OBIECTBO C OrPAHUYEHHOI OTBETCTBEHHOCTBIO
«OBJIACTHOM HEHTP ®JIEFOJIOT HH»

IHpuaoxenune Ne7 k npuxasy Ne ek W ot 30.12.2021
HHosoxenneo 1OKYyMEeHTO000POTE OPraHU3aANHT

1. O0mue noJioxeHust

1.1. Hacrosmeenonoxenueo 10KyMeHTo000poTe pa3paboTaHo U yTBEPKACHOMIAPUMEHEHHSIB
000 “Obnactroii Llentp ®nedonorun” (nanee — [NonoxeHue).

1.2. TTonoxxenne 0043aTENbHO K NPUMEHEHUIOBCEMUTIOAPA3eNeHUAMHOPraHu3ayy.

1.3. 3aopraHu3aumioA0KyMeHToo00poTa U KOHTPOJb  ucnojHenus  [lonoxeHnus
orBedaeTCiyx0a Nenonponu3BoACTBa (CNEUUATHCT MO Kajipam).

1.4. TlonoxxeHume He pPACHPOCTPAHIIOTCS Ha OpraHu3amuio paboTel ¢ JIOKyMEHTaMM,
COJIEPrKALLMMU CBEICHUS, COCTABIISAIOUINE MOCYIAPCTBEHHYIO WITH CITYKEOHYIO TaliHy.

1.5. Ilpumenenne Ilonoxenust Oyner cHocoOCTBOBaTH CO3NAHWIO EAMHON METOXMYECKOH
OCHOBBI OpraHu3alMy W BEJICHHUS JOKYMEHTO000pOTa KaK 4YacTh JEJIONPOH3BOACTBA
Oprannsaumu ¥ ee 000CO0ICHHBIX NOAPA3ACISHUSIX,

1.6. Tlpu paspabotke IlonoxkeHus: yareHsl NOJOKEHUS CIEAYIOMINX 3aKOHOJATEIbHBIX 1 MHBIX
HOPMATHUBHBIX MPABOBBIX AKTOB B chepe HHPOPMALIMHU, JOKYMEHTALMHN, ADXUBHOT'O JI€a;

e @enepanbubiii 3akoH o1 10.01.2002 N 1-®3 "O6 3nexTponHoit uudpoBoii nognucu";

e @enepanbHblil 3akoH oT 22.10.2004 N 125-®3 "O6 apxuBHOM nene B Poccuiickoit
Oepnepauun";

e depnepanbublif 3akoH oT 27.07.2006 N 149-03 "O6 unpopmanyuu, HHOOPMALUOHHBIX
TEXHOJIOTUAX U O 3auTe nHpopmauu'";

e  denepanbublii 3akoH oT 27.07.2006 N 152-MD3 "O nepcoHalbHbIX JaHHBIX";

e Vkas llpesunenra Poccuiickoit deaepauyuu ot 06.03.1997 N 188 "O6 yrBepkKacHHH
riepeyHs CBeACHU KOH(pUACHIMAaTBHOrO Xapakrepa".

1.7. OcHoBHble nousTus [TonoxeHus:

e JIOKYMEHT - MAaTe€pHajbHbI HOCUTENb C 3a()MKCUpOBaHHOH Ha HeM B 0G0l (opme
uHopManueil B BHUAE TEKCTA, 3BYKO3AMUCH, H300pakeHHMs W (MJIH) HUX COUYETAHHS,
KOTOpBI MMEET PEKBU3WTHI, MO3BOJSIOIIAE €ro MACHTU(QUUUPOBATh, U MpEeIAHA3HAUCH
JUIA IEpeaayn BO BPEMEHU U B MPOCTPAHCTBE B LEJAX OOLIECTBEHHOTO UCTIOIb30BAHUS 1
XpaHEHUS,

® [IPOM3BOAUTENH JOKYMEHTOB - JIMLO, OCYIIECTBISIOLICE MOATOTOBKY, O(QOpPMICHHE WU
nepeaayvy (IOCTaBKY) JOKYMEHTa,

® DJEKTPOHHBIE MaTepuanbl - H3AAHUS, B KOTOPHIX HH(pOpMalLMs TpPEACTaBjIeHa B
MEKTPOHHO-UMGPOBOH  (dopMe ¥  KOTOPhIE TNPOLUIM  pPeIaKLIHOHHO-U3AATENBCKYIO
00paGoTKy, MMEIOT BBIXOJHbLIC CBEICHMS, THPAKUPYIOTCS W PACIPOCTPAHAIOTCH Ha
MaIIMHOYUTAEMbIX HOCUTEINX;

e [IPOrPaMMBbl - TPOrPaMMBbl [Ji IEKTPOHHBIX BBIYUCIUTENBHBIX MAIIHH U 0a3bl JaHHBIX
Ha MaTepUabHOM HOCUTEJIE,

e KOMOMHMPOBAHHbIE [IOKYMEHTBI - COBOKYMHOCTH JOKYMEHTOB, BBIIOJHEHHBIX Ha
Pa3IMYHBIX HOCUTENSAX (MIEUATHBIX, aYANOBU3YAJIbHBIX, JJIEKTPOHHBIX ),

e Jie()eKTHBIC JTOKYMEHTBI UM MaTepHalibl - TOKYMEHTBI WJIM MaTE€PHAJIbl C BBIABICHHBIMU
nopoxkamu ux (Gopmsl U conaepxkaHus. o 3anpocaM nojydarteneil JOKYMEHTOB MM
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MaTepHUasoB  3aMCHAIOTCS  HA  HAUIeKallMe  JOKYMEHTHl  (Martepualbl)  HX
NPOU3BOIUTENSAMU B MECSUHBIH CPOK;

® DJICKTPOHHBIH MOKYMEHT - (OpMaNM30BaHHAs 3amuCh MH(GOPMALMH B DJIEKTPOHHOM
BUJIE, 3aBEPEHHAA DJICKTPOHHONW LU(POBON MOANMUCHI0 W OTBEYANOmAas MPaBWIAM U
TpeOOBaHUAM TOKYMEHTUPOBAHHUS,

® OJEKTPOHHAs uU(ppPOBas MOAMHMCH -  PEKBU3UT  DICKTPOHHOIO  JIOKYMEHTA,
NpEeHa3HAYCHHBIA U 3alIMThl JAHHOTO DJIEKTPOHHOIO JOKYMEHTa OT IIOLJIENKH,
MOJIy4eHHBIH B pe3yibrare Kpunrorpaduyeckoro mnpeoOpa3oBaHus HHOOPMALMH C
MCTOJIb30BAHUEM 3aKPBITOTO KJIFOYA JJIEKTPOHHON LM(MPOBOH MOANKUCH U TO3BOJISIOLIMIA
WACHTU(QUIMPOBATL BAjeblia cepTHUKATA KIIOYA MOIMKMCH, a TAKXKE YCTAHOBUTH
OTCYTCTBUE HCKXKEHUA NHOOPMAIIMHU B DJIEKTPOHHOM JOKYMEHTE,

® Y4YeTHas CUCTeMa - WH(OPMALMOHHAS CUCTEMa, colepXalias HHOOPMALUIO U3
NpaBOyCTAHABJIMBAIOLIMX JOKYMEHTOB CYOBEKTOB 3JCKTPOHHOIO B3aUMOJACHCTBHSA, Ha
OCHOBAHWHM KOTOPOH COCTABJIAIOTCSA MIIM BBIAAIOTCA DJIE€KTPOHHBIE TOKYMEHTHI,

* uHOPACTPYKTYpa JOKYMEHTHPOBAHHUS HMH(POPMALHU B  DJIESKTPOHHOM  BUAE -
COBOKYNHOCTh ~ MH(QOPMAIMOHHO-TEXHONOTHYECKAX M OPraHM3AMOHHO-TIPABOBBIX
MEPONPUATHYN, MPaBUJI W PELICHWH, peaan3yeMbiX B LENSX TPUAAHUS HOPUIAYECKOI
CWJIbI 3JIEKTPOHHBIM IOKYMEHTaM,

® JIOBCPCHHAs! TPEThs CTOPOHA - OpraHu3allMs, HAJECJICHHAs MPABOM B COOTBETCTBHU C
3aKOHO/IATEJILCTBOM TPOU3BOJUTENIEH NOKYMEHTOB OCYIIECTBJIATh JAEATEILHOCTE 110
MPOBEPKE  DJIEKTPOHHOH 1UQPOBOM MOANMMCH B INEKTPOHHBIX JOKYMEHTaX B
(UKCHpOBAHHBIH MOMEHT BPEMEHM B OTHOILICHMH COCTaBUTENs W (WjM) aapecara
3IEKTPOHHOTO NOKYMEHTA,

PEKBU3UT TOKYMEHTA - 00513aTeNIbHBII 31eMEHT 0QOPMIIEHUS TOKYMEHTA,

® OnaHK JOKyMEHTa - Habop PEeKBU3UTOB, WICHTU(PUIUPYIOUIKX aBTOpPa O(PUIMATLHOIO
NUCBMEHHOIO JOKYMEHTA,

® TOMIMHHUK JOKYMEHTA - IIEPBbIA WM €IMHCTBEHHBIH YK3eMILIIP NOKYMEHTA,

KOMUs JOKyMEHTa - JOKYMEHT, TOJHOCTBIO BOCIPOM3BOAALIMI  HHOOPMALMIO
NOIMHHKEKA JOKYMEHTA U €r0 BHEIIHKME NPU3HAKY, HE HMEIOLIMN FOPHIMYECKON CHIIBL,

® JIOKYMEHTOOOOPOT - IBMIKEHUE TOKYMEHTOB C MOMEHTA UX CO3/IaHUS WJIH MOJyYEHHs [0
3aBEPLICHUS UCIIOIHEHHS, IOMEIIECHHUS B €10 U (MJIM) OTIPABKH,

® perucrpanus JOKYMEHTA - IPHCBOCHUE JOKYMEHTY PErHCTPAlMOHHOIO HOMEPA M 3aIlUCh
B YCTAHOBJICHHOM NOPAJKE CBEIEHUI O IOKYMEHTE,;

® HOMCHKJATypa [Jel - CHCTEMaTU3MPOBAHHbI TMEpeYeHb HAMMEHOBAaHWI  Jel,
(popmupyembIx B Opranusaiiu, ¢ yka3aHueM CPOKOB HX XPaHEHHUS

® DOKCIEPTH3a IIEHHOCTH TOKYMEHTOB - U3Y4YE€HHME JOKYMEHTOB HAa OCHOBAHUHM KPHTEPHEB
MX LEHHOCTH B IIEJIAX ONpEJENeHNs CPOKOB XpaHEHHS JHOKYMEHTOB M 0TOOpa MX Ui
BKJIFOUEHHS B cocTaB ApxuBHOro gounna Poccuiickoit ®enepariim;

® JIeJIO - COBOKYMHOCTDb IOKYMEHTOB MJIM OTAENbHBIN TOKYMEHT, OTHOCSIIMECS K OTHOMY
BOIIPOCY WM YYaCTKY AEATeIbHOCTH OpraHu3aliii;

e cinyx0a JeNOoNnpoOM3BOACTBA - CTPYKTYPHOE mnoxpasnenenne OpraHu3aiuy, HaA KOTOPOE
BO3JI0MEHBI PYHKLMU N0 BEJEHHIO IENOMPOU3BOCTBA, & TAKXKE JINIA, OTBETCTBEHHBIE 3
BEACHUE ICJIONPOM3BOJCTBA B APYTUX CTPYKTYPHBIX NOApasaeneHusx Opranusannu.

2. IIpyHOMNBI OPraHU3AIMH JOKYMEHT0060POTA
2.1. llpuHuuns:




¢ LEHTpanM3alus onepauuii no npueMy U OTIPaBKe JOKYMEHTOR,
Pacnpene/ieHue TOKYMEHTOB Ha JIOKYMEHTONOTOKH, MMEIOIINE OXMHAKOBbIH MapLipyT
(MapLIpyTH3aIMs TOKYMEHTOB); '
¢ OpraHu3aiys NpeIBapUTEILHOTO PACCMOTPEHMS MOCTYMAIOUINX JOKYMEHTOB;,
® MWCKIIOYCHHME BO3BPATHBIX [IBIDKCHHMI [OKYMEHTa, HE OOYCIIOBICHHBIX JEJOBOI
HEOOXO0IMMOCTBIO,
® OJHOKPaTHOCTb PETMCTPALUM TIOKYMEHTOB,
® YCTPaHEHHE HEOOOCHOBAHHBIX COrIACOBAHUH MPOEKTOB JOKYMEHTOB;
® PperiaMeHTauus onepauui no 06paboTke, pacCMOTPEHHIO H COrNTACOBAHHIO 1OKYMEHTOB.
2.2. B noxymenToo60opote Oprauu3alii B COOTBETCTBHU C 0COOCHHOCTSMH TEXHOJIOTMYECKOM
00palOTKH  BBIIENAIOTCS  TOKYMEHTOMOTOKH: TOCTYHAIOMas NOKYMEHTalUs  (BXOJsINas ),
OTIpaBJsieMas NOKyMEHTAUMA (MCXOIs11as); BHYTPEHHSS JOKYMEHTALMS.
2.3. JloctaBka M OTHpaBKa JOKYMEHTOB OCYLICCTBISIOTCS CPEeACTBAMM IIOYTOBON CBfA3M,
3JICKTPOHHOMW CBA3H.

