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Mpukas CK Poccun ot 18.07.2012 N 40
"06 yTBEepXaeHnM MHCTpyKLMM NO Aenonpon3BOACTBY JokyMeHT npepoctasneH KoHcynbTaHTlnoC
CnepnctBeHHoro komuTeTa Poccuinckon deg... fata coxpaHerus: 13.08.2018

CNEOCTBEHHbIA KOMUTET POCCUNCKOWN ®EQEPALIUU

NMPUKA3
oT 18 uronsa 2012 r. N 40

OB YTBEPXAEHUM UHCTPYKLUUK
Nno AENONPOM3BOACTBY CIEACTBEHHOIO KOMUTETA
POCCUUCKOU ®EOEPALINU

B uensax coBepLlUeHCTBOBAHUS LOKYMEHTALMOHHOIO 00ecneyeHnsi, opraHnsaumm u BegeHus 4enonpovsBoacTea, a
TakKe OCYLLECTBMEHMS KOHTPOMS 3a MCMONMHEHMEM AOKYMeHTOB B CnepctBeHHoM komuteTe Poccunckon depepauun,
pykoBoAcTByscb cratben 13 ®PepgepansHoro 3akoHa ot 28 gekabpsa 2010 r. N 403-903 "O CneacrBeHHOM KomuTeTe
Poccuiickon ®epepauun” (CobpaHue 3akoHogatenbctBa Poccuiickon ®egepauun, 2011, N 1, c1. 15; 2011, N 48, cT.
6730), nyHktom 43 [llonoxeHusas o CneactBeHHoM komuteTe Poccuiickon ®epepauumun, yTBepXAeHHOro Ykasom
MpesugeHTa Poccuiickon ®epepaunn ot 14 aueaps 2011 r. N 38 "Bonpocbl aestenbHoctn CrieACTBEHHOIO KOMUTETA
Poccuiickon ®epepaummn” (CobpaHue 3akoHopaTenbctBa Poccunckon ®epepauun, 2011, N 4, c1. 572; 2012, N 4, cT.
471), npukasblBato:

1. YT1Bepauntb npunaraemyto WHcTpykumio no penonpoussoactsy CneactBeHHoro komuteTa Poccuiickon
depepaumnn (ganee - HCTpyKums).

2. Bamectutenam [llpeacepatens CnegcrtBeHHoro komuteta Poccuiickon ®egepauun, pykoBOAUTENAM
nogpasgeneHnin uUeHTpanbHoro annapata CneactBeHHoro komuteta (ganee - CneacTBEHHbIM  KOMUTET),
PYKOBOOUTENSAM [NaBHbIX CNEACTBEHHbIX YMPaBreHUA WM CNeACTBEHHbIX ynpaeneHui CneacTBeHHOro komuTeTa no
cybvektam Poccuiickon ®degepaumy M MPUPABHEHHbIX K HUM CMEUUanmnamMpoBaHHbIX (B TOM 4YMCIEe BOEHHbIX)
CNeacCTBEHHbLIX YMpaBnNeHWA W CrReACTBEHHbIX oTAenoB CrneacTBEHHOrO KOMUTETA, YYPEXOEHUM W OopraHusauuin
CnepncrBeHHoro kommteTa obecneunTb BegeHue OenonponsBoaCcTBa B COOTBETCTBUN C TpeboBaHMAMU VIHCTpyKLmN.

3. Bamectutento MNMpeacenatena CneacreeHHoro komuteta Poccuiickon ®epepaumm - pykosoauTtento MaBHOro
BOEHHOI0 CNeACTBEHHOro yrnpaBleHus ONpeaenvTb OpraHu3auMOHHO-PacnopsiavMTeNbHbIM - JOKYMEHTOM MOPSOOK
[EenonponsBoACcTBa B BOEHHbIX CINEACTBEHHbIX OpraHax C yyeTom TpeboBaHui WMHCTPYKUUMM U cneumdukn mx
[EeATEeNbHOCTH.

4. MpusHaTtb yTpaTuBLLIMM cuny npukas CrneacreeHHoro komuteta Poccuinckon ®epepaumm ot 01.03.2012 N 12
"O6 yTBEepxaeHun VMIHCTpyKumm no genonpoussoactsy CneacreeHHoro komuteta Poccuickon ®enepauun'.

5. KoHTponb 3a UCnofHeHneM HacTosILLEero npukasa BO3NoXUTb Ha PyKOBOAUTENS YNpPaBreHUst N0 pacCMOTPEHUIO
obpalleHnii rpaxaaH u JoKyMeHTaUMOHHOMY obecneyeruto.

Mpencenatens
CnepgcTBeHHOro kommteTa
Poccuiickon degepanmm
reHepan-nosikoBHMK IOCTULK
A.VN.BACTPbIKMH

He Hyxpaetcs B rocygapcTtBeHHom peructpaumu. lMucbmo MwuHiocta Poccum ot 5 oktabpa 2012 r. N
01/81630-10OJ1.

YTBEepxaeHa

npukasom Mpeacepatensa CnegctBeHHOro
komuTeTa Poccuiickon deaepaumm

oT 18.07.2012 N 40

NHCTPYKUUA
Nno AENONPOM3BOACTBY CNEACTBEHHOIO KOMUTETA
POCCUNCKOUN ®EOQEPALIUUA
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Mpukas CK Poccun ot 18.07.2012 N 40
"06 yTBEepXaeHnM MHCTpyKLMM NO Aenonpon3BOACTBY JokyMeHT npepoctasneH KoHcynbTaHTlnoC
CnepnctBeHHoro komuTeTa Poccuinckon deg... fata coxpaHerus: 13.08.2018

[. OBLLUME MONOXEHNA

1.1. WHcTpykuua no genonpowussoactey CregctBeHHoro komuTeta Poccuiickon ®egepauumn yctaHaBnvBaeT
obsasaTencHble B cucteme CnegcreeHHoro komuteta Poccuickon Pefepaumm (ganee - CneacTBEHHbIN KOMUTET) Ans
BCEX COTPYAHMKOB, dedeparnbHblX rOCyAapCTBEHHbIX TPaXOaHCKMX CryXawmx, paboTHMKOB, He SBMSIOLLUXCS
denepanbHbIMM TOCYAapCTBEHHBIMU CRyXawyMu (ganee - paboTHUKM) MnoapasfgeneHuin LeHTpanbHOro annapata
CnepctBeHHoro komuteta Poccuiickon Pefepaunmn (ganee - nogpasgeneHns LueHTpansHoro annapara CneacTtBeHHOro
KOoMUTETa), MNaBHbIX CMEeACTBEHHbIX YMNPaBfAeHWN W CReACTBEHHbIX YynpasneHun CrneacTBEHHOro komuteTa Mo
cybbektam Poccuiickon ®degepaumy M MPUPABHEHHbIX K HUM CrleuuanmnsmMpoBaHHbIX (B TOM 4YMCNE BOEHHbIX)
CNeACTBEHHbIX ynpasneHun, otaenosB CreAcTBEHHOrO KoMmuTeTa (danee - crneAacTtBeHHble opraHbl CrneacTBeHHOro
komuteta Poccun), yupexaeHun wu opraHusaumii CnefcTBEHHOro komuTeTa efvHble TpeboBaHuA K MOAroTOBKE,
obpaboTke, XpaHEHMI0O U MCNOMb30BaHWIO Obpasylowmxca B AedAtenbHocTn CneacTBEHHOro KoMuTeTa AOKYMEHTOB,
COBEpLUEHCTBOBAHNS [OKYMEHTaUMOHHOrO obecneyeHusi, opraHusauuM v BedeHWs OenonpousBoAcTBa, paboTbl C
MUCbMEHHBIMA W YCTHbIMW oObpalleHVaMK, a TakkKe OCYLLECTBIIEHNS KOHTPONSA 3a WCMOMHEHWEeM [OKYMEHTOB B
CnencTtBeHHOM KOMUTETE.

1.2. TlpaBoBbiM oOcHOBaHueMm WHCTpykuMn no penonpoussoactsy CneactBeHHoro komuteta Poccuiickon
depepaummn (nanee - NHcTpykums) asnstotcda: KoHctutyums Poccuiickon depepaumn, degepanbHble 3aKoHbl OT 28
nekabpsi 2010 r. N 403-®3 "O CnegctBeHHOM komuTeTe Poccuiickon depepaumn”, ot 27 gekabps 2002 r. N 184-¢3 "O
TeXHu4eckom perynuposaHun”, ot 22 oktabpsa 2004 r. N 125-93 "O6 apxusHom gerne B Poccuinckon ®eaepaunn”, ot 1
noHa 2005 r. N 53-®3 "O rocygapctBeHHOM s3blke Poccuiickon ®epgepauun”, ot 27 mona 2006 r. N_149-03 "O6
nHdopmaLmm, MHPOPMALMOHHBLIX TEXHOMOIMsIX U O 3awute uHdopmaummn”, or 6 anpens 2011 r. N_63-®3 "O6
anekTpoHHon nognucn", Yka3 [peangeHta Poccuitickon Pepepaumm ot 14 anBapa 2011 r. N 38 "Bonpochl
pedatenbHocTn CnepnctBeHHoro komuteTa Poccuiickon depepaummn”, nocraHoBneHve [lpaButenbctBa Poccuiickon
depepaumm ot 15 uroHa 2009 r. N 477 "O6 yrteBepxaeHun [MpaBun Oenonpov3BoacTBa B dedeparnbHbiX opraHax
ucnonHuTensHon Bnactu', MeToauyeckme pekomMeHoauuw no pas3paboTke WHCTPYKUMA MO OEenonpov3BoACTBY B
dhedeparnbHbIX opraHax UCNOMHUTENbHOW BNacTu, yTBepXaeHHble npukasom Pocapxmea ot 23 gekabpsa 2009 r. N 76 u
WHble HOPMAaTUBHbLIE NPaBOBbLIE AKTbI.

KoHcynbTaHTlN0C: npumMmeYvaHume.
MpunoxeHne N 1 kK IHCTpyKUUn He NpUBOANTCS.

1.3. MNonoxeHusi IHCTPYKUMKU pacnpoCTPaHSITCS Ha opraHu3aumio paboTel ¢ OKYMEHTaMU He3aBMCUMO OT BUAa
HOCUTENSs!, B TOM YUCIE C 3NEKTPOHHLIMW JOKYMEHTaMM (BKIoYasi MoaroToBKy, 06paboTky, XpaHEHUE U UCMONb3oBaHUE
[OKYMEHTOB), OCYLLECTBMSIEMblE C MOMOLLbI MH(POPMALMOHHBLIX TEXHOMOrUiA, COOTBETCTBYIOT YCTaHOBMEHHbLIM
npaBvnam  MOAFOTOBKM  MPOEKTOB ~ HOPMATMBHLIX  MNPaBOBbIX  akToB,  00s3aTenbHbl B OTHOLUEHWUM
opraHu3auMoHHO-pacnopsanTENbHbIX,  MHMOPMAaLMOHHO-CNPABOYHbIX [JOKYMEHTOB, MNepeynucrieHHblx B [lepeyHe
OCHOBHbIX BWOOB OpraHU3auUMOHHO-PacMnopsAUTENbHbBIX, WMHMOPMALMOHHO-CNPABOYHLIX W OPYrMX [AOKYMEHTOB
(npunoxenue N 1), a Ha NpoueccyanbHble, kKagpoBble, (PUHAHCOBLIE U APYTMe AOKYMEHTbI PAacnpOCTPaHSATCSA TOMBKO B
4yacTu, kacalwLlencss obLLUMX NPUHLMIMOB UX NMOATOTOBKU WU UCTIONHEHWs!, popMUpoBaHUs 1 oddopMIIeHNs Ans nepegayu
Ha apXUBHOE XpaHeHUe.

Cuctembl 9MNEKTPOHHOTO [OOKYMeHToobopoTa (CUMCTEMbI aBTOMATU3UPOBAHHOW 0OpaboTKM  OOKYMEHTOB),
npumMmeHsemMble B CneacTBeHHOM KOMUTETE, AOMKHbI 06ecneynBaTh BbiNonHeHne TpebosaHuii MIHCTpyKumn.

1.4. PaboTa c AOKYMEHTaMu, COAepKallMMN CBEAEHNS, COCTaBNSOLWME rocyJapCTBEHHYIO TalHy, UMK CBEAEHUS
KOHPMAEHUMANbLHOTO XapakTepa, PerynMpyeTcs crneuuanbHbiMU HOPMAaTUMBHBIMW MPaBOBbIMWM akTamu PoccuiAckoln
depnepaumm n CnegcTBeHHOro KOMUTETA.

Mepenaya cnyXebHbIX OOKYMEHTOB, MX KOMWA, NMPOEKTOB CTOPOHHWM OpraHu3auusiM [OMnycKaeTcs B Mopsiake,
yctaHoBneHHoM [lpeacepatenem CneactBeHHoro komuTeTa Poccunckon depepaumm (ganee - [lMpeacepatens
CnegcTBeHHOro komuTeTa).

1.5. (MaBHOE BOEHHOE CreACTBEHHOE ynpaBlieHne n BO€HHble ClneaCTBEeHHbIe OpraHbl CneacTBeHHOro komuteTa
cobntogatT Tpe6OBaHI/IF| MHCprKLIMM B 4acCTu WCNOJIHEHUA nopyquvuZ pykoBoACTBa CneacTBeHHOro koMmuteTa,
noaroToBkn u O(*)OpMJ'IeHMFl OOKYMEeHTOB, npeactaBndeMblX Ha noanncb PYyKOBOACTBY CneacTBeHHOro KomuTeTa, a
TakXe B 4acCcTu opraHmsauunmn D,OKyMeHTOO60pOTa, BXogdwero B KOMMETEHUNIO BOEHHbIX CleACTBEHHbIX OpPraHoB. B
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Mpukas CK Poccun ot 18.07.2012 N 40
"06 yTBEepXaeHnM MHCTpyKLMM NO Aenonpon3BOACTBY JokyMeHT npepoctasneH KoHcynbTaHTlnoC
CnepnctBeHHoro komuTeTa Poccuinckon deg... fata coxpaHerus: 13.08.2018

OCTanbHOM MpW BeAeHWM cnyxebHOoW nepenuckn M Oernonpou3BOACTBa OHWM PYKOBOACTBYHOTCS COOTBETCTBYHOLLMMU
npukaszamm MuHucTtpa obopoHbl Poccuiickon ®eaepaumn.

1.6. MNMepBun4yHaa obpaboTka BXOAALLEN, NCXOOALWEN U BHYTPEHHEN KOPPECMOHAEHLMM, a TAaKKe KOMMIEKTOBaHME
apXuBHbIX (POHO0B 1 Apyrne PyHKUMM OEeNONpon3BoACTBa B NOApa3aeneHusx LueHTpansHoro annaparta CneacrBeHHOro
KOMUTETa, KOOpAMHauuMa paboTbl C AOKYMEHTaMM U KOHTPOSNb 3a cobnogeHnem WMHCTpykuun B MoapasgeneHusx
LeHTpanbHoro annapata CrneacTBEHHOrO KOMUTETa OCYLLECTBIISAKOTCA YMNpPaBfiEHWEM MO PacCMOTPEHUIO obpalleHui
rpaxgaH W [OoKyMeHTauuoHHomy obecneyeHnio CneactBeHHoro komwuteta Poccunckon depepauun (panee -
ynpaBrneHne) wn oTgenamm  OOKYMEHTaUMOHHOro obecneveHunss nogpasfeneHuin  LieHTparbHOro  annapara
CnencTBeHHOro komuteta wnv paboTHUKaMK, OTBETCTBEHHbIMW 3a BedeHMEe [Oenonpov3BOACTBa (Oanee - orgen
OOKyMeHTaunoHHoro obecneveHunst, paboTHMK AeNONPOM3BOACTBA).

B CneacTBeHHbIX opraHax, ydpexaeHuax n opraHn3aunax CJ'Ie,EI,CTBeHHOFO KOMUTETa nepBn4HaaA U nocneaywowiasn
06paboTka BXOASALLEN, UCXOOALLENA U BHYTPEHHEW KOPPECMOHAEHLMM, @ Takke KOMMIEKTOBAHWE apXMBHbIX (DOHAOB U
Apyrve yHKUMM 0enonpon3BoACTBa BO3faraloTCsl Ha NoAapasfeneHnsl 4enonpomsBoacTBa, a npu Ux oTCyTCTBUM - Ha
paboTHUKOB, OTBETCTBEHHbIX 3a BeAeHWe OeNonpon3BOACTBA (fanee - nogpasneneHne AenonponsBoacTea, paboTHUK
[enonponsBoacTea).

1.7. Pernctpaumsi JOKYMEHTOB M MOPYYEHMI MO HWUM, paboTa c obpalleHUsMU rpaxxgaH U gpyrue npouegypbl
OOoKyMmeHToobOopoTa ocyuwecTBnstoTcd B CneacTtBEHHOM KOMUTETE C  MPUMEHEHWEM  aBTOMaTU3MPOBAHHOMO
nHdopmaLmoHHoro komnnekca "Hagsop" (ganee - AUK "Hagsop").

Pabota B AVIK "Hagsop" ocHOBbIBaeTCA Ha NpUHLMNE OOHOKPATHON pernctpaumm JOKyMeHTa.
HonyckaeTtca npumeHeHne bopM perncTpaumm u yyeta JOKyMEHTOB C UCMOMNb30BaHNEM BYMaXHbIX HOCUTENEN.

1.8. PaboTHukm CnegcTBeHHOro KomuTeTa HecyT OTBETCTBEHHOCTb 3a cobniogeHue TpeboBaHunm UHCTpykumu,
npasun obecrneyeHnss COXpaHHOCTU CNyXeOHbIX JOKYMEHTOB M Nopsiaka AOCTyNa K Coaepallencs B HUX nHgpopmavmu.

1.9. JOKyMeHTbI U cofepXKallmecs B HUX CBeAeHUs He noanexat pasrnatueHuto. Co cnyxebHbIMK OoKyMeHTaMu
MOrYT 3HAKOMWUTLCS TOMbKO PabOTHMKM, MMEelLWMe K HUM HenocpeacTBeHHoe oOTHolueHue. [lepenada Opyromy
WCMONHUTENIO Aer, KOHTPOSbHbLIX NPOM3BOACTB, O3HAKOMIIEHUE C HUMMU APYIUX OOMKHOCTHbIX MWL, Bbldaya UM CrpaBokK
Unn ceBefeHuin cnyxebHOro xapakrepa, Konuin OKYMEHTOB [OMyckaeTcs TOMbKO MO yKasaHUIo PyKOBOAUTENS, KOTOPbIN
NPUHUMAaET Mepbl K 0XpaHe KOH(UAEHUMANBHOCTM CBEAEHWI U HECET NepCoHarbHY0 OTBETCTBEHHOCTb 3a UX 3aLUUTy.

Mopsgok npefaHus rmacHOCTU AOKYMEHTOB CIy)XeOHOM [eATenbHOCTM noapasaeneHnii LeHTpansHoro annapara
CnepncrtBeHHOro KOMWUTETA, CNEACTBEHHbIX OpraHoB, YYpexaeHun u opraHmsaumi CneacTBEeHHOro KomuTeTa
yCTaHaBnMBaeTcsa npukasamu n ykasanusamu lNpeacenatena CneacTtBeHHOro KomuTeTa, pyKoBOAUTENEN CneacTBEHHbIX
OpraHoB, y4YpexaeHun n opraHmsaumini CneacTBeHHOro komuTeTa.

Mpun aTomM HEO6X0AMMO:
obecneunBaTb OTOOP MaTepuarnos;

pykoBoAacTBoBaTbCcs TpeboBaHnsamu Konctutyumm Poccuiickon depepaumn, rapaHTUpPYOLWENn NpaBo Kaxkaomy
rpaxgaHuHy Ha HEeNPUKOCHOBEHHOCTb YaCTHOMW XWU3HU, MUYHYI0 U CEMENHYIO TalHy, 3alMTy YecTn u JoBporo umeHu, a
Takke MexXZyHapoAHbIMU akTamu, 3anpellalwumy npefaBaTb rMacHOCTM Mobylo MHOpMaUMIo, KOTopas MOXeT
NMPUBECTN K YyKa3aHWI0 Ha NNYHOCTb HeCOBepLUEHHOMNETHero npaBoHapylwuTens 6e3 ero cornmacusi U cornacus ero
3aKOHHOro NpeAcTaBUTeNS;

npegaBaTb [NacHOCTU MaTepuanbl MPOBEPOK W NpenBapUTENbHOrO CreacTBUMS B TOYHOM COOTBETCTBUM C
TpeboBaHUAMK deaepanbHOro 3akoHO4aTeNbCTBa;

He JonyckaTb pacnpOoCTPaHeHus CBEAEHUN, COCTaBMSOLWMX roCygapCTBEHHYIO UMW MHYI0 OXPaHSAEMYH 3aKOHOM
TalHy, a TakKe HOCAWNX KOHMAeHUManbHbIN XapakTtep, B TOM 4uCMe COCTaBnAlWMX TaWHy CneacTevs U
nepcoHanbHbIX JaHHbIX.

1.10. PaboTHUKN OTAENOB [OKYMEHTaUMOHHOTro obecneyeHusi, nogpasaeneHuii Aenonpon3BoacTea, paboTHUKM
0enonpon3BoACTBa Mo YCTHLIM (TenedoHHbLIM) 3anpocam rpaxaaH U 3auHTepecoBaHHbIX NULL MOTYT coobLaTh UM:
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Mpukas CK Poccun ot 18.07.2012 N 40
"06 yTBEepXaeHnM MHCTpyKLMM NO Aenonpon3BOACTBY JokyMeHT npepoctasneH KoHcynbTaHTlnoC
CnepnctBeHHoro komuTeTa Poccuinckon deg... fata coxpaHerus: 13.08.2018

BXOASLLMI PErnCTpPaLMOHHbIA HOMEP OOKYMEHTA;

aaty pernctpauuu;

HaMMEHOBaHWE oOpraHa roCcygapCTBEHHOM BfacTM WM WMHOMO FOCYAApPCTBEHHOrO oOpraHa, nogpasgenenuns
LeHTpanbHoro annapata CneacTBEHHOrO0  KOMWUTETA, CIEACTBEHHOrO  OpraHa, YYpexaeHwus, opraHv3auuu
CJ‘IeD,CTBeHHOFO KOMUTETa Unun ero nogpasaereHnsa, B KOToOpomM HaxoamnTca Ha paCcCMOTPEHUN OOKYMEHT;

0aTy HanpaeJieHna oTBeTa.

1.11. TMopsagok paboTbl ¢ obpaleHnsaMn rpaxgaH OCYLLECTBNAETCA Ha OCHOBaHWM WHCTpyKuMnM O nopsake
paccMoTpeHus obpallleHnId U npuema rpaxaaH B cucteme CneactBeHHoro komuteta Poccuiickon depepaumm.

[I. OCHOBHBbIE NMOHATUA
2.1. OCHOBHbIE MOHATUSA, UCMONb3yeMble B IHCTPYKLUMKW, UMEIOT CrieaytoLLee 3Ha4YeHme:
aBTOpP JOKYMEHTA - PU3NYECKOE UMW FOPUANYECKOE NULO, CO30aBLUEE AOKYMEHT;
OGnaHK JOKyMeHTa - Habop PEKBU3NTOB, MOEHTUMPULINPYIOLLMX aBTOpa 0hULManbHOro NMMCbMEHHOIO JOKYMEHTA;

BMO OOKYyMeHTa - NPpUHagneXHOoCTb OKYMEHTa K onpep,eneHHoﬁ rpynne OOKYMEHTOB MO Nnpu3Hakam coepxxaHuda
N LuernieBoro Ha3Ha4eHua;

0eno - COBOKYMHOCTb OOKYMEHTOB WU OTAENbHbIN OOKYMEHT, OTHOCcALWMecAa K OAHOMY BOMPOCY UK y4acTKy
neatenbHocTn CneacTBEHHOrO KOMUTETA,

[AenonponsBofcTBO - AeSATeNbHOCTb, obecneunBalolas co3gaHne ouLManbHbIX JOKYMEHTOB U OpraHv3auumio
paboTbl C HAMMK;

OOKYMEHT - O(*)I/ILI,I/IaJ'IbeIVI OOKYMEHT, O(*)OpMJ'IeHHbII7I B YCTaHOBIIEHHOM nNopdaKke M« BKMIOYEHHbIN B
,CI,OKyMeHTOOGOpOT CnencTBeHHOro KOMUTETA;

OOKYMeHTUpOBaHue - (*)I/IKCGLI,I/IH I/IH(*)OpMaLLI/II/I Ha MaTtepuarbHbiX HOCUTENAX B YCTAHOBJIIEHHOM Nopsaake;

JOKYMEHTOO00pOT - [OBWXKEHWE [OOKYMEHTOB C MOMEHTa WX CO3OaHus WM MOJyYeHUs OO0 3aBepLleHus
UCMOSTHEHUS!, MOMELLEHUS B OO U (M) OTNPaBKY;

ncnonHuTenb - NMUo, NoAroToBMBLLEE NPOEKT AJOKYMEHTA;

KOnMna OOKYMEHTa - OOKYMEHT, MOSIHOCTbIO BOCMPOM3BOAALMIA UHAOPMaUMIO NOASIMHHMKA OOKYMEHTa U ero
BHELLHWE NPU3HaKW, He NMEKOLLMIA IOPUONYECKON CUMbI;

3aBepeHHaa Konua OOKyMeHTa - KOMnA OOKyMeHTa, Ha KOTOpOVI B COOTBETCTBMU C YCTAHOBJIEHHbIM NMOPALKOM
NpoOCTaBIIAOT HeobxoauMble peKkBn3nTbI, npuaaowne en Hopnanyeckyro cuny;

HOMeHknaTypa Aen - CUCTEMaTU3MPOBaHHbIN NepedYeHb HaMMeHOBaHWIA aen, (opMUpYeEMbIX B NoapasfeneHusix
ueHTpanbHoro annapata CneacTBEHHOrO KOMWUTETa, CrEACTBEHHbIX OpraHax, YYpexaeHusiXx W opraHusaumsx
CneacTBEHHOrO KOMUTETA, C YKa3aHUEM CPOKOB UX XPaHEHUS;

o6bemM [OoKyMeHTOOBopoTa - KONMMYECTBO BXOASLUMX, MCXOOSALWMX U BHYTPEHHUX LOKYMEHTOB, MOCTYMMUBLUMX B
nogpasgeneHust LeHTpanbHoro annapata CneactBeHHOro KOMMUTETA, CINEACTBEHHbIE OpraHbl, YYpexaeHus U
opraHu3saummn CneacTBEHHOro KOMUTETA, CO34aHHbIX M OTNPAaBIEHHbIX 32 ONpeAerieHHbIN nepuog;

ocopMneHne OOKYMeHTa - MpOCTaBfieHNe HEOOXOAUMbIX PEKBU3MTOB, YCTAHOBIIEHHBLIX MNpaBUiamu
JOKYMEHTUPOBaHUS;

NOANIMHHUK OOKYMEHTa - FIepBbIl7| W €QUHCTBEHHbIN 3K3eMNnAp AOKYMEHTa;

perncTpaums OOKYMEHTa - MPWCBOEHWE [AOKYMEHTY PErMcTpauMoHHOrO HOMepa U 3anncb B YCTaHOBIIEHHOM
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nopsiike CBeeHNIA O IOKYMEHTE;
PEKBU3UT JOKYMEHTa - 0653aTenbHbIN 3NeMeHT 0pOPMIEHUS JOKYMEHTa;

co3jaHuMe [OoKymeHTa - paboTta C [OOKYMEHTOM, BKOYaloLWash [OKYMEHTMpOBaHWE WHGOpMauuM Ha
maTtepuanbHOM HocuTene M ee odOpPMIIEHNE B COOTBETCTBUU C YCTAHOBMEHHLIMM MpaBuMnaMu NyTem npocTaBreHus
HeobXxoaNMbIX PEKBU3UTOB,;

YHU(ULMPOBAHHasA hopma AOKYMEHTa - COBOKYMHOCTb PEKBM3WTOB M TUMOBbLIX (DParMeHTOB TeKcTa [OKYMEeHTa,
YCTaHOBJIEHHbIX B COOTBETCTBMU C pellaeMbiMU B [OaHHOW cdepe OeATeNbHOCTU 3agadvamy U pacrnorfioXeHHbIX B
onpeaeneHHoOM nopsiake Ha HocuTene MHdopMaLuu;

d)OpMMpOBaHI/Ie aena - rpynnmpoBka UCMOJIHEHHbIX JOKYMEHTOB B eJ10 B COOTBETCTBUU C HOMeHKﬂaTypOVI aen;

wabnoH 6naHka (yHMUUMPOBAHHOW POPMbI AOKYMeHTa) - OraHk AokymMeHTa (yHudumumpoBaHHas dopma
OOKyMeHTa), NpeACcTaBneHHbIN B 3NEKTPOHHOW hOpME;

3KCnepTM3a LEHHOCTM AOKYMEHTOB - M3y4YeHMe OOKYMEHTOB Ha OCHOBaHMU KPUTEPWMEB WX LEHHOCTW B LENsx
onpegeneHns CPoKoB XpaHEeHUs OOKYMEHTOB M OTOOpa MX Ansl BKIOYEHUs1 B cocTaB ApxuBHOro ¢poHga Poccuickon
depepauuy;

3NEKTPOHHbIN AOKYMEHT - JOKYMEHTUPOBaHHAA MHGOpMaLUms, NpeacTaBneHHasi B 3MeKTPOHHOW hOpMe, TO eCThb B
BMAE, NMPUIrogHOM ANsi BOCNPUSTUS YENOBEKOM C MCMOMb30BAHWEM 3MEKTPOHHBIX BbIYMCIAUTESNbHBLIX MaLUUH, a Takke
and nepegayv no MHPOPMaLMOHHO-TENEKOMMYHUKALNOHHBIM CETAM U 06paboTkn B MHPOPMAaUMOHHBIX CUCTEMAX;

3ANEeKTPOHHasA NOANUCH - MHPOPMaLUSA B SNEKTPOHHOW hopMe, KoTopas nNpucoeauHeHa K apyron uHgpopmaumm B
3NeKTpPoHHON chopme (NoAnUCLIBAEMOW MHpOpMaLUnN) UNN MHBIM 0Opa3oM CBsAi3aHa C Takow MHopMauuen n KoTopas
ncnonb3yeTcs AN onpegenexHis nuua, noanmcbiBaroLLero MHPoOpMaLmio;

3NEKTPOHHbIN 06pa3 AOKYMEHTA - ANEKTPOHHAs KOMus JOKYMEHTa, U3rOTOBSIEHHOrO Ha ByMaXXHOM HocuTene;

CKaHMpOBaHWe OOKYMEHTA - MOSyYeHne 3NEeKTPOHHOro obpasa AOKYMEHTa;

cucTemMa 3neKTPOHHOro AOKYMEHTOobopoTa - MHopMaumoHHasa cuctema, obecneymnsarowias cbop AOKYMEHTOB
(BKMNOYEHME JOKYMEHTOB B CUCTEMY), X 0O6paboTKy, ynpaBneHne 4OKyMeHTaMu U JOCTYN K HAM;

3MEKTPOHHbIN JOKYMEHTOO60POT - AOKYMEHTOOGOPOT C NPUMEHEHMEM UH(OPMALIMOHHON CUCTEMDI;

lopuanyeckas cuna OOKYMEHTa - CBOWCTBO OUUMAnNbHOTO [OKYMEHTa, coobLiaeMoe emy [eiCTBYOLLMM
3aKoHOZAaTeNbCTBOM, KOMMETEHLMEN U34ABLUIErNO €ro opraHa U yCTaHOBMIEHHbIM MOPSAKOM 0DOPMIIEHMS.

lll. COSOAHME OOKYMEHTOB
3.1. O0OLure nonoxeHus

3.1.1. JoKkymeHTbI, co3gaBaeMble B CrneacTBEHHOM KoMuTeTe, OoopMAsioTCA Ha OnaHkax, Ha CTaHOApTHbIX
nuctax 6ymarn cpopmata A4 (210 x 297 mm), A5 (148 x 210 mm) (gonyckaeTca NpUMEHeHUe nMcToB Bymarn dopmara
A3 (420 x 297 mm) n cdopmata A6 (105 x 148 MM) unu B BUOE INEKTPOHHbLIX AOKYMEHTOB M OOJDKHbI UMETH
YCTaHOBIEHHbI COCTaB PEKBU3NTOB.

Kaxgbin nUCT JoKyMeHTa, OOPMIIEHHbIV Kak Ha OnaHKe, Tak U Ha CTaHO4AapTHOM NucTe Oymaru, JOIPKEH MMETb
nons He meHee 20 mm - neBoe, 10 MM - npasoe, 20 MM - BepxHee 1 20 MM - HUXHeeE.

Mopsgok obecnevyeHns U3roTOBMEHUS, y4eTa, COXPAaHHOCTM U MCMONb3oBaHMs repboBbiX BnaHKoB yCTaHOBIEH
npukasom lMNpeacenatens CnencreeHHoro komuteta Poccuickon depepaumm ot 15 aHeapsa 2011 r. N 8 "O rep6oBbix
BnaHkax gokymeHToB CriegctBeHHoro kommuteTa Poccuiickon depgepaunmn’.

3.1.2. lMpu nogrotoBke AOKYMEHTOB Ha KOMMbIOTEPE WUCMNOMb3yeTcs TeKCcToBbIM pegaktop "Microsoft Word" ¢
npumMmeHeHvem wpudta "Times New Roman", pasmep wpudta 13, 14, 15, a Tarwke anNeKTPOHHbIE WabnoHbl 6riaHKoB
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[OKYMEHTOB.

|_|pl/l neyaTaHum Tabnuu, Takke MOXHO MUCMONb30BaTb LLIpI/ICbTbI Opyrux pasmepos.

O6pasubl 6raHKoOB M 3NeKTPOHHbIEe WabnoHbl 6naHkoB gokyMeHToB CneacTBEHHOro koMuTeTa yTBepXaakTcs
Mpencenatenem CnencreeHHoro komuteta Poccunckon ®egepaumn.

3.1.3. I'IpM NCNOJTHEHUN, BU3NPOBaHUMN 1 NoANNCaHNN OOKYMEHTOB UCMNOJIb3YHTCA YepHuna CUHero, (bl/IOJ'leTOBOFO
U1 4YepHoro useTa.

3.2. Buabl pekBM3nTOB 1 NOPSAOK MX MPOCTaBIeHns
Ha AOKyMeHTax

3.2.1. Mpw co3gaHmm gokymeHToB B CriejCTBEHHOM KOMUTETE UCMONb3YHTCA Creayomne pekBU3nNTbI:
locymapcTBeHHbIV repb Poccuiickon depepaumu;

HanmeHoBaHne CreacTBeHHoOro kommuteTa Poccuinckon (De,D,epaLl,l/II/I, noapasgenieHna UeHTparbHOro annaparta
CnepncTBeHHOro komuTeTa, CrieCTBEHHOro OopraHa, yydpexneHud, opraHmsaumn CnencTBeHHOro KOMUTETA;

cnpaBoyHble AaHHble 0 CneactBeHHom komuteTe Poccuickon ®degepaumn, noppasfeneHun LeHTpanbHoro
annaparta CneacTtBeHHOro komuTeTa, CrneaCcTBEHHOM opraHe, yupexxaeHun, opraHmsauun CnegcTBEHHOro KOMUTETA;

MECTO COCTaBrieHus (M34aHus) AOKYMEHTA;

AaTta JOKYMEHTa;

perncTpaumoHHbIN HoMep JoKymeHTa CrnegCcTBEHHOTO KOMUTETA;
ncxogsLWmMn Homep JokymeHTa CrieCcTBEHHOMO KOMUTETA;
CCbifika Ha UCXOSALLMI HOMEp U AaTy AOKYMEHTa agpecara;
appecar;

BV OOKYMEHTa;

HavMeHoBaHWe NMB0o aHHOTaUMsA JOKYMeHTa (3arofioBOK K TEKCTY);
TEKCT AOKYMEHTA;

OTMETKa O HanM4mum NpUNoXeHuI;

rpudp cornacoBaHus;

B13a;

MOANUCb OOIMKHOCTHOIO NnLa;

rpud yTBEPXKAEHMS;

OTTWCK NnevaTu;

OTMEeTKa O 3aBEPEHUN KOMuu;

oTmeTka 06 ncrnonHuTtene;

yKasaHus1 MO UCTIONHEHNIO OKYMEHTA;

OTMeTKa O KOHTpOJie 3a UCNoJIHeHNEeM OOKYMEHTa;
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oTMeTKka 06 MCnonHeHnn OOKYMEHTAa;
OTMEeTKa O NOCTynreHnn OOKyMeHTa.
CocraB PEKBU3INTOB KOHKPETHOIo AOKyMeHTa ornpeaendeTca ero Bngom n HasHa4veHunem.

3.2.2. N3obpaxenne MocyaapcteeHHoro repba Poccuiickon depepaumm nomewlaoT Ha 6naHkax LOKYMEHTOB B
cooTBeTCTBMM ¢ PepepanbHbIM KOHCTUTYLMOHHBLIM 3akoHoM OT 25 pgekabpsi 2000 r. N 2-OK3 "O [NocymapcTBEHHOM
repbe Poccurickon ®egepaunn”, noctaHosnexHveMm lpaeutensctBa Poccuiickon ®egepaunm ot 27 gekabpsa 1995 r. N
1268 "OO ynopsgoYeHWM M3rOTOBIIEHUS, WUCMONb30BAHUSA, XPaHEHUs U YHUUTOXEHMs nevatenm u OGraHKoB C
BocnpousBeneHnem rocygapcteeHHoro repba Poccuinckon depepaummn”, rocygapcTBeHHbIM cTaHaapTom Poccuiickon
depepaumu roCT P 6.30-2003 "YHUMUMpPOBaHHbIE cUCTEMBI AOKYMeHTaumm. Cwncrema
OpraH13auUMoHHO-pacnopsaAnTENbHON AoKyMeHTaummn. TpeboBaHNst K ODOPMIIEHNIO JOKYMEHTOB".

3.2.3. HaummeHoBaHue CreacTBEHHOrO KOMWTETA, CIEACTBEHHOrO oOpraHa, YydpexaeHusl, opraHusauum
CrnepncTBeHHOro koMMTETa, NoMeLaemMoe Ha bnaHkax AOKYMEHTOB, AO/MKHO COOTBETCTBOBATL NMOSIHOMY OdmLmMansHOMY
W  YCTAHOBMEHHOMY COKpalleHHOMY HauvmeHoBaHuto CrneacTBeHHoro komuTeTa Poccunckon  ®Depepauum,
CNeaCTBEHHOrO opraHa, yupexaeHus, opraHmdauun CneacTBeHHOro KoMmuTeTa.

HamveHoBaHne CneactBeHHoro komuteta Poccuiickon ®Pepepauumn ykasbiBaeTcs Hag HaUMEHOBaHMEM
CNeaCcTBEHHOrO opraHa, yupexaeHus, opraHmdauun CneactBeHHOro KoMmuteTa.

3.2.4. CnpaBoyHble gaHHble 0 CrneAcTBEHHOM KOMUTETE WIN CIeACTBEHHOM OpraHe, y4pexaeHuu, opraHusaumm
CnefOcTBeHHOro KOMMTETa YKasblBalOTCs B Creaylowmx GnaHkax: obwwui yrrnoBol repOoBbiii GrnaHK AOKYMEHTOB
CrneacTBEeHHOro opraHa, ydpexaeHWus, opraHusauuu; yrrnoBoi repGoBbIii GnaHK Ons nucem crneAcTBEHHOro opraHa,
YUYPEXOEeHWsl, opraHnsaunm; obLLMIn NpoAonbHbIA repboBbIN G61aHK JOKYMEHTOB CrneACTBEHHOrO opraHa, yYpexaeHus,
opraHuM3aumMum W BKM4YalT B cebs: nodtoBbli agpec CnegcTBEHHOrO KOMWUTETa, MoapasgerieHusl LeHTpanbHOro
annapaTa CrneacTtBeHHOro KOMMTEeTa UMK CNeACTBEHHOIO opraHa, yupexaeHusi, opraHmsaumm CneacrBeHHOro kommuteTa
<1>.

<1> B cootBetcTBUM C Npukaszom [llpencenatens CnepcrtBeHHoro kommuteTa Poccuiickon ®epepaunmn ot 15
saHBaps 2011 r. N 8 "O repboBbix 6raHkax gokymeHToB CneacTBeHHOro komurteta Poccuiickon Pegepaummn”.

3.2.5. HaumeHoBaHne Buga usgasaemoro gokymeHta ("MPUKAZ", "TIPOTOKOI", "AKT") BkrntoyaeTcsa B GnaHk
COOTBETCTBYIOLLIErO BUAA OKYMEHTa UK yKasbiBaeTCA COCTaBUTENEM NPU NOATOTOBKE JOKYMEHTA.

HavmeHoBaHWe Buaa OOKyMeHTa HeoGXoAMMO ykasbiBaTb Ha 06LMX repboBbIX GriaHkax 4OKYMEHTOB C YriOBbIM
WM MPOAOSIbHLIM PACMONIOKEHNEM PEKBU3UTOB, Ha KOTOPbIX OMOPMISOTCA 3afdaHusi, 0630pbl, MeToauveckue
pekomeHaauuu u ap.

HanmeHoBaHve BuOa AOKYMEHTa He yKasblBaeTCsl Ha YrnoBbiXx repboBbix OnaHkax nns nucem, KoTopble
MCNonb3ylTcsa AN O0OPMMAEHUA UCXOOALWMX MUCEM - OTBETOB agpecaTaMm M WHbIX MUCEM, KOTOpble HEe MMERT
HaMMEeHOBaHUN.

PekBnant "Bug pgokymeHTa" neyataetcs MNponuUCHbIMU GykBaMu MonyxupHeiM wpudgTom N 14 Bpaspagky c
MHTepBarnoM "paspexeHHbli Ha 2,5 NT <1>" n pacnonaraeTcs cnegywLmmMm obpasom:

<1> [yHKT (coKkpallleHHO - NT, N) - NPUHATaa B U3gaTenbCKOM [ene eauHula uamepeHns, pasHasa 1/72 gwonma
(0,376 mm). OTa eguHMua u3MepeHus ucnonb3yeTcd B TekcToBOM pepaktope Word gns obosHavyeHusi pa3mepos
LPUPTOB N NHTEPBANOB.

LEHTPOBaHO MO LUMPWUHE NUCTa - NPWU U3roTOBMEHUW TunorpadCckMMm crnocoboM npoaonbHbIX repboBbix HGnaHkos
OpraH13auUMOHHO-PaCNoPAANTENBHBIX JOKYMEHTOB CNeACTBEHHbIX OPraHoB, yupexaeHuin, opraHnsaumn CneacTseHHOro
komuteTa (MPUKA3, PACNOPAXXEHWNE, YKASAHUE);
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noA YrnoBbiM LUTAMMOM C HavMEHOBaHWEM W CNpPaBOYHbIMW AaHHbIMW OpraHusaumm Ha repbosbix GnaHkax
OOKYMEHTOB  CreACTBEHHbIX OPraHoB, YYpexaeHwn, opraHusaumn CregcTBeHHOro KomuTeTa € YIOBbIM
pacnonoxeHveMm peksusutos (SAOAHUNE, CIPABKA v gpyroe);

LLEHTPOBAHO MO LUMPUHE TEKCTOBOTO MOMNSA AOKYMEHTa OT BEPXHEW rpaHuLbl TEKCTOBOMO MOMS UM Ha PacCTOSHMM
OLHOro-ABYX MEXCTPOYHbIX WHTEPBAINOB OT MpedblayLlero pekBuM3uTa npu CO3OaHUM OOKYMEHTOB Ha NpPOOOJibHbIX
repboBbix OnaHkax CrNEeACTBEHHbIX OPraHoB, Y4YpeXAaeHur, opraHusaumm CneacTBEHHOro komMuTeTa WM Ha
CTaHOapTHbIX nuctax Oymarm c¢opmata A4 (MOJIOKEHUE, WHCTPYKUMA, OB30OP, METOOUNYECKUE
PEKOMEHOALWW, PELLEHNE, PAMOPT, OOKIAOHAA 3AMUCKA n gpyrue), BbiaenseTca Nnony>XMpHbIM LLPUGTOM 1
BblpaBHUBAETCHA MO LIEHTPY.

3.2.6. MecTo cocTaBneHus Unu n3gaHus AOKyMeHTa yKasblBaeTCsl B OpraHn3aunoHHO-pacnopsaanTenbHbIX U MHbIX
nokymeHTax CrefCcTBEHHOTO KOMUTETA, NOApasfderieHuin LeHTpanbHoro annapata CneactBeHHOro KOMMUTETa,
CNEACTBEHHbIX OPraHoB, Yy4ypexaeHun, opraHm3daumi CneacTBEHHOrO KOMWUTETA, 3a WUCKIOYEHMEM [OOKYMEHTOB,
0pOpPMIEHHBIX Ha 0BLLMX YrNoBbIX repboBbIX GaHKkax 1 yrnoBbix repboBbIX 611aHKOB AN MUCEM.

MecTo cocTaBneHuss vnu wusgaHua [OKYMEHTa ykasblBalOT Takke B TOM Crnyvae, ecnu 3aTpygHeHo ero
onpegerneHue no peksmantam "HammeHosaHve opraHusaummn” n "CnpaBoyHble AaHHble 06 opraHusauun”.

MecTo cocTaBrneHusi N U3gaHus ykasblBaloT C Y4ETOM YCTaHOBMEHHOro agMUHUCTPaTUBHO-TEPPUTOPUArbHOMO
OeneHns, OHO BKIoYaeT B ce6s TONbKO OBLLENPUHATLIE COKPaLLEHUS.

3.2.7. JaTon ookyMeHTa siIBNAeTCH AaTa ero noanucaHusa (B TOM Yucne nucbma, OOKNagHOW 3anucky, panopTa,
akTa), YTBEPXOEHUS UNWM peructpaumm (B TOM 4ucrne npukasa, pacrnopsikeHUsl, UHCTPYKUUW, MONOXEHWs, npaBuna,
pernamMmeHTa, MnaHa, otyeta) vunu cobbiTus, 3adMKCMPOBAHHOMO B JOKYMEHTE (B TOM YMCME pEeLUEHUE KOmmneruwu,
NPOTOKOJT 3acefaHusl Konserny, onepaTMBHOIrO CoBeLLaHus).

|_|pl/l coBMeCTHOM nognucaHnm OOKYMEHTOB paTon OOKYMEeHTa dABndAeTCA Oata WUCNOJIHEeHUA bonee nosgHen
noanncu.

[lata gOKyMeHTa NpoCTaBnAeTCcsa OMKHOCTHLIM MULIOM, NMOAMWUCHLIBAIOWUM UMW YTBEPXAAOLMM AOKYMEHT, UM B
oTAenax [OOKYMEHTALMOHHOro obecredyeHns, noapasdeneHusx [OenonpousBOACTBa  LieHTpanbHOro annapara
CneOcTBeHHOro KOMWTETA, CNEACTBEHHbIX OpraHoB, Yy4ypexaeHwih, opraHusauuii CneacTBeHHOro KOMUTeTa,
paboTHMKaMK Oenonpon3BOACTBa NpU perncTpaumum 4OKYMeHTa U HernocpeacTBEHHO COCTaBUTENEM Mpu NOAroToBKe
AOKYMeHTa, KOTOpbIii OH JOMMKEH noAnucaTb caM (QoKNagHas 3anucka, paropT, 3asiBrieHue).

[aty pokymeHTa ocdopmnaoT apabckumm uudpamn B nocrnegoBaTeNbHOCTU: AeHb Mecsaua, mecaud, rog. [eHb
Mecsila M Homep Mecsiua ocopMnstoT ABYMS napamu apabckux uudp, pasgeneHHbIMU TOYKOW; rof - YeTblpbMs
apabckumm umdppamm: 01.02.2011.

[onyckaetca n crnosecHo-undpoBor cnocob odopmnenns gatel, Hanpumep: 1 despana 2011 r.; 25 aBrycta
2011 roga.

B TekcTe OOKyMeHTa He JOMycKaeTcsl OAHOBPEMEHHOE MPOCTaBneHne AaTtbl LMGPOBbLIM U CNOBECHO-LM(POBLIM
cnocobamu.

3.2.8. PeructpauunoHHbin HOMep AOKYMEHTa NpOCTaBnseTcsl B COOTBETCTBMM C CUCTEMOWN perncTpaumm, NnpuHATON
B UeHTpanbHoM annapate CneacrBeHHOro KOMWUTETA, CMEACTBEHHOM OpraHe, y4YpeXxneHuu, opraHvsauum
CnepgcTBeHHOro KomuteTa.

PervctpaunoHHbii HOMep npucBamBaeTCca AOKYMEHTY Mocrne ero noanucaHus (yreepxgeHus) nubo nocrne ero
nony4YeHns n npegBapuTenbHOro PacCMOTPEHUS.

3.2.9. Vcxogawmn HoMep OOKYMeHTa MpoCTaBnseTcs B COOTBETCTBUM C NOPSLKOM peructpauun, npuHATOM B
LeHTpanbHOM annapare, cneacTBEHHOM OpraHe, ydpexaeHuu, oprannsaumm CrnegCcTBEHHOro kKoMuTeTa.

Mexogsawmin HOMep npmuceanBaeTCA OOKYMEHTY Nnocrne ero nognncaHuna (yTBep)K,U,eHVIﬂ).

Mpu HanpaBneHun [OKyMeHTa agpecaTy, B TOM 4MChe Npuv BHYTPEHHEN nepenvcke B MoapasfeneHusix
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LueHTpanbHoro annapata ChneacTBEHHOrO KOMWTETA, CIEACTBEHHbIX OpraHax, YYpexaeHusiX, OpraHusaumsx
CnefcTBeHHOro KomuTeTa, B KayecTBe UCXOAALLEro Homepa AOKYMEHTA MOXET yKasblBaTbCsH €ro pervcrpauuoHHbIN
HoMep.

3.2.10. Ccbinka Ha MCXOAAWMIA HOMEp M OaTy AOKYMEHTa agpecaTa BK0YaeTcsl B COCTaB PEKBM3WUTOB OraHka
nMcbMa 1 NPOCTaBNAETCA UCMOMNHUTENEM MpK NoAroToBKe OTBeTa.

3.2.11. lNpn agpecoBaHUn OOKYMEHTa B OpraH rocyaapCTBEHHOW BNacTuU WM WHOW rocy[apCTBEHHbIN OpraH,
opraHusauuio unu nogpasgeneHune (6e3 ykazaHusa OOMKHOCTHOIO Nnua) Nx HauMeHOBaHUS MULIYTCA B UMEHUTENBHOM
nagexe, Hanpuvep:

MMHMCTEPCTBO OOOPOHEBL
Poccurnickon denmepaumm

nnu:

[IpaBnTEJIECTBO
Poccuiickon demepauuu

Ecnu OokymMeHT HanpaBnsieTcsi pyKOBOAMTENO opraHa rocyAapCTBEHHOW BracTU MMM MHOTO rocyAapCTBEHHOro
opraHa wnuM opraHusauMm nmbo ux 3aMecTUTensM, WHbIM OOSPKHOCTHbIM  fvMuaM, HavMeHOBaHWe opraHa
rocyJapCTBEHHOM BNacTW MMM MHOMO roCy4apCTBEHHOrO OpraHa WM OpraHM3auum BXOAMT B COCTaB HaMMEHOBaHUS
OOMKHOCTN afpecaTta U OTAENbHO He yKasblBaeTcs.

ﬂpm agpecoBaHMn OOKyYMeHTa pyKoBOAUTENO OpraHu3auunm HanMeHoBaHWEe opraHm3auunm He BXoOUT B COCTaB
HanMeHOoBaHUA OOJMKHOCTU afgpecaTta, HauMeHOBaHMe OOJIKHOCTU oTaendaeTcda oaAnHapHbIM MEXCTPOYHbIM MHTEpBarioMm
COOTBETCTBEHHO OT HAMMEeHOBaHUA opraHmn3auumn (yKa3bIBaeTCﬂ B UMEHUTEJIbHOM na/:l,eme), KrnaccHoro 4ymHa, BOMHCKOro
mnn cneunanbHOro 3BaHUA, KOTOPble YKa3biBAOTCA MNpU HeobxoguMmMocCTn, OT CbaMI/IJ'Il/II/I n unHMumanoB uMMEeHun u
otyectBa. B paHHOM Cny4yae HaumMmeHoBaHune OOJDKHOCTH, KNacCHbIN YMH, 3BaHWE U cbamvmvm YKa3blBalOTCA B
paTtenbHOM nagexe, Hanpumep:

OBmecTBEeHHAasa IajlaTa
Poccuiickon demepaumu

[lpencenaTesirow KOMUCCUA

10 OBIEeCTBEHHOMY KOHTPOJIIO
3a OeATeJIbHOCTBLI

n pedbopMMpOBaHMEM
IPaBOOXPAHUTEJILHEIX OPTaHOB
1 Cyne®OHO-IIPaBOBOM CUCTEMEL

n.0. dammnusa

Mpu ykasaHMKM KNacCHOrO YMHA, BOMHCKOIO MK cheuunanbHOro 3BaHns agpecaTa ykasbiBaeTcs cneumanbHoe Unm
BOMHCKOE 3BaHWe, KNacCHbIA YMH JOSMKHOCTHOMO Nvua, NOANUCaBLUEro JOKYMEHT.

Bo BHYTPEHHUX OOKYMEHTax (ﬂ,OKJ’IaJJ,HbIX 3arnnckax, 3adaBlieHndax n T.I'I.) 00nyCckaeTcd cneunarnbHOe Ui BOMHCKOE
3BaHWeE, KIaCCHbIN YNH He YKa3blBaTb.

B pekBusnte "Appecat" ponyckaeTcs WUCMNOMNb30BaTbh O(uUManbHO MPUHATBHIE COKpalleHHble HauMeHOBaHWUS
OpraHoB rocyfapCTBEHHOM BRacTU WM WHbIX TOCY4ApPCTBEHHbLIX OpraHoB, OpPraHoOB MECTHOrO CaMoyrnpaBiieHus,
opraHusaunin.

MouToBLIN agpec B cocTaBe pekBuauTa "Agpecat” ykasbiBaeTCs B MNOCMeAOBaTENbHOCTW, YCTaHOBMEHHOM
[MpaBunamm oOkKasaHWA YCNyr MNOYTOBOM CBA3W, YTBEPXAEHHbIMM nocTaHoBneHnem [lpaButensctBa Poccuiickon
®epepaummn ot 15 anpensa 2005 r. N 221 "O6 yTtBepxaeHumn [NpaBun okasaHusa ycrnyr no4yToBol cBsAsu" (ganee -
MpaBuna okasaHus ycryr NOYTOBOW CBA3N).

MouToBbLIN afpec He yka3blBaeTCA B OOKYMEHTaXx, HanpaBlideMbIX B BbICLLUME OpraHbl FOCy,ElapCTBeHHOVI BracTu,
cbe,u,epaanble OpraHbl NCMNONHNTENbHON BNACTW, CIIEACTBEHHbIE OpraHbl.
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Mpu agpecoBaHMM OOKYMEHTa OOIMKHOCTHOMY NULY UHULMAN UMEHU U MHULMan oT4yecTBa (ecnu umeeTcs, nanee
- MHUUManbl) ykasbliBaloTcs nepes damunmeit, npu agpecoBaHum YacTHOMY Nuuy - nocne damunmu.

Ctpokun peksusuta "Agpecat" LEHTPUPYIOTCA OTHOCUTENbHO CaMoOW AfIMHHOW CTPOKU UMM BbIPaBHMBAKOTCA MO
neBoMYy Kpato.

Ha mexgyHapoaHbIX MOYTOBbIX OTMNpaBneHuAX agpec NUeTcd naTUHCKMMM BykBamu n apabcknumn umdpamu.
JonyckaeTcs HanucaHue agpeca Ha A3blke CTpaHbl Has3Ha4YeHWst Mpu YCroBUW MOBTOPEHWS HauMEHOBaHWUSA CTpaHbl
Ha3HayeHnsa Ha pycckoMm A3blike (0. 22 NpaBun okasaHUA ycryr NOYTOBOW CBA3N).

3.2.12. HanmeHoBaHMe nubO aHHOTauMsA [OOKYMEHTa (3arofioBOK K TEKCTY) AOMKeH ObiTb KpaTKUM, TOYHO
nepegaBaTb coaep)KaHne AOKYMEHTa U COrnacoBbIiBaTbCs C HAMMEHOBAHMEM BMAA AOKYMEHTA, Hanpumep:

npukas "o yem?": "O mMepax No opraHM3auun nNnpeaBapuTenbHOro creacTens”.

HanmeHoBaHne nubo aHHOTaLMA OOKYMEHTa (3arofiloBOK K TEKCTY) OOMmKeH ObiTb BO BCeX [OKyMeHTax, 3a
UCKIIOYEHMEM OTBETOB rpaxkgaHam, afBoKkataMm, CONpoBOAUTENBHbLIX NUCEM, a Takke TenerpaMmm n TenedoHorpamm.

HanmeHoBaHue Nnbo aHHOTaUMst JOKYMEHTa (3arofioBOK K TEKCTY) neyataeTcs nog pekesnsmtomM "HanvmeHoBaHme
BMaa p,oxymeHTa" Ha pacCToAHUN OT HEro B 0AnH-ABa MEeXCTPOYHbIX MHTepBana:

B TMPOEKTax HOPMaTUBHbIX MNpPaBOBblX akToOB W OpraHun3auMOHHO-pacnopAaAgnuTesibHbIX OOKYMEHTOB, WHbIX
LOOKyMeHTax, Oq)OpMJ'IeHHbIX Ha nNpoaoJibHbIX I'ep6OBbIX OGnaHkax crefCcTBeHHbIX OpraHos, yqpex(,u,eHMVl, opransau,MPl
CrnepncTtBeHHOro komuTeTa, - Mo LWNpUHe CTpaHuubl Hag TEeKCTOM LEeHTpPpOBaHHbIM cnocobom u BblpaBHMBaAeETCA MO

LEHTPY;

Ha [OOKYMeHTax, ogpOpMIeHHbIX Ha repboBbiX GraHkax C YrroBbiM PacrofioXKeHNeM PEKBU3UTOB, - B JIEBOM
BEPXHEM YIIy TEKCTOBOrO MONS rof YepToi Ans ykasaHust AaTbl U HOMepa AOKYMeHTa YITNOoBOro WtamMna 6naHka 6es
ab3auHoro oTcTyna OT NEeBOW rPaHNLIbI TEKCTOBOrO MOrS.

HaunmeHoBaHve nnbo aHHOTaUMsA OOKYMEHTa (3arofoBOK K TEKCTY) OTAENSEeTCs OT nNpeablayLiero peksusurta u ot
Tekcta npobenamyv B OOMH-OBa MEXCTPOYHbIX MHTepBana, MOXET 3aHMMaTb HECKOSIbKO CTPOK C MEXCTPOYHBLIM
MHTepBarnom "To4yHo 12 nt" no 28 - 30 3HaKOB B CTPOKeE.

B kOHLe 3arofoBKOB K TEKCTY ToYKa He cTaBuTCA. MepeHoC CroB B 3aronoBkax AOMYCKAeTCsl B UCKMHOUUTENbHbIX
cnyvasx.

3.2.13. [JOKyMeHTbl COCTaBMSATCSA Ha PYCCKOM 3blKe Kak rocydapCTBeHHOM s3blke Poccuiickon depepauun.
TeKCT JOKyMEeHTa manaraeTcsi nuTepaTypHbIM SA3bIKOM C Y4€TOM OCODEHHOCTEN oduuManbHO-4ENOBOro CTUNs, BuAaa
OOKyMeHTa 1 ero Ha3Ha4eHuA. Co,uepmaHme OOKyMeHTa AOOJIKHO ObITb N3NMOXEHO KpaTko, NOrM4HO, TOYHO N ACHO.

TeKkcTbl AOKYMEHTOB M3naratoTcsi OT:

1-ro nuua eauHCTBEHHOrO 4Wcna: MpWKasbiBalo... MOArOTOBUTbL M MPEACTaBUTbL Ha PaCCMOTPEHME; NpOoLLy
paccMoTpeTb BOMpoc 06 YCTaHOBMNEHWUM NbroTHbIX TapudoB...;

3-ro nuua epguHcTBeHHoro uucna: ...IlMpaeButenbctBo Poccunckon Pepepaumm MNOCTAHOBNSAET...; ...KOMNerus
pewunna...; CJ‘Ie,EI,CTBeHHbIVI KOMUTET HEe CHUTaET BO3MOXHbIM...;

1-ro nuua MHOXECTBEHHOro 4ucna: npocuM npeactaBnTb AdaHHble O...; nNpeacrtaBndAeéM Ha pacCMOTpeHune un
yTBepXxXaeHue...; B MNPOTOKO1aX: Criywarnm...; BbICTYNMAINN...; peinimn (I'IOCTaHOBVIJ'II/I).

B coBMecCTHbIX OOKYMeHTaX TeKCT n3nararoT OT NepBoro nmua MHOXeCTBEHHOIo Yucna: npukasbiBaeM.., peLunnu...

B TekcTax 3akoHogaTeNlbHbIX W WHbIX HOPMAaTMBHLIX MPaBOBbIX aKTOB WCMOMb3YOTCA rnaronbl B dpopme
HacTOsILLEro BpeMeHw, NpuaatoLLme TEKCTY NpeanucbiBaloLLMi XxapaKTep, Hanpumep:

"Busa Bknovaet B cebs HaMMeHOBaHWE [AOMMKHOCTU pykoBoaAuUTENA MUHUCTEPCTBaA (Beﬂ,OMCTBa) mnnn ero
3aMeCTUTend n NIMYHYK noanmncb BUSUPYKOLLETO, paCLLII/IC*)DOBKy noanncun n ,u,aTy";
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"HopmaTtmBHble npegnucanHns oOpMISOTCA B BMAE MYHKTOB, KOTOPble HyMepykTcsa apabckumu uudpammn ¢
TOYKOW M 3arofioBKOB HE UMeIoT".

B cnyyae Hanuuusa B TeKCTe AOKYMEHTa, CCbifiKM Ha 3akoHodaTerlbHble U WHble HOpMAaTMBHbIE MPAaBOBbIE aKTbl
yKa3blBaeTCs HauMeHoBaHWe BuAa HOPMaTVBHbIX MPaBOBbIX akTOB, HAMMEHOBaHWE opraHa, U3gaBLUero HOpMaTUBHbIV
NpaBoOBOWM akKT, AaTa MPUHATUA WU YTBEPXKAEHUS AOKyMeHTa, ero HOMep, 3arofioBOK AOKYMEHTa, 3aKMiOYeHHbIn B
KaBblyKM, a Takke oduuManbHbIi WUCTOYHUK onybnukoBaHusd. Ecnv B TeKkcTe [OKyMEHTa WMeeTCs CCbiflka Ha
HOPMaTUBHbLIV MPaBOBOW aKT, 3apermcTpupoBaHHbii B MuHiocTe Poccuu, TO ykasblBaeTCs Takke perncrpauuoHHbIV
HOMep, MPUCBOEHHbIM akTy MwuHilocToM Poccum npu rocygapCTBEHHOW perucTpauuun, U gaTta rocyaapcTBEHHOWM
peructpauumm.

ﬂpm CCblllke Ha yTBep)K,D,eHHbIIZ HOPMAaTMBHbIM MNPaBOBbIM aKTOM [OOKYMEHT, 3arofloBOK KOTOPOro OTpaXeH B
3arosyioBke HoOpMaTMBHOIO NPaBOBOro akTa, 3arofioBOK NnocrieaHero MoXxeTt He yKa3biBaTbCA, Hanpmnmep:

"B cootBeTcTBUN C [NpUMEPHBIM MOMOXEHNEM O MOCTOSHHO AEWCTBYIOLLEN 3KCNEPTHON KOMUCCUUN YUYpeXxaeHus,
opraHusaumm, NpegnpuaTus, yTeepxxaeHHbIM npukasom Pocapxmea ot 19 aHBaps 1995r. N 2...".

Ecnu Tekct COoAepPXNT HECKOJTbKO nopyquMVl, peLueanZ, BbIBOJOB, B TEKCTE BblOENATCA pa3gesibl, nogpas3genbl,
NYHKTbI, NOANYHKTbI.

B TekcT OokymeHTa MOryT BKMYaTbCA dparMeHTbl, OOpPMIMEHHble B Buge Tabnuubl wMnM aHkeTbl (B
HOPMAaTUBHbLIX NPaBOBbIX aKTax U OpraHW3auMOHHO-pacNopPAAUTENbHBIX AOKYMEHTax OHWM MOryT OhOpMASATLCS B BUAe
NPUMOXEHUI).

CTpaHuubl TEKCTa HyMepyoTca apabckumu umndpamm Hag BEpXHEN rpaHuLEe TEKCTOBOrO Monsi (B KONMOHTUTYE),
LeHTpupoBaHHbIM crnocobom. Pasmep wpudTa undp AOMmMKEeH COOTBETCTBOBaTb pa3mepy LpudTa TekcTa AOKYMeHTa
Unun GbITb MEHbLLIE €ro Ha 2 Kerns.

3.2.14. OTmMeTKa 0 HanuyMu NpPUNoXeHU Ucnonb3yeTcs NP 0POPMITEHUN OKYMEHTOB, K KOTOPbLIM MpuiaratoTcst
Apyrve OOKYMEeHTbl, yKasdaHHble (UMM He ykasaHHble) B UX codepKaHuu. HukakMx OTMETOK Mpu 3TOM Ha npunaraembix
JOKYMEHTax He NMpocTaBnseTcs.

OTmeTKa 0 HanMuMm NpUNOXeHnst opopMsaeTcs No4 TEKCTOM AOKYMEHTa OT rpaHuLbl IeBOro nons vyepes npoben
B OOWH MEXCTPOYHbIA MHTEpBan OT nocrnegHen cTpoku Tekcta. Cnoso "MpunoxeHne" neyataetcs ¢ NponucHomn Bykebl
0e3 KaBblyek, NoCne Hero CTaBuUTCA ABOEToYME. TEKCT peKkBM3nTa nevataeTcs ¢ MeXCTPOUHbIM UHTEPBANoOM "To4Ho 12
nT".

Ecnu npunoXxeHne Ha3BaHO B TEKCTE OOKYMEHTa, B OTMETKE O MNMPUNOXKeHNUN yKa3blBaeTCA KOJIM4YEeCTBO JINCTOB U,
npu HeobXxoOuMOCTH, KONTMYECTBO 9K3eMMJIAPOB NPUNoXXeHmna, Hanpumep:

MpunoxeHue: Ha 3 Nn. B 2 9Kk3.

Ecnu OOKYMEHT MMeeT NpurnoXxeHume, He Ha3BaHHOE B TEeKCTe, TO YKa3bIiBaloT B npunaraeMoro JoKymMmeHTa n/vnn
€ro 3aroJioBoK 1 KoOJIn4ecCcTBO JINCTOB, HAanpunmep:

MpunoxeHue: 3amedaHns K NPOEKTY NHCTPYKUMKN Ha 12 1.
Mpy HaNUuMM HECKONbKUX MPUNOXEHUA B OTMETKE O MPUITOXKEHUN OHUM HyMepytloTca apabckumu uudgpamm 6e3
npoctaBneHus 3Haka "N" nepen nNOpsSAKOBbIM HOMEPOM, YKa3blBalOTCS HAMMEHOBaHUS KaXKOOro MpUroXeHus,

KOJMM4€eCTBO JIUCTOB U KOJINYECTBO 3K3EMIMIIAPOB, HANpumMep:

IpunoxeHne: 1. 3BakjoUeHMe Ha NPOEeKT ... Ha 3 J. B 2 B3K3.
2. CnpaBka o mopaborke ... Ha 2 J. B 1 3K3.

Ecnu NPUIOXeHnA CGpOLIJIOpOBaHbI, TO KOJIM4ECTBO JINCTOB HE YKa3biBaeTCA.

Ecnn Kk [OKyMEHTY npunaraetcs ApYroi [OOKYMEHT, Takke WMELUMIA MpUroXeHne, OTMETKY O Hanuuum
NpUNoXeHNUst opopMnsOT CrieayoLmnm obpasom:
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HpMJ’[O)KeHMe! IMCBMO 3aMeCcCTUuTe s a HpeﬂcenaTeJ‘[H CyiencTBEHHOTO KoMUTETa

Poccuiickoy denmepaumy OT (maTa M HOMEP IOKYMEHTA) U MNPUJIOXEHUE K
HeMy, BCeTro Ha /7 J.

Ecnn npunoxeHue HanpaBnsieTcs He BCEM yKasaHHbIM B JOKYMEHTe agpecaTam, TO OTMETKY O ero Hanuium
0hopMIIAIOT crieaytoLmm obpasom:

IpunoxeHue: xajoba llerpora II.II. ® NOPUIIOXEeHME K HeM, BCero Ha 5 J., TOJBKO
B IIepPBBII azpec.

Ecnun K NMUCbMY npunaratoTca UeHHble U JNn4YHble ﬂOKyMeHTbI(HaCHOpT,ﬂMHHOM,CBMﬂeTeﬂbCTBa n ﬂp),OHM
nepevyncnarTca C yKa3aHuemMm Buaa OOKyMeHTa, ero Homepa,(pammnmm N nHuumanoB Bnagenbua, HanMeHOoBaHUA
opraHun3auumu, BblOaBLLEN OOKYMEHT, OaTbl Bblaa4yun, HanpumMep:

Ipunoxenme: nurygoM N AB 000000 =Ha MS VIBaHOBaA n.m. o6 OKOHUAaHUM
BoeHHOTO MHCTMTyTa, BHIaH 25.06.1986.

Mpv HanpaBrneHWM YrorioBHbIX, [PaXOAHCKUX, apbuTpaxHbIX Aen, MaTepuanoB MPOBepoK W  ApYyrux
COPOLLIOPOBAHHBIX JOKYMEHTOB YKa3biBaeTCS KONMYECTBO TOMOB, Harpumep:

MpunoxeHue: yronosHoe aeno N B 3 T.

an OOnbLLIOM KOnMYecTBe HpMHOWﬁHMﬁ Ha HUX COCTaBNAeTCA oTAelibHaA onncb, a B CaMOM OOKYMEHTE nocre
TEeKCTa yKa3blBaeTCA, Hanpumep:

MpunoxeHue: cornacHo onucu Ha 205 n.

