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1. OOwme nonoxeHus

1.1.MucTpykuusa mo aenonpousBoAcTBY B dexepanbHOM apOUTpaxxHOM cyje MOCKOBCKOTO
OKpyra pazpaborana Ha ocHOBe DeneparbHOr0 KOHCTUTYIIMOHHOTO 3aKoHa «O0 apOUTpaKHBIX Cymax
B Poccutickoii denepanuny, ApOutpaxxHoro MPOLECCYATBLHOIO KOJIeKca
Poccuiickoii ®enepanuu, npukazoB [Ipeacenarens denepanbHOro apoUTpaxHOTO cyaa MOCKOBCKOTO
OKpyra, MHBIX HOPMATHUBHBIX IIPABOBBIX AaKTOB IO JEJONPOU3BOJACTBY M CYIONPOMU3BOJACTBY, B
COOTBETCTBUM ¢ THUMOBOM MHCTPYKIMEW MO JEeIONPOM3BOACTBY B (elepaibHBIX OpraHax
UCTIOJIHUTENIbHONW BJIACTH M THUNOBOM MHCTPYKLHMEH MO JeJONpPOU3BOJACTBY B apOUTpPa)KHBIX Cylax
Poccuiickoii  ®enepaunu, mnoarotoBieHHoW Bricmmum  ApoOutpaxkaeiM  Cyaom  Poccuiickoit
denepauuu.

1.2.MlHCcTpyKIMS TTO JeONPON3BOACTBY YCTaHABIMBAET €IMHbIE MIPaBUia OpraHU3alluy Mpuema,
perucTpanmuy M ydera JOKYMEHTOB, UX O(QOPMIICHHS, MPOXOXKICHUS U PACCMOTPEHHs, MOJTOTOBKH
OTBETOB, HAMpaBJICHHs aJpecaraM, MeYaTaHUs W THUPAXKUPOBAHUS, Mepedadyd JOKYMEHTOB [
XpaHEeHUs1 B apXUB U BBIJAUYM U3 apXuBa, a TaKXKe OCYIIECTBICHUS KOHTPOJSA 3a COOJIIOJICHHEM
YCTAaHOBJICHHBIX MpaBHJ Jenonpou3BojicTBa B denepanbHOM apOUTpa)kHOM cyne MOCKOBCKOTO
OKpyra.

1.3.006m1ee BeaeHUE AEIOMPON3BOCTBA U METOIUYECKOE PYKOBOJACTBO pabOTOM C JOKYMEHTaAMH
B CTPYKTYPHBIX MOApa3AeIeHUIX Cy/la BO3jIaraeTcsi Ha oOImid oTes.

OTBETCTBEHHOCTh 3a OpPraHU3aIUIO JEJIONPOU3BOJICTBA, COOIIIO/IEHNE YCTAHOBICHHBIX IPABUI U
nopsiika paboThl C JIOKYMEHTaMH, OOpAIleHUSIMH TpaXKAaH B CYIEOHBIX KOJUIETHSX, CyAeOHBIX
COCTaBaXxX M CTPYKTYPHBIX MOJAPA3IAEICHHUAX BO3JIAraeTCs Ha UX PYKOBOJUTENIEH.

PykoBonuTens mnoapasneneHus Ha3HAa4yaeT CHEIUAINCTa, OTBETCTBEHHOIO 3a BEACHHE
JIeNIONPON3BO/ICTBA, KOTOPBIM yTBepkaaeTrcst mpukazoM 1o denepambHoMy apOUTpaKHOMY CYyIy
MoOCKOBCKOro OKpyra.

KonTpons 3a Ha3HaueHHWEM OTBETCTBEHHBIX 3a JEJIONPOU3BOACTBO B  CTPYKTYPHBIX
MOJPa3ICIEHUSIX OCYILIECTBIISIET OO OT/IENI M TOTOBUT COOTBETCTBYIOIIUI MPHUKA3.

1.4. PabGotHuku ®enepanpHoro apOuTpaxHOro cyaa MOCKOBCKOIO OKpyra HeCyT
NIEPCOHAIBHYIO OTBETCTBEHHOCTH 32 BBINOJIHEHHE TpeOOBaHUI HacTosAe NHCTPyKIIMH, COXPaHHOCTb
CYIEOHBIX JIeNI, MPOLECCYaTbHBIX U IPYTUX JOKYMEHTOB.

OO0 yTpare HOKYMEHTOB HEMEIJIEHHO JOKIJIAJbIBACTCS PYKOBOJICTBY Cyna, MO JaHHOMY (akTy
PYKOBOJMTENb MOJpa3fesieHUus] COCTABISAET aKT, B HEOOXOJUMBIX ClIydasx Ha3zHadyaeTcs CIyx)eOHoe
paccieoBaHue.

1.5.CBenenusi, coqiepykammuecs B CIIyKEOHBIX JOKYMEHTaX, HE MOJUIeKAT PasTiIalleHHIO JTUIaM,
HE UMEIOLIMM OTHOILIEHHS K paboTe C 3TUMH JOKYMEHTaMHU.

[lepenaya AOKYMEHTOB WJIM HMX KOMUH pabOTHHUKAM CTOPOHHMX OpraHu3alui, a Takke
UCTIOJIb30BaHUE COJIEPIKAIIMXCS B HUX CBEICHUI B CpPEICTBaX MAcCOBOM MH(OpMAIMH JOMYCKaeTCs
TOJIBKO C pa3peleHns pyKOBOJICTBA Cy/a.

1.6.Ilepeqaua NOKyMEHTOB U3 NOJpa3AcieHUs B MOAPA3JEICHUE OCYIIECTBISAETCS Yepe3
KAHIEJSPUIO TI0JI PACHHUCKY JIMIA, NPUHAMAOIIETO AOKYMEHT, 10 yYKa3aHHWIO PYKOBOJWTENS, pPAaHEE
YCTaHOBUBLIETO UCIIOIHUTEIS.

1.7.Ha Bcex cragusx pabOTBI C KacCallMOHHBIMHM >KaJio0amMu, CyIeOHBIMH JClIaMH M
JOKYMEHTAaMH CHELHATUCThl CYA€OHBIX KOJUIETHM M CTPYKTYPHBIX MOApa3feieHui COOM0AaoT
CJIeIyIOIIME MTPaBUIA:

-IIOCTYMAIOLIUE Cy/IeOHbIEe JeNla, KaCCAI[MOHHBIE JKal00bl, TOKYMEHThl K HUM U UHBIE IOKYMEHTHI
PETUCTPUPYIOTCA B JE€Hb HX IIOCTYIUICHUS M He IO03/Hee CJeIYIIero AHs IepeJalTcs 1o
HA3HAYCHHUIO

-riepeaya CyJaeOHbIX JIeJ, KaCCAllMOHHBIX KajloO0 U JOKYMEHTOB HCIOJHHUTENSM IPOU3BOIUTCS
COOTBETCTBEHHO MOMOIIHUKOM WJIM CIIELUAIMCTOM, OTBETCTBEHHBIM 3a JEJIONPOU3BOACTBO, B JI€Hb,
KOIJla pyKOBOJUTENIEM MPUHATO pPELIEHHWEe O HAa3HAYeHUM HCIOJHUTENs, a B KpalHUX CilIydasx He
MO3/IHEE CIIENYIOIEro pabodyero THs IMOJ PACIUCKy HMCHOJHHUTENEH B peecTpe WM B KOHTPOJIBbHO-
PEruCTPallMOHHON KapTOUKe;
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-CBEJICHUS O BCEX MPOU3BOAMMBIX 10 MOCTYIUBIIUM CYJEOHBIM JI€JIaM, KaCCallUOHHBIM Xkajlo0aM 1
UHBIM JIOKyMEHTaM PETUCTPALMOHHBIX, YUETHBIX, KOHTPOJIbHBIX, IEPEIATOUHBIX JEHCTBUAX, a TAaKXKe
IIPUHUMAEMBIX PEUICHUSIX M pPe3ybTaTaxX PpPAacCMOTPEHMsI KACCALMOHHBIX KajloO0 M JOKYMEHTOB
BBOAATCS B porpammy «CyneOHo-apOUTpakHOE JeONPOU3BOACTBO» U cUCTeMY «Jlemoy;

- MOCTYNAIOIIAs KOPPeCNOHJAEHIHs, KACAIIIAsACAd BOINPOCOB OPraHU3alMU e TeJbHOCTH
cyaa, kaja00bl HA AedCTBHA Cyleil M COTPYAHNKOB annapara cyAa, a TaK:Ke Apyrue J0KyMeHTbI,
He CBSI3aHHbIe € pPACCMOTPEHHEM KAaCCAUMOHHBIX KaJ00, PerucTpUMpylOTcsi B JeHb HX
NMOCTYIVICHHUsI ¥ He MO3[Hee cieqyroniero a1Hs nepenawrcs B Cexperapuat Ilpeacenarens cyna;

-IIOMOILIHUKH CyJlell Ha BpeMsl IEPEepPhIBOB B CYJEOHBIX 3aCE€JaHUSAX U MO0 OKOHYAHUM CYIE€OHBIX
3ace/laHui 3alMparoT JBEPU COBEIIATEIbHBIX KOMHAT U 3aJI0B CyJIeOHBIX 3ace/laHHii, 3aKpbIBAIOT OKHA,
BBIKJIIOYAIOT CBET U 00ECTOYUBAIOT AIEKTPONPUOOPBHI.

1.8.Cynbu 1 noMouHukN PenepaabHOro apOuTpaxHOro cyaa MoCKOBCKOTo OKpyra IpH yXOze
B OTIIYCK, BbI€3/I€¢ B KOMaHAUPOBKY O053aHbl 110 yKa3aHUIO PYKOBOAMTENS MOJpa3zesieHusl nepenaTh
yepe3 CHelMaIncTa, OTBETCTBEHHOTO 3a JEJIONPOU3BOJICTBO B MOJpPA3JEICHUH, HaXOAIHUecs Y HUX
Ha MCIIOJIHEHUHU JOKYMEHTHI JPYrMM HcnoyiHuTeNsM. [Ipu yBoiabHEHMM WM mepexoje Ha padoTy B
Apyroe TMoJpa3/ieleHue Ccyaa, BCe YHCIAIIMEecs 3a COTPYAHHUKOM JOKYMEHTBI IepearoTcs
CHELMATUCTY, OTBETCTBEHHOMY 3a BEJEHHE JEJIONPOU3BOJACTBAa B mojapasaencHuu. [lpuem-nepenaya
OCYIIECTBISETCA B MUCbMEHHOHU (opMme.

1.9.I1lpaBuna paboTHl C TOKyMEHTaMH, UMEIOMUMH TpUP « st ciykeOHOTO MOJIb30BAHUS» U
«CeKpeTHO», ONpeNeNAI0TCs CIeHNalIbHON HHCTPYKIIKEH.

1.10.CompoBosKaeHUE TTPOTPAMMHOTO U MH(POPMAIITMOHHOTO 00€CTIeUeHNs aBTOMATH3UPOBAHHBIX
cucteM «/leno» u «CyneGHo-apOUTpa)kHOE JENIONPOU3BOACTBO» B MpPOLECCe MX HKCIUTyaTalluu
OCYyIIECTBISIETC OTAeNoM HWHpopMmaruzamun DenepaabHOro apoUTpaxHOro cyaa MOCKOBCKOTO
OKpyra.

1.11.06ecnieuenrie eauHON OpraHu3anuu pabOThl COTPYAHHKOB Cyla — TMOJb30BaTesei
NEPCOHAIBHBIX KOMIBIOTEPOB C OCHOBHBIMM BUJJaMH BHYTPEHHHUX JIOKYMEHTOB, K KOTOPbIM OTHOCSITCS
npuKasbl U pacnopsbkenus [Ipencenarens cyna, HOCTaHOBIEHUS M MPOTOKOJIBI, IJIaHbI pabOTHI Cyja,
OT4eThl O paboTe Cyaa, MHCTPYKLMH, MOPSAAKU M TOJO0XKEHHUS, OCYLIECTBISETCS B COOTBETCTBHU C
yTBEpkKACHHBIM «IlOpSIIKOM IEHTPaIM30BaHHOIO XPAaHEHUS 3JIEKTPOHHBIX KONUI JOKYMEHTOB C
UCIIOJIb30BAaHUEM CETEBBIX PECYPCOB CEPBEPAY.

1.12.Ucxomsmast w3 denmepalbHOTO  apOUTPaXKHOTO  cyma  MOCKOBCKOTO — OKpyra
KOPPECTIOHICHIIUS OTIIPABIISETCS TOJIBKO Yepe3 HIKCHEeIUIMIO O0IIEero oTaeNa.

1.13.CyapsiM, TNOMOIIHUKAM CyJeH, CHenudaInucTaM IpH BbIABICHUM (DAKTOB IMOAJEIKH
(panbcudurannm) cyneOHbIX aKTOB M HCIOJHUTENBHBIX JIMCTOB HEMEJIEHHO JOKJIaJbIBaTh
PYKOBOJCTBY CyJa.

1.13.1. Ilpencenatens cyda HHCbMEHHO oOpamiaercs B IPaBOOXPAHUTENbHbIE OpraHbl C
3asBJICHUEM TI0 JaHHOMY (paKTy.

1.13.2.Cexperapuary  Ilpencemarens cyna cBOeBpeMeHHO HH(popMupoBaTh  Bbicmmii
ApO6utpaxusiii Cyn Poccuiickoit @enepanyn o daxtax noauenku (harbcudukanum) cyaeOHbIX aKTOB
U MCIIOJHUTENbHBIX JIUCTOB, a TaKXe MpH OOpalleHWH B MPaBOOXPAHUTENIbHBIE OpPraHbl B IIENAX
paccienoBaHusl YTOJIOBHBIX e, BO3OYXICHHBIX 10 3asBiIeHUAM DenepanbHOro apOUTpaskHOTO Cya
MoOCKOBCKOTO OKpyTa.

1.13.3.Cexperapuary [Ipeacenarens cyaa KOHTpOIUPOBATH coOmMoeHNe ycTaHoBIeHHbIX ATIK
P® cpokoB M pe3ynpTaThl pacciieOBaHUM, NMPOBOAMMBIX MPAaBOOXPAHUTEIbHBIMH OpraHaMH IpH
obpamennun PenepanbHOr0 apOUTPaXKHOTO cyaa MOCKOBCKOTO OKpyra K HUM C 3asBICHHSIMH TIO
dakram noaaenku (haabCUPUKAIUN) TOKYyMEHTOB
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2. MNMpuem BxoasiLen KoppecnoHaeHLUN

2.1.Ilocrynaromas B @enepanbHblii apOUTpaxHbIN cyl MOCKOBCKOTO OKpyra KOppEeCIOHACHIIHS
NPUHUMAETCS U PETUCTPUPYETCS B OOIEM OTAEIIE.

2.2 . KoppecnoHieHIIMs TPUHUMAETCS W3 IMOYTOBBIX OTACIICHUH, MO JJIEKTPOHHON MOYTE, IO
bakcy u OT mpeacTaBUTENEl IOPUIMYECKUX JIUI] U Ipa)<iaH B TeueHHe Bcero padouero nHs. [Ipuém
KOPPECHOHIEHIIMH MPEeKpallaeTcs 3a yac 10 OKOHYaHUs padouero BpeMeHH.

23.Ilpu npueme KOPPECHOHACHLIUH COTPYAHUKHA OOLIEro OTAeia MPOBEPSIOT COCTOSHUE
KOHBEPTOB WJIM YIIaKOBKH, IPABWIBHOCTb a/ipecoBaHus. OMMO0YHO T0CTaBI€HHAs! KOPPECIOHIEHIIUS
IIEpeChUIaeTCs 10 IPUHAIJICKHOCTH WM BO3BPAILAETCSl OTIPABUTENI0 B COOTBETCTBUU C
YCTAaHOBJICHHBIM MOPSAJKOM C COINPOBOAMTEIbHBIM IHUCHMOM 3a IOJNUCHIO HadalbHUKA OOIIEro
oTHeNa,

2.4.1lpu BCKpBITUM KOHBEPTOB (YIIAKOBOK) IMPOBEPSIETCS HaJIMuYME€ JOKYMEHTOB M MaTepHalloB,
YKa3aHHBIX B IIPWJIOKEHUHU, CBEPAIOTCA HMCXOIAIIME HOMEpPA OKYMEHTOB C YYETHBIMH HOMEDPAMH,
YKa3aHHbIMHM Ha KOHBepTax. KOHBepThI nmpuiiaratoTcst K JOKYMEHTaM.

B nanbHeiiiiem, npu nepefaye JAOKYMEHTOB IO HAa3HAUYEHHUIO, B CYJEOHBIX KOJUIETHSX U
CTPYKTYPHBIX MOJpPAa3/AEICHUSIX CyJa KOHBEPThI OCTABIJISIFOTCS B MOCTYHNUBUIMX MaTepuanax JIUIIb B
TeX cily4yasiX, KOrja Ul pacCMOTPEHHs JOKYMEHTa MMEIT BaXXHOE 3HAYCHME JaTa €ro OTIPAaBICHUS
[0 TIOYTOBOMY IITEMIIEIIO WM PACXOXKICHHE C aJpecOM OTIPABUTENS, YKa3aHHBIM B PEKBU3HMTAX
JOKYMEHTA.

2.5.B cnyyae OTCYTCTBHSA YKa3aHHBIX B NPWIOKEHUM JOKYMEHTOB WIH IOBPEXKICHUS
JOKYMEHTOB COCTaBJISIETCS akT B 3-X 3K3eMIULipax (mpuioxkeHue 1), KOTOpbI MOAMUCHIBAETCA
cOTpyAHHKaMu oOmero otaena. OAHM 3K3EMIULIp NpUiIaraeTcss K IMOCTYHNUBLIEMY JOKYMEHTY U
IIEPEIaeTCsl BMECTE C HUM Ha PacCMOTPEHHME HCIIOIHMTENI0, BTOPOM HAIPaBIISIETCA OTIIPABUTEIIIO,
TPETUN XPaHUTCS B HapAJ€ KaHUEISIPUU.

2.6.I1aketsl ¢ momeTkol «JIMuHO», axpecoBaHHBIE PYKOBOJACTBY Cynla, HE BCKphiBaroTcs. Ha
[IAKeTe MPOCTABJIIETCS JaTa IMOCTYIUIEHUS W ydeTHbIM HoMep. [lakeTel ¢ momerkoil «JIM4HO»
MOJJIEXKAT OTAEIbHOW PETUCTPALIMM 110 PEKBU3WUTAM, YKa3aHHbIM Ha KOHBEpPTE, IOCIIE Yero
NepealoTcs IO/ PacHHUCKy ajpecaraM. Takas KOPpPECHOHJEHIUS CTaHOBUTCA O(QUIUAIbHBIM
JOKYMEHTOM JIMILIb IOCJIE€ BO3BpAIIECHUS €€ B OOIIMH OTHeN I PEerucTpalliid W HalpaBlICHUS Ha
paccMOTpEHUE 0 MPUHATICKHOCTH.

2.7.1loctynuBuias ~ KOppeCHOHACHLUS  mHojdupaercs  (COpTUpyeTcs) MO  KaTeropusiM:
KaCcCallMOHHBIE KaJlOObl, JOMOJHUTEIbHBIE MaTepuaibl K KacCallMOHHBIM KajlobaM, JOKYMEHTHI IO
OpraHu3alyy JeSTeIbHOCTH Cy/a U WHbIE JOKYMEHTBI, *ajloObl Ha JICUCTBUS CyAed U COTPYIHHUKOB
anmapara.

Ha nokymenTax mpocTaBisieTcs TakKe BpeMsl IOCTYIUICHHUS.

2.8.CoTpyaHuKH OOIIEro OThena B MPAaBOM YINIy HIKHETO CBOOOTHOTO TOJISI TIEPBOTO JIMCTA
IIPOCTABJISIFOT IUTaMII C IOJIHBIM HAaHUMEHOBAaHUEM CyJa, YKa3blBaIOT JAaTy MOCTYIUIEHMsI JOKYMEHTa,
BpeMs, HUHAEKC U BXOJALIMI HOMep. 3aperucTpUpOBaHHBIE JOKYMEHTHI IepelaloTci B
COOTBETCTBYIOLIEE TIOAPA3AETICHHE.

2.9.B mnoppazmeneHusX Cyna BeIeTCA OKypHal TMpueMa-mniepenadyn TteinedoHorpaMM U
¢dakcorpamm. JIMCTBI JKypHajla JOJDKHBI OBbITh NPOHYMEPOBAHBI, MPOLIHYPOBaHbBI U CKPEIUICHBI
e4aTbio 00IIero oTaea.

[Hopsimoxk mpuema uH(pOpPMALMU 0 JIEKTPOHHON MoYTe M (PaKCUMUIBHON CBS3U M3JIOKEH B
rnase 16 Hactosmeit MucTpykuuu.

2.10.  Peructpauus mnpoueccyalbHbIX JIOKYMEHTOB BENETCA OTAEIBHO OT IPYI'MX BHJIIOB
JIOKYMEHTOB.

2.11. Peructpauusi KacCalMOHHOM >kajoObl MPOM3BOAUTCS B aBTOMATU3UPOBAHHOM pEXHUME B
nporpamme «CynedHo-apOuTpaxHoOe JeT0NPONU3BOICTBOY.

2.12.Peructpanus u najbHeWIIee ABMKEHUE MPOLECCYAIbHBIX JOKYMEHTOB IPOM3BOASTCSA B
NOpsJKE, IPEyCMOTPEHHOM B I1aBe 3 Hactosie MHcTpykuuu.

2.13.Bxopdmas KOppECHOHACHIMS, Kacawoollascs HWHBIX BOIPOCOB JCATEIBHOCTH CYJa,
peructpupyercs B cucteme «Jlemnoy.
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Peructpanus u nanbHeilinee JBWKEHHUE OTUX JOKYMEHTOB MPOM3BOAUTCA B MOPSIKE,
IPeIyCMOTPEHHOM B IniaBe 4 Hactosauie MHcTpykuun.
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3. Pernctpauus n npoxoxaeHue cynebHoro gena u A4OKYMEHTOB NO HUM.

3.1.1.  Kaccaumonnas anoba nocrynaer B ®enepanbHblii apOuTpaxHbiii cys] MOCKOBCKOTO
OKpyra BMecTe C CyAeOHBIM JeloM u3 ApOUTpaXHOTO cyaa I MOCKBBI MU ApOUTPaXHOTO Cyjaa
MockoBckoit obmnactu. B cmywasx, nmpeaycmorpennbix AIIK P®, moctymaror cyneOHble aena u3
Briciiero Apoutpaxsoro cyna Poccuiickoii ®@eneparum.

K cyne6nomy aenmy npuiiaraetcst CONpOBOAUTENBHOE TUCHMO B 2-X 3K3EMIUISIPaXx.

3.1.2.  CoTpyAHMK KaHIEJSPUU CBEpseT HOMEp Ha OOJIOKKE JieJla ¢ HOMEPOM, YKa3aHHBIM B
COIIPOBOJUTENLHOM IHCbME, CBEpPSAET 00IIee KOJIUYECTBO JIMCTOB C YKa3aHHBIM KOJIMUYECTBOM JIMCTOB
BO BHYTPEHHEW OMNMCH, a TAKXKE COCTOSIHUE OOJI0XKKH U JJOKYMEHTOB (OTCYTCTBUE 3QJIUTHIX YEPHUIAMU
JIUCTOB, LEJIOCTHOCTh JOKYMEHTOB U T.I1.).

B cnyuae, ecnu kaccannoHHas jkajno0a He BIIUTA B JI€J0 WM MOCTYNAET MO MOYTe, COTPYIHHUK
KaHLEJSIPUU [IPOBEPSET HATMUME JOKYMEHTOB, YKa3aHHbBIX B IPUJIOKEHUHU, TIOJNUCEHN HA HUX.

[Ipy oOTCyTCTBMM [OKyMEHTa COCTaBJISE€TCS aKT, B COOTBETCTBUUM C I1.2.5 HacTosen
NHcTpykiuy.

3.1.3. B cnyyae mnocTymieHus cyaeOHOro jena, B KOTOPOM OTCYTCTBYET HOJUIMHHHUK
OCIIapUBaeMoro CyJeOHOT0 aKTa, KaHIEeJspHs OOLIero oT/ie’a BO3BpAIlaeT JeJI0 B COOTBETCTBYIOLIUIA
cyn.

B cayuyae mocrymuienusi cypeOHOTO Aena ¢ MOMEIICHHOM B HETO KAacCAllMOHHOM Kallo0o, B
KOTOpOM copepxKarcs NMPU3HAKU HE COOTBETCTBUS JAHHOMY €Ny, JEJO0 BO3BpallacTcs B CyA MEpPBOi
MHCTaHIMU. BO3BpaT ocylecTBIseT KaHIEeNsApHsl 00IIero oTaeNa.

3.1.4. Tlocne nOpoBepkM  MOCTYNUBIIMX  JOKYMEHTOB, Ha BTOPOM  3K3EMIUIIpE
COINPOBOJUTENBLHOIO MUChbMA COTPYIHUK KaHLEISPUM CTABUT IITAMII CyJa, JUYHYIO POCIHUCH, ATy
IIOCTYIUIEHHUST U BO3BpAIIAE€T CONPOBOJUTENBHOE IUCBMO B CyA IHepBod HHcTaHuuu. llepsblit
SK3EMILISIP COMPOBOIUTENIHLHOTO MHUChMa MOANIMBAETCS B COOTBETCTBYIOIMI HAPS IO HOMEHKIIAType
7ie1 0011ero oTaena.

Hena, mnocrynuBmue u3 Beicero ApOutpaxnoro Cyaa Poccuiickoit  ®enepanuu
PETUCTPUPYIOTCA U PACHPEACIAIOTCS TaKkKe KaK U KacCallMOHHbIE KaJIOOBbI.

3.1.5. PeructpauuoHHBI{ IITaMIl C HOMEPOM KacCCAl[MOHHOM >kano0bl, JaToil U BpeMEHEM
MOCTYIUICHHUSI IPOCTABJISIETCS HA MIEPBOM JIMCTE KaCCAllMOHHOM >KanoOBbl.

Ecim K kaccaMOHHOH ’Kajio00e TNPHJIOKEHBI XOJATaiicTBa O BOCCTAHOBJICHUM
NPONYIIEHHOI0 CPOKA, 0 NMPHOCTAHOBJCHHU HMCIOJHEHUS] PelIeHHs, JUCK (IIPH NOCTYIICHUH
KACCAIMOHHOM :KaJIo0ObI B Cyl MNepBOil MHCTAHIUM B JJIEKTPOHHOM BHJIe) M Jp.,
PErHCTPAIMOHHBIN IITAMII MPOCTABJISACTCS HA MEPBOM JIMCTE KAXKI0r0 JOKYMEHTA, a TAK/Ke HA
KOHBepTe ¢ BJOKeHHeM /JUCKa WJIHM CONPOBOAUTEIbHOM mNHcbMe K :kajgobe. Homep
COOTBETCTBYET HOMEpPY KacCAMOHHOM KaJ100bI.

3.1.6.PeructpaniioHHBIii HOMEpP KacCAIMOHHOW >KajoObl TPOCTABIACTCS HAa KaXIOM TOME
cynebHoro nena. IIpy MOBTOpPHOM HOCTYIUICHMU B CyJ J€1a, COCTOSILEr0 M3 HECKOJIbKUX TOMOB,
CTapblii HOMEpP MPOCTABISAETCS Ha Ka)XJIOM TOME. 3alKcCh MPOU3BOAUTCS 3€JIEHBIM (JioMacTepoM B
IIPaBOM BEPXHEM YTy OOJ0XKKH.

3.1.7.1lpy MOCTYIUIEHUM HECKOJBKHUX OJHOPOJHBIX CYAECOHBIX JeNl, OObEIUHEHHBIX B OJHO
npousBojacTBO (4.2 cr. 130 AIIK P®), HOMep amena, ¢ KOTOpbIM OOBEIMHSIOTCS Apyrue nena,
YKa3bIBA€TCs B OIpPENIEICHUN CyJa MepBOil MHCTAaHIMK 00 oO0beauHeHuu Aein. [lpu perucrpanuu nen,
OOBEIMHEHHBIX C JeJIOM, YyKa3aHHbIM B OINpPEAEICHUU JieNla, MPOCTABISIETCS OJWH HOMEp, B
KOMIIBIOTEPE JIENAETCS OTMETKA O COEMHEHUH JIEII.

3.1.8  Perucrtpamuss  NOCTYNMBIIMX  KACCAllMOHHBIX  Kajlo®  OCYLIECTBIsAETCS B
aBTOMATU3MPOBAaHHOM pexkume B nporpamme «CyneOHo-apOUTpaKHOE — JeJIONPOU3BOACTBOY
PerucrpanmoHnHblii HOMEp BKIIIOYAET B ce0s1 00s13aTeIbHbIC PEKBU3UTHI:

UHJIEKC CylneOHOW KOJIJIeTMH, B KOTOPYIO HANpaBiseTCs KaccallMOHHas kajnoba Ha
PacCMOTpPEHHUE;

MHJIEKC apOUTPaKHOIO CyJa NEePBON MHCTAHLIUU (TIPUIIOKEHHE 2);

HOPSAKOBBIA HOMED;

roJl IOCTYTIJICHUS;

JlaTa PETUCTPALIUN.

WHcTpykuus o genonpousBoacty B enepanbHoM apbutpakHoM cyzne Mockockoro okpyra 2009r. 7



Hanpuwmep: KA-A40/110-04 ot 12.01.04.

KA- wuHaekc cyneOHOM KOJUIETMM MO  PacCMOTPEHHUIO  CIIOPOB, BO3HMKAIOIIUX U3
aJIMMHUCTPATUBHBIX IPAaBOOTHOLLIEHUI;

A40 - uaekc ApOoUTpakHOTO cya r. MOCKBBI;

110 - mOpsAAKOBBIN PETUCTPAIMOHHBIA HOMEP KAaCCAIIMOHHOM JKall00bI;

04- rox moCTyIUIeHUS KaccallMOHHOM *kanoObl B DeepanbHblil apOuTpaxHbIi ¢yl MOCKOBCKOTO
OKpyra,

12.01.04 - naTta peructpanum.

IIpu perncrpanum KaccalMOHHOH >KaJj00bl, MOCTYNHBIIEH B CyJ1 NepBOH MHCTAHIUM B
3JIEKTPOHHOM BH/Ie, H HANIPABJICHHOH B KACCAMOHHYI0 HHCTAHLMIO HA 0yMa:KHOM HOCHTeJe €
NpUJI0KEeHHeM [HMcCKa, B rpade «mpuMedyaHue» perucTpauuoHHoOl kaprouke B cucreme IIK
«CAJl» yka3piBaTh HH(POPMALMIO 0 HAJTUYHMH AUCKA.

3.1.9. Ilpu peructpanuu x*ajxod Ha CyaeOHBIA aKT, BEIHECCHHBIH DenepaabHbIM apOUTPaKHBIM
CyZA0M MOCKOBCKOI'O OKpyra, [0ocjie OCHOBHOTO HOMEpPa MPOCTABISAETC HHIEKC (K).

Hanpuwmep: KA-A40/110-04 (k).

3.1.10. B ciiyuae mOCTyIIIEHHUs] KAaCCAallMOHHOM %aJlo0BlI 0 JIeNTy, KOTOPOE yXKe paccMaTpUBaiIoCh
B ®eepanbHOM apOUTpaxHOM cyzie MOCKOBCKOTO OKpyra, HO IIOJIaHHOM Ha JApyroil nporeccyaibHbIi
JOKYMEHT, KaCCallMOHHOM *kajio0e MpUCBauBaETCsl HOBBIA HOMED.

Hogelif Homep npocTaBiisieTcs Ha 00J10%KKe Cy1eOHOr0 Jiesia Mo T IPEIbITyIUM.

3.1.11.B ciyyae MOBTOPHOIO MOCTYIUIEHUS! CyAeOHOTO Jiefia TOCie HalpaBJIeHUs] €ro Ha HOBOE
paccMOTpeHHE, IPU PErucTpaly B KaHUEISIPUU CyJa B KaUeCTBE NMPU3HAKA MOCTYIJICHUS TOBTOPHOM
&ao0bl ucnosbzyercs unaekc I1.

WNunexc I1 nobasiisieTcs B HOMEp KacCaIllMOHHOM JKaj00bI IPH PETHCTPALIHH.

3.1.12.Ecnu B COOTBETCTBUHU C OIpENEIEHUEM KaccallMOHHas »ajno0a Obula BO3BpallleHa, HO
HapyIlIeHUE HUCIIPABIEHO M jkajo0a MoJaHa BHOBb, TO OHA PETUCTPUPYETCS IMOJ MPEKHUM HOMEPOM.
[Ipy mnocTymiieHMM TakoW KacCallMOHHOW ’kajoObl, JaTra perucTpalyd MpOCTaBIsEeTCS B
PETUCTPALIMOHHOM IITaMIIE€ B JOTIOJHEHHE K MPEAbIAYIIEH.

Hampumep: KA-A40/110-04

12.01.04; 18.01.04.

3.1.12.1 B Tom cayuae, eciid CyI0M KACCALMOHHON MHCTAHIMM BBIHOCWIOCH ONpeae/ieHue
0 BO3BPAllleHMH KACCAIIMOHHOW aj00bl HAa OCHOBAHMM NYHKTa 5 wyactm 1 crarbm 281
ApONTpPa:KHOTO mpoueccyaJbHoro koaekca Poccuiickoii @Pegepanmu, a B MNOCJeIYHIIEM
3asiBUTEJIb 00pATHJICA B CyJ KACCAIMOHHON MHCTAHLMHU C KACCALIMOHHOI 7ka1000# Ha cye0HbIe
AKTHl CyJAa NepPBOH HHCTAHIMM H aNe/UIAHMOHHOIO CyJa, TAKOH KACCAMOHHOM :xkajgo0e
NpHCBaMBaETCsl HOBbIH perucTPalMOHHBII HOMep.

3.1.13. B ciyyae MNOCTYIUIEHUS] HECKOJBKMX KacCCAllMOHHBIX Xajlo0, MOJAHHBIX OT Pa3HBIX
CTOPOH Ha OJIUH CyAE€OHBIN aKT, TO JOMOJIHUTEIBHO K HOMEPY HPOCTABIISAIOTCS UHAEKCHI 1,2 U T. 1.

Hampumep: KA-A40/110-04 (1).

[Ipu mocryrmiennu AByX U 0ojiee KacCallMOHHBIX Kajlo0 Ha pa3Hble CYJEOHbIE aKThI 10 OJHOMY
7ieTy, TO JIOTIOJIHUTENIHO K HOMEPY IPOCTaBIISIFOTCSA MHAEKCH a, O U anee no angdaBuTy.

Hanpuwmep: KA-A40/110-04 (a).

3.1.14. Tlpm noctymueHuH >KajoObl Ha CyJIeOHBI akT, KOTOPbIM HPOM3BEAEH BO3BpaAT
KAaCcCallMOHHOM KasloObl, ¢ MPWJIOKEHHOM K JOKYMEHTY NEpBHYHOM KacCallMOHHOW >KanoOoi, B
MOMEHT IOCTYIIJICHUs BXOISIIUI HOMEp W JlaTa MpPOCTaBIseTCsS TOJIbKO Ha HOBOH xkanoOe. Ecnu B
pe3yabTaTe €€ pacCMOTPEHUs NPUHATO pelieHHe 00 OTMEHE CyJeOHOro akTa CyJa KacCallMOHHOMN
MHCTAHIIMM U PACCMOTPEHHUM IO CYLIECTBY KAaCCALlMOHHOM *asloObl, YKa3aHHOW B MPUIIOKEHUH, TO
NepBUYHAs >kanoba B JEHb BBIHECEHUS IIOCTAHOBJIEHUS IIE€PENAETCS CHEUANCTOM CyAeOHOM
KOJJIETUM B KaHLESAPUIO OOIIero otTnaesna Juisl JONOJHUTENbHOM pPErucTpalud, Kak BHOBb
noctynuBiias. llpm STOM [gaTOW perucTpanuy CYHTACTCS JCHb BBIHECEHHS CyAeOHOTO aKTa
KaccallUOHHON uHcTaHIMM. B HoMepe kaccanMoHHOW »aynoObl mpocraBisercs uHaeke O, a B
COOTBETCTBYIOILLIEM T0Jie (aMuIusl CyJbHU, BBIHECIIETO OTMEHEHHBIN cyaeOHbI akT. KaccanuoHHas
Kao0a rnepenaeTcs Ha pacCMOTPEHHE TOMY CYJIbe, Ube ONpeeIeHHe ObUIO OTMEHEHO.

