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1. OBIIUE ITOJIOKEHU S

1.1. Hacrosmas WHcTpykiusi pa3paboTaHa B IedsSX COOJIOJAEHUS U
COBEPILICHCTBOBAHMS IOKYMEHTAIIMOHHOTO o0ecreueHus aesTenbHocTh BepxoBHOTO

Cyna Poccuiickoit ®enepanun (manee — Cyn) 1o HCIOIHEHUIO IMOJTHOMOYHM,
BO3JIOKEHHBIX Ha Hero KoHcTuTynuel W 3aKOHOJATENIbCTBOM Poccuiickoil
denepannm.

Hacrosmass MHCTpyKuust ABISIETCS BHYTPEHHUM AaKTOM, MpEIHAa3HAYECHHBIM
JUTSI ICTIONTE30BAHMS B CITYKEOHOU JIeATeIbHOCTH paboTHrKamMu anmapata Cya.

B  Hacrosmen MHcTpykuum — onpenensieTcsi  MOPSAOK — OpraHu3aluu
JIOKyMeHTooOopoTa u genonpou3BoactBa B Cyne mo paboTe ¢ JTOKyMEHTaMu
HECEKPETHOTO XapakTepa M JOKYMEHTaMU OTPaHUYEHHOI'O pacrpocTpaHeHus (aJis
CIIy’)keOHOTO TIOJB30BaHMUS) B COOTBETCTBUU C TPEOOBAHMSIMH 3aKOHOAATEIHCTBA
Poccuiickoit ®denepanuu, Permamenta Cynma, Ilonmoxenuss o0 ammapare Cyna,
rOCYIapCTBEHHBIX CTAHIAPTOB B OOIACTH JCIONPOU3BOICTBA .

1.2. Hacrosimas WucTpykius yctaHaBnuBaer B Cyne eIuHble MpaBuia
BEJICHUA JEJIONMPOU3BOJCTBA U TOPSJIOK PAOOThI C MPOIECCYyaIbHBIMA U HMHBIMU
JTOKYMEHTaAMU C HCIOJIb30BAHMEM IMPOTPAMMHBIX M TEXHUYECKHX CPEJICTB
aBTOMaTU3UPOBAHHON MH(POpMAIIMOHHOM cucTembl Cya.

OTu npaBuiia BKIIOYAIOT B ce0s MpUEM, YUET U PErUCTPALIUIO MTOCTYNHUBIINX B
Cyn nporneccyalbHbIX U UHBIX JOKYMEHTOB, OopopMiieHHE (B TOM YHUCIIE IeYaTaHUe U
TUpaXXUpoBaHue) N0KyMeHTOB Cyla U OTHPaBKy JOKYMEHTOB IO MpEIHA3HAYCHUIO,
TEKyIlle€ XpaHEHUE JIOKYMEHTOB B CTPYKTYpHbIX mnoapazaeieHusx Cyna
(manee — noapaznenenus Cyna), nepegady ux Ha xpaHeHue B apxuBHbId (pona Cyna
(oTmen xpaHeHus: CyACOHBIX TOKYMEHTOB), a TAKKE YHUUYTOKEHHUE TJOKYMEHTOB.

1.3. Tlopsmok pa®oTel ¢ cekpeTHbIMU AokymeHTamu B Cyze omnpeaensercs
IIpencenatenem Cyna B COOTBETCTBUM C 3aKOHOJATEILCTBOM Poccuiickoit
denepanuu 0 rocy/1IapCTBEHHON TailHEe, HHBIMU HOPMATHBHBIMU ITPABOBBIMU aKTaMU
U METOAMYECKHUMHM JIOKYMEHTaMHW IO 3allUT€ CBEICHUW, COCTAaBISIONINX
rOCy1apCTBEHHYIO TANHY.

1.4. Hacrosimias MHCTpyKIusa, a TakkKe WU3MEHEHHS K HEW YTBEPXKIAIOTCS
npuka3oM I[Ipencenarens Cyna.

2. OPTAHU3ALIUA JOKYMEHTOOBOPOTA
N AEJIOHPOU3BOJACTBA B CYJAE. COCTAB JTOKYMEHTOB CYJIA

2.1. llopsinok opraHu3anvu J0KyMEHTO000pOTa U AeJIONPOU3BOACTBA
2.1.1. Opranuzanus JoKymMeHTOOOOpoTa U JenomnpousBoictBa B Cyje

NPEACTaBIIeT COO0OW €OUHYI0 CHUCTEMY JIOKYMEHTAllMOHHOTO oOecreyueHus
nestenpHOCTH CyJa, mpelHa3HAYeHHYIO JUTsl padoThl C MPOIECCYaTbHBIMU U HHBIMU

L TOCT P 6.30-2003 «YHU(UINPOBaHHBIE CUCTEMBl JOKyMEHTAIMH. YHU(QHUIMPOBAHHAS CHCTEMa OPraHH3allMOHHO-
pacnopsguTeNIbHOM — JOKyMeHTanuu. TpeOoBaHMs K  oQopMiIeHHIO JTOKyMeHTOB»; (OCHOBHBIE  ITOJIOXKECHUS
l'ocynapcTBeHHOH CHCTEMBI JOKyMEHTAIIMOHHOTO obOecrieueHust «OOume TpeOoBaHUS K AOKYMEHTaM M CiIyK0am
JIOKyMEHTAI[IOHHOTO 00eCIeYeHUS».
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JTOKyMEHTaMH1, B TOM YHCIIe CO3aHHBIMU B TIpoliecce cymaomnpousBojnctBa B Cyne
(mpuoxenue 1).

2.1.2. Enunag cuctemMa JIOKYMEHTAllMOHHOTO OOecTeueHus eATeIbHOCTU
Cyna 6a3upyercst Ha COBPEMEHHBIX HHPOPMAIIMOHHBIX TEXHOJIOTHSAX U MIPOrPaMMHO-
TEXHUYECKUX CPEJICTBAX IO MOATOTOBKE U 00pabOTKE JOKYMEHTOB.

Bxoasmue u ucxopasiue TOKyMEHTHI, a TaK)Ke BHYTPEHHUE (OpraHU3allMOHHO-
pacnopsiiuTenbHble) JoOKyMeHThl Cylla YYUTBHIBAIOTCS U PETHUCTPUPYIOTCS B €IMHOMN
aBTOMaTU3UPOBaHHOM MHPopManmoHHo# cucteme Cyna (manee — AUC).

2.1.3. Metomuueckoe PyKOBOJACTBO M KOHTPOJIb 3a COONIOACHHEM
YCTaHOBJICHHOTO TMOpsAAKa paboTel ¢ JokymeHTamu B Cyne oCyliecTBISeTCA
VYnpasnennem 10KyMeHTO000poTa U Aenonpou3Bojictea Cyna.

2.1.4. OGecneuenue ¢(ynkunonupoBanuss u paszsutus AUC, paspaboTka
MPEVIOKCHU 1O BHEIPEHUIO COBPEMEHHBIX HMH(POPMAIMOHHBIX TEXHOJOTUHA U
MPOrpaMMHO-TEXHUYECKUX CPEACTB B Jeionpou3BojcTBO Cyaa OCyIIECTBIsSETCS
VYnpasnenuem unpopmaruzanuu u cea3u Cyna.

2.1.5. Benenue nenonpou3BOACTBa HEMIOCPEICTBEHHO B mojapasaeneHusx Cyaa
BO3JIaraeTcsi Ha paOOTHUKOB mojapasnueneHuit Cyna, OTBETCTBEHHBIX 3a BEJICHUE
JIETIONIPOU3BOICTBA B ATUX MOAPA3/ICIICHUSX.

Nx o0s3aHHOCTH W TIpaBa OMNPEACNSIIOTCS PYKOBOJIUTEISIMU TMOJIpa3IeiIeHHM
Cyna mo corjlacoBaHuio ¢ YIpaBlieHHEM JIOKYMEHTOOOOpOTa U JIEIOMPOU3BOJICTBA,
YrpaBiaeHruEM KaJpoB U TOCYIAPCTBEHHON CIIY>)KOBI B JOHDKHOCTHBIX PETJIAMEHTAX,
KOTOPBIE YTBEPKIAIOTCS B YCTAHOBJICHHOM TTOPSIIKE.

2.1.6. BeneHue CEKpEeTHOrO MAEJIONPOM3BOJACTBA oOcylecTBiseTrca llepBbim
otnenom Cyna coBMeCTHO ¢ noapaszaenenusimMu Cyaa B yCTaHOBIEHHOM HOPSIKE.

O6paboTka cekpeTHoi uHpopMaIuu, pa3padoTKa U U3TOTOBICHUE CEKPETHBIX
JOKYMEHTOB W UWX KOMUH OCYIIECTBISICTCS HA CHCIUANBHBIX (3alTUIIEHHBIX)
TEXHUYECKUX CPEJICTBAX B PEKUMHBIX nmoMeneHusx Cyna.

2.1.7. OTBETCTBEHHOCTb 332  OpraHU3alMi0  JIEJIONPOM3BOJCTBA B
noapasnenenusix Cynma u coOmogeHue TpeboBanuii Hacrosimier WHCTpykiun
BO3JIAraeTcsl Ha pyKoBoauTeneu noapasaenennii Cyza.

2.1.8. PaborHuku amnmapara Cyma AOJDKHBI 3HaTh U COOJIOATh TpeOOBaHUS
Hactosien MHcTpyKiuu.

[To 3asBkam pykoBoauTeneil mnoxapaszneneHuit Cyna (mpuwioxeHue 45) B
YnpaBneHuu JIOKYMEHT0000pOoTa u JIEIONPON3BOICTBA, Ynpasnenuu
nHdpopmaTuzanmn W cBs3u  Cynma OpraHM3ylOTCS W TPOBOASATCS 3aHATHS C
pabotHukamu amnmapara Cyga 1Mo O3HaKOMJIeHHIO ¢ Hactosimied WHcTpykiuen
(mpunoskenue 11), mporpaMMHBIMU B TeXHUYeCKUMU cpeacTBamu AVIC.,

2.1.9. C ucnonp3oanuem AUC ocymiectBisiercs:

— aBTOMATU3MPOBAHHBIN YUYET BXOIAMINX JOKYMEHTOB B SKCICAMIINH, TPYIIITC
y4éTa ¥ perucTpaiyu JOKyMEHTOB 00IIero oTnena YmpaBieHUs JOKYMEHTO000poTa
U JICTIONPOM3BOJICTBA (Jajiee — OJKCMEAUIUS W Tpynma y4éra JOKYMEHTOB) U B
Mo/Ipa3ieNICHUsIX YTIpaBJIeHUs M0 OPTraHU3aIlMIOHHOMY O00ECIICUCHUI0 PACCMOTPEHUS
oOparieHuii;

— aBTOMATU3UPOBAHHBIC PETUCTpAIMS CYAEOHBIX JIeT W MPOIECCYaTbHBIX
Kanob (MpelncTaBieHUi) U BEICHHE CYAEOHOTO JeIOMPOM3BOACTBA M CYJIeOHOM



6

CTaTUCTUKU B YTPaBICHUU MO OPraHU3ALMOHHOMY OOECHEYEHUIO PACCMOTPEHUS
oOpamieHuii, B CceKpeTapuarax CyAeOHBIX COCTAaBOB CYJIEOHBIX KOJJIETMH U
HEKOTOpBIX noapazaencHusx Cyna;

— aBTOMATU3UPOBAHHbBIC perucrpanus BXOASIINX JIOKYMEHTOB
HEIPOoIIECCYaTbHOT0 XapaKTepa, BHYTPEHHUX (OpraHU3allMOHHO-PACTIOPSIUTEIbHbIX )
nokymeHToB Cyjia ¥ BeJieHHe 00IIEero JIeT0oNpor3Bo/ICTBA B nojpaszaenenusx Cyna;

- aBTOMATU3MpPOBAaHHAs MOATOTOBKa JOKyMEeHTOB Cyna B MOApa3eieHUsIX
Cyna;

— aBTOMATU3MPOBAHHAS PETUCTPAIUS UCXOASAIIMNX TOKyMeHToB Cyna;

— aBTOMATU3MPOBAHHBIM Y4YET wucxonsmer koppecnonaeniuu Cyna B
SKCHEANIUY;

— aBTOMATU3MPOBAHHBIE TMOATOTOBKAa M HampaBieHne B Cyn 3ampocoB
nosp30Bateseii nHdopMaLeil’ B BHAC MEKTPOHHBIX TOKYMEHTOB, HX PETHCTPALS H
o0paboTKa, MOATOTOBKAa W OTIpaBKa OTBETOB HAa HUX B DJCKTPOHHOM BHJIE Ha
opunpanbHoMm caiite Cyna B HMHGOPMAIMOHHO-TEICKOMMYHUKAIIMOHHOW CETH
«uaTepuer» (nanee cetb — «HTEpHETY);

- aBTOMATU3MpOBAaHHAsT ToJada 3asBJICHUM, JKajlo0, TNPEACTaBICHUN,
XO/IaTaliCTB M MHBIX MPOLECCYabHbIX JOKYMEHTOB B Cyll B AJIEKTPOHHOM BHJEC
(manee — oOpamenus B Cyna), B TOM yuciie B (popMe 3JIEKTPOHHOTO JOKYMEHTA C
UCIIOJIb30BaHuEM ceTh «THTepHETY;

— AaBTOMATU3MPOBAHHBIM KOHTPOJIb HUCIOJHEHHS NMPHUKA30B, PACHOPSHKECHUN U
nopyuenuii [Ipencenarens Cyzna u €ero nepBoro 3aMeCTUTENS;

— aBTOMAaTU3MPOBAHHBIC HAMOJHEHWE W HUCIOJb30oBaHue uMHpopmanuu banka
JAHHBIX CcyneOHbIX ToKymMeHToB Cya;

— aBTOMAaTU3MPOBAHHOE MPOTOKOJIMPOBAHUE CYICOHBIX 3aCEIaHU;

- aBTOMATU3MPOBAHHBIC HANOJHEHUE W UCMOJIb3oBaHue HHpopmanuu baHka
JNaHHbIX HH(pOopMauu o aesrenbHoctu Cyna.

2.1.10. AUC no3Bosser co3gatb B Cyzae eauHyr 0a3y JaHHBIX C
uH(popmarmei:

— 0 BCEX BXOJSIINX, BHYTPEHHUX U UCXOJAIINUX JOKYMEHTAX;

- 0 MPOXOXJAeHUH NOoKyMeHTOB (mopydenusx IIpencenatens Cyna, mepBoro
samectutens Ilpencenarens Cyna u 3amectuteneit [Ipeacemarens Cyna (manee —
PykoBoactBo Cyza), HICLIOJIHUTEIISIX U XO/I€ UCTIOJIHEHUS] JOKYMEHTOB);

- O JBIKECHHHM CYyIeOHBIX [eJI, 3asBJICHUM, >kano0 (MpeACTaBICHHU) U O
pe3yabpTaTax uxX pacCMOTPEHUSI.

C wucnonszoBanueM AMWNC wuMeeTcss BO3MOXKHOCTh 3HAKOMHUTBCA  C
ANIEKTPOHHBIMU oOpazamu JokymMeHTOB Cypa, OCYIIECTBISATh aBTOMATU3UPOBAHHBIM
MOUCK JIOKYMEHTOB IO Pa3JIMYHbIM KPUTEPUSM, OTIEPATUBHO TMOJIY4YaTh CIIPABOYHYIO
nH(pOpMaIIMIO B YCTAaHOBJIEHHOM 00BEME 3a ONMpeAcIEHHBIN NEPUOoJI, U3rOTaBIUBATh
KOIMMM JIOKYMEHTOB, a TaKXX€ OCYIIECTBIATh KOHTPOJb 3a MPOXOXKIECHUEM W
WCIIOJTHEHHUEM JIOKYMEHTOB.

2 .

[Monp3oBarens nHpopManne — rpaxkaaHuH (pU3NIECKOE JHIO), OpraHu3anus (FOpHIMIecKoe JIMIO), 0OIIECTBEHHOE
o0beaNHEeHNe, OpraH TIOCYJAAapCTBEHHOW BJIACTH WJIM OpraH MECTHOTO CaMOYIPABJICHMS, OCYIIECTBISIONIME IOMCK
nHpopmanun o gesrenbHocty Cyna.
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2.1.11. Pabora B AWMC ocHOBbIBaeTCS Ha MPUHIUIE [EPBOHAYAIBHOTIO
aBTOMATU3UPOBAHHOIO y4yéTta nmoctynuBmMX B CyJ TOKYMEHTOB M IOCIEAYHOLIEH
aBTOMAaTU3UPOBAHHOM UX perucTpanuu B noapasnaeneHusax Cyna.

JUis perucTpauuy BXOIAIIUX, BHYTPEHHMX W MCXOAAIIUX JOKYMEHTOB B
noxapasaenenusax Cyla HCIOIb3yIOTCA IpOorpaMMHbIe U TexHudeckue cpeacrtsa ANC
U NP HEOOXOJIMMOCTH COOTBETCTBYIOIKE KYPHAJIbl U KHUTU Y4E€Ta U pEruCTpalui,
yTBepxkAEHHbIE CBOAHON HOMEHKIIATYpOH JeJ1, Haps1oB U pou3BoacTB Cyna.

2.2. CocraB noxkymentoB Cyna

2.2.1. CocraB pokymeHtoB Cyna ompenensercs komnereHuuet Cyna u
BKJIFOYAET B ceO4:

a) cyneOHble gena, paccMarpuBaemble CynoM B KadecTBe CyAa MEpBOU
WHCTaHIUU;

0) pemienus Cyga:

— peluieHus, onpeaesieHns u nocrasosienus Cyna;

- nocrtadoBienus [Ipesnanyma Cyna;

- nocrtadoBinenus [nenyma Cyna;

— WHBIE JIOKYMEHTBI, BBIHECEHHbIE B COOTBETCTBUU C MPOLECCYaIbHBIM
3aKOHOJATEIbCTBOM;

B) oduiuanbHble AOKYMEHTHI (MHcbMa, Teiaerpammbl) Cyna, B TOM YHCIIE
CONPOBOJAMUTEIBHBIE IOKYMEHTHI U MPUJIOKEHUS K HUM, 32 TOJIUCHIO TOJKHOCTHBIX
mun Cyzaa B COOTBETCTBUH € UX MOJTHOMOYUSIMY;

') BHYyTPEHHUE JOKYMEHTHI:

— OpraHu3alMOHHO-pacnopsauTeNbHble  JOoKyMeHThl  Cyna  (IpHKassbl,
pacnopspkenus [Ipencenarens Cyna u nepBoro 3amecturens lIpencenarens Cyna,
pacnopspkenus 3amectuteneit [Ipencenarens Cyna);

- WHBIE  CIy)KEOHbIE  JIOKYMEHTBHI, OOYCJIOBJIICHHBIE HEOOXOJIUMOCTHIO
00eCIIeUeHNs CITyKeOHOI esTeTbHOCTH (06Pa3IBbl OGOPMICHHS HEKOTOPBIX U3 HHX
IPHUBEICHBI B MPUIIOKeHHsx 41, 42, 43);

1) nokyMeHThl apxuBHoro c¢donma Cyma, B TOM UHcCle TEpeIaHHbIe Ha
MOCTOSIHHOE XpaHeHue B ['ocynapcTBenHbii apxuB Poccuiickont @enepanniu.

HoxymenTsl CyJia COBMECTHO C IPYTUMHU JOKYMEHTaMHU MOTYT (JOPMUPOBATHCS
B COOTBETCTBYIOIIME JieJla, HapsAIbl M MPOM3BOJACTBA B 3aBUCUMOCTH OT HX
PUHAIJIEAKHOCTH.

2.2.2. TlpaBo moamucu nokymMeHTOB Cyma MpeaocTaBIseTCs JOKHOCTHBIM
mumaM  Cyna B COOTBETCTBMM € MX  IOJHOMOYHMSAMHM, YCTAHOBJIECHHBIMU
npoleccyalbHbIM — 3aKOHOJATENbCTBOM, pemeHussiMd  PykoBoactea Cyma wu
NOJIOKEHUSIMU 0 noapazaenenusx Cyna.

3
[lITaTHOE pacnrcanue, JHUYHbIC [€Jid, PErIaMEHTbI, MOJIOXKCHUSA, MpaBWiIa, MPOTOKOJbI, NPEACTABJIICHUA, IIJIAHBI,
CJ'Iy)KG6HLI€ 1 O0BICHUTEIILHBIE 3allMCKH, CIIpAaBKU, 3a9BKH, 3as1BJICHUS, AKThI, OT‘léTLI, BE€AOMOCTH, HAKJIAAHBIC U JIP.
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2.3. IIpuém nucbMEeHHOH KOPPECIOHICHUMH, YIET
U pacrpejae/ieHle J0KYMEHTOB

2.3.1. IIuceMeHHas koppecnoHaeHIus noctaisiercss B Cyq uepes3 OTACICHUE
cBs13M (moutoi, Tenerpadom), heababerepckor U CeluanbHONU CBA3bI0, HAPOUHBIMU
(KypbepaMu) U CHEUATU3UPOBAHHBIMU CIIY)KOaMHU JTOCTaBKH 4epe3 SKCIEIUIINIO, a
takke uepe3 I[lpuémuyro Cyna HemocpeACTBEHHO TpaxkaaHamMu ((usmyeckumu
JUIaMH) W [PEACTaBUTENSIMM  OpraHu3auuii  (IOpUIWYECKUMU  JIMI[AMU),
OOIIECTBEHHBIX O0BEIMHEHUH, OPraHOB TOCYJAPCTBEHHON BIACTH WJIM MECTHOTO
caMOYIIpaBJICHUS.

2.3.2. IlucemenHas koppecnoHaeHIMs (cyaeOHbIE Jena, THUCHMCHHBIE
oOparienus, >kamoObl, 3aMpOChl, 3aKOHBI U WHBIE HOPMATHUBHBIC TPABOBBIC aKThHI, a
TaK)Ke€ JApyrHe CiayKeOHble ITOKyMEHTHI), noctaBiusieMas B Cya B KOHBepTax,
OaHmeposiAX, TMOChUIKaX, MPUHUMAETCS €XEIHEBHO, KpOME€ BBIXOAHBIX U
Mpa3IHUYHbBIX JHEH, B YyCTAHOBJIECHHOE BPEMS.

Bo BHecnyxeOHOoe (B Hepabouee) BpemMsi NpuUéM KOPPECHOHIACHIIMH,
JIOCTABJISIEMOM (heTbIBErePCKOM U CIEIMaIbHOM CBSA3BIO, HAPOUHBIMU (KyphEpaMu) U
CHEIUATN3UPOBAHHBIMU  CITY’)KOaMHM  JTOCTaBKH, OCYIIECTBIISETCS OTBETCTBEHHBIM
nexypHbiM 0 Cyly B YCTAHOBIIEHHOM MOPSIIKE”.

2.3.3. IlpuéM THUCBMEHHON KOPPECIOHJACHLINH, TIEPBOHAYAIBHBIN YUET
JIOKYMEHTOB, paclpe/ieJIeHue U nepeaada ux JUisl perucTpaluy B MOApa3IeiIeHUsIX U
JATbHEUIIIETO TTPOXOKICHUS OCYIIECTBISCTCS IKCIIECIULIUEH.

Jis xaxxaoro noapaszaeneHus CyJa yCTaHOBJIEH COOTBETCTBYIOIIMNA MHAECKC
(mpunoxenwue 37).

234. Ilpm npuéme THUCBMEHHOM  KOPPECIOHACHLIMH  IPOBEPSIOTCS
NpaBUIBHOCTh €€ aJapecoBaHUs, OPOPMIIEHUS M JOCTAaBKH, a TAKXe LIEIOCTHOCTbH
YIAKOBKH.

[Ipu  BCKpbITUM  KOHBEPTOB  (OaHIEposieil, TOCHUIOK)  TPOBEPSIFOTCS
KOMIUIEKTHOCTh JIOKYMEHTOB, OTCYTCTBUE WX TIIOBPEKICHUM UM COOTBETCTBHE
BJIOYKCHUM MX HA3BAHUSM.

B ciyuyae oTCyTCTBUSI MM MOBPEXKACHUS BIIOKEHHM (OTIEIbHBIX JIMCTOB), a
TaK)K€ HAJIMYUS OIIMOOYHBIX BJIOKEHMM COCTABISIETCS aKT B JIBYX SK3EMILUIApax
(npunoxxenue 46), TEPBBI HK3EMIUISIP KOTOPOTO BMECTE C TMOCTYNUBIIUMU
JTOKyMEHTaMU IepeAaeTcs Mo MpeIHa3HauYeHUI0 B COOTBETCTBYIOIIEE MOpa3eieHHe
Cyna myisi TpUHSATUS PEILICHMS, a BTOPOM HSK3EMIUISIP OCTaETCs Ha XpaHEHUU B
AKCTIEAUIUU.

[Ipy HECOOTBETCTBMM ajpeca, yYKa3aHHOTO Ha KOHBEPTE M Ha BIIOKEHHUH,
JOKYMEHT  yYMTBhIBaeTcs, nmnepemaércs B oOmuid  oTAen  YHOpaBieHUs
JTOKyMEHTOOOOpoTa U JenonpousBojctBa Cyna (mamee — oOwmuid otaen) ais
pEruCTpaluy U MOCIEAYIOMIEr0 BO3BPALIEHUS OTIIPABUTENIO TOKYMEHTA.

KonBepTsl (1akeThl) MOCIE BCKPHITUS U YUETA BIOKEHHBIX B HUX JOKYMEHTOB
B DKCIEJUIIUN, KaK MPABUJIO, HE YHUUTOXKAKOTCS.

* B cooreercTBuM C WHCcTpyKIMeH 1O HECCHHIO CIYXKObI OTBETCTBEHHBIM IEKypHBIM Mo BepxoBHomy Cynmy
Poccuiickoit ®enepaunu. Yrepxaena npuka3zom [Ipeacenarens Cyna ot 30 mast 2012 r. Ne 19-I1.
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KonBepTbl, B KOTOpbIe OBLIM BIIOKEHBI KaNOObl (TIPENCTAaBICHUS) U
oOpalleHusi, COXpaHSAIOTCS U NPUKIAABIBAIOTCS K kKanob0aM (MpeAcTaBiIeHUsIM) U
oOpalieHusM, a Mocjie UX PacCMOTPEHUS B CYJNEOHBIX KOJIIETHsIX (MOApa3aesIeHUsIX
Cyna) noammBaroTcs B MPOU3BOJICTBA UM B HAPSIIbI.

2.3.5. KonBeptel (0aHmaeposid, TOCBUIKH), TOCTYIIUBIIME W3 OPraHoOB
rocyJapCcTBEHHOM BiacT B ajpec PykoBoactBa Cyna ¢ momeTkod «JInuHO», B
HKCIIEIMIIMA HE BCKPBIBAIOTCS, YUUTHIBAIOTCS U TEPENAIOTCs B OOUIMN OTAEN st
PETUCTpalliU 1O PEKBU3UTAM, UMEIOLIMMCS Ha KOHBepTe (OaHIepOiH, MOCHUIKE), U
st joknana Pykosoncty Cyna.

KouBepTs! (makeTsl), 1ocTaBIeHHbIE (PENbIbETEPCKON U CTIEIUAIBHON CBSI3bIO,
HAapOYHbIMM (Kypb€paMu) M3 OpraHOoB TOCYJAapCTBEHHOM BJIaCTU B  afpec
PykoBoactea Cyma c¢ mnomerkamu «CpouHoy», «BecpbMa cpouHo» u «BpyduTh
HEMEJICHHO», YuuThiBaloTca B JKypHane yué€ra MakeToB, NOCTYNUBIIUX B
Bepxosnbiii Cyn Poccuiickoii depepanii U3 OpPraHOB TOCYJIapCTBEHHOM BIIACTH
Poccuiickoit ®enepanuu (mpuiaokenue 13), 3areM Mocie IMEePBOHAYAILHOTO
aBTOMATHU3UPOBAHHOTO YYE€Ta BJOKEHHBIX B HHUX JIOKYMEHTOB OIIEPATHUBHO
nepeaaroTcs B 001U OTIeN AJI1 perucTpaluu 1 aokiana ux PykosonctBy Cyna.

2.3.6. JIOKyMEHTbl Ha MHOCTPAHHOM S$3bIKE YUYWUTHIBAIOTCS B JKCIECAWIIUU M
nepefarTcss B YOpaBlI€HUE MEXAYHApogHoro corpyanudectBa Cyaa mid
oOecrieueHus epeBoia Ha pycckui sS3bIK U okiIaaa PykosonctBy Cyna.

2.3.7. TlepBoHavyaJbHBIM AaBTOMATU3UPOBAHHBIM YYET BCEX NOCTYNHMBIIMX B
Cya NOKYMEHTOB OCYILIECTBIISIETCA B IKCIEIULMH, TPyNHIe y4yéTa JOKYMEHTOB U B
NOJpa3/ieNIeHUsIX YIIpaBieHUs M0 OPraHU3allMOHHOMY OOECIIEUEHUIO PACCMOTPEHUS
oOpaiieHuii myTéM MpocTaBieHUs (HAKJICWBAHUSI) Ha JIMIIEBOM CTOPOHE IEPBOIO
JUCTa JIOKyMEHTa (CONMpPOBOJUTEIHLHOIO THMCbMa), Ha KOHBepTe (OaHaepou,
MOCBUIKE) C MOMETKON «JIM4HO» ATUKETKU (CTHUKEpa) CO IITPUX-KOAOM, YUETHBIM
HOMEPOM M JIaTOH MOCTYIUICHHUS TOKyMeHTa (pujioxeHue 65).

2.3.8. Cynebnble nena mocie MOTy4YeHHUs] BCEX TOMOB JIeJia M BEIIECTBEHHBIX
JI0KA3aTENIbCTB (MPU HAIMYMN) YUYUTHIBAIOTCS B aBTOMATU3UPOBAHHOM PEXKUME MTyTEM
MpOCTaBJICHUS (HAKJICEUBaHUSI) JTHKETKH (CTUKEpa) CO IITPUX-KOJIOM, YYETHBIM
HOMEPOM M JIaTOM TMOCTYyIUIeHUs CyAeOHOro Jena Ha JIMIEBOM CTOpPOHE
CONPOBOJIUTEIIBHOTO MUCHMA.

[Ipu »TOM Ha NUIEBON CTOPOHE OOJOXKKH Ka)XXJIOro TOMa CyaeOHOro meina
CTaBUTCS PETUCTPAMOHHBIN IITAMIT SKCTIEAUITUN (TIpHIokeHue 66) u yka3bIBaeTcs
HOMEp 3aka3HOW OaHAEepOu, a Ha OOJIOKKE IMOCIETHEr0o ToMa CyJaeOHOro jaena B
pPErUCTpaIllMOHHOM IIITaMIIe yKa3bIBaeTCs UHIEKC cyObekTa Poccuiickoit deneparuu,
HA TEPPUTOPUH KOTOPOTO Pa3MEIISH (eaepanbHblil Cy/°, HIH HHACKC apOUTPAKHOTO
CyJla OKpyra ¢ o0pa30BaHHbIMU B JAHHOM CYZI€OHOM OKpyTe apOUTpakHbIMU CyJaMu
MepBOil  MHCTAHIMH® ¥  apOMTPAKHBIME  ANC/UBIIHOHHBIMH  CYIaMH WK
uHaekc Cyna 1O WHTEUICKTYalbHBIM TIpaBaM, HAMpaBHUBIIMX CyneOHOE JeJI0

5 o
I[J'IH Cy[l€6HOI/I KOJUIETUM TI0 JCJIaM BOCHHOCIYKallluX TEPPUTOPUAIBHOEC JACJICHHUE OIPEACIISICTCA 110

TEpPUTOPUATILHOM IOPUCANKIINN OKPYKHBIX ((PJIOTCKMX) BOGHHBIX CY/IOB.
6 .

ApOuTpaxkHsle cynapl NEpBOH HMHCTAHIIMH B pecryOimKax, Kpasx, o0jacTsx, ropojaax ¢enepaibHOTO 3HAYCHHS,
ABTOHOMHOMW 00J1aCTH, aBTOHOMHBIX OKpYTaXx.
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(mpunoxennst 38, 39, 40), a Takke mara moctymieHus cyaeoOHoro aena B Cyg,
KOJIMYECTBO TOMOB U MPUIIOKEHHUHN K HEMY.

2.3.9. He noanmexat y4é€ry u peructpauuu nocrynusiure B CyJ peKJIaMHbIE
U3BEIICHMS, IUIaKaThl, MO3JPABUTEIbHBIC IHUCbMA, MPUTIIACUTEIbHBIE OWUIIETHI,
neyaTHbIe W31aHusl (KHUTH, KYpHaJIbl, OIOJUIETEHH) U T.11.

VYkazaHHass KOpPpECHOHJEHIUs MepeAaéTcss Mo Ha3HAUYCHHIO C OTMETKOM B
PasHocHoM kHHTe (IpHIIOKeHHE 12).

2.3.10. Ilocne mnpoXOXKAEHUs ABTOMATU3UPOBAHHOTO y4€Ta B DKCIIEIAWIIVHN
cyaeOHbIe Jena U JOKYMEHTHI epeaatoTcst B mojapaszenenus Cyaa B COOTBETCTBUU C
UX MPEJHA3HAYEHUEM ISl PETUCTPALIMH, JOKIA/la U UCIIOJIHEHHUS.

JlocTtaBka TOKyMEHTOB B nojpaszeneHus Cyna ocylecTBisieTcs: pabOTHUKaMuU
skcnenuuuu. CpodHble TOKYMEHTHI epeatoTcs B nojapasaeneHus Cyaa onepaTtuBHO
10 MEPE UX MOCTYIUICHHUS.

[lepenaua cyneOHBIX Jen W JOKYMEHTOB B mnozapaszaenenHuss Cyna
OCYHIECTBJISIETCSl C MPOCTaBJICHUEM TOJIMUCU O MpUEMe (Jajiee — MoJ| PacIHCKy) B
Peectpe mnepemaun cyneOHbIX JAen U JOKyMeHTOB. MHbopmanus o mnepenaue
YUTEHHBIX IOKYMEHTOB U3 dKcneauuuu B noapasaenenus Cyna orpaxaercs B AVC.

Hapspl ¢ peectpamu XpaHSITCs B YCTAHOBIEHHOM MOPSIJIKE.

2.3.11. JloxymeHThI, OIIMOOYHO HampaBieHHbIe B mnoapazaeneHus Cyna,
JOJDKHBI OBITH BO3BpAIlEHbl B AKCHEAMIIMIO B 3-ITHEBHBIA CPOK JJIA MEpellay o
Ha3zHayeHuto. [Ipu 3ToM (Ipu HEOOXOAUMOCTH) 3a TOAMHUCHIO PYKOBOJMUTEIS
noapasnenenuss Cyna odopmiisieTcss cnpaBka ¢ 0OOOCHOBAaHMEM NPHYMH IEpeaaydu
JOKyMEHTa B Apyroe noapasnenenue Cyna.

2.4, Pel"l/ICTpalll/IH H MPOXO0KIACHUE BXOAAIINX TOKYMEHTOB,
HE MOAJICKAIIMNX PACCMOTPECHHUIO B MOPHAAKE, YCTAHOBJICHHOM
npoumeccyajbHbIM 3AKOHOAATECJIbCTBOM, U BHYTPCHHHUX JOKYMCHTOB Cyzla

2.4.1. Peructpanusi BXOASIIMX U BHYTPEHHUX JTOKYMEHTOB B TMOJPa3/ICICHUIX
Cyna ocymiecTBisieTcs: B IeHb MX MOCTYIUICHHs paboTHUKamu noapaszaenenuit Cyna,
OTBETCTBEHHBIMHU 3a BEJICHUE JIEJIONPOU3BOJICTBA B ATUX MOIPa3ACIICHUSAX.

JIJist perucTpanu TOKYMEHTOB 3aroJIHSAETCA DJICKTPOHHAS PErucTparmoHHas
KapTO4YKa JOKYMEHTA, a Ha MEePBOM CTPAHUIIE KaXKIOTO TOKYMEHTa B MPaBOM HIKHEM
yIJIy CTaBUTCS PErHCTPAIlMOHHBIN IITaMIl ¢ HaMMeHOBaHUeM ToapazaeneHust Cyna,
HOMEpPOM W JIaTO¥ peructpaiuu (mpuiokenue 67). [Ipy HaIMYUK TPUIOKEHUN K
JOKYMEHTY Ha OOOpPOTHOH CTOpPOHE TMOCIEAHETO JIMCTa KaXAO0TO MPHIOKECHUS
CTaBHUTCS ITamI (puiioxenue 69).

[locme peructparuu BXOASIIME JOKYMEHTHl B YCTAaHOBIIGHHOM TMOPSIKE
CKaHUPYIOTCS M WX DJIEKTPOHHbIE oOpa3pl momeniatorcss B AWC paboTHukamu
nonpaszaenenuii Cyna, OTBETCTBEHHBIMH 3a BEICHHE JIEJONPOU3BOJCTBA B ITHUX
NOJIpa3IeICHUsX.

2.4.2. DNeKTpOHHAs PETUCTPAIMOHHAS KapTOykKa JOKYMEHTa COJEPIKHUT
onpenenéHHbId 1 He0OX0MMMBIA HAOOP PEKBU3UTOB ¢ MH(pOpMAIHEH O JOKYMEHTE,
a TaKXe JOTIOJTHUTEIbHBIE PEeKBU3UTHI, COCTaB KOTOPHIX MOXKET U3MEHSATHCS.
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2.4.3. PeructpalluOHHbIA HOMEP BXOJAIIETO JIOKYMEHTa COCTOUT U3
MOPSIIKOBOTO HOMEPA, KOTOPBI MPUCBAUBAETCSI aBTOMAaTUYECKH, KOCOM YepThl, ABYX
nocyienqHux udp KajleHJapHOro roja, Aeduca, Homepa Hapsana, neduca, UHIEKCA
(OykBeHHOTO 0003HAUEHU) MOApa3aeacHHs (IPHIoKeHne 37) U JaThl PETUCTPAIIUH.

Hampumep: 679/15-2-BC.

PerucrpaiiioHHbIE HOMEP OPTaHU3AIMOHHO-PACTIOPAIUTEIHLHOTO JTIOKYMEHTa
COCTOMT W3 TOPAJIKOBOrO HOMepa, neduca, OyKBEeHHOro 0O0O3HAUY€HUsI BHA
nokymeHTa (npuka3 — I, pacnopsikenue — P) 1 1aTel perucTpanuy.

Hanpumep: 5-11.

2.4.4. Peructpanys BXONAIIWX W BHYTPCHHHX JOKYMEHTOB, IMOJTOTOBKA K
JIOKJIay TOKYMEHTOB, TpeOyromux pemienus no HuM Pykosoacta Cyna, mepegaua
ITHX IOKyMEHTOB B Tojipa3zenenusi Cyaa u KOHTPOJIb 32 UCIIOJTHEHUEM JIOKYMEHTOB
B COOTBETCTBHHM C mopydeHusMu PykoBonctBa Cyna oOCyIIECTBISIOTCS OOIIMM
OTIIEJIOM, 3a HCKIIOUYEHHWEM IMpuKka3zoB U pacnopsbkenuid Ilpenceparens Cyna u
nepsoro 3amectutens Ilpencenarens Cyna mo nmyHoMy coctaBy Cyna, KOTOpbIE
PErUCTPUPYIOTCS B YTIPaBICHUH KaJIpOB U FOCyAapcTBEHHOMU ciyk0b1 Cyna.

2.4.5. llpu mnoarotoBke K JMAOKIAAy BXOJSALIETO JOKYMEHTa M3 HapsIoB
(Mpou3BOACTB) MOAOUPAIOTCS M NPUOOLIAIOTCA K HEMY paHee MOCTYNUBILNE
JIOKYMEHTBI M COOTBETCTBYIOILAsl IEPENUCKA 110 HUM, Ha KOTOPbIE UMEETCS CChLIIKA B
JOKYMEHTE WX 3JIEKTPOHHOM PErUCTPAlMOHHON KapTOUKe.

2.4.6. llucpbmeHHBIE YyKa3aHUA 1O HWCHOJHEHUIO JOKYMEHTOB JarOTCs
PykoBonctBom Cyma, pykoBomutensmu cekperapuaroB IIpeacematens Cyna u
nepBoro 3amectutens lIpencemarens Cyaa B dopme pesontouuii (mopydeHuit), B
KOTOPBIX YKa3bIBAIOTCS HCTIOTHUTEIH (COMCIIOTHUTENH) U CPOKU UCTIOTHEHHSL.

Peszomonmu (nopyuenus) PykoBoacta Cyna, pyKOBOJUTENEH CEKPETAPUATOB
[Ipencenarens Cyna u nepBoro 3amectutens [Ipencenarens Cyna ohopmiisitoTcst Ha
OJlaHKaxX yCTaHOBJIGHHOTO oOpasma (mpuiioxeHue 8) win Ha CBOOOJHBIX OT TEKCTa
MOJISIX JJOKYMEHTA U MOAMUCHIBAIOTCS UMY C YKAa3aHUEM JIaThI.

2.4.77. PykoBoautenu moxapasneneHuit Cyaa OpraHu3yrOT M 00ECIEUYHBAIOT
UCIIOJTHEHHE JOKYMEHTa B COOTBETCTBHMHU C pe3oftouueit (mopyuenuem) PykoBojactea
Cyna B ¢opMe MUCHMEHHBIX yKa3aHH HA OOOPOTHOW CTOpPOHE OJIaHKa PE30JIONUU
(mopyuenus) PykoBonctBa Cynma, Ha caMux JOKYMEHTaX WM Ha OJIaHKax
YCTaHOBJICHHOTO 00pasia (nmpuiioxkeHue 9).

2.4.8. B pesomonuu (MOpY4YeHHH) YyKa3bIBAIOTCA (aMUIMs W WHHUIIUAIBI
UCTIOJTHUTEIIS U COMCIIOTHUTEJICH, TIPH 3TOM €CIIM UCTIOJIHUTENb HE ONPEeiEH, TO UM
SIBIISIETCS] UICTIOJTHUTENb, YKa3aHHBINA B PE30JIONUH (TIOPYIECHUH) TIEPBHIM.

Texkct pezonmonuu (TopydyeHus), GaMuiIMud ¥ HHUIUAAIBI HCHOJHUTENS U
COUCITOJIHUTENEH, a TakKe W3MEHEHHUS B TPOXOXKIACHUHM IOKYMEHTa BHOCATCA B
AJIEKTPOHHYIO PETUCTPANMOHHYIO KAPTOUKY JOKYMEHTA.

2.4.9. TlonnuHHUK TOKyMEHTa mepeAacéTcsi OTBETCTBEHHOMY HCIOJIHUTEITIO,
YKa3aHHOMY B pe30JIIOIHUH (TIOPYYEHHH) TEepPBBIM, KOTOPBIM 00s3aH OpraHU30BaTh
UCIIOJTHEHHE B YCTAHOBJICHHBIN CPOK, @ KOMMH JOKYMEHTA — COUCIIOIHUTEIISIM.

JIOKyMEHTHI IepelatoTes o1 paciucky B Peectpe nepenayu.

2.4.10. TIlepemaua AOKYMEHTOB JpYyroMy HCIOJIHUTENIO, MPOIJICHUE
(U3MEHEeHHE) CPOKOB UCHOJHEHHs JOKYMEHTOB OCYILECTBISIOTCS B COOTBETCTBUU C
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pemienueMm PykoBojactBa Cyna, pykoBoautenei cekpetapuatoB lIpeacenarens Cyna
u niepsoro 3amecturens [pencenarens Cyna.

2.5. IIpuém, o0OpaboTka u nepeaava J10KyMEHTOB 10 KaHAJaM
(pakCUMUIILHON M 3JICKTPOHHOM CBA3U

2.5.1. Jlng omepaTMBHOM mepenadyd WM TpUEMa TEKCTOB CIYKEOHBIX
JOKYMEHTOB, MH()OPMAIIMOHHBIX MAaTEPUAIOB U CIIPABOYHBIX JAHHBIX, MOCTYIUBIIUX
U3 OPraHoB roCyAapCTBEHHOM BJIACTH, & TAKXKE ISl IOATOTOBKH U MPEABAPUTEIIBHOIO
COrJacoBaHUsl  IPOEKTOB  JIOKYMEHTOB  MOTYT  HCIIOJIb30BaTbCAd  CpPEACTBA
(bakCcUMUIIBHON CBSA3H, YCTAHOBJICHHBIE B oapa3zaeneHusx Cyna.

JIoKyMeHT, TpUHATHIA  (MEpelaHHbli) C  HCHOJIb30BAHUEM  CPEJICTB
dakcumunbHOU cBsi3u (nmanee — ¢akcorpamma), peructpupyercs B AUC. Ilpu
NOCTYIUIEHUH MOJJIMHHHUKA JOKYMEHTa Ha 000pOTE MOCIEIHEr0 JUCTa (PaKcorpaMMbl
JIeJIaeTCsl COOTBETCTBYIOIIAsl OTMETKA (HOMEp U JlaTa pEeruCTpalim).

2.5.2. Buasl nokymeHTtoB Cyna, TEKCTbl KOTOPBIX MOTYT II€PENaBaThCs C
UCIIOJIb30BaHUEM CpEACTB (PAKCUMIIBHON CBsI3M, a TakXke HEOOXOAUMOCTh U
NOPSIOK HANpPABJICHMS ajpecaraM OPUTMHAJIOB 3TUX JOKYMEHTOB ONPEIECISIOTCS
PykoBoacteom Cyna u pykoBoautensiMu noapasaenenuii Cyna.

2.53. Ilpm mnepemaye u mnpuéMe TEKCTOB JOKYMEHTOB IIO KaHajgam
(akCUMWIBHOW  CBSI3W  HEOOXOAMMO  PYKOBOJCTBOBATBHCS  CIEAYIOLIUMU
TpeOOBAHUSIMU:

— OTBETCTBEHHOCTb 3a COJEpKaHHe MH(POpMAIMK, T[EepelaBaeMond 10
(aKCUMWIBHOW CBSI3M, BO3JIAraeTCsl HA MCIOJHUTENS, TOATOTOBUBIIETO JOKYMEHT K
nepeaaye, u pyKoBOAUTENSI COOTBETCTBYIoLIEro noapasaenenus Cyna;

- TEKCTbl  JOKYMEHTOB, coJlep)Kalllue  CBEJACHMS, COCTABJISIIOLINE
rOCYJapCTBEHHYI0 TalHy, M C TOMETKON «JIJist ciay)keOHOro IOJIB30BAHMS
nepeaaBaTh 3arpeniacTcs;

— NOIJMHHUKH JOKYMEHTOB MOCJE MEpeAady BO3BPALIAIOTCS UCIIOTHUTENSIM C
OTMETKON Ha 00OpOTE MOCIEAHEro JIMCTa O BPEMEHU M JaTe OTHPAaBKU U YYETHOM
HOMEpE (paKcorpaMMBl;

- (akcorpamMmbl Ha HWHOCTPAHHBIX $3bIKaX OTIPABISIIOTCS NPU HATUYUU
NepeBo/ia, 3aBEPEHHOr0 JIMIOM, OAMUCABUINM (aKkcorpamMmy.

2.54. llocrynuBmue 1o KaHaidaMm (DaKCUMUIBHOM CBs3M  OOpamieHus
(3asBIeHHMS W JKaloObl), B TOM UYHCIE Te€, NOPAIOK PACCMOTPEHUS KOTOPBIX
YCTaHOBJIEH MPOIIECCYaJIbHbIM 3aKOHOJATENbCTBOM, HE peructpupyrorcs u Cyaom K
PacCMOTPEHHUIO HE PUHUMAIOTCS.

2.5.5. Kontponb 3a HCNOIB30BAHUEM CPEICTB (PAKCUMHIIBHOM  CBSI3U
OCYUIECTBIISIETCSl pyKOBOAUTENAMH TozpasneneHuit Cyna, B KOTOPBIX YCTaHOBJIEHBI
(bakcUMUIIbHBIC alapaThl.

2.5.6. I1o xaHamaM 31eKTpOHHOM CBA3U B Cy/ MOT'YT HaIlpaBIIsAThCA:

- obpamenust B Cy B COOTBETCTBUH C MPOILIECCYATbHBIM 3aKOHOAATEILCTBOM
MOCPEACTBOM 3amojiHEHUsT (opM, pa3MelIeHHbIX Ha odunuanbHoM caiite Cyna B
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cetn «IuTepHeT» u B unopmannonHoii cucreme «Moit ApOUTP» B yCTaHOBICHHOM
nopsiake’;

— 3aIpOoChl O IPEIOCTABIECHUU HH(POpMaAUH O aesATenbHOCTH Cyia B MOpsIIKe,
YCTAHOBJICHHOM COOTBETCTBYIOMMM ITonoxennem’,

2.6. KoHTpoJb HCIOIHEHNSI JOKYMEHTOB

2.6.1. KOHTpOdb HMCIOJHEHHSI BKIIOYAET B c€0s MOCTAHOBKY Ha KOHTPOJIb
JOKYMEHTOB, IPOBEPKY XOJa M CPOKOB HX MCIOJHEHUS, CBOEBPEMEHHOE
unpopmupoBanue PykoBoactBa Cyma o pe3yjibTaTax HCIOJHEHUS U CHATHE C
KOHTPOJISI UCITOJIHEHHBIX IOKYMEHTOB.

2.6.2. OO0s3aTenbHOMY KOHTPOJIO TOJUIEKAT TOKYMEHTHI, B KOTOPBIX B
COOTBETCTBHHM C pe3ontouueid (mopyyenuem) PykoBonactsa Cyna onpeneneHbl CpOKU
UCIIOJIHEHMSI WM JaHbl YKa3aHWs O IIOATOTOBKE JOKJIAAOB, NPEIJIOKEHUM,
3aKJIFOYEHUU U UHBIX MEPOIIPUATHH.

KOHTpoJIb NCIIONHEHNS IPUKA30B, paciopshKeHU 1 nopydenuil [pencenarens
Cyza u ero nepBoro 3aMeCcTUTEINSI OCYIIECTBIIsAETCs ¢ ucnoias3oBannem ANC.

2.6.3. Jlnsd MOCTaHOBKM Ha KOHTPOJIb JIOKYMEHTOB B COOTBETCTBUHU C
pezomonuein  (mopyuenueMm) PykoBoactBa Cyna B COOTBETCTBYIOIIEM  IOJI€
JIEKTPOHHOM PEruCTPAallMOHHOM KapTOYKM JOKYMEHTAa IIPOCTABIIIETCS OTMETKA
«KoHTponb», a Ha MEPBOM JIMCTE JOKYMEHTAa B BEPXHEM JIEBOM YIJy — IITaMII
«KonTponey (mpunoxenune 70).

2.6.4. KoHTpONIb WCHONHEHUS JOKYMEHTOB B COOTBETCTBHUHU C PE3OIIOLUEH
(mopyuyenuem) PykoBoactBa Cyna oCylIeCTBISICTCS YIOJHOMOYEHHBIM pPaOOTHUKOM
noapaznenenus Cyna. WudopmupoBanne PykoBojuctBa Cyna o pesyibTarax
WCIIOJIHEHHSI OCYILIECTBISIETCA PYKOBOJIUTENEM COOTBETCTBYIOIIETO MOAPA3/CIICHUS
yTEM NOATOTOBKM U Jokiana PykoBoactBy Cyna CripaBKM O KOHTPOJIE UCIIOJIHEHUS
JTOKyMeHTOB (mpuiioxkerue 10).

HcnonHeHHbId TOKYMEHT CHHUMAETCsl C KOHTPOJIA, MPU 3TOM B JJIEKTPOHHOU
PErHCTPALlMOHHON KapTOYKE JOKYMEHTa IPOCTABISIETCS OTMETKAa O CHATUU C
KOHTPOJIS.

2.6.5. JloxyMeHTbl mojjexaT ucnojHeHuto B 30-IHEBHBIA CpOK, 3a
UCKIIFOUEHHEM JIOKYMEHTOB:

— B KOTOPBIX YKa3aH CPOK HCIOJTHEHUS;

- B KOTOPBIX CpPOK HWCIIOJHEHHS YCTaHOBJICH pe3oionued (mopydeHreMm)
PykoBoacrtBa Cyna;

— UMEIOIIUX MOMETKY «CPOUYHO» (MCIOJIHAIOTCS B 3-IHEBHBIN CPOK);

— UMEIOIIUX MOMETKY «ONepaTUBHOY» (MCIOJIHSAIOTCS B 10-AHEBHBIN CPOK).

Cpoku MCHOJHEHUSI TOKYMEHTOB MCUMCISIOTCS B Kal€HAAPHBIX JHSAX C JIaThl
ux nocrymienus B Cy .

! Iopsinox nogaun B Bepxosublii Cyn Poccuiickoit @enepanuu TOKYMEHTOB B JJIEKTPOHHOM BHJIE, B TOM YHUCIE B
(opme IIeKTpOHHOTO T0KyMeHTa (yTBepskaeH npukaszoM Ilpencenarens Cyna ot 29 Hos0ps 2016 r. Ne 46-11).

8 [punoxxenne Ne 4 k INopsiaxy opraHuzanum JocTyna K nHGopMaimu o aesteabHoctd Bepxosnoro Cyna Poccuiickoit
®denepanun (yreepsxaeH npukazom [pencenarens Cyna ot 14 saBapst 2016 r. Ne 1-11).
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Ecmu nocnegnuii AeHb CpOKa HWCHOJHEHUS JOKYMEHTA NPUXOAUTCA Ha
HepabouMuii JIeHb, TO JHEM OKOHYaHUSI JTOTO CpOKa CUUTACTCS OJIMKANIIMiA
CIICAYIONINI 32 HUM pabo4uil JeHb.

Cpoku paccMOTpPEHHUs MPOIECCYyaIbHbIX Kajl00, CyAeOHBIX JeN ONPEACIISIIOTCS
MPOLIECCYAIBHBIM 3aKOHOAATEILCTBOM Poccuiickon denepanuu.

