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1. OBIIIME ITOJIOKEHU S

1.1. Hacrosmas Wucrpykiusi pa3paboTaHa B IedssX COOJIOJIEHUS U
COBEPILICHCTBOBAHMS IOKYMEHTAIIMOHHOTO o0ecreueHus aesTenbHocTh BepxoBHOTO
Cyna Poccuiickoit ®enepanun (manee — Cyn) 1o HCIOIHEHUIO IMOJTHOMOYHM,
BO3JI0KEHHBIX Ha HETO Koncrurynuei Poccuiickoi denepanun u
3aKOHOAATeNbLCTBOM Poccuiickon denepanuu.

Hacrosimas MHCTpyKUIMS SIBISETCS BHYTPEHHUM AaKTOM, IMPEIHA3HAYECHHBIM
JUTSI ICTIONTE30BAHMS B CITYKEOHOU JIeATeIbHOCTH paboTHrKamMu anmapata Cyna.

B Hacrosamen MHcTpykumu — onpenensercs  NOpSAOK — OpraHu3aluu
TOKyMEHTOoOOOpoTa u aenonpous3BoactBa B Cyme mo paboTe ¢ JOKyMEHTaMH
HECEKPETHOTO XapakTepa M JTOKYMEHTaMU OTPaHUYECHHOTO paclpoCTpaHeHus (s
CIIy>K€OHOT0 TMOJIb30BaHUSI)) B COOTBETCTBUU C TPEOOBAHMUSIMU 3aKOHOJATEILCTBA
Poccuiickoit ®@enepanuu, Pernamenta Cyna, Ilonmoxenus o6 anmapare Cyaa U Ha
OCHOBAHHH T'OCYIApPCTBEHHBIX CTAHAAPTOB B OOJACTH IEIOIPOU3BOICTBA’, @ TAKIKE
YCTaHOBJIEHHOT'O MOPSJIKa XPaHEHUS apXUBHBIX IIOKYMGHTOBZ.

1.2. Hacrosimas WucTpykius yctaHaBnuBaer B Cyne eIuHbIe MpaBuja
BEJICHUS JCJIONPOU3BOJCTBA U TOPSJIOK PabOThI C MPOIECCYaTbHBIMA M HMHBIMU
JOKYMEHTAMU C HCHOJIb30BAHUEM IPOrPAMMHBIX U TEXHUYECKHUX CPEACTB
aBTOMATU3UPOBAHHON MH(POPMAIIMOHHOM cucTembl Cya.

OTH NpaBwia BKIIOYAIOT B c€0sl MPUEM, YUET U PETUCTPALIMIO TOCTYUBIINX B
Cyn nporeccyalbHbIX M UHBIX JOKYMEHTOB, opopMiieHHE (B TOM YHUCIIe IeYaTaHue U
TUpaXXUpoBaHue) NoKyMeHTOB Cyaa U OTHPaBKy JOKYMEHTOB IO MpEIHA3HAYCHUIO,
TEKylIEC XpaHECHHE JIOKYMEHTOB B CTPYKTYpHbIX mnozapazaeneHusix Cyna
(manee — moapaznenenust Cyna), nepegady ux Ha XxpaHeHue B apxuBHbIN Gona Cyna
(oTaen xpaHeHHS CYACOHBIX JOKYMEHTOR), @ TAKXKE YHUUTOKCHHUE JOKYMEHTOB.

1.3. Tlopsmok paboTel ¢ cekpeTHbIMU AokymeHTamu B Cyze omnpeaensercs
IIpencenatenem Cyaa B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoi
denepanuu 0 rocy/1apCTBEHHON TailHEe, HHBIMU HOPMATHBHBIMU ITPAaBOBBIMU aKTaMU
M METOAMYECKMMH JOKYMEHTAMU I[I0 3al0UT€ CBEICHHH, COCTaBJISIIOIIMNX
rOCyJapCTBEHHYIO TalHY.

1.4. Hacrosimass MHCTpykuus, a Takke WU3MEHEHMS K HEW YTBEPKIAIOTCS
npukazom IIpencenarens Cyna.

! HauunonaneHslit ctangapt Poccuiickoii @enepaun 'OCT P 7.0.97-2025 «Cucrema ctaHAapToB 1o HHGpoOpMaInu,

OuOMMOTEYHOMY W HM3JaTeNbcKoMy Jnenty. OpraHum3alMOHHO-PAacHOpSAMTENbHAs JOKyMEHTauus. TpeOoBaHMs K
odopmirennto noxymenroBy», Hammonansnsrit crangapr [OCT P 7.0.8-2025 «Cucrema crannapToB 1o MHGOpMAaIHH,
OMOIMOTEYHOMY U M3JaTEIECKOMY A€y JEJIONPOU3BOJICTBO M apXUBHOE JI€10. TepMHHBI U ONIPEAEICHUS.

2 YHCTPYKIMS 10 OPraHM3AIlHI KOMILICKTOBAHHS, XPAHEHHUS, YUeTa I HCIONb30BAHHS JTOKYMEHTOB apXHBHOTO (hOH/IA
BepxosHoro Cyna Poccuiickoit Denepanui, YTBEPKICHA IIPUKa30M IIpencenarens Cyna
ot 17 ¢eBpast 2023 r. Ne 7-I1 (nanee — HCTpyKIMs IO XpaHEHUIO aPXMBHBIX JOKYMEHTOB).



2. OPTAHM3ALIUS JOKYMEHTOOBOPOTA
U JEJONPOMU3BOJICTBA B CYJE. COCTAB JOKYMEHTOB CYJA

2.1. ITopsiiok opraHu3anum J0KYMEHT0000poTa H 1eJI0NPOU3BOICTBA

2.1.1. Opranuzamus JoKymMeHTooOOpoTa U jaenomnpousBoictBa B Cyje
MPEACTABIIET COOOW EIUHYI0 CHCTEMY JIOKYMEHTAIIMOHHOTO 0OecreueHus
nestenpbHOoCcTH Cyna, mpeIHa3HadeHHYIO JUTsl padOThl C MPOIECCYyaTbHBIMU U HHBIMA
JOKYMEHTaMH, B TOM YHCII€ CO3JaHHBIMU B mpoliecce cyaonpousBoactBa B Cyje
(npunoxenue 1).

2.1.2. Enunas cucteMa JOKYMEHTAllMOHHOTO OO€CTeYeHUsl NeSITEIbHOCTH
Cyna 6a3upyeTrcsi Ha COBPEMEHHbBIX HH(POPMAIIMOHHBIX TEXHOJOTUSIX U MPOrPaAMMHO-
TEXHUYECKUX CPEJICTBAX IO MOATOTOBKE U 00pabOTKE TOKYMEHTOB.

Bxoasmue u ucxoasine T0KyMEHTHI, a TaK)Ke BHYTPEHHUE (OpTraHU3aIllMOHHO-
pacropsiauTenbHble) AOKyMeHThl (Cyla YYUTBIBAIOTCS U PETUCTPUPYIOTCS B
ABToMatu3upoBaHHoU nHpopmarnmonHoii cucreme Cyna (nanee — AVC).

2.1.3. Meronuyeckoe PYKOBOJACTBO M  KOHTPOJb 32 COOJIOJCHHEM
YCTAaHOBJICHHOTO TMOpsiika paboTel ¢ JokymMeHTamu B Cyle OCyIIeCTBIsSETCS
VYrpaBneHueM J0KyMEHTO000poTa U Aenonpous3BoacTsa Cynaa.

2.1.4. ObGecneuenne ¢yHkurnonupoBanusi u passutuss AUWNC, paszpaborka
NPEIOKEHU TI0 BHEJIPEHUIO COBPEMEHHBIX HWH(POPMAIIMOHHBIX TEXHOJOTUM W
MPOTPAMMHO-TEXHUUECKUX CPEACTB B Jenonpou3BojcTBo Cyaa OCYIIECTBISETCS
VYnpasnenuem nnpopmaruzanuu u ceasu Cyaa.

2.1.5. Benenue nenonpon3BOICTBA HEMOCPEACTBEHHO B noapazaeneHusx Cyaa
BO3JIaraeTcsi Ha pabOTHMKOB mnojpasfaeneHuid Cyaa, OTBETCTBEHHBIX 3a BEJICHUE
JIEJIONPOU3BOCTBA B 3TUX MOAPA3ICICHUSX.

Nx o0s3aHHOCTH W TIpaBa OMNPEACNSIIOTCS PYKOBOJIUTESIMU TOJIpa3IeICHHM
Cyna mo corjlacoBaHuio ¢ YTpaBlieHHEM JIOKYMEHTOOOOpOTa U JEIOMPOU3BOJICTBA,
VYrpaBieHueM KaapoB U TOCYIapCTBEHHOW CIIyKObl B JOKHOCTHBIX PErJIaMEHTaX,
KOTOPBIE YTBEPK/IAIOTCA B YCTAHOBJICHHOM HOPSIZIKE.

2.1.6. Benenme nenmompou3BOJICTBA B CEKpeTapware CyaeOHOro cocTaBa
CynebHol Kkoyernu mo jaeyiaMm BoeHHochykamux CyJa OCyIIEeCTBISETCS C YIeTOM
OCOOCHHOCTEM JeONpPOU3BOJICTBA B CEKpeTapuaTax CyJIeOHBIX COCTABOB CYIEOHBIX
KOJIJIETHH TI0 YTOJIOBHBIM, TPaXXAAHCKUM U aIMUHUCTPATUBHBIM JIEIaM.

Benenue cekpeTHOTO IeI0MpoU3BOACTBA OocyIllecTBiseTcs [lepBbIM OTIEIOM
Cyna coBMecTHO ¢ nojpasaeneHusiMu CyJia B yCTaHOBJIICHHOM MOPSIJIKE.

O6paboTka cekpeTHoi uHpopMaIuu, pa3padoTKa U U3TOTOBJICHUE CEKPETHBIX
JOKYMEHTOB W HX KONUU OCYIIECTBISCTCS Ha CHEHUAIbHBIX (3alIUIIEHHBIX)
TEXHUYECKUX CPEJICTBaX B pEKUMHBIX nmoMemieHusx Cyza.

2.1.7. OTBETCTBEHHOCTb 32  OpraHU3alMI0  JIEJTONPOU3BOJACTBA B
nonpasznenenusx Cyma u coOmrogeHwe TpeboBaHmii Hacrtosimier WHCTpykiun
BO3JIaraeTcsi Ha pyKoBoauTeneil noapazaenenuit Cyna.

2.1.8. Pabotnuku anmapara Cyaa IOJDKHBI 3HaThb M COONIOATh TpeOOBaHUS
Hacrosmen MacTpykuun.
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Oznakomsienne ¢ Hacrosuiedl — MHcTpykumeidt — (mpunoxenue — 11),
NpOrpaMMHBIMM U TexHHYeckuMu cpenctBamu AMC ocymiecTBisieTcss B paMKax
aJaNTAllMOHHBIX ~ MEPOINPUSATAN  TOCYJAPCTBEHHBIX TPAXKIAAHCKUX  CIYXKAIIUX,
INPUHATHIX Ha TOCYJAPCTBEHHYIO TPa)XJAaHCKYyIO ciyxk0y B anmapat Cyna BIEpBbIE.
OpraHuzanusi TakKMX MEPOIPUSATUN OCYIIECTBISIECTCS YIpaBlICHUEM KaJpoB U
rocyaapctBeHHoi ciy:k0bl Cyna ¢ ydactueMm YTpaBlieHHs JOKYMEHTOO0OpoTa U
nenornpousBozcTBa Cyaa u Ynpasienus uapopmatuzanuu u cssizu Cyna.

OOydeHne TOCyIapCTBEHHBIX TPaXTaHCKHUX ciyxkammx anmapata Cynga mo
yYKa3aHHbIM BOIIPOCaM MOXET OCYHIECTBIATHCA IO 3asBKaM PYKOBOJUTEIEH
noapazaeneHuit Cyna (mpunoxenue 45).

2.1.9. C ucnonrszoBanuem ANC ocyiiecTBisercs:

— aBTOMATH3MPOBAHHBIN YUYET BXOASIINX JTOKYMEHTOB B AKCICAHUIINH, TPYIIIE
yuéTa U PErUCTpaluy TOKYMEHTOB OOIIEro oTAena YIpaBieHUs] JOKYMEHTO000opoTa
U JIeJONpPOU3BOJCTBA (Jajee — SKCIEAUIMS U Tpynmna ydyéra JOKYMEHTOB) M B
noJipa3fesieHusIX YTpaBiIeHUs 0 OPraHU3alMOHHOMY O0O€CIIEYEHHI0 PacCMOTPEHUS
oOpallleHHi;

— aBTOMATU3MPOBAHHBIC pETUCTpalusi CyAEOHBIX JIel U MPOIeCCyaTbHBIX
*ano0 (mpencraBiieHUW) W BeJeHUE CyAeOHOTO JEJONMPOU3BOACTBA U CYJEOHOM
CTaTUCTUKKA B YTPABIEHUU MO OPraHU3alMOHHOMY OOECIEYEHUI0 PACCMOTPEHUS
oOpallieHuii, B CeKpeTapuaTax CyJIeOHBIX COCTABOB CYJEOHBIX KOJUIETHMH U
HEKOTOpbIX noapaszaenenusx Cyna;

- aBTOMAaTHU3MPOBAHHbBIC perucTpanus BXOJISIINAX JTIOKyMEHTOB
HETPOIECCYaTbHOTO XapaKTepa, BHYTPEHHUX (OpraHU3allMOHHO-PACTIOPSIUTEIIbHBIX )
nokyMeHnToB Cynia u BeieHHe oOLIero eJI0Nponu3BoIcTBa B oapazaeneHusax Cyna;

— aBTOMAaTU3MPOBAHHAs MOJATOTOBKAa (M3roTOBIIEHUE) NOKyMeHTOB Cyna u ux
Konuii B nogpasnenenusx Cyzaa, B TOM YUCIIE B 3JIEKTPOHHOM BUJIE;

— aBTOMAaTU3UPOBAHHAs PETUCTPAIUS UCXOIANUX TOKyMeHTOB Cyna;

— AaBTOMATU3MPOBAHHBIM Y4YET wucxonsdmen koppecnoHneHuuun Cyna B
IKCIICTUTINN;

— aBTOMATU3MPOBaHHbIE MOJArOTOBKa M HampasieHue B Cyn 3ampocoB
nosp30Bateseii nadopMaLueii’ B BHAC MIEKTPOHHBIX TOKYMEHTOB, HX PETHCTPAIHS H
00paboTKa, TMOATOTOBKAa W OTIpaBKa OTBETOB Ha HUX B JJICKTPOHHOM BHJIC Ha
opurmanpbHoMm caiite Cyna B WHGOPMAIMOHHO-TEICKOMMYHHUKAITMOHHOW CETH
«nTepuer» (nanee cetb — «AHTEpHETY);

- aBTOMATU3MpPOBAHHAs T0oJaya  3asBJICHUN, JKalo0, MPEICTABIICHUIA,
XOJIaTaliCTB M HMHBIX TPOILECCYATbHBIX NOKYMEHTOB B Cya B D3JIEKTPOHHOM BHJIC
(mamee — oOpamenust B Cyn), B TOM 4yucie B (popme 3JIEKTPOHHOTO JOKYMEHTa C
UCIOJIb30BaHuEM ceTu «MHTepHeT»;

— aBTOMATU3MPOBAHHOE JOBEICHHE JIOKYMEHTOB B JJIEGKTPOHHOM BHJIE,
CO3/IaHHBIX Ha OyMa)KHBIX HOCHUTEIISX;

3 .

[Monp3oBarens nHpopmanuei — rpakaaHuH (PU3NIECKOE JHIO), OpraHu3anys (FOPUITYECKOe JINIO), OOIECTBEHHOE
o0beaMHEeHNe, OpraH TIOCYJAAapCTBEHHOW BJIACTH WM OpraH MECTHOTO CaMOYIPAaBJCHHUS, OCYLIECTBIISIOIINE ITOMCK
nHdopmanuu o gesrenbroctu Cyna.
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— aBTOMAaTU3MPOBAHHBIN KOHTPOJb MCIOJHEHUS MPHUKA30B, PACHOPSIKEHUN U
nopyuenuii Ilpencenarens Cyna u ero nepBoro 3aMeCcTUTES;

— aBTOMAaTM3HMPOBAHHBIC HANOJHEHHE U HCIOJb30BaHUE MHpopMmanuu banka
cyneOHbIX JokyMeHToB Cyna;

— aBTOMAaTU3MPOBAHHOE MPOTOKOJIMPOBAHUE CYA€OHBIX 3aCeAaHN;

— aBTOMAaTH3HMPOBAHHBIC HANOJHEHHE U UCIOJb30BaHWE MHpopMmaruu banka
uHpopMmaiuu o aestensHocty Cya.

2.1.10. AUC nosBomser co3gate B Cyae eauHyro 0a3y JaHHBIX C
uHbopMaIuei:

— 0 BCEX BXOJSIINX, BHYTPEHHHUX U UCXOIAIINX JOKYMEHTAX;

- 0 MPOXOXACHUH NOKyMeHTOB (nopydenusx Ilpencenarens Cyna, mepBoro
3amectutens llpencenarens Cyna u 3amectureneil [lpencenarens Cyna (nmanee —
PyxoBonctBo Cy/ia), UCIIOIHUTENSIX U XO/1€ UCIIOJIHEHUS IOKYMEHTOB);

- O JBWXKEHMM CYAEOHBIX Jel], 3asBJICHUH, XanoO (mpeacTaBieHUN) U O
pe3ynbTaTax UX pacCMOTPEHUS.

C wucnonszoBanneM AMC wumeeTcss BO3MOXHOCTb  3HAKOMHTBCS €
AJIEKTPOHHBIMU 00pa3zaMu 0KyMeHTOB CyJia, OCYHIECTBIATh aBTOMATU3UPOBAHHBIN
IIOMCK JOKYMEHTOB IO Pa3IMYHbIM KPUTEPUSAM, ONEPATHUBHO IOIY4YaTh CIPABOYHYIO
MH(OPMAIMIO B YCTAHOBIEHHOM OOBEME 3a ONpPENENEHHBIA EPUOJI, U3TOTABIUBAThH
KON JOKYMEHTOB, @ TaKX€ OCYIIECTBIATh KOHTPOJIb 3a MPOXOXKICHHEM U
UCITOJITHEHHEM JIOKYMEHTOB.

2.1.11. Pabora B AMNC ocHOBbIBaeTCS Ha NPHUHIHUIIE TEPBOHAYAIBHOTO
aBTOMATU3UPOBAHHOTO y4éTa mocTynuBmMX B Cya TOKYMEHTOB M MOCHEAyIOLIEH
aBTOMATU3UPOBAHHOM UX perucrpanuu B noapasaeneHusax Cyaa.

JUist perucrpauuy BXOJSIIUX, BHYTPEHHMX M HCXOISIIHUX JTOKYMEHTOB B
noapazaeneHusax Cyaa UCHOb3YIOTCA IpOorpaMMHbIe U TexHu4ueckue cpeactsa AUC
U TP HEOOXOJIMMOCTH COOTBETCTBYIOIINE JKYPHAJIbl 1 KHUTY Y4€Ta U pEerucTpalui,
yTBepK1€HHBIE HOMEHKIIaTypo# e, HapsiioB 1 npou3BoAcTB Cyna.

2.2. CocraB noxkymenToB Cyna

2.2.1. CocraB pnoxkymeHntoB Cypaa omnpexaensiercss komnereHinuen Cyna u
BKJIIOYAET B ceOs:

a) cyneOHele nena, paccmarpuBaeMmble CyaoM B KayecTBE Cyna MepBOM
WHCTaHIIUU;

0) pemenus Cyna:

- pelieHus, onpeaenenus u nocraHonnenus Cyna;

- noctaHosienus [Ipesnanyma Cyna;

- noctaHosienus [nenyma Cyna;

— WHBIE JOKYMEHTBI, BBIHECEHHBIE B COOTBETCTBUM C IIPOLIECCYaTbHBIM
3aKOHOJATEIbCTBOM;

B) oduuuanbHbIe OKyMEHTHl (muchMa, Tenerpammbl) Cyaa, B TOM YHCTE
CONPOBOJAMUTEIBHBIE TOKYMEHTBI U MPWIOKEHUS K HUM, 33 TOJIMUCHIO JTOJPKHOCTHBIX
aui CyJa B COOTBETCTBUHM € UX MTOJIHOMOYUSIMU;



') BHYTPEHHUE JTOKYMEHTHI:

— OpraHu3allMOHHO-paclopsauTeNbHble  JOoKyMeHThl  Cyna  (mpuKasbl,
pacniopspkenust [lpencenatenss Cyna u neporo 3amectutens Ilpencenarens Cyna,
pacniopspkenust 3amectuteneit [pencenarens Cyna);

— WHbIE  CIy>)KEOHbIE  JIOKYMEHTBI, OOYCJIOBJICHHbIE  HEOOXOJIUMOCTHIO
obecredeHns CITy)KeOHOH AesTebHOCTH (00pasibl 0GOPMICHHS HEKOTOPBIX M3 HHX
IPHUBEICHBI B IPUIIOKeHUX 41, 42, 43);

1) mokyMeHThl apxuBHoro ¢onma Cyma, B TOM YHCIe TEpEIaHHBIC Ha
IIOCTOsIHHOE XpaHeHue B ['ocynapctBennbi apxus Poccuiickon denepanumu.

HoxymenTsl Cyzia COBMECTHO C IPYTUMHU JOKYMEHTaMU MOTYT (hOPMHUPOBATHCS
B COOTBETCTBYIOIIME J€Nla, HapsiAbl M MPOU3BOJACTBA B 3aBUCUMOCTH OT HX
PUHAICKHOCTH.

2.2.2. TlpaBo moamucu nokymMeHTOB Cyma MpeaocTaBIseTCs JOKHOCTHBIM
muiaM  Cyna B COOTBETCTBMM €  MX  IOJHOMOYHMSAMH, YCTAHOBJICHHBIMU
mpolieccyalbHbIM  3aKOHOJATENbCTBOM,  pemieHussMu  PykoBoactBa  Cyga,
MOJIOKEHUSAIMU 0 nopazaenenusx Cyaa u J0IKHOCTHBIMU PerjaMEeHTaMU.

2.3. [IpnémM nucbMEeHHOM KOPPECTOHICHIIUM, YI€ET
U pacrnpeesieHue J0KYyMEHTOB

2.3.1. IluceMenHas koppecnoHaeHuus aocrasisiercss B Cya yepes3 OTIACICHHE
CBsI3U (MouTOM, TenerpadoM), penbaberepckoil U crenuaibHON CBA3bI0, HAPOUHBIMU
(KypbepamH) M CICIUAIN3UPOBAHHBIMU CITY’)KOaMU JOCTaBKU 4epe3 IKCIEAUIIUIO, a
takke uepe3 I[lpuémuyro Cyna HENOCpeACTBEHHO TIpakaaHaMu ((pu3nyeckumu
JUIaMH) W TPEACTAaBUTEISIMU  OpraHu3anuil  (IOpUIWYECKUMHU  JIMI[AMH),
OOILIECTBEHHBIX OOBEIUHEHUH, OPraHOB TOCYAAPCTBEHHOW BJIACTH WJIM MECTHOIO
caMOyTpaBJICHUSI.

2.3.2. IlucbmenHass koppecnoHaeHIMs (cyaeOHble Jefla, TUChMEHHbIE
oOparieHusi, >kano0bl, 3aMpoChl, 3aKOHBI U WHBIE HOPMATUBHBIC MPABOBBIC aKTHI, a
TaK)Ke JApyrue CiaykeOHble ITOKyMeHThI), noctaBisieMas B Cya B KOHBepTax,
OaHmepoJiAX, TMOChUIKaX, NPUHUMACTCS €XKEJHEBHO, KpOME BBIXOAHBIX U
Mpa3IHUYHbBIX JHEH, B yCTAHOBJIECHHOE BPEMS.

Bo BHecmyxeOHoe (B Hepabodee) BpeMs MNpuéM KOPPECIIOHICHITUH,
JOCTaBJISIEMOM (PeNIbIBErePCKOM U CIICUAIbHON CBI3bI0, HAPOYHBIMU (KypbepaMu) U
CHEIUAIN3UPOBAHHBIMU  CITy’)KOaMHU JTOCTaBKH, OCYILECTBIIAECTCS OTBETCTBEHHBIM
nexypHbIM o Cyly B YCTAaHOBJIGHHOM MOPSIIKE®.

2.3.3. IlpuéM nNUCBMEHHON KOPPECIOHACHLUNH, NEPBOHAYAIBHBIM YYET
JIOKYMEHTOB, pacipeieJIeHue U nepeaada ux JUisl perucTpaluy B NOJIpa3eieHusx U
JaTbHENIIEro MPOX0XKIAECHUS OCYUIECTBISETCS IKCIETUIIUEH.

Jns kaxgoro nmoapasneneHus Cyna yCTaHOBJIEH COOTBETCTBYIOIIMM WHIEKC
(mpunoxenue 37).

* IlltaTHoe pacmMcaHue, IHYHBIC HEId, PErTAMEHTHI, TOJNOXKEHHS, MPAaBHIA, MPOTOKOJbI, MPEICTABICHHS, IIAHBL,
Ciry)KeOHbIE U OOBSICHUTEIBHBIC 3aITUCKH, CIPABKH, 3asIBKH, 3asBJICHHS, aKThl, OTYETHI, BEJOMOCTH, HAKJIAHBIC H JIP.

> B COOTBETCTBHH C Hucrpykuueit oTBeTcTBeHHOro AexkypHoro no BepxoBnomy Cyny Poccuiickoit ®eneparum.
VrBepxkaena npukazoM IIpencenarens Cyna ot 24 maprta 2026 r. Ne 23-T1.
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234. Ilpu npuéme DTUCBMEHHOM  KOPPECIOHAEHUMU  IPOBEPSIOTCS
NpaBUIBLHOCTh €€ ajapecoBaHUs, OPOPMIICHUS M JIOCTAaBKH, a TaKXe IIEJOCTHOCTb
YIAKOBKH.

[Ipu  BCkpbITUM  KOHBEPTOB  (OaHaeposiel, TOCBUJIOK)  IPOBEPSIOTCS
KOMIUIEKTHOCTh JIOKYMEHTOB, OTCYTCTBUE HX IIOBPEKICHUM M COOTBETCTBHE
BJIOKEHUI WX HA3BaHUSIM.

B ciydae oTCyTCTBUSI MM TOBPEKIEHUS BIOKEHHM (OTHENBHBIX JIUCTOB), a
TaK)K€ HAJIMYMS OIMMOOYHBIX BIIOKCHHHA COCTABIIETCS aKT B JIBYX DK3EMIUIIpax
(mpunoxenue 46), MepBBII SK3EMIULIP KOTOPOTO BMECT€ C MOCTYNHBIIUMU
JTOKYMEHTaMU MepeAaeTcs Mo MPeIHa3HAYeHUIO B COOTBETCTBYIOIIEE MOIpa3eICHHIE
Cyna miisi IpUHSITHAS PEIICHHS, a BTOPOWM SK3EMIUISIP OCTA€TCS Ha XpaHEHUU B
AKCTIEAUIUH.

[Ipy HECOOTBETCTBUU ajpeca, YKa3aHHOTO Ha KOHBEPTE U Ha BIOXXCHUH,
JOKYMEHT  y4MThIBaeTcs, Tnepenaércs B oOmmid  oTAen  YTpaBJICHHS
JTOKyMeHTooOopoTa u Jnernonpou3BojctBa Cyna (mamee — oOmmil oTaen) s
pErucCTpalyy U MOCIEAYIOUIEr0 BO3BPAILICHHS OTIPABUTEIIO TOKYMEHTA.

KonBepTh! (1akeThbl) Mociae BCKPHITUS U YUETA BIOKEHHBIX B HUX JJOKYMEHTOB
B OKCIIEUIIAN, KaK IMPAaBUJIO, HE YHUUYTOXKAKOTCS.

KonBepTbl, B KOTOpble OBUIM BIOKEHBI KalNoObl (IIpEICTaBICHUSA) U
oOpalieHusi, COXpPaHSAIOTCS U MPUKIAABIBAIOTCS K kKanobaM (MpeAcTaBiICHUSIM) U
oOpallleHUsIM, a MOCJie UX PAaCCMOTPEHUSI B CYACOHBIX KOJUIETUAX (TOJpa3IeICHUsIX
Cyna) noAmuBarOTCs B MPOU3BOICTBA UJIU B HAPS/IBI.

2.3.5. KouBeptsl (0aHmeponw, TMOCBUIKH), TOCTYNUBIINE M3 OPTraHOB
roCcy1apCTBEHHOM BiacTu B aapec PykoBoactBa Cyma ¢ momeTtkon «JInuHo», B
AKCTIEAUIIMA HE BCKPBIBAIOTCS, YYWUTHIBAIOTCS W MEPEAAIOTCS B OOIIMA OTAEN AJis
perucTpanuy no peKBU3UTaM, UMEIOIUMCS Ha KOHBepTe (0aHIeposH, MOChUIKE), U
s joknana Pykosoncty Cyna.

KounBepTs! (makeThl), J0CcTaBIEeHHbIE (DENbIBETEPCKON U CIIEITUATIBHON CBSI3bIO,
HApOUYHBIMU (Kypbe€pamMH) W3 OPraHOB TOCYJapCTBEHHOH BJIacTH B  aJapec
PykoBonctBa Cynma c¢ momerkamu «CpouHo», «Becbma cpouHo» u «Bpyuutb
HEMEIJICHHO», YuuThiBaloTca B JKypHane yuyé€ra MakeToB, NOCTYNHUBIIUX B
Bepxosubiii Cyn Poccuiickoii @enepaiiin U3 OpPraHOB TOCYJIapCTBEHHOM BIIACTH
Poccmiickoit ®enepaumu (mpuaokenne 13), 3areM IOCie€ IMEPBOHAYATLHOTO
aBTOMATU3UPOBAHHOTO YYE€Ta BJIOXKEHHBIX B HHUX JIOKYMEHTOB OIIEPATUBHO
nepearoTcs B OOIIMIM OTIeN ISl perucTpaluy U 1okiaaa ux Pykopoactey Cyna.

2.3.6. Bxopsmme JOKyMEHTBHI Ha MHOCTPAHHBIX S3bIKaX I€pEaloTCs B
VYrpaBneHue MeXKIYHAPOAHOIO COTPYJIHHUYECTBA sl TmepeBoaa. JOKyMEHTHI
nepeBoasTcss 0030pHO C yKa3aHWeM aBTopa oOpalieHuss u aapecara. llpu
MOCTYIUICHUH HECKOJBKUX OJMHAKOBBIX OOpAIlCHUM TMEPEBOJAUTCS OJHO U3 HUX.
[locne mepeBojla JIOKYMEHTHI TNEpeAaroTcsl YIPaBICHHUEM MEXIYHAPOIHOTO
COTPYJHUYECTBA B DKCIEAMIIMIO JJISI UX y4eTa U PACHpPE/ICNICHUs] B COOTBETCTBUU C
Hacrosmen MHcTpyKiuen.

2.3.7. TlepBoHavayibHBIM AaBTOMATU3UPOBAHHBIM YUET BCEX NOCTYNMHUBIIMX B
Cyn DOKYMEHTOB OCYIIECTBIISIETCSI B DKCIEAUIINM, TPyIIE y4éTa JOKYMEHTOB U B
MO/Ipa3ieNICHUs X YTIpaBIeHUs MO0 OPTaHU3AIMOHHOMY OOECTICUCHHUIO PAaCCMOTPEHUS
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oOpaiieHuil MyTéM NPOCTAaBJICHUs (HAKJIEMBAaHWS) Ha JIMIEBOM CTOPOHE MEPBOTO
JUCTa JOKyMEeHTa (CONMpOBOAMTENLHOIO MKChbMa), Ha KoOHBepTe (OaHaepou,
MOCBIJIKE) C MOMETKOM «JIMYHO» 3THUKETKH (CTUKEpa) CO MITPUX-KOAOM, YUETHBIM
HOMEPOM U JaTOW MOCTYIJICHUS JOKyMEHTA (MpUiiokeHue 65).

2.3.8. CynebOnble nena mocie MOJTy4eHUs: BCEX TOMOB JI€Jia M BEIIeCTBEHHBIX
JTI0KA3aTeNIbCTB (MIPU HAIMYUHU) YUYUTHIBAIOTCS B ABTOMATU3UPOBAHHOM PEXUME MyTEM
MpOCTaBlIeHUs (HaKJICUBaHUSI) JTHUKETKH (CTUKEpa) CO IITPUX-KOJIOM, YYETHBIM
HOMEPOM U JaToW TMOCTYIUICHHS CyneOHOro Jena Ha JHUIEBOM CTOpPOHE
COMPOBOJAUTEIBHOTO TUCHMA.

[Ipu 3TOM Ha JHUIEBOW CTOPOHE OOJOXKKH KaXIOT0 TOMa CyJeOHOro jena
CTaBUTCSI PETUCTPALMOHHBIN MITAMI SKCIEAUINU (TPUIIOKEeHHE 60) U yKa3bIBaeTcs
HOMEp 3aKa3HOW OaHAEeposu, a Ha OOJOXKKE MOCIEIHEr0 ToMa CyneOHOro jJeia B
PErUCTpaIlMOHHOM IIITaMIIe YKa3bIBaeTCs UHIEKC cyObekTa Poccuiickoit deneparum,
Ha TEPPUTOPHH KOTOPOTO Pa3MEIISH Cy/l 0OMIeH IOpHCIMKIMN® (CyIeOHBIH YIaCTOK),
WIM MHJAEKC apOUTPa)KHOTO CyJa OKpyra ¢ OOpa30BaHHBIMH B JIaHHOM CyAE€OHOM
OKpyre apOMTPaKHBIMH CyHaMH IEPBOM MHCTAHUMH M apOUTPaKHBIMH
aneJUIAIMOHHBIMU cynamMu wid uHJIekCc Cyna MO HHTEIUICKTYalbHBIM IpaBaM,
HaIpaBuBIIUX cyaeOHoe neno (nmpunoxkenus 38, 39, 40), a Takxke ata MOCTYIUICHHUS
cyneonoro aena B Cya, KOIMYECTBO TOMOB U MPHUIIOKEHUN K HEMY.

2.3.9. He noanexat y4é€ry u peructpaunu nocrynusiure B Cya peKIamMHbIC
W3BCIICHUS, IUIAKaThl, MO3JPAaBUTEIbHBIC TMHChbMA, MPHUTIACUTEIbHBIC OWIETHI,
nevyaTHbIC W31aHusl (KHUTH, KYpPHaJIbl, OIOJUIETEHH) U T.1.

VkazaHHas KOppECHOHJEHUMUs MepeAaércss MO Ha3HAYEHHIO C OTMETKOM B
Pa3HocHO# kauTe (priioxenue 12).

2.3.10. Ilocne mpoOXOXKAEHHS ABTOMATHU3WPOBAHHOTO Yy4Y€Ta B DKCIIEIUIINHU
cyleOHbIe Jieia U JOKyMeHThI, nocTynusiine B Cyn B cinyxeOHoe (pabouee) Bpems,
NepealoTcss B JIEHb IMOCTYIUIGHHS WM Ha CcleAyomuid pabouuil JeHb B
nonpaszaenenuss Cyna B COOTBETCTBUM C MX NpeJHA3HAUEHHEM Il PErucTpalui,
OK/IA/1a U MCIIOMHEHHSL .

JlocTtaBka 1OKyMEHTOB B nojpaszaenenus Cyaa ocyulecTBiIseTcs pabOTHUKaMU
skcrieany. CpouHble TIOKYMEHTHI IiepefatoTcs B nojapaszzeneHus Cyaa onepaTuBHO
10 Mepe UX MOCTYTICHUSI.

[lepenaua cyneOHBIX Jen M JOKYMEHTOB B monpazaenenuss Cyna
OCYUIECTBJISIETCSl C MPOCTABJICHUEM MOJNUCU O MpuéMe (Jajiee — MoJ PACIUCKY) B
Peectpe mnepenaun cyneOHbIX JAen W JOKyMeHTOB. MHdopmanus o mnepenaue
YUYTEHHBIX IOKYMEHTOB U3 3Kcnieauiuu B noapasaeneHusa Cyna orpaxaercs B AUC.

Hapsine! ¢ peectpaMu XpaHsITCs B yCTAHOBICHHOM TMOPSIIKE.

® Jlms CynmebHOH KOMIErMM 1O JeiaM BOGHHOCTYXKAIMX TEPPUTOPHANBHOE JICICHHE ONPEACISIETCS IO
TEPPUTOPUATEHON IOPUCIUKIINNA OKPYKHBIX ((IIOTCKHX) BOCHHBIX CYHOB.

7 ApGuTpaxcHble CyIbl TEpBOH HHCTAHIMH B PECIYONHKAX, KpasX, oGIAcTsX, ropoax (eIepaabHOr0 3HAUCHHS,
ABTOHOMHOMW 00J1aCTH, aBTOHOMHBIX OKPYT'aX.

8 Noxymentsl, nocrymaroutue B Cy/l B CBA3M ¢ PACCMOTPCHHEM MEXIYHAPOIHBIME JOTOBOPHEIMH M BHEIOTOBOPHBIME
OpraHaM¥ MHIMBHIYaJbHBIX COOOIICHMI (ka00) B oTHOIIeHnU Poccuiickoii deneparnuu, mocie ydera B dKCIEIUIUN
HNEepeAaoTcss B OTAET MEXIYHapOIAHOTO MpaBa YMHpPaBICHUS MEXAYHAPOJHOIO COTPYAHUYECTBA A PETUCTPALUM U
Jnoknana PykosonactBy. IlepeueHb Takux JOKYMEHTOB ONpEAEIseTCs Y IpaBICHUEM MEXIyHapOIHOTO COTPYJHUYECTBA.
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2.3.11. JloxymeHThl, OmMOOYHO HampaBieHHble B moapazaencHus Cyaa,
JOJDKHBI OBITh BO3BpALLEHBI B AKCHEAMIIMIO B 3-AHEBHBIM CPOK JJIs MEpenay 1o
HazHadeHuto. [lpm 3ToM (mpuM HEOOXOIMMOCTHM) 3a MOJINHUCHIO PYKOBOAMTENS
nonpaszaenenuss Cyna odopmisgercs cnpaBka ¢ 0OOCHOBaHMEM IPUYUH IMepenadn
NOKyMEHTa B Apyroe noapasaenenue Cyna.

2.4. PerucTpauusi 4 NpoOXo:kJAeHNe BXOASIINX JOKYMEHTOB,
He Mo/JIesKANUX PACCMOTPEHHIO B MOPS/IKe, YCTAHOBJIEHHOM
npoueccyajbHbIM 3aKOHOATEIbCTBOM, H BHYTPEeHHHUX J0KyMeHTOB Cyna

2.4.1. Peructpanusi BXOJAIIMX U BHYTPEHHUX JOKYMEHTOB B MOpa3IeICHHUIX
Cyna ocymiecTBisieTcsl B IeHb UX MOCTYIUICHHUS paboTHUKaMu noapazaencHuii Cyna,
OTBETCTBEHHBIMH 3a BEJICHUE JICTIOTPOU3BOJICTBA B ATUX MOIPA3ACICHUSX.

JUig peructpauuyd JOKYMEHTOB 3allOJIHAETCS 3JEKTPOHHAs PEerucTpaldoHHas
KapTOuYKa JOKYMEHTA, a Ha TMIEPBOM CTPaHUIIE KaXKJ0To TOKYMEHTa B MPaBOM HUKHEM
YTy CTAaBUTCA PETUCTPAIIMOHHBIN IITAaMII ¢ HAUMEHOBaHUEM mnojpazaeneHus Cyna,
HOMEPOM M JlaToi peructparuu (npuioxenue 67). [Ipy HamTuuuu NPUIOKCHHUN K
JOKYMEHTY Ha OOOpPOTHOH CTOpPOHE MOCIEAHEro JIMCTa Ka)XAO0ro MPHIIOKEHUS
CTaBHUTCA ITami (puiioxenue 69).

[Tocne peructpauyy BXOASIME U BHYTPEHHUE JTOKYMEHTHI B YCTaHOBJICHHOM
MOpSAZKE CKaHUPYIOTCA (32 HCKIIOYEHHEM JOKYMEHTOB C TMOMETKON «Jlis
CILy’K€OHOT0 TMOJTB30BAHMA»). U HX ANEKTPOHHBIE 00pa3bl mnepepatrorcss B AMC
paboTHUKAMU oA pa3ieICHUN Cyna, OTBETCTBEHHBIMU 3a BeJICHUE
JICIIONPOU3BOACTBA B OTUX TMOApA3JENeHUAX. [IpW W3rOTOBICHHM 3IEKTPOHHBIX
0o0pa3oB TOKyMeHTOB, moanucanHbix I[Ipencenarenem Cyna, ckaHUpyeTCs UX TEKCT,
HIDKE PEKBU3UTA «IOJMUCHY» TMPOCTABIACTCSA IITAMI MOAPA3JCICHUs, B KOTOPOM
XPaHUTCS MOJUIMHHUK TIOKyMEHTa (TpusioxkeHue 78a).

2.4.2. DNeKTpOHHAs PETUCTPAIMOHHAS KapTOyKa JOKYMEHTa COJEPIKUT
onpenenEHHbIA 1 He0OX0MUMbIA HAOOP PEKBU3UTOB ¢ MH(pOpPMALUEH O TOKYMEHTE,
a TaK)Ke JOTMOJIHUTEIbHbIE PEKBU3UTHI, COCTAB KOTOPBIX MOKET U3MEHSATHCS.

2.4.3. PeructpalluOHHbII HOMEpP BXOJAILIETO JIOKYMEHTa COCTOUT U3
HOPSIKOBOTO HOMEpA, KOTOPBI MPHUCBAUBAETCA aBTOMAaTUYECKH, KOCOM 4epThl, IBYX
nocyieqHux 1udp KaleHaapHoro roja, aeduca, Homepa Hapsiga, neduca, WHIEKCA
(OyKBEeHHOTO 0003HAYCHHUS) MOApaA3eIICHU (IPUIOXKEeHHE 37) U AaThl PETUCTPALIHH.

Hanpumep: 679/15-2-BC.

PeructpanmoHHbIii HOMEp OpraHU3alMOHHO-PACTIOPSIUTEIHHOTO TOKYMEHTA
COCTOWT W3 TOPSAKOBOIO HOMepa, jdeduca OyKBEHHOTO OOO3HAUYCHUS BHIA
nokymeHTa (npuka3 — I, pacnopskenue — P) u 1aTel peructpanuu.

Hanpuwmep: 5-11.

*JlokymeHTBI, comepkarue HHPOPMALHMIO OrPAHHYEHHOrO PACIPOCTPAaHEHHs (C MOMETKOH «JIist CiyxeGHOro
MOJIF30BAHUS»)  CKAHUPYIOTCS TIPH  HAIWYAKA  WHPOPMAIMOHHON  CHCTEMBI, OTBEYAmOmeH TpeOOBaHMIM
nHPOPMAIMOHHOK 0€30MMaCHOCTH, YCTaHOBJICHHBIM 3aKOHOATENLCTBOM Poccutickoit denepanuu.
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PeructpaniionHblii HOMEp OpraHU3aIMOHHO-PACHOPSAUTENHHOTO JTOKYMEHTA
no Ju4yHoMy coctaBy Cyaa COCTOMT M3 HOMEpa Hapsiia, UHACKCA MOApa3ieCHUs
(KM), xocoit 4epThl ¥ MOPSAKOBOTO HOMEPA.

Hanpumep: 3K]1/345.

PerucrpaiinoHHbIi HOMEP OPTraHU3AIMOHHO-PACTIOPAIUTEIHLHOTO JTIOKYMEHTA
Mo BOIpocaM 0e30MacHOCTH U MOOUIIU3AIMOHHOMN MOATOTOBKU COCTOUT M3 HOMEpa
Hapsija, uaaekca noapaszaeneHus (YBMII), kocoit 4epThl U HOPSAKOBOTO HOMEpA.

Hanpumep: 3YBMII/345.

PeructpanrionHblii HOMEp BHYTPEHHETO JIOKYMEHTa COCTOUT U3 MOPSIKOBOTO
HOMEpa, KOCOW uepThl, ABYX TMOCIEOHUX IH(p KaleHJapHOro rona, nedwuca,
OykBeHHOTo o0o3HaueHusi ciayxeOHoro nokymenta (BH), nmeduca m wunnekca
(OykBeHHOT0 0003HaUCHMS) TToApa3AceHus (puaoxeHue 37) u JaThl perUCTPallii.

Hanpuwmep: 1/24-BH-YO/I.

2.4.4. Peructpanus BXOJAIIMX U BHYTPEHHHUX JIOKYMEHTOB, IMOJTOTOBKA K
JOKJIaay JOKYMEHTOB, TpeOyomux pemieHus no HuMm PykoBoncta Cyna, nepegada
ATUX JOKYMEHTOB B moapazfeneHus Cyaa B COOTBETCTBUU C MOPYUYEHUSMHU
(ykazanusamu) PykoBojacta Cyjia 1 KOHTPOJIb 32 UX UCIOJHEHUEM OCYIIECTBIISIFOTCS
oOIIUM OTJEIOM, 32 UCKIIFOUEHHUEM NpHUKa3oB U pacnopsikeHuit [lpencenarens Cyna
u nepBoro 3amectutens lIpeacemarens Cynma mo nmyHoMy coctaBy Cyna u 1o
BOIIpocaM 0E€30MaCHOCTH M MOOWIM3AIMOHHOM TMOATOTOBKMU, a TaKKe WHBIX
JIOKYMEHTOB, KOTOpPbIE PETUCTPUPYIOTCS B mojpasnaesieHusx Cyaa B COOTBETCTBUM C
WX TIPEeIHa3HAUYCHUEM.

JIOKyMEHTBI, KOTOpBIE 3apEeTUCTPUPOBAHBI W B3AThl Ha KOHTPOJIb B OOIIEM
oTnene, a 3areM no nopydeHuto PykoBoxactBa Cyna mepenaHbl B MOApaA3IEICHUs
Cyna nisi WCHOJIHEHMS, PErucTpalldd B OTUX TMOJPA3ACIICHUSX HE MOJJIexkar.

JIOKyMEeHTBHI, NepelaHHbIe U3 IKCIICTULIMKM HETTOCPEACTBEHHO B MOpa3/IeICHUS
Cyna B COOTBETCTBUHM C HMX MPEIHA3HAYEHUEM TOMJIEKAT PErUcTpaluyd B 3THUX
NOAPA3ACIEHUSX.

2.4.5. Tlocne perucrpanuu BXOASAIIUX JOKYMEHTOB M JUIS MOATOTOBKH WX K
JOKJIaay WM Tiepelaye Ha UCIOJIHeHHe, paboTHukoMm mnonpasaeneHus Cyna,
OTBETCTBEHHBIM 3a BEJICHHE JIETIONPOU3BOJCTBA B 3TOM MOAPA3AECICHUN, U3 HAPAJIOB
(IpOM3BOJICTB) MOAOMPACTCS M IPHOOIIACTCS K ATOMY JOKYMEHTY COOTBETCTBYIOIIAS
MEepernucKa, Ha KOTOPYHD HMEETCS CChUJIKAa B TMOCTYMUBIIEM JIOKYMEHTE WU
AJIEKTPOHHOM PETUCTPALMOHHONW KAPTOUYKE K HEMY.

2.4.6. IlucbMeHHbIE YKa3aHUs IO HCIOJHEHUIO JIOKYMEHTOB JIalOTCS
PykoBoacteom Cyna, pykoBoautensiMu cekpetapuaroB llpencenarens Cyna u
nepBoro 3amectutens llpencemarenss Cyna B dopme pesontouuil (MopydeHwuil), B
KOTOPBIX YKA3bIBAKOTCS UCTIOMHUTENN (COUCTIOTHUTEN) U CPOKHU UCTIOJTHEHUSI.

Peszomonnu (nopyuenus) PykoBoactea Cyna, pyKoBoAUTENEH CEKPETapUaTOB
[Ipencenarens Cyna u neporo 3amectutens [Ipencenarens Cyna opopMiasroTcss Ha
OJlaHKaxX yCTaHOBJIGHHOTO oOpasma (mpuiiokeHue 8) win Ha CBOOOJHBIX OT TEKCTa
MOJISIX IOKYMEHTA U MOAMUCHIBAIOTCS UMH C YKa3aHUEM JaThl.

2.4.7. PyxoBoautenu moxapasneneHudt Cyaa OpraHu3yrOT M OOECIEYHBAIOT
HCIIOJTHEHHE JOKYMEHTa B COOTBETCTBUHU C pe3oiionuei (mopyuenueM) PykoBojcTBa
Cyna B ¢opMe MUCHMEHHBIX yKa3aHW HA OOOPOTHOM CTOPOHE OJIaHKA PEe30JIOINH
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(mopyuenusi) PykoBomctBa Cyma, Ha caMux JOKYMEHTaX WM Ha OJIaHKax
YCTaHOBJICHHOTO oOpa3iia (mpuioxenue 9).

2.4.8. B pesomonuu (MOpyYyeHHH) YKa3bIBalOTCS GaMmins W HWHUIHAIBI
WCIIOJIHUTENISL ¥ COUCIIOJIHUTENIEH, TIPU 3TOM €CJIM UCIIOJHUTEINb HE ONPENeEH, TO UM
SBJISIETCS] UCTIOJTHUTEIb, YKa3aHHBIN B pe30JIOLHH (TIOPYUYEHUH) TIEPBBIM.

Texcr pezomonuu (mopydyeHus), GamMwink W WHULUAIBI UCIOJHUTENS U
COMCIIOJTHUTENICH, a TakKe H3MEHEHHUS B MPOXOXKICHUM JIOKYMEHTa BHOCSTCS B
AIIEKTPOHHYIO PETUCTPALMOHHYIO KAPTOUKY JOKYMEHTA.

2.4.9. JlokymMeHT mepenaéTcsi OTBETCTBEHHOMY HCIOJIHHUTENIO, YKa3aHHOMY B
pe3oonuu (MOPyYeHUH) MEPBbIM, KOTOPBIM 0053aH OpraHM30BaTh HMCIOJHEHHUE B
YCTaHOBJICHHBIN CPOK, & KOTIUU JOKYMEHTa — COUCIIOJIHUTEISIM.

JIOKyMEHTBI TIepeIatoTcs o1 paciucky B Peectpe nepenayn.

I[Ipy  HEOOXOMMMOCTH  KONMUM  JOKyMEHTAa  MOTYT  TI€peIaBaThCs
COMCIIOJTHUTEIISIM B SJIEKTPOHHOM BHUJIE B YCTAHOBJICHHOM MOpsiAKe (MpuiioxeHue 79)
C MCTOJIb30BaHNeM MporpaMMHbIX cpencts AUC.

2.4.10. [TIlepemaya JOKYMEHTOB JpPYrOMY HCIOJIHUTEIO, TIPOJJICHHUE
(U3MEHEHHE) CPOKOB UCIHOJHEHUS JOKYMEHTOB OCYIIECTBISIOTCS B COOTBETCTBUU C
pemenuem PykoBojactBa Cyna, pykoBoauteneit cekperapuaroB [Ipeacenarens Cyna
u niepBoro 3amecturens [pencenarens Cyna.

2.5. O0MeH JOKYMEHTAMM ¢ UCT0JIb30BAHUEM TEJIeKOMMYHHMKALMOHHBIX
KaHAJIOB CBA3H

[Tpuém, 00paboTKa 1 1eperaya TOKYMEHTOB C MCIIOJIE30BAHUEM CPENCTB
(haxCMMMIBHOM CBSI3U

2.5.1. Jns omepaTMBHOW Tmiepedadyd WM TNpUEMa TEKCTOB CIIYKEOHBIX
JIOKYMEHTOB, HH(GOPMAIIMOHHBIX MaTEpUAIOB U CIPABOYHBIX JaHHBIX, OCTYIUBLINX
U3 OPTraHoOB roCyJapCTBEHHOM BJIACTH, & TAKXKe JUIsl IOJTOTOBKH U MPEIBAPUTEIHHOIO
COrJacoBaHUsl  IPOEKTOB  JIOKYMEHTOB  MOTYT  HCIIOJIb30BaTbCAd  CpPEACTBA
(akCUMUIBHOW CBSI3U, YCTAHOBJIEHHBIE B MoJipa3aeieHusx Cyna.

JIOKyMeHT, TpUHATBHIA  (MepedaHHblii) C  MCHOJIb30BAaHUEM  CPEACTB
dakcummibHOUW CBA3M (nmanee — Qakcorpamma), peructpupyercs B AWC. Ilpu
MOCTYIJICHUU MOJJIMHHUKA JOKyMEHTa Ha 000pOoTe MOCIEAHEro JucTa (hakcorpaMmbl
JieaeTcsi COOTBETCTBYIOIIAsE OTMETKA (HOMEp U JaTa pEruCTpalliH).

2.5.2. Bunbl nokymeHtoB Cypaa, TEKCTbl KOTOPBIX MOTYT MEPEAABATHCS C
UCIIOJIb30BaHUEM CPEACTB (PAKCUMHIIBHOM CBSI3M, a TakkKe HEOOXOAUMOCTh U
NOPSIOK HANpPABJICHHS ajgpecaraM OPUTMHAJIOB 3TUX JOKYMEHTOB ONPEAECISIOTCS
PykoBoacteom Cyna u pykoBoautensiMu noapasaenennii Cyna.

2.5.3. Ilpu nepepgaue W mOpu€ME TEKCTOB JOKYMEHTOB C HCIOJIb30BAHUEM
CpeaCcTB (PaKCUMHIIBHON CBS3M HEOOXOIHMMO PYKOBOJCTBOBATHCA CIEAYIOIIUMU
TpeOOBAHUSIMU:

— OTBETCTBEHHOCTb 3a COJEp)KaHUEe MHPOpMAIUM, IEepeaaBacMoM IO
(akCHMUIIBHON CBSA3M, BO3JIaracTcs Ha MCHOJHUTEINS, OATOTOBUBLIETO TOKYMEHT K
nepegaye, U pyKoBOJIUTENS COOTBETCTBYIOLIETO noapasaenenus Cyna;
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— TEKCTbl  JOKYMEHTOB,  COJAEp)Kallu€  CBEJIEHHS,  COCTAaBJSIOLINE
rOCyJlapCTBEHHYI0 TalHy, W C TIOMETKOM «Jlins ciy>)keOHOro MoJab30BaHU»
nepeaBaTh 3arperaeTcs;

— MOJUIMHHUKH IOKYMEHTOB I1OCJIE MEPEAaun BO3BPALIAIOTCS UCIOIHUTEISIM C
OTMETKOM Ha 00OpOTE MOCIEAHErO JHMCTa O BPEMEHU U JaTe OTHPABKU U YUETHOM
HOMepe (paKCcorpaMMBbl;

- (QakcorpaMmbl Ha MHOCTPAHHBIX $3BIKAX OTHPABISAIOTCS B NEPEBOJE,
BBIIIOJIHEHHOM YTIPaBJIEHUEM MEXIYHApPOJHOTO COTPYAHUYECTBA, C OPUTHMHAIA HA
PYCCKOM SI3BIKE.

2.5.4. lTlocTynuBHIME C UCHOJIB30BAaHUEM CPEICTB (PaKCUMUIBHOU CBSI3U
oOpatieHust (3asBICHUS U KaloObl), B TOM 4YHUCJIE Te€, MOPAJOK PACCMOTPEHUs
KOTOPBIX YCTAHOBJIEH MPOLECCYAIbHBIM 3aKOHOJIATEIBCTBOM, HE PETUCTPUPYIOTCS U
CyaoM K pacCMOTPEHHUIO HE TPUHUMAIOTCA.

2.5.5. KoHTponb 3a UCHOJIb30BaHUEM CPEACTB (HaKCUMUIBHOW CBSI3U
OCYULIECTBIISIETCS PYKOBOAMUTEIAMH nozpasneneHui Cyna, B KOTOPBIX YCTaHOBJICHBI
(akcUMUIIbHBIE aapaThl.

[TpuéM 1 HampapjieHUE JTOKYMEHTOB B AJIEKTPOHHOM BHUJIE C UCIOJIH30BAHUEM
cetu «HTEPHET» U CUCTEMBI MEXBEIIOMCTBEHHOTO YJIEKTPOHHOTO
nokyMeHnToobopora (MDJ10)

2.5.6. C ucnonn3oBanuem cetu «uTepuer» B Cyae NpUHUMAIOTCS:

- oOpamiennss B CyJa, MNOJaHHBIE B COOTBETCTBHUM C MPOLECCYyabHBIM
3aKOHOATEIHCTBOM H B YCTAHOBICHHOM TOPSIAKE

- 3ampockl O MpenocTaBieHud uHPopMmanuu o gesrenbHoctd Cyna,
HATIPABJICHHBIC B IIOPS/IKE, YCTAHOBICHHOM COOTBETCTBYIONMM ITomoxkeHuem .

C ucnions3oBanueM cetu «uTepHeT» Cy10M HANpaBIISIIOTC:

- peleHus, onpeneneHuss U nocraHoBieHuss Cyna WIM HHbIE JOKYMEHTHI
Cypna B nopsiike, yCTaHOBJIEHHOM ITPOLIECCYaIbHBIM 3aKOHOAATEIBCTBOM,;

— OTBETHI Ha 3aMpockl O MPEeAOCTaBICHUN HH(popmMalnu o nesrenabHocTy Cyna
B YCTAaHOBJICHHOM IOPSIJIKE

2.5.7. 1o 3amyilieHHBIM KaHajlaM CBS3U C MCHOJIb30BaHHEM cucTteMbl MO0
OCYILIECTBISIETCS. OOMEH JOKyMEHTaMH B DJEKTPOHHOM Buae Mexay Cynom u
OopraHamu TOCyJIapCTBEHHOM BJIACTH B YCTAHOBJIIEHHOM IOPSJIKE

2.5.8. C ncronb30BaHUEM 3JEKTPOHHOU MOYTHI oApasaeneHusMu Cyaa MOoryT
HaIpaBJIsAThCA B CyJbl OOIIEH IOPUCIUKLIMM W apOuTpaxkHble cyabl Poccuiickoi

10 [opsmox momaun B Bepxorueiii Cyn Poccuiickoit @enepaiun JOKyMEHTOB B JIEKTPOHHOM BHIE, B TOM YHCIE B
(hopme 3IeKTPOHHOTO JoKyMeHTa (yTBepskaeH npukazoM Ilpencenarens Cyna ot 29 HosOps 2016 r. Ne 46-11).

" Mpunoxenne Ne 4 k TTopsKy opraHA3aiuy J0CTyMA K HEGOpMALHK 0 AesTeasHocTn Bepxosroro Cyna Poccuiickoit
Ddenepanun (yreepskaen npukazom [pencenarens Cyna ot 14 susapst 2016 r. Ne 1-11).

2 Mpunoxenne Ne 4 k TTopsKy OpraHH3alMy J0CTYIA K HHGOPMALHH 0 aestenbHocTH Bepxosroro Cyna Poccuiickoit
CDezLepauI/m (yrBepxaeH npukazom Ilpencenarens Cyna ot 14 suBaps 2016 r. Ne 1-T1).

B coorBerctBun ¢ IlosmoxkeHMeM O cHCTEME MEXBEAOMCTBEHHOI'O 3JIEKTPOHHOIO JOKYMEHTOO00OpOTa,
YTBEPKICHHBIM IocTaHoBieHueM [IpaButenscrBa Poccuiickoit ®@enepanuu ot 22 centsops 2009 r. Ne 754, uHbIMU
HOpPMaTHBHBIMH NIPAaBOBBIMHU akTamu Poccuiickoit dexnepariy v nojoxeHneM o0 opraHu3anny oOMeHa JOKyMEHTaMHU B
31eKTpOHHOM BHJe Mexay CylnoM U opraHamMu rocyAapcTBeHHOH BiacTu Poccuiickoit deaepanuu ¢ UCIOIb30BAHUEM
cuctemsl MOJ10, yTBepkaeHHbIM Iprka3om 1o Cyny.
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®denepan  TOKYMEHTBI B DJIEKTPOHHOM BHUJIE (JIEKTPOHHBIE OOpa3bl TaKHX
JIOKYMEHTOB), 3a HCKJIIOYCHHEM JOKyMEHTOB C ToOMeTKoi «Jlms ciyxeOHOro
I10JIb30BAHUSY.

