TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

MpunoxeHune

(k mocmaHo8neHur
lNpasumenscmea Kbipabi3ckol
Pecnybnuku
om 3 mapma 2020 eoda Ne 120)

TUMNOBAA UHCTPYKLUA
no genonpousBoacTBy B Kbiprbizckon Pecnybnuke

(B pedakuuu nocmaroeneHul KabuHema MuHucmpoe KP om 8 anpens 2022
2o0a Ne 207, 11 okmsabps 2024 zoda Ne 614)

Mnasa 1. O6wWwwme nonoxeHns

1. TunoBasi uHCTpPykuusa no genonpoussonctey B Keipreidackon Pecnybnuke (ganee - Tunoas
WHCTPYKUUS1) YyCTaHaBNMBaEeT COBOKYMHOCTb MPUHLUMMOB W NpaBwun, PerfnaMeHTUpyoWnx eauHble
TpeboBaHNA K [OOKYMEHTUPOBAHMIO YMNpPaBEHYECKOW [OEATENbHOCTM W opraHusauun paboTbl C
AOKYMEHTaMV B y4pexXaeHusaX, OpraHnsaumnsax n Ha npegnpuaTusix (ganee - yupexaeHus).

2. YJypexgeHus OopraHusylT U BedyT [OenonpouM3BOACTBO Ha OCHOBeE HacToswen Tunoson
WHCTPYKUUN.

[enonpon3BoACTBO OCYLLECTBMASETCH Ha roCy4apCTBEHHOM SA3bIKe, B Cry4vasx, NpeayCMOTPEHHbIX
3akoHodaTenbcTBoM Kbiprbidckon Pecnybnvku, - Ha odmumansHOM A3bIKe.

I'IpM BeaAeHun pgenonpoun3soactea B OpraHax rocyuapCTBeHHon Bnactmh wn MeCTHOro
camMmoynpasiieHNnd Ha rocyaapCtBeHHOM U O(*)VILI,VIaﬂbHOM A3blKaX, AOKYMEHT Ha rocyaapCrtBeHHOM A3blke
cHynuTaeTcAa opurmHanom.

3. O6wwue TpebGoBaHUs, W3NOXEHHble B TUMOBOW WHCTPYKLMW, pPacrpoCTPaHsTCA Ha
opraHusauMoHHO-pacnopsaanTenbHylo okyMeHTaumio (ganee - OP[l) HesaBucMMO OT Buaa HocUTens
(ByMaXkHbI, 3MEKTPOHHbIN), BKMOYas MNOATOTOBKY, PErucTpauuio, y4eT U KOHTPOIb MWCMOSIHEeHMUS
[IOKYMEHTOB, OCYLLECTBISIEMble C MOMOLLbH CUCTEMbI SNIEKTPOHHOTO AOKyMeHToo6opoTa (aanee - COL).

nOpﬂﬂOK pa60TbI C OOKyMeHTaMu, nmMmerummmn Fpl/l(b orpaHn4eHnda [octyna, ycCrtaHaBJIIMBaeTCA
cneynanbHbIMU NHCTPYKUNAMN.

(B pedakuyuu nocmaHoeneHuss KabuHema MuHucmpoe KP om 8 anpensi 2022 2oda Ne 207)

4. OTBETCTBEHHOCTb 3a opraHn3auunto wn COCTOAHME Aenonpon3soacTBa BO3JaraeTtcAaA Ha
pykoBoAUTENA y4peXxaeHnd, B CTPYKTYPHbIX nogpa3feneHunax - Ha ux pyKOBOD,MTeﬂeVI.

5. anI CMEeHe pyKkoBoauUTENA wunn nud, OTBETCTBEHHbIX 3a [Oeflonpon3BOACTBO U apXuB,
COCTaBlideTCA akKT npuemMa-nepenadm LOOKYMEHTOB Yy4dpexaeHuna U OOKYMEeHTbl nepenarTcA
npaBonpeemMHUKyY Mno akTy. B Ccny4vae 06Hapy)KeHl/IF| HeaoCTayn OOKYMEHTOB NMPUHUMarTCA Mepbl K UX
PO3bICKY.

6. Mpu peopraHu3aumu, nNUKBMOAUMU YYpexaeHWs Mopsaok nepejadn W - garnbHenwero
MCMoNb30BaHUsi JOKYMEHTOB YKa3biBaeTCs B Npuka3e (pacrnopsikeHUn) pyKoBOAUTENS YUPEXAEHMS.

Mepenavya [OOKYMEHTOB JMKBUAMPOBAHHOIO YYpexAeHusl BXOAUT B 00S13aHHOCTb KOMMCCUW,
obpasyemoit ans nepedauu pen. B coctaB komuccum oGsi3aTenibHO BKIOYaeTCs NpeacTaBUTENb
roCy4apCTBEHHOTO apxvBa, 3a MCKMIOYEHWEeM TeX FOCyAapCTBEHHbIX OPraHOB, apXWBHbIE OOKYMEHTbI
KOTOPbIX Ha XpaHEeHUe B roCyAapCTBEHHLIN apXxvB He nepeaaroTcs.

[lokymeHTbl 0GpabaTbiBalOTCs, OMNUCLIBAOTCA W MNepedalnTcs B apXWB  BbILECTOSLLEro
yupexneHusi, NpaBornpeemMH1Ky U B COOTBETCTBYOLLMIA rOCyAapCTBEHHbIA apXyuB.

Mpu peopraHMsaunn yupexaeHust ¢ nepedadeit ero yHKUMA ApYroMy yYpexaeHuo nocrnegHee
NMPUMHMMAET MO aKTy He 3aBeplUeHHble [Oeronpou3BOACTBOM fAefla W apxXvMB pPeopraHM3oBaHHOIO
YUYPEXOEHUS U HECET NOSTHYI0 OTBETCTBEHHOCTb 3@ UX COXPAHHOCTb.
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7. JOMKHOCTHbIE NuLia, COBEPLUMBLUME XULLIEHNE, NMOPYY, COKPbITUE UM HE3AaKOHHOE YHUUTOXEHWE
OOKYMEHTOB, a TaKke [JOMYyCTMBLUME CBOUMW [OEWCTBUSMU Wi GesgenctBneMm yTpaTy OOKYMEHTOB
HauuvoHanbHoro apxueHoro doHga Keipreidckon Pecny®nvkun, HeCyT OTBETCTBEHHOCTb, YCTaHOBMEHHYIO
Konekcom Kbipreidckor Pecnybnunkm o HapyLleHUsIX.

8. OpraHuzauus, BedeHMEe U COBEpLUEHCTBOBaHWE [enonpou3BOoACTBa Ha OCHOBE eOuHOW
TEXHUYECKON MNONMUTUKA WU NPUMEHEHNE WH(OPMALMOHHBLIX TEeXHOMorMi B paboTe C AOKYMeHTamu,
MEeTOAMYECKOEe PYKOBOACTBO M KOHTPONb 3a COOMAeHMEM YCTaHOBIEHHOro nopsgka paboTel C
AOKYMEHTaMu B y4pexaeHnn OCYLLECTBMSTCA CTPYKTYPHbIM NnoApasgeneHnemM, Ha KOTOPO€E BO3MOXEHbI
dyHKUMM NO BedeHW0 pJenonpoussBoacTBa (ganee - cnyxkba genonpoumsBoAcTBa), WM NuLamu,
OTBETCTBEHHbIMM 3a BeJeHWe OeNonpon3BoacTBa.

NnaBa 2. NoarotoBka u ochopmneHue ynpasreH4YeCKUX
AOKYMEHTOB

§ 1. CocTaB ynpaBneH4YeCKux JOKYMEHTOB

9. [lokyMeHTMpOoBaHWe ynpaBneH4YeCcKkMx AeNCTBUI OCYLLECTBSeTCa nocpeactsom cuctemsl OP/.

10. Buabl 1 pasHOBUOHOCTU AOKYMEHTOB, HEOBXOAMMBIX ANA paboThl yYpexaeHui, onpeaensoTcs
B COOTBETCTBUM C (DYHKLMOHASbHLIM HasHaYeHMEM KaXKaoro JOKYMeHTa COrnacHO NpunoxeHuto 1.

11.  YnpaBneHyeckass  OeATENbHOCTb  Y4YpeXOeHWUs  OCYLLeCTBnsSieTCs  MOCPeACTBOM
pacnopsauTenbHbIX 4OKYMEHTOB. VX cocTaB onpeaensieTcsl KOMMNeTeHUMen U yHKUMSMU yupexaeHus,
NOpsOKOM peLLeHUsi BOMPOCOB, OOGBEMOM U XapaKTepoM B3aMMOCBSI3el C APYIMMU  YYpeXOeHUsmu
(mpunoxeHue 2).

12. HaumeHoBaHVWe Buaa OOKYMEHTa MULIETCS NPOMMUCHLIMK GyKBamu, MOMYXUPHbLIM LLUPUGTOM,
BblpaBHMBAETCS MO LIEHTPY.

§ 2. PeKkBM3UTbI AOKYyMeHTa

13. lpu odopmneHnn [OKYMEHTOB Heobxogmmo cobniogaTte pekBusuTbl, obecneudvBaroLme
IOPUANYECKYIO CUITY, KAYECTBEHHOE U OnepaTMBHOE NX UCTIONHEHNE.

O6GsA3aTenbHbIMN PEKBU3UTAMU [OOKYMEHTOB SBMSIOTCA: HAMMEHOBaHWE YYpeXaeHus - aBTopa
OOKYMEHTa, HavMeHOBaHWe Buaa [OOKYMEHTa, TEKCT, 3arofioBOK K TEKCTy, JaTa WM PerncTpauuoHHbIN
HOMep OOKyMEHTa, Noanuch (3NeKTpOHHas Noannck), oTMeTka 00 MCnonHUTene, oTMeTka 06 UCNonHeHUn
OOKYMEHTa, MECTO CO3aHuNs Unu U34aHUsa JOKYMEHTa.

B npouecce noarotoBkn ” O(*)OpMJ'IeHI/IFI LOOKYMEHTOB COCTaB 0bsi3aTeNbHbIX PEKBU3UTOB MNpU
Heobxo4MMOCTH MOXeET ObITb AOMOMNHEH OPYrMMn pekBmnsntamn.

14. Ona OP[ yctaHaBnuBaeTcs 28 pekBM3UTOB (NpunoxeHune 3):

1) nsobpaxeHue 'ocygapcTeeHHoro repba Keiproidckon Pecny6nuku (ganee - 'ocygapCTBEHHbIV
repb6) nomewaetrca Ha OnaHke B cooTBeTcTBMM C  3akoHom Keiprbidckom Pecnybnukn  "O
rocyaapcTtBeHHbIx cumBonax Keiprbidckon Pecnybnukn". W3o6paxeHne [ocypgapcTBeHHoro repba
JOMMKHO B TOYHOCTU COOTBETCTBOBATb LBETHOMY WNM  4epHo-6ernomy uM3o6paxkeHuo 3TanoHa
ocymapctBeHHoro repba. 3anpewaetcsa nsobpaxerHne ocygapcTtBeHHOro repba LBETHOW OOQHOTOHHON
KpacKon.

N3o6paxeHne [ocypapcTBeHHoro repba nomellaeTcsi B LIEHTPE BEpPXHEro nons JoKyMeHTa.
HOnameTtp n3obpaxeHus - He 6onee 20 mm;

2) ambnema ydpexaeHusi pacrnornaraeTcs Ha ypoBHE HauMeHOBaHMS ydypexaeHus. dmbnema He
NpUMeHSIeTCA Ha BraHke, ecrnu Ha Hem NoMeLLeHo n3obpaxeHue FocyaapcTBeHHOro repba;

3) kop, yypexaeHus npoctasnsetcs no O6LepecnybnmkaHcKoMy knaccudukaTopy nNpeanpusaTui u
opraHusaumi (ganee - OKIO). OH pacnonaraetca nop pekeusntamun "HavmeHoBaHue ydpexaeHus" n
"CnpaBo4Hble AaHHbIe 00 yupexaeHun", pasmep wpudta Ne 8, BbipaBHUMBAETCS NO LEHTPY;

4) HauMEeHOBaHWEe BbILLIECTOSALEro Y4YpexaeHus MuWeTCsa MpPONUCHbIMU  OykBamu, WpUT
Nony>XupHbIN, pasmep wpudta Ne 10,5, BoipaBHMBaAETCA NO LEHTPY B Npeaenax oTBeAeHHOro nons;
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5) HauMmeHOBaHWe yupexaeHus pacnonaraeTcsa  No4  HauMEHOBAHMEM  BbILLECTOSLLEro
yupexgeHus. OHO [OJKHO COOTBETCTBOBATb Yy4peauTenbHOMY OOKYMeHTy. [puHATOe cokpalleHHoe
HaVMeEHOBaHWe yKa3blBaeTCsl Ha crefyllleii CTPOKe Mocre MOfIHOr0 HavMEHOBaHWs B CKOOKax.
MevaTaeTcss nponucHbIMM OyKBamu, LWPUAT MNOMYXUPHbIA, pa3mep wpudgTta Ne 10,5, otaensetcs oT
HaVMEHOBaHUS BbILLECTOSALLErO y4YpexXaeHUs OBYMS MEXCTPOYHbIMW MHTepBanamu, BblpaBHUMBAETCH MO
LEeHTpy B Npegenax OTBEAEHHOro MNofis;

6) HaMeHoBaHWe CTPYKTYPHOro nogpasfenieHns ykasbiBaeTcs B TOM CIyyae, eCrnii OHO SIBMsieTcs
aBTOPOM [OKyMeHTa. Pacnonaraetcsl HWKe HaMMEHOBaHWA YYpEeXOeHWsl, MULIETCS MPOMUCHBIMU
ByKkBaMu, WPUMDT NONYXUPHBINA, pasmep wpudta Ne 10,5, oTaenseTcs oT HaMMEHOBAHWUSA YUPEeXaeHUs
ABYMSI MEXKCTPOYHbIMU MHTEPBanamu, BbipaBHUMBAETCS MO LIEeHTPY B Npeaenax oTBeAeHHOro nons;

7) cnpaBoYHble AaHHbIe 00 yupexaeHUU BKITYatoT: NOYTOBbLIN agpec, Homepa TenedoHoB, dakca,
aflpec 3EeKTPOHHOW MOoYThl, agpec Beb-canta, pacyeTHbI c4eT B BaHke, OeHTUMUKALNOHHBLIA HOMEpP
Hanoronnartenbliuka. Pa3amelwlaloTca nog HaMMEHOBaHMEM yupexaeHus, pasmep wpudta Ne 8,
BbIpaBHMBAIOTCS MO LIEHTPY;

8) HaumeHoBaHMEe BMAa OOKyMEHTa nedaraeTcs MpOnUCHbIMU OyKBamMu, MOMY>XUPHBIM LLPUETOM,
BblpaBHMBAETCA NO LEHTPY. Pasmep wpudta cCooTBETCTBYET pasMmepy LpudTa TEKCTA JOKYMEHTA;

9) paTa [OKyMeHTa - 39TO JaTta ero noanucaHusi, YTBEPXAEHUS wunu cobbiTnsi, KoTopoe
3achmkcupoBaHo B OOKYMeHTe. Hanpumep: gaToi NOCTaHOBMEHWUS, peLleHusl, Npukasa, pacrnopsiKeHus,
nicbma sIBNsieTCS Oarta MX MOAMNMCcaHus; NPOTOKoNa W akTa - gaTta cobObiTus; AaTol nnaHa, CMEeTb,
LUTATHOro pacnucaHns n Apyrux AOKYMeHTOB, TPEGYIOLLMX YTBEPXKAEHWS, - AaTa UX YTBEPXKOEHUS.

Bce CJ'Iy>Ke6HbIe OTMETKM Ha [OOKyMEeHTEe, CBA3aHHble C ero rnpoxoxpgeHnem un WUCMNoJIHEHNEM,
OOJDKHbI JaTUpoBaTbCA U NOANMUCbIBATbCA.

[OKyMEeHTbI, U3daHHble COBMECTHO ABYMS MNM Oonee yyYpexaeHUsMW, LOIDKHbl MMETb OOHY
(eovHyro) gary.

[daTtbl noanucaHus, yTBepXAEHWsi, COrnacoBaHMsA OOKYMEHTa, a Takke AaTbl, cogepxalumecs B
Tekcte, odopmnsiTcs apabckumu uudpamm B cnegyowen NocnefoBaTenbHOCTU: YUCIO Mecsua,
Mecsu, rog. Yucno mecaua u mecsy odopMnalTca ABYMSA napamu apabckmx umdp, pasgeneHHbIMU
TOYKOW; rof - YeTblpbMs apabckumu umdpamu. Hanpumep: gaty 20 masa 2019 roga cnegyeT odopMnsiTh
cnegyowum obpasom: 20.05.2019. [HdonyckaeTcss Takke CrOBECHO-LUMEPOBON crnocod odopMneHus
aatbl, Hanpumep: 25 mapta 2019 roga.

Mpn odbopmreHnn NprUKasos, PacropsPKEHUN, peLleHnin, NPOTOKOOB U PUHAHCOBLIX JOKYMEHTOB
NPUMEHSIETCS TONMbLKO CNOBECHO-LMdPoBOI cnocod odopmneHus aaT: 20 mas 2019 roga.

[daTta nvweTtcs Ha cneumanbHO OTBEAEHHOM MecTe Ha Gnadke. Hanpumep, Ha GnaHke nucbma
MecTo Ans gaTtbl 0603Ha4YaeTcs YepTom K pacnonaraeTcs OT NIeBOro nons AokymeHTa, 6e3 otctyna:

Ne :

10) perncTpaumoHHbI HOMEP AOKYMEHTa COCTOMT M3 ero NopsaKoBOro HoMepa, KOTOPbIA MOXHO
OOMOMHATL MHOEKCOM Jerna no HOMeHknatype aen. PernctpauuoHHbIA HOMep uUcxofsllero JOKyMeHTa
COCTOUT 13 UHAEKCa CTPYKTYPHOro nogpasgeneHunsd, Homepa fgena no HoMeHknaType Aen u nopsakoBoro
HOoMepa JOKyMeHTa.

PerncrpaumoHHbIN HoMep OOKYMEHTa, COCTABIEHHOrO COBMECTHO ABYMsi U Bonee yupexaeHusamu,
COCTOUT W3 PErMcTPaLMOHHbIX HOMEPOB [AOKYMEHTA KaXAOro M3 3TUX YUYPEXOEHWUN, NpOoCTaBnsieMbIX
yepes KOCyIo YepTy B NOpsiaKe ykazaHUs aBTOPOB JOKYMEHTa.

PernctpaumoHHbIn HOMep [OKyMEeHTa MNPOCTaBNAETCA Ha creuuanbHO OTBEAEHHOM MecCTe Ha
OnaHke;

11) ccbinka Ha perucTpauMoHHBI HOMep M faTy AOKYMeHTa npegycmaTpuBaeTcs Ha 6naHke
nucema. OHa BKMNOYaeT pPerucTpaLuoHHbIA HOMEp W AaTy OOKYMeHTa, Ha KOTOpbIi JaeTca OTBeT.
Pacnonaraetca nof peksuM3MToMm "PerncrpaumoHHbI HoOMep", Yepe3 ABa MEXCTPOYHbIX UHTepBana, oT
neBoro Kpasi, 6e3 orctyna. Hanpumep:

Ha Ne ot 20 masa 2019 roga unn Ha Ne o1 20.05.2019 r.;

12) MeCTO COCTaBNeHUs UNu U3JaHus LOKYMEHTa yKasblBaeTCs B TOM Cllyyae, ecnv 3aTpyaHeHo
ero onpegerneHve no pekeuantam 6rnaHka. OHO ykasbiBaeTCs C YY4ETOM MPUHSATOrO aaMWUHUCTPATUBHO-
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TeppuTopnanbHoro geneHna W BKMKOYaeT  TOJ1bKO O6LL|,el'IpI/IHF|TbIe COKpaLleHuna: r.buuikek.

Pacnonaraetca Ha oQHOM YpOBHe C pekBu3anTamy "[data M pernctpaumoHHbIN HOMEp AOKyMeHTa",
BblpaBHUBAETCS NO MPaBOMY Kpato:

Ne r.buukek;

13) agpecatoM MOryT ObiTb yYpeXaeHus, UX CTPYKTYpHble noapasgeneHusi, AOMKHOCTHbIE unn
dusnyeckme nuua. AgpecaT nueTCd B NpaBoOM BEPXHEM Yrny, ¢ oTcTynom oT nesoro nonsg 100 mm,
BbIpaBHMBAETCS MO NIEBOMY Kpato 1 nevataeTcs NOMy>XUPHbLIM WPUdTOM.

I'Ip|/| agpecoBaHnn nnMcbMa B yudpexaeHue unnm CTPyKTypHoe noapasgeneHne nx HanmeHoBaHue
nmueTca B UMEHUTENbHOM Naaexe:

ApXUBHOE areHTCTBO Nnpu
"ocymapcTBeHHOM
pervcTpaunoHHOM

cnyx6e npwu NpaBuTenscTee
Kblprbiackon Pecnybnuvku

OpraHn3aLUmMoHHO-MeToANYECKUI
oTtgen

I'IpM agpecoBaHun nnucbmMa B Yy4dpexaeHue AOOJNKHOCTHOMY Jnily HaMeHOBaHue Yy4dpexgeHud
niueTcAa B UMEHUTENbHOM naaexe, JOJKHOCTb U cbammnvm nnua - B AaTtesibHOM NMagexe:

MwuHucTepcTBO (hrHaHCOB
Kblprbiackon Pecnybnuvku

HadvanbHuky
OpraH13auMoHHO-METOANYECKOrO
oTgena

A.P.KacbimanneBy

|_|pl/l aapecoBaHMM [OOKyMeHTa PyKoBOAUTENHO HauMMeHoBaHue YydpexneHuda BXOoOAUT B COCTaB
HanMeHOoBaHuA OOJIKHOCTU aapecaTta:

MwuHncTpy 06pa3oBaHns 1 Hayku
Kbiprbizckon Pecny6nmku
N.0.Pamunusa

(B maTenbHOM nagexe)

Mpu paccbinke LOKYMEHTOB B HECKONbKO OOHOPOAHLIX Yy4ypexdeHun appecat o0o3HayaeTcs
0600LLEeHHO:

OunpekTopam wkon

[okyMeHT He [OfKeH cogepxaTb Oonblle 4eTbipex agpecoB. CrnoBo "konus" nepen
ob0o3HavyeHMeM BTOPOro, TPEeTbero M 4YeTBEepToro agpecata He ykasbiBaeTcd. [lpu HanpaBneHuu
OOokymeHTa 6onee 4Yem B YeThbIpe agpeca COCTaBMSETCS CMMCOK Ha PacCbIfIKy U Ha KaXOoM OOKyMeHTe
agpecat 06o3HavaeTcst 0606LEHHO.

B cocTtaB pekBuauTa "Agpecat” MOXET BXOAUTb MOYTOBbLIN agpec. ONeMeHTbl NOYTOBOro agpeca
yKas3blBalOT B MOCMef0BaTENIbHOCTW, YCTAHOBIIEHHOW MpaBuiiaMu oka3aHus ycryr No4ToBon cBsiau. Mpu
a[pecoBaHUM NMCbMa B yUYpexaeHne ykasblBaloT ero HauMeHOBaHWeE, 3aTeM NOYTOBbIN agpec.

ApX1BHOE areHTCTBO
720020, r.buwikek,
yn.Tokroryna, 105

I'Ipvl agpecoBaHnMn OOKyMeHTa rpaxgaHaMm CHadana yKasblBakT NoYTOBbIN agpec, a 3arem
nHnumnanbsl n cpamvmmo nonyyarena:
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720040, r.buiukek,
yn.Opo3sbekora, 105
N.0.damunus

(B maTenbHOM nagexe);

14) rpuc yTBEpPXKOEHNA pacnonaraeTcs B BepxXHeW npaBoW 4acTu NepBOro nuvcra OOKYMEHTa, C
oTtctynom ot nesoro nonst 100 mm, neyaTtaeTcst NONYXXUPHbIM LUPUPTOM.

[okyMeHT yTBepxXOaeTcs AOIPKHOCTHbIM JIMLOM MIKM pacnopsaauternbHbiM AOoKymeHToM. Crnosa
"YTBEPXOAIO", "YTBEP>XOEHO" nuwyTtcs nponucHeiMu BykBamu, 6e3 KaBblYek.

Ecnn poKkymMeHT yTBepXOaeTcsi OOIMKHOCTHBIM JMLIOM, Tpud yTBEpXOEHWs COCTOMT M3 CrioBa
"YTBEPXXOAK", HauMeHOBaHUS OOIDKHOCTM, MOAMUCU, MHULUMANOB M amMunuu nuua, yTBepamBLLEro
OOKYMEHT, AaTbl yTBEPXKOEHUS:

YTBEPXOAIO
MWHUCTP 30paBOOXPaHeHs
Kbipreizckon Pecny6nvku

N.0.Pamunus (nognuce)
00.00.0000

Mpu yTBEPXKAEHUN OOKYMEHTa pacnopaauTenbHbIM JOKYMEHTOM rpUd yTBEPXKOEHUS COCTOMT U3
cnoea "YTBEPXIOEHO" B cooTBeTCTByKLWEM poAe M 4uCNe, HaUMEHOBaAHWUSI pPacrnopsiAUTENbHOro
OOKyMEeHTa B TBOPUTENBHOM Najexe, ero gaTel U HOMepa:

YTBEPXXOEHO
npukasom MuHucTepcTea
30paBoOXpaHeHus
Kbiprbizckon Pecny6nmvku
o1 00.00.0000 Ne

Mpy HanNMuUKM HeCKONbKUX rPUOB YTBEPXKAEHUSI OHW pacnonaralTcs Ha OAHOM YpPOBHE, HauYMHas
OT neB.oro nons, 6e3 orcryna:

YTBEPXOEHO YTBEPXOEHO
npukasom MuHuctepcTea NMOCTaHOBIEHNEM M3PUM
34paBoOXpaHeHuns rop. buwkek
Kbipreizckon Pecny6nmnku o1 00.00.0000 Ne

o1 00.00.0000 Ne

15) pesonioums MULLETCSs COOTBETCTBYHOLIMM AOIMKHOCTHLIM NULOM Ha CBOOOAHOM OT TekcTa
MecTe B BEPXHeN YacTu AokymeHTa. OHa BKNoYaeT hamnnmm NCNonHUTEnen, cogepXxaHme nopyyeHus,
CPOK UCMOSHEHNS, MOAMUCH, AaTy:

b.A.BenweHoBon.
Mpowy noaroToBUTL
NPOEKT cornalleHns
k 00.00.0000.
MNognucb
00.00.0000

B cny4dadx Korga nopyyeHue paetcd OBYM WM HECKONbKMM Inuuam, paBHbIM MO OOJIKHOCTU,
OCHOBHbIM UCMOJTHUTENEM ABNAETCA NULO, YKa3aHHOe B NOopyYeHUU nepBbiM. EMy npenocTaBnAaTCA
npaBoO CO3biBa coucnonHuTenen n KoopanHauuna nx pa60TbI.

OCHOBHOW UCMNONMHUTENb U COUCMONHUTENDb Brnpaee aaBaTb nopy4vyeHua B Buae pesomoumﬁ nmugam,
HenocpeaCTBEHHO UM NOAYNHEHHbIM.

Ha pokymeHTax, He TpeOylLWMX YyKasaHUA MO WUCMOSIHEHUIO U UMEeKLMX TUMOBLIE CPOKU
WCMOSTHEHUS, B PE30JIIOLMM YKa3bIBalOTCSA UCTIONHWTENb, MOANUCE aBTopa pesosiouum, garta.
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Pesontounsa moxet O(bOpMJ'IFlTbCFl Ha OTAEeJ1IbHOM JNNCTEe C yKa3aHneM pernctpaumoHHOro Homepa un
OaTbl JOKYMEHTa, K KOTOPpOMY pe3osiiound OTHOCUTCA,

16) 3aronoBok AOKyMeHTa nuweTcsa nepef TekctoM. OH AOMKEH rpaMMaTUyYecku CornacoBbIBaTbCA
C BMAoOM AokymeHTa. Hanpumep: npukas (0 4em?) - 06 yTBepXXaeHun kommccum; uHpopmaums (o yem?) -
0 npoBeaeHun pecnybnmkaHcKoro cMoTpa.

Ecnun B DOKyMeHTe OTpaXkaeTcsl HECKONbKO BOMPOCOB, TO 3arofioBOK hopMynmpyeTcst 0606LWeHHO.
K ookymeHTam 6onbluoro o6bema WM OoTpakarolMM HEeCKONbKO BOMPOCOB, Hapsdy C 3aronoBKamu
COCTaBMsATCA NOA3arooBKu.

3aronoBku K NMCbMam MULIYTCSI C NPONUCHOM ByKBbI B CneumanbHO OTBEAEHHOM Afsl HUX MecTe, C
NeBOW CTOPOHbI, 6e3 oTcTyna. 3aronoBku k agpyrum Bugam OP/[l BblpaBHMBAKTCA MO LIEHTPY, NULLIYTCS C
NPOMUCHOW OYKBbI, BbIAENSOTCA MOMYXUPHbIM WPUEGOTOM. Touyka B KOHLIE 3arofloBka He CTaBUTCS.
3aronoBok, COCTOALLMIA M3 ABYX 1 Bonee CTpoK, neyataeTcsa vyepe3d 1 MeXCTPOuYHbIA UHTepBan. Pasmep
WwpndTa COOTBETCTBYET pa3mepy LpudTa TekcTa.

,D,OKyMeHTbI, COCTaBIEHHblE Ha BrnaHkax q)opmaTa A4, 0OMKHBbI UMETL 3arosiIoBKMU.

3aronoBkn He nuwyTCA Ha Tenerpammax, TenedoHOorpaMmax, M3BELEHUMSX W OOKYMEHTax,
cocTaBMneHHbIX Ha BnaHkax dpopmaTta A5, AG.

3aronoBokK 0TAENseTCA OT TEeKCTa OBYMA MEXCTPOYHbIMU UHTEepBanamMu;

17) oTMeTKa O KOHTpOSe MPOCTaBMAETCH Ha OOKYMeHTax, TPeOyLwmnx UCNONIHEHMS U B3SITbIX Ha
KOHTponb. 3Hak koHTponsa (6ykea "K', crnoBo wnu wrtamn "KOHTPOJIb") ctaButcss Ha nesomMm none
OOKYMEHTa Ha ypOBHE 3arofioBka WM B CheuuwanbHO OTBEAEHHOE KOHTPOIIbHOE OKHO, pasmep
KOHTPOnbHOro okHa: 10x10 Mm;

18) TekCT OOKyMeHTa OoopMIsieTcs B BuAe aHKeTbl, Tabnuubl, CBA3HOrO TEKCTa WU B BuAae
COEANHEHUS ATUX CTPYKTYP.

Mpn cocTaBneHnn TekcTa B BUAE aHKeTbl HAaMMEHOBaHWA MPU3HAKOB XapakTepusyemoro obbekTa
[OIMKHb! BbITb BbIPaXEHbl UIMEHEM CYLLIECTBUTENbHBLIM B MUMEHUTENBLHOM Mafexe UMy CrioBocoyYeTaHnem
C rnarosioM BTOPOro NMla MHOXECTBEHHOro YWcria HacTOsILLEro WM npolueawero BpeMeHu (Mveerte,
6bInK, HaxoaWUnuehb).

Mpadpbl M CTPOKM TabNMLbI AOMKHLI UMETH 3arofioBKW, BblpaXKeHHbIE UMEHEM CYLLECTBUTENbHLIM B
nmeHuTenbHoMm nagexe. MNMoasaronoBku rpad 1 CTPOK AOMKHbI BbITh COrnacoBaHbl ¢ 3aronoBkamn. Ecnu
Tabnuua pacrnonaraetcs 6Oonee 4Yem Ha oOfHOW cTpaHuue, rpadbl Tabnuubl [OMKHbI  BblTb
NPOHYMEpPOBaHbI 1 Ha CreayoLWnX CTpaHmuax AOMmMKHbI BblTb HanevYaTaHbl TONIbKO HoMepa 3TUx rpad.

CBA3HbLIN TEKCT COCTOMT M3 ABYX 4YacTen. B nepBom 4acTM ykasbiBalOTCH MPUYMHbLI, Lenwu,
OCHOBaHWUsl CO30aHWs [OKYMEHTa; BO BTOPOW (3aKMOYMTENbHOW) - pelleHus, BbiBOObl, NPOCLOLI,
pekomeHAaumMm. TeKkCT MOXeT coaepxaTb OAHY 3aKMuWUTEnbHY 4YacTb (Hanpumep, npukasbl
(pacnopshkeHus) - pacnopaanTenbHyo YacTb 6€3 KOHCTAaTUPYIOLLEN, NMUCbMa - NPOCLOY 6e3 NOACHEHNS).
B TekcTe AokymMeHTa, NoAroTOBIEHHOro Ha OCHOBaHUN UMK BO UCMOSNIHEHME paHee U3NaHHOro JOKYMEHTa,
yKa3blBalOTCA €ro pekBU3NTbl: HauMeHoBaHWe OOKYMEHTa U YYpexaeHus - aBTopa, faTa, 3arofioBOK K
TEKCTY, permcTpaLmoHHbIN HoMep.

B pacnopsgutenbHbIX JOKYMEHTaxX YUYpexaeHun, OENCTBYHLWMX Ha MpUMHUMNaxX eanHoHadanus, a
TaKke BO BHYTPEHHUX AOKYMEHTax, afpecoBaHHbIX PYKOBOACTBY, TEKCT u3naraetcs OT MepBOro nuua
eMHcTBeHHoro Yucna ("npukaseiBato”, "npegnara”, "npotuy™).

