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NMHCTPYKIOUA
0 J1eJIONPOM3BOACTBY B APOMTPAKHOM cyle ACTpaxaHCKOi o01acTu

1. O0uIHe moJIoKeHus

Hacrosmas MHcTpykius ycTaHaBIMBAET EAUHYI0 CUCTEMY OPTaHU3ALUU JAEIONPOU3BOICTBA,
MOPSAZI0OK pabOTHI ¢ MPOLECCYaTbHBIMU U MHBIMU JJOKYMEHTAMU, TUChbMaMH, 0OpaIleHUIMU FPaXaaH
U HOCHUT 00s13aTeNIbHBIN XapaKTep MpU BEIEHUH JICIIONPOU3BO/ICTBA B CUCTEME apOUTPAXKHBIX CYJOB
C YYETOM IITATHOM YHCIEHHOCTH U TEXHUYECKON OCHAIIEHHOCTH Ka)/10r0 KOHKPETHOTO
apOUTPaKHOTO Cyra.

Oob11iee BeeHNE AETONMPOU3BOJICTBA M METOUUECKOE PYKOBOJICTBO pabOTOMN € JOKYMEHTAMH B
CTPYKTYPHBIX MOJIPA3AEIEHUSIX apOUTPAXKHOTO Cy/la BO3JIaraeTcst Ha ciyxO0y AeT0npoOnu3BOICTBA -
KaHLEJSIPUIO, MHOE MoIpa3/iesieHue, CeKpeTapsi CyeOHOTo 3acelaHus WK CIIeUaNINCTa Cya.

OTBETCTBEHHOCTH 32 OPraHU3ALMIO JeIONPOU3BOJICTBA, COOMIOIEHNE YCTaHOBICHHBIX IPABUI U
nopsijika paboThl ¢ JOKYMEHTaMH, 0OpaIlleHUsIMH FpaXkaaH B CyA€OHBIX COCTaBaX M CTPYKTYPHBIX
MOJPa3EICHUAX BO3JIAraeTCs Ha UX PyKOBOAUTEIICH.

PykoBonuTens noapasaesieHns Ha3Ha4aeT OTBETCTBEHHOI'O 32 BEJIEHUE JEIOIPOU3BO/ICTBA,
KOTOPBIN yTBEpKIAeTCsI IPUKA30M 110 apOUTPAKHOMY CYITY.

PaGoTHuku apOUTpakHOTO Cyla HECYT MIEPCOHATILHYIO OTBETCTBEHHOCTD 3a BBITIOJTHEHHE
TpeboBanuil HacTosimei MHCTPYKIMU, COXpaHHOCTh MPOIECCYaTbHBIX M MHBIX JOKYMEHTOB.

006 yTpare TOKyMEHTOB HEMEJJICHHO JI0KJIa/IbIBAIOT PYKOBOJICTBY apOUTPaKHOTO CyAa, MO
TaHHOMY (PaKTy pyKOBOAUTENb MOAPA3AECTIEHUS COCTABISAET aKT, B HEOOXOIUMBIX CITydasix
Ha3HayvaeTcs CiIy)keOHOe pacciieIoBaHueE.

CBezeHus, coneprKaluecs B caykeOHbIX JOKYMEHTaX, He MMOJyIeXkaT pa3allleHHuIo JIUIaM, He
MMEIOLIIM OTHOILIEHUS K paboTe C 3TUMHU JOKYMEHTaMH.

[Tepenaua JOKYMEHTOB WJIM WX KOTHI paOOTHUKAM CTOPOHHUX OpTaHHU3aIUi, a TAKKe
HCIIOJIb30BaHHUE COJIEPKALMXCS B HUX CBEIACHUM U CpPEeCTBAX MacCOBOM MH(pOpMAINH
JIOITYCKAIOTCS TOJIBKO C pa3pelieHus pyKOBOJCTBA apOUTPaXKHOTO Cyra.

[Iepenaya HOKYMEHTOB U3 KOJIJIETMH B KOJUIETHIO OCYIIECTBISAETCS Yepe3 NPUEMHYIO IO
PaCIUCKY JIMLA, IPUHUMAIOIIETO TOKYMEHT, 110 YKa3aHUI0 PYKOBOIUTES, PAHEE YCTAHOBUBILIETO
VCITOJTHATEIIS.

Cynbu, cekpeTapu cyaeOHBIX 3aceaHUi U CIIEIMATUCThI apOUTPaXKHOTO Cy/1a IIPU YXOJE B
OTITyCK, BbI€3/l€ B KOMAaHAUPOBKY 00sI3aHBI IO YKa3aHHUIO MpeiceaaTes KOJJIETUU epeaaTh yepes
OTBETCTBEHHOI'O 3a BEJICHUE JCIIONPOU3BOICTBA B KOJUIETUN HAXOAAIINECS Y HUX HA UCIIOJHEHUU
JIOKYMEHTBI JPYyTUM ucnoiaHuTensM. [lpu yBoiabHeHHH U3 apOUTPaKHOTO CyJa BCE YUCIIINEcs 3a
pabOTHUKOM JIOKYMEHTHI MTE€pearoTCs JIUILY, OTBETCTBEHHOMY 3a BEJCHHUE JICIIONPOU3BOICTBA B
cyne.

[TpaBuna paboThI C CEKPETHBIMH JOKYMEHTAMU OIPENENseTCs ClelnaaibHOW HHCTPYKIIUEH.

[IpaBuna u nopsAoK paboThI C TOKYMEHTaMH, peaycMoTpeHHble MHCTpyKLnel, 00s13aTebHBbI
JUIs paOOTHHUKOB Cy/a, KOTOPbIE HECYT OTBETCTBEHHOCTD 3a COOMIO/IEHHE ee TpeOOBaHUH,
COXPaHHOCTbH CITY>KEOHBIX JOKYMEHTOB U pa3miallleHue coiepikalleiicss B HUX HHGOpMaIiH.

JIoKyMeHTaIlMOHHOE 00eCTIeueHUE JIEIONPOU3BOACTBA, KOHTPOJb 33 COOIOIEHHEM B CY/IEOHBIX
COCTaBax W JPYTUxX MOJApa3AesICHUsIX cyaa TpeOoBaHU HacTosme NHCTPyKIIUY, METOTNYECKOE
oOecrieyeHre paboThl C JOKYMEHTaMU BO3JIaraloTCsl Ha HadaJlbHUKA OTJIeNa JIeJI0NpOU3BOICTBA

cyna.



2. IIpuem, perucTpauusi U pacnpejaejeHue KOppeCnoOHIeH U

[Toctynaromas B apOUTPaXKHBIN Cyl KOPPECTIOHEHITNS TPUHUMACTCS, PETUCTPUPYETCS B
AKCIIEIUIIMU U PETUCTPUPYETCS B TPYIIIE PETUCTPALIUU JOKYMEHTOB U JIE€] OT/Aela
JIETTONTPOU3BOJICTBA.

KoppecnoHaeH11sI mpuHUMAETCsI SKCIISAUIINEH U3 MMOYTOBBIX OT/EICHU, (enbIberepbCKon
CITYKOBI, OT MpeCTaBUTENEH IOPUANYECKHX JIUII U TPaKJlaH C MoHeAeabHIKa 1o yeTsepr ¢ 9.00 no
12.00, kpome NATHULBI.

[Tpu mpreme KOpPECTOHACHIINHN COTPYITHUKH YKCIISAUITAN TIPOBEPSIOT COCTOSTHUE KOHBEPTOB
WJIM YIIaKOBKH, MPAaBWIIBHOCTD aJIPECOBAHUs, CBEPSIOT COOTBETCTBUE HAMMEHOBAHUM, KOJIMYECTBA
JIOKyMEHTOB M KOJIMYECTBA JINCTOB B HUX HAMMEHOBAHUSM U KOJTMYECTBY, YKa3aHHBIM B
npuioxkeHusx. KoHBepThl NpujiaraTces K J0KyMeHTaM.

[Ipu BCKpbITHN KOHBEPTOB (YITAKOBOK) MTPOBEPSIETCS HATMYHUE TOKYMEHTOB M MaT€pPHAJIOB,
YKa3aHHBIX B MPUIIOKEHUH; CBEPSAIOTCS UCXOAIINE HOMEPa JOKYMEHTOB C YYETHBIMU HOMEpPaMHU,
yKa3aHHBIMH Ha KOHBepTaxX. OmuO0ouHO T0CTaBICHHAS KOPPECTIOHICHIIUS TTEPEChIIAeTCs 0
MPUHAAJICKHOCTU WM BO3BPAIIAETCS OTIIPABUTEIIO C COIPOBOAUTEIBHBIM MHUCHMOM,
MOJIMUCAHHBIM HAaYaJIbLHUKOM OT/IeNa IeTTOTPOU3BO/ICTBA. 3aKa3Hast KOPPECTIOHICHIIUS CBEPSIETCS C
3aMUCsIMU TOYTOBBIX PEECTPOB.

B cnydae oTcyTCTBUS yKa3aHHBIX JOKYMEHTOB B IIPHJIOKCHHUH IOKYMEHTOB HJIUA TTOBPEKICHHS
JIOKyMEHTOB COCTABIISIETCS aKT B JABYX HK3EMILISIPax, KOTOPbIN MOAIUCHIBAETCS COTPYAHUKAMHU
AKCIICIUINH (CTICIHATICTAMH) ¥ MIPUJIAraeTcs K MOCTYNMHUBIIEMY TOKYMEHTY U TIEPEIaeTCsl BMECTE C
HUM Ha PacCCMOTPEHUE UCTIOIHUTEII0, KOIUS aKTa BBICBUIAETCS 3aBUTEINIO.

[TakeTsl ¢ moMeTKOM «JIMYHOY» HE BCKPBIBAIOTCS, HA HUX MPOCTABIISIOTCS J1aTa MOCTYIJICHUS U
YYETHBIA HOMEP, PETUCTPUPYIOTCS B CIIELIUATILHOM >KYpHAaJe 0 PEKBU3UTaM, YKa3aHHBIM Ha
koHBepTe. OHM HAIPABJIAIOTCS aJipecaraM, UX COACp)KaHNEe HE SBIACTCS OQUITHATBHBIM
JIOKyMEHTOB JI0 BO3BpALIEHUS B KAHLIEJISPUIO JIJIsl PETUCTPALIMU U HAIIPABJICHUS HA paCCMOTPEHUE
0 TIPUHAITICKHOCTH.

[TocTynuBIas KOppecnoHACHIINs, ToAOUpaeTcs (COPTUPYETCsI) IO KATETOPUSIM: UCKOBBIE
3asIBJICHMS, aleIUISIIMOHHBIC YKaI00bl, KACCAIIMOHHBIC JKall0ObI, 3asBJICHUS HA IEHCTBUS CYeOHBIX
MPHUCTABOB, XOJaTaiiCTBa MO0 apOUTPAKHBIM JieTIaM, 3asIBICHUS O MIEPECMOTPE aKTOB MO0 BHOBb
OTKPBIBIIMMCS 00CTOSITENLCTBAM, 3a/1aHus, nopydeHus BAC PO, npokyparypsl obnactu,
aIMUHUCTPAMU U APYTUX TOCYAAPCTBEHHBIX YUPEKACHHH, TONOJHUTEIbHBIE MaTEPHAIbI K
CcyneOHBIM JieTaM, 3aKOHOIaTeIbHbIC, HOPMATUBHBIC, CITYKEOHBIC JOKYMEHTHI U T.]I.

BBuay cokparieHHbIX CPOKOB paCCMOTPEHUS XOJaTaliCTB U 3asBICHUI 00 00eCTIeYeHUH UCKa,
3asIBJICHUH 10 JieiaM 00 aAMHUHUCTPATUBHBIX TPABOHAPYIICHHSIX, O IPUOCTAHOBIICHUH,
BO300HOBJICHUU U TPEKPAIICHUH UCTIOTHUTEIBHBIX TPOU3BOICTB, 00 OTIOKEHUU UCTIOTHUTEIBHBIX
JIEUCTBUN TOKYMEHTBI, COJIEpIKAIlNE TaKHE XOJIaTaliCTBa, MOJIEKAT HEMEIJICHHOW PErUCTPalii 1
nepeaaye Mo PaclucKy B CyneOHbIe COCTaBbI COTIIACHO CIICIIUATM3AIINH UITH CYIbE, B
MIPOU3BOJICTBE KOTOPOTO HAXOJIUTCS JEJO.

2.9. CnenuanucTsl SKCIEAUIINY B TIPABOM YIITy CBOOOIHOTO IOJIS IEPBOTO JIMCTA JOKYMEHTA
MPOCTABJISAET IITAMII C TIOJTHBIM HAUMEHOBAHHEM apOUTPAKHOTO Cy/la, YKa3bIBaCT ATy
MOCTYIUICHUS IOKYMEHTA, BXOAAIIUNA HOMED.

3aperucTpupoBaHHBIC TOKYMEHTHI TIEPEIAOTCS B COOTBETCTBYIOIINE KOJIJIETHH HIIA PYKOBOJICTBY
cyza.

2.10. CnennanucT 3KCIEeUIMHN OTAENa AEIONMPOU3BOACTBA BENIET KypHAJ ITpUEMa-repeaqn
MOYTOBBIX TeserpaMM. JIMCTHI )KypHasa TOMKHBI OBITH IPOHYMEPOBAHBI, MPOLTHYPOBAHKI U
CKPETIJICHBI ITeYaThIo.

2.11. B npuemHoO# nipeacenartens cyjia MOMOIIHUK Npeaceaaress cyaa BeAET )KypHall puema-
nepenadyu TeneoHorpaMm, SIEKTPOHHBIX COOOIICHHM, MOCTYMUBIINX HA UMl TIPEJICEAATENs U €ro
3aMECTUTEICH.



2.12. Peructpanus nponeccyaibHbIX JOKyMEHTOB BEIETCS OTACIBHO OT IPYI'MX BUIOB
JIOKYMEHTOB.

PerucrpaninoHHbI HOMEpP UCKOBOTO 3asIBJICHUS JI0JIKEH BKJIIOYaTh B ce0s1 003aTesIbHO
PEKBU3UTHI: HHAEKC ApOutpaxkHoro cyaa (A06) u MOPsAKOBBIM HOMEp UCKOBOTO 3asiBICHHUS,
IIPUCBAEMBIH B MpEAEIax OJHOIO KaJIEHAAPHOTO ro/ia, a TAK)KE IO/l MOCTYIUIEHHUS 3asiBlieHus. B
HOMeED JieJ1a BKJIIOYAETCSl MHIEKC CylbHU, YTBepkKAeHHbIN [Ipencenarenem cyna.

PerucrpaninoHHbI HOMEP UCKOBOTO 3asBJICHUS MPUCBAUBACTCS apOUTPAKHOMY JETy U HE
MOJUIEKUT U3MEHEHHIO TMPU TOCIEAYIOIEM paCCMOTPEHHUH Jiea B CyAeOHbIX HHCTAHIIHIX.

Ha xaxnoe noctynusiiee HCKOBOE 3as1BICHUE, aIMUHUCTPATUBHBINA MaTeprall ClEUaINCT
perucTpaluy 3aBOAUT CTAaTUCTUYECKYIO KapTOUKY Jiea, KOTOpasi 3aHOCUTCS] B KOMIIBIOTED
KOMILJIEKCHOM IIporpammel «Cynonpon3BoacTBo». Hauano kapTouky, a MMEHHO: HOMED
apOUTPaKHOTO JieJIa, CTOPOHBI (MCTEL] ¥ OTBETUHUK, a TAKXKE BCE JIMIA, yYAaCTBYIOIIHE B JIENe),
KaTeropus cropa, KoJIJIeTus, pacCMaTpUBarOILas 3asBJIEHUS U J1aTa MOCTYIIIICHUS.

Crienanuct perucTpainyy U npueMa KOppecnoHIeHIIUU OT/IeNa AeJI0NPOU3BOJICTBA, TOCTE
paccMOTPEHMSI HCKOBBIX 3asBJICHUN MIPEICEAATENEM CYAa, IEPEJAET UX CIIELUATIUCTAM B KOJIJIETHH.
HckoBble 3asBIeHUS (POPMHUPYIOTCS 110 COCTaBaM U CHEIHMATIMCTaMU KOJUJIETH MepealoTcs
npezaceaTento Kojulerui 1nbo npeaceaarensam cyaeOHbIX cocTaBoB. [pencenarens Komieruii uiu
npezceaaresb Cy1eOHOro cocTaBa CBOEH pe30IIIOLUEH OTIIHUCHIBAET UCKOBBIE 3asBICHUS 1O
KaTeropusM el Cy[bsM. B TOT 5ke IEHb HCKOBBIE 3asIBIEHUS NIEPEAAIOTCS HA3HAYEHHOMY CYAbE.

2.13. Ilpu nocTyIuieHnH B CyJI J€N1a, PACCMOTPEHHOTO BBIIECTOAIIEH HHCTAHIIUEH, IT0 KOTOPOMY
oOxayeMblil cyaeOHBIN aKT OCTaBJIeH 0e3 U3MEHEHUS], B KOMIIBIOTEPHYIO KapTOUKY Jieja BBOIUTCS
uHbopMaIus 0 JaTe NOCTYIUIEHHUs Jela, pe3yabTaTe pacCMOTPEHUS BIILIECTOSAIIEH HHCTaHIIUEH.
Jleno B 3TOT e JIeHb MepeAaeTcs Mo peecTpy B cynedHbIi cocTas. [Ipyu HaIM4Yuu pe3osonuu Cyabu
"B apxuB" nemno nepenaeTcs CHEHAIUCTOM CyIeOHOTO COCTaBa B apXUB.

Ecnu cyneOHOe fe1o BhIlIeCTOsIIeH MHCTaHIIMEeH HAallpaBJIeHO Ha HOBOE cyneOHOe
pa30oupaTeNbCTBO B CY/, CYACOHBIN aKT KOTOPOTO OTMEHEH MOJIHOCTHIO MIIA B YaCTH,
PETUCTPALIMOHHBIM HOMEP €r0 HE MEHSETCS U B JIEHb IIOCTYIUIEHUS AEJI0 NEPENAETCS 10 PEECTPY B
cekperapuar npejcenarens cyaa. llpu Hamuuuum pe3ononun npeacenarens cyaa Aejao NepeaaeTcs
IpejiceaTeNto KOJUIETHH Cy/la Ha PacCCMOTpPEHHUE, TM00 HEMOCPEICTBEHHO B CyIE€OHBII cOCTaB JUIs
nanbHeWei opranuzanuu paceMotpenus  (1).

(1) Ilynk 2.13. Buecen B MuacTpykiuto Ha ocHoBanuu [Ipukaza ot 31.07.2008 Ne 50 n/c

2.14. AneIINMOHHAA KaJ100a

2.15. AnennsaumronHas kanoba Ha penieHne apOuTpakHOTO Cy/a MepBOW WHCTAHIINH, HE
BCTYIIMBIIEE B 32aKOHHYIO CHILY, I10JIa€TCS JINLIAMH, YJaCTBYIOLIUMHU B JIEJI€, & TAKKE UHBIMH JIML[aMHU
B ciydasx, npenxycmMorpeHHbIX AIIK P®, B cyn, npuHABIIMI penieHUe B NEPBOM MHCTAHIUH.

Jlo rcTeueHus aneJIsIIMOHHOTO CPOKA, YCTAHOBIEHHOTO 3aKOHOM Ha 00)kajoBaHHe, /€10 He
MOJKET OBITh UCTPEOOBAHO U3 Cy/Aa MEPBON MHCTAHITUH.

JIuna, yyacTByIOIIKE B A€J€, MOI'YT 3HAKOMUTBCS B CYJI€ C MaTepHallaMy JIeja, 1ENaTh BBIMHUCKH,
MIPEJCTABIATh OT3IBBI HA aNeUIIIMOHHYIO Ka100y, 3HAKOMUTHCS € Kano0amMu U 00bSICHEHUSIMH,
NOCTYNUBUIMMHM OT JPYTHX JIUL, Y4aCTBYIOLIUX B JIEJIE.

2.16. Kanoba B ycTaHOBJIECHHBIN CPOK MOKET ObITh OTIIPABJIEHA 3asIBUTENIEM B CYJI IEPBOM
WHCTAHIIMY YEPE3 OTAEICHUE CBA3U WIN NIEpEaHa B SKCIEANIINIO CyAa, BBIHECIIETO PELLICHUE.

2.17. K anennsunoHHOM kano0e JOIKHBI ObITh MPUIIOKEHBI: KOTIHS OCIIapUBAEMOT0 PEIICHMUS;
JIOKYMEHTBI, IOATBEPKAAIOIINE YIJIATy TOCYIapCTBEHHOM MOUUIMHBI B YCTaHOBJIEHHOM HOPSAAKE U
pa3mepe WM NMpaBo Ha MOJTyYEHHUE JILIOTHI IO yIIaTe rOCyAapCTBEHHON MONIIINHBL; JOKYMEHT,
MOATBEPKAAOIINN HANPaBIEHUE WU BPYUYECHUE APYTUM JIMILIAM, YYaCTBYIOLIUM B JI€JIE€, KOIIMH
aneJUISIMOHHOM Kaj00bl U JOKYMEHTOB, KOTOPbIE Y HUX OTCYTCTBYIOT; JOBEPEHHOCTb UM MHOMN
JIOKYMEHT, TTOITBEPKAAIOIINH MOJTHOMOYHS Ha MOJNMCAHUE alleIIISIIMOHHOM jKaI00bl.

K anennsiumonHo# sxano0e Ha onpeaenenrne apOuTpaKHOTO Cy/la O BO3BPALLEHUH HCKOBOTO



3asBJICHUS IPUIIATal0TCsl BO3BPAIIEHHOE UCKOBOE 3asIBICHUE U IOKYMEHTBI, IPUJIAraBIInecs K HeMy
IIpU 1ojlaue B apOUTPaKHBIN Cy/.

K xanoGe MoryT OBITh IPHIIOKEHBI X0/1aTalCTBa O MPEIOCTABICHUN OTCPOUKHU, PACCPOUKH
yIUIaThl TOCYIAPCTBEHHON MOLUIMHBI WM 00 YMEHBIUICHUH €€ pa3Mepa (B BHIE OTJEIBHOTO
JIOKYMEHTA WJIM M3JI0KEHbI B CaMoii xkaio0e).

2.18. K xanobe, mocTynuBIIeH B SKCIIEAUIINIO U3 OTAEIEHUS CBsI3H, MpuodiaeTcst koHBept. Ha
MIEPBOM JIMCTE >KaN00bl B TPABOM HUKHEM YTy, CBOOOIHOM OT TE€KCTA, IPOCTABIISETCS ITAMII CyJIa
NepBON MHCTAHIIMU C AATOM MOCTYIUIEHHS B Cy/ U MOANUCHIO IPUHSABILETO JIULA, TIPOBEPSIETCS
HaJM4KMe YKa3aHHBIX B MPUIIOKEHUU JOKYMEHTOB, B YACTHOCTH JIOKYMEHTOB, MOATBEPKIAIOIINX
HalpaBJeHHe KOMHUH >Kal00bl U MPUIIOKEHHBIX K HEH JOKYMEHTOB APYTUM JIMIIaM, YYaCTBYIOLIUM B
JETie.

2.19. Ilpu npueMe TOKyMEHTOB CIIEHUAIACT FPYIIIBI PErUCTPALIMHU OTAENA IEI0NPOU3BOACTBA
apOUTPaKHOTO CyAa Ha TIEPBOM IK3EMIUISIPE KAIOOBI CTABUT IITAMII ¢ YKa3aHUEM YHCTIa |
MOPSZIKOBOTO HOMEPA, OCTAIOIIEHCS B Cy/le, M Ha €€ KOIUHU, KOTOpasi epe1aeTcs 3asBUTEIIIO.

2.20. B xypHane ydera anelIsSIIUOHHBIX U KaCCAI[MOHHBIX Kallo0 JenaeTcs OTMETKa O
MOCTYTUICHUH KaJI00bI C 3aHECEHUEM TIOPSIKOBOTO HOMEpa, KeM ToJlaHa yKayio0a, 4To 0OKaIyeTcs
Y HOMED JIena.

2.21. Bo BTOpOI1 MONIOBHHE paboyero AHS CHEIUATUCT TPYIIIBI PETUCTPAIIUN TIEPEIaeT BMECTE C
Jpyroi MOCTYMUBIIEH KOPPECTIOHICHIIMEH aneIUIsIIIMOHHbIE Kal00bl B TPUEMHYIO MTpezce1aTes
apOUTPaKHOTO Cy/Ia JUTsl OTITUCAHUS.

2.22. Ecnu xano0a MocTynuiIa B Cy/l BO BTOPOi MOJIOBUHE pabouero JHs, oHa opopmisieTcs U
nepesaeTcsl B IPUEMHYIO HE MO3/IHEE CIETYIOIIEro JAHS.

2.23. B 1eHb NOCTYIUICHUS JKa100b!I B aleJUISIIIMOHHYI0 HHCTAHIUIO CIICIIUATUCTOM
MIPOU3BOUTCS MTOAOOPKA CyneOHOTO Jela, PEIICHHE 10 KOTOPOMY OOXKaIIyeTCs, 1 BMECTE C
xasi000i OHO HE3aMeUTUTENILHO MePEeAaeTCs MpeiceiaTeNto CyJeOHOro cocTana.

2.24. Tlocne HaMOKEHUS PE30TIOIUHN TIPEICEIaTeNieM CyIe0HOTO coCcTaBa JIeIo C KamoOou u
IIPUIIOKEHHBIMU K HEN IOKYMEHTAaMU NIEPENAETCS CYAbE, B IPOU3BOJACTBE KOTOPOIO HAXOAWIOCH
neno. [IoMOoIHUK Cynby TOTOBUT AEJ0 K HANIPaBJICHUIO B apOUTPaKHBIHN CyJ aneuIsIiIMOHHON
MHCTAHIIMK U COCTABIIAET IPOEKT CONPOBOAUTEIBHOTO TUChMA B IBYX DK3EMILISAPAX.
ConpoBouTenbHOE TUCHMO MOAIUCHIBAETCS IpeCceiaTeNIeM CyneOHOTo cCocTaBa Ui CyJbeH.
JlaHHBIN TYHKT OyJIeT MPUMEHEH MPH BBIICICHUN aNeIISIIMOHHON HHCTAHIINH.

2.25. CynebHOeE 1eno ¢ aneuIaIuOHHOM Kal000M, TPIIIOKEHHBIMU K HEW IOKYMEHTaMH,
COITPOBOJUTEIIHHBIM IMHCHMOM CIIELUAIUCTOM CyIeOHOTr0 COCTaBa MEPEAAETCS B SKCIEIUIHIO JUTS
OTIIPaBKHU B CyJ1 alleJISIIUOHHON MHCTAHLIMY 3aKa3HBIM MTOYTOBBIM OTIPABICHUEM C YBEIOMIICHUEM.

2.26. B nensx KOHTPOJIS 32 COXPAHHOCTBIO CyIeOHOTr0 Jiesia MPH MePEeChUIKEe U ONEePAaTUBHOTO
MPUHITHS HEOOXOUMBIX Mep IIPU yTpaTe €ro COMPOBOAUTEIHLHOE MHCHMO MOKET COCTABIISATHCS B
TPEX IK3EMILISAPAX.

