деятельности или вопросов, изложенных                 в проекте документа;
	 финансовым подразделением (проекты документов, реализация которых требует финансовых затрат);
	 юристом.
	6.1.9. Не допускается направлять на согласование проект документа одновременно двум и более работникам одного структурного подразделения. В качестве согласующих лиц должны выступать преимущественно руководители структурных подразделений.
	6.1.10. Документы, оформленные в соответствии                                                     с унифицированными формами, согласовываются в соответствии                                               с требованиями, установленными унифицированными ...
	6.1.11. Список согласующих лиц формирует инициатор документа.
	6.1.12. Ответственность за полноту списка согласующих лиц, целесообразность выбранного способа согласования и порядок визирования документа возлагается на инициатора документа и руководителя его структурного подразделения.
	6.1.13. По итогам согласования документ подлежит доработке                       в соответствии с замечаниями согласующих лиц.
	6.1.14. В зависимости от вида документа согласование возможно, как до подписания, так и после подписания, до рассмотрения или утверждения документа.
	6.1.15. Внешнее согласование проекта документа осуществляется посредством направления проекта в другую организацию                                               с сопроводительным письмом, в котором указывается срок согласования.
	Если организации, согласующие проект документа, являются участниками одной СДОУ, согласование может быть проведено в СДОУ без направления сопроводительного письма и одновременно с внутренним согласованием.
	Сроки согласования проектов документов, направляемых на внешнее согласование, не должны составлять более 30 календарных дней.
	6.1.16. При внешнем согласовании, полученном письмом, или согласовании проекта документа коллегиальным (совещательным) органом                с фиксацией решения о согласовании в протоколе заседания инициатор оформляет на проекте документа или в листе...
	6.1.17. Сроки согласования документов устанавливаются                                        в зависимости от вида документа и объема документа, включая приложения                               к нему:

	 проекты деловых (служебных писем) – 1-2 рабочих дня;
	 проекты приказов без приложений – 1-2 рабочих дня;
	 проекты приказов с приложениями справочного                                   характера – до 3 рабочих дней;
	 проекты приказов с приложением локальных нормативных актов                  (не более 50 страниц) – до 10 рабочих дней;
	 проекты протоколов заседаний (совещаний) при необходимости их согласования – до 3 рабочих дней.
	6.1.18. В конкретных случаях в зависимости от содержания                           и назначения документа срок согласования может быть сокращен или увеличен по решению руководителя, курирующего направление деятельности, по которому готовится проект до...
	6.1.19. Оформление результатов согласования документов осуществляется в виде виз, проставляемых заинтересованными лицами. Отметки о согласовании (гриф согласования и визы) оформляются                                     в соответствии с Общими требова...
	6.1.20. Согласование проектов документов может осуществляться                  в СЭД. После завершения процедуры согласования (при создании подлинника документа на бумажном носителе) лист согласования распечатывается из СЭД, прикладывается к проекту д...
	6.1.21. Согласование внутренних документов, создание, хранение                   и использование которых осуществляется посредством СЭД, проводится               в СЭД в электронном виде.
	6.1.22. В ходе согласования проекта документа согласующее лицо принимает одно из следующих решений:

	 согласовать проект документа без замечаний;
	 согласовать проект документа с замечаниями;
	 отклонить проект документа;
	 указать, что не имеет отношения к проекту документа (рассмотрение вопроса, по которому принимается решение, не входит в обязанности работника).
	Возражения по проекту приказа (распоряжения), возникающие               при согласовании, излагаются в справке, которая прилагается к проекту,                    или вносится в СЭД.
	Если проект документа согласован с замечаниями, это означает, что замечания носят редакционный характер, и после их принятия инициатором (исполнителем) проект не требует повторного согласования.
	Проект документа отклоняется согласующим лицом в случаях:

	 наличия существенных замечаний по проекту документа;
	 несогласия с проектом документа.
	6.1.23. Несогласованный проект документа требует доработки                            по высказанным замечаниям, переоформления и повторного согласования.
	6.1.24. Если при доработке проекта документа инициатор (исполнитель) принимает решение не учитывать замечание (замечания) лица (лиц), участвовавших в согласовании, инициатором (исполнителем) готовится реестр неучтенных замечаний, который вместе с прое...
	6.1.25. Решение о том, принимать или не принимать неучтенные замечания принимает ректор (или иное уполномоченное им лицо).
	В случае если ректор (или иное уполномоченное им лицо) принимает решение о необходимости учесть замечания, отклоненные инициатором (исполнителем), инициатор (исполнитель) дорабатывает проект документа               в соответствии с высказанными замеча...
	Если ректор (или иное уполномоченное им лицо) соглашается                            с мнением исполнителя, он подписывает (утверждает) документ.
	6.2.1. Документы подписываются ректором или иными уполномоченными им должностными лицами в соответствии с их компетенцией, определяемой доверенностями на выполнение определенных действий от имени организации и внутренними нормативными документами РГИСИ.
	6.2.2. Инициатор передает документы на подписание. До передачи                    на подписание инициатор проверяет правильность оформления документов, правильность адресования, наличие необходимых виз, приложений и листа рассылки.
	Подписывающее лицо имеет право вернуть документ на доработку инициатору, потребовать дополнительную информацию по подготовленному документу либо принять решение о нецелесообразности его подписания.
	6.2.3. Отдельные виды внутренних документов (служебные, объяснительные записки и др.) на имя руководителя структурного подразделения подписываются инициатором (составителем), если разрешаемые при этом вопросы не выходят за пределы его компетенции.
	6.2.4. Подпись на документах состоит из полного наименования должности подписывающего лица, личной подписи и ее расшифровки (инициалы и фамилия) и оформляется в соответствии с Общими требованиями к оформлению основных реквизитов документов (приложение...
	6.2.5. Документы, направляемые в органы государственной власти,              на имя руководителей субъектов Российской Федерации и зарубежных государств, в вышестоящие организации подписываются только ректором (директором филиала) или лицом, исполняющ...
	6.2.6. Ведение переписки с другими юридическими и физическими лицами от имени РГИСИ осуществляет ректор и другие должностные лица                  в соответствии с предоставленными им полномочиями.
	При отсутствии ректора (директора филиала) (отпуск, болезнь, командировка) документ подписывает лицо, исполняющее его обязанности согласно изданному в РГИСИ документу. При подписании документа лицом, исполняющим обязанности руководителя, подпись оформ...
	Врио ректора                                                                            И.О.Фамилия
	6.2.7. При подписании документов работником, исполняющим полномочия и обязанности другого временно отсутствующего работника,                  в подписи указывается фактическая должность лица, подписывающего документ, его инициалы и фамилия.
	Не допускается подписывать документы с предлогом «за» или проставлением косой черты перед наименованием должности.
	6.2.8. Подпись проставляется ручкой с пастой, чернилами черного, синего или фиолетового цвета.
	6.2.9. Ответственность за содержание подписанного документа несет подписывающее лицо.
	6.2.10. Документ подписывается двумя или более лицами, если                        за содержание документа несут ответственность несколько работников (документы, подготовленные несколькими подразделениями или организациями, рабочей группой, комиссией).
	6.2.11. Подписывается, как правило, один экземпляр документа. Совместный документ подписывается в количестве, соответствующем количеству организаций, создавших документ.
	При направлении документа (в т.ч. письма) нескольким адресатам  (не более четырех) подписывается каждый отправляемый экземпляр документа.
	6.2.12. При необходимости на подписанные документы проставляется оттиск печати с воспроизведением Государственного герба Российской Федерации (гербовая печать) (приложение № 9 к инструкции), оттиск печати РГИСИ (для документов) либо оттиск штампа стру...
	6.2.13. Печать на документе проставляется в соответствии                                      с Общими требованиями к оформлению основных реквизитов документов (приложение № 8 к Инструкции).
	6.3.1. Рассмотрению подлежат документы, требующие принятия решения руководителем, в соответствии с установленными полномочиями.
	6.3.2. Получаемые документы из органов государственной власти рассматриваются ректором (адресованные в филиал – директором филиала).
	6.3.3. Срок рассмотрения документа составляет 2 рабочих дня                           с момента получения документа, если иное не установлено в тексте документа либо локальными актами РГИСИ. Если для принятия решения по документу необходимо получение ...
	6.3.4. Результатом рассмотрения является резолюция. Резолюция должна содержать указание по исполнению документа. Наличие резолюции обязательно.
	6.3.5. Если документ требует исполнения, в резолюции указываются фамилия и инициалы исполнителя (исполнителей), содержание поручения     по исполнению документа, срок исполнения (при необходимости), подпись                и дата резолюции.
	Срок исполнения поручения не указывается, если он назван в тексте поступившего документа и руководитель не считает необходимым изменить его в сторону сокращения или является типовым для данного вида документа.
	6.3.6. При наличии нескольких исполнителей ответственным                            за исполнение считается исполнитель, указанный первым в резолюции, или обозначенный в резолюции как ответственный исполнитель («Ответственный» или «отв.»).
	В СДОУ при рассмотрении служебных записок и получаемых документов, требующих исполнения, указание ответственного исполнителя является обязательным.
	6.3.7. Формулировки резолюции должны четко определять суть поручения, срок исполнения и форму представления результата исполнения.
	6.3.8. Если документ поступил для сведения и не требует исполнения, резолюция может не содержать срок исполнения и фамилии исполнителя, при этом текст резолюции может быть следующим: «В дело», «К сведению» и др.
	6.3.9. При рассмотрении входящих документов ректор и руководители, которым адресован входящий документ, в соответствии с установленными полномочиями также принимают решение об их размещении                                     на корпоративном портале ...
	6.3.10. Документы, рассмотренные в СЭД, не требуют дублирования резолюции на документах в бумажном виде, если иное                             не предусмотрено локальными актами РГИСИ.
	6.4.1. Документы утверждаются руководителем, решением коллегиального органа или приказом в соответствии с приложением № 10                 к настоящей Инструкции. Отдельные виды документов (некоторые перечни, списки и т.п.) могут утверждаться иными уп...
	6.4.2. Документы, утверждаемые путем издания приказа или решением коллегиального органа, являются приложением к приказу или протоколу.
	6.4.3. На утверждаемом документе оформляется гриф утверждения                     в соответствии с Общими требованиями к оформлению основных реквизитов документов (приложение № 8 к Инструкции). Гриф утверждения придает документу нормативный характер.
	6.4.4. При утверждении документа несколькими должностными лицами их подписи располагаются на одном уровне.
	6.4.5. Утверждаются правила, положения, инструкции, регламенты, некоторые виды актов, планы, программы и другие документы, устанавливающие нормы и/или рассчитанные на длительное применение (приложение № 9 к Инструкции).