B pokymeHTax KomnermarnbHbIX OpPraHOB TEKCT Mu3naraeTcss OT TPEeTbero nvua e€OuHCTBEHHOrO

yucna ("noctaHoengaet", "pewwmn”).
B coBMecTHbIX [OKYMeHTax TEeKCT u3naraetcsi OT MNepBOoro nuua MHOXECTBEHHOrO 4ucna

("npukasbiBaem", "pennn).
TekcT npoTokona wsnaraetcsd OT TpeTbero nuua MHOXecTBeHHoro uYucna ("cnywanu',

"BoicTynunn", "pewmnn").
B nucbmax ncnonb3yoTes crnegytowme hopMbl N3NOXKEHUS:

- OT MepBOro nuua MHOXeCTBEHHOro uvcna ("npocum npegoctaBuTh...'
appec");
- OT NePBOro nvua eanHCTBEHHOro yncna ("npoLuy BeicnaTe", "cuntaro HeobxoanmbIM");

, "HanpaBnsiem B Baw
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- OT TpeTbero nuua eaAMHCTBEeHHOro Yucna ("MUHUCTEPCTBO He Bo3paxaeT").

CnnowHble CBA3HbIE TEKCTbl MOrYT COCTOSTb M3 CTPYKTYPHbIX 3MEMEHTOB, WMEKLWMX B
HeobXooMMBIX Criyyasix 3aroflioBkM M Hymepauumio. Hymepauus CTPYKTYpHbIX 9NeMEHTOB ApYrux
OOKyMeHTOB 0603HavaeTca apabckumu Lmdppamu. HammeHoBaHWe CTPYKTYPHbIX 3fIEMEHTOB neyaTaeTcd
NONY>XMPHbIM LUPUPTOM N BbipaBHMBAETCS MO LEHTPY, TOYKA B KOHLIE 3arofioBka He ctaButcs. Pasmep
WwpudTa COOTBETCTBYET pasmepy LwpudTta Tekcta. HammeHoBaHWe CTPYKTYPHbIX 3NIEMEHTOB OTAensieTcs
OT TeKCTa ABYMSI MEXCTPOYHbIMU UHTEpBanamu;

19) OTMETKa O Halnn4ynm npunoxeHna K JOKYMEHTY pacnornaraeTcs nocrie TeKkCta uinn B TekKCTe.

OTmeTka O HanuuMu NPUNOXeHUs K JOKYMEHTY pacnoriaraeTcs nocne TekcTa, nepes pekBU3nToM
"Mognnce". Cnoeo "TpunoxeHue" nuwieTcst Bceraa B €ANMHCTBEHHOM 4MCrle, HECMOTPS Ha KONMYEeCTBO
NPUNOXeHW, OT NEBOro Kpasi JOKyMeHTa, 6e3 oTcTyna.

Ecnn JOKYyMEHT MMeeT MpurnoxeHue, nosiHoe HaMMeHOBaHWe KOTOPOro NpUBOAUTCHA B TeKCTe, TO
OTMEeTKa O Hanuyuun NpunoXxeHus odopmnsaeTca no opme:

MpunoxeHue: Ha 5 n., B 2 ak3.

Ecnn nonHoe HaumMeHoBaHWE MNPUMNOXEHUS B TEKCTe He Has3BaHO, TO OTMeTKa O HanuMuuu
NpUnoXxeHns ocpopmnseTcs cnegyLwmm oopas3om:

MpunoxeHune: CMeTa pacxofoB Ha KanuTanbHOe CTPOUTENBLCTBO, Ha 5 1., B 2 k3.

Mpn HanMYMM HECKOMBKMX NPUMOXEHNIA K JOKYMEHTY:

MpunoxeHue: 1. CnpaBka 0 HegocTade AOKYMEHTOB, Ha 1 1., B 2 3K3.

2. Beinucka 13 npotokona 3acefaHus 3KCnepTHOW komuceun, Ha 1 n., B 1 aka.

Ecnu Kk OokymeHTy npunaraetcs Opyrorl OOKYMEHT C NPUNOXeHWeM, TO OTMeTKa O Hanuyuu
npunoxeHns oopmnseTcs no opme:

MpunoxeHune: 3aknoyveHne GanaHcoBon komuccum oT 25.03.2019 Ne 2 u npunoxeHme K Hemy,
BCero Ha 21 n., B 2 aKk3.

Ecnu npunoxeHve HanpaBnseTca He BO BCE yKa3aHHble B JOKYMEHTe agpeca, OTMETKY O Hanu4mm
NPUNoXeHnss oPopmMAT No opme:

MpunoxeHune: Ha 5 Nn., B 2 3K3. B NepBbI agpec.

Ecnu npunoxeHuns copoLLopoBaHbl, TO KONMYECTBO NMCTOB HE YKa3biBaeTCH.

Ecnu Hanuume npunoxeHus K QOKYMEHTY yka3blBaeTCs B TEKCTe, OHO OhopMIISAeTcs criegyrowmm
obpasom: "[loroBop cocTaBnsieTca Ha cneumanbHoMm 6Gnadke (mpunoxexnve 1)." wnu "[Horosop
cocTaBnsieTca Ha cneumanbHOM 6GnaHke cornmacHo npunoxenuo 1.". MNepea nopsgkoBbIM HOMEPOM
npunoXxeHunsa 3Hak "Ne" He cTaBuTCS.

MpunoxeHusa oopmMNATCA Ha OTAENbHbIX NucTax 6ymarn. Crnoso "lMpunoxeHne" pacnonaraeTcs
B NPaBOM BEpXHEM Yriy MepBOro Nucrta OOKyMeHTa, C OTCTYNoM OT neBoro kpas gokymeHta 100 mm.
Paswmep wpudpta Ne 10-12:

Mpunoxenue 1

K npukady MuHucTtepctaa
dmHaHcoB

Kbipreiackon Pecny6nmvku

oT Ne

20) noanucb. JOKYMeHTbI, HamnpaBnsieMble B BbILIECTOSILLME OpraHbl, OpraHbl rocyaapCTBEHHOW
BMacT, NOAMUCHLIBAOTCA PYKOBOAMTENEM YUYPEXOEHUA WNW, MO €ero MnopyyeHuto, 3amecTtuTenem
pykoBogutensa. B cnyx6e penonpou3BoAcTBa [OMKHbI OCTaBaTbCA MNOANMCAHHBIN PYKOBOAMTENEM
BTOPOM 9K3eMNNsip NMCbMa W 3aBU3MPOBAHHBLIN PYKOBOOUTENAMMW CTPYKTYPHbIX MoApasgeneHun
3K3eMMnnsp Nucbma (4OKyMeHTa).

ﬂ,OKyMeHTbI, Hanpasndaemble NOAYNHEHHbIM n Opyrum  ydpexgeHumam Uu - rpaxgaHaw,
noanuncbiBaroTCA pykoBoauTenem, ero 3aMecTuTendamum mnn pykoBoaAUTENAMU CTPYKTYPHbIX
nop,pas/:l,eneHMM B COOTBETCTBUM C UX KOMMETEHUMEN.
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Bce ak3emnnsipbl CrnyXebHbIX [OKYMEHTOB [OMKHbI ObiTb nognucaHbl. [JOKYMeHTbl LOJIKHbI
cogepxatb NOASIMHHbIE NOANUCU LOSMKHOCTHBIX L. Mpy GONbLIOM KONMYECTBE KOMWUIA JOMYCKAaeTCs UX
3aBepeHne WCMOoSIHUTENeM WM NpocTaBrieHne akcumune noanucu pykoBoauTensi. [oKyMeHTb
MOAMUCHLIBAIOTCA TakKkKe SMEeKTPOHHOW MOANUCHI0 B COOTBETCTBUM C HOpMamu 3akoHa Kbiprbl3ckon
Pecny6nuku "O6 anekTpoHHOW nognucu".

Mpn aTom oba BapmaHTa AOKYMEHTa UMEIOT OAMHAKOBYIO HOPUANYECKYIO CUITY.

Jlnua ¢ orpaHMYeHHbIMM BO3MOXHOCTAMUW 300POBbS MO 3PEHUI0, a TaKkKe N1La C OrpaHNYEHHbIMU
BO3MOXHOCTSIMM  3[10POBbSsl, WUMelowmne pedektel U gedopmauum BEPXHUX KOHEYHOCTEW, MOryT
ncnonb3oBaTb dakcUMmne BMeCTo Nnoarncu.

Peksnant "lMognuck" COCTOUT M3 HAUMEHOBaHWS OOMMKHOCTM fvua, NOAMUCHIBAOLLErOo OOKYMEHT,
ero JNWYHOW MOANMMCU WU ee pacwmndpPoBKM, B KOTOPOW YKa3blBAlOTCA wWHUUManel 1 damunus.
HanmeHoOBaHWe AOMKHOCTU NULIETCHA OT NEeBOro kpasd AoKymeHTa, 6e3 oTctyna. Pacwmndposka nognucu
odopmnseTca ¢ oTcTynoMm oT nesoro nons 120 MM, Ha ypoBHe nocrnegHen CTPOKM HavMeHOBaHMWS
OOIMKHOCTK. Moannch CTaBUTCHA NAcTOM UM YEepHUMIAMKU CUHETO LIBETa.

B OOKyMeHTaXx, COCTaBJIEHHbIX Ha OnaHkax, B HaMMEHOBaHWE [OOJPKHOCTM He BXoauT
HanmMmeHoBaHue y4ypexngeHun4:

OvpekTop (nognwuchk) N.0.Pamunnns
nnw:
3amecTuTens MUHNUCTPA (mognwuchk) N.0.Pamununs

Mpn odopmneHnn [JOKYMEHTOB He Ha ©OnaHkax, HauMMeHOBaHWe [OMKHOCTW — nuua,
NOANUCHIBAIOLLErO AOKYMEHT, BKMOYAET NOMHOE HauMeHOBaHNE YUYPEXAEHUS:

OupexTop LleHTpanbHoro
rocyaapCcTBEHHOro apxmea
Kbipreiackon Pecny6nvku (moanuchk) N.0.®amunug

Ha pokymeHTax, 3a cogepkaHue KOTOPbIX OTBEeYaloT HECKOMbKO UL, CTaBATcA ase unu Gonee
nognuc. OHM pacronaralTca OAHa nod [ApYrol B MocrnefoBaTenbHOCTM, COOTBETCTBYIOLLEN
3aHMMaeMoil [OOMmMKHOCTM. [lpy HanMuMum B [OOKYMEHTax HEecKONbKUX rodnuceir, HaumeHOoBaHus
JOJIKHOCTEN U pacluMdpoBKy noanucen pasaensioT NoyTOPHbIM MEXCTPOYHBIM UHTEPBArioM:

OunpekTop (moanuchk) N.0.®amunug

MaBHbIN Byxrantep (moanuchk) N.O.®amunnug

I'IpM nognncaHnn OOKyMeHTa HEeCKOJIbKMMWU OOJKHOCTHbIMU NMUuaMn OOHOro paHra uMx nognmcu
pacnonararoTCA Ha OOHOM YpPOBHE!

HavyanbHuKk nnaHoBoro otaena HayanbHuk cblechosoro oTaena

(mognwuce) N.0.damnnnsa (mognuck) N.0.damnnnsa

JokyMeHTbl, noanexatume noanMcaHnio pykoBoAUTENAMU OBYX YUPEXAEHUA, ODOPMASIOTCA HE Ha
6naHke. PekBnauT "MNognuck" pacnonaraetcs B ABYX NapanfenbHbIX KOJTOHKaX:

MwuHucTp douHaHcoB MwuHnCTp 3apaBooxpaHeHns
Kbipreiackon Pecny6nvku Kbipreiackon Pecny6nuvku
(noanuck) N.0.damunnus (noanuck) N.0.®amunus

Ecnu gomkHocTHoe nuuo, haMunus KOTOpOoro 3aroToBfeHa Ha NpoekTe JAOKYMEHTa, OTCYTCTBYeT,
TO [OOKYMEHT TMOAMNUCLIBAETCA JNLOM, MUCMOSHSAIWMM €ero o6sa3aHHOCTW, WM 3amecTuTenem. He
JonyckaeTcs NoanucbiBaTb OOKYMEHTbl C NpeanoroM "3a" unu npocTaBlieHneM KOCOW 4YepThl nepen
HanMeHOBaHVEM AOIHKHOCTU.

Mpv nognvcaHuy OOKYMEHTOB, COCTABfIEHHbIX KOMWUCCUEN, YKa3blBAOTCS HE HOOJPKHOCTU N,
COCTaBMBLUUX JOKYMEHT, a pacnpeaerneHne 0653aHHOCTeN B COCTaBe KOMUCCUM:
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Mpencenartenb kKOMUCCUK (nognwucek) N.0.Pamununs

YneHbl Kommuccum:

(B andpaBnTHOM Nopsaake) (nognucm) N.0.Pamunnuns
N.0.Pamunusa

21) rpudp cornacoBaHust AOKyMeHTa. [1oAroToBneHHble NPOEKTbl AOKYMEHTOB Nepea noanvcaHneMm,
B psAe crydYaeB, COrMacoBblBATCA C  3aUHTEPECOBAHHbIMU  YUYPEXKAEHUSAMU, CTPYKTYPHbLIMU
nogpasaeneHnsMun, OTAENbHbIMU AOMMKHOCTHBIMU nuuamu. 3TO AenaeTca Ans MNOATBEPXAEHMSA WX
cornacus ¢ CoaepxaHvem JOKyMeHTa.

CornacoBaHne MoOXeT ObITb 0OPMIIEHO rPMGOM COrnacoBaHnsa UK NMCTOM COrfacoBaHus.

Npnd cornacoBanust coctouT n3 cnosa "COMNIACOBAHQ" (6e3 naMeHeHUss No pogam u Yncram),
HaVMEHOBaHUS1 LOJDKHOCTM NMua, C KOTOPbIM COrMNacoBbIBAETCS LOKYMEHT, JIMYHOW nognucu, ee
pacwuncpoBkM u gatbl. [pud cornmacoBaHus pacnonaraeTca nocne pekeuauta "llognuce” ¢ nesomn
CTOpPOHLI 6e3 oTcTyna:

COI'TIACOBAHO
Mpencepatens LIK npodhcotosa
pabOTHUKOB NPOMBbILLNIEHHOTO
Komnrekca

N.0.Pamunus
(mognwuce)
00.00.0000

Ecnn cornacoBaHve NpoM3BOAUTCA  KonmervanbHbIM — OpraHoMm, TO TpuUd  COorfacoBaHus
ochopmnsieTcs cnenyoLlmMm o6pasom:

COI'TNMIACOBAHO

lMpoTokon 3acegaHuns
npodkoma

oT Ne

Ecnn copepxaHve [JoOKymMeHTa 3aTparMBaeT MWHTEPECbl HECKOMbKUX YYpexaeHwunh, To rpud
cornacoBaHus opopmMnaeTca Ha oTAeNbHOM NUcTe (NpunoxeHue 4).

JInct cornacoBaHMs nognMCbiBaeTCA Takke 3MeKTpoHHOW nognuckio. pyn atom oba BapuaHTa
nucTa cornacoBaHusi UMeloT OAMHAKOBYIO HOPUONYECKYIO CUny;

22) Busbl. BHyTpeHHee cornacoBaHue o0QOpPMNSETCA BM30W, COCTOSALEN W3 AOMKHOCTU
BM3MpYIOLLIEro, Noanucu, ee pacwmndgposku (MHuumnansl 1 damunus) n gatel. Busupyotcs aksemnnsapbl
OOKYMEHTOB, KOTOpble OCTalTCAa B yupexaeHun. Busbl npoctaBnaoTcs Hke peksuauta "loanuck”, ot
neBoro Kpas JokymeHTa, 6e3 otcTyna:

OunpekTop (moanuchb) N.0.damunnug
HauyanbHMK NnaHoBoro otaena (moanuchb) N.0.Qamunus
00.00.0000

Mpu Hecormacuy ¢ TEKCTOM AOKYMEHTa, Hannuny 3ameyaHui U JOMOMHEHWA OHW M3naratTcs Ha
oTAenbHOM nucte. Busa B aTom cnyyae opopmnseTcs criedyowmm obpasom:
HavanbHuK nnaHosoro otaena (mognwuchk) N.0.Pamunns

3amevaHusa npunaratoTcs.
00.00.0000
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23) oTTuck neyatn c u3obpaxeHnem [ocymapcTBeHHoro repba (ganee - repboBasd nevaTtb)
CTaBUTCS Ha [OKYMeHTax, Tpelbylowmx ocoboro yaoCTOBEpPEeHUs WX MOASIMHHOCTM, a Takke Ha
hvHaHCOBbIX AOKYMeHTax. MpuMepHbIi nepeyeHb JOKYMEHTOB, HA KOTOPbIX CTaBUTCSt repboBas neyars,
NPMBOOUTCA B NMPUIOXKEHUM 5.

OTTncK nevatn Ha OOKYMEeHTEe [OOJIKeH 3axBaTbiBaTb 4aCTb HaMMeHOBaHUA OOJDKHOCTU nuua,
noanucasLlero OKyMeHT, U NOANTMHHYIK0 NoAMNMUCh;

24) otmeTka O 3aBepeHWM konuu. Konumsi AOKyMeHTa - BOCNPOU3BEAEHUE BCEX PEKBU3UTOB
pokymeHTa. OHa BblgaeTca Mo  Pes3oniouun  PYKOBOOUTENS  yYpexaeHus WnvM  pyKkoBOAUTENs
COOTBETCTBYIOLLErO CTPYKTYPHOro noapasaeneHus.

YupexgeHne MOXET 3aBepuTb KOMUM TOJSIbKO TeX OOKYMEHTOB, KOTOpble cO3JaloTcsl B CamMoOM
YyUYpEeXaeHUn (3To NMonoXKeHe He pPacrnpoCTPaHSAETCS Ha apXMBHbIE YYpexXaeHus u HoTapuat). BmecTe ¢
Tem, Npu paspelleHun gen, Kacawwmxcs npuema rpaxgaH Ha paboty, yyeby, yaoBNeTBOPEeHUs WX
TPYOOBbLIX, XUMULLHBLIX U APYTUX NpaBs, YYPEXOeHW0 paspellaeTcs 3aBepaTb KONUM BblgaHHbIX APYrvMu
yUpexXaeHNaMN JOKYMEHTOB (KONUW OUMNIMOMOB, TPYAOBbIX KHUXXEK U CBUAETENLCTB O POXAEHUN).

B atom Clriydae Konna OOKyMeHTa 3aBepdAeTcd noanncbio AOJMKHOCTHOIO nuua, yagoctoBepAroLlero
COOTBETCTBUE €€ coaepKaHnA NOANTMHHUKY.

B npaBom BepxHeM yrny gokymeHTa nuwetca crnoso "Konus". [Npu 3aBepeHumn Konuu SOKYMEHTa,
Hwke pekBusnta "lMoanuck”, 6e3 oTCTyna OT NeBOro Kpasi, MPOCTaBMNseTCcs 3aBepuTesibHasi Haanucb
"BepHO", HaMMeHoBaHWe OOSMKHOCTM Nnuua, 3aBePUBLLIErO KOMWIO, €ro fnn4yHasi NoAnuchb, pacwmndgpoBka
noanuncu n gata 3aBepeHus:

BepHo
MHcnekTop oTAena kagpos (mognwuchk) N.0.®amunusa
00.00.0000

I'IpM nepecblyike Konmn B gpyrue ydpexngeHuma Uiy Bbldade Ha PYKU OTAENIbHbIM JinuaM Ha Hen
cnenyet NpoCTaBiATbL OTTUCK NeYvaTu, onpe/:l,enﬂemoﬁ No YCMOTPEHUIO yYpeXXOeHUA;

25) oTmeTKka 06 MCMonHUTEne CoCToUT M3 daMuUnm U UHULMANOB UCMOMHUTENS, HaMeHOBaHMWs
CTPYKTYpHOro noapasferfieHnsi, Homepa ero TtenedoHa U nevyaTtaetca pasmepom wpudpTa Ne 10. Ity
OTMETKY WUMeloT TOJNbKO ucxogsiume AokymeHTbl. OHa pacnonaraetcs B J1eBOM HubkHem yrny, Ges
OTCTYynNa, Ha NULIeBO CTOPOHE AOKYMeHTa:

Hanpumep: A..KageipoB, oTaen opraHusauum n aHanmsa, 22-40-60.

Ha OOKyMeHTe, NoAroToBJfIeHHOM Mo Nopy4YeHUo pykoBoauTensa prﬂﬂOVI NCNOSfHUTENEN, B OTMETKE
00 ncnonHutene YKa3blBaeTcA (baMVIJ'II/Iﬂ OCHOBHOI'O UCMoJNTHUTEnNA,

26) oTMeTka 06 UCMOSHEHUM [OKYMEHTa W HanpaBfeHWn ero B AeNo MpOoCTaBMseTcs cpasy Xe
nocrne pelleHUs Bomnpoca, Ha CBOBGOAHOM OT TeKCTa MecTe B HWXKHEeill 4acTu rnocrnedHero nucra
JOKyMeHTa 1 cocTouT 13 croB "B geno", Homepa fdena, B KOTOpoe OOKYMeHT GyAeT noMelleH, KpaTkux
cBeeHuii 06 UCMONMHEHUM OOKYMeHTa, NoOANWCY 1 AaTbl:

B neno 01-2/115
OTBeT Ha 3anpoc ot
00.00.0000
(mognwuce)
N.0.damunus
00.00.0000

27) oTMeTKa O MOCTYNMEeHUN JOKyMEHTa B yupexgeHne coaepxuT odepeaHon nopsaKkoBblin HOMEp
W gaTty nocTtynneHus gokymeHta (mpu HeobxoguMmocTu - Bpems noctynnenusi). OHa npoctaBnsieTcs B
npaBoOM HWXHEM Yrny MnepBoro fvcta okymeHTa. [Ans odopMneHnss aToro peksusvTa MCMornb3yeTcs
crneunanbHbIi PerMcTpaunoHHbIN WTamn (NpunoxeHne 6);

28) oTmeTKka AnNs aBTOMAaTM3UMPOBAHHOIO NMOWCKa OOKYMeHTa BKYaeT ums danna Ha MawmnHHOM
HocuTere, Kop onepartopa, gaTty W [Opyrne TMOUCKOBblE [aHHble, YCTaHOBIIEHHblE B Y4YpeXOeHUW.
MevaTaeTtcsa Hwke hamMunumn ncnonHuTens, 6e3 oTcTyna oT fIeBOro Kpas AoOKyMeHTa:

OtyeTt 3a 2019 roa, Mycaes, 00.00.0000
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§ 3. bnaHk fooKyMeHTa

15. [oOKyMeHTbl YyuypexaeHws OOMKHbl OOopMMATbECA Ha OnaHkax, UMeTb YCTaHOBMEHHbLIN
KOMMNeKC 0653aTernbHbIX PEKBU3UTOB U MOPALAOK MX PACMNONOXKEHUS.

CnyxebHble JOKYMEHTbl COCTaBnslTCs Ha GnaHkax dopmatoB A4 (210x297) n A5 (148x210),
pexe wucnonb3yetca d¢opmat A6 (105x148). [Ons oTaoenbHbIX BWMAOB [OOKYMEHTOB [JOMycKaeTcsl
npumeHeHne dopmata A3 (297 x420).

16. CoctaB BMOOB U popMbl OGMNaHKOB, NPUMEHSEMbIX B YYpPEXOAEHUM, YTBEPXKOalTCA ero
pykoBoauTENEM MO MpeAcTaBneHno CcnyxObl Aenonpou3Boactsa. B yupexaeHusax npuMeHsoTes
cnepytowmne 6naHkm: o6wmn 6naHk, 6naHk nucbma, 6raHk KOHKPETHOro B1Aa AOKYMEHTa:

1) 06wt BnaHk cogepXXuT crieayiolime pekBM3nTbIl: n3obpaxkeHne MocyaapcTBeHHoro repba mnm
3MGNEMbl YYpeXaeHUs; HaMeHoBaHMe BeJOMCTBA, HAMMEHOBaHWeE yupexaeHust (MpunoxeHve 7);

2) 6raHK NMCbMa COAEPXUT crneaytolme peksuanTbl: n3obpaxeHune 'ocygapcTBeHHoro repba mnm
aMbnembl y4ypexaeHusi; HauMeHOBaHWe MWHWUCTEPCTBa WM BEOOMCTBA, HAMMEHOBaHWE YYpEXOEHUs,
HaVMeHOBaHWe CTPYKTYPHOro nogpasfeneHusi; MHAEKC NPeanpusiTus CBs3Wu, MOYTOBLbIA agpec, Homep
Tenedpakca, TenedoHa, agpec 3MEKTPOHHOM NOYTbl; HAaUMeHoBaHWe 6aHka U HoMmep cyeTa (yKasbiBaroTCcs
Mo YCMOTPEHUIO YYpPEXOEHUsl); KoL y4vpexaeHusi (ykasbiBaeTCs MO YCMOTPEHWUIO YyupexaeHusl),
NOEHTUMKALNOHHBIA HOMEpP Hanoronnartenblyuka (ykasbiBaeTcs N0 YCMOTPEHUIO yupexaeHus), aarta u
HOMEp OOKYMEHTA, CChIfika Ha UCXOOALLNA OOKYMEHT, KOHTPONbHOE OKHO (NpurnoxeHue 8);

3) 6naHK KOHKPEeTHOro BMWAa [OKYMEHTA COAEPXWUT Crieaylolme pekBU3WUTbl: M3obpaxeHune
locynapctBeHHoro repba unu amGnembl YY4pexaeHusl; HaMeHOBaHWe MWHUCTepCTBa WM BEAOMCTBA,
HaVMMEHOBaHWE YYpEXOeHUs, HauMeHOBaHWe CTPYKTYPHOro MoApasferieHusl; HaMMeHOoBaHWe Buaa
AOKYyMEeHTa, faTa U HoMep AOKYMEHTa, MECTO COCTaBMEHMS U U3gaHnsa JOKyMeHTa (NpunoxeHne 9).

17. B 3aBMCMMOCTU OT PacnorioXeHus PEeKBU3UTOB YCTaHaBNMBAalT ABa BapuaHTa OnaHkoB -
NpodonbHbI M yrnoBoW. [pn MpoAONbHOM PacrofioKEeHWN PEKBU3UTOB HauMEHOBaHWEe Yy4dpexaeHus
pasmellaeTca BOOSb BEPXHEro nons gokymeHTta (npunoxenHue 8). MNpu yrmoBom - y rpaHuubl NeBOro
nonga B BepxHem yrny (npunoxexHune 10).

18. HavMeHoBaHMe W adpec YYpexaeHusl nevyaTtalTcsl Ha rocydapCTBEHHOM M oduumanbHOM
Aasblkax. [pu  NpoOoonbHOM  pPacrionoXeHUW PeKBU3UTOB CreBa MNevyartalTcs  PeKBU3UTLI  Ha
rocygapcTBEHHOM A3blke, CrpaBa - Ha oduuManbHOM s3blke. NpW YrIOBOM pacrofiokeHUW cHavana
neyatalTCs pPEKBM3WUTbI Ha T[OCYydapCTBEHHOM £3blke, HWXe - Ha odmumancHom ssbike. [pu
HeobXxoaMMOCTH, Ha GnaHkax JonyckaeTcs nevyataTb PeKBU3UTLI HA MHOCTPaHHOM A3blke. B aToM criyyae
NopAaoK A3LIKOB A0MKEH GbiTb CNeAyHLWUM: rocyaapCTBEHHBIR, 0UUManbHbIiA, UHOCTPAHHbIN.

Jonyckaetca odopmneHue GnaHKOB NpeacTaBUTENbHbIX OpPraHoOB MECTHOrO CamoynpaBeHus
WCKITIOYMTENBbHO Ha rOoCy4apCTBEHHOM  SA3blke MpU  YCNOBUWM  NPOXUBAHWA Ha  Tepputopuu
COOTBETCTBYIOLIEN aAMUHUCTPATUMBHO-TEPPUTOPMANbHOM eavHuUbl  Npeobnagarlero uyucna  nu,
BMagetoLmx rocyqapcTBEHHbIM S3bIKOM.

19. BnaHk usrotaBnmMBaeTcsa B OAHY KpacKy, NpeanovTuTenbHO YepHyto, Ha bymare 6enoro ueeTa.
Mpw oTcyTCcTBMM BNaHKOB, HAa OKYMEHTax NPOCTaBNsSeTCs OTTUCK LUTaMMa yupexaeHus.

BnaHkn ¢ nsobpaxeHnem ocygapcTBeHHOro repba M3rotaBnmuBalOTCA TUNOrPadpCkMM cnocobom,
no 3akasam yuypexaeHun, u sBrsTca 6naHkaMm CTpOron oT4eTHOCTU. Ha rep6oBbix GnaHkax B MpaBoM
HVKHEM yrny Tunorpadckmum cnocobom unm HymepaTopoM MpPOCTaBMSTCA NopsiakoBble Homepa. [pu
[OCTKEeHNN Hymepauun 6naHkoB Homepa 1 000 000, HeEOBXOAMMO HaYMHaTL CreayoLLy0 HyMepaumio ¢
umdpsbl 1.

BnaHkn JOKYMEHTOB AOMKHbI MCMOMb30BaTbCA CTPOro no HasHayeHutio 1 6e3 COOTBETCTBYIOLLENO
paspelleHna pykoBoguTena ydypexageHma He MoryT nepegaBaTtbCd ApyruM yypexaeHunam 1 nuuam.

BeegeHne B obpalleHre No mepe HeOOGXOAMMOCTM HOBbIX GN1aHKOB JAOKYMEHTOB OCYLLECTBSETCS
no paspeLueHuto (MopyyeHuto) pykoBoamTens yupexaeHus. CooTBETCTBYIOLLME NPEANOXKEHUS BHOCATCS
pykoBoauTenem cryx0bl 4enonponsBoacTBa BMecTe ¢ obpasuamm npegnaraemMbix Gr1aHKoB.

§ 4. NeyaTaHue u ochopmneHne JOKYMEHTOB
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20. MeyaTaHre 1 odpopMreHe OOKYMEHTOB B YYPEXOEHNAX OCYLLECTBAETCS N0 YCTaHOBNEHHbLIM
B KOMMbloTepax WwabnoHam co crieayloLwymMmn napaMmeTpamm HacTpoiikv B peaaktope Microsoft Word:

- wpndT rapHutypbl - Times New Roman (Times New Roman Cyr) unu Arial, 06bI4HbIN, pasmep
12-14. B Tabnuuax gonyckaeTtcs ymeHblueHne o 10 (korga TeKCT He BMeLLaeTcs);

- MEXCTPOYHbIN nHTepBan: ana dopmata A4 - oanHapHbln; ans gopmarta A5 - ToyHo 14 nT, B
Tabnuuax gonyckaetcs ymeHblleHve 0o 11 nt (Korga TekCT He BMeLlaeTcs);

- nepBas cTpoka B ab3aue ¢ orctynom 1,25 cwm;

- BblpaBHMBaHME MO WWpMHE W 6e3 nepeHocoB cnoB (B Tabnuuax BblpaBHUBaHME MO
Heo6Xxo4MMOCTH, C NEPEHOCOM CIOB);

- HOMepa CTPaHUL, MPOCTaBMAOTCA C NPaBON CTOPOHbLI HKHETO KONMOHTUTYNA (MepBasi cTpaHuua
He HymepyeTcs).

Kaxgbln MMcT OoKkyMeHTa, oPOpMIIEHHbIN Kak Ha BnaHke, Tak u 6e3 Hero, JOMKEH UMETb MOfs:
nesoe - 30 MM, NpaBoe - He MeHee 15 MM, BEpXHEee 1 HUXHee - He MeHee 20 MM.

21. PekBn3nTbl OOKyMEHTa OTAENST Apyr OT Apyra ABOMHbIM MHTepsanom. CocTaBHble 4YacTu
MHOrOCTpOYHbIX pekBuautoB ("Agpecat”, "lpud yTBepxaeHusa", "pudcd cornacoaHusa", "OTmeTka 0
HanNV4YnM NPUNOXeHUs") OTAENSAT APYr OT Apyra NOMyTOPHbIM MHTEPBArIOM.

MakcrmanbHas AnvHa CTPOKU MHOFOCTPOYHBIX PEKBU3UTOB - 70 MM.

OT rpaHuupl neeoro nomns, 6e3 oTcTyna, nevaTaltTcsa: 3arofioBOK K TEKCTY MucbMa, TekcT (6e3
ab3aueB), OTMETKAa O HanMMyuu MPUITOXKEHUS, HaMMEHOBaHWE [OIDKHOCTW, Tpud COornacoBaHus,
3aBepuTenbHaa Hagnucb "BepHo", a Takke cnoea "CIYWAIN", "BbICTYNUINA", "PEWWNN",
"MTIOCTAHOBUIIN"; cdhamunusa ucnonHuTenss u Homep ero TernedoHa; gaTa OOKYMEHTAa; CCbifika Ha
perncTpaumoHHbIN HOMEP U AaTy OOKYMEHTA; BU3bl; OTMETKA AN aBTOMATUYECKOro nomncka AOKYMeHTa.

Mnaea 3. NMoarotoBka u ocpopmneHue otaenbHbIX BUAoB OP[

§ 1. MNpukas, pacnopsxeHne

22.  Tlpukazamy ¥ pacrnopsbkeHusiMM  OPOPMISIIOTCS  peELUeHUs]  OpraHU3aLMOHHO-
pacnopsauTensLHOro xapaktepa, a Takke MO OrnepaTUBHbIM, OPraHM3auWOHHbIM, KaApoBbIM WU APYrUM
Bonpocam paboTbl yupexaeHusl.

MpoekTbl NpMKa3oB (pacnopsikeHWin) roTOBAT U BHOCSAT NOApa3AeneHns Ha OCHOBaHUM NOpYyYeHWI
PYKOBOAUTENS yYpEXOEHUs!, ero 3amMecTuTensl Mnbo B MHULMATMBHOM NOpsiaKe.

MpoekTbl MpUKasoB (pacropsPKeHWUid) Mo KagpoBbIM BOMpOcaM FOTOBUT KagpoBasi criyxba Ha
OCHOBaHMWW COOTBETCTBYIOLLMX NPeACTaBNeHU.

ObecneyeHne Ka4ecTBEHHOM MNOArOTOBKM NPOEKTOB NMPUKa3oB (paCHOpFI)KeHMVI) N UX cornacoBaHuA
C 3anHTepecoBaHHbIMX CTOPOHaMWM BO3J1araeTcda Ha pyKOBOﬂMTeﬂeVI nop,pa3p,eneHvu7|, KOTOpbl€ NOTOBAT U
BHOCAT NPOEKT.

KoHTponb 3a Hagnexawumm ocopMieHneM MNpoeKTOB MPUKA30B (pacnopshKeHW) OCyLLeCTBRseT
cnyxba genonpon3BoAcTBa.