YKasaHue Ha Hanuuue MpurnoXeHUs K HOpMaTMBHOMY MPaBOBOMY aKTy, OpraHuM3aLuOHHO-pacnopsauTensHOMY
OOKYMEHTY MPUBOAMTCS B COOTBETCTBYHOLLIEM MO CMbICITY MECTE ero TEKCTa CO CCbINIKOW "COrnacHoO NpuroXeHuo" (npu
HanM4Ynn HECKOMbKUX MPUMOXEHUIA OHU HYMEPYIOTCS, NPM 3TOM AOMycKaeTcsl ykasaHue 3Haka N), Ha nepBoi cTpaHuue
NPUNOXEHNS NULLETCS, HanpuMmep:

[punoxeHre N 1

kK npmkasy llpencenartensa
CjlegCcTBEHHOT'O KOMUTETAa
Poccurnickon denmepaumm
or 15.01.2012 N

B atom cny4ae npunoxeHue (NPUNOXeHUs) SBNAETCSA COCTABHOW 4acTbid HOPMAaTMBHOrO MNpPaBOBOrO akTa,
OpraHM3auMOHHO-PaCMoPAANTENBHONO [OKYMEHTA M MMEEeT CKBO3HYI0 HyMepauumilo CTpaHuLl, BMecTe C TEKCTOM
HOpMaTMBHOrO NPaBOBOrO aKTa, OpraHN3aLUVOHHO-PaCNOPSANTENBHOIO JOKYMEHTA.

Ecnu B TekcTe HOpMaTUBHOIO MPaBOBOrO akTa WM OpraHW3auMOHHO-pacnopsaguTENbLHOro AOKYMEHTa OaeTcs
ccbinka "yTBepauTb npunaraemyto UHctpykuuio (Monoxenwe, lNpasuna, lNepeyeHsb...)", TO Ha nepBON CTpaHuue
npunaraemoro pacnopsauTenbHOro akTa NULWeTCs, Hanpumep:

YTBEPXIEHA (O, H)

npukasoM llpencenarensa
CJleICTBEHHOT'O KOMUTETa
Poccumckon denmepaumn
oT N

B paHHOM cnyyae Hymepauusi CTpaHul WAeT OTAENbHO B KaXKAOM YTBEPXKOEHHOM MPaBOBOM [AOKyMEHTe
(MHcTpyKuMK, MonoxeHuu, MNpasunax, MNMepeyHe...).

Ha pokymeHTax, npunaraeMbiXx K HOPMaTUBHbIM MPaBOBbIM aKkTaM W OpraHWM3alvOHHO-PacrnopsaanTeNbHbIM
JOKyMeHTaM (B TOM YuCrie NpuKasam, pacrnopshkeHUsIM, ykasaHUsIM) NPOCTaBsieTCss OTMETKA O MPUIOXKEHNM, KoTopasi
pacronaraeTcs Ha NepBOM NIUCTe NpusiaraemMoro 4OKyMeHTa B MPaBoOM BEPXHEM YIIy.

KoHcynbTanTlNKoC

www.consultant.ru Crpanuua 12 13 94
HaeXHas npaBoBas noaaepXxkKa



http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas CK Poccun ot 18.07.2012 N 40
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Ecnn npunoxeHuin HeCKONbKO, OHM HyMepytTcs apabckumy umdpamm ¢ npoctaenenHnem 3Haka "N". Cnoso
"NpunoxeHne" neyataeTcd C MNpPONUCHOW OykBbl CTPOYHbIMKM OykBamu, 6e3 kaBbldeK. [pud NpUNoXeHWs MoxeT
BbINOMHATECA LEHTPUPOBAHHBLIM CMIOCOBOM.

Ecnn npunoxeHnem K HOpMaTMBHOMY MpPaBOBOMY akTy WM pacnopsiauMTenbHOMY [OKYMEHTY SIBMSOTCS
HEeCKONbKO YTBEPXKOAEMbIX [OKYMEHTOB, MO OTMETKOA O TMPUMNOXEHUW Ha KaxOoM npunaraemoM [OKYMEHTe
NpoCcTaBnsieTcsl rpudd YTBEPXKAEHWUs,, KOTOPbIA MevaTtaeTcss nponucHbiMu  BykBamu. [log HWM  yKa3blBarOTCS
HaMMeHOBaHVe BMaa OCHOBHOIO IOKyMeHTa, ero aarta u HoMep.

MpunoxeHnsa K HOPMaTVBHbBIM NPaBOBbIM aKTam W OpraHM3aLUVOHHO-pacnopsanTENbHbIM JOKYMEHTaM, B KOTOPbIX
MOMEeLLATCA PasnMyHOro poga nepeydHun, Tabnuupl, rpadukm, Tapudsbl, kapTbl, o6pasubl 6r1aHKOB, JOKYMEHTOB, CXEM,
TO eCTb WNMCTpaTUBHbIE MaTepuansl, He Tpebylwue yTBEpPXAEHUS AaHHbIM MPaBOBbIM aKTOM, OMOPMISAITCS
oTMmeTkon "TlpunoxeHne" n HymepytTCs, eCrin UX HECKOIBKO, C Yka3aHMeM Buaa 1 3aronoska HOpMaTUBHOIO NPaBoBOro
akTa WM opraHM3auMOHHO-pacnopsaaMTENbHOr0 AOKYMEHTa, K KOTOPOMY OHM npunaratotcs (6e3 ykasaHus Ha
perucTpaumoHHbI HOMep 1 AaTy nognucaHnsa 4aHHOro NPaBOBOro akTa), Hanpumep:

[IpunoxeHue N 2

K VHCTPYyKLUMM IIO IOEJIONPOM3BOINCTBY
Cj1egCTBEHHOT'O KOMUTETA
Poccurmickom denmepaumm

Ecnu npunoxeHnem B TakoM criyyae SABNSeTCH eAMHCTBEHHbIA A0KYMeHT, 3Hak "N 1" B OTMeTKe 0 NpUnoXXeHUn Ha
HeM He NpocTaBnseTcs.

HanmeHoBaHune HpMHOMGHMH(3aFOHOBOK npwnaraeMON)AOKymeHTa)pacnonaraeTCH Nno UEeHTPYy CTpaHuLbI. an
3TOM Ha TUTYJ1IbHOM NUCTE npunaraemMoro OoKyMmeHTa HoOMep CTpaHULbl HE YKa3biBaeTCA.

3.2.15. CornacoBaHue npoekTa [OKyMEHTa B MoApasgernieHMn LUeHTpanbHoro annapata CrneacrBeHHOro
KOMUTETa, CNEeACTBEHHOM OpraHe, yypexaeHuwn, opraHusdauum CreacTBEHHOro komuTeTa OGOPMASieTCs BU30M
YNONHOMOYEHHOro AOMKHOCTHOrO nuua.

KoHcynbTaHTlN0C: npnmMmeYvaHume.
MpunoxeHue N 2 k IHCTpyKUUn He NpUBOAUTCS.

CornacoBaHve [OKyMEHTa, CO3[aHHOro B LieHTpanbHOM annapate CrnefcTBeHHOro komuTeTa, CnegcTBEHHOM
opraHe, yupexaeHuun, opraHusaumm CrnefCcTBEHHOrO0 KoMuTETa C opraHamMmym rocyapCTBEHHOM BMAAcTM M WHbIMU
rocyapCTBEHHbIMU OpraHaMn 1 opraHusauusamu, ogopmnsaeTca rpudom (NMMcTom) cornacoBaHus (npunoxeHue N 2 k
MHCTpyKUMKM), NPOTOKOMOM MMM NMMCbMOM O COrflacoBaHWK1, Hanpuvep:

COTJIACOBAHO
ZamecTuTrent [lpencenarens
CJI1eICTBEHHOT'O KOMUTETA

Poccurickoy denepaluum

I[Tonnuce n.0. dammnmsga
HaTa

mnn

COT'JIACOBAHO

[ImceMO MMHKYJIBTYPEL Poccum
or 26.09.2009 N 01-18/115

pnd cornacoBanusi odopmnsieTcss noA peksuanTom "lognuck" Gnuke K HMKHEMY Kpat TEKCTOBOro Mofs
OOKyMeHTa.
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Ecnu copepxaHue OOKymMeHTa 3aTparMBaeT MHTEPEChbl HECKONbKUX OpraHusauun, rpyuddbl COrfacoBaHUA MoryT
pacnonaraTbCA Ha OTAENbHOM nucTe cornacoBaHna ¢opmata A4. Ha OCHOBHOM [OOKyMeHTE B MecTe,
npeaycMOTPEHHOM ANS pacnonoXeHus rpncoB cornacoBaHns, genaetcsa otMeTka "JIuct cornacoBaHus npunaraetcs".

CornacoBaHue NpOEKTOB NPaBOBbIX aKTOB OCYLUECTBMSIETCS B COOTBETCTBUM C PernameHtom CneacTtBeHHOro
komuteTa Poccunckon Gegepaumn.

KoHcynbTaHTlIN0C: npumMmeYaHme.
Mpunoxenune N 52 k IHCTpyKUMW He NpUBOAMTCS.

3.2.16. TpoekT OoKyMeHTa BU3MpyeTca B noapasgeneHvuun LeHTpanbHoro annapaTta CrneacTBeHHOro komuteTa
(cnencTBeHHOro opraHa, yuypexaeHws, opraHusauuy CrnegcTBEHHOro KomuTeTa), OTBETCTBEHHOM 3a MOArOTOBKY
OOKYMEHTa, WCMONHUTENEM W €ro PyKoBOAUTENsSIMU (BKMoYasi PyKoOBOAMTENs, MPEeACTaBNsAloLIero [AOKYMEeHT Ha
noAnucaHune BbILLECTOsLLIEMY PYKOBOAUTENIO).

Busamn odopmnsieTcs cornacoBaHWe MpoekTa [AOKYMeHTa C ApYrMMy noapasgeneHnsMu  LeHTpanbHOro
annapaTta CnefcTBEHHOrO KOMWUTETA, CREACTBEHHOrO opraHa, yvpexaeHus, opraHusauum CneacTBEHHOro komuteTa
(BHYTpPEHHEE cornacoBaHWe) U 3anHTepecoBaHHbIMU OpraHaMu rocy4apCTBEHHON BNAcTU U MHBIMU rOCyAapCTBEHHBLIMM
opraHamu (BHeLLHee corracoBaHue).

Bu3sa BknoyaeT B cebsl NMYHY0 NMOANUCH BU3MPYIOLLEro, pacluMdppoBKy Noanucy (MHUUMansl, dpamunus) u gary.
Mpy Heo6X0AMMOCTU YKa3blBaETCA HAaMMEHOBaHWE OOMKHOCTM NLA, BU3MPYIOLLIErO JOKYMEHT, HanpuMep:

PyxkopomuTesip yHNpaBJIeHMS KaIpOB
Nomnuce n.0. dammnmsa
IDaTa

BI/I3I/Ip0BaHI/Ie B noapasgeneHunax LueHTpanbHOro annaparta CJ'Ieﬂ,CTBeHHOFO KOMUTETA, CnegcrtBeHHbIX opraHax,
yupexneHussx 1 opraHmsaumax — CneacTBEHHOro  KOMUTETa  HOPMAaTMBHbLIX — MPaBOBbIX  aKTOB U
OpraH13aLMOHHO-PacMopPsAANTENbHbLIX [OKYMEHTOB, MOASIMHHMKA KOTOPbLIX MOMELLAlTCa B [ena, OCYLIECTBMAEeTCA B
cootBeTcTBMM C TpeboBaHuamu Pernamenta CreactBeHHoro komuteta Poccuiickoin degepaummn - BuU3bl
MPOCTaBMATCA HAa 0BOPOTHOW CTOPOHE MOCIIeAHEro NMMCTa AOKyMeHTa.

|_|pl/l HanUuMM 3ameYvaHuit, O0cCOObIX MHEHWN, [OMOSNIHEHUA K NpoOeKkTy [OOKyMeHTa Bu3a [OONOoJiHAEeTCA
COOTBETCTBYHOLLMM YKa3aHneM, Harnpumep:

VMmeoTcsa 3amMeuaHusa (CorJjlaceH C ydyeToM 3aMedaHMi)
PyKOBOIMUTEJb yTpaBJIeHNS
INonnuce n.0. dammnusa

HaTa

3aMeyaHnsi, MHeHVWs O MpoekTe [OOKyMeHTa OMOopMISATCA Ha OTAENbHOM fUCTE, MOAMUCHIBAKOTCS
COOTBETCTBYIOLLMM PYKOBOAUTENEM (€ro 3amMecTuTenem), NpunaralTca K yKkasaHHOMY MpOEKTY (ero Kkonuu) u
nepefatTcsl OTBETCTBEHHOMY UCMONMHUTENIO.

B cnyxebHbIx nucbMax, HanpaBnsemblx agpecaTam 3a noanuckto [Npeacepatens CneacTBeHHOro komuTeTa
Poccuiickon ®egepauum 1 ero nepBoro 3aMectTutens, 3amecTuTenei, pykosogutenen nogpasgeneHun LeHTpansHoro
annapaTta CrneacTBEHHOro KoMMUTETa WM UX 3aMecTuTernen, pykoBoaWTenen CneACTBEHHbIX OPraHoB, YYpeXOeHWUNn,
opraHusaumn CrneacTBeHHOro KOMUTETa U UX 3aMecTUTeNen BU3bl MPOCTaBAAIOTCA Ha KONWM AOKYMeHTa, noMeLlaemMow
B Oeno, WM Ha NMuUeBOW CTOpPOHE MOCNedHero Nnucta NOAfMHHMKA, eCcrnv MUCbMO MepechbinaeTcs agpecaTty no
hakCMMUILHON CBA3U 6e3 AOChINKM NOAMNMHHKUKA MO NnoyTe.

Ha BHYTPEHHUX I/IHCbOpMaLI,VIOHHO-CﬂpaBO‘-IHbIX OOKYyMeHTax (,D,OKJ'Iaﬂ,HbIX, aHanMTn4eCcknx 3arnunckax, panoptax,
cnpaBkax M AOpyrux ﬂOKYMeHTaX) BU3bl MPOCTaBNAKTCA Ha nuueson CTOpOHEe nocnegHero nucrta AOOKyMeHTa Mo
noannceto, bnmxe K HWXXHEMY Kpalo TEKCTOBOIO Nosid AOKYMeHTa.

,D,OI'IyCKaeTCFl NnofIncTHOEe BU3npoBsaHme OOKyMeHTa u ero I'IpI/IJ'IO)KeHI/IIZ.
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Mpv BHELUHEM COrNacoBaHWM BU3UPOBAHUE NMPOEKTOB AOKYMEHTOB MOXET UCTIONHATLCS crieayowmmM obpasom:

BCe BU3bl MNPOCTaABNAKTCA Ha NPOEKTe OOKYMEHTa;

KoHcynbTaHTln0C: npumMmeYvaHume.
MpunoxeHne N 2 k IHCTpyKUUn He NPpUBOAUTCS.

Ha oTAenbHbIX nuctax cornacosaHus (nNpunoxeHve N 2 k UHCTpykumun) (MoxeT oopMnsaTbCs €OuHbIA AnUCT
cornacoBaHus);

Ha KOMUAX MNpoeKTa AOOKyMeHTa, pacCbljlaeMblX OOHOBPEMEHHO HEeCKOJIbKMM ajpecatamM Ond obecneyeHns
CBOeEBpPEMEHHOIo corfiacoBaHuA.

3.2.17. B coctaB pekuauTa "lMognuck" BXoOaT: HaMMeEHOBaHME AOIMKHOCTU U cheunanbHoe, BOMHCKOE 3BaHue
(knaccHbIV YKMH) Nyua, nognucasLLero JOKYMEHT, NUYHas noannck U ee paclundpoBka (MHULMansl U amMunums).

[onyckaeTca mcnonb3oBaTbk COKpaLLeHHOe HauMeHOBaHWe AOMKHOCTW - 6e3 ykasaHus MOnHOro HaMMeHOBaHWS
CnegcTBeHHOro KoMUTeTa M He ykasblBaTb CrneuuanbHoe, BOWHCKOe 3BaHWe (KNacCHbIM YMH) npu odhopMieHun
OOKYMEHTOB, MpefHa3HayeHHbIX ANS BHYTPEHHEro AOoKyMeHTooOopoTa B noapasdeneHusx LeHTpanbHOro annapara
CnencTBeHHOro KoMMTEeTa UMM MEXAy HUMMW, B CreACTBEHHbIX OpraHax, yuypexaeHusx, opraHusauusx CneactBeHHOro
komuTteTa.

He ponyckaetca noanucbiBaTb AOKYMEHTbl C npegnorom "3a" unu npocTtaBneHMeM KOCOW 4YepTbl nepeq
HavMeHOBaHWEM JOMKHOCTH.

Ecnu pgomkHOCTHOE nuuo, MOANMUCH KOTOPOro odyopmMmrieHa Ha MpOeKTe AOKYMEHTa, OTCYTCTBYET, LOKYMEHT
noanuncbiBaeT MNEPBbIN 3amMecTUTeNb (3aMeCTUTENb) PYKOBOOUTENS, UMEHLMA NpaBo MNoAnuCbiIBaTb OOKYMEHTbI 3a
pyKOBOAWUTENS, WNWU MWHOE [OIMKHOCTHOE I5MLUO, WMelollee npaBo MOAMMCM B COOTBETCTBMM C MpMKa3oM O
pacnpegeneHum ob6s3aHHOCTEN, NPU 3TOM yKasbiBatoTcs hakTuveckass AOSMKHOCTb Nnua, NOANMCaBLIEro LOKYMEHT, U
ero amunus.

|/|CI'IpaBJ'IeHVI$| B I'IOJJ,FOTOBJ'IeHHbIVI OOKYMEHT MOoryT ObITb BHECEHbI OT PYyKn nuuom, nognuncbiBaroliMM OOKYMEHT.

Mpu NnognucaHnyM 4OKyMEeHTa HECKONMbKMMU OOIMKHOCTHLIMU NULL @MW UX MOAMNUCK pacnonaratoT ogHy nof Apyron B
nocneaoBaTenbHOCTM, COOTBETCTBYIOLLEN WEpapXuM [OJDKHOCTEW, a MNpy PaBEHCTBE [AOfHKHOCTEen - damunum
pacnonaratoTcs no andgasunTy.

|_|pl/l nognncaHnnm OOKymMeHTa HEeCKOJIbKUMU NnnuamMu, paBHbIMU MO OOJMKHOCTU, HO npencrtaBnArWMMN pa3Hble
OopraHbl Focyﬂ,apCTBeHHOVI BnacTtu, nognnucu pacnonararoT Ha OQHOM ypOBHeE.

PekBunaut "lMoanuce" oToenseTcs oT TeKCTa AOKYMEHTa UK OTMETKM O HanuumMu nNpunoxeHus npodenom B Aga
MEXCTPOYHBIX MHTEPBAna 1 neyataeTcsa C MEXCTPOYHbIM MHTepBanom "To4Ho 12 nt".

3.2.18. 'pnd yTBEPXKAEHUS AOKYMEHTaA MOXET NPOCTaBNATLCS Ha:

nnadbl, NpaBuna, WUHCTPyKUUK, rpadmkm paboTbl, NOBECTKU 3acefaHun KOMMerun, Kkommccun, paboumx rpynm,
CoBeLllaHnin, CEMUHApPOB, COBETOB;

[AOJIKHOCTHbIE pernamMeHTbl dheeparnbHbIX FoCy4apCTBEHHbIX MPaXaAaHCKUX CIyKallmx;

(bVMHAHCOBO-X03ANCTBEHHbIE [OKYMEHTbI: CMeTbl, cyeTa, BeAOMOCTW, GanaHCbl, OT4eTbl, anbGoMbl Y4YeTHO
[JOKYMeHTaLMW, akTbl Nepeaadn OeHexXHbIX CpecTB, 30aHuni, NoMeLLEeHWA, TpaHCMNOPTHLIX CPEACTB, OPITEXHUKU U UHOTO
MMYLLIECTBA, aKTbl CUCAHNSA UMYLLIECTBA, aKTbl PEBU3WI, MPOBEPOK, UHBEHTapU3aLuu;

apXunBHble OOKYMEHTbI: aKTbl nepeaadvn apxXxmBHbIX el Ha NOCTOAHHOEe XpaHeHWe, aKTbl npuema-nepenadu gen,
aKTbl YHUYTOXEHUNA OJOKYMEHTOB C UCTEKLLUMMWU CPOKaMU XpaHeHnda n ap.

Py yTBEPKOEHUS MPOCTABAETCS B BEPXHEM NPaBOM YIIy AOKYMEHTa, Harpumep:
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YTBEPXIAI

Ilpencenaresie CJIeOCTBEHHOT'O KOMMTETA
Poccuiickolr denmepaluu

TeHepaJI-NOJIKOBHUK OCTULUK
A.V. BaCTpPHEKVH
HaTa

PaapeLuaeTCH LUEeHTPpUpoBaTb CTPOKU pPEKBU3NTA OTHOCUTEJIbHO camon AnMHHOMN CTPOKN peEKBU3NTA, KOTOpad
orpaHmn4mnBaeTcsd npaBon FpaHVILI,eVI TEKCTOBOrIo nons.

I'Ipm yTBEPXOAEHNN [OOKYMEeHTa HEeCKONIbKUMU OOJDKHOCTHbIMM nnuaMn M UCNOJNMHEHUN HECKOJTbKUX Fpl/lq.)OB
yTBEPXOEHNA NoAMNMNCKU OOIMKHOCTHbIX Nl pacnonaraloTcd Ha O4HOM YPOBHeE.

Mpn yTBEPXKOEHMM OOKYMEHTA NpuKasoM rpud yteepxaeHnsa coctouT mns cnoesa "YTBEPXIOEH", cornacosaHHoro
B poae un 4ucne C BUOOM YyTBepXxXaaemoro OOKyMeHTa, HauMMeHOBaHuA Buaa YyTBepXaawuwlero OOKyMeHTa B
TBOPUTENbHOM MNagexe, ero aatbl U HOMepa, Hanpumep:

YTBEPXIEH

npukasoM llpencenarens

CllenCcTBEeHHOTO KOMMUTETA

Poccuiickont denmepaumun
or mioHs 2011 r. N

3.2.19. OTTKCcK nedatM Heobxoaum Ha OOKYyMeHTax B CllyYdaaXx, npefyCMOTpPEeHHbIX 3aKOHO4aTeslbHbiIMKh UInn
MHBIMW HOPMATUBHbIMU MPaBOBbIMU aKTaMWu. MeuaTb cTaBuTCA Ha cBO6OAHOM OT TekcTa MecTe. OTTUCK NeYyaTn MoXeT
3axBaTbiBaTb YaCTb HAMMEHOBaHUA OOJIKHOCTU nhda, noanmncasLliero JOKyYMeEHT.

B nokymeHTax, MOAroTOBIEHHbLIX HA OCHOBE YHUULIMPOBaHHbIX (OOPM, NeYaTb CTaBUTCHA B MecTe, 0003Ha4YEHHOM
otmeTkon "MI" nnn nHeim obpasom.

3.2.20. Ona nogTtBepXOeHWUs WOEHTUYHOCTW KOMWMU (BbINMUCKA K3 OOKYMEHTa) MNOAMMHHWKY [OKyMeHTa Ha
nocrnegHeM nMcTe Konuu (BbINMUCKM M3 JOKyMeHTa), Ha cBOOOOHOM MecTe Mo TEeKCTOM OQOPMMSETCS PEeKBU3UT
"OTmeTKa O 3aBepeHMM Konun", BKIIOYAKOLWMIA B ce05: yka3aHMe O MecTe HaxOXAeHWUs1 NOANMHHUKA JOKYMEHTA; CroBa
"BepHo" unu "Konusa BepHa"; HauMeHoBaHWe OOMKHOCTU nuua, 3aBepuBLLETO KOMWUIO; NMNYHYIO0 NOANUCH, paclLuMdpPOBKY
noanucu, AaTty 3aBepeHnsi; OTTUCK NevaTtu (Wwtamna), Hanpumep:

[IOONIMHHYK IOOKYMEHTa HAXOOUTCHS B Iejie (HauMMeHOBAHMEe [IOoIpas3nelieHNs)

N 3a 2011 .

BepHo

Benymmy crneumaamcT MIOONnMcChb n.0. dammnmusa
OaTa IleuaTb

JINCTbI  MHOrOCTpPaHWMYHbIX KOMUIM (BBIMUCOK M3 [OKYMEHTa) HYMepylTcs, OTMeTKa O 3aBepeHun Komuu
OOMONHAETCSA yKasaHWeM KonuyecTBa JIMCTOB Konuu (BbINUCKM U3 AOKyMeHTa): "Bcero B konuu n.". JonyckaeTcs
3aBepATb 0TMETKOM "BepHo" KaKabI IMCT MHOFOCTPAHUYHON KOMWUK OOKYMEHTA.

3aBepeHHble KOMuMu OOKYMEHTOB MOryT MpOLMBATbLCA C (buKcauMen KOHLOB HUTEN MPOLUMBKU HaKIeMBaemown
nonockom Gymaru, Ha KOTOPY NPOCTaBNAETCA nevathb.

Bo3MOXHO ohopMreHne JAHHOIO peKBU3WUTA Ha OTAENBHOM BUpKe C NocneayoLwen Haknenkon ee Ha NPOLLMTbIN
OOKYMEHT C 3aBEPEHUEM OTTUCKOM nevaTu.

3.2.21. OtmeTka 06 ucnonHuTene AOKYMEHTa NPOCTaBNSAETCS B FIEBOM HWXHEM Yriy nuueBon unu o6opoTHON
CTOPOHbI (Ha nNpoOeKTax HOPMAaTUBHbLIX MPAaBOBbLIX akTOB W OpraHM3aLMOHHO-pacnopsaauTeNbHbIX [AOKYMEHTOB)
nocnegHero nucta [OKYMEHTA M BblpaBHMBAETCA MO JIEBOMY Kpak TEKCTOBOro nons. [ns WUCNOMHEHUS OTMETKU
ucnonb3yetca wpudT N 10.
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OTmeTKa BKNOYaeT UHMLUManbl U dbaMunuio UCNoNHUTENs, Homep ero cryxebHoro TenedoHa 1 kog ropoaa, npwu
HeobxoaumocTu.

dammnna, nHumansl n HOMEpP cny>|<e6Horo Teﬂe(bOHa ncnonHuTens obsisaTensHoO YKa3blBalOTCA B CJ'IY)Ke6HbIX n
nexogdawmx JOKyMeHTax.

OtmeTtka 00 wucnonHUTENE MOXET AOMNONHATLCS yKa3aHmemMm [OOJDKHOCTU ucnonHutena C YyKas3aHuem
nogpasgeneHns.

KoHcynbTaHTln0C: npnmMmeYvaHume.
MpunoxeHne N 3 k IHCTpyKUUn He NpUBOANUTCS.

3.2.22. Yka3aHve Mo MCMOSTHEHUIO JOKYMEHTa (pe3sorntoums) ooopMsieTCsl HeNoCcpeaCcTBEHHO Ha AOKYMeHTE (Ha
cB0O6OAHOM MecTe B BEPXHEW 4YacTu NepBOW CTpaHuubl AOKYMEHTa) Wnu Ha oTaenbHoM nucte Bymarn (6naHke ans
yKasaHus Mo UCTMOMNHEHNI0 AoKyMeHTa (pesontounm), npunoxenue N 3 kK MIHCTpyKuun).

YKasaHue no MWCNOMHEHWIO OOKyMeHTa (pesomnouus) BKYaeT: amunuu, uHMUManbl UMEHW W OT4yecTBa
ucrnonHuTenen, cogepXaHue nopyvyeHus (npu HeobxoAMMOCTM), CPOK MWCMOMHEeHUs, NOAMUCb PYKOBOAMTENS, ee
pacwmngpoBky, Npy HeobxoanMocTu, n aary.

Hanpumep:

MoposzoBy H.B.
denmoceeBom H.A.

[lpomwy MNOOTOTOBUTE IPOEKT
noroeopa k 05.04.2011

Homnuce HaTa

3.2.23. OTMeTKa 0 KOHTpOIE 3a UCMONIHEHWEM [OKYMeHTa MOXET MPOCTaBNATbLCA Ha JOKYMeHTax, noanexaiimx
obszaTenbHOMY KOHTpornio B CrnedcTBEHHOM KOMWUTETE, WM B3ATbIX Ha KOHTPOSb COMMAcHO COOTBETCTBYHOLLEMY
yKasaHuo MO WCMOSHEHUIO AokyMeHTa (pesomtoumn) lMpeacenatens CneacTBEHHOrO KOMUTETa WU €ro Mepeoro
3aMecTUTens, 3amecTuTenei, pyKoBOAMTENen noapasdeneHuini LeHTpanbHOro annapata W WX 3amecTuTenen,
pyKoBoAUTENe cneacTBeHHbIX OPraHoB U UX 3aMecTuUTenen.

OTtmeTka MoxeT obosHadaTbest GykBonm "K', cnoBamu "Ocobbin koHTponb", "KoHTpone", HagnuceiBaeTcs wnu
npocTaBnsieTcs B BUAE OTTMCKA LiTamna.

Mpu ncnonesosarHnm AVK "Hapsop" gaHHas oTMeTka BKNoYaeTcs B UHOPMaLMIO O PETMCTPUPYEMOM AOKYMEHTE
Yepes COOTBETCTBYHOLLMIA NYHKT B none "KaTteropus" kapTouku "Pesontoumns”.

3.2.24. OTmeTKka 06 MCMONTHEHUN OOKYMEHTA WM HanpaBfeHuuM ero B Aefio coctouT u3 crnoB "B pgeno”, Homepa
nena, B KOTOPOM 6y,u,eT HaxogunTbCA OOKYMEHT, NoANMUCKU UCNONMHUTENA OOKYMEeHTa Ul pykosoguTena noapasgeneHunda
ueHTpanbHoro annapata CneacTtBeHHOro  KOMWUTETa, CrEACTBEHHOrO  opraHa, yypexaeHus, opraHusauumu
CnencTBeHHOro KoMuTeTa, pacumdpoBk/ nognucy (ykazaHust MIHULManoB UMEHW U O0TYeCTBa, (hamMnnnm nognmcaBLLEro
nvua) v gaTtol.

OTmeTka 06 MWCMONMHEHMU OOKYMEHTa MOXET [AOMNOMHATLCH CCbINKOW Ha JOKYMeHT (Bua, HOMep u gaty),
CBMAETENbCTBYIOLWUIA O €ro UCMOSHEHWM, UMK KpaTKUMK cBeAeHMAMY 06 MCNOMHEHMM.

OTmeTka 00 WCMOMHEeHWVM OOKYMEHTa pacriofiaraetcsi Ha NULEBOW CTOPOHE NepBON CTpaHuLbl AOKYMEHTa C
pesontounenn 06 NcnofnmHeHMM Ha cBOH6OJHOM OT TEKCTa MeCTe.

3.2.25. OTMeTKa 0 NoCcTynneHun AokymeHta B CneacTBeHHbI KOMUTET COAEPXKUT baMnnuio U MHULMansl UMeHn
M OTYECTBa [JOJPKHOCTHOIO nuua, MNOMy4YMBLUErO AOKYMEHT, €ro MnoAanucb WM AaTty MOCTynneHus OOKymMeHTa (npwu
HeobXxooMMOCTM YKa3blBalOTCSl BPEMS MOCTYMMEHMUS U KONMMYECTBO JINCTOB OTAENbHO AN OCHOBHOIO AOKYMEHTa U
NPUNOXEHNI).
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3.3. OpopmrieHne NPOEKTOB 3aKOHOAATENbHbIX aKTOB
Poccuiickon degepaumm

3.3.1. TekcT 3akoHONPOEKTOB, MoaroTaBnuBaeMbix Ans BHeceHus [peangeHTty Poccuinckon depepaumum, B
MpaBuTenscTBo Poccuiickon Pepepaumm, nevataetcs wpnudTom N 15 Ha cTaHgapTHIX nucTax bymaru doopmata A4.

KoHcynbTaHTln0C: npnmMmeYvaHume.
MpunoxeHue N 4 k IHCTpyKUnn He NpUBOAUTCS.

3.3.2. PekBU3NTbI 3aKOHONPOEKTOB 0hOpMIIAIOTCH B nopsake, npegycMoTpeHHom UHcTpykumen (npunoxexve N 4
K NHCTpyKLMN).

3.3.2.1. TlomeTtka "BHocutca [IpesngeHTom Poccuiickon depepaumn” unn "BHocutcs [paBuTenbLCTBOM
Poccuiickon depepaummn” neyataetcs Ha MepPBOW CTpaHMLE 3aKOHOMPOEeKTa B NMpedernax BEPXHEW M NpaBOW rpaHuy,
TEKCTOBOIO NMosisi Yepes ognMHapPHbIA MEXCTPOYHbIA MHTEPBan 1 BbipaBHMBAETCA MO NPAaBOM rpaHnLLE TEKCTOBOrO Moss.

3.3.2.2. CnoBo "lMpoekT" neyaTaeTcs HWxe 3TOW NOMETKN - Yepe3 MEXCTPOYHbIM MHTepBan 24 NT y npaBoW
rpaHuLbl TEKCTOBOIO MNOJIS.

3.3.2.3. HaumeHosaHune rocyaapctea - "POCCUNCKASA ®EOEPALIMA" nevaTaeTcs nponucHeiMu Byksamu,
BblaenseTcs NonyXMpHbIM WPUATOM U BbIpaBHUBAETCS MO LEHTPY.

3.3.2.4. HaumeHoBaHve Buaa akta - "OEAEPANbHbLIN KOHCTUTYLUMOHHBLIV 3AKOH" nnun "®ELEPANBHbLIV
3AKOH" otgensietca ot cnosa "[poekT" MeXCTPOYHbIM WHTepBanoM 42 nT, nevataeTcs MNPONUCHbIMU BykBamwu
nonyxupHeiM wpundTom N 22 1 BipaBHMBAETCS MO LEHTPY.

3.3.2.5. 3aronoBok akTa oTaensieTcd OT npeablayllero pekBM3uTa MEXCTPOYHbIM MHTepBanom 38 nT u
nevyaraeTcs Yyepes ogvHapHbIA MHTEPBar, BblAeNsaeTCa NONYXUPHbIM PN TOM U BbipaBHMBaETCH MO LEeHTpY. MNuweTca
C NponucHo GykBbl U OTBEYAET Ha BOMPOC "0 YeM M34aH 3aKOoH?", UNM B HEM MPUBOAUTCS Ha3BaHME KoAdekca. TOoYKa B
KOHLIE HaMMeHOBaHNSA BUAA akTa He CTaBUTCS.

Hanpumep:

O BHECEHUN U3MEHEHWI B 3aKOHOA4aTEeNbHbIE aKThbl
Poccuinckon ®egepauun 06 agMUHUCTPaATUBHBIX NPaBOHAPYLLEHUAX
B CBSI3U C npuHATMEM 3emernbHoro kogekca Poccuiickon deagepauum

mnn

O BHeECEeHUN U3MEHEHMUN B NYHKT 2 cTaTbn 855
"paxxgaHckoro kogekca Poccuiickon defepaumm B YacTy NnaTexen
B 610aXeT 1 BO BHEGOKETHbIE (hoHabI

3.3.2.6. TekcT oTAensieTcs OT 3arofloBka MEXCTPOYHbIMM MHTepBanamu 36 - 48 nNT M nevyaTaeTcs 4epes
MEXCTPOYHbIN UHTepBan 24 nT.

3aronoekn Yacrten u pa3genoB nevyatarTcAa NPonUCHbIMU 6yKBaMM NONYyXWUPHbIM LLIpI/Id)TOM N BblpaBHMBAKOTCA NO
LEeHTPY. Touyka B KOHLIE 3arofnioBka He CTaBUTCS. Homepa NPOCTaBATCA PUMCKNMU Ll,MCbpaMVI.

Hanpuwmep:

PASOEN I.
NMPABO COBECTBEHHOCTW U OPYTME BELLUHBLIE MPABA

lMogpasgen vMeeT MOpsSOKOBLIM HOMep, O6O03HaYeHHbI puMCKMMK umdpamu, M 3aronoBok. O6o3HaueHue
nogpasgena neyaraeTcsa ¢ NnponucHoun Bykebl ¢ ab3alHoro otctyna. 3aronoBok nogpasgerna nevaraetcsi NOMyXUPHbIM
LWPUATOM.

KoHcynbTanTlNKoC

www.consultant.ru CrpaHuua 18 13 94
HaeXHas npaBoBas noaaepXxkKa



https://login.consultant.ru/link/?req=doc;base=LAW;n=304294;fld=134
https://login.consultant.ru/link/?req=doc;base=LAW;n=304294;fld=134
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas CK Poccun ot 18.07.2012 N 40

"O6 yTBEpPXAEHMN VMHCTPYKUMM NO AEN0Npou3BOACTBY [JokymeHT npeaocTtaBneH KoHncynbTaHTIOC
CnepnctBeHHoro komuTeTa Poccuinckon deg... Hata coxpaHerus: 13.08.2018
Hanpumep:

Moppasaen |. ObLwime nonoxeHust 06 obsizaTenbCTBax

MaBbl HymepytoTcs apabckvumy undpamm u umeroT 3aronoBku. OBo3HayeHne rmaBbl NevyaTaeTcs C NPOMNMCHON
OykBbl, C ab3auHOro oTcTyna. 3arofnoBoK rMaBbl NeYyaTaeTcs NOMYXMPHbIM WPUEDOTOM B OAHY CTPOKY C 0603Ha4YeHuem
HOoMepa, Nocne KOTOPOro CTaBUTCH TOYKA.

Hanpumep:

maBsa 5. MNpaBa, 0693aHHOCTM 1 OTBETCTBEHHOCTb

3aronoBok naparpada nuweTca ¢ NPOMUCHOW BYKBbI MOMY>XUPHBLIM LIPUEPTOM B OAHY CTPOKY C 0603Ha4yeHneM
Homepa naparpada 3HakoM "§" u apabckumn umdpamm, Nocre KOTOpbIX Mepen 3arofIoBKOM naparpadga CTaBuTCS
TO4YKa.

Hanpumep:

§ 1. XossancTBeHHble TOBapULLIECTBaA M obLlecTBa

CtaTbM UMEKT CKBO3HYI Hymepauuto. [lopsgkoBbii HOMep cTaTbu oOo3Ha4vaeTcsi apabckumu  Lmudpamu.
O0o03HayeHVe cTaTbM nedvaTaeTcss C NponucHon OykBbl C ab3auHOro oTcTyna. 3arofioBOK CTaTbM nedvaTaeTcs Ha
pacctosiHumn 1,25 cm OT NeBOW rpaHuLbl TEKCTOBOIO MOJsi C NPOMNUCHOM GYKBbI MOMY>XUPHBIM LUPUEGTOM B OOHY CTPOKY C
0003HaveHMeM HoMepa, Nocre KOTOPOro CTaBUTCS TOYKa.

Hanpumep:

Cratba 33. CepTudmkaums

B oToenbHbIXx 3akoHoOaTeNbHbIX akTax cTaTbM MOTYyT He WMeTb 3arofioBkoB. B Takom cnyyae cratbu
o6o3HavatoTcst CrioBoMm "cTaTtbs" 1 HOMEPOM, KOTOpbIE BbIAENATCS MNOMYXUPHBIM LWPUGTOM.

B 3aBncuUMOCTM OT coepaHusi CTaTbd MOXET NogpasfenaTbCs Ha YacTu, NyHKTbl, NOANYHKTbI, ab3aubl. Yactn
obos3HavatoTca apabckumu umdpamm ¢ ToukoW. Hymepaumsi nyHKTOB ocyllecTBnsieTcs apabckumu uudpamun ¢
3aKpblBatoLLen Kpyrnon ckobkown. MNoanyHkTel ob6o3HavarTca OykBamMy pyccKoro andasBuTa C 3aKpblBaloLen Kpyrion
ckobkon.

3.3.2.7. PekBun3uT "nognuck" oTgenseTcs OT TeKcTa MEXCTPOYHbIM WHTepBanoM 36 NT M COCTOMUT M3 CroB
"MpeaungeHT Poccuinckon depepaumn”. Cnoea "lMpesngeHT" n "Poccuinckon depepaumn” nedvataroTcsa B OBE CTPOKU
yepe3 OOWHApPHbLIN MEXCTPOYHbIN MHTepBan. Cnoea "Poccuitickon ®Pepepaummn” nevaTaroTcs OT NEBON paHuMLbI
TEKCTOBOIO nofis, a cnoso "lNpe3naeHT" BbipaBHMBAETCA MO LEHTPY OTHOCUTENBHO 3TUX CIIOB.

Wuuumnan nmenn n cdamunusa MNpesngeHTta Poccuiickon Pepepaumm ykasblBaloTCs Npyv oQOpMIIEHUM MPUHATOrO
3akoHa B 'ocypgapcTBeHHor lyme ®epepansHoro CobpaHmsa Poccuiickon ®eaepaumn.

KoHcynbTaHTlN0C: npnmMmeYvaHume.
MpunoxeHne N 3 k IHCTpyKUUn He NPpUBOAUTCS.

3.3.2.8. Bu3bl NpocTaBnsAoTCSA Ha NULUEBOM CTOPOHE MOCMEeAHEro NMcTa 3akoHOMPOEKTa B HWDKHEW ero yactu
(npunoxexue N 3).

3.3.2.9. Ecnn K 3aKOHOMPOEKTY MMEETCSH HECKOMbKO MPUITOXEHWIN, TO OHU HYMepytoTca apabckumu undpamm 6e3
ykasaHus 3Haka N. [Npwu ccbinkax Ha NPUNOXeEHUs B TEKCTE 3aKOHOMpoekTa 3Hak N Takke He ykasblBaeTcsl.

Hanpumep:

cornacHo npunoxenuto 4 k ®egepansHomy 3akoHy "O ..."
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O6o3HayeHne NPUIIOXKEHUST pacrnornaraeTcs B MpaBoOM BEPXHEM Yriy CTpaHWLbl NMOCre TeKcTa 3akoHonpoekTa 6e3
yKasaHusi Ha PerncTpaLmMoHHbI HOMep 1 AaTy noanMcaHna 3akoHOOaTeNbLHOro akTa.

Hanpumep:

MpunoxeHne
kK PegepanbHoMy 3akoHy "O ...... "

HanmeHoBaHune NPUNOXeHnA pacnonaraeTca no UueHTpy CTpaHuubl.

3.3.3. lMNosAcHnTEenbHasa 3anmMcka K 3aKOHOMPOeKTy nevartaetca wpudtom N 14 Ha cTaHOapTHBIX McTax Oymarm
dopmaTa A4.

CnoBa "TIOACHUTENBbHAA 3AMNUCKA" neyaTaloTca NponmcHbIMU GyKBaMun HKE BEPXHEN rpaHuLbl TEKCTOBOMO
nonsi CTpaHuLpbl Ha 24 NT, BbIAENSHTCHA MNONY>XUPHBIM LWPUGTOM U BIPABHUBAIOTCS MO LIEHTPY.

3aronoBoK 3aKOHOMPOEKTa, K KOTOPOMY MOArOTOBMEHA MOSICHWTENbHAsA 3anucka, OTAeNnseTcs OT npeablayLiero
pPEKBM3MTA MEXCTPOYHbIM MHTEpPBaNoMm 24 0T, neyataeTcs CTPOYHbIMW OykBaMuM 4Yepe3 OfMHApHbIA WHTepBarl,
BbIENAETCA MNONYXUPHBIM LLUPUETOM U BblpaBHMBAETCS NO LEHTPY. ToYKa B KOHLIE 3arofloBka He CTaBUTCS.

Hanpuwmep:
MOACHUTEJIbHAA 3ANMCKA

K npoekTy ®egepansHoro 3akoHa "O BHeECEHWM
nameHeHu B ctaTbio 1 3akoHa Poccuiickon ®epepauum
"O nogoxoAHOM Hanore ¢ u3nyeckmx nuy”

TeKCT NOSAICHUTENbHOW 3anuUckn OTAENsSeTCA OT 3aronoBka MEeXCTPOYHbIM MHTepBanom 24 - 36 nT 1 neyaTaeTcs
Yepes3 MEeXCTPOMHbIA MHTepBan 18 nT. MNepBas cTpoka ab3aua Ha4MHAeTCa Ha paccTosHuM 1,25 cm OT NeBoW rpaHuLbl
TEKCTOBOIO MNofisi.

3.4. OcbopmneHre NpoeKTOB YKka3oB U pacnopsixeHun MNpesngeHTa
Poccuinckon ®egepauun

KoHcynbTaHTlInoC: npumeyaHue.
Mpunoxexne N 5 n N 6 k IHCTpyKUMK He NpuBOAMTCS.

3.4.1. ObopmneHre NPOEKTOB yKa3oB U pacnopsbkeHui MNpesnageHTa Poccuiickon ®epepauum ocylecTBnAeTcs B
COOTBETCTBUM C MOPSAOKOM, ycTaHoBreHHbIM [NpeangeHtom Poccuiickon depepauun, AgmumHucTtpaumen lNpesnaeHTa
Poccuiickon ®epepauun, MNMpaesutenbcteom Poccunckon ®enepaumm (npunoxerns N 5 n 6 k IHCTpykuun).

MpoekTbl akToB Npe3ngeHTa Poccuiickon Pegepauunm 1 NpuoXeHns K HUM NeYaTaroTca Ha CTaHOaPTHbIX NMcTax
oymarn A4 wpucptom N 15. BepxHee none JOKyMeHTa yCcTaHaBnuBaeTcs rpaHuuamu bnavka. Jlesoe none - 2,75 cwm,
npaeoe - 2,25 cM 1 HMxKHee - He MeHee 2 cM. pu ohopmneHnn npoekTa akTa Ha ABYX n Bonee cTpaHMUax BepxHee
nosie BTOPOM M NOCNeayoLWNX CTPaHUL, COCTaBSeT HE MeHee 2,5 cMm.

3.4.2. lNMpoekTbl akToB lNpe3uaeHTa Poccuiickon degepaumm MEOT cneaytoLine pekBnsnTbl: HAaMMeHoBaHue Buaa
akta (Yka3 [lpesumgeHta Poccuiickon ®Pepepaumm unm pacnopsbkenve [pesvpgeHta Poccuinckon ®epepaunn),
3arosyioBOK U TEKCT.

3.4.2.1. 3aronoBoK neyaTaeTCca Ha pacCTOSHUN He MeHee 9 CM OT BEPXHEro Kpas nucTa, NULIETCHa C NPONUCHON
OyKBbI, BbIAENSAETCA NONY>XUPHBLIM LWPUAGTOM. TOYKa B KOHLLE 3arofioBKka He CTaBMTCS. 3arofnoBoOK, COCTOSILLMIA U3 ABYX U
Oonee cTpokK, NevaTtaeTcd Yepe3 1 MEXCTPOYHbIN MHTEepBarn.

Hayano v KOHeL KagoW CTPOKM 3arorfioBka LEHTPUPYKTCA OTHocuTenbHo cnoB "lMpe3ngeHT Poccuinckon
depnepaummn”. B otaensHbix pacnopsixeHusix MNpesungeHTta Poccuiickon ®enepauum 3aronoBok MOXeET OTCYyTCTBOBATb.
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3.4.2.2. TekcT oTAensaeTcs OT 3arofioBka MHTEpBanom 24 NT 1 neyaTaeTcs Yepe3 MEeXCTPOYHbIN MHTepsan 18 nr.
[onyckaeTcsa ymeHbLUEHNE UHTEPBANoB Mexay peksusntamu "3aronosok”, "Tekct", "Mognuck" n "Mecto nsganms" npu
Heo6Xo4MMOCTU pas3MeLLeHNs TEKCTa NPOEKTa Ha OOHOW CTpaHuLE.

TekcT nedvaTaeTcsi OT FfIeBOW rpaHuLbl TEKCTOBOIO MOMsi M BbIpaBHMBAETCS MO FIEBOW U MpPaBoOW rpaHuuam
TekcToBoro nosns. lNepeas cTpoka ab3aua Ha4yMHaeTCs Ha paccToaHMM 1,25 cM OT NeBOW rpaHuLbl TEKCTOBOO MOJIS.

Mpeambyna B ykasax [Npe3ugeHta Poccuiickon depepaumm 3aBepluaeTcs CoBOM "M o c Ta H 0 B N1 4 0,
KOTOpOEe nevaTtaeTcs B pa3psiaky NomyXMpHbLIM WPUGTOM.

[MyHKTbI B TEKCTE HYMepyroTCa apabckumum LmdgpamMmm ¢ TOYKOM U 3arofioBKOB HE UMELOT.

MyHKTbI MOTYT pa3gensaTbCa Ha NOAMYHKTbI, KOTOPble MOTYT HyMepoBaTbCA apabckumu umMdpammn nnm CTPOYHbLIMU
OykBaMM C 3aKpbIBaOLLEN KPYTIION CKOOKOM.

M3ameHeHMst 1 OONONHEHUsl, BHOCMMble B paHee I'IpVIHFlTbII;I YKag3, pacnopgdaxeHue, OOJKHbl COOTBETCTBOBATb
CTPYKTYype OCHOBHOIoO HOpMaTMBHOIO akTa.

Mpy HanmMuMn MpUNOXeHUN K ykasdy, pacrnopsbkeHunto [NpeanmgeHta Poccunckon degepaumm B TEKCTE HaA HUX
AenaeTcs cebinka.

[onyckaeTca ne4yaTtaTb MPOMUCHLIMU ByKBAMU W BbIAEMSATH LIPUAPTOM APYro HaCILLEHHOCTU haMunumM npu
NnoAroTOBKE MPOEKTOB Yyka3oB (pacrnopsikeHui) MpesupoeHta Poccuiickorn ®enepaumy no BonpocaMm HarpaxaeHus
rocy4apCTBEHHbIMM Harpagamiu, NPUCBOEHUS MOYETHBIX, BOMHCKMX M crieumanbHbiX 3BaHui Poccuiickoi Pepepauum (B
APYrvX Ccrny4yasx He pekomeHayeTcs).

3.4.2.3. MNoanucb oTaensieTcss OT TeKCTa MEXCTPOYHbIM MHTepBanom 32 NT U coctouT m3 crnos "lNpe3ngeHT
Poccuinckon denepaummn”, numumana nmenn n dpamunum MNMpesngeHta Poccuiickon ®epgepaunn.

Cnoga "Mpe3ngeHT" n "Poccunckon ®epepauunn” neyataoTca B ABE CTPOKU Yepesd 1 MeXCTPOoUHbIN uHTepean. OT
rpaHvubl neBoro nons nevartatotcsa croBa "Poccuiickon ®depepaumn”, a cnoso "lpe3vaeHT" LeHTpupyeTcs
OTHOCUTENbLHO 3TUX croB. NHuuyuan nmernn n damunus MNpesngeHta Poccuinickon defepauun nevartaroTcs y npasom
rpaHnLbl TEKCTOBOTIO MOMA.

3.4.2.4. MecTo nsgaHuns otgenseTca OT NoANMCK, Kak NpaBuio, MEXCTPOYHbIM MHTepBanom 48 nT 1 nevyaTaeTcs
OT NeBOW rpaHnLbl TekcToBoro nons: "Mockea, Kpemnb". Ha pacnopsikeHmMsx MecTto nsgaHusa He nedaraeTcs.

3.4.2.5. [laTa npocTaBnsieTcsl nocne noanucaHns AoKyMeHTa, opopMNsieTcs CrOBECHO-LUMEPOBLIM COCOOOM 1
oTgenseTca OT pekBusuta "MecTo mM3gaHus" MeXCTPOYHbIM MHTepBanoMm 18 nT, meyataeTca OT NEeBOW rpaHuubl
TEKCTOBOro Nonsi.

3.4.2.6. Homep npocTaBnseTca Mocne noanucaHus, nevataeTcss OT JIeBOWM rpaHuubl TEKCTOBOro Mons u
oTAaensieTcs oT pekBuauTa "[arta" MexcTpoyHbIM nHTepBanom 18 nr.

K nopsiakoBoMy Homepy pacnopsbkeHus lNpesungeHTa Poccuiickon ®Pepepauun yepes geduc pobaensiorcs
CTPOYHble BykBbI "pn".

3.4.3. MNpunoxeHns K NpoeKkTam yka3oB u pacrnopsixeHun NpesngeHTta Poccuiickon ®egepauumn opopMnaoTcs Ha
OoTAenbHbIX NucTax Bymaru.

Pa3mepbl nonei, WpudTbl U MEXCTPOYHbIE UHTEPBArbI NPU NeYaTaHUM NPUIIOKEHUA UAEHTUYHBI MPUMEHSIEMbIM
Mpu neYaTaHWM TEKCTOB YKA30B M PacropsiKeHui.

MpUnoxeHnsAMU OOPMNSAIOTCA MOMNOXEHUsA, PernameHTbl, NepeyHu, Crucku, rpaduku, Tabnuubl, obpasLpbl
[JOKYMEHTOB U Apyrne OoKyMeHTbl. MpunoxeHust BUUPYIOTCS PYKOBOAMTENIEM OpraHa, BHECLLEro MPOEKT.

Ecnun B TekcTe gaeTca cebinika "cornacHo NpunoXeHuo", To Ha NepBOM CTpaHMLE NPUITOXKEHUSA B NPABOM BEPXHEM
yrny nuwetca crnoso "MPUTNTOXEHUE", Huxe yepe3 MexXCTpOYHbIM MHTepBan 18 NT JaeTcs CChbifika Ha yka3s unu
pacnopsxeHue lNpesngeHta Poccunckon ®epepauun (HaMmeHoBaHWe BMAa akTa, AaTa u Homep). Bce yactu peksusnta
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LEHTPUPYIOTCSA OTHOCUTENTbHO CamMOW ANMMHHOW CTPOKM U nedvaTtarTcsa Yepe3 1 MeXCTPOYHbIN MHTepsan. Npu Hannumum
HECKONbKUX NPUNOXEHNN OHWU HYMEPYHOTCS.

MpunoxeHns 3akaHYMBAIOTCS YEPTOW, PACMOSNIOKEHHOW MO LIEHTPY TeKCTa Ha PacCTOSHUM MPUMEPHO Tpex
MEXCTPOYHbIX MHTepBanoB 18 nT. [AnuHa 4epTbl cocTaBngaeT 2 - 3 CM.

Mpn HanMumMn B TekcTe akTa OPMyNUPOBKM "yTBEPAUTL" (NpUnaraemoe NonoXeHue, CoOCTaB KOMUCCUM, NepeYvYeHb
MEpPONpUATMIA M Ap.) Ha NPUNOXEeHWN B MpPaBOM BepxXHeM yriy pacnonaraetca croso "YTBEPXOEHO" wunu
"YTBEPXOEH" co ccbinkon Ha HopMaTUBHbIN akT, ero aaty, Homep.

Cnosa "YTBEPXOEHO" un "YTBEPXOEH" B npunoxeHusx cornacyloTca B poge W yucne C BUAOM
yTBEpXOaeMoro [AokymeHTa: nonoxeHve - "YTBEPXOEHO", nporpamma - "YTBEPXOEHA", meponpustusa -
"YTBEPXXOEHBbI" n nevyaTatotcs 6e3 kaBblYekK.

Hanpumep:
YTBEPKIEHO

YraszoM llpesmmeHTa
Poccurickoy denepalumum
or 13 HOoaOps 2009 . N 1283

3aronoBoK K TEKCTYy MNPUMOXEHUsT nevaTaeTcs LEeHTPOBaHHbIM crnocobom. HavmeHoBaHue Buaa LOKYMEHTA -
NpUNoXeHnsi (NepBoe CrNOBO 3arosfioBka MPUoXeHus) BblAenaeTcs nNponuMcHbiMKM BykBaMn, NONYXMPHbIM LUPUPTOM 1
MOXeT ObITb HanevaTaHo B paspsgky "MONOXEHWE", "MEPEYEHDbL","CMKNC OK"wn gpyrue.

MeXCTpOYHbIN MHTEepBan MeXxay NepBO CTPOKOW 3arosfioBka 1 NocneaywmnuMm CTPoKkaMm MOXET ObiTb yBernmyeH
Ha 6 nT.

3aronoBoK NpUNOXeHWst OTOAenseTcs OT AaThl U HOMepa akTa uHTepBanoM 70 NT, OT TeKcTa MPUIOXeHus -
WHTepBarnom 24 nr.

|_|pl/l Hann4ynn B TeKCTe NpUnoXeHmna HeCKONbKMX pa3nernioB UX 3arosfioBkn nedvataroTcAa LeHTPOBaHHbIM cnocobom.
Touka B KOHLIE 3arofioBka He CTaBUTCS. ,D,OI'IyCKaeTCFl BblAENATb 3arofioBKM pa3aernosB NOoNy>XUPHbIM LLIpI/Id)TOM.

TeKCT NpUnoXeHns MoXXeT GbiTb OhOpMIIeH B BUae Tabnuubl.

Fpacbbl N CTPOKKU Tabnuubl [OOMKHbI WUMETb 3arofioBKW, Bblpa)eHHble MMeHeM CylleCTBUTEeIIbHbIM B
MMEHUTESIbHOM nagexe n Moryt ObITb NPpOHYyMepOBaHbl. Moasaronosku rpacb N CTPOK rpaMmmMmaTu4eCcKn OOJTKHbI ObITb
cornacoBaHbl C 3aroyioBkamMmu.

Ecnu tabnuuy nevatatlot 6onee 4em Ha OQHOW CTpaHuLe, 3arofloBkM U Nog3aronoBku rpad Tabnuubl n (Mnu) mx
HOMepa NOBTOPSAIOTCH Ha KaXKOoW CTpaHuLe.

JIMCTbI NPUNOXEHUIA HYMEPYIOTCA CaMOCTOSITENBHO HauYMHast Co BTOPOTO JIUCTA KaXXaoro NPUITIOXKEHUS.

Mpy HanuumMmM B TEKCTEe NPUNOXEHUS CCbIKM Ha CHOCKY OHa odopmMnisieTcs 3Be3Jo4Kon unu uudpoin. TekcT
CHOCKM MevaTaeTcsi Nog 4epTon 4epe3 OAMHAPHbIA MEXCTPOUYHbIA MHTEPBAN B KOHLE KaXkAOW CTpaHuubl (Ha OA4HON
CTpaHuue - He Bornee Tpex CHOCOK) MIU Mocre MpPUIToXKEHUS B LENnoM nof Yepton. ocne cumBona CHOCKM ee TeKCT
neyaTaeTcs C NPONMCcHoOM OykBbl. B kOHUE TEKCTa CHOCKM CTaBUTCS TOYKa.

B nonoxeHusix, nporpamMmmax, yctaBax M Apyrux nofdoOHbIX LOKYMeHTax pasfenbl W rnaBbl HYMEpYTCH, Kak
npaBumno, pUMckMMK umndpamm, a NyHKTbl U NOANYHKTbI TaK e, Kak U B TEKCTe ykas3a W pacnopsbkeHusi MNpesnageHTa
Poccuickon ®epepaummn. B ykasaHHbIX JOKYMEHTaxX X COCTaBHble YacTu (pa3genbl, nogpasaensl, NyHKTbI, NOAMYHKTbI)
MOXHO TaKke HymepoBaTb apabckumu undpamu. MNogpasgensl HymepyloT B npegenax pasgena. Homep nogpasgena
[OIDKEH COCTOATb M3 HOMEpa pasfgernia U HoMepa nogpasfgena, pasgeneHHbix Toukon (Hanpumep: 1.2). Homep nyHkTa
OOMKeH COCTOSATb M3 HOMepa pasfena, noapasgena v nyHkTa, pasgeneHHblx Toukamu (Hanpumep: 1.2.1). MyHKTbI Npu
HeobX0aAMMOCTM MOTYyT NOApa3fAensATbCs Ha NOAMNYHKTbI, KOTOpble AOIMKHbI UMETb MOPSIAKOBYIO HyMepaLumio B npeaenax
Kaxkgoro nyHkta (Hanpumep: 1.2.1.1). Liucpposasa Hymepauus MoxeT OONOMNHATLCA HyMepaLuuen pyCCKUMU CTPOYHbLIMU
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OyKBamM C 3aKpbIBalOLLIEN KPYTIIOA CKOOKOW.

Busbl NpOCTaBNAKTCA Ha O60pOTHOI7I CTOpOHEe nocnegHero nucta npoekrta ykasa (pacnopﬂmeHMﬂ) B HWXHEN ero
YacTu.

Ha npunoxeHunsx K npoekTam YKas3oB (pacnopsikeHui) Bu3bl MPOCTaBMAAKTCA Takke Ha OBOpPOTHOW CTOPOHE
nocnegHero nncTa Kaxkaoro NpunoXxeHua.

3.5. OhopmneHne NpPoeKToB NOCTAHOBNEHUIN U PacnOpPSXKEHNN
MpasutenbcTBa Poccunckon denepaumm

KoHcynbTaHTlnt0C: npumMmeyvaHume.
Mpunoxexnne N 7 n N 8 k IHCTpyKUUK HE NpUBOAMUTCA.

3.5.1. lNpoekT noctaHoBneHus unu pacnopskeHuns [NpasutenbctBa Poccunckon depepaumm nedaTaeTcs Ha
cTaHgapTHom nucte Bymaru dpopmata A4 wpudtom N 14 (npunoxernsa N 7 n 8 kK UHCTpyKumum).
3.5.2. lNpoekKT akTa UMeeT crieayroLme pekBuUanTbI:

HanmeHoBaHue Buaa akta - noctaHoBneHue [lpaButenbctBa Poccuiickon ®depepaumm unu pacnopsikeHune
MpaButensctBa Poccuiickon degepaumm.

Jata akta oTaensieTcs OT HaMMEHOBaHWS BUAA akTa, Kak MNpaBWUIo, MEXCTPOYHbIM WHTepBanoMm 24 nr,
ohopMrISieTCss  CrOBECHO-LMPOBLIM  CMOCOGOM, NevaTaeTcsl LEeHTPUpPOBaHHLIM CMOCOGOM, MPOCTaBRSETCS Mpw
noanvucaHum akTa.

Homep neuvataetcsa cpa3sy nocne gatbl apabckumy Lmdpammu n coctout u3 3Haka "N" u nopsigkoBoro Homepa,
npuceaMBaeMoro JOKyMEHTY nocre ero nognucanus, Hanpuvep: "N 143",

K nopsigkoBoMy HOMepy pacnopsikeHus Yepes gecumc gobasnsietcs Oykea "p", Hanpumep, "N 153-p".

MecTo nsgaHusa otaensercs ot peksusntoB "daTa" n "Homep" MEXCTPOYHBbIM MHTEPBANOM 24 NT N odhopMnsaeTcs
LEeHTPOBaHHbIM Cnocobom.

3aronoBok neyaTaeTcsl Ha paccTosiHUM He meHee 10 cM OT BepxHEero kpas nuicTa C NpPOMUCHON OyKBbI, Yepes
OVHapPHbIA MEXCTPOYHbIN UHTEPBAN W BblOENsieTcs MONMYXUPHbIM LWpKUdTOM. 3arofioBOK, Kak NpaBuiio, OTBeYaeT Ha
BOMPOC: 0 YeM (O KOM) M3[aH JOKYMEHT. ToYka B KOHLIE 3arofioBKa He CTaBUTCHI.

TekcT oTaensieTcst OT 3arofloBKa MEXCTPO4YHbLIM MHTEpBanom 24 - 36 NT 1 nevaraeTcsa ¢ MHTepsanom 18 nr.

TekcT nevataeTcs OT NEBOW rpaHuLbl TEKCTOBOrO MOSIS U BblpaBHMBAETCS MO NI€eBOW W MpaBou rpaHuuam
TekcToBoro nons. MNepeas cTpoka ab3aua HauyMHaeTCcsa Ha paccToaHuMmM 1,25 cM OT NeBOW rpaHuLbl TEKCTOBOMO MOJS.

TekcT MOXeT noApasfdenaTbCs Ha KOHCTaTMpyloLWyl YacTb (npeambyny) M MNOCTaAHOBMALLYIO 4YacTb (B
pacropsiKEHUsIX - PAaCNOPSAUTENBHYHO).

NMpeambyna B npoektax noctaHoBrneHun [lpaButensctBa Poccunckon ®depepaumm 3aBeplLuaeTcd croBamu
"Mpasutenscteso Poccunckon ®epepauumn MO CTA H O B J1 A E T:", nocneaHee cnoBo neyataeTcs NOMYXMpHbIM
LWpPUETOM B pa3psaaky.

[MyHKTBI HyMepytoTCs apabckumm uugpammn € TOYKON 1 3arofioBKOB HE MMEIOT.

Mpy HaNM4YMM NPUNOXKEHWI K NOCTAHOBIEHUIO, pacnopsikeHuto MNpaBuTtenbctea Poccuinckon degepaumm B TeKCTE
Ha HMX 0b6A3aTenbHO AenaeTcs Cebifka.

B npoektax noctaHosneHwu [NpasutensctBa Poccuiickon ®egepauumn ynotpebnsioTca nonHble oduumnansHble
HaVMEHOBaHNs OpraHoB roCyAapCTBEHHOW BNACTU M MHbLIX FOCYOAPCTBEHHBLIX OpPraHoOB M OpraHusauui, B npoekTax
pacnopsiXeHui - X CokpalleHHble oduLmarnbHble HaMeHOBaHUS.
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Mognuce oTgoendeTca OT TeKCTa MEXCTPOYHbIM WHTepBanom 36 nNT M coctouT U3 cnoB "lpencenartens
MpaButenbsctBa Poccuiickon depepaummn”, uHnumnana nmenn n pammnum Mpepcenarens MNpasutensctBa Poccuiickon
depepaumu.

Cnoea '"lNpencepatens [lpaButensctBa” n "Poccuiickon depepaumn” nedatalwTcss B ABE CTPOKM uYepes
OLVHAapHbIA MEXCTPOYHbI MHTepBan. Cnoea "lNpeacepatent [lpaBuTenbcTBa" nevyaTalTCs OT JIEBOW TPaHULbI
TekcToBoro nond, a cnosa "Poccunckon ®egepaumun” ULEHTPUPYIOTCA OTHOCUTENBHO MEpPBOM CTPOKU PEKBM3NTA.
WHuumnan umenn n amunus MNpegcenatens MNpasutensctBa Poccuiickon depgepaumm neyataroTcsa y NnpaBomn rpaHuubl
TEKCTOBOro Nonsi.

Bu3bl npocTaBnsTcs Ha 0BOPOTHOW CTOPOHE B HWKHEN €ro 4acTu MOCIIeQHero fucTa NepBoro aK3emmnisipa
NpoeKTa NoCTaHOBMEHUS, PACMNOPSHKEHUS.

MpunoxeHns K NpoeKkTaMm NOCTaHOBNEHUN, pacrnopsbkeHuin MNpaeuTtenscTBa Poccuiickon degepaumm nevaratoTcs
Ha OTAEeNbHbIX NMUCTax dymaru n BU3MPYOTCS.

Pa3smepbl nonen, wWpuUdTbl M MEXCTPOUHbIE WHTEpPBanbl MNpyY MNevyaTaHuM TeKCTa WOAEHTUYHbI pasmMepam,
npUMeHAEeMbIM NpU 0HOPMITEHUN TEKCTOB NOCTAHOBMEHUIN (PaCNOPSKEHUN).

Mopsagok ohopMmeHNa NPUNOXEHUIA K NPOEKTY MOCTaHOBMNEHUs, pacnopsbkeHuna [pasuTtensctBa Poccumnckon
denepaumm aHanormyeH MOpsAaKy OMOPMMEHUS NPWUIIOXKEHUA K MpOeKTaM YKas3oB U pacnopsbkeHun [lpesngeHTa
Poccuiickon ®eaepaunn.

3.6. OdhbopmneHne npukasoB, pacnopsXKeHui, ykasaHuin
CnencTBeHHOro kommTeTa

3.6.1. OchopmneHne HOPMATUBHBIX MPABOBbLIX AKTOB W WHAMBMAYaNbHbIX MPeAnucaHuii B BuAe MUCEM U
TenerpaMm He JOMNycKkaeTcs.

3.6.2. TekcTbl Nnpuka3oB nedatatoTcs wpudTom N 14 6e3 NnoMapok U ucnpaBneHuin Ha OnaHKax yCTaHOBMEHHOW
¢opMbl (KPOME COBMECTHbIX MPUKA30B, PACMOPSPKEHUA WU yKas3aHUN), M3roTOBIIEHHbLIX TUNorpadCckumM crnocobom Ha
CTaHAapTHbIX nuctax bymarn dopmata A4. KavyectBo neyaty JomkHO obecnedvBaTb HOpManbHOE YTeHue TeKcTa U
BO3MOXHOCTb €r0 BOCMpon3BedeH s CpeacTBamMmn KONMPOBanbHO-MHOXUTENBHON TEXHUKW.

[ata n Homep npukasa odoOpMIIAITCA B pPekBU3UTax BGraHka pYKOMMCHO M MPOCTABMSHOTCA NPV perucrpaumu
npukasa B yCTAHOBIIEHHOM MOPSIAKE.

3.6.3. Tpukasbl (pacnopspkeHus, ykasaHusl) B 3aBUCMMOCTM OT XapakTepa W CcoAepxaHus npeameTta
perynupoBaHus  perncTpupyroTcad OTAEeNbHO B COOTBETCTBUM C  MOPSAKOM, YCTAHOBIEHHbIM  PernameHTom
CnegcrtBeHHoro komuteta Poccuiickon ®Pegepauum u COOTBETCTBYIOLMMU OpraHM3auMOHHO-pacnopsanTerbHbIMU
OOKYMEHTaMW CreACTBEHHbIX OPraHOB, yupexaeHnn n opraHnsaumi CrneacTtBEHHOro KOMUTETA.

3.6.4.1. [laTta npukasa gormkHa coBnagaTtb C 4aTon ero nognucaHus.