3.1.15. Tlpm perucTrpauum 3asiBJIeHUsI O IepecMOTpe CyAeOHbIX AKTOB IO BHOBb
OTKPBIBIIMMCH  OOCTOATEJLCTBAM  JONOJHHTEJBHO K  PErHcTPallMOHHOMY  HOMepy
npocrasiasercs uaaexce (H).
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Hanpumep: KA-A40/110-04(H).

3asiBjIeHHe 0 MepecMOTpe MO BHOBb OTKPBIBIHIMMCSI 00CTOSITEILCTBAM pacnpeessieTcs
CyAbe-T0KJATYNKY, IPMHHUMABIIEMY Y4aCcTHe B PACCMOTPEHUH KACCALMOHHOI Ka100bI 10 ey,
O/THOBPEMEHHO ompe/e/sieTcsl COCTAB Cy/1a U3 paHee y4acTBYIOLIHX cyAeil. B ciiyyae orcyTeTBHs
CYAbHU-IOKJIATYHMKA /1eJI0 pacnpejeisieTcs OJHOMY U3 cy/lell, yYacTBYIOIIUX B pPaccMOTPeHUH
KACCAIMOHHOM 7KaJ100bI 10 ey, 0 a1(aBUTHOMY CIIUCKY.

B cayuae ynoB/ieTBOpeHHS] YKa3aHHOIO 3asiBJeHHMSl TOT ’Ke COCTaB CyJa NPOJ0JIKaeT
paccMoOTpeHHe J1eJ1a 0 BHOBb OTKPBIBIIMMCS 00CTOATEIbCTBAM.

Ilpu ynoBieTBOpeHMM 3asiBJleHHSI O TIepecMOTpe 10 BHOBb  OTKPbIBIIMMCS
00CTOAATEILCTBAM /1€JI0 MepeAaeTcsl CIeuaJIucTOM CyAeOHOl KOJIJIernd B KAHIEJSIPUI0 0011ero
oTaeqa  JAJsi  JONMOJHHMTEJbHOW  perucTpalu W  BO3Bpamaercsi o0paTHO  cylbe,
Y0BJIeTBOPHMBIIEMY YKa3aHHOeE 3asiBJICHHe.

IIpu nomoIHUTENbHON perucTpanuM KACCAIIMOHHOM 3Kaj00bl eil mpucBauMBaeTcsi MHAEKC
(0).

Hanpumep: KA-A40/110-04-O.

3.1.16. Ilpu peructpauuu AONOJHUTEIBHBIX MATEPHAIOB (IOKYMEHTOB), MOCTYMAIOIIHUX K
paccMaTpUBAaEMBIM B CyJle KacCAI[HOHHBIM Kajo0am, TOKyMEHTaM MPHCBAUBACTCS TOT e HOMEp, 4TO
U KacCallMOHHOM *kanobe ¢ fobaBneHreM uHaekca /1.

Hanpuwmep: KA-A40/1245-01-/11 ot 01.07.01,

[ - IOTIOJIHUTENBbHBIN TOKYMEHT;

1 - HOpsAAKOBBI HOMEP AOMOJHUTEIBHOTO JOKYMEHTA.

3asBnenuss 06 obOecmeueHun ucka (ct.92 AIIK P®) u xomaralicTBO O MPHOCTAaHOBICHUU
ucnonHeHus ooxkaryemoro akta (ct.283 AIIK P®) paccmarpuBaroTcs TOJIBKO IMOCTE MOCTYIICHHUS B
CyAd KacCallMOHHOW WHCTaHIMM KAacCallMOHHOM >Kajgo0bl BMecTe€ C JIeIOM U BO30YXICHUS
IIPOM3BOJICTBA MO KAaCCAIIMOHHOM jkanobe

3.1.17.K  kaxnmoil  3aperucTpUpPOBAHHOM  KACCAIMOHHOM  :kajno0e  mpujaraercs
pPerucTpanuoOHHasi KApTO4Ka (MpujoxeHue 3).

Wudopmanys o NMOCTYNUBIIMX B TEUYEHHE JHS KAaCCAILMOHHBIX »ajo0aX pacreuyaTbhiBaeTcs B
peecTpax.

3.1.18. TlocTynuBIiine KacCallMOHHBIE KajloObl PErMCTPUPYIOTCS B OOILIEM OTENe He MO3/1Hee
NEepBOil  MOJIOBHHBI  cienytomiero padoyero nmHs. IloctynmuBmme B KoHIe pabouero JHS,
PETUCTPUPYIOTCS B TEUEHHE CIIEAYIOLIEro pabouero JHs.

3.1.19.KaccanmoHHble ano0bl ¢ CyeOHBIMU JIeaMH MEPEAaroTCsl CIEeLHUaINCTy CeKpeTapuara
[Ipencenarens cyzna He no3aHee paboYero JHs, CIEAYIOIIEro 3a UX NOCTYIUIEHUEM B CyJl OKpyTa.

3.1.20. Ecam xkaccanuoHHasi :kaj106a, mocrynuiaa 6e3 aeja, MUHYS CyJ epBOil HHCTAHLNH,
TaKasi KaCCallHOHHAsA a/100a BO3BpalaeTcs 3asiBUTEI0 HA ocHOBaHUM cTaThbu 281 AIIK P® co
ccblIKoM Ha yacTh 1 ctaTtbu 275 AIIK P®.

Kaccannonnas xanoda, mocrynusmasgs B ®PAC MO mMuHys cya nepBoil MHCTAHIUH,
PerucTpUpyeTcsi B COOTBETCTBYIOIIEM PerncTPAMOHHOM JKypHajle B JKCHeJUIUH 001ero
oTIeJ]a W, MOJ POCHHUCH, NepelaeTcss COTPYAHMKY o0lIero oraena, B 00S3aHHOCTH KOTOPOIo
BXOJIMT MOArOTOBKAa IPOEKTOB IMHCeM Ha BO3BPAT YKa3aHHbIX KaCCAIMOHHBIX KaJ100
3asBUTEJIIO0.

Ha nepBoM JimcTe mMoCcTynuMBIIEro AOKYMeHTAa NMPOCTABJAETCH IITAMII Cyda ¢ yKa3aHUeM
AAThI NOCTYNJICHUS] KACCALIMOHHOM Ka100bI.

I[IucbMo, KOTOPBIM KacCallMOHHasI Kaj00a, MOJAHHAsI MHHYSl Cy/l NepBOil MHCTAHLWH,
BO3BpallaeTcs 3asiBUTE/I0, perHCTPUpPYeTcsi B nporpamMMe «/les10» ¢ npucBoeHneM MCXOASAIIEro
HOMepa.

3anmpoc gea mo kajgod6aM, NMOJAHHBIM Ha CydeOHbIA aKT, BblHeCeHHbI dDenepajbHbIM
apOuTpakHbIM cyaoM MOCKOBCKOr0 OKpyra, B TOM 4YHcCJe IO ajgo0aM Ha omnpelejeHHs O
BO3BPALCHHM KACCAIMOHHOW KaJo0bl M 3asiBJEHHUSIM 10 TMepPecMOTPy JAeJ 10 BHOBb
OTKPBIBIIMMCH  00CTOSITEILCTBAM  OCyWIeCTBJsieTcs: 00muM  otaeqoM. Takume kano0bl
PerucTPUPYIOTCA B  COOTBETCTBYKOIEM PerucTPAMOHHOM JKypHajle M, IO POCIHUCH,
nepeAalTCcsl COTPYAHUKY 001Iero oraela, B 00A3aHHOCTHM KOTOPOI0 BXOAUT MOATOTOBKA
NMPOEKTOB MHCEM 3alPpoCOB CyAeOHBIX [Jej. B permcrpanuoHHoOM mTamie, NMOCTYNHBIIEro
AOKYMEeHTa, NMPOCTaBJseTcs 1aTa MOCTYILUIEHHS] B Cyld. YKa3aHHbIe 3KaJ100bl HaxXoAATCs Ha
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KOHTpoJIe B 00mmem otaede. [Ipu mocrymiienun cyaednoro aeina B ®AC MO, k marepuajam aena
NPHUKJIAIBIBACTCS COOTBETCTBYIOIIas xkanoda, ocymecrBiasercs perucrpanusi B IIK CAJl, B
HITaMIle NPoCcTABJIsIeTCsl BTOpas 1aTa — iaTa NocTyIvieHus cyaedHoro aeaa B ®PAC MO.

3.1.21.1Ipu noctymnenun B PenepanbHblil apOUTpakHbI ¢yl MOCKOBCKOTO OKpyra cyaeOHOTro
7enia, B COTMPOBOAMTEIBHOM MHUCHME KOTOPOTO MMeEeTcs WHpOpMamus O HaJWYUHM IEHHBIX Oymar,
nepeAaBatb B CyAeOHbIE KOJUIETMM BMecCT€ C CyIeOHbIM JEJIOM KOMHI0  YKa3aHHOTO
COIPOBOJUTENBHOTO MUCHMA.

3.1.22.Ilpu mocTtymuieHuu cyaeOHOro Jena ¢ LeHHbIMH Oymaramu B DeaepaibHbli
apOUTpaKHBIA cyl MOCKOBCKOTO OKpyra, TOM IepeaeTcs Ha XpaHeHHEe Ha4aJbHHUKY OOIIEro OTxena
cyna. HavanbHuk oOmiero otnena oOecrneyuBaeT XpaHEHHE ToMa CyAeOHOro jena ¢ IeHHBIMU
OymaramMu B ceiipe WIM METAUIMYECKOM IIKady B YCIOBHIX, OOECHEUMBAIOMINX COXPAHHOCTD
JOKYMEHTOB M HCKIIIOYAIOUIUX JOCTYIl K HUM TOCTOPOHHUX JIMII.

3.1.23. Tom cyneOHOrO J1ena C LEHHBIMH OyMaraMH BBIIAETCS B TIOPSIKE, OIpPEICIICHHOM
nyHKTOM 3.42 MHCTpyKUMHU 1O AETIONPOU3BOJICTBY B apOMTpakHBIX cynax Poccuiickoit deneparuu
JUISL O3HAKOMJICHHUS:

-pPYKOBOJIUTENIAM OpPTraHU3alui - IPY NPEACTABICHUH TOKYMEHTOB, YKa3aHHBIX B 4acTH 1 cTaThu
61 AIIK PO;

-TPaXJAaHUHY - IIPHU NPEABABICHUU NACIOPTa WM WHOTO JOKYMEHTA, yIOCTOBEPSIOLIETO €ro
JIMYHOCTb;

-IPEACTABUTENIO JIMLA, YYacTBYIOLIETO B Jele, - IpH MPEACTaBICHUM JOBEPEHHOCTH,
BBIJIAHHOM JIMIIOM, YYaCTBYIOILIEM B JIeJIe, U TOKYMEHTA, yIOCTOBEPSIIOLINE JTUYHOCTh MPEACTaBUTES.

Hapnexaimie 3aBepeHHBIE KCEPOKOIMHM MEPEUMCIICHHBIX JTOKYMEHTOB IIOMEINAIOTCA B TOM
CyAeOHOro JeTa ¢ IEHHBIMHA OyMaramu.

3.1.24. BrIcbUIKY TOMa CyJ1eOHOTO Jieia C IIEeHHBIMU OyMaramu B Cy/bl IEPBOii, aneIsaMOHHON
uHCTaHIMHA U B Boiciumii Apoutpaxusiii Cyn Poccuiickoit @enepanyiv OCyIIeCTBIATh TOJBKO MO UX
TpeOOBAHUIO U C UCTIOJIb30BaHUEM (DeTbIBErepCcKoil CBSI3M.

B Takom jxe mopsiike OCyIecTBIs€TCS BO3BpAT TOMA CyACOHOro Jiena ¢ IeHHbIMH Oymaramu B
CyJ IEpBOM MHCTaHLMU.

3.1.25. [Ipu nocTyrieHUH 3asiBJICHUS O BO3BpPATE TOCYAaPCTBEHHON MOIUIMHBI TT0 KaCCAIIMOHHOM
Kanobe, KoTopasi B CyJl KacCallMOHHON MHCTaHIMM HE I0JlaBajlach, IUIATENbIINUKY TOCYAapCTBEHHOM
MOLUIMHBI, OTKAa3aBIIEMYCs IOCJE YIJIAThl TOCYJAapCTBEHHOM MOLUIMHBI OT MOJA4YM KacCallMOHHOMN
’&KaJio0bl, BBIJJAETCS CIIpaBKa O TOM, YTO KaCCallMOHHAs »kKajo0a B CyJ] HE MOCTyIana.

CrpaBka BblaeTCs KaHILEIspHel 00I1ero oTaesa 3a NOANUCHI0 HaYallbHUKA O0ILEro oT/ena uiu
JM1Ia, ero 3aMelnaroniero, Ha Onanke cyna. CripaBka 3aBepsieTcst repOOBOi Ie4aThio CyAa.

3.2. llopsinok pacnpeaesieHus CyAeOHBIX Je

3.2.1. Pacnipenenenue cyneOHBIX €T OCYIIECTBIACTCS UCXOASM U3 CICAYIONNUX KPUTEPHUECB:

NPEIMETHON CHelHanu3ainy CyaeOHbIX KOJUIETUi U Cy/IeOHBIX COCTaBOB;

(bakTUyecKkoro Halu4us cynaeil ¢ ydyeTtoMm Trpaduka OTIYCKOB, HAaXOXACHHUS B KOMaHAMPOBKE,
OTCYTCTBHSI B CBSI3U C HETPYJOCIIOCOOHOCTHIO, MOBBIMICHUEM KBATHU(PUKAIUH.

3.2.2. CyneOHble JIena pacmpenensioTcss B CyneOHBbIE COCTaBbl B COOTBETCTBHU CO
CHeIMaIN3allue, YTBEPKIACHHOW TmpuKkazoM DeaepaqbHOrO apOUTPaKHOTO Cyaa MOCKOBCKOTO
OKpyTa U aipaBUTHBIM TOPSAKOM.

Pacnipenennenrie gen ocyiecTBIsETCsl CleUUaNuCTOM cekperapuara llpencemarens cyaa B
nporpamme «CyneOHOo-apOUTpaskHOE JAETOPOU3BOICTBOY.

B cayuae, eciu kaTeropusi jAesia NMpsiMO He OTHOCHUTCA K CHeHAJM3AIUM HU OJHOr0 M3
CyAeOHBIX COCTABOB MJIM OTHOCHUTCH K CHEHHAJM3AIHUM HECKOJIbKHX CyIeOHbIX COCTaBOB,
npejaceaaTesb cyaa onpeaeasier, B KaKoil cy1eOHbIH COCTAB MOJIEKUT Mepeaayda jaeJa.

3.2.3. lena, mpenCcTaBISIONIME TOCYJapCTBEHHYIO TaifHy, MCKJIIOYAIOTCS U3 OOIIEro mopsijika u
pacnpenenstorea IlpencenareneM cyna B cOOTBETCTBUM ¢ MHCTpykuuen, yTBepx’IaeHHONW Bpicuium
ApOutpaxusim Cynom Poccuiickoit deneparum.
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Peructpamust  ocymectisiercss B mporpamme  «CyneOHO-apOUTpakHOE — JIETOMPOU3BOICTBOY
CTEUAIMCTOM CIICIYACTH.

3.2.4. HaznaueHue npeceaaTeabCTBYIONIETO MO JIeTy

3.2.4.1. Ilpeacenaresan cyna u 3amectuteaun Ilpencenarens cyga paccMaTpuBaloT aejia B
KaYecTBe NMpeaceAaTeIbCTBYIOIIEro B MOPsAAKe, yCTAaHOBJIeHHOM npukasoMm Ilpencenarens cyaa.

3.2.4.2. TlpencenaTenbCTBYIOMIHMM IO [Ty ONMPENCISICTCS] HEe TO3AHEE CISAYIONMIETO THS TMOCTe
MOCTYIUICHHUSI KaCCALIMOHHOM aslo0bl 10 Cy1eOHOMY /1Ty B CYI.

3.2.4.3. IlpencenaTenbCTBYIOUIUHI 0 €Ty Ha3HAYACTCS U3 Cy/IeH CyAeOHOro cOCTaBa 1o CIUCKY,
COCTAaBJICHHOMY B aji)aBUTHOM TIOpsIKE, U B COOTBETCTBUHM C IOPAJKOBBIMH, HOMEpaMH Jiel,
pacnpe/ieNIeHHbIX B COCTaB.

3.2.4.4. Bo3Bpar KacCallMOHHOW JKaloObl CyAbed HE BIIEYET H3MEHEHHsS OYepeaHOCTU
Ha3HA4YeHMs MPeCEIaTeIbCTBYIOUINX 10 JIeTy B al(paBUTHOM HOPSAKE.

3.2.4.5. Bo ucki0o4eHue U3 001ero NOpsaKa pacnpeneaeHus 1es:

-IpM OTMeHe ONpeJejieHHsl O BO3BpaTe KACCAIMOHHOW KaJlo0bl WJIM O NpeKpalleHUuH
NPOU3BOACTBA MO KACCAIIMOHHOW 3’kano0e [eJI0 HANpaB/seTcsl Ha PaccMOTpeHHe cyabe,
BbIHeCIIIeMY OTMEHEHHOe oIpe/ieJieHue;

-IPpH TNOBTOPHOM NOCTYIUICHHM KaCCAIlMOHHOHM 3’Kaj100bl mocje eé Bo3Bpara [JeJio
HAIIPAaBJIsSIeTCsl HA PACCMOTPeHMe cy/Jbe, BO3BPaTHBIIEMY Kaj100y, B ci1ydae, ec/iM nepegada el
HA paccCMOTpPeHHe JAHHOMY CyAbe NPEeKpPalleHAa B CBA3HM € NMPEACTOSINMM YXOAOM B OTHYCK,
npeaceaaTeJbCTBYIOIIMI CyIbs onpeiessieTcs B 001emM (aja(aBUTHOM) NOPsSIAKe;

— IPM NOBTOPHOM M Ka:KIOM IOCJCAYIOIIEeM MNOCTYIUICHHMH Jeja Ha pPaccMOTpeHue B
KACCALMOHHYI0 MHCTAHLIMIO KAaCCALMOHHYIO Ka7100y HANPAaBJATH HA PACCMOTpPEHHE TOMY iKe
npeaceaaTeJbCTBYOIIEMY Cylbe, YTO M B IepBblii  (mOcCaeAHMI) pa3 B COOTBETCTBYIOUIUIA
CyAeOHbIil COCTaB HE3aBHCHMO OT ero cnenuajusanuu. B ciayuae, eciiu mepemauya jaen Ha
PacCMOTpPeHHe JaHHOMY Cy/Abe NPEeKpalleHa B CBA3H ¢ MPEACTOSIIMM YXOAOM B OTIYCK, J€J0
pacnpejeinsieTcsi B COOTBETCTBMH C JIeiCTBYIOIIel crnenuaau3anueil cyae0HbIX COCTABOB H B
NOPs/AIKE OYePeHOCTH;

— MNpH pacnpefeleHUMH KacCAllHOHHBIX 3kano00 c¢ uHAekcoMm «II» ykaspiBaTh HOMep
CyAeO0HOI0 COCTAaBAa HCXOAS W3 KPHUTepUs NPHHALJICKHOCTH IpeAcelaTe/]bCTBYIOIIEro-CyAbH
TOMY WJIM HHOMY COCTaBY.

-Iejia Mo ajno0aM Ha ompeAeeHHMs CyJa KACCAIMOHHON HWHCTAaHIMM He INepeJalTcs
CYAbSIM, BbIHECLLIMM OIlpe/iesieHHe.

3.2.4.5a Jleno, pacnpeneasieMoe Ccyabe, paHee MNPHHHUMAaBIIEeMy Yy4acTHe B ero
PacCMOTPEHUM B CJIOY4YasiX, YKa3aHHBIX B CcTaTbAX 21 m 22 ApOMTPA’)KHOIO NPOLECCYaTbHOI0
Koaekca Poccuiickoil Pegepanuu NMOAJIEKHUT Iepenade cjeaymumeMy B aJ(paBUTHOM CIHCKe
cyabe. [lanee pacnpenenenue e B mporpamme «CyneOHo-apOMTpaKHOe [1eJIONPOU3BOICTBO»
MPO0JIZKACTCH B COOTBETCTBHH € AJ1(aBUTHBIM MOPAIKOM.

IIpu HOBOM pacmpejaeleHHHM JeJ CyAbe, NPOIMYIIEHHOM B CHHCKe pacnpeaejleHHs IO
NpUYMHE Y4YacTHd B PACCMOTPEHHMH [ejla B IepBOi, aneJUISIUOHHON MM HaJA30pHOH
HHCTAHLMH, pacnpeeaseTrcs ABa jJeJa.

Ilpu BbIABICHMH pacmpeaeleHHs JeJa CyAbe, paHee Y4YacTBOBAaBIIEMY B €ro
PaccCMOTPEeHNH B NepPBOii, aneJUIIUMOHHON, HA/I30PHOIl MHCTAHLMAX, MOCJe NepeJadyu Jeja B
CyAeOHBIi COCTAaB MepepacnpenejieHue Aeja APYroMy CyAbe OCYILIeCTBJIseTCS NpeacenareaeM
cyaeOHOro cocrasa.

3.2.4.6. llepenaya KaccallMOHHBIX >ajo0 MO CyJAeOHBIM JenaM IpeJceaaTeNsiM CyaeOHbIX
KOJUIETHi, MpejiceaTelsiM cy1Ie0HbIX COCTaBOB U CY/AbsIM IpeKpaliaercs 3a 35 KajJeHAapHbIX JHEH 10
Hayaja OTIIycKa CyAbH, HE3aBUCUMO OT IIPOJOLKUTEIBHOCTH OTITyCKa.

Nudopmanysg o npeacTodiuX OCHOBHBIX M JIOMOJHHUTEIBHBIX OTIIYCKaX BHOCHUTCS OTJIEIOM
KaJpoB B nporpammy «CyaeOHo-apOUTpaskHOE JAEI0NPOU3BOICTBOY.

[Ipn npekpamieHuu mnepefayd KAacCallMOHHBIX JKajo0 1Mo CcyAeOHbIM JeinaM  CyJbe
IIPEJICEAATENbCTBYIOIIEMY II0 IIOCTYNMBIIEMY B COCTaB J€dy Ha3Ha4yaeTrcs CIEAYIOIMA 110
asnpaBUTHOMY CIIUCKY CyZbs. Jlanee andaBUTHBIA NOPAJOK COXpaHAETCS.
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3.2.4.7. Cynpst Ha3HA4aeTCsl MPEACEAATeIbCTBYIOMMM T10 ey 3a 25 JHEH 10 OKOHYaHUsS €ro
ormycka. Ha3HaueHue mpeAcenaTeNbCTBYIONIMM 32 MEHBIIMM CPOK [0 OKOHYaHHUS OTIycKa
MIPOU3BOIUTHCS B MCKITFOUUTEIBHBIX cliydasx Toibko I[Ipencenarenem cynma. Mubopmanus BBOIUTCS
OTIENIOM KaJpoB B iporpammy «CyneOHo-apOUTpaskHOE ETI0MPOU3BOICTBOY.

Bompoc 0 mpuHATHH KaccCallMOHHOW >Kajio0bl K MPOW3BOJICTBY M HA3HAYCHHUU K CITYINIAHUIO
peliaeTcsi mpejcenareneM CyaeOHOro COCcTaBa, y KOTOPOTO XPAaHUTCS €0, paclpeelieHHOE IS
BPEMEHHO OTCYTCTBYIOIIETO CY/IbH.

Jleno anst BpeMEHHO OTCYTCTBYIOIIETO CYAbHM HE JOJDKHO HAa3HAYaThCS Ha MEPBBIA JIEHb MOCIe
€ro BBIX0JIa Ha padoTy.

3.2.4.8. Tlpencenarens cyaeOHOTO cocTaBa HE Y4YacTBYeT B PACCMOTPEHHUU JAeN KaxIbIi
YeTBEPTHIA pa3 MPOXOXKICHUS BCETO CITUCKA CYJIeH cocTaBa.

3.2.4.9.CBeeHns 0 Ha3HAUYECHMM MPEACENATEIbCTBYIOLIEIO MO JAeNy oTpaxarTtcs B JKypHaie
PETHUCTpAIMK KacCAIMOHHBIX ka0l B mporpamme «CyneOHO-apOuTpaKHOE JIEIOMPOU3BOJICTBO» U B
peecTpe, COCTaBIsIEMOM TIPH Tiepeade e B CyleOHbINH COCTaB. |

3.2.4.10. I'paduk caymanus nei B CyAcOHOM COCTaBe BEIET MpeaceaaTellb CyIeOHOTO coCTaBa.
Jlata paccMOTpeHUs Jena Ompefensercs mpeaceaareneM CcyAaeOHOro cocTaBa C  Y4eTOM
YCTAHOBJICHHBIX JIHEU CIYIIaHWS U PACIIPEICICHUS 3aJI0B CYIcOHBIX 3aceIlaHui MOCIIe0BATEIbHO, HE
JIOTyCKasi Cy4aeB Ha3HAUYCHMS NI Ha TMOCJEeAYIOIINe JHU J0 3arojHeHUs rpaduka Ha3HAaYeHUH Ha
TEKYIIUH JEHb.

[Ipencenatens cyneOHOro cocTaBa BeIET COOTBETCTBYIOLIHI JKypHAa.

3.2.4.11.IIpencenaTenbCTBYIOMMN IO JETy WIM  MPEACEAATENIbCTBYIOMIETO CYAbH IMOTYy4YaeT
JIeNo y Tmpeaceaarens cyaeOHOro cocTaBa Mo paclucKy B peecTpe.

3.2.4.12. 3aMeHa mpeceaaTeNbCTBYIONMIECTO 10 JeNTy TPOU3BOJAUTCSA B Clydae €ro OOJIE3HU WIIH
IpHU YAOBIETBOPEHUHM XOJAaTaicTBa 00 OTBOJE (CaMOOTBOJE) MpeaceaareieM cyAaeOHOro cocTaBa C
ygeToM an(aBUTHOTO CMHCKa. B KoMmbproTep WHPOpMAIHs O 3aMEHE BHOCHTCS CIEIHATUCTOM,
OTBETCTBEHHBIM 3a JAENONMPOM3BOJACTBO B KOJUIErHH, Oe3 ynaneHuss DaMHInU TEpPBOHAYAIBLHOTO
JOKJIQ UK.

3.2.4.13. Cynpu 3a 3 aHs 10 yXoJa B OTIIYCK 00sI3aHBI JOKJIAJBIBATh MpEAcenaTeNto cyaeOHOM
KOJUISTHH ¥ TIPEJCEIaTeNI0 CyIeOHOro coctaBa 00 0hOpMIICHUN PACCMOTPEHHBIX JIEN, BBITOJHEHUN
TUTAHOBBIX MEPOMPUSATHI U MOpPYUYEHUH PYKOBOJICTBA, a TaKXke CAaBaThb HEPACCMOTPEHHBIC Jena U
CTaTOTYET O PACCMOTPEHHBIX JIEJIaX 3a TEKYITHH MECSII.

3.2.5. Onpenenenue cocrasa cyjia

CocraB cyna omnpezaensieTcsi, HICXod U3 al(aBUTHOTO MOPSAAKA C YYETOM IOPSIKOBOIO HOMEpa
Jiena, OTAENBHO MO MIEPBOMY U BTOPOMY YYaCTHUKY.

[Ipn ompeneneHuu cocraBa CyJa YYHUTHIBAIOTCS OCOOCHHOCTH PACCMOTPEHHUs [Jen 10
KacCallMOHHBIM KaJl00aM Ha OIpeieleHus KacCallMOHHON MHCTAHIINUH, MTPeKpallieHne Ha3HAYCHUS J1eT
CYJIb€ B CBSI3H C MPEACTOAIIUM OTITYCKOM WM JITUTEIIBHON HETPYIOCTIOCOOHOCTHIO.

[Ipn oTMeHe ompenencHUs O MPEKpaIleHWH MPOU3BOJCTBA MO KACCAIIMOHHOW XKalobe neno
HaIpaBJISIETCsl HA PACCMOTPEHHUE CY/IbsIM, BEIHECIIIMM OTMEHEHHOE OTIpe/IeIICHHE.

IIpy NMOBTOPHOM MNOCTYIUIEHHHM Jeja HAa PACCMOTPeHMEe B KACCAIIMOHHYK) HWHCTAHIIUIO
cocTaB cyaa (CyAbH-COAOKIAMUMKN) GOPpMHUPYeETCH U3 Cy1eOHOr0 COCTABA, K KOTOPOMY OTHECEHO
JeJI0 B COOTBETCTBHM € JeiicTByowel cnennanu3zanuei. Ilpeacenarens cyanedHoOro cocrasa npu
HAa3HAYEHHH COCTaBa CyJda MO0 BO3MOKHOCTH YYUTHIBAET COCTAB Cyjeil, NMepBOHAYAIbLHO
NPUHUMABIIMX YYACTHE B PACCMOTPEHNH KACCAIMOHHOM KaJI00bI.

B coctaB cynma Ha3zHauyaloTCs BPEMEHHO OTCYTCTBYIONIHME CyabU (OTIYCK, KOMaHIMPOBKA,
BpEMEHHAsI HETPYAOCIHOCOOHOCTh), €CIM OHU MPHUCTYMAIOT K HCIOJHEHUI0 CBOMX O0S3aHHOCTEW B
CPOK, JIOCTAaTOYHBIN I O3HAKOMJIEHUs ¢ AenoM. Ha3HaueHue ocyiiecTBisieTcss 3a 25 nHell 1o
OKOHYaHHs cpoka oTmycka. MHdpopMmaius BBOAMUTCS OTIEIOM KaapoB B mporpammy «CymeOHO-
apOuTpaxxHOE JEIONPON3BOACTBOY.

[Ipy HEBO3MOXHOCTH Ha3HAYEHUs CYIbU U3 CyAE€M cocTaBa Ha3HAUYEHHE MPOU3BOIUTCS
npejceaareneM CyJqeOHOM KOJUIErMM Ha OCHOBAHMM IHCBMEHHOTO OOpalleHHsl MpeacenaTens
CyneOHOro cocTaBa B ayipaBUTHOM TMOPSIKE U3 CIIUCOYHOTO COCTaBa Cynel cynebHoi komneruu. [Ipu

OTOM YYMUTBIBAIOTCA HNPCKPAIICHUEC HA3HAYCHUA ACT CYAbC B CBA3U C MPCACTOAINIMM OTITYCKOM HIIN
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I[HHTGJIBHOI;'I Hepr,I[OCHOCO6HOCTBIO, 3aHATOCTb CYAbHM B Ka4UCCTBC JOKJIIaA4YWKa WM YYaCTHHUKA B
IpYTUX Jerax.

PykoBozncTBO cyna HasHauaeTcss B COCTaB CyJa, PAacCMaTpHUBAIOIIET0 KOHKPETHOE [eNo, B
cllyyasiX HEOOXOJIMMOCTH 3aMEHBI CyJIbH, OTCYTCTBYIOLIETO 1Mo 0oJe3HH Mo ykazaHuio [Ipencenarens
cyna.

IIpencenatens cocraBa Ha3HA4aeTCs B COCTAaB CyJa, PACCMATPHUBAIOIIETO KOHKPETHOE €0, Ha
O0IINX OCHOBaHMSIX.

3.2.5.5. 3amena cyabu (cocraBa cyJa) NpPH HAJMYUM OCHOBAHHWI, NMPEAYCMOTPEHHBIX B
cratbe 18 ApOuTpakHoro nmpoueccyajibHoro koaexkca Poccuiickoii ®@enepanumn, Nnpou3BOAUTCSA
npeaceaaresemM cyaeOHOro cocrasa (mpeaceaaresieM cya1e0HOM KOJJIETnH, IpeAceaaTeeM Cyaa) ¢
y4eToM a/1(paBUTHOIO CIIUCKA.

OTBoaBI (CaMOOTBO/IBI) PETUCTPUPYIOTCS B MOPAIKeE, U3/105KeHHOM B 11.3.2.4.12 HacTosiei
HNucTpykuun.

3.2.5.6. B cayuasx, npexycMorpeHHbIX cratbeil 18 AIIK P®, opopmasith 3amMeHy CyAbH,
cocTaBa cy/Aa NyTeM M3JaHUsl NpeacenareseM cyae0HOro cocraBa (mpeaceaaresnemM cyaeOHOI
KOJUIETHM MJIM TpejaceaaTesieM Cyda) pacnopsikeHusi (npuiioskeHue 25, 26),kotopoe Oyaer
NnpuodIATHLCA K MaTepuajiam jeJa.

IHomomHuKam cyaeil BHOCHTh HH(POPMALMI0 00 H3MEHEHUH COCTaBa CyJa, CO CChLIKON Ha
cooTBeTcTBYIOIIEe pacnopsixenue, B [IK CAJl B rpadgy «npumedanue».
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3.3. IIpoxoxaeHue cyaeOHOro Aena v I0OKyMEHTOB

3.3.1. TlomyunB u3 oOImIEro OTIETIa KACCAIIMOHHYIO XaJlo0y W MaTepuaibl Jejia, CIEIHUaTUuCT
CeKpeTapuaTa B COOTBETCTBMU C YCTAaHOBJICHHOW B OKPYKHOM CyJlie Cleluanu3aleil CyaeOHbBIX
COCTaBOB BBOAUT B mporpamme «CyneOHO-apOUTpa)kHOE JIETOMPOU3BOJICTBO» HWH(OpPMAIHIO O
KaTeropuy TMOCTYIMUBIIEH KacCAIMOHHOW >Kajio0bl, U B DIEKTPOHHOM BHJE OMPEACNseT CYIbIO-
TOKJIaTIHNKA.

3.3.2. Ha ocHOBaHHMHM YKa3aHHOH CHEIMAIUCTOM CeKpeTapuaTa HH(GOpMAIUU Aelia TOCTYMAaT B
CynieOHbIE COCTaBBHI.

3.3.3 Hnadopmaruss o pacnpelesieHHd KacCAllMOHHBIX JKajdo0 MO CyAeOHBIM KOJUICTHSIM
(uanexcel KA u KI') BBomutcs B mporpamme «CyaeOHO-apOUTpakHOE JeJIONpPOU3BOACTBO»
CHeIMaTUCTOM cekpeTapuata [Ipeacenarens cyna.

3.3.4. Tlocne pacnpeneneHusi KacCallMOHHBIX >Kajo0 MO CyAeOHBIM KOJUIETHSM CIEIUATUCT
cekperapuarta [Ipencenarens cyaa npocTaBliseT UHIACKCHI CYA€OHBIX KOJUIETHI U CyAeOHBIX COCTaBOB,
cootBercTBeHHO KA (1,2,6) m KI' (3, 4, 5) B peructpaiinoHHBI HOMEp Ha OOJIOKKE Jiea, B IITaMIIe
KacCaIllMOHHOM Kalo0bl U B IITAMIIBI 3aPETUCTPUPOBAHHBIX, MPUIOKEHHBIX K KaCCAIlMOHHOH kano0e
JTOKYMEHTOB (XO/aTaiicTBa, 3asBICHHUS U Jp.), & TaKKe BHOCHUT COOTBETCTBYIOUIYIO MH(OPMAIUIO B
PETUCTPAIIMOHHYIO KAPTOUKY.