23. TpoekTbl MPUKa30B (PacrnopsKEHUN) U MPUITOXKEHUA K HUM BU3UPYIOTCA WCNOMHUTENEM W
pykosoauTernem noApasfeneHns, BHECLIero MpoekT, a TakkKe pPyKOBOAUTENAMU noapasfereHnn,
KOTOpbIM B MPOEKTe npedycMaTpuBaloTCa 3adaHus U NopyyeHus, pyKoBOAUTENsAMWU noapasgeneHu,
3aMHTEPEeCOBaHHbIX B PELLUEHMN BHOCUMbIX BOMPOCOB, U PYKOBOAUTENSIMU CIyXObl 4€NONpoOM3BOACTBA U
IOPUONYECKOW CMYXObI.

Ecrm B npouecce cormnacoBaHnAa B MPOEKT BHOCATCA U3MEHEHUA NMpUHUMNMUaNbHOro Xxapakrepa, To
OH C y4eToM M3MEHEHNIN BHOCUTCA Ha NOBTOPHOE cornacoBaHue.

Ecnn B npouecce cornacoBaHus BO3paXKeHWsl Mo MPOeKTy Npukasa (pacrnopsikeHus) He Gbinu
yyTeHbl, OHM MU3naralTcs B CBOOHOW Tabnuue, KoTopas noAnuCbIBAaeTCs  pykoBoAWUTENEM
noapasfeneHns, BHECLIEro NPOEKT Npukasa (pacnopsikeHus), U npunaraeTcs K NPoekKTy.

npoeKTbI NpuUKasoB (pacnopﬂmeHMﬁ), npeacrtaendemMble pykKOBOAUTENK Ha noAnnCb, BUSUPYHKOTCA
3aMecTuTenamMmmn pykosogntenda B COOTBETCTBUKU C pacnpeaeneHnem 06s3aHHOCTEN.
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24. lNMpoekTbl NPUKa3oB (pacrnopsXeHu) nevyaTarTCa Ha CTaHOapTHbIX GnaHkax ycTaHOBMNEHHOM
OopMbIl U NPeACcTaBnAATCA Ha NOANUCH, MPU HEOOXOAMMOCTU, CO CMPaBKON, KOTopas OOJPKHa coaepaTb
KpaTKoe W3MOXEeHWe CyTu Mnpukasa (pacrnopsikeHusi), obocHoBaHMe ero HeobxoaMMOCTU, a Takke
cBeeHMsl O TOM, Ha OCHOBaHUWM Yero MNOArOTOBMEH MPOEKT, C KeM COrnacoBaH W Kakme WMeroTcs
pasHornacwus. [Jaton npvkasa (pacnopspkeHus) SBNsieTca Aarta ero noanvcaHumsl.

Mpukasbl (pacnopspkeHus) HyMepyrTcs MNOpAOKOBOW Hymepauumen B npegenax KaneHaapHoro
roga; npvikasbl (pacrnopsikeHusl) Nno OCHOBHOW AeSTEeNbHOCTM M MO NMYHOMY COCTaBy HyMepylTcs
oTAENbHO.

25. lMpukasbl (pacnopskeHus) N3JalTCa Ha ABYX si3blKax - rocygapCTBEHHOM UM oduumanbHOM,
gonyckaetcsa nedvatatb oba BapwaHTa Ha ogHom OGnaHke. BHavane pacnonaraeTca TeKCT Ha
rocyapCTBEHHOM $3blke, 3aTeM Ha oduLmansHOM.

Mpukasbl (pacnopsbkeHus) OpraHoB rOCY4apCTBEHHOW BriacTM M MECTHOMo CcamoyrnpaBrieHus
N34alTcsa Ha rocydapCTBEHHOM £3blke, B CryyasX, NpegyCMOTPEHHbIX 3aKkoHoAaTenbCcTBOM KbIprbi3ckon
Pecnybnukun, - nepeBoaaTcsa Ha omumanbHbIi A3bIK U NYBRUKYOTCA Ha ABYX A3blKax.

[HonyckaeTca odopmneHne npukasoB (pacnopsikKeHWU) NpeacTaBUTENbHbIX OpPraHoB MECTHOMO
caMoynpaBrieHUs UCKIIOMUTENBHO Ha FOCYAAapCTBEHHOM S3blke MpPU  YCHOBUM MPOXMBAHWUA Ha
TEppUTOPUM COOTBETCTBYIOLLIEN aAMUHUCTPATMBHO-TEPPUTOPUANBHOM eauHMLbl Npeobnagatowero ymcna
nvuy,  BriagelolmMx  rocygapCTBEHHbIM — S3bIKOM, W Hanmuuusi  COOTBETCTBYIOLIETO  pelleHust
npeacTaBUTENbHOIO opraHa MeCcTHOro caMoyrpaBreHus.

26. Konun nprkasoB (pacnopsiKeHUn) Unm nx pasMHOXEHHbIE 3K3EMMIISIPbl 3aBEPAOTCA OTTUCKOM
neyatn cnyxbbl Oenonpov3BoACTBAa WM HanpaensawTCa agpecataMm cnyxbol aenonpou3BoacTBa B
COOTBETCTBMM C yKasaTereM pacCbifiki, KOTOPbIN COCTaBMsSieTCA W MOANUCLIBAETCA WCMOMHUTENEM.
Konusi 06s3aTensHO HanpaBniseTcs TakkKe UCMOMHUTENIHO.

Bbinnckn w3 NpuKasoB (paCﬂOpFI)KeHI/IIZ) Nno KaapoBbiM BoMpocamMm Wi KOMmnunm 3TUX TMPUKa3oB
3aBepArTCA NOANUCbIo COTPYAHUKA NO KaapoBbiM BONMPOCaM N OTTUCKOM nevyaTw.

27. MNpwukas (pacnopshkeHve) MMeeT cneayoLimne pekBmusnTbl:
1) HaMmMeHoBaHVe B1Aa AOKYMEHTa;

2) paTa n Homep npukasa (pacnopsbkeHust). lata odhopMnseTca CnoBecHO-UUGPOBLIM CNOCOOOoM,
HOMep COCTOUT 13 3Haka "Ne" n NopsaKOBOro HOMepa;

3) 3aronoBok npukasa AOIMKEH KpaTKo M TOYHO OTpaxaTb ero copepxkaHue. Touyka B KOHLe
3arofioBka He CTaBUTCS. 3arofoBOK MNevaTaeTcsi MOMYXKMPHbIM LIPUGTOM, 4vepe3d 1 MEeXCTPOYHbIN
WHTepBarl, BbIpaBHMBAETCS NO LEHTpY. Hanpumep:

06 yTBEepXAeHUN NHCTpYKUMKM NO Aenonpou3BOACTBY
BepxoBHoro cyaa Keiprbiackon Pecnybnuvku

Pacnop;m(eHm 3arorfioBka He MeHoT,

4) TeKCT oTAenseTcs OT 3arofioBka ABYMS MEXCTPOUYHbIMW MHTEpPBaNaMu 1 nevyartaercs LWPUROTOM
pasmepom Ne 12-14, yepe3 odWH MHTepBar, OT NeBOoW rpaHuLbl TEKCTOBOIO MO U BblpaBHMBAETCH MO
LUMpUHE.

TekcT npukasa (pacnopspkeHnst) MOXeT COCTOSATb U3 ABYX YacTen: KoHcTaTupytowen (npeambynbi)
W pacnopsanTenbHON.

B koHcTaTupyowen 4Yactn (npeamOyrne) KpaTko ManarawTcs uenu un 3agaydu, daktel n cobbiTus,
NOCNY>XUBLUME OCHOBaHWEM ANS U3gaHus npukasa (pacnopsikeHus). OHa MOXeT HauMHaTbCs crioBamu "B
uensax", "Bo ucnonHeHune". Ecnv npukas (pacnopsxeHue) nsgaeTca Ha OCHOBaHWM APYroro AOKyMEHTa, TO
B KOHCTaTupytoLen yactu (npeambyne) ykasbiBaeTCqd HauMeHOBaHWe 3TOro AOKYMEHTa B pOAUTENbHOM

nagexe, ero aBTop, Aata, HOMep 1 3arosyioBOK.

KoHcTaTupytowwas vyactb (Nnpeambyrna) B NpoeKkTax NpukasoB 3aBepLUaeTcs CroBOM "npukasbiBato”,
KOTOpOe neyaTaeTcs NONYXUPHbLIM LLPUEDTOM.
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PacnopsgutenbHas 4acTb oOTAensieTcsa OT KOHCcTaTupylowen Yactu (npeambynbl) AByMS
MEXCTPOYHbIMKN MHTepBanamn. OHa OOImKHa coaepaTb nepeyncrieHne npeanvcbiBaeMbix AENCTBUN, C
yKaszaHvem WCMofIHMTEeNs KaXaoro AeWCTBMA M CPOKOB MCMOMHeHus. PacnopsautenbHas 4acTb MOXeT
AenUTbCA Ha NyHKTbl M MOAMYHKTbI, KOTOpble HymepylTca apabckumu undpamu. Kaxgbii nyHKT
(noanyHKT) nevaTaeTcs ¢ ab3aua u oTaenseTcsa oT npedblayLero ABYMS MeXCTPOYHbIMU MHTepBanamMm.
[enctens opHOPOAHOrO XxapakTepa MoOryT ObiTb nepeyncrieHsl B OAHOM nyHkTe. B kayectse
UCMNOMHUTENEN YKasblBalOTCA CTPYKTYPHble noAapasgeneHns WM KOHKPEeTHble AOIMPKHOCTHble nuvua.
lMocnegHWn NyHKT pacnopsiaMTEnbHOW 4YacTW MOXET codepXaTb CBeAeHWs O noAapasgeneHun unu
AOMKHOCTHOM MWL, Ha KOTOPOE BO3MnaraeTcs KOHTPOIb 3a UCMOSTHEHWEM NpurKasa.

Ecnn npukas (pacnopsikeHne) usMeHseT unv OTMEeHseT APYrod AOKYMEHT, ero OTAeribHble
MOMOXeHUsi, TO OOAWH U3 MYHKTOB pacnopsauTenibHOM YacTu TekcTa AOSPKeH cogepaTb CCbifKy Ha
OTMEHSIeMbIV JOKYMEHT (NMYHKT JOKYMEHTA), C yKasaHneM ero gaTbl, HOMepa W1 3arofnoBka. TeKCT nyHKTa
OOIMKEH HaunHaTbcs cnosamu "MpusHaTth yTpaTMBLLNM cuny...";

5) nmognucb COCTOMT M3 HaMMEHOBaHWA AOIPKHOCTU nuua, NoAnucaBLUero OOKYMEHT, NWUYHOW
MOANMCK U pacLiMpoBKM NOANUCHK (MHULManNbI, (aMUnus).

Mpukasbl (pacnopskeHnst) NOANNCHIBAET PyKOBOAUTENb YUYPEXAEHUS, a B €ro OTCYTCTBME - NULO,
ero 3amMeluatolLee.

O6pasey npukasa npyBeaeH B NpunoxexHum 11.

28. CoBMeCTHble NpurKasbl YYpeXxaeHUil nevataloTcs Ha CTaHAapTHbIX nuctax Gymarn dopmarta
A4,

Mpu ocopmneHnm CoOBMECTHOro npukasa:
- HAMMEHOBaHWA y4YpPEeXAeHUA pacrnonaraloTCs Ha OAHOM YPOBHE;
- AaTa COBMECTHOrO npvkasa - eavnHasi, CooTBeTCTByeT AaTe 6onee no3gHewn noanucy;

- perucTpauuMoHHbI HOMep [OOKYMEHTa, COCTaBIIEHHOTO COBMECTHO [ABymMsi U Gonee
YUYPEXKOEHUSIMU, COCTOUT U3 PErMCTPALMOHHBIX HOMEPOB AOKYMEHTa KaXAOro M3 3TUX Y4YpexXAeHui,
MPOCTaBMsiEMbIX YEPE3 KOCYIO YepTy, B NOPsiAKE YKasaHUsi aBTOPOB B JOKYMEHTE;

- NOANUCY pyKOBOAUTENEN yYpexaeHNin pacrnonaratoTcs HUXe TekcTa, Ha O4HOM YpPOBHeE.
§ 2. NonoxeHune, npaBuna, UHCTPYKLUA

29. lMopsgok NoaroToBKM NPOEKTa MONOXeHWs (MpaBurl, MHCTPYKUMM) COOTBETCTBYET obLiemMy
nopsiaky nogrotosku npoekrtos OPL.

TekCcT npoekTa MOoMoXeHust (NpaBws, MHCTPYKLMM) MedaTtaeTcss Ha cTaHgapTHOM nucte Gymaru
dopmata A4. TekcT u3naraetTcs OT TpPeTbero nvua eguHCTBEHHOro UMM MHOXEeCTBEHHOro yucna. B

HeobxoamMmo", "3anpellaetca”, "He gonyckaeTcs".

TEeKCTEe NUCNOJIb3YHTCA CrioBa: "norken", cnenyet,

3aronoBoK K TEKCTY NOMNOXeHUs (MpaBusl, MHCTPYKLMK) oTBeYaeT Ha Bonpoc "O 4em?"; 3aronoBok K
WHCTPYKUUK, codepallend OOIMKHOCTHble TpeboBaHUSA M Nopsaok npoBedeHuns paboTbl (AOMmMKHOCTHas
WHCTPYKUUS), oTBeyaeT Ha Bonpoc "Koro?" (JOormKHOCTHas MHCTPYKLUWSA FMaBHOro creuvanucta).

KoHcTaTupytolwen 4YacTblo MNOMOXEHUsA (MpaBum, WHCTPYKUMWM) cnyxut pasgen "O6wme
nonoxeHusi", B KOTOPOM YKa3blBalOTCA OCHOBaHMS pa3paboTkM, OCHOBHOE Ha3HayeHue [OaHHOro
AOKyMeHTa u cpepa ero pacnpocTpaHeHus, OTBETCTBEHHOCTb 3a HapyLleHne YCTaHOBMEHHbIX NpaBun u
TEXHOMOrnn.

OCHOBHOW TEKCT NONOXEHUSA (NpaBun, UHCTPYKLMN) MOXET AenUTbCA Ha pasaernsl, noapasgens,
rnasbl, MYHKTbI, NOANYHKTbI 1 ab3aubl. [NaBbl 4OMKHbI UMETb HAMMEHOBaHWE U HyMepauuIo.

Hymepauus rnae 1 nyHKTOB Npom3BoanTca apabckumm Lmudpamu.

O6paseL, opopMIEHNs NOMNOXEHNUS, NPaBUI, MHCTPYKUMIA NpMBEAEH B NMpunoxexHun 12.
§ 3. MpoTokon

30. MNpoTokon 3acefaHns (CoBelLaHWs) COCTaBNSETCA Ha OCHOBAHWUM 3anucen, Npou3BeaeHHbIX BO
BpeMs 3acefaHusi (COBelLaHusl), MNPeACTaBfiEHHbIX TE3MCOB [JOKNagoB W BbICTYMNIIEHUNA, CMNpPaBoK,
NPOEKTOB peLUEHNI.
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TekcT NPOTOKOJ1a COCTOUT U3 ABYX YyacTen: BBOAHOW N OCHOBHOWN.

Bo BBogHOM 4acTu ykasbiBalOTCA: Npeacenartens (nNpeacenartensCTBYOWMI), CeKpeTapb, CNUCOK
NPUCYTCTBOBaBLUMX (OTCbINKA K MpunaraemMomy CrmMcKy MNPUCYTCTBOBABLUMX, €CNU WX KONUYECTBO
npesbilWaeT 15 yenoBek) U NOBECTKA AHSA - NepevYeHb pacCMaTpMBaeMbIX BOMPOCOB, NEPEYMNCIEHHbIX B
nopsiike UX 3Ha4YMMOCTU C yYKa3aHWeM JoKnaaumKa no KaKaoMy NyHKTY MOBECTKU OHS.

Cnoso "lMpucyTtcTBoBanuU" nevataeTcs OT rpaHuubl NEBOrO MONs, B KOHLE CcroBa CTaBuTCA
asoetoune.  Hwxke  ykasblBalOTCA  HaMMEHOBaHWSA  [O/MKHOCTEW,  uHMUMAaNbl 1 daMunuu
MPUCYTCTBOBABLLINX.

Kaxxablii BONpoOC NOBECTKM OHS HyMepyeTcsl apabckoi LUMdpoit, 1 ero HaMMeHOBaHWE HauYMHaeTcs
c npegnora "O" ("O6"), KoTopoe ne4yaTaeTcs OT rpaHULbI NIEBOTO MNONS.

OcHoOBHag YyacTb NPOTOKOMA COCTOMT M3 MPOHYMEPOBAaHHbIX Pa3aerioB, COOTBETCTBYOLUX NyHKTaM
noBecTkn pAHSA. TeKkCT Kaxgoro pasgena ctpoutcss no cxeme: CIYWAJIM - BbICTYNUIN -
MOCTAHOBWUIIA (PEWLIANN).

OcHoBHOE cofepxaHue [oKnagoB W BbICTYNNEHWMA MNOMELWaeTcss B TEKCTe MpoTokona wnu
npunaraeTcs K Hemy; B MOCMedHEeM Ccrnydae B TeKkCTe pfenaetca 3anucb "TeKCT BbICTYNneHus
npunaraetca”. [locTaHoBneHue (pelweHne) - B TeKCTe MpPOTOKONa nevataeTcs MOMHOCTbIO; Mpu
HeobX0AMMOCTW NPUBOAATCS UTOTU rONOCOBAHMS.

CopepxaHne 0coboro MHeHUsl, BbiICKa3aHHOro BO Bpems obCyxaeHus, 3anvcbiBaeTca B TeKCTe
NpOTOKONa Nocne COOTBETCTBYIOLLErO NOCTAHOBMNEHUS (peLleHunst).

31. lNpoTokonbl MOryT n3gaBaTbCA B kpaTko dopmMe, Mpu KOTOPOM OnyckaeTcs Xxon obcyXaeHust
Bonpoca u hUKCMpyeTCs TONbKO MPUHATOE MO HEMY pelleHre. B aTom cnyvae noBecTka OHA HE NULIETCS;
CMMCOK NPUCYTCTBOBABLUNX OTAENAETCH OT OCHOBHOW YacTW NPOTOKONA CMOLIHON YepPTOW.

OcHoOBHasl 4acTb NPOTOKOSA BKIOYAET paccMaTpmMBaeMble BOMPOCH! U NPUHSATLIE MO HUM PELLEHUS.
HaumeHoBaHue Bonpoca HymepyeTcs apabckoi undpon u HaumHaeTcs ¢ npeanora "O" ("O6"), 3aTem
yKasbIBalOTCA WHMUMAMbI M aMUIMU OOSHKHOCTHBLIX fUL, BbICTYNMBLUMX MPU OBCY>XAEHUU [aHHOro
Bonpoca. Pamunuu nevataroTcs Yepe3 1 MEXCTPOUHbIA MHTepBan. 3aTtem ykasbiBaeTcsi MPUHATOe Mo
BOMPOCY peLLeHune.

32. [lpotokon noanucblBaeTcs npeacefaTenbCTBYOWMM Ha 3acedaHuu  (CoBelaHuun) U
cekpeTapem. [Nognvcy oTaensoTca OT TEKCTa U Apyr OT Apyra ABYyMS MEXCTPOYHbIMU UHTEpBanamu.

[aTon npoTokona aBnseTca gaTa sacegaHus.

lMpoTokonam npuceamBalTCA NOPSIAKOBbIE HOMEpa B Npefenax KarneHgapHoro roga oTAenbHO Mo
Ka)K,D,OVI rpynne npoTOKOJIOB: MPOTOKOJSIbI 3acep,aHv||7| Konnernn, npoToKOosibl TeXHUYECKUX, Hay4HbIX U
9KCMEPTHbIX COBETOB U Apyrne. [poTOKonbl COBMECTHbIX 3acedaHui UMEHT COCTaBHble HOMepa,
BKIoHawLwme nopaakoBbie HOMepa NMPOTOKOJ10B KaXXAoro yypexaeHua n npoctaBndemMble 4Yepe3 KOCYHo
4epTy B NopsAanKe yKa3aHuaA yqpe>+<,u,eH|/||7|.

MocTaHOBNEHUAM (peLLeHnsIM) KomnerManbHbIX OpraHoB NpYCBauBalOTCA NOPSAKOBbIE HOMepa B
npegenax KkaneHgapHoro roga. Homepa NnocTaHOBNEHWIA (pPeLUEHNI), MPUHATBIX Ha 3acefaHnsax, COCTOAT
13 NMOpPSIAKOBOrO HOMEepa NPOTOKOMa M MOpsSAKOBOro HOMepa MOCTaHOBIEHWS (PELUeHUs) Yyepes KOCyio
4yepTy.

33. Konuu npoTokonos, npy HeEOBXOAMMOCTH, PacChbINalTCa 3aMHTEPECOBAHHBIM YYpPEXOEHMSAM U
AOIMKHOCTHBIM NULiaM B COOTBETCTBUM C yKasaTeNleM pacChbifiku; ykaszaTeslb COCTaBMNSAET U NoanvcbiBaeT
OTBETCTBEHHbIAN WUCMNOMNHUTENb noapasgeneHna, rotoBmeLLEero npoeKkT NpoToKona. Konumn NPOTOKOJIOB
3aBepAarTCA OTTUCKOM ne4vaTtu CJ'Iy)K6bI genonponseoacTea.

an/IHﬂTbIe peweHna goBogdaTtca Ao NCMONHUTENEN B BUAE BbLINMUCOK U3 NPOTOKOJ10B, KOTOpble
3aBePATCA OTTUCKOM nevaTu CJ'Iy)K6bI genonpon3soacTtBa.

34. MNpoTokonbl neyaTaTca Ha bnaHke NpoToKona My Ha obwem bnaHke yypexaeHus popmaTta
A4, paamepom wpudpta Ne 12-14, n umeroT crneaytoLimne pekBu3nTbI:

1) HaumeHoBaHune pokymeHTa - crnoBo "TIPOTOKOJI" nevyaTtaeTcss OT rpaHuubl BEPXHEro nons,
NPONUCHBIMK ByKBaMU, MOMYXXUPHBIM LUPUATOM U BbipaBHUBAETCH MO LEHTPY;
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2) BMO 3acenaHusa (COBeLLl,aHMFl), HanMmeHoBaHuWe KoJnernanbHOro opraHa oTaendeTca  oT
HanMmeHoBaHUA OOKyMeHTa OBYMA MEXCTPOYHbIMU MHTEpBalamMu, neyvyataetca nonyxXmpHbiM LlJpVICbTOM,
Yyepes3 oaunH ME)KCTpO‘-IHbIIZ MHTEpPBAJ1 U BblpaBHMBAETCA MO LEHTPY;

3) oaTta n HoOMep NPOTOKOMa nevaTarTes Yepe3 2 MEeXCTPOUHbIX UHTepBarna Hwxe npeabiayuiero
pekBu3uta, 6e3 orctyna ot nesoro nons. fata odopmnseTrca cnoBecHo-uudpoBbiM cnocobom. Homep
npoTokona nevataeTrcs apabckumm umdpamm m coctout M3 3Haka "Ne" n nopsgkoBOro Homepa
npoToKona;

4) mecTO npoBefeHuss 3acefaHnsi (CoBeLLaHus) ykasblBaeTcsa (Npu HeOBXoOMMOCTM) Ha TOW Xe
CTPOKe, YTO U NpeablayLnii PEKBU3UT, U BbipaBHUBAETCS NO NPaBoOW rpaHuLe JOKYMeHTa.

OcHoBHas 4acTb NpoToKoMa nevyaTtaetcs dYepe3 1 MEXCTPOuYHbIA MHTepBan. Cnoea "CITYLUAIN",
"BbICTYMUIN", "MTIOCTAHOBUITN" ("PELLINNN") nuwwyTca nponucHbiMK GykBamu, OT NEBOW rpaHWULbl
nong, nocrne HWX ctaBuTCs ABoeToume. ViHmumanel n hamunum BeiCTynawLwmx nuwyTca 6e3 otctyna or
NeBOro Kpas, nocne HMx ctaBuTcs ABoeTouune. Coaep)kaHne BbICTYMNNEHUA nevataeTcs C OTCTYNOM OT
NEBOro Kpasi Ha LWMPUHY UHULMANOB U baMUnnii BbICTYMNAOLWLNX.

Hymepauusi pelueHuii Mo Kaxgomy BOMPOCY COCTOMT M3 MOPSIAKOBOTO HOMepa Borpoca Mo
MOBECTKe AHA U NoAMyHKTa peLleHus B Npeenax ogHoro Bonpoca.

O6pasel ochopMNeHNs NPOTOKoa NpMBeAeEH B NpuoxeHun 13.

35. lNpoTokon, cocTaBnsiembli OpraHamy rocygapCTBEHHON BracTu U MECTHOro camoynpaBreHus,
odpopMnseTcs Ha rocydapCTBEHHOM f3blke, B CryyasX, MNPeayCMOTPEHHbIX 3aKoHOoO4AaTenbCTBOM
Kbiproiackon  Pecnybnuku, nepeBoguTca Ha oduumanbHbll  93blK.  BbiCTynneHns  y4acTHUKOB,
U3MNOXEHHbIEe He Ha rocy4apCTBEHHOM A3bIKe, MOAMNeXaT NepeBoay Ha rocy4apCTBEHHbIV A3bIK.

MnaBa 4. OpraHusauus pa6oTbl C 4OKYMEHTaMM

§ 1. OpraHusauusa ookymeHToob6opoTa

36. [BwxeHune OOKYMEHTOB B Yy4pexaeHunm C MOMEeHTa WX nonydvyeHua unn co3gaHuna Ao
3aBepLieHna NCNOoJTHEHUA, OTMNMpaBKN U caavyn B ero o6pa3yeT D,OKyMeHTOO60p0T.

I'Ipoxom,u,eHme OOKYMEHTOB B Yy4pexaeHun LOOJDKHO ObITb onepatnBHbiIM W LUeleHanpaBlieHHO
perynmpoBaTtbCA. Cnep,yeT UCKIMIOYNTb WHCTaHUMU NPOXOXOEeHNaA u aenctems c OOKyMEeHTaMu, He
06yCJ'IOBJ'IeHHbIe AenoBoi He0BXOANMOCTbIO.

[okymMeHTbl co3garTcs B ByMaxHOM W/MnU SMEeKTPOHHOM BuAax B COOTBETCTBUM C [lepeyHem
TUMNOBbLIX YNPaBIIEHYECKMX apXMBHbIX [JOKYMEHTOB, obpasylowmxcs B npouecce AeATeNbHOCTU
rocy4apCTBEHHBIX M HEFOCYAAPCTBEHHBIX OpraHv3aunii, C ykasaHMem CPOKOB UX XPaHEHMS!.

Mpu ucnonb3oBaHUM aBTOMATU3NPOBAHHbIX MHAOPMALMOHHBIX TEXHOMOMMIA B CXEeMbl OBMKEHUS
AOKYMEHTOB JOSKHbI ObITb BKIOYEHbI BCE NMYHKTbl MX 06paboTKkM C NOMOLLbI0 KOMMbIOTEPHLIX CPeacTs U
OPrTEXHUKN.

(B pedakyuu nocmaHoeneHuli KabuHema MuHucmpoe KP om 8 anpensi 2022 2oda Ne 207, 11
okmsibpsi 2024 2o0a Ne 614)

37. [JoctaBka [JOKYMEHTOB B YYpeXAEHME OCYLLECTBMSETCA C HapOYHbIM WU CpeacTBamu
NoYTOBOW, PENbABLErEPCKON, Kypbepckon cryx06 nubo nocpegctsom CO[.

C NOMOLLbIO MOYTOBOWM CBA3WN LOCTaBNseTcd NUCbMeHHas KoppecnoHaeHUuna B Buae npocTbiX U
perncTpupyemMblx nucem, noyYTOBbIX KapTO4ek, 6aH,u,epone|7| N MeJlKUX NakKeToB, a TakKkKe nedyaTHble
n3aaHuA.

Mo kaHanam anekTpPUYeCcKon CBA3N HaNpaBnsgaloT: TenerpaMmmel, pakcorpaMmmel, TenegoHorpammsl,
3NEKTPOHHbIE JOKYMEHTbI.

(B pedakuyuu nocmaHoeneHusi KabuHema MuHucmpoe KP om 8 anpensi 2022 2oda Ne 207)

38. ObpaboTka MoCTynawLWwmx B yYpeXOeHMe OOKYMEHTOB Ha GyMakHbIX HOCUTENSX BKIHOYAET:
npveMm, nepBuYHY0O 00paboTKy, perMcTpaumio, npefBapuTeNlbHOE pPacCMOTPEHME, PacCMOTpeHME
PYKOBOACTBOM W HanpasfieHNe UCNOMNHUTENSM C Pe30STIOLNEN.
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Mpvem un nepBudHas ob6bpaboTka [OKYMEHTOB OCYLLECTBAAKTCA paboTHMKaMu  CryXobl
AenonponssoacTea.

Bce koHBepTbl, 3a WCKMIOYEHUMEM FNYHOW KOPPECNOHAEHLINN, BCKpbIBAOTCH, MNpoBepsieTcs
LLeNTOCTHOCTb KOHBEPTOB W HanmuMyune BIIOXEHHbIX B HUX OOKYMEHTOB. [1pn oBGHapyXeHun nospexaeHus,
OTCYTCTBMS LOOKYMEHTOB WNU NPUNOXEHUA K HUM Heobxoaumo coobwmtb 06 3TOM OTnpaBuTento.
KoHBepTbl YHUYTOXAIOTCH, KPOME CryvaeB, Korga TOMbKO MO KOHBEPTY MOXHO YCTaHOBUTb ajpec
OTNpaBUTENS UM BPEMS OTMPABKW M NOMNyYeHUs1 JOKYMEHTA.

OWwnBoYHO JOCTaBMNEHHbIE AOKYMEHTHI MEpPEechIialnTca No NPUHAANEXHOCTM UMM BO3BPALLAKOTCS
oTrnpaBuUTENIO.

lD,OKyMeHTI:\I COPTUPYKOTCA Ha nognexawne pernctpaumm n He noanexaiwimne perncrtpauun.

[okymeHTbl, nognexaiime peructpauuu, perucTpupyrTcs B pPerucTpauMoHHO-KOHTPOMbHON
dopme (aanee - PK®). Ha nony4yeHHOM [OKyMEHTe NPOCTaBnsieTCs PErMCTPaLMOHHbIN LWTamn.

[okymeHTbl, He noanexaline perncrpaumm (peknamHble W3BELLEHMWs, MnnakaTbl, NporpamMmbl
COBeLlaHn, KOHgEepeHUnn, nosgpaBuTeNbHblE MUCbMa WM nNpurnacutTenbHble OwuneTbl, nedaTtHble
n3gaHus), 1 JOKYMEHTbl C MOMETKOW "NMIMYHO" HeNoCpeACTBEHHO NepeaatTcs No Ha3Ha4YEeHUo.

I'Ipep,BapMTeanoe paccMmoTpeHne OOKYMEHTOB nNpoBOAMTCA C Uenblo  pacnpeneneHus
NOCTYNMBLUMX OOKYMEHTOB Ha AOKYMEHThI, Tpe6y+ou.w|e obsas3arenbHoro pacCcMOTpPEHNA PYyKOBOACTBOM U
HanpaBndemMble HenocpeacTBeHHO B CTPYKTYPHbIEe noAapa3geneHna n oTBeTCTBEeHHbIM UCMONTHUTEeNAM.

I'Ipep,BapMTeanoe pacCMOTpeEHNE OcCyllecTBAeTCA UcxXxogda U3 OUEHKUM UX codepXaHuA, Ha
OCHOBaHWKM yCTaHOBJIEHHOIO B y4YpeXaeHnn pacnpeneneHna 00s13aHHOCTEN.

[loKyMeHTbI, aapecoBaHHble PYKOBOACTBY yYpexaeHus, a Takke 0e3 ykazaHuWsi KOHKPETHOro nuua
WNK CTPYKTYPHOro noApasgeneHusi, npefBapuTensHO paccMaTpuBatoTcs B cnyx6e aenonponssoacTea, a
3aTeM HanpaBnsTCA PyKOBOACTBY UNW B NoApasaeneHue.

Bes paccMoTpeHusi pyKOBOACTBOM MepedaloTcss MO HasHaAYeHWo OOKYMEHTbl, afpecOBaHHbIe
HernocpeaCTBEHHO CTPYKTYPHBIM NoApasaeneHusM U OOMKHOCTHBIM NLam.

npe}J,J'IO)KeHVIFl, 3asBNeHnst 1 xanobbl rpaxxgaH nepenarTcd B nogpasaerneHne no pacCMoTpeHuto
nmcem rpaxgaH no pe3onounn pykosoacTtea.

lD,OKyMeHTbI OOJDKHbI NepefaBaTtbCA PyKOBOACTBY UMM HENOCpenCTBEHHbIM UCMNONTHUTENAM B [E€Hb
MX NOCTYNIEeHUA.

PaccmoTpeHHble pykoBOACTBOM OOKYMEHTbl BO3BpalualTca B crnyxby genonpoussoacTsa, rae B
PK® BHOCUTCS copepxaHme pe3oniounu.

,D,OKyMeHT nepegaeTcda Ha UcnosfiHeHme B COOTBeTCTBUU C pesomou,meﬁ.

MoanuHHKK LOOKYMEeHTa, KOTOprVl NCMOJTHAETCA HECKOJIbKUMU CTPYKTYPHbIMU nogpasaerieHnAaAMu,
nony4yaet OTBETCTBEHHbIA UCNOSIHUTEMb, OCTalNlbHbIM COUCMNOSTHUTENSM nepegarTcAa Konuu.

39. MocTynuBluMe Tenerpammbl NPUHUMAaKOTCS NOA MOAMWUCH, C MPOCTaBMeHeM AaTbl U BpeMeHU
npuema, perucTpupytoTcs, a 3aTeM nepeaarTcs Ha PacCMOTPEHME PYKOBOACTBY U UCMOMNHEHME.

TekcT  noctynuelien  TenedoHorpaMmmbl  3anucbiBaeTCcs (meyataetcst)  mony4aTenem,
perncTpupyeTcsa n onepaTMBHO NepefaeTcsa pykoBOAMTENIO, KOTOPOMY OHa afpecoBaHa.