[na ueHTpanbHoro annapata CneacTBEHHOro KOMWUTETa [gaTa M3gaHus npukasa odopmnsieTcs [NnaBHbIM
OpPraHn3auMOHHO-NHCMNEKTOPCKUM YNpaBlieHNEM, 3a WUCKIIIOYEHMEM MPUKA30B MO KaapoBbIM BOMPOCaM, AN KOTOPbIX
JaTa npukasa ocopMnsaeTcs ynpaBneHnem KagpoB, a Takke NpukasoB No UHaAHCOBO-XO3AWCTBEHHON OeATENbHOCTH,
ONs KOTopbIX AaTta npukasa ocdopmnseTcs [NaBHbIM ynpaBneHnem obecneveHnss 4esTenbHOCTY.

B cnefcTtBeHHbIX opraHax, yuYpexgeHusix, opraHusaumsix CrneacTBeHHOro komuteTa gata npvkasa ogopMrisieTcs
B COOTBETCTBUM C OpPraHnN3aLMOHHO-PacnopsAANTENbHLIMU AOKYMEHTaMM.

Mpuvikasbl (pacrnopsiKeHNs, ykasaHus), KoTopble GbiNn M3gaHbl ABYMS U 6oree opraHaMu rocyjapCTBEHHON BNacTy
WM MHBIMK TOCYAapCTBEHHbIMU OpraHaMmu (opraHv3aumnsammn), OOMKHbI UMeTb OAHY (eduHyto) Aaty - Aaty akTUYeCcKo
noAnucy OTBETCTBEHHOTO (YMONTHOMOYEHHOIO) NLA, NOCHEeAHUM NMOAMNMCABLUErO COBMECTHbIN JOKYMEHT.

Jata npukasa odopMnsieTcs LMPOBLIM UMK CIIOBECHO-LMDPOBLIM CMOCOGOM.

3.6.4.2. Homep npukaza CrneacTtBeHHOro KOMWUTETa, CIEACTBEHHOrO OpraHa, YYpexneHus, opraHusauum
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CrnencTBeHHOro kommTeTa cocTouT n3 3Haka "N" 1 ero nopsiakoBoro Homepa, oOpMITIEHHOro apabckumu umdpamu, B
npegenax kKaneHgapHoro roga M MoOXeT OONOJNTHATbCA 6yKBeHHbIM MHOEKCOM B COOTBETCTBMWU C perynupyembiM
NpuKasom HarnpasleHnem OeATeNlbHOCTU.

B npuKasax no (bMHaHCOBO-XO3ﬂVICTBeHHOIZ OeATerIbHOCTU U MO KaapoBbiM BOMpocam I'IOpFlD,KOBbIVI HOMEP MOXeET

[OMNONHATLCA Yepe3 aedunc GykBeHHbIMM MHOEKCAMM, B TOM vucne "d", "k", "4", "ua/o", Hanpumep: "15-¢", "386-rc".

B pacnopsaXXeHnax no OCHOBHOW OeATENbHOCTH peFMCTpaLI,I/IOHHbIIZ HOMEP MOXET BKI0YaTb Mocsie nopAagKkoBoro
n..n

HOMepa pacnopsiKeHust HoMep NoApasaeneHus u OYKBEHHbIN UHAEKC "p", N0 (PUHAHCOBO-XO3ANCTBEHHOW AeATENBHOCTH
- "tbp", No kagpoBbIM Bonpocam - "kp", Hanpumep: "31/227-p".

Homep coBMecTHOro ¢ ApyrMu opraHamMu rocyfapCTBEHHOW BNacTu UMW UHLIMK rOCYAapPCTBEHHbIMI OpraHamu
(opraHuzauuaMu)  pacnopsauTeNnibHOrO  OOKYyMEHTa COCTOMT U3 HOMEpPOB, MoA  KOTOPbIMWM  AaHHbIA  Npukas
(pacnopsihxeHue, ykasaHue) saperMcTpupoBaH B KaXJoM opraHe rocyaapCTBEHHON BracTu UM MHOM rocy4apCTBEHHOM
opraHe (opraHv3auum), pacrorioXXeHHbIX B MOpsAKe UX NepeyncneHrs nocrneaoBatensHo Yepes pasgenutens "/

He ponyckaeTcs paspbiB Npu NepeHoce Ha Opyrylo CTPOKY PerncTpaumoHHbIX HOMEPOB WM AaT, BbINOMHEHHbIX
uncpoBbIM CNocobom.

3.6.4.3. 3aronoBok nevaraeTcsi Ha pacCcTosiHMM He MeHee 11 CM OT BEPXHEro Kpas NiMcTa NomnyXMpHbIM LWPUGTOM
N 14. Toyka B KOHUE 3arorioBka He CTaBUTCsS. 3arofioBOK, COCTOAWMA M3 OBYX U Gonee CTpoOK, neyataeTcs C
MEXCTPOYHbBIM MHTEPBANoM "TouHO 12 NT" 1 BbipaBHMBAETCS MO LEHTPY TeKCTa.

B 3aronoBku npukas3oB Mo KagpOBbIM BOMPOCaM BKIKOYAKTCA HAaMMEHOBaHME OEWCTBUS, UHMUMAnbI, dhamMunns
paboTHMKOB, B OTHOLLEHUN KOTOPbIX 3TO AEWCTBME ocyllecTBrnisieTcs, Hanpumep: "O HasHadyeHun V.. Hukonaesa", "O
nepesoge A.l. MNeTtposa", "O6 yBonbHeHuu IN.H. Cepreeson”, "O ancumnnuHapHon otBeTcTBeHHOCTH B.U. CemeHoBa".

Bonee ueTbipex pabOTHMKOB YKasbiBalOTCH B 3aronioBke 0606LeHHo, Hanpumep: "O noolpeHun paboTHUKOB
oTAena AeXypHblX criegoBaTterneit [NnaBHOro opraHU3aLMOHHO-MHCNIEKTOPCKOrO yrpaBneHus".

3.6.4.4. TekcT npukasa OTAENSIETCA OT 3aronoBka pacCTosHMEM B 2 - 3 MHTepBarna OT 3aronoBka, nevyaraeTcs B
YCTaAHOBMEHHbIX rpaHuLax norien ¢ MeXCTPOYHbIM UHTEpBanoM "oAuHapHbIN" U BbipaBHMBAETCA MO NEBOW U NpaBoW
rpaHuuam TekctoBoro nons. MNepeas cTpoka ab3aua HauMHaeTcsl Ha paccTosiHuK 1,25 cM OT NeBOW rpaHunLibl TEKCTOBOMO
nonsi.

Ha3sBaHus opraHoB rocygapCTBEHHOM BNacTv M WHbIX FOCYAapPCTBEHHbLIX OpPraHoB, OpraHun3auun, yyYpexaeHun,
noapasgeneHun, [OOMKHOCTEN, YNOMUHaeMblX B MpuKase, [AOfMKHbl TOYHO COOTBETCTBOBATb WX  MOSHbIM
HammeHoBaHWAM. B cnyyae ux HEOOHOKpPATHOrO YMOMUHaHWS OaeTcA MNOMHOe HavMeHOBaHWe OpraHu3auMnm Wnu
nogpasgeneHus, a B ckobkax - yCTaHOBfIEHHOe COKpalleHHOe HasBaHue, KOTOpoe UCMOoNb3yeTcs B AarnbHenwem B
TeKcTe npukasa.

B KOHCTaTI/IpyPOLLI,eIZ 4acCTu NnpukKkasa ykKasblBaeTCA ero HammeHoBaHue B poauTeribHOM nagexe, gara, HoMep U
3arosfioBoOK.

PacnopsgutenbHas 4Jactb HaumMHaeTcs B npukasax crioom "M P N K A 3 bl B A KO", B pacnopsikeHusix,
ykazanuax - "TTPEOJTAT AK", "O B A 3 bl B A" koTopoe nedyataetrcss NPONUCHLIMU ByKBaMM MONY>XUPHBLIM
LWPUETOM OTAENBHON CTPOKOW LIEHTPUPOBAHO C pa3bmBKOM (MEX3HaKOBbIM MHTEPBAIOM, paspeXeHHbIM Ha 2,5 nT), ¢
OTAENEHMEM €ero OT YacTeh TeKCTa MEXCTPOYHbIM WHTEpBanomM "oguHapHbIn'. B COBMECTHbIX C oOpraHammu
rocy1apCTBEHHOW BNAacTN U UHLIMU FOCYAapCTBEHHBLIMW OpraHamMu npukasax pacrnopsguTensHoe CroBo uanaraetcs ot

NepBoro nuua MHOXECTBEHHOIO Yncrna: "npukasbisaem"”, "obsassiBaem”.

MpeonucaHus 1 nopyvyeHnst ohopMnaioTCs B BUAE NYHKTOB, KOTOPble HYMepytoTCst apabckummn undpamm ¢ TOUKOM
N 3aronioBkoB He uMmetoT. [yHKTbl MOryT noapasfenatbCs Ha MOoAMnyHKTbl, KOTOPbIE MOIYT UMEeTb OYKBEHHY Wnn
uncppoByto Hymepauuto. TyHKTbI M MOONYHKTbI MOryT pasgensitbCs Ha abs3aubl 6e3 [OoNOMHMTENBHOW HyMepauuw.
Pasgenbl HyMepyrTCa pUMCKUMK Ldopamu.

lMonoxeHuss B MyHKTax npukasa [AOOMKHbI COrNacoBbiBaTbCA B MafeXe C pacrnopsiguTeribHbiM — CrOBOM
"npukasbiBat” - "komy?"; "obs3biBat0” - "koro?".
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B pacnopsauTenbHOM YacTu TekcTa npukasa ykasbiBaloTCA B AATENbHOM WU poauTENbHOM Najexe agpecarbl
HOPMaTMBHbIX MPaBOBbIX MPEANUCaHWA U MOpPYYeHWUIn - MoApasgereHus LeHTpanbHoro annapaTta CrieacTBEHHOro
KOMWUTETA, CMEeACTBEHHbIE OpraHbl, yupexaeHusl, opraHusaumn CrneacTBEHHOrO koMuteTa U (UMM) UX PYKOBOAUTENM
(cbamunusi U MHMUMAnNbI ykasbiBalOTCA B CKOOKax B MMEHWUTENbLHOM najexe unu 6e3 ckobok - B AaTenbHOM UMK
poouTeENbLHOM Najexe, Korga npeanucaHne afpecoBaHO KOHKPETHOMY —pykoBoauTento). 3aTtem B MyHKTe
pacnopsiauTenbHOW YacTu npukasa ykasblBaeTcsl NpeanucbiBaeMoe OerCTBUE (MCMOob3yeTcs rnaron noBenuTensHOro
HaKMOHEHWS), 1 MOTyT YCTaHaBMMBAaTLCS CPOKN UCTIONHEHMSI.

OpHO HOpMaTMBHOE NpPaBOBOE MPEAnUCaHWe UNKU MopydeHue, agpecoBaHHOE HECKOSbKMM MWCMOSMHUTENSM, a
TaKKe HECKONbKO MpeanucaHuii (NopyyYeHuin), agpecoBaHHbIX O4HOMY WMCMOSHUTENIO, pasMeLLaloTCs B OAHOM MyHKTe
pacnopsanTenbHOM YacTu npukasa. He gonyckaetcst paspbiB C NEPEHOCOM Ha APYryto CTPOKY haMunum U MHULMAaNoB
agpecaTtoB npeanucaHni (MopyvyeHun).

He ponyckaeTca pasmelleHne B TeKCTe npukasa MOSCHAWNX CNoB (NpeanoxeHun), onpeaeneHuni,
HepacLwMnpPOBaHHBLIX COKpaLLEHWIN Ha3BaHWIN, CCbINOK U ApYron MHpopmauun, He obnagatoLlet MMNepaTUBHLIM CTUMNEM
BMAaCTHbIX NpeanucaHun.

Tabnuubl, cnuckn, cxembl, APYron WHMOPMALMOHHO-CNPABOYHLIA MaTepuan, Kak MpaBurio, pasmellaeTcd B
TeMaTU4ecku pasgeneHHbIX NPUNOXEHUSAX K NpuKasy.

B npwvikase, pacnopsxeHuu, ykasaHum, N3MEHSIIOLWEM UM OTMEHSIIOLLEM paHee 3faHHbIe Npukas, pacrnopspkeHmne,
yKa3aHue COOTBETCTBEHHO WMWY OTAefbHble WX MONOXEHWs, YKasblBalOTCA AaTta, HOMep, 3arofloBOK, HOMEp MyHKTa
(nognyHkTa, ab3aua) OTMEHSEMOro N1 N3MEeHAEMOoro NPaBoBOro akTa.

OTmMeHa npaBOBOrO akTta WM OTAENbHbIX €ro nonoxeHwn obosHavaeTca dopmynupoBkon "lpu3HaTb
yTpaTUBLIMM cuny..." 1 0pOpPMNAETCA OTAENbHBIM MYHKTOM (MyHKTaMM).

B nocnegHem NYHKTE npuKkasa yKa3blBaloTCA AOJI)KHOCTb, cbammnvm N nHUUnanbsl AO/MKHOCTHOIO nuua, Ha KotTopoe
BO3naraeTcd KOHTpPOJ1b 3a UCMNOJIHEHMEM MPpUKa3a.

KoHTponb 3a McnonHeHvem npukasa MOXEeT Bo3naraTbCs Ha AOMKHOCTHOE NWLO, NOAMMCbIBaoLLEe Mpukas, Co
cnegytowen hopmynuposkon: "KoHTporb 3a CNONIHEHNEM NpMKa3a OCTaBnso 3a cobon”.

3.6.4.5. HanmeHoBaHne OOMKHOCTM nuua, MOANMUCHIBAIOLLErO NpuKas, oTAeNnseTcs OT npeablayLlero peksusuTa
AOoKymeHTa npobenom B ABa OAUHaPHbLIX MEXCTPOYHBbIX UHTepBana, nevyataeTcs OT NeBOW rpaHuLbl TEKCTOBOrO Mons
yepe3 MEXCTPOYHbIA MHTepBan "TovyHO 12 NT" M BbIpaBHMBAETCA MO fEBOMY Kpakw TEKCTOBOro nond. YkasaHue
crneumnanbHOro MM BOMHCKOTO 3BaHUS (KIMacCHOro YnHa) oTaenseTcs oT HaMMeHOBaHUSA AOMKHOCTU NpobenomM B OAMH
MEXCTPOYHbIV MHTepBan "To4Ho 12 nT".

PacwwndpoBka nognucy (MHMUManbl MMEHU 1 OT4ecTBa, amunus) pacnosaraeTcsi Ha ypoBHE MOCreaHeN CTPOKM
HaMMEHOBaHMSA AOMKHOCTU UMK cneunanbHOro 3BaHUsl, BOMHCKOrO 3BaHUS, KIAcCHOro YmHa. damunus BbipaBHUBAETCS
nocregHen GykBow NoO NpaBoK rpaHnLIe TEKCTOBOIO Moss.

Hanpumep:

Ilpencenaresie CJIeOCTBEHHOT'O KOMMTETA
Poccurickoy denmepaumm

TeHepPaJsI-I[IOJIKOBHUK OCTULIMN MIOONNUCH A.V. BaCTpPEKMH

Mpv noanucaHuyM npvKasa fUUOM, WCMOMHSIOWMM 00S13aHHOCTM  YTNONMHOMOYEHHOTO  AOMKHOTO  nvua
CneOcTBeHHOrO KOMUTETa, K HauMeHOBaHWI COOTBETCTBYHLLEN [OSMKHOCTU pOobaenserca cokpalleHve "M.o."
(McnonHsWmMI 0683aHHOCTM), @ B paclunMdpoBKe NOANUCH YKasbiBalTCA UHULMANbI U haMuUnus nuua, noanucasLlero
npukas.

Mpn nognucaHMn HECKONbKMMW LOOIMKHOCTHLIMWU NMLAMU COBMECTHOrO C OpraHaMu rocygapCTBEHHOW BriacTu U
WHBIMW FOCYAapCTBEHHBIMW OpraHamu Mnpukasa Mx Noanucu pacnonaralT Ha O4HOM YPOBHE WM OAHY noA ApYron B
COOTBETCTBUN C YTBEPXKOEHHOW CTPYKTYpon deneparnbHbiX OPraHoB MWCMOMHUTENbHOW BRactu Wnu andaBuUTHBIM
nopsaakom OCpI/ILWIaJ'IbeIX HanMeHOBaHUN rocygapCTBEHHbIX OpraHoB.
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Hanpumep:
Mpeacenatens CneacTtBEHHOro KOMUTETA PykoBogntenbs ®epeparnbHON TaMOXEHHOW CryXObI

Poccwuiickon depgepaumm

Mognunck A.WN. bacTpbikuH Mognunck A.10. BenbsHnHOB

MpeacTaBnATb MNPOEKTbl MPUKA30B ANs  YTBEPXKOEHUS OOJPKHOCTHOMY JMUy LieHTpanbHoro annapaTa
CneOcTBeHHOrO KOMUTETa, CMEACTBEHHOro opraHa, ydpexnaeHus, opraHusauun CneacTBeHHOro  KomuTeTa,
yNONHOMOYEHHOMY MoAMUChIBaTL MpPUKasbl, credyeT B COOTBETCTBUM C MOPSAKOM, YCTAHOBMEHHbIM PernameHTom
CnencteeHHoro komuTeta Poccuiickoit ®denepauum M COOTBETCTBYIOLWIMM  OpraHu3aLMOHHO-pacnopsanTeribHbIM
[OKYMEHTOM CIeZICTBEHHOro opraHa, yupexaeHusi, opraHusauum CrneacTBeHHOro komureTa.

3.6.4.6. lMpunoxeHus K Npukasy AOMMKHbI COOTBETCTBOBATb NMPEANUCaHUsIM MyHKTOB PacCMOpPsiAUTENbHON YacTu
TEKCTa, B KOTOPbIX YKa3bIBAETCH CChISIKa Ha NMPUIOXEHWS.

3aronoBok NPUIIOXEHNA B TEKCTE akKTa N Ha CaMOM MNMPUnoXXeHnn OoJnkKeH coBnagaTtb.

3.6.4.7. B npuka3 He BKNOYaeTCcsa MyHKT, copepxawun npegnucaHune "lNpukas gosBectn o ceBefeHus..." vnu
"Mpukas HanpasuTb...". MNogpasaeneHns (QOMKHOCTHbIE nuua), 40 CBEAEHUS KOTOPbIX AOBOAUTCA NpuKas, ykasblBaloTcs
B CMMCKE PacChbINKM OKYMEHTa, KOTOPbIN UCMOMHUTENb FOTOBUT BMECTE C NPOEKTOM NpuKasa.

3.6.4.8. NHnumansl, pamunns n Homep TenedoHa ucnonHuTens (C KOAOM HaceneHHOro MyHKTa) ykasbiBalTCs B
NEeBOM HVXHEM yriy Ha 06OpOTHOM CTOPOHE NocnegHero nucTa NepBoro ak3emnnsipa npoekTa npukasa wpudgrtom N 10,
Hanpuwmep:

W.B. MeTpos
(495) 640 00 00

3.6.5. Mpukasbl CneacTBeHHOro KoMuTeTa, 3aTparvBaloliMe npasa, cBoGoAbl M 06S3aHHOCTM 4yerioBeka WU
rpakgaHuHa, ycTaHaBNMBalollMe MpPaBOBOM CTaTyC OpraHuMsauuii Unu VMeloLlMe MeXBeOOMCTBEHHbI XapakTep,
noasiexxaT rocydapCTBEHHOW pernctpaumum v onybnukoBaHUIO B MOpsiAKe, YCTAHOBFIEHHOM ANsi rocyAapCTBEHHOMN
perucTpaumm 1 onybrnmMkoBaH1s HOPMaTUBHbIX NMPAaBOBbLIX aKTOB (beaeparnbHbIX OPraHOB UCMOMNHUTENBHON BNAcTy.

KoHcynbTaHTlINOC: NnpumMmeyaHme.
MpunoxeHne N 9 n N 10 K IHCTpyKLMKM HE NpuBOOUTCS.

Mpukasbl, He nognexawme rocydapCTBEHHOW perncrTpauun, nocne noanvucaHusa npeacTaBnsAlTcsa  Ha
perncTpaumto (doopma KHUrM permctpauumn npmukasoB 1 pacrnopsKeHnn - npunoxenne 9 k IHCTpykuumn) n onybnmkoaHme
BMeCTEe CO cnuckamu pacchinku (npunoxenue 10 kK UHCTpyKumun).

B ueHTpanbHOM annapate CrneacTBEHHOrO KOMUTETa MpUKasbl MO OCHOBHOW OEATENbHOCTU PETMCTPUPYHOTCS U
opMMpYOTCA B HOMEHKNATypHble dena [MaBHOMo OpraHU3aLMOHHO-MHCMEKTOPCKOro YnpaBfeHusi, Mo Bonpocam
(PUHAHCOBO-XO3ANCTBEHHON [OEATENbHOCTM - [NaBHOro ynpaeneHus obecneyvyeHus OesaATenbHOCTU, MO KagpoBbiM
BOMpocaM - ynpasrneHus Kagpos.

CnncoK pacchinky NOMELLLaeTCa B COOTBETCTBYIOLLIee HOMEHKNaTypHoe [1eflo BMECTe C Npvka3oM. B ueHTpanbHoM
annapate CreacTBeHHOro KoMuTeTa CMUCOK PacChbiikv  JOKYMeHTa rnoanucbiBaeT  pykoBoauTenb [naBHoro
ynpaBreHusi, ynpaereHusl Uu ero samecTuTerb.

Ha konuu npukasa B Heo6xoAUMbIX Criydasix UCMOMHAETCA ya0CToBepsaoLas Haanuch.

Hanpumep:

BepHo
JIHCIIeKTOp yNpaBbJIeHMsa KaIpoB
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3.7. OoroBopbl, cornalleHusl, rocyaapCTBEHHbIE KOHTPaKTbI

3.7.1. MNpoeKTbl rpaxaaHCcKo-NpaBoBbIX A0rOBOPOB, COrMalleHWin, rocy4apCTBEeHHbIX KOHTPAKTOB, 3aKrovaeMblxX
6e3 npoBefeHNst TOpros, NOAroTaBNMBaOTCA NoApasferieHnsasMK LeHTpanbHoro annaparta CreacTBeHHOro KomuTeTa,
CNEeACTBEHHOro opraHa, ydpexaeHusl, opraHusauum CreacTBEHHOro KOMUTeTa, WHWLMMPOBABLUMMU 3akIloveHue
COOTBETCTBYHOLLUX AOFOBOPOB COrnalleHui, rocy4apCTBEHHbIX KOHTPaKTOB.

3.7.2. npoeKTbI rocyaapCTBEeHHbIX KOHTPAKTOB, noanexalwlnx 3akrn4YeHnto no pedynbtatamMm nposegeHnsa Topros u
3anpoca KOTUPOBOK LEeH B LUeHTpalbHOM annaparte CneacTBeHHOro KomuTeTa, MnoaroTaBnMBalOTCS npaBOBbIM
ynpasrieHneMm, B CrneCTBEeHHbIX OpraHax, yuypexageHuadax, opraHnsaumnax CnepncTBeHHOro komuTeTa - nogpasgerneHnamm,
MHNUMMNPOBABLLMMUK 3aKIto4eHe COOTBETCTBYHOLUX rOCyAapCTBEHHbIX KOHTPAKTOB.

3.7.3. TpoeKTbl 4OroBOpOB, COrMalleHUin, rocygapCTBEHHbIX KOHTPAKTOB (daree, ecnu He oroBopeHo ocobo, -
[OroBOp) COCTaBMAOTCA B KOMWYECTBE 3K3EMMMSAPOB, COOTBETCTBYIOLIEM YMCMY CTOPOH Takoro [JoroeBopa c
NPUMOXEeHNEM OOHOrMO0 BWM30BOrO 3K3EeMMnspa B COOTBETCTBMM C TpeboBaHMAMM 3akoHodaTenbcTBa Poccuiickomn
depepaummn ons KOHKPETHbLIX BUAOB AOroBOpPOB M obpa3suamu, pa3paboTaHHbIMK [1paBoOBLIM yNpaBrieHNEM.

MpoeKkTbl JOrOBOPOB, 3a WUCKMOYEHWEM FOCYAapCTBEHHbIX KOHTPAKTOB, 3aKroyaeMblX B 3NEKTPOHHOM opMe,
OOMKHbI coAepXKaTb KONMOHTUTYIMbI, PACNONOXEHHbIE B HMKHEN YacTy Ha NULEBON CTOPOHE Kaxaoro nucta. KonoHTuTyn
OOMKEH cofepXaTb Haanuch cregytowero cogepxaHus: "Ctpanuua m3 __ [Joroeopa (cornawueHus,
rocyapCTBEHHOIO KOHTpakTa) o (mpu HeobxogumocTtn) ot " " 20 r., a Takke
rpacpbl C COKpalweHHbIMN HanmMmeHoBaHNUAMU CTOPOH, BBEOEHHbIMU B TEKCTe Oorosopa, AnA NOJIMCTHOro noanncaHua
[oroBopa NpeacTaBUTENSMIN CTOPOH.

3.7.4. TpoeKkTbl AOrOBOPOB BMW3MPYIOTCS WCMOMHUTENAMU W PYKOBOAMTENEM noapasfeNieHnst LeHTpanbHoro
annapaTta CreacTBeHHOro KOMUTeTa, CreACTBEHHOrO opraHa, yYpexaeHusi, opraHusauum CrnegcTBEHHONO KOMUTETA,
VHULMMPOBABLLEro 3aKSoYeHne COOTBETCTBYIOLLErO AOroBopa, Ha 0GOPOTHONM CTOPOHE KaXaoro fincTa npoekTa.

Mocne BW3MpOBaHMS, NPeayCMOTPEHHOro npeabiayliMm absalem, NPOeKkTbl AOrOBOPOB COrNacoBbLIBAKTCA CO
BCEMW 3aMHTEPECOBaHHbLIMU MoApasneneHnsiMU LieHTpanbHoro annapaTta CrneacTBeHHOro KoMuTeTa, CrieAcTBEHHOro
opraHa, yuypexaeHusi, opraHmsaunm CnegcTBeHHOro komuteTa.

3.7.5. Mocne cornacoBaHUsi NPOEKTbl 4OFOBOPOB NPEACTABMNSAOTCS NogpasfAeneHns MM LeHTparbHOro annapaTta
CnepnctBeHHOro  KOMUTETa, CREACTBEHHOrO opraHa, YydpexaeHus, opraHusauum CreacTBeHHOro  KOMUTETA,
WHMUMMPOBABLLUMMW 3aKMHOYEHME YKas3aHHbIX A4OroBOpoOB, Ha noanucb Mpeacenatento CneacTBEHHOMO KOMUTETA Yepes
€ro cTapLuero MOMOLLHMKA, CTapLllero MOMOLUHMKA MO 0COObIM MOPYYEHMSIM, MOMOLLHMKA MO OCOObLIM MOPYYEHMAM,
NMOMOLLIHMKA (COBETHMKA), NepBOMY 3amecTuTento (3amectutento) MNpeacenatens CnencTBEHHOrO KOMUTETA UMM UHOMY
OOJDKHOCTHOMY nuudy, YynOJIHOMOYeHHOMY Ha noAanucaHue YyKa3aHHbIX OOroBopoB B COOTBETCTBUU C TrpaXOaHCKUM
3akoHogatenbctBOM Poccuiickorn ®Pepgepauum U NpaBOBbIMM  akTamMy U OpraHM3aunoOHHO-pacnopaauTenbHBIMM
AokymeHTamy CrieacTBEHHOIO KOMUTETA.

MpoekTbl O0OroBOpPOB, MNOAFOTOBMEHHbIE OpraHamu rFOCyAapCTBEHHOM BRacTM W OpraHaMM  MeCTHOro
caMOoynpaBeHnsi, MHOCTPaHHbLIMU OpraHM3aunsiMu1, a Takke U3NYECKMMM 1 LOPUANYECKUMI NULLAMUK, NepeaatoTcs ans
paccMOTPeHUss B MogpasfeneHus LeHTpanbHoro annapata CrnepcTBEeHHOrO KOMUTETA, CREACTBEHHOIO opraHa,
yypexneHusi, opraHusauum CreAcTBEHHOro KoMuTeTa B npedenax WX KOMMeTeHUUW, Mocrne 4ero odopMmsitoTcs,
BM3VPYIOTCS U NOAMUCLIBAOTCS B YKa3aHHOM BblILLe NOpsiake.

3.7.6. MNMoanucek pgomkHocTHoro nuua CneacTtBeHHOro kKoMuTeTa, nognucasLLero JOroBop, 3aBepsaeTcs repboBon
neyaTblo.

3.7.7. Nocne nognucaHnsa KOHTpareHToOM 4OroBopa, OTHOCALLLEroCcs K (PMHAHCOBO-XO3SMCTBEHHOM AEATENbHOCTU U
npeagycMmartpuBarollero ncnofnb3osaHune CbI/IHaHCOBbIX N MatepuanbHbIX CpeacTs, "maBHoe ynpasrneHune obecneyvyeHns
nedarenbHocTn ((PUHAHCOBO-XO3SIMCTBEHHOE MoApasfeneHne CcrneacTBEHHOrO OpraHa, ydpexaeHusi, opraHv3auumu
CnencTBeHHOro kKommTeTa) OCYLLECTBASIET ero perucTpaumio.

KoHcynbTaHTlN0C: npnmMmeyvaHume.
MpunoxeHne N 11 1 N 12 k IHCTpyKUUKN He NpuBOAUTCS.
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3aknoyeHHble rocyaapCTBEHHbIE KOHTPAKTbl PErMCTPUPYIOTCA B KHUrE ydeTa roCygapCTBEHHbLIX KOHTPAKTOB
(npunoxeHue N 11 kK IHCTpyKUuUK), B KOTOPOKW AOMKHbI COAEPXKaTbCs KpaTkue cBeAeHNss 0 HAUMEHOBAHUM U KONUYecTBe
3aKynaembix ToBapoB, obbeme paboT, ycnyr, O LeHe KOHTpaKTa, O MOCTaBLUMKE (MCMOMHUTENE, Nnogpsigyvke) u Mecte
€ero HaxoxgeHusi. MHble OOoroBOpbl PErncTpypyroTCa B KHWUME peecTpa 3aKynoK, OCYLLEeCTBMEHHbIX 06e3 3akmnoyeHus
rocyaapCTBEHHbIX KOHTPaKTOB B COOTBETCTBMM CO cTaTtben 73 brogxetHoro koaekca Poccuiickon depepaumm
(npunoxenue N 12 k UHcTpykumm).

Ha Bcex aksemnnsipax Ooroeopa Npu perucTpauny npocTaBrisieTcsl HOMep, YYTEHHbI B 3NEeKTPOHHON Gase, U
nara.

Homepa npuceaunsatoTcs:
rocyAapCTBEHHOMY KOHTPAKTY - MO KHWUre yYyeTa rocyapCTBEHHbIX KOHTPAKTOB;

WHOMY TrpaX4aHCKO-NPaBoOBOMY [OrOBOPY - MO KHUIE peecTpa 3aKymnoK, OCYLLECTBIEHHbIX 6e3 3aknioyeHus
rocy4apCTBEHHbIX KOHTPAKTOB.

Pernctpauns 4OroBOPOB OCYLLECTBNAETCS B MOPSAKOBOM Hymepauuu B npedenax kaneHgapHoro roga (MoryT
yYnUTbIBATLCSt HOMEpPa AOrOBOPOB, MPUCBOEHHbLIE KOHTPAreHTamm).

B TeuyeHve Tpex pabounmx OHeEW CO OHS 3aKM4YeHUsl ToCyaapCTBEHHOrO KOHTpakTa [naBHoe ynpaeneHve
obecneyeHns peATenbHOCTM ((PMHAHCOBO-XO3AWCTBEHHOE MoApa3geneHMe CneACcTBEHHOIO OpraHa, y4pexaeHus,
opraHmsaumm CnegcTtBEHHOro0 KOMUTETA) HanpaernsieT CBeAeHUs, NpeayCMOTPEHHble 3aKOHOOATENbCTBOM O
pasmelleHnn 3akasoB, B drefepanbHbiil opraH UCMOMHUTENbHOW BMACTW, OCYLLECTBASIOWMIA NMPaBONPUMEHUTENbHbIE
PYHKUUN MO KAacCOBOMY OBGCINyXMBaHUIO UCNONHEHUs OromxeToB GromkeTHoOM cucteMbl Poccuickon depepaumm ang
BHECEHUs1 3TUX CBEAEHU B peecTp rocyfapCTBEHHbIX KOHTpakToB. COOTBETCTBYIOLUME CBEAEHUS B yKa3aHHbIA CPOK
HanNpaBnAKTCHA TaKKe B CNyvyae U3MEHEHWs!, UCMONMHEHNs1, MO0 pacTop)KEHUS rocyAapCTBEHHOIO KOHTpaKTa.

3.7.8. MNocne pernctpaumn ak3emnnap gorosopa CneacTBEHHONO KOMUTETA M BU3OBbLIA SK3EMMIIAP XPAHATCS B
MmaBHOM ynpasneHun obecnedyeHus AeATenbHOCTUM ((PUHAHCOBO-XO3ANCTBEHHOM NoApasferieHn CcregcTBeHHOro
opraHa, ydvpexgeHus, opraHusauum CrnegcTBEHHOrO KOMUTETA), a OcCTalibHble 3K3eMNNApbl HanpaensAlwTCs OPYrnm
CTOpOHaM Jorosopa.

Konuu ak3emnnspa [oOroeopa, AOMOMHMTENBHOrO COrMaleHuss K paHee 3aknioyeHHoMy CreacTBEHHbIM
KOMUTETOM [0roBopy HanpasnsATcsa [MaBHbIM ynpaeneHnem obecrneveHns aeatensHocTV B NpaBoBoe ynpasneHue B
TevyeHune 3 pabounx gHel nocne ux perncTpaumm.

3.8. TpygoBble 4OroBOpbI U CryXeOHbIE KOHTPaKThI

3.8.1. TpygoBsble AOoroBopbl M cnyXebHble KOHTPakTbl OOPMMAAIOTCH YyMNpaBneHWeM KagpoB W KagpoBbIMU
nogpasaeneHnsamMmn cneacTBeHHbIX OpPraHoB, ydpexaeHui, opraHmnsaumi CneacTtBeHHOro KoMmMteTa B COOTBETCTBUM C
TpeboBaHnsmu TpygoBoro koaekca Poccuiickon depepaumm, egepansHoro gakona ot 28 aekabps 2010 r. N 403-03
"O CnenctBeHHoM komuteTe Poccuiickon depgepaumn”, depepanbHoro zakoHa ot 27 wutons 2004 r. N 79-¢3 "O
rocygapCTBEHHOM rpaxgaHckonm cnyxbe Poccunckon ®depepaumm”, M MHbIX HOPMATMBHBLIX MPAaBOBbIX aKTOB W
noanucbiBaloTcd paboTHMKOM U nvuamMu, ocywlecTBnaAwwmuMmn B cucteme CneacTBEHHOrO KOMUTETA MOJSTHOMOYUSA
paboTtogatensa (nNpeacrtaBuTens HaHumartens) ot umeHu Poccuiickon dPepepaumun. lNMocne nognucaHus TpygoBble
[0roBopbI 1 CriykebHble KOHTPaKTbl YAOCTOBEPSAIOTCSA B yNpaBneHun kagpos repboBor nevatbio.

3.8.2. OavH ak3emnnisAp TPYAOBOro 4OroBopa, CryebHOoro KoHTpakTa nepegaeTcsi paboTHMKY, BTOPOW XpaHWUTCS B
€ero NMYHOM [efie B COOTBETCTBMM C HOMEHKNAaTypoil Aen LeHTpanbHoro annapata CrieqcTBEHHOTO KOMUTETA,
CreAcTBEHHOro opraHa, yupexaeHus, opraHusauumn CrneacTBeHHOro KoMureTa.

3.9. MNpoTokonbl
3.9.1. Tlpotokon npeactaBnseTr CcoOOM AOKYMEHT WHGOPMALMOHHOIO XapakTepa, npegHa3HayeHHbI AOnd

(*)VIKcaLI,VIVI Xo4aa pacCMOTpeHuA BOMPOCOB U MPUHATUA peLueHvu7| Ha 3acefaHunax KoJiernanbHbIX, coBellaTeslbHbIX,
KOOpPpAUHALUMOHHbIX, 3KCNEepTHbIX W [Op. OpraHoB CneacTBeHHOro  KomMuTeTa, onepaTtuBHbIX coBelaHumn npu
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Mpencenatene CneAcTBEHHOrO KOMUTETA U €r0 NEPBOM 3aMeCcTUTerne, 3aMecTUTENsIX, PYKOBOAMTENSX noapasaeneHuii
LueHTpanbHoro annapata CrneacTBEHHOTO KOMWTETa, CNeACTBEHHbIX OpraHoB, YYpEeXOAeHWi, opraHu3auuii
CnepncTBeHHOro KOMUTETA, MEXBEeJOMCTBEHHbIX U MHbIX COBELLIaHNAX (Janee - CoBellaHns).

3.9.2. lMpoTokon oopMnsaeTcs Ha OCHOBaHMU 3anucei (B TOM Yucne ayavmo- U Bugeosanuncen), nponssBedeHHbIX
BO BpeMS COBeLUaHWs, MpeacTaBMNeHHbIX Te3WCOB AOKMNagoB W BbICTYNNEHUA €ero y4aCTHUKOB, CMpaBOK, NPOEKTOB
peLleHnii u apyrmx marepmarnos.

[MpoTokonbl MOryT COCTaBMATLCSA B MOMHOM hOpMe UNM B KpaTkow ¢popme, npu KOTOPOW OnycKaeTcs XOA
obcyxaeHust Bonpoca v NPUHSITUS MO HEMY peLLUEHUS.

[onyckaetca ¢opma cocTaBfieHMs NPOTOKONa, MpU KOTOPOW (OUKCUPYHOTCA TOSMbKO MNPUHATbIE peLUeHMs Mo
COOTBETCTBYIOLLUM BONPOCAM UMM NOPYYEHMUS, CPOKU NX UCMOSNTHEHMS Y UCMONHUTENMN (MPOTOKOM MOPYYEHNUIA).

MpoTokon coBellaHnss odopMNsSeT cekpeTapb coBellaHus (paboTHUK, OTBETCTBEHHbIN 3a MpoBeAeHUe
COBELLAHNS).

3.9.3. lMNpoTtokonbl 3acegaHun konnerni CrnegcTBEHHOrO KOMUTETa M CNeAcCTBeHHbIX opraHoB CneacTBeHHOro
KoMuUTEeTa, MPOTOKOMbI OnepaTuBHbIX coBelwanun npu lNpegcenatene CneacTBeHHOro KoMuTeTa, PYKOBOAMTENSX
CNELCTBEHHbIX OPraHoB, yYpexaeHun, opraHnsauun CneacTBeHHOro kKommuteTa oopmnstoTcst Ha repboBbiX BnaHkax
OOKYMEHTOB yCTaHOBMNEHHOro obpasua, Ha cTaHgapTHbIX nuctax bymarm 6enoro useta opmata A4 wpndpTom N 14 1
yTBEPXKOAKTCA PyKOBOAUTENAMMN, NPeaceaaTeNlbCTBOBaBLLMMUN Ha COBELLAHUSIX.

3.9.4. OdhopmreHne pekBM3NTOB MPOTOKOSA OCYLLECTBISIETCSA CrneaytoLwmmMm o6pasom.

3.9.4.1. 'pudb yTBEPXKOEHMS NPOCTABMSETCA B BEPXHEM MNpPaBOM Yriy MPOTOKOMa B COOTBETCTBMM C MYHKTOM
3.2.18 HacToswen NHcTpykuumn. OH coctonT 13 criosa Y TBEPXKOARKD, HanevyaTtaHHOro NponuUcHbIMK ByKBamMK, YkasaHUs
OOIMKHOCTM M CNeunanbHOro MAM BOMHCKOTO 3BaHWS PYKOBOOMTENS, €ro NMYHOW noanmcu 1 ee paclumdpoBKU
(MHMUManbl UMeHU 1 oTyecTBa, hamunus), oaTol.

3.9.4.2. HaumeHoBaHune Buga gokymeHTa - crioo "M P O T O K O J1" nevataeTcs oT rpaHuubl BepxHero rnonsi (6es
ropuda yTBEPXKOEHWS) WNU Ha pacCTOAHMU OOHOrO-ABYX MEXCTPOYHbIX WHTEpBanoB OT rpuda yTBepXaeHUs
nNponucHeiMM BykBamMu C MHTepBanoMm, paspexeHHbiM 2,5 nT, nonyxupHoim wpugtom N 14 1 BblpaBHMBaeTCH Mo

LeHTpY.

HasBaHue (Bna) coBellaHus oTaenseTcsa oT npeabigyuiero peksuauta (ot cnosa "M P O T O K O N1") ogHum
MEXCTPOYHbBIM MHTEpBaNoMm, neyaraeTca NonyXmpHeiM wpudgtom N 14 yepes MEeXCTPOYHbIN MHTepBan "To4Ho 12 nT" n
BblpaBHNBAETCH MO LEHTPY.

3.9.4.3. MecTo npoBedeHNs COBellaHWs - yKasblBaeTcs B TOM Cilyyae, €cnv COoBellaHue npoBoaMTCS B
HacerneHHOM MyHKTe, He COOTBETCTBYIOLLEM HOPUANYECKOMY aapecy CreACTBEHHOro opraHa, YYpexaeHus, opraHMsaumum
CneacTBeHHOro KOMUTETa - OpraHM3aTopa COBeLLaHUSA, BbIPAaBHUBAETCS MO LIEHTPY TEKCTOBOIO Norsi.

3.9.4.4. [lata npoTokona opopMsieTcs CrioBeCHO-LUNGPOBbIM cnocobom 1 nevaTaeTcs Yepes3 ABa MEXCTPOUYHbIX
WHTepBarna nocre npeabiayLwero peksnsmMTa OT FIEBOW FpaHuLbl TEKCTOBOrO MOMS MMM B COOTBETCTBYHOLLEM MeECTe
pekBM3MTOB 06LLEero NpoaoneHoro repboBoro GraHka JOKYMeHTOB. [JaTon NpoToKona ABMSeTCs aTa COBELLaHus.

3.9.4.5. Homep npoTokona nedyataeTca apabckumy Ludpamy OT NPaBoit rpaHuLbl TEKCTOBOrO Mons wunv B
COOTBETCTBYIOLLEM MECTE PEKBU3UTOB 06LLEro NpodosibHoro repboBoro 6naHka AOKYMEHTOB U cocTouT M3 3Haka "N" u
nopsAKOBOro Homepa.

Homepa npuceamBatoTca NpoTOKONam Npuy perucTpauum B XpOHONOrM4eCckoM nopsigke B npeaenax KaneHgapHoro
roga oTAenbHO MO KaX4oMy BUAY COBELLAHMN:

NPOTOKONbI 3acedaHnin Konneruu;

NPOTOKOIbI coBeLlaHnmn npu I'Ipe,u,ce,u,aTene CneacTBeHHOro KomuTteTa mnm npun pykosogutene cnencrBeHHoOro
opraHa, yyvypexneHud, opraHm3aumm CneacTBeHHOro KOMUTETA;

MPOTOKOSbI COBELLaHWi Npu nepesom 3amecTtuTene (3amectutene) Mpeacepnatena CrneacTBeHHOrO KoMUTETa MK
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3aMecTuTene pykosoguTena crieqCTtBeHHOro opraHa, yydypexageHmsa, opraHmsauum CrnepncTBeHHOro KOMUTETa;

NPOTOKOIbI coBeLaHum npun pykosoamntTenax nop,pasp,eneHMﬁ LUeHTpanbHOro annaparta CneacTBeHHOro komuteTa
nnn npu pykosoauUTeENAx ﬂO/J,pa3ﬂ,eJ'IeHl/ll7l cnegcTtBeHHbIX OpraHos, yqpe>|<,u,eHm7|, opransau,vll?l CneacTtBeHHOro
KOMUTETA,

NPOTOKOIbl  MeXBeJOMCTBEHHbIX coBeLLaHui npu I'Ipe,qcep,aTene CneacTBeHHOro KomuTteTa uWnn npu
pykoBoautene cnegCcTtBeHHOro opraHa CneacTBeHHOro KOMUTETA;

MPOTOKONbI 3aceAaHnin Hay4YHO-KOHCYbTaTUBHbLIX COBETOB U Ap.

3.9.4.6. TekcT NpOTOKOMa COCTOUT U3 ABYX YacTel: BBOAHOW U OCHOBHOW.
Bo BBOOHOM YacTu NpoTOKONa OTpaXkarTCs:

NMOBECTKa OHS COBeLLaHus - TeMbl 06CyXaaBLUNXCH BONPOCOB;

KTO Ben COBeLlaHue - npeacenatensCTBYOLLNN;

KTO MpUCYTCTBOBAan Ha COBELLAaHUN - CMUCOK YYaCTHMKOB COBELLaHNS C yKazaHWeM UX JOSMKHOCTEN, MHULMAanNOoB 1
damunumin.

Cnoeo "lpucyTtcTBoBann" nevataeTcs OT rpaHULbl NIEBOro MOfsA Nocre YkasaHusa AOSMKHOCTWU, MHULMAaNoB WU
amumnum npencenaTenbCTBYHOLLErO Ha COBELLaHUN, NOAYEPKMBAETCS, B KOHLE CTaBUTCHA OBOETOYME, MOCMEe KOTOPOro
nomeLLalTCa AOMKHOCTU, MHUUMANbI 1 hamMunumn ocTarnbHbIX YY4aCTHUKOB COBeELLaHus. HanmeHoBaHUSA OOMKHOCTEN

n n

MOTyT yKa3blBaTbCA 0000LEeHHO, HanpuMep: "samecTuTenu I'Ipe,u,ce/J,aTenﬂ CneacTtBeHHoOro komuteTa", pykoBoauTenun
nop,paap,eneHMPl LEeHTpalribHOro annaparta CnepncTtBeHHoOro komuteTta".

Ecnu B 3acegaHun (coBelaHnm) NpMHUMALOT yYacTue npeactaButeny pasHbliX OpraHoB rocyapCTBEHHON BNACTy
W opraHusauui, ykasbiBaeTcsd MecTo paboTbl M [AOMMKHOCTb Kaxaoro nuvua. MHOrocTpoyHble HavMeHOBaHWs
JOIMKHOCTEN NPUCYTCTBYIOLLUX NevaTarnTcs Yepe3 MEXCTPOYHbIA MHTepBan "To4Ho 12 nT1.".

Cnuncok y4acTHUKOB MOXET ObITb NpeacTaBneH B TabnuyHon oopMe Unm B BUZE MPUIOXKEHUS K NPOTOKONY (Npu
3HAYNTENbHOM KONMMYECTBE MPUCYTCTBYIOLLMX) CO CChINIKOM Ha NPUMNOXEHWE BO BBOAHOW YacTW NPOTOKOMNa, Hanpuvep:

MpucyTtcTBOBanu: paboTHMKM annapaTta U CNeACTBEHHbIX OTAENOB CreACTBEHHOro ynpaBneHusa CrecTBEHHOro
KomuteTa no ... (ykasaHue cybbvekta Poccunckon depepaumm), npeactaBUTENM OpraHOB rocyaapCTBEHHOW BriacTw,
npeactaBuTenu obLLEecTBEHHOCTM - Bcero 25 4enoBek (CMCcoK npunaraeTcs).

OcHoBHas 4YacTb NPOTOKOMa BKIOYAET 3anucb OOCYXOEHUS paccMaTpyMBaeMbIX BOMPOCOB W MPUHSITLIE MO HUM
peleHns. Tema Bonpoca yka3biBaeTcsl B COOTBETCTBUM C MOBECTKOMW OHS, BONPOCHI HYMEPYIOTCS PUMCKUMU Lndpamu,
HauMHatoTcsa ¢ npeanora "O" ("O6"), neyaTarTCA LEHTPMPOBAHO MONYXMPHbIM WpudTom N 14 Yyepe3 MexayCTPOUHbIN
WHTepBan "To4Ho 12 nt".

B npoTtokone ykasbiBalTCA GamMunuM U MHULMAMNbI Y4aCTHUKOB COBELLAHWS, BbICTYMMBLUMX MpU OBCYyXOEHWM
Ka)kgoro BoOMpoca, B MOCNeLoBaTENIbHOCTU, COOTBETCTBYIOLLEN O4YepedHOCTU BbICTYNNeHUs. daMmunun M uHuumansl
nevararTcs NonyXupHbIM Wwpnudgtom N 14,

B NpoTOKONax NosTHOM CbOprI MakCMmMalribHO TOYHO BOCMNPOWM3BOAATCA BbICTYMIEHUA yYaCTHUKOB COBeELlaHuA,
BOMNpPOChbl npeacenartesnibCTByOWEero M OTBe€Tbl Ha HUX, 3aMeYaHUA, peMapKku Kaxaoro M3 BbICTYyNaWLWUX, a TakKxe
NPUHATBbIE pelleHnA N aHHble npecenaTtesfibCTBYLWNM NOPpYyYHEeHNA.

B npoTokonax kpaTkoi (hopMbl NepevmcnsaTcs pamMmnum 1 MHULManbl BbICTYNUBLLUX YYACTHUKOB COBELLaHMS,
KOTOpble MevaTtalTcst Yepe3 Npoben B OAMHapHLIA MEXCTPOYHbLIN UHTEpBar, C yKa3aHWeM CCbINKM Ha npunaraemble
TE3UCbl BLICTYMNEHUss (Npu KX Hanudmm). [pyu  HeobxoOMMOCTM B HUX TaKke OTpaxalTcs  BOMPOChI
npeacenaTenbCTBYIOWEr0 M CYLLECTBO OTBETOB BbICTYMAKLWMX YYaCTHUKOB coBellaHus. [puBoasTcs NpUHATbIE
peleHnst U faHHble NpeaceaaTenbCTBYOLWMM NOPYYEHUSI.

npOTOKOJ'IbI nopyquvn?l B OCHOBHOWM 4acTu coaepxXaTt TOJIbKO nepevyeHb nopyquMVl npeacenartenbCTByOLLErO,
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damMnnnm n nHMLManbl UCNONMHUTENEN, a TakKe CPOKN UCTIONHEHWS.
TeKkCT NpoToKONa neyaTaeTcsl C MEXCTPOYHbIM UHTEPBANOM "OAMHaPHbLIN".

3.9.4.7. TlpoTokon noanucbiBaloT pabOTHWMK, OTBETCTBEHHLIN 3a BeAEeHME MpPOTOKOMNa, M pPyKoBOOAUTEIDb
nogpasgeneHus UeHTpanbHoro annapata CneacTBeHHOro KomuTeTa, CreacTBEHHOro opraHa,  yypexaeHus,
opraHu3aunmn CJ‘IeLI,CTBeHHOFO KOMUTETA, OTBETCTBEHHOIO 3a OpraHn3auunio n npoeeneHne coBellaHnA.

Mognncu oToensTCs OT TeKCTa NPOTOoKoNa U Apyr OT Apyra ABYMS MEXCTPOYHbIMW MHTepBanamu.
MoanucaHHbIV U YTBEPKAEHHBIN MPOTOKON PErMCTPUPYETCA 1 NOMeLLaeTcs B COOTBETCTBYHOLLEE Aero.

3.9.4.8. Mo pelleHnto 4OMKHOCTHOTO Nnua, npeaceaaTenbCTBOBABLLEro HAa COBELaHn, odopMIIsieTcs Bbinucka
M3 MpOTOKOSa COBELLaHWs, codepkallasi NPUHATbIE PELUeHUs UMW OaHHble MOPYYEHUs, KoTopasi TUPaXMPYeTcs U C
COMPOBOAUTENBbHBLIM MUCBMOM PaCChINAeTCs y4acTHUKaM COBeLLaHus], B 3anHTepecoBaHHble opraHbl rocy4apCTBEHHO
BMACTW U UHbIE FOCYAapPCTBEHHbIE OpraHbl.

MpOTOKON MOPYYEHUIA TUPAXMPYETCA, M KOMWM €ro HanpaensioTCs ykasaHHbIM B MPOTOKOSIE MCMONHUTENSM
MOPYYEHWUI AN UCTIONHEHWS.

3.9.4.9. TlpoTokonbl onepaTuMBHbLIX COBELLAHUA NPU PYKOBOAUTENSAX CNEACTBEHHbIX OPraHoB, YYpeXAeHun wu
opraHusaumii CrnefcTBEHHOrO KOMUTETa MO TEKYLUUMM BOMPOCaM MOryT ohopMmAaTbCA HE OTAENbHbIM OAOKYMEHTOM, a
3an1cbiBaTbCA B crieymanbHble KHUMM. B aTom criyyae Takke 0693aTenbHO AOMKHO ObiTb OTPaXXEHO NPUHATOE peLleHmne,
[aHHOe Ha COBELlaHUM Mopy4veHue, onpenernieHo OTBETCTBEHHOE 3a €ro WCMOSIHEHWE AOIMKHOCTHOE NULO U CPOK
WUCMONHEHUS.

3.9.4.10. TpoToKOMbl ayKLUMOHHbIX, KOHKYPCHbIX W KOTUPOBOYHbLIX KOMMUCCWUA LEHTpanbHOro annaparta
CnegcrBeHHOro  KOMUTETa, CMEACTBEHHbIX OPraHoB, y4YpeXxaeHwuh, opraHusaumn ChnegcTBEHHOIO  KOMUTETA
MOAroTaBMMBAKTCA YKa3aHHbIMA KOMUCCUMSIMU B COOTBETCTBMM C TpebOBaHMAMW 3aKOHOOATENbCTBA O Pa3MeELLEeHUn
3aKas30B.

3.10. CnpaBku

3.10.1. CnpaBka - WHMOPMALMOHHBLIA WU  MH(POPMALNOHHO-aHANUTUYECKUI  OOKYMEHT, coaepaliui
COBOKYMHOCTb CBEOEHWUN, OMUCaHue WM NoATBEPXAEHWE TeX WU WHbIX SIBNEHWA, cOObITUA, (OakToB, OENCTBUN,
OOKYMEHTOB.

B CnencTtBeHHOM KOMUTETE MOTyT 0DOPMISATLCS CrpaBky ABYyX BUOB:
CrpaBKu ¢ MHdOpMaLMent crnyxebHoro xapakrepa;
cnpaBku Ans yA0CTOBEPEHNS TOro MU MHOTO IopUAMYECKoro dakTa.

3.10.2. CnpaBkn c uHcopmaumen crnyxebHOro xapakrepa WCMNOMHAKTCA Ha CTaHOapTHbIX nuctax bymaru
dopmata A4 wpudptom N 14. B crnyyae HeobxogumMocTu Npu HanpasneHun CnpaBku B OPYrov rocy4apCTBEHHbIN opraH
OHa MOXeT ObITb ohopmrieHa Ha obLlem NPoAoNbHOM UnNK o6LLem yrinoBoM repboBom BGnaHke JOKYMEHTOB.

HanmeHoBaHue Bnaa gokymeHTa - cnoo "C 1 P A B K A" neyataeTcs OT BEpxXHEWN rpaHuLbl TEKCTOBOrO Moss
OOKyMeHTa nponucHoiMM OGyKBamMu C WHTEPBANOM, paspexeHHbIM Ha 2,5 nT, nonyxupHeim wpudptom N 14 1
BblpaBHNBAETCH NO LEHTPY.

Mog HavmMeHoBaHMeM Buaa AOKYMeHTa yepe3 npoben B ABa MEXCTPOYHbIX MHTEpBana nevyaraeTcsl 3arofioBOK
CMpaBKW, KpaTKO OTpaXawLMin ee coaepXXaHne M HauvMHalLWunes, kak npasuno, ¢ npeanora "O (0O6)...". 3aronoBok
neyaraeTcs CTPOYHbIMU ByKBaMu NONYXUPHbIM WpUdTOM N 14 ¢ MEXCTPOYHBIM MHTEpBanom "ToyHo 12 nt".

TekcT cnpaBku nsnaraeTcst B Npom3BosibHOM dopme, nevataetcs wpnudToM N 14 ¢ MEXCTPOUYHBIM UHTEPBANIOM
"oOuHapHbIA", BblpaBHMBAETCH MO JIEBOW M MPaBOW rpaHMLAM TEKCTOBOrO Monsd u Aenutcs Ha abs3aubl, KOTopble Npu
HeobxoQMMOCTM MOryT HymepoBaTbcsi apabckumu umndppamm unu byksamu. lNepBas cTpoka ab3aua HauMHaeTcs Ha
pacctosHun 1,25 cm OT neBou rpaHuubl TekcToBoro nons. MNpu Heo6XoOUMOCTM TEKCT MOXET copepxaTb Tabnuubl,
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nmMbo Tabnvubl MOryT npwunaraTbCs K CripaBke C OOpPMIIEHMEM B COOTBETCTBUM C TpebGoBaHusMM WHCTpyKUUM
PEKBU3NTA NPUINOXEHUS.

Moo TekcTom crnpaBkn 4epes r|p06en B [ABa MEXCTPO4YHbIX WHTEpBana O(*)OpMJ'IFleTCﬂ B COOTBETCTBUMN C
Tpe6OBaHVI$|MVI VlHCprKU,I/IVI PEeKBM3nT noanncm cocCtaBMBLUEro OOKYMEHT WUCNOJIHUTENA WM yKa3biBaeTCA
HanmeHoBaHMe CrnencTBEHHOrO0 KOMUTETA, nogpasaeneHna LUeHTpalsibHOro annaparta CnencTBeHHOro KOMUTETA,
CneacTBeHHOro opraHa, ydvpexneHud, opraHu3aumm CnepcTBeHHOro KOMUTETa UM ero nogpasgeneHna, B KOTOPOM
COCTaBJieHa crnpaBkKa.

KoHcynbTaHTlIntoc: npumedaHme.
MpunoxeHue N 13 k IHCTpyKUUnN He NpUBOANTCS.

3.10.3. CnpaBku, BblgaBaemMble paboTHMkam (ObiBlWMM paboTHukam) CreacTBEHHOro KoMuTeTa AOns
yOOCTOBEPEHUSA TOrO UMM UHOIO HOpUAMYECKOro dakta, odopMnsaTcs Ha obwem repboBom GraHke AOKYMEHTOB C
YrNoOBbIM PacnofnioXeHWeM PEeKBU3UTOB, M3FOTOBIIEHHOM Ha cTaHdapTHOM nucte Bymarm copmarta A4 (gonyckaetcs
ucnonb3oBaHue nucta gopmara A5), wpudpTtom N 14 (npunoxerHne N 13 k UHCTpyKuuK).

B ocHoBHOM 3TO cnpaBku, BblgaBaeMble ynpaBrieHNeM KaapoB (KagpoBbIMKM NoApasferieHnsiMu CrnegcTBEeHHbIX
OpraHoB, y4pexaeHuih, opraHudauun CneacTBEHHOrO0 KOMUTETA), O NoATBEPXAEHUM MecTa paboTbl, O 3aHMMaeMou
OOIMKHOCTK, O 3apaboTHOM nnaTte n T.4.

3.10.4. CnpaBkuK JaHHOro BMAa MMELOT 0b6s3aTenbHble PEKBU3NTDI:

OaTy OOKYMEHTa;

HOMep JOKYMEHTa;

HanMeHOBaHWe BMAa AOKYMEHTA;

TEKCT;

noAanuch;

OTTUCK NevaTw.

[ata n Homep AOKyMeHTa NPOCTaBNATCA Ha NO3ULMSAX, MPeAYCMOTPEHHbIX B YIIIOBOM LUTamne 6naHka.

[aTtoin cnpaBsku saBnsieTca aata ee Bbigayn. [lata opopmMmnsaeTca B COOTBETCTBUM C NHCTpyKLMen.

Homepowm cnpaBku sBnsieTca ee perncrpauunoHHbin Homep B AVIK "Hagsop" (nopsiakoBbIi HOMEpP MO KHUre yyeTta
BblJa4yun CNpaBoK).

HanmeHoBaHue Bnga gokymeHTa - "C 1 P A B K A" - neyaTtaetcsa nponucHbiMM OykBamMu B pa3psaky OT JNEeBOW
rpaHnLbl TEKCTOBOroO MNond, otaendetca MeXCTpPOYHbIM MHTepBarioM OT npedblaywero peksusnta (HI/I)KHeI7I CTPOKU
yrrnoBoro wramMna).

TekcT oTgenseTca OT 3arosioBka [JOMOSHUTENbHBIM MEXCTPOYHbIM WHTEpBanoMm, nepeBad cTpoka absaua
HauYMHaeTcs Ha paccTtosHum 1,25 cM OT NeBOK rpaHuLbl TEKCTOBOMO Nosisl. TEKCT BblpaBHMBAETCA MO FIEBOW M NpaBou
rpaHuuam TEKCTOBOIO MONA U neyaTaeTcs C MeXCTPOYHbIM UHTepBanom 12 - 18 nt.

TeKcT JoMKeH cofepaTb crieaytoLlyo MHopMaLmMio: KoMy BblaaHa cripaska (haMunus, UMs, OTYECTBO), O YEM
(0 kakom lopuaMYECKOM (haKTe) CBUOETENbCTBYeT CrnpaBka W Ans yOOBMETBOPEHWUS Kakoi HagobHocTu (ans
npeabsiBrieHnss B yyebHoe 3aBefeHMe, OpraHu3auuio, opraHbl rOCyAapCTBEHHOM BACTU, VHble FOCY4apCTBEHHbIE
opraHbl U Ap.) oHa NpefgHa3HayeHa.

Moanucb BKMOYaeT HaVMeHOBaHWE OOMMKHOCTM PYKOBOAWUTENS, MOAMNMCABLUEro CrpaBKy, ero JIMYHY MOAMMUCH,
paclundpoBKy NoAnucK (MHMUManbl u dhaMunuio).
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HanmeHoBaHMe OOMKHOCTN NevaTaeTcs C MEXCTPOYHbIM MHTepBanoM 12 NT 1 BblpaBHMBAETCS MO NEBOW rpaHuLEe
TEeKCTOBOIo nong.

MpaBo noanuMcu crnpaBoK MO KagpoBbIM BOMpOCaM MNPedoCTaBleHO PYKOBOAMTENO YMpaBreHusl KaapoBs
(pykoBOOMTENIO KagpOBOro MoApasferieHnst CreACTBEHHOro opraHa, ydpexaeHusi, opraHusaumm CrieacTBEHHOro
komuTeTa NMGO §MUy, KOTOPOMY 3TO MpaBO [AeSierMpoBaHO MpPYKa3oM PYKOBOAMTENS CreACTBEHHOro opraHa,
yypexaeHusi, opraHusaumy CrneacTBeHHOro KOMMTeTa), a B X OTCYTCTBME - MULAM, UCTIONHAIOLWMUM UX 0693aHHOCTHU.

3.10.5. dopma, cogepxaHme N Nopsaok opopmneHns oTAeNbHbIX BUOOB CNpaBOK onpeaeneHbl dhenepanbHbIMu
3aKOHaMM Y MHBIMW HOPMATMBHbLIMU MPABOBLIMW aKTaMMU.

3.11. AKTbl

3.111. AKT - [OOKYMEHT, COCTaBMNEHHbIN HECKOMbKUMW AOMHKHOCTHbIMW  NuuamMu, NOATBEPXKAAoLNiA
YyCTaHOBIEHHbIN dhakT, cobbiTne, AencTBmeE.

AxTbI O('*)OpMJ'IFlIOTCﬂ B cny4daax n B nopaake, YCTaHOBJIEHHbIX npaBoBbIMU aKTamMmu n
OopraHn3aumoHHO-pacnopAaanTernibHbIMUA JOKYMEHTaMu CneagcTBeHHOro komuTteTa.

Kak npaBuno, akTbl COCTaBMAKTCA KOMMUCCUMAMM, Ha3HAYaEeMbIMW OpPraHM3auuoHHO-pacnopsaauTenbHbIMM
OOKymeHTamu pykoBoauTtenen CneacTBEHHOro KOMUTETa, nogpasgerneHui ueHTpanbHoro annapata CregctBeHHOro
KOMUTETA, CNEACTBEHHbLIX OPraHoOB, YYpeXaeHun, opraHmsaummn CnegcTBEHHOro KomuTeTa.

B oTaenbHbIX criydasix akT MOXeT ObiTb COCTaBMNeH OOHUM UMM HECKOSbKMMM SOJPKHOCTHBIMW L aMMU.

3.11.2. B CneacTBeHHOM KOMUTETE COCTaBMAKTCH aKTbl CHeayowmnx BUOOB: akTbl NPOBEPOK, aKTbl ypa3aHeHUs
(nogpasgeneHun  UeHTpanbHOro annapata CneacTtBEHHON0 KOMUTETa, CNEeACTBEHHBIX OPraHoB, YYpPEXAeHWH,
opraHusaumi CneacTBEHHOro KOMUTETA), akTbl nNpuema-nepenaydv gen (Npu cMeHe pykoBoauTenen nogpasgeneHui
ueHTpanbHoro annapata CneacTBeHHOro KOMMUTETA, CHEACTBEHHbIX OpraHoB, YYPEeXOEHUN, opraHusauui
CnencTBeHHOro KomuteTa), akTbl Nepedadn matepuanbHbIX LEHHOCTEN (BELLEeCTBEHHbIX JOKa3aTenbCTB U T.4.), aKTbl
npuema (nepegayn) o6BHEKTOB, akTbl YHUHTOXEHUST JOKYMEHTOB (MCMOPYEHHbIX OM1aHKOB U T.4.), aKTbl MHBEHTApM3aL MK
N UHbIE aKTbl.

3.11.3. AKTbl COCTaBMSIlOTCS Ha CTaHAApTHbIX nuctax Oymarm dopmata A4 B COOTBETCTBMM C dhopmamu ”
obpasuamu, yTBEpXOEHHbIMW COOTBETCTBYHOLMMW NPABOBLIMU akTaMM W OpraHM3aunOHHO-pacnopsanTerbHbIMU
AokymeHTamm CrieCTBEHHOrO KOMUTETA.

3.11.4. AkTbl, cocTaBrneHHble paboTHMKaMK NoApasdeneHuin LeHTpanbHoro annapata CrnegcTBeHHOro KomureTa,
npu Heobxogumoctu yTBepxpatTca [peacepateneM  CneacTBEHHOrO  KOMUTETA WM YNMOJSTHOMOYEHHBLIMU
OOMKHOCTHBIMY N aMU.

I'IpaBa OOJDKHOCTHBIX UL NO YTBEPXOEHUI0 aKTOB 3aKpennAaAkTCA, Kak npaBuio, TeMu xe pacnopaguteibHbIMU
OOKYMEeHTaMW, KOTOPbIMU Ha3dHa4YarTCA KOMUCCUN, YNOJNTHOMOYEHHbIE Ha COCTaBlieHNE akKTOB.

3.11.5. AKTbl UMeIOT crnegytoLmne pekBUsnThbI:
rpuc yTBepXxaeHus;

HaMMeHOBaHWe BMAa AOKYMEHTA;

JaTty aKkTa;

HOMEp akTa;

MECTO COCTaBNEHUS aKTa;

3arosioBOK K TEKCTY aKTa;

TEKCT aKTa;
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noanucum.

Mondb yTBEPXOEHMS (NPY HEOOXOAMMOCTM) OPOpPMIISiETCA B COOTBETCTBUMN C MIHCTpyKUmMeEn.

HanmeHoBaHue Buaa pgokymeHTta - "A K T" - nevataeTtcsi nponucHbiMu OykBamu B pas3psaky, OTAeNsieTcst oT
npeablayLwero pekBnsmTa ByMs MeXCTPOYHbIMU UHTEPBanamMu (Mpu ero OTCyTCTBUM - OT BEPXHEN rPaHu1Lbl TEKCTOBOMO
nonsi) 1 BolpaBHUBAETCH MO LEHTPY.

3aronoBoK K TEKCTY akTa oTBe4vaeT Ha Bonpoc "o 4em?", HaunHaeTca ¢ npegnora "O" ("O6") n opmynmpyeTtcs ¢
MOMOLLIbIO  OTrNaronbHbIX cyulectBuTenbHbix ("O npoepke...", "O npueme-nepegave...", "O cnucanun...", "O6
YHUUTOXEHUW" 1 T.n.) nMbo oTBeyaeT Ha Bonpoc "yero?" ("BckpbiTuda naketa...", "HecdactHoro cnyyas.." n T.n.).

3aronoBoK AOMKEH TOYHO NepefaBaTh CoaepkaHne AOKYMEHTa U BbITb KpaTKUM.

3aronoBok otaensieTca OT MNpeablOyLIero peKkBU3anTa MEXCTPOYHBbIM MHTEPBANoM M MevyataeTcs MOMyXUpHbIM
WPMETOM C MEXCTPOUHLIM MHTEpPBANOM "TOYHO 12 nT". [lepBoe CroBO 3arofloBka HaYMHAETCHA C NponucHon Bykebl 6e3
ab3auHOro OoTCTyna, OCTanbHOW TEKCT 3arofioBka nevyataeTcd CTPOYHbiMM GykBamu. 3aronoBoK BbipaBHMBaETCH MO
LEeHTPY. Touka B KOHLIe 3arosfioBka He CTaBUTCA.

[aTta n mecTo cocTaBrneHusi, NpocTaBnsieMble B aKTe, JOJPKHbI COOTBETCTBOBATL AATE M MECTY NoATBEPXAAaeMoro
UM oakTa, cobbiTus, ENCTBUS.

HOMepOM aKTa ABNndeTcd ero I'IOpFl,EI,KOBbIVI HOMEP MO KHUre yyeta.

B akte, coctaBneHHom Ha obuem GnaHke CrneocTBEHHOro KoMuTeTa, [aTa M HOMep MNpOCTaBMsATCA Ha
no3numMsx, NPeayCMOTPeHHbIX B GraHke.

B akte, coctaBneHHOM Ha CTaHOapTHOM J1CTe 6ymarm, ata M HOoMep npoCTaBnAKTCA noa npenbliaylinm
PEKBU3INTOM 6e3 OONONHUTENBHOIO MEXCTPOYHOIro MHTepBasa B O4HY CTPOKY U BbipaBHMBAKOTCA MO LEHTPY.