[IepBrlii 1 BTOPOH 3K3EMIUISPHI COMTPOBOIUTENBHOIO MUChbMa MPUOOIIAIOTCS K MaTepragam
cyneOHOro Jena, HalpaBJICHHOTO B CY/ alle/UIAIMOHHON UHCTAHIIMH. TPETHil SK3eMILIAp XPaHHUTCS B
Jiesie 1o HOMEHKIIaType Cy[IeOHOro cocTapa cyna NepBoi MHCTAHIMK, OTIIPABUBIIETO JENIO0 C
xkano6ou. [locne monydeHus 1ena CyaoM aneuIsiiIMOHHON WHCTAHITUN U OTMETKH B IITaMIIe cyaa
JIaThl TIOTYYEHHUSI JIeJIa BTOPOM SK3EMILISIP COPOBOIUTENIHHOTO MUChMa BO3BpAIAeTCs B Cy/l EPBOH
MHCTaHIUH, IEPEAAETCS CIIEHUAINCTY CyAeOHOTO COCTaBa, B KOTOPOM MUCHMO HaXOAMIIOCh Ha
koHTpoJe. [locae 3Toro NuChbMO CHUMAETCs C KOHTPOJISL U XPaHUTCS B JIeJie 110 HOMEHKIAType
DKCIEIULIUH.

AHaJOTrMYHO MPOU3BOJUTCS OTIPABKA CYJEOHBIX JIEN U B CYJl KACCAIMOHHON MHCTAHLINU.

2.27. IlonrotoBka u OTIIpaBKa Ji€jia C COIMPOBOJUTEIBHBIM MIUCbMOM B CyZ all€JUIALINOHHON
WHCTAHIIUK TPOU3BOJUTCS B TPEXTHEBHBIN CPOK CO JHS MOCTYIUICHUS Kal00bl B CYI.

Nudopmarius o mOCTYIUICHUH aneJUISIIMOHHON jkao0bl Ha KOHKPETHBIN CylneOHBIH aKT, JaTax
MOCTYTUICHHUS >KajloObl ¥ OTIIPABKH JieJia CIEIMaIucToM cynebHoro coctaBa BBoautcs B b/ AUC,
3alHCHIBAETCS] B COOTBETCTBYIOIINMN XKypHAJL.



2.28. KaccanmoHHas :kaj100a IPUHUMACTCS U PETUCTPUPYETCs] apOUTPaKHBIM CYZOM IEepPBOH
WHCTAHIIMY B MOPSIJIKE aHATOTMYHOMY MOPSAKY IPHEMa U PETUCTPALIMU UCKOBBIX 3asiBICHUN U
aneJuIALHMOHHBIX JKaJoo.

2.29. Ilpu peructpaiii KacCallMOHHBIX Kajl00 CHEHATNCTOM IPUEMHON KOPPECTIOHIEHIIUN
IIPOBEPSIETCS HAIMYKME YKA3aHHBIX B IPUIOKEHUH JOKYMEHTOB, ITONUCEN, HATMYUE JOKYMEHTOB B
JieJIe COINIaCHO OIUCH, COCTOSIHUE OOJIOKKH U JOKYMEHTOB (OTCYTCTBHE 3aJMThIX YEPHUIAMHU
JIMCTOB, IIEIOCTHOCTD JIMCTOB U T.[.), HAJIMYUE B ONUCH JI€JIa MOANKCH JIMIA, OTBETCTBEHHOIO 3a
JIeJIONIPOU3BOICTBO, HyMEpaIUs JIUCTOB U T.JI.

2.30. B peructpalilnOHHOM IITaMIIe Ha KaCCAllMOHHOM *kayio0e MpocTaBiIsieTcss HOMep Jiena,
IIPUCBOEHHBIN paHee HCKOBOMY 3asIBJICHUIO U J]aTa MOCTYIUICHUS Kal00bl.

2.31. Ilocne peructpaiyy KacCaloHHOM »Kano0bl B )KypHaJe UM B KOMIBIOTEPE COTPYIHUKU
MIPUEMHOMN KOPPECIIOHICHLIMN OA0UPAIOT apOUTPaXKHOE JIEJI0 U BHOCAT COOTBETCTBYIOLIYIO
MH(OPMAIIUIO O TIOCTYIUICHNH 5Ka100bl Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH Jiea U B 0a3y JaHHBIX
KOMITBIOTEpA.

2.32. KaccanmoHHas jkajgoba BMECTe ¢ JIeJIOM JI0JDKHA ObITh OTIIPABJIeHA 3aKa3HOM MOYTOI B
benepanbHbIN apOUTPaXHBINA Cyl OKpyra B 3-X JHEBHBIN CPOK CO JTHS MOCTYIUICHUS.

2.33. Konust conpoBOAUTENBHOTO NHCHMA MOIINBAETCS B HAPSL AKCIIEAUIIUY J1JIs1 KOHTPOJIS, 3a
JBHKEHHUEM JIela.

Jlenonpou3BoICTBO MO MPOXOXKICHHUIO KaCCAIIMOHHBIX Kall00 OCYIIECTBIISETCS aHATOTUYHO
MIPOXOXKACHUIO aNeJUIALUOHHBIX Kaj00.

2.34. B cay4yae nocTyniieHHs 3asiBJICHUsI O IPUHECEHHH MPOTECTa OHU IPUHUMAIOTCS U
PETUCTPUPYIOTCS B COOTBETCTBUHU C TOPSAKOM, YCTaHOBIEHHBIM BhiciinM ApOutpaskabim Cynom
P®, yrBepkaeHHbIM pacniopskeHHeM oT 14 nrons 1995t Nel4.

2.35. 3asiBJIeHUs O IepecMOTPe 110 BHOBb OTKPBIBIIUMCSI OOCTOSITEIHCTBAM BCTYIHBILIETO B
3aKOHHYIO CHJTY CY[IeOHOTO aKTa MPUHUMAETCS B COOTBETCTBUH € TPEOOBAaHUSIMU ApOUTPAKHOTO
npoueccyaabHoro kojekca P® (tnasa 37).

3asiBIIEHHE BMECTE C JIENIOM MEPENAETCA CIENUAINCTAMU KOJUIETHH Cy[be IPUHABLIEMY PELLIEHUE
10 JIeITy, IPU €r0 OTCYTCTBHHM IIPEACENATENI0 KOJUIETHI WK COCTaBa.

2.36. Bce nononHuTeNbHBIE MaTEPHUAIIBI 110 €Ty (OT3bIBBI, XO/1aTalICTBA, 3asBJICHUS,
MUChbMEHHBIE J0KA3aTeIbCTBA U T.J1.) PETUCTPUPYIOTCS B XPOHOJIOTHUECKOM MOPSJIKE B AEHb UX
NOCTYIUIEHHUS U NIEPEIAOTCS B KOJUIETUH IO IPUHAITIEKHOCTH.

3asBIEHHUE O EPECMOTPE JeJ1a, TONOIHUTEIbHBIE MaTEPHAIIbl U IOKYMEHTHI II€PEJAtoTCs
OTBETCTBEHHOMY 3a JEJIONPOU3BOICTBO B KOJIJIETUU IO COCTaBaM IO/ PaclMCKy Ul Nepeadn
UCTIOJIHUTENII0, KOTOPBIA MPUOOIIAET UX K MaTepuaiaM JAeja U JOKIaIbIBaeT peCeaTelIo
KOJJIETUH WITH TIpeJiceiaTeNto cyeOHOro cocTaBa.

Jlenonpon3BoICTBO MO 3as1BIEHUIO OCYILECTBIISIETCS B MOPSIKE, YCTAHOBICHHOM
COOTBETCTBEHHO MHCTpyKIIMEN O AETONPOU3BOICTBY ITIaBOM 2.

3. 1eJ10npoOU3BOACTBO 110 NPUHATHIO APOUTPAKHBIM CYI10M Mep, HANPABJICHHBIX HA
olecreyeHne UCKA WM MMYLLIECTBEHHbIX HHTEPECOB 3asiBUTEIS.

3.1. OGecnieunTenbHBIE MEPHI TOMYCKAIOTCS Ha JIF000H cTaiuu apOUTpa)KHOTO TMpoliecca B
cly4dasix, IpeTycMOTpeHHbIX YacThio 2 ctatbl 90 AIIK P®, no 3asBieHn0 0 TPUHATHI
obecreunTebHBIX Mep, MPEACTaBICHUH TOKYMEHTOB 00 yIIaTe ToCylapCTBeHHON MOIUIHHEI,
MPEIOCTABICHUH BCTPEYHOTO 00ECTICUCHHUS.

3.2. 3asBienue 06 00eCIeYeHNN NCKa MOXKET OBITh TTOJJAHO OJJHOBPEMEHHO C MCKOBBIM
3asIBJICHHEM WJIM B TPOIECCE MPOU3BOICTBA MO JENTY J0 MPUHSATHS OKOHYATEIIHFHOTO Cy[ICOHOTO aKTa
U PETUCTPUPYETCS B JIEHb MOCTYIUICHUS TPYIIONA PETUCTPALIUU 110 HOMEPY, IPUCBOEHHOMY
HMCKOBOMY 3asIBJICHHIO. X0/IaTaliCTBO 00 00ECTICUCHNH UCKA MOXKET OBITh U3JI0)KEHO B UCKOBOM
3asiBJICHUU.

B 3asBrnennn 06 o6ecrieueHn: HCKa MOXKET OBITh YKAa3aHO BCTPEYHOE 00ECTIEUeHHE, €CITi OHO
MIPOU3BEICHO, TOYHBIE TIOYTOBBIC ajpeca, HoMepa TenedoHOB, (HhaKkCcoB, aipeca dJIEKTPOHHOM MOUYTHI



JIU1, YYaCTBYIOIIUX B JIETI€.

Ecnu 3asBrneHne momgano B mpoiiecce Mporu3BOJICTBA T10 JIETTY, OHO PETUCTPUPYETCS Kak
JOKYMEHT, IOTIOJTHUTEIHHO MOJIaHHBIN K CyIeOHOMY JIeTy.

3.3. B oToT %€ neHp 3asBieHne 00 00eceueHnn NCKa MM NCKOBOE 3asIBJIEHUE C TAKUM
XOJIaTaliCTBOM TepeaaeTcs Mol PaCIUCKy CIIEIUATUCTY CYIeOHOTO COCTaBa, CEKPETapI0 CyAeOHOTO
3ace/aHusi, B KOTOPOM HAXOJUTCS HAa PACCMOTPEHUU MCKOBOE 3asBIICHUE (3asIBICHHE), U TOT
HEe3aMeUTUTEIHHO TIEpeacT JOKYMEHTHI MPeICeAaTeNI0 CYIeOHOr0 COCTaBa, €CIIH CyAbs IS
PacCMOTpEHHSI JieTia eIlle He Ha3HAUCH, WM CYIbe, B IPOU3BOICTBE KOTOPOTO HAXOIUTCS JEN0, IO
KOTOPOMY TIOZIaHO 3asiBICHHE 00 00eCTIeYeHNH HCKa.

3.4. PaccMOTpeHHE YKa3aHHOTO 3asBJICHUS POU3BOAUTCS €AMHOINYHO CyIbe 0€3 N3BEIICHHS
CTOpPOH HE MO3/IHEE CIAEAYIOIIETO JTHS MOCIE NOCTYIUICHUS 3asBICHUS B CY/I.

3.5. B caydae ocTaBieHus 3asBICHUS 0€3 ABUKCHUS O PUHATOM OINPEACIICHUH B JICHb €T0
BBIHECEHMS TIOMOITHUK CyAbU U3BEILAET JIUI0, TO/IABIIEE 3asIBJICHUE, TEIIETPAMMOM, 3JI€KTPOHHOM
MOYTOH, (PaKCUMHIIBHOM CBSI3BIO.

[Tocne ycTpaHeHust HAPYIICHUH, YKa3aHHBIX CYI0M, 3asBJICHHE HE3aMEJIUTEILHO
PETUCTPHUPYETCS C MPUCBOCHUEM HOMEpPA U TIEPEIaeTCs CyAbE, BEIHECIIIEMY OIpeIeieHuE.

3.6. Konuu onpenenenus 06 obecrieueHnn UCKa He MO3Hee CIASAYIOIIETo JHS MOCTe ero
BBIHECEHHS CTICIIUATICTOM CyIeOHOTO COCTaBa, CeKpeTapeM CyneOHOro 3acelaHus HalpaBJIsIoTCs
JUIAM, YYaCTBYIOLIUM B JIENI€, a TAK)KE JIPYTUM JIMIIaM, YKa3aHHBIM B ONPEACIICHUH, Ha KOTOPBIX
BO3JIO’KEHBI O0SI3aHHOCTH T10 UCTIOJTHEHUIO 00ECTICIYUTENBHBIX MEDP, U B TOCYIAPCTBEHHBIC Y HHBIC
OpraHbl, OCYIIECTBIISIIOLIME TOCYAAPCTBEHHYIO PETUCTPALIUMIO UMYIIIECTBA WJIU MPAB HA HETO.

Konust onpenenenust o0 oTkasze B 00€CIEUCHUH UCKa HAPABIIACTCS JIUITY, OOpaTUBIIEMYCS C
3asiBIIeHHEM 00 00eCIeueHnH UCKa.

3.7. Ilpu BeIHECEHUHU OMpEAETIEHUSI O BCTPEYHOM 00€CIIeUeHNH UCKa KOS ONpeIeTIeHUs
HaIpaBJIsIeTCs JIMIaM, YYaCTBYIOIIUM B JeJie, HE TO3AHEE CJIEAYIOIIETO JAHS MOCIEe €ro BEIHECEHHUS.
3.8. IIpu noctymieHuu B apOUTPaXHBIN Cy/l JOKYMEHTA, MOITBEPKIAI0IIETO MPOU3BEIEHHOE

BCTpEYHOE 00eCIeYeHHEe, OHO PETUCTPUPYETCS B ICHb MOCTYIUICHHSI KaK JOTOTHUTEIHHO
MOCTYMHBIIHNI JTOKYMEHT 10 3asBJIEHHOMY UCKY U B 3TOT XK€ JICHb MEePEACTCs CyIbe, BEIHECIIEMY
onpeJereHue.

Ecau no ncreueHnn yka3aHHOTO B OTIPEIEIICHIH CPOKa TOKYMEHT O MTPOU3BEICHHOM BCTPEUHOM
o0ecrevueHny He TIOCTYINII, B IIEPBO MOJIOBHUHE CIIEAYIONIETO pabovero AHsI MOCie THS OKOHYAHUS
CpoKa 00 3TOM CHEIUATUCT CyIe0HOTO COCTaBa, CEKPETaph CyIeOHOTO 3aceaHusl JOKIaIbIBACTCS
Cy/lb€, BBIHECIIEMY ONpE/ICTICHUE.

3.9. IlockonbKy ompeneneHue cyia 00 00eCreueHn: HCKa IPUBOUTCS B UCTIOTHEHUE
HEMEJICHHO, UCTIOTHUTEIbHBIN JIMCT BHITUCHIBAETCS U BBIJACTCS JIUITY, 0OpaTUBIIEMYCS C
3asiBIeHHEM 00 00eCTIeueHNH, WITH HAMPaBIISETCS 3aKa3HBIM ITOYTOBBIM OTIIPABICHUEM C
YBEJIOMJICHUEM B JIEHb BIHECEHUS OTPE/ICIICHHUS.

3.10. Komus onpenenenusi 06 oTMeHe oOecTeueHus NCKa HAIIPaBJISETCs CIISIUATNCTOM
cyneOHOTro COCTaBa He MO3/IHEEe CIEAYIOIIETo JHsI MOCIe BRIHECEHUS yKa3aHHOTO onpeaeneHus. [1o
YKa3aHUIO CyIbH, BEIHECIIETO OINpEAeIICeHNEe, KOTIMH ONPEACIICHHs HAPaBISIOTCS B
TrOCY/IapCTBEHHBIE M UHBIE OPTaHbl, OCYIIECTBISIONINE TOCYIaPCTBEHHYIO PETUCTPALIMIO UMYIIECTBA
WJIU TIPaB Ha HETO.

3.11. Jlo mpenwsBneHus B apOUTPaXKHBIN CYJl UCKa 3aIBUTETh MOXKET OOPaTUTHCS C 3asSBICHHEM O
MIPEABAPUTETHEHOM 00ECIIEYCHIN UMYIIIECTBEHHBIX HHTEPECOB B apOUTPAXKHBIHN CYII IO MECTY
CBOETO HAXOXKJEHUS, 10 MECTY HAXOXJACHUS JEHEKHBIX CPEJICTB WK HHOTO UMYIIECTBA JIMOO 1O
MECTY HapyIICHUS TIPaB 3assBUTENSI M MPEACTABIISAET B CyI JOKYMEHT, MOATBEP K IO
MIPOM3BEIEHHOE BCTpEUHOE obecrnieueHne. B cnyuae HempeacTapieHUs YKa3aHHOTO JOKYMEHTa U
BBIHECEHHSI CYJIOM OTpeeIICHHsI 00 OCTaBJICHUH 3asBJICHUS 0€3 IBI)KEHUS, KOTIUS €r0
HaIpaBJSIETCS 3asIBUTEINIO HE TIO3/IHEE CIIEAYIOIIETO JIHS MOCIIE BEBIHECEHUS ONPEIETICHHUS.

3.12. Ecnu B CpOK, YCTaHOBIJICHHBIHN ONpeeieHneM, HeTOCTaTKH Oy/IyT yCTpaHEHbI, JOKYMEHTBI
B JICHb MOCTYIIJICHUS PETHCTPUPYIOTCS U MIEPEAAIOTCS CIIEIUATHICTY CYeOHOTO COCTaBa, CEKPETapio
CyneOHOTO 3acelaHusl, a 3asIBJICHUE CUNTACTCS MOaHHBIM B JICHb IEPBOHAYATLHOTO TIOCTYIIJICHUS B



CyI.

Ecnm HenocraTky, yka3aHHBIC B ONPEICICHIH, He OBUTH yCTPAaHEHBI B YCTAHOBJICHHBIN B
OTpeIeNICHUH CPOK, CY/ BO3BPAIAET 3asBICHHE C KOMMEH ONpeIeIeHHs O BO3BPAILICHUH 3asBICHHU
O MPUHATHH MPEIBAPUTEIILHBIX 00€CIICUUTETHHBIX MEP.

3.13. JlaTel MOCTYIUICHHS B CYA IOKYyMEHTOB, OTIIPABKH CYIOM JIOKYMEHTOB, PUHSATHIX
CyeOHBIX aKTaX W MPOIECCYaTbHBIX IEHCTBUAX CIIEIUATHCTOM CyAeOHOTO cocTaBa BBOIATCS B b/l
ANC “Cynonpou3BoACTBO”, )KYpHAJIBI.

4. IIpoxo:xxkaeHue cy1eOHOro /1ej1a M IOKYMEHTOB

N ckoBbIe 3asBIIEHHs BMECTE C IPWIOKEHUAMU K HEMY IIPUHUMAET CIIELIUAIUCT KOJIJIETUH OT
COTPYAHUKA PETUCTPALNH NPUEMA KOPPECTIOHAEHIINN.

Crienmanuct KoJUIETUi, IPOBEPUB PEKBU3HUTHI HCKOBBIX 3asBIEHUI, IpHIaracMble JOKYMEHTHI U
yOeAMBIINCH B yIJIaTe€ TOCMONUINHBI, HE MO3/THEE CIEAYIOLIEro THS MepeaaeT UCKOBbIE 3asBICHUS
IIPECENATENI0 KOJUIETUN, KOTOPBIN IIPOBEPSET NPABUIIBHOCTD PACIIPEIEICHUS UCKOBBIX 3asBICHUI
10 COCTaBaM M I10 KaTeTOPHM €T CyIEH, yTBEpKACHHBIX IpuKka3zoM [Ipencenarens cyna.

B TOT ke 1eHb UCKOBBIE 3asIBICHUS MEPEAAIOTCS MPEACEaaTeNsIM CyIeOHBIX COCTaBOB ISt
JAIBHEHIIETO MepEpACIPENECHHs CyAbsiM Ha paccMoTpeHne. Cynbsi B TE4EHHE OJTHOTO JHS MOCIIe
MOJTYYEHHUs] UICKOBBIX 3asiBICHUI paccMaTpUBaeT UX: HaJyIexalle o()opMIICHHbIE HCKOBBIE
3as1BJICHUS] IPUHUMAET K IPOU3BOJICTBY.

[Tocne npUHATHSA CyIbE UCKOBOIO 3asiBICHUS K IIPOU3BOJCTBY I1€4ATAETCS OIIPEIEICHUE O
MPUHSITUHA UCKOBOTO 3asIBJICHUSI K MPOU3BOJICTBY U HA3HAUYEHUU MPEABAPUTEIHHOTO CYIeOHOTr0O
paccMoTpenus. Ecian ucTiy npeocraBieHa OTCpOUKa yIjiaTel TOCHOUUTHHBI, 00 3TOM 0053aTeNbHO
YKa3bIBAECTCS B PE3OJIFOTUBHOM YaCTH ONPEIEICHUS IEPBBIM IIYHKTOM, T.€. 10 IIyHKTA IPUHATHUS
HICKOBOTO 3as1BJICHUS K IIPOU3BOACTBY. [[0TIMHHBIN dK3EMILISAP ONPEACIICHUs OCTAECTCS B ACIIE,
KOIIMY HAMpaBISIOTCS CTOPOHAM M JINLIAM, YYaCTBYIOIIHM B JIEJIE, 10 BCEM aJIpecaM, UMEIOIINMCS B
nene.

3asBienus, opopmiieHHbIe B HapymieHue cT. 125, 126 AIIK P® cynps BeiHOCHUT onpeziesieHne 00
OCTaBJICHUU MCKOBOTO 3asiBIICHUs 0€3 ABMKEHUs, YKa3aB 000CHOBAaHHS JAHHOTO OTKa3a.
Onpenenenne apOUTPa)KHOTO CyJja 00 OCTABICHUH UCKOBOTO 3asIBJICHUS 0€3 ABHKEHUS
OTIIPABIIICTCS B aIpEC UCTLA HE MO3HEE CIECAYIOLIETO JAHS I10CIIE BEIHECCHMUS.

[Ipu ocraBieHHH UCKOBOTO 3asBJICHUS 0€3 IBUKEHHS U BHIHECEHUS OIpeIeTIeHHsI IOKyMEHTHI B
JIe510 He GOPMHUPYIOTCS 10 MOCTYIICHHUS HETOCTAIOIUX JOKYMEHTOB.

[Tpu npUHATHHM UCKOBOTO 3asBJICHUS K MPOU3BOACTBY (hopMHpyeTCs cyneOHoe e0 B
YCTaHOBJICHHOM MOPSAKE, COMNIACHO MPETYCMOTPEHHBIX CPOKOB.

Cyneb6noe nieno GpopMupyercs crenraIicTaMi KOJUIETHH WM CeKpeTapsiIMU CyIeOHBIX
3aceaHui, KKl U3 KOTOPBIX 3aKPEIUICH 3a ONPEENIEHHBIM COCTAaBOM U CYIbSIMU Cy1€0HOTO
COCTaBa, B CIEIYIOIIEM MTOPAIKE:

- Onuce JOKYMEHTOB JENa.

- OnpeneneHue o0 IPUHATAN UCKOBOTO 3asBICHUS K MIPOU3BOJICTBY U MOATOTOBKE JIea K CyAeOHOMY
pazOupaTesbCTBY.

- KBurtaHnius o0 oTmpaBKe HCKOBOTO 3asiBIICHUSI CTOPOHAM, YYACTBYIOIINM B Jieje (€CIH UMEeeTCs).
- lckoBO€ 3asiBJIEHUE.
- [InarexxHoe mopy4eHue 06 oriaTe roCIoNUTHHBI (€CIIH €CTh).

- Ecniu HeT 11aTeXHOTOo TIOPYYSHHUS, TO XOAaTalCTBO 00 OTCPOYKE YILIAThI TOCIIONUTAHBI U CIIPABKU
OaHKOB IO J1aTaM.

. HOBepeHHOCTB, €CJIM UCKOBOC 3asBJICHUC MMOANMCAHO MTPEACTABUTCIIEM UCTLA.



- Onpenenenue 00 OCTaBIEHUH UCKOBOTO 3asiBIICHUS (3asBICHUS) O€3 ABIKEHUS B CIIydae,
peaycMOTpeHHOM 4acThio 3 cratbu 128 AIIK P®.

- JlononHUTENbHBIE JOKYMEHTHI, IPEACTABIEHHBIE CTOPOHAMH.

- OT3BIBBI HA HCKOBOE 3asIBJICHUS.

- OmnpenenieHue o MPOBEACHUH MPEIBAPUTEIBHOTO CY/IeOHOTO 3aCeAaHusl.
- OnpenenieHne 0 Ha3HauYEHUH Jiella K cyeOHOMY pa30oHUpaTesIbCTBY.

- 3asBIIeHHS 00 00CCIICUCHUHN HCKa, €CJIK O5TO 3asABJICHUC MMTOJAHO OTACIBHO OT HCKOBOI'O 3asBJICHUS
HJIW MPEABAPUTEIBHO, 10 MMPEABABICHUSA UCKA.

- JIOKyMeHTBI, IpUIOKEHHBIE K 3asIBIICHUIO 00 00eCreueHNH UCKa.

- JlokymeHT 00 omiare 3asiBieHus1 00 00ecreueHny UCKa rocyJapcTBEHHOMN MOIUTHHOM.
- Onpenenenue 06 obecrieueHUH MCKa UK 00 OTKa3e B 00eCIeYeHnH UCKa.
- Xo/maTaicTBO JIMIIA, YIaCTBYIOIIETO B Jieie, 00 OTMEHE 00E€CTICUeHHSI HCKa.
- Omnpenenenne 06 oTMeHe WK 00 OTKa3e B OTMEHE 00eCTIeueHus HCKa.

- Onpenenenue 00 0CTaBIECHUHN UCKOBOTO 3asBJIEHUS 0€3 paCCMOTPEHHUSL.

- Konus cipaBku cyzia Ha BO3BpAT rocyAapCTBEHHON MOLIUTHHBI.

- [Iperen3uu (eciu UMEIOTCH).

- JloroBopa, NMpUI0kKEHUs K HUM.

- Jlanee Bce TOKYMEHTHI MO JTaTaM.

- YupenutenbHble JOKYMEHTHI (CBUAETEIbCTBA, JIUIICH3HUHN).

- Pacuer, cuera.

- KonBepr.

- OmnpenenieHue o MPEKPaIIeHNN TIPOU3BOJICTBA 110 JISITY.

* CTIOMHUTENBHBIN JIUCT.

- JIOKyMEHTBI, MOCTYMAIOILINE BO BPEMS paCCMOTPEHUS JIeTIa, TOCIIe €r0 PACCMOTPEHUS
MOJILIMBAIOTCS B CIEYIOLIEM MOPSIJIKE:

* YBeIOMJIEHH S, BO3BPAThI ONPEIEIEHUS IO 1aTaM.

- JloBEpEeHHOCTH, €clii UX He ObLIO paHee, MPUKa3bl O MpHeMe Ha PadoTy.

- OT3BIB HA UCK, XOJATANCTBO, 3asBJICHUS (TI0 BXOAIIIEMY HOMEPY).

- Marepuansl, mpeoCTaBIEHHBIE UCTIIOM WJIH OTBETYMKOM BO BpeMs CyneOHOTO mpolecca.