2.6. KoHTpoJb HCIOIHEHNS JOKYMEHTOB

2.6.1. KoHTposb HWCHOJHEHUS BKIIOYACT B Ce0S MOCTAHOBKY Ha KOHTPOJb
JOKYMEHTOB, TIIPOBEPKY XOJa U CPOKOB UX MCIOJHEHUS, CBOEBPEMEHHOE
unpopmupoBanue PykoBoactBa Cyma o pe3yjibTaTax HCIOJHEHUS U CHATHE C
KOHTPOJISI UCITOJIHEHHBIX IOKYMEHTOB.

2.6.2. OO0s3aTenbHOMY KOHTPOJIO TOJUIEkKAT JOKYMEHTHI, B KOTOPBIX B
COOTBETCTBHHM C pe3ontouueid (mopydyennem) PykoBonactBa Cyna onpeneneHbl CpOKU
UCIIOJIHEHHSI WM JaHbl YKa3aHWs O TOATOTOBKE JIOKJIAA0B, MPEIJIOKEHUM,
3aKJIFOYCHUN U UHBIX MEPOITPUSATHM.

KOHTpoJIb NCIIONHEHNS IPUKA30B, paciopshkeHu 1 nopy4denuii [pencenarens
Cyza u ero nepBoro 3aMeCcTUTENs OCYIIECTBIISIETCS ¢ ucnoias3oBanuem ANC.

2.6.3. Jlns TMOCTaHOBKM Ha KOHTPOJIb JOKYMEHTOB B COOTBETCTBUU C
peszomonuein  (mopyuenueMm) PykoBogactBa Cyna B COOTBETCTBYIOUIEM —IOJI€
JIEKTPOHHOM PErMCTPAllMOHHOM KapTOYKM JOKYMEHTa IPOCTABIIETCS OTMETKA
«KoHTposib», a Ha MEpPBOM JINCTE AOKYMEHTAa B BEPXHEM JIEBOM YIJIy — IITaMI
«KonTponby (npuioxenue 70).

2.6.4. KoHTpONIb WCHONHEHUS JOKYMEHTOB B COOTBETCTBHUHU C PE3OIIOLUEH
(mopyuyenuem) PykoBoactBa Cyna oCyIIECTBISCTCS YIOJHOMOYEHHBIM PaOOTHUKOM
noapaznenenus Cyna. WudopmupoBanne PykoBonctBa Cyna o pesyibTarax
UCIIOJIHEHHSI OCYILIECTBIISIETCA PYKOBOJIUTEIEM COOTBETCTBYIOIIETO MOAPA3/CIICHUS
yTEM MOATOTOBKH U Aokiana PykosonctBy Cyna CripaBKM O KOHTPOJIE UCIIOJTHEHHUS
JTOKyMeHTOB (mipmiioxenue 10).

HcnonHeHHblli TOKYMEHT CHHUMAETCsl ¢ KOHTPOJIS, IPU 3TOM B DJIEKTPOHHOMN
PErHCTPALlMOHHON KapTOYKE JOKYMEHTa IPOCTABISIETCS OTMETKAa O CHATUU C
KOHTPOJIS.

2.6.5. JloxyMeHTbl MojjexaT ucnojHeHnto B 30-IHEBHBIA CpOK, 3a
UCKIIFOUEHHEM JIOKYMEHTOB:

— B KOTOPBIX YKa3aH CPOK HCIIOJHEHUS;

- B KOTOPBIX CPOK WCIIOJNHCHHS YCTAHOBJCH pe3oiitolued (mopydeHreM)
PykoBoactBa Cyna;

— UMEIOIIUX MOMETKY «CPOYHO» (MCIOJIHAIOTCS B 3-THEBHBIN CPOK);

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

Cpoky MCHOJHEHUS TOKYMEHTOB MCUMCISIOTCS B Kal€HAAPHbBIX JHSAX C JIAThl
ux nocrymienus B Cy.

Ecim mocnegHuit 1€Hb CpOKa WCIIOJHEHUS JOKYMEHTa NPUXOIUATCA Ha
Hepabounii JeHb, TO JHEM OKOHYAaHUS OTOTO CpOKa CUUTACTCA ONKarmmmn
CIIEYIOIINI 32 HUM pabouuil 1eHb.

Cpoxu paccMOTpEeHHS MPOIECCYATBHBIX Kal00, CYyACOHBIX 1€l OMPENeIIsTIOTCS
MPOLECCYATBHBIM 3aKOHOAATENBCTBOM Pocculickon denepanumu.
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2.6.6. OTBETCTBEHHOCTb 3a CBOEBPEMEHHOE M KayeCTBEHHOE HCIIOJIHEHUE
JIOKYMEHTOB, COTJIacHO pesomonmu  (mopydeHuto) PykoBoxctea Cyna B
nonpaszaenenusx Cypaa, BO3/laraeTcsi Ha UX PYKOBOJUTENEM B COOTBETCTBUU C X
KOMIIETEHIIHEH.

2.7. IloaroroBka u ogopmjieHue T0KYMEHTOB.
baanku pemennii Cyna u 0s1anku Cyjaa

2.7.1. loxymentsl Cyma MOTYT co3daBaThCcsi Ha OyMa)KHOM HOCHUTEIE U B
AJIEKTPOHHOM BHJIE€ C COOJIOJEHHWEM YCTAaHOBJICHHBIX TMIpaBUI  OQOPMIICHUS
JIOKYMEHTOB.

JoxymenTtsl Cyna odhopMIISIIOTCS Ha OJlaHKaX yCTaHOBJICHHBIX BUIOB MO0 0€3
UCITOJIb30BaHUs OJIAHKOB.

B Cyae wucnonb3ytorcs Onanku pemeHudt Cyna u Onanku Cyma ¢
BocrpousBefieHneM locymapctBenHoro repba Poccuiickoii  ®epepanuu B
MHOTOIBETHOM BapUaHTE, U3TOTOBJICHHBIE HA OyMa)KHOM HOCUTEJIE B COOTBETCTBHUU C
®denepaabHbIM KOHCTUTYIIMOHHBIM 3akoHOM OT 25 nexabps 2000 r. Ne 2-®DK3
«O TocynapctBenHom repbe Poccuiickoit ®enepauun», W/ WIA JJICKTPOHHBIC
m1abJs10HbI 01aHKOB JOKyMeHTOB Cyna.

brnanku Ha OyMa)XHOM HOCUTEJIE M DJIEKTPOHHBIC 11A0JIOHBI OJAHKOB JTOJKHBI
OBITh UJICHTUYHBI TI0 COCTABY PEKBU3HUTOB, MOPSAJIKY UX PACHOJIOKEHHUS, TAPHUTYpaM
mpudra.

2.7.2. Opranu3aroHHO-PACTIOPAAUTENbHBIC TOKYMEHTH Cyna oGopMIIsSIoTCs
Ha Oyankax Cypaa (mpujoxkeHue 5) B cooTBeTCTBUMU ¢ HalmoHandbHBIM CTaHAApPTOM
Poccuiickoit  ®eneparmmun ['OCT P 7.0.97-2025 «Cucrema cTaHmapToB TIO
uHpopmanuu, OUOIMOTEYHOMY U  U3JATeIbCKOMy neny. OpraHu3aluoHHO-
pacniopsauTeabHas JoKyMeHTanus. TpeOoBaHus K 0pOPMIICHUIO TOKYMEHTOBY.

[Ipoueccyansubie nokyMeHThl Cyma odopmitsitoTes Ha Oankax pemenuit Cyna
B COOTBETCTBUU C MPOIECCYATbHBIM 3aKOHOIATEIHCTBOM.

st obecrieyeHusi TOATOTOBKM W odopmieHuss aokymeHtoB B ANC
VYnpasnenuem undpopmaruzanuu u cBsizu Cya yCTaHABIMBAIOTCS 11a0JI0HbBI OJIAHKOB
pemenuit Cyna u 6mankoB Cyga.

[Ipu moaroroBke c¢ wucnons3oBanreM AMC mpoekToB oduImaibHbIX
JIOKYMEHTOB, HampaBisieMblx u3 Cyjna, Ha KaXJI0W CTpaHHIEe JOKYMEHTa B MPaBOM
HIDKHEM YIJIy aBTOMATUYECKH IMPOCTABISETCS IITPUX-KOJ HMCXOJSAIIET0 JTOKYMEHTa
(mputoxkenus 72, 73).

2.7.3. Jloxymentsl Cyjna, TOATOTOBJEHHBIE Ha OJaHKAaX, JOJDKHBI HMETh
YCTAHOBJICHHBIN COCTAaB PEKBU3UTOB.

B 3aBucuMocTH OT pacnojiokeHusl pekBuszuTa «l'ocynapcTBeHHbI TepO
Poccuiickoit @enepanun» ycTaHABIMBAIOTCS JBa BapuaHTa OjgaHKoB pemennii Cyna
u 6iankoB Cynia — IpOJI0JIbHBIN U YTJIOBOM.

PexkBusuter  (HammeHoBanme Cyma, cmnpaBouHble JjgaHHeie o  Cyje,
HAaUMCHOBAaHHWE BHJA JIOKYMEHTA, MECTO COCTaBJICHUS WM HM3JaHHs JOKYMEHTA),
OTrPAaHUYUTEIIEHBIC OTMETKH JIUII PEKBU3HTOB (JaTa JIOKYMEHTA, PETHCTPAIIMOHHBIN
HOMEp JIOKyMEHTa, CChUIKAa Ha PETHCTPAIlMOHHBIA HOMEp W JIaTy JOKyMEHTa) B
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npeiesax IPaHyll 30H PACHOJIOKEHHUS] PEKBU3UTOB PAa3MEILAIOTCS LEHTPUPOBAHHBIM
crocoOoM (Kaxzgasi CTpOKa pPEKBU3UTA IEHTPUPYETCS IO OTHOIIECHUIO K camou
JUIMHHOM CTpOKe).

2.7.4. llokymentsl Cyna, MOATOTOBJIEHHBIE Ha OnaHkax pemieHuit Cyna u
onmankax Cyna ycraHoBieHHOM (opmbl, moamuchiBaroTcsi PykoBoactBom Cyna,
cyapsamu Cyza, pyKOBOJAUTEIAMU (3aMECTUTEIISIMU PYKOBOJUTEIICH) MOApa3ieieHui
Cyna u ppyrumu pabGoTHukamu anmapata Cyga B COOTBETCTBHM €  HX
MOJIHOMOYHSIMHU.

B cocraB mognucu BXOASAT HAMMEHOBAHHWE JOJKHOCTH, JIMYHAS IOJIUCH,
WHUIMAIBI 1 (paMuUITus ML, TOAIUCABIIer0 JOKyMeHT. Ecnu gokymMeHT odopmiieH
Ha Omanke Cyna, TO B HAUMEHOBAHUU JOJHKHOCTH PYKOBOJUTENEH (3aMecTuTene
pykoBoautenei) noapaszaenenuid Cyaa m apyrux paboTHukoB anmapara Cyna He
BKJItOUaeTcs HauMeHoBaHue Cyna.

Hanpuwmep:
Ha Omanke Cypna:

HauvanbsHuk YrpasneHus Kaapos
U TOCY/IApPCTBEHHOMN CITYKOBI Juunas noonuce™  A.A. Iletpos

He Ha Onanke Cypa:

HavanpHuk YnpaBieHus KaapoB
Y TOCY/IAPCTBEHHOM CITY>KOBI
Bepxosnoro Cyzaa Poccuiickont @enepanumn Jluunas noonucs A.A. Tletpos

IIpu odopmieHun noxkyMeHTa Ha OJlaHKE ¢ HAMMEHOBAaHHUEM JOJKHOCTH B
MOJAMKCH YKA3bIBAIOTCS TOJBKO MHUIUAIBI U (paMUITHSI.

JlokymeHT, opopMIIeHHBIH Ha OJlaHKE OMNpPEeAEIEHHOrO JOKHOCTHOTO JIMIIA,
HE MOXET OBbITh MOANNUCAH APYTUM JOHKHOCTHBIM JIMILIOM.

B ciywyae noanucaHusi JOKYMEHTAa HECKOJIBKUMHU JTOJDKHOCTHBIMM JIMIIAMHM MX
NOJANKCH PaCIOJIararoTCsl OJHA NOJX APYrod B COOTBETCTBUH C 3aHMMAaeMOU
JOJKHOCTBIO, @ TIPH PABHBIX JTOJDKHOCTSIX — HA OJTHOM YPOBHE.

[Ipy nDoamucaHuM JOKYMEHTA HECKOJIBKHMH JTOJDKHOCTHBIMHM  JIMLAMU
JOKYMEHT odopmisieTcss 100 Ha OJlaHKe YCTAHOBJIIEHHOM (OpMBI, €clii Bce
JOJDKHOCTHBIEC JIUI]a MMEIOT MpaBO MOAMHCH O(OPMIIEHHOTO Ha JaHHOM OJiaHKe
JIOKyMEHTa, 100 0e3 UCTOIb30BaHUs OJaHKa.

[Ipu odopmiieHnH AOKYMEHTOB Ha JBYX WIM OOjiee CTpaHULAX BTOpas U
NOCIEAYIOLME CTpaHUllbl HyMmepyroTcs. Homepa cTpaHul] NOpOCTaBISAIOTCS
Mocepe/IMHE BEPXHETo MOJIsl CTPaHUIIbl apabCKUMU U paMu.

Jlomyckaetcst co3fgaHue JOKYMEHTOB Ha OOOpOTHOHM cTopoHe nwucta. [lpu
JIBYCTOPOHHEM CO3JaHUM JTOKYMEHTOB HIMPUHA JIEBOTO MOJIA Ha JMUIEBON CTOpOHE
JMCTA U TIPABOTO MOJIsi HA 00OPOTHOM CTOPOHE JIMCTA TOJKHBI OBITH PABHBHI.

l4Hp0CTaBJ’IeHI/Ie noAnrCHU OCYHICCTBIIACTCA py‘IKOﬁ C macTou (‘ICpHI/IHaMI/I) YCPHOI'0 UJIKM CUHETO LIBETA.
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Kaxnapiit muct nokymenta, ohopMJIeHHBIN Kak Ha OjaHKe, Tak U Oe3 OnaHka,
JIOJKEH UMETH CIIeAYIoIne pa3Mepsl noJieit: 20-25 mm — nesoe, 10—15 MM — npaBoe,
20 mM — BepxHee, 20 MM — HUKHEE.

AO3arHbIf OTCTYI TEKCTa TOKyMeHTa — 1,25 cM.

3aroJioBKM pa3esioB U MOJPA3/eiioB MeYaTaloTcsl ¢ a03alHbIM OTCTYIIOM WM
HEHTPUPYIOTCA M0 MIMPUHE TEKCTA.

Texcr nokymeHTa nedaraercs yepe3 1 — 1,5 MeXKCTpOUHBIX HHTEPBAIA.

TekcT HJOKyMeHTa BhIpABHUBAETCS MO IIMPHUHE JKCTa (MO0 TPaHUIIaM JIEBOTO U
[IPaBOro MOJIeH JOKYMEHTA).

2.7.5. B Cyne ycTaHOBJICHBI CISAYIONINE BUIBI OJTAHKOB:

ostaaku pemennii Cyia ¢ BocrpousBeaeHneM [ ocymapcTBEHHOro repoa
Poccuiickoit Dexepanniii B MHOTOIIBETHOM BapHUaHTE

- ONaHK ¢ TPOJOJBHBIM PACIOJIOKEHHEM PEKBU3UTOB U  YKa3aHUEM
HanMeHoBaHus Cyna (MPHIIOKEHHE 2), KOTOPBIA HCIONB3YyeTCs Uis 0()OpMIICHHUS
npoekToB pemieanii Cyna (onpeeseH i, TOCTAaHOBJICHUH, PEIICHUH | p.);

osanku Cyia ¢ BocopousBeneHrneM 'ocy1apCTBEHHOT0 repoa
Poccuiickont @enepariii B MHOTOIIBETHOM BapHaHTE

— OJlaHK C TpPOJOJBHBIM PACIOJIOKEHUEM PEKBU3UTOB U  YKa3aHHUEM
HaumeHoBaHug Cyzaa (Ipujio)keHue 5), KOTOPBIM HCIoJIb3yeTcs A o(opMIIeHUs
IPOEKTOB OPraHU3allMOHHO-PACIOPSAUTEIbHBIX TOKyMEeHTOB Cya;

- OnmaHK C  yYIVIOBBIM  pAaCMOJIOKEHHEM  PEKBU3UTOB M yKa3aHUEM
HauMeHoBaHud Cyna (mpuiiockeHue 3), KOTOpbIA HCHOJIb3yeTcs sl O(popMiIeHUs
IIPOEKTOB O(PHUIIMAIBHBIX T0KyMeHTOB Cyqa;

- OnMaHKM C YIVIOBBIM  pACMOJIOKEHHEM PEKBU3UTOB M YKa3aHUEM
HanMeHoBaHUW noiokHocTer Ilpencenmarenss Cypa, nepBOro 3aMecTUTENS U
samectutenei Ilpencenarens Cyna (mpwioxenus 4, 6, 7), KOTOpbIE UCIOJIB3YIOTCS
Uit oOpMIIEHUSI TPOEKTOB OQPUIMANBHBIX JOKyMEeHTOB CyJa 3a NOANUCIMU
YKa3aHHBIX JOHDKHOCTHBIX JIUIL.

[lopsamok M3roTOBIIEHUS, XpaHEHUS W BblJauM OsaHkoB pewmeHud Cyna u
omankoB Cyna yctaHoBieH nojapaszaenom 3.13 vacrosmein MucTpykium.

2.7.6. Tlopsinox odpopmienus pemenuit Cyaa (onpeneneHuid, MOCTaHOBICHUM,
PELIEHMIT) ONIPENENsAeTCs MPOLIECCYaTbHBIM 3aKOHOAATEIbCTBOM.

2.7.7. Tlpu odopmiiennn pokymeHtoB Cyna Ha OJaHKax yCTaHOBJIEHHOIO
oOpa3sla Ha OyMa)KHOM HOCHUTEJIE, IOKYMEHT M3rOTaBIMBAETCSA B OJHOM DK3EMILISIPE
(moauuHUK) . Tlocne MOANMCAHWS B YCTAHOBICHHOM TOPSIKE W3TOTOBIACTCS
HEO0X0IMMOE KOJINYECTBO UX KOITHA.

N3roroBienre Ha OyMa>KHOM HOCHUTEJIEC 3aBEPEHHBIX KOMHUI pElIeHUN U MHBIX
nokymeHToB Cyza OCYHIECTBISETCS YIOJHOMOUYEHHBIMU Pa0OTHMKAMH arapara
Cyna mnyréM KomupoBaHUs (C HCIOJIb30BAaHUEM KOMUPOBAJIBLHON TEXHUKH)
NO/JIMHHUKA JOKYMEHTAa WM IyTEM BBIBEJICHUS Ha I€4YaTh 3JEKTPOHHOro olOpasa

15

HOHJ’II/IHHI/IKOM peuICHUs WJIN UHOr0 JOKYMCHTA Cyzla, BBIIIOJIHCHHOI'O B (l)OpMe OJICKTPOHHOI'O NOKYMCHTA, SIBJIACTCA
000 OK3CMIUIAP JJICKTPOHHOI'0 JOKYMCHTA, B KOTOpLIﬁ C MOMCHTA €ro noAmnrucaHus U perucTpanui HE BHOCHUIIUCH
HU3MCHCHHMU.
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nokymenta u3 AMC c mpocraBiieHHEM B NIPABOM BEPXHEM YTy MEPBOrO JIMCTA
nokymenTa mramna « KOS (mpunoxenue 71).

BrinmaBaemble KOnuu pelieHUd U UHBIX JTIOKyMeHTOB Cyaa MOJKHBI OBITh
MPOIIUTHI, MPOHYMEPOBAHBI, 3aBEPEHbI MOAMKUCHIO YIMOJIHOMOYEHHBIX PAOOTHUKOB
armapata Cyga™ u ckperuieHs! nedatbio Cya (IPOMIMBAIOTCS POYHON HHTKOMN MM
CKPEIUISIIOTCS CKOOOM € MCIOJIb30BaHUEM CTeIiepa; Ha OOOpPOTHOM CTOpOHE
MOCJIETHETO JINCTA B MECTaX CKPEIUICHUS HAKJIaJbIBACTCS HaKJIEHKa ¢ 3aBEPUTEIHHON
Hagnuceto «BepxoBHbii Cyn Poccuiickoii ®enepanuu, NPOHYMEPOBAHO U
CKpEIUIEHO NeYaThl0 _ JIMCTOB, MOJANUCH __ »; MOJANHCH CKPEIUIAETCA MEeYaThio
Cyna c BocnpousBenenuem ['ocynapctBenHoro repOa Poccuiickoini ®denepanuu
(mputokeHue 77 mpuMep «ay).

[Ipu 3aBepeHUM COOTBETCTBUSI KONMHU PEHIEHUS W HMHOrO0 JOKYMEHTa
NOJJIMHHUKY HMKE pekBu3HTa «[loAmuch» MpoCTaBisAIOTCS 3aBepUTEIbHAs HAIUChH
«BEPHO», HanMeHOBaHUE JOJKHOCTH JIMLA, 3aBEPUBLIETO KOIUIO, AaTa 3aBEPECHMUS,
JUYHAs TOJIMHUCH, pacM(poBKa MOAMUCH (MHHUIMAIBI, (aMUIus) WM IITamIl
(mpunoxenue 78).

Hanpumep:

BEPHO
HanmeHnoBaHue TOIKHOCTH
YIOJIHOMOYEHHOTO pa0OTHUKA

anmapara Cyna Jluunas noonuco Nuurmansl, pamunus
00 mecgma 2015 .

Komust pemienuss u uHoro aokymeHta Cyna MOXKET OBbITh H3TOTOBJIEHA B
DIEKTPOHHOM BHJE ITOCPEACTBOM CKAaHMPOBAHMS JOKYMEHTA, BBIIIOJIHEHHOTO HAa
OyMa)XHOM HOCHUTEJIe JIMOO HUCIIOIb30BaHUsI €ro AJIeKTpoHHOTO oOpasza u3z AUC ¢
3aBEPEHHEM TaKOW KOMUU YCUIICHHON KBATU(DHUITMPOBAHHON AJIEKTPOHHON MOTUCKHIO
YIOJHOMOYEHHOTO paboTHuKa anmapara Cyna.

Nzrorosnenne komwmii pemeHuit Cyna kak Ha OyMa)XKHOM HOCUTENE, TaK U B
AJIEKTPOHHOM BHJIE C HCIOJb30BAaHUEM UX JJIEKTPOHHBIX o00pa3zoB u3 AUNC
nonyckaercs: npu Hanuuuu B CyAe UX NOMJIMHHUKOB, MO3BOJISIIONIUX OCYIIECTBUTH
MPOBEPKY UJAECHTUYHOCTU TEKCTA YKA3aHHBIX PELICHUM.

IloBropHast Belmaya konud pAokymeHToB Cyna (pemenmii Cyna wimm
ourmaneHeix rceM PykoBoactBa Cyna u cyneid) OCyHMIECTBISETCS 1O 3asBICHUIO
YYaCTHUKOB IIPOLIECCa B YCTAHOBJIEHHOM BBIIIE MTOPSIKE.

Briaua konuit apxuBHBIX JOKyMEHTOB Cy/ia OCYIIIECTBIISIETCS B COOTBETCTBUH
c llomoxkennemM O TOpsIAKE O3HAKOMJIEHUSI TIOJIb30oBaTele HHpopManuen ¢
uHpopmarmert o gestenpHocTH BepxoBHoro Cyna Poccuiickoit ®denepaiuu,
Haxojs1Ieics B apxuBHoM ¢Gonae BepxoBunoro Cyna Poccuiickoit deneparnu v

16 MIpaBa 1 06A3aHHOCTH YKA3AHHEIX YIOTHOMOYECHHBIX PAGOTHHKOB ONPENCISIOTCS B MONOKEHHAX O CTPYKTYPHBIX
HNOJpPa3eNIeHUSIX U JOKHOCTHBIX PETIaMEHTaX, yTBEPKIEHHBIX B YCTAHOBJICHHOM TOPSIIIKE.

! [Mpunosxxenne Ne 2 k [Topsaxy opranuzanun noctyna Kk nHGopmanuu o gesteabnoctd Bepxosroro Cyana Poccuiickoit
®denepannn (yreepxaeH npukazom [pencenarens Cyna ot 14 suBapst 2016 r. Ne 1-11).
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2.7.8. OdopmiieHne OpraHU3aIMOHHO-PACTIOPSAIUTENBHBIX JOKyMeHTOB Cyna
ocymiecTBisiercss Ha Onanke Cyaga B COOTBETCTBUU C TOCYAAapCTBEHHBIMU
CTaHAAapTaMH B 00/IaCTH [IeTOMPOM3BOICTBA M APXUBHOTO Aena .,

2.7.9. laToil MOKyMEHTa SIBJISICTCS JaTa €ro MOANMCAHMS WU yTBEPKICHUS,
JATOM MPOTOKOJAa — JaTa 3acefaHusi (MPUHSATUS pEIICHUs), AaTOW akTa — Jara
COOBITHSI.

JoxymeHTsl, u3nanuble CyJOM COBMECTHO C JIPYTMMHU OpraHaMu, JIOJKHBI
UMETh OJIHY (€ANHYI0) AaTy.

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

20.06.2015.

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

15 utons 2015 1.

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

2.7.11. HaumeHoBaHMs aJpecaToB B MUCbMax, HampaBisembix u3 Cyna,
YKa3bIBAIOTCS B TIPAaBOM BEPXHEM YIJIy IIEPBOrO JHCTa JOKYMEHTa Ha YPOBHE
BEPXHEro peKBM3NTa OnaHka ¢ HamMeHoBanmem «BEPXOBHBIM CV]
POCCUINCKOU ®EJIEPAILINN». Bee cocTaBHbIC YacTH HANMEHOBAHMUS aJpecaToB
BBEIPDABHUBAIOTCSA TI0 JICBOMY Kpal C MEXKCTPOYHBIM HHTEPBAJIOM «TOYHO» CO
3HaYeHueM 12 mr.

B cnywae aapecoBanuss mmcbMa (eaepadbHBIM OpraHaM TOCYIapCTBECHHON
BjacTu 0e3 yKazaHUs JOJKHOCTHOTO JIMIIAa M TOYTOBOTO ajpeca HauMEHOBaHHE
ajipecaTa TUIIETCS B UMEHUTEIILHOM Tajeke, Hampumep (3eCh U Jajnee MpUuMephl
HAUMEHOBAHMSI OpPraHU3allii, UX CIIPABOYHBIC JAHHBIC U JIP. SBIISIOTCS YCIOBHBIMHU):

I'EPb
BEUPXOBEILIFI CcyJa MI/IHI/IgTepCUTBO HMHOCTPaHHBIX ACH
POCCUUCKOU PEJEPALIUN Poccuiickon deneparin

TToBapckas yi., 1.15, ctp. 1, Mocksa, 121260
Ne

Ha Ne oT

8 HarpronansHprit cranpapt Poccuiickoit ®@enepanuun 'OCT P 7.0.97-2025 «Cucrema ctaHaapToB 1o MHGOpMAIHH,
OMOMMOTEYHOMY W HM3JaTeNibcKoMy Jnenry. OpraHu3alMOHHO-pPAacHOpSAMTENbHAs JOKyMeHTauus. TpeOoBaHus K
0(OpMIICHHIO TOKYMEHTOB.
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B cnydae agpecoBaHus mnuCbMa KOHKPETHOMY JIOJDKHOCTHOMY  JIMILY
HaMEHOBAaHHUE OpraHa rocyJapCTBEHHOM BJIACTH (OpPTaHHU3alMH, YUPEKISHUS), UX
CTPYKTYPHOI'O TOJpa3/ACiCHUs YKA3bIBAIOTCS B UMEHUTEIBLHOM MaAeXkKe, Yepe3 OJIHY
CTPOKY YKa3bIBA€TCS MOJKHOCTH JIMIIA B JATEIbHOM IAJIeKe, 3aTEM 4epe3 OJIHY
CTPOKY — (aMIIMs ¥ WHUIMAJILI B JIaTeIbHOM Majiexke. MHUIMansl JOJKHOCTHOTO
JUIla YKa3bIBAIOTCA TMochie (amMuiauu, KOTopas IHIIETCS CTPOYHBIMH OyKBamu,
Hanpumep:

MMUHUCTEPCTBO FOCTULIMU
Poccuniickon @enepanun

JlermapTaMeHT pa3BUTHS
3aKOHOZAATEIbLCTBA

HauvansHuky otaena ananusza
3aKOHOJIaTE€IbCTBA

NBanosy 1.U.

[Ipn agpecoBaHMM MHCbMa PYKOBOJUTENIO OpPraHa rocyJapCTBEHHON BIACTH
(opranu3anuu, y4pekKJIeHHus) ero HaMMEHOBAHHME BXOJUT B COCTAaB HAaUMEHOBAHUS
JOJDKHOCTH ~ afpecaTta. JIoJDKHOCTH JiMLa, KOTOPOMY aJpECOBAH  JOKYMEHT,
yKa3bIBaeTCs B JaTelIbHOM majexe. Yepe3 OgHY CTPOKY YKa3bIBalOTCS (pamMuius H
WHULMAJIBI JOJDKHOCTHOTO JIMIA B JATEIIBHOM MaJieKe, HalpUMep:

IIpencenarento
OCKOBCKOT'O TOPOJICKOTO Cy/ia

NBanosy 1.U.

Ecnu moKyMeHT OTIpaBiISIFOT B HECKOJIBKO OJHOPOAHBIX OpPraHU3alvil WU B
HECKOJIBKO CTPYKTYPHBIX TIOJIPA3JCIICHUN OJHOM OpraHu3alii, TO HX CIEAYET

yKa3bIBaTh 0000IIEHHO, HATIPUMED:
Kaccammonnsie cybl o01ieit
IOPUCTUKIINHY, aTleJUTSIITIOHHBIE CY bl
oO111eH IOPUCAUKIINN, BEPXOBHBIE CY bl
pecnyOnuK, KpaeBble, 00JaCTHBIC CY/IbI,
CyIbI TOPOIOB (PENEPATLHOTO 3HAUCHHUS,
CyJl aBTOHOMHOM 00JIaCcTH, CyJIbI
aBTOHOMHBIX OKPYTOB, apOUTPa’KHbIE
CYJIbI OKpYTOB, apOUTpaKHBIC
aneJUIAIIMOHHBIE CY/IbI, apOUTPaXKHBIC
cynbl cyonekToB Poccuiickoi
enepanuu, CyJ1 IO UHTEIICKTyJIbHBIM
nmpaBaM

IIpencenaremnto cyna

2.7.12. JIokyMEeHT HE JOJDKEH conaepxkaTh Oojee deThpéx aapecatoB. ClOBO
«Komnusa» mepen BTOpBIM, TPETbUM, YETBEPTHIM ajapecaTaMu He ykKasbiBaercs. [lpu
OonibllleM 4YHCIIE aJpecaToB COCTaBISETCS CHHCOK PAcChUIKA  JTOKyMEHTa
(mpunoxenwue 44).

[Tpu moarotoBke nokymeHtoB Cyna (muceM), HampaBisieMbIX B (perepanbHbIe
OpraHbl TOCYJapCTBEHHOH BJIACTH, MOYTOBBIE aJpeca MOTyT He ykasbiBaThcs. Ilpu



22

3TOM B pekBu3ute aapecara B AIC BBOAUTCS MOMETKA «HE pa3MeIllaTh MOYTOBBIM
azpec B IOKYMEHTEY.
B ocTanpHBIX ciiydasix MOYTOBBIA aIPEC YKA3bIBACTCS IMOJHOCTBIO, HAIIPUMED:

Hauanpauky ®KY UK-2
Y®CHH Poccun
1o bpsiHcko# obnactu

NBanosy U.N.

Enwnceiickas yn., . 39,
r. bpsHck, 211 004
DJIEMEHTBl TOYTOBOTO aJpeca YKa3bIBAIOTCS B  IOCJIEI0BATEIbHOCTH,
YCTaHOBJICHHOMW MPaBWJIAMHU OKa3aHHUs YCIYT IMTOYTOBOM CBS3H.
IIpu agpecoBaHMM NMHUChbMA B OPTraHU3AIMIO YKa3bIBACTCS €€ HAaMMEHOBAHUE,
3aTEM MOYTOBBIN aJpec, HapUMep:

['ocymapCTBEHHOE YyUPEKICHUE
Bcepoccuiickuii Hay4HO-UCCAeA0BATEIbCKUIA HHCTUTYT
JIOKYMEHTOBE/ICHHS U ApXUBHOTO Jelia

[Ipodcoroznas yi., n. 82, Mocksa, 117393

Ecnu nucbMo afpecoBaHo (PU3NYECKOMY JIUIY, TO yKa3blBaloTCAd (hamMuidsg U
WHULMAJIBI 3TOTO JIMLIA, & 3aT€M IOJIHBINA MOYTOBBIN aApec, HapUMeEp:

O6pasuosy O.I1.

Caponas yi., A. 5, kB. 12,

r. JIunku, Kupeesckuii p-H,

Tynbckas 00:1., 301264

2.7.13. JIOKyMEHT YTBEPXXAAE€TCS MOJKHOCTHBIM JIUIIOM (JIOJKHOCTHBIMH

JUIAMHU) WU CIELHMATIbHO H37aBaeMbIM akToM. [lpu yTBepkaeHHH IJOKyMEHTa
JOJDKHOCTHBIM JIMIOM TpU( YTBEPKAECHHS TOKYMEHTa JOJIKEH COCTOATHh W3 CJIOBA
YTBEPXJIAKO (6e3 xaBblueK), HAMMEHOBAHUS JOJDKHOCTHU JIMIIA, YTBEPKIAAIOIIETO
JIOKYMEHT, €T0 MOJIMCH, MHUITUAJIOB, (PaMIINK U JaThl YTBEP KICHUSI, HATIPUMED:

YTBEPXJIAIO
[Ipencenarens BepxoBnoro Cyna
Poccuiickon ®@enepanuu

(/luunas noonuce) (Maunmansl, GaMums)

00 mecsama 2015 r.

OneMmeHThl pekBu3uTa «['pud yTBEepkKIAeHUS HTOKYMEHTa» IEHTPUPYIOTCS
OTHOCHUTEIIBHO CaMOM JJINHHOW CTPOKH.

[Ipu yTBepKIE€HUM JIOKyMEHTAa HECKOJIbKUMH JOJDKHOCTHBIMH JIMIAMH
MX TOJIUCH PACIIOaralTcs Ha OJTHOM YPOBHE.

[Ipn yTBEpKIE€HMHM JOKYMEHTa IIOCTAHOBJICHUEM, PEUICHUEM, MPHUKA30M,
npoToKoNoM  Tpud  yTBepXkaeHuss  cocTrouT u3  cinoBa  YTBEPXKJIEH
(YVTBEPXIEHA, VYTBEPXJIEHbI wumu VYTBEPX/JEHO), wnaumeHnoBaHus
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YTBEPKAAIOWIETO JOKYMEHTA B TBOPUTEIIBHOM IIAJIEKE, €ro JaTrbl U HOMEPA,
Hanpumep:
YTBEPX/IEH
npukazom IIpencenarens Bepxosuoro Cyna
Poccuiickon denepanunu
ot 00 mecsimia 2015 1. Ne

I'pud yTBepkaeHUS OOKYMEHTa paclojlaraeTcs B IPaBOM BEPXHEM YTy
NIEPBOTO JINCTA JOKYMEHTA.

2.7.14. TekcT HOKyMEHTa COCTABJISIETCS HA T[OCYJAapCTBEHHOM  SA3BIKE
Pocculickon ®@enepanumu.

2.7.15. OT™MeTKa 0 HAJIWYUHM TPUIIOKEHHUS, HAa3BaHHOTO B TEKCTE IHChMA,
oopMIISIETCS CIEAYIOITUM 00pa3oM:

[Ipunoxxenue: Ha 5 1. B 1 3K3.

Ecnu nuceMo MMeeT NPUIIOKEHNE, HE Ha3BAaHHOE B TEKCTE, TO YKa3bIBAETCS €r0
HAaUMEHOBAaHHE, KOJMYECTBO JINCTOB M KOJIMYECTBO 3K3eMIUIAPOB. llpn Hamumumn
HECKOJIBKMX IPWIOKEHUN HX HYMEPYHIOT, a CJIOBO «IPHWJIOKEHHE» IHIIETCS BO
MHO>KECTBEHHOM YHCJIE, HAIIPUMED:

[Tpunoxenusi: 1. CnpaBka o ... Ha 3 1. B 1 3K3.
2. [Ipoexr ... Ha 8 1. B 1 7K3.
Ecnu mpuiioxkeHust cOpoItopoBaHbl, TO KOJIMYECTBO JIUCTOB HE YKAa3bIBACTCH,
HarpuMmep:

[Tpunoxxenune: CIMCOK TeIePOHOB ...B 2 IK3.
Ecnu mpunoskeHre HampaBIsieTCss HE BO BCE YKa3aHHbBIE B JOKYMEHTE ajipeca,
TO OTMETKA O €r0 HAJIMYUK O(POpMIIIETCS CISAYIOIIMM 00pa3oMm:

[Tpunoxenue: Ha 3 1. TOIBKO B MIEPBBIN aapec.

2.7.16. IloaroroBieHHblE Iy NPEACTABICHUS HA NOANUCH JOKYMEHTHI
BU3HUPYIOTCSI HUCHOJHUTENSIMH W JPYTMMM JIMIAMH, OTBETCTBEHHBIMH 3a HX
HOJIFOTOBKY, a TaKXe€ 3aMHTEPECOBAHHBIMU JIOJDKHOCTHBIMM JIMLIAMH, C KOTOPBIMHU
IPOBOMIIOCH COTJIACOBAHUE.

[Ipu moanucaHuu COBMECTHOTO JOKYMEHTa MEPBbIN JIUCT 0QOpMIISETCS HE Ha
Onmanke. B 1okyMeHTaX, COCTaBJIEHHBIX KOMHCCHEH, yKa3blBalOTCA HE TOJIKHOCTH
JML, TOJMUCHIBAIOIIUX JOKYMEHT, a UX OOA3aHHOCTM B COCTaBe KOMHCCHHM B
COOTBETCTBHUH C paclpeesiCHUEM.

Ecimu nomkHOCTHOE JHIO, TOMAMUCH KOTOPOTO 3aroTOBJiEHA B IMPOEKTE
JIOKYMEHTa, OTCYTCTBYET, TO MOKYMEHT MOJIMHWCHIBACT JHUIO, HCIOJHSIIONIEE €ro
OOSI3aHHOCTH, WJM €ro 3amecTuredb. l[Ipu dSToM 00s3aTenbHO YKa3bIBaeTCs
dakThyeckass JODKHOCTh JIMIA, TOAMNKMCABIIETO JOKYMEHT, W €ro QamMumius
(ucmpaBiIeHHUS MOXXHO BHECTHU OT PYKH WJIM MAIIMHOMHCHBIM CIIOCOOOM, HampuMep:
«n.0.», «3am.»). He nmomyckaercsi moAnuChIBaTh JOKYMEHTBI C IPEIOIOM «3a» WU
IPOCTaBJICHUEM KOCOM YepThI Nepel HAMMEHOBAHUEM JOJHKHOCTH.

2.7.17. CornacoBaHue NMpoOeKTa JOKyMeHTa 0QOpMIISIETCS Ha OTJEIBHOM JIHCTE
coracoBanus (mpuioxenue 41).
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CornacoBaHue MpPOEKTa JOKYMEHTa MOXKET 0(hOPMIIATHCS BU30M COTIIaCOBAHUS
JIOKyMEHTa, BKJIOYalolmed B ce0s HauMEHOBaHUE JODKHOCTH BU3UPYIOILIETO
JIOKYMEHT, €ro MOAMKUCH U paciiuPpoBKYy noanucu (MHUIUANbI, (aMUINIO) U J1aTy
MOANKUCAHMS, HAIPUMED:

COTI'JTACOBAHO

Havanbauk Ynpasnenus (Otnena) Jluunas noonuce  VIHunmansl, paMuius
00 mecgma 2015 r.

[Ipy HamMuMy 3aMe€YaHMM K JTOKYMEHTY MX M3JIararoT Ha OTAEJIBHOM JIHCTE,
NOJANKCHIBAOT U MPUJIATAIOT K JOKYMEHTY.

JUtst TOKyMEeHTa, MOJJIMHHUK KOTOporo octaércs B Cyze, BU3BI TPOCTABIISIOTCS
B HUKHEH 4acTH 0OOPOTHOW CTOPOHBI IMOCJIEIHETO JINCTA MOAJIMHHUKA TOKYMEHTA.

JUiss  1OKymMeHTa, MOJIMHHUK KOTOporo otmpasisitor u3 Cyna, BHU3bI
NPOCTABIIAIOTCS B HIDKHEW YacTH JMIEBOM CTOPOHBI KOMHH OTHIPABIIIEMOIO
JIOKyMEHTA.

JlommyckaeTcsi HOJMCTHOE BUBUPOBAHUE JOKYMEHTA U €TI0 NMPUIIOKEHHUS.

2.7.18. OTMeTKka 00 HCIOJTHUTENE MPOCTABISAECTCS MPU HEOOXOAMMOCTH Ha
JULEBONW UM 00OPOTHOW CTOPOHE MOCIEAHErO JINCTA JOKYMEHTAa B JIEBOM HU)KHEM
yIay W BKIIOYaeT B cels (pamuinio, UMs U OTYECTBO HUCIOJIHUTENSI, HOMEpP €ro
TenedoHa.

Takas otmeTka neuataercs mpudrtom «Times New Romany» pazmepom 10-12 u
MOKET OBITh JONOJIHEHa HauMEHOBaHHWeM mnojapazaeneHuss Cyna u JOJKHOCTH, a
TaK)K€ JIEKTPOHHBIM aJJPECOM MCIIOJIHUTEIS, HATPUMED:

Kyxos Ban 1BaHnOoBHY,

KOHTPaKTHBIN OTIE]

VYnpasnenus o0ecrieueHus AesITeIbHOCTH,
[JIABHBIM KOHCYJIBTaHT

test. (000) 000 00 00

2.7.19. OTMeTka 00 HCMOTHEHUW JOKYMEHTA M HaNpaBIE€HUU €ro B JEJI0
(HapsI, MPOM3BOJICTBO) BKJIIOUAET B CeOs CIEAYIONIME JaHHBIC: CCHUIKY Ha JaTy U
HOMEP JOKYMEHTA, CBHJICTCIILCTBYIOIICTO O €r0 MUCIOJHEHUH, WK (IPU OTCYTCTBHH
TAKOTO JOKYMEHTA) KpaTKHe CBEACHHsA 00 HCIoJHeHHWH; cioBa «B nemo (Haps,
MIPOM3BOJICTBO)»; HOMED JeNIa, B KOTOPOM OYJET XpaHUTHCS JTOKYMEHT.

OtMmeTka 00 WCITOJIHCHWM JOKYMEHTAa W HANpaBJIICHWH €ro B Jeio (Haps,
NPOM3BOJICTBO) TIPOCTABISCTCS Ha OO0OPOTE TMOCIEAHEr0 JICTAa JIOKYMEHTA,
MOJMKCHIBACTCS M JATUPYETCS HCIIOJTHUTEIIEM JOKYMEHTAa WIH PYKOBOJHTEIIEM
NoJIpa3esieH s, B KOTOPOM UCIIOJHEH IOKYMEHT.

2.7.20. [Ipyu moAroToBKe IOKYMEHTOB wucnojs3yercs mpudt «Times New
Romany paszmepom Ne 14,
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OCcoOEHHOCTH MOATOTOBKH M 0hOPMIIEHUS
[IPOEKTOB ITPUKA30B (PACTIODSIKEHUIN)

2.7.21. llpukazamMu W pacnopsLKEHUSMU O(QOPMIISIOTCS  PEIICHUs] IO
ONEPATUBHBIM, OPTaHU3ALMOHHBIM, KaIpOBBIM M APYTMM BOMNPOCAM BHYTPEHHEU
nearenbHocTH Cyza.

[IpoexTsl TpHKA30B (pacHIOPsDKEHUI) TOTOBATCA M MPEACTABISIIOTCS Ha
noanuck nonpasaencHusMu Cyaa Ha ocHOBaHuM mnopydeHuil PykooactBa Cyna
aM00 B WHUIMATUBHOM Tmopsiake. [IpoekTsl TpHKa30B MO KaJApOBHIM BOIPOCAM
TOTOBATCS YTPaBJICHUEM KaJIpOB W TOCYJAPCTBEHHON CIY)XKObI HAa OCHOBAaHHH
COOTBETCTBYIOIIMX IPEICTABICHUM.

2.7.22. OdopmiieHHE U COTJIaCOBAHUE IMPOEKTOB IMPHUKA30B (pacnopsKeHUM)
OCYILECTBIISIETCS. B COOTBETCTBHM C IOJIOKEHHMSIMU ToApasziena 2.7 HaCTOSALIEH
HNHcTpykimy.

[Ipuka3z (pacnopspkeHue) mnevaraetcss Ha Onankax Cynma (IpuiiokeHHe S) u
UMEET CJIEAYIOUIME PEKBHU3UTHI, PACIOIAaraéMbleé CUMMETPUYHO IO IEHTPY CBEPXY
BHMU3!

- m3oOpaxxkenue [ocymapctBenHoro repba Poccuiickoit denepanuu B
MHOT'OIIBETHOM UCTOJIHEHHH;

— HAUMEHOBAaHHE Cyna (BEPXOBHBbII Cyl POCCHUICKOH
OEJIEPALIIN);

HauMmeHoBaHue Buaa gfokymenta (ITPMUKA3, PACITOPAXKEHUE);

nary (¢ JIeBO CTOPOHBI) M HOMED (C TPaBOil CTOPOHBI);

pekBu3uT «MockBay;

PEKBU3UT «ITPUKA3BIBAIOY» (I MPHUKa3a); «PACIIOPSI>KAIOCH»
(mmst pacopsiKeHus);

- HaUMEHOBAaHUE JOJKHOCTH JIMIA, TMOJMKUCABIIETO JAOKYMEHT, JHUYHas
MOJMKUCH, UHUIIUAIIBI, (pamMuIns.

2.7.23. [laToii mpukasza siBlsieTcs nara ero noamucanus. Jlara odopmisercs
CJIOBECHO-IIM(POBBIM CIOCOOOM; HOMEp TMpHKa3za COCTOUT u3 3HaKa «Ne» u
MOPSIAKOBOIO HOMEPA MPUKa3a, HAPUMED:

14 anpens 2015 r. Ne 14-11.

3arogoBoK TMpuKa3a (pacnopspKeHUs1) JOJKEH BBIPABHUBATHCS IO UEHTPY
onmanka Cyna U meyaTaTbCsl MOJMY>KUPHBIM IIPUPTOM; TOUKA B KOHIIE 3arojIOBKa HE
CTaBUTCA. 3arojIOBOK, COCTOSIIIMKM U3 ABYX M 0OJiee CTPOK, MMEYaTaeTcss uyepe3 OJIMH
MEKCTPOUHBIN UHTEPBAJ.

PacniopsikeHusi, Kak MpaBuUiio, 3arojoBKa HE UMEIOT.

2.7.24. Tekct npukasza (pacHopsKEHHUs1) TOJDKEH COCTOSITh M3 JIBYX YacTei:
KOHCTaTUPYIOLIEH U pacOPSAUTEIIBLHOM.

B koHcTartHupylomei 4YacTh KpaTKO HW3JIaraloTcs Lellb U OCHOBAHMS IS
u3aHus npukasa. OHa HAYMHAETCS CIIOBAMH «B LIEJISIX», «B COOTBETCTBUM» W T.II.
Ecnu npuka3 u3naércs Ha OCHOBAaHUM JIPYroro JOKyMEHTAa, TO B KOHCTaTUPYIOLIEH
YaCTH YKa3bIBAIOTCSI HAMMEHOBAHUE 3TOr0 JOKYMEHTAa B TBOPUTEIBHOM MA/IEKE, €ro
J1aTa, HOMEp M 3aroJI0OBOK.
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KoHcratupyromass 4yacTb B IPOEKTaxX IPUKAa30B 3aBEPIIAETCS  CIOBOM
«(IIPUKAZBIBAIO.

PacnopsanurenbHas 4acTh JIOJKHA COJIEpKATh NIEPEUYUCIICHUE
MPEANUCHIBAEMBIX JEUCTBUI C YKa3aHUEM UCITOJTHUTENS KAXKIOTO IEUCTBUSA H CPOKOB
UCIIOJHEHUs. PacriopsauTenbHas 4acTh MOXKET ACIUTHCA HA MyHKTHl U MOAIYHKTHI,
KOTOpbIE HyMEpYIOTCsi apaOckumu Iudpamu. JleHCTBUS OJHOPOIHOTO XapakTepa
MOTYT OBITh TI€PEYMCIIEHBl B OJIHOM TyHKTe. B KauecTBe HCIOIHUTENEH
yKa3blBatoTCs mnoApaszaeiieHns Cyna WM KOHKPETHbIE JOJDKHOCTHBIE —JIMIA.
[locneqHuii MyHKT pAaCHOPSAUTENBHOM YAaCTH MOXKET COAECPKATh CBEICHHUS O
nozapasaenenun CyJa Win JOJDKHOCTHOM JIMLIE, Ha KOTOPBIE BO3J1araercs KOHTPOJIb
32 BBIIIOJIHEHUEM MpPUKa3a.

Ecnu npuka3 oTMeHsieT (M3MEHSET) paHee U3JIaHHbII TOKYMEHT WM KaKue-To
€ro MOJIOKEHHS, TO OJMH W3 MYHKTOB PAaCHOPSAUTEIbHON YaCTH TEKCTa JOJKEH
COJIEPKaTh CChUIKY Ha OTMEHSAEMBII JOKYMEHT (ITyHKT JOKYMEHTA) C YKa3aHHEM €ro
JaThl, HOMEpA U 3arojioBka. TeKcT MyHKTa JOJDKEH HaunHAThes cinoBamu «IIpu3Harh
YTPAaTHUBILHM CHILY...».

[locne mnognucanus npuka3 (pacrnopsykeHHE) HEOOXOOUMO  JOBECTU
10 JO0KHOCTHBIX Jul  Cyna B COOTBETCTBHM CO  CIIMCKOM  JOBEJICHHS
(mpunoxkenue 42), KOTOpBIH TOTOBUTCS BMECTE C IPOCKTOM  MpHKa3a
(pacriopspKeHus1).

2.7.25. CoBMecCTHBIE TpPHKa3bl C OpraHaMHU TOCYJapCTBEHHON BIAcTH U
OpraHu3alusIMH (Jajgee — COBMECTHBIE MPUKa3bl) O(POPMIISIIOTCS B YKa3aHHOM BBIILIE
MOPSIJIKE CO CIEAYIOIUMHA OCOOEHHOCTSIMHU:

— COBMECTHBIE TMPUKa3bl MEYATAIOTCS Ha CTAaHJAPTHBIX JIUCTax Oymaru
dbopmara A4 (210x297 mm) Ge3 OnaHka;

- HauMeHoBaHus CyJa U OpraHoB rOCyJAapCTBEHHOM BJIACTHM W OpPraHU3aIUud
(manmee — opraHbl) IOJDKHBI pacIiojiaratbCsi Ha OJJHOM YPOBHE;

— JlaTa COBMECTHOTO INpHUKa3a — €/IMHas, COOTBETCTBYET JlaTe OoJsiee MO3AHETO
NOANMCAHMS U PAa3MEIAETCS 110 UEHTPY;

— pPErucTpanoOHHBI HOMEP COBMECTHOIO IIPHKa3a, MOAroTOBIEHHOro Cyom
Y APYTUM OPTaHoM (OpraHamu), COCTOMT U3 PETMCTPALMOHHBIX HOMEPOB JOKYMEHTOB
Cyzna 1 HaMMEHOBaHUI OPraHOB, IMPOCTABIISIEMBIX Y€PE3 KOCYIO YEPTYy B MOPSJIKE UX
yKa3aHHus B COBMECTHOM IIPUKA3E;

- noanucu pykooauteneil Cyaa U OpraHoB pacrnojaratoTcsl MoJl TEKCTOM Ha
OJIHOM YPOBHE.

2.7.26. IlpoekTbl TpHKa30B (pacHoOpsOKEHUN) W TOPWIOKEHUS K HHUM
BU3UPYIOTCSI BHavalle pykKoBojuTeneMm nozapaszgenenus Cyna, TOTOBUBIIUM IPOEKT,
3aTeM PYKOBOJOUTEISIMU Jpyrux mnoxapasneneHud Cyna, KOTOpPbIM B IPOEKTE
NpeayCMaTpUBAIOTCS 3aJaHusl U TOPYYEHHS, a TAaKKe HAYyaJbHUKOM YTIIpaBIEHUS
JIOKyMEHTO000pOTAa U JISJIONPON3BOACTBA (TIpriiokeHuE 41).

Ecnim B mpouecce coriacoBaHusi B NPOEKT BHOCATCS  M3MEHEHHMS
NPUHLUINAAIBHOTO XapakTepa, TO OH TMOJUICKUT IepepadoTKe U TMOBTOPHOMY
COIJIaCOBAHMUIO.

[IpoekTel mnpuKa3oB (pacHopsDKEHWM), MPEICTaBIIEMblE Ha IOJIUCH
[Ipencenarento Cyaa (nmepBomy 3amectutento IIpencenarenss Cyna), BU3UPYIOTCS
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samectutensmu  I[lpeacemarenss Cyma B COOTBETCTBHHM C  paclpeieiCHHEM
00s3aHHOCTEIA.

2.7.27. Tlpuka3pl HYMEpPYIOTCS IO MOPSAAKY B IMpejeiax KaJIeHIapHOTO roja;
IPUKa3bl TI0 OCHOBHOW JICATECIIBHOCTH, IO JUYHOMY COCTaBY M PaCHOPSIKCHUS
HYMEPYIOTCS OTACIBHO.

2.8. PerucTpauusi 4 oOTIpaBKa HCXoASMUX JoKyMeHTOB Cyna

2.8.1. Hcxomsumumu  agokyMeHtamu  Cyna  SBISIOTCS  JOKYMEHTHI,
Harnpasiisiemble U3 Cyna B OpraHbl TOCyJIapCTBEHHOW BJIACTH, OpPraHbl MECTHOTO
cCaMOyNpaBJIEHUs, OPraHU3alui, JOJDKHOCTHBIM JIMIIAM U rpaxzaaHaM. JJOKyMEHTBI
neyaTaroTcs Ha OJlaHKaX YCTaHOBIEHHOW (OpMBI U OPOPMIISIOTCS B COOTBETCTBHUH C
MOJIOKEHUSIMU TToApaszaena 2.7 Hacrosmen MHCTpyKIuu.

2.8.2. [locne moanmucanusi JOKYMEHTOB, MOJJICKANTUX OTIPAaBKE (MCXOSIIUX
nokyMeHToB Cyna), OHM BMECTE€ C HCIOJHEHHBIM JOKYMEHTOM, JIUCTaMH
corjlacoBanusi (IIPOEKTOM JOKYMEHTa C HEOOXOJMMBIMH BHU3aMH) TEpPEeAatoTCs
pabOTHUKY COOTBETCTBYIOIIETO nojpasaencHust Cynia, OTBETCTBEHHOMY 3a BEJICHHE
JEeJONPOU3BOJCTBA, JUIsI HMX PETUCTPALlMM, CKAaHUPOBaHUS (32 HCKIIOUYCHHEM
JOKYMEHTOB ¢ TOMETKON «J[Is CIy)KeGHOTO MOJIb30BAHMS») , MOATOTOBKH K
OTHpAaBKE, MOJIIUBKU B Hapsl (TPOU3BOJICTBO) U XpaHEHUSI.

st nepenaun B AVC 351eKTpOHHBIX 00pa30B UCXOASIINX HEMPOIECCYaTbHBIX
nokymentoB  Cypa, mnoanucanHbix IIpencemarenem  Cyaa, CKaHUPYROTCSA
U3rOTOBJICHHBIE HAa OyMa)XHOM HOCHTENE TEKCThl TaKUX JOKYMEHTOB C
MIPOCTABJICHUEM HUXKE PEKBU3UTA «IIOAMUCH» LITaMIla MOAPA3ACICHUS, B KOTOPOM
XPaHUTCS TOJUTMHHUK JOKYMEHTa (TpuiioxeHue 78a).

Hcxopsume HempoueccyaiabHblE JOKYMEHTBI, B TOM YHCII€ WHUIMATUBHBIE,
MOATOTOBIIEHHbIE B moApa3feneHusax Cyma, HE OCYIIECTBISIONIMX BEJICHUE
JIeJIOTPOU3BOJICTBA, TIEPEAAOTCSI B OOLIMNA OTHEN JIJIsi PETUCTPAllUd, CKaHUPOBAaHUS,
MOATOTOBKH K OTIIPABKE, MOAIIMBKY B HAPS U XPAHCHUSI.

JloBepenHocty, BblgaHHble CyaoMmM, B TOM UHCIE  YIOCTOBEPEHHBIE
HOTapHaIbHO, PETUCTPUPYIOTCS B 0OILIEM OTJETIE.

[Ipy HEOOXOAMMOCTH W3rOTABIMBAIOTCA KOIMHUHM JOBEPEHHOCTEH, KOTOPHIE
3aBEPAIOTCS B MOPAIKE, YCTAHOBJIEHHOM HacTosern MHCTpyKInen.

2.8.3. Peructpamuss  UCXOQAIIMX  JOKYMEHTOB  OCYIIECTBISIETCS B
noapazaeneHusax Cyaa B J€Hb HMX MOCTYIUIGHWS JIS TMOATOTOBKH K OTIIPaBKE
paboTHUKaAMU noApa3aeaeHui Cyna, OTBETCTBEHHBIMU 3a  BeJCHUE
JIETIONPOU3BOJICTBA B OIPA3ACICHUSX.

[Ipu monyyeHun UCXOASAIIEr0o JOKYMEHTA JJIsi PETHCTPALMM U MOATOTOBKH K
oTmpaBke paboTHHKOM moapazaeneauss Cyna, OTBETCTBEHHBIM 3a BEJICHUC

Bokymentsl, conepxkarue HHPOPMALHIO OTPAHMUEHHOTO PACIPOCTpaHEHHs (¢ MOMeTKO# «Jlms ciykeBHOro
MOJNB30BAHUS»)  CKAaHUPYIOTCS IpU  HaNMYMM  WHQOPMAUMOHHOM  CHUCTEMBI, OTBeyamoued TpeOOBaHHIM
nH(pOopMaLMOHHO 6e301I1aCHOCTH, YCTaHOBJICHHBIM 3aKOHOAATeNLCTBOM Poccuiickoit ®enepannu.
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JICIIONPOU3BOACTBA, MPOBEPSIOTCA MPABUIBHOCTH €ro oQopmileHus, HaIu4ue
MPUIOKEHUN U KOJIMYECTBO JUCTOB.

2.8.4. Hcxonsumme nokyMeHThl peructpupytorcs B AWC mocpeactBom
3aMOJHEHUSI DBJICKTPOHHOW PErHuCTPAallMOHHON KapTO4KU JokymeHTa. [lpu »ToM
JIOKyMEHTaM HETMPOIECCYaIbHOTO XapakTepa MCXOMSIINA HOMEp NpHCBauBaCTCA
aBTOMATUYECKHU.

PeructpallioHHbIE HOMEP MCXOMSIIETO JOKYMEHTa HEMpPOIECCyalbHOTIO
XapakTepa COCTOUT U3 HOMepa Hapsna, Aeduca, nHaekca (OykBeHHOro 0003HAYCHHUS
nozapasneneHus) (npuioxenue 37), aeduca, MOPSIKOBOTO HOMEPA, KOCOW YEPTHI U
IBYX mocienHux mudp xanengapHoro roga (Hanpumep: 1-BC-304/15). lokymeHry,
HAIpaBIIIEMOMY B HECKOJIBKO aJpPECOB, MPUCBAUBACTCS OAMH PETUCTPALIMOHHBIN
HOMED.