HOCTan/IBLUVIe (baKCOFpaMMbI PEerncTpupyrTca, nepenaroTcd agpecatam nog nognncb B AeHb UX
npunema, CpoYHble - HemealrieHHO. nOCTyFIVIBLIJI/Iﬁ BCnen 3a (baKCOFpaMMOIZ NOANMMHHUK OOKyMeHTa
HanpaBndaeTcAa B COOTBETCTBYHOLWEee nogpasaerieHne - UCNoJTHUTenb.

,D,OKyMeHTbI B QJJIEKTPOHHOM BuUAEe TaKkKe noanexart 06p860TKeZ npuemy, perumcrtpauuu,
npeaBaputeribHoOMy pacCMOTPEeHUD, PacCMOTPEHUK PYKOBOACTBOM U OOCTaBNAKTCA WUCMONHUTENAM.
I'Ipanma npunema, o6pa60T|<|/| n pacnpepneneHna OOKYMEHTOB B O3JIEKTPOHHOM BuAe onpenendrTcd
I/IHCprKLI,VIeIZ no Aenonpoun3BoacTBYy ydpexXneHud, ¢ yd4eToM pacnpeneneHud 0bsi3aHHOCTEN, a Takke
(byHKLI,VIOHI/IpyPOIJJ,I/IX B HEM TeXHNUYECKMX U NporpaMmmMHbIX CpeacTB.

40. O6paboTka MCXOAAWMUX OOKYMEHTOB OCYLLECTBNAETCS Cnyxboi aenonpovs3sBoAcTsa.
J[lokyMeHTbI, OTrnpaBnsemMble y4pexaeHneM, nepeaarTcs NoYTOBOM U SNEKTPUYECKON CBA3bID, a Takke
[OCTaBMATCA KypbepOoM.
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C nomoLLbIO CPeACTB ANEKTPUYECKON CBA3M OCYLLECTBNSAETCS nepefada tenerpamm, akcorpamm,
TenedgoHorpaMM, 3MEKTPOHHbIX OOKYMEHTOB. Buabl AOKYMEHTOB, KOTOpble nepegarTcs Mo KaHanam
3MNEKTPOHHOW CBSI3N, HEOBXOAMMOCTb M MOPSAOK AOCHITKM X BYMaXHOro opurMHana agpecary, nopsaok
OTMPaBKN OMNPEOENsTCA WHCTPYKUMEN NO Oenonpou3BOACTBY yypexaeHusa. dakcorpaMmmbl  Ha
WHOCTPaHHbIX fA3blkax OTMPaBMAKTCA NPW HanNUuMn nepesBoa, 3aBEPEHHOro JULOM, NOAMNMCaBLLMM
dakcorpammy.

,D,OKyMeHTbI, npegHa3HavYeHHble And OoTnpaBKK, AOOJTKHbI OblTb MOSTHOCTLIO O(*)OpMJ'IeHHbIMVI,
noanncCaHHbIMN N 3aperncTpnpoBaHHbIMU. HenpaBMano OQ)OpMJ'IEHHbIe AOOKYMEHTbI noaneXat Bo3Bpaty
NCNOJTHUTETTIO Ha p,opa60TKy. ﬂ,OKyMEHTbI npencraBnArTCA necnonHnuTenaAMin B Cny>|<6y
genonponssoacTtBa, C yKasaHMEM MOYTOBOro agpeca, Homepa TeJ'Ie(bOHa, QNIEKTPOHHOIo agpeca nnn co
CMMNCKOM Ha pPaccChblJIKy.

Ons OOKYMEHTOB, Harnpas/iAeMbIX NOCTOAHHbIM agpecaTtaM, NCNOJIb3YKOTCA KOHBEPTbI C agpecamu,
Hane4vyaTtaHHbIMW TVII'IOI'paCbCKVIM cnocobom mnu cpeacrtBamMm onepatmnBHONO pasMHOXEeHUA. ﬂ,OKyMeHTbI,
oTnpaBnaemMble ogHOBpeMEeHHO B OAWH aapec, BKNnaabiBaloTCA B OONH KOHBEPT.

[loKyMeHTbl foMmkHbI 0bpabaTbiBaTbCA M OTNPABNSATLCA B A€Hb WX MOAMNWCAHWUA UNN HE No3aHee
cnepytoulero paboyero OHsi, CPOYHbIE JOKYMEHTbI - HEMeANEHHO. [JOKYMEHTbI, HanpaBnsemble MECTHbIM
agpecaTtaM, pasHOCATCS KypbepoM W BpyyaroTcs nog noanuck B pa3HOCHOW kKHUre (Mpurnoxexue 14) nnu
HanpasnsitoTca noyton. OTnpaBnsiemMasl NOYTOW KOPPECMNOHAEHLUUS BHOCUTCS B PEECTp OTMpaBMeHHbIX
AOKYMEHTOB (npunoxeHue 15).

41. lepepava [OKYMEHTOB BHYTPW Yy4YpexgeHus Ha aTanax MX NoAroToBkM U odhopmneHus
opraHu3yeTcsi B COOTBETCTBUM C OOWUM MOPSAKOM OBpalleHNss UCXOAALMX, a Ha 3Tane WMCMNOMHEeHns
(Mcnonb3oBaHKs) - BXOAALUMX AOKYMEHTOB.

npOGKTbI pacnopaguTenbHbIX OOKYMEHTOB, nMNoclie noarotoBkn W cornacoBaHnA UX C
3anHTepecoBaHHbIMKU noapas3geneHnaMmmn 1 AOJDKHOCTHbIMK - NnuaMu, nepegarTcda B CJ'Iy)K6y
aenonpon3eoacTtBa, KOTopasa OCyLEeCTBNAET KOHTPO b 3a HaaneXxawmum nx O¢)OpMJ’IeHVIeM.

OdopMrieHHble AOKYMEHTHI NMepedaloTcss Ha MOANUCb PYKOBOACTBY B COOTBETCTBUM C MPaBOM
noanucu OOKYMEHTOB U pacnpefeneHuem obssaHHocTeir. [locre  noanucaHus  OOKYMEHT
perucTpupyoTcs.

PaaMHOXeHHble 9K3eMnnapbl noanncaHHbIX pykoBoanTendamm n 3aperncTpmnpoBaHHbIX
pacnopagnuTenibHbIX  OOKYMEHTOB B obsizaTenbHOM nopsagke  paccbiialotcA B CTPYKTYPHbIE
nogpasgerieHnd, B Be4eHUN KOTOPbIX HaxoaATCA pacCMaTpmuBaeMble BOMPOCHI.

np0TOKOJ'IbI, cogepxalime nopydeHuda otaesibHbiIM AOOJTKHOCTHBIM NuaM nnun nogpasgerieHnAam
yypexaeHua, nepenaroTcda agpecartam B BUAe Pa3dMHOXEHHbIX 3K3eMMiAapoB Ui BbINMUCOK U3 NMPOTOKOIAa.

JoknagHble (cnyxebHble) 3anvMckym Ha MMS PYKOBOAUTENS YYPEXOEHUS WM CTPYKTYPHOro
nogpasfeneHns, cnpaskuM, CBOOKM W [pyrMe BHYTPEHHWE [OKYMEHThbl onepaTMBHOro Xapakrepa
paccMaTpuBalOTCs OOIMKHOCTHBIM NULLOM, KOTOPOMY OHW HanpasneHbl, nocre 4Yero B obuem nopsiake
nepepawTcs AN WCMNOMHEHWs (MCMONb30BaHWs) B COOTBETCTBYIOLUME CTPYKTYpHble MoApasfeneHus
nmbo nomeLLatoTcs B COOTBETCTRYHOLLEE AENO.

42. Pabota ucnonHuTtenen ¢ goKkymMeHTaMu npegycmartpuBaet: coop n o6paboTky Heobxoanmonm
nHcopmaLmmn, NOArOTOBKY MpOeKkTa AOKYMEHTa, ero oopMrieHne, cornacoBaHuwe, npeacTaBlieHne Ha
nognucaHve  (yTBepXOeHWe) PYKOBOACTBY  YYPEXKAEHUS WM PYKOBOOWUTENSAM  CTPYKTYPHbIX
rnoapasaeneHuii, NOAroToBKY K HanpaBreHuo agpecary.

WcnonHnTens onpepensieT HeoGXOAMMOE KONMMYECTBO SK3EeMMMSAPOB [OKyMeHTa, nepeaaet
[AOKYMEHT Ha TUpaxupoBaHue. Ha OOKyMeHT, pacchinaemMblii 6onee YeM B YeThbipe agpeca, UCMOMHUTENb
rOTOBUT yKasaTterb Ha PacChbIrKy.

§ 2. Peructpauus oOKyMeHTOB

43. Peructpaumsi LOKYMEHTOB - 3anMuCb YYeTHbIX AaHHbLIX O JOKYMEHTE Mo YCTaHOBMEHHON dopme,
dvkempytowas akT ero co3gaHusi, OTNPaBeHUs! UMK NMOSNyYeHUst.

PeFI/ICTpaLI,I/II/I noanexar BCe OOKYMEHTbl, cO3daBaeMble BHYTPU y4dpexXOeHUdA, HanpaBndeMble B
apyrne yudpexgeHuna n noctynawwimne OT BblWeCTOoALNX, NoABeAOMCTBEHHbLIX U OPYIUX yqpe>|<,u,eHM|?1, a
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TakXe YacCTHbIX UL, KOTopble Tpe6y10T ydyeTa, UCMNOJIHEHNUA U UCNOJNb30BaHNA B CNpaBOYHbIX Uendx.
,D,OKyMeHTbI perncTpnpyroTcAa He3saBnCcMMo OT cnocoba nx JocTaBkM, nepegaydn nnn co3gaHuA.

Kaxabll OOKYMEHT [OSKEH PerMcTpupoBaTbCs B OAHHOM ydvpexaeHuu oauH pas. Bxopgswme
LOKYMEHTbI PEFMCTPUPYIOTCS B A€Hb NOCTYNINEHMUS, UCXOASILUME U BHYTPEHHME - B A€Hb NOANUCAHNS.

Mpv nepepave 3aperncTPUpPOBaHHOIO [OKYMEHTA W3 OAHOMO CTPYKTYPHOro noapasgeneHus B
ApYroe, OH NOBTOPHO HE PErUCTPUpYeTCsi, ero AarnbHeNLee ABMKEHNE OTpaXKaeTCsl B PerncTpaLMoHHbIX
dopmax.

PeI'VICTpaLI,I/IFI NnocTynarwnx n co3gaBaemMblX JOKYMEHTOB NMpOBOANTCA LEHTPalIM30BaHHO.

PernctpaumoHHbIn HOMEp [AOKYMeHTa COCTOUT W3 MOPSIAKOBOrO HOMEpa, KOTOPbIA MOXET
OOMOMHATLCA MHAEKCOM CTPYKTYPHOro noApasgeneHvsi, MHOEKCOM pAdena no HOMEeHKnatype Aaen.
CocTaBHble YacTu perMcTpauuoHHOro HoMepa oTAENSATCA ApYr OT Apyra kocoun vyepTton. Hanpumep: 05-
2/250, rpe: 05 - uHOEKc CTpyKTypHOro nogpasfeneHusi, 2 - HoMep Adena no HoMmeHknatype, 250 -
NnopsigKOBbIA HOMEpP AOKYMEHTA.

44. [na co3gaHUsa MOUCKOBbIX CUCTEM W  OOCTMXKEHUS WH(OPMALUMOHHON COBMECTMMOCTH
pPerncTpaumMoHHbIX OaHHbIX YCTaHABMMBAETCHA CrNeayrLMii COCTaB OCHOBHbIX PEKBU3UTOB pPerMcTpauum:
HaMMEHOBaHME YYpexaeHus, HavMeHOBaHWe BuAa [OKyMEHTa, [aTa U pPerncTpauuoHHbIN HOMEp
OOKYMEHTa, faTta MNOCTYMNfeHs WM WHOEKC, 3arofioBOK K TEKCTy (KpaTkoe COoAepXaHue [OKYMEHTa),
pesoniouuns (MCMONHUTENb, COAEpXaHuMe MNOpyyvYeHusi, aBTop, [AaTta), CPOK WCMOMHEHUS [OKYMEHTa,
oTMeTKa 06 MCMOSTHEHMN JOKYMEHTA U HanpaBreHun ero B Aero.

CocTaB OCHOBHbIX PEKBM3UTOB perMctpauum B 3aBMCUMOCTU OT Xapaktepa AOKYMeHTa M 3ajad
UCNOMb30BaHUA  MHOPMALMM  MOXET  OOMNONMHATbCS  APYIMMW  PEKBU3UTAMW:  BHYTPEHHEN
nepeagpecaumenn [OOKYMEHTOB MO WCMONHUTENSM, KOAOM MO TemaTudeckoMy Knaccudukatopy,
KINHOYEBBLIMX CNOBaMW, KONMYECTBOM JINCTOB [OOKYMEHTa, HanuMuMem MNpUoXeHUn, HanMeHoBaHWEM
OOIMKHOCTU nnua, NOCTaBMBLUErO AOKYMEHT Ha KOHTPOSb, MPOMEXYTOYHbIMU CPOKaMWU MCMONHEHUS,
NepeHOCOM CPOKOB UCMOMHEHUSI, COOKOM XPaHEeHMs1 JOKYMEHTa, CTaTycoOM JOKyMeHTa (NMpOoeKT, Bepcust),
BMOOM nepefayun OKyMeHTa (ModTon, hakcoM, SNEKTPOHHOW MOYTON).

45. PerucrpaunoHHO-KOHTPONbHbIe (hopMbl MOAPAa3denstoTCA Ha KypHalbHble, KapTO4Hble U
3NEeKTPOHHbIE.

KypHanbHaa copmMa peructpauum BXOOALWMX, MWCXOOALMX W BHYTPEHHUX [OOKYMEHTOB
nucnonb3yetTcsd B yypexaeHusax ¢ HebonbwuM JoKymeHToobopoToM. [lpu KypHanbHOM cucteme
peructpaumm nocTynawLwme [OOKYMEHTbl pPErucTpypyloTCa B JKypHane peructpauumn  Bxogsiuen
KoppecnoHAeHUMM (NpunoxeHue 16), oTnpaensieMble JOKYMEHThI - B XXypHane perncrpauumn CXoasLuen
KoppecnoHaeHUmm (npunoxeHue 17).

Mpu noctynneHunm 6Gonbworo obbema HOPMaTUBHbLIX W pacnopsaguTenbHbiX OOKYMEHTOB U3
Annapata [lpe3sugeHta Kbipreidcko Pecnybnukun, Xoropky Kenewa Kbipreisckor Pecnybnukun u
MpaButenoctBa Kbiproidckon Pecnybnukn gna wx peructpauuu, npu HeobxoaMMmocTu, 3aBoauTCs
OTAENbHbIN XypHan.

Mpn kapToyHOW dhopme perncTpaumm [OOKYMEHTOB MpUMEHseTcs eamHas peructpauyoHHO-
KOHTpoOnbHas kaptoyka (gaanee - PKK) yctaHoBneHHon dopmbl (npunoxeHne 18). OHa 3anonHseTcs B
ABYX 9K3emnnsipax, OAMH 3K3eMnnsp nepegaeTca BMeCTe€ C AOKYMEHTOM MWCMOMHWTEN, BTOpPON -
ocTaeTcs B cnyxbe genonponssoacTaa.

KaneHgapHas LWkana KapToukM AOMKHA UCMOSb30BaThCs OS1 KOHTPOMS 3a CPOKaMW UCMOMHEHUs
AokyMeHTa. [lata, K KOTOpon [ormkeH ObiTb WCMOMHEeH OOKYMEHT, o6BoauTcs Mnv oTMedaeTcs. [ata
WCMONTHEHNS YCTaHaBNMBAeTCA Ha OCHOBAHWM HOPMAaTUBHbLIX AOKYMEHTOB, TeKCTa [AOKYMEeHTa Wiu
pes3onouun pykoBoanTENS.

B rpacbe "koppecnoHAeHT" - yka3blBaeTCsl HAaMMEHOBaHWE yUpexaeHus, oTkyaa NocTynun unun Kkyaa
HanpaenseTcs OOKYMeHT. [pu 3anonHeHun 3Ton rpadpbl ynoTpebnsawTca oOWwenpuHSTbIE COKpaLLeHUst
UITN UHOEKCbI 3TUX YUYPEXOEHWNNA.

B rpadpe "[data noctynneHns n nHAEKC JOKyMeHTa" - oTMevaeTcs aaTta NocTynneHns JOKyMeHTa U
WHAOEKC, KOTOPbIN eMy NpucBarBaeTCs B yUPEXAEHMU, B KOTOPOE OH NOCTYMUI.

B rpacbe "[aTta n nHaekc AOKyMeHTa" NpOCTaBNAKTCA JaTa OOKYMEHTa M MHOEKC, NPUCBOEHHbIN
yupexaeHuem - aBTopom JOKYyMEHTa.
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B rpade "Kpatkoe copepkaHue" ykasbiBaeTCs BWA OOKYMEHTa, ero 3arofioBOK MMu KpaTkoe
coaepxaHue.

B rpady "Pesonoums unu KoMy HanpaeneH OOKYMEHT" NepeHoCUTCH pe3oniouus pykoBoauTens
yupexaeHus, ¢ ykazaHMeM ee aBTopa, AaTbl U UCNONHUTENS.

B rpacge "OTmeTka 00 MCNONMHEHUM OOKYMEHTA" OTpaXkalTCsl pelleHue Bompoca Mo CyLlecTBy,
AaTta n MHOEeKC oTBeTa Ha AOKyMeHT. Ecnn He TpebyeTcsa cocTaBneHus NMCbMEHHOro OTBeTa, AenaeTcs
KOHKpEeTHasi 3anncb 0 TOM, KOraa, KeM U Kak peLleH BOMpocC, NOCTaBNEHHbIN B MHULIMATUBHOM JOKYMEHTE.

I'IpM MCcnonHeHnn pacnopaanTesribHbiX AOKYMEHTOB BbILLECTOALNX yqpe>+<p,eHV|l7| CTaBUTCA HOMEpP U
Aarta NpUHATOro pacnopAaanTeribHoOro AOKyMeHTa BO UCNoJIHEHUE NOCTyNUBLLETO.

B rpadpe "KoHTponbHble OTMETKU" hUKCUPYeTCA OTMEeTKa O KOHTpOne 3a cpokamu MCMOMHEeHUs
OOKYMEHTOB. 3anucy A0MMKHbI coaepKaTbh AaTy NPOBEPKM U KOHKPETHbIE NPUYMHBI 3a4€PXKKU UCTNOMNHEHMS
AOKyMeHTOB. ['padha ncnonb3dyercd Takke AN 3anucen, OTpaxatoLwmx ABUKEHNE JOKYMEHTa.

B QNEKTPOHHbIX KapTOTeKaX UCNOJb3YKTCA T€ Xe PEKBU3UTbI, YTO U B TPaANLUNOHHbIX. nOpﬂﬂOK nXx
BeJeHua onpeaendeTca nporpaMmMHbIM obecneyeHnem.

B HoBOM KanmeHAapHOM rofy perucrpaums JOKyMeHTOB HaunHaeTtcs ¢ Ne 1. Mpu peopraHu3aumn
yypexXgeHuss UnM U3MeHeHUM HauMeHOBaHWUU YYpeXOeHUs B TeyeHue roga, A0 YTBepXOEHUS HOBOW
HOMeHKNaTypbl Aer, permctpaums nopsgkoBoro HoMepa AOoKymMeHTa HadvHaeTtcs ¢ Ne 1, Ho 6e3 nHaekca
CTPYKTYPHOrO MoApasdeneHus W WHAeKca fena WAM XypHana no HomeHknaTtype pgen. [locne
YTBEPXKAEHUS MHAEKCaUMM CTPYKTYPHbIX noapasgeneHun U HOBOW HOMEHKNaTypbl Aen, nopsgKkoBbin
HOMep NpoAorKaeTcsa U AOMONHAETCA MHAEKCOM CTPYKTYPHOrO nogpasfaeneHuns, MHOEKCOM Aena unu
XypHara rno HOBOW yTBepXAEeHHON HOMEHKNnaType gen.

§ 3. Opraﬂusauvm KOHTpPOJIA UCNOJIHEHUA AOKYMEeHTOB

46. OpraHun3auus KOHTPONSA UCNONHEHNST AOKYMEHTOB OIMKHA obecnevnBaTb UX CBOEBPEMEHHOE U
KayeCTBEHHOE ucnonHeHne. KOHTponb MCNOMHEHUS OOKYMEHTOB BKIHOYMAET MOCTAHOBKY AOKYMEHTa Ha
KOHTPOMb, perynMpoBaHne Xoda WCMOMHEHUS, CHATME WCMOSIHEHHONO [AOKYMEHTA C KOHTPOJs,
HanpaBreHNne WUCMNOSIHEHHOro AOKYMEeHTa B Aeno, y4yeT, 0bobleHne u aHanus xoga M pesynbTaTtoB
WCMNOSTHEHWUS AOKYMEHTOB, MUHPOPMUPOBAHNE PYKOBOAMTENEN O COCTOSIHUN UCMOMNHEHUS LOKYMEHTOB.

KOHTpOnb  MCMONHEHUs  OCYLUECTBMSETCA  OMNpeferieHHbIM  MMUOM  WAW  CTPYKTYPHbIM
nogpasgeneHmem.

KOHTpOJ'Ib NCMNOJIHEHNA OOKYMEHTOB CTPOUTCA Ha base perncTpaunoHHbIX AaHHbIX U MpOBOAUTCA C
NMOMOLLIbIO TPaAULUMOHHBIX KAPTOTEK UMM aBTOMaTU3NPOBAHHbIX 0a3 gaHHbIX.

TpaﬂVILI,I/IOHHaﬂ KOHTPOJIbHaA KapToTeKa CUCTEMAaTU3NPYETCA MO CPOKaM UCNOJIHEHNA OOKYMEHTOB,
Nno UCNONMHUTENAM, rpynnam OOKYMEHTOB.

47. KOHTpOMo UCMONHEeHMs noanexart Haumbonee BaXHble BXOAsLLME, UCXOAsLME U BHYTPEHHUE
OOKYMEHThI, Tpebylolne NpUHATUS onpeneneHHbIX PEeLUeHUR, WCMNOSMIHEHUSI U COCTaBNEHMSI Ha HUX
OTBETOB.

ObGsasaTtenbHOMYy KOHTPOMIO noanexaTt [AOKyMeHTbl, mocTynuBwwve wu3 Annapata [lpe3ngeHTta
Keipreiackon Pecnybnuku, >Koropky KeHewa Kbipreidckon Pecny6nvku m lNMpaButensctBa Kbeiprbiackomn
Pecny6nuku.

48. [JOKyMeHTbl UCMOSMHATCA K CPOKY, NPeAyCMOTPEHHOMY HOPMAaTWMBHbLIMW LOKYMeHTaMu nubo
yKa3aHHOMY B TeKCTe [OKYMeHTa WM B pesonioumn pykoBoauTens ydpexaeHus. Cpok MCNOnHeHus
BXOAALUMX [OOKYMEHTOB, MOCTYNUBLUMX W3 MWHWUCTEPCTB, KOMWUTETOB, aAMWHUCTPATUBHbLIX BEOOMCTB,
yypexgeHun, oT Apyrux ropuaundeckmx nuy, - 14 pabounx gHen, ecrnim B CaMOM AOKYMEHTE WUIu
pesornouun pyKoBOACTBA He yKa3aH MHOW CPOK UCTIONHEHUS.

[OKyMEeHThI, CBsi3aHHble C OOpalleHUsIMU TpaxdaH, WCMOMHATCA B CPOKW, NPedyCMOTPEHHbIE
NYHKTOM 52 HacTosLen TUNOBOW MHCTPYKLMK.

[lokyMeHTbl MO BONpocam O AOCTyrne K MHopMau MK, Haxoasencs B BeAeHUN rocyaapCTBEeHHbIX
OpraHoB M OpPraHoOB MECTHOrO CaMOYMNpPaBIieHNs!, UCMIONMHAIOTCS B TEYEHUE ABYXHELENbHOIo cpoka.

CpOoKM UCMOSTHEHUSI UCYUCTISIIOTCSA C AaTbl NoAnucaHns (YTBepXKAEeHNs1) JOKYMEHTa, a NOCTYNUBLLMX
U3 OPYrUX YYPEXOAEHWIA - C AaTbl UX MOCTYMIEHWS.
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I'Ipo,u,neHme CPOKOB UCNOJNMHEHNA OOKYMEHTOB NpOu3BOAUTCA MO YKa3aHUKo pykoBOAUTENA UM C
paspelieHna yqpemeHMVl - aBTOpPOB, YCTAHOBMBLUUX 3TN CPOKWU. I'Ipop,neHme CpOKa WCMNOJIHEHNA
OOKyMeHTa OCbOpMJ'IHeTCFI A0 ncteyvyeHnd yctaHoBJ1IEHHOIo CcpokKa.

49. TlocTaHoBKa AOKYMEHTOB Ha KOHTPOMb COCTOMT U3 BbISIBMIEHUS OOKYMEHTOB, TpeObyloLlimnx
KOHTPOMNS 3a CPOKaMy WUCMNOSIHEHWS; 3anOfHEeHUS Ha KOHTponupyembin gokyMeHT komnnekta PKK;
BHeceHust B PKK copepxaHusa pesontouum n nepefayum OKyMEHTa Ha UCMOSTHEHME.

OTmeTKa O KOHTpOre npu KapTOYHOW CUCTEME perncrpaumm nepeHocutes B rpadpy "KOHTpornbHbie
otmeTkn" PKK, npu xXypHanbHON cucteme peructpauum - B rpadpy 7 xypHana "Pesoniouunsa pykoBoacTea
N CPOK UCMONHEeHus".

BepneHve koHTpons BkntoyaeT: BHeceHne B PKK KOHTPOMbHBIX OTMETOK; YCTHOE WU MUCbMEHHOE
HanoMMHaHWe UCMOMHUTENSIM O MPUOMMKEHUN CPOKa OKOHYAHUSA PaboTbl HA4 AOKYMEHTOM; perynsipHoe
WHOPMUPOBaHME pyKOBOAUTENENW O XOAE WCMOMHEHUsT [OOKYMEHTOB W MpUYMHaX 3a0epKek B
WCMNOSTHEHUN; Mepbl N0 06ecnevYeHnto CBOEBPEMEHHOIO UCMOSTHEHMS JOKYMEHTOB.

[IOKyMEHT cuMTaeTCcst UCNOSHEHHBIM MWL TOrAA, KOrAa pelleHbl NocTaBeHHbIE B HEM BONPOCHI U
KOPPECNoHAEHTY AaH OTBET, Mo cywlecTBy. CHATb JOKYMEHT C KOHTPOMS MOXET TO [OSMKHOCTHOE JMLO
(nnm cnyx6a), kKoTopoe NOCTaBMITIO Er0 HA KOHTPOIb.

HaHHble 06 MCMOSIHEHMM OOKYMEHTa WU CHSATUMM C KOHTPOSS OTMEYalTCsi Ha OOKyMeHTe U B
perncTpaumoHHon KapToyke. Ha pokymeHTe odoopmnsieTcs pekBuant "OTmeTka 00 WCNofHEeHUU
AOKyMeHTa M HanpaeneHue ero B geno”, B PKK - "OtmeTtka 06 wucnonHeHun gokymeHTta". PKK u3
KOHTPOJSTbHOW KapTOTEKN NEPEHOCUTCS B CIPABOYHYIO KApPTOTEKY.

50. AHanus WCMOMHUTENbCKOM OUCUMMNMHLI NpedycMaTpuBaeT COCTaBEHUE KONMUYECTBEHHbIX
CBOAOK W CMpaBoOK NO pe3ynbTaTaM KOHTPOSbHOW paboTbl 3a onpedefieHHbIVi NPOMEXKYTOK BPEMEHMU;
nepegadyy [OOKYMEHTOB MO pesynbTaTaM aHanuaa WCMOMHUTENbCKOM AMCLWMIMHBI - PYKOBOACTBY
yypexaeHusi u paspaboTky Mep Mo o6ecneyeHnto UCNONHUTENbCKON ANCUMMIIUHDI.

[daHHble 0 pesynbTatax UCMOSNIHEHUS KOHTPONMPYEMbIX AOKYMEHTOB 0D06LanTCa No COCTOSHMIO
Ha MepBOe YWUCNO KaKAOro mecsua, COCTaBMnSATCA CBOAKM (mpunoxeHue 19) m npeacrtaBnsAlTCcA
PYKOBOACTBY y4pexaeHust.

§ 4. OpraHusauus NOoMCKOBOMN CUCTEMbI NO AOKYMEHTaMm

51. Onga obecneyeHns apdPHEKTUBHOIO MCNONb30OBaHUSA MHOPMaLUN MPU MPUHATUN PELLEHU B
yupexxgeHuax Cco3faloTcsl  MOWCKOBblE CUCTeMbl MO [AOKyMeHTaM. [louckoBble CUCTEMbI  MOryT
co3gaBaTbCs Kak B TPaAWUMOHHOM, Tak M B 3nekTpoHHoMm Buae. OHM gomkHbl obecnedmBaTb NOUCK
WHopMaLnn 0 AesATerNbHOCTUN yUpexXaeH s.

OCHOBOW MOCTPOEHNSA MOUCKOBBLIX CUCTEM SIBMSIETCA perncrpaums AokymeHToB. VHdopmauus o
[OKYMEHTax, MoryyYeHHas npyu Ux perncrpaumm, nocTynaeT B NMOMCKOBYK CUCTEMY, KOTOpas BKMHOYaET B
cebs KapToTekn 1 KnaccurKaLMOHHbIE CNIPABOYHUKU.

Mpun TpaguUMOHHOW KAapTOYHOW perncTpaunn neyvartaetcsa Heobxoammoe konmyecteo PKK, koTopble
MOryT COCTaBMsATb CrieayllMe KapTOTEKU: CrpaBOYHble (MO KOpPPECNOoHAEHTaM, BuAaM [OOKYMEHTOB,
aBTOpaM [OKYMEHTOB), KOHTPOJIbHO-CMpaBOYHble, KOAMGUKALMOHHbIE, MO OOpalleHnsM rpaxaaH,
andaBuTHbIE U apyrue, B 3aBUCUMOCTM OT 3agay noucka nHdopmaumm.

PeFI/ICTpaLI,I/IOHHO-KOHTpOJ'IbHaFl KapToTeka pAJennutcaA Ha [OBe 4acTu. Ha HEeWUCnoJIHEeHHble U
UCMOJIHEHHbIE OOKYMEHTbI. I'IepBaﬂ HYacCTb KapTOTEKU CIyXUT ONA NMOUCKa OOKYMEHTOB B Mnpouecce nx
NCMNOJIHEeHNA, BTOpad 4acTb - A5d NOUCKa UCMOJTHEHHbIX JOKYMEHTOB.

KapToTeka no npeanoxeHusiM, 3asiBNeHUsM 1 xanobam rpaxaaH BeAeTCs OTAENbHO, KapTOYku B
HeW pacnonaratoTcs no andasuTty damunmi 3asasuUTenen.

B aBTOMaTM3upoBaHHbIX 6a3ax [AaHHbIX MOMCK KOHKPETHOTO AOKYMEHTa OCyLIeCTBNsieTcs Mo
peKkBM3MTaM WM MO KOHTEKCTY (no nobomy croBy nnv gpase, CoOAepKaliMMCsi B UICKOMOM OOKYMEHTE).
[MouckoBbIV 3anpoc MOXeT coaepaTtb Noby0 KOMOUHALIMIO PEKBU3UTOB U 3NIEMEHTOB TEKCTA.

OdbekTnBHOCTL  paboThI MOWCKOBOM  CUCTEMbI  JOCTUraeTcs nyTem pa3paboTku
KnaccuuKaLMOHHbIX  CMPaBOYHMKOB:  Krnaccudukatopa BOMPOCOB AEATENbHOCTU  yypexaeHus,
Knaccudukatopa BMAOB  OOKYMEHTOB, KraccudgukaTopa  KOpPPECNOHOEHTOB,  KraccudumkaTopa
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pesomou,mﬁ, KJ'IaCCM(bMKaTOpa ucnonHutenen, KnaccmchKaTopa pe3ynbTaTtoB NCNOJIHEHNA OOKYMEHTOB,
HOMEHKNaTypbl gern.

MoMUMO MepeyncrieHHbIX B KOHKPETHOW MOMCKOBOW CUCTEME MOryT WCMONb30BaTbCa U Apyrve
KnaccmdukaTopbl B 3aBUCMMOCTM OT NoTpebHOCTel BBOAA Y NOMCKA OKYMEHTOB 1 MHGOpMaLuu.

§ 5. YueT n paccmoTpeHune obpalueHun rpaxaaH

52. Tlopsgok paboTbl € obOpalleHusMM TpaxaaH ycTaHaBnmBaeTcs 3akoHOM  Kbiprbi3ckom
Pecny6nuku "O nopsiake paccMoTpeHus obpalleHui rpaxaan”.

Mpvem, perncTpauusi, KOHTPONb 33 WCMOSIHEHMEM OOpalleHWin rpaxaaH B yypexaeHuu
OCYLLECTB/IATCS Ha3HAYEHHbIM OTBETCTBEHHbLIM FIULIOM.

O6palueHns rpaxxgaH perMcTpupyroTest B XKypHanbHbIX (MpunoxeHue 20), kapTouHbIX (MpUnoxeHne
21) NnNn 3NeKTPOHHbIX PErMcTpaLnoHHbIX opMax.

Mpn pernctpaumn obpalleHWn Ha HWX MPOCTaBMAAETCS PEerucTPauMOHHBIN LWITaMmn, B KOTOPOM
yKasblBaeTCA pPerncTpaumoHHbIi HOMEp, COCTOSAWMWA K3 nepBon OykBbl  amunum  3asBuTend,
nopsigKOBOro HomMepa u AaTtbl NOCTYMNEHNS.

