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INIPABUTEJBCTBA
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12.11.2018 No_ 460-PI

r. Ilerponasnosck-KaMuarcknit

B nenax coBepleHCTBOBaHHA JOKYMEHTAHOHHOTO o0ecIedeH s yIpaBieHus
M NOBBIIICHHA er0 3(QQEKTHBHOCTH B HCIONHHTENLHEIX OpraHax rocyaapCTBEHHOM
BracTH KamMyaTckoro kpas

1. VrtBepmurs THHOBYIO HHCTPYKIHIO IO  JIENIOIPOM3BOJACTBY B
HCTIOJHMTENBHEIX OpraHax ToCyAapcTBREeHHOHM BiacTy KamyaTckoro kpas {manee —
TunoBast HHCTPYKI(US) COTTIACHO NMPUNOKEHUIO K HACTOSIIEMY PacIOpsKeHHIO.

2. YcCTaHOBHUTH, YTO HCIHONHUTEIBHBIE OPraHbl TOCYOAPCTBEHHOH BIIACTH
Kamuarckoro kpas (nanee — HCIONHUTENBHBIE OpPradpl) OPTaHM3YIOT H BEOyT
JIENONIPOU3BOJICTBO B COOTBETCTBHH C HHCTPYKLIMSIMH II0 HAEIONPOM3BOJCTBY B
VICITOJIHUTENBHEIX oOpraHax, paspa0oTaHHBIMH Ha OCHOBE TUNOBOH HHCTPYKLIHM,
COIJIACOBAHHBIMH ¢ ATIEHTCTBOM 3allUCH aKTOB TIpPaKJaHCKOIO COCTOAHHA M
apxusHoro zena Kamyarckoro kpas.

YcraHoBuTh, uTo B Amnmnapare I'y6epHatopa u IlpaBurensctBa Kamuarckoro
Kpas opraHM3alys ¥ BefeHHe AelONPOH3BOACTBA OCYIHECTBIIETCS B COOTBETCTBHH C
Tunopoii HHCTPYKITHEH.

3. ATEHTCTBY 3aIMCH aKTOB IPaXCTAHCKOTO0 COCTOSHWS W apXyBHOTO Hena
KaMuaTckoro Kpas OCYIIECTBIATH KOOPAMHALIHIO OpPraHu3al[HOHHO-METORHYECKOI
NEATENBHOCTH HCIIONHUTEIBHEIX OPraHoB II0 Pa3sBUTHIO U COBEPIICHCTBOBAHHIO
CHCTEMBI IENOIPON3BOACTBA M YHUDHULMPOBAHHLIX CHCTEM JOKYMEHTAIIHUH.

4. Pacriopsokenue [IpasutenscrBa Kamyatckoro kpasg ot 15.02.2008 Ne 21-PIT
[IPU3HATH YTPATUBILIKM CHILY.

KAMYATCKOT'O KPAS B.W. UITIOXWH



IIpunoxenue K pacrnopsaKeHHEO

IIpaBuTenscTea KamMmuaTckoro xpas
or _12.11.2018 No 460-Pl

Tunosas HHCTPYKIIUA 11O OCIIOIIPOHU3BOACTBY
B UCITIOJIHHUTCIIBHEIX OpraHax I"OCYIIapCTBeHHOfI Bliacti KamyaTckoro Kpasa

1. Obmue nonoxeHus

1.1. TumoBast HHCTPYKIHsL 110 AENONPOU3BOJICTBY B MCIIONHUTEIHHEIX OpraHax
rocygapcrseHnoil BracTH Kamuarckoro kpas (manee - TumoBas HHCTPYKLMA)
paspaboTaHa B cooTBeTcTBUH ¢ PenepanbHbiM 3akoHoM oT 22.10.2004 Ne 125-®3
«O06 apxuBHoMm nene B Poccmiickodt ®@epepanun», @enepalbHbIM 3aKOHOM OT
27.07.2006 Ne 149-®3 «0O0 unpopmauuu, MHPOPMALMOHHBIX TEXHOJOTHSX M O
zammTe uHQOpMauun», 'OCT P MCO 15489-1-2007 «Cucrema craHmapToB 110
nH(popMaIuy, OMOIHOTETHOMY H M3aTelbCKOMY Iefly. YIpaBlieHHe JOKyMEHTaMH.
Obmue TpeboBaHHUA», YTBEPXACHHBIM MpuKazoM @emepalbHOIO areHTCTBa [0
TEXHHYECKOMY perylHupoBaHuto M Merposoruu ot 12.03.2007 Ne 28-ct, [OCT P
7.0.97-2016 «Cucrema craHgapToB 10 uHOpManud, OHOIMOTEYHOMY M
u3naTensckoMy  Aeny.  OpraHusallHOHHO-pacTiopsOuTeNbHas — HOKYMEHTALUS.
TpeboBanus K  OQOPMIEHHIO  JIOKYMEHTOB»,  YTBEDXKAEHHBIM  IPHKA30M
@enepalibHOrO AreHTCTBA MO TEXHUYSCKOMY PEryJHPOBAaHHIO H METPOJIOTMH OT
08.12.2016 Ne 2004-ct (manee — T'OCT P 7.0.97-2016), IlpaBunamu
JENONPOM3BOACTBA B (pelepalibHBIX  OpraHax  MCHOJIHHUTEILHOM  BiacTy,
yTBEPXACHHBIMH I10cTaHOBIeHHeM IlpaButensctBa Poccuiickoit ®epepanuu ot
15.06.2009 Ne 477, IlpapunaMu opraHu3allii XpaHEHHs, KOMITJICKTOBAHUS, y4eTa U
HCTIONBb30BaHUA JOKYMEHTOB ApxuBHOro ¢onaa Poccuiickoit ®eaepayil 1 JIpyrux
apXUBHBEIX JOKYMEHTOB B OpraHax TOCYyJapcTBEHHOH BNACTH, OPraHaX MECTHOrO
caMOYNpaBiAeHUsT M OpraHM3aHMAX, YTBEp)XXIEHHBIMH TMPUKa3oM MHUHHCTEepCTBA
KyneTyphl Poccuiickoli ®epepaumu ot 31.03.2015 Ne 526, MeroauueckUMH
pPeKOMEHJAIIMIMHA 110 pa3paboTKe MHCTPYKUHI MO  [JEeNIONPOU3BOJCTBY B
¢enepanbHBIX OpraHax MWCIONHUTENIBHOH BNACTH, YTBEPKIACHHBIMU I[IPHKAZOM
denepansHOro apxMBHOTO areHTcTBa ot 23.12.2009 Ne 76.

1.2. TumoBas MHCTPYKHHSA YCTaHaBlHBaeT oOurHe TpeOoBaHHsS K
GYHKIHOHHPOBAHUIO CIIyKO HOKYMEHTALMOHHOrO obecredeHus yIpaBlieHHS,
NOKYMEHTHPOBAHHIO YIIpaBIEeHYECKOH [EeATENIPHOCTH W OpraHu3aluii padoThl C
IOKYMEHTaMH B HCIOIIHUTENBHBIX OpraHax rocyJapcTBeHHO# BiacTH Kamuarckoro
Kpas (fanee - HCIIOJIHUTENbHbIE OpraHbl).

1.3. Ilonoxenust TUITOBOM HMHCTPYKUMHM PaclpOCTPAHSAIOTCS Ha OPTraHU3allHiO
paboTH C JOKYMEHTaMHM HE3aBUCHMO OT BHJA HX HOCHTENS, B TOM YHCIE C
3JIEKTPOHHBIMM JTOKYMEHTaMH, BKJIFOYas IIOATOTOBKY, 0OpaboTKy, XpaHeHwe H
HCIIOJb30BaHKe  JIOKYMEHTOB, KOHTPOJIb HCIOJIHEHHUS, OCYLIECTBIIEMEIE €
HCIOIB30BaHUEM aBTOMATH3HPOBAaHHOHN CHCTEMBI AIEKTPOHHOIO JOKYMEHTO000pOoTa
HCIIONHUTENBHBIX OPraHoB BiacTH (gaiee — ACI]I).



1.4. Tlopsmox paboTel ¢ [OKYMEHTaMH, COJEPKAIIUMH ClTyKeOHYIO
HHOOPMAIHIO OTPaHUYEHHOTO PAcHpPOCTPaHEHHS M HHGOPMAILMIC O IIEPCOHANLHBIX
JaHHBIX  peryjaupyeTcss OTACIBHBIMM  HOPMAaTHBHBHIMH  [PABOBBIMH  aKTAMM
Kamuatckoro xpas.

1.5. Opranusanus, BeleHHE CHCTEMBI JIOKYMEHTAIMOHHOTO OOecleYeHus
YUOPaBICHUA H KOHTPOIB COONIOfEHHS YCTAaHOBJICGHHOIO Iopsnka paboThl B
HCIIOTHHUTENBHOM OpraHe OCYIIECTBISAETCS ero CTPYKTYPHBIM HoapasiejcHueM 6o
CICUMANHCTaMH, HA KOTOPBIX BO3NIOXKEHBHI (YHKUMM JOKYMEHTAIHOHHOIO
obecrieyeHus ynpamienus (Janmee — ciayx6a JIOVY), 4To Hamnexamum oOpazom
OTPAXKaAeTCs B JOJKHOCTHBIX PerjaMeHTax YKa3aHHBIX CIICIHAIHCTOR.

1.6. ITepenaya ciryaeOHBIX NOKYMEHTOB MJIM HX KOIHM MHBIM OPraHH3aIHIM
OCYIUECTBIAETCA TONBKO ¢ Pa3pellieHysl PYKOBOIHUTENEH HCIOTHUTENBHBIX OPTraHoB.

1.7. B3aumMoneiicTBHE C IIPEICTABUTENSIMH CPEICTB MAacCOBOH WH(pOPMALUH,
nepejada HM  KakoH-Iubo  chmyxeOHOH  uH{popMauMH HIM  JOKYMEHTOB
OCYILIIECTBIIIETCSA YIOJHOMOYEHHBIM OpPraHoM UCITONIHUTENbHOH BiaacTH KamyaTckoro
Kpasg, a B OTAENBbHBIX CJy4asxX - IO paspelleHHI0 (yKazaHUI), IIOPYUEHHIO)
I'yb6epuaropa Kamuarckoro kpasi.

2. IlpaBuna 1oAroToBKY U 0GOPMIEHUS TOKYMEHTOR

2.1. bnaHku HOKyMEHTOB

2.1.1. JIoxyMeHTBl HCIOIHUTEIBHOIO OpraHa JOMKHBI OQOpMIATECS Ha
OJlaHKax M KMETh YCTAHOBICHHBIH KOMIUIEKC OOSI3aTeNBHBEIX PEKBHU3UTOB B
cootBetcTBuH ¢ ['OCT P 7.0.97-2016.

braHKM [OKyMEHTOB H3rOTaBIIMBAIOTCA HA CTAHJAPTHBIX JHCTaX OyMmaru
¢opmaros A4 (210x297 mm), A5 (148x210 mm) nubo B BHAE 3JIEKTPOHHBIX
JOKYMEHTOB U JIOJDKHEI IMETH YCTAHOBJIEHHBIH COCTAB PEKBU3UTOB.

2.1.2. Bragky BKOKYMEHTOB MCIONHUTENHHOrO OpraHa paspalaThiBaioTcs Ha
OCHOBE YTITIOBOI'O WIH IIPOAOJBHOIO BapHaHTa PaCIIONOXEHUS PeKBHU3UTOB. Ilpm
yIJIOBOM BapHaHTe PeKBU3HUTHI OJIaHKA pacroiaraloTcs B BEPXHEM JICBOM YIULY JIHCTA,
IpU TIPOJONBHOM BapHaHTe PEeKBH3UTHl OJlaHKa pAcIioNaraloTcsl MOCepeuHe JIUCTa
BIOJIb BEPXHETO MO,

2.1.3. PexBu3uTel ONaHKa M OTPaHUYUTENBHEIE OTMETKH IS PEKBH3UTOB B
npenenax I'paHyll 30H PAaCHOJIOKEHHUS PEeKBU3UTOB pPa3MellaloT [eHTPOBAHHBIM
crocofoM (Hadauo ¥ KOHell Kax {0 CTPOKH PeKBH3UTOB PABHO YIAJECHEBI OT I'DAHHII
30HBl pPACTIONOKEHH PEKBHU3HUTOB) MIM QIaroBbM crocobom (Kaxzaas CTpoKa
PEKBU3UTOR HAYHHAETCH OT JICBOM IPaHHIIBI 30HBI PACTIONOKEHUS PCKBU3UTORB).

2.1.4. KoukperHele BHII H (QOopMbel OIaHKOB, TPUMEHACMBIX B
HCIONHUTEIBFHOM OpraHe, OIPENENAIOTCH HMHCTPYKUMEH I0 AENIONMPOU3BOACTBY B
HCTIONIHHUTENbHBIX opraHax (manee - MHCTpykuusA) B COOTBETCTBUM ¢ THMOBOM
HHCTPYKIMEH U YTBEP)KAAOTCS PYKOBOJUTENeM HCIIOJHUTEIBHOIO OpraHa.

2.1.5. Hcnonn3oBaHue ONaHKOB, He YTBEPXKIEHHBIX MHcTpykuued, He
nomnyckaetcs. IIpeanoxeHns o BBEIEHHHM B OOpallleHHe HOBBIX ONaHKOB BHOCSTCS
pyxoBoauteneM ciayk6el JJOY HCHOMHHUTENBHOrO OpraHa WIH CHENHaIHCTOM,
oTBeqyaromM 3a JIOY B HCHOJHWUTENbHOM OpraHe, BMecTe ¢ 00pasinaMu



TIpeAIaraeMelx OIaHKOR.

2.2. O6mmue TpeboBaHUA K CO3AaHHMIO JOKYMEHTOB

2.2.1. JokyMeHTBl MOIyT co3jaBaThcsi Ha OyMaXHOM HOCHTeNe H B
JNEKTPOHHOW ¢opMe ¢ coOMOACHUEM YCTAaHOBIEHHBIX IpaBUll oQopMIeHUS
JIOKYMEHTOB.

2.2.2. TIpu monroToBKE JOKYMEHTOB Hcnoib3yeTcs mpudt Times New Roman
Ne 14 (No 12, 13 — pmna odopmieHus TaOMUYHBIX MaTepuanor) 4depes 1 - 1,5
MEXCTPOYHBIX HHTEpBaJa.

Jist BhlOeNeHus 4acTH TEeKCTa JOKYMeHTa, 3arojioBKa, MPpHMeEYaHHus MOTYT
MCIIONE30BATHECA  NOAYXKUPHOE HadepTaHue, WMOAUSPKHBAHME WIH CMEUleHUe
OTHOCHTEJIBHO I'PaHHUIl OCHOBHOro Tekcra. Mcmons30Bate KypcHUB NpH odopMIeHHH
PEKBH3MTOB IOKYMEHTa HE PEKOMEHIYETCSI.

2.2.3. Kaxneid nuct poxymenra, odopmieHHsld Ha Onanke Wiy 6e3 Hero,
JIOJDKEH HMeTh IoJia He MeHee: 20 MM — steBoe, 10 MM — npaBoe, 20 MM — BepxHee, 20
MM - HiKHee. JIoKyMeHTHl AnuTensHEIX (cBblme 10 neT) cpoKOB XpaHEHHUS AOJDKHEI
HAMETh JieBoe none e Menee 30 M.

2.2.4. Tlpu co3gaHuM JOOKYMEHTa Ha JIBYX M 0OJiee CTpaHHLAaX BTOPYI0 H
MOCJIEAYIOIIMe CTPaHKIBI HyMepyIoT. [lopsaaKoBEle HOMepa CTpaHHUL IIPOCTaBISIOTCS
TIOCepeAfHEe BEPXHETo 1o JOKYMEHTa Ha paccTosHul He MeHee 10 MM OT BepxHero
Kpas jaucta apabckumMm Uudpamu 0e3 cloBa «CTpaHuua» (CTp.) U 3HAKOB
npenuHadud. [Ipd co3anuy NMPaBoBBIX AKTOB HyMepallis CTPaHHUL] HE HCIIONb3YETCA.

2.2.5. JomycxaeTcs CO3aHue JJOKyMEHTOB Ha JIMIEBoi u 000pOTHOM cTOpOHaX
smucta. [Ipy AByCTOpPOHHEM CO3AaHUHU NOKYMEHTOB ILHPHHA JIEBOTO IIOJIA Ha JIULEBOH
CTOpOHE JIUCTA U NIPaBOro 1o Ha 000poTHOI CTOPOHE NMHUCTA JOJKHEI OBITH PAaBHEL

2.2.6. AO3allHbiil OTCTYN TEKCTA AOKYMEHTa - 1,25 oM.

2.2.7. 3aronoOBKH pa3fleNioB U HOJIpa3/leioB MevaTaroTcsa ¢ a03alHbBIM OTCTYIIOM
HTH LEeHTPHPYIOTCA II0 IIHPUHE TeKCTa.

2.2.8. MHOTOCTpOYHBIE PEKBU3MTHI TEUATAIOTCS 4depe3 OJMH MEXKCTPOMHBIH
HHTEpBaJ, COCTaBHBIE YacTH  PEKBHU3UTOB OTAGISIIOTCA  AONOJHHTEIHHBIM
HHTEPBAJIOM.

2.2.9. Tekct nokymeHTa rieuataercs depes 1 - 1,5 MexCTPOUHBIX UHTEPBATA.

Ecnu moxyMeHT TOTOBUTCA I H3JaHUS ¢ YMEHBIICHMEM MAacIiTala, TeKCT
reyaTaeTcs yepes ABa HHTEpBaa.

WnTtepsan Mexay OykBaMmu B ClOBax - OOBIUHBIA. MHTEpBan Mexay cnoBaMu -
OJIUH Tipober.

TeKCT MOKyMEHTa BBIpABHHMBAETCS Y10 IIMpUHE JHcTa (II0 TpaHUIlaM JIEBOTO H
TIPaBoro I0NEH TOKYMEHTA).

2.2.10. Jnuxa caMo# JJIMHHONH CTPOKH peKBHU3HTa IIPH YITIOBOM
pacIIoIoKEHHU peKBU3UTOB He Oosee 7,5 cM.

JvHa camoil JTMHHOW CTPOKH pPEeKBU3HTA IPH NMPOAOIBHOM PaCIOIOXKEeHHH
PEKBH3MTOB He Gonee 12 cm.

2.2.11. HopmaTuBHBIE IpaBOBBIC aKThl, & TAK)Ke HHBIC MHOTOCTPAHHYHBIE
JOKYMEHTBI MOTYT O(QOPMIISTECS ¢ TUTYJIBHBIM TUCTOM. TUTYIBHBIH JIUCT JOKYMEHTA
o(opMIIIETCS B COOTBETCTBUM C MPUIIOKEHUEM 1.

2.3. CocTaB peKBU3UTOB JOKYMEHTOR



2.3.1. TIpu noaroToBKe ¥ OQOPMIIEHUH JOKYMEHTOB HCIIONB3YIOT CIEAYIOUIHE
PEKBHU3HUTHI;

01 - rep6 Kamgarckoro kpas,

02 - HanMeHOBaHHe UCIIOJHATEALHOI0 OpraRa — aBTopa HOKYMEHTa,;

03 - HauMeHOBaHHE CTPYKTYPHOTI'O IIOAPA3ECiCHU — aBTOPA JOKYMEHTA,;

04 - HauMeHOBaHNne HOIDKHOCTH JIMIA — aBTOpa JOKYMEHTa,;

05. - cmpaBouHEIe JaHHBIE OO HCIOJIHHTENBHOM OpraHe, CTPYKTYPHOM
noipasieneHu;

06 - HamMmeHOBaHKe BUAA TOKYMEHTA,

07 - naTta HOKyMeHTa;

08 - perucTpalMOHHEI HOMEP HOKYMEHTA;

09 - ccpuIKa HA pErUCTPAlMOHHBIA HOMEP U JaTy BXOISIIEro JOKYMEHTa;

10 - MecTO cocraBieHus (M30aHH) JOKYMEHTA,;

11 - rpu¢ orpasmUeHns JOCTYNa K JOKYMEHTY;

12 - agpecar;

13 - rpud yTBepKICHUS JOKYMEHTA;

14 - 3aronoBoOK K TEKCTY;

15 - TeKCT JOKYMEHTa;

16 - oTMeTKa O IPHNOKEHHH;

17 - rpud cornacoBaHus JOKYMEHT4,

18 - Bu3a;

19 - moanuce;

20 - oTMeTKa 00 3JIEKTPOHHOH MOAMNKUCH;

21 - neyars;

22 - oTMeTKa 00 HCIOIHUTENE;

23 - oTMETKA O 3aBEPEHUHU KOIIUH;

24 - oTMETKa O IIOCTYILIEHHH NOKYMEHTA;

25 - ykasaHus 0 HCTIOTHEHHUIO TOKyMEHTa (Pe30IIoIH );

26 - 0TMETKA 0 KOHTPOIIE;

27 - oTMeTKa 0 HallpaBlICeHUH JOKYMEHTA B JEJI0.

2.3.2. B 33BMCHMOCTH OT DPAaclONIOXKeHHs PEKBH3UTOB yCTAHABIHBAaeTCS ABa
BapHaHTa GIAHKOB - YIJIOBOMH (IPHIIOXKEHHE 2) H IPOAONLHEIH (TpHUIoKeHHe 3).

OpueHTHPOBOTHEIE TPAHHIBI 30H PACIONOXEHHs PEKBU3UTOB 0003HAYEHEI
oyHKTApoM. Kaxrnas 30HAa OIpelelisieTcss COBOKYIHOCTBIO BXOIAIIMX B Hee
PEKBU3HUTOB.

Peksuaut 01 pacrioyiaraercs Ha BepXHEM IOJie JJOKyMeHTa Haj pekBusuToM 02
IO CepeANHE 30HbI, 3aHATOW STUM PEKBU3UTOM.

Pexsuzuter 02, 03, 04, 05, 06, 10, orpann4ureabHbIe OTMETKA IS PEKBUSHTOB
07, 08, 09 B npemenax rpaHUll 30H PaCHOIOXKECHHAI PEKBU3HTOB PasMELIAOTCs OXHUM
H3 CITOCOOOB:

- IEHTPOBAHHBIM (HAYAN0 1 KOHell KaXA0H CTPOKH PEKBU3HTOB PaBHO YAAJECHEL
OT TPaHMUI] 30HBI PACTIONIOKEHUA PEKBH3HTOB);

- (haroBeIM (Kaxyast CTpOKa PEKBU3UTOB HAYHHAETCA OT JIEBOH FPAHHUITBLI 30HEI
PACIIONIOKEHNS PEKBH3UTOB).

2.4. OdopmiieHHe pPEKBH3UTOB B IIPOIECCE€ IIOATOTOBKH JOKYMEHTOB B



HCHONHUTENBHAIX OpraHax.

2.4.1. T'ep6 Kamuatckoro kpas pasMmeliaerca Ha OnaHKax JOKYMEHTOB B
cooTBeTCTBHH ¢ 3akoHoM Kamuarckoro xpad ot 05.03.2010 Ne 395 «O repbe
Kamuarckoro kpas». MzoGpaxenne repba Ha OnaHkax JMOKYMEHTOB MOMELIACTCA
IOCEPEIHHE BEPXHETO IO OlaHKa JOKyMEHTa HaJ PeKBU3UTaMH HCIOIHHTEIBHOTO
opraHa- aBTopa JOKyMeHTa, Ha paccTogdHMM 10 MM OT BepxHero kpas JIUCTA.

2.4.2, HanMeHOBaHE UCIIONHUTEILHOIO OpraHa YKa3bIBAeTCA B COOTBETCTBHH
C HaUMEHOBAHHMEM, 3aKPCIJICHHBLIM B IIOJIOKEHUH 00 dTOM HUCIOJIHHUTEIEHOM OpraHe,
HOIYXHUpPHBIM IpupToM pazmepoM Ne 14 mponucHEIMEH OyKBaMu, IEHTPOBAHHEIM
CcocO00M OTHOCHTENBHO CaMOH IIMHHON CTPOKH.

IIpn HaAmUYWK YCTaHOBICHHOTO IOJIOXKEHUEM COKPAIIEeHHOI'0 HAHMEHOBAHHUS
HCIIOJHUTEILHOTO OPraHa €ro YKa3hlBatOT HYKE MOJIHOI0 HAUMCHOBAHMSA B CKOOKax
mpudrom pasmepom Ne 12 CcTpouHBIMH OyKBamH, LEHTPOBAHHBIM CIIOCOOOM
OTHOCHUTEIILHO CaMOH JNUHHOH CTPOKH.

2.4.3. HaummeHoBaHue CTPYKTYPHOI'O IOLpPAa3JCiIeHus — aBTOpa NOKYMEHTa
HCIONb3yeTcsl B ONaHKax IHUceM M ONaHKaX KOHKPETHBIX BHIOB JOKYMEHTOB
COOTBETCTBYIOLINX ITOApA3eNcHI B COOTBETCTBUH C NOKAIBHBIMU HOPMAaTHBHBIMU
aKTaMH M YKA3bIBAaeTCA 1101 HANMEHOBaHHEM HCIIONHUTEILHOIO Opraga.

2.4.4. HaumeHOBaHHE JOJDKHOCTH JIMI@A — aBTOpa JOKYMEHTA HCIIONb3YETCS B
OMaHKaxX J(OJDKHOCTHBIX JIMII M paclojaraeTcss o] HanMeHOBaHHeM CyObheKTa
Poccuiickoii ®egepanuu, e€clii JOKYMEHT H3JACTCs PYKOBOOUTEIEM Oprada
ucrnonHuTensHoM Bract Kamuarckoro xpas. HawMeHOBaHuE HOIKHOCTH ML -
aBTOpa JOKYMEHTA YKa3bIBaeTCs B COOTBETCTBUHU C HAIMEHOBAHUEM, IPUBEICHHBIM B
pacIopAAUTENbHOM JOKYMEHTE O Ha3HAUYEHHH HA JODKHOCTD.

2.4.5. CapaBouHble NaHHBIE 00 HMCIIONHHTENEHOM OpraHe yKas3bIBalOTCS B
ONlaHKaxX THCEM M BKIIOYAIOT: IMOYTOBBIN afpec MCHONHHUTEIBLHOIO OpraHa, HoMepa
TeNeOHOB, (GaKcoB, apec 3MeKTPOHHOH NMOUTH H IpyTHe CBEEHK 0 YCMOTPEHHIO
HCIIOJHUTENILHOTO OpraHa, ¢ HCIonb3oBaHueM wmpudToB pasmepom Ne 10
[IEHTPOBAHHEIM CIIOCOOOM OTHOCUTENIBHO CaMOM ANMHHOH CTPOKH.

2.4.6. HanMeHoBaHHE BHAA AOKYMEHT4, CO37aBacéMOI0 HCIOIHUTEIBHBIM
opranoM (TpHKas, pacuopsbKeHHe, TOCTaHOBJIEHHE ), TOJDKHO COOTBETCTBOBATEH BHAM
IOKYMEHTOB, IIpelyCMOTPEeHHBIM IIocTaHOBReHHEeM I ybepraropa Kamuarckoro kpas
or 28.12.2007 Ne 355 «O mopsake IOATOTOBKM IPOEKTOB TPABOBBIX AKTOB
['yoepuaropa Kamuatckoro kpad, IIpaBurensbcrsa KamuaTckoro Kpas M HHBIX
HCIONHUTENLHBIX OPraHOB rOCYAapCTBEHHOM BIacTn KamyaTckoro kpasy.

2.4.7. Jara TOOKYMEHTa COOTBETCTBYET JlaTe NIOAMMUCAHUS (YTBEPXKICHUS)
JOKyMEHTa WK Oare COOBITHA, 3adHKCHpOBaHHOTO B HokyMeHTe. Ha moxymeHnTte
IPOCTABJIAIOTCS TaloKe JaThl MOCTYIUICHWS, PE30/IoLnu, cormacosanus. [Ipasuna
odopMIIeHHS AAT BO BCEX CIIy4dasiX aHAIOTHYHEL

Jist MOKYMEHTOB, (GUKCHPYIOWHX pPEIIeHHs, NPHHHMAaeMble KOJIETHaNbHO,
IaTOM SBIACTCS aTa IPUHITHS PelleHH.

JlaTo# paciopsaARTENEHOIO JOKYMEHTa, CIyXeOHOTOo MUCEMA IBIIIETCS NaTa eT0
noanucanms. JaTol yTBepKaaeMoro JOKyMeHTa - IaTa ero yTBEep:KICHH.

JIoKkyMeHTbI, WM3JaHHBIE COBMECTHO JABYMsS MM OoJiee HCIONHHTENLHEIMHA
opraHaMH, JOJDKHBI IMETh OJHY(STUHYIO) aTy.



JlaTa moXyMeHTa 3allKChIBAeTCs B MOCIEOBATENHHOCTH: ACHb Mecsla, Mecsll,
TOJ OJTHAM M3 JIBYX CIIOCOOOB:

- apabckvMMu LK paMu, pasaeieHHbIME Toukoit — 05.07.2016;

- CIOBeCHO-ITUGPOBBIM citocoboM — 5 mrong 2016 .

2.4.8. PerucTpallHOHHBI HOMep NIOKyMeHTa - IH(poBod MM OYKBEHHO-
UHpPOBOH HAEHTU(PUKATOP MAOKYMEHTa, COCTOSIMH U3 TOPSAKOBOIO HOMEpa
OOKYMeHTa, KOTOPHIH MOXKeT JOTIOJHATHCS LHPPOBBIMH HIH OYKBEHHBIMH KOJaMU
(MHIEeKCaMu) B COOTBETCTBHH C MCIONB3YEMBIMH KiaccuukaTopamMu (HHISKCOM
Jena o HOMEeHKIAType Hell, KOJOM KOPPEeCIOHAeHTa, KOJAOM JOJIKHOCTHOrO JINLA U
ap.).

Ha pokyMeHTe, COCTaBIEHHOM COBMECTHO ABYMsS U Oollee HUCIOTHUTCIBHLIMH
OpraHaMH, IPOCTaBIIIOTCA PErucTpPallMOHHBIE HOMEpa HOKYMEHTA, IIPHCBOCHHBIE
KaXIBIM HCIQIHUATENBHBIM OpraHoM. PerucTpalioHHbie HOMepa OTAECNAKTCS APYT
OT JApyra KOCOM dUepTOH M INpPOCTaBIAIOTCA B TIOPAAKE YKa3aH¥s aBTOPOB B
3aroJIOBOYHOM 4acTy UMK IpeamOyle JOKyMEHTA.

2.4.9. Ccbulka Ha PEruMCTPAllMOHHBIA HOMEP M AaTy BXOAALUEre NOKyMEHTA
BKJIIOYAET PErHCTPAlMOHHBIN HOMEP M JaTy MOIYYeHHOTro JOKYMEHTd, Ha KOTOpLIi
Os1 paH orBeT. OdopMieHHEe 5TOT0 pPeKBH3UTAa MCKIOYaeT HeoOX0AMMOCTE
YOOMHHAHUS PErHCTPAllMOHHOr0 HOMEpa W AaThl MONYyYEHHOTO JOKYMEHTA B TEKCTE
JOKYMEHTa-0TBETA.

2.4.10. MecTo cocraBleHUd WM U3JaHHS AOKYMEHTA - YKa3blBae€TCs B TOM
cllyyae, €clU 3aTpyAHEHO ero oIpejieneHue I0 pekBu3uTaM «HauMeHoBaHUe
HCIIOTHUTEIBHOr0 oprada» u «CnpaBOYHble AaHHBIE 00 HCIOIHUTEHBHOM OpraHe».
MecTo cocTaBleHUS WM H3JaHHS JOKYMEHTa YKa3bIBalOT C YYETOM [PHHSATOTO
aAMUHUCTPATUBHO-TEPPUTOPHANBHOTO  ZGJIEHW M [PUMEHEHHS  TOJIBKO
OOIIENPHHATHIX COKpaIIeHHH.

2.4.11. I'pu¢ orpaHHYeHHS AOCTYIIa K JOKYMEHTY - IPOCTABAASTCA B IIpaBoM
BEepXHEM YIIIy IIepBOro NMcTa AOKYMEHTA (POoeKTa JOKYMEHTa, COMPOBOAUTEIBHOIO
MHChMa K IOKYMEHTY) Ha TI'paHuIle BepxXHEro MO IPU HATHYMH B JOKYMEHTE
HH(pOpMaLMH, AOCTYN K KOTOPOH OorpaHH4YeH B COOTBETCTBHH C 3aKOHOJAATCIHCTBOM
Poccutickoit @enepanuu.

Hanpumep:
«Jns cnyxe6HOro nMoNne30BaHug».
OK3. Ne 2

2.4.12. Apnpecar — peKBH3UT, HCHONB3YEMBIH NpH O(OPMIECHHH JISJIOBBIX
(cnyeOHBIX) THCEM, BHYTPCHHMX HHQOPMANUOHHO-CIPABOYHBIX JIOKYMEHTOB
(MOKJIAHBIX, CTYXKeOHBIX 3aIIHCOK 1 Ap.).

ApnpecaToM AOKYMeHTa MOXKET OBITh Opras rocyZapCTBEHHOH BIAcTH, OpraH
MECTHOTO CaMOYIIpaBlIeHHs, OpraHu3alusi, HX CTPYKTYpPHBIC ITOApa3eICHHS,
JMOJDKHOCTHOE HITH (PU3HYECKoe JHUIIO.

PexBu3uT «agppecaT» odopmiusgerca Ha ONaHKe ¢ YIVIOBHIM PacloloKeHHEM
PEeKBU3UTOB - B BepxHell mnpaBol 4YacTH AOKyMeHTa, Ha OJlaHKe ¢ IpPOJOIbHBIM
pacloOKeHHEM PEKBU3UTOB - CIIpaBa oA peKBU3uTaMu OnaHka. CTPOKH peKBU3UTA



«aapecaT» BbIPABHHUBAIOTCS I10 JIGBOMY Kpalo MJIM IIEHTPYIOTCA OTHOCUTENBHO caMoii
JTUHHOHN CTPOKH ¢ HCIOIB30BaHUEM IIpUQTOB pazmepoM Ne 14,

Ilpu agpecoBaHUH NOKYMEHTa PYKOBOAHTEIIO (3aMECTHUTCNIO PyKOBOIUATENS)
opraHa rocyJapCTBEHHOH BJacTH, OpraHa MECTHOIO CaMOYIIpaBISHHUS, OpraHu3alul
yKa3plBaeTCAd B JaTe/bHOM IIafie)ke HaMMEHOBaHHE [OJDKHOCTU PYKOBOIUTENS
(3aMecTHTENs PYKOBOJUTENS), BKIIOYAIOIlee HaNMEHOBAHWE OpraHW3allHH OpraHa
TrOCyAapCTBEHHOH BJIACTH, Opraga MECTHOIO CaMOyIIpaBJEHusi, OpraHu3allid U
(haMHUITUs, MTHUIHATE! JOJDKHOCTHOTO JIHIIA.

Hanpumep:
['eHepanbHOMY TUPEKTOPY
OBY «MuHoBanua»
Heanory M.H.

IIpu agpecoBaHHU [IMChMa B OpraH roCyJapCTBEHHOM BIAcTH, OpraH MECTHOTO
CaMOYIIPaBICHHI, OpPraHW3alliI0  yKa3bIBAETCS MOJHOE WIM  COKpallleHHoe
HaMEHOBaHHE B HMEHHUTEIBHOM IIa/lexe.

Hanpumep:
OenepallbHOE apXMBHOE areHTCTBO
Yo

Pocapxus

HpI/I agpecoBaHyd OOKyMENTa B CTPYKTYpHOE NIOJApa3JENEHHE opraHa
I‘OC)(,I[&pCTBeHHOﬁ Bl1acTy, OpraHa MECTHOI0 CaMOYIIpaBJICHHMA, OpIraHH3allHHh B
PEKBHU3UTE «adpecar> YKasbIBA€TCa B HMCHMTEIBHOM MaACKEe HAHMCHOBAHHC OpraHa
I‘O(Jy,]:[apCTBeHHOﬁ BJIaCTH, OpraHa MeCTHOIC CaMOYIIpaBJICHHA, Opranu3alii, HHXKE —
HanMEHOBAHHKE CTPYKTYPHOTO ITIOApA3NCICHH .

