YTPATUJIA CUTTY
8 coomeemcmeuu ¢ nocmaHosneHuem lNpasumerniscmea KP om 3 mapma 2020 2oda
Ne 120

YT1BepxaeHa

nocrtaHoBneHvem lNpaButenscrea
Kbiprbiackon Pecnybnunkm

ot 23 nona 2012 roga Ne 517

TUNOBAA UHCTPYKLUUA
no penonpousBoacTBy B Kbiprbiackon Pecnybnuke

(B pedakuyuu nocmaHoeneHut lNpasumenscmea KP om 10 uroHs 2013 eoda Ne 340, 10
mapma 2015 2oda Ne 108, 31 dekabpsi 2019 200a Ne 743)

asa 1
O6Lwue nNonoxeHus

1. TunoBas MHCTPYKUMS Mo AenonponssoacTsy B Kelproldackon Pecnybrnvke (ganee -
TvnoBass WHCTPyKUMS) YyCTaHaBNMBaeT COBOKYMHOCTb MPUHUMMOB W MpasBwur,
pernameHTUpyrowmnx enuHole TpeboBaHUA K [AOKYMEHTUPOBAHMUIO YrnpaBrieHYeCKoM
AEeATEeNbHOCTU N opraHM3auun paboTbl C AOKYMEHTaMU B yYpexaeHusax, opraHusaumsx
N Ha NpeanpuaTuAX (ganee - ydpexageHus).

2. YypexneHna opraHusyloT v BedyT Lenonpouns3BOACTBO HA OCHOBE HacCTosLeNn
TrNOBOW MHCTPYKLMW.

[enonpon3BoACcTBO OCYLLECTBNSETCS Ha rOCYydapCTBEHHOM S3blke, B Chny4asx,
npeaycMOTPEHHbIX 3akoHoAaTenbcTBoM Kbiprbidckon Pecnybnvku, - Ha oduumansHOM
A3bIKe.

MNpwn BEaeHUN OenonpousBoAcTBa B OpraHax rocygapCTBEHHON BRacTh U MECTHOMO
camMoyrnpaBfieHUss Ha roCyAapCTBEHHOM U oOduUManNbHOM $3blkaX, [OOKYMEHT Ha
rocyapCTBEHHOM S13blKE CYMTAETCS OPUTMHATIOM.

(B pedakyuu nocmaHosneHus lNpasumernscmea KP om 10 utoHs 2013 2o0a Ne 340)

3. O6wue TpeboBaHus, N3MNOXKEHHbIE B TUNOBOM WMHCTPYKLMMK, pacnpoCTpaHATCs
Ha opraHM3auMOHHO-pacnopaauTENbHY0 OOKYMeHTauuo (aanee - OP[) HesaBucumo
OT BMAa HOCUTENS, BKIOYasa NOArOTOBKY, PErmcTpaumio, y4eT U KOHTPOSb UCNOSTHEHUS
AOKYMEHTOB, OCYyLIECTBSIEMblE C MNOMOLUbD €AWHOW CUCTEMbl  3NEKTPOHHOrO
AoKyMeHToobopoTa (ganee - EC3[).

(Ab3ay ympamun cury 8 coomeemcmeuu ¢ riocmaHosreHuem [pasumernscmea
KP om 31 Oekabpsi 2019 200a Ne 743)

Mopsgok paboTbl € OOKYMEHTaMu, UMewWnMu rpudg orpaHudeHus [octyna,
yCTaHaBnvBaeTca crneunarnbHbIMU UHCTPYKLUNAMU U MHBIMW HOPMaTUBHBIMW NMPaBOBbIMU
akTamu Kbiprbiackon Pecny6nuvku.

(B pedakyuu nocmaHosneHus lNpasumenscmea KP om 31 dekabps 2019 eoda Ne

743)
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4. OTBETCTBEHHOCTb 3a OpraHuM3aumio W COCTOsiHME  Oenonpou3BOACTBa
BO3NnaraeTcs Ha PYKOBOAUTENS YUYpPEXOEHUS, a B CTPYKTYPHbIX NoApa3aenieHnsX - Ha Ux
pykoBoguTENEN.

5. Mpn cmeHe pykoBoOMTENS WM NUL, OTBETCTBEHHbLIX 3a AENonpou3BOACTBO U
apxvB, COCTaBMSIETCS aKT NpuvemMa-rnepeadv LOKYMEHTOB YUYPEXOAEHUs U OOKYMEHTI
nepegatTcs NpaBoOMNpeeMHUKYy Mo akty. B cnyyae oOHapyxeHusi HegocTayu
[IOKYMEHTOB NPVHUMAIOTCS MEPbI K MX PO3bICKY.

6. [pu peopraHM3aumun, nUKBUZALMN YYpEXOEHWUs MNopsaoK nepegayv U
AanbHeNLero Ucrnonb3oBaHUs AOKYMEHTOB YyKasblBaeTcs B NpuKase (pacrnopsikeHum)
PYKOBOAMTENS YYpEXOEHNS.

MNMepenaya AOKYMEHTOB JMKBUMAMPOBAHHOIO YYpEXAEeHUs BXoAUT B 00S13aHHOCTb
komuccun, obpasyemonn aAns nepedadn aen. B coctaB kommuccum obsisaTenbHO
BKItOMAETCS npeacTaBuTerNb rocyapCTBEHHOIO apxmea.

[lOKyMEHTbI ONUCLIBAOTCA U NepeaalnTcs B apXMB BbILLECTOSILLENO YUYpeXaeH s nunm
B COOTBETCTBYHLLMI FOCYAapCTBEHHbIN apXUB.

Mpun peopraHmnsaumn yupexxgeHus ¢ nepegadven ero yHKUUM pyromy yupexneHunio
nocrniegHee npuvHUMaeT MO akTy He 3aBepLUeHHble AeSfIonpoM3BOACTBOM Jerna U apxmB
PEOPraHM30BaHHOIO  yYpeXOeHUda W HeceT TMOSHYK OTBETCTBEHHOCTb 3a WX
COXPaHHOCTb.

7. JOMKHOCTHbIE NUUA, COBEPLUMBLUNE XULLEHWNE, NOPYY, COKPbITUE UIU HE3aKOHHOE
YHUYTOXEHNE [OOKYMEHTOB, a Takke [JOMnyCTUBLUME CBOUMW LEUCTBUAMU UK
Ge3genctemem yTpaty AOKyMeHTOB HauwoHanbHoro apxmeHoro ¢oHga Kblprbl3ackomn
Pecnybnukn, HecyT  OTBETCTBEHHOCTb, YCTAHOBJIEHHYID  3aKOHOAATEesIbCTBOM
Kbiprbiackon PecnyGnukn.

8. OpraHusaumus, BegeHne U COBEpPLLUEHCTBOBAHME AOENONPOM3BOACTBA HA OCHOBE
€[OVHON TEXHUYECKOW MONMUTUKN U NPUMEHEHUSI COBPEMEHHBLIX TEXHUYECKNX CPEACTB B
paboTe C AOKyMEeHTamu, MeTo4MYecKoe PYKOBOLACTBO W KOHTPOSb 3a cOobnogeHuem
YyCTaHOBMEHHOIo nopsiaka paboTbl C OOKYMEHTaMU B YYPEXAEHWM OCYLLECTBMSATCA
CTPYKTYPHbIM NogpasfeneHneM, Ha KOTOpOe BO3MOXEHbl (PYHKUMM NO BeAEHUIO
genonpousBoactBa  (manee - cnyxba  genonpou3BoAcTBa),  UnM o nvuamu,
OTBETCTBEHHbLIMW 3a BeAeHMe OeNonpon3BOACTBa.

MaBa 2
MoaroroBka un ochopmMneHmne ynpaBneH4Y€CKUX JOKYMEHTOB

§1. CocTaB ynpaBneH4YeckMx JOKYMEHTOB

9. [lokyMeHTMpOBaHNEe ynpaBreHYecknX OENCTBUIA OCYLLECTBMSETCA NOCPeaACcTBOM
cuctembl OP/.

10. Buabl M pasHOBWAHOCTU [OOKYMEHTOB, HEOOXOOUMbIX W [OOCTaTOYHbIX AOns
paboTbl  ydpexaeHul, OnpeaensioTcad B COOTBETCTBUM C  (PYHKLUMOHANbHBbIM
HasHa4YeHMeM Kaxxgoro OKyMeHTa U AaHbl B nepeyHe (MpunoxeHue 1).

11. YnpaBneH4yeckas [OesTENbHOCTb YYpexXAeHUs BblpaxaeTcd MnocpeacTBoM
pacnopaguTenbHblX OOKYMEHTOB. WX cocTtaB onpegenserca  KoMneTeHuuen u
PYHKUMAMM  yYpEeXOEeHNS, MOPSAKOM pPeELeHNa BOMNPOCOB, OObEMOM U XapaKTepom
B3aMMOCBSA3€EN C APYrUMU yupeXaeHnamm (NpunoxenHune 2).
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12. HasBaHue BuMga [OOKyMEHTA MULIETCS MPOMUCHBIMU BykBaMU MOMYXMPHBLIM
LWPMdTOM, BbipaBHUBAETCSH MO LEHTPY.

§2. PekBM3nTbl 4OKYyMEHTa

13. Tllpn odopmneHnn [OOKYMEHTOB Heobxoaumo cobniogatb PeKkBU3UTHI,
obecneunBaroLLMe HOPULONYECKYIO CWUIY, KayeCTBEHHOE M onepaTMBHOE WCMOSTHEHUE
[OKYMEHTA.

O6Gs3aTenbHbIMM ~ pPEKBU3UTAMM  [OOKYMEHTOB  SIBMSAOTCS: HanMeHoBaHue
yypexaeHus - aBTopa JOKyMeHTa, HaMMeHOoBaHMe Buaa OOKYMEHTa, TEKCT, 3arofioBoK K
TEKCTY, AaTa U permcTpaLnoHHbIi HOMep AOKYMEeHTa, NoANUCh (3MeKTPOHHasi NoOANUCS),
oTMeTKa 00 ucrnonHuTene, oTMeTka 06 UCNOMNMHEHMU OOKYMEeHTa, MeCcTO COo3daHus Unu
N3gaHunst JOKYMeHTa.

B npouecce noarotoBkM M ocopMIIEHMS OOKYMEHTOB COCTaB 00si3aTeNbHbIX
PEKBM3UTOB NPWN HEOBXOAMMOCTU MOXKET ObiTb OMNOMHEH APYTUMU PEKBU3UTAMMN.

(B pedakyuu nocmaHosrneHus lNpasumenscmea KP om 31 dekabps 2019 eoda Ne

743)

14. Ins OP[] yctaHaBnuBaeTtcsa 28 pekBu3nToB (NpunoxexHue 3):

1) N3obpaxeHune NocyaapcteeHHoro repba Kbiprbidckon Pecnybnuku nomelaertcs
Ha GnaHke B cooTBeTCTBUM C 3akoHOM Kbiprbidckon Pecnybnukm "O rocygapCTBEHHbIX
cumBoniax Keiprbidackon  Pecnybnukn".  UN3obpaxeHne [ocypapcteeHHoOro repba
Kblpreiackon Pecnybnunkn AOMKHO B TOYHOCTU COOTBETCTBOBATb LIBETHOMY MU YEpPHO-
Bbenomy unsobpaxeHuto aTanoHa [ocygapctBeHHoro repba Keiprbiackon Pecnybnuku.
3anpelwaeTtca un3obpaxeHne [ocymapctBeHHoro repba Kbiprbidckon Pecnybnukm
LBETHON OAHOTOHHOW KPaCKOW.

N3obpaxeHne NocypapctBeHHoro repba Kbiprbidckor Pecnybnuku nomeluaercs B
LleHTpe BepXHero nons gokymeHta. [nameTp nsobpaxeHus - He 6onee 20 mm.

2) Ombnema y4dpexaeHusa pacrnonaraeTcsi Ha YPOBHE HAaMMEHOBAHUA YYpeXxaeHus.
OMbnema He ynoTtpebnseTrcsa Ha 6naHke, ecnv Ha HEM MOMELLEHO u3obpaxeHue
"ocypapcTteeHHoro repba Keiprbidckon Pecnybnuku.

3) Ko y4dpexageHuna npoctaengetca no ObuwepecnybnmkaHCKOMY KnaccudgukaTopy
npegnpuatui 1 opradmsauun  (OKMO). OH pacnonaraeTcs nog pPeKBU3MTaMm
"HanmeHoBaHne yupexgeHus" n "CnpaBoyHble AaHHble 00 yypexaeHuun", pasmep
wpndTta Ne 8, BbipaBHMBaETCHA MO LEHTPY.

4) HanmeHoBaHWe BbILLECTOSALEro yuypexneHusi HabupaeTcsa CTPOYHbIMU ByKBamMm,
LWPUT NonyxupHeIn, pasmep wpudTa Ne 10,5, BbipaBHMBaETCH MO LEHTPY B npegenax
OTBEAEHHOrO Nosis.

5) HaumeHoBaHue  y4ypexgeHus — pacnonaraeTcs  nog — HauMeHOBaHWEM
BblecTodAwero ydpexaeHmss. OHO [OOMKHO COOTBETCTBOBATb  yyYpeanTesibHOMY
AOKyMeHTy. [lpuHATOEe CcoKpalleHHOe HauMeHOBaHWe YKasblBaeTCA Ha criefyroulen
CTPOKe Mnocrne nosiHoro HaMmeHoBaHUs B ckobkax. HabupaeTtcs CTpoyHbiMM OykBamu,
WpUT nonyxupHeln, pasmep wpudta Ne 10,5, oToenseTcsa OT HauUMeEHOBaHUA
BbILLECTOSALLErO YYpexXaeHUs ABYMS MEXCTPOYHbIMU UHTEPBANamMu, BbipaBHMBAETCA MO
LUEeHTpY B npeferiax oTBe4eHHOro rnons.
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6) HaumeHoBaHWe CTPYKTYPHOro nogpasfeneHns ykasblBaeTca B TOM Criyvae, ecnu
OHO ABNSAeTCA aBTOPOM JOKyMeHTa. Pacnonaraetca HUxe HauMeHOBaHUA ydpexaeHuns.
HabupaeTtcss CTpoyHbIMM OykBamu, WPUGT NONyXupHbl, pasmep wpudpta Ne 10,5,
oTAensieTcsd OT HauMMEHOBaHUS YYpexaeHus OBYMS MEXCTPOYHbIMW WHTepBanamu,
BblpaBHMBAETCA MO LUEHTPY B npeaeriax 0TBe4eHHOro rnong.

7) CnpaBo4Hble OaHHble 00 ydYpexxaeHWn BKNHYalT: MOYTOBLIM agpec, HoMmepa
TenedoHoB, dakca, agpec 3NeKTPOHHOW MouThl, agpec Beb-canTa, pacyeTHbIA CYET B
BGaHke, uWOEHTUMUKALMOHHBLIM HOMEep HanoronnaTtenbwumka. Pasmewatotrca nopg
HanMeHoBaHMEM ydpexaeHuns, pasmep wpudTa Ne 8, BbipaBHMBAOTCS MO LIEHTPY.

8) HaumeHoBaHMe BMAa [OOKyMEHTa nevaTaeTcs NPONUCHLIMM  BykBamM,
NONY>XUPHBbIM LIPUETOM, BbipaBHUBAETCS MO LEeHTPY. Pasmep wpudTa cooTBETCTBYET
pasmepy wpudTa TeKCTa JOKYMEHTA.

9) [aTta OoKyMeHTa - 9TO AdaTa ero noanucaHus, YyTBepXAEeHUs Unu cobbiTus,
KOTOpOe 3apuKCcMpoBaHO B AOKYMeHTe. Hanpumep: JaTon NOCTAHOBMEHUS, peLleHus,
npukasa, pacnopshkeHus, nucbMa sBNseTcs gata ux noanucaHus; NpoToKkona 1 akTta -
AaTta coObITvs; OaToM nfaHa, CMeTbl, LUTATHOro pacnucaHus M Apyrux AOKYMEHTOB,
TpeObyoLwmnx yTBEPXKAEHUS, - AaTa UX YTBEPXKOEHUS.

Bce CJ'Iy)KGGHbIe OTMETKM Ha [OOKyMeHTEe, CBA3aHHble C €ero npoxoXxageHnem wu
UCMOJTHEHUEM, OO0JTXHbI 4aTUPOBaTbCA N NOAMNUCBLIBATbCA.

[lOKyMeHTbI, u3gaHHble COBMECTHO ABYMsS WUnu Gonee yypexneHusMu, OOSMKHbI
UMeTb OOHY (eAnHyto) aaTy.

[atel noanucaHuda, yTBEpPXOEHUs, CcOornacoBaHus [OOKYMEHTa, a Takke nAaTbl,
cogepxawmecss B TeKCTe, OQOpMIATCA apabckumu uucpamm B crnegyowen
nocrnefoBaTesNibHOCTU:  4YUCMO  Mecsua, Mecsy, rod. Ymcno mecsua u mecsy
odopMnIATCA ABYMS MNapamMu  apabckmx undp, pasgeneHHbIMU TOYKOMW; rog -
yeTblpbMsa apabckumu uudpamn. Hanpumep: gaty 20 mas 2009 roga cneayet
odopmnaTb cnegywowmm  obpasom: 20.05.2009. [onyckaeTcsi Takke CIOBECHO-
undpoBor cnocod ocopmneHnsa gatel, Hanpumep: 25 mapta 2009 roga.

Mpn  odopMNeHnn npukasoB, PacCrOPSPKEHUN, peLleHun, MNPOTOKONOB U
(PMHaAHCOBbIX [OOKYMEHTOB MNPUMEHSAETCA TONMbKO CrOBECHO-LMEPOBOM  Cnocob
ocopmneHua gat: 20 masa 2009 roga.

[ata nuuweTtcs Ha cneuvanbHO OTBEOEHHOM MecTe Ha OGnaHke. Hanpumep, Ha
GnaHke nucbMa MecTo AN AaTbl 0603Ha4YaeTcs YepTon M pacrnonaraeTca OT NeBOoro
nonsi gokymeHTa 6e3 oTcTyna:

Ne

10) PerncrpaumnoHHbii HOMEpP OOKyMEeHTa COCTOMT U3 ero MnopsiAkoBOro Homepa,
KOTOPbIN MOXHO OOMNOSTHATbL MHOEKCOM Aefna No HOMeHKNnaType aen. PermctpaunoHHbIn
HOMeEp MCXOoOsLero OOKYMEHTa COCTOUT M3 WMHOEKCa CTPYKTYpPHOro nogpasgerieHus,
HOMepa gerna no HoOMeHKnaType en 1 NopsaKoBoro HoMepa JOKYMEHTa.

PermctpaumoHHbIi HOMep AOKYMEHTa, COCTaBMEHHOro COBMECTHO ABYMS U Gornee
yUYpEeXOEeHNAMUN, COCTOUT U3 PErMCTPALIMOHHBLIX HOMEPOB AOKYMEHTA KaXdoro u3 aTux
yuypexXaeHuii, NpoCTaBfsieMblX Yepe3 KOCyl 4YepTy B Mopsidke YykasaHusi aBTOPOB
[IOKyMEHTA.



PernctpaunoHHbii HOMep AOKYMEHTa MPOCTaBASETCS Ha cneunanbHO OTBEAEHHOM
MecTe Ha OnaHke.

11) Ccbinika Ha perncTpaumMoHHbI HOMep U JaTy OOKYMeHTa npefycMaTtpuBaeTcs
Ha 6naHke nucbma. OHa BkNtoYaeT B cebst permcTpaumoHHbI HOMEpP 1 AaTy AOKYMEHTA,
Ha KOTOpbIM [JaeTcsd oTBeT. Pacnonaraetca nog peksunsntom “"PermctpauynoHHbIN
HoMep" OT NeBoro kpaga 6e3 oTcryna:

Ha Ne oT

12) MecTo cocTaBneHust Unn n3gaHnsa JOKyMeHTa yKasbiBaeTcsa B TOM Criyvae, ecnm
3aTpyAHEHO ero onpegeneHne no peksmsantam bnaHka. OHO yKa3blBaeTCsl C y4eTOM
NPUHATOrO  aAMUHUCTPATUBHO-TEPPUTOPUANIBHONO AeNeHUss U BKIIYaeT  TOJSIbKO
obLwenpunHaTble cokpalleHus: rop. buuwkek. Pacnonaraetcs Ha OOHOM YpOBHe C
pekBuaMtamm "[lata M perncTpaumoHHbIN HOMEp [OKYMeHTa", BblpaBHMBAETCHA MO
npaBoOMYy Kpato:

Ne rop. buwkek

13) AgpecatoMm MoryT ObiTb YyypexaeHusi, UX CTPYKTYpHble nogpasgeneHus,
OOIMKHOCTHbIE MNU dusndeckne nuua. Agpecart nuweTcs B NpaBoM BepXHEM Yriy C
oTcTynom ot fieoro nonst 100 MM, BbipaBHMBAETCA MO NIEBOMY Kpato.

MNpwn agpecoBaHWMM NMUCbMa B yYpexaeHue Wnu CTPYKTypHOoe noapasgeneHve ux
HaMMeHoBaHWe NULLIETCS B UMEHUTENBHOM Nagexe:

ApXMBHOE areHTCTBO MNpwu
"ocypapcTBeHHOM
perncTpaunoHHomn cnyxbe
npwu MNpasutenscTee
Kbiprbiackon Pecnybnukm

OpraHnsaynoHHo-
MeTOAN4YECKUMN
otaen

an/I agpecoBaHnMn nucbmMma B ydpexaeHune AOOJDKHOCTHOMY Jinly Ha3BaHue
yypexngeHna nuieTcda B MMEeHUTESIbHOM MNafdexe, OOJDKHOCTb U (*)aMI/IJ'II/IFI inua - B
JaTesibHOM nagexe:

MwuHucTepcTBo (pnHaHCOB
Kbipreiackon Pecnybnukm

HavanbHuky
OopraHn3aunoHHo-
MEeTOANYECKOro
otaena
A.P.KacbimanueBy



Mpwn agpecoBaHUM AOKYMEHTA PYKOBOAMTENO HAaUMEHOBAHUE y4YpexaeHUs BXoauT
B COCTaB HaVMeHOBaHWs OOSMKHOCTU afapecara:

MuHucTpy
obpasoBaHnd N Hayku

Kbiprbiackon
Pecnybnuku

nN.0. damununa (B gar.
nagexe)

Mpn paccbinike [OOKYMEHTOB B HECKOSNIbKO OAHOPOAHbLIX YydpexaeHun appecart
obo3HavaeTcs 0006LIEHHO:

[upekTopam Lkon

[OoKyMeHT He O0SmKeH cogepkaTb bonblue YyeTbipex agpecoB. Crnoso "konusa" nepen
ob03HavyeHnemM BTOPOro, TPETLEro M YEeTBEPTOro agpecaTta He YKasbiBaeTCHA: KaXabli
3K3eMnnsp JOoKyMeHTa gosrmkeH 6bITb nognucaH. MNMpu HanpaesneHun gokymeHTa 6onee
YyeM B YETbIpE agpeca COCTaBMSIETCA CMMCOK Ha PacCbIIKy M Ha KaXOOM LOKYMEeHTe
NPOCTaBNseTCA TONbKO OANH agpec.

B coctaB pekBuaumta "Agpecat’ MOXET BXOAWUTb MOYTOBLIM agpec. ONEMEHTHI
MOYTOBOrO agpeca ykasblBalOT B MocnenoBaTesflbHOCTU, YCTaHOBIIEHHOW npaBuiiamu
OKasaHus ycnyr Nno4ToBou cBsA3n. [pu agpecoBaHuM NMCbMa B yYpEXOEHNE yKasbiBaoT
€ro HaMMmeHoBaHue, 3aTeM NOYTOBbIN agpec.

MpownssoacTBEHHOE
obveanHeHune "LLopo"
720020, r.buiukek,
yn.Oposbekoea, 8

an/I agpecoBaHM OOKYMEHTa rpaxgaHam cHadana ykKa3blBakoT NoYTOBbIN agpec, a
3aTteM nHmnuunarnbl n (baMIAJ'IM}O nonyyartend.

720009, r.buwikek-9,

yn.Opo3sbekosa, 105

N.O. ®damunua (B Aar.
nagexe)

14) Npnd yTBEPXKAEHNA pacrnonaraeTcs B BEPXHEW MpaBoW 4acTu NepBOro nucrta
AOKyMeHTa € OTCTynom ot nesoro noss 100 mm.
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[oKkymMeHT yTBepxgaeTca  AOSMKHOCTHbIM — NULUOM WX pacnopsiauTenbHbIM
AokymeHtoM. Cnosa "YTBEPXOAKD", "YTBEPXOEHO" nuwytca nponncHbIMK
BGykBamun 6e3 KaBblYEK.

Ecnn gokymeHT yTBepXKaaeTcsa OOMMKHOCTHBIM NIMLIOM, rpud YTBEPXKOAEHUSI COCTOUT
n3 cnosa "YTBEPXXOAK", HaumeHoOBaHMA [OOISMKHOCTM, NOAMUCWU, WHULMAIOB W
damunum nuua, yTBepamnBLLEro JOKYMEHT, AaTbl YTBEPXAEHWS:

YTBEPXOARO
MUHUCTP
30paBOOXpaHEHS
Kbiprbiackon Pecnybnnkm
n.0.

damnnung
(noanuceb)
00.00.0000

Mpn  yTBepXOaeHUn  OOKYMeHTa  pacnopaguTernbHbIM — JOKYMEHTOM  rpud
yTBEpXAeHust coctouT ua cnoea "YTBEPXXIEHQ" B cooTBeTCTBYIOLWEM poae 1 yucne,

Ha3BaHWSA pPacrnopsAUTENbHOrO OOKYMEHTa B TBOPUTENbHOM Majexe, ero aatbl U
HoMmepa:

YTBEPXIOEHO
npukazom MuHucTepcTBa
34paBOOXpaHeHNs

Kbipreiackon Pecnybnukm
ot 00.00.0000 Ne

an/I HannM4ynm HEeCKOJIbKNX Fpl/l(bOB yTBEPXKAEHNA OHWU pacnofaratoTcA Ha OAHOM
YpPOBHE, Ha4YnHasaA OT N1eBOro nosd bes OoTCTyna.

YTBEPXOEHO
YTBEPXIOEHO

npukasom MwuHucTepcTBa
NOCTaHOBMIEHNEM M3pUM

3[paBooOXpaHeHuns rop.
BuLwkek

Kblpreiackon Pecnybnukm
ot 00.00.0000 Ne
oT 00.00.0000 Ne

15) Pe3onouuns NULWETCss COOTBETCTBYHOLLMM AOMPKHOCTHBLIM NMLOM Ha CBOGOAHOM
OT TekcTa MecTe B BepxHel 4acTu gokymeHTa. OHa Bkno4yaeT B ceba damunmm
NCMONMHUTENEN, coaep)KaHne NopyYeHnsl, CPOK UCMONHEHMS, MOAMNWUCh, AaTy:

K.M.[JoopoH6ekoBy.
Mpowy noaroToBUTb
NpoEeKT



cornaweHusa k 00.00.0000.
MNoanuckb
00.00.0000

B cnyuasix, korga nopyyeHve gaetcs OBYM WM HECKOSbKUM nuuam, paBHbIM MO
[AOMMKHOCTM, OCHOBHBLIM MWCMOJIHUTENEM SABMSETCA JULO, YKa3aHHOE B MOpYyYeHun
nepBbiM. EMy npepocTaBnsieTcs npaBoO CO3biBa COUCMONHUTENEN U KOOPAMHAUMS UX
paboTbl.

OcCHOBHOM MCNOMHUTENb W COUCMONHUTENb Brnpase pAaBaTb MOpyyYeEHNA B BuUAe
DGSOJ'II'OLI,I/IIZ Jinuam, HenocpeacrBeHHO MM NOAYNHEHHbLIM.

Ha pokymeHTax, He TpeOylowmMX yKazaHUi Mo MCMOSIHEHWUIO U MMEKLWMX TUMOBble
CPOKM MCMOMHEHUsi, B PEe30SiouUn  yKasbiBalOTCA MWCMOMHUTENb, NOAMUCL aBTopa
pesontounu, aara.

Pesontoumss  MoxeT o0dOPMNSATbLCS Ha  OTAENbHOM  JIMCTE C  yKasaHUeM
perncTpaLmMoHHOro HomMmepa 1 Aatbl LOKYMEHTA, K KOTOPOMY pe30mtoUnst OTHOCUTCS.

16) 3aronoBok AoKymMeHTa nuweTtca nepen TekctoM. OH JOMKeH rpaMmmaTtuyecku
cornacoBbiBaTbCs C Ha3BaHMEM AOKymMeHTa. Hanpumep: npukas (o 4yem?) - 00
yTBEPXKOEHUMN KOMUCCUU; UHGOpMauusa (0 4eM?) - o NpoBedeHun pecnybrnmnkaHckoro
cMmoTpa.

Ecnm B [OOKyMeHTe oOTpaXaeTCs  HEeCKONbKO BOMPOCOB, TO  3arosfioBOK
dopmynumpyetca obobuieHHo. K gokymeHTam Gonblioro obbema unm oTpakatoLmm
HECKONbKO BOMPOCOB, HapsaAy C 3arofloBKaMy COCTaBMAKTCA NOA3aroNoBKy.

3aronoBkn K NUCbMaM MULLYTCHA C NPONUCHON OyKBbI B creuuanbHO OTBEAEHHOM
ANs HUX MecTe, C NieBOM CTOpPOHbI, ©6e3 oTctyna. 3aronoBku K gpyrum Bugam OP[L
BbIPaBHMBAKOTCA MO LEHTPY, NULIYTCS C NPONUCHOW BYKBbI, BbIAENATCA MOMY>KUPHbIM
WwpngTom. Toyka B KOHLE 3arofioBka He CTaBUTCS. 3arofloBOK, COCTOSALWMM U3 ABYX U
bonee cTpoKk, neyataeTca 4epe3 1 MEXCTPOYHbIM uHTepBan. Pasmep wpudTta
COOTBETCTBYET pa3mepy wpudTa Tekcra.

[loKyMeHTbI, cOCTaBneHHble Ha GnaHkax popmarta A4, 4OMKHbI UMETb 3arofloBKN.

3arofioBKM He NULIYTCS Ha Tenerpammax, TernedoHorpammax, MU3BeLLEeHUSX U Ha
AOKyMEHTax, COCTaBneHHbIX Ha 6naHkax popmata A5, AB.

3arofnoBoOK OTAENseTCs OT TeKcTa OBYMA MEXCTPOYHbIMU UHTEPBAllaMu.

17) OTmMeTKa O KOHTpOMe NPOCTaBNAETCA Ha JOKYMEHTaX, TPebyoLWwmx NCnonHeHns
N B3ATbIX Ha KOHTpOrb. 3HaK KoHTponsa (bykea "K", cnoso nnu wramn "KOHTPOJIb")
CTaBUTCA Ha INeBOM [Orfie [OKYMeHTa Ha YpOBHe 3arofioBka WM B creumansHO
OTBEJEHHOE KOHTPOJSIbHOE OKHO.

18) TekcT gokymeHTa ocdopmMmnsaeTca B BUAE aHKeTbl, Tabnuupbl, CBA3HOrO TeEKCTa
U B BUAE COEANHEHNS ATUX CTPYKTYP.