53. B cnyyae ecnu pellieHe NocTaBneHHbIX B 0bpallieHn BONpoCOB OTHOCUTCS K KOMMNEeTEeHLUn
HECKONMbKUX YUYpeXaeHWUid, OHO JOIMKHO ObiTb HanpaBneHO B COOTBETCTBYIOLLME YYpEeXaeHUs B TeyeHue
NATU paboynx OHEN Co AHSA perncTpaLuun.

B cnyyae ecnu pelueHue MoCTaBNEHHbIX B OGpalleHWM BOMPOCOB OTHOCUTCS K KOMMETEHLWM
APYroro yypexaeHusi, opurmHan obpalleHusl OorkeH ObiTb HanpaBlieH B TO y4YpexaeHue, KOTopoe B
nocneayowiemM 6ygeT paccMaTpuBaTh HanpasneHHoe obpalleHue.

Konusi conpoBoaMTENbHOIO MUMCbMa HanpasnsieTcsa 3asBUTEnNto, a Npu NUYHOM MpuemMe emy
pa3bsAcHAEeTCA, Kyaa cnegyet obpatutbes.

Hanpaensatb xanobbl rpaxgaH Ha pacCMOTPEHWe PYKOBOAUTENEN yuYpexaeHun, Ha KOTOPbIX OHU
xanyloTcs, 3anpeLleHo.

54. TucbMeHHOe (aneKkTpoHHOe) obpalleHne, NMOCTyNMBLUEE B FOCYAAPCTBEHHbLIA OpraH, oprad
MECTHOrO CaMOyMpaBfeHuss WM [OOfMKHOCTHOMY §vMuy B COOTBETCTBMM C  UX KOMMETEHUMEN,
paccmaTpuBaeTca B TedeHue 14 paboumx OHEN CO OHA perncTpauuu nUCbMEHHOrO (3N1EKTPOHHOIO)
obpaLleHus.

B cnyyasx ecnu pgna  paspelleHus obpalleHus rpaxgaHuHa Heobxoaumo npoBedeHue
cneumanbHON NPOBEpPKM (dKCMepTusbl), MCTpeboBaHWe AOMOMHUTENMbHbLIX MaTepuanoB NMbo MNpuHATVE
APYr1X Mep, CPOKM paspeLleHnst kanob mMoryT ObiTe B NOpsSAKe UCKIIOYEHUs: NpoaneHbl, HO He Bonee Yyem
Ha 30 kaneHaapHbIX gHel. PelweHne 06 3TOM NpUHMMaeTcs pykoBoAWTENEeM rocy4apCTBEHHOro opraHa
nnn opraHa MecTHOro camoynpasiieHna, OOJTKHOCTHbIM JTMLLOM nuoéo YNONMHOMOYEHHbIM Ha TO NTMUOM U
coobLaeTcs 3asaBMTeNO0 B MMCbMEHHON (3NEKTPOHHOW) dhopme.

PaCCMOTpeHI/Ie o6pau.|,eHV||7| rpaxgaH c4HntTaeTcd 3aKOH4YeHHbIM, Korga paspelleHbl NnocTtaBlieHHbIe
B HWX BOMNPOCHI ” 06 aToM cooblieHo 3asBuTento. B peFMCTpaLI,VIOHHO-KOHTpOJ'IbHOVI (bopme aenaetcd
oTMeTka 06 NCMNOMNHEHUMN.

[daHHble O pe3ynbTatax WCMONHeHMs obpalleHunid rpaxgaH obobuialoTcss Ha MepBOe YUCNOo
KaXkgoro MecsiLia 1 AoknaabiBaloTCa pyKOBOACTBY (NpunoxeHune 22).

§ 6. CoctaBneHne HOMeHKNaTypbl aen

55. HomeHknaTypa gen - 970 CUCTEMATU3UPOBAHHLIN NepedYeHb 3arofiloBKOB Aen, 3aBOAUMbIX B
ydypexneHun, ¢ yka3aHmemM CpoKoB NUX XpPaHEeHUA.

HomeHknaTypa pnen npegHasHadeHa ANs rPYnnMpoBKM WCMOSHEHHbLIX [OKYMEHTOB B [Aena,
cuctemMaTmMsauuMm K yvyeTa fern, OnpedeneHus CPoKOB MX XPaHEeHUs W ABMASeTCA OCHOBOW Ans
COCTaBMeHns onucen aen NoCTOSAHHOIO XpaHeHUs, BpeMEHHOro xpaHeHus (cebiwe 10 neT), a Takke Ans
yyeTta gen spemeHHoro (4o 10 neT BKNOYNTENBHO) XpaHEHNS.

56. Paznuyatotcs Tpu BAa HOMEHKNnaTyp Aen: TunoBad, NnpuMepHaa u nHameungyarnbHas.
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TunoBasi HOMeHKNaTypa Aen cocTaBnAeTcs AN OOHOPOAHLIX MO XapakTepy OeATenbHOCTU U
CTPYKTYpe yupexaeHuit. OHa ycTaHaBnMBaeT TUMOBOMW COCTaB, €AMHYI MHAEKCauuio Oen B oTpacniu u
ABnsieTca 06s13aTeNnbHbIM JOKYMEHTOM.

MpumepHas HoOMeHKnaTypa [Oen YyCTaHaBnMBaeT MPUMEPHLIA COCTaB Aen Ans yYpeXxaeHun,
OOHOPOAHbIX MO XapakTepy AesTeNbHOCTW, HO pasHbiX MO CTPYKTYpe, U HOCUT peKkoMeHOAaTemnbHbIN
xapakrep.

|/|H,EI,I/IBI/I,EI,yaJ'IbHaF| HOMEHKNnaTypa gen ydypexageHua CoOCTOUT U3 nepedHsa HanMeHOBaHWI Bcex gern,
(bOpMI/IpyeMbIX B Aenonpoun3BoacTBe KOHKPETHOro yupexXneHud, ¢ yka3aHmemM CpOKOB NUX XpaHEeHNA.

57. CocTaBneHWio HOMEHKNaTypbl [Oen NpeawecTByeT W3yyYeHWe COoCTaBa, CodepXaHus W
KoNMyecTBa [OKYMEHTOB, OOpasylolMXcs B OeATESNIbHOCTM yypexaeHus. Mpyu 3ToOM WCMomnb3yTCs:
nonoxeHust (yctaebl) 06 YyYpeXXOeHUM U ero CTPYKTYPHbIX MnodpasferieHusix, LTaTHoe pacnucaHue,
TUMOBOW UM BEAOMCTBEHHbIN NepeyHr, HOMEeHKNaTypbl 1 ONUCK Aen 3a NpPOoLLble rofbl.

TvnoBble M NpuUMepHbIE HOMEHKNATypbl Aen paspabartbiBatoTca crnyxbamyn Aenonpov3BOACTBa
FOMIOBHbIX YYpPEeXAEHWI, paccMaTpyMBalOTCA LEHTpanbHOW 3KcnepTHoW komwuccuen (ganee - LIOK)
MWHUCTEPCTB, KOMWUTETOB, aAMWHUCTPATMBHbLIX BEOOMCTB. 3aTeM OHWM noanexar CorfacoBaHui C
YUYPEXAEHUSMWN TOCYOAPCTBEHHON apXMBHOW CRyXObl M yTBEPXKOEHWIO PYKOBOAMTENEM YUPEXKOAEHUSI.
McknoueHne cOCTaBMST Te€ TFOCYy4apCTBEHHbIE OpraHbl, AOKYMEHTbl KOTOpbIX He nepefarTcs Ha
XpaHeHWe B rocy4apCTBEHHbIA apXumB.

YTBEPKAEHHbIE PYKOBOAUTENEM YUpEeXAEHUS HOMEHKNaTypbl Aen He TpebytoT AONONHUTENBHOIO
yTBEPXKAEHNA KakMM-Nnbo opraHM3aLMoHHO-pacnopsaanTenbHbIM AOKYMEHTOM (Hanpumep, npuKasoM
yypexaeHus).

Tonbko yTBEPXOEHHbIE PYKOBOOAWUTENEM YYPEXKAEHMS WM COrMacoBaHHble C rOCYAapCTBEHHLIM
apXMBOM HOMEHKNATYpbl AN UMEIOT HOPUANYECKYIO CUIY.

HomeHknatypa [gen, He cormacoBaHHass C [OCY4apCTBEHHbIM — apXMBOM,  CYMTaeTcs
HeOelCTBUTENbHOW, 32 UCKMHOYEHNEM HOMEHKNATypbl Aen TeX roCy[apCTBEHHbIX OPraHOB, OOKYMEHTbI
KOTOPLIX HE NEepealoTCcsl Ha XpaHeHWe B rocy4apCTBEHHbI apXuB.

TunoBble U NpUMEpHbIE HOMEHKNATYPbI AeNn Cry)XaT OCHOBOM ANs COCTaBNEHUS UHAMBMAOYaANbHbIX
HOMeHKnaTyp gen.

Paspenbl vHAMBMOYanbHOW HOMEHKNATypbl [N YYpeXOEHWsl COCTaBMSOTCS CTPYKTYPHbIMU
nogpasfeneHnamMu  yupexgaeHus.  CBogHasi  HOMeHKnatypa  [gen  cocTaBnsieTcss  cnyxb6oii
[1enonpon3BoCTBa, COrMacoBbIBAETCA C 3KCMEPTHO-NPOBEPOYHON METOAUYECKON KOMUCCUER (Oanee -
OMNMK) rocynapCTBEHHOrO apxuBa, Kyda LOKYMEHTbl MOCTYNaktT Ha rocyAapCTBEHHOE XpaHeHue, u
YyTBEPXKOAETCS1 PYKOBOOUTENEM YUPEXOEHMUS. YUpexaeHus, OOKYMEHTbl KOTOpbIX He MepefakTcs Ha
XpaHeHWe B roCcydapCTBEHHbI apxuB, HOMeHknaTypy gen cornacosbiBaloT ¢ LIOK BbiwecToswero
yypexaeHus.

58. Mocne yTBepXAeHUsI CBOOHOW HOMEHKNATypbl Aen noAapasgeneHuss NofyyaroT BbIMUCKU U3
COOTBETCTBYHLLMX €€ pa3fenoB Afsi UCNonb3oBaHus B paboTe.

CBogHasi HOMeHKnaTypa [en yTBepXaaeTca B [ABYyX 3K3eMNnspax, 3a WCKIYeHWeM Tex
rocy4apCTBEHHbIX OpraHoB, AOKYMEHTbl KOTOPbIX Ha XpaHeHWe B TOCYOAPCTBEHHbLIA apXvMB He
nepepatoTca. [lepBblii  yTBEPXKOEHHbIA 3K3EMMMsApP HOMEHKNaTypbl Oen SBMAeTcs [O0KYMEHTOM
MOCTOSIHHOTO CpOKa XpaHeHWs U BKMOYaeTcA B HOMEHKnatypy [Jen B pasfgen  CryxGbl
[Eenonpou3BoACTBa; BTOPOW OK3EMMNNAP HanpaBnaeTcs B rOCYyOapCTBEHHbIA apxuB, C KOTOPbIM
cornacoeaHa HoMeHKnaTtypa gen.

CBogHasi HOMeHKNaTypa [en B KOHLE Kaxaoro roga yTOYHSeTCs, YTBepXaaeTcs M BBOAMTCA B
AeiictBue ¢ 1 AHBaps creayroLero kaneHgapHoro roga.

CBogHas HOMeHKNaTypa gen COCTaBMsieTCd U COrMacoBbIBAETCS 3aHOBO B Crlyyae KapAuHarbHbIX
N3MEHEHUA (PYHKUMIA U CTPYKTYpbl yypexaeHusa. C rocyaapCTBEHHbIM apXMBOM HOMEHKNaTypa gen
COrnacoBbLIBAETCS He peXXe OAHOro pasa B 5 neT, ecnu He ObINO KapAvHanbHbIX U3MEHEHUIN B hYHKLMSAX
N CTPYKTYpE y4pexaeHus.

59. KnaccudmkaunoHHeiM1 geneHmamMu (pasgenamm n nogpasgenamMmm) HOMeHKNaTypbl gern MoryT
OblTb  Kak BHYTPEHHWE noApas3ferieHNst OpraHM3auuoHHOW  CTPYKTYPbl  YUYpeXAeHus, Tak MU
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ynpaBneHyeckne QYHKUMU UMW HanpaeneHus OeATeNbHOCTU yypexaeHus. B yupexaeHusx ¢ Hesipko
BbIpa)k€HHOW CTPYKTYpOii MPUMEHSIETCS BanoBasi HyMmepauus gern.

HavmeHOBaHWs CTPYKTYpHbIX noApasgeneHnn B HOMEHKNAType [en pacnonaralTcs B
COOTBETCTBMM CO LUTATHbIM PACMUCAHMEM WU KaKAOMY M3 HUX NPUCBAMBAIOTCS YCMNOBHblEe LMEPOBbIE
0b03HayveHus (MHAOeKChl). B kOHUe Kaxaoro pasgena oCcTaBnsaTCca pe3epBHbIe HOMepa.

60. B HomeHknaTypy Oen OofkHbl OblTb BKIIOYEHbl BCE 3arofioBKM Aen, OoTpaxawlme Bce
OOKYMEHTUpYEeMble ydacTku paboTbl yupexaeHusi. He BknwoyalTca B HOMEHKNATypy Aen nedatHble
n3gaHuns, cOOpHUKM NOCTaHOBMEHMI, BPOLLIOPbLI, CNPABOYHNKA, NHOPMALIMOHHbIE NUCTKKU, BlonneTeHu,
pedepaTmBHbI€ XypHarbl.

61. HomeHknatypa pgen coctaBndetrca no dopme cornacHo npunoxenuio 23. B rpade 1
HOMEHKNaTypbl AeNn NPOCTaBNSATCA WHAEKChl KaXO4oro Aena, BKIYEHHOro B HOMEHKNaTypy. MHaekc
Aena cocTouT u3 UMAPOBOro 0603HAYEHUSI CTPYKTYPHOrO noApasferieHns U MnopsiakoBOro Homepa
3arofnoBka Aena no HOMeHKnatype B npegenax CTPYKTYpHOro noapasgeneHusd. WHaekcbl gen
obosHavatoTcs apabckumn  umcppamn. Hanpumep: 05-12, rge 05 - o0603HaveHMe CTPYKTYpPHOro
nogpasgeneHus, 12 - nopsAakoBbIN HOMEP 3arofioBka Aerna no HoOMeEHKnaType.

B rpacdby 2 HoMeHkNaTypbl Aen BKIOYaOTCS 3arofioBky Aen (TOMOB, YacTei).

3aronoBoK Aena [OMMKeH 4eTKo, B 000OLeHHOWM cbopMe OTpaXaTb OCHOBHOE coepXaHue u
COCTaB OOKYMEHTOB fena.

He ponyckaetcsa ynoTtpebneHwe B 3arofioBke Aena HEeKOHKPETHbIX (PopmynmpoBoK ("pasHble

mMaTepuansl”, "obLasa nepenncka"), a Takke COKpaLLEeHHbIX CMIOB U COKpaLLEHHbIX HAUMEHOBAHWMN.

3aronoBoK gena COCTOUT M3 3/IEMEHTOB, pacnofnaraemMblXx B cregylolwen nocrnefoBaTenbHOCTY:
HavMMeHoBaHWe Buga pfgena (nNepenucka, >XypHamn) unu Buaa [OKYMEHTOB (NMPOTOKOMbI, MpuKasbl);
HaVMEeHOBaHne y4pexaeHus, KOTOPoOMYy afapecoBaHbl UMK OT KOTOPOro MofyyYeHbl OKYMeHThl (agpecat
WNN KOPPECMNOHAEHT AOKYMEHTA); KpaTkoe CoaepxaHwe AOKYMEHTOB Aerna; HaumeHOBaHMe MeCTHOCTM
(TeppuTOpumn), C KOTOPON CBA3AHO CoaepXXaHne JOKYMEHTOB Aena (npu HeobxoammocTn); aata (nepuoa),
K KOTOPOW OTHOCATCS AOKYMEHTbI Aena (npu HeobxogumocTw).

B 3aronoBkax pgen, copepxawux [AOKYMEHTbl MO OOHOMY BOMPOCY, HO He CBSA3aHHbIX
nocneaoBaTenbHOCTLIO UCMONHEHWS, B Ka4YecTBe Buaa gena ynotpebnaerca TepMyH "OOKyMeHThl", a B
KOHLEe 3arofioBka B CKOOKax yKasblBalOTCH OCHOBHble Pa3HOBUOHOCTM OOKYMEHTOB, KOTOPbIE OOMMKHbI
ObITb crpynnupoBaHbl B gene (mnaHbl, cnuckw, goknagbl). Hanpumep: "[okymeHTbl O nposegeHuu
CeMVHapOoB, KOHbepeHUMI (NnaHbl, CNUCKK, JoKnaabl, MHdopmMaumns)".

B 3aronoekax aen, copepaliux nepenncky, ykasblBaeTcsl, C KeM W Mo KakoMmy BOMPOCY OHa
BeJeTcs.

B 3aronoBkax gen, cogepxallux Nepenucky ¢ OAHOPOLAHbIMW KOPPECMNOHAEHTaMU, NOCNeaHNE He
yKasblBalOTCA, a yKasbiBaeTca ux obuiee BuOoBoe HassaHue. Hanpumep: "lepenncka ¢ apXvMBHbIMU
yupexgeHuamu o...".

B 3aronoBkax gen, cogepXaliux Nepenmcky ¢ pasHoOpoAHLIMU KOPPECMNOHAEHTaMU, NocneaHue He
nepeuuncnstoTtcs. Hanpumep: "MNepenncka o HarpaxaeHun paboTHUKOB, MPUCBOEHMM NOYETHbIX 3BaHUI".

B 3aronoske Aena yka3blBaeTCs KOHKPETHbIN KOPPECMOHAEHT, ecrnv nepenncka BeaeTcs TOMNbKo C
HuM. Hanpumep: "MNepenncka ¢ ocygapcTBeHHON Hanorosow cnyxoéonm o...".

Ecnu conepxaHune fena kacaeTcs HECKONMbKUX OAHOPOAHBLIX aAMUHUCTPATUBHO-TEPPUTOPUATIBHBIX
eOVHVL, B 3arofioBKe Aeria He yKa3blBaloTCs WX KOHKpPEeTHble Ha3BaHuS, a ykasbiBaeTcs ux obliee
BnaoBoe HasBaHuwe. Hanpumep: "lMepenucka ¢ rmaBamMyv MeCTHbIX rOoCygapCTBEHHbIX aAMWHUCTPauuUii

0....

Ecnn copepxaHve pena kacaetcs OLHOW afMWHUCTPATMBHO-TEPPUTOPUANbHOW €OuHULbI, ee
Ha3BaHMWe yKkasblBaeTcs B 3aronoBke gena. Hanpumep: "MNepenucka ¢ mapuen ropoaa bulkek o...".

B 3aronoBkax gen, coaepallivx NNaHoBYIO UMM OTYETHYIO AOKYMEHTaLUo, yKasbiBaeTca nepuon
(kBapTan, roa) Ha (3a) KOTOpbI coCTaBneHbl NnaHbl (0T4eThl). Hanpumep: "MogoBble nnaHbl (PrHaHCOBbLIX

MeponpUATUIA".
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Ecnn geno 6y/:|,eT COCTOSATb U3 HECKONbKMX TOMOB WIN YacTen, TO COCTaBnsAeTcs obLmi 3arofioBok
aena, a 3atem, npu HeoOXOAMMOCTN, COCTaBMAKTCA 3arofloBKM KaXKAoro toma (‘~IaCTVI), yTOYHAKLWMne
coaepxKaHune 3arosfioBka gena.

3aronoBokK NPUNOXeHUs K Aeny, chopMUPOBAHHOIO B OTAENbHLIN TOM, JOJIKEH COOTBETCTBOBATb
3arosfioBKy, NOMELLEHHOIo B 3TOT TOM JOKYMEHTA.

Mopsagok pacnonoXxeHus 3arofIoBKOB Aen BHYTPWU pas3gerioB M NoAapasfenoB HOMEHKNaTypbl Aen
onpenendaeTcAa cteneHblo BaXXHOCTU OOKYMEHTOB, COCTaBnAwLWKMX gena, n X B3aMOCBA3bHO. B Hauane
pacnonaratTcsi 3arofnoBku gen, cogepxawmx OP/.

3aronoBku gen MoryT yTOUHATLCS B Npouecce hopMnpoBaHns n 0oopmMIieHns gen.
Npada 3 HoMeHKNaTypbl Aen 3anofHAETCHA N0 OKOHYaHUWM KaneHa4apHoro roaa.

B rpacdhe 4 ykasbiBalOTCA CPOK XpaHEHWUs gena, Homepa No NepeyHto, Npyu ero OTCYyTCTBMM - NO
TUMNOBOW MNXM NPUMEPHON HOMEHKNAType e, UMM CPOK XPaHEHWsl, COrnacoBaHHbI ¢ LleHTpanbHon
3KCMEPTHO-NPOBEPOYHOWN KOMUCCUEN pecrnyBrMKaHCKOro opraHa ynpaBneHus apXuBHbIM AefoM.

B rpacde 5 '"lMpumevaHne" MoOXeT yKasbiBaTbCAd HaMMEHOBaHME MepevyHen [OOKYMEHTOB,
NCMNOMb30BaHHbIX MPU ONpeaeneHnn CPOKOB XpaHeHns Aen, NpOoCTaBrsAoTCs OTMETKM O 3aBedeHun gen,
0 nepexoasaLnx genax, o BblAENEeHNN Aen K YHUYTOXEHMWIO, O NMLax, OTBETCTBEHHbIX 3a (hopMupoBaHue
Aen, o nepegaye gen B Apyroe CTpyKTypHoe nogpasgeneHve.

62. B TeueHune roga B yTBEPXKAEHHYIO HOMEHKNATYpy Aen BHOCATCS CBeAeHWs O 3aBeeHun gen, o
BKIOYEHUN HOBbIX Aen. [pu HeobXoAMMOCTM BHECEHUst CBeOeHMM O BKIIIOYEHUW HOBbIX Aen B
YyTBEPXAEHHYI0 HOMEHKnaTypy Aen, TakMe CBeOeHUS BHOCATCA B pe3epBHble HOMepa HOMEHKNaTypbl.
PeleHvne o BKNOYEHUM HOBbIX Oen B YTBEPXAEHHY HOMEHKNaTypy Aen MpuHMMaeTCcs 3KCNepTHOM
KOMUCCHMEN y4ypexaeHus, obpadyemon pykoBogutenem opraHmsaumun. [1o OKOHYaHMM roga B KOHUE
HOMeHKNaTypbl Aen AenaeTcs UTorosas 3anncb O KONMYeCTBe 3aBeAeHHbIX Aen (TOMOB).

§ 7. ®DopmupoBaHue gen

63. (DOpMI/IpOBaHI/Ie aen - 3T1o rpynnmpoBKa UCNOJIHEHHbLIX OOKYMEHTOB B [AeJla B COOTBETCTBUU C
HOMeHKﬂaTypOVI nen n cucrematm3aunda JOKyMEeHTOB BHYTPU Aena.

McnonHeHHble U 3aKOHYEHHbIE nenonpon3soacTBOM OOKYMEHThI B 10-QHEBHbIN CpPOK nepenarTcA
ncnonHutenem, B 3aBUCUMOCTU OT FIpI/IHFlTOVI CUCTeMbl BedeHua agenonpomn3soacTtbBa, B CJ'Iy)K6y
genonpounssoactea wunM nudam, OTBETCTBEHHbIM 3a BeOeHue [Oenonpon3BoAcTBa B CTPYKTYPHbIX
nogpasgeneHnax, anda (bOpMI/IpOBaHI/IFI nx B gena. Homep Aena, B KOTOpoe AOOJIKeH OblTb MOMeLLEeH
OOKYMEHT, onpenendeTt pykoBoguTeslb CTPYKTYPHOro nogpasgeneHma nnm UCcnosiHuTe b B COOTBETCTBUN
C HOMeHKﬂaTypOVI aern.

KOHTpOJ'Ib 3a npaBuJibHbIM (*)OpMVIpOBaHMeM 4ern ocyllecTBndeTCcA Cﬂy)K6OVI genonpoun3BoacTtBa.

64. B nena )opM1pYOTCSl TONbKO UCMOSHEHHbIE JOKYMEHTbI, Ha KOTOpble 3amnofHeH PekBusuT ob
WCMOMHEHUN OOKYMEHTa W HampaBfeHuu ero B geno. JIMuo, oTBeTCTBEHHOE 3a (hopMMpoBaHWE Jen,
npuemM [OOKYMEHTOB, MpPOBEPSieT MpaBuUIlbHOCTE WX odopmieHus. Ecnu  gokymeHT  odhopmrieH
HenpaeumbHO UM HeZoOMOPMIIEH, TO OH BO3BpaLLaeTcs UCMONMHUTENO Ha aopaboTtky. He gonyckaeTcs
BKIMOYEHMWE B AIENO JOKYMEHTOB, HE OTHOCSILLIUXCS K HEMY.

B geno pomkHbl rpynnuMpoBaTbCs OOKYMEHTbl OAHOro KaneHaapHOro roga, 3a MCKITHYeHWeM
nepexogsAwmx gen (NU4YHbIX Aern, OOKYMEHTOB BbIOOPHbIX OpraHoB, AenyTaTckux rpynn, y4ebHbIx
3aBefeHuin). CrneagyeTt pasgenbHO rpynnupoBaTh B Aena OOKYMEHTbl MOCTOSHHOIO U BPEMEHHOIO CPOKOB
XpaHeHus. Kaxxgoe geno fomkHO cogepxatb He 6onee 200 nuctoB. Ecnn KonnyecTsBo NMCTOB B Aene
NnpeBbILLAET HOPMY, OHW AeNATcA Ha Toma.

Hena ¢ manbim KonunyecTBom nuctoB (0T 3 go 50 nucToB) 3a rog gonyckaetcs hopmupoBaTth B
OAHO Aeno 3a Heckonbko neT. MNpu atom, geno He JoMmKHO npesbiwaTtb 200 nucTos.

65. ﬂOKyMeHTbI BHYTpM [Oefla pacnonaralnTcd CBepxy BHU3 B XpOHOﬂOFquCKOVI, BOMPOCHO-
Norn4yeckon nocrnenoBaTenibHOCTM UM UX COYETaHUN.,

PacnopaauTenbHble OOKYMEHTbI rpynnMpyoTcs B Aena no BuaaM U XPOHOMOMMK, C OTHOCALLIMMICS
K HUM npunoxeHusmn. Mpukasbl N0 OCHOBHOW (MPOW3BOACTBEHHON) OEATENBHOCTA U NINYHOMY COCTaBy
dopmMmMpytoTCs OTAENBHO.
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Bce OOKYMEHTbl OTYEeTHOro u I/IHd)OpMaLI,MOHHOFO Xapakrtepa 06 MCMONHEeHuM akTta opraHa
rocy,qapCTBeHHoﬁ BJ1aCTn, Haxogdallerocqa Ha KoHTporne, d)opMleyromﬂ B 3aBeeHHOE aeJ10 Ha 3TOT aKT.
Ecnn Ha akT geno He 3aBefeHo, TO AOOKYMEHTbI CbOpMVIpyIOTCﬂ B AeJ10 nepennckn noctoAHHOINo Cpoka
XpaHeHunA 3a TeKyLLI,VI17I roa.

MonoxeHws, MHCTPYKUUK, YyTBEpPXAEHHble pacnopaanTesribHbIMWU  OOKYMEeHTaMu, ABNAKTCA
NPUNOXEHUAMU K HUM U rpynnnpyrTCA BMeCTe C YKa3aHHbIMU OOKYMEHTaMU.

D,OKyMeHTbI KonnernanbHbIX OpraHoB rpynnupyrTca B OAHO nOeno (I'IpOTOKOJ'IbI n pewieHunAa,
OOKYMEHTbI K 3aceaHnAaM, NoBeCTKa OHA, CpaBKKU, 3aKno4YeHUdA, NPOeKTbl peUJeHMVI).

MpoToKkonbl pacronaratTcs B Aefie B MNPSAMOM XPOHOMOrMYEeCKOM MOpsiAke M MO HOMepaMm.
HymepytloTcs B npedenax karneHgapHoro roga. [JJOKYMEHTbl K 3acedaHusM CUCTeMaTU3MpyloTcs no
HoMepaMm NMPOTOKOJIOB 3aceaaHuii U hopMMUPYIOTCS COrMacHoO NPOTOKONaM.

lMpoTokonbl BbIOOPHBIX OPraHOB M OOLLECTBEHHbLIX OpraHu3auuii HyMepylTcsa B npegenax cpoka,
Ha KOTOPbI N30paH AaHHbIA OOLWECTBEHHbLIA OpraH.

[OKyMeHTbl B NMUYHbIX Aerax pacnoraralTcs N0 Mepe UxX NOCTYMNeHus: 3asiBNeHna 0 npueme Ha
paboTy, NMUCTOK MO Yy4yeTy KaapoB, aBToOuorpadusi, JOKymMeHTbl 06 obpasoBaHuM, XapakTepucTuka,
pestome, BCe BUAbl CNpPaBOK, KOMUWM MacnopTa, BOEHHOro Gunerta, TpygoBOW KHMXKKU U T.M., BbIMUCKA U3
NnpvKasoB O Ha3Ha4YeHWu, NepemeLLeHNn, YBONbHEHUWN, OOMOMHEHUE K FIMYHOMY NUCTKY, AOMOJSIHEHME K
NIMYHOMY Aeny Mo y4eTy NOOLLPEHWNA.

MpeonoxeHus, 3asBneHns W xanobbl rpaxgaH no BoOnNpocaMm paboTbl YYpexaeHun, Bce
AOKYMEHTbI MO UX PacCMOTPEHMIO M UCMNOMHEHWIO TPYMNUPYIOTCA OTAENbHO OT 3asBNEHWIN rpaxkgaH no
NYHBIM BOMpPOCaM.

Mepenucka rpynnupyeTcs 3a Nepuod KaneHgapHoro roga W cucTtematusMpyetcs B
XPOHOIOrMYEeCKor MocreaoBaTelbHOCTU; AOKYMEHT - OTBET MOMeELLaeTcs 3a AOKYMEHTOM-3anpocom. B
3aBUCUMOCTU OT CNeLMdUKM eSTENbHOCTU yUpeXaeHNs Nepennucka MoXeT rpynnmMpoBaThest 3a y4ebHblIl
rofl, CPOK CO3biBa BbIGOPHbIX OPraHoB.

Mepenucka C BbILECTOSIUMMY YUPEXOEHUAMU BeAETCs OTAeNbHO U Mpu  HeobxoauMocTu
rpynnmMpyeTcsi N0 KOHKPETHbIM BOMPOCaM.

lMnaHbl, OTYEeTbl, CMETbl, LWTaTHbIE pacnnucaHna rpynnupyroTca OTAesIbHO OT MNPOEKTOB 3TUX
OOKYMEHTOB U (*)OpMVIpnyTCFI B Aena TOoro roga, Ha KOTOprI7I nnnm 3a KOTOprVI OHWN COCTaBJ1€HblI,
HEe3aBMCUMO OT OaTbl COCTaBIIEHUA N YTBEPXKOEHNA.

§ 8. OchopmneHue pgen

66. Oena yupexzaeHus noanexaT OQOPMIEHUI0 MPU WX 3aBe4eHUM W MO 3aBepLieHWMU rofa.
OdbopmneHune gena - 9To NOArOTOBKa Aena K xpaHeHuo. OdopMreHne aen npoBoanTcs paGoTHUKaMM
cny>6bl 4enonponsBoACTBa U COOTBETCTBYIOLLMX CTPYKTYPHbIX NOApasaeneHuii, B 06553aHHOCTb KOTOPbIX
BXOOWUT 3aBefeHne U opMUpoBaHMe Aern, Npu MeTOAMYECKOW MOMOLUM M MNoj KOHTporem apxuea
yupexaeHusi, Npyu Heo6xoaNMOCTH, U COOTBETCTBYIOLLLErO rocyaapCTBEHHOIO apxmBa.

B 3aBMCMMOCTU OT CPOKOB XpaHEHWs MPOBOAUTCA MOSIHOE WUIM YacTu4HOoe Ood)opMIIEHME aern.
MonHoMy odhopmMneHunto noanexat gerna NOCTOAHHOro XpaHeHus, BpeMeHHoro (cebiwe 10 neTt) xpaHeHus
1 Mo Nu4Homy cocTaBy. [NonHoe ocopmneHne gena npegycMmaTpuBaeT:

- HyMepauuio NUCTOB B Jene;

- COCTaBleHNE BHYTPEHHEN onucy;

- coCTaBMeHne 3aBepuTenbHON Haanucy aena;

- NOALLWBKY 1 NepenneT gena;

- BHECeHVe U3MeHeHUIn B PeKBU3UTLI 0BNOXKN Aena.

Hena BpemeHHOro cpoka (8o 10 neT BKMIOYMTENbHO) XpaHEeHWUs noanexar YacTU4HOMY
ohopMIIEHMIO:

- Jena gonyckaeTcs XpaHUTb B nNankax-perncrparopax (bokc-cannax);
- He NpoBOANTCHA NepecucTemaTmnsaL s JOKYMEHTOB B Aene;
- HE HyMepylTCH NUCTLI Aena;
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- HE COCTaBNAKTCA 3aBepPUTENIbHbIe HaaMUCH.

67. Hymepauuns nMcToB NpoBOANTCA B LieNsax obecneyeHns COXpaHHOCTU U 3akpensnieHnsa nopsaka
pacnonoXeHnsa AOKYMEHTOB, BKIOYEHHbIX B Aeno. Bce nucTel, Kpome NUCTOB 3aBEpUTENbHON Haanucw,
BHYTPEHHEN OMUCU U NUCTOB, HE COAEepXallMx CBeOeHud, HyMepytTca apabckumu umcpamm Banosomn
HymepaLuMen B NpaBOM BepxHEM yrry, He 3adeBasi TeKCTa [OOKYMEHTOB, MPOCTbIM KapaHAalloM WUMu
HymepaTopoMm. [pu HanMuum oTaenbHbIX OWMOOK B HymMepauun NMCTOB B Aenax npu noarotoBke WX
apxvMBOM OpraHusaumm K nepedade Ha rocydapCTBEHHOE XpaHeHwe, ponyckaetcs ynoTpebneHue
NNTEPHbLIX HOMEPOB NIMCTOB, HA HENPOHYMEPOBAHHbLIX JIMCTAX CTaBUTCA HOMeEp npeablayliero nucra ¢
npubaesneHnemM OykB B andaBUTHOM NOPsIAKeE.

