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HMHCTPYKIMUAIIO AEJOITPOU3ZBOACTBY

®EJEPAJIBHOTO TOCYIAPCTBEHHOYI'O BIO[UKETHOT'O YUYPEKIEHUS HAYKHU
MHCTUTYTA KOCMO®H3NYECKUX UCCJIEAOBAHHI H PACTIPOCTPAHEHMS
PAJIMOBOJIH JAJILHEBOCTOYHOI'O OTAEJEHUSA POCCUIMCKOM AKAJTEMHA HAYK
(MIKUP JIBO PAH)

I. O6mue nos10XXeHHUsn

1.1. HMuctpykuus mno naenonpousBoiactsy B DenepanbHoM [0CyapcTBEHHOM —OIOHKETHOM
YUYPEKICHUH HayKu MHCTHTyTe KOCMOQH3MYECKHX MCCIEIOBAaHUH M PACIPOCTPAHEHHS PaJHOBOJIH
HanbHeBocTounoro orneneHus Poccuiickoil akazemun Hayk (manee - UKUP JIBO PAH, HucrutyT)
(maynee - MHerpykumsi) paspaboraHa B LeNSIX YCTAHOBJICHHS €IMHBIX TPeOOBaHMN K MOAIOTOBKE,
00paboTKe, XpaHEHHI0O H HCIOJIB30BaHHIO oOpasyromuxcs B aesrensHocty UKUP JIBO PAH
JOKYMEHTOB, COBEPIICHCTBOBAHUS JCJIONIPOM3BOJACTBA W IMOBBINEHUS €ro 3(p()EeKTHBHOCTH IyTeM
yHu(uKaluu coctaBa M (GOpM YNpaBIEHYECKUX JOKYMEHTOB, TEXHOJIOTHH pabOThl ¢ HHMH H
obecIieyeHns: KOHTPOJIS HCTIOJIHEHUS IOKYMEHTOB.

1.2. HMHcrpykuusi pazpaboTaHa B COOTBETCTBMHM ¢ [lpaBwiaMu JIeJIONpPOU3BOJACTBA B
TOCYJIapCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIpaBJICHHS, YTBEPXKICHHBIMH IPHKA30M
®enepanbHoro apxuBHoro areHrcTBa oT 22 Mas 2019 r. Ne 71, Ilpukasom ®enepaibHOro apXuBHOIO
areatcTBa oT 11.04.2018 Ne 44 «OO6 yTBepXIEHMH NPUMEPHONH HHCTPYKIHMH IO JEJONPOU3BOIACTBY B
rOCY/IapCTBEHHBIX oOpraHusauusax», @enepanbHbiM 3akoHOM o1 27 wmronsg 2006 r. Ne 149-d3 "O6
uH(opmalnH, HHPOPMALIMOHHBIX TEXHOJOTHAX U O 3aiuTe HHpopManuu", GenepaibHbIM 3aKOHOM OT 6
anpens 2011 r. Ne 63-03 "O06 snexrponHoit noanucu”, GenepaibHbiM 3akoHOM oT 27 uions 2006 r. Ne
152-®3 "O nepconanbHbIX AaHHBIX", Yka3oM [Ipe3unenra Poccuiickoit ®enepauuu ot 6 mapra 1997 r. Ne
188 "O6G yrBepxaeHun [lepeuns cBeneHumii KoHpuAeHIMaNbHOrO xapakrepa", [IpaBunamu oOMeHa
JIOKYMEHTaMH B DJJICKTPOHHOM BHJI€ IIpM OpraHu3aiud HHQPOPMAIMOHHOIO B3aUMOJIEHCTBHS,
YTBEpXJACHHBIMH NocTaHoBjIeHHEM [IpaBuTrenscTBa Poccuiickoii @enepauuu ot 24 uronsg 2021 . Ne 1264,
HanMoHanbHbIM cTanaaproM Poccuiickoit ®enepauuu 'OCT P 7.0.97-2016 "Cucrema cTaHgapToB 1o
uHdopmaiui, OuOIMOTEYHOMY W HM34arenbckomy  jeiny.  OpraHM3allMOHHO-pacHoOpsIUTE bHAS
NoKymeHTanus. TpebGoBaHuss kK OQOPMIIEHHIO JOKYMEHTOB", yTBEpXKICHHBIM IpHKa3zom DenepaibHOro
areHTCTBA 110 TEXHHYECKOMY PETYJIMPOBAHHIO U MeTposioruu ot 8 nexadps 2016 r. Ne 2004-ct (nanee -
['OCT P 7.0.97-2016). UKWP JIBO PAH.

1.3. Ionoxenuss MHCTPYyKIMH pacpoCTPaHSIOTCS HAa OPraHU3alUi0 paboThl ¢ JOKYMEHTAMH B
HKHWP JIBO PAH He3aBUCHMO OT BH/Ia HOCHTEJIS, B TOM YHCJIE C 3JIEKTPOHHBIMH JJOKYMEHTAMH, BKJIKOUAst
TMOATOTOBKY, 00paboTKy, XpaHEHHE M HCIIOJIb30BaHHE JOKYMEHTOB C MPHUMEHEHHEM HH(OPMAIMOHHBIX
texHojorui. Opranuszauus aenonpoussoacrtsa B UKHUP JIBO PAH ocyinecTBiseTcs ¢ HCIOJIB30BaHHEM
UH(OPMALIMOHHOW CHCTEMBI 3JIEKTPOHHOTO JOKyMeHTooOopota (manee - COJ]) Munobpuayku Poccuu,
cucreMbl «Kontyp [luanok», «1C — mnpeanpustue». CHCTeMBI aBTOMATH3UPOBAaHHOM 00pabOTKU
nokymentoB, npuMensiempie B UKWP JIBO PAH, nomxnbl obecrieyuBaTh BBINOJIHEHHE TpeOOBaHUiA
HUHCTpYyKIHH.

1.4. ITonoxenuss MHCTpYKIMK HE paclpOCTPAHSIOTCS Ha OpraHU3alMio paboThl ¢ JOKYMEHTAMHU,
COJEPXKAILUMH CBEJICHHUS, COCTABIISIIONINE TOCY/IapCTBEHHYIO TalHY.

1.5. OcoGenHoctu pabGoTBI C JOKYMEHTaMM, COACPXKAIUUMH CIyXeOHYyI0 HH(POPMALHIO
OrpaHMYE€HHOr'0 paclpOCTPaHEHHS, PEryJupyroTcs npukazoM Munobpuayku Poccun ot 13 uions 2023 r.
Ne 598 "O06 ynopsinouenun obpareHus co ciyxeOHoi nHdopMaluein OrpaHHYEHHOTO PacpPOCTPAHEHHS
B MunucrepcTBe HaykH H Bbicmiero obpasoBanus Poccuiickoit ®epmepanmd W - OpraHu3alusx,
NO/BEIOMCTBEHHbIX MHMHHCTEpCTBYy Haykd M Bbicuiero oOpasoBanusi Poccwuiickoit ®epepaiuu
(3aperucrpupoBan MunuctepctBoM tocTuiMH Poccuiickoit ®enmepanmn 28 asrycra 2023 r,
perucrpauuoHHbliii Ne 74982) (nanee - npukaz MunoO6prayku ot 13 urons 2023 . Ne 598).

1.6. Tpebopanus MucTpykuuu k pabore ¢ OyXraitepckoi, HaydHO-TEXHHUYECKOM H APYroi
CHELMAJILHON JOKyMEHTAlMeH pacnpOCTPAaHSAIOTCS JIMIIb B YacTH OOLIMX NPHHIMIOB paboThI ¢
JIOKYMEHTaMH, YCTAaHOBJICHHBIX MHCTpyKuMEH, a Takke MX MOJArOTOBKH K TMepeaaye Ha apXHBHOE
XpaHEHHe.



1.7. OTBEeTCTBEHHOCTb 3a OpraHHM3alMIO, COCTOsiHWE Aesonpou3Boactea B UKUP JIBO PAH
BO3JIaraeTCs Ha JUPEKTOpa, JHOO0 Ha JIUII0, HCIIOIHSIONIEE €ro 00sI3aHHOCTH.

1.8. OTBETCTBEHHOCTh 3a OpPraHH3ALMIO WU COCTOSIHHE JEJIONPOU3BOACTBA B CTPYKTYPHBIX
O/Ipa3/Ie/IeHUSIX BO3JIaraeTcsl Ha MX pyKOBOAUTENEH 1100 ML, HCTIOIHSIOMIUX HX 00S3aHHOCTH.

1.9.  PyxoBoACTBO M KOHTpPOJIb 3a COOJIONCHHEM YCTAHOBJCHHOIO Mopsijaka paboTel ¢
JOKyMEHTaMH B CTpyKTypHbIx mnoxpasaeinenusx HMKHWP JIBO PAH (manee - cTpykrypHbie
HO/pa3/IeieHUs) OCYIECTBISIET 3aMECTUTENb AUPEKTOpaA 110 OIIKMM BOIIpOCaM.

1.10. Opranusauuio, BeileHHe U coBepiueHcTBoBaHKe Jenonpoussoactsa B UKHUP JIBO PAH na
OCHOBE €IMHOH MOJMTHKH W NPHHLHUIOB, B TOM YHUCIE IOCPEICTBOM IPUMEHEHHS COBPEMEHHBIX
MH(POPMaLIMOHHBIX TEXHOJIOTHH B paboTe ¢ JOKyMEHTaMH, METOJAMUYECKOE COMPOBOXKIEHHE OCYIECTBIISAET
ApxuBapHyc.

1.11. Benyummii 10KyMEHTOBEI OpraHM3yeT BEICHHE JIC/IONPOM3BOACTBA, 00M3aTENbHOE I
UCIIOJIHEHHS BCEMHM COTpyAHHMKamMH HMHTuTyTa, mnpoBepsieTr COCTOSSHHE JeONpPOM3BOACTBA Y
OTBETCTBEHHBIX CIIEIMAIMCTOB 3a BEJCHHUE JICJIONPOU3BOJICTBA B Nofipa3aesieHusX UHcTuTyTa.

1.12. HenocpenacTBeHHOe BeAEHHE JEJIONPOM3BOACTBA B  CTPYKTYPHBIX IOJpa3jieIeHUIX
OCYIIECTBIIAECTCS  paOOTHHKAaMH, OTBETCTBEHHBIMH 33  JICJIOIPOU3BOJCTBO B  CTPYKTYPHBIX
NOJpa3/ie/IeHusIX (Jlajlee - TOCYJapCTBEHHBIE CIyXKalllie, OTBETCTBEHHBIC 3a JEJIONPOM3BOICTBO B
CTPYKTYPHBIX NOJPA3/IEIICHHSIX ). ’

JloJkHOCTHBIE OOS3aHHOCTH, IpaBa M OTBETCTBEHHOCTh pPa0OTHHKOB, OTBETCTBEHHBIX 3a
JI€JIONIPOU3BOJICTBO B CTPYKTYPHBIX NOAPA3ACICHHUSAX, ONPECISIIOTCS TODKHOCTHBIMH HHCTPY KIIUSAMH.

1.13. Ilpn nepexozne Ha Apyrylo paboTy paOOTHHKOB, OTBETCTBEHHBIX 3a JEJIONPOU3BOIACTBO B
CTPYKTYPHBIX [OJpa3JelieHUsX, Iepejada BCeX JAOKYMEHTOB BHOBb Ha3HayaeMbIM paOOTHHKaM
IPOU3BOJHUTCS 110 aKTaM [IPUEMa-1Iepeaau JOKyMEHTOB U JIeJl, KOTOPbIE YTBEPKIAIOTCS PYKOBOIUTEIIMU
CTPYKTYPHBIX MOAPA3ACICHUH.

1.14. O ciyyasx yTparbl 3aperHCTPHPOBAHHOIO MOUIMHHUKA (OpUIMHAIA) JOKyMEHTa pabOTHHK
00si3aH = HE3aMEAJIMTENIHO JI0JOXKHTh PYKOBOJIHUTENIO CTPYKTYPHOTO MOJpa3/iesieHus], II0CJIE Yero
COCTaBJIIETCA aKT 00 yTpaTe 3aperucCTpHPOBAHHOIO NOJIMHHUKA (OpPUrMHANA) JOKYMEHTa, B KOTOPOM
YKa3bIBaIOTCsSl JAHHBbIE YTPAa4eHHOIO JOKYMEHTA, a TaKkXKe OOCTOSTENLCTBA, MPH KOTOPBIX IMPOM30IILIA
yTpara, a 3aTeM NPEeANPHHHUMAIOTCS MEpbl M0 3aMEILEHHMIO JAaHHOTO JIOKYMEHTA 3aBEpEHHON Komuei
JIOKYMEHTA.

1.15. Ilpu yxozne B oTnyck, Bble3/ie B KOMaHIHPOBKY, B IIEPHOJ] BPEMEHHON HETPYIOCIOCOOHOCTH,
B Cjly4ae YBOJIbHEHHS, CMEHbl JODKHOCTHBIX OOS3aHHOCTEH WJIHM IEpeBOAa B JPYroe CTPYKTypHOE
NO/Ipa3/ieJICHHE, 32 HCKIIIOYEHUEM IEPEBO/a BHYTPH CTPYKTYPHOTO MOpa3ae/ieHusi, pabOTHUKH 00sI3aHbI
nepefaTtb BCE HAXOAALIMECH Yy HUX HA HCHOJIHEHHH JIOKYMEHTbI PaOOTHHKY, OTBETCTBEHHOMY 3a
JCJIONPOU3BOACTBO B CTPYKTYPHOM [OJAPA3JE/ICHUH, WM JApYroMy paOOTHHKY II0 YKa3aHHIO
PYKOBOZAMTEIS CTPYKTYPHOTIO MOJIpa3ieeHHUS.

1.16. Copnepxanue cCiy)xeOHBIX JOKYMEHTOB (IPOEKTOB JOKYMEHTOB) HE  MOIUIEKHUT
pasiallieH|Io, 3a HCKJIIOYeHUueM oOmenoctynHoid uH@opmauuu o aestenbHoctd UKWUP JIBO PAH,
NPEJOCTABIAEMOH HEOTPAaHMUYEHHOMY KpYTY JIMI[ B COOTBETCTBMH C 3aKOHOAATEIBCTBOM Poccuiickoii
Qenepanuu.