3.3.5. Ilocne BBeneHuss B WMHGOPMAIMOHHYIO 0a3zy CyIpd - MPEACENaTeIbCTBYIOMIETO IO
JAaHHOMY JIeJly WM yKa3aHus Ha JellaX HMHIEKCOB KOJUIETHH M CyleOHBIX COCTAaBOB CHEIHAUCT
cekperapuarta [Ipencenarens cyaa Bo3Bpamaer jaena B oOmuii otaen. OOmmil oTaen nepeaacT ux B
CyIeOHbBIE COCTaBHI.

Pacnipenenennble  KaccallMOHHBIE JKAIOOBI W CyAeOHBIE Jieia TepefaroTcss TOMOITHHUKY
npezacenaTens CcynaeOHOro cocTaBa IO paclucKy B peectpe, (opMupyemMoM B Iporpamme
«CyneOHO-apOUTpakHOE JIETIOMPOU3BOJICTBO» C YKa3aHWEM [aThl IOJNyYeHHs Jejla B CPOK He
MO3/IHEE CIIeTYIOLIETo JIHS MOCIIe OCTYIUICHUS JIea.

3.3.6. IlomomHuK mpeacenatens CyAeOHOT0 COCTaBa MO BCEM IOCTYNHBIIMM B CyACOHBIN
COCTaB JielaM OIpelaemseTcss C BOMPOCOM O TMPHHATUM KACCAllMOHHOW >Kalo0bl K pac
CMOTpPEHHIO, OCTAaBJICHHN KaCCAIlMOHHOM >XKasoObl 0e3 JBIKEHHS WA BO3BPANICHUW KaCCAIIMOHHOW
KAIOOBI.

Jlok1abIBaeT CBOM NpPeJIOKEHUsI MpeacelaTe] 0 Cyle0HOro cocTaBa W Tepeaaer eMmy
KaccallMOHHbIE KAJI00bI U 1ej1a /1Js (JopMUPOBaHNs rpaduKa CIIymIaHus el

3.3.7. llomMOmHWK CyAbM TEpPEAAcT MAEJI0 CYyIbe-JAOKIAAUUKy HE TMO3JHEE CIEAYIOIIErO
JHS TIOCJE ONpEeNeNieHUs JaThl PAacCMOTPEHHUsS Jella WIM C MHEHHEM O HaJudud OCHOBaHUI
IUTSL OCTABJICHUS KaCCAITMOHHOMW Kallo0Bl 0€3 IBMYKCHUS FITH JUTSI €€ BO3BPAIICHUSI.

3.3.8. Cynps, mnpencenarenbCTBYIOIIUNA 10 ey, MNOATBEPXKAAET JaTy IOJNydeHus Jaena
CBOCH TOINMHCHI0O B PETHUCTPAIIMOHHON KapTOYKE M B peecTpe Iell, MONYYEHHBIX W3 KaHIEISIPHH
cyna.

3.3.9. Haznauenume cymeOHOro coctaBa (BTOPOTO W TPETHETO CYACH CIYIIAIOMUX JEN0)
OCYILIECTBISIETCSI B aBTOMAaTU3MPOBAaHHOM pexume B mporpamme «CyneOHo-apOuTpakHOe
JIeJIONPON3BOICTBO» MpeceiaTesIeM Cy1e0HOr0 COCTaBa.

Ha3nauenue mpoucxoauT Nmoce BRIHECEHUS ONPEACTICHUS O MPUHITUH KacCAllMOHHOMN Kall0ObI K
MIPOM3BOJICTBY M Ha3HAuUEHUs JaThl cyneOHoro 3acenanus. HazHaueHune ocymiecTBIisieTcsl HE TO3/IHEE,
4eM 3a OJIHY HEJeIt0 JI0 paccMOTpeHus nena. [lopsaok Ha3HaueHUsl OCYIIECTBISIETCS B COOTBETCTBUU
cm.3.2.5.

3.3.10. Tpaduxu caymanus nen GOpMUPYIOTCS B aBTOMATH3MpOBaHHOM pexkume. ['paduku Ha
COOTBETCTBYIOIIYIO HEJICTIO COCTABIISIOTCS HE TIO3THEE CPEeIbl TPEABLIYIIEH HeIelu.

I'paduku BeIBemIMBaIOTCA Ha JOCKE OOBSIBICHHMN M Ha JBEPSIX 3alI0OB CYJAEOHBIX 3acelaHui
MMOMOITHUKAMHU CYJEH.

33.11. B nopsaake MNOATOTOBKHM JeJa K  CIYIIAHHI0 TNOMOINHHUK  CyIbH,
Npe/ceAaTe/IbCTBYIOIIEr0 Mo ey WJIH CyAbsl 3HAKOMHT C JeJIOM cy/deil, y4acTBYIOIIMX B €ro
PacCMOTpPEHHH.

OHu He BNpaBe 0TKA3BIBATHCS OT U3YUYeHHS JeJia.
3.3.11.1 Co3nanue NpOEKTOB AOKYMEHTOB PACCMOTPEHHSI U PErHCTPALIMM CyJeOHbIX AKTOB

U perucrpanuu mo nadJoHaM B nmoacCucremMe «Cy}]OI[pO]/lfSBOIlCTBO» NMpOrpaMMHOro KOMILUIEKCa
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«Cyne0HO-apOUTpa:xKHOEe 1eJI0NPOU3BOACTBO» B cooTBeTcTBUM ¢ «llopsizkom paGoThl MO
NMOATOTOBKE IPOEKTOB [OKYMEHTOB PACCMOTPEHHSI M PerucTpauuu CcyAeOHbIX aKTOB 10
madjaonam B mnoacucreMe «Cyaonmpou3BOACTBO» MNPOrpaMMHOro komimiekca «CynedHo-
apOuTpakKHOe 1eJI0NPou3BoACcTBO» B DenepaibHOM apouTpakHOM cyle MoCKOBCKOr0 OKpYra.

3.3.12. B mnpomecce paboThl € KacCallMOHHOM >kajno0oil mponoikaeTcss (opMUpOBaHUE
CyneOHOro Jnena M OCYIIECTBISIETCS pacChUIKa CyAeOHBIX aKTOB JIOKYMEHTOB uepe3 OTaed IO
paboTte ¢ cyneOHBIMH JOKYMEHTaMHU.

Komuu onpenenenus o MpUHATHH KAaCCAllMOHHOMW >KanoObl K MPOU3BOJACTBY (mpuioxeHue 4)
HANpaBJIAIOTCS JIUIAM, y4YacTBYIOIIMM B Jejie, HE IO3/HEEe CIEAYIONIET0 JHS IOCJe BBIHECCHHUS
onpexaeneHus. Konuu ompeneneHuii o BO3BpallleHUU KAacCAllMOHHOW >KanoObl (MPHIIOKEHUE 5) U
OCTaBJICHUM KacCAIMOHHOW >KajoObl 0e3 IBWKEHUsS (NMPHUJIOXKEHHWE 6) HAMpaBISIOTCS JHUIAM HUX
MOJIaBIIIUM HE TI03/IHEE CIIeAYIOIIETO JHA MOCcie UX BhiHeceHus. Konmuu onpeaeneHuii o mpekpameHuu
MIPOM3BOJICTBA IO KAaCCAIIMOHHOH )aymobe (NMpuiioKeHne 7) HampaBISIOTCS JIMIAM, YYaCTBYIOIIUM B
Jene, B TSATHIHEBHBI CpPOK cO JHS BbIHeceHUS. Komwu MOTHBUPOBAHHOTO TOCTAHOBICHUS
HAIpaBJIAIOTCA JIMIaM, YH4aCTBYIOIIIUM B ICJIC B HHTI/I[[HCBHblf/'I CPOK CO OHA €TI0 U3IrOTOBJICHUS.

Crneuunanuct otaena mo padore ¢ cyAeOHBIMH JOKYMEHTaMH CHABIIM KOPPECTIOHICHIIMIO B
OKCHEIUIINI0, HECET OTBETCTBEHHOCTh 32 COOTBETCTBUE pACCBHUIAEMBIX KONHHA JOKYMEHTOB
ANEKTPOHHBIM KOMHUSAM CYAEOHBIX AaKTOB, Pa3MEUICHHBIX MOMOIIHUKAMH CYyIeOHBIX KOJUIETHid B
nporpamme «CyneOHo-apOuTpakHOE NEIONPOM3BOJACTBO» M Ha cepBepe Ha Fasmo-02, a takxke 3a
MpaBUIIbHOE 0(hOPMIICHHE BCEX PEKBU3UTOB OTIPABIISAEMBIX JOKYMEHTOB.

3.3.13. B ciyyae paccCMOTpeHHUs CYIbSIMH KaCCAallMOHHBIX >KaJloO MO aenaM 00 ocrmapuBaHUHU
HOPMATUBHBIX MIPABOBBIX aKTOB, HMEIOIINX 3HAYMMOCTH JJIsl peTHOHA 00 UX Ha3HAYEHHUH K CITYIIAHUIO,
110 YKa3aHUIO CyJIbU YBEOAOMIIAIOTCS OPraHbl IIPOKYPATYPhI B HCJIAX PCHICHUA BOIIPOCAa O BO3MOKHOCTH
BCTYIUICHUS B TIPOIIECC MPOKYypopa.

3.3.14. Ecnu cyapsi BBIHOCHUT OIPENCICHHE O BO3BPAICHUHM KAaCCAIlMOHHOM 3KaloObl, TO
CHEIMATUCT OTHAeNa Mo padoTe C CyneOHBIMU JOKYMEHTaMU 3aKa3HbIM TOYTOBHIM YBEIOMIICHHEM
BO3BpAIacT JOKYMEHTHI HE MPHOOIICHHBIC K JIENTy JIUILY, IOJaBIIEMy KacCaIlHOHHYIO Kallo0y, BMECTe
C KOMHEW OmpeNeNeHUss U B ClIy4ae HEOOXOAMMOCTH - CO CIPaBKON Ha BO3BpAT rOCyIapCTBEHHOU
IIOIIJINHEBI.

Crenmanuct otaena mo pabore ¢ CyqeOHBIMU TOKYMEHTaAMU MTOMENIAET TOKYMEHTHI B KOHBEPT,
3aKJIenBaeT ero, o(OpMIIIET YBEIOMJICHHE O BpPYYEHHH MOYTOBOTO OTHPABICHHUS M TEpEAacT B
sKcreAuIuio obmiero otaena. KoHBepTh M yBEJOMIICHHS pacleyaThIBAIOTCS dYepe3 MPOrpaMMy
«CyneOHo-apOUTpakHOE JEIOMPOU3BOJCTBO» U OTIPABIAIOTCS MO PEECTpaM, COCTABICHHBIM B TOU
e MpOorpaMMme.

[lepBoIit 5K3eMIUIsp ONpenNeNeHus, MOANMCAHHBIN CyIbei, MoMemaercs B CyaeOHOe IeTo.
DJEeKTpOHHAsT KOMHUS OMpeAeNieHUs TMOMENIAeTCs B YCTAaHOBJICHHOM TMOPSAAKE B DIEKTPOHHOE
KacCallMOHHOE TPOU3BOICTBO.

Nudopmanus o mnpuHATOM CyIeOHOM aKT€ BHOCHUTCS TOMOIIHHUKOM CYAbH B TPOTPaMMy
«CyneOHo-apOUTpakHOE  JIETIOMPOM3BOJICTBO» HE TO3JHEE CJCAYIONMIErOo JHS TOCIEe  €ro
MPUHATHUA.

CBeneHUsT O pacChUIKE CYNEOHOTO akTa OTOOpaKaroTCs B PErHMCTPALIMOHHON KapTOuKe Jena
nporpamMmbl «CyneOHO-apOUTpaskHOE JEIOMPOU3BOACTBO» B aBTOMATH3UPOBAHHOM PEXHUME MOCTE
(dbopMHUpOBaHUS peecTpa Ha OTIIPABKY.

Jls HampaBiieHUs OTpeeNIeHuUs JIMIaM, YJacTBYIOIUM B Jielie, B OTJEI Mo paboTe ¢ cyAeOHBIMU
JOKYMEHTAaMH W3 CyACOHBIX KOJUIETHH TepeNaroTcsl TMEpPBBIA M TOCICAHHHA TOM CyAeOHOro nena.
OcTaBmuecs ToMa XpaHATCS y MOMOIITHUKA CY/bH.

[Tepemaya cynmeOHBIX Jjgen w3 CyAcOHOM KOJUIETMM B OTAEN IO pabore ¢ CyacOHBIMH
JOKYMEHTaMH OCYIIECTBIISIETCS 110 PEecTpy.

Crneunuajauct oT/Aesa Mo padoTe ¢ CyAeOHBIMH JOKYMEHTAMU Tepe/l PacchlLIKoii cy1ed0Horo
aKTa W JOKYMEHTOB IO [eJIaM OCYIIeCTBJIsieT MPOBePKY CyAe0HbIX JeJ MO0 peecTpam
onpeaeaeHUil W TOCTAHOBJIEHHMII € coJep:KaHHEeM pPe30JIOTHBHOI 4YacTH CcyAe0HOro akKTa IO
aeaam. B ciyuae BbIsiBJIeHHSI OIIMOKHM, M3MEHEHHMS] B peecTPbl BHOCATCH CHENHAJIUCTAMH
CyAeOHbIX KOJJIeTHH ¢ TOSCHUTEJNbHOH 3amuchlo.  CrnenuajucTbl Ccyae0HbIX KoJIeruii
(¢opmupyroT peecTpbl ompeaeieHHil M NOCTAHOBJICHWI, HCXOAsl W3 Pe30JIOTHBHON 4YacTH
Cy1e0HOr0 aKTa.
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CyneOHble aKThbl, MOAJeKAIMEe BO3BPATY B KoOJUIerHu (OmpeaesieHHUss O NPUHATHU
KACCAIIMOHHOM KaJI00bl K NMPOM3BOACTBY, OCTABJICHHH KAaCCAMOHHOM KaJI00bI 0e3 JBUKeHUS,
00 OT/107KeHMH) BHOCATCH CNENHAJNCTAMU KOJUIerHii B peectp onpenenenunii. CynedHble neia,
NOJAJIe/KAIME HANPABJICHHK) B CyAbl NEPBOH M aNe/UIAMOHHOM WHCTAHIUHA, C Y4YeTOM
coJep:KaHUsl Pe30JITHUBHOH YacTH Cyqe0HOr0 aKTa, BHOCATCS B peecTpPbl NMOCTAHOBJIEHUIA.
CyneOHble fge1a, 1O KOTOPbIM BBIHECEHO OmpefeJeHHe 00 OTMeHe CyAeO0HOIo aKkTa
denepajbHOT0 APOUTPAKHOTO cy1a MOCKOBCKOI0 OKPYra, mojJiexkamniue BO3BpaTy B KoJJIeTHH,
YKa3bIBaIOTCSl B peecTpe onpeneaeHuii.

3.3.15. Ecnu xaccanuoHHas jxanoba ocTaBiieHa 0€3 ABMKEHHs 10 YCTPAaHEHUS! 00CTOATENbCTB,
MOCTY)KUBIIUX  OCHOBAaHMEM JJI1  OCTaBJICHHUSA  KacCallMOHHOM  »kamoObl 0e3  JBU)KEHHS,
Je7I0 TepeaeTcs IMOMOIIHUKY CYAbU JUIS XpaHEHHs M OCYIIECTBJICHUS KOHTPOJS 3a CPOKaMH
UCIIPABJICHUS HEJOCTATKOB.

B cnywae ycrpaHeHuss OOCTOSATENBCTB, IOCIYKUBIIMX OCHOBAHHMEM JJISi  OCTaBJICHUS
KAacCallMOHHOM ’kajo0bl 0e3 JBW)KEHMS, MOMOIIHUK CyIbU TOTOBUT ONpPEJEICHUE O NPUHATUU
KaccallMOHHOMH kao0bl K MPOU3BOACTBY MJIH XK€ M0 YKa3aHUIO CY/bU O MPOJICHUH CPOKa.

B cnywsae He ycTpaHeHUS OOCTOSATENbCTB, MOCITYXUBIIMX OCHOBAaHUEM JUIsI OCTABIICHUS
KaccallMOHHOH kanoObl 0e3 JIBMKEHHUS, MOMOIIHUK CyJIbH HE IO3/IHEE CIIEAYIOLIETO JHS TOTOBHUT
ONpEe/ENICeHUE O BO3BPAICHUM KAaCCAlMOHHOM ’Kajo0bl 3asBUTENI0 C YKa3aHUEM IEpPEUHs
BO3BpalllaéMbIX JOKyMEHTOB. VMHdopmanus o NPUHATOM CyJeOHOM akTe BHOCUTCS IOMOIIHUKOM
cyaeu B IIK CA/] He no3aHee cneayromero AHs ociie ero NpuHATUs.

3.3.16. Konuu npoueccyaabHbIX JOKYMEHTOB 0()OPMJIAIOTCSH B CJIEAYIOLIEM MOPsAIKe:

B IPaBOM BepXHEM YyIUIy Ka:KI0ro JIMCTAa Konuu crapurces mramn «Konusi», Ha nociaenHem
JHCTe MoA TekcToM cTaBuTcs mrTamn «Komusi BepHa» ¢ yka3aHMeM B WITamie IOJHOIO
HAaUMeHOBaHMs cyda. BepHocThb KonMM yaocToBepsieTcsl NMOANMUCHI0 CHENMAJMCTA OTAeJAa IO
paboTe ¢ cya1eOHBIMH JOKYMEHTaMU ¢ paciiupoBKoii paMuiInu, yKazaHueM J0KHOCTH U JAThl
YIOCTOBEPEeHHSI.

Ecnn xomust cyneOHOTO akTa COCTOMT M3 HECKOJbKUX JIMCTOB, OHa O(OPMIISIETCS COTJIACHO
1m.22.7 nanHoit UHCTpYKIIMK HA OCHOBaHUH OOpAaIICHHMSI JINIIA, YYaCTBYIOIIETO B JCIIC.

I'epOoBoii meuaThio 3aBEPSAIOTCS KOMUU CIEAYIOIINX CY/1eOHbIX aKTOB:

OTpeNeJICHU O TPUOCTAHOBJICHUU HWCIOJHEHUS CyAeOHBIX aKTOB W 00 OTMeHe
NPUOCTAHOBJICHUS HCIIOJHEHUsI CyJeOHBIX AaKTOB (eciM YyKazaHue 00 OTMEeHe CyAeOHOro akTa
COJIEP’KUTCS B IOCTAHOBJIEHUH, TO T€pOOBOI1 eUaThIO 3aBEPSAETCS KOMHMSI IOCTAHOBJICHMS);

OTpeJIeNIeHU I O MPUHITUHN TPeABAPUTEIBHBIX 00ECTIEUUTEIBHBIX MEP U 00 OTMEHE TaKUX MEp;

CIPaBOK U ONpEENIEHUI 0 BO3BpaTe rOCyAapCTBEHHON MOIIJIUHBL;

orpeieieHuil Mo jJenamM o OaHKpOTCTBE (B T.Y. ONpEIENCHHH O 3aBEpLICHUH KOHKYPCHOTO
IIPOM3BOJCTBA, B Cllydyae INpPU3HAHUS JOJDKHUKA OAHKPOTOM, HAaIpaBisieMble B TaMOKEHHbIE U
HAJIOTOBBIE OPraHbl).

Yka3aHHble KONMH CY/AeOHBIX AaKTOB MOANMCHIBAIOTCH TMpelcelaTeJbCTBYIOIIMM H
MOMOIITHUKOM Tpe/ceAaTe/]bCTBYIOLIEro CyAbH WJIH CHEeHHATHCTOM OTAeda mo padore c
CyAeOHBIMHU JOKYMEHTAMH U 3aBepsSI0TCs repooBoii nevyaTbio

o yka3aHMIO pyKOBOJICTBA Cy/la repOoBasi eyaTh CTABUTCS M HA ApyTrUe CyZeOHbIe aKThl CyAa.

Konuu cyne0HbIX aKTOB NPHUHATHIE HIKECTOSIIHMH CyIaMH MOANUCHIBAIOTCS
HA4YaJbHUKOM 00111ero 0TAe/1a U CIIeNHATUCTOM 0T/AeJIa o padoTe ¢ cyAeOHBIMH JOKYMEHTAMHU U
3aBepsI0TC rep0OBOi MeYaTHI0 HA OCHOBAHMH NMHCbMEHHOI0 00palleHusl JIUL, Y4aCTBYIOIIUX B
Aesie, U B COOTBETCTBUH € Pe30JII0LHeI CybH, B YbeM NPOU3BO/ICTBE HAXOAUTCS 1€J10.

Konmm yka3aHHBIX TMpoIeCCyallbHBIX JOKYMEHTOB O(GOPMIISIOTCS B COOTBETCTBHU C
.22.7.AHCTpyKIMH.

3.3.17. Tlpu npuemMe KacCalMOHHOH kajJo0bl K pAaCCMOTPEHMIO, CY/Ibsl BBIHOCUT ONpE/EIICHUE.
B onpenenenuu ykaspIBaroTCsl BpEMsl U MECTO PACCMOTPEHMSI KACCAILIMOHHOM 5Kaio0Bbl.

Nudopmanus o mpuHATOM cyaeOHOM akTe BHOCHTCSA B mporpammy «CyneOHO-apOuTpakHOE
JIeTI0TIPOU3BO/ICTBOY» TIOMOIITHUKOM CYZbH HE MO3JHEE CIEAYIOLIETo JHS MOCIe MPUHATHUS.

CBeneHusi 0 paccbUIKE JOKYMEHTAa BBOJSATCS CHELMAIUCTOM OTHENa Mo pabdore ¢ CyAeOHbIMHU
JIOKyMeHTaMH B nporpammy «CyneOHo-apOUTpakHOE AETOMPOU3BOICTBO» B JIEHb UX OTIPABKU.
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3.3.18. Peructpauus AONOJHUTENBHBIX JIOKYMEHTOB NPOM3BOAUTCA B KaHLEISPUU OOIIETO
otaena. BceM HOMOMHUTENBHBIM TOKYMEHTAM MPUCBAUBAETCS TOT K€ PETUCTPALMOHHBIA HOMEp, YTO
¥ KaCCallMOHHOM kaio0e.

[TocTynuBIIMIT JTOTMONMHUTENBHBIA JOKYMEHT B TOT K€ JI€Hb TMepeAaercs COTpYIHUKaMU
KaHIEIsIpuu OOIIEro OTAeNa CHEIHAINCTy, OTBETCTBEHHOMY 3a JIEJIONPOM3BOJCTBO B CyNEOHOI
KOJUIETMH TOJ PaclucKy. B ciydae moOCTymieHHsi yKa3aHHOTO JIOKyMEHTa B J€Hb PaCCMOTPEHUS
KaJoOBl M OTCYTCTBHS CIIEIIHATIMCTa OTBETCTBEHHOTO 32 JIEJIIOTPOU3BOCTBO, JOKYMEHT TE€peNacTCs
HEMOCPEACTBEHHO  CYAbC-IOKIAMIYNKy JUOO  TMOMOIIHUKY CYABH, C TPOCTaBICHHEM B
PETUCTPAIIMOHHON KapTOYKe BPEeMEHH Iepeadn.

Creumanuct, OTBETCTBEHHBIH 3a JENOMPOM3BOACTBO, B JCHb IOCTYIUICHUS TMEpEeAaeT Mo
PACIUCKy CylIb€ JOTIOTHUTEIBHBIA JOKYMEHT.

3.3.19.Bomnpoc o npuoOIIeH!H JOMOJIHUTENBHBIX JOKYMEHTOB K JIeTy pa3periaercs B cye0HOM
3acenaHnu (B JICHb pa30HMpaTeIbCTBa MO KaCCAIIMOHHOMU JKajno0e). B cOOTBETCTBUU ¢ ompenesieHueM,
MPUHUMAEMbIM CYJEOHBIM COCTaBOM IIOCIIE O3HAKOMJICHHS C JIOTIOJHHUTEIbHBIMU JIOKyMEHTaMH,
JOKYMEHTBI MTOJIIIMBAIOTCS B JIEIO M BHOCSITCSI BO BHYTPEHHIOIO OTIHCh.

B cnyuae oTkaza B MpUOOIIEHUM AOMOJHUTENBHBIX TOKYMEHTOB K MaTepualaM [ena, OHU
BO3BPAIAIOTCS CYJOM CTOPOHE HMX ITOJABIICH BO BpPEeMs CyleOHOTO pa3dHUpaTeabCcTBa, a TAKKE MOTYT
ObITh HampaBlIEHBI B COOTBETCTBUE C BBIHECEHHBIM OIpeAeNieHHeM 00 OTKa3e B MPUOOIICHUU
JOTIOJTHUTENBHBIX JOKYMEHTOB Yepe3 OTAEN 10 paboTe ¢ CyAeOHBIMU TOKYMEHTAMH.

Takue mOMOMHUTEIbHBIC JOKYMEHTHI KaK AyOJUKAThl U KOMUU JOKYMEHTOB, YK€ MMEIOIIUECS B
7enie, BBIMMCKHA W3 HOPMATHBHBIX aKTOB W T.I., HE NPHOOMIAIOTCS K ey, ¥ BO3BPAIIAIOTCS B
COOTBETCTBHH C OMpEJeIICHHEM, IPUHUMAEMBIM COCTaBOM CY/Ia.

Ecmu momonHuTENBEHBIE TOKYMEHTHI OBUTH TOJaHBI B KA4eCTBE NMPHIIOKEHHS K KacCaIMOHHON
*anobe W ObUIM MOMEIICHBI B MaTepHallbl Jiefa CyJ0M MEepBOM WHCTAHIIUU, TO CYyJ KacCallMOHHOMN
WHCTaHIH B JICHb PACCMOTPEHUS KacCAIMOHHON KaJo0bl 10 PACCMOTPEHHUsI KACCAIIMOHHOM KaJIOOBI
IO CYIIECTBY JOJDKEH PEUIUTh BOIPOC O MPUOOIICHUH ITHX JOKYMEHTOB K MaTepuaiaM Jena.

OOcyauB BOMPOC O BO3MOXKHOCTH HMX NPHOOIIEHUS K MarepuajgaMm Jiela, CYA BBIHOCHT
omnpeaeneHue 1Moo 00 ux MpuoOIIeHNH, TU00 00 0TKa3e B MPUOOIIIEHNU K MaTepraiam Jena.

B rmocnemnem cimydae OKYMEHTBI BO3BpAIIAIOTCS TPEACTABUTENIO CTOpPOHBL. B merno
MOMEIIAETCS  CIpPaBKa-3aMECTHTENb. OJTH JOKYMEHTHI BO3BpAIlAlOTCA MO YKa3aHUIO CYIbU
MOMOIITHUKOM CYABH C CONPOBOAMUTEIBHBIM THCHMOM TIO TOYTE WJIM BPYYAIOTCSs, MPEICTaBHUBIICH
JOKYMEHTBI CTOPOHE MO/ PACHHCKY, YHUUTOXKAIOTCS IO aKTY.

3.3.20. Tlo pe3ynpTaTaM pacCMOTPEHHS KaCCAI[MOHHOW >KaJIOObl BBIHOCHUTCS TIOCTAHOBJICHUE
(mpunoxenue 8).

B crmyyae mpuHsATHS CyaeOHOTO akTa O NMPU3HAHWM HWHIMBHUIYaJIbHBIX TPEANPHHUMATEICH H
KPECThSIHCKUX ((hepMepCKUX) XO3SHUCTB HECOCTOATEIbHBIMU (OaHKpOTaMHU), a TaKXKe CyAeOHBIX aKTOB
Mo JejaM O TMpeKpameHud (QU3HYECKUMH JHIAMHU JIESTEITbHOCTH B KayeCTBE HHIMBHUIYaJIbHBIX
NpearpuHUMAaTeIe, KOMUU OSTUX  CYAEOHBIX aKTOB  HE3aMEIUINTEIbHO  HAMpaBISIOTCS
TEpPPUTOPUANBHEIM oOpraHaM MunuctepctBa Poccmiickoit ®denepanym 1mo Haioram U cOopam,
OCYILIECTBISIONINM TOCYIapCTBEHHYIO PETUCTPALIMIO CYOBEKTOB YKOHOMUYECKOU AesTenbHOCTH.. [Ipu
nepexaye cyaeOHOro Jena B OTAeN 1mo padore ¢ CyAeOHBIMU TOKYMEHTAMHU TIOMOITHHUK CYIbH JENIAeT
OTMETKY Ha Jelie 0 HeOOXOAMMOCTH HampaBleHHs KOMHI B aJpec BbIIICyKa3aHHBIX OpraHU3aIuil.
Paccpuiky Komuii ocyiecTBiIseT OTeN 1o padoTe ¢ CyAeOHBIMU TJOKyMEHTaMHU

Nudopmanys o TPUHATOM TOCTAHOBJICHUHM BBOAHUTCS MOMOIIHHKOM CYIbU B MPOTPAMMY
«CyneOHo-apOUTpakHOE JIEJOMPOU3BOJCTBO» HE TMO3/IHEE CJCAYIOIIEr0 JHA IIOCJI€ TPUHATUS
CyIeOHOro aKTa.

Komuun Bcex mnpunateix @enepanbHbM apOUTPaKHBIM  CyZOM MOCKOBCKOTO OKpyra
MOCTAaHOBJICHUNA MO JlelaM, MpPOMICIIINM aneUIAIMOHHOE PAcCMOTpEHHE TepenaroTcs B
aneJUIUOHHBIC CYBI IS cBeieHus. Konmuu roToBUT 0Tel 1o paboTe ¢ Cy1eOHBIMH IOKYMEHTaMHU U
BMECTE C JielaMU, TpeJHa3HAYCHHBIMU B Cy/Abl NEPBOM HHCTAHIWU, MepeaaeT B OOIIHM OTaen Uit
ornpaBku. [lepemada Komuil CyseOHBIX aKTOB B AaleUIAIMOHHBIC CYIbI OCYHIECTBISIETCS OOLIMM
OTJEIIOM.

[ToMOIIHUKOM Cy/ABU TIPH MOJYYEHHH XOJaTaliCTBa O BBIJade KOIMUHU CyA€OHOTO aKkTa Ha PyKH
BKJIaJIbIBa€T €r0 B Marepuanbl cyaeOHoro naena. Komms cyneOHOro axkTa BBIJACTCS 3asBUTEIIO
OTBETCTBEHHBIM CITICIIHATIMCTOM OTJAENa M0 paboTe ¢ CyJeOHBIMU TOKYMEHTaMH B MSATHIHEBHBINA CPOK,
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CO JHSI NMPHUHATHS MOTUBHPOBAHHOI'O NOCTaHOBJIEHUSA. O MOJIyYEHUU 3asBUTENIEM KONUU CyAeOHOTrO
aKTa JeJaeTcsi OTMETKa Ha BHYTPEHHEH CTOPOHE OOJIOKKH.

[To okOoHYaHNUM NMATUAHEBHOI'O CPOKaA KOMHUS Cy1eOHOr0 akTa HaIpaBJIseTCs IO MOYTE.

Boigaua xommii cyaeOHBIX aKTOB OCYILECTBISETCS B TOM Cllydae, €Cld CylaeOHOoe MAemno
HaXOAMUTCS B KacCallMOHHOM mHcTaHuuu. Ecnu cynebHoe 1e10 BO3BpalleHo B Cy/1 EpBOI MHCTAHLINY,
3asIBUTEIIO CIIEeIyeT 0OPATUTHCS B CY/ MEPBOI MHCTAHIUH.

3.3.21.1Ipu oOBSIBIICHWM TIepepbiBa B CyAeOHOM 3aceJaHWM HECKOJIBKO pa3  oOmas
MIPOJOHKUTEIHLHOCTD MEepephIBa B OTHOM CYJIeOHOM 3acelaHUU HE JO0JDKHA MPEeBBIIIATh MATH AHEH (He
BKJIIOYas BbIXOAHBIC). WMHpopManus He3amemmuTeabHO BBoauUTCa B nporpammy «CymeOHo-
apOUTpaKHOE EIOMPOU3BOICTBOY» MTOMOIIHUKOM CY/IbH.

Jng  paccelikM  CcyAeOHBIX aKTOB, 3aBEpPILIAIONIMX KacCAllMOHHOE MPOU3BOJACTBO, JIMIIAM,
YYacTBYIOIIMM B JieJie, OKOH4YaTelnbHOro (opmupoBaHus Jeida | Iepenady Jena Ha
OTIPaBKY B KaHIIEISIPUIO Cy/a CyIeOHbBIE JIeia MepearoTcs u3 CyJeOHOM KOUIETHH B OT/AET 10 padboTe
C cyAeOHBIMH JTOKyMEHTaMHU IO PEECTPy, COCTABIEHHOMY OTBETCTBEHHBIM 3a JEJONPOU3BOJICTBO B
cynebnol kosuteruu. [lpu 3TOM, B citydae, €CJIH JIeJI0 COCTOUT OoJiee YeM U3 5-U TOMOB, B OTJEN 1O
pabote ¢ cyaeOHBIMI JOKYMEHTaMU MepeAaroTcs MEepBbId U MocheqHuit Toma aena. OcTanbHble TOMa
NepeaaTcss B KaHIEISAPUIO OOIIero OTAeNa JUIs XpaHEHUs O TOJNydeHHs BCEX TOMOB W
MOCNEAYIOIEH OTIPaBKY Aelia B CyJ MepBOil HHCTAHIUU.

[Ipu pacceuike MOCTaHOBIEHUH, MPUHATHIX DeneparbHBIM apOUTPaKHBIM CYyAOM MOCKOBCKOTO
OKpyTa cleluaIucTaMu oTaesa Mo paboTe ¢ CyaeOHBIMU JOKYMEHTaMH, Ha KaKI0W KOMHUU CyIe0HOTO
aKTa MPOCTABJIAETCS LITaMII ¢ MHPOpMAIMEN 0 1aTe BCTYIJICHUS CyZAeOHOT0 akTa B 3aKOHHYIO CUITY.

B cynebHoe neno MOKyMEHTHI MOAIIMBAIOTCS CHEIHATUCTOM OTJeNa MO pabdoTe ¢ CyaeOHBIMU
JOKYMEHTaMH B CIIEAYIOLEM TMOpSJIKE: OINpEAEeHUE O NPUHATUU KacCallMOHHOW JKajlo0bl K
MPOU3BOJCTBY; KaccallMOHHAs Kayio0a; KOMMH OO0KadyeMbIX CyAeOHBIX aKTOB; JOKYMEHT,
MOJTBEP K TAIOIINK HATIPABJICHNWE KACCAIIMOHHOM JKaN0ObI JIMI[aM, yJacTBYIOIIMM B JIENe; TUIATEKHOE
nopyudeHue (KBUTaHIUs) 00 yIjaTe TOCYyJapCTBEHHOM MOLUIMHBI; JOBEPEHHOCTh WIM HHON JOKYMEHT,
MOJTBEPKIAIONIMK TIOJTHOMOYHS Ha TOINMHMCAHHE KAaCCAIIMOHHOM KalloOBbl; OCTalbHBIE JOKYMEHTHI,
MIPUIIOKEHHBIE K KAaCCAIlMOHHOM >Kano0e, JOKYMEHTHI, MPEeJCTaBICHHBIC JHIIAMU, YYaCTBYIOIIUMHU B
7ene, B 3acelaHuM TPH PACCMOTPEHHM KaCCAIlMOHHOM >KaloObl W TPUOOIIEHHBIE CYAOM K [y,
YBEAOMJICHHSI O TIONYyYEHUM KOMHUK OMNpEeNeNIeHuH, pe30JIOTHBHAs YacTh IOCTAHOBIICHUS,
MOTHBHPOBAHHOE TOCTAHOBJIEHUE KaCCAllMOHHON MHCTAHIUU.

XopmaraiicTBa JUI, YYacCTBYIOIIMX B Jejle, M MPHUHATbIE B KAacCAlMOHHON WHCTaHINH
onpeneneHus (MpuiokeHne9), pacnoyiaraloTcsi epel MOCTaHOBJICHUEM KacCAIlMOHHOW MHCTAHIIMH B
XPOHOJIOTHYECKOM TMOPSIKE.