[Ipu  perucTpanmmm  UCXOIANIUX  MPOIECCYaTbHBIX  JOKYMEHTOB UM
IPUCBAMBAIOTCS HOMEpa MPOU3BOJICTB MO CyI€OHOMY JIeTy WM Kanooe.

2.8.5. Tlocne peructpanuu HUCXOJSAUINE JTOKYMEHTBI, MOJTOTOBJICHHBIC IS
OTNPABKHU, TEPENalOTCsl B OKCIEIUIUI0 paboTHUKamu mnoapazienenuit Cyna,
OTBETCTBEHHBIMH 3a BEJICHHE JICTONMPOU3BOJICTBA, B 3aKJICCHHBIX KOHBEPTaxX
MOJIHOCTBI0 O(OPMIICHHBIMU (C OTMETKOW O KaTeropuy MOYTOBOIO OTIPABIICHUS,
HAKJICEHHBIMU 3THUKETKAMH (CTUKEpaMH) ¢ yKa3aHUEM MOUYTOBOTO ajpeca U HHIEKCA).

2.8.6. Ucknouen - npuxaz I[lpeoceoamens Bepxoenoco Cyoa Poccuiickotl
Deoepayuu om 9 dexabps 2024 2. No 45-11.

2.8.7. TlogroromieHHBIC IJIsi OTHPABKUA CyACOHBIC Jeja TIEepPelaroTcs B
SKCOEAUIMI0O  paOOTHUKAMU  CceKpeTapuaToB  cyaeOHbix  coctaBoB  Cyna,
OTBETCTBEHHBIMH 32 BEJICHWE JIECTIOMPOU3BOJICTBA. B WX MPUCYTCTBUU MPOBEPSIFOTCS:
HAJIMYUE COMPOBOAMTEIHLHOTO IMHUCHhMA; COOTBETCTBHME HOMEpa, KOJMYECTBa TOMOB
CyJe0HOTO Jiefia ¥ aipecara, yKa3aHHbIM B COTPOBOJUTENBHOM MHCHhME.

2.8.8. B momyuenuu cyaeOHBIX 1en JJiS OTHPAaBKKM PAOOTHHUK DKCIEIUIINH
PACIUCHIBACTCS HA KOMHUH COIMPOBOJUTEIHLHOTO MUCHhMA, a B TMOJYYCHHH 3aKa3HbIX
MUCEM U TMHCEM I OTIPAaBKU C HApOYHBIM — B peecTpax mepenadd JOKYMEHTOB
7100 B COOTBETCTBYIOIINX KypHanax noapaszaenenuit Cyna (nmpunoxxenue 14).

2.8.9. HenpaswibHo odopmieHHas JUisi  OTHPABKUA  KOPPECIIOHICHIIUS
IKCIICIUIIMEH HE TPUHUMAETCS ¥ TIOJITIC)KUT BO3BPATYy.

OTBETCTBEHHOCTh 3a TOJTOTOBKY KOPPECHOHICHIIMM [IJIi OTIPABKUA HECYT
pabotHuku noapazaenenuii Cyna, OTBETCTBEHHBIE 32 BEJICHUE JACJIONPOU3BO/ICTBA.

2.8.10. Cynebnnie nena, a Ttaxxe pemieHus Cyaa mo jaelnaMm M kanoOam
HaIpaBJIAIOTCS C  COMPOBOJWTEIBHBIMH  THChbMaMH, ITOATOTOBJIICHHBIMH B
YCTAHOBIIEHHOM M. 2.7.2 Hacrosimed WMHCTpyKUMH TNOpSAOKE W MOANUCAHHBIMU
YIOJHOMOYEHHBIMU paboTHUKaMu amnmnapaTa Cyaa.

2.8.11. CyneOHble wu3BelIeHUs MOTyT HanpaBiATbcss CyaoM 3aKa3HBIMU
MUCbMaMH WM TeJerpaMMaMi, TOJATOTOBJICEHHBIMH B YCTaHOBJIIGHHOM 1. 2.7.2
Hacrosed MHCTpyKIuU Nopsiike, ¢ yBEOMJIEHUEM O BpydeHUU (Tipuiioxenue 34),
a  TaKkkKe  UHBIMH  CHOCOO0aMM,  MPEAYCMOTPEHHBIMH  MPOIECCYaTbHBIM
3aKOHOJaTEIbCTBOM.
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2.8.12. CyneGHble aena, a TakKe UCXOISIINE TOKYMEHTBI C MPHUIOKEHUSIMHU,
MPEICTABISIONIMMEI IEHHOCTH (yIOCTOBEPEHUS, TACMIOPTa, TUIIJIOMbI, CBUIETEIHCTBA
U T.11.), OTIIPABIISIIOTCS 3aKa3HbIMU OAHJIEPOJIIMH WM 3aKa3HBIMU MTUChMaMH.

2.8.13. ObpaboTtka, yu€T W oTHpaBKka ucxoisien koppecnonaeHuuun Cyna
OCYIIECTBIISICTCS DKCIIETUIIAECH.

OG6paboTKa UCXOMALICH KOPPECIIOHACHIIHH . IS OTIPABKH [OYTOBOMN CBSI3BIO
BKJIIOYAeT B ce0s e€ COPTUPOBKY, B3BEUIMBAHUE, OIpPE/ACIICHHE M HAHECEHHE Ha
KOHBepTax (MaKeTax) roCyIapCTBEHHOTO 3HAKa TIOYTOBOW OruiaThl ((hpaHKUPOBAHUE),
COCTaBJICHUE ONUCEH 3aKa3HbIX OaHjeposied (MOCBUIOK) W TUCEM, YMaKOBKY
CyJeOHBIX JCII.

Ha 3aka3Hyr0 KOppECHOHJECHIMIO COCTABIISIETCS ONKCHh B JIBYX IK3EMIUIIPAX.
[lepBblii PK3eMIUISIp MEpenaérTcss B IMOYTOBOE OT/ACICHUE, a BTOPOWM, C OTMETKOU
pabOTHUKA TIOYTOBOTO OTJEICHUA O MPUEME KOPPECHOHACHIMU, MOAIIMBACTCS B
COOTBETCTBYIOIIHI Hapsi SKCIEIULINH.

VYuér nucxonsauieil KOppecrnoHICHIINN OCYIIECTBISETCS B aBTOMAaTU3UPOBAHHOM
pexuMe TMyTEM CUWTHIBAHUS CKaHEpOM IITpuUx-koja (mpuioxkeHus 72, 73)
UCXOMSIIET0 JOKYMEHTA C HCHOJIb30BAHHEM COOTBETCTBYIOIIETO ITPOTrPaMMHOTO
obecneuenus AUC.

2.8.14. Tlepenaua B 3KCHEIUITUIO UCXOASMUX JOKyMeHTOB Cyaa U CylneOHBIX
Jen, TOJJISKAIUX OTHpaBKEe dYepe3 OTHAENEHUWE CBSI3M, M HX 00paboTku
OCYULIECTBJISIETCSl €KEIHEBHO M 3aBEpIIACTCA 3a 4Yac JO0 OKOHYAHUS CIy)KEOHOro
(pabouero) BpeMeHU B YCTAaHOBJIEHHOM MOPSIJIKE.

[Tepenaua ucxomsmien koppecnonaeHunu Cyaa U3 SKCIEIUIMNA B OTACICHUE
CBSI3M OCYILIECTBIIAECTCA €keaHEBHO ¢ 9 110 10 vacos.

2.8.15. Ucxonsmmue mokymeHnTsl Cyna u cyaeOHbIC Jeia HampaBJIsioTCs depes
oTIEeJeHue CBA3U (IOuTOM, TenerpadoM) M HApPOUYHBIMH, a B HCKIIOUHUTEIbHBIX
cinydasx (elbIberepcKor U CrieuaIbHOM CBSI3BIO" .

OtnpaBka JOKYMEHTOB M CyA€OHbIX Jen ¢ TpudoM CEKpeTHOCTH
ocyuiecTsisieTcs uepes [lepBoiit oTaesn.

OtnpaBka © J0CTaBKa Cpo4YHOM wucxonsmend KoppecnonaeHiuu Cyna
HAPOYHBIMHM B OpraHbl TOCYJAapCTBEHHOW BIAacTd U (enepaibHbie CYIbI,
pacrojoxeHHble B MOCKBE, OCYILIECTBIISIIOTCS Uepe3 IKCIEAUIIUIO JIBa pa3a B HEMIEIIIO
(o cpenaM U MSITHULAM).

VYkazaHHasi KOpPPECMOHICHIIUS JOHKHA OBITh TMepeaaHa B AKCHEIUIUIO
HaKaHyHE JTHS OTIPAaBKH (BO BTOPHUK U B YETBEPT) WJIU B JICHb OTIPABKU HE ITO3/IHEE
9 yacoB 15 MuHyT.

Ucxonsume nokymentsl Cyaa v cyJeOHbIC Jiefia, HalpaBJiseMble HAPOUHBIMH,
YUYUTBIBAIOTCS B dKcrieauuuu B XKypHane yuéra ucxojsien koppecrnonaenunu Cya,
JIOCTABJIIEMON HapOYHBIMH B OpPTaHbl TOCYJApPCTBEHHOM BiacTU U deaepaibHbIe
CyZlbl, pacnojioxkeHHble B MocCKBe (mpuiioxkeHue 15), TOCTaBISIIOTCS U MEpPeaaroTCs

20 O0paboTka HCXOMSMICH KOPPECHOHACHIMH OCYIICCTBISIETCS B COOTBETCTBUHM ¢ [IpaBmiamu OKa3aHHUS YCIIyT
IOYTOBOH CBSI3M.

2L B cootBeTcTBUM C nopyudenusiMu PykoBoactBa Cyna ucxonsuiue qokyMeHThl CyZa MOTYT HalpaBiATbCA B CYIbI
o01Iel IOPUCANKIIMY U apOUTPaXKHBIC CYIbI C UCIIONF30BAaHHEM UMECIOLIUXCS B PACIIOPSIKCHUU DIICKTPOHHBIX CPEICTB
CBSI3U M CPENCTB (DAKCUMUIILHOM CBSI3H.
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no peectpy. Iloamuce mosydaTenst 3aBepsAETCSs COOTBETCTBYIOLIUM IITaMIIOM
(meyaTslo).

2.8.16. Jlnma ormpaBku ucxojnsmier koppecnonaeHiu Cyaa HCMOIB3YHOTCS
crenuaibHO 0OpPMIICHHBIE MOYTOBBIE OyMaskHbIe KOHBepThl Cyla M IJIACTUKOBBIE
nakeTbl Cyzia ycTaHOBJIEHHOTO oOpasia (mpuiioxkenus 32, 33).

2.8.17. Tenerpammbl Cyna opopMIISIOTCS B CYIEOHBIX COCTaBaxX CYIEOHBIX
KOJUIETUH W CTPYKTYpHBbIX mnoapazneneHusx Cyna u mepenarorcs paOOTHUKaM
DKCIIEIULNU JUIsl TOJTOTOBKM K OTHpPABKE €xeAHEBHO ¢ 9 10 16 yacoB 30 MuHyT, a
HAaKaHYHE BBIXOJHBIX U HEPAOOUYMX Mpa3JHUUYHBIX JHEH — ¢ 9 10 15 yacoB 45 MUHYT.
Tenerpammbl Cyna KaTeropuu «CpoyHasy MPUHUMAIOTCS HE MO31Hee, uyeM 3a 45
MUHYT 70 OKOHYAHUSI BPEMEHHU, YCTAaHOBJICHHOTO CITy>KeOHBIM pacropsiakom Cyna.

2.8.18. Temerpammbl Cyna momxHBI ObITh OGOPMIIEHBI B COOTBETCTBUU C
IlpaBuaaMn  OKasaHWs ycuyr TemerpadHoil  cBssm™ (mpuioxkeHme 34) Ha
CTaHJapTHBIX JHUCcTax Oymaru (popmar A4), moanucansl U 3aBepeHsbl neyaTeio Cyna
¢ Bocrpou3sBeaeHueM ['ocynapcTBeHHoro repoa Poccuiickoii denepanum.

[IpaBo moamucu Ttenerpamm Cyna umerotr [lpencemarens Cyna, mnepBblid
3amectutensd llpencenarens Cyna, 3amectutenu Ilpeacenarens Cyna, cyasu Cyaa,
PYKOBOJMTENN CTPYKTYpPHBIX nojapazaeneHuit Cyna u ux 3aMmecturenu. TenerpaMmbl
KaTerOpUM «BBICIIAs MPAaBUTENIbCTBEHHAs» noAnuckiBatorcs [Ipeacenarenem Cyna.

[Mognmuunuk Tenerpammbl  Cyna mepenaeTcs B OKCHEAUIMIO, a  KOIHS
MpUOOIIAETCS K MPOU3BOCTRY.

Tenerpammbr Cyna, opopmiieHHBIE ¢ HApYIIEHHEM yCTaHOBJICHHOTO TOPSIKA,
paOOTHUKAMHU JKCHEAUIIUN HE TPUHUMAIOTCS U HE3aMEJIMTENBPHO BO3BPAIAlOTCA
WCIIOJTHUTEISIM Ha I0paboTKYy.

[Tpy HEOOXOAMMOCTH TEKCT TeNerpaMMbl, MOATOTOBICHHON 3a TOAMHCHIO
[Ipencenarenss Cyna, MoxeT ObITh odopmiieH Ha Oyianke (mpuioxkenue 34-A) s
HaIpaBJICHUS aJipecaTy C UCIOJIb30BAHUEM TEICKOMMYHHUKAIIMOHHBIX KaHAJIOB CBSI3U
B YCTAaHOBJICHHOM TOPSIJIKE.

2.8.19. Anpec mexnayHapoaHoi tenerpamMmbl Cyna J0mKeH ObITh HANMCaH
OykBamu andaBuTa CTpaHbl Ha3HAYEHMs] WM Ha PYCCKOM S3bIKE OyKBaMu
JATUHCKOTO ajndaBura.

TexkecT MEXIyHapOTHOW TeJerpaMMbl, JTOJDKHOCTh, (DaMHIIMSg W WHUITUAIBI
noipkHOCTHOTO Jniia Cy/ia JOMHKHBI OBITH HAMMCAHBI HA JIIOOOM SI3bIKE, pa3peliéHHOM
CTpaHOW Ha3HAYEHUS, TATHHCKUMHU OYKBaMH.

AJIpecHbIC [aHHBIC OTIPABHTEIS.. HOIDKHBI OBITh HAIHCAHBl OYKBAMH
pycckoro ajngaBura.

Jliis HanvcaHust MeXIyHApOAHBIX TesnerpaMM Cyna MCTIONb3YIOTCS TATHHCKHUE
OyKkBBI (TIpusioxeHue 35).

[Tpumepsr odopMiIeHHST MEXIyHApOIHBIX TenerpamMMm Cyaa MpeacTaBieHBI B
npuioxeHuu 36.

22 VYTBepxkaarorcst nocraHornenueM [IpasurensctBa Poccuiickoit denepanuu.
% VkaswiBarotes mog 4epToii, B CoiepKaHUe TeJIErpaMM HE BXOJIST.
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[TomnHHUK MexayHapoAHou TenerpamMmbl Cyda M TEKCT TeJIerpaMMbl Ha
24 .
PYCCKOM S3bIKE™ IepefaroTcs B skcrneannno. Konus Mexx1yHapoqJHOU TeaerpaMMel
Cyna ¢ TEKCTOM TeJerpaMMbl Ha pyCCKOM SI3bIKE MPUOOIIAOTCS K IPOU3BOICTBY.

24 Texcr Ha PYCCKOM S3bIKE O(i)OpMHHeTCH B JIBYX 3K3EMILIApaAX, Ie4aThb Cy;[a C BOCIIPOM3BCICHUEM FOCY,HapCTBCHHOFO
rep6a Poccutickoit d)ez[epaunn HE CTAaBUTCH, 3aBCPACTCA NOANMUCHIO NUCTIOJIHUTECIIA.
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3. OCOBEHHOCTHA PABOTbBI C JOKYMEHTAMM B CYE

3.1. /Ie10npou3BOACTBO B CEKPETAPUATAX CYeOHBIX COCTABOB NMPH
PaccMoOTpeHuM CyJAeOHBIX e (MaTepuaioB) B KauecTBe Cy/1a NMepBoi
UHCTAHIUA

3.1.1. 3asBneHus, amneUBIIIUOHHBIE KAIOOBI (MIPEACTABICHHS), YaCTHBIC
XKaIoObl M TPEICTABICHUS U JIPYTHe JAOKYMEHTHI, MOCTYIHMBIIUE B CEKpPETapUaTh
CyZEOHBIX COCTaBOB (Jlajiee — CeKpeTapuaThl) U3 YIPaBICHUS 110 OPraHU3aIHOHHOMY
00eCIIeYeHUI0 PACCMOTPEHHsI OOpalIeHU, MPUHUMAIOTCS B aBTOMAaTH3HUPOBAHHOM
pexumMe u perucrpupyrorcss B AWC. JlokymeHTaMm, MOCTyNMBIIMM B CEKpETapuar
Huctumnunapaoit xomierun Cyaa, JOMONMHUTEIHHO TPUCBAUBACTCS IITPUX-KO
(mpuokenue 73).

3.1.2. Tlpu peructpamuu B AUC kaxxnoMy 3asiBICHUIO B aBTOMaTU3UPOBAHHOM
peXHMME MPUCBAUBAETCSI HOMED.

PeructpanimoHHplii  HOMEp  COCTOMUT U3  OyKBEHHOro  0O0O3HAY€HUs
noapaznenenusi: AK — CyneOHasi KoJuleTusi 1Mo aJMUHUCTpPATUBHBIM jaenam; DK —
CynebHnas kosuierust mo skoHomuueckum crnopam; BK — Cynebnast xoserust no
nenaMm BoeHHochyxamux; JAK — JlucnumnnuHapHas KOJUIETHs; MHAEKca CyaeOHOU
uHctanuuu (I1M); nByx nociaeaHux mu@p KaaeHAApHOro (TEKYIIEro) roaa; Aepuca u
TIOPSIKOBOTO HOMEpa, a Takke urepsl (Hanpumep: AKITN15-1).

B CynebOHoif koJuiermu mo jenamM BOCHHOCTYXKAIUX TaKKe HCIOJIb3yeTCs
nauTepa «Ay» s 0003HAYCHHUS aJIMUHUCTPATHBHOTO nena (Hanpumep: BKAIIN15-1).

3.1.3. Ha nepBoii ctpanuue 3asBiaeHust (xanoObl, MPEICTABICHUS) CTABUTCA
PETUCTPALIMOHHBIA IITAMI C YKa3aHHEM JaThl MOCTYIUICHHS W PErHCTPAIHOHHOTO
HOMepa 3asBiicHHsI (Kaa00bl, MpeacTaBIeHUs) (IPUIOKEHHE 67).

3.1.4. Ilocne QopMupoBaHusi cocTaBa CyJa 3asBICHHUS TIEpeNaloTcs Ha
u3ydyeHue (pacCMOTpPEHHME) CyAbsiM, O 4YEM Jenaercsi OTMEeTKa B JKypHaie
peructpaiu  Jen  (3asBICHUI), paccMaTpUBaeMbIX IO TIEPBOM MHCTAHIUH
(mpunnoxenue 16).

3.1.5. IIpu BeIHECEHUM CYIBEN onpeaeneHuss 00 0TKa3e B MPUHATUU 3asBICHUS
1100 0 BO3BpAIllCHUH 3asABlIeHUsT (POPMHUPYETCSl MaTeprail, B KOTOPbIM MOAIINBAIOTCA:
KOMUS 3asBJICHHSI; KOHBEPT (B KOTOPOM OBUIM TpUCIaHBl TOKYMEHTHI); MOTUHHUK
ONpEeNeNICHUs] CyIbU H KOMHUS COMPOBOJUTENHHOTO MHUCHMa (O HaMpaBJICHUU
JIOKYMEHTOB 3asIBUTEITIO).

B cdopmupoBanHOM MaTepuanie HyMEpYIOTCSl JHCTBI M COCTaBISIETCS OIHUCH
JIOKYMEHTOB (TpuiIokeHue 54).

Ha o0noxke Marepuana yKa3blBalOTCS PETUCTPAIMOHHBIA HOMEp MaTepuaia,
dbaMuITus ¥ UHUIIMATIBI 3asIBUTEIIS.

3.1.6. PaboTHMK cekpeTapuara TepenaeT Ha OTHPaBKY B OKCICAWUIIMIO B
3aKJIGEHHBIX KOHBepTax (C HAAMMCAHHBIM TOYTOBBIM aJPECOM, HMHIEKCOM U
OTMETKON O HampaBiIeHUH 3aKa3HbIM IIOYTOBBIM OTIPABICHUEM) HaAJEKAIUM
oOpa3oM 3aBepeHHble Konuu ompezeneHuil Cyaa 00 oTka3ze B MPUHSATHHU 3asBICHUS
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WIA O €ro BO3BPAIlEHUH BMECTE C 3asBJICHUEM U TMOMJIUHHBIMU JOKYMEHTAMH,
MPUWIOKEHHBIMU K HEMY.

3.1.7. Tlpu BbIHECEHHH CyAbEH OmMpesesieHUus 00 OCTaBJICHUU 3asBJICHUS 0e3
NBIDKEHUS HAJJIOKAIlUM 00pa3oM 3aBEpeHHAas KOMHS ATOr0  OMNpeAeIICHUS
HAIpaBJISICTCS 3asBUTENI0 W KOHTPOJUPYETCA TMOCTYIUICHHE JIOMOJHUTEIbHBIX
JIOKYMEHTOB.

B ciyuae nmoctymiieHust AOTMOMHUTENBHBIX JOKYMEHTOB B CPOK, YKa3aHHBIN B
3TOM OMpEJIEICHUN, OHU PETUCTPUPYIOTCS IO HOMEPY, IPUCBOCHHOMY 3asIBICHUIO, U
NEepealoTCsl Ha U3yUCHUE CYbE.

B ciydae BoiHECeHHs OMpeeieHNs O BO3BPAILICHUH 3asBICHUS U TIOBTOPHOTO
oOpallieHus MOCJIE 3TOr0 C TAKUM K€ TPeOOBaHUEM JOKYMEHTBI PErHCTPUPYIOTCS 110
HOBOMY HOMEPY B TIOPSIKE OUEPETHOCTH.

3.1.8. Tlocne BbIHECEHUS CYAbEH OMpeNeNeHHWs O TPUHATHU 3asABICHUS K
IPOU3BOJACTBY OQopMisieTcs cynedHoe naeno, KoTopoe (OpMUPYETCS U3 3ITOTrO
OIpe/eNCHUs] CybU W 3asBJICHUS C NPUJIOKEHHBIMH JOKyMeHTamu. Ha oGnoxke
nena (mpuioxkeHue 59) ykaspIBalOTCS PErvMCTPallMOHHBIN HOMEp jena, pamuius u
WHUIIMAJIBl 3asBUTENS, CYTh 3asBICHHBIX TpeOoBaHUMU. JIMCTBI Aerna HyMepyrTCs U
COCTaBJISIETCS ONTUCH IOKYMEHTOB Jieia (puioxeHue 54).

3.1.9. B AUC u B )xypHayie peructpanuu jei (3asiBiIeHHi), pacCMaTpUBAEMbIX
10 TepBOW WHCTAaHIWM (mpwiokeHne 16), gemaercss OTMETKAa O BBIHECCHUH
COOTBETCTBYIOIIETO OMPEACIICHUSI.

PaGoTHuK cekpeTapuara pacmedarbiBaeT JOKYMEHT, TMOJTBEPKIAIOIIHIA
pasmenienue CynoMm Ha odurmansHoM caiite Cyaa CBEIEHHM O BPEMEHU U MECTe
CyIeOHOro 3acefaHns, BKIIOYas aTy WX pa3MEIIeHHs, U MPUOOIIaeT K MaTepraiam
aJIMUHHCTPATUBHOTO JIETIa.

3.1.10. [omonHMTENbHO TOCTYyMAIOIIHE JAOKYMEHTHI MO ey, MaTepuairy
(OT3bIBBI Ha 3asBJIEHUE U T.N.) PETUCTPUPYIOTCS PAOOTHUKOM CeKpeTapuara Io
pEerucTpallioHHOMY HOMEpY Jiena (MaTepuaia) U MepeAaroTcsl Cynbe, Ha W3YYeHHU
KOTOPOT'O HaXxOUTCS 3asiBJICHUE WU B POU3BOICTBE KOTOPOTO HAXOUTCS JIETIO.

Jlena, HampaBjJ€HHbIE Ha HOBOE PacCMOTPEHHE, BHOBb PETHCTPUPYIOTCS B
CeKpeTapuaTax B yCTAHOBJIEHHOM BBILIE MOPSIJIKE.

3.1.11. JIuua, yyacTByIOIIKE B JIeJie, U UHbIE YYACTHUKHU CyAeOHOT0 Impoliiecca
U3BEIIAIOTCS O JIaTe, BPEMEHU U MECTE NMPEABAPUTEIBHOTO Cy1eOHOr0 3aceJaHus WK
CyneOHOro  3acemaHusi B TOPSAAKE,  YCTAaHOBJICHHOM  IPOIECCYalbHBIM
3aKOHO/IaTEJIHCTBOM.

3anHTEepPEeCOBaHHBIM JIMIIaM (OTBETUUKY) O aIMUHUCTPATUBHOMY JIEJTy BMECTE
C CyneOHBIM U3BEIICHHEM O pPACCMOTPEHHM Jella MOTYT HampaBJsIThCS KOIMUHU
3asIBJICHUS U MIPUJIOKEHHBIX K HEMY JJOKYMEHTOB.

Pacniucku B mostydyeHUH MOBECTOK (M3BELICHUM ) MPUOOIIAIOTCS K JCITY.

3.1.12. CBenenust 0 Bpy4eHUH WM HEBPYUYEHUH JIMIIAM, YYaCTBYIOUIUM B JIEJE,
CyZ€OHBIX U3BEIIEHUH U BBI30BOB (IIOBECTOK) MPUOOIAIOTCS K MaTepuaiaMm Jena.

B cinydae HeBpyueHus CyaeOHOro W3BEIIEHMsI ajapecaTy o0 3ToM
JOKJIaJIIBACTCA Cy/Ibe, B IPOU3BOCTBE KOTOPOTO HAXOAUTCSA JEIIO.
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3.1.13. B AUC BBoautcs uHpopManusi O IBWKEHUH Jena: Jara U BpeMs
Ha3HAUCHUs  ClylIaHus, GaMuiusg U UHUIUAIBl  JOKJIaJ4uKa,  3ampoc
JOTIOJTHUTEIBHBIX MaTEPHUAIIOB.

3.1.14. B cooTBeTcTBUM C TPeOOBAHUAMHU MPOILECCYATHHOTO 3aKOHOJATEIHCTBA
IpU y4acTHUH B CYJCOHOM 3acelaHMM WHBIX YYaCTHUKOB CYJIONPOHU3BOJICTBA Y HHUX
oTOMpaeTcs MOANMKMCKA YCTaHOBIGHHOTO o0Opasia (nmpuiioxeHus 48, 49).

3.1.15. B cinydae oTioxeHus cyneOHOro 3acenanus y ssBuBmuxcsa B CyJ Juil
Oepétcs pacnucka 00 UX U3BEUICHUH O HOBOI JaTe, BpEMEHU U MECTE PAaCCMOTPEHUs
Jiena, a HEsBUBILIMECS JIMI@ HW3BEIIAIOTCS B YCTAHOBJICHHOM MPOIECCYaIbHBIM
3aKOHOM TOPSIZIKE.

3.1.16. B cnyuasix, YCTAaHOBJICHHBIX IPOIIECCYATIbHBIM 3aKOHOAATEIbCTBOM,
MPOTOKOJ CyA€OHOTO 3acelaHusi BEAETCA C HCIOJIb30BAHUEM aBTOMATH3MPOBAHHON
CHCTEMBI IPOTOKOJIMPOBAHUS CyACOHBIX 3aceTaHmii.

3.1.17. Tlocne cyneOHOrO 3aceqaHusi CEKpeTaph CyAeOHOTo 3aceaHuss BHOCHT
B AHNC cBeneHus o pe3ysibTare pacCMOTPEHHs Jella JUOO0 MPUOCTAHOBIICHUU
MIPOU3BOJICTBA 10 Iy, a B CIIy4ae OTJIOXKEHUS pa30oupaTenbCTBa jiejia — CBEJIEHUS O
HOBOH JaTe U BPEMEHHU Cy1e€0HOTO 3ace/laHusl.

3.1.18. Tlocine paccMOTpeHHsI B J€JIO B XPOHOJOTHYECKOM TIOPSJIKE
MOJIIMBAIOTCS JOKYMEHTHI, MPUOOIIEHHBIE B XOJIe CyIEeOHOTO pPa30oMpaTeNbCTBa,
MIPOTOKOJ Cy/1e0HOTO 3aceaHusl, CyIeOHbIE aKThl, KOIMH COMPOBOAUTEILHBIX MTHUCEM
00 UX HampaBJIeHUH (PACITUCKU 00 WX BPYUYCHHH), KOTIUS UCTIOJTHUTEIILHOTO JIMCTA.

K nemy He HOMKHBI TOAMIMBATHCS JOKYMEHTHI, IOJUICKAIIAE BO3BpaTy, a
Tak)Ke MyOJIMKaThl W KOMHH JOKYMEHTOB, YK€ HMEIONIUXCS B JIeJie, YEPHOBUKH.
[IpencraBineHHbIe CTOPOHAMH JOKYMEHTBI  BO3BpAIalOTCA WM  PaOOTHHUKOM
CeKpeTapuaTa 3aKa3HbIM MHUCHbMOM (C YBEAOMIICHHEM ) MIIH BPYUYaAIOTCS TOJT PACIIUCKY.

JIuctel cyebHOro Aena HyMepyrTcs. JJoKkyMeHThI MOMINBAIOTCS pa0OTHUKOM
ceKpeTapuara B JieJio ¢ TBEpaAoH 00J10kKoH. OO0BEM 0THOTO TOMa CYJIeOHOTO Jieia He
JOJDKEH mpeBbImaTh 250 nuctoB. Hymepatius TUCTOB KaXKI0TO MOCIEAYIOMEro TOMa
Jiefa HauMHAeTCs C eAWHUIBI. B KOHIle BHYTpEHHEW OMHCH Ka)JJI0ro ToMma jela
nmudppaMd W TPOMHUCHIO  YKA3bIBAETCS KOJMYECTBO JOKYMEHTOB U JIUCTOB,
coctaBisitonmx ToM. OmHUCh 3aBepseTcss MOINUCHI0 Pa0OTHHKA CEKpeTapuara,
KOTOPBIN YKa3bIBa€T CBOIO JIOJHKHOCTH, (PAMUJIHMIO, MPOCTABISICT JATy 3aBEPEHUS
OTIMCH U TIOIHCH.

3.1.19. Cynebubie aena (MaTepuaibl) XpaHATCS B CEKpeTapuaTax, B KOTOPBIX
OHU ObUIM CHOPMHUPOBAHBI, B TE€UEHUE TPEX JIET, MOCJIE€ YEro B YCTAHOBJICHHOM
MOPSIKE TIEPEAOTCS B OTIEN XpaHEHUs CyIeOHBIX TOKYMEHTOB.

3.1.20. Cynebnbie nena (MaTepuaibl), MOJJIeKAallUe BO3BpaTy MO MUHOBaHUU
HaJ00HOCTH, 0OPMIICHHBIE HAJJICKAIIIMIM 00pa3oM, MEPEIarOTCs B SKCISTUIIUIO TS
OTIIPABKH TIOJT PACTIMCKY.

3.1.21. Tloanucanubie pemieHusi Cyma npeoOpas3yroTcs B AJIEKTPOHHBIN BUJ
MOCPE/ICTBOM CKaHWpoBaHus. [lomyueHHBbIE 37eKTpOHHBIE 00pa3bl pemeHuit Cyma
nepenatorcs B bank cyneOupix fokymenToB Cyza.

3.1.22. Konuu peueHust (ompezaeneHusi, nocranosienus) Cyna mo aemny,
W3TOTOBJICHHBIE B YCTAaHOBJICHHOM TIOPSIKE, BBIAAIOTCSA (HAMPABIAIOTCS) B
COOTBETCTBHUH C MPOLIECCYaATbHBIM 3aKOHOATEIECTBOM.
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Ha xommu pemieHus (ompeneneHus, MOCTAHOBJICHHS) MPH HEOOXOIUMOCTU
MPOCTABIIAETCS. OTMETKA O JaT€ BCTYIUICHHUS €r0 B 3aKOHHYIO CHJIYy HJIA O TOM, YTO
OHO B 3aKOHHYIO CHITy HE BCTYIIHIIO.

3.1.23. 3aBepeHHass B YCTAHOBIEHHOM Imopsjake komwus pemeHus Cyna o
NPU3HAHUU HOPMATHBHOTO MPABOBOTO AaKTa WJIM €ro 4YacTd HeJIeHCTBYIOIIUMU
HaIpaBJISIETCS B PEIAKIUIO MEYaTHOTO M3JaHUsS C YKa3aHUEM B COMPOBOIAUTEIHLHOM
MUCHbME O TOM, MOJJICKUT JIU MyOJUKAIMKA BCE PEIlICEHUE WU K€ JIUIIb COOOIIEHHE O
HEM.

3.1.24. Hagnexamum o0pa3oM 3aBepeHHbIC KOMHH BBIHECEHHBIX CYACOHBIX
pemenuit  Cyna mepenatorcs paOOTHHKOM —CEKpeTapuaTta B OKCHEAUILUIO B
3aKJICEHHBIX KOHBEpPTaX MOJHOCTHhIO O(GOPMIICHHBIMU (C HAAMMCAHHBIM MOYTOBBIM
aJpecoM, WHIEKCOM M OTMETKOM O HampaBJICHUH 3aKa3HbIM IOYTOBBIM
OTIIPABJICHUEM) TIO PEECTPyY AJIA OTHPABKH 3aKa3HBIMU MOYTOBBIMH OTIIPABIICHUSIMHU
WIM HapouHbIM. B peecTpe yka3pIBalOTCS HAaUMEHOBAaHHUE U HOMEpP HCXOJSILEro
JOKYMEHTa U azpecar. Peectp ¢ pacnuckoil paOOTHUKOB 3KCIEIUIIUU TOIINBAECTCS B
HapsJ CeKpeTapuara.

OTBETCTBEHHOCTh 3a NPABWIBHOE YKa3aHHE PEKBU3UTOB  IOYTOBBIX
OTIIpaBJICHUN HECET pabOTHUK ceKpeTapuaTa, 0(pOpMIISIBIINI KOPPECIIOHIEHIIUIO.

3.1.25. Tlocne paccmotpenus cyaeoHoro neina B AUC B 351eKTpOHHOM BUJE C
BBIBOJIOM Ha OyMaKHBIM HOCHUTENb (DOPMUPYETCSI CTAaTUCTHUECKasi KapToyka Ha JIEeJIo
T10 TIEPBON MHCTAHIIWH.

3.1.26. O3HakOMJICHHUE JIUI], YYACTBYIOIINX B Jelie, C MaTepHAIaMH CYIeOHOTO
JieNia OCYIIECTBIISIETCS B COOTBETCTBHH C [IOpsiAKOM O3HAKOMJICHHSI C MaTepUalaMu
CyJeOHBIX JIe] U cHATUA ¢ HuX Konui B BepxoBHom Cyae Poccuiickoit CI)ez[epauHH25
(manee - Ilopsimox oO3HaKOMIJIEHMS])) C OTMETKOW B COOTBETCTBYIOLIEM >KypHAaJIe
(mpmtoskenue 28).

3.1.27. Ilepenaua nen (MaTepuanoB) B UHBIE Cy/IeOHBIE COCTABBI (CTPYKTYPHBIE
HoJIpa3fiesieHus1) OCYIIECTBISIETCSI C OTMETKOH B COOTBETCTBYIOILEM JKypHaie
(mpunoxenue 17).

3.1.28. Tlpu peructpanuu aneuISIUOHHBIX Kajlo0 (MpenCcTaBlICHU) WIH
YaCTHBIX JKajdo0 M TpeNCTaBleHUd B IJeKTpoHHOW kapToreke AMC Ha HuX
MPOCTABIICTCS PETUCTPAIIMOHHBIA INTAMI C YKa3aHWEM JIaThl TOCTYIUJICHUS U
pEerucTparoHHOro HoMepa jaeia (mpuioxeHue 67).

Kanobwl BMecTe ¢ 1e710M (MaTepuaaoM) MepelatoTcs CyIbe.

[To pesomonmu CyAbH COCTAaBISIETCSl CIpaBKa O HAMNpaBiICHUHM [eia B
AnemnsanuonHyro koyuieruto Cyna (mpuioxenue 50) U BHOCUTCS 3alUCh B KypHa
nepefayd  aneJUBIIMOHHBIX  Kamo0, TpenCcTaBiICHMWM, YacTHBIX Kalod u
npeCcTaBiIcHU B Anieiusinnonnyo kouteruio Cyna (npusoxenue 18).

JIumam, ydYacTBYIOIIUM B Jelie, B COOTBETCTBHH C MPOIECCYaTbHBIM
3aKOHOJIATEILCTBOM HAIPABIISIOTCS KOMHH amNeIUISIMOHHBIX XKajno0, MpeaCcCTaBICHHMA
WJIM YaCTHBIX Kaja00 ¥ MPeICTaBICHNH C IPUJIOKCHHBIMUA K HUM JIOKYMEHTaMHU.

2 yreepxkaen npukasom Ipencenarens Cyna ot 24 nexaGps 2024 1. Ne 48-11.
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3.1.29. Tlepemaua m BO3Bpar aen (MaTrepuaioB) OTMEYAIOTCS B peecTpe
MOCTYIUICHUS Jie] B ATICIUIAIIMOHHYIO KoJuteruto (mprioxenue 19), a rakke B AVC.

3.1.30. Ilpum BbImaue Kkomud CyJAEOHBIX AaKTOB, a TakXkXe IOJJIMHHUKOB
JOKYMEHTOB M3 Jieja JCIaeTcs OTMETKA B 3asBJICHUU O BbIJIaYe COOTBETCTBYIOIIUX
JTOKYMEHTOB JIHOO O(pOpMIISETCS paciucka O MOJIYYCHUH, B KOTOPOH JIOJDKHBI OBIThH
yKazaHbl (aMHIIUsS, WM, OTYECTBO JIMIA, IOJYYHMBIIETO JOKYMECHT, €rO
IpoliecCyalbHOE IMOJI0KEHNE, HAMMEHOBAHHE JIUIIA, YYACTBYIOIIETO B JIeJie, JaHHBIC
JIOKYMEHTA, YAOCTOBEPSIONIETO JTUYHOCTh, C OO0S3aTEIbHBIM TPHIOKCHHEM KOITHH
TIOBEPEHHOCTH TIPEICTABUTEIIS WJIM WHOTO TOKYMEHTa. B mosrydeHun JOKyMEeHTa 3TO
JIUIIO JTOJDKHO PACIUCAThCS M MPOCTABUTH AATY MOJTYICHHUS.

3.2. Oco0eHHOCTH 1e10IPOM3BOACTBA B CEKPeTapuaTax cy/e0HbIX COCTABOB
CyneO0HO# KOJLJIErdH 10 IKOHOMHUYecKuM cropam Cyaa npu paccCMOTpeHUH
Cyae0HBIX J1eJI B Ka4ecTBe CyAa NePBOi MHCTAHLUH

3.2.1. 3asBneHus W YyKa3aHHbIE B TMPWIOKEHUU K HEMY JIOKYMEHTHI,
NOCTYNHUBIIME B ceKkpeTapuar cynedHoro coctaBa CyneOHOM KoJleruu 1o
skoHOMHYeckuM cropam Cyna (majmee — cekperapuar) W3 YIpaBieHUs IO
OpPraHU3allMOHHOMY OOECHEYEHHUIO PACCMOTPEHHUs OOpallleHUil, NPUHUMAIOTCA B
aBTOMATU3UPOBAHHOM PEKUME, MPOBEPSIOTCA Ha TOBTOPHOCTh U PETHCTPUPYIOTCS B
ANC ¢ nmprcBOCHHEM PETUCTPAIIMOHHOTO HOMEepa M MTPUX-Koaa (puiioxeHue 73).

3.2.2. PeructparimoHHbIii HOMED 3asBJICHUS MMPUCBAUBACTCS 3aTeM CyJIcOHOMY
JIeNTy ¥ He TIOJIJICKUT U3MEHEHUIO B JaTbHEHIIIEM.

3.2.3. PaboTHMK cekperapuaTta BBOIUT peKBU3UTHI 3asBieHus B AWC B
CIIEYIOIIEM TMOPSIIKE: HCXOASIINKA HOMEp W JaTa 3asBIICHUS, PETUCTPAIMOHHBIN
HOMEp 3asBJICHUSA, J1aTa MOCTYIUICHUS, TTOJHbIE HAMMEHOBAHMS HMCTIIA, OTBETYMKA U
TPEThUX JIMI[ W JIpyTM€ CBEACHHS, MPEAYyCMOTPEHHBIE aBTOMATH3UPOBAHHOM
CHUCTEMOM.

3.2.4. JlomonmHUTENbHBIE MaTepUalbl, IepeJaHHble W3 YIpaBICHUS IO
OpPraHM3allMOHHOMY OOECHEUEHUI0 PacCMOTPEeHUs OOpalleHui TOoJ paclucKy B
peectpe pabOTHHKY CEKpeTapuaTa, HE3aMEUINTENbHO MEpelarnTcsl Cylbe, B
IPOM3BOJICTBE KOTOPOTO HAXOIUTCs 3asBiieHue (Aeno). Ilo pacnopsikeHHIo Cyabu
OHH TPUOOIIIAIOTCS K 3asBICHHIO (7€7Ty) U BHOCSATCS paOOTHUKOM CeKpeTapuaTa B €ro
OIKChH C YKa3aHWEM HCXOJAIIETO HOMEpa M JaThl JOKYMEHTa, €T0 HAMMEHOBAHUS U
KOJIMYECTBA JINCTOB, & TAKXKE MOPSIAKOBBIX HOMEPOB JIMCTOB CYJEOHOTO Jena.

3.2.5. Ilpu o0OBEIMHEHUH HECKOJIBKMX OJHOPOJHBIX JI€J, B KOTOPBIX
Y4acTBYIOT OJHU M T€ XK€ JMIa, B OIHO MPOU3BOJCTBO JUISI COBMECTHOTO
paccMOTpeHHsl Aelly MpHCBauMBaeTCsl HOMEp, yKa3aHHbIM B ompexaeneHun Cyna o0
oovenunenuu nein. B AUC paGoTHHKOM cekpeTapuara BHOCHUTCS WHGOpMAIUs O
JlaTe U CyIIEeCTBE ONpe/esieHuss 00 00beTMHEHUH JIEN 10 KaXA0MY U3 00beINHEHHBIX
JIeJ ¢ yKa3aHUEM HOBOT'O HOMepa Jiefa.

% B JJaHHOM Cily4ae — CIIOp O TOM K€ IPEAMETE, 110 TeM K€ OCHOBAHMSIM, MEKILY TEMH K€ JIMIaMi (IyHKT 2 dacTd |
cratbu 150 ATIK P®).


consultantplus://offline/ref=A2B28EB18A758129C94C6B31778AF9AEF9A4E2EF06EE7EA038A048131871D08A9B7E6431CD0865A2f1HEG
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3.2.6. Ilpu BhIHECEHMH OTMPENETCHUS O BBIACICHUHM OJHOTO WM HECKOJIBKHX
COCIMHEHHBIX TpeOOBaHUW B OTAECNbHOE MPOU3BOJCTBO JUISI  Pa3lIeIbHOTO
paccMOTpeHusi pabOTHUKOM cekpeTapuara (OpMHUPYIOTCS B OTIEIbHBIE OOJIOKKH
Jiej1a COTJIaCHO OTPEICIICHHUIO.

3.2.7. B AVC no nepBoHa4aJIbHOMY JIe7Ty BHOCATCSI JJAHHBIE O BBIHECEHHOM
OTIPEJICTICHUH O BBIJICJICHUU JIeJIa B OT/IEJIbHOE MPOU3BOJICTBO, & BHOBb 3aBEIEHHBIC
O OTPEEJICHUIO JeJIa PETUCTPUPYIOTCS MO OUePEAHBIMU HOMEPAMU MOCTYIAIOIINX
3asiBiieHui. Ha 00110’KKe OCHOBHOTO Jiefia JIeinaeTcsl OTMETKA O HOMEPE BBIJEICHHOTO
7ena, a Ha OOJIOKKE BBIJCIICHHOTO Jieia JIeJAeTCs OTMETKa O HOMEPE OCHOBHOTO
nena. OTMeTKa JIeNaeTcs Ha BHENTHEH CTOpPOHE OOJIOKKHA B BEPXHEM IIPABOM YTIIY
(mpunoxenwus 60, 61).

3.2.8. Ilocne paccmotpeHus jena pabOTHUK CeKperapuara (GopMUPYET
MaTepHaJIbl Jejia ¥ IOANIUBAET €ro B TAKOW MOCIICI0BATCILHOCTH:

1. Onuck OKYMEHTOB Jiena.

2. OnpeneneHue o NPUHITHH 3aBJICHUS K TPOU3BOJICTBY U MOJTOTOBKE JieNia K
CylneOHOMY pa30upaTesIbCTBY.

3. 3asBIeHUE C MPUIOKEHHBIMUA K HEMY JIOKYMEHTaMH (B TOM YHcCIie 00 yruiaTe
roCyapCTBEHHOU MOILINHBI).

4. Onpenenerue o0 OCTABIICHUH 3asBICHUS 0€3 IBUKEHUS.

5. Omnpezenenue o MPOBEICHUN MTPEABAPUTETHLHOTO CY/1Ie0HOTO 3aceIaHusl.

6. OmnpeneneHne 0 Ha3HAYCHUH Jieia K CyIcOHOMY pa30oupaTeIbCTRY.

7. 3asBieHne 00 00CCTICUCHUH MCKA, €CITH ATO 3asBJICHUE TIOJIJAHO OTICIHHO OT
3asIBJICHUS WUIH TIPEABAPUTEIIBHO J0 MPEIBSIBICHUS MCKA.

8. JIOKyMeHTHI, TPUJIOKEHHBIE K 3asBJICHUIO0 00 00€CTIeYeHUH UCKa.

9. JlokymeHT 00 yIjiaTe TOCYJapCTBEHHOW TOIUIMHBI 32 PacCMOTPEHUE
3asBJICeHUs] 00 00ECIIEYEHUHU HCKa.

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

11. XonmaraiicTBo JHIla, Y4aCTBYIOIIETO B Aeiie, 00 OTMEHEe 00ecrieueHus ucKa.

12. Onpenenenue 06 oTMeHe WK 00 OTKa3e B OTMEHE 00EeCTICUCHHUS UCKa.

13. Onpenenenne 06 OCTaBICHUH 3asBJICHUS 0€3 PACCMOTPEHHSI.

14. Konus cripaBku CyJna Ha BO3BpaT rOCHOILIUHEI.

15. Onpenenenue o mpekpaileHuy MPOrU3BOACTBA M0 JAEITYy.

B xpoHosorm4eckoM TOPSAKE TMOIIINBAIOTCS JOKYMEHTBI: OMpeIeIcHUs,
MIPEAMISCTBYIONINE CyIcOHOMY 3aceaHuI0; TIepEICcKa; ONpECIICHNS, BBIHECCHHBIC B
Xolle CymeOHOro 3acedaHus; JOKYMEHThI, mpuoOménneie CymoM K Jeny;
NpEeAyNpexXICHUs JIML, YYacTBYIOIIMX B Jieje, 00 OTBETCTBEHHOCTH (€CIM OHO HE
o(OpMIIEHO Ha OTJIETLHOM OJIaHKE); TPOTOKOJI CyAeOHOTO 3acefaHus; OObsIBICHHAS
PE30TI0TUBHAS YaCcTh PEIICHMS; PEIICHNE; KOS HCTIOJTHUTEIIBHOTO JIUCTA.

JIOKyMEHTBI, TIOITBEp K Aarolue HampapieHne CyqoM KoM CyacOHBIX aKTOB
JUIAM, YYacTBYIOIIUM B Jelie, U WX TOJy4eHHE aapecaTtoM (yBEAOMIIEHHE O
BPYUYCHUH, PACIIUCKA, HHBIC TJOKYMEHTHI), MOAIUBAIOTCA K TeM CYJACOHBIM aKTaM, K
KOTOPBIM OHH OTHOCSITCSI.

[Ipy Hanwuuu B [AeNe 3ampoCOB 3a JOKYMEHTOM-3alPOCOM ITOMEIIAETCs
JIOKyMEHT-OTBET.
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3.2.9. Konuu onpenenenuii v peieHui, HarpaBisieMbIX JIMIaM, Y4aCTBYIOIUM
B JIeJie, 3aBEPSAI0TCA PAaOOTHUKOM CEKpeTaprara B yCTAaHOBJICHHOM MOPSIIKE.

3.2.10. [Tocne npunHATHSA CyAeOHOTO aKTa paOOTHUK CEKpeTapuara He MO3Hee
cienytomero AHs BBoauT B AMWC Kkparkoe conep:kaHUE PE30JIIOTUBHOM YacTu
CyJ1IeOHOTO aKTa, AaTy €ro MPUHATHUS.

3.2.11. Konuu cyneOHBIX aKTOB, MPUHATHIX MO pPe3yjibTaTaM PacCMOTPEHUS
XoJaTaicTBa 00 obOecrieueHUH HcKa, 00 OTMEHE O0OecleueHus HCKa, O BCTPEUHOM
obecrieueHnH, 00 OTMEHE OOECIEYEHUS MMYIIIECTBEHHBIX MHTEPECOB, O MPUHSATUU
HMCKOBOTO 3asBJICHUSI (3asBJICHUSI) K MPOU3BOJCTBY, OO OCTaBJIECHUU HMCKOBOTO
3asiBJICHUS O€3 JIBMDKCHHSI, O BO3BPAICHUM HCKOBOTO 3asBIICHUSI, TIO0 pe3yjbTaTaM
paccMOTpeHHUs BOmpoca 00 0OpalieHuu penieHus] K HeMeIJICHHOMY HCTIOJTHEHUI0, HE
MO3/IHEE CIEAYIOLIETO JHS MOCIe JHS BEIHECEHUS HAMPABIISIIOTCS COOTBETCTBYIOIIUM
JUIAM 3aKa3HBIM TIOYTOBBIM OTIIPABJICHHEM C YBEIOMIJICHHEM O BPYYCHUU WM
BPYYaIOTCS UM TIOJT PACTIHCKY.

B ocTanbHBIX clydasX KOMUU CYJEeOHBIX AaKTOB HAINpPaBIISIIOTCA JIHIIAM,
YYacTBYIOIIMM B JieJie, B D-JHEBHBIM CPOK CO JHS MpuHATHS perienus CyaoMm Uiu
BPYYaIOTCS UM TIOJT PACTIHCKY.

3.3. Ocol0eHHOCTH 1eJIONPOU3BOCTBA B CEKpeTapuare cy1e0HOro cocraBa
Cyne0HOH Ko/JIeruy 10 aIMMHUCTPATUBHBIM e1aM Cyna npu
pPaccMOTPEeHNH CYAeOHBIX e/ B KauyecTBe Cy/a NepBoil HHCTAHIUN

3.3.1. [Ipu peructpaiuu 3asBICHUAS MPOBEPSIFOTCS HA HATHYNE BCTYMHBIIETO B
3aKOHHYIO CHJTY Cy/IeOHOTO MOCTaHOBJICHHS MO CIIOPY MEXKIY TEMH XK€ CTOPOHAMH, O
TOM >K€ TIPEIMETE U TIO0 TEM K€ OCHOBAHHUSIM.

B cnyuae, ecnm B 3adBICHMSIX cojaepxkaTcs TpeOOBaHUA O NpPU3HAHUU
HEJCUCTBYIOLUIMM HOPMAaTHBHOTO TPABOBOTO akTa IMOJHOCThIO WJIM B YacTH,
nojcynueie Cyay, paOOTHUK CeKpeTapuara MpOBEpsieT M BBIBOAUT Ha OyMa)KHBIN
HOCUTEIb WH(OPMALMIO O NPUHATHIX CYIAEOHBIX IOCTAHOBJICHUSX B OTHOIICHUU
OCIIapUBAEMOr0 aKTa Ui MPUOOIICHUS K MaTepHaliaM.

3.3.2. CBeneHusi 0 3aperUCTPUPOBAHHBIX 3asBICHUSX BHOCSATCS PAOOTHUKOM
CeKpeTapuaTa B JKypHaj pPErucTpaluu Jen (3asBICHHI), paccMaTpUBAEMBIX IO
NePBOM MHCTAHIIUU (TTpHIOKeHHE 16).

3.3.3. Ilpu BbIHECEeHMM CYIbEW oOmpeAesieHus 00 OCTaBJICHUM 3asBICHUS O
NPUCY)KJICHUW KOMIIGHCAIIMM 3a HapylleHWe TMpaBa Ha CYAONPOU3BOJCTBO B
pa3yMHBIN CPOK WJIM TIpaBa Ha MCIIOJTHEHUE CYJCOHOTO MOCTAHOBIICHHUS B Pa3yMHBIN
Cpok 0Oe3 JBIKEHHUs HaJIJIeKalIuM o0pa3oM 3aBepeHHasl KOIHUS STOTO OMpeAcICHUS
HE TO3JHEE CIEAYIONIEro THS TMOCJe THS BBIHECEHHS OMpEACNICHUS HaIpPaBIIACTCS
3asBUTEITIO.

3.3.4. CyneOuple nema W WHBIE MaTepuaibl (JOKYMEHTHI), B TOM 4YHUCJEC
NOCTYNHUBIIME BO HCIOJIHEHHE CYIeOHOro 3ampoca IO HaxoJsIieMycs B
npousBojcTBe Cyaa aIMUHUCTPATUBHOMY JieJly, MEPEAAIOTCs Ha U3yYEHUE Cylbe U
N0 MHHOBAaHMM HAJOOHOCTH BO3BpallalOTCd B Cyd WIM HHOM Oprad, HX
HANpPaBUBILIUN, C CONPOBOAUTEIHHBIM TUCHMOM.
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3.3.5. Ilpu coenwiHEHNM HECKOIBKUX TPEeOOBAHWU IO AIMUHUCTPATHBHBIM
JieaM B OJTHO MPOM3BOACTBO YUET M JaNbHEHIIEE IBIKEHUE JIe/Ia OCYIISCTBIISIOTCS
OJ OJHUM HOMEPOM IIPOM3BOJCTBA, OMNPEACIIEMBIM IO JaTe 3asBIICHHS,
noctynusiiero B CyJ paHee Ipyrux.

3.3.6. B cinyuae BwiieneHus TpeOOBaHWUN MO aJIMUHUCTPATHBHBIM JejlaM B
OTJICJILHOE IPOM3BOACTBO OHO PETHMCTPHUPYETCS C MPUCBOCHUEM JPYroro Homepa,
COOTBETCTBYIOIIETO HOMEPY 3asBIICHHS, IIOCTYNHBIICTO B J€Hb BBIHCCCHUS
OTIpEJICNICHHS] O pPa3beAMHCHUH TpeOoBaHWi. B mepBoHadaibHO CHOPMHPOBAHHOM
aIMUHUCTPATUBHOM JIEJIE COJIEPIKATCS TOITMHHUKH MPOIECCYATbHBIX IOKYMEHTOB, a
WX KOTIMH, TT0 YKA3aHWIO CYJIbU, TTOAMIUBAIOTCS B BBIJCIICHHOE TTPOU3BOACTRO.

3.4. Jleionpou3BOJCTBO B CeKpeTapuaTe Ane/JisiiuoHHOi koyuterun Cyna

3.4.1. B cekperapuar AnemwtsuuoHHOM kosuteruu (manee — Kosterus)
MOCTYIAIOT Jiefla € aneJUIIMOHHBIMUA >Kallo0aMH, TMPEeCTaBICHUSMU, YACTHBIMU
*Kano0aMu U MpeACTaBICHUAMU (fanee — xano0wl) Ha perieHus Cyna, IPUHATHIE UM
B KaueCTBE CyJia IepBOIl UHCTAHIIUH, a TAKXKE IPYTUe TOKYMEHTBHI.

JIOKYMEHTBI U CyJeOHbIE Jiejla TPUHUMAIOTCSI B aBTOMAaTU3UPOBAHHOM PEXHUME
u peructpupytorcs B ANUC c¢ QopmupoBanuem peecTtpa MNOCTYIJICHUS A€l B
ATEIUTAIMOHHYIO KOJUIETHIO (Tpuioxenue 19).

AUNC aBTomarnuecku (GpopMuUpyeT HOMEpP aneUIALMOHHOTO MPOU3BOJICTBA IO
JIeJTy ¥ AaTy €ro perucTpaluu.

3.4.2. PeructpallMOHHBI HOMEp AaMeUIAIIMOHHOTO MPOW3BOJCTBA IO
CyIcOHOMY JIeTy COCTOUT U3 OYKBEHHOTO 0003HaueHus moapaszeienus (AITJ); npyx
nocjaeaHux nudp KajeHIapHOro roja; aeduca U MOpsSIKOBOro HoMepa (Hampumep:
ATIJI15-25).

Hnsa  peructpauuu gaen, noctynuBmux u3 CyneOHOM  KoJuleTMH 1O
HKOHOMHUYECKUM criopaM U JIMCHMITUHAPHOMN KOJIJIETUH, UCTIONIBb3YIOTCS JIUTEPHI «O»
u «JI» coorBercTBeHHo (Hanpumep: AILJI15-250 u ATIJI15-25).

3.4.3. Ha mepBoil crpaHuiie OOJOXKKH IEPBOrO TOMa Jena (IOKyMEHTA)
CTaBUTCS PETUCTPAIMOHHBIA INTAMII C YKa3aHHMEM HOMEpa amneJUIAIUOHHOTO
NPOM3BOJICTBA U AaThl peructpaiuu B AVIC (mpunoxenue 67).

3.4.4. Tlpu mocTyIuIeHUH Jelia MPOBEPSETCS HAIMYUE Ha Kajo0e pe30JIoIUU
CylbUd CyAeOHOro CcOCTaBa, U3 KOTOPOro TMEpeJaHo [eJo, IOCJIE 4Yero Jeno
pPETUCTPHUpPYETCS C 3aHECEHHWEM BCEX HEOOXOMUMBIX JJAaHHBIX B JJIEKTPOHHYIO
kaprouky AWNC (manee — »snekTpoHHass KapTouka). ODHOBPEMEHHO C 3THUM
MpoBepsETCs MPAaBUIbHOCTh MH(OpMAIIUK 1O ey, panee BHecEéHHOM B AVIC.

3.4.5. Jlena ¢ xamobamu TepearoTcsl B JIGHb PETUCTPALUM Il Ha3HAYEHUS
JOKJIaTYHMKA, TAThl U BPEMEHHU pacCMOTpeHUs aena. J[anHas napopMaiis BHOCUTCS B
AIIEKTPOHHYIO KapTOUKY.

3.4.6. [Ipu moaroroBke nena K cyieOHOMY pa3OupaTenbCTBY:

— B AVIC BHOCUTCA nH(pOpMaLUs O IBUKEHUH J1eT1a;

— JUIaM, Y4YacTBYIOIIMM B JeJie, B COOTBETCTBUU C MPOLECCYaTbHBIM
3aKOHO/JATEJIbCTBOM HAMpAaBISAIOTCA M3BELICHUS O JlaTe, BPEMEHH U MecTe
PaCCMOTPEHUS KaJI00bl, IPEACTABICHIS;
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— B JIeJI0 TOJAIUMBAIOTCA JOKYMEHTHl (ompexnenenus Koiernuw, konuu
U3BEIICHUM, TOKYMEHTBI, MOCTYMUBIIKNE IO CYJACOHOTO 3aceqaHusl);

— JIOKYMEHTBI, MOJIIIUTHIE B JIEJI0, BHOCATCS B ONUCH (TIpUitokeHue 54);

— (opMUpPYIOTCSI CHUCKM Ha3HAYEHHBIX K PACCMOTPEHHUIO JieNl, KOTOpbIe
3a0JarTOBPEMEHHO MepefaloTcs MpeaceaaTeNio W 3aMECTUTENI0 MpeaceaaTens
Komneruu, mnpokypopy, y4dacTBYIOIIEMY B Jeiie, B OHOpO MPOMYCKOB U B OTAEI
oOecrieueHus AesITeNbHOCTU CYICOHBIX KOJIJIETHUM.