1.17. Buecenue uamenenuii B MucTpykumio ocymectsisercs npukazom UKHWP JIBO PAH.

II. OcHoBHbBIE NOHATHUSA

2.1.. B MHCTpYKIIMH HCTIOIB3YIOTCS CIIEIYIOIIHE OCHOBHBIE OHATHS:
aBTOP JOKYMEHTA - QU3HUYECKOE UITH IOPHINYECKOE JTHL0, CO3/IaBIIEE JOKYMEHT;
0/1aHK I0KYyMeHTa - JIMCT OyMaru WM 3JIeKTPOHHBIH A0JIOH ¢ PEeKBH3UTAMH, HACHTH(PUIMPYIOIHMMH
aBTOpa OPUIHATIBHOTO JOKYMEHTA;
BH/l JIOKYMEHTA - [IPUHAUIC)KHOCTb JOKYMEHTA K OIPEJC/ICHHON Ipymne JOKYMEHTOB IO IpPH3HAKaM
COJIEPKaHMS U LIEJIEBOTO HA3HAUEHUS;
BH3a - DPEKBU3HT, BBIP@XAIOLIMH COINIACHE WJIM HECOINIacHe JOJDKHOCTHOIO JIMIA C COICpXKaHHEM
JIOKyMEHTa;
BHYTpeHHsis (BHYTPHBEIOMCTBEHHasl) IEpPeNHCKA - AHAJIMTHYECKHE, JOKJIAJHbIe, CIyXeOHble H
OOBSICHUTENIbHBIE 3aMHCKH, CO3/1aBaE€MbIe M MCIOJIb3yeMble JUIs MHPOPMAIHOHHOIO OOMEHa MEXIY
CTPYKTYPHBIMH NOApA3ICICHUSAMH U A0KHOCTHBIMH Jiulami MKWP JIBO PAH;



1eJI0 - OTJEIbHBIH JOKYMEHT WM COBOKYITHOCTb JOKYMEHTOB, OTHOCSIIHECS K OJXHOMY BONpPOCY HIIH
yuactky nestenabnoctd UKUP JIBO PAH, moMelnenHbli B OTIENBHYIO O0JIOKKY;

[XeJIONPOH3BOACTBO - JIEATENBHOCTD, O0ECIeUnBaroINas JIOKyMEHTHPOBAHHE, —J10KyMEHTOO0OOPOT,
onepaTMBHOE XpaHeHHe u uenonb3oanue nokymentos B UKHP JIBO PAH;
JHIUIOMATHYecKassh IM04TAa - KOPPECIHOHJCHLMS, TMOCTyNawmas M3 MOCOIbCTB, KOHCYJIBbCTB,

TPE/CTABUTENLCTB M JAPYTMX Yyupexaenuit Poccuiickodt @enepaiuyu 3a pyOexoM, B TOM 4YHCIE C
HCIIONb30BAHHEM KAHAJIOB (PaKCHMMHJIBHOW CBSI3H M JIEKTPOHHOH MOYTBI, KOTOpas MpeAHa3HayeHa Juis
obecrieyeHHsT BHENIHETIONHTHYECKOH JaesarenbHocTH Poccuiickoit  (Denepanuu, B3aMMOJCHCTBUS
MuHHCTepCTBA MHOCTpaHHBIX aen Poccuiickolt Denepaimu, MHBIX (eIepaTbHBIX TIOCYIapCTBEHHBIX
OpraHoB C JMIUIOMATHYECKMMH MPEICTABHTENLCTBAMHM M KOHCYJIBCKAMH Y4pekaeHusMu Poccuiickoi
®denepanuu, Npe/ICTaBUTEIbCTBAMH Poccuiickoin ®denepanuu npu MEX Ty HApOJTHBIX
(ME@XTOCYIapCTBEHHBIX, MEXIPABUTEILCTBEHHBIX) OPraHU3alMsAX (ajee - 3arpaHyYpex/IeHus), a TakKe
MEXTy 3arpaHy4peXICHHIMH;

JOKYMEHT - O(HIMAIbHBIN IOKYMEHT, CO3JaHHbIH TOCYAAapCTBEHHBIM OpPraHOM, OPraHOM MECTHOTO
caMOyTNpaBJIEHHs, FOPUIMUECKAM HIH QU3MUECKUM JIMIOM, OQOPMIICHHBIH B yCTAHOBJIEHHOM MOPSJIKE H
BKJTIOUEHHBIH B 1okyMeHToo00poT UKHUP JIBO PAH;

JIOKyMEHTHpOBaHHe - (ukcanus MHGOPMALMK HA MATepHAIbHBIX HOCHTENAX IO yCTAHOBJICHHBIM
npaBuJiaMm;

JI0KYMEHT0060pOT - JBH)KEHHE JOKyMEHTOB C MOMEHTA MX CO3/IaHHs WM IOJy4YEHHs /10 3aBEPIICHUA
HCIIOJIHEHHS, TIOMEIIEHHS B €TI0 ¥ (WJIN) OTIIPABKH;

3aBepeHHAasi KOMHs JTOKYMEHTA - KOMHS JOKYMEHTa, Ha KOTOPOH B COOTBETCTBHH C YCTAHOBJICHHbBIM
TIOPSA/IKOM TIPOCTABIICHBI PEKBH3UTHI, 00€CNIEUMBAIOLINE €€ IOPHUUECKYIO 3HAYHMOCTB;

HHOCTPAHHASI KOPPECHOHICHIHA - KOPPECNOHJEHIHUS, MOCTyMalomas 3 HHOCTPAHHBIX IIOCOJILCTB,
KOHCYJIbCTB, MHHMCTEPCTB M BEIOMCTB, KOMINaHWH, (OH/OB, acconMaiii M JAPYyrHX HHOCTPAHHBIX
OpraHH3aIuii, B TOM YHCJIE C HCMOTb30BAHHEM KAHAIOB GaKCHMHIIBHOM CBSI3H U 3JIEKTPOHHOM NOYTHI;
KOMHSI T0KYMEHTA - SK3eMILISP JOKYMEHTA, MONHOCTHIO BOCTIPOU3BOAALIMI HHPOPMALHIO TO/UTHHHAKA
JNOKyMEHTA;

JAMCT COIJIACOBAHHS (BH3HPOBAHHA) JOKYMEHTa - 4YacThb JOKYMEHTa C OTMETKaMH (BH3aMH) O
COTJIACOBAHMH;

HOMEHKJIATYPA /eJl - CHCTEMaTH3MPOBAHHBIN MEpedeHb 3arojioBKoB Jel, cosnasaeMbix B UKHP JIBO
PAH, ¢ yka3zaHueM CpOKOB HX XpPaHCHHS;

HOPMATHBHBII NPaBOBOH AKT - 3TO MHCHMEHHBIH O(QHUIHMANBHBIH IOKYMEHT, TIPHHSTBIHA (W31aHHBIH) B
ornpeneneHHol (popMe MPaBOTBOPYECKHM OPraHOM B IpEZENax ero KOMIMETCHIHH W HalpaBICHHbIH Ha
YCTaHOBJICHHE, W3MEHEHME MM OTMEHY NPaBOBBIX HOPM. B CBOIO Ouepenb, MOJ MPaBOBOH HOPMOM
NPHHATO TIOHUMATEL 00LIe00sA3aTeNIbHOE TOCYIAPCTBEHHOE MPE/IMTHCAHAE MOCTOSHHOIO MIIM BPEMEHHOTO
XapakTepa, PaCCUNTaHHOE Ha MHOTOKPArHOe MPUMEHEHHUE;

ofpamenHe TpaIaHWHA - HampaBlICHHblE B TOCYAApPCTBEHHBIH OpraH, OpraH MECTHOTIO
CaMOYMNPaBJICHUs] MJIM JIOJDKHOCTHOMY JIMILy B TIMCbMEHHOH ¢opMe Wi B Gopme IIEKTPOHHOTO
JOKyMEHTa TpeUIoKeHHe, 3asABICHHE WIH ‘kanoba, a TakKe YCTHOe OOpalleHHe TpaXJaHWHA B
roCyJIapCTBEHHBIH OpraH, OpraH MECTHOTO CaMOYIPaBIICHHUS;

06beM 10KyMeHT0060poTa - Kolu4ecTBO JoKyMeHToB, noctynusukx B UKUP JIBO PAH 1 co3nanHbIx
MM 3a OTIPE/ICIICHHBIH ITEPHOI;

opHIHATLHBIH JOKYMEHT - JOKYMEHT, CO3JaHHBIH IOPHIMYECKAM, TODKHOCTHBIM WM (QU3HYECKHM
JMLOM, OOPMIICHHBIH B YCTaHOBJIEHHOM TOPSIIIKE;

odopMIIeHHE JOKYMEHTA - MPOCTABICHHE HA JOKYMEHTE HEOOXOIMMBIX PEKBH3HTOB, YCTaHOBIEHHBIX
Wnctpyxkuuei;

NMOTHHHHK JOKYMEHTA - IePBbIH WIIH €IMHCTBEHHBIH YK3EMILISP JOKYMEHTA;

PacCMOTpPEHHE BXOSIIUX JOKYMEHTOB - H3y4YeHHE JOKYMEHTOB, OCTYITMBIIUX B HUKHP JIBO PAH, nns
onpenenenus  aowkHoctHoro suna HMKWP  JIBO PAH, HajeneHHOro mOJTHOMOYMAMH 0 HX
paccMOTpeHHIo B cooTBeTCTBHH ¢ ycTaHoBleHHbM B UIKWUP JIBO PAH pacnpenenenunem 00s13aHHOCTEM
MexIy JIMPEKTOpOM, ero 3aMECTHTENISIMH ¥ MHBIMH JIOJDKHOCTHBIMH JIHLIAMH;

perucTpaius 10KyMeHTA - IPHCBOCHNE JIOKyMEHTY PErMCTPAlMOHHOrO HoMepa, BHECEHHE CBEICHHH O
JIOKyMEHTE B PETUCTPALMOHHO-YUETHYIO hopmy;

pe3oionus (MOpydYeHHe) - PEKBH3HT, CONAEPKAUIMA yKazaHWs JO/DKHOCTHOIO JIMIA MO HCTIOIHEHHIO
JIOKYMEHTa;



PEKBHM3HT JOKYMEHTA - JJIeMEHT 0OPMJICHHUS JIOKYMEHTA;

cHCTeMa JIEKTPOHHOTO J0KyMeHT006OpoTa - aBTOMATH3UPOBaHHAas HMH(OPMALMOHHAS CHCTEMa
(KOMIIBIOTEpHAs MpOrpamMMma, HpOrpaMMHOe obecneueHue), KoTopasi Mo3BOJISAET OpraHu3oBaTh paboty ¢
IEKTPOHHBIMH JIOKYMEHTaMH (CO3/71aHHe, HM3MEHCHHE, IIOHCK, XpaHECHHE, perucTpanus), a TaKKe
B3aUMOJIEICTBUE MEX/Iy paOOTHHKaMK (HAIpaBlEHHE JTOKyMEHTOB, [IOPYYCHHH, OTIIpaBKa yBEIOMJICHU I
U T.IL.);

cTyKe0GHAsi MepenucKa - pa3iHuHble BHIbI OQHINAIBHBIX JOKYMEHTOB HH()OPMAIHOHHO-CIIPABOYHOTO
XapakTepa, UCIOoJIb3yeMbIX Ul oOMeHa uHpopMaluen B JCsATeIbHOCTH OPraHoB BIACTH, opraHu3auui u
rpak/JiaH;

yHuduuupoBannas ¢gopmMa J0KyMeHTa - GopMyssip JOKYMEHTa ONPEACICHHOIO BHA, CoJIEpIKalHi
MIOCTOSHHYIO 4acTh TEKCTA;

dopMupoBanne jejsa - TPYNIHPOBKA WCIOJHCHHBIX JOKYMEHTOB B J€JIO B COOTBETCTBHH C
HOMEHKJIATypOH JIeJ1 M UX CUCTEMATU3all|sl BHYTPH JI€1a;

JKCIEpPTH3a IIEHHOCTH JOKyMEHTOB - H3y4Y€HHE JOKYMECHTOB HAa OCHOBAHWUM KPUTEPHEB WX LCHHOCTH B
LeJIAX ONpe/Ie/ieHHs CPOKOB XpaHEHHs JOKYMEHTOB M 0TOOpa MX JUIS BKJIIOYCHHS B COCTaB ApXHUBHOI'O
donna Uuctutyta u Apxusioro ¢ponaa Poccuiickoit denepannu;

)IeKTPOHHAs Noanuch - WHbOpMalus B DIEKTPOHHOH (opMe, NPHCOCAMHEHHAA K JJIEKTPOHHOMY
JIOKyMEHTy HJIM HHbIM 00pa3soM - CBfi3aHHas C HHAM M TO3BOJIsIOIIAs ueHTHGUIUMpOBaTh JIKIO,
[IO/IIMCABIIIee MIEKTPOHHBIM JOKYMEHT;

7)JIEKTPOHHASI KOMHS I0KYMEHTA - KOIIHs JIOKYMEHTa, CO3/[aHHast B YICKTPOHHOM dopme;

)7IeKTPOHHBIH I0KyMEHT - JJ0KyMEHTHPOBaHHas HH(GOPMALlUsi, IPEJICTaB/ICHHAs B 3JIEKTPOHHOH popme,
TO eCTb B BHJE, IIPUTOJHOM JUIs BOCIIPHATHS YEJIOBEKOM C HCIOJIb30BAHUEM OJICKTPOHHBIX
BBIUMCJIMTEILHBIX MAIIUH, a TAKKe Ul Mepeayd Mo MHPOPMalMOHHO-TEICKOMMY HUKALIMOHHBIM CCTAM
Wi 00paboTKH B HHPOPMALHOHHBIX CHCTEMAX;

2IeKTPOHHBbIH I0KyMEHT0000pPOT - JOKyMEHTOOOOPOT ¢ INpPHMEHECHHEM aBTOMATH3MPOBAaHHOM
UH(POPMAIIHOHHOM CHCTEMBI,

IOpHIHYECKAs CWIA [OKYMEHTa - CBOHCTBO OQHIUHMAIBHOrO JIOKYMEHTA BbI3bIBATE IPABOBLIC
MOCJIEJICTBHS;

06/1a4HOe aBTOMATH3HpOBaHHOe palouee Mecro pabornuka (nanee - OAPM) - 5T0O COBOKYIHOCTD
NPOrPaMMHBIX W aNlapaTHBIX CPEACTB JUIA OpPraHW3allid COBMECTHOH pabOoTHI pabOTHHKOB €
JOKyMEHTaMH.