	7. ОРГАНИЗАЦИЯ РАБОТЫ ИСПОЛНИТЕЛЯ С ДОКУМЕНТАМИ
	 сбор и анализ необходимой информации;
	 подготовку проекта документа и его оформление;
	 согласование проекта документа с заинтересованными лицами;
	 доработку проекта документа по замечаниям, полученным в ходе согласования и, при необходимости – повторное согласование;
	 подготовку списка (указателя) рассылки документа, если документ адресован группе организаций;
	 представление проекта документа на подпись (утверждение) руководству;
	 подготовку документа к отправке и передачу документа (копии документа) в дело.
	Проект документа со всеми необходимыми приложениями, напечатанный и оформленный в соответствии с правилами, установленными настоящей Инструкцией, исполнитель согласовывает с заинтересованными подразделениями и лицами и, при необходимости, с другими ор...
	Для отправки документов, не имеющих адресной части, составляется сопроводительное письмо.
	На документ, рассылаемый более чем в четыре адреса, исполнитель готовит список рассылки, определяет количество экземпляров документа                  и после регистрации обеспечивает изготовление необходимого количества копий.
	В соответствии с номенклатурой дел исполнитель определяет индекс дела, в которое должен быть включен документ.

	8. РЕГИСТРАЦИЯ ДОКУМЕНТОВ
	 поступающие документы, за исключением нерегистрируемых документов, перечень которых предусмотрен локальными актами РГИСИ, регламентирующими порядок работы с входящими документами;
	  внутренние документы: приказы (за исключением приказов                          по личному составу работников), доверенности;
	 отправляемые документы: отправляемые письма, оформленные на бланках РГИСИ.

	9. РАССЫЛКА И ОТПРАВКА ДОКУМЕНТОВ
	 почтовая связь;
	 факсимильная связь;
	 электронная почта;
	 самостоятельная отправка;
	 СЭД;
	 курьерская доставка.

	10. СРОКИ И контроль исполнения документов
	- руководителем или иным уполномоченным должностным лицом – исполнения документов (поручений) по существу;
	- ОД (уполномоченным подразделением филиала) и ответственными за делопроизводство в структурных подразделениях – сроков исполнения документов (поручений).
	 постановка документа на контроль;
	 предварительная проверка и регулирование хода исполнения;
	 снятие документа с контроля (после исполнения документа);
	 учет, обобщение и анализ результатов контроля исполнения;
	 информирование руководителя о ходе исполнения документов (поручений) и состоянии исполнительской дисциплины.
	 внутренних документов – с даты подписания (утверждения) документа;
	 поступающих документов, поступивших из органов государственной власти, органов местного самоуправления, предприятий, организаций и учреждений – с даты их поступления в РГИСИ;
	 по письменным обращениям граждан – с даты регистрации.
	 с конкретной датой исполнения – в указанный срок;
	 без указания конкретной даты исполнения, имеющие в тексте пометку «весьма срочно», «в возможно короткие сроки», «в кратчайшие сроки» – в течение одного дня, «срочно» – в 3-дневный срок; «оперативно» – в 10-дневный срок; остальные – в срок не более 3...
	 по парламентским запросам – не позднее чем через 15 дней со дня получения или в иной установленный соответствующей палатой Федерального Собрания Российской Федерации срок;
	 по запросам членов Совета Федерации, депутатов Государственной Думы (депутатскому запросу) – не позднее чем через 30 дней со дня получения или в иной согласованный с инициатором запроса срок;
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