Hanpumep:
Anmnapat
T'ybepnatopa u IlpapurtenbcrBa
Kamuatckoro xpas

1JlaBHOE KOHTPOJBHOE YIIpaBIIeHHE

IIpu anpecoBaHUHM MHCbMa PYKOBOJUTENIO CTIPYKTYPHOTO MOApasIeleHIs
YKa3bIBAETCS B HUMEHUTENHHOM Tajie)ke HaUMEHOBaHME OpraHa TOCyJapCTBEHHON
BJIACTH, OpraHa MEeCTHOrO CaMOyMpaBliCHUd, OpradHu3alliH, HIXEe — B AaTeJIbHOM
majie;ke HauMeHOBaHHe JOJDKHOCTM PYKOBOAMTENA, BKIIOYAIOUIEE HaHMMEHOBaHHE
CTPYKTYPHOI'O IoApasicieHus, GaMunusi, HHHIMANbL.

Hanpumep:
ObY «MuHoBamus»
PykoBoauTento JOTOBOPHO-
IPaBoOBOro OTHENA



Anpgpeesy A.A.

Ilepen ¢aMunuedi  JO/DKHOCTHOTO  JIMN@  JIONYCKAETCS  YIOTPeONsaTh
COKpaleHHe «Ir-Hy» (TOCIIOJIUHY), eClHd agpecar MY)XYHHA, WIH «I-Ke» {(IocIoxe),
€ClIM ajipecar XEeHIIHUHA,

Hanpnmep:
r-uy Meanosy W.J.
r-xe Ilagnopoii ILIL

Ilpu pacchinke JOKyMeHTa IPYIINe OpraHOB FOCY{apCTBEHHOMN BIacTH, OPTaHOB
MECTHOI'0 CAMOYIIPABICHHUA, OPraHu3alyid OJHOrO0 THUMA HIU B CIPYKTYpPHEIE
nofpasjicNieHHsl OJAHOTO OpraHa TroCyJapCTBEHHOH BIAacTH, OpraHa MECTHOTO
caMOYTIPABIICHHSI, OJHOM OpraHu3aliy afpecaT yKa3blBaeTcs 0000IIeHHO.

Hamnpumep:
PyxoBopurensam ¢umnanon
OBY «MnHoBaius»,
WU
I'mapaM MyHUIMMIANEHBIX PAiiOHOB
B KamMyaTcKkoM Kpae

Ilpu pacceulke HXOKyMEHTAa HE BCEM OpraHaM TIOCyJapCTBEHHOH BIACTH,
OopragaM MECTHOrO CaMOyIpPAaBiE€HHs WM KX CTPYKTYPHBIM IIOAPA3NENICHMSIM IIOJ
PEKBH3UTOM «AapecaT» B CKOOKaxX yKa3bIBaeTcs: «(II0 CIIHCKY)».

Hanpuwmep:
Pyxoponurensm ¢puananos
ObY «uuHoBamUg»
(110 criucKy)

CIMCOK PacCBUIKH COCTABIAETCS UCIONHUTENIEM.

B omHOM HoKymMeHTE He AOKHO OniTh Oojiee uerbipex amapecatoB. CioBo
«Komusa» mepen BTOPEIM, TPeThUM, HETREepPTHIM ajpecaTaMH He ykasblBaercs. [lpu
OONBLIEM KOJMYECTBE 3JIpecaroB COCTABIACTCS CIMCOK (JIMCT, YKa3aTellb) PACCHUIKH
NOKyMeHTa, Ha KaXIOM JMJOKyMEHTe YyKa3blBaeTcs OJMH ajpecaT MM ajpecar
odopmnsercs o6o0meHHO. Bo Bcex pa3HOBMAHOCTHX apecOBAHUS, MHHULHUAIIBI
CTaBATCH Toclie haMUIIH.

B cocraB pexBuznTa «Azipecar» MOXeT BXOAUTH NOYTOBEIM agpec. CocTaBHbIE
YacTH IIOYTOBOTO aJpeca YKa3bIBAIOT B I0OCHENOBAaTENbHOCTH, YCTaHOBJICHHOM
aekcTByromuMm [IpaBuiiaMu OKasaHUs YCIIYT ITOYTOBOM CBSI3H, YTBEPIKIEHHBIMM
mpukazoM MUHHCTEPCTBA CBA3M M MacCOBBIX KoMMyHHKauuid Poccutickoit
Oeneparmn ot 31 urons 2014 r. Ne 234. TloutoBwlid ajpec ykazblBaeTcs IOCIe
HauMeHOBaHHMA ajnpecara. [lpm anpecoBaHMM MAOKyMEHTa (U3HIECKOMY JIHILY
yKasbIBAOT (PAMUIHIO U HHUIHANE! TOTyYaTes, 3aTeM IT0OYTOBEI aapec.

Hampuwmep:



ATeHTCTBO IO A€naM
Apxusos KaMuarckoro kpas
K. Mapkca npocrr., 1. 33,
ITerponaBnosck-KaMuaTckuid,
683031

1581071
Hsaxnoy ML.H.
Caposas yn., . 3, xB. 12,
r. JIrobepust, MockoBckas 0611.,
301264
Ilpu orrpaBke MUCBMA 10 3NIEKTPOHHOM MMOYTE UM 10 (PAKCUMHUIBLHON CBA3H
(6e3 HOCBIIKM TIO TIOYTE) TOYTOBBIA ajpec He ykaspiBaeTcs. [Ipu HeobOXommMocTH
MOJKeT GBITh YKa3aH JJMeKTPOHHBIH aapec (HoMep TennedoHa/pakca).

Hamnpumep:
BHUMIA/
mail @vniidad.ru

2.4.13. I'putd yTBepxAcHUA JOKYMEHTa IIPOCTABNAETCS Ha TOKYMEHTE B CIy4ae
€ro YTBCP)KIACHWSI JODKHOCTHBIM JIHIIOM, IPABOBHIM aKTOM (IIOCTAHOBIICHHUEM,
MIPUKA30M, PacTIOpsHKEHUEM ) UM pelleHIeM KONIerHalbHOrO OpraHa.

I'pudp yrBepskOeHus pasMeliaeTcs B NpaBOM BEpPXHEM YIUIY IIEPBOTO JIUCTa
JokyMeHTa. CTPOKM PEKBU3MTa BEIPABHUBAIOTCS 110 JICBOMY Kpar0 MM LIEHTPYIOTCS
OTHOCHUTEIBHO CaMOH JIIMHHOU CTPOKH.

[Ipu yTBEpXKACHHHM JOKYMEHTAa AODKHOCTHBIM IULIOM TPH{d YTBEpPXICHHS
Jomked coctoaTh u3 cioBa Y TBEPXAIO (Ge3 xaBpldek, NMPONMCHBIME OyKBaMH),
HAMMEHOBAHKMS JOJDKHOCTH JIMLEA, YTBEPXKAAIOUIEr0 MAOKYMEHT, €ro IIOAIUCH,
UHHIAAIOB, GaMUIAH U JaThl YTBEPKICHHUA.

Hamnpumep:
YTBEPKIAIO
MuHucTp ¢uHancoB
Kamuarckoro kpas
poanuck A.A. MsaHos
18.03.2017

[Tpu yTBEpAESHUN TOKYMEHTA PacHOpSAMTENIbHHM JOKYMEHTOM (IIPMKa30M,
NPOTOKONIOM M Jp.) rpud yTBepxaenus cocTodT wu3 cinosa Y TBEPXKIEH
(YTBEPXJIEHA, YTBEPXJIEHO, YTBEPXKJIEHEI), HaUMEHOBaHUA
YTBEPKIATOIIEro JOKYMEHTA B TBOPUTEIBLHOM I1aJig)Ke, ero Aarskl © HoOMepa.

Hanpuwmep:
(PernameHr)

YTBEPXIEH
nprKazoM MuHUCTepCTBa 3ApaBOOXPAHEHUA


mailto:mail@vniidad.ru

Kamuatckoro xpas
o1 05.04.2017 Ne 52
nnu (I1paBuna)
YTBEPXJEHBI
nprkazoM MuHHCTepcTBa QUHAHCOB

Kamuatckoro xpas
ot 12.02.2015 Ne 38

IIpu yTBepxAeHHH AOKYMEHTA KOJUIETHANBHBIM OpPraHOM, pelleHHs] KOTOPOro
(GUKCUPYIOTCS B IIPOTOKOJIE, B IpU(E YTBEPKACHUS YKa3blBaeTCsd HAHMEHOBAHHE
opraHa, pelleHHEeM KOTOPOTO YTBEpXKAeH JOKYMeHT, JaTa M HOMep HpoTOKOoia (B
ckoOKax).

Hanpumep: (Tlonoxeunue)

YTBEPXAEHO
Cogerom aupekropoB AO «IIpodune»
(uportoxo ot 12.12.2015 Ne 12)

2.4.14.3aroloBoK K TEKCTY AOKYMEHTa - KpaTKoe COJEepiaHHe JOKYMCHTa
(KpaTKoe H3I0)KEHHE OCHOBHOIO CMBICIa JOKyMeHTa). EcCaM 3arolloBOK K TEKCTY
OTBeYaeT Ha BOIIPOC «O 4eM?», OH HauMHaeTcs ¢ Tpeanora «O» («00»). Ecum
3aroJi0BOK K TEKCTY OTBEYAECT Ha BOIPOC «4Yero?», OH COCTABJIACT ONHO Lesioe ¢
Ha3BaHHEM BHJA JOKYMEHTa.

Hanpumep:
nipuKa3 (o yeM?) 0 co3JaHUU ATTECTAITHOHHONA KOMHCCHUHU
IHCHMO (0 ueM?) O NPeOCTaBICHHH HHPOPMaIIHH
aKkT (4ero?) npueMa-nepeads Ael
[IPOTOKON (Yero?) 3aceaHus 3KCIIEPTHOH KOMHUCCHHI

3aronoBoK K TeKCTy odopmiseTcs NOJ PEKBU3MTaMHM OJlaHKa cjeBa, OT
rpaHulBl JIEBOrO MHONs. B MpaBoBBIX akTaX, H3JABAEMBIX HCIIOJHUTEIBLHBIMA
OpraHaMH, 3arojoOBOK K TEKCTY MOXeT o(opMiIATbCA Hall TEKCTOM IIOCepejuHe
pabouero nois JOKyMEHTa M LIEHTPUPYETCS OTHOCHTENBHO caMOil IIIMHHON CTPOKH.

3aroioBOK K TEKCTY MOXET HE COCTaBIATHCS, €CIM TeKCT NOKYMEHTa He
mpeBbIIaeT 4 - 5 CTpoK.

2.4.15. TekcT mOOKyMEHTa COCTABISETCS Ha TIOCYJapCTBEHHOM  S3bIKe
Poccuiickoil Mejepaliuu — pyccKOM S3BIKE.

TexcT JOKyMeHTA JOMKeH OBITh COCTaBlIeH [PaMOTHO, IIOHATHO M IO
BO3MOKHOCTH KpaTko. TekcT JoKyMeHTa HOOJIDKEH Colepkarb IOCTOBEPHYH) U
AKTYaNbHYK) MH(pOPMALMIO, JNOCTATOMHYHO JJsl [PHHATHA PpelieHUH WM UX
HCITOJIHEHUs, HEe TOJDKEH AOIyCcKaTh Pa3IHuyHbIX TOJIKOBaHUH.



B TexcTe AOKYyMeHTa, IOArOTOBIEHHOM Ha OCHOBAHMH 3aKOHOAATEBHBIX HIIH
HHBIX HOPMATHBHBIX IIPABOBBIX AaKTOB, paHee H3JaHHBIX PacCIOPsSINTENbHEIX
OOKYMEHTOB, YKA3bIBAIOTCS X PEKBU3UTHL:

- HavMEHOBaHHE JOKyMEHTa, HalMEHOBaHHE OpTaHM3aUMKd - aBTOpa
AOKYMEHTa, JlaTa JOKYMEHTa, PerHCTPaliMOHHBEIA HOMEp HOKYMEHTA, 3aroJIOBOK K
TEKCTY WU HAUMCHOBAHUE BU/Ia AOKYMEHTA,

- HA¥MMEHOBaHHE OPraHu3allMd WU JODKHOCTHOIO JIHIA, YTBEPAHBIIErO
JNOKYMEHT, TaTy YTBEPKIeHHUS JOKYMEHTA.

TekcT H[OKyMEHTa MOXeT CoJepXaTh pa3felbl, MOAPA3IeNbl, IyHKTH,
IIOAIIYHKTBI, HYMEpyeMble apabCKUMH IHppaMu. YpoBHeH pyOpHKalluM TEKCTa HE
JOJDKHO OBITh Oonee yeThlpex. OO03HAUCHHE CTPYKTYPHBIX €IHHHI[ NPAaBOBOTO aKTa
ocywectpisercd B coorBeTcTBUM ¢ [loctanonenuem ['ybepHaropa Kamuartckoro
kpasa ot 28.12.2007 Ne 355 «O nopsiike MOATOTOBKH HPOEKTOB IIPAaBOBBIX AKTOB
I'y6epraropa Kamuarckoro kpas, IlpaBurenscrsa Kamuarckoro Kpas W HHBIX
HCIIOJIHUTENLHBIX OPraHOB rocypapcTBeHHOM BaacTH KaMuaTckoro xpasi».

B mnpuxazax TEKCT H3Maraercs OT MepBOro JMIAa eJHHCTBEHHOI'O 4YHCIa
(«[TPUKA3BIBALO»).

B 1oKyMEHTaX KOMIErHalbHBIX M COBEIIATEIbHBIX OPraHOB TEKCT H3Jaraercs
OT TpeThbero JNuu@a eauHcTBeHHOro umcna («komierus... ITOCTAHOBWIIA»,
«cobOpanue... PELIIAJIO»).

TekcT IpOTOKOJAa H3NaracTcs OT TPEThEero JIHIa MHOXXECTBEHHOTO UYHMCIIA
(«CIIYIUAJIN», «BRICTYITIN», «[TOCTAHOBUJIH», «PEITAIH»).

B nmoxymeHTax, yCTaHABIHMBAIONMX IpaBa W OOSM3aHHOCTH HCIIOIHHTENBHBIX
OpraHOB, OpraHM3anui, uX CTPYKTYPHBIX UoApasjeleHuit  (TOJOXKeHHe,
UHCTPYKIMSA), 4 TAKOKe COJepKallUX OIMMCAHMe CUTYalui, aHamn3 (akToB WiId
BBIBOZEI (aKT, CIIPaBKa), UCIIONB3YyeTcsl popMa H3IJIOKEHHUS TEKCTA OT TPETHEro Juila
eIMHCTBEHHOIO0 HJIM MHOXXECTBEHHOr0 4HCia («OTHENI OCyLIecTBIAeT (YHKIIHM...»,
«B COCTAB YNPABICHUS BXOIAT...», KKOMHCCHS IPOBENA IIPOBEPKY...»).

B coBMECTHBIX [IOKYMEHTaXx TEKCT u3laraerci OT [epBOro JHIA
MmuoxecTBeHHOTO uncna («IIPUKA3BIBAEM», « PEILIMIIN»).

B nenoBbIx (cny»KeOHBIX) MUChMaX HCIOJIL3YIOTCS (GOPMBI H3TOKEHHUST:

- OT IEepBOro JIMIAa MHOXKECTBEHHOTO YHCIAa («IPOCHM HATPaBHTE...»,
«TIPeACTaBNsIEM Ha PACCMOTPEHHE. ..»);

- OT TPeThero JIMIa €IUHCTBEHHOTO YHCa («MUHHCTEPCTBO HE BO3PaXKAET...»,
«00I11eCTBO CUUTAET BO3MOXKHEIM...»);

- OT IIEepPBOro JjMlla EJHHCTBEHHOI'O YHC/IA («KCUHTAN0 HeOOXOMHMMEIM...»,
«TpeAJIaralo pacCMOTPETE...»), ECIIH THCHMO 0(hOpMIIEHO Ha AOIKHOCTHOM OJIaHKe.

B Texkcrax  [OKYMEHTOB  yNOTPeONAIOTCA  TONBKO  OOLIETIPHMHSTHIS
ab0peBUaTyphl U rpadUUecKHe COKpaIIeH s,

Hamucanue wuMeH, reorpaduyeckux Ha3BaHWi, TEPMHUHOB, IOJIKHOCTEH,
yUpeXXAeHUH U T.J. JOIDKHO OBITh €JUHOOOPAa3HBIM B IpeJeNiaXx OAHOro TeKcra. Tak,
CCM  eAMHOXABl HalucaHue (aMWIMHM UCIIONB30BAaHO C JIByMS HHUIIHAIAMH,
Hanpumep, IletpoB M.A., To mnocnenyiouiee e€ HanmcaHde MOJDKHO OBITh
HWASHTHUHBIM [IEPBOHAYATTBHOMY.

IMpu ynotpebieHHH B reKCTe (PaAMUJIMK JIMI] MHULHANBl YKa3BIBAIOTCA IOCHE



hamunun.

B obpamieHun no J[OMKHOCTM HAWMCHOBaHHE JIOJUKHOCTH IIHILIETCA C
MPOIKCHOM OYKBBI, B 00pallleHu! 110 GaMIIHK HHHITHATEL JIUIA He YKA3BIBAIOTCA.

- 3aKJIFOYUTENbHAS ITUKETHAI Ppasa;

C ypaxkeHuem, ...

B ofpamenuy mno JOIGKHOCTH HaUMEHOBAHHE MAODKHOCTH IHINETCS C
NpONHUCHOM OYKBBI, B 00palleHHH 10 haMIIUNA HHHITHAIG] JIHIA He YKA3LIBAKOTCH.

24.16. OTMmerka O TPHIOKEHHUH COACPKMT CBEASCHHA O JOKYMEHTE
(moxyMeHTax), NpHNaraeMbIX K OCHOBHOMY JIOKYMeHTY (B CONPOBOAMUTENBHBIX
IIHCBMaX, IIPETEH3WSX, aKTax, CMpaBKax W JAPYrHX HHGOPMAIHMOHHO-CIIPABOUHBIX
IOKyMEHTax), WIH O TOM, YTO JOKYMEHT SBIAETCS MNPHUIOXKEHHEM K OCHOBHOMY
JOKYMEHTY (B HOKYMEHTaX-IPHJIOXKEHUAX K paclopsguTeNbHBIM JOKYMEHTaM,
TIOJIOXKCHUAM, IIpaBuiaM, HMHCTPYKIMAM, [AOroBopam, IJIaHaM, OT4YeTaM H Ap.
JOKYMEHTaM).

B conpoBoAuTeNBHBIX NHCBMax M JAPYTHX WHGOPMALHOHHO-CIIPABOYHBIX
JOKyMEHTaX OTMETKa O TIPUIIOKEHNH O(OPMILIETCS 110/, TEKCTOM OT TPAaHHIIb1 JICBOTO
TIOJI CIIEAYFOLM 00pa3oMm.

Ecnu npuioyeHue Ha3BaHO B TEKCTE:

[Ipunoxenue: Ha 2 1. B 1 3K3.

Ecnu TMPWIOKECHHAS HC HA3BaHO B TEKCTEC MM €CIIH npnnomeﬁmﬁ HECKOILKO,
YKa3bIBaroT Ha3BaHMA rZLOKYMGHTOB—1'IpI/IJIO}KeHIf‘[IL'i, KOJIMYECTRBO JHCTOB 58
IKIEMIIAPOB KaXXACTO ITPHIIOXKEHWA !

[Ipunoxenue:
1. INonoxxenue 06 YnpaBneHNH perHOHAIEHOTO KpeqUTOBaHHA Ha 5 J1. B 1 2K3.
2. CnpaBka © KaJpoBOM cOCTaBe Y IMPaBIeHUS! PETHOHAIBHOTO KPeIUTOBaHHS
Ha 2 1. B 1 3K3.

Ecnm npunoxexue (TIpUIOXKEHHUS) COPOIIIOPOBAHLI, TO YKA3BIBAIOT TOJBKO
KOJIMYECTBO IK3EMILIIPOB:

Ipunoxenue: otaer o HAP B 2 nk3.

Ecim JOKYMEHT, SBIAIOIIMHICA TPHUIOXKEHHEM, WMEeT IIPHIQKEHHS C
CaMOCTOSTEJIbHOH HyMepaliel CTpaHHMIl;

I Ipunoxenne: muceMo PocapxuBia ot 05.06.2015 Ne 02-6/172 u upunoxeHus K Hemy,
BCETO Ha J I
Ecnu npunoxenseM sBngeTcd o000COONEHHBIM SJIEKTPOHHBIA HOCHTEIb
(koMITaKT-gHCK, usb-drerr-gakonuTens 1 ap. ):

[Ipunoxernue: DVD-R 8 1 ska.

IIpu »TomM Ha BKIajble (KOHBEPTE), B KOTOPHIH NOMEIIACTCS HOCHTEID,
YKa3bplBalOTCS HAMMEHOBAaHWA JOKYMEHTOB, 3allHCAHHBIX HAa HOCHTENlb, HMEHA



haii;ioR, JOMOMHUTENBEHO MOXET YKa3bIBaThCH 00beM B OaiiTax.

B mpaBoBBIX aKTax, JOrOBOpax, U APYTrAX JOKYMEHTaX OTMETKa O NPHIOKEeHUN
odopmMiseTcd ClieAyouM 00pa3oMm.

B Texcre mOKyMeHTa TIpH IEPBOM YIOMHHAHHMHM IOKYMEHTa-NPWIOKCHHS B
CKOOKax ykasplBaeTcs: ... (IpUIIOKeHUe) Wi ... (mpunoxkeHue 1); mepen HoMepom
NPUIOKEHHR, 32 HCKIIOUEHHEM IIPABOBLIX A4KTOB, MAOIYCKAeTCsl CTaBUTh 3HAK
HoMepa: ... (mpunoxeHue Ne 2).

Ha nepoM JNHCTE [OKYMEHTA-NPUNOXKEHHA B IIPaBOM BEPXHEM YTy
YKa3bIBaeTCH:

[Tpunoxenue 2
x npukasy AO «ITpogunp»
ot 15.08.2015 Ne 112

CTpoxy peKBH3HWTa BBIPAaBHHBAIOTCS MO JIEBOMY Kpalo MM LEHTPHPYHOTCS
OTHOCHTEIBHO CaMOH JIIMHHON CTPOKH.

Ecnu npunokeHue yrBepXiaeTcs IPaBOBBIM aKTOM, TO Ha IIEPBOM JIMCTE
MPUIOXKEHNS IPOCTABIILETCA OTMETKA O TIPHIIosKeHHY (0e3 CChUIKM Ha IPaBOBOM aKT)
U rpud) yTBep)KJeHNd, B KOTOPOM YKa3bIBAIOTCs JaHHBIC IIPaBOBOIC aKTa, KOTOPBIM
YTBEPXICH NOKYMEHT-IIPUIIOXEHHUE.

Hanpumep:
Ipunoxxenue 1
YTBEPXAEHO
npukazoM OBY «MuHoBauua»
or 18.05.2015 Ne 67

2.4.17. Tpud cornacopaHus NOKyMEHTa IIPOCTaBIAETCA Ha JIOKYMEHTaX,
COIIAaCOBAaHHBIX OPraHaMH BJIACTH, OPraHH3ALMAMH, TOIDKHOCTHBIMY THIaMH. I pud
COIJacoBaHMs! B 3aBUCHMOCTH OT BHA JOKYMEHTAa U 0COOeHHOCTEH ero opopMieHus
MOJKET IPOCTABISITECH:

- Ha TIEPBOM JIMCTE NOKYMEHTa (eclld JOKYMEHT HMMeeT THTYJNbHBIA JIHCT, - Ha
TUTYJILHOM IIACTE) B JIEBOM BEPXHEM YUy Ha YPOBHE TpH]a yTBepXIeHHS WIIH I1O[
HauMEHOBaHMeM JOKyMeHTa GIKe K HIDKHEeMY TI0JII0);

- Ha MOCIEAHEM JIMCTE JOKYMCHTA IO TEKCTOM;

- HA JIMNCTE€ COIVIACOBAHUSA, MABIAIONIEMCS HEOTHEMAEMOM 4YacThl0 [OKyMEHTa
(npunoxenue 4).

I'pug cormacoBanua coctouT uz cnopa «COIJTACOBAHO», momxHOCTH
ML, KOTOPEIM COTIACOBaH JOKYMEHT (BKIIOYAs HAMMEHOBAHUE OPraHU3alldi), ero
COOCTBEHHOPYUHOM IIOTIMCH, HHHUKATIOB, GaMHIKNH, JaThl COTNIaCOBaHMUA.

Hanpuwmep:
COI'JTACOBAHO
MHUHHKCTp 30paBOOXpaHEHHSA
KaMuaTckoro kpas
IMogrmucey HM.O. @amunusd
Hara



Ecnu cornacoBanve OCYLIECTBISETCS KOJICTMANBHBIM OpraHoM, B rpube
COTTIaCOBaHHMS YKAa3bIBAKOT CBEJlEHU 00 OpraHe, COITIacoOBaBIIEM NOKYMEHT, HATE H
HOMEpe IPOTOKOINA, B KOTOPOM 3a(HKCHUPOBAHO peElieHME O corjiacoBaHuu. Ecim
COITIACOBAHHUE OCYIUECTBIACTCI NUCEMOM, YKa3bIBalOT BUJ JOKYMEHTa, OPraHHU3alluio
- aBTOpa JOKYMEHTA, JaTy ¥ HOMep ITHCEMA.

Hanpumep:
COI''TACOBAHO
HayuHo-TeXHUYeCKUM COBETOM
ObBY «HMuHoBanus»

(mpoTtoxoun ot 26.11.2015 Ne 10)
WK

COI'TACOBAHO

nrucbMoM MuHTpyza Poccun

ot 23.03.2016 Ne 23/456

2.4.18. Bu3a cBUIETENECTBYET O COTJIACHH WIIM HECOTJIACHH AOJDKHOCTHOIO
muna (paboTHHMKA) C© cojepKaHueM IpoekTa JoKymeHTa. Busoil odopmisercs
BHYTPEHHEE COITIACOBAHME AOKYMEHTA.

Bu3a BKIIOYaeT MAOMKHOCTE JIMIIA, BH3HUPYIOLIETO MOKYMEHT, IIOIIUCE,
paciuGpoBKy IIOAIHCH (MHALTHANBI, (aMIITUIO) U AaTy BUBHPOBaHHUS.

Hanpumep:
PyxoBoguTens 10puaM4ecKoro oTaena
ITomgmuce A.A. CrennanoB
Jlata
Ilpy HanMYWH 3aMeyYaHHii K HOOKYMEHTY BU3Y OQOPMIISIOT CIEIYHOIIMM
obpaszom:

3amMedaHus IpUIaraloTCs.
PyxopoauTens IOpUAHYECKOTO OTAENA
ITonmucs A.A. Ctenanos

Jara

B noxyMeHTax, MOIJMHHHMKK KOTOPBIX XPaHATCS B HWCIIOMHHUTEIBHOM OpIaHe
(opranm3anum), BU3EI IPOCTABIAIOT HA MTOCNEeHEM JIHCTE AOKYMEHTAa MOJ [IOANKUCHIO,
Ha 000pOTe MOCIeAHEro JINCTA MOMIMHHNKA TOKYMEHTa WX Ha JIUCTE COTJAacOBAaHUA
(BU3MpOBaHs), IPHIIaraeMoOM K JJOKYMEHTY.

B ucxomimmx JAOKyMEHTaX BH3bI MPOCTABISIIOTCS Ha  3K3EeMIULIpax
JIOKyMEHTOB, TTOMEINAeMEIX B HEIO.

MoxeT npuMeHAThCS TOJIMCTHOE BU3UPOBAHUE JOKYMEHTA U €0 ITPHIIOKEHUH.

2.4.19. TToanuce BKJIIOYAET: HauMeHOBaHHe JOJIKHOCTH A,
IOANMCHIBAIOIIEIO JOKYMEHT, €ro COOCTBEHHOPYYHYIO IIOANHCH, PacIIU(QpPOBKY
NOAMUCH (MHHUOUAIB, (GAMWIHA) H OTHCIACTCS OT TeKeTa 2 - 3 MeXCTPOYHBIMU
HHTEPBaJIaMH.



HanmenosaHue nomxHOCTH B peksu3utTe «[loAmHCh» medaraercs OT JIEBOM
rpaHuibl TEKCTOBOTO MOJLA.

PacmmmdpoBka moamucu IevyaTaeTcs Ha YPOBHE MOCHEJHEH CTPOKH
HAaHMEHOBaHHS NOJUKHOCTH ¢ NpoOeNnoM Mexay HHUIMazaMd W damunueil ¢
BBIpAaBHHUBAHHEM I10 NIPABOMY IIOJIIO.

Hanpumep:
MHHHCTp CTPOMTENBCTBA
KaMuatckoro kpas Ionnuce W.N. Vipanor

Ecnmu poxyment odopmieH He Ha OnaHke, B HaUMEHOBaHME [OIDKHOCTH
BKJIFOYAeTCsA HaMMEHOBaHME UCIOJIHMUTENbHOro oprana. Jlomyckaercs 11€HTPOBATH
HalMEHOBAHUE JIOJLKHOCTH JIMIA, MOANHMCABLICrO JOKYMEHT, OTHOCHTEIBHO CaMoi
JIMHHOW CTPOKH.

Hampumep:
PykoBoauTens  AreHTCTBa IO
IoenaM apxuBoB  KaMyarckoro
Kpas IToanucs N.H. Meanos

Ilpn odopmiecHur NOKymMeHTa Ha ONaHKe JODKHOCTHOIO IHIA JOJDKHOCTH
5TOTO JIUIIA B IOAIHNCH HE YKa3bIBAETCH.

IMoanuco .M. FiBaHos

HpI/I HOAMMACAHHH JOKYMEHTdA HECKOIBKHMH IOOJLKHOCTHBIMHM  JIHOAMH,
3aHHMAalIUMH pa3Hoe NON0XKCeHKHE, HX NOAIHCH pacliojlararoTes oiHa [1oag ,pr1"0ﬁ B
nocIenoBaTciabHOCTH, COOTBCTCTBYIOH.IC?I HEPapXHUH 3aHHMACMbBIX ,D;OJ'DKHOCTGIL:I.

Harrpumep:

Munuctp KYJIBTYpPHI IMoanuce .. Banos
Kamuarckoro kpas

['maBHBIN Oyxranrep [Toamuce T.I1. Iletposa

HpI/I MOANMHCAHHHY AOKYMEHTa HECKOJIBKHMH JIHIAMH pPaBHBIX ,[[OJ'I}KHOCTGI‘;I HX
IIOJIIHCH pacnojiararoTcda Ha OMHOM YPOBHE,

Hanpumep::
3amectuTens MUHUCTpa - HAYATIBHUK 3amectuTens MUHHACTPA - HAYAIBHUK
O10/PKETHOTO OTAENa otnena pUHAHCHPOBAaHUS, yUeTa H
OTYETHOCTH
IToognuce ILIL Iletpos ITonmuce M.M. Muxaiinos

B JOKYMCHTAX, COCTABIICHHELIX KOMHCCHeﬁ, B INOONKCH YKa3bpIBaCTCA CTaTycC



JIAITA B COCTaBE KOMHCCHH.

Hanpumep:
IlpencenaTens KOMHCCHUH INoanuce HU.N. NBaHoB
YneHpl KOMHCCHHT Iloanuce ILIL IleTpos
[MToamuce C.C. Cunopon
IMTopmuce M.M. Muxalnos

IIpy nNoANMCAaHHW JOKYMEHTA JNHIOM, HCIIONHAOIMM  005S3aHHOCTH
PYKOBOJHUTENS, MOANKACE OQOPMIISIETCS € YKa3aHUeM CTaTyca JOJDKHOCTHOrO JIHIA B
COOTBETCTBHMH C IIPHKA30M (PacHOpsHKEHHEM ).

Hanpumep:
H.o. HauanbHHKA OTIENA Ionmmce M.M. MapuuuHa
150107
HUcnongsrommii 00s13aHHOCTH
HadalbHHKA OTHela Iloanuce M.M. MapunuHa

IIpy momnmucaHwd JOKyMEHTA JIMIIOM, MMEIOIIUM IpaBC MOJANMCH B Ciydae
BPEMEHHOI'O OTCYTCTBHS PYyKOBOAUTENS, UCIIPABICHUS B HAUMEHOBAHKUE AOXKHOCTH
H pacuradpoBKy (aMHINH YK€ IOJTOTOBIEHHOIO M COIVIACOBAHHOIC IPOEKTa
JIOKYMEHTA BHOCATCS OT PYKH MJIM ¢ HCIOIB30BAaHUEM COOTBETCTBYIOIIUX IHTAMIIOB.
He pomyckaeTcss CTaBUTh KOCYKO 4YepTy, HAAIIHCh «3a» Iepel, HaHMeHOBaHUEM
MOJDKHOCTH JHLA B MOANNCH, €cld NOKYMEHT MOAMMCHIBACT HHOE JODKHOCTHOE
JULIO.

2.4.20. OtmeTtka 00 3JIEKTPOHHOM IIOAMKMCH UCIIONB3YETCA MPH BHU3YaTU3aAI[HH
3JIEKTPOHHOTO JOKYMEHTA, MOAIIUCAHHOTO 3JEKTPOHHON MOAIUCKHIO, C COOMIOAEHUEM
CIIeIyIOIIMX TPeOOBaHMUI:

1) ™MecTto pa3MmemieHUs OTMETKH OO0 3JEKTPOHHOH TOANMCH TOJDKHEL
COOTBETCTBOBAaTh MECTY pa3MEIIEHHs COOCTBEHHOPYYHOM IOIIKCH B aHAJIOTHYHOM
JOKYMEHTE Ha OyMaXHOM HOCHTENE;

2) 57eMeHTHl OTMETKH 00 BIIEKTPOHHON MMOANHUCH JOJKHBI OBITH BUIUMBIMU H
YHTAEMBIMH TIPH 0TOOpaKeHUH KOKYMEHT4 B HATYPaJIbHOM Pa3MepE;

3) aeMeHTH OTMETKH 00 DJIEKTPOHHOH IOMMUCH HE JOJDKHBI NIePeKPBIBATHCS
WK HaKJIaJAsIBaThCs OPYT Ha APYTa;

4) snmeMeHTHl OTMETKH 00 BIIEKTPOHHOMH IMOAMMCH He JOJDKHBI TiepeKpBIBATh
HIIEMEHTHI TEKCTa NOKYMEHTa W JAPYrue OTMETKH 00 3IeKTpoHHOM mnojumcu (mIpH
HAJIMYHH ).

OrmeTKa 00 5JEKTPOHHOW IOMNHUCH B COOTBETCTBHM € 3aKOHOAATEILCTBOM
Poccuitckoii Penepanuu BxmrouaeT (ppasy «JloKyMeHT MoAmucaH 3IeKTPOHHOMR
MOANUCEHIO», HOMEp CepTH(MKaTa KIIo4Ya 3JIEKTPOHHOH MOANHCH, (PaMIIIUAI0, HMS,



OTYEeCTBO BIIafenbplia cepTudrkaTa, CpoKk HAeHCTBHS cepTUdHKaTa KiIo4a
snekrpoHHol moamucH. OTMeTka 00 3IEKTPOHHOM IMONMHCH MOMKET BKIIOYATH
u300paxeHue repba, HMOJEMBbI HMCIIOJHUTENIBHOIO OpraHa BJIACTH (OpraHu3alluu),
TOBApHOTO 3Haka (3HaKa OOCTYy)KHMBaHHsi) OpPraHM3allMM B COOTBETCTBUH C
IeHCTBYIOIIMM 3aKOHOJATEIECTROM.

Hanpumep:

HupexTtop JOKYMEHT TTIOATTMCAH N.M. ViBanoB
DJIEKTPOHIIOM OO IMCBIO
Ceprudukar 1al 11aaa000000000011
Bnanenen Msanos MBan MBanoBuu
Heiicteurenen ¢ 01.12.2012 no 01.12.2017

2.4.21. Tleuats 3aBepseT MOANMHHOCTH IIOMIMCH MOJDKHOCTHOIO JIMUA Ha
JOKYMEHTaX, YJOCTOBCPSIOIIMX IIpaBa JIHL, (UKCHPYIOMIHX (PaKThl, CBSI3AHHBIE C
(pHHAHCOBBIMU CpEJICTBAMH, a TaK)K€ Ha HWHBIX JOKyMEHTaX, HpeLyCMATPHBAKOMIIHNX
3aBepeHHe MOJNKUCH II€YaThl0 B COOTBETCTBUHM C 3aKOHOJAATeNbCTBOM Poccuickoi
Qenepauun.

JJOKYMEHTEI 3aBepsroT rne4yaTblo opraHa Biactd (opraHuzaumu). Ileuars
TIPOCTAB/ACTCS, He 3aXBaThiBas COOCTBEHHOPYWHOH INOAMMCH JIHIIA, MOANHCABIIETO
TOKYMEHT, HIIH B MecTe, 00o3HaueHHOM «MIT» («MecTo meuatu»).