3. Ilopsiiok opraHu3anHu JOKYMEHT0060poTa
3.1. OcHOBHBIE TIPOLIETYDPBI JOKYMEHTO0BOPOTA:
NpueM 1 nepBryHas 06paboTka NOCTYNAIONIUX J0KYMEHTOR,
IPEABAPUTEIBHOE PACCMOTPEHHE I0KYMeHTOB Ciy:KG0it 1e10Mpon3BOaCTBA;
PerucTpanus NoCTyNaruMX JOKYMEHTOB;
PaccMOTPeHUC NOKYMCHTOB PyKOBOACTBOM OpraHu3aluy U JOBENEHHE HOKYMEHTOB /10
HCTIOJIHUTEIICH;
00paboTKa, UCMIOJTHEHUE TOKYMEHTOB, MOATOTOBKA OTBETOB,
COKpALLICHHUE KOJMYECTBA IOKYMCHTOB M KONUi Ha Gymare, Mo BO3MOXKHOCTH, 3aMEHA UX
3JIEKTPOHHBIMHU;
perucTpauus OTHpaBISeMbIX TOKYMEHTOB,
OTIPaBKa JOKYMEHTOB,;
paspaboTka, ohOopMIEHHE i PErHCTPALs BHYTPEHHUX JOKYMEHTOB;
00paboTKa H y4eT HHOCTPAHHOU KOPPECTIOHICHIINN,

® YYET U aHaIu3 00bEMOB JOKYMEHTOO0G0POTA.
3.1.1. Tlpuem u nepBuyHas 06paboTka MOCTYHAIOLKX JIOKYMEHTOB.
[Ipuem n oGpaboTky noctynaomeii B OpraHu3aiio KOPPECIOHAEHIIMHA ocyuectaser Ciyxoa
nenonpoussozcTsa. Ipu srom Cryx6a nesionpons3soacTsa;
a) MPOBEPSIET MPABHIBLHOCTH aAPECOB MOCTYNAIOMNX 10KYMEHTOB, NPaBUJIBHOCTH JTOCTABKU M
KOMIUIEKTHOCTH ~ IOKYMEHTOB. OmuOO0YHO [JOCTABICHHYID KOPPECHOHICHIIMIO Crnyx0ba
NEPECHUIAET MO NPUHAIICIKHOCTH,
0) BCKPBIBAET MPUHATYIO KOPPECTOHAEHIMIO (33 HCKIFOUEHHEM KOPPECIIOHCHIIMHN ¢ OTMETKOM
Ha xoHBepre "JIMYHO"), COpTUpYET NOKYMEHTHl Ha MOMJIEKAIME U HE HMOJUIeXKalue
perucTpanum;’

'k AOKYMEHTAM, HE TO/UTCAAUM PEIUCTPAINH, OTHOCSTCA JOKYMEHTHI, e TpeSyIoye HOTIOMHEHES | He CoepiKariHe UHOOPMAIHHY, HCHOMB3Y MO B
CHPABOTHBIX TEISIX, HAPEMED: NPUTTIACHTEIBHEIC, TI03/{PABUTEbHbIE THCHMa, TEIETPaMMEL, GHIETH, TLTAHEL, IPOrPAMMB CEMMHAPOB, KOH(EPEHITHIL,
CHMIIO3HYMOB H APYTUX HOXOOHBIX MEPOPHSTHE, TOKYMEHTHI IO OYXTAITEpCKOMY yUerTy, MaTepHabHO-TEXHHYECKOMY 00eCTICUCHHIO, ILTAHOBHIE,
lI)HHaHCOBLIe JAOKYMCHTBL, [TOCTYIaIOIHe Ges CONPOBOAHTEIILHOTO HHCHMa, PCKIAMHBICIOKYMEHTEI, KOMMeEpYecKHe HOPEUIOKCHUS, TIe9aTHRIE W3JaHus,
yHUGHIHpoBaHHEIE GOPMBI H GIAHKH JOKYMEHTOB M T.1L.




B) KOHBEPTHI OT MOCTYNHMBILEH KOPPECHOHACHUMU COXPAHAET M NPUIAraeT K JOKYMEHTaMm B
Cly4asiX, €CJM KAJICHJApHbI LITEeMNENb HAa KOHBEPTE MOJDKEH CIOY)XXKHTh MOKA3aTEIbCTBOM
BPEMEHH OTIPABKU MJIHM MOJYYEHUS NAHHOTO JOKYMEHTA WM €CJIM aJpeC OTIPABUTENS yKa3aH
TONBKO Ha KOHBepTe. OO0A3aTeNbHO COXPAHAKTCA KOHBEPTHl C MUCbMAMH MPETECH3UOHHOTO
XapakTepa, a TAKKe ¢ 00palICHUSIMH MPAKIAH,

r) JOKYMEHTHI, nmocrynuemmue B OpraHusaumid B pabouee BpeMs, NPOXOAAT MEPBHUHYIO
00paboTKy W TEepenaroTcs Ha PerucTpauuio B ACHb MOCTYIUICHHS B TE4eHHME 2-X 4dacoB. B
cllydae TOCTYIUIEHUSI JIOKYMEHTOB B Hepabouee Bpemsi Cpoku o0paloTKM JOKYMEHTOB H
nepegavyr X Ha y4acTOK PerucTpauyu WK B CTPYKTYPHBIC TMOAPa3fe/eHUs HAYMHAIOTCA C
neproro pabouero yaca cjeayrouero pabouero aHs;,

1) B cilyyae OOHApYyXEeHHS HEKOMIUIEKTHOCTM JOKYMEHTA, MOBPEXICHUS AOKYMEHTa MU
koHBepra (ynakoBku) Ciyx0a AENIONPOU3BOACTBA YCTAHABAMBACT WX [MPUYMHBL, TPH
HEOOXOAMMOCTH CBA3BIBACTCS C MPOU3BOAUTENEM (OTIPABUTENEM) NOKYMEHTA, TMPUHUMACT
HEOOXOIMMBIE Mepbl /ISl YCTPAHEHHUS BBISABICHHBIX HENOCTAaTkoB. [lpu oOGHapyxeHun
OTCYTCTBUS JOKYMEHTOB HJIU MPUITIOKEHUN K HUM, MOPUYH BCEro WM yacTu nokymenra Ciyxba
JENONMPOU3BOACTBA COCTABIAET akT B Tpex ok3emmaapax. Oaun ocraercs B CayxOe
JeJIONMPOU3BO/ICTRA, BTOPOH NMPUOOLIAETCS K MOCTYNUBLIEMY TOKYMEHTY, TPETHI HAIPaBISIETCS
OTNPABUTENIO JOKYMEHTA,

€) MpHY HaIMHMKUK Ha KOHBEpTE (YMAaKOBKE) OTMETKH 0 KOH(PHUIAESHUNANIBHOCTH, a TAKIKE TTOMETOK
"JInuno", "Cpouno", "OnepatuBHo" u T.a1. Ciyx0a AeJONPOH3BOACTBA MEPENACT TaKUE
JOKYMEHTBI Ha PErucTpalyio HezamenmurenbHo. KoppecnoHaeHuus ¢ orMerkoit "Jluuno"
Bpy4aeTrcs JMYHO ajpecary WIA ero JOBepeHHOMY Jimuy. KoppecnoHaeHuwus, HMerolas
nomeTky "KoHpuaeHumansHo", 006pabaThiBae€TCs T€M COTPYIHHKOM, KOTOPBIi MMEET K Hei
JOTYCK.

3.1.2. [IpegBaputenbHOE paCCMOTPEHUE JOKYMEHTOB.

Cayx0a nenonpou3BOACTBA MPEIBAPUTENILHO paccMaTPUBAET BCE MOCTYNUBIINE TOKYMEHTHI B
HEJSX BbIICJCHUS U3 BCEro0 MAacCHMBa TMOCTYMUBLIEH KOPPECHOHIACHIMM JIOKYMEHTOB,
Tpebyromux 003aTENbHOTO PACCMOTPEHKS PYKOBOACTBOM OpraHu3aliui.

PesynapTaroM mnpeaBapUTENbHOINO PACCMOTPEHUs NOJDKHO ObIThb HANpaBJICHUE [OKYMEHTa
pykoBoauteato OpraHusalvy WA 3aMECTUTENISIM  PYKOBOAMTENS B COOTBETCTBHH C
YCTaHOBJICHHbIM B OpraHu3auuu pacrnpenescHueM 00sS3aHHOCTEH MEX Iy PYKOBOIUTENIEM, €0
3aMECTUTE/ISIMA U MHBIMHU JIOJDKHOCTHBIMH JIUIAMHU U715l BBIHECEHUS YKa3aHUs 10 MCMOJHEHUIO
JOKYMEHTA.

3.1.3. Perucrpanus nocTynammmnx J0KyMEHTOB,

[Tocrynaromue B OpraHu3aiuio JOKYMEHTHl peructpupyrorcs Ciyx0oit nenonpousBoscTsa
TOJIBKO MOCJIE UX NPEIBAPUTEIBHOTO PACCMOTPEHUS.

3.1.3.1. Bce noKyMeHTBI, aIpeCOBAHHbIE PYKOBOACTBY OpraHu3anuu, NoIexar perucTpanum B
JI€Hb  MOCTYyIUIeHHs (KpOME [IOKYMEHTOB, BKJIIOUYEHHbBIX B [PUMEPHbIH NepeyeHb
HEPETrUCTPUPYEMBIX IOKYMEHTOB).

3.1.32. Ha noayyeHHBIX NOKYMEHTax [ENAacTcs OTMETKAa, B KOTOPOH yKa3bIBacTCs Jara
MOCTYTIEHNS, MOPS/IKOBBIA BXOASMI HOMED. ECiiv K IOKYyMEHTY MMEETCs MPUIIOKEHUE, TO
PAIOM C BXOASALIMM HOMEPOM AesiaeTcs 00 37ToM oTrMeTka. OTMETKA MPOCTABJISETCS Ha JIMLEBOM
CTOPOHE MEPBOro JUCTA JOKYMEHTA B TPABOM HUIKHEM YTIIy.

[opsakoBeie HOMEpa (PUKCUPYIOTCS B )KYPHAJIE BXOAALICH KOPPECTOHASHIUY (NpUIokeHue 1),
JlucTel kKypHana ydyera BXONALICH KOPPECHOHIEHLMM HYMEPYIOTCS, MPOLIHYPOBBIBAIOTCH W
3aBEPAIOTCA Nneyarbo OpraHu3anuy.



3.1.3.3. Ha noxkyMeHTax, HE MOANENKAIMX PErucTpalud, CTABUTCS OTMETKAa M YKa3bIBACTCA
TOJIBKO 1aTa MOCTYIJICHHS TOKYMEHTA.

3.1.34. [TocTynuBLIMEIIEKTPOHHBIETOKYMEHTBI 178 JOKYMEHTBI,
BKJIKOUAEMBIEBCUCTEMYDIEKTPOHHOTO JIOKYMEHTO000poTaOpraHu3any, pacneyarbiBaloTcs U
PETUCTPUPYIOTCA TAKKE KaK U OyMaXKHbIE.

3.1.3.5. CkaHUPOBAHMIO MOMJIEXKAT CACAYIOUUE NOCTYyNHUBIIKE B OpraHn3anuio Ha OyMaXXHOM
HOCHUTEJIE JAOKYMEHTBI: JIOTOBOPbI  ApEHMbl, YCTAaBHBIE, YUYPECAUTEIBHBIE JOKYMEHTHI.
OneKTpoHHBIE 00pa3bl CKAHUPOBAHHBIX U 3apPETUCTPUPOBAHHBIX [TOKYMEHTOB MOJJIEKAT
BKJIFQUEHUIO B CUCTEMY DJIEKTPOHHOIO TOKYMEHTO000POTa B KAYECTBE KOMUIN TOKYMEHTOB.
3.1.4. PaccMOTpeHHE NOKYMEHTOB PYKOBOACTBOM OpraHu3aluy W JOBEICHUE TOKYMEHTOB /10
UCTIOHUTEEH.

3.1.4.1. 3apeructpupoBaHHbIi JOKYMEHT MEPEAACTCS TOMY PYKOBOOUTENO (MCMOJIHUTENO), B
azapec KOTOPOro OH MOCTYMHWJI, a MPU HECOBMAACHUHM KOMIETEHIMHU aJpecara U COACpIHKaHUs
JNOKYMEHTA - IEPENaeTCss KOMIETEHTHOMY PYKOBOJUTENIO (MCIIOJTHUTETIO).

JlokyMeHTbI, He TpeOymoliue pacCMOTPEHHMs PYKOBOACTBA, TMEPEAAIOTCS HavYaIbHHKAM
CTPYKTYPHbIX noapaznenesnii Opranusanui B COOTBETCTBUU C COJACPIKAHUEM TOKYMEHTOB.
3.142. Tlocae pacCMOTPEHMSI M HAJOXKEHUS PYKOBOAUTEJEM PE3OMIOUUU  (PE30IOLUs
BKJIIOYAET (PaMUJIMIO MCTIOJHUTENS, COJICPKAHME MOPYYEHUs, CPOK MCIOJHEHUS, MOAMUCH M
[aty) AOKYMEHThI Bo3BpalaroTcs B Cayx0y 1eonpou3BoACTBa Ui NEPEHECEHUS YKa3aHUi 1o
VCMOJHEHUIO JIOKYMEHTa B PEruCTPalMOHHO-KOHTposibHYI (opmy (PK®), kotopas OGeper
JOKYMEHT Ha KOHTPOJIb M MEpPenacT MCIOJHUTEN MOA PACHUCKy B XYPHae perucrpaulun
BXOJSIILENH KOPPECMOHACHIIMW ¢ [POCTABICHWEM HCIOJHUATENEM naarhl noaydyeHus. Eciau B
PE30JIIOLMKM  YKa3aHO  HECKOJIBKO  UCHOJIHUTENeH, TO  CHUMAKTCs  (CKaHUPYHOTCH)
JOMOJHUTENbHBIE KOMMHM AOKYMEHTA MO YHCIY YyKasaHHbIX ucnogHureneit. lloanuHauk
JOKYMEHTA HAIPaB/IIETCs UCTIOJHUTE/II0, YKA3aHHOMY B PE3OJIIOLIUHU TIEPBBIM.

3143 [Ilpn wHanpaBiaeHWW JOKYMEHTA HECKOJbKHM WCMOJHUTENSM OTBETCTBEHHOCTH 34
NOJArOTOBKY Marepuajla HECET MCIOJIHUTENb, YKa3aHHbBI B PE30JIOIUU NepBbiM. OCTallbHbBIE
UCTIONHUTENN 00513aHbI IPEACTABUTH HEOOXOIMMbIE MAaTEPHANIbl OTBETCTBEHHOMY UCTIOJIHUTEITIO
B COTJIACOBAHHBIE C HUM CPOKH.

OTBeT N0JDKEH OBITh 3aBU3UPOBAH BCEMM MCIIOJHUTEIAMU, NEPCUUCIECHHBIMU B PE30JTIOLIHH.
3.144. Jokymentsl, nocrynupmine u3 CnyxObl [IEIONPOU3BOACTBA B CTPYKTYPHBIE
MOAPA3ACICHHUS, TaM BTOPHYHO HE PETUCTPUPYIOTCS.