3.4.7. B cooTBeTCTBUM C TPeOOBAHUSIMH TPOIECCYATBHOTO 3aKOHOAATEIIbCTBA
IpU y4acTUH B CyA€OHOM 3aceJaHUU MHBIX YYaCTHHUKOB CYAOIPOU3BOJCTBA Y HHUX
oTOMpaeTcs MOAMUCKA YCTaHOBICHHOTO o0pa3ia (npuinoxenus 48, 49).

3.4.8. B xoxme cyaeOHOro 3acefaHus B YCTAaHOBJIEHHBIX MPOIECCYaIbHBIM
3aKOHOJATEIbCTBOM CIIy4asiX BEIETCSA MPOTOKOJ, B TOM YHUCJE C HCIOJIb30BAHUEM
aBTOMATU3UPOBAHHOUN CHCTEMBbI TPOTOKOIMPOBAHUS CYACOHBIX 3aceqaHUM.

3.4.9. Ilocne 3acemaHusi CHUCOK Jell C pe3yjbTaTaMH HUX PacCMOTPEHUS
HOJIIIMBAETCS B )KYPHAJ PETUCTPALIUU PE3YIbTATOB PACCMOTPEHHBIX JIeN. Y Ka3aHHbIE
pe3ynbTaThl HE MTO3HEE CIEAYIOLEro 1 BHOcATCA B cuctemy ANC.

IIpyn BBIHECEHMHM IO JAENly YacTHOT'O OIPENEIICHHS CBEICHUS O HEM TaKXKe
BHOcsTCs B AVC.

3.4.10. PaccmoTtpeHHbIe Jena BO3BpALIAIOTCA CYIbSIMHU-IOKIATIMKAMU B
cekperapuat Kosieruu.

3.4.11. TlognucaHHble OMpeAeNieHUs] MPeoOpa3yloTCs B JIIEKTPOHHBINA BHUT
MOCPECTBOM CKaHUpoBaHUs. [lodyyeHHbIE 53JIEKTpPOHHBIE O0pa3bl OIpeAesIeHUuN
nepenatorcs B bank cyne6nbix nokymenToB Cyna.

3.4.12. B ycTaHOBJICHHOM TOpPSAKE W3TOTABIUBAIOTCS KOIWHU OTMpeAesieHUI
Komneruu, koTopble HapaBJISIFOTCS JIMIAM, YYaCTBYIOIIUM B JIEJIE.

[lo nmemy o6 omnpeneneHnu (M3MEHEHUH) TEPPUTOPUATBHOM MOACYIHOCTH
NOMHMMO Komuu onpeneneHus Kosulerum H3roTaBiIMBarOTCs KONUHM IMPOTOKOJIA
CyIeOHOro 3acelaHus U CONPOBOAMUTEIBHBIX MUCEM 00 OTHpPaBKE CTOpPOHAM KOIUHN
onpenenenus Komnernu. M3rotoBieHHble KOMMHM Ha3BaHHBIX JOKYMEHTOB BMECTE C
JIeJIOM TepefaroTcsi B CYJEOHbI cocTaB, M3 KOTOPOro MOCTYHNWJIO JAENo, JUis
MPUOOIIICHUS K MPOHU3BOICTBY.

3.4.13. B neno moAmmBalOTCA: TOKYMEHTHI, MOATBEPKAAIOIINE MOJIHOMOYUS
JIMII, Y4aCTBOBABILHUX B JIeJ€, MPOTOKOJ CYJEOHOr0 3acelaHusl B MUCbMEHHON (opme
U KOHBEPT C HOCHUTEJNEM ayAuOo3alucu CyIeOHOro 3acefaHus, OIpeaeseHus
Komnerun, BbIHECEHHBIE NpPH PACCMOTPEHUU Jelia, KOMUU COMPOBOAUTENIbHBIX
MUCEM, PACIIMCKHU U JpYrue HeoOXOAMMbIe NOKYMEHThl. HanMeHOBaHMS Ha3BaHHBIX
JIOKYMEHTOB BHOCSITCSI B OTIHCb.

3.4.14. B AUC BHocsTCS Jara BO3BpaTa jJejia B CEKpeTapuaT CyJeOHOro
cocTaBa ¥ (paMuIMs M MHUIMAJIBI pa0OTHUKA, BO3BPATUBILIETO JIETIO.

3.4.15. CyneOGHoe neno, B TOM YHCJIE€ C XOJaTaiicTBaMH 00 OTMpeaeieHUH
(U3MEHEHHH) TEPPUTOPUATBHOM MOJACYIHOCTHM BO3BpalllaeTCs B CEKpeTapuar
CyIeOHOro CcOCTaBa, W3 KOTOPOrO OHO MOCTYNWJIO, TOJ PAacIUCKy B peecTpe
MOCTYIUICHUS e B ATICIUIITMOHHYIO KOJIIETHIO (TTprutoskenue 19).
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[Io Bo3BpameHHOMY B cyaeOHBI cocTtaB cynebHomy neny B AUC B
AJICKTPOHHOM BHJC C BBIBOJOM Ha OyMaXHBIH HOCHTCIb (HOpMUpPYETCS
CTaTUCTHYECKask KapTOUKa.

3.4.16. O3HakoMJIeHHE 3asBUTENA WJIM JIMI, YYacCTBYIOIIMX B Jelie, C
MaTepHalaMH CYyJIeOHOro Jejia OCYIIECTBISCTCS B COOTBETCTBHHM C Ilopsiakom
03HAKOMJICHUS C OTMETKOHM B COOTBETCTBYIOIIEM XXypHaje (MpUIoKeHHe 28).

3.5. Jles1onpou3BOACTBO B CEKpeTapuaTax Cyae0HbIX COCTABOB
Cy1eOHBIX KOJLJIerHi

3.5.1. Cyne6usnie nena mocie noaydenuss Cy1oM BCEX TOMOB Jieia TepeIaroTcs
B CEKpeTapuaThl CyJeOHBIX COCTABOB CYACOHBIX KOJUIETHH (l1ajiee — CEeKpeTapuathbl
CyJEOHBIX COCTABOB) M3 OJKCIEOULUHU, a >KAJIOObI (NMPEACTaBICHUS) W Jpyrue
JIOKYMEHTBI — U3 YTIPaBJICHHUS MO OPraHU3allMOHHOMY OOECIEYEHUIO0 PACCMOTPEHUS
oOpaleHu.

3.5.2. CynebHbie nena U JOKYMEHThI MPUHUMAIOTCS B aBTOMATH3WPOBAHHOM
pexume u peructpupyrorcsi B AVIC. Ha nuiieBoii ctopoHe 0070KKH TOMa CyJeOHOTO
Jiefa B PETUCTPAIIMOHHOM IITaMIie NSl e (mpuiioskeHne 66) yka3bIBaeTCsi HOMED,
KOTOPBIA COCTOUT U3:

- uHaekca cyoObekta Poccuiickoit denepanmu, Ha TEPPUTOPUH KOTOPOTO
pasMeméH CyJ MepBOil MHCTAHLHMH ', WM HHICKCAa apOHTPaXHOTO Cyla OKpYra C
0o0Opa30BaHHBIMU B JIaHHOM CYyJI€OHOM OKpyre apOUTpaXXHbIMH CyAaMH IE€pBOMH
MHCTAHIMHA>. ¥ apOUTPKHBIMU ale/UBIHHOHHBIMA CyqaMH WiH nHiekca Cyma mo
WHTEJUIEKTYaJbHBIM TpaBaM, HampaBUBIIMX cyaeOHoe neno (mpuiioxkeHus 38, 39,
39-A, 40);

- nedwuca,

- OykBeHHOTO 0003HauYEHUs BUIA CYAONPOU3BOJICTBA (CIopa):

AIIY — yronoBHoO€ J€710, MTOCTYNUBILIEE B aNlCJUISIHUOHHYI0 WHCTAHLMIO (MJIs
JeJ, PACCMOTPEHHBIX CYJIOM MEPBOM MHCTAHUMUHU 1O Hadalla AEATEIbHOCTU
KaCCaIlMOHHBIX CYZOB OOIIEH FOPUCIUKIIMN U aNeJUISIIMOHHBIX CYJ0B 00IIeH
IOpUCIUKITUH. Jlasiee — KaCCAallMOHHBIC U aleJUIAIIUOHHBIC CY/IbI);

V]I — yroJIoBHOE A€N0, MOCTYNUBIIEE B KACCALMOHHYIO UHCTAHIIHIO;

YTII — yronoBHOE JI€J0 ¢ XOAATACTBOM 00 M3MEHEHUU TEPPUTOPHAIBHOMN
MOJICY/THOCTH;

I'TII — rpaxpaHckoe AE0, IO BOIPOCY OMPEAEIIEHUS TTOICY THOCTH;

ATII — agMUHUCTPATUBHOE [I€JI0, TI0 BOMPOCY OMPEACICHUS MTOACYAHOCTH;
AITA — aaMUHHCTpPaTHBHOE JE€J0, MOCTYIHBIIEE B aNCIUIAIMOHHYIO
WHCTaHIUIO (IJ1s1 J1eJl, pACCMOTPEHHBIX CYJIOM MEPBOM MHCTAHIIMM JI0 Hayaja
JCSATEIIbHOCTH KaCCAlIMOHHBIX U alleJUIIUOHHBIX CYJIOB);

2 I[J'IH Cyﬂe6H017[ KOJUIETMM 10 JAe€jJaM BOCHHOCIYXAlIUX TEPPUTOPHUATIBHOC JCJICHUEC OIPCACIACTCAd IO

TEPPUTOPUAITLHOM IOPUCANKIINH OKPYXKHBIX ((PJIOTCKHX) BOCHHBIX CY/IOB.
8 ApGurpaxcHbie Cympl IEpBOil MHCTAHLMH B PecIyGIHKAax, Kpasx, oONACTSX, ropoiax (enepalbHOr0 3HAUCHHS,
ABTOHOMHOMW 00J1aCTH, aBTOHOMHBIX OKPYT'aX.
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KA — AIMHUHUCTPATUBHOC JICJI0, ITOCTYIIMBIICC B KACCAIITMOHHYIO MHCTAHIIUIO
(I[J'ISI ACla, PpPacCMOTPCHHBIX CYIOM HepBOI?I HHCTAaHIIMK A0 Hadajia
ACATCIBHOCTH KaCCAlIMOHHBIX N alICTIJIIINMOHHBIX CYI[OB);

KAJl — anMuHHCTpaTUBHOE JI€JIO, TIOCTYIHUBIIEE B KacCallMOHHYIO
UHCTAHIHUIO;
NKAJl — wu3buparenbHOe aIMUHUCTPATUBHOE JI€NO, TIOCTYIMBIIEE B

KaCCAallMOHHYIO0 MHCTAHLHUIO M10CIIE PACCMOTPEHUS AllCJUILIMOHHBIM CYJIOM;
AIIl' — rpaxkmaHckoe Aeno, MOCTYNUBILEE B ANCIUIALAOHHYIO WHCTAaHLIHAIO
(mms  gen, pacCMOTPEHHBIX CyJAOM IE€pBOM  HMHCTAaHIMM JI0 Hayaia
IESITeTbHOCTH KaCCAIIMOHHBIX U alleJUIIIIUOHHBIX CYIOB);
KI'" — rpaxxranckoe 1eo, noOCTyNnMBIIEe B KACCALIMOHHYIO MHCTAHIIMNIO;
AJl — neno 06 aIMUHUCTPATUBHOM NPABOHAPYILICHHH;
AAJl — neno o0 aAMHHUCTPAaTHBHOM IPaBOHAPYIIEHUH, MOCTYIMHBIIEE C
YaCTHOM KaJ1000i;
OC — [neno, paccCMOTPEHHOE apOUTpakKHBIM CYJOM, IIOCTYNHBIIEE B
KACCALlMOHHYIO MHCTaHLHUIO;
— JIByX MOCJIEIHUX UU(p KAJTEHIAPHOTO TOAa;
neduca;
HOPSIKOBOTO HOMEPA;
neduca;
MHJEKCAa KAacCalMOHHOTO WJIM aleUIIHMOHHOIO cyJa (KacCallMOHHOIO
BOEHHOTO CyJla WM aneUISILIMOHHOIO BOEHHOIO CyAa) Ui JieNl, PaCCMOTPEHHBIX
CylOM TI€pBOM HWHCTAHLMM TIOCJIE€ Hayaja JESITeJbHOCTH KACCALMOHHBIX U
aneJuIIIUOHHBIX CyN0B (rpuioxenue 38-A, 38-b, 39-A).

Hanpuwmep: 24-UKAJ119-25-A3; 24-KAJ119-25-K4; 300-25C18-25,
24-YJ119-25-A3, 24-KT'19-25-K4, 5-AJ115-25.

3.5.3. JlokymeHTamM 10 CyAcOHBIM JeiaM, PacCMOTPEHHBIM apOUTPaKHBIMU
cynamu, CylIoM MO WHTEUICKTYalbHBIM IIpaBaM, JIOMOJHUTEIHLHO MPHUCBAUBACTCS
HMITPUX-KOJ (TIpHiIoKeHue 73).

[ToctynuBmme cyneOHbIE Jena U JOKYMEHThl IPUHUMAIOTCS TOJ PACIUCKY B
peecTpax nmepenayu J0KyMEHTOB.

3.5.4. Ilpu perucrpammu nen B AWUC unHpopmarus g 3al0JHEHHUS TOJIeH
AJICKTPOHHOH KapTOYKHM BHOCHTCS W3 TIPUTOBOpa, PEIICHUS WJIH  HHOTO
MTOCTAHOBJICHUS CyJa MePBOM WHCTAHIINH.

[Tpu mocTyrieHnn UCTPeOOBAaHHOTO Jiena Ha PacCMOTPEHHE B KacCAllMOHHOM
MOPSIZIKE B DJICKTPOHHOM KapTOYKE YKa3bIBACTCS HOMEP JKajaoO0bl, IPEICTABICHHUS, TI0
KOTOPBIM OHO OBLJIO UCTPEOOBAHO.

B anmekTpoHHOM KapTOUKEe B COOTBETCTBUU C JIBIIKEHUEM Jiejia JOJKHBI OBITH
3alOJHEHBI BCE PEKBU3UTHI (JlaTa M BpeMs CIyIIaHUS jaena, ¢haMuaus JOKJIaTduKa
WM JaThl TIepelayu fena Juisi u3ydeHus: u ap.). Jlomyckaercs: yBennuenune o0ObEMa
perucTpupyeMoi HHPOpMaIiu.

3.5.5. B anekTpoHHOM BHE C TOCIEAYIOIIMM OOS3aTEIbHBIM BBIBOJOM Ha
OyMaXHbIIT HOCUTENb (OPMHUPYIOTCS  CTATUCTUYECKHME KAPTOYKU, KOTOPHIC
MPUOOIIAIOTCS K JIeJIaM JJIs 3aTI0JTHEHHUS ITOCJIe PACCMOTPEHHS IeTa.
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3.5.6. XKanoOw! (mpeacTaBieHus), M0 KOTOPbIM UCTPeOOBaHBI Aeia, HaXOIITCS
Ha KOHTPOJIE B CeKpeTapuaTe cyJaeOHoro cocrasa 0 nocrymienus nena B Cyn. [pu
MOCTYIJICHUU JIeJia JaHHBIE 3KalloObl (MPEICTaBIEHUsI) BMECTE C JIEJIOM MepeatoTCs
Ha U3YYCHHE CYJIhE.

Ucnonnenne  3ampoca 00  ucTpeOOBaHMM  Jiela  KOHTPOJIUPYETCS
CeKpeTapraTaMmu CyleOHbIX COCTaBOB, B TOM YHUCJIE TyTEM HaIlpaBJEHUSI IOBTOPHOIO
3arpoca.

3.5.7. Jlena mepemaroTcsi CyAbsSM TIOJ] PACHHUCKy B JUIEBBIX CYETaxX y4ETa
cyneOubix nen (npuoxxenus 20, 21). Mcnonb3oBanue (GopM JIMIEBBIX CYETOB y4eTa
CyIeOHBIX JIel U3 YCTaHOBICHHBIX Hactosuier WHcTpykiueit omnpexaensercs
CeKpeTapraTaMH CyJeOHBIX COCTaBOB CAMOCTOSITENBHO.

3.5.8. Ilpm moaroroBke CymeOHBIX JeT K PacCMOTPEHHUIO JIHIIaM,
YYacTBYIOIIMM B JieJie, B COOTBETCTBUU C MPOLECCYaIbHBbIM 3aKOHOIATEIbCTBOM
HAIpaBJISIOTCA CyJcOHbIe M3BEUICHUS W BBI30OBBI C YKa3aHUEM JaThl, BPEMEHU U
MecTa CylneOHOro pa3OupaTenbCcTBa, a TaKKe KOMMM KaCCAalMOHHBIX >KajloOBbl,
MIPEICTABIICHUS U ONIpeieNieHUs (TOCTAaHOBIICHHUS ) CYIbH.

3.5.9. TIlocne paccMoTpeHus pena cyaeOHOM KOJJIETMEM WM CyAbEn
€AVHOJMYHO M BbIHeceHMs pemeHus Cyzaa Jeno BO3BpallaeTcs B CEKpeTapuar
CyJeOHOro coctaBa ¢ OTMETKOH O cJade B JHUIEBOM cU€Te yuéra CyIeOHBIX AEN
(mpunosxenus 20, 21).

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

3.5.10. B cooTBeTcTBHM C TpeOOBAHUSIMH TIPOIIECCYATHPHOTO 3aKOHOAATEIBCTBA
IpU y4acTHUH B CYJEOHOM 3aCelIaHMM HWHBIX YYaCTHHKOB CYIOIMPOU3BOJACTBA Y HUX
oTOMpaeTcs MOANMKUCKA YCTAHOBJIEHHOTO o0pasiia (mpuiioxeHus 48, 49).

3.5.11. B xoxe cyneOHOrO 3acemaHusi B yCTaHOBJICHHBIX IPOIECCYATbHBIM
3aKOHOJATEIbCTBOM CIIy4asiXx BEIETCS MPOTOKOJ, B TOM YHUCJE C HCIOJb30BAHUEM
aBTOMATU3UPOBAHHOMN CHCTEMbI TPOTOKOJIMPOBAHUSI CYACOHBIX 3aCeTaHUM.

3.5.12. TloamucanHbie ONpeNeiIeHUS W IOCTAaHOBIICHHS TNPeoOpasyroTcs B
AJIEKTPOHHBIN BHUJI TIOCPEICTBOM ckaHUpoBaHUs. [lomydyeHHbIE 371eKTpOHHBIE 00pa3bl
OTIpEJICICHUI U MOCTAaHOBJICHUM TiepenatoTcs B bank cyneOHbIX nokymeHToB Cyna.

3.5.13. O3HakoMJIEHUE JIUI], YYAaCTBYIOIIUX B JIelie, C MaTepHaliaMu CyJeOHOTO
Jiea OCYIIECTBIIAETCS B COOTBETCTBUU C llopsAakoM O3HaKOMIIEHHS, C OTMETKOW B
COOTBETCTBYIOIIEM KypHaJie (puiaoxeHue 28).

3.6. Oco0eHHOCTH 1eJI0NPOU3BOACTBA B CEKpeTapuaTax cy1e0HbIX COCTABOB
Cyne0Ho# KoJ/UIernM 1O rpaxxaanckum aeaam Cyaa

3.6.1. B ciyuyae BbIHECEHUs CyAbed OMpeNeNeHUsl 0 Nepenaye KacCallMOHHbIX
XKaJI0Obl, IPENCTaBICHMUsS Ui pPAacCMOTPEHUs B CyJeOHOM 3acelaHuu Ccyjaa
KaCCallMOHHOM WHCTAaHIUMU TMOJJMHHUK OIpeNeseHHs, KacCallMOHHbIE Kanoba,
Ipe/ICTaBICHUE BMECTE C JIeIOM MEePEAal0TCs B CEKpeTapuar cyJeOHOro cocraBa s
MOJTOTOBKH JI€JIa K pACCMOTPEHHMIO.

3aBepeHHbIE B YCTAHOBJIEHHOM MOPSAAKE KOMHMHM  OINpPEAENIEHHd O
IPUOCTAHOBJICHUH HCIIONHEHUSI CYJeOHOro akra, 00 OTMEHEe MNPUOCTAHOBJICHUS
UCIIOJTHEHHSI CyJEOHOr0 aKTa HAMpaBJSIIOTCS B Cy[A IMEPBOM WHCTAHIMU W JIUILY,
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MOJABIIEMYy  XOJATaliCTBO O TPUOCTAHOBJICHWU UCIHOJHEHHUS  00KalyeMoro
CyJ1eOHOTO aKTa.

3.6.2. [locne paccMoTpeHus iena cy1eOHOM KOJIJIEruel B 1e710 MO IIMBAIOTCS:

— KaccalMOHHBIE jkanio0a (MpeICcTaBIeHNEe) U KOHBEPT;

— OT3BIBBI (BO3pAXKEHUS) HA KACCALIMOHHYIO KaI00y, IPEICTABICHHUE;

— KONUU M3BEIICHUN JIUI, YYaCTBYIOUIUX B JIeJie, O JaTe, BPEMEHU U MECTe
paccMOTpEHHUs JIeTa;

— JIOKYMEHTBHI, YAOCTOBEPSIOIINE CTATYC MPEACTABUTEINS U €T0 MOTHOMOYNS;

— TIPOTOKOJI CyieOHOTO 3acenanus (B cliydae €ro COCTaBIICHU);

— TMOJUIMHHUK ONPEENICHUs Cy1IeOHON KOJUICTHH;

— WHbIE JOKYMEHTHI, MPUOOIIEHHBIE B X0OZ€ Cy1€0HOT0 3aCe/IaHus;

— KOTIMH COMPOBOJIUTENBHBIX MMMCEM JIMIIaM, YIaCTBYIOIIUM B JIEIIE;

- JIMCT-3aBepUTENb (mpuiioxeHue S1).

3.6.3. Jleno B 3aBUCUMOCTH OT pe3yJibTaTa paCCMOTPEHUS BO3BpAILlaeTCs B CY/I,
U3 KOTOPOTO OHO TMOCTYNHWJIO, JHUOO HampaBisieTCss Ha HOBOE PACCMOTPEHUE B
COOTBETCTBYIOLUH CY/I.

Komuu omnpenenenunss CyneOHoil kojuiernu 1o rpaxkiaaHckum jgenam Cyna,
BBIHECEHHOTO [0  pe3yJbTaTaM  PACCMOTPEHHUS  KACCAIlMOHHBIX  JKaJoObl,
MIPE/ICTABIICHUSI, HATIPABJISIIOTCS JIMIIAM, YYaCTBYIOIIUM B Jielie, B MSATUTHEBHBINA CPOK
CO JIHSI BBIHECEHUS OIPE/IETICHHUs] B OKOHYATEIbHOU (hopMme.

3.6.4. B cimydae paccMOTpeHHUs1 BOTpoca O IMepeaade jaeia Ha PacCMOTPEHHE
JPYTOro CyJa B N0 MOAIIUBAIOTCA:

— JIOTIOJTHUTEIIbHBIC 3asBJICHUSI C IPUIIOKEHHBIMU K HUM JJOKyMEHTaMU;

— KOTIMH W3BEIICHUH O JaTe, BpEMEHHU H MECTE pacCCMOTPEHUS;

— JIOKYMEHTBHI, YIOCTOBEPSIONINE CTATYC MPEACTABUTEINS U €T0 MOTHOMOYNS;

— TMPOTOKOJ CyA€0OHOTO 3aCeIaHus;

— TIOJIJIMHHUK OTpEIeNICHUs Cy/1a;

— KOIHUU COMPOBOAMUTENLHBIX IMUCEM JIMIIaM, y4aCTBYIOIIUM B JIETIE;

— HWHBIE JOKYMEHTHI, TPUOOIIIEHHBIC B XOE Cy/1IcOHOr0 3aceIaHMus;

- JIUCT-3aBepUTEINb (TIprioxkeHue S1).

Jlumam, ywacTByIOIIMM B Jejie, 3aKa3HbIMH MHChbMaMU HaIpaBiIsIeTCs
3aBEpEHHAs] B YCTAHOBJICHHOM TOPSAKE KOMHs ompeseneHus. Jleno HampaBiseTcs B
Cy[l, yKa3aHHBIN B OTIPE/ICIICHUH.

3.6.5. Ilpu BbIHECEHMHM MO JACITY YaCTHOTO OIpEAETCHUS CBEACHUS O HEM
BHOCsiTCs B AVC.

3.6.6. B ciyuae BbIHECeHMs CyIbed oIpejeneHus o0 OTka3e B Imepenaye
KaCCaIllMOHHBIX KAJIOObI, MPEACTABICHUS IJIsl pACCMOTPEHUS B CyAeOHOM 3aceaHuu
CyJa KacCal[MOHHOW WHCTAaHIIMM OJHA W3 3aBEPCHHBIX KOMHUU OMpEeIICHUS
MOJIIIIMBACTCSI B JIEJO, Jpyras — HAMpaBIIETCS 3asgBUTETIO C COMPOBOAMTEIHLHBIM
MUCHMOM.

Jleno Bo3BpalaeTcs B Cy, U3 KOTOPOTO OHO MOCTYITUIIO.

3.6.7. Ilo paccmoTpennbiM Cyom fenam (OpMHUPYIOTCS IPOU3BOJICTBA.

B cnydae BeiHeceHus cCyapedt omnpeneieHuss o0 OTKaze B Iepegade
KaCCallMOHHBIX KaJIOObI, MPEACTABICHUS ISl PACCMOTPEHUS B CyZeOHOM 3aceIaHnuu
CyJia KacCallMOHHOW MHCTAHIIMK B POU3BOICTBO MOIINBAIOTCS:
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- TOIJMHHUK OIpeAesieHns] 00 OTKa3e B IMepeaade KaCCAIMOHHBIX KaJIOObI,
NPEJCTaBICHUS I PAcCMOTPEHHUs B CyAcOHOM 3acelaHud cyAa KacCalmOHHON
WHCTAHIINY;

— TOJUTMHHUKH OIpPEACTICHUI O MPHOCTAHOBICHUH HCIOJHEHUS CyIeOHOTO
aKkTta, 00 OTMEHE TIPUOCTAHOBICHHS WCIIOJHEHHUS CyAeOHOTO akTa (B cliiydae
BBIHECCHMS );

OpPUTHHAJ KaCCAIIMOHHBIX )KaJIOOBI MITH MPEACTABICHUS;
JIOKYMEHTBI, yIOCTOBEPSIONINE CTATYC MPEACTABUTENS M €T0 TTOTHOMOYHS;
KOITUW 00KaTyeMbIX Cy/IeOHBIX TOCTAHOBJICHHUIA,

- KBUTaHIMS 00 YyIUlaTeé TOCYJAapCTBEHHON TONUIMHBI WX JOKYMEHTHI,
CBUIETENBCTBYIOIINE 00 OCBOOOXKIEHUH OT €€ yIIaThl;

— KOIIUU CONPOBOJUTENIBHBIX IMMCEM O BO3BpAllCHWHW Jejla B Cyd U
HaIpaBJICHUHN KOTIHI ONPEACIICHUIA 3asIBUTEITIO.

B cnydae paccmoTpeHus nena B CyAeOHOM 3aceJaHUM B TMPOU3BOJICTBO
MOJIIIIUBAIOTCS:

— 3aBEPCHHbIC KOMHUHM ONpENeNICHUs MO pe3yJibTaTaM pPacCMOTpPEHHUs Jela
Cy1eOHOM KOJIJIeTHel;

— KONUsS ONpe/eNieHUs O Mepeaadye KacCallMOHHBIX KajloObl, MPEeICTaBICHUS
JUTSL pACCMOTPEHHUS B Cy/1IeOHOM 3acelaHuU CyJla KaCCAllMOHHON MHCTaHITUH;

— KONUU M3BEIICHUN JUI, YYaCTBYIOIIUX B JIeJie, O JaTe, BPEMEHU U MECTe
pPaccMOTPEHHUS JENa;

— KOIWU KaCCAIIMOHHBIX YKaJ00bl HJIH TTPEICTABIICHHUSI;

— KONUS KBUTAHIIMU 00 yIjIaTe TOCYAapCTBEHHON MOIUIMHBI MIIH IOKYMEHTOB,
CBUJICTEJILCTBYIOIIUX 00 OCBOOOXKACHUU OT €€ YILIATHI;

- KONUU JIOKYMEHTOB, YJOCTOBEPSIONMIUX CTaTyC TIPEACTABUTENISI M €ro
TTOJTHOMOYHSI;

— KONUU 00KaTyeMbIX CyJeOHBIX TOCTAHOBIICHU;

— KONHUU COTPOBOAMTENLHBIX MHCEM O BO3BpAIlICHUM (HAINpaBiICHUH) Jiefia B
Cy/l ¥ HaIIPaBJICHUH KOTIMI OTpeIeNICHUN JIMIaM, YJacCTBYIOIIUM B JIEIie.

3.6.8. [Ipou3BoacTBa 1O €TaM XpaHITCS B CEKpeTapraTe CyJeOHOro coCcTaBa B
T€YeHUE TPEX JIeT, MOCIEe Yero B YCTAHOBJICHHOM IMOPSAKE MEPENaloTcsl B OTAEI
XpaHCHUS.

1
3.6". Oco0eHHOCTH /1eJI0NPOU3BO/ICTBA B CEKPeTAPUATAX CYAeOHbIX COCTABOB
Cyne0Ho# KoJUIerMH 10 A/AMUHUCTPATUBHBIM Je1aM Cyaa

3.6".1. KaccaruoHnHsle ano6a, NpeiCTaBIeHIe BMECTE C aJMUHUCTPATHBHBIM
JIeOM ¥ TOJUIMHHUK OMNpENeleHHs O Tepeadye KacCallMOHHBIX  JKajJoObl
(mpencTaBieHus) IS paCCMOTPEHHS B CyJIeOHOM 3acelaHuU Cyaa KacCallMOHHOU
MHCTAHIIMU TIEPENIaloTCs B CEKpeTapuaT CyAeOHOro cocTaBa JJisi MOJTOTOBKH JieNa K
PaccMOTPEHHUIO.

3.6".2. 3aBepeHHbIE B YCTAHOBJICHHOM IMOPSAKE KOIMMH OMPEACNCHHUS O
MPUOCTAHOBJICHUH HCIOJHEHUSI CyAeOHOr0 akTa WiId 00 OTMEHE MPHOCTAHOBIICHUS
UCTIOJTHEHHSI CYJEOHOr0 aKTa HANpaBJsIIOTCS B CyJA IMEpPBOM MHCTAHLMW U JIUILY,
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MOJABIIEMY XOJAaTaliCTBO O TMPHUOCTAHOBICHWW HCIOJHEHUS  00KaTyeMoro
Cy/1eOHOrO aKTa.

3.6'.3. B ciydae paccMOTpEeHHs agMHUHHCTPATUBHOTO [ela, B TOM YHCIE B
CyleOHOM 3acelaHuu, CyJleOHOM KoJuleruel Win Cylbed B Jieno Jaubo B Marepual,
MOCTYIHUBIINN [0 KaCCallMOHHOM kanobe, MpeCTaBICHHUIO TTOIITUBAIOTCS:

— KaccalMoHHas kano0a (TpelcTaBlieHWE) U TMOYTOBBIM KOHBEPT WIIU
COTIPOBOJIUTEINIbHBIN OJ1aHK (aIPECHBIN APIIBIK);

— BO3paKEHHSI OTHOCUTEIIHHO JKaJ00bI, MPECTaBICHUS;

— JTOKYMEHTBHI, YIOCTOBEPSIOIIHNE CTATYC MPEICTABUTEIS U €r0 TMTOJTHOMOYHSI,

— TOJUIMHHUK OTMPEICIICHUS, COAepIKaIero MHGOpMaIo O AaTe U BPEMEHU
CyZeOHOTO 3aceaHus Cy/1a KaCCallMOHHOW WHCTAHIINN;

— JIOKYMEHTHI, IOATBep K Aarontie pazmerieHrue CyaoM Ha opUIIHATEHOM CalTe
Cyna cBeneHuii 0 BpeMEHM U MeCTe CyJIeOHOro 3acelaHusi, BKJIOYas AaTy HX
pa3MeleHus;

— KOIUU CYJEOHBIX M3BEIICHUI M BBI30OBOB O BPEMEHU U MECTE PACCMOTPEHUS
nena, yBEAOMJIGHHE O BPYUYEHUU WM HWHBIE JTOKYMEHTHI, (GUKCcHpylolme ¢akTt
MOJIYYeHHS X ajpecaToM (IIpU HAJIMYUN);

— TOJVIMHHUK OTIPEJIEICHHUS] O MPUOCTAHOBJICHUHN MCIOJIHEHUS CYJECOHOr0 aKTa,
00 OTMEHE MPUOCTAHOBJICHUS UCTIOJHEHHUS CyIeOHOTO aKTa;

— MOJITMHHUK CyZICOHOTO aKTa CyJIeOHOM KOJUUIETUU UITU CYJIbU;

— JIOKYMEHTBHI, MPUOOIICHHBIE B X0OJI¢ Cy/IeOHOTO 3aCeIaHus;

— KOTIUU COMPOBOAMTEIBHBIX MHUCEM O HAIPABJICHHWM JIMIIaM, yYaCTBYIOIIUM B
Jienie, KOMui cyJ1Ie0HOro akTa Cy/1IeOHON KOJIUIETMU WM CYJIbU;

— JIUCT-3aBepUTENb (MprioxeHue S1).

B npoussoacto Cyzaa noamuBaroTcs (IOMenaroTes):

— 3aBEpPCHHBIC KOMHMH OMPEISICHUS II0 pPe3ysbTaTaM pPacCMOTPEHHUS Jena
CyeOHOM KoJIJIeTuel UiIn Cyabel;

— KOTIHSI OTIPEICTICHUS O Mepeavye KacCalMOHHBIX YKaJIoObl, MPECTaBICHUS IS
paccMOTpeHUsT B CyJeOHOM 3acellaHud Cy/la KacCAl[MOHHOW WHCTaHIMU (TIpU €ero
BBIHECCHUN);

— KOITUU KaCCaIMOHHBIX KaT00bl WU TIPEICTABIICHNUS,

— KOTMU 00KaTyeMBIX CyJE€OHBIX aKTOB;

— KOMHH COTPOBOJMTENIbHBIX MHUCEM O HAIMpPaBJICHUH Jejia B CyI, U3 KOTOPOTO
OHO TIOCTYITHMJIO, WJIM B yYKa3aHHBIM B OMPEICICHUH CYJI; U O HAMpaBJICHWW KOIHN
CyJIeOHBIX aKTOB JIUIIAM, YIaCTBYIOIIUM B JIEJIC.

3.61.4. Tlocne HaIpaBJICHUs JIMIlaM, YYacTBYIOIIMM B JeJi€, 3aBEPEHHBIX B
YCTAaHOBJICHHOM TIOPSIJKE KOMUH CYIeOHOr0 akTa CyneOHOW KOJUIETHH WIIH CYJbU
aJIMUHUCTPATUBHOE €70 (copMUpOBaHHBIA MaTepuas) HampaBiseTcd B Cy[, U3
KOTOPOTO OHO TIOCTYNWJI0, OO B CyJA, YyKa3aHHBIH B CyIeOHOM akTe cyna
KacCalluOHHON MHCTAHIIUH.

Komust  kaccanimoHHOro  OmMpeAeNieHHss 1O  KAacCAaIl[MOHHBIM  Kajooe,
MPEACTABIICHUIO HA BCTYNHBIINE B 3aKOHHYIO CHJIY CyJIeOHBIE TPHUKAa3bl WA
CyleOHbIE AaKThl 1O aJAMHUHUCTPATUBHOMY JENIy, PAacCMOTPEHHOMY B TMOPSIKE
YOPOIIEHHOTO (MMCHbMEHHOTO) TPOM3BOJACTBA, HA OMNpEICTEHHUS, KOTOPHIMHU HE
OKAaHYMBAETCS TMPOM3BOJCTBO MO AJAMUHUCTPATUBHOMY eIy, HAMpaBIsSCTCA WIN
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BpYyYaeTcs JIMlaM, y4acTBYIOIIMM B JeJie, He TO3/IHee CIEeAYIOIIero AHs MOocie JHA
BBIHECEHUS.

3.6%.5. CBenenus 0 yacTHOM omnpeaenennu BHocarcsi B AUC.

3.6".6. 3aBepeHHbIC B YCTAHOBICHHOM TOPSIKE KOIHH OMPEeICHUs 06 OTKa3e B
nepeaaye KacCallMOHHBIX KalloObl, MPEJCTaBICHUS NJIsi paCCMOTPEHUS B CyAeOHOM
3acellaHuy CyJla KAacCAllMOHHOW HMHCTAHIIMU MOIIIMBAIOTCA B aJAMUHUCTPATUBHOE
JIEJI0 W BBICBUIAIOTCS 3asIBUTENIO C COMPOBOAMUTENBHBIM IMHUCHbMOM WA BPYYarOTCs
MIOJT PACTIUCKY.

AJMUHUCTPATUBHOE JIEJIO HAMPABIISETCS B CY/I, U3 KOTOPOTO OHO MOCTYIHJIO.

B npousBoncto Cyna noammBaroTCs:

— TOJUIMHHUK OIpeNeieHuss 00 OTKa3e B Iepeaadye KacCallMOHHBIX >KaloOBbl,
IpECTaBICHUS Ui PACCMOTPEHHs B CyAeOHOM 3acelaHuWy cyda KacCallMOHHOU
WHCTaHIINN;

— MOJJIMHHUKY OTIPEJICJICHUSI O IPUOCTAHOBIICHUN UCTIOJHEHUS CyIeOHOTO aKTa,
00 OTMEHE PUOCTAHOBJICHHSI UCIIOJIHEHUS CYyJIE€OHOI0 aKTa (B Cllyyae BBIHECEHMS);

— MOJITTMHHUK KaCCAIMOHHBIX JKaJIOObI WM MPEJCTaBICHUS;

— IOKYMEHTBI, YAOCTOBEPSIOIINE CTATYC MPEACTABUTENS U €TI0 MOJIHOMOYNS;

— KOITUU 00KaTyeMbIX CYJeOHBIX aKTOB;

— TOJJMHHUK KBUTAaHUMU 00 yIulaTe TroCy/lapCTBEHHON TONIIUHBI WU
JIOKYMEHTBI, CBUJETENIbCTBYIOIINE 00 OCBOOOXKIEHNH OT €€ YIUIaThl;

— KOIIMU COMPOBOAUTEIBHBIX MUCEM O HAMPABIICHUU Jela B CyHA, U3 KOTOPOTO
OHO TIOCTYTIHJIO, U HAPABICHUH KON CyIeOHBIX aKTOB 3asiBUTEITIO.

3.6'.7. B ciyuae paccMOTpPEHHs BOIPOCa O Iepeiade afMUHUCTPATHBHOTO Jea
Ha pacCMOTPEHHE JIPYTOro Cy/a B JEJ0 MOIIMBAIOTCS:

— JIOTIOJTHATEIIbHBIE 3asBJICHUSI C IPUIIOKEHHBIMU K HUM JJOKyMEHTaMU;

— KONUM CyJeOHBIX M3BEUICHUA W BBI30BOB O BPEMEHH M MECTE PaCCMOTPEHUS
nena, yBEAOMJIGHME O BPYUYEHUU WM HWHBIE JTOKYMEHTHI, (GUKcHpylomnme ¢GakTt
MOJIYYCHHS X ajpecaToM (IIpU HAJIMYHUH);

— IOKYMEHTBHI, YOCTOBEPSIOIINE CTATYC MPEACTABUTEIIS U €r0 MOJIHOMOYNS;

— JIOKYMEHTBHI, MPUOOIICHHBIE B X0OJI€ Cy/1Ie0HOTO 3aceaHus;

— MPOTOKOJI CYAEOHOT0o 3acelaHuss U HOCUTEIb WMH(OpPMalMHU, MOJYYEHHOH C
ucrosibzoBanueM CyoM cTeHOrpagupoBanus v (UTH) HHBIX TEXHUYECKUX CPEJICTB;

— noguHHUK omnpeneneHus Cyna o mepeaade agMUHUCTPATUBHOTO Jeja B
JIpyro# cya 1o o0 0TKa3e B nepenaue aMUHUCTPATUBHOTO JIea;

— KOTHMH COTIPOBOJUTENBHBIX MUCEM O HANpPAaBICHUU JIMIAM, YYaCTBYIOIIUM B
JieJie, KONUU OIpeIeIICHUS,

— JTUCT-3aBepuUTeNb (Mpuoxenue S1).

3aBepeHHass B YCTAHOBJIICHHOM TMOPSIIKE KOMUSA CyIeOHOTO aKTa BBICHIIACTCS
JUIIaM, YY9aCTBYIOIINM B JIeJI€, 3aKa3HbIM MHCHMOM.

AIMUHUCTPATUBHOE JEJI0 HAMPABISETCS B CYJ, YKa3aHHBIM B OINpEICICHUH
Cyna, mocie ucTeueHus Cpoka 00KaTOBaHUS ONPEICIICHHUS.

3.6'8. Ilo gmemy 00 aJIMHHHCTPATHBHOM MpPABOHAPYIICHHH  JIHILY,
oOpatuBIIEMyCsl C KanoOoW (MPOKypopy, TMpHUHECIIEMY MpOTECT), JHUIy, B
OTHOILIIEHUU KOTOPOTO BENETCS MPOU3BOJICTBO MO JAely 00 aJIMHUHUCTPATHUBHOM
IIpaBOHAPYUICHUH, U MOTEPIEBIIEMY (TIPU €r0 HAJUYMK) HAMpPABIIAETCS 3aBEPEHHAs
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xonust noctanosneHus [Ipeacenarens Cyaa wnu ero 3amecturens au6o cyasu Cyna
10 pe3yJbTaTaM pacCMOTPEHUS TaKOM KanoObl (ITpoTecTa).

Konuu mnocTaHOBieHMH, pElIeHU, a TakXke JAOKYMEHTBI, MOJTBEPKIAIOIINE
MOJIHOMOYHMSI 3alIUTHHUKA, MPEICTABUTENS, 3aKOHHOTO MPEACTaBUTENS (PU3NUECKOTO
JUIA WIM 3aKOHHOTO MPEICTaBUTEINS IOPUIUYECKOTO JIMIA, B Ciiydyae oOpalleHus
TaKUX JHI[ C Kaoboi mpuobmatorcs k npousBoacTBy Cyna. MHble TOKYMEHTHI,
NPWIOKEHHBIE K jkallobe, BO3BpalIalOTCs JIMILY, MOAABIIEMY >XalloOy, MPOKYpopy,
IPUHECIIEMY ITPOTECT.

3.6%.9. 3aBepennbic Kommu mocTaHoBieHus Ilpeacemarenst Cyma WO ero
3amectutens Jmbo cynpu Cyna, KOTOPhIM OTMEHEHO paHee Ha3HAueHHOE
aJIMUHUCTPATUBHOE HaKa3aHHUE B BUJE aIMUHUCTPATUBHOTO BBIIBOPEHUS 3a MPEAEIbI
Poccuiickoii denepanuu MHOCTPAHHOTO Tpa)KAaHWHA WJIM JuUa 0€3 Ipa)JaHCTBa C
MOMEIICHUEM B CIIEHUATIBHOE YUPEXKICHUE HHOCTPAHHOTO TpaXKAaHUHA WM JTuua 0e3
IpaXKJaHCTBA, MOJJICKANIMX aJIMUHHCTPATUBHOMY BBIIBOPEHHMIO 33 TMPEJEibl
Poccuiickoii denepannu, HarpaBiSIFOTCS Uil UCHOJHEHHS MO MECTY COJEpKaHUs
WHOCTPAHHOTO TPKJAHWHA WM JIMla 0e3 rpakJaHCTBA, a TAKKe B CY/Jl, BHIHECIIHIA
IIOCTAHOBJICHHWE O Ha3HAYEHUM YKa3aHHOIO BbIIlI€ aIMUHUCTPATUBHOI'O HAKa3aHMSI.

3.6'.10. B ciydae paccMOTpeHHs %kano0bl (IPOTecTa) ¢ HCTPeGOBaHHUEM [ela 06
aJIMUHUCTPATUBHOM MPABOHAPYIIIEHUH B JIEJIO MOAIMIUBAIOTCS:

— aioba (mpoTecr);

— JOKYMEHTBI, MOJITBEPKAAIOUIME MOJHOMOYHUS 3alllUTHHUKA, MPEICTABUTEI,
3aKOHHOTO TMPEACTaBUTEN (PU3MUYECKOTO JIMIA WJIA 3aKOHHOTO MPEICTaBUTENs
IOPUIUYECKOTO JIMIA, B ClTydyae OOpallleHUs TaKUX JIMI] C Kal000M, MHbIE TOKYMEHTHI
no ykazanuto [Ipencenarens Cyaa wnm ero 3amecturens 1u6o cyasu Cyna;

— NOJJIMHHUK OMPEJEICHUSI O MPUHATUHU KaJIoObl (MPOTECTa) K MPOU3BOJCTBY
Cyna;

— nocta”osnenue Ilpeacenarens Cyna wiu ero 3amectutens aubo cyasu Cyna;

— KOMHM COMNPOBOJUTENBbHBIX IHCEM O HAIPaBICHUHU KONUI BBIHECEHHBIX
OTpeIeNICHUs], TIOCTAHOBJICHHS Y4aCTHUKAM ITPOU3BOJICTBA.

B npousBoacteo Cyaa noammBaroTCs:

— KOITUH JKaJIOOBI, MPOTECTA;

— KOMHU JOKYMEHTOB, MOATBEPKIAIOIIMX MMOJHOMOYHS JIML, OOPATUBIIUXCS C
JKaJI000M;

— KOIIUU BBIHECEHHBIX MPOLIECCYaTbHBIX JOKYMEHTOB.

3.6".11. Jleno o6 amMHHHCTPATHBHOM MPABOHAPYLICHUH HAMPABISIETCS B CYIL
MEPBOM MHCTAHLINH.

B chnydyae oOTMEHBI TOCTaHOBJICHHMS MO Jeidy 00 aAMUHUCTPATUBHOM
NpaBOHAPYIIEHUU W Mepelayd Jeja Mo MOACYJHOCTH B JApPYrod cya Jeso
HampaBJsieTCsl B CyJ, VYKa3aHHbIM B T[IOCTAHOBJIEHHM, a 3aBEpEHHAsl KOMuUs
NIOCTAHOBJIEHUSI — B CyA, M3 KOTOPOr0O OHO TOCTYNWJIO, a TakXke JIuLy,
oOpatuBIIEMYCs C Kajo00il (MPOTECTOM), JHILY, B OTHOLUIEHHMH KOTOPOIO BEIETCS
IPOM3BOJCTBO MO Aeny 00 aAMUHUCTPATUBHOM MPAaBOHAPYIICHUHU, U TIOTEPIEBIIEMY
(mpu ero HaJIu4uH).
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3.6°.12. TlpomsBoacTBa MO JenaM XpaHATCS B CEKpeTapuare CyaeOHOTro
cocTaBa B T€UCHHE TPEX JIET, TIOCTIE Yero B YCTAHOBJICHHOM TOPSIKE MEPEIAIOTCs B
OTJEJ XpaHEHUSI.

3.7. Oco0eHHOCTH 1eJI0NPOU3BOACTBA B CeKpeTapuaTax cy/1e0HbIX COCTABOB
Cyne0HOH Ko/JIeruy no 3koHomu4uecknMm crnopam Cyaa

3.7.1. KaccanmwioHHbIE TMPOW3BOJACTBA IO JejdaM IO  Pa3pelICHUIO
PKOHOMHYECKUX CIIOPOB, C(HOPMUPOBAHHBIC YTPABJICHHEM 110 OPTaHU3AIMOHHOMY
00eCIIeYeHUI0 PACCMOTPEHHSI OOpaIleHUN, TOCTYNMAlOT B COOTBETCTBYIOIINE
ceKkpeTapuarhbl cyJaeOHbIX cocTaBOB CyeOHOM KOUIETUH TT0 SKOHOMHUYECKUM CHIOpaM
COIJIaCHO CIELHUATIU3ALIMH.

[IpousBoacTra MPUHUMAIOTCS B aBTOMATU3UPOBAHHOM  PEKUME,
peructpupytorcsa B AUC u nepenatorcs cyJibe.

3.7.2. 3aBepeHHbIC KOIMUU OIPEJCICHHUM, BBIHECEHHBIX MPH PACCMOTPEHHUU
KAaCCAIIMOHHBIX JKaJoObI, MpeacTaBiieHuss 0e3 ucTpeOOoBaHMs Jelia, MEepelaaroTcs B
VYrpaBieHue no opraHU3alMOHHOMY O00ECTIEUEHUI0 PACCMOTPEHMsI OOpaIleHU st
HaIpaBJeHUs 3asBUTENAM (JIMIaM, YYAaCTBYIOIIMM B JieJie) B YCTaHOBJICHHOM
MOPSAKE.

[locne paccMOTpeHMs KacCallUOHHBIX  KajloObl, TMpeACTaBiICHUS  0Oe3
UCTpeOOBaHUsI JieJla 3aBEpEHHAas KOMHUsl ONpelesieHuss o0 OTKa3e B Iepeaade
KaCCaIllMOHHBIX KaJIOOBI, MPECTABICHUS JJIsI PACCMOTPEHUSI B CyA€OHOM 3acelaHuun
Cyne6noit komnernn Cyna nepenaércsi BMECTE ¢ MPOU3BOJICTBOM B YTIpaBJICHUE TIO
OpraHU3allMOHHOMY OOECIEUCHUI0 PACCMOTPEHMS OOpallleHuN Jis HarpaBJICHUS
3asBUTEITIO (JIUILY, YYACTBYIOLIEMY B JieJie) B YCTAHOBJIEHHOM TMOPSJIKE.

K nmpou3BoacTBy npuoOmaroTes:

- TMOIJIMHHUK OIpEJETICHNUS;

— KOIIHS COMPOBOJIUTEILHOIO MUCHMA;

— HWHbIE JOKYMEHTHI 10 YKa3zaHuto cyapu Cyna.

3.7.3. Ilocne paccMOTpeHHMS KacCAIlMOHHBIX >KajoObl, MPEICTaBICHUS IIO
MaTepuaiaM HUCTPEOOBAHHOTO Jieia 3aBEpeHHasi KOMUS OINpPECIICHHs HAMpaBIseTCs
3asBUTENISIM  (JIMI[aM, YYacTBYIOIIMM B JieJie) B YCTAHOBJIECHHOM HACTOSIIEH
NHCcTpyKIIMEN NOpsIKE.

B cnydae BbiHeceHusi ompezesnieHUsT 00 OTKa3ze B Iepefaye KacCallMOHHBIX
KajmoObl, TIPEACTABJICHUs IS pacCMOTpeHus B cyacOHoMm 3acemanuu CyneOHoit
koJuterun CyJia MOJJTMHHUK ONpeeIeHus, KaCCallMOHHbBIC JKaJl00a, MPeCTaBICHUE U
KOIHUSL COMPOBOJAMUTENILHOTO MHChbMa MOJIIMBAIOTCS B Mpous3BoacTBO. OnHa U3
3aBEPEHHBIX KOIMWUM OMNpeeseHus] MOMAIIMBACTCA B JEN0, Jpyras — HalpaBlsSIeTCs
3asBUTEJIIO B YCTAHOBJIECHHOM IOPSIKE.

3.7.4. Komuu  BBIHECEHHBIX CyIbEW  OMpENeNeHHH O  TPUHITHH
00eCIeYnTENHHBIX MEP WM 00 OTMEHE 00ECTICUeHHUsI, 3aBEPEHHBIE B YCTAHOBICHHOM
MOPSIAKE, HE3aMEIJIUTENIbHO MEpPENaloTCsl B SKCHEIULUIO JUIsl HAMpaBJICHUS MX
JUllaM, y4YacTBYIOIIMM B Jeje, APYTUM JIMI[aM, Ha KOTOPBIX CYJOM BO3JIOKEHBI
00SI3aHHOCTH TI0 MCTIOJHEHUIO OOECIIEUUTENFHBIX MEp, a TaKKe B 3aBUCHUMOCTH OT
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BUJIa TIPUHSATHIX WJIA OTMEHEHHBIX MEP B TOCYJApPCTBEHHBIC OpPTraHbl, UHBIE OPTaHBI,
OCYUIECTBIISIONINE TOCYIAPCTBEHHYIO PErUCTPALIMIO UMYIIIECTBA UJIK TIPaB Ha HETO.

3.7.5. Ecmu Bbja4a HCHOJHUTEIBHOTO JIMCTa IO CYIeOHOMY  aKTy,
BbIHECeHHOMY CyZ10M, BO3JI0K€HA MPOIECCYaIbHBIM 3aKOHOM Ha apOUTPakHbIN CY]I,
paccMaTpuBaBIIMKA €0 B MEpBOM MHCTaHIMHU, TO nmuchMo Cyna o BblJadye TaKoro
WCIIOJIHUTENILHOTO JIMCTA HAIMpaBISETCd BMECTE C 3aBEPEHHOM B YCTAaHOBJICHHOM
MOPSIJIKE KOMHUEH CyneOHOro akTa B COOTBETCTBYIOIIMNA apOUTpPa)KHBIM Cyj mepBOn
WHCTaHITUU.

3.7.6. Tlocne paccMOTpeHUS KaCCAIMOHHBIX KAJIO0OBI, MPEICTABICHUS BMECTE C
nenoM B cyaeonoM 3acenannu CyneOHo# koymeruu Cyma B 1€710 MO IITHBAIOTCS

— TIOJJTMHHUK KaJI00bl WJIW TIPEICTABIICHNUS,

— OT3BIBBI (BO3pAXKEHUS) HA KATIOOY;

— W3BCIICHMS JIUI, YYaCTBYIOIIMX B Jeile, O Jare, BPEMEHH M MECTe
pPacCMOTpPEHHUSI J1eTa;

— JIOKYMEHTBHI, TIOJITBEPKAAIOIIIE TTOJTHOMOYHS aJJBOKATOB, IPE/ICTABUTEIICH;
MOJTMHHUKY NPUHATHIX CynoM Cy1eOHBIX aKTOB IO JEIY;

WHBIC JIOKYMEHTBI, MPUOOIIIEHHBIE B X0/I€ CY/IeOHOTO 3aceJaHusl.

B npou3BoicTBO MOMIITUBAIOTCS:

KOIMU KaJT00bl UK TIPE/ICTABIICHHUS,

KBUTAHIMS 00 yIulaTe TOCYIapCTBEHHOW TONLIMHBI WA JOKYMEHTHI,
MOATBEP)KIAIONINE TIPaBO HA TMOJIYYEHHE JBTOTHI IO yIUIaTe TOCYAapCTBECHHOU
MOTILJTUHBI,

— XOJlaTaicTBa;

— KOIHS OT3bIBa (BO3PAKEHMS) HA Kano0y;

— KONWU W3BCIICHHWHA JIUI], YYaCTBYIOIIUX B JIeJie, O JaTe, BPEMEHH M MECTE
pPaccMOTPEHHUS JeNa;

- KONUU  JOKYMEHTOB, MOJTBEPXKIAIONIMX  IOJTHOMOYHS  aJBOKATOB,
MPEICTaBUTEIIEH;

— Komnuu BbiHECEHHBIX CyZI0M CyJIeOHBIX aKTOB TIO JIETY;

— KONUs MHUChMA B Cy/Jl MEPBON MHCTAHIIUU O BBIJIaY€ MCIIOJIHUTEILHOTO JIUCTA
(Ipu HATMYHH);

- KONHUU COMPOBOJUTENHHBIX MUCEM OO0 OTMpPaBKE KOMUMA CYJEOHBIX aKTOB
3asBUTEIISIM (JIUIAM, YYACTBYIOIIUM B JIEJIE);

— KOIIMHW WHBIX JOKYMEHTOB, MPUOOIIEHHBIX B XO/C CYJACOHOT0 3aceaHusl.

3.7.7. IIpou3BoacTBa MO JieiaM XpaHITCS B CeKpeTapuaTe CyAeOHON KOJIJIErHH
10 SKOHOMHYECKHM CIIOpaM B TCUYCHHE TPEX JIET, MOCJE Yero B YCTAHOBJICHHOM
TIOPSIJIKE TIEPEIAIOTCS B OTACI XPAHCHHUS.

3.7.8. CynebHoe naeno, mojjexaliee BO3BpaTy MO MUHOBAaHUU HAJ0OHOCTH,
oopmiileHHOE HaANEKAMUM 00pa30M, 3allaKOBaHHOE B MAKeT C yKa3aHHEM ajpeca
JIOCTaBKU, Tepena€Tcss B OKCICIUIIMIO TIOJ PACIUCKY IS TOCJEAYIOMeH ero
OTMPABKU B CyJ HIDKECTOSIIEH WHCTAHIIMU, U3 KOTOPOTO OHO OBLIO UCTPEOOBAaHO,
1100 B COOTBETCTBHUH C ompezeneHneM Cyaa HampaBisgeTCs Ha HOBOE PACCMOTPEHUE
B COOTBETCTBYIOIIUN apOUTPAKHBIN CY/I.
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3.8. Oco0eHHOCTH 1eJI0NPOU3BOACTBA B CEKPETAPUATAX Cy/1e0HBIX COCTABOB
Cyne0HO# KoJJIeruy 1o yrojaoBHbiM aejam Cyaa

3.8.1. Ilpu mnoaroroBke Jena K pacCMOTPEHUI0 B CyneOHOM 3acelaHuu
IPOBEPSIETCS] HAMMYME XOJATallCTB OCYKIAEHHOIO O €ro ydacTUM B CYJEOHOM
3acejaHuM JIMOO0 00 OTKa3ze OT y4acTHsi B PAcCMOTPEHHMM Jiela, a TaKXKe O
IPENOCTABIECHUH aJBOKATa, IEPEBOTUMKA.

Ecnu oCcyxIE€HHBIM CONEPKUTCA B YUPEKICHUH YTrOJIOBHO-UCITOIHUTEIBHON
CUCTEMBI (fajiee — YUPEXACHUS), OCHAIIEHHOM BHICOKOH(EPEHI-CBSA3bIO, TO TpHU
HaJIMYMM XOJAaTaiiCTBa O €ro y4acTHMH B PACCMOTPEHHH Jie€Jla JEJIO Ha3HAdaeTcs K
PacCMOTPEHHUIO.

[Ipy HEOOXOAMMOCTH  JTANMPOBAHUS  OCYXKAEHHOTO B  YUPEKICHUE,
o0ecrnieunBaroIiee BHACOKOHPEpEHL-CBA3b ¢ CyaoM, KONHUU OmpeneiaeHus o0
ATAUPOBAHUM PACCHUIAIOTCS B YUPEXKICHHUE, B KOTOPOM COAECPIKUTCS OCYKIAEHHBIN, U
B YUPEXKJEHHUE, B KOTOPOE OH JIOJKEH MPUOBITH.

JlaTa OCTaBKU OCYKIEHHOIO U HOMEDP YUPEKACHUS BHOCATCS B DJIEKTPOHHYIO
kapTrouky AMC, nmocie 3Toro 110 Ha3Ha4aeTcs K CIIylIaHUIoO.