I11. ITopsaok noaroroBKu AokymenTos B UKUP JIBO PAH

B UKUP JIBO PAH co3aatores 10KyMEHTbI Ha OyMaKHOM HOCHTEJIE, YIEKTPOHHBIC TOKYMEHTBI H
JIEKTPOHHbIC KOIMH JI0KYMEHTOB, [IOJyYeHHbIE B pesylbTare ouu(poBKH (HAIPUMEp. CKaHWUPOBAHIs)
JIOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

led CO3/laHUH WICKTPOHHbBIX JOKYMCHTOB UCIIOJB3YIOTC ICKTPOHHBIC mabnonnpl OJIAHKOB U
JICKTPOHHBIC 111a0;T0HBI (yHH(bl/ﬂ..lllpOBaHHbIC Q)OprI) AOKYMECHTOB, B TOM YHCIIC UHTCPAKTUBHLBIC,
KOTOPBIC IO COCTABY PCKBU3HTOB JOKYMCHTOB [10JI’KHbI ObITH HJICHTUYHBI JOKYMCHTAaM Ha 6}'Ma')KHOM
HOCHTEIIC, 3Jl€KTp0HHb[€ 11abs1oHbl ONIAHKOB U JICKTPOHHBIC 11aboHbI AOKYMECHTOB JOJKHbI ObITD
3alUIIEHBI OT HECAHKIIMOHUPOBAHHBIX U3MCHEHUH.

3.1. B/IaHKH I0KYMEHTOB ¥ 001ie TpeGoBaHUsA K CO3/JaHHIO [0KYMEHTOB

3.1.1. Jloxymentst UKUP JIBO PAH na Gymaxnom Hocutese oQopmisiores Ha Onankax gopmara
A4 (210 x 297 mm) (nasiee - opmar A4), IpH HEOOXOIHMOCTH MOT'YT HCTIOJIB30BATHCH Os1anku gopmara
A3 (297 x 420 mm) (tasee - popmar A3).

DIeKTPOHHbIE AOKYMEHTbI OQOPMIISIIOTCS HA OCHOBE 2/1CKTPOHHbIX a0 IOHOB U JIOJKHBI UMETH
YCTAHOBJIGHHBI COCTAB PEKBU3MTOB, HX PACHONOKEHUE U OpopMIIeHHE (B COOTBETCTBAN C Pa3Ae/ioM 3.2.
HHCTpyKIUK).

Ha Gymare gopmara A3 (420 x 297 MMm) MOryT OQOPMIISTECA OTACIbHBIC BUJbI JOKYMCHTOB.
cozepiKaTesibHasi 4acTh KOTOPBIX BKIIOYAET TAOJIMIBL, CMETBL,  CXEMbI ambo odopmieHa B BHIC
crenManbHoro Tpadapera.

3.1.2. B UKUP JIBO PAH ucronb3ytorcst GiaHkn JOKyMEHTOB, M3TOTOBJICHHBIC Ha OyMakHOM
HOCHTEJIE, a TAKIKE NIEKTPOHHBIC MA0I0HBI OJIaHKOB.
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3.1.3. baanku HUKHWP JIBO PAH paspalbarbiBaioTcs Ha OCHOBE YIJIOBOTO H MPOIOJIBHOIO
pacnoyioKeH!sl pPeKBU3UTOB. [IpH yrioBoM BapHaHTe peKBM3UTHI OaHKa pacroyaraloTcs B BEpXHEM
JIEBOM YIJTY JTHCTA.

3.1.4. B UKUP JIBO PAH npumenstorcs ciaeayoume Bu bl OJIaHKOB JIOKYMEHTOB:

OnaHK YITIOBOM  C peKBM3HTaMM (pycckui) (ananee - oOmwmit OGnank muecema MKHUP JIBO PAH):
OJaHK MPOOJIBHBIN € PEKBU3UTAMU (PYCCKHIA)

ONaHK NPOIOJIbHEIH 0e3 PEeKBU3UTOB (PYCCKHii) -

Onank yroBoi (english)

Onank npososibHbIii (english)

onank npukaza MKUP JIBO PAH:

Onank pacnopsbxkenns UKUP J/IBO PAH.

O6pa3ub! Oankos UKHUP JIBO PAH npusoasrtces B npunoxxenuu Ne 1 k Muerpykimu.

3.1.5. Beenenue B oOpatuenre HoBbIX OmankoB qokymentor MKMP JIBO PAH ocymecrsisercs
no paspemeHuio (rnopyuennto) Jlupexropa. COOTBETCTBYIONIME TPEUTOKCHUS BHOCATCH MPUKA30M
BMeECTe ¢ 00pa3laMy rpejiaraeMbix 6J1aHKOB.

3.1.6. B UKHWP JIBO PAH ycranasnusaiorcs pasMepbl CilyxeOHBIX TOJeH Ha JOKYMEHTE,
IIpaBUjIa HyMEPALUUH CTPaHMIl JOKYMEHTA, MEKCTPOUHbIE HHTEPBAIbI M JIPYTHE OCOOCHHOCTH BHEIIHETO
o(hopMIIEHHUS JIOKYMEHTA. ’

B coorBerctBuu ¢ 'OCT P 7.0.97-2016 ciyxebHble 1101 HA TOKYMEHTE JIOJKHBI OBITH HE MEHee:
20 MM - sieBoe;

20 MM - BepxHee;

20 MM - HWKHEe,

10 MM - npagoe.

JIoKyMeHTBI JutnTe /IbHbIX (CBbie 10 JieT) CpOKOB XpaHEeHHUs JOJDKHBI UMETh JIEBOE 11oJie He MeHee 30 M.

Ilpy cosjanMm JOKyMEHTa Ha JIBYX M 0osiee CTpaHHLAX BTOPYIO M IOCIEAYIONHE CTPAHHIbI
HYMEPYIOT apaOCKUMH IH(paMu nocepeinHe BEPXHETro MoJis IHCTA (BEPXHETo KOJOHTHUTY/IA) 063 KaKux-
AuOO JIOTIONHHUTEbHBIX 3HAKOB MM CJI0B (THpe. aeducos: - 3 -) wm cioB "c.", "crp." (crpanuua).
Homepa ctpanun nevaratorcst impudrom pasmepa Ne 12.

Jlng  co3nanust  JIOKYMEHTOB  HEOOXOAMMO  MCIOJIB30BATH  CBOOOIHO  PACIpOCTPaHIEMbIE
Oecrutathele wpud el pazmepos NeNe 12, 13, 14. Dro aomxen ObITh IpHGT, ABISIOMUICS METPHYUECKUM
aHasiorom rapHuTypbl Times New Roman, oOgajgaiommii cieylomumMu XapakTepucTukaMu: mpudr ¢
3aceukaMu  (serif)., 1ponopuHOHANLHBINA, TPAJMLMOHHOIO HA4yepraHwus, JeaoBoro cruis. llpu
cocTaBJIcHUH TabIHIl MOTYT HCTIONB30BATHCS MIPHKTHI pazmepoB NeNe 10, 11, 12.

Jlnst obopmienus pekBuznTa "TekeT gokymenta" B jokymentax MKWUP JIBO PAH ucnoaszyercs
pazmep wpudTa No 14,

Hcnosp3yemast JU1st co31anust JIOKYMEHTOB FApHUTYpa WIPUQTa JI0JKHA Pean30BbIBaTHL HAGOP
CHMBOJIOB JIATHHCKOTO M KHPHJUTMUECKOrO an(aBHTOB, a Takke al(aBHTOB rOCYIAPCTBEHHBIX S3BIKOB
pecniyonmk B coctaBe Poccmiickoit Menepany u HHBIX A3bIKOB HaponoB Poccuiickoit Menepannu,
ONnpeaesieMbIX 3aKOHOAATEILCTBOM pecity Ok,

3.1.7. I1py moroToBKe TEKCTOB AOKYMEHTOB HCIIOJIb3YeTCst a03alHbIi OTCTYI, paBHblid 1,25 cMm.,
3aroJIOBKM pa3aesioB U MOJAPA3/AEsIoB NeYaTaloTCs ¢ ad3aLHbIM OTCTYTIOM HJIH BBIPABHUBAIOTCS 110 HEHTPY.
AO3alHBIH  OTCTYN HMCIOJB3YeTCS TOJILKO TpH O(OPMIICHWH PEKBH3MTA "TEKCT HOKyMeHTa" W He
NpUMeHsieTcss MpH OOPMICHHH JPYIUX PEKBU3UTOB. PEeKBH3MTBI TOKYMeHTa: "3arojoBOK K TekcTy"
(odopmisiemblii ciieBa 1oJl pexkBU3UTaMu OslaHka), "orMerka o npuiokenuu”, "noxnuce”, "ormMerka o6
UCTIONHHUTENE", a TakKe 3akIlouuTesbHas JTukeTHas (Qpaza "C  yBaxeHuem," mnevararorcs
HETIOCPE/ICTBEHHO OT FPAHUIIBI JIEBOTO TIOJIS.

MHorocTpounbie peKBU3NTBI MEUATAIOTCS Yepe3 OJHH MEXIYyCTPOUHBIH MHTEPBA, COCTaBHBIE
YACTH PEKBU3UTOB OTACJISIOTCS JONOJIHUTE/ILHBIM HHTEPBAJIOM.

Texcr noxymenta newaraetcss uepes | - 1.5 mexayctpounsix ustepBaia. Ilpu moaroroske
JOKYMEHTOB B TEKCTOBOM PEIAKTOPE MEKCTPOUHBIH Mpolden MOKeT ObITh YCTAHOBICH B PEKUME
"MHOXUTEL" U U3MEPITHCS BEJIMUHHAMH B ITpOMEKyYTKe 0T 1 j10 1.5.

Ecnu  IOKyMEHT TrOTOBUTCS /U1 M3JlaHUs € YMEHbUIEHHEM Macuitada, TEeKCT JOKYMEHTa
nevataercs 4epes 2 MeKCTPOUHBIX MHTEPBAIA.

MuTeppan Mex 1y OyKBaMH B C;10BaX - OObIYHBIH, HHTEPBAJI MEXK/LY CJTIOBAMH - OJHH MIpoOelt.
CobumojieHue TaHHBIX MOJIOKEHUT 0OecneyHBaeT IProHOMUYHOCTE NPH PadoTe ¢ TEKCTOM JOKYMEHTA.



3.1.8. Texker nokyMeHTa BBIPABHMBACTCS 110 IIHPHHE JIMCTA (M0 IPaHMIIAM JIEBOIO M NPABOro
nmosiel JoKyMenTa). JlimHa camoil JJIMHHON CTPOKM PEKBU3UTA [PU YITIOBOM PACIONOKECHUH PEKBHU3HTOR
Onanka - ne Gonee 7,5 cM. JlimMHa camoil JUIMHHOM CTPOKH PEKBU3HUTA [PH TIPOJOJILHOM PACHOIOKEHHH
pekBU3UTOB Os1aHKa - He fosiee 12 cMm.

3.1.9. Daexrponnbie Jjokymentel MKHWP JIBO PAH gomksbel co3maBareesi B (opmarax,
00ecneynBalOMX  ayTeHTUYHOCTh, J0CTOBEPHOCTh, LEJIOCTHOCTh M HEHU3MCHHOCTH  JJICKTPOHHBIX
JOKYMEHTOB, TPUTOAHOCTE UX VIl HCHOb30BAHUA.

3.2. OdopMieHHEe PEKBU3HUTOB JOKYMEHTOB

3.2.1. Pexsusuramu nokymento MKUP JIBO PAH ssistores:

- Ombnemma UKUP JIBO PAH; ,
- HanMenoBanue opranu3zaimu - UKUP JIBO PAH - aBropa nokymenra;
- HAUMEHOBAHME JIOJDKHOCTH JIMIA - aBTOPA IOKYMEHTA,
- cnpasounble jgannsie 0 UKHUP JIBO PAH;
- HAMMEHOBAHHUE BU/1A IOKYMEHTA;
- JlaTa JOKYMEHTa;
PEruCTPALlHOHHBIA HOMEP IOKYMEHTA,;
CChLIKA HA PErUCTPALIMOHHBIA HOMEP M J1aTy MOCTYNUBLIETO JOKYMEHTA;
MECTO COCTaB/ICHUS (M31aHus) JTOKYMEHTa:
rpu¢ orpaHHYEHHs JIOCTYIIA K JIOKYMEHTY
ajpecar;
rpud yTBEPIKICHUS JIOKYMEHTA;
3aroJIOBOK K TEKCTY;
TEKCT JIOKYMEHTA;
OTMETKA O TIPHIOKEHHH;
rpu coriacoBaHus JOKYMEHTA;
BU3A;
MOAMUCH:
OTMETKa 00 2JIeKTPOHHOM MOJIHCH;
1eyarb;
OTMETKa 00 UCHIOJHHUTEIIE;
OTMETKA O 3aBEPCHUH KOIINH;
OTMETKA O MOCTYIUICHUH JJOKYMEHTA,;
pesononus (Topy4deHue);
OTMETKA O KOHTPOJIE;
OTMETKa O HaIlpaBJICHUU JOKYMEHTA B J1€.10.

CocrtaB pexsu3utoB coszaasaembix B MKHUP JIBO PAH jgokymMeHTOB, HX pacnosiioKeHHE M
oopmiierne pernameHTupyrorest MHCTpy KUMen.

Cocras peKBU3UTOB KOHKPETHOIO JIOKYMEHTA OIPEAC/ACTCS €0 BUIOM M Ha3HAYCHHUEM.

3.2.2. KpoMe nepeuncieHHbIX B MyHKTe 3.2.1 MHCTPYKIIMH PEKBH3UTOB JIOKYMEHTOB, B ITPOLIECCE
paboThl ¢ JIOKYMEHTAMM MOIYT MCIOIB30BaThCs JIPYTHE PEKBH3UTHI, Hampumep, noMetkd "Cpouno',
"Becbma cpouno”, "Bpyuuts Hemeanenno", "Oneparusno”. "llouiexut Bo3spary" u apyrue.
Odopmiaenue pekpuzutoB jokymentoB B UKUP JIBO PAH ocywectsisiercs cornacuo [lpasuiiam
oopmienusi pexkusutoB aokymentoB B MKHP JIBO PAH. npuBeneHHbiM B npuiokeHHH Ne 2 K
Mucrpykumu.