3.3.22. [Ipu HaJIMuMM B JeJi€ 3aIPOCOB 3a JIOKYMEHTOM-3alIPOCOM ITOMEIIAETCS JOKYyMEHT-OTBET,

Onuce JOKYMEHTOB, HAXOMALIUXCA B CyJeOHOM JieNe, NOMOJHIETCS MEepeYHCICHHBIMU BBIIIE
JOKYMEHTaMH C IPOCTABJIEHUEM OYEPETHBIX MOPSIKOBBIX HOMEPOB, UCXOASIIUX PETUCTPALMOHHBIX
HOMEpOB, JIUCTOB CyAeOHOrO Jeia M 3aBepsieTcsl MOMAMUCHI0 JIUIA, MPOU3BOAMBIIETO OIHUCH, C
pacmupoBKoii (haMIIINU B yKa3aHUEM JOJDKHOCTH U JAAThI €€ 3aII0JTHEHUSL.

3.3.23. BcrynuBiiee B 3aKOHHYIO CHJIy peIIeHHEe apOUTpakHOro cyaa Mo Jeny o0
OCIapyUBaHUKM HOPMATHBHOTO IMPABOBOTO akTa coriacHo cT. 196 AITK P® momiexxuT omy0IMKOBaHUIO
B yKa3aHHBIX B HA3BaHHOM CTaThe MEUYATHBIX U3JAHUSIX.

OnyOnuKoBaHWE IMOCTAHOBIICHHS KACCAllMOHHOW WHCTAHIWU OOECTIEUMBACTCS COTPYIHUKOM
npecc-CiIyk0bl cyZa Ha OCHOBE MH(OpPMAIINH, TTOTYYCHHON OT MMOMOIITHHUKA CYAbH.

3.3.24. CnenuanucT oTAeNa Mo padore ¢ CyAcOHBIMU JOKYMEHTaMU BEACT MOCIEeI0BATEIbHbIE
KOHTPOJIbHBIE ~ XPOHOJIOTMYECKHWE  3aluCHh [0  YCTaHOBIEHHOW (opme Ha  BHyTpeHHEH
CTOPOHE OOJIOXKKH Jefla O NPOLECCYaIbHBIX U HWHBIX JEHCTBUSX, CBA3AHHBIX C PAacCCMOTPEHUEM
cyneObHOro nena, a HWMEHHO: (UKCHUPYET [aThl NPUHATUS CYAEOHBIX AaKTOB, HMX PaCCBUIKU
JUIaM, YYaCTBYIOIIUM B JIEJI€.

[TomotHUK CypM BBOAMT B 0a3y NaHHBIX CBEICHHUS O CyMME rOCYAapCTBEHHOU MOILTHUHBL.

3.3.25. Jluctel cyneOHOro 1ena HyMEpYIOTCsS IIApUKOBOM PYUYKOM C IMacTOM YEepHOro WU
CHMHEro IBeTa apabckumu HudpaMu B MPaBOM BEpPXHEM YIiy, HE 3ajeBas TEKCTa JIOKYMEHTA.
JIOKyMEHTBI TOJIIMBAIOTCS CIEHUAIMCTOM OTAeNa 10 paboTe ¢ CyneOHBIMH JOKYMEHTaMH B
JIeNo ¢ TBepaoi o0noxkoil. O0beM OJTHOTO JieNna, Kak MpaBuio, HE JOJKEeH MpeBbimarh 150 nucToB.
Hywmeparus kaxaoro nociaeayromero ToMa Jejia HAUMHAeTCs C €IMHUIBL. B KOHIle BHyTpeHHeH onucu
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KaX/IOT0 TOMa Jiefla MU(PpaMu U MPONKCHI0 YKa3bIBAETCS KOJIUYECTBO JINCTOB, COCTABIISIONINX TOM.
Onucey 3aBepsieTcss MOAMKCHIO CHENMAINCTa OTAeNna Mo paboTe ¢ cyneOHBIMU JTOKYMEHTaMH, C
pacimdpoBKON GaMIIIUU U TATOW 3aBEPEHUS OITHCH.

3.3.26. Undopmanus o pacchuike CyAeOHBIX aKTOB (OPMHUPYETCS B aBTOMATH3UPOBAHHOM
pexXuMe B  PETUCTPAIIMOHHOW  KapTouke nena, B mporpamme  «CyneOHO-apOuTpakHOE
JeNOTPOU3BOACTBO» MOCie (POPMHUPOBAHUS peecTpa Ha OTIPABKY.

3.3.27. He mo3auee 5 pabouux AHEH Mocie MPUHATHS Cy1Ie0HOTO aKTa 1Mo KacCaIllMOHHOM »Kajno0e
cyneOHOe 1eTI0 BO3BpallaeTcs B Cy/l IEPBO WM aneUIAIUOHHON HHCTAHIIHUH.

3.3.27.1. llpu HanpaBJ/ieHUM CyaeOHBIX JIeJ B CyAbl aNe/UIAIMOHHOM NHCTAHIIUM MOMOIIHUK
CyAbH B PEerucTpallMOHHOM JIMCTe B pa3zjiele «IpUMeYaHHe» YKa3bIBaeT COOTBETCTBYIOLIMIA
aneJUIIMOHHBII €yl W OCHOBaHHE /Jsi HamNpaBJIeHHsl CyAe0OHOro dejda B JaHHBIA Cy.a.
Hanpumep: 09AII (onpenenenne ot , 3a1POC OT ).

Ilepenaua cyaeOHbIX Aea U3 cyae0HOIl KoJulerMM B OTIeJd MO padoTe ¢ CyIeOHBIMH
AOKYMEHTaMHU OCyllecTBJIsieTcs 1O peectpy. B peecrpe HampoTruB cyae0HOro jeJa,
nepe1aBaeMoro B ane/JUISINMOHHYI) HWHCTAHIUIO, CHENHAJHCT CyIe0HOH KOJJIerHH CTABUT
co0TBeTCTBYIOIIYI0 0TMeTKY. Hanpumep: 09AIL.

3.3.28. OOuuM OTIEIOM OCYLIECTBIISIETCS OTIpPABKa €Nl B CyJbl MEPBON WM aneUIsILIMOHHON
WHCTaHIIUH.

3.3.28.1. Ilepenada cyneOHBIX e U3 OTHAEA IO paboTe ¢ CyAcOHBIMH TOKyMEHTaMU B OOIIHIA
OTIEN Ha OTIPAaBKY OCYIIECTBISETCS IO PEecTpy, KOTOPBI MpEeACTaBiIseT OTAeN IO padoTre C
CyAeOHBIMHU JIOKyMEHTAMH.

[lepenaya nen B cynabl MepBOM WM ameUISIIIMOHHOW MHCTAHIUN OCYIIECTBISIETCS MO PEECTpy,
KOTOpBI (opMHpyeTcss B aBTOMATU3MPOBAaHHOM pexuMe mporpamme «CyneOHO-apOUTpakHOE
JEIOTIPON3BOICTBOY.

OO0mwuii otmen WHGOPMUPYET CyAbl MEPBOW HWHCTAHIIMU O BO3BpaTe JEN W3 KacCaI[MOHHOM
WHCTAHIIMU B CY/IbI aNeJUSIIIMOHHON WHCTAHIINH ITyTeM MPEAOCTaBICHHUS UM KON peecTpoB.

3.3.28.2. CnenuaaucT 3KCNeIUIIUM 00Iero 0T/Ae/]a OCyLIeCTBJIsieT MPOBEPKY CO/Aep:KAHMUS
Pe30JII0OTUBHOII 4YacTH CYyJAeOHBIX AKTOB, BbiHeCEHHbIX B MenepajbLHOM apOMTPa)KHOM cyle
MocCKOBCKOI0 OKpyra mo cyJae0HbIM JejiaM, NepeJaHHbIM CIeNHATHCTAMH OT/ej1a Mo padoTte ¢
CyleOHbIMH JOKYMEHTAMH HA OTHPABKY B CYyAbl MepBOii U ane/UIAHOHHOW HHcTaHuMi. B
cIy4yae BbISIBJeHHSI OIIMOKM, cylde0HbIe jesa TMOAJIe:KAaT BO3BpaTy B OTAeq N0 padore ¢
CyAeOHbIMH JOKYMEHTAMHU /Ui BHeCEHUs] M3MEeHeHMii B peecTpbl CHEHHAJMCTAMH CYAeOHBIX
KOJIJIeT Hil.

3.3.29. CnenuaaucTsl CyAeOHbIX KOJLIETHH MepeaarT B OTAe] MO padore ¢ CyAeOHbIMH
AOKYMeHTaMHu cyaeOHble aeja He nmo3aHee 12-00 yacoB B cOOTBeTCTBUM ¢ rpaduKkoM npuema.
IIpu 3ToM cyneOHbIe 1esa, 1aTa JJIs1 PACCHIJIKH KOTOPBIX SIBJsSIeTCS MOCJIeHell YCTAHOBJIEHHOT0
CpoKa, MepeaaloTcs Mo peecTpy ¢ 0TMeTKOH «CpouHO».

Cnenuanuct oTaesia no padore ¢ cya1edOHbIMH JOKYMEHTAMHU BbINOJIHSET KOHBEPTHPOBAHHE
TAKHX AKTOB U NepeiaeT KOHBEPTHI C peecTPOM B IKCIEeTUIMIO 001ero oTaesa He mo3aHee 15-00
TOrO e AHs. [Ipu mocTynjieHnu U3 oT/Aesa o padore ¢ cyAeOHBIMU JOKYMEHTAMH peecTpPOB 110
aenaM ¢ oTMeTkoi «CppuHO», CHENHAJHCT IKCHEIUNHH O001Iero oraena obecneyuBaeT
OTIPAaBKY KOHBEPTOB HA MOYTY B TOT :Ke J€Hb.

B cayyae mepenaum cyaeOHBIX Aed AJs PACCHUIKH TMO3:Ke YCTAHOBJIEHHOTO BpeMeHH,
CHEeNMAINCT IKCIEAUINHU 001ero oTae/ia OCYylIecTB/sIeT OTIPABKY TeJlerpaMM ¢ pe30JI0THBHOI
YacThI0 Cy/1e0HOr0 aKTa, a TaK’Ke KOHBEPTOB 10 /IeJIaM HA MOYTY B TOT :Ke /IeHb.

3.4. Bonpochl 1€10npOU3BOJICTBA, CBSI3aHHBIE C MPUOCTAHOBICHUEM HCIIOJIHEHHUS

Cy/IcOHBIX aKTOB.

3.4.1. B mpouecce paccCMOTpEHHUS KaCCAIIMOHHOW KaJoObl BO3MOXHO YIOBJIETBOPCHHE
X0J]aTaiicTBa O MPUOCTAHOBJIEHUN UCTIOJTHEHUSI CYIeOHOTO aKTa.

OmnpenesieHuss 0 NPUOCTAHOBJEHUM HCHOJHEHUSI CyAe0HOro akra (JaJjiee - ompeaeseHue)
MeYaTarwTcs TOJbKO B MalIOIOPO 001Iero oTae/a HAa HyMEePOBAaHHBIX OJIAHKAX ¢ M300pakeHreM
I'ocynapcrBenHoro rep6a Poccuiickoit ®enepanum B OJHOLUBETHOM BAPHAHTE B OJHOM
IK3eMILIsApe.
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3.4.2. bnanku omnpezaeneHUil 0 MPUOCTAHOBIEHUU HCIIOJIHEHUS! CYAEOHBIX akTOB (MPUIIOKEHHUE
10), sBasItOTCS. OTaHKaMK CTPOTOI OTUYETHOCTH U MOJUIekKAT CHEIHATbHOMY y4eTy. biaHku BhIIAIOTCS
B MalIOOpo MoJ pacUCKy B CIIELUAIbHOM KYpHaJle pETUCTPALlUU, XpaHsIEeMcsl B O0LIEM OTAEIIE.

3.4.3. XKypHansl ydyera W BbIJIa4M OJAHKOB OMPENCICHUN MPOIIMBAIOTCS, JTUCTHl HyMEPYIOTCS
[acTOM CHHEr0 WJIM YEpPHOrO I[BETa, KOJIMYECTBO JHMCTOB B KaXIOM >KypHajie 3aBepsercs Ha
MOCITIEAHEH CTpaHUIIe TTOAMUCHI0 HAaYallbHUKA OOIIET0 OT/elNa U MeYaThlo.

bnanku ompeneneHuii 0 TNPUOCTAHOBICHWH WCIIONHEHUS CYJEOHBIX aKTOB XpaHATCS B
METaJITTNYeCKOM MKady B MaIIOIOPO.

3.4.4 Tleyatanue ompeneyeHUN MPOU3BOIUTCS HA OCHOBAHMM 3asBOK, MOAMHCAHHBIX CYAbEH, B
MIPOU3BOJCTBE KOTOPOT'O HAXOJAUTCS KaccallMOHHas kano0a.

[IpoekT ompeneneHusi BMECTEe C 3asBKOM IMepenaeTcst ISl MevaTtaHus B MamiOropo. 3asBKU HA
nevyaTaHue OmpeAesieHul perUCTPUPYIOTCS B CIICIUAIBHOM KypHAJlle yyeTa MCIOIb30BaHMs OJaHKOB
ONPEICIICHUM.

B cBsi3u ¢ Tem, uTO ompeseneHrne 0 MPUOCTAHOBICHUH HCIIONHEHUS PEIICHUS! BBIHOCUTCS B 3-X
nHeBHbIN cpok (ct. 283 AIIK P®), newaranuwe ompeneneHusi OCYIIECTBISETCS Cpa3y Ke IOCie
MOCTYIUIEHUsI B Mamoopo obmiero oraena. OTnpaBka OMpeneieHus OCYIECTBISIETCS CIeHUaATHCTOM
oTaena mo pabore C CyneOHBIMH JOKYMEHTAMM HE3aMEUINTENbHO TIOCiE Mepeladyd Jeja C
oTpeieICHUEM.

B peectpe nomxHO ObITh 0003HAUEHO O TMEepelaye OIpPEAETCHUs] O IPHOCTAHOBIECHUU
UCTIONTHEHUS perieHus. Hampumep: «o mpuocT.».

3.4.5. HameuataHHble OIpENENICHUS BbBLAAIOTCS IOMOUIHUKY KOJUIETHMHM IO/ pPACIUCKY B
KypHae.

OTBeTCTBEHHOCTH 32 NPABUJIbLHOE HCIO0JIb30BAHHE HYMEPOBAHHBIX 0JIAHKOB ONpe/iesIeHUi
B03JIAraeTCcs Ha MAIOOPO 001Iero oTaeJia.

3.4.6. OmpezneneHuss pa3MHOXAIOTCS MOMOIIHMKOM CYyAbM [0 TEpelayd MX Ha IOJINUCH
CYIBSIM.

Tupax ompenensercs HCXOAs M3 KOJIMYECTBA, HEOOXOAUMOIO JJsi OTHPABKH KCEPOKOMUH
OTpeAeNeHUs] IPYTUM JIMLaM, YYacTBYIOIIMM B Jieje (KpoMe 3asiBUTENs), a TakKe IS MOJIINBKU B
JIEJI0 apOUTPAXKHOTO Cy/Ia.

34.7. Cyaopsd eIUHOIUYHO pacCMaTpPUBAEeT XOAATAWCTBO O MPHUOCTAHOBICHWU HWCIOTHEHUS
CyAeOHOTO aKTa W B CIydyae €ro YAOBJICTBOPEHHUS IIOAMUCHIBACT I[BETHBIMH YEpPHIJIAMH
(macroif) mOOOro IBETa KpPOME YEepHOro JABa HSK3EMIULSIpa OMpPENCICHUH O MPUOCTAHOBJICHHUH
WCIIOJTHEHHS Cy/1Ie0HOTO aKTa:

NepBbIi JIK3EMILUISIP ONpe/eIeHUs, HANEYATAHHBII HA HYMEPOBAHHOM OJIaHKe - IS
3asiBUTEJIS;

BTOPOI1 3K3EMIUISp onpeaeneHus (KCepOKOMusl) - B CyZeOHOE 1e70 apOUTpa>kHOTO CyAa.

Omnpenenenue, 0 NPUOCTAHOBJICHUN HCIIOJIHEHUS CyJIEeOHOrO aKTa, HAIpaBIIIEMOE 3asBUTEINIO,
3aBepsieTcsi TepOoBoil meuaThio DeepanbHOro apOUTPax)HOTOo cyia MOCKOBCKOTO OKpyTa.

OcTtasibHble 3K3EMIULSIpbl  KCEPOKOINMI OINpeneseHuii He MOANUCHIBAIOTCS, a 3aBEpSIFOTCS
CHEIHMATUCTOM CyeOHON Koeruu coraacHo 1. 3.3.16. Hacrosmeit MHCTpyKuIuu.

3.4.8. OrnpaBka OINpeACIICHU TMPOU3BOAUTCS  3aKa3HOM  KOPPECMOHJACHIIMEH  uepe3
SKCIIEAUIINIO O0IIEro OTAeNA.

OnpeneneHne MOXKET ObITh BBIIAHO COTPYIHUKOM OTHena Mo pabore ¢ CcyAaeOHBIMU
JOKYMEHTaMH TPEICTaBUTENI0 CTOPOHBI Ha PYKH MOJ PACIUCKY, KOTOpas MOJIIMBAeTCS B CyAeOHOE
neno. OnpeneneHue BBIJACTCS MPU NPEIbSIBICHUM JOBEPEHHOCTH U YAOCTOBEPEHHUS JIMYHOCTH
MIPEICTAaBUTEIIS.

3.4.9. OTBETCTBEHHOCTH 32 OTIPABKY U BbIJAaUy OMPEICICHUI BO3IaraeTcsi Ha OTIEN 1Mo paboTe ¢
CyIeOHBIMU TOKYMEHTAaMH, a 32 OTIIPABKY B 00IIEM OT/IeJe - Ha HaYaJIbHUKA OT/AeNa.

3.4.10. VYHHMUYTOXXEHUE MHCIOPYEHHBIX OJIAHKOB, a TaKXe CIUCaHHE YTEPSHHBIX OJaHKOB
MPOU3BOJUTCS TIO aKTy KOMHCCHEW, co3JaHHOW 1o pacnopsbkeHuto Ilpencemarens cyma. B
COOTBETCTBYIOLIUX JKypHaIax AENalTCs HEOOXOAUMbIE OTMETKH.

34.11. Ilpu oTkaze B YIOBJIETBOPEHHM XOJaTaiicTBa O MPUOCTAHOBICHUU HCIIOTHEHHUS
CyAeOHOTO aKTa BBIHOCHUTCSI OIpeesieHHe 00 OTKa3e B NPHOCTAHOBICHWHU HCIIONHEHHS PEIICHHS
(moctanoBneHus). Pacceika komuid ompeneneHuid o0 OTKa3e B MPHOCTAHOBICHUM HWCIOTHEHUS
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pemieHuss (IOCTAHOBJIEHHUSI) OCYILECTBISETCS AaHAJOTUYHO TMOPAJKY, H3I0kKeHHOMY B 1.3.3.17
Hacrosme MacTpykuuu.

3.4.12. Undopmanuu 0 MPUHATOM CYA€OHOM aKTe€ BHOCHUTCS TIOMOUIHUKOM CYyIIbH B TIPOTPAMMy
«CynebHo-apOUTpaskHOE JETIONPOU3BOICTBO» HE MO3/IHEE CIEAYIOIIEro JHS MOCHE €ro NPUHATHUS.

3.5.3anpoc cyaebHoro aena.

3.5.1. Jlena u3 denepanbHOro apOUTpaKHOrO cyna MOCKOBCKOTO OKpyra MOTYT OBITh
uctpeboBansl IIpencenarenem Bricmero ApOutpaxknoro Cynma Poccuiickoit ®enepanuu, ero
3aMEeCTHUTENIIMU JHOO0 10 X MOPYUYEHHIO, a TaKkKe B 0cOObIX ciaydasx IlpeacenarensiMu apOUTpakHbIX
CYZIOB OKpyTa.

Hanpumep, npu mocTyIuleHHH B CyJ NMEpPBOM MHCTaHLMHU XoJaTaicTBa 00 oOecreyeHuu HCKa,
PaccMOTpEHHE KOTOPOTO HE MOXKET OBITh OTIOXKEHO.

3.5.2. Jleno MoxeT OBITH HAIpaBICHO B aJpec CyAa 3alpOCHBILEro JAeJI0 TOJBKO Iocie
3aBepUICHMs] MPOM3BOJCTBA B KAacCCAl[MOHHOM WHCTaHIMM 3a MCKJIIOUYEHHEM ciyd4as, Korjaa
arneJuIUOHHAs Kajo0a MOCTyMNaeT Mmocje MOCTYIUICHUs] KaCCAllMOHHOM Kano0bl M HAaIlpaBlIeHUS JieNa
B CyJl KACCAallHOHHOW MHCTAHIIHMH.

B Ttakoii curyanuu, cyj KacCallMOHHON MHCTAHIIMM HAIpPAaBISAET, MPH HAJIUMYUM 3aIpOca, B CyI
aneJUIIUOHHON WHCTaHLIMK JIeJ0 JUIsl pacCMOTPEHHUsl XoJaTaiicTBa O BOCCTAHOBIIEHMH CpoKa Ha
00>kaJoBaHUE Cy/IeOHOTO aKTa U pelIeHUs BOIIPOca O MPUHATUH aneUIIUOHHON KaJ00bl.

3.5.3. Ilocne peructparnuu 3ampoca B 00IIeM OT/eNe, MOJ0NpaeTCs UCTPEOOBAHHOE JIETIO.

Crnenanuct cyneOHOM KOJJIeTud, B KOTOPOM HaxoJUTCs HUCTPeOOBaHHOE [€JI0, TOTOBUT
COINPOBOJUTENFHOE MUCHMO C YKa3aHUEM KOJIMUYECTBAa TOMOB U JIUCTOB.

Jleno ¢ conpoBOAMTENBHBIM MUCEMOM U 3alIPpOCOM IepefaeTcs Ha noanuckh IIpencenarento cyna
WIH €T0 3aMECTUTEITIO.

3.54. HcrtpeGyeMoe 1eno HampaBisieTCss aJpecaTy TOJbKO 4Yepe3 SKCIEAMLUIO OOIIero
oTAeNa.

Konwust conmpoBouTeN-HOrO MUChMa MOJIIMBACTCS B JIENIO B COOTBETCTBUU C HOMEHKIJIATYPOH,
KOTOPOE€ XPaHUTCS B KaHUEISPUU.

Wndopmanus o6 oTnpaBke BHOCUTCS B KOMIIBIOTEPHYIO 0a3y JaHHBIX.

3.5.5. 3ampoc aena MOXKET OCYIIECTBIIATHCSA Yepe3 3JIEKTPOHHYI0 nouty. [Ipuem undopmanuu
OCYIIECTBISIETCA COTPYAHUKOM OOILEro OTAeNa.

3.5.6. Ilpu HeoOXoaUMOCTH HMCTPEOOBAHMSA [eJla U3 CYAOB INEPBOl WM aneIsiHHOHHOM
MHCTAHIMI, 32 HCKJIIOYEHHEeM CJydaeB, YKasaHHbIX B myHkrte 3.1.20, 3ampoc roroBurcsi 3a
NMOANUCHIO MpeJceaaTess cyla, 3aMecTUTe el npeaceaaTes cyaa.

3.6. PaGota ¢ mOYTOBBIMU YBEIOMIICHUSIMU

3.6.1. IlouToBbIE yBEOMIIEHHS O BPYUYEHUHU ONpPEAEIECHUI U BO3BPAThl IOYTOBBIX OTIPABICHUIM
omnpeneneHnit PenepaabHOro apOUTPakHOro cyaa MOCKOBCKOro OKpyra, MOCTYNAloT B 00K OTeNn
cyaa.

3.6.2. CoTpyAHHK S3KCHEIUIMU OOLIEro OTAeda COPTUPYET MOCTYNHBIINE YBEJIOMJICHHS IO
bamunusM cynieit u packiiabIBaeT ux ISl BbIJAUd B Cy/IeOHbBIE KOJUICTHH.

3.6.3. Ilpu momoIIM CUYUTHIBAIOLIETO YCTPOHCTBA COTPYAHUK IKCHETUIMU (HOPMHUPYET CIHUCOK
MOJTYYCHHBIX YBEJIOMJICHHM M BO3BPATOB IMOYTOBOM KOPPECTIOHIEHIMH B 2-X dK3eMIunipax. OauH
9K3EMIUIAP CIHMCKAa C POCHUCHIO IOMOILIHHMKA CYAbM TIOJYYUBIIETO YBEIOMJIEHHS OCTaeTcs B
AKCIIEIUIINU Cya, BTOPOH - XpaHUTCS B Cy/1Ie0HOM KOJUIETHH.

3.6.4. Uubopmanus o0 TMOCTyNMBIIMX YBEJOMJIEHUSAX B aBTOMAaTHU3UPOBAHHOM pEXHUMeE
OTpa)kaeTcsi B PETUCTPAIMOHHON KapTouke cyaeOHoro nena B mporpamme «CymeOHo-apOuTpakHOe
JeTI0TIPOU3BOICTBOY»

3.6.3. Hanuuue nOYTOBBIX OTHPABICHUM IPOBEPSAETCS NMOMOIIHMKOM CyIbHU 3a 3 JAHSA [0
CIIyLIaHMS Jeria.

3.6.4. O BO3BpalIEHHBIX IOYTOBBIX OTIPABJICHUSIX HEMEJICHHO IOKJIAIBIBACTCS CYAbE WU
MOMOIIIHUKY CYJIbU CIIELUATUCTOM, OTBETCTBEHHBIM 3a JIIONPOU3BOACTBO B KOJJIETHH.
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3.6.5. YBegoMileHUsI 0 BPYYeHUH NMOCTAHOBJIEHHIi, BO3BPAThl MOYTOBBIX OTHPABJIEHHH €
MOCTAHOBJIEHUSIMH XPAHATCH B 001IeM OT/ee.

YBenomiieHHs1 0 BpPYYeHHHU oOmpeejeHHIl 0 BpeMEeHM M MecTe CYAeOHbIX 3aceJaHWi, a
TaKKe BO3BPAThl TAKMX ONMpelesIeHHii, B cily4dae OTHPABKH Jeja B CyJd NMepBOi HHCTAHIMM,
XpaHATCcH B 001eM oTAeIe.

Huble Bo3BpaThI cyAeOHBIX J0KYMEHTOB (OMpeaeeHnsi 0 BO3BpaTe KacCAIIMOHHBIX K100
C MNPWIOKEHHBIMH JIOKYMEHTAMHM, CHPAaBKH Ha BO3BPAT TOCYJIapCTBEHHOH NOILIMHBI)
MPOBEPHAIOTCHA OOIIMM OTIeJI0M HA MpeMeT HAXO0KIEeHHUs Jesia B Cy/le H MPaBHUJIBHOI0 YKa3aHUS
ajipeca CTOPOHBI.

B ciayyae mpaBMJILHOTO YKa3aHMsI ajpeca CTOPOHbI W Tepeladd Jeda B Cyld NepBoii
UHCTAHIMH, TAKHEe BO3BPATHI XPAaHATCA B 001eM OT/IeJIe.

B cay4yae nomymeHusi OMOKH B ajpece CTOPOHBI, TaKHe JOKYMEHTHI HANPABJIAIOTCSH
NOBTOPHO N0 NPAaBMJILHOMY ajpecy.

3.7. ®opMHUpOBaHUE KACCAIIMOHHOTO MTPOU3BOICTBA.

3.7.1 .KaccanroHnHO€ MPOU3BOJCTBO POPMHUPYETCS B SJICKTPOHHOM BHJIE.

3.7.2. KaccannmoHHOoe TPOU3BOJACTBO, (opMuUpyeMOoe B DJIIEKTPOHHOM BHJIE, COCTOUT W3
AJEKTPOHHBIX KOMUH CIEIYIOUIUX TOKYMEHTOB:

peneHue (onpeeseHne) cyaa nepBoi NHCTAHIINM;

MOCTAHOBJICHUE Cy/Ia aleJUISIIMOHHON HHCTAHITUH; KacCallHoOHHAas kanoba;

JIOTIOJTHUTENbHBIE JOKYMEHTHI, B Cllydae UX MPUOOIICHUS K JIeNY;

cynebnbie akThl DeepanbHOro apOUTpaKHOTO cya MOCKOBCKOTO OKpyTa

3.7.3.2/1eKTPpOHHbIE KONWM PpelleHUuil (ompenejieHUil) cyJda TMepBOd HWHCTAHUUM U
NMOCTAHOBJIEHU  (ompedesieHUil) cyAa ane/UISUMOHHOW WHCTAHIUM TNOMENIAIOTCS B
3JIEKTPOHHbII apxuB u3 banka pemenuii apoutpaxubix cynoB (BPAC) ¢ caiita Beicuero
ApoOurtpaxunoro Cyaa Poccuiickoii ®enepannu. KonupoBanue 3j1eKTPOHHBIX (aili10B cyaeOHBIX
akToB U3 BPACa ocymecTBisieTcsi COTPYAHMKAMM TPYINIbI PerucTpauuu 001ero oTaesa.

DJIeKTPOHHBbIE KONMHU KACCAIMOHHBIX KaJ100, 3asiBJICHUH 0 MPUCYKIEHUN KOMIIEHCALIMHU 32
HApyLIeHHe IpaBa Ha CYIONPOM3BOACTBO B Pa3yMHbIH CPOK WJIM NpPaBa Ha HCIOJHEHHE
Cy1e0HOr0 aKTa B Pa3yMHbIH CPOK BBINOJIHSIOTCS IyTeM CKAHMPOBAHHUS OPUTMHAJIA JOKYMEHTA
HAa OyMaKHOM HOCHTeJIe COTPYAHMKAMU I'PYIIIbI perucTpanuy o0mero oraesa.

DJIeKTPOHHBbIE KONMHUM JOKYMEHTOB MOMENIAIOTCA B COOTBETCTBYIOIINE MANKU HAa cepBepe
Cyla M B aBTOMATH3MPOBAHHOM pe:XKHMe IMOMEIIAITCH B NPOrpaMMy 3JIEKTPOHHBI apxXuB
KACCALMOHHBIX MPOU3BOACTB Cy/Aa.

3.7.4. Tlocie mOMELICHHUS CKaHMPOBAHHBIX JOKYMEHTOB B MPOrpPaMMy SJIEKTPOHHBIM apXuB
OCYIIECTBJISICTCSl MPUBSI3KA AJIEKTPOHHBIX KOMUM JTOKYMEHTOB K PETHCTPAllMOHHOM KapTOUKe Jelna.
DTOT mpouece OCyIECTBISAECTCA B ABTOMAaTU3UPOBAHHOM PEKHME.

3.7.5. Tlocme mNpUHATHA COOTBETCTBYIOIIETO CyAeOHOr0 aKTa, €ro HJEKTPOHHAs KOMHs
MIOMENIAeTCsl CyIb€W WJIM IOMOIIHMKOM CYyJIbH Ha CEPBEp CyAa B COOTBETCTBYIOUIYIO NAIKy
«Omnpenenenus» win «IloctanoBnenus». B 1eBoM BepXHEM YTy 3JIEKTPOHHON KOIMUU MOCTAHOBIICHUS
npoctasisiercs: cumBosl «JII1» (moxkyment moamucan). IIporecc mepeMenieHus >IEKTPOHHOW KOIHUH
CyIeOHOTo aKTa B JIEKTPOHHBIN apXHUB OCYIIECTBISIETCS B ABTOMATH3UPOBAHHOM PEKIME.

3.7.5.1. Ilpu moArOTOBKE MOCTAHOBJIECHUH B MAIIOIOPO OOIIETO OT/Iea Cya MIEKTPOHHBIE KOMTUU
HareyaTaHHBIX MOCTAHOBIICHUH momematoTcs Ha cepBep cyna FASMO - 04 B pazgen Obmen namnka
«IToctmamGropo». B anekTpoHHBIE KOMHMM TOCTAHOBJICHHWH, Haxozsmmuecs B «llocTMmamGopoy,
BHOCATCS MCHPABJICHUs, OMOJIHEHUS M YTOYHEHHS MOMOIIHMKOM cyabu. Ilocie mnoanucanus
ITIOCTAHOBJICHHS CYJIbSIMH, IOMOIIHHUK TIPEICENATENbCTBYIOIIETO-CyIbl B BEPXHEM JIEBOM YLy
AJIEKTPOHHOM KONMMM JOKyMEHTa MpocTaBisieT cuMBOa «II» (IOKyMeHT moimucaH) M NepeMelacT
MOANYCaHHbIN BapuaHT B nanky «llocranosnenus» Ha FASMO -03.

3.7.5.2. JlonmonHUTEIbHBIE TOKYMEHTHI CKAHUPYIOTCS B CYACOHBIX KOJUIETHUSX TOCTE MPHUHSITHS
CyIapeill pemieHuss 0 HEeOOXOJUMOCTH TOMEIICHUS JIOMOJHUTEIbHBIX TOKYMEHTOB B 3JIEKTPOHHBIM
apXuB.
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DNeKTpOHHAsI KOIMHUS MUChMa, KOTOPHIM JIOTIOJIHUTENbHBIE JOKYMEHTHI BO3BPAIAIOTCSI CTOPOHE,
TaK)Ke MOMEIIAIOTCS B 3JEKTPOHHBIM apXWUB MOMOIIHUKOM CyAbH. C 3TOM LENbI0 MOMOUIHUK CYJIbU
MOMEINIAET JIEKTPOHHYIO KOIHUIO MUChMa Ha cepBep cyaa B nanky «llucbma (3J1IeKTpOHHBIN apXUB)».

3.7.5.3.BblHEeCEHHbIE B PYKONMCHOM BapUaHTE pE30JIOTUBHBIE YacCTU I[OCTAHOBJICHUM,
onpeneneHnit ®AC MO ckanupyroTcst B cyaeOHoi koseruu. [Ipoliecc ckaHupoBaHUS U COXPaHEHUS
AJIEKTPOHHOM KOIMUU JOKYMEHTA OCYIIECTBIISIET IOMOLIHUK CYAbH.

3.7.5.4. Jluct sSBKM CTOPOH (RJIEKTPOHHBIN I1a0JIOH) 3amOJHSAETCA B JJICKTPOHHOM BHJIE B
nporecce cynedHoro 3acemanus. IIporecc mepeMerieHusi B 3JIEKTPOHHBIA apXUB OCYIIECTBISETCS B
ABTOMATU3MPOBAHHOM PEXKHME.

OtnenbHbIE TOKYMEHTHI [0 PEILICHHUIO CYAbH CKAaHUPYIOTCS TOMOIHUKOM CYJbU M TOMEIIAOTCS
B JJICKTPOHHBINA apXUB.

3.7.5.5. Tlocne paccMmoTpeHusi, cyaeOHOe Neno mepefaeTcs B OTAeN Mo paboTe ¢ cyaeOHBIMU
JIOKyMEHTaMH.

[Tocne pacchUIKK MOCTaHOBICHHUS, CIIEHUATNCT OTAeNa Mo pabdoTe ¢ CyneOHBIMU TOKYMEHTaMHU
MPOCTABJISIET JIaTy OTIIPaBKH IOCTAHOBJICHHUS JIMIIAM, YYAaCTBYIOIIMM B Je€lie, B PETUCTPAIMOHHON
KapTOYKEe B MO3ULMU «JlaTa pacChUIKM MOCTAHOBJIEHUS» U CHAET PETUCTPALMOHHYIO KapTOYKy Ha
XpaHEHHE B apXUB Cya.

[Ipu nmpueme perucTpallMOHHON KapTOUYKU HA XpPaHEHUE CIIELUATIMCT apXUBa NPOBEPSET

MPaBUILHOCTh (DOPMHUPOBAHMS KACCAIIMOHHOTO MPOM3BOJICTBA B AJIEKTPOHHOM Bue. [IpoBepka
PErucTpallMOHHON KapTOUKH OCYILECTBIISIETCS B MOMEHT €r0 CAA4YU B ApXUB.