2.4.22, Ormerka 00 wumcmompuTene BKIIOYaeT (aMUIHIO, HMS H OTYECTBO
UCTIOTHUTEIS, HOMep ero Tededona. OTMeTka 00 UCIIOJHUTENE MOXKET JOTIONHSITHCS
HAaUMEHOBAaHUEM JOJDKHOCTH, CTPYKTYPHOIo IORPAa3JEiICHUS W  3JIeKTPOHHBIM
aapecoM UCIIOIHUTEIIA.

OtMmeTka 00 ucmomHuTeNe odopMiIsgeTcs Ha JHIEBOH CTOpPOHE NOCIEAHEro
NUCTa AOKYMEHTA OT TPaHulBl JIGBOTO MOJIA WM, UPH OTCYTCTBMH MecTta, - Ha
000pOTHOM CTOpPOHE BHU3Y ClleBa.

Hamnpumep:

Winenn Wnes Vineuu +7(4152) 924-45-67

Ui

Wnenn Unes Unbeuy +7(4152) 924-45-67 sepymuit cnermanuct OTHen TpaHCIOpTa,
Ilyin_Iv@techno.ru

OrMeTka 00 UCIONHUTENES MOXET O(QOPMIATECA KaK HHUKHUH KONOHTUTYN U
reyaTaThCs WPU(TOM MEHBIIIEro pasMepa.

2.4.23. OrmeTka 0 3aBepeHHMH KONMH oGhOpMIserca AN IOATBEPIKICHUSA
COOTBETCTBUS KOIMK JOKYMEHTa (BEINMCKM M3 JOKYMCHTA) HOITMHHHKY JOKYMEHTA.

OTMeTKa O 3aBEpPCHUH KOIMHUM IMPOCTABISETCS OOJDKHOCTHBIM JIHIOM TIOA
PEKBHIHTOM «HOIIMCE» H BKITFOYAET: CIIOBO «BepHO»; HANMEHOBAHHE JIOKHOCTH
JMLa, 3aBEpPHBIIETO KOIMIO; €ro COOCTBEHHOPYYHYH) IIOAIMKCH, paclr(poBKY
noAnucy (MHUIMAaIEL, paMuimio); naty 3aBepeHus KoUK {BBIMTHCKH U3 TOKYMEHTA).



Hanpuwmep:

BepHo
HHcriekTop KaHLEnapuH [Topmucy A.A. IletpoBa
Hara

Ecnu xonus BriZaeTcs Ay NPEACTABIeHHS B JPYTOM oprad (OpraBH3aliuio),
OTMETKa O 3aBEPEHMH KOMHUU JOIONHACTCS HAIIHCHIO 0 MECTE XPpaHEeHUs TOKyMEHTa,
¢ KorToporo 6pina msroroBneHa Kouws («[JONTHHHHMK ROKyMeHTa HAXOMUTCH B
(HauMeHOBaHHEe HCIIONHUTEALHOTO oprana) B meie Ne ... 32 ... rof») U 3aBEpACTCA
[IeYaThiO OpTaHU3alHy.

Js mpocTaBiieHMS OTMETKH O 3aBePeHHU KOMHU MOXKET HCIOIB30BATHCA
IITamI.

Komuy 3i€KTPOHHBIX JOKYMEHTOB 3aBEPSIFOTCS JIIEKTPOHHOU IOMIIHACHIO
PYKOBOJUTEINSI HCIIONHHUTENBHOIO OPTaHa UM MHOTO YIIOJHOMOYEHHOI0 UM JIHIA.

Ecnu XomWs DIeKTPOHHOTO [OKYMEeHTa IIpelocTaBlseTcd Ha (u3nuecku
000Cc00IeHHOM HOCHTeNle, Ha HeM HeCMEBIBaeMBIM MapKepoM ykaszsiBaercs: «Komus
OJMIEKTPOHHOTO JAOKYMEHTa, COKpallleHHOe HauMeHoBaHWe WH(OOpMAIUMOHHOH
CUCTeMBI, UMs (aiinar.

HAns mpexcraBneHHs B JIPYroi opraH (OpraHu3aliuio), (PH3HUYECKOMY JHILy
KOMHUsl 2NIEKTPOHHOro AOKYMEHTa Hanpapifgercs: ¢ COUPOBOAUTEILHBIM MHCBMOM (B
SIEKTPOHHOH ¢dopMe, ecnmd KOMHS IpPeJoCTaBisercs [0 HHOOpMaLUOHHO-
TEeIeKOMMYHHKAUUOHHOH CeTH, WM Ha OyMa)KHOM HOCHTEeNe, eclIM KOIHhs Ha
¢buzuueckn 000co0NEeHHOM HOCHTeNe) ¢ yKa3aHHeM UHPOPMALUOHHOH CHUCTEMBI, B
KOTOPOH XpaHWTCA 3JIEKTPOHHEIN JOKYMEHT, HAMMEHOBaHUs JOKYMEHTa, ero NaThl K
HoMepa (IIpH ero HaNW4YuM), UMcHH taiia, dopmara palina 1 obvema B MO, nare!
M3rOTOBJICHHS KonHM (NpH HeOoOXOJMMOCTH B COIpPOBOJUTENILHOM IHCHEME
YKa3bIBaeTCA HHaA UHMOpMaLHa 00 3JIEKTPOHHOM JOKYMEHTE).

Kormus 3ieKTpOHHOTO JOKYMEHTa MOXKET HPEeNOCTaBIAThCA B BHJE KOMHM Ha
OyMa)KHOM HOCHTENE, 3aBepeHHOH B COOTBETCTBHH ¢ AAaHHOH HacTbio THIOBOH
HHCTPYKLUH W C yKa3aHheM, B Kakod HHQOPMAaLHOHHOH CHCTEeMe XpaHHTCA
ANEKTPOHHBIN JOKYMEHT.

2.4.24. OTMeTKa 0 TOCTYIUIEHHMH AOKYMEHTa CIIY)XHT [ IOJTBEepKAcHUS
dakTa MHOCTYIJIEHMs] NOKYMEHTa B WCHOJHUTENBHBIH OpraH M BKIIOYaeT IaTy
NOCTYIUIEHMS H  BXOIAUWIMM  PEerucCTpallMOHHBIA HoMep pAokymeHTa. Ilpm
He0OXOIMMOCTH OTMETKA O IOCTYIIIEHUH MOXKET JOMONHSITECH YKa3aHUEM BPEeMEHH
TIOCTYIUICHHS B 4acaxX ¥ MUHyTax U ciocoda JOCTaBKY JOKYMEHTa.

OTMmeTKa O IIOCTYIUIEHMH AOKyMEHTa MOXET NPOCTABIATHCA C IOMOIIBIO
IITamIa.

2.4.25. Pezomomms CcomepXHT yKa3aHWe II0 WCMONHEHHIO JOKyMEHTa.
Pezomorma odopmisiercs Ha cBOOOAHOM Mecte padoyero NOIA JOKyMEHTa, Ha
OjlaHKe pPE3OMIONMH WM BHOCHTCS HEIOCPEACTBEHHO B CHCTEMY 3JIEKTPOHHOIO
JIOKyMeHTOo00opoTa.

Pezomonus BKIOYaET: (haMUINIO, UHHIHANL HCTIONHUTENS (UCIONHUTENEeH ),
opy4YeHye 10 JOKYMEHTY (KOHKpeTHOe 3aJlaHHe II0 MCIOTHEHHIO JOKYMEHTa HIH



dopMyNHpOBKa LENH PAacCMOTPEHHMS JMOKYMEHTa), TpPH HEeoOXOOUMOCTH - CpOK
UCIIONHEHUS, IOAIIUCH JIULA, BEIHECIIETO PE30IOIHIO, JATY PE30MIONM:

Hanpumep:
HBanory U.W., Aunpeesoii A.A.
ITpomly moATroTOBHUTE Mpe 0K EHUS
x 10.11.2017
llogmuce
Hara

Cpox HCHONMHEHUs TOPYUeHHS He YKa3bIBAeTCs, €CNU OH Ha3BaH B TEKCTe
HOCTYIUBIIEro NOKYMEHTa U PYKOBOIMUTENb He CYUTAET HEOOXOMMMBIM W3MEHHTDL
€rc B CTOPOHY COKPAaILieHNsI HJIH SBJAETCA TUIIOBBIM IJIs JaHHOTO BUJAA JOKYMEHTA.

IIpp yKa3aHMM HECKOJBKHMX HWCIONHHUTENEeH (aMuUiusi OTBETCTBEHHOI'O
UCTIOJIHUTENS YKaspiBaeTcs IepBOi, AuO0 INomuepkuBaeTcs, JubOo obOo3Hadaercs
CIIOBOM «OTB.» («OTBETCTBEHHBIH»), €My IPEHOCTABISIETCS MpPaBO KOOPAHHALIUH
paboThl BceX UCTIONHUTENCH.

2.4.26. OTMeTKa O KOHTpPOJIE CBHIETCILCTBYET O IOCTAHOBKE MOKYMEHTa Ha
KOHTponb, obOo3Hawaercs OykBoll «K» wmmm cmoBoMm (mrammom) «KoHTpONb»,
IIPOCTABJISIETCS. B IIpaBOM BEpPXHEM Iole JokyMmenta. [l HarnsggHOCTH 3TOT
PEKBU3UT MOXKET OLITH BEIJICIICH 1{BETOM.

24.27. OrMerka O HanpaBleHHH NOKYMEHTa B JIeNl0 OIpelelieT MEeCTo
XpaHeHHd HOKYMEHTa IIocHie 3aBepllIeHust paboTel ¢ HMM U BKIIOYAET: cloBa «B
Ieno», UHACKC Aena 110 HOMEHKNAType Nejl, B KOTOpoe MoMellacTcsi JOKYMEHT Ha
XpaHeHHe, C yKa3aHHeM roja, HOJDKHOCTH JHLa, OQOPMHUBIIEr0 OTMETKY, IOXITHCH,
IaTEL

Hanpumep:
B neno Ne 01-18 32 2016 1.
HayanbHuk QHHAHCOBO-aHAIMTHYECKOTO
oT/iena
Iognuce Jara

OTMerka O HAUPaRICHHH JOKYMEHTa B JIeli0 MOXKET JOIMOJIHATHCA KPAaTKHMH
CBEJIEHHSAMH O XapaKTepe HUCIONHEHMS JOKYMEHTa.

2.5. TToaroroBka # ohopMIeHHE OTACTBHBIX BUIOB TOKYMEHTOB

2.5.1. Tlpouenypa NMoAroTOBKH HPOEKTOB MPaBOBBIX akToB KamMuaTckoro kpas,
a Takke ux ¢opma perynupyiorca llocranoenenuem I'yGepHaTopa Kamuarckoro
kpas ot 28.12.2007 Ne 355 «O mopsiake IIOATOTOBKH IPOEKTOB IPAaBOBHIX AKTOB
['y6epuatopa Kamuatcxoro kpas, IlpaBurennctBa Kamuarckoro kpas M HHEIX
HCIIOJHUTEABHBIX OPTaHOB rocyHapCTBeHon BracTi KamaaTckoro kpas».

2.5.1.2. CoBMecTHBIE IPHKA3HI (TIPIITOXeHHE 5)

[pu oopMiIeHMH COBMECTHOI'O IIPUKA3a!

- HAMMEHOBAHHUA UCIOJHUTEIFHBIX OPTaHOB PacloNararoTcs Ha OJHOM ypOBHE;

- HauMCHOBaHue BHAA AOKyMEHTAa - IpMKa3 paclollaraeTcs LEHTPOBAHHBIM
crrocobomM;



- JlaTa COBMECTHOIO MpHKas3a e¢uHasg, COOTBETCTBYeT AaTe Oolee MO3AHEH
HOANUCH,

- PETHCTPaLIMOHHBIH HOMEp NpHKa3a, COCTOMT U3 PErHCTPAllMOHHBIX HOMEPOB
JOKYMEHTOB KaX{AOr0 MCIOJIHUTEIBHOIO OpraHa, y4acTBYIOIIETO0 B CO3JTaHHH
COBMECTHOTO MpPHKa3a, MPOCTaBIAEMBIX depe3 KOCYI0 UepTy B IOPSAKE YKa3aHus
aBTOPOB B IIPHKa3e.

IMoxrmicu aBTOPOB COBMECTHOTO IIPHKAa3a pacioiaraloTcd Ha OJHOM YPOBHE.

2.5.2. Tlonoxxenus, npaBuiia, HHCTPYKLIHH

2.5.2.1. IlonoxeHue - TOKYMEHT, OIpPENENMIOIHI MOPSLOK (OPMHPOBAHKA,
3ajlauyM, OOs3aHHOCTH, IIPaBa, OTBETCTBEHHOCTh M OPraHH3dlMIO JCATEIbHOCTH
HCHOJTHUTEIBLHOIO OpraHa, ero CTPYKTYPHBIX IOJ|pa3felieHnil MITH KOJUIETHAIbHEIX
OpTaHoB.

Ilpapuna - JOKYMEHT, YCTaHaBIMBAOIIMH HOPMBI W TpeDoBaHu,
00g3aTeNILHBIE JJIst BREITIOJIHEHHUS,

WHCTpYyKIHS - ROKYMEHT, U3Jararoliui IOpSI0K OCYLIEeCTRIEHUs KaKoi-Inbo
OCATeNBHOCTH WITH TOPSAOK NMPHMEHEHWs NONOXEHHH 3aKOHOAATENBHBIX M HHBIX
HOPMAaTHBHBIX aKTOB.

Pemenue o mopsanxe NpuHATHS NOJOXEHHH O CTPYKTYPHBIX TIOJApa3ielieHusX
WIH KOJUIErHAlbHBIX OpraHax HWCIONHHTEILHOIO opraHa, NPaBHiI M HHCTPYKIIHI
HAXOJHUTCS B BEJIGHUH HCIIOJHHUTEIBHOTO Opraya.

2.5.2.2. TlopsapoK IIOArOTOBKH IIPOEKTA IIOJOXEHHS, MPaBUJ, WHCTPYKLIHH
COOTBETCTBYeT 001IeMY IIOPSAKY IIOATOTOBKH JIPOEKTOB IPABOBBIX AKTOB.

2.5.2.3. Tekcr wusnaraercss OT TPETBEro JHIA EIUHCTBEHHOIO HIH
MHOJKECTBEHHOI'O 4HCId. B TEeKCTe HCIIONB3YIOTCH CJIOBa «IOIDKEH», «CIeNyeT»,
«HeOOX0MUMO», «3aNpellacTCa», KHe JOIMYCKaCTC .

3aronoBOK K TEKCTY IIOJIOXKEHHS, IIPAaBHI, HHCTPYKLHH OJDKEH OTBEYaTh Ha
Bompoc «Q 4eM?»; 3aroll0BOK AOJDKHOCTHOH HHCTPYKLHMM AO/DKEH OTBEYaTh Ha
sompoc «Koro?».

KoxcraTupyromeii 4acTbio HOJOKEHUA, IPAaBHJl, WHCTPYKIIUH CIYXHUT pasjen
«O0I11IHe MOIOKCHHS», B KOTOPOM YKa3bIBAIOTCSA OCHOBaHHSA pa3pabOTKH, OCHOBHOE
HasHaueHHe HOPMATUBHOTO aKTa U c(hepa ero pacnpocTpaHeHHd, OTBETCTBEHHOCTD 3a
HapYyIICHUE YCTAHOBIESHHBIX IIPaBUAI U TEXHOJIOTHH,

2.5.3. Ilpotokon

2.5.3.1. TlpoTokoi - HOKYMEeHT, QUKCUPYIOUMHA X0 00CYKAeHUsI BOIPOCOB H
IPHHATHS pelleHMH Ha COBGLIAHUAX, 3aCCJAHMIX, COOpaHMAX, ApYrux (opmax
paboThl KOJJIETHANBHBIX OpraHoB. [IpOTOKON COCTaBNsIeTCs Ha OCHOBaHMH 3afHceif,
NPENCTaBICHHRIX TE3HCOB JOKIAA0B U BRICTYIUIEHUH, CIPABOK, MPOEKTOB, PELICHUI
U JIp.

2.5.3.2. B HCHOJHHTENBHBIX OPraHax TPOTOKOILI MOIYT OQOpPMIISTECS B
noaHoOH MM Kpatkod ¢opme. B kpatkoif ¢opme mpoTokona omnyckaercs Xof
oBCyKIIeHHs BOnpoca K GUKCHPYeTCs TONBKO IPHHSTOE PElleHHe.

2.5.3.3. TekcT MOJHOro MPOTOKONA, KaK MPaBHUIIO, COCTOUT W3 JIBYX 4acTel:
BBOJIHOM ¥ OCHOBHOM.

Bo BBOmHOHM 4YacTH YKa3bIBaIOTCA: IpejiceNaTelb, CEKpeTaphb, CIMCOK
MPUCYTCTBYIOWIMX, (aMHMIMH KOTOPHIX PAacloNaraloT B an(aBUTHOM INOPAJKE B



CTPOYKY. Ec/M KONIM4ECTBO YWICHOB KOJIIerHajlbHOI0 opraHa IpeBsiiact 15 genosek,
TO YKa3BIBAIOT MXx oOmee komupuectBo. [Ipy »ToM NpUNaracTes OTChUIKA K
IIpHilaraeMoMy cnucky. K ¢aMuimuaM npuriateHHsIXx Ao0aBiageTcs HauMeHOBaHHE
JIOJDKHOCTEH M HAaHMEHOBaHHE OpraHu3alliif, KOTOpbhle OHH IIPEeICTaBISIOT.

C HOBOH cTpPOKM MHIUYT cIOBO «lIpHCYyTCTBOBAUIMY», (DaMMIMH U HHUIMAIE]
MMOCTOSHHAIX YICHOB KOJIETMAIBHOIO OpraHa, YJacTHHKOB 3acefaHusl, COTPYIHUKOB
YCIIOJHUTENIBHOIO OpraHa W IPHITIAMIEHHBIX Ha 3dcelJaHHe [IePedYUCIIIOT B
andasuTHOM Tmopaake. llepedrcnenne NPUCYTCTBYIOIUX OQOPMISIIOT BO BCIO
IMHPHHY CTPOKH Yepe3 OJIMH MEXCTPOUHBIH HHTEpBaJl.

BropaHas yacTh 3aKaH4YKMBaeTCs [IOBECTKOM JHS - NEpeyHeM pacCMaTpHBAEMBIX
BOIMPOCOB, [IEPEUHUCICHHBIX B MOPAAKE HX PACCMOTpPEHHA C yKazaHHMEM JOKIafurKa
IO KKOMY IYHKTY IToBecTKM IHA. Kaxapiii Bonpoc HyMepyercs apabekoit mmdpoit
Y ero HauMeHOBaHMe Ha4duHaeTcs ¢ mpemrora «O» («O6»), meyaTaeTcs 10 rpaHKUIIAM
JE€BOr0 W IpaBoro nojek OnaHka, pasMmepoM wpugra Ne ]4. Bsoauas dacts
OTHENAETCA OT OCHOBHOH CIUIOIIHOH HEpTOH.

OcHOBHasg 4YacTh IIPOTOKOJIA COCTOUT K3 pasZielioB, COOTBETCTBYIOILIHX
MyHKTaM TIOBECTKH OHs. TeKcT kaxzmoro pasgena crpourcs o cxeme: CIIYIUAJIU-
BBICTYTIAJIIU-PEIIMIA. Cnosa «CIIYIIAJI», «BbICTYIIMII», « PEILIJIN»
I1€YaTalOT OT JIEBOT'O MOJIA IPOITHCHBEIMA GYKBaMHU H 3aKaHYHBAIOT JBOECTOUHEM.

[Iepen cnosom «CJIIVIIIAJIM» npocTaBaseTcs HOMEP BOIPOCa B COOTBETCTBHH
¢ noBecTKo# AHs. OCHOBHOE CofiepKaHHe NOKJIAJ0B M BHICTYIIIEHUI MOMeIaeTcs B
TEKCTe MPOTOKOJAa WM MpHIaraeTcd K HeMy; B MOCISAHEM Clyyae JAelaeTcs CHOCKA
«TeKcT BRICTYIIJIEHHS IPUJIAraeTCsI».

Pemenyie rmevartaeTcs B INPOTOKOJNE IONHOCTBIO C IpUBEIEHHEM TIpH
HeoOXOAUMOCTH WTOrOB TOJOCOBaHMs. PeilleHHe MOXET COoOepKaTh HECKOJBLKO
IyHKTOB, K&XIBIH K3 KOTOPHIX HyMepyercs apabckumMu Uudpamu. Homyckaercs
nBoitnas mymepanuda. [IpH sTom mepBas mugpa HOMepa peuIeHHS COOTBETCTBYET
HOMEpY BOIpOCa IOBECTKM AHS, IO HTOraM pacCMOTPEHHS KOTOpPOTO IPHUHATO
pelIeHue.

B ciydae, xorpa NpoTokon (GHKcHpyeT peuieHHe 00 yTBEepIKIEHMM KAKOTo-
au00 NTOKYMEHTa, AeNaeTcs CChUIKA Ha 3TOT NOKYMEHT, a ¢aM JOKYMEHT [IpuiaraeTcs
K MMPOTOKOIY.

Conmepkanne o0co0Oro MHEHUS, BBICKa3aHHOrO BO BpeMs OOCYXIEeHMUs,
3aHOCHTCS B IIPOTOKOJ TIOCIIE COOTBECTCTRYIOLLCTO PeIlieHMs.

2.5.3.4. OcHoBHas 4HacThb KpaTKOro MPOTOKONA BKIKYaeT paccMaTpUBaceMBbIe
BONPOCHEl M TPHUHATHIE II0 HUM pelllcHus. HaumMeHoBaHHE BOMpoca HyMmepyercs
apabckoit 1uppo u HaumHaerca ¢ npemiora «O» («Ob6»), medaTaercs
IIEHTPOBaHHBIM cHocoboM pasmepoM wipudTa Ne 14 u moguepkuBaeTcs OXHON
yepTod HuKe nmocienHel cTpokd. [loa yepToli yxaspiBaloTCs haMUIMM U HHULHAJBL
JIOJDKHOCTHBIX JIHIl, BBICTYNHBIIMX C AOKJIAAOM H IpH OOCYKAEHHM J@HHOTO
gompoca. PaMUINK NIe4aTaloTCs eHTPOBaHHBIM CITOCOOOM B CTPOKY 4Yepe3 3aIliTylo
pasmepom tpudra Ne 14. 3ateM ykassIBaeTcs IPHHATOE 110 BOIIPOCY PELUCHHUE.

BaogHas yacTs oQopMiseTcd B IIOPSIKE, IPeAYCMOTPEHHOM YacThio 2.5.3.3.

2.5.3.5. IlpoTokoy noAmuchIBacTCs MpeceaTeLCTBYIOIMUM Ha 3acelaHi U
cekperapeM. Cnopa «[Ipencenatrens» u «CeKkperapb» I€4aTaloT clieBa OT HyJIEBOIO



IONOKEHUs TabynaTropa, OTAeNss 3 MEKCTPOYHBIMH HHTEpBallaMd OT OCHOBHOM
yacTH, 1 MEKCTPOYHBIM HHTEPBAIOM JPYI' OT Apyra. B HEKOTOPBIX CIy4asx MOIIKChH
cekperaps MOXET OBITh IIpOCTaBJeHA B HMXKHEH 49acTH 0OOPOTHOH CTOPOHBI
MOCJAEIHETO JiUcTa MPOTOKONA. JlaTol TNpoToKONa siBisfeTcS Jara 3acelaHusd
(coBeianms, KOJUIETHH, COOpaHus).

[TpoTokonam NpHCBauBarOTCA TIOPSIKOBBIE HOMEepa B IIpeeaaxX KaleHAapHOTo
rofla CcaMOCTOSITENBHO IO KaXKJOW TIpyIie NPOTOKONOB: 3acedaHHsl KOJUIETHH,
3aceJlaHUsl TEXHUYECKUX COBETOB, DKCHEPTHLIX KOMUCCHHI H Tak jsanee. [IpoToKObI
COBMECTHBIX 3aceJlaHhii HMMEIOT COCTaBHBIE HOMepa, BKIIOYAIOIIMe IIOPAIAKOBBIE
HOMepa IIPOTOKOJOB HCHOJHHTENBHBIX OpPraHoB, [PUHEMABIINX y4YacTHE B
3ace/laHuH.

2.5.3.6. Komuu NpoTOKONIOB, 3aBepeHHBIE Iedatbio cixyxosl OV, mnpu
HEOOXO0AUMOCTH PACCHINTAIOTCS 3aUHTEPECOBAHHBIM OPraHU3aIIAAM U JOMMKHOCTHBIM
JHIAM B COOTBETCTBUH C YKa3aTelleM PacChUTKH.

B HekoTOphIX CHywasx, a TakXe OpH HeoOXOOUMOCTM JOBEeJEHHT [0
HCHIONHUTENEeH PHHATHIX pellleHHI cOCTaBIsAeTcs BBIIKCKA U3 MIPOTOKONA. BRITHCcKa
W3 IPOTOKONa TpexacTaBiser co0od TOUHYIO KOINHIO YacTH TEKCTa IOITHHHHUKA
IIPOTOKOJA, OTHOCSIIErocs K TOMY BOIIPOCY ITOBECTKH AHSA, IO KOTOPOMY T'OTOBSAT
BBIMKUCKY. 1IpH 3TOM BOCHpPOH3BOUAT BCE PEKBU3UTHI ONaHKd, BBOJHYIO YacTh,
BOIIPOC, TI0 KOTOPOMY TOTOBHTCS BBITIUCKA, €ro 00CYXACHHE U NPUHATOE pellcHuUe.
Brmucka w3 nporokona 3aBepsieTca ciayxboii IOY. B stom ciydae HasBaHue
JOKyMeHTa 0yZieT ohopMIIEHO KaK «BEIHUCKA M3 IPOTOKOIA».

2.5.3.7. IlpoToxons! (BRITHCKH W3 MPOTOKOJIOB) MEYATAIOTCSA HA 00IIeM GliaHke
HCIIOJIHUTEIIBHOTO Oprana pasMepoM IpugTa Ne 14 ¢ npuMeHeHHMeM clejylOIIuX
PEKBHU3UTOB:

Haumenopanmne pokymenta - cinoBo «IIPOTOKOJI» («BLIITMCKA M3
ITPOTOKOJIA») meuyaTaeTca OT TpaHHUIBl BEPXHETO IO IIPONHCHBIMH OyKBaMH
mpudTom pazmepom Ne 16 1 BeIpaBHHBAETCS IO LIEHTPY.

Bun 3acemanus (copemnamus), otnaensgercs oT crioba «[IPOTOKOJI» ojxum
HHTEpBajioM, evataercad mpupTom Ne 14 yepes | nHTEpBan u BBHIpaBHUBAETCH II0
HEHTPY.

Mecto mnpoBeneHmns 3acefands (coBewanusd), Jara W HOMEpP MPOTOKOJA
nedataroTcs mwpudTom Ne 12, pasMelaioTcss Ha OJHOM CTPOKe, MPH 3TOM «MECTO
IPOBeJIeHHsA 3acefaHus (COBEILUAHKA)» BBIPABHUBAETCS II0 JIEBOWH IPaHMIE IIOJIS
JOKYMEHTa «J1aTa» | «KHOMEpP» II0 MpaBOM MPaHUIIE IO JIOKYMEHTA.

Hata oopmngercs nudpporbIM ciocoboM, HOMEP IIPOTOKO)IA COCTOUT U3 3HAKa
«No» 1 OpsIAKOBOr0 HOMEpA.

OcHOBHas vYacTb TMpoTOKoNa nedataercs wwpudrom Ne 14 wuepes 1
ME>XCTPOYHBIHA UHTEPBal.

Kaxcaperii paszjen meuaraeTcs ¢ KpacHoO# CTPOKH, YTOOBI BBIAEIHUTH B TEKCTE
IIPOTOKOJIA PEYh OCHOBHOIO JOKIAMHKKA, BEICTYIUICHHS YYaCTHUKOB OOCYXKASHHS
BOIIPOCA U MOCTAaHOBISIOILYIO YacTh, QOPMYIHPYIONIYIO pelueHue codpanusa. C sToi
’Ke LEIb0 B TEKCTEe MPOTOKOJIA KaXAylo (aMHIIMIO M HHHIUAIE! BEICTYNAIOHHX
neyaTaloT C HOBOH CTPOKM B MMEHMTENBHOM [afiexe, 3alMCh BBICTYILICHHS
otaenaoT oT damuimu Aeducom. Kaxbri BOIIPOC, 338JaHHBIA JOKIIAIYUKY B XOJ€



o0CyXJIeHH!s, TIeJaTaeTcsl C KpacHOH CTPOKH, GaMHUIIMK NMpH 3TOM AOIYCKAETCS He
YKa3bIBaTh.

O6pazen odopMiiends IIOJHOTO NpoTokona mpuseaeH B llpumoxenun Ne 6,
KpaTkoro nporokoia B [Ipunoxxenun Ne 7.

2.5.4. Akt

254.1. Axr - [OKyMGHT CIpaBOYHO-HH(OPMALHOHHOTO XapakTepa,
COCTaBIICHHAIH TpYNIOH JOKHOCTHBIX JHE ANA MOATBEPXKACHHUA YCTaHOBICHHBIX
(pakToB, COOBITHHA. AKT MOXET COACPXKATH BHIBOIBI, PEKOMEHIALMH, MPEATIOKEHUS
€ro aBTOpOB.

2.5.4.2. TexcT aKTa COCTOUT U3 BBOJHOM M KOHCTaTUpYIOLEH yacTel. Broanas
9aCTh COJAEPKUT YKa3aHHE Ha OCHOBAHME COCTABJICHHSA aKTa, NepedHCIICHHE JIHII,
COCTaBHBILIHUX aKT, UX JODKHOCTEH], paMunmii ¥ MHULHAIOB.

B xoHcTaTHpyIOlliel 4acTy JacTcs ONUCaHUe CYIHOCTH, XapaKTepa, MeTOOB,
CPOKOB padoThl, MpOACNaHHOM COCTABUTCISIMH aKTa, (UKcHpyloTcs (aKTel
(coOBITHS), H3TaralOTCs BRIBOLL, IPEANIOXSHUS U 3aKNIOYCHHA.

Koucratupyromas 49acTe 3aBepllaeTcs yKazaHHMeM KONHHEecTBa 3K3EMILIAPOB
aKrTa,

2.54.3. AKT yTBepxpmaeTcd PYKOBOTUTC/IEM HCIIQNHHTENBHOIO Oprand, IIo
YKa3aHHI0 KOTOPOIO OH COCTABIEH, JIHOO JODKHOCTHBIM JIMIIOM, K KOMIETEHITHH
KOTOpPOI'0 OTHOCHTCS COJAEp)KaHHMe aKTa. AKT Takke MOXET ObITh yTBEpXKACH
pPacCTIOPANUTENBHBIM JOKYMEHTOM.

2.5.4.4. Akt nedaraercs Ha 00leM OlaHKe HUCTIOMHUTENBHOTO opraHa gopmara
A4, pazmepom mpu@ra Ne 14 ¢ mpuMeHeBHeM CIEAYIOMIMX PEKBU3UTOB:

- HauMeHOBaHMe JoKyMmMeHTa - cioBo «AKT», meuaraercs OT TIpaHUIIEI
BEPXHEro TOJI4, NPOMMCHBIMU OykBamu, wpudrToM Ne 16 M BEIpaBHWBaeTCs MO
LIEHTPY B OlaHKe C MPOAOIBHBIM PAacONOKEHHEM PEKBUIUTOB.

- MECTO COCTaBICHHS aKra, gara, HoMep OoQOopMIiioTcs cornacHo m. 2.5.3.7
THNOBOH HHCTPYKLAH.

- 3aroJIOBOK axkTa He sBIeTcs o00f3aTeNbHBIM PEKBU3UTOM, COIEPKHT
yKa3aHue Ha coObITHE, ($akT WIH AeHCTBHE, MOCHYXXMBUIIHE NPUYHHOHN COCTABICHHA
akta. Touka B KOHIIE 3arojloBKa He CTaBUTCs. 3aroyioBOK reuaTaercs mwprdrom No 12
yepe3 1 MexcTpouHBIM MHTepBal. 3aroloBOK, OhOpPMIICHHEIH Ha obwmieMm Onaske c
IIPOAOILHBIM PACHONIOXKEHHEM PEKBU3UTOB, BRIPABHUBAETCS 110 LIEHTPY.

- caoBo «OcCHOBaHME» BO BBOJHON YACTM TEKCTa aKTa IIeYaTaeTcs OT JeBOH
rpauudnp! nojs. Teker «OcHOBaHUs» TiedaTaeTcs yepe3 1 MeXXcTpodHbIi HHTepBAI.

- TEKCT KOHCTATHUPYIOLIEH 4YacTH akTa nedaraercs depe3 1,5 MeXCTPOUHBIX
HHTEepBana.

- HOJUTACEH aKTa OTAelsdeTcs OT KOHCTATHPYHOIIeH 4YacTH 3 MeXCTPOYHBIMU
AHTepBaNaMy U BKIodaeT ciaoBa «[Ipeicenarens KOMHMCCHE», «HIEHB KOMACCHU»,
AUYHble TOANIMCH, paci@poBkH B BHAe UWHHIManoB U Gamummii. Crosa
«[Ipencemarens KOMHCCHH» M «YNEHBI KOMHCCHM» II€YATalOT Cl€BA OT HYJIEBOIO
IIOJIOKEHUs Ta0yJIsiTopa, OTASNs IpYT OT Apyra 1 MEXXCTPOUYHBIM UHTEPBAJIOM.

- rpud yrBepxkaeHus odopmisercs cornacHo uacth 2.4.13. Tunosoit
HUHCTPYKLUH.

2.5.5. Hoxknanuas 3amucka



2.5.5.1. [JloxnajHas 3anMcka - JOKyMEHT WH(MOPMAILHOHHO-CIIPABOYHOTO
XapakTepa, AaJpPECOBAHHBIM  BBUIECTOALIEMY  AODKHOCTHOMY — JIMLY — HIIH
BRIIIECTOAIIEMY OpraHy H COACPKAIME M3MTOXKEHHe KaKoro-JHOo BOMpoca WM
(axra ¢ BEIROJAMHU U [IPCUIOKEHHAMHE aBTOpa JOKYMEHTA,

2.5.5.2. JloxnagHas 3ammcka MoXeT OBITE BHYTpPeHHEH M BHeIIHel
(HampasieTcsl B BRIIECTOSAIHM OpraH).

2.5.5.3. BHyTpeHHss [OoKnajHas 3aliCKa MOXeT ObITh oQopMieHa Ha
CTaHAapTHOM JsucTe Oymaru ¢opmara A4 W WUMeThL CIEAYIOIHE DPEKBU3UTHL:
HaiMEHOBaHUE CTPYKTYPHOIO IOApa3fielieHus - aBTopa JAOKYMEHTa, HaNMeHOBaHHUe
Bujia noxymenrta - JOKJIAZTHAS 3ATIMCKA; xata ToKyMeHTa; aApecar; 3arojloBOK
JOKYMEHTa; TeKCT JOKyMeHTa, IIOANHCh aBTopa JAoKyMeHTa. Jlomyckaercs
oopMiIeHne BHYTpeHHeH NOKIaqHOl 3aMICKH PyKOUCHBIM CIIOCO0OM.

2.5.5.4. BHemmnuss poxnagHas 3zamucka odopMiseTcs Ha obmeM Onadke
dbopmaTta A4 UCTIONHUTEILHOrO OpraHa, ¢ MCIIOIb30BaHHeM HIpudTa pazmMepom Ne 14
M HMeeT ClleflyrolliHe DEKBH3MTbL HauMmeHoBaHHe Buna noxymeHTa JOKJIAJTHAS
3AIIMCKA; pmata [JOKyMeHTa; ajpecar; 3arojioBOK  nokymenta. Closa
«JOKJTAJHAA 3AIIMCKA» peuatatorest mmpugprToM pasmepom Ne 14w
BBIPABHMBAIOTCH 110 UEHTPY, CCIIH JOKYMeHT odopMisercs Ha GaHKe ¢ IPOIOIBHEIM
PacCIIOIOKEHUEM PEKBU3HTOB.