Hoanucaune (yTBepikeHHE) NPOCKTOB JOKYMEHTOB.

i
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3.3. CornacoBanue npoeKTOB JOKYMEHTOB

3.3.1. Cornacoanue ITPOCKTAa AOKYMCEHTA IPOBOAWTCS 10 €10 MOANHUCAHUS PYKOBOJAUTCIIEM B 1€ -
JIX OLUCHKH COOTBCTCTBUA HPOCKTA 3aKOHOAATCIIbCTBY Poccuiickoii (I)e,uepauun. JIOKAJIbHBIM HOPMATHUB-
HBbIM aKTaM OpraHus3aliiM, KaucCTBa " Z)(l)(i)CKTI]BHOCTH HpeiaracMoro pelucHus.
Cornacopanue MPOCKTa JOKYMCHTA OPraHn3ycTCs HCNOCPCACTBCHHBIM UCITOJTHUTEIICM (cocTaBUTEIEM) U
PYKOBOAUTEIEM MOAPA3ZACIICHUA-UCHIOJTHATES I U ITPOBOAUTCA B IpeACiiaX YCTAHOBICHHOI'O CPOKA MCITOJ -
HCHMUS.



3.3.2. CornacoBatue NPOEKTOB JIOKYMEHTOB ¢ paOOTHUKAMK OpPraHu3alyu W/WIH JIPYTUMH opra-
HH3ALUSMHU OPraHu3yeT UCIIONHUTENB 1I0CIIE COMIAcOBaHMA B pabouem MopsiKe MpoeKTa JOKYMEHTA C py -
KOBOJMTEJIEM CTPYKTYPHOIO MOPA3IEICHHS U B COOTBETCTBHM € MHCTPYKLHEH MO JACNIONPON3BO/ICTRY
OpraHu3alMy WM WHBIMHU JIOKaJIBHBIMM HOPMATHBHBIMH aKTaMM, PEry;MPYIOIMMHU [IPOLECC COracoBa-
HUS (BU3HPOBAHUS) IPOCKTOB JIOKYMEHTOB.

3.3.3. IlpoeKThbl JIOKYMEHTOB COIIaCyHOTCS:

- HEMOCPEACTBEHHBIM MCTIOIHUATENIEM U PYKOBOIUTEIEM 110/1pa3ie/ e HUSI-HCTIOTHUTEIS

- COUCTIOTHUTEISIMH (ITPH UX HAJIMYHH);

- PYKOBOIMTEIAMH CTPYKTYPHBIX MOAPa3ieieHUH, pabOTHHKAMH OpraHu3aliiy, HaNPaBlICHUs 1eSTe/IbHO-
CTH W/unu (QyHKIHOHANILHBIE 003aHHOCTH KOTOPBIX 3aTParuBalOTCs B NPOEKTE JIOKYMEHTA W/HIIH KOTO-
pbl€ YKa3aHbl B IPOEKTE JIOKYMEHTA B KAUECTBE MCIONHUTENEI (B ClIydae BPEMEHHOTO OTCYTCTBHS PYKO -
BOJIUTEIA 1MOAPA3ACICHUS TTPOEKT JOKYMEHTA BU3UPYET JIMLO, BPEMEHHO MCIOIHSIONEE ero 00s3aHHO-
CTH):

- 3aMECTUTE/ISIMH PYKOBOJIMTENS OPraHu3allii, KyPUPYIOIMMH 3aTPOHYTHIC B IPOEKTE JOKyMEHTa
BOIPOCHI (€CIM JOKYMEHT MOIMUCHIBACTCS (YTBEPAKIACTCS) PYKOBOAUTENIEM OPraHH3aLMHK );

- opuanueckoit ciyxOoi (mpoektos JIHA, npoektos npukasos);

- ¢y x00H 1e710Mpor3BOACTRA.

[TpoeKTHI 1OKYMEHTOB. peann3alus KOTOPbIX TpedyeT (pMHAHCOBBIX 3aTpPAT. COIVIACOBLIBAKOTCSH €
(PMHAHCOBBIM MOJIPA3/IETICHUEM.

He jponyckaeres nanpapisaTh Ha COIVIACOBAHHE NPOEKT AOKYMEHTAa OJJHOBPEMEHHO JBYM WK 00-
jee pabOTHHKAM OJHOTO CTPYKTYPHOTO MOJApasieieHus. B KauecTBe JMIL, COMIACYIONMX IPOEKT
JOKYMEHTA, JIOJKHBI BHICTYATh NPEUMYIIECTBEHHO PYKOBOINTEIH CTPYKTYPHBIX MOAPA3ACICHHIL.

3.3.4. Buenrdee comiacoBaHue MPOEKTa JOKYMEHTA OCYIIECTRISCTCS MOCPEACTBOM HAIPABIICHHS
IIPOEKTA B JPYTYIO OPraHN3aLUI0 ¢ CONPOBOUTENBHBIM TUCHMOM, B KOTOPOM YKa3bIBAETCSH CPOK COIIACO-
BaHMS.

3.3.5. Cpoku coritacoBanust JOKYMEHTOB COCTABIISIFOT:

- IIPOEKTHI JAEJOBBIX (cayxeOHbIX) nuceM - 1-3 pabounx aus;

- IPOEKTHI NPUKA30B Oe3 npuIoKeHui - 1-3 pabounx jiHs;

- IPOEKTHI PHUKA30B C IPUIIOKEHUAMH CIIPABOYHOTO XapakTepa - 1-5 pabouux nHeit;

- MIPOEKTHI PHUKA30B ¢ MPUIOKEHHEM JIOKATIbHBIX HOPMATHBHBIX AKTOB B 3aBUCHMOCTH OT HX 00beMa (He
oonee 50 cTpanun) — 1- 5 pabounx jiHei:

- IPOEKTHI MPOTOKOJIOB 3aceaHuil (CoBeIanmii) npu HeOOXOIMMOCTH X COIIACOBAHUS, B 3aBUCHMOCTH
OT 00beMa JOKYMEeHTa - 1-3 pabounx JiHs.

- [IPOEKTHI IOTOBOPOB (KOHTpakToB) 1-3 pabouux aus

Cpoku cornacoBaHust POEKTOB JIOKYMEHTOB, HANpPaBIsEMbIX HA BHELIHEE COIVIACOBAHME HE
JIOJDKHBI cocTaBiigTh Dosee 30 KajaeH apHbIX AHEH.

B KOHKpETHBIX cyyasX B 3aBHCUMOCTH OT COAEPKAHMS M HA3HAYCHHS JIOKYMEHTA CPOK COIIACcO -
BaHUSI MOXKET ObITh COKPAILEH WM YBEJIHYEH M0 PEIIEHUIO PYKOBONTENS, KYPHPYIOIMIETO HAMPABICHHE
JEATETbHOCTH, 110 KOTOPOMY F'OTOBUTCS TPOEKT PETICHMUS.

3.3.6. Odopmaenne pesyibratos coracosanus JIHA u pacnopsiute/bHbIX JIOKYMEHTOB OCY-
IIECTRIISACTCS B BU/IC BH3. MPOCTABIACMBIX 3aHHTEPECOBAHHBIMU sMIiaMu Ha Jlucte cormacoanus (ITpu-
noxkenue Ne 21).

[Tpu cornacoBanuu eOBBIX (CaykKeOHBIX) MTUCEM BH3bI MTPOCTARISIOTCS HA KOITUHM THCHMA (BU-
30BOH IK3EMILIAP), KOTOPbIA NOCIIE MOANUCAHUS NOATHHHUKA ITUCHMA U €0 PETHCTPALMH [TOMEIIACTCS B
€710, WIIN Ha 00OpOTE MOTHHHUKA MUCbMA, €CIM MUChbMO HANpaBlsgeTes aapecary no (Gakcy MM ek -
TPOHHOM MOYTE. DTOT KE HK3EMIUISAP [MHCHMA NOCIe OTNPABKK ajpecary (1o Gakcy uiam dMeKTPOHHOM No-
YTe B BU/IE HICKTPOHHON KOMHU ) MOMEIAETCS B 1710,

IIpoekThI NPOTOKOI0B BU3MPYIOTCA JIMIAMMU, BBICTYIIABIIMMH HA 3aCeIaHHU (COBENIAHUH) Iy TeM
MPOCTABICHHUS BH3bl HA JIEBOM NOJIC JOKYMEHTA HANPOTHB 3aIIUCH BHICTYIIJICHHS COOTBETCTBYIONICTO pa-
OoTHNKA.

[Ipn cornacoBanuu NPOEKTOB BHYTPEHHHX JIOKYMEHTOB. CO3JIaHHBIX Ha OYMaXHOM HOCHTEIE, BU3BI PO -
CTABJISIIOTCS HEMOCPEACTBEHHO HA MPOEKTE AOKYMEHTA.

3.3.7. B xoz1e cornacoBaHust MpoeKTa J0KyMeHTa pabOTHHUK, CONIACYIONINIT JOKYMEHT, MPUHIMaeT
O/THO U3 - CICAYIOIHNX PEeleHUN:

- COIIacoBaTh MPOEKT JOKYMEHTa 0e3 3amMeuaHHii;
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- COIVIacOBAaTh MPOEKT JOKYMEHTA C 3aMeUYaHUsIMU;

- OTKJIOHUTb NPOEKT JIOKYMEHTA:

- YKa3aTb, YTO HE UMEET OTHOUICHHS K IPOEKTY JOKYMEHTa (paccMOTpPeHHE BOIPOCA, 110 KOTOPOMY IpH -
HUMAETCs pellieHHe, He BXOIUT B 00S3aHHOCTH pabOTHHKA).

Bospaxkenus 1o npoexty INpukasa (pacnopspKeHHs)., BO3ZHMKAIOLUME TPH CONIACOBAHMH, W3-
JararoTes B JIMCTE COIVIACOBAHMS KOTOPBIH IIPHJIAraeTcs K IpOeKTY.

Ecnn npoekT J10KyMeHTa COITIacoBaH ¢ 3aMEUaHMsIMM. 3TO O3HAYAET, YTO 3aMeuyaHusi HOCAT pe-
JAKLHOHHBIN XapakTep, ¥ [10¢/1€ UX [IPUHATHS UCIIOJIHATENIEM POEKT He TpeOyeT 1OBTOPHOIO COIiacoBa-
HUSL.

[TpoeKT 1OKYyMEHTa OTKIOHSCTCS JIMLIOM, COTIIACY FOLHM JIOKYMEHT, B CIIy4Yasix:

HATMYMS CYLIECTBEHHBIX 3aMEYaHui 110 NPOEKTY JOKYMEHTA:
HECOITIACHs ¢ IPOCKTOM JOKYMEHTA.

3.3.8. HecoritacoBanHblif MPoeKT JIoKyMeHTa TpeOyeT A0padOTKH 110 BBICKA3aHHBIM 3aMCUaHUsIM,

nepeoGpOpMICHNS U ITOBTOPHOTO COIIACOBAHUS.

IV. IToaroroBka u odopM/ieHHe O0TAeIbHbIX BU/0B AoKyMeHTOB B UKUP /IBO PAH

4.1. Cocras gokymenroB UKHUP JIBO PAH

B npouecce gesrensnoctu UKHUP JIBO PAH co3yaercst koMIUIEKC IOKYMEHTOB:
- OpraHU3alHOHHO-PACHOPS/INTElIbHBIC (IIPUKA3bl, PACIIOPSIKCHUSI, MOJIOKEHUS, TIPABUIIA, UHCTPYKIUH,
perIaMeHThbl, HOPYYCHH ),
- [IPOTOKOJIBI 3aC€aHNi KOOPAMHALIMOHHBIX, COBELIATE/IbHbBIX, IKCIIEPTHBIX OPTraHOB;
JIOBEPEHHOCTH;
- JIOrOBOPbI (KOHTPAKThI, COTJIAIICHUSE ),
- IOCTynaroIue (BXOA[IHE) TOKYMEHTHI;
- OTIPAB/ISIEMbIC (MCXOASIINE) AOKYMEHTHI;
- BHYTPEHHss (BHYTPHBEIOMCTBEHHA) TIEPEIHCKa (jlaee - BHY TPCHHSIS [IepeItucKa).
B 3aBucumocTn ot konkpeTHbIX 3aj1ad ynpasienust B UKHUP JIBO PAH co3patorcs jpyrue Bujbl
JIOKYMEHTOB: [1J1aHbl, [IPOTHO3bI, IPOIPAMMbI, OTUYETbI, AKThl, BLITHCKH H3 MPUKA30B, CIIPABKH H JIPYTHeE.
YeranapiauBaTCsa Cleytolme TpeOoBaHUs K HOANOTOBKE W O(GOPMIICHHIO OTAC/IBHBIX BHOB
aokymentoB UKHUP JIBO PAH.

4.2. Ilpuka3s

4.2.1. Tlpukazamu oQOpMISIIOTCS PEIUICHHS HOPMATHBHOTO Xapakriepa, a Takike pelieHus 1o
BOIIPOCAaM OCHOBHOM JI€STEJIbHOCTH, ONEPATHBHBIM, OPraHM3allMOHHBIM U HEPCOHATLHBIM (KaJPOBbIM)
BOIIPOCAM.

4.2.2. llpoexTbl MPUKa30B TOTOBST CTPYKTYPHbIE T0/pa3jieicHus HAa OCHOBAHMM MNOPYUCHHUH
Jupextopa, 3amecturesieid JIMpekTopa, MOJOKEHUH O CTPYKTYPHBIX TMOApaziaesieHusix aubo B
MHUIIHATHBHOM TTOPSsIKE.

4.2.3. IlpoexkTsl NpHKa30B M0 KaJpPOBBIM BOIpOCaM (Ha3HAuYeHWE, [E€PEBOJ, VBOJIbHEHHE,
HarpaxJcHUe, B3bICKaHHE, 00yUYCHHUE, NPESIOCTABICHNE OTIIYCKOB, KoMaHupoBanue padotHukoB MKHUP
ABO PAH wu apyrue). o npemupoBanuun padoruuxo WMKHWP JIBO PAH, roroestcs Bemylium
CIICLHAIUCTOM [10 KaJIpaM.

4.2:4. Ilpuxa3sbl 110 BOIpocaM OCHOBHOH ACATEIBHOCTH, HO ONEPATHBHBIM M OPraHH3allHOHHBIM
BOIIpOCaM, MOIeKaT 00s3aTeIbHOMY COMNIACOBAHUIO € 3aMECTHTEISIMH JUPEKTOPa,  PYKOBOJUTEIAMHU
noApasaesieHui 1 pabOTHUKaAMH, OTBETCTBEHHBIMH 32 OPraHU3alMI0 UCIIOJTHEHUs JJOKYMEHTA.