3.1.5. O6paboTka, UCTIOJHEHNE TOKYMEHTOB, TIOATOTOBKA OTBETOB.

3.1.5.1. OrBeTcTBEHHOCTh 3a 00pabOTKYy, MCMOJIHCHHME MOKYMEHTOB, TOATOTOBKY OTBETOB U
oopMIICHHE TOKYMEHTA B COOTBETCTBUU C YCTAHOBACHHBIMU B OpraHu3zaiuy NpaBujiaMH, a
TAKXKe COrJIaCOBAHUE MPOEKTA IOKYMEHTA C 3aMHTEPECOBAHHBIMHU JIMLAMU M OpraHu3alusIMH
(BHEIIHEE  COTJAcOBaHWE) W JOHKHOCTHbIMM  JunaMu  OpraHuszanmu  (BHYTPEHHEE
COrJJACOBAHMUE) BO3JIAraeTCA HA CTPYKTYPHOE MOPa3AEICHHE - HCTTOJIHUTEND JOKYMEHTA.
3.1.5.2. UcnionHUTENM, B TOM YKUCJIE COTPYAHUKU CTPYKTYPHBIX noapasnenennii Opranuszanuu,
B MTPOLECCE UCTIOHEHHS TOKYMEHTA OCYIHIECTRIISIOT!

- cGop v 06paboTky HeoOXOIUMON nH(pOpMAITHN,

- NOJArOTOBKY NMPOEKTa JOKYMEHTa ¥ BCEX HEOOXOAMMBIX NPUIOKEHUH ¢ COOMOACHUEM TTPaBUI
JOKYMEHTHPOBAHHUA, YCTAHOBIEHHBIX B Opranusanuu,

- COrJIacOBaHUE MPOEKTA C 3aUHTEPECOBAHHBIMU NOJDKHOCTHBIMU JIMIIAMMU,

- MOATOTOBKY CBOAKM OT3bIBOB (C komMMeHTapueM "llpuusaTo", "OTKIOHEHO" ¢ yKa3zaHHEM
npuyuH, "TIpyuHATO 4aCTUYHO" C COOTBETCTBYIOLIMM MOSCHEHUEM ),




- 10paboTKy MpoeKTa MNOKYMEHTA MO 3aMEUaHUsSM, MOJYYEHHBIM B XOJE COIJIAaCOBaHHSA (B
Cly4a€ CEPbE3HOH KOPPEKTUPOBKM TMPOEKTa JOKYMEHTa M[POBOJAUTCS €ro MOBTOPHOE
COITACOBAHHUE); :

- B HEOOXOIMMBIX CJIy4asix - MOArOTOBKY CIHCKA (YKa3aTess) pacChUIKU 1I0KYMEHTA,

- MPECTaBJICHUE MPOEKTA JOKYMEHTA HA MOAMUCH (YTBEPXKIAEHHE) PYKOBOJICTBY,

- ONpPENENICHUE MECTa XPaHEHHUs NOKYMEHTa (KOMWU HOKYMEHTA) MPOCTABICHUEM OTMETKU C
yKa3aHHEM HOMEpA JieJia [0 HOMEHKJIATYPE JAeJl, B KOTOPOE J10DKEH ObITh MOMELIEH JOKYMEHT.
3.1.5.3. Ilopsinok paboThl HaJ TOKYMEHTOM B CJIyuYasx, €CJIM UCMOJHECHUE TOKYMEHTA MOPYUYEHO
HECKOJIbKHM JIMLIAM

- ()YHKIMS OTBETCTBEHHOTO UCTIOJHUTENS U (YHKIIUU COUCTIONHUTENEH B MOATOTOBKE NIPOSKTA
JIOKYMEHTa pacnpeneisroTcs PYKOBOAUTENEM, AaromuM nopyudenue. Eciam ¢(yHkuum e
pacnpeneeHbl, TO (PYHKUUHU paclpeAeseT nepBblil (OTBETCTBEHHBIN ) UCTIONHUTED,

- OTBETCTBEHHBII HCIOJHUTENb CO3bIBACT COUCHOJHUTENEH Ui BBIPAOOTKH COBMECTHOIO
peleHus;

- MOPSIIOK W CPOK MPEJCTaBICHUS! MPOCKTOB OTBETCTBEHHOMY HCIOJHUTEI) ONpPENCscT
PYKOBOJIUTE/b WM CaM OTBETCTBEHHBIH UCTIOTHUTED.

3.1.5.4. Ilpoextsl nokyMeHTOB Oprasusaniy roroBsiTcs Ha OJaHKaxX yCTAHOBJICHHOW (OPMBbI;
IUIs OTNPaBKU NOKYMEHTOB, HE MMEIOUIMX aAPECHOI 4YaCTH, FOTOBATCS COMPOBOAWTEIIHHBIC
MKChMA.

3.1.5.5. Jlo npeacraBieHuss Ha MOAMNUCH UCTIOJHUTEND MPOBEPAET MPABMWIBHOCTh 0QOPMIICHHS
JOKYMEHTOB, IPABUJIBHOCTH QAPECOBAHMA, HANMUUE HEOOXOAMMBIX B3, NPHIOKEHHH, NpH
HEOOXOAMMOCTH - CIPAaBOK, MNOSCHUTENbHBIX 3aAMKMCOK, Pa3hACHSIOUIMX  COJCpIKaHUe
NOJArOTOBJICHHBIX JOKYMEHTOB, JIUCTA (YKA3aTeis) PacChIKU,

3.1.5.6. IlpoexTsl JOKYMEHTOB BU3UPYIOTCA HUCIIOJIHUTEIEM (PYKOBOAMTENEM TNOApa3ACIeHH
MM €ro 3aMECTUTENIEM), IpU HEOOXOAUMOCTH - pPAabOTHUKAMU JAPYIHX CTPYKTYPHBIX
NOJpasfceHUuii; BU3bl NPOCTABISIOTCA Ha JULEBOH CTOPOHE MOCHEIHEr0 JIMCTA JOKYMEHTA B
HWKHEH ero 4acTH, Ha BTOPOM JK3eMILIsipe (KOMUH) TOKYMEHTA WJIM Ha JIMCTE COTJIACOBAHMSL.
3.15.7. PaGora ¢ JOKyMEHTaMH B CTPYKTYPHbIX mnoapasaeieHusx OpraHusaiuu
OCYILECTBJIAETCS HA OCHOBAHMM VYKa3aHWW MO HCIOJHEHHIO JOKYMEHTOB PYKOBOAMTES
Opranuzanuu, ero 3aMeCTUTeei, pyKOBOAUTESI CTPYKTYPHOTO TOPA3CICHHUS.

3.1.5.8. IoppasneneHne-uCNOIHUTEND MOMYHYAET JOKYMEHTH B BO3MOXHO KOPOTKHE CPOKH (B
JEHb UX PACCMOTPEHUs COOTBETCTBYIOUIMM PYKOBOAMTEJIEM WM Ha CACAYIOWMH paboumnii
JI€Hb), CPOYHBIE IOKYMEHTBI MEPENAIOTCS UCTIOTHUTENIO HE3aMEeIJIUTENBHO.

3.1.59. JlokyMeHTBI, MNOCTYNUBUIME B CTPYKTYPHOE TMOApa3fe/icHUe C YyKazaHUAMH IO
UCTIOJIHEHUIO JIOKYMEHTOB PYKOBOACTBA OpraHu3anuu, MepeiarTcs HCMOJHUTEISIM TOJBKO
MIOCJIE X PACCMOTPEHUS PYKOBOIUTENEM MOAPA3NCICHUS.

3.1.5.10. B cay4ae OTCYTCTBUS MCTIOJHUTENS (KOMAaHAUPOBKA, OTMYCK, 00JIE3Hb) JIOKYMEHTHI U
MaTepuabl NepeatoTcss APYroMy UCMOJHUTENIO 110 PEIICHUIO PYKOBOAUTENS UX CTPYKTYPHOTO
noJpasaeaeHus.

3.1.5.11. B cnydae yBoJbHECHUS pabOTHUKA WM MEPEXOAa Ha JPYrod ydacTok paboThl
JOKYMEHTBI M Marepuanbl TEepefarTcs M0  axKTy [pueMa-nepenavyd pPyKOBOIMTEINIO
NOAPA3ACICHUS WK 10 €r0 YKA3aHUIO BHOBb HA3HAYEHHOMY COTPYIHHUKY.

3.1.5.12. Tlocne coOTBETCTBYIOWIETO 000CHOBAHUA CPOK MCMOJHEHUS HOKYMEHTA MOXKET ObITh
MIPOUIEH PYKOBOJMUTENIEM, OTHABIIMM [MOPYUYEHUE, €CIIM OTCYTCTBYIOT PEAJIBHBIC YCIOBHS
BBITIOJTHEHMA 3a1aHKs B CPOK.

3.1.5.13. He nomyckaercs fenath noMeTKU U padoune 3anucu Ha noKkymenTe. Takue moMeTku o
BPEMEHHM MOCTYIUICHUS HOKYMEHTA W MaTepHasoB, O JaraxX IMPOMEXKYTOUYHOIO HCIOTHCHUS
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(Tene(OHHBIX M NMUCBMEHHBIX 3aMpocax), O JATe W Pe3yjbTaTe OKOHYATEILHOrO MCIIONHEHHS
JENATCS HA OTIEAHHOM JINCTKE.

3.1.5.14. HcnonuuTens He MNOIDKEH pasrialiaTh CONEPKAHME MOCTYNHBIIMX K HEMY
AOKYMCHTOB M MOJTrOTOBJICHHBIX MPOCKTOB CJIy)KEOHBIX JOKYMEHTOB, C HMMH MOTYT OBITh
O3HAKOMJICHBI TOJIbKO JIMLA, UMEIOLINE OTHOIIEHHUE K UX UCIIOJHEHHUIO.

3.1.6. Opranusauus paGoTsl ¢ OTIPABISEMBIMH JOKYMEHTAMH.

3.1.6.1. Tloanucannpie pykoBoncTBoM OpraHW3aluu JOKYMEHTBI B TOT K€ NEHb MEPENatoTcs
pykoBoxuTeseM (uenonHutenem) B CiryxGy 1e10npou3BOACTBa ISl PETUCTPALMY U OTIIPABKH.
3.1.6.2. Cayxba nenonpousBojCTBa Mepes perucrpaumeil 10KyMEHTa, NOCTYMHBIIErO Ha
OTITPABKY, IPOBEPSET NMPABUJIBHOCTEL €0 O(OPMIICHHS:

- Hayre OJ1aHKa, IOANNCH, 1aThl, HEOOXOMUMbIX BH3 U CBEACHHMIT 00 UCTIONHUTENE,

- HAJIMYKE 3arojoBKa K TKCTY, HOMEpA U J]aThl JOKYMEHTa, Ha KOTOPbIi 1aeTCs OTBET,

- IPABUJIBHOCTH a/1peca MoJyqaresis;

- HQJMYUC YKA3aHHBIX B JOKYMCHTE INPUIOKECHUH, a TaKkkKe MarTepuajoB, Ha OCHOBAHUU
KOTOPbIX FOTOBUJICS UCXOASUINA NOKYMEHT (€CIIH 3TO OTBET HA MOCTYIHBILIEE MUCHMO);

- HAJIMYME NIeYaT B TeX CIYHAsSX, KOTJIa OHA MoJaraercs.

HenpasujibHO 0)OPMIICHHbBIE IOKYMEHThI BO3BPALIAKTCSA HCTIOMHUTEISM.

3.1.6.3. Ecim 10KyMEHT HAanmpaBiseTcs B HECKOJBKO aApecoB, HA OTMPABKY CAAETCH CTONBKO
IK3EMILIAPOB NOANUCAHHOTO MUCHbMA, CKOJILKO HEOOXO0AMMO Ui OTMPABKU BCEM aapecaTam,
OJIUH DK3EMILISAP KOIHH,

3.1.6.4. Tlocne nposepky O(OPMICHUS TOKYMEHT PETHCTPUPYETCS B SKyPHANE WCXOMSINCH
KoppecnonaeHuun (npunokenne N 2) u Ha BceX DK3eMIUISpax HOKYMEHTa IPOCTaBIIAETCS
UCXOIMIIUA HOMEp N0 TOpAAKYy. JIMCTBI JKypHana ydera WCXOASAINEH KOPPECTOHACHLNH
HYMEPYIOTCS, MPOLIHYPOBBIBAIOTCS U 3aBEPAIOTCA medarbio Opranusaiiuu. PerucrpammoHubiit
HOMED [OKyMEHTa M JiaTa PErucTpalud MPOCTABISAIOTCS HAa TONIMHHUKE IOKYMEHTa B
pexkBu3uTax OnaHKa W Ha KOMWM, oOcTapolueiics B gene opraHuzaumu. CBeOeHUs o
PErucTpupyemMbIX JoKymeHTax BHOCATCS B PK® Ga3bl nanHbix OpraHu3anuu, UCIIONL3YEMOM
I y4eTa, TIOUCKA, XPAHEHHs! ¥ UCTIOIb30BAHUS JIOKYMEHTOB.

3.1.6.5. Hcxonsmuid HOMEp COCTOMT W3 MHIEKCA CTPYKTYPHOrO  MOAPa3feNcHHS,
[TIOATOTOBUBILETO OTBET, HOMEPA JieJ1a 110 HOMEHKJIATYPE ] ¥ MOPAAKOBOTO HOMEPA.