- IIpoTokon cynebHOoro 3aceaanus, MPUIOKEHNE K MPOTOKOIY (€CII UMEETCsl), yBeAOMIIeHHE 00
OTJIIOKEHUU JIeTIa.

- Onpenenenue, pelieHre, IOCTaHOBIEHHE (TIepel STUMU TIOKyMEHTaMU PEe30JII0TUBHAS YacTh €CIH
umeeTcs). Eciu 3akimounTenbHbIA CyneOHBIi aKT BBITIOTHEH PYKOIKMCHO, B /IO TOIINBACTCS U
MaITUHOTICHAS €T0 KOTIHS.

- Konus MCIOIHUTENBHOTO JIHCTA.

JIOKyMeHT - 0TBeT NOAIMBAETCS B J1eJ10 32 JOKYMEHTOM - 3alIPOCOM.

JlaTy M3roToBJIeHUsI pelIleHUsI Cyl1a B OJJHOM 00beMe pa3bsCHEHHS MOPAIKA 10BeICHHUS
€ro /10 cBeJleHHs JIULl, Y4ACTBYIOIIUX B JieJie, Cy[ co001aeT Npu 00bABJIEHUM Pe30JII0THBHOM
YACTH NPUHATOIO PellieHUsl. JTH CBeAeHHUS BHOCATCS B IIPOTOKOJI Cy1e0HOr0 3aceJaHHusl.

Ha pemennu, U3roroBieHHOM B [TOJTHOM 00bEME, CTABUTCA JjaTa MPUHSITUS PEIIeHUs U



OOBSBIICHUS €r0 Pe30JTIOTUBHOM YacTu.

HaumeHnoBaHue Bcex TOKyMEHTOB BHOCUTCS BO BHYTPEHHIOIO OMKCH J€NIa, B OPSIKE
noctymieHus. Hymepanust 1ucToB Jiena BeeTcs KapaHamom (pyukoit) apadbckumu nudpamu B
MIPABOM BEPXHEM YIIIY.

VYkazaHHBIE MaTepHalIbl OJIINBAIOTCS B JIEJI0 ¢ TBEpA0i 0610kkoi. OObEM OJJHOTO TOMa Jiena
HE JTOJDKEH npeBbimarh 150 aucTos.

JIuieBast cTOpoHa OOJIOKKH KaXKIOTO OTJEIBHOTO TOMa CY/1eOHOTO Jienia 0(hopMIISeTCs Kak
JUIeBasi CTOpOHa 00JI0KKH nepBoro Toma. MHpopmatins o mpoxokIeHUH UCKOBOTO 3asiBIICHUS
(3astBNIEHMST) CyIeOHOTO Jeia 3aHOCUTCS Ha BHYTPEHHIOIO CTOPOHY OOJIOKKH IEPBOTr0 TOMA.
Hymepanus 1ucToB Kask0ro MOCIIEAYIONIEro ToMa Jiejia HaunHaeTcs ¢ equHUIbl. C eIMHUIbI
HAYMHACTCH M ONHCh JOKYMEHTOB KasK10ro ToMa. biaHky onucy NOAMNBaKOTCA B IENI0 B
KOJIM4€CTBE, HEOOXOMMOM JJIsl 3alIOJTHEHUS ¥ IPYTUMHU CyneOHBIMU HHCTAHIIUAMU (TpUMepHO 3-4
JIUCTA).

Onuck T0KyMEHTOB, HauaTasi CyJIoM [E€pPBOI MHCTAHIINH MPOJOKAETCS IO MEPE MOCTYIIIICHUS
HOBBIX JOKYMEHTOB, IPUHSTHS CYI€OHBIX aKTOB M T.1. B KOHIIe onucH KakJJoro ToMa udpamu 1
MIPOIHUCHIO YKA3bIBAETCS KOJIMYECTBO JIMCTOB, COCTABIISIOLINX TOM, OIUCH 3aBEPSAETCS CEKpeTapeM
CyZ1eOHOTO 3aceaHus, CIIeHATUCTOM, KOTOPBIi yKa3bIBaeT CBOIO JOJKHOCTH, (haMuiuio,
MIPOCTABIISET J1aTy 3aBEPEHUSI OMTUCH U CTaBUT MOJIIHCH.

K apOutpakxHomy ziey He JOJDKHBI IPUOOIIAThCS MaTepHalibl, MOIekKaIue BO3BPATY,
JyOIIMKAaThI YK€ UMEIOIINXCS B JIeIe TOKYMEHTOB U YEPHOBUKHU.

B nanpHeiimem cekpetapb cyaeOHOTO 3acelaHusl, CIeIUATUCT CyIeOHBIX COCTAaBOB MOAIINBAET B
XPOHOJIOTHYECKOM MOPSIIKE B JIEJI0 TONOTHUTEIBHO MOCTYIAOIINE T0KYMEHTHI, Cy1eOHbIE aKThl U
JpyTUe MaTepHualibl, CBSI3aHHBIE C PACCMOTPEHHUEM JIela, JIeaeT HeOOXOAMMbIe 3alMCH Ha BHEITHEH
U BHYTpPEHHEHN cTOpoHe 000K Cy1eOHOro Aena.

OTBeTCTBEHHBIH 3a AETONPOU3BOJCTBO B COCTABE KOJUIETMH BEJET KypHaJ y4eTa 1o
MOCTYIUBIINM B Cy[€OHBII COCTAaB MCKOBBIX 3asIBICHUM, a TAK)KE JeJIaeT OTMETKHU O pacrpeieeHuu
UX KOHKPETHBIM CYIbSIM.

3a JIeHb 10 pacCMOTPEHUS JIeT CIIEMATIUCT COCTaBa Pa3/laeT Jieja 1o CYJbsM, a B cliyyae
OTITyCKa WJIM OOJIe3HU CyJIel, uX JAesa nepeaaroTcs NpeaceaaTeNo KOJUIernid Mk COCTaBOB IS
nepenayu Apyrum cyapsiM. OTHOBPEMEHHO CIIEUATIUCT KOJJIETHH, CeKpeTaph CyIeOHOT0 3aceaaHus
BEJIET yY€T ABM)KEHUS €1, pe3yJbTaThl UX pACCMOTPEHUS M J1aThl HAIPABJIEHUS IIPOLIECCYAIbHBIX
JIOKYMEHTOB B KOMIUIEKCHOU nporpamme «Cy1onpou3BOICTBOY.

Crienanuct KoJIeruif, cekpeTapb CyaeOHOTO 3ace/laHus COCTABISAET CIIUCKH JIE MO CYIIbSM C
yKa3aHHEM HOMEPOB JIEJl U BPEMEHU UX PACCMOTPEHHS.

[IpoueccyanbHble JOKYMEHTBI (ONIPENETIEHMS, PEILIEHNUS, UCTIOJIHUTEIbHBIE JINCTHI), a TAKKE
CIIpaBKa Ha BO3BPAT rOCIONUIMHBI [T€4aTaloTcs ¥ 0hopMIISIOTCS Ha OTaHKaX B yCTaHOBJICHHOM
¢dopme. Bee BBl O1aHKOB MUMEIOTCSI B KOMITBTEpaXx, Uepe3 HUX OCYIIECTBISIETCS NeyaTaHue
MPOLECCyaTbHBIX TOKYMEHTOB.

[leuaranue nporeccyanbHbIX, CIYKeOHBIX JOKYMEHTOB apOUTPaKHOTO Cy/ia IPOU3BOAMUTCS B
KaHLEJSIpUH.

MaruHONMUCHBIE TJOKYMEHTBI JOJKHBI BBITTOMHATHCS C COOMIOICHUEM YCTaHOBJICHHBIX MPaBHII
revaTaHus Ha OJlaHKax yCTaHOBJIEHHOW (hOpMbI UM Ha Oymare CTaHJapTHBIX pa3MepOB TOJIBKO Ha
JUILIEBON CTOPOHE. B KOHIIe HaneyaTaHHbBIX JOKYMEHTOB B HUKHEM JIEBOM YIIIy Ha MPOLIECCYABHBIX
JIOKyMEHTax (onpeaeneHusIX, PeIeHUsIX, TOCTAaHOBICHUSIX, UCTIOJTHUTEIbHBIX JIUCTaX) CTABUTCS
ucnonaurens, Hanpumep: Men. MBanosa ILII.

[To uMyIIECTBEHHBIM CIIOpaM pPELIeHUsI U OTIPEAENICHUS] BRIHOCATCS U PacChUIAIOTCS CTOPOHAM B
TE4YEeHUE 5 THEHN U He To3/1Hee 3-X MECSIUHOTO CPOKa ¢ MOMEHTA IIOCTYIUIEHUSI MaTepuaa B Cya,
BBIHOCHTCSI OKOHUATEIHHOE pelieHue (OMpeaesICHNE) 1o IeTy.

JIOTIONTHUTENBHBIE TOKYMEHTBI U MaTepUallbl, B TOM YUCIIE: OT3bIBbI HA HCKOBOE 3asIBIICHUE,
BCTPEYHBIE UCKU, YBEJOMJICHHS 00 U3MEHEHUH aJjpeca U T.J., 10 Mepe MOCTYIUICHUS TPHUOOIIAI0TCS
K JIEIy.

Cynbsi, pacCMOTPEBIINN CyneOHOE JIeJI0 €TMHOINYHO, a TAKXKE COCTaB Cy/a MPH KOJIJIETHaIbHOM



pPaccMOTPEHMH Jiea MOANMUCHIBAIOT TOJIBKO MOATMHHUKH CYNEeOHBIX aKTOB, KOTOPBIE MOIINBAIOTCS
B CyficOHOE JIeO.

[Tocne npuHsTHS CyIeOHOTO aKTa M0 JIeNy MOJUTMHHBINA K3EMILUISP ¢ KONMHEH UCTIOHUTETEHOTO
JUCTa nojaumBaercs B J1e10. Konuu cyieOHbIX aKTOB, BEpPHOCTh KOTOPBIX CBHUJIETEIbCTBYIOT
CEKpeTapH Cy/1eOHbIX 3acelaHui WM CHEeMaINCThl (TOMOIIHUKH Cynel), eciii He TpelyeTcs
3aBepeHUs TepOOBOH IeYaThI0, HATIPABIISIOT JIIIAM, YUacCTBYIOIIMM B jieie. OO0 oTmpaBke
UCTIOJIHUTENFHOTO JIUCTA JIeNIaeTCs OTMETKA B PETUCTPALIMIOHHO-KOHTPOJIBHON KapTOUKe,
KOHTPOJIBHOU CTOPOHE OOJIOXKKH Jiena.

3aBepeHust konuu: B mpaBoM BepxXHEM yIiTy Ka)JIOTO JINCTA KOMMU CTaBUTCA mtamn «Komusy.
Ha IIOCJIECAHEM JIMCTE 11O TEKCTOM CTABUTCH IITaMII «Konus BEPHA)» C YKA3aHUEM B LITAMIIC
MOJTHOTO HAUMEHOBaHMSA Cy/ia. BepHOCTh KONMM y10CTOBEPSIETCS OANUCHIO0 HA3BAHHOTO BBIIIE
nuna ¢ pacmudpoBkoit haMUINH, YKazaHUEM JOJKHOCTH M JIaThl YIOCTOBEPECHHUS.

Ha Bb11aBaeMoii Konuu cy1e0HOTo aKTa Je/1aeTcsi 0TMETKA 0 1aTe BCTYIJIEHHUS ero B
3aKOHHYIO CHJIY WJIH O TOM, YTO B 3aKOHHYIO CHJIY OH He BCTYMHJL.

Ecnu xonus cyneOHOro akta COCTOUT U3 HECKOJIBKUX JINCTOB, OHU NMPOLIMBAIOTCS MPOYHOM
HUTKOM, KOHI[BI KOTOPO# BBIBOJISTCS HA OOOPOTHYIO CTOPOHY TTOCIIEAHETO JINCTA, 3aKJICHBAIOTCS
OyMa)kKHOM HaKJIEHKOM 1 ONeyaThIBAIOTCA MEYaThio KaHIENSIPUU CyJla, KOTOpasi YaCTUYHO
HaKJIaJIbIBACTCSl HA OYMa)KHYIO HAKJICHKY.

I'epGoBoii neyaTbI0 3aBePAIOTCH KOMUHU CJIeYIOLIHX CyAeOHbIX AKTOB:

. OHpeHeHeHI/Iﬁ O MPpUOCTAaHOBJICHUH, BO300OHOBJICHUH U MPEKpAICHUH UCITOJTHUTEIIBHOT'O
MMPOU3BOACTBA,

* OTIPECIICHUH O TPUOCTAHOBIICHUH MCTIOTHEHUS CyIeOHBIX aKTOB M 00 OTMEHE MPUOCTAHOBICHUS
WCTIOJTHEHHUSI CY[IeOHBIX aKTOB;

- oTpeeNieHn 00 oOecredeHn UCKa 1 00 OTMEHE 00eCTIeUeHUs UCKa,

* OIpeIeICHHIA O IPUHSATUH MPEABAPUTEIBHBIX 00€CTIEUUTEIHHBIX MEp U 00 OTMEHE TaKhX MeED;
* CIPABOK U OIPEJICIICHUIA O BO3BPATE TOCYIapPCTBEHHOM MOIUIAHBI,

* Ha UCIIOTHUTENbHBIX JIMCTaX, BBIHECEHHBIX MIPU PACCMOTPEHUH JIENIa;

* OTIPEICIICHU apOUTPAKHOTO Cy/Ia IO JejiaM 0 OaHKPOTCTBE: O BBEICHUH HAOTIONCHMUS,
(MHAHCOBOTO O3[JOPOBIICHHS, BHEIIHETO YIIPABICHUS, HA3HAUCHUHU apOUTPAKHBIX YIIPABISIOMUX U
00 0CBOOOXKIEHUH UX OT UCITIOIHEHUSI 0053aHHOCTEH apOUTPpaKHBIX YIPABISIOLUIUX, 00
YCTaHOBJICHUH TPeOOBaHUI KpeIUTOpa, O 3aBEPIICHINH KOHKYPCHOTO IIPOU3BO/ICTBA, A TAK)KE KOITHH
CyZIeOHBIX aKTOB TI0 YIOBJIETBOPEHHBIM TPEOOBAaHUSIM O MPU3HAHUAX B CIyJasix, KOTIa
UCTIOJIHUTENbHBIE JINCTHI HE BBIIAIOTCS (PeLIeHre O PU3HAHUM ITpaBa COOCTBEHHOCTH Ha
UMYIIECTBO, O MPU3HAHUN HEJIEHCTBUTEIIHBIM HOPMAaTHBHOTO aKTa).

Yka3zaHHbIe KONUM MOJNMUCHIBAIOTCS MpPeIceiaTe1bCTBYIOIMM B Cy1e0HOM 3acelaHuM U
ceKkperapem cyle0OHOro 3aceqaHusi (MOMOMIHMKOM CYIbH) UJIHM CIIEHMAJIMCTOM Cy1eOHOI0
COCTaBa M 3aBepsSIlOTCHA repOoOBOii MeYaThIo.

Kommmu ocTanbHBIX penieHui cyia u IpyTrux CyneOHbIX aKTOB, HAITPABIISIEMBIM JIUIAM,
YUYacTBYIOIIMM B Jiese, 3aBepsoTcs neyarbio «Komus BepHay.

1. CropoHaM M ApyruM JIMLIAM, YYACTBYIOIIIUM B JieJie, He SBUBIIMMCH B cyl1e0HOe
3acelaHMe, KONKS PelleHNs CyAa BbIChLIaeTCs He MO3/IHee YeM Yepe3 NATh AHeH CO JHA
NPUHATHA pelIeHUs.

Komnus pemenns o feny, paccMaTrpuBaéMOMY B MOPSIIKE YIPOIIEHHOTO TPOU3BO/CTBA,
HalpaBJIeTCs JIUIAM, YIaCTBYIOLUM B JIeJie, HE TIO3[HEE CJIEAYIOIIEro JHS IOCIe €ro MPUHATHUS.

IToBTropHast BbI1aua KON CyNeOHbBIX aKTOB JIMIAM, YYaCTBYIOIIUM B JieJie, CTOPOHHUM
opraHu3alusaM, MpEACTAaBUTEIIAM MacCOBOH I/IH(l)OpMaHI/II/I MIPOU3BOAUTCHA IO UX IMCBMCHHOMY
3asBJICHUIO U TIPU HAJTMYMU MMUCbMEHHOTO pa3pellieHus: pyKOBOJCTBA Cy/a, peceaaTes CyneOHoro
COCTaBa, B IPOM3BOJICTBE KOTOPOTO HAXOIUTCS MM HAXOAWIOCH CyIeOHOE JIeO.
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Cy):[CﬁHBIX AKTOB JTUIaM, YYACTBYIOIIIUM B J€J1€, ONJIAYUBACTCH FocyllapCTBeHHOﬁ NONIJIHHOM.

2. IlopnuHHBIE TOKYMEHTHI U3 JIea BBIAAIOTCS, TOCIIE BCTYIUIEHUS 3aBEPIAOIIET0 CYIeOHOT0O
aKTa B 3aKOHHYIO CHITY, CTOPOHAM MPEACTaBUBIINM UX, [10 MTNCBMEHHOMY 3asIBJIEHUIO; OpraHaM
JTIO3HAHUSI U CJEJICTBUS - HA OCHOBAHUM MOTHBHUPOBAHHOT'O MOCTAHOBIICHUS; CylnaM o0meit
IOPUCIUKINH - HA OCHOBAaHMHU CYJI€OHOTO aKTa 3THX CyJ0B. B3aMeH BbIIaHHOTIO MOVIMHHUKA K
JeJly NpruoOIIaeTcsl ero KONnus, 3aBepeHHas cylbe U ne4arbio cya1e0HOro cocTaBa UM oTaesia
JeJI0NPON3BOACTBA.

[Tocne okoHYaHMsI MPOU3BOCTBA IO /1€y CHEIUAINCT COCTaBOB KOJUIETHI, OTBETCTBEHHBIH 3a
BbI1a4y MCTIOJIHUTEIbHBIX JINCTOB MTPOBEPSAET MPABUIBLHOCTD 3aIIOJIHEHUSI CTATUCTUYECKUX
KapToueK, pETUCTPUPYET B )KypHAJIE ATy OTIPABKU UCIIOJHUTEIBHOTO JIUCTA U KJIAJIET Ha
KOHTPOJIb.

[Ipu BBIIaYE UCTIONHUTENBHBIX JTUCTOB, CEKPETapeEM CY/1eOHOTO 3aceaHusl, CIIEUAINCTOM
Cy1eOHOTro COCTaBa, MOJUTMHHUKOB JOKYMEHTOB U3 Jieja, KOMUI CyneOHbIX aKTOB IO MUCbMEHHOMY

XOJlaTalCTBY JIMII, Y4aCTBYIOUIUX B JieJie, U pa3pellaroliuxX BU3 CyJeil, pyKoBOJCTBa CyAa,
PYKOBOJUTENEH CyneOHBIX COCTABOB JIOJDKHBI YKa3bIBaThCs (DaMMIINsl, UM, OTYECTBO JIHIIA
MOJTYYUBLIETO JaHHBIE JOKYMEHTHI, €T0 MPOLECCyaTbHOE MOJIOKEHUE 110 AeNy, JaHHbIE TIOKyMEHTa,
YAOCTOBEPSIIOIINE €r0 JINYHOCTh. B MoIyuyeHnu 3Toro JOKyMeHTa JIMLO JODKHO PACIIUCATHCS U
MIPOCTaBUTH AaTy noiydeHus. Cekperapb CyeOHOro 3acelaHus WIH CIIEMUAINCT Cy1eOHOTO
COCTaBa, BBIAABABIINN JJOKYMEHT, JIOJDKEH YKa3aTh CBOIO (haMUIIHIO, JJOJDKHOCTD U MOCTaBUTh
MOJIITHUCH.

Takue e cBeeHHs YKA3bIBAIOTCS IPH 03HAKOMJICHHH ¢ MATEPHAJIAMH JeJIa.

Konnu pemenus no ey, 00 ocnapuBaHMi HOPMATHBHOIO IPABOBOI0 AKTA OTNPABJISIIOTCS
H BBIIAKOTCS HA OCHOBAHMHU PACHIOPSIKEHHS 110 aPOMTPAKHOMY CyAy AcTpaxaHCKoil o01acTn
Nel ot 07.04.2003 roaa.

CraTkapTOUYKU XpaHATCS y CHENUAINCTa KOJUIETHH OTAEIBHO OT JEll.

Jliig onpeneneHus, KAKUM COCTAaBOM U CYAbEH pacCMOTPEHO /€0, KaXKAOMY CyAbE U COCTaBY
npucBanBaeTcs HUQPpoBoit ko, Hanpumep: A06-55-17\2-2004 mudpa 17 o3HayaeT Kox Cyapu, a
nudpa 2 Kox cocrana.

[Tocne ucreueHust MECSYHOTO CpOKa Ha 00KaJIOBaHUE U CpoKa Juisd podera noutsl (7 qHeH -
CTOPOHBI HAXOASTCS Ha TEPPUTOPHUH ropoza, 15 aHei - s BceX OCTaNbHbBIX), M HE MOCTYIUICHUS
aJio0bl CTApUIMHA CHEMAINCT COCTABOB U KOJJIETUHU B HAJIXKAIIEM MOPSAKE UCTIONMHUTENbHBIE
JUCTHI TIepeaaeT Ha OTIPABKY, OCTABIIsAA KOMUIO B Jiese. [1o okoHuaHuM J1ena cjatoTes Mo CIUCKY B
apXuB Cyzia 10l OTBETCTBEHHOE XpPaHEHUE apXUBapuyca.

[IprocTaHoBIEHHBIE J1e71a XPAHATCA O]l OTBETCTBEHHOCTHIO Y CHEIHAINCTA KOJJIETHi OTEIbHO
OT 0011ei Macchl Je7T BMECTE CO CTaTKapTOUYKaMHU.

[Tocne BO300HOBIEHMSI TPOU3BOJICTBA 110 MPUOCTAHOBICHHBIM JeJlaM, OHU O(OPMIISIOTCS IO
BBIIIECTIEPEUYNCIIEHHOMY TOPAKY.

Komuu cyneGHBIX aKTOB MepealoTesl CHeUaINCTOM CY/1e0HOTO COCTaBa, CEKpeTapeM CyneOHOro
3ace/laHus B DKCIIEIUIMIO B 3alle4aTaHHbIX KOHBEPTAX C HAJIMCAaHHBIMU a/IpECAaMU, a TAK)KE BMECTE
C YBEJIOMJICHHUSIMH, €CJIU MMCbMO HarpasisieTcsl 3aKka3Hoil mouroil. CriennaiucT SKCIeAULUN
3aI0JHSET PEEeCTp OTIPABICHHON KOPPECTIOHIEHIIH U MPOKATHIBAET Ha ()PaHKUPOBATBHOM
MaIIlHe.

7. 1e10npON3BOACTBO N0 BOCCTAHOBJICHHMIO YTPAYEHHBIX CY1eOHBIX JeJI.

7.1. B cmyuae yTparbl cyeOHOTO Jieja OHO MOXKET ObITh BOCCTAHOBIICHO CYJIOM TIO 3asIBIICHHUIO
JINII, yqaCTBOBaBIHHX B JI€JIC, WJIN 110 NHUIINAaTUBE CYJIa.

7.2. O BOCCTaHOBIEHUH YTPAYSHHOTO CYIOHOTO JIeNia CYIOM BEIHOCHUTCS OTpeielieHre, KOTOPOoe
HaHpaBHSIeTCSI JIMIaM, y‘—IaCTBOBaBH_II/IM B ICJIC. Cy,ll MOXKET Hpe)IJ'IO)KI/ITB 1501 HpeJICTaBI/ITB CYJIy
MMEIOIIMECS Y HUX JOKYMEHTHI, Kacalolluecs: yKa3aHHOTo Jela.

7.3. YTpaueHHOE €10 B COOTBETCTBUU C OMPEICICHUEM CyAa MOIJIEKHUT MOTHOMY WIIH
YaCTUYHOMY BOCCTAHOBJICHHIO.



7.4. 3asBieHnEe O BOCCTAHOBJICHUH YTPAYEHHOTO CYI€OHOTO Jiefia MoIaeTcs B CY/,
PacCMOTPEBIIHNI JI€]10 B EpBOM MHCTaHIMU. K 3asBIE€HUIO PUIATAXOTCS COXPAaHUBIIUECS Y
3asiBUTEIIS JOKYMEHTBI WIIM UX KOIIMH, UMEIOIME OTHOLLIEHUE K JIETY.

7.5. Cyn no cBOel MHULIMATUBE MOXKET 3allPOCHUTh Y OpraHU3alui U MPEANPUATHI TOKYMEHTBI
WIN X KOITUH, OBIBIINE MPEAMETOM PAaCCMOTPEHHS B CyNeOHOM 3aceJaHuu 10 YTPaueHHOMY ey, a
TaK)Ke HalpaBJIeHHbIE B XOZI€ PACCMOTPEHMSI JIesia KOTUU CyneOHBIX akToB. B HeoOxomqumbIx
CIIy4asiX CyZIl MOYKET TOIPOCUTH B KAUECTBE CBUAETENEH JIUL], IPUCYTCTBOBABIINX IIPU COBEPLICHUH
MpoLEeCcCyabHBIX AeUCTBUN (OCMOTP BELIECTBEHHBIX JI0KA3aTENbCTB U T.J.), a TAKXKeE JIULI,
BXOJIMBIIMX B COCTaB CyJa, pACCMaTPUBABIIIETO JIEJI0, JIUII, UCTIONHABIIMX CyAeOHBIE aKThI 110 JIEIY.

7.6. Ilpu HEBO3MOXKHOCTH BOCCTAHOBJIEHUST yTPAYSHHOTO CYIOHOTO J1ejIa BCIICICTBHE
HEJIOCTATOYHOCTH COOPAHHBIX MAaTEpPHAIIOB Cy/ BEIHOCUT ONPEAEICHNE O PEeKpaIleHHH
pa30upaTenbCcTBa 3as8BICHUS O BOCCTAHOBICHUH CyA€OHOTO Jiesa, KOTOPO€e HaIlpaBIIseTCs JIUIIaM,
y4acTBOBAaBLINM B JIEJI€.

7.7. BoccTaHOBIEHHOMY €Ty ITPUCBANBAETCS PErUCTPALMOHHBIN HOMEDP YTPAYEHHOTO JIeNa.

8. Jles10npou3BOACTBO 1O J€JIaM 0 HECOCTOSATEILHOCTH (0AHKPOTCTBE).

IIpu nocTynjieHuu B apOMTPAKHBIIH Cy/ 3asiBJIEHUI 0 IPU3HAHUHU J0/LKHUKA 0AaHKPOTOM B
PErHCTPANMOHHOM IITaMIIe CIIENMATUCT MPHEMA KOPPECTIOHIEHIIHN MOMUMO JAAThI
NMOCTYIJIEHUS YKA3bIBA€T U BpeMsl MOCTYIJIeHH.

Perucrparus 3asBIeHNI 0 IPU3HAHUA JODKHUKA OAaHKPOTOM TIPOU3BOIUTCS B TTOPSIKE
MOCTYIUICHUS UCKOBBIX 3asBICHUN (3asBIICHUI) B apOUTPaKHBIN Cy/I.