TeKCT aKkTa AenuTcs, Kak NpaBuIio, Ha TPU YacTW: BBOAHYO, KOHCTATUPYIOLLYIO U 3aKMOYMTENbHYHO YacTw.

B BoAHOI YacTu akTa ykasblBaeTCs OCHOBaHWe AN COCTaBIIEHNS akTa, NepeyncrisioTcsa nnua, COCTaBUBLLNE aKT
(MOryT ykasbiBaTbCS U Nvua, NPUCYTCTBOBABLUME NMPY 3TOM).

BBogHas 4acTb nevataeTcs HUXKE 3aronoBKa, OTAENseTcsa OT Hero MEXCTPO4YHbIM MHTEpBariomMm 24 - 36 nT 1n
BblpaBHMBaeETCA Mo neson un npaBon rpaHnMuamMm TEKCTOBOro nond. I'IepBaﬂ CTpOKa TEeKCTa ne4dyartaeTcAa C absauHoro
oTCTyna oT nesow rpaHuLbl TEKCTOBOIO NonAd.

BBogHass 4yacTb HaudmHaeTcs crioBom "OcHOBaHME", nocre KOTOpOro CTaBWUTCHA [BOETOYMME M yKa3blBaeTCH
HanMeHoBaHWe pacnopaanTenbHOro JOKYMEHTa B UMEHUTENbLHOM Najexe, ero gata, HoMep 1 3arofnoBoK.

Hanpumep:

OcHoBaHue: npukas lNpencenatens CnencteeHHoro komuteta Poccuinckon depepaumm ot 20 aHBaps 2011 r. N
14 "O nevaTtax CnepctBeHHoro komuTeta Poccuiickon ®epepauum ¢ um3obpaxeHnem [ocyaapcTtBeHHoro repba
Poccuinckon denepaummn”.

Hdanee 6e3 OOMNONHUTENLHOMO MEXCTPOYHOrO MHTEpBana C HOBOW CTPOKM Ha pacctosHum 1,25 cm oT nesBou
rpaHuLbl TEKCTOBOrO MNOMsi neyaTaeTcs ¢ NponuMcHon Bykebl cnoeo "CocTaeneH:" unu dpasa "CoctaBneH Komuccuei:", n
C HOBOW CTpoKkuM 6e3 oTcTyna OT JNIEBOW rpaHuubl TEKCTOBOrO MOMS NPUBOAUTCS COCTaB KOMUCCUM (NepedncnstoTcs
damMnnnm ¢ MHMUManamMmm coctTaBuTenemn akta Cc ykazaHMeM UX JOMKHOCTEN).

Hanpwuwmep:

CocTaBJIeH KOMMUCCUEN:
lIpencenaTesib — MHULMAJE, GaMuiMs, IOJDKHOCTBb
UjieHBl KOMMCCcUM: 1. mHMUMAJE, GaMuimdga, IOJIKHOCTH
2. uMHMLIMAaJE, GbaMuiausg, IOJIXHOCTHb
IpucyTrcTeoBanM: 1. mMHMUMAJNE, GaMmuiIMsa, OOJDKHOCTHb
2. vHMLUMajel, GaMmimsg, OOJDKHOCTH
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damunum  4neHoB KoMMUCCKUM (COCTaBMTENEW akTa) W MPUCYTCTBYIOLIMX pacrofaratloTcs Mo  andasBuTy.
YKasblBaeTcs HauMmeHOBaHWe [OOMKHOCTM, Cofep)kalllee HauMeHoBaHue noapasfdeneHust LieHTparnbHoro annapata
CnencTBeHHOro KoMUTeTa, CreacTBEHHOMO opraHa, yupexaeHus, opraHusaumum CrneacTseHHOro kKomurteTa.

KoHcTaTupytowas yacTb TeKCTa akTta Ha4yMHAeTcs C HOBOW CTPOKM C ab3alHbiM OTCTYNOM OT JIEBOW rpaHuLbl
TEKCTOBOIO NMOJsA U BblpaBHMBAETCS MO FIEBOW M MPaBON rpaHuLam TEKCTOBOro nons. B Hel nanaratTca uenu, 3agayv um
cywectBo paboTbl, MNpoAenaHHOM COCTaBUTENsSMU akTa, ee pesynbTaTtbl. Pesynbtatel paboTbl MOryT ObiTb
dopmanm3oBaHbl U NpeacTaBreHbl B BUAe Tabnumubl.

3akntounTenbHasa YacTb TEKCTA akTa COoaAepXnT BbiIBOAbI, pekoMeHagauun n noanmcu CoCTaBUTEnNeN akTa.

TekcT akTa MOXeT cofepXaTb TONbKO KOHCTaTauuto daktoB. B aToM crniyyae 3aknouuTenbHas 4vacTb He
COLEPXXUT BbIBOOOB U pEKOMEHAALMNA.

Mepen nognucsiMM Npu HEOOXOOUMOCTM MOXET ObITb YKa3aHO KONMYECTBO JIMCTOB MPUITOXEHWA K akTy,
KONMMYECTBO COCTaBIIEHHbLIX JK3EMMMAPOB aKTa U MX MECTOHaxoXAeHue (mevaTaeTcsi OT fIeBOW rpaHuLbl TEKCTOBOMO
nons 6e3 ab3aLHoOro oTcTyna, OTAENAETCSA OT OCTaNbHOM YacTu TEKCTA MEXCTPOYHbLIM MHTepBanom 12 nT).

Hanpumep:

MpunoxeHue: Ha 5 n.
CoctaBneH B 3 ak3emnnsipax:
1-M 9K3. - HAaNpaBmfeH B .......... ;

2-n 9K3. - HanpaereH B cneacTBeHHoe ynpasreHue CrneacTtBeHHoro komuteta Poccunckon depepauumn no

3-m 9Kk3. - B geno N

AKT nognucbiBatoT npeacenaresib KOMUCCUK, YYaCTHUKM KOMUCCUU KN BCE TMNpPUCYyTCTBOBaBLIME nMpun ero
COCTaBJieHMn nuua, yKa3aHHble B akKTe. I"IpM noanncaHnMm akta HanmMeHoBaHWe [OOJIDKHOCTU nepen CbaMVIJ'IVIFIMVI He
YKa3blBaeTCA.

B akTe npoBepku paboTbl nogpasgenennst LeHTpanbHoro annapata CrneacTBeHHOro koMuTeTa (CregcTBEHHOMO
opraHa, yypexgeHus, opraHusauum CnefcTBEHHOrO KOMUTETa) pacnuUChbIBAETCsl Takke PYKOBOAWUTENb NPOBEPSIEMOroO
nogpasgeneHus (CrnegcTBEHHOrO OpraHa, yYpexaeHwsi, opraHv3aumv) B O3HAKOMITEHWM C cogepxaHuem akta. [lpu
HecormacMm C codepXaHuem akTa pyKkoBoAUTENb MPOBEpPAeMOoro noApasgeneHus LeHTpanbHOro annapaTta
CnepnctBeHHoOro komuteTa (CrNeaCTBEHHOrO OopraHa, yypexaeHus, opraHusauumn CneacTtBeHHOro komuTteTa) genaet
OTMeTKy 06 3TOM B NOAMMCK U NpunaraeT MOTUBUPOBAHHbIE BO3PaXKEHWS.

3.11.6. B nogpasgeneHunsix LUeHTpanbHoro annapata CreacTBeHHOro komuTeTa (CNeAcTBEHHOrO OpraHa,
ydpexneHuda, opraHusauunm CJ‘Ie,D,CTBeHHOFO KOMI/ITeTa) npn yBOJIbHEHUUN WM BPEMEHHOM OTCYTCTBUMN pa60TH|/|Ka
(OTI'IyCK, KOMaHOMpOBKa U T.,El,.) Haxogdawmeca y Hero AOOKYMEeHTbl No NMUCbMEHHOMY YKas3aHUK ero pykoBoaUTENA
nepegatoTcs ApyroMy paboTHMKY Yepe3 oTAen OKYMEHTaUMOHHOro obecneyeHns, nogpasgeneHme 4enonpon3BoacTBa
unun paboTHMKa AeNOoNPOU3BOACTBA C OTMETKOM B COOTBETCTBYIOLLMX YYETHBIX JOKYMEHTAX.

Mpu yBONbHEHUM PYKOBOAUTENS OTAENA AOKYMEHTALMOHHOIo obecneyeHus, noapasaeneHust 4enonpom3BoacTBa,
paboTHVKa [enonpousBoACTBa YUCMSLUMECH 32 HUM [OKYMEHTbl, nevyaTtu, wTamnbl, GrnaHku, cpencTBa OprTeXHUKM
nepefatTcsl BHOBb HA3HAYEHHOMY ML MO akTy, yTBEPXKAAEMOMY COOTBETCTBYIOLLMM PYKOBOAUTENEM.

Mpw Ha3Ha4YeHUM Ha JOMKHOCTb U OCBOBOXAEHUM OT AOMKHOCTM paboTHMkoB CneacTBEHHOro KOMUTETa, a Takke
npM nuKBMAAUUM W peopraHM3aumMvM nogpasfeneHni uUeHTpanbHoro annapata CnegcTBeHHOro KomuteTa
(cneacTBeHHOro opraHa, yvpexaeHus, opraHusaumy CneacTBeHHOro KoMuteTa) € nepegadven ux yHKUMN Opyrum
noapasgeneHusam npuem u nepegaya gen nponsBoasiTca no akTy B yCTaHOBNEHHOM Nopsigke.

3.11.7. B aKkTe npuema-nepenadv npnBoaaTcsa AaHHbIE:
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O WTaTax noapasfderneHunsi, MOSIOKEHUM C YKOMMIIEKTOBAHHOCTbIO Kagpamy paboTHUKOB, deaeparbHbIX
roCy4apCTBEHHBIX MPAXOAHCKUX CIYKALLMX U UHBIX PaBOTHUKOB;

00 OCHOBHBbIX (I'IJ']aHOBbIX n BHeI'IJ'laHOBbIX) MEepPOoNnpUATUAX TeKyllero roga, B TOM 4uUCne He3aBepLUEeHHbIX K
MOMEHTY nepenayun aern;

O Hann4nm n CoCToAHUN YronoBHbIX, NHbIX Oen U MaTepuanos, He NoJyYMBLUUX OKOHYaTesrIbHOro paspelieHus, ¢
YKa3aHneM CpoKa UX NpOBEPKU N paccrieqoBaHUA;

O Hann4ynm n CoCToAHNN BeLLeCTBEHHbIX AOKa3aTes1IbCTB MO YroyioBHbIM AernaM;

0 Konu4yecTBe Xanob W 3asiBNeHWi, He MOMyYMBLUMX OKOHYaTENbHOrO paspelleHusl, C yKasaHMeM cpoka WX
NpOBEPKU;

O HanmuuuM U COCTOSIHUM MOCTYMMBLUMX W HAXOASALWMXCS Ha pPacCMOTPEHMU 3asiBNEHUA U coobLieHun o
NpecTynneHnsXx;

O COCTOAHMM genonpon3soacTtea (0 Hann4ynm KapToTekK, KHUTI y4eTa n T.I'I.);

O COXPaHHOCTU OOKYMEHTOB, B TOM 4uCrne coaepXxallunx cBeleHWUd, COoCTaBndAlowimne rocyaapCrtBeHHyro TaIZHy,
cneunanbHOro XxpaHeHua n CTpOFOVl OTHETHOCTW;

O HamnuynK, KONMMYEeCTBe, YCIOBUAX XPaHEeHUs, UCTONb30BaHNUN OpyXusi, 60enpunacos K HemMy U crieumanbHbIX
CpencTs;

0 (PMHAHCOBO-X03NCTBEHHOM COCTOSHUW;

0 HanM4MmM U COCTOAHUN UMYLLIECTBA, B TOM UYMCIE KOMMbIOTEPHON, MHOXKUTENBHOW U MHOM TEXHUKY;
O COCTOSIHUW 3aLLUULLIEHHOCTU 30aHUii U MOMELLEHUI, UX NPOTUBOMNOXaPHOM COCTOSHUU;

0 HanMYMn U COXPaHHOCTM NevaTen 1 LTaMmnos;

WHble cBeaeHus (Npu Heo6XxoaMmMocTH).

3.11.8. AKT npuema-nepegadn CoOCTaBNaeTCs B [OBYX 9K3eMMnsipax, MNOAMUCLIBAETCS NepefaroLlmm,
NPUHMMAIOLLMM Aena OOSMKHOCTHBIM NMLOM, a Takke y4acTBOBaBLUMMM B MpUEME U nepefade aen npeacraBuTensMum
Opyrux nogpasgeneHuin, BollUeCTOSAWMX CneacTBEHHbIX OPraHoB.

KoHcynbTaHTlN0C: npnmMmeYvaHume.
MpunoxeHue N 14 k IHCTpyKUUN He NPpUBOANUTCS.

3.11.9. [Ina 3HauMTENBHOrO KONMYecTBa MNOBTOPSAOLLMXCA CUTYALUA NMEIOTCA YHUPULMPOBaHHbIE hOPMbI aKTOB
(akTbl No Bornpocam (PUHAHCOBO-XO3ANCTBEHHON OEATENbHOCTU, aKTbl, COCTaBMSEMbIE APXUBHBLIMU YUYPEXOEHUAMN,
npunoxeHune N 14 k UHCTpyKumun).

3.12. CnyxebHble nMcbma

3.12.1. CnyxebHoe nucbMo - 00O0OLEHHOe HaumeHoBaHvWe Bwaa (BMAOB, rPynn) AOKYMEHTOB pPasfMyHOro
COAepXaHus, Criyxawmx cpeactsom obueHns CrnegcTBEHHOro KoMuTeTa M CNeACTBEHHbIX OPraHoB, y4ypexaeHun,
opraHusdaumn CneacTBEHHOINO0 KOMMTETA U MX OOSMPKHOCTHBLIX NUL, B Mpouecce OCYLEeCTBNEHUs (OYHKUUA C opraHamu
rocyaapCTBEHHOW BMacT U MHbIMU FOCY4APCTBEHHBIMW OpraHaMu, YYpeXOeHUSMU, OpraHu3aumsiMu M YacTHbIMMI
nvuamu.

CnyxebHble nucbma ohopMAsTCA Ha obLmX yrroBbiX repboBbix GrnaHkax AOKYMEHTOB U YrroBbix repboBbix
BGnaHkax Anst NMCeM CneacTBEHHbLIX OPraHoB, YUYpeXaeHun, opraHusaumi CnegcteeHHoro komuteta wpudtom N 14 ¢
cobntogeHnem nonoxeHun VHCTpykumm.
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O6pasubl repboBbix Gr1aHKOB yTBEPXXAEHbI NpukazoM CrneactBeHHoro komuteta Poccuiickon degepaumm ot 15
aHBapss 2011 r. N 8 "O repboBbix ©OnaHkax pokymeHtoB CreacrtBeHHoro komuteTa Poccuiickon ®epepauun”
(NpunoXxeHus K Ha3BaHHOMY NpuKasy).

3.12.2. CnyxebHbIMM NUCbMaMy 0hOpPMAAKTCS:

aoknagbl MpesnaeHTty Poccuinckon depepaumm u B MpasuTtensctBo Poccuickon Pepgeparmm 06 MCNONHEHUU UX
aKTOB U NOpy4eHUN;

nHpopmaums B AomnHuctpaumto MNpeangeHta Poccunckon ®epepauunn n B Annapart lNpaeButenscrtea Poccuimckon
depepaumm 0 paccMoTpeHMM obpaLLeHniA, HanpaBneHHbIX U3 HUX B CrieACTBEHHbIV KOMUTET U MO APYrM BOMpoOcaM;

OT3bIBbl, NOMNPaBKMN N 3KCNEpPTHbIE 3aKIM4YeHNA Ha NMPOEKTbl 3aKOHOAAaTeJ1IbHbIX U UHbIX HOPMATUBHbLIX MPaBOBbIX
aKTOB,;

OTBeThbl Ha obpalleHus;
OTBETbI HA 3anNpPoChl OPraHOB rOCYAapCTBEHHOW BNACTW, OpraHM3auni U y4pexaeHui;
3anpocbl CneacTBEHHOro KOMUTETA;

MHULMAaTUBHbIE 0bpalleHns pykoBoauTenei nogpasneneHuii LeHTpansHoro annapaTta CrneacTBeHHOro KoMMTeTa,
CrneacTBEHHbIX OPraHoB, YUYpexaeHun, opraHnsaumini CrnecTBeHHOro KOMUTETa Mo BOMpPocam UX KOMNETEHLIMU;

apyrue JOKYMEHTbI.
3.12.3. CnyxebHble NUCbMa UMEKOT CreayoLLIne PEKBUSUTDI:

locynapctBeHHbIi repb  Poccuiickon @Pepepaumm  (SBNsieTca  Heobsi3aTeNbHbIM - PEKBUM3UTOM B Criydasix
BHYTpeHHen nepenucku CriefcTBEHHOIO KOMUTETA U €ro CNeACTBEHHbLIX OPraHoB);

HaunmeHoBaHune CJ'Iep,CTBeHHOFO KOMUTETAa, CrneacTtBeHHOro opraHa, ydpexneHud, opraHmsaunum CJ'Ie.ElCTBeHHOFO
KOMUTETA,

CnpaBoOYyHble AaHHbIE;
apgpecar;

aaTa;

NCXoasALWLMN HOMEP CryeBHOoro NncbMa (pPerncTpaLmMoHHbIN HOMEP);

CCbIfIKa Ha UCXOASALLMI HOMEpP U AaTy OOKYMEeHTa agpecara;

3aronoBokK (Npu HeobxoaAMMOoCTH);

TEKCT cnyxebHoro nuceMma;

OTMETKa O Hanm4mm NpUnoXeHun;

BM3a (Npy HeobxoanmMocTh);

NOANUCS;

oTMeTKa 06 ncnomnHurtene.

3.12.3.1. PekBunaut "agpecat" oopmnseTcs B COOTBETCTBUM C NyHKTOM 3.2.11 UHCTpyKumw.

Mpv HanpaBneHun cnyxebHoro nucbMa Goree 4YeM B YeTblpe agpeca agpecaT ykasbliBaeTcss 0006LLEHHO,
Hanpuwvep:
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PYKOBOOUTEJNAM [IOIPa3NeJIeHUMN
LIeHTPaJIbHOT'O aninapara
ClleICTBEHHOT'O KOMUTETA
Poccuiickolt denepalun

B Takux cny4vyadax CcoCTaBnAaeTCca CNUCOK pPaccCblJiku, KOTOprVI BM3MpyeTcAa wucnonHutTenem AOOKyMeHTa WU
yTBEPXOAaeTCd pykoBoaAuUTenemM nogpasaeneHna nnm ero 3aamectntenem.

OTtnpaBka cnyxebHbIX MMCEM LeHTpanbHoro annapata CrneacTBEHHOro KOMUTETa, CreACTBEHHbIX OPraHoB,
yypexaeHuin, opraHmnsaumin CnefcTBeHHOro KoMMTeTa OCyLLECTBRAETCS noapasaeneHnaMm Oenonpon3BoaCTBa.

3.12.3.2. Mpwu peructpaumm cnyxebHoro nucbma c ucnons3oBaHneM AUK "Hapsop" pernctpaunoHHbIi HoOMep
npuceavsaeTca AUK "Hagsop" n npoctaBnseTca B HUXKHEM NPaBoOM Yriy Ha NULUEBOW YacTu NepBOro NUcTa JOKyMeHTa.

Pernctpaunsa cnyxebHbix nucem 6e3 ncnonb3oBaHua AWK "Hagsop" ocyliectBnsieTcs no KHUre MUCXOAsiLmnX
JOKYMEHTOB.

3.12.3.3. B KauyecTBe McCXoasLero Homepa Cry>xebHOro nucbma B COOTBETCTBYHOLLEM MECTE YINOBOro Litamna
repboBoro 6raHka JOKYMEHTa MOXET yKa3blBaTbCS:

npy nepenucke Mo YrorioBHOMY [eny - HOMEp YroroBHOrO Aena UMM KOHTPOMbHOTO NPOW3BOACTBA MO HeEMy
(nanee - KIy;

npv nepenncke No Marepuanam NPoOBEPKU COOBLLEHNS O NPECTYNNEHUN - HOMEP MaTepuarna npoBEPKK;
npu oTBeTe Ha obpalleHne, No kKoTopomy 3aBegeHo K1, - Homep KIT;
npu oTBeTE Ha obpalleHne, no KoTopomy He 3aBeneHo K1, - Homep HOMeHKNaTypHOro Aena;

npy Nepenucke No MHbIM BOMPOCAM - PErMCTPaLMOHHBIA HOMep JOKYMeHTa Nbo HoMep HOMEHKNaTypHOro aena,
B KoTopoe 6yayT noMeLleHbl MaTepuarbl NOATOTOBKU Cry»keBHoro nucbma.

3.12.3.4. MNpw ccbinke Ha 4OKYMEHT, HA OCHOBaHMM KOTOPOro NMOAroTOBIEHO CryebHoe NMCbMO, yKasbiBaeTCsl ero
HOMep 1 faTa B NpegyCMOTPEHHOM Ha OnaHke Ans nMcbMa MmecTe nNMbo BO BBOAHOW YacTu TeKCTa Nucbma.

3.12.3.5. 3aronoBok B crnyXebHOM nuUcbMe UrpaeT porb KpaTKOM aHHOTAUMKM TEKCTa, CTPOro COOTBETCTBYHOLLEN
€ro CoAaepXaHuio n HeobxooMMon Ansd onepaTUBHOM perucTpauuu u nomcka. 3aronoBoK nevaTaeTcs npu cosgaHum
cnyxebHoro nucbMa Ha obuwem yrnoBom repboBom ©OnaHKe [OOKYMEHTOB CIeACTBEHHOrO oOpraHa, y4vpexaeHus,
opraHusaumm CneacTBeHHOro KoMuTeETa B COOTBETCTBMM C npukasom CriegctBeHHoro komwuteTa Poccuiickon
®epepaummn ot 15 auBaps 2011 r. N 8 "O repboBbix GnaHkax AokymeHTOB CrneacTtBeHHOro komuteta Poccuiickon
depnepaummn” n B COOTBETCTBUM C NYHKTOM 3.2.12 VIHCTpyKUMN.

3.12.3.6. TekcT cnyxebHoro nucbMa hopMynmnpyeTcsi B COOTBETCTBUM CO CreayLNMN KPUTEPUSMMU:
odmUManbLHOCTb, AENOBUTOCTb, CTPOroe cobnogeHre cybopanHaumy;

KOHKPETHOCTb ajpecarta, Ll,eJ'IeCOOGpaSHOCTb N NakOHUYHOCTb (*)OpMyJ'II/IpOBOK N TepMnHOB, UCKIO4YawLllne nx
[OBONHOE TONKOBaHWE 1 HeonpaBaaHHOE NpUMeHeHNe;

ncnonb3oBaHne O6LIJ,eI'IpI/IH9|TbIX CITIOBOCOYETAHUN, MMEIOLLINX onpeneneHHbM CMbICIT;

nornyeckoe ”n KOMMO3WLUMOHHOE €OWHCTBO OTAEfbHbIX 4YacTenh TekcTa, o6ycn0|3neHHoe TemMaTUYECKON
KOHKPETHOCTbIO Cﬂy)KGGHOIZ nepernnckun;

3MOLMOHANBHO HENTPAnbHbIN TOH U3MOXEHMS.

CnyxebHble NMCbMa B OpraHbl rocy4apCTBEHHON BNAcTU UMW UHble FOCYAapCTBEHHblE OpraHbl U OpraHusauumm,
KOTopble AO0MKHbI ObITb mognucaHbl lNpeacepatenem CrneacTBEHHOrO KOMUTETA WM €ro NepBbiM 3aMecTUTerneM,
3aMecTUTEnsIMKU, TEKCTbl ChyXebHbIX NMCeM MacCOBOW pacChifikyu noAanexaTr pefakTMpoBaHWIO B MOpsake,
npegycmMoTpeHHoM npuka3oM CneactBeHHoro komuteTa oT 4 masg 2011 r. N 87 "O nopsake KOppekTUpoBaHUS

KoHcynbTanTlNKoC

www.consultant.ru Crpanuua 39 13 94
HaeXHas npaBoBas noaaepXxkKa



http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas CK Poccun ot 18.07.2012 N 40
"06 yTBEepXaeHnM MHCTpyKLMM NO Aenonpon3BOACTBY JokyMeHT npepoctasneH KoHcynbTaHTlnoC
CnepnctBeHHoro komuTeTa Poccuinckon deg... fata coxpaHerus: 13.08.2018

(pemakTupoBaHMs) NPOEKTOB OOKyMeHToB CreacTBeHHoro kommteTta Poccuiickon Peagepaummn”.

TekcT CJ'Iy)Ke6HOFO nnMcbmMa, KakK nMnpaBuio, npegBapdaeTca O(bI/ILI,I/Ia.I'IbeIM o6pa|.|.|,eHl4eM K agpecarty
(CJ'IOBOCO‘-IeTaHI/Ie, Bblpaxkawowjee yBaxeHune K a,qpecaTy), oTaendawwmmca ot npeablgyulero peksm3mTta npo6en0M B
OBa-TPpU OOAMHAPHbIX MEXCTPOYHbIX UHTEepBalria n oT Apyrmx YacTen TeKCTa - BOCKNMLUATENbHbIM 3HAKOM U npo6en0M B
ABa MEeXCTPO4HbIX MHTepBana.

O6pau.|,eHv|;| [JOIMKHbI COOTBETCTBOBATb 00ObIYasiM ocbwu,maanoro 9TUKEeTa, KOTOpble npeaycMaTpmuBaroT CIOXHOeE
06anJ,eHwe K agpecarty, cocrtosduiee U3 MMeHu cobcTBEHHOIO (I/IMeHI/I n OT‘-IeCTBa) M npunaratesibHoro, Hanbonee
COOTBETCTBYHOLLEro criy4aro 06pau.|,eHV|9|, HanpumMmep:

"YBaxaembin MaTBel CepreeBuy!";

"YBaxaemasi AHTOHUHa [eTpoBHa!";
"YBaxaemsble MaBen Muxannosuy n TatbssHa BacunbesHa!".

|_|pl/l 06paLLl,eHl/Il/| K HECKOJIbKMM agpecaTtamMm OonyCTtuMmo 06pau.|,eHV|e:

"YBaxkaemble konnern!";
"YBaxaemsble rocnoaal”.

Mpv oTCYTCTBUM CBEAEHWIn 06 MMEHU 1 OTYEeCTBE agpecarta Unu no Apyrum NpuymHam UCTonb3yTcs creaylolme
dhopmMynmpoBKkK obpaLleHns:

"YBaxaeMbln rpaxgaHuH Xoxsos!";
"YBaxaemas rocnoxa Muxannosa!".

Mpn obpalweHnM K [OSMKHOCTHBIM JLAM BO3MOXHO OOpalleHne C yKasaHWMEM TOSbKO [OJDKHOCTU UMK
npodeccuu:

"YBaxaeMbln rocnoguH gupekrop!";
"YBaxaeMbl rocnoguH peaakrop!";

B nepenwucke c rpaxgaHamu gonyckaeTcsl HeMTparbHbIA TOH obpalleHns 6e3 npunaratensHoro, BblpaxaroLlero
yBaxkeHue, Nnbo n3noxeHve TekcTa oTBeTa (MMcbma) 6e3 obpalleHus.

B oTgenbHbIX cnyyasax obpalleHme MOXeET OblTb COEANHEHO CO BCTYNUTENbHOM (hpalon TekcTa. [1pn 3ToM BMECTO
BOCKNMLATENbHOIO 3Haka B KOHLe obpalleHus CTaBUTCA 3ansTasi, Nocre KOTOpow NoMeLlaeTcs BCTynuTenbHas cgpasa,
Hanpuwmep:

"YBaxaeMmbin Hukonai Cepreesud, nigopmupyem Bac o...";
"YBaxaeMble genyTaTbl, N03BOMNbTE No3apasnTb Bac c...".

CnyxeGHble NMcbMa, MMELoLLIME HeCKONbKMX aapecaToB, Kak npaBuno, oopMnstoTca 6e3 obpalleHuii.
BetynuTenbHasa dopasa (npeanoxeHue, Bkovatollee GrarogapHoOCTb agpecaty, a Takke MosiCHEHUE MOTMBOB,
uenen u npocbb cnyxebHOro nucbma), B KOTOPOW WCMOSMb3yoTCA dhpaseornornyeckne opmynbl NOATBEPXKAEHUS,

00OCHOBaHMS [encTBusA, npennoxeHus, GnarogapHocTn u gpyrve, mMoxeT ObiTb M3NOXeHa B cregylollem Buae,
Hanpumep:

noaTBEPXAeHWE:
"Bawwe nucbmo oT ... N ... nony4eHo";

"B CnegctBeHHOM komuTteTe Poccuiickon Pegepaumm paccmoTpeHo Bawe nucbmo ot ... N ...";
"B noaTrBepxaeHue (NnpeaBapuTensHON JOrOBOPEHHOCTU, TenedoHHOro pasrosopa u ap.) ...";

obocHoBaHMe OencTBUS:
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"B cooTBeTCTBMM C nonoxeHusammn TpyaoBoro kogekca Poccunckon ®epepauun ...";

"B cBA3M ¢ (NepeHOCOoM CPOKOB UCMOMHEHUS, NPOBEAEHNEM COBMECTHbLIX MEPONPUATUIA 1 Ap.) ...";
"Ha ocHoBaHuM (nognucaHHOro AoroBopa, yTBEPXXAEHHOro npotokona u gp.) ...";

"B nopsioke okasaHus (CogencTsums, nomoLwum u ap.)...";

"B uensax (coBepLIEeHCTBOBAHUS KOHTPOSS, UCMOSb30BaHMS NMOSTIHOMOYMIA 1 Ap.) ...";
6narogapHocTb:

"CnegcTtBeHHbIN komuTeT Poccuiickon ®epepaunm 6narogapuT Bac 3a CBOeBpeMEHHbIN OTBET Ha 3anpoc oT ... N

"Mbl 6narogapHel Bam 3a cogencteme B opraHm3aumm npogeccrmoHanbHoro obyveHnst paboTHUKOB";
"3apaHee 6narogapvm 3a BO3MOXHYO MOMOLLB";

"Mbl 6binv 661 BaM npusHaTenbHbl 3a NOAAEPKKY HALLEen MHMUMaTuBbI™;

npoceba:

"Y6eanTensHo Npocum (NpeaocTaBUTb BO3MOXHOCTb..., MPOBECTU 3KCMNEPTU3Y..., AaTb 3aKM4eHue..., OaTtb
cornacue... n gp.)...";

"lMpocum (HanpaBwTb, MWCKMIOYMTbL, OKasaTb COOENCTBUEe, OOPMUTbL, OpraHM3oBaTb WCMNOMHEHWe, COOBWUTL
csefeHusa n gp.)...";

COMpPOBOXOEHNE:!
"Hanpaensiem konuto crnyxebHoro KoHTpakTa...";

"Bbicbinaem (Metoamnyeckue nocobus, MHCTPYKLMIO, TEXHMYECKYIO JOKYMEHTaLM0, MPOEKT npukasa u ap.)...";
HanoMunHaHue:

"HanomnHaeM, 4TO B COOTBETCTBUM C MpeaBapuUTENbHOM AOrOBOPEHHOCTbIO Bam HeobxoouMmo npeacTtaBuTb
cnegywouune ceegeHuns...";

"HanomnHaem Bam, 4To CpOK UCNOMHEHUS KOHTPOrbHOro AokymeHTa oT N ncrekaet 08.06.2011";
npeanoxeHue:

"lMpepnaraeM paccMOTPeTb BO3MOXHOCTb HasHaudeHusi .M. CepreeBa Ha [OIMKHOCTb PYKOBOAMTENSA oTAena
npoLeccyanbHOro KOHTponsa";

"PekomeHayem MCKMOUNTb AaHHbIN ab3al U3 TekcTa npoekra”;
"Mbl MOXXeM NpeanoXxute Bam pasnuuyHblie BapnaHTbl peLLleHns HazaBaHHOW NpobremMbl”.

B ocHoOBHOW YacTu TekcTa (HECKOMNbKO NOrMYECKN U CTUIMCTUYECKN CBSA3aHHbLIX NPeanoxeHun) dopmynupyetcs
CYLLECTBO BOMNPOCOB, a Takke NMOMELLATCA NPEeANoXeHUs, Npocbbbl U T.4.

Mpu ochopmneHnn cnykebHbix NUceM, noanexalyux MaccoBOW pacchifike B CreACTBEHHbIE OpraHbl, y4pexaeHus,
opraHu3auuu, cogepxalimx MopyyYeHUs O NpeAacTaBneHuM C UCMNOMb30BaHWEM WHEOPMALUMOHHBIX cucTeM obLuero
nonb3oBaHWs onepaTMBHOW MHdOopMauun, He Tpebytowen OOKYMEHTUPOBAHHOIO MOATBEPXKAEHWS, B KOHLE TeKkcTa
crnenyeT ykasblBaTb, KakuMm nogpasgenieHneM LeHTpanbHoro annaparta CneacrBeHHoro komuteTta OyaeT obobuiatbes
ykazaHHas uHopmaLms, ero aNeKTPOHHbIM afpec, a Takke, YTO HarnpaBneHne AoKyMeHTa Ha ByMakHOM HocuTerne He
TpebyeTcs.
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3akntounTtenbHas opMyna BEXIMBOCTU (CIIOBOCOYETAHME, NOAYEPKMBAIOLLEE 0COBO0 YBaXUTENbHOE OTHOLLEHWE
K agpecarty) Ucrnosb3yeTcs N0 YCMOTPEHMIO MOAMNMCHIBAIOLLErO CryebHoe NUCbMO AOMKHOCTHOrO nuua CneacTBeHHOro
koMuTeTa.

3akntountenbHas cbopmyna BEXINMBOCTU nNpefwectsyeT nognuchn, pacnonaraetcda Ha OAUH Me)KCTpO‘-leIIZ
MHTEepBan HWXe TeKCTa nucbma C absauHoro OTCTyna oT neson rpaHnLbl TEKCTOBOIo MoJjid U MOXeT BbINOJTHATBCA
COGCTBGHHOpy'-IHO noanuCbIBaKOLLMM €ro AOMMKHOCTHLIM NnuoM CnencTBeHHOro KOMUTeTa, Hanpumep:

"C yBaxeHuem,...";

"C HEM3MEHHbIM YBaXXeHUeM,...";

"C rnyboKuM yBaxeHuem,...";

"C 6narogapHOCTbIO U yBaXeHueMm,...";

"C yBaeHMeM U NoxenaHvsimun ycnexos B pabore,...".
TekcT cnyxebHoro nnucbMa, Kak npaBuno, nanaraeTcs:

B HeonpeneneHHo-nnyHon copme ("B CreactBeHHoM komuTeTe Poccuiickon ®depepaumm paccMmoTpeHo...",
"0oBofbl MpU3HaHbl HEOOOCHOBaHHBIMU..." 1 Ap.);

oT 3-ro nuua eamHcTBeHHoro yucna ("CrnegctBeHHbIn komuteT Poccuiickon ®egepaummn paccmoTpen”, "konnerms
pewuvna" u gp.);

OoT 1-ro nuua MHOXeCTBEHHOro uvcna ("npocum HanpaBuTb MHoOpMauuto...", "npegraraem paccMoTpeTb...",

"nonaraem uenecoobpasHeim...", "coobaem...");
OT 1-ro nuua eanHCTBEeHHOro Yucna ("Cumntar BO3MOXHbIM NPUHATL yvacTue B..." 1 ap.).

CpOKI/I noAroToBkKM OTBETHbLIX MUCEM Ha o6pau.|,eva N NHNUMNATUBHbIX CJ'Iy)Ke6HbIX nmMcem ycTtaHaBJ1MBaKTCA
HOPMAaTMBHbIMU NPaBOBbIMU aKTaMn U OpraHn3auMoHHO-pacnopAaanTenbHbIMA OOKYMEHTAMM CneacTBeHHOro kKoMunTeTa,
onpenenarnTCcd ykasaHUAaMU no UCNOJIHEHUKD OOKyMeHTa (peSOJ’II'OLLI/IFlMM) I'Ipep,ce/J,aTenﬂ CneacTBeHHOro komuteTa 1
€ro nepsoro 3amMecTuTens (3aMeCTVITeﬂel7I), pyKOBOﬂMTeﬂeVI nop,pasp,eneHMﬂ LEeHTparibHOro annaparta CneacTtBeHHOro
KOMUTETAa, CneacTtBeHHbIX OpraHoB, y‘-lpe)K,El,eHVIVI n OpFaHI/I3aLI,VIl7I CnepncTBeHHOro komuTeTa.

TekcTbl CNyXebHbIX NUCeM [OSMPKHbl TOYHO COOTBETCTBOBaTb YKa3aHMsSIM MO  WCMOSMIHEHMIO [OKYMeEHTa
(pesontoumam) ykasaHHbIX PyKOBOAUTENEN, AaHHBIM NOPYYEHUsIM, NOCTYNUBLUMM 3anpocam, 4OBoAaAM, U3MOXEHHLIM B
obpalleHusix.

3.12.3.7. PekBu3uT "npunoxeHune" B CryxebHbIX MUMcbMax odopmMmnseTcs B COOTBETCTBUM C nyHKTOM 3.2.14
NHcTpyKumm.

3.12.3.8. Tlpn HeobXxoQMMOCTU CryebHble nMcbMa MNPOXOAST Mpoueaypy COrfacoBaHUA WM BU3MPOBaHUA
OOMKHOCTHBIMM  NMLAMW  3aUHTEPECOBAaHHbIX MOApasdeneHnn LeHTpanbHoro annapata CrnegcTtBEHHOro KOMMUTETa,
CNeACTBEHHbIX OPraHoB, YyypexneHwun, opraHusaumn CrnegCcTBEHHOrO KOMUTETAa, K KOMMETEHLMM KOTOPbIX OHO
oTHocuTca. CornacoBaHue CcnyebHOro nucbma OCYLLECTBNAETCA ucnonHutenem. Busmpyetca BTOpOM 3K3emnnsp
cny>xebHOro NUcbMa B HDKHEW YacTu Ha NINLIEBOW CTOPOHE NocneaHero nucra.

3.12.3.9. PekBun3nT "noanuce” pacnonaraeTcs Ha TEKCTOBOM Mofie AOKYyMeHTa U 0popMnseTcs B COOTBETCTBMM C
NyHKTOM 3.2.17 VIHCTpyKUMW.

B ueHTpanbHoM annapaTe CneacTBEHHOro KomuTeTa cnyxebHble nucbMa, HarnpaBnsiemble [lpe3ngeHTy
Poccunckon ®Pepepauuun, B lNpasutensctBo Poccuiickon depepaumn, B AamuHuctpauuio lNpesngeHta Poccunckon
®epepaumn, B Annapart [lpaButenbctBa Poccuinckon ®Pepepaunn, uvneHam CoseTa Pepepauumn u genyraram
MocypnapcteeHHon dymbl PepepanbHoro CobpaHua Poccurickon depepauun, pykosoantensm denepanbHbiX OpraHoB
UCNOSNHUTENBHOM BMacTM KU uX 3amectutenam, [eHepanbHOMy npokypopy Poccuickon ®epepauumn u  ero
3aMecTUTenNsM, BbICLUMM OOMKHOCTHBIM Nuuam (PyKOBOAUTENAM BbICLUMX UCMOSTHUTENbBHbLIX OPraHoB rocyAapCTBEHHOWN
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BnacTtun) cybbektoB Poccuiickon ®egepaunm nognuceiBatoT lNpeacenartens CneacTBEHHOro KOMUTETA UK €ro NepBbIn
3aMecTuUTEeNb, 3aMecTUTenu.

Cnyxeb6Hble nucbMa, noasfiexalle MacCOBOMW pacchifike B CHEACTBEHHble opraHbl, yYpeaeHusl, opraHusaumm
CnepncTtBeHHOro KomuTeTa, noanuckisaoT Mpencenatens CrneAcTBEHHOro KOMUTETa UMM €ro nepBblil 3amMecTUTenb,
samectutenu. WHble cnyxebHble nNUcbMa, HanpaBnsieMble B OTAerNbHble CrneACcTBEeHHble OpraHbl, Y4YpexaeHus,
opraHusaumn CrieOqcTBeHHOro komuTeTa, nognuckiBaloT [pencegatens CrneacTBEHHOrO KoMmMUTETa, €ro MepBbiid
3aMecTuUTeNb, 3aMecTUTenNun, PYKOBOAUTENW MoapasgeneHuin ueHTpanbHoro annapaTta CneacTBeHHOro KomuTeTa WUnu
NX 3aMecTUTEeNN.

3.12.3.10. OTmeTka 006 wcnonHuTene [OKyMeHTa (MHMUManbl u damunns, Homep cnyxebHoro TernedoHa
ucnonHuTens) odopmnseTcs B CnyXebHbIX NUCbMax (3a MCKNIOYEHWEM OTBETOB 3asBUTENAM, agBokaTtaMm, a Takke
CONpOBOANTENbHBIX MUCEM) B COOTBETCTBMM C MyHKTOM 3.2.21 WHCTpyKuun Ha nuueson unm obopOTHOM CTOpPOHE
nocrnegHero nucTa 4OKYMeEHTa B TEBOM HVDKHEM YrIy.

3.13. [JloknagHble 3anncky, panopTbl (3asBrneHns )

3.13.1. [OoknagHas 3anucka SBNAETCA  BHYTPEHHUM  MHAOPMAaLMOHHO-aHaNUTUYECKUM  JOKYMEHTOM,
agpecoBaHHbIM [Mpeacepatento CrnencTBeHHOro KoMuTeTa, MepBoMy 3amecTutento (3amectutento) lNpepcepatens
CnegcTBeHHOro KomuTeTa, PYKOBOAMTENO MoApasdeneHus ueHTpanbHoro annapata CrneacTBeHHOro KOMUTETa,
pyKOBOOWUTENIO CNEACTBEHHOro opraHa, YyvpexaeHwsi, opraHu3aumnm CrneacTBEHHOro KOMuTeTa, W COAepXuT
obCcToATENbHOE U3NOXEHNE KaKoro-nmbo Bonpoca ¢ MOTMBMPOBAHHBIMU BbIBOAAMU U NMPeasoKeHNAMMN.

Panopt - KpaTkMn nNUCbMEHHbIN Aoknag paboTHuka CrneacTBEHHOrO KoMuTeTa CBOEMY HernocpeacTBEHHOMY
PYyKOBOOWUTENIO UMW  BbILWECTOSALLEMY PYKOBOOUTENO noapasferneHns LeHTpansHoro annapata CneacTtBeHHOro
KoMuTeTa, CNeACTBEHHOro opraHa, yupexaeHus, opraHusauum CneacTBeHHOro KOMUTETa MO pasfuyHbiM BOMpocam

crny>xeGHol aesATenbHOCTM (crykebHoe cooOLWEeHNe O BbINOSIHEHHOM 3adaHuM, O pesynbTaTax pPaccMOTPeHus!
CNy>KeOHbIX JOKYMEHTOB M MPUHSATOM PEeLLUeHUN, O AOMYLLEHHOM MPOCTYTKe U T.4.).

B poknagHbIX 3anuckax, panopTtax (3aF|BJ'IeHI/1$|X) B I'IpOI/I3BOJ'IbHOl71 cbopme MaLIMHOMUCHbIM UM PYKOMUCHbIM
crnocobamu nanaratotcs npennoxeHuna, 3amMmedaHuna, oT4eTbl, AOKNaabl, CBeAEHNA, 3aKINMO4YEHNA, NOACHEHUA, MHEHUA U
MHaa ynpaBlieH4YecKad VIHCbOpMaLI,VIFI, cBsi3aHHass C WCMNOSIHEHWEM MOJSTHOMOYNIA nop,pasp,eneHMPl LUeHTpalribHOro

annapata CrnencTBEHHOrO KOMUTETa, AOMKHOCTHbIX N, CrneacTBEHHOrO KOMUTETa, TEPPUTOPUANbHBLIX CIEACTBEHHBIX
OpraHos.

3.13.2. [JoknagHble 3anucku 1 panopTbl (3asiBNneHus) ohopMIsIOTCA Ha CTaHOapTHbIX Nuctax bymarn chopmaTta
A4 wpndpTtom N 14 C MEXCTPOYHBIM MHTEpPBanoMm "oavHapHbIN" 6e3 peKkBu3UToB repboBoro GnaHka Co CTPYKTYpPOM
TeKCTa M CTUNUCTUYECKMMM OCOBEHHOCTAMW  CryXebHOro mnucbma, npeaycMOTPeHHbIMU  MHCTpykumnen. [pm
Heo6Xo4MMOCTM AOKNaAHbIE 3anUCKM U panopThl MOTYT OblTb 0GPOPMITEHBI PYKOMMUCHO.

3.13.3. [loknaaHble 3anncky 1 panopTbl (3asiBNEeHNs) UMEIOT cneaylolne pekBu3nTbI:

agpecar;

BUL, LOKYMEHTa;

TEKCT JOoKNagHoM 3anucku (panopTa);

AaTta JOKYMEHTa;

permcTpaumoHHbIN HoMep (B criyvae perncrpauun);

NOANUCS;

BU33a;

oTMeTKka 06 ucnonHutene.

3.13.3.1. Agpecatamn goknagHbix 3anucok sinsatTcsa Npeacepatens CneacTtBEHHONO KOMUTETA M €ro NepBbIn
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3aMecTUTenb, 3aMeCcTUTENW, PYKOBOAUTENW MoApasdeneHuii LeHTpanbHoro annapata CrneacTBEHHOrO KOMMUTETA,
CNeACTBEHHBIX OPraHoB, yypexaeHwun, opraHu3dauuin CrneacTBEHHONO KOMWUTETA, OOIMKHOCTHbIE NUuA LEHTPanbHOro
annapata CneacTtBeHHOro KoMUTETa, CNeACTBEHHOro opraHa, yydpexaeHusi, opraHmsaumm CrneacTBeHHOro KOMUTETA,
peLleHne KOTopbIX HEOBX0AMMO NOMy4YMTb NO BONPOCaM, OTPaXXeHHbLIM B AOKNaAHbIX 3anuckax.

AgpecaTom panopTta (3asiBNneHusi) SBMSIETCS HEMOCpenCTBEHHbIA pykoBoauTenb paboTHuka CnencTBeHHOro
KoMuTeTa - aBTOopa panopTa (3asiBNeHUs) Unu Apyroe OOMKHOCTHOE NUUO LEeHTpanbHoro annapata CrneacTBeHHOro
KOMUTETAa, ClneaCTBEHHOro opraHa, ydvpexaeHud, opraHmsauunm CJ'Ie,D,CTBeHHOFO KOMUTETA, KOTOPOMY aBTOp panopTa
(3asiBneHus1) HanpaensieT NMCbMEHHOE cryXebHoe coobLeHe.

B pekBuante "agpecat" ykasbiBatOTCA AOIMKHOCTb, CreuuanbHoe (BOMHCKOE) 3BaHue, haMunns U MHUumansl
AormkHOCTHoro nuua CregcTBeHHOro KoMUTeTa, KOTOPOMY HanpaBnseTcd AoKnagHas 3anucka unu panopT (3asserneHue).
[aHHbI pekBu3nT ohopmnseTcss B COOTBETCTBUM € NyHKTOM 3.2.10 UHCTpyKumn.

,D,OI'IyCKaeTCFI B AOKNagHbIX 3anvckax un panoptax (3aFIBJ'IeHVIFIX), ABNAOLWNXCA BHYTPEHHUMU OOKYMEHTaMu,
crneuunarnbHoe UM BOMHCKOE 3BaHMe, KNacCHbIA YMH ajfpecarta He yKa3blBaTb.

3.13.3.2. PekBuant "HammeHoBaHWe Buaa [OKymMeHTa" odOpMNAETcs B COOTBETCTBMM C nyHKTOM 3.2.12
NHCTpyKumK.

3.13.3.3. CTpykTypa TeKkcTa [JOKNagHOW 3anucku W €ero CTUIMCTUYECKME OCOBEHHOCTM COOTBETCTBYIOT
TpeboBaHNAM K TEKCTY CnyxebHoro nucbma, npegycMoTpeHHbIM nyHkToM 3.12.3.6 MHCTpyKumw.

B TekcT goknagHoW 3anucku MOryT BKMYaTbCcs obpalleHue, BCTynUTEnbHas (pasa, MOTMBUPOBOYHAsI YacTb
(MHOPMaLMOHHO-aHaNMTUYECKOe COAEPXXaHMe) 1 3aKITHoYEHME.

B 3akntoveHun [OKNagHOM 3anucky u3narawTcsl BbiBOAbl U npegnoxeHud, nogrBepXpgaemblie [J0BOOAMU
MOTVIBI/IpOBO‘-IHOVI 4yactn " Tpe6yt0Lu,|/|e NONOXUTEJIbHOIo peleHnda OOJMKHOCTHOro Juua, KOTOpoMy adpecoBaHa
AOKIagHaaA 3anuncka.

B cnyvae npunoxeHusa K [OOKNagHOW 3anucke ApYrux WHGOPMAaLMOHHO-aHaNUTUHECKUX [OKYMEHTOB WK
NMPOEKTOB AOKYMEHTOB Af1si COrMacoBaHuWs B KOHLIe TekcTa Aenaetcst o6 3ToM oTMeTKa B criefytoLlen dopme:

"CnpaBka 0 pesynbTaTtax NpoBepKu ... npunaraetca”,

"TpoekT pacnopsikeHnst npunaraetca”.

"lMpoekT nucbma (oTBETA) ... MpUnaraetcs”.

3aBepLuaeTcs goKnagHasa 3anucka 3aknioumTensHon dpason, Hanpumep:
"Mpowy Bawero cornacus...",

" "

[oknaabiBaeTcs Ha Balue pelweHune”,

"[loknagpiBaeTcsa B NOpsSAKe NCMOMHEHUS NopyYeHus (B Nnopsiake uHpopmaumm)".

3.13.3.4. B TekcTe panopTa CyuwecTBO BOMNpoCa, 0 KOTOPOM AOOKNnaAbiBaeTCA PYKOBOAUTENO, U3NnaraeTcd KpaTko U
TO4YHO. O6pau.|,eHV|e K agpecarty panopTta He NCNOJIb3yeTCA.

BcTynuTtenbHas dopasa, kak npaBuno, oTpaxkaeT OCHOBaHWUS ANd AoKnaja, Hanpumep:
"Bo ucnonHeHmne nopyyeHus...",
"[osoxy 0o Baluero cBegeHus o Tom, 4To...".

3aBepliarollas dpasa panopTa BblpaaeT BbiBOA, KOTOPLIA TpeGyeT cornacoBaHUsi C PyKOBOAWUTENEM,
Hanpuwvep:

"Monarato BO3MOXHbIM NprodLLMTL oBpalleHue ... K HOMeHKNaTypHomy feny 6e3 oTeeta 3assutento”,
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NN NPocbOy O NPUHATMM KOHKPETHOIO peLLEHMs Mo CyLLEeCcTBY panopTa, Hanpuvep:

"B cBA3M C N3N0XEHHbLIM NPOLLY NPOAMNUTL CPOK UCTIONHEHMUS...",

"B CcBSI3M C U3NOXEHHbBIM NPOLLY CYMTATb NOPYYEHUE UCMOSNTHEHHbIM".

MpuHATOE pelueHne no CyLlecTBY AOKMaAHOM 3anucku unu panopTta (3asiBneHusi) oopMnseTca pyKonuUCHbIM
yKa3aHWeM MO MCMOMHEHUI0 [OKYMeHTa (pe3onioumer) U NIMYHOW MOAMUCHI0 AOSMKHOCTHOrO nuua, KOTopomy Obin

agpecoBaH OOKYMEHT, NocTaBfeHHON B IEBOM BEpXHEM Yyrny nepBoro JiuCta OKyMeHTa, 1 naton, HanpuMep:

"CornaceH

(mnaTa, nommmch)".

3.13.3.5. [lata Ha goknagHou 3anuncke unu panopTe (3asBreHnn) opopMnseTcs B COOTBETCTBUM C NyHKTOM 3.2.7
MHCTpyKuMmM 1 npocTaBnseTcs nog peksuautom "lMoanuck”.

Peksunant "lMognuce" odopmnsaeTcs B cooTBeTCTBUM C NYHKTOM 3.2.17 WHCTpyKumun. MNpn yKasaHUKU KraccHOro
UYMHA, BOWHCKOrO WM ChneumarnbHOro 3BaHUS agpecata [OOKMagHOW 3anucku, parnopTa (3asiBreHusl) ykasblBaeTcs
cneunarnbHoe WU BOUHCKOE 3BaHUe, KINacCHbIN YUH OOJDKHOCTHOIro nuua, nognucasllero OOoKnagHyr 3anucky unu
panopT (3asiBneHue).

3.13.3.6. [lo npencrtaBneHns COOTBETCTBYHOLEMY OOIDKHOCTHOMY nuvuy CneacTBEHHOro komuTeTa [oKnagHble
3annckn 1 panopTbl (3asiBNeHMs) Npyu HEOOXOOUMOCTM BU3UPYHTCS 3aMHTEPECOBAHHLIMW OOSMKHOCTHBIMWU NMLaMu
nogpasgeneHni LeHTpanbHoro annapata CneacTtBEHHOr0 KOMWUTETa, CNEACTBEHHBIX OPraHoB, YYpEeXAeHWH,
opraHmsaumn CnenctBeHHOro komuTeTa.

Ha panopTe (3asiBneHnn) BU3bl NPOCTaBMSATCS Ha NULEBOI CTOPOHE AOKYMEHTa HVKe MOAMNMCYU aBTopa panopTa,
BGKEe K HUXKHEN rpaHuLIe TEKCTOBOrO Monsi.

|_|pl/l BU3NpOBaHNU OOKNagHow 3anuncku oTmeTka o6 MCrnonHuTene M BU3bl OOMKHOCTHLIX Nnl, C KOTOpbIMA B
Cchny4yae HeobXxoQMMOCTM COrMnacoBbIBAETCA TEKCT [OKITaQHOM 3arucKuy, NPOCTaBJIAKOTCA Ha 060pOTHOl7I CTOpOHE
nocnegHero rniMcTa nepBoOro ak3emrindpa OOKIMagHoW 3anmcku Brmxe K HKHEN rpaHunLe TeKCToBoro nona nnmn B HWXHEN
YyacTu nvueBomn CTOPOHbI nocregHero NMcta BTOPOro ak3emmnrdpa OOKMagHoOW 3arucku, KOTOprI7I nocne perncrtpauuum
nomMeulaeTca B COOTBETCTBYOLLee HOMEHKNaTypHoe aerno.

3.13.3.7. [oknagHble 3anuckM U panopTbl (3asBNEHWS) PErncTpupyroTca B LEHTpanbHOM annapaTe
CniencTBeHHoOro komuteTa ¢ ucnonb3oBannem AUK "Hagsop" B cootBeTcTBUM C nyHkTamu 3.2.8 u 3.12.3.2 VIHCTpyKumn,
B CNeACTBEHHBLIX OpraHax, y4ypexgeHusx, opraHudauusax CrneacTBEHHOro KoMuTeTa - C UCMOSb30BAHUEM MPUHSTON
CUCTEMBI perncTpaLmm BHyTPEHHUX JOKYMEHTOB.

PaI'IOprI (SGHBJ'IGHVIFI) PEerncTpupyroTca nocne nognucaHna ux aBTopaMu  panopTtoB U BU3MPOBaHUA
COOTBETCTBYHOLWMMWU AOJDKHOCTHBIMU NTULIAMW.

[oknagHble 3anuMcknm OT  MMEHMU paGOTHI/IKOB CneactBeHHOro KomMuTeTa - WUCMOMHUTENEN B agpec
COOTBETCTBYHOLLNX pyKOBOﬂMTeﬂeVI ﬂO,Cl,paBﬂ,eJ'leHl/Iﬁ LEeHTpalribHOro annaparta CnepacTtBeHHoOro KoOMuUTeTa,
CneacTBeHHOIo opraHa, ydpexnaeHud, opraHusaunum CnepnctBeHHOro KommuteTa PerncTpnpyroTca nocne nognucaHuaA
ncnosiHuTenem Ao npeancraBrieHna CoOoOTBETCTBYHOLWEMY pyKOBOOUTESHO.

[oknagHble 3anuckM OT WMEHM pykoBoauTenen noapasneneHunii LeHTpanbHoro annapata CnencTBeHHOro
KOMWUTETA, CMNEeACTBEHHOro OpraHa, ydypexaeHus, opraHusaumm CnepcTBeHHOro komuteTa B agpec [pencepartens
CneAcTBeHHOro KOMUTETa M ero NepBOro 3aMecTUTessi, 3aMeCTUTENEN, BbILLECTOSLLMX PYKOBOAUTENEN CrieACTBEHHbIX
OpraHoB, yupexzaeHui, opraHusauuii CriedCTBEHHOro KOMWTETa PErMcTPUpYIOTCS Kak MPOEeKTbl OOKYMEHTOB Mocre
BM3MPOBAaHUSA UX UCMOMHUTENSMU U 3aTEM NMOBTOPHO PErncTpupyloTcs nocrne NoanncaHna AOMKHOCTHLIMU nuuamMu, ot
MMEHM KOTOPLIX OHW COCTaBIEHbI.

3.14. JoBepeHHOCTH

3.14.1. [JoBepeHHOCTb NOATBEPKAAET HanMuue y npencrtaBuUTens npae AeWCTBOBATb OT MMeHM CreacTBEHHOro
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KOMWUTETA, CNeACTBEHHOro opraHa, ydpexaeHusi, opraHusaumm CrieacTBEHHOTO KOMUTETa, a Takke onpeaensier
YCMOBUSI U TpaHWLUbl peanusaummn aTux npas. [oBepeHHOCTb odopmMrisieTcss Ha obluem yrrioBom repGoBom GnaHke
JOKYMEHTOB LieHTparnbHoro annapata CrneacTBeHHOro KOMUTETa, CIEeACTBEHHOIO opraHa, yuYpexaeHusl, opraHvM3auum
CnepgctBeHHoro komuteTa. [MpeactaButensamy CrneacTBEHHONO KOMWUTETA, CIEACTBEHHOrO opraHa, Y4YpexaeHus,
opraHusaumm CnegcTBeHHOro KOMUTETA Mo OBEPEHHOCTU MOTYT BbITb OQHO UINN HECKOMBKO L.

3.14.2. TopgrotoBka, odopmneHne M yyeT goBepeHHocTen B CrneacTBEHHOM KOMUTETE OCYLLECTBMSETCS B
cooTBeTcTBMM cO cTatbamu 185 - 187 lpaxgaHckoro kogekca Poccuiickon degepaumu, npukasom CrieCTBEHHOrO
komuteta ot 4 maa 2011 r. N 81 "O nopsgke nOAroToBKM [OBEPEHHOCTENM Ha MNpeacTaBlieHME WHTEPECOB
CnegcrtBeHHoro komuTteTta Poccuinckon dPepepaumu, CrneACcTBEHHbIX OPraHoB, YYpexneHund U opraHusauun
CnepncteeHHoro komuteta Poccuiickon depepauum B rocyfapCTBEHHbIX OpraHax, OpraHusauusix, yyYpexaoeHusax u
cygax" W COOTBETCTBYKOLUMU OpPraHM3auMOHHO-PacnopsanTENbHLIMA  LOKYMEHTAMU  CINEACTBEHHbLIX OpraHoB,
yupexaeHun n opranmsauun CnegctBeHHOro KomureTa.

3.14.3. [JoBepeHHOCTU ochopmnsoTcs Ha obuwem yrnoBoMm repboBoM 6naHke AokymeHToB CneacTBeHHOro
KOMUTETa, CNeACTBEHHbIX OPraHoB, YyypexaeHwn, opraHusaumin CneacTBeHHoro komuteTa wpugptom N 14 ¢
MEXCTPOYHbIM MHTEpPBanom "ognHapHbInA".

3.14.4. loBepeHHOCTN MMEIOT CrieaytoLume peKkBu3nTbI:

HanMeHoBaHWe BUaa AOKYMEHTA;

TEKCT JOBEPEHHOCTHU;

Jata JOKYMEHTa;

perncTpaumoHHbIN HOMEP;

noAanuce;

oTTUCK repboBor nevaTu.

3.15. Tenerpammbl, dakcorpammbl 1 TenegoHorpaMmmel

3.15.1. C nomowpblo CpeacTB 3MekTpOCBSA3M OCYLUECTBISIETCS Mepefada Tenerpamm (Tenetamnorpamm),
dakcorpamm, TenedoHorpamMmm.

3.15.2. B cooTtBeTcTBUM C nocTaHoBneHveM [NpaButensctBa Poccuiickon ®enepauun ot 15 anpensa 2005 r. N 222
"O6 yTBepxaeHun lMpaBun okasaHus ycnyr TenerpadHon cCBs3n" Tenerpamma - 3TO [OOKYMEHT, nepeaaBaeMblil Mo
KaHanam TenerpadHon cBsA3W. TenerpaMmbl OOPMIISIOTCA B COOTBETCTBMM C BbllEeHa3BaHHbIMK [lpaBunamu.
OTnpaBneHve TenerpaMM OCYLLECTBMSIETCA B OpraHbl rocygapCTBEHHOW BNacTW W WMHble FOCYAapCTBEHHbIE OpraHbl,
opraHu3auum nnv nuuam no TenerpadHomn cetu obLero nonb3osBaHus. Tenerpad MCNonb3yTCa TOMbKO AN CPOYHON
nepegavm uHdopmauuu.

Tenerpamma ocpopmnsieTcs 6e3 pekBu3MToB OnaHka Ha CTaHgapTHbIX Inctax 6ymarn 6enoro LBeTa popmarta A4
B 2 9K3emMnngapax.

MognWHHWMK - nepepaeTcst AnNst OTNpaBkuM paboTHMKY noAapasgeneHvs OenonpousBoAcTBa, B LEHTpanbHOM
annapate CneacTBeHHOro KoMuTeTa - B OTAEN TexHu4Yeckoro obecneyeHuss OokyMeHToobopoTa ynpaBneHus no
paccMOTPEHNO obpaLleHUn rpaxxaaH ¥ JOKYMEHTALMOHHOTO obecrneyeHnst, Konus - NprobLLaeTcst K HOMEHKNaTypHOMY
aeny (KOHTpOIrbHOMY NMPOU3BOACTBY).

3.15.3. TenerpaMmMbl UMEIOT CreayoLne PEKBUSUTDI:
3.15.3.1. HaumeHoBaHue B1uga JOKYMEHTA.
HaunmeHoBaHne Buaa gokymeHta - "TEJIET P A M M A" neyataetca nponvcHeiMu BykBamun B paspsigky (C

MHTEPBAJioOM, pa3peXeHHbIM Ha 2,5 FIT), oTaendeTcAd OoT npeablayuiero peksu3nta AByMA MEeXCTPOYHbIMU MHTEpBanamMu
(I'Ipl/l €ro oTcyTCcTBUM - OT BerHeVI rpaHnLbl TEKCTOBOIO I'IOJ'IFI) M BblpaBHMBAETCA MO LUEHTPY.
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3.15.3.2. KaTteropusa Tenerpammol.

B npaBom BepxHeM yrny oT BEpXHeW rpaHuLbl TEKCTOBOrO Mons JOKYMEHTA YKa3biBaeTCs KaTeropus tenerpaMmel,
Hanpumep: "npaBuTenbcTBeHHas", "cpouyHas". B cnyyae HanpaBneHWss nNPOCTON TenerpaMmmbl KaTeropus He
yKa3blBaeTCs.

KaTeropus "npaButenbCcTBEHHas" B COOTBETCTBUM C mocTaHoneHwem [lpaButenbctBa Poccuiickon ®enepaunm
oT 6 cepansa 2006 r. N 74 "O6 yTBepXOeHMU NepeyHst OOMKHOCTHbIX UL, 3a NOAMUCLI0 KOTOPbIX TenerpamMmmbl
kaTteropun "Mpe3naeHT Poccuiickon ®epepaumnn”, "Mpeacepartens MNpasutensctea Poccuinickon ®epepaumn”, "Boicluias
npaBuTENbLCTBEHHAA" © "nMpaBUTENbCTBEHHAa" nepedalnTcss B MNPUOPUTETHOM Nopsiake" npocTaBnseTcs  Ha
Tenerpammax, nognucaHHeix lNpeacepatenem CneacTBEHHONO KOMUTETA W MEPBbIM 3aMeCcTUTENEM, 3aMecTUTENsiMm

Mpencenatens CrneacTBeHHOro KOMUTETA.

3.15.3.3. Agpecar.

Mpn HanuuMM ycnoBHoOro TenerpadgHoro agpeca (No3biBHOrO) B pekBusnte "AgpecaT" Tenerpammbl yKasblBaOTCA
NYHKT Ha3HayYeHusi, HAaMMEeHOBaHNE OpraHM3auun, OOMKHOCTb U haMmnnnga nuua, KOTOPOMY OHa HanpaensieTcs, a npu
OTCYTCTBMM YCIOBHOrO TenerpadHoOro agpeca - MOMHbIA MOYTOBbIN afpec KOPPecnoHAeHTa: MYHKT HasHayeHus,
pecnybnuka (kpan, obnacTtb, pawoH), ynuua, HOMep A0Ma, HAUMEHOBaHWE OpraHM3aummy, AOMMKHOCTb U hamunusa nuua,
KOTOPOMY OHa HanpasnseTcs.

3.15.3.4. TekcT Tenerpammbil.

TekcT TenerpaMmmMbl AOMKEH ObITb KpaTkum (He bonee 50 cros), 6e3 co30B, NPEANOroB, 3HaKOB MpenuHaHus,
€Ccnn ux OTCYTCTBME He MUCKaXkaeT CMbICna nepegaBaemon uHgopmaumn. Yucna obosHavaroTcsa undpamm, Hanbonee
BaXHble AaHHbI€ YKa3biBaOTCA NMPOMNNCHIO.

dammnng, nvs, oT4ECTBO NULA, B OTHOLLEHUN KOTOpPOro gaetca uin 3anpalmBaeTca MH(*)OpMaLI,I/IFl, npuBOOATCA
NOJSTHOCTbIO. YKa3blBalOTCH TakKe MecTo n BpemMA CoBepLUEeHNA NpaBOHaAPYLUEHNUA.

3.15.3.5. lata n perncTpaLoHHbLIN HOMEP AOKYMEHTa.

B Havane TekcTa TenerpaMMbl JaeTCs CCbifika Ha HOMep W AaTy MCMOMHAEeMOro AOKYMEHTa Wiu Homep
nepenuckn agpecarta, B KOHLUE - NMPUBOAUTCS WCXOAALWMA HOMEp AOKyMeHTa (HOMep KOHTPOMbHOrO MpOW3BOACTBA
(nepenuckn) oTnpaBuTeNs, PerMCTpaLnoHHbI HOMEpP TenerpaMmmel), UCMONHEHHbIV apabckumu undpamm (bykBamin) 6e3
yKkasaHus 3Haka "N".

3.15.3.6. Mognuce, B1u3a, otMeTka 06 ncnonHuTene.

[Mocne Homepa ykasblBalOTCA AOMKHOCTbL UM amunus (pa3bopyumBo) nuua, noanucasBllero Tenerpammy, U
npocTaensieTcs ero nognuck. Tenerpammbl NOAMUCHIBAIOTCS MO aHanorMm co cnyxebHeiMy nucbmamu MNMpencenatenem
CnegcTBeHHOro KomuteTa WM €ro MepBbiM  3aMECTUTENEM, 3aMECTUTENSAMWU, PYKOBOAUTENSAMW NOApasaeneHun
ueHTpanbHoro annapata CneacTBeHHOro KOMUTETa, CREeACTBEHHbIX OpraHoB, YYPEeXOEHUN, opraHv3auui
CnepnctBeHHoro komuteTa. B peksuante "lMoanmck” cokpalleHHO yKasbiBatOTCA OOJMKHOCTb MOANMUCABLLEro Nvua U ero
dhamunus.

Huxe pekeuanta "Mognuck” npocraensieTcsl oTMeTka 06 ucnonHuTene, kotopasi Bko4vaeT B cebs dammnmio
NCMNOMHMTENS U HOMep ero TenedoHa.

Tenerpamma BW3WPYEeTCA WCMOMHUTENEM, €ro HemnocpeACTBEHHbIM pykoBoaMTeneMm, a npu HeoGXOAMMOCTU
cornacoBaHusa TekcTa TenerpaMmbl - PYKOBOAUTENSAMWU 3aUHTEpPecoBaHHbIX MoapasgeneHuin LeHTpanbHoro annapara
CneOcTBeHHOro KoMuTeTa, CreACTBEHHbIX OPraHoB, YyYpeXaeHuit, opraHusaumii CrneacTBeHHOro komuteta. Busbl
NPOCTaBNATCA Ha NULEBOI CTOPOHE BTOPOro aK3eMmnnapa TenerpaMMbl, Grivke K HMXKHEN rpaHuLe TeKCTOBOro nons
JOKyMeHTa.

lMocne nognucaHws TenerpaMmmbl OOSMKHOCTHBIM NULOM, YKasaHHbIM B pekBusute "lognuck", Tenerpamma
PErMCTPUPYETCS KaK UCXOOALMIA OOKYMEHT (B UeHTpanbHoM annapate CneacrtBeHHOro komuteta - B cucteme AWK
"Hapgsop", B CNeACTBEHHbIX OpraHax, ydpexaeHusix, opraHmsauusx CrnefcTBEHHOrO KOMUTETa - B COOTBETCTBUM C
NPUHSITON CUCTEMOW perncTpauumn JOKYMEHTOB).
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Mocre oTMpaBkK TenerpaMmbl Yepe3 OTAENeHue CBSASUM WM Mo TemneTtainy paboTHUK noapasaeneHus
[enonponsBoacTea Aenaet oTMeTKy o6 oTrnpaBke Ha BTOPOM 3K3eMMMsipe TenerpammMbl UMW MpUKNagbiBaeT K Hemy
NCT NoATBeEPXKOEeHUA OTNPaBKW, KOTopble NepeaaeT UCTIONHUTENIO.