3.166. Ha  xomuu  WCXON4IIEr0  MOKYMEHTa B JIGBOM  BEPXHEM  yray
CTaBUTCA3aBEPUTENBHAAPETUCTPALIHOHHASOTMETKA.

Koppecnonnenuus craercs Ha OTIPaBKy B OTASJICHUE CBA3H WJIH JIOCTABJIAETCA C KYPhEPAMH.
3.1.6.7. 3aBepeHHble KONMU OTMPABIEHHBIX HOKYMEHTOB B TOT € J€Hb MNEPENAoTCi B
COOTBETCTBYIOLIME MOAPA3ACICHNS UCIIOIHUTENAM Ul NOAIMBKY B Aeia. Konus moxymeHra ¢
BU3AMU U MNPUIONKCHUSIMH B COOTBETCTBHM ¢ HOMEHKJIATYpOW Jiei MOMIIMBACTCS B JEN0
(BXOIAMMA TOKYMEHT NEPENAeTCs Ha XPaHEHHE B IEJI0 BMECTE C NOKYMEHTOM-OTBETOM ), KOMUS
UCXOIAIICIO NOKYMEHTA 3aBEpACTCs OTMETKOM "BepHO" (MOXET NpoCTaBiATHECS C MOMOIILIO
Tamna) ¥ POCHHCHI0  pa0OTHMKA, OTBETCTBEHHOTO 3@  OTHPAaBKY  MCXOASICH
KOPPECTIOHAEHLIMH.

Peructpanys MCXOASIIMX TOKYMEHTOB BEIETCS B COOTBETCTBMM C  BBLICNSEMBIMHU
JOKYMEHTONMOTOKAMM.

3.1.7. OrnpaBka JOKYMEHTOB.

3.1.7.1. Ornpaska I0KkyMeHTOB Bo3Jjaraetcs Ha Crysk0y JAe0nponu3BOCTBa.

3.1.7.2. Tlepen ornpaBkoi#i NpoBepseTCs NPaBHJIBHOCTh OPOPMIEHMS AAPECOB HCXO/SLINX
AOKYMEHTOB, NPOM3BOANTCS COPTHPOBKA JOKYMEHTOB O CIOCO0Y JOCTAaBKU KOPPECIOHIECHIIHH
azipecary (mpocras, 3aKa3Has, MeKIyHapoHas 1 ap.).




JIOKyMEHTBI € HEMpaBWIBHO O(GOPMICHHBIMH alpecamM, a TaKKe KOPPECTIOHICHLHA
HECTY>KEOHOr0 XapakTepa K OTHPaBKe HE TPHHUMACTCS.

3.1.7.3. JIokyMeHTBI MOJJIEKAT OTIPABKE B [IEHb MX perucrpanud. CpouyHas KOPPECIOHACHLUS
OTIIPABJISETCA B IEPBYIO OYEPEb.

3.1.7.4. Otnpasnsgemas N0 NOYTE KOPPECHOHICHIMS MPOXOIHUT YNAKOBKY, aapecoBaHue (mpu
HanpaBJICHHH AOKyMeHTa Oojiee ueM B 4 aapeca - B COOTBETCTBHHM C YKA3aTeNeM PACChUIKH,
KOTOPBIA COCTABJIACTCS WCTOJHUTENEM [JOKYMEHTA), MPOCTaBIeHHE CTOMMOCTH IMOYTOBBIX
YCHYT " fiepeiauy Ha OTIIPABKY B MECTHOE OT/IEJICHUE CBS3H,

3.1.7.5. JloxyMeHTBbI, HANIpaBJIAEMbIe TIOYTOBOM CBA3BIO B OJ{MH AAPEC, BHIKJIAABIBAIOTCS B ONUH
KOHBEPT.

3.1.7.6. o KaHajaM  JJICKTPOCBA3M  OCYLIECTBJAETCA  Mepefadya  Telerpamm
(TeneraiimorpamMM WM TENEKCOB), hakcorpamM, Teae(pOHOrpamMM, >SJIEKTPOHHBIX COOOLICHMIL,
NEPEaBAEMBIX 110 CUCTEME IIEKTPOHHOTO OKYMEHTO000pOTA.

3.1.7.7. O6paboTKa NOKYMEHTOB JJIs OTIIPABKM TOYTOBOI CBs3bIO OcyiecTBiseTcs Ciyx0oit
JEJIONPOU3BOACTBA B COOTBETCTBHM ¢ [lpaBuiamu okazaHus YCIyr IIOYTOBOW CBS3WM,
yreepxaeHHbiMu Tlocranosnenuem Ilpasurenscrsa Pocculickoit dexepanun ot 15.04.2005 N
221, NOKYMEHTOB, TpeIHA3HAUYEHHBIX U OTOPABKH TeaerpadHoil CBA3BIO, - B COOTBETCTBUH C
IpasujaMu  okasaumst yciayr reserpadHodl cBs3u, yTBepXICHHbIME [locTaHOBICHUEM
IIpasuresnsersa Pocculickoit @enepanuu ot 15.04.2005 N 222,

3.1.8. Paspabotka, opopmieHne U perucTpauns BHYTPEHHUX JOKYMEHTOB.

3.1.8.1. OcHOBHBIE rpynmnbl JOKYMEHTOB Opranu3aiuu:

- 10 OCHOBHOM A€ATENBHOCTH,

- 110 JINYHOMY COCTaRBY;,

(MHBIE rPYIIIHI)

3.1.8.2. Corpynuuku OpraHusaiuu, paspabarsisaromye u/mimm

0(OpMIAIOLINE BHYTPEHHUEAOKYMEHTBI, IPOSKThI PACTOPAIUTEILHBIX JOKYMEHTOB I10
MOPY4YEHUIO pyKoBoaureneil Opranu3aiyu- MaBHbli OyXxraiarep, CrenuaiyucT 1m0 KaapaM.
3.1.8.3. [Tonpasznenenus,corpyannku Opranuszanuu, pa3padaTbeiBarOLIe 1/ 1M
O0(OPMIIAIOLIMEBHY TPEHHUEAOKYMEHTHI, TIPOSKTHIIOKYMEHTOB, BTOMYHCIIE

pacnopsauTeNbHBIX 10 COOCTBEHHON MHULIMATHBE

(ycTanoBJIeHHAs! BHYyTPEHHUMH JOKYMEHTAMH MPOLEaypa MPOXOKIECHHUS IPOEKTOB)

3.1.8.4 Iloapasnenenns,corpy iHUKNOpranu3alui, perucTpupyroTpa3paboTan HbIeH/ uinohopm
CHHBICUMH BHYTPEHHUETOKYMEHTBI BCICIYIOUIEM

nopanke: OJl/ocHoBHas nedrensHocTh Wan ]I/ npeanpuHuMarensckas aesTensHocTs, OMC
/mporpamma OMC.

(Mops 10K NPUCBOEHUS HOMEPA BHYTPEHHHUM JJOKYMEHTaM,MECTO M MPOLEeypa X PErHCTPALHH)
3.1.8.5. OcCHOBHBIE WHCTAHUMM BHM3UPOBAHWS BHYTPEHHHX JOKYMEHTOB M MPOEKTOB
pPactopsANTEIbHBIX JOKYMEHTOB:

- pa3paboTUK (MCTIOTHHUTENB);

- COMCIIOJNHHUTEIN, YKa3aHHbIe pyKoBoaUuTeaeM Opranu3aiiy WK ero 3aMeCTUTENEM;

- Oyxranrepus,
- ISt JOKYMEHTOB 110 JIMYHOMY COCTaBY - KaJpoBas ciyxk0a.
3.1.8.6. BHyrpeHHHE HNOKYMEHTHI M [0 YTBEPKIEHHS PYKOBOACTBOM - IPOEKTHI

pacnopsanTEIbHbIX JOKYMEHTOB XPAaHATCA Y MCHOJHUTENS WIH Y TIEPBOrO HUCIOJIHUTENS
(Bapuant: B Ciyx0e NenOnpOM3BOACTBA). YTBEPKACHHBIE PACHOPAMNTENLHBIE [OKYMEHTHI
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xpausres B Cinyx0e penonponssozctsa. [locie yreepxaeHus paciopsanTEIbHbIX TOKYMEHTOB
UX MPOEKThl YHUUTOKAKOTCA B TeueHue 10 THeM UCTIOIHUTENIAMH.

3.1.8.7. Cnyxba nenonpou3BOACTBA JOBOJHT [0 3aUHTEPECOBAHHBIX NOAPA3NENCHUNA U
COTPYTHUKOB YTBEPXK/CHHbIE PacopsauTesibHble 10KyMeHThbl. [Ipn Heobxomumoctu Ciyxba
ACJIOMPOM3BOICTBA PACCHUIAET KOMUK PACHOPSANTEIbHBIX JOKYMEHTOB MJIH BBIMTUCKU U3 HUX.
3.1.8.8. Ciyx6a neonpou3BoACTBa OPraHu3yeT BeaeHne, OQOpMIICHHIE, XPAHEHHE MPOTOKOJIOB
coOpanuid, 3acenanumii u cosewanuii v T1.m. [lo nopydeHuro pykoBogutess OpraHu3anny
Cnyx0a 1enonpousBOJACTBA JOBOJAMT TMPUHATBIC PEHICHUS 10 3aMHTEPECOBAHHBIX JHULl H
ucnojuureneii. Ilpm weoOxommmoctn Cryxba IeNONpPOU3BOACTBA  PACCHUIAET  KOMHUM
MIPOTOKOJIOB WJIM BBHIMUCKH U3 HUX.

3.1.8.9. TlpoekTsl 10rOBOPOB, COJALICHUH, MHBIX JIOKYMEHTOB 110 I'DAXIAHCKO-IIPABOBBIM
clleNikaM pa3pabaThiBAIOT HA3HAYEHHBIE PYKOBOJACTBOM TMOAPA3JENCHUS W/WAM MCTIONHHTENN
Opranuszanuu,

3.1.8.10. OdopmieHHbIC TOTOBOPHI, COrNALICHUS U T.A. PETHCTPUPYIOTCS U XpaHsTes Ciyx6oii
NEeNONPON3BOACTBA.

3.1.8.11. Buyrpennue HHOOPMALUMOHHO-CIIPABOYHbBIE AOKYMEHTHI (JOKIAIHBIE, CIyXeOHbIE,
QHAJIMTUYCCKUC  3AMUCKH, CHOPAaBKM M T.OL) NEPENAIOTCS  MEXAY  CTPYKTYPHBIMH
nozxpaszeneHnusiMu OpraHu3aluy NPeuMyIIeCTBEHHO B 3JIEKTPOHHOM BHUJIE.

3.1.9. opsnox 00paboTKK M y4eTa HHOCTPAHHOM KOPPECIIOHICHIINH.

3.19.1. Pabory ¢ mnoctynatoumeii WHOCTPaHHOM KOPPECTIOHAEHLMER W JOKYMEHTaMu,
HaNpaBIgeMbIMU 3apyOeXKHBIM KOpPECTIOHAEHTaM, ocyiiecTBageT Cinyx0a 1eJ0NpOU3BOACTRA.
3.1.9.2. lNocrynarouwias HHOCTPaHHAs KOPPECTIOHICHIIUS 06pabaThiBAeTCsl B 00BIYHOM MOPSAKE.
Ipu >ToM B ciiyyae MOJy4eHUs! JOKYMEHTOB M MAaTEpUAJIOB HA MHOCTPaHHOM si3bike Ciyx0a
JENONPOK3BOACTBA JOMOJHUTEIBHO COCTABISAET AaHHOTALMIO HA PYCCKOM S3BIKE.

3.1.9.3. K HCIHOJHEHUIO, MOANOTOBKE OTBETOB M 00pabOTKE HIOKYMEHTOB, OTMPABISEMBIX B
aZpeCc  HMHOCTPAHHBIX  KOPPECHOHJECHTOB, MNPHBIEKAIOTCS  COTPYAHWKH  OpraHmsanmy,
BJIA/ICIOIINE COOTBETCTBYIOUIMM HWHOCTPAHHBIM s3bikoM. Jlns  paboTel ¢  mepeBojamu
JOKYMEHTOB W MAaTepHalOB JONMYCKAETCs MPHBJICUYECHUE COTPYAHMKOB, HE BIIAJCIOLIMUX
COOTBETCTBYIOILUM HHOCTPAHHBIM A3BIKOM.

3.1.9.4. OrnpasnseMble B apeC MHOCTPAHHBIX KOPPECHOH/ICHTOB JOKYMEHTbI M MaTepyalbl
perucTpupyiorcs B 00biMHOM nopsaaxe. Ilpu 3ToM B ciydae OTOPABKH JOKYMEHTOB M
MaTepuajioB Ha WHOCTpaHHOM si3bike Ciryxcba Aea0MpOU3BOACTBA IOTIOJHUTEIEHO COCTABIAET
AHHOTALMIO HA PYCCKOM A3bIKE, KOTOpas XpanuTcs B aenax Opranusainm.

3.1.10. Yuer u ananu3 005eMOB OKyMEHTO0GOpOTA.

3.1.10.1. Cnyx0a neaonpou3BOACTBA €KEMECSUHO COCTABJISET M JIOBOIUT JI0 PYKOBOAMTES
OTHYET M0 YUETY U aHAIH3Y A0KYMEHTooOopoTa OpraHu3annu.

B otyere noasiexnar pacKphITUIO CIEAYHOHINE aCTIEKThI

- YUCJICHHOCTh PaOOTHUKOB, 3aHATHIX B JACJIONMPOU3BOICTBE;

- CTPYKTYpa JOKYMEHTOIMOTOKOB;

- TEMATHKH JJOKYMEHTOB, IOCTYNAOIUX B OpraHu3anuio U CO31aBacMbIX 1M,

- CPOKH UCTIOJIHEHHSA, CIIYYan TTPOCPOUKH;

- KOJIMYECTBO BXOAALIMX U UCXOAAMINX JOKYMEHTOB;

- KOJTM4ECTBO U3rOTaBIMBAEMbIX KOTHIA,

- IPEIJIOXKEHUSA 110 COBEPILCHCTBOBAHUIO METO/10B paboThi.

Vyer KoauHecTBa AOKYMEHTOB M MATEPHMAIOB TPOBOAMTCH MO PETMCTPALMOHHBIM JAHHBIM B
MecTax perucTpauuu J10KyMEHTOB.