3.8.2. Ilocne paccMOTpeHHs YTOJOBHOTO Jeya cyAeOHOM KoJulerued B J1e0
NOJIIMBAKOTCS:

- opAepa aJBOKAaTOB, TOBEPEHHOCTH;

— XajoO0bl, IPeICTaBICHNUS,

— XapaKTEepUCTHUKH;

~ [OCTAHOBIICHHE O HASHAYCHHH 3aCCHAaHMs Cyda  ANCIUTIIIMOHHON
(KaccanroHHOH) " HHCTAHIMM WM TOCTAHOBICHHE O Iepeqade KacCAIIHOHHBIX
XKanoO0bl, MPEJCTABICHUS C YrOJOBHBIM JE€JIOM JJisi PacCMOTPEHHUS B CyIeOHOM
3ace/laHnH Cy/1a KaCCalMOHHOW MHCTaHLNN;

— KOIIMM HW3BEUICHUI YYaCTHHKOB IIpolecca O MECTEe, JaTe€ W BPEMEHHU
Cy1eOHOr0 3ace/IaHus;

— HMHbIE HEOOXOUMbIE TOKYMEHTBI, B TOM YMCJI€ YBEJOMJICHUSI 00 U3BEIICHUN
YYaCTHHKOB IIPOLIECCA;

— JIOKYMEHTHI, MPUOOUIEHHBIE B X0/1€ Cy1e0HOT0 3acelaHus;

IPOTOKOJI CYZIeOHOTO 3aceaHus;

pemienust Cyza no pe3ysibTataM pacCMOTPEHUS Jela;

conmpoBoUTeNbHbIe muchbMa Ha Onanke Cyna ¢ mometrkot «CPOYHO-
CHIMXEHHUE» nnu « CPOYHO-OCBOBOX/IEHHE;

- JIMCT-3aBepUTElb (IpuiiokeHue S1).

[ToammuTeie K €Ty JUCThI HYyMEPYIOTCS M BHOCSITCS BO BHYTPEHHIOIO OIHUCH,
KOTOpas 3aBepsieTcss pabOTHUKOM CeKpeTapuaTa cyJeOHOro cocrana.

2 Io nenam, PACCMOTPEHHBIM CYJIOM MEPBON WHCTAHIMK J0 HAayajaa JAEATeIbHOCTH KAaCCAI[MOHHBIX M aleUISIIIHOHHBIX
CY/IOB.

¥ o nenam, PAacCMOTPEHHBIM CYZOM [EPBOM MHCTAHIMK II0CJAE Hayala [eSTEIbHOCTH KAacCAI[MOHHBIX U
aTeJUSIIIMOHHBIX CY/IOB.
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3.8.3. 3aBepennas komnus pemeHuss Cyza B OTHOIIEHUH JIMIIA, COJAEPIKAIIETOCS
Mo CTpaked (IBa DSK3EMIUIsSpa), HAIMpaBIsSeTCs IO MECTy €ro CoJAepKaHus
(oTOBIBaHUS HAKAa3aHUs), @ B OTHOIICHUH ONPABJAHHOTO — MPUKIIAJILIBAETCS K JIETY.

3aBepenHas komnus pemieHuss Cyaa, KOTOPBIM OCYKIEHHOMY CHI)KEHa Mepa
HaKa3aHus (/IBa DK3EMIUIsIpa), HAMpPaBISAETCA C CONPOBOIAUTEIBHBIM MUCHMOM Ha
omanke Cyna ¢ nmometrkoit « CPOUHO-CHMXXEHUWEY» nns ucnogHeHUs] MO MECTy
coJiep>kanus (OTOBIBaHUS HaKa3aHus1) ocykaAEHHOro uepe3 [lepBrbiil oTaen.

3aBepernas komus pemeHus Cyna OO0 BBIMHCKA M3 €r0 PE30JIFOTHBHOM
YaCTU, B COOTBETCTBUU C KOTOPBIM OCYKAEHHBIN MOMJICKUT OCBOOOKIACHUIO U3-TI0]
CTpaku (1Ba 3K3EMIUISPA), B YCTAHOBJICHHBIE 3aKOHOM CPOKHM HAMpAaBIIAECTCS 4YEpe3
[lepBbIil OTHEN € CONPOBOAMUTEIBHBIM NUCbMOM Ha OsaHke Cyaa ¢ MOMETKOU
«CPOYHO-OCBOBOXIEHUE» nans uWCHOAHEHHWA MO MECTYy  COJEPKAHHUS
(oTOBIBaHMS HAKa3aHUS) OCYXKIEHHOTO.

3.8.4. Tlocne paccMoTpeHus KaloObl, TPEICTAaBICHUS Ha pEIIeHue 00
W3MEHEHUH TEPPUTOPUATIEHOMN MOJICYTHOCTH JIENIO0 HAPABIISIETCS B Cy/I, YKa3aHHBIN B
CyJleOHOM pEIlIeHUHU, JUIsi PAacCMOTPEHHUs IO CyIecTBy. B ciydae u3MeHeHUs
TEPPUTOPUAIBHON MOJCYAHOCTH KOMUS CONMPOBOJUTEIBHOTO MUCHhMA ISl CBEICHUS
HaIIpaBJISIETCS B CY[, U3 KOTOPOTO OHO MOCTYITUJIO.

3.8.5. [Ipu BbIHECEHUU MOCTAHOBJICHUSI 00 OTKa3e B Mepeaue KacCallMOHHBIX
KanoObl, TPEACTaBICHUS JUIsI PAcCMOTPEHUS B CyIeOHOM 3acelaHuH Cyna
KACCALIMOHHOM MHCTAHIMU 1O MaTepualaM YTrOJOBHOTO Jeja OAHA U3 3aBEPEHHBIX
KOIUM HampaBisieTcsl 3assBUTENI0, & BTOpas MPUOOIIAETCS K 1Ty .

[Ipu orcyrcTBUM ocHOBaHuM aJis BeiHeceHus [Ipeacenarenem Cyna nubo ero
3aMECTUTEJIEM ITOCTAHOBJIEHHS 00 OTMEHE, YKAa3aHHOI'O BBIIIE [MOCTAHOBJICHHMS
MOJTMHHUK O(PUITMATLHOTO MUChMa HAMPABIISIETCS 3asIBUTEITIO.

[Ipy BbIHECEHUM TIOCTAHOBJICHHUSI O TIepe/ladye KacCallMOHHBIX >KaJoOBI,
MIPE/ICTABIICHUS C YTOJIOBHBIM JIEJIOM JIJIsSi PACCMOTPEHHUS B CYZIcOHOM 3aceaHuu Cyia
KAaCCAllMOHHOW WHCTaHIMU JIeJI0 C TMOJJIMHHUKOM JIaHHOTO TIOCTaHOBJICHUSI U
Kano0oi, MpejcTaBiICHUEM TiepenaérTcss Ha PAacCMOTPEHHE B CyJ KacCallMOHHOM
WHCTaHIIUU.

3.8.6. Bca umHbopmanus 1Mo pacCMOTPEHUIO YTOJOBHBIX €1 BHOCUTCS B
ANEKTPOHHYI0 KapTouky AVC.

3.8.7. [Ilepemaua B DOKCHEAWIMIO IS OTHPaBKH  OQPOPMIICHHBIX B
YCTAaHOBJICHHOM TOPSIIKE JIeNl  OCYHIECTBJISIETCS TOJ pPAaclHUCcCKy Ha KOMHH
COMPOBOJAUTEILHOTO MTUCHMA.

3.8.8. Ilo kaxxnomy cyneOHOMY Jielly BeIETCsl IPOU3BOICTRO.

[To pe3ynpTaram paccMOTpeHUs Jefia CyAcOHOM KOJUIETHEeW B MPOU3BOJACTBO
MOAIINBAIOTCS:

— COINPOBOAUTENLHOE MTUCHMO HIXKECTOSIIETO CY/1a;

— KOMHHU 00KaTyeMbIX CyeOHBIX PEIICHU;

31
— KOIINA MOCTAHOBJICHWA O HABHAYCHNH 3aCCIaHNA Cyd alICIIVIIIIUMOHHON

31 N
IMo menam, pacCMOTPEHHBIM CYJOM MEPBON MHCTAHIUY J0 HAayajia JAEATeIbHOCTH KAaCCAI[MOHHBIX U aleUISIIIHOHHBIX
CYZOB.
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(KaccalMOHHO#) > MHCTAHIMH WK KOTIHS TOCTAHOBIICHHS O Mepeade KacCallHOHHBIX
XKanoObl, TPEJCTABICHUS C YTOJOBHBIM [I€JIOM JJIi PACCMOTPEHHUS B CYyJIeOHOM
3ace/laHu! Cy/1a KaCCallMOHHOW MHCTaHIIUY;

— KONUU WU3BEUICHUH YYaCTHUKOB IIpollecca O MECTe, JaTe U BpPEMEHU
CyJ1IeOHOTO 3ace/JaHus;

— WHBIE HEOOXOJIUMbIE JOKYMEHTBI, B TOM YHCJIE€ YBEIOMIICHHS 00 U3BEILICHUU
YYaCTHUKOB TIPOIIECCa, 3alpOChl Ha UCTPeOOBAaHUE Jiea B KACCAIMOHHOW MHCTAHIINH;

— KOMHSI MPOTOKOJIA Cy/IeOHOTO 3aceaHus;

- 3aBepeHHble kKonuu pemeHnid Cyaa no pe3yiabTaTaM pacCMOTPEHUS AEIa;

— KONUS CONPOBOJMUTENBHOIO mnHchMa Ha OmaHke Cyna ¢ MOMETKOU
«CPOYHO-CHMXXEHUE nmn «CPOYHO-OCBOBOXJIEHUE;

- Konus conpoBoauTenbHoro nucbma Cyna (k aemny).

[To pesynpTaTaM H3y4YE€HHUS KAaCCAIMOHHBIX JKAJIOOBI, MPEICTABICHUS TIO
MaTepurasaM yrojoBHOTO Jiejia B IPOU3BOACTBO MOIIMBAOTCS:

— MOJUIMHHUK TIOCTAHOBJIEHUSI CyAbH OO0 OTKa3ze B Iepelraye KacCallMOHHBIX
XKaJIoObl, MpPEICTaBICHMUSI MJII PAcCCMOTPEHUS B CYJEOHOM 3acelaHuu Ccyjaa
KacCallMOHHOM MHCTAHUMW WJIA KONUS TIOCTAHOBJIEHUS CYIbUM O IIepejaude
KaCCallMOHHBIX KaJ00Bbl, MIPEICTABICHUS C YTOJOBHBIM JIEJIOM JJII PAaCCMOTPEHUS B
CyJeOHOM 3acelaHMM Cy/a KacCallMOHHOM MHCTAHLMHU JUOO KOMUsA OPUIHAIBHOTO
nuceMa [Ipencenarens Cyna (3amecturens Ipencenarens Cyna);

- opIepa aJBOKAaTOB, >XajloOa, MPEJCTaBICHUE C KOMUSAMHU O0XKaIyeMBbIX
CyJIE€OHBIX PpEIIECHUN, XapaKTePUCTUKU (B cCllydae BBIHECEHUS MOCTAHOBIEHUS 00
OTKa3ze B IepeAaue KacCallMOHHBIX *anoObl, MPEICTaBIEHUS JJII PACCMOTPEHHUS B
CyJ1IeOHOM 3aceaHu| CyJia KaCCAllMOHHON MHCTaHIUN);

— MHBIE JOKYMEHTBI, B TOM YHCJIE 3alpOChl HA UCTPEOOBAHUE JIENa;

— CONPOBOJAMUTEILHOE MTUCHMO HIXKECTOSIIETO CY1a;

- KOIHS compoBoauTebHOro nuckMa Cyma (k aeny).

JIOKyMEHTBI B MPOM3BOJACTBE PACIOJIAralOTCd B XPOHOJIOTMYECKOM IOPSIKE.
Ha 0650%Kax mpocTaBisieTcsi HOMEp U 0COObIe OTMETKH (OTMEHA, CHI)KCHHE MEpbl
HaKa3aHus U T.I1.).

3.8.9. IlpousBoacTBa XpaHATCS B CEKpeTapuare Cy/e0HOTO COCTaBa B TEUCHHE
TPEX JIET, MOCJIE YETO B YCTAHOBJIEHHOM IMOPSAKE NEPENAIOTCS B OTAET XPAHEHUS.

3.8.10. Ilpu BbmHecenuu uacTtHOoro omnpenenenus Cyaa NOATUHHHUK
MOJIIMBAETCS B JI€JI0, 3aBEPEHHass KOMHUS C COMNPOBOJUTEIBHBIM MHCHMOM
HaIpaBJIsieTCs PYKOBOJUTENIO COOTBETCTBYIOLIEH opranu3auuu. Komusi 4acTHOro
ONMpENeNeHus] ¢  KOMHMEeW  CONpPOBOAMUTENHLHOTO  MHChbMa  IOMENIAeTCs B
COOTBETCTBYIOIIUN HAPSA.

YacTHOe ompejeneHre HaxOJIUTCS Ha KOHTPOJIE B CEKpeTapuare cyneOHOTo
coctaBa. CooOUIEHUS] O MPUHATUU MEp MO YACTHBIM OIpPEAENECHUSM TOBOMASTCS N0
CBEJICHUS COCTaBa Cy/1a, BBIHECUIETO YACTHOE ONPEIEIEHUE, U MOJIINBAIOTCS B HAPST
YaCTHBIX OIPEICIICHUM.

32 o
Ilo AcjiaM, paCcCMOTPEHHBIM CYAOM IHE€PBOU HMHCTAHIUH TIIOCJIC Ha4daJla [JACATCIbHOCTH KAaCCAUMOHHBIX U

aAreJUIAIMOHHBIX CY0B.
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Bces mabopmarus mo 4YacTHOMY OMNPENEICHUI0 BHOCUTCS B DJIEKTPOHHYIO
kaptouky ANC.

3.8.11. Ilpu BbIHeceHMHM ompeaesieHus (IIOCTAHOBJEHUS) O BBIIUIATE
BO3HATPaXJICHUSI aJBOKATY M B3bICKAHUM C OCYXAEHHOTO MPOIECCyaIbHbBIX
U3JIEPKEK B CBS3M C OKa3aHUEM €My IOPUAMYECKON MOMOIIM MpPH PAaCCMOTPEHUU B
Cyne yronoBHoro jaena jaub0 00 OCBOOOXKIEHHUU €ro OT BO3MEIICHHUS YKa3aHHBIX
U3JIepKEeK MOJIMHHUK €T0 MOIINBAETCS B JEO.

OOpameHre K UCHOJHCHHUIO YKA3aHHOTO OIpeAesieHus (IMTOCTaHOBJICHUS)
BO3JIaraeTcs Ha Cy/, pacCMaTPUBABIINI YTOJIOBHOE /10 MO MEPBON WHCTAHIIHH.

Kommst 3asBiieHMss aaBokaTa W KOMWS  ONPEACICHHWS O  BBILIATE
BO3HATPAXKJICHUS  aJBOKaTy  HampaBisgercss B DHUHAHCOBO-dKOHOMHUYECKOE
ynpasienue Cyna.

3.8.12. Tlpu BeIHECEHMM oOmpeaeNieHus (MOCTaHOBJICHUS) 00 orutate pabOThI
NepeBOIUMKa, TOJJIUHHUK  oOmpeneicHus  (IMMOCTAHOBJICHMS) C  3asBJICHUEM
nepeBourKa 00 oriate paboThl MOANIUBAIOTCS B JEIO.

3aBepeHHass Komusi ompeneiacHus (TOCTaHOBJEHHUsI) BMECT€ C KOIHEH
3asIBJICHUS MEPEeBOUMKA HAIMpPaBIsOTCS B OUHAHCOBO-PKOHOMHUYECKOE YIIPABJICHHE
Cyna st BBITUTATHI ICHEKHBIX CPEJICTB.

3.9. lenonpousBoactso B cekperapuare [Ipesugunyma

3.9.1. TlocrynuBmme B cekperapuar Ilpesuamyma cyneOHble jena
IIPUHUMAIOTCS B aBTOMAaTU3MPOBAaHHOM pexume u perucrtpupyrorcs B AUC.
JlokyMeHTaM Mo JieJaM MO Pa3pelIeHUuI0 YKOHOMUYECKUX CIIOPOB, PACCMOTPEHHBIM
CynoM B KauecTBe cyAa IMEpBOM HMHCTAHIUHU, a TaKXKe apOUTPAKHBIMU CyJIaMU
Poccniickont ®enepannn, CyoM MO MHTEUIEKTYyalbHBIM IIpaBaM, JIOMOIHUTEIBHO
NPUCBAaUBACTCS MITPUX-KOJ (TpUitoskeHue 73).

3.9.2. Cynebnpie fena, TMOCTYNUBINHE TO JKajloOe (TPeICcTaBICHUIO),
NPUHUMAIOTCS B YCTAHOBJIEHHOM HOpsAKe (IO paclUCKy) ¢ MPOBEPKON KOJIUUYECTBA
TOMOB U ITPUJIOKEHUM.

[Ipu peructpanuu aena 3anojHATCI HEOOXOAUMbIE PEKBU3HUTHI AIEKTPOHHON
kaptouku AVC: pervoH, nata peructpainuy, HAUMEHOBAHUE KOJUIETHH, TTOPSIKOBBIN
HOMED Jena B HukecTosimed nHcranuuu Cyfna, roj] perucTpalld B HUKECTOSIIEH
nHctanuuu Cyna.

Bce pekBU3HUTHI AIEKTPOHHON KapTOUKU 00513aTENbHBI JIJIS 3aII0THEHUSI.

XKanoObl U mpeacTaBieHUs], IO KOTOPbIM UCTPEOOBaHbI Jieia AJis MPOBEPKU B
MOpSIIKE HaJa30pa, HAXOJATCSd Ha KOHTposie B cekperapuare llpesmamyma g0
NoCTyIJieHus1 cyneoHoro nena. [loBropHbie 3ampockl 00 UCTpeOOBaHUU CyJEOHBIX
Jies1 1o kanio6am (TIpeICTaBISHUSIM) HAPaBJISIOTCS He peke yeM uepe3 30 qHel.

3.9.3. Panee BHecEéHHas cyneOHbIMU KosulerusiMu Cyna uHbopmanus Mo
CyIeOHbIM JieniaM (KaTeropus Jieia, HAMMEHOBaHHE CyJia MEepBOil MHCTAHIIUM, HOMED
Jena B CyJ€ MEepBOW HMHCTAHLIMM, Jara peleHus (OnpelneieHus) B CyAe NEepBOM
WHCTAaHUUHU, pEe3yJbTaT PAaCCMOTPEHMs Jena CyJAOM NEpBOM MHCTAaHUMUA MU T.J.)
0TOOpa)kaeTcs B JEKTPOHHON KapTOUYKE B AaBTOMAaTU3HUPOBAHHOM PEKHUME.
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3.9.4. PabotHuk cekperapuara llpesunuyma mpoBepseT MNPaBUIBHOCTH
oToOpaxx€HHOM mH(bopMaruu. B ciayyae oTCyTCTBHS HEOOXOAUMBIX JAHHBIX WM MX
OLIMOOYHOCTH PabOTHHKAMU CEKpeTapuaToB cyAcOHbIX koyueruit Cyna BHOCUTCA
JOTIOJTHUTENbHAS HHGOPMAIIUS WM UCTIPABIISIOTCS HETOYHOCTH.

3.9.5. TlopsinkoBbiii HOMep cyaeOHoMy neny npucBauBaercas AUC ¢ yuérom
kareropun Jnena (CyneOHas KOJIJIETHsS MO JieJaM BOEHHOCIYXKAIllUX, CEKPETHOE,
MOCTYIHUBIIIEE C HAJ30PHBIM MPEACTABICHUEM).

JlaTa peructpanuui U MOPSIAKOBBIA HOMEP YKA3bIBAIOTCA B PETHCTPALIMOHHOM
IITaMITe, IPOCTABIIEMOM Ha 00JIOKKe Jiena (puiiokeHue 74).

3.9.6. PeructpanyioHHbIii HOMEP HAJ30pPHOTO MPOU3BOJCTBA MO CyAcOHOMY
Jeny, TmocTynuBlieMy B cekpertapuar IIpesumaumyma, COCTOMT M3 MOPSAIKOBOTO
HOMepa; neduca; OyKBEHHOTO O0O3HAUEHUSI KAaTETOPUM Jejla M HEKOTOPBIX €ro
ocobennocreit (I1 — yronoBHoe neno obuieit noacyaHoctu, [1B — rpaxkpanckoe nemno
obmei moncyanoctu, HAJI — aamumauctpatuBHoe neno, IIDK —  meno,
paccMOTpeHHoe apOouTpaxkHbiM cyjaoM, [IK — yromoBHoe jeno, paccMOTpeHHOE
CynebHolt komteruei mo jaenaM BoeHHochyxkamux, IIBK — rpaxkmanckoe neno,
paccmorpenHoe CyneOHOM KojulerHed 1o jaeinaMm BoeHHocayxamwmx, [IJ[ — memo,
paccmoTpenHoe JucuumnuHapaoi kosuieruei, I11C — yroiaoBHoe €510 cienUaIbHOM
noacynnoctu, C — cekpetHoe neino; [P — geno, moctynuBiiee ¢ MpeaCTaBICHUEM
npokypopa, I[IPC — neno, nocrynusiiee ¢ NpeacTaBICHUEM POKYpOpa, CEKPETHOE);
MOCIICAHMX IUQP KaleHaapHoro roja (Hanpumep: 25-11B15).

3.9.7. Ha kaxmoe cymeOHOe aemo (opMHUpYETCS B SJIESKTPOHHOM BHIC C
MOCJEAYIONIMM 00s3aTeIbHBIM BBIBOJIOM Ha OYMa)KHBIM HOCHUTEIh CTaTHCTHYECKAs
KapTOo4Ka, KOTopas MpUOOIIAeTCs K ey JJIsl 3a0JTHEHUS .

3.9.8. B oanextponnyro kaprouky AWC BHOCSTCS mara mepemayd jaena Ha
u3yueHne u (pamunaus CyJbH, 3aTeM JeJ0 MepeaacTcs Cylbe MO PAaCHUCKy B
JIALIEBOM CUETE.

3.9.9. Tlocne n3ydenus nena B 2NeKTpoHHYyI0 kKapTouky AWC BHOcATCS ngaTta u
pe3yabTaT U3yUEHHUS JIeIa.

3.9.10. Bmecre ¢ mocTaHOBJIEHHEM CyAbM 00 OTKa3e B Iepeaade Haa30pHBIX
Kano0bl, MPEICTaBIECHUs JIJII PacCCMOTpEHUs B cyneOHOM 3acenanuu l[lpesmamyma
Cyma (mubo ompeneneHrueM 00 OTKaze B Iepefadye HAI30PHBIX  KaIOOBI,
MPEICTABICHUS JUISI pacCMOTpeHus B cyneOHom 3acenanuu llpesmamyma Cyna) B
MPOU3BOJCTBO TMOJIIMBAIOTCS KajoOa (TpelICcTaBlieHWe) UM HWHBIE JIOKYMEHTHI,
CBSI3aHHBIC C UCTPEOOBAHUEM U U3YUYCHHEM JIeTa.

3asBUTEIII0 HAMPABIISIIOTCS 3aBEPEHHAsi B YCTAHOBJICHHOM TOPSIKE KOIHUS
MOCTAHOBJICHUS (OMpeNeNeHUs1) CyIbd W UHBIE JTOKYMEHTHI (MO0 HUX KOMHH),
PUIOKEHHBIE K jKaole.

Konuu ompeneneHuit 0 mpuOCTaHOBICHUHM HWCIOJHEHUsI CylAeOHOTO aKkTa, 00
OTMEHE TMPUOCTAHOBIICHUS M3rOTABIMBAIOTCA B YCTAHOBICHHOM TOPSAKE H
HaIpaBJISIIOTCS JIMIAM, YYaCTBYIOIIUM B JI€Jie, HE MO3/JHEE CJICAYIOIIETO JIHS TMOCIe
JTHS BBIHECEHUS ONPEEICHUMN.

CBeneHus 0 pe3yJbTaTax pacCMOTpPEHUs Jena, O JlaTe HaIlpaBlICHUS W
HAUMEHOBAaHUU CYJa, B KOTOPBIH OHO OBUIO HampaBleHO, a TaKxke GaMUIus
CEKpeTaps, HAMPaBUBIILIETO JI€JI0, BHOCATCS B AEKTPOHHYIO KapTouky AVC.
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3.9.11. B cnyuae mepemaun HaA30PHON KATOOBI WM TIPEICTABICHUS C JIEJIOM
JUTsL paccMOTpeHus B cyieOHoM 3acenanu [Ipesuanyma Cyna neino HazHavyaeTcs st
JoKJIa/1a Ha 3acenanuu [Ipesnanyma.

B snekrponnoit kaprouke AVC yka3pIBaloTcs gata U Bpemsi CylllaHus Jiefa, a
Takxe (pamMuins U MHULUAIBI TOKJIAJ4YHKa.

3.9.12. JlumaM, wuHTEpEeChl KOTOPBIX 3aTpardBarOTCs KajaoOoW WM
MPEACTABICHUEM, HANpPaBISIIOTCA M3BEIIEHUSd O Jare, BPEMEHU U MECTe
PacCMOTPEHHUS JieNa ¢ MPIIOKEHUEM KOTTUU HAI30PHBIX KaI00bI, TIPEACTABICHHS, a
Tak)Ke KOIWHU MOCTaHOBJeHHs nubo ompeneneHuss Cyaa o mepedade HaI30pHBIX
XKaoObl, MPEICTaBICHUs C JEJIOM JJisi PacCMOTPEHHs B CyAeOHOM 3aceaHuu
[Ipesuanyma Cyna.

JlomonHeHUsT K KayjoOaM, 3ampoChl WIM JAPYTHE JOKYMEHTHI IO JCIy
HEMEJICHHO MePelaloTCs CyIbe, B MPOMU3BOACTBE KOTOPOTO HAXOAUTCS JEIIO.

3.9.13. Ha kaxmoe rpakJaHCKOE JIeJI0 U Ha KaXKJ0€ JMI0 MO YrOJIOBHOMY
JIey, B OTHOILIEHHWU KOTOPOTO HAJ30pHBIE kanoba, MPEACTaBICHUE C YrOJOBHBIM
JIeJIOM TIepeaHbl JUIi paccMoTpeHusi B cyneoHom 3acempanuu Ilpesmanyma Cyga,
dbopmupyeTcsi CTaTUCTHYECKash KapTouka, KOTOpas MpHoOmIaeTcs K JAeily s
3aMoOJHEHUS TIOCIIe PACCMOTPEHUS JIea.

3.9.14. Ecnu cyaebHoe 3acelaHhe MPOBOJIUTCS B PEKUME BUICOKOH(PEPEHIT-
CBSI3U, TO 00 3TOM JI€NIae€TCS COOTBETCTBYIOIIAsI OTMETKA B AJIEKTPOHHON KapTOUKe
AWC, a Take yKa3bIBA€TCS CJIEACTBEHHBIA U30JATOP, C KOTOPHIM IMPOBOJIUTCS CEAHC
BUJICOKOH(DEPEHII-CBA3H.

3.9.15. CocraBnsiercsi moBecTka 3acemanusi [Ipesuamyma, B KOTOPOH
YKa3bIBAIOTCS JieJia, HA3HAYEHHBIE K PACCMOTPEHHUIO.

3.9.16. B cooTBeTcTBHM C TpeOOBaHUSIMH TPOIIECCYATHHOTO 3aKOHOAATEIHCTBA
IpU y9acTHH B CYJACOHOM 3acelaHWHM WHBIX YYaCTHHKOB CYIOTPOW3BOJICTBA Y HHX
oTOMpaeTCs MOIMKCKA YCTaHOBJICHHOTO 00pasia (nmpunoskenus 48, 49).

3.9.17. B xome cynebHoro 3acemanusi IIpesumnyma Benércss MPOTOKON C
WCIIOJIb30BAaHUEM AaBTOMATH3WPOBAHHOW CHCTEMBI TPOTOKOJIMPOBAHUS CYJIEOHBIX
3acejaHuu.

3.9.18. Tlocne mnepemaun cyan€ii B cekperapuar I[lpesumuyma nena,
PacCMOTPEHHOTO B Cy/IeOHOM 3aceflaHuH, B JIEKTpOHHYIO KapTouky AUC BHOCHTCS
pe3yNbTaT PAcCMOTPEHUsS Jefa, a Takke HHGOpMamus O BBIHECEHWU YaCTHOTO
MOCTAHOBJICHHUS (€CIU TAaKOBOE ObLIO BEIHECEHO).

3.9.19. B cekperapuare [Ipesunnyma moAroTaBIuBarOTCs COMPOBOAUTEIHHBIC
MMChMa K JieJlaM M TIOCTaHOBJICHUSIM.

PabGoTHuk cekperapuata [Ipe3mamyma CUMTBHIBACT MPOEKTHI JTOKYMEHTOB IIO
YTOJIOBHBIM M TPAKIAHCKHM JeJIaM, B TOM YHCJIE IO JeiaM, TOJCYAHBIM BOCHHBIM
CyJlaM, BU3HMPYET HUX Yy CYIbH-TOKJIaAUYWKa W TepenaéT Ha IMOIIUCh PyKOBOICTBY
Cyna.

3.9.20. Tlommucannpie mocTaHoBieHus [Ipesmamyma mpeoOpasyroTcs B
AJIEKTPOHHBIN BUJ MTOCPEICTBOM CKaHMpOBaHUA. [lorydeHHBIE 2IEKTPOHHBIE 00pa3bl
nocranoBienuii [Ipesnanyma nepenarorcs B bank cyne6usix nokymentoB Cyna.

3.9.21. Komuu mnocranoBnenuii [lpe3uamyma H3rOTOBISAIOTCA B MOPSIIKE,
YCTAaHOBJICHHOM HacTosmen MucTpykunen.
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Konun nocranosnennii [Ipe3nanyma 1o yrojgoBHBIM JI€JIaM, paCCMOTPEHHBIM
BBHUJIy HOBBIX U BHOBb OTKPBIBIIUXCSI OOCTOSITEIBCTB B CBSI3M C PEUICHUSMU
Koncturyunmonnoro Cyna Poccuiickoii ®denepauun u EBponelickoro Cyna 1o
nmpaBaM 4esoBeka, Hampasistorcs B Koncrurynuonseii  Cyn  Pocculickoit
denepanuu, Uy, B OTHOUIEHWH KOTOPOrO MPHHATO AAaHHOE ITOCTAaHOBJICHUE,
poKypopy U YnomHomoueHHOMY Poccuiickoit @enepaunn ripu EBponerickom Cyne
10 TIpaBaM 4YeJI0BEKa.

3aBepeHHbIE KOMMHM MocTaHoBiIeHUM I[Ipesuamyma, corjzacHO KOTOPBIM
OCYXXJIEHHBIE TOJIEKAT OCBOOOKIACHUIO U3-TIOJ CTPAXKU, HAPABIISIOTCS CIIELICBA3BIO
(penbacBsA3bI0) HE TTO3AHEE CIEAYIOMIETO JTHS C MOMEHTA PaCCMOTPEHUS JIeTa.

3.9.22. B anekrponnyto kaprouky AUC BHOcATCA pe3ynbTaT pacCMOTPEHUs
JIeJ1a; HAMMEHOBAHHE Cy/la, B KOTOPBIM HANPABJIEHO JAENO; JAaTa €ro HalpaBJICHUS U
(dbaMuusi OTHPaBUTEIIS.

3.9.23. K geny mnpuoOmarTcs HaA30pHBIE jXajioba WIM MpeJCcCTaBICHUE,
XapaKTEPUCTUKU OCYXKAEHHBIX, IPYrue JOKYMEHTHI, TPUOOMIEHHBIE K JIeTy B XOJ€
CyIeOHOro pa3z0oupareiabCcTBa, MPOTOKOJ CyAEOHOTO 3aceqaHusi, IMOCTAaHOBJICHHE
[Ipe3unnyma; conpoBoautenbHoe nmuchbmMo Ha Onanke Cyna ¢ nomerkoit «CPOYHO-
CHMUXEHHUE» nmu «CPOYHO-OCBOBOXAEHUWE. JIuctel nena HyMepyroTcs U
BHOCSITCS B OITUCh.

3.9.24. Tlpu BbIHECEHHMH TIOCTAHOBIICHHUS O B3BICKAHUU C OCYXKIEHHBIX
NpOLIECCYalNbHBIX  HW3/IEPKEK, OTHOCSIIMXCA K BbILIATAM 33  OKAa3aHHYIO
IOPUIUYECKYI0 TTOMOIb MpU paccMoTpeHur B Cyle yroJioBHBIX JI€7 B HAJA30pHOM
NopsAKe, MOJIMHHUK MOAIIUBAETCS B JIEJIO.

OOpailieHre K UCIOJHEHUIO YKa3aHHOTO MOCTAHOBJICHUS BO3Jaraercs Ha Cyj,
paccMaTpUBaBIINK YTOJIOBHOE JEJI0 MO NMEPBOM HHCTaHIUU.

3.9.25. Tlo nmemy, paccmoTpeHHOMY Ha 3acenanuu [lpesuauyma, hopmupyercs
MPOU3BOJICTBO, B KOTOPOE MOJIIMBAIOTCS 3aBEPEHHBIE KOMUHU MPOTOKOJIA CyAEOHOTO
3acenaHus W 1ocTaHoBieHUs [Ipesuamyma, KONMUU  CyACOHBIX  PEIICHH,
compoBOAUTENbHBIX TTHceM Ha Onanke Cyna ¢ mometkoit « CPOYHO-CHMKEHUE»
nmu «CPOYHO-OCBOBOX/IEHHMEY, u3Benienuii 0 nare CiylmiaHus J1eja U WHbIE
JIOKYMEHTBI.

[To nmenam 1o pa3pemieHUI0 3KOHOMUYECKUX CIOPOB 3aBEPEHHBIE KOMUHU
MPOTOKOJIA CyZeOHOTo 3acefaHusi U noctanoBieHus [Ipesunnyma, Komuu CyneOHbIX
pelIeHN, U3BEIICHUN O JaTe CIAyIIaHus Jejla U UHbIC JTOKYMEHTHI MOJIIUBAIOTCS B
MPOU3BOJACTBO, CHOPMHUPOBAHHOE B  YINPaBIEHUU MO  OPraHU3aLUOHHOMY
00€ECIEYeHUI0 PACCMOTPEHUs1 OOpallleHH Ha CTaJud PETUCTpAIMU HaJ30pHOU
KaJI0OBI.

3.9.26. OdopmiieHHBIE Je7a TMEPEeNaroTCsd B YCTAHOBJICHHOM TMOPSIKE B
HKCTIEIMIMIO JIJIsl OTIIPABKH O] PACIUCKY B peecTpe Nnepeiayn JOKYMEHTOB.

3.9.27. Konuu mnocranosnenuii [lpesummyma mepenarorcs B [eHepanbHYIO
npokyparypy Poccuiickoii  ®enepanuu, B YOpaBieHHE  CUCTEMaTU3AlUU
3aKOHO/ATENIbCTBA U aHaiu3a cyneOHou mnpaktuku Cyna, a Takke B CyAeOHbIC
COCTaBBI CyICOHBIX KOJIJICTHM JJIsl MPUOOIICHHSI K TIPOU3BOICTBAM.
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3.9.28. IIporokonsl 3acemanuid W moctaHoBieHus [Ipesuamyma xpaHsarcs B
cekperapuare Ilpesumuyma B TedeHHME TPEX JIET, MOCIAE YEro B YCTAaHOBJICHHOM
MOPSIJIKE TIEPEIAI0TCS B OTIC XPaHCHUS.

3.9.29. O3HakoMJIeHHE JIHII, YIACTBYIOIIUX B JieJie, ¢ MaTepuaIaMu CyJ1Ie0HOTO
Jiena OCYIICCTBIISICTCS B COOTBETCTBUU ¢ IlopsakoM 03HAKOMJICHUS ¢ OTMETKOH B
COOTBETCTBYIOIIIEM XKypHaJIe (IpHIoKeHHE 28).

3.10. Mesionpou3BoACTBO B YNIPABJIECHUH 110 OPraHNU3AIUOHHOMY
o0ecreyeHn 0 pacCMOTpeHMsl O0paneHui

. 33
Peruncrpanus nucbMEHHBIX 00paIeHn (KACCAIMOHHBIX , HAA30PHBIX KaJI00
U TIPEACTABJIEHUM, ITPOTECTOB)

3.10.1. ObpareHusi, TOCTYIUBIINE B YCTAHOBICHHOM TMOPSAKE B YTIpaBICHNE
M0 OpPraHU3allMOHHOMY OOECIEUEeHHIO pacCMOTpEHUsl oOpaiieHuit (namnee —
VYnpasieHue), IPUHUMAIOTCS B aBTOMAaTHU3UPOBAHHOM PEXUME, CKaHUPYIOTCS (TpH
HEOOXOJMMOCTH), UHJIEKCUPYIOTCs, peructpupytorcss B AUC u pacnpenensitores: o
Ha3HA4YEeHMIO (110 BUAAM BXOJSAIIUX JOKYMEHTOB).

[Tpu ckanupoBaHUM Cy1€OHBIE aKThl PAaCIIMBAIOTCS paOOTHUKOM YTpaBieHus. B
JE€BOM BEpPXHEM YIJy IEPBOM CTpaHUIbl PACIIUTOrO CyA€OHOrO0 aKTa CTaBUTCA
mrami (puiioxeHue 76).

3.10.2. KaccanuonHnsle, HaJI30pHbIE KAJIOOBI U TpEACTaBIeHUS (IIPOTECTHI)
['enepanbHOro mpokypopa Poccuiickoit @eaepaiiuu uiam ero 3amectTurenel (nainee —
NpeACTaBieHUs (MPOTECTbI) MPOBEPSIOTCS Ha TMOBTOPHOCTh MO 3JIEKTPOHHON
KapTOTEKE, PETrUCTPUPYIOTCS B YCTAHOBJIECHHOM TOpSIAKE M HE TMO3]HEe
S5-IHEBHOTO CPOKa CO JHS MOCTYIUICHHS IEPEAAOTCA ISl pACCMOTPEHHS.

Brnepsbie nmocTynuBIMe xanoda, mpeacTaBieHue (IpoTecT) perucTpUpyoTCs B
AUC c aBTOMaTH4YECKUM MTPUCBOEHUEM HOMEPA Kano0bl U HOMEPa MPOU3BO/ICTBA.

3.10.3. Ilo »xanobam, mpeAcTaBiIeHUSIM (IIPOTECTaM), TOCTYNHUBIINM IS
paccMOTPEHHUs B KACCALIMOHHOM U HaJ30PHOM MOpsiIKe, POPMUPYIOTCS 3JIEKTPOHHBIE
kaptouku AVC.

B »snekrponHoit kaptouke AMC yka3pIBaloTCsi: HOMEpP IPOM3BOJICTBA,
UICHTU(DUKALMOHHBIL ~HOMEp JKaJoObl, TMpeacTaBieHUs (MpoTecTa); Jara
NOCTYIUIGHUs] M TEPBUYHOM peructpauuu; Gamuwius, HuMsA, OTYECTBO, TOJ
POXKIEHUS OCYKAEHHOTO (OMPaBAaHHOI0); KOTJa, KAKUM CYJOM U MO KaKOH CTaThe
VYronoBHoro koxaekca Poccuiickoir ®enepauuu ocCyxJIE€H (ompaBAaH) WU
HaUMEHOBAHUE HCTIA, OTBETYMKA, CYyJa, MpeIMeTa MCKa M JaTa pacCMOTPEHUs
Jena, HOMEp Jiella, TPUCBOCHHBIM CYyJOM IMEpPBOM MHCTAaHUUM, a TaKKe OT KOro
NOCTyNuiIa )anoba, mpeacTaBieHue (IpoTecT).

[Ipu peructpauuu xkano0, MNpPeACTaBICHUNA (MPOTECTOB) HA pEIICHHUS,
BBIHECEHHBbIE mNepBoM uWHcTaHuued Cyna, Ha onpeneneHus ANEUISIUHUOHHON
kojuiernu CyJia, a TakKe Ha ONpEeJeIeHUs], TOCTaHOBJIEHHUSI, BbIHECEHHbIE Cy oM B

3 Ha peUICHUA KaCCalMUOHHBIX CY0B.
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KacCallMOHHOM U HAJ30PHOM TMOpPAJIKE, KPOME YKa3aHHbIX pPEKBU3UTOB B
AIIEKTPOHHOM KapTOUKE YKa3bIBAETCS TaK)Ke€ HOMED Jiela UK MPOU3BOICTBA.

3.10.4. PeructpanvioHHBIi = HOMEp  TPOM3BOJICTBA MO  Kajgobawm,
npeacTaBieHusiM  (IpOoTeCTaM) COCTOMT M3 HHIAEKca cyObekTa Poccuiickoit
denepanvyd, Ha TEPPUTOPUU KOTOPOTO pa3sMENIEH CyJ TMepBOM HHCTAHUIUU
(mpunnoxenust 38, 39, 39-A, 40); neduca; OykBeHHOro oOO3HAYCHHUS BHIA
CYJIONIPOM3BOJICTBA (CIIOpa):

K® — kaccannoHHbie )anoda, Npe/ICTaBICHUE M0 TPAXKIAHCKOMY JIEITY;

®H — Hag3opHbIe )ano0a, NpeACTaBICHUE N0 TPAXKITAHCKOMY €Iy, €CIIH JEIIO
paccmatpuBatock CyI0M B aleUIIHOHHOM  (KaCCAIIMOHHOM) > OPSIIKE;

YKC — kaccanpuoHHbIe xano0a, MpeCTaBICHUE MO YTOJIOBHOMY €Ty,

YH — HagzopHble kanoba, NPeACTaBICHUE MO YIOJOBHOMY JENy, €CIU JEJO
paccmatpuBaiocs Cynom B AT UIIHOHHOM . (KaCCAIOHHOM)®’ MOPSIIIKE;

KAC — kaccanuonHas xanooa, mpeJcTaBIeHUE M0 aIMUHUCTPATUBHOMY JIETTY;

HAC — magzopnas »anoOa, mpeicTaBieHUE MO aIMUHUCTPATUBHOMY JEIy,
€CJIM N0 paccMaTpuBasioch CyIOM B KaCCAllMOHHOM TOPSIZIKE;

A® — xanoba, MPOTECT HA BCTYNUBIINE B 3aKOHHYIO CHIIy MOCTAaHOBJICHUE T10
neny 00 aAMUHUCTPATHUBHOM TIPABOHAPYIICHWM, PEHICHUS [0 pe3ysibTaram
paccMOTpeHUs Kallo0, MPOTECTOB; MOCIEAHUX JBYX HUGP KaleHIApHOIO Toja;
neduca, TMOPSAKOBOTO HOMepa, Jeduca U HMHACKCA KAaCCAllMOHHOTO  WJIH
aneJuUISIUOHHOTO ([J1s1 TOMOJTHEHUM K KacCallMOHHBIM Kajnobam) CyI0B ISl Kajloo
MO JieJlaM, PACCMOTPEHHBIM CYJIOM MEPBOM MHCTAHILIMM IOCJE Havaja AesiTeIbHOCTU
KAaCCAllMOHHBIX W aNeUIMIHOHHBIX cyaoB (mpunoxenus 38-A, 38-b, 39-A).
Hanpumep: 60-KD19-374-K9, 60-KAC19-373-KO.

Homep Hang3opHBIX kanoObl, MPEACTABICHUS Ha pelIeHUs (OImpeeacHus)
nepBoil uHctaHuuu Cyna cocTouT U3 OykBeHHOro oOo3HaueHus (II® — mo
rpaxaanckomy aeny, [IAC — no anMuHucTpaTuBHOMY neiny, [IY — o yromoBHoMy
Nieny), TIOCIIeTHUX JABYX (P KaleHIapHOro roja, Aeduca U MOpsAKOBOrO HOMEpa
(marmpumep: [1D15-23, ITAC19-23).

Homep Ham30pHBIX XKanoObl, MPEACTABICHUS IO JejiaM, PacCMOTPEHHBIM
JIucuuIIMHapHOM KOJUIETHMEH, €CNIM 3T Jiejia pACCMATPUBAIIUCH B AlCIUIALIMOHHOM
nopsinke B Cyzne, COCTOMT U3 TMOPSAKOBOrO HoMepa; naeduca; OyKBEHHOTO
o0o3Hauenus kareropuwm nena — I[IJ[; mocnemumx 1udp KameHTApHOTO TroMAa
(mammpumep: 25-T1115).

3.10.5. Ilpu oO6xamoBaHWU 3asBUTEIEM B OJHOM KaloOe HECKOJIbKUX
Cy[€OHBIX TOCTAHOBJICHUN OJJIEKTPOHHAS KapTOYKa 3allOjHACTCA Ha Kaxaoe
cyaeOHOe MOCTaHOBJICHUE.

34 ITo JcjiaM, paCCMOTPECHHBIM CyI0OM HepBOﬁ MHCTAHIIMU OO0 Hadajla ACATCIIbHOCTHU KAaCCAIlMOHHBIX U allICJUIALIMOHHBIX
CY/IOB.

% [lo penaM, paccMOTPEHHBIM CyJOM IIEPBOH HMHCTAHIMM I0CIE HAYaja JACSTEIBHOCTH KACCAMOHHBIX H
ATNeIUIALIMOHHBIX CYJIOB.

% 1o menam, paccMOTPEHHBIM CYIOM IIEPBOIl HHCTAHIMA 10 HAYala ACSTEIbHOCTH KACCALMOHHBIX M ANe/UISIIHOHHBIX
CYJIOB.

% Tlo penaM, paccMOTPEHHBIM CyJOM I[IEPBOH MHCTAHIMH IOCJHE HAYala JCATCIBHOCTH KACCALIAOHHBIX U
aNeIUIALIMOHHBIX CYJIOB.
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[Tpu moctymennn xano0, mpeacTaBIeHU (TPOTECTOB) HA TOMOJTHUTEIBHbIE
peleHus CyJIoB, a TakXke Ha omnpefeieHus o0 OTkaze B MNPUHSATUU
JOTIOJIHUTEIBHOTO PEHICHUS, €CIM MUMEETCS HOMEpP KacCallMOHHOTO, HaJ30pHOI0
NPOU3BOJICTBA HA pEIICHUE IO JIeNly, B DJJIEKTPOHHYIO KapTOYKYy BHOCSTCS
JIOTIOJIHUTENIbHBIE CBEICHUSI 00 00KalyeMOM CyJIeOHOM MOCTaHOBJIEHUH, a Kallooe,
MpEJCTaBICHUIO (MPOTECTY) MPUCBAUBAETCS HOMEP HAA30PHOTO MPOU3BOJICTBA IO
OCHOBHOMY PEIICHUIO.

3.10.6. IIpu moOCTYIJIEHUH TMOBTOPHBIX KAIOOBI, MPENCTABICHUS (MPOTECTA)
UM TIPUCBAMBAETCSl PETUCTPALIMOHHBIA HOMEP MPOM3BOACTBA MO MEPBOHAYAIBHBIM
*)ano0e, mpeACTaBICHHIO (TTPOTECTY).

3.10.7. Tlpu mocTymIeHNH JOTIOTHUTEIHHOU KaJI00B! (B OTHOIICHUH OJTHOTO H
TOT'O K€ JIMIIA, HAa OJHO U TO ke cynebHoe pemenue) B AVC BHOCSTCS CBeJEHUS O €€
NOCTYIJIEHUU U OHA MEePeaéTcs UCIOTHUTENI0, Y KOTOPOrOo Ha U3YYEHUH HAXOJIUTCS
OCHOBHasl kajo0a.

[Ipu mocTtymiieHuHn JOMOTHUTENIBHON >XamoObl (mpu ycioBuu, yto B Cyze
paccMaTpuBaeTcs Jejo 1Mo ocHoBHOM >kanobe) B AMC BHocsaTcs cBefeHUst 0 e
MOCTYIJICHUM W OHa Tepenaércs B COOTBETCTBYIONIMU CyAeOHBIH COCTaB TOJ
pacnucky B chOpMUPOBAHHBIX peecTpax rnepeaayu JTOKyMEHTOB.

3.10.8. B cuywae, ecnu wu3 xanoObl, MpeacTaBieHUs (IpoTeCcTa) WU
MPWIOKEHHBIX K HUM CYJIEOHBIX JOKYMEHTOB MOXKHO YCTaHOBUTH, YTO CYJEOHOE
pelieHrue MO JIaHHOMY JETy BBIHECEHO B OTHOIICHUM HECKOJbKUX JIMIl, TO B
anexkTpoHHoM kaptoreke AWMC ykaspiBatoTcsi uxX (amMuwink, WMEHa, OTYeCTBa
(HauMEHOBaHWE  OpraHu3aluu), TOA POXIAEHUsA (IO  YroJOBHBIM  JEJaM),
HAaMMEHOBaHHUE Cy/a, aTa IPUTrOBOPA UITU PEILIECHUS.

3.10.9. PeructpanvoHHbIE HOMeEpa JKajgo0, HE UMEIINUX OCHOBHBIX
YCTAaHOBOYHBIX MaHHBIX (ompenenéHubix 1. 3.10.3 Hactosmen MHCTpyKINN), a TaKxKe
XKanob, He mojiexkamux paccMoTpeHuto B Cyne, cOCTOAT U3  OYKBEHHOTO
ob6o3HaueHuss AC — mo agMHHUCTpPATUBHBIM JenaM, ['P (1o rpakmanckum jaemnam),
YI' (nmo yromoBueiM genam), JA — mno JgenaMm 00 aJAMHUHHUCTPATHBHBIX
MpaBOHAPYIICHUSIX, JBYX TMOCIEAHMX UU(p KaleHmapHoro roja, neduca wu
nopsiakoBoro Homepa (Hanpumep: AC19-234, VI'15-234).

3.10.10. IIpm mocTymieHuH KajoObl, TMPEACTaBICHUS HAa YaCTHOE
OnpeiesIeHHE AIEKTPOHHAS KapTOYKa 3alOJIHIETCSl Ha JIUIO, B OTHOIIIEHUU KOTOPOIO
BBIHECEHO JIaHHOE OTPEIECIICHHE.

[Ipu peructpaiuu >xajnodbl HAa MOCTAaHOBJIEHHE 00 oOmiaTte TpyJda aJBOKara
BHOCSATCA JaHHbIE aJBOKaTa M JIMIA, C KOTOPOro B3bICKAHBI MPOLECCyalbHbIE
U3JICPKKH.

3.10.11. Ha xanoObl, HE MOJJIEXKAIIUE PACCMOTPEHUIO B MOPSJKE,
YCTAaHOBJICHHOM MPOIECCYyaIbHBIM 3aKOHOJATENbCTBOM, a TaKXe Ha >KajoObl,
pasperieHue KOTOpPhIX He OTHocutcs K KommereHmmu Cyna, dopMupyrorcs
AJIEKTPOHHBIE KapTOYKH C yKa3aHWueM (GaMUJIuU, UMEHH, OTYECTBA 3asBUTENS U
MOYTOBOTO ajpeca. DTH KaloObl PETUCTPUPYIOTCS B YCTAHOBICHHOM HACTOSIIEH
HNHcTpyKumen nopsiake.

3.10.12. OOparenusi, cBsi3aHHBIE C paccMOTpeHueM cyneOHbix nen B Cyre,
IIPOBEPSIOTCS MO 3IeKTPOoHHON KapToTeke AMC m nepeaaroTcss mo Ha3HAYEHHIO O]
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pacnucky B chOPMHUPOBAHHBIX peecTpax rnepeaadn JOKyMEHTOB.

OcobeHHOCTH npuéma, O6Da6OTKI/I " 11epcaadmn O6D31H€HI/Iﬁ B CVI[, IMOCTYIINBIINX
B SJICKTPOHHOM BHJIC, B TOM YHUCJIC B d)ODMC SJICKTPOHHOI'O JOKYMCHTA B paMKax
AIAMHUHUCTPATHUBHOTI'O, 'PAKAAHCKOT'O M YI'OJIOBHOTI'O CYJAOIIPON3BOACTBA

3.10.13. Ilpuem oOpamenuit B Cyn ¥ TPHIOKEHHBIX K HUM JOKYMEHTOB,
noJaHHbIX B cooTBeTcTBUM ¢ «llopsankom momaun B BepxoBHblii Cyn Poccuiickoi
denepany TOKYMEHTOB B 3JIEKTPOHHOM BHUJIE, B TOM YHUCIE B (POpME AIEKTPOHHOTO
NOKYMEHTa»>  (mamee — JOKYMEHTHI), OCYIICCTBISIETCS  YIOJHOMOYEHHBIM
pabOTHHUKOM YTIpaBJI€HUs, OTBETCTBEHHBIM 3a MIPUEM ITUX JOKYMEHTOB.

3.10.14. IToctynuBmue B Cyq TOKYMEHTHI PACII€UaThIBAIOTCS, a MPUJIaracMble
K HUM MaTepuajbl — IpU HEOOXOAUMOCTH.

3.10.15. PacneuyaranHble  yKa3aHHbIE JOKYMEHTBl  YYUTBIBAIOTCA U
peructpupyrorcsi B AIC B nopsiike, yCTaHOBIEHHOM Hacrosmell MHcTpykumen st
JOKYMEHTOB Ha OyMa>KHOM HOCHTEJIE.

Ha JmuneBol CTOpoHE IIEpBOrO JIMCTAa  PAacleyaTaHHOIO  JIOKYMEHTa
npoctasisiercs wramn «[locTynun B aneKTpoHHOM Buae» (puiioxeHue 68).

B ciaydae oTcyTCTBUS KaKMX-TMOO JOKYMEHTOB M3 YKa3aHHBIX B NMPUIIOKEHUU
COCTaBJISIeTCS aKT (MpuiiokeHue 47) B IByX 3K3eMILISpaxX, KOTOPbIE MPUOOIIAIOTCS K
MNOCTYIHUBIIUM JIOKYMEHTaM.

PacneyatanHple ~ OOKyMEHTBI  MEPENAOTCA I PACCMOTPEHUS B
COOTBETCTBYIOIIME CyJeOHble KoJuleTHH (CylneOHble COCTaBbl) B  MOPSIKE,
YCTAaHOBJIEHHOM Hacrtosinieil WHCTpykuuweil nans JOKyMEHTOB Ha OyMa)XHOM
HOCUTETIE.

B cnyuae moctymnenus B CyJ aHaJIOTMYHBIX JIOKYMEHTOB Ha OyMa)KHOM
HOCHUTEJIE 3TH JOKyMEHTHl peructpupyrorcs B AUC B mopsake, yCTaHOBIEHHOM
Hactosien MHcTpykuuen, W NepefaroTcs K paHee 3aperuCTPUPOBAHHOMY
JOKYMEHTY, IIOCTYIIUBILIEMY B DJIEKTPOHHOM BHJIE.

OCcoOEHHOCTH PErMCTPAIIMA MUCHMEHHBIX 00OpanieHnil (KacCalimOHHBIX,
HAA30PHBIX KAJI00 M MPENCTABICHUN ), IMIOCTYIUBIIMX O AEJaM, PACCMOTPEHHBIM
apOUTPAKHBIMUA (:VILaMI/I39

3.10.16. TloctynuBmie B YpaBiaeHUe Kal0Obl, MPEICTABICHUS O IEPECMOTPE
CyIeOHOro aKTa B TMOPSAIKE KacCAIlMOHHOTO TPOM3BOJACTBA U B TMOPSIKE HAA30pa
(manmee — >xamo0ObI ¥ IPEICTABIICHYS ) TPUHUMAIOTCSI B aBTOMaTU3UPOBAHHOM PEKHUME,
MIPOBEPSIOTCSA HA TOBTOPHOCTH, perucTpupyrorcs B AUC ¢ mpucBOGHHEM INTPUX-
kona (mpwioxkeHue 73) W HE TMO3JHEE S5-AHEBHOIO CpPOKa CO JHS MOCTYIUICHHUS
nepearoTcs Al PACCMOTPEHHUS.

B cmydae, ecnu kanoba wiM TMpeACTaBICHHE COJEPKAT XOMATalCTBO O
BOCCTAHOBJICHUH MPOMYIIEHHOTO CpPOKa TOJIayé >KaJIOOBl, MPEJCTABICHUS WJIA O

38 VrBepxknén npukasom [Ipencenarens Cyzna ot 29 nostopst 2016 1. Ne 46-11.
%9 Ap6uTpakHEIe CYIbI OKPYrOB, apOHTPAXKHBIC ATC/IALHOHHBIE Cy/Ibl, apOUTPAKHBIE CYIbl CyOHEKTOB Poccmiickoii
Oenepanun, Cyn 10 HHTEIIEKTYalbHBIM IPaBaM.
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MPUOCTAHOBIICHUW  WCIOJNHEHUS  OOKamyeMmblX  CyINeOHBIX  aKTOB,  OHH
PETUCTPUPYIOTCS U TIEPENAIOTCS JUIsl PACCMOTPEHUS HE MO3HEE CIASAYIONIETO JHS CO
nHst ux noctymieHus B Cyz. 3asiBieHUe O NPUHITHH 00ECIEUUTENbHBIX MEp IMOCIIe
perucTpanuu nepeaaéTcs Ajig pacCMOTPEHUS HEMEIJIEHHO.

3.10.17. PeructpanmoHHBII HOMEpP KacCallMOHHOTO TPOU3BOJCTBA IO
*ano0aM,  TPEACTABICHUSIM  COCTOMT U3  COOTBETCTBYIOLIErO  MHJIEKCa
(npunoxkenne 40), neduca, OykBeHHOro o0Oo3HaueHus kareropuun pena (2C),
NOCNEAHUX JABYX IU(p KaJleHIapHOro roja, Aeduca M TMOPSAKOBOTO HOMEpA
(mammpumep: 300-2C18-25).

PeructpanmoHHbpiii  HOMEp HAA30PHOTO MPOU3BOACTBA IO  Kaimodam,
NPEJICTaBICHUSAM COCTOMT U3 TMOPAIKOBOTO HoMepa, Jeduca, OyKBEHHOTO
o0o3HaueHus kateropuu nena: [I1DK — nagzopHsele xano0a, mpeacTaBlIeHue o JejiaM
PAaCCMOTPEHHBIM apOUTPaXXHBIM CYJIOM, MOCIHEAHUX UU(dp KaJIeHAAPHOTO Trojia
(manpumep: 25-I119K15).

3.10.18. B s1ekTpOHHOM KapTOYKE yKa3bIBAIOTCS: JlaTa MOCTYIUICHUS >KajJo0bI,
MPOTECTa U €r0 PErUCTPALNU, UCXOSAIINI HOMEDP U JjaTa JOKyMEHTa, HAUMEHOBAHMUSI
UCTIIA, OTBETYMKA M TPETbUX JIMIl, HAUMEHOBAaHUE apOUTPAKHOTO CYyJa,
PacCMOTPEBIIIETO JIEJI0 B MEPBOM MHCTAHIIMK, HOMEDP CyAeOHOrOo Jielia, MPUCBOCHHBIH
B TIEpBOM WHCTAHIMM, HAUMEHOBAHHE apOUTPAKHOTO CyAa OKpyra, €ciu JeJo
paccMaTpuBajIoCh B CyJleé KaCCAllMOHHOW MHCTaHIIUU, U HOMEP, MMPUCBOCHHBIN Jeny;
CyleOHBI cocTaB, B KOTOpPbIM TMepedaércs MPOU3BOJICTBO C  KaIOOOM,
MIPEICTABIICHUEM, U JPYTHUE TaHHbBIE, TIPETyCMOTPEHHBIE KaPTOUKOM.

3.10.19. [Ipu nepBUYHOM MOCTYIUICHUH kajlo0a, MpeICcTaBIeHHE TTOMEIIAI0TCs
BMECTE C TMpujlaraéMbIMH JOKyYMEHTaMH B 00J10XKYy «KaccallmoHHOE MTPOU3BOICTBOY
wm «Ham3opHoe TpPOM3BOJACTBO» W TMEpEAaroTcsl B CYACOHBIM COCTaB COTJIACHO
CTIeIIMaTN3aliH.

3.10.20. Tlpu mocTyrieHuH MOBTOPHOM KaJI00BI OT TOTO e JIUIA MOJ0UpPAETCS
MPOU3BOJICTBO, CPOPMHpPOBAHHOE 1O  IEepBUYHOM  kamoOe. HeoOxomumas
uHdOopMaIus o BHOBb MoCTynuBIIeH xanobe BHocutcs B AUC.

[ToBropHast  »kamoba W  TMOCTYNUBIIME  JIOMOJHUTEIBHO  JIOKYMEHTBI
PETUCTPUPYIOTCS TI0O HOMEPY, TPUCBOSHHOMY MIEPBUYHOMY OOpaIEHUIO.

3.10.21. Tlo maHHBIM O TIOCTYIHUBIIKX XKaI00aX, MPEACTABICHUAX (TICPBUYHBIX,
MOBTOPHBIX ), TOTIOJTHUTEIBHBIX JOKYMEHTaX aBTOMATHUECKU (DOPMUPYIOTCS PEECTPHI
JUIS WX Tepefadd B CyaeOHbIe cocTaBbl. J[OKyMEHTHI mepemaroTcsi pabOTHUKaM
CyIeOHBIX COCTABOB IO/ PACIIMCKY B peecTpax.