JInctel gen, cocToAwmMx N3 HECKOSbKMX TOMOB WNKW YacTeln, HYMEpPYKTCs MO KaXaoMy TOMY Wnm
yacTu otaeneHo. Jlnct 6onblworo dhopmara nogwmeBaeTcs 3a OOUH Kpal U HyMepyeTcs Kak O4MH NUCT B
npaBoM BEpPXHEM YIly.

doTorpaduum, YepTexu, agnarpaMmmel U Apyrue UNNIOCTpaTMBHbIE N crieundudeckme OOKYMEHTbI,
NpeacTaBnsalLLMe CaMOCTOSATENbHbIV NUCT B Aerne, HymepyklTcs Ha OOOpOTHOW CTOPOHE B f1€BOM
BEPXHEM yrIy.

MoawwuTble B Oen0 KOHBEPTbl C BIIOXEHUSIMM HyMepyroTcs crnegylowum obpas3om: cHavana
KOHBEPT, a 3aTeM 04YepeaHbIM HOMEPOM KaXKA0E BIIOXEHNE B KOHBEPTE.

MpunoxeHuss K geny, NocTynuewne B nepenneTte, opOPMISIOTCA KaK CaMOCTOSTENbHbIN TOM U
HYMepYTCSl OTAENbHO.

BHYTpeHHAs1 onucb gena CcocTaBnsieTcsi, Npu HeobxoaMMOCTW, Ha oTaeNnbHOM nucte. JIncThbl
BHYTPEHHEN ONMcK HyMepylTCs OTAENBHO.

68. lMocne 3aBeplleHUA Hymepauuu NUCTOB COCTaBMSIETCS 3aBepuTerbHas Haanucb, KoTopas
pacnonaraeTcs B KOHUe Aena (npunoxenne 24).

3aBepuTenbHas HagnUCb COCTaBnsieTCs B Aefle Ha OTAeNbHOM nucTe - 3aBepuTene gena. B
3aBepuTenbHON Haanucy umdpaMn U NPOMUCHID YKa3blBalOTCA KOMMYECTBO NIUCTOB B OAHHOM Jere,
KONMYECTBO NMCTOB BHYTPEHHEW OMNWUCK, OCOBEHHOCTM OTAENbHbBIX JOKYMEHTOB (Y4epTexu, doTorpadum,
PUCYHKMN).

3aBepuTenbHas Haanucb MOAMUCHLIBAETCA €e COoCTaBuTeneM, C YyKasaHMeM paclunmdpoBku
NOANMCK, AOIMKHOCTM 1 AaTbl COCTaBMNEHWS.

69. [lokyMeHTbI, COCTaBnsoWMe Aerno, nofwmBaiTcs Ha 3-4 npokona B TBepAyl 0Bnoxky unu
nepenneTarnTcs C y4eTOM BO3MOXHOCTU CBOGOAHOIO YTEHNsS1 TEKCTa BCeX AOKYMeHTOB. Mpu nogroToBke
Aen K noawwuBke (nepenneTty) MeTannuyeckue ckpenneHus (OynaBku, CKpenku) W3 [JOKYMEHTOB
yoansioTcs.

70. Ha obnoxke gena (npunoxexue 25) yka3biBatOTCS:

- HaVMeHoBaHWe rocyJapCTBEHHOro apxmBa;

- HAMMEHOBaHVe YYPEXAEHUS U CTPYKTYPHOTrO nogpasgeneHus;
- Ne pena;

- Ne Toma;

- 3aronoBoOK Aena;

- paTa;

- KONIMYECTBO JINCTOB;

- CPOK XpaHeHUs;

- apXMBHbIN WINAP.

YkasblBaeTca HasBaHMe TOrO rocyAapCTBEHHOrO apxuBa, B KOTopbIn ByayT nepenasaThcs gena Ha
XpaHeHwue.

HanmeHoBaHune yypexneHna YykasblBaeTCA MNOJIHOCTbO, B WMEHUTENIbHOM nNajexe. Ecnu
ydpexneHne wunMmeet o@mumaano NPUHATOE COKpalleHHoe HaummeHoBaHWe, TO OHO YyKa3blBaeTcd B
ckobkax nocrie NosIHoro HaMMeHOBaHWS.

3aronoBok Aena Ha 0bnoxke nepeHoCUTCA N3 HOMEHKNaTypbl en ydypexaeHus.
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lata Ha o06noOXke [OMKHa COOTBETCTBOBATb rody 3aBedeHMss W OkoHYaHua gena. Oxa
ocopmnsieTcs  croBecHo-UMdpoBbIM  criocobom. [atoil  gen, coepXawmx —pacnopsauTenbHyo
AOKYMEHTaUMo, SIBMSIOTCA KpalHue JdaTbl [OKYMEHTOB gena (4ncro, Mecsid, rod) pervcrpaumu
(cocTaBneHusi) caMoro paHHero M camoro MNos3gHero AOKYMEHTOB, BKIOYEHHbIX B gerno. [aTon gena,
cofep)kaLlero NpoTOKOoSbl 3acefaHuid, ABNSOTCA AaTbl COCTABMEHMS NMEepPBOro 1 NocriegHero NpoTokona.
[laToi nuyHoro Aena sSIBAAOTCSA AaTbl NOANUCAHWS NMPUKA30B O NPUEME W YBOINbHEHWM NULa, Ha KOTopoe
OHO 3aBefieHo.

KonnyectBo nucToB B gene NnpoCcTaBAEeTCA Ha 06noXke gena B COOTBETCTBMU C 3aBepV|Tean017|
HaanucbHo.

PekBuaut "cpok xpaHeHuss gena" nepeHocUMTCs Ha ob6noxky Qena w3 COOTBETCTBYIOLLEN
HOMeHKNnaTypbl Aen. Ha genax noCTOAHHOrO XpaHeHus nuweTcs: "XpaHUTb NOCTOSIHHO".

ApxuBHbIN WNp Aena (coctouT 13 Homepa ¢oHaa, HOMepa OnNUCKM 1 HoOMepa Aena no onucK) Ha
obnoxkax gen npocrtaBnsieTcs kapaHaawom, a nocne yreepxaeHus onucen SMNMMK cooTBeTcTBYlOLErO
rocy1apCTBEHHOIO apxmBa - YepHUNamum.

71. Tlo okoHYaHUM roga B HaANMCb Ha OBMOXKaxX Aen NOCTOAHHOro U AONTOBPEMEHHOr0 XpaHeHus
BHOCHATCS YTOUYHEHWS: NPOBEpPSIeTCs COOTBETCTBME 3arofioBKOB Aen Ha 06M0oXKe coaepXaHuo NoaWnTbIX
AOKyMeHTOB. B HeobxoamMmbix crnyvasix B 3arofloBOK gena BHOCATCA AOMOMHUTENbHbIE CBEAEHUs
(mpocTaBnsATCA HOMepa NpMKasos, MPOTOKOSOB).

I'IpM N3MEHEHUN HanMEeHOBaHUA y4YpexneHusa B Te4eHune nepuoga, oxsatbiBaemMoro JoOKyMmeHTamMmu
Aena, Ha obnoXke AOMUCLIBAOTCA HOBble HAUMEHOBaHMS yypexgeHua nnn yyvypexaeHuna-npeemMHuka, a
npexHee 3aKkrni4yaeTcq B CKOOKM.

§ 9. OpraHusauusa onepaTMBHOro XpaHeHUA AOKYMEHTOB

72. C MOMEHTa 3aBefeHVs U 0 nepefdayn B apxvB YYpEeXOeHUs Jena XpaHsATcs Mo MecTy MX
dopmmpoBaHusl. PykoBoOWTENW CTPYKTYpPHbIX nodpasfeneHnin U COTPYAHWKW, OTBevallve 3a
AenonponsBoAcTBo, 06513aHbl 06ecneynBaTb COXPaHHOCTb AOKYMEHTOB 1 Aer.

B uenax noBblEHUS onepaTtuBHOINo MNnoucKa OOKYMEHTOB [efla pacnofaralTca B LIJKaCbaX B
COOTBETCTBUN C HOMeHKJ'IaTypOI7I aen. HowleHKnaTypa agen unn BbINKCKA M3 Hee nomMelwlaeTca Ha
BHYTpeHHeV’I CTOpOHE LIJKaq)a. Ha KOpeLluKkax obnoxek gen YKa3bIBalOTCA MHOEKCbl NO HOMEHKINaTtype gern.

3aBeplueHHble Aena MOCTOAHHOrO M AonroBpeMeHHoro (cebiwe 10 neT) cCpokoB XpaHeHus
XPaHATCH N0 MeCTy MX oOpMMPOBaHNS CPOKOM He Boree Tpex neT, No UCTEYEHUN KOTOPOro CAAKTCH B
apxXuB yYpeXaAEeHUS.

73. Bblgava gen apyrum nogpasgeneHvsm npousBOAMTCH C paspelleHns pyKoBoaMTens Cnyobl
AenonpousBoacTBa. Bblgaya gen coTpygHukam nogpasgeneHun ans paboTbl OCyLecTBAseTcs noA
noanucb B cneuuanbHOM XypHane. [lena BblgaloTCAd BO BpeMEHHOE MOMb30BaHWe COTPYAHUKaM
CTPYKTYPHbIX nogpasgeneHuin Ha cpok He Bornee ogHoro mecsua. lNocne ncredeHns ykasaHHOro cpoka
Aerno A0MKHO BbITb BO3BPALLEHO Ha MECTO €ro XpaHeHus.

CTOpPOHHMM yypexaeHusiM [ena BblOaloTCA Ha OCHOBaHWM WX MUCbMEHHbLIX 3arnpocoB, C
paspelleHnss  pyKOBOOWUTENS  YUPEXOAeHUs WM ero  3aMecTUTens,  Kypupylowero  cnyxéy
[enonpous3BoaCcTBa, Mo aktaM. N3baTne JOKYMEHTOB 13 AeNn NOCTOSHHOMO XpaHeH sl He OomnycKaeTcs.

§ 10. NoaroToBKa AOKYMEHTOB K Nnepeaaye B apxuB
yupexaeHus

74. TlogroToBka OOKYMEHTOB K nepefadye B apXuMB Y4YpexaeHuda BKIH4YaeT: npoBeneHune
3KCNepTn3bl LEeHHOCTNU OOKYMEHTOB, COCTaBlieHUE U O(bOpMJ'IeHVIe onucen gen, O(bOpMJ'IeHI/Ie akTa ob
YHUYTOXEHUN OOKYMEHTOB U Aen.

75. 3KCF|epTI/I38 LEeHHOCTU OOKYMEeHTOB - 3TO onpeaerneHne LUeHHOCTU OOKYMEHTOB B Uendax
YCTaHOBJIEHUA NX CPOKOB XPaHEHUA U 0T6opa ans fanbHenwero XpaHeHus. OHa npoBOANTCA Ha OCHOBe
TUNOBOIro U B€4OMCTBEHHbIX nepequﬁ OOKYMEHTOB, C YKa3aHWeM CPOKOB XpaHEeHUA N HOMEHKNnaTyp gern.

[na opraHusauuy 1 NpoBedeHUst 9KCMepTM3bl LLIEHHOCTU JOKYMEHTOB 1 oT6opa ux Ons nepenadu
Ha rocygapCTBeHHOe XpaHeHue, a TakkKe KOHTPONsS U OKasaHWs MEeTOAMYECKOW NMOMOLUM B MpoBeaeHUN
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3KCMEepTU3bl LIEHHOCTM [OKYMEHTOB B YYpexdeHusXx oTpacnim (CUCTeMbl) co30aloTcsl MOCTOSIHHO
AecTBylolmne LeHTpanbHble aKkcnepTHble komuceun (LI3K).

B ocTanbHbIX Yy4YpexaeHusx 9KcnepTusa LEHHOCTM [OOKYMEHTOB, OTOOp uMX ANnd XpaHeHus
OCYLLECTBMAITCH NOCTOSAHHO AENCTBYIOWNMUN IKCMEPTHBIMU KoMuccuamm (OK).

LI3K (3K) yupexxaeHus sBnsieTca coBelyaTesibHbIM OpraHoM, paboTaeT B MOCTOSSHHOM KOHTaKTe C
OMNMK  CcOOTBETCTBYIOLLErO rOCYAapCTBEHHOIO apxvMBa UM MofyvyaeT OT Hee HeobXogumble
opraH13aLUMoHHO-MeTOANYECKNE YKasaHUs.

OyHkumm 1 npaea LIOK (3K), a Takke opraHusauust ee paboTbl onpedensoTcsa MOJNIOXKEeHUEM,
yTBEPXKAAEMbIM PYKOBOAUTENEM YUPEXAEHMS MO COrNMacoBaHUIO C COOTBETCTBYHOLUM roCcyAapCTBEHHBIM
apXMBOM.

OcHoBHbIMK dyHKUMAMU LISK (3K) yupexaeHus sensawoTes:
- OpraHu3aunst exxerogHoro oTbopa AOKYMEHTOB ANs XpaHeHUs;

- paccMoTpeHune rogoBbiX pa3aesnos onucen gen NocTosiHHOro XpaHeHus, onucewn gen BpeMeHHOro
XpaHeHuA (CBbILIJe 10 J'IeT), B TOM 4ucrne n no JindHoMy COCTaBy, aKTOB O BblAENNIEHUN K YHUYTOXEHUIO
OOKYMEHTOB U Aen, He noanexalunx D,aﬂbHeIZLIJeMy XpPaHEeHUto;

- yyacTve B NOArOTOBKE U PACCMOTPEHWUM NMPOEKTOB HOPMATUBHBIX U METOANYECKUX AOKYMEHTOB MO
Bonpocam paboTbl C AOKYMEHTaMu B YYpEXAEHUU U paboTbl apxuBa yvpexaeHus (HoOMeHknatyp gen,
nonoxeHun 06 3K 1 apxuee ydpexaeHus);

- MeTogMyeckoe pYKOBOACTBO WM KOHTpPONnb 3a pAesitenbHocTbio 3K  noaBegoMCTBEHHbIX
yUYpEeXaeHUNn.

B cBoen paborte LISK (3K) yupexaeHna pykoBoacTteyetcs 3akoHom Kbiprbidckon Pecnybnukm "O
HauuwoHanbHoM apxuBHoM coHae Keiproidckon Pecnybnukun", ykasaHusMu wn  pekoMmeHaaunsmu
pecnybnmMkaHCKOro opraHa ynpaBlieHUsi apXMBHbIM AeIOM U NOoABEeOOMCTBEHHbBIX eMY roCyAapCTBEHHbIX
apXVBOB.

3K cospaeTtca NPUKa3oM pyKoBOOUTENA ydpexaeHnda 13 4ucna Hanbonee KBaJ'IM(bVILI,I/IpOBaHHbIX
pa6OTHI/IKOB, B KOJIM4HECTBE HE MEHEE TpeX YEJIOBEK. B coctaB OK B 06513aTenbHOM nopAaake BKro4YaeTcA
3aBep,y+ou.|,|/||7| apXmBoM U nNnuUo, OTBETCTBEHHOE 3a apXuB.

Mpencepartenem LISK (3K) yupexaeHus HasHavyaeTcst OOMH M3 pyKOBOASALMNX PpabOTHUNKOB.

LU3K (BK) yupexgeHusa paboTaeT B COOTBETCTBUM C MfiaHOM paboTbl, yTBEPXKAAEMbIM
pyKkoBoauTenem ydpexaeHusi. 3acefaHnsi KOMUCCUM NPOTOKONMPYHOTCS.

OkcnepTm3a LIEHHOCTM [OKYMEHTOB MPOBOAMTCA B cnyxbe [Oenonpov3BOACTBA M B apxuBe
yupexaeHus.

OkcnepTm3a LEHHOCTU OOKYMEHTOB B [eronpou3BOACTBE [OIDKHA OCYLLECTBIATLCA €XerogHo
paboTHukamu cnyxbbl genonpou3sogcTa coBMecTHo ¢ LIGK (3K) yupexgeHus nog HenocpeacTBEHHbIM
PYKOBOACTBOM BEAOMCTBEHHOIO apxmBa. [1py 9TOM B CTPYKTYPHBIX NOAPa3feneHnsiX OCyLLEeCTBIIAIOTCS:

- oTbop AOKYMEHTOB MOCTOSIHHOrO M BpemeHHOoro (cebiwe 10 neT) xpaHeHws Ans nepegadyn B
apXuB yupexaeHus;

- oTObOp OOKYMEHTOB BPEMEHHOIO CpOKa XpaHeHus, nognexawux AanbHenwemMy XpaHeHuio B
CTPYKTYPHbIX NOApa3aeneHunsx;

- OT60p M BbleneHne K YHU4TOXEeHUKO aerl, CPOKN XpaHEeHUA KOTOPbIX UCTEKITN.

ApxuB ydpexaeHusi (BeOOMCTBEHHBIN apXxvB) MPOBOAUT SKCMEPTU3Y LIEHHOCTM AOKYMEHTOB npwu
oT6ope MX Ha rocyapCTBEHHOE XPaHEHUE.

B cny4ae obHapyxeHns HegocTayum AOKYMEHTOB AOMMKHbI ObiTb NPUHATBI MEPbI MO MX PO3bICKY.
Mo pe3ynbTatam aKCNepPTU3bl LLEHHOCTW AOKYMEHTOB B YUPEXOEHUN COCTaBMSAOTCSA:

- onucu gen NOCTOSHHOIO CPOKa XpaHeHus;

- onucy aen BpeMeHHoro (cBbiwe 10 neT) xpaHeHus;

- onucu Aen no NIMYHOMy COCTaBy;

- aKTbl O BblAENEHNN JOKYMEHTOB K YHUUYTOXEHMIO.
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76. Ha 3aBepLUueHHble Aena NOCTOSIHHOMO XpaHeHusl, BpeMeHHoro (cBbiwe 10 neT) xpaHeHus n no
NMYHOMY COCTaBy, NpoLleLmne 3KCNepTr3y LLEHHOCTU, COCTaBMNAOTCS rogoBbLIE pasaenbl ONUCEN.

Ob6s3aTenbHbIMM - 3NEMEHTaMM  OMUCU  Aen SABMSKTCS: TUTYMbHbIA NUCT  (NpunoxeHwe 26),
npeamncrnoBne, CNMCOK COKPaLLEHHbIX CroB (Mpu HEOBX0AMMOCTH).

TWUTYNbHBIA NIUCT K ONUCKU COCTaBMAETCA NpW NepBoi nepenaye Oen B rocydapCTBEHHLIA apXuB.
Mpu nocneaytollei nepenaye Aen oH OOMNOMNHAETCS.

B npegucnosuu k onucu nanararTcs:

- UCTOPUS yupexaeHus, nctopusa GoHaa;

- COCTaB U coaepkaHne OKyMEHTOB onuck (dpoHaa);

- 0cobeHHOCTM hOpPMNPOBAHNS, ONNCaAHMS N CUCTEMATU3auumn gen,
- COCTaB CMpaBOYHOro annapara K onmucu.

Mpw coctaBneHun onuncy gen cobnogalTcsa cnegytowme TpeboBaHns: Kaxgoe Aeno BHOCMTCH B
ONMMUCb NOA CaMOCTOATESbHbIM MNOPSAAKOBLIM HOMEPOM (€CnM Aeno COCTOWUT M3 HEeCKOfbKMX TOMOB
(4acTen), TO Kaxabli TOM (4acTb) BHOCMTCS B OMUCb MO CaMOCTOATENbHbIM HOMEPOM); NOpSOoK
HymepauuMnm gen B ONWCK - BarnoBbli; rpadbl ONUCK 3aMOSIHAIOTCA B TOYHOM COOTBETCTBUM C TeMM
CBeAeHVAMN, KOTopble BbIHECEHbI Ha OBMOXKY Aena; npu BHECEHUVM B OMUCb NOAPSAA HECKONbKMX Aen C
OOMHAKOBbLIMW 3arofiloBKamy MNULLETCA MNOMHOCTbIO 3arofioBOK NEepBOro Aena, a Bce ocTalbHble
ogHopoAHble Aena obosHavarTea cnoBamu "To xe", Npu 3TOM Apyrve cBefeHus O Aenax BHOCHATCS B
ONMCb MOSTHOCTBIO M Ha KaXJoOM HOBOM IIMCTE OMUCK 3arofloBOK BOCMPOW3BOAUTCS MOSMHOCTbIO; rpadpa
onucy "mpumedaHme" ucnonb3yeTcsa ANnd OTMETOK O Mpueme pJden, OCOBeHHOCTAX ux uanyeckoro
COCTOSIHMSA, O NMepefaye gen APYrMM CTPYKTYPHbIM NoApasgeneHnsM CO CCbINKOW Ha HeOBXOAMMbINA akT,
O Hanuynu Kornun.

B KkoHUe onucu Bcrnea 3a nocriefHen onucaTternbHOW CTaTber AenaeTtcsa UToroBasi 3anucb, B
KOTOpPOM YyKasbiBalOTCa (UMdpamMu U MPONUCHI0) KONMUYECTBO Aerl, YMUCNALMXCS MO Onucu, NepBbiA U
nocrnegHun HoMepa fen no onucKu, a Takke OroBapuBalTCsd OCOBEHHOCTU Hymepauun gen B OnucK
(nMTepHble HOMepa ¥ NponyLeHHbIE HoMepa).

Onucn gen NOCTOSHHOTO CpoKa XPaHeHWsi COCTaBnATCA B 4-X 3k3emnnapax, nognucbiBaloTcs
cocTaBuTENEM W NMLOM, OTBETCTBEHHbIM 3a apxms, cornacosbiBatoTcs ¢ LISK (3K) yupexaeHuns. Bece
ak3emnnspbl  onucn B obsi3aTenbHOM  nopsgke  npeacrtaensAlTca  Ha  yTBepxkgeHne  IMMK
COOTBETCTBYIOLLIErO rOCYAapCTBEHHOrO apxua (npunoxeHue 27). B TakoM e nopsgke COCTaBNATCA,
0dhopMAATCH U paccMaTpMBaOTCS ONUCK Aer MO MMYHOMY COCTaBy (NpuroxeHne 28).

Onuncn gen BpeMeHHOro cpoka xpaHeHus (cbiwe 10 neT) (kpome onucen Aden MNo fAUYHOMY
COCTaBy) COCTaBnsaAwTCA B 2 3ak3emnnspax (npunoxeHue 29). OnucuM Ha pacCMOTPEHME apXUBHbIX
yUYpexXaeHUn He HanpaBnaTCS.

77. OTOOp OOKYMEHTOB WM Jen K YHUYTOXEHUo odopmnsieTcs aktom (npunoxenue 30). AkTbl
paccmaTpuBatotcs IK yupexageHusi, NoANUCbIBAOTCS NpeAcefaTernieM U ee uneHamu 1 yTBepXaarTcs
PYKOBOACTBOM y4YpexgeHust TONbKO Nocre yTBePXKAEHNUS COOTBETCTBYIOLUM roCyAapCTBEHHbIM apXBOM
onucer gen NoCTOSIHHOTO CPOKa XpaHeHusi. TOoNbKOo nocre 3Toro yypexgeHne MMeeT npaBo YHUYTOXUTb
Aena, BKIMHYeHHble B aHHbIe akTbl, B COOTBETCTBUM C YyCTAHOBIEHHBIM MOPSAKOM.

§ 11. Mopsaok nepegaym apxmMBOM yupexaeHusi LOKYMEHTOB
Ha rocyaapcTBeHHOe XpaHeHue

78. OokymeHTbl HauwmoHanbHoro apxmBHoro doHga Kbiproidckor Pecnybnvku nepepatotcs Ha
rocygapCTBEHHOE XpaHeHWe MO WCTeYeHMU npeferbHblX CPOKOB WX XPaHEHWss B BEAOMCTBEHHbIX
apxuBax, ycTaHoBneHHbix 3akoHoM Kbiprbidckon Pecnybnvku "O HauuoHansHOM apxvBHOM coHae
Kbipreizckon Pecny6nvkn'.

YKasaHHble CPOKU NUCHUCTIAKTCA CO BpEMEHU CO34aHNA OJOKYMEHTOB.

B cnyyae oTcyTCcTBUS HEOOXOOAUMbLIX YCINOBWIA ANs 00ecrneyYeHusi COXPaHHOCTW, [AOKYMEHTbI
HaunoHanbHoro apxuBHoro doHaa Keipreisckon  Pecnybnunkn  moryT  ObITb  nepefaHbl  Ha
rocylapCTBEHHOE XpaHeHuWe [0 WUCTeYeHUs npefenbHbIX CPOKOB WX BEOOMCTBEHHOrO XpaHeHUsl Mo
COrnacoBaHuI0 C COOTBETCTBYIOLLNM rOCYyAapCTBEHHBIM apX1BOM.
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79. [OKYMEHTbl YYpexXOaeHWn - WCTOYHWMKOB KOMMSIEKTOBaAHWUS TFOCYAapCTBEHHbIX apXMBOB
nepenarTcsi Ha rocyjapCTBEHHOE XpPaHEHMWE MO UCTEYEHUMN YCTAHOBMNEHHbIX CPOKOB MX BEAOMCTBEHHOIO
XpaHEHWs1 B COOTBETCTBMU C rpadukamu, ycTaHaBNMBAEMbIMW PYKOBOAUTEMSIMU FOCYAapCTBEHHbIX
APXMBOB W YYpeXaeHWiA.

[lOKYMEHTbI ydpexaeHuii nepepatroTcs B rocyQapCTBEHHbIE apXMBbl MO OMUCSM, C MPOBEPKOW
KonuyecTtea nuctoB B genax. lNMpu nepegaye OOKYMEHTOB y4YpexaeHWem B FOCY4apCTBEHHLIN apxuB
nepefaeTcst Tpu ak3emnnsipa onucu. Ha Bcex ak3emnnsipax onuMcu genawTcs OTMETKM O npueme
AOKYMEHTOB B FOCYAAPCTBEHHbLIN apxvB. YeTBEpPThIA 3K3EMMNSP ONUCU BMECTE C 3K3EMMIISIPOM akTa
OCTaeTCs B YUPEXAEHUMN.

lMpuem [OKYMEHTOB Ha rocyfapCTBEHHOE XpaHeHue odopmnseTcs akToM npuema-nepegayn
(npunoxeHue 31), coctaBNAeMbIM B ABYX 3K3emnnsgpax.

Ecnm npu nepegade obHapyxeHa HegocTtaya [Aefl, TO HOMepa OTCYTCTBYWOLWMX Aen
OroBapvBaloTCs B akTe npuemMa-nepeaayn JOKyMeHTOB, NMPUYMHbLI UX OTCYTCTBUSA - B NpUraraemon K akty
crnpaBske yupexaeHus.

B cnyyae obHapyxeHus GorbLIOro Yncna ownbok B Hymepauuv NMCTOB Aen npu nepegaye Ux Ha
rocyaapcTBEHHOE XpaHeHue, NpoBoanTCS UX nepeHyMepaumsi. CTapble HoMepa 3a4epKkMBaloTCs U psAOooM
CTaBWTCA HOBbLI HOMep. B KoHUe gOena cocTaBnseTcs HOBas 3aBepuTernbHas Haanucb, crapas
3a4epKMBaeTcs, HO COXpaHseTcs B Aene.

I'IpM HanMunMM OTAENbHbIX OWMOOK B HymMmepauun nnMcTtoB OONyCcKaeTcA yn0Tpe6neH|/|e JINTEPHbIX
HOMEPOB.

FnaBa 5. Oco6eHHOCTU paboTbl C 3NEKTPOHHbLIMU
AoKymeHTamu B CO[]

§ 1. Mopsaok perncrpauum n opraHusaumum UCNOJSTHEHUA
BXOAALWMNX INEKTPOHHbIX JOKYMEHTOB

80. OnekTpoHHbIe AOKYMeHTbl co3patoTcd, obpabaTeiBatoTca un xpaHatTea B COL. EamHunuen yyeta
ABNAETCHA ANEKTPOHHbIN AOKYMEHT, 3apernctTpupoBaHHbin B CI[.

81. Tlpuem, o6paboTka, npegBapuTenbHOE pPacCMOTPEHWE W perucTpaumst  dreKTPOHHbIX
[OKYMEHTOB OCYLLECTBMAIOTCA Cny>00i Oenonpon3BOoACTBA HA OOLIMX OCHOBAaHUSIX B COOTBETCTBUU C
HacTosLwen TUnoBon NHCTPYKLNEN.

82. 3OnekTpoHHble [OOKYMEHTbl, nocTynawwme B yudpexaeHue nocpeactsom C3[, npoxoadar
nepeBuYHyt0 00paboTKy, KOTOpas OCYLLEeCTBISIETCA B aBTOMATU3NPOBAHHOM pPEXMME W BKIOYaeT
NPOBEPKY PEKBU3BUTOB MOCTYMNUBLUETO 3MEKTPOHHOIO AOKYMEHTa: faTa perucrpaumy, HaumeHoBaHue
yUpeXaoeHusl, OTNpaBuMBLLErO 3MEKTPOHHBIA OOKYMEHT, KPpaTKOEe COAEPKaHWEe J3EKTPOHHOrO AOKYMEHTA,
damunusa, uHMUManbl Nuua, MOAMUCABLUErO SMEKTPOHHBLIN  AOKYMEHT, SMEKTPOHHAd nognuchb, C
NCNonbL30BaHNEM KOTOPOM NOAMNCAH 3NEKTPOHHBLIN JOKYMEHT.

83. [OoKymeHTbl, nocTynuBlIME Ha OymaxHOM HocuTene, noanexaT CKaHWMPOBaHMIO C
MCMONb30BaHNEM CKaHWPYIOLLEro YCTPOWCTBa M MNpeobpasytoTca B SNEKTPOHHbIM 06pa3 GymaxkHoro
AokymeHTa popmata PDF ¢ nocneaytowen 3arpyskon B COL.

84. Tlocne 3aBeplUeHMs NPOBEPKM PEKBU3UTOB WU LIENTOCTHOCTM 3NEKTPOHHOIO [OKYMEHTa B
aBTOMAaTU3MPOBaAHHOM pEXMME COTPYOHWK CnyXObbl [OenonpouM3BOACTBA YYpexAeHus npoBoauT
npeaBapuTeNibHOE PacCMOTPEHUE NMOCTYMMBLLETO 3NTIEKTPOHHOIO AOKYMEHTA C Liefblo pacnpeaeneHms Ha
OOKYMEHThI, Tpebytolme 0653aTenbHOro pacCMOTPEHUSA PYKOBOACTBOM yYpeXOeHUs, N Hanpaersiemble
HenocpeaCTBEeHHO B CTPYKTYPHble nogpasaeneHna n OoTBETCTBEHHbIM UCMNONHUTENAM.

MpenBapuTenbHOE pPacCMOTPEHWE  AMEKTPOHHbLIX  JOKYMEHTOB  OCYLLECTBMSieTCA B AEeHb
noctynneHusi. B crniyqae noctynneHms BHe pabo4ero BpeMeHW SMeKTPOHHbIA JOKYMEHT paccMaTprBaeTcs
Ha criegyoLmi pabounii oeHb.

85. B xope npenBapuTenbHOrO pacCMOTPEHUSsI COTPYOHUK cryxObl  Aenonpou3BoacTBa
yupexaeHus oTkasblBaeT B peructpauuu NOCTYMUBLUMX ONEKTPOHHbIX [JOKYMEHTOB B CreayoLlmnx
cnyyasix:
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1) aNEeKTPOHHbLIN AOKYMEHT MNOCTYNWUI HE NO aapecy;

2) 9NEKTPOHHbIA OOKYMEHT MOAMUCaH 3MEeKTPOHHOW MOAMUCHIO NuLa, He SBMSIOLWErocs NuuomM,
YNOMHOMOYEHHbIM MOANUCHIBATL 3MEKTPOHHbINA JOKYMEHT;

3) oTcyTCTBME 3aABMEHHBIX B JOKYMEHTE NMPUIOXEHWI;

4) HeKkoppeKkTHoe ohopMIMeHe AOKYMEHTa 1 HECOOTBETCTBME TPeDOBaHNAM NOAMYHKTa 2 nyHKTa
16 HacTosLwen TUNOBON UHCTPYKLUUN.

86. llocne ycnewHoro npoBeAEHWs NpPeaBapUTENbHOIO PAaCCMOTPEHUS COTPYAHMK CryXb6bl
AENONPOV3BOACTBA YUYPEXKAEHUS NMPOU3BOAUT PETMCTPALMIO MOCTYMMBLUENO 3MEKTPOHHOTO AOKYMEHTa B
C3[, nocne yero anekTpoHHOMY OokyMeHTy B C3[] B aBTOMaTtM3MpoBaHHOM pEXMME MpucBanBaeTCs
BXOASALLMNA PErMCTPaALMOHHBIA HOMEDP.

Mocne NpUCBOEHWSA 3NEKTPOHHOMY AOKYMEHTY BXOASLLEro peructpauuoHHoro Homepa B C3O[ B
aBTOMaTU3MPOBaHHOM pexume OpMUPYETCH KapTouka C yKasaHMeM BXOASLLEero perncrTpauyoHHOro
HOMepa  OneKTPOHHOro  [OKYMeHTa,  Aatbl  peructpauuu,  cBegeHun ob  oTnpasuTtene
(ncnonHuTene/mcnonHUTENsX U nuue, NoANMcaBLLEM 3MEKTPOHHBLIN OKYMEHT).

Ona cuctematmMsaumm wn obecneveHns y4veTa [AOKYMEHTOB MpW MPUCBOEHUWN BXOAALLEro
perucTpaumMoHHOro HoMepa ucnonb3yetcs [0CyAapCTBEHHbIN KnaccuduKaTtop OpraHoB YnpaBreHus,
yTBepXXaaemblvi HaunoHanbHbIM cTaTucTnyecknm kommtetom Kelproiackon Pecnybnuvku.