2.6.6. OTBETCTBEHHOCTh 3a CBOEBPEMEHHOE M Ka4eCTBEHHOE HCIIOJHEHHUE
JOKYMEHTOB, COIJIacHO pe3ojronuu  (mopydenuto) PykoBoactea Cyma B
noapazaeneHusax Cyzaa, Bo3jaraeTcsi Ha UX PYKOBOJMTENIEM B COOTBETCTBUM C UX
KOMIIETCHITUCH.

2.7. lloaroroBKa u opopmjieHne TOKYMEHTOB.
baankn pemennii Cyna u 0sanku Cyaa

2.7.1. Hokymentsl Cyna ogopMisitoTcsi Ha OJlaHKaX YCTAHOBJICHHBIX BHUIOB
1160 0€3 UCTIOIb30BAHUS OJIAHKOB.

B Cyne B coorBerctBUM ¢ DefepaibHbIM KOHCTUTYUHOHHBIM 3aKOHOM
or 25 pexabps 2000 r. Ne 2-®K3 «O TocynmapctBenHom repbe Poccuiickoii
Oenepanun» ucnoiap3ytorcss Onanku pemenuidt Cynma u  Omanku  Cyma ¢
BocImpousBefieHneM locynmapctBenHoro repba Poccuiickoii  ®epepanuu B
MHOTOIIBETHOM BapHaHTE.

2.7.2. Opranu3aumoHHO-pacnopsaauTeabHble JOKyMeHThl Cyaa ohopMIIIIOTCs
Ha Osankax Cyna (mpunoxenwe 5) B coorBerctBuu ¢ ['OCT P 6.30-2003
«YHU(UIUPOBAHHBIE CUCTEMbl JOKYMEHTAIIMU. YHU(UIIMpPOBAaHHAs CHUCTEMa
OpraHU3alMOHHO-PACTIOPSIIUTEILHON JOKyMeHTaluu. TpeOoBanus Kk 0hOpMICHUIO
JTOKYMEHTOBY.

[Ipoueccyanbubie fokyMeHThl Cyna odopmiisitores Ha Oankax pemenui Cyna
B COOTBETCTBUU C MPOILECCYATbHBIM 3aKOHOIATEIILCTBOM.

Jist  obecrnieueHust TMOATOTOBKM W odopmieHuss aokymMeHtoB B AUC
VYmpasnenuem uHpopmatuzanmu u cBsizu Cyna yCTaHABIUBAIOTCS DIICKTPOHHBIC
oOpa3bl 6sankoB pernieHuit Cyaa u 6nankos Cyna.

[Ipu mnoaroroBke c¢ wucnois3oBanreM AMC mnpoekToB oduimaibHbIX
JOKYMEHTOB, HampasisieMblx u3 Cyna, Ha KaXJI0i CTpaHUIE JOKYMEHTa B IIPaBOM
HIDKHEM YIJIy aBTOMATUYECKH IMPOCTABISECTCS IITPUX-KOJ HMCXOIAILIETO JTOKYMEHTA
(mpunoxenus 72, 73).

2.7.3. Jloxymentsl Cypna, TOATOTOBJIEHHbIE Ha OJlaHKAaX, JOJDKHBI UMETh
YCTAHOBJICHHBIN COCTAaB PEKBU3UTOB.

B 3aBucuMoctu OT pacnosiokeHus pekBuszuta «l'ocymapcTBeHHBIN TepO
Poccuiickoit deneparun» ycTaHaBIUBAIOTCA JIBa BapuaHTa O1aHkoB perenuid Cyna
u 6s1ankoB Cynia — IpOJ0JIbHBIN U YTIIOBOM.

PexBu3utel  (HammenoBanue Cyma, cmnpaBounble jgaHHbie o  Cyge,
HaMMCHOBAHHME BHJA JOKYMEHTa, MECTO COCTaBJICHUS WM HM3JaHUS JIOKYMEHTA),
OrpaHUYUTEIIbHBIE OTMETKH JUIS PEKBHU3MTOB (J1aTa JTOKyMEHTa, PErHCTPalldOHHBIN
HOMEpP JOKYMEHTa, CChUIKA Ha PErHMCTPAIlMOHHBIA HOMEp M JaTy JOKYMEHTa) B
npejenax TpaHUl] 30H PacloJIOKEHUST PEKBU3UTOB, a TAKXKE PEKBU3UT ajpecara
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pa3MenaloTcsl  [EHTPUPOBAHHBIM  CIIOCOOOM  (KaxkJaas  CTpOKA  pPEKBU3UTA
HECHTPUPYETCS TI0 OTHOLICHHIO K CaMOM JJTMHHOM CTPOKeE).

2.7.4. Hoxkymentsl Cyna, MOArOTOBIEHHBIE Ha OnaHkax pemieHuit Cyna u
onmankax Cyna ycraHoBieHHOM (opmbl, moamuchiBaioTcs PykoBoactBom Cyna,
cyapsamu Cyza, pyKOBOAUTENISIMH (3aMECTUTEISIMU PYKOBOJUTENEH) MOoApa3aesieHui
Cyna u ppyrumu pabGoTHukamu anmapata Cyga B COOTBETCTBHM € HX
MOJITHOMOYHSIMHU.

B cocrtaB moamucu BXOIST HAaUMEHOBAHWE OJDKHOCTH, JUYHAS TOJIUCH,
WHUIIAAJGI U (DaMIIIAS AT, TIOIMCABIIIEro TOKyMeHT. Hampumep:

Cynpsa Bepxosnoro Cyna
Poccuiickoit @enepannu Jluunas noonuce A.A. Ilerpos

[Ipu odopmieHnn JOKyMeHTa Ha OJIaHKE C HAMMEHOBAaHUEM JIOJDKHOCTH B
MOJIMMCH YKA3bIBAIOTCS TOJIBKO MHULIAAJIBI U (paMIIIHAL.

JIOKyMEHT, O(pOpMIIEHHBIH Ha OJIaHKE OIpeneNEHHOr0 JTOJKHOCTHOTO JIMLA,
HE MOXET OBbITh MOANUCAH APYTUM JOHKHOCTHBIM JIMIIOM.

B cnyuae nmoanucaHusi JOKYMEHTa HECKOJIBKMMH JIOJDKHOCTHBIMU JIMLIAMU HUX
NOJANKCH PACIOJIararoTCsl OJHA INOJX JPYrod B COOTBETCTBUHM C 3aHMMAaceMOU
JOJKHOCTBIO, @ IPU PaBHBIX JOJDKHOCTSAX — HA OJJHOM YpOBHE.

[Ipy mnoamucaHWM JTOKYMEHTa HECKOJBKUMHU JIOJDKHOCTHBIMHM  JIUIIAMU
JOKYMEHT o¢opmisieTcss 100 Ha OJIaHKE YCTAHOBJIIEHHOM (OpMBI, €clii Bce
JOJDKHOCTHBIE JIMLIAa MMEIOT IMPaBO MOANUCH O(OPMIIEHHOTO Ha JaHHOM OJIaHKe
JIOKyMEHTa, 100 0€3 UCIOIb30BaHus OJIaHKa.

IIpu odopmiieHHMH JOKYMEHTOB Ha JBYX WM 0oJjiee CTpaHULAaX BTOpas H
NOCJIEYIONIME CTpaHUIBl HyMepyroTcs. Homepa cTpaHuil mOpoCTaBISIOTCS
MOCEPEIMHE BEPXHETO MOJIsl CTPAHUIIbI apaOCKUMU HUdpaMu.

Kaxxnprii muct nokymeHnTta, oopMIIeHHbIM Kak Ha OJlaHKe, Tak U Oe3 OJiaHKa,
JIOJKEH UMETH CIIeIyIolne pazMepsl noieid: 20-25 mm — nieBoe, 10—15 MM — npaBoe,
20 MM — BepxHee, 20 MM — HUXKHEE.

2.7.5. B Cyne ycTaHOBIICHBI CIISIYIONINAE BUABI OJJaHKOB:

osianku penreanii Cyia ¢ BocrpousseaecHrueM ['ocy1apcTBEHHOTo repdba
Poccutickont denepariii B MHOTOIIBETHOM BapUAHTE

- OlaHK ¢ TPOJOJIBHBIM PACIOJOKEHUEM PEKBU3UTOB U  YKa3aHUEM
HanMeHoBaHus Cyna (MPHIIOKEHHE 2), KOTOPBIA HCIONB3YyeTcs Uit 0(hOopMIICHHUS
npoekToB pemeHnit Cyzaa (onpeneneHnii, MOCTaHOBJICHUHN, TPUTOBOPOB, PEUICHUN U

np.);
osanku Cyia ¢ BocopousBeneHrneM ['ocy1apcTBEHHOTO repoa
Poccuiickont denepaliii B MHOTOIIBETHOM BapHUAHTE

— O7MaHK C TMPOJOJBHBIM PACHOJIOKEHHUEM PEKBU3UTOB U  YKa3aHUEM
HauMeHoBaHud Cyna (MpUIIOKEHHE D), KOTOPbIA HCHOJIb3yeTcsl NIt OPOopMIICHUS
IIPOEKTOB OPraHU3ALMOHHO-PACIIOPSIUTEIbHBIX JOKyMeHTOB Cyna;

- OlaHK C  yIJOBBIM  pACIOJIO)KEHHWEM  PEKBU3UTOB U YKa3aHHEM
HauMeHoBanus Cyna (mpuiiokeHue 3), KOTOPBIA HCIOJIb3yeTcs sl oopmiIeHus
IPOEKTOB Oo(pULIMaTBHBIX T0KyMeHTOB Cyaa;
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- OnMaHKM C YIVIOBBIM  pACMOJOKEHHEM PEKBU3UTOB M  YKa3aHUEM
HauMeHoBaHuil nokHocTed Ilpencenarenss Cypa, mnepBoro 3aMecTuTeNss U
samectutenen Ilpeacenarens Cyna (npunoxkenus 4, 6, 7), KOTOPbIE HUCIOIB3YIOTCS
uist oOpMIIEHUST TPOEKTOB OQUIMAIbHBIX J0KyMeHToB Cyaa 3a MOANHUCIMU
yYKa3aHHBIX JOJKHOCTHBIX JIUII.

[Topsimok M3roTOBJIEHUS, XpaHEHUs W BblAauu OyiaHkoB pemieHuit Cyna u
onankoB Cyna yctaHoBiieH B 1. 3.13 Hactosiein MHcTpykiuu.

2.7.6. Tlopsnox odpopmienus pemennii Cyma (ompeneneHnid, TOCTaHOBICHUM,
IIPUTOBOPOB, PELICHUI) ONIPENEIeTCs MPOLIECCYaTIbHBIM 3aKOHOAATEIbCTBOM.

2.777. Pemenune u wuHoit pokymeHT Cyma odopmisiorcss Ha OllaHKe
YCTaHOBJICHHOTO 00pasia B OJHOM 3K3eMIuisipe (moumuHHuK). [locie moamucanwms B
YCTaHOBJICHHOM IOPSIIKE U3TOTOBIIAETCS HEOOXOUMOE KOJIMYECTBO UX KOIIHM.

N3roToBiieHre 3aBEPEHHBIX KONUM pEIIEHWH W HHBIX J0KyMeHTOB Cynaa
OCYUIIECTBJISICTCS.  YNOJHOMOYEHHBIMM paboTHukamu anmapara Cyga myTém
KCEpOKOIIMPOBAaHMS IOJUIMHHUKA JOKYMEHTAa. B INpaBoM BepXHEM yIily IEpBOrO
nucTa qokymenTa npocrtasisiercs mramn « KOITUS» (mpunoskenue 71).

BoigaBaemble KOomMM pelIeHUH M UHBIX JOKyMEHTOB Cyna JOJKHBI OBITh
IPOLIMTHI, MPOHYMEPOBAHBI, 3aBEPEHbI IMOJIUCHI0 YIOJHOMOYEHHBIX PAOOTHUKOB
annapata Cyna® u ckperieHsl nedarbio Cyaa (MpommnBaroTcs MPOYHOW HUTKOM WU
CKPEIUIAIOTCS CKOOOM C MCMIOJIb30BAaHUEM CTEIIEpa; Ha OOOPOTHOM CTOpOHE
MOCJIETHETO JINCTA B MECTaX CKPEIUICHUS HAKJIAIbIBAETCA HAKJICHKA C 3aBEPUTEIbHON
Hagmucbto  «BepxoBHbii Cyn  Poccuiickoit  ®denepannu, NPOHYMEPOBAHO W
CKPEIUIEHO NeYaThl0 _ JIUCTOB, MOJANUCH __ »; MOJANHUCH CKPEIUIAETCA MEeYaThio
Cyna c BocnpousBeneHuem ['ocygapctBeHHoro rep6a Poccuiickoit ®enepanuu
(mpuItoskeHue 77 puMep «ay).

IIpu 3aBepeHUM COOTBETCTBUSI KONHMHU PEUIEHUS WU HMHOrO0 JOKYyMEHTa
NOJUIMHHUKY HMKE pekBu3HTa «IloAnmMCh) MpOCTaBIAIOTCS 3aBEPUTENIbHAS HAAIIHChH
(mrramm, npunoxkenue 78) «BEPHO», HauMmeHOBaHHME JO/DKHOCTH — JIMIIA,
3aBEpUBLIETO KOIHIO, JaTa 3aBepeHUsi, JIMYHAsl MOANUCH, pacHIM(PpPOBKA MOANUCH
(MHUIAAIBI, (aMUITHS).

Hanpumep:

«BEPHO»
Hanmenosanue qOJKHOCTH
YIOJITHOMOUYEHHOTO paOOTHHKA

anmapara Cyna Jluunas noonuco Nuurmansl, pamunus
00 mecgma 2015 .

[ToBTOpHas Bblgava konuid pemenuid Cyaa unu opUIMAIbHBIX TUCEM Cylen U
PykoBoactea Cyzna ocCylIecTBISIETCS IO 3asBICHUI0 YYAaCTHUKOB IIpoLecca B
YCTaHOBJICHHOM BBILIE ITOPSIJIKE.

9
HpaBa 1 00S3aHHOCTH YKa3aHHbIX YIIOJTHOMOYCHHBIX pa6OTHI/IKOB OINPCACIIAIOTCA B MOJIOKCHUAX O CTPYKTYPHBIX
noapasacJICHUAX U JOJDKHOCTHBIX PETIaMCHTAaX, yTBCp)KI[éHHI)IX B YCTAaHOBJICHHOM HOPSJAKE.
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2.7.8. OdopmiieHne OpraHU3aIMOHHO-PACTIOPSAIUTENBHBIX JOKyMeHTOB Cyna
ocymectBisiercsi Ha Omanke Cyna B COOTBETCTBUHM C  TOCYIAapCTBEHHBIMHU
CTaHZAapTaMH B 00/IaCTH [IeIOMPOM3BOICTBA M APXUBHOTO e ..

2.7.9. JlaToit JOKyYMEHTa SIBIISICTCS JaTa €ro TMOINUCAHHS WIH YTBEPKICHHUS,
JaTol TPOTOKOJNAa — JaTa 3aceqaHus (MPHHATHS pEIIeHUs), JaTod akTa — JaTa
COOBITHSI.

JlokymeHThl, u3nanHabie CyZoM COBMECTHO C APYTMMH OpPTaHAMH, TOJDKHBI
UMETh OJIHY (€ANHYI0) AaTy.

Jlata nokymeHnTta odopmisieTcs: apaOCKuMH IudpaMu B MOCIEIOBATSILHOCTH:
JeHb Mecsia, Mecsi, rona. Jlenp mecsna u mecsr ohOpMIIIOTCS ABYMS Tapamu
apabckux 1udp, pa3AeIEHHBIMA TOYKOW, TOJ — YETHIPbMS apaOCKuUMH HH(pamH,
HaIpuMep:

20.06.2015.

[Ipu odopmnennn pemenuit Cyna, opraHM3allMOHHO-PACIIOPSIAUTENBHBIX U
¢buHaHcoBbIX JOKymMeHTOB Cyna TpUMEHSIETCS  CJIOBECHO-IM(POBOM  crmocod
oopMIIeHUS JaThl, HATPUMED:

15 utons 2015 1.

2.7.10. Ilpu odopmieHUH OTBETHBIX IHMCEM MPUBOAMUTCS CChUIKA Ha
UCXOJISAIIUN HOMEP U JAaTy JOKYMEHTa, Ha KOTOPbINA Ja&TCsl OTBET.

2.7.11. HaumeHoBaHMsI ajpecaToB B MHUCbMax, HampaBisiembix u3z Cyna,
YKa3bIBAIOTCS B TIPABOM BEPXHEM YTITy IIEPBOTO JIUCTA TIOKYMEHTA.

Hampapnsiemple muchbMa afpecyroTCsl OpraHaM TOCYJapCTBEHHOW BIIACTH WIIA
opraHaM MECTHOTO CaMOYIpPAaBJICHUS, OpraHu3anusM (IOpUIUYECKUM JUIaM) |
OOIIIECTBEHHBIM  OOBCAWHECHUAM  (Hajiee —  OpraHu3alu), CTPYKTYpHBIM
TIOIpa3/ICIICHUSIM OPTaHU3aINi, TOKHOCTHBIM WM (PU3NISCKUM JTUTIAM.

B cnyuae aapecoBaHus mMUChMa OpPTraHU3AINH, CTPYKTYPHOMY MOJIPa3/ICICHUIO
OopraHm3aiu 0e3 yka3aHus JOJKHOCTHOTO JIMI[a HAMMEHOBAHHUE ajjpecara MUIIETCS B
MMEHUTEJIbHOM TMajexe, HampuMmep (37ech W Jajnee MpUMEpbl HAaUMEHOBAHWUS
OpraHM3aIlfii, UX CIIPABOYHBIC TAHHBIC U JIP. SBJISIOTCS YCIOBHBIMHU):

Munroct Poccnn
®denepanpHas cayx0a
UCTOJTHEHUS HaKa3aHUU

B cinywae agpecoBaHus INHCbMa KOHKPETHOMY JOJDKHOCTHOMY  JIMILY
HAaMEHOBAaHUs  OpPraHU3allMH, CTPYKTYPHOTO  MOJPA3NENICHHs  OpraHu3alnu
YKa3bIBAIOTCS B HMMEHUTEIBHOM TNafexe, a (pamMuwius W JOHKHOCTh JIMIA — B
natenbHOM. WHMIMANBl OJKHOCTHOTO JIMIA YKa3bIBAlOTCA Meped  (pamMuiuei,
HaIpuMep:

Y TOCT P 6.30-2003 «YHU(UIMPOBAHHBIE CUCTEMBI IOKYMEHTALMH. Y HUQHUIMPOBAHHAS CHCTEMa OpraHM3allMOHHO-
pacnopsguTeNIbHOM — JOKyMeHTanuu. TpeOoBaHMs K  oQopMiIeHHIO JTOKyMeHTOB»; (OCHOBHBIE  ITOJIOXKECHUS
l'ocynapcTBeHHOH CHCTEMBI JOKyMEHTAIlMOHHOTO oOecrieueHus: «OOmpe TpeOoBaHMS K IOKYMEHTaM M CIIy>k0am
JIOKyMEHTAI[IOHHOTO 00eCIeYeHUS».
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MunucTepcTBO 00pa3oBaHus U HAYKU
Poccuiickon denepanuu
YnpaieHue genamu
Benymemy crienuanucrty

N.JI. HABAPOBY

[Ipu agpecoBaHuM NUChMa PYKOBOAMTENIO OpraHU3alMd €€ HauMEHOBaHUE
BXOJUT B COCTaB HAMMEHOBAHUS JOJKHOCTH aJipecara.

JIOJKHOCTB JIHIa, KOTOPOMY aJpECOBAH JOKYMEHT, YKa3bIBa€TCs B AATEIIbHOM
najie’Ke, Harpumep:

IIpencenaremnto
MIieHCKOTrO rOpOACKOro cyaa

N.N. UIBAHOBY

Ecan mOoKyMEeHT OTHpaBisioT B HECKOJIBKO OJHOPOJHBIX OpraHU3aIluid WU B
HECKOJIPKO CTPYKTYPHBIX TOJIpa3/IeICHH OJHON OpraHu3aldd, TO HX CIEAYyeT
yKa3bIBaTh 0000IIEHHO, HATIPUMED:

BepxoBHbIe cyabl peciyOuK,
KpaeBble, 00JaCTHBIE CY/bl,
CyJl aBTOHOMHOU 00J1acTH,
CyJIbl aBBTOHOMHBIX OKPYTOB

Poccniickon @enepanun

[Ipencenaremnto cyna

2.7.12. JIokyMeHT HE NOJDKEH cojepaTh Oosiee 4eThIpéx aapecaTtoB. CioBO
«Komnusa» mepen BTOphIM, TPETbUM, YETBEPTHIM ajapecaTaMu He ykasbiBaercs. [lpu
OonbllleM 4YHCIIE aJpecaToB COCTaBISETCS CHHCOK PAcChUIKA  JTOKYMEHTa
(mpunoxenue 44),

[Tpu moaroroBke nokymeHtoB Cyna (muceM), HampaBisieMbIX B (penepaibHble
OpraHbl TOCYJapCTBEHHOH BJIACTH, MOYTOBBIE ajJpeca MOTYT He ykasbiBaThcs. Ilpu
3TOM B pekBu3uTe aapecata B AIC BBOAMTCS MOMETKA «HE pa3MellaTh MOYTOBBIN
azipec B TIOKyMEHTE».

B ocTanbHBIX Ciydasx OYTOBBIN apeC YKa3bIBa€TCs MOJIHOCTHIO, HAIIPUMED:

Hawanpnuky ®KVY UK-2
Y®CHH Poccun
no bpsiHckoit o0nactu

.M. UBAHOBY
Kotosckoro yi., a. 39,
r. bpsiack, 241004

DOneMEeHTbl TIOYTOBOI'O aJipeCa  YKa3bIBAKOTCA B  IOCJICJOBATCIILHOCTH,
YCTaHOBHeHHOﬁ IMpaBujiaM1 OKa3aHUsA yCJIyr MMOYTOBOM CBSI3U.
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IIpn appecoBaHumy mMcbMa B OpraHU3alMIO YKa3bIBaeTCs €€ HAaMMEHOBAHUE,
3aTeM IOYTOBBIN apec, HalpUMeEp:

l'ocynapcTBeHHOE yUpeKICHUE
Bceepoccuiickunii HayqHO-UCCIE0BATEIIbCKUA HHCTUTYT
JOKYMEHTOBEICHUS U apXUBHOTIO JI€a
[Ipodcoroznas yi., a. 82, Mocksa, 117393

Ecnu nuceMo azapecoBaHo QU3MYECKOMY JIUIY, TO yKa3blBarOTCAd (haMuivisg U
WHULIMAJIBI 3TOTO JIUIA, 4 3aT€M MOJIHBIA MOYTOBBIN aJpec, HaIpUMep:

OBPA3IOBY O.IL
yi. CamoBas, 1. 5, kB. 12,
r. JInnku, Kupeesckuit p-H,
Tyneckas 00:1., 301264

2.7.13. JIOKyMEHT YTBEpPXKIAeTCS JIOHKHOCTHBIM JIMIIOM (JOJKHOCTHBIMHU
JUIaMH) WU CHEUUAIbHO M3/1aBa€MbIM akTOM. [Ipu yTBEpKIEHUM [IOKYMEHTa
JOJDKHOCTHBIM JIUIIOM TPU( YTBEPXKICHUS TOKYMEHTa JOJIKEH COCTOATHh U3 CJIOBA
YTBEPXJIAIO (6e3 xaBbIuek), HAUMEHOBAHUS JOJDKHOCTHU JIMIIA, YTBEPXKIAIOIIETO
JIOKYMEHT, €T0 MOJIUCH, THUIIMAJIOB, (PaMIIINK U JaThl YTBEPKICHUSI, HAIPUMED:

YTBEPXJIAIO
IIpencenarens BepxoBHoro Cyna
Poccuiickon ®enepanuu

(/luunas noonuce) (Muunuansl, GaMuims)

00 mecsgma 2015 .

OnemeHThl pekBu3uTa «['pud yTBEpNKACHUS HOKYMEHTa» ULEHTPUPYIOTCS
OTHOCHUTEJIBHO CAMOU JNIMHHOW CTPOKH.

[Ipu yTBepKAEHUU JOKYMEHTA HECKOJbKUMHU JOHKHOCTHBIMHU JIMIIAMU
MX TIOJANMCH PACTIOJIATAOTCSA Ha OJHOM YPOBHE.

IIpn yTBEp)KIE€HWM JOKYMEHTAa IIOCTAHOBIIEHWEM, PEILICHUEM, NPHUKA30M,
npoTokonoM  Tpud  yTBepXkIeHuMs cocTouT u3  cinosa  YTBEPXJIEH
(YTBEPXXJIEHA, VYTBEPXIEHbBI wmm VYTBEPXJIEHO), naumeHoBanus
YTBEP)KJIAIOIIET0 JOKYMEHTAa B TBOPUTEIBHOM IIAJEXKe, €ro Jarbl M HOMeEpa,
HaIpumep:

YTBEPXXJIEH
npukazoM I[Ipencenarens Bepxosnoro Cyna
Poccutickon ®enepanuu
ot 00 mecsiia 2015 1. Ne

I'pud yTBEpKIEHUS MOKYMEHTa pacrojiaraeTcsi B MPaBOM BEPXHEM YTIIIy
MEepPBOIo JIUCTA IOKYMEHTA.

2.7.14. TekcT IOOKyMEHTa COCTaBJISIETCS Ha TOCYJIAPCTBEHHOM  SI3BIKE
Poccuiickon @enepanum.

2.7.15. OTMeTKa O HAJIWYUHU TPUIIOKEHUS, HA3BAaHHOTO B TEKCTE ITMChMA,
o opMIISIETCS CIASAYIONUM 00pa30M:
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IIpunoxenue: Ha S 1.

Ecnu nmucbmMo nMeeT MpuiioKeHue, He Ha3BaHHOE B TEKCTE, TO YKa3bIBAETCA €T0
HAaMEHOBAaHUE, KOJMYECTBO JINCTOB M KOJWUYECTBO HK3EMIUIAPOB; NPH HATUYHUU
HECKOJIBKUX MPUJIOKEHUN UX HYMEPYIOT.

Harmpumep:

[Tpunoxenue: 1. CnpaBkao ... Ha 3 1.
2. ITpoexT ... Ha 8 1.

Ecim ipuitoskeHust COpOIIFOpOBaHbBI, TO KOJMYECTBO JIUCTOB HE YKA3bIBACTCS.
Ecnu npunoskeHne HarpaBIisieTcsi HE BO BCE YKa3aHHBIC B JIOKYMEHTE ajipeca,
TO OTMETKA O €ro HAJTUIHH 0()hOPMITSIETCS CIICTYIOITUM 00pa3oM:

[Ipuiioxkenue: Ha 3 JI. TOJBKO B MEPBBIN aapeEC.

2.7.16. IloaroroBneHHble J[UIsI TPEACTABICHHS HA MOJANUCH JIOKYMEHTBI
BU3UPYIOTCS HUCIOJHUTEISIMA H JPYTHMMH JIMIIAMH, OTBETCTBEHHBIMH 33 WX
MOJATOTOBKY, a TaK)K€ 3aMHTEPECOBAHHBIMU JIOJDKHOCTHBIMHU JIMIIAMHU, C KOTOPBHIMU
IPOBOAMIIOCH COTJIACOBAHHUE.

[Ipu nmoanucanuu COBMECTHOTO JOKYMEHTA IMEPBbIN JIUCT 0pOpMIISIETCS HE Ha
OnaHke. B TOKyMeHTaX, COCTAaBJIIEHHBIX KOMHCCHEH, yKa3blBalOTCA HE JOJKHOCTH
JIUI, TOAMUCHIBAIONIMX JOKYMEHT, a WX OOs3aHHOCTH B COCTaB€ KOMHUCCHUHU B
COOTBETCTBHUHU C paclpeesICHUEM.

Eciu  1OMKHOCTHOE JMIO, HOJAMUCH KOTOPOrO 3aroTOBJEHAa B IPOEKTE
JIOKYMEHTa, OTCYTCTBYET, TO JIOKYMEHT MOJAINUCHIBACT JHUI0, HCIOJHSIOUIEE €ro
O0S3aHHOCTH, WM €ro 3amecTutedb. l[Ipm SToM 00s3aTenbHO yKa3bIBAeTCs
dakTUyeckass JODKHOCTh JIMIA, TOAMHCABIIETO JOKYMEHT, W ero (ammmus
(ucmipaBiIeHHUS MOXHO BHECTU OT PYKH WJIM MAIIMHOMHCHBIM CIIOCOOOM, HampuUMep:
«1.0.», «3aM.»). He momyckaercss mOAMKMCHIBaTh JOKYMEHTHI C MPEIJIOTOM «3a» WU
MIPOCTaBJICHUEM KOCOW YepThI Mepel HANMEHOBAHUEM JOJHKHOCTH.

2.7.17. CornacoBaHue MPOEKTa JOKyMeHTa 0hOpMIIIETCS Ha OTICIBHOM JIUCTE
coryiacoBanus (mpuioxenue 41).

CornacoBaHue NpoeKTa JOKYMEHTa MOXKET O(pOpMIIATHCS BU30M COTIacOBaHUS
JOKYMEHTa, BKJIIOYaIed B ce0sd HaMMEHOBAHWE JIOJDKHOCTH BU3HMPYIOIIETO
JIOKYMEHT, €ro MOAMKUCH U pacimu(poBKy NoAnucHu (MHUIUAIBI, (aMUIIUIO) U JaTy
MO CAHMUS.

Hanpuwmep:

COTI'JTACOBAHO
Hauansaux Ymnpasnenus (Otaena) Jluunas noonuco  aunmansl, pamumus
00 mecgma 2015 .

IIpn Hanuuuy 3amMeyaHUl K JOKYMEHTY MX H3JaraloT Ha OTAEJIIBHOM JIUCTE,
MIOAIUCHIBAIOT U IIPUJIAraroT K JOKYMEHTY.

JIns MOKyMEHTa, MOJIMHHUK KOTOpOoro octaércsa B Cyae, BU3bl IPOCTABISAIOTCS
B HI)KHEW 4acTh 000POTHOW CTOPOHBI MOCJIEAHETrO JUCTA MOATUHHUKA JOKYMEHTA.
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Jis  1OKyMeHTa, NOJJIMHHUK KoToporo oTnpaBisitor u3 Cyna, BH3BI
IOPOCTABJISIIOTCS B HIDKHEH YacTH JIMLIIEBOW CTOPOHBI KONMM OTIIPABIISIEMOIO
JIOKYMEHTA.

JlommyckaeTcsi NOJIMCTHOE BU3UPOBAHNE JOKYMEHTA U €r0 MPUIIOKEHUS.

2.7.18. Ha noxymeHTax, HampaBisiEeMbIX B OpraHbl T'OCYJIapCTBEHHOM BIACTH,
IPOCTABJISIETCS. OTMETKA 00 MCIIOIHUTENE.

OTtmeTka 00 WCIOJNHUTENE BKIOYACT B ce0s UHUIUAIBI U (HaMUIIUIO
UCTIONTHUTENS JOKyMeHTa, Homep ero Ttenedona. OTMETKy 00 HCIOJIHUTENE
pacrmosaraioT Ha JIMIEBON CTOpPOHE MOCIEAHErO JUCTA JTOKYMEHTa B JIEBOM HUKHEM
yriy, Haripumep: B.A. XKyxkos, Ten. (000) 000 00 00.

2.7.19. OTMeTka 00 HMCHOJHEHHMHM JTOKYMEHTAa M HANpaBICHUH €ro B JEIO0
(Hapsia, TPOU3BOJICTBO) BKIIOYACT B ceOs CIENYIONINE JaHHBIC: CCBUIKY Ha JaTy U
HOMEp JOKYMEHTa, CBHJICTSILCTBYIONIETO O €r0 MUCIOJIHEHUH, WK (TP OTCYTCTBHH
TaKOTO JIOKYMEHTa) KpaTKHe CBeleHHs o0 HCIOJHEeHWW; cioBa «B nmemo (Hapsin,
IIPOU3BOICTBO)»; HOMEDP JIeNa, B KOTOPOM OYJET XpaHUThCS JOKYMEHT.

OtmeTka 00 HCHOJHEHUM JOKyMEHTa M HAalpaBiICHUU €ro B Jejo (Hapsa,
IPOM3BOJICTBO) TIPOCTABISICTCS HAa O0OPOTE TIOCIEIAHEro JIMCTa JOKYMCHTa,
HOJIUCBHIBAETCA W JATUPYETCS HCIHOJHUTENEM JOKYMEHTa WM PYKOBOJIUTEIEM
1oJipa3esieHus, B KOTOPOM UCIIOJHEH JIOKYMEHT.

2.7.20. Ilpu monaroroBke IOKYMEHTOB wucmnosb3yercs mpudrt «Times New
Roman» pazmepom Ne 14.

Oco0eHHOCTH MOATOTOBKU U 0hOPMIECHUSI
IIPOEKTOB IIPUKA30B (pacuopsKeHUN )

2.7.21. llpukazamMu W pacnopsDKEHUSIMU O(QOPMIISIOTCS  PEIICHUs 10
ONepaTUBHBIM, OPraHU3ALMOHHBIM, KaIpPOBBIM M JPYIMM BOIPOCAM BHYTpPEHHEH
nearenbHocTH Cyza.

[IpoekTbl mpuKa3oB (pacloOpsHKEHUN) TOTOBATCS M MPEJCTaBISIIOTCA Ha
noanuck noxpasaeneHusmMu Cyna Ha ocHoBaHuMM mnopydeHuidl PykoBoacrea Cyna
a100 B WHUIMATUBHOM mopsike. [IpoekThl MpHKa30B IO KaJpOBBIM BOIPOCAM
TOTOBSITCS YTpaBlI€HUEM KaJpoB U TOCYJapCTBEHHOW CIy>KObl Ha OCHOBAaHUU
COOTBETCTBYIOIUX IPEICTABJICHUN.

2.7.22. OdopmileHHE U COIJIACOBAHHWE MPOEKTOB MPHUKA30B (PAcCHOPSKEHUN)
OCYILECTBIISIETCS B COOTBETCTBUU C MOJIOKEHUAMH II. 2.7 HacTosmen MacTpykuum.

[Ipukas (pacnopsokenue) nedyataercss Ha Onankax Cypa (mpuiioxkeHue S) u
UMEET CIIEAYIONINE PEKBU3UTHI, paclojaraeéMble CUMMETPUYHO IO LIEHTPY CBEPXY
BHU3:

- uzoOpaxenue ['ocymapctBenHoro repba Poccuiickoit ®enepanuu B
MHOTOLIBETHOM HCITOJIHEHHH;

- naumenoBanme  Cyma  (BEPXOBHBIM  CYJ  POCCHUMCKOM
OEJIEPAIIMN);

- HauMmeHoBaHue Buaa gokymenta (IIPUKA3, PACITOPAKEHUE);

— naTy (¢ JIeBO¥ CTOPOHBI) U HOMED (C MPaBOi CTOPOHBHI);

— pekBu3UT «MOCKBaY;
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— PEKBHU3UT «ITPHUKAa3bIBAKO» (I IMpHUKa3a), <« IIpejiararoy,
«ITPOITY» (7151 pacCopsHKEHUS);

- HaMMEHOBAaHHUE JOJDKHOCTU JIMLA, MOJANKHCABLIETO JAOKYMEHT, JIMYHAas
NOJANKUCH, UHULIUAIIBI, (pamMuIns.

2.7.23. JlaToii mpukasza SBIAETCS JaTa ero moamucanusd. /lata odopmisercs
CJIOBECHO-IIU(POBBIM CHOCOOOM; HOMEp IMpUKa3a COCTOUT U3 3Haka «No» U
MOPSIAKOBOrO HOMEPA MPUKa3a, HAPUMED:

14 ampenst 2015 r. Ne 14-11.

3aronoBoK TMpuKa3a (pacnopspKeHUsi) JOJKEH BBIPABHUBATHCS IO IEHTPY
onmanka Cyna u meyaTaTbhCsl MOMY>KUPHBIM HMIPUPTOM; TOUKA B KOHIIE 3arojIOBKa HE
CTaBUTCA. 3aroJIOBOK, COCTOSIIIMI U3 ABYX M 0OJie€ CTPOK, IE€YaTaeTCs 4yepe3 OJIMH
MEKCTPOYHBIN UHTEPBAJL.

PacniopsikeHusi, Kak MpaBUIIo, 3ar0JI0BKa HE UMEIOT.

2.7.24. Texct npukaza (pacnopspKeHUs1) JOJDKEH COCTOSITh M3 JIBYX 4acTel:
KOHCTaTUPYIOIIEH U PaCOpAIUTEIbHOMN.

B KoHcTatMpyromeldl 4YacTH KpaTKO H3JIararoTcs LElb W OCHOBAaHWS U
u3aHus npukasa. OHa HAYMHAETCS CIIOBAMH «B LIEJSIX», «B COOTBETCTBUM» W T.II.
Ecnu npuka3 m3naércs Ha OCHOBAaHUM JIPYroro JOKYMEHTA, TO B KOHCTaTUPYIOLIECH
YaCTH YKa3bIBaIOTCS HaMMEHOBAHME 3TOT0 JOKYMEHTA B TBOPUTEJIBHOM IAJEXKE, €ro
JlaTa, HOMEp U 3aroJI0BOK.

KoHcratupyromass 4yacTb B IPOEKTaxX IMPUKA30B 3aBEPIIAETCS  CIOBOM
«IIPHUKA3BIBAIOY.

PacnopsaurenbHas 4acTh JIOJIKHA COJIEpKaTh nepevrciIeHne
MPEANHUCHIBAEMBIX JEHCTBUI C YKa3aHHEM HCIOJHUTENS KaXI0ro IEUCTBUS U CPOKOB
UCIIOJIHEHUS. PacniopsaiuTenbHas 4acTh MOXET JEIUTHhCS HA MYyHKTHI U MOIIYHKTHI,
KOTOpblE HyMEpYlTcsi apaOckumu Iudpamu. JleldcTBUS OJHOPOIHOTO XapakTepa
MOTyT OBITb TIEPEUYUCIIEHBl B OJHOM IyHKTe. B KkadecTBe ucnojgHUTENEH
yKas3blBatoTCs noxpasaeneHuss Cyna WM KOHKPETHbIE JOJDKHOCTHBIE —JIMILA.
[TocenHUN IYHKT pacnoOpSAWTENIBHOM 4YacTH MOXET COAEpKaTbh CBEICHUS O
noapasaenenun CyJa niav JOJDKHOCTHOM JIMIIE, Ha KOTOPBIE BO3Jaraercs KOHTPOJIb
3a BBIITOJIHEHUEM NPHKa3a.

Ecnu npuka3 oTMeHsieT (U3MEHSIET) paHee U3JaHHbIN TOKYMEHT WM KaKue-TO
€ro IOJIOKEHUS, TO OJHWH W3 IIYHKTOB PacCHOPSIAWTEIBbHOM 4YacTH TEKCTAa JOJDKEH
CoJIepKaTh CChUIKY HA OTMEHSEMbIN JOKYMEHT (MYHKT JOKYMEHTA) C YKa3aHUEM €ro
JaThl, HOMEpa U 3aroyioBka. TeKkcT MyHKTa JOJKEH HauuHaThes cinoBamu «IIpu3Hath
YTPATUBILIHUM CHITY...».

[locne mnoanmucanust npuKa3 (pacHnopsbKeHHE) HEOOXOAMMO  JOBECTH
n0 JoikHOCTHBIX Jull Cyna B COOTBETCTBMM CO  CIHMCKOM  JOBEICHMUS
(mpunokenue  42), KOTOpPBIA TOTOBUTCS BMECTE C TIPOCKTOM  IpHUKa3a
(pacnopsbxkeHust).

2.7.25. CoBMecCTHBIE TPHKa3bl C OpPraHaMH TOCYAapCTBEHHOW BIACTH H
OpraHu3alusIMu (Jajiee — COBMECTHbIE PUKa3bl) OPOPMIIIOTCS B YKa3aHHOM BBIIIIE
HOPSIKE CO CIEYIOIIMMH OCOOEHHOCTSMHU:
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— COBMECTHBIE TIPUKa3bl TEUATAIOTCS Ha CTAHJAPTHBIX JUCTax Oymaru
dbopmara A4 (210x297 mm) Ge3 OnaHka;

- HauMmeHoBaHus CyZa U OpraHoB roCyJapCTBEHHOM BJIACTU U OpTraHMU3alUN
(anmee — opraHbl) IOJKHBI pacriojaratbCsi Ha OJJHOM YPOBHE;

- JlaTa COBMECTHOI'O IMpHUKa3a — €uHasi, COOTBETCTBYET AaTe 00Jiee MO3THErO
MOAMUCAHUS U PA3MEIIAETCS 110 HEHTPY;

— pPETUCTpaIlMOHHBIA HOMEP COBMECTHOIO MpHKa3a, MOAroToBieHHoro Cynom
U IPyTUM OPTaHOM (OpraHaMH), COCTOUT U3 PErUCTPAIMOHHBIX HOMEPOB JOKYMEHTOB
Cyna 1 HauMEHOBaHHUI OpraHOB, MPOCTABIIEMBIX Yepe3 KOCYI0 YepTy B MOPSIKE UX
yKa3aHUs B COBMECTHOM IPHKa3e;

- moanucu pykoBoauteneil Cyna U OpraHoB pacrojiararoTcs Moja TeKCTOM Ha
OJTHOM YpOBHE.

2.7.26. TlpoekTbl mpuKa3oB (pacmopsuKEHUH) U TPWIOKEHUS K HUM
BU3UPYIOTCS BHavalie pykKoBojuTesneMm mojapaszzieneHus CyJlia, TOTOBUBIIUM IPOEKT,
3aTeM pYKOBOJUTEISIMU Jpyrux mnozapasfeneHuid Cyna, KOTOPbIM B IPOEKTE
IpeyCMAaTPUBAIOTCS 3aJaHUsl M MOPYYEHMs, a TaKXKe HAadyalbHUKOM YIIpaBJICHUS
JIOKYMEHTO000pOTa U JIETIONPOU3BOICTBA (TIpusioxkeHue 41).

Eciu B mpouecce coriacoBaHuss B IMPOEKT BHOCATCS  U3MEHEHUS
OPUHLUINAIBHOIO XapakTepa, TO OH MOJUICKUT IepepadOTKe U IOBTOPHOMY
COTJIACOBAHHUIO.

[IpoekTsl mpuKa3oB (pacmoOpsDKEHUI), TMPEACTaBIsIEMble Ha  IMOAIMMKCH
[Ipencenarento Cyaa (mepBomy 3amectutento Ilpeacenarens Cyna), BU3UPYIOTCS
samectutenssmu  [Ipencemarenss Cyma B COOTBETCTBUM € pacmpeeleHHEM
00s13aHHOCTEM.

2.7.27. Tlpuka3pl HyMepyIOTCS MO TOPSAAKY B Mpenesax KaJeHIapHOro Toja;
NpUKa3bl MO0 OCHOBHOW JEATEIBHOCTH, MO JMYHOMY COCTaBY M PaCIOpPSKEHUS
HYMEPYIOTCSI OTAEIBHO.

2.8. PerucTpauusi 4 OTIpaBKa HCXOASIIUX JoKyMeHTOB Cyna

2.8.1. HUcxomsmmmu  nokymentamu Cyna  SBISAIOTCA  JOKYMEHTHI,
HanpaBisieMble U3 CyJa B OpraHbl TOCYJapCTBEHHON BIACTH, OPTaHbl MECTHOTO
CaMOyTpaBlIeHUs, OPTaHU3AINH, JOHKHOCTHBIM JUIIAM M TpaxkaaHaMm. J[OKyMEHTHI
neyaTaroTcs Ha OJlaHKaxX YCTaHOBIEHHOW (OpMBI U OPOPMIISIOTCS B COOTBETCTBHUH C
MOJIOKEHUSIMU 1. 2.7 HacTosmer MacTpykuuu.

2.8.2. Peructpamusi ~ UCXOIAIIUX  JIOKYMEHTOB OCYILIECTBIISIETCA B
noapasnenenusix Cyaa B JeHb WX TOCTYIUICHUS ISl OTIPAaBKH pPabOTHUKAMHU
nonpazaenenuit  Cyna, OTBETCTBEHHBIMH 3a BEACHHE JCJONPOM3BOJACTBA B
NOJIpa3IesICHUsIX.

O6OpaboTka, y4€r U oOTHpaBKka ucxomsmed koppecrnoraeHmun Cyna
TIPOU3BOISTCS IKCTICTUIIEH.
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2.8.3. O6paboTKa MCXOAAIIEH KOPPECTIOHACHIMA ~ T OTIPABKM IOYTOBOI
CBS3BIO OCYILECTBIIACTCS OSKCHEAWIIMENH U BKIIOYAaeT B ceOst €€ COpPTUPOBKY,
B3BEIIMBAaHUE, ONpPENENIeHNEe U MPOCTaBICHUE HAa KOHBEpTax (MAaKeTax) CTOMMOCTU
(ppankupoBaHue), COCTABIICHUE OINUCEN 3aKa3HBIX OaHIEpOJieH U MHCEM, YIaKOBKY
CYJIeOHBIX eI, YUET U cauy UCXOSIIEH KOPPECTIOHACHIIMN B OT/ICJICHUE CBS3H.

2.8.4. VYuér wucxonmdmed  KOPPECHOHACHIIMM  OCYIISCTBISETCS B
aBTOMATU3UPOBAHHOM pEXUME TYTEM CUUTHIBAHUS CKAaHEpPOM IITPUX-KOJa
(mpunoxkenust 72, 73) HCXOAANMIETO  JOKyMEHTa C  HCIIOJIb30BAaHUEM
COOTBETCTBYIOIIETO IporpaMMmHoro odecneuenust AVIC.

2.8.5. Tlocnme moanmucanus JOKYMEHTOB, TOJJICKAIINX OTIPaBKe (MCXOSAITNX
nokymeHToB Cyna), OHHM BMECT€ C MCIOJHCHHBIM JOKYMEHTOM, JIMCTAMH
COrJlacoBaHMsl (IIPOEKTOM JOKYMEHTa C HEOOXOJIMMBIMH BHU3aMHU) NEpearoTcs
pabOTHHUKY COOTBETCTBYIOIIEro mojpasneieHust Cyaa, OTBETCTBEHHOMY 3a BEACHHE
JIEJIONPOU3BOICTBA, JJIi WX PETUCTPAIMH, MOATOTOBKH K OTIPABKE, MOJIIMBKHA B
Haps (TPOU3BOJCTBO) U XPAHECHHUS.

2.8.6. Ilpu mosty4eHUH UCXOMAIIET0 JOKYMEHTA JUIsl PETUCTPAllii U OTIPABKU
pabotHukoM nojapaszaenenust Cyna, OTBETCTBEHHBIM 3a BeJIEHUE JCJIONPOU3BOJICTBA,
MIPOBEPSIOTCS MPABUILHOCT €10 0(OpMIICHHUS, HAIMYUE NPUIIOKEHUNA U KOJIUYECTBO
JIUCTOB.

Ucxondiye AOKYMEHTHI HEMpPOIECCyaIbHOTO XapaKTepa PEruCTPUPYIOTCS B
AWC c aBTOMaTHYECKAM ITPUCBOCHUEM UCXOASAIIEr0 HOMEPA.

JIJisi perucTpanuy TOKYMEHTOB 3arloJTHSACTCS DJICKTPOHHAS PETHCTpallioOHHas
KapTOYKa JJOKYMCHTA.

2.8.7. PeructpalliOHHBIA HOMEP MCXOJIAIIETO JOKYMEHTa COCTOWT M3 HOMEpa
Hapsga, geduca, wuHACKca  (OyKBEHHOro  O0OO3HAYCHMUS  TOJAPA3ACICHUS)
(mpunoxenne 37), neduca, TOPSAKOBOIO HOMEpPA, KOCOM YepPThl U ABYX IMOCIICIHUX
mudp kajaeHmapHoro roga (Hampumep: 1-BC-304/15). HcxoasmmM JOoKyMeHTaM
OTHOTO M TOTO K€ COJIEp)KaHMs, HAMpaBIsIEMbIM B HECKOJIBKO aJPECcOB,
MPUCBANBAETCS OJMH PETUCTPAILIMOHHBIN HOMED.

[Ipu  peructpanuu  UCXOIANIUX  MPOIECCYaTbHBIX  JOKYMEHTOB UM
MPUCBANBAIOTCSI HOMEPA MPOU3BOCTB 10 CyICOHOMY JIeTTy WK *kKajnooe.

2.8.8. Hcxonsmue JOKyMEHTHI, TTOATOTOBJICHHBIC NI OTIPABKH, MEPEIarOTCs
B OKCHEAUIMIO paboTHUKaMU mozpaszaeneHuid Cyna, OTBETCTBEHHBIMU 32 BEJICHUE
JIETOTIPOM3BOICTBA, B 3aKJICCHHBIX KOHBEpPTaX IOJHOCTHIO  O(QOPMICHHBIMH
(C OTMETKOW O KaTeropuyd IOYTOBOTO OTMPABIICHUS, HAKJICCHHBIMH ATHUKETKAMHU
(cTUKepaMM) ¢ yKa3aHHEM MOYTOBOTO apeca U UHACKCA).

2.8.9. TloaroromieHHBIC I OTHpPABKUA CYACOHBIC [eja TIEepPelaroTcs B
DKCIEAUIMI0O  paOOTHUKAMU  CEKpeTapuaToB  cyAcOHbIXx  coctaBoB  Cyga,
OTBETCTBEHHBIMH 3a BEJICHUE JCIONPOU3BOICTBA. B WX MPUCYTCTBUU TTPOBEPSIFOTC:
HAJM4HME COIMPOBOJIUTEIHLHOTO TMHUChMA, COOTBETCTBHE HOMEpA, KOJUYECTBA TOMOB
CyZeOHOTO Jieia U ajipecara, yKa3aHHBIM B COITPOBOUTEIIFHOM MMHUCHME.

1 O0paboTka HCXOSMICH KOPPECHOHACHIIMH OCYIIECTBISIETCS B COOTBETCTBHHM ¢ [IpaBmiamu OKa3aHHUS YCIIyT
IOYTOBOMH CBSI3H.
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2.8.10. B momyuyeHun cyaeOHBIX nIed Ui OTIPAaBKH PaOOTHHUK 3KCHEIULIUU
pPacIuUChIBAETCS HA KOMHUHU COMPOBOAMTENILHOTO MHUChbMA, a B MOJYYEHUU 3aKa3HBIX
MMCEM U MUCEM JIJISl OTIPABKU C KYPhEpPOM — B peecTpax nepeadu JOKYMEHTOB MO0
B COOTBETCTBYIOIIUX XypHaIax nojapasaeneauit Cyna (npunoxenue 14).

2.8.11. HempaBwibHO oOQoOpMIICHHAs Ji1 OTHPABKH KOPPECIIOHICHIIUS
AKCIIEIMIIMEN HE TPUHUMAETCS U MOJIJICKUT BO3BPATY.

OTBETCTBEHHOCTh 3a MOJTOTOBKY KOPPECHOHJICHLIUMU MJisi OTHPABKUA HECYT
paGotHuKH noapasaeneHuit Cya, OTBETCTBEHHBIC 32 BEJCHHUE JEIOMPOU3BOICTBA.

2.8.12. CynebOnpie nema, a Takke pemenus Cyma mo aenaMm W kaimobam
HAIMpaBJISAIOTCI C  COMPOBOJIWUTEIBHBIMH  THChbMaMH, IOATOTOBJICHHBIMA B
YCTAHOBJICHHOM 1. 2.7.2 Hacrosmed HMHCTpykunm nopsiake W NOANMCAaHHBIMU
YIOJIHOMOYEHHBIMH paboTHUKaMu anmapata Cyna.

2.8.13. CyneOHble wu3BelIeHUsT MOTYT HampaBisaThest CynoMm 3aKa3HbBIMU
NUCbMaMH WJIM TeJerpaMMaMH, MOATOTOBIIEHHBIMH B YCTaHOBJIEHHOM 1. 2.7.2
HacTosIeld MHCTPYKIIMY MOpsIKe, C YBEIOMIICHHEM O BpyueHHH (Tipuiiokenue 34).

2.8.14. CynebOHble nena, a TakKKe HCXOAAIINE JOKYMEHTHI C MPUI0KCHUSIMH,
MIPEACTABIISAIONIMME [IEHHOCTH (yI0CTOBEPEHHUS, TACMOPTa, TUTIJIOMbI, CBUIETEIHLCTBA
U T.11.), OTIIPABIISIIOTCS 3aKa3HBIMU OAHJIEPOJISIMU WIIH 3aKa3HBIMU MTMCbMaMH.

2.8.15. Ha 3aka3Hyr0 KOpPPECHOHJCHIIUIO COCTaBISCTCA OMNHUCh B TPEX
sk3eMIusipax. OAMH 3K3EeMIULIp HalpaBiIIeTCs C KOPPECHOHIEHUUEH, BTOpOU
nepenaércs B MOYTOBOE OT/ACJIICHHUE, a TPETUM, C OTMETKOM pabOTHUKA MOYTOBOTO
OTJENICHUs O TpuéMe KOPPECIOHICHIINH, TTOIINBAETCA B COOTBETCTBYIOLINI HapAT
IKCIIEAUIINH.

2.8.16. Ilepenaua B SKCIEAUIMIO UCXOAAIUX TOKyMEeHTOB Cyaa u cyaeOHbIX
JieN, TOAJIeKAIIUX OTIpaBKEe uepe3 OTIEJCHHE CBSI3U, UII HUX 00paboTKH
OCYILECTBIISIETCS €KETHEBHO 10 17 4acoB B YCTAHOBJIEHHOM TOPSIZIKE.

[lepenaya ucxomsmen koppecnonaeHunu Cyna U3 dKCIETUIUN B OTIEICHHE
CBSI3U OCYILIECTBISIETCS €KeTHEBHO ¢ 9 10 10 yacos.