3.10.22. TloctynuBiuii OT JMIla, Y4YacTBYIOLIEr0O B Jelie, OT3bIB Ha
KacCallMOHHBIE JKaNo0y, TMpPEACTaBICHUE pPETUCTPUPYETCS B YIPaBICHUU Kak
JOTIOJTHUTEIPHO TIOCTYNUBIINKA MaTepHall MO0 HOMEpY, MPUCBOCHHOMY paHEe ITOU
*Kanobe, MpeICTaBICHUIO.

3.10.23. Tlpu mocTymiaeHUH JOMONHUTEIbHBIX JOoKyMeHTOB B AWC BHOcCsTCS
IPETYCMOTPEHHBIE KAPTOUKOU CBEICHMUSI.

3.10.24. JlommotHUTENBHBIE JOKYMEHTHI MEPEAAIOTCS MO PACIHCKY B peecTpe
paboOTHHKY Cy/1e0HOTO COCTaBa, B KOTOPOM HAXOMSTCS kKanoba, mpeCTaBICHHE.
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Ocob0eHHOCTH mpuEMa, 00pa0OTKH U nepeaaun oopamenuii B Cyii, HOCTYITUBIINX
B DJIEKTPOHHOM BHJE, B TOM YHCJIE B (hDOPME AIIEKTPOHHOTO JTJOKYMEHTA, IO JIeJaM
PACCMOTPEHHBIM apOUTPAXKHBIMU CYIAMU

3.10.25. Ilpuem oOpamenuit B Cyn ¥ TPHIOKEHHBIX K HUM JOKYMEHTOB,
MOJIaHHBIX B cOOTBeTCTBUM C «llopsimkom momauum B BepxoBHbiii Cyn Poccuiickoi
denepanvy TOKYMEHTOB B 3JIEKTPOHHOM BHU/JIE, B TOM 4YHUCJE B (OpME AIEKTPOHHOTO
NOKyMeHTa» ©  (mamee — JOKYMEHTBI), OCYIIECTBISIETCS  YIOIHOMOYCHHBIM
pabOTHUKOM YTIpaBJI€HUS, OTBETCTBEHHBIM 3a MPUEM ITUX IOKYMEHTOB.

3.10.26. UckoBoe 3asiBneHuE (3asBJICHUE), )KaJ100a, IPEACTABICHUE, 3asSBJICHUE
O TMepecMOTpe CyAeOHOrO0 aKTa 1O HOBBIM WJIA BHOBb  OTKPBIBITUMCS
00CTOATENBCTBAM, 3asIBIICHHUE O MPUCYXKIECHUU KOMIICHCAIINH 33 HapyIIEHUE MTpaBa Ha
CYJIOIIPOM3BOJICTBO B Pa3yMHBIN CPOK WJIM IIpaBa Ha UCIIOJIHEHHE CyAEOHOro akTa B
pa3yMHBII CpPOK, XOJaTailcTBa, OT3bIBBI pacneyaTeiBaloTcs. [lpunmoxenus K
YKa3aHHBIM JJOKYMEHTaM HE pacreyaTbIBatOTCSI.

3.10.27. B ciyyae OTCYTCTBHUSI B YHCJIE€ MOCTYINHUBIIMX B AJIEKTPOHHOM BHUJIE
JIOKYMEHTOB KaKUX-THOO JIOKYMEHTOB M3 YKa3aHHBIX B MPHUJIOKEHUU COCTABIISCTCS
aKkT (mpuiioxkeHue 47) B ABYX IK3EMIUISIPaxX, KOTOPbIE MPUOOIIAIOTCS K MOCTYMUBIITUM
JOKYMEHTAaM.

3.10.28. IloctynuBume [O0KyMeHTHl peructpupyrorcss B AUC B
YCTAaHOBJIEHHOM  Hactoswmed  WMucrpykuumedn — mopsake.  WMudopmamms o
3apETUCTPUPOBAHHBIX JOKYMEHTAX B aBTOMATHU3UPOBAHHOM PEKUME pa3MelniaeTcs B
Kaproreke apoutpaxkusix gen (nanee — KAJL).

[TocTynuBiire AOKYMEHTHI U TPWIOKEHUS K HUM B aBTOMAaTU3UPOBAHHOM
pexuMe pasmemarorcs B KA/l B pexxuMe OrpaHM4eHHOT0 JOCTYTIA.

3.10.29. Ha numeBoil cTOpoHE MEPBOTO JIMCTa PACMEYaTaHHOTO JTOKYMEHTa
npoctaBisiercss mramn «lloctynun B 35eKTpoHHOM Bue» (mpuioxkeHnue 68a) c
YKa3aHUEM PErUCTPAIMOHHOTO HOMEpPA JOKYMEHTA, IaThl €r0 MOCTYIICHUS] U J1aThl
perucTpanuu.

3.10.30. PacrieuataHHbie JOKYMEHTHI IOMEHIAIOTCA B OOJIOKKY Jena
(mpousBosicTBa) ¢ OQoOpMIEHHMEM THUTYJIBHOTO JIMCTa W TEpPeNaloTcs s
paccMOTpEHHUsST B COOTBETCTBYIOLIYIO CYyJIEOHYIO KOJIJIETHIO (CyneOHBIH COCTaB)
COTJIACHO CIEeMAIN3ALIUH.

3.10.31. B cuywae mnoctymieHus B Cyln aHaJIOTMYHBIX JOKYMEHTOB Ha
OYMa)XHOM HOCHUTEJE 3TH JIOKYMEHTBI COINOCTaBJISIIOTCS C paHee MOCTYNUBIIUMU U
3apeructpupoBaHHbiMiM B AVC nokymMeHTamMu B SJIEKTPOHHOM BHJE Ha MPEIMET
UJIEHTUYHOCTH MX COJICP)KaHMS M B CIydae COBIIAJICHUS TOKYMEHThI Ha OyMaKHBIX
HocuTensix peructpupyrorcs B AUC kak konuu. B ciydae HecoBMaeHUs] YKa3aHHbBIX
JIOKYMEHTOB TI0 COJAEPKaHUIO0 (HEMACHTUYHOCTH) OHU peructpupyrorcs B AUC kak
BHOBb IOCTYNUBIIUE.

40 VYrBepxnén npukasom [Ipencenarens Cyaa ot 29 nostopst 2016 1. Ne 46-I1.



64

Peruncrpanug 3agaBieHU, DOUIEKAIIUX PACCMOTPEHUIO B MOPSIIKE
AIMUHHUCTPATUBHOI'O CYJIOIPOU3BOACTBA U apOUTPAXKHOTO CYIOIPOU3BOJICTBA,
aneJUISIIMOHHBIX, YACTHBIX KAJI00

3.10.32. 3asBJICHUS, MOUIC)KAIIHE PacCMOTPEHUIO B TOPSIAKE
aIMUHUCTPATUBHOTO W  apOUTPaXHOTO CYAOMPOU3BOJACTBA, IIOCJAE BHECEHUS
ceeneHnii B AVC 00 X MOCTYIUIEHUH HEMEJICHHO TIepeaatoTcs Il perucTpaliy B
cekpeTapuarhl CyAeOHBIX cocTaBoB CyneOHOW KOJUIETUH TIO aJIMHHHCTPATHBHBIM
nenam, CyneOHOM KOJUIETHH MO SKOHOMUYecKuM cropaMm u CyneOHON KOJIJIETUd 1o
JieaM BOCHHOCTYKAIUX, a Takke JMcuuriamHapHOW KOJUIETHH TIOJ PACIUCKYy B
c(hOpMHPOBAHHBIX peeCTpax Mepeaadn JOKyMEHTOB.

3.10.33. AmemnsaiuoHHBIC, YACTHBIE >KaloObl Ha pEIICHUS, BBIHECCHHBIE
nepBoi uHctanuuet Cyna, nmocie BHeceHus: cBeaeHud B AVIC 00 uX MOCTYIUICHUH
MepeslaloTCs B YKa3aHHOM BBIIIEC TOPSIKE B CEKpeTapuaThl CYIeOHBIX COCTaBOB
CyneOHOl KOJIJIETHH 110 aJMHHUCTpPAaTUBHBIM jenaMm, CyaeOHOH KOJUIETHH 10
sKOHOMHUYEeCKUM cropaM U CyneOHON KOJUIETHH MO JeiaM BOCHHOCIYXKAIuX, a
TaKke JUCHUIIMHAPHOW KOJIJIETHHU JIJI PETUCTPAIIMHU U TTOCISAYIONICH nepeaadun ux
BMECTE C Cy/IcOHBIM JISJIOM B cekpeTapuaT AnemusinonHoi komwiernu Cypa.

. 41
Perucrpanysi TOIOJHEHNH K alle/UIIIIMOHHBIM — JKajio0am
o 42
(KaccaloOHHBIM yKaj100aM, TOJAHHBIM Yepe3 CYA HEPBOM MHCTAHIINN )

3.10.34. JlomonHeHMS K ANCIUTIIMOHHBIM° kamo6aM  (KacCaIlMOHHBIM
KamobaM, TMOZAHHBIM dYepe3 Cyd [epBOHl  HHCTAHIMHK)'  MPOBEPSIOTCS 110
anekTpoHHOM kaprtoteke ANC.

[Tpn HaNMM4YMKM CBEACHMIA O MOCTYMHUBIIEM Ha PACCMOTPEHHE B aNEJUIIIMOHHOM
(kaccallMOHHOM) TOPSIJIKE JIeJie Ha JOIMOJIHEHUH K anejuSIIMOHHON (KaccallnOHHON)
xaynobe ykasbiBaeTcss Homep Jena. MHpopmainus o MOCTYIJICHUM JONOJHEHHUS K
amneJUIAIMOHHOM (KaccarimoHHoM) xanooe BHocutcs B AUC.

[Ipu OTCYTCTBUU CBEAEHHI O MOCTYIJIEHUH aleJUISILMOHHOrO (KacCallMOHHOIO)
Jieja JOTOJHCHHE K aneJUISIIMOHHOW (KacCallMOHHOM) >KalloOe PErHCTPUPYETCS B
ANUC c mnpucBoeHneM HOMEpa B YCTAHOBJICHHOM IMOPSJKE CO CIEIYIOIIUM
OykBeHHbIM o0Oo3Hauenuem: ACX — mo aamuHHCTpatuBHOMY neny, YII — mo
YTOJIOBHOMY JIEITY.

IIpu otcyrcTtBHUM CBENEHUMH O IIOCTYIUICHUM aNEUIILAOHHOIO  Jeja
JIOTIOJTHEHNE K ameJUISIIMOHHON Kalo0e MO0 TPaKIaHCKOMY JIeTy PETHCTPUPYETCS B

4 ITo JcjiaM, paCCMOTPECHHBIM CyI0OM HepBOﬁ MHCTAHIIMU OO0 Hadajla ACATCIIbHOCTHU KAaCCAIlMOHHBIX U allICJUIALIMOHHBIX
CY/IOB.

* Tlo nmemam, paccCMOTPEHHBIM CyZOM IEPBOH HMHCTAHIMM II0CIE HAYaja JACSTEIBHOCTH KACCAMOHHBIX H
ANeIUIAIIMOHHBIX CYJIOB.

* o menaM, pacCMOTPEHHBIM CYIOM IIEPBOH HHCTAHIMM 10 HAYANA AESTEIbHOCTH KACCALMOHHBIX M alle/UISIIAOHHBIX
CYZIOB.

* Tlo nmemam, paccMOTPEHHBIM CyZOM IEPBOH HHCTAHIMM II0CIE HAYaja JACSTEIBHOCTH KACCAMOHHBIX H
aNeIUIALIMOHHBIX CYJIOB.
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AMC c¢ mnpucBoeHHMEM HOMEpPa B YCTAHOBJIECHHOM TOPSIAKE CO CIEAYIOIINM
6yKBeHHBIM 0603HaudeHneM: AITK — o rpaskaaHcKoMy ey .

3.10.35. lomonHeHHs K aNeUIAHOHHBIM  (KaCCAallMOHHBIM) Kaio0aM
nepesjaloTcsl B COOTBETCTBYIONIMK  CYJAEOHBIM  COCTaB  IOJ PAacIUCKy B
chOpPMHUPOBAHHBIX B  aBTOMATHU3UPOBAHHOM  PEXKHUME peecTpax Iepeaadu
JTOKYMEHTOB.

3.10.36. Tenerpammbl (3asiBJICHHS), CBSI3aHHBIE C PACCMOTPEHHUEM Jeia B
aneJuIsIUOHHON (KaccallnOHHOM ) MHCTAaHIUH, yuuThiBatOTCs B AVC U B TOT e JIeHb
NEPENAOTCS B  COOTBETCTBYIOIIMKA  CyA€OHBIM COCTaB MOJ  pAaclHuCKy B
chOpMHPOBAHHOM PeeCTpe Nepeaadn JOKyMEHTOB;

3.10.37. B cinydae OTCYTCTBUS YCTAaHOBOYHBIX JAHHBIX B JIONOJHEHUH K
aneyuIMMOHHON  (KaccalluoHHOM)  »kao0e  (3asBJIEHUI0) WJIM  TelleTpaMMe
MPUHUMAIOTCS. MEPBI K BBISICHEHUIO WX TIPUHAJICKHOCTH K KOHKPETHOMY 1Ty .

Pacnpenenenue >1<an06, IpeACTaBICHUMN (HDOTCCTOB)

3.10.38. 3apeructpupoBaHHble  KajnoObl,  MpelacTaBieHUus  (IIPOTECTHI)
HepeatoTcs A1 PACCMOTPEHUS:

— B CyJeOHBIE COCTaBbl CyIE€OHBIX KOJUIETUH MO aAMUHUCTPATUBHBIM J€JIaMm,
M0 TPAXJTAHCKUM JIeJIaM U TI0 IKOHOMHUYECKUM CIIOpaM, a Takxke B JIuCIuIuIMHapHYyIO
KOJUIETHIO — TIO KATETOPHUSIM JIET;

- B cyneOHble cocTtaBbl CyneOHOW KOJUIETUM TIO YTOJIOBHBIM Ji€JIaM — MO
PETHOHATILHOMY TTPUHITUITY;

- B CyneOHyr0 KOJUIETHIO TIO JIelaM BOSHHOCTYXKAIIHUX — IO MOACYIHOCTH.

3.10.39. IloctymuBmiie TOBTOPHO >KanoOBl, TMpEACTaBIECHUS (TIPOTECTHI)
NEePealoTCs Ha PAcCCMOTPEHHE BMECTE C MPOM3BOJCTBOM, KOTOpOE MOAOHpaeTcs
pabOTHUKAMU TPYMIBI XPAHEHUSI IOKYMEHTOB Y TIPABJICHHSI.

Brimaya nmpou3BOJCTB B MHOM TOPAIKE U MPUEM UX OOPATHO MPOU3BOISTCS
TI0JT PACIIMCKY B )KypHae (mpuiioskeHue 22).

3.10.40. IIpousBoxactBa 1o Aenam, paccMOoTpeHHbIM CyaoMm, XpaHSITCS B
cekperapuarax  cyneOHbix  coctaBoB  (CynmeOHOM  KOJJIETHHM MO JIeJIaM
BOCHHOCYXAIKX, JMCIHMIUIMHAPHOW KOJUJIETHH), B OTHEJE XpaHEHUs Cy/eOHBIX
JIOKyMEHTOB W TOJAOWparOTCs paOOTHUKAMU JTaHHBIX TOJIpa3/eleHUil 1o 3ampocam
VCTIOJTHUTEJIEH.

3.10.41. Wudopmauuss 00 UCHOIHUTENE U Jare TMepeaadyud >KaloOsl,
npexacTaBiieHus (porecta) Ha uzydenue sBoautcs B AUC.

I[To oxoHuanuun BBOAa HWH(POpPMAIMM B aABTOMATHU3UPOBAHHOM PEKHME
dbopmupyeTcss peecTp KajloO, MpeacTaBieHud (MPOTECTOB), YHUCISALIUXCSA 34
UCTIOTHUTENIEM, KOTOPBI 3aTeM pacleyaThiBaeTCs M TepenaéTcsi HCIOTHHUTEIIO
BMECTE C STUMHU JOKYMEHTAMH.

45 .
IMo menam, pacCMOTPEHHBIM CYJIOM MEPBON WHCTAHIMK J0 HAayaia JAEATEIbHOCTH KACCAIIMOHHBIX M aneJUISIIIAOHHBIX
CYZOB.
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O0paboTKa PACCMOTPEHHBIX XAJI00, IpeacTaBIeHu (IIPOTECTOB)

3.10.42. Tlocne paccMoTpeHHs] KaloObl, TIpeaAcTaBieHus (IpoTecTa)
WCIIOJIHUTENIEM  3aroJIHAETCS  DJEKTPOHHAsT  CTAaTUCTUYECKas  KapToyka U
W3TrOTaBIMBAETCS COMPOBOAUTENBHOE MUCHMO C Hcnoib3oBanuem AVC.

B compoBoauTesHOM NMHChbME O HAINPABICHUU 3aABUTEIIO 3aBEPEHHON KOMHUU
pelieHust mo >kajno0e, MPEICTaBICHUIO (MPOTECTY) YyKa3bIBaeTCs MOYTOBBIM aJipec
3agBUTENS (C MOYTOBBIM HHJIEKCOM), €T0 (PaMUITUSI M MHUIIMAIIBL, & TAKKE KOJIUIECTBO
JMCTOB MPUJIOKEHUS, TIOJJIEKAIIETO BO3BPATY.

Ecnu oTBeT HampaBisieTCss B HECKOJIBKO apecoB, TO YKa3bIBAETCS aapec, B
KOTOPBI HAMpaBIIAIOTCS TMPWIOKEHHUS (HAPUMEp: «TOJNBKO B TEPBBIA aapecy
(m. 2.7.15 nacrosmeit MHCTpyKIIUN).

[TonnmMHHUK KacCAallMOHHOTO OMPEIENICHUs M0 KAacCAlMOHHBIM >kKano0e
(mpeACTaBIEHUIO) HAa BCTYNUBUIME B 3aKOHHYIO CHIIy CyA€OHbIE MpUKa3bl WU
CylJeOHbIE aKThl O aJMUHHCTPATUBHOMY JI€Jy, PAacCMOTPEHHOMY B TOpSAKE
YIPOILEHHOTO (MMHCbMEHHOTO) CYAOIPOU3BOJCTBA, HA ONPEIEICHUs, KOTOPHIMU HE
OKaHYMBAETCS  IPOU3BOJACTBO IO  AJAMMHUCTPATUBHOMY J€Ny, OPHUTHMHAJbI
KaCCallMOHHBIX  JKaloObl, MIPEJICTaBICHUS, JOKYMEHTBI, IOATBEPXKIAIOIINE
MOJTHOMOYMSI TPEICTAaBUTENS], @ TAKXKE COJEpXalllhie CBEACHHUS, MOATBEP)KIAIOIINE
YBOXUTEIbHBIE TPUUYMUHBI TPOMYCKa CpOKa TOJIayu >KajoObl, TMpEACTaBICHHUS,
HANPAaBISIOTCA B CY/ MEPBOM MHCTAHIIMU COMPOBOJUTEIBHBIM MHCHMOM, B KOTOPOM
YKa3bIBAETCSl Ha MPUOOIICHUE ITUX JOKYMEHTOB K MaTepuajaM aJMHUHUCTPATHBHOTO
Jiena, a 3aBepeHHBIC B YCTAHOBJICHHOM MOPSIKE KOMUU KaCCAIIMOHHOTO OIPeIeICHHS
HAMPAaBISIOTCS C COMPOBOIUTENLHBIM MUCHMOM JIMIAM, YYaCTBYIOIINM B JIETIe.

XKanoOsbl, npeacTaBiaeHus (MPOTECTHI) BO3BPAILAIOTCS B YTIPaBIEHNUE BMECTE C
CyIeOHBIMU aKkTaMu (TIOCTAHOBJICHHUSMHM, PEIICHUSMU) W COMPOBOIUTEIHHBIMU
MUCbMaMH JTUO0O0 O0(UIIUATEHBIMHU MTUChMaMHU.

Kaccammonnsie >xanoObl, TPEeACTABICHUS IO aJMUHUCTPATUBHBIM JeJiaM,
KaCCallMOHHBIE OIpEeNIeJICHHs], BHIHECEHHBIE MO pe3yjbTaTaM HX PAaCCMOTPEHUS, U
COIPOBOJUTENbHBIE MMChMA B aJIpec Cy/a NepBOM MHCTAHLUU U JIMI, YYaCTBYIOIINX
B Jeje, INepenaloTcss B YIOpaBleHHWE B JIGHb MOJINUCAHUS KacCallMOHHOTO
OTpe/IeNICHUSI.

B cayuae uctpeboBanusi nena mo jxaimobe, MPEACTaBICHUIO TO JeiaM IIo
pa3pelieHnio YKOHOMUYECKUX CIIOPOB B YTMpaBiIeHHWE [JIsl OTIPaBKHU TepenaaéTcs
TOJIBKO MUCHMO 00 HCTpeOOBaHMM Jelia, a KajoObl, MPEACTaBICHUS (IMPOTECTHI)
BMECTE C MMPOU3BOACTBAMHU OCTAIOTCS B COOTBETCTBYIOIIEM CYJI€OHOM COCTaBe.

3.10.43. PaGoTHrKOM YTpaBieHUsI BHOCUTCS B AJIEKTPOHHYIO KapToTeky ANC
JlaTa UCTIOTHEHUS JKaJIOOBbI, MPeICTaBICHUS (IIPOTECTa).

3.10.44. Tlocne BHecenus uHpopmammu B AMC 00 UCMONHEHUU >XaIOOBI,
npeiacTaBieHus  (IpoTecTa) He MO3[JHEe TPEXTHEBHOTO CpOKa  3asBUTEIIIO
HANPaBIIIETCS MU3TOTOBJICHHAs B YCTAHOBJICHHOM mopsiake komnus pemenus Cyna c
COIMPOBOJUTENBHBIM MUCHMOM WX O(UIIMATBHOE MHCHMO, a TaKXke (OPMUPYETCs
IIPOM3BOJICTBO M OCYIIECTBIISIETCSI CKaHUpOBaHHe HJOoKyMeHTOB Cyna mo pesyinbrataM
pPaccMOTPEHHUS MPOLECCYaTbHBIX OOPAIICHHI.
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3aBepeHHass B YCTAHOBJICHHOM MOPSIKE KOMHS KacCAllMOHHOTO OMpeAesiCHUs
MO0 KacCallMOHHBIM >KajoOe (IPEeICTaBIIEHHWIO) HAa BCTYNUBIIKWE B 3aKOHHYIO CHITY
CyleOHble TMpUKa3bl WU CyJIeOHble aKThl MO0 aJIMUHHUCTPATUBHOMY JIETy,
PAacCCMOTPEHHOMY B MOPSIIKE YNPOIIEHHOTO (MMMCbMEHHOI0) CyIOMpPOM3BOJACTBA, Ha
OTpeJeNIeHHs, KOTOPbIMU HE OKaHYMBAETCA MPOU3BOJCTBO MO aAMUHUCTPATUBHOMY
JieTy, HaIpaBlsieTCs WM BpydYaeTcs JIMIaM, yYacTBYIOIIUM B Jejie, He MO3JHee
CJIEIIYIOLIETO JTHS TOCIIC BHIHECEHUSI.

3.10.45. Ha >xanoOsbl, npeacTaBieHus: (MpOTECTHI), IO KOTOPHIM UCTPEeOOBaHbI
Jena JJis TPOBEPKM B KACCAIMOHHOM U HAI30PHOM TMOPSAKE, 3amOJHSAIOTCS
KOHTPOJIbHBIE JHUCTHI (MPHIIOXKEHUE 52), TOCiEe Yero xKajaoObl, MPECTaBICHUS
(mpoTecThl) TMepenarTcs BMECTE C MNPOU3BOACTBAMHM (MIpU HMX HAJIUYUHU) B
COOTBETCTBYIOIIHM Cy/IeOHBIN COCTaB.

[lepenaua xano0, mpeAcTaBlieHH  (MPOTECTOB)  OCYILIECTBISETCA B
aBTOMATU3UPOBAHHOM PEKUME IO/ PACIIUCKY B PEECTpax Mepeiauu xajioo.

B cinydae ucrtpeboBaHus nena mo jxanoOe, MPEACTABICHUIO IO JelaM IO
pa3peleHn0 SKOHOMUYECKUX CIIOPOB KOHTPOJIbHBIE JINCThI HE 3aIIOJIHAIOTCS.

3.10.46. PabotHukamu YmpaBiaeHus: GOpMHUPYIOTCS MPOU3BOICTBA.

[locne paccmorpenust  kanoObl  (IpEACTaBIEHUs) B MPOU3BOACTBO
MO/IIIINBAIOTCS:

— TO/UIMHHUK oOIpeneieHust (IIOCTaHOBJEHMs) 00 OTKa3e B Iepenade
KACCALIMOHHOM WJIM HAaJ30pHOM >KajoObl, MpEACTaBICHUS /I PAcCCMOTPEHHUS B
Ccy1eOHOM 3ace/laHuM CyJia KaCCallMOHHOM MJIU HAJ30PHON WHCTAHIINY;

— xoruu ouimansHbix nuceM PykoBoactBa Cyna;

— IOKYMEHTBHI, YOCTOBEPSIOIINE CTATYC MPEACTABUTEINS U €T0 MOJTHOMOYNS;

— ’KajoObl, TPEJCTABICHUS, MOYTOBBIA KOHBEPT WM COIMPOBOIUTEIHHBIH
OJIaHK (aJIpECHBIN SPIbIK);

— KOITUU 00XaTyeMbIX CYJCOHBIX aKTOB (CyJ€OHBIX TOCTAHOBIICHUN);

— MHBIC JOKYMEHTHI 10 yKka3zanuio cynpu Cyna.

[Tocne paccMOTpeHMsI KacCaIlMOHHOM Kajo0bl, MPEJACTaBICHUS Ha BCTYIHUBIITNE
B 3aKOHHYIO CUJTy Cy/JeOHbIE MPUKA3bl UJIN CYJCOHBIC aKThl IO aAMUHUCTPATUBHOMY
Jiey, PacCMOTPEHHOMY B MOPsIJIKE YIPOLIEHHOIO (MMCHMEHHOT0)
CYJOTIPOM3BOJICTBA, HA ONPEJIECICHUS, KOTOPHIMU HE OKaHYMBAETCSI IPOU3BOICTBO 10
aIMUHUCTPATUBHOMY JI€JTy, B TIPOMU3BOJICTBO MOAIINBAIOTCS:

— 3aBEpPEHHAsI KOIMS KaCCAllMOHHOTO OTPEICIICHUS;

— KOMHS KAaCCAIIMOHHBIX >KajIo0bl, MPECTABJICHUS, TOYTOBBIA KOHBEPT WU
CONMPOBOAMUTEINBHBIN OJTaHK (apECHBIN SPIIBIK);

— KOMHWU JOKYMEHTOB, YJIOCTOBEPSIONIMX CTAaTyC TMPEACTaBUTENS M €ro
TIOJTHOMOYHS;

— OpUTMHAJ KBUTAaHIMM 00 YyIUlaTe TOCYAapCTBEHHOW TMONUIMHBI WA
JIOKYMEHTBI, CBUJETENIbCTBYIOIINE 00 OCBOOOXKICHUH OT €€ YIUIaThl;

— KONMMHU JOKYMEHTOB, COJEp)Kallli€  CBEJIEHUs, MOATBEPKAAIOIINE
YBAXUTEIHHBIC TIPUUUHBI TTPOITYCKA CPOKA MO KaJloObl, IpeACTaBICHHS (TIPH UX
HaJIM4yun);

— KOTIMH 00KaTyeMBIX CyJE€OHBIX aKTOB;

— MHbIE TOKYMEHTHI IO yKa3zaHuio cyabpu Cyna.
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ITocne paccMoTpeHus *ano0bl (MPOTECTa) HA BCTYNUBUIME B 3aKOHHYIO CHITY
IIOCTAHOBJICHUE IO ey 00 aJIMUHUCTPATUBHOM IMPABOHAPYIIECHUHU, PELICHUS IO
pe3ysbTaTaM  pacCMOTpeHMsl  kajlod, mpoTrecTtoB B  mpousBoictBo  Cyna
NOJIIMBAKOTCS:

— %aino0a (rmpoTecT);

— IOJUIMHHUKH OIPENEICHUsI O IPUHATHH Kajlo0bl (IpOTECTa) K MPOU3BOJACTBY
Cyna;

— nocta”osnenue [Ipeacenarens Cyna wnu ero 3amectutens aubo cyasu Cyna;

— KOTMMM  TIOCTAHOBJIEHUHN  (pelIeHHi), BBIHECEHHBIX MO  Jeday 00
aJMUHUCTPATUBHOM IPABOHAPYILIEHUU;

— KOIIUHA COINPOBOJMUTEIBHBIX IMHCEM O HANpPaBICHUA KOMHUI YKa3aHHBIX
OIpPEJENIEHHMS, TOCTAHOBJIEHUS YYaCTHUKAaM MPOU3BOJICTBA;

— JIOKYMEHTBI, MOATBEPKIAIONIME MOJTHOMOYHUS 3aIUTHUKA, MPEICTaBUTEN,
3aKOHHOTO IIpeaCTaBUTENsl (U3UYECKOTO JHIla WIM 3aKOHHOTO MpPEeACTaBUTEIs
IOPUIMYECKOTO JINLA, B ClTyyae OOpallleHusl TAKUX JIUI] C XKal000H;

— WHBIE JOKYMEHTHI 110 ykaszanuto [Ipencenarens Cyna wim ero 3aMecTUTENS
6o cynpu Cyna.

CdopmupoBaHHble NPOU3BOJCTBA IEPEAAOTCS MOJ PACHUCKYy B peecTpax
nepesayl JOKyMEHTOB pabOTHUKAM YIIpaBlI€HUs, OTBETCTBEHHBIM 3a UX XpaHEHHE.

[IpousBoacTBa, mepelaHHblE HCIOIHUTENI0 M3 CEKPETapuaToB CYJEOHBIX
COCTABOB M OTJEJIa XPAHEHMSI, BO3BPAIIAIOTCS MO MECTY XPAHEHHS.

3.10.47. IIpou3BoAcTBa MO *kanobdaM, MPeCTaBICHUAM (TPOTECTaM) XpaHATCS
B apxuBe YNpaBIE€HHUS B COOTBETCTBUM CO CpPOKAMH, OIpPEACIEHHBIMU
Homenknatypoii aen, HapsaoB v npous3BoAcTB Cyaa, B MOPSAKE, YCTAHOBJIEHHOM
noapaznenom 4.6 nacrosmend HMHCTpyknmm, a 3aT€M YHMUYTOXKAKOTCA B TOPSIKE,
YCTaHOBJIEHHOM noApaszjiesioM 4.8 Hacrosien MHcTpykumm.

Jlexonpon3BoactBo B [Ipuémuoii Cyna

3.10.48. TIlpuém rpaxnaH, HemocpeacTBeHHO oOpatuBmuxcsi B Cyx,
ocyiecTBisieTcss pabotHukamu [IpuémMHON M periaMeHTHpyeTcs MOJIOKEHUEM 00
YnpasneHnu, JOJDKHOCTHBIMU perjlaMeHTaMU U Hactosierd MHCTpyKuuen.

3.10.49. [Tucemennsie oOpaiienus, noctynusiire B [IpuéMuyto, yuutbiBatoTcs
W TIEpPEelaloTCs B COOTBETCTBYIOUIME TPYNIbl YTpaBlieHUs I JalbHEHIero
IIPOXOKJICHUS B YCTAHOBJIIEHHOM HacTosIen MHCcTpyKuuen nopsiake.

Ha oOpamennn ¥ ero KOmuM, KOTOpas TMOJIEKUT BO3BpATy 3asiBUTEINIO,
craButcs mrtamn [Ipuémuoit (mpusoxenue 75).

3.10.50. CBenenust o nuiax, ooparuBmmxcsa B [IpuéMHyro, y4uTHIBaIOTCS B
AUC.

3.10.51. Padoraukom Ilpuémuoii naBoasTcs crnpaBku B AVIC o aBukeHUH B
Cyne 3asBreHui, xano0 (mpeacTaBieHuit), CyAeOHBIX e U APYTUX JOKYMEHTOB, a
TaKxe BblIaroTcsa konuu pemieHuil Cynaa (1o 3ampocam 3asiBUTEINEN ).

3.10.52. 3asBnenuss o Bbmaye JokymMeHTOB Cyna wWiM HUX  KONUU
HEIMOCPEICTBEHHO 3asABUTENIO0 peructpupyrorcs B AVC.
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3.10.53. Pemenuss mno 3agBieHUsM, kamo0aM, oOQHIMaTbHBIE MHUCHMa
PykoBozacTBa u cyneit Cyna, a Takke MHBbIE JTOKYMEHTHI BBIJAIOTCS 3asABUTEINIO O]
PaCHUCKy ¢ yKa3aHWEM JaThl BbIJAYH U (PaMUITHH 3asIBUTEIIS.

3asBieHUE O BbIJIau€ HEMOCPEACTBEHHO 3asBUTENIO JOKyMeHTOB Cyna Uil ux
KOIHH, a TAK)KE paclUCKa MOIIITHBAIOTCS B TIPOU3BOICTBO.

3.10.54. TloBTopHas Bblgauya konuil pemreHuid Cyna U oUIMATBHBIX MMHCEM
OCYIIIECTBIISIETCS B YCTAHOBJIIGHHOM HacTosimeld MHCTpyKInel mopsake.

3.10.55. Uckniouen - npuxasz Ilpeoceoamens Bepxosnozo Cyoa Poccuiickoii
Deoepayuu om 8 urons 2026 2. Ne 43-11.

3.11. lenonpou3BoacTBo B apxuBHOM (ponae Cyna

3.11.1. Tlopsaok MPOXOXKACHHUS JOKYMEHTOB U pabOThl C HUMH B OTIEINE
XpaHEHUs1 CyJIeOHBIX JOKYMEHTOB (Jlajiee — OT/AEN XPaHCHHS) PEerIaMeHTHPYETCS
Hacrosmed WHCTpykiuen, 3agadamMu ¥ QYyHKIOUSAMH OTAeda M JIOHKHOCTHBIMH
periaMeHTaMH €ro pabOTHUKOB.

[Topsinok opraHu3alvy KOMILUICKTOBAHUSA, XPAHEHUs], YU€Ta M HUCIOJIb30BaHUS
ToKyMeHTOB apxuBHoro ¢onga Cyaa yctaHoBieH HMHCTpyKnuer 1o XpaHEHHIO
aApXUBHBIX JIOKYMEHTOB.

3.11.2. Jlna oOecrieyeHus OINEPATUBHOTO TIOMCKA U  HMCIIOJIB30BAaHMS
uH(popManuu B oTzene XpaHeHus ucnonb3yercs AUC.

3.11.3. [Ipuém u y4€T JOKYMEHTOB, MIOCTYUBIINX B OT/EJ, OCYIIECTBISCTCS B
aBTOMATU3WPOBAHHOM PEKUME.

Crenenus o moctynuBuieM JokyMeHTe BBOAATCA B AVC ¢ BHECEHUEM JaHHBIX
B OJIEKTPOHHYIO KapTOYKy, IMPU ITOM JOKYMEHTY aBTOMATUYECKU MPUCBANBACTCS
BXOJIAIINI HOMED.

Ha nepBoii cTpaHuile JOKYMEHTA CTABUTCA PETMCTPALMOHHBIN IITaMI OTAENA
XpaHEHUsT C yKa3aHMeM HoOMepa M JaThl MOCTYNJEHHUS  JOKYMEHTa
(mpunoxenue 67).

Kpome Toro, peructpanus oCyImIECTBIISIETCS B JKypHaJIE yu€Ta U pEerucTpaiuu
MUCBMEHHBIX 3allpoOCOB, 3asBJICHUM 110 YroOJIOBHBIM JieJlaM O BbIJadye KOMUM
JIOKYMEHTOB, CIIPaBOK O pe3yJibTaTaX PAacCMOTPEHUS €N, a TaKXe 3alpocoB IO
JUYHOMY COCTaBY.

3.11.4. Tlepenannbie wu3 mnoapaznenenuii Cyna Ha NPOBEPKY KaJIOOBI,
3asBJICHUS] YYUTHIBAIOTCS B COOTBETCTBYIOIINX KypHaIax.

3.11.5. Paboraukom noapazaeneHuss Cyna, u3 KOTOPOro MOCTYNUJ JTOKYMEHT,
3aMOJIHSIOTCS] B COOTBETCTBYIOIIEM JKYpHaJie ClAeAYyIoIue rpadml:

- J1aTa MOCTYIUICHUS JOKYMEHTA,

- (damunaus, UM M OTUYECTBO OCYXIEHHOIO, JIMI, Y4acCTBYIOIIMX B JeJie,
TPETHErO JINIIA;

- JaTa W TMOANMUCHh pabOTHUKA OTHIENla XpaHEHUsS O BO3BpATe JOKYMEHTA; B
cily4ae, eCliu JOKYMEHT OCTaeTCsl B OT/IEJIe, CTABUTCS OTMETKA «apXHUBY;

- JaTa ¥ moAmuch padoTHHKA moapazaencaus Cymaa 0 modydyeHur JOKYMEHTa
W3 OT/eaa.
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3.11.6. JIoOKyMEeHTBI, PacCMOTPEHHE KOTOPBIX OTHOCUTCS K KOMIETCHILIUU
OTJIe]a XpaHeHHUs], IePeJatoTCsl UCIIOJIHUTENSIM B COOTBETCTBUH C UX JOJIKHOCTHBIMU
periiaMeHTamH.

3.11.7. B otrmene xpaHEHUsS BXOAAINIUM M HMCXOJAIIUM JOKYMEHTaM IIO
CyJIeOHBIM JieJlaM TIPUCBAUBAETCSI HOMEP CYJI€OHOTO PEIlICHUS.

JlokymMeHTaM, HE CBSI3aHHBIM C KOHKPETHBIM CYACOHBIM DEIICHHUEM, a TaKkKe
JIOKyMEHTaM, CyJIeOHbI€ PEILIEHHUs 10 KOTOPbIM OTCYTCTBYIOT B CyJie, MpUCBAaUBACTCS
HOMED, COCTOSIIIMI M3 MHIEKCAa OTAeNa XpaHeHHus, neduca, MOPAIKOBOIO HOMEpA,
KOCOM 4epThl, BUAa JTOKyMeHTa, feduca u Tekymero roaa (mampumep: OX/I-15/rp-
14).

3.11.8. Brigaua nmen, HapsiioB M MPOU3BOJCTB PAOOTHHKAM IMOApA3EICHUN
Cyna ocymecTtBiasercs 1o pacnucky B Kuure Bblgaud  JIOKYMEHTOB
(mpunoxkenue 23). Ha BbimanHOe €m0, Hapsa W MPOU3BOACTBO 3aBOJUTCS JIUCT-
3aMECTHUTEIIb.

O3HakOMJIEHHE C JIeaM1, HapsAaMHu U MIPOU3BOJICTBAMHU, a TaKXKe MOJATOTOBKA
U HallpaBJICHHUE OTBETOB Ha 3alpocChl M0Jb30BaTeNel HHPOpMALEH O AeSITEIbHOCTU
Cyzna ocyIecTBISIFOTCS B COOTBETCTBHM ¢ llosokeHreM 0 mopsiake 03HAaKOMIICHUS
noJib30Bareneil nHpopmanueit ¢ nuupopmanuenn o neareiabHoctu Bepxosnoro Cyna
Poccuiickoit deneparumn, Haxojsumieiics B apxuBHoOM ¢onzue BepxoBnoro Cyna
Pocculickon CDG,I[GpaHI/II/I46.

3.11.9. B otmene xpaneHus Bena€rcs y4d€T 3ampocoB Mo gokyMeHTam Cyna
(PCOCP, CCCP).

3.11.10. B cnyuae mepenayn JOKYMEHTOB M3 OOIIEro OT/ela Ha MCIIOJHEHUE
UCXOJSAIIMNA HOMEp MNpUCBauMBaeTcs OOLIMM OTIEIOM, B JJIEKTPOHHON KapTOTEKe
KOTOPOTO JIENAETCsl OTMETKA 00 OTIPaBKE OTBETA OTAEIIOM XPAaHEHHUS.

3.11.11. JIoKyMeHTBI, TOATOTOBJCHHBIC I OTIPABKH, OQOPMIIIIOTCS
VICITOJIHUTEJIEM B YCTAaHOBJIICHHOM IOPSIZIKE U MepearoTces B axkcneaunuio Cyna.

HcnonHeHHble JOKYMEHThl Ha OyMa)KHBIX HOCHUTENAX MOAIIMBAIOTCS B
COOTBETCTBYIOIIME HAPSAbl U IPOU3BOICTBA.

4 VYTBepxkaaetcs npukazoM [pencenarens Cyna.



71

3.12. Ilopsinok padoThl ¢ JOKYMEHTAMHU OTPAHUYEHHOT 0
pacnpocTpaneHusi (¢ moMeTKo# «J1s1 C1y:KeOHOT0 MOJIL30BAHUSN)

3.12.1. K cayxebHOoii wuHPOpPMAIIUU OTPAHUYCHHOTO PaCIPOCTPAHCHUS
OTHOCUTCSI HECEKpeTHasi MH(opMallus, OrpaHMuYEeHUE Ha PaclpOCTpaHEHHE KOTOPOH
JTUKTYETCS CITYKEOHOU HEOOXOJUMOCTBIO.

K JokymMeHTaM OrpaHMYeHHOro pacnpocTpaHeHus (¢ mnoMeTkor «Jlms
CILy’K€OHOTO IMOJB30BaHU») OTHOCATCA NMocTynuBiIKne B Cyll, a TAKXKE CO3/IaHHbBIE B
CyIe HOKyMEHTHI, COAepKAIIIe JAHHYIO HHPOPMALHIO (HAPS/Ibl X H3IAHUS)" .

PaGora ¢ [mOKymMeHTaMu, COAEp)KAIlMMH  CIYXEOHYyI0 HHGPOpPMAIUIO
OTPaHUYEHHOr0 pacnpocTpaHeHus (manee — «J[ns ciaykeOHOro MOJIL30BaHUM),
ocyuiecTisiercss B annapare Cyaa B MOpsIKE, YCTaHOBJIEHHOM ISl HECEKPETHBIX
JIOKYMEHTOB, C Y4€TOM 0COOEHHOCTEMN, N3JI0KEHHBIX B HACTOSILIEM pa3ziele.

3.12.2. Ha ciuyxeOHbIX JTOKyMEHTax (B cilydae HEOOXOAMMOCTH W Ha HX
IPOEKTax), coJlepKaIlInX CIIy>)KeOHYI0 UH(pOpMaLIHIO OTPaHUYECHHOIO
pacnpocTpaHeHus], POCTABIAETCS MOMETKa « /17151 ciTy’>keOHOTro MMOJIb30BaHUSD).

HeoOxomuMocTh mpocTaBiieHUs NMOMETKH «JlJisl ciy»KeOHOro MOIb30BaHUS»
OIIPENENSIETCS UCIIOJHUTENEM IOKYMEHTa, pyKoBoauTeneM noapasaencaus Cyna wim
JOJKHOCTHBIM JIMLIOM, TTOAIMCHIBAIOIIUM UJIM YTBEPKAAIOIIUM IOKYMEHT.

VYkazaHHas TOMETKAa U HOMEP SK3eMILISIpa MPOCTABIISIIOTCSA B IIPABOM BEPXHEM
yIay TEpPBOM CTpaHULBl JOKYMEHTa, Ha OOJIOKKE M TUTYJbHOM JIUCTE W3JIaHUd, a
TaK)K€ Ha MEpPBOM CTPAHUIIE COMPOBOJIUTEIBHOIO MUChbMa K ATUM JIOKyYMEHTaM IpH
HaJIMYUU B COCTABE MPUJIOKEHUM XOTS ObI OJTHOTO TOKyMeHTa ¢ moMeTkon «J[CIT».

3.12.3. Perucrtpauus BXOIAIIMX, HCXOMAIIMX WM BHYTPEHHUX JTOKYMEHTOB,
collepKallluX  CIyKeOHyl0 HMH(GOPMAIMI0 OrPAHMYEHHOTIO  PaclpOCTPaHEHUS,
ocyuiectisiercss B AUC B pexxuMe OrpaHU4YEHHOr0 JTOCTYIa U B COOTBETCTBYIOIIUX
KypHajaX W KHUTaX y4yéra YIMOJHOMOYEHHBIMH PAOOTHUKaMH OOIIEro otaena, 3a
UCKJIIIOYCHHEM JOKYMEHTOB YIpPaBJIEHUS KaapOB U TOCYJApPCTBEHHOM CIIyXOBbI,
VYrpaBneHuss mo B3aUMOJACHCTBUIO B cdepe 0Oe30MacHOCTH W MOOMIM3AIMOHHON
noarotoBku, Ileporo ormena Cyna, a Takke BHYTPEHHUX AOKyMeHTOB Otaena
BHYTPEHHEro (PMHAHCOBOTO ay/IWTa, KOTOPbIE PETUCTPUPYIOTCS YIOJIHOMOUYEHHBIMU
pabOTHUKAMU 3TUX MOAPA3/ICICHHA.

JoxymeHTbl «Jlsi Cily’K€OHOro MOJb30BAHUSA» YUYUTHIBAIOTCS OTAEIBHO OT
HECEKPETHhIX JOKYMEeHTOB. [lpu He3HauuTeNnbHOM OOBEME TaKUX JOKYMEHTOB
paspeniaeTcsi BeCTU UX YYET BMECTE C HECEKPETHBIMM JIOKyMeHTaMu. [Ipu 3ToM K
HOMEPY AOKyMeHTa ooasisieTcst nomeTka «JCID».

3.12.4. OrnpaBka TOKYMEHTOB C MOMETKOM «JIJIsl CITy»K€0HOTO MOJIb30BaHHUS B
OpraHbl TOCYJIapCTBEHHOW BJACTH  OCYIIECTBISIETCA 4Yepe3  MOoApa3ieseHus
denbaberepckoil caykObl M CHEIHATIBbHOM CBA3M B YCTAHOBJICHHOM MOPSJIKE,
HapOYHbBIM, & TAKKE 3aKa3HBIMU WU IIEHHBIMU MOYTOBBIMU OTIPABICHUSIMHU.

47 " -

Ilepeuens cBenennii (moxymenroB) Bepxosnoro Cyna Poccuiickoit ®enepanum, COCTaBISIIOIIMX CIYXEOHYIO

nH(opMaLIo OrpaHMYeHHOT0 pactpoctpanenus («1is ciykeOHOro 1MoJIb30BaHus), yTBEpxkKaaeTcs nprukazom no Cyay.
b
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[Ipy HeoOXOIMMOCTH HANpPaBJIEHUS TAaKUX JOKYMEHTOB HECKOJbKUM
aapecaTaM HCIOJHUTENb COCTaBIISIET CHMCOK PACCBUIKH, B KOTOPOM I KaXKJIOTO
aJpecara TMpOCTaBIsETCSs HoOMep OdK3eMmiUsipa (konuu). CHHCOK  pacChUIKU
MOANMUCHIBAETCS. UCIIOJHUTEIEM W YTBEPKIACTCS PYKOBOIMTENIEM IOJAPA3/CICHUS,
MOJATOTOBHUBIIETO JOKYMEHT (MpuiioxkeHue 44).

[lepenaya MOKYMEHTOB C TOMETKOW «Jlsi ciykeOHOro moJb30BaHUS» 10
HE3aIUIIEHHBIM KaHataM (GaKCUMIIBHON U AJIEKTPOHHOM CBSI3M 3aIpEIIaeTCs.

3.12.5. ITpu noAroTOBKE MPOEKTOB JOKYMEHTOB C MOMETKOU « /1 ciy>ke0HOro
MOJIb30BaHUs» YEPHOBUKH ((haiisibl) M BApUAHTHI ATHX JOKYMEHTOB YHUUTOXKAIOTCSL.

Ha oGopoTHO# cTOpoHE B JIEBOM HIDKHEM YIUIy MOCJEIHEro JIMCTa KaXJa0ro
DK3EMIUISIpA YKA3bIBACTCS KOJMYECTBO OTIEYATAHHBIX HK3EMIUIIPOB, (aMuius
WCIIOJTHUTENISI U HOMEP €ro ClIy>keOHOoro TenedoHa.

3.12.6. KonupoBaHue JTOKYMEHTOB C TlIOMeTKoW «/[lms cmykeOHOro
IIOJIb30BAHUS»  OCYLIECTBISIETCS  TOJBKO € IHCBMEHHOTO  pa3pelleHus
PYKOBOJMTENIEH COOTBETCTBYIOIIMX mnoxpasfaencHuii Cyna, OCYLIECTBIISIOIIUX
pErucTpalmio TaKuX JOKYMEHTOB, WM UX 3aMecTUTeNel (MpuioxeHue 64).

Ha oOopoTHOlf cTOpOHE B JIEBOM BEpPXHEM VIJy [OCIEJHET0 JHCTa
IIOJUIMHHUKA JOKYMEHTAa YKa3bIBAETCS KOJIMYECTBO CHSATBIX KOIMHM JOKYMEHTA,
HOMEpa UX HK3EMILUISIPOB U Ky/1a OHU NEepPEIaHbl (HAIIPABIICHBI).

3.12.7. HWcnonHeHHble JOKYMEHTHI C TOMeTKOM «Jlma  cmykeOHOTO
MOJIb30BaHUs» (POPMHUPYIOTCS B Hapsiabl B cOOTBeTCTBUM ¢ HomeHkmnaTypoil nedn,
HapsaA0B 1 npou3BoAcTB Cyna. [Tpu 3ToOM TOKyMEHTBI ¢ MOMETKOM « /s cimyxebHoro
MOJIb30BAaHUS» MOTYT OBITh IOMEIIEHbl B HapsAabl BMECTE C HECEKPETHBIMU
JOKyMEHTaMHu 0 TOMYy e Bompocy. Ha o0noxke Hapsga, B KOTOPBIM MOMEIIEHBI
TaKhe IOKYMEHTBbI, POCTAaBISETCS TOMETKA «/J{J1s C1y»KeOHOro MOoJIb30BaHUs.

3.12.8. JlokyMeHTBI, M3AaHUS U Hapsabl ¢ NOMETKON «lis ciry>)xeOHOoro
MOJIb30BAaHUS» XPAHATCS B 3alUPAEMbIX M OleyaTbiBaeMbIX IIKadax (ceddax wmim
METaJUIMYeCKHX IIKkadax) B CIIyKE€OHBIX TOMEIICHUSIX.

Bbigaua 3TuX cay*’eOHbIX JOKYMEHTOB, U3JaHUM M HapsA0B OCYLIECTBIISAETCS
CyapssiM U TeMm paboTtHukaMm ammapara Cyna, KOTOpble HMMEIT K HUM
HEIIOCPEICTBEHHOE OTHOIIGHHE, HA CPOK He Ooiee 30 IHEH'~ MOX PACIHCKY B
XKypHaJe.

BbIHOCUTH NTOKYMEHTHI, W3IaHUSI W HApSAbl C MOMETKON «[[ms cmykeOHOTO
MOJIb30BaHus» U3 3aaHui Cya 3anpeniaeTcs.

3.12.9. Ot6op Ha yHHUTOKEHUE JOKYMEHTOB, U3JJaHUN U HAPSJIOB C TIOMETKOM
«ns cmyxe0HOTr0 MOJIb30BAHMSY, YTPATUBIIMX CBOE MPAKTUYECKOE 3HAYCHHE U HE
UMEIOIIUX HMCTOPUYECKON IIEHHOCTH, MPOU3BOAMUTCS MO Mepe HeOoOXOAMMOCTU B
MOPSIIKE, YCTAHOBIICHHOM HacTosien MHCcTpyKiuen.

[To pe3ynbTaTam 0TOOpa COCTABIAETCS AKT M OCYILIECTBIIAECTCS YHUYTOXKEHUE
yKa3aHHbIX NOKyMeHTOB. B AMC (kypHasiax M KHHMrax y4é€ra 3TUX JOKYMEHTOB)
Jies1aeTcsi OTMETKA 00 YHHUTOKEHUHU CO CChUIKOM Ha COOTBETCTBYIOUIHI aKT.

3.12.10. IIpoBepka Hamu4usi TOKYMEHTOB, W3JAHMA W HAPAJOB C MOMETKOM
«nst cnyxeOHOoro mosp3oBanus» B Cyne MPOBOIUTCS HE PeXe OJHOrO pas3a B rof

48
3a HCKIII0OYeHUEM TCJ'Ie(bOHHI)IX CIIPAaBOYHUKOB, KOTOPLIC BbIAAIOTCA 1O MUHOBAaHUA Ha,HO6HOCTI/I.
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komuccuer Cyna B MOPSAKE U CPOKH, KOTOpBIE ompeaesieHbl npukazoM nmo Cyay. B
COCTaB KOMMCCUM BKIIIOYAKOTCS, B TOM YHUCJE JIMIA, OTBETCTBEHHbIE 3a YYET H
XPAaHEHUE ATUX HAPSAAOB, U3/IAHUN U TOKYMEHTOB.

PesynbTaThl npoBepku 0hOPMIIIIOTCS aKTOM.

3.12.11. B caydae yTparbl JOKYMEHTOB, M3JaHWA W HAPAJOB, COJEPKAIINX
CIIy’KeOHYI0 MH(POPMAIIMIO OTPAaHUYEHHOTO PacIpoCTpaHeHus, JMOO pa3riialieHus
TOM MHMOpMAIUU pyKOBOAUTENb moapasneneHus Cyna uHpoOpMHUpPYET 00 STOM
PykoBoactBo Cyna. [lo naHHOMY BONpPOCY B YCTaHOBJIEHHOM HOPSAJKE MPOBOIUTCS
IIPOBEPKA, O pe3yJibTaTax KOTOPOl MUCbMEHHO JoKIaabiBaeTcs PykoBoactBy Cyna.

Ha yTpaueHHble HNOKYMEHTBI, HW3JaHWS W HapsSApl C TNOMETKOM «J[lns
CIIy’KEOHOTO TOJIb30BAHMS COCTaBIIETCA aKT, HA OCHOBAaHUM KOTOPOIO JE€Iar0TCs
COOTBETCTBYIOILIME OTMETKU B YUETHBIX (POpMaX.

3.12.12. Ilepenaua padotHukamu anmnapara Cyaa TOKYMEHTOB (MX KOIUWA WU
IIPOEKTOB), coZiepaKalnx CIIy’)KeOHYI0 uH(pOpMaLUIO OTPaHUYEHHOTO
pacmpocTpaHeHus, pabOTHUKAM JIPYTUX OpraHu3anui (IOpUANYEeCKUX JIUIl), a TaKXKe
pacnpocTpaHeHHe Takod UHGOpMAlMU JIONYCKAeTcs TOJIBKO C  pa3pelieHus
PykoBoactsa Cyna.

Copepxaiuecss B JOKYMEHTax ¢ MOMETKOM «Jlyis ciy>keOHOro Mosib30BaHUsDY
NEPCOHAJIbHBIE JaHHBIE HE MOJUIEkKAT pa3[IallICHUI0 U HE MOTYT OBITh JOBEJCHBI 10
CBECHHUS JIUI], HE YIIOJTHOMOUYEHHBIX 00padaThIBaTh TaKUE NEPCOHAIBHBIC TAHHBIE.

3a pasriamieHue ciay>ke0Hoil MHPpOopMaluyu OrpaHUuYEHHOTO PacIpOCTpaHEHUS,
a TaKKe 3a HapyIIeHHE YCTAHOBJIEHHOI'O NOpsAJKa OOpalleHus C JIOKYMEHTaMH,
coJlepKalllUMKM  Takyr HH(opmanuio, padoTHuku anmnapata Cyaa Moryt ObITh
NPUBJIEYEHBl K  OTBETCTBEHHOCTH, MPEAYCMOTPEHHOM  3aKOHOAATEIbCTBOM
Poccuiickon ®@enepanumu.

3.12.13. Pemienrie O CHSATHMM C JOKyMEHTa NOMETKH «Jljig ciy>)keOHOro
NnoJb30BaHUs»  npuHuMaercss  PykoBogctBom  Cyna  Opu YTBEPXKICHUHU
COOTBETCTBYIOILIETO AKTA, MpeJCcTaBiIsieMoro komuccuen Cyna.

IIpy  WCKIIOYEHUM  JOKYMEHTOB M3  KAaTErOpUM  OTPAHUYEHHOIO
pacripocTpaHeHus (CHATHM TIOMETKH «J[ms  ciy)keOHOTO TIOJIb30BaHMS») Ha
JTOKyMEHTaX, WU3JIaHUAX M Hapsgax, a Takke B YYETHBIX (QopMax JeJaroTcs
COOTBETCTBYIOIINE OTMETKH.

3.12". BaaHkH cTPOroii OTYETHOCTH

3.12%.1. K GnaHKaM CTpPOroif OTYETHOCTH OTHOCSTCS OJAHKH YIOCTOBEPEHHIA,
TPYJIOBBIX KHIIKEK C BKJIAQABIIIIAMHU K HUM, a TakKe Jpyrue OJaHKH, pacXxOJI0BAHUE
KOTOPBIX YUUTBIBAETCA MO SK3EMILISIPAM U IO HOMEPaM.

3.12".2. BraHku CTPOroil OTYETHOCTH YUUTHIBAIOTCS, XPAHSTCS U IPOBEPSIOTCS
Mo TeM JKe€ TpaBWIaM, YTO M JOKYMEHTBHl ¢ TmoMeTKouh «Jlms cimyxeOHOTrO
MTOJIb30BAHUS.

Yuér O61aHKOB CTPOrol OTYETHOCTH BEAETCA IO YCTAHOBJICHHOM (opme
(npuioxenue 24).

[Ipu m3manuu OJIAHKOB CTPOrOM OTYETHOCTH MPEAYCMATPUBACTCA MX THPAXK
U HyMepauus.
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PykoBoauTenu COOTBETCTBYIOMIUX MoApazaeiaeHuii Cyna HECYT MePCOHATBHYIO
OTBETCTBEHHOCTh 3a OOECIEUYEHHE COXPAHHOCTU OJAHKOB CTPOTOM OTUYETHOCTH U
MPaBUILHOCTD X UCIOJIb30BAHUS.

3.13. IlopsiAoKk U3roTOBJIEHUSN, XPAHEHUs], BLIIAYH U YHUYTOKEHUS
0.1ankoB pemrenuit Cyna u 6aankoB Cyna

3.13.1. bnanku pemennii Cyna u Omanku Cyza ¢ BOCIPOU3BEACHHUEM
['ocymapctBennoro repba Poccuiickoit deneparinu U3rOTOBISIOTCS B COOTBETCTBHUH
c TpeboBanusmu cr. 10  DemepasbHOr0  KOHCTUTYLMOHHOIO  3aKOHA
or 25 pexabps 2000 r. Ne 2-®K3 «O T'ocymapctBenHoMm repbe Poccuiickoii
®enepauun». W3roroBieHue, xpaHeHWe W Bblada noapasaeneHusM  Cygaa
yKa3aHHBIX OJJAHKOB OPraHU3YETCS M OCYIIECTBIIAETCS YIpaBiIe€HUEM OOeCreYeHUs
nesrenpHocTH Cynia 1o 3asBKaM pykoBoaurtesnel noapasaenenuil Cyna.

bnankun pemenuit Cynma u Onanku Cyaa JODKHBI OBITH HU3TOTOBJICHBI
Ha CTaHJApPTHBIX JIMCTaX OeJol WM CBETJBIX TOHOB Oymaru ¢opMaToB
A4 (210 x297 mm), A5 (148x210 mm).

3.13.2. bnanku pemenuid Cyna u 6manku Cyna moasiexaT Y4ETy U JOJKHBI
HCIIOJIB30BaThCA CTPOTO MO HA3HAYEHUIO, NEPENaBaTh UX APYTUM OpraHU3alUsIM U
JMLAM 3aIpeniaeTcs.