Mpn cocTaBneHun TekcTa B BuAe aHKeTbl HaMMEHOBaHUS  MPU3HaKoB
xapaktepudyemoro obbekTa AOMKHbl ObiTb BblpaXKeHbl MMEHEM CyLLEeCTBUTEMNbHbIM B
MMEHUTENbHOM Majexe WnM CroBoCOYeTaHMeM C  [farofliom BTOpPOro nuvua
MHOXECTBEHHOrO 4mcra HacTosIlero unv npolweawero BpemMeHn (nveete, Obinu,
Haxoaunuenb).

lpadbbl M CTPOKM TabnuMubl OOMKHbI UMETb 3arofioBKW, BbIPaXX€HHble WMEHEM
CYLLECTBUTENbHLIM B MMeHUTeNbHOM nagexe. Moas3aronoBku rpad M CTPOK AOSXKHbI
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BbITb cornmacoBaHbl C 3aronoBkamu. Ecnv Ttabnuuy nevartawT 6onee yem Ha OOHOM
cTpaHuue, rpadbl Tabnuubl AOMKHbI ObITb MPOHYMEPOBaHblI M Ha CneayoLmx
CTpaHuLax AOMKHbl BbITb HanevYaTaHbl TONbKO HOMepa 3TUX rpad.

CBsI3HbIN TEKCT COCTOUT M3 ABYX YacTen. B nepBon 4YacTu yKasblBalOTCS MPUYUHLI,
Luenu, OCHOBaHWA CO34aHWA LOOKYMEHTa; BO BTOPOMW (3aKMOYUTENBHOW) - peLleHus,
BbIBOAbI, NPOCLObI, pekoMeHAaunn. TekCT MOoXeT cofepXaTb OAHY 3aKMio4YMTEeNbHYH
yacTb (Hanpumep, npuKasbl (pacnopsbkeHus) - pacnopaguTenbHyto 4acTb 6e3
KOHCTaTupyowwen, nucbma - npocbby 6e3 nosicHeHud). B TekcTe [OKYMEHTa,
NoAroTOBMIEHHOIO Ha OCHOBaHWWM UMW BO WUCMOSIHEHWE paHee U3OAaHHOro AOKYMEHTa,
YKa3blBalOTCA €ro pekBM3UTbl: HauMeHOBaHWe [OKYMeHTa W yypexaeHus - aBTopa,
AaTy, 3arofiloBOK K TEKCTY, perMcTpauuoHHbI HOMep.

B pacnopsagutenbHbiX OOKYMEHTaX YYpexaeHun, OEeWCTBYHLWMX Ha NpuHLMiax
eNHOHa4Yanus, a Takke BO BHYTPEHHUX [OOKYMEHTax, aApecOBaHHbIX PYKOBOLCTBY,
TEKCT wum3naraeTcsa OT MNepBOro nuvua eauvHCcTBEeHHoro 4ucna  ("npukaseiBaro”,

"npegnarato”, "npowuy").

B OOKYMEHTax KoJuiernaribHblX OpraHoB TEeKCT u3naraetcAa OT TpeTbero Jnua

e[IMHCTBEHHOro Yucna ("nocraHosnset”, "pewmnn”).

B coBMecCTHbIX OOKYMEHTaxX TEKCT u3naraetcda OT nepBoro rmua MHOXECTBEHHOIO

yncna ("npukassiBaem”, "pewmnnn®).

TekcT NPOTOKOJIa Wum3raraeTcaA oOT TpeTbero Jimuda MHOXECTBEHHOIoO 4ucna

("cnywanwn", "Bbictynunun”, "pewmnn®).

B nucbmax ncnonb3aytoTcsi crnegyrolime popmbl M3NOXKEHUS:

- OT nNepBOro nuMua MHOXEeCTBEeHHoro uucna ("mpocum npegocTtaButb ...",
"Hanpasnsem B Baw agpec");

- OT nepBOro nvua eauHcTBeHHoro 4ucna ("npowy Bbicnath", "cuuTaro
Heob6xoanumMbIM");

- OT TPeTbero nuua eaAMHCTBEHHOro Yncna ("MMHUCTEPCTBO He Bo3paxaeT").

CnnowHble CBA3HbIE TEKCTbl MOFYT COCTOATb W3  CTPYKTYPHbIX 3N1EMEHTOB,
NMEIOLLNX B HEODXOOMMBIX CyYasix 3arofloBKM U Hymepauumo. Hymepaumsi CTPYKTYPHbIX
9N1eMEHTOB ApYrMx AOKYMEHTOB BeAeTcsa apabcknummn umdppamm. HassaHns CTPYKTYPHbIX
3M1IEMEHTOB NevaTatTCs MNOMY>XMPHbBIM LUPUATOM U BbIPpaBHUBAKOTCS MO LIEHTPY, TOYKa B
KOHLEe 3aronoBka He cTaBuTCcs. Pasmep wpudTta COOTBETCTBYET pasmMepy LwpudTa
Tekcta. HasBaHWs CTPYKTYpHbIX 3fIEMEHTOB OTAENsTCAa OT TekcTa [AByMs
MEXCTPOYHbIMU NHTEPBaNamu.

19) OTMeTKa 0 HanMyMKM NPUMNOXEHUS K JOKYMEHTY MOXET AenaTbCs nocne TekcTa
UIN B TEKCTeE.

Ecnn oTMeTka O Hanuumm NpUIOXEHUA K OOKYMEHTY [enaeTcsi nocne Tekcta, To
OHa pacnonaraetcs nepen peksuantom "Mognuce”. Cnoso "lMpunoxeHne" nuwetca
BCerga B €OMHCTBEHHOM 4YMUCe, HECMOTPS Ha KOMMYECTBO MPUSTOXKEHWUA, OT NEBOro
Kpas ooKkyMeHTa 6e3 oTcTyna.

Ecnun 0okyMeHT MMeeT npunoxeHue, noriHoe HavMMeHOBaHWE KOTOPOro NMpYMBOAUTCS
B TEKCTE, TO OTMETKa O HanM4mMmn NpunoxeHust oopmnsieTcsi no opme:

MpunoxeHwue: Ha 5 1. B 2 3K3.



Ecnu nonHoe HaumeHoBaHME MNPUINOXEHUSI B TEKCTE He Has3BaHO, TO OTMETKa O
HanM4YUM NPUNoXeHNs oPopPMNsAeTcs crneayowmmMm obpasom:

MpunoxeHne: CmeTa pacxo4oB Ha KanuTanbHOE CTPOUTENBLCTBO Ha S 1. B 2 3K3.
[MpY HAaNMYUU HECKOSNBKUX MPUMNOXEHUA K JOKYMEHTY MULLIETCS:

MpunoxeHwne: 1. CnpaBka 0 HegocTaye AOKYMEHTOB Ha 1 n. B 2 9ka.
2. Bbinvcka n3 npoTokona 3aceaHust 3KCnepTHOM KOMUCCUn
Ha 1 n.B 1 3k3.

Ecnn k gokymeHTy npunaraetcs Apyrol JOKYMEHT C NPUIIOXKeHNeM, TO OTMeTKa O
HanM4MKn NPUNoXeHUs opopMnsieTcsi No opme:

MpunoxeHwne: 3aknoveHne banaHcoBon kommccum ot 25.03.2009 Ne 2 n

NPUNOXeHne K Hemy, Bcero Ha 21 n. B 2 k3.

Ecnu npunoxeHue HanpaBnsieTcs He BO BCe YyKkasaHHble B [OKYMeHTe agpeca,
OTMETKY O Hann4um NpunoxeHnss opopmnsoT no opme:

MpunoxeHwne: Ha 5 n. B 2 3K3. B NepBbIN agpec.

Ecnu NPUNoXXeHnA C6pOUJI-OpOBaHbI, TO KOJIM4EeCTBO JIMCTOB HE YKa3blBaeTCH.

Ecnun Hannyme NpunoxeHust K AOKYMEHTY YKa3blBaeTCs B TEKCTE, OHO 0dhopMIisieTcs
cnegyowmm obpasom: "[loroBop cocTaBnseTcda Ha cneumansHoMm 6naHke (NpunoxeHue
1)." unun "[doroBop coctaBnseTcs Ha cneuynanbHOM GnaHke cornacHo npunoxenuo 1.".
Mepen nopsiakoBbIM HOMEPOM MPUNoXKeHNs 3Hak "Ne" He cTaBuTCS.

MpunoxeHna oopmnsaTca Ha OoTAeNbHbIX Nuctax 6ymarn. Cnoso "lMpunoxexHune"
pacrnonaraeTcsi B NpaBOM BEPXHEM Yrry MepBOro nucta AOKYMEHTa C OTCTYrnoMm oOT
nesoro kpada gokymeHta 100 mm. Pasamep wpudpta Ne 10-12:

MpunoxeHwne 1

K npukady MuHucTtepctea
JonmHaHcoB

Kbipreizckon Pecnybnuku

oT Ne
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20) MNognuck. [JoOKymMeHTbl, HanpaBrfiseMble B BbILLECTOSALNE OpraHbl, OpraHbl
rocyfapCTBEHHOW BMacTW, MOAMUCLIBAIOTCA PyKOBOAUTENEM YyYpexaeHUs Unn, no ero
NOpyYeHUto, 3aMecTUTenemM pykoBoguTens.

[loKyMeHTbI, HanpaBnsieMble NOAYMHEHHBIM U OPYIMM YYPEXOEHUSM U rpakgaHam
noanucbiBalOTCA  pykoBOAUTENEM, €ro 3aMecTUTENs MM  UNU  PYKOBOAUTENSIMU
CTPYKTYPHbIX NOAPa3AeneHnii B COOTBETCTBUM C UX KOMNETEHUMEN.

Bce ak3emnnapbl cnyxebHblX JOKYMEHTOB, B TOM YMCNE UX KONMWUWU, AOSMKHbI ObiTb
noanucaHbl. [JokyMeHTbl AOMKHbI coaepXaTb MOAMMHHbIE NOAMUCU AOSMKHOCTHBIX AL,
Mpn GonbWOM KONMYECTBE KOMWA AOMYCKAaeTCA WX 3aBEpeHMEe WCMNOSNHUTENEM WUMu
npocTaBneHne akcuMmune nognucu pykosoauTensi. [OKyMEeHTbl MOAMMCLIBAKOTCS
TaKKe 9NEKTPOHHOM TMOAMUCBbID B COOTBETCTBMM C HOopMamMu 3akoHa Kbiprbi3ckom
Pecnybnukn "O6 anekTtpoHHon nognucun”. MNpu atom oba BapuaHTa OOKYMEHTa MMEKT
OAMHAaKOBYIO HOPULMNYECKYHO CUNY.

Jlnua ¢ orpaHnM4YeHHbIMM BO3MOXHOCTAMU 300POBbA MO 3PEHUIO, a TaKXKe Jnla C
orpaHn4eHHbiMin BO3MOXHOCTAMU 300POBbA, MMeErLne }J,ereKTbl 7 ue(bopmau,vwl
BEPXHUX KOHEYHOCTEMN, MOTYT UCNOJ1b30BaTb (baKCVIMVIJ'Ie BMECTO noAanncu.

PekBnaut  "lMoanuck"  cOCTOUT U3  HaUMMEHOBaHMUA  OOMMKHOCTM  nuua,
NoANUCbLIBAOLLEro AOKYMEHT, €ro NMYHOW MnoAanucu u ee paclmdpoBKU, B KOTOPOU
yKasblBalOTCA UHUUManNbl U pamunus. HammeHoBaHWe OOSMKHOCTU NULIETCS OT JIeBOro
Kpas gokyMeHTa 6e3 oTctyna. PacwudpoBka noanucn odpopMnsieTcss ¢ OTCTYNnoOM OT
nesoro nonsa 120 MM, Ha ypoBHe NocrnegHen CTPOKN HaMMeHOBaHUS OSMKHOCTH.

B OokymeHTax, cCOCTaBMeHHbIX Ha OnaHkax, B Ha3BaHWE [OO/MKHOCTM He BXoAUT
Ha3BaHWe y4YpexaeHus:

AvpekTop (noanuchb) N.0. damunus
nnu:
3amecTuTenb MUHUCTPA (noanuchb) N.0. damunus

|_|pl/l Od)OpMJ'IeHI/II/I OOKYMEHTOB HE Ha OnaHkax HasBaHWe OOSMKHOCTU nuua,
nognncbiBarOLWLEro AOKYMEHT, BKITlO4YaeT NoJyiIHoE€ HanMeHOBaHNE yYpeXOEeHNA:

HAvpekTop LleHTpanbHOoro
rocygapCTBEHHOro apxmBa
Kbiprbiackon Pecnybnuku

(mognuce) N.0. damunus

Ha gokymeHTax, 3a cogepXaHue KOTOpbIX OTBeYalT HECKOSbKO IvL, CTaBsATCS
age wnn  6ornee noanucu. OHM  pacnonaraldTcsa  ogHa nog  gpyron B
nocnegoBaTenibHOCTU, COOTBETCTBYHOLLEN 3aHMMaeMon OOSKHOCTU. [lpu Hanuuum B
AOKYMEHTaxX HEeCKONbKUX MNOAMUCEN HaMMEHOBaHUS [OSMKHOCTEN U paclunpoBKy
noanucen pasgenstoT NoyTOPHbIM MEXCTPOYHbIM MHTEPBAOM:

AnpexTop (noanuchb) N.0. damunus

[MaBHbIN ByxranTtep (mnognuce) N.0. damunus

|_|pl/l noanncaHnm OOKyMeHTa HEeCKOJIbKUMU OOJIKHOCTHbIMU NnlaMn OOHOro paHra
nx nognmcu pacnonararoTcd Ha o gHOM YpPOBHE!:
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HavanbHuK niaHoBOro HavanbHuK dMHaHCOBOro
oTaena oTaena

(nognnck) WN.O. damnnus (mognuce) W.0. damunus

[loKyMeHTbl, noanexawme noanucaHuio pPyKoBOOUTENAMU AOBYX YUYpPEXOAEHWUN,
odpopmnsoTcs He Ha OnaHke. PekBuant "lMoanuck" pacnonaraetca B OBYX
napannesibHbIX KOMOHKaXx:

MwuHucTp domHaHcoB MuHucTp  34paBoOXpaHeHus
Kbiprbizckon Pecny6nvkm Kbiprbizckon Pecny6nuku
n.O.

noanuck) W.O. ®amunusa
(noA ) (nognuce) damunusa

Ecnu pomkHocTHOe nuuo, damMunna KOTOPOro 3aroToBflieHa Ha MpoekTe
AOKYMeHTa, OTCYTCTBYeT, TO AOKYMEHT MOAMUCbIBAEeTCA SfULOM, MUCMOSHAKWMM €ero
obsa3aHHOCTU, unu 3amectutenem. Npu aTtom oba3aTenbHO yKasbiBaeTcs hakTuyeckas
AOSDKHOCTb Nuua, NoAanucaBLUero AOKYMEHT, ero nHuumansl u damunus (McnpasneHns
MOXHO BHECTM OT pyku, Hanpumep: "n.0.", "3am.", mHuymanbel n damunus). He
AonyckaeTcs nognucbiBaTb AOKYMEHTbI C npeanoroMm "3a" unv npoctaBreHnemM Kocom
YepTbl Nepen HauMeHOBaHNEM LOMMKHOCTH.

Mpn nognucaHMM [OOKYMEHTOB, COCTaBIEHHbIX KOMMWCCUEWN, YKasblBalOTCS He
[AOMMKHOCTM L, COCTaBMBLLMX AOKYMEHT, a pacnpeneneHne ob6s3aHHOCTEN B cOCTaBe
KOMUCCUMU:

Mpencenatens komucecnn — (NOAMNUCH) nN.0. bamunusa
YneHbl Komucenn: (noanucw) N.0. damunus
(8 andaBnTHOM nopsiake) N.0. damunus

21) lpnud cornacoBaHus AOKyMeHTa. [1oAroTOBMNEHHbIE MPOEKTbl AOKYMEHTOB
neped nognucaHuwem, B psAe CriyvyaeB, COrfacoBbIBAlOTCA C 3avHTEPeCcOBaHHbIMM
YyYpPEXOAEHUAMU, CTPYKTYPHbIMU nogpasgeneHnamu, oTaeNbHbIMU - OOMKHOCTHBIMN
nuuamn. ATo genaeTcsa Ang NoATBEPXKAEHUSA UX Corflacna ¢ cogepxaHnem AOKyMeHTa.

CornacoBaHne MOXeT ObiTb OopMIIeHO rpucom cornacoBaHUs UM JIMCTOM
cornacoBaHus.

o cornacoaHus coctout m3 cnoea "COIMTIACOBAHQO" (6e3 nameHeHus no
podaM M 4ucram), HauMeHOBaHWA LOSMKHOCTU fiMua, C KOTOPbIM COrfiacoBbiBaeTCs
AOKYMEHT, INWYHOW noanucu, ee pacwmgpoBkn n  gatbl. [pud cornacoBaHus
pacrnonaraeTcs nocne peksuauta "lognuce” ¢ NeBon CTOPOoHbI 6e3 oTcTyna:

COI'MACOBAHO
MNpencepatens LIK
npodcorosa
paboTHMKOB
arpornpoOMBbILLSIEHHOTO
Komnnekca

n.0.

damunums
(nognuceb)
00.00.0000
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Ecnn cornacoBaHve npou3BOAUTCS  KOMmMernanbHbIM — OpraHoM, To rpud
cornacosaHusi 0pOpMnAeTCs creayrLLmmMm o6pasom:

COIMACOBAHO
lMpoTokon 3acenaHus
npodgkoma

oT N

Ecnu cogepxaHve OOKYMeHTa 3aTparMBaeT UMHTEpPEeChbl HECKOMbKUX yYpexaeHun,
TO rpuc cornacoBaHusa oopmnsaeTcs Ha otaenbHoM nucte (MpunoxeHuve 4).

JNIucT cornacoBaHusi NMOANUCHLIBAETCA TaKXKe INEeKTPOHHOW noanuckio. Mpu aTom
oba BapvaHTa fiMcTa CornacoBaHusi UMEKT OANHAKOBYO HOPUONYECKYIO CUTY.

22) Busbl. BHyTpeHHee cornacoBaHue OdOpMIISIETCA BWU30W, COCTosILLEN U3
OOSDKHOCTU BU3UPYIOLLEro, NoAnNucK, ee paclm@poBKA (MHMUMAnNbl U damMunusa) u
AaTbl. Busanpyrotca ak3emnnsipbl JOKYMEHTOB, KOTOPbIE OCTaKTCA B yupexaeHun. Busbl
NPOCTaBASATCA HUXe pekBuanTa "lloannck” oT NeBoro Kpas JOKyMeHTa 6e3 oTcTyna:

AunpekTop N.0. damunus
HavanbHWK nnaHoBoro (moanuchb)

oTgena

00.00.0000 N.0. damunus

Mpn Hecornacum ¢ TEKCTOM LOKYMEHTa, HanMynum 3aMeyYyaHuin u SONOSTHEHUN OHM
nanaratTcs Ha oTAaenbHOM nucte. Busa B 3TOM crniyvae odopMnsieTcsl CrieaytoLlmm
obpasowm:

HavanbHWK nnaHoBoro
otaena

3ameyvaHusa npunaratTcs.
00.00.0000

23) TlepboBass neyaTb CTaBUTCA Ha [AOKyMeHTax, Tpebywouwmx ocoboro
YAOCTOBEPEHUST NX MOLMMHHOCTU, a Takke Ha (PUHAHCOBLIX JOKyMeHTax. [MpumepHbIv
nepeYeHb OKYMEHTOB, Ha KOTOPbIX CTaBuUTCA repboBasi neyaTb, aeTca B NPUOXKEHUN
5.

OTTUCK neyaT Ha [AOKYMEHTe [OIMKeH 3axBaTbliBaTb YacTb HaVMEHOBaHUS
[OOMMKHOCTM N1ua, NoanMcaBLLero AOKYMEHT, U NOANMHHYO NOAMNUCH.

(mognuce) N.0. damunus

24) OTmeTka O 3aBepeHuM konuu. Konusi OOKymMeHTa - BOCMpou3BedeHue Bcex
pPeKBU3nMTOB AokymeHTa. OHa BblAaeTcs Mo pe3osioLmmn PYKOBOAUTENS YUPEXAEHUS UMK
PYKOBOAUTENS COOTBETCTBYIOLLErO CTPYKTYPHOrO noapasaeneHus.

YupexaeHne MoXeT 3aBepUTb KONUM TONbKO TeX JOKYMEHTOB, KOTOPble CO34atoTCs
B CaMOM Yy4ypexaeHun (3TO MONOKEeHMe He pPacrnpoCTPaHseTCA Ha apXvBHble
ydpexaeHus n Hotapuat). BmecTe ¢ TeM, npu paspelleHun gern, kacatowmuxcs npuema
rpaxxgaH Ha paboTy, y4yely, YA0BNETBOPEHUS UX TPYAOBbIX, XUIULLHBLIX U APYruX npas,
yuYpeXaeHuio paspellaeTcss 3aBepsiTb KOMWM  BblAaHHbIX APYrMMU  YYpEeXAeHUsMU
[OKYMEHTOB (KOMuW AUNIIOMOB U CBUOETENBCTB O POXKAEHUN).

B atom crniydyae Konuna OOKyMeHTa 3aBepAeTCd NnoaAnncbio OOJDKHOCTHOroO Juvua,
yOOCTOBEPAKOLLEro COOTBETCTBME €€ coaepXaHNA NOATTMHHUKY.
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B npaBom BepxHem yrny gokymeHTta nuvwetca cnoso "Konus". Npu 3aBepeHun
Konun [OKyMeHTa, Huxe peksumsanta "lMognuck”, 6e3 oTcTyna OT neBoro Kpas,
NPoOCTaBnsieTCs 3aBepuTeribHas Hagnucb "BepHO", HaMMeHoBaHME OOSMKHOCTU nuua,
3aBepUBLLErO KOMUIO, ero NUYHasi Nognuch, paclumndpoBka NogNUCKU U AaTa 3aBEPEHUS:

BepHo (nognuce) N.0. damunus
MHcnekTop oTaena

KagpoB

00.00.0000

Mpwn nepecbinike KONUM B OPYrUe y4YpexaeHus WM Bblgade Ha pyku OTAENbHbIM
nMuamM Ha Hel cregyeT MNpOCTaBnATb MevaTb, ONpPeAensieMytd Mno  YCMOTPEHUIO
ydpexaeHus.

25) OtmeTka 06 mcnonHUTene COCTOUT M3 hamMunum UCNONHUTENS, HOMepa ero
TenedoHa, dakca, agpeca ONeKTPOHHOM MNo4YTbl. ITYy OTMETKY WMEKT TOSbKO
ncxogsawme aokyMmeHtol. OHa pacrnonaraeTcs Ha NUUEeBOW UK MpU OTCYTCTBUM MecTa
Ha OBOPOTHOW CTOPOHE MnocredHero nucta LOKYMEHTa B FIEBOM HWKHeM yriy 6e3
oTcTyna:

damunusa ncnonHutens, 22-40-60, dakc 62-45-30, agpec 3N1EeKTPOHHOW NOYThI

Ha OOKyMEeHTe, noAaroTtoBJIEHHOM TO MNMOPYyYEeHUKO pyKoBOAUTENA prﬂﬂ0|7|
ncnonHuTenen, B OTMeTke 00 wucnonHutene YKa3blBaA€TCA (baMVIﬂVIﬂ OCHOBHOIO
UCMOJTHUTENA.

26) OtmeTka 06 WCNOMHEHMM [OOKYMEHTa W HanpaBneHuu €ero B Aeno
NpOoCTaBNAETCA cpasy e MOocne peLleHus Bonpoca M oTnpaBneHus gokymeHta. OHa
nuweTca Ha cBoOOOHOM OT TEKCTa MEeCTe B HWXHEeW 4YacTu nocrnegHero nucra
AOKyMeHTa u coctouT 13 cros "B geno", Homepa gena, B KOTOpoe OOKYMeHT Oyaet
NOALLMT, KpaTKUX CBeOEHUN 06 UCMONMHEHUM JOKYMEHTa, NOANUCU 1 AaTbi:

B neno 01-2/115

OTBeT Ha 3anpoc oT
00.00.0000

(mnoanuck) N.0. Pamunus
00.00.0000

27) OTmeTKa O MNOCTYNSIEHUN [OOKYMEHTa B YYpEeXOAeHUe COAEPXKUT oYepenHomn
NOPSOKOBbLIN HOMEP M AaTy MNOCTYNneHuss OOKyMeHTa (Mpu HeobGXOo4MMOCTUM BpeMs
noctynneHus). OHa npocTaBnsieTcs B NPaBOM HWXHEM Yriny NepBoro nucta AoKyMeHTa.
[Ans odopmneHnss aToro pekBusuTa UCNONb3YeTCA chneumnanbHbIi PerncTpaunoHHbIN
WwTamn (npunoxeHue 6).

28) OTmeTKa 4ns aBTOMaTU3NPOBAHHOIO MOMCKa LOKYMEHTa BKMOYaeT umsa danna
Ha MalWHHOM HOcuUTene, KoA onepartopa, daTty W Apyrne MNOWUCKOBblE AaHHble,
yCTaHOBMEHHbIE B YyuypexaeHun. [levataetcs Hwxe damunum wucnonHutens 6e3
OTCTYyNa OT NeBOro Kpas AOKYMeHTa:
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§3. braHk gokymeHTa

15. [OKyMeHTbl YyYpexaeHust OOSMKHbl odopMnsATbCA Ha 6GnaHkax U UMeTb
YCTaHOBIEHHbIA KOMMMEKC 06s3aTenbHbIX PEKBU3UTOB U NOPSA0K X PACNONIOKEHUS.

CnyxebHble JOKYMEHTbI COCTaBnsTCs Ha 6naHkax popmaTtoB A4 (210x297) n A5
(148x210), pexe wucnonb3yetca ¢dopmatr A6 (105x148). [Ona oTAenbHbIX BUOOB
[OKYMEHTOB Aornyckaetcsa npumeHeHne oopmarta A3 (297x420).

16. CoctaB BuMAOB U GoOpMbl OnaHKOB, MPUMEHSEMbIX B Y4YpexXOeHuwu,
YyTBEPXAAKTCA ero pykoBoauTenem no npeacTtaBneHnto cnyxobl genonpomssonctea. B
yupexaeHusx NpuMeHsaTCs crnegyowme naxku: obwmn 6naHk, 6naHk nucbma, 6naHk
KOHKPETHOro BMAa AOKYMEHTA.

1) B obwem 06naHke HeobxoauMmbl crieayrwme pekBuauTbl: M3obpaxeHne
locynapctBeHHoro repba Kbiprbidackon Pecnybnukn wnmn ambnema  yvpexnoeHus:;
HanMeHoBaHMEe BEOOMCTBA, HAMMEHOBAHME yuYpexaeHus (npunoxexme 7).

2) bnaHk nucbma COCTOMT K3  Crnegylwmx PeKkBM3MTOB: U30bpakeHune
locypnapctBeHHoro repba Kbiproidackon Pecnybnukn wnu ambrnema ydpexaeHus;
HaMMeHOBaHMEe MWHUCTEPCTBA WM  BeOOMCTBA, HaMMEHOBaHWE YYpexaeHus,
HavMeHOBaHWEe CTPYKTYPHOro NoapasfeneHus; MHAEKC NpeanpusaTus CBA3M, NOYTOBLIN
agpec, Homep Tenedakca, TenedoHa, agpec 3MEeKTPOHHOW MOYTbl; HaVMeHOBaHWe
GaHka 1 Homep cyeTa (YKasblBalOTCA MO YCMOTPEHMUIO YYPEXOEHUS); KOO YYpexaeHus
(ykasblBaeTca NO  YCMOTPEHUIO  yupexaeHus), WAEHTUMOUKALNOHHBbIN  HOMEp
Hanoronnartenblmka (yKasblBaeTcs MO YCMOTPEHMIO YYpexaeHus), gata u Homep
AOKYMEHTA, CCblflka Ha UCXOASALLMIA AOKYMEHT, KOHTPONbHOE OKHO (NpunoxeHue 8).

3) bBnaHk  KoOHKkpeTHOro  BuMAa  OOKYMeHTa  COAepXUT  u3obpaxeHue
FocynapctBeHHoro repba Kbipreidackon Pecnybnuvku wnu ambnemy yypexaeHus;
HavMMeHOBaHWe MUWHUCTEpPCTBA WNW BEAOMCTBA, HaMMEHOBaHMEe YYpexaeHus,
HaMMeHoBaHWe CTPYKTYPHOro nogpasferieHns; HasBaHue Buaa AOKYMeHTa, Aaty u
HOMep AOKYMEeHTa, MECTO COCTaBIIEHUS UNu U3gaHns JOKyMeHTa (npunoxeHue 9).

17. B 3aBUCMMOCTM OT PacnosioXeHUs1 PeKBU3MTOB yCTaHaBNMBalOT ABa BapuaHTa
GnaHkoB - NPOAONbHbIA WM yrnoBowu. [Mpy NPoOAONbHOM PACcCMoONOXKEHUUN PEKBU3UTOB
HaUMEHOBaHME YyYpexOeHus pasMelaeTca BOOMb BepxHero nons AOKyMeHTa
(npunoxeHue 8). Npu yrnoBoM - y rpaHuLbl NEBOro Nosis B BEPXHEM Yy (NpUnoxeHue
10).

18. HaumeHoBaHne u agpec ydpexgeHus nedvatalTCs Ha rocya4apCTBEHHOM W
otmumanbHoM a3bikax. [lpy  NpooONbHOM  PAaCnoOfioXEHUN PEKBU3UTOB CreBa
nevyaTaroTCs PeKBU3UTbl Ha rOCYyLapCTBEHHOM f£A3blke, crpaBa - Ha oduumanbHOM
Aa3blke. [lpu  yrnoBoM pacnoniokeHUWW cHayana nevartawTcss pPeKkBUM3UTbl  Ha
rocyJapCTBEHHOM f3blke, HWXE - Ha oduumanbHoM sa3bike. [Mpyu HeobxogumocTu Ha
GnaHkax gonyckaeTca nevataTtb PEKBU3UTbl HA MHOCTPaAHHOM A3blke. B aTom cnyvae
nopsaoK s3blkOB AOIMKEH ObiTb CnefylowmnM: rocygapCTBEHHbIA, OoduuManbHbIN,
WHOCTPaHHbIN.  YNoTpebneHne rocyaapCcTBEHHOrO U ouuymanbHOro  A3bIKOB
obsa3aTenbHo.

19. bnaHk nusrotaBnmMBaeTcs B OAHY Kpacky, NpeanoYTUTeNnbHO YepHyto, Ha Gymare
Ooenoro uBeTa.
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I'IpM OTCYyTCTBUU GnaHkoB Ha OOKYMEHTaX NpoCTaBlideTCA WTaMn ydpexgeHus.

bnaHkn ¢ wunsobpaxeHnem [ocyaapctBeHHoro repba Kbipreidackon Pecnybnukm
N3roTaBnMBaloTCa TUNorpadpckum cnocobom no 3akasam ydpexaeHun. bnaHku
AOKYMEHTOB nognexat yyety. Ha repboBbix 6rnaHkax Ha 060pOTHOM CTOPOHE NuUcTa B
NIEBOM HWXKHEM yrny Tunorpad)ckum crnocobom wmnum HymepaTtopoM MpOCTaBMATCA
nopsiaKoBble HOMepa.

BrnaHkM [OOKYyMEHTOB [OOMKHbI MCMONb30BaTbCs CTPOro MO HasHayeHuo u 6es
COOTBETCTBYIOLLErO paspeLleHns He MOryT nepefaBaTbCsi APYIUM YYPEXOEHUSM U
nvuam.

BeeneHne B obpauieHne no mepe HeobXxoAMMOCTU HOBbIX GnaHKOB AOKYMEHTOB
OCyLLeCTBNAETCA NO paspeleHnto  (NMOpyvyeHU0) PYKOBOAUTENS  ydpexaeHus.
CooTBeTCTBYHOLLME npeanoXxeHus BHOCATCSA pyKkoBoAUTENEM CNyxObl
Aenonpon3BoACcTBa BMeCTe ¢ obpasuamm npeanaraembix 6naHKoB.