Mpumep odopmneHns Tenerpammbi:
TEJETITPAMMA
"Cpounaa"

Kypck IlouToBas 18
PYyKOBOIMTEJIO CJEICTBEHHOTO ynpaBJjeHus CJEeOCTBEHHOT'O KOMMTeTa Poccuiickoin
demepauum 1o Kypckowm objacTu

Bam 216-87-2011
Cpox 15 wmions 2011 npexncraBbTe MaTepMalbl
Ham 216/1-3636-11

PyxkopomuTesb oTnesa [Moonuce [leTpoB

Vcn. 3Banuen, Ten. 12-23
01.06.2011

3.15.4. dakcorpamma (cpakc) - nomy4yaemass Ha OymakHOM HoOcuTene Konus [OKyMeHTa (MMCbMEHHOTO,
rpadpmyeckoro, n3obpasnTenbHOro), NnepegaHHoro no kaHanam akCUMUIbHON CBA3MN.

CpenctBa (hakCUMUIBbHOW CBSI3M MCMONb3YOTCS, Kak NpaBuno, Ans OnepaTvBHOMO MOSyYeHWst U HanpaBreHust
CNpPaBOYHO-MH(OPMALMOHHbLIX JOKYMEHTOB, He TPeOyoLLMX NOATBEPXKAEHUS X topuandeckon cunel. MNepenaBaemas u
npuHMMaemMast no akCUMUIIbHON CBA3M crnyxebHas nHdopmauus, B TOM yucrne odopmiieHHas Ha rep6oBbiX GrnaHkax
JOKYMEHTOB, HE MOXET ObITb UCMONb30oBaHa B KayecTBe oduuManbHOro AokyMeHTa 6e3 AOoMNoNMHUTENBHOIO NosyYeHus
APYTVIM BMOM CBSI3M MOAMMHHOIO 3K3eMMisipa 3TOro AOKyMeHTa.

3anpelyaetca nepefava No (HakCUMWUMBLHOW CBA3M [JOKYMEHTOB, cOAepXaliux CryXebHylo WHopmauuio
OrpaHWYEHHOro PacnpOCTPaHEHUs!, B TOM YWCIIE C OrPaHNYMTENbHBIMU NoMeTkamu "[ns cnyxebHoro nonb3oBaHus'".

MpueM 1 nepedada TEKCTOB OOKYMEHTOB MO kaHanam pakCUMUIBHOW CBSI3M OCYLLECTBNSETCA paboTHUKaMU
nogpasgeneHuii  ueHTpanbHoro annapata CRneacTBEHHOrO KOMUTETa, CRNeACTBEHHbIX OpraHoB, YYpeXxOeHWi,
opraHusaumin CrneacTBEHHOro KOMUTETA, B KOTOPBIX YCTaHOBMEHbI (hakCUMUIIbHBLIE annapaTbl, UMerLmne odpuumnanbHbie
Homepa, a Takke paboTHMKaMu noapasdeneHuii  aenonpousBoacTeBa. [oKyMeHTbl, Bolwedwue Ha apyrue
dhakcMMUIbHBIE annapatbl, PerMcTpUpYTCs MO MECTY MX MOJyYeHus.

3.15.5. lNpun nepepave n npneme hakcorpamm HEOGXOANMO PYKOBOACTBOBATLCS Creaylowmnmmn TpeboBaHnaMu:

OOKYMeHTbl nepefarwTcd Mo  KaHanam (akCUMUITbHOW CBA3W  TONMbKO 3@ MNOAMUCBbID  pyKoBOAMTENen
nogpasgeneHni ueHTpanbHoro annapata CrneacTBEHHOr0 KoMuTeTa, PYyKOBOAMTENEW CIeACTBEHHbIX OpraHoB,
yupexaeHun, opraHmnsaumin CnegcTBeHHOro KommTeTa C BU30OM HEMOCPEACTBEHHOIO UCMOSNTHUTENS;

OTBETCTBEHHOCTb 3a COoAepXaHue WHdopmauuu, nepedaBaeMoii Mo KaHanam akCUMUIIbHOM CBSA3W, HecyT
UCMOSHUTENb, NOAFOTOBMBLLMIA chakcorpaMMy Ans nepedayun, pykoBoAMTENN noapasfeneHnii LeHTpanbHoro annapaTa
CnencTBeHHOrO KOMUTETa, PYKOBOAWUTENW CIEACTBEHHbIX OpraHoB, Y4YpexaeHui, opraHusaumini CnegcTBeHHOro
KOMUTETA;

konmdectBo nucTtoB (cpopmaT A4) OOKyMeHTa, NepefaBaeMoro B TEYEHWEe OAHOro ceaHca CBSI3W, He OOJMKHO
npesblwaTh 5;

d.)aKCOFpaMMbI Ha WHOCTPAHHbIX A3blkaxXx OTNpaBniAlTCA Npu Hanndnm nepesona, 3aBepPeHHOro JnLoM,
nognmncaBLInM cbaKcorpammy;

noanexawe nepejade no Tenedakcy [AOKYMEHTbl Y4YMTbIBAOTCS OTBETCTBEHHbIMM paboTHMKaMu B
noapasfenieHnsx B KHWUrax y4yeta C ykasaHMeM: MOpPsSiZKOBOro Homepa akcorpaMmbl, AaTbl Nepefayun, vHaekca
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noapasfenenus (pamunum nuua), nepeaasLuero dakcorpammy, agpecarta, KpaTkoro CoaepkaHusi, KonnyecTea fMCToB,
hamunnmnin UICNoONHUTENs 1 AOMKHOCTHOrO NLa, NoANUCaBLIEro AOKYMEHT, NpeaHasHauYeHHbIN Ans OTNPaBKu;

NOANMHHUKX JOKYMEHTOB Mocre nepeAayv Bo3BpaLLaloTCs UCTIONHMTENIO C NpUMoXeHneM "oTyeTa 06 oTrnpaske",
B KOTOPOM YKasblBaeTCs: AaTa U Bpemsi OTNpaBKuW, HaMMEHOBaHWe KOppecrnoHAeHTa, HoMep ero chakca M Noanvchb
nepenasLUero akcorpammy nmua;

B Crny4ae, Korga noannMHHUK OOKYMEeHTa yXXe OoTnpaBlieH NoOYTOBOW CBSA3bLIO, MO (baKCI/IMI/IJ'IbHOﬁ CBA3N agpecaTty B
uensax obecnevyeHus onepaTtnBHOCTU MOXET ObITb HanpasJrieHa ero Konusa (BTOpOIZ 3K3emnn$|p). Ha konuu (BTOpOM
aksemnnﬂpe) nepen OTHpaBKOVI NPOCTaBIIAETCA OTMETKa O AaTe OTrnpaBkM NOAJIMHHUKA OOKYMEHTa NOYTOBOW CBA3bIO;

nocTynuelune pakcorpammbl peructpupytotcs pabotHukamu ynpasnedusa B AWK "Hagsop" v nepepatotcs
agpecary nog pacnucky B AeHb UX Npuema, CpoYHbIe - HEMEAEHHO.

3.15.6. Paccbinka Ha MecTa hakcoM MnaHOBbIX 3adaHui, a Takke Mopy4YeHun ob opraHM3auumn BHEMAHOBbIX
NpoBepoK (He CBA3aHHbIX C paspelleHMeM KOHKpPEeTHbIX oObpalleHun) npousBOAUTCS TOMbKO MNocne ux ydeTa
ucnonHutenem B [NaBHOM OpraHn3aumMoHHO-NHCMEKTOPCKOM  yrnpaBlieHUn (B COOTBETCTBMM C PernameHTtom
CnencrBeHHOro komuTeTa).

3.15.7. TenedoHorpamma - BWL WHGPOPMALMOHHO-CIPABOYHOMO [AOKYMEHTa OfnepaTUBHOrO Xapakrepa,
ncnomnb3yembli TONMbKO AMs CPOYHOM Mepedayn u dukcaumm mHgopmauum ocobbiM CNocoBOM: PEeKBU3UTbI U TEKCT
TenedoHorpamMmbl OTNpaBUTENEM NepenarnTcsa nonyyaTento YCTHO No TenedoHy u 3anuckiBatoTcsa (hukempyeTca Ha
OyMaxHbIi HOCUTENb C MOMOLLbIO KOMMBIOTEPHOW MeyaTy) [OOMKHOCTHBIM JMLOM, MPUHABLIMM TenedoHHoe
cooOLLieHue.

VcnonHutenem oTtnpasuTens W ucnomnHuTenem nonydaTtens TenedoHorpamma odopmnsetcs 6e3 peksu3nToB
frnaHka Ha cTaHgapTHbIX nuctax Oymarm Genoro useta copmata A4 B OAHOM 3k3emnnspe (UCNOMHUTENEM
oTnpaBuTens oHa npuobLiaeTcs K COOTBETCTBYHOLLEMY HOMEHKNaTypHOMY Aefny WU KOHTPOSbHOMY MPOW3BOACTBY,
ncnomnHuTeneMm nonyyartens - nepefjaeTcsl Ha pacCMOTPEHNE AOMKHOCTHOMY NULY, KOTOPOMY OHa agpecoBaHa).

TenedoHorpamma nmeeT cnegyrowine pekBusnThbl:

HavMeHoBaHWe B1aa AOKYMEHTa;

appecar;

TeKCT TenegoHorpaMmsl;

perncTpaumoHHbIN HOMEP;

NOANUCS;

AaTta u Bpems nepegauv tenegoHorpaMmbl;

oTMeTKa 06 ucnonHutene (nepedasluem TenedoHorpaMMy U NPUHABLLEM TernedoHorpaMmmy).

3.15.7.1. HaumeHoBaHue Buga gokymeHta-"TEJTIEOPOHOT P AM M A" neyataetca NnponucHbIMn GykBamu B
paspsaky (C MHTepBanoMm, paspexeHHbIM Ha 2,5 NT) OT BEpXHEW rpaHuubl TEKCTOBOrO MOMS M BbipaBHMBAETCA MO
LEeHTpy.

3.15.7.2. B pekBusuTe "agpecat” ykasblBalOTCH AOSPKHOCTb, CneunanbHoe UM BOMHCKOE 3BaHWe, KNacCHbIN YMH
(npun HeobxogumocTn), pamunmsa 1 MHULManbl JOSMPKHOCTHOMO Nuua LeHTpanbHoro annapaTta CrnegcTBEHHOro komuTteTa,
CNeaCcTBEHHOrO opraHa, yupexaeHus, opraHmdauun CneactBeHHOro KOMUTETa, KOTOPOMY HanpasnseTcs nHpopMaums.

lMpn HanpaBneHun uHpopmauun TenedoHOrpamMmmon B HECKONbKO MnoApasfefieHuin LeHTparbHOro annapara
CneacTBeHHOro KomMmuTeTa, CEeACTBEHHbIX OPraHoB, yvpexaeHwn, opraHusaumn CrnegcTBeHHOro komuteTa agpecart
ykasbiBaeTcs 0600LeHHO, Kak B CryXeOHbIX MMCbMax, B COOTBETCTBUM C NyHKTOM 3.12.3.1 UHCTpyKumn.

3.15.7.3. TekcT TenedoHorpammbl coctaensieTcss oobemom He 6onee 30 cnoB, BU3NPYeTCA UCMOMHUTENEM, NpU
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OOMKHOCTHBIM NMLIOM, OT MMEHWU KOTOPOro nepeAaeTcs TenedoHHoe coobLleHre.

B tenedoHorpammax pekomeHayeTca nsderatb TPYAHONPOMU3HOCUMBIX CIIOB U CINOXHbLIX 060pOTOB.

Mpn HeobGXoaMMOCTU ObICTPOrO WM  CPOYHOrO MOSTyYEeHWss OTBETHOM uHGopMauumM B TenedoHorpamme
yKasblBaeTCs CPOK MCMOMHEHUSA U B NPAaBOM BEPXHEM YNy Yy BEPXHEN rpaHuLbl TEKCTOBOro nong (Hag HaumeHoBaHMEM
OOKyMeHTa) npocTtasnseTca otmeTka "CPOYHO".

3.15.7.4. Ecnu TenedoHorpamma npegHasHayaeTCcss HECKONbKMM agpecatam, K Hen npuraraetca Chnucok
agpecaToB C HOMepamu TenedOoHOB, N0 KOTOPbLIM OHa NepegaeTcs.

|_|pl/l nepegade Teﬂe(*)OHOl'paMMbl HEeCKONbKMM agpecaTtaM fata, BpemMAa U cbamvmvm nony4yartena ykas3blBakoTCA
Nno KaXgomy agpecarty B npunaraemMom K TenecbOHorpamme CMNnMCKe paccCblJikn.

Mopsgok nepepauv u  npuema TenedoHorpamm  ycTaHaBnmMBaeTca  pacnopskeHnem [pepceparens
CnepnctBeHHOro komuTeTa.

3.15.8. B nowmelleHMs ynpaBreHuMsi MO PaCCMOTPEHUIO oObpaleHun rpaxgaH W OOKYMEHTauMOHHOMY
obecneyeHuIo, rae yCTaHOBMEHa annapaTypa, MOCTOPOHHWE f1ua He J4OonyCcKaloTCs.

V. MOPAQOK NMEPEMELWEHNA JOKYMEHTOB B CIIEACTBEHHOM
KOMUTETE (AOKYMEHTOOBOPQOT)

4.1. Buabl AOKYMEHTONOTOKOB
4.1.1. B gokymeHT0060p0TE CNEeacTBEHHOIrO KOMUTETA BbIAENATCH cneayoLwmne JOKYMEHTONOTOKMN:
OOKYMeHTbI, noctynawwme B CneacTBeHHbIN KOMUTET (BXOAALLME);
OOKYMeHTbI, oTnpaensieMble CneacTBEHHLIM KOMUTETOM (MCXogsLWmMe);
BHYTPEHHME JoKyMeHTbl CneacTBeHHOro KommTeTa.
4.2. O6paboTka BXOOALLMNX JOKYMEHTOB

4.2.1. [octaBka pfokymeHToB B CneacTBeHHbI KOMWUTET OCYLLECTBRSIeTCA CcpeacTBamMu  MOYTOBOM,
denbaberepckomn, cneumanbHon, TeNedOoHHON CBA3M U ANEKTPOHHOW NOYTON.

[MoyTOBOM CBSI3bID [OCTaBMAKTCH: MNWCbMa, MOCbLIIKM, 6GaHoeponu, TenerpaMmbl, nevaTHble W34aHWS;
denboberepcko M cneumanbHOW CBA3bKD - CPOYHAs KOPPECMOHAEHUMS OpPraHoB rocydapCTBEHHOM BracTy;
TenegOoHHOW CBA3bI0 - (haKCUMUIIbHbIE COOBLLIEHUS; SNEKTPOHHOW NMOYTON - 3NEKTPOHHLIE COOOLLEHMS.

4.2.2. ObpaboTka, perucrpaumsi, pacnpegerneHne n aBmKeHne BXogsiLen KOppecnoHO4eHUNN.

4.2.2.1. lMpuem, obpaboTka, perMctpaums n pacnpegenieHve nocTynawwen B nogpasgeneHns LeHTpanbHOro
annapata CrnegcTBEHHOrO KOMUTETA KOppecnoHZeHUuun B paboyee Bpems OCYLLECTBISETCS YNpaBleHUEM Mo
paccMOTPEHUI0 OOpaLLeHns rpaxaaH U JOKYMeHTauMoHHOMY obecneveHuto.

B Hepaboyee Bpema npuem, o06paboTka, perumcTpauus BO3naralTCad Ha ONepaTMBHOIO  AEXYPHOro
CnencTBeHHOro komureTa:

B BEYepHee BpeMS;
- nocne 18 yac. 00 MVH. - ¢ NOHeaenbHUKa No YeTBEPT;
- nocne 16 4ac. 45 MuH. - B NATHULY;

- nocne 17 4ac. 00 MuH. - B npeanpasgHnYHbIe OHW;
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B yTpeHHee Bpems - 0o 09 vac. 00 MuH. pabounx gHen;

B BbIXOOHblE W NpasfgHUYHble Hepabouyme AOHWM OOKYMEHTbl MPUHUMAKOTCA U PErMCTPUPYIOTCST OnepaTUBHBLIM
aexypHbeimM CrieacteeHHoro komuteta 1 ¢ 09 yac. 00 muH. o 10 yac. 00 MUH. OHSA, cnegyowero 3a BbIXOAHBbIM UMK
npasgHNYHBIM HepabounM AHEM, NepenaloTcs B ynpaBreHue.

,D,OKyMeHTbI, OocCTaBleHHble HenocpeaCTBeHHO B noApasgeneHuna UeHTpallbHOro annaparta CneacTtBeHHOro
KOMUTETAa W OOIMKHOCTHbIM nunuam CneacTtBeHHOro KomMuTeTa, pPerncTpmpyroTca no Mecty noctynneHna wunu
nepegaroTcaA uMMmM B ynpasleHue (B nogpasgeneHna  genonpoun3BoacTBa, pa6OTHVIKaM agenonpon3soacrtea
TeppuTopuarnbHbIX CneaCTBEHHbIX OpI'aHOB).

3a [OKYMEHTbI, NnepefaHHble MUHYS Crny0y oenonponsBoacTBa, ee paboTHUKM OTBETCTBEHHOCTM HE HECYT.

B nogpasgeneHusax ueHTpanbHoro annapata CnegcTBEHHOTO KOMUTETA, CIEACTBEHHbIX OpraHax, y4pexaeHusax 1
opraHunsaumsix CrneaCcTBEHHOro KOMUTETa AO0JPKHbI ObITb AWMKMA C Hagnucbto "[Ana obpalleHnin 1 3asBrneHuin", KoTopble
pasmelarnTcda B 4OCTYNHOM AnA rpaxaaH MecTte, Ha KOTOPbIX yKa3blBaeTCcAa Nepnoan4YHOCTb BblEeMKU KOppecrnoHAeHLUNN.

KoppecnoHaeHUMs 13 silumMKa BbIHUMAETCSl eXeAHEBHO, Ha MUcbMax npocTasnseTca wramn "3 sumka ans
obpalleHuit 1 3asBMEHW" W yKasbiBAeTCs [aTa BbIEMKW, MOCMEe Yero OHW MEepeaarTcss Ha pPerucrpaumio u
paccMmoTpeHue.

YKkasaHHble (byHKLI,I/II/I B CneacTBeHHbIX opraHax, ydpexaeHuax wun opraHmsaynax CneagcTBeHHOro komuteTa
BbIMONTHAKTCA nogpa3geneHnamm genonpon3soacTsea, pa6OTHVIKaMl/I aernonpon3soacTea.

,D,OKyMeHTbI nepegardTcA Ha pacCcMOoTpeHne W UCnosiHeHne B [OeHb NOCTYyNnieHusa. CpOL-IHI:Ie OOKYMEHTbI
[OCTaBNATCA He3amennuTenbHo. B BbILLECTOALWMNX CreACTBEHHbIX OopraHax OOKYMEeHTbl nepefaroTcAad He MeHee OBYX
pa3 B AeHb B COOTBETCTBUM C YCTaHaBIMBaeMbIM Fpad)I/lKOM, B paﬁOHHbIX - MO Mepe NocTynneHuna.

PYKOBOHMTGJ'IHM CneacTBeHHbIX OpraHos, nop,paaueneHMVl N UCNonHuUTendamMm nocrtynmeline [OOKYMEHTbI
nepenaroTca C yxxe nMmerwmmMmnca npon3soactesamMmm U genamu.

[oKkyMeHTbl, MOCTYNUBLUME B CTPYKTYpHble nogpasgeneHuss o 18 uvacoB Tekywero paboyero AHs,
paccMaTpyBaloTCs MX PYKOBOAMTENSAMU MO Mepe MOCTYMNEHUs, AOKYMEHThI, NoCTynmBLUKE nocne 18 yacoB TekyLero
pabouero gHs, - oo 10 yacoe cneaytollero pado4yero gHs. Nopy4deHus, cogepxawme oTMETKY "CpoYHO", N onepaTuBHbIE
nopyyeHns paccMaTpmBaloTCa pyKoBOAMTENAMM NoapasaesieHui B Te4eHne Yaca C MOMEHTa MX NonyYeHns.

PaCCMOTpeB OOKYMEHTbl B YCTAHOBII€HHblIE CPOKU, OHU 00si3aHbl gaTb KOHKPETHbIE YKa3aHuAa O MnopsAanke,
Xapaktepe un CpoKax WCMNOJIHEHUA. Ha LOOKYMEeHTax, He TpeGyIOUJ,I/IX OONOJTHUTENTbHbIX nopyquMVl, YKa3blBaeTCA
(*)aMVIJ'II/IH ncnonHuTena.

YKasaHue no NCNofTHEHNO OKYMEHTA (pe30noLms) NUWETCsl HA CaMOM OOKYMEHTe B0 Ha OTAEeNbHOM JINCTE He
MeHee popmata A6, nognuckIBaeTcs U gaTupyeTcs.

4.2.2.2. MNepen BCKPbITUEM MOYTOBbLIX OTMNPABMEHUIA NPOBEPSIETCS NMPaBUIbHOCTb [OCTABKM M COXPAHHOCTb WX
ynakoBku. OwnBOYHO [OCTaBNEHHAs KOPPECMOHAEHLUMA BO3BpaALLAETCsl MOYTOBOMY YYPEXOEHU UNnu nepecbinaeTcs
Hagnexawemy agpecaty. lMoctynuBwme B CrneACTBEHHbIN KOMUTET 3akasHble MMCbMa CBEPSIOTCA MO 3anucaMm B
MOYTOBbIX peecTpax.

4.2.2.3. Tpun BCKPbITUM KOHBEPTOB (3a UCKIHOYEHNEM KOHBEPTOB C NomeTkon "JIM4HO", HanpaBneHHbIX N3 OpraHoB
rocygapcreeHHon Bractu Ha wuma [llpegcepatens CneactBeHHOro KoMuteTa UM ero NepBoro  3amectuTend,
3amMecTuTenen, pykosogutenem W WX 3amecTuTenen noapasgeneHuin LeHTpanbHoro annapata CnegcTBeHHOro
KoMuTeTa, CneACTBEHHbIX OPraHoB, yupexaeHui n opraHMsaumn CneCTBEHHOrO KOMUTETA) NO CBEAEHWNSM, YKa3aHHbIM
Ha KOHBepTe, NPOBEPSAETCH Hann4yne B HEM AOKYMEHTOB C COOTBETCTBYIOLLMMU HOMepaMu. Mpu OTCYyTCTBUN B KOHBEPTE
YKa3aHHbIX JOKYMEHTOB W MPUMOXEHWN K HUM, HEeCOBMaAeHUW PermcTpaumoOHHbIX HOMEPOB, a Takke HeucrnpaBUMOM
noBpeXaeHUn JOKYMEHTOB COCTaBMseTCH akT B Tpex aksemnndapax (npunoxexHve N 53), nepBbIi U3 KOTOPbIX OCTaeTCs B
ynpaBneHun, noapasgeneHun Aenonpou3BOACTBa, Yy paboTHMKa genonpoussBocTBa, BTOpoM npuobliaetcs K
nocTynueBlUEMY [AOKYMEHTY W HanpaBnseTcda B MoApasgeneHne, KOTOPOMY MpefHasHadeH [AOKYMEHT, TpeTui
oTCblnaeTcs agpecaHTy.
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B akTe o6sisaTenbHO yKasblBalOTCS AaTta, Yac M MUHYTbl BCKPbITUSI, U3BECTHbIE PEKBU3UTbI (PErMCTPALMOHHDIN
ncxoasLmin HoMep, AaTta v 3arofoBOK) OTCYTCTBYIOLLENO UMW HEMNPaBUIbHO 0POPMIEHHOrO AOKYMEHTa.

AKT  MnoanucbiBalOT  PyKOBOAMTENb  OTAEeNna  [AOKYMEHTauMoHHOro  obecrneveHus,  nogpasgereHus
JenonponsBoacTBa (MX 3aMecTUTeNW, MCNOMHsSWME nx 0ba3aHHOCTK), paboTHMK OEenonpov3BOACTBA UM PabOTHUK,
BCKPbIBLUMI YKa3aHHbIN KOHBEPT.

KOHBeprI, B KOTOPbIX NOCTyNnarT AOOKYMEHTbl, KaK npaBuio, YHUYTOXaKTCA. B oTtgenbHbIX cnydyaax nona
(*)I/IKC&LI,I/IVI cBedeHun o BpeMeHN OTnpaBKkn UM nonyvYyeHnda OOKYMEHTOB (Hapyu.leHme CPOKOB OTnpaBkn n I'IOJ'Iy‘-IeHI/Iﬂ),

agpeca oTtnpaBsuTenda UM gpyrux HeobxoaMMbIX PEKBU3NTOB OOKYyMEHTa, eClih OHU OTCYTCTBYKOT B CaMOM [OOKYMEHTE,
KOHBEPTbI MPUKpenIAlTCA K AOKYMEHTY U NoMeLllalnTca BMecTe C HUM B HOMEHKINnaTypHoe Aeso.

KoHBepTbl C KoppecnoHaeHuuen, umetowme nomeTky "JIMYHO", HanpaBneHHble M3 OpraHoB rocygapCTBEHHOM
Bnactu Ha ums MNMpepcenatens CrnegcTBEHHOrO KOMUTETA M €r0 NEPBOro 3aMECTUTENNS, 3aMeCTUTENEN, PyKOBOAUTENEN
U NX 3aMecTuTernen, nogpasgeneHnn LeHTpanbHoro annapata CrneacTBEHHOrO KoMuTeTa, CneacTBEHHbIX OpraHoB,

yypexneHuin n opraHnsaunii CnefcTBEHHOTO KOMUTETA, He BCKPLIBAKOTCA, BXOAALIMUIA HOMEP U AaTa NpocTaBnsaTCs Ha
KOHBEpTE.

KoHcynbTaHTlINOC: NnpumMmeyaHme.
MpunoxeHne N 16 kK IHCTpyKUUn He NPUBOANUTCS.

Mpy HanU4MM Ha KOHBEPTE HOMEPOB HECKONbKMX AOKYMEHTOB KaXXAbl U3 HUX pernctpupyetcs 3a oTaeNbHbIM
HomepoM. Ha peructpaumMoHHon kaptouke (ganee - PK) (npunoxenme N 15 k WHCTpykuMM) BMECTO KpaTKoro
cogepXaHns COOTBETCTBEHHO YyKasblBaeTcA: KOHBepT "JIMYHO", nocrne 4ero oH nepegaetca agpecaty. AgpecaT vnm
nnUO, BCKPbIBLLIEE KOHBEPT MO €ro NopyyYeHuto, NepeHOCUT AaHHble C OTTUCKA WTamMna Ha JOKYMEHT.

4224, Bca BxopsAwas KoppecnoHAeHUusA (3a WCKMYEHMEM KOPPECMOHOEHUMM, aApecoBaHHOW He B
CneOcTBEHHbIN KOMUTET, NMNYHOW NEPENUCKN N CMPaBOYHBIX AOKYMEHTOB) NOANEXUT 00A3aTeNbHON LeHTpann3oBaHHON
peructpaumm B AUK "Hapsop", a npu ero oTcyTCTBUM - B y4YeTHbIX pOpMax Ha BymaKHbIX HOCUTENSX, B KOTOpble
BKIMOYAKOTCA OCHOBHbIE PEKBU3WUTLI MOCTYNUBLUMX AOKYMEHTOB:

pervcTpaunoHHbIN HOMep JOKYMEHTa (npucBanBaeTcsl);

rpud gokymenTa ("Ong cnyxebHoro nonb3oBaHusa");

Aarta nocTynnenus (gata permcrpaumm);

KOpPEeCnOoHAEHT (OT KOro NoCTynuI JOKYMEHT);

NCXOAALWMNIA HOMEP JOKYMEHTa, MPUCBOEHHbIA eMY KOPPECNOHOEHTOM;

AaTta noanucaHns JOKyMeHTa KOpPeCrnoHOEHTOM;

KTO noanuncan ﬂOCTyI'IVIBLUVIVI LOOKYMEHT;

coCTaB [OKyMeHTa (KONMMYecTBO FUCTOB [OKYMEHTa, NUCTOB MPUMOXEHUsI, TOMOB, 3MEKTPOHHbLIX HOcuTenewn
UHpopmaumn);

BMA (cnocob) gocTaeku;
HOMep 3aKa3HOro OTnpaBreHus;

Bna (B AVIK "Hagsop" - rpynna) gokymeHTa (Hanpumep, akT, MOCTaHOBMIEHNE O MPOANEHMM CPOKOB COOEpPXKaHUS
nog cTpaxen u 1.n.);

C KakKmM OOKYMEHTOM CBA3aH (Homep CBA3aHHOIo ,D,OKyMeHTa);

KpaTkoe cogep)aHne JoKyMeHTa (0 YeM JOKYMEHT);
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pernoH AenCTBUIN, CBEPLUMBLUMXCS hakToB, COOLITUN;

COMpPOBOAUTENBHbIN JOKYMEHT (HOMep, OT KOro NocTynun, Agata, KTo nognucan);
HOMep KOHTPOJIbHOro NPOM3BOACTBA, MaTepuana NpoBepKM UM YrofloBHOMO Aena;
ncnonHutens gokymeHta (®.1.0. nnn nHigekc nogpasgeneHus);

NMaHOBbIN CPOK UCMOMHEHMS;

daKTUYEeCKNI CPOK UCNOSTHEHUS;

CBe[EeHMs O CNMcCaHUM JOKyMeHTa (Korga, kyaa).

[loKkyMeHTbl NepefalnTCcs Ha perMcTpaumio TonbKo nocne nx neperMyHon obpaboTku.

Peructpauma Bxogslero [OOKYMeHTa MoATBEepXOAaeTca HanuuMeMm perucTpauuoHHOro Homepa W Oathl
perucTpaumm AoKyMeHTa, KOTopble NOMELLATCa Ha NMUMLEBON CTOPOHE NEPBOro NUCTa B NPaBOM HKHEM Yriy.

PekBunaut "PernctpaumoHHbIn HOMep" BXOAsLWero OOKYMeHTa, a Takke Jata ero perucrpaumm ogopmnanTcs
yrNpaBrneHWeM MO pPacCMOTPEHU0 ODOpalleHuid rpaxgaH M OOKYMEeHTauuoHHomy obecnedeHuio, nogpasgerneHnsiMm
penonponseBoacTea [MaBHOrO BOEHHOro CrEeACTBEHHOrO YMpaBleHUd, nogpasgeneHnsMn LieHTparnbHOro annapaTa
CnegcTtBeHHoOro komwuteTa, no pegepanbHbIM OKpyram M CNeACTBEHHbIX OpraHoB, YYPEeXAeHWA W opraHusauun
CneacTtBeHHOro komuTteTa.

Mpu peructpauuun BxoasLlero AokyMeHTa ¢ ucnonb3osaHmeM AUK "Haasop" ceegeHus o Hem BHocsaTes B PK.

PernctpaumnoHHbIn HoMep BXOAALLEro JOKYMEHTA COCTOMUT U3:

WHAEKca rpynnbl;

BXCOIM - Bxogswwme n3 cneactBeHHbIX opraHoB CneacTBEHHOrO KOMUTETA;

MPCK (KOJICK) - obpalyeHus rpaxxgaH v npeacraButenen puanydeckmx nmu;

Olr'ACK - obpaweHusa genytatoB locyaapcteeHHon [ymbl PegepanbHoro Cobpanua Poccunckon degepaumu;

YCOCK - obpauleHus uneHoB CoeeTa Peaepaumm PegepanbHoro Cobpanunsa Poccunckon Gegepaunm;

YECCK - obpaweHnsa YnonHomodeHHoro Poccuiickon ®egepaumm npyu EBponenckom Cyae no npaBam 4YenoBeka;

YPOCK - obpalleHms YNoNMHOMOYEHHOro no npaesam Yenoseka B Poccunckon ®egepaunu;

MMMCK - obpalleHns nonHoMouHbIX NpeactaButenen MNpesungeHTta Poccuiickon ®epepauuu;

I'TICK - obpaweHns rmae cydobekTtoB Poccuiickon Pegepaumu;

M3CK - napnameHTCKuUin 3anpoc;

3rACK - 3anpocsl genytatos [locygapcteeHHon Qymbl PenepansHoro CobpaHusa Poccuiickon ®egepaunu;

BXCK - BxoasiLiue nHbix OpraHoB rocygapCTBEHHOM BNAacTU U opraHM3auun,

pasgenutens "-";

NopsiAKOBOro HoMepa no rpynne;

pasgennTtena ;

nocrnegHux AByx undp roga perncrpauum SOKYMEHTa;
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pasgenutens "/".

KpaTkoe copepxaHue OOMKHO oTpaxaTb CyTb Borpoca (BONPOCOB), U3MNOXEHHbIX B AOKYMEHTE, U oTBeYaTb Ha
Bonpockl "4to?", "korga?", "rae?", "kro?", "kem?".

Cpok ucnonHeHns JOKyMeHTa oTMevaeTcs B BepxHen yactu PK Ha wkane gaTt, oTMETKOW B BEPXHEM psagy yucna,
a B HWXHEM - MecsiLa nnaHMpyemMon aTbl UCNONHEHNa OOKYMeHTa, B rpadpe "roa" crneayet ykasaTb nocrnegHve age
undpbl TekyLLero roga NMbo cneayoLlero 3a HUM.

Ha obGopoTtHoli cTtopoHe PK gokymeHTa ykasbiBalTCs UIrypupyrolmne B AOKYMEHTe hamMunum unm HasBaHuUs
opraHmsau.mVl (JJ,OJ'I)KHOCTHbIe J'II/ILLa) CO cnpaBO4YHbIMKU cBeAeHUAMU O HUX, PONibi0 B JAaHHOM AOKYMEHTE U MPUHATbIX
pelueHnax.

B ueHTpaneHom annapate CnefcTBEHHOTO KOMWUTETA, CIEACTBEHHbIX OpraHax, YYpeXOeHUsiX U opraHm3aumsix
CnencTBeHHOro KomuTeTa AN perucTpaumm KoppecnoHAeHL MK, NOCTyNalLWen oT rpaxaaH, cnegyet ucnonb3osaTtb PK
€ 060pPOTHON CTOPOHOW, MAeHTMYHOM PK BeOMCTBEHHON Nepenmncku.

KoppecnoHaeHuus, no cogepXaHuio He OTHocsLWasicst K komneteHuun CneacTBEHHOro KOMUTETA, NEPECHINaeTcs
Mo MpVHaANEeXHOCTN, €CnM M3BECTEH MPaBWITbHBIN MOYTOBLIN agpec agpecarta, ecn HEW3BECTEH - BO3BpalLaeTcs
onepaTtopy No4YTOBOKM CBA3M C OTMETKOM "BO3BpaT" B HaKNagHOW Ha nepegayvy NoYTOBbIX OTMPaBeHUN.

Ecnu npu perncTpaunm BXogdawmx JOKYMEHTOB NCNOJIb3yeTCA TEXHONOrna WTPUX-KoanpoBaHUA, TO Ha JOKYMEHTE
nevyartaeTcA yHMKaﬂbeIIZ LITPUX-KoAa, BKNHOYaoLLN peFMCTpaLJ,MOHHbIVI HOMEp K AOaty perncrtpaumm OOKyMeHTa, ero
TeMaTuKy, KpaTkoe coaepkaHue, Bua JOKyMeHTa U ap., Win nomMmelaeTcA Haknemka c YHUKaJIbHbIM LWUTPUX-KOO0M.

4.2.2.5. [JoKymMeHTbI, NocTynuBLUME (DAKCUMUMBbHOW CBS3bIO, PErucTpUpyloTCsa B 3MeKTPOHHOM 6ase gaHHbIX
(kHWre) cbakcMMUNbHbBIX COOOLLLEHNI B NOpsiaKe, NPeayCMOTpeHHOM VIHCTpyKumen ans BXoOALWMX JOKYMEHTOB.

4.2.2.6. He noganexut pernctpauum (pmkcmpyeTcst TONbKo AaTta NOCTYNNeHns) ynpaeneHnem, noapasaeneHmsamm
AenonponssoAcTea, paboTHVKamu 4enonpon3BOACTBa CrieqytoLlas BXOAsLas KoppecnoHaeHUns:

KONMun OOKYyMEeHTOB, B TOM 4uUcne nofy4yeHHble C WCnosib3oBaHNEM I/IH(bOpMaLI,VIOHHbIX cuctem obluero
NnoJyib30BaHu4A, cripaBo4HanA VIHd)OpMaU,VIFI, npucinaHHada anda ceeaeHud,;

nosgpaBunTesibHble NUCbMa 1 TenerpamMmmbl;
npurnacuTtesibHble ouneThl;

Oyxrantepckue OOKYMEHTbI (CYeTa Ha onnaTty TOBapoB W YCNyr, MraTeXHble MOpYyYeHWs, HaknagHble W T.M.),
nocTynueLUne 6e3 conpoBOANTENBHOIO MMCbMA;

neyaTHble U3OaHUS (KHUMW, XXypHarbl, OlONNeTeHn 1 T.m.);

d)OprI CTaTUCTMYECKON OTYETHOCTU, nocrynumseLumne oe3 conpoBoanTENTIbHOro nNMcbma.

KoHcynbTaHTlN0C: npnmMmeYvaHume.
MpunoxeHue N 16 kK IHCTpyKUUM He NpUBOANTCS.

Mepepava ykasaHHOW KOppecnoHAeHUMM B noapasfeneHns LeHTpanbHoro annapaTta CneacrBeHHOro komuteTa
OCyLLEeCTBMSETCH No peecTpam ycTaHoBNeHHoro obpasua (npunoxexue N 16 k UHcTpykumm).

4.2.2.7. YnpaeneHve, oTOenbl [OOKYMEHTaUMOHHOTO obecneyeHns, rnogpasdeneHns [OenonpousBoaCcTBa,
paboTHUKM OEenonpon3BOACTBa OCYLLECTBNAIOT NpeaBapuTenbHOe PacCMOTPEHMe BXOAAMX OOKYMEHTOB C LIeNblo UX
pacnpeaeneHus.

4.2.2.8. 3apernuctpupoBaHHasi U npeaBapuTeNlbHO PacCMOTPEHHAasi KOppPEeCNoHAEHUMS HanpaBnseTcs:

COBETHMKaMm, CTapLmmMm NOMOLLUHMKaM no 0Cco0ObIM nopyvyeHuam, ctapwimmMm noMoOLHWKamM, NOMOLWHNKaM Mno 0CobbIM
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nopy4eHuam, nomollHukam lMpencenatena CneacTtBeHHoro komuteta Ans goknaga lMpencepatento CrnedcTBeHHOro
KOMUTETA;

MOMOLLIHMKaM MO 0COobbIM nopy4YeHnAaAmM nepBoro 3amecTtutend, 3amMmecTtuTendav I'Ipep,cep,aTenﬂ CneacTtBeHHOro
KOMUTETa OAnd OOKnaga nepBoMy 3aMeCTUTEN0, 3aMeCTUTENAM I'Ipe,qcep.aTenﬂ CnencTBeHHOro KOMUTETA;

pyKoBOAUTENAM MoapasaeneHunin LeHTpansHoro annapata CneacTBeHHOro KoMUTeTa;
PYKOBOAUTENSIM CIeACTBEHHbIX OPraHoB, yupexaeHuin n opraHusauuii CrieacTBeHHOro komuteTa.
JokyMeHTbI NepegaloTcs No peecTpamM yCTaHOBIIEHHOro oGpasLa nog pacrmcky.

B nogpasgeneHusix UeHTpanbHoro annapata CrneacTBeHHOro KoMUTeTa Ha3Ha4aloTCcs OTBETCTBEHHble 3a
[AEernonponsBoacTBO paboTHUMKM, B 0BS3aHHOCTU KOTOPbIX BXOOWUT MPWEM KOPPECTMOHAEHUMU MNOA pacrvcky U ee
pacnpefeneHve B noapasaeneHnm.

PaboTHMKM ynpaBneHuss Mo paccMOTpeHuio obpalleHust rpaxkdaH WM [JOKYMeHTaLUMOHHOMY obecrneyeHuto,
OTBETCTBEHHblE 3a pacnpederieHne KOoppecrnoHAeHUMM, WHGOPMUPYIOT OTAenbl AOKYMEHTaLUMOHHOro obecrneyeHust
noapasaeneHunii Mo OTBETCTBEHHbIX 3a Oenonpou3BOACTBO pPaboTHMKOB MoAapasdeneHuit LeHTpanbHOoro annaparta
CneacTBeHHOro KOMUTETa O HamnmuyuM KOPPECMOHAEHLIMW, OTHECEeHHOM MO MNPUHAAMEXHOCTM K MoapasgeneHuio
LeHTpanbHoro annaparta CneacTseHHOro KomureTa.

B 06s3aHHOCTM OTAENOB [OKYMEHTaUMOHHOro obecneyeHns noapasfefieHnid LUeHTpanbHOro annapaTa
CnepncTBeHHOro KoMUTETa NMBO OTBETCTBEHHbIX 3a AeNonpov3BOACTBO paGOTHUKOB MoapasfeneHuin LeHTPanbHOro
annapaTta CneacTBeHHOro KOMUTETa BXOAWUT MPUHATUE KOPPECToHAEHUMWM MO KHMram (peectpam) yCTaHOBMEHHOro
o6pasLa nog pacnucky 1 ee goctaBka B nogpasfieneHne LeHTpanbHoro annapata CneacTBeHHOro komuteTa.

PaboTHVKM ynpaBreHuss Mo paccMOTpeHuto obpalleHusi rpakgaH UM OOKYMeHTaUMOHHOMY obecrneyeHuto,
OTBETCTBEHHbIE 3a pacfpederieHne KOppecroHAeHUMW, nepenarT AOKYMEHTbl B COOTBETCTBUM C  rpadpukom,
YTBEPXKOEHHBIM PYKOBOAMTENEM YyNpaBfieHUsl, a B cryyae nepenadvn CPOYHbIX AOKYMEHTOB OCYLLECTBNSAT nepegady
He3aMeaUTENbHO.

B cnyyae HeobxoOAMMOCTU LOCTaBKM KOPpPecrnoHAeHUun B Apyrue 3gaHust CneacTBEHHOrO KOMUTETa LOCTaBKy
OCYLLECTBNAOT PabOTHMKN yNpaBneHnUs No pacCMOTPEHN0 0bpaLleHust rpaxaaH U 4OKYMEHTaLUNMoHHOMY obecrneyeHnto
Cc obszaTenbHOM nepegayven OOKYMEHTOB MO KHUram (peectpam) ycTaHoOBreHHOro obpasua nog pacnucky. Peectp
rOTOBUTCA OTnpasuTenieM B ABYX 3K3eMnidpax. |_|pVI nepegadve AOKYyMEHTOB OAUH 3K3eMNiAp OCTaeTcda y oTnpaBuTensd,
apyro nepepaetcss pabOTHWKY YynpaBrieHWst MO PacCMOTPEHUI0 OOpalleHust rpaxgaH W LOKYMEHTauWOHHOMY
obecneyeHunio Ans nocneaytoLlel ero nepegaymn nony4yaTento.

4.2.2.9. Nopyuenuns Mpe3sungeHTta Poccunckon egepaumu, MNMpasutenscrtea Poccuiickon ®egepauun, JOKYMEHTHI,
noctynawwme mn3s AgmuHuctpauun [lpesmgeHta Poccuiickon ®epepaunn, Annapata [MpaButensctBa Poccuickon
depepaumm, napnameHTCKMe 3anpochbl, 3anpockl YneHoB CoseTa Pepepauumn u genytaTtoB [ocyaapcTtBeHHON [ymbl
®epepansHoro Cobpanusa Poccuiickon ®epgepaunn, a Takke AOKYMEHThI 32 NOAMUCLIO pyKkoBoauTenen denepanbHbiX
OpraHoB ucronHuTensHouW Bnactu, [eHepanbHOro npokypopa Poccunckon ®defepauun, npenceparenem
KoHcTutyumoHHoro Cyama Poccunckon ®egepaunmn, BepxoBHoro Cypa Poccuiickon ®epepauumn u  Beicwero
ApbuTtpaxHoro Cyna Poccuickon ®egepaummn, obpawenunsa yneHos Ob6uiectBeHHoM nanaTbl Poccunckon ®epepauun,
YnonHoMo4eHHOro no npaeam 4enoseka B Poccuiickon ®egepauun, YnonHomodeHHoro Poccurickon ®egepauun npu
Eeponeiickom Cyge no npaBam 4dernoBeka - 3amectutens MuHucTtpa toctuumm Poccuiickon ®enepauun, obpalleHus
rnmaB cybbekToB Poccuiickon ®Pepepaumm HanpaBnsawTcsa B AeHb noctynnenus [pepcepatento CneacTtBeHHOro
komuteTa (3amectutenam [lpegcepatens CrnegcTBEHHOTO KOMWUTETA) B COOTBETCTBUM C  CYLLECTBYHOLLMM
pacnpegeneHveM o6513aHHOCTEN 4Yepe3 COBETHMKOB, CTapluMX MOMOLLUHMKOB MO OCOObIM MOPYYEHMAM, CTapLumx
MOMOLLHMKOB, MOMOLLHMKOB MO 0COObIM MnopydeHusaM, MoMowHUKoB [lpeacepatenss CrnegcTBEHHOro KoMuteTa
(NOMOLLHMKOB MO OCOBbIM MOpyyYeHMsM MepBOro 3amecTutens, 3amectutenen [lpegcepatens CneacTBeHHOro
komuteta). CpoyHas KoppecrnoHAeHUMsi, B TOM 4ucrie cofepxailass nHdopmaumio O npectynneHnsax (B ToM uucrne
cneumanbHble [OOHECEHWsT O TNPECTYMNEHUAX W 4pes3BblHalHbIX MPOUCLLIECTBUAX), NepedaroTca Ans  Aoknaga
Mpencepatento CneacTBeHHOro kommuteTa (NepBoMy 3amecTuTento, 3amectutenam [MNpeacenatens CrencTBeHHOro
KoMuTEeTa) Nocne perncTpauumn HeMegeHHo.

4.2.2.10. MNMoctynueine B CneacTBEHHbI KOMUTET dedeparnbHble KOHCTUTYLIMOHHbIE 3aKOHbI, dhefeparbHble
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3aKoHbl, ykasbl W pacnopsbkeHnsa [lpesvgeHta Poccuiickon ®egepaunmn, MNOCTAHOBMIEHUST W PaACMOPSIKEHUS
MpaButenoctBa Poccuiickon ®Pepepaummn, noctaHoBneHns [ocygapctBeHHon [Oymbl n Coseta dPegepaumm
depepanbHoro CobpaHusa Poccuiickon degepaumm nocne pernctpaumm HanpasnsawTca ona goknaga lNpepcepartento
CnegcTBeHHOro komuTeTa.

4.2.2.11. K gokymeHTam, HanpaensiemblM [Mpeacepatento CrieaACTBEHHOro kKomuTeTa (MEpBOMY 3aMeCTUTENH,
3amectutensam lNpeacepatena CnencTBeHHOro kKOMUTETA), NpUnararnTcd 0POpMIEHHbIE Ha OTAENbHbIX IMcTax Bymaru
dopmata A6 NpoekTbl yKkasaHU MO WCMOSIHEHUIO AOKyMEeHTa (pesoniouun), nopyyvyeHuir, B KOTOPbIE BKMOYAKOTCA:
daMnnum 1M uHUUManbl OOMKHOCTHLIX MWL, KOTOPbIM AalTCA MOPYYEHUs, PermcTpauMoHHble HOMepa BXOASALUMX
OOKyMEHTOB, paclumdposka nognvcu MNpeacenatens CneacTtBeHHOro komuteTa (MepBoro 3amMecTuTens, 3amecTuTenen
MNpeacepatensa CneacTBEHHOro KOMUTETA), AaThbl YKa3aHWI MO UCMOMHEHWIO AOKYMEHTa (Pe30rouuin), NOpyYeHUi.

[MpoeKTbl yka3aHWM MO WCMOMHEHWI0 OOKYMeHTa (pesonouunn), nopyyeHun odopMnsAlTCa YNONHOMOYEHHBIMM
paboTHukamu no ykasaHuto MNMpeacenatens CneacTBeHHOro KOMUTETA UMK €ro NePBOro 3aMecTUTens, 3aMecTuTenen.

TekcTbl yKasaHWA MO WCMOJNIHEHUIO [OKYMeHTa (pesonouun), nopydeHurn 3a nognucbto [lpeacepatens
CJ‘Iep,CTBeHHOFO KOMUTETa BHOCATCA B OJIEKTPOHHble perncTtpauuoHHble KapTO4KUM YMOJIHOMOYEHHbIMW Ha 3TO
paboTHMKaMMU.

TekcTbl yKa3aHWii Mo WCMOMHEHWIO AOKYMeHTa (pe3oritouuii), NopyYyeHuii 3a NOANMUCbIO MepBOro 3amecTUTens,
samectutenei [lpeacepatens CreacTBEHHOTO KOMUTETa BHOCSTCS B 9/IEKTPOHHbIE PErncTpauMOHHblE KapTOYKU
paboTHMKaMK, OTBETCTBEHHbIMW 3a BedeHWe [ernonpousBOACTBAa B MOApasOeneHusiX LieHTpanbHOro annapaTa
CnencTBeHHOro KOMUTETa, Ha KOTOPbIE BO3MOXEHO UCMOMHEHNE NOoPYYeHWA.

4.2.2.12. Ha ucnonHeHue B nogpasfenieHnsx LeHTpanbHoro annapata CneacTBeHHOro KoMmTeTa, CreACTBEHHbIX
OpraHoB, yupexzaeHuin n opraHusaumin CrneacTBEHHOro KOMUTETa AOKYMEHTbl HanMpaBnslOTCS TONMbKO Yepes oTaernbl
JOKyMeHTaLMoHHOro obecneyeHuns, nogpasfeneHns Aenonpoussoactea, paboTHUKOB AerionpouseoacTtsa. py aTom
NOASIMHHUK NOMNy4YaeT OTBETCTBEHHbI UCMONMHUTENb, a8 BCEM COUCTIONHUTENAM HanpasnsaTCa KONuu.

MoAroToBKYy KONWI JOKYMEHTOB AJ1si COUCTIONHUTENEN C YKa3aHUsAMU Mo UCMONTHEHUIO JOKYMEHTa (pe3onoumsivm),
nopyyenuamu MNpeacepatenst CrieqCcTBEHHOTO KOMUTETa M €ro NMEpPBOro 3aMeCcTUTENs, 3aMecTUTeNei OCyLLEeCTBNSIT
OTBETCTBEHHbIE UCMOMHUTENMN.

4.2.2.13. bes poknapa [peacepatento CrnefcTBeHHOro KomuteTa (NepBOMY 3aMeCcTUTEno, 3amecTuTensm
Mpencepatens CrneacTBEHHOrO KOMUTETa) B MogpasferneHunsl ueHTpanbHoro annapata CrnegcTBEHHOro komuTeTa
HanpaBnAKTCA KOPPECMOHAEHUMSA MO BOMpPOCaM, OTHECEHHbIM K WX BEAEHMWIO, He noafiexallas pacCMOTPEHMIO
pykoBoacTBOM CreACTBEHHOrO KOMUTETa, a Takke [AOKYMEHTbl, agpecoBaHHble KOHKPETHOMY MOApa3feneHuto
LeHTpansHoro annapaTta CneacTBEHHOro KOMuTeTa.

4.2.214. HemegneHHo nepefatoTca B COOTBETCTBYWOLWME noApasferneHus LeHTpanbHOro annapara
CrnepncTBeHHOro KOMUTETa AOKYMEHThI, cogepXalime MHOopMaLmMio O NPecTYNieHnsaX, C YKasaHUSMN MO UCTIONTHEHUIO
OokymeHTa (pesontoumamm) lMNMpepgcenatens CrneacTtBEHHONO KOMUTETA, a TakKe NEpBOro 3aMeCTUTENs, 3aMecTUTeNnen
Mpencenatens CneacTBeHHOro kKoMuUTeTa.

4.2.2.15. Tlpy nocTynneHunm Ans MUCNOMHEHUA B noapasferieHne LeHTpanbHoro annapata CnenctBeHHOro
KOMUTETA AOKYMEHTA, B KOTOPOM COAEPXATCS BOMPOCHI, HE BXOASLLIME B KOMMETEHUMIO AAHHOro nogpasneneHuns, ero
pykoBoauTene npencrtaenset Npeacenatento CneacTtBEHHONO KoOMUTeTa MO COrMacoBaHUIO C NEPBLIM 3aMecTUTENEM
(3amecTtutenem) MNpencepatenss CnegcTBeHHOro koMmmTeTa (B COOTBETCTBMM C pacnpeneneHmem obsisaHHocTen) nmbo
nepeomMy 3amectuTento, 3amectutento lNpeaceparens CneacTtBEHHOro KoMuTeTa, AaBllemMy MNOpyyYeHue, OOKNagHyHo
3anncky (panopT) C NpeaioKeHNEM O HazHaAYeHUW OPYroro UCNOMNHUTENS NOPYYEHUSI.

[lokymMeHT nepepaeTcs U3 ogHOro noApasaeneHns LeHTpansHoro annapata CrnefacTBeEHHOro KomuTeTa B Apyroe
He no3aHee Tpex pabounx OHEN C MOMEHTa ero NoCTYMNIeHns.

Ob6palleHnss u vHble OOKYMEHTbI NepeaalnTcs M3 OAHOro nogpasfdeneHvns B Apyroe (B criyyae HenpaBuibHON
pasmeTku v T.N.) Yepes oTaernbl AOKYMEeHTaunoHHOro obecneyeHunsi, nogpasaeneHns 4enonponsBoacTsa U paboTHNKoB
AenonponssoacTtea N0 MOTUBUPOBAHHOMY yKa3aHWIo MO UCMOSHEHUIO JOKYMeHTa (pe3ontoumm), cnpaBke pykoBoauTens
nogpasgeneHus c obssaTenbHOW OTMETKOW B YYETHO-PErMCTPauMOHHbIX opMax Ha OYMaXHbIX U 3NEKTPOHHbIX
HOCUTENSAX.
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Mpun pabote B AUK "Hagsop" BmecTe ¢ obpalleHneM nepefaeTcs ero nacnopT U ocywecTtensietcsa cesska B PK
cnpasku 1 obpalleHus.

4.2.2.16. Konnn noctynusLumx B CneacTBEHHbLIN KOMUTET 3aKOHOMPOEKTOB, NPOEKTOB MHbIX NMPaBOBbIX aKTOB s
3aK/lO4YeHMs MO BOMPOCaM, OTHECEHHbIM K KOMMeTeHuun CreaCcTBEHHOrO KOMWUTETa, HanpaBnswTcs B [NaBHoe
OpraHn3auMoHHO-MHCMNEKTOPCKOE  yrnpaeneHne, [lpaBoBoe ynpaeneHue (Mpu HeobxogumocTM wW B Apyrue
nogpasgeneHns LieHTpanbHOro annapara).

4.3. ObpaboTka MCXOAALUMX N BHYTPEHHUX OKYMEHTOB

4.3.1. PeKkBM3UTbl UCXOOALMUX W BHYTPEHHUX OOKYMEHTOB OCOPMIISAIOTCS B COOTBETCTBMM C MOMOXEHUSIMM
pasgena 3 VIHCTpyKumn.

4.3.2. lNocne nognucaHust ucxogdawime wu BHYTpEeHHUEe [OOKYMEHTbl nepenarTcd B ABYX 3K3emMnidpax Ha
perncTtpaumio B OTAelbl OOKYMEHTauMOHHOIo obecneveHus, noapaspgeneHnda agenonpoun3BsoacTsea, pa6OTHI/IKaM
genonpon3soacTea.

lMocne peructpaumm nepBbin ak3emMnnsap (MOANVMHHWK) JOKYMEHTa HanpaBnaeTcs agpecaTty, a BTOPON 3K3eMnnsap
(konwst) - CNONHUTENIO C PerncTpaLmMoHHbIM HOMEPOM M AaToW Ans NprobLLEeHNs B HOMeHKNaTypHoe Aerno.

4.3.3. PernctpaunoHHbIn HOMEpP NCXOAALLENO N BHYTPEHHEro AOKYMEHTa COCTOMUT U3:

nHAeKca rpynnbi:

Wccon - anga BHyTPUKOpRopaTUBHOW NepPENNCKH;

OTck - ons nepenuckn No obpalleHnam rpaXkaaH v lpuanyeckmnx nmu;

Wck - ons BegOMCTBEHHOW Nepenunucki;

BH - ANg BHYTPEHHNX JOKYMEHTOB;

pasgenutens "-";

nHAeKca noapasgeneHus - cosgartens AoKyMmeHTa (oTnpasutens);

pasgenutens "-";

NopsiAKOBOro HoOMepa no rpynne;

pasgenutens "-";

nocnegHux AByx Lndp roga pernctpauum JOKYMEHTa;

pasgenutena "/";

NMOMETOK OrpaHMYeHHOro 40CTyna K JOKYMEHTY.

4.3.4. OTnpaBka UCXOOSALLMX AOKYMEHTOB OCYLLIECTBIISIETCA B CrieaytowemM nopsiake.

4.3.4.1. CnyxebHble nucbma, nognucaHHble [lMpepcepatenem CrneacTBEHHOrO KoOMuTETa WM €ro NEpPBbIM
3aMecTUTeneM, 3aMecTUTENs MW, OpraHM3auUoOHHO-pacnopsauTenbHble  OOKyMeHTbl  CregcTBEHHOrO  KOMMUTETa,
YronoBHbIE Aena, MaTepuaribl NPOBEPOK COOOLLEHMI O MPECTYNNEHNSAX, MOCTAaHOBIEHNS O NPOANEHUN MPOLECCYalbHbIX

CpPOKOB, a Tawkke Jpyrme [OOKYMEHTbl pacchinalTcs @enbaberepcko CBA3bIO WM CneunanbHON CBA3bI C
odhopmIieHneM peecTpa.

Konun cnyxebHbix nucem, noanucaHHbix [peacegatenem CrneacTBEHHOTO KOMWTETA WM €ro  MNepBbiM
3aMecTuTeneM, 3amMecTUTENsMM, MoaSiexallx MacCOBOW paccChiike B TeppuTopuarnbHble CIeACTBEHHbIE OpraHbl,
cofepkallme NopyYyeHusl O NpeacTaBrieHUN K yKasaHHOMY CPOKY onepaTUBHOW MHpopMauMn O AesiTeNbHOCTM, MOTyT
JOMOMNHNUTENbHO HaNPaBnATLCA aapecaTaM C WUCMOMNb30BaHWEM UH(POPMALIMOHHBLIX CUCTEM OBLLIEro NOMb30BaHUA UMK
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dakCMMUITbHON CBA3MN.

4.3.4.2. B pekBuauTe "agpecat” cnyxebHbix N1Mcem, nepedaHHbIX Ha OTNPaBKy, AOMKEH COAEPXaTbCsi MOYTOBLIN
agpec.

[okyMeHTbl, 0pOpMIEeHHbIE C HapyLieHneM TpeboBaHun VIHCTpyKuun, a Takke KOppecnoHAeHLMs HecnyxebHoro
Xapakrepa K oTnpasKe He MPUHUMAaIOTCH U BO3BpaLLaoTCA UCMOMHUTENIO.

Odopmnsia JOKYMEHTbI AN nepejayn B noapasferieHne, OCyLLecTBRsKLee OTMpPaBKy KOPPECNOHAEHLUW,
paboOTHMKM OTAENOB LOKYMEHTALMOHHOro obecneyeHus, paboTHMKM nogpasgeneHnin OenonpounsBoacTa, paboTHUKM
genonponssoactea o6s3aHbl NPOBEPUTL NMPaBUNbHOCTL afpeCcoBaHNA cornacHo [paBunam oka3aHust yCryr NoYTOBOM
CBSA3KU, NPOCTaBUTb Ha LOKYMEHTE HOMEep MEepenucku, BHECTU B KOMUIO MUCMpPaBeHud, caenaHHble npu noanucaHum
NOASNIMHHMKA, a TakKe NPOCTaBUTb Ha KONUKU AaTy NOANUCaHUS, HOMeP Nepenuckn 1 3aBepuTtb No opme: "BepHo, aarta,
pomkHocTb, ®.MN.0., nnyHaa noanuck", NPOBEpUTb Hanuuue MpUNoOXeHUn U ckpenutb (csbiwe 50 n. - nNpowuTb) C
OTCbIfTAaEMbIM JOKYMEHTOM.

Ecnu pasHuua mMexay AaTtoi noanucaHus AoKyMeHTa v AaTol nepenayy UCNoSIHUTENeM AOKYMEHTa Ha OTrnpaBKy
npeBblllaeT CyTKA, a TawkKe WUMelTCa Apyrne HapylweHus TpeGosaHui  WHCTpykuun, paboTHuK oTaena
JOKYMEHTaLMOHHOro obGecrnedyeHns, paGoTHWMK noapasfeneHns AenonpousBoAcTBa, paboTHWK AenonpousBoacTsa
BO3BpaLLaeT [JOKYMEHTbl UCTIONHMTEN0 Ha AopaboTky, a Npu HeobXxoaAMMOCTM OOKMNaabiBaloT 06 3TOM PYKOBOAMTESO
noapasaeneHus.

4.3.4.3. [JokymeHTbl OTMPaBnsAOTCA B 3anevaTaHHbIX KOHBEPTaX, Ha KOTOPbIX YyKasblBalTCA agpecar, ero
MOYTOBbLIV agpec N MHOEKC. B oguH KOHBEPT AonyckaeTcsl MOMeLLaTbh HECKOSbKO JOKYMEHTOB.

npOCTbIe Nno4yToBble OTNpaBrieHNa nepenarvTcda B MNOYTOBOE OTAeNeHuMe Nno HaKnaaHbIM, (*)I/IKCI/IpyI-OLIJ,I/IM
KOJMM4eCTBO OTnpaBieHHbIX KOHBEPTOB.

4.3.4.4. 3akasHbiMM nucbMamMu M GaHgeponsaMyM C yBeOooMreHMeM U 6e3 Hero HanpaBnsloTcs AOKYMEHTHI,
TpebytoLiMe MMCbMEHHOro NOATBEPXKAEHUSI MOYTOBLIM OTAENEHNEM (haKTa MX PacCChINKK U (MNn) NONyYeHnsl agpecaTomM.

3akasHble nucbma nepenarTcd B NOYTOBOE OTAENEHNE MO OMNMNUCH, COCTaBISiIEMOW B OBYX 3K3eMnnapax. B onucn n
Ha KOHBEepTaX yKa3blBalOTCA pernctpauMoHHble HOMepa OOKYMEHTOB, AaTa OTNpaBKu, ee B U NoYTOBbIN ajgpec.

3K3€MI’IJ'IF|p onucn C nNUCbMEeHHbIM noAaTBepXAeHMneM Mno4YToBOro otaeneHna nonydyeHna 3aka3HbIX nmcem
nomMeulaeTca nogpasgeneHnaMmm JOKyMeHTauMoOHHOro obecneyeHns B COOTBETCTBYHOLLME HOMEHKINAaTypHble aena.

4.3.4.5. [JoKyMeHTbl MacCOBOW PacChifkM OTNPaBMSAOTCA B COOTBETCTBMM C CMUCKOM PAacChIK/ [OKYMEHTa,
KOTOPbLIN COCTaBMSETCA WCMOSIHUTENEM WCXOASLLEero AOKYMEeHTa, MoanucbIBaeTCs pyKoBOAUTENEM (3amecTuTeniem
pykoBoauTens) noapasaeneHns LeHTpansHoro annaparta CneAcTBEHHOrO KOMUTETa W HanpaensieTca B ynpasneHue no
paccMOTPEHMI0 0BpaLLeHnit rpaxaaH U AoKYMeHTaUMoHHOMY obecnedeHuto. B cnyyae Heo6xoAMMOCTM ynpasreHue no
paccMOTpeHWio obpalleHuit rpakaaH M [OKYMEHTaLMOHHOMY OOecrneyeHuio COrnmacoBbIBAET CMUCOK PaCChINKM
[IOKyMeHTa ¢ MaBHbIM OpraH13aLOHHO-MHCNIEKTOPCKUM YNpaBieHNeM.

Cnmncok paccbisikn, B KOTOpOM [JenaeTtcaA OTMeTKa O p[ate OoTnpaBkKM OOKYMEHTOB, MNMomMellaeTcda B
COOTBETCTBYHOLLEE HOMEHKNaTypHoe aeno.

TupaxvupoBaHMe © paccCbiNky MNPaBOBbIX aKTOB, KPOME akToB, COAEepXallMX CBedeHWs, COCTaBMsioLume
rocy4apCTBEHHYIO TalHy, OCYLLECTBMAET yrpaBrneHue No paccCMOTPEHUIO obpalleHuid rpaXkaaH U AOKYMEHTaunoHHOMY
obecneyeHunIo B CPOK A0 3 OHeN nocne nx permcrpauum n yyeta.

4.3.5. Ecnn gOKyMEHT HanpaBnsieTcsl C Nopy4YeHNeM MCMOMHUTL €ro K onpegeneHHoMy CpoKy, YCTaHaBMNMBaeTCs
TaK HasblBaeMblii "BHELUHWA KOHTPOMb": KOHTPONbHBLIN CPOK NOMyyYyeHUs oTBeTa oTMedaeTcsd B BepxHen vactu PK Ha
Wwkane gaT nyTem MPOCTaBIieHWs B BEPXHEM psSdy YMUCMa, a B HWKHEM - Mecsila MraHWpyemMon AaTtbl MonyYeHus
OOKyMeHTa; B rpadpe "rog" cnegyeT ykasaTtb nocnegHve ase undpsl roga.

PK [OKyMEHTOB C yCTaHOBMEHHbIM "BHELUHUM KOHTporiem" npu BeAEHUU KapTOTEK Ha OyMadKHbIX HOCUTENsX
cnegyeT pacnonaraTb B BO3pacTalollel NocrnefoBaTeNlbHOCTY CPOKOB OXWAAEMbIX OTBETOB, BblAENMB MX U3 obLyero
maccuBa PK go nonydeHunsa oteeta.
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KoHcynbTaHTln0C: npumMmeYvaHume.
MpunoxeHne N 17 n N 18 k IHCTpyKUUKN He NpuBOANUTCS.

O6opoTHasa ctopoHa PK gns ucxogswiero mnu BHYyTPeHHero AokymeHToB (npunoxeHune N 17 k WHCTpykumm)
aHanornyHa obopoTHou ctopoHe PK ansa sxogsawmx gokymeHtos (npunoxeHune N 18 k MHCTpykuun).

Ha obopoTtHon ctopoHe PK gokymeHTa ykasbiBaloTCs (OUrypupylowine B AOKYMEHTe (haMunmMn Mnm HasBaHus
opraHu3aumi (OOMKHOCTHBIX MWL) CO CMPaBOYHbIMU CBEAEHMSIMU O HUX, UX POJIbIO B JAHHOM AOKYMEHTE W NPUHATBIX MO
pesynbTataM pacCMOTPEHUS 00paLLeHUs peLLeHnsIX.

4.3.6. PeFI/ICTpaLI,I/Iﬂ, yyeT 1N ABWXEeHUEe B nogpasferieHunAaAx LeHTpalrbHOro annaparta CneacTBeHHOro KomuTeTa
nexoodauwmx M BHYTPEHHUX  OOKYMEHTOB, Apyrnx OOKYMEHTOB, MNpeHa3HaYeHHbIX O714  UCNOoJib30BaHUA B
nogpasgeneHnax uUeHTparnbHOro annaparta CrnepncTBeHHOro komuTeTa, ocyLlecTBndeTca ynpasrieHnemMm mn otaenamu
OOKYMEeHTauMOHHOIo obecneyveHus, nogpasgeneHnammn oenonpon3BoacTea, paﬁoTHI/IKaMI/I aenonpon3soacTea.

B cneacTtBeHHbIX opraHax, y4dpexaeHuax un opraHn3aunax CneacTBeHHoOro kommuteTa YKa3aHHble (byHKLI,I/II/I
BbIMOJTHAKTCA nogpasaeneHnamm genonpon3soacTea, paGOTHVIKaMVI aernonpon3soacTea.

4.3.7. Peructpaumss MCXOASLUMX W BHYTPEHHUX [OOKYMEHTOB (MPUCBOEHUE WM PErUCTPaLMOHHBIX HOMEpPOB)
npoussogutca B AVK "Hagsop”, a npu ero oTCyTCTBUM - B PErMcTpauMoHHbIX hopMax Ha OyMakHbIX HOCUTENsiX, B
KOTOpble BHOCATCS CBeAeHNsi 06 OCHOBHbIX PEKBU3UTaX JOKYMEHTOB:

perncTpaunoHHbIN HOMep OOKYMeHTa (npuceanBaeTcs);

nomeTka O HanuMuum MHopMaLmMm orpaHNYEHHOro pacnpoCTPaHeHNs;

AaTta noanucaHusa (gata permcrpaumn);

coCTaB AOKyMeHTa (KONMYeCcTBO fIMCTOB OCHOBHOIO AOKYMEHTa NMOC KONMMYECTBO NINCTOB NPUIOXKEHNS);

agpecart(bl) (Kyga nnu KoMy oTnpaBnseTcs OKYMEHT);

HOMeEP CBA3aHHOIo AOKyMeHTa, Harnpumep, peFMCTpaLJ,MOHHbIVI HOMeEP BXOoAALlero AOKyMeHTa, Ha KOTOprIh naeTcA
OTBET,

KTO noAgnucan JAOKYMEHT;
BuA (cnocob) oTnpaeneHus;

AaTa oTnpaBrieHus;

BUJ [OKYMEHTA;

KpaTkoe cogepaHue JoKyMeHTa (0 YeM JOKYMEHT);

pervoH obxanyemMbix 4ENCTBUN (CBEPLUMBLUMXCS (haKTOB, COOLITUR);

HOMep KOHTPOIbHOrO NPON3BOACTBA, HOMEP MaTepuarna NpPoBEPKW UINWN YIONOBHOIO Aena;
ncnonHuTens gokymenTa (®.1N.0. nnu nHgekc nogpasgenexus);

AaTa UCMNOMHEHUS;

®.1.0. paboTHuWKa, BUUPYHOLLETO JOKYMEHT;

AaTa BU3MPOBaHWUsSi JOKYMEHTA;

CBeieHUsi 0 CNcaHUM OOKyMeHTa (Koraa, Kyaa).
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4.3.8. TupaxunpoBaHne BHYTPEHHUX OOKYMEHTOB OCYLLUECTBSETCHA NoapasferieHMeM LeHTpanbHOro annapaTta
CJ‘Iep,CTBeHHOFO KOMUTETA - OTBETCTBEHHbIM UCNONMHUTENEM OOKYMEeHTa unn, no ero 3akasy, ynpaBlieHneMm. Paccbinka
agpecataMm nogpasgeneHun LeHTpanbHoro annapata CneacTtBeHHOrO0  KOMUTETA  BHYTPEHHMX  [JOKYMEHTOB
OCYyLLeCTBNSIETCA NoapasfeneHveM LUeHTpanbHoro annapata CneacTtBeHHOro KOMUTETa -  OTBETCTBEHHbIM
ucrnonHuTenem pJdokymMeHTa. CneacTBeHHble OpraHbl, ydpexaeHuss u  opranHmsauum CriegcTBEHHOrO KoMuTeTa
CaMOCTOSATENbHO ONpPeaensoT NopsaoK TUPaXMPOBaHUSA BHYTPEHHNX JOKYMEHTOB.