3.1.10.2. 3a enuHMIy ydYeTa KOJMYECTBA JOKYMCHTOB NPHUHMMACTCA JK3EMIUIAD JOKYMEHTA
(NOJVIMHHUK WM KONHWS, €CIM 3TO EIUHCTBEHHbIH JSK3EMIUIAD HOKYMEHTA). OK3eMILISAPBI
JIOKYMEHTa, MOJy4acMbl€ B DPE3yJbTAaTe KOMUPOBAHUS WM TUPAKUPOBAHMS NOKYMEHTA, B
o0beMe JOKYMEHTOOOOpPOTa HE YUHMTHIBAIOTCA. YUeT KOMHPYEMBIX M THPAKUPYEMBbIX
NOKYMEHTOB BEJETCA OTACIBHO MO VYYETHBIM JAHHBIM KOMHPOBAJbHO-MHOXHUTEIBHBIX
noApas/ielICHH. ‘

3.1.10.3. Ilpu yuere MCXOAAIMX TOKYMEHTOB CONPOBOAUTENHLHOEC MUCHMO M TNPUJIAracMbIC K
HEMY [IOKYMEHTBI IPUHUMAKOTCS 33 OJUH JOKYMEHT.

3.2. JlokyMeHTanbHbIH (oH1 OpraHu3aiyu.

JloxymenTanbublii honn Opranuzauum ¢Gopmupyercs Ciyx00ii AEIONPOU3BOACTBA ITyTEM
pa3paboTKu M BEICHUS HOMEHKIATYpHl Aen, oQopmiieHus nen, o0ecneyeHns uX COXPaHHOCTH,
yueTa u nepenauu aei B apxus OpraHusaiuy.

3.2.1. PazpaGotka 1 BeqeHUE HOMEHKJIATYPBI JEI.

HomeHknatypa aen HCHONB3YETCs Ui TPYNNUPOBKM HUCTIOJHECHHBIX JIOKYMEHTOB B J€Na,
CUCTEMaTH3allM¥ M y4deTa JIEN, OMpPENCJICHUS CPOKOB MX XPAHECHUS M TOUCKA JOKYMEHTOB.
Homenknatrypa nen sBisS€TCs OCHOBOH [ COCTABJICHMS ONHCeH JAeN MOCTOSHHOIO H
BpeMeHHOro (cBbimie 10 5er) XpaHeHus, a TaKke A8 ydera jen BpeMmeHHoro (mo 10 jer
BKJIFOUMTEJIBHO) XPAHEHUS.

Homenknarypa pgen  sBiasieTcss OCHOBOM  (OpMUPOBAHHS  JOKYMEHTaJbHOTO  (hoHza
Opranusanuu. JlokymeHTanbHbii (o OpraHu3saiiu COCTaBISIOT JOKYMCHTBI, CO3/IaHHbIE B
Opranu3auuu ¥ MoJaydYeHHbIE €if B pe3ynbTare B3aUMOACHCTBUS C JAPYIHMM OPraHU3alsIMy,
OopraHamm ynpasieHus ¥ QU3NueCKUMH JTHLAMH.

Cayxba nenompou3BOACTBA €XKErogHo pas3padaThiBa€T MM YTOUHSAET, COCTaBIfSET WIH
KOPPEKTUPYET, OPOPMIISIET, COMMIACOBBIBACT U MPEACTABISECT PYKOBOAUTEMO Opranusaiuu s
YTBEPXKIEHHUS HOMEHKIATypy Jel.

322  Homenknarypa Jead COCTaBJSETCS Ha OCHOBE YYPEAMTEIABHBIX JIOKYMEHTOB M
pernameHToB OpraHm3auyy, METOJMYECKUX MAaTEpHasioB, TONOXKEHHH O CTPYKTYPHBIX
MOAPA3AENCHUAX U APYIMX JAOKYMEHTOB, PErIAMEHTHUPYIOUIMX AEATeAbHOCTh OpraHusanuu u
NOPANOK €€ JIOKYMEHTHPOBAHMSA, a TAKXK€ HOMEHKJIATYp JAeN 3a MPEALISCTBYIOMIUE TOAbI H
NOKYMEHTOB, 00pa3yolmuxcs B AeATeNbHOCTU Opranu3aium.

B Opranusanuu COCTaBIANOTCS HOMEHKJIATYPBl JIeJl CTPYKTYPHBIX TNOApa3iCicHHA |
HOMEHKJaTypa aen OpraHusauuy Win CBOJHAsS HOMEHKJIaTypa e,

3221, HowmeHnkjatypa Jei CTPYKTYPHOIO IOAPA3JCJICHUS COCTaBISCTCS pPabOTHUKOM,
OTBETCTBEHHBIM 3@  BENEHUE  JEJONPOM3BOJACTBA  CTPYKTYPHOIO  TOApPa3feeHHS,
cornacoBbiBaercss ¢ apxuBoM Opranusaumu, Ciyx00il [eTonpoM3BOACTBA, MOANUCHIBAETCH
PYKOBOAMTENEM NOAPA3AeiIeHus U npenacrasnsercs B Cinyx0y neaonpon3BoaCcTBa.

3.2.2.2. BHOBb CO3[1aHHOE MOAPA3/ICICHUE B MECSAUHbIA CPOK pa3pabaThiBacT HOMEHKJIATYPY
1es nogpasnesieHus u npeacrasiser ee B Coryx0y aenonpouszBoactsa OpraHu3aliuy.

3.2.23. Homenknarypa nen Opranuzauuu cocrtasisercs Cayx00#f 1e10mpoM3BOICTBA U3
HOMEHKJIATYp €] CTPYKTYPHBIX MOAPA3AETICHHIA.

3224 Meroauyeckyld TNOMOLIL TPU COCTABJICHUMM HOMEHKIArypsl jen Opranusanun
okaszbiBatoT apxue Opranuzanuu u Oyxranrepusi OpraHusanuu.

3225 Howmenknarypa naen OpraHu3aumu, mnoanucaHHas pykosogurenaeM  CoryxObl
JENIONPOU3BOACTBA, YTBEPKIAETCA pyKoBoauTeneM OpraHu3aldy MOCie €€ COrJiaCoBaHUs ¢
Oyxrantepuell OpraHuzalui HE MO3JHEE KOHIA TEKYLIEro roja U BBOAMTCS B nelkicteue ¢ 1
SIHBaps CJIEIYIOIIEro roaa.
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3226. B cayuae usMeHeHUs QYHKUME W CTpyKTypbl OpraHum3aldy HOMEHKJIATYpa el
MOJIIEKHT NEPEpadOTKE U COrACOBAHUIO C APXUBOM.

3.2.2.7. HomeHkiaTypa ea TOTOBUTCS HE MEHEE YeM B HEThIpeX IK3eMIUIIpax: |-# 3K3eMIuisp
KaK IOKYMEHT MOCTOSHHOIO CPOKa XpaHECHUs noMeniaercs B Aejao CiayxObl 1E€10NPON3BO/CTRA,
2-ii ucnonb3yercs B CiryxOe nenonpou3BoACcTBa Kak pabouuii SK3eMIuisp, 3-i - MpuMeHseTcs B
apxuse Opranmzaumn, 4-i - B (QenepasbHOM TIOCYAApCTBEHHOM apXHBE, C KOTOPBIM
COTrJIaCOBbIBAJIaCh HOMEHKJIATypa nei. Pabouuii 3k3eMIuissp HOMEHKIATYPbI A€ MOXKET BECTUCH
B Ciryx0e nenornpon3BocTsa OpraHu3aluy B 3JIEKTPOHHOM BUJIE.

3.2.3. HoMeHknatypa 1ea npeycMaTpuBacT:

- [IOPAI0K PACIIOJIOKEHNS Pa3esioB B CBOIHOM HOMEHKJIATYPE NE;

- IpaBuJia MHIEKCALMU A,

- COCTaBJICHME 3aroJOBKOB €l M MOCJIENOBATEIbHOCTH MX PpAacHoJOXEHUs B pasjenax
HOMEHKJIATYphbl 1€, '
- MIOPSA/IOK YCTAHOBJICHUS CPOKOB XPAHEHHUS JOKYMEHTOB U JIET,

- MEpeYHU JOKYMEHTOB CO CPOKaMU XpaHEeHHs (TEpeuyCHb THUTIOBBIX YIPABICHUYECKUX
JNOKYMEHTOB, BEIOMCTBEHHbI NEPEUYCHD);

- NOPANOK KOPPEKTHUPOBKM HOMEHKJATYPbl 1€ B TEYEHHE MAEJONPOM3BOJACTBEHHOIO Toja
(YTOUHEHHE 3arojIOBKOB i€, BHECEHUE 3aroJIOBKOB JieJl, HE MNPEIyCMOTPEHHbIX TIpH
COCTaBJICHUN HOMEHKJIATYPBI €I, BHECEHHUE CBEJICHUN 0 KOJIMYECTBE U KpallHUX J1aTaxX eIUHUIL
XpaHeHus (TOMOB, YacTeil aena), BHeceHne oTMeToK B rpady "Ilpumeuanne” u ap.);

- COCTaBJICHHE WTOrOBOM 3aluCH O KOJUYECTBE M KaTeropusx nen, c(OpPMHUPOBAHHBIX B
Aenonpon3BoAcTBe Oprauu3auuy B TEUEHHE roja.

3.2.4. Opopmnenue aen.

Jena (GopMHUpYIHOTCS B COOTBETCTBUM C HOMEHKJIATYpOM Jei, a Takke ¢ CcoOmoJaecHueM
NPUHLMIOB CUCTEMATHU3ALMM JOKYMEHTOB M WX pacnpeneieHus (TpynmupoBKH) Ha Jeja
NOCTOSHHOTO, BpeMeHHOro (cpbime 10 JIeT) XpaHeHMs, B TOM HYHCIE Ha Aejia 10 JIHYHOMY
COCTaBy, M Ha JieJa BpeMEeHHOTro (10 10 JeT BKIIIOUUTEIHHO) XPaHEHHS.

B Cayx06e nenonpon3BoacTBa 0QOPMIISIOTCS Nesa Mo BOMPOcaM AeATeAbHOCTH OpraHu3aiuu.
B crpykrypHeix noapasneneHusx OpraHuszauuud  oQOpMISIIOTCS  JAeda 10 BOMPOCaM
HNEATENIBHOCTH  moAapasneneHuid. Jlema, Kkacarouiuecs [JeATENbHOCTH JBYX W 0OoJjee
noapasaenennii, opopmisrores B Ciyxbe 1e10nmpon3BoacTsa.

Jlena xpansarcs no mecty ux opopmienus (Ciuyxba 1enonpousBoacTsa u (M) CTPYKTYPHBIS
nojapasaenaeHus OpraHu3ammm).

ApxuB OpraHuzauiy O0Ka3bplBa€T METOAMYECKYH nomouib Chyxbe AeJonpou3BOJACTBA U
CTPYKTYPHBIM MOJPA3ACJACHUSIM B BOIPOcax (JOPMUPOBAHUS AEI.

Cpox mnepenaun HUCIOJHHUTENIEM 3aKOHUYEHHOTO JICJONMPOU3BOACTBOM JIOKYMEHTa B JIENO
coctapasier S (1mAthb) (He Oonee 10) nHeid.

Ilo cornacoBauuto co CayxGoii  €10NPOMU3BOACTBA  PYKOBOAUTEb  CTPYKTYPHOTO
NoApa3/eIeHus Ha3HayaeT paGOTHUKOB, OCYIIECTBIISIOMIMX O(POPMIICHUE JIEN B CTPYKTYPHBIX
noapaszaenenusax Oprauuszaluu.

Cnyx0a menonpou3BOACTBA YCTAHABJIMBAECT C€AMHBIC YCIOBHS XPAaHEHHS Ael, B TOM 4YHCJE B
CTPYKTYPHBIX nojapasaenenusax OpraHu3anuu.

Jlena BO BPEMEHHOE MOJIb30BAHME BBINAIOTCA MO pacnopsHkeHuio HadanbHuka CayxOb
NEJIONPOU3BOJICTBA.

N3bsaTre 10KyMEeHTOB U3 OQOPMIICHHBIX €] He A0MYyCKaeTcs.
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Koutposns 3a mnpaBuibHbBIM - (OPMHPOBAHMEM J€J1 B  CTPYKTYPHBIX  NOAPA3AEISHUAX
Opranusaniy, MNpOBEPKY  HAIMYMS M COCTOSHUS  fen  ocymecTsasior  CayxGa
J€JIONIPOU3BOACTBA U apXuB Opranu3aiiuu. '

3.2.5. TlonroroBka TOKYMEHTOB U Jie]l K Nepe/iaue Ha apXHBHOE XPAHEHUE.

IToaroroska IOKYMEHTOB M el K Mepeadye Ha apXMBHOE XPAHEHME M HA YHHUTOKEHHE
npesycMaTpuBaer:

- 9KCTIEPTU3Y LEHHOCTHU IOKYMEHTOB;

- o(hopMIICHHE JIeJ1 [IJIst apXUBHOIO XPaHEHHUS

- COCTABJICHUE ONMUCEH Ne1 0 Pe3yIbTaTam IKCNEPTH3bI NX IEHHOCTH,

- COCTABJICHUE aKTOB Ha YHUUTOKCHUE JIOKYMEHTOB U JIEJ ¢ UCTEKIIUMU CPOKAMHU XPaHEHHS.
Jlng  opranusanuMy M NPOBENEHUS OSKCMEPTH3bl LEHHOCTH HOKyMeHTOB B Opranusaunuu
CO3MACTCSl  TOCTOSIHHO — ACHCTBYIOLIAs HEHTPajbHas OKCIEPTHAas KOMHCCUS M IIpH
HEOOXOIMMOCTH JKCNEPTHBIE KOMHCCUM B CTPYKTYPHBIX MOJApA3NENCHHAX, ASHCTBYIOMHNE Ha
OCHOBaHMH MOJIOKCHUH, YTBEPIKIAEMbIX COOTBETCTBEHHO pyKoBomuTejaeM OpraHusaiuuy Wiu
PYKOBOIUTEJIEM CTPYKTYPHOTO TOApa3AeICHNS.

DKCMEPTH3a HEHHOCTU JOKYMEHTOB MOCTOSHHOTO M BPEMEHHOIO XPAHEHMS OCYLIECTBIACTCH
€XKEroHO B CTPYKTYPHBIX nojpasaeneHusx Opranuzaiuu pabOTHHKAMM, OTBETCTBEHHBIMU 3a
BEJICHUE NEJIONPOU3BOACTBA, COBMECTHO C LIEHTPAIBHON IKCIEPTHOW KOMUCCHEH (3KCNEPTHOM
KOMHCCHEN) MO METOIMYECKUM PYKOBOICTBOM apXUBa.