4.2.5. O0ecrneueHne KAYeCTBEHHOM I10/IOTOBKM IPOEKTOB IPHKA30B [0 OCHOBHBLIM BOIPOCAM
aevtensHoctn  UKUP  JIBO PAH u ux comlacoBanwe ¢ 3aMHTEPECOBAHHBLIMH CTPYKTYPHBIMH
MO/IPa3/IC/ICHUsIME  BO3J1araeTcsi Ha PYyKOBOJMTENCH CTPYKTYPHBIX TMOApa3/ieieHHil, KOTOpbIC TOTOBST
npoexT rnpukasza. OOpasenl jucTa COIVIACOBAHUS NPOEKTa IpHKaza npuBeieH B npuioxeHuu Ne 21 k
Hucrpykuun.

Cpox paccMOTpEHHS U COINIacOBaHUS (BU3MPOBAHMS) IPOEKTA NPUKa3a. KaK MPaBUJIO, HE J0DKEH
IpeBBILIATh 01HOTO pabouero jHsa. CpoK MPOBEACHUS NPABOBOH IKCTIEPTU3bI COCTABISICT HE MEHEE JIBYX
pabounXx jHeHn.
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IIpoext nmpukasa neuaraercst Ha OnaHKe MPUKa3a yCTAHOBICHHOH (GOPMBI M MpeICTABIAETCS Ha
MOJINMHCH TIPH  HEOOXOAMMOCTH €O  CTPABKOil, COAEpXkalleidl KpaTKoe H3JTOKECHHE CYTH TMpHKasa,
o00CHOBaHHE Hﬁ()(’)XOlII'IMOCTH Cro nmoAroToBKH.

4.2.6. Ilopsnox noarotoBku H opopmieHus npoektoB npukaszoB UKUP JIBO PAH npusogurcs
B npuiioxeHuH Ne 3 k MHCTpyKInu.

4.2.7. TpeboBaHus k o¢opmieHHIO M oOpasen BoimHckH 3 npukaza UKUP JIBO PAH
npuBoasATCS B puiioxkeHUu Ne 4 k UncTpykuum. °

4.3. PacnopsixeHue

4.3.1. Pacnopskennsamu  oQOpPMIISIOTCS PEIICHHS 110 ONEPATHBHBIM W JIPYIHM  TEKYLHM
Bonpocam Jesrenproctn MKHUP JIBO PAH, xotopbie HMEIOT OrpaHMUeHHBIN CPOK ACHCTBUS M KAcaroTCs
KOHKPETHBIX JTHIL.

4.3.2. TIpoexThl pacnopsKeHHH TOTOBAT CTPYKTYpPHbIE MOJpa3/IeICHUsl HA OCHOBAHUH NMOPYYCHMIT
Jupexropa, 3amectutenedt Jlupekropa, NOJOKEHUH O CTPYKTYPHBIX Mojpasieienusx Jaudo B
MHHULIHATHBHOM TOPSIIIKE.

4.3.3. ObecnieyeHne KayeCTBEHHOH MOATOTOBKH MPOEKTOB PACTIOPSHKEHUIH M HX COINIACOBAHHE C
3aMHTCPCCOBAHHBIMU CTPYKTYPHBIMH MO/IPA3/ICTICHUAMH BO3JIATAIOTCA HA PYKOBOJUTEICH CTPYKTYPHBIX
MOPA3/ACIICHUH, KOTOPbIE TOTOBSAT MPOEKT PACOPSIKEHHUS.

4.3.4. IlpoeKthl pacniopsKEHUH ¥ IPUIIOKCHHS K HUM, IIPEICTABIISIeMbIe Ha NOIIUCH PYKOBOJICTBY
UKHP JIBO PAH. coracoBbiBaloTcst ¢ 3aMHTPHCOBAHHBIMH  CIICHHANUCTaMu  oOpaser; JIkcTa
cortacoBaHus npusesieH B mpuioxkenun Ne 21 k MHcTpykim.

4.3.5. Pacnopspkenuss noanuceiBaeT JIMpekTop (M0, HCIOMHAIONEE €ro  OOS3aHHOCTH),
3amectuTe M Jlupekropa B COOTBETCTBUHHM C pacripeie/ieHueM o0s3aHHOCTE.

4.3.6. Perncrpauuio ¥ pacchuIKy pacrnopskeHHs ocymecTBiser Beayumil 10KyMeHTOBE 1.

4.3.7. Ilopsiiok noArotoBKH 1 0(hOpMIICHUS NPOEKTOB PACTIOPSHKEHUN TIPHBOIMTCS B npustoxkennn Ne 5 k
HUuctpykuuu.

4.4. ITonoxeHus, NpaBu/1a, HHCTPYKLHUH

4.4.1. TlonoxeHus NPUHMAMAIOTCS B TOM CIydae, €CjM B HHUX YCTAHABIMBAIOTCA CHCTEMHO
CBsA3aHHbIE Mex1y coOOf InpaBuia 1o BopocaMm, oTHeceHHbIM K kommnerenuuun WMKHWP JIBO PAH,
YCTAHABIMBAETCS TMOCIE10BATEIbHOCTD JACHCTBHI, NMPOLCAYD.

B npaBunax ycraHaBIMBalOTCs HOPMBI 1 TpeOOBaHMS, 00s13aTeIBHBIE /ISl BBIMTOIHEHHS.

B WHCTpyKUMSAX H371araeTcsi NOPAIOK OCYLIECTBIEHUS KAKOH-THOO AeSTEIbHOCTH MM MOPSI0K
IIPUMEHEHUS TI0JIOKEHU 3aKOHOAATEIBbHBIX M UHBIX HOPMATHUBHBIX IIPABOBBIX aKTOB.

 TonoxeHus, mpaBuia, HHCTPYKIMK YTBEPXKatoTes npukasoM Jlupekropa MKUP JIBO PAH. »

4.4.2. Tlops10K NOATOTOBKH TPOCKTA NOTOKEHHUS, NIPABUI, HHCTPYKIIMH COOTBETCTBYET MOPSIKY
oAroToBKHM 1poektoB gokymentos MKUP JIBO PAH. npeaycmorpennomy pazaenom 3 MHCTpyKimH.

4.4.3. Texer nosoxeHus, NpPaBHil, WHCTPYKLUMH IEYaTaeTcss Ha CTaHJAapTHOM JucTe Oymaru
dopmara A4.

KoncTatupyromeil 4acTblo MOJOXKEHMsl, TPaBHL. MHCTPYKIMH CIYKHT paszaen "OOGmwe
MOJIOKEHUA", B KOTOPOM YKa3blBAaKOTCS OCHOBAaHMS Pa3pabOTKH. OCHOBHOE Ha3HAYeHHe HOPMATHBHOIO
IIPAaBOBOTO aKTa U ¢(epa ero pacpoCcTpaHEHHs, OTBETCTBEHHOCTh 32 HAPYLIEHHE YCTAHOBICHHLIX HOPM,
TpeOoBaHMH H NPaBUIL.

OCHOBHOHM TEKCT MONIOKEHUs. MPABII, HHCTPYKIIMH MOKET JACIUTHCS HA Pasjielibl, MoApas/ie/bl.
[71aBbl, TYHKTB! U NOANYHKTBL Pa3aesibl u [71aBbl 10JKHBI KIMETh HA3BaHUSL.

Hymepauus nyHKTOB U IOUTYHKTOB ITPOU3BOUTCS apaOCcKuMu rudpamu.

4.4.4. Buecenve M3MEHEHHIT B MOJOKEHHS, MPABUIA, HHCTPYKIHHU, YTBEPKICHHBIE NMPUKA3aMH

MKHP JIBO PAH, ocymecTBisieTest myTeM M3/1aHUs TPUKA3a O BHECCHUH COOTBETCTRYFOIIMX W3MEHEHHIL.

4.5. IIpoToxon 3acefaHus (CoBelaHUA)

4.5.1. KosuternaabHo 00CyK1aeMbl¢ BOIPOCH U IPHHUMAEMBIC 110 HUM PEHICHAS GHKCHPYIOTCS B
IPOTOKOJIAX KOOPJAMHAIIMOHHBIX W COBECIIATEIIbHBIX OPraHOB, UHbIX 3aceranuit u cosemanniit UKHUP JIBO
PAH.
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KOOP/IMHALIMOHHBIX, COBEHIATE.IbHBIX W IKCIICPTHBIX OPraHOB (COBETOB, KOMHUCCHH, I'PYTII), B TOM YUCIIC
MEKBEAOMCTBEHHBIX, TPEACCAATS/IAMHA  (PYKOBOJUTEISMH) KOTOPBIX SBISIOTCS JAODKHOCTHBIC JIMLA
MKUP JIBO PAH, onpeiensiorcsi paBOBbIMU aKTaMU O CO3/IaHUH TAKHX OPraHoB.

4.5.3. C uenpio HaIeKalmed MoAroTOBKK M MPOBEACHUS, OQOPMIICHHS PEIICHHH, NPUHATHIX 110
pesyJbraraM 0OCYKACHHS BOIPOCOB, Npeceaareb 3ace1anusl (COBCLIAHUS) Ha3HAYACT CeKpeTaps.

4.5.4. Tlo paccMOTpeHHBIM Ha 3ace/laHWi (COBELAHMM) BOMPOCAM NPHHUMAIOTCS pPELIEHUS,
KOTOpbIe 0QOpMIISIIOTCs IPOTOKOJIOM. [1poTOKOI NoAnUCHIBaeTCs NpejceaareieM 3acejanusi (COBELaus)
1 cekperapeM. Jlatoi npoToko.1a sisieTes Aara 3ace1anus (COBEUIaHus ).

4.5.5. Peructpanms, pacchblika HOPOTOKOJIOB 3ace/laHdid  (COBCLIAHWI)  PErHCTPHPYIOTCS
paborHukaMu, obecnieuuparomumu aesreabnocts UKHUP JIBO PAH.

XpaHeHue MOIMHHUKOB ITPOTOKOJIOB 3aCeAaHUH (COBELIAHMI) OCYLIECTBIISETCS B COOTBETCTBUM
C YTBEPKJIECHHOM HOMEHKJIATYpOil jie.

Ilporokoasl  3acepaHuii  (COBEHIAHMI),  MPOBOJMMBIX  PYKOBOAHTENIAIMH  CTPYKTYPHBIX
MOJApA3Ae/JCHUN. TOTOBATCS, PErHCTPHPYIOTCS M XPAHATCS B COOTBETCTBYIOIIMX  CTPYKTYPHBIX
NOAPA3/ICICHUSIX. )

4.5.6. KoHTponb 3a HCHOJIHCHMEM MOPYYECHHWH, COAepKALMXCS B IMPOTOKOJIAX 3ace/JaHul
(CoBelliaHmii),  OCYIICCTBISAIOT  COOTBETCTBEHHO:  pabOTHHMKHM, oOOecreuHuBaoniue JAeSTEeIbHOCTD
samectutened Jlupexropa, pabOTHUKH, OTBETCTBEHHbIC 13a JICJIOIPOM3BOIACTBO B  CTPYKTYPHBIX
110/pa3ie/eHuUsX.

4.5.7. llopsnok u oOpasibl oopMIICHHS TPOTOKOJOB 3aceaHuil (COBELIAHUH) TPUBOIATCS
B npriiokeHuH Ne 6 k UHCTpy K.

4.6. JloBepeHHOCTb

4.6.1. Odopmnenne nosepenHocty B MKHWP JIBO PAH ocywectBisiercss B COOTBETCTBUH
co ctarbsMu 185 — 187 I'pakanckoro kojuekca Poccuiickoit eneparuu.

4.6.2. JloBepeHHOCTHb TOJATBEPIKIACT HAJH4YHE Yy MNPEACTaBUTE/S MpaB ACHCTBOBaTL OT MMEHH
HUKHWP JIBO PAH, a Taxxke onpeenseT YCI0OBUs U TPAHHUIIb]l PEATN3alluU THX T1PaB.

JloepenHocts  odopmisiercs Ha obmem Onanke nuesmMa MKHP  JIBO PAH. llepex Ttekctom
JIOBEPEHHOCTH  [EHTPOBAHHO  PAa3MellacTCs  PEeKBU3UT  "HaUMEHOBaHME BUAAa JOKYMeHTa" -
JJOBEPEHHOCTD.

B TekcTe TOBEPEHHOCTH YKA3bIBAIOTCS CIIe1YIOIIHE CBC/ICHUS:

- nonHoe HaumeHoBanue UKHMP JIBO PAH - ®exepanpHoe 1oCcy1apcTBEHHOE OOJDKETHOE YUPEKICHUE
HayKd MHCTUTYT KOCMO(HU3HYECKUX UCCIICI0BAHUI M PaCHPOCTPAHEHUs PaIMOBOJH Ja1bHEBOCTOUHOTO
otaeaenust Poccuiickoii akajgeMuu HayK;

- JaHHple 00 OCHOBAHMSAX, TMOATBEPKIAIONMX MOJHOMOUMS JlupekTopa (JIMIa, MCHOJHSIOIIETO €ro
00SI3aHHOCTH):

- (hamMusIs, UM, OTHECTBO, J1I0JDKHOCTD U TACHOPTHBIC JIAHHBIC JIOBEPEHHOIO JIMLA;

- COJICPIKAHUE JIOBEPEHHbBIX NO.IHOMOYHMIA;

- CPOK JICHCTBHUS JOBEPEHHOCTH;

- JlaTa COBEPIICHUS JIOBEPCHHOCTH U PETUCTPALIMOHHbBINA HOMED.

4.6.3. JloBepenHocTh nojnucbiBaer Jlupextop (JIMLO, MCMONHSIONIEE €ro  OOS3aHHOCTH),
3aMectutesin Jlupekropa B c¢lydae JEJICrHPOBaHUS COOTBETCTBYKOLIMX [OJHOMOYHM Jlupexropom.
JloBepeHHOCTh 3aBepseTcsl neuarbio ¢ BocnpousBeaeHueM [ocynapcerBennoro repda Poccniickoi
Oenepanyu.

Jlosepennoctu as npeacrasienus uarepecos MKUP JIBO PAH, B cynax obuieii opucaukuuu (B
TOM YHCIIE [0 YIOJIOBHBIM M 8 IMUHHUCTPATUBHBIM JejiaM ), apOuTpakHbix cyiax Poccuiickoit denepannu
(B TOM uucle 1o jaellaM O HecoctosTe/bHOCTH (OaHkporcTtBe) U B BepxoBHom Cyae Poccuiickoi
®enepannu, a Takke B OerepanbHoii ciryxOe cyaeOHbIX TpUCTaBoB, MenepaabHON HATTOTOBOH Ciyk0e U
Oejiepanbhoit ciykbe rocylapcTBEHHON perucrpauny, Kajacrpa M Kaprorpaguu perucTpupyroTcs
Beyumm 10KyMEHTOBEAOM.