B cnywsae dopmupoBaHHs KacCallMOHHOTO TPOM3BOJCTBA HE B TMOJHOM OOBEME WM TpHU
BBISIBIICHUM HENOYETOB B 3JEKTPOHHOM KAacCallUOHHOM TPOMU3BOJCTBE, COTPYAHUK apXuBa
WHOPMHUPYET UCIIOTHUTENSI COOTBETCTBYIOMIETO JOKYMEHTa (IIOMOIMHUKA CYJIbH, COTPYIAHHKA
y4yacTKa CKaHHpPOBAHMUS) O HEOOXOIUMOCTH WCIIPABJICHUS WM JOMOJHEHUS KaCcCAalMOHHOTO
MPOU3BOJICTBA.

3.7.5.6.PeructpaiioHHbIE€ KAPTOUKHU XPAHATCS B OTAEIBHOM HapsAJIE€ B apXHUBE Cy/a.

3.7.6.J171 IpaBHIIBHOTO | ITOJTHOTO (DOPMHUPOBAHUS KAaCCAIIMOHHBIX MPOU3BOJICTB B 3JICKTPOHHOM
BUJIC OTBETCTBEHHBIC MCIIOJHUTENH (CYAbH, MOMOIIHUKU CyAeW U CHEIUAINUCTBI) JOJDKHBI CTPOTO
COOJTFOIaTh MTPaBWJIa COXPAHCHUS U IPUCBANBAHUS UMCHU (haiiam.

[Ipu coxpaneHuu JOKYMEHTOB Ha cepBepe cyAa ¢ailiaM MpUCBauBaIOTCS CIEIYIOIINE OCHOBHbBIE
MMEHa:

s cnermanuctoB ®AC MO, 0TBETCTBEHHBIX 32 CKaHUpOBaHUE (OOIIHIA OTAET U
OTBETCTBEHHBIE 32 JICTONPOU3BOJICTBO B KOJICTHUSX )

Tab6muma Nel
Nwms daiina,
HasBanne noxymeHnra IIPUCBANBAEMOE IIPU [Ipumep umenu daiina
COXpaHEHUU Ha CepBep
cyna
1 2 3 4
I uaCTAHIUS
Pemenue nepBoil HHCTaHIIMU Howmep nena-1p 7899-1p
Ornpenenenue nepou Howmep nena-1o 8900-10
WHCTAHIINH
II uaCcTAaHIUS
ATeAnoHHas )Kanooa Howmep nena-2ax 4566-2ax
[TocranoBienue Howmep nena-2n 5555-2n
aneJuIILIMOHHON
WHCTAHIINH
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Ompenenenue
arneJUIALIMOHHON
WHCTAHIINA

Howmep nena-2o0

10204-20
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[Tponomxenne Tabmuisr Neo 1

4

DPAC MO

Kaccamuonnas »ano6a

Howmep nena-3xx
(mpumevanue)

B cooTBercTBUM C
TpeOOBaHUSAMHU UHCTPYKLIMU
IO JIeNIOTIPOU3BO/ICTBY, B
IpUMeyaHue 00s3aTeIbHO

114523k (1)

Onpenenenne PAC MO Howmep nena-3o0 7895-30
[TocranoBnenne ®PAC MO Howmep nena-3n 1469-3n
[TocranoBnenne ®PAC MO Howmep nena-3pu 10915-3pu

(pe3omoTHBHAS YaCTh)
BAC PO

Onpenenenne BAC PO Howmep nena-4o 3856-40
ITocranoBnenne BAC PO Howmep nena-4n 3888-4n

I[OHO.J'IHI/ITG.TIBHBIG AOKYMEHTbBI

I[OHOJ'IHI/ITGJ'ILHI)IC JOKYMCHTBI

Howmep nena-a (mpumeuanue)

B [MpuUMEYaHUuC 0013aTeNILHO
YKa3aHue BUJa JOKYMCHTA

11702-1 (0T3bIB)
11702-1 (mucbmo)
11702-1 (xomataiicTBO)
11702-1 (TUCT SIBKM)

Ecnu B TekyiieM roqy Obla BBIHECEH CYAEOHBIIN aKkT MO A€y MPeAbIAYIIEro roja, 3T0T

CyZIeOHBIHN aKT CIEAYET COXPAHATh MO/ CISAYIOIINM UMEHEM:

Onp_ 13383 23.01.09+08+

Ioct 13383 23.01.09+08+

+ roJ] KaccallMOHHOTO MPOU3BOJICTBA, B KOTOPOE HEOOXOUMO TOMECTUTD JaHHBIN TOKYMEHT +
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st cyneil, NOMOIIHUKOB cyjaeil U cienuaauctoB ®AC MO

Tabmuma No2
Ne HasBanue Wwms daiina, npucBauBaemoe npu coxpanenuu Ha| [Ipumep nmenu ¢aiina
/I JIOKYMEHTa cepBep cyaa
1 2 3 4
PAC MO
Omnpenenenne Onp Howmeppaena nara mecdi_Tof. Onp 9087 30.08.09.
OAC MO W

Onp Homepaena nara mecsi roj (puMedaHue)

3anonHeHne npuMedaHus —o0s3arenbHO  Tpu|(TIOBTOpHO 5922-08)
MOCTYIUICHUU CYIeOHOTO J1eNia TIOBTOPHO HJIM TIPH |WITH

O00BEIMHEHNN KAaCCAlMOHHBIX Mpou3BoAcTB ¢|Omp 9461 08.09.09.
pa3HBIMH, HOMEpaMH CyAeOHBIX Jen TepBoi [(o0beauHeH ¢ 2496-06
WHCTaHIIUH. A40-31910/08-33-346)
B mpumedanue ykasbiBaeTcss HOMEp Jelia paHee
PaCCMOTPEHHOTO WJIH OOBEAWHEHHOTO C JIPYTHM

JIEJIOM.
[TocTanoBnenue [Toct Homepnena nata.mMecsil.ro. [Toct 1454 26.10.09.
OAC MO
JlononHuTENbHBIE Howmep nena-n (mpumMeyanue) 11702-11 (0T3BIB)
AOKYMEHTBI 11702-1 (mrceMo)
B npumeuanue 00s3aTeNbHO yKa3aHUE BHIA
OKyMEHTa
FIOKYM 11702-1 (xomaraii-
CTBO)
11702-pg (siacT sIBKA
CTOPOH)
Qdaiinam MMOCTAHOBJICHU I MIPUCBAUBAOTCS CIIETYIOLIME AMEHA:

[Toct Homepnena narta.Mecsiu.rof.

Hanpuwmep, ¢aitn, conepxammii Tekct mocraHoBienus mo aeny Ne KA-A40/10524-08 ot 26
okTs16pst 2008 roma, AOMKEH MpPU €ro COXpPaHEHUHU MOTYyYUTh UM

[Moct 10524 26.10.08.

daiinaM onpenereHni NPUCBAUBAIOTCS CIIECAYIOIINE UMEHA:

Omnp Howmepnena narta.mecsi.roj. (mpuMedaHue K JOKYMEHTY)

Hanpuwmep, ¢aiin, cogepxanuii Teket onpenenenus no aemny Ne KI'-A40/9000-08 ot 30 aBrycra
2008 roxa, moypKeH mpH ero coxpaneHuu noyuautb umst Onp 9000 30.08.08. wim

Onp 6453 22.06.08. (moBTopHO 5203-08).

ONEKTPOHHBIE KOINWU ONPEIENICHUH U TIOCTAaHOBJIEHMM IOMELIAIOTCS Ha CepBep cyna
MIOMOIIHUKOM CyJIbH HE IMO3/IHEE CIEAYIOIEro JAHSA MOocCie UX MMOJMUCAHUSA U OKOHYATEIbHOIO
CO3/1aHUs B AJIEKTPOHHOM BUJIEY.
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4. PerncTtpauums, pacnpegernieHMe U npoxoxaeHue Apyrux 40KyMeHTOB U
KOppecnoHAeHLuuM.

4.1. Bxopgsiasi KOppeCIOHACHIIUSL.

4.1.1. Tlocrynaromas B azapec DenepalbHOr0 apOUTPaKHOTO cyaa MOCKOBCKOTO OKpyra
KOPPECIOH/ICHITNS, HE OTHOCSIIASCS K KOHKPETHBIM CYJNEOHBIM JieJaM, PETUCTPUPYETCS B 0OIIeM
oTIee.

4.1.2. Ilpuem BXoAslleil KOPPECHOHIEHINMH OCYHIECTBJISETCA B KaHIeJASIPUH 0011ero oraeia B
NnopsjaKe, onpeaeJJeHHOM B rJiaBe 2 HacTosiied UHcTpyKkuum.

[Tepenaya KOppeCHOHIECHIIMN M3 KAHIEISPUH OOIIETO OT/AeNa B CTPYKTYpPHBIC MOJpa3AciieHUs Cyaa
MIPOU3BOJIUTCS TOCJE €€ IMpPeIBAPUTENIbHON OLEHKU B COOTBETCTBUU C (GYHKIHUSIMH CTPYKTYPHBIX
MIOAPA3/ICICHUN.

[IpenBaputenbHas OLEHKa JOKYMEHTOB IPOBOJAUTCS C  LEJIbI0  paclpeleieHus]  IMOCTY
MUBIINX JOKYMEHTOB Ha TPeOYIONIMEe PacCMOTPEHHS PYKOBOJACTBOM Cy/la WM HAIPaBISIEMbIS
HENOCPEICTBEHHO B CTPYKTYPHBIE MOJIpa3AeeHusI.

be3 mpeaBapuTENbHOrO PacCMOTPEHMsI MEPEAIOTCS MO HA3HAYCHUIO JOKYMEHTHI, aJ[pECOBaHHBIC
HEMOCPEACTBEHHO CTPYKTYPHBIM MOAPA3/CIICHUSM WIH JOJIKHOCTHBIM JIUIIAM.

4.1.3. Perucrtpanus 10KyMEHTa OCYILIECTBIISIETCS B 00IIEM OT/ejie B aBTOMAaTU3UPOBAHHOM PEXUME B
cucreMe aBTOMAaTHU3AINH JIeJIONPOU3BOICTBA u JIOKYMEHTO000poTa «Jemo».
[Ipu peructpanuu AOKyMEHTa B MPABOM YIIIy HIDKHETO TIOJS MEPBOW CTPAaHUIBI HA CBOOOIHOM OT
TEKCTa MECT€ IMPOCTaBISETCS IITaMIl CyAa C TMOJHBIM HAaMMEHOBAaHUEM CyJla, YKa3bIBAaeTCs
PEruCTPallMOHHBIN BXOIAIIUNA HOMED U J]aTa MOCTYIUICHUS! JOKYMEHTA.

Peructpanmonnsiii Homep coctour wu3 uHAaekca DenepanbHOro apOUTpaKHOTO Cyna
Mockosckoro okpyra (®C) u mnopsaKOBOrO HOMEpa IOCTYIUIEHHS JOKYMEHTa B TIpelaenax
KaJICHIapHOTO roJia.

Hampumep: @C-81

01.01.04.

[Tociie BBOga mH(MOpMaMU O TMOCTYNMUBIIEM JOKYMEHTE B cUCTeMY «Jlemo», mpocraBieHUS
PETUCTPALIMOHHOTO LITaMIIa U €T0 3alO0JHEeHHsI, COTPYAHUK OOIIETo OT/AeNa, OTBETCTBEHHBIN 3a MPUEM
BXOJISIIIEH KOPPECTIOHICHIIMH, paclieyaThIBACT JIBa K3EMILIApaA PeecTpa.

4.1.4. IloctynuBmiMe B CyA JAOKYMEHTHI 10 OPraHU3alMU JAeSiTeJIbHOCTH Cy/Aa, HHbIE
AOKYMEHTBHI ( KpoMe MPolecCyabHbIX), 4 TAKIKe KaJ100bl HA JeHCTBUA Cy/1eil 1 COTPYIHUKOB
anmapara cyaa NnoJJie:kaT pPerucTpalud B YCTAHOBJEGHHOM NOPsIKe B KAaHIeJASPUH 00LIero
0T/1eJIa U Nepe/iave B CEKPeTapuaT npejaceaarTeisi Cy/ia 1mo peecrpy.

IMocTtynuBmiMe B Ccyl KaccallUOHHbIE Kajgo0bl, /IONMOJHHUTEJbHbIEe JOKYMEHTBHI K
KACCALMOHHBIM KaJ7100aM, MATEPUAJIBI 110 3alIPOCaM Cy/ell, B TOM YHcJ/ie a/ipeCOBAHHbIE CY/AbSM,
HHbIe NpoleccyajbHble JOKYMEHTbI MOAJIeKAT PerucTpauuy B YCTAHOBJIEHHOM MOpsi/iKe B
KaHIeJSIPUM 0011ero oTae/ia U nepeaayde B cyae0HbIe KOJLUIETHH Cya N0 peecTpy.

PeecTpbl 10KyMEeHTOB (pOPMHPYIOTCS HA ATy NOCTYIJIEHHSI B CyJ KOppecnoHjaeHuuu. B
peecTpax pacnucbiBalOTC HAYaJbHUK 001Iero OT /jJejda M PadOTHHKHU CceKpeTapHara
npejacenaTelisi cyJaa, cyAe0HOH KOJJIeruy, NPUHUMAKNIHE KOPPECIOHIEHIMIO 1JIs 1aJibHelllero
pacnpejiesieHls 0 CTPYKTYPHBIM MOAPa3ieJeHuIM WIH I0LKHOCTHBIM JIMIAM.

4.1.5. 3apeructpupoBaHHbIC IOKYMEHTHI TiepeaaroTcs B cekperapuar llpeacenarens cyna B AeHb
WX PETUCTPALMU, B KpallHEM Ciydae - MpU MO3JHEH JOCTaBKe, HEOOXOAMMOCTH MOA00pa MaTepuarna,
601b1110T0 00BEMa KOPPECTOHICHINH - HE TIO3/IHEE CIEAYIOUIEro JHs, a CPOUHAas KOPPECTIOHACHIINS -
HEe3aMeJUINTEIBHO MO PACIIUCKY B PEECTPE.

4.1.6. IlonyynB KOpPpPECHOHJCHIMIO, CHEUHAIUCT cekperapuata Ilpencenmarens cyna,
OTBETCTBEHHBIN 3a JENONPOU3BOJCTBO, MEpeAacT JOKYMEHTBbl PYKOBOJMTENIO CEKpeTapuara s
MOJTOTOBKHU MPOEKTa PE30JIOLNHU U I0KJIa/la PYKOBOJICTBY CyJa. |

Pezomonust ohopmitsiercst cornmacHo 1.9.9. Hacrosimeit MHCTpyKIuH.

[Tocne mnpunsTus pykoBojacTBOM DenepanbHOro apOUTpaxkHOro cyna MOCKOBCKOTO OKpyra
penieHuss Mo JOKYMEHTY, CHEIUalIuCT cekperapuara I[lpencenarenss cyna BBOIUT PE30JIOLUIO B
KOMIIBIOTEP U B TOT K€ JIEHb MOJI PACIIUCKY BO3BpAIIaeT JOKYMEHT B OOIIUNA OT/IEN.
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JIOKYMEHTBl ¢ KOHKPETHBIMH CPOKAMM HCIIOJIHEHUS aBTOMATUYECKU CTaBSATCS HA KOHTPOJb B
cucreme «Jleno» mpu BBoje pesomtouuu. Ilpu 3TOM B mpaBOM BEpXHEM YTy PEruCTPallMOHHON
KAapTOYKH BBICBEUMBAETCS CUMBOJI «K», MMEIOIMI KpaCHBIN BET.

[Ipy OTCYTCTBMM KOHKPETHOTO CpOKa MCIIOJHEHMS, JOKYMEHT C MOPYYEHHEM MCIIOJHSEeTCS B
teuenne 30 nHei. [Ipum sTOM mpu BBOAE PE3OIIOLMU B PETUCTPALMOHHYIO KAPTOUYKY BBOJMUTCS
MH(pOpPMAaLIUA O MECSIYHOM CPOKE UCITIONIHEHHs IokyMeHTa. [lociae 3Toro B perucTpallmoHHON KapTouke
BBICBEUNBACTCSI CUMBOJT «K)».

[Tpu OTCYTCTBMM B PE30JIIOLIMU HA JOKYMEHTE MOpPYYEHHs MO €ro MCIOJIHEHUIO MECsdyHas jaara
OKOHYaHMs pabOThl C JTOKYMEHTOM B PErHCTPAllMOHHYIO KapTOuKy He BBOAUTCS. B sToM ciyudae
cuMBOJI «K» B perucTpalluOHHOM KapTOUKe OTCYTCTBYET.

4.1.7. CoTpynHUK OOIIET0 OTAENa pacleyaTblBA€T PETUCTPALMOHHYIO KapTOUYKy C TEKCTOM
PE30JIOIMH TIOCIIE Yero JOKYMEHT B TOT K€ JIeHb (MJIM He IMO3/Hee CJIEIYIOLIero) nepenaeTcs moj
pacnucKy B KapTOUKe CHeLHaIucTy, pabortaromemMy c 3amecturenem llpencenarens cyma -
npezcenaTeneM CyaeOHOM KOJIJIETHM WM CIIELHUAUCTY, OTBETCTBEHHOMY 3a JEJIONPOU3BOJICTBO B
CTPYKTYPHOM IMOJIpa3JIeJIeHNH, YKa3aHHbIX B pe3oitoluu nepBbiM. CooTBeTCTBYIOIIAsh UH(pOpMaLus
BHOcUTCSI B KommbioTep. Ecmu oaumn u3 3amecturenedt Ilpeacenarenst cyna uiaM pyKOBOJHMTENb
CTPYKTYPHOTO TMOAPA3/EICHHsI MOCIE O3HAKOMIJIEHHUSI C JOKYMEHTOM BHOCUT CBOIO PE30JIOLHUIO, TO
uHpopmanuss 00 3TOM TakkKe BHOCUTCS B cucTeMy «Jlemo» COTpyAHHMKOM, paloTalomMM C
3amectuteneM llpeacenartens cyaa WiIM OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO B CTPYKTYPHOM
MOJpa3/IeIeHUH.

OTBeTCTBEHHBIN 3a JAEIONPOU3BOJACTBO B JIAHHOM CTPYKTYPHOM HOJpPAa3/A€ICHUH OPraHU3yeT
O3HAKOMJIEHHUE C JOKYMEHTOM JIPyTUX UCIOJHUTENEH B COOTBETCTBUHU C PE3OIIOLIUEH.

B cnydae mHeoOxommMocT pabOTHI C OTAETHHBIMH JOKYMEHTAMH B Pa3HBIX MOJpPa3IesICHUIX
CyZla KaHLEJApHsI OOIIEro OT/IeNa OCYIECTBISAET UX TUPAKUPOBAHHUE.

4.1.8. CneumanucT, OTBETCTBEHHBIH 3a JENONPOU3BOACTBO B CTPYKTYPHOM IOAPA3JEICHUH,
nepeAaeT MOCTYNUBIIME JOKYMEHThl PYKOBOJIUTENIO. YKa3zaHME PYKOBOJUTENS O JajbHeHIem
MOPSAJIKE PACCMOTPEHMSI WIIM pa3pelieHHs] JOKYMEHTa BBOAUTCS B KOMIIbIOTEp. JIOKYMEHT nepenaeTcst
yepe3 CIELUaluCcTa, OTBETCTBEHHOTO 32 JIEJIONPOU3BOJICTBO, HEITOCPEICTBEHHOMY UCIIOJIHUTEIIO O
pacmucKy.

4.1.9. Ilopsanok paboThl ¢ TOKYMEHTOM HECKOJIBKMX HMCIIOJHHUTENEH aHAJOTHUeH yKa3aHHOMY, B
rinase 8 m.m. 8.3.-8.6. Hacrosiuelt MHcTpyKIuy.

4.1.10. TIlo 3aBepmieHMH paOOThl HaJ JOKYMEHTOM CIIELUAUCT, OTBETCTBEHHBIH 3a
JETOTIPOM3BO/ICTBO B CTPYKTYPHOM IIO/IPA3/ICJICHUH, BHOCHT B KOMIIBIOTEp HWH(OpPMALUIO 00
UCTIOJTHEHUH.

4.1.11. CpenuanucTt, OTBETCTBEHHBIH 3a JEJIONPOU3BOJCTBO, €XKEHEIENbHO JOKJIAIbIBAET
PYKOBOJUTENIO CTPYKTYPHOTO TMOApa3AeieHnss O COOIIOACHUN CPOKOB MCIOJIHEHUS AOKyMeHTOB. 1o
JOKYMEHTaM C KOHTPOJIbHBIM CPOKOM UCIOJIHEHHUS - 33 3 THS 10 UCTEUEHUS CPOKa.

4.1.12. Ilepenaya 3aperucCTpUPOBAHHBIX JTOKYMEHTOB U3 OJHOTO MOJPAa3/eieHus Cya B Ipyroe
MIPOU3BOJUTCS TOJBKO IO YKa3aHHUIO (C COIIacus) pPYyKOBOJMUTEINS, MOPYUYUBILIEIO pPacCMOTPETh
IOKyMeHTHl. Ha peructpaniioHHON KapTOdke MPOCTaBISIOTCA (aMUIMs M MHULUAIBI PYKOBOAMUTEINS
noJipa3iesieHusi, KOTOpOMy MepeaaeTcs JOKYMEHT, a TaKKe JAaTa NepeJayn.

4.1.13. IloctynuBiuIue B CyA TeaerpaMMbl IPUHUMAIOTCS MO PACIUCKY C MPOCTABICHHUEM JaThl
Y BPEMEHHU MIPUEMA, PETUCTPUPYIOTCS 110 TEM K€ MpaBUiIaM, YTO U UChMa.

4.2. BHyTpeHHUE IOKYMEHTHI.

4.2.1. IloxoxxaeHre BHYTPEHHUX JOKYMEHTOB Ha 3Tarax ux MOATOTOBKU M 0(OPMIICHUS TOJIKHO
COOTBETCTBOBATh IPOXOXKACHUIO OTIPABISAEMBIX JOKYMEHTOB, a Ha OJTale HCIOJIHEHUs -
MOCTYHAOIINX JOKYMEHTOB.

4.2.2. 1IpoeKThl pacnopsAIUTEIbHBIX JOKYMEHTOB IOCJIE€ WX MOJATOTOBKM M COTJIACOBAHUS C
3aMHTEPECOBAHHBIMM TOJPA3AEICHUSMU M JOJDKHOCTHBIMHU JIMIIAMU [IEPEAAIOTCS B CEKpeTapuar
ITpencenarens cyna as A0KIaga pyKOBOJICTBY Cy/a.

4.2.3. K BHYTpEHHUM JOKyMEHTaM, MOATOTOBJIEHHBIM B CTPYKTYPHBIX MOJpPA3AEICHUIX CYIa,
OTHOCATCS; NMpHKa3bl M pacrnopsbkeHus Ilpencenarenss cyna, HOJOXKEHUs, MpaBHUiIa, WHCTPYKIMH,
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MIOCTAHOBJIEHUS U MPOTOKOubI [Ipe3unnyma cyna u coBemanuii cyael, niaaHsl paboThl cy/ia, OTYETHI,
IPOEKTHI 0030pOB U CHPABOK, JOKJIAHbIE U CIyXKEeOHbIE 3alIUCKH, OYAyIINe UCTIOIHEHHUS.

4.2.4. Tlpu coctaBneHnd ¥ 0(pOPMIICHUN BHYTPEHHHUX JOKYMEHTOB CJEIyeT PYKOBOJICTBOBATHCS
CIICAYIOIIUMU TPEOOBAHUSIMHU:

CnyxeOHbI JOKYMEHT IOJDKEH OBITh KPaTKHUM, SICHBIM, apryMEHTHPOBaHHBIM, 00€CIEeUHBaTh
TOYHOE M OJHO3HAYHOE BOCIpHATHE ero conaepkaHus. K Hemy noikeH ObITh NMPHIIOKEH IPHKa3,
KacCallMOHHOE MPOU3BOJCTBO WJIM HHOM MaTepHal, Ha KOTOPBI B IOKyMEHTE C/e/laHa CChUIKA.

4.2.5. Tlpuka3pl M pacnopspKeHHs, MOJINUCAHHBIE PYKOBOJCTBOM CyZAa, MeEpelaroTcs u3
CeKpeTapuaTa B OOLIUI OTHAEN M PErHCTPUPYIOTCS B cUcTeMe «Jleno» COTpyIHUKOM OOMIero
oTAena.

Jlpyrue BHYTpEeHHHE JOKYMEHTHI, yKa3aHHble B nyHkTe 4.2.3. Hactosameil MucTpykuuwy,
MOCTYMAIONINE U3 CTPYKTYPHBIX MOJpa3/ieleHuil HemocpeACcTBEHHO B cekperapuat llpeacenarens
cyna, MHHYS oOmmid oTxen, nmepenatorcs [Ipenacenarento cyna 6e3 perucTpaiuu B cucreMe «Jlemoy.

Paccmotpennsie [Ipencenatenem cyaa BHYTpEHHHE JTOKYMEHTHI MEPEAlOTCS CEKpEeTaphuaToM B
OOIIMI OTHEN Ui perucTpanuu B cuctemMe «Jlemo» M mepemade 1Mo MOJBEAOMCTBEHHOCTH B JPyTUe
CTPYKTYpHBIE MOJPa3/IEIECHUS.

[Ipu »TOM nOKIagHBIE U CIYy)KEOHBIE 3aIMCKH, & TAKXKE MHBIE TOKYMEHTbI, IOJTOTOBJIEHHBIE B
CTPYKTYpPHBIX MOJpa3AeiCHUsAX IO BONPOCAM KacaroIlMMCs OpraHu3alud paboTel B cyle H
nepenanHsle Ui qoknana [pencenarento cyna, perucTpupyroTcs B cucteMe «Jlemo» B TOM cilydae,
eclii OHU TpeOyIOT MPOBEICHHS JOMOIHUTENLHOW paboThl Ul JOKJIaka WM JUIMTENBHOIO MepHoja
paboThI B TAJIbHEUTIIEM.

BHyTpeHHUM JOKyMEHTaM MpPUCBaMBAIOTCS MOPSAKOBbIE HOMEpPA M MHAEKCHI B COOTBETCTBHUHU C
IEpEeYHEM JOKYMEHTOB, COCTABIEHHOM B cUcTeMe «/Jlenoy.

4.2.6. B npuémnoii Ilpeacenarenst cyaa COTpYyIHHUKOM CeKpeTapuaTa BEIETCS y4eT Bcex
JOKYMEHTOB, MepelaHHbIX Ha paccMoTpeHue Ilpencenarento cyzna U TMONYYEHHBIX OT HETO JUIS
HaMpaBJIEHUs B CTPYKTYPHbIE TMOJpa3/i€l€HUss B COOTBETCTBUM C PE30JIONMENH WM YCTHBIM
nopyuenueM. [Ipu nonydyeHun nOKymMeHTa, Aejla UM MaTepuaiia HemocpeacTBeHHo oT Ilpencenarens
CyZa MOJIy4uBLIEE JUIO 003aHO HE3aMEUIUTENIbHO YBEIOMUTbh 00 3TOM COTPYAHHUKA CEKpeTapuara u
IIPEJICTAaBUTh COOTBETCTBYIOIIYIO PACIIUCKY.

4.2.77. DneKTpOHHbIE KOMU BHYTPEHHUX JTOKYMEHTOB JOJKHBI OBITh IIOMEIIECHBI Ha CepBep Cyaa
U1 TIOCTOSTHHOTO XPAHEHUs UCIIOJTHUTENEM JOKYMEHTA.

4.2.8. OOmumii oTAen BpydaeT PYKOBOAUTENISIM CTPYKTYPHBIX HOJpPA3[eI€HUH UIsl CBEICHUS
KOIIUU TOJIBKO TeX MpHka3zoB U pacnopsikeHnit ®AC MO, KoTopble UMEIOT K 3TUM MOAPA3IEICHUIM
HEMOCPEJCTBEHHOE OTHOIIEHHE. BpyueHuWe KOMMHM OCYIIECTBISETCS 4Yepe3  CIHEelHaKCTOB,
OTBETCTBEHHBIX 3a JIEJONPOU3BOJCTBO B KaXXKJIOM CTPYKTYPHOM MOApA3/EICHUH, NOJ PACIUCKY B
COOTBETCTBYIOLIEM crHcke. O3HAKOMIIEHHE € MOCTYNMBIIUM JOKYMEHTOM OCTaJIbHBIX COTPYAHHUKOB
CTPYKTYPHOTO MOAPA3IEIECHUS IPOU3BOIUTCS MO YKa3aHUIO €r0 PYKOBOJUTENSL.

OJEeKTPOHHBbIE KONMUM MHBIX IPHUKA30B, pacrnopsikeHud u apyrux JnokymeHToB PAC MO
nomematorcss ucronHuteneM B manke « WINDOCS» na cepsepe FASMO 03, rae ¢ HUMU MOXKET
O3HAKOMHUTbCSA COTPYIHHUK CyJa, UMEIOIINI COOTBETCTBYIOIIMNA AOCTYHI K MH(OPMAIUH.

Jnist obecrieueHus] BOBMOKHOCTH 3aIMCH JIEKTPOHHBIX KOTHA JTOKYMEHTOB JJISl ITOCIIETYIOIIETrO
ux xpaHeHus Ha cepsepe FASMO 02 B nanke « WINDOCS» co3naHa nanka BpEMEHHOT'O XpaHEHUS
«WINDOCS» na cepepe FASMO-03, B COOTBETCTBYIOIIYIO NOJNANKY, KOTOPOH AJIEKTPOHHAS KOMHUS
JOKyMEHTa MOXeT ObITh oMenieHa ¢ aoboro I1K cyna.

Komuu npenHa3HayeHHBIX AJ11 O3HAKOMJIEHMS JIOKYMEHTOB B TPEXJHEBHBIH CPOK C MOMEHTA
MOCTYIUICHHUS], YTBEPXKJICHUS WM NOJIMCAHUS JOKHBI ObITh COXPAHEHBI C OIPE/IeICHHBIM HUMEHEM B
BU/JIE IEKTPOHHON KOMHUU B cooTBeTcTBYomIeH noananke nanku « WINDOCS» na cepsepe FASMO-
03 corpyaHMkaMu OOILEro OTAeNa, OTAeda aBTOMAaTH3MPOBAHHOM MOJATOTOBKM JOKYMEHTOB, JINOO
HENOCPEACTBEHHO CAaMHUM HCIIOJIHUTENIEM JJOKYMEHTA.

Ilepebpocka Bcex 3IEKTPOHHBIX KOMUH JOKyMeHTOB ¢ cepBepa FASMO-03 Ha cepsep
FASMO_ 02 ocymiecTBisieTcs COTpYAHUKaMU OTAea HH()OpMaTH3alKUU €KEAHEBHO B 13 4acosB.

Nwmena, npucBanBaeMble 3JEKTPOHHBIM KOMUAM JIOKYMEHTOB, JTOJIKHBI CTPOTO COOTBETCTBOBATH
TUnam AokymeHToB. Hampumep, anexkrponHas konus npukasa Ne 15 ot 25 mas 2004 rona nomxHa npu
coxpaneHuu nonyuuth ums «[Ipuxazl5 ot 25 05 2004». bonee moapoOHO O MPUCBOCHUU UMEH
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ANEKTPOHHBIM KonusM u3ioxeHo B [lpunoxenun Ne 1 k Ilpukasy ot 02 mapra 2000 roma Ne 17
«[Topsiok LEeHTPaTM30BaHHOTO XPAHEHHS IICKTPOHHBIX KOTIUH IOKYMEHTOB.

OsznakomiieHHe paOOTHUKOB CyAa C TMpPHKAa3aMH W PACMIOPSHKCHUSMH JIACHUILTMHAPHOTO
XapakTepa OCYIIECTBISETCS OTACIOM KaapOB.

OO0s3aTenbHOE 03HAKOMJICHHE COTPYIHHUKOB Cyla C NPUKa3aMH, PaCIOpPsHKCHHUSMH, IIaHAMHU
paboTHI Cya U APYTUMH BHYTPEHHUMH JOKyMEHTaMH CyJia OCYIIECTBISICTCS HA BHYTPEHHEM KOHTYpE
caiita cyna. C 1e7bI0 03HAKOMIICHHS C IOKYMEHTaMH COTPYJHHUKH CTPYKTYPHBIX TOAPa3IeIeHUN Cya
JOJDKHBI €KETHEBHO, MOCPEACTBOM BBIXOZA, YCTaHOBIEHHOro Ha pabouem crone 1K, BXomuth BO
BHYTPCHHUH KOHTYp M 3HAaKOMHTHCS C HOBBIMU TIOCTYIUICHUSIMH DPACIOPSAUTENBHBIX U JPYTUX
BHYTPEHHUX JOKyMeHTOB. [locie 03HaKOMIIEHHS C TEKCTOM JOKYMEHTa, COTPYIHHK CyAa TOJDKEH
HaiiTh cBor0 (pammmmio B Tabnume | m moaTBepauTh (akT o3HakomuiieHUs. [locnme moaTBepKIeHUs
dakra o3HaKOMJIeHHS, (aMHIMS ~ O3HAKOMHUBIIErOCS C TEKCTOM JIOKYMEHTa COTpYJHHKA
aBTOMAaTHYECKH TepeMeniaercsi B Tabnumy 2. B manHOI Tabnuie Takxke oTpaxaercss HHPpOpMaIus o
JIaTe W BpPEeMEHHM O3HaKOMJIGHHs, a Takke Homepe I[IK Ha koTopoM ocymiecTBieH Tpoiecce
O3HAKOMIICHUS

4.3. VUcxoasmias KOppeCOHICHIIUS.

4.3.1. Ilpu cocTaBleHMH HCXOJAIIMX JIOKYMEHTOB, HANpPaBISIEMBIX APYTUM OpraHu3alusM u
JUIIaM, COTPYIHHUKH Cy/1a IOJDKHBI PYKOBOJICTBOBATHCS CIIEAYIOIIMMU OCHOBHBIMU TPEOOBAHUSIMU:

4.3.1.1. JIoxymeHT nevaraeTcs Ha OJaHKe yCTaHOBJICHHOM (hOpMBI.

4.3.1.2. lns odopMieHHs] CONPOBOJUTENBHBIX IHCEM, 3allpOCOB M B HEKOTOPBIX JPYIHX
ClIydasix MOTYT NMPUMEHSThCS OJIaHKH ¢ TpadapeTHOH 3ar0TOBKON MEYaTHOTO TEKCTA.

4.3.1.3. K nokymeHTtam o0beMOM Oojee OJHOM CTpaHMIIBI CIEAYeT COCTaBJISTh KpaTKue
3aroJIOBKHU.

4.3.1.4. TlompoOHble TpeOOBaHHWS K COCTaBICHHUIO CIIY)KEOHBIX IMHCEM H3JI0OKEHBI B TJaBe
8 Hactosme MHacTpykmm.

4.3.2. MHcxopsmias KOPPECTOHJICHIMS TepefaeTcss Il OTHpaBKH B OONIMH  OTHEI.
OTtnpaBisieMOMy TIOKYMEHTY HNPUCBAaUBAETCS UCXOASIIUNA HOMEP, KOTOPBIM COCTOUT U3

HWHJIEKCA CeKpeTapuara pyKOBOIUTEINS, MOJIMUCABIIETO JOKYMEHT WM WHIEKCA CTPYKTYPHOTO
noJipa3ieNieHus, B KOTOPOM HUCXOJSIIMA TOKYMEHT OBbLI MOJATrOTOBIIEH, MOPSAKOBOIO HOMEpPA U JAThl
MOAMKCAHUS JOKYMEHTA.

Hampumep: C1-257 12.12.01.

Peructpamusi 1okyMeHTa OCYIIECTBIISIETCS aBTOMATHUYECKH, MyTeM BBOJIa COOTBETCTBYIOIIEH
uHpopMaluu B cucremy «Jlemoy.