§4. MNeyaTtaHne n opopmneHne JOKYMEHTOB

20. MNMeyaTaHne n oopMreHne AOKYMEHTOB B YyYpPEXOEHUAX OCYLLEeCTBASETCS Mo
yCTaHOBMEHHbLIM B KOMMbOTEPAX LWabnoHam co cregylowmmmn napameTpamMmm HacTPOKN
B pegaktope Microsoft Word:

- wpndT rapHuTypbl Times Neew RomaNe (Times Neew RomaNe Cyr), obbl4YHbIA,
pasmep 12-14. B T1abnuuax ponyckaetca ymeHblweHne o 10 (korga TekcT He
BMeLLaeTcs);

- MEXCTPOYHbI uHTepBan: ana dopmaTta A4 - oauvHapHbin;, ana dopmata A5 -
ToyHO 14 nT1, B Tabnuuax gonyckaetcs ymeHblieHne o 11 nT (koroa TekCcT He
BMeLlaeTcs);

- NnepBagd cTpoka B ab3aue c otctynom 1,25 cm;

- BblpaBHMBaHME Mo WNPUHEe 1 6e3 nepeHocoB crnoB (B Tabnuuax BbipaBHMBaAHUE MO
Heob6XxoaMMOCTK, C NEPEHOCOM CIOB);

- HOMepa CTpaHuL NPOCTaBMSATCA C NPaBOW CTOPOHbl HWXKXHEro KOMOHTUTYNa
(nepBasi cTpaHuLa He HymepyeTcs).

Kaxablh IMCT JOKYMeHTa, OpOpMIEHHbIN Kak Ha BriaHke, Tak n 6e3 Hero, JoSKeH
nmeTb nons: nesoe - 20-35 MM, npaBoe - He meHee 10 MM, BEpXHEE N HWXKHEE - He
mMeHee 20 wmMm. [Ona OOKYMEHTOB, Moanexawmx OAnTeNibHOMY — XpaHEeHUIo,
pekomeHayeTca nesoe norie He MeHee 35 MM AOns NOALWIMBKM UM rnepenneta wu
obecnevyeHns KONMPOBaHNA N CKAHMPOBAaHUS TEKCTA.

21. PekBu3UTbl OOKyMeHTa oThaendaAwT Apyr OT Apyra ABOMHbIM MHTEpPBarioMm.
CocTtaBHble 4acTM MHOrocTpoudHbIXx pekBusntoB ("Agpecat”, "lpud yTBEpPXOEHMA",
“Npnc cornacosaHns", "OTMeTKa O HanMMuYUM NPUNOXeHUs") OTAENSAT APYyr OT Apyra
NOSTYTOPHbIM MHTEPBANOM.

MakcumarnbHas AnmHa CTPOKU MHOTOCTPOYHbIX PEKBU3NUTOB - 70 MM.

OT rpanuupbl neBoro nons 6e3 oTcTyna ne4yaTarTCsA: 3arofloBOK K TEKCTY MMCbMa,
TekcT (6e3 ab3aueB), OTMETKA O HaNUYUU MNPUNOXKEHUS, HAUMEHOBAHWE LOSMKHOCTH,
rpud cornacoBaHus, 3aBepuTenbHas Hagnucb "BepHo", a Takke crnosa "CJTYLLAJIIN",
"BbICTYTNUNA", "PEWLININ", "MOCTAHOBWIIN"; dhamunna ncnonHutens n HoMep ero
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TenedoHa; gaTa AOKYMEHTA; CCbiflka Ha PErMcTpPauUMOHHbIN HOMep U AaTy OOKYMEHTa;
BM3bl; OTMETKA A5 aBTOMaTU4eCKOro nomcka JOoKyMeHTa.

Masa 3
MoarotoBka u ochopmneHue otaenbHbIX BUAoB OP/]

§1. lNpunkas, pacnopsikeHne

22. lNpukaszamn n pacrnops>keHnAMN odPOPMIAITCA peLleHUs opraHuM3aunMOHHO-
pacrnopsanTesibHOro Xxapakrepa, a Takke Mo onepaTtuBHbIM, OpraHu3auuOHHbIM,
KaapoBbIM M APYrMM Bonpocam paboTbl yYpexaeHuns.

MpoekTbl NPUKA30B (pacrnopsKeHui) FOTOBAT UM BHOCAT MoapasfeneHvst Ha
OCHOBaHWM MOPYYEHUA PYKOBOOAUTENS Y4YpeXxaeHus, ero 3amecTutenss nvbo B
MHULNATMBHOM Nopsiake.

MpoekTbl NpPUKa3oB (pPacrnopsikeHWin) No KaapoBbIM BOMpocam FOTOBUT KagpoBast
cnyx6a Ha OCHOBaHWUM COOTBETCTBYOLLMX NPeaCcTaBNeHNI.

Ob6ecneyeHne Ka4eCTBEHHOW NMOArOTOBKM NPOEKTOB NPUKA30B (PacnopsiKeHUn) 1 nx
cornacoBaHve C 3aMHTEpPEeCOBaHHbIMW CTOPOHaMX BO3faraeTcs Ha pyKoBOAUTENEW
NoApasneneHnin, KoTopble FOTOBAT U BHOCSIT NMPOEKT.

KoHTpomnb 3a npaBuibHOCTBIO OOPMIIEHUSI MPOEKTOB MNPUKa30B (pacrnopsXeHun)
ocyllecTBngaeT cnyxba aenonponsBoacTBa.

23. TlpoekTbl NpUKasoB (pacropsikKeHUn) U MPUMOXKEHUS K HUM BU3UPYIOTCSA
NCNOSNTHUTENEM U pyKOBOAMTENEM NoapasaeneHns, BHECLLEro NpoeKkT, PyKOBOAUTENAMM
nogpasgenieHni, KoTopbiM B NPOeKTe npesycMaTpuBaltoTCs 3adaHus U MOpyYeHus,
PpyKOBOAUTENAMWU  MOApa3feneHnin, 3aunHTepecoBaHHbIX B  pelleHuM  BHOCUMbIX
BOMPOCOB, a Takxe pykoBoauTenemMm cnyxoObl [enonpou3sBoacTBa U HOPUANYECKON
Ccnyx6bl.

Ecnu B npolecce cornacoBaHns B NPOEKT BHOCATCS U3MEHEHUS NPUHLUNUaNBHOro
XapakTtepa, TO OH C y4ETOM M3MEHEHUI BHOCUTCS Ha NMOBTOPHOE cormnacoBaHue.

Ecnvn B npouecce cornacoBaHunsi BO3pakeHusl Mo NPOEKTY npukasa (pacnopsikeHus)
He ObiMM Yy4YTeHbl, OHW W3MaralTCas B CrpaBke, KoTopas MoANUCLIBAETCS
pykoBOAMTENEM MNOApasdeneHnsl, BHECLIero MNpPOeKT rpukasa (pacrnopsikeHus), u
npunaraeTcs K NpoekTy.

[MpoeKkTbl NPMKa30B (pacnopsikeHnn), NpeacTaBnNgeMble pyKOBOAUTENO Ha NOANUCSH,
BU3NPYKOTCA 3aMECTUTENAMU pPYKOBOAUTENST B COOTBETCTBUM C pacrnpegeneHnem
00s3aHHOCTEN.

24. MpoeKTbl NpUKa3oB (pacrnopsiKeHWi) nedyaTalTcs Ha CTaHOApPTHbIX OnaHkax
yCTaHOBMNEHHON OpMbl M OOKMaAblBATCA ANS Noanvucu, npu HeobxogumocTu, co
CNpaBKOW, KOTOpas [OIbKHA COAepXaTb KpaTKkoe MW3NOoXeHWe CyTu npukasa
(pacnopspkeHuns), obocHoBaHME ero HeobxoAMMOCTU, a Takke CBedeHMs O TOM, Ha
OCHOBaHMM Yero noAaroTOBMEH TMPOEKT, C KemM CcornacoBaH W KakMe WMerTcs
pasHornacus. [laton nprkasa (pacrnopsikeHusi) ssBNsieTcs gaTta ero nognucaHus.

Mpukasbl (pacrnopsikeHUs) HyYMepYTCs MNOPSOKOBOWM Hymepauueln B npegenax
KaneHgapHoro roga; npukasbl (pacnopsPkeHus) Mo OCHOBHOW OesATeNbHOCTU U Mo
NIMYHOMY COCTaBY HYMEPYIOTCSt OTAENbHO.
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25. lMpukasbl (pacnopsXeHust) n3garTca Ha ABYX A3blKax - rocyfapCTBEHHOM U
odmumanbHOM, JonyckaeTcs nevatatb oba BapuaHTa Ha ogHoMm 6naHke. BHadane
pacnonaraeTcsl TEKCT Ha rocyJapCTBEHHOM A3blke, 3aTeM Ha oduumnanbHOM.

26. Konun npukasoB (pacnopsibkeHui) WnM UX PasMHOXEHHbIE 3K3eMNMsipbl
3aBepAlT neyaTblo Cnyxbbl [0enonpou3BoACTBa M HanpaBnaAwT agpecatam B
COOTBETCTBUM C YyKasaTernem paccCbiikn, KOTOPbIA COCTaBMNSEeTCA U NoanucbiBaeTCs
ncnonHutenem. Konma obsasatenbHO HanpaBnsieTcs TakkKe MCMOMHUTEN0 U B CNyXby
Aenonpon3BOACTBA.

27. MNpuka3s (pacrnopsbkeHne) nmeeT creayowmne pekBuU3nTbI:
1) HaumeHoBaHne Buga AOKyMeEHTA.

2) Oata v Homep npukasa (pacnopskeHust). [daTta odopmnseTca CnoBecHO-
undpoBbIM cnocobom, HoMep COCTOUT 13 3Haka "Ne" 1 nopaaKOBOro Homepa.

3) 3aronoBok npukasa (pacrnopsikeHus) OOSDKEH KpaTKO M TOYHO OTpaaTb ero
cogepXaHune. Touyka B KOHUE 3aronoBka He CTaBuUTCHA. 3aronoBOK MevaTtaeTtcd
NONYXUPHBIM LIPUPTOM Yeped 1 MEXCTPOYHbIN MHTEPBAs, BblpaBHMBAETCA MO LEHTPY.
Hanpuwmep:

O6 yrtBepxaeHun WHcTpykumm no Adenonpomssonctsy BepxosBHoro cyga
Kbipreidckon Pecnybnukm

PaCI'IOpFI)KeHMFI 3arofioBka He MMeoT.

4) TekcT oOTAensieTcs OT 3arofioBka ABYMSI MEXCTPOYHbIMW MHTEpPBanamum wu
nevyaTtaetcsa wpudtom paamepom Ne 12-14 yepes oanH MHTepBan OT SIeBOW rpaHuLbl
TEKCTOBOIO MOSIS U BblpaBHUBAETCS MO LUMPUHE.

TekcT npukasa (pacnopsikeHusl) MoXeT COCTOATb U3 ABYX YacTen: KOHCTaTUPYoLen
(npeambynbl) 1 pacnopsanTENbHON.

B KoHcTaTupylowen yactn KpaTko uanararTcsa uenu u 3agadm, daktel n cobbitns,
NOCMY>XMBLUME OCHOBaHMEM ONA u3gaHusa npukasa (pacnopshkeHus). OHa MoxeT
Ha4yMHaTbCca croBamu "B uenax", "Bo wucnonHeHuwe". Ecnu npukas (pacnopskeHue)
n3gaeTca Ha OCHOBaHWM AOpPYroro [AOKYMeHTa, TO B KOHCTaTUMPYHOLLEW YacTu
yKa3blBaeTCA HaMMeHOBaHWe 3TOro AOKyMeHTa B poaMTeNnbHOM Majexe, ero aBTop,
AaTa, HOMEp W 3arosfioBOK.

MNpeambyna B npoekTax MpWKa3oB 3aBEpLUAeTCsl CMOBOM MpuKasbiBalo, KOTOpoe
neyaTtaeTcsi NOMYXMPHbLIM LLIPUPTOM.

PacnopsigutenbHasi yacTb OTAensieTcsa OT npeambynbl ABYMS MEXCTPOYHbIMM
nHTepBanamu. OHa JoMKHa cofepkaTb nepeyncrneHve npeanucbiBaemblX EWCTBUN C
yKasaHMeM  WUCMOSHUTENsl  KaXkOoro  AeNCTBUS U CPOKOB  WCMOSIHEHMSI.
PacnopsigutenbHass 4yacTb MOXeT [OenuTbCA Ha MNyHKTbl U MOAMYHKTbI, KOTOPbIE
HyMepytoTcs apabekumuy umdpamn. Kaxkabii nyHKT (MOANYHKT) nevaTaeTcst ¢ ab3aua v
oTAensieTcs OT Mpeablaywero [ABYMSI MEXCTPOYHbIMU UHTepBanamu. [encTBusi
OOHOPOAHOro Xxapaktepa MoryT OblTb MepedyucrieHbl B OAHOM MyHKTe. B kayectse
WCMOMHUTENEN  YKa3biBAOTCA  CTPYKTYPHble  MOAPA3feNieHuss WM KOHKPETHble
[OSMKHOCTHbIE nuua. MNocnegHuidi NyHKT pacnopsauTeribHON YacTu MOXEeT coaepaTtb
CBeOEeHUsI O noapasfeneHnyM WnuM OOMMKHOCTHOM Jvue, Ha KOTOpoe Bo3faraercs
KOHTPOIb 3@ UCMOSTHEHNEM MpPUKa3a.
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Ecnv npukas (pacnopspkeHue) M3MeHsieT UMM OTMEHSIET OPYron OOKYMEHT, ero
oTAenbHblE NOMNOXEHUS, TO OOUH U3 NYHKTOB pacnopsanMTenbHON YacTu TEeKCTa AOMKeH
cofepXaTtb CCbIIIKy Ha OTMEHSieMbl AOKYMEHT (MyHKT OOKYMeHTa) C yKa3aHWem ero
AaTbl, HOMepa M 3arofioBka. TEeKCT MyHKTa OOfMKeH HaduHaTtbca croBamu "lNpusHaTtb
yTpatmsLnm cuny ...".

5) Mognucek COCTOUT N3 HAMMEHOBAHNA OOSHKHOCTM NULA, NOANNCABLLUETO LOKYMEHT,
NUYHOW NognNucy n pacmdpoBKku noanucu (MHMUnanel, amunms).

Mpukasbl (pacnopsbkeHWsl) MOANMUCHIBAET PYKOBOAWUTENb YYpEeXAEeHus, a B ero
OTCYTCTBME - NNLL0, ETO 3aMeLLatoLLee.

28. TlpunoxeHus K npukasy (pacnopshkeHUo) BUBUPYHOTCA pPyKOBOOUTENEM
CTPYKTYpHOro nofgpasfesieHusi, NoAroToBMBLUEro MNPOeKT. [1pyM HanmmMymm HEeCKONbKUX
NPUMNOXEHNN OHU HymepyloTca. BHeceHne uW3MeHeHuM B NOANUCAHHbLIA  NpUKas,
pacrnopsbkeHune, a Takke B COrflacoBaHHbIN MPOEKT AOKYMEHTa He JonycKaeTcs.

O6paasel npukasa gaH B npunoxexHmn 11.

29. CoBMeCTHble MpuKasbl YYpeXAeHW nevaTalTCs Ha CTaHAapTHbIX JMcTax
B6ymarn dopmaTta A4.

Mpw odopMIEHUN COBMECTHOIO NpUKasa:
- Ha3BaHWA yYpexaeHun pacrnonaralTcs Ha OHOM YPOBHE;

- fAarta COBMECTHOIo npukasa - €eAuHad, COOTBETCTBYET AaTe bonee nosgHen
noarnncu;

- PErMCTPALIMOHHBIN HOMEP OOKYMEHTa, COCTaBNEHHOro COBMECTHO ABYyMS U Bonee
yYpEeXOEHUSAMM, COCTOUT U3 PEermcTpaumMoHHbIX HOMEPOB AOKYMEHTa KaXdoro u3 aTux
yuypexaeHuii, NpocTaBrisieMblX Yepe3 KOCyl YepTy B MNopsioke ykasaHusi aBTOPOB B
[IOKYMEHTE;

- Moanucu pykoBoaMUTENeEN Y4YpexaeHUn pacrnonaralTcs HUXKEe TeKCTa Ha OfHOM
YPOBHE.

§2. NonoxeHune, npaBuna, UHCTPYKLNSA

30. [lMopsgok nOArOoTOBKM — MpoekTa  MOmMoXeHust  (MpaBum,  WMHCTPYKUMK)
COOTBETCTBYET 00LLemMy nopsiaky nogrotoku npoektos OPL.

TeKkCT npoekTa MOnoXeHus (NpaBws, WHCTPYKLMK) nevyataeTcss Ha CTaHOapTHOM
nncte 6ymarn cbopmata A4. TekcT nanaraetcst OT TPETbEro Nuua egUHCTBEHHOrO NN
MHOXECTBEHHOr0O u4ucra. B Tekcte wucnonb3ykTcs cnosa: "gomken", "cnegyet”,

"Heobxogumo", "3anpellaetca”, "He gonyckaeTca".

3aronoBoOK K TEKCTY MONOXeHusi (MpaBwurl, UHCTPYKLMM) oTBeyaeT Ha Bonpoc "O
4yem?"; 3aronoBOK K MHCTPYKUUKN, copepXallen OOIMKHOCTHble TpeboBaHMa 1 nopsgok
npoBeadeHust paboT (OOSMKHOCTHAs MHCTPyKUMsl), oTBeyaeT Ha Bonpoc "Koro?"
(JlormKHOCTHasn MHCTPYKLUMSA rMaBHOro cneumnanncTa).

KoHcTaTupylollen 4YacTbio MONOXEHUs (NpaBum, WHCTPYKUMKU) CRYXUT pasgen
"O6Wwure nonoxeHus", B KOTOPOM YKa3sblBalOTCA OCHOBaHMSA pa3paboTKW, OCHOBHOE
Ha3HayeHue JaHHOro JAOKyMeHTa U cdepa ero pacnpocTpaHeHUsi, OTBETCTBEHHOCTb 3a
HapyLLUEeHNe YCTaHOBIEHHbIX MPaBUIT U TEXHOMOIMN.
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OCHOBHOM TEKCT NOJIOXeHUA (MpaBusl, MHCTPYKUMWU) MOXET OeNUTbCA Ha pasgensl,
noapasgernsl, rnasbl, MYHKTbl U NOANYHKTbI. [NaBbl JOMKHBI UMETbL Ha3BaHUSA.

Hymepauus rnae 1 NyHKTOB Npomn3BoaMTCAa apabckummn undpamu.
Ob6paseL, 0hopMIIEHNS MONOXEHNS NMPUBEAEH B NPUITOXEHUN 12,

Mpv BeAeHWM OEenonpou3BOACTBA HA FrOCY4APCTBEHHOM W oduUMarnibHOM s3blkax
nevaTalTCsl [Ba BapuaHTa [OOKYMEHTa, Kaxabli M3 KOTOPbIX MMEeT OOWHAKOBYHO
tOPUONYECKYIO CUIY.

§3. lNpoTokon

31. MpoTokon cocTaBnsieTCA Ha OCHOBaHUWM 3anucei, NPOU3BEAEHHbIX BO Bpems
COBeLlaHNs (3acefaHusl), NpeacTaBreHHbIX TEe3WCOB [AOKMagoB W  BbICTYNNEHWN,
CnpaBoOK, MPOEKTOB PeLUEHWIA.

TeKkCT NpoTOKONa COCTOUT U3 ABYX YacTEN: BBOAHOW MU OCHOBHOW.

Bo BBogHOM 4YacTu ykasblBalOTCA: npeacepdatesib  (NpeacenaTernbCTBYOWNN),
CeKkpeTapb, CMNUCOK MPUCYTCTBOBABLUMX WM OTCbIIKA K NpunaraeMomy CruCcKy
NPUCYTCTBOBAaBLUMX, €CMNN NX KOSMYECTBO MnpesbilwaeT 15 yenoBek, M noBecTka AHS -
nepevYeHb paccmaTpMBaeMblX BONPOCOB, NEPEYUCIIEHHbIX B MOPSAKE MX 3HAYMMOCTU C
yKaszaHveMm goknagyuka no Kagaomy rnyHKTY NoBeCTKU OHS.

CnoBo "lpucyTtcTBoBann" nedataeTcsi OT rpaHULbl NEBOro MNonsi, B KOHUE CrioBa
cTaBuTCA fBoeToyne. Huxe ykasbiBalOTCH HaMMEHOBaHUS OOJHKHOCTEN, WMHUUManbl m
damunmm npmucyTCTBOBABLUNX.

Kaxgblhn  BOMpOC MOBECTKM [OHS HymepyeTcs apabckon uudpon, u  ero
HanmMeHoBaHMe HauuHaetca ¢ npeanora "O" ("O6"), kOTOpoe nevaTaeTcss OT rpaHULbI
neBoro nons.

OcHoBHasi 4acTb NpOTOKONia COCTOUT M3 MNPOHYMEPOBaHHbIX  pa3fenos,
COOTBETCTBYIOLUMX MyHKTAM MOBECTKM AHS. TEeKCT Kaxaoro pasgena CTpouTcs Mo
cxeme: CNYLWAIN - BbICTYNUIN - MTOCTAHOBUNW (PELLUNN).

OcHoBHOE cogepxaHue [OKNadoB W BbICTYNNEHUMW [MOMELaeTcd B TeKcTe
NpOTOKONa Unu npunaraeTcsa K Hemy; B NOCNegHeM criydae B TEKCTe AenaeTcs 3anucb
"TekcT BbICTynneHna npunaraetcsa”. [NocTaHoBRNEHNE (peLleHne) - B TEKCTE NpoToKona
neyaTaeTcs NOSIHOCTbIO; MPU HEOBXOANMOCTU NPUBOLATCS UTOMM rONTIOCOBAHUS.

CopepxaHune 0coboro MHEHWsi, BbICKA3aHHOMO BO BpeMsi  0bGCyxaeHus,
3anucbiBaeTcqd B TeKCTe [MpOTOKona nocrie COOTBETCTBYHOLLEro MNOCTaHOBIEHWUS
(pewenns).

32. NpoToKonbl MOryT U3gaBaTbCHA B KpaTkoM hopMe, Npu KOTOPOW OMycKaeTCHa Xo4
obcyxageHus Bornpoca M (PUKCUPYETCA TOSMBbKO MPUHATOE MO Hemy pelleHue. B aTom
cnyyae noBecCTKa [OHS He nuWeTCs; CAUCOK MNPUCYTCTBOBAaBLUMX OTAenseTcs oT
OCHOBHOM 4acTu NPOTOKOMa CnOLWHON YEPTOMN.

OcHoBHas YacTb NPOTOKONa BKIKOYAET paccMaTpmMBaeMble BONPOCHl U NPUHSATBIE NO
HUM pelleHusi. HammeHoBaHWe Bonpoca HymepyeTcsa apabckon umpon n HauymHaeTcs
c npeanora "O" ("OB6"), 3aTem ykasbiBalOTCA MHMLMANbI U aMUIMM OOSDKHOCTHBIX NNL,
BbICTYNMBLWIMX MNpu 0BCyXaeHun paHHOoro Bonpoca. Pamunum nevatarotca 4yepes 1
MEXCTPOYHbIN UHTepBar. 3aTeM yKasbliBaeTCs NPUHATOE MO BOMPOCY peLleHune.
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33. [lpoTokon nognucbiBaeTcs npeacedaTernbCTBYOWMM  Ha 3acefaHum U
cekpeTapem. [loanucu oTAeNaATCS OT TEKCTa U ApYyr OT Apyra ABYMSI MEXCTPOYHbIMN
WHTepBanamu.

[laTton npoTokona siBngeTcs gaTta 3acefaHus.

MpoTokonaM npuceBanBatoTCsi NOPSAKOBLIE HOMepa B Npeaenax kaneHaapHoro roga
OTOENbHO MO KaXgoW rpynne MNpPOTOKOMOB: MNPOTOKOMbI  3acefaHuid  Komneruu,
NPOTOKONMbl TEXHUYECKMX, HAYYHbIX M 3SKCNEPTHbIX COBETOB U Apyrue. [poTokorbl
COBMECTHbIX 3acefaHuii WUMEKT COCTaBHble HOMepa, BKIovallmne MnopsigkoBble
HOMepa NPOTOKOMOB YYPEXAEHWUA, NPUHUMABLLMX y4acTue B 3acedaHuun.

Homepa noctaHoBnEHU (peLleHnin), NPUHATBLIX Ha 3acedaHusiX, COCTOAT U3 HoMepa
NpOTOKOSIa 1 HOMepa paccMaTpUBaeMoro Bornpoca B NOBECTKE AHS.

34. Konnn npoToKONnoB, Npu HeoBXOOMMOCTM, pacchbifalTCs 3auHTEPECOBAHHbLIM
yuypexgeHusaM Uu OOSHKHOCTHbIM fvuaM B COOTBETCTBUM C YyKasaTenem pacCbliku;
yKkasaTeslb COCTaBnsAeT U NoAnUCbIBaeT OTBETCTBEHHbIA UCMOMNHUTEND NoApasaeneHuns,
roTOBMBLLErO paccMoTpeHue Bornpoca. Konuu npOTOKOMNOB 3aBepATCs nevaTbio
cnyx0bl enonpon3sBoacTsa.

MpuHATbIE peLleHns 4OBOAATCS 4O UCMOMHUTENEN B BUAE BbINUCOK U3 NPOTOKOSIOB,
KOTOpble 3aBepsTCSA NevaTbio Cny»obl 4enonpon3BoacTBa.

35. TlpoTokonbl nevaTatTcss Ha 6naHke npoTokona wnNu Ha obuwem 6raHke
yuypexgeHus ¢dopmata A4 pasmepom wpudpta Ne 12-14 n umerT crnegywowme
PEKBU3UTDI:

HanmeHoBaHne pokymeHTa - crnoso "[MPOTOKOI" nevyaTtaetca OT rpaHuubl
BEPXHEro nonsi NponuUCHbIMKM OyKBaMu MOMY>KUPHbIM LIPUEGTOM 1 BbipaBHUBAETCH MO

LieHTpY.

Buao 3acepaHus, coBellaHusi, Ha3BaHWE KOMsernanbHOro opraHa oTaendeTcd OT
HanMeHoBaHNA [OOKyMEeHTa [OBYMA MEXCTPOYHbIMW WUHTEpBanamMuy, nevyataeTcAd
NOJTYXXUPHbIM LLIpM(bTOM yepe3 OoauH MG)KCTpO‘-IHbII?I MHTEepBalst N BblpaBHMBAETCA MO

LieHTpY.

[aTta n HOoMep NpPOTOKONa nevatalrTCcs vepe3 2 MEXCTPOYHbIX UHTepBana Huxe
npeablaywero peksmsnTta 6e3 oTcTyna ot niesoro nons. [lata opopmnsaerca cnoBecHo-
UndpoBbLIM crocobom. Homep npoTokosa nevaraetcs apabckumm umdpamm 1 coCcTouT
13 3Haka "Ne" n nopsiAKoBOro Homepa nNpoToKona.

MecTo npoBefeHus 3acefaHusi, CoBellaHus ykasbiBaeTca (Mpy HeobxoaMMoCTH) Ha
TOW e CTPOKe, YTO U NpeablayLnin PeKBU3UT, U BblpaBHUBAETCH MO NpaBou rpaHuLe
AOKyMeHTa.

OcHoBHas 4YacTb NpoToKona nevartaeTcsa vyepe3 1 MeXCTpouHbIn uHTepBan. Crnosa
"CITYWAJTN", "BbICTYNUIIN", "MOCTAHOBUINN" ("PELUUIIN") nnuwyTca nponucHbIMU
BykBaMu OT NEBOW rpaHWUbl MOMsA, Nocne HWX cTaBuTCa ABoeToune. MHuumanbsl u
hammnun BbICTynawLwWmMx nuwyTca 6e3 oTcTyna oT NeBOro Kpas, nocrne HUX CTaBuTCA
asoetoune. CoaepxaHue BbICTYNIEHUA neyaTaeTcss C OTCTYNOM OT NieBOro kpas Ha
LWMPUHY MHMLUMANoB 1 daMuUnnin BbiCTyNatoLwmX.

Hymepauma pelleHuin no Kakaomy BOMPOCY COCTOUT M3 MOPSOKOBOro Homepa
BOMpOca Mo NoBecTKe AHSA U NOANYHKTa pelleHus B npeaenax oAgHoro Bonpoca.

O6paseL ohopmneHnss MPOTOKONa NpuUBeaeH B NpunoxeHum 13.

36. lNpoTokon oopmMnaeTca Ha OOHOM SA3blKe - UM Ha roCcygapCTBEHHOM, UMK Ha
odumumanbHOM. BbICTYNNEeHNa y4acTHUKOB U3naratoTCs Ha A3blke BbICTYMNEHUS.
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MaBa 4
OpraHusaumsa paboTbl C AOKYMEHTaMun

§1. OpraHusauusa gokymeHToobopoTa

37. OBmxeHne OOKYMEHTOB B YUYPEXAEHUM C MOMEHTA UX NONyYeHUst UK CO3aaHus
[10 3aBepLUEHMS UCMOSTHEHUS, OTMPAaBKN U cAa4vv B Aeno obpasyeT 4OKyMEHTOO60pOT.

MNpoxoXaeHne [OOKYMEHTOB B YYpeXOoeHWM [OIMKHO ObiTb onepaTMBHbIM U
LieneHanpaBneHHo perynupoBaTtbcs. CrneayeT UCKIOUYUTb UHCTaHUMM MPOXOXOEHUS U
[AEeNCTBMS C AOKYMEHTaMu, He 06yCroBreHHble AeN0BO HEOOXOAUMOCTLIO.

Mpn KUCNONb30BaHUN aBTOMATU3NPOBAHHBLIX MH(OPMALMOHHBLIX TEXHOMOrMN B
CXEeMbl OBWKEHUSI OKYMEHTOB OOIMKHbI ObITb BKMHOYEHbI BCE MYyHKTbl MX 06paboTku C
MOMOLLIbIO KOMMBIOTEPHBLIX CPEACTB U OPITEXHUKN.

38. [ocTtaBka [OKYMEHTOB B YyYpex[aeHwe OCYLeCTBNAETCS HapOYHbIM UK
cpeLcTBaMM NOYTOBOW, (PerbAberepCkon 1 areKTpuyYeckomn CBA3N.

C noMOLLbI0 MOYTOBOM U (henbAberepckont CBs3W [OCTaBMsSieTCs MNUCbMEHHast
KOpPPECMNOHAEHUNSS B BUAE MPOCTbIX U PErMCTPUPYEMBIX MUCEM, MOYTOBbLIX KapTOYEK,
GaHaeponen U MENKMX NakeToB, a Takke NevyaTHble U3gaHus.

Mo kaHanam 9neKkTPUYEeCKOW CBSA3M HanpaefsalT: Tenerpammbl, akcorpammbl,
TenedoHOrpaMmmbl, NEKTPOHHbIE LOKYMEHTbI.

39. O6paboTka NnocTynarwLmnX B yYpeXaeHne JOKYMEHTOB Ha ByMaXKHbIX HOCUTENAX
BKMoYaeT B cebsa: npuem, nepBuyHyto obpaboTky, permctpauuio, npegsaputenbHoe
pacCcMOTpeHMe, pacCMOTPEHME PYKOBOACTBOM W HanpasfieHWe WCMOMHUTENsSM C
pe3oniounen.