VYuér OnaHkoB BeAETCS B YIIpaBiIeHUH 00€CTICUCHUS IESITEILHOCTH B XKypHaJie
(mpunoxenne 27) MODKHOCTHBIMH JIMIIAMU, OTBETCTBEHHBIMH 3a HX IOJyYCHHE,
XpaHEHHUE U UCTIOJIb30BAHUE.

YHuutoxeHue wucnopyeHHbx OsiankoB pemieHuid Cyma u OmankoB Cyna
MIPOU3BOIMUTCS 10 MEPE HEOOXOAMMOCTU WCIOJHUTENAMH B noapaszaeneHusax Cyna
IIyTEM U3MEIBbYCHUS.

3.13.3. Buasl OmankoB, nmpumeHsemMbix B Cyne, W MOPSAI0OK BBEACHUS B
neiicTBue HOBbIX OsiaHkoB pemieHuit Cyna u 6mankoB Cyaa yTBEpKIal0TCs IPUKA30M
[Tpencenarens Cyna 1o MOpPEACTABICHUIO YTpPaBlIeHUS JOKyMEHTOOOOpoTa H
JEJIONPOU3BOCTBA.

3.14. Yuét, XpaHeHHe U BbI1aua 0JIAaHKOB HCMOJHUTEIbHBIX JIMCTOB

3.14.1. bnaHku HMCHIOIHUTENBHBIX JUCTOB* MOCIE MX NPUHATHS K Y4€TY® B
YCTAaHOBJICHHOM TIOPSJIKE BBIJAIOTCSA HA OCHOBAHWU COOTBETCTBYIOIIUX CIIY>KEOHBIX
3alMCOK IpejacenaTenell CcyleOHbIX COCTaBOB IIOJ PACIMCKy B JKypHalle ydera
OJJAaHKOB ~ MCHOJHUTENBHBIX JHUCTOB  (MpUJIOXKeHHe 25)*  yNnoOJIHOMOYEHHOMY

* VsroroBnenne ONAHKOB HCIIONHHTENBHEIX JIMCTOB OPraHU3yeTcss YTpaBleHHEM MaTepHaTbHO-TEXHHUECKOTO
obecredeHns 1Mo 3asBKaM IpejaceaaTeNiell CyJeOHbIX COCTaBOB CyIeOHBIX KOJIJIETHH.

%0 OcymecTBIsIeTCs YIOTHOMOUCHHBIM PaGOTHIKOM DHHAHCOBO-3KOHOMHUECKOTO yIPABICHHS B KHUTE Y4eTa GIaHKOB
cTporoit oryetHocTH (mpuiokeHue 24). OOs3aHHOCTH, NpaBa U OTBETCTBEHHOCTb YKAa3aHHOTO JIMIA ONpPENCISIOTCS B
€ro J0JDKHOCTHOM PETJIaMEHTE.

! IpaBuna M3rOTOBICHMS, yYeTa, XPAHEHHS W YHHUTOXCHHS OJAHKOB HCIONHHTENBHBIX IHCTOB YTBEPYICHDI
nocraHoBiieHueM [IpaButensctBa Poccuiickoit ®@enepanun ot 31 nronst 2008 . Ne 579 «O OnaHKax HMCIOJHHUTEIBHBIX
JICTOBY.
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pabOTHUKY CyneOHOro cocTaBa® njsl MOCIEAYIOmEro o(opMieHusT MU BbIIAYH
WCITOJIHUTEIIbHBIX JTUCTOB.

3.14.2. B cnyuyae mopuu OJIaHKa HCIIOJHUTEIBLHOIO JIUCTA YIOJHOMOYEHHBIN
paboTHUK CyneOHOro cocTaBa He MO3JHEE CIEAYIOLIEro JHS JOKJIaIbIBaeT 00 3TOM
npejceaTeao Cy/Ie0HOT0 cOoCTaBa U MO €ro yKa3aHUIO0 BO3BPAIAET MUCIOPYCHHBIN
OJIaHK YTOJIHOMOYEHHOMY pabOTHUKY (DHHAHCOBO-3KOHOMUYECKOTO YIpPaBJICHUS B
YCTaHOBJICHHOM TOPSIJIKE.

3.14.3. IIpoBepka Hanuuusi OJAHKOB MCTIOJHUTEIBHBIX JUCTOB, YHHUTOXKCHHE
UCIIOPYCHHBIX OJIAHKOB, a TaKXK€ CIHCAaHUE YTEPSHHBIX OJAHKOB OCYIIECTBIIAETCS
komuccueit Cyaa no akTy B yCTAHOBJICHHOM MOPSIIKE.

3.15. OgopMiieHre U BbI1aYa UCIIOJTHUTEIbHBIX JIMCTOB

3.15.1. OdbopmiieHre 1 BhIJIaYa UCTIOJHUATEIBHBIX JTUCTOB MO CYACOHBIM aKTam,
npuHATbIM CyJIOM, OCYIIECTBIISIETCS YHOJHOMOYEHHBIM PaOOTHUKOM CYyAeOHOTro
COCTaBa B COOTBETCTBHUHU C MPOLIECCYyaTbHBIM 3aKOHOAATEIbCTBOM.

3.15.2. 3amonHeHue OJlaHKAa HCIOJHUTEIBHOTO JIMCTA  IPOU3BOJUTCS
YIOJJTHOMOUYEHHBIM PAa0OTHUKOM CYJeO0HOTO cocTaBa ¢ ucrnoJib3oBanrnem ANC.

3.15.3. IloArOTOBJICHHBI MCIOJHUTEIBHBIA JIMCT MOAMUCHIBACTCA CYIAbEH,
npejceaTeILCTBOBABIINM B Cy/IeOHOM 3aceaaHuu, Ju0o0 MpesceaareneM cyaeOHoro
cocTaBa M 3aBepsieTcs rnedarpbio Cyma ¢ BocrpousBeaeHueM ['ocynapcTBeHHOTO repba
Pocculickon ®@enepanumu.

3.154. Bce naucTHl 3amoJHEHHOrO OJIJaHKA HWCIIOJHUTEIBLHOIO JIMCTA
MPOIIMBAIOTCS HA JIBa MPOKOJA IO ILEHTPY C JIEBOM CTOPOHBI KaXIOTO JIMCTA
MPOYHOW HUTHIO, KOHI[BI KOTOPOW CBSI3BIBAIOTCS M BBIBOASTCA Ha OOOPOTHYIO
CTOPOHY TIOCJICTHETO JIUCTA.

Ha 060opoTHO# cTOpOHE MOCIEAHETO JIUCTa B MECTaX CKPEIJICHUS HAKJICUBACTCS
HaKJIellKa ¢ 3aBEpUTEIbHOM HAAMMUCHIO (MpuUJIoKeHue 77 mpumep «0O»), MpuU 3TOM
HakJelKa JOJHKHA 3aKpbIBaTh MECTO MPOIIMBKHU MOJHOCTHIO.

IToamnuce CKpETUISIETCS 1e4aThIO Cyna c BOCTIPOU3BEJCHUEM
I'ocynapctBenHoro repba Poccuiickoit ®enepanmm, KOoTOpas CTaBUTCS TaKUM
o0pa3oM, 4TOOBI YACTUYHO 3aXBaTHIBATh OJJAHK MCIIOTHUTEIHHOTO JINCTA U HAKIICHKY,
3aKJICUBAIOIIYIO0 KOHI[bI HUTH.

3.15.5. McrioaHUTENbHBIN JIUCT, U3TOTOBJICHHBIN B yCTAHOBJIEHHOM MOPSAAKE, B
COOTBETCTBHM C XOJATaWCTBOM B3bICKaTelNsl BbIIAaETcsl eMy Cyaom (BBICBUIAETCS MO
MOYTE 3aKa3HBIM MUCHMOM) JIMOO HAMPABIISIETCS JJIS1 UCTIOTHEHUS.

B ciiyyae BhIHECEHUS pelIeHUs O MPUCYKICHUU KOMIICHCAIIUU 3a HAPYIICHUE
mpaBa Ha CYJONPOU3BOJCTBO B pa3syMHBIM CpPOK WJIM TMpaBa Ha HCIOJHEHUE
CyieOHOro aKkTa B Pa3yMHBIM CpPOK MCIHOJHHUTEIBHBIM JIUCT HaNpaBisieTcs Ha
ucriogHenne CyaoM B CPOK, YCTaHOBJIEHHBIM MpOIECCYadbHBIM — 3aKOHOM,
HE3aBHCUMO OT HAJIWYHS XOJaTalcTBa 00 3TOM B3BICKATEA.

3.15.6. HcnomHUTENbHBIM JUCT BBHIIAETCS YHNOJHOMOYEHHBIM PAaOOTHHUKOM
CyZIeOHOTO COCTaBa B3BICKATENIO WJIM €T0 MPECTABUTEIIO TPU MPEAbIBICHAN UMU

52
O6H3aHHOCTI/I, mnpaBa U OTBETCTBCHHOCTD YKAa3aHHOTI'O JiMlla OIIPEACIAIOTCA B €ro JOJDKHOCTHOM PEIIaMCHTE.
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JIOKYMEHTOB, YJOCTOBEPSIOIIUX JIMYHOCTh, a MPEICTAaBUTENI0 B3bICKATENsl — MpHU
MIPECTaBICHUH JIOBEPEHHOCTH U JIOKYMEHTOB, YIOCTOBEPSIONIUX JIUYHOCTb.

B3bickaTens (ero mnpeactaBUTENb) MPU MOJYYEHUH HCIIOIHUTEIBLHOTO JIMCTA
JeJaeT  COOTBETCTBYIOIIYIO OTMETKY Ha CBOEM 3asBJIICHMM O  BbIJaye
HCIIOJIHUTEIBHOIO JIHCTA.

Beiaua (HampaBiieHHE) HCIOJIHUTEIBHOIO JIMCTAa OCYIISCTBISIETCS — IIO
KypHAJTYy BbIIauM (HAIpaBJICHUs) HCIIOJIHUTEIBHBIX JIMCTOB (MpuiioxkeHue 26).
B3bickaTens (ero mpeAcTaBUTENb) NpPU TOJIYYEHUH UCIOIHUTEIBLHOTO JIKCTA
paclUChIBAa€TCSl B JKypHaje, a TMpU HAMNPaBJICHUM HCIOJHUTEIBHOTO JIMCTA
B3BICKATENII0 (€r0 NpPEACTaBUTENI0) JMOO Ha WCHOJHEHUE IOYTOBOM CBSA3BIO B
KypHaje 00 ATOM JIeIaeTCsl COOTBETCTBYIOIIAS 3AMHCh.

Ecnu B MmaTepuanax cygeOHOTO Aeia OTCYTCTBYET KOMUS JOBEPEHHOCTHU JIUIIA,
YIOJITHOMOUYEHHOT'O B3bICKATEJIEM Ha MOJIyYE€HHE HCIOJHUTEIBHOTO JIUCTA, TO KOIHUS
TaKOM JIOBEPEHHOCTH MOJIIIMBACTCS B MaTEepHaIbl CyAecOHOTO Aeia.

3.15.7. XypHnau Be1aun (HampaBieHUs) UICIIOJTHUTEIBHBIX JINCTOB B CY/IcOHOM
COCTaBE€ MPOIINUBACTCS, JIUCTHl HYMEPYIOTCS, KOJIMYECTBO JTUCTOB B KAXJOM XKypHaJe
3aBEpSIETCA Ha TMIOCJIEAHEH CTpaHUIE MOANUCHIO 3aBEIYIOIIEr0 CEKpeTapuaToM
cynebHoro coctaBa u nedarbio Cya ¢ BocnpousBeaeHueM [ ocyaapcTBeHHOro repba
Poccuiickon ®@enepanumu.

3.15.8. O mHampaBi€HUU HCHOJHUTEIBHOTO JIMCTAa 3aKa3HbIM MMHUCHMOM
MOYTOBOM CBS3BIO YIIOJTHOMOUYEHHBIM paOOTHUK CyJIeOHOIO COCTaBa JIeJIaeT OTMETKY
B JKypHaJie BbI1auM (HAMpaBJICHUs) UCTIOTHUTEIbHBIX JIUCTOB.

3.15.9. YnonHoMO4YeHHBIM PabOOTHUKOM CyneOHOro cocraBa MH(pOpManus o
BBIJIaYE «HA PYKW» UCTIOJHUTEIHHOTO JIMCTA UM HAIIPABJICHUH €T0 MTOYTOBOU CBSA3BIO
BBoauTca B AUC.

3.15.10. YnoaHOMOYEHHBIN pabOTHUK CyAEOHOTrO CcOCTaBa IMOJIIMBACT B
MaTepualbl CyAcOHOro Jeja KOMHHU HCIOJHUTEIBHOIO JINCTA, COMPOBOJIUTEIBHOTO
MHMChMa WIJIM CBEACHUS O €ro BPYUYCHHHM B3BICKATEIIO0 (€ro IPEeACTaBUTEII0) U
COCTaBJISET OIMCH B JICTIC.

3.16. Ilopsinok UCIOTHEHUS] JOKYMEHTOB

3.16.1. O6pamenus (MpeaI0oKEHUS, 3asBICHHS, Kajd00bl, a TaKXKe 3aIlPOCHI O
npenocraBieHun uHpopmanuu o gedrenbHoctd  Cyna), odopmieHHbIE B
COOTBETCTBHHM ¢ TpeOOBaHUSIMU 3aKoHOHAaTelnbcTBa Poccuiickoit ®Denepanmn,
paccmarpuBatorcs CyaoM B KoJulermsix W moapazaeneHusx Cyna B mpeaenax
MIPEIOCTABICHHBIX UM ITOJTHOMOYHH.

3.16.2. PykoBoautenu mnoxapazaencHuii Cyna oOecrneunBarOT ONepaTUBHOE
paccMoTpeHne oOpalieHruid U IpyruX JOKYMEHTOB, JOBEICHUE UX JI0 MCIIOJHUTENCH
¥ KOHTPOJIb 32 UX UCIIOJIHEHUEM.

CpouHble JOKYMEHTHI [TepelatoTcs Ui UCIIOJIHEHUS! HEMEIJICHHO.

[lopyuenue pyxoBomutens nonpazaeneHuss Cyna odopmisieTcss Ha OimaHKe
YCTaHOBJICHHOTO o0Opa3ia (mpuioxenue 9).

3.16.3. Cpoku HUCMOJHEHUS JOKYMEHTOB OIPEAETSIOTCS  HACTOSIIEH
NucTpykuuen.
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3.16.4. Tlepenaya moxymeHTOB, He TpeOyrommx gokmana PykoBoactBy Cyna,
u3 ogHoro monpasaeneHusi Cyna B Ipyroe OCYIIECTBIISIETCS COTJIACHO PE30JIOLUU
pykoBoautensa mnonpazaeneHus Cyna (¢ oO0OCHOBaHMEM MPUYUMH M yKa3aHHEM
JPYroro Mojpas3iesieHusi, B KOTOpoe HeoOXOIUMO UX IepenaTh), ohopMIICHHON Ha
OJIaHKe YCTaHOBJIEHHOTO oOpasma (mpuiokeHue 9), ¢ OTMETKOW B DJIEKTPOHHOU
peructpannonHoi kaprouke AVC.

3.16.5. JlokyMeHT cuuTaercs MCHOJHEHHBIM TIIOCJIE PACCMOTPEHUS TIO
CYLLECTBY.

PesynbraT  MCHONHEHHWS ~ JOKyMEHTa  BHOCHTCS B DJEKTPOHHYIO
peructpanonHyro  kaprouky AMWC  pabGorHukom  moapasnenenus — Cyga,
OTBETCTBEHHBIM 32 BEJICHUE JICTONPOU3BOJICTBA.

3.17. Ilopsinok padoThI ¢ CyIeOHBIMHU JeJIaMU, POIECCYATbHBIMH
U IPYTHUMH CJIY’KeOHbIMH JOKYMEHTAMH

3.17.1. Pabotauku Cyna HecyT OTBETCTBEHHOCTb 3a COOJIIOICHHE TPeOOBaHUMN
HacTosAel MHCTpyKIIMU, COXpaHHOCTh CITyKEOHBIX TOKYMEHTOB U COJEprKalleics B
HUX UH(POPMAIIUH.

3.17.2. Tlpu yxone B OTIyCK, BbI€3Ji€ B KOMaHJIUPOBKY, B cllydae OOJIE3HU
HEHUCTIOJHEHHbIE JIOKYMEHTBI, a TaKKe CyJeOHble Jea, HaxXOoJIIIMecs y CYyAeH,
KOHCYJIbTAHTOB M JIpyrux paOoTHUKOB ammapaTta Cyzaa, M0 yKa3aHUIO Mpeiceaaresis
CyJ1Ie0HOT0 cocTaBa, pyKOBoAUTENA noApasaeneHus Cyna nepegarorcs Ipyromy JUiLy
C 00s13aTeIbHOM OTMETKOM B JIMLIEBBIX CUETAX U AJIEKTPOHHBIX KapToukax AVC.

3.17.3. Cynebnble nena, MPOU3BOJICTBA, CIY)KEOHBIC TOKYMEHTHI B HEpabouee
BpeMsi XpaHsATCs B ceildax, Kelne3HbIX MIKadax, 3aKphITHIX CTEIUIaXKaX W APYTHX
onpenenEéHHbIX s 3TOW uenu xpanwiumax. Ilpu Beixoge padotHukoB Cyna w3
KaOWHETOB B pabouee BpeMsl JBEPU MOMEIIEHUN TOJKHBI OBITh 3aKPHITHI HA 3aMOK.
JIBepu moMeleHni CeKpeTapuaToB CylneOHBIX COCTaBOB, mojpaszzaeneHuit Cyna, B
KOTOPBIX XpaHSATCS CyAeOHbIe Jiefla U APYTrHe CIy>KeOHbIE JOKYMEHTBHI B OTKPHITOM
BU/JIe (Ha cTeliaxax), B Hepabodee BpeMsi 3aKphIBAIOTCS M ONEYaThIBAIOTCS.

O6 yrpare cyaeOHBIX Jed, NPOU3BOJACTB M JOKYMEHTOB HEMEIJICHHO
cooOIIaeTcsl Mpelnceaaresio CyJeOHOro COCTaBa, PYKOBOAUTENIO MOAPa3ICIICHUs
Cyna u B YnpapieHue ITOKyMEHTOOOOpOTa U JEJIONPOU3BOACTBA C IMOCIEAYIOIIUM
noknaaoM Pykosoacty Cyna.

3.17.4. Beimaua npousBojAcTB paboTtHukam Cyaa OCYIIECTBISETCS IO
paclucKy B KHHUTE BbIJAUU JIOKYMEHTOB (TIpUiIokKeHue 23).
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4. DPOPMUPOBAHUE, O®POPMJIEHUME JEJI, HAPA1OB
N IMTPOU3BOJACTB. XPAHEHUE JOKYMEHTOB

4.1. CocraBjienue HomeHKIATYpBI 1€J1, HAPSIAOB U IPOU3BOACTB

4.1.1. Howmenknatypa nen, HapsaoB u mnpousBoiactB Cyma (maiee —
Homenknatypa) — cucTeMaTU3UpPOBAHHBINM IEepeYeHb 3arojIOBKOB (HAMMEHOBAHUIA)
JIeJ1, HapsJ0B U MPOU3BOJCTB, KHUT U KYPHAJIOB peructpaiuu (yuéra) JOKyMEHTOB,
KapTOTEeK, 3aBOAMMBIX B mnonpasaeneHusx Cyaa (manee — jgena, Hapsibl |
MIPOU3BOJICTBA), C YKa3aHUEM CPOKOB UX XpaHEHUs, 0OPMJIICHHBII B YCTAHOBJICHHOM
nopsijike (npusoxenue 53).

4.1.2. HomenkiaTypa mpeaHa3HadeHa JJig OpraHu3aluu y4éTra JTOKYMEHTOB B
nenornpousBoAcTBe Cyaa, rpylNIUPOBKH UCIIOIHEHHBIX JTOKYMEHTOB B JI€Na, HaApsSbl
U TPOU3BOJICTBA, HUX CHUCTEMATHU3alM¥, HWHJEKCAllMM M ONPEJEICHUS CpPOKOB
XpaHEHHUS.

Homenknatypa sBI€TCS OCHOBOM Uil COCTABJIEHUS OIMCEN I€J, HapsAIOB
MOCTOSIHHOTO M BpeMeHHOro (cBeime 10 JieT) cpoka XpaHEHHsS W IPOU3BOJICTB I10
JenaM, a Takke Yyd€ra HapsJoB W TIPOM3BOJACTB BpemeHHoro (mo 10 mer
BKITIOYHTEIBHO) CPOKA XPAHCHUSI.

4.1.3. Ilpu cocraBnenun HomeHknaTypsl HEOOXOJUMO PYKOBOACTBOBATHCA
[Tonoxenuem 06 anmapare Cyzaa, mojoxkeHusiMu o nojapasneneHusx Cya, MTaTHbIM
pacnucanueM, l[lepeuHeM OOKyMeHTOB, oOpasymomuxcs B nestenbHoctd Cypaa, ¢
YKa3aHHEM CPOKOB XpaHEHUS, & TAK)KE HOMEHKJIATypaMu 3a MNPEIIIeCTBYOIIUE TO/IBI.

4.1.4. HomeHknaTypa COCTOMT U3 pa3/leiioB, HANMEHOBAHUSMU KOTOPBIX
ABJISIIOTCS. HAaMMEHOBaHWS mnonpaszaeneHuii Cyna, pacnoJiOKEHHbIE B HEW B
COOTBETCTBUHM CO CTPYKTypoil Cy/ia B yCTAHOBJIEHHOM IOPSIJIKE.

Paznen Howmenknarypsl mnoapazgenenusi Cyaa cocTaBisieTcss paOOTHUKOM
noapasnenenuss Cyna, OTBETCTBEHHBIM 3a BeleHUE JenornpousBoiactsa. [locne
COrJIaCOBaHMUSl C OTIEIOM XPAHEHHUS 3TOT pa3/iesl MOJNUCHIBAETCS PYKOBOAMTEIEM
noapasnenenuss Cyna v mpencraBisierca B oOWMKA oTaen aias (popMupoBaHUs U
NoAroTOBKM HOMEHKIIATYphI K YTBEPKICHUIO.

He pexe oaHoro pasza B msTh JIET, €clidi HE ObUIO M3MEHEHHUH B CTPYKTYype
Cyna, HomenknaTypa cOTIJIacOBBIBA€TCS OTIEIOM XpaHeHus ¢ ['ocynapCTBEHHBIM
apxuBoM Poccuiickoit @enepannu.

4.1.5. B HomenknaTypy BKIIOYAIOTCS 3arojOBKH (HAaUMEHOBAaHUS) Jied,
HapsiI0B U TPOU3BOJCTB, KHUT U KypHAIOB peructpauuu (yu€ra) TOKYMEHTOB,
KapTOTEK, KOTOpPbIE 3aBOAATCA B mojpasaeneHusx Cyaa Ha BCeX JOKYMEHTUPYEMBIX
ydacTkax pabotsl nonpazaeneHuit Cymaa.

B HomMenknatypy He BKIIOYAIOTCA EPUOIUYECKUE U3TaHUS.

4.1.6. HomMmeHknatypa B KOHIE KaXJIOTO ToJa YTOYHSETCS HAa OCHOBAHHUHU
npemsioxkennii nonpasaenenuii Cyna, MOANMCHIBAETCS MpejacenaTreieM MOCTOSHHO
NEeUCTBYIOIEH LEeHTpabHOM 3KcnepTHOM komuccun Cyna (manee - 1[OK Cyna),
yrBepxknaerca Ilpencenarenem Cynma u BBoauTcsS B JeiicTBUe Cc 1  sgHBaps
CJIEIYIOLIEr0 KaJIEHJApHOTO rojia.
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YTBepKaA€HHBIM  JK3eMIuslp  HoMeHknaTypsl — ABI€TCS  TOKYMEHTOM
MTOCTOSTHHOT'O XPaHEHUS.

JUiss  WCHONB30BaHMSI B CIYXKEOHOM  JIEATENTbHOCTH  W3TrOTaBIMBACTCS
HE00X0IMMOe KOJIM4eCcTBO Kot HoMeHKmaTypshi.

ITocne ytBepxaenus Homenkinarypsl mnoapaszaenenuss Cyaa MNOTy4daroT
BBINTUCKU U3 HEE JIJIsl UCIIOJIb30BaHUs B paboTe.

4.1.7. I'padpt HoMeHKIIaTypbl 3aMOTHSIOTCS CIETYIONIMM 00pa3oM.

B rpade 1 HomeHknaTypsl yka3bIBalOTCS MHIEKCH KaXJOTO Jieia, Hapsaaa u
IIPOU3BOJICTBA.

WNupekc nena, Hapsaa U IPOU3BOACTBA COCTOUT U3 OYKBEHHOTI'O OO0O3HAUYECHMS
noapasnenenuss Cyaa W HOPSAKOBOTO HOMEpAa 3arojioBKa Jiena, Hapsjaa M
IIPOU3BOJICTBA B COOTBETCTBYIOIIEM paszaene HoMeHKIaTypsl, KOTOPbIE pa3aeistOTCs
YepTOM.

Hampumep: «BC-01», rne «BC» — o6Go3nauenue obmiero oraena, «01» —
HOPSIKOBBI HOMED 3aroJI0BKa Hapsia B pasznese HomeHKiaTypsl.

B rpapy 2 Homenknarypbl BKIIOYAIOTCS 3aroJIOBKM JI€d, HapsOB,
IIPOU3BOJICTB (TOMOB).

ITopsimok pacronoKeHus 3arojoBKOB [, HapsAOB, NPOU3BOJCTB BHYTPH
pazznenoB W IoapasaciioB HoMeHKIaTypbl OINpenenseTcss CTENEHbK BaKHOCTH
JIOKYMEHTOB, COCTaBIISIOIINX J€JIa, HapsiAbl ¥ IPOU3BOJICTBA, U X B3aUMOCBSI3bIO.

Bravane pacnonararorcst 3aroysioBKM - J€d, HapsAOB, IPOU3BOACTB €
OpraHU3alMOHHO-PACTIOPSIIUTENBHBIMU TOKYMEHTaMU (IIPUKa3bl, PACIOPSHKEHUS 110
Cyny). Ilpu >TOM 3aroyioBKM [i€l, HapsOB, MPOMU3BOACTB, COAEPKALIUX aKThI
[Ipesunenta Poccuiickonn Penepanuu, I[IpaButensctBa Poccuiickonn ®denepanmu,
pacrionararoTcs Mepes 3aroJIOBKaMH I, HapsAIOB, MPOU3BOJACTB C IPUKA3aMH M
pactiopsokeHnssmu o Cyay. 3aTeM  pacronararoTcs 3arojlOBKM JI€J, HapsaoB,
IIPOU3BOJICTB, COAEPKAIIMUX [IAHOBBIE U OTYETHBIE JOKYMEHTBHI.

3aroJIoBOK Jiej1a, Hapsjaa, MPOU3BOJACTBA JIOJDKEH YETKO OTPaKaTb OCHOBHOE
COJIEP’KaHUE U COCTAB JOKYMEHTOB.

He nomyckaercss ymnorpeGieHue B 3arojoBKax Jejl, HapsiaoB, MPOU3BOJICTB
HEKOHKPETHBIX  (OPMYJIHMPOBOK (HalpuMeEp, «pa3Hble MaTepHayb», «0OImas
NEPETHCKay), @ TAKKE BBOJIHBIX CJIOB U CII0KHBIX CHHTAKCUYECKUX 000POTOB.

B 3aronoBkax HapsI0B, COAEPKAUX JOKYMEHTHI 110 OJJHOMY BOIIPOCY, HO HE
CBS3aHHBIX II0CIIEIOBATEIIbHOCTBIO JICJIONPOM3BOJICTBA, B KAayeCTBE BHJA JeEla,
Hapsaa, MPOU3BOJCTBA YIOTPEOIIAETCS TEPMUH «IOKYMEHTBI», a B KOHIIE 3ar0JIOBKa B
CKOOKax  yKa3blBAIOTCS ~ HAaWUMEHOBAHMS  OCHOBHBIX  BHUJOB  JOKYMEHTOB,
CTPYHIUPOBAHHBIX B JieJla, Hapsabl, MPOU3BOJACTBA (IUIAHBI, JOKJIAAbl, CIPABKH,
3asiBJICHUS, OTYETHI U T.1.).

Hampumep: «JlokymeHTbl (IJ1aHBL, CHOpPaBKU, 0030pbl) MO 00OOIICHHIO
CyZeOHOM MPaKTUKU B CBSI3U C U3MEHEHHUSMHU, BHECEHHBIMH B CT. 105 YroioBHOro
kozekca Poccuiickont @enepaunmn.

3aroJIOBKM HapsIOB 10 BONPOCaM, HE Pa3pelIEHHBIM B TE€YEHUE OJHOIO roja,
ABJIAIOTCS «IEPEXOIAIMMI» U BHOCIATCS B HOMEHKIIaTypy Clleayroniero rojga ¢ TeM
K€ MHJIEKCOM.
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B 3aromoBkax HapsaoB, COAEpKAIIUMX IMEPENUCKY, YKa3bIBACTCS, C KEM M IO
KakoMy BoIpocy oHa Beaércsa. Ecnu  mepenucka Benércss ¢ OZHOPOIHBIMHU
KOPPECTIOHJICHTaMH, MOCJIEIHUE HE YKa3bIBalOTCSA B 3arojioBKe, a Aa€Tcs UX oOliee
BHJIOBO€ HAMMEHOBAHHE, Pa3HOPOJHBIE KOPPECTIOHICHTHI TAKKE HE IEPEUUCISIOTCS.

Harmpumep:

- nepenucka ¢ KonctutyuuonneiM Cynom Poccuiickoir ®enepamuu 10
IIPAaBOBBIM BOIIPOCAM;

— MEpPEeNuUcKa ¢ OpraHaMu roCyJIapCTBEHHOM BIIACTH IO ITPABOBBIM BOMPOCAM.

3aroyiIoBKM MOTYT YTOUHATHCS B Mporiecce GOpMUPOBaHUS U OPOPMIICHUS JIeT,
HApsI0B U MTPOU3BOJICTB.

B rpade 3 HomenknaTypsl 1m0 OKOHYAHWHM KaJEHIAPHOTO Trojia yKa3bIBaeTCs
KOJIMYECTBO JIEJI, HApsIZI0B ¥ IPOU3BOJICTB (TOMOB).

B rpade 4 HomeHknaTypsl YyKa3bIBaIOTCS CpPOK XpaHEHHUsS Jel, HapsJoB,
IPOM3BOACTB U HOMepa crater o Homenkmnarype.

B rpade 5 Homenxmarypsl «lIpuMeuanue» MpOCTABISIOTCS OTMETKH O
nepexosAIINX Jeax, Hapsiax U MPOU3BOJICTBAX, 00 YHUUTOXKEHUH U JIp.

4.1.8. Bo BHOBb co3maHHOM mnojpasaeiicHu Cyna B MECSYHBIM CPOK
coctaBisiercs: pazaen Homenknatypsl mnoapazgeneHuss Cyna, KOTOpPBIA TOCIHE
COIJIACOBAaHUSA B OTJIEJIE XPAHEHMS MOAMMUCHIBAETCA PYKOBOJIUTENIEM MOAPA3ICICHUS
Cyna u npeacTaBisieTcsi B 00IUNA OTAeN 1)1 BKItoueHus: ero B HoMeHnkmarypy.

4.1.9. B cunywae ymnpazaHeHusi (peopranuzanuu) mnonapazaenenuss Cyna B
MECAYHBI CPOK B OOHIMI OTHen mpeAcTaBisieTcss BblMcka W3 HomeHKaTypsl
(COOTBETCTBYIOLIMI pa3/ien) 3a NOAMUChIO pyKOBOAUTENS noapaszaenenust Cyna o ero
3aKpBITUU (C yKa3aHMEM KOJMYECTBa HApSJOB, MPOM3BOJCTB, KHUT U >KYPHAJIOB,
3aBeJIEHHBIX B ojpazaeneHun Cy/ia) uiu npeasioKeHUs M0 BHECEHUIO U3MEHEHUH.

Bce wu3menenusi, BHocumbie B HoMmenkmatypy 0o  mpeajioKeHUsIM
noapasnenenuit Cyza, COrliacoBbIBAIOTCS C OOIIMM OTAEJIOM U OTJIEJIOM XPaHCHHUSI.

4.1.10. ITo okonuanum KajgeHgapHOTO roja (mo 20 sHBaps CIIEIYIONMIEro Toja)
noapasnenenusiMu Cyma B oOIIMI OT/AEN MPEICTABIISIOTCS CBEICHUS O KATETOPUsIX U
KOJTMYECTBE 3aBEASHHBIX B TEKYIIEM TOAy JCI, HApSAOB M MPOM3BOACTB . 3a
NOANUCHIO  pyKoBoauTenew mnonpaszaeneHnit Cyaa s BHECEHHST HMX B
Howmenknartypy.

Ha ocHoBe »TuX paHHBIX OOMMKA OTAEN JellaeT WTOTOBYIO 3allliCh B
HomenknaTtypy 0 KOJIMYECTBE 3aBEAEHHBIX JI€JI, HAPSAJIOB U MPOU3BOJICTB, OTACIBHO
MOCTOSIHHOTO W BPEMEHHOTro xpaHeHus. CBEIEHHs, COJEprKaIMEecs B HUTOrOBOM
3anvucu HoMeHKIaTyphbl, IepeatoTcs B OTAET XPAHEHUS.

5 B BUJC 3aIIOJIHCHHBIX COOTBECTCTBYIOIUX pa3acioB HOMCHKJ’IaTypI)I.
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4.2. ®opMupoBaHue J1eJ1, HAPSAA0B U MPOU3BOIACTB

4.2.1. ®opmupoBaHUE e, HApSAOB M MPOU3BOACTB — CHCTeMaTH3allus,
IPYNIUPOBKA W TOJIIMBKA MCIOJHEHHBIX JOKYMEHTOB B Jiefla, Hapsabl U
MPOU3BOJICTBA B COOTBETCTBUM ¢ HOMEHKIaTypoH.

dopMupoBaHuEe €N, HApSJAOB W  TPOU3ZBOJACTB  OCYHIECTBISIETCS B
noapasaenenusix Cyna pabotHukamu noapaszaeneHuid Cyna, OTBETCTBEHHBIMH 32
BEJICHUE JEIONPOU3BOACTBA, 110 MEpPE MOCTYIJIEHUSI UCIIOIHEHHBIX JOKYMEHTOB. He
JOMYCKAETCsl HAaKaIlJIMBaHUE U XPaHEHHUE HEMOAIINTHIX TOKYMEHTOB.

4.2.2. Nupexc naena, Hapsia U TPOU3BOJICTBA, B KOTOPBIA HEOOXOIUMO
NOJIIMBATh JOKYMEHT, OIpeAeNaeTcsl pykoBoauTenem nonapasaeneHus Cyaa wim
WCTIOJIHUTEIEM B COOTBETCTBUM ¢ HOMEHKIIaTypoOH.

4.2.3.1lpu ¢dopmupoBaHUU J€J, HAPSAOB U MPOU3BOACTB HEOOXOIUMO
COOJII0/1aTh CJEYIOIINE OCHOBHBIE MpaBUIIa:

— ITpyHIUPOBATH JOKYMEHTBI IIOCTOSHHOIO M BPEMEHHOIO XpaHEHUs B
OTJIEJIbHBIC JIETIa, HAPSIbl U IPOU3BOJICTBA;

— BKJIIOYAThH B JIEJIO, HAPSA U MPOU3BOJCTBO 110 OJHOMY 3K3EMILIAPY KaKI0TO
JIOKYMEHTA;

- ¢opmMupoBaTh  HapsAbl M IPOU3BOJACTBA  JOKYMEHTaMH  OJIHOTO
KQJICHJAPHOIO I0/1a, 32 UCKIIOYEHUEM MEePEXOSIINX HapsII0B U TPOU3BOICTB;

- B JIeNO, Hapsii U TMPOU3BOJACTBO HE JODKHBI MOMENIAThCS JOKYMEHTHI,
NoJJIeXkaIIre Bo3BpaTy, AyOaeTHbIE SK3EMILISPbl, YePHOBUKHU;

- JIeJio, Hapsii ¥ MPOU3BOJACTBO JOJDKHBI coAepKaTh He Oojee 250 JIHUCTOB U
UMETh TONIIMHY He Oojiee 4 cM (mpu OOJbIIEM KOJWYECTBE JUCTOB JIEJIO, HAPS U
MIPOU3BOJICTBO PA3JIEISAIOTCA Ha TOMA, a €IWHbIA UHAEKC M 3arojOBOK Jela, Hapsjaa,
IPOM3BOJCTBA TMPOCTABIAIOTCS HAa KaXIOM TOME C J00aBICHHEM: «TOM 1»,
«TOM 2»);

— IPH UCIOJIb30BAHUU CPEJCTB ayJUO3aIIMCU U UHBIX TEXHHUYECKUX CPEICTB B
xone cynebHoro 3acemanus wuiau  3acenanHusi Ilnemyma Cyma u  Hayuno-
KOHCYJIbTaTUBHOTO COBeTa (hailyibl 3JIEKTPOHHBIX (ayJMOBU3YaJIbHBIX) JOKYMEHTOB,
(GUKCHUPYIOIIMX XOJ 3acelaHusi, 3alMChIBAIOTCS Ha JBa WACHTUYHBIX JK3EMILISpa
busndecku 000COOIEHHOTO AIEKTPOHHOTO HOCUTENs MHbopMaruu (Iucku, dierl-
kaptel).  Kaxapiii  daiin  MEKTPOHHOTO  (ayJMOBH3yalibHOr0) JOKYMEHTA
YUUTBIBAETCS B peectpe ¢aiioB (mpuiiokeHue 57-b) uim yaocTOBEpSIOIEM JUCTE
(npunoxxenue 57-B). DAeKTpOHHbIE HOCUTENM XPAHATCA B YIIAaKOBAaHHOM BHUJE - B
KOHBEpPTaxX, KOTOpbIE JOJKHBI 00ECIEYUBATh X COXPAHHOCTb OT MOBPEKICHUS U
OpYH.

Ha xoHBepTax yka3pIBalOTCS HOMeEp jeia (Hapsga), Jara MPOTOKOJa
3aceJlaHusl, MPOCTABIIIETCS MOMANKCH YIIOJHOMOYEHHOTO paboTHHKa anmapaTta Cyna,
OCYLIECTBJISIFOILErO 3allMCh M YHAKOBKY 3JIEKTPOHHOro Hocutens. K Hapsay
IPUJIArarTCs J1BA SK3EMILISPA JIEKTPOHHBIX HOCUTEIIEH.

54 o
I[anee - JICKTPOHHBIN HOCUTCJIb.
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B cyneOnoe neno monmmBaercs (MpUOOIIaeTCss K MPOTOKOIY CYyIAeOHOTO
3ace/IaHus) OJUH W3 JJICKTPOHHBIX HOCHUTENCH. BTOpol 3JCKTPOHHBIM HOCHUTEIb
npusaraeTcs K CyJicOHOMYy JIeiy.

4.2.4. JlokyMeHTBI BHYTPH Jieja, Hapsja ¥ IPOM3BOJCTBA PACIOIAararoTCs B

XPOHOJIOTHIECKOH, BOTIPOCHO-JIOTHYECKOH MIOCIIEIOBATEIHHOCTH, 1o
TEPPUTOPUATBHOMY MPU3HAKY, B alI()aBUTHOM TOPSIJIKE UM UX COYCTAHUH.
4.2.5. Opraau3alOHHO-PACIOPAAUTENBHBIE  JTOKYMEHTHI (mpuKassl,

pPacnopsKEHHsA) C OTHOCAIIMMUCA K HUM IPHIOKEHUSMU TPYNIHUPYIOTCS B HAPSIbI
10 BUIaM U B XPOHOJIOTUYECKOM HOPSIKE.

[Tonoxenuss (NOpPAOKH, WHCTPYKLUMHU), YTBEPKAEHHBIE OpPraHU3allMOHHO-
pacnopsAIUTEIbHBIMU  JTOKYMEHTAaMH, SBJISIOTCS NPUIOKEHUAMH K HHUM H
TPYIIIUPYIOTCS BMECTE C YKAa3aHHBIMUA JJOKYMEHTaMHU.

[Tpukassl o oOMM Bompocam JearesibHocTH Cyaa TpyniupyroTcsl OTAEIbHO
OT MPHUKA30B M0 JUYHOMY cocTaBy. [Ipu 60ab1nx 00bEMaxX JOKYMEHTOB IPUKAa3bl 110
JUYHOMY COCTaBY, KacaloUIUecsl pa3Iu4HbIX CTOPOH AesTesnbHOocTH Cyna (mpuém Ha
paboTy, YBOJIbHEHHE M TepeMEelIeHHe, KOMAHIUPOBKM U T.JA.), TPYHNIUPYIOTCS B
OTZIEJIbHBIC HAPSIBI.

JIOKyMEHTBI B JIMUHBIX JENaX " PacIoNiaraloTcs B XPOHONOTHUECKOM HOPSIKE
110 MEPE UX MOCTYIUICHUS.

Ilepenucka  rpymnmupyercss  3a  IEpPUOJ  KaJ€HAAapHOIo  roja H
CUCTEMATU3UPYETCSI B XPOHOJOTMYECKOM IOCIEI0BATEIbHOCTH; JOKYMEHT-OTBET
noMemniaeTcss 3a JOKYMEHTOM-3ampocoM. IIpu BO30OHOBIEHUU TEPENUCKU TI0
ONMpeNeNEHHOMY BOMNPOCY, HayaBIIEHCSs B NOPEeabAYIIEM TOHy, JOKYMEHTBI
BKJIFOYAIOTCS B Haps TEKYLIEro roja ¢ yka3aHUEM MHJIEKca Hapsaa MpeablayLero
roja.

4.2.6. Koutpomp 3a mpaBUIBHOCTHIO (OpMHpOBAHUS J€T, HAPSAIOB U
npous3BoACTB B mnogpasfenceHusx  Cyaa  OCYHIECTBISIOT — PYKOBOIUTENH
nonpasznenenui  Cyma.  @opMmupoBaHHME €N, HapsSJAOB W IPOU3BOJCTB
OCYILIECTBIISIETCS PU METOJUYECKOM PYKOBOJACTBE YIIpaBJICHUS JOKYMEHTOO0OpOTa
Y JCJIONPOU3BOJICTBA.

4.3. OdopmjieHue ej1, HAPAIOB U MPOU3BOJICTB

4.3.1. OdopmiieHue pnen, HapsSAOB W MNPOU3BOACTB (MIOATOTOBKA HMX K
XpaHEHHUI0) OCYIIECTBIISIETCS paboTHUKamMu noapazaenenuii Cyaa, OTBETCTBEHHBIMU
3a  BEJCHHME JICJIOMPOMU3BOJCTBA, IMOJA  KOHTPOJEM pPYKOBOAMUTENIECH  ITUX
noApa3ejeHud U TP METOJAMYECKON MOMOINM YTPaBJICHUSI JOKYMEHTO000pOTa U
JeI0MPOU3BOCTBA.

4.3.2. B 3aBUCHUMOCTH OT CpPOKOB XpaHEHHUS MPOBOJUTCA IMOJHOE WM
JacTUYHOE 0(OPMIICHHE KaXKI0ro ToMa JieNa, Hapsiia ¥ MPOU3BOJICTBA.

% BejeHue THUYHBIX JCI FOCYIAPCTBEHHBIX CIYXKAIIUX OCYIIECTBIACTCS B COOTBETCTBHH C IIOJOXKCHHEM O MOPSIIKE
paboThl C NEPCOHAIBHBIMH JAHHBIMH M O BEACHMM JMYHBIX A€l (eaepajbHBIX TOCyJapCTBEHHBIX IPayKIaHCKHUX
cinyxxkamux anmapata BepxoBHoro Cyna Poccuiickoit ®enepauun, yrBepxkaénnsiM Ilpencemarenem Cyna
B YCTaHOBJIEHHOM HOPSIIKE.
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[TomrOMY O(OpMIIEHHIO TIOJIKAT JIeia U HAPSAbl TOCTOSHHOTO, BPEMEHHOTO
(cBoime 10 jeT) cpoka XpaHEeHHUs U 0 JINYHOMY COCTaBYy.

[TonHoe oopmiteHre Aena U HapsiAa NpeycMaTpUBaceT:

- oopMJIeHUE  pPEKBU3UTOB  OOJIOKKM IO  YCTAHOBIEHHOH  Qopme
(mpuoxenus 58, 59, 60, 61);

- u3bATHE (PAMIIOB-BKIIAJIBINIECH, CKPETIOK, METAJUIMUECKUX CKOO, CTUKEPOB;

— HYMEpAalIUIO JIUCTOB;

— COCTaBJICHHE BHYTPEHHEW OMHCH JOKYMEHTOB 3a UCKIIOUYEHHEM Haps/OB,
3arOJIOBKM  KOTOPBIX  PACKPBIBAIOT  KOHKPETHOE  COAEp’KaHWE JOKYMEHTOB
(mpunoxenue 54);

— COCTaBJICHHME JIMCTa-3aBEpUTENs (3aBEpUTEIIbHOM Haamuch) (Aajnee — JIUCT
3aBepuUTENb) (prioxeHue S51);

— BHECEHHUE HEOOXOJIMMBIX YTOUHEHHUI B PEKBU3UTHI OOJIOKKHU;

— TOJIIIUBKY WJIU NEPEIIET (OPOIIIOPOBKY).

YactuuHoMy 0GOPMIICHUIO MOJIEkKAT HAPSILI U MPOU3BOJCTBA BPEMEHHOTO
(10 10 JIeT BKIIOYHTENBHO) *° CPOKAa XPAHEHHMs IIPH STOM JIHCTHI HE HYMEPYIOTCH,
BHYTPEHHSISI OUCh JOKYMEHTOB U JINCT-3aBEPUTEIIb HE COCTABJISIOTCS.

Ha  o6noxke  (KOHTPOJBHOM  JIUCTE€)  MPOU3BOJCTBA  YKa3bIBACTCS
PErUCTPAllMOHHBIN HOMEp U Jipyras HeoOxoaumasi nHpopmarus (MpuioxeHus 62 u
52).

4.3.3. JlokyMeHTBI, BKIIOYEHHBIC B JelN0 W (WJIM) Hapsia, MOCTOSHHOTO W
BpemeHHoro (cBeimie 10 5eT) cpoka XpaHEHHs, a TaKXKe IO JUYHOMY COCTaBY
MOAIIMBAIOTCS B TBEPAYIO OOJOXKKY B YEThIpE IMPOKOJA MPOYHBIMU HUTKAMH WJIU
NEPEeIuIeTaloTCsl € YYE€TOM BO3MOXHOCTH CBOOOJHOIO UYTEHHMSI TEKCTa BCEX
JIOKYMEHTOB, JaT, BU3 U pe30Joluid Ha HUX. [Ipu 3TOM TEKCThI BCEX JTOKYMEHTOB,
BU3 U PE3OJIIOIMI HA HUX JTOJDKHBI PAcroJiaraThCs Ha PAcCTOSIHUM 2 CM OT JIMHUU
MOJIIMBKY, & JIUCTHI — HE BBICTYNaTh 3a Kpas o0yoxku. Eciam TekcT pacmosnokeH
ONM3KO K Kparo JUCTa, TO K TAaKOMY JIUCTY TMOJKIJIEUBAETCs IMOJocka Oymaru, 3a
KOTOPYIO MOAIINBAETCS TIOKYMEHT.

[Ipu moaroToBke A€l M HAPSAAOB K MOAMIUBKE (MEPEIUIETy) METATUYECKUE
CKperuieHus (CKOObI, CKPENKH) U3 IOKYMEHTOB yIaJIstOTCS.

4.3.4. Ilpn HaMMYUU B TUYHOM JIeJie HEBOCTPEOOBAHHBIX JIMYHBIX JOKYMEHTOB
(ymocTtoBepeHU TUYHOCTH, TPYJAOBBIX KHIKEK, BOCHHBIX OWJIETOB) 3TH JOKYMEHTHI
BKJIQ/IIBAIOTCSI B KOHBEPT, KOTOPBIM MOAIMIMBAETCS B JudHOe Aeno. [Ipu Hammuum
OOJBIIOr0 KOJMYECTBA TAKUX JOKYMEHTOB MOCIEAHUE U3BIMAIOTCS U3 JTUYHBIX JIE] U
Ha HUX COCTaBIISIETCA OT/AEJIbHASI OIHUCH.

4.3.5. B Havasie Kaxxq0ro TOMa Jieja M Hapsja MOCTOSHHOTO M BPEMEHHOTO
(cBpimie 10 7eT) cpoka XpaHEHUS NOJIIMBAIOTCS OJaHKW BHYTPEHHEW OIUCHU
JIOKYMEHTOB JI€J1 U HapsI/I0B, & B KOHILIE — OJJaHK JIMCTa-3aBepUTEIIS.

43.6. B mensx obOecrnedeHuss COXPAHHOCTH W 3aKPEIUICHUS TOPSJIKa
PaCIoJIOKEHHST JJOKYMEHTOB, BKJIFOUEHHBIX B JI€NI0 U (WJIM) Hapsij, BCE JIUCTHI
JOKYMEHTOB (B TOM 4YHCIE JUCTHI ¢ pe3omonued PykoBoacrBa Cynpa, mMeromue

56
HpOI/I3BO,HCTBa nmo aciaM u )KaJ'IO6aM, pPacCMOTPECHHBIM Cy}IOM B NOpAAKE, YCTAHOBJICHHOM IIpOLECCYaJlbHbIM
3aKOHOAATCIbCTBOM.
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HCTOPUYECKYIO, HAYUYHYIO WM MPAKTUYECKYI0 HEHHOCTh), KPOME BHYTPEHHEW OMHUCH
U JIMCTa-3aBEPUTEINs], HYMEPYIOTCS apaOCKUMHU LupamMu B MPAaBOM BEPXHEM YTy
JIMCTa NMPOCTBIM KapaHaamoMm. Vcronb3oBaHue YEpHUI U LIBETHBIX KapaHAalen aJis
HYMEPALMH JINCTOB 3aIIpElacTCs.

JIuCTBI €1 M HaApSAOB, COCTOSIIMX W3 HECKOJIBKHX TOMOB, HYMEPYIOTCS IIO
KQKJIOMY TOMY OTZEJBHO.

dororpadguu, yepTekKM, AUArpaMMbl U JPYTrUe€ WILIIOCTPATUBHBIE JOKYMEHTHI,
IIPEICTABIIAIONIME CaMOCTOSITENbHBIE JIUCTBI B JI€J€, HapsAie, HYMEPYIOTCS Ha
00OpPOTHOM CTOpPOHE Ha BEPXHEM I10JIE JIUCTA.

Cnoxennpiii muct (popmata A3, A2) pa3BopaumBaeTcsi U HyMEpyeTcs B
MPaBOM YacTh BepxHETo Mo Jucta. [Ipu 3tom nuct moboro dhopmara, MOIITUTHINA
3a OJMH Kpal, HyMepyeTCs KaK OJWH JIMCT; JIUCT, CJIOKEHHBIM W TOIUIMTBHIM 3a
CepelIMHY, MOJJIKUT MEPEIIMBKE U HyMEPYETCs KaK OJHH JIUCT.

JIuct ¢ Harayxo HakJIeeHHBIMU JOKyMeHTaMu ((doTorpadusMu, BbIpE3KaMH,
BBINKMCKaMH U T.I1.) HyMEpPYETCs KaK OJIUH JIUCT.

[ToamuTeie B J€I0 U HapsiJ KOHBEPTHI C BIOKEHUSAMH HYMEPYIOTCS; IIPU 3TOM
BHayaje HyMEpPYyeTCsl caM KOHBEPT, a 3aTEM OYEPEIHBIM HOMEPOM KaXKJ0€ BIOKEHUE
B KOHBEpTE.

[lonmmTeie B €70 U HApsAJ JOKYMEHTHI C COOCTBEHHOW Hymepaluei JHCTOB
(BKJIrOYasi TMEYaTHbIE W3JIaHUSI) MOTYT HYMEpOBaThCs B OOIIEM MOPSAJAKE WU
COXpaHATh COOCTBEHHYI0 HYMEpAaLMIO, €CIM OHa COOTBETCTBYET NOPSIKOBOMY
PacoJIOKEHUIO JIUCTOB B JI€JIE€ U Hapsizie.

4.3.7. Tlocne 3aBepiieHUs HyMepalMu JIUCTOB Mg UX yu€Ta W (UKCAlUU
0COOEHHOCTEN X HyMEpAaLMHU COCTABISAETCS JUCT-3aBepUTENb (Mpuiokenue S1).

JIucT-3aBepuTeab COCTABIISIETCS HA OT/EJIBHOM JHCTe (OJIaHKe), a B KHUTaxX —
Ha 000POTHOI CTOPOHE MOCIEAHET0 YUCTOTO JUCTA, MOCIE 3aBepLICHUs A€, HapsSa0B
Y KHUT B Aenornpousojactse Cyna.

B nucrax-3aBepUTensx yKa3bIBalOTCS OCOOCHHOCTH HyMepaluu JTOKyMEHTOB:
HaJIM4ME JIMTEPHBIX W MPOIYIICHHBIX HOMEPOB, HOMEpA JINCTOB C HAKJIECEHHBIMU
JOKYMEHTaMH, HOMepa KpyNHO(OPMAaTHBIX TOKYMEHTOB, HOMEpa BIUUTHIX B Hapsj
KOHBEPTOB C BJIOKEHUSAMH U KOJMYECTBO BIOKEHHBIX B HUX JINCTOB.

JIuct-3aBepuTeNb MOAMUCHIBACTCA COCTABUTENIEM C yKa3aHHWEM pacIIn(pOBKU
NOJANKCH, AOJDKHOCTH W JaThl COCTaBlieHWs. Bce mnocienyronme H3MEHEHHs B
COCTaBE M COCTOSIHUM Jeia W Hapsjaa (MOBPEeXIEHHUs, 3aMeHa IOJJIMHHBIX
JOKYMEHTOB W T.Il.) OTMEYAlOTCAd B JIMCTE-3aBEpUTEIE CO CCBUIKOW Ha
COOTBETCTBYIOIIUN AKT.

3anpeiaeTcsi BRIHOCUTh JIMCT-3aBEPUTENb HA OOJIOKKY Jiea U Haps/a.

4.3.8. lna yuéra TOKyMEHTOB B JIeJIaX M HapsiAaxX MOCTOSHHOTO U BPEMEHHOTO
(cBpimie 10 1eT) cpoka XpaHEHHUs COCTABISAECTCS BHYTPEHHSISI ONMUCH YCTAHOBJICHHOU
(hOpMBL.

JIMCThI BHYTPEHHEH OMKCH HYMEPYIOTCSI pPUMCKUMH [IU(PpPaMU U MOAIIUBAIOTCS
nepes MepBbIM JUCTOM Jefia U Hapsiaa. Ecnu Hapsa MOAIIUT Wi NeperieTéH 0e3
OnmaHKa BHYTPEHHEW OMUCH, TO OJAaHK MPHUKIEUBACTCA K BHYTPEHHEH CTOPOHE
OOJIOXKKH.
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B utoroBoii 3anucu BHYTpeHHEH omMcH HUPpaMu U MPOMUCHIO YKa3bIBaETCS
KOJIMYECTBO JJOKYMEHTOB B JIeJie U Hapsijie, a TAK)Ke KOJUYECTBO JIUCTOB OMKCH.

BHyTpeHHsis omuch MOANUCHIBAETCS €€ COCTaBUTEIEM C YyKa3aHUEM
pacunGpoBKU MOAMKUCH, TOJKHOCTH U JIaThl COCTABIICHUS OITUCH.

N3meHeHuss coctaBa JOKYMEHTOB Jell U HapA/loB (U3bATHE, BKIIOYECHUE
JIOKyMEHTOB, 3aM€Ha MX KOMHUSIMHU U T.JI.) OTpakaroTcsi B rpade «[Ipumeuyanue» co
CChUIKAMHM Ha COOTBETCTBYIOIIME aKkThl. [Ipr HEOOXOIMMOCTH COCTaBIISIETCS HOBas
UTOr0Bas 3alliCh K BHYTPEHHEH OINKCH U 3aBEpUTENIbHAS HAIIUCh Jea U Hapsaa.

4.3.9. O6noxka A€l U HapsAI0B MOCTOSHHOTO, BpeMeHHOTO (cBbIime 10 ner)
CpOKa XpaHEHHUs COCTaBisieTcs H OQopmisieTcss IO YCTaHOBJICHHOH (dopme
(mpunoxenwus 58, 59, 60, 61).

Hannucu Ha 00s0kKKe J1eNT M HApAJIOB CIEAYET BBIMOJHATH pa3z0opuuBo, 0€3
COKpAILICHUU.

3aroJ0BKH JIe7 U HAPAJIOB JOJIKHBI COOTBETCTBOBATH 3ar0j0BKaM, YKa3aHHBIM
B HomMmeHknarype.

Ha o6noxke aena v Hapsia YKa3bIBalOTCS:

- monHoe HaumeHoBanue Cyna;

- MOJHOE HauMeHOBaHue noapaszaenenus Cyna;

— PErHCTPALMOHHBIN HOMED Jiefla MU MHAEKC Hapsaa no Homenkiarype;

— HOMeEp TOMa;

— 3aroJIOBOK;

— JlaTa Hayaja U OKOHYaHUS;

— KOJIMYECTBO JICTOB;

— CpOK XpaHEHHUS;

— apXUBHbIN MUQP 111 JOKYMEHTOB MTOCTOSTHHOTO XPaHEHUS.

IIpu odopmiiennn o610xkku HamMeHoBanus Cyaa u noapaszzaenenus Cypa
YKa3bIBalOTCSI B UMEHUTEIBLHOM Ma/IeKe€ B COOTBETCTBUU C UX HA3BAHUSMH B NIEPUO/I,
OTpakaeMblii JTOKYMEHTaMH.

[Ipy m3MmeHeHnun HamMeHoBaHUsA mnoxapazfeneHus Cyna yKa3bIBaeTCs HOBOE
HAaMMEHOBAaHHUE, a TIPEKHEE 3aKITI0YAETCS B CKOOKH.

JaTtel Ha OOJIOXKKE Jeia W HapsAda JOJDKHBI OTPaXKaTh YMUCIO, MECSIl M TOJ
pErucTpanuy caMmoro paHHEro ¥ CaMoro MO3JAHEro0 JOKYMEHTOB, BKIIOUEHHBIX B JI€JIO
1 (M) HapsiA.

[Ipu ykazaHuu JaThl CHayaia MUIIETCS YUCIO, 3aTeM Mecsl U rod. Yucio u
rog o0o3HauarTCid apaOCkuMu MudpaMH, TOJ — IMOJHOCTHIO, HAUMEHOBAHHUE
Mecs11a — CJIOBOM.

Ha o6Onoxkax gemn W HapsaoB, COCTOSIIIMX W3 HECKOJIbKUX TOMOB, AaThl
MPOCTABIIAIOTCS HA KaXJIOM TOME.

Ecnu B nmeno u (Wiu) Hapsi BKIOYEHBI JOKYMEHTBI, JaThl KOTOPBIX HE
COBMAJAIOT C YKAa3aHHBIMHU Ha OO0JIOXKKE, TO TMOJ JaTOW OKOHYaHUS C HOBOU CTPOKHU
nenaercsa 3anuch «B gene u (Wiau) Hapslie UMEIOTCS TOKYMEHTHI 3a roj
(rozpl)».

Ha o6noxke Hapsiga, cogepKaliero rofoBble MIaHbl U OTYETHI, 1aTa MOKET HE
YKa3bIBaThCs, TAK KAK UX JAThl OTPAKAKOTCS B 3ar0JIOBKaX.
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Ha o06moxxkax HapsgoB, COAEpKAIIUX TMPUKA3bl, PACHOPSIKCHUS, aKTHI,
JOKJIaJbl U T.II., MPOCTABJISIOTCS JAThl PETUCTPaAllMU (COCTABIICHUS) CAMOTO PAHHETO
¥ CaMOT0 MO3JHETO JOKYMEHTOB, BKIIIOUEHHBIX B HAPS/IL.

Ha oOnoxkax wHapsmoB ¢ mnpoTtokosamu 3acenanuit Ilpesmamyma Cyga,
[Inenyma Cyna ¥ JOKyMEHTAaMU K HUM YKa3bIBalOTCA JAThl YTBEPXKACHHS WA
COCTABJICHMSI TIEPBOTO U MOCJIEIHErO MPOTOKOJIOB, BKIIFOUEHHBIX B HApSII.