2.5.6. CnyxebHOE THCEMO

2.5.6.1. CiiyebHoe NUChMO HCIIONHUTENIFHOIO OPraHa roTOBUTCA: KAK OTBET O
BHIMONHEHUH ImopydeHmii ['yOepHaropa Kamuarckoro xpas wu [lpasurenscrsa
Kamuarckoro Kpas;; Kak OTBeT O BBUIOJHEHUM TNOPYy4YeHHH ¢eaepanbHbixX
MUHUCTEPCTB, CIYXKO, areHTCTB; KaK UCIOTHEHHE NopydeHuH (eaepallbHbIX OpraHoB
rocynapcTBeHHOH BnacTH, I'ybepratopa m IlpaButensctBa Kamuarckoro kpas mo
oOpallleHHAM TpaXk[aH, COAEepXKalildM BOIPOCHl, OTHOCALIMECS K KOMIIETEHIMH
WCIIONHATEIHLHOIO  OpraHa; Kak  COIPOBOAHTENLHOEC MHCBMO K  IIPOEKTY
3aKOHOAATENIBHOIO aKTa; Kak OTBET Ha 3alpoc OpraHU3alliy WITH YacTHOTO JIMIA; KaK
WHHIIMATUBHOE ITUCHEMO.

2.5.6.2. Cpox MOATOTOBKH OTBETHOTO IMHCHMAa YCTAHABIHBAECTCS Pe30IIOLHeH
PYKOBOAWTENSI MCIOJNHUTENBHOrO OpraHa, ero 3aMecTHTeNl Ha OCHOBaHUH
YCTAHOBJIEHHBIX CPOKOB MCIIONHEHHUSA NOPYYEeHHH, 3allpoCOB MM II0 PelleHHIO
aBpropa pesomoluu. Cpox NOArOTOBKM WHULMATHBHOIO MUCBMa OIIpelenseTcs
PYKOBOAUTENEM CTPYKTYPHOI'O NOAPa3HeNeHNS.

2.5.6.3. Cuyxebupte nuchbMa (KpomMe BHYTPEHHHX) [[€4aTalOTCsd Ha
CTaHIapTHHIX Onankax popmara A4.

IIpu odopmieHMH ©NHCBEMa Ha IBYX M Oolee cIpaHMIax, Bropas W
IOCIEeAYIONIME CTPaHUIIB HYMepyrTCs IOCepelMHe BEpXHEro TioNsl NOKYMEHTa
apaGcxkumu uudpamu. IIepBriil THCT HE HyMepyeTcs.

2.5.6.4. Texct cnyxe0HOro MUCbMa MOXET KacaThCsl OJHOIO BOPOCA HITH
HECKOIIBKMX B3aMMOCBS3aHHBIX BOIPOCOB M COCTOAThL M3 ABYX 4acred. B neproi
YaCTH M3JaraeTcs MPHYMHA, OCHOBAHHE MM ODOCHOBAHHME COCTaBIieHUS muckMa. Bo
BTOPOI YacTu, GOPMHUPYIOTCS BEIBOJ(BI, IIPOCHOLI, PEILCHUS, TIpeII0KEeHHSL.

Q0s2aTenbHEIM 2JIEMEHTOM TEKCTa IHChMa fABIAETCA oOpallleHHe K aapecaTy
CIIOBAMH «YBa)KacMbIi (asf)» Jalee MUINETCS ITOJIHOe HMMS M OTYECTBO ajpecara, B



KOoHIE 06an_IeHI/ISI CTABHUTCA BOCKJIUIIATEIIBHBIN 3HAK.
TekcT mucsbMa u3aaraercd ot 3-ro JHNAd €JHHCTBEHHOI'O YHUCIA.

Hanpumep:

«AredTcTBO 10 genaMm  apxuBoB  KamMuaTckoro - Kpas — CUMTAET...»,
«MuHHECTEpCTBO  TIpejnaraer..». Ecimum mmceMo  odopMieHo Ha  OnaHke
JOJDKHOCTHOTO JIMIIA, TO ero TeKCT M3jaraeTcs OT 1-To muua, eMHCTBEHHOro Yucia;
«[Tpomry...», «Hanpagmnsio...».

2.5.6.5. Jlaroii nmceMa SBAACTCA Aata €ro noxnucaduf. IlpaBo MOAIIHCH
ciIy>xeOHOTO IHCcbMa ycTaHaBNHBaeTcs B [lonoxenun 06 HCIIOTHUTENEHOM OpraHe, B
TOM 4HUCJTE€ B MONOKEHHAX O €0 CTPYKTYPHBIX MOAPAa3[eieHUsRX, B AOJKHOCTHBIX
pernamMeHTaX. B ykasaHHBIX JIOKaNBHBIX HOPMATHBHBEIX  aKTax  JIOJDKEH
npeaycMaTpUBaThcs [OPSAOK MOAMHCAHWUA CIIYKeOHOro MMHcChMa B OTCYTCTBHE
PYKOBOIAIITHX JOIDKHOCTHBIX JIHAL.

2.5.7. OcobGennocTn HOATrOTOBKH M odopmiueHus muceM [ybepHatopa
Kamuarckoro kpasi, IlepBoro Bume-ryGepHatopa Kamuarckoro xpas, Bulle-
ryoepuatopoB KamuaTckoro xpas, zamectutenedi Ilpencenarens [IpaeurenscrBa
KamMuaTtckoro xpas.

2.5.7.1. Ilucemo ['ybeprHaropa Kamuarckoro kpas odopmiseTcs Ha OJyiaHKe
I'ybepuaropa Kamuarckoro kpas uny Ha 6nanke IIpaButenscrea Kamuarckoro xpas
B COOTBETCTBHH C paclpeleleHHeM OCHOBHBIX o0s3anHocTell Mexny ['ybepHaTopom
KamuaTckoro xpas u 4wieHamu [lpaBurenscTBa Kamuarckoro xpas, yTBepikKIeHHBLIM
pacnopsbxeHueM ['yGepratopa Kamuarckoro xpas ot 08.02.2013 Ne 141-P, ¢
IIPOJOIILHBIM PACIIONOXEHNEM PEKBU3UTOB YCTaHOBICHHON (POPMEIL.

2.5.7.2. Tlucema IlepBoro suue-rybepuaropa Kamuarckoro kpas, BHlle-
rybepuatopoe Kamuarckoro kpas odopmusioTrcs Ha ©OnaHkax [lepeoro Buue-
rybepnaropa Kamuarckoro kpas, Buue-ryOepnaropa Kamuyarckoro kpas, Buie-
ry6epuatopa Kamuarckoro kpas - pykoBogurTens Anmnapata ['yOepHatopa u
[TpaButenscTBa KaMyarckoro kpas ¢ YIJIOBBIM DaclONOKEHHEM PEKBH3HTOB
YCTaHOBJIEHHOU GOPMEL, a IIpi BpeMeHHOM HCIIONHeHMH obs3anHocTel 1'ybepHaropa
KamuaTckoro  kpas  (pYKOBOAMTEJS  BBICHIETO  HCIONHMTENBHOrO  OpraHa
rocyjapcTBeHHOH Biacth Kamuwarckoro kpas) - Ha OmaHke IlpaBuTenscTBa
Kamuarckoro Kpasg B COOTBETCTBHM C pacupelesieHHeM OCHOBHBIX O0s3aHHOCTEH
Mmexry I'yOepHaTopoM KamuaTckoro kpas u wieHamu llpaButensctsa Kamyarckoro
Kpas, yTBepkAcHHBIM Pacnopsbkenuem ['ybepuatopa Kamuarckoro xpasg oT
08.02.2013 Ne 141-P.

2.5.7.3. Ilucemo 3amecturens lIpencenarens IIpaButensctBa Kamyatckoro
Kkpas otopmitercds Ha Omaske 3amectutens Ilpexcenatens IlpaBurenncTsa
KaM4aTCKOro Kpas C yIIIOBBIM PACIONOKEHUEM PEKBU3UTOB YCTaHOBIEHHON (OPMEI.

2.5.7.4. Ilucesmo 3amecturens llpencenarens IlpaBurenscrBa - MunmcTpa
odopmisiercss Ha Granke 3amecturens llpencenarens IlpasutenscTea KaMuarckoro
Kpas B Cly4asiX, €CJIl IHChMO HalpaB/ieTcs B HHBIC OpraHbl (OpraHH3alluM); IPH
BHYTpPEHHEH IIepenucke MeXIYy MCIOIHUTENBHBIME OpraHaMd TOCYJapCTBEHHOM
BiacTH KaMuarckoro kpasd, a Takxe Ipy HeoOXOAHMOCTH HallpaBUTh HH(POPMaLHIO B



BBILIECTOSAIHE OpPraHel, NUCEMO odopMitgercs Ha OnaHKe COOTBETCTBYIOIIErO
MuHnucTepcTBa, KOTOpoe BO3rnaBigeT 3amectuTens Ilpencenarens IlpaButenncTBa
Kamuatckoro xpast.

2.5.7.5. CnyxebHoe MHCBMO HAPABIAETCS] KOHKPETHOMY HOJDKHOCTHOMY
nully (HaHUMEHOBaHME oOpraHa (OpraHM3alyi) BXOAUT B COCTAB HaWMMEHOBAHUSA
JOJDKHOCTH) - aipecary.

Hanpumep:
I'eHepaEHOMY HUPEKTOPY
o0BenuHeHns «POCTEKCTHIIEY

NBAHOBY N.H.

OdopMnenne pekBH3HTA «aqpecaT» Ha YITIOBBIX ONaHKax OCYHIECTBISETCS B
COOTBETCTBHUH ¢ yacTero 2.4.12. HacTodie# TUNOBOH HHCTPYKLIMU.

Ha O6nanxe ['ybepHatopa Kamuarckoro kpas azmpecaT pacIONAraercs B
KOJIOHKE NPaBOH YacTH JOKYMEHTa Ha OJIMH MEKCTPOYHEBIA MHTEpBal HIDKE YPOBHS
CTPOKHM 3aIlOJIHEHH: JaThl ¥ PETUCTPAlMOHHOTO HOMEpa AOKyMeHTa. Bech Tekcr
PEKBU3HUTA «aj]pecaT» BbIPABHHBAETCH IO JIEBOMY Kparo, IPH DTOM camasl JIJIMHHas
CTPOKa [OJDKHA [OCTUTaTh IIPABOBOTO Kpask TEKCTOBOTQ TIONS OCHOBHOTO TEKCTA
IOKYMEHTA.

2.5.7.6. 3arosoBoK K TEKCTY IIMCbMa SBIAETCS O0SM3aTCIbHBIM 3JEMEHTOM
odopMIIeHHUs Cly»KeOHOro mMcbMa M COCTABIISIETCS B COOTBETCTBHH C yacThio 2.4.14.
Tunopoil HHCTPYKUMH.

3aroyOBOK pasMelllaercs Ha OJaHKe HH)KE CTPOKM 3alOoiHeHHs JAaThl M
PETUCTPalMOHHOIO HOMEpa AOKyMEHTa Yepe3 OJWH MEXCTPOUHEIM HMHTepBan Oe3
OrpaH4HTEIBHBIX OTMETOK, MAKCUMANIbHAS AJTHHA CTPOKH 7,5 CM.

3aronoBokK He NPOIHCHIBAETCS B CIIY)KEOHBIX IMCEMaX, 00beM TeKCTa KOTOPBIX
coctaBisieT He Gonee oHoro abd3ana.

2.5.7.7. Texcr nucema odopmiseTcs B COOTBETCTBHHM C HacTamMu 2.4.15;
2.5.6.4. TumoBoH HHCTPYKUMH d9epe3 1,5 MEXCTPOYHOTO  HHTEpBaia,
oT(OopMaTHPOBAaHHBIN 1O IIHPHHE.

2.5.7.8. OjopmiteHne PEKBU3UTA «IIOAMUCH» OCYIIECTBISETCS B COOTBETCTBUU
¢ yacteio 2.4.19. TunoBoi HHCTPYKLIMH,

Ecnu cnyxeOHoe mucbMo odopMieHO Ha  JOMKHOCTHOM  Gjaske,
HaMMeHOBalue JO/DKHOCTH B IIOANKCH He ykasplBaeTcs. PacmiudpoBka moanucu
JMOIDKHOCTHOIO JIMIA C IpoOeNIoM MEeXIy WHMUHMATaMH M (paMuiKel OTAeNnseTcs OT
HocJIeHEN CTPOKH TEKCTAa JOKYMCHTA TpeMs MeXCTPOYHbIMH HHTepBanamu. [lpu
3TOM HocJie/iHss OyKBa B pacli(poBKe IOAMHCH OTPAHHYHUBACTCS TIPABBIM ITOJIEM.

Hanpumep:
JIngHas moamHch N.0O. Gamunus

[pu odopmneHnn cioyxebHoro mucbMa Ha OJI@aHKC COOTBETCTRYIOIIETO
MuHHCTEPCTBA, KOTOPOE BO3rNIaBiseT 3amectutens llpencexarens llpaButenbcTBa
KamyaTckoro kpasi, B peKBH3UTE «IIOANHUCH» YKa3bIBAETCSA IOJIHOE HAWUMEHOBAHHE



JOJDKHOCTH.

Hanpumep:
3amecturens lIpencenarens
IIpaButensctBa - MUHHCTpP JInuHas mogmUch N.O. Gamunus

2.5.7.9. OdopMileHHe pPeKBH3MTA «HCIIONHUTENb» OCYIUCCTBISAETCS B
COOTBETCTBHU C 4acThio 2.4.22. TunoBoi HHCTPYKIMH.

Ha mwuceme I'ybeprHatopa Kamuarckoro Kpas HCIIOJIHHTENEM ABISIETCA
PYKOBOIUTEN: UCIIONHUTENBHOIO OpraHa rocyAapcTBeHHoOR BrnacTH Kamuarckoro
Kpasi, HHULIMUPOBABUINI IOATOTOBKY JAHHOTO IIHMCEMA.

2.5.7.10. BuzupoBaHHe cIyke0HOr0 NUChMa OCYIIECTBISCTCS B COOTBETCTBUM
¢ yacthio 2.4.18. TumoBoii HHCTPYKIIMH.

ITucema I'y6epnatopa Kamuarckoro kpas u Ilepsoro Buue-TyOepHaTopa
Kamyarckoro kpast BHU3UPYIOTCS PYKOBOAWTENIEM HMCIOINHUTENLHOIO OpraHa
rocyapcTBeHHoOi BnacTu Kamuarckoro xpas, HHHIMHPOBAaBIIMM IIOATOTOBKY
JaHHOTO MNHChMa, a Takke 3amecTurenem llpencemarens IlpaBuTenscTsa,
KypUPYIOLIMM AEATEIbHOCTh JAHHOIO UCIIOJIHUTENTBHOTO OpraHa.

2.5.8. Tlopsmox moxgrotoBkd u odopmieHus Ilepedns mnopyueHHi
['ybepuaropa Kamuarckoro xpas

2.5.8.1. Ilopyuenns I'y6epHatopa KamuaTrckoro kpas MOTYT OBITE 0hOpMIIEHEI
B BUJIE niepeyHs nopydyeHuii ['ybepraropa Kamuarckoro kpast (1ipuiroxenue 8).

I'pud yrBepxaeHms mepedHs mopydvenwii ['ybGepHatopa Kamuatckoro kpas
(nanee — Ilepeuenr mopyueHuii I'yOepmartopa) odopMmiseTcs B COOTBETCTBHU C
yacThio 2.4.13. Tunogoii MHCTPyKIHY.

3aronoBok Ilepeuns nopy4enuit I'ybepHaTopa nuieTcs nocepenHe UPHHBI
JTUCTA NPONHCHBIMHE OYKBaMH C HCIIONB30BaHMEM IIONYXXHpHOro mpudra Ne 14, B
3aroJIoBKe 00s3aTeNbHa CCRUIKA Ha JOKYMEHT, Ha OCHOBaHHH KOTOpPOro pazpadoTaH
npoekt [lepeuns nopydenuii I'ybepHaTopa min MepoOHIpHATHE, IO HTOTaM KOTOPOTO
paspaboTaH gaHHBIH npoekT Ilepeuns nopy4enuii ['ydepHaTopa.

ITynxtsl Ilepeuns mopywenuii I'ybepHaTopa BKIIOYAIOT: KOMY aJpecOBaHO
JaHHO€ NopydeHHe (HaUMEHOBAHHME HCIIOIHUTENLHOTO OpraHa, (paMuiIvs, MHHIHAIIBI
PYKOBOIHTENS B AaTeNbHOM Najexe) W TekcT nopydeHus ['ybepratopa, xoTopoe
He00XOIMMO BBIIIONHHUTH B YKa3aHHEIH CPOK.

B cnydae, ecnu mopyueHUEe aIpecOBAaHO HECKOJIBKHUM HCHOTHHUTENAM,
00s3aTeNbHO NEPBBIM YKa3bIBA€TCAd OTBETCTBCHHBIH MCIIONHHUTENH (JOMMKHOCTHOE
JIMII0), KOTOPBIH ocyulecTBisieT cbop, 06001enne U HanpaBneHre UHGOpMauu 00
WCTIONHEHUHU TiopydeHus 1 'yOepHaTopa KaMuaTckoro kpas B I'aBHOE KOHTPONBHOE
ympasnenue ['ybepratopa u [IpaBurenscrea KamMmuaTckoro kpas.

INepeuensr nopydenuii I'yOepHaropa odopmisgerca wpudrom Ne 14 ¢
dopMaTHpOBaHHEM IO IIHPHHE, HYMepYyIOTcs apabcKuMH HHGpaMU U OTAEIAIOTCS
ApYT OT Ipyra OJHHAM MeXCTPOUHBEIM HHTEPBAJIOM.

CornacoBanue Ilepeuns mnopyuenuii [ybepHatopa odopmisieTcss B
COOTBETCTBHUH € 4acThlo 2.4.17. Ha 0o6paTHOH CTOpOHE IOCIESAHero JIUCTA.

IIpoexrt Ilepeuns nopydyenuii [ 'ybepHaTopa cornacossiBaeTcs ¢ IlepBbiM Buile-



rybepuaropom Kamuarckoro Kpas, BHIe-ryOepHaropaMu KaM4aTckoro Kpas,
3amectuTensIMu [Ipencenarens IlpaButenscrBa KamuaTckoro kpas, KypUpYIOMUMHE
NEeATENBHOCT, WCIIONHUTEBHLIX OPraHOB I'oCyIapcTBeHHOM Biract Kamuarckoro
Kpas, SBIAIOLIMMHCA OTBETCTBEHHBIMM MCHONHHUTENSIMH N0 [lepeuHio mopydeHHi
I'ybepHaropa, a Takxe ¢ Ha4aJbHUKOM [ JaBHOIO KOHTPOIBHOIC YIIpPaBIECHHUS
T'y6epuaropa u [IpaBurenscrea Kamuarckoro xpas.

2.5.8.2. TIpoexktr Illepeuns mnopydenuit ['yGepmatopa roroBut 1naBHOe
KOHTpOJibHOe ympaBiewue [yOepwatopa u Ilpasurenbcra Kamuartckoro xpas
COBMECTHO ¢ MCIONHUTENBHBIMM OpraHaMu roCyJapCTBeHHOH BnacTH KamuaTckoro
Kpasi [0 NMHMCEMEHHOMY HWIIH yCTHOMY mHopydeHuro ['ybepHatopa Kamdarckoro kpast
HavalbHHKY [ iaBHOrO KOHTponbHOro ynpasienus ['yoepuaropa u [IpaButenbctsa
Kamuatckoro kpas.

2.5.8.3. TlopyueHuss TeppHUTOPHAILHEIM OpraHaM ¢eepalbHBIX OpPraHOB
HCIIOJIHUTENBHOM BNAacTH, OpraHaM MeCTHOIO CaMOYNPAaBJIEHUS MYHHIMOAILHBIX
o0pazoBaHuii BKIIOYWAIOTCS B INpOeKTHl IlepeuHed nopyuenuii [ybepsaTopa B
peKOMeHaTeNnbHOH popMe.

2.5.8.4. Vrteepxnenssii I['ybepHatopom Kamuarckoro kpas Ilepedens
mopyueHud ['ybepraropa pacceinaerca [JaBHBIM KOHTPOJIBHBIM  YIIPABICHHEM
I'y6epnatopa u IlpaBurenscrsa Kamuarckoro kpasg BcCM 3aMHTEPECOBAHHBIM JIHIAM,
KOTOpBIe He To3fHee cpoka, obo3HaueHHoro B Ilepeune nopyuenuii ['yGepHaTopa,
HanpasBagioT B 1 1aBHOE KOHTpOJNbsHOe ynpasieHue ['ybepuatopa u IlpasHrenscTa
KamuaTckoro kpas KpaTKyro HH(QOpMALHIO 1O CyIIECTBY OO0 MTOrax BEHIIOIHEHHS
nopy4yeHui 1160 0 NPHYMHAX HEBHINIOIHEHNS IOPYYeHUH.

2.5.8.5. Cpogmas wuHbpOpMauus © BeIIOAHEHMH llepeuHs nopy4yeHuUH
I'yGepHaTopa moAroraBnuBaeTcs U Hampasiserca ['ybepratopy Kamuarckoro xpas
I'1aBHBIM KOHTPOJIBHEIM yrpasieHueM [ yoepratopa u IIpaBurenscrBa Kamuarckoro
Kpas.

3. Opranuzanus qoKyMeHTo000pOoTa U UCIIONHEHNUA JOKYMEHTOB

3.1. Opraausanysa JOKyMeHTo000poTa

3.1.1. [JIpmkeHHEe NOKYMEHTOB B HCIHONHUTEIBHOM OpraHe ¢ MOMEHTa HX
CO3JaHMA WM TONYyYSHUS MO 3aBEpPIICHHS HCIONHEHHMS WIH OTIPaBKH o0pasyer
IOKYMEHTOOOO0POT.

3.1.2. Tlopsmox NpPOXOXKOEHHWA NOKYMEHTOB U OIEpalyH, MPOM3BOAHMMBIE C
HMMM B MCIOJHUTENIBHOM OpraHe, perjaMeHTUpyioTcs MHCcTpykuMeli, pernaMeHToM
HCIOIHWTENBHOIO oprada, TabeneM YHUQHUUIHUPOBAaHHBIX (OPM IOKYMEHTOB,
IIOJIOKEHHMSAMM O CTPYKTYPHEIX INOAPa3ieleHUsX, JODKHOCTHBIME perjlaMeHTaMH M
JIOJKHOCTHBIMY HHCTPYKITAIMH.

3.1.3. Ilpu npuMeHeHHH B HCIOIHUTENBHOM OpraHe 3JICKTPOHHOIO
nokymenroobopora ciyx6oit JJOY coBmecTHO co cnyx6oii HHGOPMAIIMOHHBIX
TEXHOJOTHI WM CHUCTEMHBIM aJMHHHCTPATOPOM pa3pabaThIBAalOTCS MAapIIPYTEI
IBHXKEHHS TOKYMEHTOB.

3.1.4. JlocTaBKka TOKYMCHTOB B MCIOJIHHTEJBHBIH OpraH OCYLIECTBIAETCA, KaK
[IPABHIIO, CPEACTBAMH ITOUTOBOH, (peNlbABErepCKOi U SNEKTPHYECKOH CBA3H.

C moMOUIpIO IMOYTOBOM CBA3M B HCHOJHUTEIBHBIA OpraH [ACCTaBAAgEeTCA



TMHCBMEHHAS KOPPECHOHJEHUWS B BHIE MPOCTHIX W PErHCTPUPYEMBIX MHCEM,
TTOYTOBBIX KapTO4YeK, OaHIeposiell 1 MCIIKUX IIAKETOB, a TAKKE [eYaTHBIE U3TaHusl.

3.1.5. Ilo xanajlaM OJJEKTPUYECKOH CBsA3M [OCTYIAIOT. TEJErpPaMMBI,
(bakcorpaMMBl, Telne(oHOrpaMMBbl, 371€KTPOHHBIE JOKYMEHTHI.

3.2, Tlpuem, o6paboTka H paclipefiesieHHe ITOCTYMANNX JOKYMEHTOB

3.2.1. JIoxyMeHTEI, MOCTYHAIOUIHE B HCIONHUTEALHBIA OpraH Ha GyMa)cHBIX
HOCHTENSIX, MPOXOJAAT IEPBHUHYID 00pabdoTKy, mpeJBapUTENbHOE PacCMOTpEeHHE,
PEruCTPaLHIO, PACCMOTPEeHHE PYKOBOJICTBOM U IOCTABIAIOTCS UCIIONHHTENSM.

[IpreM 1 mepBU4Hast oOpaboOTKa NOKYMEHTOB OCYIIECTBIAeTCA paboOTHHKAMU
cyx6s1 JJOY.

KoHBepThl ¢ AOKYMeHTaMM BCKpPBIBAIOTCH (3a HCKIIOYEHHEM KOHBEPTOB C
IIOMETKOM <«JIMYHO»), TIPOBEPSETCS TPABUIBHOCTD TOCTABKH, LIETOCTHOCTh YIIAKOBKH
JokyMeHTOoB. OmmOOYHO  JOCTaBiCHHBIE  JOKYMEHTHI  IIEPechllalorTcs Mo
NPHHAIIEXHOCTH MIN BO3BpAILAOTCs OTHpaBUTeNo. [Ipy OTCYTCTBHH Ha AOKyMEHTe
agpeca OTNPABHUTENs KOHBEPT NPUIAraeTcs K JJOKYMEHTY.

[TonydeHHBIH AOKYMEHT pPETHCTPUPYETCS B TPaguIUOHHBIX U (M)
ANIEKTPOHHBIX KapTodKax, XypHanax. Ha monydeHHOM ZOKyMeHTE IIPOCTaBJISETCH
PETUCTPAliMOHHBIH HOMEp WAM [UTaMIl. PerHCTpauylOHHBIH HOMED HIIM ILTaMII
MpOCTaBIsAECTC B IPAaBOM HIDKHEH 4YacTH JIMIEBOH CTOPOHBI ITIEPBOrO JIMCTa
IOKyMeHTa. PerucTpallMOHHBIHA INTaMII COACP)KHT COKpAIEHHO¢ HaWMeHOBaHHE
HCIIOIHUTEIBHOIO OpraHa, IaTy M PerucTpalluoHHbli HoMep (dacth 2.4.24. Temosoit
HHCTPYKITHH).

3.2.2. JloxyMeHTEH], aJipecoBaHHble PyKOBOJACTBY HCIOJHUTENBHOIO OpraHa, a
Taoke 0e3 yKazaHMsi KOHKPETHOO JHMIAa HIM CIPYKTYPHOTO IIOApasjeleHus,
NMpelBapUTeNbHO paccMmarpuBaioTcs B ciyxbe JIOY, a 3areM HanpapnsrOTcs
PYKOBOJCTBY I PaCCMOTPEHHSI ¥ HAJIOJKEHHS PE3OTIOLKH.

PaccMOTpeHHEBIE PYKOBOJACTBOM HOKYMEHTBI Bo3BpalaloTcss B ciyxOy OV,
I7le B PerucTPalloOHHO-KOHTPONbHbIE (POPMBI KapTOUeK KM JKyPHAJIOB, B KOTOPBIX
3apEeTHCTPUPOBaH NOKYMeHT (fanee - PK®), BHocuTcs colepXXaHue PE3ONIOUMH, a
JOKYMEHT TIepeaeTcs Ha UCIIONHEHNUe.

IMomIMHHHUK AOKyMeHTa, He Mmojjekauuil ckanupoBanuio B ACIOJ, koTopsld
HCTIONHAETCA  HECKOJBKMMH  CTPYKTYPHBIMH — TOLpa3felieHHsAMH,  I[IOydaer
OTBETCTBEHHEIH UCIIOIHUTENh, OCTATBEHBIM HCIIOIHUTENSAM NepeJatoTCs KOTIHHY.

3.2.3. TloctynuBiuge TenerpaMMbl TPUHAMAKOTCS IIOA  PAaclUCKy C
MpOCTAaBJICHHEM JaThl H BPEMEHH IIPHEMA, PETHCTPHPYIOTCA [0 TEM XKe MpaBuiaM,
YTO M IIHCHMA, 4 3aTeM NIepeAarTcsa Ha pacCMOTPeHHE PYKOBOACTBY M MCIIONHEHHE.

3.2.4. Texcr nocrynuBuicii TenedoHOTpaMMEl 3alMchIBaeTcs (IedyaTaercs)
[oJiy4areNieM Ha GJIaHKe, perHcTpUpYETCs M OTIEPATHBHO IEPENAETCs PYKOBOJHUTENIO,
KOTOpPOMY OHa aJipecoBaHa.

3.2.5. Tlpu nepenave U npueMe JOKYMEHTOB 10 KaHanaM (paKCHMUIBHON CBI3H
Heo0XOAMMO PYKOBOICTBOBATHCS CIEAYIOLHME TpeOOBaHUAMHU:

- obbeM mepeiaBaeMOro JIOKyMeHTa (TeKCTa, cxXeMbl, rpadudecKkoro
n300pakeHnst), BBINOJNHEHHOro Ha Oymare A4 yepHBIM IBETOM, HE MOJDKEH
MIPEBBILIATE 5 JTUCTOB;

- IOKYMEHT, NOMNIEeXallHii nepefade [0 KaHaly (aKkCHMHIBHOH CBSI3H



nepelaeTcsa HCIOIHUTENM B cayx0y JOV;

- OTBETCTBEHHOCTH 32 COJEp’KaHHe TiepeAaBaeMoil MH(OPMAlMKM BO3JaraeTcs
HA WCIOJHUTENs, MOJTOTOBHBINEr0 JOKYMEHT K Iepelade, H PYKOBOAUTENS
COOTBCTCTBYIOLIETO NOAPA3ACICHUS;

- (paxcorpaMMbl Ha HMHOCTPAHHBIX $3BIKAX OTIPABIAIOTCA IPH HANMYMH
MepeBo/ia, 3aBEPEHHOTO JIUIOM, TIOATIHCABLIIUM (aKkcorpaMmy;

- 3ampelaeTcs MepeAaBaTh IO (Pakcy TEKCT AOKYMEHTOB C TpudoM «Jlms
CILy>k€OHOTO IOJIE30BAHUA»;

- TOANICKANIMI HOepefaue  JIOKYMEHT  pPEeTrHCTPHpPYCTCs, I[TOJUIMHHHUKH
IJOKYMEHTOB I10CJIe Niepelayi BO3BpAILalOTCs] MCTIONHHUTENSAM ¢ OTMETKOH 0 BpeMeHH
OTIPAaBKH;

- TOCTYNHMBINHE M  HepejaHHble  (aKcOrpaMMbl  PErMCTPHUPYIOTCS,
IOMOTHUTENLHO B KypHale TIpHeMa-Tiepeadd (hakcorpaMM, B KOTOPHIX B
0043aTeNIbHOM IMOpsJIKe IMIPOM3BOJAMTCA OTMETKAa O BpeMeHH npueMa (Iepepaqu
(paxcorpaMMBbl, OJDKHOCTH, (aMWIMK, UHHUMANAX MepedaBaBIINX (IOMy4HUBIIUX)
dbakcorpammy. PakcorpaMmsl mepenaotca cuyxboii JIOY B jHeHb UX [pueMa OT
HCIIONHNTENeH, CPOYHBIC HEMENJIEHHO;

- TOCTYNHBIIMH BCles 33 (akcorpaMMoil  MONHUHHHK — IOKYMEHTA
HanpaBJIseTCs B COOTBETCTRYOLIEe TIOAPa3HesIeHHUE-HCIIQTHHUTEND;

- (QakcorpaMMbl Ha HHOCTPAHHBIX S3bIKAX JIOCTaBILIIOTCS ajpecaty Oe3s
nepeBoa.

Kontpons wucrons3oBaHus (pakCHMHUIBHOH TEeXHHKH, YCTAaHOBIEHHOH B
TIOJIpa3AeIeHHsIX UCIOJHUTEIbHOTO OpraHa, OCYIIECTBIACTCS UX PYKOBOAUTEISIMH.

3.2.6. JIOKyMEHTHI B 3JIeKTPOHHOM BHJE, NIOCTYIAIOIIHE B HCIIOIHMTENbHBIN
opraH, TIpPOXOAAT IIPUEM, PerucTpalyio, I[peABaPUTENBHOE PAcCMOTPEHHE,
PacCMOTpeHHe PYKOBOJCTBOM H TOCTABNATCS UCIONHUTENIM.

Ilpuem ¥ perucrpanuss OOKYMEHTOB B 3JeKTpoHHOM BUie B PKO,
MMOCTYITHBIINX Ha BJICKTPOHHBIM ajpec WCIONHUTENFHOTO OpraHa, OCYLIeCTBIAeTCA
ciyx60it JIOY mo pazpelieHuio pyKOBOAUTEINS UCIIOJIHUTETLHOTO OPraHa.

3.3. Oprasuzanus o6paboTKH U Iepenady OTIPaBIIeMBIX T0KYMEHTOB

JloKyMeHTEI, OTpaBiIsAeMble HCIIOMHUTENBHBIM OpraHoOM, NEPEIArOTCs [IOYTOBOK
H BIIEKTPUYECKOH CBI3BIO.

JokymMeHTBI, TOAJNEXalllie OTHpaBKe, JOKHBI oOpabaThIBaThCsS U
OTIIPaBISITHCA B AeHb UX MOAMUCAHHA WK HE NO3/IHEE CIeAYIOWEero padboyero qus.

ObpaboTka DOKYMEHTOB Ul OTIIPABKU IIOYUTOBON CBA3BIO OCYLUECTBIIECTCA
ciyx60it JIOY HCIIONMHATENEHOTO OpraHa B COOTBETCTBHM ¢ [IpaBUNIaMH OKa3zaHHS
YCIyT IIOYTOBOM CBs3W, YTBEpKAcHHBIMM lIpukazom Munucrepcrsa cBA3M U
MacCOBBIX KOMMYHuUKaIui Poccuiickoit @enepanuu ot 31.07.2014 Ne 234.

C moMoIuplo CpeAcTB dJeKTpHYeckod cBszum ciyxba 1OV ocywecTpser
nepejaqy Teaerpamm, (pakcorpamm, TeneGoHorpaMm, 3MEKTPOHHBIX AOKYMEHTOB.

Buapl HOKYMEHTOB, OTIpaBIAEMBIX II0 KaHalaM OSJIEKTPUYECKO#l CBf3H, a
TaKkKe HeoOXOJUMOCTh M TOPANOK JOCBUIKH MX OyMa)kKHOTO 3K3eMIUIIpa alpecary
onpenenstorcs HWMHcTpykumelh ¢ y4eTOM  HCIIONB30BaHUSA  TEXHUYECKHX U
TIPOIPaMMHEBIX CPEJICTB.

JokyMeHTBl a1 oTnpaBku Ilepefaiorca B ciyx0y JOY mnonHocTsro



oOPMIICHHBIMY, NOANMCAHHBIMY C YKa3aHUEM YIOYTOBOTO afnpeca/HoMepa tenedona/
ajipeca 3JIeKTPOHHOM IOYTHl MM ¢ yKa3aHHEM Ha PacChUIKY.

Jlocellka MIIM 3aMeHa pa3OCNaHHOTO paHee NOKYMEHTa OCYIIECTBIAETCS II0
YKa3aHUIO JIMIIa, NOAMKUCABILIEro TOKYMEHT, HIH PyKOBOIMTENs ciykosl JJOVY.

C yBemomiieHWEM OTHPAEBIAIOTCS TapaHTHHHBIE ITHChMa, IMMHCBMAa O
PacTOpKEHHH JOTOBOPOB, JOKYMEHTHI, aJipecOBAHHBIE YUACTHHKAM IPOBOIUMBIX
HCTIONHUTENBHEIM OPraHoM KOHKYPCOB, & TakKe [IPYIHe HOKYMEHTHI IO YKa3aHHIO
PYKOBOJUTES.

OcTanbHast KOPPECHOHACHIUS OTIpPaBIAETCS MPOCTHIMH M 3aKa3HBIMH
TICEMAMH.

3.4. Ilopsiiok MpOXOXAEHUA BHYTPEHHHX JOKYMEHTOB

3.4.1. Ilpoxoxaenue BHYTPEHHHX JOKYMEHTOB Ha 3Talax MX IIOATOTOBKH W
otopMIIeHHs TOIDKHO COOTBETCTBOBATh IPOX0XKIEHUIO OTIPABISEMEIX JOKYMEHTOB,
a Ha 3Tale HCIOJHEeHHS - TOCTYNAIOMHUX JOKYMEHTOB.

3.4.2. IlpoexTel pacHOPAOUTENBHBIX JOKYMEHTOB IIOCIE IIOATOTOBKH U
COINacOBaHUsl C 3aMHTEPECOBAHHBIMY [OAPa3IeleHUsIMUA M AODKHOCTHBIMH JIMLIAMHM
nepefaoTcs B cayx0y OV, koTopas ocylIeCTBISET KOHTPOIb NMPaBHJILHOCTH KX
othopMIIeHHS.

OQopMmiennsle NOKYMEHTh! [epefaloTcs Ha NOJINNCh PYKOBOACTBY B
COOTBETICTBHUH C IPaBOM IIOJNKMCH TOKYMEHTOB M paclpeielcHHeM o0s3aHHOCTEN,
ITocne nmoamucaHus JIOKyYMEHTBI PErUCTPHPYIOTCA.