1) MNpuem n nepBnyHas obpaboTka OOKYMEHTOB OCYLLECTBMNAKTCA paboTHMKaMu
cnyx6bl 4enonponsBoacTaa.

Bce KkoHBeEpTbl, 3a MCKIHOYEHMEM JIMYHOM KOPPECMOHAEHLMKN, BCKPbIBAKOTCH,
npoBepsieTCs LEeNIOCTHOCTb KOHBEPTOB M Hanuumne BrOXKEHHbIX B HUX OOKYMeHTOB. [pu
OBGHapy>XeHNM NOBPEXOEHUS, OTCYTCTBUSA [OOKYMEHTOB WM MPUIIOXEHUS K HUM
HeobxoaumMo coobwmnTb 06 3TOM oTnpasuTenito. KOHBEPTbl YHUYTOXAKTCS, KpOMe
CryyaeB, KOrga TOMbKO MO KOHBEPTY MOXHO YCTaHOBWUTb afpec OTNpaBuTENS UMK
BPeMS OTNpaBKM M NONy4YeHns JOKyMEHTa.

OwmnboyHo pocTtaBneHHas KOoppecrnoHaeHUnA nepecbiyiaetca no npuHagnexHocTtu
1M Bo3BpaLlaeTcAa OoTnpaBUTETIO.

2) [loKyMeHTbl COPTMPYIOTCS Ha MOAmMexalimMe perucrtpauum M He noanexaiume
pervcTpauumn.

[oKyMeHTbI, noanexaiwime pernctpauun, perucTtpupyroTca B pPernctpaumoHHoO-
KOHTpOnbHOM hopme (manee - PK®). Ha nonyyeHHOM [OOKymMeHTe npocTaBnseTca
PErMcTpaunoHHbIN LWTamn.

[lokymMeHTbI, He noanexaiime perucrTpauumn (peknamHble Wu3BeLLeHUs, nnakaThbl,
nporpaMmmsl coBeLlaHuni, KOHbepeHuun, nosapaBuTerbHbIE nMcema n
npurnacuTenbHble BuneTbl, nevyaTHble M34aHus), U OOKYMEHTbl C MOMETKON "MUYHO"
HenocpeaCcTBEHHO NepeaaloTcs No Ha3HaYeHuIo.
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3) [lpegBaputenbHoe paccMOTpeHuMe [OOKYMEHTOB [MpOBOAUTCA C  LENbio
pacnpegeneHus  nocTynMBLUMX  OOKYMEHTOB Ha  Tpebywowme o0b6A3aTensHoro
pPacCMOTPEHNST PYKOBOLACTBOM W HanpaBnsieMble HENOCPeACTBEHHO B CTPYKTYPHbIE
noapasgeneHns u OTBETCTBEHHbIM UCTIONHUTENSM.

MpenBapuTenbHOE pPacCMOTPEHUE OCYLLECTBMSETCA, MWCXOASS W3  OLEHKM UX
COOEep)XaHWsl, Ha OCHOBaHMW YCTAHOBIMEHHOIO B YYpeXAeHuu pacnpeneneHus
obga3aHHoOCTeN.

[loKyMeHTbI, agpecoBaHHble PYKOBOACTBY Yy4ypexaeHus, a Takke 6e3 ykaszaHus
KOHKPETHOrO  nuua  WNM  CTPYKTYpPHOro  noApasgeneHus,  npeaBapuTenibHO
paccmaTtpuBaloTcsl B crnyxbe 4enonpon3BoacTBa, a 3aTeEM HanpaBnsTCA PyKOBOACTBY
Unu B nogpasgenexHve.

Be3 paccmoTpeHusi pyKOBOACTBOM MepedarnTCs MO Ha3HaAYeHU0 OOKYMEHTbI,
aapecoBaHHble HEMNOCPEACTBEHHO CTPYKTYPHbIM NoApasaeneHusiM Unu LOSMKHOCTHBIM
niuam.

MpennoxeHuns, 3asaBneHns 1 xanoObl rpa)xaaH nepegatroTca B noapasgereHne no
PacCMOTPEHMIO NMUCEM PaXkaaH Mo Pe3osnioLnM PpyKoBOACTBA.

D,OKyMeHTbI OOJDKHbl  nNepefaBaTbCA PYyKOBOACTBY WM HENnocpeaCTBEHHbIM
NCNOJTHUTENAM B AEeHb UX MOCTYIMJIEHUA.

4) PaccMoTpeHHble pPYyKOBOLCTBOM [JOKYMEHTbl BO3BpallalTcss B Crnyxoby
aenonpousBoacTea, rge B PK® BHocuTca cogepkaHue pesontoumn.

5) [JokyMeHT nepegaeTcs Ha UCMONHEHME B COOTBETCTBUN C PEe30SoLMEN.

MoANMHHUK  OOKYMEHTa, KOTOPbIA WUCMOMHSAETCS HECKONbKUMWU  CTPYKTYPHbLIMU
noapasaeneHuamu, noryd4aeT  OTBETCTBEHHbIN NCMONHUTENb, ocTarnbHbIM
NCMONMHUTENAM NepeaarTcs KOnuu.

40. MocTynuBlne TenerpamMMmbl NMPUHUMAKOTCA MoAd PacnucKy C NpocTaBreHUeM
[aTbl U BpeMeHu npuema, perucTpupyroTcs, a 3aTeM nepenarTcsl Ha pacCMOTpeHue
PYKOBOZCTBY M UCMOJTHEHME.

TekcT noctynueLLEN TenedoHorpaMmbl 3anncbiBaeTCs (MevyataeTcd) nonyvyatenem,
perncTpupyeTca U onepaTtMBHO repefaeTcs pPyKOBOAUTEMK, KOTOPOMY  OHa
agpecoBaHa.

MocTynuBLlUME dpakcorpaMMbl PErucTPUPYOTCS, nNepeparTcs aapecatam oA
pacnucky B AeHb WX Mpuema, CpoyYHble - HemenarneHHo. [locTynuBlMI Bcrien 3a
dakcorpaMMon  MOANMHHUK ~ OOKYMEHTa  HanpasnsieTcsl B COOTBETCTBYHLLEE
noapasaeneHne-ncnonHNTENb.

[lOKyMEHTbl B ONEKTPOHHOM BWAE TakkKe MpoXoaaT MpUeM, perucTpaumio,
npeaBapuTenibHOe pPacCMOTPEHME, PaCCMOTPEHME PYKOBOACTBOM M [OCTaBMSAOTCS
ucnonHutenam. [MpaBuna npuema, o6paboTkm W pacnpeneneHnss OOKYMEHTOB B
3MEeKTPOHHOM BUAE ONPeAensitoTCsl MHCTPYKUMEN Mo AENONPOU3BOACTBY YYPEXAEHMs!, C
y4yeToM pacnpeneneHusi o06si3aHHOCTEeN, a Takke QYHKLUMOHMPYIOWMNX B HEM
TEXHUYECKMX N NPOrpaMMHbIX CPeACTB.

41. O6paboTka NCXOOAWNX  OOKYMEHTOB  OCYLLeCTBRAeTCS cnyxéon
aernonpoussoacTea.  [OKyMeHTbl, OTMNpaBnsemMble  ydpexaeHuem, rnepegarTcs
NMOYTOBOW U 3NEKTPUYECKON CBA3bIO, a TakKe AOCTaBMSATCH KYPbEPOM.

C nomowbi CpeactB  3neKTPUYEeCKOM CBA3M  OCYLLECTBNAETCA nepepada
TenerpammM, Qakcorpamm, TenedoHOrpaMM, SSIEKTPOHHbLIX [OOKYMEHTOB. Buapbl
AOKYMEHTOB, KOTOPblE NepeaatoTCs No KaHanam 3NeKTPU4eCcKon CBs3n, HE0OXOANMOCTb
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M MNopsOoK AOCbINKM MX OymaxHOro opurMHana agpecaTty, Mnopsijok OTrpaBku
OonpeaensitoTcs  MHCTPYKUMEA MO  OEeNonpoM3BOACTBY  YYPEXOAEHUS, C  Yy4EeTOM
pacnpefeneHnss obsi3aHHOCTEN, a Takke (PYHKLUMOHUPYIOWMNX B HEM TEXHUYECKUX U
nporpamMHbIX cpeacTB. ®akcorpaMMbl Ha WHOCTPaHHbIX S3blkaX OTMPAaBMSKTCA MpU
HanM4Mn nepesoaa, 3aBepPeHHOro NMLOM, NoanMcaBLLnM dakcorpammy.

[loKyMeHTbI, npegHasHayeHHble Ans  OTNpaBKW, [OOMKHbl OblTb  MOMHOCTLIO
O(bOPMmMEHHbIMW,  MOAMUCAHHBIMUA U 3aperucTpyMpoBaHHbIMKW.  HenpaBunbHO
ocbopMrieHHble [OKYMEHTbI MoafiexaT BO3BpaTy WCMOMHUTENM0 Ha [opaboTky.
[OKyMeHTbl MpeAcCTaBnsAlTCA WCMOMHUTENSMUM B Cryx0y Oenonpous3BoAacTBa C
ykasaHMEM MOYTOBOrO agpeca, HoMepa TeredoHa, 3MEeKTPOHHOro agpeca WM co
CMMCKOM Ha pacchbinky.

[ns  OOKyMEHTOB, HanpaBnsieMblX MOCTOsIHHBIM —agpecaTtaM, WCMOoNb3yHTCH
KOHBEpPTbl C agpecamMu, HanevaTaHHbIMW TuUnorpadCkMM cnocobom unu cpeactsamu
onepaTMBHOIrO pa3MHOXeHWs1. [JoKyMeHTbl, OTnpaBfsieMble OLHOBPEMEHHO B OAWH
agpec, BKNaablBaloTCsl B OAUH KOHBEPT.

[oKkyMeHTbl 4OmkHbI obpabaTbiBaTbCA M OTNPaBATLCA B A€Hb X MNOAMUCAHUS UMK
He nosgHee cregywuwero paboyero AHHA, CPOYHble [OOKYMEHTbl - HeMeasieHHo.
[lOKyMeHTbI, HanpasnseMble MeCTHbIM agpecataM, Ppa3HOCATCA KypbePOM U Bpy4daloTcs
nog pacnucky B PasHOCHOW KHUre (npunoxeHwe 14) vnu HanpaensTCA MNOYTOWN.
OTtnpaBngemasi NOYTON KOPPECNOHAEHLMS BHOCUTCS B peecTp (npunoxeHue 15).

42. MNepepaya [OOKYMEHTOB BHYTPU YYPEXOAEHWs Ha dTanax WX NOAFOTOBKA U
ochopMIeHNss opraHusyeTcs B COOTBETCTBMM C oOOWMM nopsiakom obpalueHus
NCXOASILLIMX, @ Ha 3Tane UCMNONHEHUs (MCMONb30BaHUS) - BXOASALLMX AOKYMEHTOB.

MpoekTbl pacnopsauTenbHbIX AOKYMEHTOB NOcne noaroTOBKM U COrNacoBaHUS UX C
3aMHTEPECOBaHHbLIMM NoApas3aeneHns MM M OOMKHOCTHBIMW NuuamMu nepegarTcs B
cnyx0y Oenonpov3BoACcTBa, KOTOpasi OCYLLECTBINSIET KOHTPONb 3a MPaBUITbHOCTbLIO WX
ocbopmMneHus.

OdopMneHHble OKYMEHTbI NepeaatTcsl Ha NOANUCH PYKOBOACTBY B COOTBETCTBUM
C NpaBoM NoAnucK JOKYMEHTOB U pacnpeaeneHnemM obsisaHHocTen. [Nocne nognvcaHus
[OKYMEHTbI PErMcTpUpYOTCS.

Pa3MHOXeHHble 3K3eMnnspbl NoANMCaHHbIX PYKOBOAMTENSIMM n
3aperncTpMpoBaHHbIX pacropsanTenbHbIX OOKYMEHTOB B 00513aTeNibHOM MOpPSiAKe
paccbinaloTcss B CTPYKTYpPHble MOApasfeneHuns, B BEAEeHUM KOTOPbIX HaxoasTcs
paccMaTpuBaeMble BOMPOCHI.

npOTOKOJ'IbI, cogepxawpme nopydyeHna otTaesribHbiM  OOJDKHOCTHbIM  JNnuaM  UJn
nogpasageneHnam YydpexaeHud, nepenarTcd agpecatamMm B BuUAe pPa3MHOXEHHbIX
AK3EMMMNAPOB UM BbIMUCOK N3 NMPOTOKOI1a.

[oknagHble 3annckM Ha WMS PYKOBOAMTENSA YYPEXOEHUS WU  CTPYKTYPHOro
noapasfeneHnsi, cripaBkX, CBOOKM W OpYyrMe BHYTPEHHWE OOKYMEHTbl OmnepaTUBHOrO
XapakTepa paccMaTpuBalrTCs [OOSMKHOCTHbIM NULIOM, KOTOPOMY OHM HarpaereHbl,
nocrne 4ero B obLleM MOpsiAKe NepenaltTcs Anst UCMOMHEeHMs (MCMoNb3oBaHUS) B
COOTBETCTBYIOLLME  CTPYKTYpHble  nogpasgerneHvss  nvbo  nomewjalTcs B
COOTBETCTBYHOLLEE AENO.

43. PaboTa ncnonHutenen ¢ AOKyMeHTamu npegycmatpusaeT: cbop n obpaboTky
HeobxoamMmon WHdOpMauuKn, NOArOTOBKY MNpoekTa [OKyMeHTa, ero odopmneHue,
corrnacosaHve, npeacTaBneHne Ha nognucaHne (yTBepXXAeHuWe) pPyKOBOACTBOM
yypexneHus unuM pykoBOAUTENAMM CTPYKTYPHbIX MNOApa3ferieHnin, MnoAroToBKY K
rnepecoinke agpecary.
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WcnonHuuTtenb onpeaensieT HeobxoAMMOe KONMMYECTBO 3K3EMMNSPOB [AOKYMEHTA,
nepefaeT OOKYMEHT Ha TUMpaXupoBaHWe. Ha OoKyMeHT, paccbinaemblii 6onee 4yem B
yeTblpe agpeca, UCNONHUTENb FOTOBUT yKasaTerb Ha pacchisiKy.

MNpwn onepaTMBHOM peLleHMM BOMPOCOB 6e3 cocTaBneHust OOMOSNHUTENbHbIX
[IOKYMEHTOB UCMOMHUTENb AenaeT OTMETKU Ha AOKYMEHTE: O AaTe MoCTynreHus (ecnu
obpasoBarncsa MHTepBan BPEMEHU MeXAy MOCTYNfieHMeM LOKYMEHTa U ero AOCTaBKOW
WCMONMHUTEN), O AaTax MPOMEXYTOYHOro UCMOfHeHUst (3anpoc  cBeaeHui,
TenedoHHble NeperoBopbl), 0 Aate U pesynbTaTax OKOHYaTeNbHOro McrnonHeHusl. Bce
OTMETKW pa3MeLLatoTcsl Ha CBOBOAHbIX OT TEKCTA MecCTax.

§2. Pernctpaumnsa JOKyMEHTOB

44. Pernctpauma [OOKYMEHTOB - 3anuCb YYEeTHbIX [AaHHbIX O [AOKYMEHTe [o
yCTaHOBIieHHON opme, dmKkeupyowas dakT ero cosgaHusi, OTnpaBrieHUs Unu
nosTly4yeHus.

Pernctpauumn noanexat BCE [OOKYMEHTbI, CO3[0aBaeMble BHYTPU YUYPEXOEHUS,
HanpaBnsieMble B OpyrMe Y4YpeXaeHust U NocTynawliMe OT  BbIECTOSILLMX,
NOABEOOMCTBEHHbIX U APYIUX YUYPEXOEeHUA, a Takke YacTHbIX NUL, KoTopble TPebytoT
yyeTa, WCMOMHEHMSI U  WUCMONb30BaHUS B  CMApPaBOYHbIX Lensax. [OoKyMeHTbl
PErMCTPUPYHOTCSA HE3ABUCUMO OT cnocoba Ux 4OCTaBKM, Nepeaadn Unm co3aaHus.

Kaxablii OKYMEHT OOSMKEH PErncTpUpoBaTbCs B AaHHOM YYPEXAEHUW OAUH pas.
Bxogsiime [OOKYMEHTbI PEerucTpupyloTcss B [AeHb MNOCTYNNEeHUs, ucxogsiume wu
BHYTPEHHWE - B A€Hb NOAMNUCAHUS.

MNpv nepegaye 3aperucTPMPOBAHHOINO [OOKYMEHTAa W3 OAHOro0 CTPYKTYPHOrO
nodpasgeneHuss B Apyroe, OH MOBTOPHO He PEerucTpupyeTcs, ero AarnbHeiilee
[BVKEHME OTPaXKaeTCsl B PErMCTPaLMOHHbIX hopMax.

PeFI/ICTpaLI,VIFI nocTtynarwmnx 7 co3gaBaeMblX OOKYMEHTOB npoBoguUTCA
LUEeHTparm3oBaHHO.

PernctpaunoHHbIn HOMEpP LOKYMEHTa COCTOMT M3 MOPSAKOBOrO HOMepa, KOTOpPbIn
MOXET [OOMNOSHATLCSA MHAEKCOM CTPYKTYPHOro nogpasfenieHvsi, MHAEKCOM aena no
HoMeHKnaType aesn. CocTaBHble YacTu perMcTpaunuoHHOro Homepa OTAENATCA apyr OT
apyra kocom udepton. Hanpumep: 05-2/250, roe: 05 - WMHAOEKC CTPYKTYPHOro
nogpasgeneHusi, 2 - HoMep pgena no HomeHknatype, 250 - nopsigkoBbIMG HOMEP
AOKyMeHTa.

45. [Onsa co3gaHns MNOUCKOBbIX CUCTEM U OOCTUMXKEHUS  UH(OPMaLMOHHOMN
COBMECTMMOCTU PErMMCTPaLMOHHbIX [daHHbIX YCTaHaBNMBaETCs Creayloumin cocTas
OCHOBHbIX PEKBU3UTOB perucTpaumn: HamMeHoBaHWE Y4YpexOeHus, HauMeHOBaHue
BMOa [OKYMEHTa, JaTa W pPerncTpauMoOHHbIN HOMeEp [OOKYMeHTa, hdaTta UM WHOEKC
NMOCTYNSIEHUS, 3arofloBOK K TEKCTy (KpaTKoe CcoAep)XaHue [OOKyMeEHTa), pesonouus
(vcnonHuUTEnb, coaepXaHne MopyyYeHus, aBTop, AaTa), CPOK UCMONHEHUS OOKYMEHTA,
OoTMeTKa 06 MCNONHEeHUM AOKYMEHTA 1 HanpasBfieHMn ero B Aeso.

CocTaB OCHOBHbIX PEKBU3MTOB perncrpauum B 3aBUCMMOCTM OT XapakTepa
[OKYMEHTa U 3aday MCMonb3oBaHWs WMHOPMaLUM MOXEeT AOMOMHATbLCA APYrMMu
pPEKBM3UTaMUN: BHYTPEHHEN nepeagpecaumnent JOKYMEeHTOB MO UCMONHUTENSAM, KOAOM Mo
TemaTMyeckoMmy KnaccudukaTopy, KIH4YeBbIMM CrOBaMM, KONMYECTBOM  JIACTOB
[OKYMEHTA, Hanmumem npunoXXeHui, HaMMeHoBaHWeM OOMKHOCTM NLa, NOCTaBUBLLErO
[OKYMEHT Ha KOHTPOIlb, MPOMEXYTOYHbIMU CPOKaMU WUCMOSTHEHMUS!, NMEPEHOCOM CPOKOB
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WCMOSNHEHNSA, CPOKOM XpaHEHUs OOKYMeHTa, CTaTyCoOM OOKyMeHTa (NpOoekT, Bepcus),
BMOOM Nepefayn JOKymeHTa (NoYTon, hakCcoM, SNEKTPOHHON NOYTON).

46. PeFI/ICTpaLl,I/IOHHO-KOHTpOJ'IbHble (*)OprI nogpas3faendrTcd Ha XypHallbHble,
KapTO4Hbl€ N 3JIEKTPOHHbIE.

1) XKypHanbHaa ¢opma perucTpaumm BXOOAWMX, UCXOOAWMX U BHYTPEHHUX
[OKYMEHTOB MCMOMb3yeTCA B yYpexXAeHUsxX ¢ Hebomnbwmm JokyMeHToobopoToMm. [Mpu
XypHarnbHOMW cuUcTeMe perucTpaumm nocTynawwme OOKYMEHTbl PerncTpupyroTca B
XypHane permcrpauum BXxogsien koppecnoHgeHumm (npunoxexHne 16), otnpasnsemMble
AOKYMEHTbI - B XXypHarne perunctpaumm ucxogsuen KoppecnoHZeHUUn (NpunoxeHue
17).

Mpn nocTtynneHun 6Gonbworo ob6bemMa HOPMaTMBHBLIX W pacnopaanTeNbHbIX
AokymeHToB M3 Annapata [llpeangeHta Kbiprolackon Pecnybnuku, YXoropky KeHelua
Kbipreiackon Pecnybnukn wn [lNpaButenbctBa Kbiprbidackon Pecnybnvkn gna  ux
perncTpauumn npm HeobxoaUMOCTN 3aBOAUTCH OTAENbHbIN XypHarn.

2) [lpu KapToyHOM popMe permcTpauum [OOKYMEHTOB [MPUMEHSAEeTCs eauHas
perncTpaunoHHo-KOHTponbHaa kapToudka (PKK) yctaHoBneHHon copmbl (MpunoXxeHune
18). OHa 3anonHgaeTca B ABYX 9K3eMnnsipax, OAWH 3K3eMnndap nepegaeTcss BMecTe C
AOKYMEHTOM UCMOMHUTENIO, BTOPOW - OCTaeTcs B cnyxbe AenonponsBoACTBa.

KaneHpapHas wwkana KapTodku JOMKHA UCNONb30BaTbCA AN1S KOHTPOIA 3a Cpokamu
NCMONHEHU [OOKyMeHTa. Yucno Mecsiua, K KOTOPOMY [OIMKeH OblTb WCMOSHEH
OOKYMEHT, obBoauTcss unu oTmevaetcs. [ata MUCNOMHEeHWs yCTaHaBNMBaeTCs Ha
OCHOBaHMM HOPMAaTMBHbIX [AOKYMEHTOB, TeKCTa [JOKYMEHTa uWnuM  pesonounn
pykoBOAMTENS.

B rpade "koppecrnoHaeHT" - MuWeETCHS HaMMEHOBaHME YYpPEeXOeHus, OoTKyaa
NocTynun wunu Kyda HanpasnseTcs AOKyMeHT. [lpu  3anonHeHun 3Ton rpadobl
yrnoTpebnsoTcs obLWenpuUHATLIE COKPaLLEHUSA NN NHOEKCHI ATUX YYPEXAEHUN.

B rpacde "[daTta noctynneHMs W WHOEKC [OOKymMeHTa" - oOTMevaeTcs pJaTa
NOCTYNMNEHN OOKYMEHTa M MHAOEKC, KOTOPbIA €My MPUCBaMBaAETCA B YYpEXOEeHUU, B
KOTOpOE OH NMOCTYMNuII.

B rpade "[ata n nHaekc JOKyMeHTa" NpoCTaBnATCA gaTa OAOKYMEHTa U MHAOEKC,
NMPUCBOEHHbLIN  yYpeXxgeHneMm - aBTOpPOM MOCTYNMBLUErO WM OTMPaBfsieMoro
AOKyMEHTA.

B rpade "KpaTkoe cogepxaHue" ykasbiBaeTcs BUA AOKYMEHTa, ero 3arofioBoK Uim
KpaTkoe coaep)kaHue.

B rpadpy "Pesonioumsa nnm KoMy HanpasneH OOKYMEHT" nepeHOCUTCH pes3ositouuns
PYKOBOAUTESA y4YpeXXaeHns, C yka3saHueM ee aBTopa, A4aTtbl U UCMOSTHUTENS.

B rpade "OTmeTka 06 ncnonHeHnn OoKyMeHTa" oTpaXkaeTca pelueHne Bornpoca no
CYyLLECTBY, AaTta U MHOEKC OTBETHOro AOKymeHTa. Ecnn He TpebyeTtca cocrtaBneHus
NMMCbMEHHOro OTBEeTa, AenaeTca KOHKpeTHasl 3anncb O TOM, KOrda, KeM U KaK peLueH
BOMPOC, NOCTaBIIEHHbIN B MHULNATUBHOM JOKYMEHTE.

an/I MCNOJIHEHUN pacnopAagnTesibHbIX AOOKYMEHTOB BbILLECTOALLUNX yqpe>|<,u,eH|/||7|
CTaBUTCA HOMEP M AaTta MNMPUHATOro pacnopAaanTersibHOro AoOKymMeHTa BO WCIMOJIHEHKE
NnoCcTynmBLUEro.

B rpade "KoHTponbHble OTMETKN" (PUKCMpPyeTCa OTMETKa O KOHTPOSie 3a cpokamu
NCMNOMHEHNA OOKYMEHTOB. 3anucm OO0SMKHbI cogepaTb AaTy NPOBEPKUM U KOHKPETHbIE
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NPUYMHBI 3a4epPXXKW MWCMNONHEeHUs OOKyMeHTOB. [pada wucnonb3yeTcss Takke Ans
3anucen, oTpaxaroLmx OBKEHNE LOKYMEHTA.

3) B 9neKkTpoHHbIX KapTOTEKaxX WCMONb3YTCA Te Xe PEeKBU3UTbl, YTO M B
TpaguuMoHHbIX. Mopaaok nx BeaeHUs onpeaensieTcs nporpaMmMHbIM obecrneyeHmneMm.

B HoBOM KaneHgapHom rogy permcrpaumna JOKYMEHTOB Ha4YMHAETCA C Ne 1.

§3 OpraHmsaLu/m KOHTPOJ1A UCMNOJTHEHUNA OOKYMEHTOB

47. OpraHusaumsi KOHTPOSsl UCMOSNIHEHUSI OOKYMEHTOB [ofkHa obecrneuvBatb WX
CBOEBPEMEHHOE M KauyeCTBEHHOE WCMoSiHeHMe. KOHTponb WMCMNONHEHMSI LOKYMEHTOB
BKIIOMAET MOCTAHOBKY AOKYMEHTa Ha KOHTPOSb, pPerynMpoBaHWEe Xoda WCMOSTHEHMS,
CHSATUE UCMOSNTHEHHOrO JOKYMEHTA C KOHTPOMS, HanpaBneHne UCMONMHEHHOTO AOKyMeHTa
B Aeno, y4yeT, 06o6LLIeHe M aHanu3 xoda U pes3ynbTaToB MCMONHEHUs LOKYMEHTOB,
NHOPMMPOBaHME PYKOBOAMTENEN O COCTOSIHUM UCTIONHEHNS JOKYMEHTOB.

KOHTponb UCMONHEHNs OCYLLECTBNAETCA OnpeaeneHHbIM NULIOM UMK CTPYKTYPHbIM
noapasaeneHnem.

KOHTpOsb UCNOMHEeHNs1 4OKYMEHTOB CTPOUTCS Ha Gase permcTpaumoHHbIX AaHHbIX U
NPOBOANTCA C MOMOLLbIO TPaAMLUMOHHBLIX KapTOTEK UMW aBTOMaTU3MPOBaAHHbLIX 06a3
OaHHbIX.

TpaguumMoHHast  KOHTpONbHasi  KapToTeka CUCTeMaTM3WpyeTcss MO CpoKam
MCMNOSNTHEHMS AOKYMEHTOB, MO UCMONHUTENSAM, rpyrnnamM OKYMEHTOB.

48. KOHTPONO NCNOMHEHNSA noanexaTt Hanbornee BaXHble BXOASLLME, UCXOAALLNE U
BHYTPEHHME OOKYMEHTbI, Tpebylowme NnpuHATUS onpegeneHHbIX pelleHnid, UCNOofNHEeHUs
N COCTaBMNEHNS Ha HUX OTBETOB.

Ob6ga3aTenibHOMy KOHTPOMIO noAasiexat AOKYMEHTbl, MocTynmBluMe u3 AnnapaTta
MpesngeHTta Kbiproisackon Pecnybnukn, YXoropky KeHelwa Kbiproiackon Pecnybnukmn m
Mpasutenbctea Kbipreiackon Pecnybnuvku.

49. [1OKyMeHTbl WCMOSMHAKTCA K CPOKY, MPesyCMOTPEHHOMY HOpPMaTUBHbLIMU
AOKyMeHTamu nMbo yka3zaHHOMY B TeKCTe AOKYMEHTa Uin B pe3oniounmn pykoBoguTens

ydpexaeHus.

CpOKM UCMOMHEHNS1 UCYUCTIAOTCA C AaThbl noanucaHus (yTeBepKaeHusl) JOKYMeHTa, a
NOCTYNMBLUMX U3 APYrMX YYPEXOeHWI - C AaTbl UX NOCTYMNIEHNS.

MNpoaneHne CPOKOB MWCMOMHEHUs [OOKYMEHTOB MPOWM3BOAMTCA MO  yKasaHWUio
PYKOBOAMTENSI UINN C pa3peLleHnst yupexaeHuin - aBTopoB, YCTAHOBMBLUMX 3TU CPOKM.
MpoaneHve cpoka WCMOMHEHMS  [OOKyMEHTa odopMnsieTcs OO0  UCTeYeHust
YCTaHOBINEHHOIO CPOKa.

50. MocTaHOBKa [OKYMEHTOB Ha KOHTPONlb COCTOUT U3 BbISIBNEHUSI OOKYMEHTOB,
TPEOYIOLNX KOHTPOMNS 3a CPOKaMWU MCMOSTHEHWS; 3aroSfIHEHUs Ha KOHTPONUPYeMbli
[OKYMEHT KOMMMEKTA PErncTpPaLMOHHO-KOHTPOMbHbLIX KapTouyek; BHeceHuss B PKK
coaep)KaHuns pe3onoumy 1 nepeaadn AoKyMeHTa Ha UCMONTHEHNE.

OTmeTKa O KOHTpOME Mpu KapTOYHOM CUCTEME perucTpauumm nepeHocutcda B rpady
"KoHTponbHble oTMeTkn" PKK, npu xypHanbHon cucteme perucrpauum - B 7-10 rpady
XypHana "Pesontounsa pykoBoacTBa U CPOK UCNONHEHUS".
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BeneHne koHTpons BkntodaeT B cebsi: BHeceHne B PKK KOHTPOMbHbIX OTMETOK;
YCTHOE WM MUCbMEHHOE HanoOMWHAHWE WCMNOSTHUTENAM O NPUBAMXKEHUM Ccpoka
OKOH4YaHMA paboTbl Hag AOKYMEHTOM; perynsapHoe nHpopMmnpoBaHme pykoBoauTenemn o
X04€ WCMONHEHUS OOKYMEHTOB M MNPUYMHAX 3afepXXeK B WCMOMHEHWW, Mepax Mo
obecneyeHno CBOEBPEMEHHOIO UCMONHEHNS AOKYMEHTOB.

CHAATME [OOKYMEeHTa C KOHTPOMNsl 3aBUCUT OT CTEMNeHU WCMOSNIHEHUS LOKYMeEHTa.
J[lOKyMEHT cuMTaeTcsl UCMOMHEHHbIM NWLLb TOr4a, Koraa pelleHbl NocTaBfeHHble B HEM
BOMPOCbLI U KOPPECMNOHAEHTY AaH OTBeT MNo cyulectBy. CHATb AOKYMEHT C KOHTpOs
MOXET TO AOSMKHOCTHOE ML (MNK cny6a), KOTopoe NOCTaBMIIO Ero Ha KOHTPOSb.