MHble TOBEPEHHOCTH PETHCTPUPYIOTCS B Oy XTanTepHH.

4.6.4. Benyuwii joKkyMeHTOBe/L B OyXraiTepusi B paMKax CBOCH KOMIICTCHIIMH 00eCITCUNBAKOT:

- XpaHEHHUE BU30BbIX IK3EMILIIPOB JOBEPEHHOCTEH;

13



- XpaHCHHC OpHUIHHAJIOB ,’IOBCPCHHOCTeﬁ (38 HCKJTFOYCHHEM JIOBCpCHHOCTCﬁ. XpaHALIHAXCA N0 MECTY
NPEABSIBICHUS ),

- BblJIa4y OpUI'HHANIOB jl(‘)BCpCH[I()C’I‘Cﬁ IpeACTABUTEIO 1101 POCITUCH.

- Jlnna, KOTOPbIM BblaHa JdOBCPCHHOCTD, 00s3aHbI BO3BpaliaTb OpUIHHAJIbI LlOBGpCHHOCTEﬁ (321
HCKIIIOUCHHUEM ZIOBCpCHHOCTGﬁ. XPaHAIINAXCA 110 MECTY npezlmnnem«m) B BCAYIIEMY IOKYMCHTOBC/IY U B
6}"XF3HTCpHK) COOTBCTCTBCHHO TIPH YBOJIBHECHHUH ﬂpCI{CTaBI/lTCHC‘ﬁ. Ha3HA4YCHUHU Ha JAPYTIYIO JOJKHOCTD,
IPEKPpAICHHHU TOBEPECHHOCTH. ‘

- Yyer ﬂOBCpGHl-IOCTCﬁ, MNOAIINUCBHIBACMbBIX 3aMCCTUTCIISIMH Jlnpelcropa. OCYHIECTBISCTCH CTPYKTYPHBIMH
nmoApasaCaICHUAMHI., HHUIIUHPOBABIITHMH O(t)OpM.T]EHHC JIOBEPCHHOCTH.

4.7. JloroBop (KOHTPAKT, CoI/IallieHHe)

4.7.1. JloroBop (KOHTPAKT, coITallenne) (aanee - 10roBop) odopmMiseTes Ha CTAaHIapTHIX JUCTaX
dopmara A4.

4.7.2. JloroBop ¢ opraHusaudsMi  OQOPMISETCS  3AHHTEPUCOBAHHBIMH  CTPYKTYPHBLIMU
NOJPa3NCJICHUsIMH U clieuuaiucTaMu,  takke JloroBop Moxker ObiThb  IOATOTOBIEH  HHBIMH
Opranu3alMsaMHi, B COOTBETCTBHH C 3aKoHoHaTenbcTBOM Poccuiickoit ®enepaiiniu., MoCTaHOBICHHIMH
[IpaBnrenscrBa Poccuiickoit @eaepaun, B KOMHYECTBE IK3EMIUISIPOB, COOTBETCTBYIOIIEM YHCITY CTOPOH.

4.7.3. Ilpoext JloroBopa mnepenaetcsi Ha cornacoBanue crneumanucram UKUP JIBO PAH B
COOTBETCTBUH C MX KOMIIETECHIMEH M BeyeMy I0pUCKOHCYIBTY JUISL IIPOBEICHUS IIPABOBON SKCIIEPTH3BI.
Obpa3en n1cTta corlacoBanus npuse/ieH B npuiokeHuu Ne 21 k Unerpykumu.

4.7.4. Cpok cornacopuus Jloroopa (KonTpakra) cneumanucramu — 1-3 paboumx jeHei,
pOBeJACHUE MPaBOBOil YKkcnepTu3bl — 1-3 pabouux aHe.

4.8. CnyxeGHble MUCbMaA

4.8.1. Cinyxebupie nmucema UKUP JIBO PAH (nanee - ciyxeGHbie nMucbMa) roToBSTCS B TOM
4UCIle KaK:
a) OTBETHI (IOKJIA/IbI) (J1aiee BMECTE - OTBETHBIE MUCHMA):
JIOKJIa/1bl O BBITOIHEHHM Topy4eHnit MiuHoOpHayku Poccun;
OTBETHI Ha 3aPOCH (e 1epaIbHBIX OPraHOB UCIIOJIHUTEILHOM BIIACTH;
OTBETHI Ha 3aIIPOCHl OPraHOB UCTIOTHUTEILHOM BJIACTH PETMOHATBHOIO 3HACHHS
OTBETHI Ha OOpaIleHUs TPAXK/IAaH M OpraHH3aIlHii;
0) COMpOBOANTENBbHBIE TUChbMA K NTPOEKTAM 3aKOHOAATENBHBIX akToB Poccuiickoit depepaitiy, npoekram
axroB [Ipesunaenra Poccuiickoit - @enepanun n Ipasurenscersa Pocceniickoit ®enepanmn:
B) MHMLMATUBHBIC [UChbMA, Hanpasisembie B Heasix uenoinnenust pynkuuii UKUP JIBO PAH (nasnee -
WHUIMATHBHbIC THCHMa).
4.8.2. CnyxeOHbIC MUCbMA UMEIOT CIIEAYIOUINH COCTAB PEKBH3UTOB:
- Jara JOKyMeHTa;
- PETHCTPALMOHHBIA HOMEP JIOKYMEHTA;
- CCBLIKA HA PErUCTPALMOHHBIN HOMEP H J1aTy NOCTYIHBIIET0 TOKYMEHTA;
- ajipecar;
3aroJI0BOK K TEKCTY;
TEKCT IOKYMEHTA;
- OTMETKA O NPUIMKEHUH;
- BH3a;
- [TOJITUCE;
- OTMETKA 00 IEKTPOHHOM MOAMUCH;
- OTMETKA 00 HCHIOTHHUTEIIE.
4.8.3. CnyxeOHble MUChbMa neyaTaroTes Ha OlaHkaxX YCTaHOBIEHHOH (hOpPMBIL.
PexBn3ut "TekeT aokymeHTa" ciyxkeOHBIX nUceM redartaetcs yepes | - 1.5 MeXKCTpOUHbIX MHTEpBAIa ¢
MCIIOJIb30BAHUEM HIpHU(TA. SBISIONIEIOCS METPUYECKUM aHaiorom rapuutypbl Times New Roman,
pazmepoM Ne 14.
4.8.4. llpu noarotoBke ciyxeOHbIX mucem B aapec MunoOprayku Poccuu, orTnpasiseMbix
nmocpeacteoM COJl, a Taxke B ajapec OPraHOB TOCYJApCTBEHHOH BIACTH, W HMHBLIX OPraHU3aluii,

]
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OTHPaBIISICMBIX 11OCPeACTBOM cHcTeMbl KonTyp, 1C — nipeanpustie, HCnonb3yeTcs 3MeKTPOHHBIIH 111ab10H
Onanka.

CiyxeOnple  NHCbMa, MOMIMCHIBAEMbBIE PYKOBOJMTEISIMH JIBYX M 0ojice  OpraHu3auuii,
opopmasioTes Ha crangaprHoM jucre Oymaru dopmara A4 Ge3 ucnonbzosanus Onankos. [Ipu »rom
JAHHBIC O HAMMEHOBAHWUM OpraHu3alui, MOJMUCABIIMX THChMO, BKJIIOYAKOTCS B HAHMMEHOBAHHE
JOJDKHOCTH B PEKBH3UTE "MOMITUCH .

4.8.5. Cpokn MOATOTOBKH OTBETHBIX HMCEM YCTAHABAMBAIOTCS MOpYyUYeHUsIMH Poccuiickoil
Axajemuu nayk, MunoOpnaykn Poccuu, ApyruMu oprasamu rocyaapcrBeHHOM miacty PO uim
pesomoumsaMu  (nopyuenusamu)  Jlupexropa, 3amectutencd  Jlupekropa.  CpokdH  NOATOTOBKH
MWHHUIHATUBHBIX ITHCEM ONPEACIAIOTCS PYKOBOHTE MU CTPYKTY PHBIX NOAPa3/ICICHU.

4.8.6. Ilpouenypa coriacoBaHusi OTBETHBIX IMCEM BKIHOUaeT B ceds COINIACOBAHME BCEMH
JIOJUKHOCTHBIMM JIMLAMH, [OMMEHOBAHHBIMH B Pe30/IOLUM (rnopydenun) Jlupekropa, saMecTurelei
Jlupektopa. Bu3upoBaHMe MHMIMATHBHBIX IIHCEM OCYIICCTBISICTCS BCEMH 3aMHTEPECOBAHHBIMM
JomkHocTHRIMU jiuiamu MKHUP J1IBO PAH.

4.8.7. TekcT OTBETHOIO MHUChbMA JO/DKEH KACAThCs OJJHOTO BOMPOCA WIIM HECKOJIBKHX BOINPOCOB,
€CJIM OHHU B3aUMOCBSI3aHbI. °
Texer nucbma, Kak npaBHIlo, COCTOMT M3 ABYX vacteil. B mepBoit yactu u3naraeTes NpuunMHa, OCHOBAHHE
WM 0DOCHOBAHME COCTAB/ICHUS MUChMA. MPUBO/ISTCS CCHUIKM HA JIOKYMEHTBIL, SIBJISIOUIMECS OCHOBAHHEM
IIOArOTOBKM nucbma. Bo Bropoit wacTu, HauMHarouleics ¢ ab3ana, ykasblBalOTCs BbIBOIbI, NPEI0KEHHS,
1pOCHOBL, PEIUCHUS U T.A.

O6pasubl opopmieHHs cTy)KeOHbIX MHCeM NPUBOAATCS B npHiaokeHud Ne 7 k MHcTpyKumH.

4.8.8. CayxeOHble nHCbMa MOAMMCHIBAIOTCA JlupektopoMm, 3amectdtensmu Jlupektopa B
COOTBETCTBUH C pacipe/ie/icHieM 0083aHHOCTEH, a TAKIKE PYKOBOJICTBOM CTPYKTYPHBIX MOJpa3Ie/ieHHH B
COOTBETCTBHH C MOJIOKEHUSAMH O CTPYKTYPHBIX [TOAPA3IEICHUAX B [TPejieaxX CBOEH KOMIIETEHIINH.
[lpunoxkenus K 1pejcTaBIsSeMbIM Ha MOAIUCH JIMPEKTOpY HPOEKTaM CIyKeOHBIX NHceM (CHpaBKH,
TpeUTOKECHNS, HHPOPMAIMOHHbBIC MaTePHaibl, CTATHCTHYECKUE AaHHbBIC T./1.), B TOM YHCIIE O(GOPMICHHBIE
B BHJIC NPHIIOKEHHH JOKIabl, OTHETBI, JAOKHBI ObITh NOANMCAHBI 3aMecTuTeIsMu Jlupekropa B
COOTBETCTBUH € Paclpe/IesieHUeM 00S3aHHOCTEH JIMOO0 PyKOBOIMTENSIMM CTPYKTYPHBIX HOApa3/iesieHuil -
ABTOPaMHU TTHCEM.

4.8.9. Ilpoextbl ciryxeOHBIX NHCEM. MNpeACTaBIseMble Ha nojnucanue Jlupexropy (miy.
UCITOJIHAIOIIEMY €10 0043aHHOCTH), IIPOXOAAT 0053aTeIbHYIO NPOBEPKY HA MPEAMET COOMOIEHUS TPAaBHII
opdorpaduu u myHKTyauun, yrnorpedieHns rpaMMaTHUECKUX U JICKCHUECKUX CPEACTB PYCCKOIO S3bIKa, a
raKxke TpeGoBaHUil HACTOSIIEH HHCTPYKIMH.

4.9. BHyTpeHHsA nepenucka

4.9.1. JIoKyMeHTBI, HCIOIb3YeMbIE Ul BHYTPEHHEH MEPENUCKH (QHAIMTHUYECKHE, I0K/IaaHbIE,
ciykeOHbIe B OOBICHUTEIbHBIC 3aMCKH (Jlajiee BMECTE - 3aMUCKH), CO31aBaCMbIC M HCTIONB3YEMBIE JUIS
MHPOPMALMOHHOTO 0OMEHA MEXULY CTPYKTYPHBIMHU [10JPA3Ae/IeHUsIMI M 0JDKHOCTHBIMA Jintavmu UKHP
JIBO PAH, nmetor cieayionime peKBH3UTBL
- JlaTa JIOKYMEHTa;

- PErMCTPALlHOHHBIA HOMEP JIOKYMCHTA;

- CChLIKd HA PErMCTPALMOHHbIA HOMEP U ATy NMOCTYIHBIIETO JOKYMEHTA;
- ajapecar;

- 3aroJIOBOK K TEKCTY;

- TEKCT JJOKYMCHTAa,;

- OTMETKA O TIPUIIOKEHUH;

- O/IKCH:

- OTMeTKa 00 2JIEKTPOHHOMU MOJIITHCH;

- OTMETKa 00 UCITOJIHUTENE.

4.9.2. B TekcTe 3anucok (3a HCKIOYEHHEM OOBACHUTEIbHOM) KPATKO M3JaraeTcs CyTh BONpoca,
3anpoca O NpeAoCcTaBIeHnH HH(POPMaLMK. NPEAIOKEHUS 1 3aMEUaHUsl 110 PACCMATPUBAEMbBIM TIPOEKTAM
HOPMATHBHBIX IIPABOBBIX AKTOB. JOTMOBOPOB. COMIALICHUMN, MTHCEM U T.I. TeKeT OOBICHUTEIBHON 3aluCKU
oopMiIsieTcst B TPOM3BOIILHOM (opme.
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4.9.3. 3anucka (3a MCKJIOUEHHEM OOBSCHHTEILHOM) COINTACOBBIBAETCS € 3aHHTEPECOBAHHBIMH
JODKHOCTHBIMH  JIMIIAMH  CTPYKTYPHOTO  TIOApA3/ICTICHHS,  [OJNHCHIBACTCS,  PETHCTPUPYETCS W
HarpasJseTcs ajapecary.

4.9.4. 3anucku MoryT oopMIIATECS ¢ HCNOJb3oBaHHeM (GopmatoB A3 u A4, peKOMeH1yeMblii
pasmep mpHpTa ocHoBHOro Tekcra Ne 14, nomyckaercs odpopmieHne TabIHYHBIX MaTEPHAIOB Pa3MepaMu
mpudTa NeNe 10 - 13.