3asBIICHAS KPEAUTOPOB, TOCTYIHUBIINE B KAHIEISIPUIO apOUTPAKHOTO Cy/la B XO/IE
OCYIIIECTBIICHHUS MIPOIEAYP OAHKPOTCTBA, PETHCTPUPYIOTCS IO HOMEPY CyAeOHOTO Jela o
MIPU3HAHUH JTOJDKHUKA OAHKPOTOM.

Kaxxnoe 3asBneHue KpeauTopa MoAnIMBaeTCs B OTACIBHOE JeNI0, Ha 00I0KKE KOTOPOTO
YKa3bIBaETCSl HOMEP OCHOBHOTO JieJia O MPU3HAHUN JOJDKHUKA OaHKPOTOM M HOMEpP TOMa Jieja B
MOPSTIKE TIOCTYTUICHUS TAKUX 3asBICHUIN B CYII.

ITo Mepe coBepIIeHHS MTPOIIECCYATBHBIX JCUCTBHIA U IPUHATHS CYITeOHBIX aKTOB, TOCTYIUICHUS
JOTIOTHUTENHHBIX TOKYMEHTOB K 3asBJICHUIO U T.JI. CyIeOHOE JIENI0 JOMOTHIETCS dTUMHU
JNOKyMeHTaMH. Ha BHEITHIOIO ¥ BHYTPEHHIOIO CTOPOHBI OOJIOKKH JIeJia CIIEIIHaTUCTOM, CEKpeTapeM
cyneOHOT0 3aceaHus BHOCSTCS HEOOXOIUMBIE 3alHCH, COCTABISETCS OMUCH JOKYMEHTOB.

IIpu npexbsiBIeHUN B cy/ie MPeIcTABUTEeM JOBEPEHHOCTH HA BeleHHe /1eJIa, y9acTHe B
Cy1e0HOM 3aceJaHUuM, IPU MOJYYeHHH CYIeOHbIX AKTOB U T.Il. CEKpeTaph Cy1e0HOro 3aceIaHus
(MOMOIIHUK CYAbH) MPOBEPsieT HAJTUYNE B JOBEPEHHOCTH 3aMMCH O MOJHOMOYHSAX
NMpeACTABUTEIS HA BeJeHHe /1e/1a 0 0aHKPOTCTBE U B MPOTOKOJIE Cy1e0HOIr0 3acelaHusl, HA
KONUM MCTIOTHUTEIHLHOTO JINCTA U B )KYPHAJIe YUeTa BbIIa4¥ UCIOJHUTEIbHBIX JHCTOB
yKa3bIBaeT, KeM, KOIJia U KOMY BbIIaHA /I0BEPEHHOCTh, CPOK €€ el CTBHS.

Bce cyneOHbIe akThI, MpUHUMAaEMBIE TI0 JIeJIaM O HECOCTOSTETFHOCTH (0aHKPOTCTBE) MOJJIeKAT
HEMEIJIEHHOMY HMCIIOJIHEHUIO, UCTIONTHUTEIbHBIC JIUCTHI HAMIPABIISIOTCS HA UCTIOTHEHHUE HE TI03/THEE
CJICAYIOIIETO JTHS BEIHECEHUS CyIeOHOTO aKTa.

9. J1eJIoNpON3BOACTBO, CBSI3AHHOE C HCIIOJTHEHHEM CYAe0OHbIX AKTOB apOMTPAKHBIX CYJ10B.

9.1. Ilepenucka 1 JOKyMEHTaLUs, CBSI3aHHBIE C IIPUBEJCHUEM B HCIIOJIHEHUE U UCIIOJTHEHUEM
CyZeOHBIX aKTOB, IPUHATHIX apOUTPAKHBIM CYAOM IO JieJiaM, paCCMOTPEHHBIM B MEPBOU
MHCTAHIIUH, BEIETCS CIIELUAINCTOM, CEKPETapeM CylneOHOTo 3aceaHus 1o AETIONPOU3BOJICTBY TOTO
CyneOHOTro cocTaBa, KOTOPBIM MPUHSI COOTBETCTBYIOIIUHN CyIeOHBIN aKT, B TOM YHUCIIE U 1O JeJaMm,
PacCMOTPEHHBIM CyJJaMH aleUIALIMOHHON U KaCCallMOHHOM MHCTaHIUH.

9.2. IlpuBeneHue B UCIIOTHEHHE CyA€OHBIX aKTOB MPOU3BOJUTCS ITyTEM BBIJAYU HIIN
HalpaBJIeHHUs CEKpeTapeM cyaeOHOro 3acejaHus (CIeHUualInCTOM Cy1e0HOr0 COCTaBa) B3bICKATEIIO
MCIIOJTHUTENBHBIX JINCTOB MOCJE BCTYIUIEHUS CY1eOHOTO aKkTa B 3aKOHHYIO CHUILY, a IIPH
HEME/JIEHHOM HCIIOJTHEHUH - Cpa3y MOCie IPUHATHS CylneOHOro aKra.



HcnonHuTeIbHBIC THCTHI HA B3bICKAHHE JEHEKHBIX CPEACTB B 10X0/1 OK0/1/KeTa
HAINPABJAIOTCH B HAJIOTOBbIM OPraH WM HHOM YIIOJTHOMOYEHHBbIH rocyiapCTBEHHbIH OPraH mno
MeCTY HAXOKICHUSA JO0KHUKA.

Ha B3bIckaHue rocy1apcTBEHHOM MONUTMHBI B 10X0/1 (hefiepaibHOro OrOKeTa BBITHCHIBAETCS
OT/IEJIbHBIN UCTIOTHUTEbHBIN JIUCT.

KonnuecTBo NCITOTHUTENBHBIX JIMCTOB ONPEAEIISIETCS CYIbEH, MTPEACENaTENbCTBOBABIINM B
cyneOHOM 3acenanuu  (2).

(2) Hanee cynpbeit

9.3. Ilo nenam 06 ocrnapuBaHUKM HOPMATHBHBIX MPABOBBIX aKTOB KOMHMH PEIIECHUS HAPaBISIOTCS
JMIaM, yY4acTBYIOIMM B JI€JIE, @ TAK)KE B OpraHbl, yKa3aHHbIe B yacTu 6 ctarbu 195 AIIK PO.

9.4. Tlo xonaraiicTBy B3bICKATENSI MOXKET OBITh BBIJAHO HECKOJIBKO MCIIOJHUTENbHBIX JIUCTOB B
clyJasx:

a) ecliu Cy[1eOHbIN aKT MPUHSAT B MOJIb3y HECKOJIBKHUX UCTIIOB WJIM MPOTUB HECKOJIBKUX
OTBETUYHUKOB (C YKa3aHMEM B KaKOH 4acTH ([0JI€) aKT OTHOCUTCS K KaX/I0MY U3 B3bICKATEIIEH WM B
KaKoM yacTH (7071€) KaXAbli U3 JOJKHUKOB JIOJIKEH €r0 BBIMOJIHUTB);

0) eciii UCTIOTHEHHUE JOJKHO ObITh IPOU3BEICHO B PA3JIMYHBIX MECTaX (C YKa3aHUEM B KaXI0M
JIUCTE MECTa €ro MCIOJIHEHUS);

B) €ClIU CyA€OHBIN aKT MPUHSAT B MOJIb3Y HECKOJIBKUX UCTLIOB (B3bICKAaTENEH) C COMMIAPHBIM
MIPaBOM TpeOOBAHMS WU MPOTUB HECKOJIBKUX OTBETYMKOB (JIOJKHUKOB) C YKa3aHHEM O
COJIMJIAPHOM UX OTBETCTBEHHOCTH. B miepBOM cityuae T0KHO OBITH YKa3aHO, YTO MTPABO
TpeOOBaHUS SABISIETCS COIMAPHBIM CO BCEMU OCTAIbHBIMU B3bICKATENISIMH, & BO BTOPOM - UTO
OTBETCTBEHHOCTD JIOJDKHHKA SBJISIETCSA COJIMIAPHOM CO BCEMH OCTAIbHBIMU JOJKHUKAMU (CTaThs
175, gactsb 6 crateu 319 AIIK PO).

9.5. Ha ocHOBaHuUM onpeiesieHns: apOUTPaKHOTO CY/Ia O TPEIBAPUTEIbHBIX 00eCIIEUUTEIbHBIX
Mepax, 00 obecrieueHUH Hcka U 00eCIIedeHNH UCTIOTHEHMSI CyIeOHOTO aKTa ceKpeTapeM cyaeOHOro
3acefaHus (CIeUaTucTOM CyleOHOT0 COCTaBa) BHITUCHIBACTCS UCIIONMHUTENBHBIN JIUCT (YacTh 1
ctarbu 96, ctatbg 100 AIIK P®), koTopslii BbIAAETCS WM HANIPABISETCS 3assBUTENIO (KCTILY,
B3BICKATEJIO).

[To xomaraiicTBy 3asBUTENS (MCTLA, B3BICKATENS) MOKET OBITH BBIJJAHO HECKOJIBKO
VCIIOJTHUTEIIBHBIX JINCTOB.

9.6. Ha otMeHy o0ecrieunTeNIbHbIX MEP UCIIOIHUTENbHBIN JIMCT HEe BhIMUChIBaeTcs. Komus
cyfieOHOro akta 00 OTMeHe 00ecTeunTeIbHOW MEepPhl HAPaBIISETCS CEKpeTapeM CyaeOHOro
3acenanus (CIeraIuCTOM CY/IeOHOTO COCTaBa) JIMliaM, yKa3aHHbIM B yacTu 4 cratbu 97 AIIK PO.

9.7. baHKM UCTIOIHUTENBHBIX JTUCTOB U3TOTABINBAIOTCS TOJIBKO TUIIOTPA(CKUM CIOCOOOM C
HCIIOJIb30BaHUEM CPENICTB 3aIUTHI, IO YTBEPKACHHOMY 00pa3Ily ¢ yKa3aHUEM MOPSAKOBBIX
YYETHBIX HOMEPOB.

9.8. briaHKH MCTIOTHUTENBHBIX JIUCTOB U UCIIOTHUTENbHBIE JIUCTHI SBISIFOTCS TOKYMEHTaMU
CTPOrOil OTYETHOCTH M MOJUIEKAT YUETy B J)KypHajax, BEAYIINXCs JIMLAMHU, OTBETCTBEHHBIMU 32 X
XpaHEHUue, YUeT U Bblady.

OTBeTCTBEHHOE JIMIO (CeKpeTaphb CYIeOHOTO 3aCeIaHus U CIICLUAIUCT), MTOJIyYuBIIee OJIaHKH
VCIIOJTHUTENBHBIX JINCTOB B OT/IEJIE JIEIOMPOU3BOACTBA, HECET MEPCOHAbHYIO OTBETCTBEHHOCTD 3a
UX XpaHeHue, Hajuexaniee opopMIIeHHE U BbIIauy.

9.9. KoHTpob 3a coOMOIeHneM MOpsIIKa yueTa, XpaHeHUS U BbIJIaud OJIAHKOB MCITOJIHUTEITBHBIX
JMCTOB B apOUTPAKHOM CyJI€ OCYILECTBIISIET HaYaJIbHUK OT/eNa IeIONPOU3BOACTBA apOUTPasKHOTO
cyna, a B CyJeOHOM cocTaBe - Mpejceaaresnb CyIeOHOro cocTana.

9.10. ITomyuaemsbie 10 Mepe HEOOXOAUMOCTH B OT/EIE JIEJIOMPOU3BOJICTBA OJIaHKH
MCIIOJTHUTENBHBIX JINCTOB 3aMOIHSIOTCS CEKpPEeTapeM CyeOHOro 3aceianus (CeraaucToM
Cy1eOHOro coCcTaBa) MAIIMHOMUCHBIM CIOcOOOM 0e3 moMapok U uctpasieHuid. Copeprkanue
HCIIOJIHUTEIILHOTO JINCTA JIOJKHO COOTBETCTBOBAThH TpeboBaHusM ctatbu 320 AITK PO.



OAHOBpPEMEHHO C OPUTHHATIOM M3TOTaBIMBAETCS KOMUS UCTIOTHUTELHOTO JTUCTA, KOTOpast
TIOJIIIMBACTCS YKa3aHHBIMH JIUIIAMH B CylicOHOE JIeJI0.

9.11. Kaxx1p1if NCTIOMTHUTENBHBIN TUCT MOANUCHIBACTCS CYAbEH U 3aBepseTcsi TepOoBOil meyarsio
apOUTPaKHOTO CyIa.

B cnyuae BpeMeHHOTO OTCYTCTBHS CYIbH (B OTITYCKE, KOMaHAUPOBKE, MO OOJIE3HU U TIp.), B
MIPOU3BOJICTBE KOTOPOTO HAXOJIUTCS apOUTPaKHOE JEII0, HCTIOTHUTEIBHBIA JIUCT TIOITUCHIBACTCS
Cynbeii, KOTOPOMY JIeJI0 TIepeJaHO HAa OCHOBAHUH MHCHbMEHHOTO PACTIOPSKEHUS (OTpEeIeTICHHS )
npesceaaTelts cyieOHOro cocTaBa, JIM00 HEMOCPEIACTBEHHO MpeiceaTeNieM CYIeOHOTO COCTaBa MITH
JMIIOM ero 3amemaronmM  (3).

(3) Ab3arn 2 mynkra 9.11. BHecen B MHcTpykumio Ha ocHoBanuu [Ipuka3za ot 31.07.2008 Ne 50 n/c

9.12. cnoaHUTENBHBIN JUCT BBIAAETCSA CEKpeTapeM CyaeOHOro 3aceaHus (CrennuaiicToM
CyneOHOTO COCTaBa) B3BICKATEINIO UITU €T0 MPEICTABUTEINIO MPU MPEAbSIBICHUN UMH IOKyMEHTOB,
YAOCTOBEPSIIOIINX JINYHOCTD, a MPEACTABUTENIO B3bICKATENS - U MIPH MPEACTaBIECHUN
JIOBEPEHHOCTH, JOKYMEHTOB, YI0CTOBEPSIOLIUX JUYHOCTB, I10/1 PACTIUCKY Ha KOITMHU
MCIIOJTHUTENBHOTO JIMCTA, HAaXOsIIelcs B CyneOHOM Jielie.

[To mucbMEHHOMY 3asBIICHUIO B3BICKATEIsI UCTIOJHUTENBHBIN JTUCT HANIPABISETCS B OAHK M UHBIE
KpEIUTHBIE YUpEXKJIEHUs, B TEppUTOpUaIbHbIe opranbl denepanbHOro Ka3HayeicTsa, B
MunuctepctBo punancoB Poccuiickoit Deneparu (€ciau T0KHUKOM sBisieTcs Poccuiickas
®Denepaliyisi UM B UCTIOIHUTEIBHOM JIUCTE TOJDKHUKOM YKa3aH INIaBHBIM paciopsaAUTENh
OIOPKETHBIX CPE/ICTB M B3BICKAHHE JIOJDKHO MPOM3BOAUTHCS 3a CUET CPEACTB (heiepabHOro
OrOIKETA), a TAKXKE 1O aJPECy B3BICKATEIS.

BoccTaHoBnenue cpoka Ha aneuIIIMOHHOE 00XalloBaHUE CyAeOHOTO peIIeHus, 10 KOTOPOMY
WCIIOJTHUTENbHBIN JIUCT YK€ BbIJIaH, aHHYJIUPYET BCTYIUIEHHUE IPUHATOTO PEIIEHUSI B 3aKOHHYIO
CHUITY, BCJIEICTBUE YETO BBIJAHHBIN UCTIOJHUTENbHBINA JTUCT MOJJICKUT HEMEIJIEHHOMY OT3BIBY, O YEM
YBEIOMIISIETCS TOJKHHUK.

Komust onpenenenus cyna 06 0T3bIBE UCIIOTHUTEILHOTO JTUCTA HAIPABIISAETCS B CITYXKOY
CyeOHBIX MPUCTABOB-UCIIONIHUTENEH U B OpraH, Ky/Ja JMCT OblI HalpaBjieH Ha UCIIOJHEHHE.

9.13. O BbI1aue UCIIOTHUTENBHOTO JIMCTA CEKPETaph Cy1eOHOro 3aceAanus (CreraaIucT
CcyneOHOTo coCcTaBa) JiejlaeT OTMETKY Ha 0OOPOTHOW CTOPOHE KOIMH MCTIOTHUTEIBHOTO JIUCTa, Ha
BHYTpPEHHEH CTOpOHE OOJIOKKH CyIeOHOTO JieNa, B )KypHAalle yueTa BbIJaud UCTIOTHUTEIbHBIX
JIUCTOB Cy/1IeOHOTO COCTaBa.

Konuu ucnomHuTensHOro JIMCTa, MMChbMa O €r0 HalpaBJIEHUU aJpecaraM MOIINBAIOTCS B
MaTepuabl CyIeOHOTO0 /iejia U BHOCATCS B ONHKCh.

9.14. XypHansl yuyera 6JaHKOB UCTIOTHUTENBHBIX JIMCTOB M BBIAAYH MCIIONHUTEIBHBIX JTUCTOB
CHEIHAJIUCT CY/IeOHOT0 cocTaBa (CeKpeTaphb CyneOHOTo 3acejaHus ) MPOLIUBAET, TUCTHl HyMEpYeT
MacTOM CMHEro WK YepHOro 1BeTa. KolmnuecTBo NMCTOB B KaXK/I0M >KypHaJse 3aBepseTcs Ha
MOCJIEHEN cTpaHUIle MOANUCHIO HadyalbHHUKA OT/IeNa IeJIONPOU3BOICTBA U TIEYaThi0 KaHIIEISIPHH.

9.15. B cmy4ae yTparsl OIaHKOB MCIIOIHUTENBHBIX JTUCTOB JIMIIA, OTBETCTBEHHBIC 32 UX
XpaHeHue, HEMEUIEHHO COO0IaloT 00 3TOM aJJMUHUCTPATOPY, HAYAJILHUKY OT/eja
JIeTTOTIPOU3BOJICTBA, KOTOPBIE MPOBOJIAT CIYKeOHOE pacciieIoBaHHe.

B >xypHase BbiauM OJ1aHKOB HCTIOIHUTENBHBIX JIUCTOB CHEUAINCTaMU CY/I€OHBIX COCTAaBOB
JIENIAI0TCSl COOTBETCTBYIOINE OTMETKH.

9.16. B ciryyae nopun G;raHKa MCTIOTHUTEIHHOTO JINCTAa OTBETCTBEHHBIHN 32 JICIOMPOU3BOICTBO B
CyZ1eOHOM COCTaBe B KOHIIE I'oJla CJIAeT UX IO aKTy HaYaJIbHUKY OT/esa JIeJIONpPOU3BO/ICTBA,
BeAylleMy yueT OJaHKOB, KOTOPBIN JelaeT COOTBETCTBYIOIINE OTMETKH B KypHase yueTa OJJaHKOB.

9.17. YHUUYTOXEHHE UCTIOPUYCHHBIX OJIAHKOB, a TAKXKe CIIMCAHUE YTEPSHHBIX OJIAHKOB HIIH
WCIIOJTHUTENbHBIX JINCTOB MPOU3BOJUTCS 1O aKTy KOMHUCCHEHN, CO3IaBa€MOM M0 paCOPSKEHUIO
npezcenarens cyna. B cooTBeTcTByOMUX KypHajgax ydueTa oTaesa JeIoNPOU3BOICTBA U CYIeOHBIX
COCTaBOB JEJIAIOTCI HEOOXOIUMBIE OTMETKH.



9.18. IIpu yBOJIBHEHHUH, YXOJE B OTIYCK U B CIIy4asiX JJINTEIBHOIO OTCYTCTBHUS JIMIIA,
OTBETCTBEHHOTO B OTJI€JI€ JIEIONPOU3BOICTBA 32 XpaHEHHUE U BbIJauy OJIaHKOB MCITOJIHUTENIbHBIX
JIMCTOB, OTBETCTBEHHOCTD 32 UX XpaHEHHE BO3JIAraeTcsl Ha APYroro pabOTHUKA, HA3HAYAEMOT'0
pacnopsbKeHHeM npescenarens cyna. B xkypHae yuera 6JaHKOB UCTIOTHUTENIBHBIX JINCTOB
JieNlaeTcst OTMETKA O MPUHATUN Ha XpaHEeHHE UMEIOIUXCS OJIaHKOB Ha3HAYEHHBIM JIMILIOM,
yKa3bIBaeTCs ero (haMuins U MHUIMANbBI, HOMEpP U JiaTa MprKa3a, CTaBUTCS MOJIUCH 3TOTO JIHIIA.

braHku HCTIONMHUTENBHBIX JTUCTOB, HE HCIIOIb30BAHHBIE B CY/I€OHOM COCTaBe, CAA0TCA
HayaJIbHUKY OTJEJa JeJIONPON3BO/ICTBA MO PACIHCKY B KYypHAJIE [0 aKTy MpueMa-ciadu
VCIIOJTHUTEIIBHBIX JINCTOB.

9.19. B ciryyae yTpaThl HCTIOTHUTEIBHOTO JIUCTA TYOJIUKAT UCTIOTHUTEIHLHOTO JINCTA BBIIAETCS
apOUTPAXHBIM CYIOM, IPUHSABIINM CyeOHbIN akT. O Bplgade TyOJIMKaTa B3bICKaTeNlb 00paIaeTcs C
MUCHbMEHHBIM 3asBJIEHUEM, KOTOPOE paccMaTpUBaETCs B Cy1eOHOM 3aceaHuH apOUTPakHbIM
CYJIOM, IPUHSBIIUM CyA€OHBIN aKT.

[Topsox mpoxoxIeHus 3asBI€HUS O Bbl1aue qyOJMKaTa UCIIOJIHUTEIBHOIO JINCTA B
apOUTPaXKHOM CyJIe aHAJIOTHUYEH MOPSAIKY MPOXOXKICHHUS NCKOBBIX 3asBJIeHUH (3asBieHui). Bpinaua
JTyONMKaTa MpOM3BOIMTCS HA OCHOBAHUH OINPEENICHUS O BblJjaue 1yOnuKaTa HCIIOTHUTEILHOTO
JHUCTA.

B npaBom BepxHeM YLy JIM1€BOiIl CTOPOHBI EPBOI0 JHCTA HCIIOJTHUTEIBHOIO JIMCTA
crapuTcs mramn “/lydukar” u BbIIa4a NPOU3BOAMTCS 10 NPABWIAM BbIAAYH
UCIIOJTHUTEJLHOTO JIUCTA.

9.20. CynebHoe 11e10, o0 KOTOPOMY HCK YIOBIETBOPEH, CUMTAETCS 3aKOHUEHHBIM U TIOAJICKHUT
cladye B apXMB MOCJIE MPUBEACHUS 3aBEPIIAIOIIETO CY/1Ie0HOTO aKTa B UCTIOTHEHHUE.

9.21. IlocTynuBiue B apOUTPaXXHBIN Cy MOCTAHOBIEHUS Cy1€0HOTO NMPHCTABA-UCIIOTHUTENS O
BO30Y’K/IEHUU HCIIOJHUTEIHHOTO IPOU3BO/ICTBA 110 HCIIOTHUTEILHOMY JIUCTY, BBIIAHHOMY IO JIeNTy
CYJIOM IIepBOI MHCTAHIIUH, A TAK)KE MHbIE TIOCTAHOBIICHUS U CY[IeOHbIE aKThI 110 /€Y, IPUHATHIC B
Ipolecce UCIIOIHEHMSI pelIeHNs, U MepenucKa o BonpocaM ucnoiaHenus (ctarbu 9 - 11, 16 - 19,
22, 24 ®enepanbHOTo 3akoHa “O0 UCTIOIHUTENFHOM MPOU3BOICTBE”), @ TAKXKE CyNEeOHbIE aKThl,
BBIHECCHHBIC B CITydasiX, yKa3aHHBIX B CTaThsax 322, 324, 326, 328 AIIK PO, nogmmBaroTcs B
Marepuaibl CyeOHOTO Jieia U BHOCATCS B €T0 ONUCH CIIEUAIMCTaMU CyIeOHOro coctaBa. OHH ke B
OTMEUEHHBIX BBIIIE CIy4asiX HAIpPaBJISIOT KOMUHU CY/IeOHBIX aKTOB HA3BaHHBIM B 3TUX CTaThIX
JUIIAM.

9.22. 3asBnenus 00 ociapuBaHUU MOCTAHOBICHUH, a TaKkke JAeicTBHil (6e31elcTBYSA) Cy1eOHOro
NPUCTaBA-UCIIOTHUTEIS IO UCTIOJIHEHHUIO UCTIOTHUTENBHOTO JOKYMEHTAa apOUTpa)KHOTO cya (aajee
- ’Kao00bl) paccMaTpUBalOTCA apOUTPaKHBIM CYZIOM IO MECTY HaXOXKJEHHs CyeOHOro npucTaBa-
UCIIOJHUTENS, KOTOPBIN PON3BOINUT UCTIOTHEHHUE.

9.23. Jlenompou3BOJACTBO MO *Kajo0aM Ha JEHCTBUS CYACOHBIX TPUCTABOB-UCTIOTHUTEIICH
IIPOM3BOAMTCSA B MOPAJIKE, yCTaHOBIEHHOM B I1aBe 3 MHcTpykuuu. Ilo Hum 3aBoguTcs
CaMOCTOSITEIIBHOE 1710, 0(hOpMIIEHHE KOTOPOTO aHAJIOTUIHO 0()OPMIICHHIO CY/IeOHOTO /Iena,
NPUCBANBAETCS TOPSIKOBBIN HOMEp MOCTYHAIOIIUX Kajlo0 3TOM KaTeropuu, uepes aeduc
yKa3bIBaeTCsl HOMEP CyneOHOro Jienia, 0 KOTOPOMY BbIJIaH UCIIOHUTEIbHBIN JIMCT, a 3aTeEM
KaJIeHJapHBIN TOJ] TOCTYIICHUS KaJIOOBI.

B cnydae moctyruieHusl TOBTOPHBIX JKaJI00 Ha IEUCTBUS CY/IeOHOTO MPUCTABA-UCTIOTHUTEIS 110
OJHOMY M TOMY K€ UCIIOJTHUTEIbHOMY IPOU3BOJICTBY OHM ITOJIIMBAOTCS B IPOU3BOJICTBO,
3aBeJIEHHOE IO MEePBOil Jkanobe.

9.24. 3apeructpupoBaHHbIE 3asBICHUS 110 BOIPOCAM MCIIOIHEHUS CYJIeOHBIX aKTOB U KaJ0ObI
NepesatoTcs He Mo3Hee CIeIyIOIero JHS MpeAceaTelNo Cyna WK CyAbe, OTBETCTBEHHOMY 32
paboTy, CBSI3aHHYIO C UCIIOJTHEHUEM CYIE€OHBIX aKTOB apOUTPAKHOTO CYJIa, KOTOPBIE HAMIPABISIOT UX
COOTBETCTBYIOILIUM CY€OHBIM COCTaBaM WJIH CYAbSIM JIJIsl HCIIOJHEHUS.

O BpeMeHM pacCMOTPEHHUs B 3aCelaHUK apOUTPaXKHOTO Cy/ia 3asBICHUS WU 5KaT00bI
M3BEIAIOTCS B3bICKATENb, JOJDKHUK U CY/IeOHBIN PUCTAaB-UCIIOTHUTE.