87. 3aperncTpupoBaHHble 3NEKTPOHHbIE AOKYMEHTbI nocpeactsom CI[ oTnpasnstoTcs:

1) B cny4Yae HeOoOGXOOMMOCTU HanOXeHWs1 pe3oriouMuM  PYKOBOAUTENO  YUPEXOEHUS WK
KypUpyHoLLEMY 3aMECTUTENIO;

2) B Clny4vae HeobXxo4MMOCTUN UCMOSTHEHUS UK paccMoTpeHus be3 pe3onunn OT pykosoauTend -
CTPYKTYPHbIM nogpasaeneHnam nnm oTtBeTCTBeHHbIM COTPYAHUKaM;

3) B Clny4dae HeobxoaMMOCTW NOArOTOBKU NpoeKTa pe3oniiounn - CTPYKTYPHbIM nogpasaeneHnam
NN OTBETCTBEHHbLIM COTPYAHUKaAM.

88. Mo wuTOoram pacCMOTPEHUs] IMEKTPOHHOTO [OOKYMEHTa PYKOBOAMTEMNb YyupexaeHus nmbo
KYpUpYHOLLMIA 3aMecTUTeNb HaknafblBaeT JMEKTPOHHYK Pe3oniouuio, B KOTOPOW onpegensieT nuuo,
OTBETCTBEHHOE 32 OpPraHW3auMio UCMONHEHWS] 3NEKTPOHHOIO [AOKYMEHTa B YYpeXOeHWu, U B cryvae
HeobXxoaMMOCTU onpeaensieT COUCNONHUTENEN, a TakkKe CPOK UCMONTHEHUSI 3NEKTPOHHOIO JOKYMEHTA.

CpOK NCMOJTHEHUA 3NEeKTPOHHOIro AOKYMEHTa yCTaHaBMBaeTCcA aHallorM4HO CpokKaM UCMNOJSTHEHUA
6y|v|a>|<H|=|x OOKYMEHTOB.

89. Mpu NocTynneHnn aNeKTPOHHLIX JOKYMEHTOB MH(POPMaLIMOHHO-aHaNUTUYECKOro XapakTepa, He
TpebyHLLMX UCMIONHEHUS, CPOK UCMOMHEHNSI MOXET He yCTaHaBnmBaTtbcs. [pn 3TOM COTPYAHUKM BHOCAT
otmeTKy B CO[] 06 03HAKOMMNEHUM C AAaHHBIM JOKYMEHTOM.

90. aﬂeKTpOHHaﬂ pesonouna CoCTouT U3 crnenyrwmnx pekBn3nUTOB!: (*)aMVIJ'IVIﬂ, MHUUmanbl nuua,
OTBETCTBEHHOIo 3a opraHun3aunid UCNOJIHEHUA JJNIEKTPOHHOIo OOKyMeEeHTa, (*)aMl/IJ'II/IFI, MHUUmnanbl
coucnonHuTenen, coaepxxaHue SﬂeKTpOHHOVI pe3onkunn, CpoK UCNOJIHEHUA, OOJDKHOCTb, (baMVIJ'IVIFI,
MHUUManbl N 3NeKTpoHHaaA Noanncb aBTopa pe3ositounn.

O6pasel, 3NeKTPOHHOW pe3ontoumMmM NPUBOANTCS B NPUNOXeHnn 32.

91. CoTpyaHUKy, onpeaerieHHOMY COrflacHO SMIEKTPOHHOW Pe30sioLnn B KaYeCTBE OTBETCTBEHHOIO
3a CBOJ, U COUCMOITHUTENSAM 3NIEKTPOHHbIE OKYMEHThI nocTynatT Yyepes CO/L.

92. B cnyyae ecnu OTBETCTBEHHbIM 3a CBOA IULOM MWIW COUCMOSHUTENEM 3MEKTPOHHOMO
JOKyMeHTa Obin  onpedeneH pPyKOBOAMTENb CTPYKTYPHOTO MOAPAa3fderneHus  yuypexaeHus, npu
HeobXxoaAMMOCTM, OH J06aBNAET K UCMOSTHEHMIO 3NIEKTPOHHOTO JOKYMEHTa COTPYAHWKOB BO3raBMsieMoro
UM nogpasgeneHnsi. PykoBoauTenu CTPYKTYpHbIX NOAPa3AeNieHnin Takke MMET BO3MOXHOCTb NMOpYYUTb
CBOA, OAHOMY M3 COTPYAHMKOB BO3MMABMSEMOro MMy noapasaesnieHuns.

93. OTBETCTBEHHOE 3a CBOA NULO WM COUCMNOSTHUTENW COBMECTHO OTBE4YalT 3a Haanexaiiee
UCMNOJIHEHNE 3NTEKTPOHHOIo AOKYyMEeHTa.

WcnonHenne QNEKTPOHHOro OOoKyMeHTa npegycmatpuBaeTt 060p n 06p860TKy OTBETCTBEHHbLIM 3a
CBO4 NUUOM M COMCMONHUTENEM Heobxoammon I/IH(*)OpMaLI,I/IM, NnoAroToBKy OTBETCTBEHHbIM 3a CBOL
JIMLUOM OKOH4aTeJslbHOro oTBeTa Ha I'IOCTyI'IMBLLII/Iﬁ SJ'IeKTpOHHbIVI OOKYMEHT, ero ocbopmneHme,
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cornacoBsaHue, HanpasneHne ona noanncaHna nocpencTBom ca PyKOBOAUTENIO y4HpexaeHua unn ero
3aMeCTUTento.

94. B xoge WCNOMHEHWUs 3MNEKTPOHHOro [OKyMEeHTa OTBETCTBEHHOE 3a CBOA4 nuuo u/vunu
COUCNOMNHUTENb MOryT 0BaBNATE CBOU KOMMEHTAPUM K SNIEKTPOHHOMY AOKYMEHTY.

95. l'lpop,neHwe CPOKOB MCNOJIHEHUA J3NMEKTPOHHbIX OOKYMEHTOB MPOU3IBOAUTCA MO YKa3aHWUIo
pyKoBOOUTENA NN C pa3peLlleHna y4pexneHusa - aBTopa, yCtTaHOBMBLUEIro 3TOT CPOK.

96. BegeHune yyeTa 1 KOHTPONSA UCMOMHEHNST ANEKTPOHHbIX JOKyMeHToB B C3O[] ocyulecTBnseTcs B
aBTOMAaTU3MPOBaAHHOM pEXMME, NyTEM HAaNOMWHAHWUIA OTBETCTBEHHOMY 3a CBOJ NMLY Y COUCMOSNTHUTENAM
COOTBETCTBYHOLLEN LIBETOBON MapPKMPOBKOM.

97. [llpoekTt oTBeTa Ha MOCTYNMBLUWA 3NEKTPOHHbIN OOKYMEHT nepej HanpasneHuem
PYKOBOAUTEMIO YUYpexaeHus unm ero 3amectutento nocpeactsom CO[l ons noanvcaHus npoBepsaeTcs
OTBETCTBEHHbIM 3a CBOJ JIMLOM Ha COOTBETCTBME TPeOOBaHUSIM K €ro COCTaBMEHUO U 0hopMIIEHNIO, a
TakkKe Hannume HeobxooUMbIX MPUNOXKEHUN.

98. ,D,J'Iﬂ cornacoBaHua M noanmcaHunAa 3NEeKTPOHHOro AOKyMeHTa, noAroToBJ1IeHHONo B OTBET Ha
I'IOCTyI'II/IBLIJI/II7I SJ'IeKTPOHHbIIZ OOKYMEHT, UCNOJNb3yeTCA 3NIeKTPOHHaA noanucb.

99. OcHOBOWI NOCTPOEHMS NonckoBor cucteMbl B CO sBNsieTCA pernctpaums OKyMEHTOB.

100. Touck KOHKPETHOro AOKyMeHTa unm nogbopkum maTtepuanoB B COI ocyuwecTBnsietca no
pasnuMyHbiM NMapaMeTpaMm [OKYMEHTOB, B TOM 4uCfle pPeKBM3UTaM, Buaam [OKYMEHTOB, MapLupyTam,
CoAepXaHuo, XxapakTepy BOMpPOCOB, OTMPaBUTENAM 1 agpecaTtaM, UCNONHUTENAM U APYTUM.

101. C3[0 nossonsdeT OCyWecTBNATb OOMEH 3MNEeKTPOHHbIMU AOKYMEHTaMW Mexay pasnuyHbIMu
yypexaeHusiMu. YupexaeHus MoryT HanpaBnsaTb APYr APYry NPOEeKTbl HOpMAaTMBHbIX NPaBOBbIX AKTOB,
nuceMa, 3asiBneHuns/obpalleHus rpaxaaH, MHOPMaLUMOHHbIE JOKYMEHTbI aHanMMTUYECKOro Xxapakrepa.

§ 2. Mopsaok perncrpaunm n oTrpaBKU NCXOQALLUNX
3NIeKTPOHHbIX AOKYMEHTOB

102. Peructpaumu B C3[ nognexar cneaytoLlmne NCXOAsLne NEKTPOHHbIE JOKYMEHTbI:
1) AOKYMEHTbI, NOArOTOBMNEHHbIE B OTBET HA MOCTYNMUBLUME 3NEKTPOHHbIE JOKYMEHTbI;

2) OOKyMEHTbl, MOArOTOBMIEHHbIE MO WHUUMATMBE CTPYKTYPHOrO MoApasfeneHns yypexaeHus,
PYKOBOAUTENS YUPEXKOEHNUS UMW €70 3aMeCTUTENS (MIHULIMATUBHbLIE).

103. B 3aBMCMMOCTM OT HaCTpOeK yuYpexgeHus NognuCaHHbIA SMEKTPOHHbIN OTBET MOXeT ObiTb
oTnpaBneH K agpecaTy:

1) 6e3 noaTBepXKAEeHUs OTNPaBKM CNy00n Aenonpon3BOACTBA yYpexXaeHus;
2) nocrne NOATBEPKAESHNS OTNPaBKU CryX001n AenonponsBoAcTBa y4pexaeHus.

104. Tllpy HeobxoAMMOCTM MOATBEPXKOEHUS OTNPaBKM SMEKTPOHHOro [AOKyMeHTa cryxbon
Aenonpov3BOACTBa NPOBOAUTCH MpoOBepka COooTBeTCTBMA TpeboBaHuAaM 0OdOpMNEHNs AOKYyMEHTa:
KOpPPEKTHbIN  (POopMaT [dOKYMEHTa, COOTBETCTBME 3JNEKTPOHHOW MOAMUCK, Hanuune 3asiBNEeHHbIX
NPUNOXEHW, KOPPEKTHOCTb YKasaHHbIX agpecaToB. B cnyvae HamgeHHbIXx HECOOTBETCTBUM crnyxba
Aernonpon3BoACcTBa MMeeT BO3MOXHOCTb BO3BpaTa AOKYMeHTa Ha AopaboTky.

105. B aBTOMatM3MpoBaHHOM pexume noAnUcaHHOMY [OOKYMEHTY MpucBanmBaeTCsl WCXOAALLMIA
perncTpaumoHHbLIN HOMepP N He3aMeanuTENbHO OTrNpasnaeTca agpecarTy.

106. B momeHT NOCTynneHna J3JIeKTPOHHOIo [OOKyMeHTa ajpecaty oTnpaBuTeslb nony4yaeT
QNMEKTPOHHYKO OTMETKY O OOCTaBKe. C aTtoro momeHTa 3ﬂeKTp0HHbII7I OOKYMEHT CYMTaeTCda NnoJly4YeHHbIM
agpecaTtomMm.

107. WcnonHeHHble ONEKTPOHHbIE OOKYMEHTbl CUCTEMAaTU3UPYKOTCA B Oe510 B COOTBETCTBUM C
HOMEHKJ'IaTypOVI aern.

I'Ipvl COCTaBJiIeHUN HOMEHKNaTypbl AeN yKa3blBaeTCd, YTO Aesi0 BeAeTCA B 3J1IEKTPOHHOM BUAeE.

§ 3. Mopsaaok peructpauum cryxebHbIX 3anMCcoK
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108. CTpyKkTypHble nogpasgeneHns yuypexaeHns coctaBnsatoT n pernctpupytot B CO[L0 cnyxebHble
3anucku ¢ uenblo obmeHa vHOpMauven Apyr C OPYroM BHYTPU yuypexeHus, a Takke B KayecTBe
OTBETOB O BbIMOMHEHWM 3aad, 3aJaHU U NOPYYEHUI PYKOBOANUTENS yUPEXOEHUS UMW €ro 3aMecTuTens.

109. lMpwn coctaBneHuMnM u perucTpaumm CnyxebHbIX 3anuMCcoK Takke MOryT ObiTb NpUKpenneHb
pasnuuHble NPUIIOXEHUdA, TakMe KaK akTbl, [OKNnagHble, panopTbl, Tabnuubl WMHMOPMALUOHHOIO
Xapakrepa v gpyrue.

110. CnyxebHble 3anuckm B 3MEKTPOHHOM dopMe OOopMAATCA Ha OGnaHke, aBTOMaTUYECKM
creHepupoBaHHoM B C3/[1. ObpaseL cnyxebHOoM 3annckn NnpMBoanTCS B NpUnoxeHun 33.

111. [lns nognucanunsa cnyxebHom 3annckn NCnosnb3yeTcsl SNIEKTPOHHASA NOANMUCH.

§ 4. Nopsaaok XpaHEHMUA N YHUUTOXEHUA INEKTPOHHbIX
AOKYMEHTOB

112. ONeKTpPOHHbIE JOKYMEHTbI MOCMEe MX UCMOSHEHUSA noanexaTt BeAOMCTBEHHOMY XPaHEHWo B
C3 B TedyeHMe nepuoda, He MNpPEBLILWAKLWErO nNpenesibHble CPOKM BEOOMCTBEHHOrO XpaHEHWs,
npeaycMoOTPEHHble 3akoHogaTenbcTBoM Kbiprbidckon Pecnybnvkum B cdepe apxmBHOro pgena Aansi
aHanorn4yHbIX JOKYMEHTOB Ha ByMaXKHbIX HOCUMTENSX.

113. OneKkTpoHHble AOKYMEHTbl BPEMEHHOro cpoka xpaHeHus (4o 10 neT) XpaHATcs B TOM
dopmaTte, B KOTOPOM OHW 6binv copmMupoBaHbl, OTMpPaBfeHbl UNKU MNofy4YeHbl, ¢ obecnedyeHnem
OOHOBPEMEHHOIrO XpaHeHusi COPMMPOBAHHBIX 3NEKTPOHHbLIX MOAMNWCEN MO4 COOTBETCTBYHOLUMMM
3MEKTPOHHbIMU AOKYMEHTaMMU.

114. Bce aneKkTpoHHblE JOKYMEHTbLI CO CPOKOM XpaHeHus 6onee 10 net, B TOM Yncne NOCTOSHHOro
Cpoka XpaHeHus, OOMkHbl co3paBatbea B ¢opmaTte Portable Document Format (PDF/A1, PDF/A2,
PDF/A3, PDF/A4) ansa obecneyeHns BO3MOXXHOCTU apXUBHOTO XpPaHEHMWS 9NEKTPOHHbLIX JOKYMEHTOB.

115. (Ab3say ympamurn cusily 8 coomgemcmeuu ¢ nocmaHosrneHuem Kabunema MurHucmpos KP
om 11 okmsabps 2024 2oda Ne 614)

OTFIpaBI/ITeJ'Ib QNIEKTPOHHOIro OAOKyMeHTa HeCeT OTBeTCTBEeHHOCTb 3a COOTBETCTBME ONOKYMEeHTa B
SJ'IeKTpOHHOIZ cbopme OOKYMEHTY Ha 6yMa)KHOM HOocuUTene.

(B pedakuyuu nocmaHoeneHusi KabuHema MuHucmpoeg KP om 11 okmsbpsi 2024 20da Ne 614)

116. llocne ucTevyeHWss Cpoka XpaHEHWs JNEKTPOHHbIX AOKYMEHTOB Ha OCHOBaHMM akrta o
BblOENEHNMN X K YHUUTOXEHUIO, YyTBEPXKOAEMOro pyKOBOAUTENEM yUpexaeHus, yKadaHHble 3MeKTPOHHbIe
gena (9NekTpOHHble [OOKYMEHTbl) noAnexarT YHUUYTOXEHWI0 B aBTOMaTU3MPOBaHHOM pexuve B
COOTBETCTBMM C NepeyHeM ynpaBreHYeCcknx AOKyMEHTOB, C yKa3daHWeM CPOKOB XPaHEHWUs.

§ 5. OTBeTCTBEHHOCTb 3a COXPaHHOCTb 3JIEKTPOHHOIO
AoKymeHTa B CO1

117. OTBETCTBEHHOCTb 33 COXPAHHOCTb U obecnevyeHne NOANMHHOCTU SNEKTPOHHBLIX AOKYMEHTOB,
co3gaHHbix B CO[l, B nepuos BeAOMCTBEHHOIO XpaHEeHWsi, HeceT Brnafenewl CUCTEeMbl 3FIEKTPOHHOro
OOKyMeHToobopoTa.

Mpunoxexue 1
K TUNOBOM MHCTPYKLUUK NO
aenonpous3BoacTBy B Kblpri3ckon
Pecnybnuke

NMPUMEPHbIW NEPEYEHb
Hanbonee ynotpebnsembix B ynpaBreH4€CKOn
OeATeNbHOCTU BUAOB U Pa3HOBMAHOCTEN OpraHN3auuoHHO-
pacnopsauTenbHOW AOKYMeHTauum
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AKT - [OKYMEHT, COCTaBNEHHbI HEeCKONMbKMMW NuLaMy M MOATBEPXOAloWMiA YCTaHOBMNEHHbIE
hakTbl U COObITHS.

AHKeTa - OJOKYMEHT, npeactaBnsaoowmi cobon TpadapeTHbld TEKCT, COAEpXaluui BOMpPOCHI MO
onpefeneHHon TemMme U MecTo AN OTBETOB (MNW OTBETbLI) HA HUX.

Bbinucka - Konus 4actu TEKCTOBOro OOKyMeHTa.

Fpadmk - TEKCTOBOW AOKYMEHT, OTpaKawwWmii nnaH paboTbl C TOYHbIMWU NoKasaTensiMm HOpM U
BPEMEHW BbIMOJTHEHMS.

Doknapg - 0OKYMEHT, coaepXaLluil U3noxeHne onpeaeneHHbIX BONPOCOB, BbIBOAOB, NPEeanoXeHui
1 npeaHasHa4YeHHbIN ANa YCTHOro NPOYTEeHUS.

[JoknapgHas 3anucka - AOOKYMEHT, a,El,peCOBaHHbIVI pykoBOAUTENTHO OaHHOINO UM BblLUIECTOALLEro
yypexnoeHusa, cop,epmau.l,mﬁl 00CTOATENBbHOE M3MOXEHME KaKoro-nmbo Bonpoca C BbiBOgamn w”
npegnoXxXeHnamMmm coctaBUTENA.

3aknouveHune - JOKYMEHT, COAepXKalluii MHEHWE, BbIBOA YUYpeXaeHusl, KOMUCCHM, crieumanucTa rno
KakoMy-nn6o JOKYMEHTY WM BOMPOCY.

M3BeweHne - JOKYMEHT, WMHPOPMUPYIOLWMA O MpeacTosdwemM MeponpuaTum  (3acegaHum,
cobpaHum, KOHepeHUnn) 1 coaepKallmin NpeanoXeHne NPUHATbL B HEM yvacTue.

MHCprKLIVIﬂ - OOKYMEHT, n3gaBaeMbli C  Lenblo pa3bACHEHMA nNopdanka nNpUMeHeHusA
HOPMaTMBHOIO NPaBOBOro akra.

0630p - JOKYMEHT, COCTaBfIEHHbIA B LENAX MHOPMUPOBAHUS MOABEAOMCTBEHHbIX U APYrux
yypexaeHuii o pabote B TOM WM WMHOW 0OGNacT WM O AeATeNlbHOCTM TPYNMbl y4YpeXaeHun B
onpeaerneHHbIl Nepuoa.

O6bACHUTEeNbLHAA 3anucka - 1) AOOKYMEHT, NOSACHAOLLMIA coaepxaHune otaesbHbIX NOSIOXEHNN
OCHOBHOIo pOOKyMeHTa (nnaHa, oT4eTa, npoeKTa); 2) coobuleHne AOMKHOCTHOrO nuua, nosicHsLlee
kakoe-nnbo aencreme, q}aKT, npoucluecrteune, npencraBsndaemMoe BbllleCToAlEeMY OOJIKHOCTHOMY nnly.

OT3bIB - JOKYMEHT, coepXalluuii MHEeHe YYpexXaeHUs Unu crneumanucta no nosogy Kakon-nvbo
paboTbl, NPUCMAHHON HA PacCMOTPEHME.

OT4yeT - OOKYMEHT, codepxaluuMin CBefeHWs O MOAroToBke W nposegeHum paboT, o6 uTorax
BbIMOMHEHNS NIaHoB, 3adaHui, KOMaHOMPOBOK U APYrMx  MeponpuaTui, npeacTtasnsemMbii
BbILLECTOSALLEMY YUPEXKAESHUIO NN OOHKHOCTHOMY fnuy.

Onucb - CNpaBOYHbLIA U YYETHbIN OOKYMEHT, COAEPXalUMA CUCTEMATU3UPOBAHHbLIA MNepedeHb
eVHWL, XpaHeHus/eAMHUL, y4eTa apxmMBHOro poHaa, npegHasHavyeHHbIN NS packpbITUSt X coaepXaHus
n yyeta.

MepeveHb - cucTeMaTU3MpoBaHHOE NepeYncrieHne JOKYMEHTOB UMK UHbIX NpeaMeToB, 00beKToB
Unv paboT B LeNsiX pacrnpocTpaHeHs Ha HUX onpeaeneHHbIX HOPM Ui TpeGoBaHWiA.

MucbMo - 00606LieHHOe Ha3BaHMe pasfuMyHbIX MO0 COAEPXKAHWUIO [OKYMEHTOB, CRy’Kallmx
cpencTBOM O6LLEHMST MeXAY YYPeXOeHUSIMU, YacTHbIMM NULLAMM.

MnaH - JOKYMEHT, yCTaHaBNMBaIOLLMIA TOYHbIA NEePevYeHb HameYaeMbIX K BbIMOMHEHUIO paboT unu
MEpPONPUATUA, WX MOCneaoBaTeNbHOCTb, O0ObEM, BPEMEHHblE KOOpAMHATbI, PYKOBOAUTENEN U
KOHKPETHbIX UCMONHUTENEN.

MonoxeHue - 1) OOKYMEHT, [AeTanbHO pernameHTUpYIOLLMiA NPaBOBOK CTaTyc, OpraHusauuio,
NopsifOK AesTeNbHOCTU rOCYAapCTBEHHbIX OPraHoB, OPraHOB MECTHOIO CamOyNpaBneHusl, yYpexXaeHuid, a
Takke onpefensowmnii X B3aMOOTHOLLEHUA C APYTMMU OpraHamu, yYpexaeHUsMu u rpaxaaHamu; 2)
CBOJ MPaBWI, PErynupYLLUX onpeaerieHHyo chepy AesTENbHOCTH.

I'IpaBMna - OOKYMEeHT, OeTallbHO peFJ'IaMeHTI/lpyPOLLI,VIIZ nopAaoK opraHmsauunm kakoro-nubo Buaa
OeATeNnbHOCTN.

MpencraBneHue - OOKYMEHT, COAEpXKallMi NPedrioXeHne O HasHauyeHuW, nepemeLleHun WUnu
MOOLLPEHUN MUYHOTO COCTaBa, a Takke PeKoMeHAaLulo onpeaeneHHbIX OeWCTBUN U MepOonpuUsATUin No
BOMpOCaM AeSATENbHOCTU YUPEXAEHMS.

Mpukas - npaBoBOW akT, u3gaBaeMblii PYKOBOAUTENEM yYpeXAeHUs, AEeNCTBYIOLEro Ha OCHOBe
eQVHOHa4anusl, B LEensX paspelleHnss OCHOBHBbIX M OnepaTMBHbIX 3agay, CTOAWWMX nepeq LaHHbIM
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yypexageHmem. B oTaenbHbIX cny4vasax MOXeT KacaTbCA LMPOKOro Kpyra yqpe>|<,u,eHv||7| N OOJDKHOCTHbIX
g He3aBnCcuUMo OT NOAYNHEHHOCTW.

Mporpamma - [OOKYMEHT, wu3naraloWuUn OCHOBHbIE HamnpasreHus paboTbl yypexaeHus unu
npeanpusaTUsa Ha onpeaeneHHbIN Nepuos BpeMEHU U aTanbl U CPOKM OCYLLLECTBEHUSA KPYMHbIX pabor,
UCTMbITaHUNA.

MpoTokon - JOKYMEHT, cogepXalluii nocneaoBaTernbHYO 3anuch xoaa 00GCYXaeHWUs BOMPOCOB U
NMPUHATUS peLUeHniA Ha CcoOpaHuaX, COBELLAHUSIX, KOH(bepeHUMsx U 3acefaHusix KonnernanbHbIX
OpraHoB.

PacnomeeHMe - ﬂpaBOBOVI aKT, u3gaBaemMbli €QUHOSNTNYHO pykoBoauTernem, rmaBHbIM 06pa30M
KonnernanbHOro opraHa, B UeNdX pa3pelleHunsa onepatuMBHbIX BOMPOCOB. Kak npasuio, MOXeT UMETb
Ol'paHVI‘-IeHHbIIZ CpOK OEencTBus 1 KacaeTcs Y3KOro Kpyra AOJI>KHOCTHbIX JTNL, U TpaXaaH.

CBopKka - [JOKYMEHT, NpeAcTaBnsoWmMin coboit 0b6oOLUeHHble CBeaeHust Mo O4HOMY BOMpPOCY
(cBOAKa NpeanoXeHUn, 3amevaHun, TpeboBaHun).

CnyxebHasa 3anucka - WHHOOPMALMOHHO-CNPABOYHbI OOKYMEHT ("BHYTpPeHHss nepenucka"),
ucnonb3dyembld Ans obMeHa uHpopmaumen Mexagy CTPYKTYPHbIMU nogpasferieHnsMu opraHmsaumm um
paboTHukamun. TekcT cnyebHoW 3anuckn COCTOUT U3 0BOCHOBaHWS (M3NOXEHNS MPUYMH COCTaBMNEHUS) 1
npeanoxeHus, NpocbObl, 3a8BKM U T.M.

CnMCOK - JOKYMEHT, COAEpKaLLMIA nepedncrieHme nuL unu NnpegMeToB B ornpeaeneHHOM nopsiake,
COCTaBIEHHbIN B LIENsX MHpopMauum nnm permctpaumm.

CnpaBKa - [OOKYMEHT, COAepXXallMiA OnuMcaHue W NOATBEpPXKAEHME TeX MU WUHbIX (akToB WU
COObITUN.

CTeHorpamma - AOCIioBHad 3anuncb AOO0Knagos, peqeﬁ n gpyrmx BbICTyﬂJ'IeHVIIZ Ha CO6paHVI9|X,
coBellaHnax n 3acegaHndax KonnernanbHbIX OpraHoB, OCyLleCTBJIEHHaA MeTog0M CTeHOl'pa(*)I/II/I.

Tenerpamma - 0606LLEeHHOE Ha3BaHUe pasnuyHbIX MO COAEPXKaHUI0 OOKYMEHTOB, NepegaHHbIX no
Tenerpady.

Tenedoouorpamma - 0006LLleHHOEe Ha3BaHue pa3nnyHbIX NOo CcoaepXxaHUw OOKYMEHTOB,
nepeaaHHbIX No TeJ'Ie(*)OHy M 3anncCaHHbIX nojftyyatenem.

YkasaHue - OOKYMEHT, n3gaBsaeMbli OpraHoMm rocyaapcCtBeHHOro ynpasiieHna npenmyecTtBeHHO
no Bonpocam VIH(*)OpMaLI,I/IOHHO-MeTOD,VI‘-IeCKOFO XapaKktepa, a TaKkKe no BofnpocaM, CBA3aHHbIM C
OpFaHI/I3aLI,VIeIZ MCNoJfiHeHna npukKkasos, I/IHCprKU.Vlﬁ N Opyrnx aktoB AaHHOIo opraHa M BbIWLECTOALMNX
OpraHoB ynpaBlieHus.

MpunoxeHue 2
K TUNoBOM MHCTPYKLMK NO
AenonpounssoacTtsy B Kelprbi3ckom

Pecnybnuke
NMEPEYEHDb
pacnopsaauTenbHbIX JOKYMEHTOB, (hopMupylowmxcs B
yuypexaeHusax
Buabl yupexageHumn Buabl OP[
MwuHucTepcTBa lMocTaHoBNEHUS (peLleHns) Konerum, Npukasbl
AOMUHUCTPATUBHbIE lMocTaHoBneHUs (peLlleHns) Konnerum, Npukasobl
BEAOMCTBaA
MecTHble Mpukasbl (pacnopspkeHMs) MeCTHbIX FOCY4apCTBEHHbIX aAMUHUCTPaLInNA,
rocyapCTBeHHbIe peLueHns Konnerunm
afMWHUCTpaLmm
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OpFaHbI MeCTHOro

MocTaHoBnEHMS, pelweHunsa, npukasbl (pacnopﬂmeHMﬂ) OopraHoB MeCTHOIo

camoynpaBreHus camoynpaBreHuns

YupexaeHus, [MocTaHOBNEHWS (peLLeHns) KonnernanbHOro opraHa yrnpasneHus,

OEVNCTBYIOLLIME HA OCHOBE npukasbl (pacnopskeHus)

KonnernansHoro

ynpaBneHus

YupexaeHus, Mpukasbl (pacnopspkeHus)

AENCTBYOLLME Ha OCHOBE

eMHOHa4anms

OObLecTBeHHbIE lMocTaHoBNEHUS Cbe3noB, NNEHYMOB, KOHDEPEHLINIA, MOCTAaHOBMNEHNS

opraHusaumm PYKOBOASLLMX OpraHoB (CoBeTa, LIeHTparnbHOro komuTeTta, npesangnyma),
peLueHns KoHpepeHuni, obLmMx cobpaHnii, pelleHns pyKOBOASALLMX
opraHoB (kKOMUTETa, COBETA), pacrnopshKeHusl, Npukasbl (LeHTparnbHbIX,
06nacTHbIX, TeppuTOpManbHbIX KOMUTETOB NMPoeccnoHanbHbIX CO30B)

Monutnyeckme lMocTaHoOBNEHMSA CbE30B, KOHEPEHLUUIA, MOCTAHOBIIEHWS PYKOBOASALLMX

opraHusaumm opraHoB (MONMUTCOBETA, LIEHTParIbHOro KOMUTETA), peLleHns

KOHgepeHUMI, obLLmMX cobpaHuiA, peLleHns pyKoBOASLLMX OpraHoB
(nonutcoBeTa, LeHTpanbHOro KomuTeTa)

Mpunoxexune 3
K TNoBOW UHCTPYKLUUK MO
Aenonpous3soacTsy B Kblprbi3ckom
Pecny6nuke

NEPEYEHDb

PEeKBU3UTOB, UCNONb3yeMbIX NpU ohopMeHUm
OopraH13aUuoHHO-pacnpenenuTernbHbIX AOKYMEHTOB

1 - TocypapcTBeHHbIV repb Kebipreidckon Pecnybnukuy;

2 - ambriema yupexaeHus;

3 - ko4 yypexageHus no EguHomy rocygapcTBeHHOMY peecTpy ctatuctnyeckmnx egmHuny (EMFPCE);

4 - HaMMeHOoBaHWe BbILECTOSALLIErO yypexneHud;

5 - HaMmeHoBaHue yypexneHus;

6 - HaUMeHOBaHWe CTPYKTYPHOro noApasaeneHus;

7 - HOEKC NpeanpuaTUS CBA3K, MOYTOBLIN adpec, HoMep Tenedakca, aapec 3NEeKTPOHHOWN MoYThI,
Homep cuyeTa B GaHke, HoMep TenedoHa;

8 - HaumeHoBaHMe BMaa OOKYMEHTa;

9 - para;

10 - perncTpaumoHHbIN HOMepP AOKYMEHTa (MHOEKC);

11 - ccbifika Ha perncTpaLnoHHbI HOMeEp U AaTy BXOASILLEro JOKYMEHTa;

12 - MeCcTO coCTaBreHUs UNU U3gaHug;

13 - agpecar;

14 - rpud yTBEPXKAEHUS;

15 - pesoniouuns;

16 - 3arofnoBoOK K TEKCTY;

17 - oTMeTKa O KOHTPOIE;

18 - TekCcT JOKYMEHTa;
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19 - oTMeTKa O HanMuMn NPUNOXeHNs;
20 - nognucb (3NEKTPOHHAas NOANUCH);
21 - rpud cornacoBaHus;

22 - BU3bI;

23 - OTTUCK NneyaTy;

24 - oOTMETKa O 3aBepeHNN KONuu;

25 - damunua ucnonHuTensl, Homep ero TenedoHa, Homep Tenedakca, agpec 3NEeKTPOHHOM
MoYThbl;

26 - oTMeTKa 06 UCMOMHEeHUM JOKYMEHTa U HanpaBreHnn B Aeno;
27 - OTMeTKa O NOCTYMMEHUN AOKYMEHTA B y4peXaeHuE;
28 - oTMeTKa Ansi aBTOMaTU3MPOBaAHHOIO NoMcka AOKyMeHTa.

Mpunoxexune 4
K TNoBOW MHCTPYKLUUK MO
Aenonpoun3soacTsy B Kblprbi3ckom

Pecnybnuke
O6paseL nucTa cornacoBaHns AOKyMeHTa
JINCT COIrNnACOBAHUA
K NMPOEeKTy NOCTaHOBJIIEHUA npaBMTeﬂbCTBa Kblprbl3CKOI7l
Pecny6nuku
IIO
(nonHoe HanMeHoBaHWe JOKYMEeHTa)
MWHUCTP 3KOHOMUKM
Kbipreizckon Pecny6nmvku
20 . N.0.Pamununs
MwuHUCTp tocTUL MK
Kbipreizckon Pecny6nmnku
20 T N.0.Pamunns
MwuHucTp douHaHcoB
Kbipreiackon Pecny6nvku
20 T N.0.Pamunns
MwuHUCTp 3apaBoOXpaHeHUst
Kbipreiackon Pecny6nvku
20 r. N.0.damunusa
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MuHucTp 0BpasoBaHus U Haykn
Kbipreiackon Pecny6nmnku

20 r. N.0.®amunusa

MpunoxeHune 5
K TNnoBOW MHCTPYKUUK NO
aenonpounssoacTtsy B Kelprbi3ckon
Pecnybnuke

NMPUMEPHbIW NEPEYEHb
AOKYMEHTOB, Ha KOTOPbIX CTaBUTCA NevyaTb C N3o6paxeHnem
FNocypnapcTtBeHHoro rep6a Kbiprbiackon Pecny6nukm

1. MonoxeHne 06 y4pexgeHnw.
2. YcTaB npegnpuatmsa (06 beanHeHns).

3. MpoTokonbl cornacoBaHus NnaHOB NOCTABOK, BbIABWKEHUSA KaHAMAATOB B AenyTaTbl, 3aceaaHui
3KCMEPTHBIX KOMUCCUMN.

4. 3akntoyeHre 1 0T3bIBbl HA guccepTaummn n aBtopedeparhbl.