Cpox xpaHeHus1 Ha 00JI0kKKaxX JTOJKEH COOTBETCTBOBATH CPOKY, YKA3aHHOMY B
Howmenknarype.

Apxusnblil mudp (Homep ¢doHma, omucH, Aena) Ha oOJOXKKax Jena U Hapsjaa
MIOCTOSTHHOTO XPAaHEHHS MPOCTABIIACTCS B OTAEIEC XPAHEHUS MOCIIE BKIIOUEHUS ITUX
JIOKyMEHTOB B COOTBETCTBYIOIIHME OTHCH, YTBEPKICHHBIE DKCIIEPTHO-MIPOBEPOUHOM
komuccuen ['ocynapcteennoro apxuBa Poccutickoin ®@enepanumu.

OOJIOXKKH HapSIOB, COACPIKAIIUX TOKYMEHTHI Ha CTaHAAPTHBIX OJaHKax,
JOJKHBL UMETh pazMepbl 230x320 mm.

OO0JIOXKKH JPYruxX JOKYMEHTOB MOTYT HUMETh pa3Mephbl, COOTBETCTBYIOIIHE
pa3Mepam MOAIIUTHIX B HUX JIUCTOB.

4.4. CocraBJjieHue onmuceii 1ej1, HApsiJI0B ¥ MPOU3BOICTB

4.41. Ha 3aBepménnbsie B jenonpouszBojactBe Cyna, chopMHpOBaHHBIE U
oOopMJICHHBIE B COOTBETCTBHM C TpeOOBaHUSIMU HacTosmed MHCTpykuuu ena,
Hapsibl, DJICKTPOHHBIEC (ayJUOBU3YAJIbHBIC) JTOKYMEHTBI MOCTOSSHHOTO, BPEMEHHOTO
(cBbImie 10 yeT) cpoka XpaHEHHUS U 10 JIMYHOMY COCTaBY, a TakyKe IMPOM3BOJICTBA 110
nenaM, pabotHukamu noapazfaeneHuid  Cyna, OTBETCTBEHHBIMHU 3a  BEJICHHUE
JIEJIONPOU3BOJICTBA, €XKETOJHO COCTAaBJISIOTCS OMUCHU 1O YCTAaHOBJIEHHOW (dopme
(mpunoxenus 57, 57-A).

Ha napsiaer BpeMenHoro (710 10 jeT BKIIOYUTEIIBHO) CpOoKa XPaHSHHS OITUCH HE
COCTaBJISIOTCA. YU€T ux Benércs no Homenkiarype.

4.4.2. Onucu naen, HapsAOB, MPOU3BOJCTB IO JEaM M OMHUCU DJIECKTPOHHBIX
(aymoBU3yalIbHBIX) JOKYMEHTOB COCTABJISIIOTCA OTIEIBHO: Ha Jena, Hapsiabl U
AJIEKTPOHHBIE (ayAMOBU3yaJIbHBIC) JTOKYMEHTHI TOCTOSIHHOTO XPaHEHHUS, Hapsbl
BpeMeHHOro (cBbime 10 7eT) cpoka XpaHEHUs W MO JUYHOMY COCTaBy, a TaKXKe
MPOU3BOJICTBA IO JICJIaM.

4.43. Onmcu [nen, HAPAIOB MW TPOU3BOJCTB COCTABISIOTCS B JIBYX
DK3EMIUISIPaxX, OAMH U3 KOTOPHIX TMepeaaéTcss BMECTe C JejlaMu, HapslamMu |
MPOU3BOJICTBAMHU B OTJEJ XpaHEHUs, a BTOPOH OCTAaETCsl B Ka4eCTBE KOHTPOJIBHOTO
sK3eMIUIsIpa B nojpasaeieHnu Cyaa u MOoAMIMBACTCS B COOTBETCTBYIOIIUM HapsI.

444 1Tpu cocTaBJieHUM OIKMCH JEJI, HApPSJIOB U TMPOU3BOJICTB HEOOXOIMMO
co0Jiro1aTh CIEAYIOIINE TPEOOBAHUS:

-~ 3aroJIOBKH JIeJ, HapsiA0B U MPOU3BOJCTB BHOCATCS B OMKUCH B COOTBETCTBUU
¢ Homenkiarypoti;

— KaXJ0€ JeJ0, HApsAl U MPOU3BOJICTBO BHOCUTCS B OINHUCH MOJI OTAECIbHBIM
MOPSIAKOBBIM HOMEPOM; €CJIH JIeJI0, Hapsi[ U MPOU3BOJCTBO COCTOUT U3 HECKOJIBKHUX
TOMOB, TO B OITUCh BHOCUTCS KaX/IbIA TOM TOJ] OT/IEIbHBIM HOMEPOM;
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- cucTeMaTu3alusi JOKYMEHTOB B ONUCH W TOPSIOK MNPUCBOEHUS HOMEpa
OIKMCH YCTAaHABIUBAIOTCS OTJEIOM XPaHEHUS;

- Tpadbl omMcH 3amoJHSIOTCS B TOYHOM COOTBETCTBHHM CO CBEIACHUSMU Ha
00JI0XKKE;

- rpada omucu «IIpuMeuanue» UCMONB3YETCS ISl OTMETOK O MpHUEME Je,
HapsJ0B U MPOU3BOJACTB, OCOOCHHOCTSAX MX (PU3UYECKOTO COCTOSIHUS, O HAJIMYUU
KOITUH U T.1.

- Tpu 3anmoyHeHUH B onmcu rpadbl «HAeke nena, Hapsaa W MPOU3BOJCTBA
(TomMa, 4acTH)» YKa3bIBAIOTCS COOTBETCTBYHOIIME HHAEKCHI Mo HomeHnkmarype, a
TaKXe PeruCTPaIlIOHHBIE HOMEPA JIe] U TPOU3BO/ICTB;

- tpada «3arosoBOK Jena, Hapsga W TPOU3BOACTBA (TOMa, YacTH)»
3aMoJIHSIETCSl Ha OCHOBAHMHM 3aIKCH, CICIAHHOM Ha 00JI0KKe, 0€3 COKpaIllCHU.

4.4.5. Eciii B oNUCh BKIJIFOYAETCS AEJIO, HApsi[A U MPOU3BOJICTBO, COCTOSIIIEE U3
HECKOJBKHX TOMOB, TO MUIIETCS OOIIMI 3aroJIOBOK U 3alUCHIBAIOTCS HOMEpPA TOMOB;
MOCJIE Ka)KI0T0 HOMEpa TOMAa U3JIaraeTcs €ro CoJAepKaHue.

4.4.6. 3aroioBKY JIeJl, HAPAJIOB U MPOU3BOJICTB, MO0 KAKUM-TUO0 MpUYMHAM HE
BHECEHHBIC B OMHUCH, MOTYT OBITh B HHMX BHECEHBI IOJI JUTEPHBIMH HOMEpaMHU.
AHQJIOTUYHBIE U3MEHEHUSI BHOCSITCS B COOTBETCTBYIOILIME OMKCH B OTJIENIEC XPAHEHUSI.

B koHI1e onucu enaercs UTOroBas 3amch, B KOTOPO# yka3bpiBaeTcs nudpamu u
MIPOIHUCKIO (B KPYIJIBIX CKOOKAX) KOJUYECTBO JOKYMEHTOB, YHCISIIUXCS O OIKUCH, a
TaK’K€ OrOBapUBAIOTCS OCOOEHHOCTH WX HyMEpalud B ONHCH (JIUTEPHBIE MU
MPOITYILIEHHbIE HOMEPA).

4.4.7. Onuch NOAMHUCHIBAETCS COCTABUTEIEM C YKa3aHHEM €ro JOJKHOCTH,
COTJIACOBBIBACTCSI C  HAYaJIbHUKOM  YTpaBJCHUS  JOKyMEHTOoOOpoTa W
JIETIOTPOU3BOJICTBA U YTBEPIKIAETCS pyKOBOAUTENIeM nojipasaenenus Cyna.

4.4.8. Onucy nen, HapsOB U MPOU3BOJICTB CIIYKaT OCHOBOM JJISI COCTABJICHHSI
COOTBETCTBYIOIIMX OIMUCEN B OT/IEJIC XPAHEHUS.

4.5. [lepenaua neJsi, HAPSIA0B U MPOU3BOACTB B 0T/AeJ XpPaHEHUSsI

4.5.1. Jloxymentbl Cyna, MMEIOIIHE HCTOPUYECKOE, HAYYHOE, COIHAIbHOE,
HPKOHOMHYECKOE, TIOJUTUYECKOE H KYyJIbTYpHOE 3HAUeHHE, O0pa30oBaBIINECS
HE3aBUCUMO OT TEXHUKH U crmocoba (pukcupoBaHus HHPOPMAIUA B HUX, BXOIAT B
coctaB ApxuBHoro ¢onaa Poccuiickoit ®enepanuu W MoAJekKaT Tepenadye Ha
MTOCTOSTHHOE XpaHCHHE.

Otnen XpaHeHUs OCYIIECTBJISIET BpeMEHHOE XpaHeHue (B TeueHue 15 jer)
apXMBHBIX JTOKYMEHTOB TIOCTOSSHHOTO M BpeMmeHHoro (cBbimie 10 1er) cpoka
XpaHEHHS 10 TIepelayd WX Ha MOCTOSHHOE XpaHeHHWe B ['ocydapCTBEHHBIM apXuB
Poccuiickon denepanum.

45.2. TlonroroBneHubie W OGOpPMIICHHBIC Jelia, HAPSAAbl W TPOU3BOJICTBA
nepemaroTcst moapazaeneHusiMu Cyna B OTAEN XpaHEHUS MO UCTEYCHUH TPEX JIET
MOCJIC 3aBEpIICHUS] WX B JEJIOMPOU3BOACTBE IO OMHUCSAM B JBYX SK3EMIUISIpax
(npunoxxenue 57).

[Ipu mepenaue cyneOHBIX MI€] WJIM HAPSIOB OJUH JK3EMIUISP JICKTPOHHOTO
HOCHUTEINS,  COACpKalIUi  DJIEKTPOHHBIE  (ayaUOBU3YyaJbHBIE)  JTIOKYMEHTHI,
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¢dukcupyromme xo cyaeoHoro 3aceqanus win 3aceaanus [Inenyma Cyna u Hayuno-
KOHCYJIbTATUBHOTO COBETA, NEPEHACTCS B OTHAEN XPAHEHHUs IO OTACIBHOW OMUCHU
(mputoskeHre 57-A), M3TOTOBJICHHOM B JBYX DK3eMIUISIpax ¢ MPHIIOKECHUEM peecTpa
GalaoB SJIEKTPOHHOTO (ayJUOBU3YaJbHOTO) JOKYMEHTa B DJJEKTPOHHOM BHJIE
(npunoxkenne S57-b) WM yIOCTOBEpAIONIETO JUCTA Ha OyMa)XHOM HOCHUTEIE
(npunoxkenue 57-B). YmocToBepsriommii JTUCT COCTaBIsETCA B TPEX SK3EMILIApax,
OJIMH U3 KOTOPBIX MPUKIAIBIBAETCS K OMMUCH, & OCTAJIIbHBIE K KaXIAOMY 3K3EMIUISIPY
AIEKTPOHHOTO HOCUTEIIS.

Hapsnpel BpemenHoro (cBaiiie 10 1eT) cpoka XpaHEHHUs], a TAKKE MPOU3BOJICTBA
M0 JIeJIaM TEPENaroTCsl B OTAET XPAHECHUS B TE€ K€ CPOKH, UYTO M JI€JIa U HapSIb
MMOCTOSSHHOTO CpOKa XPAHEHUs, MO OIHUCSAM, COCTABJICHHBIM OTAECIBHO OT JEN U
HAapsJ0B MTOCTOSIHHOTO CPOKa XpaHEHHS.

JIOKYMEHTBI O JIMYHOMY COCTaBY CYAEH, TOJTHOMOYMS KOTOPBIX MPEKPAIIEHBI,
U TOCYAApPCTBEHHBIX TPAXKIAHCKUX CIYXKAIIMX, YBOJEHHBIX C TOCYyAapCTBEHHOMU
IPaXKJaHCKOM CITY:KOBI, TIEPEIatOTCsl B OT/IEN XpaHeHus o ucteueHuu 10 Jet co nHs
IIPEKPaALICHNS TTIOJTHOMOYUHN WIIA YBOJIbHEHMUSL.

Hapsinel 1 mpousBojactBa BpeMeHHOTo (1m0 10 JeT BKIIOYHMTEIBHO) CPOKa
XpaHeHHUs] WIM JI0 MHHOBAaHHMS HAJOOHOCTHM HE TMOJJIeKaT Iepeadye B OTAel
XPaHEHMUs, 3a UCKIIFOUCHUEM IIPOU3BOJICTB 110 JAEJIaM.

453. Ilpu mnepemade xena, Hapsga W TPOU3BOJACTBA B OTIENT XPaHCHUS
YIOJIHOMOUYCHHBIM PAaOOTHUKOM OT/€JIa XPaHEHHs B NPUCYTCTBUM pabOTHUKA
noapazaeneHus Cyja Npou3BOAUTCS MPOBEpPKa MPABWIHLHOCTH WX (POPMHUPOBAHUS U
o opMIICHHUSL.

Bce BbIsiBJI€HHBIE TTPU MPOBEPKE HEOCTATKU B (POPMUPOBAHUU U OPOPMIICHUHN
JieJl, HapsJIOB W MPOU3BOJICTB paOOTHUKH mojpasnenennii Cyna, OTBETCTBEHHBIE 3a
BEJICHUE JEJIONMPOU3BOICTBA, 00S3aHbl YCTPAHUTD.

B koHIIe Ka)K70T0 SK3eMITIsipa OMUCH MPOCTABISIOTCS: KOTUYEeCTBO (1udpamu
U TIPOMHUCHI0) (AaKTUUECKH MPUHSATHIX JIeJ, HApsII0B M MPOU3BOJICTB, JaTa Mpuéma u
nepeaayuu, moAnucyu paboTHUKOB OT/eNa XpaHeHus U noapazaenenus Cyna.

Jlena v HapsiAbl HOCTOSIHHOTO U BpeMEHHOro (cBbilie 10 1eT) cpoka XpaHeHus,
a TaKXKe IPOM3BOACTBA IO JejaM MPUHUMAIOTCS B MOPSAKE, YCTaHOBICHHOM
NHCTpyKIMEN 110 XPAaHEHUIO APXUBHBIX JOKYMEHTOB.

4.54. BrisBieHHbIE pa0OTHUKAMHU OTJElIa XpAaHCHUS HEIOCTaTKH B
dbopmupoBaHUM W O(GOPMIICHHM €N, HAPSJIOB, MPOU3BOACTB, MPEAYCMOTPECHHBIC
nanHoi MHcTpykuueit, ycTpanstoresa paboTHukamu nojpasaenenuit Cyaa.

4.6. BpemeHHOe XpaHeHHe [1eJI, HAPSI0B U IPOU3BO/ICTB

4.6.1. C MOMeHTa 3aBEeICHUS U A0 MIEPEAYH B OTIENI XPAHCHUS Aeia, HapsIbl U
IPOM3BOJICTBA XpaHsTCs B noapaseneHusx Cyna mo Mecty ux GopMUPOBAHUS.

PykoBonutenu mnoapazaenenuii Cyaga u  paOOTHUKH, OTBETCTBEHHBIE 32
BEJICHHE JEJIOMPOU3BOJICTBA, HECYT OTBETCTBEHHOCTh 32 COXPAHHOCTH JTOKYMEHTOB
JIeJ1, HapsI0B U IPOU3BOJICTB.

4.6.2. [lena, Hapsiabl ¥ MPOU3BOJACTBA JOJDKHBI HAaXOAMTHCS B CIYKEOHBIX
MOMEIIEHUAX U PACIoaratbCs B BEPTUKAIHLHOM IMOJOKEHUH KOPEIIKaMHU HapyXy B
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3aMUPAOIIUXCS MKagax WIM Ha CTEIUIAKaX B CICIHAIBHO OTBEAEHHBIX JUISI ITOU
LEIN TOMEUIEHUSAX, B KOTOPBIX OOECHEUYMBACTCS MX MOJIHAS COXPAHHOCTb, B TOM
qyciie OT BO3ACHCTBUS NbUIM U COJHEYHOro cBeTa. Ha kopemikax oOJoxek e,
HapsI0B U MIPOU3BOJICTB YKa3bIBAlOTCS UHAEKCHI 10 HoMeHKknaType.

Jlist obecrieueHrs MoMCKa JOKYMEHTOB OHU Pa3MEIAlOTCsl B COOTBETCTBHUHU C
Howmenxkiarypoit.

Brinucka n3 HomeHkaTypsl noMeniaeTcs Ha BHYTpEeHHEH CTOpoHe mikada.

4.6.3. TlogroToBineHHble U OPOPMIICHHBIE B YCTAaHOBJIICHHOM MOPAIKE JAeNa U
HapsiJbl MOCTOSIHHOTO M BpeMEHHOro (cBbimie 10 J€T) cpoka XpaHEHHUs, a TaKKe
MPOU3BOJICTBA MO JejaM MO HWCTEUEHHH TPEX JIeT TOCJE 3aBepIICHUS HUX B
JeN0NpPOU3BOACTBE NoapaseneHuil Cyaa nepenarorcs B OTAEN XPaHEHUS.

4.6.4. V3patre JOKYMEHTOB W3 JEJ, HAPSIOB M IMPOU3BOACTB IOCTOSHHOTO
XpaHEHUs JOMYCKAETCS B UCKIIOUUTENIBHBIX CIIy4YasiX U MPOU3BOJIUTCS C Pa3pEIICHUS
PykoBoactBa Cyna ¢ OCTaBIIEHHEM B JI€JI€ 3aBEPEHHON KOMHMM JOKYMEHTA U aKTa O
MPUYNHAX U3BATHS.

4.7. JkcnepTU3a HEHHOCTH TIOKYMEHTOB

4.7.1. DxcrepTu3a LUEHHOCTH JOKYMEHTOB — 3TO H3Y4YEHHE JOKYMEHTOB Ha
OCHOBAHMM KPUTEPUEB HUX LEHHOCTU B LEIAX OINPEACICHHUS CPOKOB XpaHEHUS
JOKYMEHTOB M 0TOOpa UX Ha MOCTOSIHHOE XpPAHEHHE.

4.7.2. DKcriepTr3a IEHHOCTH JOKyMEHTOB B Cyzie IPOBOUTCS:

— B JIEJIONPOU3BOJICTBE — IPHU MOJATOTOBKE €1, HapsJAOB M MPOU3BOJICTB K
nepeaaye B OT/AEN XpaHEHHUS;

- B OTJEJIe XpaHEHHUs — B MPOLECCE MOATOTOBKHU JIeJI, HAPSAJIOB U MPOU3BOJICTB
Ha MOCTOSIHHOE XPaHEHHUE.

4.7.3. Dxcneptu3a ILEHHOCTH JOKYMEHTOB, HAXONSIIMXCS Ha XpaHEHUH B
noapasnenenusix Cynma, OCYyIIECTBIETCS €XKEroJAHO B 3TUX MHOJIPa3JIEICHUIX
paOOTHUKOM, OTBETCTBEHHBIM 3a BEACHHME JEJIONPOM3BOJCTBA, MOJ KOHTPOJIEM
HEIOCPEICTBEHHOI'O PYKOBOJIMUTEIIS.

4.7.4. I1lpu mpoBeIeHUN SKCTIEPTU3BI IIEHHOCTH JIOKYMEHTOB OCYIIECTBISIOTCS:

- 0oTOOp JOKYMEHTOB IOCTOSSHHOTO W BpeMeHHoro (cBeimie 10 mer) cpoka
XpaHEeHUs JIJIs Iepejauu B OTAEN XPaHEHUS,

- OTOOp JOKYMEHTOB BpeMeHHOro (1o 10 JeT BKIIIOUMUTENIBHO) CpOKa
XpaHEHUs], CPOKU XPAHEHUSI KOTOPBIX HE UCTEKJIU;

— BBbIJICJICHHE K YHUYTOXKEHHMIO JOKYMEHTOB 3a MpPEAbIAYIIUE TOJbl, CPOK
XPaHEHUS] KOTOPBIX UCTEK.

4.7.5. Opranuzanus W M0OpoBeaeHUE padOThl MO SKCHEPTHU3E LIEHHOCTU
nokyMeHToB apxuBHOro ¢onna Cyna ocymectisiercs [[OK Cyna.

®yukuuu u npasa [[OK Cygna, opranuzanus €€ QesiTeIbHOCTH ONPEAEIISIOTCS
COOTBETCTBYIOIIUM I10JI0KEHUEM, YTBEPKAEHHBIM NpuKa3zoM 1o Cyny.
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4.8. Ilopsa10K YHUUTOXKEHUS JOKYMEHTOB
4.8.1. Tlopsanok ompeaenseT YHUUYTOKEHHE JOKYMEHTOB, HE TOJJICKAIIUX
NanbHEHIIeMy XpaHEHUIO B CEKpeTapuarax CyAeOHbIX COCTaBOB U MOJpa3/IECICHUSIX

Cyna.

OT100Op 1 MOATOTOBKA IOKYMEHTOB HA VHUUTOKEHHE

4.8.2. VYHUYTOXKEHHUIO TMOJJIeXKAT  HAXOASIIMECSs HAa  XpaHCHHUH B
noapazaeneHusax Cyja TOKyMEHThI ¢ UCTEKITMMU CPOKaMH XpaHEHHUs! (710 S5 JIeT) U C
noMeTkon «/[o MuHoBaHus HagoOHOCTHY 110 HOMeHKaType.

4.8.3. JlokyMeHTBI, HE TOJICKAIINE pErucTpanuu (YCPHOBHUKH, MPOEKTHI
JIOKyMEHTOB, pabouue MaTepualibl U UHBIE TOKYMEHTHI), YTPATUBIINE MPAKTUIECKOE
3HAQYEHUE, MOTYT YHHUUYTOXKAThCd B YCTAHOBJIEHHOM Hacrtodmer WMHcTpykuueit
MOPSIAKE.

4.8.4. UcnopueHHble OJaHKU HCIOJHUTEIBHBIX JIMCTOB YHUYTOXKAIOTCS B
COOTBETCTBMM C Hactosmer HMHcTpykuwed B  TOpSAKE, YCTaHOBICHHOM
nocraHoByieHneMm IIpaButensctBa Poccuiickoit @enepauuu ot 31 wurons 2008 r.
Ne 579.

4.85. Orbop W TOATOTOBKA HaxomAmuxcs B moapasaencHusx Cyna
JIOKYMEHTOB Ha YHUYTOXXCHUE OCYIIECTBISIOTCS PaOOTHUKOM COOTBETCTBYIOIIETO
NOJpa3/ieNieHusi, OTBETCTBEHHBIM 3a BEJIEHHWE JEJONpOMU3BOACTBA (Haiee —
YIOJITHOMOYEHHBIA paOOTHUK MOApa3AeieHUs)>’, TOJ KOHTPOJIEM HEMOCPEACTBEHHOTO
PYKOBOIUTENSA ™,

4.8.6. Ilo pesympraram oTOOpa coOCTaBIICTCS AKT 00 YHHUYTOXCHUU
JOKYMEHTOB, HE TMOJICKAIINX XPAHCHUIO, KOTOPBIM YTBEPKIAETCA PYKOBOJIUTEIEM
noapasnenenus Cyna (mpuiioxenue 55).

B aktax Ha yHUYTOXXEHHWE JIOKYMEHTOB HE JOJDKHO OBITh HHUKAKUX
VICTIPABJICHUM.

48.7. B cmyyae wu3bATHS €3 TPOU3BOACTB (HAPANOB), MOJJISKAIIUX
YHUYTOXEHUIO, OTACIBHBIX JOKYMEHTOB, HEOOXOIUMBIX JIJIsi pabOThI U JAIbHEHUIIIETO
XpaHEHHUs, Ha HHUX COCTaBJISIETCS IE€PEYEHb, B KOTOPOM YKa3bIBaeTCs, KaKue
JOKYMEHTBl W W3 KaKuxX TMPOU3BOJACTB (HAPSIOB) U3BITHI, YYETHBIE WU
perucTpalyoHHble HOMEpa, HAMMEHOBAaHUS JOKYMEHTOB, HOMEpa JIUCTOB, a TAaKXKE B
KaKHe MPOU3BOICTBA (HAPSAIBI) MOIIIUTHI U3BIATHIC TOKYMEHTHI (MPUIOKeHHE 56).

[lepeueHb TOAMMCHIBAETCS YMOJHOMOYEHHBIM PAOOTHUKOM MOJpa3IeIICHUs
Cyna u npunaraercs K AKTY.

4.8.8. Ilocne yTtBepxkaeHHs AKTa yKa3aHHbIE B HEM JOKYMEHTBI, a TaKke
JIOKYMEHTBI, HE TIO/JICKAILUE PETUCTPAIliH, CKIIAJIbIBAIOTCA B YIAKOBOYHbBIE MEIIKH.
[Ipu »>TOM M3 JOKYMEHTOB HM3bIMAIOTCS BCE METAJUNIMUECKUE MPEAMETHI (CKPEINKH,

57
06}133.HHOCTI/I, ImpaBa W OTBCTCTBCHHOCTH YKa3aHHBIX JIMI[ II0 IIOATOTOBKEC OOKYMCHTOB Ha YHHWYTOXCHUC

OIPCACIIAIOTCA B UX JOJZKHOCTHBIX pErjlaMCHTAaXx.
58 o

HaanMep, 3aBCAYIONIUN CCKPETApUaTOM CyI[€6HOFO cocTaBa (KOHJ’IGFI/II/I), HayaJIbHUK OTJAC]1a (CFO 3aM€CTI/ITeHL),
3aMCCTUTCIJIb HAYaJIbHHUKA praBJ’IeHI/IH.
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ckoObI u T.1.)*. Tlocne 3amonHeHus ynakOBOYHBIE MEIIKH 3aBA3BIBAIOTCS OeuEBKOU
WA KJIEHKOM JICHTOM.

Jlo mepegaun Ha YHUYTOKCHUE YIIAKOBOYHBIC MEIIKU C IOKYMEHTAMHU JTOJIKHBI
pa3MenaTbes OTCIBHO OT APYTUX JOKYMEHTOB B CIICIIUATIBLHO OTBEIEHHOM JIJIS 3TOU
e MecTe (MIOMEIICHHH ).

4.8.9. ObecnieueHue MoJpa3aCICHUN YIIAaKOBOYHBIMH MEIIKaAMH, KICHKOM
JICHTOM, TeNe)KKaMU JJi TIEPEBO3KH JIOKYMEHTOB OCYIICCTBIISICTCS YTNpaBiICHUEM
obecrieuenus aestenpbHOoCcTH Cy/ia 1o 3asBKaM PYKOBOJIUTENCH IMOAPA3ACTICHHM.

Hepez[aqa )41 HDI/IéM JOKYMCHTOB Ha YHUYTOXCHHC,
YHUYTOXKCHUC JOKYMCHTOB

4.8.10. Ilepemaua JOKYMEHTOB Ha YHUYTOXEHHE (TIOTpy3Ka W BBIBO3)
OCYILIECTBIISIETCS YIIOJIHOMOUYEHHBIM pabOTHUKOM nosipazzenenus Cyna.

IIpnéM TOKYMEHTOB Ha YHUYTOXEHUE OCYILECTBIIIETCS [1BA pa3a B HEJENIO 110
BTOPHUKAM U YETBEPraM yNOJIHOMOYEHHBIM PaOOTHUKOM YIIpaBiieHUs 00ecreUeHUs
nestensrocTH Cyna™.

O cpade u npuéme TOKYMEHTOB YIOJTHOMOYEHHbIE pa0OTHUKH MOAPA3ACICHUS
u YnpasneHus obecrnieueHus aesareapbHoctu Cyaa NpocTaBisioT NOAMUCH B AKTE.

[Ipy »>TOM yNOJIHOMOYEHHOMY paOOTHUKY YTHpaBieHUs oOecnedyeHus
nestenpHocTH CyAa TOpenocTaBisieTCss MpPaBO HMH(POPMUPOBATH PYKOBOJIUTENEH
COOTBETCTBYIOIMX moapazaeneHuidi Cyna o HECcOONIOACHUU WX TMOJIYMHEHHBIMU
TpeOboBanuii n. 4.8.8 Hactosmei WMHCTpykuuu u HEOOXOJUMOCTH YCTpaHEHUs
BBISIBJICHHBIX HEJJOCTATKOB.

4.8.11. VYHUYTOKEHHE JOKYMEHTOB OCYIIECTBISIETCS B  CIEHUATBHO
000pYyIOBAaHHOM ISl TUX II€JIeW OMENIEHUU B 3-THEBHBIN CPOK TMOCJE MOJyYEHUS
nyTéM MEXaHUYECKOU MepepadoTKU TUO0 COMOKEHHUS.

MecTo yHMUYTOXXEHHUS JOKYMEHTOB, €ro oOOpyJoBaHHWE, B TOM YHUCIE
HEOOXOJUMBIMU CPEACTBAMU ISl YHUUYTOXKEHUS, ONPEHENAIOTCS PYKOBOJIUTEIEM
VYnpasnenus odecnieueHus aestenbHocTH Cyna.

O0 yHMUYTOXXEHUHU JIOKYMEHTOB YIIOJIHOMOYEHHBIH pabOTHUK YIIpaBieHUs
obecnedenus aestenbHocTd Cyaa cooOLaeT B COOTBETCTBYIOLIEE MOAPA3ICICHUE U
IPOCTABIIAET JUYHYIO IMOJIUCH B AKTE.

AKTBI TIOJIIMBAIOTCS B COOTBETCTBYIOLIMUA Hapsij MOApPA3ACNICHUs, a KOIMUHU
aKTOB — B HapsiA YTnpaBieHus: ooecnedenus nesrenbHocty Cyna.

% Y THIU3UPYIOTCS OTIACIBHO.

® O6szannocTH, 1paBa M OTBETCTBEHHOCTH YKa3aHHOTO JIMIA 10 YHUYTOXXEHHIO JOKYMEHTOB OIIPEIENSIOTCS B €ro
JIOJDKHOCTHOM pernamenTe. [loBenenue no monpasnenenuit Cynma wmHQOpManuu o0 YIIOJHOMOYECHHOM pPabOTHUKE
(MOJKHOCTD, (paMUITHs, UMsI, OTYSCTBO), a TAK)KE HOMEP CIy’KEOHOTrO MOMEIICHHS 1 HOMEp Telle()OHA OPTaHU3yeTCs U
o0ecreynBaeTcsi pyKOBOAUTENIEM Y IIPABICHUS MaTepUaIbHO-TEXHIYECKOro obecneuenus Cyna.
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4.9. OcobenHocTu npuéma, y4éra, XpaHeHHUs M OTIPABKH
BelleCTBEHHBIX JJ0KA3aTeJIbCTB

4.9.1. [lpuém BeleCTBEHHBIX JOKa3aTeabCTB, nocTynuBmux B Cyn ¢
CyleOHBIMU JIeJIaMU, Tepefiaya UX B CEKpeTapuaThl CyJeOHBIX COCTAaBOB CYJIEOHBIX
KOJUIETUH (fanee — cekperapuarhl) JUIsl yuyeTa M MPOXOXKIEHHS B YCTAaHOBJICHHOM
MOPSIAKE OCYLIECTBIISIETCS KCIEIUIIUEH TOJIBKO B YHNAKOBAaHHOM M OIEYaTaHHOM
BUJIE C OIMCHIO COAEPKUMOI0 Ha YIIAaKOBKE M YKa3aHHEM HOMeEpa Jiena, K KOTOPOMY
OHU MPHUOOIIEHBI.

IIpu npuéme mnpeameToB, uctpeboBaHHbIX CyaoM, HUX HAJIUYUE MOXKET
CBEPATHCS MO COMPOBOIUTEILHOMY MTUCHMY.

492.B cnyyae HapylmieHWsS YHOAKOBKM WM OTCYTCTBHS  Ie4yaTei
YIOJHOMOYEHHBIN PAOOTHUK IKCIIETUIIMN BCKPBIBACT YIAKOBKY U CBEpSAET HAITUYHE
COIEP’)KUMOTO B HEW C ONUChIO HAa YNAKOBKE WIM C MPHIOKEHUEM B
CONPOBOJIUTEILHOM MHCHME.

ITpu OTCYTCTBUU  PAaCXOKJICHUM BEILIECTBEHHBIEC JI0Ka3aTeIbCTBA
YIAKOBBIBAIOTCS U ON€YaThIBalOTCS neyaThio Cyza.

O BCKpBITUU YTIAKOBKU W (WJIM) BBISBJICHHBIX HAPYLICHUSX COCTABJISETCS aKT
(mpunokeHue 46), KOTOpBIH BMECTE€ C IMOCTYIMBIIUM JEJIOM M BEHICCTBEHHBIMHU
JIOKa3aTesIbCcTBaMU  NepeAaéTcss MO MPEJHA3HAYCHUI0 B  COOTBETCTBYIOIIHUE
CEKpeTapuathl JJIsl MPUHSITHUS PEIICHUS, a BTOPOU SK3EMIUISIP OCTAETCsl HA XPaHECHUU
B DKCIEIULIHUH.

493. B cekperapuarax wuHGOpPMAIUMS O TOCTYINICHUH BEIICCTBCHHBIX
JI0KA3aTeJIbCTB BHOCUTCS B 3JIEKTPOHHYIO PETUCTPALIMOHHYIO KAPTOUKY Ha CyJIe0HOe
JICJIO M B JKypHaJ y4éTa BEICCTBCHHBIX JJOKA3aTeIbCTB (MpritokeHue 29).

4.9.4. BelleCTBCHHbIE [OKA3aTCNBCTBA XPAHATCS W B CEKPETapHaTax B
3aMUPAOIINXCS U OTIeYaThIBAEMBbIX IIKa(ax.

3a  COXpaHHOCTb  BEIIECTBEHHBIX  JIOKA3aTENbCTB, HAXOJSAIIUXCS B
CeKkpeTapuaTax CyAeOHBIX COCTaBOB, HECET OTBETCTBEHHOCTH YIOJIHOMOYECHHBIN
pabOTHHUK CeKpeTapuara.

4.9.5. llepenada BelIECTBEHHBIX JOKA3aTEIbCTB CYAbE M BO3BPAIICHHE HA
XpaHEHUE B CEKpEeTapuaT OTMEUAIOTCS B JIEKTPOHHOW PErucCTpallMOHHON KapTOuKe
Ha CyZcOHOE JIeJI0 U B COOTBETCTBYIOIIEM JKypHaJe (mpuiiokenue 29).

49.6. BckpbiTHe yIMakOBKM €  BEIICCTBEHHBIMH  JIOKa3aTeIhCTBAMU
OCYIIECTBIISIETCS MO YKa3aHUIO CYJIbU. YTIOJITHOMOUYEHHBIH paOOTHUK CeKpeTrapuara
BCKPBIBAET YIAKOBKY C BEIECTBEHHBIMU JIOKA3aTEJIbCTBAMM, CBEPSACT HATUYHE
COJIEP’)KUMOTO C OIMKMCHIO HA HEH WM C MPUIIOKEHUEM B COMPOBOJAUTEIIHHOM MUCHME
U YYUTHIBAET BEIICCTBEHHBIC JI0KA3aTEIbCTBA B JKypHaje (mpriokenue 29).

[Ipn HaNMUKMKM PACXOKACHUN COAEPKUMOTrO YIIAaKOBKHU C ONKCHIO HA HEW WM C
NPUJIOKEHUEM B CONMPOBOIUTEIHLHOM IMHChME COCTaBisIeTCs akT (mpuiioxenue 46),
MOJTMHHUK KOTOPOTO MOIITMBAETCS B JIEJI0, @ KOTHUS IPHOOIIACTCS K TPOU3BOJICTBY.

61 U i

ITo npaBunam, ycranosiaeHHbIM MHcTpykiued "O nopsiake u3bATHs, ydéTa, XpaHEHHs U epeJadl BElleCTBEHHbIX
JIOKa3aTeNbCTB 10 YrOJOBHBIM JI€JlaM, LIEHHOCTEH M WHOrO MMYIIECTBa OpraHaMH HpPEABapUTEIIHLHOTO CIICICTBHS,
JI03HaHUs U cyfnamu oT 18 okrsiops 1989 r. Ne 34/15.
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[Tocne BCKpBITHSI BEIICCTBEHHBIC 10KA3aTEIbCTBA BHOBb YIAKOBBIBAIOTCS U
oreuatsiBatoTcs nevatsio Cyna.

4.9.7. PacniopsikeHuEe BEIIECTBEHHBIMU JIOKA3aTEIbCTBAMHU OCYIIECTBIISIETCS
MocJie BCTYIUICHUS B 3aKOHHYIO cuiy peuieHus Cyaa, BBIHECEHHOTO MO TEpBOM
WHCTaHIMU, 0 4E€M JIeJlaeTca OTMETKa B KypHaie (mpuiiokeHue 29) co CChUIKOW Ha
COOTBETCTBYIOIIUM JOKYMEHT (aKT 00 YHUUYTOKEHUH BEIIECTBEHHBIX JOKA3aTEIbCTB,
KBUTAHIMIO OpraHa, IPUHUMAIOLIET0 IPEIMETHI, MO JIeKAIlMe pealu3aliu, 1 T.11.).

Ecnu npenMeTsl, IBASIONIECs BEMIECTBEHHBIMH T0KA3aTEIHCTBAMU, TTOIJICKAT
no pemenuto Cyaa BO3Bpary BiajeibllaM, 3TH MPEAMETHl BBIIAIOTCS UM O]
pacnucKy, KOTopasi MOAIIMBAETCS B IEJIO.

BelecTBeHHbIE 10Ka3aTENbCTBA, KOTOPbIE MO pemeHnto Cyaa ocTarTcs Mpu
Jienie, XpaHsATCSd B YCTAHOBJICHHOM TIOPSIAKE B TEUEHHUE BCETO CpPOKa XPaHCHHS
Cy1eOHOro Jiefia B OT/JesIe XpaHeHUs CyIeOHBIX JOKyMeHTOB Cya.

498. Tlocme paccMOTpeHHs CymeOHBIX Je1 B AIe/UIIHOHHOM,
KacCallMOHHOM WJIM HaJI30PHOM IOPSIIKE Jieja ¢ BEeIIeCTBEHHBIMU JI0Ka3aTeIhCTBAMU
NepeIaroTCsl Il OTIPABKU B AKCIECIUIIUIO B MOPSJIKE, YCTAHOBICHHOM HACTOSIIEH
NHCcTpyKLIMEN.

4.9.9. OrnpaBka cy/1eOHBIX JIeJ ¢ BEIIECTBEHHBIMU JIOKA3aTeIbCTBAMU B BUJIE
MPEAMETOB  HErabapuUTHBIX pPa3MEPOB  OCYIIECTBIsETCS  (ETbIbErepcKord |
CHienuaibHONM CBs3bIO. Takue jena nepefaroTcs YIMOJTHOMOYEHHBIMH paOOTHHUKAMU
CEKpETapuaToB MOJ PACHUCKy Ha KOMHUU COMPOBOIAUTEIHLHOTO MUCHMA U B KypHAJIE
yuéTa BEIIECTBCHHBIX JOKa3aTeIbCTB (TpuiiokeHue 29).

OObecnievyeHNE CHCUABHBIMA YIAaKOBOYHBIMA MEIIKAMH JIJIT BIIOKCHHS |
OTHPABKHU BEIIECTBEHHBIX JOKA3aTEIbCTB (PEIbIBErePCKON U CHENHATbHON CBSA3BIO
ocyulecTBisieTcsl YmpaBieHueM oOecrneuenust aestenbHoctd Cyna 1o 3asBKaM
3aBEIYIOIIMX CEKpeTapuaTamu (IpriiokeHue 63).

%2 Tlo nmenam, paccMOTPEHHBIM CYIOM IEPBOIl HHCTAHIMA 10 HAYala ACSTEIbHOCTH KACCALMOHHBIX M ANe/UISIIHOHHBIX
CYZOB.
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5. TEXHUYECKOE OBECIIEYEHUE PABOTHBI C JOKYMEHTAMMUM
5.1. Ilopsinok aBTOMATU3UPOBAHHOI MOATOTOBKH IOKYMEHTOB

5.1.1. ABTomaTu3upoBaHHasi TMOJrOTOBKAa JOKYMEHTOB OCYILECTBIIAETCS
B  OHlOpOo  aBTOMATH3UPOBAHHOW  TOJITOTOBKM  JOKyMEHTOB  (maiee  —
aBTOMATH3UPOBAHHOE OIOpO), a TAKXKE€ HEMOCPEJICTBEHHO B moApazaeneHusax Cyna B
COOTBETCTBHH C MPaBUIIaMU O(POPMIIEHUS JOKYMEHTOB.

5.1.2. IlepenaBaeMble B aBTOMaTU3HUPOBAHHOE OIOPO PYKONMHMCHBIE JOKYMEHTHI
JIOJKHBI OBITH HAMKMCaHbI pa300pUUBO HA OJHOM cTOpoHe jucta. CoKpalleHus ClIoB
pacmrppoBBIBAOTCS, 32 UCKIIFOUEHUEM OOILIETIPUHATHIX.

PaboTHMKamMH aBTOMAaTU3MPOBAHHOIO OIOPO MedaTaHue JOKYMEHTOB IOJ
JUKTOBKY HE OCYILIECTBIISAETCA.

5.1.3. M3roToBiieHHE OOKYMEHTOB NPOU3BOJUTCS B MOPSAAKE OYEPENHOCTH
HOCTYIIJICHUS.

JIOKyMeHTBI ¢ OTMETKON «CpOYHO» M3rOTaBIMBAKOTCS BHE ouepenu. OTmeTKa
«CpOoYHO» IPOCTABIIETCA B BEPXHEH MPaBOW YacTH IEPBOIO JIMCTA, BU3UPYETCS C
yYKa3aHUEM JIOJDKHOCTH JIMIA, CHENaBUIETO OTMETKY, W BPEMEHEM CAaud B
aBTOMATHU3HPOBAHHOE OIOPO.

5.1.4. PykonucHble TOKYMEHTHI IPUHUMAIOTCSI AaBTOMATU3UPOBAaHHBIM OIOpPO H
BBIJIAIOTCSA B pacreyaTaHHOM BHJE IMOJ| PAaCHUCKY B JKypHajie y4éTa JOKYMEHTOB,
NOATOTOBJIIEHHBIX B  OIOpO  aBTOMAaTU3UPOBAHHOW MOATOTOBKH JOKYMEHTOB
(mpunoxenwue 30).

B BepxHeM J1I€eBOM yTily NEPBOM CTPAHMIIBI CAABAEMON B aBTOMATU3UPOBAHHOE
O10pO pyKoMmKCcH UcTIoTHUTENEM (paboTHUKOM noapaszaencHust Cyna) yka3bIBarOTCS:

— KOJMYECTBO K3EMILISPOB;

- ¢daMuIus 1 HoMep CIy>KeOHOTO TeseoHa UCTIOTHUTEIIS;

- JlaTa nepejadu JOKYMEHTa B aBTOMaTU3UPOBaHHOE OI0pO.

5.1.5. W3roroBieHHbIE TOKYMEHThI BMECTE€ C PYKOIHCSIMHU BO3BpAILAIOTCS
UCIIOJIHUTENI0, a HCIOPYEHHBIE H3K3EMIUIAPHl  paclieyaTaHHOTO  JOKYyMEHTa
YHUYTOXKAKOTCS.

5.2. Illopsiiok nmpoBeeHUsI KOMUPOBAJIBHBIX M MHOKHTEIbHBIX padoT

5.2.1. TupaxxupoBaHue U KONMUPOBaHUE TOKYMEHTOB B Cyzie OCYHIECTBISIOTCS
B KONMPOBAJIbHO-MHOXKUTEILHOM OIOpO  YmHpaBlieHHs JOKYMEHTOOOOpoTa H
JIeJIOTIPOU3BO/ICTBA (f1amee — Orpo).

TupaxxupoBanue JOKyMEHTOB OO0BEMOM 10 MATU cTpaHull popmata A4 u B
KOJIMYECTBE JI0 5 AK3EMIUISIPOB OCYLIECTBISETCS, KAK MPABWIO, B MOJIPAa3AECICHUIX
Cyna.

IlopsinoK MCHOJIB30BaHUS KONHMPOBAJIBHOM TEXHHUKH, YCTAHOBJICHHOM B
noapazaenenusax Cyzaa, onpeaensercs: pyKoBOAUTEIIMH noapazaenennii Cyna.
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JIJis U3rOTOBJIEHUSI TUPAaXKEH JOKYMEHTOB Ooubliero o0béMa uin B OOJIbIIEM
KOJIMYECTBE  DK3EMIUISIPOB  OQOpMIISIETCS  3asBKa  YCTAHOBJICHHOH  (OPMBI
(mpunoxenrue 64).

5.2.2. JlokyMeHTHI, IiepelaBaeMble B OOpO IS  TUPAKUPOBAHUS
(komupoBaHHMs), TOJKHBI OBITH TIPEBAPUTEIILHO PA30POIITIOPOBAHBI.

TupaxupoBanue (KOMUPOBaHKE) TOKYMEHTOB OCYIICCTBIISICTCS B MOPSIKE HX
nocTyruieHus. JJokyMeHTBI U3rOTaBIMBAIOTCA, KaK MPaBUIIO, B TCUCHUE IBYX JTHEH.

CpouHO€ KOMTMPOBAHKE BBIMOIHICTCS BHE OUEPE/IH.

5.2.3. W3roroBieHHbIE KOMUU JOKYMEHTOB BMECT€ C MOAJUHHUKAMU
BBIIAIOTCS 3aKa3uMKy IMOJI PAaCHHCKy B 3asBKE. 3asBKU XpaHATCS B OIOPO B TEUCHHE
roja.

5.2.4. OTBETCTBEHHOCTHh 3a HCMOJH30BAaHUE KOMHUPOBATHLHO-MHOXHUTEIHLHON
TEXHHUKH, YCTAHOBJICHHON B OIOpO, COXPAaHHOCTh JOKYMEHTOB U yUET BBINMOTHIEMBIX
paboT HECYT ero pabOTHUKH.
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6. YUET, XPAHEHUE U NCIIOJIb3OBAHUE INEYATEN
U ILITAMIIOB

6.1. Ins ynocTtoBepeHUs: NOMJIMHHOCTA NOKYMEHTOB Cy/la WU COOTBETCTBUS
Konuii TokyMeHTOB Cyza UX MOJJIMHHUKaM B nojapaszaencHusx Cyaa UCIOJIb3yHOTCS
neyatyd ¢ BocrmpousBeaeHueM ['ocynapctBeHHoro repba Poccutickoit denepanuu u
ApyTHe medaTn’

JIns mpocTaBieHUsI OTMETOK O PETUCTpaliy JOKYMEHTOB U APYTHX OTMETOK
CIIPAaBOYHOTO XapakTepa MPUMEHSIOTCS COOTBETCTBYIOIINE MAaCTUUHbBIEC (PE3UHOBBIC)
[ITaMIIbI

6.2. V3roTroBiaeHUe meyaTed M INTAMIIOB, HEOOXOIMMBIX IS OOeCIeUeHHUS
nestenpHocTH Cyna, mpousBoauTcs ¢ paspemenus [Ipencenarens Cyna ninm nepBoro
samectutensa [lpeacemarens Cyna (JuI, MX 3aMENIAlONIMX) B COOTBETCTBUH C
®denepaabHbIM KOHCTUTYIIMOHHBIM 3akOHOM OT 25 nekadpss 2000 r. Ne 2-®DK3
«O T'ocynapctBennom repoe Poccuiickoit ®deneparn» u FOCT P 51511-2001.

6.3. CnyxeOHble 3alMCKA HAa M3rOTOBJIEHWE II€YaTed U IITaMIIOB C
MPWIOKEHUEM UX 00pa3loB (MpeaBAPUTEIHHO CcOrllacoBaHHbIX ¢ [lepBbIM oTnEenom)
U C COOTBETCTBYIOLIMMH PEIICHUSMUA [0 HHUM YKa3aHHBIX JOJKHOCTHBIX JIWII
nepeaarTcs B YpanieHue o0ecredeHus eI TENbHOCTH JIsl HCTIOTHEHUS.

6.4. M3roToBicHHBIC TEYaTH W INTAMIIBI M COOTBETCTBYIOIIUE TOKYMEHTBI
(pemiennst PykoBojyictBa Cyja Ha WX HW3TOTOBJIEHHE, HEOOXOIUMbIC CEPTUPUKATHI
COOTBETCTBUS M HakjaaHble) nepenatorcss B Ilepsorit ornen Cyna nis ux ydyéra B
KypHanax (mpwioxenus 31 u 31-A) ¥ mocienyroimied BblJayu IOJ[ PACIHUCKY
JIOJKHOCTHBIM JIMIIAM, OTBETCTBEHHBIM 32 UX UCIOJIb30BAHUE U COXPAHHOCTb.

6.5. Jlns ymocToBepeHUs MOIIMHHOCTH JOKYMeHTOB Cyna WM COOTBETCTBHUS
kot pemieHuid Cyna W JpyruX JOKYMEHTOB, CBSI3aHHBIX C PacCMOTPEHUEM
CyneOHBIX Jen, wux mnomamuHHukamM medatu Cyga ¢ BOCIPOM3BEIECHUEM
['ocynapcTtBenHoro repba Poccuiickoit deaeparuu ¢ HAAMHCHIO «BEPXOBHBIN
CYJ1 POCCUMCKOM ®EJIEPALIMN» HCHONB3YIOTCS B CeKpeTapHaTax:

- Ilpesnauyma;

AMNEIUTAIMOHHON KOJUIETUY;

CyneOHOM KOJUIeTUH TI0 aIMUHUCTPATUBHBIM JIeJIaM;
CyneOHOM KOJUIeTUH 10 TPaXKIaHCKUM JIeJIaM;
Cyne6Hol KOJUIETHH M0 S KOHOMUYECKUM CIIOpaM;
CyneOHol KOJUIETHH MO YTOJIOBHBIM JIeJIaM;
CyneOHOM KOJUIETHH O JIeJlaM BOEHHOCITY KAIllKX;
JucununimHapHON KOJUIETUH.

Jns yoocToBepeHus MNOMJIMHHOCTA JOKyMEHTOB Cyla WIM COOTBETCTBUS
kol JokyMeHToB Cyna ux noaivHHukaMm nedatd Cyna ¢ BOCHpPOU3BEICHHEM

63 o o
IleuaTs — BbIpE€3aHHasd Ha CIICUAJIbHOM MaTCpuajIe MaTpula Ijisd MPOCTABJICHUA OTTUCKOB KPYTJIOU WK TPEYTOJIbHOU

(hopMmBI.
64 o
lItamm — BUA MEYATH MPIMOYTOIBHON GOPMBL
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TocynapcrBenHoro repda Poccuiickoit ®eneparun ¢ Hagmucsio «BEPXOBHBIN
CY [ POCCUMCKOU OEJIEPALIMNY ucnons3yroTes B moapasaeneHusx Cyaa:

- VYhopaBieHMHM 10O OpPraHU3alMOHHOMY  OOECIEUEHHI0  PACCMOTPEHUs
oOpallleHui;

- VYnpaBieHuH T0OKYMEHTO000pOTa U IeJIONPOU3BOJICTBA;

VYrpaBiaeHuu KaJapoB U rOCyJapCTBEHHOM CITy>KOBbI;
PUHaHCOBO-3KOHOMHYECKOM YIIPaBIICHUH;
VYnpaienun o0ecreueHus AesiTeIbHOCTH.

6.6. Otruck mnewatn Cyna MNOpOCTAaBISIETCS HA JOKYMEHTax B CTPOro
onpenenéHHoM Mecte. [Ipu 3ToM OTTHCK JTOMKEH 3aXBaThIBaTh YaCTh HAUMEHOBAHUS
JIOJKHOCTH JIUIA, TOJINMKUCABIIET0 JOKYMEHT, HE 3aXBaThIBasi €r0 COOCTBEHHOPYUYHOU
MOATHUCH.

6.7. Tleuatn c¢ BocmpousBeaeHueM I['ocygapcTBeHHoro repdba Poccuiickoit
denepaiv ¢ HAAMUCHIO «BEPXOBHbBIN CY]] POCCUMCKOU OEJIEPALIUNY B
Cyne uMmeroT HoMep, 0003HaYaeMblil apabckumu udpamMu, HauuHas ¢ TUQPPbI 2 11
BTOPOU II€YaTH.

6.8. VYmpaBieHue KaIpoB U TOCYJIapCTBEHHON CIY>KObl HCIOJIb3YET
METaJUIMYECKYI0 (BBDKUMHYIO) M MAJIyI0O MAaCTUYHYIO TI€YaTH C BOCIIPOM3BEIICHHUEM
['ocynapctBenHoro repba Poccuiickoit ®enepanmu Il YIOCTOBEPEHUM U
CIIEUAIIBHBIX MTPOMYCKOB.

Jns apyrux noapasneneHuii Cyaa MOTYT U3TOTaBIMBATHCS MPOCTHIE KPYTJIbIE
MacTUYHbIe nevaTu (0e3 n300paxeHusi roCy1apCTBEHHOW CUMBOJIUKH).

6.9. Cynpsam u pabotHukam ammapara Cyaa, JOMYIIEHHBIM B YCTaHOBICHHOM
NOPSIJIKE K TOCYJapCTBEHHOW TalHe, NI OneyaThlBaHUS padouyMx Mamok, cerdon
(XpaHWJIUIL) C CEKPETHBIMU JOKYMEHTAMU U BXOJHBIX JBEpPEH PEKUMHBIX
MOMEIICHHM, a Takxke ApyruM paboTHukam anmapara Cyna (mpu HEOOXOAMMOCTH)
JUISL  OTICYATBIBAHMSI XPAHUJIUI] W BXOJHBIX JIBEped CIy>)KEOHBIX TOMEIICHHIA
BBIJIAIOTCS JIMYHBIE HOMEPHbIE METAITNYECKUE TIEYATH.

6.10. JIuma, OTBETCTBEHHBIC 3a HCIIOJIB30BAaHHUE W COXPAHHOCThH IeUaTel ¢
BocrpousBefeHneM  locymapctBeHHoro  repb6a  Poccuiickoit ~ denepanmw,
Ha3HayaroTcs npukasom no Cyny.

IIpoBepka Hanuuusi Medarel W IITaMIIOB MPOBOAUTCS OJUH pa3 B TOJ
komuccuerd Cyna no npoBepKe HAIMYHS CEKPETHBIX TOKYMEHTOB.

ITeuatu ¢ BocmpousBeneHueM [ocymapctBeHHOro repda Poccuiickoit
denepanu  TOJDKHBI  XPAHUTHCS OTBETCTBEHHBIMM 332 HMX HCIOJB30BaHUE U
COXPAHHOCTH JIMIIAMH B OreuaThIBaronuxcs ceidax (kenesnbix mkadax). [lepenaua
neuateid ¢ BocmpousBeaeHueM I'ocynapctBeHHoro repoa Poccutickoit denepanuu
JPYTUM JIMIIaM 3arpeniaeTcs.

Ileuatu ¢ BocmpousBeneHueM [ocymapctBeHHOro repda Poccuiickoit
denepanuu  MOTYT TI€peAaBaThCsl OTBETCTBEHHBIMM 33 UX HCHOJIb30BAaHHE U
COXpaHHOCTh JHIaMH (TIpu YOBITUM B OTIIYCK, KOMaHIUPOBKY WM TIPU OOJIC3HM)
JPYTUM JOJKHOCTHBIM JIMIAM, YTIOJHOMOYEHHBIM MPUKA30M IMEPBOTO 3aMECTHUTEIIS
[Ipencenarens Cyna Ha BpeMEHHOE UCTIOTHEHUE UX 00sI3aHHOCTEH.
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6.11. Ilopsiook mepenauu Ipyrux rneyaTeil M IITaMIIOB OTBETCTBEHHBIMH 33 UX
MCIIOJIb30BAHUE U COXPAHHOCTH JIUI[AMU MPHU YOBITHH B OTIIYCK, KOMaHJIUPOBKY HIIA
00Je3HU onpeieNsieTcss pyKoBoauTesaeM nojapasaeneHus Cyna.

ITeuatu c¢ BocmpousBeneHueM [ocymapctBeHHOro repba Poccuiickoit
®denepanu MOTYT BblJaBaTbest paboTtHukamu IlepBoro otnena W3 pesepBa Ha
OCHOBaHUHU MpuKaza nepsoro 3amecturens [Ipencenarens Cyna cyapam Cyzaa npu
yOBITUM UX B CIYKEOHYI0O KOMAHJIMPOBKY /I YAOCTOBEPEHHS MOJIMHHOCTU
nokymeHToB Cyna Wil cOOTBETCTBUA Konui pemennid Cyaa u Jpyrux JOKyMEHTOB,
CBSI3aHHBIX C PACCMOTPEHHEM CYJEOHBIX JIEJ IPU MPOBEACHUH BbIC3THBIX CyIEOHBIX
3aceIaHuM, UX ITOJJIMHHUKAM.

6.12. B cnywyae yTpaThl medyatu C BOCIpPOU3BEACHHEM | OCydapCTBEHHOTO
repba Poccuiickoit ®denepanuu, a Takke APYrUxX Medared WIM LITAaMIOB JIKLO,
OTBETCTBEHHOE 32 HUX MCIOJb30BaHUE M COXPAHHOCTb, JOKJIAJBIBAET 00 3TOM
pykoBoauTeno nojpasaencHus Cyna, B KOTOPOM IPOM30LUIA yTpaTa, U CTaBUT B
u3BecTHOCTh llepBelii oraen. PykoBomurens noxpasneneHuss Cyna  MHCBMEHHO
JOKJIaapIBaeT 00 yrpare nedatu win mrammna lIpeacenaremo Cyna M nepBomy
3amecturelto [Ipencenarens Cyna.

B cooTrBeTrcTBUM € MX pEUICHUWEM IIPU yTpaTe IE€YaTh ¢ BOCIPOU3BEICHHUEM
['ocynapctBennoro repba Poccuiickoit ®enepanuu MIPOBOJUTCSL  CITy)eOHast
IIPOBEPKa, 110 pe3yJibTaTaM KOTOpoi n3naércs npukas no Cyny.

[Ipn yrpare Opyrux mnedare WM IITAMIIOB B COOTBETCTBUM C PEIICHHEM
nepBoro 3amectutens llpencemarenss Cynma yTpadeHHas mnedarbh (LOTamm)
cnuckiBaeTcs ¢ KHUT yuéra IlepBoro otnena. [lpu He0OX0AUMOCTH B YCTaHOBICHHOM
MOPSAKE 3aKa3bIBACTCSI HOBAs MeYaTh (IITaMII).

6.13. [lpumenmme B HETOJHOCTh M YTPATUBIIHNE 3HAYCHUE TIEYaTH M IITAMITBI
MoJUIe)KaT BO3Bpary B llepBbI oTxmen, re OHM YHMUTOXKAKOTCA IO aKTy U
CIIMCBIBAIOTCA ¢ KHUT yuéra [IepBoro ornena.

Cynbu nipH BbIXOJIE B OTCTAaBKY M paboTHUKHU annaparta Cyaa, OTBETCTBEHHbIE
3a UCIOJIb30BAHUE U COXPAHHOCTh NleYaTel U IITaMIIOB, IPU YBOJbHEHUH CO CIYXKObI
WIM Ha3HAaYEHUH Ha JPYTYIO JOJDKHOCTh 00s13aHbl ciaTh UX B [1epBriii oTen.

KOHTpOJIb 32 TOPSAIKOM MCHOJIB30BAHMS U XPAHEHHSI IIEYATEW OCYILECTBIIETCS
HEIOCPEICTBEHHBIMU PYKOBOJMUTEISIMHU JIML, OTBETCTBEHHBIX 33 UX HCIIOJIb30BAaHUE U
COXPaHHOCTb, a Takxke padoTHukamu IlepBoro oraena.
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7. MIPUJIOKEHUA
K HHCTPYKIHUHU TO AEJIOITPOU3BOACTBY
B BEPXOBHOM CYIE POCCUUCKOU ®EJTEPAIINU