9.25. Konuu penienus (onpeaeneHus) cyaa, IpUHATOT0 COOTBETCTBEHHO 0 )Kajo0e nin
3asIBJIEHUIO, HAMIPABJISIFOTCS B3bICKATENIO, TOJDKHUKY U CyneOHOMY MPUCTaBY-UCIOTHUTEIIO,



JeMCTBUSL KOTOPOTO 00KaI0BAJIHCh.

B tom citydae, ecnm onpenenenus 00 OTJIOKEHUH UCTIOTHUTEIIBHBIX JICHCTBUH,
IPUOCTAHOBIIEHUH, BO30OHOBJIEHUH MJIH MPEKPAIIEHUH UCIIOTHUTEIBHOTO MTPOU3BO/ICTBA
BBIHOCHUJIUCH UHBIM apOUTPa’KHBIM CYI0M (110 MECTY HaXOXAE€HHUS CylneOHOro MpucTaBa-
UCTIOJIHUTEJIS ), KOTIMU 3TUX OTpeeIeHUI HalpaBIIsIOTCs TaKXKe B CY/I, BbIABIIHIHA
WCIIOJTHUTENbHBIN JOKYMEHT.

9.26. XKanoba Ha neiicTBUs CyeOHOTO MPUCTaBA-UCTIOIIHUTENS, IPUIIOKEHHBIE K HEH
JIOKYMEHTBI, IEpEInCKa, CBI3aHHasl C PACCMOTPEHUEM KaJ00bl, U BEBIHECEHHOE apOUTPaKHBIM
CYJIOM pelIeHHE MOAUIMBAIOTCS CIIELUAINCTOM CyIe0HOr0 COCTaBa, CeKpeTapeM CyeOHOro
3aceJjaHus B JIEJ10 IO Kajno0e ¥ BHOCATCS BO BHYTPEHHIOIO OINKCH JOKYMEHTOB ATOTO Jieja.

9.27. Jlena mno xanobam XpaHSATCs B CyIeOHBIX COCTAaBaX JI0 UCTEUEHUS CPOKA Ha KACCAIMOHHOE
oOxxasioBaHue TMOO 10 BO3BpAILIEHUS JIeia U3 CyJla KaCCAl[MOHHOM MHCTaHIUY, a 3aTeM IepeaaroTcs
B apXMB Cy/a.

9.28. PaccmoTtpeHHbIe CyneOHbIE /1eTa, IO KOTOPBIM BO30YK/I€HO UCTIOTHUTEIHLHOE
IIPOM3BOACTBO, MOAJIEKAT XPAHEHHUIO B apXUBE CyJa B TEUEHHE CPOKOB, YCTAHOBJIEHHBIX IS
XpaHEHUs CyeOHBIX JieJ] SKCIIePTHON Komuccuel. Jlo OKoHYaHUs NCTIOTHEHUS MO0 MpeKpaleHus
UCTIOJIHUTENIFHOTO MIPOU3BO/ICTBA CyA€OHBIE JIea YHUUITOKEHHIO HE TIO/IJIeKaT.

10. Perucrpanusi, pacnpeaejeHue, NpPOXokAeHUue APYTruX JOKYMEHTOB H KOPPEeCIOHICHIIHH.

10.1.  Tloctymaromas B aapec apOUTPa>KHOTO Cy/a KOPPECTIOHEHITNS, HE OTHOCSINASICS K
KOHKPETHBIM CyA€OHBIM JIeIaM, PETUCTPUPYETCS B KypHase «Bxoasiieir KoppeCOHISHITUI U
OTJIEJIbHO B KOMIIBIOTEPE, COITIACHO, MPOTpaMMbl «/Jle0rnpon3BoaCTBOY.

10.2.  IIpuem u peructpanyst KOppeCIOHICHIIMHU OCYIIECTBISIETCS B MOPAIKE ONPEACICHHOM B
paszzaene 2 HacTosuied MHCTpykumy, a Takke MpHka3a mo apOuTpa)kHOMY Cyay AcTpaxaHCKOH
obnactu Ne49 ot 07.04.2004r. Ilepenaua KOppeCOHACHIIUH B CTPYKTYPHBIE MOAPA3ACTICHUS
MPOM3BOJUTCS B COOTBETCTBHUH C X (YHKITUSIMH.

10.3. ITpu perucrpanuu JOKyMEHTA, B IPABOM YINIy HMKHETO TOJISI IEPBOM CTpaHUIIbl Ha
CBOOOJIHOM OT TE€KCTa MECTA, MPOCTABIIAETCA IITAMII C TOJTHBIM HAUMEHOBAHUEM apOUTPaKHOTO
Cyna, yKa3blBaeTCs PErUCTPALlMOHHBIA BXOAAIMI HOMED, AaTa NOCTYIUIEHHs JoKyMeHTa. Jluno,
MPUHSIBIIEE JOKYMEHT CTaBUT CBOIO TOMHKCh.

10.4. PCFI/ICTpaI_II/IOHHHﬁ HOMCP, KaK MMpaBUJI0, COCTOUT U3 TOPAIKOBOI0O HOMEpA NOCTYIIJICHUA
JOKYMCHTA B IMpEAcax KaJICHAapHOTO roaa.

10.5. 3apeructpupyemblie JOKYMEHTHI IEPEIAIOTCS 110 HA3HAYSHHIO B JICHb UX PETUCTPAIIHH, B
KpallHeM clTydae - IpH MO3IHeH JOCTaBKe, HEOOXOAMMOCTH MOAOOpa MaTeprasoB, OOIBIIIOTO
00BbeMa KOPPECTIOHICHITUH - HE TIO3IHEE CIEAYIOIETO JIHS, & CPOYHAsi KOPPECIIOHACHITUS -
HE3aMeUTUTEIHHO TI0J] POCITUCH COTPYAHHKA, MPUHIBIIETO JOKYMEHT.

10.6. Croenuanuct IpUEMHON KOPPECIIOHICHIIMH Cy/la BHOCUT UH()OPMAIIUIO B KypHAJIE T10
MOCTYIUICHUH JJOKYMEHTA M MIepeIaeT UX MPeACcenaTesto cyaa (ero 3aMeCTUTENIO).

10.7. Tlo BO3BpalllEeHUIO TOKYMEHT OT Mpejcenarens cyja (€ro 3aMecTUTENs ) CIIeUaATUCT
MIPUEMHOHN KOPPECITOH/ICHIINU B TOT )K€ JICHb (WJIM HE TI03/{Hee CIICAYIOIETO JIHS) TIepeaaeT Moy
pacluCcKy OTBETCTBEHHOMY 32 JEIOMPOU3BOICTBO B KOJIJIETUU U COCTAaBaX KOJUIETHH, B KOTOPO
paboTaeT Ha3HAYEHHBIN UCTIOTHUTEb.

10.8. [lepenaua 3aperucTpupyeMOro TOKyMEHTa U3 OJJHOW KOJUIETUH B IPYT'YIO MPOU3BOTUTCS
TOJIBKO IO YKa3aHUIO PYKOBOJICTBA, MOPYUYUBIIETO PACCMOTPETh TOKYMEHT, U 0(OpMIIsIeTCs uepe3
MPUEMHYIO KOPPECTIOHACHIINU CY/a.

denepalibHbIC 3aKOHBI 1 HOPMATHBHBIE TPABOBBIC AKTHI, TOCIIC X PETHCTPAIUH IIEPEIAI0TCS B
MPUEMHYIO TIPeCeaaTeNsl Cyaa.

10.9. Ilpu cocraBiieHun U 0hpopMIeHUH JOKYMEHTOB COTPYIHUKH apOUTPAKHOTO CyIa
JAOJIZKHBI PYKOBOJICTBOBATHLCS CJIEAYIOIIUMHU TPEOOBAHUSMM:



A) TOKyMeHT neyataeTcsi Ha O1aHKe YCTaHOBJIEHHOW (hOpMBI; TIpU MEepEenucKe BHYTPH Cyia
OJIaHKU HE UCIIOJIb3YIOTCS;

b) nnst odopmiieHHs CONPOBOIUTENBHBIX MTUCEM, 3aIIPOCOB U B HEKOTOPBIX JIPYTUX CIIydasx
MOTYT MPUMEHSTHCS OIaHKH ¢ TpadapeTHOM MOrOTOBKOM Me4aTHOro TEKCTa;

B) x noxymeHnTam 00beMoM Oosiee OHOM CTPAHHUIIBI CIIEAYET COCTABIATh KpaTKUE 3aroJIOBKH,
HanpuMep: cripaBka 1o ey NeA06-25-3\03 unu gokinaaHas 3anucka 00 utorax padoThl U T.1.

I') ciry»eOHBIi JOKYMEHT JIOJKEH OBITh KPaTKUM, SICHBIM, apI'yMEHTUPOBAaHHbBIM, 00eCIIeynBaTh
TOYHOE M OJJHO3HAYHOE BOCTIPUSITHE €r0 COMCPKAHNS;

J1) oTnipaBisieMOMY M3 CyAa JOKYMEHTY MPUCBAaUBAETCS UCXOAIIMNA HOMEP U JIaTa MOATHUCAHUSL.
HpI/I Harc4yaTaHuu IMUuceEM, 3arrpoCoB, CIIPABKU HAa BO3BPAT IOCIONIIMHBI B HUYKHEM JICBOM HUKHEM
YOIy yKa3bIBaeTcsl (paMuiis UCTIOIHUTENS K HOMEp CiIykeOHoro tenedon, Hanpumep: Hcr.
Wsanosa ILII., 39-23-23.

Hcxopsiye nuchbmMa OTIPABISAIOTCS ¢ OpUTHHAIOM noAnucu. Komus ucxonsiiero 10KyMeHTa u
3ampoc (ecau UMEeTCs), 3aBU3UPOBaHHAS HCIIOIHUTENIEM, TIOMEIIAETCS B JIENI0 B COOTBETCTBHH C
HOMEHKJIaTYpoil apOUTpa)XKHOTO Cyaa;

E) B pekBU3UTaX MCXOIIIETO TOKYMEHTA - OTBETA YKa3bIBAIOTCSI HOMEP U JIaTa TOKYMEHTa, Ha
KOTOpBIH J1aeTcs oTBeT. [Ipu HanpaBiIeHWU TOKYMEHTA JOJKHOCTHOMY JIMIlY Ha3BaHUE
OopraHu3allii YKa3bIBa€TCAd B MUMCHUTCIIBHOM IaJICKE, TOJIKHOCTD, (baMI/IJ'II/Iﬂ aapecara - B
JlaTeIbHOM, HallpuMep:

BBICIIIMUHA APBUTPAKHBIN Cya 3aBeayomei 10MOJTHUTEIbHBIM
opucom
Poccuiickoit @enepanuu Ne196 Acrpaxanckoro OChb
Ne8625
APBUTPAKHBIN Cvyl HavyaabHuKy oTHe/1a

A.A.UBanoBoi

ACTPAXAHCKOM OBJACTH
414000 r.AcTpaxaHb,
ya.Kuposa, 25
414014, r. AcTpaxaHb,

p. MonozaexHslii, 1. 6
01.03.2004 r. Ne H-11TP\04

Ha Bam Ne 23\391

X) ciyxeOHble TOKYMEHTbI MOANKCHIBAIOTCS T0JKHOCTHBIMU JIMIIAMU, B COOTBETCTBUU C
NpPEACTAaBICHHBIMU UM ITOJTHOMOYMSAMU; B COCTaB IMOAMUCH BXOIUT MOJTHOE€ HAMMEHOBAaHUE
JOJKHOCTH JINLA, NOAMHUCHIBAIOIIETO JOKYMEHT (€CIM JOKYMEHT HCIIOJIHEH HE Ha OJIaHKe
PYKOBOJICTBA) JINYHAsI MOANMUCH M €€ MallMHONMCHas pacmudposka. Harpumep:

3aM. npencenarens apOUTPaKHOTO cyla
AcTpaxaHCKo# 005acTi C.A. CniupuzioHoB

10.11. HcnonHeHHbIe TOKYMEHTHI (MIIM UX IPOEKTHI) MPECTABISAIOTCS PYKOBOJCTBY
NOJpa3eiaeHUs UIsl BA3UPOBAHUS U J10KJIaaa (OANKMCH) PYKOBOJCTBY cyaa. Bussl mpocraBistoTcs
Ha KOIUAX, OCTAIOUINXCS B CYJE.

10.12. JIokyMeHTBbI, OTIIpaBIIIEMbIE 32 MOANNUCHIO PYKOBOJCTBA, PETUCTPUPYIOTCS B IPUEMHON



AKCIENLINN KOppeCTIOHACHINN cyna. OnHa u3 KoUK JOKYMEHTa XpaHUTCS B JIEJie IPUEMHOM,
COOTBETCTBYIOLIEH HOMEHKIIATYpPE, APYrasl y UCIOTHUTEIS.

10.13.  Konuu 1OKyMEHTOB, OTIIPABJICHHBIX 3a IIOAMUCHI0 PYKOBOAUTENEH KOJIJIETUIH, XPaHITCS B
KOJJIETUH Yy CIHELIUAINCTa B Hapsizie.

10.14. Ha ucnoHeHHOM JIOKyMEeHTe (ero KOIuH, TM00 KOIIUU OTBETA) PyKOBOAUTEINb
nojapaszaeneHus aenaet otMetky: «Mcenomneno, CHATH ¢ KoHTpouis. B meno Ne , BCETro
JIMCTOB», CTABUT CBOIO TMOATMMNCH U JATY.

10.15. ITopsimok ¥ CPOK XpaHEHHsI MAaTEpPUAJIOB TI0 UCIIOTHEHHBIM JOKYMEHTaM 00eCTIeunBaeTCs B
COOTBETCTBUM C HOMEHKJIATYpPOH JIEJl, IEPECMaTPUBAEMOM €KETOTHO U yTBEPKAAEMOMN
npezacenareseM cyaa.

10.16. ITpu HanpaBneHUH JOKYMEHTOB B Bbicunii ApOuTpaxHbIil cyn u apOUTpaskHbIE CY/IbI
Poccuiickoit denepaiiny ucnonb3yeTcss BHYTPUBEIOMCTBEHHAS 3JIEKTpOHHAs outa  (4).

(4) Ilynkter 10.16. - 10.24. BHecensl B MHcTpyk1uio Ha ocHoBanuu [Ipukaza ot 04.04.2008. Ne 36
a/c

10.17. ITpuem u oTIIpaBKa IEKTPOHHBIX 00pPa30B JOKYMEHTOB C MCIIOJIb30BAHUEM
BHYTPUBEJOMCTBEHHOU JIEKTPOHHON MOYTHI MPOBOJUTCS] pAOOTHUKOM SKCIETUIIMH OTIea
JIeNIOTIPOU3BO/ICTBA APOUTPAXKHOTO cyaa AcTpaxaHCKOM 00iacTH.

10.18. DnexkrpoHHbIE 00pa3bl JOKYMEHTOB, IOCTYIHBIINE B CYyl, PETUCTPUPYIOTCS B KypHae
MOCTYNHUBIINX 3JEKTPOHHBIX COOOIIEHUH U ONIepaTUBHO MEPENAIOTCS PYKOBOAUTEIIO, KOTOPOMY
OHM Tpe/IHa3HAYEHBI.

10.19. JIucThl HA3BaHHOTO XKYpHAJIa TOKHBI OBITH IPOHYMEPOBAHbI, MPOIIUTHI U CKPETUICHBI
MeYaThio OT/AeNa AeTONPOU3BOJICTRA.

10.20. DnexTpoHHBIE 00pa3bl TOKYMEHTOB, MTOJMMCAHHBIE PYKOBOACTBOM CY/Ia, HAIIPABIIAIOTCS B
BAC P®, wnu apyrue apOuTpa)kHbI€ CyIbl B TOT K€ JI€Hb, TIOCIIE UX PETUCTPALIUU B CYIIE.

10.21. JlokyMeHTHI OJIEKALIME NTEPENAYE C UCTIONb30BAHUEM BHYTPHUBEOMCTBEHHOM
AJIEKTPOHHOMN TOYTHI, CKAHUPYIOTCS B UepHO-0e10M BapuaHTe ¢ paspemenneM 200 Touek Ha oM
u coxpansitorcs B popmare PDF.

10.22. DnekTpoHHOE COOOIICHHE, UCTIONB3YEMOE JIJIsl JOCTABKH JIEKTPOHHOTO 00pasa
JIOKYMEHTA, JIOJDKHO UMETh 00513aTeNIbHbIE PEKBU3UTHI:

«Tema» - BUII JOKyMEHTa 3ariiaBHbIMU OyKBamH, JjaTa €ro MOAMNUCAHNUS U PETUCTPALIMOHHBINA HOMED.
Hanpumep, PACITOPSDKEHUE BAC P® ot 11 mapra 2008 . Ne 25;

«IIpukperuiennslii (aiim» - BioxkeHHbIN (aiin B popmare PDF, cogepxamuit iudpposoe
obo3Hauenue «Tembl», Hanpumep, Pacriopsixenue 030311 Ne25.pdf';

«Conepxxanuey - uapopmarus oqokymenTte, ucrnonautene (PO, 10mKHOCTh, KOHTAKTHBIN
TesehoH ¢ yKa3aHHEM KoJia Topoaa);

«YBEIOMUTH O JOCTABKE»;

«YBEJIOMUTH O MMPOUYTEHUN.

10.23. O6s3arenpHOM Miepeaaue Mo BHYTPUBEIOMCTBEHHOM JIEKTPOHHOM MOYTE MOJIekKAT
CIIEIYIOIINE JOKYMEHTBHI:

- mucbMa pykoBoacTByY BAC PO u pykoBoauTtesnsim cTpyKTypHbIX nonpaszaeneHuii BAC PO,
NOANKCAaHHBIE TPEJICeIaTeNIeM Cy/la IO BOIPOCaM OPraHU3alMOHHOI0, KaJpOBOTr0, (PMHAHCOBOTO,
MaTepualIbHO-TEXHUUYECKOTO U HH()OPMAIIMOHHOTO 00ecTieyeHHs 1eATeIbHOCTH APOUTPaKHOTO
cyfa ActpaxaHCKol 00nmacTu;

* MMCbMa, aipecOBaHHbIE B MHBIE apOUTpaXkHbIe cyabl Poccuiickoil denepariuu 1o BhIlIe
MIEPEUNCIICHHBIM BOIIPOCAM,;

* MHbIE IOKYMEHTHI (110 YCMOTPEHHIO IpeceiaTeNs cyna).
10.24. He noxnesxar nepeaade 1o BHyTPUBELOMCTBEHHOM 3JIEKTPOHHOM MoUTe:



* cyieOHbIE TOKYMEHTHI T10 JIeJIaM, HaXOJAIIUMCS B IPOU3BOJICTBE;
* IOKyMEHTbI, COJIeprKalllie CBeICHHS, COCTaBISIONINE rOCYIapCTBEHHYIO TalHYy;

* UHBIC NOKYMCHTbBI, HOCAIIIHC KOH(pI/II[eHI_II/IaHBHHﬁ XapakKTep, B TOM YUCJIC ICPCOHAJIBHBIC TAHHLIC
cy;leﬁ, TOCYAApPCTBCHHBIX I'PAXIAHCKUX CIIYXXAIIUX U MHBIX pa60THI/IKOB.

11. Opranu3anus JUMYHOIO NPUEMA M MOPSIA0K PACCMOTPEHHUs 00pallleHHid IPaKIaH.

11.1. JInynblil mpreM IpaxiaH Mo BOIPOCAM, BXOAALIUM B KOMIIETEHIINIO apOUTPaKHBIX CYIOB,
OCYUIECTBIIIETCA MIPENICEAATEIEM CYAA, €r0 3aMECTUTENISIMUA B COOTBETCTBUU C YTBEPKICHHBIM
rpauKoM, KOTOPBINA BHIBEIINBAETCS B BECTHOIOJIE Cy/Ia UK B IpUeMHOM. PaboTHUKH,
OCYUIECTBIIAIOIINE IPUEM, HE BIIPaBE JaBaTh I'pa)</J1aHaM IOPUANUYECKHE KOHCYIbTALNH.

11.2. Yuer rpaxkaH, oOpaTUBIINXCS HAa IPUEM, BEAETCS B CIIELMATIbHOM KypHaie. B xypHane
OoTMeuaeTcs Jjata npuema, GaMuiIus, UMsi, OTYECTBO T'PaskJaHUHA, CYIIECTBO BOIIPOCA U pe3ynbTara
€ro pacCMOTpEHHUS.

Ecnu oOparienue He ObUI0 OKOHYATENHFHO Pa3pelieHo Ha TUYHOM IpUeMe Y pyKOBOJICTBA, OHO
yepes KaHIEspHIo TepeaaeTcs B CyAeOHyI0 KOJIErHi0, KOTOpOH MopydaeTcs ee pa3peleHue.

11.3. Pabota ¢ oOpamieHussMu, MUCbMaMH, >kajJo0aMy U 3asiBICHUSIMH TPakJ1aH OCYIIECTBISETCS
B CTPOTOM COOTBETCTBUH C JICUCTBYIOIINUM 3aKOHOAATeNbCTBOM. OOpallieHus rpaxiaH
NPUHUMAIOTCA K PACCMOTPEHUIO apOUTpakHbIMU cyramu Poccuiickoit deneparyu no BcemMm
BOIPOCaM, BXOJSIIMM B UX KOMIETEHIIUIO.

11.4. K paccMOTpeHUI0 HE MPUHUMAIOTCS oOpatieHus 6e3 MoAnvcH (AHOHUMHBIE), CO/IepIKaIIie
OCKOpOUTENbHBIE BBIpAXKEHUS (OHU MOJIIMBAIOTCS B HAps), @ TAK)KE HE TIOAIAIOIIUECS TPOUTEHUIO
(mocneaHre BO3BPAIIAIOTCS 3aBUTEIISM).

11.5. Obpatienus rpaxaad peTUCTPUPYIOTCS B IPUEMHON KOPPECTIOHACHIIMU Cyna B
PEruCTPaAIlMOHHOM XypHalie. B sxypHain 3aHocATCS haMUITUs, UMSI, OTYECTBO 3asBUTENIS, PETHOH,
OTKYyJla IOCTYIHJIO OOpallieHre, BXOAAIIUI HOMED, AaTa PETUCTPallii, KPaTKoe co/lep KaHne
BOIIPOCA ¢ 00s3aTeNIbHBIM yKa3aHUEM apOUTPasKHOTO Cy/a, MHOW OpraHu3aliy, I1eHCTBHS KOTOPBIX
OCHapUBaET 3asBUTEIb.

11.6. Bxonsmumii HOMep COCTOUT U3 MOPAIKOBOro Homepa. KomiekTuBHble oOpatieHus
perucTpupyroTcs ¢ nomerkoil «KomiekruBHoe» Ha haMUIIMIO IEPBOTO 3asIBUTENSL, KOTOPOMY U
HAaIpaBIIsIeTCs OTBET C MPOCHOON YBEJIOMUTD O HEM JIPYTUX 3asiBUTEIEH.

11.7. ITocne peructpanuu, B 3aBUCUMOCTH O COAEPKAHUS U BAXKHOCTHU MOCTABIEHHBIX
BOIIPOCOB, 0OpalleH!s epearoTcs Ha pacCCMOTPEHHE MPEACEaTelNto Cya.

[Ipuemnas cyna (MOMOIIHUK Mpescenaress apOuTpa)KHOTO Cynia) BeIeT HEHTPaIN30BaHHbIN yUeT
NOCTYNUBILINX OOpaIIeHui rpax/iaH, OCYIIECTBISET KOHTPOJIb 33 UX UCIIOTHEHUEM, TIPE/ICTaBIIsAET
PYKOBOZCTBY HEOOXOIMMBIE CBEIEHUS U CIIPaBKH.

11.8. OTBETCTBEHHOCTH 32 OPTaHU3AIMIO PACCMOTPEHHS O0OpALICHUN WIIN UX pa3pelieHus 1o
CYIIECTBY, 3a COOJIIOZICHHE CPOKOB HCIIOIHEHHUS, a TAK)KE 32 COCTOSHUE JIETIONPOU3BOACTBA 110 HUM B
CTPYKTYPHBIX MOAPA3EIICHUSAX BO3JIaracTCsl Ha PyKOBOAUTENS Cy/a.

11.9. [Ipencenarento cyma TOKIAABIBAIOTCST OOpaIeHNUs, TOCTYIUBIINE U3 BBICIIINX
(benepaabHBIX TOCYIAPCTBEHHBIX OPraHoOB, OT AenyTatoB PenepanbHoro Codbpanus PO, a Taxke
oOpalieHus ¢ xano0aMu Ha JIEHCTBUS COTPYIHUKOB allliapara cyJia, O Cepbe3HbIX HapYIIEHUAX
3aKOHHOCTH U YpPE3BBIYAIHBIX CUTYaLIUsX.

12. IToaroroBka HHULIMATHBHBIX H pacnopsaauTe/JIbHBIX TOKYMECHTOB.

12.1. MHumaTuBHbIE NPEAIOKEHHS 110 COBEPIIIEHCTBOBAHUIO 3aKOHO/IATENBCTBA U MHBIX
IIPABOBBIX aKTOB, MMPOEKTHI JOKYMEHTOB, pa3paboTaHHBIE MO MOPYUYEHHUIO0 PYKOBOACTBA Briciiero
ApOutpaxsoro Cyna PO, nanpasnstorcs B Beiciimii Apoutpaxusiii Cyn PO ¢ conpoBoauTeIbHbIM
MUCHbMOM, B KOTOPOM 000CHOBBIBAETCSI HEOOXOAMMOCTh B TAKOM JIOKYMEHTE.



12.2. B 1€BOM HMKHEM YTy MOCJIEIHETO JINCTA CONTPOBOAUTEIBHOIO TMChMA YKa3bIBAIOTCS
dbamunus u TenedoH UCTIOIHUTENS, TOATOTOBUBILIETO MPOEKT TOKYMEHTA.

12.3. 3anpocsl, OTBETHI U T.1. Ile4aTaroTcs Ha nuctax gopmara A4 (210 x 297 mm) yepes
MOJITOpPa MEKCTPOUHBIX HHTEpPBaja B Tpex dK3eMIuIsipax. [lepBolil 3k3eMIUIsip HanpaBiIseTcst
azpecary, BTOpOi 0CTaeTcs B IPUEMHOM CyJa, TPETUI Y UCTIOTTHUTEIS.

12.4. TIpoekTsl NPUKA30B pa3padaTHIBAIOTCS IO MOPYUYEHUIO PYKOBOJICTBA Cy/la
JOJKHOCTHBIMHM JIMIIAMH.

TekcT nmpuka3a COCTOUT, Kak MPaBUII0, U3 KOHCTATUPYIOLIEH U pacliopsAIUTENIbHOM yacTeil. B
KOHCTaTHPYIOIIEH YaCTH U3JIaratoTcsl eI U 3a/1a4ui IIPEeIUChIBaeMbIX AeiicTBuil. Ecin
OCHOBaHHEM K M3JJaHUIO MPUKa3a SIBIIAETCS 3aKOHOAATEIbHBIN aKT, HOPMAaTUBHBIN WU
pacropsauTeNbHbIN JokyMeHT Briciero Apourpaxnoro Cyna P®, To B koHCTaTHpYIOLIEH YacTH
YKa3bIBAECTCS €r0 Ha3BaHME, 1aTa, HOMEP 3aroJIOBOK M IEPEAAETCs COAEPKAHNE TOM YaCTH, KOTOpast
HETOCPECTBEHHO KacaeTcsl CyNeOHbIX OPIaHOB.