3.4.3. Pa3sMHOXeHHBIe DJK3eMIUIAPHl MOJNHCAHHBIX PYKOBOAWUTEIAMH M
3aperUCTPHPOBAHHBIX PACIOPSIIUTENBHEIX AOKYMEHTOB B 00A34TCILHOM IOPAOKE
pacchIIAIOTCS B CTPYKTYPHBIE IIOJIpaspelieHus], B BEJCHHH KOTOPBIX HaXOIATCS
paccMaTpUBaeMBIC BOTIPOCHL.

344. Ilepemaua [OOKYMEHTOB MeX)ly HCIIOJHHTENLHBIMH  OpPraHaMH
OCYLIECTBISIETCS uepe3 IIMI[, OTBETCTBEHHBIX 33 BeJeHHE eIONpPOHU3BOJCTBA B
KOHKPETHOM  HCIIOMHHMTENBHOM  opraHe.  JIOKYMEHTH  [epeialTcs ¢
COOTBETCTBYHOILUEH oTMeTKON B PK®.

3.5. VdeT koiuuecTBa TOKYMEHTOR

3.5.1. Y4yer xonu4ecTBa JOKYMEHTOB 3a OIPEIEICHHBIN epHO BpeMeHH (o,
Mecsi) npoeoautcs mo PK® no Mecty peructpaiiiy JOKyMEHTOB.

3.5.2. 3a emuHMIly YydeTa KOJMYECTBAa [JOKYMEHTOB IPHHHMAETCA caM
JIOKyMEeHT 0e3 yueTa pa3MHOKeHHBIX SK3eMILISAPOB,

PasMHOXeHHBIE 9K3eMIUIAPBl  (1IpM  HeOoOXOJUMOCTH) HOJCYMTHIBAIOTCS
OTHENBHO HA OCHOBE IPUHATOM B MCIOJHHUTENEHOM OpraHe CHCTEMEBI Y4deTa
JIOKYMEHTOB.

Y4yer KonuyecTBa AOKYMEHTOB MOJKET IIPOBOAMTHECS O UCIIOIHUTEIHHOMY
OpraHy B LIEJIOM HJIH MO OTAENBHBIM [I0Apa3eleHUAM.

INoctynaromme U co3naronyecs JOKYMEHThI MOACUHTEIBAIOTCA OT/IEIBHO.

Hrorossie IAHHEIE nozcueTa IIPEACTABNAIOTCA PYKOBOJIHTEITIO
MCTIOJTHUTENBHOTC Oprana B TabNUYHOM (hopMe.

3.6. PaboTa ucnonHUuTeNeH ¢ JOKYMeHTaMHK

HcnonHenne JoKyMeHTa IIpefycMaTpuBaeT: cOOp U o0paboTky HeoOXOomuMOi
HHQOPMAaLMK, ITOATOTOBKY IIPOEKTa AOKYMEHTa, ero o(opMIIEHHE, COrlacoBaHUeE,



IIpeACTaBIEHHE Ha MOAMUCaHHE (YTBEPXKIEHHE) PYKOBOJIHTENIO HCHOIHHUTENHLHOTO
OpraHa WK PYKOBOIUTEIIHO CTPYKTYPHOIO HOApa3AeIeH s, OAIOTOBKY K [ICPEChUIKE
aZipecaTy, HalpaBlleHHE B aJjpec,

Hcnonnurens, onpefends  HeoOXOMMMOE  KOJNHYCCTBO  SK3EMILIAPOB
JOKyMeHTa, TlepefiaeT AOKYMEHT Ha THpakupobaHue. Ha NOKyMeHT, pacchlIaeMblii
Oonee yeM B YEThHIpe ajIpeca, HCIIOIHUTENh FOTOBUT YKa3aTelb Ha pacChiiiky.

4, TlorckoBasi cHCTeMa IO JOKYMCHTaAM

4.1. Peructpanys JOKyMEHTOB

4.1.1. Perucrpaliust JOKYMEHTOB - 3TO 3aIlHCh YUETHBIX JaHHBIX O JIOKYMCHTE
0 YCTaHOBJIEHHOH ¢opMe, GuKCUpyromas ¢GakT CO3[aHUA, OTIPABICHHS WK
IIOJyYeHHUsl, & TaKKe MECTOHaXOXAeHHe MCIIOTHEHHOTO (OTIpaBIeHHOTO)
NOKYMEHTA.

4.1.2. Peructpanum mNOANIeXAT BCEe OOKYMEHTBl, KaK CO3[aBaeMblec B
HCIIONIHUTENBHOM OpraHe, Tak M MOCTyHalouluMe U3 APYTUX OpraHu3anyii U oT
GU3MIECKHX JIHIL.

4.1.3. JOKyMEeHTBl PpEerncTpHpPYIOTCS OJWH pa3: IIOCTYNaolHe B OeHB
TIOCTYIINIEHHS], CO3ZaBaeMble B JICHb [IOAIIMCAaHUs UK yTBepxkaeHud. Ilpu nepenaue
U3 OJHOTO NOJpa3ieNleHNd B Apyroe, JOKyMEHT ITIOBTOPHO He perHCcTpHpYyeTCs.

4.1.4. Perucrpauusi IOKYMEHTOB MNPOM3BOJUTCS B Ipelenax TIpymm, B
3aBHCHUMOCTH OT BHJA, aBTOpa W COACpIKaHMA JOKyMeHTa. Hampumep, OTHenbHO
PETUCTPUPYIOTCS  BXOAAIIME JOKYMEHTBI, MCXOAAIIME IOOKYMEHTBI, IIPHKAa3sbl
PYKOBOAMTEN HCIOTHUTENBHOIO OpraHa Mo OCHOBHOH JCATCILHOCTH, NPUKA3EI IO
MUYHOMY COCTaBy, IPHKAa3bl M0 aJAMHHUCTPATHBHO-XO3AHCTBEHHBIM BONPOCAM,
obOpaleHus rpaxxaal ¥ uHoe. [lopgaakoBrie HOMepa JOKYMEHTAM MPHCBauBarOTCS B
npejaeNax KaK/Aod perucTpalioHHON TPYTIIEL.

4.1.5. PerucTpaoHHEBIH HOMEpP TOKYMEHTa COCTOUT M3 IOPSAKOBOTO HOMepa,
KOTOpEI fgomonHsAeTcs OyKBEHHBIM MM [H(GPOBBIM HMHIEKCOM CTPYKTYPHOTO
rofpa3iesieHusi, HHAEKCOM Jena Mo HoMmeHknarype pen. (CocTaBHbBlE 4YacTH
PErHCTPAlMOHHOI'0 HOMEpa OTACIIOTCA APYr OT Apyra Aeducom.

4.1.6. [HoxymeHTtei peructpupytorcas B PK® - TpagunmnosHBIX wid
AJEKTPOHHBIX KapToukax (KypHanax). (CBeneHus, BHeceHHBle B PK®, nomxHb
obecrieyuTh y4eT, KOHTPOJIb UCIIONHEHHS M CIPAaBOYHO-UH()OPMAIMOHHBIH ITOMCK
JOKYyMEHTOB.

Jnsg yHuObUKAUMKA PerucTPallMOHHBIX JAaHHBIX YCTAHABIUBAETCS CICAYIOIIM
COCTaB OCHOBHBIX PEKBH3MTOB perucTpalyi: HAaHMEHOBaHME OpraHM3aLuM (aBTopa
WIH KOPPECIIOHIEHTA); JaTa JOKYMEHTa; peTHCTPallHOHHbIN HoMep JOKYMEeHTa; JaTa
¥ MHACKC IIOCTYIIMBLICTO WK OTIPABIAEMOI0 NOKYMCHTA; 3aroJIOBOK JOKYMEHTA
WA KpaTKoe ero collepikaHHe; pe3oNtouus (MCIOJHUTENb, COAepKaHue NOPyHeHHUs,
aBTOp, [HaTa); CPOK HCIONHEeHHs, OTMeTKa 00 HCIOMHCHHMH # HampaBlIeHHH
JNOKyMEHTA B JIETIO.

CocTaB OCHOBHBIX PEKBH3HTOB PETHWCTPALMH MOXET IOMONHATHCH JPYTHMU
pPeKBH3UTaMU: IpUQ (OTMETKa) OTpaHMYEHHUS JOCTYA K AOKYMEHTY; IIepeaipecarus
JIOKYMEHTa HCIOJIHUTENIAM; KOJ II0 TeMAaTHYeCKOMY KIacCU(QUKATOpy; KIIOUeBbIe



CJIOBA; KOJHYECTRO JIMCTOB JOKYMEHTA; HaTHUHE MPUIOKCHHUH; JOKHOCTHOE JIULLO,
MOCTaBMBINee AOKYMEHT Ha KOHTpPOJIb, MPOMEXYTOUHBIE CPOKM HCIIOIHEHNUS,
IIEPEHOC CPOKOB HMCIOJHEHMS; CPOK XpaHeHHS [IOKyMEeHTa;, CTaTyc JOKyMEHTa
(mpoekT, Bepcusl); BUA NepeAaun JOKyMeHTa (NouToil, ¢pakcom U T.[.) U HHOE.

4.1.7. Ilpy Hanu4uu CCHUIKM HA paHee IIOCTyMaBIIHe AOKyYMeHTHl B PK®
BKIIIOYAIOTCS PerHCTPALHOHHBIE HOMEpa OTHX JOKyMeHTOB. JlOKyMeHTY-oTBeTy
NpHCBaMBaeTCs  NOPSAKOBBIA  HOMEpP B IIpefenax  COOTBETCTBYIOILIETO
PETHCTPaAlHOHHOTO MacCHBa.

4.2, OpraHuzalus NOUCKOBOH CHCTEMBI IO TOKYMEHTaM

4.2.1. Jna obecneueHus >()PeKTUBHOIO HCIIONB30BAHUS HHPOPMALUH IPH
IPUHATHH PEIIEHNH B UCIIOMHATEIBHBIX OpraHax cO3/Jal0TCs TOMCKOBBIE CHCTEMEI TIO
noKyMeHTaM. [IoHCKOBBIE CHCTEMBI MOTYT CO3[aBaThCs KaK B TPAAUIIMOHHOM, TaK M
B DJIEKTPOHHOM BHJE.

4.2.2. Hudpopmanus © IJOKYMEHTax, IIONy4eHHas IPU MX perucTpaliuy,
BKJIIOYAETCS B IIOMCKOBYIC CHCTEMY, B KOTOPYIO BXONIT KAPTOTEKH W (MITK)
KJIaCCH(PUKAIHOHHBIE CIIPABOYHUKH.

4.2.3. Ilpn TpaguIMOHHON KapTOYHOM pPErHCTpalldd MOTYT (OPMHpPOBATHCA
CIeOyIOIIMe KapTOTeKH: CHpaBOYHBIE, KOHTPONBHBIC, II0 MHChMaM I'PaXKIaH,
andaBUTHBIC M APYTHE, B 3aBUCUMOCTH OT 3aJa4 TIOUCKA.

4.2.4. DddexTiBHOCTE paboOThl IIOMCKOBOH CHCTEMBI JIOCTHTaeTCs IIyTeM
pa3paboTKy HOMEHKJAaTyphl Jel M KIacCU(MKAIMOHHBIX CIIPABOYHHKOB: 10
BOIMpocaM AeATEeABHOCTH HCIONHUTENBHOrO0 OpraHa, II0 BHAAM JOKYMEHTOB, IIO
KOPPECTOHEHTaM, [10 UCIIOHUTENAM H 10 Pe3yJIbTaTaM UCIIONIHEHUS JOKYMEHTOB,

4.2.5. Ilpn aBTOMAaTH3MPOBAHHOH  PErHCTpallMd IIOMCK  HJOKYMEHTa
OCYIIECTBIISIETCS 110 JII0OOMY M3 00A3aTeIbHBIX PCKBH3UTOB (MX COBOKYITHOCTH) WK
10 KOHTEKCTY (CIIOBY WM (Ppaze), copepxKaIieMycs B JJOKYMEHTE).

4.2.6. Ilpu nepepave JOKYMEHTOB Ha apXWBHOe XpaHEHHE IepeHaloTcs U
IIOUCKOBBIC cHCTeMBI. IIpu 3ToM M3 6a3bl perucTpaldOHHBIX JAHHBIX H3BIMAIOTCH
CBeJIeHHA O JOKYMEHTaX, CPOKH XpaHeHHs KOTOPBIX HCTEKIIH.

5. KoHTpoJb UCIIONHEHHS TOKYMEHTOB

5.1. Llenmpioc KOHTpONS HCIHONHEHHUS MAOKYMEHTOB SBISIETCA oOecrnedeHue
CBOEBPEMEHHOI0 M KauyecTBEHHOro HCHONHEHHs MHopydyeHHi, 3a()MKCHPOBaHHBLIX B
INOKYMEHTaX.

5.2. KoHTpOIIIO IOJJIEKAT BCE 3apEerUCTPUPOBAaHHbBIE JOKYMEHTHI, TpeOyromHe
ucnioiHeHnsa. Ha KoHTpois MOXeT OBITh NOCTaBlIeH KaK JOKYMEHT B LEJIOM, TaK H
OTIEeNbHEIE ero IIOJI0XKEHH, COIepiKallie KOHKPETHBIE TOPYyIeHU.

5.3. Kourpoins MUCIONHEHUs [JOKYMEHTOB [0 CYUIECTBY BoOIpoca
ocymectBisaioT [ 'ybepHatop Kamuarckoro Kkpas, Ilepeeiii Buie-ryGepHATOp
Kamuarckoro kpas, Bumne-ryOepHaTopsl Kamuarckoro Kpas, 3aMeCcTUTENH
[Ipencenarens IlpaBurenscrBa KaM4aTckoro Kpas, B COOTBETCTBUM C COACPXAHHEM
IOKyMEHTa Y pacIpefcicHHeM OCHOBHBIX o00sa3aHHOCTedl Mexmy ['ybepHaTopom
Kamuarckoro kpas, I[lepeeiM Buie-rybepHaTopoM Kamuarckoro Kpasi, BHIle-



rybepuaropamu Kamuarckoro xpas u 3amectutensMu {Ipencenarens IIpasurenscrsa
KanaTckoro kpas.

5.4. KOHTpOJIb HCIIOIHEHKS TOKYMEHTOB CTPOUTCA Ha 0ase perucTpaldOHHBIX
OAaHHBIX ¢ Hcrnonb3oBanueM ACD/ W BKIIOUAET: I[IOCTAHOBKY HAOKYMEHTa Ha
KOHTPOJb; TPOBEPKY U PErylHpOBaHUE XOJd HCIOIHEHHS; CHATHE HCIONTHEHHOTO
JOKYMEHTa ¢ KOHTpOJIA, HampaBiIeHWEe MCIOIHEHHOTO [JOKYMEHTa B JIeJlO;
HH()OpMUPOBaHHE PYKOBOAUTENEH O COCTOSHUH HCIIONHEHHA JOKYMEHTA.

5.5 HenocpeACTBEHHBIH KOHTPONE HCIOIHEHHS JOKyMeHTOB (cOop
HH(QOPMAITHOHHEIX MaTepHualioB, MX aHall|3, JOKIaJ O COCTOAHHH Hel IIo
UCIIOJIHEHMIO KOHTPOJBHBIX JIOKYMEHTOB) B COOTBETCTBHH C pe3oNolueH,
coepXaHWeM B JOKYMEHTe TOJOXEeHHS O KOHTPOJE 33 €ro HCIOJHEeHHeM
obecrieunBaeTcs CIeNYIOMKUMH CYOBEKTAME KOHTPOIS:

- T'maBHBIM KOHTpOJIBHBIM yIpaBieHHeM |yGepHaTopa u [lpaBuTenscrsa
Kamuarckoro kpas — JOKYMEHTOB, COIEPXKalMX pE3ONIOLHI0, IIOpy4YeHUe
I'ybepraropa Kamuarckoro xpasi MM JHUA MCIOJHSIOMETO €ro 00i3aHHOCTH O ero
KOHTpone I'7aBHBIM KOHTpONLHBIM ynpasienueM ['ybepHaropa u IlpaBurenscTra
Kamuarckoro kpas, AOKYMEHTOB, OCTAaBIEHHBIX Ha KoHTpoye 3a I'ybGepuaropom
KamuaTtckoro xpas;

- COBETHMKaMM ([IOMOIIHMKAMM), JIMLIAMH, OTBETCTBEHHBIMH 32 00ecleueHHe
KOHTpoIBHEIX (yHkumii Ilepporo Bume-rybepHatopa Kamuarckoro kpas, BHlle-
ryoepuaropoB Kamuatckoro kpas, 3amectutened Ilpeacenmarenst IlpaBurenncTBa
Kamuarckoro kpas — JOKyMEHTOB, KOHTPOIb 3a UCIIONHEHHEM KOTOPBIX BO3JIO’KEH Ha
IlepBoro Buue-ryGepHaropa Kamuarckoro kpas, BHIe-ryOepHaTopoB Kamuarckoro
Kpast, 3amectuteneil [lpencenarens IlpasmtenscrBa KamuaTtckoro Kpas, a Takxke
COJEPXKAILUX COOTBETCTBYIOLIYIO PE30HIOLMIO, IOPYYEHHE O ero KoHTpose [lepBbiM
BHLle-TyOepHaropoM Kamuatckoro kpas, Buie-ryoepHaropamu Kamuarckoro kpas,
zamectuTeNsaMHu [Ipencenarens Ipasurenscrea Kam4aTckoro Kpas;

- NHWIIAMM, OTBETCTBEHHBIMHU 3a ofecleueHHWe KOHTPONBHBIX (YHKOMI B
UCIIOIHUTENBHEIX ~ OpraHax rocymapcTBeHHoll Bnactd Kamuarckoro  kpas,
CTPYKTYPHBIX MofpasfeneHusx Armapara [ybepuaropa u IlpaBurenscrpa
KaMuaTtckoro kpasi — TOKyMEHTOB, KOHTPOJIb 32 UCIIOIHEHHEM KOTOPBIX BO3JIOXKEH Ha
pPYKOBOAMTENEH HCIOIHUTENBHBIX OPraHoB rocyAapcTBeHHOM Biactu KamuaTckoro
Kpas, CTPYKTYpHBIX Tonpasaenenuil Armapara ['yOepmatopa m IlpaButensctsa
KaMuatckoro Kpas, a Taike COAepPXAIMX COOTBETCTBYIOLLYIO PC30NIOLUIO,
MOpY4YeHHE O €r0 KOHTpPOIE.

5.6. IlpoBepka M peryaMpoBaHHe XOAa MCIIONHEHHUS JOKYMEHTa BKIIOYAET B
ce0s: HemoCpeACTBeHHEI! KOHTPOJL 3a €ro HCIOJHeHUeM, cOop uHpopMaimu o6
VICTIOTHEHUH JOKyMEHTa, KOHTpOJNE, a B cliyyae HeOOXOAHMOCTH perylIHpoBaHHe
CPOKOB €r0 WCHOJHEHKS, OCYIIeCTBIgeMBIH cyOBeKTaMu KOHTPOJIA.

5.7. WHpopMauus © pe3ynbrarax BBHIIIOJIHEHHS IOPYYEHHSA IO CYIIECTBY
HAIpaBIsgeTcs UCIOTHUTeNeM (OTBETCTBEHHBIM HCUOJHUTENEM) CYOBEKTY KOHTPOIS
B CPOKH, COOTBETCTBYIOIIHE CPOKAM HCIIONHEHHS HOKYMEHTOB. CpOKH HCIIONHEHUS
TOKYMEHTOB HCHUCIAIOTCS B KaJleHAAPHBIX THSAX.

JIOKyMeHTHI No/IexaT UCTIOHEHHIO B CIeIYIOIIUE CPOKM:

- C KOHKpETHOHN JaToH MCIIONHEHHUS - B YKa3aHHBIHU CPOK;



- 0e3 yKazaHHMS KOHKPETHOM JATHI UCHOJHEHHS, UMEIOUIHE IIOMETKY «BeCchbMa
CPOYHO», - HCIIONHSIOTCA B IEHb MOPYUYEHHS; «CPOYHO» - B 3-THEBHBIA CPOK;
HMEKLLHE MMOMETKY «OIepaTUBHO» - B 10-1HEBHEIH CPOK;

- IemyTaTcKue oOpallcHUs U 3a1ipocH - He 6onee 15 aHei;

- OCTanbHEIE - B ¢poK He Oomnee 30 mHeii.

Hu(opmMalus o BEIIOMTHEHHN JOKYMEHTOB, UIMEIOIMX CPOK UCIIOTHEH M

- «IIOCTOSHHO» TPEACTABIACTCS eXeMecSIHO 10 25 uuciia B TeYeHne OJHOTrO
roja OT AaThl NOANMHCAHHS (YTBEPIKICHH );

- «eXEKBapTanskHO» He mo3gHee 20-ro 4YmHcia Mecsya, cleAylollero 3a
OTYETHBIM KBapPTAJIOM.

Ecnu mnocnemumit AeHb cpoxa HCIOJIHCHHS MOOKYMEHTa IIPHXOIUTCA Ha
HepaGodui JeHb, TO SOKYMEHT LIOJUICKHUT MCIOJHCHHUIO He Mo3aHee pabouero aHi,
IpeALIeCTBYOIIero HepaboueMy HIO.

I'maBHoe KouTponbHOe ympaBnenuwe I'yOepuaropa u IlpaBuTenbcTBa
KamyaTckoro kpas ¥MMeeT NpaBO KOPPEKTUPOBATH CPOK HCIONHEHHS NOKYMEHTd B
CTOpPOHY yMeHbIeHHs He Oonee uyeM Ha 10 pabounx nuel. CKOppeKTHPOBaHHEIM
CPOK SIBIGITHCA OKOHYATENBHEIM H 00A3aTeNTbHBIM 7151 HCTIONHEHHS.

5.8. B cnyvasx HelpeACTaBIEeHUs CYOBEKTaM KOHTPOJIS, YKA3aHHBIM B YaCTH
5.5 panHoTO pazpena uadopMaLmy 00 UCIONHEHHM [10 HCTEYSHHH YCTAHOBIIEHHOIO
CpOKa, MJOKYMEHT CYHTA4eTCs HEHCIIONHEHHBIM, M CYOBEKT KOHTpPOJIsS BHOCHT
MPEeANIOKEHNE JMuaM, OCYLIECTBAAKIIUM KOHTPOJIb HCIIOJHEHHUS IOKYMEHTOB,
yKasaHHBIM B 4HacTd 5.3 JaHHOTO pasjiena, 0 NPHHATHH Mep B CBS3U CO CPBIBOM
HCITIOTHEHHUS JOKYMEHTA.

B cinyyae ecnmu nopydeHwse, NOCTaBIeHHOE Ha KOHTPONb, HE HCIIOJNHEHO B
YCTAHOBJICHHBIM CpPOK, HCHOJIHUTENb (OTBETCTBEHHBIM WCITOJHHUTENH) B TeUeHHe 3
JHeH T1ociie HCTeYeHHs CPOKa, OTBEACHHOIO Ha MCIOJHEHWE IIOPYYCHHS,
IPEACTABISIET COOTBETCTBYIOILMM JIM1laM, YKa3aHHbBIM B 4acTH 5.3. JaHHOTO pa3zena,
O0BSCHEHNE O COCTOSHHHU HCIIONHEHWS MMOPYYEHUs, IPUMHHAX €r0 HEUCHIOMHEHUS B
YCTaHOBIIEHHBIH CPOK ¢ YKa3aHHeM JOJDKHOCTHBIX JIMI, Ha KOTOPBIX BO3JIOXEHO
HCIIONHEHHE MMOpYy4YeHUs, U O Mepax OTBETCTBEHHOCTH, IPHHATBIX B OTHOMIEHHH
pabOTHUKOB, BUHOBHEIX B HEHCIIOTHEHHHU [10PYYEHHS.

Ilpn cucteMaTUuecKoM HECOONIONEHHNN CpPOKOB WCIIOJHEHHS INOpYYEHHH
COOTBETCTBYIOIIAs CIIyxeOHas 3alllUCKa C aHAIM30M MPHYHH, YKA3aHHEM IPUHATHIX
Mep M IpellIoXXeHHH O© HCOONYyLIeHHW JalbHEHIIero HecoONMIoJeHus CpOKOB
MCIIONIHEHHS TTopy4deHui Hanpasisaercs ['yoepuaTopy Kamuarckoro kpas.

5.9. JoKyMeHT CUHTaeTCs MCIOJHEHHBIM M IOMJICKUT CHATHIO ¢ KOHTPOJIS
nocie (akTUYeckoro WCHONHEHMS BCeX CORepXKalMxcs B HEM NOpydYeHui,
NOKYMEHTAIBHOTO TIOATBEPXAECHUS €r0 UCTIONHEHHS H COOOIIEHUs PEe3YNIETATOB Cro
PacCMOTPEHMS 3aMHTCPECOBAHHBIM OpraHaM, OpraHU3aliiaM U JIHLAM, a TaKKe, eCIIH
B NIPELCTABIEHHBIX [0 HEMY MaTepHanaxX O BINOJHEHHWH He AAHO JOIOJHHUTENBHBIX
Nopy4YeHU M MaTepuaibl He BO3BpalleHbl Ha nopadorky. Eciu mo nepelaHHBIM
MaTepHaiaM JAaHbl HOBHIC IOPYUEHHS, TO JaIbHEHIITHN KOHTPOJIb OCYIIECTRIIIETCSA Ha
OCHOBaHHU 3THX NOPYYECHHH, CPOK HCIIONHEHUs] NOPYYECHHHM HCYMCISETCS CO JHSA
IOANIMCAaHUA JAHHBIX [TOpYy4YeHHUH.

Peltenye O CHATUH NOKYMEHTA € KOHTPONS NPUHUMAET JOJKHOCTHOE JIHIIO,



OCYILECTBNAIONIEE KOHTPOJIb MCIIONHEHHs JOKYMEHTOB [0 CYIECTBY BOIIpOCa,
YKa3aHHOE B YaCTH 5.3 NaHHOTrO pa3liena, Ha OCHOBAHUM CBOJIHOM HUH(OPMAITHH O ero
HCIIOJTHEHHH. )

WHdopmManuss 00 HCHOTHEHHUM KOHTPOJIHPYEMOrO HOKYMEHTa JOJDKHA
CONIEPKATh HaWMEHOBaHHWe, NaTy, TeKCT NOpydYeHHs, KOHKpETHBbIe pe3yNbTaThl U
KpaTKHH aHanu3 ero HCIIONHEHHWsI MM CCBHUIKY Ha JOKYMEHT (fara u HOMep),
CBHUIETENLCTBYIONIMMA O €ro MCIONHCHUY, & TakkKe MNPEIUIOKEHUS II0 CHATHIO C
KOHTPOJIS WM IPOJJIEHHIO CpOKa HCIIONHEHHS KOHTPOJNHPYEMOIO JOKyMEHTa C
yKa3aHHUEM MPUYHH, BIUAIOMUX Ha CPOK €0 HCIIONHEHHS.

CHATHe poOKyMeHTa (NyHKTAa JOKyMEHTa) C KOHTpPOJIA He oO3Hayaer
IIpeKpalieHue AeiCTBU PABOBBIX HOPM, YCTAHOBICHHBIM JOKYMEHTOM.

B ciyyae NpHHATHS B YCTAaHOBIEHHOM IOpPSAJKe B OTHOIIEHHH OKyMEHTa
(MyHKTa JOKYMEHTA), HAXOAAIIErocs Ha KOHTpoJe, pellleHHs 00 oTMeHe, NpH3HaHUH
YyTPaTHBUIMM CHIY HIH HeJeHCTBYIOIMM, KOHTPOJIb UCIOIHEHHS 5TOI0 HOKYMEHTa
(myHKTa JOKYMEHTa) IpeKpaliaeTcs.

5.10. HampapieHue HCIOJHEHHOTO AOKYMEHTa B MEJIO OCYIIECTBIAETCS B
COOTBETCTBMM ¢ HacToswell TunmoBod uHCTpykuucil. B orMmerxe 06 HcnonneHuu
KOHTPOIMPYEMOro TOKYMEHTa YKa3bIBAIOTC CIIEAYIOLME JaHHbIe: KpaTKKie
CBeAeHMA 00 WCMONHEHMHM WIH CCBUIKAa Ha JOKyMeHT (Jara H HOMep),
CBUAETENLCTBYIONMI 00 HCIOMHEHHH; OTMETKH «CHATO C KOHTPOJIS», «B ACIO»;
naTa, TIOAIUCE AOJDKHOCTHOTO JIHIA, IPHUHABIIEIO pelleHne O CHATUH AOKYMEHTa C
KOHTPOJIA.

5.11. Jluua, OTBeTcTBeHHble 3a olecrieueHHe KOHTPOIBHBEIX (YHKIHI B
COOTBETCTBYIOIIMX  MCIIOJHHUTENBHBIX  OpraHax  TlOCyAapcTBEHHOH — BmacTu
KaMuatckoro xpas, CTPYKTYpPHEIX NoApaszeneHusax Amnmapata ['ybepnatopa u
[IpaButenncTBa KamMyaTckoro Kpas JOIDKHBL PEryJsipHO OCYIIECTBIATh aHANIM3 XOAa
¥ Pe3yNBTATOR HCIOHEeHUs! JOKYMEHTOB.

B uensx TIpHHATHA OMEPaTUBHBIX Mep IO MCIONHEHKHIO KOHTPOIBHBIX
OOKYMEHTOB cBoxHas uHHGopMaudsd o0 WX BHENOJHEHHH, O COCTOSHMH
UCIIONMHUTENBCKON AMCHMINIMHEL, O HEUCIIONHEHHBIX B YCTAHOBJIEHHBIE CPOKH
IoKyMeHTax mpencrasisercs I'ybepHatopy Kamuarckoro xpas H (Wnm) JHIam,
OCYLIECTBISIONIMM KOHTPOIb UCIOTHEHH JOKYMEHTOB IO CYIECTBY BOIpOCa.

6. Opranuzauus paboTsl ¢ JOKyMEHTaMHU B JeNIONPOU3BOICTBE

6.1. CocraBleHre HOMEHKIATYPBI Jel

6.1.1. JlokyMeHTBI, 00pa3yroiuecs B AeATSILHOCTH NCIOIHUTENBHOIO Oprasa,
COCTABIIIOT €10 JOKyMEHTAIBHBIH QOHA.

Coznanue JOKYMEHTAJIEHOIO ¢donma HCIIOJTHUTENBHOIO opraHa
OCYILIECTBIAETCA ITyTeM COCTAaBIIEHHS HOMEHKIATypsl [el, (opMuUpoBaHHA U
obopMiIeHHS Jle1 Ha OCHOBE HOPMATHBHBIX IIpaBOBBIX akToB Poccuiickoi
®enepaliuy, MepedHed TUMOBBIX apXUBHBIX AOKYMEHTOB C YKA3aHHEM CpPOKOB HX
XpaHEeHHs, YTBEPXKIAeMBbIX B COOTBETCTBHM € 4acThio 3 ctared 6 @enepanbHOTO
3axoHa oT 22.10.2004 Ne 125-®3 «O6 apxusnom nene B Poccuiickoii Peneparnun», u
nepevneil HOKYMEHTOB, 00pa3ylOLIMXCA B Ipolecce JesSTelbHOCTH (ejiepalbHBIX



OpraHoOB TOCYJAPCTBEHHOH BAAacCTH, HHBIX TOCYyAapCTBEHHEBIX opraHoB Poccuiickoit
denmepanyu, a Talke B Ipollecce MACATCILHOCTH IOJABCIOMCTBEHHBIX MM
OopraHu3zanuii, ¢ ykasaHHeM CpOKOB XpaHEeHHU .

YacTh JOKYMEHTAIBHOTO (POHIA, BKIIOUAOLIAA AOKYMEHTR ApXHUBHOrO (GOHIA
Poccuiickoii ®enmepaiiud, IOKYMEHTBl [0 JMYHOMY COCT4BY H JOKYMEHTHI
BpeMeHHBIX (cBble 10 1eT) cpoKoB XpaHeHHs, BKIIOYEHHBIE B YIETHBIC JOKYMEHTEI
apX¥Ba, COCTABISIET APXUBHBIM (POHJ| UCTIONHUTENEHOrO OpraHa, KOTOPBIH ITOANEXKUT
XpaHEHHUIO B apXHBe UCIOJIHUTENBHOTO OpraHa.

JoxymeHTBl BpeMeHHBIX (Ao 10 5er BKIIOUWTENBEHO) CPOKOB XpaHEHHS
XpaHATCA B CTPYKTYPHBIX MOAPA3fC/ICHUSIX HCIOJHHTEIBHOTO OpraHa M [0
WCTEUECHNH CPOKOB HX XpaHEHHUS IIO[UICKAT YHHYTOXKEHUIO B YCTAHOBISHHOM
TIOpsSAKE.

B ciyuae peopraHmzaliyd HCHOJHUTENBHOTO OpraHa ¢ nepefaveil ¢yHxkumi
BHOBb CO3JaHHOMY WJIH HHOMY MCTIOTHHTEIBHOMY OpPTraHy BCe apXMBHBIE JOKYMEHTHI
IepeJalOTCsA OpPraHu3alHU-MPABONPECMEMKY ¥ BKIIOYAIOTCS B apXUBHBIA doHA
nocieaHe.

6.1.2. Jlns obecneuenus mnopsaka QopMUpoBaHUS W y4deTa Jen B
JEIONPOU3BOACTBE UCIIONHATENBHOTO OpPraHa COCTaBIIsAeTCs HOMEHKIATypa ael

Homenxnatypa  gen  3akpeluiieT — KinaccH(ukauuioo  (FpyHIIIHPOBKY)
HUCIIONTHEHHBIX JOKYMEHTOB B Jeiia (JJEeKTPOHHBIE Jena) U ABISAETICA OCHOBHBIM
YYETHBIM JIOKYMEHTOM, OTPKAIOMMM COCTaB M OpPraHM3alHUIO0 JOKYMEHTAJIBHOIO
¢doHIa OpraHu3alym,

HoMeHknaTypa [Jen SBIsSeTCd OCHOBOH Jiisi COCTaBJICHHS OIHCEH Jen,
JOKYMEHTOB MTOCTOSIHHOI'O M BpeMeHHbIX (CBBIIe 10 eT) CpOKOB XPAHEHHs, a TAKOKe
JUISL ydeTa Jel BpeMeHHsIX (1o 10 et BKIIOUUTENLHO) CPOKOB XpaHEHHS.
HomenknaTypa [Aenl HCIOIHWTEIBHOrO OpraHa paspabaThlBaeTcsl Ha OCHOBaHMHM
THIIOBBIX, BEJOMCTBEHHBIX M MHBIX IeépeyHell JOKYMEHTOB C YKa3aHHEM CpPOKOB
XpaHeHWs, WHBIX HOPMATUBHLIX IIPABOBBIX AKTOB, a TAKXKE THIIOBBIX M IPHUMEPHBIX
HoMeHKIaTyp nei. IIpu pazpaboTke HOMEHKIATYPEL I HCTIONE3YIOTCH: MONIOKEHHE
06 HKCITOJNIHUTENFHOM OpraHe, IOJIOXKEHHS O €ro CTPYKTYPHBIX IOJApasieneHHsIX,
OpraHM3allOHHAsA CTPYKTypa, IUTATHOE paclucaHde H Ipyrde HOPMAaTHBHBIC H
pacropsauTeNbHble  JOKYMEHTHI, XapakTepusylolhe 3ajaud M (QyHKIUH
HCIIONHUTEBHOTO OpraHa 110 OCHOBHBIM M BCIIOMOTATE/ILHBIM BUAAM AEITEIbHOCTH.

6.1.3. HomeHnknatypa el HCIONHHATENIBHOTO OpraHa:

a) Ha OCHOBaHHHM HOMEHKIATyp JMAell CTPYKTYPHBIX IIOApazjelneHui
(mpunoxkerwe 9) cocraemsercs cmyxboii JIOY mo ycragosienHod Qopme
(nprnoxenue 10);

0) yTBepKHaeTCs IIOCHE €e¢ COrnacoBaHHid ¢ SKCHEPTHOH KoMHCcHeH
WCIIOJIHHUTEIBHOTO Oprada ¥ 3KCIEPTHO-TIPOBEPOYHON METOAMYECKOH KOMHCCHEH
ArenTcTBa 10 ieqaM apxuBoB Kamuatckoro kpas (nasiee — OTIMK ArentcTBa);

B) oguH pa3 B 5 ner cornacopbiBaeTcsa ¢ OMIIK Arenrtcrra;

r) B Ciy4dae U3McHEHHs] (YHKIMHA M CTPYKTYpPHl HCIIOJHMTENBHOTO opraxa
NONTEKHUT  NEPECOCTABIICHHIO, COITIACOBAHUIO C  JKCIECPTHOH  KOMHCCHEH
HCITONHUTENBHOro oprana u JIIMK AreHTCTBa, yTBEpKISHHIO.