4.3.9. 3aBeplUeHHble B Oeronpou3BOACTBE BHYTPEHHME OOKYMEHTbl MOMELLaTCsa B HOMEHKNaTypHble Aena
noapasgeneHun LUeHTpanbHoro annapata CrneacTBEHHOTO KOMUTETa, CREeACTBEHHbIX OpraHoB, YYPEXOAeHUA W
opraHusaumn CneacTBeHHOro kKomureTa.

4.4. ObpaboTka OOKYMEHTOB B NogpasaefnieHnsx LeHTparbHoro
annapata CnegcTBeHHOro koMmMTeTa U B CNEACTBEHHbIX OpraHax,
yypexgeHusx n opraHmsaumsax CneacrBeHHOro kommreTta

4.4.1. dyHKuMA 06paboTky OOKYMEHTOB B noApasfeneHnsax LeHTpanbHoro annapaTta CrneacTBeHHOro KoMuTeTa,
CNEACTBEHHbIX opraHax, yuypexaeHusix U opraHusaumsx CrneacTBEHHOro KoMuTeTa 3aKpennsieTcs MonoXeHnsamMu o6
ynpaBneHusix 1 oTaenax, a Takke JOMKHOCTHBIMU pernaMmeHTaMu paboTHUKOB.

4.4.2. K npoueaypam 06paboTkum AOKYMEHTOB OTHOCSATCS:

nonyyeHue [OOKYMEHTOB B ynpaefieHMn (oTaenie [OOKyMeHTauuMoHHOro obGecriedyeHuns, noapasaeneHuu
[Aenonpoun3BoAcTBa, y paboTHMKa AenonponsBoaCcTBa) Noa pacrnucky B peecTpe;

yyeT pokymeHtoB B AWK "Hapgsop" vnn peructpaumoHHbIX KHUrax (Bxogswime, UCXOoAsLne W BHYTPEHHUE
OOKYMEHTBI YYNTLIBAIOTCH B OTAEMbHBIX KHUrax);

npeacraeneHne OOKYMEHTOB pyKoOBOAWUTENO noapasfeneHna LUeHTpanbHOro annaparta CneacTtBeHHOro
KOMUTETA, CnenCcTBEeHHOro opraHa, ydypexaeHma un opraHmn3aumm CneacTBeHHOro KOMUTETA;

CBOEBpPEMEHHOE [0BedeHNe [OOKYMEHTOB W COOTBETCTBYHOLMX MOPYYEHW pyKoBOAWUTENS MoApasaereHust
LueHTpanbHoro annapata CrneacTBEHHOrO KOMWUTETA, CMEACTBEHHOrO OpraHa, Y4YpexaeHust W opraHvsauum
CneacTBeHHOro KoMuTeTa 4o CBefeHUst MOAYNHEHHbIX PpaBOTHUKOB;

KOHTPOJIb MUCMOJIHEHUA [OOKYMEHTOB U nopyquw?l pykoBoaUTENA noapasgeneHnd UeHTparibHOro arnmnaparta
CnepncTBeHHOro komuTeTa, CrieiCTBEHHOIo opraHa, yuypexgeHua n opraHmsauum CnepncTBeHHOro KOMUTETA;

BeOJeHne HOMEeHKNaTypHbIX Aerl, KOHTPOJIbHbIX NPON3BOACTB,;

ohopMIreHNe HOMEHKMATYpHbIX e, KOHTPOSIbHbIX MPOW3BOACTB, 3aBEpLUEHHbIX B OEeronpov3BOACTBE
(BHYTpPEHHUX onncen, NMCTOB-3aBepuTENen, obnoxek n T.4.);

OTnpaBka AOOKYMEHTOB MnoapasfenieHnda UeHTpalnbHOro annaparta CneacTBeHHOro KomMuTeTa, CreacTBEHHOro
opraHa, yyvypexneHud n opraHmsaunm CnencTBeHHOro komuTeTa.

YcTaHaBnuBaeTca cnegylowmn obasatenbHbln nepedveHb yumTbiBaemblx B AUK "Hagsop" (B perncTpaunoHHbIX
KHUrax) pekBn3uToB JOKYMEHTOB:

perncTpaumoHHbIN HOMEP;
KOPPECMOHOEHT;
HavMeHOBaHNe AOKYMEHTa;
Aarta OOKYMEHTa;

NCXOOALLMIN HOMEP OOKYMEHTa;

KpaTkoe coaepkaHune (0 YeM JOKYMEHT);
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KOJINYECTBO 3K3EeMMIIAPOB U JINCTOB OOKYMEHTa;
Hannyune I'IpI/IJ'IO)KeHI/IIZ;

yKasaHue Mo MCMOSIHEHMIO JOKYMEeHTa (Pe3oniouusi): UCMOSTHUTESb, COAepKaHUe NMOpYyYeHUsl, CPOK UCMOSNHEHWS,
aBTOp yKasaHWUs No UCTMOMNHEHUIO AOKYMeHTa (pesonouun), aaTta;

XOf UCTOSNHEHUS;

BHYTPEHHSAS Nnepeagpecaumst 4OKYMEHTOB MO UCMOMHUTENSAM;
pacnucka B Nony4YeHnn JoKyMeHTa (NS permcTpaumoHHbIX KHUT);
NepeHOC CPOKOB MCMOSMHEHWS;

OoTMeTKa 06 MCNOMHEHWU;

OTMeTKa O MOMELLIEHUN B HOMEHKNATYpPHOe Aerno.

4.5. O6paboTka 4OKYMEHTOB yrnpaBrieHneM Mo paccMOTPEHMIO
obpalleHuii rpaxkaaH U JOKyMeHTaLUMoHHOMY obecrneyeHmio

4.5.1. TepBUYHOE paccMOTpeHMEe M MNOAroToBKa AN [[OKnada AOKYMEHTOB, nocTynatowmx [lpeacepartento
CrnepncTtBeHHOro KomuteTa, NMepBoMy 3amectuTento, 3amectutensam [pencepatens CneacTtBEHHOro KOMUTETA U B
nogpasaeneHns LeHTpanbHoro annaparta CnegcTBeHHOro KomuTeTa, OCyLlecTBNAeTCsa paboTHUKaMn ynpasneHus.

BHecenne B cuctemy AUK "Hapsop" nopyyenun [Mpepcepatens CnenctBeHHOro komuTeTa M nepepadva
OOKYMEHTOB C YKa3aHUsIMM MO WCMOSIHEHMIO OOKYMeHTa (pe3onouMsiMv) NepBOMYy 3aMeCTUTENo, 3amMecTUTensm
Mpencenatena CneacTtBEHHOIO KOMUTETA OCYLLECTBIIAETCS YNOTHOMOYEHHbIMU PaboTHUKAMMU.

4.5.2. NpownsBoasTca cneyroLime npouenypbl 06paboTkn JOKYMEHTOB:

yyeT OOKYMEHTOB B 3MeKTPOHHOW 6a3e AaHHbIX (PerMcTpauMOHHbIX KHUrax) oT4enbHO MO BuAam LOKYMEHTOB
(BxogsLme, ncxogsawme, BHyTpEHHME);

KoHcynbTaHTlIntoc: npumevaHme.
MpunoxeHue N 19 k IHCTpyKUUnN He NpUBOANTCS.

3aMnosiIHEHNE B YMpaBfieHUM PEecTpOB, BEAEHME KHUTI y4yeTa OOoKyMeHToB (npunoxeHne N 19 k UHCTpyKuuum:
dhedeparnbHbIX 3aKOHOB, akTOB U nopy4veHun MNpesnaeHta Poccuiickon ®egepauun, aktoB u nopyyeHun MNpasutenscrea
Poccuiickon ®epepaunn, koppecnoHaeHumn eHepansHon npokypaTypbl Poccunckon ®egepaummn n apyrux opraHos
rocygapCTBEHHOMN BNACTU, MHbIX BXOASLLMX U BHYTPEHHUX OOKYMEHTOB, agpecoBaHHbIX [peacenartento CneacTBeHHOro
KoMuUTeTa, ero nepBoMy 3aMecTUTENo, 3aMeCTUTENAM W B noapasferieHns ueHTpanbHoro annapata CneacrseHHoOro
komuTeTa), Hanpaensemblx Ans goknaga lNpeacenartento CneacTBeHHOro KOMUTETa WM €ro NepBOMY 3aMecTUTeto,
3aMecTUTensM u B COOTBETCTBYIOLLME NoApasfeneHns LueHTpansHoro annaparta CneacTBeHHOro komvreTta (He no3gHee
Tpex OHen C MOMeHTa perncrTpauumn B ynpasreHum);

nepenada no peectpam (KHUram yveta) COBETHUKAM, CTapLUMM MOMOLLHMKAM MO OCOBLIM NOPYYEHUAM, CTapLUUM
MOMOLLHMKaM, MOMOLLHMKAM MO 0OcobbiM Mopy4eHusiM, nomoluHukam [peacepatenss CneacTBEHHOrO KOMMWTETA,
MOMOLLHUKaM No 0coBbIM NMOPYYEHNAM NEPBOro 3amecTuTens, 3amectutenen Npeacepnarenst CneacTBEHHOro kKoMUTeTa
JOKYMeHTOB Ha paccmoTpeHune [lMpeacepatento CneacTBEHHOTO KOMWUTETA, NMEPBOMY 3aMeCTUTENo, 3aMeCcTUTENsM
Mpencenatens CneacTBeHHOrO KOMUTETA;

CBOEBpPEMEHHOe [OBEeAeHMEe COOTBETCTBYOLIMX nopydyeHuin MNpeacenatens CneacTBeHHOro komuTeTa (NepBoro
3amecTtutens, samectuteneii Mpencenatens CneacTBeHHOro KOMUTETA) 0 CBEAEHUS UCMONHUTENE;

TUpaxmpoBaHMe U OTNpaBka AOKYMeHTOB 3a noanucbio Mpeacepatens CneacTBeHHOro komuTeTa (NepBoro
3amecTuTens, 3amecTuTenei Mpeacenatensa CneacTBeHHOro KOMUTETa), AOKYMEHTOB nodpasferieHnin LeHTpanbHoro
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annapaTa CneacTBEHHOrO KOMUTETA U UHbIX AOKYMEHTOB.
4.6. Peructpaums u yyet obpalieHun

4.6.1. TNocTynawowue B CcneacTBEHHble OpraHbl, yypexaeHus W opraHudaumn CneacTBEHHOrO KomuTeTa
obpalueHns (HanpaBreHHble B roCyAapCTBEHHbIN OpraH, opraH MecTHOro CaMOoynpaBfeHUs UM AOIMKHOCTHOMY nuuy
NMMCbMEHHbIE NpeanoXeHve, 3asBneHne unu xanoba, ycTHoe obpalleHne B rocy4apCTBEHHbIV opraH, opraH MeCcTHOro
camoynpaBsrneHusi, a Takke obpalleHne opraHusaumm) U OTHOCALMECH K HUM AOKYMEHTbl PEermcTpupyrloTcs Ha
andaBuUTHON KkapToTeke. 34eCb Xe PEerucTpupyroTcs M YCTHble obpalleHus, NpuHATble paboTHMKaMyW Ha NUYHOM
npueme 1 opopMreHHbIE MM CNPaBKOW, B KOTOPOW yKa3blBalOTCA He0OXoaMMble AN perncTpaummn gaHHbele (damunus,
UMSl, OTYECTBO, MO KAKOMY BOMPOCY, MeCTo AeNCTBUSA, JOMALUHUA agpec 1 T.4.).

Ecnu OOKyMeHTbI permcTpupyloT HECKONbKO YerioBEK, peKkoMeHAyeTcs Ha obpalleHun npocTaBnAaTe hamunuio
WNW NNYHBIN MHAEKC PabOTHMKA, KOTOPLIN ero perncTpuposarn.

Mepen peructpaumnen kakgoro obpallleHrst No KapToTeke NPOBEPSIeTCs, He 3aBoaunach N paHee andaBuTHas
WK1 CCbINoYHasi KapTouKa.

KoHcynbTaHTlIN0C: npumMmeYaHme.
Mpunoxexne N 21 k IHCTpyKUMW He MPUBOAMTCS.

4.6.2. AndaBuTtHasa kapTouka (npunoxerHne N 20 k UHCTpykumnn) 3aBoauTca Ha nuuo, no geny (B OTHOLUEHWUN)
KOTOpOro MocTynuro obpalleHune, a ccbinioyHas kapToyka (npunoxeHve N 21 k UMHCTpykumm) - Ha 3asaBWTeEns, ecnu
obpalleHve NoCTynuro He OT camoro nuua.

AndpaBuTHble KapTOYKM 3aBOOATCA Ha BCEX YKasaHHbIX B AOKYMeEHTax nul (0BBUMHSAEMBIX, OCYXAEHHBbIX,
onpaBAaHHbIX M Ap.) NpU perucTpaumn nepBuYHbLIX 0GpalleHuin, a Takke oOpalleHUA, K KOTOPbIM MPUMOXKeHb! KOMun
npuroBopa, peLleHusl, onpeaerneHnsl, MoCcTaHOBMEHNs Cyda, 3aKMioyeHuin (CnpaBok, NOCTAaHOBIEHWIM) O NpoBepKe aen,
MOCTaHOB/MEHWI 0 BO3BY)XOEHUM Oen VN MPUHATUM K MPOM3BOACTBY, O NMPOAJIEHNM CpOKa CINEACTBUS,, KOHTPOSbHbIX
MPOV3BOACTB U APYrMX AOKYMEHTOB Mo Aenam.

Mpw pernctpaummn aen, OKYMEHTOB (CneuaoHEeCEHUI U Ap.) N oBGpaLleHunii, K KOTOPbIM NPUMOXEHBI NPUrOBOPbI,
onpedeneHns M T.M., OOMNYyCKaeTCs 3aBOAWTb andaBWUTHYD KapTO4YKy TOMbKO HA OCHOBHOE 5MUO (OT KOTOPOro
NOCTYNUIIO UNN B OTHOLLEHUW KOTOPOro MOAaHO obpallleHMe), a Ha BCEeX ocTalbHbIX (0OBMHSAEMbIX) - CCbINTOYHbIE
KapTOYKW.

Mocneaytowme obpalleHns 1 AOKyMeHTbl B OTHOLLIEHWM OOHOMO M TOro Xe fvua Unv Bonpoca perncTpupyroTcs Ha
060OpOTHOW CTOpPOHE MMetoLenca andaBUTHON KapTOYKM C yKasaHueM, Korga v oT KOro MOoCTynur AOKYMEHT, Kyaa v 3a
KakvuM HOMepOoM HanpaeneH, nepegaH. Ha obpalieHnn npocTaBnseTcs HOMeEpP KOHTPOSIbHOro MPOWM3BOACTBA, a Takke
euHMLa agMUHUCTPaTUBHO-TEPPUMTOPUMAanbHOro deneHus (pecnybnvka, kpaw, obnacte u 1.1.).

Ecnnm B nocnepytoliem obpalleHuM CTaBUTCA APYroil BOMPOC, OHO Takke PEerncTpupyeTcs Ha WMeloLleics
andaBuUTHON KapTouKke C 06s3aTENbHBIM YKa3aHWEM ero COAepKaHus.

Ecnu Ha koro-nubo n3 nuu, NPoxXoasLmx no OAHOMY Aeny, YXKe MMeeTCs KOHTPOSbHOe NPOM3BOACTBO (Janee -
KIT), Ha ocTanbHbIX 1L, BEINUCHIBAKOTCA andaBUTHbIE KAPTOYKN (ECNN OHU OTCYTCTBYIOT).

B andaBuTHbIX KapToykax Ha nuul, OT KOTOpbIX obpalleHuid He nocTynano, B rpage "CopepxaHue" aenaertcs
ccbinika Ha amMunumio, UmMs, OTHECTBO NMua, B OTHOLLEHMM KOTOPOro nocTynuno obpalieHne, ¢ yka3aHMeM OCHOBaHMUS
3aBeaeHus kaptodku. Hanpumep: "Mo npurosopy Weaxosa IM.C." nnu "O 3noynoTtpebneHusx MNetposa B.H.".

Ecnu B ganbHenwem OT HUX NOCTYNAT 00paLleHusi, TO OHW PErMCTPUPYIOTCS Ha KapTovke TOro nvua, oT KOTOPOro
nocTynuno obpalleHne, Npu 3TOM MPOBepsieTCs KapToyka nuua, obpalleHre KOTOPOro MOCYXUII0 OCHOBaHWEM OJis
3aBefieHNsi KOHTPOMbHOro NMPOU3BOACTBA.

Mpu perucTpaumMn obpalleHWiA U CNeudoHEeCEeHW O COBEPLUEHHbIX TMPECTYMNNeHUsX W Ypes3BblyaiiHbIX
MPOVCLLECTBUSX, €CN OOBUHSIEMbIA YCTAHOBMEH WM MOAO3pEBaemMoe NULO HaXOAMTCA B po3bicke, andgaBuTHas
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KapTo4Ka BbINMUCbIBAETCA Ha OGBMHAEMOrO, CChINIOYHAs - Ha 3asBuTens, youTtoro, notepnesLiero. Ecnvm o6BrHSAEMbIN He
yCTaHOBINEH, andaBuTHas KapToyka BbiNUCbIBAeTcsA Ha ybuUTOro, notepnesLIero, 3asaBuTens, a Ha Noao3pPeBaemMoro -
CCbINOYHasA.

Mpy OTCYTCTBUM 3TUX AaHHbIX andaBuTHasi KAPTOYKa 3aBOAMTCS MO (haKTy coBbITUSA, NpaBoOHaPYLLIEHWSI.

Mpn peructpaummn obpalleHnii paboTHukoB CneacTBEHHOro komuTeTa W OPYruX CneacTBEHHbIX OPraHos,
NpoKypaTypbl 1 €e OpraHoB Ha andaBUTHOM KapTo4Ke yKasblBalOTCA MECTO paboThbl U AOMKHOCTL 3asiBUTENS.

Mpn perncTpaumm KONNEeKTUBHbIX obpalleHun andaBuTHbIE KapTOYKM BbIMUCLIBAOTCS HAa v, YbM OENCTBUSA
00XanytTcs, CCbINIOYHbIE - HA NEepPBbIX ABYX N1L, NOANMCaBLINX OOpalleHne, 1 Ha OTNpaBUTENS, Yel agpec ykasaH Ha
KOHBeEpTE.

4.6.3. KonnektnBHble OOpalleHWsi, B KOTOPbIX He yKal3aHbl hamMunmu nuu, 4YbM AencTBus obxanytoTcs,
pPErncTpupyroTcs Ha KOppPeCcrnoHAEHTCKON kapToyke (B rpade "damunus, nms, otyectso" nuwetcs: "KonnektueHoe"), a
Ha NepBbIX ABYX MWL, NOANUCABLUMX ObpalleHne, N Ha OTNPaBUTENS BbIMUCLIBAETCS CCbINIOYHAs KapToyka.

B kapTOTeKke OHM XpaHATCS B OTAENbHOM SILLIMKE WU pacCTaBNsAOTCS MO permoHam.

CopeprxaHne KonnekTUBHbLIX 0bpalleHuni npusoantcsa 6onee nogpodHo.

4.6.4. Ha angaBu1THOW KapTo4ke yKasblBalOTCS:

B rpacpe "MHOEKC" - HOMEpP KOHTPOMbHOrO NPOM3BOACTBA MO 0OpalleHuto, CNeLaOHECEHMIO, YTONTIOBHOMY Oeny,
OpYyromy JOKYMEHTY;

B rpacpe "damunus, Mg, 0T4eCTBO" - MO BO3MOXHOCTU MNOSHbIE CBEAEHUS;

B rpacde "[aHHble 06 apecTe, ocyxgeHun" - Kakum CyaoMm, rae, Korga, no Kakon ctatbe YrornoBHOro Kogekca
Poccuiickon ®epepaumm n K Kakon Mepe HakasaHus OCyXAeH, NPUBMeYeH K OTBETCTBEHHOCTU, Koraa U KeM apecToBaH,
MECTO COAEPXaHUs NoA CTPaXKen nnvm 4OMaLLIHUIA afpec;

Aarta noctynneHus (MpocTaBnsieTcsa No wramny nogpasaeneHusi 4enonpon3BoacTsa);

B rpacde "Kyga, korga, 3a KakuM HOMEpPOM HarnpasreH, nepefaH" - HauvMeHOBaHWe TeppuTopuarnbHOro
CNeACTBEHHOMO OopraHa, opraHusaumu, gata u Homep SOKYMeHTa Unu MHAEKC NOApasfaerneHns LeHTpanbHoro annapara
CnencTBeHHOro komMuTeTa, Kyaa HanpasneH, nepefaH AOKYMEHT, 1 JaTa HanpaslieHus;

B rpace "Co,u,epmaHMe“ HanMeHoBaHMe AOKYMEHTa, ero 3arofioBOK UM KpaTkoe cofepkaHue (Mo BO3MOXHOCTU
OOHUM CNOBOM): "0 NMPUBMEYEHMUM K OTBETCTBEHHOCTN", "NO hakTy cmepTun, rmbenu, usHacunosaHus" u 1.n.;

B rpade "OT kOro nocTynun, WHAEKC, gata" - damunusa nnm nuuo, OT KOTOPOro nocTynuno obpalleHue
("3asBuTenb", "3akntodeHHbIN", "konnekTne", "d®egopos" n 1.4.).

Ecnu pOKyMEHT MOCTYynuIT U3 yuypexaeHusl - HaMMeHOBaHME KOPPECMOHAEHTa, UCXOOAWMM HOMep u Aarta
[oKymeHTa. Ecniv oGpalleHne NpuHATO Ha NIMYHOM npueMe - "¢ npuema” n Kem NpUHSTO;

B rpacbe "UcnonHutens" - dhamunusi paboTHUKA, NPUHSABLLETO peLleHne no obpalleHuio.

Ecnu B OOKymMeHTe, NMpUIOXeHHOM K obpalleHuto, hamunusa OgHOro U TOro e nuua ykasaHa uHadve, Yem B
obpalleHnn, andaBuTHasi KapToyka BbINMUCHIBAETCA Ha OAWH BapuaHT baMunnm, UMeHU, OTYECTBA, @ Ha oCTallbHbIE -
CCbIfIOYHbIE C yKa3aHWeM BapuUaHTOB hamMuIiMM OCHOBHOW KapTOYKW.

Hanpumep: "3anHeTanHoB" - andasuTHas, "3anHyTAMHOB" 1 "3aiHaTAMHOB" - CChINTOYHbIE.

KapTouku Ha nuu, B hamminax KOTOpbIX BCTpeYaloTca noapsaa ABe OAMHaKoBble cornacHsle 6ykebl - 66, BB v gp.
(OBBA30B, BBEAEHCKWW), paccTasnsioTcs Kak umetolime ogHy 6yksy (OBA30B, BEAEHCKN).

KapToukn Ha MYXXUMH U XKEHLUMH, UMEIOLLNX OANHAKOBbIE (hamMuinm n MMeHa, paccTaBnsalTcsa No andasnty NMeH
M OTYECTB, BHa4ane My>XCKMe MeHa, a 3aTeM XeHckue, Hanpumep: "BaneHTuH", 3aTtem "BaneHTuHa".
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KapToykm Ha nuy, dpammnuu, MMeHa Wnu oTdecTBa KOTOPbIX MMEKT HapalleHus "BaHH", "ge", "coH", "tep”,
"ornbl", "Kbi3bl" NN "K3bl" U Op., packnagbiBalOTCsA B KapToTeke TOonbko no andasuty damunui, UMEH U OTYECTB,
HapalleH1s BO BHUMaHWE He NPUHUMalOTCS.

Byksbl "A", "O" npuHumatoTcs 3a OykBy "A", N KAPTOYKM COOTBETCTBEHHO PaCCTaBMAIOTCS B OAHOM SLLMKE.
Hanpwumep: kapTouka "Bonocesuy" pacctaensetcs kak "Banocesny”, "Orunos" - kak "Armnos".

Byksa "O" npuHnmaeTca 3a OykBy "E", n kapTOYKM COOTBETCTBEHHO PACCTaBMAITCHA B OOHOM siLLMKe; ecnn OykBa
"Q" cTouT BHavare, BbINMMCLIBAOTCA ABa BapmaHTa kapToyek. Hanpumep: "OBepeToB" n "EBepeToB".

Bbyksa "bl" nocne wunawux K", "4", "W", "W" n "U" npuHumaeTtcs 3a "N".
B dhamunusx, okaHumatowmxes Ha "OB" n "EB" nocne wunnsawmx, okoH4aHne npuHmuMaeTtcs 3a "OB".

OkoHuaHua damunuin "TCKUIN", "OCKUA", "UKMUIA" npu paccTaHoBke npuHumatotcst 3a "LIKUWA". Hanpumep:
kapTouku "Bepiaackuin”, "Bepatckuin”, "Bepauknin”.

B dpamunusx c okoHuaHnem "AHLL" nocnegHss 6yksa npu pacctaHoOBKE KapTOYEK BO BHUMaHUE He NpUHUMaeTCs.

KapTO‘-IKI/I C OBONHbIMU (baMVIJ'II/IFlMVI PacCTaBATCA B KAPTOTEKE MO ﬂepBOIZ (baMI/IJ'IVII/I, B 3aBUCMMOCTU OT MMEHMWN,
0oT4eCTBa, KpOMe TOro, BbINMNCbIBAETCA CCbIJTOYHAaA KapTo4vka Ha BTOPYHO cbamvmvuo.

KapTO‘-IKI/I C OAMHaKOBbIMU (*)aMI/IJ'II/IﬂMI/I paccCTaBndarTCA B criegyruleM nopsdaake:. BHa4dane CtaBATCA KapTO4KM,
roe BbiNMcaHa TOJIbKO Oa4Ha (*)aMI/IJ'II/IFl, 3aTeM - KapTO4Ku C d)aMI/IJ'II/IeIZ n MHMunanamu, notTom C q)ammnmeﬁ, NMMEHEM "
0T4eCTBOM, YKa3aHHbIMU NOJIHOCTbIO.

Hanpumep: "lMetpos, MNeTpos A.B., lNeTpos Anekcangp, lNetpos AnekcaHap puropbesud, lMNMetpos B." n 1.4., Ha
BHELLUHEN CTOPOHEe KaXKdoro fluka ¢ KapToykaMmu ykasbliBaeTcs hamunus, BbliNMCaHHAs Ha NepBoOn KapToyke (YCNOBHO
n "

MeTtpoB").

4.6.5. B opraHax CnegcrtBeHHOro komuteTa, pabotatowmx B AWK "Hagsop", nHdopmaumio o perucrpaumm
paboTHWMKM NonyyatoT Ha pabodyem MecTe C MOMOLLBIO NMOKCKa B CUCTEME.

KoHcynbTaHTlINOC: NnpumMmeyaHme.
MpunoxeHne N 22 k IHCTpyKUUn He NPUBOANUTCS.

Mpn peructpaumm B CNEACTBEHHbIX OpraHax, YydpexaeHusx W opraHu3aumsax CreacTBeHHOro KomuteTa
obpalleHnii, Mo KOTOPbIM He 3aBefdeHbl KOHTPOSbHbIE NPOM3BOACTBA, KpOMe andaBUTHBIX M CCbINIOYHBIX KapToYeK, Ha
BCEX yKa3aHHbIX B AOKYMEHTE nuL, BbiNUCbIBatoTCA cnpasku (mpunoxerHme N 22 k IHCTpykuun) n BMecTe ¢ obpalleHnem
nepeaaroTcs B COOTBETCTBYIOLLEE NogpasaerneHme.

MoapasgeneHve OenonpousBoacTBa, paboTHVK AeNoNpPOM3BOACTBA NPUKPENNSeT K 0bpalleHntio CTaTUCTUYECKYIO
KapTO4Ky M OTMEYaeT Ha HeW AaTbl MOCTYNIeHNs! B CIIeACTBEHHbIN OpraH, yupexaeHue v opraHnsaumio CreacTBeHHOro
KoMuUTETa, ero nogpasaeneHune, NpocTaenseT MHAEKC NoapasaeneHns, Homep KOHTPOSLHOIO NPOM3BOACTBA.

KoHcynbTaHTlINOC: NnpumMmeyaHme.
MpunoxeHne N 23 k IHCTpyKUUn HE NPUBOANTCS.

4.6.6. lNoBTOpHbLIE 06paLleHus 1 Apyrine AOKYMeHTbl nepedatotcs paboTHukam CneacTBeHHOro komuteTa BMecTe
C NopgobpaHHbIMKM KOHTPOMbHBIMU MPOM3BOACTBAMW. Ha KapTouke yyeTa ABWXEHWS KOHTPOMbHOIO MpPOW3BOACTBA
(npunoxenue N 23 k MHCTpyKLMK) yKa3biBaeTCH, Kakoro Yncra, ¢ Kakum JOKYMEHTOM U KOMY OHO nepefaHo. KapTouku
XpaHATCH B nogpasaeneHnn 4enonpov3BoACTBa UM y paboTHUKa Aenonpon3BoacTea, B NOpPSAKe HOMEPOB M MO rogam.

Yyert nepegaydn nepBuUHHbIX 06pau.|,eHM|7| B TeppuTopuaribHbIX CneacTtBEeHHbIX oOpraHax MOXeT BEeCTUCb C
MCnoJib30BaHMEM KapTo4yeK yyeTa ABUXEHUA KOHTPOJSIbHOro npomn3BoACTBa, KOTOpble peKkoMeHOyeTCA 3arnoJiHATb Ha
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Kaxxgoro 3assutens. B kapTouke sanucbiBaloTCA B MNOpsake MNOCTYNNEHUs MNepBUYHble 00palleHus ¢ ykasaHvem
damunum 3aasButens u gatbl nepegayun. locne NpUHATUS pelleHus genaetcss oTMeTka O HOMEepe KOHTPOJSIbHOMO
NpOM3BOACTBA WNW HamnpaBfeHWM 3a HOMEpPOM COOTBETCTBYHOLLEro HOMEHKNaTypHOro Aena (MOXeT OOMONHATLCH
ByKBEHHBIM UHAEKCOM "p").

4.6.7. KOHTpOsbHblE NPOM3BOACTBA 3aBOAATCSA MO OOpalleHUsM, NPUHATBIM K pas3peLLeHnio B NoApasaeneHmsax
LeHTpanbHoro annapata CnegcTtBEHHOro KOMUTETa, CHEACTBEHHbIX OpPraHoB, YYPEXOEHUA W opraHuM3auumn
CJ‘IeD,CTBeHHOFO KOMUTETa, a TakKkKe HanpablieHHbIM B NOAYMHEHHble CnencTBeHHble OpraHbl C YCTaHOBIIEHUEM
KOHTpOnS.

KOHTpOmnbHble MpOM3BOACTBA 3aBOASATCA Cpasy e Mpu  MOCTYMN/eHWU [OOKYMEHTOB 0COGOro KOHTPOIs,
MeXOyHapoOHbIX CMEACTBEHHbIX MOPYYEeHWU, CcreumnanbHblX [OOHECEeHU O YpesBblYalHbIX MNPOUCLLECTBUAX U
NpecTynneHusx.

Mopsinok NpeacTaBreHusl CREeACTBEHHbIMU OpraHaMu, YYpexoeHusMu W opraHusaumsiMu  CredcTBEHHOro
KomuTeTa cneugoHeceHnii B CneacTBeHHbI KOMUTET YCTaHaBMNMBaeTCs COOTBETCTBYIOLLMM MpukazoM CriecTBEeHHOro
KomuTeTa.

KoHcynbTaHTlINOC: NnpumMmeyaHme.
MpunoxeHne N 24 n N 25 k IHCTpyKUUK HE NpMBOANUTCS.

4.6.8. YyeT KOHTPOnbHbIX NPOM3BOACTB B NoAapasfeneHusax LeHTpanbHoro annapata CneacrBeHHOro KommuteTa,
CrneaCTBEHHbIX OpPraHoB, yYpexaeHun u opraHusauuni CrnedcTBEHHOro KoMuTeTa BedeTCd B KaKAOM MnoapasgeneHun
OTAENbHO MO KHWUMe yYyeTa KOHTPOIbHbIX NMPOM3BOACTB MO OOpalleHUsaM, yrofoBHbIM U APYrMM denam, cneugoHeceHnsm
(npunoxenua N 24 n N 25 k WHcTpykumn), HaumHaa ¢ Homepa 101. Homep npousBoacTBa COCTOUT U3 MHAEKCA
ynpaBneHus, otTaena, NopsiAkoBOro HoMepa Mo KHUre yyeTta v AByX nocnegHux uudp roga NpuHATUS obpalueHus K
NPON3BOACTBY.

MopsigkoBblie Homepa ¢ 1 no 100 Mcnonb3yrTCA B MHAEKCAX AeN No HOMEHKNaType.
Hanpumep: 216-148-10 unn 216/1-110-10.

AHanornyHeiM obpasom npucBamBaetca Homep Kl npu nocTynneHun xogatancitea O MpOASNEHMM
npoLieccyarnbHoro cpoka, ecnu paHee KI no gaHHoMy geny He 3aBoAMNOCh.

Mepenaya obGpaleHunin unu KI s ogHoro noapasfenieHnst B Apyroe OCYLLECTBNAETCS yepe3 noapasgerneHue
[enonponsBoAcTBa, paboTHUKA AeNonpou3BoACcTBa ¢ 06s3aTeNnbHOW perncTpaumen 1 oTMeTkaMmM B COOTBETCTBYHOLLIMX
KHUrax.

OswmxkeHune Kl B OIMIEeKTPOHHOM BMAe y4YUTbIBAETCA B KHUre nepenadu (neperanM) KOHTPOJIbHbLIX MPON3BOACTB.

4.6.9. Npwu pernctpaumun obpaweHun B AVIK "Hagsop" nmetotca ocobeHHOoCTH.

KoHcynbTaHTlINOC: NnpumMmeyaHme.
MpunoxeHue N 26 kK IHCTpyKUUn He NPUBOANUTCS.

Mpu perncTpaunn JOKYMEHTOB, NOCTYNUBLUMX M3 opraHu3auun, B AVIK "Haasop" sanonHsaioTca crnegyowime nons
PK (npunoxenue N 26 k WHcTpykumm): "Oarta" perncrpaumm AgokymeHta, "KoppecnoHaeHT" (oOMH WM HECKOJbKO)
(BbIOpaTh M3 CpaBOYHUKA OpraHuM3aLui, ecriv opraHu3auus ectb B 6ase [aHHbIX, €CN HeT - BHECTM B CNPaBOYHUK
JaHHble HOBOW oOpraHu3auumn, a 3aTtem ee BblbpaTb), "Mcxogawmm Homep" AokymeHTa, "[data" nocrtynusluero
nokymeHTa, k1o "MMognucan” pokymeHt, "CoctaB" gokymeHTa (KONMMYecTBO MUCTOB COMNPOBOAUTENLHOrO AOKYMEHTA,
yepes pasgenutens "/ - konuMyecTBO npunoxeHwuin), "HdocTtaska", "louyToBbIM HOMep" (HOMep 3akasHOro nMcbMma,
B6angeponu), "Komy" agpecoBaH JOKYMEHT.

Mpn Hanmuunm B perncTtpmpyemMom LOKYMEHTE CChIfIKM Ha HOMep Aena, KOHTPOMbHOro npou3BOACTBa M AaTy
JOKyMeHTa yKasaHHbI HOMep BHOCUTCS B none "npumedaHue”.
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KoHcynbTaHTln0C: npumMmeYvaHume.
MpunoxeHue N 27 k IHCTpyKUUN He NPUBOANUTCS.

PaboTHuMK, OCyLeCcTBAAIOWMIA MNEPBUYHOE pPacCMOTpPEHMEe BXOOAWMX AOOKYMEHTOB, 3anofiHseT none
"Copepxanue". Ha 3aknagky "OononHuTtenoHble pekBuautbl" (nNpunoxeHue N 27 Kk WHCTpykuum) MM BHOCATCA
urypaHTbl, ykazaHHble B JOKYMEHTE, C onpegeneHmemM ux ponu (Npu Hanuyium).

AHanornyHelM 0bpa3om perncTpupyrloTCs NOCTaHOBIIEHUS O NPOASIEHMN MpoLecCyanbHbIX CPOKOB. Ha 3aknaaky
"[ononHUTenbHbIE PEeKBU3NTBI" BHOCATCA BCe QUrypaHTbl, NPOXoAsdwmMe no pAeny, pasMmeTka nogpasgeneHuns
ueHTpansHoro annapata CneacTtBeHHOro KOMMTETa U HOMEp YronoBHOrO Aena.

MocTtynuemne B CrnecTBEHHbBIM KOMUTET oOpalleHusa nognexar peructpauun B AVIK "Hagsop”.

KoHcynbTaHTlntoc: npumevaHue.
MpunoxeHne N 28 n N 29 k IHCTpyKUUKN He NpuUBOANTCS.

Mpu atom 3anonHawTca cnegytowme nona PK (npunoxedns N 28 u N 29 k UHcTpykumn): "OaTta" perncrpauun,
"KoppecnoHaeHT" (oanH unun Heckomnbko) (BbibpaTb U3 crnpaBoOYHMKA rpaxdaH, ecnu 3ToT rpaxaaHuH ecTb B Oase
OaHHbIX, B Crlydae OTCYTCTBMS BHECTU bamMunuio, UMsi, OTYECTBO, agpec C KOHBEpTa UN NMCbMa, 3aTeM NPOU3BECTU
BblOOp), "CocTaB" gOKyMeHTa (KONMYecTBO NMCTOB obpalleHusi, yepes pasgenutenb "/" - KONMYECTBO NMPUITOXKEHUI),
"NocTtaBka", "MMouyToBbIN HOMep" (HOMEp 3aka3Horo nucbMa wunu GaHgeponu); npu HeobXxooMMOCTM BbICTABNAKTCA
0003Ha4YeHns KONNEKTUBHOIO MMM aHOHMMHOro obpaleHunda. B cnyvae ecnu obpalleHue nepecbinaetca U3 Opyroro
BeJOMCTBa AN paccmoTpeHusi B CneagcTBEHHOM KOMUTETE, 3anofiHATCA NONs Ha 3aknagke "comnpoBOAMTESbHbIN

nokymeHT" ("KoppecnoHnaeHT", "Ucxogawmin Homep", "OaTa", "Mognucan”, "Coctas" conpoBoaMTENbLHOrO NUCbMa).

MpuHATbIE HA NUYHOM npueme obpalleHus (YCTHble WM MUCbMEHHbIE) PErnCTPUPYIOTCS B MNoapasgeneHun
LeHTpanbHoro annaparta CrneCcTBEHHOrO KOMUTETA, OCYLLECTBIISAOLLEM NPUEM.

B none "HoctaBka" ykasbiBaetcs "lluyHbii npuem". Npu obpalleHun B ycTHoM dopme B none "lMopy4veHune”
3anonHsaeTcsa peksmsuT "ABToOp" 1 nevyaTaeTcs: "[JaHo yCTHOE pa3bsCHeEHne".

|_|pl/l NOCTYNNEeHnn HECKOITbKUX o6pau.|,eH|A|71 ogHoro unu Gonee 3asiBUTENEN C OOHUM conpoBoanTeslbHbIM
NMMCbMOM PErNCTPUPYETCA KaxKgoe o6pau.|,eH|/|e.

ConpoBoauTenbHbIA JOKYMEHT KONUPYETCst B KONUYECTBE, COOTBETCTBYHOLLEM YMCTy 0OpaLLeHUIA.

B noapasgeneHusix LueHTpanbHoro annaparta CneacteeHHoro kommTeTa B PK, a Takke B CNpaBOYHMKM rpaxadaH U
opraHusaumin gobasrnisieTcs HedocTawwas WHpopmauuss o durypaHtax M npu HeobXoaAMMOCTU pedakTupyeTcs
cofepkaHue.

Ha nobom stane NpoxoXxaeHna OKyMeHTa BO3MOXHA CBA3Ka PerncTpaumMoOHHbIX KapTO4Yek Mexay cobor.

lMocne BHECEHUSA OCHOBHBLIX PErMCTPAUMOHHbIX AaHHbIX B PK OOKyMeHT nepepaetcst nuuam, OCyLECTBNSAOLWMM
nepBuMyHOE paccMoTpeHune. [lpyM NepBMYHOM PACCMOTPEHMM pPabOTHUKM MPOBEPSAT Hanuvume wHdopMaumm o
npeablaywmx NOCTyNNeHMaX Ha BCEX NUL, yKasaHHbIX B AOKYMEHTE, UM O dpakTax npaBOHapyLUEHWUA B 3NEKTPOHHOM
cucTemMe 1 3anonHsT cneyowme pekeusntol PK: "PervoH obxanyembix gencteuin”, "®urypaHT" (3asButenu, Nctubl,
OTBETYMKN, BCE NULLA, OCYXXAEHHbIE MO Npurosopy, ydactHukn OTI1, noTepneswue, nornbwine, nponaslune 6e3 Becty,
nvua, B OTHOLLEHMUN KOTOPbIX BO30Y>XAEHbl YrONOBHbIE AeNa, puandeckme nuua u T.n.) ¢ 3anofniHeHnem nonen "Pornb",
"Coaepxanune" (korga, roe, KTo/kem coBepLunsl/coBepLleHo aencTBme/cobbiTue/dakT, noctpagasLune).

Hanpumep:
no cdakty 0TI 22.02.2009 Ha Tpacce CaHkT-INeTepbypr - ApxaHrenbck, B KOTOPOM NocTpaganu 7 YenoBek;

y/a N 138002 no dpakTy aBapumHoro pasnuea Masyta u3 uuctepH noesga N 2909 Ha neperoHe 3y6uLoBO -
ApucTtoBo OKTABPbLCKOM Xene3Hon Ooporu;
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pengepcknn 3axeat OAO "AtnaHT";
HeBbinnaTta 3apnnatsl OAO "BonTakc";
o ny6nukauum ctaTtbun "LLkonbHbIN "fleBbin" aBTOOYC" B rasete "MockoBckue HoBocTu" oT 16.01.2007 N 3.

Oanee HeoOxo4MMo npon3BeCcTn pa3MeTKy C YyKas3aHMeM WHOEeKCa nofpasfeneHua LUeHTpallbHOro annaparta
CneacTBeHHOro KOMUTETA, Kyda HanpaslieH JOKYMEHT Ha pacCMOTpeHune, C neperanon PK, NPUHATL K NCMOJTHEHUIO B
CBOEM nogpasgeneHnn nnn Hanpasmutb B TeppMTOpMaﬂbeIVI CNeLCTBEHHbIN opraH.

Mpn BHeceHun durypanToB B PK nposepsieTca Hanmume TakoBbiX B crnpaBodHukax AUK "Hagsop", npwu
OTCYTCTBMM UNN HEAOCTATOMHOCTU MHbOpMaLmMK 3anpallmMBaloTCs CBeAEeHUS ¢ andaBUTHOW U BEAOMCTBEHHOW KapToTek
CrneaCcTBEHHbIX OpraHoB, yypexaeHuh u opraHusaumi CneacTtBeHHOro KoMuTeTa, KOTOpble 3aTeM MepeHoCHATcs B
3NEKTPOHHbIV BUA,.

4.6.10. Ecnn Ha ogHMX M TexX e nuu Unu no OAHOMY W TOMY >Xe BOMpOCYy ObiNo 3aBefeHO HECKOSbKO
KOHTPOMbHbLIX MPOU3BOACTB, MO PELUEHMIO PYKOBOAWUTENS CREACTBEHHOrO OpraHa, YYpexaeHus W opraHuvsauuu
CnepncTtBeHHOro KoMuTeTa, NogpasferneHuns LeHTpanbHoro annapata CneacTBEHHOro KOMUTETa OHU OObEAMHSIOTCS B
OOHO U eMy NpUCBanBaeTCs HOMEp, 3aBeAeHHbIV paHee ApYrux.

Mpn obbeavHeHun OByx U 6Goree  KOHTPOSbHbIX — MPOM3BOACTB  COXPAHSATCA  XPOHOMormyeckas
nocrnefoBaTenbHOCTb JAOKYMEHTOB KaX4oro NpovM3BOACTBa, @ Takke BCe KapTOYKM yveTa ux OBMKeHUS. KOHTpornbHble
NpoM3BOACTBA MOALUMBAKOTCA BMeECTe C O0OMNoXkamu, NUCTbl 3aHOBO HyMepytoTcst (OBNOXKM He HymepytoTcs).
OpOHOBPEMEHHO BHOCATCA COOTBETCTBYHOLIME W3MEHEHUS B andaBUTHbIE KApPTOUKM U KHUTY Yy4veTa KOHTPOIbHbIX
NPOV3BOACTB.

Ob6beamnHeHne KOHTPOJIbHbIX MPON3BOACTB MO pa3HbIM BOMNpPOCaM He O0onyCcKaeTcA.

Mpn wncnonb3oBaHnn AWK "Hapgsop" Bo u3bexaHue [ybnumpoBaHUS HOMEPOB KOHTPOIIbHOrO MpOM3BOACTBA
HeO6X0,D,I/IMO npoeeputb B CUCTeMe Halnndne KOHTPOSIbHOro npou3BoacTBa C aHalnorndHbiM HOMEPOM. Flpm
06Hapy>KeH|/|v| J:l,yGJ'II/IKaTOB KOHTPOIIbHbIX MPOU3BOACTB UX cnenyet 06'beﬂVIHI/ITb.

4.6.11. Mo obpalweHnam, HanpaBfeHHbIM Ans paspelleHus B CreACTBEHHble OpraHbl, YYPEXOEHUs U
opraHunsaumm CrneacTBEHHOrO KOMUTETA UIK OpraHbl rocyaapCTBEHHOW BNACTU U UHbIE rOCYyAapCTBEHHbIE OpraHbl 6e3
KOHTPOIs, KOHTPOJbHbIE NPOMN3BOACTBA He 3aBogaTcs. ConpoBoAMTENbHbIE NMUCbMA K OOpalleHnsaM HanpaBnsawTca 3a
HOMEpOM, COCTOSLUMM M3 WHOEKCa noapasferneHvst LeHTpanbHoro annapata CneacrtBeHHOro KomuteTa, Homepa
HOMEHKNAaTYpPHOro Aena (MOXeT JONONHATLCA OyKBEHHbIM MHAEKCOM "p") U NocnegHux AByX undp TekyLero roga.

Hanpumep: 217/3p-10.

3agasutento HanpaBnaeTca nnbo konus YKa3aHHOro conposoguTteribHoOro nmcbma (D,J'Iﬂ cBeaieHnA, B KayecTtBe
BTOpOro ap,pecaTa), nunbo oH yBeOOMIAETCA O HanpaBlieHUn ero 06paLLl,eHVI$-| ana paccMoTpeHuda no npuHaaneXXHocTu
oTAesibHbIM MNCbMOM.

KonMn nncem noplwmBaloTCsi B HOMEHKMNATypHOe [Jeno B XPOHOMOMMYeckoM Mopsiake, Mpu  3TOM
conpoBoauTenbHblIE MUCbMa, MOCTYNMBLUME W3 OPYrMX OpraHuWsauui, HanpaensloTcsa MO Has3Ha4YeHWo BMecTe C
obpalleHnsMu.

OnekTpoHHble PK OOKYyMEHTOB CnUCbIBalOTCA B Aen0 B COOTBETCTBMM C  ONIEKTPOHHON HOMEHKMaTypown
noapasgeneHus uUeHTpanoHoro annapata CneacTBeHHOro KoMuTeTa, KoTopas AOMKHa MOMHOCTbIO COOTBETCTBOBATHL
HOMeHKnaType aen Ha 6ymaxHOM HocuTene (YTBEPXAEHHOW pyKoBOoAMTENEM NoapasaerneHuys LeHTpanbHoro annaparta
CnencTBeHHOro kKOMMTETa U COrnacoBaHHON C ynpaBneHuem).

B cneacteBeHHOM oTAene Mo paiioHy, ropody TeppuTOpuanbHOro CrNeACTBEHHOrO opraHa Hymepauus
KOHTPOIbHbIX MPOM3BOACTB BeAeTcs B Liernom no otaeny. Homep KOHTPOMNbLHOro nNpov3BoAcTBa COCTOMT M3 NOPSAKOBOrO
HoMepa No KHUre yyeTa ¢ gobasneHnem Byksbl "x" 1 OBYX NocnegHux Uudp roga 3aBeaeHus.

Hanpumep: 58x-10.
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O6palleHnsi, He MpUHATbIE PaNOHHBbIM, TFOPOACKMM CNEACTBEHHbIM OTAENOM K CBOEMY PaCcCMOTPEHUIO,
HanpaBnAlTCA B OpraHbl FOCy.lJ.apCTBeHHOVI BNaCTu N UHble rocyaapCTBeHHble OpraHbl C conpoBogunTesibHbIM NMMCbMOM
3a HOMEpPOM COOTBETCTBYIOLLEr0 HOMEHKNATypHOro gena (MoxeT [AOMNOMHATLCA OyKBEHHbIM uHAekcom "p") ¢
nobaeneHneM K HeMy ABYX NocregHnx Ludp TEKyLLero roaa.

Hanpumep: 8p-10.

Konuu nucem noglimeatTcs B COOTBETCTBYHOLLEE HOMEHKTATYpPHOE Aeno.

4.6.12. B paifioHHbIX, TOPOACKUX CrEeACTBEHHbIX OTAernax ¢ HebonbwmM o06beMOM AoKymeHToobopoTa (ao 200
e,D,I/IHVILI,) BeJeHNe KapTo4eKk ydyeTa ABUXEeHUA KOHTPOJIbHbIX NPOM3BOACTB HE ABNAETCA obsa3aTenbHbIM. I‘Ipoxom,qume
obpalleHnid, nepenuckn No HWM, a Takke pesynbTaTbl PAcCMOTPEHMS OTMevalroTcd Ha andaBUTHbIX KapTo4Kax.

KapTO‘-IKI/I paccTaBnATCA No aJ'Id)aBMTy N HaxoOATcAa B KOHTpOJ'IbHOVI KapToTeKe OO OKOHYaHUA nepennckn, nocrne 4ero
nepecTaBliaAl0TCA B 06LLI,yIO KapTOTEKY.

4.7. Pernctpauma n y4yeT matepmanos NpoBEpPOK
4.7.1. B CnegctBeHHOM KOMUTETE NPOBOAATCH NPOBEPKM COOBLLEHUI O NPECTYNNEHNSX U CnyXebHble NPoBepKU.
MaTepuanbl NpoBepok COObLLEHNI O NPecTynieHnsx, noctynatwowmx B CneacTBeHHbIN KOMUTET (CNeACTBEHHbIE
opraHbl, ydpexgeHuns u opraHnsaumm CnegctBeHHOro komuteTa), permctpupytotcsa B Knure pernctpaumm coobLueHnii o
NpecTynrneHnsx, nocrne 4ero paccmaTpuBaloTCs B Mopsigke, YCTAHOBNEHHOM YTONOBHO-MPoOLEeCCyanbHbIM KOOEKCOM
Poccuiickon ®eaepaunn.

4.7.2. Nepenucka no coobLIEHNAM O NPECTYNNEHUAX BEAETCA B CMEACTBEHHbIX NoapasaeneHnax LeHTpansHoro
annaparta 3a HOMEPOM, KOTOPbI COCTOMUT U3:

nHAekca nogpasgeneHus;
pasgenutens "-";

NnopsiAKOBOro HOMepa permcTpaumm no KHUre ydeta coobLueHnii o npecTtynneHmax ¢ gobasneHnem 6yks "np";
pasgenutens "-";

OBYX nocrnegHux undp roga nocTynneHnst CoobLEHUS O NPECTYNNEHUSIX.

Hanpumep: 201-41np-10.

4.7.3. I'IepenMCKa no coobLleHnsaM o npecTtynneHnax BeaeTca B CleACTBeHHbIX noapasgeneHndax
TeppuTopunarbHbIX crneaCcTBEHHbIX OpraHOB 3@ HOMEPOM, KOTOprVI COCTOUT U3:

NMOPSIAKOBOro HOMEpa perncTpaumum no KHUre yvyeTta coobLeHnn 0 npecTynneHusx ¢ gobaesneHmem Oyke "np";
pasgenutens "-";
OBYX nocrnegHux undp roga NnocTynnieHnsa coobLueHms o NpecTynneHunsix.

Hanpumep: 56np-10.

4.7.4. PelwweHus, NpuMHATbIE MO pe3ynbTataM pacCMOTPEHNst COOBLLEHUI O NPECTYNNeHUX, PUKCUPYIOTCH B KHUTe
yyeTa CoOBLLEHNI O NPECTYNNEHUSIX, a TaKkKe PerncTpUpyoTcs creayowmnm o6pasom:

KoHcynbTaHTlIntoc: npumedaHme.
MpunoxeHue N 30 k IHCTpyKUUN He NPpUBOANTCS.

npv Bo30YXXAEHMM YIONOBHOTIO Aena - B KHure yyeta yronosHbix gen (npunoxeHne N 30 k IHCTpyKumn);

KoHcynbTanTlNKoC

www.consultant.ru CrpaHuua 68 13 94
HaeXHas npaBoBas noaaepXxkKa



https://login.consultant.ru/link/?req=doc;base=LAW;n=303499;fld=134
https://login.consultant.ru/link/?req=doc;base=LAW;n=303499;fld=134
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas CK Poccun ot 18.07.2012 N 40
"06 yTBEepXaeHnM MHCTpyKLMM NO Aenonpon3BOACTBY JokyMeHT npepoctasneH KoHcynbTaHTlnoC
CnepnctBeHHoro komuTeTa Poccuinckon deg... fata coxpaHerus: 13.08.2018

KoHcynbTaHTln0C: npumMmeYvaHume.
MpunoxeHue N 31 k IHCTpyKUnn He NpUBOANTCS.

npuM OTKase B BO30YXZEHUM YronoBHOTO Aena - B KHUre y4vyeTa MaTepuanoB, MO KOTOPbIM BbIHECEHO
noctaHoBreHne 06 oTkase B BO3byxxaeHun yronosHoro gena (npunoxeHue N 31 k MHcTpykumm).

PelueHune o nepedaye coobLLEHNIA O NPECTYNNEHUAX MO NOACNeACTBEHHOCTM (DUKCUPYHOTCS TONBKO B KHUTE yyeTa
coolLeHnin o npectynneHuax. ConpoBoauTENbHOE TMUCbMO O Mepedade CooGLEeHUA O TMPEecTynieHusIX Mo
NoACnNeACTBEHHOCTU CMUCLIBAETCS B COOTBETCTBYIOLLIEE HOMEHKIaTypHOe Aero.

4.7.5. Martepuanbl cnyxebHbIX MPOBEPOK PEerucTpUpyloTca W YyuuTbiBalOTCA B MOPSAKE, YCTAHOBIIEHHOM
NHCTpyKumeit ans pernctpaumm n yyeta KOHTPOISbHbIX NMPON3BOACTB.

4.8. Pernctpauus n yyeT yrofioBHbIX A€M U BELLECTBEHHbIX
[oKa3aTenbCTB CneACTBEHHbIMY opraHaMmu CrneacTBEHHOro KomuTeTa

4.8.1. Bo3bGyxaeHHble U MPUHATbIE K NPOWU3BOACTBY YronoBHbIE Aena, B TOM 4ucre MoCTynuBLIME M3 OpraHoB
rocygapCTBEHHON BNACT U MHbIX FOCYAapCTBEHHbLIX OPraHOB W NMPUHATbIE CieACTBEHHbIMK opraHaMu CrieacTBEHHOro
KOMWUTETA K CBOEMY MPOW3BOACTBY, PErUCTPUPYIOTCA Ha andaBUTHOM KapTOTEKE W YYMTbLIBAlOTCA B KHWUrax ydeTa
YronoBHbIX Aen.

B cneacTtBeHHble opraHbl CrecTBEHHOro KOMUTETa YronoBHble [Aerna AOMKHbI HanpaensaTbCA U OTNPaBNATbLCS
Kyga-nnbo ¢ conpoBOAWUTESNbHLIMU [AOKYMEHTaMW, KOTOpble PErcTpuMpyloTcs B COOTBETCTBUM C TpeGoBaHWUAMM
NHCTPYKLMM KaK BXOAALLME UIMU UCXOAALMNE AOKYMEHTHI.

OcHoBaHuem ans perncTtpaumm MU y4deta yronoBHOrro aena, BO36y)K£I,eHHOFO N MNMPUHATOrO K npom3BoAcCTBY B
CneacTtBeHHOM KOMUTETE, SBMSIETCS KOMWUSA MOCTAHOBIEHUSA O B036Y)K,El,eHI/II/| N NPUHATUN K NPONU3BOACTBY, KOTOpad
perncTpupyeTcd Kak BHyTpeHHVIVI OOKYMEHT.

[ns yronoBHbIX Aen opMMpyeTcs KapToTeka YrornoBHbIX Aer.

KoHcynbTaHTlIntoc: npumedaHme.
MpunoxeHne N 32 k IHCTpyKUUN He NPUBOANTCS.

YronoBHble Aena perMcTpmpyoTcsa Ha PermcTpaumMoHHbIX KapTodkax YrofnoBHbIX Aen (ganee - PkY[) (npunoxeHue
N 32 k HCTpyKuun).

Ha o6opoTHol cTopoHe PKY[] dhmkcupytoTcst cBeAeHMs O ourypaHTax, Mpoxogsmnx no yrornoBHoOMy Aeny.
Mepenaya yronoBHbIX A€N OCYLLECTBAETCH MO KHUre y4eTa UCXOAsaLWMX Aern.

4.8.2. Peructpauuss ”n y4yeT BeLlEeCTBEHHbIX [0Ka3aTenbCTB OCYLLECTBMSeTCA B MNopsake, YCTAHOBMEHHOM
npukaszoM CnegcrtBeHHoro komuteta Poccuiickon ®epepaumm oT 30 ceHTabpsa 2011 r. N 142 "O6 yTBepxaeHun
MHCTpYKUMM O nopsiake M3bATUSA, ydeTa, XpaHeHus U nepefayn BeleCTBEeHHbIX AOKasaTenbCTB, LEHHOCTEN M MHOro
MMyLL,ECTBa MO YronoBHbIM Aenam B CnegctBeHHOM komuteTe Poccuickon depepaummn’.

4.9. PeFI/ICTpaLI,MH N y4eT KOHTPOJIbHbIX NPOM3BOACTB
no yrorfioBHbIM fenam, Haxogdwnmcea B Nnpon3BoacTee

4.9.1. Mo BO3GYXAEHHLIM W NPUHATBIM K MPOM3BOACTBY CreACTBEeHHbIMM opraHamu CneacTBeHHOro komuteTa
YronoBHbIM eNnam 3aBoAsaTCs KOHTPOnbHble npoussoacTea (ganee - KI) ¢ yueTom obLwmux NonoxeHnn, 3akpenneHHbIX B
NHcTpykumm.

KoHTponbHble NpoM3BOACTBA MO YrONIOBHbIM AenaM PEerucTpupyloTcss B CREACTBEHHbIX MNoApasferieHnsix
LleHTparnbHOro annapaTta v cnegcTBeHHbIX opraHax ¢ ucnonb3oBaHnem AWK "Hagsop” - Ha pernctpaumoHHON KapTodke
KOHTPOJIbHOIo npon3eBoacTBa Uinn no KHUre yyeta.
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4.9.2. PeructpaumoHHbin Homep K1, koTopoe 3aBOAUTCSA B CREACTBEHHbIX MoApasferieHusiXx LeHTpasibHOro
annaparta CnefcTBeHHOro kKoMmMTeTa, COCTOUT U3;

NHOEeKca noapasaerneHns;
pasgenutena "/";
HOMepa yrofnoBHOro ena;
pasgenutens "-";

nocneaHux AByX UMdp Tekyllero roaa.

PeructpaumoHnHbin Homep KI1, KoTopoe 3aBOAMTCSA B TeppuUTOpUanbHbIX CNeacTBeHHbIX opraHax CrneacTtBeHHOro
KOMWUTETa, COCTOUT 13!

NMopsiAKOBOro HOMepa Mo KHWUre yveTa YronoBHbIX gen (nopsakoBbii Homep KI1, HauuHaa c "1", Bo3pactaeT B
npegenax TekyLlero roga);

pasgenutens "-";
nocnegHuX AByx LMdp TEKyLLEero roaa;
pasgenutens "/*;

HOMepa YrofioBHOrO Aena.

KoHcynbTanTlnoc: npyumeyanme.
Hymepauusa nognyHKTOB JaHa B COOTBETCTBUM C odpuUMarnbHbIM TEKCTOM JOKYMEHTA.

4.94. [NokymeHTbl B K[l pomkHbl pacnonaratbCs B fOMMYeCKon B3auMOCBA3W (Bompoc - oTBeT). [lpu
HeobX0AMMOCTY BO3MOXHO XpaHeHne JOKYMEHTOB B XPOHOSOrMYECKOM Nopsiake.

|_|pl/l nepegade yrofnioBHOro gena no noacnencrteeHHoCcTn K HanpaBndaeTcAa B COOTBETCTBYOLee noapasgerneHme
CnenctBeHHOro komuTeTa, ocyulecTBndouiee npoueccyaanblﬁ KOHTPOIb.

4.9.5. HanmeHoBaHnue KI1 gormkHO cogepaTb WMHGOPMaUMio, MO KakoMy BOMPOCY M B OTHOLUEHMM KOO OHO
Begetca. Ecnn purypaHTbl OTCYTCTBYIOT, TO TOMNBKO MO KAKOMY BOMPOCY.

4.10. Peructpauus n y4eT KOHTPOrbHbIX MPOM3BOACTB
no mMatepvanamM NpPOBEPOK 1 YrONOBHLIM Aeflam B nopsiake
npoLeccyanbHOro KOHTPOors

4.10.1. B CneactBeHHOM KOMUTETE pPaACCMOTPEHME TaKMX [OOKYMEHTOB, Kak obpalleHus, creuumanbHble
[OHeceHns, 3anpocbl O MPaBoOBOM MOMOLLM, NOCTAHOBMEHMS O NPOANEHNN CPOKOB NpeaBapuTENbHOrO paccnegoBaHus 1
cofepXaHus nop CTpaxew, NpouM3BOAUTCS, Kak MpaBurio, B COCTaBE KOHTPONbHbIX Mpou3BoAacTs. [Mpu noctynneHun
TaKoro JOKyMeHTa co3faeTcs (dhopMupyeTcsl) KOHTPONbHOE NPOM3BOACTBO.

4.10.2. PeructpaumoHHbii Homep KI1, KOoTOpble 3aBOASATCS MO Matepuanam MNpoBEepoOK M YrorioBHbIM geriaMm B
nopsiake NpoLeccyanbHOro KOHTPONs B noapasaeneHusix LeHTpanbHoro annapata CneacTBeHHOro Komuteta (Kkpome
CneacTBEHHbIX NoapasfeneHnin), COCToUT 13:

WHOEeKca noapasaerneHus;

pasgenutens "/*;

nHaekca otaena noapasaeneHus;
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pasgenutens "-";

HOMepa Mo NopAaKy;

pasgenuTens "-";
nocneaHvx AByX UMdp Tekyllero roaa.

4.10.3. nga nogpasgeneHni CneacTtBeHHOro komuTeTa, ucnonb3ywwmx B pabote AUK "Hapsop”, pervctpaums
Oen OCyLLEeCTBAETCA B YKa3aHHOW cucteme.

PernctpaunoHHas kapTouka 3anonHseTcs no npuHumny PK anga opraHusauun, 3a uckniodeHvem nonsg "Cocras", B
KOTOPOM YyKa3blBaeTCs [OOMOMHUTENbHO KONMMYEecTBO TOMOB pfena, Matepuana. Ha 3aknagky "[ononHuTtenbHble
PeKBM3NTLI" BHOCATCA BCe oUrypaHThbl, NPOXOAsALINE No Aery, pa3meTka nogpasgeneHns n HoMep YrosioBHOro gena.

KoHcynbTanTlnoc: npumeyanme.
Mpunoxexne N 33 k IHCTpyKUnn He NpuBOANTCS.

4.10.4. YronoBHble U Opyrve ferna, matepuanbl NPOBEPOK U CIyxebHbIX paccnefoBaHui, UCTpeboBaHHble B
CBSI3M C paspelueHmem obpalleHui, peleHeM Bonpoca o6 obxanoBaHUn peLleHnin cyaa, a Takke gena, nocTynmeLUMe
C MpeacTaBneHnsMM Hag3upawLmMx MNpoKypaTyp, YYUTbIBAKOTCA B KHMrax yyeTa YroroBHbIX A€Jl, NPOBEpsieMbIX B
nopsiake npoueccyansHoro koHTpons (npunoxeHue N 33 kK MHCTpyKUMK) 1 perucTpmpyoTca Ha andaBuTHOM KapToTeKe.

KoHcynbTaHTlINOC: NnpumMmeyaHme.
MpunoxeHne N 34 k IHCTpyKUUn HE NPUBOANUTCS.

4.10.5. TMepepava KI1 ocyuwiectBngeTca No KapTovke nepegadu yronoBHoro gena (mpunoxexHune N 34 «k
MHcTpyKumm).

Jena yuuTbiBalOTCS B KHWUrax OTAENbHO MO KagoMmy nogpasgeneHunto; npyu GonblioM oGbeme MocTynneHUs
[OMyCcKaeTca BECTM YYET MO 30HaM ynpaBneHus (oTaena).

MopyyeHns1 HUXKECTOSALWMM CINEACTBEHHbIM OpraHam O HamnpaBMneHWWM YrofioBHbIX [Oen B BblIWECTOsLLME
CrneacTBeHHbIe OpraHbl O NPEACTaBNEHMN MaTepUarnoB NPOBEPOK U Pe3ynbTaToB paccrnefoBaHust U MHOW MHopmaLum
agpecyloTcs PyKOBOOWUTENIO CMeACTBEHHOrO opraHa W MOAMWCLIBAOTCA PYKOBOAMTENSMW COOTBETCTBYHLUMX
noapasfeneHnin u ux 3aMecTUTeNsIMu.

Dena wun mMaTtepuasnbl BbICbITAlOTCA B BbILLECTOALMNIA CIEACTBEHHbIN OopraH 3a noAnucbr nuua, KOTopoMy
afpecoBaH 3anpoc, a BoO3BpawarnTcda no MMHOBaHUNU HagoOHOCTKM 3a NOAMMUCHIO onepaTtnBHoOro pa6OTHVIKa.

3anpocbl B CBA3M C U3YYEHMEM KOHKPETHbIX A€ HanpaBnsTCs 38 HOMEPOM KOHTPOSIBHOIO NPOM3BOACTBA, a AN
n3y4yeHunsi u o6o06LLEHNS - 3@ HOMEPOM Aena No HOMeHkKNaType.

KoHcynbTaHTlINOC: npumMmevaHme.
MpunoxeHne N 34 k IHCTpyKUUn He NpuBOANTCS.

Hena nepenarTcAa UCNONMHUTENAM No4 PacnnUCKy B KHUre ydeTta gen UM no KapTodke nepenadu yronoBHOro aena
(r|p|/|r|o>+<eHme N 34 « MHCprKLI,VIVI) CooTBETCTBYHOLLEro noapasgeneHnda unm crnegCrtBeHHOro opraHa BMeCTe C
I'IO,EI,O6paHHbIMVI KOHTPOJIbHBIMW MpOMN3BOACTBaMW.

4.10.6. [Oena, uctpeboBaHHble B CBSI3W C MPOBEAEHMEM MNIAHOBbIX MPOBEPOK unu o06obuieHun, a Takke
MoCTyNMBLUME MO MOACHEACTBEHHOCTU W HanpaelieHHble Ansi MNPOW3BOACTBA NPeABapUTENBHOIO CrEeACTBUS B
NoAYMHEHHble CreACTBEeHHble oOpraHbl W Apyrne CreAcTBEeHHble opraHbl, Ha andaBuTHOM KapToTeke He
pernctpupytotcsi. OHM yYNTLIBAKOTCA B KHUTax.
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Ecnn no pesynbTatam usydeHus gen, matepuarnoB OTMEHSIETCA paHee COCTOsIBLLUEECH MO Aeny unu martepuany
pelleHne, OHU PErnCTpUpyroTCa Ha andaBUTHOM KapTOTEKe B YCTAHOBMEHHOM MOPSAKE W MO HUM 3aBOAMTCS
KOHTPONbHOE MPOM3BOACTBO.

4.11. OpraHusauma yyeTa npuema rpaxaaH, ux npeacrasurenem

W npeacTaBuTeNen IPUONYECKUX N1L, NPELOCTaBNEHNE rpaXaaHaMm
MHpopMaLmm 0 Xxode paccCMOTpeHUs obpaLleHun

KoHcynbTaHTlINt0C: npumMmeyaHme.
Mpunoxenne N 35 kK IHCTpyKUUKM HEe NpUBOAMTCA.