PacnopsautenbHas yacte HaunmHaeTcs cioBoM «lIpukaseiBaroy. B pacniopsiaurensHON 4acTu
IIpHKa3a YKa3bIBAIOTCS UCIIOJHUTENN, KOHKPETHBIE JEMCTBHSI U CPOKH UCIIOJTHEHUS
MPEANUCHIBAEMBIX JIEUCTBUMN.

12.5. Ecnin npuKa3 TONOIHAET, OTMEHSIET UM U3MEHSIET pPaHee N3JaHHbIE IPUKA3bl WU UX
OTJIeNIbHBIE TYHKTHI, ’TO OTOBAPUBAETCS B €T0 TEKCTE.

B nocnenHem myHKTe pacnopsIUTENbHON YaCcTH YKa3bIBaeTCs JOJKHOCTHOE JIMIIO Ha KOTOPOTO
BO3JIAraeTCsl KOHTPOJIb 3a UCIIOJHEHNEM IIPUKa3a B LEJIOM.

12.6. ITpuka3pl HyMepyrOTCs 110 NOPSAAKY B Ipefenax KajaeHaapHoro roja. [Ipukassl o
OCHOBHOMH JI€ATE€IbHOCTH PETUCTPUPYIOTCS U XPAHATCS OTAENIBHO OT MPUKA30B MO KaJPOBBIM
BompocaM. Bece npurkassl XpaHATCS y INIaBHOTO CHEUAJINCTA CY/a IO KaJpOBBIM BOIIPOCAM.

12.7. TIpoToKo - JOKYMEHT, B KOTOPOM (PUKCUPYETCS X011 00CYKIAESHHS BOIIPOCOB U MPUHSATHE
pelIeHNs Ha COBEIAaHUAX, KOHPEpEeHIMAX U 3aCeIaHUsAX KOJUIerHaIbHbIX opranoB. [IpoTokon
MOJKET BECTHCh U IIPH MpoBeAeHUH coOpaHuil. [I[poToKoIbl HyMEpyIOTCS IO MOPSAIKY B Ipeaeaax
KaJIEH/IapHOTO T'0J1a ¥ MOAIIMBAIOTCS B OTAEIBHOE J1en0. [IpoTokon noanuceiBaercs
MIpeCeIaTeNbCTBYIOIIMM Ha COBEIIaHU M, KOHPEPEHIINH, 3aCeAaHUI WK COOpAaHUU U JTULIOM,
BEAYLIUM IPOTOKOJI.

12.8. PacniopsizkeHue - IPOEKTHI pacMopsHKEHUH pa3pabaThIBalOTCs B CTPYKTYPHBIX
MOJPA3EICHUSIX 110 TOPYUYEHHUIO PYKOBOACTBA

PacrniopsixeHust U31a10TCs B LESIX pa3peleHus ONepaTuBHBIX BOIPOCOB MO OTAEIbHBIM
HalpaBJICHUSM JeSITeIbHOCTH apOUTpaXxHOTO cyna. PacniopskeHus opopMIIsIFOTCS B TAKOM XKe
MOpSZIKE, KaK ¥ MPUKa3bl, TOJILKO pacHopsSAUTENbHAs YacTh HauMHaeTcs ciaoBoM «IIpennarato,
Pacnopspkatocey. Pacniopsbkenne MoxkeT ObITh TIOAMMCAHO TPEACEAaTeNIeM CyAa WIH ero
3aMECTUTENIEM.

12.9. Teserpamma - COCTaBJIsIETCS COIIACHO 00pas3Ily U NepeaaeTcs s OTIPaBKU B IPUEMHYIO
Y OTIIPAaBKY KOPPECTIIOHJAEHINIO cyaa. TenerpaMma rneyaraercst B TpEX dK3EMIULIpax: MEPBBIi
NEPENAETCS B [IOYTOBOE OTJEJIEHNUE, BTOPOM C OTMETKOM MPUEMHOM O BPEMEHU €€ OTIPaBKU
BO3BPAIAETCS B COOTBETCTBYIOIIUE CTPYKTYPHOE MOPA3AEICHUE, TPETUH OCTAETCS B IPUEMHOMN
KOPPECIIOHCHIUY CYla.

Tekct TenerpaMMbl COCTaBISIETCS KPATKO, SICHO, IO BOBMOXKHOCTH 0€3 MPeJlIoroB, COI030B U
MECTOMMEHHUH. 3HAKH NMPENUHAHUS - 30T, TUK, IBTY, TUPE - YIIOTPEOIAIOTCS TOIBKO B TEX CIydasx,
KOTJIa X OTCYTCTBHE MOXKET U3MEHUTh CMbICI cooO1eHus. [{udpoBbie nanHbIe B TENErpaMmax
PEKOMEHAYETCS MUCATh CIIOBAMMU.

TekcT meuaTaeTcst Ha OJTHOM CTOPOHE JIUCTA Yepe3 JBa HHTEpBaJia MPOMUCHBIME OyKBaMu, 0€3
NEepeHOCOB, a03a1eB U ucrpanieHuil. TexerpaMma MoaNMCHIBA€TCS TOJIBKO MpeJceaTeeM cyaa
WM €70 3aMECTUTEIIEM.

Anpec oTnpaBuTens nevyaraercs 6€3 COKpalleHu, HO CO 3HaKaMM MPENUHAHUS U 110]1 YepTOi B
KOHIIE TEKCTa TeJIETPaMM.

VcnpaBnenus, BHECEHHbIE NIPU MOAMMCAHUN TeJIerpaMMbl, JJOJKHBI ObITH OTOBOPEHBI IO
yepToil Haanuchio «crpaBieHHOMY BEPUTH» U 3aBEPEHbI JTUI[OM, TIOAMHUCHIBAIOUINM TEJIeTpamMmmy.



13. OdopMiieHre pEKBU3UTOB J0OKYMEHTOB.

13.1. TTocepeanne BepXHETO MO OJAHKOB CyAEOHBIX TOKYMEHTOB apOUTpPa)XKHOTO cy/a
(ompenenenue, pelieHne, MOCTaHOBIEHUE) TToMeaeTcs n3oopaxenne ['ocynapcrsennoro ['epoa
Poccuiickoit ®denepannu. HaumeHnoBaHue cy/ia yKa3bIBa€TCs B TOUHOM COOTBETCTBHHU C 3aKOHOM H
Pernamentom «O0 apbutpaxusix cynax B Poccuiickoit Denepanmm.

13.2. JlaToif mpUHATHS TOKYMEHTA SIBJISIETCS J1aTa €ro MOAMUCAHUS; A IOKYMEHTa MPUHATOTO
KOJUIETHAJIbHBIM OPTaHOM - J1aTa MPUHATHUS PELIEHUS; s JOKYMEHTA, MOJUIEkKAIIETO YTBEPKACHUIO
- laTa yTBepxKaeHus. /lara JoKkyMeHTa MpOCTaBISIeTCs JOKHOCTHBIM JIUIIOM, MTOJIMHCHIBAIOIIUM
WIH YTBEP)KIAAIOIMIUM JOKYMEHT.

Jlist TOKyMeHTa, COCTABIEHHOTO COBMECTHO HECKOJIBKUMH OpraHU3alUsIMU, JaTOW MPUHATHS
SBJISIETCS 1aTa €ro MOJANUCAHUS OCIEAHUM YYaCTHUKOM.

13.3. Jlara noanucanus, yTBEpP>KICHUS, COIIACOBAHNUS JTOKYMEHTA, a TAK)KE JIaThl,
coJieprKaIlMecs B TEKCTE, TOJDKHBI yKa3bIBaThcs apaOCKUMU LudpamMu B cleayroneit
MIOCJIEZ0BATENILHOCTH - YHCII0, Mecsll, rox. Hanpumep: 03.04.2004. B TexcTe 10OKyMEHTa,
COJIEPIKAIIIETO CCHUIKY Ha CylAeOHBIN aKT WM CBEJCHHS (PMHAHCOBOTO XapaKTepa, MPUMEHSeTCs
ci10BecHO-1IM(poBoii criocod odopmiieHus natel, Hanpumep: 03 anpenst 2004 rozga.

[Tpu noamucanny TOKyMEHTa HECKOJILKUMH JIUIIAMU PABHBIX JIOJDKHOCTEH UX TOATIHCH
pacrionararoTcsi Ha OJJHOM YpOBHE HauMHasi ¢ MHULIMATOPa WM KOOPJIMHATOpA ITOJTOTOBKU
JIOKYMEHTA.

IIpu noanucanum JOKYMEHTa HECKOJIBKUMHU JIMI[AMU HEPABHBIX JTOJDKHOCTEH MX MOANUCH
pacroaraoT OAHy HOJ IpYroi B MOCIeI0BaTeIbHOCTH, COOTBETCTBYIOLIEH 3aHUMaeMOn
JOJKHOCTH.

Ecnu nomxHOoCTHOE JIUI0, HOAMKCH KOTOPOTO MPEAYCMOTPEHA B MPOEKTE TOKYMEHTA,
OTCYTCTBYET, TO JOKYMEHT JIOJDKEH MOIMTUCHIBATHCS JIUIIOM, HCIIOTHSIOIIUM €T0 00sI3aHHOCTH, WIIN
ero 3amectuteneM. [Ipu 3ToM HEOOX0IMMO yKa3bIBaTh (PAKTUUECKYIO TOJKHOCTD JIMIIA,
HOATMKCHIBAIOLIETO JOKYMEHT, U €ro (haMuiInio (MCTIpaBICHUS «H.0., 3aM.» BHOCATCS
MalIMHONHUCHBIM criocoboM). He nomyckaeTcst fonucbiBaHue B JOKYMEHTE CII0Ba «3a» WIH
NpOCTaBJIEHHE KOCOI YepThl Ilepe/l HAMMEHOBAHUEM JIOJDKHOCTH.

13.4. IIpu He0OXOTUMOCTH MTPOBOAUTCS COTNIACOBAHHME JOKYMEHTA C MOJIpa3eIeHUSIMH U
JIOJDKHOCTHBIMU JIMIIAMHM amapara apOMTpaskHOTO CyJa MU ¢ APYTUMHU 3aUHTEPECOBAHHBIMU
OpraHu3aIisIMH.

CornacoBanue opopMiIsieTcs MyTeM BU3UPOBAHUS POEKTA JOKYMEHTA COOTBETCTBYIOIIUM
JOJDKHOCTHBIM JIMIIOM. Bu3a BkiltoyaeT B ce0st IMYHYIO MOJIUCH, €€ paciiupoBKY U JaTy
BU3HPOBAHUS; IPH HEOOXOAUMOCTHU YKa3bIBaeTCA JOIKHOCTh BU3UPYIOILETO.

3ameuyaHUs U JOTOJHEHHUS K IPOEKTY TOKyMEHTa U3JIaraloTcs Ha OTAEIbHOM JIUCTE, O YeM MpHU
BU3HPOBAHUH JIENIAeTCS OTMETKA: «3aMeyaHHs MpUjIaraoTcs». 3aMmeyaHus o0s3aTeaIbHO
JTOKJIaJIbIBAIOTCS JIUILY, OAMUCHIBAIOLIEMY JOKYMEHT.

13.5. Bu3bl mpOCTaBISAIOTCS HA IK3EMIUIAPAX, OCTAIOIIUXCS B apOUTPAKHOM CyJIe, HAa HUKHEM
T0JI€ JINLIEBOM CTOPOHBI MOCIEAHETO JUCTa JoKyMeHTa. [IpoeKThl MprKa30B, paclopsiKeHUH,
yKa3aHU BU3UPYIOTCS Ha TIEPBOM PK3EMILIpE, HAa HUXKHEM T10JIe 000POTHON CTOPOHBI IOCIIEAHETO
JUCTa TOKYMEHTA.

13.6. BHemrHee cornacoBaHue ¢ IpYTMMHU 3aUHTEPECOBAaHHBIMH OPTaHU3aLUSAMHI 0(OPMIISETCS
COOTBETCTBYIOIUM IrpudoM. ['pud cornmacoBanus pacronaraercsi Ha JUIEBOM CTOPOHE JOKYMEHTA,
HocJie MOJNKMCH JIMLA B JIEBOM HIDKHEM yIiy U BKJItouaeT B ceds cioBo « COTJTACOBAHO,
HAaUMEHOBaHUE JOJKHOCTH JIMIA, C KOTOPHIM COIVIACOBBIBAECTCS JOKYMEHT (BK/IIOYasi HANMEHOBAaHUE
OpraHu3aliK), IHYHYIO MOAMUCH, PACHIM(POBKY MOANUCH U ATy COIIACOBAHMUS.

I'pudsl cormacoBanus MOTyT pacrnonaraTbCsi Ha OTAENbHOM «JIncTe cortacoBaHus», €Cliu
cofiep>KaHue IOKYMEHTa 3aTparuBaeT MHTEPeChl HECKOJIbKUX opranu3anuii. Ha nokymenre
Jienaercs OTMeTKa «JIMCT cornmacoBaHus mpusaraeTcs.

13.7. OcobbIM criocoO60M BeZIeHUsI JOKYMEHTA B JICHCTBUE SIBIISETCS €T0 YTBEPXKICHHE.

JIOKyMEHTBI MOTYT YTBEPKIaThCSI PYKOBOJICTBOM apOUTPaKHOTO Cy/a, MEKBEIOMCTBEHHBIMHU



oprasamu, oOIIeCTBEHHBIMU OpraHU3alMsIMHU, B KOMIIETEHLIMIO KOTOPBIX BXOJUT pPEIICHHUE
BOIIPOCOB, U3JIOKECHHBIX B YTBEPKIAEMBIX TOKYMEHTAX.

VYTBep:KIeHHE JOKYMEHTa IPOU3BOANUTCS MPOCTaBICHUEM Ipuda yTBEpPKICHUS WIN U3/1aHUEM
pacnopsAMTENHLHOTO JOKYMEHTA (B TEX CiIydasiX, Korja TpeOyeTcs JOMOIHUTEIbHbIE IPEAIUCaHU
u pazbsicHenus). [ pudp « YTBEPXXIAIO» pacnionaraercs Ha TMLIEBOM CTOPOHE JOKYMEHTA B
IIPaBOM BEPXHEM Y1y, COCTOHUT U3 TeX ke HauMeHoBaHui, uyto u rpud « COIJTACOBAHO».
Hammpumep:

«YTBEPXIIAIO»
[Tpencenarens apOUTpPaXKHOTO Cyna
AcTpaxaHckoi o0nacTu B.I[1.benoycos
« » (umcno, gara, ron).

13.8. JIokyMeHTBI aipeCcyrOT B OpraHU3alMH WU €€ CTPYKTYPHBIE ITOIPA3ACICHUS WIN
KOHKPETHOMY JIMILY.
[Tpu agpecoBaHnyU JOKyMEHTA B OpTraHU3aIUIO WIH €€ CTPYKTYpPHOE MoapasieieHne 6e3 ykazaHus
JIOJKHOCTHOTO JIMIA UX HAMMEHOBaHHE MMUIIYT B UMEHUTENBHOM Najexe. Hanpumep:
Bricimii Apourtpaxssiii Cyn
Poccuiickon ®enepanuu
OpranuzalOHHO-KOHTPOJIBHOE yIpaBiIeHHE
ITpu HampaBieHUHU TOKYMEHTA JOHDKHOCTHOMY JIMIly Ha3BaHHE OpraHU3alluy YKa3bIBaeTCs B
MMEHHUTETLHOM TaJIeKe, a JIOJDKHOCTh U (hammuius ajpecara B qarenbHoM. Hanpumep:

Boicimii Apoutpaxssiii Cyn
Poccuiickon ®enepanuu
OpranuzalOHHO-KOHTPOJIBHOE yIpaBiIeHHE
Havansnuuky ornena JI.H.IIonosou
[Tpu agpecoBaHnyM JOKyMEHTA PYKOBOIAUTEIIO OpraHU3ali €€ HAMMEHOBAaHKE BXOJIUT B COCTAB
HaMMEHOBaHUs JOJKHOCTH ajnpecara. Hanpumep: I'enepanbHOMY TUPEKTOPY
00O «AcTpaxaHbra3npom»
N.N.MiBanOBY
[Tpu agpecoBaHnU JOKYMEHTA HECKOJIBKUM JOHKHOCTHBIM JIMIAM UX JIOJDKHOCTH YKa3bIBAIOTCS BO
MHOK€CTBEHHOM uuclie 1 0600menHo. Hanpumep:
[Ipencenarensim apOUTPaKHBIX CYHIOB
cyowrekToB Poccuiickoit denepannn
[TonHbIi MOYTOBBIN aJipec NpU HANPaBICHUH JOKYMEHTAa KOPPECIIOHIEHTaM yKa3bIBaeTCs B
COOTBETCTBUM € OUYTOBBIMH NpaBuiamu. Hanpumep:  Ilpoxyparypa ActpaxaHckoil obiactu
414024 r.Actpaxanb, HabGepexxnas
ITpuBomkckoro 3aroHa, 13

13.9. Vcxonsmuit JOKYMEHT He JOHKEH COIepKaTh O00Jiee YeThIpeX aipecaToB; JUIHAS TOAIMUCH
CTaBUTCS Ha Ka)KJIOM JOKYMEHTE.

[Ipu HampaBiieHnU JOKyMEHTa 0oJiee YeM B UEThIpe aipeca COCTABIISETCS CIIUCOK HAa PaCChUIKY U
Ha Ka)XJIOM JOKYMEHTE MPOCTABIIAETCA TOJIBKO OJUH aJipecar.

Anpec He IpOCTaBJIseTCs HA JOKYMEHTaX, HalpaBiIsieMbIX B IPABUTEIbCTBEHHbIE YUPEXKACHUS U
MIOCTOSTHHBIM KOPPECTIOHAEHTAM; B 3TUX CIy4yasiX MOT'YT IIPUMEHATHCS KOHBEPTHI C 3apaHee
HarleyaTaHHBIMU a/IpecaMu.

13.10. Ecniu TOKyMEHT UMeeT NpUIIOKEHHs, YITIOMSHYThIE B TEKCTE, OTMETKA 0 HUX o(opmiisieTcs
no cienytomieit popme: «IIpunoxenne: Ha 101. B 3-X 3K3».

Ecnu npuiiokeHus B TeKCTE HE Ha3BaHbI, TO HEOOXOAUMO MEPEUUCIUTh Ha3BaHUs, KOJIMYECTBO
JIMCTOB U 3K3eMIUIIPOB Kaxaoro. Hampumep:

[Tpunoxenwue: 1. llItatHoe pacniucanue ... Ha 4J1. B 2-X 9K3.;
2. CMmeTa pacxo/ioB ... Ha 3J1. B 2-X JK3.

Ecnu npunioxkenus cOpoLIropoBaHbl, KOJIMUECTBO JUCTOB HE yKa3biBaercs. [Ipu Hanuuuu

HECKOJIbKUX MPUIOKEHUHN Kaxa10e U3 HUX Hymepyercs. [lpunoxenus 1omkHbI 0QopMIIsSThCS Ha



CTaHJAPTHBIX JIMCTAX U UMETh BCE HEOOXOAUMBIE JJIsl IOKYMEHTA PEKBU3UTHI.

Ha npunoxeHusax kK pacnopsauTebHOMY JOKYMEHTY B IPABOM BEPXHEM YIIIy CIEIYET JIeaTh
OTMETKY C YKa3aHHEM Ha3BaHHUs JOKYMEHTa, €ro Aarel U HoMepa. Hanpumep: Ilpunoxenue k
npukasy npencenarens deaepaibHoro apouTpaxHoro cyna LlentpanbHoro okpyra ot
« _»  2004r. Ne .

13.11. IToaroToBKa UCXOMAMINX TOKYMEHTOB BKIIIOUAET pabOTy MO COCTABJICHHUIO TTPOCKTA
JIOKYMEHTA, COTJIACOBAHUIO, MTOJMMCAHUIO (YTBEPKIECHHIO), PA3MHOXEHHUIO U OTIIPaBKE.

[Ipu moAroToBKe JOKyMEHTa UCIIOIHUTEH 00s13aH MPOBEPUTH €r0 COAEpPKAHUE,
OTpeNaKTHPOBATh, IPABUIBHO O()OPMUTD, OTYYUTh HEOOXOAMMbIE BU3bI. JJOKyMeHT
MIPEICTABIIAECTCS HE MOANUCH BMECTE C MaTEpHAIaMH, HA OCHOBAaHUN KOTOPBIX OH TOTOBHUJICS.

13.12. JlokyMeHTHI, MOJMUCAHHBIE TIPEAceaaTeIeM apOUTPasKHOTO Cy/ia UIIH 0 MMOPYUYEHHUIO €ro
3aMeCTUTENSIMU U aJjpecoBaHHble B Boicimii Apourpaxssiii Cyn PO, 3akoHogaTebHBIE OpraHbl,
MunucTepcTBa 1 BEAOMCTBA, PErUCTPUPYIOTCS B IPUEMHOM Cylla, BHU3Y JOKYMEHTA B IIPaBOM
HIDKHEM YTy YKa3bIBaeTcs (paMuiIusl U MHUIUANBI UCTIOJHUTENS, €ro TenedoH.

OpnHa Konus OTIPABISIEMOIO JOKYMEHTA MOAIIMBAETCS IPUEMHOMN U B JI€J10 B COOTBETCTBUU C
HomenknaTtypoii, Ipyrast XpaHUTCS Y UCITOJIHATEIIS.

13.13. JIokyMeHTHI, MOJIMUCAHHBIE PYKOBOJCTBOM apOUTPaXKHOTO Cy/la U aJpeCOBaHHBIC B
Bricimii Apoutpaxksbiii Cyn PO u opransl rocyiapcTBEHHON BIIACTH, KaK MPABHUIIO, OTIIPABIISIFOTCS
(benbaCBs3bIO0.

13.14. Ipyrue Buabl HCXOASIINUX JOKYMEHTOB, IOJITMCAHHBIE PYKOBOIUTEISIMU Cyla WU
CTPYKTYPHBIX NOJIpa3aesieHuil, 0pOpMIISIOTCS OTBETCTBEHHBIMHU 32 JI€JI0NPOU3BO/ICTBO;
PETUCTPUPYIOTCS B )KypHAJIE IPUEMHON KOPPECTIOHICHIIMY CyJa ¥ TIEPEJAIOTCS IS OTIIPABKU B
JKCIEIULUIO.

13.15. Ecnu 1OKyMEHT MOJIEKUT PACCHIIKE HECKOJIBKAM aJipecaM, TO UCIIOJIHUTENb UIH
OTBETCTBEHHBIN 32 JI€JONPOU3BOJCTBO MPEICTABIIAET B SKCHETUINIO HEOOXOAUMOE KOJTHUECTBO
SK3EMIUIIPOB JOKYMEHTA M CIIMCOK PACCBUIKU C YKa3aHHUEM aJIPECOB.

13.16. Ucxopsuiyro 3aka3Hyt0 KOPPECHOHICHIIMIO SKCIIEAUIINS TPUHUMAET Ha OTIPABKY MO
pocnuck. B mouroBoe oTaeneHre HeXoAsaIas 3akazHas KOppeCIOHAEHIUS OTIPABIISAETCS 1O
peecTpy, KOTOPBI XpaHUTCA B SKCIEAULIUN OTIIPABKH.

[IpueMHas KOppeCOHIEHINN CyAa IPUHUMAET JOKYMEHTBI Ha OTIPABKY €KEJHEBHO A0 12
gacoB. Koppecnonaenuus, caanaas rnocie 12 gacos, OTIIPaBIIAETCS HA CIEAYIOLUN IEHb.

13.17. KoppecnioHaeH111s, UCXOAAIIas U3 apOUTPaKHOTO Cy/la OTIIPABIISETCS TOIBKO Yepes
NPUEMHYIO KOPPECIIOHICHIIMIO U SKCIIEIUINIO apOUTPa’KHOTO Cy/a.

14.

CnpaBouyHo-uH(popMannoHHas padora.

14.1.  CropaBouHO-MH(pOPMAIIMOHHAS CIyk0a BO3JI0kKEHA Ha paOOTHUKOB PUEMHOMN
KOPPECTIOHCHIIMH CYAA.

14.2. HWudopmanus u CipaBKU BBIIAIOTCS MIPU HATUYUH MOJTHBIX JaHHBIX 00 UCXOSAIIEM HOMEpE
U JaTe JOKyMeHTa, HOMepe JieJia, CBEJACHUI 00 MUCTIIE U OTBETUMKE (CTOPOHAX).

14.3.  CoTpynHUKHU CIPaBOYHO-UH(OPMALIMOHHOM CITY>KOBI UIMEIOT IIPAaBO COOOIIATh
NPEACTABUTEISIM CTOPOH CIEIYIONTYI0 HHPOPMAIIHIO:

- BXOJSIIEH perucTpaliMoOHHbII HOMEp Jerna (JOKYMEHTa), JaTy perucTpalu, Coep:KaHue
BOIpoca (KaTeropuio cropa), HAUMEHOBaHKE CYIeOHOM KOJUTETHH (CyIeOHOTO COCTaBa) Uik
CTPYKTYpPHOTO TIO/Ipa3/ieeHus, B KOTOPOM HAXOAUTCS Ha PACCMOTPEHUU Jiena (3asBIEeHUE), 1aTy
IIPUHSITOTO 110 /1€y (3asBJICHUIO) pelIeHHs, TOCTaHOBIeHUs. B kpaiiHeM citydae, eciu B
CIPABOYHYIO CIIY>KOy HE MOoCTynuiIa HHpopMaIys o pe3ylbTatax pacCMOTpPEeHHUs Aefa (3asBIeHus),
MOXeT OBITh JJaH Tele()OH COTPYAHHKA OTBETCTBEHHOTO 32 JETIOMPOU3BOICTBO B KOJUICTHH
(cynebHOM cocTase).

CBe1eHUsI 0 HEMOCPEICTBEHHBIX HCIOJHUTEISAX U CYIbAX U UX Tesle()OHbI He COOOIIAITCS.



15.

MamnHonuCHBIE padoThI.

15.1.  Tleuatanwue mpoleccyaabHBIX JOKYMEHTOB apOUTPAXKHOTO Cy/la UCTIOTHSAETCS
HEIMOCPEJICTBEHHO B KOJUIETHSX C COONIFOJICHUEM YCTAaHOBJICHHBIX MPABHII TT€YaTaAHHMS.

[TedyaTanue cmyKeOHBIX TOKYMEHTOB apOUTPAKHOTO Cy/Ia IMPOU3BOIUTCS HEMOCPEACTBEHHBIMH
WCIIOJIHUTEIISIMU, TIPUEMHOMN KOPPECTIOHICHIINH CY/Ia.

15.2. B npueMHyI0 KOPpECIOHACHIINHU Cy/a IPUHUMAIOTCS JUIs Hale4aTaHus TOJIbKO CIyKeOHbIe
JIOKYMEHTBI, IepeJaHHbIe TpeiceiaTelieM Cy/la, OTAEIOM KaJpoB U Oyxrajatepuei cyna.