2.8.17. B 3aBUCUMOCTH OT BaXHOCTH M CPOYHOCTH HCXOJSIIHNE JOKYMEHTHI
Cyna u cyneOHble Jefla HAOpaBiSIOTCS 4Yepe3 OTHAEJCHHE CBSI3U  (IIOYTOM,
Tererpadom), GenbIberepeKoil i CrenHanbHOM CBSI3bI0, KypbepaMu (HAPOUHBIMK) 2.

OtnpaBka M JOCTaBKa CpOYHOM wucxonsauiet koppecnonneHuuu Cyna
Kypbepamu (HapOYHBIMH) B OpPTaHbl TOCYJapCTBEHHOM BIACTH U (penepaibHbIe CY/IbI,
pacmosioxeHHble B T. MOCKBE, OCYIIECTBIAIOTCS 4Yepe3 AKCIEAMIIMIO JIBa pasza B
HeJeIto (10 cpelaM U MATHULIAM).

VYkazaHHasi KOpPPECMOHIEHIUS JOKHA OBITh TepeiaaHa B AKCHEAUIUIO
HaKaHyHe JIHS OTHpaBKH (BO BTOPHUK W B YETBEPr) WM B JEHb OTIPABKU
He 1o3aHee 9 yacoBlS MUHYT.

Ucxonsmme nokymenTsl Cyna u cyneOHbIE jaelia, HampaBlisieMble Kypbepamu
(HapO4YHBIMM), YUYWUTHIBAIOTCS B OKcrmenuinuu B JKypHanme yuéra wucxonsimen
koppecniongeHuun Cyna, JOCTaBiIsieMOW Kypbepamu (HApOYHBIMU) B OpTraHbI
rOCyJapCTBEHHOW BIACTU M (eaepaibHbie CyAbl, PACIOJOKEHHbIE B T. MOCKBe

12

B cooTtBercTBHM C MOPpYUYCHUAMU PyKOBOHCTBa Cyzla uexoaduiue NOKyMEHTBI Cy)la MOTYT HalIpaBJIATbBCA B CYAbI
061H€ﬁ IOpUCAUKIIUN U ap6I/ITpa>KHI>IC CyAbl € UCIIOJB30BAHUEM HUMCIOIIUXCS B PACHOPAKEHUU IJICKTPOHHBIX CPEACTB
CBA3U U CPEJICTB q)aKCHMHHBHOﬁ CBsI3H.



26

(mpuiioxenue 15), TOCTaBISIIOTCA U MEPEAIOTCA MO PEECTPY, MOAMKUCH MOTydaTels
3aBepsIETCS] COOTBETCTBYIOLIMM IITAMIIOM (I1€YaThIO).

2.8.18. Jlna ormpaBku ucxojnsmed koppecnonaeHmu Cyaa HCIOIb3YHOTCS
crenuaibHO 0(OPMIICHHBIE TTOYTOBBIE OyMaxkHbie KOHBEpThl Cyaa (Ij1s1 UCXOASMIINX
JIOKYMEHTOB) M IJIacTUKOBbIE MakeThl Cyna (st cyneOHBIX J1e7) YCTaHOBJIECHHOTO
obpasia (mpuiokenus 32, 33).

2.8.19. Tenerpammbl Cyna odopmisitoTcsi B CyIEeOHBIX COCTaBaxX CyneOHBIX
KOJUIETUH W CTPYKTYpHBIX moapasfencHusx Cyna W mepenarorcs pabOTHHKaM
OKCIICTUIIAN JIJISl TIOATOTOBKH K OTIIpaBKe exXeaHEeBHO ¢ 9 mo 16 yacoB 30 MuHyT, a B
MPEABLIXOJIHBIC U TIPEANpa3qHUYHbIE THU — ¢ 9 10 15 yacoB 45 munyT. TenerpaMmMebl
Cyna xareropum «CpodYHas» TMPUHUMAIOTCS HE TMO3HEEe 4YeM 3a 45 MUHYT 10
OKOHYAHHUS BPEMEHH, YCTAHOBJICHHOTO CITy>kKeOHBIM pactopsigkoM Cyna.

2.8.20. Tenmerpammbl Cyna nokHBI ObITh O(GOPMIIEHBI B COOTBETCTBUU C
[IpaBunamu  OKasaHms ycIyr tenerpadgHOi  cBs3u—  (mpwiokeHue 34) Ha
CTaHJapTHBIX JucTax Oymaru (dpopmatsl AS, A4), moAnucaHbl U 3aBEPEHBI MEYATHIO
Cyna c BocripousBeaeHrueM ['ocynapcrBenHnoro repda Poccutickoit deneparmm.

[IpaBo moamucu Ttenerpamm Cyna umetotr [lpencenarens Cyna, mnepBblid
3amectutenb lIpencenarens Cyna, 3amectutenu I[lpencenarens Cyna, cynsu Cyna,
PYKOBOJMTEINN CTPYKTYPHBIX nojpasnenenuii Cyaa u X 3aMECTUTEIH.

Bmecte ¢ momnuHHukoM Tenerpammbl Cyaa B OKCHEAMIMIO IS y4uéTa
nepeaaéTcs 3aBepeHHas HCIIOJTHUTEIIEM OTHA U3 €€ KO, BTOpast 3aBepeHHasT KOIHS
MpUOOIIACTCS K MPOU3BOCTRY.

Tenerpammer Cyma, ohOpMIICHHBIE C HAPYIICHUEM YCTAaHOBJICHHOTO TOPS/IKA,
pabOTHUKAMH JKCIICTUITMN HE MPUHUMAIOTCS W HE3aMEIMTEIIbHO BO3BPAIIAIOTCS
WCIIOJTHUTENISIM Ha I0paboTKYy.

2.8.21. Anpec MmexayHapoaHoi TenerpamMMbl Cyna JOKEH OBITH HamuCaH
OykBamu andaBuTa CTpaHbl Ha3HAYEHMs] WM HA PYCCKOM S3bIKE OyKBaMu
JATUHCKOTO ajdaBura.

TexkcT MeXIyHapOJTHOW TelerpaMMbl, JTOJDKHOCTh, (aMHIIdg W WHUIUAIBI
noipkHOCTHOTO Jniia Cyfia JOMKHBI OBITh HAMMMCAHBI HA JIIOOOM SI3bIKE, pa3peliéHHOM
CTpaHOW HAa3HAYCHUS, TATUHCKUMU OyKBAMH.

AJIpecHbIC [aHHBIC OTIPABHTEIS HOIDKHBI ObITh HAIHCAHBI OYKBAMH
pycckoro andasura.

Jlst HarcaHusl MeKIyHApOAHBIX TenerpaMM Cya MCTIONB3YIOTCS JTATHHCKHC
OykBBI (MpuitoxkeHue 35).

[Tpumeps! odopmItleHUs MEXITyHapoaHbIX TenerpamMm Cyna MpeacTaBiICHBI B
npuiiokeHuu 36.

BmecTe ¢ moaIMHHUKOM MEXKIyHApOIHOW TeiaerpaMMbl Cyna B SKCHEIUITUIO
s yaéra miepenaTcsl 3aBEpEeHHAs HCIOJHHUTENEM OfHa W3 €€ KOMUHA U TEKCT
TelerpaMMbl Ha PYCCKOM s3bIKe . BTOpas 3aBepeHHAss KOMMS MEXIyHapOLHOI

3 YTBepxaeHs! nocranosinenueM IIpasurensctBa Poccuiickoit @enepanun ot 15 anpens 2005 r. Ne 222.

* VKa3bIBAIOTCS IO YEPTOI, B COAEPIKAHME TEIEIrPAMM HE BXOJISIT.

1 Ogopmmsercss B 1Byx sk3emiuisipax, medath Cyaa ¢ BocmpomsseeHueMm [ocymapcrenHoro rep6a Poccumiickoit
®denepanuy He CTaBUTCS, 3aBEPSIETCS MOANUCHIO UCIIOTHUTENS.



27

tenerpammbl Cyla M TEKCT TeJlerpaMMbl Ha PYCCKOM SI3bIKE MPUOOIIAIOTCS K
MPOU3BOJICTBY.

3. OCOBEHHOCTHA PABOTbBI C JOKYMEHTAMM B CYAE

3.1. /Ie10mpou3BOJACTBO B CEKPETAPUATAX CYJAeOHBIX COCTABOB NPH
paccMOTpPeHuM CyeOHbIX e (MATEePHUAJIOB) B KaueCcTBe Cy/1a NepBoil
HHCTAHIIUN

3.1.1. 3asBneHus, aneUISIUOHHBIE KajdoObl (MPEJICTABIICHUS), YaCTHBIC
XKaoObl M TPEJCTABICHUS U JIPYTHe JAOKYMEHTHI, MOCTYIHMBIIUE B CEKpPETapUaThl
CyJEOHBIX COCTaBOB (Jlajiee — CeKpeTapuaThl) U3 YIPaBICHUS 110 OPraHU3aIHOHHOMY
00€eCIeYeHUI0 PACCMOTPEHUsI OOpallleHUid, MPUHUMAIOTCS B aBTOMATU3HPOBAHHOM
pexume u perucrpupyrorcs B AVMC. JlokymeHTam, IOCTYNHBIIMM B CEKpeTapuar
Hucunmnaaproin komierun Cyga, JOTOJHUTENIBHO NPHCBAUBACTCA IITPUX-KOJ
(mpunoxenue 73).

3.1.2. Tlpu peructpanuu B AUC kaxxnoMy 3asiBICHUIO B aBTOMAaTU3UPOBAHHOM
peXUME IPUCBAUBAETCS HOMED.

PeructpaniuoHHplii  HOMEp  COCTOMUT U3  OyKBEHHOro  00O3HAY€HUs
noapazneneHus: AK — CyneOHas kosuieruss Mo agMUHUCTPATUBHBIM jaenaMm; OK —
CynebOnas kosuterus no skoHomuueckum cropam; BK — CynebHas kosuierus mo
nenaM BoeHHocayxamux; JK — JlucuumniuHapHas KOJIJIETHs; MHACKCAa CyaeOHOM
uHctanuuu (I1M); nByx nociaeaHux mudp KaaeHAApPHOro (TEKYIIEro) roaa; Aepuca u
TIOPSIKOBOTO HOMEpa, a Takke urepsl (Hanpumep: AKIIN15-1).

B CyneGnoli koJiieruu mo jeiaM BOCHHOCTYXKAIIUX TakKKe HMCIOJIb3YHOTCS
auTepel «Y» i 00O3HAu€HUs YroOJOBHOrO Jena M «A» s 0003HaYeHMs
aIMUHUCTPATUBHOTO feina (Hampumep: BKATIN15-1).

3.1.3. Ha nepBoii ctpanuliie 3asBieHUs (Kaao0bl, MPEICTABICHUS) CTABUTCS
PErUCTPAllMOHHBIN IITAaMI C yKa3aHUEM JaThl MOCTYIUIEHUS W PETHCTPALIMOHHOTO
HOMepa 3asBiicHHsI (Kaao0bl, MpeacTaBIeHUs) (IPUIOKEHHE 67).

3.1.4. Ilocne QopMupoBaHusi cocTaBa CyJa 3asBJICHHUS TIEpeNaloTcs Ha
u3ydyeHue (pacCMOTpPEHHE) CyAbsiM, O 4YEM Jenaercsi OTMEeTKa B JKypHaie
perucrpauuu Aen  (3asBI€HWI), paccCMaTpUBaEeMbIX [0 TEPBOM HMHCTAHIIHMH
(mpunoxenwue 16).

3.1.5. IIpu BeiHECEHUM CYIBEN onpeaeneHust 00 0TKa3e B MPUHATUN 3asIBICHUS
100 0 BO3BpAIEHUH 3asBJICHUS (POPMUPYETCS MaTepua, B KOTOPbII MOJIINBAIOTCS:
KOIUA 3asiBJICHUS; KOHBEPT (B KOTOPOM ObUIM MPHUCIAHbI JOKYMEHTHI); MOJJIMHHUK
ONpEeNeNeHus] CyAbM U KOMHUS COMPOBOAMTENIBHOIO NHChMa (O HAampaBlIeHUU
JIOKYMEHTOB 3asIBUTEIIIO).

B cdopmupoBanHOM Matepuane HyMEpYyIOTCS JHCTBI U COCTaBJISIETCS OINHUCH
JIOKYMEHTOB (TpuiiokeHue 54).

Ha o6noxxke Marepuana yKas3blBalOTCS PETHUCTPALMOHHBIN HOMEp MaTepuana,
dbaMuITus ¥ MHUIIMATIBI 3asIBUTEIIS.
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3.1.6. PaGoTHuK cekpeTapuaTa MeperaeT Ha OTHPAaBKY B DSKCHEAULIUIO B
3aKJIECHHBIX KOHBEpPTaX (C HAJANUCAHHBIM TOYTOBBIM aJPECOM, HHIEKCOM U
OTMETKOM O HaNpaBJICHUH 3aKa3HbIM IOYTOBBIM OTIIPABICHUEM) HAJUICKAIUM
oOpa3oM 3aBepeHHbIe Konuu onpeneiaeHuil Cyna 006 oTkaze B MPUHATUU 3asBICHUS
WIM O €ro BO3BpAallCHUM BMECTE C 3asBJICHUEM M MOJUIMHHBIMU JOKYMEHTaMH,
MPUWIOKEHHBIMU K HEMY.

3.1.7. Tlpu BbIHECEHHH CyAbEH OmpeseieHuss 00 OCTaBJIECHUU 3asBJICHUS 0e3
JIBUOKCHUSI HaJUIeKalluM 00pa3oM 3aBEpPEHHAsl KOMUA ATOr0  OMNpECNICHUs
HANPAaBIIIETCS 3afBUTENI0 W KOHTPOJIUPYETCS TOCTYIUICHUE JIOMOJHUTEIBHBIX
JIOKyMEHTOB.

B cinydae mocTymieHus: JOTMOMHUTEIBHBIX JOKYMEHTOB B CPOK, YKa3aHHBIN B
3TOM OMpEJIEICHUN, OHU PETUCTPUPYIOTCS IO HOMEPY, IPUCBOCHHOMY 3asIBICHUIO, U
NEPEAlOTCs Ha U3yUEHUE CYIbE.

B cnydae BbIHECeHUs OMpeIeTICHUSI O BO3BPAILICHUU 3asBJICHUS U MIOBTOPHOTO
oOpallleHus MOCJIE 3TOr0 C TAKUM K€ TPeOOBAaHUEM JOKYMEHTBI PErHCTPUPYIOTCS 110
HOBOMY HOMEpY B NOPSAJKE OUEPETHOCTH.

3.1.8. Ilocne BhIHECEHMs] CYIbEN OMpENETCHUST O MPUHATUM 3asBICHUS K
IPOU3BOJACTBY oOQopMisieTcs cynedHoe aeno, KoTopoe (OpMUPYETCS U3 3ITOTrO
OTIpEJICICHUS] CYJbU M 3asBIICHUA C TPWIOKEHHBIMH JOKymMeHTaMu. Ha o06ioxke
nena (mpuioxkeHue 59) ykaspIBalOTCS PErHMCTPAllMOHHBIN HOMEp jena, pamuius u
WHUIMAIIBI 3asBUTENA, CYTh 3asBICHHBIX TpeOOBaHWUU. JIMCTHI Aena HyMepyroTcs U
COCTaBJISIETCSI OMKCH JOKYMEHTOB Jiefa (puiioxeHue 54).

3.1.9. B AUC u B )xypHaje peructparuu e (3asBiICHH ), pacCMaTPUBAEMbIX
10 TepBOM WHCTaHIMK (TpwiokeHne 16), nemaercss OTMETKa O BBIHECECHHH
COOTBETCTBYIOIIETO OMPEACIICHUSI.

3.1.10. [lomonHMTENBHO MOCTYMAIOIIME JOKYMEHTHI IO Jely, MaTepuairy
(OT3BIBBI Ha 3aBJICHHE U T.II.) PETUCTPUPYIOTCS PaOOTHUKOM CEKpeTapuara IO
pEerucTpaliMoHHOMY HOMEpY Jieia (MaTtepuania) u MmepealoTcs Cy/ibe, Ha U3yUYeHUU Y
KOTOPOT'O HaXxOUTCS 3asiBJICHUE WU B POU3BOICTBE KOTOPOTO HAXOUTCS JIETIO.

Jlena, HampaBJeHHbIE Ha HOBOE PACCMOTPEHHE, BHOBb PETUCTPUPYIOTCS B
CeKpeTapraTax B YyCTAHOBJICHHOM BBIIIIE TIOPSIKE.

3.1.11. JIuna, ydacTByIOIIKE B Jielie, U MHBIC YYACTHUKHU CyJAeOHOro mpoliecca
U3BEILIAIOTCS O JIaTe, BPEMEHHU U MECTE MPEABAPUTENBHOIO CyIeOHOT0 3aceJaHus WIIn
cyneOHOro  3acemaHusi B TOpPSAAKE,  YCTAHOBJICHHOM  TPOIECCYaTbHBIM
3aKOHO/IaTEJIHCTBOM.

3anHTEepEeCOBaHHBIM JIUIIaM (OTBETUMKY) TIO aIMUHUCTPATUBHOMY JIETy BMECTE
C CyZeOHBIM M3BEIIEHUEM O PACCMOTPEHUU Jieia HAIIPABJISIFOTCS] KO 3asBJICHUS U
MPWIOKEHHBIX K HEMY JOKYMCHTOB.

Pacniucku B mostydeHHUM MOBECTOK (M3BEIIECHUI) TPUOOIIAIOTCS K JICITY.

3.1.12. CBenenust 0 Bpy4eHUH WJIM HEBPYUYEHUU JIUIIAM, YYaCTBYIOLIUM B JIEJe,
CyZIeOHBIX U3BEIICHHUI W BHI30BOB (ITOBECTOK) MPUOOIIAIOTCS K MaTeprasam JiejiaM.

B ciydae HeBpyueHHs CyneOHOro M3BEIIEHMsI ajapecaTy o0 3ToM
JOKJIaJIbIBAETCA Cy/Ib€, B IPOU3BOCTBE KOTOPOTrO HAXOAUTCSA AEIIO.
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3.1.13. B AUC BBoautcs uHbopManusi O ABIKEHUU JeNa: JaTa U BpeMs
Ha3HAUeHUs  ClyliaHus, GaMuiusgs UM UHUIUAIBl  JOKJIaJ4uKa,  3ampoc
JOTIOJTHUTEIBHBIX MaTEPHUAIIOB.

3.1.14. B cooTBeTcTBHM C TpeOOBAHUAMHU MPOLECCYATBHOTO 3aKOHOAATEIbCTBA
IpU y4acTHH B CYJCOHOM 3acellaHUM WHBIX YYaCTHMKOB CYJOMPOU3BOJICTBA Y HUX
oTOMpaeTcs MOANMKMCKA YCTaHOBIGHHOTO o0Opasia (nmpuiioxeHus 48, 49).

3.1.15. B cinydae oTioxeHus cyneOHOro 3acenanus y ssBuBmuxcsa B CyJ Juil
Oepércs pacriicka 00 WX W3BEIICHUN O HOBOM JaTe, BpEMEHU U MECTE PaCCMOTPEHUS
7iena, a HESIBUBIIHMECS JIMIa W3BEMIAIOTCS B YCTAHOBIICHHOM IPOIECCYaTbHBIM
3aKOHOM TOPSIIKE.

3.1.16. B cnyuasix, YCTAaHOBJICHHBIX IPOIIECCYATIbHBIM 3aKOHOAATEIbCTBOM,
MIPOTOKOJ CyA€OHOTO 3acelaHus BEIETCS C MCIOJIb30BAHHEM aBTOMATH3UPOBAHHON
CUCTEMBI MPOTOKOJIUPOBAHUS CYISOHBIX 3aCEIaHUMN.

3.1.17. Tlocne cyneOHOrO 3aceqaHusl CEKpeTapb CyJAeOHOTO 3aceaHus BHOCUT
B AHNC cBeneHus o pe3ysibTare pacCMOTPEHHs Jella JUOO0 MPUOCTAHOBIICHUU
MIPOU3BOJICTBA 10 Iy, a B CIIy4ae OTJIOXKEHUs pa30oupaTenbCTBa jiejia — CBEJICHUS O
HOBO J1aTe U BpEMEHU Cy/1Ie0HOTO 3aceaHusl.

3.1.18. Ilocine paccMOTpeHHsI B J€J0 B XPOHOJOTUYECKOM MOPSIIKE
MOJIIMBAIOTCSA JOKYMEHTBI, NMPHOOIIEHHBIE B XO0J€ CyAeOHOro pa3OupaTesibCcTBa,
NPOTOKON  CydeOHOro  3acemaHusi,  CylneOHble  TOCTAHOBJIEHHUS,  KOIHWHU
CONMPOBOJMUTENBHBIX MHUCEM O HANpPaBJICHUH CYIEOHBIX aKTOB (pacmucku 00 uX
BPYUYCHHH ), KOTTHS UCITOJTHATEIIHHOTO JIMCTA.

K nemy He AOMKHBI TOAMIMBATHCS JOKYMEHTHI, IOJUICKAIIME BO3BpaTy, a
Tak)ke IyOJIMKaThl W KOMHH JOKYMEHTOB, y)K€ HMEIONIUXCS B [, YEPHOBUKH.
[IpencraBineHHple CTOpPOHAMH JOKYMEHTBI  BO3BpAIIalOTCS UM  PabOTHUKOM
CeKpeTapuaTa 3aKa3HbIM MUCHMOM (C YBEAOMIICHHEM ) UJIH BPYYAIOTCS MO/ PACITHCKY.

JIucTel cyaebHoro nena Hymepyrorcs. JJoKyMeHThI MOAIINBAIOTCS PAOOTHHKOM
ceKpeTapuara B JieJio ¢ TBEpAoH 00J10kKoi. OO0BEM 0THOTO TOMa CYJeOHOTO Jieia He
JOJDKEH mpeBbImaTh 250 nmuctoB. Hymepaius TUCTOB KaXKI0TO MOCIEIYIONIEro TOMa
Jiefa HauMHAeTCs C eJUHUIB. B KOHIle BHYTpEeHHEW OMHUCH Ka)XJA0ro ToMa Jelia
mudppaMd M TPOMHUCHIO  YKA3bIBAETCS KOJMYECTBO JOKYMEHTOB U JIUCTOB,
coctaBisironmx ToM. OmHUCh 3aBepsercss MOJNUCHI0 pa0OTHHKA CEKpeTapuara,
KOTOPBIN YKa3bIBaET CBOIO JIOJHKHOCTh, (PAMUIIMIO, MPOCTABIISET JAaTy 3aBEpPEHUS
OTIMICH | TIOITHUCH.

3.1.19. Cynebubie nena (MaTtepuanibl) XpaHSATCS B CEKpeTapHarax, B KOTOPBIX
OHH ObUIH CHOPMHPOBAHBI, B TE€UCHUE TPEX JIET, IMOCJIE YEero B YCTAaHOBJICHHOM
MIOPSIJIKE TIEPEAIOTCS B OTIE XPAaHCHUS CyIeOHBIX JOKYMEHTOB.

3.1.20. Cyneb6ubie nena (Marepualibl), MOAJEKAIIUE BO3BPATY MO MUHOBAHUHU
HaJ00HOCTH, 0(OPMIICHHBIE HAJJICKAIIIMIM 00pa3oM, MEPEIatOTCs B SKCISTUIIUIO TS
OTTIPABKH TOJT PACTIHCKY.

3.1.21. DnexTpoHHble 00pa3bl MoANMMCaHHbIX pemieHni Cyma mepenaroTcs B
bank manHbIx cyneOHbIX JokymMeHTOB Cyna.

3.1.22. Konum pemenus (ompeneneHus, mnoctaHoBieHus) Cyna mo ey,
W3TOTOBJICHHBIE B YCTAaHOBJICHHOM TIOPSJKE, BBIAAIOTCSA (HAMPABIAIOTCS) B
COOTBETCTBHH C MPOIIECCYaTbHBIM 3aKOHOATEIHLCTBOM.
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Ha xomum pemenust (ompeneneHus, MOCTAHOBIICHUS) MPH HEOOXOIUMOCTH
MPOCTABIIAETCS OTMETKA O JaTe BCTYIUICHHS €ro B 3aKOHHYIO CHUJIy WJIM O TOM, YTO
OHO B 3aKOHHYIO CHITy HE BCTYIIHIIO.

3.1.23. 3aBepeHHass B YCTAHOBJIEHHOM mopsake komus pemenus Cyna o
NPU3HAHUU HOPMATHBHOTO MPABOBOTO AaKTa WJIM €ro 4YacTd HeJIeHCTBYIOIIUMU
HaIpaBJISeTCS B PEIAKIMIO MEYaTHOrO M3JaHUsl ¢ YKa3aHWEM B COMPOBOJUTEIHLHOM
MUCHbME O TOM, MOJJICKUT JIU MyOJUKAIMKA BCE PEIlICEHUE WU K€ JIUIIb COOOIIEHHE O
HEM.

3.1.24. Hagnexamum o0pa3oM 3aBepeHHBbIC KOMHH BBIHECEHHBIX CYACOHBIX
pemenuit  Cyna mepenatorcs paOOTHHKOM —CEKpeTapuaTta B OKCHEAUILUIO B
3aKJICCHHBIX KOHBEPTAaX MOJHOCTHIO O(GOPMIICHHBIMHU (C HAIMUCAHHBIM ITOYTOBBIM
aapecoM, WHJICKCOM W OTMETKOM O HalpaBJICHWH 3aKa3HBIM ITOYTOBBIM
OTIIPaBJICHUEM) TI0 PEECTPY JUIsl OTIPABKU 3aKa3HBIMHU MMOYTOBBIMH OTIIPABICHUSIMU
WIM HapouHbIM. B peecTpe yka3pIBalOTCS HAaUMEHOBAaHHWE M HOMEP HCXOJAIIETO
JIOKyMEHTa U azapecaT. PeecTp ¢ pacnuckoii pabOTHUKOB SKCIEAUIINH TOIITUBAETCS B
HapsJ CeKpeTapuara.

OTBETCTBEHHOCTh 32 TNPAaBWIbHOE YKa3aHUE PEKBU3UTOB  IMOYTOBBIX
OTIIpaBJICHUHN HECET pabOTHUK ceKpeTapuaTa, 0(hOPMIISIBIINI KOPPECTIOHICHIIHIO.

3.1.25. Tlocne paccmotpenus cyaeoHoro neina B AUC B 351eKTpOHHOM BUJE C
BBIBOJIOM Ha OyMaKHBIM HOCHUTENb (DOPMHUPYETCSl CTATUCTHUECKasi KapToyka Ha JIeJIo
T10 TIEPBON MHCTAHIIWH.

3.1.26. O3HakOMJICHHUE JIUI], YYACTBYIOIIUX B JIelie, C MaTEpPHAIaMH CYIeOHOTO
JieNia OCYIIECTBIIIETCS B YCTAHOBICHHOM TMOPSAIKE C OTMETKOW B COOTBETCTBYIOIIEM
KypHaiue (npuoxenue 28).

3.1.27. Tlepenaua aen (MaTepuasoB) B MHbIE CYJeOHbBIE COCTaBbI (CTPYKTYPHBIE
MoJIpa3esieHus1) OCYIIECTBISIETCSI C OTMETKOH B COOTBETCTBYIOIIEM IKypHAe
(mpunnoxenue 17).

3.1.28. Tlpu peructpanuu aneuISIMOHHBIX Kalo0O (MpencTaBlICHUil) WIH
YaCTHBIX JKajJo0 M TPENCTaBIeHUN B dJIeKTpoHHOU KapToreke AMC Ha HHUX
MPOCTABIIACTCS PETUCTPAIIMOHHBIA IITAMI C YKa3aHUEM JlaThl TOCTYIUICHUS U
pPErUCTpaIiMOHHOTO HoMepa jeia (mpuioxeHue 67).

XKanoOb1 BMecTe ¢ IeTIoM (MaTepraIoM) MepeaaroTcs CyIbe.

[To pes3omonuu Cyabd COCTABISIETCS CIpaBKa O HaMpaBlIeHUU [iela B
Anemanronnyro koyuieruto Cyna (mpuinoxkenue 50) U BHOCUTCS 3alUCh B KypHa
nepegadynd  aneJUIAIUOHHBIX — JKajgo0, TMPEeACTaBICHHWM, YaCTHBIX JKajgod W
NpeICTaBICHUI B ATIeUIAIMOHHYI0 Kosuteruio Cyna (npuioxenue 18).

JIumiam, ydYacTBYIOIIMM B Jie€lie, B COOTBETCTBHHM C TIPOIECCyaTbHBIM
3aKOHOJIATEILCTBOM HAIPABJISAIOTCS KOMHMH aNeIUIAIMOHHBIX XKaj00, MpeaCTaBICHHMA
WJIM YaCTHBIX ’Kaja00 U MpeICTaBIICHUH ¢ IPHIIOKCHHBIMUA K HUM JIOKYMEHTaMH.

3.1.29. Tlepemaua w BO3Bpar 1en (MarepuaioB) OTMEYAIOTCS B peecTpe
MOCTYIJICHUS JIeNT B ANCIISAIIMOHHY0 Koyuteruto (mpmioxenue 19), a taxoke B AVC.

3.1.30. Ilpum BbImaue Komwii CyAeOHBIX aKTOB, a TaKXe MOJJIUHHUKOB
JIOKYMEHTOB U3 Jieja JeNaeTcss OTMETKA B 3asBJICHUU O BBIIaY€ COOTBETCTBYIOIIUX
JIOKYMEHTOB JIHOO O(pOPMIISETCS pacIUCcKa O MOJTYYEHUH, B KOTOPOU JTOJKHBI OBITh
yKazaHbl (aMuiusg, WMS, OTYECTBO JIMIA, MOJYYHBIIETO JIOKYMEHT, €ro



31

MpoucCCyajIbHOC IMOJIOKCHNUEC, HAMMCHOBAHHC JIMIld, YHACTBYIOUICTO B JICJIC, TAHHBIC
AOKYMCHTA, YAOCTOBEPAIOIICTIO JTUYHOCTb, C 00s13aTeIHLHBIM IMPHUIIOKCHUEM KOIITMH
AJOBCPCHHOCTHU IIPCACTABUTCIIA UJINW MHOI'O JOKYMCHTA. B IMOJIYUYCHHUHN NOKYMCHTA 3TO
JIMIIO OOJIZKHO PaCIIUCAThCA U IIPOCTABUTD ATy IMOJTYUCHU:.

3.2. Oco0eHHOCTH 1eJI0NPOU3BOACTBA B CEKPETAPHATAX Cy/1e0HBIX COCTABOB
Cyne0HO# KOJJIErHH 10 IKOHOMU4YecKuM cropam Cyaa npu paccMOTpeHUH
Cy1eOHBIX J1eJ1 B Ka4ecTBe Cy/1a NepPBOi MHCTAHIMHU

3.2.1. 3asBneHus W YyKa3aHHbIC B TMPWIOKEHUU K HEMY JIOKYMCHTHI,
NOCTYNHUBIIMNE B CeKpeTapuar cynedHoro cocraBa CyneOHON KoJernu 1o
skoHOMHYeckuM cnopam Cyna (nmajmee — cekperapuar) W3 YIpaBieHUs IO
OpPraHU3alMOHHOMY OOECIEYCHUIO PACCMOTPEHUS OOpaIleHU, NPUHUMAIOTCS B
aBTOMATU3UPOBAHHOM PEKHUME, TPOBEPSIOTCS HA TOBTOPHOCTH' M PETUCTPUPYIOTCS B
AWC c npucBOEHUEM PETUCTPAIIMOHHOIO HOMEpa U MTPUX-Koja (mpuioxenue 73).

3.2.2. PeructpaiinoHHblii HOMED 3asiBJICHUS MIPUCBAUBACTCS 3aTE€M Cy/lIeOHOMY
JIeTy ¥ HE TIOJIICKUT U3MEHEHUIO B JIaJIbHEHIIIEM.

3.2.3. PaboTHHMK cekpeTapuata BBOJUT pekBu3UTHl 3asBiieHus B ANC B
CIIEIYIONIEM TMOPSAKE: HCXOASAIIMM HOMEp W JaTa 3asBJICHUs, PETUCTPAIlMOHHBIN
HOMED 3asiBJIICHMS, JaTa MOCTYIUICHUS, MOJHbIE HAUMEHOBAHUS HCTIA, OTBETYUKA U
TPETBUX JHMIl W JPyrde CBEACHHS, IPEIYCMOTPEHHBIC aBTOMATH3WPOBAHHOM
CHUCTEMOM.

3.2.4. ]JlomomHUTEIBHBIC MAaTEpUAJbI, IEepeAaHHbIE W3 YIpaBICHUS II0
OpPTaHU3alMOHHOMY OOCCIICYCHHUIO PACCMOTPEHUS OOpaIleHud MO PaCHUCKy B
peectpe pabOTHHKY CeKpeTapuaTa, HE3aMEUINTEIbHO TMEpeaaroTcsl Cyabe, B
MIPOU3BOJICTBE KOTOPOTO HAXOIUTCS 3asBiieHHE (neno). Ilo pacmopspkeHuo Cynpw
OHH TIPUOOIIIAIOTCS K 3asBICHHIO (7€7Ty) U BHOCATCS paOOTHUKOM CeKpeTapuaTa B €ro
ONMKCHh C YKA3aHHEM HCXOJSIIEr0 HOMEpa M AaThl IOKYMEHTa, €ro HAUMEHOBAHHS U
KOJIMYECTBA JINCTOB, a TAKKE MOPSIKOBBIX HOMEPOB JINCTOB CyI€0HOTO Jena.

3.25. Tlpu oOBeAMHEHUM HECKOJbKHX OJHOPOJHBIX JE€JI, B KOTOPBIX
y4acTBYIOT OJJHU W T€ K€ JIMIA, B OJHO TMPOU3BOJCTBO JMJII COBMECTHOIO
paccMOTpeHHUs Jelly MPUCBAMBAETCs HOMEp, yKasaHHbIM B ompenenenuu Cyna 00
ooveauHenuu nen. B AMC paGoTHHKOM cekpeTrapuara BHOCUTCS HHGOpMAIHS O
JlaTe U CYLIECTBE omnpeiesieHus: 00 00BETUHEHUH JIeJT 10 KaXI0MY U3 00beINHEHHBIX
JIeJNT ¢ yKa3aHuEM HOBOTO HOMepa Jiena.

3.2.6. Ilpu BeIHECEHHMH OTPENEICHUS O BBIJACICHUHM OJHOTO WM HECKOJIBKHX
COCMMHEHHBIX TpeOOBaHW B OTACIBHOE TPOU3BOJCTBO I  Pa3IelbHOTO
paccMoTpeHus paOOTHUKOM cekperapuara (OPMHUPYIOTCS B OTHEIBbHBIC OOJIOXKKHU
JieJia COTIIaCHO OTPEICTICHHIO.

3.2.7. B AVIC no nepBOHa4YaJbHOMY J€Ty BHOCSTCS JaHHbIE O BHIHECEHHOM
OTIPEJICTICHUH O BBIJICJICHUU JeJia B OT/IEIHLHOE MPOU3BOJICTBO, & BHOBb 3aBEIEHHBIC
10 OTIPEJICIICHHIO JIeJIa PETUCTPUPYIOTCS MO OYePETHBIMI HOMEPAMU MOCTYMAIOITUX

16
B nmaHHOM citydae — CIIop 0 TOM e IpeaMeTe, 0 TeM K€ OCHOBAHHSAM, MEXKy TeMH K€ JIUIaMu (IIyHKT 2 yacTu |
cratbu 150 ATIK P®).
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3agBiieHni. Ha 00105kKke OCHOBHOTO Jieia JeNaeTcsi OTMETKA O HOMEPE BBIIEIEHHOTO
Jena, a Ha OOJIOXKKE BBIJCJIICHHOIO Jiefla JIEJAeTCsl OTMETKa O HOMEPE OCHOBHOIO
nena. OTMeTKa JIeNaeTCsl Ha BHEIIHEH CTOpPOHE OOJIOKKK B BEPXHEM IPABOM YTy
(mpunoxenwus 60, 61).

3.2.8. Tlocme paccMoTpeHus jena pabOTHUK cekpeTapuata ¢GopMUpyeT
MaTepHalbl iejia ¥ OJIIUBAET €ro B TAKOU MOCIEe10BATENILHOCTH:

1. Onuce JOKYMEHTOB Jiena.

2. OnpeneneHue o MPUHITHA 3asBJICHUAS K TPOU3BOJICTBY M TMOJTOTOBKE JIeNia K
CyleOHOMY pa3OUpaTEIbCTRY.

3. 3asBIeHUE ¢ TPUWIOKEHHBIMHA K HEMY IOKYMEHTaMH (B TOM 4Hciie 00 oruiare
roCyJ1apCTBEHHOU MOIILJIMHBI).

4. OnpeneneHre 00 OCTABIICHUH 3asBJICHUS O€3 JBUKEHUS.

5. Onpenenenue o MPOBEICHUY MPEIBAPUTEIHLHOTO Cy1e0HOTO 3aceIaHusl.

6. OnpezenieHue 0 HA3HAYEHUH JieJia K CyZeOHOMY pa30UpaTenbCTRY.

7. 3agBieHne 00 00eCieYeHnH UCKa, €CIIU ATO 3asBJICHUE MOJJAaHO OTIIEIBHO OT
3asIBJICHUS WIIH MPEABAPUTENIBHO J0 MPEAbIBICHUS HCKA.

8. JIOKyMEeHTBbI, MPUIIOKEHHBIE K 3asBJICHUIO0 00 00ECIICUEHUH UCKa.

9. JoxymeHT 00 oruiate 3asiBieHusI 00 00eCIeueHUN CKa TOCTONITUHOM.

10. Onpenenenue 06 obecrieueHNH UCKa WK 00 0TKa3e B 00CCIIEUYeHUH UCKA.

11. XonaraiicTBo JuIla, y4aCTBYIOIIETO B jeiie, 00 OTMEHE 00eclieueHus ucKa.

12. Onpenenenue 06 oTMeHE UM 00 OTKa3€ B OTMEHE 00ECIIEUCHHS UCKA.

13. Onpenenenue 06 OCTaBICHUU 3asBJICHUS O€3 PACCMOTPEHUSI.

14. Konus ciipaBku Cyza Ha BO3BpaT rOCHOLLINHEI.

15. Onpenenenrie 0 NpeKkpalIeHUU MPOU3BOJICTBA IO JEITY.

B XxpoHOJOTHYECKOM TOPSIAKE TOIIMBAIOTCS JOKYMEHTBI: OMpEISICHUS,
IpEeIIIeCTBYIONINE CYIeOHOMY 3acelaHuIO; TIEPEMHCcKa; ONpeeJICH s, BRIHECEHHBIC B
Xolle CyneOHOro 3acedaHusi; JOKyMEHThI, mpuoOménnsie CymoMm K Jeny;
MPEAYNPEXKIACHUS JIUII, YYaCTBYIOIIMX B Jiejie, 00 OTBETCTBEHHOCTH (€CIIM OHO HE
oOpMJICHO Ha OTACIBHOM OJIaHKE); MMPOTOKOJ CYJAeOHOTO 3aceaHus; 0ObsIBICHHAS
PE30IOTUBHAS YaCTh PEIICHUS; PEIIEHUE; KOMUS UCTIOTHUTEIBHOTO JTUCTA.

JlokyMeHTBI, ToITBEep kK Aatole HarnpapieHue CyoM Komuil cyeOHbIX aKTOB
JUIAaM, YYacTBYIOIIUM B Jelie, U HX TOJIy4eHHE ajapecaToM (yBEAOMIIEHHE O
BPYUYCHUH, PACIIUCKA, UHBIC TOKYMEHTHI), MOAIIUBAIOTCA K TEM CyJeOHBIM aKTaMm, K
KOTOPBIM OHH OTHOCSITCSI.

[Ipn Hanuuuu B Jeie 3ampocoB 3a JOKYMEHTOM-3allpOCOM TOMeEIIaeTcs
JIOKyMEHT-OTBET.

3.2.9. Konnu onpenienennii U penieHui, HarpaBisieMbIX JIMIaM, Y9acTBYIOIUM
B JIeJie, 3aBEPSIOTCSl paOOTHUKOM CEKpeTapuaTa B YCTAaHOBIEHHOM MOPSIKE.

3.2.10. [Tocne npuHATHA CyAcOHOTO aKTa paOOTHUK CEKpeTapuara HE MO3/IHEE
cienytomiero aas BBoauT B AWC kparkoe conepkaHHE PE30JTIOTUBHOW YacTh
CyZeOHOTO aKTa, AaTy €ro MPUHSATHU.

3.2.11. Konun cyaebHbix aKTOB, MPUHATbLIX MO pe3y/sbTaTaM PacCMOTPEHUA
xonaraiictBa 00 obecreueHnu HCKa, 00 OTMEHE O0OeCTedeHHs] MCKa, O BCTPEUYHOM
oOecrieueHur, 00 OTMEHE OOECIEYEHUsI UMYIIIECTBEHHBIX MHTEPECOB, O MPUHSATUU
MCKOBOTO 3asBJICHUS (3asBJICHHS) K MPOU3BOACTBY, OO0 OCTaBICHUH HCKOBOTO
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3agBlIeHUs] 0€3 JBMKEHHs, O BO3BPAICHMH HMCKOBOTO 3asBJICHHUS, MO pe3yibTaTaM
paccMoTpeHHst Bornpoca 00 0OpallleHUH pelIeHUs] K HEMEIJIEHHOMY UCIIOJHEHHIO, HE
MO3JHEE CIEAYIOLIErO JAHS MOCIIE IHS BBIHECEHUS HAIIPABISAIOTCS COOTBETCTBYIOIIUM
JULAM 3aKa3HbIM IIOYTOBBIM OTIIPABICHUEM C YBEIOMIICHHMEM O BPYUYEHHUH WU
BPYYarOTCSl UM IIOJI PACTIMCKY.

B ocranpHBIX cioy4yasX KONMM CyJAE€OHBIX AaKTOB HANpAaBIIIOTCS JIMIAM,
YYaCTBYIOIIMM B J€JIe, B D-AHEBHBIM CPOK €O JHSA NpUHATHS pemieHus CyaoMm Wiu
BPY4arOTCsl UM IO/, PACIIUCKY.

3.3. OcoleHHOCTH 1€JIONPOU3BO/ICTBA B CeKpeTapuare cy1e0HOro coctaBa
nepsBoii uHcTaHUN Cyne0HOH KOJJIerny Mo aIMMHUCTPATUBHBIM JeJIaM
Cyna

3.3.1. [Ipu peructpaiuu 3asBICHUAS MPOBEPSIIOTCS HA HATHYKE BCTYIHBIIETO B
3aKOHHYIO CHJTY Cy/I€OHOTO MOCTaHOBJICHHUS IO CIIOPY MEXKIY TEMH K€ CTOPOHAMHU, O
TOM >K€ TIPEIMETE U TI0 TEM K€ OCHOBAHUSIM.

B cnyudae, ecnm B 3adBICHMSIX cojaepxkaTcs TpeOOBaHUA O NpPU3HAHUU
HEJCHCTBYIONIMM HOPMATHBHOTO TMPABOBOTO akTa TMOJHOCTHIO WM B 4YacTH,
noncynueie Cyay, paOOTHUK CeKpeTapuara MpOBEpsieT UM BBHIBOAUT Ha OyMa)KHBIN
HOCHUTENIb WHMOPMAIUI0O O TPHUHATHIX CYAEOHBIX MOCTAHOBJIEHUSX B OTHOIICHUU
OCIIApMBAEMOT0 aKTa JIJIs MPUOOIIEHHUS K MaTepuasaMm.

3.3.2. CBenieHusi 0 3aperUCTPUPOBAHHBIX 3asBJICHUSAX BHOCATCS PAOOTHUKOM
CeKpeTapuaTa B JKypHal pEerucTpanuu Jen (3asBieHUil), paccMaTpUBAEMBIX IIO
NePBOI MHCTAHIIUU (TTpHIOKeHHE 16).

3.3.3. Ilpu BwIHECEHMM CYILEW OIpeAesieHus 00 OCTaBJICHUHM 3asiBICHUS O
IOPUCYKJIEHUM KOMIIEHCAllMM 3a HapylleHWe IpaBa Ha CYJONPOMU3BOJICTBO B
pa3yMHBIH CPOK HJIM TpaBa Ha MCIIOJHEHUE CYAeOHOTO MOCTAHOBIICHUS B Pa3yMHBIN
cpok 0e3 JBIKEHHUs HaJJIeKalIuM o0pa3oM 3aBepeHHasl KOMHUSI STOTO OMpeAeTICHUs
HE TIO3JHEE CIEAYIONIEro THS TOCJE THS BBIHECEHHs ONpEACNICHUS HAIMpaBIIACTCS
3asBUTEITIO.

3.3.4. CyncOuple nema W WHBIE MaTepuaibl (IOKYMEHTHI), B TOM YHCJC
NOCTYNUBIIMNE BO HCIOJIHEHHE CyAeOHOro 3ampoca 10 HaxoJIIIeMycs B
npousBojcTBe Cyaa aJMUHUCTPATUBHOMY J€Jy, NMEpPEeAaroTCsl Ha U3yUeHUe Cylbe U
MO0 MHHOBAaHMM HAJAOOHOCTH BO3BpAIIAIOTCS B CyA WIM HWHOM OpraH, HX
HaIPaBUBIIUN, C COMPOBOIUTEILHBIM TUCEMOM.

3.3.5. Ilpu coenriHEHUM HECKOJBKUX TPEeOOBAHUU IO AIMUHUCTPATUBHBIM
JieJiaM B OJTHO MPOU3BOJCTBO YUET U JajibHEeHIIee IBUKEHUE JIea OCYIIECTBIISIOTCS
noJl OJHUM HOMEPOM MPOU3BOJCTBA, OMNpPEAEIsIeMbIM IO JlaTe 3asBICHMUS,
noctrynusiiero B Cy paHee Apyrux.

3.3.6. B cnyuae BbiaeneHus TpeOOBAaHUM MO AAMUHUCTPATUBHBIM Ji€JlaM B
OTJENBHOE MPOU3BOJICTBO OHO DPETUCTPUPYETCS C MPHCBOCHHUEM JAPYroro HOMeEpa,
COOTBETCTBYIOIIETO HOMEpY 3asBJICHHS, MOCTYNUBIIETO B JI€Hb BBIHECCHUS
OTpeseNieHNs] O pazbeAMHeHHH TpeOoBaHWil. B mepBoHavdanbHO copmupoBaHHOM
aJIMUHUCTPATUBHOM JIeJIe COJIEPKaTCs MOATMHHUKH TPOIECCYaTbHBIX TOKYMEHTOB, a
UX KOIWH, TI0 YKa3aHUIO CY/IbH, TIOIIMBAIOTCS B BBIJICIICHHOE MPOU3BOJICTBO.
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3.4. le10npon3BOACTBO B CeKpeTapuaTe Ane/UIAHHOHHOM Kosterun Cyna

3.4.1. B cekperapuar AnemsiiuoHHol kojuieruu (manee — Koserus)
MOCTYMAIOT Jiefla C aneJUIIUOHHBIMUA >Kallo0aMH, TMPEICTaBICHUSMU, YACTHBIMU
*Kano0aMu M MpeACTaBICHUSAMU (fanee — xano0wl) Ha perieHuss Cya, IPUHATHIE UM
B KaueCTBE CyJla IEPBOM MHCTAHIIUHU, a TAaKXKe APYTHe TOKYMEHTHI.

JIoKkyMeHTBI U Cy/ieOHbIE Jelia MPUHUMAIOTCS B aBTOMAaTU3UPOBAHHOM PEXUME
u peructpupyorcs B AWUC c ¢dopmupoBaHneM peecTpa MOCTYIUICHUAS 1€l B
ATIeIUAIMOHHYIO KOJUIETHIO (TMprtokenue 19).

AUC aBTromatnuecku (GopMUPYET HOMEP amneUISIIMOHHOTO MPOU3BOJICTBA 1O
JIeNy U ATy €ro PerucTpalny.

3.4.2. PeructpallMuOHHBIA HOMEp aMeUIAIIMOHHOTO MPOW3BOJCTBA IO
CyIeOHOMY JIeTy COCTOUT M3 OyKBEHHOTO 0003HaueHus moapaszaeienus (AITJ); neyx
nocyieqHuX udp KaleHIapHoro roja; neduca u MopsAKOBOro HoMmepa (HampuMmep:
ATIJI15-25).

Hnst  peructpaumu  Jena, noctynuBmux u3  CyneOHOM  KOJUIETHMHM 110
HKOHOMHUYECKUM criopaM U JIuciuuriInHapHON KOJUIETUH, UCTIONB3YIOTCS JIUTEPHI « I
u «/I» coorBercTBeHHO (Hanpumep: AILJI15-2530 u ATIJI15-25).

3.4.3. Ha mnepBoil crpaHuiie OOJOXKKH IEPBOrO TOMa jena (JIIOKyMEHTA)
CTaBUTCA PETUCTPAIIMOHHBIA INTAaMII C YKa3aHUEM HOMeEpa ameJuISIIIMOHHOTO
IIPOM3BOJICTBA M JaThl peructpainuu B AVC (npunoxenue 67).

3.4.4. Tlpu MOCTYIUICHUH Jelia MPOBEPSAETCS HAIWYUE Ha Kajo0e pe30JTIOIHNH
CYIbH CyIeOHOTO COCTaBa MEPBOW MHCTAHIIUU, TIOCIE YETO JETO PErHCTPUPYETCS C
3aHECEHHUEM BCEX HEOOXOJUMBIX JAaHHBIX B AJEKTpOHHYIO KapTouky AUWC (nanee —
AJIEKTpOHHAss KapTouka). OMHOBPEMEHHO C O3THM TIPOBEPSACTCS TPABMIBHOCTH
uHpopmanuu no neny, panee BHecéHHOM B AMC paboTHMKaMu cekpeTapuara
CyZ1IeOHOTO COCTaBa MEePBOW MHCTAHIIUU.

3.4.5. Jlena ¢ xamobamu TepearoTcs B JICHb PETUCTPAIMH I Ha3HAYCHHS
JOKJIaT9MKa, TaThl 1 BPEMEHHU paccMOTpeHus Aena. JlanHas nadopmaius BHOCUTCS B
AJIEKTPOHHYIO KapTOUKY.

3.4.6. IIpu moaroToBke jiena K cyieOHOMY pa30HupaTeIbCTBY:

- JIMIIaM, YYacTBYIOIIMM B JieJie, B COOTBETCTBUHM C TPOIECCyaTbHBIM
3aKOHOJIATEILCTBOM HAMPABIAIOTCS M3BEIICHUS O JlaTe, BPEMEHU U MECTe
pPaccMOTPEHHUS JEeNa;

- B JICJI0 TIOJAIIMBAIOTCS JOKYMEHTHI (3kajio0a, CIpaBKH, KOMHMH HW3BCIICHUH,
JOKYMEHTBI, TMOCTYNUBIIME A0 CYAEOHOro 3acellaHus), a TaKXkKe MpHOoOIIaeTcs
CTaTUCTUYECKAs! KAPTOUKA /ISl 3aMOJIHEHUS €€ CyAbEH-TOKIaTIMKOM T10 JETY;

— JOKYMEHTBHI, TIOJIIITUTHIC B JIEJI0, BHOCATCS B OMUCH (TIPHIIOKCHUE 54);

- GOpMHpYIOTCS CIUCKM Ha3HAYCHHBIX K PACCMOTPEHHIO JIeN, KOTOpPBIC
MepeIaroTCsl MPEACEeNaTeNi0o U 3aMeCTUTENI0 Tnpesceaarens Kommeruu, mpokypopy,
y4acTBYIOIIEMY B JeJie, B OIOPO MPOITYCKOB W B OT/AEN OOECIIEUEHUs NEATeILHOCTH
CyZIeOHBIX KOJUICTHH.

3.4.7. B cooTBeTCTBUM C TPeOOBAHUSIMH TPOIECCYATHHOTO 3aKOHOAATEIbCTBA
pU y4acTHH B CYJCOHOM 3acelaHUM WHBIX YYaCTHHKOB CYJOTPOU3BOJICTBA Y HHUX
OoTOMpaeTCs MOIMKUCKAa YCTAaHOBJIEHHOTO o0pa3nia (mpuioskerus 48, 49).



35

3.4.8. B xoxme cyaeOHOro 3acefgaHus B YCTaHOBJIEHHBIX MPOIECCYabHBIM
3aKOHOJATEIBCTBOM CIIy4asiXx BENETCS MPOTOKOJ, B TOM YHUCJE C HCIOJIb30BAHUEM
aBTOMATU3UPOBAHHOMN CHCTEMbI TPOTOKOIUPOBAHUS CYACOHBIX 3aceJaHU M.

3.4.9. Tlocne 3acenaHus CHUCOK JeNl C PE3yJbTaTaMH HX PACCMOTPEHHS
MOJIIIMBAETCS B )KypHAJI PETUCTPALIMU PE3YJIHTATOB PACCMOTPEHHBIX JIE].

3.4.10. PaccmoTpeHHBIE Jeia BO3BpAIAOTCS CYIbIMHU-TOKIATIYUKAMU B
cexkpetapuat Kossieruu BMecTe ¢ 3alI0JIHEHHBIMU CTaTUCTUYECKUMU KapTOUYKaMHU.

3.4.11. DnektpoHHbIE 00pa3bl MOAMMCAHHBIX OMPEACICHUN NEPeNaloTCs B
bank manHBIX cyneOHbIX JoKyMeHTOB Cyna.

3.4.12. B ycTaHOBIEHHOM TOPSAKE HW3TOTOBISIOTCS KOMUU OMpPEIeICHUIA,
KOTOPBIE HAMPABIISIOTCS JUIAM, YYaCTBYIOIIMM B jeie (MPUHUMAIOIINM Y9acTHE B
YTOJIOBHOM IIPOLIECCE).

OpHa n3 3aBEpEHHBIX KOTIMH OINpeAesICHUs MoAmMBaeTcs B Hapsia Kommernm.