4.11.1. YdyeT npuema rpaxpaH, WX 3aKOHHbIX MpPeAcTaBUTENEn W npeactaBuTenen pPUANYEeCKUX nul B
CnepncrtBeHHOM KOMUTETE Mpou3BoauTca € ucnonb3oBaHveMm AWK "Hapgsop", B kHurax yderta nocetutenerd unu Ha
KapToukax nmyHoro npuema rpaxgaH (mpunoxenme N 35 Kk WHCTpykumm), KoTOpble coaepxaT CriefyroLlyto
MHdOopMaLnIo:

pPerncTpaLmnoHHbIN HOMEP;

aarta npvema;

ceegeHus o nocetutene (®.U1.0., AOKYMEHT, yaOCTOBEPSIOLUA NIUYHOCTL, agpec perncrpauun);
npeacTaBuTENEM KOIO UK Yero ABMsieTCs NoceTuTenb;

Mo Kakomy BOMpocCy;

B OTHOLLUEHMWU KOTO;

KTO Ben npuew;

AaTta npegbiayuiero npuema;

perncTpaLmoHHbIN HOMEP CBSA3aHHOTO AOKYMEHTA;

NpUHATOE pelleHe (OaHO YCTHOE pa3bsiCHEHWE, MPUHSATO NUCbMEHHOe obpalleHne, 3aperncTpupoBaHo
coobLeHne o NpecTynneHnn);

AononHutenbHble cBegeHns (MoryT ObiTb BHECEHBI 0COObIE OTMETKM O Npueme).
CBefeHns C KapTOYKM FIMYHOrO NpueMa NepeHoCHTCs B KapToTeKy (OUrypaHToB.
4.12. dopmMumpoBaHuNe KapToTekun purypaHTos

4.12.1. Mpu ocyLLeCTBNEHNMN NEPBUYHONO PACCMOTPEHUS OOpaLLEHUI rpaxaaH, PUANYECKMX NUL, AOKYMEHTOB
no maTepuarnam npoBepoOK 1 YrorioBHbIM AeraMm opM1pyeTcsl kKapToTeka purypaHToB.

Mog C*)I/IrypaHTaMM NOHMMAKTCA rpaxaaHe ((bmsvlqecme J'II/ILLa), MX 3akKOHHblEe npencraBuUTenn, opunandeckme
nnga (opransau,MM, BeaoMCTBa U T.,D,.), MUX 3aKOHHblIE MNMpeacTtaBUTENN, o6pau.|,arou.|,v|e0ﬂ N yKa3aHHble B OOKyMeHTax
OCHOBHBbIX NMOTOKOB KOppecnoHaeHUnn CnencTBeHHOro komuTeTa.

KapTtoTeka ¢urypaHToB [orkHa cofepxatb MHOpMaLMo Mo BCEM MOTOKAM PErMCTPUPYEMBIX [OKYMEHTOB
(BXOASLLMM, UCXOASILLUM U BHYTPEHHUM).

4.12.2. Mpn opmMMpoBaHUM KapTOTEKN (DUrypaHTOB Ha OyMakHbIX HOCUTENSX crnegyeT MNpoBepsTb Hanuuve
dourypaHTa B KapToTekKe.

B cnyyae ero HaxoxgeHWsi HEOOXOOUMO PErmcTpauMoHHYI0 KapTOYKy kapToTeku curypaHtoB (ganee - PK®)
AONOMHUTb MHpopMaLmelt u3 paccmaTprBaeMoro JOKyMeHTa.
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KoHcynbTaHTln0C: npumMmeYvaHume.
MpunoxeHue N 36 k IHCTpyKUUn He NpUBOANUTCS.

PK® (npunoxenne N 36 kK UHCTpyKUMW) 3aBOAMTCS Ha Kaxgoro urypaHTa, yKkasaHHOro B JOKYMEHTE.

4.13. CBs3b KapTOTEK JOKYMEHTOB, (hUrypaHTOB
M KOHTPOJIbHBIX NPOU3BOACTB

4.13.1. Mexay kapToTekamu AOKYMEHTOB, OUrypaHTOB N KapTOTEKOM KOHTPOSbHbLIX MPOU3BOACTB U MaTtepunanos
NPOBEPKN CyLLecTByeT B3auMMOCBA3b MOCPEACTBOM MOSEN, COAEPXALUMX OOUHAKOBYK MHAOPMaUUIo, a WMMEHHO
pervcTpaumoHHbIX HOMEPOB OOKYMEHTOB, PErMCTPaLMOHHBIX HOMEPOB KOHTPOSbHbLIX NPOU3BOACTB U (DUIYPaHTOB:

per. N gokymeHTta - per. N KI - courypaHT;
durypaHT - per. N gokymeHTa - per. N KIT1;
per. N KI' - per. N gokymeHTa - courypaHT.
4.14. YyeT o6bema JokymeHToobopoTa

4.14.1. YyeT 06BbEMOB OOKyMeHToOOOpoTa B CneacTBEHHOM KOMUTETE BEAETCS B LENSX COBEPLUEHCTBOBAHUS
opraHusaumMm paboTbl C [JOKYMEHTaMM W pacyeTa ONTUMAnbHOW YMCIIEHHOCTU pabOTHUKOB, 3aHATBIX B
[enonpon3BoacTBe.

AHanu3 o6beMOB AOKyMEHTO060pOTa, CTPYKTYPbl JOKYMEHTOMNOTOKOB U COAEPXKaHWUS JOKYMEHTOB, MOCTYMNatoLmnx
B CneacTBeHHbIN KOMUTET 1 CcO3aBaeMbIX UM, BeOETCS B LeNsiX paunoHanbHOro pacnpegeneHnst JOKYMeHTONOTOKOB,
MOBbILLEHMS UCNOMTHUTENBCKOM ANCLMNNNHDI, KadecTBa U 3DEKTUBHOCTM NPUHMMAEMBIX PELLEHUIA.

KoHcynbTaHTlINt0C: npumMmevaHme.
Mpunoxenne N 37 kK IHCTPYKUUKN HE NPUBOAMUTCA.

[daHHble O KomuyecTBe [OKYMEHTOB 0600LialoTcs, aHanuaunpyrlTcs YyhnpasBneHMeMm U npeacTaBnsaloTcs
pykosoacTBy CriefCcTBEHHOrO KOMUTETA B YCTAHOBIEHHOM nopsiake B Buae cnpasok (npunoxenne N 37 k MHCTpykumm),
CBOAOK, OTYETOB CTaTUCTMYECKOro M aHanuTuuyeckoro xapakrtepa. log obbemoM AOoKymeHToobopoTa noHUMaeTcH
KONMMYecTBO [OKYMEHTOB, MOCTYNUBLUMX B nNogpasgerneHve ueHTpanbHoro annapata CrneacTBeHHOro KommuteTa,
CrneaCTBEHHOro OpraHa, yuypexaeHun n opraHumsaumm CrneaCcTBEHHOrO KOMWUTETa, U CO34aHHbIX MM 3a onpefeneHHbIV
nepuog BpemeHu (mecsd, roq).

4.14.2. Y4yeT KonuyecTtBa OOKYMEHTOB npoBOAUTCA MO pPernctpaunmoHHbIM OaHHbIM B MeCTax perncrpauunmu
LOOKYMEHTOB.

3a eanHnuy yyeta Konunyectesa OOKYMEHTOB NMPUHUMAETCA 3K3eMMNidp OOKYyMeHTa (I'IOD,J'II/IHHI/IK nnn Konua, ecnu
3TO €OMHCTBEHHbIN K3eMnnap ﬂOKyMeHTa). 3K3eMI'IJ'IF|pr OOKYyMeHTa, norny4vyaemble B pe3dynbTaTte KonupoBaHUA UIn
TUPpaXnpoBaHUA OOKYMEHTA, B obbeme LI,OKyMeHTOO60pOTa HE Y4YUTbIBAlOTCA.

YueT KONUpYEMbIX W TUPaKMUPYEMbIX [OOKYMEHTOB MOXET BECTUCb OTAEMNbHO MO YYeTHbIM AaHHbIM
noApasaeneHns, OCyLLIECTBNAWEro KONMMPOBarbHO-MHOXUTENbHbIE PaBoThl, AN onpeaeneHns 3arpyskm TEXHUYECKUX
cpeacTs, pacuyeTa notpe6HocTH B HOBOM  0GopydoBaHuu, HOPMMPOBaHUA  Tpyda nepcoHana
KOMNMpoBarnbHO-MHOXUTENLHOrO NoApasaeneHns 1 onpeaeneHns YNCNeHHOCTU paboTHUKOB.

Mpn yuyeTe uUCXoOSLMX [OOKYMEHTOB COMPOBOAUTENBHOE MUCbMO W Mpunaraemble K HeMy [OOKYMEHTbI
NPUHMMAIOTCS 332 OJIMH JOKYMEHT.

4.14.3. CBegeHusi 06 oGbemMe OOKYMEHTOOBOpPOTa B NoApasaeneHusix LeHTparibHoro annapara 3a npolueawui
Mecal A0 5 uyuicna cnegywollero Mecsilia NPeAcTaBnsAloTcA UMM B ynpaBrneHne Ha GymaxHOM HocuTene v B
3MEKTPOHHOM Buae.
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YnpaeneHne exemecsdHo (3a npowedwunn mecsu) go 10-ro uvMcna cnegyrowero mecsua n exerogHo go 20
SIHBaps HAa OCHOBaHMM MPEeACTaBMNEHHbIX NOAPA3neNeHUsMN LEHTParbHOro annapaTta CBeAeHui onpegensietr obbem
OOKyMeHToobopoTa W roToBuT Ans pykoBoacTBa CneacTBEHHOro kKomuTeTa CrpaBKy O [JOKyMeHToobopoTe B
nogpasgeneHusx LeHTpanbHoro annaparTa.

CnepncTBeHHbIE OpraHbl, yYpexaeHuss 1 opraHmsaumm npeactaensaoT kK 1 deBpana u k 1 aBrycta cBefeHus ob
obbeme OOKYyMEHTOOOOpOTa B ynpaBreHuMe, KOTOPOEe MO MTOoram Kagoro nonyroaus obobLliaeT COCTOsiHME 3TOW
paboTbl.

V. KOHTPOI1b NCIMONHEHNA JOKYMEHTOB

5.1. KoHTponb WCNONMHEHWss [OOKYMEHTOB (daree - KOHTPONlb) COCTOUT W3 OCYLLECTBISieMblX [NaBHbIM
OpraHn3auMOHHO-NHCMNEKTOPCKUM yMNpaBreHmeM, pyruMy nogpasgeneHnsammn LeHTpanbHoro annapata CrneacrBeHHOro
KOMUTETAa, COOTBETCTBYHOLLNMHA nogpasgeneHnamm cnegcCcTtBeHHbIX OpraHos, yqpe>K,u,eH|/|17| n OpFaHI/I3aLI,I/IVI
CrnepnctBeHHOro komuTeTa npouenyp no y4yeTy, aHanuady CpPOKOB W KayecTBa MCMOMHEHUS AOKYMEHTOB C Lenbio
YKpEenmneHus UCMOSTHUTENbCKON AUCUMMITMHBI U NOBbILEHMS 3hdEKTMBHOCTU AesATenbHOCTN CreaCcTBEHHOIO KOMUTETA.

K ykasaHHbIM npoueaypaM OTHOCATCS:: MOCTaHOBKA [OKYMEHTa Ha KOHTPONb, MPOBEpKa CBOEBPEMEHHOCTU
NOMyYEeHNs1 UCTIONHUTENEM KOHTPOSBHOrO AOKYMEHTA, NPeaBapuUTENbHbIA KOHTPOSb, NpeaynpeavTenbHbIA KOHTPOIb,
aHanuTUYECKNIA KOHTPOIb, CHATME AOKYMEHTA C KOHTPOSS.

KoHTpoOmb 3a MCNOSIHEHMEM MOPYYEHUA OCYLLECTBASEeTCA B MNopsaake, NpeaycMoOTpeHHOM nyHkTamun 56 - 64
Pernamenta CneacrseHHoro komuteta Poccuiickon deagepaumm.

5.2. Ocobomy koHTponto B CneacTBEHHOM KOMUTETE noanexar:

1) nopyyenus MNMpepcenartens CneacTBEHHONO KOMUTETA U €ro NEPBOro 3aMeCcTUTENs, 3aMecTUTenewn, JaHHbIe BO
ucnonHeHune denepanbHbiX KOHCTUTYLIMOHHBIX 3aKOHOB 1 (befeparnbHbiX 3aKOHOB, YKa30B, PacnopsiKeHWU U NopyveHni
Mpe3ngeHTta Poccuiickon ®epepaunn;

2) nopy4yeHus MNMpencenatenst CnegcTBEHHOrO KOMUTETA U €70 MEPBOro 3aMeCcTUTENS, 3aMecTuTenen, AaHHble BO
ucnonHeHne noctaHoBneHun lNpasButenbctBa Poccunckon degepaumm no BONPOCAM, OTHECEHHBIM K KOMMETEHLMM
CnepncTBeHHOro KOMUTETa, a Takke BO UCMOMHEHME NapnaMeHTCKMX 3anpocoB, 3anpocoB 1 obpalleHui 'eHepanbHOro
npokypopa Poccuiickon denepaumm u ero 3amectutenen, npeacenartenen Coseta ®enepauum n focynapcTtBeHHON
Oymbl, nx 3aamectutenen, uneHos Coseta dPefepaumm n genytatos FocyaapcrteeHHon Oymbl PenepansHoro CobpaHus
Poccuiickon ®epepauuun, Pykosoautena AgmuHuctpauum lMNMpesmaeHTta Poccuinckon depepaumm 1 ero samectuTernen,
Cekpetapsi CoBeTta besonacHoctn Poccuiickonn ®enepaumm n ero 3aamecTutenen, pykoBOAUTENEN CaMOCTOSTENbHbIX
nogpasaeneHnn AgmuHuctpauum MNMpesmgeHTta Poceuniickon depepaimm, NoNHOMOYHBLIX Npeactasutenen NpeangeHTa B
denepanbHbix okpyrax, [lpegcepatens CuetHou nanatbl Poccuiickon ®depepaumm ©n ero  3aMecTuTenen,
YnNonHoMO4YeHHOro no npaeam 4YenoBeka B Poccuickon denepaunm, YnonHomodeHHoro npu MNpesngeHte Poccunckon
depepaumm no npaesam pebeHka, YnornHomouveHHoro Poccuiickon ®epepauum npu EBponerickom Cyge no npaeam
yenoseka - 3amectutens MwuHuctpa toctuumm Poccunickon  Pepepaunn, YnorHOMoYeHHoro MuHucTepcTBa
MHOCTpaHHbIX Aen Poccuiickon Penepaumm no BompocaM MpaB 4YeroBeka, AEMOKpaTMM M BEPXOBEHCTBA MNpasa,
Mpencenatena O6wecTtBeHHon nanatbl Poccunckon depepauum n ero 3amectutens, MNpenceparens LieHTpanbHOM
nsbupatensHon komuccum Poccuinckon ®depepaunn, npegcepatenen KoHctutyumoHHoro Cypa  Poccuickon
depepaumun, BepxosHoro Cyna Poccuiickon Pepepaumm n Beicero ApbutpaxHoro Cyaa Poccuiickon Pegepaumm n nx
3amMecTuTenen, pykoBogutenen gegeparnbHbiX OpraHoB UCMOMHUTENBHOW BRAacTu, PyKOBOAUTENEN 3aKOHOAATENbHbIX U
NCMNOMHUTENBHBIX OpraHOB rOCYyAapCTBEHHOW BriacTn cyobekToB Poccunckon ®egepauum;

3) nopydeHus, cogepxaliMecs B MpaBOBbIX akTax, nnaHax paboTbl U peweHusax konnermn CneacTBeHHOro
KomuTeTa, npoTokonax nposoaumbix [peacenatenem CneacTtBEHHOro KOMUTETa WM €ro nepBbiM 3aMecTUTenem,
3aMeCcTUTENsMM COBEeLLaHW, KOOPAMHAUMOHHBLIX COBELlaHWA pykoBOoAWUTENEN MPaBOOXpPaHUTENbHbIX OpraHoB,
npegycmaTtpusatoLlne nposegeHne MeponpusaTUin B KOHKPETHbIE CPOKM (MepUOANYHOCTb UCTIONHEHNS);

4) nHble Nopy4eHus, nocrtaeneHHble Ha ocobbin kKOHTponb MNpeacenartenem CneacTBeHHOro komuTeta nubo ero
nepBbIM 3amMecTUTENeM, 3aMeCcTUTENAMU.

5.3. KOHTpoOmnb MWCMOMHEHMSI WHbIX OOKYMEHTOB B COOTBETCTBMM C MOPYYEHUSIMU MEPBOrO 3amMecTuTens,
3amectutenen lNpencepartens CneacTtBEHHOrO KoMuTETa, PyKOBOAMTENEN MOAPa3feneHMn LieHTpanbHOro annapara
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CnencTBeHHOIO KOMUTETa OCYLLECTBRSAT MOMOLLUHUKK 3aMecTutens [Npencenatens CrnefocTBEHHOro KomuTeTa Mo
0COBLIM MOPYYEHMSIM, MOMOLLIHUKA PYKOBOAUTENS FMABHOMO yrnpaBreHns U ynpaBneHUs, HUXKECTOosILLUE pyKOBOAUTENM,
oTAenbl OOKYMEHTALUMOHHOro obecrnedyeHusl, noapasaeneHns U paboTHUKM [OenonpousBoACTBa COOTBETCTBYIOLLMX
noapasaeneHuii LeHTpansHoro annapata CneacTBeHHOro KoMuTeTa.

5.4. MNopapasgeneHus UeHTpanbHoro annapaTa CrneAcTBeHHOro komuTeTa (COOTBETCTBYHOLIME noapasfaeneHus
CMEeACTBEHHbIX OPraHoB, yUpexaeHuii u opraHmsaumin CneacTBeHHOro KOMUTETA) OCYLLECTBSAT KOHTPOMb UCTONMHEHWS]
[OKYMEHTOB B COOTBETCTBUM C UX KOMMNETEeHUMEN U BO B3aMMOAENCTBMN ¢ [NaBHbIM OpraHu3aLyMoHHO-UHCNEKTOPCKUM
ynpasreHnem.

5.5. MNocTaHoBKY ObOpalleHWin Ha LEeHTPanmn3oBaHHbIA KOHTPOSb OCYLLECTBASAT paboTHMKN ynpaBreHus npu mx
npeaBapuTeNbHOM PacCMOTPEHUN MOCPEACTBOM HaHeceHusi oTtucka wrtamna "Ocobbil KOHTpOMb" Kpacutenem
KpacHoro LBeTa B NpaBoOM BEpXHEM YrIy NepBoro fnmcta AoKyMeHTa, noanexailero KOHTPoo.

Mocne paccmoTperus Mpeaceaatenem CneAcTBEHHOrO KOMUTETA U BHECEHMS! YTNONTHOMOYEHHBLIMU paboTHUKaMM
B AVK "Hagsop" nHdopmauumn o6 ykasaHuUM No MCMNONMHEHUIO JoKyMeHTa (pesontoumnn) MNpencepatenst CnegcTBeHHOro
KOMUTETA KOHTPOJIbHble OOKYMEHTbl HanpaBiAlTCA B COOTBETCTBYHOLUME nopgpasaerieHna LUeHTpallbHOro annaparta
CﬂeﬂCTBeHHOFO KOMUTEeTa ANnd UCNOoJIHEHUSA.

5.6. YNONMHOMOY€EHHbIN pabOTHWMK 3aBOAMUT Ha KaxObli KOHTPONbHbIA AOKyMeHT B AUK "Hagsop" KOHTpOmnbHYyo
KapTOYKy, B KOTOPYHO BKJIHOYAKTCS BXOASLLMA PErMCTPALMOHHBLIA HOMEP OOKYMEHTa M ero gaTa, gata M cogepaHue
Nopy4eHMs1, CPOK €ro UCMOSTHEHUS!, HAMMEHOBaHWE NOAPa3aeNeHNA-UCNONHUTENS U Apyras uHpopmauums.

SﬂeKTDOHHbIe KOHTPOIbHbIE KapTO4KN OOKYMEHTOB, NOoCTaBNE€HHbIX Ha KOHTPOIJ1b NUCNOJTHEHUA,
CNCTEMaTU3INPYKOTCA MO CPOKaM UCMNOJTHEHUA, NO UCNOJNTHUTENAM, NO rpynnamMm OOKYMEHTOB. KOHTpOJ'IbHaFI KapTo4Ka Ha
6yMa)KHOM HOCcUTeNe TakkKe HarnpaBndeTcda C KOHTPOJIbHbIM OOKYMEHTOM MUCMOJTHUTENIO.

5.7. PykoBoauTenb noapasgeneHuss LeHTpanbHoro annapata CneacTBEHHOro KoMuTeTa,  NOMyYvBLUWIA
KOHTPOIbHbIA AOKYMEHT, onpedensieT ero WCMonHUTens, KoTopblii obecneunBaeT cbop, obpaboTky M 06obLieHue
HeobxoaunMoW AN UCMOSTHEHUS MHAoPMaLIMK, NOArOTOBKY HEOBX0AMMbIX JOKYMEHTOB, NMPOEKTOB OTBETOB (CIy)KeOHbIX
3anucokK) o peaynbTatax UCMONHeHUs, a Takke cobrnioaeHNe YCTaHOBINEHHbBIX CPOKOB.

5.8. npeﬂBapI/lTeJ'lebIIZ KOHTPOJIb OCyuWleCTBdeTCA C NOMOLLbIO 6yMa)KHbIX Konui ANEKTPOHHbLIX KOHTPOJIbHbLIX
KapTo4YeK OOKYMEeHTOB, HanpaBlide€MblX YNOJIHOMOY€HHbIMU paGOTHI/IKaMI/I B noapasaeneHuna ueHTpanbHOro annaparta
CnepncTBeHHOro KoM1TeTa, ABMSIOLNECS FONTIOBHLIMU UCMONTHUTENSMM.

Ha KOHTpOMnbHbIX KapTO4ykax [OOKYyMeHTOB C nopydvyeHuamu [lpencepatens CneacTBeHHOro  komuTeTa
npoctaensieTcs OykBeHHbIM MHAeke "K".

PaboTHUKM genonpousBoacTBa nogpasaeneHuin LeHTpansHoro annapata CneacTBeHHOro KoMMTeTa UCMONb3yoT
yKasaHHble  KapTouykM  Ans KOHTpOns UCMNOMHEHNA  [OKYMEHTOB MU NHOPMMPOBaHUS maBHoOro
OpraHn3aLMOHHO-MHCMNEKTOPCKOro YNpaBneHus.

5.9. MNpenynpeauTenbHbIA KOHTPONb ocyLlecTBnsieTcst [MaBHbIM OpraHM3aunoHHO-MHCNIEKTOPCKMM yrpaBneHnemM
NMOCPeACTBOM pacCChIIKM MEepeYHeln KOHTPOINbHbIX [OKYMEHTOB C nopydeHusmu [peacepatens CrneacTBEHHOro
KOMUTETA, HanpaBndaAeMblX exeHeaenbHO noapasgeneHnAaM-UcnonHnTenam un  Kypupyrwowmm KX 3aMecTtutenam
Mpencenatens CneacTBeHHOro kKoMuUTeTa.

I'Iepequb KOHTPOJIbHbIX OOKYMEHTOB COOEPXKUT KpaTkKne cBeaeHUA O KOHTPOJIbHbIX [OOKYMEHTaXx, CpOK
NCMOJTHEHUA KOTOPbIX UCTEKAET B Te4YeHne CJ'Ie}J,yI-OLU,EVI Hegenu.

B cooTtBeTcTBUM C YKa3aHHbIM nepevyHeM (aBHoe OpraHn3aumMoHHO-MHCMEKTOPCKOEe ynpaBrieHne nony4vaeTt u3
nop,paa,u,eneHMPl LEeHTparibHOro annaparta CneacTBeHHOro KomuTteTa VIH(bOpMaLI,I/HO 00 ucnonHuTene KOHTPOJIbHOIro
LOOKyMeHTa ((baMVIJ'IVIFI, nmM4, OT4eCTBO U Teﬂe(bOH), TeKylweM COCTOAHUN WUCNOJIHEHUA, a TakKkKe HanoMUHaeT 00
NCTEe4YeHUn CpoKa NUCIMNOSTHEHUA.

5.10. AHanuTnyeckmmn KOHTpOIb npegcrasnseT coboii ocyLecTBNseMblIv MaBHbIM
OpraHM3auUMOHHO-UHCMEKTOPCKNM  YNpaBieHNeM eXeHederbHbli aHanM3 CocTosiHMA paboTbl C  KOHTPOSMbHbLIMU
AOKyMeHTaMu B noapasaerneHunsx LueHTpanbHoro annapaTta CneacTtBeHHOro kKomuTeTa.
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AHanuTuyeckass uHdopmaumsi o6 WCNOMHEHWM KOHTPOSbHbIX [AOKYMEHTOB C nopyyeHusamu [pencenatens
CnencTBeHHOro KomuTeTa BKMOYaeTcs B crnpaBKy 06 WCMOMHEHUM KOHTPOSbHLIX [AOKYMEHTOB M B NepeyeHb
HEWCMONHEHHbIX KOHTPOSIbHbIX [OOKYMEHTOB 3a MpOLUeALly Hefeno, KOoTopble MpeacTaBnsiTCsa exeHedernbHO
Mpencepatento CneacTBeHHOro KOMUTETA UM €ro NepBOMY 3aMecTuTento, 3amecTutensam. Kpome Toro, Mpeacepartento
CneacTBeHHOro KoMuUTeTa HanpaBnsieTcs aHanuTuyeckasl crpaBka, codep)kallas uHdopmMauumio o6 obluem obbeme
KOHTPOSIbHBLIX [OKYMEHTOB, KONMYECTBE AOKYMEHTOB, CPOK UCMOSNTHEHWUSI KOTOPLIX UCTEK B TEYEHWUE TEKYLLEN HEAENWN U C
Hayana roga, KONMMYecTBe [OOKYMEHTOB, MCMONHEHHbIX B CPOK, C HapyLleHMEeM CpokKa WM HE WCMOSIHEHHbIX B
CnencTtBeHHOM KOMUTETE.

Bbinucku 13 cnpaBknK, a Takke nepeyvyeHb HEUCNOJIHEHHbLIX KOHTPOJIbHbIX OOKYMEHTOB HanpaBlIAKOTCA NepBoOMYy
3aMecTuTernto, 3aamMmecTtuTendam I'Ipep,cep,aTenﬂ CnepncTBeHHOro komuTeTa n B nogpasgerieHnAa-ncnoNnmHNUTEnNn.

5.11. OTBETCTBEHHOCTb 3a HEWCMNOJTHEHME, HecBOeBpeMeHHOe UM HeHaanexailiee UCNoJIHeHUe KOHTPOJIbHbIX
OOKYMEeHTOB B COOTBETCTBUM C 3aKOHOOaTesIbCTBOM HEeCyT I'IepBbIﬁ 3amMecTuTeslb, 3aMecTUTenun I'Ipe,u,cep,aTenﬂ
CneacTBeHHOro KOMMUTETA, pykoBOAUTEIN nop,pasp,eneHvM LEeHTparbHOro annaparta CneacTBeHHOro KomuTeTa,
NCNOJTHUTENN.

5.12. CHdATME [OKYMEHTOB C KOHTPONA oOcywecTBnsdetca [naBHbIM  OpraHn3aLMOHHO-UHCNEKTOPCKUM
ynpaeneHnem B AWK "Hagsop" Ha ocHoBaHuUM UWHpopmMauun nogapasgeneHus-mcnonHuTens o6 MCnonHeHum
KOHTPOSbHOro JOKYMEHTA.

[ns aTtoro nocne BbIMNOMHEHUS COOEPXALWMXCA B KOHTPOSMbHbIX [AOKYMEHTax MOopyYeHUn Mo CylecTBy
(HanpaBneHus cooTBeTCTBYyOLWMX OTBeToB (goknagos) [pesnpgeHTy Poccuiickon Pepepaumun, B [MpaBuUTEensCcTBO
Poccuiickon ®epepaumun, UWHbIM agpecaTaMm, aBTOpaM KOHTPOSbHbIX [AOKYMEHTOB) paboTHWK noapasaeneHus
ueHTpanbHoro annapata CneacTBEHHOrO KOMUTETa, OTBETCTBEHHbIN 3a WCMOMHEHWe [OKyMeHTa, AenaeT Ha
KOHTPOSIbHOM [OKYMEHTe OTMETKYy 06 WCMONMHEHUW M HanpaBfieHnW ero B COOTBETCTBYHLLEE HOMEHKNaTypHoe Aerno,
3aTem Hes3amMeAnuTernbHO BHOCUT MHGopMaLmio 06 NCNONHEeHWN yKasaHHOro JOKYMeHTa (Homep, AaTy U HaMMeHOBaHune
agpecaTa ucxogsuiero oTeeTa (goknaga), a Takke KeM OH NoAanucaH) B ByMakHy KOMUIO 3NEKTPOHHOW KOHTPOSbHOW
KapTOuKW.

3anornHeHHas UCMONHUTENeM M NOAMNMUCaHHas PyKOBOAMTENEM (3aMecTUTeNeM pyKoBOAWUTENs) noapasgereHust
LueHTpanbHoro annapata CneAcTBEHHOrO KOMWUTETA KOHTPONbHas KapTodyka paboTHUMKOM [OenonpousBoacTBa
noapasgeneHus LleHTpasibHOro annapara CnepacTeeHHoro koMuTeTa nepefaeTcs B MaeHoe
OpraHn3aLMOHHO-MHCMEKTOPCKOE  yrpaBrneHne U  ABNSeTCA  [AOKYMEeHTamnbHbiM  MNOATBEPXOEHUEeM  WCTOMNHEHUs!
KOHTPOMNBHOIO AOKYMEHTA.

5.13. CpOKun UCNONHEHNST KOHTPOSbHbBIX JOKYMEHTOB MCYUCHISOTCS B KarneHAapHbIX OHAX:

noctynuewunx ot [lpesngeHta Poccuiickon ®epepauun, [pasutensctBa Poccumnckon ®depepauun,
YCTaHOBIEHHbIE 3aKOHOAATENMbHLIMU U UHBIMU HOPMaTUBHBLIMW MPaBOBbIMM akTamu Poccuickonn depepaumm - ¢ gathbl
noanucanns (YTBEPXXOEHWs!) JOKYMEHTa, NMOCTYNMBLUMX M3 ApYyrux defepanbHbiX OpraHoB MCMNOMHUTENBHOW BNacTu u
opraHusauui - ¢ gatbl NOCTYNNEHNsT KOHTPOJBHOIO AOKYMeHTa B CneacTBEHHbI KOMUTET;

B COOTBETCTBMM C TpebOBaHUSIMW NPUKA30B W OPYrMX HOPMaTMBHO-MPaBOBLIX AOKYyMeHTOB CreacTBEHHOro
komuTteTa Poccuiickon egepauuu.

5.14. MNMpu noproToBke OOKYMEHTOB W B Mpouecce paboTbl C AOKYMEHTaMu MOryT MCMONb30BaTbCs OTMETKMU:
"cpo4yHO", "He3ameanuTenbHO", "onepaTuBHO", "NnoanexuT Bo3spary"”.

Mpy HanuumMm oOTMeTKM "CpoyHo", "HeszameanutenoHoO" wnn "onepaTUBHO" [OOKYMEHTbl nepeadarTcs
He3amMeannTenNbHO, HO He No3aHee YeM B TeveHune 12 4yacos.

C oTmeTKoR "CpOoYHO" nnn "HezaMmeanMTeNsHO" JOKYMEHT NOANEXUT UCNIONHEHNIO B 3-OHEBHbLIN CPOK.
C otmeTkoM "onepaTuBHO" AOKYMEHT NOASEXMUT UCMONTHEHNO B 10-OHEBHbIN CPOK.

VI. NOPAAOK BbIMOJTHEHNA KOMUMPOBAJTbHO-MHOXWTENNBHBIX PABOT
N OOGOPMIEHNA KON JOKYMEHTOB
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KoHcynbTaHTlInoc: npumeyaHue.
MpunoxeHne N 38 k IHCTpyKUMK He NpUBOAMTCS.

6.1. TupaxmpoBaHWe M CHATUE KOMWUIA CO CNy>KeBHbIX 4OKYMEHTOB Ha KOMMPOBaNbHO-MHOXUTENBHBLIX annapaTtax
NPON3BOAMTCS Ha OCHOBaHWM 3akasa Ha BbINOSIHEHWE KOMUPOBANbHO-MHOXMUTENbHbLIX PaboT yCTaHOBNEHHOW (hOPMbI
(nanee - 3aka3) (npunoxenne N 38 k MHCTpyKUUK), NOANNCAHHOIO PYKOBOAUTENEM UNN 3aMECTUTENEM PYKOBOAUTENS
nogpasgeneHust LeHTpansHoro annaparta CrnecTBEHHOro kKoMuTeTa.

6.2. KonvpoBaHvWe OOKYMEHTOB MO YrofioBHbIM [erniaM MNpou3BOAMTCS TOSMbKO MNPV HanWuMM Ha 3aKkase BU3bl
PYKOBOAMTENS CNEACTBEHHOMN rpynnbl.

6.3. TMpammpOBaHme OopraHn3aumMoHHO-pacnopAaAanTenbHbIX, MEeTOoAUYEeCKUX «u I/IHCt)OpMaLI,MOHHO-CI'IpaBOLIHbIX
LOOKYMEHTOB Nno BOMnpocam OCHOBHOW AeaTenbHocTM CneacTBEHHOro KOMUTETa, Noanexawmx MacCoBOWN pacchblfike B
TepputopunaribHble  cneacrtBeHHble - OpraHbl, npon3BognTcA npu Hann4mmn Ha 3aKkase BU3bl MaBHoOro
OpraHmn3aunoHHO-NHCNEKTOPCKOIo yrnpaBri€eHUA.

6.4. KonvpoBaHue TekyLMX MaTepuarnosB U AOKYMEHTOB NPOU3BOAUTCA B 3aBUCUMOCTM OT 0Gbema U CIOXHOCTU
paboTbl B CPOKM OT OAHOMO A0 NATM pabounx OHel B MopsaKe MX MOCTYNIEeHUs!, CpodHble - BHe ovepean. CpoYHOCTb
onpegensieTcss  pykoBoauTenem noApasgeneHvsl  LeHTpanbHoro annapata CreacTBeHHOro  komuteta Y
noATBEPXKAAETCH COOTBETCTBYIOLLENH OTMETKOM Ha 3aka3e. CpoYHO (B MPUCYTCTBUM 3aKasymka) KOMMPYTCS JOKYMEHTb,
noctynatowime ot MNMpeacenatens CneAcTBEHHOrO KOMUTETA U €70 NepBOro 3aMecTUTENs, 3aMecTUTesNen.

6.5. [lokymeHTbl obbemom Gonee NSATU NUCTOB MHAOPMALMOHHOIO, CMPaBOYHOINO M METOAMYECKOro Xapakrepa
KOMUpYOTCS, Kak NpaBuio, Ha 06enx CTOpoHax fimcTa ¢ YMeHbLUEHMEM TeKcTa unu B Buae b6powutop (06bem OpoLutop He
[OoImKeH npeBbiwaTb 45 - 50 cTpaHny hopmata A4).

KayecTBO neyatM MOCTynawLiMx Ha KOMMpOBaHWE [OKYMEHTOB [OMMKHO obecnednmBaTb TEXHUYECKYHO
BO3MOXHOCTb MOMy4YeHUs Konui; pasmep nucta dymarun He 6onee 420 x 297 mm (dpopmaT A3); cKOObI 1 MHbIE 3NIEMEHTbI
nepenneta 6pOLLIOP M CKPENIeHNst OKYMEHTOB YAansTCA 3aKa34MKoM.

6.6. He npousBoauTca TMpaxXmpoBaHWE KHWI, CMPaBOYHMKOB, KOAEKCOB, OPOLUIOP, raseT WM raseTHbIX Bbipesok,
HeYeTKUX KCepokonuin n akCUMUMbHBIX KOMUIM, a Takke pykonucen (Kpome obpalleHuin rpaxpgaH), C BKrenkamw,
3arpsi3HEHHbIX, C TPYAHOYUTAEMbIM TEKCTOM U MENKUM LUPUAITOM.

6.7. He nognexar TupaxumpoBaHuto brnaHkun CneacTBEHHOro KOMUTeTa.

6.8. ,D,OKyMeHTbI, HanpaelieHHble Ha KonupoBaHWe U TupaxunpoBaHMe C HapylweHUeM YyKa3aHHbIX Tpe6OBaHMl7I,
KONMnpoBaHUIKO HE noanexat U BO3BpaLlakoTCA 3aKa3ynKy.

6.9. N3roToBneHHbIe KONUK BMECTe C NOANMMHHUKOM OOKYMEeHTa BblOalTCA 3akKa3ynKy non pacruncky.

KoHcynbTaHTlINOC: npumMmeyaHme.
MpunoxeHue N 39 k IHCTpyKUUnM He NPUBOANUTCS.

6.10. YueT KonmMpyembiX OOKYMEHTOB C Gonbwum Tupaxom (HaumHas ¢ 50 3k3.) BedeTca B KHUre ydeTta
KOMMpPOBanbHO-MHOXUTENBHbLIX paboT (npunoxeHne N 39 k NHCTpyKumMKM), B KOTOPOW yKa3blBaOTCA Aata MOCTYNSIEHUS
3akasa, BMA [OOKYMEHTa W €ero HauMeHoBaHuMe, Adata M HOMep [OOKyMeHTa (MpuM WX Hanuuum), COoKpalleHHoe
HanmeHoBaHue nogpasaeneHns (MHAekc), damunus, UMsi, OTYECTBO 3akasuuka, Tupax (KOnMYecTBO NUCTOB U CHATbIX
Konui), Aata u pacnucka nonyyartens.

BriaHkM MCNONHEHHbIX 3aKa30B XPaHATCA B Te4eHue roga no nopsiaky HoMepoB.

6.11. KonupoBaHue Hebonbwmnx no obvemy (4o 5 n.) M Tupaxy (4o 3 9k3.) cnyxebHbiXx MaTepuarnos
NPOM3BOAMTCSH Ha KONMMPOBAasbHbIX annapartax, YCTAHOBIEHHbLIX HEMOCPEACTBEHHO B NOAPa3ferieHnsiX LeHTparnbHOro
annapata CnegcTBeHHOro kKomuTeTa.

6.12. OTBeTCTBEHHOCTL 3a 06OCHOBaHME Tmpameﬁ, MX COOTBETCTBME CMNUCKaM pPacCCblfiIKM OOKYMEHTOB HECyT
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pykoBOOUTENW NoapasaeneHnii-3aka3ynkos.

6.13. KOI'II/IDOBaHI/Ie OOKYMEHTOB, coaepXalwnx cBefeHund, CcocCTtaBndawwme rocynapCrtBeHHYH TaI7IHy,
OCyLLEeCTBIIAETCA B COOTBETCTBMN C YCTAHOBJ1IEHHbLIM NOPAAKOM.

VII. BbINOJIHEHWME MEPEBOJOB

7.1. Bxogsiwme OOKyMEHTbI Ha MHOCTPaHHbIX A3blkax, NocTynuBLUMEe B CneacTBeHHbI KOMUTET, 40 perucTpaumum u
HanpaBneHuss B COOTBETCTBYIOLUME NoAapasgeneHms Anst pacCCMOTPEHUs MO CyLLEeCTBY NOASexXaT nepeBody Ha pyccKuii
A3blk paboTHMkamu CneacTBEHHOrO KOMWUTETa, B [OJMKHOCTHblE 0O0SI3aHHOCTU KOTOPbIX BXOAWUT OCYLLECTBIEHUE
NnepeBodoOB AOKYMEHTOB, UMW BHELUTATHbIMK NepeBogunkamu. Mpu HeoBXOAMMOCTM NEePEBOA OCYLLECTBASIETCA B X04e
npuema rpaxmgaH.

B UeHTpalbHOM annapate CneacTBeHHOro kommuteTa nepeson npu HeobxoQMMocCTun ocyLlecTBndeTcA
paGOTHMKaMI/I ynpaeneHna MeXxayHapoOHO-NMpaBOBOro CoOTpyaHM4YeCcTBa CneacteeHHoro komuteta Poccunckon
CDep,ean,VIVI (p,anee - ynpasneHne MmexayHapogHo-rnpaBsoBoro COprﬂ,HVI‘-IeCTBa) M BHeEWTATHbIMU NepeBog4YnKamMn.

KoHcynbTaHTlntoc: npumevaHue.
MpunoxeHne N 40 N 41 k IHCTpyKUuUKM He npuBOAUTCS.

7.2. TlopyyeHne Ha nepesog (npunoxeHne N 40 k WHCTpykumu), agpecoBaHHOe B ynpasBneHue
MEeXOYyHapOA4HO-NPaBOBOr0  COTPYAHMYECTBA, MOAMUCLIBAETCS  PYKOBOAUTENEM NOAPAa3LeNieHnst  LeHTparnbHOro
annapata CneacrtBeHHOro komuteta. Ha nepeBog HanpaBnsiloTcA OOKyMeHThl, 6€3 nepeBoga KOTOPbIX HEBO3MOXHO
NpuHATL  pewweHne. [lokyMeHTbl nepedarTcsa ©e3 KOHTPONbHbIX MPOM3BOACTB, MPOM3BOACTBA HaxoAasTcs Y
ucnonHuTenen. Y4yet v nepegadya OOKYMEHTOB BedyTCA MO KHUre yyeta AOKYMEHTOB, MOCTYMMBLUMX Ha NepeBos
(npunoxenue N 41 k UHcTpykumm).

7.3. ObpalueHns n NpnobLLEeHHbIE K HUM AOKYMEHTbI NepeBoasaTcs 0630pHO ¢ 06593aTenbHbIM YKasaHWeM AaHHbIX,
HeobxoomMmbix ansa peructpauun B AVK "Hapgsop". MonHbin nepeBo obpalleHusi OCyllecTBNSAeTCS Ha OCHOBaHMM
nopyyeHust Ha nepeBofd, 0pOPMIIEHHOIo B COOTBETCTBMM C TpeboBaHuamMu VHCTpykuun. Mpu NOCTYNNEHUN HECKOMBbKNX
OOVHaKOBbLIX AOKYMEHTOB (obpalleHuin) nepeBooutcs OAuH (OOHO) M3 HUX C yKasaHWeM Y4YeTHbIX HOMEpOB BCEX
OCTarnbHbIX JOKYyMEHTOB (0bpaLLeHuit).

Ecnm B [pOokymeHTe (oOpalleHun) comepatcsi BOMPOCHI, OTHOCSALUMECS K KOMMETEHUMM HECKOIbKMX
noapasaeneHuii, nepeBos BbINoMHAETCA B HEOOXOAUMOM KONMYeCTBEe 3K3EMMIAPOB,

7.4. lepeBeOeHHbIN TEKCT [OOKYMEHTA WCMOMHAETCH MALUMHOMUCHBIM UMW PYKOMUCHBIM CNOCOBOM  YeTKUM
MoYepkom (KpacuTenem 4YepHOro MM CUHEro LBeTa), noanucblBaeTca M gatupyetcd. B npaBom BepxHem yrmy
YKa3blBaeTCs, C KaKOro $3blka BbIMOSIHEH MEpPEeBO, W CTaBUTCA YYETHbIA HOMEpP MO KHUre y4veTa [OOKYMEHTOB,
nocTynuelUMX Ha nepesof. lMpu nepeBoge cyneOHbIX MaTepuanoB MPOCTABMAKTCA Takke HOMepa KOHTPOSIbHOro
nNpon3BoACTBa (C ykazaHmeM hammnuum nuua) u gena (yronoBHOro u Ap.), AaeTcs CCbifika Ha ToM, nucThl gena. MNoanmck
nepeBoauYMKa CTaBUTCS Ha KaXXOOM nNucTe aena.

Hanpumep:

C TaTapcKoro si3blka

nepesog N 375 H/n 15-375-2010 no geny CyntaHoBa X.X.,
neno N 3-27-2010, 1. 3, n.a. 52-76.

Mpv nepeBoae No3apaBUTENbHBIX U MPUTIIAaCUTENbHBIX MUCEM YYeTHbIN HOMEP U MOANUCL NepeBodYMKa CTaBSATCS
Ha BTOPOM 9K3eMMMsipe JOKYMEHTA.

7.5. I'IepeBop,qMK 00s13aH OTMETUTb 06Hapy>|<eHHb|e B TEeKCTe ﬂ,e(beKTbl, B YaCTHOCTWU NOAYUCTKKN, UcnpaBlieHUd,
HEOroBoOpeHHbIE TMNPUMNMNUCKKN MeXay CTPOK, CAellaHHble pPa3HbIMWA YepHuinamu wunn LOpyruM no4YepKkom, OeccBs3HO
N3IOXeHHble UM He3aKOHYeHHbIe Cppa3bl, NCKaXeHud, nponyuweHHble CfioBa, a Takke yKa3aTb, YTO B Aere nMmeeTca

KoHcynbTanTlNKoC

www.consultant.ru Crpanuua 78 13 94
HaeXHas npaBoBas noaaepXxkKa



https://login.consultant.ru/link/?req=doc;base=LAW;n=93980;fld=134;dst=100003
https://login.consultant.ru/link/?req=doc;base=LAW;n=93980;fld=134;dst=100003
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru
http://www.consultant.ru

Mpukas CK Poccun ot 18.07.2012 N 40
"06 yTBEepXaeHnM MHCTpyKLMM NO Aenonpon3BOACTBY JokyMeHT npepoctasneH KoHcynbTaHTlnoC
CnepnctBeHHoro komuTeTa Poccuinckon deg... fata coxpaHerus: 13.08.2018

Kakom-nmbo CyLLeCTBEHHbIN Ans OLEHKM 0BCTOATENBCTB AOKYMEHT, NepeBon KOTOporo He 3aTtpeboBaH. Kpome Toro, oH
OOMKeH AaTb 0O6bsACHEHWE NOTOBOPOK, MONOMATUYECKUX BbIpaXXEHWUIA, Ha3BaHWUIA HALMOHAaIbHbIX 06bIYaeB, PENUIMO3HbIX
00panoB, puTyaroB, HauMoHanbHbIX Grtod, NpeaMeToB oaexabl, obuxoda M T.M., HAUMEHOBAHWUIN €AWMHWUL, MECTHOro
TeppUTOPUanbHOro AeneHns!, yNoMsIHYTbIX B NEPeBOAUMOM AOKYMEHTE.

7.6. Mpn obHapyXeHnn owmnBOK UM HETOYHOCTEN B MepeBode crnegoBaTenb CTaBUT 06 3TOM B M3BECTHOCTb
nepeBoavuka, KOTOprVI YCTpaHdeT OaHHble oLINBKN M HEeTO4YHOCTU, a npu HeO6X0,D,I/IMOCTI/I ocyuiecTenaeT HOBbIN
nepesoA.

VIIl. USrOTOBJIEHWE, YYET, MCMONb30OBAHWE V1 XPAHEHUE MEYATEW
N WUTAMMNOB

8.1. 3aaBkn 0 HEOOXOAMMOCTMN U3rOTOBMEHNS NeYaTen (LWTammnoB), UX 3CKU3bl OPOPMNATCA NoApasaeneHnaMu
ueHTpanoHoro annapata CneacrBeHHOro KoMuTeTa M CNeACTBEHHbIMU OpraHaMu, YUYpEeXAeHUsSMU U opraHusauusmu
CnegcTBeHHOro kKoMuTeTa - MHULMaTOpaMu, BUSUMPYIOTCH PYKOBOAUTENSMM yKasaHHbIX nogpasgeneHun n nepegatorcs
(TepputopmanbHbIMM cneacTBeHHbIMU opraHamm B nopsiake NOAYMHEHHOCTH) B ynpaBneHue
MaTepuanbHoO-TeXHU4Yeckoro obecneueHmns [naBHOro ynpaeneHus obecneyeHns 4esaTenbHOCTU.

M3rotoBneHne neyarten ansd HY>XX[ UeHTpanbHOro annaparta CneacTBeHHOro komuTeTa ocyuiecTBnaeTca no
peLleHnto I'Ipep,ce/J,aTenﬂ CnepncTBeHHOro kKoMmMTeTa UNu nuua, UCNONHNALLIEro ero 06s3aHHOCTH, LEeHTpalrmim3oBaHHO No
3aKa3am, OCbOpMﬂﬂeMblM ynpaBlieHnem mMaTtepunalribHO-TEXHUYECKOIro obecneyeHus ["maBHoro ynpasrieHuA
obecneyeHnst 4eATENbHOCTU.

KoHcynbTaHTlntoc: npumevaHue.
MpunoxeHue N 42 k VIHCTpyKUnn He NpUBOANUTCS.

MaroTtoBneHHble no 3akady CrneacTBEHHOrO KOMUTETa neyatu (WwTamnbl) [NaBHbIM ynpaBrneHnem obecneveHus
OEesATeNnbHOCTU MepefarTcs MO HaknagHbiM B yNpaereHue Mo 3alute rocydapCTBEHHOW TawHbl CriegcTBEHHOro
komuTeTa Poccuiickon ®epgepaunn (ganee - ynpasneHvue No 3almTe rocygapCTBEHHOW TalHbl). [leyatv v wtamnbl
nepegarTca Mof pacnucky B XXypHane ydeta OTTUCKOB nevaten u wramnoB CrieactBeHHoro komurteTta Poccuiickon
depepaumm (npunoxenune N 42 k VIHCTpyKkumn) paboTHMKam nogpasgeneHuii LeHTpansHoro annapata CrneacrBeHHOro
KoMuTeTa, 0hOPMUBLLNX 3ASIBKU.

Mevatn CnegctBeHHOro komuTeTa € BocnpousBegeHvem [ocypapcTtBeHHoro repba Poccunckon ®epepauumn
(manee - repboBble nevaTn) XpaHATCA B cendpax, UHble nevaTy 1 WramMnbl MOryT XPaHUTLCHA B HAOEXHO 3annpaembiX 1
onevaTtblBaeMbIX LWKadax (Awmkax).

anILIJe,D,LLIVIe B HErogHoCTb, U3HOLUEHHble, Heucnonb3dyemble U ycCTtapeBlne nedatn v wrtamnbl COAKTCA NoA
pacnncky B yrnpasriieHune no 3awute rocy,qapCTBeHHoﬁ TaWHbl, rae YHUYTOXAKTCA MO aKTy.

Fep60|3b|e ne4vyaT NpMMeHATCA B CneactBeHHOM KomuTeTE ANS yaoocTtoBepeHna NoANMMHHOCTU OOKYMEHTOB UMK
COOTBETCTBUSA KOMUi LOOKYMEHTOB NoAJIMHHUKaM.

8.2. PeweHne o HeobOxoammom konmyectBe repboBbix nevaten npuHumaeT [Npepcepatens CrneacTBEHHOrO
KOMUTETA.

8.3. OTBeTCTBEHHOCTb 3a Haanexallee XpaHeHWe U NPaBOMEPHOCTb MCMOMb30BaHUA repboBbIX MevaTei
BO3MnaraeTcs Ha JOMKHOCTHbLIX ML, KOTOPbIM OHU BbiAaHbl. MNepenaya repboBbIX NevaTelt MHbIM N1MUAaM U BbIHOC KX 3a
npedensl agMUHUCTPaTUMBHLIX 34aHWiA CneacTBeHHOro komuteTa 6e3 nUCbMeEHHOro paspelleHus [Npencenatens
CneacTBeHHOro KoMMTeTa He JonyckaeTcs.

8.4. ep6oBoii neyaTbio 3aBepsITCS npoLeccyarnbHble OOKYMEHTHI, npeaycMoTpeHHbIe
YronoBHo-npoueccyanbHbiM koaekcom Poccuiickoin egepauunn, a Takke UHble JOKYMEHTbI B NOpsidke, YCTaHOBNEHHOM
npukasom CnegcteBeHHoro komuteta Poccuiickon ®epepauumn ot 20 aHeBapsa 2011 r. N 15 "O pabote B cucreme
CnegcTtBeHHoro komuTeta Poccuiickonn Pepepaumm ¢ OOKYMEHTaMK, 3aBEPEHHbIMM MeyaTbid C U306pakeHuem
NocynapcteeHHoro repba Poccuiickon ®epepauun”.
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8.5. OTTUCK repboBOI NevyaT Ha OOKyMeHTax OOMKeH 3axBaTbiBaTb YacTb HaVMeHOBaHUS [OMKHOCTU Nuua,
noAnucasLIero AOKYMEHT, NGO MUYHYI0 NOAMUCH, ECNN HAMMEHOBaHWE A0MKHOCTU OTCYTCTBYET.

B (bI/IHaHCOBbIX LOOKYyMeHTax (Hanpmmep, quax) neyaTtb AOJKHa pacnofiaratbCA CTpOro B rpaHuuax
YCTaHOBHEHHOVI ONA Hee 30Hbl 1 He 3aTparnBatb APYrnx pekBn3mTtoB (I'IOD,I'IVICVI, HanmeHoBaHUA OOJIKHOCTU N p,p.).

8.6. lWUtamn c¢ dakcumunbHbIM Bocnpou3dBedeHnem nognucu [peacepatens CnegcTBeHHOro komuteTa
N3roTaBnMBaeTcs MO ero nopydyeHuto. [JOMKHOCTHOE Inuuo, OTBETCTBEHHOE 3a XpaHeHMe U  MCMoNb3oBaHue
wTamna-gakcumune, onpegensietcs pacnopsikeHnem MNMpeacenatens CneacTBeHHOro KOMUTETA.

LTamn ¢ dpakcumunbHbIM BOcrpouaBeaeHem noanucy MNpencenatens CreqcTBEHHOO KOMUTETa MCMONb3yeTcs
[ANA 3aBepeHnst No3apaBUTENbHbIX, MPUBETCTBEHHbLIX NUCEM, BUNENHbIX aApPecoB U UHbIX OKYMEHTOB, He TPeByIoLLmMX
topuanyeckoin maeHTuukaumn. MpuMeHeHWe ykasaHHOro LWTamMna Ans NoATBEPXKOEeHWA MOANMWMHHOCTU MNPUKa3oBs,
pacrnopsiKEHWI, NOpPYyYEHUiA, CryXeBHbIX NMUCEeM He OOoMyCcKaeTcs.

8.7. B CneactBeHHOM KOMWUTETE MOTYT M3roTaBfMBaTbCA WHbIE MeYaTV U WwTamrnbl ¢ Ha3BaHWEM KOHKPETHbIX
nogpasaeneHni LeHTpanbHoro annaparta CneacreeHHoOro kommteTa 6€3 rocygapcTBEHHOM CUMBOMMKM.

MeyaTsMM C HaMMEHOBaHWAMW noApasfeSieHnin LeHTpanbHoro annapata CreacTBeHHOro  KomuTeTa
YAOCTOBEPSAIOTCA KOMWU [OOKYMEHTOB (pacrnopsiKeHWI, yKasaHWi, CrpaBOK M WHbIX [OKYMEHTOB), He Tpebytowmx
yAOCTOBEpEeHWs1 repboBoi nevaTbio.

WHble wtamnbl NCNONb3YKTCA OANd OTMETOK O NOoJ1ydYeHUn, pernctpaummn, NnpoxoxaeHnn, KOHTpose JOKYMEeHTOB.

8.8. TeppuTopuranbHbIA CNeacTBEHHBIN OpraH nMeeT ogHy repboByto NevaTb, a Takke No ogHoM repboBor nevaTu
CNeACTBEHHOro OTAena B KaX4oM panloHHOM (MexXpanoHHOM, ropoackom) otgene. MsrotoeneHwue BTOopow repbosomn
neyaT TepPpUTOPMAnbHOrO CNEACTBEHHOrO OpraHa B criyyae cnyxebHow HeoGXoaMMOCTWM [OoMyckaeTcs TOMbKO Mo
paspeweHuio MNMpeacenatens CneacTBeHHOro kKomuTeTa.

8.9. OcKM3bl OTTUCKOB M ONUCaHWe Knuwe repboBbiX MedaTten, nNpuUMeHsiemblx B cucteme CreacTBeHHOro
KoMuTeTa, yTBepxaaroTca npukasom MNpeacenatens CneacTtBeHHOro KOMUTeTA.

IX. JOKYMEHTANbHbLIV ®OH CNEACTBEHHOIO KOMUTETA
9.1. PaspaboTka n BeaeHne HOMEHKNaTypbl Aen

9.1.1. HomeHknaTypa gen npeacraBnseT cobon cucTeMaTU3MpoBaHHbIN NepeyeHb 3arofioBKOB Aen C ykasaHneMm
CPOKOB NX XpPaHEeHWsi, 0POPMIIEHHBIN B YCTAaHOBIIEHHOM NOPSAKE.

HomeHknatypa pgen npegHasHadeHa AnNs opraHM3auum rpynnupoBKM WUCMOSIHEHHbIX AOKYMEHTOB B Aena,
cucTemMaTmMsauumn 1 yyeta gen, onpeaerneHnss CpokoB NX XpaHEeHUs U ABMSIETCA OCHOBOW ANsi COCTaBNeHus onucen gen
MOCTOSAHHOIO U BpeMeHHoro (cebiwe 10 neT) XxpaHeHus, a Takke Ang yyeta gen BpeMeHHoro (ao 10 neTt BKMYUTENBLHO)
XpaHeHus.

HomeHknaTypa gen siBNSeTcss OCHOBOW (DOPMMPOBAHUS OOKyMeHTanbHoro cgpoHga CrnencTtBeHHOro KomuTeTa.
[okymeHTanbHbIn GoHO CreacTBEHHOrO KOMUTETA - COBOKYMHOCTb AOKYMEHTOB, OOpasyllmuxcsi B npouecce ero
AeAaTenbHOCTU.

HomeHknaTtypa gen coctaBnsieTcss Ha ocHoBaHuK NepeyHst AokyMeHToB CrneacTBeHHOro komuteTa Poccuickol
degepaumm c ykasaHMem CpPOKOB XpaHeHusl. B cryyasix oTcyTCTBUA B ykasaHHOM [lepeyHe HeobGXxoAuMMbIX BWMOOB
JOKYMEHTOB NpumeHsieTcs [MepeyeHb TUMOBBIX YMNpPaBMeHYECKUX apXUBHBIX OOKYMEHTOB, 06pa3syomxcs B npouecce
AesiITeNbHOCTM rOCYAapCTBEHHbLIX OpPraHOB, OPraHOB MECTHOTO CaMOYMNpaBfieHUst U OpraHM3auuiA, ¢ yka3aHWeM CPOKOB
XpaHeHusl.

B BblecTosILEM CIEACTBEHHOM OpraHe, YYpeXxaeHUM U opraHusauuMy HOMEHKNaTypa Aen nogpasgerieHust Ha
npeacTosALWMiA Nepro cocTaBnseTcs 0o 15 HoAOpSA Tekylero roga paboTHUKOM CreACTBEHHOrO opraHa, YYpexaeHus 1
opraHu3aummn ¢ yyactuem paboTHMKa cnyxobl Aenonponssoactea. HomeHknaTypa oen yTeepxaaetcs pykoBoautenem
noapasaeneHunst ToNbKo Mocre CornacoBaHusi ¢ noapasaereHnsiMn apxmsa Unm cnyxobl 4enonpon3BoacTea.
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BHoOBb co3pgaHHoe noapasaeneHve 0653aHo B TeveHne Mecsaua paspaboTtatb HOMeHKNaTypy Aen noapasaeneHus
1 NPeaCcTaBUThL ee B AeNONPON3BOACTBEHHYIO CIYXBY UMM apXumB.

KoHcynbTaHTlINOC: NnpumMmeyaHme.
MpunoxeHne N 43 k IHCTpyKUUn HE NPUBOANUTCS.

9.1.2. CBogHas HoMeHknaTtypa gen CnegcrtBeHHoro komuteTta (npunoxeHue N 43 Kk MHCTpyKuun) BKNOYaeT B
cebsi B kayecTBe pasdenoB Has3BaHMA NoApasderieHuMi LeHTpanbHoro annapata CnegcTBeHHOro KomuTera,
pacnonaraemble B MOCNeaoBaTENbHOCTU, NPEAYCMOTPEHHON YTBEPXOEHHOW CTPYKTYPOW LEeHTpanbHOro annapara
CnepnctBeHHoro komuteTa. Pasgensl JaHHOW HOMEHKNATypbl COCTaBMAKTCA B NOApa3feneHusax Aernonpou3BoAcTBa,
COrnacoBbIBAOTCA C ynpaBrneHneM, YTBEPXAaTCs PYKOBOAUTENSMN COOTBETCTBYIOLLUX NogpasaeneHnin LeHTpanbHoro
annapata CneacTBeHHOro koMuTeTa U NpeacTaBnanTcs 4o 15 HoAbpsA Kax4oro roga B yrnpasreHue.

YnpaeneHne ocopMnaeT CBOAHYH HOMeHknaTypy Aen CrnefcTBEHHOro KOMWUTETa MO YCTaHOBMEHHOM dopme,
obecneunBaeT ee cornacoBaHue c LleHTpanbHoOW akcnepTHOM Komuccunen CnegctBeHHoro komuteta (ganee - LIOK) m
OKcnepTHO-NpOBEpPOYHON komuccnen ocyanapcTeBeHHoro apxmsa Poccuiickon ®enepauun (He pexe ogHOro pasa B 5
neT), 3aTeM npeacTaBnseT Ha yTeepxaeHue MNMpeacegatento CneacTtBEHHOro KOMUTETA.

CBoaHasi HOMeHKNnaTypa Aen CneacTBEHHOro opraHa, Y4YpeXxaeHusl M opraHmsaumyM COCTaBrnsieTcs U nocre
COrnacoBaHusi C COOTBETCTBYIOLLUMM YMONTHOMOYEHHBIM OpPraHOM WCMOSNHUTENBHOM BRacTu cybbekta Poccuinckon
depepaumm B o0bnactM apxuBHOro [Jena yTBepxaaeTcs pykoBoautenem. CBogHasi HOMeHKknaTypa [Aen
COrNnacoBLIBAETCH HE pexe 0OHOro pasa B 5 ner.

CBogHas HoMeHknaTypa gen (B palioHHOM CreACTBEHHOM opraHe - HOMeHKnaTypa Aen) nevataeTcs Ha oblem
BraHke CneacTBEHHOro opraHa, yypexaeHus n opraHnsauun CneacrTBeHHOro kommTeta. B cBogHo HoMeHknaType gen
HaVMeHOBaHus noApasfaeneHnin ABnsATCA 3arofioBkaMmu pasgenoB. PacnonaratoTcd pasgernsl B COOTBETCTBUM CO
LWTaTHbIM pacnucaHmem. VckniodeHne coctaBnsaeT NepBbii pa3fen HOMeHKNaTypbl, KOTOPbIA BKIOYaeT 3arofnoBku Aer,
cogepxallne opraHn3aLMoHHO-paCcNopAANTENbHYI0 AOKYMEHTaLMo.

MopsAaok pacnonoXeHWs 3arofioBKOB Aen BHYTPU pasdenoB W MoapasgenoB HOMEHKNaTypbl onpedensercs
CTEeneHblo Ba)KHOCTM [OKYMEHTOB, COCTaBMNAWOWMX Oena, U UX B3auMocBsA3blo. BHyTpu pasgenoB gena moryT
pacrnonaratbcsl B crieflylollemM Mopsiake: opraHn3auMoHHO-pacnopsanTenbHble, NaHoBble, OTYETHbIE, OTHOCALUMECS K
BbIMOSTHEHNIO OCHOBHOW [OEeATeNbHOCTW, OTHOCALWIMECs K y4yeTHon paboTe. B KkoHUe pasgenoB pacrionaraloTcs
PErncTpaumoHHbIE M yYETHbIE AENONPOM3BOACTBEHHbBIE (DOPMbI.

HomeHknaTtypbl Oen nogpasneneHuii CoCTaBMsATCA B [ABYX 9K3eMMnApax, CBOAHAA HOMEHKMnatypa - B Tpex
aksemnnapax. B crneacTBeHHbIX OTAenax pavioHHOro 3BeHa HOMEHKNaTypa [en COCTaBrsieTca B [ABYX 3K3eMnnspax,
NoAnucbIBaeTcA PaboTHUKOM, OCYLLIECTBAIOLMM AENONpPOM3BOACTBO, U YTBEPXKOAETCA PYKOBOAMTENEM CMNEACTBEHHOMO
oThena.

HomeHKnaTypa CEeKpPEeTHbIX e CoCTaBnAaAeTCcA OTAesIbHO OT HOMEHKNaTypbl HECEKPETHbIX Oerl.

9.1.3. HomeHknatypbl gen AeNCTBYIOT B TeYeHue psaaa neT, noanexar nepecoCTaBeHU0 1 COrflacoBbiBalOTCA
3aHOBO B Crnyyae KOPeHHOro U3MeHeHNsa YHKUMA Un CTPYKTYPbl CeACTBEHHOro opraHa, yuypexaeHus n opraHmsaumm
CnepncrBeHHOro komuTeTa.

Ecnm TakMx W3MeHeHWA He npousowsio, HOMeHKnatypa Jen (He no3gHee [gekabpsi Tekywero roga)
nepernevaTbiBaeTcsl C COOTBETCTBYIOLUMMM MOMpPaBKaMu, YTBEPXKOAeTCs M BBOAUTCA B JeilctBue ¢ 1 sAHBaps
criegytoLiero roga.

B HOMEHKINaTypy el BKINM4YaloTCA BCe Aella U OOKYMEeHTbl CrneCTBEeHHOro opraHa, ydpexXngeHnda n opraHmsaunm
CnepncTtBeHHOro komuTeTa, a Takke cnpaBOYHblE KapTOTEKW, KHUTKM Yy4eTa U perncrpauvuun. He BknwovawTca B
HOMEHKNaTypy Aen 3aroyioBky nevyaTHbIX n3gaHun, HaA30pHbIE U HabntogaTenbHble npon3BoacTBa.

Jena no Bonpocam, pelleHWe KOTOpbIX MPOAOIKaeTca CBbille roda (nepexogsiive Aena), BKIOYalOTCA B
HOMEHKMNaTypy Kaxgoro roga. Nepexodswne aena He MOryT COCTaBNATb Gornee OAHOro ToMa M MMETb MOCTOSHHbIN
CPOK XpaHeHUs.
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9.1.4. Kaxxgomy aeny, BKIOYEHHOMY B HOMEHKNATypy, NpucBanBaeTcs MHAeKC. VIHOeKChbl Aen coCToAT U3 nHaekca
noapasgeneHus (Npy Hanuuun), NOPSAKOBOro HOMepa Aena B nNpegenax nogpasgeneHns 1 roga 3asegeHus gena.

B cBogHOM HOMeEHKNaType [en COXPaHSIlTCA OAMHAKOBblE MOPSOKOBbIE HOMepa Ansi OOHOPOAHbIX Aen B
npegenax pasHbix nogpasgeneHun (Hanpumep, gerna ¢ KonusMy Nprkasos, MPOTOKOMaMM ONepaTUBHbIX COBELLAHUN U
Ap.). JaHHbI NopagoK ycTaHaBNMBAETCS Cyc001 4enonpon3BoACTBa.

9.1.5. Tlocne yTBeEpxAeHUs CBOOHOW HOMeHknatypbl pnen CreacTBEHHOro KOMUTETa noApasaeneHue
LeHTpanbHoro annapata CneacTBEHHOro KOMUTETa Nory4vyaeT 3aBePEHHYI0 BbINMUCKY N3 aHHOW HOMEHKNATYpbI.

9.1.6. CBogHas HomeHknatypa gen CrneacTBEHHOrO KOMWUTETa, HOMEHKNATypbl OeN CNneacTBEHHbIX OpraHoB B
KOHLIe KaXxgoro roga yTOUHSIITCS, YTBEPXKAATCA N BBOAATCH B AeCTBUE C 1 sHBaps crieayowero kaneHgapHoro roaa.

9.1.7. B HomeHknaTypbl Oen nodpasgenieHuin LeHTpanbHoro annapata CrieacTBEHHOTO KOMWUTETA MOTyT
BKINOYATLCSA pasdenbl C Ha3BaHMAMU UX NoapasaeneHnii.

B HOMEHKNaTypbl el BKIOYakTCA 3arofioBky Aen, oTpaxawume BCe [LOOKYMEeHTUpyeMble HanpaBlieHUda
peatenbHocTn CneacTBEHHOrO KOMUTETA.

HomeHknaTypbl Aen coctaBnsitoTcst Ha ocHoBe [lonoxexus o CnegcrteeHHOM komutete Poccuiickon ®egepaunn,
Pernamenta CnepnctBeHHoro komwuteta Poccuiickon ®depepauum, NONOXEHUA O MNoApasgeneHusix LeHTpanbHoro
annapata CneacTtBEeHHOr0 KOMUTETA, MOMOXEHWA O CNeACTBEHHbIX OpraHax, YYpeXOaeHusX W  opraHusaumsix
CnefncTtBeHHOro komMuTeTa U APYrUxX OOKYMEHTOB, pernameHTUpylwWmnx aedatrenbHocTb CrneAcTBEHHOro kKomuTeTa, a
Takke C y4eTOM HOMEHKNaTyp Aen 3a NpeALecTByoLWne roapi.

KoHcynbTaHTlntoc: npumevaHue.
MpunoxeHue N 44 k VIHCTpyKUUN He NpUBOAUTCS.

9.1.8. HomeHknatypa gen nogpasgeneHus LeHTpanbHoro annapata CneacrseHHoro komuteta (npunoxeHue N
44 k NHCTpyKuuKn) ochopmrisieTcs B Buae Tabnumupl, BKoYaoLwen B cebs rpadbi:

rpada 1 "MHgekc gena" BknovaeT 0bo3Havaemble apabckumum undpamu MHOEKC nogpasfeneHns LeHTpansHoro
annaparta CJ'Ie,EI,CTBeHHOFO KOMUTEeTa n I'IOpFl,EI,KOBbIVI HOMeDp 3arosioBKa Aena B pasaerne.