5. 3asBka Ha usobpeTteHue.

6. MNpencraBneHne 1 xo4aTancTBO O HarpadKAeHWN.

7. 3agaHus Ha NpOeKTMPOBaHNE 0O BHEKTOB, TEXHUYECKMX COOPYXKEHWIA.
8. MapaHTuiiHOE NNCbMO.

9. CmeTa pacxogos.

10. WTaTHOE pacnucaHme U U3MEHEHNS K HEMY.

11. TUTYNbHLIA CANCOK.

12. Cneundukaums.

13. AkTbl npuemMa o6bEKTOB, 060PYA0BaHMS, BbINOMTHEHHbBIX PaboT, CnUcaHus, 3KCNepTu3bI.
14. [loBepeHHOCTb.

15. VicnonHUTENbHbLIA NUCT.

16. KomaHanpoBo4HOE yaoCTOBEPEHME.

17. Mopy4veHus OrompxkeTHble, BaHKOBCKNE, MEHCUOHHBIE, MaTeXHbIE.
18. PeecTtpbl YekoB, OIOMKETHBIX NOPYYEHUN.

19. OO6pa3subl OTTUCKOB nNedatern M noanucer paboTHMKOB, UMEHLIMX MpaBO COBEpLUEeHUS
PUHAHCOBO-XO3ANCTBEHHbIX Onepauunn.

20. JomKHOCTHas UHCTPYKLUUA.

MpunoxeHne 6
K TUNOBOM UHCTPYKLUUK NO
aernonpoussoacTsy B Kbiprbiackon
Pecny6nuke

dopma perucTpayMoHHOro wramna
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

(HaumeHoBaHWe ydYpexxaeHuns)

(nata)

(permcTpaLmoHHbIA HOMep)

MpunoxeHune 7
K TNnoBOM MHCTPYKUUK MO
aenonpou3BoacTBy B Kblprei3ckom
Pecny6nuke

O6pas3sey ochopmneHus obuiero 6GnaHka

KbIPI'bl3 PECIMYBJIMKACBIHbIH
OKMOTYHO KAPALLUTYY
MAMNEKETTUK KATTOO

KbISBMATbIHbIH AlTAbIHOAIbI
APXMB ATEHTTUTN

APXVMBHOE ATEHTCTBO
MPU rOCYOAPCTBEHHOW
PEFMCTPALIMOHHOWM CNY>KBE
MNPW NMPABUTENBLCTBE
KbIPIbI3CKOW PECMNYBUKU

"ocynapcTBeHHbIN repb
Kbipreizckon Pecny6nvku

MpunoxeHne 8
K TMNOBOM MHCTPYKL MM MO
aenonpou3soacTBy B Kblprei3ckon
Pecnybnuke

OGpasey ochpopmneHusa 6naHka nucbma

KbIPI'bl3 PECIMYBJIMKACBIHbIH
OKMOTYHO KAPALLUTYY
MAMNEKETTUK KATTOO

KbIBMATbLIHA AlObIHOAIbI
APXMB ATEHTTUTA

7720040, buwkek w., Tokroryn
kou. 105,
Ten. - dpakc 11 11 11
www.archive.kg
3/3 Ne 111111111 BrupnHum man
KPB-2,
KbipreiactaH AKBcbl
MCH 1111111111111

APXVMBHOE ATEHTCTBO
MPU rOCYOAPCTBEHHOW
PEFMCTPALIMOHHOWM CNY>KBE
MNPW NMPABNTENBLCTBE
KbIPIbI3CKOW PECMNYBUKW

"ocypnapcTBeHHbIN repb
Kbipreizckon Pecny6nvku

720040, r.buwkek, yn.Tokroryna,
105,
Ten. - hakc 11 11 11
www.archive.kg
p/c Ne 111111111 MNepBomalickoe
AKB KblipreiactaH
WHH 1111111111111

Ha Ne oT

Mpunoxexne 9
K TMNOBOM MHCTPYKLMMK MO
aernonpounssoacTBy B Kbiprbi3ackon
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

Pecnybnuke
O6pas3sey ochopmneHus 6naHka npukasa
KbIPI'bl3 PECIMYBJIMKACbLIHbLIH "ocymapcTBeHHbI repb APXMBHOE ArEHTCTBO
OKMOTYHO KAPALLTYY Kblprbiackon Pecny6nvkm NPV rOCYOAPCTBEHHOW
MAMNEKETTUK KATTOO PEMMCTPALIMOHHOW CNY>KBE
KbISBMATbIHbIH ANAbIHOAMbI MNPU NMPABNTENBLCTBE
APXWB AFEHTTUIA KbIPTIbI3CKOW PECIYBUKMN
BYWUPYK
NMPUKA3
Ne r.Buiukek

Mpunoxexune 10
K TNnoBOM UHCTPYKUUK MO
AenonpounssoacTtsy B Kblprbi3ckom
Pecnybnuke

O6pa3seL, opopmMmneHUs yrnoBoro 6naHka nucbma

"ocynapcTBeHHbIN repb
Kbipreiackon Pecny6nvku

KbIPMbI3 PECMYBNUKACHIHLIH
OKMOTYHO KAPALLTYY
MAMIEKETTUK
KATTOO KbI3MATbLIHA
ANObIHOATbI
APXVB AFEHTTUIM

7720040, buwkek w., TokTtoryn
kou. 105,
Ten. - cpakc 11 11 11
www.archive.kg
3/3 Ne 202803441 1-Mawn KPB-2,
111111111
koay 320105505 KbipreiactaH
AKBchbI
MCH 11111111111111

APXMBHOE ArEHTCTBO
MPU TOCYOAPCTBEHHOMN
PEMMCTPALIMOHHOW CNY>KBE
MNP NPABUTEJIbCTBE
KbIPIbI3CKOW PECMYBJIVKMN

720040, r.buwkek, yn.TokToryna,
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

105,
Ten. - pakc 11 11 11
www.archive.kg
p/c Ne 202803441 NepBomaickoe
POK-2, 111111111,
kog 320105505 AKB KbiprbiactaH
MHH 11111111111111

Ha Ne oT

Mpunoxexne 11
K TMNOBOM MHCTPYKLMMK MO
aenonpou3BoacTBy B Kblprei3ckom
Pecnybnuke

O6paseu ochopmneHmns npmukasa

APXVMBHOE ATEHTCTBO
MPU TOCYOAPCTBEHHOW
PEMMCTPALIMOHHOW CNY>KBE
NPY NMPABUTENbCTBE
KbIPIbI3CKOW PECMNYBUKW

KbIPT'bl3 PECNYBJIMKACbBIHbIH "ocynapcTBeHHbIN repb
OKMOTYHO KAPALLTYY Kblprbiackon Pecnybnuvku
MAMNEKETTUK KATTOO

KbISBMATbIHbIH ANAbIHOAMbI
APXWB AFEHTTUIA

BYWUPYK
NMPUKA3

r.buiikek

06 yTBepxaeHun coctaBa HayuyHo-meTogmnyeckoro coseta

B cBA3K ¢ kagpoBbIMU U3MEHEHNSIMU NMPUKa3biBalo:
1. YTBEpaAnTb Hay4yHO-MeTOOUYECKUI COBET B CrneaytoLlemM cocTaBe: ...

2. MNpusHaTb yTpaTUBLLMM CUITY NPUKas ...

OupekTop (Mognuchb) N.0.®amunus

Busbl
Mpunoxexue 12
K TUNOBOM MHCTPYKLMUK NO

aernonpoussoacTsy B Kbiprbiackon
Pecny6nuke

O6pasey ochopmMneHus NonoxeHns
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

YTBEP>XOEHO
npvkasom MuHucTepcTBa
30paBOOXPaHEHNS
Kblprbiackon Pecnybnukm

Ne

NONOXEHUE
00 oToene

1. O6LWKe nonoxeHus

2. 3agauu

3. CtpykTypa

4. OyHKLMM

5. MNpaBa

6. B3anmMoOoTHOLLEHUS C OPYIrMMU CTPYKTYPHbIMU nNogpasaernieHnamm

7. OTBETCTBEHHOCTb

Mpunoxexue 13
K TUNOBOM MHCTPYKLMUK NO
aernonpoussoacTsy B Kbiprbiackon
Pecny6nuke

O6pasey ochopmMmneHns NpoTokona

KbIPI'bI3 PECIYBJIMKACbIHbIH "ocynapcTBeHHbIN repb
OKMOTYHO KAPALWLITYY Kbipreiackon Pecny6nvku
MAMJEKETTUK KATTOO

KbISBMATbIHbIH AlAbIHOAbI
APXVB ATEHTTUT

APXVMBHOE ATEHTCTBO
MPU rOCYOAPCTBEHHOW
PEMMCTPALIMOHHOW CNY>KBE
NPV NPABUTENBCTBE
KbIPIbI3CKOW PECMNYBUKW
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

NPOTOKOI
3acepaHusa Hay4yHo-meToanyeckoro coseTta

ropog buwikek

Ne
Mpencepatens:
(MHUUMans! n damunmns)
CekpeTapb:
(vHnumanesl n amunus)
MpucyTtcTBOBanNY:
(4YneHbl KonnernaneHOro opraHa)
MpurnaweHHble: yen. (CNMCOK nNpunaraeTcs)
MOBECTKA OHA:
1. O (06)
Hoknag
(BOMKHOCTb, MHUUMarbI 1 hamMUnns)
2. 0 (06)
Hoknag
(BOMKHOCTb, MHULManbI 1 hamnnns)
CIYLWAJN:
N.0.damunusa - TEKCT goknaga npunaraeTcs.
BbICTYMWUIN:

N.0.Pamunus - kpaTkasd 3anncb BbICTYMNNEHMS.
NOCTAHOBUI (PELLUUNIN):
1.1.

1.2.

Mpencepartens MNognucb WHnumnansl n goammnus
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

CekpeTapb Mognuck WHnunansl n doammnus
Mpunoxexue 14
K TNnoBOM MHCTPYKUUK MO
aenonpounssoacTtsy B Kelprbi3ckon
Pecny6nuke
dopma
Pa3HocCHas KHura
Ne [aTa oTnpasneHus HanmeHoBaHune Komy agpecoBaH Moanuck B nonyvyeHuu
n/n OOKyMEHTa 1 ero OOKYMEHT n gara
mexoaawmn Ne
Mpunoxexne 15
K TNoBOW MHCTPYKLUUK MO
Aenonpou3soacTsy B Kblprbi3ckom
Pecnybnuke
dopma
PeeCTp oTnpaBJieHHbIX AOKYMEHTOB
Ne Apnpecat n mecTto Homep gokymeHTa [NoyToBLIE pacxonbl Homep kBuTaHumm o6
n/n HasHa4yeHwus OTMNpaBKe 3aKka3HOro
nucbma
MpunoxeHue 16
K TUNOBOM UHCTPYKLUK NO
aernonpoussoacTsy B Kbiprbiackon
Pecny6nuke
dopma
XypHan peructpauum BXoasilux JOKYMEHTOB
Ne [ata Ne u Otkyn | Kpatkoe | Konwmuec | Pesonioy | Komy m Ne u Ne nena no
perncTpa aara a coagepxa TBO ms Korga aarta HOMEHKNnaT
uun OoKkyMe (ot Hue nuctoB | pykoBoAc | nepemaH | aokyme ype, B
HTa Koro) | OOKyMmeH TBa ” OOKYMeH HTa- KoTOpoe
nocTyn Ta CpoK T ans oTBeTa nomeLleH
un ucnonHe | mucnonHe
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

[OKYM
eHT

HUA

HUA N
noanncb

[OKYMEHT

Mpunoxexne 17
K TMNOBOM MHCTPYKL MM MO
aenonpounssoacTtsy B Kelprbi3ckon

Pecny6nuke
dopma
XypHan perncrpaumm mcxoasilimx AOKyMEHTOB
Ne Jata Korpa n KpaTtkoe Konuyects Ne u pata | MNoanuck B Ne nena no
perucrpaum KoMy coaepaHu 0 NUCTOB | BXOASALWEro | nomyyeHn | HOMeHknaTtype
" agpecoBa e AOKyMeHTa n Konun , B KOTOpOE
H AOKyMeHTa -3anpoca OOKYMEHT nomeLueH
OOKYMEHT a OOKYMEHT
Mpunoxexne 18
K TNoBOW MHCTPYKLUUK MO
Aenonpoun3soacTsy B Kblprbi3ckom
Pecny6nuke
dopma
PerMCTpaLI,I/IOHHO-KOHTpOHbHaﬂ KapTo4kKa
1.2.3.45.6.7.8.9.10.11.12.13.14.15.16.17.18.19.20.21.22.23.24.25.
26.27.28.29.30.31.
KoppecnoHaeHT
[daTta nocTynneHns n nHaekc 4OKyMeHTa [ata n nigekc gokymeHTa
KpaTkoe cogepxaHue
Pe3ontouust unun komy HanpasneH JOKYMEHT
OtmeTka 06 NCMONHEHMN JOKYMeHTa
O60poTHasA CTOPOHA PerMcTPaLMOHHO-KOHTPOJNTIbHOMN KapTO4YKU
KOHTpOmnbHbIE OTMETKU
doHa Ne Onuncb Ne Oeno Ne

Mpunoxexue 19
K TUNOBOM MHCTPYKLMUK NO
aenonpounssoacTBy B Kbiprbi3ackon
Pecny6nuke
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

dopma
CBopka 06 ncnonHeHn AOKYMEHTOB, nogexalwmx
KOHTPOIJIO,
MO COCTOAHUIO Ha
Ne [ HaumeHoBaHu [okyMeHTbl na 3 H1X OOKYyMEHTHI
51 CTPYKTYPHBbIX KOHTpOne
MOAPA3ACNEeHN | geer | noctynuno B | ucnonHerHs! | ucnonHsiembi c NPOCPOYEHHBbI
" 0 npeabiayLuie e € B CpPOK NpoAaneHHbI e
M MecsLe M CPOKOM
NCMOMHEHN
2
OTBETCTBEHHO  MOAMUCH
€ nuuo:
(BomkHoOCTB) (PN0)
Hata
MpunoxeHue 20
K TUNoBOM MHCTPYKLMK NO
AenonpounssoacTtsy B Kelprbiackom
Pecnybnuke
dopma
XypHan peructpauum obpalieHun rpaxaaH
Bxogsawm [ata (ol7[e] KpaTkoe Peszontouu HanpaBneHo Mognucb OTmeTK
n Ne nocTynneH | 3asiBuTen | cogepxaH A Ha UcnosnHuTe ao
obpalueH ns A, agpec ve pyKoOBOACT | wcnonHeHue ns unu peLueH
ns obpalleHu Ba (opraH, OoTMeTKa O nm
2 nogpasgeneH | HanpasneH | Bonpoc
ne, 1O N Ha a
OOJDKHOCTHOT | UCMOJSTHEHWU
0 nmua), cpok e
NCNOJSTHEHUSI

Mpunoxexune 21

K TUNOBOM UHCTPYKLUUK NO
aenonpoussoacTtsy B Kelprbi3ckom

Pecnybnvke
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

dopma
Pern CTPAUNOHHO-KOHTPOJIbHAA KapTO4Ka
0229140 PerncrpaunoHHO-KOHTpObHas kapToyka
KoppecnoHaeHT

PNO, agpecart, TenedoH:

Mpeabioywme obpalleHns oT Ne ,
oT Ne

Bug nokymeHTa

n.

ABTOp, aarta, UHOeKCc conpoBoanTernibHOro nucbma:

Ha

[arta, nHaekc nocTynneHus:

KpaTkoe cogepxaHue:

OTBETCTBEHHbIN UCTMOSNTHUTEND:

Pesontouuns
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

ABTOp pesoniouuu:

CpOK NCNOJIHEHUA!

O6GopoTHas CTOPOHA PermMcTpPaLuMOHHO-KOHTPOJIbHON KapTO4Ku

Xop, ncrnosiHeHus
Aarta nepegaydv Ha WCMNONHUTENb OTMeTKa o
NcrnonHeHne NPOMEXYTOYHOM OTBETE
W AOMNOSNTHUTENBHOM
3anpoce

[arta, nHgekc ucnonHeHusa (oTeeta)

Appecar:
CopaepxaHue:
C KOHTpONSA CHAT: Moanuck KoHTponepa:
[eno Tom JlncTbl doHA Onucb [eno
MpunoxeHue 22
K TUNOBOM MHCTPYKLMUK NO
aernonpoussoacTsy B Kbiprbiackon
Pecnybnuke
dopma
CBopka 06 ncnonHeHun obpalleHun rpaxaaH
MO COCTOAHMIO HA roga
Ne HanmeHoBaHune HaxogsaTtcsa Ha ucnonHeHun M3 Hux:
CTPYKTYPHbIX
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TunoBasa MHCTPYKUNA

no aenonpoussoacTtsy B Keiprbidckon Pecnybnuke

nogpasgeneHun
BCEro MOCTYMUIO B | UCMOMHSAOTCS c NPOCPOYEHHbLIE
npeablayLiem B CPOK NPOASIEHHBbIM
mecsiLe CPOKOM
NCMOSNHEHNS
(OTBETCTBEHHbIN) (moanuchb) ((ol%[e))]

(nata)

Mpunoxexne 23
K TMNOBOM MHCTPYKL MM MO
aenonpou3BoacTBy B Kblprei3ckom
Pecny6nuke

dopma
(HaMmeHoBaHVe BeJOMCTBA)
(HaumeHoBaHWe ydYpeXxxaeHns)
HOMEHKIATYPA OEN
YTBEPXOAKO
MecTto
HanmeHoBaHMe OOmKHOCTH
cocTaBneHus
PYKOBOAUTENS y4pexXaeHuns
Moanuck Pacwwndposka nognucu
Ha [ata
rog
WHpekcehl 3aronosku gen Konuuectso gen Cpoku xpaHeHuns u MpumeyaHue
aen (TomoB, YacTtei) (TomoB, YacTein) CcTaTbi N0 NepeYHIo

HassaHuve pasgena
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

WTtoroeas 3anuck o KaTteropuax n konn4ecTtee 3aBeeHHbIX Aen

Mo cpokam xpaHeHus Bcero B ToM uncne nepexogsawmnx

MNocTossHHOrO

BpemeHHoro (cebiwe 10 ner)

BpemeHHoro (oo 10 neTt BKNHOYUTENBHO)

NToro:

HavmeHoBaHWe OOMKHOCTM
PYKOBOAMTENS CIYXO6bl

AenonponssoacTea
yupexaeHus noanuce pacwmndpoBKa nognucu
Hata
COIMACOBAHO COIMACOBAHO
Mpotokon LISK (3K) Mpotokon 3MMK
yupexageHus rocyaapCTBEHHOro apxvBa
oT oT Ne
Ne
MpunoxeHne 24
K TUNOBOM UHCTPYKLUK NO
aenonpon3BoacTBy B Kblprei3ckon
Pecnybnuke
dopma
NINCT-3ABEPUTEJb AENA
B aene noaLwmTo n NPOHYMEepPOBaHO
nmcToB
(undbpamu 1 nponuceto)

B TOM 4mCrI€:
NUTEpPHbIE Homepa JINCTOB:
NponyLLEeHHbIE HomMepa NNCTOB:

+ nInCTOB BHyTpeHHel7| onucu:

| OcoBeHHOCTU (hU3NYECKOro COCTOAHUS U (DOpMUPOBaHUA Aena | Homepa nucTos I

HanmeHoBaHue JOJTKHOCTU MNMognucb Pacwwudposka nognucu
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paboTHuKa
Hata

Mpunoxexne 25
K TMNOBOM MHCTPYKLMMK MO
aenonpou3BoacTBy B Kblprei3ckom
Pecny6nuke

dopma obnoxku gena

Koa rocapxvea

Kopn
yupexaeHus
HanmeHoBaHMe rocygapcTBEHHOIO apxmea
HanmeHoBaHwWe yupexaeHus
HanmeHoBaHWe CTpYKTYpHOro nogpasgeneHuns
OENO Ne TOoM Ne
(3aronoBok gena)
HavarTo:
OKOHYeHo: Ha
nucrax
XpaHutb
®oHa Ne
Onucb Ne
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Oeno Ne

MpunoxeHne 26
K TMNOBOM MHCTPYKL MM MO
aenonpou3BoacTBy B Kblprei3ckom
Pecnybnvke

CDopma TUTYJNIbHOIO JINCTa K onucu gen noCctodHHOro cpoka
XpaHeHuA n no IMYHOMY CoCTaBy

(HaMmeHoBaHWe rocygapCTBEHHOro apxmea)

(HaMMeHOBaHVIe ydypexneHua, ¢ ykadaHmem nog4nHEHHOCTWN; BKIMKOYaET BCe

nepenMmeHoBaHnAa y4pexaeHna 3a BpemMma ero cyuecrtBoBaHusA, C ykadaHnem

KpanHWX OaT Kaxaoro Ha3saHus)

®oHp Ne

Oonncb
[ien NOCTOSIHHOTO XpaHeHus
(Mnn HavmeHoBaHWe rpynMbl 4OKYMEHTOB)
3a rogbl

Mpunoxexue 27
K TUNOBOM MHCTPYKLMUK NO
aernonpoussoacTsy B Kbiprbi3ackon
Pecnybnvke
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

dopma rogoBoro pasgena cBOAHOW onUcu Aen NOCTOAHHOTO

®oHAa Ne
OlNMNCb Ne
Aern NoCTOAHHOIro XpaHeHus

XpaHeHusA

YTBEP>XOAKO
HanmeHoBaHWe OoOmMKHOCTU
PYKOBOAUTENS yuYpexaeHus

3a ron Moanuncek Pacwudposka
noanmcu
[ata
HasaHue pasgena (CTPyKTYpHOro nogpasfeneHns yYpexxaeHns)
Ne MHOEKC aena 3arosfioBoK gena KpariHue gatbl KONMN4ecTBO npuMeYaHune
nmcToB
1 2 4 5 6
B JaHHbIN pasgen onucu BHECEHO
€VHNL XpaHeHus,
(umdpamu 1 Nponuceto)
c Ne no Ne
B TOM YuCTIE:
nuTepHble HoMmepa:
nponyLeHHble HoMmepa:

HanmeHoBaHue O4OMKHOCTH
cocTaBuTend onmcu

Hata

HanmeHoBaHMe JOITMKHOCTHU
pykoBoauTensa apxmea
(n1ua, oTBETCTBEHHOIO 3a
apxuB)

HaTta:

COI'TIACOBAHO

MpoTtokon LIGK (3K)
yupexaeHus

oT Ne

MNMognucb

Moanucek

Pacwwmdposka nognucu

Pacwwudposka nognucu

YTBEP>XOEHO

npotokonom SIMNMMK
rocyapCTBEHHOro apxvuea

oT Ne
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MpunoxeHne 28
K TMNOBOM MHCTPYKL MM MO
aenonpou3BoacTBy B Kblprei3ckom
Pecny6nuke

<Dopma rogoBoro pasgena CBOAHOW onucu gen no JINYHOMY

®oHp Ne
OlNMNCb Ne
Aen no NINYHOMY CocTaBy

3a roq

cocTaBy

YTBEPXOALO
HavmeHoBaHWe OOMmKHOCTM
PYKOBOAUTENS yUpeXOeHNs

MNognuck PacwwundpoBka
noanucm

Jata

HaseaHuve pasgena (CTpyKTypHOro nogpasaerneHunst yupexaeHus )

Ne MHOEKC aena 3arosioBOK KpaviHue gatbl KONUY€eCTBO npumeyaHue
nena nucToB
B JaHHbIN pasgen onucu BHECEHO
ea. xp.,
(umdpamu 1 NponuckHo)
c Ne no Ne
B TOM Yucne:
nUTEpHbIE HoMmepa:
nponyLeHHble HoMmepa:
HanmeHoBaHWe AomKHOCTH
COCTaBUTENsi onmcu Moanuck Pacwundposka noanucu
Hata
HavanbHuk cnyxobl kagpos
(nHCnekTop No kagpam) MNognuce Pacwwudposka nognucu

Jarta
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COIMACOBAHO

MpoTtokon LIGK (3K)
yypexaeHus

oT Ne

YTBEP>XXOEHO

npotokonom SMNMMK
rocyaapCTBEHHOro apxvBa

oT Ne

Mpunoxexne 29
K TMNOBOM MHCTPYKLMMK MO
aenonpou3BoacTBy B Kblprei3ckom
Pecny6nuke

CDopma rogoBoro pasgena cBOAHOW onucu aen BpeMeHHOoro

®oHa Ne
OlNMNCb Ne

Aern BpeMeHHOoro

(cBbiwe 10 neT) XxpaHeHus
3a rog

(cBbiwe 10 neT) xpaHeHuUs

YTBEP>XOAKO
HavmeHoBaHWe OOMmKHOCTM
PYKOBOAUTENS yUpeXOeHNs

Moanuce Pacwudposka
noanucu

HaTa:

HasBaHwue pasgena (CTpyKTYpHOro NoApasfeneHust yupexaeHust)

Ne MHAeKc 3arofioBoOK gena KpanHue CPOK XpaHeHust KONMM4YeCcTBO npuMmevaHue
pena partbl nnUcToB
B OaHHbIN pasgen onucun BHECEHO
eanHnL,
XpaHeHus1,
(undppamu 1 nponuceo)

c Ne no Ne
B TOM YyuUcne:
NUTEpPHble HoMepa:
nponyLLeHHbIe HoMepa:
HanmeHoBaHMe JOIMKHOCTHU
CoCTaBuTens onvcu Moanuck Pacwundposka noanucu
Jarta
HanmeHoBaHue OomkHOCTH Moanuck Pacwundposka nognucu
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

pykoBOAUTENA apXuBa
(nmu,a, OTBETCTBEHHOIO 3a

apxuB)
HaTta:
COIMIACOBAHO YTBEP>XXOEHO
MpoTokon LISK (3K) npotokonom SIMNMMK
yupexaeHus rocyaapCTBEHHOro apxvBa
oT oT Ne
Ne _
Mpunoxexne 30
K TMNOBOM MHCTPYKL MM MO
aenonpou3BoacTBy B Kblprei3ckon
Pecnybnuke
<Dopma aKkTa o6 YHUYTOXEeHNN OOKYMEeHTOB U gen
HanmeHoBaHue BegomcTBa
HaunmeHoBaHve yypexaeHus
YTBEPXIOAKO
HaumeHoBaHWe JOMKHOCTH
PYKOBOAUTENS yUYpexaeHus
Mognuck Pacwmdposka
noanucu
[HaTta
AKT
O BbiAeNeHNN K YHUUTOXEeHUI0 AOKYMEeHTOB n aen
Ne
(nata)
OcHoBaHue: npukas Ne oT

(nara)
CocTtaBneH: aKCnepTHOW KOMUCCUEN

M pencenartesib KOMMCCcuUn:

(OOMKHOCTL, MHMLManbI, hamMunus)
YneHbl kommnceuu:

(OOMKHOCTL, MHULManbI, hamMunus)
MpucyTcTBOBaNM:

(OOMKHOCTL, MHMLManbI, hamMunus)
Komuceus, pykoBoaCTBYSACh NepeyHem

Ha3BaHue nepeyHa
0To6pana K YHUHTOXEHUIO, KakK HE nMelLine Hay‘-IHO-MCTOpI/I‘-IeCKOI;I LEeHHOCTUN M yTpaTusLLMne NpakTn4eCcKoe 3Ha4eH
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

OOKYMEeHTbI 1 Aena

(HaVIMeHOBaHVIe yypexneHua, B AeATesIbHOCTU KOTOPOro

OTNOXWUITNCb OOKYMEHTbI, HE noarexalliune p,aaneVlmemy xpaHeHmo)

Ne Oathbl 3aronoskun JokyMeHTOB 1 gen (rpynnosble | MNosicHenns | Konunyectso | Homepa
OOKYMEHTOB UNN MHAMBMAYanbHbIE), MHOEKC Aen No OOKYMEHTOB | cTaTem no

v aen HOMeHKNnaType, onucu nepeYHio
Bcero aen

(umdpamu 1 NponuckHo)

I'Ipep,cep,aTenb SKCHepTHOVI KOMUCCUN:

(moanuce nHMumansl, amunms)

YneHsbl:

(mognncy nHnumansl n damunnm)

[oKyMeHTbl U3MenbyeHbl U caaHbl ANA YHUYTOXEHUS opraHuM3auuu no npueMy MakynaTtypbl no
npueMHo-caaTOYHOM

HaknagHowm ot

naTta

Mpeacenartens SKCNEPTHON KOMUCCUMN:

(mata) MoAnNuch (MHUUmanel, hamunus)

Mpunoxexne 31
K TUNOBOM MHCTPYKLUUK NO
aenonpou3BoacTBy B Kblpri3ckonm
Pecnybnuke

®dopma aKkTa npuema-nepenavm 4OKYMEHTOB B
rocypapcTBeHHbIN apxvB

YTBEPXOAIO YTBEPXXOAIO
HanmeHoBaHne OOMmKHOCTM Ounpekrop
pyKoBOAUTENSA yYpexneHus rocyqapCTBEeHHOro apxmea
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

AKT

Pacwundposka
Mognuce noanucm
Oarta epboBas neyatb
rocygapCTBEHHOrO
apxuBa

npuema-nepenayun 4OKYMEHTOB Ha rocyfapcTBeHHoe

Moanucb Pacwndposka
noanucm
Hata epboBas
neyaTb
yupexaeHus
oT
Ne

OcHoBaHue: 3akoH Kbiprbiackomn

XpaHeHue

(mecTo cocTaBneHus)

Pecnybnukn "O HauuwoHansHoM apxuBHOM doHae Kbiprbiackomn

Pecny6nukun"

B CBA3N c
(McTevyeHMeM cpoka XpaHeHWst OOKYMEHTOB B YyuYpeXaeHuu, nuKeuMgauunen
yupexaeHus)

(HaumeHoBaHVe ydYpeXxxaeHns)

nepegaer,

(HaMmeHoBaHMe rocyJapCTBEHHOIO apxuBa)

NPUHUMAET Ha rocyapCTBEHHOE XpaHEHNE AOKYMEHThI 3a

(roabt)

W CNpaBOYHbIV annapart K HUM:

Ne HassaHue, Homep KonnyectBo ak3emMnnispos KonuyectBo aen MpumevaHue
onucu onucum (eanHWL xpaHeHus)

WUTtoro NPUHATO

€[VHUL, XpPaHEeHUs.

(umMdbpamm 1 NPoONUCHIO)
B rocyapCTBEHHOM apxuBe doHA Ne

Mepenadvy npounssenu:

HanmeHoBaHWe gormkHOCTEN nNuu,

NPOM3BOAMBLLMX Nepeaady

lMpuem npounssenu:

HanmeHoBaHWe OormkKHOCTEN Nuu,
NPOM3BOANBLLNX NMPUEM
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

Moanucb (Pacwudposka Moanuck (PacwwmdpoBka
nognucu) nognmcu)

Hata Hata

Mpunoxexue 32
K TNnoBOM MHCTPYKUUK NO
aenonpounssoacTtsy B Kelprbi3ckom
Pecnybnvke

(B pedakuuu nocmarosneHusi KabuHema MuHucmpoe KP om 8 anpens 2022
2o0a Ne 207)

HAUMEHOBAHUE HAUMEHOBAHUE
YUYPEXOEHUA (Fepb) YYPEXOEHUA
HA HA
roOCYAAPCTBEHHOM O®UNLUUNATIBHOM
A3bIKE A3bIKE
AO0MM.ITTT
AOKYMEHT NOAMNMUCAH

3NEKTPOHHOW NOAgNUChLIO
CepTudoukart:
):9,:9.9.9.9.9.0.0.0.9.9.9.9.9.9.9.9.9,9,0,.9,.9,0.
) 9.9.9.9.9.0.0.9.9.9.9.9.9.9.9.9.9.9.9.9.0.0.04

Bnapeneu: AcaHoB AcaH AcaHoBuY

HenctButeneH: ¢ 01.01.2019 no
31.12.2019

Hata nognucanusa: OO.MM.ITTT
Yy:MM

Mpunoxexue 33
K TUNOBOM MHCTPYKLMUK NO
aenonpoussoacTsy B Kblprbi3ackomn
Pecnybnuke

(B pedakuyuu nocmaroeneHusi KabuHema MuHucmpoe KP om 8 anpens 2022
e2o0a Ne 207)

HAUMEHOBAHUE HAUMEHOBAHUE
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TunoBas MHCTPYKUMS MO Aenonpon3BoacTBy B Kbipreidckorn Pecnybnuke

YUYPEXOEHUA YUYPEXOEHUA
HATOCYOAPCTBEHHOM HA O®PULIMATIBHOM
A3bIKE A3bIKE

CNYXXEBHASA 3AMUCKA Ne

Monyyatensb:

UHnumatop:

Tema:

Oara:

TekcT cny)xebHol 3annckm

AOKYMEHT NOANUCAH
3NEKTPOHHOM NOAMNUCHIO

CepTtudumkar:
):0.9.9.9.0.9.90.9.9.0.9.9.9.9.9.99.0.0.0.9004
):9.9.0.0.9.9.0.9.9.9.9.9.9.9.9.9.9.90.0.90.9004

Bnapgeneu: AcaHoB AcaH AcaHoBuY

HencteuteneH: ¢ 01.01.2019 no
31.12.2019

WcnonHutens: ®amunms n nimgnansi
Hata nognucanua: JO.MM.ITTTT
YyYy:MM
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