3.4.13. B ngeno nmoAmMBaIOTCA MOJJIMHHUK — ONpPEACICHUS,  KOIHUH
COMPOBOJUTENBHBIX TMHUCEM W JPYyTUe€ HEO0OXOJAMMbIE JOKYMEHTHI, HAMMEHOBAHUS
KOTOPBIX BHOCSITCSI B OTIHUCh.

[lo nenmam, MOCTYNMBIIMM C XOJlaTaiCTBaMH 00 ompenesieHud (M3MEHEHUH)
TEPPUTOPHUATBHON MOJICYTHOCTH, B IIPOU3BOJICTBO NMEPBOM MHCTAHIIMU TOJIIITUBAIOTCS
KOIMU TPOIECCYAbHBIX JOKYMEHTOB, BBIHECEHHBIX B XOJI€ aleJUISIMOHHOIO
paccMoTpenusi. [Ipou3BOACTBO BO3BpalaeTcsi B MOjApa3/ieliecHue, B KOTOPOM OHO
OBLJIO 3aBECHO.

3.4.14. B AUC BHOCATCS pe3yabTaT pacCMOTPEHUS KaJlIoObl U JaTa BO3BparTa
Jiena B ceKpeTapuaT cyie0HOTO cocTaBa MepBOi HHCTAHIIUH.

[Ipu BeIHECEHHMH TI0 JIETy YaCTHOTO OTPEISICHUS CBEACHHUS O HEM BHOCSITCS B
AUC.

3.4.15. Cynebubie nmena (B TOM 4YHCIIE C XOJaTalCTBaMH OO0 OMpeIeIeHUHU
(M3MEHEHUH) TEPPUTOPUAIBHON TIOJICYAHOCTH) BO3BPAIIAIOTCS B CEKpeTapuar
CyleOHOTO COCTaBa TMEPBOM WHCTAHIMU (WM CEKpeTapuarhl Cy/eOHBIX COCTAaBOB
CyJIeOHBIX KOJIJIETH) MOJ] PACITUCKY B peeCcTpe MOCTYIUICHUS JIeT B ATICIUIAIIMOHHYIO
KoJIIeTHIO (TpritokeHue 19).

3.4.16. O3nakoMJeHHE 3asBUTEIS WM JIMI[, YYacCTBYIOIIUX B Jeje, C
MaTepuajiaMi CyJIeOHOTO Jelia OCYIIECTBISIETCS B YCTAaHOBJICHHOM TOPSIKE C
OTMETKOW B COOTBETCTBYIOIIEM JKypHaie (mpuiokenue 28).

3.5. Jles1onpou3BOACTBO B CEKpeTapuaTax CyAeOHbIX COCTABOB
Cye0OHBIX KOJLIeruil

3.5.1. Cyneb6unie nena nocie noxydeHus CyoM BceX TOMOB Jeia MepearoTcs
B CEeKpeTapuaThl CyJIeOHBIX COCTABOB CYyIE€OHBIX KOJUIETHM (1ajee — CeKpeTapuatrhbl
CyIeOHBIX COCTABOB) M3 DJKCICOUIIMH, a >KAIoObl (MPEACTaBICHUS) W Jpyrue
JTIOKYMEHTBI — U3 YTIPaBJICHUS MO OPTraHU3alMOHHOMY OOECIEYEHUIO0 PACCMOTPECHHUS
oOpaleHu.

3.5.2. CynebHbie nena U JOKyMEHTHI MPUHUMAIOTCS B aBTOMATU3UPOBAHHOM
pexume u peructpupyrorcs B AVIC. Ha nuiieBoii ctopoHe 00JI0KKH TOMa Cy1e0HOTO
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JieNia B PETUCTPALlMOHHOM IITamIe s Jien (mpuioxkeHue 66) yka3pIBacTCsi HOMED,
KOTOPBIN COCTOUT U3:
— COOTBETCTBYIOIIETO HHAeKca (mpuiokenus 38, 39, 40);
- nedwca,
~ GYKBEHHOTO 00O3HAYCHHS KATETOPHH 1e/a’’ i CTAMH er0 PACCMOTPEHHS ;
AIIY — yrosioBHO€ €110, IOCTYIMBUIEE B AlICJUIILIMOHHYK0 HWHCTaHLUIO;
V]I — yronoBHOE J€eN0, NOCTYIUBIIEE B KACCALMOHHYIO HHCTAHIIMIO;
AIIl" — rpak1aHCKO€E €10, TOCTYNUBIIEE B ANCIULMOHHYIO HHCTAHIIUIO;
KI'" — rpaxxranckoe 1eio, noOCTyNnMBIIEe B KACCALIMOHHYIO MHCTAHIIMIO;
AJl — neno 06 aIMUHUCTPATUBHOM MIPaBOHAPYLICHUH;
AAJl — neno 00 aAMUHHCTPATUBHOM MPAaBOHAPYIICHHH, MOCTYMHBILIEE C
YaCTHOM Ka000ii;
OC — 7emo 1mo 3KOHOMHYECKOMY CIIOPY, IOCTYNMBIIEE B MOPSAKE
KACCALlMOHHOT'O ITPOU3BOJCTBA;
— JIByX MOCJIEIHUX HU(pP KaJIEHJApPHOIO TOAa;
- neduca u TOpsAAKOBOrO HOMEpA.

Hampumep: 5-AIll'15-25.

3.5.3. JlokymeHTaM 10 CyACOHBIM JeiaM, PacCMOTPEHHBIM apOUTPaKHBIMU
cynamu, CylIoM IO WHTEUICKTYalbHBIM IIpaBaM, JIOMOJHUTEILHO MPHUCBAUBACTCS
HMITPUX-KOJ (TIpHIIOKeHHE 73).

[TocTtynuBimme cyneOHBIE Jema U JOKYMEHTHI IPHHUMAIOTCS O] PACIUCKY B
peecTpax nepenad JOKyMEHTOB.

3.5.4. Ilpu peructparuu nen1 B AUC unbopmarus ajis 3aloTHEHHS TTOJICH
DJICKTPOHHOH KapTOYKHM BHOCHTCS W3 TPUTOBOpA, pPEIICHUS WIA HHOTO
MIOCTAHOBJICHUS Cy/1a IEPBON WHCTAHIINH.

[Ipu moctyrieHuM J1ejJa Ha PacCMOTPEHHE B KAaCCAIlMOHHOM TIOPSJIKE B
AJIEKTPOHHON KAapTOYKE YKa3bIBACTCS HOMEP >KajoObl, IPEICTABICHHUS, 10 KOTOPHIM
OHO OBLJI0 UCTPEOOBAHO.

B anekTpoHHOM KapTOuKe B COOTBETCTBUU C JBWIKEHUEM Jieia JOJKHBI OBbITH
3aloOJHEHBI BCE PEKBU3UTHI (JlaTa M BpeMs CIyIIaHus jaena, daMuius AOKJIaI4uKa
WIM JaThl TIepeayu aena s u3ydeHus u ap.). Jlomyckaercs yBennuenne o0ObEMa
peructpupyemon nHdopmauu.

3.5.5. B anekTpoHHOM BHIE C TOCICAYIOIIMM OOS3aTEIhbHBIM BBIBOJOM Ha
OyMaXHBIi HOCUTENb (OPMHUPYIOTCS  CTATUCTHYECKHE KApTOYKH, KOTOpPBIC
NPUOOINAIOTCA K JIeIaM IS 3al0OJTHEHUS TTOC]Ie PACCMOTPEHUS Jena.

3.5.6. [lomonHeHNs K ameuISIIIMOHHBIM )kKajo0aM, MOCTYMUBIINE B CyJICOHBIN
COCTaB 0 TIOCTYIUICHHUS JeNa, TOKJIaIbIBAIOTCS TpeIcenaTenio cyAeOHOro cocTaBa
JUIS TIPUHSATHS PENICHUS O HaMpaBlIeHWd WX B CyA TICPBOM HMHCTAHIUH JUIS
odopmieHUsT TUOO NJIst MOCTAHOBKH MX Ha KOHTPOJIb 110 TocTyrieHus nena B Cyn. B
JaTbHEHIIIEM OHU TPUOOIIAIOTCS K MOCTYUBIIIEMY JIETY.

17

yFOHOBHOC, rpaxxJaHCKO€, aIMUHUCTPATUBHOC, 10 9dKOHOMHUYCCKOMY CIIOPY.
18

AHGJ’IJ’IHL{I/IOHH&H, KacCallMOHHasl.
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JloTOTHUTENbHBIE TOKYMEHTHI, MOCTYMUBIIUE K jkKajmo0aM, MpUOOLIAIOTCS K
neny.

XKanoObl (mpeacTaBieHus), MO0 KOTOPHIM HUCTpeOOBaHbI Jelia, HaXOIsATCS Ha
KOHTpOJIE B CeKpeTapuare cyaeOHoro cocraBa J0 nocryruieHus gena B Cya. Ilpu
MOCTYIJICHUU JieJia JaHHBIE 5Kaj00bl (MpeCTaBICHUS ) MPUOOIIAIOTCS K HEMY.

Ecnu B TedueHue Mecsiia ucTpeOOBaAaHHOE B KacCCAIMOHHOM MOPSAKE JENIO He
MOCTYIUJIO, B COOTBETCTBYIOIINI CyJI HAITPaBJIsETCsl TOBTOPHBIH 3ampoc.

3.5.7. Jlena mepenaroTcs CyAbsSM TOJ PACIHUCKY B JIMIEBBIX CyeTax ydéra
cyneonbIx nen (npunoxenus 20, 21).

3.5.8. TIlpu mnoaroroBke CcyAeOHbIX Jdel K PacCMOTPEHUIO JIMIIaM,
YYaCTBYIOIIMM B JIeJ€, B COOTBETCTBUU C MPOIECCYATbHBIM 3aKOHOAATEIHCTBOM
HANPAaBISIOTCA CyAeOHBIC W3BEIICHHS W BBI30BHI C YKa3aHMEM JaThbl, BPEMEHH U
MecTa cyie0HOro pa3oupaTeIbCTBa.

[Ipu paccMoTpeHuu jefla B KAacCAllMOHHOMW MHCTAHIIMM 3aUHTEPECOBAHHBIM
JUIAM  Tak)Ke HaIpaBJISIOTCS KOMHMHM KACCAIlMOHHBIX >KaJIOObl, MPEACTABICHUS U
orpeaeneHus (IIOCTaHOBJICHUS ) CY/IbU.

3.5.9. TIlocne paccMoTpeHus pena cyaeOHOM KOJJIETMEM WM CyAbEn
€IMHOJIMYHO M BbIHeceHUs pemeHuss Cyaa 1eno BO3BpallaeTcsl B CeKpeTapuar
CyJEOHOro coctaBa ¢ OTMETKOH O cJade B JHUIEBOM CU€Te y4yéra CyIeOHBIX Ael
(mpunosxenus 20, 21).

JlaTa, BpeMsl ¥ pe3yJIbTaT pacCMOTpeHHUs cyneOHoro nena BHocsaTcs B AVC.

3.5.10. B cooTBeTcTBHM C TpeOOBAHUSIMH TPOIIECCYATHPHOTO 3aKOHOAATEIBCTBA
IpU y4acTUH B CyA€OHOM 3aceJaHUU WHBIX YYaCTHHUKOB CYAOINPOM3BOJCTBA Y HHUX
oTOMpaeTcs MOJNKCKa YCTaHOBIEHHOr0 oOpa3ua (npuioxeHus 48, 49).

3.5.11. B xoxe cyneOHOrO 3acemaHusi B yCTaHOBJICHHBIX IPOIECCYaTbHBIM
3aKOHO/ATEIBCTBOM CIydasx BeAETCS MPOTOKOJI, B TOM YHCIIE C HCIIOJIb30BaHUEM
aBTOMATHU3UPOBAHHON CUCTEMbI IPOTOKOJIMPOBAHUS CYACOHBIX 3acCeJaHH.

3.5.12. DnexTpoHHbIe 00pa3bl MOJMUCAHHBIX OMPEICICHUI, MOCTAHOBICHHIM
nepenatorcs B bank naHHbIX cyaeOHbIX JokyMeHToB Cyna.

3.5.13. O3HakoMJIEHHE JIHI], yYACTBYIOIIUX B Jielie, C MaTepHallaMU CyIeOHOTO
JieJia OCYIIECTBIIIETCS B YCTAHOBJICHHOM MOPSAJIKE C OTMETKOW B COOTBETCTBYIOILIEM
KypHaie (npuaoxenue 28).

3.6. Oco0eHHOCTH /1eJIONPOU3BO/ICTBA B CEKPETAPHATAX CY/1eOHBIX COCTABOB
CY/1eOHBIX KOJIJIETHH 10 aIMUHUCTPATHBHBIM M I'PAKIAHCKHUM JieJIaM

3.6.1. B cimyuae BBIHECEHUS CYALEN OMpeneNieHUs O Tepeaade KacCarmOHHBIX
XKanoObl, TPEACTaBICHUS] JUIsl PACCMOTPEHUs B CylneOHOM 3aceJaHuu cyJa
KAaCCallMOHHOMW WHCTAHIIMU TIOJJIMHHUK OMNpEACICHUs C TPUIOKEHUEM €ro
3aBEPEHHBIX KOMUM (IT0 YUCITYy CTOPOH) BMECTE C JIEJIOM MepeaaéTcsl B KACCAIMOHHYIO
uHctaniuio Cyna.

3aBepeHHbIE B  YCTAHOBJEHHOM IMOPSAJAKE KOMHUM  OMNPENENCHH O
MIPUOCTAHOBIIEHUU WCIIOJIHEHUSI CyAeOHOro akTa, 00 OTMEHE MPUOCTAHOBJICHUS
CyleOHOTO aKTa HAaIMpaBISIOTCS B CyJI TEPBOM WHCTAHIIMKA W JIUILy, TOJIaBIIEMY
X0/IaTaiiCTBO O MPHOCTAHOBJICHUU UCIIOIHEHUS PEIICHUS CY/Ia.
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3.6.2. [Tocne paccMoTpenus nena Cy1e0HOM KOJIJIETHEH B I€T0 MO IITHBAIOTCS

- xanoba (mpeacraBieHHWE) W KOHBEPT (MPU PACCMOTPEHHHM Jena B
KacCallMOHHON MHCTAHIINN);

— OT3bIBHI (BO3paKEHMS) Ha Kano0y;

— KOMHH W3BEIICHUH JIMIl, YJaCTBYIOIIUX B Jelie, O JaTe, MECTe U BPEMCHH
PacCMOTPEHHUS JIENa;

- opJaepa aJIBOKaTOB M JJOBEPEHHOCTH;

— TIPOTOKOJI CyA€OHOTO 3acemanus (B Cllydae ero COCTABIICHNUS);

— TMOJUIMHHUK OTPEJENEeHNUs CyIeOHON KOJIETUH;

— HHbIE JOKYMEHTHI, MPUOOIIEHHBIE B X0O€ Cy1€0HOTO 3aCeIaHus;

— JMCT-3aBepuTeNb (mpuiioxenue S1).

3.6.3. Jleno BMecTe C 3aBEpPEHHBIMH KOIHUSAMHU OMpEACICHUs CyIaecOHOMN
Kouiernu (MO 4YHUCAy CTOPOH) B 3aBUCUMOCTHM OT pe3yibTaTa pPacCMOTPEHHUS
BO3BpaIaeTcs B CyJ, W3 KOTOPOTO OHO TOCTYMHJIO, KOO HAaNpaBisieTcss Ha HOBOE
PaccMOTPEHHE B COOTBETCTBYIOIIMM CY/I.

B cnyyae mpuHSTHS 1O A€My HOBOTO PEIIEHUS KOIMHUSA ATOTO PEIICHHS B
YCTAaHOBJICHHOM TIOPSJIKE HAIpaBJIseTCs JIMIaM, YYaCTBYIOIIUM B Jielie, 3aKa3HBIMU
MUChMaMH.

3.6.4. Ilocne paccMoTpeHusi Bompoca 00 M3MEHEHUHU MOJCYIHOCTH B JIEJNO
MOJIIIUBAIOTCS:

— JIOTIOJTHUTEIIbHBIC 3asBJICHUSI C PUIIOKEHHBIMU K HUM JJOKYMEHTaMU;

— KOTIMH W3BEIICHUH O JjaTe, MECTE U BPEMEHHU PacCMOTPEHUS;

— OopAepa aJlBOKaTOB M JOBEPEHHOCTH;

— MPOTOKOJ Cy/I€0HOTO 3aCeIaHus;

— TOJUITMHHUK ONPEJEICHUS CyIbU;

— KOTIMH COTMPOBOIUTENBHBIX MHCEM JIMIIAM, YYaCTBYIOIIUM B JIEJIE;

- HWHBIE JOKYMEHTHI, TPUOOIICHHBIC B X0/ CyIcOHOr0 3aceTaHus;

- JIUCT-3aBepUTEIb (TIpriokeHue S1).

Jlumiam, y4YacTBYIOIIMM B JIelie, 3aKa3HBIMH THChbMaMH HaIlPaBJISCTCS
3aBEpEHHAs] B YCTAHOBJICHHOM MOPSIKE KOMUs ompenenceHus. Jleno HarpaBisieTcs B
Cy[l, YyKa3aHHBIN B OTIPE/ICIICHUU.

3.6.5. [lpu BbIHECEHMM MO [y YacTHOI'O OIpPEAETCHHUs CBEIACHHUS O HEM
BHOcsTCS B AVC.

3.6.6. B cnyuae BbIHECeHHs CyAbeil ompeaeneHuss o0 OTKaze B Tmepenaue
KaCCaIllMOHHBIX KaJI0OBI, MPEACTABICHUS IJIsI PACCMOTPEHHUsS B CyJeOHOM 3aceIaHnu
CyJa KacCallMOHHOM WHCTAaHIIMM OJHA W3 3aBEPEHHBIX KOMHUU OMpeesICHUs
MOJIIIIMBACTCSI B JIEJO, Jpyras — HAMpaBIsSETCS 3asBUTEIIO C COMPOBOAUTEIHHBIM
MTUCHEMOM.

Jlermo Bo3BpaIaeTcs B Cy, U3 KOTOPOTO OHO MOCTYITHIIO.

3.6.7. ITo paccmotpennsiM Cynom aenam (popMUPYIOTCS TIPOU3BOJICTBA.

B cnydae BbeiHeceHHs cCyaped omnpeneiaeHuss o0 OTKaze B Iepegade
KaCCAIMOHHBIX KaJ00bl, MPEACTaBICHUS IJIsi PACCMOTPEHUS B CyIeOHOM 3acelaHuu
CyJla KaCCAIll[MOHHOW MHCTAHITUU B TPOU3BOICTBO MOAIIUBAIOTCS:
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- TOJJMHHUK OMpejeneHnsi 00 OTKa3e B IMepeaade KacCAIMOHHBIX KaJIOoObI,
NPEACTABICHUS JIJII PAacCMOTPEHHUs B CyIEeOHOM 3acelaHuH CyAa KaccalMmOHHOU
WHCTaHIUU;

— TOJJIMHHUKH OIpPEACIICHUN O MPUOCTAHOBIICHUN UCIIOTHEHUS PEIICHUs Cya
(B cimyuae BBIHECEHUSA);

— OpHUTHHAJ >KaJ00bl WM MPEACTABICHHUS;

— KONUU 00KaJTyeMbIX CyJeOHBIX TOCTAHOBIICHU;

- KBUTaHIMS 00 yIulaTeé TOCYJapCTBEHHOW TMOIUIMHBI WM JOKYMEHTHI,
CBUIETENBCTBYIOIINE 00 OCBOOOKIECHUH OT €€ YIJIaThI;

— KONHHM COMPOBOJMTENIBHBIX MHCEM O BO3BpAIICHUU Jela B Cyd U
HaIlpaBJICHUU KONUI ONPEAECICHUN 3asBUTEIIIO.

B cnydae paccmMoTpeHus Jena B CyA€OHOM 3acelaHHH B IPOU3BOJCTBO
MOAIINBAIOTCS:

— 3aBEpEHHbIC KOMHUHM ONpEeNeNieHUs] MO pe3yJibTaTaM pPacCMOTpPEHHUs Jela
Cy1eOHOM KOJIIeTHel;

— KONUs OMNpEACNICHUs] O IMepejadye KacCAllMOHHBIX KaJIoObl, MPeCTaBICHUS
JUISL pacCMOTpPEHHsI B Cy/JeOHOM 3acelaHuu CyJla KacCAllMOHHOW HHCTAHIMH (TIpH
PacCMOTPEHHH JIeJIa B KaCCAIIMOHHOM TIOPSJIKE);

— KONHUU >KaJIOObI WM MPECTABICHUS;

— KOIUU 00KaTyeMbIX CYJeOHBIX TOCTAHOBIICHU;

— KONHHM CONMPOBOJMUTENIBHBIX MHCEM O BO3BpAIICHUH Jela B Cyd U
HaNpaBJICHUHU KOMUN ONPEACICHUN JMIaM, Y4aCTBYIOIIUM B JIEJIE.

3.6.8. Ilo gemy o0 aJAMUHHUCTPATUBHOM TNPABOHAPYIICHUH  JIHILY,
oOpatuBIIEMYyCSl C KaloOoll (NMpOKypopy, NpPHHECIIEMY TMPOTECT), JHILY, B
OTHOILIEHUH KOTOPOTrO BEIETCS MPOU3BOACTBO MO Jeny 00 aJIMUHUCTPATHBHOM
MPaBOHAPYIICHUU U TOTEpIeBiIeMy (MIPU €ro HAJIMYWK) HAMPABIISIIOTCS 3aBEPECHHAs
konus noctanosyenus [Ipeacenarens Cyaa unu ero 3amecturens 1ubo cyasu Cyna
0 pe3yJIbTaTaM PacCMOTPEHUS TaKOM KanoObl (ITpoTecTa).

Konun nocraHoBiieHWH, pEIIEHUN, a TAKXKE JOKYMEHTHI, MOATBEPKIAOIINE
MOJIHOMOYHMSI 3aIIUTHHUKA, MPEICTABUTENS, 3aKOHHOTO TPEACTaBUTENS (PU3HMUECKOTO
JUIA WIM 3aKOHHOTO TPEICTABUTENS IOPUIUYECKOTO JIMIA, B CiIydae oOpalieHus
TaKUX JHI[ ¢ KaoOoi mpuolbmiatorcs kK mpousBoacTBy Cyna. VHble TOKYMEHTHI,
MPWIOKEHHBIE K jkallobe, BO3BpaIIaloTCs JIMILY, MOAABIIEMY XalloOy, MPOKYpoOpy,
IIpUHECLIEMY IIPOTECT.

3.6.9. 3aBepennnie kommu moctaHoBieHus IIpencemarens Cynma wim ero
3amectutensa Jmbo cynpu Cyna, KOTOPhIM OTMEHEHO paHee Ha3HAYeHHOe
aIMUHUCTPATUBHOE HAaKa3aHHE B BUJIC aIMUHUCTPATUBHOTO BBIIBOPEHUS 3a MPEIEIIb
Poccuiickoit denepanrii HHOCTPAHHOTO TPaKJIaHUHA WJIW JIMIAa 0€3 T'pakJIaHCTBa C
MOMEIICHUEM B CIIELUATIbHOE YUPEXKICHUE HHOCTPAHHOTO TpaXKAaHUHA WK Jula 0e3
IPAXKJIAHCTBA, MOJJICKAINIMX aJMUHHCTPATUBHOMY BBIJIBOPEHHUIO 34 MPEETbI
Pocculickonn ®enepannu, HAIPaBISIOTCA IS UCIIOJHEHUS 0 MECTY COJEpKaHUS
WHOCTPAHHOTO TPKJAHWHA WM JIMlla 0e3 rpakIaHCTBa, a TAKKE B CY/, BRIHECIIIHMA
MOCTAHOBJICHUE O Ha3HAYEHUHU YKAa3aHHOIO BBIIIE aIMUHUCTPATUBHOTO HAKA3aHMUSI.

3.6.10. B cnyuae paccmoTpeHnus xanoOsl (ITpoTecTa) ¢ UCTpeOoBaHUEM Jiena 00
aAMUHUACTPATUBHOM MTPABOHAPYIIEHUU B JIEJIO MOIINBAIOTCS:
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- ’kano0a (mporecr);

— JIOKYMEHTBI, MOATBEPIKIAOININE MMOJHOMOYUS 3allUTHUKA, MPEACTaBUTEIS,
3aKOHHOTO TIPEICTaBUTENS (U3MUYECKOTO JHIAa WIM 3aKOHHOTO TIPEICTaBUTEIIS
IOPUIMYECKOTO JINIIA, B clTydae oOpallleHusl TaKuX JIHII C jKaJ000i, HHBIE JOKYMEHTHI
no ykazaauro [lpencenarens Cyna umm ero 3amecturens nu6o cyasu Cyna;

— TOJUTMHHUK OTPEACIICHUSI O MPUHSATHH KAIO0OBI (MPOTECTa) K MPOU3BOJCTBY
Cyna;

- nocraHoBnenue [lpencenatens Cyna uiam ero 3aMecTHTENs JTUOO CyAbH
Cyna;

— KONUU COMPOBOJUTENHHBIX IMHCEM O HAMPABICHUNW KOMHN BBIHECEHHBIX
OTIpe/IeTICHUS, TOCTAHOBICHHUS YYaCTHUKAM MPOU3BOJICTBA.

B nmpousBoacto Cyna moammBaroTCs:

— KOIUH KaJI0OBI, TPOTECTA;

— KOMHH JOKYMEHTOB, TIOJTBEPKIAIOIINX ITOJTHOMOYHS JIUI, OOPATUBIITUXCS C
YKaJI000M;

— KOIUU BBIHECEHHBIX MPOLIECCYATbHBIX TOKYMEHTOB.

3.6.11. Jleno o0 agAMUHUCTPATUBHOM IMPABOHAPYIIICHUU HAIPABJISIETCS B CY]
NEePBOM MHCTAHIIUH.

B cmydae oOTMEHBI TOCTAaHOBJCHHS MO Jeiay 00 aJIMUHUCTPATUBHOM
MpaBOHAPYIICHUH W TMepelayd Jeia Mo TMOJACYJHOCTH B JPYrod cya Jeno
HAIpaBJIsIETCS B CyJ, YKa3aHHBIA B IIOCTAHOBJICHWH, a 3aBEPCHHAs KOMUS
MOCTAaHOBJICHUS — B CyJ, M3 KOTOPOTO OHO TIOCTYMHJIO, a TaKXe JINILY,
oOpatuBIIEMYyCSl € KaJI000il (IIPOTECTOM), JIMILY, B OTHOIIEHUU KOTOPOIO BEIETCA
MIPOU3BOJICTBO 110 JIeTy 00 aAMUHUCTPATHBHOM MPABOHAPYIICHUH, W TTOTEPIICBIIIEMY
(mpu ero HaJIu4uH).

3.6.12. [Tpou3BoaCTBa 110 JenaM XpaHATCS B CeKpeTapuare cyaeOHOro cocTaBa
B TE€YCHHE TPEX JIET, MOCJE YEero B YCTAHOBJICHHOM IMOPSAKE MEPENatoTcsl B OTACI
XpaHEeHHUS.

3.7. Oco0eHHOCTH 1eJI0NPOU3BOACTBA B CEKpPeTapuaTax cy/1e0HbIX COCTABOB
Cyne0Ho# KoJJIerum no 3koHomn4uecknMm crnopam Cyjaa

3.7.1. KaccanvoHHble NPOU3BOJCTBA TO JejaM IO  Pa3pelIeHUI0
PKOHOMHYECKUX CIIOPOB, C(HOPMUPOBAHHBIC YTPABJICHHEM 110 OPTaHHU3AIMOHHOMY
00€CTIEYeHUI0 PACCMOTPEHMST OOpallleHHi, TMOCTYMal0T B COOTBETCTBYIOIINE
cekpeTapuaTthl cyaeOHbIX cocTaBoB CyneOHON KOJIJIETUH TI0O SKOHOMUYECKUM CTIOpaM
COTJIACHO CTICLIAATH3aIIH.

[Ipow3BoAcTBAa  MPUHUMAIOTCA B ABTOMAaTH3UPOBAHHOM  pEXHUME,
peructpupytorcs B AVC u nepenarorcs Cyane.

3.7.2. 3aBepeHHBIC KOMUU OIMPEICICHHM, BBIHECEHHBIX MPH PACCMOTPECHHUH
KAaCCAIlMOHHBIX JKaJIOOBI, TpeacTaBieHusl 0e3 ucTpeOOBaHMs Jelia, MEepPeaaroTcsl B
VYrpaBneHue mo opraHU3alMOHHOMY OOECTICUCHHUIO PACCMOTPEHHSI OOpaIIeHU ISt
HaIpaBJICHUS 3asBUTENAM (JIMIaM, YYAaCTBYIOIIMM B JieJie) B YCTaHOBJICHHOM
TIOPSIZIKE.
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[locne paccMOTpeHust KacCallMOHHBIX JKaloObl, TMpelacTaBieHHus  0e3
ucTpeOOBaHMs Jiela 3aBEepeHHash KOMHUSl OlpeAesieHuss 00 OTKa3e B Iepeaue
KACCAIIMOHHBIX KaJ00bl, MPEACTaBICHUS IJIs1 PACCMOTPEHHUS B CYJACOHOM 3acelaHUU
Cynebnoit komternu Cyna nepeaa€Tcsi BMECTe ¢ MPOU3BOACTBOM B YIIpaBJieHHUE 11O
OpraHU3allMOHHOMY OOECIIEYEHUI0 PACCMOTPEHUSI OOpallleHUH JIs HampaBlICHUs
3asiBUTENIO (JIUIY, YYACTBYIOLIEMY B JieJie) B YCTAHOBIICHHOM TOPSJIKE.

K npou3sBoacTBy npuoOmiaroTes:

— TOJJIMHHUK ONPENEICHUS;

— KONUS CONPOBOAUTENIBHOIO MTUCHhMA;

— MHbIE JOKYMEHTHI 110 yKa3zaHuto cyapu Cyna.

3.7.3. Tlocne paccMOTpeHHs] KacCAIlMOHHBIX KalloObl, TMPEACTABICHUS IO
MaTepuagaM HUCTpeOOBAaHHOTO Jelia 3aBEpeHHAsl KOMUsS OINpeAeTICHUs] HaIlpaBisieTcs
3asBUTENISIM  (JIUI[aM, YYacTBYIOIIMM B JieJie) B YCTAHOBJIEHHOM HACTOSIIICH
NucTpykumen nopsake.

B cmyuae BbiHeceHMs ompeneieHHs 00 OTKa3ze B Iepeaaye KacCallMOHHBIX
XKaJIoObl, NMPEACTABICHUS NJs paccMOTpeHus B cyaeOHOM 3acenanun CyneOHoi
kosuierun CyJia MOUIMHHUK OMpeIeTICHUs, KaCCAIIMOHHBIE kKano0a, MPeICTaBICHUE U
KOIIMS COINPOBOJUTEIBHOIO IIMChbMA MOAUIMBAIOTCS B IMPOU3BOACTBO. OpHa u3
3aBEPEHHBIX KOIWW OINpEAeTCHUs MOMAIIMBACTCA B AEN0, Jpyras — HaIlpaBIIIeTCs
3asIBUTEIIIO B YCTAHOBJIEHHOM IMOPSIKE.

3.7.4. Komuum  BBIHECEHHBIX CyAbEW  OMpENeNeHUAd O  IPUHATUU
00eCreynTeNbHBIX MEp WM 00 OTMEHE 00ECTIEUCHHUSI, 3aBEPEHHBIE B YCTAHOBIEHHOM
NOPSJIKE, HE3aMEUIMTENIbHO TMEPENaloTCsl B JKCIECIULUIO U1l HANpaBJICHHUS HX
JUIAM, YYacTBYIOIIMM B Jelie, IPYTrMM JIMLaM, Ha KOTOPBIX CYJIOM BO3JIOXEHBI
00S13aHHOCTH IO MCIOJHEHUIO 00ECHEUYUTENbHBIX MEp, a TaKKE€ B 3aBUCHUMOCTU OT
BUJIa TIPUHSATHIX UM OTMEHEHHBIX MEpP B rOCYAapCTBEHHbBIC OpPTaHbl, HHLIE OpPTaHBI,
OCYULIECTBJISIOIIME TOCYJAPCTBEHHYIO PErMCTPALMIO UMYIIIECTBA WIIM IIPaB Ha HETO.

3.7.5. Ecmu Bbllaya HUCIOJTHUTENBHOTO JIMCTA TIO CyneOHOMY aKTy,
BbIHECEHHOMY CyZ10M, BO3JI0KEHA POLECCYaIbHbIM 3aKOHOM Ha apOUTpaxHbIN Cy,
paccMaTpUBaBIIMK JI€J0 B MEPBOM MHCTAaHUMU, TO MUCbMO Cyaa O BblIau€ TaKOro
VCITOJIHUTEJIHOTO JIMCTA HAIPABIISIETCS BMECTE C 3aBEPEHHOM B YCTaHOBJIEHHOM
MOpSAKE KOmHueH CyaeOHOro akTa B COOTBETCTBYIOIIMM apOWUTPa)KHBINA CyJ IEPBOM
WHCTAHIINH.

3.7.6. Tlocne paccMOTpeHUS KaCcCAIMOHHBIX KaI0O0bI, MPEICTABICHUS BMECTE C
nenoM B cyaeoHom 3acenannu CyneoHoit komierun Cyaa B €10 MOIITUBAIOTCS:

— TOJJIMHHUK Kaj100bl WM MTPEICTABICHHUS;

— OT3BIBBI (BO3pAXKEHUS) HA KATIOOY;

— U3BEIICHMS] JUI, YYacTBYIOIIMX B Jene, O JaTre, MECTe M BpPEMEHHU
paccMOTpEHHUs J1eNa;

— JOKYMEHTBI, TOATBEPKAAIOIINE MOJTHOMOYHS aBOKATOB, MPE/ICTABUTENEH;

- TOIJTUHHUKH NMPUHATHIX Cy/IOM Cy/IeOHBIX aKTOB TI0 JEIY;

— WHBIC IOKYMEHTBI, TPUOOIIEHHBIE B X0 CYJCOHOTO 3aceaHmsl.

B npoun3BoaCTBO MOAIIMBAIOTCS:

— KOIUU KaJI0OBI WU MPEICTABIICHNUS;
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- KBUTaHIMS 00 yIulaTeé TOCYJapCTBEHHOW TONIIWHBI WA JOKYMEHTHI,
NOATBEPXKIAIOIIME TPaBO HA TMOJYYEHUE JbIOTHl IO YIUIAT€ TOCYAapCTBEHHOU
MOILIMHBI;

— XO0JaTamncTBa;

— KOIHS OT3bIBa (BO3PAKEHMS) Ha Kano0y;

— KONHWU M3BEIICHUH JIUI, YYaCTBYIOUIUX B JIeJie, O JaTe, MeCTe U BPEMEHU
paccMOTpEHHUs J1ena;

- KONMUU  JOKYMEHTOB, TOJTBEPXKTAIONINX  IMOJTHOMOYHS  aJBOKATOB,
MPEICTABUTEIIEH;

— Komuu BhIHECEHHBIX CyZIOM CyJeOHBIX aKTOB TIO JIETY;

— KONUS MHUChMA B CyJl IEPBON MHCTAHIIUU O BBIJIaY€ MCIIOJTHUTEIHLHOTO JIUCTA
(Tpu HATUYKHN);

— KONUU COMPOBOJUTENHHBIX MUCEM OO0 OTMpPaBKE KOMHUHA CYIEOHBIX aKTOB
3asiBUTENAM (JIMIIaM, yYacTBYIOIIHUM B JIeTie);

— KOIUU UHBIX JJOKYMEHTOB, MPUOOIIEHHBIX B XOJ€ CYJeOHOTO 3aceaHmsl.

3.7.7. IlpousBoCTBa 1O JieiaM XPaHITCS B CeKpeTapuaTe CyAeOHON KOJIJIETHH
0 9KOHOMUYECKHM CIIOpaM B TEUEHHE TPEX JIET, MOCJIE€ 4Yero B YCTAHOBJICHHOM
MOPSIJIKE MEPEAIOTCS B OTIEN XPAaHCHHUS.

3.7.8. CynebHoe naeno, mojjiexaliee BO3BpaTy MO0 MHHOBAaHWU HaT00HOCTH,
oopMIICHHOE HaJUIeKaIMM 00pa3oM, 3allaKOBAHHOE B MAaKET C yKa3aHUEM ajpeca
JOCTaBKH, Tepeaa€Tcss B OJKCIETUITMIO TIOJ PACHUCKy IS TOCIEIYIOmENd ero
OTIPAaBKU B CYyJ HIKECTOSLIEH MHCTAHUMHU, U3 KOTOPOrO OHO OBLIO HCTPEOOBAHO,
7100 B COOTBETCTBUU ¢ ompenencareM Cya HampaBiIsIeTcs Ha HOBOE PAaCCMOTPEHHUE
B COOTBETCTBYIOIINI apOUTPaKHbIN CY/I.

3.8. Ocob0eHHOCTH /1€JIONPOU3BO/ICTBA B CEKPeTapHaTax CyJAe0HbIX COCTABOB
Cyne0Ho# KoJJIerum 1o yroJaoBHbim aejam Cyjaa

3.8.1. Ilpm moaroroBke Jena K PacCMOTPEHHUIO B CyACOHOM 3aceJaHuu
MPOBEPSETCS HAIWYUE XOJATAaWCTB OCYXKIEHHOTO O €ro y4yacTUU B CyaeOHOM
3acenmaHuu JMOO 00 OTKa3e OT yYacTHUsi B PACCMOTPEHUH Jiefla, a TaKke O
MPENOCTABICHUH aJIBOKATA, IEPEBOTINKA.

Ecmu oCyXIEHHBIN COHNEPKUTCS B YUPEKICHUH YTOJIOBHO-UCIIOJIHUTEIBHOU
CUCTEeMBbI (Jajiee — YUpexkKJACHUs), OCHAIIEHHOM BHUICOKOH(EPEHII-CBIA3bIO, TO TPHU
HaJMYUU XOJaTaliCTBa O €ro y4yacTUM B PACCMOTPEHUHM Jeja JeJI0 Ha3HaydaeTcs K
PaCCMOTPEHUIO.

[Ipy HEOOXOAUMOCTHM  JTAMUPOBAHUS  OCYXKIEHHOTO B  YUPEKJICHHE,
obOecnieunBaroniee BUACOKOH(DepeHI-cBa3b ¢ CyaoMm, KOMUHU OmpeaeiaeHus 00
ATAMUPOBAHUM PACCHIIAIOTCS B YUPEIKICHHUE, B KOTOPOM COJIEPKUTCS OCYKAEHHBIN, U
B YUPEXKIACHHUE, B KOTOPOE OH JODKECH MPUOBITH.

JlaTa 10oCcTaBKU OCYXIEHHOTO U HOMEP YUPEKIACHHS BHOCATCS B DJIEKTPOHHYIO
kaptouky AVC, ocie 3Toro aeso Ha3HA4aeTcs K CIYLIAHHUIO.

3.8.2. Tlocne paccMOTpeHHs YTOJIOBHOTO Jeia CyneOHOM KOJUIeTHed B JIEIO
MOIIITNBAIOTCS:

- opJiepa aJBOKaTOB, JOBEPEHHOCTH;
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— YKaJIOOBI, IPEICTABIICHNUS,

— XapaKTEepUCTHKU;

— IIOCTAaHOBJICHHE O HA3HAYECHUU 3aCENaHMs CyJla aleJUIIIUOHHONW WHCTAHIUU
WIM TIOCTAHOBJICHHE O TIepeaue KacCallMOHHBIX JKalloObl, MpPEJCTaBICHUS C
YTOJIOBHBIM JEJIOM JJIsl PACCMOTPEHHUS B CYJCOHOM 3aceaHuM CyJa KacCallMOHHOM
WHCTAHIIUY;

- KONHMHM W3BEIICHUM YYaCTHUKOB IIPOIECCA O MECTe, JAaTe€ U BPEMEHU
CyZIeOHOTO 3aceaHus;

— WHBIC HEOOXOIUMBIE JOKYMEHTBI, B TOM YHCJIC YBEIOMIICHHS 00 M3BEIICHUN
YYaCTHUKOB IpoIIecca;

- JOKYMEHTHI, IPHOOIIEHHBIC B X0/1¢ CyIcOHOTO 3aceIaHus;

— MPOTOKOJ CyA€OHOTO 3aCeIaHus;

- pemenus Cyna no pe3yjabTaTaM pacCMOTPEHHUS Aea;

- compoBoaMTENbHBIE THMCcbMa Ha Onanke Cyna c¢ mometrkoit «CPOYHO-
CHMXEHUE» nnun «CPOYHO-OCBOBOXIEHHMEY;

— JIUCT-3aBepUTEIb (TprioKeHue S1).

[TogmmTeie K A€y JIUCTBI HYMEPYIOTCA U BHOCATCS BO BHYTPEHHIOIO OIIKCH,
KOTOpast 3aBepsieTcsi pabOTHUKOM CeKpeTapuaTa CyJe0HOro cocTaBa.

3.8.3. 3aBepennas komus pemienust Cyzia B OTHOIICHUH JIMIIA, COJEPIKAIIETOCs
oA CTpaked (IBa DK3EMIUISIpa), HAIMpaBIsSeTCs 10 MECTy €ro CoJepKaHus
(oTOBIBaHMS HaKa3aHUs), a B OTHOILLICHUH ONPABIAHHOTO — MPUKJIAIBIBACTCS K JACITY.

3aBepenHas konus perieHus Cyna, KOTOPBIM OCYXKIEHHOMY CHUXKEHa Mepa
HakazaHusl (JIBa SK3EMIUISIpa), HAMpaBIsAETCS C COMPOBOJUTEIIBHBIM IMHUCHMOM Ha
omanke Cyna ¢ mometrkoit « CPOUHO-CHWXXEHUWE» nns ucnoigHeHUs! MO MECTy
coJiep>kaHus (OTOBIBAaHUS HaKa3aHUs) ocykaAEHHOro uepe3 [lepBrblil oTaen.

3aBepenHas komusa pemieHus Cyaa JUOO BBINKMCKAa W3 €r0 PE30JTIOTUBHOM
YacTH, B COOTBETCTBUH C KOTOPBIM OCYXKJIEHHBIN MOJJIEKHUT OCBOOOXKIECHUIO H3-TI0]T
CTpaku (JIBa 2K3EMIUISPA), B YCTAHOBJICHHBIC 3aKOHOM CPOKH HATMPABIISAETCS 4Yepe3
[lepBbIii OTHEN C COMPOBOIUTEIHLHBIM THUCHMOM Ha Onanke Cyna ¢ MOMETKOU
«CPOYHO-OCBOBOXIEHHWE» s UCHOJIHEHUS MO MECTy COJEpKaHHUs
(oTOBIBaHUS HAKA3aHUs) OCYKAEHHOTO.

3.8.4. Ilocne paccMOTpeHHS ameJUIAIUOHHBIX KaT00bl, MPEACTABICHUS Ha
penieHre 00 U3MEHEHUU TePPUTOPUATILHOM MOACYTHOCTH JIE0 HAIpPaBIsIeTCs B CY/,
YKa3aHHbIA B CyJACOHOM pelIeHHuH, Uil PacCMOTPEHHsI MO cyliecTBy. B ciyuae
W3MEHEHUS TEPPUTOPUATIBHON MOACYTHOCTU KOIHUSI COMTPOBOAUTEIHHOTO MUCHhMa IS
CBEJICHUS HAIPaBJISECTCS B Cy/I, U3 KOTOPOTO OHO MOCTYIHUJIO.

3.8.5. Ilpu BbIHECEHHH TTOCTAHOBIEHHS 00 OTKa3e B Mepeaadye KacCalMOHHBIX
KajmoObl, TPEACTaBICHUS [JII PAcCMOTpEHUsT B CyACOHOM 3acelaHuM Ccyja
KacCallMOHHOM WHCTAHIIMU TI0 MaTepuajaM YroJIOBHOTO Jejia OJHA U3 3aBEPEHHBIX
KOIW HAIPaBJISIETCS 3asIBUTEINIO, @ BTOpas MPUOOIIASTCS K Jey.

[Ipu otcyrcTBUM ocHOBaHui 1j1si BeiHeceHus [Ipenacemarenem Cynma nu6o ero
3aMECTHUTENIEM TIOCTAHOBJIICHUS 00 OTMEHE, YKAa3aHHOTO BBIIIE TMOCTAHOBJICHHUS
MOJTMHHUK O(DUIMAIEHOTO MHMChMa HAMPABIISETCS 3asBUTEITIO.

[Ipu BBIHECEHMM TIOCTAHOBJIEHUS O TMepefadye KaCCAIMOHHBIX JKaJIOOBI,
MIPE/ICTABIICHUSI C YTOJIOBHBIM JIEJIOM JIJII PACCMOTPEHHUS B CYJIeOHOM 3aceaHuy Cy/a
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KaCCallMOHHOM WMHCTAaHIMU JIeJI0 C TMOJIMHHUKOM JIaHHOTO TIIOCTAHOBJICHHUS U
Kano0oi, MpeACTaBICHHEM Mepenaércs Ha PacCMOTPEHUE B CyJ KacCalMOHHOU
WHCTaHIIUU.

3.8.6. Bca uHbopmanus 1Mo pacCMOTPEHUIO YTOJOBHBIX JI€1 BHOCUTCS B
ANEKTPOHHYIO KapTouky AVC.

3.8.7. [Ilepemaua B DJKCHEAUIMIO JUIS OTIPAaBKH O(POPMIICHHBIX B
YCTAaHOBJICHHOM TIOPSIIKE JIeNl OCYHIECTBJISIETCS TOJI PAaclUCKy Ha KOMHH
COMPOBOJAUTEIBHOTO TUCHMA.

3.8.8. 1o xaxxnomy cyneOHOMY Jemy BeIETCs MPOU3BOACTBRO.

[To pe3ympratamM paccCMOTpEHHs jelia CyJAeOHON KOJUIeTHEH B MPOU3BOJCTBO
MOJIIITNBAIOTCS:

— CONPOBOAMTEIEHOE MUCHMO HMUKECTOAILIETO CY/a;

— KONUHU 00KadyeMbIX CYJEOHBIX PEIICHUN;

— KONHUs TIOCTAHOBJICHUSI O HAa3HAYEHUHW 3acelaHusl cyJa aneusIIMOHHOU
WHCTAaHLIIMM WIM KOIHKSA IIOCTAHOBJIGHHUA O Iepelaye KacCAllMOHHBIX >KaJloOBl,
IPEJICTaBICHUS C YTOJIOBHBIM JIEJIOM Il pPACCMOTPEHUS B CyIeOHOM 3ace/laHuu CyAa
KaCcCallMOHHON MHCTaHLUY;

— KONMM W3BEUICHUNM YYaCTHUKOB IIpollecca O MeCcTe, JaTe€ U BpPEMEHH
Cy1eOHOTO 3ace/IaHus;

— HMHbIE HEOOXOUMbIE TOKYMEHTHI, B TOM YMCJIE YBEJOMJICHUSI 00 U3BEIICHUN
YYaCTHHKOB IPOLECCa, 3alPOChl HA UCTPeOOBaHUE JieNia B KACCAlMOHHOM NHCTAHIINH;

— KONUs MPOTOKOJIa CYyJeOHOTr0 3aceaHMms;

- 3aBepeHHble Konuu pemeHnid Cya no pe3yiabTaTaM pacCMOTPEHUS AEIa;

— KONUS CONPOBOJMUTENBHOTO mnHchbMa Ha Omanke Cyna C  [OMETKOU
«CPOYHO-CHWXKXEHUE» nan « CPOYHO-OCBOBOXIEHUEY;

- Komnus conpoBoauTenbHoro nucbma Cyna (k aeny).

[Io pe3ynbraTaM H3y4eHHUs KacCAllMOHHBIX JKajlo0bl, MPEACTABICHUS IO
MaTepuasaM yrojoBHOTO Jiejia B MPOU3BOACTBO MOIIMBAOTCS:

— MOJUIMHHUK TIOCTAHOBJIEHUSI CyAbH OO0 OTKa3ze B Ieperaye KacCallMOHHBIX
XKaoObl, MpeNCTaBICHHUs JJII pPacCMOTPEHUs B CYJeOHOM 3acelaHuu Ccyjaa
KaCCalluOHHOM MHCTAHUMU WJIA KONUS TIOCTAHOBJIEHUS CYIbUM O IIepenaue
KaCCallMOHHBIX KaJ00bl, MPEICTABICHUS C YTOJOBHBIM JIEJIOM I PAaCCMOTPEHUS B
CyJeOHOM 3acelaHMM Cy/a KacCallMOHHOM MHCTAHLUMHU JHUOO KOMUS OPUIHAIBHOTO
nucbMa Ipeacenarens Cyna (3amectutens [Ipencenarens Cyna);

- opIepa aJBOKAaTOB, jXajio0a, NPEICTABICHHE C KONUSMU O0XKaIyeMbIX
CyJIE€OHBIX PpEIIECHUN, XapaKTePUCTUKHU (B Cllydae BBIHECEHUS MOCTAHOBIEHUS 00
OTKa3ze B IepeAaue KacCallMOHHBIX *anoObl, MPEICTaBIEHUS JJIi PACCMOTPEHHUS B
CyJ1IeOHOM 3acejaHuu CyJia KaCCAallMOHHON MHCTaHIINN);

— WHBIE JOKYMEHTHI, B TOM YHCJIE 3aIIPOCHI HAa UCTPEOOBaHUE AeTa;

— COIPOBOAMTEIHHOE MUCHMO HHKECTOAILETO CYa;

- KoIus conpoBoauTesbHoro nuckMa Cyna (K aeiny).

JIOKYMEHTBI B MPOM3BOJCTBE PACIIONAralOTCs B XPOHOJIOTMUECKOM MOPSIKE.
Ha o0nokax mpocTaBisieTcsi HOMep U 0coOble OTMETKH (OTMEHA, CHM)KEHHE MEphI
HaKa3aHus U T.I1.).
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3.8.9. IlpousBoacTBa XpaHATCS B CEKpeTapHuare CyeOHOTO COCTaBa B TEUCHHE
TPEX JIET, TOCTIe YET0 B YCTAHOBJIICHHOM TOPSIJIKE MEPEIAI0TCS B OT/ICT XPAHCHHUS.

3.8.10. Ilpm BeHeceHmm dYacTHOTO onpenencaus Cyaa MTOMITUHHUK
MOJIIIMBACTCSI B JENO, 3aBepeHHAass KOMHUS C COMPOBOAMUTEIBHBIM IHCHMOM
HATPAaBIISETCS PYKOBOJIUTEIIO COOTBETCTBYIOIIECH opranm3anuu. Komwsi 4acTHOTO
ONpeNeNieHus C  KOMHEH  CONPOBOAWUTEIBHOIO  MHUChMa  IOMEIIAeTCs B
COOTBETCTBYIOIIUHN HAPSI.

YacTtHoe ompeseNieHue HaXOJUTCs Ha KOHTPOJE B CEKpeTrapuare CyneOHOro
cocraBa. CooOIIeHNs O MPUHATHU MEP MO YACTHBIM OMPENEICHUSIM TOBOISATCS /10
CBEJICHUS COCTaBa CyJa, BBIHECIIIETO YaCTHOE OIpeIeTICHHE, U TIOIIINBAIOTCS B HAPAT
YACTHBIX ONPEIEIICHNN.

Bes undopmanmsi mo 4acTHOMY OMNPEICNICHHUI0O BHOCUTCS B JJIEKTPOHHYIO
kaprouky ANC.

3.8.11. Ilpu BbIHeCeHMHM ompeaeyieHus (IIOCTAHOBJEHUS) O BBIIUIATE
BO3HATPaXJICHUSI aJBOKATYy M B3bICKAHUM C OCYXIAEHHOTO MPOIECCyabHbBIX
U3JIEPKEK B CBSI3U C OKAa3aHMEM €My IOPUAMYECKON MOMOIIM IPH PacCMOTPEHUU B
Cyne yronoBHoro aena jau00 00 OCBOOOXAEHUM €ro OT BO3MEIICHHS YKa3aHHBIX
U3JIEPKEK MOJJTMHHUK €T0 MOAIINBAETCS B ACIIO.

OOpaimieHre K HCIONHEHUIO YKa3aHHOI'O ONpeesieHus (IIOCTaHOBJICHHUS)
BO3JIaraeTcs Ha Cy/Jl, paCCMAaTPUBABIINKA YTOJIOBHOE JIEJI0 MO MEPBOM MHCTAHIIUU.

Komust 3asBrneHuss aaBokaTa M KOMHUS  OMpEACNEHUS O  BBIIUIATE
BOZHArpaX/JCHUsA  aJBOKaTy  HampaBiserca B DUHAHCOBO-DKOHOMUYECKOE
ynpasienue Cyna.

3.9. leaonpousBoacTBo B cekperapuare [lpe3nanyma

3.9.1. TlocrynuBmme B cekperapuar llpesmamyma cyaeOHble Jera
NPUHUMAIOTCS B aBTOMAaTHM3MPOBAHHOM pexume u peructpupyrorcs B AUC.
JlokymMeHTaM 10 JieJlaM MO Pa3pelIeHruI0 YKOHOMHUYECKUX CIIOPOB, PACCMOTPEHHBIM
CynoMm B KaudecTBe cyAa IMEpPBOM WHCTAHIUMHU, a TaKXkKe apOUTPAKHBIMU CyJIaMu
Poccuiickoit @enepaunn, CyoM MO MHTEUIEKTYyalbHBIM IpaBaM, JIOMOIHUTEILHO
NPUCBAaUBACTCS MITPUX-KOJ (TpUitoskeHue 73).

3.9.2. Cynebnpie fgena, TMOCTYNUBINME TI0 JkaoOe (IpeacTaBISHHUIO),
NPUHUMAIOTCA B YCTAHOBJIEHHOM MOPsiAKE (MO PACIUCKY) C IPOBEPKOM KOJIMYECTBA
TOMOB U MPUJIOKECHUM.