[aHHble 06 WCMONMHEHUMM [OOKYMEHTa M CHATUM C KOHTPONS OTMeYalTcs Ha
AOKYMEHTE M B PErucTpaumMoHHOM KapTodke. Ha gokymeHTe odopMnsaeTca peKkBu3UT
"OTmeTKa 06 ucnonHeHnn JoKyMeHTa un HanpasrneHue ero B aeno”, B PKK "OTmeTka 06
MCNOSNTHEHUN [OKyMeHTa". PernctpaunmoHHO-KOHTPOSbHAsA KapToyka W3 KOHTPOJSIbHOM
KapTOTEKN NePeHOCUTCHA B CNPaBOYHYIO KapTOTEKY.

51. AHanu3 WCMOMHUTENbCKOM OUCLUMMNUHBI MNpeaycMaTpuBaeT COCTaBreHune
KONMYEeCTBEHHbIX CBOAOK M CMpaBOK MO pe3ynbTataM KOHTPOSibHOW paboTbl 3a
onpeneneHHbIi NPOMEXYTOK BPEMEHU; nepedadvyy [OOKYMEHTOB MO pesynbTatam
aHanm3a MCMoSIHUTENbCKOW AUCUMMNNMHBI PYKOBOACTBY yupexaeHus n paspaboTky mep
MO YNyYLEHWIO UCMONTHUTENbCKON ANCLUNIUHBI.

[aHHble O pesynbTaTax MCMNOSIHEHUS KOHTPONMPYEMbIX OOKYMEHTOB obobLiatoTcs
MO COCTOSIHUIO Ha NePBOE YUCIO KaXKAoro Mecsua, CoOCTaBnsalnTCs CBOAKN (MPUIoXeHne
19) 1 NpeacTaBnATCA PYKOBOACTBY YUYpEXOEHUS.

§4. OpraHun3aumsi MOMCKOBOW CUCTEMbI MO AOKYMEHTaM

52. Ina obecnevyeHuns 3dPEKTUBHOIO UCMNOMNb30BaHMUs MHGOPMaLMK NPpU NPUHATUN
PeLlEeHN B yYpexaeHUsaX co3qatTcs NOMCKOBbIE CUCTEMBI NO JOKYMeHTaM. [Nonckosble
CUCTEMbI MOTYT CO34aBaTbCsA Kak B TPAAULWMOHHOM, TakK U B 3neKTpoHHOM Buae. OHu
AOSKHbI 06ecneynBaTb NOUCK MHAOPMALUKM O AEATENBHOCTU YYpPEXOEHWS.

OCHOBOW NOCTPOEHUSI MOUCKOBbLIX CUCTEM SBMSIETCS perncrpaumsi SOKYMEHTOB.
NHdbopmauma o [OKyMeHTax, MofydYyeHHass npu UX perucrtpaumu, nocTynaeT B
MOMCKOBYIO CUCTEMY, KOTOpasl BKMovaeT B cebsi kapToTekn M KrnaccudukaunoHHbIe
CNPaBOYHUKMN.

Mpn  TpaguUMOHHOW  KapTOYHOW  perncTpaumm nedyataetca Heobxogumoe
KONMMYECTBO PErmcTpaumoHHO-KOHTPOSTbHBIX KapTOveK, KOTopble MOryT COCTaBnsiTb
crnegylowmne KapTOTEKU: ChpaBouvHble (N0 KOppecrnoHAeHTaMm, BuAamM [AOKYMEHTOB,
aBTOpaM AOKYMEHTOB), KOHTPOSIbHO-CNPaBoOYHble, KOAUGUKALMOHHBIE, N0 ObpalleHnsaM
rpaxgaH, andaBuTHble U apyrne, B 3aBUCMMOCTU OT 3a4a4 nomcka nHpopmawmn.

PeFI/ICTpaLI,VIOHHO-KOHTpOJ'IbHaFI KapToTeKa OennTca Ha e 4acTu. Ha
HEeNCnosyHeHHble N UCMOJIHEHHbIE OOKYMEHTDI. I'IepBaﬂ YaCTb KapTOTEKU CIYXUT AO14
NnonCKa AOOKYMEHTOB B Tpouecce Uux WUCNOoJIHEHUA. BTOpaﬂ 4yacTb - AOJ1d NMOUnCKa
MCNOJIHEHHbLIX JOKYMEHTOB.

KapToTeka Ha npeanoxeHus, 3asBreHnsa n xanobbl rpaxgaH BeaeTcs OTAENbHO,
KapTOYKM B HEW pacnonaratotcs no andgasuty hamunnin 3aasuternen.

B aBTOMatuaMpoBaHHbIX 0Ga3ax [daHHbIX MOWUCK KOHKPETHOro  [OKYMeHTa
OCYLLECTBNSIETCA MO PeKBM3UTaAM UNN MO KOHTEKCTYy (o nobomy crnoBy unu dpase,
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cogepalummMmcs B ICKOMOM JOKyMeHTe). [1onCcKoBbIM 3anpoc MOXET coaepxaTb Nnobyto
KOMOMHaLMIO PEKBU3UTOB U 3NIEMEHTOB TEKCTa.

OpbekTnBHOCTL paboTbl MOMCKOBOW CUCTEMbI OOCTMraeTcsa nyteM paspaboTku
KnaccuguKaunoHHbIX  CMPaBOYHUKOB:  KnaccudukaTopa BOMPOCOB  AeATEeNbHOCTU
yypexaeHus, KnaccugukaTtopa BNOOB AOKYMEHTOB, KnaccugukaTopa
KOpPPECNOHAEHTOB, Kraccudukatopa pesonouuin, Krnaccudukatopa WCNOSTHUTENEN,
KnaccudukaTopa pesynbTaTtoB UCMOMHEHNA JOKYMEHTOB, HOMEHKNAaTypbl Aen.

MoMMMO NepeymncrieHHbIX B KOHKPETHOM MOUCKOBOW CUCTEME MOTYT UCMNOSb30BaThCA
n gpyrme Knaccudukatopbl B 3aBUMCMMOCTM OT noTpebHOCTeM BBOAA W MoMCKa
[OKYMEHTOB U MHGOPMaLMK.

§5. YyeT n paccmoTpeHne obpalleHni rpaxkgaH

53. Tlopsigok paboTbl ¢ obpalueHusmMu rpaxnaH YycTaHaBnmMBaeTcs 3aKOHOM
Kbipreiackon Pecnybnukn "O nopsigke paccMoTpeHus obpalleHnn rpaxkgaH”.

MNpuem, perncrTpaumsi, KOHTPOMb 3a WCMOSMIHEHMEM obpalleHui rpaxaaH B
yyYpexaeHnn ocyLLECTBNSATCA Ha3HAaYeHHbIM OTBETCTBEHHBLIM JIULIOM.

Ob6palweHus rpaxgaH permcTtpupyroTca B XKypHanbHbiX (npunoxexHune  20),
KapTO4HbIX (MpunoxeHue 21) Unmn aneKTPOHHbIX permMcTpaunoHHbIX (hopmax.

Mpn pernctpauumn obpalleHnin Ha HUX NPOCTaBMSAETCA PErMcTpauuoHHbINA WTamm,
Ha KOTOPOM YKasblBaeTCA PerncTpaumoHHbIi HOMep, COCTOSWMKA U3 nepBon OyKBbI
dammnum 3asiBUTENS, NOPSIAKOBOro HOMepa 1 AaTtbl NOCTYNNEHNUS.

54. B cny4yae, ecnv pelleHne nocTaBneHHbIX B 06paLleHnM BONpoCoOB OTHOCUTCS K
KOMMETEHLMMN HECKONbKUX UMK APYrUX YYPEXOAEHUN, OHO OOIMKHO ObiTb HanpasreHo B
COOTBETCTBYIOLUME YYPEXKOAEHUS B TeYEHUEe NSATU AHeN co AHs perncTpauun. Konums
NpenpoBOAMTENBHOMO MMCbMa HanpaBnseTcs 3asiBUTEN0, a NPU NIMYHOM NpuemMe emy
pasbsCHSAETCS, Kyda crieqyet o6paTuTbes.

Mocbinath Xanobbl rpaxxgaH Ha pPacCMOTPEHUME PYKOBOAUTENEN YyYpeXOeHUn, Ha
KOTOPbIX OHM XanyTcs, 3anpeLeHo.

55. Ob6paleHuns rpaxgaH OOMKHbl OblTb paccMOTpeHbl B TeyeHne 30 gHen co gHs
permcrpauuu.

PaccmoTpeHne obpalleHun rpaxgaH CYMTAeTCs 3aKOHYEHHbIM, KOrda pa3peLueHbl
noctaBfieHHble B HUX BOMPOCHI U 06 3TOM cooOLleHo 3aaBuTento. B pernctpaymoHHo-
KOHTPOSIbHOM dhopMe aenaetcs oTMeTka 06 UCMOMHEHUN.

[laHHble 0 pe3ynbTaTax UCMOMHEeHUs obpalleHuii rpaxaaH o6o6LLaTcs Ha nepsoe
YMCIO KaXkaoro Mecsila 1 [oKNaabiBalTCs PyKOBOACTBY (NpUIoxeHue 22).

§6. CocTtaBneHne HOMeHKNaTypbl Aen

56. HomeHknatypa gen - 370 CMCTEMATM3NPOBAHHbLIN NepeyeHb 3arofioBKOB Aerl,
3aBOOUMbBIX B YYPEXOEHUWN, C YKA3aHMEM CPOKOB WX XpaHEeHusi, OPOPMIIEHHbIA B
yCTaHOBNEHHOM nopsiake. HomeHknatypa pgen npegHasHadeHa Ans rpynnUpOBKM
MCMOSNHEHHbIX AOKYMEHTOB B [ena, cuctematusauum v ydeTa fgen, onpeneneHus
CPOKOB UX XpaHEHMs U SIBNSIETCA OCHOBOW ANl COCTaBMNEHUs onucen Aen nocTosiHHOro
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n BpemeHHoro (cBbiwe 10 neT) xpaHeHUs, a Takke Ana yyeta gen spemeHHoro (go 10
NeT BKMYNTENBHO) XpPaHEHWS.

57. PasnuyaioTca TpU BMOA HOMEHKNATyp [Aen: TunoBasi, NpuMepHas WU
NHAMBMAOYyanbHas.

1) TunoBasi HOMeHKNaTypa Aen COCTaBnsieTCsl ANs OAHOPOAHbLIX MO XapakTepy
OEeATENbHOCTU U CTPYKType yypexaeHuin. OHa ycTaHaBnvMBaeT TUMOBOW COCTaB,
eanHY0 MHOEKcaUMo Aen B 0Tpaciu 1 sSensietcs o6s3atenbHbIM A0KYMEHTOM.

2) MNMpumepHass HOMeHKNaTypa Aen yCTaHaBnMBaeT MPUMEPHbLIN cocTaB Aen Ans
yypexgeHun, OOHOPOAHbIX MO XapakTepy AeATeSNIbHOCTU, HO pasHbIX MO CTPYKType U
HOCUT pekoMeHOaTeNbHbIN XapakTep.

3) WHamemaoyanbHasi HOMeHKNaTypa Aen YYPeXOaeHWss COCTOUT U3 NepeydHs
HauMeHoBaHWI Bcex [nen, (OopMUPYOLWMXCA B OEeNoNpoOn3BOACTBE  KOHKPETHOro
yuYpeXaeHusl, C ykasaHneM UX CPOKOB XpaHEHUS.

58. CoctaBneHutio HOMeHKNaTypbl [Aen npeawecTByeT W3y4YyeHne COCTaBa,
coaepXaHWUsi U KonnyecTBa JOKYMEHTOB, 06pasyolmnxcs B AeATENbHOCTU YYPEXaeHUs.
Mpn 3TOM MCNOMb3YTCS: NONOXeHUs1 (yCcTaBbl) 00 YYPEXAEHUN U ero CTPYKTYPHbIX
nogpasfeneHnsix, LTaTHOe pacnucaHue, TUMOBOM UMM BEOOMCTBEHHbIA NepeyHM,
HOMEHKNaTypbl U ONMCK Aen 3a NPOoLUSble roapl.

TunoBble W npuMepHble HOMeHKNnaTypbl Aen paspabartbiBaoTca cnyxbamu
[enonpon3BoACcTBa  FOMOBHbBIX  YYPEXOEHUN, paccMaTpuBalTCA  LEeHTparnbHOM
skcneptHoM komuccuen (LISK) muHucTepctB  (BEAOMCTB) MMM 3KCNEPTHLIMA
komuccuamn (OK) yupexageHun, mmerwmx NoABEAOMCTBEHHYK CETb, Ha KOTOPYHO
pacnpoCTpPaHATCA 3TN BUAbI HOMEHKNaTyp Aer. 3aTeM OHM noasiexaT CorriacoBaHuio
C YyJYpexOaeHusIMW  roCydapCTBEHHOW  apxXvMBHOW  CNyXxbbl M YyTBEPXAEHUIO
PYKOBOAUTENEM YYpeXOeHUs.

TvnoBble U NPUMeEpPHbIE HOMEHKNATYpPbl Aerl CnyaT OCHOBOW AN COCTaBeHWUs
WHAMBUAYaNbHbLIX HOMEHKNaTyp Aen.

Pasgenbl vHAMBMOyanbHOW HOMEHKNATypbl Aen  yypexaeHus COCTaBrsioTCH
CTPYKTYPHbIMU  nogpasgerneHuamu  ydpexaeHus. CBogHaa HoOMeHknatypa gen
coctaBngaetcs cnyxbon pgernonpoussoactea. OHa cornacoBbiBaeTCAd C 3KCMEPTHO-
nposepoyHon komuccuen (AMNMK) rocymapcTBeHHOro apxvsa, Kyga [OOKYMEHTH
NOCTYNalT Ha roCygapCTBEHHOE XpaHeHue, W yTBepXAaeTcs pykoBoguTenem
yypexaeHus. YypexaeHus, He caarlwme OOKYMEHTbl Ha rocyAapCTBEHHOE XpaHeHwue,
HOMeHKnaTypy aen cornacosbiBatoT ¢ LUOK (OK) BbILLECTOALLErO yupexXaeHus.

59. lMNocne yTBEPXOAEHUA CBOHOM HOMEHKNaTypbl Oen, noapasaeneHnd nonyyaroT
BbIMNCKN N3 COOTBETCTBYHOLLUMX €€ pa3aerioB A/1d NCNOoJib30BaHUA B pa60Te.

CBoaHasi HOMeHknaTypa [Jen nedyaTaeTtcd B HeobXOAMMOM  KONMUYECTBe
ak3eMnnapoB. [lepBbii YTBEPXKAEHHbLIN 3SK3EMMMSP HOMEHKnaTypbl Aen sBnseTcs
[IOKYMEHTOM MOCTOSIHHOTO CPOKa XpaHeHWs U BKM4YaeTcs B HOMEHKNaTypy Aen B
pasgen  cnyxbbl  genonpousBoAcTBa;  BTOPOM  ucronb3yeTcs B cnyxbe
[1lenonpoun3BoacTBa B kKayecTBe paboyero; TpeTuii NPUMEHSIETCS B apXUBE YYPEXKOEHUS;
4yeTBEPTbLIN - B FOCYAapCTBEHHOM apXxMBe, C KOTOPbIM COrflacoBblBanacb HOMeHKnaTypa
aen.

CBogHasi HOMeHKNnaTypa Aen B KOHLE KaX[doro roga yTOYHSIeTCs, yTBepXkaaeTcs U
BBOAWTCS B AeNCTBUE C 1 AHBaps crieaytoLLEero KaneHaapHoro roaa.

CBoaHasi HOMeHKnaTypa Aen COCTaBnsieTCs U COrnacoBblBAE€TCS 3aHOBO B Crlyyae
KOPEHHbIX W3MEHEHUN YHKUMIA U CTPYKTYpbl YydpexaeHusi. C rocyaapCTBEHHbIM
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apXvBOM HOMEHKNAaTypa AeN COrnacoBbIBAETCS HE pexe O4HOro pasa B 5 neT, ecnu He
ObINO KOPEHHBIX U3MEHEHWI B (DYHKLNSIX U CTPYKTYPE YUYpPEeXXaAeHUs.

60. KnaccudukauuoHHbIMM  deneHvsMn  (pasgenamm M nogpasgenamm)
HOMEHKNaTypbl Aen MOryT ObiTb Kak BHYTPEHHWEe nogpasgerieHusi opraHu3aumMoOHHON
CTPYKTYPbl yypexaeHusi, Tak W ynpasfieH4Yeckme QYHKUMM UM HanpaslieHus
AEATENbHOCTN yupexaeHus. B yypexaeHusax C HespKO BbIPaXEHHOW CTPYKTYpou
NnpUMeHsieTCca Banosas Hymepauus gen.

HanmeHoBaHMA  CTPYKTYpHbIX  nogpasgeneHvi B HOMEHknatype  gen
pacnonaraioTca B COOTBETCTBMM CO LITATHbIM pacnMcCaHnMeM W Kaxaomy M3 HUX
NpPUCBaMBalOTCA YCNOBHble UMdpoBble 0003HayeHust (MHAEKCbI). B KOHUe Kaxaoro
pasgena ocTaBNATCS pe3epBHble HOMepPa.

61. B HOMeHKNnaTypy OOMKHbl ObITb BKMNHOYEHbI BCE 3arofioBKU e, oTpaxawowme
BCE [OOKYMEHTUpyemble y4vacTkum paboTbl yypexgeHus. He BknwovawTca B
HOMEHKNnaTypy JAen nevaTtHble wu3gaHus, COOPHUKM MNOCTaHOBMEHWUW, 6poLutopsl,
CMpPaBOYHUKUN, MHOPMALMNOHHBIE NTNCTKK, BronneTeHn, pedepaTnBHbIE XypHarbl.

62. HomeHknatypa gen coctaensietca no cgopme (npunoxexHne 23). B rpade 1
HOMEHKNaTypbl el NPOCTaBNATCA WHOEKCbl KaXOoro Aena, BKIAKYEHHOrO B
HOMeHKNaTypy. WMHOoekc gena coctouT u3 umdpoBoro 0603HAYEHUSA CTPYKTYPHOro
nogpasgeneHus M MnopsiakoBOro HOMepa 3arofioBka feria no HOMeHkKrnatype B
npegenax CTPYKTypHoro nogpasgeneHus. MHaoekcbl gen obosHavarTca apabckumm
undgpamn. Hanpumep: 05-12, rae 05 - obo3HayveHne CTPYKTYpHOro nogpasgenenus, 12
- NOPSAKOBbLI HOMEP 3arofioBka Aena no HoOMeHKnaTtype.

B rpadyy 2 HoMeHknaTypbl Aen BKAYaTCs 3aronoBky e (ToMoB, YacTen).

3aronoBok gena AomkeH 4eTko, B 0006LLeHHON dopme oTpaxaTb OCHOBHOE
coaepkaHue n cocTaB AOKYMEHTOB Aena.

He ponyckaetcs ynoTpebneHne B 3arofioBke Aena HEeKOHKPeTHbIX hOpMyIMpOBOK
("pasHble wmaTepuansl”, "obwas nepenucka"), a TaKkKe COKpalleHHbIX CroB W
COKpaLLEHHbIX HAaMEHOBaHUMA.

3aronoBok [gena COCTOMT W3 3fEeMeHTOB, pacrnofiaraembix B criegylolen
nocnenoBaTeNbHOCTU: Ha3BaHMe Buaa Aena (nepenucka, XXypHar) unv pasHoBUAHOCTM
AOKYMEHTOB (MPOTOKONbI, MNpPWUKasbl); Ha3BaHWE Y4dpexaeHus, KoTopomy OyayT
agpecoBaHbl MIM  OT  KOTOpOro OyayT nomnyyeHbl [OOKYMEHTbl (agpecat wnu
KOppPEeCnoHAEHT [OOKYMEHTa); KpaTkoe coepXaHue [OKYMEHTOB [ena; Ha3BaHue
MECTHOCTU (TEPPUTOPUN), C KOTOPOW CBSI3AHO COAEpP)KaHME OOKYMEHToB gena (npwu
HeobxoammocTn); gata (nepuog), K KOTOPOW OTHOCATCA AOKYMEHTbl gena (npwu
HeobxoamMmocTh).

B 3aronoBkax gen, cogepalinx AOKYMEHTbl Mo OAHOMY BOMPOCY, HO HE CBSI3aHHbIX
nocnenoBaTeNbHOCTLIO MCMOMHEHUS, B kayecTBe BuAa Aena ynoTpebnsietcs TepMUH
"NOKYMEHTbI", @ B KOHLIE 3arofioBka B CKOOKax yKa3sblBatOTCsl OCHOBHbIE PasHOBUOHOCTU
[OKYMEHTOB, KOTOpble [AOMKHbl ObiTb CrpynnupoBaHbl B Aene (nnaHbl, CrUCKW,
aoknaabl). Hanpumep: [JOKyMeHTbl O NPOBEAEHUN CEMUHAPOB, KOH(EPEHUUIA (NnaHbl,
CNWCKKM, Aoknaapbl, MHpopmaumm).

B 3aronoskax fAen, coaepxalimx nepernvcky, yKasblBaeTcsl, C KeM U Mo Kakomy
BOMPOCY OHa BedeTcs.

B 3aronoBkax Aen, cogepxkallimx nepenucky ¢ oAHOPOAHbIMU KOppecrnoHaeHTamu,
nocrneaHue He ykasblBaloTCs, a ykasbiBaeTcs Ux obliee BMOOBOe Ha3BaHue. Hanpumep:
Mepenncka ¢ apXMBHBIMU YYPEXAEHUSIMUA O ...
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B 3aronoBkax gen, cogep)kalimx nepenncky ¢ pasHopoAHbIMU KOPPECTNOHAEHTaMM,
nocrnegHue He nepeudncnstoTcsa. Hanpumep: MNepenucka o HarpaxaoeHun pabGoTHMKOB,
MPUCBOEHUN NMOYETHBIX 3BAHUIA.

B 3aronoeke pgena ykasblBaeTCA KOHKPETHbIN KOPPECMNOHAEHT, ecrniv nepenucka
BegeTcs Tonbko € HuM. Hanpumep: [lepenucka ¢ [ocygapCTBEHHOW HanoroBow
cnyxéomn o ....

Ecnu copepxaHue gena kKacaeTcss HEeCKOSIbKMX OAHOPOAHLIX agMWHUCTPaTUBHO-
TeppuTopuanbHbIX €4uHUL, B 3arofioBke Jerfia He YKasblBalTCA WX KOHKPETHble
Ha3BaHWs, a ykasbiBaeTcs ux obuiee BuMaoBoe HasBaHue. Hanpumep: lNMepenucka c
rmaBamMu rocygapCTBEHHbIX agMUHUCTpaUnin obnacrtem o ...

Ecnu cogepxaHne pgena kKacaetcsi O4HOWM aaMUHUCTPATUBHO-TEPPUTOPUASIbLHOM
eanHNUbI, ee HasBaHWe YykasblBaeTcs B 3aronioBke gena. Hanpumep: lNMepenucka c
Mapuen ropoga bulukek o ....

B 3aronoBkax pfen, cogepxawux MMAaHOBYK WM OTYETHYD [OKYMEHTaLMIo,
yKkasblBaeTca nepwop (kBapTan, rof) Ha (3a) KOTOpbIM COCTaBrfeHbl nnaHbl (OTYETHI).
Hanpumep: NogoBble nnaHbl OMHAHCOBbLIX MEPOTNPUATUN.

Ecnn peno 6yget COCTOATb M3 HECKONbKMX TOMOB UMW YacTen, TO COCTaBrisieTca
obwmn 3aronoBOK fena, a 3aTeM npuM HeobBXoOUMOCTM COCTaBNSAKTCS 3arosfiOBKU
Kaxxgoro Toma (4actu), yTOYHALWMe cogepxaHme 3arosioBka gena.

3aronoBoK MPUNOXeHUs K Aeny, cOopMUPOBAHHOIO B OTAENbHbLIA TOM, AOMXKEH
COOTBETCTBOBATb 3arofioBKy, MOMELLEHHOrO B 3TOT TOM JOKYMEHTA.

MopsOok pacrnonoXeHUs 3arofioBKOB Aenl BHYTPM pasfdenoB M Noapasnenos
HOMEHKNaTypbl Aen onpeaenseTcs CTerneHbl BaXKHOCTU AOKYMEHTOB, COCTaBMISIOLNX
aena, U UX B3auMMOCBS3bl. B Hauyane pacnonaratloTcs 3aronioBku Aen, coaepkKallmx
OP[.

3aronoBku 4en MoryT YTOYHATLCA B NpoLiecce OpMUPOBaHNS U 0POPMIeHUs aern.
Mpada 3 HOMeHKNaTypbl Aen 3anonHAeTCA Mo OKOHYaHWUKM KaneHaapHoro roaa.

B rpade 4 ykasblBalOTCA CPOK XpaHEHUs gena, HoMepa crtaTeun rno nepeyvHto, a npu
€ro OTCYTCTBUM - MO TUNOBOW UNN NPUMEPHON HOMEHKNAType AeN UMK CornacoBaHHbIN
c LleHTpanbHOM 3KCNEPTHO-NPOBEPOYHON KOMWUCCUEN pecnybnukaHCKOro opraHa
yrnpaBneHns apxmBHbIM OErOM CPOK XpaHEHWS.

B rpade 5 "lNMpumevanme" mMoXeT ykasblBaTbCA Ha3BaHWe nepeyvyHen LOKYMEHTOB,
MCMOMb30BaHHbIX NPW OnNpeaeneHnn CPOKOB XpaHEeHUs Aesl, NPOCTaBnAsalTCa OTMETKM O
3aBeZieHUN fen, 0 nepexoasawmx aenax, 0 BblAeneHnn en K YHUYTOXEHUIO, O nuuax,
OTBETCTBEHHbIX 3a (popmupoBaHue Aen, O nepefade Aen B OpYyroe CTPYKTypHoe
nogpasgeneHue.

63. B TeyeHue roga B YyTBEPXXAEHHYIO HOMEHKINaTypy AeJy1 BHOCATCA CBedEHUA O
3aBegeHun gen, o BKNKYeHUN HOBbIX aen. 1o okoHYaHuM roga B KOoHLUe HOMEHKNAaTypbl
aen genaeTca ntoroeasd 3anncb 0 Konmn4decTtee 3aBedeHHbIX el (TOMOB).

§7. dopmumpoBaHue gen

64. (DOpMI/IpOBaHVIe aen - 31O rpynnmpoBka MCNOJIHEHHbIX OOKYMEHTOB B [€Jla B
COOTBETCTBUN C HOMeHKJ'IaTypOVI aen n cncrematndauna JOKyMEeHTOB BHYTPU Aerna.
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NcnonHeHHble U 3aKOHYEHHble [OEenonpPoVM3BOACTBOM OOKYMEHTbI AOMKHbl B 10-
[HEBHbIA CPOK CAaBaTbCs MWCMOSMHUTENEM, B 3aBUCUMOCTM OT MPUHSITOW CUCTEMbI
BeOeHMs  OenonpousBOACTBa, B cnyxOy genonpoussoacTBa wnv  nvuam,
OTBETCTBEHHbIM 3a Be[leHNe OeNonpon3BOACTBA B CTPYKTYPHbLIX NogpasfaeneHnsx, ans
dopmMupoBaHusa nx B aena. Homep gena, B KoTopoe AOSXeH BbiTb NOALUMT JOKYMEHT,
onpenensieT pykoBOAUTENb CTPYKTYPHOrO MoApasfeneHvns WM UCTONHUTENb B
COOTBETCTBUM C HOMEHKNATYpPOW Aer.

KoHTponb 3a npaBusibHbIM (POpMUMpPOBaHMEM [AeNT OCYLEeCTBNSAEeTCs CryKoon
AEenonpon3BoACTBa.

65. B oena noawmBatoTCst TONbKO MCMOSTHEHHbIE JOKYMEHTbI, HA KOTOPbIX 3anoSIHEH
PEKBM3UT 06 WCMONMHEHMM [OOKYMeHTa W HanpaeneHunm ero B geno. Jivuo,
OTBETCTBEHHOE 3a (POPMMPOBaHUE Aen, NPUHMMAsA OOKYMEHTbI AN NOALUMBKM, OOJIKHO
NpoOBEpPUTb MpPaBUNbHOCTL OMOPMMNEHMS AOKYMEHTOB. Ecnu [OoKyMeHT odopmneH
HenpaBUNbHO UNN HEAOOMOPMIIEH, TO OH BO3BpaLLaeTCs UCTIONHUTENO Ha AopaboTky.
He ponyckaeTcs BkntoYeHue B A€o JOKYMEHTOB, HE OTHOCSLLMXCS K HEMY.

B Oeno pomkHbl rpynnupoBaTbCs OOKYMEHTbl OOHOrO KanengapHoro roga, 3a
NCKINIOYEHNEM MNepexoaswmnx nen (IMyYHbiX gen, OAOKYMEeHTOB BblOOPHbLIX OpraHoB,
AenytaTtckmx rpynn, y4ebHbix 3aBegeHun). CnegyeTt pasgenbHO rpynnupoBaTh B Aena
AOKYMEHTbl MOCTOSAHHOIO M BPEMEHHbIX CPOKOB XpaHeHusi. Kaxgoe [eno OOoSmKHO
cogepxatb He 6onee 250 nuctoB (3-4 cm ToNWMHbI). ECrnin AOKyMeHTOB 6ornbLue, OHU
AensaTcsa Ha Toma.

66. [JokymeHTbl BHYTPW [ena pacrnonaralTcs CBepxy BHU3 B XPOHOSIOMMYECKOW,
BOMPOCHO-JIOrMYeCKOM NocreaoBaTelbHOCTU UM UX COYeTaHUM.

PacnopsgutenbHble AOKYMEHTbI FPYNnUpPYOTCs B Aena Nno BuaamMm U XpPOHONOrMn C
OTHOCALLMMUCA K HUM NpunoxeHnamun. pukasbl MO0 OCHOBHOW (NPOW3BOACTBEHHOW)
AEATENBHOCTM U NIMYHOMY COCTaBy (DOPMUPYHOTCSA OTAENBHO.

Bce QOKYMEHTbl OTYETHOrO U MHPOPMALIMOHHOIO XapakTepa MO UCMOSIHEHUIO akTa
opraHa rocygapCTBEHHOW BIACTW, HaXOASLWErocsi Ha KOHTpone, noAwmBalTCcs B
3aBegeHHOe Ha 3TOT akT geno. Ecnu Ha akT geno He 3aBoauMSioCb, TO OTYETHbIE
AOKYMEHTbI MOALUMBAKOTCA B AEN0 MNEPENUCKM MOCTOSAHHOINO CpoKa XpaHeHus 3a
TEeKyLLNA rof,.

MoNOXeHUs, VHCTPYKUUWN, YTBEPXOEHHble pacnopsauTerbHbiMU  OOKYMEeHTaMu,
ABMSOTCS NPUIOXKEHUSIMU K HAM U TPYMNUPYIOTCS BMECTE C yKa3aHHbIMU JOKYMEHTaMMW.

[loKyMeHTbI KonnernanbHbIX OpraHoB rPyNNMPYTCA B OAHO Aeno (NPOTOKOMbl U
peLleHnsi, JOKYMEHTbl K 3acefaHusiM, NoBecTKa AHS, CMpaBKW, 3aKMYeHusl, NpoeKThbl
peLleHnn).

MpoToKonbl pacrnonaralTcs B Aerie B NPsSIMOM XPOHOMOrMYECKOM Mopsiake U no
HoMepam. HymepytoTcs B npegenax kanengapHoro roga. [JOoKyMeHTbl K 3acegaHusiv
CUCTEMATU3NPYIOTCA MO HOMEepaM MPOTOKOMOB 3acedaHuii U nodlimBaloTcs Bcrnen 3a
NMPOTOKOSIOM.