6.1.4. Tlocne yTBepAeHKsA CBOAHON HOMEHKJIATypbl JEN HCIIONHHTENBHOTO



OpraHa, ero CTpyKTypHbie Hoapa3felieHnsa noiay4aor oT ciryxosl JOVY BbIIMCKH U3
COOTBETCTBYIOIIUX €€ pa3elioB AN UCIIONB30BaHuUs B padoTe.

6.1.5. CBoxHas HOMeHKNAaTypa Jell B KOHUE KaXXIOro roja yTOUHIeTCsd,
YyTIBep)KAaeTcs U BBOOUTCSA B fieiicTBUe C | SHBaps clenyroILero KaleHIapHoro roaa.

6.1.6. B cBozpHOH HOMEHKJAType Ml HAa3BaHUSMH pPAa3felioB SBISIOTCH
HA3BaHUS CTPYKTYPHBIX MOApa3fe/ieHuHl, KOTOphle PAcIIoaraloTcsa B COOTBETCTBUH C
YTBEPKACHHON CTPYKTYPOi HCIONHUTENBHOTO OpraHa.

6.1.7. I'pa¢sl HOMEHKIATYPEI A€l 3aNOJHIIOTCS CIEAYIOLUM 00pazoM.

B rpajpe 1 HOMeHKIATYpHI A€l HPOCTABISIOTCS WHIEKCHI KaXKAOro Jena,
BKITIOYEHHOTO B HOMEHKIAaTypy. MHAEKC Jella COCTOMT M3 YCTAHOBJIEHHOIO B
WCIIONHUTEIHHOM OpraHe IU(poBOro 0003HAUEHHS CTPYKTYPHOTO MOAPA3IeNeHUs 1
NIOPSAZIKOBOIO HOMEpA 3arojloBKa Jicia [0 HOMEHKIATYpe B Tpelenax CTPYKTYPHOro
nojpazaenenus. Muuekcn! fen 0603HadaloTes apadcKuMy (G paMu.

Hanpumep: 12-05, roe 12 - o6o3BaueHre cTpyKTypHOro nonpasgenesus, 05 -
TIOPAAKOBLIN HOMEP 3aroJ0BKa Aelia 110 HOMEHKIIaType.

B HoMeHKuaType leNl PEKOMEHJYeTCs COXpaHITh OJUHAKOBBIE MHIEKCHI IJIs
OJHOPOAHBIX Jel B IpefelaX pa3HbIX CTPYKTYPHBIX IIOJApa3feneHuil, misl
TIEPEXOAAIMINX NET HHAEKC COXPaHIeTCs.

B rpade 2 HOMeHKIATYpbl el YKa3bIBalOTCA 3aro0BKY Acl (TOMOB, 4acTeil).

3aroJIOBOK [ena JOIDKeH 4eTKO, B 0000meHHoil GopMe OTpakaTs OCHOBHOE
coJZiepXaHue U COCTaB JOKYMEHTOB Jena.

He onomyckaercss ymoTpebGiieHMe B 3arojloBKe Jela HEKOHKPETHBIX
(hOpMYITHPOBOK, & TAK)Ke BBOIHBIX CIIOB U CJIOXHBIX 000POTOB.

Hanpumep: «pazHble MaTepHalbl», «00Iad nepenucka» | T.1.

3arojIOBOK JieNla COCTOMT H3 D3JIEMEHTOB, pacliolaraeMblX B Cleqyolei
HOCTeIOBATEILHOCTH:

- Ha3zBaHWe BuJa JAena (mepelucka, >KypHal M T.J.) WIM Pa3sHOBHAHOCTH
JOKYMEHTOB (JIPOTOKOIBI, IIPHUKA3BL U T.4.);

- KpaTKoe Ha3BaHWE HCIOMHUTENIBHOTO OpraHa MM CTPYKTYPHOTO
nopaszelieHus (aBTopa JOKyMEHTA);

- Ha3BaHUE OPraHU3alUH, KOTOpoH OYyAyT afpecoBaHbl UIIH OT KOTOPOH 6yayT
TIOTydeHBI AOKYMEHTHI (aApecaTa Wik KOpPecloHAeHTa JOKYMEHTa);

- KpaTKoe coiepkaHHe JOKYMEHTOB Jena;

- Ha3sBaHHE MECTHOCTH (TEpPPHTOPMH), C KOTOPOW CBS3aHO COJAEpIKAHUE
NOKYMEHTOB Jlelia; faTa (IepHo.), K KOTOPBIM OTHOCATCS JOKYMEHTHI A¢na.

Vxazanue Ha KONMHHOCTL MOKYMEHTOB J€ila SBISIOTCHS 00g3aTeNbHBIMU
alIeMeHTaMHu 3aroiioBka. [1oIMHHOCTE JOKYMEHTOB B 3aTr0OJIOBKE HE OrOBapUBacTCs.

B zaronoBkax e, copepiKalliiX HOKyMEHTHI 110 OAHOMY BOIpOCY, HO He
CBA3aHHBIX IOCIGAOBATENIBPHOCTHIO HCIONHEHUHA, B KadecTBE BHAA JleNa
ynoTpeGseTcs TEPMHH «IOKYMEHTHI», a INOCjiIe HEro B CKOOKax YKa3blBalOTCH
OCHOBHBIE Pa3sHOBUAHOCTH JOKYMCHTOB, KOTOpPbi€ NOJKHEL OBITH CTPYNITHPOBAHBI B
aeje (Tnadbl, CIIHCKH, ZOKNanbl U T.1.).



Hanpumep:

JloxymeHTsl (IUraHbBI, CIHCKH, JOKJIaZAbl, XapaKTepUCTHKH 3KCIIOHATOB) O
[pOBEACHUH TEMaTHYECKHUX BBICTaBOK

B 3aronoskax jiej1, COnepiKalulix MeperucKy, yKa3blBaeTcs, C KeM W 10 KAaKOMY
BOIPOCY OHa BEIETCH.

B  zaromoBkax  Jell, COAEPXaIlMX Mepernucky C  OZHOPOAHBIMH
KOPPEeCIICHACHTAMH, ITOCIIEAHIE He YKa3bIBAIOTCS, & YKA3bIBAETCs WX o0lliee BUIOBOE
Ha3BaHueE.

Hampumep:
Ilepenicka ¢ apXWMBHBIMH YYpPeXJEHUAMH Kpag O KOMIUIEKTOBaHUH
ApxuBHOTO OHIA Kpas HAy4YHO-TEXHUYECKON HOKYyMEHTaITHEeH

B  3arosoBKax  aen, COIEpXKAUIMX  IIEPENHCcKYy ¢  Pa3sHOPOIHBIMM
KOPPEeCTIOHIEHTaMH, [TOCTISHUE He NIepedHCIIOTC.

Hampumep:
ITepenvcka 00 oOpraHMzali CEMWHApPOB M COBEI@HWHW 10 BOIpoOcaM
ITOBBIICHUS KBaNM(PUKALMK CTICIHATHCTOB

B 3aronoske aena ykaspiBaeTCsl KOHKPETHBIH KOPPECIIOHAEHT, €ClIH [epenucka
BEJIETCS TOJIBKO C HUM.

Hampumep:
ITepermncka ¢ BHUMJJA/] o BonpocaM HayYHO-METOAUUECKOHN paboTht

ITpu o0o3HaueHHM B 3arojoBKax A€l afMHHHCTPATHBHO-TEPPUTOPHANBHEIX
e¢IMHAL] YUHATHIBAeTCs CHSAYIOIIEee: eCld COoAepXKaHUe Aejla KacacTcid HeCKONBKHUX
OJHOPOIHEIX AAMHHHCTPAaTHBHO-TEPPUTOPHANILHEIX eAVHHI], B 3arojloBKe Aena He
YKa3BIBAIOTCSI MX KOHKPETHble Ha3BaHWs, & YyKasblBaeTcs WX oOlllee BHIOBOE
Ha3BaHHE.

Hanpumep:
ITepermucka ¢ INaBaMH MYyHHLMIANLHBIX 00pa3zoBaHuMi IO  BOMIpOCAM
COLIMAIILHOM 3alMThl HACEIEHHS

Ecnu COACPKaHHUe nela KacaeTcd 0aHOro MyHHUIHIIAIBHOO 06pa30BaHHH, ero
Ha3BaHHE YKa3bIBACTCA B 3aroJi0OBKE Aeia.

Harnpumep:

[lepenucka ¢ aaMuHucTpanved IlerponasnoBck-KaMyaTCKOTO ropoOicKoro
MYHULMITAIBHOTO 00pa30oBaHus O MOJTOTOBKE K 3UMHeMy cezory 2008/2009 rona

B 3aronoBkax fen, coAepikauldx IUIAHOBYIO HUIM OTYETHYH) AOKyMEHTAIHIO,
YKa3bIBaeTCs NepHoll (KBapTall, rof), Ha (3a) KOTOPBIH COCTaBIIeHBI IIAHBI (OTYETHI).

Hanpumep:



I'omossie oryeTsl npeanpuaTHii KaMuyaTckoro kpas o paboTe aBTOTpaHCIIOPTA

Ecnmu pgeno OyzeT cocTOSATh W3  HECKOINBKMX TOMOB MM 4acTed, To
cocTapnsgercs OOIIMI 3aroloBOK Aena, a 3aTeM IpH HeoOXOAMMOCTH COCTABJISIOTCS
3aroJIOBKM KaKIOTO TOMa (YacTH), YTOUHSIOUIHE COLepIKaHHe 3aroyioBKa Jed.

[IopsmoK pacIoNOXXEeHHs 3aroJIOBKOB /el BHYTPH paz/leNioB M TOAPAa3lesioB
HOMEHKJIATYpsl  Jen  OmpeiesseTcs  CTENEHBI0  BaXHOCTH  JOKYMEHTOBR,
COCTaBJIAIOIIUX Jieila, M MX B3aMMOCBs3bI0. B Hayajie pacnoJiararoTcs 3arojoBKY e,
COZepKalUX OPraHU3alHOHHO-PACTIOPSAUTESIBHYI0 JOKyMeHTanuo. [lpu  sToMm
3aroJIOBKM JeJ], cOoJlepKaliX 3aKOHOJATCIBHbIe, HHBIe HOPMATHBHBIE aKThl OPTaHOB
rocylapcTBeHHO# BmacTH Pocculickol @epaepanuy, OpPraHOB [OCYLApCTBEHHOMH
BracTH cybOwpexTtoB Poccuiickoit ®Deaepanmn, a TakKe HOPMATHUBHBIE H
pacHopsAUTeNbHEIE aKThl MHHHCTePCTB M BeJoMcTB Poccuiickoii Penepanum,
pacnoyiaraloTcsi Hepefl 3arojloBKaMu JEeN ¢ paclopaJMTeNbHAIMH JIOKyMEHTAMH.
3aTeM paclionarajOTcs 3arofiOBKH JeNl, COAEpPXKAIUX IUIAaHOBBIE W OTYETHEIE
OOKYMeHTBl. OCTallbHBIE JIefla CUCTEMATH3HPYIOTCA ¢ YYETOM CTEIEHH MX BaKHOCTH
(o Mepe yObIBaHUA), & TAK)KE B3aUMOCBSI3H.

KypHanmbl ¥ KHHIM DPETHCTPalliM, Y4YeTa JOKYMEHTOB PEKOMEHAYETCH
pacronarath B KOHIIC pa3jiena.

3arojfoBKu Zejl, 3aBeAECHHBIX N0 reorpauuecKoMy H KOPPECHOHASHTCKOMY
IpU3HaKaM, BHOCATCA B HOMEHKIATypy el 110 an¢aBUTy KOPPECHIOHAECHTOB MIH
reorpapu4eckux Ha3BaHUM.

3arc/IOBKH J€J MOTYT YTOYHSATECA B IpoHecce (OpMUPOBAHMS H OPOpMNeHHT
nel.

B HOMeHKIaTypy JHen TakKe BKJIIOHAKOTCS Jlella BPEMEHHO AeUCTBYHOIIHMX
OpTraHOB, JOKYMEHTHI KOTOPBIX CIIy:KaT IIPaBOBBIM OCHOBaHHEM ISl IOATBEPKIASHUS
MOJHOMOYMH HCIOTHUTENIFHOTO OpraHa WM IipeKpalleHHs ero [IesTelIbHOCTH
(HanpuMmep, Aena JTHKBHIAMOHHON KOMHCCHH BKIIFOYAIOTCA B HOMEHKIATYPY e
JTUKBUAMPYEMOTrO UCIIOJHUTEILHOTO OpraHa).

I'padpa 3 «xomudectBo Jen» 3amoausercs ciuyxdoil OV no okxoHuanum
KaleHpapHoro roja. B meii mpocraBusercs ¢akTHuecKoe CyMMapHOE KOIHYeCTBO
3aBeJ€HHBIX TOMOB, JacTel OHOro JeNa, BKIKOYEHHOI'O B HOMeHKNIaTypy. JlaHHEbIe
rpael 3 CIIy>kaT OCHOBaHHMEM IS 3aIJ0JHEHHS] UTOFOBOM 3alIUCH HOMEHKJIATYPhI A€l
0 KaTeropHax M KONMYECTBe Jiell, 3aBe/IeHHEIX B ToAy (Zaiee — UTOTOBas 3aluch).

B uTorosyrc 3anuch HOMEHKJIATYPHL J€J1 BHOCATCA CyMMapHble JaHHbIE O
KOIMYECTBE JIeN, HX TOMOB, JacTel u3 rpadbl 3 HOMEHKIIATYPBl OTAENBHO 110 CPOKaM
XpaHeHHs NOCTOsHHOro, BpeMeHHoro (mo 10 net), BpemeHHoro (cBeume 10 ser)
XpaHeHHs, 110 THIHOMY COCTaBY M XPaHAILHUXCH «I0 MUHOBAHUA HaTOOHOCTI».

B rpage 4 yka3siBaeTcst CpoOK XpaHEHHs JleNa, HoMepa cTaTel 1o TIepeyHIo MM
OTpacleBbBIM HOPMATMBHBIM IIPAaBOBBIM d4KTaM, & IIPH €r0 OTCYTCTBHM - 1O THUIIOBOM
HITH TIPHMEPHOH HOMEHKIAType Aen HIH CPOK XpaueHHs, cornacosaHHbsid ¢ 2IIMK
AreHTCTBAa 110 AeyIaM apXxUMBOB KaMyaTCKOro Kpas.

B rpage 5 «[IpuMedaHue» TPOCTABIAIOTCA OTMETKH O 3aBElieHHU Jell, O
nepexonaux genax (Hanpumep, nepexomsmee ¢ 2001 roza), o BelAENeHUH Oen K
YHUYTOXKEHHIO, O JIMIax, OTBETCTBEHHBIX 32 (popMUpoBaHuUE Jien, o Iepenaye e B
ApyTroe NoApa3ieiieHre JJist TPONOMKCHHUS U JIp.



6.1.8. Ecnu B Teyenue roma B HCIONHHTEIBHBIX OpraHaX BO3HUKAIOT HOBLIE
JOKYMEHTHpPOBaHHBIE Y4acTKu paboTBl, He TMpeAyCMOTpPeHHbIE Jeja, OHH
JIOTIONTHATEIFHO BHOCATCA B HOMEHKNATYpY. Jisl BHOBE 3aBOAMMEIX JIeJl, B KaXKIOM
paszene HOMEHKIIATYPBl OCTaBISIOTCA pe3epBHBIE HOMEpA.:

6.2. GopMuposaHue 1 odopMIIEHHE JEIL.

6.2.1. OcHoBHBIe TpeGOBaHUA K (POPMUPOBAHHIO IS,

Hena QopMHpPYIOTCS B COOTBETCTBHH C HOMEHKJIATYpPOH [ed, a TaKke C
coOMIOIeHNeM I[PHHUMIIOB CHCTEMATH3AIlMH JOKYMEHTOB H HX pPacIpeICICHHS
(rpynnupoBKH) Ha Jiena NOCTOSHHOTO, BpeMeHHoro (cBblme 10 neT) XpaneHus, B TOM
gpclie Ha Jejla 1o JIMYHOMY COCTaBy, M Ha Jena spemeHHoro (mo 10 ner
BKJIFOUHTENHHO) XPAHCHHS.

B gmeno mnoMemamTcs HOKYMEHTBI, KOTOpDHiE€ II0 CBOEMY COJEPIKaHHIO
COOTBETCTBYIOT 3aroJIoBKYy [ienia, NMPH 3TOM 3afpellaeTcs IPYNIHPOBATH B Jeja
YEpHOBBEIE M AYyOIETHBIE OK3eMIUIAPHl MOKYMEHTOB, a TdKXe [JOKYMEHTE,
NOJIIe)Kalie BO3BPaTy.

[Tpu popMUpoBaHuH Jela HeoOX0aUMO coOoIaTh cileqylolHe TpeboBaHus:

JIOKYMEHTBI  IIOCTOIHHOIO M  BPEMEHHOIO  XpaHEeHHMsd  HeobXOAMMOo
IpyNIIHPOBATH B OTAENbHEIC ACTa;

BKJIFOYATE B JENO 10 OJHOMY 9K3eMIUTIPY KaxA0ro JOKyMEHTa;

rpyNIHPOBaTh B JIENI0 JOKYMEHTHl OJHOTO KalleHIApPHOTO Iojia; UCKIIOYeHHE
COCTaBJIAIOT: Hepexoisgniue nena; cyleOHble [ena; JUYHBIE Jena, KOTOpEIe
dbopMHEpPYIOTCS B Te4eHHe BCEro mepHoia padoThl MHIA B HCIOIHUTEILHOM OpraHe;
JIOKYMEHTBI BLIOODHEBIX OPraHOB M MX IOCTOSHHBIX KOMHCCHH, JEIYTaTCKUX TPYIII,
KOTOPEIE TPYIIIUPYIOTCS 32 IEpPUO]] CO3bIBa,;

IpHUKa3bl [0 JMYHOMY COCTABY [OJKHBI IpyNNHPOBaTbCs B Jella B
COOTBETCTBHH C YCTRHOBICHHBIMH UL HUX CPOKAMH XPAHEeHHUS,

JOKYMEHTB! B JINYHBIX AENIaX paclojararoTcss B XPOHOIOTHYECKOM MOpSIKeE 110
Mepe MOCTYIIICHHU;

NMIIEBBIE cyeTa M0 3apaboTHOH mnaTe pabOTHHKOB TIPYNNUPYIOTCA B
OTHeNbHBIE [EN1a M PacloNaraloTcs B HiX M0 andaBuTy hbaMunuil, HMEH 1 OTUECTB.

Jeno Ha OyMa)KHOM HOCHTEJe He AODKHO couepxarh Oonee 250 mucToB, Ipu
Tomule He 6onee 4 cM.

6.2.2. OdopmiicHue Oen.

3akQHUCHHBIE ACIIONPOU3BOICTBOM AeNia IIOCTOSHHOTO U BPEMEHHBIX (CBBIIIE
10 ner) cpokoB XpaHEHHA, B TOM HHCIE 110 JIUIHOMY COCTaBy, I10C/Ie OKOHHaHWs
KaJeHIapHOT0 I'0Aa, B KOTOPOM OHH OBINTH 3aBe/leHBl, TIOAr0TaBINBAIOTCS K epejade
B ApXWB HCITOJIHUTEIFHOTO OpraHa U MOAJIeKAT OPOPMIIEHHIO U OTTHCAHHUIO.

B 3aBHCHMOCTH OT CpPOKOB XpaHEHMS NPOBOAMTCS I[IOJHOE HJIM 4HacTUYHOE
odpopmuenne nein. IlomHomMy odQopMiIeHHI0O NOMIEXAT JeJla TIOCTOSHHOIO K
BpeMeHHBIX (CBBIIIe 10 JIeT) CPOKOB XpaHEHUS M 110 THYHOMY COCTaBy.

Odopmenre gen ga 6yMaKHOM HOCUTEIE IpedyCMaTpUBaeT:

IOIINBKY WIH IIepelyieT AOKYMEHTOB Jena (He(OopMATHBIC JOKYMEHTHI
XpaHATCA B 3aKPHITHIX TBEPABIX TIANIKaxX HiIH B KOpoOKax);

HYMepaLHIO JUCTOB JE/a;

othopmiteHHe 00JIOXKKH Aena (mpuitoxerue 11);



COCTaBJICHHUE JIUCTA-3aBEPUTEINA [eia (Ipunioxenue 12);

COCTaBJIEHHWEe BHYTPEHHEH OIIMCH JOKYMEHTOB jena (Ipuioxenue 13).

ITogroroBKka »MEKTPOHHBIX HeNl OIS Nepeladd B apXHB HCIOIHUTEILHOIO
opraHa IpeayCMaTpUBaeT COCTABIEHHE ONMCH 3IEKTPOHHBIX [N, HOKYMEHTOB
(npunoxenus 14, 15).

6.2.2.1. IMoxmmBKa (TIepenier) ael.

JIoKyMeHTHhI, COCTaBISIOIINE AEI0 Ha OyMa)KHOM HOCHTENe, MOAIIHBAIOTCS Ha
qeTsipe MPoKoJia (Ha TPH IIPOKONA - s MaloQOpMaTHBIX AeT) B TBEPAYIO OOIOXKKY
WK [IEPEIIETAIOTCS ¢ YIETOM BO3MOXHOCTH CBOGOTHOrO ITEHHS BCEX JOKYMEHTOR,
AT, BH3 W PC30NOLUI HAa HHUX, METANIMYCCKHE CKpEIIeHHs W3 JOKYMCHTOB
Y AAIAIOTCS.

B mauyane gena Ha OyMa)XXHOM HOCHTelle TPH HEOOXO/MMOCTH MOIIMBAIOTCS
NUCTH BHYTPEHHEH OIUCH JOKYMEHTOB Jieja, B KOHIlE KaXJOro Jjgend - JIMCT-
3aBEpUTEIND Jela.

6.2.2.2. BHyTpeHHss ONKCH Heiia.

Jng ydera OOKYMEHTOR ONpeNelieHHBIX KaTeropuil Jenm Ha OyMaXHOM
HocuTene (NWUHBIE, CyOcOHBIE jiena, MaTepHalilbl YrOJOBHEIX Jei, Jela o
MPUCY>KISHHH YUSHBIX CTCIICHEH M MPHCBOCHUH YYCHBIX 3BaHUH, /ena, CBA3aHHEIC C
BBljavYelf aBTOPCKUX CBHUACTENHLCTB M IATEHTHHIX H300peTeHu#i) cocTtaBiseTcs
BHYTPEHHsIS OITUCEH JOKYMEHTOB Jela.

Ecnu meno Ha 6yMaXHOM HOCHTeNe HMEPEIUICTeHO WM NMopmuTto Oe3 Onanka
BHyTpEHHE#l OIHMCH JOKYMEHTOB, TO COCTaBJieHHas II0 YCTaHOBJIEHHOH ¢opme
BHYTPEHHSA OITMCH MOJKIEHBAETCS K BHYTPEHHEH CTOpoHe JIMIeBOH 00NOKKH Jena.

H3MmeHeHHs COCTaBa JOKYMEHTOB Aeha (HM3BATHsI, BKIIOYCHHS [JOKYMEHTOB,
3aMeHa JOKYMEHTOB KOIHsMHM) OTpaxkaloTcs B rpage «lIpuMmedanue» BHYTpeHHEH
OTIHCH CO CCBUIKaMH Ha COOTBETCTBYIOIIME aKThL. [IpH HEOOXOMUMOCTH MOTYT OBITH
COCTaBJIEHEI HOBAs HTOTOBAs 3allUCh K BHYTPeHHeH OITUCH H JIUCT-3aBepUTeh Aea.

6.2.2.3. Hymepauus TACTOB B Jele.

B nenax obecrneueHus] COXpaHHOCTH M 3aKpeIieHUsl IOPsIKa PacIloIoXeHus
JOKyMEHTOB, BKIIFOUEHHBIX B AEN0 Ha GYMa)KHOM HOCHTEIE, BCE ero JUCTHL (KpoMe
JIHCTa-3aBEPUTENS Jlella U BHYTPEHHEH OIHCH) HyMepyHTCs B BajlOBOM IIOpSAKe
apabckuMu  1HdpaMH, KOTOPhIE MPOCTAaB/SIIOTCS B IIPaBOM BEpPXHEM YINy JHCTa
IOKYMEHTa IPOCTHIM I'pad)UTHBIM KapaHAAIIOM MM HyMEpaTopoM. YToTpebieHHE
YepHM)I ¥ LBETHBIX KapaHjaweH Uil HyMmepaluu JIMCTOB 3anperaercd. JIHCTBI
BHyTpeHHe# OIMCH TOKYMEHTOB JeNla HyMepyIOTCs OTAEIBHO.

JIMCTEI Aell, COCTOAIMIMX H3 HECKOIBKHX TOMOB WJIM HacTeH, HyMepyIOTCH IO
KayJOMY TOMY FUIH YacTH OTIENBHO.

@oTorpadyu, YepTEXH, JUArpaMMbl U IPYTUe HIUIOCTPATUBHBIC JOKYMEHTE,
IIPEICTABIAIONINEG CaMOCTOATENBHIA JIMCT B Jele, HyMepylTcs Ha 0oOOpOTHOMH
CTOPOHE B JIEBOM BEPXHEM YTIIy.

Cr0XeHHBIH JTUCT Pa3BOPAYHBAETCS M HyMEpyeTcs B IIpaBOM BepXHEM YIIy.
Ipu aToM mucT J06oro GopMara, NOAMLKMTHIA 3a ONUH Kpall, HyMepyeTcs KaK OJUH
JIUCT, JNHCT, CHOXKEHHBIH H TOAUIUTBEIA 32 CepeiMHy, IOJIEXHUT MCpPCIIMBKE H
HyMepYeTCs KaK OIHH JIHCT.

JIMCT ¢ HArlyxo HaklieeHHBIMH JOKYMeHTaMH (BBIPE3KaMH, BBIITUCKAMH,



doTorpaduaMH) HyMepYyeTCs KaK OJuH JIMCT. ECaK K JOKYMEHTY MOJKIIeeHBl OJHUM
KpaeM Jpyrue MOKYMEHTH! (BBIPE3KM, BCTABKH TEKCTa, TEPEeBOLBI), TO KaXIbIi
JIOKyMEHT HyMEPYyeTcs OTHENBHO.

IMoximTeie B A0 KOHBEPTHI C BIOKEHHIMH HYMEPYIOTCS; MPH 3TOM BHadale
HyMepyeTcs KOHBEPT, a4 3aTeM OYepeIHbIM HOMEPOM KaX10€ BJIOKEHHE B KOHBEPTE.

IlogmmuTee B 1eNi0 JOKYMEHTHI ¢ COOCTBeHHOH HyMepaljuei JUCTOB (BKITI0Yas
IeYaTHRIE HW3JAHHSI) MOLYT HYMEpPOBarbCsi B OOIIEM IOpAIKEe HIM COXPAaHSTH
cOOCTBEHHYI0 HYMEpPALHIO, €CJIA OHA COOTBETCTBYET HOPAAKOBOMY PACIIONOKEHHIO
JIUCTOB B JIEJie.

B ciy4agx oOHapyxeHMs OONBIIOro YHCa OMMOOK B HyMepalliH JIMCTOB Jiena
OpOBOAMTCS NepeHyMmepaius. Ilpy HanMuMp OTHENBHBIX OIIHMOOK B HyMeEpalyH
JIICTOB Jiefia TOTIYCKAeTCs yIoTpedIeHKE IUTEPHBIX HOMEPOB JIUCTOB.

6.2.2.4. JIuct-3apeputens jnena.

JIncT-3aBepHUTEND ACia COCTABIISIETCS Ha OTAENBHOM JHCTE, B KAPTOTEKaX - Ha
OTHEIBHOM JIMCTE (hopMaTa KapTouku. JIMCT-3aBepuTeNnh Aesia NOJIHChIBACTCS ero
cocTaBuTeneM. Bce MocieAylolde H3MEHEHHS B COCTaBe M COCTOSHHUM [eia
(moBpex<AeHMd, 3aMcHa MOJNMHHBIX AOKYMEHTOB) OTMEYaloTcs B JNHUCTe-3aBepUTENE
CO CCBUIKOH Ha COOTBETCTBYIOIIUH aKT.

3anpemaeTcss BBIHOCHTL JIMCT-3aBEPUTENh Ha OOJOXKKY Jejla WIH YHCTHIH
000pOT JIHCTa MOCTeAHEro AoKyMeHTa. Eciu Aelo MOAIIMTO WM IepernseTeHo 6e3
ONaHKa JKCTa-3aBepUTENs, OH AOMKEeH OBITH HakIleeH 3a BEpPXHIOIO 4acTh JIMCTa Ha
BHYTPEHHIOIO CTOPOHY OOJI0KKH B KOHIIE Aela.

6.2.2.5. Obnoxka nena.

Ha 006noxke Jaen MOCTOSHHOrO XPaHEHMA NPeAyCMaTPHBAETCd MeCTO M
HAUMEHOBAHUS TI'OCYJAapCTBeHHOTO apxuBa Kamuarckoro kpas, B KOTOPEIM nena
opraHdzaury OynyT TpuHATHL. [lpu odopmiennu 0o6JIOXKKH [efa HauMEHOBaHHE
Opragu3alyy yKazpiBaercs IIONHOCThIO, B MMEHMTENBHOM magexe. IlomHoe
HAaWMEHOBAHHE BBIIIECTOSIIEH OpraHM3ally YKa3blBacTCs HaJ HAWUMEHOBaHHEM
OpraHM3alUy - HICTOUHMKA KOMIIEKTOBaHMA (TakKe B HMMEHUTENsHOM nanexe). Ecan
Oprapm3anMs WNH  BBINECTOsLIAA  OpraHM3amus  HMEIT  COKpallleHHBIe
Ha¥MMEHOBAHUSA, TO OHH YKa3hIBAKOTCA B CKOOKax MocTe IIONHOTO HauMEHOBaHH .

IIpy U3MeHeHUH HAMMEHOBAHMA OpPraHu3ailky (CTPYKTYPHOTO NOJipa3aeiieHus)
B TCUEeHHe IEPHOJa, OXBaThIBAEMOTo JOKYMEHTaMH Zena, WiIH IpH nepenade Aena B
OPYryl0 opraHu3anuio  (CTPYKTypHOe IIoApasfelieHue), Ha oOloXke gena
JONUCHIBAETCS HOBOSC HAMMCHOBAHHME 3TOM opraHu3aldd HIM OpraHU3alMH-
NpaBoONpeeMHIKA (CTPYKTYPHOTO HOJpasfieneHus), a IMpeXHee 3aKioyaercsi B
CKOOKH.

Ha ofnoxxke fena yka3bIBarxOTCs:

HarMeHOBaHUe OpraHu3alliy 1 ee HeloCPeACTBECHHAA MOAUUHEHHOCTD;

HapMEHOBaHHE CTPYKTYPHOI'O MOAPA3ACIHCHYS;

HHACKC Jena;

HoMep ToMa (JacTu);

3aroJ0BOK jea (ToMa, 4acTh);

KpaifHUe NaTEl Aena (ToMa, 4acTh);

KOJIUYECTBO JIMCTOB B Jiele (ToMe, JacTH);



CPOK XpaHeHUs JeNa;
apXMBHBIA mubp gena.

3aronoBok jgena Ha OyMa)KHOM HOCHTEJIE M 3aroJIOBOK 3JIEKTPOHHOIO neja
IePeHOCATCA Ha OONOXKKY Jella (SIEKTPOHHOrO Jena) W3 HOMEHKIATYPHl N
OpraHu3alliid. 3aroJioBOK JO0JDKEH COOTBETCTBOBATH COJIEP)KAHHIO JOKYMEHTOB B
nene.,

B Tex ciydasx, Korjia Jelo COCTOHT M3 HECKOJILKMX TOMOB (4acTei), Ha
00NOXKKYy Kaxjaoro Ttoma (YacTH) BBIHOCHTCA OOIIMH 3aroloBOK Jiena, a IpH
HeOOXOIMMOCTH - 3aroJIOBOK KaXKAOro ToOMa (JacTH).

B 3aronoBkax gen, coAepKalliiX KONMWHM JOKYMEHTOB, YKa3bIBAae€TCS HA
KOJIM4IecTBO Konuid. [loanmHBOCTE NOKYMEHTOB JIelia B 3ar0JIOBKE He OrOBapHBAESTCH.

Ha obnmoxke mena ykasplBaeTcs jata Jieha - roa(bl) 3aBefCHHS U OKOHYAHHS
JleNa B AeONpPOU3BOICTRE.

Ecnu B neno BKIIOYCHBI JOKYMEHTHI (HAllpUMED, IPUIOKEHMS ), 1aTa KOTOPHIX
He COBIIAJaeT ¢ OaToil flena, TO IO JNATOH C HOBOH CTPOYKH HeiaeTcs o0 3ToM
3amHCh: «B Ieire MMEeIoTCs TOKYMEHTHI 34 ... TOA(BI)».

JlaTta menma MOXXeT He YKa3bIBATLCA TOJBKO Ha OOJIOJKKaX MAei, COAepIKAIUX
ro/IOBbIC IUTAHBI W OTYETHI M APYTHe MOKYMEHTHI, AATHl KOTOPBIX OTPAXKAIOTCS B
3aroJjioBKax meil.

Jatoil pmenm, cofepXamMx paclopsAAHTENbHYIO, TBOPYECKYHD U HHYIO
JOKYMEHTaLUMIO (JOKIafbl, MHChMa, CTEHOTPaMMBI), JJisl KOTOPOH TOYHAd AaTHPOBKA
HMeeT BaXKHOE 3HAYeHHe, a TakkKe IA Jell, COCTOAIIHMX H3 HEeCKOJNLKMX TOMOB
(uacreit), sBNAOTCA JAThl (YKCIO, MECAI, TIOMA) perdcTpaiuyd (COCTaBJIEHHS,
MOCTYIUICHUS) CaMOr0o paHHero M CamMoro IMO3JHEro JOKYMEHTOB, BKJIIOYEHHBIX B
neno (KpalHUe JaThl Aell, JOKYMEHTOB).

Jaroi jena, couepxamero HpPOTOKOJLI  3acelaHHil, ABISIOTCH  JIATh
YTBEPXKACHHS (ecliy OHH YTBEepPKIAIOTCSI) WM JaTbl ICPBOFC W IOCHEIHEero
MIPOTOKOJIA, COCTABIAIOINX Jello.

Jlaroii nuYHOrO nena SBJAIOTCA NATHl ITOANMCAHMS IIPUMKA30B O IpueMe M
YBOJIBHEHHUH JIMIIA, Ha KOTOPOe OHO 3aBEIECHO.

IIpu 0603HaUeHNN AaThl JOKYMEHTa CHa4ala YKa3bIBaeTCs YUCIIO, 3aTeM MECSL]
u rox. Yucmo u rom o003HAYAOTCSA apaOCKuMM LHU(ppaMH, Ha3BaHHe Mecsdla -
CJIOBOM.

Ecnmu para JOKyMeHTa MM OTACIBHBIC €€ BJIEMEHTHl  ONpeAeNAiOTCs
MIPUOIM3UTENFHO, HAa OCHOBAaHMM aHajiM3a COJASpXKaHHs MOKYMEHTa, TO JAaTa WIH
OTAENbHEIC €€ BJIEMEHTHRI, He a0COJIOTHO IOCTOBEPHBIE, 3aKIIFOYAIOTCA B KBapaTHBIE
CKOOKH.

O6sa3aTeNbHBIME PEKBH3UTAMHE OOIOKKH Jiejia SIBJIAIOTCS YKa3aHue KOJIU4YecTBa
TUCTOB B Aeii¢ (IIPOCTABIACTCA Ha OCHOBAaHHH JIHCTa-3aBEpUTENs [Jena) M CPOK
XpaHeHust Jena (Ha JenaX MOCTOSHHOrO XpaHEHHs [uilerca: «XpaHHTb
TIOCTOSIHHO» ).

6.3. Opranmn3sanus OnepaTuBHOTO XpaHEHHS JOKYMEHTOB

C MoMeHTa 3aBEJICHUA M 0 [ICpefiady B apXxHB HCIIONHUTENBHOIO OpraHa Jena
XpaHATCS 110 MECTY UX (POPMHUPOBAHKS.