4.3.2.1. PexBHU3UTHI UCXOAMIETO JTOKyMEHTa O(OPMIISIIOTCS COMTacHO riaBe [X Hactosmen
HNHucTpykiuu.

4.3.2.2. Ucxopsamue nuchbMa OTHPABISIOTCS € OpUTMHAIOM mnoanucu. Komus wucxomsmero
JOKYMEHTA, 3aBU3UPOBAHHAS MCIIOJIHUTENIEM, MTOMEIIAETCS B N0 OOIIEro OoT[eNna B COOTBETCTBUU C
HOMEHKJIATypO.

4.3.3. JIokyMeHTbI, NOJMMCAHHbIE PYKOBOJCTBOM CYy/1a, OTIPABISAIOTCA 3aKa3HOM MOYTOM WK, B
COOTBETCTBYIOIIMX CJIy4yasx, C HAPOYHBIM  TI0 3asBKE  MOJAPA3JICICHUSA-UCIIONHUTENS WU
(benbacBs3bI0, (aKCUMUIBHON CBSA3BIO WIIH IO SJEKTPOHHOU MOUTE.

4.3.4. OtpaBKa JOKYMEHTOB ITOYTOBOM CBSI3bIO OCYILIECTBIIAETCS B COOTBETCTBHHU C [IpaBriiamMu
YCIYT IIOYTOBOM CBSI3HM, YTBEPKACHHBIMU NocTaHoBieHUEM [IpaBurenscTBa Pocculickoit @enepaunn
0T 26.09.1997r. Ne 1239.
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5. Mopspok perucTpaumm u NPoOxXoXxaeHUs OKYMEHTOB B cyfe C
ucnosnb3oBaHUEeM CUCTEMbI aBTOMaTU3aLMm
AenonpousBoAcTBa U OKYMeHToobopoTa «eno».

5.1. Ilpouecc peructpalyi U MPOXOXKIEHHUS JOKYMEHTa B CyJ€ JOJDKEH OCYIIECTBISITHCS B
TOYHOM COOTBETCTBHH ¢ «MHCTpyKIMe#d monp3oBaTeNs Mo paboTe C CHCTEMOM aBTOMAaTH3allud
JIeNONPON3BOICTBA U JOKYMeHTooOopoTa «/eno» (nanee - MHcTpykuus).

5.2. Bxogsume qOKyMEHTBI.

5.2.2. Ilpuem BXoasuIel JOKYMEHTALIMH OCYILECTBIIIETCS KaHLEIsIpUel o0iiero oTaena.

[TocTymaronuii B KaHIEISIPUIO JIOKYMEHT HE TI03[HEE CJICIYIONIETo JHS OJDKEH OBITh
3aperUCTPUpPOBaH B CHCTEME aBTOMATH3allMM JIEJIONPOM3BOJACTBA M JOKyMeHTooOopoTa «Jlemo»
(manee - cuctema «Jlemo») B COOTBETCTBUM C pazfenoM «Perucrpauus BXOASIIUX JIOKYMEHTOBY
Wuctpykuuu. Ilocne perucrpanuu  OCYIIECTBISETCS IPOLECC CKaHMPOBaHUS JOKYMEHTa, T.€.
MOJIyYEHUSI €ro DJIEKTPOHHOM KOMWHU, M TPUBA3KU DJIEKTPOHHOM KOMHUU TEKCTa JOKYMEHTa K
PEruCTpaliMOHHON KapTo4Ke. 3aperucTpupoOBaHHbIN TaKUM 00pa3oM JOKYMEHT CPEJCTBAMU CHCTEMBbI
«/eno» nepenaercs B cexperapuar Ilpencenarens cyga. OqHO BpEMEHHO B CEKpeTapHar MeperaeTcs
JOKYMEHT Ha OyMa)XHOM HOCHTeEJE ISl I0KJIaJa pyKOBOJICTBY.

5.2.3. [JoxkymMeHT Ha OyMa)XHOM HOCHUTENEe [eEpeAaeTcsi COTPYAHUKY CeKpeTapuarta,
OTBETCTBEHHOMY 3a  JEJIONPOM3BOACTBO, IIOJ POCHUCh B  PErMCTPAlMOHHOM  KapTOUKe,
c(OpMUPOBAHHOM CpeACTBAMU CUCTEMBI «/J{€70» U MOIyYeHHOH IMyTeM pacnedyaTky Ha IPUHTEPE.

5.2.4. PeructpanroHHas KapTo4Ka pacleqyaTbiBacTCs B ABYX 3K3eMIunsipax. [IepBelii ak3eMIuLsp ¢
JMYHON POCHUCBHIO COTPYIHUKA CEKpeTapuara ocTaeTcs B OOLIeM OT/ese, BTOpPOM - Iepenaercs B
cekpeTrapuar i (PUKCalK JalbHEHIIEero NpoxoxkIeHUs TOKyMEHTa Ha OyMa)KHOM HOCHTEIIE.

5.2.5. Tlocne paccMoTpeHHs JOKyMEHTa pPYKOBOJACTBOM CyAa COTPYAHUK CeKperapuara
OCYILECTBIISIET BBOJ PE30JIIOLMHM B PETUCTPALIMOHHYIO KapTOUKY B cucTeMe «Jleno» cornacHo pasaeny
«Mcnonnenue noxkymentra» MHctpykuuu. Eciv B pe30osiionnu yka3zaHa JaTa HUCHOJHEHUS, JOKYMEHT
aBTOMAaTUYECKH CTaBUTCA Ha KOHTpoub. [locie 3toro Cekperapuar BO3BpallaeT IOKYMEHT Ha
OyMa)XHOM HOCHUTEJIE B KaHIEJSPHUIO OOIIETro OTAEeNa.

5.2.6. Ilocne momyueHUs JOKyMEHTa Ha OyMa)KHOM HOCHTENE M3 CEKpeTapuara COTPYAHUK
KaHLEISpUU OOILEro OT/Aesa NepelaeT B YCTAaHOBICHHOM MHCTpykuuen mopsiike perucTpaluoHHbIE
KAPTOUKU C TPUBA3AHHBIMU D3JEKTPOHHBIMM KOIMSAMHU TEKCTa JOKYMEHTAa B CTPYKTYpHbIE
MoJipa3ziesieHus cyia JUlsl UCTIOJIHEHUS M OCYILECTBIISET Nepeaady JOKyMeHTaHa OyMa>KHOM HOCHUTENEe
IOl POCIIUCH B PETMCTPALIMOHHOMN KapTOYKE COOTBETCTBYIOLIUM OTBETCTBEHHBIM JIULIAM.

5.2.7. PaboTta no HCIOJHEHUIO JOKYMEHTAa B CTPYKTYPHBIX MOJpa3efieHUusX CyJa HauyMHaeTcs
1ocjae MOJY4YEeHHs JOKyMeHTa Ha OyMaxxHoM Hocutene. lIpuHsATHE HOKyMEHTa Ha MCIOJHEHHE U
OTMETKa 00 UCIOJIHEHUU JOKYMEHTa B cucTeMe «Jleno» ocyliecTBiIseTcsl B COOTBETCTBUU C Pa3AeIoM
«Ucnonnenne nokymenrtay Mucrpykiuu. OTMeTka 00 HCHOJHEHUH JOKYMEHTAa U TEKCT KPaTKoro
oTyeTa 00 WCIIOJIHEHUU BBOJSTCS OTBETCTBEHHBIM 3a JIEJIOMPOU3BOJCTBO COOTBETCTBYIOIIETO
CTPYKTYpHOTro nozpaszzeieHus. MakT NOArOTOBKM OTYETA OTPAKAETCS 3HAKOM «+», aBTOMaTUYECKU
[IPOCTABJISIEMBIM B PETUCTPALIMOHHON KapTOUKE JOKYMEHTA.

HcnonHeHHbIH TOKyMEHT (3K3eMIUIp Ha OyMa)XXHOM HOCHTENE) MepelaeTcs B ceKpeTapuar Juis
JIOKJIaJia pyKOBO/JICTBY.

5.2.8. CHATHE HNOKyMEHTa C KOHTPOJISI OCYIIECTBISETCS B CEKpeTapuare pYKOBOACTBA
cyla, JUIsl 4eTO B COOTBETCTBYIOLIEM OKHE PETUCTPALMOHHON KapTOYKHU MPOCTaBIsAETCS (aKTUUecKast
Jata CHATUS JAOKyMEHTa ¢ KOHTpois. IIpu 3TOM aBTOMaTH4YeckH KpacHbIM LBETOM LipudTa OyayT
BBIICIISITHCS JOKYMEHTBI C IPOCPOUYEHHBIM CPOKOM HCIIOJIHEHUSI.

HcnonHeHHbIe TOKYMEHTHI IOMEIIAOTCS B HapsAbl (Z1€1a) B COOTBETCTBYIOIIMX CTPYKTYPHBIX
M0JIpa3iesIeHUsIX, COrNIaCHO HOMEHKIaType fen. OTMeTKa O MOMEIIEHNU TIOKyMEHTa B Haps (1ei0) B
cucrteMe «Jleno» ocylecTBIsAeTCsl OTBETCTBEHHBIM 32 JEJIONPOU3BOACTBO.
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5.3. Hcxopnsmmue TOKyMEHTHI.

5.3.1. Hcxopsmas KOpPpEeCHOHACHIMSA 3a NOANHUCBI0 PYKOBOJCTBA CyJa pPETHCTPUPYETCA
B KaHUemsapuu oOmero otaena. s odopmieHus Ha OTHpaBKYy IMCbMa TPEACTAaBIAIOTCS B
oOmmii oTaen B JAByX OSk3eMIUisipax. IlepBblii - ¢ HOMMUCHIO PYKOBOIUTENS, BTOPOM - KOMHS
JIOKyMeHTa. Hamruue Konmuu npuioxeHus 0053aTeNnbHoO.

5.3.2. C uenpio COXpaHEHHUs JJIEKTPOHHOM KOIMHUHM TEKCTa JOKyMEHTa B cucreme «Jlemo»
yCTaHABIIMBACTCA CIEAYIOIIMNA TMOPSAIOK paboThl ¢ HCXoismed koppecrnoHaeHuued. Ecmu
TEKCT HCXOJAIIEro JOKYMEHTa MOJrOTABIMBAECTCS B CTPYKTYPHOM IOJPA3JEICHUM, HCIIOJTHUTEID
00513aH TIOMECTUTh OKOHYATENbHBI BapHaHT TEKCTa JOKYMEHTa, MOJANHCAHHBIA PYKOBOIHUTEIEM, B
MAIKy «ACXOJAIINE» Ha CEPBEPE Cya.

5.3.3. Ilpu peructpaiMu HCXOJSIIEr0 JOKYMEHTa COTPYIHHUK KaHLEISIpUU OOLIero otaena
OCYLIECTBJISIET TPUBI3KY TEKCTAa JOKYMEHTa K PErMCTPAallMOHHOM  KapTOYKE  COIVIACHO
pasneny 5.2. «llpuBsi3ka 21€KTpoHHOW KomuM Tekcra aokymeHTa Kk PK» Huctpyknuu. B cioyuae
OTCYTCTBHsI JJIEKTPOHHOW KOIMM TEKCTa JOKYMEHTa Ha CEepBEpe CyAa, perucrpauus u
OTIpaBKa JIOKyMEHTa OyJeT OTJIOK€Ha, O OCYILECTBJICHUS HCIIOJHUTEIEM COXPaHEHUS TEeKCTa
JOKYMEHTA B MANIKE «HACXOIAIINEY.

5.3.4. B cayuae, eciiu o nopyuenuto llpencenarens cyzna TEKCT TOKyMEHTa IOArOTaBIMBAETCA
B oTnene ABTOMAaTU3MPOBAHHOM  MOATOTOBKH  JIOKYMEHTOB, HCIIOJIHUTEIb 00s13aH
MHPOPMHUPOBATH COTPYAHUKOB OTJeNa O TMOANUCAHHOM JIOKYMEHTE, C LEeJNbI0 IOMENICHUS
OKOHYATEJIbHOTO BapUaHTa »>JEKTPOHHOW KOMHMHM TEKCTa HCXOMAIIEro JOKyMEHTa B IaIKy
«UCXOMAIINE» Ha CEpPBEP CyJa.

5.4.  BHyTpeHHHE JOKYMEHTHI.

5.4.1. Bayrpennue J0KyMeHTHI (IIPOTOKOJBI W TOCTaHOBJIeHHMs lIpe3summyma cyna,
MIPOTOKOJIbI COBEIIAHUMN CY/IeH, CITy>KeOHbIE U JTOKJIaJHbIE 3aMUCKHU, CIIPaBKH, 0030PHI U T.I1.), KOTOPHIE
nepenatorcsi B CekperapuaT cyna, MHHYS KaHLEISpUIO OOIIEr0 OTHeNa, PErucTpUpPYIOTCs
corpynnukom Cekperapuara.

[Ipu peructpanuyu BHYTPEHHETO TOKYMEHTa COTpyIHUK CekperapuaTa OCYIIECTBIISIET IPUBA3KY
AJIEKTPOHHOM KOMUHU TeCTa JIOKYMEHTAa K €ro PEerUCTPAllMOHHONW KapTOUYKE COIVIACHO paszzaeny S.2.
HNucTpykiuu.

5.4.2. B cnyyae, eciid TEKCT JAOKYMEHTa IMOATOTaBIMBAETCA B CTPYKTYPHOM MOJpa3eieHUN
cyla, UCTIOJTHUTEh 00s3aH TOMECTUTh SJIEKTPOHHYIO KOIMHUIO TEKCTa TOKYMEHTa B COOTBETCTBYIOIIYIO
Marky Ha cepBepe cy/a.

5.4.3. Eciu OKyMEHT TOTOBUTCA B OTAEJE€ aBTOMATU3UPOBAHHOW MOATOTOBKHU JTOKYMEHTOB,
UCTIONTHUTENb 00s3aH WH(MOPMHUPOBATH COTPYAHHUKOB OTHENa O TOATOTOBICHHOM JUISl JTOKJIaa
PYKOBOJICTBY CyJla IOKYMEHTE U, B TIOCJIECTBUHU, MOJINMUCAHHOM, C II€JIbI0 IIOMEIIEHUSI €r0 Ha CEPBEP
cyna.

5.4.4. Ilpu peructpanui HECKOJIbKUX (MCIIPABICHHBIX, TOTOIHEHHBIX H T.II.) BAPUAHTOB OJTHOTO
U TOTO K€ BHYTPEHHEI0 JIOKYMEHTA, MOJrOTOBJIEHHBIX B Pa3HOE BpeMsl, COTPYJHUKOM CEKpeTapuara
OCYUIIECTBJISIETCS MPUBSA3KA JIEKTPOHHBIX KOMHUI BCEX BAPUAHTOB TEKCTOB JIOKYMEHTa K MEPBUYHOMN
PEruCTpallMOHHON KapTOUKe.

5.5. Ipyrue BHYTpEHHUE TOKYMEHTHI.

5.5.1. Peructpanust qpyrux BHYTPEHHHMX JIOKYMEHTOB (TIPHKa3bl, PacIOpSKEHUs, aKThl U T.IL.),
MOCTYMAIONIMX HEMOCPEICTBEHHO B KAHLESIPUIO OOILEro OTAENa, PErHMCTPUPYIOTCS COTPYIHUKOM
KaHLEJSPUN aHAJIOTMYHO MOPSIKY PETUCTPALMU BHYTPEHHUX JOKYMEHTOB cornacHo 1.3 MHcTpykuuu.
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6. NMopsagok paboTbl C AOKYMEeHTaMu, coaepKalmumMm CrnyxeoHyro
UHdopmMaLMIo OrpaHNYEeHHOro pacnpocTpaHeHus

6.1. ITopsimok paboOThI ¢ JOKyMeHTaMH ¢ TpudoM «/nsa ciny:keOHOro moiabp30BaHUs ONpEeiIcH
HNuctpykimein «O  mopsiake  oOpamieHuss co  CiIy)xeOHoW  uHdoOpmaimeld  OorpaHH4YeHHOTO
pacripocTpaHeHus B apOuTpaxHbix cynax Poccuiickoit denepanum», yTBEPKICHHON NPUKAa30M
[Ipencenarenss Beicmero ApoOutpaxnoro Cyma Poccmiickoit ®enepamuu ot 29 wMapra
2000 r. Ne 10 JICII.

6.2. T'pud «Jlns cinyxkeOHOro TMOJIB30BaHUS» CTABUTCS HA OTACIBHBIX CYACOHBIX JeNlaX H
JOKYMEHTaX HOpPMAaTHBHOTO, WH(GOPMAIIMOHHOTO M CIPAaBOYHOTO XapakTepa, COAEpIKaIMX
HECEKPETHBIC CBEJIEHHMs OIPaHUYEHHOro pacnpocTpaHeHus. K HUM OTHOCATCS CBEICHMSA, He
MOJJIEKALINE OMYOJIMKOBAHUIO B OTKPBITOM II€YaTH, HCIOJIb30BAHUIO B CPEACTBAX MAacCOBOM
MH(pOpMaLNK, a TaKXKe TPEeOYIOIIME OTPaHUYEHUS KPyra 3HaKOMSIIIUXCS JIULL.

6.3. CyneOHbIM jaenaM, K KOTOPBIM HpUOOIIAIOTCs JOKYMEHTHI ¢ rpudom «lins ciyxebHoro
MOJIb30BAHUS», TAKXKE IPUCBAUBAETCS ATOT rpUd.

6.4. lena u 1okyMeHTHI ¢ rpuom «J1i1st ci1y’>keGHOTr0 OIb30BAHUS:

YUUTBIBAIOTCS] B PETUCTPALIMOHHBIX XKypHAIax U NepearoTcs pabOTHUKAM MOApa3eeHui cyaa
O]l PACIHCKY;

TUPQXHUPYIOTCS  TOJIBKO 4epe3 KOMHUPOBaJIbHO-MHOKUTEIbHOE OIOpPO C  IHCBMEHHOIO
paspeleHus PYKOBOJCTBa noJpa3acieHus u HayaJbHUKa o01ero oTeNa.
VYdeT THpaKupyeMbIX JOKYMEHTOB OCYIIECTBIISIETCS IOAK3EMILIAPHO;

XpaHATCA B 3alTUPAEMBIX U ONEYATHIBAEMBIX IIKa(Dax.

6.5. HeobxoammocTh mpoctaBieHusi rpuda «J s ciykeOHOTO IMOIb30BaHUS OIMPEACIICTCS
WCTIOJIHUTENIEM M JIOJDKHOCTHBIM JIMIIOM, TOANUCHIBAIONINM WM YTBEPXKIAIOIIUM JTOKyMeHT. ['pud u
HOMEp S3K3eMIUIIpa IMPOCTABIAIOTCS B INIPABOM BEPXHEM YIJIy IMEpPBOH CTpaHUIIBI JOKYMEHTa, Ha
00JIOKKE M TUTYJIHHOM JIUCTE JOKYMEHTa U Ha MEePBOW CTPAaHUIIE CONPOBOJUTEIHHOTO MHUChbMa K 3TUM
JOKYMEHTaM.

6.6. lokymeHTHI ¢ TprdoM «1J1st ciry>keOHOTO MOJIb30BaHUSD MOCIIE UCTIOTHEHUS TPYIIHPYIOTCS
B JI€JI€ B COOTBETCTBUHU C HOMEHKJIATYpOH Jell.

6.7. YHUUYTOXEHHE €], JOKYMEHTOB C TpupoM «Jlis ciry:keOHOTO MOJIb30BaHMA», KOTOpbIE
yIpaTUIM MpPAaKTHYECKOE  3HAUYCHHWE W HE HUMEIOT HCTOPUYECKOW IIEHHOCTH, NPOU3BOAMTCS B
MOJIpa3Ae/ICHUsAX Cy/a 10 aKTYy.
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7.0praHV|3au,M;| JINYHOIo npunemMa " nopAAoK pacCMoTpeHuUus
MNCbMEHHbIX OGpﬁMGHMﬁ, nocTtynmBuunux c JIn4HOro npunema

7.1. Opranu3zaius JUYHOTO TIpueMa

7.1.1. B ®enepajbHOM apOuTpakHOM cyae MOCKOBCKOro OKpyra JHMYHbIA HpHeM
NnpeAcTABUTe/ell OpraHu3aluii U rpaxkaaH (Jajgee - rpaxIaH) NMPOM3BOAMTCS MO BONPOCaM
OpPraHu3anMu M olecrnevyeHUs: AeSTEIbLHOCTH CY/Aa, a TAKXKe Kajgo00aM Ha JeilcTBUS cyleil, He
CBA3AHHBIM C PaccMOTPeHHEM KOHKPeTHbIX [eJl, 00:KajJloBaHHeM CyJe0OHbIX aKTOB H
NnpoueccyaJbHbIX 1eHCTBUI Cy/aei.

He siBaisieTcst TMYHBIM NPHEMOM BM3MT MOCETUTe el 10 BOIIPpOcaM TPYA0yCTpoiicTBA.

IIpuem rpaxkgan B IlpuemHoii dDenepanbHOro apoOMTPaKHOrO cyaa MOCKOBCKOro
okpyra (manee - Ilpuemnas ®AC MO) npousBoautcsi no padounm AHAM ¢ 9 yacos no 17
yacoB 30 MuHyT (10 naTHHHAM — 10 16 yacoB 00 MuHYT).

7.1.2. IlepBuYHBIH NpHeM MoceTHTeJeill MPOU3BOAUTCH pykoBoauteaeM Cekperapuara
npeaceaaTesas Cyaa MM JUIOM, €ro 3aMeHSIIOIUM (aaJjiee - pykoBoauTesaem Cekperapuara),
KOTOpbIIi B IpeJejiax CcBOel KOMIIETEHIMH CAMOCTOSITEJIbHO pa3peliaeT IMOCTaBJIeHHbIE
BONPOCHI J1H00 omnpenesasieT MOPAJOK HX AAJbHEHIIero pacCMOTPEHHMs, B TOM 4YHCJE CTABUT
BOIPOC MOCJIeAYIOLIEero JUYHOI0 NpHeMa MOoCeTUTeIsi pyKOBOACTBOM Cy/Aa.

7.1.3. PykxoBogurenn Cexkperapuara, 0CylIeCTBJISIIOIIHI NPHeEM, ONpeaesieT, OTHOCUTCS
JIM BONPOC, MO0 KOTOPOMY IPaKIAHMH o0OpaTW/ics Ha NMpueM, K kKomnereHuuu PeaepajabHOro
apOuTpaxHOro cyaa MoOCKOBCKOI0 OKpyra M NpH HAJIM4YMH OCHOBAHWI JaeT pa3bsCHEHHUS 110
CyIecTBY BOIIpPOCA.

7.1.4. PyxoBogurens Cekperapuara, OCYIIeCTBJISIONIMH INpHeM, He BIpaBe J1aBaThb
rpakiaHaM IOpPUAHYEeCKHe KOHCYJbTAUMH, B TOM 4YHCJIe CBf3aHHbIe C KOHKPETHbIMH
Cy1e0OHBIMH CIIOPAMH.

7.1.5. JluuHblii mpHeM TIpaxIaH pykKoBoacTBOM {DenepajibHOIO apOMTPAKHOIO Cyaa
MoOCKOBCKOr0 OKpYra OCYLIEeCTBJISCTCS IO INpPeJIBAPUTEIbHON 3allHCH B COOTBETCTBHHM €
rpaguKoM ImpueMa M COMCKOM TPMHUMAEMbIX JIHI, IOArOTOBJIEHHBIM PYKOBOAUTEIEM
Cexperapmnara.

I'pagpuxk npuema moceruTesiell PYKOBOACTBOM  CyAa  YTBepiKAaercs IPHUKa3OM
IIpencenarens cyaa.

7.1.6. Pyxooauresb Cekperapuara HM3BellaeT MoceTHTe/e 0 BpeMEeHU U MecTe Ipuema.

7.1.7. PykoBoaurtenr Cekperapuara nmnepegaer  PYKOBOACTBY CyJda [JaHHbIE O
3anMcaBIIMXCS HA MpHeM TIPakIaHAX 3a CYTKH /[0 [pHeMa; NpUiaraer UX NMCbMeHHOe
o0pamieHue, a TaK:Ke He0OX0AMMBbIe JJIs1 PACCMOTPEHHS BONPOCA JOKYMEHTHI  (IIPM HAJTMYHH).

7.1.8. PykxoBogutenp Cexperapumara BeJeT y4eT MNPUHATBHIX HA JHYHOM IpuHeMe
JMIl Ha JIMCTAaX IpHeMa YCTAHOBJICHHOH (opMbI, KOTOpbIe¢ IMO3JHee MOAIIHUBAITCA B
HOMEHKJIATYpHOe Jei0 «O0pameHus M ajno0bl Ha JelcTBUSA cydell 1 pa0lOTHMKOB anmnapara
cyaa».

B samcre mpuema oTrMeuawTcs: aara npueMa, GpamMuwins, UMs, 0OTYECTBO TI'PAKIAHMHA,
MeCTO ero padoThbl M 3aHUMaeMas J0JKHOCTb (MeCTO KMTeJIbCTBA), HOMep Tejie)OHA, CYLIeCTBO
BOIPOCA U Pe3yJbTATHI €ro paccCMOTPEHHs.

IIpunsiTbIe B YCTAHOBJICHHOM NOPsiAKEe HA JMYHOM IpPHEMe AOKYMEHTBI NepefalTcs B
o0IIuii oT/IeN 11 perucTpanum.

7.1.9. Hupopmanusa o0 pe3yabTaTax PACCMOTPeHHMs] OOpallleHHil 0 JHMYHOM IpHeMe
PYKOBOACTBOM CyJa OTpaKaercs B TOJYTrOAOBBLIX CHPAaBKaX, MOATOTABJIHBAEMBbIX
Cexperapuarom npejacenarTesisi Cyaa o HTOraM pacCMOTPEHHS 7KaJ100, 3asiBJICHUH M 00paleHuit
Ha JelicTBUS cy/lell M pa0dOTHHKOB anmapara cyjaa.

7.1.10. HU3Baeuyenue u3 Iloso:keHuss o mnopsizke mnpueMa rpaxian B DexepajbHOM
apOutpa:xxHoMm cyae MOCKOBCKOro OKpyra moJJIe;KUT pasMelleHHI0 Ha creniae «Uudopmanus
DenepaJbHOro apoUTpPaKHOr0 cyaa MoOCKOBCKOro0 OKpyra», pa3MemieHHOM B 00LIeCTBEHHOM
YaCTH 31aHMSA CyAa.
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7.2. Tlopsimok pacCMOTPEHUSI MUCbMEHHBIX OOpaIeHU, MTOCTYMUBIINX C TUYHOTO
npuema

7.2.1. IluceMeHHble OOpalleHUs, IOCTYNUBIIME C JMYHOIO [PHEMA, pacCMaTpUBAIOTCS
[Ipencenatenem cyaa, €ro 3aMeCTUTENISIMH, pPYKOBOIHTEIEM cekperapuara llpeacemarens
CYyZa, €ro 3aMECTUTEIIEM.

7.2.2. Ilucebmennsle oOpamieHusi (manee - oOpamienusi), nocrynusmme B DexepaibHbIi
apOuTpakHbli cyl MOCKOBCKOro OKpyra (Jajee - cya) € JIMYHOIO IIpUeMa, NPUHMMAKOTCS K
PacCMOTPEHHUIO 10 BCEM BOIPOCAM, BXOASIIUM B KOMIICTCHLUIO OKPYKHOTO Cy/la B COOTBETCTBUH C
n.7.1.1. Uuctpykium.

7.2.3. Ha nmuuHOM niprieMe oOpalieHus: He MPUHUMAIOTCS K PACCMOTPEHHUIO €CIIN:

a) HOCSIT aHOHHUMHBIN XapakTep;

0) coJiepKaT HEMPUCTOMHBIE U OCKOPOUTENIbHBIC BHIPAKECHUS;

B) OHHU HE TOJIAI0TCS IPOYTEHHUIO;

r) COCTaBJICHbl HE YMOJHOMOYEHHBIMH Ha TO JIMIIAMH WJIM TNPEJICTABICHBI JIMIIOM, HE
MPEIbSBUBIIUM JTOKYMEHT, YIOCTOBEPSIOUINI TNYHOCTH;

1) omKrOOYHO aAPECOBAHBI PEACEIATENIO IPYTOTO CyAa;

e) HEHa/JIe)KaluM 00pa3oM OQopMIIeHBI (HampuMmep, OTCYTCTBYIOT JaTra U MOAMKCH
WM HEMIPaBWIIBHO YKa3aHO UMs M OTYECTBO IIpeJceAATeNs cyaa U T.1.);

x) paspelieHue BOIMPOCOB, MOCTABJICHHBIX B OOpalIeHUSX, HE BXOJUT B KOMIIETECHIIUIO
OKPY>KHOTI'O Cy/1a;

3) B JIPYTHUX CIIydasx.

7.2.4. Ha mnucbMeHHbIE OOpaIIeHUs] OTBETHl TOTOBATCS CYNEOHBIMH KOJUICTHUSIMHU MU
CTPYKTYpHBIMU MOApa3feieHusMu 3a noinuceto llpeacenarenst cyga W ero 3aMmecTUTENEH,
PYKOBOIUTENS M 3aMECTHTENsl pyKoBoauTensi cekperapuata I[Ipencemarens cyna. [lo mopyuenuio
ITpencenarens cyzna 3asiBUTENIb MOXKET ObITh 3allMCaH HA JIMYHBIM IPHUEM OBTOPHO.

7.2.5. OOmmii otaen BeAeT LEHTPAIM30BAHHBIM YYeT IOCTYNHMBIIMX C JMYHOTO NpueMa
IUCbMEHHBIX OOpallleHui TIpakJaH, Kak-TO: 3asBJIEHUH, XKano0 Ha JeHCTBHA CyleH, He
CBSI3aHHBIE C PACCMOTPEHUEM KOHKPETHBIX JIeJ, MPEIOKEHUI TpaskIaH 10 BOPOCAM OpPraHU3aIUH U
obecrieyeHus JeSITeIbHOCTH apOUTPaKHOTO cyna; IIPECTABISACT PYKOBOJICTBY
HEOOXOIMMBIE CBEJICHHSI U CIIPABKH.

CrienanucTbl, OTBETCTBEHHBIE 3a JIEJIONPOM3BOJCTBO B CYJEOHBIX KOJIJIETUSX M CTPYKTYPHBIX
MOJPA3JCIEHUsIX, BEAYT KYypPHAI ydyeTa PacCMOTPEHHBIX MHCbMEHHBIX OOpalIeHUH TpakdaH, B TOM
YHCiIe MOCTYNUBLIMX C JMYHOIO IIPUEMa, TAaKXKe OCYILECTBIIAIOT KOHTPOJIb 33 UX MIPOX0XKICHUEM.

7.2.6.  OTBETCTBEHHOCTbH 32 OPraHU3AIMIO PACCMOTPEHHUsI OOpAIEHUH WK UX pa3pelieHue 1Mo
CYIIECTBY, OCYILIECTBJICHHE KOHTPOJS 3a COONIOJEHHMEM CpPOKOB pAacCMOTPEHMsA, a Takxke 3a
COCTOSIHUEM JICJIONPOU3BOJCTBA MO HUM B CTPYKTYPHBIX HOJpa3[e/ieHUsIX BO3JAaraercs Ha
PYKOBOJIUTEIICH 3TUX MOJIPa3ICIICHUI.

7.2.7. Ocy1iecTBiIeHHE OOIIET0 KOHTPOJIS 32 COOJIFOJICHIEM CPOKOB PACCMOTPEHUS 0OpalleHHid,
a  TaKKe  HCHOJIHEHUS  IOpYYEeHMH  PYKOBOJACTBA CyAa 1O  JAaHHBIM  OOpalleHHeM
BO3JIaraercsi Ha paboTHuKa cekperapuata [Ipeacenarens cyaa, OTBETCTBEHHOTO 32 KOHTPOJIb.

7.2.8. Bce cBeneHHs O MPOXOXKACHUM M PACCMOTPEHHUU OOpaIieHUil BBOASATCS paOOTHUKAMHU
o0IIero oTAesa U UCIOJHUTEISIMH B PETUCTPAIMIOHHO-KOHTPOJIBHYIO KapTOYKy M B KOMIBIOTED (B
nporpammy «Jlemo»).

O6 wucnomHeHMM OOpamleHWH CIEMUAUCT CyAeOHOH KOJJIETHH WKW  CTPYKTYPHOTO
NOJpa3/eJIeHUsl,  OTBETCTBEHHBIH  3a  JEJONPOU3BOJACTBO,  JIOKJIAIBIBAET  PYKOBOAMTEINIO
noapasesneHus. B ToM ke mopsiike OTBETCTBEHHBIN MCIIOIHUTEND JOKIaabIBaeT [Ipeacenarento cyaa
00 UTOTax pacCMOTPEHUs OOpaIECHUH.

7.2.9. Bce mnuchbMeHHBIe oOOpamieHusi, mnoctynuBiie B DenepanbHbId  apOUTPaXKHBIN
cyad MOCKOBCKOrO OKpyra ¢ JIMYHOIO IIpHEMa, OCYILECTBIIAEMOro CHELMAIUCTOM HpPUEMHON
OAC MO, peructpupyroTcst OOIIHUM OTIAEIOM.

PaGoTHukamu oO1miero oraena Ha MEPBOM JIUCTE OOpallleHHs NpPOCTaBIseTCs IUTaMIl CyJa, Ha
KOTOPOM YKa3bIBa€TCSl BXOMAALIMIA HOMEP W JaTa MOCTYIUICHHUS JAOKYMEHTa (B Cllyyae MOCTYIICHHS
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oOpamieHusi ¢ JUYHOTO TpUeMa B BEPXHEM JIEBOM YIJIy IEpPBOTO JIMCTa OOpaIleHHs CHEIHaIHNCTOM
ITpuemnont ®AC MO npocrasnsercs wramn: «C npuemay; CTaBUTCS 1aTa U MOATINCH).

7.2.10. OOpaimenuss TpaxJaaH PETUCTPUPYIOTCS  paOOTHUKaMU  oOmero  oraena B
PErucTpaliMOHHO-KOHTPOJILHOM KapTOUKe U B KOMITBIOTEPE.

B kaproteky 3aHOcsATCS (paMmims, UM M OTYECTBO 3asBUTENSI, PETHOH, OTKYyAa IMOCTYIHIIO
oOparieHue, BXOAIUI HOMEp, JlaTa PEerucTpaluyu, KpaTKoe cojaepkKaHue BoIpoca ¢ 00s3aTelbHbIM
yKa3aHueM apOUTpa)KHOTO CyAa UM MHOM OpraHU3aluy, JEMCTBUS KOTOPBIX OCIIAPUBAET 3asBUTEINb.

Ecnu o6paienue noctynuio 6osee 4eM OT TpeX 3asiBUTENIECH, OHO perucTpupyercs Ha GaMUIUI0
NEepBOTO M3 HUX. EMy e M HampamisieTcsi OTBET C MPOCHOOW YBEIOMHTH JAPYrux 3asButreneid. [Ipu
peructpanuu obpaiieHuss pabOTHUKaMu OOIIEro OT/esia B PErUCTPAllMOHHYIO KapTOUKY MPOTrpamMMbl
«/leno» BBOAATCS (paMMIIMK BTOPOTO M TPETHETO 3asiBUTENEH C OTMETKOW O TOM, YTO MOJHATHIE UMHU
BOMPOCHl HMMEIOT OTHOLIEHHWE K KOJUIEKTUBHOMY OOpAIEHHIO JIML, 3aperuCTPUPOBAHHOMY Ha
(bamMuITHIO TIEPBOTO U3 3asSBUTEICH.