Ilpy TpOBENEHMM OKCNEPTU3bI LEHHOCTU JIOKYMEHTOB OCYIIECTBIAETCS OTOOp el
MOCTOSHHOTO ¥ BpeMeHHoro (cseiue 10 ner) xpanenus g nepegaud B apxus Opranusanuu,
oT0Op A€l ¢ BpeMEHHBbIMH cpokamu XpaHenus (o 10 ner) m ¢ nomerkoit "J[o MUHOBaHUS
Hazlo0HoCTH", TIO/UIeNKAIMX JajbHEeHIIeMy XpaHEHHI0 B CTPYKTYPHBIX MOAPA3IENEHUsX, a
TAKXXE BBICJCHHE K YHHUYTOXKECHMIO A€ 34 NPEABbIAYIIME TOAbl, CPOKH XPaHEHHS KOTOPBIX
HUCTEKIIN.

OT160p TOKYMEHTOB /I HOCTOSHHOTO XPAHSHHS MPOBOJUTCS HA OCHOBAHHMMU 3aKOHONATEIBHBIX
¥ WHBIX HOPMATUBHBIX MPaBOBBIX akToB Poccuiickoit ®enepanuu, nepeyHel JTOKYMEHTOB ¢
YKa3aHUEM CPOKOB MX XPAHCHUS M HOMEHKJIATYphI fien OpraHu3aiyu.

ITo pesyapraraM 3KCNEPTU3bl LEHHOCTH IOKYMEHTOB COCTaBJIAIOTCS OMMCH JE] HOCTOSHHOTO,
BpeMeHHOro (cBbiie 10 1eT) XpaHeHus u Je 10 JIMYHOMY COCTaBY, a TAKXKE aKThI O BBIIEICHUN
IEJ1 K YHUUTOXKEHHIO.

Ilo 3aBepiieHuy AEIOMPOM3BOACTBEHHONO rofa M IO PE3yJbTaraM ASKCHECPTU3bI [IEHHOCTH
noKymeHToB nena OpraHusaumm noanexar o(pOpPMIIEHMIO B COOTBETCTBHH C IIPaBHIIAMH
othopmieHUS e U NOATOTOBKYU JIEJT K Nepe/laue Ha apXUBHOE XPAHEHHE,

Odopmnenne nen mposoaurcs paGotTHukamu CiyxObl JENONPOU3BOACTBA M PabOTHHKAMHY,
OTBETCTBEHHBIMHU 34 JIENONPOM3ROICTRO B CTPYKTYPHBIX Noapazfenenusx OpraHu3aivu, npu
METOMUYECKON MOMOLLY U T10]] KOHTpoJsieM apxuBa OpraHu3aluy,

ITonrHomy odopmieHuio moanexar aena MOCTOSHHOTO M BpeMeHHoro (csbime 10 ner)
XpaHEHHMs, B TOM YHCJE [eJa M0 JMYHOMY COCTaBy, a jJena BpemenHoro (mo 10 jer
BKJIIOUUTENIEHO) XPaHEHHUS TOMJIEKAT YaCTHUHOMY O(DOPMIICHHUIO.

Ionnoe odopmienue nena npenycMmarpuBaeTr: O(OPMICHUE PEKBU3UTOB OOJIOKKH Jeia o
YCTAHOBJICHHOH (hopMe, HyMEpaLuio JIUCTOB B JIeJiE U COCTABJICHUE JINCTa-3aBEPUTENS JENIa,
COCTaBJEHUE B HEOOXOMMMBIX CIIy4asX BHYTPEHHEW OMHUCH JOKYMEHTOB Jeja, MOMLINBKY H
HeperuieT Jejla, BHECEHHE HEOOXOAMMBIX YTOUHEHUH B PEKBU3UTHI 00JI00KKH J1ENa.

3.2.6. YHRUTOXEHHE TOKYMEHTOB U JIEJ C HICTEKIIMMHU CPOKAMH XPaHEHHS.

Ot160p TOKYMEHTOB C HCTEKIIMMHU CPOKAMH XPAHEHHS K YHHUTOXKEHHIO, COCTABIECHUE aKTOB O
BBIICNICHUH JIOKYMEHTOB K YHUYTOXEHUIO ocyulecTBiaser Apxu OpraHusanuu 1o
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cornacoBanuio co Cnyx0oif aenonpou3BOACTBA. YTBEPXKAACT MNEPEUHH YHUYTOXKAEMBIX
JIOKYMEHTOB M aKTbhl pyKOBOAUTEIb OpraHu3aiini.

PesynpraTsl 0TOOpPa AOKYMEHTOB K YHMUTOXXEHHIO, CPOKM XPaHEHHWS KOTOPBIX HCTEKIJH, 3a
COOTBETCTBYIOLIMIA MEPHOJ BpEMEHH OQOPMISIOTCS MEPEYHEM O BBIICJICHUW NOKYMEHTOB K
YHUUTOXKEHHIO.

Hena BKIIOYANOTCS B MEPEYEHb, €CJIM YCTAHOBJIEHHBIH AN HUX CPOK XPAHEHHS WUCTEK K |
SHBApA IO/, B KOTOPOM COCTAaBJIEH NepeueHb (Hanpumep, 3akonyeHHbie B 2007 rony nena ¢ 3-
JETHUM CPOKOM XPaHeHHs MOIYT ObITh BKJIFOUEHBI B aKT, COCTaBJICHHbIA HE paHee 1 sHBaps
2011 r.).

IlepeueHb O BBIACICHUM K YHWUYTOXKEHHMIO NOKYMEHTOB, HE TMOMJICKANIUX XPAHCHMIO, Kak
NPaBHJIO, COCTABIAETCA Ha Aena Beell Opranusauuy (IpH 3TOM Jena KaXJI0ro CTPYKTYPHOI'O
NOZIpa3/IeICHUs COCTABIISIFOT CAMOCTOATENbHYIO TPYIINY 3ar0JI0OBKOB, @ 3aT0JIOBKH OJTHOPOAHBIX
Jen, OTOOpaHHBIX K YHHYTOXKEHMIO, MOTYT ObITh BHECEHBI B aKT MOJ OOIIMM 3arojoBKOM C
YKa3aHUEM KOJIMYECTBA JIEJ, OTHECEHHBIX K JAHHOM rpymne).

O100p NOKYMEHTOB K YHHUYTOXKEHHMIO M COCTABJICHUE MEPEYHS O BBIICICHHU JTOKYMEHTOB K
YHUUYTOXKCHHUIO MNPOU3BOAATCH TMOCIE COCTABICHUS CBOJHBIX ONHCEH e MOCTOSHHOIO
XPaHEeHM 3a ITOT K€ NMEPHOA (ONUCU U NIEPEYHU PAacCMaTPUBAIOTCS HA 3aCeNaHHMM SKCIIEPTHOM
KoMuccHel Opranu3anuy OJJHOBPEMEHHO).

CornacoBaHHbIe IKCNEPTHONW Komuccueil OpraHu3aluuy akThl YTBEPKIAIOTCS PYKOBOAKMTEIEM
Opranusauvy TOJNBKO TMOCJIE YTBEPXKAEHUS TPOBEPOYHONH KOMHUCCHEHW COOTBETCTBYIOIErO
(benepaibHOrO apXuBa OMKCE 1€ MOCTOSIHHOIO XPaHEHHS.

ITocne yrBepxaeHus pykosoautenem OpraHu3ainuu NepeyHeil O BbIICICHUH HOKYMEHTOB K
VHUYTOXKEHUIO JIeJla MEepefaloTcss Ha mnepepaborky (YTUAM3AIUI0) MO MPUEMO-CAATOUHOM
HAKJAOHOMW, B KOTOPOHl YyKa3plBaKOTCA JAara Nepenadyu, KOJIMYeCTBO CIIaBaeMbIX J€71 M BEC
OyMaXHOW MaxkynaTypsl (MOCJiE YHHUYTOXKEHHS JACJ] B HOMEHKJatype aen OpraHuzaiuu
NpOCTaBIAeTCA OTMETKA "Y HUUTOXEHO. CM. akT oT... N..." ¢ yKa3aHHeM J0DKHOCTH, (PaMuInm,
NOJANMUCH JMLA, OTBETCTBEHHOTO 3a NEPEAayy A€ Ha YHUUTOXKEHHE, W JaThl).

3.2.7. Ilepenaya fen Ha ApXUBHOE XPAHEHUE.

B apxus OpraHuzauuu nepenaloTcs Jena NOCTOSHHOro, BpeMeHHoro (cBbime 10 yer)
XPaHEHUs1, BKJIKOYAs 1€]1a MO JIMYHOMY COCTaBYy.

Tlepepaua noxymeHTOB B apxuB OpraHusaiqud NPOM3BOAHMTCA MO  YTBEPHKICHHBIM
PYKOBOJIMTEIEM OMUCAM .

Jlena nocrosHHOro # BpeMeHHoro (copuue 10 JeT) XpaHEHUS TNEPEAArTCS B apxuB
Opranu3anuy He paHee YeM Yepe3 roj M HE MO3JAHee YeM uepes3 3 roja nocie roga, B KOTOpoM
JOKYMEHTBI ObLIN TTOMELIEHBI B €0 HA XPAHEHHE.

Jlena BpemenHoro xpaHeHus (1o 10 net BKIOYUTENHHO) nepenave B apxuB OpraHn3annm, kKax
MPaBWJIO, HE MOMJEKAT (OHU XPAHATCH B CTPYKTYPHBIX TMOJPA3ACIACHUAX U MO HCTCUCHUHM
CPOKOB XPAaHEHUS MOJJIEKAT YHUUTOWKEHHUIO B YCTAHOBJICHHOM TTOPSJIKE).

3.2.7.1. Ilepenaua nen B apxuB OpraHuzalul OCYILECTBISETCS MO rpauKy, COCTABICHHOMY
apXMBOM WU COTJIACOBAHHOMY C PYKOBOAMTEISMHU CTPYKTYPHBIX noapazaeiacHuii u Cunyx0oi
JEIONPON3BOCTBA. :

3272 Ilpuem pen mnpous3BoauTcs pabOTHMKOM apxuBa OpraHu3zalud B MNPHCYTCTBHHI
paboTHMKA CTPYKTYPHOIO NMOAPA3AECACHHUS C MPOCTABJIEHUEM B IBYX 3K3EMIUIAPAX OMHCH AEN
OTMETOK O HAUIMYMM KaXA0ro Jejia (B KOHLE KAKAOTO HJK3EMIUIAPA OMHUCH YKAa3bIBACTCH
KOJMYECTBO (PAKTHYECKM NPUHATHIX [EN, [dara MpHeMa-liepenavyd Ael, a TakkKe MOANHCH
paboTHuka apxusa OpraHu3anuy v Juia, nepenasiinero fena).



3273, Jlena u onucH Ha CaBaEMble JOKYMEHTBI JTOCTABJAIOTCA B apXHB COTPYIHMKAMU
CTPYKTYPHBIX TOIPA3IEACHHHA C CONPOBOAUTENBHBIM MMHCbMOM, B KOTOPOM YKa3biBACTCH
KOJIMYECTBO JIeN M ONMCCH, MNEpelaBacMbiX B apXuB (OTBETCTBEHHOCTh 3a COXPAHHOCTD
NOKYMEHTOB NPH TPAHCIIOPTHPOBKE M CHAYy MX B apXUB HECET CTPYKTYPHOE MOApA3ENIEHHE,
MEepENAILEe JOKYMEHTI).

3.2.7.4. llpu JMKBUJAUMA MM PEOPraHU3ALMH CTPYKTYPHOrO moapasaencHus OpraHu3aliui
JMLO0, OTBETCTBCHHOEC 33 BEACHHE [IEJIONPOU3BO/ICTBA AAHHOTO CTPYKTYPHOTO MOAPA3ACICHHUS, B
NEPHOA NPOBENEHUS JIMKBUAALMOHHBIX MEPONIPUATUI (POPMUPYET BCE UMEIOLINECH JOKYMEHTBI
B Jena, opopmisieT jiena u mepenaer ux B apxuB OpraHu3anuu, HE3aBHCHMO OT CPOKOB
xpaHeHus. [lepenaya nes 0CymIeCTBISIETCS MO OMUCAM [eJT i HOMEHKJIATYPE HEl.

3.2.8. OcobeHHOCTH PabOTHI C ANEKTPOHHBIMH JOKYMEHTAMH.

Ilpuem SMEeKTPOHHBIX JIOKYMEHTOB W3 APYTHX OPraHoB BJIACTH M OpraHH3alliii W OTIpaBKa
DJCKTPOHHBIX JOKYMEHTOB OCyecTBA0TCa CoynOoit nenonponssoacrsa OpraHus3anuy.
3.2.8.1. DJeKTPOHHBIE JOKYMEHTBI CO3MAOTCS, 00paGarbiBAlOTCA M XPAHATCA B CHCTEME
DJIEKTPOHHOTO JIOKYMeHT0000poTa Oprannsauny. JlIokyMeHTHI, co3iaBacMbie B OpraHu3anuu u
nocrynaiome B OpraHusaumio Ha OyMa)XHOM HOCHTENe, BKIIOYAKOTCS B CHCTEMY
3ICKTPOHHOTO JIOKYMEHTO000pOTA MOCNE CKAHUPOBAHUA M CO3JaHHS SJIEKTPOHHBIX 00pa30B
AOKYMEHTOB. BrifoueHHe SJEKTPOHHOro o0pasza JOKYMEHTa B CHCTEMY DJIEKTPOHHOTO
HOKYMEHTOOOOPOTa BO3MOXKHO TM0CJe €ro Bepudukaunuu (IOATBEPKICHUS COOTBETCTBHUS
3JICKTPOHHOTO 00pa3a JOKYMEHTa MOUIMHHHUKY NOKyMeHTa). [IoATBEp:KIEHUE COOTBETCTBUS
INEKTPOHHOTO 00pasa MOMIMHHUKY NOKYMEHTA OCYIIECTBISETCH ¢ MNOMOLIBIO AJIEKTPOHHOM
noarnucu paborHuka CiyxObl J1€10NPOU3BO/CTBA, BLITOIHAIOUIEr0 JAHHYIO MPOLELYPY.
3.2.8.2. DiieKTPOHHbIE COOOLICHNS, NOCTYNAOMINE OT APYTHX JIHUI MO 3EKTPOHHOM TT0UTe WIin
N0 CHCTEeMaM JJIEKTPOHHOTO OKYMEHTO000pOTa, MNPOXOAAT PErHCTPALUI0 B CHUCTEME
JIEKTPOHHOI0 JJOKYMEHT0000poTa Opranu3aluuy B nopsjke, ycTaHoBIeHHOM UHCTpYKLUuei o
J€JI0TPOU3BOICTBY. Cucrema JNEKTPOHHOTO IOKYMEHTo000opoTa Opranuzanun
NpelyCMaTpuBaeT PErucTpauuio (y4eT) M BKIIOYEHHE B CHCTEMY DJIEKTPOHHBIX COOOLICHM,
OTNPAaBJIAEMBbIX M TOCTYMAIOUMX MO DJIEKTPOHHOH MOYTE W MO CHUCTEMaM DIEKTPOHHOIO
NIOKyMEHT0000pOTA.