[Tpu peructpanuu aena 3amoJHIIOTCS HEOOXOIUMBIC PEKBH3UTHI DJIICKTPOHHOMN
kapTouku AMC: pernoH, nara peructpaiuy, HAMMEHOBAHNUE KOJUIETUH, MOPSIKOBBIN
HOMED Jena B HmKecTosmer nHctaHmuu Cyjaa, Toj PEerucTpallMd B HUIKECTOSIICH
nHctanuuu Cyna.

Bce pekBU3HTHI 2JIEKTPOHHOM KapTOUKKH 00s13aTEIbHBI JIJIS1 3aII0THEHHUS.

XKanoObl u mpeacTaBieHUs], IO KOTOPHIM UCTPEOOBAHBI Jiea i MPOBEPKU B
MOPSIIKE Haa30pa, HAXOJATCA Ha KOHTposie B cekperapuare llpesmamyma m0
NoCTyIieHus1 cyaeoHoro nena. [lopTopHbie 3ampockl 00 ucTpeOOBaHUU Cy/IEOHBIX
JIeJT 0 ao0am (TMpeCTaBICHUSIM ) HANIPABJISIOTCS HE peke yeM uepe3 30 mHer.



46

3.9.3. Panee BHecénHas cyneOubiMu kosuterusiMmu Cyna wuHbopmanus Mo
CyJeOHBIM JlesiaM (KaTeropus Jiefla, HAMMEHOBaHUE CyJla MepBOW MHCTAHIIMU, HOMEP
Jena B Cy/l€ MEepBOM HMHCTAHIIMM, JaTa pelieHus (OmpelnesieHus) B Cyle NepBOi
WHCTaHIMU, pe3yJbTaT PACCMOTPEHMs Jeia CyJAOM INEpBOM HWHCTAHIUMUA U T.J.)
0TOOpa)kaeTcs B SJICKTPOHHOU KapTOUYKE B AaBTOMATU3UPOBAHHOM PEKUME.

3.9.4. PaGotHuk cekperapuara Ilpesmamyma mpoBepseT IPaBUIBHOCTD
oToOpaxk€HHOM mHbopMmaluu. B ciayyae oTCyTCTBHSI HEOOXOIAUMBIX JAHHBIX WIIM MX
OIIMOOYHOCTH PAOOTHUKAMU CEKpeTapuaToB CyneOHbIX kojuteruit Cyna BHOCHTCA
JOTIOJTHUTENbHAS HHGOPMAITUS WA UCTIPABIISIOTCS HETOYHOCTH.

3.9.5. IlopsaakoBeiii HOMep cyneOHOMY neny npucBauBaercss AVC ¢ yuétom
kareropun Jena (CyneOHas KoJJIErWsl MO JejJaM BOEHHOCIY)KAIlUX, CEKPETHOE,
MOCTYIUBIIIEE C HAJ30PHBIM MIPE/ICTABICHUEM).

JlaTa peructpanuy M MOPSIAKOBBIA HOMEDP YKa3bIBAIOTCS B PETHUCTPAIIMOHHOM
HITaMIIe, IIPOCTABIIEMOM Ha 00JI0KKe Jiena (mpuiioxenue 74).

3.9.6. PeructpanmoHHblii HOMEpP HAA30pPHOTO TMPOM3BOJCTBA IO CyAEOHOMY
Neny, TMOCTynuBIIeMy B cekperapuar Ilpesummyma, COCTOMT U3 MOPSAKOBOTO
HOMepa; neduca; OykBeHHOro OOO3HAYEHUS KATErOpPUHM Jiefla U HEKOTOPBIX €ro
ocobennocreit (I1 — yromoBuoe geno o6mieit noacyanoctu, [1B — rpaxknanckoe neno
obmet noncyanoctu, [19K — nemo mo sxkonommueckomy cropy, [IK — yronosHoe
neno, paccmoTpenHoe CyneOHo# KoJuleruei 1mo jenam BoeHHochyxkamux, [IBK —
rpaxkaaHckoe  Jneno, paccmorpeHHoe  CyaeOHOM — kojulerMed 1o Jenam
BOeHHOCHyXamwux, 111 — nemo, paccmorpennoe [ucuunnunaapaoit komierueu, [1C —
YIOJIOBHOE [I€JI0 cnenualibHOM mojcyaHoctd, C — cekperHoe aeno; [P — meno,
MOCTYNHMBILIEE C TMpeAcTaBlieHueM npokypopa, [IPC — npeno, mocrynuBiiee c
MpECTaBICHUEM MPOKYpOpa, CEKpPETHOE); MOCHeIHUX HU(p KaJIeHTApHOTO Trojaa
(mampumep: 25-T1B15).

3.9.7. Ha kaxpnoe cymeOHoe neno ¢GopMUpYyeTcs B DJICKTPOHHOM BHUIE C
MOCJICYIONIUM 00s13aTeIbHBIM BBIBOJIOM Ha OyMa)KHBIM HOCHUTEIh CTATUCTUYECKas
KapTOyYKa, KOTOpasi MpHOOIIaeTCs K ANy JJIs 3ar0JTHEHUS.

3.9.8. B anexrponnyrwo kaprouky AWC BHocsATca nara mepenayu jena Ha
u3ydeHue W (amwius Cyapd, 3aTeM Jelio Tepemaaércsi Cyabe IOoJI PaclucKy B
JIMLIEBOM CUETE.

3.9.9. Ilocne n3ydenus nena B 2NekTpoHHyI0 kapTouky AWC BHOcATCS ngaTta u
pe3yabTaT U3yueHus Jena.

3.9.10. Bmecrte ¢ mocTtaHOBIEHHEM CyIbH 00 OTKa3e B Mepenadye Haa30pHBIX
XKaoObl, TIPEJCTABICHUS ISl pacCMOTpeHusi B cyaeOHOM 3acemannu lIpesummyma
Cyna (nubo ompeneneHueM o0 OTKaze B Iepefade HaAJI30pPHBIX  HKaJloObI,
IpeCTaBICHUS i pacCMOTpeHHs B cyieOHoM 3acemanuu [Ipesummyma Cyna) B
MPOU3BOJCTBO TMOJIIMBAIOTCSA JKajloba (IpenCTaBleHHE) M HHbIE JIOKYMEHTHI,
CBsI3aHHBIC C UCTPEOOBAHUEM M U3yUCHUEM JIea.

3asBUTEIO HAIMPABISIOTCS 3aBEPECHHAs B YCTAHOBJICHHOM TMOPSAKE KOIHS
MOCTaHOBJICHUS (OTpENENICHUsI) CyIbM W WHBIE TOKYMEHTHI (JIMOO WX KOIHUH),
MPUIOKEHHBIE K jKaobe.

Komuu ompeznenennii 0 mpuOCTAHOBJICHUH HMCIOJHEHUS CYIeOHOTo akTa, 00
OTMEHE TPUOCTAHOBJICHUS W3TOTABIMBAIOTCS B YCTAHOBJICHHOM TOPSIAKE U
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HAIPaBJISIOTCS JINIIAM, YYACTBYIONIUM B JeJie, HE TO3HEE CIICAYIOMIETo JHS MOCIe
JTHSI BBIHECEHUS OTpeIeTICHUM.

CBenenust 0 pesyibTaTax pacCMOTPEHHUs Jiefla, O JaTe HampaBleHUs WU
HAaMMEHOBAaHUU CYJa, B KOTOPbIH OHO OBUIO HaNpaBieHO, a Takke G(aMuiIus
CeKpeTapsi, HapPaBUBIIETO JI€JI0, BHOCATCS B 3JIEKTPOHHYIO KapTouky AUC.

3.9.11. B cnyuae nepenaun HaJ30pHOU KanoObl WM MPEACTABICHUS C JEJIOM
JUTSL paccMOTpeHus B cyieOHoM 3acenanu [Ipesuanyma Cyna neino HazHavyaeTcs s
JIoKJIaaa Ha 3acenanuu [Ipesnanyma.

B snekrponnoii kaprouke AVC yka3pIBaroTCs Aata U BpeMsl CIyIIaHus Jiena, a
Takke (pamMms 1 MHUIHAITBI TOKJIaI9uKa.

3.9.12. Jlumam, WuHTEpechl KOTOPBIX 3aTparuBaroOTCs kamo0oi  wiu
NpEICTaBICHUEM, HAMpPaBIAIOTCS M3BEUICHUS O JlaTe, BPEMEHHM M MECTe
paccMOTpEHHUs Jiefia C MPUIOKEHUEM KOIUU HaJI30PHBIX KaJIOObI, MPEACTaBICHUS, a
TaK)K€ KONMUHU TOCTaHOBJIEHUs nuOo ompeaenenus Cyna o mepefadye HaA30pHBIX
KanoObl, TMPEACTABJICHUS C JCJIOM JJii PACCMOTPEHUST B CYJIEOHOM 3aceIaHHU
ITpesunuyma Cyna.

JlomonHeHust K KajoOaMm, 3ampochl WM JIPYyTUe JOKYMEHTHI IO JIeNy
HEMEJICHHO MEPEIatoTCs CyJ1be, B MPOU3BOACTBE KOTOPOTO HAXOAUTCS AEIIO.

3.9.13. Ha kaxmoe rpakJaHCKOE JIeJI0 U Ha KaXKJ0€ JIMIIO0 MO YTOJIOBHOMY
JIey, B OTHOILIIEHHWU KOTOPOTO HAJ30pHBIC *kanoba, MPEACTABICHUE C YrOJOBHBIM
JIeIOM TIepEeaHbl Ui paccMOTpeHus B cyaeOHom 3acenanuu [Ipesummyma Cyna,
dbopMupyeTcsi craThCcTHYecKas KapTodka, KOTopas NpHoOmaeTcs K Jeiay s
3aIlOJIHEHUS TIOCTIE PACCMOTPEHUS JIeTa.

3.9.14. Ecnu cynebHoe 3acefqaHue MPOBOAMTCA B PEKMME BUACOKOH(EPEHII-
CBSI3U, TO 00 TOM JENIaeTCsl COOTBETCTBYIOIIAS OTMETKA B SJICKTPOHHOW KapTOUKE
AWC, a Takke yKa3bIBA€TCS CJIEACTBEHHBINM U30JATOP, C KOTOPHIM MPOBOJIUTCS CEAHC
BUJICOKOH(DEPEHI-CBA3H.

3.9.15. CocraBnsercs TmoBecTKa 3acemaHus Ilpesmnamyma, B KOTOPOM
YKa3bIBAIOTCS JIeJIa, HA3HAYEHHbBIE K PACCMOTPEHUIO.

3.9.16. B cooTBeTcTBHM C TpeOOBaHUSIMH MPOIIECCYATHHOTO 3aKOHOAATEIbCTBA
IpU y4acTHH B CYJCOHOM 3acelaHMM WHBIX YYaCTHUKOB CYJOTPOU3BOJICTBA Y HHX
oTOMpaeTCs MOIMKCKA YCTaHOBJIEHHOTO 00pasia (nmpunoskenus 48, 49).

3.9.17. B xome cynebHoro 3acemanusi I[Ipesuanyma Benércss MPOTOKON C
WCITOJIb30BAaHUEM aBTOMATH3WPOBAHHOW CHCTEMBI TPOTOKOJHMPOBAHUS CYIEOHBIX
3acelaHni.

3.9.18. Tlocme mepemaum cyap€ii B cekperapuar Ilpesmamyma nena,
PacCMOTPEHHOTO B CyJIeOHOM 3aceljaHuH, B 3JEKTpOHHYIO KapTouky ANC BHOcHUTCS
pe3yNnbTaT pacCMOTPEHHs Jela, a Takke HH(popMamus O BBIHECEHHH YaCTHOTO
MOCTAHOBJICHHUS (€CIU TaKOBOE ObLIO BEIHECEHO).

3.9.19. B cekperapuare [Ipe3uanyma moAroTaBiInBalOTCsS COMPOBOIUTEIHHBIC
MUChbMa K JieJIaM ¥ TIOCTaHOBJICHUSIM.

PabGoTHuk cekperapuata [Ipesuamyma CUMTHIBAET MPOEKTHI JTOKYMEHTOB IIO
YTOJIOBHBIM M TPAKIAHCKHUM J€JIaM, B TOM YHKCJIE TI0 JieiaM, TOJICYAHBIM BOCHHBIM
CyJlaM, BU3HPYET UX Yy CYIbU-TOKIAAUMKa U TepenaéT Ha MOJIMUCh PyKOBOICTBY
Cyna.
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3.9.20. DnexTpoHHBIE 00pa3bl MOJMHCAHHBIX MMOcTaHOBIeHUM [Ipe3namyma
nepenaroTcs B bank gaHHBIX cyeOHBIX JoKyMeHTOB Cyna.

3.9.21. Komuu mnocrtaHoBienuit Ilpe3uamyma HM3roTOBIAIOTCS B MOPSAKE,
YCTaHOBJIEHHOM HacToserd MHCTpyKIuen.

Konun nocranosnennii [Ipe3nanyma mo yrojaoBHBIM JIeJlaM, paCCMOTPEHHBIM
BBHUJIy HOBBIX U BHOBb OTKPBIBIIUXCSI OOCTOSITEIBCTB B CBSI3M C PEUICHUSMU
Koncturyunmonnoro Cyna Poccuiickoir ®@enepaunu u EBponelickoro Cyna 1o
npaBaM 4YesoBeka, HampaBisitorcss B - Koncturynmmonnsli  Cyn  Poccuiickoit
®depneparuu, Uy, B OTHOUIEHWH KOTOPOrO MPHUHATO JaHHOE IOCTAHOBJICHUE,
npokypopy u YnonHomoueHHoMY Poccuiickoit ®denepanuu npu EBponeiickom Cyne
10 IIpaBaM 4Y€JI0BEKa.

3aBepeHHbIE KOMHMHM MocTaHoBiIeHUM I[Ipe3uamyma, corjzacHO KOTOPBIM
OCYXXJIEHHBIE TOJIEKAT OCBOOOKICHUIO U3-TIOJ CTPAXKU, HAPABIISIOTCS CIIELCBA3BIO
(penbacBsA3bI0) HE MO3/IHEE CIACAYIONIETO JIHA C MOMEHTA PACCMOTPEHUS Jea.

3.9.22. B anektponnyto kaprouky AWC BHOCATCS pe3ysibTaT pacCMOTPEHUS
JieJIa; HAMMEHOBAaHHE Cy/la, B KOTOPBIN HAMPABJIEHO AEJO; AaTa €ro HalpaBIICHUS U
dbaMuust OTIpaBUTEIIA.

3.9.23. K geny mnpuoOmarTcs HaA30pHBIE jXajioba WIM TMpeJCcCTaBICHUE,
XapaKTEPUCTUKU OCYXKAEHHBIX, IPYrue JOKYMEHTHI, TPUOOIIEHHBIE K JIETy B XOJ€
CyIeOHOro pa3z0oupareiabCcTBa, MPOTOKOJ CyAEOHOTO 3aceqaHusi, IOCTAaHOBJICHHE
[Ipe3unnyma; conpoBoautenbHoe nucbMo Ha Onanke Cyna ¢ nomerkoir «CPOYHO-
CHWXEHHUE» nnn «CPOYHO-OCBOBOXIEHHWEY. JIucTel aena HymMepyrooTcs U
BHOCSITCSI B OITUC.

3.9.24. Tlpum BbIHECEHWH TIOCTAHOBIICHHUS O B3BICKAHUU C OCYKIEHHBIX
NpOLIECCYalNbHBIX  W3/EPKEK, OTHOCSIIMXCA K BbILIATAM 33  OKAa3aHHYIO
IOPUIMYECKYIO TTOMOLIb IPU paccMoTpeHnn B CyJie yrojgoBHBIX €] B HaJA30PHOM
MOPSAKE, MOJIMHHUK MOAIIUBAETCA B JIEIIO.

OOpaiieHre K UCTOJHEHUIO YKa3aHHOTO MOCTAHOBJICHUS BO3J1araeTcs Ha Cyj,
paccMaTpUBaBIIMK YTOJIOBHOE J€JIO0 10 NEPBON MHCTAHIIUU.

3.9.25. Tlo neny, paccMmoTpeHHOMY Ha 3acenanuu [Ipesunuyma, popmupyercs
MPOU3BOJICTBO, B KOTOPOE MOJIIMBAIOTCS 3aBEPEHHBIE KOMUHU MPOTOKOJIA CyAeOHOTO
3acenaHus W 1MocTaHoBieHUs [Ipesmamyma, KONMUU  CyACOHBIX  pEIICHH,
conmpoBoAUTENbHBIX TTHceM Ha Omanke Cyna ¢ mometkoit « CPOYHO-CHMKEHUE»
nm «CPOYHO-OCBOBOX/IEHHME», u3Bemennii 0 nare CiylmlaHus Aeja U WHBIE
JIOKYMEHTHI.

[Io pmenam mo pa3pemieHUI0 3KOHOMUYECKHX CIOPOB 3aBEPEHHBIE KOIHUHU
IPOTOKOJIA CyAeOHOro 3aceAaHusi U noctaHosieHus [Ipesunnyma, Konuu cyneOHbIX
pelIeHN, U3BEIICHUN O JaTe CHAyIIaHus Jejla U UHbIC JTOKYMEHTHI MOAIIUBAIOTCS B
MPOU3BOJACTBO, CHOPMHUPOBAHHOE B  YINPaBIE€HUUM MO  OPraHU3aLUOHHOMY
00EeCIIeUeHUI0 PACCMOTPEHUsSI OOpalleHWii Ha CTaJUud PETUCTPAIMU HAJI30pPHOU
KATOOBI.

3.9.26. OdopmieHHbie nena TEpPeaaroTCs B YCTAHOBJICHHOM TMOPSAKE B
AKCHEAUIUIO I OTIPABKU IO pACIUCKY B peecTpe nepeaadyu JOKyMEHTOB.

3.9.27. Konuu mnocranoBnenuii [lpesummyma mepenarorcs B ['eHepambHYIO
npokyparypy Poccumiickoii  ®enpepanuu, B YOpaBieHHE  CUCTEMaTU3AlUU
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3aKOHOJATEeNbCTBA M aHanm3a cyaeOHoi mpaktuku Cyna, a Takke B CyJeOHbIC
COCTaBbI CyJIeOHBIX KOJUICTHIA ISl TPUOOIIEHUS K TPOM3BOICTBAM.

3.9.28. IIpotokomnbl 3aceqaHuii W TOCTaHOBICHUs llpe3ummyma XpaHSTCS B
cekperapuare [Ipesumuyma B TeueHHe TPEX JIET, MOCJIE YEero B YCTaHOBICHHOM
HOPSIIKE TIePEA0TCs B OTIEN XPaHCHUSI.

3.9.29. O3HakoMmIIeHHE JINII, YYACTBYIOIIMUX B JIeNie, C MaTepuaiaMu Cy1eOHOTO
JieTia OCYILIECTBISICTCS B YCTAHOBICHHOM TMOPSIIKE C OTMETKOW B COOTBETCTBYIOIIEM
KypHaine (nmpuoxenue 28).

3.10. Jesionpou3BoaAcTBO B YIPaBJEHUHU 110 OPraHNU3ALMOHHOMY
o0ecrneYyeHNI0 pacCMOTPeHHs 00paleHui

PCFI/ICTDaHI/IH M CBbMCHHBIX 06DaHIGHHﬁ (K&CC&HI/IOHHBIX, HaA30PHbIX Ka100
Y IIPEJICTABJICHUM, HDOTCCTOB)

3.10.1. ObpareHusi, MOCTYNUBIIUE B YCTAHOBIEHHOM MOPSIKE B YIIpaBiIcHUE
[0 OpraHU3allMOHHOMY OOECIIEUEHUI0 pacCcMOTpeHusi oOpalleHud (namee —
VYnpasiieHue), IPUHUMAIOTCSI B aBTOMAaTU3UPOBAHHOM PEXHUME, CKaHUPYIOTCS (IIpH
HEOOXOMMOCTH), UHJIEKCUPYIOTCs, peructpupytorcss B AUC u pacnpenensitorcs: no
Ha3HA4YEeHMIO (110 BUAAM BXOJSAIIUX JOKYMEHTOB).

[Ipu ckaHupoBaHUU Cy1€OHBIE AKThI PACIIMBAIOTCS PAaOOTHUKOM YTipaBiieHus. B
JIEBOM BEPXHEM YTy MEPBOI CTAHUIIBI PACIIUTOTO CyJeOHOTO aKTa CTABUTCS IITAMII
(mpmtoskenue 76).

3.10.2. KaccanuonHnble, HaI30pHBIC KaTO0bI W TMPEACTABICHUS (IIPOTECTHI)
['enepanbHOro nmpokypopa Poccuiickoit @enepanuu uiam ero 3aMecTUTeNE! (anee —
npencTaBieHns (MPOTECTHI) TPOBEPSIOTCS HAa TMOBTOPHOCTH IO AJIEKTPOHHOM
KapTOTEKE, PETUCTPUPYIOTCA B YCTAHOBJIEHHOM TOpPSJIKE U HE TMO3/HEe
5-THEBHOT'O CpOKa CO JHS MOCTYIUJICHUS TIEpelatoTCsl 11l PACCMOTPEHUS.

Brnepsbie mocTynuBIme xkano0a, mpeacrabieHue (IpoTecT) perucTpUpyOTCs B
ANC ¢ aBromMaTHuecKUM MPUCBOCHUEM HOMEpA kajo0bl 1 HOMEpa MPOU3BO/ICTBA.

3.10.3. Ilo xanobam, mpeAcTaBiICHUSIM (MIPOTECTaM), TOCTYNHUBIINM IS
paccMOTPEHHUs B KACCALIMOHHOM U HaJ30PHOM TOPsIJIKE, POPMHUPYIOTCS 3JIEKTPOHHBIE
kaptouku AVC.

B oanekrponHoi kaprouke AMC yka3piBaroTCs: HOMEP IPOM3BOJCTBA,
UJICHTU(PUKALMOHHBIA ~ HOMEp  KajloObl, TMpeJcTaBieHUs (MpoTecTa), JaTa
NOCTYIUICHWs] M TEPBUYHOM peructpanuu; Gamuwims, uMsA, OTYECTBO, TOJ
POKIECHUS OCYXKAEHHOTO (OMPaBIaHHOIO0); KOT/1a, KAKMM CYZOM H 10 KaKOH CTaThe
VYronoBHoro koxaekca Poccuiickoir ®enepauuu ocCyxJIE€H (ompaBAaH) WU
HAaMMEHOBaHWE WCTIA, OTBETYMKA, CyJa, MpEeAMETa MCKa W JaTa pacCMOTPEHUs
Jena, a TakyKe OT KOro MOoCTymnuia xanoda, rmpeacraBieHue (IpoTecT).

[Ipu peructpamuu >kano0, mnpencTaBlieHU (TIPOTECTOB) Ha pPEIICHUS,
BbIHECEHHbIE NepBoil nHcTaHuuel Cyna, a TakKe Ha ONpeAesIeHHs], TOCTAHOBIICHUS
cyne6ubix kojuiernid Cyna, BbIHECEHHbIE B aNeUIALIMOHHOM, KacCAllMOHHOM
HOpsIIKE, KPOME YKAa3aHHBIX PEKBU3UTOB B 3JEKTPOHHOW KapTOUKE YyKa3bIBaeTCs
TaK)kKe HOMEp JieJia Wi IPOU3BOICTBA.
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3.10.4.  PeructpauMoHHBIA  HOMEp  MPOM3BOACTBA IO  XKajlobam,
npeacTaBieHusiM  (IpoTecTaM) COCTOMT M3 HHJEKca cyObekta Poccuiickoit
®denepany, Ha TEPPUTOPUM KOTOPOTO pa3MElIEH CyA TEpBOM HHCTAHLIUU
(mputoxenust 38, 39); neduca; OykBeHHOro 0003HaYCHUsI KaTETrOpUH Jea:

K® — xaccanmoHnHsble kanobda, NpeACcTaBiICHHE 10 TPaXIaHCKOMY JIeTy;

®H — nag3opHblie kanoba, npecTaBiIeHUE MO TPAXIAHCKOMY JIeITy, €CIIH JIEIIO
paccMatpuBaioch CynoM B aneusIIIIOHHOM MOPSIIKE;

YKC — kaccanpoHHbIe xano0a, MpeCTaBICHUE IO YTOJIOBHOMY JIETY;

YH — HanmzopHble xanoba, MpeiCcTaBICHUE MO yroJOBHOMY ey, €CIU JIEI0
paccmarpuBanock Cy1oM B anelISIIIIOHHOM TOPSIZIKE;

A® — xanoba, mpoOTECT HA BCTYMUBIINE B 3aKOHHYIO CUJTy TIOCTAaHOBJICHUE 110
neny 00 aAMUHUCTPATHBHOM TIPABOHAPYIIICHWH, pPEHICHUS 10 pe3yibTaTam
pPacCMOTPEHHUS kKajao0, MPOTECTOB;

MOCJIETHUX JABYX LUQp KaleHAApHOTO Troja; neduca M MOPAIKOBOIO HOMEpa
(Harmpumep: 5-Kd15-374).

Homep Ham3opHbIX kanoObl, IPEICTaBICHUS HA pElICHUE MEePBOM MHCTaHIUU
Cyna cocroutr u3 OykBeHHoro o6Oo3HaueHusi (IId — mo rpaxkmanckomy maeny,
ITY — no yroysioBHOMY fieiy), MOCJIEAHUX IBYX IU(p KaJeHAapHOro roja, aeduca u
HOpsIKOBOTroO HoMepa (Hanpumep: [1d15-23).

Homep Ham30pHBIX KanoObl, MPEACTABICHUS IO JejiaM, PacCMOTPEHHBIM
JlvcuuruimHapHOW KOJUIETHEH, €CIU 3TH JIeJla PAaCCMAaTPUBAINCH B alEJUBIIUOHHOM
nopsiake B Cyzme, COCTOMT W3 TOPSIKOBOTO HOMepa; neduca; OyKBEHHOTO
oOo3HaueHus kareropum nerna — [IJI; mocmegmx mHUdp KameHAapHOTO Toja
(mammpumep: 25-T1J115).

3.10.5. Tlpm oOkamoBaHWM 3asBUTEIEM B OJIHON ’Kano0e HECKOJIBKUX
CyneOHBIX TOCTAaHOBJICHUW DJJICKTPOHHAS KapTOuKa 3allONHSAETCS Ha KakI0e
cyaeOHOe IMOCTaHOBIICHHE.

[Ipu moctymnenun xano0, mpeacTaBIeHu (TPOTECTOB) HA TOMOTHUTEIbHbBIC
pelieHuss CyAOoB, a TakXke Ha omnpeieneHus o0 OTKaze B MPUHSATUU
JOTIOJIHUTEIFHOTO PEHICHUS, €CJIM MMEETCS HOMEpP KacCallMOHHOTO, HaJ30pPHOTO
MPOM3BOJICTBA HA PpEIICHWE IO JIeNy, B DJJIEKTPOHHYIO KapTOYKYy BHOCSTCS
JIOTIOJIHUTENIbHBIE CBEICHUSI 00 00KalyeMOM Cy/Ie0HOM MOCTAaHOBJICHUH, a JKallo0e,
MpEJCTABICHHUIO (MPOTECTY) MPUCBAUBAETCS HOMEP HAJA30PHOTO MPOU3BOJCTBA IO
OCHOBHOMY DPEIIICHHUIO.

3.10.6. IIpu moOCTYIIJIEHUH TOBTOPHBIX KAJIOOBI, MPEICTABICHUS (MPOTECTA)
UM TIPUCBAMBACTCS PETHUCTPAIIMOHHBIH HOMEp TPOW3BOJICTBA IO IMEPBOHAYATBHBIM
*Kanobe, mpeACcTaBiIeHUIO (TPOTECTY).

3.10.7. Ilpu nocTyryieHUH JOTOJHUTEIBHOM *ajao0bl (B OTHOIIEHHUH OJHOTO U
TOTO K€ JIUIIa, Ha OJHO U TO ke cynebHoe pemenue) B AUC BHOcATCS cBeeHUs 0 €
MOCTYIIJICHUW U OHA TMepeaéTCsl UCTIOTHUTENIO, Y KOTOPOTO Ha N3YYCHUH HAXOIUTCS
OCHOBHasl kajo0a.

[Ipu mocTymiieHnn AOMOTHUTEIBHON >XKamoObl (mpu ycioBuu, uto B Cyme
paccMaTpuBaeTcsi Jeio Mo OocHOBHOW xkanobe) B AUC BHocsaTca cBeneHHs O €€
MOCTYIJIECHUW W OHa Tepenaércs B COOTBETCTBYIONIMK CyAEOHBIH COCTaB TIOJ
pacnucky B chOpPMUPOBAHHBIX peecTpax rnepeaavyn JOKyMEHTOB.
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3.10.8. B cmywae, ecnu w3 xanoObl, mpeacTaBieHUs (TIPOTECTa) WU
NPWIOKEHHBIX K HUM CYJIEOHBIX JTOKYMEHTOB MOKHO YCTAHOBUTbH, YTO CYJEOHOE
pellieHre 1O JaHHOMY Jely BBIHECEHO B OTHOIIEHWU HECKOJIbKUX JUI, TO B
anekTpoHHoM kaproreke AMC ykaspiBaioTcss uX ¢GaMuiuu, HMEHa, OT4YecTBa
(HaMMEHOBaHUE  OpraHu3allMu), TOA POXJEHUs (MO0  YroJOBHBIM  JIEJIaM),
HAaMMEHOBaHHUE Cy/a, JaTa MPUTrOBOPA UITU PEIICHUSI.

3.10.9. PeructpanuoHHble HOMepa >Kajlo0, HE HMECIOIIUX OCHOBHBIX
YCTAaHOBOYHBIX MaHHBIX (ompenenéuubix 1. 3.10.3 mactosmen MHCTpyKInm), a TaKkxe
kKano0, He mnomnexammx paccmorpeHuto B Cyzae, cocTosST u3 OyKBEHHOTO
o6o3nauenus [P (mo rpaxmanckum paemam), Y[ (10 yrojgoBHBIM Jenam), IBYX
nocyeTHuX udp KajaeHIapHOTO roaa, Aeduca U MOPSIKOBOTO HOMepa (Hampumep:
YI'15-234).

3.10.10. TIlIpm mocTymieHWHn >KamoObl, TMPEACTABICHUS HAa YacTHOE
OTIpeJIeJICHHUE AJIEKTPOHHAS KapTouKa 3aroJHsAETCs Ha JUI0, B OTHOIIEHUH KOTOPOTO
BBIHECEHO JIAHHOE OTIPEICIICHHE.

[Ipu peructpamnuu >xamodbl Ha MOCTAHOBJIEHHE 00 OIJlaTe TpyAa aaBoKaTa
BHOCSITCA JaHHBIE aJBOKaTa M JIMIA, C KOTOPOrO B3bICKAHBI MPOIECCYyaIbHbIC
U3JIEPKKU.

3.10.11. Ha »amo0Opl, HE TMOICKAIINE PACCMOTPEHHIO B  TOPSIKE,
YCTAaHOBJICHHOM TPOIECCYaJIbHBIM 3aKOHOJATENIbCTBOM, a TaKXe Ha >KajoObl,
pasperieHrue KOTOpPhIX He OTHocuTcs K kommereHimn Cyna, GOpMHPYIOTCS
AJICKTPOHHBIE KAapTOYKH C yKa3aHWeM (GaMUJIUH, WMEHH, OTYECTBA 3asBUTEIS U
MOYTOBOTO ajpeca. DTH JKaloObl PETUCTPUPYIOTCS B YCTAHOBJICHHOM HACTOSIIEH
HNHcTpyKImen nopsiake.

3.10.12. OOpareHus, cBsi3aHHBIE C paccMOTpeHHeM cyneOHbIX nen B Cyre,
IIPOBEPSIOTCS N0 IeKTpoHHOU KapTtoTeke AMC m nmepenaroTcs Mo Ha3HAUYEHUIO MOJ
pacnucky B chOPMHUPOBAHHBIX peecTpax rnepeaadyu JOKyMEHTOB.

Oco0eHHOCTH puéMa, 00PadOTKH U nepeaaun oopanieHnii B CyIi, HOCTYITUBIINX
B QJIEKTPOHHOM BHJIE, B TOM YHCJIE B (hOPME DIIEKTPOHHOI'O JOKYMEHTA B pAMKAaX
AIMAHHUCTPATUBHOI'O, TPAXKIAHCKOT'O ¥ VTOJIOBHOTO CYIONPOU3BOJICTBA

3.10.13. Ilpuem oOGpamenuit B Cyn ¥ TPHIOKEHHBIX K HUM JOKYMEHTOB,
noAaHHbIX B cooTBeTcTBUM € «llopsakom momaum B BepxoBneiii Cyzn Pocculickoit
denepauuy T0KYMEHTOB B 3JIEKTPOHHOM BHJIE€, B TOM 4HUCJE B (hOPME 3IEKTPOHHOTO
NOKYMeHTa»'™  (mamee — JOKYMEHTHI), OCYIIECTBISIETCS  YIOJHOMOYEHHBIM
pabOTHUKOM YTIpaBJlieHUsl, OTBETCTBEHHBIM 3a MPUEM ITUX JOKYMEHTOB.

3.10.14. TloctynuBmme B CyJ1 JOKYMEHTHI pacneyaTblBalOTCs, a MpUIaracMble
K HUM MaTepuajbl — IpU HEOOXOAUMOCTH.

3.10.15. PacneyataHHble = yKa3aHHbIE JOKYMEHTbl  yUWTBIBAIOTCS U
peructpupytorcs B AUC B nopsiike, yCTaHOBIIEHHOM HacTtosiled MHCTpyKiuen s
JOKYMEHTOB Ha OyMa>KHOM HOCHTEJIE.

19 VYrBepxnén npukasom [Ipencenarens Cyzna ot 29 Hosiops 2016 r. Ne 46-11.
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Ha mneBonm cTOpoHE 1EpBOro JIMCTa PacneyaTaHHOIO  JIOKYMEHTa
npoctasisiercs wramn «llocTynu B aeKTpoHHOM Bue» (pusioxeHue 68).

B ciaydae oTcyTCTBUS KaKMX-THOO JOKYMEHTOB M3 YKa3aHHBIX B NPUIIOKEHUU
COCTaBJISIETCS aKT (MpuiiokeHue 47) B IByX 3K3EMILIApax, KOTOPbIE MIPUOOIAIOTCS K
IOCTYIHUBIIHAM JTOKYMEHTaM.

PacnieyataHHple  JTOKYMEHTBI — IIEPENAOTCA UL pPAacCMOTPEHHUS B
COOTBETCTBYIOIIME CylneOHbIE KOJUleTMM (CydeOHble COCTaBbl) B  IOPSJIKE,
YCTAaHOBJICHHOM Hacrtosimieil MHCTpykumeil nams JOKyMEHTOB Ha OyMa)XHOM
HOCHTEIIE.

B cnywsae mocrymiienus B Cyn aHaJIOTMYHBIX JTOKYMEHTOB Ha OyMa)KHOM
HOCUTENIE OTH JOKYMEHTHl CONOCTAaBIAIOTCA C paHee IOCTYNUBIIMMHU W
3apeructpupoBaHHbiMU B AMC noxkymeHTaMu B 3JEKTPOHHOM BHUJAE Ha IpPEIMET
UJECHTUYHOCTU MX COAEpP)KaHHUS U B CIy4ae COBMAJICHUS JOKYMEHTBHI Ha OYMaKHBIX
HocuTeIsX peructpupyrorcs B AMC kak konuu. B ciayyae HecoBIIageHusl yKa3aHHBIX
JOKYMEHTOB IO COJAEPKaHUIO (HEHJIEHTUYHOCTH) OHU peructpupytorcs B AUC B
HOpsJIKE, YCTAHOBJICHHOM HacTosmen MHCeTpykiueit 1ig 10KyMeHTOB Ha OyMaXHOM
HOCHTEIIE.

OCcoOEHHOCTH PErMCTPAIIMU MUCHMEHHBIX 0OpanieHnil (KacCallmOHHBIX,
HAA30PHBIX KAJI00 W OPEJICTABIICHUH ), MOCTYITMBIINX 10 JIEJIaM, PACCMOTPEHHBIM
2
apOUTPAKHBIMHU CYIAMUA 0

3.10.16. IMoctynuBmme B YIpaBIeHHUE KaT00bI, TPEACTABICHUS O TIEPECMOTPE
CyJIeOHOro aKTa B MOPSAJIKE KACCALMOHHOIO MPOU3BOJACTBA U B MOPSJKE HaI30pa
(manee — xanoObl ¥ PEJICTABIICHN ) IPUHUMAIOTCS] B aBTOMAaTU3UPOBAHHOM PEKUME,
IIPOBEPSAIOTCSA HAa IMOBTOPHOCTh, peructpupyrorcs B AUC ¢ mpucBoeHUEM IITPUX-
Kona (mpuioxeHue 73) W HE TO3IHEE S5-IHEBHOTO CPOKAa CO JIHS TOCTYIUICHHS
NIEPENAOTCS U1l PACCMOTPEHHS.

B cnywae, ecam xanoba wWiIM TpeACTaBICHHUE COJEpKAaT XOAATalCTBO O
BOCCTAHOBJICHMM MPOMYIIEHHOTO CPOKa MOJAuyM >KajoObl, NMPEACTaBICHUS WIA O
OPUOCTAHOBJIEHUM  HUCIHOJHEHUs  OOXKaldyeMblX  CyAeOHbIX  aKTOB,  OHHU
PETHCTPUPYIOTCS U MEPENAIOTCS ISl pACCMOTPEHUS HE TIO3/IHEE CIIEAYIOLIErO JIHS CO
nHs ux noctymieHus B Cyz. 3asBieHue O MPUHATUU 00ECHEUUTEIbHBIX MEp IMOCIe
perucTpauuu nepeaaéres s pacCMOTPEHUSI HEMEJIEHHO.

3.10.17. PeructpaliOHHBII HOMEpP KAacCallMOHHOTO MPOW3BOJCTBA IO
*ano0aM,  TPEACTABICHHUSIM  COCTOMT W3  COOTBETCTBYIOLIErO0  HMHJIEKCa
(mpunoxkenue 40), neduca, OykBeHHOro o0OO3HaueHHsI Kareropuu nena: OC —
KacCallMOHHbIE kaji00a, MpeICTaBlIEHUE MO JieJlaM M0 YKOHOMHYECKUM criopam JI0o
KI' — kaccanuonHsle »kajno0a, NpeICTaBlI€HHWE IO JieJiaM, BO3HUKAIOUIUM U3
aJIMUHUCTPATUBHBIX U WHBIX MyOJMYHBIX MPABOOTHOLICHUM, MOCIEIHUX IBYX LUDP

KaJICHIApHOTO To/a, feduca u nopsakoBoro HoMmepa (Hanpumep: 300-2C15-25 mbo
300-KI'15-25).

20 Ap6uTpakkHEIe CYIbI OKPYrOB, apOHTPAXKHbIE ATC/IALMHOHHbIE CY/Ibl, apOHTPAKHBIE CYIbl CyOHEKTOB Poccmiickoii
®enepanun, Cya o MHTEIUIEKTYAJIBHBIM MPaBaM.
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Perucrparnonnsiii Homep *ano0bl, MPOTECTa HAa BCTYIUBIINE B 3aKOHHYIO
CHIIy TIOCTaHOBJICHHE TIO /ey 00 aJIMUHUCTPATHBHOM IPaBOHAPYIICHUU, PEIICHUS
1o pe3yJbTaTaM PACCMOTPEHHS >Kajio0, MPOTECTOB COCTOUT M3 COOTBETCTBYIOIIETO
unaekca (npuioxenue 40), meduca, OyKBeHHOro 00O3HAYEHHUsS KaTErOpUHU JCiia:
AJl — xayob6a, MpOTECT Ha BCTYNMUBIIKE B 3aKOHHYIO CHUJTY MTOCTAHOBJICHHE IO JICITY
00 aJIMUHUCTPATHBHOM MPABOHAPYIICHUH, PEIICHUS 10 pe3yIbTaTaM PacCMOTPEHUS
XKayob, TPOTECTOB, TMOCIEIHUX MABYX [HU(]p KaleHmapHoro ronaa, naeduca wu
nopsaKoBoro Homepa (Hanpumep: 300-AJ115-25).

PeructpanmoHHplii  HOMEp HAA30PHOTO MPOU3BOACTBA IO  Kaimodam,
IOpPEJCTaBICHUSIM COCTOUT U3 TMOPAJKOBOTO HOMepa, jaeduca, OyKBEHHOTO
o0o3HaueHus kareropuu aena: [I19K — HagzopHsble xano0a, mpeAcTaBlIeHUE IO JeIaM
M0 JSKOHOMHUYECKHM  CHOpaM, TMOCIeOHUX Uudp  KaJIeHJApHOTO  Troja
(mammpumep: 25-119K15).

3.10.18. B snexTpoHHO# KapTOUKe YKa3bIBAIOTCS: JlaTa MOCTYIUICHUS JKaJIO0BI,
MIPOTECTA U €r0 PErUCTPALNU, UCXOAIINI HOMEDP U JjaTa JOKyMEHTa, HAUMEHOBAHMUSI
UCTIIA, OTBETYMKA M TPETbUX JIMI, HAUMEHOBAaHUE apOUTPAKHOTO CYyJa,
PaccMOTPEBIIETO JEJI0 B MEPBOI MHCTAHIIMKM, HOMEP CyAe€OHOro Jea, MIPUCBOCHHBIHI
B TIEpPBOM WHCTAaHIMM, HAUMEHOBAHHE apOUTPAKHOTO CyAa OKpyra, €ciu JeJo
paccMaTpuBajoCh B CyJleé KaCCAallMOHHOW MHCTaHIIUU, U HOMED, MMPUCBOCHHBIN Neny;
CyHeOHbIi cocTaB, B KOTOpBHIM mependa€Tcss MPOU3BOACTBO C  KajoOOi,
IPEICTaBICHUEM, U IpYTHE TaHHBIC, IPEyCMOTPEHHbIE KAPTOUYKOM.

3.10.19. [Ipu nepBUYHOM MOCTYIUICHUH kalo0a, MpeICcTaBIeHIE TTOMEIIAI0TCs
BMECTE C MpUjlaraéMbIMH JOKYMEHTaMH B 00J0XKYy «KaccarimoHHOE MPOU3BOICTBOY
wm «Ham3opHoe MPOM3BOJACTBO» W TMEpeAaroTcsi B CyACOHBIM COCTaB COTJIACHO
CTIeIIMaTN3al1H.

3.10.20. ITpu mocTyruieHnr MOBTOPHOM Kal0ObI OT TOTO e JIUIA TOJ0NPaSTCs
MPOU3BOJICTBO, CPOPMHPOBAHHOE MO IEepBUYHOM  kamoOe. HeoOxomumas
uH(dOopMaIus o BHOBb MoCTynuBIIeH xanooe BHocutcst B AUC.

[ToBropHast  »kajmoba W  MOCTYNUBIIME  JIOMOJHUTEIBHO  JIOKYMEHTBI
PETUCTPUPYIOTCS 110 HOMEPY, IPUCBOEHHOMY MEPBUYHOMY OOpAILIEHUIO.

3.10.21. Tlo maHHBIM O MOCTYIHUBIIKX KaM00aX, MPEACTABICHUAX (TIEPBUYHBIX,
MOBTOPHBIX ), TOTIOJTHUTEIBHBIX JOKYMEHTaX aBTOMATHUECKH (hOPMHUPYIOTCS PEECTPHI
JUIsT UX Tepefayr B CylaeOHbIe cocTaBbl. J[OKYMEHTHI TiepenaroTcsi pabOTHUKAM
CyIEOHBIX COCTABOB IO/ PACTIMCKY B peecTpax.

3.10.22. TloctynmuBmnii OT JHWIA, YYacTBYIONIETO B Jeie, OT3bIB Ha
KacCallMOHHBIE JKaNo0y, TMpPEACTaBICHHE PETUCTPUPYETCSs B YIPABICHUH Kak
JIOTIOJTHUTENBHO TOCTYMUBIIMK MaTepHal M0 HOMEpPY, MPUCBOSHHOMY paHee ITOU
*Kanobe, MpeICTaBICHUIO.

3.10.23. Ilpu mocTymjieHu IOMOJTHUTEIBHBIX JOKyMeHTOB B AVC BHOCSTCSA
IPETYCMOTPEHHBIE KAPTOUKOU CBEICHMUSI.

3.10.24. JlomosHUTENBHBIE JOKYMEHTHI MEPEAAIOTCS MO PACTIHCKY B PEecTpe
pabOTHUKY Cy1€0HOTO COCTaBa, B KOTOPOM HAXOMSTCS kanoba, mpeCTaBICHHE.



o4

Ocob0eHHOCTH mpuEMa, 00pa0OTKH U nepeaaun oopamenuii B Cyii, HOCTYITUBIINX
10 CUCTEME MOJIAYY JOKYMEHTOB B AJIEKTPOHHOM BHUIIE «MOoU ApOUTPY. MO JIeaam
B chepe mpeIIPUHUMATEIILCKON U MTHOW SKOHOMHYECKOMN JIEATEIHLHOCTH

3.10.25. Ilpuem oOpamenuit B Cyn ¥ TPHIOKEHHBIX K HUM JOKYMEHTOB,
MOJIaHHBIX B cOOTBeTCTBUM C «llopsimkom momauum B BepxoBHbiii Cyn Poccuiickoi
denepanvy 10KYMEHTOB B 3JIEKTPOHHOM BHU/JIE, B TOM 4YHUCJE B (OpME AJIEKTPOHHOTO
JIOKYMEHTa»>" 110 CHCTEMe T10Ja4H TOKyMEHTOB B JIEKTPOHHOM B «Moit ApGuTp»
(mamee —  JIOKYMEHTBI), OCYIIECTBIISIETCA  YIOJHOMOYEHHBIM  PabOOTHUKOM
VYpaBieHus, OTBETCTBEHHBIM 3a MPUEM 3TUX IOKYMEHTOB.

3.10.26. UckoBoe 3asiBneHuE (3asBJICHUE), KaJ100a, IPEACTABICHUE, 3asSBICHUE
O TepecMOTpe CyIeOHOro akrta 1O HOBBIM MM BHOBb  OTKPBIBIIUMCS
0OCTOATENIHCTBAM, 3asIBJICHHUE O MPUCYKICHIUH KOMIICHCAIIMU 32 HapyIlIeHHE TIpaBa Ha
CYJIOIIPOM3BOJICTBO B PAa3yMHBIN CPOK WJIM MIpaBa Ha UCIIOJHEHHE CYACOHOro akTa B
pa3yMHBII CpPOK, XOJaTailcTBa, OT3bIBBI pacneyaTeiBaloTcs. [lpunmoxeHus K
YKa3aHHBIM JIOKYMEHTaM HE pacreyaTbIBatOTCSI.

3.10.27. B ciiyyae OTCYTCTBHUSI B YMCJIE€ MOCTYIHUBIIMX B 3JIEKTPOHHOM BHUJIE
JIOKYMEHTOB KaKUX-THOO JIOKYMEHTOB M3 YKa3aHHBIX B MPHUIIOKEHUU COCTABIISECTCS
akT (mpwioxkeHue 47a) B JBYX OK3EMIUIApaX, KOTOPbIE MPUOOIIAIOTCS K
MOCTYIUBILNM JIOKYMEHTaM.

3.10.28. IloctrynuBummme  nokyMeHTHl  peructpupyrorcs B AUMC B
YCTAaHOBJIEHHOM  Hactosimied  Muctpykuumedn — nopsnke.  Mudopmamms o
3apEruCTPUPOBAHHBIX JOKYMEHTaX B aBTOMAaTHU3WPOBAHHOM PEXUME Pa3MEIAeTCs B
Kaproteke apoutpaxnsix aen (nanee — KAJ).

[TocTynuBiire AOKYMEHTHI U TPUIOKEHHUS K HHUM B aBTOMAaTU3UPOBAHHOM
pexuMe pasmemarorcs B KAJl B pexxuMe OrpaHM4eHHOr0 JOCTYIIA.

3.10.29. Ha numeBo# cTOpoHE TEPBOTO JIUCTA pacleyaTaHHOTO JTOKYMEHTa
npoctaBisiercss mramn «lloctynun B 35eKTpoHHOM Buae» (mpuioxkenue 68a) c
YKa3aHUEM PErUCTPALMOHHOTO HOMEpPA JOKYMEHTA, NaThl €r0 MOCTYIICHUS] U J1aThl
perucTpanuu.

3.10.30. PacrieyaTaHHbie JOKYMEHTHI IOMENIAIOTCA B OOJIOKKY Jena
(mpousBosicTBa) ¢ OoQoOpmMIEHHMEM THUTYJIBHOTO JIMCTa W TMEpPeNaroTcs s
pPacCMOTPEHUS B COOTBETCTBYIOIIYIO CYACOHYIO KOJIJIETHIO (CyIeOHBI COCTaB)
COTJIaCHO CIELHUATTU3ALIIH.

3.10.31. B cuyuae moctymnenuss B Cya aHaJOTHYHBIX JIOKYMEHTOB Ha
OyMa)KHOM HOCHTEJIE 3TH JTOKYMEHTBI COIMOCTABISIOTCS C paHee MOCTYNUBIIMMU U
3apeructpupoBaHHbiMiM B AIC nOKyMEHTaMH B JJEKTPOHHOM BHUJE HA NPEIAMET
UJECHTUYHOCTU MX COJIEpP’KaHUS U B CIy4yae COBMAJCHUS JOKYMEHTHhI Ha OYMasKHBIX
HocuTessax peructpupyrores B AVC kak konuu. B ciayyae HecoBmaaeHus: yka3aHHBIX
JIOKYMEHTOB IO COAEPKAHUIO0 (HEMACHTUYHOCTH) OHU peructpupyrorcs B AUC kak
BHOBb IOCTYNUBIIUE.

2 VYrBepxnén npukasom [Ipencenarens Cyaa ot 29 HostOpst 2016 1. Ne 46-I1.
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Peruncrpanug 3agaBiaeHU, DOUIEKAIIUX PACCMOTPEHUIO B MTOPSIKE
AAMUHUCTPATUBHOT'O CYIOIIPOU3BOACTBA, CYIOMPOMU3BOACTBA B apOUTPAKHBIX CYIaX,
aneJUISIIMOHHBIX, YACTHBIX KAJI00

3.10.32. 3asBiIeHUS, oIS Kale PACCMOTPEHUIO B MOPSIJIKE
aIMUHUCTPATUBHOTO CYJIOIIPOU3BOJICTBA, CYJAONPOU3BOCTBA B apOUTPAKHBIX CyaaX,
nocsie BHeceHus cBeneHuil B AVIC 00 ux MOCTYIUICHMH HEMEIJIEHHO TIepeatoTCs IS
perucTpanuu B CeKpeTapuaThl CyAeOHOro cocTtaBa mepBoil mHcTaHiuu CyneOHOU
KOJUJIETMH 110 aJIMUHUCTPATUBHBIM JiesiaM, CyZeOHO KOJUIErMH M0 SKOHOMHYECKUM
copam u CyaeOHOM KOJUIErMM 10 JielaM BOEHHOCHY’XKalllUX, a TaKke
JlucruniimHapHOW KOJIJIETHH IO/ PACITUCKY B CQOPMUPOBAHHBIX peecTpax Mmepeaadn
JTOKYMEHTOB.

3.10.33. AmnemnsiuMoOHHBIC, YacCTHBbIE >Kajlo0bl Ha pEIICHHUS, BBHIHECCHHBIC
nepBoi uHcTanuue Cyna, mocie BHeceHus cBeaeHuid B AVIC 00 uX MOCTYIUICHUH
MepeslaloTcs B YKa3aHHOM BBIIIE TOPSAJKE B CEKpeTapuaThl CyJIeOHOIO cocTaBa
nepBoi uHCTaHIMKU CyaeOHOM KOJUIETUH MO aJIMUHUCTPATUBHBIM jaenaMm, CyneOHoi
KOJUISTMM TI0 ASKOHOMHYeCKMM crmopaM u CyaeOHOW KoOUIeTHH T1I0 JejiaM
BOCHHOCITY)KAIIMX, a Takke JIucuUIuIMHapHOW KOJUISTHMH JUIS PEerucTpalud |
MOCJICAYIONIEH TIepelayd  HUX BMECT€ C CyAcOHBIM JeIOM B CEKpeTapuar
AnemnsunonHon kojuieruu Cypa.

Perucrpanuys 10mMOJTHEHUN K aeJUIIHAOHHBIM Kaj100aM

3.10.34. JlomomHeHWS K AamNeJUISIMOHHBIM jKajo0aM TPOBEPSIIOTCS IO
anekTpoHHOM kaprtoteke ANC.

[Tpu HaNMW4YMKM CBEACHMIA O MOCTYMHUBIIEM HA PACCMOTPEHHE B alEJUTIIIMOHHOM
HOpSZIKE JIeie Ha JIONOJHEHUH K aneJUIIMOHHOM Kajlo0e yKa3blBaeTcss HOMep Jena.
Nudpopmanus o MOCTYIUIEHUH JOIOJIHEHUS K aneJUIAIMOHHOMN jkajo0e BHOCHUTCS B
AUC.

[Ipu otTcyTcTBUM CBEACHMH O TOCTYIUICHMM amneJUBIIMOHHOTO  Jerna
JIOTIOJIHEHUE K amneJuIUOHHON *kanobe peructpupyerca B ANUC ¢ npucoenunem
HOMEpa B YCTaHOBJIEHHOM MOPSJAKE CO CIEAYIOLUM OyKBEHHBIM O0O3HAUEHUEM:
AIDK — no rpaxaanckomy aeny, YII — o yroioBHomy jaeny.

3.10.35. JlomoysiHeHHMsT K aNe/UBIIIMOHHBIM  JKajo0aM TepefaroTcs B
COOTBETCTBYIOIIMWA CyAE€OHBI COCTaB IMOJ pacnucKky B C(OPMHUPOBAHHBIX B
aBTOMATHU3HPOBAHHOM PEKMME peecTpax mepeaadn JOKYMEHTOB.