PyxoBoAHMTENH CTPYKTYPHBIX MOAPA3LeNIcHHH MCIIOJHUTEIBHOIO oOpraHa u



COTPYIHHKH, OTBEHAIOLlHe 3a JeJONpOH3BOACTBO, 00sA3aHBI 00ecneuuBaTh
COXPaHHOCTEH JOKYMEHTOB H Jell.

B uensx noBeILICHHS ONEPATHBHOIO MMOMCKA JOKYMEHTOB Jella paclosaralorcs
B COOTBETCTBHH C HOMeHKIarypod jen. Ha xopemikax o6oeK Jien yKaswslBarOTCS
HHAESKCHI IT0 HOMEHKJIaType.

WN3baATHE IOOKYMEHTOB H3 Jell IIOCTOSHHOTO XpaHeHHWd [OOIMycKaeTcsi B
HACKIIIOYUTCNIBHBIX CIAy4asX M [POM3BOLUTCE C pa3pelieHus pPYKOBOIWTEIA
HCTIOJHUTENBHOTO OpraHa ¢ OCTaBJEHHEM B JIeJIC 3aBEPEHHOM KONHWH JOKYyMEHTa |
aKTa O IIPHYMHAX BBIAAYH IMOJIMHHHKA.

7. HOPH,L'[OK nepenavd JOKYMEHTOB Ha XpaHEHHWE B dAPpXHUB UCTIOITHUTEIIBHOTO QpraHa

7.1. DxcnepTr3a HEHHOCTH JOKYMEHTOB

7.1.1. JOKyMEHTBl HCHOJIHHUTEIBHBIX OpPraHOB SBIAIOTCA COOCTBEHHOCTHIO
Kamuarckoro kpas U IOcje IIPOBEIEHMs 3KCIEePTHU3Bl WX LIEeHHOCTH B MOpSIKe,
YCTAHOBIEHHOM 3aKOHONATENbCKOM 00 apXWBHOM JHeile, rofiexar obs3arTenbHOH
mepejade Ha rocyAapcTBeHHOe XpaHeHHe B ['ocynapcTeenublit apxus Kamuarckoro
Kpas, Kak rocyIapcTBeHnas 4acTb ApxuBHoro gonzaa Poccuiickoit Peznepanuu.

[ToaroroBka JOKYMEHTOB K Iiepeate Ha XpaHEHHE B apXUB KUCIIONHUTEIBHOTO
oprasa, IPOBEACHHE SKCICPTH3Bl IIEHHOCTH JOKYMEHTOB, (GOpMHpOBaHHe H
odopMIleHHe JIeN, COCTaBJIeHHe OIMCcell Aen M aKTOB O BBIAEIEHHUH K YHHMHTOKEHHIO
JOKyMEHTOB H Jien ocymecTBisieTcs ciryx00it JOY u munamMu, OTBETCTBEHHBIMH 34
BeJleHUE JIeTIONMPOU3BOACTRA.

7.1.2. DOxcneptdza IUEHHOCTH [OKYMEHTOB - OTOOp [OKYMEHTOB Ha
rOCyHapCTBeHHOE XpaHEHWe MM YCTaHOBIEHUE CPOKOB HX XpaHEHMsd Ha OCHOBE
HOPUHATEIX KPUTEPUEB.

7.1.3. DKcrepTvze IEHHOCTH TNOJUIEXAT BCE AOKYMEHTHI MCIIOIHUTENHHOTO
OpraHa He3aBHCUMO OT BHAOB HocHTeneit m cmocobos zamucu. o nposeneHHs
HKCIIEPTU3BI HEHHOCTU YHUUTOXKEHUE TOKYMEHTOB 3allpellaeTcs.

7.1.4. DOxcrepTyu3a LEHHOCTH JOKYMEHTOB B HCIIOJHUTENBHOM OpraHe Ha
CTaJiMK ACNIOIMPOU3BOJCTRA MMPOBOJUTCS: IPHU COCTABICHHMM HOMEHKIATYphl Aell; B
poliecce (JOpMHPOBaHUS 1€ K NIPOBEPKH NIPaBHIBHOCTH OTHECEHHMS JTOKYMEHTOB K
zenaM; Py MOATOTOBKE AeN K IlepeAade B apXUB HCIOJIHUTENBHOTO Oprata.

7.1.5. Lenpro 3KCnepTH3bl HEHHOCTH TOKYMEHTOB B HCIIOJHUTEIBHOM OpPIraHe
SIBTISIETCA!

otbop MOKYMEHTOB NI BKIFOUEHMS B cocTaB ApxuBHoro ¢onma Poccuiickoi
Oepepanuy; .

BBISIBJIEHHE TOKYMEHTOB, HE IIOANEHAIUX TalbHeHIleMy XpaHeHHIO.

7.1.6. DxcnepTH3a LIeHHOCTH JOKYMEHTOB IIPOBOJUTCA HA OCHOBE:

JIeHACTBYIOIIETO 3aKOHOAATENBCTBA ¥ WMHBIX HOPMATHBHBIX IIPABOBBIX aKTOB
Poccuiickoit @enmepaupn B objactd  apxuBHOTO Jjena, HHQopMmauMd |
JOKYMEHTaIIMHOHHOTO O0ecTieueHAs YIIPaBIeHHS;

TUIOBBIX, BEOOMCTBEHHEIX M HHBIX IlepedyHed JOKYMEHTOB C YyKa3aHUEM
CPOKOB UX XpaHEHWUd, THIIOBBIX M IPHMEPHBIX HOMEHKNATYD Jed, HOMEHKIATYD Jel
HCIIQIHUTENBHOr0 OpraHa.



7.1.7. B MCHOTHUTENBHOM OpraHe JUisi UPOBEACHHA 3KCHEPTH3Bl HEHHOCTH
IOKYMEHTOR CO3/1aeTcs 3KcIepTHas KoMuccus (manee - 3K).

Jng TpoBeAeHHs OKCIEPTH3bl IEHHOCTH HAay4HO-TEXHHYECKOW u Jpyroi
ClleuadbHON  HOKYMEHTauuu MokeT OmITh co3gama OK, Bxmogaroras
COOTBETCTBYIOIINX CHEIHATHCTOB.

7.1.8. DK saBngerca coBewIaTeJFHBIM OpPraHOM TIPH  PYKOBOIUTENE
HCIIOJIHUTENBHOTO OpraHa, co3JaeTcs I[pHKa3oM M JelicTByeT Ha OCHOBAaHHH
nonoxeHus. Ilonoxernne 06 OK 10 ero yTBep)KAeHHS HOIEKUT COIJIACOBAHHIO C
OIIMK ArentcTBa no genam apxuBoe Kamuatckoro kpas.

7.1.9. OcnoBHOH 3agjaueit OK saBnsgercs opraHmsanis M MNpOBeAeHUE
3KCTIEPTU3HI IEHHOCTH JOKYMEHTOB.

7.1.10. OcunoBusiMu dyHkupamu DK apisroTes:

OpraHuM3allys eXXEroHOro 0Toopa e Vi XpaHeHHs U yHHUTOXKEHUS,

pacCMOTpeHHe H  COrJlacoBaHHE  IIPOGKTOB  HOMEHKIATYpel  Jel
UCIIOJIHUTENILHOIO OpraHa, onucedl Jel, JOKYMEHTOB IOCTOSHHOTO H BPEMEHHBIX
(cBeimie 10 j1eT) CpOKOB XpaHEHHS, B TOM YHCJIEC IO ITUYHOMY COCTaBY, aKTOB O
BEIZIEJIEHUN K YHUUTOXXSHHUIO AeJl, He MONC)KAINX XPaHEeHHIO, M IPYTHX aKTOB;

TIOATOTOBKA TIPEJIOKEH it 06 OlpeNeeHut CPOKOB XpaHEHH s JOKYMEHTOB, He
IpeIyCMOTPeHHBIX IepeYHIMH, M 00 H3MeHEHMH CPOKOB XpaHEHHS OTACHBHBIX
KaTeropuii JOKyMeHTOB, YCTAHOBIEHHBIX [IEPEYHSIMM;

y4yacTHe B IIOATCOTOBKC M pPACCMOTPEHMM IIPOEKTOB HOPMATUBHBIX M .
METOANYECKUX JOKYMEHTOB II0 BOIIpocaM padoThl ¢ JOKYMEHTAMU B HCIIOMHUTEIBHO
oprase,

METOU4YECKOe PYKOBOACTBO paboTaMu B 00IacTU 00ecleYeHrs COXPaHHOCTU
JOKYMEHTAJILHOr0 U apXUBHOTO (JOHIOB UCIIONHUTENFHOrO OpraHa.

7.1.11. DxcriepTyza HUEHHOCTH JOKYMEHTOB IIPOBOJUTCS €XXETOAHO.

[lo pe3ynpTataM 3KCHEpPTH3bl LEHHOCTH B CTPYKTYPHBIX IOIPa3AescHUAX
HCIIOTHUTEIFHOI'O OPraHa COCTaBISIOTCS OIMCH JIeNl CTPYKTYPHBIX TOApa3/ielieHH:
IIOCTOSTHHOTO, BpeMeHHbIX (cBbile 10 ner) cpokoB XpaHeHus, [0 JUYHOMY COCTaBY
(mpunoxenus 16,17,18), Ha OCHOBE KOTOPBIX B apXMBE HCHOJIHHUTENBHOIO OpraHa
COCTaBIIIOTCA TOJOBBIE pazfelbl COOTBETCTBYIOLIMX CBOJAHBIX OIKceH Jel,
IOKYMEHTOB (npuioxenue 19). ‘

7.1.12. T'padsl onuceil 3alonHSXOTCS B TOYHOM COOTBETCTBHU C TEMH
CBEICHMAMH, KOTOpPbIe BEIHECEHE! Ha 0DII0XKKY Jerna.

Kaxxmoe neno BHOcHTCA B ONMCH MOA CaMOCTOSTENBHBIM IOPAOKOBBIM
HomepoM (rpada 1). Ecinu geno cOCTOUT U3 HECKOJIBKUX TOMOB (4acTel), TO KaXKablil
TOM (€IUHHIA XPAHEHHSI) BHOCHTCS B OIHChH M0 CAMOCTOATEIEHBIM HOMEPOM.

Wunexc nena (rpada 2) ykaspiBaeTcs coriacHO HOMeHKIaType Ael. Ecnu geno
COCTOHT H3 HECKOJBKHX TOMOB (uyacTeif), To Bce TOMa (dJacTH) Aela JODKHBI UMETh
OAUHAKOBLIC HHACKCEI.

B rpade 3 nuwercs 3aronopok gena. Ilpu nepedncienyy nen ¢ OAHHAKOBEIMA
3aroJJOBKAMHM TIOMHOCTBIO TMMIIETCS TOJNBKO 3arojIOBOK IEpBOre Jena, a Bee
OCTaJIbHEIE 0003HAUATCS CIIOBAMHU «TO XKE».

B rpade 4 ykazpiBaloTcs KpaiiHue NaThl ena.

B rpade 5 - xomugecTBO JIUCTOB B Jielie Wil €r0 TOME, YacTH.



CucremaTuzalsa el B OIKMCH OCYILECTBISIETCH B COOTBETCTBHH C MX
CHCTEMATH3aIlHeH B HOMEHKIAType [ej HCIIOJHUTENBHOro oprada. JIMYHEBE Aena
CHCTEMATH3UPYIOTCA B OTIHCH TIO aN(aBUTY.

Ilepexogsipe Aena BKIOYAIOTCS B OIMCH TI0 HAa4aJlbHBIM JlaTaM.

B xoune omnmcu Bclen 3a nociedHEH OIHMCATENBHOHM CTaThkeH Jesaercs
WTOTOBas 3aIkCh, B KOTOPo# ykazsiBaercs (1rdpaMu ¥ NPOMUCHI0) KONTUYECTBO JEN
(eIVHHI] XpaHEHHs ), YUCIAIMXCSA IO ONUCH, MEPBBIH M MOcIeHUH HOMepa Aen Mo
onucH. [1py MojBeIeHHM HTOra YUHTHIBAIOTCS OCOOEHHOCTH HyMepalluy JEN B OIUCH
(HaNU9IHe TUTEPHBIX U MPOIYLIEHHEIX HOMEPOB).

Hanpumep:

B omuce BHeceHO 14 (deThipHaauath) enuuul xpasenus ¢ Ne 1 o Ne 15,
W3 HUX:

nutepHbii Ne 9a,

npormyinersl Ne Ne 7, 8,

3akoHuYeHHas OIMChH Jejl, AOKYMEHTOB MOJDKHA BKIOUaTh He Oonee 9999
eAMHHUI] XpaHeHH .

7.1.13. B npouecce cocTaBleHWsi ONKACH COCTABHTENb MOJDKCH IIPOBEPHTE
KadecTBo (GOpMHUPOBaHHS W OQOpMICHHA [, COOTBETCTBHE KOJIHYECTBa Jel,
IOOJIeXAIMX Ilepefade B apXuB, HTOrOBOM 3amucH B HOMeHKnarype. Bcee
BLISBIEHHBlE TIPM NpPOBEPKE HENOCTATKY B (POPMUPOBAHHH H OQGOPMICHHMH Iel
IOJDKHBI OBITH YCTPAHEHBL.

7.1.14. Onucu (rofosble paszersl onucel) feil, ZOKyMEHTOB COCTABIIAIOTC:

IIOCTOSHHOIO XpaHEHWS - He MeHee YeM B YeThpeX SK3eMIUIApax: TpH Ha
OyMa)KHOM HOCHTENe W OJWH - B 3JCKTPOHHOM BHUIe (B KadecrBe pabouero
9K3eMIUIspa);

BpeMenHoro (cBoime 10 seT) xpaneHus - He MeHee 4eM B [BYX JK3eMIUIIpax;

JOKYMEHTOB II0 JJHYHOMY COCTaBYy - He MeHee 4eM B UEThIpeX 3K3eMIUIApax:
TP Ha OyMa)KHOM HOCWTeNle, OFIMH - B SIIEKTPOHHOM BHJE (B kadecTBe pabouero
BK3eMIULIpa).

7.1.15. Ha gena ¢ WHCTCKIIMMHU CpOKaMHM XpaHEHMA B CIPYKTYPHBIX
HOAPA3HENICHUIX HCTIOTHHATEIIFHOTO OpraHa COCTABISIOTCS NPEMNIOXKEHHS K aKTy O
BBIJIENIEHHH K YHHYTOXEHHIO JOKYMEHTOB, He TOIeKalIUX XPaHEHHIO,

Ha ocHOBe mpelyioKeHHH CTPYKTYpHBIX TMonpa3fenenuil cioyxda OV
COCTABNJET aKT O BBIZCACHHM K YHHYTOKEHUIO AOKYMEHTOB, HE MOICKAIIHX
xpanedno (mprnoxerne 20).

Jlena BKIIOYAIOTCS B aKT O BBLIJIENEHWM K YHHYTOXEHHUIO JOKYMEHTOB, He
IOIeXKALTHX XPaHEHHUIO, €CIIH NIPelyCMOTPEHHEIH Ul HHX CPOK XpaHEeHHs HCTEK K 1
SIHBapsI FOJIa, B KOTOPOM COCTaBIIEH aKT.

7.1.16. Iiena ¢ otmeTtko# «3I1K» nomiexaT NONMMCTHOMY NPOCMOTPY B LENAX
BBHIABJIEHHSI JOKYMEHTOB, NOMNESKAIMX MOCTOSHHOMY XPAaHEHHIO. BEIABIECHHBIE B
TAKuX Aellax TOKYMEHTHI IOCTOSHHOIO XPaHCHUS BBIACISIOTCS M IIPUCOEIUHAIOTCH K
OJHOPOAHAIM HejaM Wi POPMUPYIOTCS B CAMOCTOATEABHBIE AEIA.

OcranpHble HOKyMeHTHI ¢ oTMmeTkodl «OIIK» BkmoudaroTcs B aKT Ha



yauuToxenue. Ilpu arom orMeTka «OITK» B akTe He ykasbiBaeTcs.

7.1.17. Omucy Ha Jena, JOKYMEHTHI NOCTOSHHOTO XPaHEHHS U 10 JUYHOMY
COCTaBy M aKTBHl Ha YHUUYTOXEHHE JOKYMEHTOB paccMaTpHBaloTcs Ha 3acegaHuu JK
onnoBpemenHo. Ilo wumroram paccmorpenuss 3K cormacopeiBaiOTCs OnHUCH  Jied,
JOKYMEHTOB IOCTOSSHHOI'O XPaHEHHUA U II0 MMYHOMY COCTaBY U aKThHl O BBIAECICHUH K
YHHYTOXEHHIO TOKYMEHTOB.

7.1.18. Cornacopannsle DK HCIOTHUTENBHOIO OpraHa OMKUCH A€l JOKYMEHTOR
(romoBhIe pa3zgeinbl) npeacTasisrores Ha paceMoTperune JIIMK ArenTcTBa no nenam
apxuBoB KaMuaTcKoro kpas:

IIOCTOSIHHOTO CPOKa XpaHeHUs - Ha YTBEPKISHHUE,;

IO TUYHOMY COCTABY - Ha COIJIACOBaHUE;

Omnucu nen, TOKyMeHTOB (TONOBBIE Pa3/ieNbl) HAMPABIAIOTCA Ha pacCMOTpeHUe
OIIMK ArentctBa Mo genaM apxvuBoB KaMuaTcKoro Kpas B TpeX dK3eMIUIIpax Ha
OYMa2)XXHOM HOCHUTENE U OJHOM 3IK3eMIUIIpe Ha DNIEKTPOHHOM HOCHTeEINle Hepe3 3 roga
IIOCJIC 3aBepIIeHs Ae B ACIONPOU3BOJICTBE.

[Tocne yrBepxaeHus u cornacoBanus JIIMK AreHTcTBa mo fenaMm apXHBOB
Kamuarckoro kpas omnucedl Ael, HOKYMEHTOB OIHCH ¥ aKT O BBIJIEIICHHH K
YVHUYTOXKEHHIO JIOKYMEHTOB, He TOMNeXaluX XpPaHCHHIO, YTBEPHJAKTCS
PYKOBOAHTEIeM HCIOIHHUTEIBHOIC OpraHa, Iocie Yero aea, BelAeAeHHbIE 110 aKTy K
YHUYTOXKEHHUIO, MOTYT OBITH YHHYTOXKEHBL.

7.1.19. Jlema na OyMa)XXHOM HOCHTENe, BBIAENCHHbIE K YHHUYTOXEHHIO,
nepefaloTes Ha YHUUTOXeHHe (YTHIH3AIMIO) IO aKTy O BBIACIEHHH K YHHUTOXKECHUIO
JOKYMEHTOB, & TaK)Ke Ha OCHOBAHHM MHBIX JAOKYMEHTOB, MOATBEPXAAIOLIUX (aKT
cllauy JOKYMEHTOB Ha YHUUTOXKeHHe (YTUIH3AIHIO).

DAeKTPOHHBIE AeNa ¢ UCTEKIIMMHU CPOKaMHU XPaHCHHMSA IOATIEKAT BEIICIISHHIO K
YHHYTOXKEHHUIO Ha OOIMX OCHOBAaHHUAX, IIOCIE Yerc IMPOBOAHUTCA HX (U3MUecKoe
YHHUYTOXKEHHE HIM YHHUYTOXKEHHE IIPOrpaMMHO-TEXHHUYECKHMMH CpPEICTBAMU C
COOTBETCTBYIOIIEH OTMETKOM! B aKTe O BBIEIICHUY K YHHUTOIKCHHIO IOKYMEHTOB.

7.1.20. B cny4yae OTCYTCTBHA A€, YHCISAIIMXCA II0 HOMEHKIAType W
IIOIJIEKAIIHUX Iepeaade B apXUB, IPUHUMAIOTCS MEPBI 10 HX PO3BICKY.

Po3bICK apXUBHEIX JOKYMEHTOB, He OOHapy)XeHHBIX B XOJE€ IPOBEPKH,
OpraHH3yeTCsS C MOMEHTa BBIABIEHUA OTCYTCTBHS H MPOBOIUTCS B TEUEHHE OITHOTO
roja.

ObHapy>XxeHHBIe Jelia BKIHYAITCS B OIKCH.

Ha pgena, #He oOHapyXeHHBle B XOJe IPOBEPKH HAMYMA H COCTOSHHS
JOKYMEHTOB, COCTaBNgeTca akT 00 yIpare AOKyMeHTOB (mpuinoxeHue 20), KOTOPBIH
paccmaTpuBaeTcs DK HCIIONHHUTENBHOTO  OpraHa ¥ YTBEPXKAAeTcs  ero
pykoBoauTeneM WM 3amectuTeneM. K axTy npuraraercs cnpaBKa O IIPOBEAEHHM
pO3BICKa, MOATOTOBIEHHAs U IOANMCAHHAs JIULIOM, MPOU3BOAMUBIINM MIPOBEPKY. AKT
06 yTpaTe [OOKYMEHTOB IpejACTaBiseTcsi B AreHTCTBO IO [CNaM apXHBOB
Kamuarckoro kpas I MPUHATHS PElICHHS O CHATHH YTPad4eHHBIX Jell C ydera.

7.2. ITogroToBka U nepegaya JOKXYMEHTOB B apXUB.

7.2.1. JoxymenTsl ApxusHoro ¢onna Poccuiickoit @emepaiui 1 TOKyMEHTEI
BpeMeHHBIX (cBBIIIe 10 eT) cpoKOB XpaHeHHs, B TOM YHUCIE IO JIUYHOMY COCTaBY,
MepefalTes B apXUB UCIIOIHUTENBHOIO Oprana He paHee, MeM 4Yepe3 OJUH Ioj U He



MO37Hee, YeM Uepes TpY rofad nocje 3aBepllieH s Jell B AelI0NpPOH3BOACTRE.

JIOKyMEHTEI [0 JINYHOMY COCTaBY FOCYAAPCTBEHHBIX TPAXKIAHCKHX CITYXKallUX,
YBONIEHHBEIX € TrOCYHapcTBEHHOH TIpakIaHCKOH ciryxObi, MnepemaloIcs B apxXuB
WUCTIOJTHUTENLHOrQ Oprada mo ucreueHuu 10 eT co JH yBOIBHEHUS.

Hena Bpemennsix (1o 10 neT BKIIOYHTENbHO) CPOKOB XpaHEHHs B apXHUB He
nepernatorca. OHM XpaHATCA B CTPYKTYPHBIX IOAPA3IENEeHUAX HCIIOIHUTEILHOTO
opraia M II0 WCTeUEeHWM CpPOKOB XpaHeHHUs TNOINeXaT YHHYTOXKEHHIO B
YCTAaHOBIIEHHOM TOpsJIKe. B HCKIIOUUTENBHBIX CIIydasx M0 pelleHHIO PYKOBOAUTE
HCTIONHUTENBHOrO OpraHa Jenia BpeMeHHBIX (Mo 10 JieT BKIIOUHUTENBHO) CpPOKOB
XpaHeHHs MOTYT IepelaBaThcsl B apXHUB MCIOMHUTENBHONO OpraHa IO OIHMCAM AeT,
OOKYMECHTOB MJIM [I0 HOMEHKIIATYpE JIeIL.

7.2.2. Tlepena4a fen B apxyB HCIIOJIHUTEILHOIO OpraHa OCYILECTBISIETCA IO
rpadMKy, COIVIACOBAHHOMY C PYKOBOAUTCISIMH CTPYKTYPHBIX MOApPA3/CICHUH,
nepefaopX JOKYMEHTEl B apXWB, M  YTBEPXKXICHHOMY pYKOBOIHUTEIEM
UCIIOJTHUTENHHOTO OpraHa.

B mepumon 1OXroTOBKM MAen Ha OyMaXHOM HOCHTeNe CTIPYKTYpPHBIM
[ofipa3/ieJieHeM K Ilepejade B apXWB HCIONHUTENIBEHOrO OpraHa COTPYJHHKOM
apXMBa IIpOBepsAeTCA HpPaBWIBHOCTE MX  (opMmupoBaHus, OQGOPMICHHUS U
COOTBETCTBHE KONHYECTBA [J€J, BKIIOUCHHBIX B OMNHCh, KOIHYECTBY JeJ,
c()OPMHUPOBAHHBIX B COOTBETCTBUM C HOMEHKJIATYPOH Jesl HCIIOIHHTENBHOIO OpraHa.
Bce BhIsSBIEHHEBIE IPU NPOBEPKE HEAOCTATKU B (OpMUPOBaHMM M OMOPMIIEHUU Jell
pabOTHUKM CTPYKTYpPHOTO NoApaz/ielieHus 00sg3aHbl YCTPaHUTb.

7.2.3. TlpueM-niepeaaya Jie) B apXUB HCTIOJIIHUTEIBHOIO OpraHa MpOoU3BOIAUTCS
pabOTHMKOM apXHBa B IPUCYTCTBUH pabOTHHMKA CTPYKTypHOro mozpasaenenus. Ha
HK3EMILIAPAx OMMCH Jell, JOKYMEHTOB IIPOCTaBisAeTCs OTMeTKa O Haluduu jgena. B
KOHIIE Ka)KIOT0 3K3eMILISpa OMMHCH YKa3bIBaloTesA LudpaMi 1 TIPOIIHCHI0 KONHUYIECTBO
(bakTHUeCKH MPHUHSATHIX B apXHUB A€J, HOMEpa OTCYTCTBYIOIUMX [IEJ, JaTa IpueMa-
fHepefadd Jen, a TakKe NOANHCH JHLA, OTBETCTBEHHOIO 3a apxMB, M JHLA,
nepeAaBIlero gena.

7.2.4. Tlepenaua 3JI€KTPOHHEIX JOKYMEHTOB B apXHB UCIIONHHTENIHHOTO OpraHa
IIPOM3BOMTCS Ha OCHOBAHHM OMUCEH 3NEKTPOHHEBIX Ael, JOKYMEHTOB CTPYKTYPHBIX
IIO/pAsAeNICHMIA 110 HHGOPMAIIIOHHO-TEIeKOMMYHUKAMOHHO! ceTH (TP HanW4UU B
apxuBe HMH(OpPMAUMOHHOW CHCTEMBI) MIHM Ha (u3HdYecku 000CcOO0NeHHBIX
MAaTepUAaNbHbIX HOCHTENIX, KOTOphIE TMPEACTABIAIOTCS B JABYX HAGHTHYHBIX
9K3CMILIIpax.

[Tpu mepenaye 2NeKTPOHHBIX JOKYMEHTOB B apXMB HCIIOJHHUTEIBHOIO OpraHa
BBIITOJIHSIOTCS CIeAYIOIUE OCHOBHBIE IIPOLIEAYPE] paboThl C JOKYMEHTaMMU:

dopmupoBane B UHOOPMAIMOHHON CHUCTEME€ MCIIONHHUTENIBHOIO OpraHa
AMEKTPOHHBIX MM, SBJIAIONINXCS COBOKYIMHOCTBIO KOHTEHHEPOB 3JIEKTPOHHBIX
JOKYMEHTOB Wi KOHTEHHEpOM JIIeKTPOHHOTO JOKYMEHTa, COAEpPXKallluM KOHTEHT U
METAJaHHBIE JJIEeKTPOHHOIO JOKyMeHTa, (aiipl 3JIeKTPOHHBIX IIoAMHCed H
BU3YAITM3HPOBAHHYIO KOIHIO TEKCTOBOIO 3JIEKTPOHHOIO AOKYMEHTa B (opmare
PDF/A;

GopMHpPOBaHHE OIMCH DOSIEKTPOHHBIX [ell, JOKYMEHTOB CIPYKTYPHOI'O
HOJpa3IeIeHUs,;



IpoBepKa apxXMBOM MCIIOJHUTENIEHOTO OpraHa 3JIeKTPOHHBIX JIOKYMEHTOB Ha
HaJIMYHe BPeJOHOCHEIX KOMITBIOTEPHBIX [IPOTPaMM;

IIpOBepKa BOCMIPOU3BOJUMOCTH JIEKTPOHHBIX JOKYMEHTOB;

npoBepKa (PU3UYECKOTO B TEXHHYECKOIO COCTOSHUS HocHuTeseH (1pu nepenade
SNEeKTPOHHBIX NOKYMEHTOB B apXUB Ha (U3NYecKH 000COOJCHHBIX MaTCpUalbHBIX
HOCHTETAX);

IpOBEepKa NOMIUHHOCTH 3JEKTPOHHOM  IIOJIIMCH, KOTOpOH IoANHCcaH
SJIEKTPOHHBIN JOKYMEHT.

7.2.5. IpreM aJieKTPOHHEBIX IOKYMEHTOB B apXUB HCIIOIHUTENBHOTO OPTaHa Mo
WHGOPMALTIOHHO-TEJICKOMMYHHKAITHOHHOR ~ ceTH (pM HaNUYHH B apxuBe
WHQOPMALIMOHHOA CHCTEMBbI) HJIH Ha (QU3UYeCKH OOOCOOJIEHHBIX HOCHTENAX
oopmIIseTcs COCTABIEHHEM HTOTOBOM 3allCH B KOHIE OIKMCH BIEKTPOHHBIX Hell,
OOKYMECHTOB, B KOTOpOH UHM(ppaMd M IPOIKHCHO YKa3bIBATCS KONHMYECTBO
dakTHUEeCKH NPHHATBIX B apXUB 3IEKTPOHHBIX e U 3JeKTPOHHBIX AOKYMEHTOB,
Hrorogas 3amuch MOATBEPKAAETCS IOAMUCIMU COTPYIHHKA apXHUBa M COTPYIHHKA
CTPYKTYPHOIO NIOApa3ielIeHd, TepeAaBIlero MIeKTPOHHEIE Jejia M JOKYMeHTEI. flpu
OpHeMe Ha apXUBHOE XpaHEeHHe OSJEeKTPOHHBIE Jela 3aBepsIoTCs 2IeKTPOHHOM
HOAMUCHI0 PYKOBOAUTENA HCIONHHUTEIBHOIO OpraHa WM YIOJIHOMOUYEHHOIO UM
JOJDKHOCTHOTO JIMIIA.

7.2.6. Ilocne npuema B apXHUB SIEKTPOHHBIX JOKYMEHTOB Ha (H3MYECKH
060COOJIEHHBIX MaTepHaIbHBIX HOCHTESIX BKJIAABIIIM, IOMELIEHHBIE B (YyTiap
eAMHUIBl XpaHeHUs B CTPYKTYPHOM IOZpa3fefeHHH, 3aMEHSIOTCA Ha BKJIAJBIIIH,
o(OpMIICHHEIE B apXHBE.

Ha Bxjazple, noMemaeMoM B Gy TIAp SIUHMIBI XpaHeHHs, 0hOpMIIIEMOM B
apXMBe, YKa3bIBAETCH:

HAUMEeHOBaHWE UCITONHUTENHHOTO oprada (IIoJIHoe, COKPAaIlieHHOE);

HoMep (oHnaa;

HOMEP OHMCH 3JIeKTPOHHBIX Ael, JOKYMEHTOB;

HOMEp [Zi€J1a 110 OIUCH;

OTMETKAa O CcTaryce OK3eMIUIApa OJIEeKTPOHHBIX JOKYMEHTOB: «OcH.»
(ocHoBHOM) UMK «Pab.» (paboumit);

KpaliHue AATHl JOKYMEHTOB RIEKTPOHHOIO JelIa;

Ipu  HeoOXOOUMOCTH  OGOPMIIOTCS  JONOJHHUTENBHBIE OTMETKH 00
OTpaHHYEeHHH AOCTYIIA K IOKyMEHTaM.

Brxuragei nomeinaercst B GyTisip Gpu3HuecKd 000C0o0NeHHOro MaTepHalbHOTO
HOCHTENS TakuM o0pa3oM, YTOOBI HAAIKMCH Ha HeM OBLTM BUAHBI IIPHU 3aKPBITOM
bymIpe.

7.3. Tlopsmox npuema HmokyMeHTOB ApxuBHoro ¢onaa Pocculickoit
®enepannu B rocyjapcTBEeHHBIN apxuB KaMuaTckoro kpas.

7.3.1. B coorBeTcTBHM C 3akoHomarenbcTBOM Poccuiickoil Penepaumu
o0paszoBaBIlldecss B HCIOJNHHTENIBHOM OpraHe JOKYMEHTBl ApxuBHOTO (oHza
Poccuiickoit @enepaun Mo HCTEYEHHH CPOKa MX BPEMEHHOTC XPaHEHHs B apXUBE
dcrnoHuTeibHoro opraHa (10 nmer) mepemaroTcs Ha IOCTOAHHOE XPAHEHHE B
rocyaapcTBeHHbIH apxuB Kamuatckoro xpast.

7.3.2. JIoKyMeHTBI TiepefaloTCs Ha JIOCTOSHHOE XPaHEHHE B YIIOPAAOYEHHOM



COCTOSIHUH C COOTBETCTBYIOUIMM Hay4HO-CIPaBOYHBIM ammnaparoM. Bce paloTsr,
CBA3aHHBIC ¢ OTOOPOM, IIOJITOTOBKOH M Hepelayeil AOKYMEHTOB HA IOCTOSHHOE
XpaHeHWe, B TOM YHCIE ¢ UX YHOPSIIOYEHHEM H TPAHCTIOPTHMPOBKOM, BHIOIHAIOTCS
38 CHET CPELCTB UCIOIHUTEIbHBIX OPTraHOB, MEPENaIONNX JOKYMEHTEL,

7.3.3. JocpouHas mepefadya NOKYMEHTOB Ha IIOCTOSHHOE XPAHCHHE MOMKET
OBITH OCYIIECTBJCHA IpPH OTCYTCTBHH HEOOXONUMBIX YCIIOBHI g obecriedeHHs
COXpPaHHOCTH JOKyMeHTOB ApxuBHoro goHza Poccuiickoit ®enepaunu, npu yrpose
yTpaThl (YHHYTOXEHHA) JOKYMEHTOB, a Tak)Ke [0 MPockle HCIONMHUTEIHFHOIO OpraHa.

7.3.4. TlpoaneHne cpoKOB XpaHEHHs JOKYMEHTOB B apXHBE MCIOJHUTEILHOTO
opraHa AOITyCKaeTCsl II0 ITIMCHMEHHOMY pa3pellicHHIO TOCYJapCTBEHHOTO apXhBa
Kamuatckoro kpas B cilydae HEOOXOIHUMOCTH IPakKTHYCCKOTO HCHOJIL30BaHUA
IOKYMEHTOB HCIOJIHMTEIBHEIM OPraHOM.

7.3.5. Tlepenaya [OKyMEHTOB MOCTOSHHOTO XPaHEHUs B IOCYAapCTBEHHBIM
apxuB KaMyaTckoro xpas OCYIIECTBISeTCS II0 OHHCAM JCH, JAOKYMEHTOB
IIOCTOSIHHOTO CpoOKa XpaHeHus, yteepxkieHHeM INIMK ArenrctBa mo jgenam
apxuBoB Kamuarckoro xpas, B COOTBETCTBHH C IUIAHOM, YTBEPXICHHBIM
PYKOBOJUTENEM apXKBa IO COTNIACOBAHHUIO C IEPEeNarOlIUM JeNa HCIONHUTENBHBIM
OpTaHOM. )

7.3.6. Ilepen mepenauell TOKYMEHTOB Ha MOCTOSHHOE XpaHEHUE COBMECTHO C
IpeacTaBuTeNeM TOCyJapCcTBeHHOro apxusBa Kamuarckoro Kpas TIPOBOIUTCH
MpOBepKa MMPaBHUILHOCTH ONMCaHKM H O(QOPMIICHUS Ael, PU3NYECKOTO U CAaHUTAPHO-
THTHEHUYECKOr0 COCTOSHHS JOKYMEHTOB. YCTpaHecHHe OOHapy)XeHHBIX AedheKxToB
TIPOBOAMTCS CUJIAMHU HCIIOTHUTEILHOIO Oprasa.

7.3.7. Tlepenaua aen npoBonuTcs noeguHu4HO. Ha Bcex deThlpex SK3eMIUIIpax
onucel gen, JOKyMEHTOB IPOCTABISIIOTCI OTMETKH O MPUEME JIEI.

ITepenayia JOKYMeHTOB O(OPMIIAETCS aKTOM MpHeMa-Tiepeiadl JOKYMEeHTOB Ha
XpaHeHue (mpuiioxkeHue 21), coCTaBIsAeMBIM B ABYX dKzeMIULsIpax. OMUH 3K3eMIIIp
OocTaeTcsi B TrocyZapcTBeHHOM apxuBe Kamuarckoro kpasd, JApyroi - B
HCTIONMHUTEIFHOM opraHe. BmecTe ¢ HOKyMEHTaMH Iepenaercs TPU DK3eMIusapa
OIIKICH JieJ], JOKYMEHTOB, B TOM YHCJIE OIHUH B JIEKTPOHHOM BHJE.