OJNEKTPOHHOE COOOLIEHME COCTOMT M3 COMPOBOAMTENBHON U COMEPIKATEIBHON uacTeil.
ConposoanTenbHas 4acTh NPeJHA3HAYSHA IS AJPECAi COOOIIEHHS, COIepPIKATENbHAS YacTh
NPEACTABIACT COOO0H TEKCT COOOIIEHHS TUO0 TEKCT COOOLICHHS C PUCOSTUHEHHBIME (aitnamu,
COACPKALIMMH BNEKTPOHHYIO KOMHUIO (DJIEKTPOHHBIM 00pa3) AOKyMEHTa WM 3EKTPOHHbIH
JAOKYMEHT U X PEKBU3UTHI, OITUCAHHBIE C TIOMOLIBIO s3bIka XML,

Ilpu 3arpyske >/CKTPOHHOTO COOOILIEHHS B CHCTEMY 3JIEKTPOHHOTO JOKYMEHTOOGOPOTA
Opranusauun peKBH3HTHL, COAepXamuecs B cooTBeTcrByomeM XML-gaiine snexTpoHHOro
COOOLICHHA, MOTYT MCTIONB30BAaThCS IS 3alOJIHEHHS TMOJIEH PEerucTpalioHHO-KOHTPOJIBHOM
KapTOYKH MOCTYNHMBLIEr0 JOKYMEHTA B 3JIEKTPOHHOMH (opme.

3.2.8.3. Cocrasiienne, o()OpMIEHHE U COIIACOBAHME MPOEKTOB OSJEKTPOHHBIX JOKYMEHTOB
OCYIICCTBJIAOTCA MO OOWIMM IpaBUaM JEJONPOU3BOACTBA, YCTAHOBJEHHBIM B OTHOLICHHH
AHAJIOTHYHBIX JOKYMEHTOB Ha OyMaXXHOM HOCHTENE. DNEKTPOHHBIM HOKYMEHT JAOMKEH UMETh
PEKBU3UTHI, YCTAHOBJICHHbIC A AHAJIOTMYHOIO JOKYMEHTa Ha OyMaXKHOM HOCHTENe, 3a
UCKIIIOYEHUEM OTTHCKA MeHaTH,

3284, Jlns TOATBEPKICHHS INOAJMHHOCTH SJCKTPOHHBIX JOKYMEHTOB B OpraHuzaiuuu
UCTIOJIB3YIOTCA DJACKTPOHHBIE HU(POBBIC MOANNACH.

Hcnons3yemble CpeCTBa 3IEKTPOHHON LU(pPOBOI MOANICH AODKHBI OBITH CEPTU(UIMPOBAHBL
B YCTaHOBJICHHOM TIOPSIJIKE.
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3.2.8.5. Ilpyn noay4eHUH 30EKTPOHHBIX JOKYMEHTOB OT Apyrux juil Ciryx6a nenonpon3BoacTaa
Opranu3zanuu OCyHIECTBISAET MPOBEPKY MOJJMHHOCTHU AIEKTPOHHOMN LIU(PPOBON TOAMUCH.
3.2.8.6. Tlpu paccMOTpeHMM W COTJIACOBAHMM HIEKTPOHHBIX JAOKYMEHTOB, a TaKXkKe NpH
NOANHCAHUN  BHYTPEHHUX  MH(OPMAIMOHHO-CIPABOYHBIX  JOKYMEHTOB  (JIOKJAqHBIX,
CiIy>keOHbIX 3aMUCOK, CPABOK, CBOJOK M Jp.), CO3IaBaEMbIX B JIEKTPOHHOMI (OopMe, B CHCTEME
JJEKTPOHHOrO  JOKyMEHTooOopora  OpraHuzanMy  MOryT  MCHOJIB30BAThCS  CHOCOOBI
MOATBEPXKICHUS ACHCTBHIM C 3JIEKTPOHHBIMM JOKYMEHTAMH, MPU KOTOPBIX JJICKTPOHHASA
uugpoBas NOAMKCH HE Ucnonb3yercs. Takue npaBuia MOTyT ObITh YCTAHOBJICHBI TIPH YCIOBUH,
4TO MPOrPaMMHBIE CPENCTBA, UCMOJIb3YEMbIC B TaHHOW OpraHu3alyi, MO3BOJISIOT OJXHO3HAYHO
UACHTU(QHULMPOBATH JULO0, NOAMUCABUICE WM 3aBU3UPOBABILEE TOKYMEHT.

3.28.7. B Opranmsaunu npumenserca [lepeuens o6a3aTensHBIX CBEACHHH O JOKYMEHTAX,
UCIIOJIB3YEMBIX B LEJIAX ydera MW [OUCKAa JIOKYMEHTOB B CUCTEMAX DJJIEKTPOHHOIO
JOKYMEHT0000pOTA:

1. Ornpasurens,

2. Anpecar.

3. JIoJDKHOCTB, (haMUns U MHUITUAITBE JTHLA, MOITUCABIIETC IOKYMEHT.
4. Bug 10KyMEHTA.

5. Jlata tokyMeHTa.
6. Homep nokymMmeHTa.
7. Jlata noCTynjaeHus JOKYMEHTA.

8. Bxoasimuii HOMEP TOKYMEHTA.

9. Cchlika Ha UCXOASIIMI HOMED U 1aTy TOKYMEHTA.

10. HaumeHOBaHME TEKCTA.

11. Mupekc nena.

12. CeeneHus 0 nepeagpecaluu J0KyMEHTA.

13. KonnuecTBo TUCTOB OCHOBHOI'O JOKYMEHTA.

14. KonuuecTBo NpUIomKeHui.

15. O0uiee KOJUYECTBO JIMCTOB MPHIOKEHUH.

16. Yka3aHus 10 UCIOJHEHHUIO JOKYMEHTA.

17. JlomkHOCTh, (haMUITUsl 1 MHULIIAIB! UCHOJTHUTE]IS.

18. OrmeTka 0 KOHPHUASHIMATBHOCTH.

HHCcTpykuped 1o Aenonpor3BOACTBY MOMKET ObITh NPENYCMOTPEHO BKJIHOYEHUE B CHCTEMY
INEKTPOHHOTO AOKyMEHT0000poTa Oprann3aiuy J0MOJHUTENLHBIX CBEAeHUH 0 foKyMeHTax. B
COCTaB JONOJIHUTEIbHBIX CBEACHUNH 00 HJIEKTPOHHOM [IOKYMEHTE MOryT OBITh BKJIHOUYEHbI
CBEACHUS: HAUMEHOBAHHE aBTOpa JOKYMEHTa (€C/M aBTOp HE COBMANACT C OTHPABUTEIEM
JNEKTPOHHOTO MOKYMEHTa), OTMETKa O TMEepPeHOCe CpPOKa HCIOJHEHUS [TOKYMEHTa, CPOK
XPaHCHUS JOKYMEHTA, HAUMEHOBAHMS TMPUIOKEHUH K JJIEKTPOHHOMY JOKYMEHTY, KIIHOYEBBIC
CJioBa U Jp.

3.2.8.8. Enunuued y4era 5SJIEKTPOHHOIO MOKYMEHTA SBJSAETCH DJIEKTPOHHBIA [1OKYMEHT,
3aPETUCTPUPOBAHHBIN B CHUCTEME  JJIGKTPOHHOro  JTOKyMeHToOOopoTta  OpraHuzanuu.
DNCKTPOHHBIH JOKYMEHT, UMEIOIIUI NPUIIOKEHNS, PETUCTPUPYETCS KaK OJIUH IOKYMEHT.
3.2.8.9. Tlocne OTHpaBKM HJIEKTPOHHOIO NOKYMEHTA, 3aBEPEHHOIO DBJICKTPOHHON MOAMUCHIO
YHOJHOMOYEHHOIO JIOJDKHOCTHOIO JIMIA, JOCBUIKM aJpecaTy €ro KOmuu Ha OyMaKHOM
HOCUTEJIe, KaK NpaBuio, He TpeOyeTrcs, 3a UCKJIIOUYEHUEM OTBETOB HA OOpAICHUS TPakKiaH,
NOCTYMUBUIMX 1O HUHPOPMALIMOHHO-TEICKOMMYHUKALIMOHHBIM ~ KaHajlaM, Ha KOTOPBIC
3asBUTENIO JAETCS MUCBMEHHBIN OTBET, HANpaB/SEMbIH 10 MOYTOBOMY ajpecy, YKa3aHHOMY B
oOpauieHun.
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3.2.8.10. MicioTHEHHBIE 3EKTPOHHBIC TIOKYMEHTHI CHCTEMATU3UPYIOTCS B 6Ja B COOTBETCTBAH
¢ HOMeHKJIatypoit nen Opranusanuu. [Ipu cocrasienun HOMeHKJIaTypr JeJ1 B 3ar0JIOBOK JeJa
BKJTFOYACTCs YKa3aHUe "DJIEKTPOHHbBIC JOKYMEHTHI".

3.28.11. Mecro XpaHeHWs SIEKTPOHHBIX [OKYMEHTOB [0 MX INEPENaud B apXwB, BHII
HOCUTEJICH, HA KOTOPBIX OHM XPaHATCS, a TaKkKe (OpMAaThl UX MOCTOSHHOTO W JUTHTEILHOTO
CPOKOB XPaHCHHSA ONPEACHAIOTCS ¢ y4eToM GyHKunonupyromux 8 OpraHusauuu nporpaMMHo-
TEXHHYECKUX CPEICTB U HOPMATUBHBIX M METOAMYECKUX JIOKYMEHTOB OpraHa UCIOJHUTENbHOM
BJIaCTH B 00J1aCTH apXUBHOI'O J€1a.

3.2.8.12. Dkcneprusa HEHHOCTM ODJNEKTPOHHBIX AOKYMEHTOB OCYIIECTBISETCS B OGLIEM
TIOPAZIKE, YCTAHOBJICHHOM B OTHOWICHMM JOKYMEHTOB Ha OyMakHoM Hocutene. Ilocne
MCTEYCHUA CPOKA, YCTAQHOBJCHHOIO JUIA XPAHCHHUA OJJIEKTPOHHBIX Jel  (DJIEKTPOHHBIX
JIOKYMEHTOB), HA4 OCHOBAHMM aKTa O BBIICICHMH HMX K YHUYTOKEHHIO, YTBEPKIAEMOro
pykoBopureneM OpraHu3aniu, yKasaHHbIE >JEKTPOHHbIC €A (JNEKTPOHHBIE JOKYMEHTbI)
HOJUIEKAT YHUUTONKECHHIO.

3.2.8.13. IlocTynuBIuMe U3 CTPYKTYPHBIX TOApa3ieiennii B apxus OpraHu3amum 3JIEKTPOHHBIE
AOKYMEHTBI MEPeAIoTCs MO OMMCAM ¢ O(QOpMISHHEM aKTa NMpHEMa-Nepenadyn MEKTPOHHbIX
JOKYMEHTOB Ha apXHUBHOE XPaHEHHUE.

4. DaexTpoHHbI AOKYMEHTO0GOPOT ¢ APYIrHMH JIHLAMH

4.1, DnexTpoHHBIH  OKYMEHTOOGOPOT ¢ JAPYrMMH  JIMLIAMM  TPEACTaBISeT  coGoii
B3aMMOJEHCTBUE HHOPMALMOHHBIX CHCTEM IEKTPOHHOIO OKYMEHTO000POTA.

4.2, OpraHusaTopoM Takoro 5JEKTPOHHOTO JIOKYMEHTOOOOpPOTa  SBISETCS Cnyx6a
NENONPON3BOACTRA.

4.3. Y4aCTHUKAMH TaKOr0 3JIEKTPOHHOTO JOKYMEHTO0O0POTA SBIAIOTCS JIMLA C COBMECTHMBIMH
TEXHUYECKUMHU U TPOTPAMMHBIMHM BO3MOMKHOCTAMHU.

4.4 Tlon B3auMoneicTBHEM HH(OPMAIMOHHBIX CHCTEM 3JIEKTPOHHOIO JOKYMEHT0o000pOTa B
Hactosiiem [lonokeHnn mnoHMMaeTcs OOMEH DJICKTPOHHBIMH COOOLICHHAMH (BEACHNE
CyeOHOM MEPEenuCKM B  DJIEKTPOHHOM (oOpME) MeXAy yYaCTHHKAMH 3JIEKTPOHHOTO
JOKYMEHTO000POTa, B TOM YHCJIE:

) HAaNpaBJICHUE U NOJy4YEHHUE B dIEKTPOHHOM POPME TOKYMEHTOB,

6) nosnyuenue uHGOpPMALUY,

B) OCYILECTBJICHHE COTIACUTENIBHBIX HPOLEAYP B 2JIEKTPOHHOM (hopme.

4.5. Tlp OCYWECTBIEHHH DIEKTPOHHOIO  JIOKYMEHTOO60pOTa  JOMyCKaeTcs OGMEH
HH(OPMALMOHHBIMU ~ COOOIICHUAMY,  COIEPXKALMMH  OOIIENOCTYNHYI0 HHPOPMALMIO U
HH(OPMAIINIO, OTHECEHHYIO K CBEJICHUSAM, COCTABJISIONMM CITyKeOHYIO TaliHy.