MpoToKONbl BbIOOPHBLIX OPraHOB M OOLWECTBEHHbIX OpraHuM3auui HyMepykTcs B
npegenax cpoka, Ha KoTopbi n3bpaH AaHHbIM OOLLECTBEHHbIN OpraH.

[OKyMeHTbI B NMNUYHbIX Aenax pacnonaratTcsa no Mepe Ux NoCTynneHna: 3asBreHme
0 npueme Ha paboTy, NMCTOK MO Yy4eTy KagpoB, aBTobuorpaus, AOKYMEHTbl 06
obpasoBaHun, XapaKTepucTuka, pestoMe, BbIMUCKA U3 MPUKA30B O Ha3HaYeHuw,
nepemMeLLeHnn, yBorbHEHUN, OOMOMNHEHNEe K NMUYHOMY JIUCTKY, AOMOSIHEHME K JIMYHOMY
aeny no ydeTy NooLpeHni.
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MpeanoxeHusi, 3asBrneHns 1 xanobbl rpaxaaH no Bonpocam paboTbl yuYpexxaeHun un
BCE AOKYMEHTbl MO WX PACCMOTPEHMIO U WUCMOSMHEHMIO TPYMNNUPYIOTCA OTAENbHO OT
3asiBNEHUIN rpaxxaaH no fMyHbIM BONpocam.

Mepenucka rpynnupyeTcst 3a Nnepvog KarneH4apHoro roga u cuctemaTusnpyeTcs B
XPOHOSOrMYeckon  nocrnefoBaTenbHOCTM,  OOKYMEHT-OTBET  MNOMelaeTcs  3a
[IOKYMEHTOM-3anpocoM. B 3aBMCMMOCTM OT cneumdukn OesTenbHOCTU yupexaeHust
nepenucka MoXxeT rpynnmMpoBaTbCs 3a y4eOHbIN rofl, CPOK CO3biBa BbIGOPHbLIX OPraHoB.

I'IepenMCKa C npaBuTesibCTBEHHbIMU N BbILLWECTOALWLMMU YHpEeXOAEeHNAMN BeOeTCAd
oTAENIbHO U Mpn Heob6xoanMocTu rpynnmpyeTtca no KOHKpEeTHbIM BOMpPOCaM.

[MnaHbl, OTYeTbl, CMETbl, LWTaTHbIE pacnncaHna rpynnmpyroTca OTAaesibHO OT
NPOEKTOB 3TUX OOKYMEHTOB U (*)OpMVIp)/lOTCFI B AeJla Toro roga, Ha KOTOprI7I nin 3a
KOTOprVI OHUN COCTaBJ1€Hbl, HE3AaBUCUMO OT AaT COCTaBJIEHNA N YTBEPXOEHUA.

§8. Odhopmnenune gen

67. [Hena y4dpexgeHna nognexar OQOPMIIEHUIO NpU WX 3aBedeHuM U Mo
3aBeplweHmn roga. OdopmneHve pena - 3TO MOArOTOBKA [Jena K XpaHEeHuto.
OdopmneHne pgen nposoantcs paboTHuMKamu cnyxbbl  Oenonpou3BoacTBa MU
COOTBETCTBYIOLUNX CTPYKTYPHbIX MNOApasaeneHnin, B 00513aHHOCTb KOTOPbIX BXOAUT
3aBegeHne u opMmmpoBaHue Aen, nNpu MeToaMYecKOM MOMOLUM W NOoL KOHTpOorieM
apxvBa y4pexaeHus, a npm HeobxoaMMOCTU - N COOTBETCTBYHOLLErO rOCy4apCTBEHHOMO
apxvBa.

B 3aBMCUMMOCTM OT CpPOKOB XpaHEHWA MPOBOAUTCSA MOSIHOE WK  YaCTUYHOEe
ochopmneHne gen. MNMonHomy ohopmreHnto noanexart gena NoCTOAHHOro, BPEMEHHOIo
(ceBblwe 10 neT) xpaHeHUs U MO JNIMMHOMY cocTaBy. [lonHoe odhopmnieHve fena
npeaycMmaTpuBaer:

- HyMepauuio NICTOB B Aere;

- COCTaBMNeHne BHYTPEHHEN Onncy;

- coCTaBreHue 3aBepuTenbHON Haanucu aena;

- NOALUMBKY 1 NepenneT Aena;

- BHECEHWE U3MEHEHWIA B PEKBU3UTLI OOMOXKKN Aena.

[ena BpemeHHOro cpoka (o 10 neT BKKOUYMTENBHO) XpaHeHus noanexar
YacTUYHOMY OCPOPMITIEHNIO:

- [lena JonyckaeTcs XpaHuUTb B CKOpOCLUMBATENAX;

- He NPOBOAMUTCSA NepecucTeMaTn3aLnsa JOKYMEHTOB B Aere;
- HEe HYMepYyTCs NUCTLI Aena;

- HE COCTaBINATCA 3aBepuUTErnbHble HaAMUCH.

68. Hymepauuss nuctoB npoBOAUTCS B LENAX obecneyeHus COXPaHHOCTUM WU
3aKpenneHnsa nopsigka pacnonoXeHUs AOKYMEHTOB, BKMIOYEHHbIX B Aeno. Bce nucthl,
KpOME ITMCTOB 3aBEPUTENbHOM HAaAMUCU N BHYTPEHHEN OMUCK, HYMEPYHOTCA apabckumu
undpammn BanoBoW Hymepaumen B MNpaBOM BepxHEM Yrry, He 3ageBasi TeKkcTa
AOKYMEHTOB, MPOCTbIM KapaH4alloM Uin HyMepaTopOM.
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NucTbl gen, COCTOSILMX M3 HECKONbKMX TOMOB WIIM 4YacTel, HyMepylTcsi Mo
Ka)gomy TOMY MIM YacTu oTaenbHo. JInct 6onblioro doopmarta, noAwnBaeTcs 3a OAuH
Kpan 1 HymepyeTCcsi Kak OaWH NIUCT B NPaBOM BepXHeM yriy. [lokyMeHTbl ¢ COGCTBEHHOM
HymMepauuen IMCTOB, B TOM YuCrie NevaTHble U3fgaHns, HymepytoTcsl B obLiem nopsigke.

doTorpacun, YepTexu, auarpaMmmbl U Apyrue UNNCTpaTUBHbIE U cneunduyeckmne
[OKYMEHTbI, NPEeACTaBMsiiolLME CaMOCTOSTENbHBIN NUCT B Aene, HyMepykTcs Ha
060pOTHON CTOPOHE B JIEBOM BEPXHEM YTIY.

MoawunTble B AeN0 KOHBEPTbI C BIIOXEHUSIMU HYMEPYHOTCS criegylolwmmMm obpasom:
CcHayana KoHBepT, a 3aTeM o4epeaHbIM HOMEPOM KaxKaoe BIOXKEHUE B KOHBEPTE.

MpunoxeHnss K Jeny, MNOCTyNuBWIKME B nepenneTe, OQOPMINOTCA  Kak
CaMOCTOSITENbHbIN TOM U HYMEPYIOTCS OTAENbHO.

BHyTpeHHHH Oonncb gera CoCTaBIideTCA npu HeoOXoANMOCTHU, Ha OTAENbHOM NUCTE.
JInctol BHyTpEHHGVI Onncum HyMepyrTCd OTAESbHO.

69. [locne 3aBeplleHMss Hymepauum JUCTOB COCTaBrsIeTCs 3aBepuTeribHas
HagnucCb, KOoTopasi pacnosiaraetca B KOHUe Aena (npunoxeHue 24). 3aBeputesibHas
HagnNucb CcocTaBnsieTca B [fene Ha OTAeNbHOM nucTe-3aBeputene pena. B
3aBepuTenbHOM Hagnucn uudpamm 1 NPONUCBID YKasblBalOTCA KOSIMYECTBO SICTOB B
AAHHOM [erne, KONMUYeCTBO JIUCTOB BHYTPEHHEW Onucu, OCOBEHHOCTM OTAENbHbIX
AOKYMEHTOB (YepTexu, boTorpadun, pUCyHKn).

3aBep|/|Teanaﬂ Hagnnmcb noAarnncbiBaeTtcA €€ CcocCcTtaButesieMm, C YKa3aHuem
paCUJI/I(prBKVI noanncun, OoJMKHOCTU U OaTbl COCTaBI1€HNUA.

70. [lokymeHTbI, CcOoCTaBnsoLwmne eno, NnoawmealTca Ha 3-4 npokona B TBepAOyHo
0BnoXKy nnu nepensieTarTcsa C y4eTOM BO3MOXHOCTU CBOBOHOroO YTEHUSI TEKCTA BCEX
AokymeHToB. [lpM noarotoBke pOen K nMoawuvBke (nepenneTy) MeTannmyeckme
ckpenneHunsa (bynaeku, CKpenku) 3 JOKYMEHTOB yAansoTCA.

71. Ha obnoxke gena (npunoxeHune 25) ykasblBatoTcs:

- HAaMMEHOBaHWe rocyaapCTBEHHOIO apxmBa;

- HAMEHOBaHWE YUYpeXaeHUs U CTPYKTYPHOro noapasaeneHus;
- Ne pena;

- Ne Toma;

- 3aronoBoK Aena;

- paTa;

- KONIMYECTBO NINCTOB;

- CPOK XpaHeHus;

- apPXMBHbLIN LWLINP.

YKkasblBaeTcs HasBaHMe TOro rOoCydapCTBEHHOro apxvmea, B KOTOpbIM OyayT
nepenaBaTbCs Aena Ha XpaHeHue.

HanmeHoBaHue yypexgeHna yka3biBaeTcAa MNOJIHOCTbIO, B MMEHUTEJIbHOM Naaexe.
Ecnn yypexneHmne mnmeet ocbmu,maano NPUHATOE COKpaLleHHOe HaumMmeHOBaHune, TO
OHO YKa3blBaeTCA B ckobkax nocrne nosiHoro HaMMeHoOBaHUS.

3aronoBok gena Ha obnoxke NnepeHOoCUTCA U3 HOMEHKIaTypbl Aen y4pexaeHu4d.

[ata Ha obnoxke OOfMKHA COOTBETCTBOBATb rOAY 3aBeAEeHMS M OKOHYaHus gena.
OHa odopmnseTcs cnoBecHO-UMGPOBbLIM cnocobom. [latonm pgen, cogepxawmx
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pacnopaauTenbHy0 OOKYMEHTauuilo, SBMAKTCHA KpavHue [[aTbl AOKYMEHTOB fena
(4ncno, mecsau, rog) permctpauumn (CoctaBneHusl) Camoro paHHero n camoro no3gHero
AOKYMEHTOB, BKMOYEHHbIX B Aeno. [laTton gena, cogepallero npoToKosbl 3acegaHni,
ABNAOTCA AaTbl COCTABNEHUS NepBOro 1 nocrnegHero npoTokona. [Jaton nuyHoro gena
ABNAOTCA AaTbl NOANMCAHUS NPUKA30B O NPMEME U YBOMbHEHUN N1, HA KOTOPOE OHO
3aBefeHo.

KonnuyecTtBo nNucToB B Aene npocTaBnsieTca Ha obnoxke gena B COOTBETCTBUM C
3aBepuUTenbHON HaAMNUCKIO.

PekBnanT "Cpok XxpaHeHus gena" nepeHocUTcA Ha OOnoOXKy gena M3
COOTBETCTBYIOLLEN HOMeHKNaTypbl Aen. Ha genax NOCTOAHHOrO XpaHEeHWsa MNULLETCS:
"XpaHuUTb NOCTOAHHO".

ApxuBHbIN WGP gena (CocTouT M3 Homepa oHLa, HoMepa onucKM U Homepa gena
no onucu) Ha obnoxkax Aernl NpoCTaBnseTca KapaHAaloM, a nocre yTBepXOeHus
onuncen SINMMK cooTBETCTBYHOLLEINO rOCYyAapCTBEHHOIO apxuea - YepHUNamMmu.

72. o OKOHYaHWMM roda B HaOnNMCb Ha OOMOXKax [Aen MOCTOSIHHOro MU
[IONTOBPEMEHHOIO  XpPaHEHWs1 BHOCATCS YTOYHEHWUSs:: MPOBEpsieTCs COOTBETCTBUE
3arofioBKOB AeN1 Ha 06NoXKe coaepXaHWU NOALWNUTLIX OOKYMEHTOB. B HeobGxoanmbix
Criydasix B 3arofloBOK [Jefnia BHOCSTCA OOMOSIHWUTENbHblEe CBeAeHus (MpocTaBnsoTcs
HOMepa NPUKa3oB, MPOTOKOSIOB).

Mpwn M3MEHEHUN HAMMEHOBAHWS yYpeXaeHUs B Te4YeHne nepuoaa, oxsaTbiIBAeMOro
[OKyMEHTaMW fena, Ha obroXke AONUCLIBAOTCH HOBblE HAVMMEHOBAHUS YyYpeXxOeHus!
UNn yYpexaeHns-npeeMHmka, a npexxHee 3aknioyaeTcsi B CKOOKM.

§9. OpraHusaumsi onepaTMBHOIO XpaHeHUs1 AOKYMEHTOB

73. C MOMeHTa 3aBefieHVs 1 [0 Nnepeaayn B apxvB yYpexaeHusa aena xpaHarcs no
MeCTY UX (DOPMMPOBaHUSA. PyKoBOAMTENM CTPYKTYPHbIX NoapasneneHunii  CoTpyaHUKM,
oTBevawllMe 3a [OenonpousBoACTBO, 00s3aHbl obecrneynMBaTb  COXPAHHOCTb
[OKYMEHTOB 1 Aen.

B uenax noBblleHMs onepaTtMBHOMO Noucka OOKYMEHTOB [ena pacnonarailTcs B
WKadcax B COOTBETCTBUM C HOMEHKNaTypon gen. HomeHknaTtypa gen unuv Bbinucka u3a
Hee noMeLlaeTcs Ha BHYTPEeHHEen CTOopoHe wkada. Ha kopewkax obnoxek gen
yKa3blBalTCA MHOEKCHI MO HOMEHKaType gen.

3aBepLUeHHble gena MOCTOSAHHOro M AonroBpemMeHHoro (csbiwe 10 neT) Cpokos
XPaHEHUs1 XpaHATCS No MecTy nx bopmMmpoBaHus He Bbonee Tpex neT, a 3aTeM caatTcs
B apX1B yYpexaeHus.

74. Bblgaya pgen gpyrum  nogpasfernieHusM  nNpousBOaUTCA € paspelueHusd
pykoBoauTens Cnyx6bl [enonpousBoCcTBa. Bbigava aen COTPYAHUKaM
nogpasgeneHun ans paboTtbl OCyLLEeCTBNAETCS NO4 pacnucKy B crneunanbHOM XypHane.
[ena BblgalTCs BO BPEMEHHOE MOMb30BaHME  COTPYAHWKAM  CTPYKTYPHbIX
nogpasgeneHun Ha cpok He Bonee ogHoro mecsua. llocne ucteyeHus ykasaHHOro
CpOKa Aerno A0MKHO ObITb BO3BPALLEHO HA MECTO €ro XpaHEHMs.

CTOPOHHUM y4YpexaeHusiIM [ena BbldalTcs Ha OCHOBAHMM WX MUCbMEHHbIX
3arnpoCcoB C paspellueHUst PYKOBOAUTENSA YYPEXOEHUS UMM  ero 3amecTuTens,
Kypupylowero crnyxoy nenonpousBoAcTBa, no aktam. N3bsaTue AOKYMEHTOB M3 Aen
NOCTOSIHHOrO XpaHeHWsi He JomnycKaeTcsl.
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§10. NoaroToBka AOKYMEHTOB K Nepeayve B apxXuB yuYpexaeHuns

75. MNogroTtoBka OOKYMEHTOB K nepefade B apxvB yYpexneHusi BKNYaeT B cebs
npoBegeHne 3KCnepTU3bl LLEHHOCTU JOKYMEHTOB, COCTaBrieHne 1 opopMsieHne onvcen
aen, opopmrieHne akta 06 YHUUTOXEHUN JOKYMEHTOB U Aern.

76. OKcnepTM3a LEHHOCTM LOKYMEHTOB - 3TO OnpeaeneHne LeHHOCTU JOKYMEHTOB B
Liensx YCTaHOBIEHMS UX CPOKOB XpaHEeHMs U 0TOopa Ans ganbHenwero xpaHeHusi. OHa
NPOBOAMTCA Ha OCHOBE TMMOBOIO W BEOOMCTBEHHbIX MNepevyHen [OOKYMEHTOB C
yKasaHWeM CPOKOB XpaHEeHWs1 1 HOMEHKaTyp gern.

[nsa opraHu3saumm n NpoBedeHUs IKCMepPTU3bl LLEHHOCTU OOKYMEHTOB M OTOopa ux
ANs nepefayn Ha rocyfapCTBEHHOE XpaHeHue, a TakkKe KOHTPONs W oKasaHud
METOAMYECKON MMOMOLWM B MPOBEAEHUMM SKCMEepPTU3bl LEHHOCTU [JOKYMEHTOB B
yypexgeHuax oTpacnn (CUCTeMbl) CO34alTCA NMOCTOAHHO AENCTBYOLWME LieHTparbHble
akcnepTHble komuceun (LISK).

B ocTanbHbIX Yy4YpexaeHUsIX IKCcrnepTu3a LIEHHOCTU [OOKYMEHTOB, oTbop ux Ans
XPaHEHUS OCYLLECTBIIAOTCA MOCTOSIHHO AENCTBYHOLUMMM SKCMEPTHBIMU KOMUCCUSIMU
(3K).

LU3K (BOK) vyupexgeHus aBnsieTcss coBellaTeflbHbIM opraHoMm, paboTaeT B
NOCTOSIHHOM KoHTakTe ¢ OIMK cooTBeTCTBYKOLWEro rocy4apCTBEHHOIO apxvBa W
nosly4yaeT OT Hee HeobXxoanMble OpraHN3auUoOHHO-MEeTOaNYECKME YKa3aHNS.

®dyHkumn 1 npaea LOK (OK), a Ttakke opraHusaums ee paboTbl onpenensawtTcs
NONOXEHNEM, YTBEPXKOAEMbIM PYKOBOOAMTENEM Y4YpPEXAEHUSI MO COrfacoBaHUIO C
COOTBETCTBYOLLMM rOCyAapCTBEHHBIM apXMBOM.

OcHoBHbIMU dyHKUMAMU LISK (3K) yupexaeHusa ansaoTca:
- OpraHmn3aums exerogHoro otbopa JOKYMEHTOB A8 XPaHEeHUS;

- paccMOTpeHune roAOoBbIX pa3nenoB onucer Aen NOCTOSIHHOMO XpaHeHUsl, onvcen
[ilen BpeMeHHOro xpaHeHus (cebiwe 10 neT), B TOM YKCre 1 Mo IMYHOMY COCTaBy, akTOB
O BbIOEMNEHUN K YHUYTOXEHWUIO OOKYMEHTOB W Aef, He noanexawmx AanbHenwemy
XPaHEHMWIO;

- yyactme B NOArOTOBKE M PACCMOTPEHUN MPOEKTOB HOPMATMBHbLIX OOKYMEHTOB U
MeToaMyecknx  paspaboToKk MO  BOMpocam  OpraHvM3auum  OOKYMEHTOB B
AENONPOUN3BOACTBE M PaboThl apXMBOB yupexaeHUn (HOMeHKNaTyp Aen, NonoXxeHun ob
OK 1 apxuBe y4ypexaeHun);

- MeToaMYeckoe  PYKOBOACTBO W KOHTpoOfb 3a  JesTenbHocTbio 9K
NOABEAOMCTBEHHbIX YYPEXAEHWIA.

B cBoen pabote LIGK (BK) yupexaeHuss pykoBogcTByeTcsi 3akoHOM Kbiprbi3cKkom
Pecnybnukn "O HaumoHanbHOM apxuBHOM coHae Kbiprbisckon Pecnybnuku",
yKa3aHUAMMU M pekoMeHAaumsiMm pecnybrMKaHCKOro opraHa ynpaBneHWs apXMBHbIM
AEeNOM 1 NOABESOMCTBEHHbIX MY FOCYAapCTBEHHbIX apXMBOB.

OKcnepTHasi KOMUCCUSA CO34aeTCsa NPUMKA3oM PYKOBOAMTENS yYpeXaAeHUss U3 yucna
Hanbonee KBanNnMULUMPOBaHHbLIX PabOTHMKOB, B KONIMYECTBE HE MEHEE TPEX YernoBek. B
coctaB OK B ob6sa3aTtenbHOM nopsigke BKIIOYAETCs 3aBeayloLnii apXMBOM UMK NMLO,
OTBETCTBEHHOEe 3a apxumB, a B coctaB LIOK - npegcraButens COOTBETCTBYHOLLEINO
rocyaapCTBEHHOIo apxmBa.

37



Mpepcepatenem LOK (3K) yypexpgeHus HasHayaeTcd OOMH W3 PyKOBOOALLMX
pabOTHUKOB.

LU3K (BK) yupexgeHua paboTaeT B COOTBETCTBMM C MfaHOM paboTbl,
yTBEPXXAaeMbIM pyKoBOAUTENEM yuYpexaeHus. 3acepaHus KOMUCCUn
NPOTOKOSNMPYHOTCA.

QkcnepTnsa LEHHOCTU AOKYMEHTOB MPOBOAUTCS B AENOMNPOU3BOACTBE M B apxvBe
yypexaeHus.

JKcnepTu3a LEeHHOCTM AOKYMEHTOB B 4eNONpPOn3BOACTBE AOIKHA OCYLLEeCTBNATHCA
exerogHo paboTHukamy cnyxbbl AgenonpomssoactBa coBmecTHO ¢ LOK (OK)
yypexaeHus nop HenocpeacTBEeHHbIM PYKOBOACTBOM BEAOMCTBEHHOro apxusa. [lpu
9TOM B CTPYKTYPHbIX NogpasaeneHnsax ocyLLecTBASITCS:

- oTOOp OOKYMEHTOB MOCTOSAHHOIO M BpemeHHoro (cBbiwe 10 neT) xpaHeHus Ans
nepegayv B apxmB yudpexneHus;

- oT6Op OOKYMEHTOB BPEMEHHOro CpoKa XpaHeHws, noanexawux AanbHenliemy
XPaHEHUIO B CTPYKTYPHbIX NOApa3aeneHusix;

- 0TOOP 1 BblAENEHNE K YHUHMTOXEHUIO e, CPOKN XpPaHEHMUST KOTOPbIX UCTEKIN.

Apx1B yypexaeHust (BEOAOMCTBEHHbI apxMB) MNPOBOAUT IKCMEPTU3Y LEHHOCTU
[IOKYMEHTOB Npu 0TO6Ope NX Ha rocyAapCTBEHHOE XpaHeHMe.

B cnyyae obHapyXeHusi HeqocTaum JOKYMEHTOB AOMKHbI OblTb NPUHATLI Mepbl Mo
NX PO3bICKY.

Mo pesynbTaTtam aKCNepTU3bl LEHHOCTN JOKYMEHTOB B YYPEXAEHUN COCTaBIIAIOTCA:
- ONUCK Aen NOCTOAHHOIO CPOKa XpaHEeHUs;

- onucu aen BpeMeHHoro (csblwe 10 neT) xpaHeHus;

- onucuK Aen no M4YHOMYy COCTaBy;

- aKTbl O BblAENEeHUN AOKYMEHTOB K YHUYTOXEHWIO.

77. Ha 3aBepLUeHHble gena NoCTOAHHOro, BpeMeHHOro (cebiwe 10 neT) XxpaHeHns u
Nno JIMMHOMY COCTaBy, MpoLlealine I3KCNepTU3y LEHHOCTWU, COCTaBfISAKOTCA rogoBble
pasgeribl onuncen.

Ob6si3aTenbHbIMM ~ 3NIeMEeHTaMuM  OnuUCKM  Aen  SABMASAKTCA:  TUTYNbHbIA - FIACT
(npunoxeHune 26), npeancnoBme, CNUCOK COKPaLLEHHbIX CNOB (Mpy HEO6X0ANMOCTH).

TUTYNbHBIX  NINCT K OMUWCK COCTaBfisieTCcs Mpu NepBOM nepefade pnen B
rocygapctBeHHbIn apxuB. [pn nocneayrowen nepegadye gen oH OMNOSTHAETCS.

B npegucnoBun kK onucu nanararoTcs:

- UCTOpUS ydpexaeHus, nctopus goHaa;

- COCTaB W coaepKaHne AOKYMEHTOB onucu (poHaa);

- 0COBEHHOCTM (hOPMUPOBAHMS, ONUCAHUA U cucTeMaTmnsauumn gern;
- COCTaB CNpaBO4YHOro annapara K onucu.

MNpwn cocTtasneHun onucy fen cobniogarTca criegylowme TpebosaHuA: Kaxaoe
[eno BHOCUTCSA B OMWUCb NOA CaMOCTOSITENbHbIM NOPSAKOBBIM HOMEPOM (ecnv Aeno
COCTOMUT U3 HECKOMbKNX TOMOB (4YacTen), TO Kaxabli TOM (4aCTb) BHOCUTCS B ONUCh Nog,
camocCTOsTerNbHbIM HOMEPOM); NMOPSAOK HymMepauuu en B ONvCK - BanoBbiv; rpadbl
ONMCK 3anOSHSATCA B TOYHOM COOTBETCTBUM C TEMU CBEAEHUSMU, KOTOPbIE BblHECEHbI
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Ha obBNoXKy Aena; NpyM BHECEHMM B ONUCb MOAPSA HECKOMbKMX Aen C OO4MHAKOBbIMU
3arofioBKamMn MNULLETCA MOSMHOCTBIO 3arofioBOK MNEpBOro Aena, a BCe OcCTalbHble
ogHopoaHble aena obosHavatoTcs cnoBamm "To >xe", Npu 3TOM gpyrme CBeAeHuUs O
Aenax BHOCSATCA B OMUCb MOSTHOCTbIO M HA KaXKOOM HOBOM JINCTE OMWUCWU 3arofioBOK
BOCMPOU3BOAMUTCSH MOMHOCTbLIO; rpada onucuy "npumMmeyaHune” ncnonb3yeTcsa Anst OTMETOK
0 npueme fern, oCOGEHHOCTAX X (PU3NYECKOrO COCTOSHWUS, O mepegadve gen Apyrum
CTPYKTYPHbIM NoApa3faeneHnsiM co CCbISIKOM Ha HEOBXOAMMBIV akT, O HANNYUKN KOMUA.

B KoHLe onucu Bcried 3a nocriegHen onucaTenbHOW cTaTben AernaeTcsa UTorosas
3anMcb, B KOTOPOM YKasblBalOTCA (UMpamMu UM NPOMNUCbK) KOMMYEecTBO Aen,
YUCNALWMXCA NO ONUCK, MNEPBLIN W MOCMeaHUA HOMepa Aen MO OnucKu, a Takke
OoroBapmBaloTCad OCOBEHHOCTM Hymepauum gen B onucu (NMTepHble Homepa U
NponyLeHHbIe HOMepa).

Onncu gen NOCTOSHHONO CpoKa XpaHeHuUst cocTaBnaAwTcsa B 4 ak3emnngpax,
NoANMUCbIBAOTCHA COCTaBUTENEM U NNLOM, OTBETCTBEHHbLIM 3@ apXmB, COrNacoBbIBAlOTCH
c U3K (OK) yupexgeHus. Bce oak3emnngpbl onucu B obA3aTenbHOM nopsiake
npeacraBnaTcss Ha yTtBepxaeHne OIMK cooTBeTCTBYyHOLLErO rocygapCTBEHHOMO
apxuBa (npunoxeHue 27). B TakoMm e nopsigke COCTaBMAKTCH, OPOpPMAATCS U
paccMmaTpuBaloTCs ONUcK Aen no nNM4yHoMy coctaBy (NpunoxeHune 28).

Onucn Ha gena BpeMeHHoro cpoka xpaHeHus (csbiwe 10 neT) (kpome onucen gen
Nno SIMYHOMY COCTaBY) COCTaBMATCA B 2 ak3emnnspax (npunoxexHune 29). Onucn Ha
PacCMOTPEHNE apXMBHbIX YYpPEXAeHU He HanpaBnsawTCS.

78. OTOOP OOKYMEHTOB M AENT K YHUUTOXEHMIO O0QOPMISETCS akTOM (NPUIOXeHne
30). AkTbl paccmaTpuBatoTca OK yypexgeHus, noanucbiBaloTcs npegcenartenem n ee
yYfeHaMn n yTBEPXOAKTCA PYKOBOACTBOM YYPEXAEHUA TOSMbKO MOCREe YTBEPXKOAEHUS
COOTBETCTBYHOLMM rOCy4apCTBEHHbIM apXMBOM OMNUCEN [en MNOCTOSIHHOro Ccpoka
XpaHeHusi. Tonbko Mocne 3TOoro Yy4vpexnaeHue WUMEET MNpaBO YHUHMTOXUTb Aena,
BKITOYEHHbIE B JaHHble aKTbl, B COOTBETCTBMM C YCTAHOBMEHHBIM MOPSAKOM.

§11. Nopsgok nepegadm apxmBoM yuYpexXaeHUsa JOKYMEHTOB Ha rocyJapCTBEHHOE
XpaHeHune

79. [okymeHTbl HaumoHanbHOro apxuBHoro d¢oHga Kbipreidackon Pecnybnuvku
nepefaroTca Ha rocy4apCTBEHHOE XpaHEeHWe MO UCTeYeHUU NpefenbHbIX CPOKOB WX
XpaHeHUss B BEOOMCTBEHHbIX apxmBax, YCTAHOBIEHHbIX 3akOHOM KbIprbi3cKkom
Pecny6bnuku "O HaunoHaneHoM apxmBHOM doHae Kbiprbidckon Pecnybnunkn':

- AN OKYMEHTOB y4pexaeHun pecnybrnmkaHCKoro 3HaveHus - 15 ner;

- ANs AOKYMEHTOB yYpeXXaeHnn obnactHoro 3HayveHus - 10 ner;

- ONs JOKYMEHTOB yYpeXXaeHUn panoHHOro Y ropocKoro 3HavyeHus - 5 ner;
- ANsl HAYYHO-TEXHUYECKON AOKYMEHTauUun - He bonee 25 ner;

- AN ayaMoBu3yanbHbIX U MaWMHOYMTAEMbIX AOKYMEHTOB - 3 roaa;

- AN JOKYMEHTOB MO JIMYHOMY COCTaBy, 3anucen akToB rpaxKgaHCKOro COCTOSHUSA U
HOTapmarnbHbIX 4ENCTBUI - 75 neT.

YKasaHHble CPOKUN NUCHUCTTIAKOTCA CO BpeMEHU CO30aHNA OOKYMEHTOB.

B cnyyae otcytcTtBUA HeobGxoauMMmbIx ycnosun Ons obecneyvyeHnss COXpaHHOCTU
AOKyMeHTbl HaumoHanbHoro apxmsHoro ¢oHaa Kbiprbidackon Pecnybnuku moryt 6bITb
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nepedaHbl Ha rocygapCTBEHHOE XpaHeHWe A0 WUCTeYEeHUs1 MpenenbHblIX CPOKOB WX
BEAOMCTBEHHOIr0 XpaHeHusi No COrnacoBaHUID C COOTBETCTBYHLLMM rOCy4apCTBEHHbIM
apX1MBOM.