4.9.5. Mndopmauus K COBEIIAHUAM, MEPONPUATHSAM, BcTpewam Jlupekropa. 3amecTrelneit
JlupexTopa npeacTaBisieTcs B MIEKTPOHHOM BHJIE M Ha OyMaskHOM HocuTtese gopmara A4,

Jlonyckaetcs npezcTapiaeHue TaOIMIL MI1aHOB, CXEM Ha jJucTax (opMara A3, eciiu 3TO BBI3BAHO
CrennpuIEeCKUMHU 0COOEHHOCTAMY TIPEICTaBIAEMON HHPOPMAIINH H HEBO3MOKHOCTHIO €€ pa3MelleHHs
Ha jcTax popmara A4 Ge3 yuiepba jans Bocnpusitus. He nonyckaercs npencrasnenne nadopManiu Ha
OyMa)HOM HOCHTENIC C HCHPABJICHUSMH, ITOMapkamu, AedexraMu Tekcra, OJeHOM 1e4aTblo. clielaMu
KOPPEKTUPYIOLIEH JKUIKOCTH, & TAKKE IJIOXO YATACMBIX TaOJIHIIL.

TexcToBbIFi  JIOKyMEHT JIOJDKEH HayuHaThesl ab3alleM ¢ yKa3aHWeM Ha  CTPYKTYPHOE
noapasae/eHue, Mo IrOTOBUBLICE JOKYMEHT.

Ha jnmuesoit cropode nocsieauero jmcra HHGOPMALMN B HMKHEM JICBOM YIUIy B 00s3aTelIbHOM
NOpsi/IKE B PEKBU3UTE "OTMeTKa 00 MCMOJTHUTENE" JIOJKHBI OBITh yKa3aHbl CBEJAEHUS 00 HCMONHUTENE
JOKYMeHTa ((haMHIHs, UM, OTYECTBO, HOMEp cayxeOHoro Tenedona). ’

Undopmanusa jpomkHa ObiTh M3A0KEHA ¢ coOMtoAeHHeM MpaBumil opdorpaduu, MyHKTYalnd M
CTHJIMCTHKH JICJIOBOTO IIMCbMA, COJAEPKaThb KPaTKui aHajgu3 npoONeMaTHKH [0 TeMe BCTPEeYu.
COBECIIAHMSI, MEPOTIPUATHUSL. OTPaKaTh IMHAMUKY pa3BUTHs HanpasieHus aesareabnoctui MKUP JIBO PAH
B COOTBETCTBYIOlIEH cdepe. ee BinmsHME Ha ocyuectrieHue nonaomounitMKUP JIBO PAH w
O/IBE€ZIOMCTBEHHBIX OpraHU3aIni.

49.6. B Ttekcre A0bKHBI ObITH  CHOPMYIHPOBAHBI [POOJIEMHBIE BONPOCHI, TMOIIEKALILUE
PacCMOTPEHHIO B XOJI€ COBCIIAHMS, MEPONIPUATHS, BCTPEUH, NPEANIPUHUMACMbBIE H TIAHUPYEMbIC MEpbI
MO0 WX Pa3pelICHHIO, HEOOXOAMMBIC Ul HTOTO (DMHAHCOBBIC, MaTEPHAIIBHBIC, KAJIPOBBIE PECYPCHI M HX
MCTOUHHMKH, & TAKXKE OTPAKEHBI NPEIOKEHHA O Mepax aJIMHHHUCTPATHBHOIO BO3ACHCTBHS. NMPUHSTHH
HOPMATHBHBIX TIPABOBbLIX aKTOB, IOKYMEHTHPOBAHHH YIIPABICHUECKHX PEIIEHUA.

O6pasen opopmiieHHs cTyxeOHOH 3amMCKH MPUBOANTCS B HpHiIokeHud Ne 7 k MHCTpyKumH.

V. Opranu3anus J0KyMeHToo0opoTa

5.1. Ilopsaaok opraHu3anii JOKYMeHTo00opoTa

- 3.1.1. Iuxenue nokymentos 8 MKUP JIBO PAH ¢ momenTa MX co3panust Wim nojiyveHus 10

3aBEPIICHHS UCITOJIHEHH., TIOMEUIEHH B JIENI0 U (MITH) OTIIPABKU 00pa3yeT J0KYMEHTOOOOPOT.
5.1.2. B aokymentoobopore UKUP JIBO PAH Beiensiores cieayrolne 10KyMEHTOOTOKH:
BXO/1s1ast (MOCTYMAKONIas ) JOKYMEHTAIIHS:
MeXosIast (oTnpasisieMast) JOKYMeHTalus;
BHYTPEHHsISt (BHYTPUBEIOMCTBEHHAs ) JIOKY MEHTALIUSI.
5.1.3. B cocraB Bxomsuiell (nocrynawomeid) M ucxoasnieit (OTrnpaBiseMoi) JIOKYMEHTAIHK

BKJTIOYAIOTCS
- JIOKyMeHThI, noctynaioue u3 Poccuiickoit akagemun Hayk, MHHHCTEPCTBA HAYKH M BBICIIETO
oOpasoBanus Poccuiickoit Denepanuu, cyneOHo# cuctembl PO
- JOKYMEHTBI U3 JPYTHX OPraHOB IOCYAApCTBEHHOIl BJIACTH U OPraHOB MECTHOTO CAMOYIIPABJIEHHS U
OTBETHI HA HUX;
- 3anpocel aenyTaroB locynapersennoii Jlymbr ®enepanbnoro Cobpanust Poccuiickoit ®esepatun u
cenaropoB Poccuiickoli  ®esnepannn, JENyTartoB 3aKOHOIATENBHLIX (MIPEACTABUTENILHBIX) OPraHoB
rocy/lapCTBeHHON BitacTu cyOnekToB Poccuiickoit deaepanun 1 OpraHoB MECTHOTO CAMOYTIpaBICHHS M
OTBETHI HA HHUX;
- JOKYMEHTBI U3 TOCYJAPCTBEHHBIX, KOMMEPUECKUX U HEKOMMEPUECKHX OPraHn3alliil U OTBETH] HA HUX;
- JIOKYMEHTBbI M3 IPABHTE/IbCTBEHHBIX W HENPABHTEJILCTBEHHBIX OpraHu3allnii 3apyOekHbIX CTpaH M
OTBETHI HA HHUX;
- UHOCTpaHHask KOPPECTOHICHIUS;
- oOpalIeHys TPaX/1aH U OTBEThI HA HHUX;
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- HHUIIHATUBHbIC ITHCHMA.

5.1.4. Perucrpanus JOKYMEHTOB OCYINECTBISCTCS Be/lyIIHM JOKYMEHTOBEAOM B IPHEMHOM
Jlupekropa.

5.1.5. JlocraBka u otnpaska pokymentoB B UKWUP JIBO PAH ocyuwecrsisiercss cpeacrBamu
IIOYTOBOH, (hesIbAberepckoi CBA3H. KypbepcKOH ciy:kOO0H, OTBETCTBEHHBIM coTpyanukoM MKHWUP JIBO
PAH, nocpeacrom osnextponnodt nourst MKWUP JIBO PAH, mocpencrsom CDJI, Kontyp, 1C-
[IPEATIPUSITHE. .

5.2. Ilpuem 1 nepBrYHas 06padoTKa BXOAAIMX

(mocTynammux) A0OKyMeHToB

5.2.1. Bce Bxosimme (nocrynatwoiue) aokymentsi B UKUP JIBO PAH (nanee - Bxomsiue
JIOKYMEHTBI) LEHTPAJIM30BAHHO [IPOXOJAT INEPBHUHYIO 0OpabOTKY, MpeBAPHTEILHOE PACCMOTPEHUE
orBeTCTBEHHBIM coTpyiHMKOM UKHP JIBO PAH - Beayumy 1oKyMeHTOBEIOM.

5.2.2. Tlepuynasi 0OpaboTKa BXOAALIMX JOKYMEHTOB BKJIKOUACT PACHPE/IC/ICHHE TOKYMEHTOB HA
perucTpupyeMblie M He NOICKAIIME PErHCTPALUK, a TaKke CKAaHHPOBAHME BXOAAIIMX JIOKYMEHTOB M
pasMEIIEHHE UX B PeeCTp BXOIIHUX JTOKYMEHTOB. »

5.2.3. He nojiiexar oumdpoBke (CKAHUPOBAHHUIO ) CJIC/1Y IOUIAEC JIOKYMEHTHI:

- ¢ nomeTko# "Jlis ciykeOHOro nosib3oBaHus";

- KaJIpOBbIC, HArPa/(Hble U (PUHAHCOBDIE JIOKYMEHTBL, HOCTYIUBIIHE HA OYMAXKHOM HOCHTEIE, B TOM YHCIIE
JOKYMEHTBI O HalnpaBlIcHMH (IOCYAAPCTBEHHBIX CAYXAlMX) B  JOJTOCPOYHBIC 3arpaHHYHBIC
KOMaH/IMPOBKH;

- HpWjiaraeMble K [UCbMaM HOTAPHAJIbHO 3ABEPEHHBIC, @ TAKKE CIUNTBIE JOKYMEHTbI, 3aBEPEHHbIC
IOANUCHIO JJOJUKHOCTHOIO JIHILA U [1€YaThi0 OpraHu3alum;

- 00BEMHbBIC NPHIOKECHHS K JOKYMEHTaM (OpOLIFOPhI, KHUTH ¥ HHbIE) CBBIIIE 50 JIMCTOB;

oopMIICHHBIC Ha JHCTaX WHOTo, KpoMme A4, dopmara Ha Oymare HEeCTAHAAPTHOM TOJLIHMHBI (MeHee 57
r/M2 v Gonee 120 r/m2).

5.2.4. K nokymeHTam, HE MOUIEIKALIMM PErHCTPALUM, OTHOCSTCS JOKYMEHTBI, HE TpeOYIOLue
HCIIOJIHEHHS M HE CoAepiKalline HHpopMaLun, KoTopas MOKeT ObITh HCII0/IB30BAHA B CIIPABOUYHBIX 11EJISX:
- O3/lpaBUTE/IbHbIC U 0J1aroJapcTBEHHBIC NTHCHMA, TeJICTPAMMBI, TIPUITIACHTE/IbLHBIC OHITETHI;

- OIOJLICTEHH U ApYTHe NIEPHOANYECKUE U3aHHs HAY YHO-HCCIS0BATEIbCKUX HHCTHTY TOB,

- [ICYATHbIE W3aHUs (KHUI'H, KYPHAJIbl, BHIPE3KH U3 razer).

cueTa opraHu3alluii; _

- AHKEThI (PE3IOME). HAIIPABIseMble B LIESIX TPYIAOYCTPOUCTRA;

- CHIPABKH 0 J0X0JaX, pacxoax, 00 UMyIIECTBE U 0053aTe/IbCTBAX UMY ILIECTBEHHOTO XapaKTepa;
JOKYMEHTBI U1 yyacTHs B KOHKYpPCax Ha 3aMEllieHHE BaKaHTHOW JIOJDKHOCTH HAy4YHBIX PadOTHMKOB
MKHWP JIBO PAH u apyrue;

5.2.5. llpu npmeme BXOMAIMX JOKYMEHTOB, TOCTYIMBIIMX Ha OyMaMHbIX HOCHTEIAX,
IIPOBEPSIETCS:

- [PaBWJIBLHOCTb JOCTABKM JOKYMEHTOB 110 ajpecy, OLMOOYHO NOCTYHUBIIME (/I0CTAB/ICHHbIC)
JOKYMEHTBI IEPECHUIAIOTCS 110 HA3HAYCHHIO Wil BO3BPALIAIOTCS OTIPABUTEITIO;

- HAJMYME YKA3aHHBIX B JIOKYMEHTaxX IPHJIOKEHHH, a TaKKEe COOTBETCTBHC HOMEPOB MOJYUYCHHBIX
JOKYMEHTOB HOMEpaM, YKa3aHHbIM Ha KOHBeprax (naketax) (aajee - kouBeptsi). [lpu orcyrcrBuun
IPWIOKEHUH HA [EPBOM JIMCTE AOKYyMeHTa npocranisiercst ormerka: "Tlosyuyeno 6e3 npusiokeHuit" u
COCTAB/IACTCA aKT B JIBYX JK3EeMIUISIpax Ha OyMaKHOM HOCHTE/IC, OJMH JK3EMILIAP aKTa BBICHLIACTCS
OTIIPABUTEIIIO. BTOPOH - MPUOOIIACTCS K BXOASILEMY JJOKYMCHTY.

[Ipn orcyrcTBMM B KOHBEpTE JIOKYMEHTA, a TAKXKe TMPH OTCYTCTBUM HOMNUCH HA BXOJASLIEM
JOKYMEHTE COCTABIACTCS aKT B ABYX OJK3eMILIApax Ha OyMa)KHOM HOCHTENE, OJUH JK3EMIUISIp aKra
IIPUOOLIAETCS K JIOKYMEHTY U BBICBIIAETCS OTIIPABUTE/IO. BTOPOH - MOJIIIMBACTCS B JIEIO.

5.2.6. KoHBepThl ¢ JIOKYMEHTAMH BCKPBIBAIOTCS BeayumM A0KyMEHTOBEIOM, 338 HCKIIOUCHHEM
KOHBEPTOB B KOHKYypcHY1o komucceuio UKHUP JIBO PAH ¢ namnuceio: "He BekpbiBath" (BCKPBIBAIOTCS
HEMOCPEICTBEHHO Ha 3aCeAaHNH KOMUCCHH ), KOTOPBIE [1€PE/IaloTCsi HENOCPEACTBEHHO ajpecary.
KoHBepTbl OT nocTynaioied KoppecnoHAeHUMH B 0043aTe/IbHOM TIOPSAIKE COXPAHSIOTCS W PHIAraroTes
K JIOKYMEHTaM B CJCAYIOLIHX CIyyasx:

- €CJIM TOJIBKO [0 KOHBEPTaM MOXKHO YCTAHOBHTD aJpec OTIIPaBUTEIIS;
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- €CJIM NIPOCTAB/ICHHAs HA KOHBEPTE B INOYTOBOM LITEMIIENE AaTta MOJYYEHHWs WIH OTIIPABICHUS UMEeT
3HAYCHHUE B KAYECTBE JI0KA3ATE/ILCTBA BPEMEHH OTIPABKH WITH MOTYUYCHHS TaHHOTO JIOKYMEHTA;

- K JIOKYMEHTaM. CBS3aHHbIM C PACCMOTPEHHEM JIEN B CY/1aX 00MIeH I0pUCIMKINH 0 apOUTPaXKHBIX CYIax.
a TAKKE 110 PELICHUSIM, ONPE/IEIEHHSM H ITOCTAHOBJICHUSIM CYJIOB:

- K ’Kaj00am, 3asBICHNAM H 0OpallleHHSIM I'PaXiaH.