7.2.11. Tlocme perucrpauuu, B 3aBUCUMOCTH OT COJEpKAHUS U CTENEHH BaKHOCTHU
MOCTaBJIEHHBIX BOIIPOCOB, oOmIuit oTen nepenaeT 3aperucTpUpOBaHHBIN
JOKYMEHT TMOJl PpacHucKy B COOTBETCTBYIOLIYIO TPHUEMHYIO pYKOBOJACTBA CyAa WM B
COOTBETCTBYIOIIEE TIOPA3/IETICHHE.

7.2.12. Tlocne nanoxenus Ilpeacenarenem cyna (ero 3aMecTUTENSIMM) pPE3OJTIOLMHU Ha
JUCTKE-NIOPYYEHUU JOKYMEHT nepenaeTcs B oOmmit oTaen TUISt nociue
AyIoLIel nepeaayu JT0OKyMeHTa OTBETCTBEHHOMY HCIIOJIHUTEIIIO.

7.2.13. Tlo mNMCHMEHHBIM OOpAaIEHHsIM, COJIEPXKAIIUM JKaJoObl Ha JEHCTBHS cCylned u
paOOTHUKOB ammapara CyjAa, Kak MpPaBUJIO, YCTaHABIMBAETCS KOHKPETHBIM CPOK Ui HpPOBEIEHHS
BCECTOPOHHEW TIPOBEPKH, BBICHEHHS BCeX OOCTOSATENBLCTB 10 JEIy H TPUHATHS — Mep
OpPraHU3allMOHHOIO XapakTepa B IEJSAX ONEPaTUBHOI'O PEarupoBaHUs Ha HApYIIEHUs TpeOoBaHMM
apOUTPaXKHO-ITPOIIECCYaTHLHOTO 3aKOHOAaTeNbCcTBA Poccuiickoit demeparium.

7.2.14. Tlo nUCbMEHHBIM OOpaIIEHUsIM, HE COJEepXKallluM >KajoObl Ha JeHcTBUS cynei
u pabOTHHKOB ammapara cyna, Kak IPaBHJIO, YCTaHABJIMBACTCS MECSYHBI CPOK pPacCMOTpPEHHUS.
PykoBoacTBOM cyJia 1al0TCs pa3bsICHEHUS IO CYIIECTBY 0OpalleHHsL.

7.2.15. OOpaleHue CUMTAETCS Pa3pelIEHHBIM, €CJIU M0 TIOCTaBJIEHHBIM B HEM BOIMpPOCaM
NPUHATHL HEOOXOAUMBIE MEPBI, 3aSBUTENIO JJaH OTBET B MHMCbMEHHON (hopMme 1100, IpU €ro coriacu,
YCTHO TpW JUYHOW Oecene wim 1o TenedoHy, a TakkKe B CIydasx, KOTAa 3asBUTEIb MUCHMEHHO
CHMMaeT C pPacCMOTPEHHs, IOCTaBJIEHHblE UM Bompochl. [Ipy ycTHOM OTBeTe cOCTaBIseTCs
COOTBETCTBYIOIIAsI CITpaBKa (WM JETAETCsl HHAs OTMETKA), KOTOpasi MpUOOIIaeTCsi K 0OpaIeHHo.

7.2.16. OOpamenue cHumaercs c KoHTpois [Ipencematenem cyna MO0 OTBETCTBEHHBIM
UCIIOJIHUTENEM  (PYKOBOAMTEIEM  CTPYKTYPHOTO  TOAPA3AEICHUS WJIM €ro  3aMEeCTHTEIEM
0 YeM UMM JIeJIaeTcsl OTMETKA B BUJE PE30JIIOLMU MO0 HAa caMOM OOpalleHHH, MO0 Ha ciyxeOHOoH
3aITUCKE MCIIOITHUTEIIS, TH0O0 HA KOTIMU MCIIOTHEHHOTO JIOKYMEHTA.

PabotHukoMm cekperapuara I[Ipencenatens cyna, OTBETCTBEHHBIM 3a OCYILECTBIIEHHE OOIIEro
KOHTPOJISI, BHOCSITCSI HEOOXOAMMBIE U3MEHEHHSI B KOMIIbIOTED (B mporpammy «Jlemo»).

7.2.17. TluceMeHHble OOpalleHUs TpakJaH IOCIE€ HMX pPACCMOTPEHUs, HPUHATHS Mep U
Jlaud OTBETa CIMCHIBAIOTCA OTBETCTBEHHBIMU HCIIOJHUTENSIMU (3amecturensmu Ilpencenarens cyna,
PYKOBOJUTEISIMU CTPYKTYPHBIX NoJpa3iesIeHuil, PYKOBOJIUTEIIEM ceKperapuaTa
[Ipencenarens cyna v €ero 3aMeCTUTENEM) B JEJI0 CAEAYIOLIUM 00pa30M.

Ha nucTke-nopyyeHnn OTBETCTBEHHBIM UCHIOJIHUTENEM JenaeTcs Haanuch: «Mcnonneno. B neno
Ne. Tara u moxmucey. I[locie 3Toro Bce Marepuaibl IepelaloTcs B OOLIMI OT/IEN Ha TTOAIIHNBKY.

Homep nema mnpocraBisieTcss COIVIACHO CHMCKY HOMEHKJIATYpbl JeJ, YTBEp)KIaeMOMY
[Ipencenarenem cyna.

7.2.18. IlucpmMeHHbIe OOpalleHus], HE COAEpIKallle >kalo0bl Ha IEHCTBUS CyAeH, MOALIMBAIOTCS
paboTHHKaMU OOIIETO OT/IENa COTJIACHO HOMEHKIaType B manky «[lepenuckay.

7.2.19. IlucbMeHHBIE OOpallleHus, COAep Kallie >Kajdo0bl Ha NeHCTBUA CyneH, MOJIIMBAIOTCS
pabOTHHUKaMU OOIIETO OT/IENa COTJIACHO HOMEHKIIAType B manky «KamoOsl rpakaany.

Konuu 10oKyMEHTOB M MpUIOXKEHMH K HHMM, HamlpaBieHHBIX B AnmuHuctpanuio Ilpesunenra
Poccuiickoii ®eneparmu u IlpaButensctBo Poccuiickoit deneparyn, paboTHUKaMU 0OLIETro OTAesa
MIOMEIIAIOTCS B JINI0 [0 HOMEHKJIAType /Ul MOCTOSIHHOro XxpaHeHus. Komuu TOKyMEHTOB,
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HaNpaBIIeMbIX B HMHBIC BBICIIME (hefepalibHbIe TOCYJAapCTBEHHBIE OPTaHBbI, XPaHATCS B Jelie MO
HOMEHKJIaType O0ILEero OT/eia B TEUEHHE IATH JIeT.

7.2.20. CexperapuatoMm [lpencenarens cyna pa3 B MOJYroJnue MPOBOIUTCS aHAIHM3 KAI0O Ha
nevictBust cynedl u pabotHukoB ammapatra PAC MO. PesynbraThl aHanu3a 0OCYXAalOTCA Ha
3acenanusx [Ipesnauyma @AC MO.
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8. NMoaroToBKa MHNLMATUBHLIX U pacnopaauTeribHbIX AOKYMEHTOB.

8.1. WHunuaTuBHbIE MPEAJIOKEHUS [0 COBEPIICHCTBOBAHUIO 3aKOHOJATENbCTBA U MHBIX
IIPaBOBBIX AKTOB, MPOEKThI JTOKYMEHTOB, pa3pabOTaHHBIE MO IMOPYYEHHIO PYKOBOJCTBA Bricmiero
Apoburpaxxnoro Cyna Poccuiickoit ®enepauuu, Hampasisitorcs B Beicmuit ApOutpaxkubiii Cyn
Poccuiickoii ®enepau  C¢  CONPOBOJAUTENIBHBIM IMUCHbMOM, B KOTOPOM OOOCHOBBIBAETCS
HE0OXO0JUMOCTh B TAKOM JIOKYMEHTE.

Ha o00opoTHOI CTOpOHE TMOCIEAHEro JUCTa COMPOBOAMTENBHOIO MHCbMA YKa3bIBAIOTCA
HAaUMEHOBAHUE CTPYKTYPHOTO MOJpa3aeieHus, pamMuinus u TeaedoH UCIOIHUTENS, TOAT0TOBHUBILIETO
IIPOEKT JOKYMEHTA.

8.2. Jlis obecrieueHus] HaAJIeXKAIllEro ydeTa MW3/1aBA€MbIX IPUKA30B, PACHOPSHKEHUNA H
nopydeHuil  pykoBojctBa ®PenepambHOro apOUTpakHOro cyga MOCKOBCKOTO — OKpyra 1o
MHUIMATUBHBIM JIOKYMEHTaM - CIIY>KEOHBIM 3allMCKaM OpraHU3allMOHHOTO XapakTepa, UCXOASIUM U3
CyAeOHBIX KOJUIETMM M CTPYKTYPHBIX HOJpa3JesieHHi (110 crpaBKaM IO pe3yibTaTaM IPOBEPOK U
MOJTOTOBKU 0000IIeHUI CyqeOHON MPAaKTHKH, MO MPOEKTaM IMPHUKA30B U PACIOPSHKEHUN U T.I1.) U
OCYILIECTBICHUSI KOHTPOJISI 3a MX CBOEBPEMEHHBIM HCIIOJHEHUEM, YCTAaHABIMBACTCS IOPAIOK
MIPOXOXKACHUS TAKUX CIIY>KEOHBIX 3aIIUCOK.

8.3. KaHI_[eJI}IpI/IH O6H.I€FO OTACIIa OPraHU3yCT O3HAKOMJICHUC C JOKYMCHTOM U IIOPYUCHUCM
COHCITOJIHUTEIICH JOKYMCHTA.
8.4. COI/ICHOJ'IHI/ITCJ]I/I, YKa3aHHBIC B PC30JIFOIHU, NPCACTABIAIOT CBOU IMPCIJIOXKCHUA JINIY,

KOOPJMHUPYIOIIEMY paboTy [0 TMOPYYEHHIO U OTBETCTBEHHOMY 3a €ro HCIOJHEHHE, He
[I03KE YeM 3a 5 [HEH [0 MCTEYEHMs YCTAaHOBJIEHHOIO PYKOBOJACTBOM CyAa CpOKa, €CIM He
OyZeT yCTaHOBJIEH WHOM CPOK.

8.5. [ToaroTOBIEHHBINM COTIACHO MOPYYEHUIO (PE30JIIOIMH) PYKOBOACTBA Cya JIOKYMEHT C
BU3aMHM BCEX COUCIOJHUTENIEH NpeacTaBiseTcs (JOKIaAbIBa€TCs) PYKOBOJCTBY OCHOBHBIM
HCIIOJIHUTEIIEM, HA3BAHHBIM B IIOPYYE€HUHU NIEPBBIM.

8.6. Ilocne cHATHS C KOHTpOJISI NOPYYEHUs PYKOBOJCTBA JTOKYMEHTbI M MaTepuaibl K
HUM TI0 YKa3aHUIO0 OCHOBHOT'O MCHOJHUTEINS MPUOOILAIOTCS K /1Ty MO0 HOMEHKIIATYpe MOoApa3aeeHHs
WCIIOJTHUTEIS WM HaIlPaBJISIIOTCS aJipecary.

WNudopmanus 06 UCIIOTHEHUN U MPUOOLICHUN TOKYMEHTa K ey 10 HOMEHKJIaType BBOJAUTCS B
KOMIIBIOTEp CIIELUAINCTOM, OTBETCTBEHHBIM 3a JEJONPOU3BOICTBO B MOJPA3/IEICHUH, I/I€ JOKYMEHT
HaXOJWICS HA UCTIOJIHEHUH.

8.7. [Ipukasel, pacnopsuKeHHs, TOJOXKEHMs, IpPaBWIa, HWHCTPYKIUU U JOpyrue
pacnopsauTenbHble  JOKYMEHTBI, u3JaBaeMmble 3a noanuceto [lpencenarens @PenepanbHOTrO
apOuTpaxxHOro cyga MOCKOBCKOTO OKpyra WM €ro 3aMeCTUTeNIeH, pEeruCTpUPYIOTCS B KaHLEISPUU
o01ero oraena.

8.8. [Ipukasel 1 paciOpsKEHHUS.

8.8.1. Ilpukaser u pacnopspkenus DeneparbHOTO apOUTPaXKHOTO cyAa MOCKOBCKOTO
OKpYyTa SIBJIAIOTCA JOKAJIbHBIMH aKTaMH.

8.8.2. JlokanpHble akThl DenepanbHOro apOUTPaXHOro cyda MOCKOBCKOrO —OKpyra
[IOArOTaBIMBAIOTCS B COOTBETCTBUM C PeriaMeHTOM MOATOTOBKM JIOKAJIBbHBIX akTOB DenepalbHOro
apOutpakHoro cyaa MOCKOBCKOTO OKpyra, YTBEpXKIEHHBIM mpukazom [Ipencemarens cyna
ot 14 anpens 2008 roga Ne 17.

8.9. Ilonoxxenue, npaBuiia, UHCTPYKIIMS.

8.9.1. Ilonoxenue mpuHHMAaeTCs B TOM Clyyae, €CJIM B HEM YCTaHABJIMBAIOTCS CHCTEMHO
CBSI3aHHBIE MEX/1y COOOH MpaBuiia 1o BOIIPOCaM, OTHECEHHBIM K JIESITEIbHOCTH Cy/Ia.

B npaBunax ycrtaHaBiIMBarOTCS HOPMBI U TpeOOBaHMsI, 003aTENbHBIE ISl BHITOJTHEHUS.

B uHCTpyKIIMM M3naraetcs MOPsIOK OCYILECTBJICHUS KAKOH-ITMOO NEsTeIbHOCTH WU MOPSA0K
IMPUMCHCHU A MOJI0KEHUH 3aKOHOAATCJIIbHBIX U MHBIX HOPMATUBHBIX aKTOB.

[Tonoxxenus, mpaBuiIa, MHCTPYKIUH OGOpMIISIOTCS B (GopMme rpuda yTBEpKICHHS WIH MyTeM
HU3JaHUA PACTIOPAANUTCIBHOIO JOKYMCHTA 00 ux YTBCPKICHUU.
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8.9.2. Ilopsiiok NOArOTOBKM MpPOEKTa IOJOKEHUS, MpPaBUJ, HUHCTPYKLHUHU COOTBETCTBYET
001IeMy MOPSIKY MOATOTOBKH IMPOSKTOB JIOKYMEHTOB.

8.9.3. Tekcr mpoekra MOJOXKEHUS (MpaBWJl, WHCTPYKLUH)U3JIATAETCsl OT TPEThEro Juua
eIMHCTBEHHOTO WJIM MHOXXECTBEHHOTO 4HClAa. B  TeKcTe HCHONB3YIOTCS CJI0Ba  «IOJDKCH,
«CIIEAYET», KHEOOXOIUMO», «3AMPELIAETCS», «HE JTOITYyCKACTC».

3arojoBOK K TEKCTy IOJIOKEHUs (IpaBWiI, MHCTPYKLMH) OTBeyaeT Ha Bompoc «O uem?».
3aroJoBOK K HMHCTPYKIMH, COZAEp)Kalleid MOJDKHOCTHBIE TPeOOBAaHWS W TOPSIOK BeAEHUS padoT
(TOKHOCTHAST MHCTPYKLMS), OTBedaeT Ha Bompoc «Komy?» (IODKHOCTHAs MHCTPYKIMS TJIaBHOMY
CHECIUATHCTY).

KoHcratupyromeii yacTeio MONOXKEHUS (IpaBWiI, HHCTPYKLUH) CIYKUT paznen «OOmue
MOJIOXKEHHUS», B KOTOPOM YKa3bIBAIOTCSI OCHOBAHUS pPa3paOOTKH, OCHOBHOE Ha3HaueHHE U cdepa
pacnpocTpaHeHus, OTBETCTBEHHOCTD 32 HAPYILICHUE YCTAHOBJICHHBIX MPABUII M TEXHOJIOTHH.

OCHOBHOW TEKCT IOJIOKEHUs (TIpaBWIJI, MHCTPYKIIMK) MOXKET ICIMUTHhCS Ha TJaBbl, MyHKTHI U
HOJITYHKTHL. [ 1aBbI JOIDKHBI UMETh Ha3BaHUSL.

I'maBel HymMepyroTcsi puMckuMu nudpamu. Hymepanus myHKTOB M TIOAITYHKTOB TPOWU3BOAHUTCS
apaOckuMu U pamu.

8.10. IIporokon

8.10.1. OOcyxzaeHue BONPOCOB U INpUHMMaeMble pelleHuss Ha 3acegaHusax Ilpesuamyma
denepanbHOTO APOUTPAKHOTO cyda MOCKOBCKOTO OKpYyra, COBEIIAHUAX CYACH, HAa COOpaHMSIX,
IPOBOJUMBIX B CYJEOHBIX KOJJIETUSX M CTPYKTYPHBIX MOJpPA3JENEHUsX CyAa (QUKCUPYIOTCS B
IIPOTOKOJIAX.

8.10.2. IlpoTokon cocraBisiercs cekperapeM lIpesuanyma cyaa (coBeuianus cynei, coopanust u
T.Il.) HA OCHOBAaHUU 3alMCEH, MPOU3BEIECHHBIX BO BpEeMs COBELIAHMS (3acelaHusl), IPEeICTaBIEHHBIX
TE3UCOB JIOKJIaJIOB U BBICTYIUICHUH, CIIPaBOK, IIPOEKTOB ~ peLeHu U 1p.;
MaTepuaibl K OOCYKIEHHIO NPECTABIAIOTCS CTPYKTYPHBIMH TMOJpPA3IEICHUSIMH, Ha KOTOpbIE
BO3JIO’KEHA MX IOATOTOBKA, HE IO3JHEEe, 4eM 3a 15 ngHell 1o Aarel, NpeJyCMOTPEHHOW ILIAHOM
pabotel cyna. CrhpaBKd MOANUCHIBAIOTCS PYKOBOJUTENSIMM  CTPYKTYPHBIX  IMOJpa3/IelIeHUIM-
HCIIOJIHUTEIICH.

3anucu BO BpeMsi COBElIaHUs (3acenanus), cOOp MaTepUaioB M MOJTOTOBKA TEKCTa MPOTOKOJA
BO3JIaraeTcsi Ha COTPYAHUKOB MOJpPA3JEICHUH, TOTOBHBILIUX BOIPOCH K OOCYXKIEHHIO. TEKCT
IIPOTOKOJIA JOJKEH OBbITh MOJATOTOBJIEH HE MO3[HEE 4eM uepe3 3 JHsS co AHA coBewanus. [IpoekTsl
COOTBETCTBYIOIIMX IIyHKTOB IIPOTOKOJIA BHU3UPYIOTCA IOJAPA3AEICHUEM, OTBETCTBEHHBIM 3a
MOJIFOTOBKY.

8.10.3. TloanMHHMKM TOKYMEHTOB I10 BOIIPOCaM, pPACCMOTPEHHBIM Ha COBELIAHUU (3acelaHuH),
XPaHATCS B COOTBETCTBYIOIIUX CTPYKTYPHBIX MOAPA3ICICHUSAX.

[lopnuHHMKM NPOTOKOJIOB U mocTa”HoBiIeHUH IIpesuanyma cyna, a Takke COBELIAHMN CyzAel
XpaHATCS B oOlIeM OTJene, a CTeHOrpaMMbl 3aceaanuil Ilpesunuyma cyna v coBeuianuii cyaeit - y
cekperaps IIpesunnyma cyna.

Ha nmporoxkoie, conepxaiiem nH(GOPMAaLMIO OrPaHUYEHHOTO PacCHpOCTPAaHEHUs], POCTABIIAETCS
nomMetka "Jlist ciyeOHOro mojb30BaHus".

8.10.4. Tekct mpoTOKOJA, KaK MPAaBUIIO, COCTOUT U3 IBYX YaCTEH: BBOJIHON M OCHOBHOM.

Bo BBomHON wactu odopmisitoTcs  cieayromme  pekBusuThl:  [Ipencenatens  wnm
npenceaarenscTByomui. Cekperaps.

[IpucyrcTBOBaIM - CHMCOK IPUCYTCTBOBAaBUIMX WJIM OTChUIKA K IPWJIAraéMOMY CIHUCKY
MIPUCYTCTBOBABIIIHX.

[ToBecTka nus.

JloKJIaquuKy 1O Ka)KA0OMY IMYHKTY HOBECTKH JiHs. [Ipu BeleHuM cTeHOrpaMMBbl yKa3bIBAa€TCs, 4TO
BEJIETCSI CTEHOTpamMma

OcHoBHas yaCTh MPOTOKOJIA COCTOUT U3 Pa3/eiOB, COOTBETCTBYIOIIMX IMYHKTAM IOBECTKH JIHA.
TekcT Kaxa0ro paszena CTpOUTCS MO CXEME:

CJIIYIIAJIA - BBICTVYIINJIA - TIOCTAHOBWJIU (PEILIJIN).

OcHOBHOE cCOJEp)KaHUE NOKJIAZ0B M BBICTYIUIEHUH NOMENIAETCS B TEKCTE IPOTOKONA WIIHU
Ipujaraercs K HEMy; B IIOCIEIHEM Ccllyyae JielaeTcsi B TeKcTe CHOcKa "TEeKCT BBICTYIICHHS
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npuiaraercsa”. I[locrtanoBieHue (pelieHre) B TEKCTE MPOTOKOJA I€YaTAETCs TOJHOCTBIO; TIPH
HEOOXOJUMOCTH MPUBOJSATCS UTOTHU TOJIOCOBAHUSI.

Copneprxanre 0co00OT0 MHEHHS, BRICKQ3aHHOTO BO BpeMsi OOCYXICHUS, 3alUCHIBACTCS B TEKCTE
MIPOTOKOJIA MOCJIE€ COOTBETCTBYIOIIETO MOCcTaHOBIEHUs (pemienust). JlomyckaeTcs popma coctaBieHUs
IPOTOKOJIA( POTOKOJIBHOE PELICHUE), IPU KOTOPOl GUKCUPYIOTCS TOJNBKO MPUHATHIE TOCTAHOBICHUS
(pemieHus) MO COOTBETCTBYIOLIUM BompocaM. [IpOTOKONbHOE pelleHHe AOKHO IOMEIAThCs Ha
cepBep cyJa.

8.10.5. IIporokon moamuchIBaeTCsl MPEAceNaTeNbCTBYIONIMM Ha COBEIIAHWU (3aceqaHuM) U
cekperapem. J[aToil mpOTOKOJIa ABISETCA 1aTa 3aCEIaHMs.

[IpoTokonaM mpucBaMBaIOTCS MOPSAIKOBBIE HOMEpa B Ipeneiax KaJleHIApHOTO ToAa OTIEIbHO
10 Ka)/10¥ IpyIIe IpOTOKOJIOB: MpoToKoibl [Ipe3nanyma cyaa, MpoTOKONIbI COBEIIAHUMN Cyiel U T.1.
[TpoTOKOMIBI COBMECTHBIX 3aceaHUil UMEIOT COCTaBHbIE HOMEPA, BKIIIOUAIOIINE MOPSAKOBBIE HOMEpa
IIPOTOKOJIOB OPTaHU3alUi, IPUHUMABLINX Y4acCTHE B 3aCEIaHUU.

Homepa moctanoBneHuil (pemieHuii), MPUHATHIX Ha COBEHIAHMSX (3aCENaHUSX), COCTOAT W3
HOMEpa IMpPOTOKOJIa, HOMEpa PaccMaTpUBAEMOIO BOIIPOCAa B MOBECTKE JHS U MOPSAIKOBOrO HOMEpa
MOCTaHOBJICHUS (pEIleHNs) B IpeAesiaXx BOmpoca.

8.10.6. IIporokosnsl meyaTatoTcs Ha Omanke Gopmata A4 U UMEIOT CIIEYIONINE PEKBU3UTHI:

HaunmenoBanune nokymeHta - ciioBo [IpoTokon mewyartaercs OT TpaHUIBI BEPXHETO OIS
MPOTNMCHBIMU OYKBaMU BPa3psAKY, MOITYKAPHBIM MPU(TOM U BRIPABHUBAETCSI 110 LIEHTPY.

Bun 3acemanus, coBemaHus - OTAENSETCS OT MPEABLAYIIETO PEKBU3UTA 2 MEXCTPOUYHBIMU
MHTEpBajlaMy, 1leyaTaeTcs yepe3 1 MHTepBai U BHIPABHUBAETCS 110 LICHTPY.

MecTo mnpoBeAeHHS 3acelaHMs, COBELIAHMS YKa3bIBAaeTCS MpH OQPOPMIICHHU TPOTOKOJIOB
COBEILAHUS B TOM CIIy4ae, €CJIM OHO IPOUCXOAMUIIO HE HA OOBIYHOM MECTE.

[Teyaraercs yepe3 2 MEKCTPOUHBIX MHTEpBaja Mocie PEKBU3UTA «BH]I 3aCEIaHMUsI, COBEIIAHUS,
OTIEINAETCS OT HEro JIMHEWKON MM BHIPABHUBAETCS I10 LIEHTPY.

Jata u HOMep mpoTokoia. Jlata opopmisercs nudpoBbIM WU CIOBECHO- IU(PPOBBIM CIIOCOOOM
U TIeYaTaeTcs uepe3 2 MeXCTPOUHBIX UHTEpBajla HUXKE IPEIbIIyIIEr0 PEKBU3NTA.

OcHoBHast YaCTh MPOTOKOJIA MTeYaTaeTcs yepe3 1.5 MexKCTpOUHBIX HHTEpBAIA.

Kaxnpiii Bonpoc Hymepyercs apaOckoi u@poil, 1 ero HaMMEHOBaHME HAYMHAETCS C Mpeasora
«O» («Ob»), KOTOpOE TeUaTaeTcsl IEHTPOBAHO IPYTMM pa3MepoM HipudTa U MoIYePKUBACTCS OJHOM
4epTOM Mmociie mocieanei crpoku. [1oa uepToit B ckoOKax yKa3bIBarOTCS (DaMUIHH JTOJKHOCTHBIX JIHII,
BBICTYIABIINX HAa 3ace/laHuU (COBEIIAHUM), U KPaTKOe COAEpKaHUE BBICTYIUICHUN MPH PaCCMOTPEHUHU
COOTBETCTBYIOILIETO BONpoca. PaMUIINK MeYaTaroTCs 4epe3 1 MeXCTpOUYHBIM HHTEPBAIL.

3areM yka3bIBaeTCsl MPUHATOE MO STOMY BOMPOCY PEIlICHHE.

[loanucek oTnensieTcss OT TEKCTa 3 MEXKCTPOYHBIMU MHTEpPBaJaMH M BKJIIOYAaeT HAaUMEHOBAaHUE
JOJHKHOCTHOTO JIMIIA, MPEACEIaTeIbCTBOBABIIETO HA 3aceJaHNH (COBEIIAHUM), €r0 JTUYHYIO TOIHUCH,
pacmu@poBKy MOAMUCH (MHULIUAIBI U (PaMILITHS).

HanMenoBaHue MOMKHOCTH TedyaTaeTcss OT JIEBOM TpaHUIBI TEKCTOBOrO TMoisi uepe3 1
MEXCTPOUHBIM UHTEPBAJI U LIEHTPUPYETCSI OTHOCUTENBHO CaMOW JUIMHHOM CTPOKH.

PacumdpoBka moamuicu pacmojaraeTcsi Ha YpPOBHE TMOCJIEOHEH CTPOKM HAMMEHOBaHUS
TOJDKHOCTH 0e3 mpoOena Mmexnay uHunmaiamu u (amwmmeit. Ilocnennss OykBa B pacmmdpoBke
OTPAaHUYMBAETCS MPABLIM TOJIEM.

I'pu¢ (momerka orpaHmueHus nocTyla K JOKYMEHTY) - IeyaTaeTcsl B MPAaBOM BEPXHEM YIIIy
nepBoro Jjucra mporokona. Homep sk3emiuisipa medaraeTcss Hibke rpuda (momerku) uepe3 1,5
MEXCTPOYHBIX HHTEPBAJIA U EHTPYETCS 10 OTHOIICHUIO K HHUM.

8.11. Ciy>xeOHbIE TUChMA.

8.11.1. Cnyxebnpie muchma DenepasibHOTO apOUTpakHOTO Ccyna MOCKOBCKOTO OKpyra
TOTOBSTCS:

KaKk OTBEThl O BHINIOJIHEHUH TmOpydeHud Beicmero ApoOutpaxnoro Cyma Poccuiickoit
®enepanny;

KaK COTPOBOIUTENHHBIC MHUCHMA;

KaK OTBETHI Ha 3alpPOChl Pa3JIMYHBIX OpPraHu3aliil U YaCTHBIX JIULL;

KaK MHUIITMAaTUBHBIC ITMCbMaA.
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8.11.2. Cpoxu MoAroTOBKHA OTBETHBIX MHCEM YCTAaHABJIMBAIOTCS PE30IIOLUEH PyKOBOIUTENS HA
OCHOBAaHUM HUMEIOUIMXCS CPOKOB MWCIIOJIHEHHs IOPYYEHHMH, 3allpOCOB WM IO PELICHHI0 aBTOpa
PE30IIIOLINN.

TekcTbl OTBETHBIX NMUCEM JOJKHBI TOYHO COOTBETCTBOBATh 3aJaHUAM, 3a(UKCHUPOBAHHBIM B
pezosmonuu  pykoBoauTens. CpokdM  MOATOTOBKM  MHMIIMATUBHBIX  [HCEM  ONpPEAEISIOTCS
PYKOBOIMTEISAMU CTPYKTYPHBIX TOAPA3ACICHUIM.

8.11.3. Cumyxe0Hble THCbMa II€YATAIOTCS HA CTAaHAAPTHBIX OsaHkax ¢opmara A4 wim
AS (mpunoxenue 11).

[Ipu odopmiteHnn mHUchMa Ha JABYX WJIHM Oojiee CTpaHHIAX BTOpAs M MOCIEAYIOIINE CTPAaHUIIBI
HYMEPYIOTCsI TIOCEpEeIMHE BEPXHEro MO JIucTa apaObCKUMU [uppamu.

Tekct cimy:xe0HOro MHCbMa, KaK MPaBUIIO, JOJDKEH KacaThCsl OJHOTO BOIIPOCA MIIM HECKOJIBKUX
BOINPOCOB, €CIM OHM B3aMMOCBSI3aHbl M OydyT paccMaTpuUBaThCsi B OJHOM CTPYKTYpPHOM
MIOAPA3/IEeIICHUN OpPraHu3aluu-aapecara.

8.11.4. Texcr mnuceMa  uW3JIaraercsi OT  TPETbEro  JIMLA  €AWHCTBEHHOIO  4Hcia
Hamnpuwmep:

«DenepanbHblii  apOUTpaKHBIM cya MOCKOBCKOTO OKpyra paccMmotpen...» Eciaum mmucbMo
oopmieHo Ha OilaHKE JODKHOCTHOTO JIMIA, TO TEKCT M3JIaraeTcsi OT MEPBOTO JIUIA €JMHCTBEHHOTO
YHCIIa: KIIPOILY...», HAIPABIISIO...».

Tekcr nmuceMa, Kak NMPaBWIIO, COCTOUT M3 JBYX 4acTe. B mepBoi yacTu wM3naraercs NpUYMHA,
OCHOBAHHE WM 00OOCHOBAHUE COCTABJIEHUS MUCbMA, IPUBOJATCSA CCHUIKA Ha IOKYMEHT, SIBJISIOLIMHACS
OCHOBAaHHEM /ISl TIOATOTOBKM THCbMa. Bo BTOpO#l yacTu, HaumHAromeics ¢ ab3ara, MmoMenarTcs
BBIBO/IbI, IPEII0KEHNUS, IPOCHOBI, PEIICHUS U T.JI.

8.11.5. [lata mucbMa - jata IpUHITHS PEUICHHS, 3aUKCUPOBAHHOTO B TekcTe. JlaTtoi mucbma
ABJIAETCS AaTa €ro NOJIUCAHMS.

8.12. Tenerpammsl u TeneOHOTPAMMBI.

IIpu HeoOXoaMMOCTH CpOYHOM mepenaud HMHPOPMALMU COCTABISAIOTCS TEJIErpaMMbl U
TeneQOHOTPaMMBI.

Tenerpamma meuataercst coriacHo oOpasiy (mpuioxkeHue 12) u mepenaercs A OTHPABKU B
KaHIEIIpHIo o0mero oraena. TenerpaMMa redaTaercst B TPeX SK3EMIUIIpax IEpBBIN mepenaercs B
MIOYTOBOE OT/IEJIEHUE, BTOPOHl C OTMETKOH O BpeMEHHU €€ OTMpaBKU BO3BPALIAECTCS B CTPYKTYpHOE
HOJpPa3IeJIEHUE, TPETUI OCTAETCs B KAHLEIIAPHH.

TekcT TesnerpaMMbl COCTaBIISI€TCS KPATKO, SICHO, MO BO3MOXHOCTH 0€3 MpeAsoroB, COIO30B U
MECTOMMEHUHN. 3HaKU MPENUHAHUS - 3MT., TUK., ABTY., KBY., THPE - YIOTPEOJIAIOTCS TOJIBKO B CIIydasXx,
KOTJJa MX OTCYTCTBHE MOXKET HM3MEHUTh CMbICHI cooOuieHus. Lludposble naHHBIE B TejerpaMmax
PEKOMEHIyeTCs MUCATh CIIOBAMHU.

Tekcr mewaraeTcss Ha OJHOM CTOpPOHE JIMCTa 4epe3 JBa MHTEpBajJa MNPOMMCHBIMU
OykBamu, Oe3 mepeHocoB, a03ameB W wucnpasineHuid. [lepex azpecoM ykasbIBaeTCsl KaTerOpHs
tesierpammbl: «MomHUs», «CpodHas.

Tenerpamma mnoanuceiBaercst Toiabko Ilpencenarenem cyga wiM  €ro  3aMECTUTENSMU.
[Ipencenatens cyna BhpaBe ONPEAETIMTh KaTETOPHIO MPOCTBIX TeJIerpaMM, KOTOpblEé MOTIYT
MOJMHUCHIBATHCS CYAbSIMU UM PYKOBOJUTENSIMH CTPYKTYPHBIX ITOAPA3IEICHUN.

Anpec oTmpaBuTeds IedaTaercs 0e3  COKpallleHHH, HO CO 3HakaMM HpenuHaHUA
U TI0J 4YePTON B KOHIIE TEKCTa TejaerpamMmbl. McnpaBinenus, BHECEHHbIE PU MOJIUCAHUU TEIETPaMMBbl,
JIOJDKHBI ~ OBITh ~ OTFOBOPEHBI  MOJ  4epTod  Hagnucbio  «McmpaBleHHOMY — BEpUTH» |
3aBEpEHBI JTUIIOM, IOJMUCABIINM TEIETpaMMy.

DJEeKTPOHHBIE KOIHMM TeJIErpaMM JI0JKHBI nomemaTtbes Ha Fasmo-03 B manky «TenerpamMmbiy».
DJNeKTpoHHas Komus JOJDKHAa ObITh COXpaHEHa MMoj cienyromuM umeHem: Homep nena  nata
OTHpPaBKM _ (paMuiIMs NOMOIIIHUKA, OTIIPABIIAIOLIETO TEIErpaMmy.

Hampumep: 12345 03.02.2009 — Ceprees.

TemedoHOrpaMMBI perucTpupyroTcss B «JKypHane perucrpanuu TeiieOHOTpaMM», KOTOpPBIE
XpaHATCS B CyAE€OHBIX KOJUIETHSIX U CTPYKTYPHBIX mojpasfeneHusx PenepalbHOTO apOUTPaKHOTO
cyna MoOCKOBCKOTO OKpyTa. B JKypHaye bukcupyrorcs cIeayroume
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CBEJIICHUS: Jara IMepeaadd Tene(OHOrpaMMbl, KpaTKoe COJep)KaHHWe, IODKHOCTh, (aMuius u
UHHIMATIBI JIMIA, TPUHSBIIETO TeiaedoHorpaMmy, (GaMuins, WHHIHAIBI W paclucKa COTPYAHHKA,
nepeaBuero TeaeoHorpaMMmy.
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9. OchopmMmneHne peKBU3UTOB B Nnpouecce NoAroToBKU AOKYMeHTa

9.1. [lonoxeHust JaHHOTO pasjeia OCHOBAaHbI HAa TPeOOBaHMIX «YHU(DULIHUPOBAHHON CHUCTEMBI
OpraHU3alMOHHO-PACHIOPSIUTENILHON JIOKyMEHTAllUW», COOJIIOJIEHHNE KOTOPOil 00s3aTeNbHO IpH
pabote ¢ nokymeHntamu B denepaibHOM apOUTPa)KHOM Cy1e MOCKOBCKOIO OKpyra.