80. [OKyMeHTbl yypexOeHWW - WUCTOYHUKOB KOMIMMEKTOBaHUSA rOCYyAapCTBEHHbIX
apxXvBOB MepefarTCca Ha rocydapCTBEHHOE XpaHeHue Mo UCTEeYEHUU YCTaHOBIIEHHbIX
CPOKOB WX BEOOMCTBEHHOMO XpaHeHWs B  COOTBETCTBMM C  rpadukamu,
yCTaHaBIMBaeMbIMU PYKOBOAUTENSIMU rOCYJapCTBEHHbBIX apXNBOB U yYPEXOEHUN.

[lOKyMEHTbI yuYpexaeHu nepefaroTcsi B rocygapCTBEHHbIE apXMBbl MO OMNUCSM, C
NnpoBepKon KonmyecTBa nuctoB B genax. Mpu nepegaye OOKYMEHTOB YYpeXOeHUEM B
rocyapCTBEHHbIN apXxMB nepegaeTcsl TpU ak3emnnsipa onucu. Ha Bcex ak3emnnsipax
onucu AenawTcss OTMETKM O MpUemMe [AOKYMEHTOB B rOCYyAapCTBEHHbIA apXuB.
UeTBepTbIV 3K3EMMNAP ONUCKU BMECTE C 3K3EMMISIPOM aKTa OCTaeTCs B yUYpeXaeHUM.

MNpuem OOKYMEHTOB Ha rocydapCTBEHHOE XpaHeHne ohopMIISieTcsl akToM npuemMa-
nepenaun (npunoxexue 31), coctaBnsieMbiM B ABYX 3K3EMMNsipaXx.

Ecnu npun nepepaye 06Hapy>KeHa HeOOoCTa4a Aersl, ToO HOMepa OTCYTCTBYHOLWMX OeEn
oroeapmMBaroTCA B aKTe npuemMa-rnepegadm AOOKYMEHTOB, MPUYMNHbI UX OTCYTCTBUA - B
npmnaraemoﬁ K aKTy CrnpaBKe y4pexaeHua.

B cnyyae obHapyxeHus 60nbLIOro ymcna owmnbok B Hymepauum nNUcToB Aen npu
nepegave nx Ha rocygapCTBeHHOE XpaHeHne NpoBOAMNTCA X nepeHymepauus. Ctapble
HOMepa 3a4epKnBalOTCA N PSIAOM CTaBUTCA HOBbIN HOMep. B kOoHLE aena coctaBnsaeTcs
HOBasi 3aBepuTENbHasa HaaNUCb, CTapasa 3a4epKNBaAETCS, HO COXPaHseTCs B ene.

Mpn Hanuuum oTAenbHbIX OWWMOOK B HymMepauuMuM JNUCTOB [OMyckaeTcs
ynotpebneHme nuTepHbIX HOMEpPOB.

maBa 5

OcobeHHOCTN paboTbl C 3MEKTPOHHBIMU AOKYMEHTAMM

81. OneKkTpoHHblE AOKYMEHTbLI co3gatoTcs, obpabaThiBatoTca u xpaHatca B ECO/.
EovHuuen yyeTa aBnsieTcs aneKTPOHHbIM AOKYMEHT, 3apernctpmpoBaHHbii B ECO/.

(B pedakyuu nocmaHosrneHus lNpasumenscmea KP om 31 dekabps 2019 eoda Ne
743)

82. lNpuewm, pernctpaumsa n otTnpaBKka AMEKTPOHHbLIX JOKYMEHTOB OCYLLECTBISATCS
cnyx6omn genonpovssBoacTBa.

(B pedakyuu nocmaHosneHus lNpasumenscmea KP om 31 dekabps 2019 eoda Ne
743)

83. (Ympamun cuny e coomeemcmeuu ¢ rnocmaHosneHuem lMpasumeniscmea KP
om 31 dekabpsi 2019 eoda Ne 743)

84. [ns noanvcaHusi 3MeKTPOHHbIX [AOKYMEHTOB WCMONb3YHTCSH 3MEKTPOHHbIE
nognucn.  Mcnonb3yemble  CpeacTBa  SMEKTPOHHOM  MOAMUCU  AOMKHbl  ObITb
cepTMdULMPOBaHbI B YCTaHOBIIEHHOM Nopsiake.

Mpn paccMOTPEHUM U COrMacoBaHUW 3MEKTPOHHbIX [OOKyMeHToB B EC3[
yypexaeHuss MOryT — UCMnosb3oBaTbCs  CMOcoObl  MOATBEPXKAEHUS  OEWCTBUA  C
3MNEKTPOHHLIMU JOKYMEHTaMM, Npu KOTOPbIX 3MEKTPOHHAsA NoAMNMUCb HE UCTONb3yeTCs.
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(B pedakyuu nocmaHosneHus lNpasumenscmea KP om 31 dekabps 2019 2oda Ne
743)

85. WcnosnHeHHble 3reKTPOHHbIE [OOKYMEHTbl CUCTEMaTU3UPYKOTCA B Aena B
COOTBETCTBUN C €AMHOW TMNoBOM HoMeHknatypon gen ECOL. lNpu coctaBneHun
HOMEHKNaTypbl Aen yKka3blBaeTcs, YTO Aefo Be4eTCs B 35IEKTPOHHOM Buae.

ONeKTPOHHbIE [OOKYMEHTbI, MOCMEe WX WCMOSMHEHMS!, MNoAafiexaT XpaHeHuio B
YCTAHOBNEHHOM MOpsiAke, B TEYEHMEe CPOKOB, MPEeAyCMOTPEHHbIX ANsi aHanormyHbIX
[OKyMEHTOB Ha BymakHom HocuTene. [locne ucteyeHusi cpoka, YCTaHOBIIEHHOMO ANs
XPaHEHUS 3NEKTPOHHbIX Aen (3MEeKTPOHHbIX [AOKYMEHTOB), Ha OCHOBaHUW akTa o
BblAENEHUN WX K YHUYTOXEHUIO, YTBEPXKOAEMOro PYKOBOAMTENEM YYpeXaeHus,
yKa3aHHble 3IeKTPOHHbIE Aeria (3MNEeKTPOHHbIE AOKYMEHTbI) noanexaTt YHUUTOXEHUIO B
aBTOMATM3MPOBAHHOM pPEXUME B COOTBETCTBMM C MEPEYHEM YnpaBIiEHYECKMX
[IOKYMEHTOB, C YKa3aHWEM CPOKOB XpaHEeHMsI.

(B pedakyuu nocmaHoerneHus lNpasumernscmea KP om 31 dekabps 2019 eoda Ne

743)

86. lMpn nonyyeHnn noaTBepXaeHus (YCTaHOBNEHMUS) NOASMMHHOCTU 3NEKTPOHHON
nognucuM C UCNOSfb30BaHMEM CPEeACTB 3SIEKTPOHHOM MOoAnuUCcK, nocre npoBedeHus
npouenypbl NPOBEPKM IMEKTPOHHOW MoAnucK (Janee - MNOMOXUTENbHbIN pe3ynbTat
NPOBEPKN MNOLSMHHOCTU ONEKTPOHHOW MOAMUCK), SNEKTPOHHbLIN AOKYMEHT MNOoANexXuT
nepBn4HOM 06paboTke B aBTOMATU3NPOBAHHOM pPEXNME.

(B pedakyuu nocmaHosneHus lNpasumenscmea KP om 31 dekabps 2019 2oda Ne
743)

87. lMNepBuyHasa obpaboTka anekTpoHHOro gokymeHta B EC3[] ocyuwecTtBnseTcs B
aBTOMAaTU3NPOBAHHOM PEXMME U BKITHOYAET MNPOBEPKY BCEX PEKBUIUTOB INEKTPOHHOIO
AOKyMEeHTa.

(B pedakyuu nocmaHosrneHus lNpasumenscmea KP om 31 dekabps 2019 eoda Ne

743)

88. lNocne 3aBepLleHNss NPOBEPKN BCEX PEKBU3UTOB U LLENOCTHOCTU 3SIEKTPOHHOIO
AOKYMEHTa B aBTOMaTU3MPOBAHHOM peXxume, COTPYAHUK cnyxbbl genonpous3BoacTsBa
perncTpupyeT aNeKTPOHHbIA JOKYMEHT, NOCMe Yero afekKTpoHHOMY AoKymeHTy B ECO[]
B aBTOMaTM3MPOBaHHOM peXnmMe NpucBamBaeTCa BXOLALWMNA PErMCTPALMOHHbBIA HOMED.

(B pedakyuu nocmaHoerneHus lNpasumenscmea KP om 31 dekabps 2019 2oda Ne

743)

89. [Ina cuctemaTtusauumn n obecrnedeHns ydeta SNEKTPOHHbIX AOKYMEHTOB, Npwu
NPUCBOEHMUM BXOLSLLErO PermcTpaumMoHHOro HoMepa ucnonb3dyeTtcst focyaapCTBEHHbIN
knaccudmkatop OpraHoB ynpasneHus, yTBEpPXX4aeMbli HaumoHanbHbIM
cTatucTnyeckum kommtetom Kbiprbidckon Pecnybnmku.

(B pedakyuu nocmaHosneHus lNpasumenscmea KP om 31 dekabps 2019 eoda Ne

743)

90. lNocne npuUCBOEHUA ANEKTPOHHOMY [OKYMEHTY BXOASALEro perncrpaumoHHOro
Homepa B EC3/[l, B aBTOMaTnM3nMpPOBaAHHOM pexXuMme AefiaeTcd OTMEeTKa C yKa3aHueM
BXOLSALLEro permcTpaumoHHOro Homepa 3S1IeKTPOHHOro AOKYMeHTa, AaTbl perncrpaumm,
NCXOASLEro permcTpaLumMoHHOro Homepa, cesegeHun ob otnpasuTene (McnonHuTene/ax
n nuue, NOANUCaBLLEM 3NEKTPOHHbBIV AOKYMEHT).

(B pedakyuu nocmaHoerneHusi lNpasumesnbcmea KP om 31 dekabps 2019 eoda Ne
743)

41


http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru
http://cbd.minjust.gov.kg/act/view/ru-ru/157491?cl=ru-ru

91. OneKTpPOHHbIN [OOKYMEHT #BrsieTca He nonyveHHsiM, ecnv B EC3[ B
aBTOMAaTM3NPOBaAHHOM pPEXMME He yKasaHbl CBeAEeHUs, NpeayCcMoTpeHHble nyHKTom 90
HacTosiwen TUNOBON MHCTPYKLUUMN.

(B pedakyuu nocmaHoerneHus lNpasumenbcmea KP om 31 dekabps 2019 eoda Ne
743)

92. lNepen oTnNpaBKOW 3MEKTPOHHOIO AOKYMEHTa, B aBTOMaTU3MPOBAHHOM pexume
NPOBOAMTCA NpoOBepka MNpaBUIbHOCTM €ro odopmreHus (Hanuume obss3aTenbHbIX
PEKBU3UTOB 3MEKTPOHHOrO JOKYMEHTA), B TOM YMCre NPOBOAUTCA npoleaypa NpoBepKu
3NEeKTPOHHOM NOAMNUCHK.

B cnyyae ecnn B xode npouedypbl MPOBEpKkM B aBTOMATUYECKOM pexume
BbISIBIEHO HECOOTBETCTBME SMEKTPOHHOW MOAMUCK, INEKTPOHHbIA [OKYMEHT He
oTnpaBnsieTcs.

(B pedakyuu nocmaHoeneHus lNpasumenscmea KP om 31 dekabps 2019 2oda Ne
743)

93. BegeHve yyeTa M KOHTPOMA UCMOSIHEHUS 3NEKTPOHHbLIX JOKYMeHToB B ECO[]
OCYLLIeCTBNAETCA B aBTOMaTU3MPOBAHHOM peXuMe, NyTeM PacCbifiku HanOMWHAHWIA
NCMOMHUTESNSIM C COOTBETCTBYHOLLEN LIBETOBOW MapKUPOBKOW.

(B pedakyuu nocmaHoerneHus lNpasumenscmea KP om 31 dekabps 2019 eoda Ne
743)

94. CpoKKN UCMOMHEHNSA 3NEKTPOHHBIX AOKyMeHTOB B ECO[] COOTBETCTBYHOT CpoKam
NCNONHEeHNsa GyMaXkHbIX JOKYMEHTOB.

(B pedakyuu nocmaHoerneHus lNpasumernscmea KP om 31 dekabps 2019 eoda Ne
743)

95. OnNeKkTpoHHbIE AOKYMEHTbI BPEMEHHOIO CPOKa XpPaHEHMUs1 XpaHAaTca B oopmaTte
(kacaTesibHO BMOXEHHbIX (bannoB), B KOTOPOM OHU BbINK CHOPMUPOBAHBI, OTNPaBIEHbI
UNn nonydeHol, ¢ obecnevyeHMeM OAHOBPEMEHHOINO XpaHeHusi CAHOPMUPOBAHHBIX
3NEKTPOHHbIX NOANNCEN MO COOTBETCTBYHOLLMMN SNIEKTPOHHBIMU AOKYMEHTAMM.

lMepen noanvMcaHMeM 3MEKTPOHHbIX OOKYMEHTOB, ANl KOTOPbIX B HOMEHKIaType
Aen nNpegycMOTPEeH CPOK XpaHeHust cebiwe 10 net (B TOM 4ucne NOCTOSHHOIO Cpoka
XpaHeHus1), rocygapCTBEHHbIE apPXMBHbIE YYpeXaeHus npeobpasytoT oOLy 4acTb
3NEeKTPOHHOro AOKyMeHTa (BKMtovasa Bce npunoxeHud) B cpopmat Portable Document
Format (PDF/A1 nnn PDF/A2).

(B pedakyuu nocmaHosneHus lNpasumenscmea KP om 31 dekabps 2019 2oda Ne
743)

96. [laToW MCNOMnHeHUsi 3NeKTPOHHOIO AOKYyMEHTa cuyMTaeTcs aata hopMMpoBaHus
3MEeKTPOHHOM MOANNCK 3NEKTPOHHOIO JOKYMEHTA.

(B pedakyuu nocmarosneHusi lNpasumenscmea KP om 31 Oekabps 2019 2oda Ne
743)

MpunoxeHwne 1

K TMUNoBOW MHCTPYKLMN

No Aenonpoun3BoACTBY

B Kbiprbidckon Pecnybnuke
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NMPUMEPHbINA NEPEYEHb
Hanbonee ynotpebnsemMbix B ynpaBrieH4€CKOWN AeATEeNIbHOCTH
BUAOB U pasHoBuaHocten OP

AKT - [OOKYMEHT, COCTaBfEHHbIA HECKOSIbKUMW nuuamu WM MOATBEpPXOatoLnn
yCTaHOBMEHHbIE haKTbl U COBObITUS.

AHKeTa - JOKYMEHT, npeacTaBnsowmin cobon TpadapeTHbI TEKCT, coaepalimm
BOMPOCHI NO onpeaernieHHoONn TeMe U MeCcTo AN OTBETOB (U OTBETbI) HA HUX.

Bbinncka - Konma 4acTu TEKCTOBOIO OOKYMEHTAa.

Npadmk - TEKCTOBOWM [OOKYMEHT, OTpaxawwun nnaH paboTtel €  TOYHbIMU
nokasaTesniiMM HOpM 1 BpeMEHU BbIMOMHEHMS.

[loknapg - JOKYMEeHT, coaepKalluii U3noXeHue ornpeaeneHHbIX BONPOCOB, BbIBOAOB,
npeanioXXeHnn 1 NpegHa3HavYeHHbIN Anst YCTHOMO NPOYTEHWUS.

[loknagHas 3anucka - [OKYMEHT, a[pecOBaHHbli PYKOBOAUTEMO AAHHOIO WNu
BbILLECTOSILLErO YYPEXAEHUS, COAepXalunini 0OCTOATENbHOE M3NOXEHWE Kakoro-nmbo
BOMpoOca C BbiBOAAMU U NPEASIOXKEHNSMM COCTaBUTENS.

3aknyeHne - OOKYMEHT, COAepXaluuii MHEHWe, BbIBOA YYpPEXOEeHMUs, KOMUCCUM,
cneuvanucTa no kKakomy-nnbo AOKYMEHTY UNn BOMpocy.

M3BeweHne - [OOKYMEHT, WHMOPMUPYIOLWNMA O MPeacToseM MeponpuUAaTUm
(3acegaHun, cobpaHuu, KOHepeHUMn) n cogepXawun npenriokeHne NpuHATL B HEM
yyacTue.

MHCprKLl,I/IFI - OOKYMEHT, n3gaBaemMblil C LENbHo pa3bACHEHUA NopdaKa npuMmeHeHnA
HOPMaTMUBHOIO NPaBOBOro akTa.

O630p - JOKYMEHT, COCTaBMEHHbIN B LEeNsX MHpOPMUPOBAHMS NOABEOOMCTBEHHbIX
N OpYrux yupexaeHuin o pabote B TOW U MHOM obnactv unm o AesaTenbHOCTM rpynmbl
ydpexaeHuii B onpeaeneHHbIn nepuoa.

ObbsacHuTENbHas 3anmcka - 1) OOKYMEHT, MOACHSALWMIA COAEepXKaHNE OTAENbHbIX
NMOSIOXXEHNA OCHOBHONO [AOKyMeHTa (nnaHa, oT4yeTa, npoekta); 2) coobuieHune
OOIMKHOCTHOIO nuua, MosiCHsloLWee Kakoe-nmbo pgencrteve, akT, NpoucCLLecTBME,
npeacTaBnsiemMoe BbILECTOSALEMY AOMKHOCTHOMY NULY.

OT3blB - [OOKYMEHT, COoAepXalluuMi MHEHWE Y4YpexOeHus Wnu cneuvanucrta no
NOBOAY Kakon-nM6o paboTbl, NPUCHaHHON Ha PacCMOTPEHNE.

OTyeT - AOKYMEHT, coaepXKallunin cBegeHNss O NOoAroTOBKE M NpoBeaeHnn pabot, 06
nUTorax BbIMOMIHEHWUSI MNNAHOB, 3aJaHWA, KOMAHAMPOBOK M APYrMX MepOnpUsTUN,
NpeAcTaBnsieMblli BbILUECTOSILLEMY YYPEXKOEHMIO UNTUN OOMPKHOCTHOMY NULLY.

lMepeyeHb - cuUCTEMATU3NPOBAHHOE MEepeYUCcrieHne [OOKYMEHTOB WU UHbIX
npeameToB, 0ObLEKTOB MM paboT B LIENSAX pacnpoCTpaHEeHUs Ha HUX onpeneneHHbIX
HOpM unu TpeboBaHu.

MucbMo - 0606LLEHHOe HasBaHMe pasnMYHbIX MO COAEPXKaHUK [OOKYMEHTOB,
cny)kalmx cpeacTBOM OBLLEHMS MeXaY YYPEXOEHUSAMM, YaCTHbIMU NULAMMN.

MnaH - [OOKYMEHT, YCTaHaBNMBAWLWMIN TOYHbLIA MNEepeyYeHb HameyaembiX K
BbINOMHEHUIO PAbOT UMM MEPONPUATUI, UX NOCIenoBaTeNbHOCTb, 0ObEM, BPEMEHHbIE
KoOpAWHaTLI, pyKoBOAUTENEN U KOHKPETHBLIX UCNONMHUTENEN.
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MonoxeHne - 1) OOKYMEHT, AeTarbHO perfiamMeHTUPYLWNin npaBoBOW CTaTyC,
opraHusaumio, NopsaoK AesaTenbHOCTU FOCYyAapCTBEHHbLIX OPraHoB, OpraHoB MECTHOro
camoyrnpaBneHns, yypexgeHun, a Takke onpefensdromn ux B3aMMOOTHOLUEHUS C
APYrMMW OpraHamMu, yuypexgeHusiMn 1 rpaxkgaHamu; 2) cBO4 npaBusl, PerynupyoLmnx
onpeaeneHHyo cepy OesaTenbHOCTH.

MpaBuna - [OKYMEHT, AeTanbHO pernameHTUPYLWNUA NopsiAoK  OpraHm3aumm
Kakoro-nv6o Bmaa AesiTENbHOCTY.

MNpencrtaBneHve - [OOKYMEHT, COAEpXallMi NPeanoXeHue O HasHayveHuu,
nepemMeLleHn WnM MooWpPEeHMN JIMYHOTO COCTaBa, a TakKe pekoMeHAaLuto
onpeneneHHbIX AeNCTBUIA U MEPONPUATUIA NO BONPOCaM AeATENbHOCTU yUpeXaeHusl.

npl/IKGS - AOKYMEHT, n3gaBaemMbli pykoBoguTenem ydpexgeHud, ﬂ,eVICTBleU.leFO Ha
OCHOBE e€OuHOHa4YalnunA, B Uendax pa3peleHna OCHOBHbIX W oOnepaTuBHbIX 3adad,
cTodlWmx nepen AaHHbIM ydpexXaeHneM.

Mporpamma - [OOKYMEHT, W3naratmowmnini  OCHOBHble HamnpaeneHusi paboThbl
yuYpeXxaeHus Unu npeanpusitMs Ha OnpedeneHHbI Nepuoa BPEMEHU UNWU aTanbl U
CPOKM OCYLLLECTBMNEHUS KPYMHbIX paboT, UCTbITaHWNA.

MpoToKoM - AOKYMEHT, CoAepallunii nocrnegoBaTenbHy0 3anuch xoda obeyxaeHus
BOMPOCOB M MNPUHATUS pPEeLUeHUA Ha cobpaHMsX, COBELLaHUsIX, KOHMEPEHUMSX WU
3acefaHunsaX KonnernanbHbIX OpraHoB.

CBoaka - OOKYMEHT, npencTaBnsaowmm cobom obobLeHHbIE CBEAEHNA NO OAHOMY
BOMpOCY (CBOAKa NpearioXXeHUn, 3amedaHnin, TpeboBaHum).

Cnucok - [OOKYMEHT, codepXalluin nepevyncrneHve nuy unu npeameToB B
onpeaeneHHoM Nopsiike, COCTaBMEHHbIN B LieNsX MHopMaumm Unm perncTpaumu.

CnpaBka - OOKYMEHT, coaepXallMi onucaHue W MOATBEpPXOAEeHMEe TeX WINN WHbIX
¢aKkToB 1 COBLITUN.

CrteHorpamma - 0OCMNOBHasi 3anucb AOKMNAAOB, peyen U OpYrux BbICTYMMEHUA Ha
cobpaHusiX, cCoBellaHUaX WU 3acedaHusiX KossierManbHbiX OpraHoB, OCYLLeCTBrEeHHas
MeTOoLOM CTeHorpaduu.

Tenerpamma - 0606LLlEeHHOE Ha3BaHME PasfiMYHbIX MO COAEepPXaHUK OOKYMEHTOB,
nepefaHHbIX No Tenerpaagy.

TenecoHorpamma - 0600LEeHHOE Ha3BaHWEe pasfnyHbIX MO  COAEPXKaHUIo
[OKYMEHTOB, NepeAaHHbIX MO TenedgoHy 1 3anncaHHbIX Nofy4vaTenem.

YkazaHue - [O0KYMEHT, u3[aBaeMblii OpraHoM rOCYAapCTBEHHOro ynpaBreHus
NPenmyLLIECTBEHHO MO BONpocam MHAOPMaLMOHHO-METOANYECKOrO XapakTepa, a Takke
Mo BOMPOCaM, CBA3aHHLIM C OpraHuM3auvein UCMOMHEHUS MNPUKa30B, MHCTPYKLMA U
APYrMx akToB JAHHOIO OpraHa u BbILIECTOSALLMX OPraHoB yrpaBneHus.

MpunoxeHwue 2

K TMUNoBOW MHCTPYKLMN

No Aenonpoun3BoACTBY

B Kbiprbidckon Pecnybnuke
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NEPEYEHDb
pacnopsiauTenbHbIX JOKYMEHTOB, OPMUPYHOLLUXCA B YUpPEXOAEHUAX

| |
- 1

|MMHMCTepCTBa [locTaHOBJIeHUA (pelleHMsda) KOJIJIeTUM,
IPUKa 3k |

—

|AnMMHMCTpaTMBHHe |HOCTaHOBHeHMH (pemeHMs) KOJIJIEIuH,
IIPMKa 3B

| semomcTra |

]

|MeCTHbIe rocynmapCTBEHHEIE [TocTaHOBJIEHUS, PacIriopAaXeHNA
Me CTHBIX

|aﬂMMHMCTpaHMM |PocyﬂapCTBeHHHX
aOIMMHUCTPaLUmu, |

| | mtocranornenns
KOJIJIE T U |

]

|OpPaHm MEeCTHOTO |HOCTaHOBHeHMH, pelueHud,
PacropsaxeHmsd

|CaMOYHpaBHeHMH |OpPaHOB MECTHOTO
caMoyIipaBJIeHusd

]

|quexneHMH, IercTByIMe |HOCTaHOBHeHMH (pemenmsa)
KOJIJIETMAaJILHOT O |

| na OCHOBE KOJIJIE TUAJIEHOTO | oprana yIIpaBJIeHMs,
pPacCIoOpPsXEeHUST |

|praBHeHMH |

—

|quexneHMH,
meticTeyompme | Ilpuxast |

| Ha OCHOBE
enVHOHaYaIUA | |

——
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|O6meCTBeHHHe opTraHM3alumn |HOCTaHOBﬂeHMH CBE3IO0B,
IIJIEHYMOB, |
| | kondepenumiz, NOCTAaHOBJIEHUA
PYKOBOIOAUMX
| |OpPaHOB (cosera, LEeHTPaJbHOTO
KoMmuTeTa, |
| |npe3mnmyMa), pelleHVsa KoHbepeHUU,
o0mMx |
| |co©paHMﬁ, peueHnsa PYKOBOIAWMX
OPTaHOB |
| |(KOMMTeTa, coBeTa), PaCIOpPSXeHUHd,
IpUKa 3kl |
| |(ueHTpaanMx, oBOJlaCTHEIX
KOMUTETOB
| | tpodconza)
| |
[ I
|HOHMTMH€CKM€ opraHm3almm |HOCTaHOBHeHMH CBHe3I0B,
KOHbepeHUM, |
| |HOCTaHOBHeHMH PYKOBOIAMMX
OPT'aHOB
| |(HOHMTCOBeTa, LLEeHTPaJIbHOT'O
KoMmuTEeTa) ,
| |pemequ KOHbepeHU UM, e]e)iinzp:e
cobpaHuit,
| |pemeHMH PYKOBOIAMMX OpPT'aHOB
(mommuTcoseTa, |
| | uernTpanbroro
KOMMUTETA) |
| |
—
MpunoxeHwue 3
K TnoBOW MHCTPYKLUMU
no genonpon3soacTtBy
B Kbiprbiackon Pecnybnuke
NMEPEYEHDb

pPeKBU3UTOB, UCMNOSb3yeMbIiX npu odopmneHnun OP
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(B pedakuyuu nocmaHoeneHus lNpasumenscmea KP om 31 dekabps 2019 eoda Ne
743)

1 - N'ocypapcTtBeHHbIn repb Kbiproiackon Pecnybnuvku;

2 - aMbrnema yuypexneHus;

3 - Kkop y4ypexaeHua no EguMHoMy rocygapCTBEHHOMY peecTpy CTaTUCTUYECKUX
eannuy, (EMPCE);

4 - HaMEeHOBaHWE BbILLIECTOSILLENO YUPEXKOEHWS;
5 - HaMMeHOBaHWe yYpeXxaeHus:;
6 - HaMMeHoBaHWe CTPYKTYPHOro noapasaeneHuns;

7 - WHOEKC npeanpusitusi CBsi3W, MOYTOBBLIN aapec, Homep Tenedpakca, agpec
3MEeKTPOHHON MoYTbl, HOMep cyeTa B 6aHke, HOMep TenedoHa;

8 - HanmeHoBaHWe BMaa AOKYMEHTA;

9 - parta;

10 - perncTpaumoHHbIn HOMEpP AOKYMEHTa (MHAEKC);
11 - ccbifika Ha perncTpaumoHHbIN HOMEpP 1 AaTy BXOOALWEro AOKYMEHTa;
12 - mecTO cocTaBreHna nnn n3gaHus;

13 - agpecar;

14 - rpuc yTBEPXKOEHUS;

15 - pesontouus;

16 - 3aronoBoOK K TEKCTY;

17 - oTMeTKa 0O KOHTpoOne;

18 - TeKCT LOKYMEHTa;

19 - oTMeTKa O HanM4MM NPUNOXEHNS;

20 - nognuck (3NeKTpoHHasa Noanuchk);

21 - rpud cornacoBaHus;

22 - BU3bI;

23 - OTTUCK NeyaTu;

24 - OTMeTKa O 3aBepeHNN KOMnuu;

25 - hamunua mncnonHutensi, Homep ero TenedoHa, HomMep Tenedakca, agpec
9SIEKTPOHHOM MOYThHI;

26 - oTMeTka 06 MCNONMHEHUN AOKYMEHTA U HanpaBreHnn B AENO;
27 - oTMeTKa O NOCTYNMeHUN AOKYMEHTA B YYpEXAEHUE;

28 - oTMeTKa ons aBTOMAaTU3NpPOBAHHOIO NMOUCKa OOKYMEHTA.

MpunoxeHwne 4
K TMUNoBOW MHCTPYKLMN
no 4enonpon3BoAcCTBY

B Kbiprbidckon Pecnybnuke
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O6paseL, nucTa cornacoBaHnsa JOKYMeEHTa

NINCT COMACOBAHUA
npoekTta noctaHoBnenus MNpasutensctBa Keiprbidckon Pecnybnmku
IIO n

(I'IOJ'IHOG HanmeHoBaHne ﬂ,OKyMeHTa)

MuHucTp 060pOHbI
Kbiprbiackon Pecnybnunkm nN.0. damunus
201 r.

MuHMCTpP toCTULMK
Kbiprbiackon Pecnybnunkm n.0. damunus
201 r.

MwuHUCTp pbnHaHcoB
Kbiprbiackon Pecnybnunkm n.0. damunus
201 r.

MuHUCTP 30paBOOXpaHEHMS
Kbiprbiackon Pecnybnukm n.0. damununs
201 r.

MuHucTp obpasoBaHUs U HayKu
Kbiprbiackon Pecnybnukm n.0. damunus
201 r.

MpunoxeHwne 5
K TnoBOW MHCTPYKLMMU
no 4enonpon3BoACTBY

B Kbiprbiackon Pecnybnuke
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1.

NMPUMEPHbIA NEPEYEHb

AOKYMEHTOB, HAa KOTOPbIX CTaBUTCA I'GPGOBaH neyvyaTtb

MonoxeHust 06 yupexaeHusix.

2. YcTaBbl npeanpuaTnin (06beamHeHun).

3.

npOTOKOJ'IbI corfnmacoBaHnAa ninaHOB TMOCTABOK;

MPOTOKOJbI 3aceaHumn OKCMEePTHbIX KOMUCCUW.

BblABWXEHNA OenyTaToB,

4. 3aknoyeHmns 1 0T3bIBbl Ha AuccepTauumn n astopedeparthbl.

5.
6.

3asBkn Ha n3obpeTeHus.

MpencraBneHus 1 xogaTancTea O HarpaxaeHuu.

7. 3agaHus Ha npoeKkTnpoBaHmne 00BbEKTOB, TEXHUYECKNX coopy>i<eH|/||7|.

8.
9.
10
11
12
13

[[apaHTUHbIE NUCbMA.

CmeTbl pacxoaos.

. LTtaTHOEe pacnucaHne n N3MeHeHUs K Hemy.
. TUTYNbHbIE CNUCKMW.

. JIMMUTHbIE CnNpaBku.

. Cneumndpumkauymn.

14. AKTbl npuema 06bLEKTOB; 060pyoOBaHUS; BbINOSMIHEHHbLIX PaboT; crnucaHus;
3KCNEepPTU3bI.

15
16
17
18
19
20

21.