3.10.36. Temerpammsbl (3asiBIEHUS), CBSI3aHHBIE C PACCMOTPEHHEM Jiela B
aneIIIIIMOHHON MHCTaHIMK, yuuThiBatloTca B AVIC U B TOT ke JCHb MepeaaroTcs B
COOTBETCTBYIOIIUNA CyJIEOHBIM COCTaB MOJ PAacHUCKy B COPMUPOBAHHOM pPEECTpe
nepesau JOKYMEHTOB.

3.10.37. B ciydyae OTCYTCTBMSI YCTAaHOBOYHBIX JaHHBIX B JIOMOJHEHHH K
aneJUIUOHHON jkanole (3asBICHHIO) MM TeJerpaMMe MNPUHUMAIOTCS MEphl K
BBISICHEHHMIO MX MPUHAJIEKHOCTH K KOHKPETHOMY JIETy.
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Pacnpenenenue xanod, npeacrapiieHui (IpOTECTOB)

3.10.38. 3apeructpupoBaHHble  KajdoObl,  MpelacTaBieHUs  (IIPOTECTHI)
NepeIaroTCs AJi1 PACCMOTPEHUS:

- B CyneOHyl0 KOJUIETHMIO TO aJIMUHUCTpaTUBHbIM JenaMm, CyaeOHytro
KOJUIETHUIO TI0 3KOHOMHUYECKHM cropaMm H JIMCHUIUIMHAPHYIO KOJUIETHIO — TIO
KaTeropusiM JIe;

- B CyzaeOHyI0 KOJUIETHIO 10 TPaXXTAHCKUM JIeJiaM: B CyJ€OHbIE COCTaBBI — IO
KaTeropusM jen (TpakJaHCKue, COLUAIBHO-TPYAOBBIC, CEMEUHbIC), a B CYJCOHBIN
COCTaB IO TPAXKIAHCKHUM JIeJIaM, KPOME TOTO, — [0 PETHOHATHPHOMY TIPUHITUILY;

- B cynebHsle cocTaBbl CyneOHON KOJUIETMH MO YTOJOBHBIM JeflaM — IO
pPErHOHATLHOMY TIPUHITUITY;

- B CyneOHy10 KOJUIETHIO IO JIellaM BOEHHOCTYXKAIIUX — IO MOACYIHOCTH.

3.10.39. IloctynuBmine MOBTOPHO KajdoObl, NpPEACTaBICHUSA (IIPOTECTHI)
MepPeIaloTCsl Ha PACCMOTPEHUE BMECTE C IMPOU3BOJCTBOM, KOTOPOE MOIOUpPAETCS
pabOTHUKAMU TPYIIIBI XPaHEHUS JOKYMEHTOB Y IPaBIICHUS.

Brimaya nmpou3BOJCTB B MHOM MOPAJKE U MPUEM UX OOPATHO MPOU3BOJAATCS
TI0JT PACIMCKY B )KypHae (puiiokeHue 22).

3.10.40. IlpousBojcTBa MO JejaM, XpaHAIIUMECS B CEKpeTapuarax CyaeOHbIX
coctaBoB (CyneOHOM KOJUIETHH MO JeliaM BOSHHOCHYXamux U JlucuurninHapHou
KOJUIETUM) M B OTHAENE XpaHEHUs CyAEeOHbIX JIOKYMEHTOB, NOAOMparoTCs
pabOTHUKAMU JaHHBIX MMOJPa3CIECHUN 10 3aMpOcaM UCIIOJHUTEIICH.

3.10.41. HWndopmarmms o0 WCHOTHUTENE W JaTe TMepeaadd KajaoOsl,
npejcTaBiieHus (MpoTecTa) Ha u3ydenue BBoautcs B AUC.

[To okoHuanuu BBOAa WH(POPMANMA B aABTOMATH3UPOBAHHOM PEXKUME
dbopmupyeTcsi peecTp KaloO, MpeaCTaBICHUN (MPOTECTOB), YHUCISAIIUXCS 32
UCIIOJIHUTENIEM, KOTOPBIM 3aTeM pacleyaThIBAeTCs M MepenaéTcs HUCIOJHUTEIIO
BMECTE C STUMHU JOKYMEHTAMH.

0O0paboTKa PACCMOTPEHHBIX XaJI00, peacTaBIeHUN (IPOTECTOB)

3.10.42. Tlocnme paccMoTpeHusi >KanoObl, TpeacTaBieHus (TPOTECcTa)
UCIIOJTHUTENIEM  3allOJIHAETCS  DJIGKTPOHHAsE ~ CTaTUCTHYECKas  KapTouyka U
M3TOTOBIISIETCS] CONPOBOAUTENIBHOE MUCHbMO € Hcnoyib3oBannemM ANC.

B compoBoauTenbHOM MHUChME O HAMPABICHUH 3asBUTEIIO 3aBEPEHHON KOMUHU
pelieHuss o JKanobe, MpencTaBiIeHUIO (MIPOTECTy) yKa3bIBaeTCsl MOYTOBBIM aapec
3asgBUTENS (C IOYTOBBIM HHIEKCOM), €T0 (PaMHUITUSI M MHHUIIMAIIBI, & TAKKE KOJINIECTBO
JMCTOB MIPHJIOKEHUS, TIOICIKAIIETO BO3BPATY.

Ecnu oTBeT HampaBisieTCss B HECKOJIBKO aIpecoB, TO yKa3bIBaeTCs ajapec, B
KOTOPBIA HAMpaBJIAIOTCS TNPWIOKEHUS] (HApPUMEp: «TOJBKO B TEPBBIM aapecy»
(m. 2.7.15 nHacrosmeit MHCTpyKUIUN).

Kpome TOro, ucnoimHuTenb B YCTAaHOBJIEHHOM IOpSIIKE OIpeNessieT, Kakue
JIOKYMEHTBI MPHOOIIAI0TCS K MPOU3BOJCTBY, @ KaKuMe€ HAMpPABJISIOTCS 3asBUTENIO, B
CYI U IpyTHie OpraHu3aluu.
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XKanoOsl, npeacTaBiaeHus (IPOTECTHI) BO3BPAILAOTCS B YTIPABIECHNUE BMECTE C
CyJ€OHBIMU PEILIECHUSIMH (C CONMPOBOIUTENbHBIMU MUCbMaMH) WIH O(DUIIMATIBHBIMU
MMCbMaMH.

B cayuyae uctpeboBaHusi nena mo jkanoOe, MPENCTaBICHUIO MO JejiaM IIo
pa3pelIeHuI0 YKOHOMHYECKUX CIOpOB B YTpaBleHHE HJid OTIPABKU Iepenaércs
TOJIBKO THUCHMO 00 HMCTpeOOBaHWHW Jella, a >KaJloObl, MpPEACTaBiIeHUS (IIPOTECTHI)
BMECTE C MMPOU3BOACTBAMHU OCTAIOTCSI B COOTBETCTBYIOIIEM CY/IEOHOM COCTaBe.

3.10.43. PaboTHuKkOM YTpaBieHHs] BHOCUTCS B 3JEKTPOHHYIO KapToTeky ANC
JlaTa UCTIOTHEHUS KaJI00BbI, MPe/ICTaBIeHUs (IIpoTecTa).

3.10.44. Tlocne Buecenus wHpopmanuu B ANC 00 wcmomHEHUW >KajaoOHl,
npeacTaBieHus (MpoTecTa) He MOo3/AHee 3-AHEBHOIO CPOKa 3asBUTENIO HAIIPABISIECTCS
U3rOTOBJICHHAs B  YCTaHOBIEHHOM Topsake kommst pemenuss Cyma ¢
COMPOBOJUTEIBLHBIM MHCHMOM WM O(PHUIIHATHPHOEC THUCHMO C MPHIOKEHHUSIMU,
yKa3aHHBIMH B IaHHBIX MHCbMAaX, a Takke (HOpPMUpPYETCs MPOU3BOACTBO.

3.10.45. Ha >xanio6sl, mipecTaBieHus (MPOTECTHI), IO KOTOPHIM HUCTPEOOBAHBI
Jena s TMPOBEPKHM B KACCAIIMOHHOM W HAJ30PHOM TOPSAKE, 3aroJHSIOTCA
KOHTPOJIbHBIE JIUCTHI (TIPUJIOKEHHE 52), TOCIE Yero >KajoObl, Mpe/ICTaBIICHUS
(mpoTecThl) TMepefaroTcs BMECTE€ C MPOU3BOJACTBAMHU (MPU HMX HAIWYUH) B
COOTBETCTBYIOIINI CyIeOHBIN COCTAB.

B cayuyae uctpeboBaHusi nena mo jkanoOe, MPEACTaBICHUIO MO JejiaM IIo
pa3pemeHuI0 AYKOHOMUYECKUX CIIOPOB KOHTPOJBHBIE JIUCTHI HE 3alOHSIOTCS.
[lepenaua  »xainoo, MpeACTaBICHUM (mpoTtecToB) OCYILECTBIISIETCS B
aBTOMATHU3MPOBAHHOM PEKMME TIOJ] PACIIMCKY B peecTpax Mepeaadu Kanoo.

3.10.46. Pabotaukamu YnpasieHus GopMUPYIOTCS TPOU3BOJICTBA.

[To >xamo06aM, pacCMOTPEHHBIM B MPOIECCYaTHbHOM MOPSAKE, B MIPOU3BOJCTBO
TIOIIITBAIOTCSI:

- TONJMHHUK ompeaeneHus (MOCTaHOBIEHUsS) 00 OTKaze B Tepenaye
KAaCCAIIMOHHBIX WM HAJA30PHBIX KaJI0Obl, MPEACTABICHUS IJIsi PACCMOTPEHHS B
cyneOHOM 3ace/laHuM CyJia KacCalluOHHOM MJIM HAJ30PHON MHCTAHIINH;

- Konuu oduimaibHbeIx uceM PykoBojctea Cya,

— OpAep allBOKarta,;

- ajo0bl, IPEACTaBICHUS,

— KONUU 00KaTyeMbIX CYJeOHBIX TOCTAHOBIICHUH (pEIlIeHUN );

— WHBIE JOKYMEHTHI TI0 yKa3zaHuto cyabu Cyza.

[Ipu paccmoTpeHuu xanoObl (ITpoTecTa) Ha BCTYNMBUIME B 3aKOHHYIO CHILY
MOCTAHOBJICHHE MO Ny 00 aIMUHUCTPATUBHOM TMPABOHAPYIICHHUH, PEIICHUS IO
pe3yiapTaTaM  paccMOTpeHHus kanmo0, mporecToB B mpousBoiacTBo  Cyma
TIOIIITBAIOTCSI:

- ’kanoba (mporecr);

- TOJJUHHUKHA  OMNpEACJICHUs O TMPUHATAM >KajaoObl  (mpoTrecta) K
npousBoicTBy Cyna,

- noctanoBnenue llpencemarens Cynma wid e€ro 3aMecTtuTessi JuOO CylbU
Cyna;

- KONMUU  TIOCTAHOBJICHWN  (pEIIeHMil), BBIHECEHHBIX IO Jely 00
aIMUHUCTPATUBHOM MPABOHAPYIIICHUH;
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— KOMHMH COMPOBOJUTENBHBIX IMHCEM O HAMpaBICHUH KOMHUM yKa3aHHBIX
OIpeIeNIeHus], TOCTAaHOBIICHHS YYaCTHUKAM ITPOU3BO/ICTBA,;

— JIOKYMEHTBI, MOJATBEPKAAIOLINE TOJTHOMOYHS 3aIlIUTHUKA, MPEACTaBUTEI,
3aKOHHOTO TMpPEICTaBUTENs (U3UUECKOTO JIHMIA WM 3aKOHHOTO MPEeJCTaBUTEIs
IOPUINYECKOTO JIUIA, B CIIydae OOpaIIeHus TAKKX JIUI] C XKaJlo0oii;

— MHbIE JOKyMEHTHI 10 yKazanuio [Ipeacenarens Cyna win ero 3aMecTUTeNs
au6o cynpu Cyna.

CdopmupoBaHHbIe MPOU3BOJCTBA IMEPEAAIOTCS TOJ PACIUCKy B peecTpax
nepenayn JOKyMEHTOB paOOTHHUKAM YTIpaBlI€HUs, OTBETCTBEHHBIM 3a X XpaHEHHE.

[IpousBoacTBa, mepenaHHbIe HCIOIHUTENII0 M3 CEKpEeTapuaTtoB CyAeOHBIX
COCTaBOB U OT/eJIa XpaHEHHUsI, BO3BPAIIAIOTCS 110 MECTY XpaHEHHUS.

3.10.47. Ilpou3BoAcTBa 10 kanodam, MpeacTaBIeHUsIM (IIPOTECTaM) XpaHATCS
B apXuBe YTPaBIEHUS COIJIACHO CpoKaMm, ompenaenéHHbIM CBOIHON HOMEHKIATYpOou
nen, HapsjnoB U npou3BoacTB Cyna, B NOPSAAKE, YCTAaHOBJIEHHOM IYHKTOM 4.6
HacTosAwel WHCTpyknuu, a 3areM M[OJUIeKaT YHUYTOXKEHHIO B  TOPSAKE,
YCTaHOBJIEHHOM ITyHKTOM 4.8 Hactosuied UHcTpykuuu.

Jleaonpoun3BoactBo B [Ipuémuoii Cyna

3.10.48. [Ilpuém rpaxnaH, HemocpeacTBeHHO oOpatuBmuxcs B Cyx,
ocymiecTBisieTcs: paboTHukamu [IpuéMHON M pErIaMeHTHPYETCs] TOJIOKEHHEM 00
VYnpaBneHnu, 10JPKHOCTHBIMU PErjlaMeHTaMu U Hactoserd MHCTpyKmen.

3.10.49. [Tucermennsie oOpamenus, noctynusimue B [IpuéMuyro, yauTeIBatoTCs
U TIEPETAOTCS B COOTBETCTBYIONIME TPYNIBI YTPaBICHUS IS JaJTbHEHUIIIETO
IIPOXOXKIEHUS B YCTAHOBJIEHHOM HacTtosmen NHCTpykiuen nopsake.

Ha oOpamennn W ero KOmuM, KOTOpas IOJICKUAT BO3BpaATy 3asBUTEIIO,
craButcs 1mramin [Ipuémuoit (mpusoxenue 75).

3.10.50. Ceenenust o nuiax, ooparusmmxcs B [IpuéMHyro, y4uTHIBarOTCS B
AUC.

3.10.51. Pa6oruukom IIpuémuoit HaBoasTcs cupaBku B AVC o nBwkeHUH B
Cyne 3asBieHUi, xanoO (MpeacTaBieHuit), CyAeOHbIX e U APYTUX JOKYMEHTOB, a
Takke BbIatoTcs komuu pereHuit Cyaa (1o 3amnpocam 3asBUTENEH).

3.10.52. 3asBnenuss o Bblgade JokymMmeHToB Cyaa WM  HUX KON
HEIOCPEACTBEHHO 3asBUTENIO peructpupyrorcs B AVC.

3.10.53. Pemenus mo 3agBICHHAM, KajoOaMm, OQHUIMATBHBIC MHChMa
PykoBoacTtBa u cyneit Cyna, a Takke WHBIC JOKYMEHTBI BBIIAIOTCS 3asIBUTEIIO IO
pPacIUCKy C YKa3aHHUEM JIaThl BBIJAYN M (paMUITHH 3asBHTEIIA.

3asBJICHUE O BBIJIaY€ HETIOCPEACTBEHHO 3asABUTEIIO JOKyMEeHTOB Cyna MIIh UX
KOITHH, a TAaK)KE PACIMCKa TOIITUBAIOTCS B TIPOU3BOJICTBO.

3.10.54. TloBTopHas Bbimava komuii pemeHuid Cyna U o(QUIMATBHBIX THCEM
OCYILECTBIISIETCS B YCTAHOBJIEHHOM HacToser MHCTpyKInen nopsiake.

3.10.55. O3znakomieHue 3asBUTENS WIW JIMI, YYacCTBYIONIUX B Jeie, C
MaTepHuaaMH TIPOU3BOJICTB OCYIIECTBIISIETCS B YCTAHOBICHHOM MOPSIKE C OTMETKOM
B COOTBETCTBYIOIIEM JKypHae (Mpuiokenue 28).
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3.11. lenonpoun3BoacTBo B apxuBHoM (ponae Cyaa

3.11.1. Ilopsmox TpOXOXkKACHUS JOKYMEHTOB W pabOThl ¢ HUMH B OTJIEJE
XpaHEeHUs CyJeOHBIX TOKYMEHTOB (Jajiee — OTIEN) pPEeriiaMeHTUPYETCSl HACTOSIICeH
Wucrpykiuent, 3ajayaMu 1 GyHKIUSIMH OTAENA U JOJKHOCTHBIMU PErJIAMEHTAMHU €70
pabOTHUKOB.

3.11.2. [ns oOecrieyeHus ONEPATUBHOIO TIOMCKA U  HMCIOJb30BaHUS
uHpopMaiuu B otaene ucnonszyercs AVC.

3.11.3. [Ipuém u y4€T JOKYMEHTOB, MIOCTYHUBIINX B OT/EJ, OCYIIECTBISETCS B
aBTOMATHU3UPOBAHHOM PEKUME.

Cenenusi 0 moctynuBieM TokyMeHTe BBoaaTcs B AVIC ¢ BHeCeHHEM TaHHBIX
B DJICKTPOHHYIO KapTOYKy, MPU ITOM JOKYMEHTY aBTOMATHYECKH TPHUCBAUBACTCS
BXO/JIAIINI HOMED.

Ha niepBoii cTpanuiie JOKyMeHTa CTaBUTCSl PETUCTPAIMOHHBIN IITAMII OT/ENa C
yKa3aHueM HoMepa M JaThl MOCTYIUICHUS TOKyMeHTa (puioxeHue 67).

Kpome Toro, peructpaiuisi OCymecTBIsIETCs B KypHaje yuéTa U perucTpanuu
MUCBMEHHBIX 3allpOCOB, 3asBJICHUN IO YrOJOBHBIM JieJlaM O BbIJau€ KOIUU
JIOKyMEHTOB, CIPAaBOK O pe3yJbTaTaX pPAacCMOTPEHHUS Jed, a TaKkKe 3alpocOoB IO
JUYHOMY COCTaBY.

3.11.4. Tlepenannbie wu3 mnoapaznenenuit Cyna Ha MPOBEPKY KOOI,
3asIBJICHUS YUYUTHIBAIOTCS B COOTBETCTBYIONINX JKypHAIaX.

3.11.5. PabotaukoMm noapazaenenus Cyna, U3 KOTOPOro MOCTYMHI TOKYMEHT,
3aIOJTHSIOTCS] B COOTBETCTBYIOIIEM KypHAJE CICAYIOIIHE rpadbl:

- J1aTa MOCTYIUICHUS TIOKYMEHTA,;

- daMuius, UM W OTYECTBO OCYXKIEHHOTO, JIWIl, YYaCTBYIOIIMX B JeJe,
TPETHETO JINIIA;

- JaTa U NMOAMKUCH pabOTHHUKA OT/ENIa O BO3BpATe IOKYMEHTA; B CiIy4ae, €cliu
JIOKYMEHT OCTaeTCs B OT/EJIE, CTABUTCS OTMETKA «apXHUBY;

- JlaTa ¥ moANUuch padoTHUKA nojapazaeneHus Cyna o mogyuyeHur JOKYMEHTa
U3 OT/IeNa.

3.11.6. JIoKyMeHTBI, pacCMOTPEHHE KOTOPBIX OTHOCUTCA K KOMIICTCHIINH
oTnena, TMEepeNaloTCcs MCHOJHUTEISIM B COOTBETCTBUM C WX JOJKHOCTHBIMU
perjiaMeHTaMHU.

3.11.7. B otaene BXOAAIIMM U UCXOJSANIAM JOKYMEHTAM IO CYJACOHBIM JeiIam
MIPUCBANBACTCS HOMEP CYJIeOHOTO peIieHUsI.

JlokyMeHTaM, HE CBSI3aHHBIM C KOHKPETHBIM CYACOHBIM DPEIICHHUEM, a TaKkKe
TOKyMEHTaM, Cy/IeOHbIC PEIIESHHUS 110 KOTOPBIM OTCYTCTBYIOT B Cyie, TPUCBAUBACTCSI
HOMED, COCTOSIIIIUN U3 MHICKCA OT/IeNa, Aeduca, MOpsSIKOBOrO HOMEPa, KOCOW YEPTHI,
BHJIA IOKYMEHTa, Aeduca u Texyiero roja (Hanpumep: OX/1-15/rp-14).

3.11.8. Beimaua gen, HapsiIoB W TPOW3BOJCTB PaOOTHHKAM TMOJpa3/eIeHUN
Cynma ocymecTBiseTrcss TMOJ] pacmucKy B KHHWI€ BbIJIaYd  JIOKYMEHTOB
(mpunoxkenue 23). Ha BbimanHOe €70, Hapsa W MPOU3BOACTBO 3aBOJUTCS JIUCT-
3aMECTHUTEIb.

O3HakOMIICHHE C JIeTlaMU, HapsaMy U MIPOU3BOJCTBAMHU, a TAK)Ke MOJATOTOBKA
Y HampaBJICHHE OTBETOB HA 3alpOCHI MOJIb30BaTeNeH nHPOpMaIen o AesTeIbHOCTH
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Cyna ocylecTBISIIOTCS B COOTBETCTBUM € [lonokeHrEM O MOpsiKe O3HAKOMIICHUS
noJsib3oBaTenel nudpopmarmen ¢ uadopmaiuen o aearenbHoct BepxoBHoro Cyma
Poccuiickoit ®denepanuu, Haxoxsmieiics B apxuBHoOM ¢(oHae BepxoBnoro Cyna
Poccuiickoi CDGI[Gpa,HI/II/IZZ.

3.11.9. B otnene Benércs yuér 3ampocoB mno nokymeHtam Cyna (PCOCP,
CCCP).

3.11.10. B cnydae mepenauu JOKYMEHTOB W3 OOIIETO OT/eia Ha MCIOJHEHHE
UCXOJAIIMNA HOMEp MNpUCBaMBaeTCs OOLIMM OTIEJIOM, B JJIEKTPOHHON KapTOTEKe
KOTOPOTO JIEIAeTCsI OTMETKA 00 OTIPaBKE OTBETA OT/ACIIOM XpaHEHHUSI.

3.11.11. JloKyMeHTBI, TOATOTOBJICHHBIC JIs OTHIPaBKH, OQGOPMIISIOTCS
WCIIOJTHUTEJIEM B YCTAaHOBJIICHHOM MOPSAJIKE U niepeaaroTcs B skcneaunuio Cyna.

HcnonHeHHbIe AOKYMEHTHI Ha OyMaXHBIX HOCHTEISIX TMOMAIIMBAIOTCS B
COOTBETCTBYIOIIME HAPSAbl U MPOU3BOCTBRA.

3.12. llopsinok paGoThI ¢ JOKYMEHTAMH OTPAHUYEHHOT 0
pacnpocTpanenus (¢ moMeTkoil «IJis1 Ci1yskeOHOI0 M0JIL30BAHUN).
biaanku cTporoi 0TYETHOCTH

3.12.1. K cayxeOHOM wuHPOpPMAIIMK OTrPAHUYEHHOTO PACTIPOCTPAHCHUS
OTHOCHUTCSI HECEKpeTHasi MH(opMalus, OrpaHMuYeHUE Ha PaclpOCTpPaHEHHE KOTOPOH
JUKTYETCS CIIYKE€OHOU HEOOXOJUMOCTBIO.

K JokymMeHTaM OrpaHMYeHHOro pacnpocTpaHeHus (C mnoMeTkor «Jlms
CITy>keOHOTO TOJIB30BAHMS») OTHOCATCA moctynuBinue B Cyl, a TakKe CO3JaHHBIC B
Cyne JOKyMEHTHI, CoJieprKalliie JaHHY0 HHGOpMaIno (Hapsiabl U M3IaHAT)>.

Pabota ¢ [OKyMeHTaMH, COAEpX AIIMMH CIY)KEOHYI0 HH(POpPMALIHIO
OTPaHUYEHHOr0 pachpocTpaHeHus (naigee — «Jas ciyKeOHOro MoJb30BaHUMY),
ocymiecTBisiercss B anmapare Cyna B MOpsIKE, YCTAaHOBICHHOM ISl HECEKPETHBIX
JIOKYMEHTOB, C Y4€TOM 0COOEHHOCTEHN, N3JI0KEHHBIX B HACTOSIIIEM pa3zelie.

3.12.2. Ha cuyxeOHbIX JOKyMEHTax (B cllydae HEOOXOAMMOCTH W Ha HX
MPOEKTaXx), CoJIeprKaIlux CITyKEOHYIO uHdOopMaIuio OTPaHUYECHHOTO
pacnpocTpaHeHUsl, MPOCTABISETCS TOMETKA «JIJ1s CTy»>KeOHOTO TOJIb30BaAHUS.

HeobxoaumocTh mpocTaBlieHUs TOMETKH «JJisi CIy»KeOHOTO TMOJIb30BaHUS»
OTIpeIeIIsIETCS] UCTIOJHUTENIEM IOKYMEHTa, PyKOoBouTeIeM noapasaenenus Cyaa wim
JOJKHOCTHBIM JIMIIOM, TIOIMCHIBAIOIINM WIIA YTBEPKAAFOIIUM JOKYMEHT.

VYka3aHHas MOMETKa U HOMEp AK3EMIUISIpa MPOCTABIISIIOTCS B TPABOM BEPXHEM
yIJy TEPBOM CTpaHUIIBl JOKYMEHTa, Ha OOJIOKKE M TUTYJIHHOM JIUCTE WM3JaHUA, a
TaK)Ke Ha MEePBOM CTPaHMIIE COTIPOBOIUTEIHHOTO MUChMA K ITUM JOKYMEHTaM.

3.12.3. Peructpaius BXOIAIIUX U MCXOIAIIUX JTOKYMEHTOB, COJIEpMKAIIUX
CIIy’K€OHYI0 HWH(OpPMALMI0O OrpaHUYEHHOIO PACIPOCTPAHEHUS, OCYIIECTBISAETCA
CHeIMaIbHO Ha3HAYEHHBIMU PAOOTHUKAMU OOIIETO OT/Iea.

OTU TOKYMEHTHI YYUTHIBAIOTCS OTAEIBHO OT HECEKPETHBIX JTOKyMEHTOB. [Ipu
HE3HAYUTEIbHOM 00bEME TaKMX JOKYMEHTOB pa3peliaeTcs BeCTH UX YUYET BMECTE C

2 YrBepxkaeno npukazoM Ilpencenarens Cyna ot 18 utons 2010 r. Ne 10-I1.
Ilepeuens cBenennii (moxymenroB) BepxosHoro Cyna Poccuiickoit ®enepanuu, COCTaBISIIONIMX CIYXEOHYIO
nH(OpMaLMIO OTpaHMYEHHOTO pacrpocTpaHeHus («lis ciry>keOHOTo 1MoIb30BaHMs), YTBEPKAEH nprukaszoM 1o Cyny.
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HECEKPETHBIMU JIOKyMeHTaMu. [Ipum 3TOM K HOMEpY JOKyYMEHTa J00aBiIseTCS
nometrka «JCID».

3.12.4. JlokyMeHTBHI, W3JaHUS W HapAAbl ¢ TOMETKoM «Jljist ciykeOHOTro
MOJIb30BAHUS» XPAHITCS B 3allUpPaEeMbIX M OMNeYaThiBaeMbIX IIkadax (ceitdax wim
METATHYECKHX IKadax) B CIy>KEOHBIX TTOMEIIEHHUSX.

Boimaya sTuX Cioy’KeOHBIX JOKYMEHTOB, HapsiioB W HM3JaHUN MPOU3BOJIUTCS
MOJI PacIUCKy B >KypHalle Mepefadyd JTOKYMEHTOB M TOJIbKO T€M MCIOJHUTENSIM,
KOTOpBIE UMEIOT K HUM HEMOCPEICTBEHHOE OTHOIIIECHHE.

BBIHOCUTE JTOKYMEHTBI, U3/IaHUSI U Hapsabl ¢ MOMETKOM «/[ns cimyxeOHOro
NoJIb30BaHus» U3 3Aanuii Cy/a 3anmpenaeTcs.

3.12.5. Ilepemadya MOKYMEHTOB, HW3JIaHU W HAPAIOB C TOMETKOW «J[ms
CITy>KeOHOTO TOJIB30BAHMS) CYIbsIM U paboTHUKaM ammnapara Cyna ocyIiecTBIsSETCS
MO/l paCHMUCKY Ha cpok He Oonee 10 qHel.

3.12.6. IleyaTanue NMPOEKTOB M KOMUPOBAHUE JOKYMEHTOB C MOMETKOM «Jlist
CIIy’K€OHOTO TMOJB30BAHUS OCYIIECTBIISIOTCS TOJILKO C MUCHbMEHHOTO pPa3pelieHust
HaYyaJbHUKA OOIIETro OT/eNa WiK ero 3amecTuTelns. [Ipu aToMm yepHoBUKH (haiiibl) u
BApUAHTHI ATUX JIOKYMEHTOB YHHUUYTOXKAIOTCS, O YEM JIENIAeTCs OTMETKA B YUETHBIX
dbopmax.

Ha 06opoTHO# CTOpOHE B JIEBOM HIKHEM YTy MOCIEAHETO JIMCTA KaXKII0TO
DK3EMIUISIPA  YKa3bIBAETCS KOJUYECTBO OTIEYATAHHBIX OK3EMIUISIPOB, (haMuins
WCIIOJTHUTENISI U HOMEP €ro ciIy>keOHOoro TenedoHa.

3.12.7. OrmpaBka IOKYMEHTOB, COJAEpXaIUuX CIyKeOHYI0 HH(POPMAIIUIO
OTPaHUYEHHOTO PACHPOCTPAaHEHUs, B IPYTHE OPTaHM3alMU OCYIIECTBISETCS depes
nojipa3aenieHust (eNbIberepcKoil CIyX Obl, CIEICBI3W B YCTAHOBIIEHHOM IMOPSIKE
WM HapodHbIM. [Ipy HEOOXOAMMOCTH HAIIPABICHHUS TaKMX JOKYMEHTOB HECKOJIBKUM
azpecaTaM HMCIOJHHUTENh COCTABISIET CHHCOK PACCHUIKH, B KOTOPOM JUISI Ka)JIO0TO
ajpecara MPOCTAaBJISETCS HOMeEp dk3eMiuisipa. CIHMCOK PacChUIKU TOJIHACHIBACTCS
UCIIOJIHUTENIEM M YTBEPXKIACTCS PYKOBOAMUTENIEM MOJPa3/IeICHUs, TOrOTOBUBIIIETO
JIOKYMEHT.

[Tepemaua MOKYMEHTOB C TOMETKOM «JIJig Cly’Ke€OHOTO IOJIB30BaHUSY 10
HEe3aIUIEHHBIM KaHataM (GaKCUMIUIBHON U DJIEKTPOHHOM CBSI3M 3aIpEIIaeTCs.

3.12.8. HcnonHeHHbIE JOKYMEHTHl C TOMETKONM «Jlims  ciaykeOHOoro
MOJIb30BaHUs»  (DOpMUPYIOTCS B Hapsiibl B COOTBETCTBUU co  CBOJHOM
HOMEHKJIATypO#l e, HapsaoB U mpou3BoiAcTB. [Ipum 3ToM Ha 00JIOXKKE Hapsia, B
KOTOPBIH TIOAIIATHl TaKUE JTOKYMEHTBI, HelaeTcs ToMmeTka «Jlist cimy)eOHOoro
MIOJIE30BAHUS.

3.12.9. O160p Ha YHUYTOXKEHHE JOKYMEHTOB, M3IaHUN U HAPSAIOB C MMOMETKOU
«nst cmy>keOHOTO TOJIb30BaHUA», YTPATHBIINX CBOE MPAKTHUYECKOE 3HAUCHUE U HE
UMEIOIINX HCTOPUYECKON IICHHOCTH, IMPOU3BOJIUTCS MO Mepe HEOOXOIUMOCTH B
YCTaHOBICHHOM MOPSLIKE™.

24 WucTtpykums o mopsake orOopa, MCHOJB30BAHWS M Iepelayd Ha XpaHEHHE ITOKyMEeHTOB B BepxoBHom Cyre
Poccuiickoit ®enepanuu, yrBepkaeHa npukasoM [pencenarens Bepxosnoro Cyna Poccuiickoit denepauuu.
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[To pe3ynpTaTam 0TOOpa COCTABISETCS aKT M OCYIIECTBIISICTCS YHUUTOXKECHHE
YKa3aHHBIX JIOKYMEHTOB. B JXypHanax M KHHMrax y4yé€ra 3THUX JOKYMEHTOB JEIacTCs
OTMETKa 00 YHHUUYTOKEHUH CO CCHUIKOM Ha COOTBETCTBYIOIIUI aKT.

3.12.10. IIpoBepka Hamu4usi TOKYMEHTOB, W3JaHUM W HAPSAIOB C MOMETKON
«ns cmy:keOHOro MOJB30BaHMS MPOU3ZBOJUTCS HE peXe OAHOrO0 pa3za B IOl
KOMHCCHUSIMHM, Ha3zHayaeMbIMH mpukazoM 1o Cyay. B cocraB Takux KOMHCCHIA
BKJIFOYAIOTCS, B TOM YHUCJIE JINIIA, OTBETCTBEHHBIE 32 YUET U XPAaHEHUE ITUX HAPSAIOB,
W3JaHUN U JTOKYMEHTOB.

Pe3ynbrarsl mpoBepku 0hOpMIIAIOTCS aKTOM.

3.12.11. B caywae yTpaTsl TOKYMEHTOB, W3JIaHWN U HAPSAIOB, COICPIKAIIUX
CIIy’)keOHYI0 MH(OpPMAIMI0 OTPAHUYECHHOTO PACIpPOCTpPaHEHHs], JUO0 pasriamieHus
3TOH HH(OpPMAIMK PYKOBOAMUTENb moapasaeneHus Cyaa uHbopMupyeT 00 3TOM
PykoBoactBo Cyaa ¥ IpOBOJUT CIY’KEOHYIO IMPOBEPKY, O PE3yNbTaTax KOTOPOU
MMCbMEHHO J0KNaabiBaeT PykoBoactBy Cyna.

Ha yrpaueHHble JOKYMEHTHI, W3JaHUS W HapsAbl € TOMETKOW «/Jlms
CIIy’K€OHOTO TOJB30BAHUS COCTABIIACTCA aKT, HA OCHOBAaHUM KOTOPOTO JEIaroTCs
COOTBETCTBYIOIIUE OTMETKH B YUETHBIX (hopMax.

3.12.12. Ilpu HUCKIIOYEHUH U3 KATETOpPUH JOKYMEHTOB OTPAaHUYEHHOTO
pacrpocTpaHeHUs] (CHATHM TMOMETKH «JIas  Ciy)KeOHOTO TOJIb30BaHUA») Ha
JTOKyMEHTaX, W3JIaHUAX M Hapsjgax, a Takke B YYETHBIX ¢GopMax enaroTcs
COOTBETCTBYIOIIME OTMETKU. PemeHue o cHATMM mnoMeTku «Jlis ciy>xeOHoro
nojb30BaHus»  npuHuMaercss  PykoBojactBom  Cyaa  mnpu  yTBEPKICHUH
COOTBETCTBYIOIIETO aKTa, MpeAcTaBisieMoro komuccueit Cyna.

3.12.13. Ilepemaua paboTHHWKaMH ammapata JOKYMEHTOB (WX KOIWHA WM
MPOEKTOB), COJIepIKaIluX CITY>KeOHYIO0 nH(pOopMaIuio OTPaHUYECHHOTO
pacnpocTpaHeHusi, pabOTHUKAM APYrUX YUYPEKIECHUW, a TaKXKe pPacnpoCTpaHEHHE
Takol MH(OpMAIUU AOMYyCKAaeTCs TOIBKO ¢ paspemienus PykoBoactea Cyna.

3a pasriaiieHue Ciye0HoM nH(pOopMaIUU OrPaHUYEHHOTO PACTIPOCTPAHCHHS,
a TaKKe 3a HApYIICHWE YCTAHOBJICHHOTO TMOpSJKa OOpalleHUs C JIOKYMEHTaMH,
coJlepKalllUMK  Takyro HWH(opmaiuio, padotHuku anmapata Cyma MoryTt OBITh
IIPUBJICYEHB] K JTUCUUIUIMHAPHON WJIM MHOW MPEIyCMOTPEHHOM 3aKOHOAATEIbCTBOM
Poccuiickon @enepanyi OTBETCTBEHHOCTH.

3.12.14. K 61aHKaM CTpOroil OTYETHOCTH OTHOCSITCS OJIAaHKU YAOCTOBEPEHUH,
TPYAOBBIX KHIKEK C BKJIAQJbIIIAaMU K HUM, a TaK)Ke Apyrue OJaHKH, pacxo/I0BaHUE
KOTOPBIX YUUTBIBAETCS MO IK3EMILISIpaM U IO HOMEPaM.

biianku cTporoit OTYETHOCTU YUUTHIBAIOTCS, XPAHATCA U MIPOBEPSIOTCS 1O TEM
K€ TpaBUiIaM, YTO U JOKYMEHTHI C MOMETKOU «J[J1s C1y>KeOHOT0 MOJIb30BaHU.

Y4ér OnaHKOB CTPOrod OTUETHOCTH BEAETCS MO YCTAHOBJIEHHOW (opme
(mpuokenue 24).

[Ipu m3manum OJIAHKOB CTPOTOM OTUYETHOCTH MPETYCMATPUBACTCA MX THPAK
Y HyMepalus.

PykoBoauTenu cOOTBETCTBYIOMIUX NoApazaeiaeHuii Cyna HECYT MePCOHATBHYIO
OTBETCTBEHHOCTh 3a OOECHEUYEHHE COXPAHHOCTH OJIAaHKOB CTPOrod OTUYETHOCTU U
MPAaBWIBHOCTh X UCIIOJIb30BAHUS.



63

3.13. Ilopsinok U3roTOBJIEHUS, XPAHEHNSI, BbIIAYH U YHUUYTOKEHUSA
01ankoB pemieHuid Cyna u 61ankoB Cyna

3.13.1. bnanku pemenuit Cyna u Omanku Cyga ¢ BOCHpOU3BEICHUEM
['ocynapctBenHoro repoa Poccuiickoit deaepaiiuu U3roTOBISIIOTCS B COOTBETCTBUU
c TpeboBanusmu cr. 10  DenmepasbHOr0  KOHCTHUTYLMOHHOTO  3aKOHA
or 25 nexabps 2000 r. Ne 2-OK3 «O T'ocynmapctBenHoMm repbe Poccuiickoit
Oenepauun». W3roroBieHue, xpaHeHHWe W Bblmada nogpasaeneHusM  Cygaa
yKa3aHHBIX OJIAHKOB OPTaHU3YETCS M OCYIIECTBISIETCS YTIpaBlIeHHEM MaTepUaIbHO-
TexHuuyeckoro obecnedenuss Cyna mo 3asiBKaM pYKOBOAMTENEH NOJpa3/eleHUui
Cyna.

brnankn pemenuit Cyma wm Omanku Cyaa MODKHBI OBITH HM3TOTOBJICHBI
HAa CTAHIAPTHBIX JHUCTaX O€Noil WIM CBeTIBIX TOHOB Oymaru (opMaToB
A4 (210 x297 mm), AS (148x210 mm).

3.13.2. bnanku pemenuii Cyna u 6manku Cyna moasiexaT Y4ETy U JOJKHBI
WCIIOJIb30BaThCA CTPOTO MO HA3HAYCHHIO, NEPEAaBaTh UX JAPYTMM OpraHU3alUiM H
JMLAM 3aIpeniaeTcs.

Yuér OnankoB BeA€Tcss B YIOPABIEHUUM MaTEpUATIbHO-TEXHHUYECKOTO
oOecrieueHuss B KypHaie (mpwiokeHHue 27)  JTOJDKHOCTHBIMH  JIMIIAMH,
OTBETCTBEHHBIMHM 32 UX IIOJyYEHHE, XPAHEHNE U UCIIOJIb30BAHUE.

YHuutoxeHue wucnopyeHHbix OnaHkoB pemeHudd Cyna u OnankoB Cyga
IIPOU3BOJIMTCS 110 MEPE HEOOXOAMMOCTU WCIOJHUTEIIMH B noapaszaeneHusax Cypaa
IIyTEM U3MEIBYCHUS.

3.13.3. Bugsl OnankoB, mpumeHseMbix B Cyzne, W TOpSIOK BBEICHHUS B
nericTBue HOBBIX OslaHkoB perieHuit Cyna u 61ankoB Cyja yTBEpKIAIOTCS TPUKA30M
[Ipencenatenss Cyna mno TpeACTaBICHUIO YTIPaBICHUS JOKYMEHTOOOOpOTa U
JEJIONPOU3BOCTBA.

3.14. YuéT, XxpaHeHHe U Bbl1a4a OJIAHKOB MCIIOJHUTEIbHBIX JIMCTOB

3.14.1. braHKM HMCHOJIHUTENBHBIX JIUCTOB® MOCJIE MX NPUHATUA K Y4€TYy”® B
YCTaHOBJICHHOM TOPSIIKE BBIAAIOTCS Ha OCHOBAaHMM COOTBETCTBYIOIIUX CITY>KEOHBIX
3alMCOK TMpejacenaTenell cyneOHBIX COCTaBOB IIOJ PACIMCKy B JKypHalle ydera
OJJAHKOB ~ MCHOJHUTENbHBIX JIUCTOB  (IpuioXkeHue 25)7  ylnoJIHOMOYEHHOMY
pabOTHUKY CyneOHOro cocTaBa® [Jisi TOCJEAYIOIIero OQOpPMIICHUS U BbIIauu
VCIIOJIHUTEIIbHBIX JIUCTOB.

% W3roToBieHne GJAHKOB WCIONHUTEIbHBIX JIMCTOB opraHm3yercs YTpaBlIeHHEM MaTepHaIbHO-TEXHUIECKOTO
obecreueHns 10 3asBKaM IpejaceaaTeNiell CyJJeOHbIX COCTaBOB CYyIeOHBIX KOJIJIETHH.

2 OcyImecTBiseTcs YIoJTHOMOYEHHBIM Pab0THUKOM PHUHAHCOBO-9KOHOMUYECKOTO YIIPABJICHUS B KHUTE ydeTa OJIaHKOB
cTporoii oTdyeTHOCTH (TIpritokeHue 24). O0sA3aHHOCTH, MPaBa U OTBETCTBEHHOCTh YKA3aHHOTO JIMIA OLPEICIIIIOTCS B
€ro JOJDKHOCTHOM PETJIaMeHTe.

2z [IpaBuna W3rOTOBJICHUS, y4YeTa, XPAHCHHUS M YHUUYTOXKCHHS OJIAHKOB HCIIOJHUTEIBHBIX JHCTOB YTBEPKIACHBI
nocranoBieHueM [IpaBurenscTBa Poccuiickort @enepanuu ot 31 uronst 2008 r. Ne 579 «O OnaHKaX UCIIOIHUTEIBHBIX
JIACTOBY.

28 O0s13aHHOCTH, MTPaBa ¥ OTBETCTBEHHOCTh YKa3aHHOTO JIUIIA ONIPEIIEIISTIOTCS B €r0 JOJDKHOCTHOM PErIaMeHTe.
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3.14.2. B ciayuyae mopuu OJiaHKa MCTIOTHUTEIHHOTO JIUCTA YIOTHOMOYEHHBIH
paboOTHUK CymeOHOTO COCTaBa HE MO3THEE CICAYIOIIETO THS JTOKJIAIbIBAET 00 3TOM
npeceaaTenio CyaeOHOTO cocTaBa M MO €ro YKa3aHWIO BO3BpAIaeT MCIIOPUYCHHBIN
OJlaHK YIOJHOMOYEHHOMY paboTHUKY DHHAHCOBO-3KOHOMHYECKOTO YIPABICHUS B
YCTaHOBJICHHOM TIOPSIIKE.

3.14.3. TIpoBepka Hamu4usi OJAHKOB MCTIOJHUTEIBHBIX JTUCTOB, YHHUTOKEHUE
UCTIOPYCHHBIX OJIAaHKOB, a TaK)Ke CIIMCAHWE YTEPSHHBIX OJAHKOB OCYIIECTBIISICTCS
komuccuen CyJia 1o akTy B YCTaHOBJICHHOM IOPSIKE.

3.15. OdopmieHue u BbIIa4a NCIOJTHUTEIbHBIX JTUCTOB

3.15.1. Odbopmiienre 1 BhIIava UCTIOJHUATEIBHBIX JTUCTOB MO CYACOHBIM aKTam,
npuHATbIM CyJIOM, OCYIIECTBIISIETCS YMOJHOMOYEHHBIM PAOOTHUKOM CyAeOHOTrO
COCTaBa B COOTBETCTBHUU C MPOLIECCYyaTbHBIM 3aKOHOAATEIbCTBOM.

3.15.2. 3amonHeHue OJlaHKAa HWCIOJHUTEIBHOTO JINCTAa  ITPOM3BOIUTCS
YIOJIHOMOYEHHBIM paO0OTHUKOM Cy/1€0HOTO cocTaBa ¢ ucnois3oBanrem AVC.

3.15.3. IloATrOTOBJICHHBI MCIOJHUTEIBHBIA JIMCT TOANUCHIBACTCS CYIbEM,
Mpeice1aTeIbCTBOBABIIIUM B CYJIeOHOM 3ace/laHuu, IM0o mpeacenareaeM cyaeoHoro
cocTaBa M 3aBepsercs nedarbio Cyza ¢ BocnpousBeieHHeM [ ocynapcTBeHHOTO repoa
Poccuiickon ®@enepanuu.

3.15.4. Bce nuCTBl 3alOJHEHHOTO OJIaHKA UCIOJHUTEIBHOTO JIUCTA
MPOIIMBAIOTCS HA JiBa MPOKOJA IO ILEHTPY C JIEBOM CTOPOHBI KaXJOTO JIMCTA
MPOYHOW HUTHIO, KOHI[BI KOTOPOM CBSI3BIBAIOTCS M BBIBOASTCA Ha OOOPOTHYIO
CTOPOHY MOCJEIHETO JINCTA.

Ha 060opoTHO# cTOpOHE MOCIEAHETO JIUCTa B MECTaX CKPEIJICHUS HAKJICHUBACTCS
HaKJIellKa ¢ 3aBEpUTEIbHOM HAANUCHIO (MpuiiokeHue 77 mpumep «0»), mpU 3TOM
HakJelKa JOJHKHA 3aKpbIBaTh MECTO MPOIIMBKHU MOJHOCTHIO.

[Tonnuce CKpETUISIETCS MeYaThiO Cyna ¢ BOCIIPOU3BEIECHUEM
I'ocynapctBenHoro repba Poccuiickoit ®enepanmu, KOoTOpas CTaBUTCS TaKUM
00pa3om, 4TOOBI YaCTUYHO 3aXBaThIBATh OJIAHK MCIIOJHUTEIIBHOTO JINCTA U HAKJICHKY,
3aKJICMBAIOIIYIO KOHIIbI HUTH.

3.15.5. McrioaHUTENBHBIN JTUCT, U3TOTOBJICHHBIN B YCTAHOBIEHHOM TMOPSIKE, B
COOTBETCTBHMH C XOJATalCTBOM B3bICKaTelsl Bbimaércss eMy Cynom (BBICBLIACTCS TIO
MOYTE 3aKa3HBIM MUCHMOM) JTMOO HAMPABISIETCS JJIs1 UCTIOTHEHUSI.

B ciyyae BhIHECEHUs pellIeHUs O MPUCYKICHUU KOMIICHCAIIUU 32 HAPYIICHUE
npaBa Ha CYJAONPOU3BOJACTBO B pa3syMHBIM CpOK WM MpaBa Ha HCIOJHECHHE
CyieOHOr0 aKTa B Pa3yMHBIM CpPOK MCHOJHHUTEIBHBIM JIUCT HaNpaBisieTcs Ha
ucrnogHeHue CyaoM B CpPOK, YCTaHOBJIEHHBIM MPOLECCYaATbHBIM  3aKOHOM,
HE3aBUCUMO OT HAJIMYUA XoAaTalcTBa 00 TOM B3BbICKATEJIS.

3.15.6. WcnomHUTENbHBIM JHCT BBHIIAETCS YHNOJHOMOYEHHBIM pPAaOOTHUKOM
CyZIeOHOTO COCTaBa B3BICKATENIO WM €T0 MPEJCTABUTEIIO MPU MPEAbIBICHUN UMU
JIOKYMEHTOB, YJOCTOBEPSIOIIUX JIMYHOCTh, a MPEICTABUTEIIO B3BICKATENSI — IpU
MPEACTABICHUH JIOBEPEHHOCTH U IOKYMEHTOB, YJIOCTOBEPSIOIIUX JINYHOCTb.



65

B3bickaTens (ero mpeacTaBUTENb) MPU MOJYYEHUU HUCHOJHUTENBHOTO JIUCTA
JenaeT  COOTBETCTBYIOIIYIO OTMETKY Ha CBOEM 3asiBJICHHMM O  Bblgaye
UCITOJIHUTENILHOTO JIUCTA.

Boimaua (HampaBiieHHE) HUCIOJHUTENBHOTO JIMCTA OCYIIECTBIISIETCS IO
KYpHaly BbIJaud (HAmpaBlEHUs]) HCIOJHUTENbHBIX JHCTOB (MpujiokeHue 26).
B3pickaTens (ero mpeAcTaBUTENb) MpPU TMOJYYEHUU MCIOTHUTENBHOIO JIMCTA
pacnuchiBaeTCss B OKypHaje, a TMpU HANpaBICHUM HCIOIHUTEIBHOIO JIHCTa
B3BICKATENNIO (€0 MPEACTaBUTENI0) JIMOO Ha WCIOJHCHHE ITOYTOBOW CBSI3bIO B
KypHaje 00 ATOM JIeIaeTCsl COOTBETCTBYIOIIAS 3AMHCh.

Ecnu B maTepuanax cyaeOHOTO jiejia OTCYTCTBYET KOMUsS JOBEPEHHOCTH JIMIIA,
YIOJIHOMOYEHHOT'O B3BICKATENIEM Ha MOJIyYEHUE HCTOJHUTEIBHOTO JIUCTA, TO KOIHUS
TaKOU JTOBEPEHHOCTH MOJIIUBAETCA B MaTEpUaibl CyAeOHOTO Aea.

3.15.7. Kypnain Bbiaun (HanpaBieHUsI) UCIIOJIHUTEIBHBIX JINCTOB B CYJIcOHOM
COCTaBE MPOIIUBAETCS, JIUCTHl HYMEPYIOTCS, KOJTUYECTBO JIUCTOB B KaXKJIOM JKypHaJIe
3aBepseTCS Ha IMOCJIEAHEH CTPAHUIE TMOJMNKUCHI0 3aBEAYIOLIEr0 CEKpPEeTapruaToM
cynebHoro coctaBa u nedarbio Cyza ¢ BocripousBeieHueM [ ocyrapcTBeHHOTO repoa
Poccuiickon ®@enepanumu.

3.15.8. O mHanpaBi€HUHU UCIOIHUTEIBHOTO JINCTAa 3aKa3HbIM MHUCHBMOM
MIOYTOBOM CBSI3BIO YIOJHOMOUYEHHBIN paOOTHUK Cy/I€OHOTO COCTaBa JIeaeT OTMETKY
B )KypHAaJe Bbl1auu (HaIpaBICHUs) UCTIOTHUTEIbHBIX JIUCTOB.

3.15.9. YnonHOMOYEHHBIM paOOTHHUKOM CyAeOHOro cocraBa MH(pOpManus O
BbIJIaY€ «Ha PYKW» UCTIOJHUTEIHHOTO JUCTA UM HAIIPABICHUH €T0 TOYTOBOM CBA3BIO
BBoautca B AUC.

3.15.10. YnoiHOMOYEHHBIH pabOTHUK CyAEOHOTrO CcOCTaBa IMOJIIMBACT B
MaTepuabl CyAeOHOro Jeja KOMUU HCIOJIHUTEIBHOIO JINCTA, COMPOBOJIUTEIBHOTO
NUMCbMa WM CBEJIEHHUS O €ro BPYYEHHMHM B3bICKATENIO (€ro MpeACTABUTENI0) U
COCTAaBJISIET ONUCH B JIEIIE.

3.16. ITopsinok UCOTHEHUS] JOKYMEHTOB

3.16.1. OGpamenust (mpeaIoKeHus, 3asBICHUS, KaJo0bl, a TAKXKE 3alpPOChl O
npenocraBienun  uHpopmanuu o gesrenbHoctd  Cyna), odopmieHHBIE B
COOTBETCTBMM C TpeOoBaHMSIMHU 3aKoHojarenbcTBa Poccuiickoit  deneparmm,
paccmatpuBatorcss CymoM B Koulerusx W moxapaszaeneHusx Cyma B mpenmernax
MIPEIOCTABICHHBIX UM TTOJTHOMOYHH.

3.16.2. PykoBomurenu mnoxapazgeneHuii Cyma o00eceunBarOT OINEpPaTHBHOE
paccMoOTpeHre oOpaIeHUu u IPYruX JTOKYMEHTOB, TOBEACHUE MX 0 UCIIOTHHUTEIICH
¥ KOHTPOJIb 32 UX UCTIOJTHEHUEM.

CpouHbIe JOKYMEHTBI TIEPEIAFOTCS IS UCTIOTHCHUS HEMEIJICHHO.

[Topyuenue pykoBoautens mnoxapasneneHuss Cyma odopmisieTrcss Ha OaHke
YCTaHOBJICHHOTO 00pasia (mpuioxeHue 9).