15.3.  IlepenaBaemble AJs MeUYaTH PYKOIUCH JOKHBI OBITH HAlIMCAHBI pa300pUYMBO, HA OHOM
CTOPOHE JIMCTa, YEPHIWIIAMHU WJIM NTAcTON TeMHOro 1BeTa. HeGpexxHo 1 Hepa30opuuBO HallMCaHHBIE
YEpHOBUKH, UCIIPABJICHHbIE KapaHJAIIoOM, JUIsl I€4aTaHusl HE IPUHUMAIOTCSI.

IIpu noAroToBKe MarepuanoB AJs e4aTaHus 0co00e BHUMAHUE ClIeyeT 00pallaTh Ha YeTKOE U
pa3bopunBoe HanmucaHue paMuINi U reorpaduyecKux Ha3BaHUH. J{OyCTUMBI TOIBKO
OOLIENPUHATHIE COKpAILIEHHUS CIIOB.

15.4.  Ileuaranue TOKYMEHTOB POU3BOAUTCS Ha OJIaHKAaX YCTaHOBJIEHHON ()OPMBI MM HA Oymare
CTaHJIAPTHBIX Pa3MEPOB TOJIBKO HA JINLIEBOW CTOPOHE.

15.5. JloKkyMeHTHI, Ipe/CTaBIIsieMble Ha MTOJMHUCh PYKOBOJCTBY apOUTPaXKHOTO Cy/1a, a TaKxkKe
JIOKYMEHTBI, IOJIrOTaBIMBaEMble K TUIOTPAQCKOMY M3aHUIO, IEYaTaloTCs, Kak MpaBuilo, yepes3 ABa
MHTEpBaja, Ipyrue JOKyMEHTBI - Uepe3 MOJATOPAa NHTEPBAJIA, €CJIM MHOE HE YKa3aHO B 3asIBKE.

JIoKyMeHTBI Ha JIByX WM Oojiee JTUCTaX JOKHBI ObITh TpoHyMepoBaHbl. Homep mucta
IpocTaBisieTcst apaOCKUMU M(paMy B CEpeIHE BEPXHETO MOJIs JOKYMEHTA.

Marepuainsl, noanexaime THpaXXKUPOBAHHUIO Ha KOMTMPOBAJIbHO-MHOXKUTEIBHBIX allllaparax,
[I€YaTaloTCs B ABYX SK3EMILIApax.

IleyaTanue noj IMKTOBKY, KaK NPABUJIO, He I0NYCKAeTCH.

15.6. CexpeTHble JOKYMEHTHI IIe4aTaloTCsi pabOTHUKAaMU, OTBETCTBEHHBIE 3a BEACHUE
CEKPETHOTO AEJIONPOU3BO/ICTBA.

16.

KonupoBajibHO-MHOKUTEIbHBIE PA0OTHI.

16.1.  KonmpoBaibHO-MHOXXUTEJIbHBIE PA0OTHI B apOUTPaKHOM CY/I€ IPOU3BOJATCS B
KOTIMPOBAJIbHO-MHOXKUTEIBHOM OT/AeNe. MaTtepuasbl 1)1 KCepOKOIUPOBAHUSI MPEICTABISIOTCS C
YETKUM, SIPKUM TEKCTOM, B HECOPOILIIOPOBAHHOM BH/JIE.

16.2. TupaxxupoBaHue JOKYMEHTOB IIPOU3BOAUTCS MPH 0(OPMIICHUH 3aKa3a, KOTOPBIN
MOATNMUCHIBAET MpeJICceIaTeNb, 3aMECTUTENb MpeJiceaTeNst apOUTPasKHOTO Cy/a, a TAKKe
npezceaTeNt CyIeOHbIX COCTaBOB U CYJbH.

16.3. KonupoBaabHO-MHOXHUTENIBHBIN OT/IEN BEET )KypHAJ yUeTa 3aKa30B U BbIJa4l BBIITOJIHEHHON
paboTsl. OpUrnHabl pa3MHOKEHHBIX MATEPUAIOB BO3BPALLAIOTCS 3aKa3uMKaM IMPH MOJTyYeHUN
TUpaxa.

16.4.  JIokyMeHTBHI, coziepiKaliie cayxeOHyo nHGOpMAII0 OTPAHUYEHHOTO PACIIPOCTPAHEHUS
IpY Tiepesiaue Ha pa3sMHOMKEHHE JOJKHBI ObITh COOTBETCTBYIOIIMM 00pa3oM 0(hOpMIICHBI JIUIOM,
OTBEYAIOIINM 3a PEXKUM PabOThl C TAKUMH JIOKYyMEHTaMHU.

17.

Yder u XpaHeHHe neyarei, LITAMIIOB U 0JIAHKOB.



17.1. O06s3areTbHOMY yUeTy MOAJIEKAT BCE BUABI IeUaTel U MITAMIIOB apOUTPa’KHOTO Cy/a,
OJTaHKM UCTIOJIHUTENbHBIX JIMCTOB, OJJAHKH YAOCTOBEPEHUN JINYHOCTH, KOMaHIUPOBAHHBIX
YAOCTOBEPEHUMN, TPYAOBbIE KHUKKU M BCE BUJIbI MHBIX JOKYMEHTOB. [ledyaTn u mrammsl JOIKHBI
XpaHUTHCS B cerihax WM METaIUTMYECKUX MIKadax.

17.2. OTBETCTBEHHOCTH 3a XpaHEHUE U MCTIOJIH30BAHKE MEYATEH, MITAMIIOB U OJIAHKOB B
CTPYKTYPHBIX NOJPa3AeICHHUIX HECYT JIUIIA, OTBETCTBEHHbIE 3a BEJICHUE JIEJIONPON3BOCTBA.

17.3. U3roTtoBneHue nevarei, MTamMIoB, BCEMU BHIaMH OJIAHKOB OCYIIIECTBIISIETCS
3aB.X03S1CTBEHHOI YaCThIO.

17.4. Yuer Bcex meyaTeil U ITaMIIOB, UMEIOIINXCS B apOUTPaKHOM CYJIe, a TaKKe OJJaHKOB BEJETCS
B JKypHaJIax.

17.5. TepbOoBas meuaTh U UX TyOIHKaTHl apOUTPAKHOTO Cy/la XpaHATCS y HaYaIbHUKA OT/era
JIEIIONIPOU3BOJICTBA B celide.

18.

KoHTpoJib ¥ IpoBepKa UCIIOJTHEHHUS JOKYMEHTOB U IMOPY4YeHHil.

18.1.  KoHTpo:iro 1 nmpoBepKe UCIIOTHEHHS B apOUTPaX]KHOM CyJI€ TOJJIEekKAT: IPUKA3bI,
pacniopsbxeHus u nopyuyenus Ipencenarens Breicuiero Apoutpaxsoro cyna PO;

- pacniopsbkeHus U nopydeHus 3amectuteneit [penacenarens Breiciero ApOutpasxknoro cyna P®;
- IPUKA3bl, IOPYYCHHS PYKOBOJCTBA apOUTPAKHOTO CY/Ia;

- m1a"bl paboTel Briciero ApourpaxHoro cyna PO;

- coOJII0IeHUE MPOLIECCYATbHBIX CPOKOB PACCMOTPEHHSI IPUHSATHIX K MPOU3BOJICTBY HCKOBBIX
3asIBJICHUH, aNeUIALMOHHBIX U KaCCallMOHHBIX Kaj100.

18.2. ITopsinok opraHu3anuy KOHTPOJIS U IPOBEPKH UCIIOJHEHUS IEPEUYNCICHHBIX B IyHKTE 18.1.
JIOKYMEHTOB OIpeNeNsIeTcsl IpeAceaaTesieM apOUTPaKHOTO Cy/a.

OTBETCTBEHHOCTH 3a OPraHU3aLUI0 KOHTPOJIS U COCTOSHNUE UCTIOTHUTEIbCKON JUCIUIIIINHBI
BHYTPHU KOJUIETHI BO3JIaraeTcsi Ha UX pyKOBOJUTENEH.

18.3. KoHTposib, 32 NCTIOTHEHHEM JOKYMEHTOB U TOPYYEHUI BKIIIOYAET:

- IOBEJIEHUE /10 UCTIOIHUTENEeH TOKyMEHTa WK MOpYUYEHHs, IPOBEPKY XOJIa €T0 BHITIOTHEHMUS,
UHPOPMUPOBaHUE 00 ITOM PYKOBOJICTBA, a TAKXKE CHATHE C KOHTPOJIS, UCTIOTHEHHOTO JJOKyMEHTa
WM TTOPYYEHUS.

18.4. Ilopyuenus, uMmeromue pe3oatonuto «CpouHo» UCIOIHAIOTCSA B TPEXAHEBHBIN CPOK.
CpoK HCTIONIHEHUSI BHYTPEHHUX TOKYMEHTOB UCUHCIISAETCS B KaJ€HIAPHBIX JTHAX C JaThl UX
noAnucanus (yTBEp:KICHHUs ), a HOCTYMUBIINX B apOUTPAXHBIN Cyl U3 JPYTrUX OpraHU3aIMsiIX - C
JIaThl MX NOCTyIUIeHUs. Eciiu cpok ncnoaHeHus TOKyMEHTOB MPUXOIUTCS Ha Hepabouuil JeHb, TO

JTHEM OKOHYAHHsI CPOKA MCTIOTHEHUS CUUTAETCs NMEePBbIH, CIeAYIOMUIA 32 HUM pabo4uii EHb.

18.5. Ecniu ucnoHeHre JOKYMEHTa WK OPYYEHHs] pyKOBOJCTBA apOUTPaxKHOTO Cy/ia
BO3JI0KEHO HAa HECKOJIBKUX JIMII, OTBETCTBEHHBIM 3a UCIIOJIHEHUE SIBIISETCA JIUIO YKa3aHHOE
MEPBBIM.

CoucrnionHuTenn 00s3aHbI O TPEOOBAHUIO OTBETCTBEHHOT'O UCIIOIHUTEINS MIPECTABIATh BCE
HEoOXOMMbIE MaTepHalibl B yCTAHOBJIEHHBIN CPOK.

18.6. IIpu HanpaBIeHUU MOPYYEHUH WM 3aIIPOCOB apOUTPAXKHOTO Cynia B APYrHe OpraHU3aIiu
U YUpEXKICHHs Ha KOTIMK MOpYyYEeHUs WK 3ampoca fenaercs orMerka «Kontponby. Konus
NOopy4YeHus (3apoca) XpaHUTCS B OTAEIBHOM Hapse.

18.7. JIoKyMEHTBI U TIOPYUYEHUSI CHUMAOTCS C KOHTPOJISL TOJIBKO MOCIIE UX OKOHYATEIBHOTO
VCIIOJTHEHMS.

[IpoMexyTOUHBIN OTBET, PABHO KaK U 3allPOC MO UCIIOIHAEMOMY JOKYMEHTY, HE SIBJISETCS
OCHOBAHHUEM IS IPU3HAHUS JOKYyMEHTA UCIIOJTHEHHBIM.



18.8. Pemenns 00 OKOHYATEIbHOM UCTIOJIHEHUH JJOKYMEHTOB U MOPYYEHU I TPUHUMAIOTCS
PYKOBOZACTBOM apOUTPa)KHOTO Cy/a.

19.

KOHTpOJII), 3a BCACHUEM J1€JI0ITPOU3BOACTBA.

19.1.  HayanbHMK OTZEJa 1EI0MPOU3BOACTBA apOUTPAKHOTO Cy/la MEPUOJUUECKH (HE peke
OJIHOTO Pa3a B IoJ]) OCYLIECTBISIET IPOBEPKY COCTOSHUSA JEIONPOU3BOICTBA B KOJUIETHSIX.

Wtoru npoBepku O0Tpa)karoTcs B CIPABKE, KOTOpas MPEJICTaBISIETCs] Ha pacCMOTPEHNE
PYKOBOJICTBY apOUTPaXKHOTO CyAA.

19.2.  OTBeTCTBEHHBIE 32 JENONPOU3BOACTBO CIIEIUAINCTHI KOJUIETUN TEPUOJNIECKH IPOBEPSIIOT
YCIIOBHS XpaHEHHUsI JOKYMEHTOB Y UCTIOJHUTENEH, KOHTPOJIMPYIOT MPABUIBHOCTh UX 0(hOPMIICHUS
U 0 pe3yabraTax MH()pOPMUPYIOT Ipeceaarenell KoJIeruii U COCTaBOB M HadyaJIbHUKA OT/IeIa
JEIIONIPOU3BOJICTBA.

20.

CocrapiieHHe HOMEHKJIATYPHBIX J1eJl.

20.1. HomenkinaTypa jiei1 npeacTaBisieT co00i exXeroHblli CHCTeMaTu3npOBaHHbIHN MepedeHb
3aroJIOBKOB JIEJl, 3aBOJJUMBIX B CY[I€OHBIX COCTaBaxX M MOJPA3/EICHHIX apOUTPAKHOTO Cy/a, C
yKa3aHHEM CPOKOB UX XpaHeHMs. OHa NpeaHa3HaueHa /sl TPYIITUPOBKH UCIIOJIHEHHBIX
JIOKYMEHTOB B JIeJIa, CUCTEMaTU3alluu, YUeTa, HHACKCAIIUH U ONpPeIeTICHUS CPOKOB XpaHEHUS.

Howmenkuatypa zien siBisieTcss OCHOBOM JIJIsl COCTABIIEHUS ONUCEHN €I TIOCTOSIHHOTO U
nonroBpeMeHHoro (ot 10 1o 75 ner) XpaHeHus], cjaBaeéMbIX B apXUB apOUTPAKHOTO CY/1a, a TAKKe
UCTIOJIb3YETCs JJIs yueTa e BpeMeHHOro (10 10 jeT BKIIOUUTEIbHO) XpaHEHHsI, HAaXOASIIIXCS B
CyZeOHBIX COCTaBax M Mojpa3AeNeHUsIX.

20.2. HomeHkIaTypa Jied COCTaBIseTCs B COOTBETCTBUU ¢ OCHOBHBIMU MPaBUIIaMHU pabOThHI
BEJIOMCTBEHHBIX apXUBOB, yTBepkAeHHbIX [ TaBapxuBom CCCP 05.09.1985 Ne 263, u [lepeunem
TUIOBBIX YIIPABICHYECKUX JOKYMEHTOB, 00Pa3yIOIUXCS B I€ATEIbHOCTH OpraHU3alui, ¢
yKa3aHHUEM CpOKOB XpaHeHusi (5), yrBepxkJaeHHbIM DeniepalibHON apXUBHOMU cityk00i1 Poccun
06.10.2000.

(5) Hanee [lepeueHb THIMOBBIX JOKYMEHTOB

B HOMeHKIaTypy A€l BKIIOYAOTCsl 3ar0JI0BKHU A€, OTPAYKAIOILIUE BCE TOKYMEHTUPYEMBIE
y4acTKH paboThl apOUTPa)KHOTO Cyra.

20.3. CBoHast HOMEHKIJIATypa Jiesl apOUTPaskHOTO cyaa GopMuUpyeTcs B COOTBETCTBHH CO
CTPYKTYpoii ero anmnapara. HazBaHusMu pa3aenoB HOMEHKIIATYPHhI SBISIOTCS HAUMEHOBAHUS
CyZI€OHBIX COCTABOB U CTPYKTYPHBIX MOJIPA3ICIICHUM.

20.4. CBogHasi HOMEHKJIATypa JieJl apOUTPaKHOTO Cy/la Ha MPEACTOSANININ KaJeHIapHBIN T/
COCTAaBJIIETCS HAUaJIbHUKOM OT/IENa JIETONPON3BOACTBA B ITOCIEHEM KBapTaje TEKYIIEro rojia Ha
OCHOBAaHHMU HOMEHKJIATYp JIeJ CyAeOHBIX COCTaBOB U MOAPA3IEICHUN, YTBEP)KIEHHBIX X
PYKOBOIUTEISIMH U TIPE/ICTABIIEMBIX He To3Hee | nexabps TeKyIero roja.

20.5. CBogHast HOMEHKJIATypa JIeJ] COITaCOBBIBAETCSI SKCIIEPTHOI KoMHUCCHENH apOUTpaskHOTO
CyJla C 9KCIIEPTHO-TIPOBEPOUHON KOMUCCHEH pernOHAIbHON apXUBHOM ci1yx0b1 DeiepanbHOiM
apXUBHOM ciy»0b1 Poccun He pexe 0HOTO pasa B IATh JieT. OHa yTBep)KIaeTcs npeaceaarenemM
apOUTPaKHOTO CyJla HE Mo3/iHee JeKadps TeKyIEero roja.

20.6. CBoHast HOMEHKJIAaTypa A€ BBOAUTCA B ACHCTBHE C | sTHBaps CIEAYIOLIETO KaJleHIapHOTO
rofia, BKJIIOYAETCA B HOMEHKJIATYPY A€Jl OTAEIa ASIONPOU3BOJICTBA, SIBIAETCS JOKYMEHTOM
IIOCTOSIHHOTO XpaHeHusl. Ei mpucBanBaeTcs: o4epeIHON MOPSAKOBBIM HOMED MO MEPEYHIO PUKA30B.

20.7. VI3 yTBep»k/1€HHON CBOAHOIM HOMEHKJIATYpHl A€ CylAeOHbIE COCTaBbl U MOJPA3eIICHUS HE



MO3HEE STHBAPs TEKYIIETO rojia MoJy4aroT BHIMUCKU IO CBOUM pasjieiaM JJis UCIIONIb30BaHuUs B
pabore.

20.8. I'pacpl cBOHON HOMEHKIIATYPHI €T apOUTPaKHOTO Cylia, HOMEHKJIATYp Jel CyneOHBIX
COCTaBOB U MOJpa3/IeJICHUM 3aMOIHIIOTCS CAEAYIOLIIMM 00pa3oM.

B rpade 1 mpocTaBnsiroTcsi HHAEKCHI KaXKI0TO Jelia, BKIIOUEHHOTO B HOMEHKIIATypy. MHIekce
JieJia COCTOUT U3 MHJIeKca CyneOHOro cocTaBa MU MOAPA3/IeNIEHUs U OPSAKOBOTO HOMepa
3aroJIoBKa Jiejia 0 HOMEHKIIaType Cy/IeOHOro cocTaBa, nojapasenenus. Uuaekcel aen
o0o03HauaroTcs OyKBaMu U apaOCKUMU IUPpaMu.

Hanpumep: OJ1-05,

rrne: O/l - maaekc oTaena 1eI0nponu3BOJICTBA;

05 - nopsiIKOBBIM HOMEp 3aroJ0BKa Jelia 10 HOMEHKIIATYpE.

B HOMeHKaType e cieayeT coXpaHsITh OIMHAKOBbIE MHAEKCHI JIsl OJHOPOIHBIX JIET BO BCEX
CyneOHBIX COCTaBax W mojapaszaeneHusx. s aen, nepexo X Ha CIeAyIONINi Tof, HHICKC
JTOJDKEH COXPaHAThCA. B rpade 2 yka3pIBarOTCs 3arojOBKH 1€ (TOMOB, YacTei).

20.9. Ilopsiok pacnooKeHuUs 3aroJIOBKOB J€J1 BHYTPH Pa3/AesioB U MOJPa3eioB HOMEHKIIATYPBI
JIeT OTPEAeNsieTCsl CTENEeHbIO BAXKHOCTH JIOKYMEHTOB, COCTABIISIFOIIMX JI€Ia, U UX B3aUMOCBS3bIO.
Bnauane pacrnonaratotcs 3aroioBKH J€J, COepKaIINX OpTraHU3allMOHHO-PACTIOPAIUTENBHYIO
JIOKyMEHTAIMI0. 3aroJIOBOK Jiefa JIOJDKEH KpaTKo, B 0000IeHHOM opme oTpaxaTh COCTaB U
OCHOBHOE COZIep KaHue JIOKYMEHTOB Jiena. He qomyckaercst ynorpebieHue B 3arojloBKax Jesa
HEKOHKPETHBIX (popMynupoBok (“Pazubie marepuansr” “O01mas nepenucka’ u Ap.), a TaKkxKe
BBOJIHBIX CJIOB U CIIOKHBIX CHHTaKCHYECKHX 000pOTOB.

3aroJ0BKH JI€71 MOTYT YTOUHATHCS B Iiporiecce GopMUpOBaHUS U OQOPMIICHHS JIE.

20.10. I'pacdra 3 3amonHseTCs MO OKOHYAHUH KaJIEHAAPHOTO TO/ia CIIESIUAINCTOM apXUBa.

B rpade 4 yka3siBatoTcs CpoKM XpaHEHHs /1€, HOMepa cTaTei co cchuikoi Ha [lepeuenn
TUIIOBBIX IOKYMEHTOB.

[Ipu BKJIIOUEHUU B HOMEHKJIATYPY JIeJ1 JOKYMEHTOB, CPOK XpaHEHHUsI KOTOPBIX HE MPEayCMOTPEH
[lepeuHeM TUMOBBIX IOKYMEHTOB, CPOK UX XPAHEHHUs YCTAHABIUBAETCA LIEHTPATbHON SKCIIEPTHOM
KOMHCCHEHN apOUTpa)KHOTO Cy/ia IO COTIACOBAHUIO C LIEHTPAIbHOM 3KCIIEPTHO-TPOBEPOUHOI
KOMHCCHEN pernoHabHON apXUBHOM ci1yx0b1 DenepanbHoOi apxuBHOH ciryx0b1 Poccun.

B rpade 5 “Tlpumeuanus’ MpoCTaBISIOTCS OTMETKH O 3aBEICHUH HOBBIX JIETI, O TIEPEXOISAITNX
Jenax u T.1.

20.11. ITo okOHYaHHUM KaJIEHJAPHOTO rojia, HE TO3IHEE THBAPS CIAEAYIOLIErO 3a HUM rojia,
CHEIHAIIUCTHI CyI€OHBIX COCTABOB U MOPA3IEICHUN COCTABIISIOT UTOTOBYIO 3aITUCh O KOJIHUECTBE
3aBeJICHHBIX JIeJ1 10 HOMEHKJIaType (TOMOB, YacTeil), OTAEIbHO MOCTOSHHOTO U BPEMEHHOTO
XpaHEeHHUS.

20.12. ®opmupoBaHue e M0 HOMEHKJIATYPE MPEACTaBISIET CO00i 00heTMHEHNE UCTIOTHEHHBIX
JIOKyMEHTOB B JIeJla U CUCTEMATU3aLIUI0 IOKYMEHTOB BHYTpPH Jiefa.

[Ipu dhopmupoBaHuHU €T HEOOXOAUMO COOTIOATH CIIEAYIONINE OOIIHe MpaBuiia; IOMENIAaTh B
JIEJIO TOJIBKO MCTIOIHEHHBIE MPaBUIIBHO O(pOpMIIEHHBIE JOKYMEHTHI B COOTBETCTBHH C 3arOJIOBKAMHU
JIeJT 10 HOMEHKJIAaType; TIOMEIIaTh BMECTE BCE TIOKYMEHTBI, OTHOCSAILIUECS K Pa3pelICHUIO OJHOTO
BOIIPOCA; TPYNIHUPOBATH B JEJI0 JOKYMEHTBI OJJHOTO KaJ€HJAPHOTO Iojla, 32 UCKIIIOUEHUEM
NEPEXOAAIIUX Je] U JIMYHBIX J1e] paOOTHUKOB; TOKYMEHTHI TOCTOSSHHOTO U BPEMEHHOT'O CPOKOB
XpaHEeHMsI TPYNIHUPOBATh PAa3/ACIbHO; MPUIOKEHUS, YKa3aHHbIE B JOKYMEHTAX, HE3aBUCUMO OT JAThl
WX YTBEPXKICHUS WM COCTABJICHHUS, PUCOEANHATEH K JOKyMEHTaM, K KOTOPBIM OHU OTHOCSTCS; TIPH
OTCYTCTBHUH MPUIOKEHUN UCTIOTHUTENH 00sI3aH clieJaTh 00 ’TOM OTMETKY Ha JOKYMEHTE
(BO3BpAILLEHBI 3aIBUTEIIO, U3BATHI U T.I1.); B I€JI0 HE JOJKHBI TIOMEIATHCS IOKYMEHThI, KOTOpbIE
HE0OXOMMO BO3BPATUTH IO MPUHAITICKHOCTH, TUIITHUE YK3EMILISIPhI, YePHOBUKH, JIET0 HE JIOIKHO
npeBbimarh 250 nuctoB. [Ipy Hanuuuy B J1€71€ HECKOJIBKUX TOMOB MHIEKC M 3ar0JIOBOK Jiefa
MIPOCTABISIOTCS HA KaXKJIOM TOME C 100aBneHueM: T. 1, T. 2 U T.A.

20.13. Homep nena, B KOTOpO€ JOKEH OBITh TOIIUT IOKYMEHT, ONIPEACIISIET PyKOBOIUTEIb
cynebHoro cocrtasa, nojapasaenenus. Ha nokymenre npoctasnsercs orMerka: “B nemo Ne
CTaBSTCS JaTa U MOANUCH PYKOBOAUTEIS.



20.14. Jlns onepaTUBHOTO IMOMCKA JOKYMEHTOB JI€jIa PaclojaratoTcs 1o MopsiAKOBBIM HOMEpam
HOMEHKIaTypbl. Ha kopenike 00lI0KKH Aea yKa3blBaeTCsl MHIEKC 10 HOMEHKIIAType Jell.

20.15. JlokyMEHTBI BHYTpPH JI€J1a pacoiaramTcs B XpOHOJIOTMUECKOM MOCIe10BaTEIbHOCTH.

PacrniopsimuTtenbHble TOKYMEHTBI C OTHOCSIIIMMHUCS K HUM MIPUIIOKEHUSIMH TPYIITUPYIOTCS IO
BUJIaM U XPOHOJIOTUH.

[Ipuka3bl 10 OCHOBHOM JI€ATENBHOCTH TPYIIIUPYIOTCS OTAEIBHO OT MPUKA30B MO JTUYHOMY
COCTaBY.

[Ipuka3bl Mo KaApoOBBIM BonpocaM (HOPMUPYIOTCS B OTAENbHOE /1€710. JIOKyMEHTHI B JINYHBIX
JIeJIax paclojaraloTcs B XpOHOJIOTHYECKOM MOPSIKE [0 MEPE MX MOCTYIUICHNUS.

JluneBble cueta paOOTHUKOB IPYINIIUPYIOTCS B CAMOCTOSITENIbHBIE JIENIa U PacIioNiaratoTcsl B HUX
CTpOro B aJi()aBUTHOM MOPSIKE MO PaMUIUIM PaOOTHUKOB.

OOparenus rpakiaaH U JOHKHOCTHBIX JIMI] IO BOIPOCaM OpraHU3aliy padboThl apOUuTPasKHBIX
CYZ10B (IIPEAIOKEHUS, 3asIBIICHUS U 7KaJI00bl) U BCE JIOKYMEHTHI 110 PACCMOTPEHHIO U Pa3pEIICHUI0
oOpallleHuii TPYNIUPYIOTCA OTACNBHO OT APYTUX JOKYMEHTOB.

20.16. Ilepenucka rpynnupyercsi, Kak IpaBuiIo, 3a EPUOA KaJIEHAAPHOIO rojia u
CHUCTEMAaTU3HUPYETCS B XPOHOJIOTMYECKON MOCIIEI0BATEIEHOCTU. JJOKYMEHT-3apocC MOMeNaeTcs
nepes JOKyMEHTOM-OTBETOM.