. [loBepeHHoCTMN.
. UcnonHuTtenbHble NUCTbI.
. KomaHgmpoBoyHble yagocToBepeHus.

. HOprI pacxoaoB Ha gparoueHHble meTarssbl.

. Mopy4yeHus broaxeTHble, 6aHKOBCKME, MEHCUOHHbIE, NNaTeXHbIE.

. PeecTtpbl yekoB, BHOXKETHBLIX MOPYYEHUIA.

coBepLleHnss PUHAHCOBO-XO3ANCTBEHHbIX ONepaLuni.

O6pa3suybl OTTUCKOB nevaten u nognucen paboTHUKOB, MMEKLWMX MpaBo

MpunoxeHwne 6
K TnoBOW MHCTPYKLUMU
no 4enonpon3BoACTBY

B Kbiprbiackon Pecnybnuke

CDopma perncTpaunoHHOro wramna
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| |
| (HaumeHoBaHme yupexaerus)|

| |
| (nata) |

| (pervcTpaumonHbI Homep) |
| |

MpunoxeHne 7
K TUNOBOW MHCTPYKLUU
No Aenonpon3BoacTBy

B Kbiprbiackon Pecnybnuke

O6pa3sey ocbopmneHns obuiero 6rnaHka

KbIPTbI3 PECIMYBIIMKACBIHbIH N'ep6 APXMBHOE ATEHTCTBO
OKMOTYHO KAPALLUTYY Kbipreiackon NPV FTOCYOAPCTBEHHOW
MAMITEKETTUK KATTOO Pecny6nukn PETICTPALMOHHOW CITY>KBE
KbISMATbBIHA KAPALWITYY MNMPU NPABUTENBCTBE

APXV/B AFTEHTTUIMN KbIPIbI3CKOW PECMNYBNKA

MpunoxeHwne 8
K TnoBOW NMHCTPYKUMN
no 4enonpoun3BoACTBY

B Kbiprbiackon Pecnybnuke

O6pasey odopmneHns bnaHka nucbma

KbIPTbI3 PECIMYBIIMKACBIHbIH N'ep6 APXMBHOE ATEHTCTBO
OKMOTYHO KAPALUTYY Kbipreiackoit TPV FTOCYOAPCTBEHHOW
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MAMINEKETTUK KATTOO Pecny6nukn PEFTVICTPALIMOHHOW CNY>KBE
KbISMATBIHA KAPALLTYY MPUN NMPABUTEJIbCTBE
APXVB ATEHTTUIM KbIPIbI3CKOW PECIYBJTUKA
7720040, Buwkek w., 720040, r.buiukek,

TokToryn kod. 105, yn.Toktoryna, 105,

Ten. - gpakc 66 33 68 Ten. - pakc 66 33 68
www.archive.kg www.archive.kg

9/3 Ne 202803441 p/c Ne 202803441

1-Man KPB-2, 208014003 lNepsomanickoe POK-2,
kogy 320105505 208014003

KbipreidactaH AKBcebiHbIH kog 320105505

1-Mawn 6onymy NepBomalnickoe otaeneHmne

MHH 02309199610142 AKB KbiprbiactaH
0001858902531012 NHH 02309199610142

000185890253102

1

| Ne
| | HaNe ot
I

MpunoxeHwne 9

K TMNoBOW MHCTPYKLUMU

no genonpon3soacrtey

B Kbiprbidckon Pecnybnuke

O6paseL odopmreHnss bnaHka npukasa

KbIPI'bI3 PECIYBJIMKACBIHbIH Nep6 APXVMBHOE ATEHTCTBO
OKMOTYHO KAPALUTYY Kbipreiackoit TPV FTOCYOAPCTBEHHOW
MAMJITEKETTUK KATTOO Pecny6nukn PETUCTPALMOHHOW CITY>KBE
KbISMATBIHA KAPALWITYY MNMPU NMPABUTENBCTBE
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APXVB ATEHTTUIMN KbIPIbI3CKOW PECMNYBINKA

BYWPYK

NMPUNKA3

rop. buiikek

Mpunoxexne 10
K TUNOBOW MHCTPYKLUU
No Aenonpon3BoacTBy

B Kbiprbiackon Pecnybnuke

O6pasey, odpopmsieHns yrnosoro 6rnaHka nucbma

ep0
Kblprei3ckomn

Pecnybnuku

KbIPI'bl3 PECIMYBJIMKACbBIHbIH
OKMOTYHO KAPALLTYY
MAMJTEKETTUK KATTOO
KbISMATbIHA KAPALLTYY

APXVB ATEHTTUT A

7720040, buwkek w., TokToryn ko4y. 1095,
Ten. - gakc 66 33 68

www.archive.kg

3/3 Ne 202803441

1-Man KPB-2, 208014003

kogy 320105505

Kblpreiactad AKBcbIHbIH 1-Man 6onymy
NHH 02309199610142
0001858902531012
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APXVMBHOE ArEHTCTBO

MNPV TOCYOAPCTBEHHOW
PEMMCTPALIMOHHOW CNY>KBE
MNP NMPABUTEJIBCTBE
KbIPIbI3CKOW PECMYEBNNKWN
720040, r.buwkek, yn.Toktoryna, 105,
Ten. - goakc 66 33 68

www.archive.kg

p/c Ne 202803441

lMepsomanckoe POK-2, 208014003
koa 320105505

MepBomanckoe otaeneHne AKB KbiprbiactaH
MHH 02309199610142
000185890253102

Ha Ne oT

O6pa3sey ochopmneHnst npukasa

MpunoxeHne 11
K TUNOBOW MHCTPYKLUU
No Aenonpon3BoacTBy

B Kbiprbidckon Pecnybnuke

KbIPTbI3 PECIMYBIIMKACBIHBIH N'ep6 APXMBHOE ATEHTCTBO
OKMOTYHO KAPALUTYY Kbipreiackoit TPV FTOCYOAAPCTBEHHOW
MAMITEKETTUK KATTOO Pecny6nuku PETUCTPALMOHHOW CNY>KBE

KbISMATbBIHA KAPALWTYY MPU NPABUTENBCTBE
APXV/B AFTEHTTUIMN KbIPIbI3CKOW PECMNYBINKA

BYWPYK

NMPUKA3
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rop. bukek

O6 yTBEpPXAEHUN COCTaBa

Hayq HO-MeTOoAN4YeCKOro coeeta

B cBA3u ¢ kKagpoBbIMUM NepeMeLLEHMUSIMU MPUKa3bIBalo:
1. YTBepanTb cnegyrowmn coctas HayyHo-meToanYeckoro coBera: ...

2. MNpusHaTb yTpaTUBLLMM CUITYy NpuUKas ...

[upekTop (n
OANnCb)
nN.0. damunusga

Bu3bl

MpunoxeHne 12
K TUNOBOW MHCTPYKLUU
No Aenonpon3BoacTBy

B Kbiprbidckon Pecnybnuke

Ob6pa3sey odopMneHnst NONoXeHUs

YTBEPXOEHO
npukazom MuHucTepcTBa
30paBOOXpaHeHUs
Kblpreiackon Pecnybnukn

Ne

(nata)
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MOJIOXEHUME
o6 oTaene

1. O6wme nonoxeHus

2. 3apgaum

3. CTpykTypa

4. OyHKUMM

5. MNMpaBa

6. B3aMMOOTHOLLEHUS C OpyrMu

CTPYKTYPHbIMU NMoApa3aerieHnAMn

7. OTBETCTBEHHOCTb

MpunoxeHne 13
K TnoBon MHCTPYKLUMU

no genonpon3BoacTBy
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B Kbiprbidckon Pecnybnuke

O6pasel, odopmIieHnst NpoTokona

KbIPI'bI3 PECIYBJIMKACBLIHbIH N'ep6 APXMBHOE ATEHTCTBO
OKMOTYHO KAPALLUTYY Kbipreiackon NMPY FTOCYOAPCTBEHHOW
MAMITEKETTUK KATTOO Pecny6nukn PETICTPALMOHHOW CITY>KBE
KbISMATBIHA KAPALWITYY MNMPU NPABUTENBCTBE

APXV/B AFTEHTTUIMN KbIPTbI3CKOW PECMNYBNKA

MPOTOKOI

3acepaHus HayyHo-meToam4yeckoro coseTa

Ne rop. buwkek

Mpeacepatens -

NMHUUmanbl n (baMI/IJ'II/IFI

CekpeTapsb -

MHUUManbl n q)aMI/IJ'II/IFI

MpucyTtcTBOBanu:

YreHbl KoJifiermarnbHOro opraHa

MpurnaweHHsble: yen. (CnMCcoK npunaraeTcs)

MOBECTKA OHA:
1. O (06)
Joknan

AOMMKHOCTb, MHMLUManbl 1 dammnus
2. O (06)
[oknag

OOJDXHOCTb, UHUUManbl n CbaMl/IJ'II/IFI

CNYWAnw:

N.0. damununga - TekcT goknaga npunaraeTcs.

BbICTYTIN:

N.0O. damunus - kpaTkasa 3anuch BbICTYNIIEHUS.
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NOCTAHOBUIIN (PELLNIIN):
1.1.
1.2.

Mpeacepatens MNognuck MHuumanel n pamunus

CekpeTapsb NMognuce VHnuyunanel n damunms

MpunoxeHne 14
K TMNoBOW MHCTPYKLUMU
no 4enonpons3BoacTBY

B Kbiprbiackon Pecnybnuke

dopma pasHOCHOM KHUMM

|
| Ne| pOata | Hawvenosanwvme | Komy | Mognucbs |

| n/in| otnpaenenus | pokymentamero | agpecosad |nomyuenuu u gata

| | |  vcxopswmii Ne | pokymeHT | |

MpunoxeHne 15
K TnoBOW MHCTPYKLUMU
no 4enonpon3BoACTBY

B Kbiprbiackon Pecnybnuke

57



dopma peecTpa oTnpaBneHHbIX AOKYMEHTOB

| Ne |Appecatr n wmecto|Homep pokymenTa|MouTtoBble pacxogsi| Homep
KBUTaHLMM

|nin| wasnauenus | | | sakasHoro nucemal |

MpunoxeHne 16
K TUNOBOW MHCTPYKLUU
No Aenonpoun3BoacTBy

B Kbiprbidckon Pecnybnuke

CDopma XypHana perncrpaunn BXxogdawmx JOKYMEHTOB

Ne |data | Newn |Otkyga| Kpat-|Konu-| Peso-| Komy u [ Ne n gata| Ne gena
| Ne | | | I | | | | I |

| noky-| pe- | mata | (ot | koe |uect-| nmiounsi| korga | pokymen-| no |
| MmenTa| rvct-| nocty-| koro)| copep-| Bo | pyko-| nepenan| Ta-ot- | Homen- |

| |paumu| nus- | nocty-| xawHve|nuc- | Boa- | moky- | Beta |knaty-|

| | | wero| nmn | poky-| ToB | ctBa | mMenT | | pe, |

| | | moky-| moky-| menta|  |ucpok| ans | | kyma |
| | | mental| menr | | | vcnon-|ucron- | | noawwmT|
| | | | | | | ~HeHws| venus | | moky-|
Ll L L L dwpee| | e
L Twee| |
L el o
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Mpunoxexne 17
K TUNOBOW MHCTPYKLUU
No Aenonpoun3BoacTBy

B Kbiprbiackon Pecnybnuke

dDopma XypHana permcrpaunm ncxogawmx JOKyMeHTOB

| |
| Ne | Oata | Korma | Kpatkoe | Konu-|New nata | Pacnucka | Ne gena |

| noky- | pervict-| un komy | conepxatrve | vecteo| Bxopswero| B8 | no |

| menta| pauumn | agpecosan| mokymenta|nuctos|aokymen- | nonyusennn| Homen-

| BokymeHT | | | ra-san- | korum |knaty- |
poca |gmokymental| pe, |

| kyna |

| noawmT |

| |
| | |
| I |
| | | | moky- |
| I |

|

| ment |
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MpunoxeHne 18

K TMNoBOM MHCTPYKLMN

No AenonpounsBoACTBY

B Kbiprbidckon Pecnybnuke

dopma perncTpaumoHHO-KOHTPOSbHON KapTOYKK

I
| 1.2.3.4.5.6.7.8.9.10.11.12.13.14.15.16.17.18.19.20.21.22.23.24.25. |

| 26.27.28.29.30.31. |

| KoppecnoHaeHT |

|,El,aTa MOCTYNMEHUS N MHOEKC )10Ky|v|eHTa| [laTta n nHOekc AoOKyMeHTa

| KpaTkoe coaepxaHue

| Pesontoums nnv KoMy HanpasneH JOKYMEHT

| OTmeTKa 06 UCNONHEHMM OOKYMEHTa

O6opoTHas CToOpoHa perncTpaunoHHO-KOHTPOSTbHON KapTOUYKM
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KOHTpOJ'I bHbl€ OTMETKHN

| PoHa Ne | Ornck Ne | Oeno Ne

MpunoxeHne 19
K TUNOBOW MHCTPYKLUU
No Aenonpon3BoacTBy

B Kbiprbisckon Pecnybnuke

dopma cBokm
006 UCNONHEHMN JOKYMEHTOB, NOANEXaLLMX KOHTPOITHO

MO COCTOAHUIO Ha

| Ne | Haumenosanne | [dokymeHTbl Ha | 3 HUX AOKYMEHTbI
|n/in| crpyktypHbix | KkoHTpone | |
|| nop,palsp,eneHmﬁ I , | , ,

I |
| Bcero | Moctynurno | Ucnon-| Wcnon-| C npoga-| Mpocpo- |

| | B |HeHHble|Hsembie | neHHbIM | yeHHbie |

|  |npepbiaywem| |8 cpok|cpokom | |

| | mecaue | |  |wucnon- | |

| |1 [ wewman | ]
| | | | | |
| | | | | |
! | |
1 1 |
[t 2 s8] 4 f[s5]6] 78]

61



OTtBeTcTBEHHOE nuuo Moanuck

[aTta

MpunoxeHwne 20
K TMNoBOW MHCTPYKLUMU
no 4enonpons3BoacTBY

B Kbiprbiackon Pecnybnuke

dopma XypHana pernctpaumm obpalieHni rpaxaaH

| T |
| Bxogs-| Oata | ®WO | Kpatkoe | Peso- | Komy n | Moanuck | OtmeTkal

| wwin Ne | noctyn-| sasisutens | conepxanve| nouns | kyaa |ucnon-| o |

| o6pa- | nerusi |  wrm | obpawenns| pyko- | Hanpas- | Hutens | pewenum |

| werus | | HasBaHue | | BoncTea| neHo Ha| wnn | Bonpocal|
| | yupexaeHus, | | | nicnon- | otmetkal| |
agpec | | | HeHve, | 06 | |

| | | cpok | oTcbinke | |

|mcnon- | Ha | |

| |
| | | Henms | ucnon- | |
| |

| | Henme | |
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MpunoxeHwne 21
K TMNoBOM MHCTPYKLMN
no 4enonpon3BoAcCTBY

B Kbiprbidckon Pecnybnuke

dopma perncTpaumoHHO-KOHTPOSbHON KapTOYKK

|
| 0229140 | PernctpaunoHHO-KOHTPOSIbHas KapToudka
| |

KoppecnoHgeHT
OO, apgpecat, TenedoH

Mpepbioywime obpalieHns ot Ne oT Ne

Bua gokymeHTa Ha n.

ABTOp, AaTta, MHOEKC COMPOBOAUTENBHOIO NCbMa

Ll,aTa, MHOEKC NoCTynrneHuna

KpaTtkoe copepxaHue

OTBETCTBEHHbIN UCNOMHUTEND

Pesontouuns

ABTOp pesonounmn

CpoK ncnonHeHust
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OGopoTHas CTOpOHa PerncTpaLMoOHHO-KOHTPObHON KapTOYKM

|
| Xog “crnonHeHus |

| Data nepenauv Ha| Wcrnonwmtens |  Otmetkao | |
| wcnonnenne | | npomexyTtouHom | |

| | | omsetewnn | |

| | | mononHuTensHom | |

| | |  sanpoce | |

[ata, nHgekc ncnonHeHunsa (oteeta)

Anpecar
CopoepxaHue

C koHTpons cHaAn NMNognuck KoHTponepa

[eno Tom Jlnctel ®ong Onuck eno

MpunoxeHne 22
K TnoBOW MHCTPYKLMN
no 4enonpon3BoACTBY

B Kbiprbiackon Pecnybnuke
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dopma cBoaku
006 ncnonHeHnn obpalleHun rpaxaaH

Ha r.

|
| Ne | HaumerosaHve | Haxopsitcsiva | N3 Hux |

| n/in| cTpykTypHbix | ucnonHenumn | |

| | noapasaenenun | : | ,
|

|
| Bcero| Moctynuno 8| Ucnonwnsiotess|  C | Mpocpoyek- |

|

||

|| |  |npembiaywem | Bcpok |npoanenHsim|  Hble |
| | | | mecsaue | | cpokom | |
|

|

| | | | nicnonnerns | |
| | | | |
| | | | | |
| |
| |
|1 2 [3] 4 [ 5 [ 6 | 7|
| | | | | |
| | | | | |
| |
| |
| | | | | |
| |
OTBETCTBEHHbIN Moanucek

WNHuuymansl n hammunus

aara

MpunoxeHwne 23
K TnoBOW MHCTPYKLUMU
no 4enonpon3BoACTBY

B Kbiprbiackon Pecnybnuke

dopma HOMeHKNaTypbl Aen
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HanmeHoBaHve BegomcTBa

HanmeHoBaHue yupexaeHus

HOMEHKINATYPA OEI

| |

| MecTo cocraenenus YTBEPXOAHO

' ' HaumeHoBaHmWe JOMKHOCTM

| | PYKOBOAMTENS YYPEXKAEHMS

| Ha ro,n,| Mognuce PacwudpoBka nognmucu

| [ata

| !

| | | |
I |

| Mbpekesl|  Baronosku gen | Konnuectso pgen | Cpoku | Mpumevanue

| men | (tomos, yacteit) | (Tomos, yacren)| xpaHeHus u| |

| | | | cratbu no| |

| | | nepewio| |

| | | |

| | | |
| |
1 !

|1 2 | s | 4] 5|
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NToroBas 3anucb o KaTeropuax n KoJimn4ecrtee 3aBeeHHbIX Aerl

| Mo cpokam xpaHenust | Bcero |B Tom uncrnie nepexoasiumx

| MocrosHHoro | | |

| BpemeHoro (cabiwe 10 ne) | | |

| BpemeHHoro (go 10 net BkntounTENHHO) | | |

| Toro | | |
| | |

HanmeHoBaHne AOmMKHOCTH pykoBoaAUTENA

CJ'Iy>K6bI gernonpon3soacTea yypexageHud noanmcb paCUJI/IC*)pOBKa noanmcu

[ata

COIMACOBAHO COIMACOBAHO

Mpotokon LSOK (3K) Mpotokon 3MNMMK
yuYpexaeHusi rocyapCTBEHHOIO apxmBa

oT Ne oT Ne

MpunoxeHwne 24

K TMNOBOW MHCTPYKLMN
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no genonpon3BoacTBy

B Kbiprbiackon Pecnybnuke

dopma 3aBepuUTENBHOM HaaNUCK

NNCT-3ABEPUTENb OEJA

B nene nogwmTto n npoHyMepoBaHo nMCTOB

(umdbpamn 1 NpPoNUCHIO)
B TOM 4ucCne:

JINTEpPHbIE HOMEpPa JTINCTOB

nponyLeHHble HoMepa fMCTOB

+ NTNCTOB BHyTpeHHeVI onucu

|
| OcobenHocTn duanyeckoro coctosHus | Homepa nucros

| 1 hopMMpoBaHUs aena | |

HanmeHoBaHue Nognuck PaclwmndgpoBka nognmcu

OOSMKHOCTK paboTHMKa

[aTta

MpunoxeHwne 25
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K TMNOBOW MHCTPYKLMN
no 4enonpon3BoAcCTBY

B Kbiprbiackon Pecnybnuke

dopma obnoxku gena

| Kop rocapxvisa |
| Kon yupexaeHnus |

| HaunmeHoBaHWe rocynapCTBEHHOIO apxuBa

| HavnmeHoBaHwue yypexaeHus

| HaunmeHoBaHWe CTpyKTypHOro noapasaeneHust

|
| OENO Ne Tom Ne
|
|

| (3aronoBok gena)
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HauvaTo:

| OKoHYeHo:

Ha

nvcrax |

XpaHuTb

| PoHa Ne |

| Onck Ne |

| Beno Ne |
| !

MpunoxeHwne 26
K TMNoBOW MHCTPYKLUMU
Nno Aenonpoun3BoACTBY

B Kbiprbidckon Pecnybnuke

dbopma TUTYJbHOIO JINCTa K OnMncun gen noCtoAaHHOro

CpOKa XpaHeHunA 1 no fIM4HOMY COCTaBy

(HaMMmeHoBaHMe rocyaapCTBEHHOIO apxmBa)

(HaVIMeHOBaHVIe yyqypexngeHumad, ¢ ykasaHmem nog4nHeEHHOCTU; BKIMKOYaEeT BCE
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nepenmMmeHoBaHNA yqpexXaeHna 3a BpemMd ero CywecrtsoBaHnA C yKa3saHUEM

KpalHUX OaT KaXXaoro HassaHus)

®oHa Ne
Oornncb
Aeri NOCTOAHHOrO XpaHeHus
(VN1 HauMmeHoBaHwue rpynmbl JOKYMEHTOB)
3a rogpl
MpunoxeHwne 27
K TMNOBOW MHCTPYKLUU
Nno 4enonpounsBoacTBY
B Kbiprbiackon Pecnybnuke
dopma rogosoro pasgeria CBOAHOW Onucy aen
NMOCTOSIHHOIO XpaHeHus
®oHa Ne YTBEPXOAKO
OlMNMMCb Ne HanmeHoBaHMe OOMKHOCTHN

Aen NOCTOSIHHOIO XpaHEeHUs1 PYKOBOAUTENS yYpeXaeHus!

3a rog Noanncek PacwmdpoBka noanmcu
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[aTta

|
|  Hassanue pasnena (cTpykTypHOro nogpasgerneHus yupexagenus) |

| |
| Ne | MHpekc| 3aronosok gena | KpaiHue patol | Kon-Bo nuctos| Mpumeyatme |

|n/n| pena | | | | |

| | | | |
| | | | | | |
| |

|1 2] 3 | 4 ] 5 | 6 |

| | | | |
| | | ] | | |
| |

[ | | | |

| | | | |

| | | | |
| |

B maHHbIM pasgen onucu BHECEHO en. xp.,

(umdhbpamn n NponNUCkIO)

c Ne rno Ne
, B TOM Yyuncne:

nUTepHble HoMepa:

nponylweHHble HOMepa.

HanmeHoBaHmne OOMKHOCTH

coctaButens onucu Nognmnce Pacwumdposka nognmcu
JaTta

HanmeHoBaHMe O0MKHOCTHU

pykoBoautens apxmea Nognnck PaclwmdpoBka nognmcu
(nvua, oTBETCTBEHHOIO

3a apxuB)

[aTta
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COINMACOBAHO YTBEPXIOEHA

Mpotokon LUK (OK) yupexaeHnunsa npotokosiom IMNMMK
rocygapCcTBEHHOro apxmBa

oT Ne oT Ne

MpunoxeHwne 28
K TnoBon NHCTPYKLUMU
no 4enonponsBoAcTBY

B Kbiprbiackon Pecnybnuke

dopma rogoBoro pasgena cBOgHOM onucu

aen no JindHomy CcocrtaBy

doHa Ne YTBEP>XOAHKO
OlMNCb Ne HanmeHoBaHMe O0MKHOCTH

aen rno JindHoMy COoCTaBy pyKoBOOUTENA yHpexXaeHUA

3a roa Mognucek PacwundpoBka noanucu

[ata

|
|  Hassanue paspena (CTpykTypHOro noppasaeneHns yupexaeHis) |

| Ne  |Whpekc  pena|3aromosok  pgena | Kpaihme  patsl| Kon-Bo
ncToB | Mpumeyanue |
| in| | | | | |
| | | | |
| | I Il | |
| |
|t 2 [ 3 | 4 | 5 | 6|




B oaHHbIN pasgen onncn BHeCeHO en. Xp.,

(umdhbpamm 1 NponNUCkIO)

c Ne no Ne
, B TOM yucne:

nUTepHbIE HOMepa:

nponyLeHHble Homepa:

HanmeHoBaHMe OOMKHOCTHU

coctaButens onucu lNoanuncb Pacmwcbpoaka noanmcu

[ata

HavyanbHuk cnyx6bl kagpos Noanucek PacumdposBka nognucu

(nHCnekTOop no Kagpam)

[aTta

COIMACOBAHO YTBEPXOEHA
Mpotokon L3K (OK) yupexaenunsa npotokosiom IMNMMK
rocygapCTBEHHOrO apxmBa

oT Ne oT Ne

MpunoxeHne 29
K TMNOBOW MHCTPYKLUU
Mo Aenonpoun3BoACTBY

B Kbiprbiackon Pecnybnuke

dopma rogoBoro pasgerna cBogHOM onucu aen
BpeMeHHoro (cebiwe 10 neT) xpaHeHns

doHa Ne YTBEP>XOAIO
OlMNMNCb Ne HanmeHoBaHWe O0mMKHOCTH

Oen BpeMeHHOro pykoBoguTend y4ypexneHns
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(cBblwe 10 net) xpaHeHus MNoanuck PaclwumdpoBka noanucu 3a rog

[aTta

|
|  Hassanue pasnena (cTpykTypHOro nogpasgerneHus yupexagenus) |

| Ne | MHpekc nena| 3aronosok | Kpaithue | Cpok | Kon-so| Mpumevanve |

| nin| | mema | patbl | xpaHenus | nucros| |

— | | l |
| |
| |

[t 2 [ s [ 4] 5 6] 7 |

| | | | | |

| | | | | |
| |
| |

|| | I N |

|| | I |

| | | | | |
| |

B maHHbIM pasgen onucu BHECEHO en. xp.,

(umdhbpamn n NponNUCkIO)

c Ne no Ne , B
TOM Yucne:

nUTepHble HoMepa:

nponylweHHble HOMepa.

HanmeHoBaHue gomkHocTtu NMoanuck PacwmdpoBka nognucu

cocTaBuTensa onucu
JaTta

HavmeHoBaHMe OOMKHOCTU

pykoBoamntensa apxusa Nognuck PacwumndpoBka nognucu
(nvua, oTBETCTBEHHOIO

3a apxuB)

[aTta
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COINMACOBAHO
MpoTtokon LUSK (OK) yupexaeHns
oT Ne

Mpunoxexne 30
K TMNoOBOM MHCTPYKLMN
no 4enonpon3BoAcCTBY

B Kbiprbidckon Pecnybnuke

dDopma akta 06 YHUYTOXEHUN OOKYMEHTOB U e

HanmeHoBaHve BegomcTBa

HaunmeHoBaHue yypexaeHus

YTBEPXOAKO

HanmeHoBaHue O0MKHOCTH
PYKOBOAUTENS yupexXaeHns
Mognuce PacwundpoBka noanucu

[ata

AKT

O BblaeneHnnm K YHUHYTOXEHNIO JOKYMEHTOB U OEn

Ne

(aaTa) (MecTo cocTaBneHus)

OcHoBaHue: npukas Ne oT

(nata)
CocTaBneH: aKCcnepTHOM KOMUccuen

MpeacepaTenb KOMUCCUN:

OOJPDKHOCTb, MHMUMarnbl, q)aMI/IJ'II/IFI

YUneHbl KOMUCCUN:

OOJPKHOCTb, MHMNUMarnbl, CbaMVIJ'IVIFI
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npl/lcyTCTBOBaJ'II/IZ

AOIMKHOCTb, UHMUManbI, hamunms

Komucceuns, pPyKOBOACTBYACH nepeyvyHem )

Ha3BaHWe rnepeyHA

0To6pana K YHUYTOXEHWNK, KaK He nmewLwine Hay‘-IHO-I/ICTOpI/I‘-IeCKOIZ LEHHOCTUN U
yTpaTuBLUNE TMPAKTUYECKOE 3HaYeHue, criegyrouime OOKYMEHTbl U Aeria

HanMeHoBaHue yypexaeHud, B 4eATEeSIbHOCTU KOTOPOro

OTITIOXUITNCb OOKYMEHTDLI, HE noanexailliune naaneﬁlmelvly XpPaHEeHuo

| | T | T
| |
| Ne | Hdatbl | 3aronoskm fnokymentos| MosicHennst | Kommuectso | Homepa |

| n/n| noxkymenTtos| u gen (rpynnossie nnm | | nokymenToB | cTaTen |
| | wpen | wnaveupyanshbie), | | | no |
| | wHpexcpenno | | | nepeurio|

|
| | | HomeHknaType, onvcwm | | | |

Bcero gen

umMdpamm 1 NPONUChHHIO

Mpeacenartenb aKCNepTHOM KOMUCCUM

noanncb MHMUmMan.ol, cbamvmvm

YUneHsbl:

noanmcun nHMunanbl n (*)aMVIJ'IVIVI
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[OKyMeHTbl M3MerbYeHbl U COaHbl AN YHUMTOXEHWA opraHusauuu no npuemy
MakynaTtypbl N0 NPUEMHO-COATOYHOW HaKnagHom oT

Jata

Mpencenatenb aKCNepTHOM KOMUCCUM

NoAnuCb MHMUManbI, dhamunms

JaTta
MpunoxeHwne 31
K TUNOBOW MHCTPYKLUU
No AenonpounsBoACTBY
B Kbiprbiackon Pecnybnuke
dopma akTa npuema-nepenayn JOKyMeHTOB
B rOCyapCTBEHHbIN apXuB
YTBEPXOAKO YTBEPXOAKO
HavmeHoBaHue JomKHOCTH Ounpektop
PYKOBOAUTENSA  ydpexaeHus rocy4apCTBEHHOrO
apxuBa
Mognuce PacwudpoBka nognucum Mognuce Pacwundposka
nognucu

[ata NepboBas nevaTb [aTa NepboBas nevaTb

YupexaeHus rocyapcTBEHHOrO
apxvBa
AKT
npuemMa-nepegavm JOKyMeEHTOB
Ha rocygapCTBEHHOE XpaHeHue
oT Ne

MeCTO COCTaBITIEHUA

78



OcHoBaHue: 3akoH Keipreidckon Pecnybnukn "O HaumoHansHOM apXuBHOM

doHae Kbiprbiackon Pecnybnukn”

B cBasu ¢

(VICTe‘-IeHl/IeM CpOKa XpaHeHNA JOKYMEHTOB

B yuYpexaeHuu, NMKBMaaumen yupexaeHus)

(HaMmeHoBaHWe yypexaeHus)

nepegaer,

(HanmeHoBaHMe rocyaapCcTBEHHOIO apxuea)

NPUHNMAaET Ha rocygapCrtBeHHOE XpaHEHNE OJOKYMEHTDbI 3a

(roabl)
N CNpaBOYHbIN annapaT K HAM:

| Ne | Hassanue, Homep onucu | Konnyectso | Konnyectso pen| Mpumevanune

| nin| | sksemnnsipos| (ep. xp.) | |

| | | onmen |

NToro npuHaTo

en. xp.

(umdbpamun 1 NponNUCkIO)
B rocynapctBeHHoM apxuBe poHa Ne

lMepepady npoussenu:
NPOU3BENMN:

HanmeHoBaHue
nnu,

NPOV3BOANBLLNX
nepegavy

Moonuce PacwwudpoBka nognucum
PacwudpoBka nognmcu

Mpuem

JOIMKHOCTEN
HanmeHoBaHue OomKHOCTEN N,

npon3BoguMBLLNX MpUem

MNoanuck
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