3.16.3. Cpoku WUCHOJHEHUS JIOKYMEHTOB ONPEACISIOTCS  HACTOSIICH
NuCcTpyKIMEN.

3.16.4. Ilepenaua nokymeHTOB, He TpeOyromux noknana Pykoeoactsy Cyna,
u3 oxgHoro mojnpasaeneHus Cyaa B Ipyroe OCYIIECTBIISIETCS COTJIACHO PE30JIIOIHIH
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pykoBoautensi mnoxapasaenenus Cyna (¢ 0o0OCHOBaHMEM NPUYUH U YKa3aHHEM
JIPYroro Mmoapas3iesieHusi, B KOTOpoe HeoOXOAUMO UX Mepeaarb), ohOpMIICHHON Ha
0JIaHKe YCTaHOBJICHHOTO oOpasma (mpuiokeHue 9), ¢ OTMETKOW B DJIEKTPOHHOU
peructpaunonHoi kaprouke AVC.

3.16.5. JlokyMeHT cuuTaercs MCHOJHEHHBIM TIIOCJIE PACCMOTPEHUS TIO
CYIIIECTBY.

Pe3ynbraT  MCHOJIHEHHS  JOKyMEHTa  BHOCHTCS B DJEKTPOHHYIO
peructpaunonHyto  kaprouky AMWC  pabGotHukom  moapasaenenus — Cyna,
OTBETCTBEHHBIM 32 BEJICHUE JICTONPOU3BOJICTBA.

3.17. Ilopsiaok padoThI ¢ CyeOHBIMH JeJIaMU, POIECCYATbHBIMHI
U IPYTUMHU CJIY:KeOHBIMH JIOKYMEHTAMH

3.17.1. Pabotauku Cyna HecyT OTBETCTBEHHOCTb 3a COOJIIO/IEHHE TPEOOBAHMIMA
HacToseil MHCTpyKIMU, COXpaHHOCTh CITyKEOHBIX TOKYMEHTOB M COJEprKalleics B
HUX UH(POPMAIIUH.

3.17.2. Tlpu yxone B OTIyCK, BbI€3Ji€ B KOMaHJIUPOBKY, B ciiydae OOJIe3HH
HEHUCTIOJHEHHbIE JIOKYMEHTBI, a TakKKe CyJeOHble Jea, HaxXOoJIIIMecs y CYyAeH,
KOHCYJIbTAHTOB U JIpYyruX paOoTHUKOB amrapaTta Cyja, Mo yKa3aHUIO MpejceaaTens
CyZIeOHOro coctaBa, pykoBoauTess noapasaeneHus Cyna nepefarorcs Apyromy JHiLy
C 00s13aTeIbHOM OTMETKOM B JIMLIEBBIX CUETAX U AJIEKTPOHHBIX KapToukax AVC.

3.17.3. Cynebnble nemna, MpOU3BOJICTBA, CIY)KEOHBIC TOKYMEHTHI B Hepabouee
BpeMsi XpaHsTcs B ceddax, Kene3HbIX mKadax, 3aKphITBIX CTEIIaXax M JIPYTHX
ONMpenenEéHHbIX s 3TOW Uenu xpaHwiumax. Ilpu Beixoge pabotHukoB Cyna u3
KaOMHETOB B pabouee BpeMsl ABEPH MOMEIIEHUN TOJIKHBI ObITh 3aKPBITHI HA 3aMOK.
JIBepr TOMEIEHUI CeKpeTapuaToB CyAeOHBIX COCTaBOB, mojapazaenenuit Cyna, B
KOTOPBIX XpaHATCA CyAeOHbIE Jiesla U APyrue ciyKeOHble TOKYMEHTBl B OTKPBITOM
BUJIE (Ha CTelsIakax), B Hepabouee BpeMsl 3aKpbhIBAIOTCS U OTEUaThIBAOTCS.

O6 yrpare cyaeOHBIX Jed, NPOU3BOJACTB M JOKYMEHTOB HEMEIJICHHO
cooOIaeTcst mpenaceaareno CyAeOHOro COCTaBa, PYKOBOAWUTENIO MOApa3JIeICHUs
Cyna u B YnpapieHue JOKyMEHTOOOOpOTa M JEIONPOU3BOJCTBA C MOCIEIYIOIIUM
nokianom PykoBonctBy Cyna.

3.17.4. Beimaua mnpousBoacTB paboTtHukam Cyaa OCYIIECTBISETCS IO
PacIMCKy B KHUTE BBIIAYM JOKYMEHTOB (TpUIIOKeHue 23).

4. DPOPMUPOBAHUE, O©®OPMJIEHME JIEJI, HAPA1OB
N 1MPOU3BOJACTB. XPAHEHHUE JTOKYMEHTOB

4.1. CocraBienue CBOJHOH HOMEHKJIATYPHI J1eJ1,
HAPAI0B U MPOU3BOICTB

4.1.1. CBonHas HOMEHKJIATypa Jei, HapsaaoB U npous3BoAcTB Cyna (nanee —
CBomHasi HOMEHKJIATypa) — CHCTEMaTU3UMPOBAHHBIM TIEpEYEHb  3aroJOBKOB
(HauMeHOBaHUM) e, HapsAJIOB M TMPOU3BOJCTB, KHUT W JKYpPHAJIOB pErucTpaluu
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(yué€ra) TOKyMEHTOB, KapTOTEK, 3aBOAUMBIX B noapazaeneHusax Cyna (maiee — nena,
HapsAbl U TPOM3BOJICTBA), C YKa3aHMEM CPOKOB HMX XpaHEHUus, O(OpPMIICHHBIH B
YCTaHOBJICHHOM TOpsaKe (Mpuiioxenue 53).

4.1.2. CBomHas HOMEHKJIATypa IMpeAHa3HaueHa I OpraHu3aluu ydéta
JOKYMEHTOB B Jenonpoun3BoAcTBe Cyna, rpynnupoOBKU HUCIOJHEHHBIX TOKYMEHTOB B
Jieya, HapsAapl U MPOU3BOJICTBA, UX CHUCTEMATU3AllMU, WHICKCAMW U ONPEIEICHUS
CPOKOB XpaHECHHUSI.

CBoJlHass HOMEHKJIATypa SIBJISIETCS OCHOBOM JII COCTaBJICHUS OIHUCEW JIed,
HapsJI0B ¥ MPOU3BOJICTB MOCTOSIHHOTO U BpeMeHHOro (cBbiiie 10 neT) xpaHeHus, a
TaKke yd€ra Jiell, HapsAJ0B U MPOU3BOACTB BpeMEHHOTO (10 10 JeT BKIIOUYUTEIHHO)
XpaHEHUs.

4.13. Ilpu cocraBneHun CBOJHON  HOMEHKJIATypbl  HEOOXOIUMO
pykoBoacTtBoBaTthcsa  [lomoskennem 006 ammapate Cyga, TOJIOKEHUSAMH O
noapazaeneHusax Cyzaa, ITAaTHBIM paclUCaHUEM, IepedyHeM AoKymMeHTOB Cyna c
YKa3aHHEM CpPOKOB MX XpaHeHus B CyJie, a TakKe CBOJHBIMA HOMEHKJIATypaMmH 3a
MPEAIIECTBYIOIINE TOBI.

4.1.4. CBomHas HOMEHKIATypa COCTOMT W3 pa3lejoB, HAUMEHOBAHUSIMU
KOTOPBIX ABJISIOTCS HAUMEHOBaHUA noapasjaeienuii Cyaa, pacroioKeHHbIE B HEW B
COOTBETCTBHH CO CTPYKTypoil Cyza B yCTAHOBIEHHOM IMOPSIKE.

Paznen CBomHoii HOMeHKJaTypbl mnoapasneneHus Cyna cocCTaBIseTCs
paboTHUKOM noApaszaesneHns Cyla, OTBETCTBEHHBIM 3a BEJAEHUE JEIONPOU3BOICTBA.
[locne cornmacoBaHusi C OTAEIOM XpaHEHUs JTOT pas3iesl MOJINUCHIBAETCS
pykoBoauteneM mnoapazaenenuss Cyna W HpeAcTaBisieTcss B OOWMKA OTAen i
dbopmupoBaHus 1 NoAroToBkr CBOJTHON HOMEHKIATYphI K YTBEPKICHUIO.

He pexe omHoro pasza B msTh JIET, €CJIM HE ObUIO M3MEHEHUN B CTPYKTYpE
Cyna, CBogHas HOMEHKIATypa COIJIACOBBIBAETCS  OTIEIOM  XpaHEHUs ¢
I'ocynapctBeHHbIM apxuBoM Poccuiickon denepanuu.

4.1.5. B CBogHyl0 HOMEHKJIATypy BKJIIOYAIOTCSA 3aroJIOBKH (HAMMEHOBAHUS)
JIeJ, HapsiJ0B U MPOU3BOJCTB, KHUT M KYPHAJIOB peructpanuu (yaéra) TOKyMEHTOB,
KapTOTEK, KOTOpbIE 3aBOAATCA B mojpasaeieHusx Cyaa Ha BCeX JOKYMEHTHPYEMbBIX
ydacTkax pabotsl nonpasaeneHuit Cyna.

B CBo/iHY10 HOMEHKIIATYPY HE BKIIFOUAKOTCS NEPUOIUYECKUE U3TAHUSI.

4.1.6. CBogHas HOMEHKJATypa B KOHIIE KaXXJOTO TOJa YTOYHSETCS Ha
OCHOBAHUM TMpEIIOKEeHUN mnoapazaeneHuii Cyna, MOANMUCHIBAETCS HAYAIbHUKOM
VYrpaBieHuss JAOKyMEHTOOOOpOTa W JIEJIONPOU3BOJICTBA, YTBEPKIACTCS TMEPBHIM
3amectuteneM llpencenarens Cyna u BBOOUTCS B IEUCTBUE C | SHBAps CIEAYIOLIETO
KaJIEHJApHOIO ro/ia.

YTBepKIE€HHBIA dK3eMIUIIp CBOAHOM HOMEHKIATYPHI SBJISIETCS TOKYMEHTOM
MOCTOSIHHOT'O XPaHEHMs ¥ BKIIFOUAETCS B pa3Jie OOLIero oTaena.

Jiss  WCTONB30BaHMSI B CIYXKEOHOM  JIEATETHHOCTH  W3TOTABIMBACTCS
HE00X0MMOe KOM4uecTBO Konuit CBOAHON HOMEHKIIATYPHI.

ITocne ytBepxkaenuss CBOAHON HOMEHKIATypbl mnonapaszaenenus Cyna
MOJIYYarOT BBIMTUCKU U3 HEE JIJIsl UCTIOJIb30BaHUs B paboTe.

4.1.7. I'padpt CBOHOM HOMEHKJIATYPHI 3aMOJIHAIOTCA CIEIYIOIIMM 00pa3oM.
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B rpadge 1 CBogHON HOMEHKIATYpHl YKa3bIBalOTCS MHAEKCHl KaXKIOTO Jena,
HapsiJa 1 MPOU3BOJICTBA, BKIIFOUEHHOTO B CBOJIHYIO HOMEHKJIATYDPY.

WNunekc nena, Hapsiga ¥ MPOU3BOACTBA COCTOUT U3 OYKBEHHOTO 00O3HAYCHUS
noapaznenenuss Cyna W NOPSAOKOBOTO HOMEpPAa 3arojoBKa Jiena, Hapsana |
IIPOU3BOJICTBA B COOTBETCTBYIOIIEM paznesie CBOAHOW HOMEHKIIATYPbI, KOTOPBIE
pa3AesoTCs YEPTOH.

Hanpumep: «BC-01», rne «BC» — o6o3nauenue obmiero otraena, «01» —
MOPSAKOBBIA HOMEP 3arojoBKa Hapsiia B pa3zaeie CBOIHOW HOMEHKIIATYPHI.

B rpady 2 ConHOl HOMEHKIATYphl BKIIIOYAIOTCS 3arojIOBKU A€, HapsIOB,
MPOU3BOJICTB (TOMOB).

[Topsmok pacnoyiokeHusi 3arojJOBKOB JEJH, HAPSAOB, IMPOU3BOJICTB BHYTPH
paznenoB U mnojapasnenoB CBOAHONM HOMEHKIATYPHI ONPEIETSETCS CTENEHBIO
BAXHOCTU JIOKYMEHTOB, COCTAaBJISIFOIIMX JieJa, HapsAabl W IPOU3BOJICTBA, U HX
B3aMMOCBS3bIO.

Bravane pacnosararorcst  3arojIOBKM - JI€JI, HAapsAOB, IPOU3BOACTB C
OpraHU3alUOHHO-PACTIOPSIIUTEILHBIMU TOKYMEHTaMU (TIPUKA3bl, PACIIOPSHKEHUS 110
Cyny). Ilpm »TOM 3aroyioBKM J€d, HapsAOB, MPOU3BOJCTB, COAEPXKAIIUX AaKThI
IIpesunenra Pocculickoni ®denepanuun, IIpaBurensctBa Poccuiickon Penepanmu,
pacronaratotrcsi epes; 3aroJOBKaMmH JIell, HapsA/IOB, MPOU3BOJACTB C IMpPUKA3aMU U
pacniopsibkeHusimu o Cyzay. 3aTeM pacrojararoTcs 3arojloBKM JIeNl, HapsiIoB,
MPOU3BOJCTB, COACPKAIIUX TIJIAHOBBIE U OTYETHBIE JJOKYMEHTHI.

3aroJIOBOK Jiejia, Hapsjia, MIPOU3BOJACTBA JOJDKEH YETKO OTPa)XaTb OCHOBHOE
COAEPKAHUE U COCTaB JTOKYMEHTOB.

He nomyckaercs ymnorpeOsieHue B 3arojioBKax JAes, HapsaoB, MPOU3BOJICTB
HEKOHKPETHBIX  (POPMYJIHMPOBOK (HalpuMeEp, «pa3Hble MaTepHasbl», «0OImas
MEePEINCKay), a TAKKE BBOJIHBIX CJIOB M CJIOKHBIX CHHTAKCUYECKUX 000OpPOTOB.

B 3aronoBkax HapsI0B, COAEpKAMMX JOKYMEHTHI 10 OJHOMY BOIIPOCY, HO HE
CBSI3aHHBIX IOCJIEAOBATEIIBHOCTBIO JIEJIONPOU3BOJICTBA, B KayeCTBE BHUJA JIENIa,
Hapsa, MPOU3BOJICTBA YIIOTPEOIIETCS TEPMUH «JIOKYMEHTBI», a B KOHIIE 3ar0JIOBKa B
CKOOKax  yKa3bIBAIOTCS  HAaWUMEHOBAHMS  OCHOBHBIX  BUJOB  JOKYMEHTOB,
CTPYIIIUPOBAHHBIX B Jie€Jia, HApAIbI, NPOU3BOJCTBA (IUIAHBI, JOKJIAJIbI, CIPABKH,
3asiBJICHUS, OTYETHI U T.J1.).

Hampumep: «JlokymeHThl (IIJ1aHBI, CHOPaBKU, 0030pbl) MO O0OOOIICHHIO
Cy/1eOHOM MPaKTUKU B CBS3M C U3MEHEHUSIMH, BHECEHHBIMU B CT. 105 YrosoBHOro
kozekca Poccuiickon @enepanum».

3aroJIOBKM HapsiJI0B IO BOMPOCaM, HE pa3pelIEHHBIM B TEUYEHHE OJHOTO TOja,
ABJISIFOTCS «IEPEXOASAIMMU» U BHOCATCS B CBOAHYIO HOMEHKJIATYPY CJEIYIOLIETO
rojia C TEM K€ UHIECKCOM.

B 3aromoBkax HapsiioB, coAEpKalllUX IMEPENUCKY, YKa3bIBACTCA, C KEM U IO
KakoMy BOIIpocy oOHa Benércs. Ecnm  mepenucka Benércss ¢ OJHOPOAHBIMU
KOPPECTIOHICHTAMH, TOCJICIHUE HE YKa3bIBAIOTCSA B 3arojioBKe, a Aa€Tcs UX 00Iee
BUJI0BOE HAMMEHOBAHUE, PA3HOPOJAHBIE KOPPECTIOHAEHTHI TAKXKE HE MEPEUUCIISIOTCS.

Hanpuwmep:

- nepenucka ¢ KonctutynuonneiM Cynom Poccuiickoit ®enepauun 1o
MPAaBOBBIM BOMPOCAM;
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— IEpenucKa ¢ opraHamMu rocy/1apCTBEHHOM BJIACTH MO MPABOBBIM BOIPOCAM.

3aroJl0BKM MOTYT YTOUHSATHCS B IIpouiecce GopMUPOBaHUS U 0(OPMIIEHUS A€,
HapsA0B U IPOU3BOCTB.

B rpape 3 CBomHOI HOMEHKJIATyphl [0 OKOHYAHUHU KaJEHAApHOro roja
YKa3bIBAETCS KOJIMYECTBO JEJI, HAPSAJOB U IPOU3BOJCTB (TOMOB).

B rpade 4 CBoaHON HOMEHKIIATyphl YKa3bIBalOTCS CPOK XpaHEHUs Je,
HapsJ0B, IPOU3BOJCTB U HOMepa craTed 1o CBOAHONW HOMEHKIIATYpE.

B rpade 5 CBognoit HomeHknaTypsl «lIpumedanne» nNpocTaBisSiOTCS OTMETKU
0 Mepexo X JIeJax, Hapsaax U MPOU3BOACTBAX, 00 YHUUTOKEHUU U JP.

4.1.8. Bo BHOBb co3gaHHOM mnonpazneineHud Cyga B MECSYHBIA CPOK
cocraBisiercst pasfaen CBOIHOM HOMEHKIATypsl nojpasaeneHus Cyna, KOTOpbId
IOCJIE COrJJaCOBaHUS B OTHENE XPAHEHHS MOANMUCBHIBAETCS PYKOBOJMTEIEM
noapasaenenuss Cyna W IpeacTaBisieTcss B OOMIMA OTHEN JJiA BKJIIOYEHUS €ro B
CBOJIHYIO HOMEHKJIATYPY.

4.1.9. B cunywae ynpa3zgHeHus (peopranuzanuu) mnonapaszaenenus Cyna B
MECSYHBIH CpOK B OO oTaen mnpeacTaBisercs Bbimucka U3 CBogHOU
HOMEHKJIATypbl  (COOTBETCTBYIOIIMWA  pa3fen) 3a MOANHMCHIO  PYKOBOJUTEIS
nonpazaeneHuss Cyga O ero 3akpblTUM (C yKa3aHHMEM KOJIMYECTBA HApAIOB,
IPOU3BOJACTB, KHUI M JKYpPHaJIOB, 3aBeACHHbIX B mnoapasaeneHun Cyna) wiu
IIPEIIOKEHMSI 10 BHECEHUIO U3MEHEHM.

Bce usMeneHus, BHocuMble B CBOJHYI0 HOMEHKJIATYpPY IO MPEMIOKEHHIM
noapaznaenenuii Cyzaa, COriiacoBbIBalOTCS C OOIIMM OTAEIOM U OTJEIOM XPaHEHHUS.

4.1.10. ITo okoHuaHnuu KajneHAapHOTO To1a (10 20 SHBaps CIEAYIOMEro roaa)
noapasaenenussMu Cyna B 0Ol OT/AE HNPEICTABISIOTCS CBEICHUS O KATETOpHsIX U
KOJIMYECTBE 3aBEASHHBIX B TEKYIIEM TOIy Zeji, HApsAOB M MPOU3BOACTB> 3a
MOANMUCHIO pyKoBoauTtened noapasaenceHui Cyna s BHeceHMs X B CBOIHYIO
HOMEHKJIATYpYy.

Ha ocHoBe 3THUX NaHHBIX OOIIMI OTHAEN AENIaeT UTOTOBYIO 3anmuch B CBOAHYIO
HOMEHKJIATypy O KOJWYECTBE 3aBEIEHHBIX JIEJ, HAPSAOB U MPOU3BOJICTB, OTAEIBHO
IIOCTOSIHHOIO M BPEMEHHOTOo XpaHeHus. CBeneHMs, colepKallhecss B HUTOrOBOU
3anrcu CBOAHOW HOMEHKIIATYPBbI, IEPEJAIOTCS B OTJAE] XPAHEHUS.

4.2. ®opmupoBaHue jiej1, HAPSIA0B U MPOU3BOACTB

4.2.1. ®opmupoBaHUe e, HAPAIOB M TPOU3ZBOJICTB — CHUCTEMaTH3AIlMs,
IPYIIIMPOBKA W TOAIIMBKA HCIOJIHEHHBIX JOKYMEHTOB B JI€Jla, HApsAbl H
IIPOU3BOJICTBA B COOTBETCTBUM CO CBOJHON HOMEHKJIATYPOM.

@opMupOBaHUE J€d, HApSAOB M  IPOU3BOJACTB  OCYLIECTBIIIETCS B
nonpazaenenusx Cyna pabotHukamu noapasneneHuid Cyna, OTBETCTBEHHBIMHU 32
BEJICHUE JEJIONPOU3BOJCTBA, 10 MEpe MOCTYIUIEHUS UCIIOJHEHHBIX JOKyMEHTOB. He
JOIIyCKAeTCsl HAKAIUIMBAHUE M XPAHEHHUE HEMOAIINUTHIX JOKYMEHTOB.

29 o
B BUJIC 3aIIOJTHECHHBIX COOTBECTCTBYIOIIUX pa3acioB CBOI[HOI/I HOMCHKIJIATYPBbI.
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4.2.2. Unpexkc nena, Hapsiia W TPOU3BOJCTBA, B KOTOPHIH HEOOXOAMMO
NOJUIMBAaTh JOKYMEHT, OIpEAesieTcss pykoBoauTenaeMm mnojnpasieneHus Cyna wim
UCIIOJIHUTENIEM B COOTBETCTBUH cO CBOAHON HOMEHKIIATYPOH.

4.2.3.Ilpu dopmupoBaHUM JIeJl, HaAPSAJOB W IIPOM3BOJCTB HEOOXOIMMO
COOJIIO/IATh CJIEYIOIINE OCHOBHBIE PaBUIIA:

— IpYIIUPOBATh JIOKYMEHTBI IOCTOSHHOTO M BPEMEHHOIO XPAaHEHUs
HEOO0XOMMO B OTJIE/bHBIE J1€J1a, HAPSAABI U IPOU3BOJICTBA;

— BKJIIOYATh B JI€JI0, HAPSA U MPOU3BOJICTBO MO OJTHOMY 3K3EMIUIIPY KaXKI0TO
JTIOKYMEHTA;

— TpYINNUPOBAaTh B [0, Hapsii M MPOU3BOJACTBO JOKYMEHTBHI OJHOTO
KaJICHAApHOTO TOJa; MCKIIOYEHUE COCTaBISIOT MEPEXOIINe Hapsbl, CyJecOHbIE U
JIMYHBIC JIeNa;

- B JIeTI0, Hapsii W TPOU3BOACTBO HE JOJDKHBI MOMEIIATHCA JOKYMEHTHI,
HOJIJIEKAIUE BO3BPATY, AyOJIETHBIE 3K3EMIUISIPhI, YEPHOBUKY;

— JIeJI0, Hapsi U NPOU3BOACTBO JOJDKHBI COepKaTh He Oosee 250 IUCTOB U
UMETh TOJIMHY He Oosiee 4 cM (Ipu OOJbIIEM KOJWYECTBE JIUCTOB JEJO0, Haps U
IIPOM3BOJICTBO Pa3AeisAloTCA HAa TOMA, a €UHBIA MHAEKC U 3arojIoBOK Jieja, Hapsa,
IPOU3BOJCTBA IMPOCTABIIAIOTCS HAa KaXJIOM TOME C J00aBICHHEM: «TOM 1,
«TOM 2»).

4.2.4. JIoKyMeHThl BHYTPH J€ja, HapsJa ¥ HPOU3BOJACTBA PacCIoOJiaratoTcsl B
XPOHOJIOTUYECKOH, BOTPOCHO-JIOTHYECKOMH MOCIIEI0BATEIHHOCTH, o
TEPPUTOPUATBHOMY MPU3HAKY, B ali()aBUTHOM TIOPSIJIKE UM UX COYCTAHUU.

4.2.5. Opraau3anoOHHO-PACIIOPSAAUTEIBHBIE  JTOKYMEHTBI (mpuKa3ssl,
pacToOpsDKEHUS) ¢ OTHOCAIUMUCS K HUM TPUIIOKEHUSMU TPYIIUPYIOTCS B HApSIbI
10 BUJIaM M B XPOHOJIOTUYECKOM TTOPSIZIKE.

[lonoxxenus (TOPSAKH, WHCTPYKIMH), YTBEPKIAEHHBICE OPTraHU3AIMOHHO-
pacrnopsiAUTEIbHBIMUA ~ TIOKYMEHTAMM, SIBJISIFOTCS  NPWIOKEHUSIMH K HUM U
IpyNIUPYIOTCSI BMECTE C YKa3aHHBIMU JJOKYMEHTaMHU.

[Tpukaspl mo o6muM Bompocam JesTenbHocTH Cyaa rpynnupyroTcs OTAEIbHO
OT MPHUKA30B M0 JIUYHOMY cocTaBy. [Ipu 6ombpmmx 00bEMax TOKYyMEHTOB MPUKA3bl 110
JMYHOMY COCTaBY, KacaloUIUecsl pa3IuuHbIX CTOPOH AesitesnbHOCTH Cyna (mpuém Ha
paboTy, yBOJIbHEHHWE U IMEpeMelIeHHe, KOMaHIUPOBKM M T.J.), TPYHNIUPYIOTCS B
OTJEJIbHbIE HAPSbI.

JIOKyMEHTHI B JIMYHBIX J€/TaX . PAacIONAralOTCs B XPOHONOTHYECKOM MOPSIIKE
M0 Mepe UX MOCTYTICHUSI.

[lepermncka  rpynmupyeTrcss 3a  HEpHOA  KalleHAApHOTO  roja u
CHUCTEeMaTHU3UPYETCd B XPOHOJOTMUYECKON TOCIEI0BATEIBHOCTH; JOKYMEHT-OTBET
MOMEIIAETCST 3a JOKyMEHTOM-3ampocoM. [Ipu BO30OHOBJICHHHM TIEPENUCKHA TIO
OnpenenéHHOMY BOIPOCY, HAYaBIIEHCS B MPEABAYIIEM TOXYy, JIOKYMEHTHI
BKJIIOYAIOTCS B HapsJl TEKYILIEro rojia ¢ yKa3aHWeM HMHJEKca Hapsia MpeablIyliero
roja.

%0 Bejenne THUHBIX €I FOCYIAPCTBEHHBIX CIYXKALIMX OCYIIECTBIAETCS B COOTBETCTBHMH ¢ IT0IIOXKEHHEM O MOpSIIKE
paboTBhl C NEPCOHATBHBIMH JAHHBIMH M O BEACHHM JMYHBIX A€l (peaepalbHBIX TOCyNapCTBEHHBIX TIPayKIaHCKHUX
cinyxkamux anmnapata BepxoBHoro Cyna Poccuiickoit ®enepauuu, ytBepxkaéHHsiM Ilpencemarenem Cyna
B YCTaHOBJIEHHOM HOPSIZIKE.
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4.2.6. Koutponp 3a mnpaBUIBHOCTHIO (OpPMHpPOBAHUS J€7, HAPAIOB U
Opou3BOJACTB B mozapasaencHusx  Cyna  OCYHIECTBISIIOT — PYKOBOJAMUTENN
nonpazaenenuit  Cyga.  @opmupoBaHue e, HapsgoB U NPOU3BOJCTB
OCYILIECTBISETCS MPU METOJUUYECKOM PYKOBOJACTBE YIIpaBJICHUs JOKYMEHTOOOOpOTa
U JIeJIONPOU3BOJICTBA.

4.3. OdopmjieHue 1ej1, HAPSAIOB U NPOU3BOJICTB

4.3.1. OdopmiieHue pael, HapPSJIOB W MPOU3BOJCTB (ITOATOTOBKA HX K
XPaHEHHIO) OCYIIECTBISICTCSl paboTHIKaMK mojapas3aeneHunii Cyaa, OTBETCTBEHHBIMU
32 BEJCHHME JIEJONPOM3BOJCTBA, IMOJ  KOHTPOJEM pPYKOBOAMUTENIECH  3TUX
noJipa3fesieHuil U IPU METOJUYECKONW MOMOIIM YTPaBJICHUSI TOKYMEHTO000pOTa U
JEJOMPOU3BOACTBA.

4.3.2. B 3aBUCHUMOCTH OT CpPOKOB XpaHEHUsS TMPOBOAMUTCS TOJHOE WIIU
4acTUYHOE O(POPMIICHUE eI, HAPSAJOB U IIPOU3BOJICTB.

[lonHomy odopmieHn0 moOANEXAT Jena, HapsAabl M [POU3BOJCTBA
IOCTOSTHHOTO, BpeMEHHOT 0 (cBhIlIE 10 J1eT) cpoka XpaHEHUs U MO JUYHOMY COCTaBY.

[TonHoe odopmieHue nena, Hapsiia ¥ IPOU3BOACTBA NIPEAYCMATPUBAET:

- oopmiieHue  pPEKBU3UTOB  OOJOXKKM IO  YCTAHOBJIEHHOH  (opme
(mpunoxenwus 58, 59, 60, 61, 62);

— TOJIIMBKY WJIU NEPEIUIET (OPOIIIOPOBKY);

— HYMEpAILHIO JIUCTOB;

— COCTaBJICHHME JIUCTa-3aBEPUTENS (3aBEpUTEILHOM Haamucu) (Jajiee — JUCT
3aBepuUTENb) (IprioxeHue S51);

— COCTaBJICHHE BHYTPCHHEH OIMUCH JOKYMEHTOB (TIprioskeHue 54);

— BHECEHHE HEOOXOJAMMBIX YTOUHEHHUI B PEKBU3UTHI O0JI0XKKH.

YactuyHOMY O(OPMIICHHIO MOAJIEKAT HapsAAbl U MPOU3BOJICTBA BPEMEHHOTO
(o 10 ner BKJIIOUMTENBHO) XPAHEHHUS, MPU ITOM CHCTEMAaTH3alUsl JOKYMEHTOB HE
IIPOBOJUTCS, JINCTBI HE HYyMEPYIOTCS, JTUCT-3aBEPUTENL HE COCTABIISAETCS.

4.3.3. JIokyMeHTBI TTOCTOSTHHOTO M BpeMeHHOTO (cBbime 10 ner) XxpaHeHus, a
TaKk)Ke MO JIMYHOMY COCTaBy MOJLIMBAIOTCS B TBEPAYIO OOJIOKKY B TPU - YETBIpE
OPOKOJa TPOYHBIMH HUTKaMU WM MEPerieTaloTcss ¢ Y4ETOM BO3MOXKHOCTHU
cBOOOIHOTO YTEHUS TEKCTa BCEX JOKYMEHTOB, J1aT, BU3 U pe3otoluii Ha Hux. [lpu
TOM TEKCThI BCEX JJOKYMEHTOB, BU3 U PE30JIIOLMI HAa HUX JIOJDKHBI pacroiaratbes Ha
PACCTOSIHMM 2 CM OT JIMHUM MOJIIMBKH, a JUCThl — HE BBICTYNATh 32 Kpas 0OJIOXKKH.
Ecnu TeKCT pacnonoxeH OJM3KO K Kparo JIUCTA, TO K TAKOMY JIUCTY MOJKIEUBAETCS
MOJIOCKA Oymaru, 3a KOTOPYIO MOJUIMBAETCS JOKYMEHT.

[Ipu moaroroBke Aen, HapsiIOB M TMPOU3BOJCTB K MOJIIMBKE (MEPEIuIETy)
MeTaJUIMYeCKHe CKperieHust (CKOObI, CKPENKHU) U3 JJOKYMEHTOB YAAJISIFOTCS.

4.3.4. Ilpy HaMM4YUU B TUYHOM JIeJI€ HEBOCTPEOOBAHHBIX JTUYHBIX JIOKYMEHTOB
(yaocToBepeHU JTUYHOCTH, TPYAOBBIX KHH)KEK, BOGHHBIX OMJIETOB) 3TH JOKYMEHTHI
BKJIQJIbIBAIOTCSI B KOHBEPT, KOTOPBIA MOAIIMBAETCS B JUuHOE neio. [Ipu Hammuuun
0O0JBILIOTO KOJIMYECTBA TAKUX JIOKYMEHTOB MOCJEIHUE U3bIMAIOTCS U3 JTUYHBIX €T U
Ha HUX COCTAaBJISIETCS OTAENIbHAS OIHCh.
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4.3.5. B KOHIIe KaXX/I0TO JeJa, Haps/ia U IPOU3BOJCTBA MOAIINBAETCS YUCThII
OJlaHK JIMCTa-3aBepuTeNisi, a B Hayaje Jejia, Hapsija U MPOU3BOACTBA (s yuéra
0C000 LIEHHBIX IOKYMEHTOB) — OJJaHKW BHYTPEHHEH OMKCH JOKYMEHTOB JIeJl, HapsJI0B
Y TIPOU3BOJICTB.

43.6. B uensx oOecrnedeHUss COXPAHHOCTH U 3aKpEIUICHUS TOpsJKa
PACIOJIOKEHUST JTOKYMEHTOB, BKJIIOYEHHBIX B JI€JI0, HApsiJi W MPOU3BOJICTBO, BCE
JUCTBl JOKYMEHTOB (B TOM 4MCIlie JHUCTBI C pe3omouneir PykoBoacta Cygna,
MMEIOIINE MCTOPUYECKYIO, HAYYHYIO WM MPAKTHYECKYIO LIEHHOCTh), KPOME JIMCTa-
3aBepUTENIE M BHYTPEHHEW OMUCH, HYMEpYIOTCA apaOCKuMu IudpamMu B IPABOM
BEPXHEM YIJy JIUCTA NPOCTHIM KapaHjaamioM. Vcrnosib3oBaHWe YEpHHUIT U IIBETHBIX
KapaHJalleu s HyMepaluy JUCTOB 3aIpPEIaeTcs.

JIucTel Aen, HapsAOB M NPOU3BOJCTB, COCTOAIIMX M3 HECKOJIBKUX TOMOB,
HYMEPYIOTCS 110 KOKJIOMY TOMY OTIEIBHO.

dotorpadun, YepTeKH, TUarpaMMbl U JIPyryue UIUTIOCTPATUBHBIE TOKYMEHTHI,
IPEACTABIIONIME CAMOCTOSITENIBHBIE JIMCTBI B JIeJIe, Hapsle, IPOU3BOJACTBE,
HYMEpYIOTCsI Ha 000pPOTHOW CTOPOHE HA BEPXHEM IOJIE JIUCTA.

Cnoxennbli muct (dopmara A3, A2) pa3BopauMBaeTCs W HyMepyercs B
IpaBOM YacTH BepXHero moiis jucta. [Ipu stom muct moboro gopmara, MOAIIUTHIN
3a OJMH Kpail, HymMepyeTcsi KakK OAMH JIUCT; JIUCT, CJIOKEHHBIH W MOJIUIMTHINA 3a
CepeaNHY, MOUICKUT MEPEHIMBKE U HyMEPYETCs KaK OJUH JIUCT.

JIMCT ¢ HArayXo HAaKJIEEHHBIMU JOKYMEHTaMmH ((poTorpadusiMu, BbIpE3KaMH,
BBIMICKAMH | T.I1.) HyMEpYyeTcs KaK OJIUH JIUCT.

[logmmTteie B €10, Hapsi W TPOU3BOJACTBO KOHBEPTHI C BIIOXKECHHUSIMHU
HYMEPYIOTCS; MPU 3TOM BHAyaje HyMEPYEeTCs caM KOHBEPT, a 3aT€M O4YepeaHbIM
HOMEPOM Ka)KJI0€ BJIOKEHUE B KOHBEPTE.

[logmmTteie B Je10, Hapsl M TMPOU3BOACTBO JOKYMEHTHI C COOCTBEHHOM
HyMepanueil 1McToB (BKIItOYasi MeyaTHbIE W3/1aHWs1) MOTYT HyMEpOBaThCs B OOIIEM
NOPSJKE WM COXPaHATh COOCTBEHHYIO HYMEpAIUIO, €CIM OHa COOTBETCTBYET
NOPSIKOBOMY PACIOJIOKEHHIO JINCTOB B JIENE, Haps1e U POU3BOJICTBE.

4.3.7. Tlocne 3aBepiieHHs] HyMEpalUMd JIMCTOB Il WUX yuéra U (UKCAIHH
0COOCHHOCTEH MX HyMEpaIlK COCTABIISCTCS JINCT-3aBEPUTENTh (TIprUiIokeHue 51).

JIucT-3aBepuTEIbh COCTABISETCS HA OTACIBHOM JincTe (OJlaHKE), B KHUTaX — Ha
OOOpOTHOM CTOpPOHE MOCJEIHEro YHCTOrO JIUCTA, B KapTOTEKaX — Ha OTAEIbHOM
YUCTOM JiucTe (hopMara KapTOUKHU.

B nucrax-3aBepuTENsSIX yKa3bIBAIOTCS OCOOEHHOCTH HyMEpPAIMH JTOKYMEHTOB:
HAJIMYUE JIUTEPHBIX U MPOIYIIEHHBIX HOMEpPOB, HOMEpa JIMCTOB C HAaKICEHHBIMU
JIOKYMEHTaMH, HOMepa KPyMHO(OPMATHBIX TOKYMEHTOB, HOMEpa BIIUTHIX B HaPS
KOHBEPTOB C BIOKEHUSAMH U KOJIMYECTBO BIOXKEHHBIX B HUX JINCTOB.

JIucT-3aBepuTENh MOAMUCHIBACTCS COCTABUTEIEM C yYKa3aHHEM pacIiu(ppOBKHU
NOJANKCH, AOJDKHOCTH W JaThl COCTaBlieHWs. Bce mocienyronme H3MEHEHHs B
COCTaBe U COCTOSHMU [IeNa, Hapsija M TNPOU3BOACTBA (IMOBPEXIEHUS, 3aMeHa
NOJUIMHHBIX JOKYMEHTOB) OTMEYAlOTCSl B JIMCTE-3aBEPUTENIE CO CCHUIKOW Ha
COOTBETCTBYIOIIMM aKT.

3ampemiaercss BBIHOCUTH JIUCT-3aBEpUTENIb HAa OOJOXKKY Jena, Hapsiga u
IIPOU3BOJICTBA.
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4.3.8. Jlna yuyéta JOOKYMEHTOB B JElax, HapsAgax MW IPOU3BOJACTBAX
MOCTOSIHHOTO U BpeMeHHOTO (cBbiiie 10 jeT) XpaHeHHs] COCTaBIs€TCS BHYTPEHHSSA
OIMKUCh YCTAaHOBJICHHOU (POPMBI.

JIuCTBI BHYTpEHHEN OMUCU HYMEPYIOTCS pUMCKUMHU LIUPPaMU U TOIIITUBAIOTCS
nepes MepBbIM JUCTOM [€71a, Hapsaa, NPOU3BOACTBA. EcCiaM HapsAx MNOAIINT WIH
neperuieTén 0e3 0JlaHKa BHYTpPEHHEH omucH, TO OJaHK MPUKIIEUBAECTCS K BHYTPEHHEN
CTOPOHE OOJOKKH.

B utoroBoii 3anucu BHYTpeHHEH omMcu HMUPpaMu U MPOMUCHIO YKa3bIBAETCS
KOJIMYECTBO JOKYMEHTOB B JieJie, Hapsjae, MPOU3BOACTBE M KOJHUYECTBO JIHCTOB
OIHCH.

BHyTpeHHSI1 ONUCh MOANMUCHIBAETCS €€ COCTAaBUTEIEM C YKa3aHUEM
pacm@poBKU MOIMUCH, JOIKHOCTH U JaThl COCTABIICHUS OIKCH.

N3meHeHuss cocraBa JOKYMEHTOB [I€Jl, HapsaoB, NPOU3BOJACTB (U3BATHUE,
BKJIIOYCHHE JOKYMEHTOB, 3aMEHa HX KOMNMUSIMH U T.J.) OTpaxaroTcsi B Tpade
«[Ipumedanue» co cChbUIKAMHM Ha COOTBETCTBYIOLIME akThl. [Ipu HeoOxomumocTu
COCTABJISIETCSI HOBAasi WTOTOBAsl 3allMCh K BHYTPEHHEW ONKMCH W 3aBEPUTEIIbHAS
HAJIIIKACh JIeJ1a, Hapsla v MPOU3BOJICTBA.

4.3.9. OO6noxka fen, HapSIOB, MPOU3BOJICTB IOCTOSHHOTO, BPEMEHHOTO
(cBbitie 10 yeT) XpaHEeHUs U 10 JUYHOMY COCTaBY COCTaBJIsIeTCs U 0hopMIIsIeTcs 1o
YCTaHOBJICHHOU (popMe.

Hannucu Ha 00nOXKe Jen, HapsAOB U NPOU3BOACTB CIIEAYET BBITOIHSTH
YyepHUIaMu pa30o0punBo, 0€3 COKpaICHU.

3arojoBKM €N, HapsAOB M MPOU3BOACTB JODKHBI COOTBETCTBOBATh
3aroJIOBKaM, yKa3aHHbIM B CBOJIHOM HOMEHKJIATYPE.

Ha o0soxxke aena, Hapsiia, IPOU3BOACTBA YKa3bIBAIOTCS:

- noJiHoe HauMeHoBanue Cyna;

- T0JIHOE HauMeHOoBaHue nojapasaenenus Cyna;

— MHJAEKC JeJa, Hapsaa, Ipou3BoACTBa 0 CBOAHONW HOMEHKIIATYPE;

- HOMeEp TOMa;

— 3aroJIOBOK;

- JaTa Hayaja U OKOHYAHUS;

— KOJMYECTBO JIMCTOB;

— CpOK XpaHEHHMS;

— apXuBHbBIA MUGP A1 JOKYMEHTOB IMOCTOSTHHOTO XPaHEHUS.

[Ipu odopmiiennn o0010kkuM HamMeHoBaHus Cyna u mnoapaznenenus Cyna
YKa3bIBAIOTCSA B UMEHUTEIBLHOM MaJIeKe B COOTBETCTBUU C MX HA3BAHUSIMU B MIEPUO]I,
OTpaXKaeMbIil TOKYMEHTaMHU.

[Ipu w3mMeHeHuM HauMeHOBaHMs mnoApaszzaesieHus Cyaa ykas3blBaeTcsi HOBOE
HAaMMEHOBAHHUE, a IPEKHEE 3aKITI0YAETCS B CKOOKH.

Ecnu Hapsanx, npou3BOACTBO COAEPX AT KOMUM JIOKYMEHTOB, TO B KOHIIE
3aroJIOBKa CTaBUTCS TOYKa M Jenaercs otmeTka «Konuwmy. [IojyIMHHOCTE JOKYMEHTa
B 3ar0JIOBKE HE OrOBapHBAETCS.

JlaTel HA OOJOXKE Jeia, Hapsijaa W TMPOU3BOJACTBA JIOJDKHBI OTpPaXkaTh YHUCIIO,
MeCALl M TOJ PErucTpaldyd CaMOro PaHHET0 M CaMOro IO3JHEr0 JOKYMEHTOB,
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BKJIFOUEHHBIX B JIEJIO, Hapsii U MPOU3BOACTBO. IIpy 3TOM yUYMTBHIBAKOTCS AaThl
BXOASAIIUX U UCXOIAIINX JOKYMEHTOB.

[Ipn ykazaHuu natel cHayana MUIIETCS YUCIIO0, 3aTEM MecdAl U rol. Yucno u
rojg o0Oo3HaualoTcs apaOckumu I1udpaMu, ToJ — TOJHOCTHIO, HaUMEHOBAHHE
MecsIIa — CJIOBOM.

Ha oO6noxkax pgen, HapsgoB M TPOU3BOJCTB, COCTOSIIIMX K3 HECKOIBKUX
TOMOB, JaThl IPOCTABIISIIOTCS HA KAKJIOM TOME.

Ecnu B neno, HapsAa U NPOU3BOJCTBO BKIKOYEHBI TOKYMEHTHI, JaThl KOTOPBIX
HE COBIAJAIOT C YKa3aHHBIMU Ha O0JIOXKKE, TO MO JaTOW OKOHYAHUSI C HOBOM CTPOKHU
nenaercs 3anuch «B nerne, Hapsiie U IpOU3BOJICTBE UMEIOTCS JOKYMEHTHI 3a
rof (TOJbI)».

Ha o6no>xke Hapsiga, cofepKaliero rooBble MIaHbl U OTYETHI, 1aTa MOKET HE
YKa3bIBaThCs, TAK KAK UX JAThl OTPAKAOTCS B 3ar0JIOBKaxX.

Ha oOnoxkax mpous3BOACTB ¢ KomusiMu cyneOHbix pemenuid  Cygaa
YKa3bIBAKOTCS JaThl UX BBIHECCHUS.

Ha o6noxkax HapsioB, coAepXkalllux IpUKa3bl, PaCHOPSHKEHMsSI, aKThl,
JOKJIaJIbl U CTEHOTPAaMMBbI, IPOCTABIISAIOTCS JaThl PETUCTPALIUU (COCTABJICHHSI) CAMOTO
PaHHEro U CaMOro MO3JHEr0 JOKYMEHTOB, BKIOUYEHHBIX B HAPSI.

Ha o6noxkax HapsnoB c mnporokosamu 3acenanuil IIpesnmmyma Cypa,
[Inenyma Cyna W JOKyMEHTaMH K HHUM YKa3bIBalOTCS JaThl YTBEPKICHUS WIH
COCTABJICHHSI IEPBOTO U MOCJIETHETO MPOTOKOJIOB, COCTABIIAIOIINX HAPS/.

PekBU3UT «CpOK XpaHEHUs» Ha OOJIO)KKax JOJDKEH COOTBETCTBOBATh
yKa3zaHHOMY B CBOJTHOM HOMEHKIIAType.

ApxuBHblil mmdp (Homep doHAa, onucH, Aena) Ha o0JI0XKKaxX Jena, Hapsaaa
MIPOU3BOJICTBA MOCTOSSHHOTO XPaHEHHUs IMPOCTABISIETCS B OTHEJE XPAHEHUS IOCIHe
BKJIFOUEHUS ITUX JIOKYMEHTOB B TOJIOBBIE€ pa3/ieiibl CBOAHBIX OMUCEH, YTBEPKIEHHBIX
WU COTJACOBAHHBIX OKCIEPTHO-TIPOBEPOUYHOM KOMHCcUEH ['ocyaapCTBEHHOIO
apxuBa Poccuiickoii denepaunu.

OOI0)KKM HapsioB, COAEpPXKAIIUX JIOKYMEHTbl Ha CTaHAApTHBIX OJaHKax,
JIOJKHBI UMETh pazMepbl 229x324 mwm.

OOI0KKM JIpYrMX JOKYMEHTOB MOTYT UMETh pa3Mephbl, COOTBETCTBYIOILIUE
pa3MepaM MOALINTHIX B HUX JIMCTOB.

4.4. CocTraBjieHue onmuceii e, HApPsSA0B U MPOU3BOACTB

4.4.1. Ha Bce 3aBepm€HHble B nenmonpon3BoiactBe Cyna nena, Hapsabl U
MPOU3BOJICTBA MOCTOSHHOTO, BpeMEHHOro (cBbilie 10 j1eT) XpaHeHus, a TaKxke IO
JUYHOMY COCTaBy, MPOUIEANINE SKCHepTU3y LEHHOCTH, C(POpMUpOBaHHBIE U
oQopMJIEHHBIE B COOTBETCTBMM C TpeOOBaHMAMHM HacTosmed WMHcTpyKuuu,
COCTABJISIFOTCSI OIMCH JIEJ, HAPSAIOB U IIPOU3BOJICTB.

Ha napsael BpemenHoro (no 10 €T BKIIIOYMTENBHO) XPAHEHHS] OIMUCH HE
COCTABIJISIFOTCA. YUET uX BeAETcs o CBOAHOW HOMEHKIIATYPE.

4.4.2. Onucu aen, HapsAOB, MPOU3BOJCTB COCTABISIOTCA OTACIBLHO: Ha Jea,
HapsAbl W IPOU3BOJACTBA IIOCTOSIHHOIO XPAaHEHHWs; HapsAlbl, MPOU3BOJCTBA
BpeMeHHOTO (cBblie 10 1eT) XpaHeHus U Hapsbl 10 JUYHOMY COCTaBY.
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4.43. Onucu pen, HapAI0B U MPOU3BOACTB COCTABIISIIOTCA €XKETOJHO
paboTHUKaAMU nojipasieIeHui Cyna, OTBETCTBEHHBIMH 332  BEJCHHE
JIEJIONPOU3BOJCTBA, MPU METOAMYECKOM PYKOBOJACTBE OTJela XpaHEHUs IO
YCTaHOBJICHHOW (opme (TPHIIOKEHUE 5/7) U MPEJCTABISAIOTCS B OTIST XpaHCHUS
yepes rojl Mocje 3aBeplIeHUs] HapsiI0B B JIEJIONPOU3BOJICTBE Moapasaenenuit Cyna.

44.4., Onucu pen, HapSAJAOB W MPOU3BOJCTB COCTABIAIOTCS B JABYX
DK3EMIUISIpAX, OJMH M3 KOTOPBIX IMepeAacTcss BMECTE€ C JIeJIOM, HapsjoM H
MPOU3BOJICTBOM B OTJAEJ] XPaHEHHMs, a BTOPOM OCTAETCS B KaY€CTBE KOHTPOJIBHOTO
sK3eMIuIsIpa B nojpasaenennu Cyza.

4.45. ITpu cocTaBleHUM OINKCH JEJ, HAPSAJIOB U MPOU3BOACTB HEOOXOAMMO
COOJTIOIaTh CIeAyIoNe TPEOOBAHNS:

— 3aroJIOBKH JIeJ, HapsiIOB U MPOU3BOJICTB BHOCSITCS B ONUCh B COOTBETCTBUU
co CBOIHOM HOMEHKJIATYpOH;

— KaXXJ0€ JeJ0, HapsiJ U MPOU3BOACTBO BHOCHUTCS B OINHUCH IO OTACIbHBIM
MOPSIAKOBBIM HOMEPOM; €CIIH JIENI0, Hapsi U MPOU3BOJCTBO COCTOUT U3 HECKOJIBKHUX
TOMOB, TO B OITUCh BHOCUTCS KaXK/IbIid TOM IO OTJIEIbHBIM HOMEPOM;

- cucTeMaTu3alusl JOKYMEHTOB B ONUCH W TOPSIOK MNPHUCBOEHUS HOMEpa
OMMCHU yCTaHABIIMBAIOTCS OTJEIOM XPAHEHUS;

- Tpadbl ONMMCH 3aMOJHSIOTCS B TOYHOM COOTBETCTBHHM CO CBEICHUSIMU Ha
00JI0XKKE;

- rpada onucu «lIpumMeuanue» HCHONB3YETCA AJII OTMETOK O MpUEME eI,
HapsJI0B U TPOU3BOJICTB, OCOOCHHOCTSAX MX (PU3MUECKOTO COCTOSIHUS, O HaJTUIUHU
KOIIUH U T.I.

[Ipu 3anonnenuun B omucu rpadnl «MHAEKC nena, Hapsga U TPOU3BOJICTBA
(ToMa, 4acTH)» YKa3bIBAIOTCS PETHCTPALIMOHHBIE HOMEPA, KOTOPHIE COOTBETCTBYIOT
nHekcam B CBOTHOM HOMEHKJIATypeE.

I'pada «3aronmoBok nena, Hapsaa ¥ MPOU3BOJCTBA (TOMA, YaCTH)» 3aMOTHIETCS
Ha OCHOBaHHH 3aITMCH, CJICIAHHONW Ha 00JI0KKe, 0€3 COKpaIICHUH.

4.4.6. Ecnu B onuch BKIIFOYAETCS J1EJ10, HAPSJL ¥ IPOU3BOACTBO, COCTOSIIEE U3
HECKOJBKHX TOMOB, TO MHUIIETCS OOIIMI 3aroJIOBOK U 3alMCHIBAIOTCS HOMEpPA TOMOB;
MOCJIE Ka)KJI0r0 HOMEpa TOMa U3JIaraeTcsi €ro coAep>kaHue, HarpuMmep:

VYromoBuoe gneno mo oOBuHeHuto YepenkoBa B.M.u Maxkaposa H.U.

B XUIIICHUH MPEIMETOB, HUMEIONTUX 0COOYIO IEHHOCTh, — cT. 164 YK P®.

Tom 1. OOBUHHUTENBHOE 3aKJIFOUCHUE.

Towm 2. TIpoTokon cyneObHOro 3aceianus.

Towm 3. Peun rocyaapcTBEHHOT0 OOBUHUTEIS U 3AIIUTHI.

Towm 4. Matepuainbl, pUOOIIEHHBIE K JIeTy B XOJA€ CyAeOHOro CIEACTBUS, U

MIPUTOBOP.

Ilepenucka ¢ I'eHepanbHON NPOKypaTypoi, MUHUCTEPCTBOM BHYTPEHHUX JIEJ

n MunucrepctBom roctuimu  Poccuiickort @enepandv 10 MPABOBBIM,

OpraHU3alMOHHBIM U JPYTUM BOIPOCAM.

Tom 1. Marepuansl 1o koopauHauuu JaedictBuii  BepxoBnoro Cyga,

['eHepanbHOM  MpOKyparypbl, MuHHCTEPCTBA  BHYTPEHHUX J€l1 WU

MunucrepcTBa  roctuniuu  Poccuiickon  ®Depeparuu 1o 6oppbe ¢

MPECTYIUICHUSIMU U HHBIMH TIPABOHAPYILICHUSIMU.
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Tom 2. Matepuansl 1o pa3pabOTKe €IUHOW CHUCTeMBbl yuéTa M OTYETHOCTH O

MPECTYIHOCTH.

4.4.7. 3arojoBKH JIONOJHUTEIBHO OOHAPY)KEHHBIX JIEl, HapsJAOB H
IIPOU3BO/ICTB (B KOJWYECTBE HE OOJIee MATH ), IMOJIeKaIe BHECEHUIO B OITUCH, HO 110
KaKUM-TUOO MpUYMHAM HE BHECEHHBIE B HEE, MOTYT OBITh BHECEHBI B OIUCH O]
JUTEPHBIMH HOMEpaMH WM B KOHEIl T'OJ0BOrO pasjeia. AHAJIOTHYHbIE U3MECHECHHS
BHOCSITCSI B TOJIOBBIC Pa3Jiesibl CBOJTHON OMMCH HAPSI0B IMTOCTOSTHHOT'O XpaHEHUS.