5.2.7. Jloxymentsl, noctynusiige B UKUP JIBO PAH B teuenue pabouero aHs, npoxojst
epBUUHYI0 00padoTKy B npreMHON JlupekTopa B J€Hb MOCTYIUICHHS JOKYMEHTOB WM HE MO3/Hee
cuenyromero padouero ans. Jloxymentsl, noctynusmue ¢ nomerkamu "Cpouno” wmu "Bpyuuts
HEME/UICHHO", POXOAT NEPBUUHYIO 00paboTKy HE3aMeUTUTENILHO.

5.2.8. Tlpu npueme Bxoasmeilt nokymeHrtaumu mocpeactBom CDJI mposepsercs cobmoneHue
CIEYIOIMX TPeOOBaHHIi: Ha/IMUKME BIOKEHHBIX (aiI0B M MX COOTBETCTBHE 3aSIBICHHOMY KOIHYECTRY,
HAJIMYUE TOAMKCH. B TOM HHCIE OJICKTPOHHON. PErHCTPAllMOHHOIO HOMEpa M Jarhl. NPaBHILHOCTD
yKa3aHus ajpecara.

B caydae ycTaHOBIEHNS HECOOTBETCTBHUS JTOKYMEHTA B YICKTPOHHOM BH/IE OJJHOMY M3 YKA3aHHBIX
TpeOOBaHHH OH HE MOUICIKUT PErUCTPALIUU U BO3BPALIAETCS OTIIPABHTENIO.

5.3. IlpeBapHTe/IbHOE PAaCCMOTPEHHE BXOJAILIHX JOKYMEHTOB

5.3.1. loxymenTsl, anpecosannbie Jlupektopy, 3amectutesnsim Jupexropa, a takxe 6e3 yKazaHus
KOHKPETHOI'O  JIOJDKHOCTHOIO JIMHA MM CTPYKTYPHOTO TOJIpa3JIe/ieHHsi, BHE 3aBHCHMOCTH O1
ucnonb3oBanHoro npy Hanpasnennu 8 UKUP JIBO PAH Buna cBsi3u, npeaBapuTeibHO paccMaTpuBaloTest
Benymmm  nokymentoseioM B mpuemHoit [lupextopa. IlpesBaputesisHOC paccMOTPEHHE BXOISIINX
JAOKYMEHTOB HPOBOJMTCSA € €TI0 pacnpesieieHHs IMOCTYNHMBLIMX JIOKYMEHTOB Ha Tpebyiolue
o0a3areIbHOTO  paccMOTpeHus  JlupekTopoM,  3amectuteisMd  JlMpektopa M HanpaBsieMble
HETOCPEACTBEHHO PYKOBOIUTENISIM CTPYKTYPHbIX MOPA3/ICICHHI.

[IpenBapurenbHOe paccMOTpeHHE BXO/ISIMX JIOKYMEHTOB OCYHICCTBISICTCS HA OCHOBAHWH
pacupeieneHust oo0s3aHHoCTel Mexay Jlupektopom. 3amecturensiMu Jlupekropa M TIONONKEHHWH ©
CTPYKTYPHBIX MOpa3Ae/ICHUSIX.

5.3.2. Ha paccmotpenue JIupekTopy HanpasisioTcs TOKYMEHTBI, TOCTY TUBIIHE:

- JIOKYMCHTBI, nocTynawoimue U3 Poccniickol akageMnu Hayk, MUWHHCTEPCTBA HAyKH M BBICIICTO
oOpazoBanust Poccuiickoit @enepanuu, cyneOHol cucTeMbl PD;

- JIOKYMEHTbI U3 JIPYIMX OPraHOB IOCYJapCTBEHHOH BIACTH M OPraHOB MECTHOTO CaMOYyIpaBieHUs M
OTBETHI HA HUX;

- 3anpocsl aenytaroB locynapctBennoii Jlympr ®enepansroro Codpanus Poccniickoit Menepanuu n
cenaropoB  Pocewiickoit  ®ejtepanny, JIENyTaToB  3aKOHOJATENIbHBIX  (IPEICTABUTENLHBIX) OPraHOB
roCy1apCTBEHHOM Biactu cyonekTor Poccniickoit Denepaunu ¥ OpraHoB MECTHOIO CaMOyIpaBiIeHHs U
OTBETHI HAa HUX:

- JOKYMEHTBI U3 TOCYJaPCTBEHHbBIX, KOMMEPUECKNX H HEKOMMEPUECKHUX OPraHu3alii # OTBEThl HA HUX;
JAOKYMEHTBI M3 TPABUTEILCTBEHHBIX U HENPABUTEIILCTBEHHBIX OPraHu3aIuii 3apyOesKHBIX CTPaH U OTBETHI
Ha HUX;

- HTHOCTPaHHAasl KOPPECIIOHACHIIUS;

- oOpaneHns rpax/1an ¥ OTBETHI Ha HUX:

- HHUIIMATUBHbBIC [THCHMA;

- JIOKYMEHTBI 10 BOHpOcaM, TPeOYIOIHM COITIACOBAHUA MEX/IY CTPYKTYPHBIMH I10APa3/IeIeHUsIMHA,
NPUHATHS HEYPETYJIUPOBAHHBIX HOPMATHBHBIMH ITPABOBBIMH aKTaMH PEILCHHA.

5.3.3. Ha paccmotpenue 3amecTutensm JIMpekTopa HarmpaBIsioTCst JIOKYMEHTBI, TOCTYTIUBILHE U3
(enepanbHbIX OPraHOB UCMOAHUTEIILHON BIACTH M JAPYTHX OPraHH3aliMid, 10 BOMPOCAM., OTHECEHHBIM K
MX KOMITETEHLHH B COOTBETCTBUHM C paclpelieieHdeM 00s3aHHOCTEH, pellleHHe KOTOpPBIX He Tpedyer
NPeIBAPUTEILHOIO COITIacoBaHus ¢ Jlupekropom.

5.34. PyxoBommTensiM -+ CTPYKTYPHBIX — [OJPA3/ICNICHUIT  HAMPaBISIOTCS  JTOKYMEHTHI
MH(POPMAIIMOHHOTO XapaKTepa, OTBETbl OPraHH3alMi, MO 3anpaliMBaeMbIM BONPOCAM, MaTEpHAllbl
TEKYLIMX MOHUTOPHUHIOB, CIIPABKH. OTYETHOCTH H T./1.

5.3.5. UcnonuuTesbHbIe JOKYMEHTHI O B3bICKAHHH JIEHeKHBIX cpe/IcTB ¢ padotuukos MKHUP JIBO
PAH: mocranoBienue o0 oOpallleHHH B3bICKAHUS Ha 3apabOTHYIO TUIATy W MHBIE JIOXOABI JOKHHKA,
MCITOJIHUTE TBHBIN JINCT, cyAeOHBII NpUKa3 paccMaTpuBatoTest B byxranrepuu.
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5.4. Perucrpauus BXOAsIIeH J0KyMeHTauH

5.4.1. Perucrpauueii Bxopsiueil 10KyMEHTALMN SBJISCTCS 3allUCh YUETHBIX JAaHHBIX B PECCTpe
BXOJUIICH JOKYMEHTALMH O JOKYMEHTE, PHKCHPYIOIast (pakT ero noaydeHus.

5.4.2. Pervctpauuu nomuexar  JokymeHthl, noctynusmime B UMKHUP  JIBO  PAH,
IpeLyCMOTPeHHbIe IIyHKTOM  5.1.3 MHCTPYKIMH,  NpOLIe/ie  NPEABAPUTENBHOE  PacCMOTPEHHE
Beayium 1oKyMeHTOBEIOM.

5.4.3. JIOKYMEHTbI PErHCTPUPYIOTCS B JICHBL NOCTYILIEHNS THO0 Ha CIe/1yiomuii pabounii 1eHb
HE3ABUCHMO OT Crocoda HX JOCTABKH.

Hoxymentsl ¢ nomerkamu "Becbma cpouno”, "Cpouno", "Onepatusno", "Hewmemienuo",
"BpyunTb HEMEUICHHO" U JIPYIrUMH PErHCTPHPYIOTCS HE3aMELTHTENbHO.

Bxoasmas | njokymentanus, npeaycMoTpenHas myHktom 5.1.3 MHCTpyKumu, permcrpupyercs
Benyumm nokymentosesom B Ilpuemuoit Jlupexropa. Ilps perucrpaunu 10KyMEHTOB, HE MOUICKAITMX
CKaHUPOBAHUIO B COOTBETCTBHHU ¢ IyHKTOM 5.2.3. MHCTpYKLHN, B peecTpe BXOIMLIEH JIOKYMEHTALMH
JICJIaeTCs COOTBETCTBY I01as nioMerka B nose "lpumeuanne”.

Perucrpauus Bxoasiel TOKYMEHTAIMH BEACTCS B PEJeliax KaleH1apHOTo rojia.

JIOKYMEHTBI PerHCTPUPYIOTCS OJIMH pas.

Ilpu nepepaue goKymMeHTa M3 OJHOIO CTPYKTYPHOIO TOAPA3jE/ICHUS B JAPYroe HOBbIH
PErucTPallMOHHBIA HOMED Ha JOKYMEHTE HE POCTAB/ISCTCH.

Pabora ¢ JokymMeHTaMM, COICpKallUMH NEPCOHAIBHBIC IaHHbIE, BEACTCS B COOTBETCTBHH C
TpedoBanusamu DenepaibHoro 3akoHa ot 27 wmions 2006 . Ne 152-03 "O nepcoHa bHBIX JAHHBIX",
HopMaTuBHLIMH 1paBosbiMu akTamu MKHWP JIBO PAH u Uncrpykuuei.

5.4.4. Ha nocrynaromux Ha OyMaKHOM HOCHTEJIC JIOKYMEHTAX IPOCTABIAETCS 4aTa MOCTy ILICHHs
U BXOJISIIMA PErHCTPALIMOHHBII HOMEDP IOKYMEHTA.

5.4.5. Pesyabrarbl paccMOTpeHHsl JIOKyMeHTa Jlupekropom (JIMUOM, WCHOJMHSAIOUIMM  €ro
00s3aHHOCTH),  3amecTHTedaMM  JIMpeKTopa,  PYKOBOJMTEISIMH  CTPYKTYPHBIX  NOJpasiesieHHi
oopMIISIOTCS B BH/IE PE30IIOLUIA (ITOPYYEHHIT).

CeeienMs 0 pe3oIOUMH  (NOpYYEHHH) (HCHIONHHTEIb. COACPIKAHHE TIOPYYEHMS, CPOK
UCITOJIHEHUS ) BHOCATCS B PeccTp BXOIATHUX TOKYMEHTOB.

5.5. IlopsA0K paccMOTpeHHs BXoJslIed JOKYMeHTaLUH

pyxkoBoactsom UKHUP 1IBO PAH

5.5.1. Hocrymusmme -jaokymentst B MKWP  JIBO PAH. noumeHoBaHHble B NyHKTE
5.3.2 Uncrpykuun, poiiaabiBatorest Jlupekropy (Jidily, HCHONHSAIOIEMY €ro OOS3aHHOCTH) B J€HD
MOCTYIUICHHS WM Ha CHCMYIOMMH pabouii IeHb. 32 HCKIIIOUCHHEM JOKYMEHTOB ¢ nomeTkoi "Cpouno”,
"Becbma cpouno” win "BpyunTh HEMEUICHHO", KOTOPBIE JA0KJIA/bIBAIOTCS HE3AMEUTHTEBHO.

5.5.2. B cocraB pesonouid (MOpy4eHHH) MO MCIOJHEHUIO BXOMALIUAX JIOKYMEHTOB BXOISAT
CIIEAYIOLIME YICMEHTDI:

- OTBCTCTBCHHBIA HCIIOJIHUTE/b, COMCIOIHUTENH (DaMIINs M HHHLMAIBL 3amecturesieil Jlupexkropa,
Py KOBOJIMTEIIEH CTPYKTYPHbBIX MOAPa3/IeICHNI, KOTOPbIM J1aeTCs MOpyUeHHUE);

- COACPIKAHUE TIOPYUECHUS;

- J1ata GOpMUPOBAHUS TOPYUCHUSI;

- CPOK HCIIOJIHEHUS [TOPYUYCHHS.

5.5.3. OTBETCTBCHHBIM MCHOJHUTEIEM JOKYMEHTA SBISCTCS [OMMEHOBAHHbIA [EPBBIM B
pe3OIOLMH  (MOPYHEHUH) - 3amecTHTedb JIMpeKTOpa, pyKOBOIAMTENIb CTPYKTYPHOTO MOAPA3/ICICHHS,
KOTOpPbIM, B CBOW O4YEpelb, ONpPEAEIseT OTBETCTBEHHOE JOJDKHOCTHOC JIMIO  CTPYKTYPHOIO
HOJPA3ACICHUS, OPraHu3yeT ero paldoTy 10 HWCIOJIHCHHIO JOKYMEHTa M, IpH HEOOXOAMMOCTH,
NPUBICKACT K HCHOAHEHHIO JOKYMEHTA JPYIHE CTPYKTYPHBIC MHOJAPA3JICICHHS, B TOM YHCIE He
HOMMEHOBAHHbBIC B YKA3aHUU T10 UCIOJIHEHHIO JOKYMEHTA.

5.5.4. JlokyMeHTBI CO CpOKOM HMcrosiHeHust Menee 10 aueil, B oM uncie ¢ nomerkoi "Cpouno”
Win  "BpyuuTh HemeuleHHO" (ApYrodl aHAlOTMYHOH IOMETKOW), HANpaBisiOTCS OTBETCTBEHHOMY
HCTIOJHATENIO ¢ MPOCKTAaMM pe3o/notuid (nopyuenui). [locae yrsepixacHnst pesorounii (nopydeHmii)
JAOKYMEHTbI HANPABIISIOTCS B COOTBETCTBHH € YTBEPIKACHHBIMH PE3OJTIOHUIMHU (ITOPYYECHUSAMH) TOBTOPHO.

19