Hanpumep:

nHaekc gena 221-04, rge 221 - wngekc ynpasneHus, 04 - NOpsSaKOBbIM HOMEp 3arofoBka Aena B pasgene
"Mpukasbl 1 pacnopsikeHna CneacTeseHHoro komuteTa. Konun';

rpacba 2 "3aronoBok gena (Toma, 4Yactn)" - KpaTtkoe 0600LIeHHOE HauMeHOBaHWE OOKYMEHTOB Aefa BKITYaeT:
Ha3BaHWe BMAa Aena (nepenucka, KHira u 1.4.) unm pasHoBMAHOCTM OOKYMEHTOB (NPOTOKOSbI, MpMKasbl U T.4.); cnosa
"CnegctBeHHoro komuteta" unu "ynpaenenus" ("otgena'); HauMmeHoBaHMe oOpraHusdauumn-agpecata (agpecadTa)
OOKYMEHTOB [ena; KpaTkoe COAep)XaHue OOKYMEHTOB Aena; HasBaHue MEeCTHOCTU (TeppuTopun), C KOTOPOW CBSI3aHO
cofepxaHve JOKYMEHTOB Aerna; AaTty (nepuof), K KOTOPOW OTHOCATCS AOKYMEHThI Aena.

He pgonyckaeTtcsa ynotpebneHne B 3aronoBke Aena HEKOHKPETHbIX (POPMYMPOBOK: "pasHble MaTepuansl”, "obwas
nepenucka" n 1.4., BBOOHbIX CIOB, CITOXHbIX 060POTOB, @ TakKe COKPALLEHHbIX CMOB U COKPALLEHHbIX HAUMEHOBAHWMN.

B 3aronoBkax gen ¢ JOKyMeHTamm No O4HOMY BOMPOCY, HE CBA3aHHbIX NMOCeA0oBaTENbHOCTLIO UCMONMHEHNS, AN
0003HaveHus Buga gena MoXeT ynoTpebnsaTbCca Ha3BaHue "OOKyMeHTbI", a B KOHLE 3arofiloBka B CKOOKax yKa3blBalOTCA
OCHOBHbl€ Pa3HOBMAHOCTU AOKYMEHTOB (MfaHbl, CMUCKW, AOKNadbl M T.4.), Hanpumep: "[OKyMeHTbl O npoBedeHun
CEMWHApPOB, KOH(pepeHuMn no Bonpocam AesTernbHocTn CneacTtBeHHOro komuteTa (nnadbl, CAWCKW, OOoKnagbl,
UHpopmaumn)".

B 3aronoskax gen "lNepenucka..." ykasbiBaeTcsl, C KEM U NO KaKOMY BOMPOCY OHa BeAeTCs.

B s3aronoskax fen, cogepxawmnx nepennmcky ¢ oaAHOPOAHbIMM afpecaTaMu, yKa3blBaeTCA UX obuiee BuaoBoe
Ha3BaHWe, Hanpumep: l'|_|e[.')eI'II/ICKEI C TeppuTopuarnibHbiM1 cneacTtBeHHbIMKU OpraHamMmmn O MNMOBbILLEHNN KBaJ'II/Id)MKaLI,I/II/I n
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nepenogrotoske deaepanbHblX FOCYAapCTBEHHbIX rPaXgaHCKMX cryxawmx".

B 3aronoBke gena ykasblBaeTCsl KOHKpETHbIA agpecaT, ecrniv nepenucka BeAeTCs TONbKO C HUM, Hanpumep:
"Mepenucka c NeHepanbHoON NpokypaTtypor Poccuinckon depepaumm no sornpocam...".

B 3aronoBkax gen, cogepalimx nNnaHoBY UM OTYETHYO AOKYMEHTaUMIo, yka3biBaeTcs nepuoa (kBapTan, rod),
Ha (3a) KOTOpPbIN COCTaBMeHbl MnaHbl (0TYeThl), HanpumMep: "lMonyrogoBble CTaTUCTUYECKME OTHYETHI TEPPUTOPUANBHBLIX
CneacTBeHHbIX OpraHoB".

B pene, cocTosiLLEM M3 HECKOSTBKMX TOMOB MITM YacTen, Kpome obLLero 3arofioBka MOryT COCTaBMASTbCS 3arofOBKM
Kakgoro Toma (4actm).

Mopsiaok pacnonoXeHnsl 3arorfioBKOB [ieN1 BHYTPY pasferioB v NnoapasaerioB HOMEHKNaTypbl Aen onpenensieTcs
CTEMNEHbI0 BaXXHOCTU [OKYMEHTOB, COCTaBMSAKOWMUX Aena, U MX B3aMMocBA3blo. B Havyane pasgenoB pacnonaratoTcst
3aronoBku Aen, coaepXallux opraHM3aLUnoHHO-pacnopAanuTenbHY0 JOKYMEHTaLWIo;

rpadpa 3 "KonuyectBo pgAen" oTpaxaeT KOMWYECTBO €OUVHWULL XpaHeHWs U 3anonHAeTcs Mo  OKOHYaHuu
KaneHaapHoOro roaa;

rpaca 4 "Cpok xpaHeHus gena, HoMepa ctaTen Nno NepeYHIo” 3anosHAETCS COrnacHoO yTBepXK4aeMoMy Npukasom
Mpencenatena CnencteeHHoro komuteta lNMepeyHio gokymeHToB CrieacTBeHHoro komuteTta Poccuinckon depepaumm ¢
yKkasaHMeM CpPOKOB XpaHeHUss U [lepedHto TUMOBbLIX YMpaBreHYEeCKUX apXMBHbIX [AOKYMEHTOB, ObOpasylolmxcs B
npoLecce OesATENbHOCTU rOCY4apCTBEHHBLIX OPraHOB, OPraHOB MECTHOIO CaMOYMNpPaBEHNs] U OpraHn3aL i, C ykasaHNeM
CpOKOB XpaHeHus:; rpada 5 "lMpumMeyaHmne" MoXeT BKMYaTb Ha3BaHUS NepeyHen JOKYMEHTOB, OTMETKM O 3aBedeHUn
4en, o nepexoAsinx genax, O BblAENEHUN Jen K YHUYTOXEHMWIO, O NuLax, OTBETCTBEHHbIX 3a (hOpMUpPOBaHue aen, o
nepegade gen o opme BegeHus gen (Ha OymMaxkHbIX 1 ANEKTPOHHbIX HOCUTENSAX) U Ap.

9.1.9. HoBble [OKYMEHTMPOBaHHble Yy4yacTkym paboTbl, He npegyCMOTPEHHble HOMEHKNATypou Jdena,
chopMupoBaBLUMECS B NOApasaeneHnsx LeHTpanbHoro annapata CnegcTBeHHOro KOMUMTETa U CrieiCTBEHHbIX OPraHoB,
yypexageHun n opraHmsauuii CneacTBeHHOrO KOMUTETA B TeYeHue roda, OMOSNHUTENbHO BHOCATCA B HOMEHKMaTypy B
KOHLie COOTBETCTBYHOLLMX pa3genos C NPOAOIPKEHNEM NOPSAKOBON HyMepaLumn NHAEKCOB gen.

Mo okoH4YaHWM KaneHgapHOro roga AenaeTcs UToroBasi 3anncb O KaTeropmsix U KONMYecTee 3aBefeHHbIX Aer.

9.2. dopMupoBaHNe HOMEHKNaTYpPHbIX AeN U UX TeKyLlee XpaHeHne

9.2.1. dopmupoBaHue gen - npmobLieHne nogpasgeneHnaMu LeHTpanbHoro annapata CnegctBeHHOro komureTa
N cneacTBEHHbIMU OpraHamu, yY4pexaeHusaMu n opraHnsaumsamm CnegcTBEHHOro KOMUTETa UCNOSMHEHHbBIX AOKYMEHTOB
B lena B COOTBETCTBMM C HOMEHKNATYpOW Aen U cucteMaTnsaums JOKyMEHTOB BHYTpU Aena.

9.2.2. 3aBeplueHHble B OenonpousBoacTBe [AOKyMeHTbl B 10-OAHEBHbIN CPOK COAlTCA WUCMNOMAHMTENEM B
nogpasgeneHve pgenonpomssoActsa unu paboTHWKY, OTBETCTBEHHOMY 3a BedeHue [ernonpov3BOACTBa, ANd
hopMMpPOBaHUA UX B Aena B COOTBETCTBUM C HOMEHKaTypown Aern.

9.2.3. Nopsaaok dopmmupoBaHna gen:

B AeNno MNoMeLlalTcs TOMbKO WCMOMHEHHble [OKYMEHTbl OAHOro KaneHgapHOro roda, 3a WCKMYeHUEM
nepexogAlmnx Aern,;

3anpelwjaeTca nomewiats B OAHO [AeNo [OOKYMEHTbl C pasHbiMU CpPOKaMU XpaHEHWUsl, KOMWUM, YEpHOBUKM,
OOKYMEHTbI, moasiexaluue Bo3spary;

no o6beMy Aeno He AoMKHO npeBbiwaTtb 250 nmMcToB. Mpy HanNMuMK B Aene HECKOSbKMX TOMOB (YacTel) kK HoMepy
(MHAekcy) 1 3aronoBKy Aena Ha kaxxaom ToMme gobasnaioTca nometkm "1. 1", "1. 2" n 1.4.;

OOKYMEeHTbl BHYTPpU Oena pacnonaratoTcda B XpOHOJ'IOFW-IeCKOIZ, BOI'IpOCHO-J'IOFI/I‘-IeCKOﬁ nocneagoBaTesibHOCTU UInn
NX coYeTaHuwn.

9.2.4. lMpukasbl U pacrnopsiKeHUs rpynnupyrTcs B Aena No BuAaaM U XPOHOMOMMW C OTHOCSILLUMMUCS K HUM
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NPUNOXEHUAMW.

9.2.5. B oTgenbHble gena no XpPOHOMOrMuM, B 3aBUCMMOCTW OT BuAa [AOKYMEHTOB, (POPMUPYIOTCS KOMUK
denepanbHbIX 3aKoHOB, akToB lNMpe3ngeHTa Poccuiickon denepaumm, aktoB NpaButensctBa Poccuinckon denepaumm n
BbINUCKN M3 COOTBETCTBYHOLLUX NPOTOKONOB 3acefanuin [Npasutensctea Poccuiickon ®epeparmu.

9.2.6. NMpmrKasbl N0 OCHOBHOW AEATENLHOCTM rPYNNUPYIOTCS OTAENBHO OT NPMKa3oB Mo NIMYHOMY COCTaBy.

9.2.7. MpoTokorbl B Aiefie pacnonaratoTcs B XPOHOMONMYECKOM nopsiake no Homepam. [JoKyMeHTbl K MPOTOKoam,
CrpynnMpoBaHHble B OTAESNbHbIE Aerna, CUCTEMATU3MPYOTCS MO HOMepaM MPOTOKOMOB.

9.2.8. yTBep)K,D,eHHbIe nrnaHbl, OT4YETbl, CMETbI, JIMMUTbI, TUTYJbHbI€ CMNUCKN N OpYyrne OOKYMEHTbI rpynnmpyrTca
OTAENIbHO OT NMPOEKTOB.

9.2.9. Tllepenucka rpynnupyeTcs, kak npaBwWfo, 3a nepuop KaneHgapHoro roga M cuctemaTusupyetcs B
XPOHOMNOrMYEeCKoON NOCNefoBaTENbHOCTU; AOKYMEHT-OTBET NOMELLAETCs 3a AOKYMEHTOM-3anpoCcoM.

9.2.10. lNpu BO30GHOBNEHMM MNEPENUCKM MO ONPeAEeneHHOMY BOMPOCY, HadaBLIENCA B NpeablgyLllem rogy,
[OOKYMEHTbI BKJTHOYAKOTCS B 4eN10 TEKYLLero roga ¢ ykasaHmem uHgekca gena npeablayulero roga.

9.2.11. HomeHknatypHble fena odopMnsioTcs (FrOTOBATCA K XpaHEHW) He no3gHee nocrnefHero mecsdua
TEeKyLLero kaneHgapHoro roga.

9.2.12. OcbopmneHre gen NOCTOSHHOIO M BPEMEHHOIO CPOKOB XpaHeHus (4o 10 neT BkMouYnTENbLHO U cBbiwe 10
neT) npegycMmaTpvBaerT:

KoHcynbTaHTlIntoc: npumevaHme.
MpunoxeHue N 45 k IHCTpyKUnn He NpUBOANUTCS.

3anosiHeHne pekBn3nToB 0bnoxkn aena (npunoxenue N 45 k MHCTpykummn);

npoctaBrieHne Hymepauunm nNMCToB B Aerne (KapaHﬂ,aLLIOM B NpaBOM BEPXHEM yrny J'II/ICTa);

KoHcynbTaHTlN0C: npnmMmeyvaHume.
MpunoxeHue N 46 k IHCTpyKUUn He NpUBOANTCS.

COCTaBneHne nucTa-3aBeputens W BHYTPEHHEN Onucu [JOKYMEHTOB [fena Mo  YCTaHOBMEHHOW dopme
(npunoxenue N 46 k UHcTpykumm);

noaLwnBeky nnu nepennet gena.

Ha obGnoxke gena ykasblBalOTCHA: HauMeHOBaHME MoAapasfeneHust ueHTpanbHoro annapata CnegcTtBeHHOro
KoMUTEeTa, CNeaCcTBEHHOro opraHa, yypexaeHnsa n opraHmsauumn CneacTtBEHHOro KoMuMTeTa, HOMEHKNaTypHbIA MHOEKC,
3arofnioBoK M farta gena (Toma, 4yacTu); kpavHue gaTbl AOKYMEHTOB Aeria; KOMMYECTBO NIMCTOB B Aene (Tome, 4acTu);
CPOK XpaHEeHWs1 U apxXvBHbIA WKdp Aena. Ha genax NoCTOSAHHOrO Cpoka XpaHeHMs nomellaeTcs Hagnvcb "XpaHuTb
NOCTOSIHHO". APXUBHbIN WP Aena COCTOUT U3 HoMepa dhoHaa, HoMepa OnMcKu U HoMepa gena no onucK, NomeLlaeTcs
Ha obnoxkax [Oen MOCTOSHHOrO Cpoka XpaHeHWs Mocre BKKYEHMS UX B roAOBble pasfdenbl CBOAHBLIX OMUCEMN,
YTBEPXKAEHHbIX OKCNEPTHO-NPOBEPOYHON kKoMUccmen Pocapxmea.

B NncTte-3aBepuTterne, noMmewaeMmomMm B KOHUEe Oena, LI,VI(*)paMVI N NPOMNCbKD yKa3biBaeTCA KOJIMYECTBO JIUCTOB,
0COOEHHOCTM OTAEIbHbIX OOKYMEHTOB.

nMCT-SaBepI/ITeJ'Ib noanucbliBaeT ero coctaBuTeslb, C ykasaHnemM OOJIKHOCTU, AaTbl COCTaBIIEHUA U paCLLIIAd)DOBKI/I
nognucu. KonnyecTteo NMCTOB B Aene NnoMe4yaeTcsl Ha ero 06noXke B COOTBETCTBUN C UTOFOBOW HAAMUCHIO.
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KoHcynbTaHTln0C: npumMmeYvaHume.
MpunoxeHue N 47 k IHCTpyKUnn He NpUBOANTCS.

9.2.13. Ans y4yeTa OOKYMEHTOB onpedeneHHbIX KaTeropui NOCTOAHHOTO M BPEMEHHOro CPOKOB XpaHeHwusi, yyeT
KOTOPbIX BbI3blBAa€TCA CNeuMdUKon AaHHOMW AOKyMeHTauun (0cobo LUeHHble, Nu4YHble Aena u T.4.), COCTaBnseTcs
BHYTPEHHSASA onuck fokymeHToB gena (npunoxexue N 47 k IHCTpyKuun).

BHyTpeHHFIS-I Oonnucb AOKYMEHTOB [efla COCTaBIAeTCA TaKke Ha Aerna noCctoAHHOro h BpeMeHHOro cpoka XxpaHeHusa,
€eClnn OHM C('*)OpMI/IpOBaHbI Nno pasHOBMOHOCTAM [OOKYMEHTOB, 3aroJlIoBKM KOTOPbIX HE pacCKpblBalOT KOHKPETHOoe
cogepxaHne OOKYMEHTOB.

HeobxoaumocTb cocTaBneHns BHyTpeHHeVI onucun OOKYMEeHTOB fefla onpenendetcd MHCprKLI,VIGI?I.

BHYTpeHHsIs onuCb COCTaBnsieTca Ha CTaHgapTHoM nucte Oymarn dopmata A4 no ycTtaHoOBNEHHOW copme 1
COAEPXKUT CBEAEHMSI O NMOPSOKOBbLIX HOMeEpax AOKYMEHTOB JAena, UX MHAEeKcaX, AaTax, 3arofioBkax MU HoMepax NUCToB
Jena, Ha KOTOpbIX PACMNONOXEH KaXablA JOKYMEHT.

K BHYTpPEHHEN onncK CoCTaBnseTCa NTOroBas 3anncb, B KOTOPOW yKasblBaeTCcsa uudpamMmm 1 Nponmnchbio KosiM4ecTBo
BKMIOYEHHbIX B HEe [JOKYMEHTOB W OTAENbHO KOMMYEeCTBO JIMCTOB BHYTPEHHEW onucu. BHyTpeHHw onuch
noanncbiBaeT ee CcocTaBuUTerb C yKazaHMeM AOMMKHOCTU, AaTbl COCTaBMEHMs U paclumdpoBkor nognucu. 3aBepeHHas
COCTaBuTENEM BHYTPEHHSSI ON1CbL NMOMeLLaeTca B Havyane gena.

KoHcynbTaHTlINt0C: npumMmevaHme.
Mpunoxexne N 49 n N 48 kK IHCTpyKUUKM HE NPUBOLMUTCA.

9.2.14. [ena, Haxogdwmecs Ha apxMBHOM XpaHeHuK, npu HeobxoaMmocTM BblgaroTcd paboTHUKaM
CnegcTBeHHOro KoMuTeTa Mo peLleHUo COOTBETCTBYIOLEro pykoBoAauTeNs ¢ odopMNeHMeM KapTOYKM-3amecTUTens
(npunoxeHne N 48 k WHcTpykuum). [OBwxeHue aena yyuTbiBaeTCs MO KapTouke nepefjayunm U XpaHeHus fena
(npunoxenue N 49 k MHCTpyKUMK) 1 KHUram yyeTa.

KoHcynbTaHTlntoc: npumevaHue.
MpunoxeHne N 50 k IHCTpyKUnn He NpuBOAUTCS.

JdokymeHTbl nNpu HeobxoaMmocTM usbiMarTca u3 aen paboTHukamu CneacTBEHHOrO KOMUTETa MO PELUEHUIO
COOTBETCTBYIOLLLErO pykoBoaAuTens ¢ opopmneHnem nucta-samectutens (npunoxexHve N 50 k MHCTpykuun).

9.2.15. [Jena BpeMEHHOro CpoKa XpaHeHWst [AoMyckaeTcs MOMeLWaTb B CKOpPOCLUMBATENW, HE MNPOBOAMWTL
nepecuctemaTmsaunio 4OKYMEHTOB B ferne, NUCThbl Aena He HyMepoBaTb, 3aBepuUTerNbHbIE HAAMWUCK HE COCTaBNATb.

9.3. OcobeHHOCTN POPMUPOBAHUS U OCPOPMITEHUS YTOSTOBHbIX AEN
1 MaTepuanos NPOBEPOK COOOLLEHMI O MPECTYNINEHUAX

9.3.1. ®opmupoBaHue yronoBHbix Aen B CnegcTBeHHOM KOMWUTETE BO3faraeTcsi Ha cregosaTenen,
OCyLLEeCTBNALWNMX NO HAM NPOMN3BOACTBO.

[loKyMeHTbI B YrofioBHble Aerna NoALWwMBaloTCs Mo Mepe MX COCTaBIIEHUS! UMM MOCTYNIEHUs], a TakkKe AoNyckaeTcs
noAwvBka MaTepuanoB fena Mo anu3odamM, durypaHtaMm W OpyruM  KpuUTepusim, oGecneyvBalowyM  fTOrMKY
paccnefoBaHus YrofoBHOMo Aena.

Bce OOKYMeEHTbI B YronoBHbIX Aenax OOJPKHbl ObiTb MOALWMTBI UK COPOLLIOPOBaHbI HE MEHEe YeM B 4YeTbipe
npokona. B cnyvyae HeobGXx04MMOCTU [OMYCKaeTCsa BIIOXEHWE OOKYMEHTOB, @ TakKe HEraTuBOB, CHMMKOB, KMHOJMEHT,
ananosnTtmeoB, OHOrpaMm [onpoca, KacceT BMOEO03anucu, HOCUTENEen KOMMbITEPHOW MHGOPMaUUK, YepTexen,
nnaHoB, CXeM 1 Apyrnx o6beKkToB B KOHBEPTbI, KOTOPbIE ONeYaTbiBatTCA U NPMOBLLAITCS K YrONOBHOMY Aeny.

9.3.2. Matepmanbl MpPOBEPOK COOOLLUEHUA O NpecTynneHnsx dopMUpyoTca U odopMIslOTCS B NOPSiAKe,
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npeaycMOTPEHHOM st (DOPMUPOBAHUS YIOSNOBHbIX AEN.

9.4. dopmmpoBaHme 1 opopmMIeHNE KOHTPOSbHbLIX NPOU3BOACTB
1 MaTepuanoB crnyxebHbIX MPoBEPOK

9.4.1. B KIl nogwmBaloTcs TOSMbKO MWCMOMHEHHbIE, NPaBUilbHO OMOPMIEHHbIE [OOKYMEHTbl, OTHOCALMEecs K
paspeLleHnto YyrosIoBHOro Aena, Matepuarna npoBepkn nnmn obpaileHus.

MpaBunbHOCTE OhOPMITEHUSA AOKYMEHTOB 3aKMNio4aeTcs B HanMyumn Ha JOKYMEHTE PEKBU3UTOB:

nognucy n Bu3sbl C UX paclumngpoBKou;

AaTtbl perucTpauumn unu ydeta AOKYMeEHTa;

HoMepa;

OTMETKM 06 MCMONHEHMN N HanNpaBieHWUM ero B Aeno;

Bu3bl cnucaxus "B KIM" nnu "B apxmne" u T.0.

9.4.2. B KI He gomkHbl nogwmBaTbCa AOKYMEHThI, Noasiexallmne Bo3BpaTy, NULLIHME 3K3EMNNAPbI U YEPHOBUKN.
9.4.3. 3anpewaetcsa nogwmeaTb B KN NnOANMHHMKKN, KOTOPbIE AOIMKHBbI HAXOAUTLCS B YTOMOBHLIX Aenax.

9.4.4. B kaxgbin Tom KI nogwwmBaetcs He Gonee 250 nuctoB. Ecnu pokymeHToB Gonblue, copmupyeTcs
cnenyloLwunn ToMm.

MpunoxeHus 6onbLIOro o6bema rpynnmMpytoTcs B OTAENbHbIE TOMA.

B Tex cny4yasix, korga gonyckaeTcs OTCYTCTBME HyMepauuu CTpaHuL, TOMLWMHA KaXaoro Toma AomkHa OblTb He
6onee 4 cm.

9.4.5. lNognexar ob6a3aTenbHOM Hymepauuum MUCTbl C MOCHeAyHLMM COCTaBfEeHNEM BHYTPEHHEN Oonucu
OOKYMEHTOB B kaxaom ToMe npu caade KN Ha apxuBHOe XpaHeHue.

HymepytoTcst Bce NUCTbI MPOCTHIM KapaHAaLlloM, UMdpbl MTPOCTaBSIOTCS B NPaBOM BEPXHEM YIIly NUcTa.

9.4.6. BHyTpeHHsa onuck KI (Toma) cocTtaBnsieTca Ha OTAENbHOM NUCTE MO YCTaHOBIIEHHOM bopme, KoTopas
COOEPXUT CBEAEHNS O 3arorfioBkax, HoMepax, AaTtax JOKYMEHTOB U HOMepax NNCTOB Aena.

O6noxka, BHYyTPEHHSA ONUCb AOKYMEHTOB AeNla U NIUCT-3aBepUTENb HE HYMEPYHOTCS.
Jlnctol KM, cocTosLero n3 HeCKonbKUX TOMOB, HYMEpPYHTCH MO KaXaoMy TOMY OTAENbHO.
9.4.7. O6noxkun K odopmnsaoTcs ¢ ykazaHNeM creayowwmx peKBU3NTOB:
HanMeHOBaHWe CreacTBEHHOIO opraHa;

perncTpaumoHHbIN HOMEP;

HanMeHoBaHWe BMAa AOKyMeHTa - "KoHTponbHOe npon3BoacTBO";

damunus, umsi, 0THYECTBO;

KONN4YEeCTBO JIUCTOB;

HOMeEp onucy;

HOMEpP Mo Onuncu;
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CpOK XpaHEeHWs;
apxvBHbI Homep KIT;
MOANUCS;

AaTta 3aBefeHus;
AaTta OKOHYaHus.

9.4.8. Cpoku xpaHeHust K npoctaBnsitoTcsl paboTHMKamMmn Ha 06roXKax B COOTBETCTBUU C [epeyHeM LOKYMEHTOB
CnegcrtBeHHoro komwuteTa Poccunckon ®depepaumm C  yka3aHMEM CPOKOB XPaHEHMSI MpPU  CMUCAHUKU  MNEPBbIX
ncnonHeHHbIx aokymeHToB "B K", "B MIM" nnn "B apxus".

Ha ob6bnoxkax K[ nNOCTOAHHOMO cpoka XpaHeHus npegycMaTpvBaeTCcs MeCTO AN HaMMeHOBaHWS
COOTBETCTBYHIOLLIErO rOCYAapCTBEHHOIO apxvBa, B KOTOpbIN OyayT nepefaBaTbCa Aena, U apXMBHOMO Wndpa AaHHOro
apxuBa.

B KI' nocTostHHOro cpoka XxpaHeHus genaeTcs 3aBepuTtenbHas Hagnucb Ha bnadke "flncT-saBeputens gena”.

9.4.9. TlpunoxeHna K [OOKYMEHTaM He3aBMCUMO OT pJaTbl UX yTBepxaeHus wunu coctaBneHuss B Kl
NPUCOEOUHSIITCA K JOKYMEHTAM, K KOTOPbIM OHU OTHOCSATCS.

9.4.10. KM nogwuBalTca unu BpOLLIOPYIOTCA HE MeHee 4YeM B 4YeTbipe Mpokoria C YY4eTOM BO3MOXHOMO
CcBOOOOHOro YTEHMA TekcTa Bcex AoKyMeHToB. Mpu nogrotoske Kl k noalwmBke MeTannmyeckme ckpenneHust (CKpenku,
CKoObl, BynaBKku) N3 JOKYMEHTOB yAansoTCs.

Bce KI nocTosHHOro cpoka XxpaHeHUs 3aKknoyaloTcs B TBEPAYHO OBNOXKY.

9.4.11. B KIT gomxHbl nogumBaThCa criefytoLme Konum npoueccyanbHbIX JOKYMEHTOB:

MOCTaHOBIEHNE O BO3OYXAEHUW YrONOBHOMO Aena;

NMOCTaHOBIIEHWNE O NPUHATMMN YroNoBHOIO Aena K Npou3BOACTBY;

NMOCTaHOBIEHME O BblAENEeHNM YrONOBHOMO Aena;

nocTaHoBreHVe 06 U3bSATUM U Nepegaye YronoBHOro Aena;

aKkT npuema-nepegayun yrorioBHoOro gena;

NPOTOKON 3afepXaHns Nogo3peBaemMoro, B cnyyae ocBoboxaeHus - noctaHoBneHme 06 ocesoboxaeHun us NBC;

NocCTaHoBJIEHME O NpuBNevYeHnn B Ka4ecTee 06BMHSIEMOTO;

nocTaHoOBJ1IEHME O BO36y)KJJ,eHI/IM nepen cyaom xopaTancTtea ob M36paHI/IVI Mepbl Npece4vYeHna B Bnae 3aKrno4eHna
noa CTpaxy;

noctaHosneHne o6 V|36pava| Mepbl NpecevyeHnda B Buae 3aknveHna nog Ctpaxky cygoMm;
nocTtaHoBreHue o6 |/|36pava| Mepbl NpeceveHnd B BUae 3akrnveHnd nog ctpaxy cygom (380‘-IHO);
NOCTaHOBJIEHMNE O PO3bICKE 06BUHSAEMOTO;

MOCTaHOBIEHNE O BO3OYXAEeHWUN Nepes CydoM XoAaTancTBa O NPOANEHUN CpoKa codepXaHus 06BUHAEMOro Nog
CTpaxewu;

NMoCcTaHOBMEHWE O NPOANEHNM CPOKa COAEPXKaHMs Noa CTpaxemn CyaomMm;

nocTaHoBreHue 06 n3bpaHun Mepbl NpeceyeHns B Bae NOAMNUCKA O HeBble3ae U Haanexallem noBeaeHUN;
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noanucka o HeBble3ae;

noctaHoBreHne 06 n3GpaHnM Mepbl NpPeceYeHns Ha NoANUCKY O HEBLIE3AE;

nocTaHOBIEHMEe O BO30YXOeHUM nepes CyoM XoaaTancTea o NpoarieHny cpoka NpeasapuTensHoro CneacTeuns;
NOCTaHOBMEHME 0 YaCTUYHOM NpeKpaLleHN YrorioBHOro NpecrneaoBaHus;

NOCTaHOBIEHME O NpeKpaLleHUM YronoBHOro Aena;

nocTtaHoBneHne 06 oTMeHe NOCTaHOBIEHUS O NPeKpaLLeH YronoBHOro Aena;

nocTaHoBMeHMe 06 OTMeHe NMOCTAaHOBIIEHNS O MpeKpaLLeHUN YroNIOBHOMO Aera (YrofloBHOro npecriefoBaHns) u o
BO30GHOBMEHMM NPOU3BOACTBA MO YrONOBHOMY Aeny;

NOCTaHOBIIEHNE O NMPUOCTAHOBIIEHNWN NpeaBapUTeribHOro CneacTBud;

noctaHoesneHne o0 OTMeHe MOCTaHOBMEHNA O npnocTtaHoBeHUn npeaBapuTenbHOro cneactBuad U o
BO306HOBNEHMM npeaBapuTeribHOro crnencTtBud;

nocTaHoBIIEHME O BO30OHOBNEHNN NpeaBapUTENIbHOMO CreACTBUS;

NOCTaHOBEHNE O COEAUHEHUN YTONOBHbIX AEN;

MOCTaHOBIEHMNE O Nepefayve yronoBHOMO Aera AN onpeaeneHns noacrneacTBEHHOCTY;
06BUHMTENBHOE 3aKMNIYEHNE;

NOCTaHOBMNEHWNE O HanpaBfeHUN YrorioBHOMO Aena B Cya ANA NPUMEHEHUSI MPUHYONUTENbHON Mepbl MEAULIMHCKOro
XapakTtepa;

nocTaHoBIIEHME O BO3BpaLleHNN YronoBHOro Aena anda npon3soacrtea AOMOJTHUTENbHOIoO CneacTBUA;
NnocTaHoBI1IeHMEe O BO3BpaLleHNN YrofiIoBHOIo aerna ana nepecocraBlieHnda OBGBUHNTENBHOIO 3aKITHYEHNS;

CconpoBOAUTENBHOE NMUCLMO O HanpaBfeHUW YrofloBHOrO Aena B Hag3uparoLLyto NpoKypaTypy B Nopsake cratbu
220 YronosHo-npoLeccyarnbHoro koagekca Poccuiickon ®enepauuu;

COMpOBOAMTENbBHOE NCBLMO O HanpaeneHUK YronoBHOTo Aena B Cya;

COMpOBOAUTENIBHOE NUCBLMO O HamnpaBMieHUM YrONOBHOIO Aena B ApYrue opraHbl;

npuroeop cyaa;

nopyyeHus crnegoBaTens o NpoBeAeHNM OnepaTUBHO-PO3bICKHBIX MEPONPUATUIA;

NMUCbMEHHoe CoobLLEeHVE 0 3aaepXaHun Niua, NoA03PeBaeMoro B COBEPLLIEHUM MPECTYNNeHus;

MUCbMEHHBIE YKa3aHus Nno aeny;

KOMWM NNiaHa paccrnefoBaHus no aeny;

obpalleHus], xanobbl rpaxaaH M KOMUM OTBETOB Ha HUX, 3a WCKITHYEHUEM TeppUTOPUAnbHOrO CreACTBEHHOro
opraHa, rae HaxoAuTcsl B MPOM3BOACTBE YroSfIOBHOE Aesio (B 3TOM crlyyae opurMHanbl obpalleHuii 1 xanob rpaxaaH, a
TakKe OTBETbl HA HUX MOALIMBAIOTCA B YrofioBHble [era, B criydae HeoOGXOAMMOCTU KOMUW AaHHbIX obpalleHuii u

OTBETOB Ha HUX MOryT BbITb Takke NpuobLueHbl k KIM B AaHHOM TeppuTOpranbHOM CneacTBEHHOM OpraHe).

9.4.12. Matepwmanbl crnyXebHbIX MPOBEPOK (POPMUPYIOTCA U ODOPMIIAIOTCA B COOTBETCTBUM C WHCTpyKUMen o
nopsigke npoeefeHus cnyxebHbix NpoBepok B cucteme CrnefcTBEHHOTO KOMUTETA.
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9.5. OkcnepTu3a LIEHHOCTU M OTOOP AOKYMEHTOB AN XpaHeHUs
UKW YHUYTOXEHUS

9.5.1. OkcnepTnsa LEHHOCTU OOKYMEHTOB - M3y4YeHWe AOKYMEHTOB Ha OCHOBaHUW KpUTEPUEB WX LEHHOCTW B
uensax OonpeaerneHns CPOKOB XpaHeHMs OOKYMEHTOB M oTbopa ux Ons BKMYeHMs B cocTtaB ApxvBHOro ¢oHaa
Poccuiickon ®epepauuu.

9.5.2. [Ina opraHusauum n NPoOBEAEHUS METOOUYECKOW W MpaKkTU4eckonm paboTbl MO 3KCNEpTM3e LEHHOCTU
[OKYMEHTOB M MOArOTOBKM K Mepefade Ha MoCTOsSIHHOE XpaHeHue, a Takke Of1s opraHu3auumn otbopa LOKYMEHTOB K
YHUUTOXEHUIO B CNEACTBEHHbIX OpraHax, ydYpexaeHusax u opraHusauuax CneacTtBeHHOro KomuTeTa cosgalTcs
npukasamu pykoBOAMUTENS CrEeACTBEHHOrO opraHa, yupexxaeHus u opraHvsaumm NOCTOSIHHO AEUCTBYIOLLME SKCNEepPTHbIE
komuccum (3K). B ueHTpansHoM annapate CrnefcTBEHHOrO KoMUTETa MOMUMO 3KCNEPTHbIX KOMUCCUIA NoApa3feneHun
€o30aeTcs LeHTpanbHas akcnepTHas komuceuns (L3IK).

JearenbHocTb OK B CneactBeHHbIX oOpraHax, yvpexaeHusax u opraHusauuax CneacTtBeHHOro KommteTa
cybvektoB Poccuiickon ®egepauum U panioHHbIX CrEACTBEHHbIX OpraHax onpefensieTcsi COOTBETCTBYOLMMMU
NOMNOXEHUSIMU, COrMacoBaHHLIMU C YMOSIHOMOYEHHBIMW OpraHamn MCMOSIHUTENBHOW BriacTu cybbekToB Poccuiickom
depepaummn B 0651aCT1 apxmMBHOIO Aena v yTBEPKAEHHbIMU PYKOBOAUTENAMW.

9.5.3. OkcnepTHbIE KOMUCCUKM Ha3Ha4yalTCa NpuUKasamMu PyKOBOAUTENSA CREACTBEHHOrO OpraHa, yupexaoeHus u
opraHusauumm nog npeacenatenbCTBOM O4HOMO U3 PYKOBOAALLMX paboTHMKoB. B coctaB LJOK (He MeHee NsiTu YenoBek)
n 9K (He MeHee Tpex 4enoBek) BKMoYaloTcsi Hanbonee KBanMPUUUPOBAHHBIE U OMbITHblE PAaBOTHMKN CreACTBEHHbIX
OPraHoB, YYPEXAEHUN 1 OpraHM3aumi U 4enonpon3BoACTBEHHbIE pabOTHMKK, ApyrMe cneumanucTbl NogpasaeneHni.

9.5.4. DkcnepTHbIE KOMUCCUMM B CBOeN paboTe pyKoOBOACTBYHOTCSA 3akoHoAdaTenbcTBOM Poccuinckon depepauun,
denepansbHbiMu 3akoHamu "O CrneacteeHHoM komuteTe Poccuiickon ®egepaunn” n "O6 apxuBHoM gene B Poccuiickom
depepaummn”, OpyrumMnm HOPMATMBHBIMK MPaBOBbLIMW akTaMu, a TaKkKe MnpuKaszamu, yKasaHusMU U pPacriopsKeEHUSIMU
pyKoBOOAWUTENEN CrEeACTBEHHbIX OpPraHoOB, YYPEXAEHUW U OpraHu3auuin; MeToOAMYECKMMU  peKOoMeHOauusaMu
denepanbHOro apxMBHOIO areHTcTBa (B 4acTu, He npoTuBopedvalwlenn PepepanbHomy 3zakoHy "O CnencTtBeHHOM
komutete Poccuiickon ®Pepepaunn”), NONOXEHMAMM O LaHHbIX komuccusax, MNepevyHem gokymeHToB CnencTtBeHHOro
komuTeTa Poccuickon Pegepaumm ¢ ykasaHMeM CpOKOB XpaHEeHUs U HacTosLwen VIHCTpyKunen.

9.5.5. LleHTpanbHas akcnepTHas KOMUCCUS:

paccmaTtpvBaeT MNPOEKTbl BEAOMCTBEHHOrO MepeyvyHss [AOKYMEHTOB, MNPUMEPHbIX HOMEHKNnatyp gen,
HOPMaTUBHO-METOOUYECKNX MOCOOMI MO BOMPOCaM 3KCMEPTU3bl LLEHHOCTM LOKYMEHTOB M MX MOATOTOBKU K apXMBHOMY
XpaHEeHWIo U JaeT Ha HUX 3aKIYeHUs;

paccMmaTpuBaeT NpeasiokeHns 06 N3MeHEHUMN NN YTOYHEHUN CPOKOB XPaHEHUs LOKYMEHTOB, NPeayCMOTPEHHbIX
OEeNCTBYIOWNMN HOPMATUBHO-METOAUYECKMMU NocobusiMn, n o6 YCTaHOBMEHUM CPOKOB XPaHEHWUS AOKYMEHTOB, He
NPeayCMOTPEHHBLIX HOPMaTUBHO-METOAUYECKUMU nocobusimu. MaTtepuanbl Mo 3TUM BOMPOCaM NPeacTaBrstoTCs Ha

paccmoTpeHue LIOK CrnepcTtBeHHOro kKoMMTeTa, KOTOpasi NPMHUMAET MO HUM PELUEHMS U HanpaBnsaeT NpeasiokeHus Ha
paccmoTtpeHmne LISIMK npu Pocapxuee;

[aeT pekomeHgauum no MetToan4veckmm 1 npakTn4ecknm Bonpocam aKCnepTusbl ULEHHOCTU OOKYMEHTOB,
y4vyacTtByeT B npoBeaeHunmn MepOI'IpVIFITVIVI Nno NOBbILLEHWIO AENOBOW KBaJ'IVICbVIKaLI,VII/I paGOTHVIKOB;

OCYLLECTBMNSAET METOAMYECKOE PYKOBOACTBO U KOHTPOSNb 3a paboToW 3KCMEPTHbIX KOMUCCUMA Moapas3feneHun u
NOAYMHEHHbIX CIeACTBEHHbIX OPraHoB, yUpeXaeHU U opraHn3aumni;

npnHMMaeT y4yacTtue B npoBeaeHnn akcnepTn3bl LEHHOCTU JOKYMEHTOB,

paccmaTtpuBaeT CBOOHYHO HOMEHKNaTypy nen CneacTBeHHOro KoMmMTeTa, CBOAHbIE OMMCKU Aen Ha OOKYMEHTbI
NOCTOAHHOIO CpOKa XpaHeHusa, onncun JOKyMeHTOB Mo JIMYHOMY COCTaBy U NMPpUHUMaET peLleHndA 00 1x cornacoBaHuu;

paccmaTpuBaeT akTbl O BblAeNMeHNN K YHUHTOXXEHNIO JOKYMEHTOB C UCTEKLLUMU CPOKaMU XpaHEeHUA;

paccmaTpmBaeT aKTbl 006 yTpaTte unm HeucnpaBMMOM NoOBpeXaeHUN OOKYMEHTOB U NPpUHUMaeT pellueHus 00 nx
cornacosaHun.
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LleHTpanbHasa akcnepTHas komuccusi CrieaCTBEHHOTO KOMUTETa MPUHMMAET PEeLleHns O COrnacoBaHUK MpoekTa
BEJOMCTBEHHOTO MEpeYHsi [OKYMEHTOB, a B Crnyvae HeobXogumocTM W [pyrux [OKYMEHTOB MO BOMpocam
[ernonponsBoaCcTBa U apxXMBHOIO Aena NpeacTaBnseT Ux Ha paccMoTpeHue deneparnbHOro apxX1BHOMO areHTCTBa.

9.5.6. JkcnepTHbIE KOMUCCUK:
NPUHMMAIOT y4acTue B NPpOBeaEHUN IKCNEPTU3bl LEHHOCTU JOKYMEHTOB;
OpraHM3ylT eXerogHbin 0TOOP AOKYMEHTOB A1 AallbHENLLEro XpPaHEHUSA UMM YHUYTOXEHUS;

OCYLLECTBMAT MeToAUYECKOe PYKOBOACTBO pa3paboTkonM HOMEHKNaTyp Aen M paccMaTpyBaloT MNPOEKTbI
HOMeHKNaTyp Aen, Oal0T MM SKCNEPTHYH OLEHKY M BHOCAT UX Ha paccmoTtpeHue LIOK, a npu HeobxogmmocTu - Ha
paccmoTpeHne JMNK ynonHOMOYEHHbLIX OpPraHoB WCMONHUTENbHOM BriacTu cybbektoB Poccuiickon ®epepauun B
obnacTtvn apxmBHOro aena;

paccmaTpuBatloT rogoBble pasaenbl onucen aen NoCTOSAHHOIo XpaHeHuda 1 nNo NIM4YHOMY COCTaBy,
paccmaTpuBatloT aKTbl O BblAEJIEHUN K YHUYTOXEHUK JOKYMEHTOB C UCTEKLLMMU CPOKaMUN XPaHEHUA,

y4acTByrOT B NMoArotoBke W pacCMOTPEHUN MNPOEKTOB nepequVl OOKYMEHTOB, TWUMOBbLIX W TNMPUMEPHbIX
HOMEeHKNnaTyp aen n gpyrux HopMmatnBHO-MeToaAn4eCKUX JOKYMEHTOB MO AeNonponu3BoaACTBY, AT 3aKMK4YeHUA Ha HUX;

paccmaTpuBaloT akTbl 06 yTpaTe Ui HencnpaBMMOM MOBPEXOEHUN JOKYMEHTOB;
y4yacTBYIOT B NPOBEAEHUI MEPONPUATMIA MO NOBLILLEHWIO AelI0BOM KBanMdgukaumMm paboTHUKOB.

9.5.7. LUGK n 3K npu HeobxogumocTn MOryT npurnawiaTb Ha 3acegaHuss pabOTHUKOB CrEACTBEHHbIX OpraHoB,
YUPEXOAEHUA W OpraHuM3auun, npeacTaBuTENen YMNONTHOMOYEHHbBIX OPraHoOB MWCMOMHMTENbHOW Bractu B obnactu
apxMBHOrO Aena, a Takke ApYyrux opraHusauui.

KoHcynbTaHTlIntoc: npumevaHme.
MpunoxeHue N 51 k IHCTpyKUUn He NpUBOANTCS.

9.5.8. Mo okoH4YaHWM roga Ha fgena, nognexaiwime cgave Ha xpaHeHue B apxuB CrieACTBEHHOrO KOMMUTETa,
COCTaBMSATCS onucK B AByX ak3emnngapax (npunoxeHme N 51). Onuck npenctaBnsiet cobon CUCTEMATU3NPOBAHHBIV
nepeyeHb 3arofIoBKOB 1 APYrMx HEOBXOAMMbIX CBEAEHWI O Aenax.

[ena, oToGpaHHble Ha NOCTOSIHHOE XpaHeHne, oPOPMITSIOTCA M OMUCHLIBAOTCS B COOTBETCTBUM C TpeboBaHMSIMU
HacTosiwen NHcTpykumm n OCHOBHBIX NpaBun paboTbl BEAOMCTBEHHbIX apXMBOB.

|_|pl/l COCTaBlieHnn onncu gen no HOMeHKnaTtype ncnosrb3yeTca CUuctemMaTnu3auma aen s camon HOMeEHKNnaTtype.

npl/l COCTaBfeHnn onucen fen MnocTOSIHHOro XpPaHEeHUA YTOYHAKTCA 3arojioBKu Aesl unn TOMOB. 3aronoBku
AOJIMXKHbI ObITb KOHKPETHbIMU U NMOJTHOCTbLIO pacCKpbiBaTb CcoAepXaHne OOKYMEHTOB Aefa, TO €CTb OOJTKHbI ObITb YKa3aHbl
BMAbl AOKYMEHTOB, Ha3BaHUA opraHmsaumﬁ, TeMbl NI OCHOBHbIE BOMNPOCHI AOKYMEHTOB U T.M.

JInuHble gena paboTHukoB CrefCcTBEHHOIO KOMUTETA N FOCYAapCTBEHHbBIX FPaXXAaHCKMX CAy)Xallux BKITHOYAKTCH B
onucb B andaBMTHOM nopsagke damunuin.

9.5.9. CBoagHble MNn oTaenbHblIE ONUCK Oen NOCTOSIHHOrO XpaHeHus, cocTaBreHHble B apxuBe CrneacTBeHHOro
komuteta Ana nepejadn B [ocygapcTBeHHbIM apxuB Poccuiickon depepaumu, nopnexar HanpasneHuio Ha
ytBepxaeHue OlMK MocyaapctBeHHoro apxmBa Poccuiickon ®efepauum He nosgHee Yem 4vepes LecTb feT nocre
3aBepLUeHNs aen B Oeronpou3BOACTBE (HE Mo3dHee Yem 4vepe3 Tpu rofa - Ans CneacTBEHHbIX OpraHoB CyObEKTOB
Poccuiickon ®epepauun n panoHHbIX CNEACTBEHHbIX OPraHoB - B YMOMHOMOYEHHbI OpraH MCMOSHUTENbHOW BacTu
cybwekta Poccuickon ®egepauun B o6nactv apxmBHoro gena).

9.5.10. [lokyMeHTbI MO JIMYHOMY COCTaBY BKIHOYAOTCS B OTAENbHbIE CBOAHbLIE OMWUCU, KOTOPblE COCTaBMATCS B
ABYX 9K3eMNIsipax 1 NpeacTaBrsloTCs Ha corflacoBaHue B YNOJIHOMOYEHHbIN OpraH UCTOMHMUTENbHOM BriacTi cybbekTa
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Poccuiickon ®egepaumm B 0bnactn apxmBHOro gena, degepanbHbli TOCYAapCTBEHHbIA apxuB. 10 UcTeyeHnn cpoka
BEJOMCTBEHHOIO XpaHeHUs MPOBOAUTCS SKCNepTmn3a LieHHOCTM gen ¢ otmeTkon JlK.

[OKyMeHTbI N0 JINYHOMY COCTaBY MOCTOSIHHOIO XPaHEHWUsI MOTYT BKMOYATLCA B ONUCK AeN NOCTOSAHHOIO XpaHeHWs
obLiero [enonpou3BoAcTBa TOMbKO MO COMMACOBAHWIO C  YMOMMHOMOYEHHBIM OPraHOM WCMOMHUTENBbHOW BracTu
cybbekTta Poccuiickonn Pegepaumm B obnactu apxmuBHoro gena, gegeparnbHbiM rocyaapCTBEHHBIM apXMBOM.

9.5.11. OT60p OOKYMEHTOB 3a COOTBeTCTByI'OIJJ,I/IIZ nepunoa K YHUHTOXXEHUK U COCTaBrieHne akta O BblAeNTIeHUnN nx K
YHUYTOXEHNIO NMPOn3BOOATCA MOCIe YyTBepXOeHUA COCTaBJIEHHbIX B COOTBETCTBMU C YCTAHOBIIEHHbIMU NpaBUIlaMu
CBOAHbIX Onuncen aen NnoCcTosHHOro XpaHeHusa 3a 3TOT XKe nepunoa. 3arem OT06paHHbIe K YHUYTOXEHUNK U BKITKOYEHHbIE B
aKTbl JOKYMEHTbI noagnexat YHU4YTOXEHUIO.

AKT O BblOeNeHUM [OOKYMEHTOB K YHUYTOXEHMIO MevaTaeTcss Ha obliemM OnaHke CneacTBeHHOro opraHa,
yupexgeHus unu opraHusaumm. Homepa aktam yHUHMTOXEHUS MpUCBaMBAOTCS B Npefdenax Kaxgoro roga, HadvmHasa ¢
Homepa 1.

9.5.12. YTBepXAEHHble K YHNUYTOXEHUIO AOKYMEHTbl YHMUYTOXalTCa B NpucyTCcTBUM paboTHuka CneacTtBeHHOro
komuteTa nMBO nepefarnTcs B U3MErNbYEeHHOM BMAE, MCKIOYaloLLeM MpoYTeHWe TeKCcTa, opraHusaumsiM, BeAaloLmm
3aroTOBKOW BTOPMYHOrO Cbipbsd. O6 3TOM [genaeTcsd COOTBETCTBYIOLLAA 3anuCb B KOHLE akta O BblAeNneHuu K
YHUYTOXEHWIO JOKYMEHTOB U Aen. icnonb3oBaHne aTnX AOKYMEHTOB ANs XO3AWCTBEHHbIX HYXA 3anpeLiaeTcs.

YHU4YTOXEHME JOKYMEHTOB OpraHusyeTtcst paboTHUKaMmn Tex nogpasaeneHni, KoTopble NpoBoanny nx otTéop.

KoHcynbTaHTlIntoc: npumevaHme.
MpunoxeHue N 52 k IHCTpyKUUnM He NPpUBOANTCS.

9.5.13. [lena cgalTca B apxuB nocrne 3aBepLleHns ux B 4enonponsBoAcTBe C BHYTPEHHEN OMNMUCLIO MO ONUCAM
aen (npunoxenne N 52 k UHCTpykumn).

Mpu cocTaBneHnn onucy aen cobnoparTca cneaywme TpeboBaHus:

Kakgoe aeno (ToM, 4acTb) BHOCUTCA B ONUCh NMOL, CaMOCTOATENbHbIM NOPSAKOBBIM HOMEPOM;

rpadobl ONUCK 3aMNONHAOTCS B COOTBETCTBUM CO CBEAEHMSIMU, BbIHECEHHBIMW Ha OBIOXKY Aena;

O[MHaKOBble 3arorfioBkM [es, MocrnefoBaTerlbHO PAaCroNOXKEHHbIX B OMWUCU, HE MOBTOPSIOTCH, OCTaslbHble
ofHopoaHble fena 06o3HavalTcs crioBamu "To xe", Npy 3TOM Apyrue CBeAeHUs 0 Aenax BHOCATCSA B OMNUCH MOMHOCTbIO
(Ha kaxgoM HOBOM NMCTE OMUCK 3arofIoBOK BOCMPOM3BOANTCS MOMHOCTLIO);

rpacdba onucu "TpumevaHue" ucnonb3yetca AN OTMETOK O MpuemMe fefl, OCODEHHOCTAX MX hmamyeckoro
COCTOSsIHMSA, O Nepefaye Aes CO CChISIKOM Ha HEOOXOOUMBIN aKT, O HANUYMK KOMWUA 1 T.1.

B koHUe onvcu genaeTcs MTorosasl 3anucb, B KOTOPOW ykasbliBaeTcst (UMdpamu 1 NPONUCHI0) KONM4ecTBo Aen,
YUCRALLMXCS MO ONWUCK, NEPBLIV U NOCHeAHWIn HOMepa Aen No OMNUCK, a Takke OroBapmBatoTcs 0COBEHHOCTN HyMepaLun
nen B onvcy (HomepoB ¢ ByKBEHHbIMU MHOEKCAMU U NMPOMYLLIEHHBIX HOMEPOB).

Onuncb pgen nogpasgeneHnda LueHTpanbHOro annaparta CnegctBeHHOro komuTeTa MOAMUCLIBAETCA €€
CocTaBuTenem, cornacoBbiBaeTCAa C pykoBoguTernem ynpasrieHna N yTBepXxnaetcd pykoBogmTenem CoOoTBEeTCTBYHOLEro
nogpasgerieHnd LeHTparibHOro annaparta CnencTBeHHOro kKomuTeTa.

B cnenctBeHHbIX opraHax, ydpexgeHuax n opraHmsaumnax CneacTBeHHOro KomuTeTa onucK gen nop,pas,u,eneHMVl
noAnncCbiBakDTCA UX COCTaBUTENEM U YTBEepXOAakoTCA pyKOBOOAUTETEM.

X. OCOBEHHOCTU PABOTbI C SNNIEKTPOHHBLIMW OOKYMEHTAMW

10.1. Nprem 3NeKTPOHHbIX AOKYMEHTOB U3 OpraHoOB rOCY4apCTBEHHON BNAcTU U UHbIX rOCYAapCTBEHHbIX OpraHoB
N OpraHnsauuii u oTnpaBKa SMeKTPOHHbIX JOKYMEHTOB OCYLLECTBSATCS YNpaBieHNEM.
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10.2. OneKTpoHHble [OKYMEHTbl CO3JaloTcsl, 00pabaTbiBAlOTCA W XpaHATCA B CUCTEME 3NIEKTPOHHOro
AokymeHToobopoTa CneacTBeHHOro kKomuTeTa.

Cuncrema anekTpoHHOro JokymeHToobopoTa CneAcTBEHHOro KOMUTETa LOJKHA COOTBETCTBOBAThL TPebOOBaHUAM,
yCTaHoBMNEeHHbIM MUHUCTEPCTBOM CBA3M M MacCoBbIX KOMMYHMKaLmMi Poccuinckon degepaumu.

B CnencrBeHHOM KOMUTETE CO30AKOTCA U UCMONb3YIOTCA:

9EKTPOHHbIE JOKYMEHTbI, CO3aBaeMble B 3MIEKTPOHHOM chopme 6e3 npeaBapUTENbHOro AOKYMEHTUPOBAHMSA Ha
Oyma)KHOM HocuTene;

ANIEKTPOHHbIE o6pa3b| LOOKYMEHTOB, NoJlydeHHble B pe3ynbTaTe CKaHUpPOBaHUA OOKYMEHTOB U XpaHAwKnecda B
CUCTEME IBJTEKTPOHHOIO D,OKyMeHTOO60pOTa.

[okymeHTbI, co3aaBaemMble B CnegcTBEHHOM KOMUTETE M nocTynatowme B CrniefCTBEHHbI KOMUTET Ha OyMaXKHOM
HocuTene, BKMYalTCA B CUCTEMY 3NIEKTPOHHOIO AOKYMEHTOO60opoTa nocne CKaHMpOBaHMSA U CO30aHUSA 3NEKTPOHHbIX
06pa3oB JOKYMEHTOB.

BkrnoueHve aneKkTpoHHOro obpasa AOKYMEHTa B CUCTEMY 3IEKTPOHHOIO AOKYMEHTO060pOTa BO3MOXHO MOCIE ero
BepudMKkaumMm (CpaBHEHUM SNEKTPOHHOTrO obpasa [JOKyMeHTa C MOANMHHMKOM [OKYMeHTa), MoATBepXaeHue
COOTBETCTBUS 3MEKTPOHHOIO 06pasa MOANMMHHUKY [AOKYMEHTA OCYLLECTBMSETCA C MOMOLLbIO 3NIEKTPOHHOW mnognucu
paboTHWKa ynpaBrneHusl, BbINOMHSOLWENO AaHHYI0 NpoLieaypy.

10.3. OneKkTpoHHble COOOLWEHNs, MOCTynawwme Mo CUCTEME  MEXBEAOMCTBEHHOrO  3N1EKTPOHHOro
[OKyMeHToobopoTa, NPOXoaAT perncTpaumio B CUCTEME SMEKTPOHHOrO AoKyMeHToob6opoTa CrneacTBEHHOro KOMUTETa, B
nopsigke, yCTaHOBIIEHHOM VIHCTpyKUMen.

Mpw 3arpyske 3NeKTPOHHOTO COOBLLEHMSA B CUCTEMY 3NIEKTPOHHOIO AOKymMeHToobopoTa CneacTBeHHOro komuteTa
PeKBM3NTbI, COAepXalumMecs B COOTBETCTBYMOLlEM danne 3MeKTPOHHOrO COOBLLEeHWs, MOryT WMCMoNb30BaTbCA Afs
3anonHeHns nonen perncTpaumoHHO-KOHTPONBHOM KapTOYKM MOCTYNUBLLEro JOKYMEHTa B 311IEKTPOHHON dhopMe.

CocTaB  3MNEKTPOHHbLIX [OKYMEHTOB, oObpaljalolmnxcs B CUCTEME  SMNEKTPOHHOTO  [OKYMeHTooGopoTa,
onpepensietca lNpeacenatenem CneacTBEHHOTO KOMWTETA Ha OCHOBE pekoMeHAauun degepanbHOro apxvMBHOIO
areHTCTBa M B COOTBETCTBUM C NEPEYHEM [OKYMEHTOB, CO3[aHUE, XPaHEHMe U WUCMOMb30BaHUE KOTOPbIX MOXET
OCYLLECTBMATLCSA UCKMOYMTENBHO B hOPME 3MEKTPOHHbIX JOKYMEHTOB.

I'IepeLIeHb OOKYMEHTOB, CoO3daHue, XpaHeHne Unu UCnonb3oBaHWEe KOTOPbIX MOXEeT OCYyLLeCTBIATbCA
WUCKITIOYNTEITbHO B cbopme OJTIEKTPOHHbIX OOKYMEHTOB, yTBepXOaeTcd I'Ipe,qce,u,aTeneM CnencTBeHHOro komuTeTa no
cornacoBaHuio € <Dep,epaanb|M APXUBHbIM areHTCTBOM.

10.4. OchopMrieHne 1 cornacoBaHne NPOEKTOB ANEKTPOHHbIX JOKYMEHTOB OCYLLECTBASIOTCS MO O6WMM npaBuniam
OEeNoNpon3BOACTBA, YCTAHOBIIEHHLIM B OTHOLLIEHUM aHanormyHbIX AOKYMEHTOB Ha GyMaXKHOM HocuTene. 3neKTPOHHbLIN
OOKYMEHT [OIMKEH MMETb PEKBU3UThbI, YCTAHOBSEHHbIE AN aHaNOrMYHOro AOKYMeHTa Ha BymaxHoM HocuTene, 3a
WCKITHOMEHMEM OTTUCKA NeYyaTn n nsobpaxeHus MocygapctBeHHoro repba Poccuiickon Pepepaumn.

10.5. Ons noareepXxaeHmnAa noanMHHOCTU SNEKTPOHHbIX OOKYMEHTOB B CneacTtBeHHOM KOMUTETE NCNONb3YyKTCA
ANEKTPOHHbIE NOANUCH.

Mcnonb3yemble cpeacTBa aneKkTPOHHON NOANNCH AOMXKHbI BbiTb CEepTUHOULNPOBaHLI B YCTAaHOBIIEHHOM Nopsiake.

Mpu nepenaye 3NEKTPOHHbIX JOKYMEHTOB B OpraHbl FOCY4apCTBEHHONM BNACTW U UHble rocyaapCTBEHHbIE OpraHbl
N opraHu3auum OOKYMEHTbI 3aBEpsItOTCS 3MEeKTPOHHONW noanucebio CrneacTBEHHOrO KOMUTETa - aBTopa AOKYMEHTa B
cootBeTcTBMM ¢ PeaepanbHbiM 3akoHoM OT 6 anpens 2011 r. N 63-®3 "O6 anekTpoHHoOn noanuecn”.

|_|pl/l nony4yeHnn IJNEeKTPOHHbIX OOKYMEHTOB OT OpraHoB FOCWJ,apCTBeHHOﬁ BIaCtn N WMHbIX rOCyOapCTBEHHbIX
opraHoB Unn OpFaHI/I3aLI,VIl7I ynpasJieHne oCyLlecCTBnAeT NpoBepKy NOAJIMHHOCTU SﬂeKTpOHHOVI noanncu.

10.6. lNMpun nepegaye NOCTYNUBLLMX SMEKTPOHHBLIX JOKYMEHTOB Ha paccmoTtpeHue lMNpepcenarento CnegcTBeHHOro
KOMUTETa U ero nepBomMy 3aMeCcTUTENo, 3aMeCTUTendamMm, HanpaBleHUNn 3N1eKTPOHHbIX OOKYMEHTOB B noapasgeneHunda
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Mpukas CK Poccun ot 18.07.2012 N 40
"06 yTBEepXaeHnM MHCTpyKLMM NO Aenonpon3BOACTBY JokyMeHT npepoctasneH KoHcynbTaHTlnoC
CnepnctBeHHoro komuTeTa Poccuinckon deg... fata coxpaHerus: 13.08.2018

ueHTpanbHoro annapata CneacTBeHHOro KoMWTeTa, CIeACTBEHHbIE OpraHbl, YYPEeXOEeHWs W opraHuMsauunm
CrnepncTBeHHOro kKomuTeTa U OTBETCTBEHHBIM UCMOMHUTENSM, NPU OTNPaBKE 3MEKTPOHHbLIX JOKYMEHTOB BMECTE C HUMU
nepeparTca (XpaHATCA) UX PErMcTpaLMOHHbIE AaHHbIE.

10.7. Mpn 06paboTke, PacCMOTPEHWUM, COrMacoBaHWM U MOAMUCAHUM 3MNEKTPOHHBLIX JOKYMEHTOB B CUCTEME
9MEKTPOHHOro  AOKyMeHToo6opoTa BO  BHYTPEHHEM  JOKyMeHTooGopoTe CreacTBEHHOro  KoMuteTra  MoryT
MCMonb30BaTbCs CMOCOObI NMOATBEPXKAEHUST OENCTBUN C IMEKTPOHHLIMW [OKYMEHTaMW, MPU KOTOPbIX 3MeKTPOHHAs
noanuchk He WCMonb3yeTcs, NP YCMOBUM, YTO MPOrpamMMHble CpefcTBa, npuMeHsiemble B CreacTBEHHOM KOMUTETE,
NO3BOMSOT 0AHO3HAYHO UAEHTUULMPOBATL NNLLO, NOAMNMCABLUEE [JOKYMEHT.

10.8. EguHMuen ydeta 3neKTPOHHOrO AOKYMEHTa SBMSETCHA 3MEKTPOHHbLIN OOKYMEHT, 3apermcTpupoBaHHbIA B
CUCTEME 3NEKTPOHHOrO [OoKyMeHToobopoTta CneacTBEHHOrO0 KOMUTETA.  ONEKTPOHHbLIN  AOKYMEHT, WMELUiA
NPUNOXEHUSA, PErmcTpupyeTca Kak oguH JOKYMEHT.

10.9. OTnpaBka 9MEKTPOHHONO [JOKYMEHTAa, 3aBEPEHHOro 9feKTPOHHOW  MNOAMUCHI0  YMOMHOMOYEHHOIro
OOMmKHOCTHOro nuua CnegcTBeHHOro KOMUTETA, OCYLLLECTBMSIETCA B COOTBETCTBUM ¢ PedeparnbHbIM 3aKOHOM OT 2 Masi
2006 r. N 59-®3 "O nopsigke paccmoTpeHusi obpalleHui rpaxgaH B Poccuiickon depepaummn” n UHCTpykumen o
nopsiake paccMoTpeHus obpalleHui u npuema rpaxaaH B cucteme CneacrseHHoro kommuteta Poccuickon depepaumn.

B cnyyae otBeTa Ha obpalleHne rpaxgaHmHa B hopMe 3MeKTPOHHOIO 4OKYMEHTa NPOM3BOAMTCSH CKaHUPOBAHME C
NnepBoro aKk3emMnnsapa JOKYMeHTa, NoAroTOBEHHOro B NMCbMeHHOM Buae B oopmaTte PDF.

OTBeT rpaxgaHuHy HanpasnsieTcs B (popMe 3MNeKTPOHHOro fokyMmeHTa B popmate PDF, a Ha BTOpoM (BM30OBOM)
aKk3eMnnsape Aenaetcd oTMeTka "OoTBeT HanpasneH rpaxaaHuvHy (9.1.0.) B popme anekTpoHHOro AOoKyMeHTa (OaTa
oTnpaBkm)".

B Ogene coxpaHsATCA NepBbIN 1 BU30BOW 3K3EMMNASAPbl AOKYMEHTAa.

10.10. UcnonHeHHble 3NeKTPOHHblE AOKYMEHTbI CUCTEMAaTU3MPYIOTCA B Aena B COOTBETCTBUM C HOMEHKIATYpPOU
aen CneacteBeHHoro komuteTa. [py coctaBneHMn HOMEHKNaTypbl Aen B 3arofioBOK Aefnia BK4YaeTCs ykasaHue
"ONeKTPOHHbIE AOKYMEHTHI", Hanpuvep:

"Mepenncka 06 agMUHUCTPATUBHO-XO3ANCTBEHHOM 0BCHYXMBaHWW.
OnNeKTPOHHbIE AOKYMEHTbI"

10.11. CpokM XpaHEeHUSI IMEKTPOHHbLIX [OOKYMEHTOB COOTBETCTBYHT CpOKaM XpaHEeHUs [OOKYMEHTOB,
YCTaHOBJ1€HHbIX 3akoHOAaTeNIbHbIMUA N NHBIMXA HOPMaTUBHbIMU NMPaBOBbIMUA aKTaMu Poccuinckon Cbe,qepaumm, TUNOBbLIMUA
nnn BeaAOMCTBEHHbIMU NepevyHAMU Ana aHarnorn4HblX JOKYMEHTOB Ha 6yM3)KHOM HocuTerne.

10.12. MecTo XpaHeHUs 3NEKTPOHHbLIX JOKYMEHTOB [0 UX Mepefayqn B apxve, BUA HOCUTENEW, HA KOTOPbIX OHM
XpaHATCH, a Takke opmaTbl WX MOCTOSIHHOIO W ANWTENBbHOTO CPOKOB XPaHEHWs OMNpefdensioTcd € y4eTom
PyHKUNOHMpYWMX B CnegcTBEHHOM KOMUTETE MPOrpaMMHO-TEXHUYECKUX CPEACTB M HOPMATUBHBLIX U METOOUYECKMX
OOKYMEHTOB crneumanbHO yrnonHoMmoyeHHoro [lpasutensctBom Poccuiickon depepauumn denepanbHOro opraHa
NCNonHUTENBHOW BnacTn B obnactu apxmuBHoro aena.

10.13. OKcnepTvM3a LEHHOCTU SNEKTPOHHBIX [OOKYMEHTOB OCYLUECTBNSAETCA B MOpsigke, YCTAHOBIIEHHOM B
OTHOLUEHUN OOKYMEHTOB Ha 6yma>|<H0|v| HocuTtene.

10.14. lNocne nucteyeHnss cpoka, yCTaHOBNEHHOrO ANsl XpaHEHUS1 ANEKTPOHHbIX AOKYMEHTOB (4en), Ha OCHOBaHUK
akta O BbIOENEHUN UX K YHUYTOXeHMIo, yTBepxaaemoro [lpeacepatenem CriegcTBEHHOrO KOMUTETA, YKasaHHbIE
3IEKTPOHHbIE AOKYMEHTHI (4ena) noanexart YHUYTOXEHUIO.

10.15. TloctynmBwne w3 nogpasgeneHnin LeHTpanbHoro annapata CneacTtBeHHOro KOMUTETA B apxuB
CnencTBeHHOro KOMUTETA 3MNEKTPOHHbIE AOKYMEHTHI NepeaatTcst Mo onucsaM ¢ obopMIIEHNEM akTa NpueMa-nepenaqu
3NEKTPOHHbIX JOKYMEHTOB Ha XpaHEHWE B apXUB.

10.16. B uensx ydeta v noucka OOKYMEHTOB B CUCTEME 3MEKTPOHHOrO AOKymeHToobopoTa CnencTtBeHHOro
KOMUTETa UCMOMNb3YHTCA CreayoLne pekBn3nTbI:
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Mpukas CK Poccun ot 18.07.2012 N 40
"06 yTBEepXaeHnM MHCTpyKLMM NO Aenonpon3BOACTBY
CnepnctBeHHoro komuTeTa Poccuinckon deg...

[JokymeHT npegoctasneH KoHcynbTaHTINOC
[ata coxpaHeHus: 13.08.2018

afpecaHT;

agpecar,

[AOIMKHOCTb, aMUNna 1 MHULMansI niua, NoanucaBLLero AOKYMEHT;

HanuMeHoBaHWe BUaa AOKYMEHTa;
AaTa [IoOKyMeHTa;

HOMEp JOKYMEHTa;

AaTa nocTynneHusl JOKYMeHTa;

BXOOALLMIA HOMEP OOKYMEHTa;

CCbINIKa Ha UCXOAALLMIA HOMEpP U AaTy JOKYMEHTa;
3arorioBoK TekcTa IOKyMeHTa;

nHOeKC aena;

cBefieHus 0 NepeagpecaLun JOKYMeHTa;
KOJNTMYECTBO NIMCTOB OCHOBHOIO [OKYMEHTA;
KONMUYECTBO NPUMOKEHWIA;

o6LLiee KomnM4YecTBO NNUCTOB NMPUNOXEHUIA;
yKasaHWs Mo UCMONHEHWI0 JOKYMEHTa,;
[OIMKHOCTb, aMUNna 1 MHULMAnNbI UCMONHUTENS;

OTMeTKa O KOHd)M,D,eHLl,I/IaJ'IbHOCTM.

YnpaeneHue no paccMOTPEHMIO

obGpalLeHuii rpaxaaH U JOKYMeHTaLUOHHOMY
obecneyveHuto CneacTtBeHHOro kKoMuTeTa
Poccuinckon ®egepauun

CornacoBaHo

Pykosoantens ®enepansHoro
apXMBHOTO areHTCTBa
A.HAPTM30OB

24 anpensa 2012r.
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