7.3.8. Ilpu neppoil Tiepemauye MAOKYMEHTOB B I'OCYJApCTBEHHBIM apXuB
Kamuatckoro Kpas mepefacTcs MCTOpMYEcKas CripaBKa K (OHIY W NPEIOHCIOBHE K
onucu. Ilpu mocnenyromux Iepefadax AOKYMEHTOB NEpeNaeTcs [OINOIHEHHE K
HUCTOPUYECKOH CIIpaBKe U NPEeJUCIIOBHS K ONUCH.

Hicroputieckas crpaBka K (OHAY COCTOMT H3 TpeX pa3lelioB: HCTOPHA
donmoobpazoBaTensd, OTpaXkarollas HCTOPHIO HCIIOJHMTENBHOIC OpraHa co
CCHUIKAMH Ha COOTBETCTBYIOIIME 3aKOHOAATE/IbHBIE W HOPMATHBHBIE aKTHl (HaThl
o0OpazoBaHus, TNEepPeMMEHOBAHHSA, PEOPraHU3allu{, JHKBHAALUH, BEIOMCTBEHHYIO
NPHHAIUIEXKHOCTh,  CTPYKTYPY K QYHKUMH, MX  H3MEHCHHMS, Ha3BaHUC
npeauecTBeHHUKa), uctopus (GoHaa (ob6veM, KpaiiHue aaThl JOKYMEHTOB, CTENEHb
UX COXpPAaHHOCTH, JAaThl IepeAadd MAOKYMEHTOB Ha IIOCTOSHHOE XpaHEHHE) H
XapakTepucTHKa JOKyMEHTOB (oHIOA (PasHOBHAHOCTH ACKYMEHTOB, 0COOEHHOCTH
(opMHUpOoBaHus €IUHUIl XpaHCHWS W KX CHCTEMaTH3allid, Hanuyhue HOKYyMEHTOB,
BRIXOJAINMX 32 XPOHOJIOTHYECKHE T'paHHUIbl JeATeNbHOCTU (PoHAc0OpazoBaTens,
COCTaB CIPAaBOYHOTO ammapara K (OHIY, MECTO XpaHeHHs JOKYMEHTOB 10 JTUYHOMY



COCTaBY).

Hcropuyeckas cripaBka K (OHAY COCTaBIAETCA B ABYX DK3eMILLAPax, OJHH -
XpaHUTCS B Jele (oHIa, BTOpOHl - mepedaeTcd B TOCYNApCTBEHHBIH apXMB
Kamuatckoro xpas.

B mpeAucioBHH K = ONMCH  KpPaTKO  W3NAraloTess  [epeHMEeHOBaHHS
HUCIHONHUTEIBHOTO oprana B HCTOPUYECKOH (xpoHoJOruYecKkoi)
IIOCTIeIOBATEIBHOCTH 3a IepHOJ, COOTBETCTIBYIOIIMH KpaliHUM JaTtaM eIuHMIl
XpaHeHHs!, BKIIFOUEHHBIX B ONUCH. IIpeiucioBHE MOAMMCHLIBACTCH COCTABHTEIEM C
yKazaHHueM JOJDKHOCTH M JaThl COCTABIICHUS.

7.3.9. Ecnum npu nepenaue OOHApYKCHO pacxXOXKIEHHE MEXAY HMTOTOBOMH
3aMKCHIO0 OIMMCH Jell, TOKYMEHTOB M (PakTHIeCKMM HallMuKeM TepelaBaeMbiX Aeil, B
OMHMCH JeJN, MOKyMeHTOB odopmisieTcs HOBasg WTOroBas 3alliCh, B KOTOPOM
yKa3bIBAIOTCA (PaKTHUeCKoe HalM4Ke e M HoMepa OTCYTCTByomwmx jnen. Homepa
OTCYTCTBYHOIIMX JeNl (QUKCUPYIOTCS B aKTe IpHeMa-Iepedadd OeNl Ha IOCTOSHHOEe
XpaHeHue, MPUYUHB OTCYTCTBUA ACN - B NpUIAraeMoH K aKkTy IpueMa-Tiepefaqd
CIIpaBKe, MOJATOTOBIEHHON UCIIOTHUTENHHBIM OPTaHOM.

ApXUB HCIONHUTENFHOIO OpraHa IpHHUMaeT Mephl 10 pO3BICKY Jei. Ha
OTCYTCTBYIOIIMEe IOKYMEHTBl W Jejla, Mepbl 110 PO3BICKY KOTOPHIX HE JajH
pe3yJbTaToOB, COCTAaBIAETCA akT o0 yrpare HOKYMEHTOB (IpwioxeHue 22).
YTpa4yeHHBIE TOMIMHHUKY JOKYMEHTOB MOT'YT OBITh 3aMEHEHBI UX KOTTHAMH.

7.3.10. Tlepenaya NOKYMEHTOB IHUKBUIUPYEMOIO MCIIOIHHUTEILHOTO OpraHa
BXO/JUT B 00A3aHHOCTh KOMHCCHH, 00pa30BaHHOM I Mepefadu Jell ¥ UMYIIECTRA, B
COCTAaB KOTOpoH o0O0s3aTensHO BKIIOHaeTCS IIPeACTABHTENh TOCYAapCTBEHHOTO
apxuBa Kamuarckoro xpas.

7.3.11. Tlpu cMeHe pYKOBOAUTENs apXWBa HCIIOJHUTENBHOTO opraHa (mua,
OTBETCTBEHHOI'O 3a apXup) IIpHeM-Iieperadya AOKYMEHTOB apXHBa, YYETHOTO H
HAYYHO-CIIPABOYHOIO 4MNapara K HUM OCYIIECTBISeTCs 110 aKTy.
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PACTIOJIOXEHHWE PEKBHU3MTOB HA THUTYJIbHOM JIMCTE JOKYMEHTA

HauMenoBaHue opraHuszalnu

I'pud cornacoraHus JOKyMEHTa ['pud yTBepxACHU JOKYMEHTA

HamnmenoBanue Buia JOKyMeHTA

3arojioBOK K TEKCTY

'pud cornacopaHusa AOKyMeHTa

MecTto cocrasnenns (M3AaHus) JOKYMEHTa - TOJ U3aHUS JOKYMEHTA
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Pacnionoxxenue peKBU3HTOB W rpaHHLIBI 30H Ha opMaTe A4 yrioBoro OnaHka
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[Tpunoxxenue 3

PacrnojioxKeHre peKBU3UTOB U I'PaHMIEl 30H Ha dopMmaTe A4 mpoaonbHOro Glianka
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COI'JTACOBAHO

ITepBriii BHLIE-TYOEpHATOD
Kamuartckoro xpas

3amectutens [Ipencenarens
IIpasurenscTra KamuaTckoro kpas

3amecrturens [Ipencenarens
IIpaBuTenscrsa -~ MUHHCTD
PBIOHOTO X034HCTBa
Kamuarckoro kpas

MUuHHCTp 3ApaBOOXpaHEHHs
Kamuarckoro xpast

PykoBoguTens AreHTcTBa IO
nenaM apxuBoB KaMuaTckoro kpas

Hauanssuk [ '1aBHOTO TIPaBOBOTO
yopasnenus [ 'ybepHaTopa 1
[TpaBuTenscTBa Kamyarckoro kpas

HT.AO.

ITpunoxenue 4

JIMYHas ITOAIIHACE
00.00.0000

(MHAIHANEL, GaMumus)

NUYHas [TOXNIIUCH
00.00.0000

(MHUIMANbL, QaMUTU)

NMUYHas TOANNCEH
00.00.0000

(MHHAIEANE, QaMUTHs)

JIMYHAaA ITIOAITHCDh

00.00.0000

(MHAIEANE], QaMUAITHS)

IMYHAas OAIUCH
00.00.0000

(vHUIMANE, (haMUITHS)

TUYHAas MOAINCEH
00.00.0000

(uHUUKAnb], GaMuITHs)



ITpunoxenue 5

ATEHTCTBO
[10 MTHOOPMATHU3ALIM 1 CBA3U
KAMYATCKOI'O KPAA

ATEHTCTBO
110 JEJIAM APXHBOB
KAMYATCKOI'O KPAA

(HauMEeHOBaHHUE HUCIIONHUTEIILHOIO OpraHa
rocygapcTBeHHOM BiiacTd KaMuarckoro kpas)

(HaMMeHOBaHKE HCIIONHHUTEIBHOIC OpraHa
rocyapcTBeHHOH BlactH Kamyarckoro kpas)

IIPHUKA3

00.00.0000

3aro0BOK NpyKa3a
Hauunaercs ¢ GopMynupoBoOK:

«B cBs3M C...», «B COOTBETCTBUH C...», «C Lenbo...», «/[11...»

[MPUKA3BIBAEM:

IlocTaHoBAAIONIAs YACTh (HOPMATUBHbIE IPABOBBIEC AKTHI)

PykoBoaurens Aregrcrsa
o HHGOPMATH3ALMK U CBI3H
Kamyatckoro xpas

PykoBogurens ArenTcrsa
IO fiesiaM apxXuBoB KaM4uaTckoro Kpas

(HAHMEHOBAHHE JOBKHOCTH PYKOBOIUTECIIS
HCTIOJHATENHHOTO OpraHa rocymapcTBeHHOMN
BJiacTH KaMHaTcKoro Kpas)

(HaMMCHOBAHHE JOIDKHOCTH PYKOBOAUTEIA
HCITOJIHUTEIIFHOTO OpraHa rocyJapCTBEHHOM
eiaacTi KamuaTckoro xpas)

H.O. Gamunua

H.0. ®amunusa




IIPOTOKOJI

3accaHua KOMHCCHH I10...

r. [lerponaBnoBck-KamuaTtckuit

IpencenarenscTByronil — @amunus 1.0.
Cexperaps — @amunus H.0.

[IpucytctBoBanu: 30 uenoBek (CHHCOK [IPHIATaeTCs)

Ilosecrka aus:

1. O mepax no peanuzauun (enepanbHOI 1eneBOH MPOrpaMMBEL...

Hoxnan @amunus U.0., 3aMecTUTENb pYKOBOJUTEIS. ..

2.06...

[Tpunoxenve 6

00.00.0000 Ne

1. CIIYIIAJIN:
@amunusa 1.0O. - TekcT goknaga NpHiIaraeTcs
BBICTYITAJIM:
®amvunust Y.0O. - kpaTkast 3aMUCh BRICTYIIIEHUS
®amunusa 1.0. - kpaTkas 3anuch BHICTYILICHUS
PEIIWJIN:
1.1.
1.2.

2. CJIVITAJIML:

BBICTVYITHJIM:

INIOCTAHOBMJIH:

IIpencenarene Iloamuce — PacmmgppoBka MoAIMHCH

Cekperaps [Mongnucy  PacimugpoBka NOANKUCH



IIpunoxxenne 7

IMPOTOKOJI
copellfanus y Jamecturesns Ilpencenarens [IpaBurenscrea KamuaTrckoro xpas
HN.H. MBaHoBa
r. IlerponapmoBck-Kamuatckuii 00.00.0000 Ne

IIpucyrcTBOBAIN:

Homxrocts — Pammuusa M.0.;
HomxuocTs — ®amunus U.0.;

Homxaocts — @avunusa U.0..

1. O peanuszaumnn nporpammsl «Ilone3nsle nckomaeMpble KamuaTkm»

(moxnan Meanos IM.U., reictynunu: Ilerpor AWM u T.4.)

1.1. Coxepxanne opydyeHus (B IOBENIHTENIPHOM HAKIOHEHHH)
cpox - 03 arrycra 2008 rona;

1.2. Cogepxanuie nopy4eHus (B IOBEIUTEILHOM HAKIOHEHMH)
cpox - 03 arrycta 2008 roza.

3amecturens [lpeacenatens
[IpaButenscTBa KamMuaTckoro kpas N.N. VBanos
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YTBEPXJAIO
I'y6eprarop Kamaarckoro kpas

.M. UBanos
«00» 00 0000

IIEPEYEHD ITOPYHYEHWMH
I'ybepuaTtopa Kamuatckoro xpas
«II0 UTOTaM...», «I10 BEIIONHEHHIO...», 110 peald3alliu...» U T.1.

No I1I1-

1. (HomKHOCTB, haMUIMA, HMHUIMATE  OTBETCTBEHHOI'O
HCIIONHHUTEN(€il), KOMy aZpecOoBaHO IOPYUYEHHE B AaTeIBHOM Mafexe).

Hanmpumep: Munuctpy sxonoMmudeckoro passutis Kamuarckoro kpas Meanory W.H.:

1.1. Comepxanue nmopydeHus (B IIOBENIUTENBHOM HAKIOHEHNN)
cpok - 27 aprycra 2008 roxa;

1.2. Conepxanne nopyueHHs (B IOBETUTEIBPHOM HAKIIOHEHHM )
cpok - 07 oxta6psa 2008 roga.

Y TaK Jnamee.



HawmeHnoBaHKe HCITOMHHATEIBHOIO opraHa

HaumeHoBaHHE CTPYKTYPHOIO

[TpunoxeHue 9

HOo/pa3fesIeHUs
HOMEHKIJIATYPA JIEJI
Ha Tox
Wunexe | 3aromoBok gena | Komn-Bo TomoB Cpok XpaHeHHS 1 [Ipumeuanue
aena (gacteil) No cTaThU 110 IEpevHIO
1 2 3 4 5

Hazpanue pazgena

HanmenoBaHue JOKHOCTH
PYKOBOJIUTEINS CTPYKTYPHOI'O

TopasAesIeHHs Tomouce

Jata

COI'TACOBAHO*
ITpoTokon JK cTpyKTypHOrO
rIoipa3 ieeHHsI

OT No IHomnuce

Jara

Pacmuadposka nopnucu

Pacmndporka nogmucu

HTorosas 3amnuch ¢ xarer OpHUAX H KOJI-BE IEJI, 3aBEICHHLIX B

TOMly B CTPYKTYPHOM TMOApa3aeIcHUN

Ilo cpoxam xpaneHus Bcero

B ToM uucue:

nepexoas X

¢ OTMeTKOM «IIIK»

1 2 3

4

IocTosHHOTO

Bpemensoro (caeie 10 net)

Bpemennoro (mo 10 ner
BKIIXOUUTENBHO)

HNTOI'O:

HauMmenopasue JOIIKHOCTH JIHIIA,
OTBETCTBCHHOI'O 34
AEJIOIPOH3BOACTBO

HCIIOIHHUTECIBHOIO OpraHa HOJIHI/ICB

PacmmudpoBka moanucu




Hara

Hroroseie cBeieHUs IICpeIaHbl B
cnyxoy JOY

HaumMeHoBaHKe AOKHOCTH JIMUA,
IiepeaBIIero CBeJeHus B CIyXOy
A0y [lognuce Pacuindporka noamucy

Jlata

*[Tpu Haymmauu DK CTPYKTYpHOro HOApa3AeaeHUS
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HanmeHoOBaHWe HCIIONHUATENLHOIO YTBEPXJAIO
opraHa PykoBoHTENE HCTIONHUTEILHOTO
oprasa
HOMEHKIIATYPA JIEJI
IToxmuce Pacuudposka
MOIITHCH
Ha TOJ Hara
Hanexc | 3arojoBok mena Komn-Bo men Cpox xpanenus 1 | [Ipumecuanue
aena Ne cTarpi o
[IEPETHIO
1 2 3 4 5

HasBanue pasnena

| | | |

HaumenoBanue 10MKHOCTH
pykoBoauTeis ciyxoe JIOY
UCTIOJIHUTENEHOT0 OpraHa Iloaruce PaciumbpoBka nognucu

Buza pyxoBoauTens apxusa
(yH11a, OTBETCTBEHHOIO 32 apXHB)

COI'TACOBAHO COI'JJACOBAHO
IIporokon 3K [Tpotokon DIIMK ArentcTra
TI0 enaM apxuBoB Kamuarckoro
oT No OT Ne
WToropasi 3anMCh 0 KaTETOPHSX U KOJ-Be Jell, 3aBeJICHHBIX B TOLY

B HCIIONHHUTCIBHOM OPTaHe

I'To cpokaM xpaHeHHs Bcero B ToM 4ucne:
HepeXosIHX c oTMeTKol «DIK»

1 2 3 4

HoctossHHOTO

BpemenHoro (cBbime 10 net)

Bpemensoro (o 10 ner
BKJIFOYHTEIBHO)

HUTOI'O:

HapmeHoBaHue JOJDKHOCTH
pykoBoxuTens ciyx0s1 JJOY




HCTIOJHUTENHHOTO OpraHa Iopnuce Pacmugpposka moamucu
Hata
Wtoropeie cBeieHMs liepeaHbl B apXHUB.

HanMenoBaume AOKHOCTH
U, MepefaBlIero CBeeH s Togrmuce PacmimdpoBka noamucu

Jata



IMpunoxenue 11

(HauMeHOBaHHe I'0Cy 1apcTBEHHOTO (MYHHUMIIAIBFHOTO) apXHBa)

(HaHMeHOBaHI/Ie HUCTIONTHUTCIIBHOTIO opraHa)

(HauMeHOBaHHE CTPYKTYPHOTO TOJIpa3aeiieH )

JAEJIO No TOM Ne

(3aroyioBok jena)

(KpaitHue nater)

Ha

XpaHUTh

JJUCTax

. Ne
On. Ne
J. Ne
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HHCT-SaBepHTeHB Jcjia

B pene moAMMTO U MPOHYMEPOBAHO JIUCTOB
(mmadhpaMH ¥ MPOTIHCHIO )
c No o Ne

B TOM YHCJIC.

JTUTEPHEIE HOMepa JIMCTOB

TIpoIYIICHHEBIE HOMEDA JINCTOB

+ NUCTOB BHYTpEHHEH OIHCH

OcobennocT (PU3UIECKOTO COCTOSHHUS Howmepa muctoB
1 (OpMHUPOBaHHUS [eNa
1 2

HaumMeHoBaHue JOMKHOCTH
COCTaBHTEJIS JUCTa-3aBeprUTels IMoamuce PacmmdpoBka moamucH

Hata
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BHYTPEHHSA OITACH
JOKYMECHTOB Jeja
Ne PerucTpaumosHsIii Hata 3aroyioBoK Homepa | Illpumcuanus
OI | HWHIEKC AOKYMEHTa |HOKyMeHTa| MJOKyMeHTa JluctoB
Iena
1 2 3 4 5 6
Htoro JOKyMEHTOB

(undpaMu ¥ POIHCHIO)

Konu4ecTBO JIUCTOR BHYTPEHHEH OIUCH

(mmdpamMu ¥ IPONHUCHIO)
HaunMeHoBaHue JOIDKHOCTH JTHLA,
COCTaBHBIIIETO BHYTPEHHIOKO OIIUCH

TOKYMEHTOB Jela Iloanuce Pacimudposka nogmucu

Hata
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HauMeHOBaHHEe HCIIOTHUTEIIBHOTO OpraHa YTBEPXJALO
PykoBoIHTENE HCIIONHUTEIFHOTO
Donx No opraHa

[Toanucek Pacimudporka noanucu

OITHUCE Ne Hara
BICKTPOHHEIX e, TOKYMEHTOB
ITOCTOSTHHOT'O XPaAHEHUS

3a roj

Ne | Munmexc 3aroj0BOK Kpaiinue O6bveM, | [lpuMeuaHus

/i Iena meia IATEI M6

1 2 3 4 5 6
B naHHEBIH pa3fei OlMCH BHECEHO Jel,
c Ne 1o
(urthpaMu ¥ NPOIHCHIO) (muppaMy U IPOTHCHIO)

00BeMOM Mb.

HanmeHoBaHHE JOKHOCTH
COCTaBUTENS OIHCH IToamuck Pacuudposka noanmcu

HamMeHoBaHue JOMKHOCTH
PYKOBOAWTEINSI apXKBa (JIuIa,

OTBETCTBEHHOTO 33 apXHB) [Tonmnucek Pacummgpporka noamnucu
COI'JIACOBAHO YTBEPXJAEHO
IIpoTtoxon DK HCIOIHUTENBHOIO ITpotokon ITIMK Arenrcrsa no genam
opraHa apxuBoB KamyaTckoro xpas

oT No oT No




IMPMJIOXEHUE K OITMCH Ne
ANEKTPOHHBIX A€, JOKYMEHTOB IIOCTOSTHHOTO
XpaHeHUs

3a roa

Peecrp noxymMeHTOB (KOHTEHHEPOB AJIEKTPOHHBIX JOKYMEHTOB) SIIEKTPOHHOrO Heina;*

Ne en.xp. no onucu Hunekc gena

3aroyioBOK Aejia

Hara Per. Ne HaumeHoBaHue nokyMeHTa Ob6reMm, | [Ipumeuanus
JIOKyMeHTa| JOKyMeHTa M6
1 2 3 4 5

HanmenoBanue JOMKHOCTH
COCTABUTEIIA OIIMCH IMogmuco Pacumdporka noamnucu

* COCTARIIETCH Ha KAX/I0€e SNEKTPOHHOE JeJI0.
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HamMeHOBaHNE UCIIONHUTEIBHOTO OpraHa YTBEPXIAIO
PyxoBoAuTeNh HUCIIOIHUTENEHOTO
Oomnp Ne opraHa

IToamuck PacrrudpoBka noanucH

OITMCBH Ne Jara
3JEKTPOHHBIX JCJ, TOKYMEHTOB
TIOCTOSTHHOTO XPaHEeHHUS

3a Tof

Ne | Manpexc 3aroJI0BOK Kpaithne | O6bemM, |IIpuMmeuanus

/1 nena nena narThl M6

1 2 3 4 5 6
B naHHBIN pa3ienl ONHCH BHECEHO e,
c Ne rmo Ne
(uudpamMu ¥ TPOIHCHIO) (uudpaMu U TPOIUCHIO)

00BeMOM M6.

HaumenoBaHMe JOMKHOCTH
COCTaBUTEIIS OITUCH INoanuce PacimdpoBka noamucu

HauMenoBaHue JOJKHOCTH
pyKoBoAMTENs apxuBa (JIKLA,

OTBETCTBEHHOTO 32 apXHUB) IToanuce PacmudpoBka moanucu
COI''TACOBAHO YTBEPXJIEHO

INpoTtoxon K HCIIOIHUTENBHOIO [Tpotoxon STIMK AreHntcTBa mo aenam
oprasa apxuBoB KamMuaTckoro xpas

oT Ne OT Ne

I[MTPJIOXXEHHWE K OITMCH Ne

SMEKTPOHHBIX AEJI, JOKYMEHTOB IIOCTOSHHOI'O

XpaHeHus

3a roj

PeecTp HOKYMEHTOR (KOHTCHHEPOB JIEKTPOHHBIX JOKYMEHTOB) 3JICKTPOHHOIO Jena:™

No en.xp. o onucu Hupekc nena




3aroyoBox zena

Harta Per. Ne HaumeHoBaHWEe JOKyMeHTA ObweMm, | Ilpumedanus
JOKYMeHTa | JOKYMeHTa M6
1 2 3 4 5
HaumeHoBaHMe JOMMKHOCTH
COCTaBUTEJIA OIIUCH Iloanuce Pacmudporxa rojmucu

* CocTaRiaeTcs Ha KaKIoe IEKTPOHHOE AE0.
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HanMenoBaHue HCDOJIHUTEIBLHOTO OpraHa YTBEPXJAIO
PykoBoautens HCIIOIHUTEABHOTO
Dony Ne opraHa
[Toanuce PacimgpoBka noanucu
OITUCBH Ne JHara
JEN OCTOSIHHOIO XpaHEeHUS
3a rof
Ne | Mupexc 3aroJyioBOK gena Kpatinue gatet | Kom-Bo | IIpumeuanue
n/a nena JIUCTOB
1 2 3 4 5 6

B jaHHEBIN pazzen olIHCcH BHECEHO

AL,

(u¢ppamMu U MIPOIMUCEIO)

¢ Ne o Ne

, B TOM YHCJIE:

JIHTCPHEIC HOMEpPA.!

IPOMyHICHHEIE HOMEpaA.

HaumeHoBaHue OMKHOCTH
COCTABUTEIIS OIUCH
Jara

HaumeHnoBanue JOMKHOCTH
pPYKOBOZUTENS apxuBa (una,
OTBETCTBEHHOI'O 32 apXHUB)

COI'JTACOBAHO

IIporoxon DK MCTIOMHATENBEHOTO
opraHa

oT Ne

Pacmmb poBka HOIITHCH

Iloanuce
IToamuce PacmudpoBka
IOIITUCH
YTBEPKJIEHO

ITpotokon IIIMK ArenrcTBa no nenamM
apxuBoB Kamuatckoro kpas
oT Ne
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HanmeHoBaHUE HCIOIHUATEIIBHOTO opraHa

Dong Ne YTBEPXKIAIO
PykoBoIUTENb UCIIONIHUTEIBHOIO

OITCD Ne oprasa
nen BpemerHoro (ceeime 10 ner) IToxamsich Pacmmmdporka
CPOKOB XpaHECHUS MTOIITHUCH
3a FOJ Harta

Ne | Mugexc | 3aronomok nena | Kpaitaue Cpox Kon-so | Ilpumevyanue

1/m nesna IAThI XpaHeHust | JIHMCTOB

1 2 3 4 5 6 7
B naunblit pazien onucy BHECEHO nen

(umdpamMut 1 IPOIIHUCHIO)

¢ No mo Ne , B TOM UHCHE:

JIUTEpPHBIE HOMEpA!

IIpONYIIEHHEIE HOMEPA:

HanMenoBaHME JOMKHOCTH COCTABUTENSL Pacumdposka noAMMCH
OIIUCH IToamuce

HayMeHoBaHNEe JOKHOCTH

PYKOBOAUTENS apxuBa (I1na, Pacumdgposka
OTBETCTBEHHOTO 33 apXUB) Toamuce TIOITHCH
COI'TACOBAHO

TIpotokon 2K HCIIONHUTENBHOIO OpraHa
oT Ne




HanMeHoBaHHe HCIIONHUTEIBHOTO OpraHa

Donpx Ne

OITNCDB Ne
JeJ 10 IAYHOMY COCTaBy
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YTBEPXIAIO

PyxoBogurens
UCIIOJIHUTENLHOIO OpraHa

3a rof TTopmuce Pacummdposka
TIOATUCH
Jlata
No | Mapexc | 3aronoBok fena Kpaiinue Cpok Kon- |Ilpumeuanus
n/m | pgena JaThI XpaHeHHsi | BO
JIMCTOB
1 2 3 4 5 6 7
B nanubliil pasgen onucu BHECEHO JIen,

c Ne

(undpamu 1 IPOIIUCHIO)

o Ne

JIXTEPHEBIC HOMEpPA!

NpOMyIIEeHHBIE HOMEDA!:

, B TOM YHCJIC!

HaunMenopauyie JOKHOCTHA COCTaBUTEIS
OITHCH

HauMenoBaHue JOXHOCTH
PYKOBOAMTEINS apxuBa (Iuua,

OTBETCTBEHHOTO 33 APXHB)

PacmmdpoBka mogmucH

IToamnuce
Pacumgpposka
IMoxmuce IIOJIHCH
YTBEPXJIEHO

COI''TACOBAHO

[IpoTokon DK UCIIONHATEABHOTO OpraHa

oT

[Tpotoxon 3TIMK AreHTcTBa O Jenam

apxuBoB KaMuaTckoro xpas

No oT

No




HaumeHoBaHHE UCIIOAHUTEIBHOTO
opraHa

HaumMenopanue CTpYKTYpHOIO
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noApaziesieHHs
OIINCD Ne
Hen
Ne | Mapekc | 3aromnoBok jgena Kpaitnne Cpox Kon- | Ilpumeuanus
n/u | pena JaTBI XpaseHus® | BO
JIUCTOB
1 2 3 4 5 6

Haszeanue pazaena

| | |

B JAaHHYIO OIIHCh BHECEHO

aex

(uudpaMy U NPOITHCHIO)

¢ Ne mo Ne

JINT¢pHBIC HOMEDPa.

, B TOM HHCJIC!

IPONyIISHHBIC HOMEpa:

HauMeHoBaHHe JOJIKHOCTH
PYKOBOZHUTENS CIPYKTYPHOIO

Pacimndposka mogmucy

noApa3JieneHns Ilopmnce
Jata
COI''TACOBAHO COI''TACOBAHO**
HavMeHoBaHKEe JOJDKHOCTH PYKOBOLUATEIIS ITporokon K cTpyKTypHOro
cay:x6p1 JIOY HCIIOMHUTENBHOTO OpraHa noApasaelcHus
OT Ne

Ilognuce Pacumpponxa

IOIIIHCH
Harta
ITepenan aen

(mudpaMy ¥ IPONMCHIO)




7 perucTpallOHHO-KOHTPOIBHEIX KAPTOTEK K JOKYMEHTAM.
(zudpamMu ¥ TIPOMTUCEHIO)

HaumeHnoBanue JOKHOCTH pabOTHUKA
CTPYKTYPHOT'O [TOApa3JielleHHs IMoxnuce PacumdpoBka oammcH

IIpunsin aen
(TudpamMu 1 IPONMKUCHIO)

H PErHCTPAllHOHHO~-KOHTPOJIBHBIX KapTOTEK K

JOKYMEHTAaM.
(mudpaMi U IPOIIUCHIO)

HawmMenoanne H0JKHOCTH
paboTHHKA apXHBa TMoxmuce PacmuppoBka moanucH

Jata

* ["padha onycKaeTcs B ONUCH ACT [TOCTOAHHOIO CPOKA XpaHEHHs.
**[Tpu gamuund K CTpyKTYPHOTO NMOAPa3AeICHHS
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HaymenoBanue HCHONHUTENBHOTO opraHa

AKT YTBEPXJIAIO
Ne PykoBoguTens HCHONHUTENEHOIO
O BBIACJIEHHH K YHUYTOXKEHHUIO oprasa
JIOKYMEHTOB, HE TTOATIENKAIIHX IMoxnyce Pacumdposka
XPaHEHHUIO MOANHCH
Hara
Ha OCHOBAHHH:

(Ha3BaHKe U BBIXO/IHBIE JaHHBIE IEPEYHs JOKYMEHTOB C YKa3aHUEM

CPOKOB XpaHeHNs)
OoTOOpaHBEl K YHUYTOXKEHUIO KaKk He HMEIOIHe HayuyHO-HCTOPHYECKOM IIEHHOCTH H
yTpaTHBIIIHE NPAKTUIECKOE 3HA4YCHHE TOKYMEHTBI donna Ne

(nazBaHue doHAa)

No 3aronoBok aena | [ombl | Homep | Homep | Komuue Cpoxku [1pum
n/n (rpymnnoBoit onycu™ | eI.Xp. IO | CTBO eA. | XpaHEHHUs U | evasu
3aroJIOBOK OIUCH Xp. HOMEpa e
JIOKYMEHTOB) cTarei 1o
IEPEHHIO
1 2 3 4 5 6 7 8
Hrtoro el. Xp. 3a FOJBI.
(mudpamMy 1 IPOITHCEHIO)
OnucH e MOCTOSHHOIO XpaHeHHUsd 3a roJ(el yreepxaeHsl 11K

(HaMeHOBaHHEe apXUBHOIO YUpEeXKACHHS)
(mpoToxoi ot Ne )

HaunmMeHnoBanue HOIKHOCTH
PYKOBOJHTENS apxuBa (JIuia,
OTBETCTBEHHOI'O 33 apXHB) Iloanucs Pacimigposka noamnucu

COI'NTACOBAHO
ITporokon DK HCIOTHHUTENBEHOTO Oprafa
oT Ne

I[OKYMCHTBI B KOIITHYCCTBE en. Xp.:




- Ha GYMEDKHOM HOCHTEIIE BECOM KI' CIaHbI
Ha YHUYTOMXEHHC,
- Ha DIIEKTPOHHOM HOCHTECIIE CJaHbI Ha YHUYTOKEHHE

(cnocol yHUYTOKEHHS)

HanmMenoBaHMe JOKHOCTH paOOTHHKA,
CJIABILIETO JOKYMEHTHI [Tonmnuce PacuindpoBka noanucu

Jata

H3meHeHns B YUCTHBIC JOKYMCHTEI BHECCCHEI.

HaumeHoBaHue JOMKHOCTH paboOTHUKA
apXuBa, BHECIIETO W3MCHEHM
B YUETHBIC JOKYMEHTHL ITonnuce PacmudpoBka moamucu

Hara

*[Ipy BBIOENCHHH K YHHYTOXEHHIO JOKYMEHTOB INpPH MOATOTOBKE JEN K [E€pejade B apXHUB
opraHmu3aunuy, rpadel 4, 5 He 3aN0IHAIOTCA.
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YTBEPXIAIO YTBEPXJAIO

PyKoBOAUTENL HCITOMHUTENBHOTO OPraHa, PykoBoauTens  UCTIOMHHUTENLHOTO

IIepeAarIero JOKYMeHTEI opraHa, NHpMHHMaIOUIEH JOKYMEHTEI
IMoamvce Pacuingposka llonmuce  Pacmmgpoeka

TIOJILTUCH OANHCH
Jara ITeuats Hara Ileyats
AKT
Ne

(nara)
aneMa—nepenatm apXHBHLIX
AJOKYMCHTOB Ha XpaHeHHG

(ocHOBaHHE Tlepeain)

(Ha3BaHUe NepenaBaemMoro GpoHaa)
ciain,

(Ha3BaHMe MCIIOJHUTENBHOIO OpraHa, JIepefaollero JOKyMEHThI)
IPUHSI

(HaBBaHHe HCIIOIHHUTSIIEHOIC Opraua, l'IpI/IHI/IMaIOIJ_Ieﬁ JIOKYMEHTBI)

JAOKYMCHTEI HaA3BaHHOI'O (l)OH,E[a H HaquO—CHpaBOLIHBIfl diimapart K HEUM:

Ne | Haspanue, Homep onucu KonnuectBo Koianuectso | [Ipumedanus
T SK3EMIASPOB QIIVCH el. Xp.
1 2 3 4 3
Hroro npuusTo en. Xp.
[lepenavy rpounsBenu: IIpueM npoussemnu:
Homxknocts I[loamuesr Pacnmdposxa Homxuaocts Ilommues Pacmmdposka
[OANIHCH HOJINCH
Hara Hara

®Donny npucsoeH Ne

M3MeHEHUS B yUeTHBIE JOKYMEHTEI BHECEHE!

JomxHOCTE [Toamyce PacmudpoBka
IIOAITHCH

Jarta




HaymenoBaHue HCIIONHUTEILHOTO OpraHa

AKT
No

00 yTpaTe TOKYMEHTOB

®oup No
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YTBEPXIAIO
PYKOBO,I[I/ITGJ'IL HCIIOJTHUTCIIBHOT O
oprasa

Ilommuce PacmmdpoBka moamucu

Jlara

B pesyibrare
HEepEeYUCIIEHHBIX HIDKE Jell,

(ra3Banue QoHa)

TIPEIPUHITEIE aPXWBOM  MeEpBI

YCTaHOBIICHO OTCYTCTBHE B (IJOH,}IG
o PO3BICKY Hdel

HOMOKHUTECIIBHEIX PE3YIBTATOB HE A4JIH, B CBA3KH ¢ YEM CUHTACM BO3MOXHBIM CHATE C

ydera:
Ne Omucey | En. xp. |3aronoBok ex. xp. | Kpaiinue KomumuectrollpenmnonaracMere
1/ No Ne JIATHI JUCTOB IPUMHUHBI
(o6BeM, OTCYTCTBHS
M6)
1 2 3 4 5 6 7
Htoro eld. Xp.

CHEAYIOIIUMH ell. XPp.:

(nuhpaMu ¥ IPOITUCHIO)
Cozmepxaspe yTpadyeHHBIX JOKYMEHTOB MOXET OBbITh YacCTHMYHO BOCHOIHEHO

(HOMepa ef. Xp. ¥ UX IPYNNOBHIE 3aI'0JIOBKH)

HapmMmeHoBaHHe JOKHOCTH
PYKOBOIUTES apXuBa
(iU, OTBETCTBEHHOI'O 32 apPXHUB)

COI'TACOBAHO*
IIpotokon OK HCIOIHUTENBHOIO OpraHa

oT

No

[loamuck

PaciudpoBka noanucH

COI'JTACOBAHO

[Tpotokon IIIMK AreHTcTBa 1o genam
apxusoB KamuaTtckoro Kpas

oT

Ne

U3MeHeHUA B YUYETHEIC JOKYMCHTEI apXHBa BHCCCHBL

HaumeHoBaHue JOIDKHOCTH
paboTHuKa apXHBa

* Ecri He OOHAPYKEHBI JIe)ia OCTOSHHOIO XpaHeHH .

IHToanuce

Pacummmdpoeka moamucu