4.6. OOMEH OIEKTPOHHBIMM  COOOIUCHHAMH [PH  OCYIWIECTBIEHHH  3JEKTPOHHOIO
JIOKYMEHTOO00POTA OCYLIECTBIAIOT YIIOJIHOMOYECHHBIE COTPYAHUKHA OpraHu3aIuy.

4.7. JnexTpoHHbIH JTOKYMEHTOOOOPOT OCYIIECTBISETCS MOCPEACTBOM OOMEHA 3MEKTPOHHBIMH
COOOLICHHAMH. DIICKTPOHHOE COOOLIEHHE COCTOMT M3 COIPOBOIMTENBHON U CONEPKATENBHOIN
gacTedd.  COMpOBOAWTENbHAS  4YacTh  MpEAHA3HAYeHA Ui aApecallid  COOBIICHMS.
ConepxarenbHas 4acTh MPEACTaBAseT CO0OH TeKCT cooBmeHus b0 TEKCT COOOMIEHHE ¢
MPUCOSAMHEHHBIMU  (aiiiamMu, COAepKAIUMHE JICKTPOHHYIO KOMHMIO (INEKTPOHHBIH 06pa3)
AOKYMEHTA WJIM 3JIEKTPOHHBIA [JOKYMEHT, M WX PEKBHU3MTBI, ONHUCAHHBIE C TMOMOLIBIO S3bIKA
XML. ®opmar (ailjioB, HUCNONL3YEMBIX [PH  OCYIIECTBICHHM  MEXBEIOMCTBEHHOIO
JNIEKTPOHHOTO  JOKYMEHTOOOOPOTa, JO/KEH  COOTBETCTBOBATH  HALMOHAIBHBIM WK
MEXIYHAPOJHBIM CTaHAAPTaM JIHOO UMETh OTKPBITHIH HCXOOHbIN KO U OTKPBITYIO CTPYKTYPY.
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4.8. OrnpaBuTenb 3IEKTPOHHOTO COOOIIEHNUS, CONEPHKALIErO HIEKTPOHHYIO KOIHIO JNIOKYMEHTA,
HECET OTBETCTBEHHOCTb 3@ COOTBETCTBUE COMEPIKAHUS 3JIeKTp0HHop1 KOMHUU COICPIKAHUIO
MOJUIMHHHKA IOKYMEHTa Ha OyMakHOM HOCHTEJIE.

4.9. Cucrema DIEKTPOHHOIO JOKYMEHT00G0poTa OpraHM3aliu J0/KHA 00ecreunBaTh
[IOATOTOBKY YBEAOMJICHHH O XOJ€ NPOXOMKACHHUS U PACCMOTPEHHS DJIEKTPOHHBIX COOOLICHMUIA.
4.10. Hudopmanrontas 6e30naCHOCTB NPH OCYILIECTBICHIH YIEKTPOHHOTO JOKYMEHT0060poTa
00ecneunBaeTcs KOMILJIEKCOM TEXHUYECKHX M OPraHH3alMOHHbBIX MEPOTPHSITHIA.

4.11. K TeXHUUYECKUM MEPONPUATHIM OTHOCATCS:

a) OpraHu3aunus W WCIONb30BAHWUE CPENCTB 3AIUMTHI MHOOPMALUM B MOJHOM OOBEME HX
(YHKLHOHATBHBIX BO3MOXHOCTEM;

0) obecneueHne HENOCTHOCTH 00padaThiBaACMbIX JAHHBIX,

B) o0ecreyeHue aHTUBUPYCHOM 3aliUThl HHPOPMALHH.

4.12. K opranu3anmOHHBIM MEPOIIPUATHAM OTHOCATCS

a) KOHTPOJIb BbINOJHEHHs TPEOOBAHMI HOPMATHBHBIX JOKYMEHTOB, pPErIAMEHTHPYIOMIMX
obecneyeHue 3amuThl HHOOPMALIMHK;

0) ompejpeneHue IOJDKHOCTHBIX JIMI YYACTHHKOB OJIEKTPOHHONO JOKYMEHTO060pOTa M
OpraHu3aropa JJEKTPOHHOIO  JOKYMEHT000OpOTa, OTBETCTBEHHBIX 3a  o0ecrneucHue
“H(pOPMALIMOHHON 6e30TIacHOCTH,

B) YCTAHOBJIEHHE MOPsAJIKA PE3EPBHONO KOMMPOBAHMS, BOCCTAHOBICHHUS M apXMBUPOBaHMA 6a3
JAHHBIX, HAXOASAIIUXCS HA TOJIOBHOM Y3JI€ 3JIEKTPOHHOTO JOKYMEHTO000POTA, @ TakxkKe TOopAIKa
OOHOBJICHHS aHTUBUPYCHBIX 0a3;

) YCTQHOBJICHHE MHOPAAKA AONyCKa I TPOBEACHUS PEMOHTHO-BOCCTAHOBUTENLHBIX PaboT
MPOrpaMMHO-TEXHUYECKUX CPEICTB;

1) OpraHM3anus PEXUMHBIX MEPONPUATHI B OTHOLICHUH MOMEUICHHMN, B KOTOPBIX pa3MELICHbI
Y3J1bl YYACTHUKOB 3JICKTPOHHOI0 I0KYMEHT0000POTA, M TEXHUUYECKUX CPEICTB ITHX Y3II0B.

S. H3roroBiieHHe, Y4eT, HCHOJL30BAHHE M XPAHEHHE NEYATeH, WTAMIOB U OJIAHKOB
JIOKYMEHTOB ‘

5.1. Iledars Opranuzaium.

B Opranusanun ¥MMeeTCs €IMHCTBEHHAs [E4aTh C YKa3aHWEM ee MOJHOro ((uPMEHHOro)
Haumenosanus, OI'PH, UHH/KIIIT.

Taxas mnewars M3rOTABNIMBAETCS B COOTBETCTBHM C  YUPEAUTEC]ABHBIMU  JOKYMEHTAMH
pykosoautesem Opranusanuy,

Ileuars xpanurcs y pykosoautens Opraausaiinm.

Tlewarsio 3aBepsArOTCA MOAMUCH PYKOBOAMTENS, €ro 3aMecTHTeNnei, rmasHoro Oyxranrepa, a
TAKKE IPYI'uX [AOJKHOCTHBIX JIMLIL, KOTOPHIM TpHKa3oM OpraHu3auud Wi J0BEPEHHOCTHI)
NPENOCTABJICHBI COOTBETCTBYIOIINE MOJIHOMOYHS.

OTBETCTBEHHOCTD 32 3aKOHHOCTb MCMONB30BAHMS U HAJCKHOCTh XPAHEHHs IEYaTH BO3JIAraeTCs
Ha pykoBoauTens OpraHuzalyy.

ITeyars yHMYTOXKAETCA MO pEUICHWIO pykoBoautens OpraHusauu WiId TPeNcenaresis
JVKBHALUOHHON KOMHCCHH.

5.2. Kpome mneyarn OpraHumsanuy NO pEHICHUIO DPYKOBOAWTENS MOTYT HCHONb30BATHCS
AOTIOJHUTENIbHBIC MEYATH CTPYKTYPHBIX MOAPA3AEACHHHN, MeyaTd JUisi OTACIBHBIX KaTeropuii
nokymenToB ("Ilnsg morosopos", "Jlns 3aBepenus komuit", "Otmen xkampos"), METAIMYECKHE
BBDKMMHBIE M€YaTH /i ONEYATHIBAHUSA TTOMEIICHHIA.

5.3. Hapsaay ¢ neyatamu B OpraHu3alluyl MO PELICHUIO PYKOBOAUTENSA MOIYT MCIOJIL30BATLCS
IITAMIIBI ¢ HAUMEHOBaHUEM Opranu3aium.
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5.4. JlonmoJHUTENBHBIC TNEYaTH U IUTAMIbl M3rOTaBIMBAIOTCA B CTPOr0 OIPaHUYEHHOM
KOJIMYECTBE M HMCKIIOYHTEABHO B CHyXKeOHBIX wHensx. PemeHne o0 HEOOXOAMMOCTH
W3rOTOBJICHUA TeyaTel M MX KOJMUYECTBE NPUHUMAET pyKoBoauTenb OpraHuzanuu 1o
COrjiacoBaHuIo ¢ pykoBoauteneM CiyxObl AeJI0NMPON3BOACTBA.

3asBka Ha M3rOTOBJEHHE Tevatd (mTamna) W e¢  (ero) JCKU3 oQopMisiOTCS B
COOTBETCTBYIOIMX MoApasfeneHusx u nepenatorcs B Ciayx0Oy AeNONPOU3BOACTBA, KOTOpasd
pa3MeIaeT 3aka3 Ha IPEANPUITAN - N3TOTOBUTENE TIEUATEH.

5.5. Yuer nmeuareil u mramMnoB ocywectBiaser Cinyxba Jea0npou3BOJACTBA B XKYpHAJIE ydera
fnevareii ¥ MITAMIIOB C MPOCTABJICHHEM WX OTTUCKOB (JIUCThI JXypHajla ydera nedareidl u
[ITAMITOB HYMEPYIOTCS, MPOIIHYPOBBIBAIOTCS M 3aBEPSIOTCS NevaThio OpraHu3aiun).

5.6. Bpimaya neuareii M IUTAMIOB PYKOBOAMTENAM MOApa3geNeHui HIM pabOTHHKAM,
MEPCOHANILHO OTBETCTBEHHBIM 33 MX WUCHONB30BAHUE W XPAHEHHWE, OCYILECTBISAETCHA O]
POCIHUCH B XKYPHAJIE YUETa NeYareii u IWTaMmos.

ITewaTy W MWITAMITBI XPAHATCS B HAZIEKHO 3aMparoluxcs wkagdax.

Ilepenaua rneyareil TOCTOPOHHMUM JIMLAM W BBIHOC MX M3 [OMEUICHUH, 3aHMMAEMbIX
Opranu3zamnyeil, He JOMyCKarTCs.

OTBETCTBEHHOCTh 32 HAIEKHOCTh XPAaHEHHMS, 3aKOHHOCTb HCIOJIb30BaHUA APYTUX Nevared u
[ITAMIIOB BO3J1araeTcs Ha PYKOBOAMTENEH COOTBETCTBYIOLIUX NOAPA3ACICHHUIA.

5.7. Tlopsmok XpaHeHMs Te4yarell W IUTaMMoB, MNPaBWILHOCTb WX HCIOJB30BAHUS B
CTPYKTYPHBIX TIOApa3aesieHus X nposepsatorces Ciry:x00i aenonpous3BoACTBa.

Cayx0a Oeompon3BOACTBA CAMOCTOATENBHO ONPEACNAECT NMOPAAOK NPOBEACHHUS IIPOBEPOK MO
COOMIOCHUIO MOpAAKA NPUMEHECHUS M XpaHEHHs [e4areil W INTaMMOB B CTPYKTYPHBIX
noapasaeneHusx Oprasuszaun.

5.8. Tleyaty W mTammbl, NPUIIESIWME B HErOJHOCTh M YTPATHBLIME 3HAYCHHE, TOAJIEKAT
BO3BpATy 10 MECTY BbIIaUM, IJIe OHH YHHUTOXAKOTCS 10 aKTy C COOTBETCTBYIOLIEH OTMETKOM B
KypHaJIe yuera.

5.9. JIOnOJHHUTEIbHBIE TIEYaTH M LITAMITbl YHHUYTOXAIOTCS MO peueHnto HavanbHuka CiyxGbl
JEONPOU3BOICTBA WM TIPEACENATENs TUKBUIALMOHHOW KOMUCCHM.

5.10. Yuer 61aHKOB IOKYMEHTOB,

5.10.1. Hsrorosnenne u yder OnaHkoB HOKyMeHTOB Opranm3zauumm opranusyer Ciryx0Oa
JEeJONPOM3BOACTBA, KOTOPas:

coOupaeT 3asiBKM Ha M3rOTOBJICHHE OJaHKOB JOKYMEHTOB, @ TaKXkKe NpU HEOOXOAMMOCTH MX
00pa3isl (MaKeThbi),

ohopMIseT 3aKa3bl Ha U3rOTOBJICHNE NEeYaTHO-01aHOYHON MPOAYKLMK B TUNIOrpaduy;
OCYLIECTBIISICT TIOJNYYEHHE, YUET MOCTYIVICHUS ONaHKOB M BblAayy M3rOTOBJICHHBLIX ONAaHKOB
JIOKYMEHTOB.

5.10.2. Jlns BeneHHWs ydera BbiayM OJIAHKOB, W3TOTOBJIEHHBIX TUMOrpadckuM CrnocoOOM, B
CTpYKTypHBIe nogpasaenenus Oprannzaiuu OJaHKU JOKYMEHTOB HYMEPYIOTCS TUHOIPadCKuM
criocobom umm  HyMmepatopom B CayxOe nenonpoussoncrtsa. Ilopsaxkoseiii  HOMEp
NpPOCTaBIsAETCS B HIDKHEH 4acTH 0OOpOTHONH CTOpPOHbI OnaHka. Yder OJAHKOB BENETCH
pa3fensHO 1o BWAaM ONaHKOB B kKypHasie yuera OnankoB. JIMCThI sxypHana ydera OnaHKoOB
HYMEPYIOTCS, IPOIIHYPOBBIBAIOTCS U 3aBEPAIOTCA nevaTsio OpraHusaum.

5.10.3. bnaHku BbAAIOTCS pabOTHUKAM, OTBETCTBEHHBIM 3a EJIONPOU3BOJCTBO B CTPYKTYPHBIX
Ho/Ipa3ieCHUsX, O/ POCNUCH B )KypHaJe yueTa Bblauu OJaHKOB.

B cTpyKTYpHBIX NOApa3aeieHusIX OJaHKU TOKYMEHTOB MCIOJIB3YHOTCS CTPOro M0 HAa3HAYEHHUIO
¥ XpaHATCS B HAJEWKHO 3anupaemMspix wkadax.
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UcniopueHHple M HEBOCTpeOOBaHHbIE  OsaHKM
OCYIIECTBIISIOLIEE YUET OJaHKOB. ‘
5.10.4. Ilepenaya OJJaHKOB IPYTUM OpPraHu3asaM

I'enepasibHbII IUPEKTOP

BO3BpAIlAIOTCS B

aM HE NOIyCKacTCs.

Kasemuna O.H.

MoaApa3aACIICHUC,
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