B KoHIIe onrcy nenaeTcs UTOTOBas 3alich, B KOTOPOH yKa3bIBaeTcs nmudpaMu u
MIPOITUCHIO (B KPYIJIBIX CKOOKAX) KOJUYECTBO JOKYMEHTOB, YHCIISAIIUXCS 11O OIKCH, a
TaK’K€ OrOBapUBAIOTCS OCOOEHHOCTH WX HyMepauud B OmHUcH (JIUTEpPHBIE H
IPOITYILIEHHbIE HOMEPA).

4.4.8. Onuch TMOINMUCHIBAETCS COCTAaBUTEIEM C YKa3aHUEM €ro JIOJDKHOCTH,
COTJIACOBBIBACTCSI C  HAYAJIbHUKOM  YTpaBJieHUS  JOKyMEHTOoOOpoTa U
JISJIOTIPOU3BOJICTBA U YTBEPIKIaeTCs pyKOBOAUTENEM noapasaeineHus Cyna.

4.4.9. Onucu mnonpaszaenceauii Cyma ciayXaT OCHOBOWM IS COCTaBIICHHS
rOJIOBBIX Pa3JeIOB CBOJHBIX onuceld MTOKyMeHTOB Cyjia MOCTOSISHHOTO XpaHEHUs, a
TaKK€ TOJOBBIX Pa3/CiOB CBOAHBIX OIHKCEH JIOKYMEHTOB BPEMEHHOTO (CBBIIIIEC
10 1eT) cpoka XpaHEHUs M TI0 JUYHOMY COCTaBY, MOJATOTOBKA KOTOPBIX BO3JIaraeTcs
Ha OTJIeJl XpaHCHMUSL.

4.5. Ilepenaya neJsi, HAPSIA0B U MPOU3BOACTB B OT/AeJ XPaHEHHS

4.5.1. ®opmupyemble B pesyibTate gesatenbHoctTh Cyna  JOKYMEHTHI,
MMEIOIINE UCTOPUYECKOE, HAYUHOE, COLMAIbHOE, SKOHOMUYECKOE, TOJUTUYECKOE U
KyJIbTYPHOE 3HaUY€HHUE, BXOJAT B cocTaB ApxuBHOTo (poHaa Poccuiickoit @enepanuu
Y HE3aBUCHMO OT TEXHUKH U crocoda (pUKCUpOBaHMS MH(DOPMAIMU B HUX MOJIEKAT
nepeiaye Ha OCTOSIHHOE XPaHEHHE.

Otaen xpaHeHHsS OCYIIECTBIISIET BPEMEHHOE XpaHeHue (B TeueHue 15 1er)
apXHUBHBIX JOKYMEHTOB IMOCTOSIHHOTO W BpeMeHHOro (cBhbimie 10 jeT) XxpaHeHus A0
Iepelayn MX Ha MOCTOSIHHOE XpaHeHue B l'ocynapcTBeHHbIM apxuB Poccuiickoi
denepanum.

4.5.2. TloaroroBieHHble UM OQOPMIIEHHBIE J€Ja, HapsAAbl U IMPOU3BOJCTBA
nepenaroTcs noapasaesneHusMu Cyna B OTHEN XPaHEHHsS MO MCTEYEHUM TPEX JIET
MIOCJIE 3aBEPILCHUS UX B JEJIOMPOU3BOACTBE MO OMUCSAM B JIBYX 3K3EMILIAPAX.

Hapsiael u pousBoicTBa BpeMeHHOTo (cBhilie 10 j1eT) XpaHeHus nepenaroTcs
B OT/IEJI XPaHEHUs B T€ K€ CPOKH, UTO U JIea, Hapslbl U IPOU3BOACTBA TOCTOSHHOTO
XpaHEHMs], TI0 OMHUCSAM, COCTaBJICHHBIM OTAEIBHO OT JAEJ, HApSAOB M MPOU3BOJICTB
MOCTOSIHHOTO XpPAHEHHS.

Hapsiael u npousBoacTBa BpeMeHHOro (10 10 jeT BKIIOYUTENbHO) XpaHeHUs
WM IO MUHOBAHUS HaJOOHOCTH HE MOJIJIeKAaT Nepeade B OTIE] XPAHECHHUS.

Hena, HapAIpl U MPOU3BOJACTBA MEPENAIOTCS B OTIEN XPAaHEHHS IO OMMCIM
(mpunoxenue 57).

4.5.3. Tlpu nepenaue nena, Hapsiga W MPOU3BOJCTBA B OTIET XPaHEHUS
HAYaJIbHUKOM OT/IeJla XpaHEHUs] WM €ro 3aMECTUTENEM B MPUCYTCTBUU paOOTHHUKA
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nonpazaenenuss Cyaa NpoU3BOAUTCS MPOBEPKa MPABUIBHOCTU UX (OPMUPOBAHUSA U
odopMIICHHUS.

Bce BbIsiBIEHHBIE MpU MPOBEPKE HEIOCTATKU B (POPMHUPOBAHUU U OPOPMIICHUH
JieJ, HapsiIoB M MPOU3BOACTB pabOTHUKHU mNoApasaeneHuid Cyaa, OTBETCTBEHHBIE 32
BEJICHUE JEJIOMPOU3BOICTBA, 00S3aHbl YCTPAHUTD.

B KoHIIe Ka)K0r0 SK3eMIUIsipa OMUCH MPOCTABISIOTCA: KOJIMYeCcTBO (1udpamu
U TPOIHUCHI0) (PaKTUYECKU MPUHATHIX eI, Hapsao0B, MPOU3BOJACTB, JlaTa mpuéma u
nepeaavn, NoAMMCcH pabOTHUKOB OT/IeNa XpaHeHus u noapazaeneHus Cya.

Jlena, HapsAIbl U TPOU3BOJICTBA MOCTOSTHHOTO W BpeMeHHOro (cBbie 10 jer)
XpaHEHUsT MPUHHAMAIOTCS B OTHAEI XPAHEHUS C IMOJUCTHBIM IPOCMOTPOM, B
OCTAJIBHBIX CIy4asX IPOBEPSAETCS COOTBETCTBHE KOJMYECTBA IEPEAABAEMBIX JEI
(JIMYHBIX), HAPSJIOB U IPOU3BOJICTB OIHUCSM.

4.5.4. DBeblsaBleHHbIE pAa0OTHUKAaMU OTHENa XPAHEHHs HEJOCTaTKU B
dbopmupoBaHud U OGOPMIICHUU JEJ, HapsAI0B, MPOU3BOJCTB, MPEAYyCMOTPEHHBIC
nanHoi MHCTpykume, yctpanstores paboTHukamu noapaszaenennit Cynaa.

4.6. BpemeHHOe XpaHeHHe eI, HAPS/I0B U MPOU3BO/ICTB

4.6.1. C moMeHTa 3aBe[ieHUA U JI0 IEpeaady B OTAENI XPaHEHUs JIeJ1a, HapsIbl U
MIPOU3BOJICTBA XpaHATCA B nojpazzaeneHusx Cyaa no Mecty ux GopMUPOBaHUS.

PykoBogutenu mnoxpasznenenuii Cyna W paOOTHHKHM, OTBETCTBEHHBIE 3a
BEJICHUE JEJIONPOU3BOACTBA, HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTH JOKYMEHTOB
JieJ1, Haps0B U MPOU3BOJICTB.

4.6.2. Jlena, Hapsanbl U TPOU3BOJICTBA JOJDKHBI HAXOJUTHCS B CIY>KEOHBIX
MOMEIMICHUSIX M PacIonararbCsi B BEPTUKAIBHOM IOJIOKEHUU KOPEIIKaMU HapYyKy B
3aMMparoIIUXCcs WKagax WIM Ha CTEJUIaKaxX B CIELHAIBHO OTBEAEHHBIX JUISI 3TOU
[EJN TIOMEIIEHUSX, B KOTOPBIX OOECIEUYMBACTCS WX TOJIHAS COXPAHHOCTh, B TOM
yuciie OT BO3ACWCTBUSA MNBUIM M COJIHEYHOro cBera. Ha kopemkax oOnoxex ned,
HapsJ0B U IPOU3BOJCTB YKa3bIBAIOTCS MHAECKCHI N0 CBOIHON HOMEHKJIATYpE.

Jlnia o0ecnieyeHrs noucka JOKYMEHTOB OHU pa3MEIIAloTCsl B COOTBETCTBUHU CO
CBOIHOM HOMEHKJIATYPOH.

Brinucka n3 CBogHON HOMEHKJIATYphl TTOMEIIACTCS Ha BHYTPEHHEW CTOPOHE
mikada.

4.6.3. TlogroroBneHHble U O(QOPMIICHHBIE B YCTAHOBJIECHHOM IMOPSAKE Jena,
HapsAbl M TMPOMU3BOJACTBA IOCTOSIHHOTO M BpemeHHoro (cBeime 10 ser) cpoka
XpaHEHUs] MO0 MCTEUEHUU TPEX JIET MOCJE 3aBEPIICHUS WX B JACIIONPOU3BOJICTBE
noapasaeneHuid Cyaa nepenarorcst B OTAST XpaHEHHUS.

4.6.4. N3bsiTiE NOKYMEHTOB M3 J€J, HAPSAJOB W MPOU3BOACTB MOCTOSTHHOIO
XPaHEHUS JOMYCKAETCS B UCKIIOUUTENbHBIX CIy4YasX U MPOU3BOJUTCS C pa3pellieHUs
PykoBoacTBa CyJa ¢ OCTaBJI€HUEM B JEJI€ 3aBEPEHHON KONMU JOKYMEHTA U aKTa O
MPUYUHAX U3BSITHUS OJJIMHHUKA.
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4.7. JkcnepTU3a HEHHOCTH IOKYMEHTOB

4.7.1. DkcnepTr3a LEHHOCTH JOKYMEHTOB — 3TO HM3y4YE€HHE JTOKYMEHTOB Ha
OCHOBAHUW KPUTEPHUEB HUX IIEHHOCTH B LEJSIX OIPEICIICHUS CPOKOB XpaHCHHS
JIOKYMEHTOB M 0TOOpa X Ha MOCTOSSHHOE XpaHEHHUE.

4.7.2. DkcniepTr3a EHHOCTU TOKYMEHTOB B CyJie TPOBOIUTCS:

- B JCJONPOU3BOJICTBE — NPH COCTABJICHUM HOMEHKJIATYp [€JI, HApsSAOB U
MIPOU3BOJICTB, B MpoIecce X (HOPMUPOBAHUSI U TIPH MOATOTOBKE K Mepeaade B OTIACIT
XpaHEHUs,

- B OTJIeJIe XpPaHEHUS — B MPOILIECCE MOATOTOBKH JIEJ, HAPSAJIOB U MPOU3BOJICTB
Ha MOCTOSIHHOE XpaHEHUE.

4.7.3. Dkcmneptr3a IIEHHOCTH JOKYMEHTOB, HAaxXONSIIUXCS HAa XPAaHCHUH B
noapazaeneHusax Cyna, OCYIIECTBISETCS €XKEroAHO B ATUX MOApPa3IEICHUIX
pabOTHUKOM, OTBETCTBEHHBIM 3a BEJACHHUE JICIONMPOU3BOJICTBA, I10J KOHTPOJEM
HEIMOCPEACTBEHHOTO PYKOBOAUTENS.

4.7.4. Ilpu mpoBeI€HUH SKCIEPTU3BI IEGHHOCTH JOKYMEHTOB OCYIIECTBIISIOTCS:

- 0TOOp IOKYMEHTOB MOCTOSIHHOTO M BpeMeHHOTO (cBbimie 10 jeT) xpaHeHus
Uil Tepenadd B OTAeN XpaHeHus U [ocyaapcTBeHHBIM apxuB Poccuiickou
denepanuu;

- oTOOp JOKYMEHTOB BpeMEHHOro (o0 10 JeT BKJIIOYUTENBHO) XpaHEHUS,
CPOKHU XpaHEHUSI KOTOPBIX HE UCTEKJIH;

— BBIJICJICHUE K YHUYTOXKEHHUIO JIOKYMEHTOB 3a MPEABIAYIIUE TOJIbI, CPOK
XpaHEHUs KOTOPBIX UCTEK.

4.7.5. Ins opraHuzaiuu U TPOBEAEHUS PaOOTHI MO JKCIEPTU3E LIEHHOCTH
noKymMeHTOB apxuBHoro ¢onaa Cyaa co3ga€Tcsi MOCTOSIHHO —JIEWCTBYIOIIAS
OkcneptHas komuccua Cyna (manee — DK Cypa). OHa Ha3zHayaeTcsi MPUKA30M
[Ipencenarens Cyna Wid €ro mepBOro 3aMECTHUTEINSI U3 YUCIAa KOMIETEHTHBIX JIUIL
Cyna.

Oyukiuu ¥ nipaBa DK Cypaa, opranuzanus €€ JesTeIbHOCTH ONPEASsIOTCS
COOTBETCTBYIOIINM TOJIOKEHUEM, YTBEPKIEHHBIM NprKka3om o Cymy.

4.8. IlopsinoKk YHUYTOKEHHUS TOKYMEHTOB
4.8.1. Tlopsamok ompenenseT YHUYTOKCHHE IOKYMEHTOB, HE TOJJICKAIINX
TanbHEHIIEMy XpaHEHHI0 B CEKpeTapuarax CyAcOHBIX COCTaBOB M TOJPa3ICICHUSIX

Cyna.

OT6OD K II0JAIOTOBKA JOKYMCHTOB HAd YHHUYTOXKCHUC

4.8.2. VYHUYTOXKCHUIO TIOJNJICKAT  HAXOJAIIMECS HAa  XpaHCHHH B
noapazaeneHusax Cyaa TOKYMEHTBI C UCTEKITUMU CPOKaMH XpaHEeHus (10 S5 JIeT) u C
nomeTKo# «/lo MmuHOBaHUs HanOOHOCTH» 110 CBOJHOM HOMEHKIIATYPE.

He noanexamume  peructpauuvi  JOKYMEHTHl  (YEPHOBUKH,  IPOEKTHI
JIOKyMEHTOB, pabouue MaTepualbl U UHBIE JOKYMEHTHI), YTPATUBIINE MPAKTUIECKOE
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3HAQYEHUE, MOTYT YHHUYTOXATbCs B YCTAHOBIEHHOM Hactosmen MHcrpykuuen
MOPSIZIKE.

4.8.3. Jokymentsl apxuBHOoro ¢onma Cyga yHUYTOXAIOTCS —MOCIe
paccMoTpenusi ux mnoctossHHO nedctByromeidd DK Cyma B yCTaHOBIIEHHOM
cooTBeTCcTBYIONIEH MHCTpyKIMEH* opsIKe.

4.8.4. UcnopueHHble OJAaHKU HCIOJHUTEIbHBIX JIMCTOB YHUYTOXKAIOTCS B
COOTBETCTBUM C HacTosmed WHCTpykuueld B  MOpsSAKE, YCTAaHOBJICHHOM
noctaHoBieHueMm IlpaButensctBa Poccuiickoit ®enepamuu ot 31 wmrona 2008 .
Ne 579.

4.8.5. Orbop W TMOArOTOBKA Haxomamuxcs B moapasaencHusx Cyna
JIOKYMEHTOB Ha YHUYTOXXCHHE OCYIIECTBIIAIOTCS PaOOTHUKOM COOTBETCTBYIOILETO
noJpa3feNieHusl, OTBETCTBEHHBIM 3a BEACHHE JCIIONMPOM3BOACTBA (Jaiee —
YIOJIHOMOYEHHBIA paOOTHUK MOAPA3ACICHUS)*, TOJ KOHTPOJIEM HEMOCPEACTBEHHOTO
PYKOBOIAUTEIIS .

4.8.6. Ilo pesynpraram oTOOpa cocTaBisieTcsi AKT 00 YHUYTOXEHUU
JIOKYMEHTOB, HE TOJUJISKAIIUX XPAHEHUIO, KOTOPBIM YTBEPKIAETCS PYKOBOJIUTEIIEM
noapasnenenus Cyna (mpuiioxeHue 55).

B akrax Ha yHUYTOXXEHHE JIOKYMEHTOB HE JOJDKHO OBITh HHUKAKUX
VICIIPABJICHUM.

48.7. B cnyyae wu3bATHS W3 TPOUZBOJACTB (HAPANOB), MOJJISKAIIUX
YHUYTOXEHHUIO, OTACIBHBIX JOKYMEHTOB, HEOOXOIUMBIX JIJIs1 paObOThI ¥ JATBHEHUIIIETO
XpaHCHMS, HAa HUX COCTaBIIACTCS IIEPEYCHb, B KOTOPOM YKAa3bIBACTCS, KaKHe
JOKYMEHTBI M U3 KaKuX TIPOW3BOJACTB (HAPSIOB) W3BIATHI, YUYETHBIC WM
pEeTHCTpaIlMOHHBIE HOMEPa, HANMEHOBAHUS JTOKYMEHTOB, HOMEpPA JIMCTOB, a TAK)KE B
KaKHe TPOM3BOJICTBA (HAPSIBI) MOAIINTHI H3BATHIC JOKYMEHTHI (IpUiIokeHue 56).

[TepedyeHr TOAMUCHIBACTCS YIOJHOMOYCHHBIM PAOOTHUKOM TIOJpa3IeiICHUS
Cyna u nmpunaraercst K AKTY.

4.8.8. Tlocne yTtBepkaeHuss AKTa yKa3aHHbIE B HEM JOKYMEHTHI, a TaKke
JIOKYMEHTBI, HE TOJJIKAINE PETUCTPAIIUH, CKIAIbIBAIOTCS B YIAKOBOYHBIE MEIIIKH.
[Ipn 5TOM M3 JOKYMEHTOB H3BIMAIOTCS BCE METAUIMYECKHE MPEAMETHI (CKPENKH,
ckoObI 1 T.1.)*. locie 3amoHeHNs] YyITaKOBOYHbBIE MEIIKH 3aBSI3bIBAIOTCS OCUEBKOM
WJIU CKOTYEM (KJIEMKOM JIEHTOM).

Jlo mepenaun Ha YHUUTOKEHHUE YITAKOBOYHBIE MEIITKU C IOKYMEHTAMU JTOJKHBI
pa3MeniaTbes OTACIBHO OT APYTUX JOKYMEHTOB B CIIEIUATIBHO OTBEAEHHOM JISI 3TOM
e MeCTe (MIOMEIIICHHH ).

4.8.9. OOGecnieueHre TOApa3ICICHUN YIAKOBOYHBIMH MEITKAMH, KJICHKOMN
JICHTOM, TeNeXKaMu JUIS TIEPEBO3KH JOKYMEHTOB OCYIIECTBISICTCS YTpaBlIeHHEM

3 WucTpykums o mopsiake oTOopa, WCIONB30BAHMS W Tepefadn Ha XpaHeHHWE IOKyMEeHTOB B BepxoBHom Cyze
Poccuiickoit deneparnm, yrBepkaeHa npukazoM [Ipencenarens Bepxosrnoro Cyna Poccuiickoii @enepamnmm.
2 O6s3anHOCTH, IpaBa W OTBETCTBEHHOCTh YKAa3aHHBIX JIMI[ IO IOJATOTOBKE JOKYMCHTOB HAa YHHYTOKCHHE
OIPEACIIAIOTCA B UX TOJDKHOCTHBIX PErjIaMCHTAaXx.

Hampumep, 3aBenyroomuii cekpeTapuaToM CyJIeOHOTO cocTaBa (KOJIJIETHH), HAYaJIBHUK OT/AeNa (€ro 3aMeCTUTENb),
3aMECTHTENb HadaIbHUKA Y IPABIICHUS.
3 Y THIU3UPYIOTCS OTICIBHO.
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MaTepHaIbHO-TEXHUYEeCKOoro obecnieuernss Cyma 1o 3asBKaM  PyKOBOAUTENCH
MOJIPA3ICIICHUM.

Ilepenaya u npueM JOKYMEHTOB Ha YHUYTOKCHHUE,
YHUYTOXKCHUC NTOKYMCHTOB

4.8.10. Ilepemaua JIOKYMEHTOB Ha YHHMYTOXXEHHE (IOTpy3Ka U BBIBO3)
OCYIIECTBIISETCS YIIOJTHOMOYEHHBIM pabOTHUKOM TopasaencHus Cynaa.

[TpuémM MOKYMEHTOB Ha YHUYTOXEHUE OCYIIECTBISICTCS JIBAa pa3a B HEJCIIO 10
BTOPHHUKAM U YETBEPTraM YIIOJTHOMOYCHHBIM PAOOTHUKOM YTIPaBIICHUS MaTepUaIbHO-
TeXHU4YECKOro obecrneuenus: Cyna®.

O cpade v nmprueMe TOKYMEHTOB YITOJTHOMOYCHHBIC pPAOOTHHUKH MOAPA3ACIICHUS
U YTpaBJIeHHWs MaTepuagbHO-TeXHUYeCKoro obecreuenus Cyaa MTpOCTaBISIOT
MOJIITHUCH B AKTeE.

[Ipyu »5>TOM yHOJIHOMOYEHHOMY paOOTHUKY YTpaBJIeHUS MaTepPHAIbHO-
TexHuyeckoro oobecneuenuss Cyna mpeAocTaBiseTcs NpaBo HHGOPMHUPOBATH
PYKOBOJAMTENEH COOTBETCTBYIOMUX ToapasneneHuit Cyaa o HecoOIOJeHUH UuX
MOJYMHEHHBIMU TpeOoBaHuil 1. 4.8.8 Hacrosmedn MHCTpYKIIMM U HEOOXOAUMOCTU
YCTPaHEHHUSI BBISIBJICHHBIX HEJOCTATKOB.

4.8.11. VYHuYTOXKEHUE JOKYMEHTOB OCYIIECTBISIETCA B  CIEHUAIBHO
000pYyIOBAaHHOM ISl TUX II€JIe TOMEIIEHUU B 3-THEBHBIN CPOK MOCJE MOJIyYEHUS
MyTEM MEXaHHYECKOU MepepaboTKU TUOO0 COMXOKCHHMSI.

MecTo YHHUYTOXKEHHSI JOKYMEHTOB, €ro o0OOpyJOBaHHE, B TOM YHCIIE
HEOOXOJMMBIMHA CPEJICTBAMH IS YHUUYTOXKCHHSI, OMPEICIIIOTCS PYKOBOIUTEIEM
YmpasieHuss MaTepHATbHO-TEXHIUECKoro ooecnieuerus Cyma.

OO0 yHUYTOXKEHHWU JOKYMEHTOB YIOJHOMOYEHHBIH paOOTHHUK YTpPaBICHUS
MaTepHaibHO-TeXHHYeckoro obecnedeHus: Cyma cooOiaeTr B COOTBETCTBYIOIIEE
no/ipa3/ieJieHue U MPOCTABIISET JIMYHYIO MOAMUCH B AKTE.

AKTBI TIOJIIIMBAIOTCS B COOTBETCTBYIOIIMN HapsiA TMOApPA3ACICHUs, a KOIMUU
aKTOB — B Hapsl YTIpaBJIeHUsI MaTEpHAIbHO-TEXHIUECcKoro obecneuenus Cyma.

4.9. OcobeHHocTH NpUémMa, y4éra, XpaHeHUs U OTIPABKH
BelleCTBEHHBIX J0KA3aTeJIbCTB

4.9.1. [lpuéM BemIeCTBEHHBIX JOKa3aTeIbCTB, NocTynmuBmmx B Cymn ¢
CyIeOHBIMH JIeJIaMU, Tepefavya UX B CEKpeTapuaThl CYACOHBIX COCTABOB CY/IEOHBIX
KOJUIETHH (7anee — ceKpeTapuathl) ISl yd4eTa U MPOXOXKACHUS B YCTaHOBJICHHOM
TIOPSIIKE OCYIIECTBIISAETCS JKCICAUIIMEH TOJHKO B YITAKOBAHHOM W OINEYaTaHHOM
BHJIC C OIMCHIO COJCPKMMOT0 Ha YITAaKOBKE M YKa3aHMEM HOMeEpa Jieja, K KOTOPOMY
OHH TIPHOOIIEHEI.

3 065{38.HHOCTI/I, ImpaBa U OTBETCTBCHHOCTb YKAa3aHHOTO JIMHOA IO YHHYTOXCHUIO JOKYMEHTOB OIPCIACIIAIOTCA B €r0
JOJDKHOCTHOM PEIJIaMCHTE. ﬂOBeﬂeHI/Ie a0 HOHpaSHCJ’ICHI/Iﬁ Cy,ua I/IH(I)OpMaL[I/II/I 00 YIIOJTHOMOYCHHOM pa60THI/IKC
(HOJ’DKHOCTL, (1)aMI/IJ'II/I$I, nums, OTHCCTBO), a TaKK€ HOMEp CJ'Iy)KC6HOl"O NOMCHICHUA U HOMED TGJ'IG(I)OHa OpraHn3yeTcsa u
obecrneurBaeTcs PYKOBOJAUTEIIEM praBJ’ICHI/IH MAaTepHUAIbHO-TCXHUYCCKOTO obecrneueHus Cy,ua.
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[Ipu npuéme mnpeameroB, ucTpeOoBaHHBIX CyaoM, WX HaTUIUE MOXKET
CBEPSATHCS MO0 COMPOBOIUTEIHLHOMY MMHUCHMY.

49.2.B cnyyae HapylieHMss YIAaKOBKM WJIM  OTCYTCTBHS  IeyaTei
YIOJHOMOYEHHBIH PabOTHUK IKCIETUIIMU BCKPBIBACT YIAKOBKY U CBEpSAET HAMUHE
COJIEP)KMMOT0O B HEM C ONHChI0O HAa YINAKOBKE WM C TMPUIIOKEHHEM B
COMPOBOAUTEIILHOM MTUCHME.

[Tpu OTCYTCTBUU  PACXOXKJEHUU  BEIIECTBEHHBIE  JJOKA3aTEJbCTBA
YIIaKOBBIBAIOTCS U OTeUYaThIBatOTCs neyaThio Cyna.

O BCKpBITUM YTIAKOBKU W (WJIM) BBISBICHHBIX HAPYIICHUSX COCTABJISETCS aKT
(mpunoxenre 46), KOTOpBIH BMeCTe C IOCTYIUBIIUM JCIIOM M BEIICCTBCHHBIMHU
J0Ka3aTeNbCTBAMU  mepeAaércs MO  MpPEeAHA3HAUYeHHWI0O B COOTBETCTBYIOIIHE
CEKpeTapuaThl IJIs IPUHITHS PEIISHUS, a BTOPOH IK3EMIUISIP OCTAETCS Ha XpaHCHUU
B DKCIICTUIINH.

493. B cekperapuarax wuHpOpMaIMs O TMOCTYIJICHUHM BEIIECTBEHHBIX
JTIOKA3aTeJIbCTB BHOCUTCS B DJIEKTPOHHYIO PETUCTPAIIMOHHYIO KApPTOUKY Ha CyJe0HOe
JICTIO U B JKypHaJ y4é€Ta BEIICCTBEHHBIX JIOKA3aTENIbCTB (MpuiioxeHue 29).

4.94. BelecTBeHHbIE JOKa3aTelIbCTBA XpaHATCS B CEKpeTrapuatax B
3aMMUPAOIINXCS U OTIeYaThIBAEMBbIX MIKagax.

3a  COXpaHHOCTb  BEHICCTBEHHBIX  JOKA3aTENbCTB, HAXOMISIIMXCA B
CeKpeTapuaTax CyAeOHBIX COCTaBOB, HECET OTBETCTBEHHOCTh YIOJIHOMOYECHHBIN
pabOTHUK CeKpeTapuara.

4.9.5. Tlepengaua BEIIECTBEHHBIX J0KA3aTeIbCTB CYAbE W BO3BpAIllEHHUE Ha
XpaHEHHE B CEKpeTapuaT OTMEUAIOTCS B AJIEKTPOHHOW PETUCTPALMOHHOW KapTOUKe
Ha CyZIcOHOE JIeJI0 ¥ B COOTBETCTBYIOIIEM JKypHaJe (Mpriokenue 29).

49.6. BckpeiTHe YIIaKOBKM €  BEIICCTBCHHBIMH  JTOKa3aTeIIbCTBAMHU
OCYIIIECTBISIETCS TI0 YKa3aHWIO CYIbH. YTOJHOMOYEHHBIM paOOTHUK CeKpeTapuara
BCKPBIBAE€T YIMAKOBKY C BEIICCTBEHHBIMHU JIOKa3aTEIbCTBAMH, CBEpSET HAIUMYHE
COJIEP>KMMOTO C OTHMCHIO HA HEW WITU C MPUIOKEHUEM B COMPOBOJAUTEIILHOM MTUChME
Y YUUTHIBACT BEIIECTBEHHBIC TOKA3aTEILCTBA B XKypHaJe (mpuioxenue 29).

[Ipn HaNMMUKMKM PACXOKAEHUN COAEPHKUMOIO YIIAaKOBKHU C ONKCHIO HA HEW WM C
NPUJIOKEHUEM B COMPOBOIUTEILHOM IHCHME COCTaBJsIeTCs akT (mpuiioxkeHue 46),
MOJTMHHUK KOTOPOTO MOIIIMBAETCS B JIEJI0, @ KOS IPUOOIIAeTCs K TPOU3BOJICTBY.

[Tocne BCKpBITHS BEIIECTBEHHBIE J0KA3aTEIhCTBA BHOBb YIAKOBBIBAIOTCS U
oreyaTbiBatoTCs nevarpio Cyna.

4.9.7. PacniopsiKeHHE BEIIECTBEHHBIMU JOKA3aTEIbCTBAMH OCYIIECTBIISACTCS
mociie BCTYIUIGHUS B 3aKOHHYIO cuiy pemieHus Cyaa, BBIHECEHHOTO IO TEpBOU
WHCTAHIIMU, 0 YEM JeNlaeTCsa OTMETKa B XKypHaje (mpuiokerue 29) co CChUIKOW Ha
COOTBETCTBYIOIINNA JOKYMEHT (aKT 00 YHMUYTOKCHHH BEIIIECTBEHHBIX TOKA3aTEIIbCTB,
KBHUTAHIIMIO OpraHa, MPUHUMAIOIIETO MPEeIMETHI, OIJISKAIUE peaTn3alid, U T.1.).

% Ilo npasmmam, ycramoBieHHbIM MHCTpYKIHeil 0 MOPAIKE H3BATHS, Y4ETA, XPAHEHHS W IEPEIAdH BEIECTBEHHBIX
JIOKA3aTeNbCTB 10 YTOJOBHBIM JIeJlaM, LIEHHOCTEH M WHOTO HMMYIIECTBA OpPraHaMH MpPEABAPUTEIILHOTO CIEACTBUS,
Jo3HaHus U cynamu oT 18 oktsadps 1989 r. Ne 34/15 (B penakunu ot 9 HOs6pst 1999 r., 7 nions 2006 1., 30 ceHTsI0ps
2011 r.).
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Ecnu npenMeTsl, sBasitonrecs BEMIECTBEHHBIME TI0KA3aTEIHCTBAMU, TTOIJICKAT
no pemerno Cyna Bo3BpaTy BiaeibllaM, 3TH MPEAMETHI BBIIAIOTCA UM TI0J
pacIucKy, KOTopas IMOAIIHBACTCS B ACIIO.

BemecTBenHble q0Ka3aTeabCTBa, KOTOphIe MO pemieHnio Cyaa ocTaroTes IMpu
Jiee, XpaHATCSA B YCTAHOBJICHHOM IIOPSJIKE B TEUEHHE BCEr0 CpOKa XpaHCHUS
cyeOHOro Jieyia B OT/JesIe XpaHeHUs CyIeOHBIX JOKyMeHTOB Cya.

4.9.8. Ilocie paccMOTpeHUs CyeOHBIX JIe] B ale/UISIITAOHHOM, KacCalluOHHOM
WIM HAJI30PHOM TOPSIIKE JeNia ¢ BEIMIECTBEHHBIMH JIOKAa3aTeIhCTBAMU IEPEAAOTCS
JUTSL OTIIPABKH B DKCIICUITUIO B MOPSAKE, YCTAHOBIEHHOM HacTosme NHCTpyKITnen.

4.9.9. JlocTtaBka CyaeOHBIX JE C BEIICCTBEHHBIMH J0KA3aTEIhCTBAMU B BUIE
MPEAMETOB  HErabapuUTHBIX  pa3MEPOB  OCYIIECTBISETCS  (PeIbIbETePCKOM
(cmenabHOM) CBsA3BIO. JIJI TOATOTOBKM TaKHMX JEN K OTIPAaBKE OHU NEPENaroTCs B
[lepBbIit OTHEN TTOA PACHCKY HA KOIMUU COMPOBOJUTEIHLHOTO MHUCHhMA M B JKypHAJIC
yuéTa BEIIECTBEHHBIX J0Ka3aTeNbCTB (puaokenue 29).

OOGecrieueHre CHENUAIbHBIMA YIIAKOBOYHBIMU MEIIKAMU JIJIS BJIOKCHHS M
OTHPABKH BEIICCTBEHHBIX JIOKA3aTENIbCTB (heIbIberepcKoi (CHeruaaibHON) CBA3BIO
OCYIIECTBIISIETCA YTIpaBJIeHUEM MaTepUallbHO-TeXHUUYecKoro obecrieuenus Cyna 1o
3asBKaM 3aBEIYIOIIUX CeKpeTapraraMu (IpuaoxeHue 63).

5. TEXHUYECKOE OBECIHEYEHUE PABOTHBI C JOKYMEHTAMUA
5.1. Ilopsiaok aBTOMaTU3UPOBAHHOM MOATOTOBKH JOKYMEHTOB

5.1.1. ABromaTu3upoBaHHas IIOATOTOBKA JOKYMEHTOB OCYILECTBIISIETCS
B  OmlOpOo  aBTOMATH3UPOBAHHOW  TOJATOTOBKM  JOKYMEHTOB  (maiee  —
aBTOMATHU3HPOBAHHOE OIOPO), a TaKkKe HEMOCPEICTBEHHO B mojpaszaeneHusix Cyna B
COOTBETCTBHH C MpaBUJIaMU OPOPMIICHHUS JOKYMEHTOB.

5.1.2. TlepenaBaemble B aBTOMaTHU3UPOBAHHOE OIOPO PYKOIHCHBIE TOKYMEHTHI
JOJKHBI OBITh HalMCaHbI pa300puMBO HA OJHOM cTOpoHe jucTa. CoKpallleHus CIOoB
pact(ppoBBIBAIOTCS, 332 UCKIIFOUEHUEM OOIIECTIPUHSTHIX.

PaGoTHMKamMu aBTOMAaTH3UPOBAHHOTO OIOpPO IMeYaTaHue JAOKYMEHTOB I1OJ
JUKTOBKY HE OCYILIECTBIISAETCS.

5.1.3. H3roroBneHue IJOKYMEHTOB NPOU3BOAUTCS B MOPAIKE OUYEPETHOCTH
MOCTYIIJICHUS.

JIOKyMEHTBI ¢ OTMETKON «CpPOYHO» M3rOTaBIMBAIOTCS BHE odepenu. OTmeTka
«CpoYyHO» TPOCTABIIIETCA B BEpXHEH MpaBOW YacTH MEPBOrO JIUCTA, BU3UPYETCS C
yKa3aHUEM JIOJDKHOCTH JIMIlA, CIEeJaBIIer0 OTMETKY, U BpEMEHEM CcJaud B
aBTOMAaTU3UPOBAHHOE OIOPO.

5.1.4. PykonucHble JOKYMEHTbhl IPUHUMAIOTCS aBTOMAaTHU3UPOBAHHBIM OIOpPO U
BBIJAIOTCS B pacledyaTaHHOM BHJE I0J PAaCHUCKy B JKypHajle y4€Ta JOKYMEHTOB,
MOJFOTOBJICHHBIX B OIOpO aBTOMAaTU3UPOBAHHOW MOJATOTOBKH  JTOKYMEHTOB
(mpunoxenue 30).

B BepxHeM J1IeBOM yriy nepBOM CTPaHMIbI CIABAEMOM B aBTOMATU3UPOBAHHOE
Oropo pykomucH ucToaHUTeNeM (paboTHukoM noapasaenenus Cyna) yKa3bIBalOTCS:
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— KOJHMYECTBO IK3EMIUISIPOB;

- (damuaMs ¥ HoMep CITy)KeOHOTo TesiepoHa UCTTOTHUTES;

- JlaTa mepeqadd JOKyMEHTa B aBTOMaTH3UPOBAHHOE OIOPO.

5.1.5. U3roroBieHHbIE JOKYMEHTHI BMECTE€ C PYKOIHUCSIMHU BO3BPAIIAOTCS
UCTIOTHUTENI0, a HWCIOPYCHHBIE DJK3EMIUISPBl  pacrevyaTaHHOTO  JOKYMEHTa
YHHUYTOXKAIOTCA.

5.2. HOpSIIlOK NMpPOBEACHUS KOIMUPOBAJIBbHbBIX H MHOKUTE/IbHBIX paﬁoT

5.2.1. TupaxupoBaHMe U KcepokomupoBaHue JokymeHToB B Cyne
OCYHIICCTBJISIOTCS B KONMHMPOBAJIHbHO-MHOXHUTEIHPHOM  OMOpO  YTpaBieHUs
JTIOKyMEHTO000pOTa | JISTONMPON3BOICTBA (Hasiee — Or0po).

TupaxxkupoBanue TOKyMEHTOB 00BEMOM N0 TiATH cTpaHull Gopmara A4 u B
KOJIMYECTBE JI0 5 3K3EMIULIPOB OCYIIECTBIISETCS, KaK MPaBUIIO, B TOAPA3ACICHUIX
Cyna.

[lopsiiok  MCHONB30BAaHUS KOMUPOBAJIBHOW TEXHUKH, YCTAHOBICHHOW B
nonpaszaenenusix Cyna, onpenensieTcs: pyKoBOIUTEIIMHU noapasaenenuit Cya.

JIJist M3roTOBNIEHUS TUPAXEH JOKYMEHTOB OOJbIIEro 00bEMa Win B OOJIbIIEM
KOJIMYECTBE  DK3EMIULIpOB  oopmisieTcss 3asiBKa  yCTAaHOBIEHHOW  (HOpMBI
(mpunoxenue 64).

5.2.2. JloKyMeHTHI, TMepeAaBacMble B OOpO U1  TUPAKUPOBAHUSA
(kcepokonupoBaHUs), JOJKHBI OBITH MPEABAPUTEIHHO PA30POIIIOPOBAHEI.

TupaxupoBanue (KCEPOKOIMUPOBAHWE) JOKYMEHTOB OCYIIECTBIISICTCS B
MOPSIZIKE X MOCTYIUICHUS. JIOKYMEHTBI M3TOTaBIMBAIOTCS, KaK MPaBUJIO, B TCUCHHE
JIBYX JTHEM.

Cpo4HOE KCepOKONTMPOBAHKE BBITOIHACTCS BHE OUEpPEIH.

5.2.3. M3roTtoBieHHbIE KCEPOKONMUU JOKYMEHTOB BMECTE C TOJJIMHHHUKAMHU
BBIJIAIOTCS 3aKa34MKY TOJI PACIIUCKY B 3asiBKE. 3asBKM XPaHATCSA B OIOPO B TEUCHUE
roja.

5.2.4. OTBETCTBEHHOCTHb 3a HCIIOJIb30BAaHUE KOMUPOBAIBHO-MHOXHUTEIBHON
TEXHUKU, YCTAHOBIICHHON B OIOPO, COXPAHHOCTH JIOKYMEHTOB U YUYET BBITIOJHIAEMBIX
paboT HECYT ero PabOTHHKHU.

6. YUET, XPAHEHUE U UCIIOJIb30BAHUE MEYATEN
N HITAMIIOB

6.1. Jlust yaocToBepeHus: MOJIMHHOCTA AOKYMEHTOB CyJia MM COOTBETCTBUS
Konui JokyMeHTOB Cyna X MOJJIMHHUKAM B nojpaszaeneHusx Cyaa ucrnob3yroTcs
neyaTy ¢ BocmpousBeneHueM ['ocymapctBeHHoro repba Poccuiickoit deneparuu u
IpyTHUe neqaTn

37 . .
[Neyats — BeIpe3aHHAas HA CHICLHATEHOM MaTepHalle MaTPHUIIA U TPOCTABJICHHS OTTHCKOB KPYIJIOi UITH TPEYroibHOI
(hopMmbI.



84

JIns opocTaBieHUs: OTMETOK O PETrUCTpaluy JOKYMEHTOB U APYTUX OTMETOK
CIIPABOYHOTO XapaKTepa MPUMEHSIOTCS COOTBETCTBYIOIINE MACTHUYHbIE (PE3MHOBBIE)
LITAMIIBI .

6.2. M3roToBiieHne medared M IITAaMIOB, HEOOXOAMMBIX JUIsl OOecreueHus
nesarenbHocTH Cyzna, mpou3Boautes ¢ pazpemienus [lpeacenarens Cyna wim nepBoro
3amectutensa [lpeacemarens Cyna (Jui, MX 3aMeNIalONIMX) B COOTBETCTBUM C
denepaibHBIM KOHCTUTYIIMOHHBIM 3aKOHOM OT 25 nekabps 2000 r. Ne 2-®DK3
«O TNocynapctBennom repoe Poccmiickoit deneparm» u TOCT P 51511-2001.

6.3. CmyxeOHble 3alMMCKA Ha U3TOTOBJICHHWE TMe€YaTeld H IITaMIIOB C
NPUWIOKEHUEM UX 00pa3LoB (MpPeaBAPUTENBHO COINIaCOBaHHbIX ¢ [lepBbIM oTIENIOM)
U C COOTBETCTBYIOIIMMH PEIICHUSMUA IO HHUM YKa3aHHBIX JOJKHOCTHBIX JIUII
nepefaloTcss B YIPaBIEHHE MaTepHATbHO-TEXHHUYECKOTO OOecreueHus IS
WCTIOJTHEHUS.

6.4. M3rotoBieHHbIE MEYATH M IITAMIIBI U COOTBETCTBYIOLIHME JOKYMEHTBI
(pemenusi PykoBoactBa Cyna Ha MX HW3TOTOBJICHHE, HEOOXOIMMBIE CEPTHU(PUKATHI
COOTBETCTBHS U HAKJIA/IHbIC) MepenatoTcs B [lepBbIil oTaen s ux ydéra B )KypHalie
(npunoxkenne 31) u mocCHeqyIONIEH BbIAA4YM TOJ] PACHUCKY JOJDKHOCTHBIM JIMIIAM,
OTBETCTBEHHBIM 32 HX HCIIOJIb30BAaHUE U COXPAHHOCTD.

6.5. lna ynoctoBepeHus MOJIMHHOCTH JTOKyMeHTOB Cylla WM COOTBETCTBUSA
kol pemieHudd Cyna W JIpyrHuX JOKYMEHTOB, CBSI3aHHBIX C PacCMOTPEHUEM
cyneOHbIX gAen, ux nommHHukamM mnedatu Cyna ¢ BOCHPOU3BEIACHUEM
T'ocymnapcTBeHHOro repba Poccuiickoit ®enepauyu ¢ Hammucbio «BEPXOBHBIN
CY ]I POCCUNCKOM ®EJIEPALI» HCIIONB3YIOTCA B CEKpeTapHaTax:

- Ilpesnanyma;

ATennIsAIuOHHON KOJUIETUH;

Cyne6Hol KOJUIeTUH 1Mo aIMUHUCTPATUBHBIM JIeJIaM;
CyneOHOM KOJUIETHUH TI0 TPAKIAHCKUM JIeJIaM;
CyneOHOM KOJUIeTUH TT0 9KOHOMUYECKHUM CIIOpaM;
CyneOHOM KOJUIETHUH TI0 YTOJIOBHBIM JIeTIaM;
CyneOHOM KOJUIETHH TI0 JIeJlaM BOCHHOCITY KAIllUX;
JucuurmmHapHON KOJUJIETUH.

JIns ynocTOBEpeHMs] MOMJIMHHOCTH JOKYMEHTOB CyJa WM COOTBETCTBHS
kol JokyMeHToB Cyna ux noanuHHukaM neyatd Cyza ¢ BOCIPOU3BEICHHEM
TocynapcTBenHoro rep6a Poccuiickoit ®enepaunu ¢ Hammucbio «BEPXOBHBIN
CYJI POCCUNCKOM ®EJIEPAII» ncrons3yroTes B moapasaenenusax Cyna:

- VYnopaBieHMM 1O  OpPraHU3alMOHHOMY  OOECIEUEHHIO  PACCMOTPEHUs
oOpallieHui;

- VYnopaBieHuH TOKyMEHTO000pOTa U IeJIONPOU3BOJICTBA;

VYrpaBiieHUHU KaJIpOB U TOCYAPCTBEHHOM CITY kOB,
DUHaHCOBO-3KOHOMHUYECKOM YIIPaBIICHUH;

VYrpaBineHuu MaTepUaTbHO-TEXHHYECKOTO 00CCTICUCHHS,
KonTpaktHOM OTHETE.

38 .
[Tamn — BuA neyaTu nNpsiMOyToJbHON (OPMEL.
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6.6. Otruck mnewatn Cyna MNOpoOCTAaBISIETCS HA JOKYMEHTax B CTPOro
onpenenéHHoM Mecte. [Ipr 3TOM OTTUCK TOMKEH 3aXBaThbIBATh YaCTh HAUMEHOBAHUS
JOJKHOCTH JIMLA, MOAIUCABIIETO JOKYMEHT.

6.7. Tlewatm c¢ BocmpousBeaeHueM [ ocynapcTBeHHoro repba Poccuiickoi
denepavv ¢ HaAMUCHIO «BEPXOBHbBI CY [ POCCUMCKOU ®OEJIEPALIMN» B
Cyne uMmeroT HoMep, 0003HaYaeMblii apaOCKUMK UPpaMu, HaUuHas ¢ HUGpHI 2 A
BTOPOM II€YATH.

6.8. VYmnpaBiaeHue KaapoB U TOCYJApCTBEHHOM CIy>XObl ~ UCIOJIB3YET
METAJUIMYECKYIO0 (BBDKMMHYIO) M MaJIyl0 MAaCTHYHYIO I€YaTH C BOCIPOM3BEIECHUEM
['ocynapctBenHoro repba Poccuiickoir ®@enepaumu Il YIOCTOBEPEHHH U
CHEeUaIbHBIX IPOITYCKOB.

Juist npyrux noapaszzaenenuii Cysia MOTYT U3rOTaBIMBATHCS IPOCTHIE KPYIJIbIE
MacTH4HbIE neyaTH (6e3 n300pakeHns rocy1apCTBEHHONW CUMBOJIUKH).

6.9. Cynpsam u pabotHukam anmapara Cyzaa, JOMYUIEHHBIM B YCTaHOBJICHHOM
MOPSIJIKE K TOCYJapCTBEHHOW TaWHe, NIl ornedyaThiBaHUS paboOuyux IMarok, ceidoB
(XpaHWIMIL) C CEKPETHBIMU JIOKYMEHTaMH W BXOJHBIX JBEpPEl PEKUMHBIX
MOMEIICHHM, a Takxke IpyruM paboTHukam ammapara Cyna (mpu HEOOXOAUMOCTH)
JUISL OTICYATBIBAHMUSI XPAHUJUI] W BXOJHBIX JIBEped CIIy>)KEOHBIX TOMEIICHUIMA
BBIJIAIOTCS JIMYHBIE HOMEPHBIE METAITIMYECKUE TIEYaATH.

6.10. Jluma, OTBETCTBEHHBIC 3a KCIOJIH30BAHME U COXPAHHOCTH TEYaTe ¢
BocnpousBeqeHueM  [ocynmapctBeHHoro  repb6a  Poccuiickoit  ®denepanuu,
Ha3HayatoTcss npukazoM no Cyay. VYkazaHue o0 3TOM COACPKUTCS B HX
JOJKHOCTHBIX pErjiaMeHTaXx.

[IpoBepka HanMuMsl TE€YaTed M IITAMIIOB MPOBOAMTCS OJMH pa3 B TOJ
komuccuen Cyia 1o npoBepKe HAUIMYHS CEKPETHBIX TOKYMEHTOB.

ITeuatu ¢ BocmpousBeneHueM [ocymapctBeHHOro repbda Poccuiickoit
denepanuy  TOJKHBI XPAHUTHCS OTBETCTBEHHBIMH 33 HMX MCIOJIB30BAHUE U
COXpaHHOCTh JIMIIAaMU B ornedaTsiBaronuxcs cerdax (cxkenesnbix mkadax). [lepemgaua
neyaTeil ¢ BocmpousBegeHueM [ocynmapctBeHHoro repba Poccuiickoit ®denepanun
JPYTUM JIMLIAM 3aIlpeniaeTcs.

[lewatu c¢ BocmpousBenenuem ['ocynapcTBeHHoro repba Poccuiickoit
@enepanuu  MOTYT TI€peAaBaThCsl OTBETCTBEHHBIMM 33 UX HCHOJIb30BaHHE U
COXpaHHOCTh JMIaMH (TIpU YOBITHH B OTITYCK, KOMaHIUPOBKY WJIM TIPU OOJIE3HU)
JPYTUM JIOJDKHOCTHBIM JIMIAM, YIOJHOMOYEHHBIM MPUKA30M MEPBOrO 3aMECTHUTENS
[Ipencenarens Cyna Ha BpeMEHHOE MCIIOJIHEHUE UX 00sI3aHHOCTEI.

6.11. Tlopsaok mepemaun Ipyrux mevyaTe U MTaMIOB OTBETCTBEHHBIMH 3a UX
MCIIOJIb30BAHUE U COXPAHHOCTh JIMIAMU MPHU YOBITHH B OTIYCK, KOMaHIUPOBKY HJIU
00Je3HU onpeieNnsieTcss pykoBoauTeneM nojapasaenenus Cyna.

Ileuatu ¢ BocmpousBeneHueM [ocymapctBeHHOro repda Poccuiickoit
denepaniu MOTYT BbIIaBaThesi paboTtHukamu IlepBoro otmena w3 pesepBa Ha
OCHOBaHUHU MpuKaza nepBoro 3amectutens [Ipencenarens Cyna cyapsam Cyaa npu
yOBITUM WX B CIYy)KEOHYI0O KOMAaHIUPOBKY IS YAOCTOBEPEHHUS TOJIJIUHHOCTH
nokyMeHToB Cyza Wid COOTBETCTBUS Konuid pemeHuid Cylia u Apyrux JTO0KYMEHTOB,
CBSI3aHHBIX C PACCMOTPEHHEM CYACOHBIX JIeJ MPHU MPOBEIECHNUN BBIC3HBIX CYIEOHBIX
3aceaHuM, UX MOJIJTMHHUKAM.
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6.12. B cnywyae yTparhl medyatu C BOCIPOU3BEACHHEM | OCyZapCTBEHHOTO
repba Poccuiickoit deneparuu, a Takxe APYruX IedaTed WM IITaMIIOB JIUIIO,
OTBETCTBEHHOE 3a WX MHCIOJb30BaHUE M COXPAHHOCTb, JOKJIAQJbIBAET 00 3TOM
pykoBoautenmo noapasaeneHus Cyzna, B KOTOPOM NPOU30ILIA YyTpaTa, U CTaBUT B
n3BecTHOCTh llepBbiii otTaen. PykoBomurens mnonpaszaenenuss Cylna MHUCBMEHHO
JOKJIaabIBaeT 00 yrpare neyatu wiau mramna [lpeacenarento Cyna uinu nepBomMy
3amectureno [Ipencenarens Cyga.

B cooTBeTcTBUMM ¢ uX pelIeHUWEM NpU yTpaTe MeYaTh C BOCHPOU3BEICHHUEM
['ocynapctBennoro repba Poccuiickoii @enepanyii  TPOBOAUTCS  CIIy:KeOHas
IIPOBEPKa, 10 pe3yJibTaTaM KOTOpou nu3naérca npukas no Cynay.

[Ipu yTpaTe npyrux mnedatel WM IITAMIIOB B COOTBETCTBUU C PEIICHHUEM
neporo 3amectutens IIpeacematenss Cyna yrpadyeHHas mnedarh  (IITamim)
cnucbiBaeTcs ¢ KHUT yuéta [lepBoro ornena. [Ipn HE0OXOAMMOCTH B yCTaHOBICHHOM
MOPSIJIKE 3aKa3bIBACTCSl HOBAs MevaTh (IITaMII).

6.13. Ilpumenmvie B HEroJHOCTh U YTPATUBIINE 3HAYCHUE M€YATH U [ITAMIIBI
MoJJIe:)KaT BO3Bpary B llepBbIl OTHen, r€ OHM YHUYTOXKAIOTCA IO AaKTy H
CIUCBhIBAatOTCA ¢ KHUT yuéra [lepBoro ornena.

Cyzapu npu BBIXOJIE B OTCTaBKY U paboTHukH ammapaTta Cynia, OTBETCTBEHHBIE
3a UCTOJIb30BAHUE M COXPAHHOCTD MeYaTed U MITAMIIOB, IPU YBOJBLHEHUHU CO CITYXKOBbI
WM Ha3HAYEHUU Ha JIPYTYIO JOJKHOCTH 00s13aHbI ¢/1aTh UX B [lepBbiii o/l

KoHTpoas 3a mopsakoM HCIIOJIB30BAHKS M XPAHEHHUSI TIEYaTEN OCYIIECTBISIETCS
HEMOCPECTBEHHBIMU PYKOBOAUTEISIMU JIUII, OTBETCTBEHHBIX 32 UX HUCIOJIb30BAHUE U
COXPaHHOCTb, a Takke padoTHukamu IlepBoro otaena.
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7. MIPUJIOKEHMS
K MHCTPYKLMHU IO JAEJONPOU3BOACTBY
B BEPXOBHOM CYJE POCCUICKOI ®EJAEPALIUUA