[Ipu BO30OHOBIEHUH NTEPENUCKU M0 ONPEAEICHHOMY BOIIPOCY, HauaBILIEHCs B MPEAbIAYIIEM
rofly, TOKyMEHTBI BKJIFOUAIOTCS B €10 TEKYILErO I'o/1a C YKa3aHUEM HMHJEKCa Jieja MPEAbIIYIIEro
roza.

20.17. OTBETCTBEHHOCTD 3a COXPAHHOCTb JOKYMEHTOB M JI€JI, IPEYCMOTPEHHBIX
HOMEHKJIaTypOH, HECYT PyKOBOAMTENH CYI€OHBIX COCTAaBOB, NOAPA3AEICHUN U COOTBETCTBYIOIIUE
CHEIUAJINCTHI.

IlepeyeHb OCHOBHBIX /€] 0 HOMEHKJIAType eI

apOUTPaKHOIO Cyna

Ne 1. IIpaBoBbI€ aKThl OPraHOB 3aKOHOJATENIBHOM U NCIIOIHUTENBHOM BiacTh Poccuiickoi
®denepanyu 1Mo BOIpocam, KacaroImuMcs AeSITETbHOCTH CYI0B.

Ne 2. TIpaBoBbI€ aKTHI IPEACTABUTEIBHBIX U UCTIOHUTEIBHBIX OPIaHOB BJIACTH CYOBEKTOB
Poccuiickoit @eaepanuy U OpraHoB MECTHOTO CaMOYTIPABJIEHUS 110 BONPOCAM, KaCAIOIIUMCS
JESATEIIBHOCTH CYJ0B.

Ne 3. TlocranoBnenus [1nenyma Briciiero Apourpaxtnoro Cyna Poccuiickoit ®enepanuu.

Ne 4. Tlucema, HHCTPYKLIMH U Apyrue pekomeHaanuu Beiciero Apourpaxuoro Cyna
Poccuiickoit denepanuu, nepenucka c noapasaeeHus MU 3TOTO Ccyaa.

Ne 5. Marepuassl 060011eHHs CyneOHOM MPaKTUKH BHIIIECTOSIINX CY/I0B.

Ne 6. [Ipukassl npeacenarenss apOUTPaKHOTO Cy/a.

Ne 7. PacniopsikeHHs pyKOBOJICTBA apOUTPAXKHOTO CY/Ia.

Ne 8. Marepwuaibl 00001eHus CyIeOHOM MPAaKTUKU JaHHOTO cyaa. Konuu nipencraBiennii u
MH(POPMALIMOHHBIX MHCEM, BHOCUMBIX CY/IOM Ha paCCMOTPEHHE B YUPEKICHUS, OPraHU3aLUU 1
BEJIOMCTBA.

Ne 9. IIpoTokoBI OIEPAaTUBHBIX COBEIIAHUM.

Ne 10. [Tnans! paboT U MaTepHabl MO UX BHIMOJIHEHHUIO.

Ne 11. AKTBI, 1OKTaJHBIE 3aIIMCKH, IPOTOKOIIBI U IpyTHe MaTepuabl 0 paboTe JaHHOTO Cyfa,
KaHLEJSIpUH.

Ne 12. Craructuyeckast uapopmanus cyja v epenucka rno Heu.

Ne 13. Cnucku 3acenareneil u Mmarepuaisl 0 paboTe ¢ HUMHU.

Ne 14. Konuu onipeneneHuid BHIIIECTOSIINUX CYIOB I10 JeJiaM JAHHOTO cy/ia (pa3aesibHO Mo
KOJIJIETHSIM).

Ne 15. Konuu yacTHBIX ONpEAeIEeHUI U MIEPENUCKA 110 UX UCIIOJHEHMUIO.

Ne 16. Marepuansi, ocTaBlieHHbIE 0€3 TBUKCHHUS.

Ne 17. Konuu onpenenieHnii 0 HalpaBIeHUH JEJ M0 MOACYAHOCTH.

Ne 18. Onpenenenus 0 BO3BpaIlleHUH UCKOBOTO 3asiBJICHUS (3asBJICHUS), O BO3BpATe



rOCyAapCTBEHHON MOIIJINHBI.

Ne 19. Konuu pemienuit apOUTpa)KHBIX CYJI0B O IPU3HAHUHM HOPMATHBHBIX MPABOBBIX aKTOB
HE/IEHCTBUTEIbHBIMHU.

Ne 20. TIpennoxxenusi, 3asiBICHHS, KaTOOBI TPaXKIaH U IOPUIANYCCKUX JINII, HE TTOIICKAIINE
PacCMOTPEHUIO B IOPSI/IKE, YCTAHOBIEHHOM ApOUTPaskHBIM IPOIIECCyaTIbHBIM KOJEKCOM
Pocculickoit @enepanuu, U NEPENUCKa IO HAM.

Ne 21. Ilepenucka cyna, He CBSI3aHHAs C JIeIaMU U Kallo0aMH.

Ne 22. Peectpnl 3aka3HbIX OaHzeposieil (MMceM) U ONMCH KOPPECTIOHICHIINHY, OTIIPABIIsSEMOM
IIPOCTOM ITOYTOM.

Ne 23. Onucu nien, CIaHHBIX B apXUB Cy/a.

Ne 24. Onucu nen, ciaHHBIX B OpTraHbl TOCYJapCTBEHHOIO apXUBa.

21.

IKCIEepPTU3a HEHHOCTH JOKYMEHTOB.

21.1. DkcrepTU3a EHHOCTH CYACOHBIX €N U JOKYMEHTOB ITPOBOIUTCS B LEJSAX OLIEHKH MX
IOPUIMYECKOM, UCTOPUUECKON 1 MHOW 3HAYMMOCTH, 0TOOpa Ha TOCYAapCTBEHHOE XpaHEHHUE B
COOTBETCTBUU C HOPMATHBHO-METOAMYECCKUMH TOKYMEHTaMH, YTBEPKIAeHHBIMU DenepanbHoM
apxuBHOM ciyx00ii Poccum.

DKcTepTr3a MPOBOAUTCS MPU OTPEICTICHUN CPOKOB XPaHEHUS CYACOHBIX €I, COCTABICHUHN
HOMEHKIIATYpBI Ael, Tpu (OPMUPOBAHUY JIeTT IO HOMEHKIIAType U MPOBEPKE MPaBUIHLHOCTH
OTHECEHUS JJOKyMEHTOB K JieJiaM, TIPH MOATOTOBKE I K TMOCIEYIONEMY XPaHEHUIO B apXUBE
apOUTPaXKHOTO Cy/a U UX TMepeiaue Ha TOCYJapCTBEHHOE XPaHEHHE.

21.2. JIns opraHu3aiiy ¥ MpOBEACHUS SKCIIEPTU3bI IICHHOCTH TIOKYMEHTOB B apOUTPAKHOM CY/Ie
CO3/aEeTCs MOCTOSIHHAS SKCIIEPTHAs KOMUCCHS, TIpeJiceaTelIeM KOTOPOM SIBIISIETCS] OJTUH U3
3aMeCTHUTENeH mpeaceaarens cyaa. DKCIEepTHAs: KOMUCCHS CO3/IaeTCs MMPUKA30M TpeIcenaTes Cy/a.

21.3. DkcnepTr3a IeHHOCTH TOKYMEHTOB €KETOTHO MPOBOJUTCS B CYAEOHBIX COCTaBaxX U
MOJIpa3IeICHUSX 110 YKA3aHHUIO UX PYKOBOAMTENECH Han0oJiee OMBITHBIMU U KBATU(DUITUPOBAHHBIMA
pabOTHHKAMHU C TIPUBIICYCHUEM CIEIHAINCTOB apxuBa. OKOHYATEIbHOE PEIIeHHe TI0 0TOOpaHHBIM
JIOKyMEHTaM NpUHUMaeET 3kcrepTHas komuccus (3K).

21.4. Ha ocHOBaHWYU CBOJHOW HOMEHKIIATYPHI IeTT OTOOP TOKYMEHTOB JJIsl IIOCTOSTHHOTO
XpaHEHUs TPOU3BOIUTCS CTICIIMAIUCTAMH ITyTEM MOJIMCTHON MTPOBEPKH Kaxaoro aena. U3 gen
MOCTOSTHHOTO XpaHEHUS MOAJIEKAT U3BSATHIO TYOIUKAThl JOKYMEHTOB, YSPHOBUKH,
HE3aCBUJIETEILCTBOBAHHBIC KOMTMU JOKYMEHTOB U HE OTHOCSIIHUECS K MaTepHaliaM JIe] TOKYMEHTBI
C BPEMEHHBIMU CPOKAMH XPaHEHUSI.

21.5. 1o pe3ynbraram 3KCIEPTU3bI IECHHOCTH IOKYMEHTOB COCTABIIAIOTCS OMKUCH eI
MOCTOSTHHOTO, BPeMEHHOTO (cBbIIe 10 j1eT) XpaHeHHsI U 10 TUYHOMY COCTAaBY.

21.6. OmMHOBpEMEHHO C 0OTOOPOM JIJIs TIEpEIadM B apXUB [ U JIOKYMEHTOB MOCTOSTHHOTO |
JONTOBPEeMEHHOTO (cBbIIe 10 jieT) XpaHeHHs MPOBOAUTCS OTOOP JeN U TOKYMEHTOB BPEMEHHOTO
(mo 10 neT BKITIOYUTENIBHO) XPaHEHUS ¢ UCTEKIIIMMH CPOKaMH XPaHEHUS IS COCTABIICHHUS aKTOB HA
UX yHUuTOXKeHue. [Ipr 3TOM yUUTBIBaIOTCS TaKME OTMETKH B HOMEHKIAType Jeid, Kak «Jlo
MHHOBaHUS HagOOHOCTH» U T.II.

21.7. OT60p TOKYMEHTOB 32 COOTBETCTBYIOIIHIA MEPHOA K YHUUTOKEHUIO TIPOU3BOUTCS TIOCIIE
COCTaBJICHUSI CBOJHBIX OIMHMCEH JIe7T TOCTOSTHHOTO XPaHEeHUS 3a ITOT )K€ MEePHOJI. YKa3aHHBIC OMUCH
COTJIACOBBIBAIOTCSA C IKCTIIEPTHOU KOMUCCHUEH apOuTpaxHoro cyna. CortacoOBaHHBIE OMUCH /1T
MMOCTOSTHHOTO XPAaHEHMS, a TAKXKE OMUCH JIEN 110 JTUIHOMY COCTAaBY YTBEPIKIAIOTCS TIpeceaaTesieM
apOUTPaKHOTO Cy/a MOCIe YTBEPKACHUS dKCIIEPTHO-TIpoBepouHoit komuccueit (DI1K)
COOTBETCTBYIOIIIETO OpraHa yIpaBJICHUsI apXUBHBIM JeJIoM cyobekTa Poccuiickoit deneparim.

21.8. o pe3ynabraraM dKCIEPTU3bI IGHHOCTH CYACOHBIX JeNl U TIOKYMEHTOB apXHUBapUyCOM
COCTaBJISIFOTCSI AKTHI O BBIICICHUH K YHUUTOXXEHUIO HAXOISAIINXCS B apXHUBE CYIEOHBIX JET U JIET TI0
HOMEHKJIAType C UCTEKITUMU CPOKAMH XPaHEHUSI.



21.9. I[ena 1 JOKYMCHTBI, BKIIFOUCHHBIC B aKThl Ha YHUYTOXKCHUEC, YTUIIU3UPYIOTCA B
YCTAaHOBJICHHOM IOPAJAKE C COCTAaBJIICHUEM COOTBETCTBYIOIICTO aKTa.

22. OdopmiieHne IS Iepesavyn B apXuB CyIeOHbIX el U /1eJ 10 HOMEeHKJIaType.

22.1. 1o mepenauu B apXuB Cy[AeOHbBIE JIeTa U JIeNia [0 HOMEHKJIAType XpaHsITCs B CYAeOHBIX
COCTaBax M MOJPA3ACIICHUSIX IO MECTY UX (D)OPMHUPOBAHUS B YCIOBHIX, 00CCIICUNBAIOIITIX
HEBO3MOXHOCTH JI0CTyNa K HUM MTOCTOPOHHUX JIUII.

22.2. B apxuB caroTcs Bce CyAeOHbIE JeNia U Jiesa ¢ MOCTOSTHHBIM U JTOJITOBPEMEHHBIM (CBBIIIIE
10 net) cpokamMu XpaHEHHS MOCIE WX HAJIeKAIero 0(OpMIICHHUS MO CATOUHBIM OMUCSM, TOPSIIOK
cocrasnenus onpeneneH Mucrpykuueit BAC PO.

22.3. CynebHeble nena noajiexar ohopMISHHIO AJIs CIa4d B apXUB HE TIO3/IHee 5 JHEH mocie
BCTYIUICHHS B 3aKOHHYIO CHITY Y TIPUBEACHUS K MCIIOTHEHHUIO 3aBEPINAIOIIETO CyAeOHOTO aKTa Uik
HaIpaBJICHUS JIMIIAM, YYaCTBYIOIIUM B JI€JI€, €r0 KOMUW. 3aBepIleHHbIE Jella 10 HOMEHKIAType
MMOCTOSTHHOTO Y JIOJTOBPEMEHHOTO CPOKOB XPAaHEHHUS XPAHATCS 110 MECTY (JOPMUPOBAHUS B TEUCHHE
JIBYX JIET, a 3aT€M CJIalOTCsl B apXUB.

Odopmiterne e OCyIIeCTBISETCS CIeIMATIUCTAME CYJICOHBIX COCTABOB U TTOIPA3IEICHUIN TpH
METOJIMYECKOM OMOIIH U MO/ KOHTPOJIEM CHEIUATUCTa apXrBa. B 3aBUCUMOCTH OT CPOKOB
XpaHEHUs! TPOU3BOIUTCS TTOJTHOE WU YaCTHYHOE O0pOpMIICHHUE JICIT.

22.4. Tlomaomy oopMIIEHUIO TIOJIekKAT CyAeOHBIC JeNa, a TAKXKe MPEeTyCMOTPEHHBIE
HOMEHKJIATYPOH JIeJIa TIOCTOSTHHOTO M JIOJITOBPEMEHHOTO XpaHEHUS U JIeJia 10 JIMTYHOMY COCTaBY.
[TomHOE O opMIIEHHE Je] IO HOMEHKIIAType MpeaycMaTprBaeT: MOANIMBKY U MIepeIuieT Aena,
U3BATHE U3 JIeJIa METAJUTMUYECKUX CKPEMOK U CKOOOK; HyMEPAITUIO JMCTOB B JIeJIC U 3allOJIHCHHE
OJaHKa TMCTa-3aBEPUTENIS JIeTia; COCTaBJICHHE BHYTPEHHEU OMHUCH JOKYMEHTOB Jielia; BHECEHUE
HEOOXOMMBIX YTOUHCHHH B PEKBU3HUTHI 00JI0KKH Jiejia (YTOUHEHHEe WHJEKCa 1 3arojIoBKa Jiena,
yKa3aHUue JaT Hayajla v 3aBeplleHus Jena u JIp.).

22.5. Cpoku xpaHeHHs CyIe0HBIX JieJ1 MPOCTABISIOTCS TOJBKO CyIbSIMH HA JIMLEBOMH
CTOpPOHE 00JI0KKH Cy1e0HOro J1eJa.

22.6. Ilo 3aBeplieHnH rojia MpoBepsieTCsl COOTBETCTBHE 3ar0JIOBKOB 1€ HAa OOJIOKKE
COJIEPKAHUIO MOJIINUTHIX JOKYMEHTOB.

22.7. YactuuHoMy 0(OpMIIEHHIO MOJIIekKAT Aejia BpeMeHHOTo (10 10 j1eT BKIIOYUTETHHO)
XpaHeHus1, KpoMe cyaeOHbIX fen. [Ipu yactuunoM odopMIIeHUH JOMTyCKaeTCsl XpaHEHHeE el B
CKOPOCIIMBATENsAX, 6€3 MPOBEICHUS MepecrucTeMaTu3alui JOKYMEHTOB, HE COCTABIISIOTCS
3aBEepUTENIbHbIC HAIMUCH. DTH JIeJla B apXUB HE CIAl0TCA, @ XPaHATCs B Cy[JeOHBIX COCTaBax U
MOJPA3AEICHUSIX U 110 UCTEUEHUH CPOKOB XPAHEHUS MOAJIEKAT YHUUTOXKEHUIO B YCTAaHOBJIEHHOM
MOPSIJIKE.

22.8. CyneOHble fena U Jiesia 1o HOMEHKJIaType, 0pOpMIIeHHbIE HEPSAILIUINBO, C HAPYIIEHUEM
YCTaHOBJICHHBIX TPEOOBAaHUH, ApXUBOM HE MPUHUMAIOTCSL.

22.9. Ilepenaua cyneOHBIX JIe] ¥ JIeJ1 IO HOMEHKIJIAType B apXHB MTPOU3BOIUTCS MO IpaduKy,
COCTaBJICHHOMY CHEIMAIMCTOM apX1Ba, CONIaCOBAHHOMY C PYKOBOAMTEISIMU CYJI€OHBIX COCTaBOB U
[oJpa3AeIcHUN.

22.10. [Ipuem kaxaoro Aena NpOU3BOAUTCS CIEIUATMCTOM apX1Ba B MPUCYTCTBUHU CHEIUATINCTA
cyzebHOro coctasa uiu nojapasnaenenus. [Ipu 3Tom Ha 000UX SK3eMIUISIpax CAaTOYHON ONMUCH
IIPOTUB HOMEpPA KaXKO0T0 JeJa, BKJIOUEHHOTO B Hee, JIeJaeTcsl OTMETKa O (PaKTHYECKOM HATMYUU
Jena.

B xon1ie KaXXa0To 3K3EMILIApa OIMUCHU HI/I(l)paMI/I 1 IPOIMHUCBIO YKA3bIBAIOTCA KOJIMYECTBO
(I)aKTI/I‘-ICCKI/I CAAaHHBIX B apXUB JCJI, HOMCpa OTCYTCTBYIOIIHUX JCJI, IaTa ITpUcMa-rncpeaain u
CTaBATCA MOAIMCH 3aBCAYIOIICTO (CHeHI/IaJ'II/ICTa) APXUBOM M CIICHUAINCTA, ICPEAaBIICTO JCIa.

22.11. Jlena ¢ MCTEKUIMM BPEMEHHBIM CPOKOM XpaHeHHs (10 10 jeT BKIIOUYUTETHHO)
0(QOPMIISIOTCS U TOATOTABINBAIOTCSA K YHUUTOXEHHIO CIIEIIMAIUCTaMH CY[IeOHBIX COCTaBOB U
MOJPA3AEICHUN 110 aKTaM. AKTbI YTBEP/KIAIOTCS COOTBETCTBYIOLIMMU PYKOBOJUTEISMU U



COIVIACOBBIBAIOTCS CO CIIELUAIMCTOM apXuBa. AKThI OOPMIISIOTCS B JABYX AK3EMIUIApax: MepBbIi
C/IaeTCsl B apXUB, BTOPOM XPaHUTCS B JIEJI€ 10 HOMEHKIIATYpe CYIeOHOT0 COCTaBa, MOIpa3IeIeHusl.

22.12. Ucuucnenue cpoka XpaHeHHs A€l U JOKYMEHTOB B apXUBE Cy/a MPOU3BOAUTCS C | ssHBaps
rojia, CIEAYIOIIETO 3a TOIOM OKOHYAHHUS JISIONPOU3BOJICTBA 110 HUM. Hampumep, ucancienue cpoka
XpaHEHHUs JIe]l U JOKYMEHTOB, 3aKOHUEHHBIX J1es10npon3BoicTBOM B 2004 roay, HaunHaetcs ¢ 1
saBapsa 2005 rozga.

23.

Bbi1aua u3 apxuBa cyne0HbIX e U /ieJ1 10 HOMEHKJIAType, NOJIMHHUKOB U KOMUii
JOKYMEHTOB.

23.1. Beigaya u3 apxuBa Jien B Cyi€OHbIE COCTaBbI U MOAPA3/ICTICHHS POU3BOUTCS TI0 3asiBKaM
Cyled U PYKOBOJUTENEH MOAPA3AEICHUN MO PACTIUCKY B KYpHAJIe PETUCTPALUH J1€J1, HAXOIAIUXCS
B apXMBE.

B »ypHane yka3pIBatoTCsi HOMED Jies1a, €ro HaMMEeHOBaHHe, KEM OHO 3aKa3aHo U MOIY4eHO, J1aTa
BBIJ]aYH, PACTIMCKA TIOJy4YaTes, 1aTa BO3BPAILEHUS B apXUB U MOJNHUCH CIIEUATIMCTA apX1Ba,
NPUHABIIETO JIEJIO.

Jlesia BBIIAIOTCS HA CPOK He §oJiee OHOTO MecsIa.

23.2. Bpiaya win HalpaBlI€HUE CTOPOHHUM OpPraHU3alUsM MOAJIMHHUKOB, TJOKYMEHTOB U KOTIHI
U3 CyIeOHBIX JIeJ1, @ TAK)KE IOKYMEHTOB M3 JIEJl TOCTOSIHHOTO XPAHEHUS JIOIYCKAeTCsl TOJIBKO C
MUCHbMEHHOTO Pa3pelIeHus] pyKOBOJICTBA apOUTPaXKHOTO Cy/a.

23.3. O3HaKoMIIeHUE C CyAeOHBIM JIeJI0M, HAXOASIIMMCS B apXUBE, JIUII, YIaCTBYIOIIHX B JCIe,
UX MpeICTaBUTENEH, a TAKKe WHBIX JIMIL U IPECTaBUTeNIel CPEICTB MacCOBOM nH(popManun
JIOITYCKAETCS MPU HAJMYUH MMCbMEHHOTO 3asBJICHHUS, IOBEPEHHOCTH U MUCbMEHHOTO pa3peleHHs
PYKOBOZCTBA apOUTPaKHOTO Cy/a.

23.4. O3HaKOMJICHHE C CyA€OHBIM JIeJIOM ITPOU3BOIUTCS B pabodyeM Cy/1eOHOro cocTaBa B
MPUCYTCTBUH OJHOTO U3 CIIELIUATIUCTOB, CEKpeTaps CyneOHOro 3aceaHusi B 0OCTaHOBKeE,
UCKITIOYAIOIIE BOBMOXHOCTh U3bATHUS U3 CyA€OHOTO JieNa JOKYMEHTOB (JIUCTOB) WJIM BHECEHUS B
HUX KaKUX-JTH00 N3MEHEHHM.

23.5. JInno, 3HaKOMSIIEECS C JIE€I0M, IOJIKHO JIMYHO CIENAaTh NTUCbMEHHYIO OTMETKY O CBOEM
03HAKOMJICHHMH C JIEJIOM Ha JIOKyMEHTe (3asBJICHUH, JOBEPEHHOCTH), OCTYKUBIIEM OCHOBaHHEM
JUISL IOIYCKA K O3HAKOMJICHUIO C JIeIoM. J[aHHBIN TOKYMEHT MOJIINBACTCA K JIeNTy CHEeMaIiCcTOM
apXuBa U BHOCHUTCS BO BHYTPEHHIOIO OIHCH JIeNa.

[Ipu HaMYMK Ha BHYTPEHHEH CTOpOHE 00I0KKH CyieOHOoro fena paszaena “C MarepragamMu
Jiesia 03HAaKOMJIEHBI” 3aIIUCh 00 O3HAKOMJIEHUU JIeJaeTCsl Ha 00I0XKKe.

23.6. Oprassl IPOKypaTypsl IIPU PELISHUH BOIIPOCa O HAIMYMK OCHOBaHMUMN JJIS IEpecMOTpa
CyneOHOTO aKkTa B MOPSIAKE HAA30pa U3y4aroT CyAeOHOe /1e10 B apOuTpakHOM cyre (11. 9 mpukasa
I'enepanbHoit mpokypatypsl Poccuiickoit @enepanuu ot 05.06.2003 Ne 20 “O peanuzauuu
MPOKYpOpaMHU MOJTHOMOUYUHN B apOUTPa’KHOM CYIOIPOU3BOACTBE”).

23.7. Beigaya Konuii TOKyMEHTOB U3 CyA€OHOTO JieNa, HaXOIAIIerocs B apX1UBe Cy/a, JHIaM,
Y4acTBYIOIIUM B JieJie, IPOU3BOIUTCS MO0 MMCbMEHHOMY pa3pelIeHUIO Ha 3allpoce 3asiBUTENS CYIbH,
B IIPOM3BOCTBE KOTOPOTO HAXOAMIIOCH CY/IeOHOE JIEIO.

Bp1aua Takux KON CHIEHaTCTaMy KOJUIETHI CTOPOHHUM JIMIIaM ¥ OpTaHH3aIHsIM
MPOM3BOJUTCS IO MUCBMEHHOMY 3alIPOCy U MHUCbMEHHOMY pa3pelIeHHI0 PYKOBOJICTBA
apOUTPaKHOTO Cyra.

23.8. Ilpu BbIa4e KOMUI TOKYMEHTOB, €CJIM OHM UCITIOJIHEHBI Ha OJlaHKax cyla WiH
OpraHH3aIiH, MOJTHOCTHIO BOCIIPOU3BOIATCS PEKBU3UTHI OaHKa (HAMMEHOBaHUE CY/Ia,
OpraHu3aly, HOMep, JaTa u T.11.).

23.9. Ecnu konus TOKYMEHTa COCTOUT M3 HECKOJIBKHUX JINCTOB, TO BCE JIUCTHI MPOIITUBAIOTCS
MPOYHON HUTBIO, KOHIIBI KOTOPOI BBIBOAATCA HA 0OOPOTHYIO CTOPOHY MOCJIEIHEr0 JTUCTA KOITUU
JIOKYMEHTA, 3aKJI€UBAIOTCS INIOTHBIM JINCTOM OyMaru B BUj€ Kpyra, nuamerpom 40 - 45



MWUIMMETPOB U onieyarsiBatorcs. [leyats u mramn “Komnust BepHa™ cTaBAT TakuM 00pa3oM, YTOOBI
YaCTUYHO 3aXBaTUTh OyMa)KHBIN KPYT, 3aKJIEUBAIOLIUI KOHIbI HUTH.

23.10. JInno, nomyyaronee KOIUI0 JOKYMEHTA, paCIMCBIBAETCS Ha 3alpOCE WM JOBEPEHHOCTU
1100 Ha OT/EIBHOM JIMCTE, yKa3aB PEKBU3UTHI JOKYMEHTA, YCTAHABIMBAIOLIETO €r0 TUYHOCTb.

Hacrosimass MHCTpyKIus cocTaBiieHa U 10padoTaHa B cooTBeTcTBUM ¢ MHCTpYKIMEi Mo
JAeJI0ONPOU3BOACTBY B apOuTpakHbIX cynax Poccuiickoii @enepannu, yreepsKaeHHOM
npuka3oMm Ilpencenarenss BAC P® or 25.03.2004r. Ne27. Bonpocsl U pa3jeJibl, He
OCBelleHHbIe B JaHHOH MHCTPYKIMH, HX pelieHUs BBINOJIHAITCH HA OCHOBAHUH
HNucrpykuun BAC PO.
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