9.2. [lognucanue N1OKyMEHTA.

9.2.1. [Jaroil mnpuHATHS JOKYMEHTa SBJSETCS Jata ero mnoanucanus. s TOKyMmeHTa,
MPUHATOTO KOJUIETHAIbHBIM OpPraHoM, - Jara MNpUHATHS pemeHus. J[as JoKyMeHTa, MOJyIeKallero
YTBEPKJICHUIO, - 1aTa YTBEP>KICHUSI.

9.2.2. Jlata [OKyMEHTa MPOCTABISETCS MJODKHOCTHBIM JIMIIOM, MOJMUCHIBAIOIIUM WJIU
YTBEPXKJAOMIMM  JTOKyMEHT. JlJii  JOKyMEHTa, COCTaBJICHHOTO COBMECTHO  HECKOJbKHUMH
OpraHU3alMsIMH, JaTOW MPUHATHUS SBISETCS /1aTa €ro MOANNCAHUS MTOCIEIHIUM YYaCTHUKOM.

9.2.3. Jlara mnoxanucaHusi, YTBEPKICHHUS, COIVIACOBAHMS JOKyMEHTa, a TakXkKe JaThl,
colepKaluecs B TEKCTe, JOJDKHBI YyKa3blBaTbCcsl apaOCKuMu IudpamMu B CIeAylOUIei
MOCJIEI0BATEILHOCTH - JIEHb, MECSLI, TO/I.

Hanpumep: 03.02.2004.

B TekcTe mokymeHTa, CONEpIKaliero CChUIKY Ha CyNeOHBIM aKT WIM CBEICHUS (PUHAHCOBOTO
XapakrTepa, IPUMEHSIETCS CJI0BECHO-IIU(PPOBOIL crtocod oopmiieHus AaThl.

Hampumep: 4 mapta 2004 r.

9.24. Ilpu noanucaHuu JOKYMEHTA HECKOJbKMMHU JIMIIAMU PaBHBIX JOJDKHOCTEH HX
MOAMKCH PACIoiaraloT Ha OJJHOM YPOBHE.

[Ipy moamucaHuy OOKYMEHTa HECKOJIBKUMH JIMLIAMU HEPaBHBIX JOJDKHOCTEH WX TIOJIUCH
pacrosiararoT OJHy MO APYroi B MOCJIeI0BATEILHOCTH, COOTBETCTBYIOIIEH 3aHUMAEMOU JIOJKHOCTH.

Ecnmu nmomxHOCTHOE JIMIIO, MOANUCH KOTOPOTO MPEeIyCMOTpEeHAa B MPOEKTE [OKYMEHTa,
OTCYTCTBYET, TO JOKYMEHT JIOJDKEH MOANMHMCHIBATHCS JIUIIOM, UCTIOJHSIONINM €ro OOS3aHHOCTH, WIIH
ero 3amectuteneM. Ilpu 3TOM HEOOXOAMMO yKa3biBaTh (DAKTHUYECKYIO JOJDKHOCTH JIUIIA,
MOJIMKUCABIIETO JOKYMEHT, U ero ¢damMuwins (MCHPABICHUS «H.0.», «3aM.» BHOCITCS Ha «3a» WU
MIPOCTaBJICHUE KOCOM YepThI Mepe/l HAMMEHOBAHUEM JTOJIKHOCTH.

9.3. CornacoBaHne TOKyMEHTA.

9.3.1. Ilpu HEOOXOAMMOCTH IPOBOAMTCSA COIJIACOBAHHUE JOKYMEHTa C MOJpa3AelCHUSIMU
Y JIOJDKHOCTHBIMM JIMLIAMHU aIlrapaTa cyJa.

CornacoBanue TPOBOAMTCS ITIyTeM BHU3UPOBAHHS NPOCKTa JOKYMEHTa COOTBETCTBYIOIIUM
JOJDKHOCTHBIM JIMIIOM. Busa Britouaer B ce0s JUYHYIO MOAINUCH, €€ paclIU(pOBKYy |U ATy
BU3HPOBAHUS, P HEOOXOAUMOCTH YKa3bIBA€TCS JOHKHOCTh BU3UPYIOLIETO.

9.3.2. 3ameuaHus U JONOJHEHUS K MPOEKTY AOKYMEHTa M3JIaraloTcsi Ha OTJCJIBHOM [IMCTE, O
YeM IpH BU3UPOBAHHUU [IENIAETCS OTMETKA: «3aMEYaHUsl MpPUJIararoTcs». 3aMedaHusi 00s3aTebHO
JOKJIa/IbIBAIOTCS JIUILY, HOJIHUCHIBAIOIIEMY JJOKYMEHT.

9.3.3.  Bwusbl NmpoCTaBIAIOTCA HA SK3EMIUIAPaX, OCTAIOMIMXCS B Cy[e, Ha HUKHEM II0JIe
JIMILIEBOI CTOPOHBI MOCIEIHEro JIMCTa JOKyMeHTa. [IpoekThl MpuKa3oB, paclopsKeHUH, yKa3zaHHUM
BU3HPYIOTCS Ha TEPBOM JK3EMIUIIpPE, Ha HIDKHEM I10Jie 00OpOTHOW CTOPOHBI IOCIEIHENO JIMCTA
JOKyMEHTA.

9.3.4. BmuemHee COIJIACOBAaHUE C JPYTMMHU 3aWHTEPECOBAaHHBIMU  OpraHUBALMSIMU
oopmisiercss coorBeTcTBYrOIIMM rpudom. I'pud cormacoBanust pacrosaraeTcsi Ha JIMLEBOM
CTOpOHE JTOKYMEHTa M BKIIO4aeT B cebs cioBo «CorimacoBaHo», HAMMEHOBAHUE JOJDKHOCTH JIUIA, C
KOTOPBIM COIJIACOBBIBACTCS JTOKYMEHT (BKJIIOYash HAMMEHOBAHME OpPraHM3aLUH), JUYHYIO IIOJIMHCH,
pacmu(poBKy MOIIMUCH U ATy COTIIACOBAHUSI.
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Hanpumep:
COI'NTACOBAHO

3aMecTUTEND
Munuctpa roctuiuu Poccuiickoit deneparuu

(JTMYHAs TTOANMCH MHUITUAIIBI, (DaMILITHS)

(aTa moamucaHus)

9.3.5. rqu)LI COrJIaCOBaHUs MOT'YT pacCriojiaraTbCs Ha OTACIIBHOM «JIucte corjiaCoBaHus», €CIIN
COACPIKAHUC NOKYMCHTA 3aTparuBacT MHTCPCChl HCCKOJIBKUX opraHmauHﬁ. Ha AOKYMCHTC JCJIaCTCA
oTMeTKa «JIucT cornacoBaHus npuiaaracTcs».

9.4. YTBepxkIeHUE NOKYMEHTA.

9.4.1. VYTBepxaeHUE ABISIETCS 0COOBIM CLIOCOOOM BBEJICHHUS JOKYMEHTA B JIeiiCTBHE.

JIOKyMEHTBI ~ yTBEp)KHAIOTCA  pykoBoauTemsiMu  DexepalbHOTO  apOWTPaKHOTO  Cyza
MOCKOBCKOTO OKpyra, B KOMIIETEHIIMIO KOTOPBIX BXOJUT pELIEHHE BONPOCOB, H3JIOKEHHBIX B
YTBEP)KIAaeMbIX JOKYMEHTaX.

9.4.2. VTBepxIeHHE JOKyMEHTa MPOU3BOJIUTCS MPOCTAaBICHUEM TpHuda yTBEpKACHUSA
WA M3IaHUEM PacTIOPSIUTEIBHOTO TOKYMEHTa (B TEX CITydasX, KOTjia TPEOYIOTCs, JONMOTHUTEIbHBIC
NPENMUCAHUS U PA3bICHEHUS).

I'pud yrBepxneHus opopmisieTcs ciaeIyroluM 00pazom:

YTBEPXJIAIO
[Ipencenatens @enepalbHOTO ApOUTPANKHOTO CyIa
MOCKOBCKOT0 OKpyTa

(JIu4HAs MOANUCH, MHUIMAIIBI, (haMUITHS)

(mata) AnpecoBaHue TIOKyYMEHTA.

9.5.1. TloaroroBneHHble JOKYMEHTBl  aIpPECYIOT  OpraHM3alusM, WX CTPYKTYPHBIM
MOJIpa3AeICHUSAM WIA KOHKPETHBIM JIMLIAM.
9.5.2. Ilpu anpecoBaHuU TOKYMEHTA B OPraHU3alMIO WM €€ CTPYKTYpHOE MojpasjeiieHue 0e3
yKa3aHus JOHKHOCTHOIO JIMIA UX HAUMEHOBAHUE NMUIIYT B UMEHUTEIBHOM IMaJIEXKeE.
Hanpuwmep:
Bricummit Apoutpaxusiii Cya
Poccuiickoit @eneparnyn
Oprann3alimOHHO-KOHTPOJIBHOE YIIpaBJIeHNE

9.5.3. Ilpm HampaBiieHUM JOKYMEHTa JOJDKHOCTHOMY JIMI]y HAaUMEHOBAaHHE OpraHMU3allid U
MoJipa3fiefieHusl yKa3bIBaeTCsi B HMMEHUTEIIbHOM TMaJexe, a JOJDKHOCTh M (pamuius aapecata - B
JaTEIIbHOM.

Hanpunwmep:

Bricuuit Apoutpaxusiii Cya

Poccuiickoit ®eneparuun
Opranu3alnOHHO-KOHTPOJIBHOE YIIPaBIECHUE
I'maBHOMY KOHCynbTanTy .M. BaHOBY
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9.54. Ilpu anpecoBaHMHM JOKYMEHTa pPYKOBOJIUTENIO OpraHu3allud €€ HauMEHOBaHHE
BXOJIUT B COCTaB HAMMEHOBAHUS JOJKHOCTH aJipecara.

Hanpumep:  I'enepanbHOMY JTUPEKTOPY
O6benunenus «Arponpom» U.U1. MBanoBy

9.5.5. Ilpu ampecoBaHMH JTOKyMEHTa HECKOJBKHM JOJKHOCTHBIM JIMIIaM HX JIOJDKHOCTH
YKa3bIBAIOTCSA BO MHOXXECTBEHHOM YHCIIE 1 0000IIEHHO.

Hanpuwmep: [Ipencenarensm apOUTPaX]HBIX
cynoB cyobekToB Poccuiickoit @enepanmu

[Ipu agpecoBaHWM JTOKYMEHTa B HECKOJIBKO OJIHOPOJHBIX OpPTaHHM3AIMA WX HAUMEHOBAHUS
clieyeT yKa3bIBaTh 0OOOIICHHO.

Hanpunwmep: ®enepasibHble apOUTPAXKHBIE CYIbI
OKpYTroB
9.6. [lonHpld MOYTOBBIA aapec NpPU HAOPABICHUM JOKYMEHTA KOPPECIOHACHTaM
YKa3bIBAETCS B COOTBETCTBUH C MOYTOBBIMH MPABUIIAMH.
Hanpuwmep: Penakimg «BectHnka
Boiciiero  Apoutpaxknoro Cyna  Poccuiickoit
denepauum»

Manblit XapuTOHBEBCKUH NIEPEYIIOK, . 12
Mocksa, 101000

IIpu anpecoBaHMM JOKyMeHTa (U3MYECKOMY JIMIly YKa3blBalOT HMHHULMAIBl U (haMuiinio
NIOJIy4aTeis, 3aTeM ITOYTOBBIH ajpec.

Hanpuwmep: N.II. Kanuauny
Vn.CagoBas, 1.5, kB.12 Mocksa, 123456

9.7. Wcxonsmmii TOKyMEHT HE JOJDKEH COAepKaTh Oojiee 4YeThIpeX aapecaToB, JIMYHAS
MoAIKUChH CTABUTCA Ha KaXKI0OM JOKYMCHTC.

[Tpu HanpaBieHNH JOKyMEHTa B 0oJiee YeM YeThIpE aJpeca COCTABISETCS CIIMCOK Ha PaCcChUIKY H
Ha KaXJIOM JIOKyMEHTE IIPOCTABIISIETCS TOJIBLKO OJIMH aJipecar.

Azpec He IPOCTaBISIETCS] HA JJOKyMEHTaX, HAlPaBIsieMbIX B IIPAaBUTEIILCTBEHHBIC YUPEKICHUS U
IMOCTOAHHBIM KOPPCCIIOHACHTAM. B »sTmx cIydyadx MOI'yT HOpPHUMCHATLCA KOHBCPTBI C 3apaHEC
Hare4YaTaHHBIMU ajJjpecaMu. Eciii TOKyMEHT UMeeT NPHIIOKEHHS, YITIOMSHYThIE B TEKCTE, TO OTMETKA O
HUX oopmisiercs B creayromeit popme: [punoxenne: Ha 10 1. B 3-X 9K3.

Ecnu npunoxeHus B TEKCTe HE Ha3BaHBI, TO HEOOXOAWMO TEPEYHCIUTh HMX Ha3BaHUS,
KOJIMYECTBO JIMCTOB U 9K3EMILISIPOB KaXI0TO.

[punoxenus: 1. ltaTtHoe pacnucaHue... Ha 4 1. B 3 3K3.
2. CMmera pacxodoB... Ha 3 1. B 3 3K3.

Ecnu MPUIOKEHUS COpOILIIOPOBAHBI, KOJINYECTBO JHMCTOB HE yKa3bIBaeTCsl.
[Tpu HaJIMYuU HECKOJIbKUX MPUIIOKEHUI KaXK10e u3 HUX HyMepyeTcsl.
9.8.1. Ha mnpunoxeHusx K pacnopsIuTeIbHOMY JOKYMEHTY B IIPaBOM BEpXHEM  YIJIy
ClleAyeT JenaTb OTMETKY C YKa3aHUEM Ha3BaHMs [JOKYMEHTa, €ro JaTel M HOMeEpa.

Hamnpumep: Ilpunoxenue K IIpUKa3y denepanbHOTO

apOuTpaxHOTrO cyna MOCKOBCKOTO OKpyra
OT « » 200 1. Ne
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9.9. Pe3omronust TOKyMeHTA.

9.9.1. B cocraB pe3odONMK BXOMAT CICAYIOIIME OJIEMEHTHI: (DaMIIIAS HUCTIOJHUTEIS
(ucrionHUTENEH), COAEPIKAHUE TIOPYUEHMSI, CPOK MCIIOJIHEHUS, TIOJIIUCh, aTa.

B cnyyasx, ecnu mopydeHue Aaercs OBYM WM HECKOJBKHUM JIMIIAM, PaBHBIM IO JIOJKHOCTH,
OCHOBHBIM HCITIOJIHUTCIICM SABJIACTCA JIMIO, YKA3aHHOC B MOPYUYCHUU IICPBLIM. EMy MMPEACTABIIACTCA
MIPaBO CO3bIBA COMCIIOIHUTENEH 1 KOOPIMHAIIUN X PAOOTHI.

Ha nokymeHTax, He TpeOYIOIIMX yKa3aHWH 10 HWCIIOJIHEHUIO M HMEIOIIMX THUIIOBBIE CPOKH
WCIIOJTHEHUSI, B PE30JIIOIINH YKa3bIBAIOTCS UCIIOJIHUTEIb, IOJIIUCH aBTOPA PE30IIOIUH, JaTa.

Pe3omoninst MokeT 0hOpMITATHCS HA OTIACIBHOM JICTE C YKa3aHUEM PETUCTPAIMOHHOTO HOMEpa
U JaThl IOKyMEHTa, K KOTOPOMY PE30JIIOLUS OTHOCUTCS.

9.10. OTmeTKa 00 UCTIOTHUTENE.

9.10.1. OTmeTKa 00 HMCTIOTHUTENE AOKYMEHTA MPOCTABIISCTCS B JICBOM HUKHEM YTIy JIUIEBON
WA 000POTHOM CTOPOHBI TIOCTIEIHETO JUCTA MOATUHHUKA TOKYMEHTA.

OtMmetka BKITtoUaeT hamminto (pamuimsi, uMsi, OTIECTBO) UCTIOTHUTEIISI, HOMEp ero TeyedoHa,

Hanpuwmep:

MaxkcumoBa Huna CepreeBna 928-88-14
WIIN

MaxkcumoBa 928-88-14

Ha noxymeHnTe, mOATOTOBIIEHHOM II0 NOPYYEHHMIO PYKOBOJIUTENS TPYIIION WMCIIOJHUTEJIEH, B
OTMETKE 00 UCIOJHUTEIIE YKa3bIBaeTCs (paMUIIis OCHOBHOTO MCIIOJHUTEISL.

9.11. OtMeTKa 00 UCTIOJTHEHUH TOKYMEHTA.

OTMmeTka 00 MCIIONHEHUM JOKYMEHTA U HAINPABJICHUM €r0 B /IO BKJIIOYAET: KPATKUE CBEICHUS
00 WCIOJHEHUH, €CIH OTCYTCTBYET IOKYMEHT, CBUICTEIbCTBYIOIIMH 00 WCIOJHEHWH, WIH, TpPU
HaJIMYUH TAKOTO JOKYMEHTA, CCBUIKY Ha €r0 JaTy U HOMEp, OTMETKY «B nemno»,

HOMEp Jiena, B KOTOPOM OyJeT XpaHUThCS JOKYMEHT, NaTy, MOANMCH HCIONHHUTENS WU
PYKOBOIMTEIS CTPYKTYPHOT'O MOAPA3IEICHHs], B KOTOPOM MCIIOJIHEH JOKYMEHT.
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10. CnpaBoYHO-HOpMaLMOHHaA paboTa

10.1.0cHOBOI1 CripaBOYHO-UH(POPMAIIMOHHON PabOTHI SBISETCSA HEYKOCHUTEILHOE BBITTOJTHCHHE
MIOMOIIHUKAMH CyJeH, CIeUUalUCTaMU CyJeOHBIX KOJUIETMM M CTPYKTYPHBIX IMOJpa3/eleHuil cyaa
TpeOoBaHuil K paboTe C JAOKYMEHTaMM, U3JIO)KEHHBIX B MyHKTe 1.7 rmaBbl 1«OO01mue MosioxeHus»
Hacrosimed MHCTpykuuu, o BBOJAE B aBTOMAaTH3UpOBaHHbIE cucTeMbl «CyneOHo-apOuTpakHoe
JIeJIONPOU3BOACTBO» U «Jle710» cBeACHU 0 IBUKEHUH KacCAllMOHHBIX 5Kajlo0 U IOKYMEHTOB.

10.2.Benenue cnpaBouYHO-UH(GOPMALMOHHOM pPAaOOTBl  OCYIIECTBIISETCS OOLIMM OTIENIOM,
paboTaronM BO B3aUMOJECHCTBUH € CyA€OHBIMH KOJUIETMSIMU U CTPYKTYPHBIMHU IOAPA3JCICHUIMU,
00s3aHHBIMM ~ o0ecreyuTh OO  oTAen  HeoOxonumol — umHbopMmanued U OTICIIOM
nH(pOpMaTU3allii, OpraHu3yoIuM padoTy caiita denepalbHOr0 apOUTPaX]HOro cyia MOCKOBCKOTO
OKpyra

[Ipu orcyTcTBUM MH(DOPMAIIUK CHEITUATKCTHI OOIIEro OT/AeNa BIIpaBe aJApecoBaTh 3asBUTEICH K
MIOMOIIIHUKAM CYZAEH, CHelHaNIUCTaM CyAEOHBIX KOJUIETMH M CTPYKTYpPHBIX HOJpa3JeNeHU JUIs
MOJIyYEHUS CIPABOK 10 MHTEPECYIOLIUM UX BOIIPOCAM.

10.3.OcHOBHBIMH 3a/la4aMi CIPAaBOYHO-MH(DOPMALIMOHHON PaOOThI SABISAIOTCS: MPEJOCTaBICHUE
nHbOpMallMl U CHPAaBOK O JBIKEHUU KaCCAllUOHHBIX »ajlobd U JOKYMEHTOB B PDenepajbHOM
apOuTpa)kHOM cyne MOCKOBCKOTO OKpyra ¢ HCHOlb30BaHHMEM JaHHbIX «CyneOHo-apOUTpaskHOe
NeNonpou3BoAcTBO» U «/leno» u wuHoOpmanmu, nocrynamolmied U3 CyAeOHbIX KOJUIETUH U
CTPYKTYPHBIX MO/Ipa3AeIeHUN.

10.4.ladpopmarnusi W CHOpaBKH BBIJAIOTCS TPUM HAIWYMM TIOJHBIX JaHHBIX O HOMEpE W
JaTe J10KyMeHTa, HoMepe Jieia, CBEJCHUI 00 UCTIE U OTBETYUKE (CTOPOHAX).

10.5.CoTpyaiHuKkd  CHpaBOYHO-MH(POPMAIIMOHHOTO  y4acTKa  palOThl  MPEJOCTABIISIIOT
MHPOPMALIMIO O KACCAllMOHHBIX jKajo0ax M JOKyMEHTaX Ha JII0OOOM JTame HX MPOXOXKICHHS
(paccMOTpeHHs) CTOPOHAM WM UX MPEJCTABUTENSAM IO YCTHBIM (Tene(dOHHBIM) U MHUCbMEHHBIM
3arpocaM B TEUEHHUE BCEro pabovero JHs.

10.6.CoTpyiHUKH CIPaBOYHO-UH(GOPMAIIMOHHOTO ydacTKa padOThl MMEIOT MPaBO COOOIIHTH
IPEJCTaBUTEIISIM CIIEIYIONIYI0 MH(POPMALUIO: BXOIAMMNA HH(OPMAIMOHHBIII HOMEp KacCallMOHHOM
&KaJIoObl, 1aTy perucrpalnuy, HaMMEHOBaHHE Cy/l1e0HOM KOJUIETHUH, B KOTOPOM KacCallMOHHas »kanoda
HaXOJUTCSI Ha PACCMOTPEHUH, (aMUIIUIO CYAbU, BPEMs U MECTO (3aJ1) paCCMOTPEHHs KaCCallMOHHOM
KaJIoObl, 1aTy MPUHATOrO MO KAaCCAl[MOHHOM jkajno0e MOCTaHOBJIEHUS, COCTaB CyJlla, PacCCMOTPEBIIUI
KacCallMOHHYI0 »asio0y, TaTy BO3BpaTa KacCallMOHHOM »*ajloObl, OCTAaBJICHHOW 0e3 paccCMOTpeHHs,
nH(}OpMAIHIO 10 KaCCAIIMOHHOM Kao0e, OCTaBJIEHHON 0e3 ABUKCHUSI.
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11. MawmnHonuUcHbIe paboTbl U cTeHOrpadupoBaHue.

11.1. Mam6ropo o611ero otaena cyja OCyIeCTBISET CIeayIone padoThl:

-eyataHue CyAeOHBIX AaKTOB, MPHUHATBIX B IMPOLECCE PACCMOTPEHMS KacCCAMOHHBIX
XKao0 B ciIy4ae, €Clii CyIcOHbIE aKThl TOTOBATCS JIMYHO CYABEH.

-lleyaTaHUe  JOKYMEHTOB, KacaroIIMXCS  OpPraHM3AaLMOHHBIX  BOIPOCOB  JAEATEIbHOCTU
®denepanbHOTO apOUTpakHOTO cyaa MOCKOBCKOTO Okpyra (Toiibko 1o mopydeHuto I[Ipeacemarens
cyzaa). JJokyMeHTHI IeyaTaroTcsi BO BHEOUEPEAHOM MOPSIKE.

-cTeHorpaupoBaHUE 3acelaHuil, COBELAHUN U Apyrux Mmeponpustuidl. CpoK H3rOTOBICHHS
(pacmudposka) -10 gueit.

Bce npyrue 1oKkyMeHTHI 11e4aTaroTcs B CTPYKTYPHBIX NOAPA3IEICHUSsX.

11.2. JlIokyMeHTBI IleyaTaroTCsl, Kak MpaBUiIo, B 2-X 3k3eMIuisipax. OobemHble paboThl 6osee 10
JIUCTOB I€YaTal0TCs B OJJHOM 3K3EMIUISPE.

CpouHble JOKYMEHTBI II€YaTalOTCA B OYEPEJHOCTH, ONPEIEISIEMON CTapIIUM COTPYJHUKOM
ManiOopo, Mo COrjIACOBAaHUIO C UCIIOJIHUTEISIMH.

11.3.  IlepemaBaemble [l nedaTaHUs PYKOIMCH, PABHO KaK M BCTABKH, CHOCKH, IOIPABKH,
JOJDKHBI  ObITh HCIOJIHEHBI Pa300pPUMBBIM MOYEPKOM, Ha OJHOM CTOpOHE JHCTa, HacToi
(MM yepHUIIAMHM) TEMHOTO LIBETa C COOJIIOJIeHHeM npaBuil opdorpadun U nyHkryauu. Hebpexnsie
WM Hepa300pUMBbIE PYKOMKUCH C UCIPABIECHUSMHU KapaHJaIIoM JJis Ie4aTaHusl HEIPUHUMAIOTCS.

[Ipu moaroToBke MarepuanoB [Jis eUYaTaHus 0co00e BHUMAHUE CIIEAyeT 00pallaTh Ha YETKOE U
pa3zbopunBOe HamucaHue GaMuWINl, CIeIHATbHBIX OPUINUYECKUX U APYTUX TEPMUHOB, HAUMEHOBAaHUE
BEJOMCTB M OpraHU3alMii, MHOCTPAHHBIX CJIOB U reorpaduueckux Ha3BaHUH. [lOMyCTHUMBI TOJBKO
OOLIETIPUHSATHIE COKPALLEHUS CJIOB.

KoppekTopckue paboThl crieliuairicTaMy, e4aTarouMiI TOKYMEHT, HE IPOU3BOASTCS.

11.4.  TlomydyeHHble s MeyaTH MaTepHalibl CHAIOTCA IOJI PACIUCKY B PErHCTPALMOHHOM
JKypHaje, B KOTOPOM (UKCUPYIOTCS: JaTa IOCTYIJICHUS MaTepualioB, BpeMs MpHUeMa U CAadyu
HaIe4aTaHHOTO JOKYMEHTa UCIOJHUTEIIIO.

11.5. IleyaraHue JOKYMEHTOB IPOM3BOIMTCS Ha OJaHKaX YCTAHOBJIEHHOM (OpMBI MU
Ha Oymare CTaHJapTHBIX pa3MEPOB TOJIHKO HA JIMLIEBOM CTOPOHE, KpOME CYJ€OHBIX aKTOB.
11.6.  JIokyMeHTBI, KaKk MpaBUJIO, II€YATAIOTCA YEpe3 II0JTOpa HHTEpBAla, €CIM HHOE HE

OTIPEICTICHO UCTIOTHUTEIIEM.

JlokyMeHTBI Ha ABYX U OoJiee JUCTax JAODKHBI ObITh MPOHYMEPOBaHbI MaTepuarbl, O JIeKaIIHe
TUPKUPOBAHUIO, TEUYATAIOTCS B 2-X JK3eMIusipax. I[lewaraHue moj TUKTOBKY, Kak IPaBWIIO, HE
JIOITYCKAETCs.

11.7. Ha 0060poTHOI CTOpPOHE IMOCJIEIHETO JINCTa JTOKYMEHTAa BHHM3Y CJIEBa MPOCTABIISIOTCS
dbamunus u TenedoH ucnomHuTens. Ha mpolieccyanbHBIX JOKYMEHTaX, OTBETaX IO 3asBICHUAM H
XKaJI00aM TH PEKBU3UTHI HE TICUATAIOTCSI.

11.8.  bmanku cTporoil OTYETHOCTH (OMpENENeHUs O MPUOCTAHOBICHUU HWCIOIHEHUS
pEelICHUH W WCIOJHUTEIbHBIC JIUCTBI) TIOMy4YaeT CTapIiuid COTPYJHUK MAIIOopo, KOTOPBIMA
HECET OTBETCTBEHHOCTH 32 WX HUCIIOJIb30BAHUE U COXPAHHOCTb.

11.9.  CrenorpadupoBanue 3acemanuii llpesmamyma denepaibHOTO apOUTPAKHOTO Cyaa
MOCKOBCKOTO OKpyTa M JIPYTHX MEPOMPUITUNA OCYIIECTBISETCS B aBTOMAaTU3UPOBAHHOM PEKUME.

[Ipy mewaTanum CTEHOTPAaMM  CICHUAIMCT MamiOIOpO  PYKOBOJCTBYETCS  IIPAaBHIIAMH,
YCTaHOBJICHHBIMH JIJIS1 BBITIOJIHEHUSI MAIIIMHOITUCHBIX padoT.

CreHOrpaMMBbl YYHTHIBAIOTCS B PETUCTPANMOHHOM JKypHAJe W IEpelarTcs paOOTHHUKAM TIOJ
pacIHHCKy.

11.10. CteHorpamMmbl TEYaTAIOTCS B OJHOM DK3EMIUIApPE U TEPENalOTCA TMOJ PACHHUCKY
JUITY, OTBETCTBEHHOMY 3a MPOTOKOJIBHYIO YaCTh MEPOIPHSITHS, JIJIs1 03HAKOMIICHHUSI CO CTEHOTPaMMOI
Y IPUHATHSA MEP K YCTPAHEHUIO HETOYHOCTEH, €CITM TAKOBBIC UMEIOTCSI.

Ha crenorpammax 3acemanuii Ilpesmmmyma cyna u coBEIIaHUUM Cyled MpOCTaBiseTCs Aara
W3TOTOBJICHHSI H TTOJIITACH OTBETCTBEHHOTO JIUTIA.

11.11. CorpynHUKH OTAENa aBTOMAaTU3UPOBAHHOW MOATOTOBKH JIOKYMEHTOB COXPaHSIOT
JJICKTPOHHBIE KOIMMH BHYTPEHHUX JOKYMEHTOB B COOTBETCTBUHU C [lOpsSIKOM IMEHTPaTM30BaHHOTO
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XpaHEHUs! BJIEKTPOHHBIX KOMUH JTOKYMEHTOB C MCIIOJIb30BAaHUEM CETEBBIX PECYPCOB CEpPBEpA,
yTBepKJIeHHBIM npuka3oM IIpencenatens cyaa.
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12. KonupoBanbHO-MHOXUTEeNbHbIE paboThbl

12.1.  KommpoBanbHO-MHOXKHUTEIbHBIE paboTel B DenepaibHOM apOUTPaKHOM  CyjIe
MOCKOBCKOT0 OKpyra MpOU3BOAATCA HAa KOMHUPOBAJIbHO-MHOXKUTEIIBHOM Y4YacTKe paboThl 0OIIero
otnena. KonupoBaHUIO MOJUIEKAT TOJNBKO CIyXeOHble NOKYMEHThI M Martepuaibl DenepasbHOro
apOUTpa)KHOTO cyZa MOCKOBCKOTO OKpYyTa.

Martepuansl Uil KCEpOKONHUPOBAHMS TPEACTABISAIOTCA C YETKH, SPKUM TEKCTOM, B HE
cOpOLIIOPOBAaHHOM BuUje, 0e3 CKpenok u 6e3 ckob cTeriepa Bo n30exkaHNe MOJIOMKH KOIMPOBAIBHOM
TEXHUKHU.

12.2. TupaxupoBaHHE JOKYMEHTOB NPOM3BOIUTCA IpH OGOPMIIEHHHM 3aKa3a, KOTOPBIH
MOJIMKUCHIBAET HAaYaJIbHUK CTPYKTYPHOI'O MOJpa3iefieHuss U BU3UPYET HaudaJbHUK OOLIEro oTAena,
100 nuna, ux 3amenaromue. Tupax T0KyMEHTOB ONpPeesIeTCsl 3aKa3UHMKOM.

LenecooOpa3znocth 1 000CHOBAHHOCTh TUPAXKa BIPaBE MPOBEPUTH HaYAJIbHUK OOLIETo OT/eNa ¢
LEJIBIO HEIOMYILEHUS] HE3aKOHHOTO PAcX0/I0BaHUs OyMaru U MaTepHasoB.

[Ipn TupaxupoBaHHM AOKYMEHTOB 0oJjiee, YeM B TpeX 3K3eMIuIgpax wiu o0beMoM cBbliie 50
JIMCTOB, JOJDKHBI YKa3bIBaThCs 0OOCHOBAHME THpaka U (paMUIMU JIMILL, JJIS KOTOPBIX THUPAKUPYIOTCS
JOKYMEHTBHI.

brnanky 3aka30B XpaHATCS B TEYEHHE I'0J1a, [I0CIIE YETO YHUUTOKAKOTCSL.

DK3eMIUISIpbl TUPAXKUPYEMBIX JOKYMEHTOB Ha MOCJIEIHEN CTpaHUIIE JTOJKHBI UMETh BBIXOJIHBIE
JaHHbIE: HOMEP 3aKas3a, JaTy.

CoTpyIHUKH KOIHPOBAIbHO-MHOKHUTEIBHOTO y4acTKa paboThl BEIyT >KypHaJ y4yeTa 3aKa30B U
BbIJIa41 BBINOJIHEHHBIX PaloT.

OpuruHaibl pa3MHOKEHHBIX MaTEPHAIOB BO3BPAILAIOTCS 3aKa3yMKaM IpU NOJyYEHUH THpaxa.

JIOKyMEHTBI, cofepxaliie ciaykeOHyI0 HH(POpPMAIMI0 OTPAaHUYEHHOTO PaclpOCTPaHEHHs, MpPU
nepefaye Ha pa3MHOXKEHHE JOJDKHBI OBITh COOTBETCTBYIOIIMM OOpa3oM OQOPMIIEHBI JIUIOM,
OTBEYAIOLIIM 3a PEKUM paboThI C TAKUMH JJOKyMeHTaMmH (I1. 5.4) Hactosuei MHcTpykuuu.

WHcTpykuus o genonpousBoacty B enepanbHoM apbutpakHoM cyzne Mockockoro okpyra 2009r. 50



13. YueT n xpaHeHue ne4yaTeun, LWUITaMNoB 1 GraHKOB

13.1. Ilewatm wu 1wTammbl, OJaHKKM OPraHU3alMOHHO-PACIOPAIUTENBHBIX JOKYMEHTOB
denepanbHOro apOUTPaKHOrO cyna MOCKOBCKOTO OKpyra, OJaHKH IMPOLECCyalbHBIX JOKYMEHTOB,
OJIaHKU YIOCTOBEPEHUN JIMYHOCTH, KOMaHAUPOBOYHBIX YIOCTOBEPEHUI, TPYAOBbIX KHUKEK U MHBIX
JOKYMEHTOB TOJIKAT CTPOTOMY Y4ETy B MOApa3ACICHUAX, paOOTAIOMUX ¢ STUMHU JOKYMEHTaMH WU
MPUHSBIIKUX Ha XpaHEHUE OJIaHKU.

Ileyatn u mwTammel, GJIAHKKM BaXKHEUIIMX JOKYMEHTOB JOJDKHBI XPaHUThCS B METAJUTMYECKHX
3alMUparommxcs IHKaq)aX, WHble OJIaHKH - B YCI0OBUAX, HCKITIOYAIOIMUX OOCTYII K HUM pa60THI/IKOB, HE
MMEIOIIMX OTHOILEHHS K UCIIOJIb30BAHHUIO NIeYaTei U OJIAaHKOB, a TAKXKE MOCTOPOHHUX JIUII.

13.2 OTBETCTBEHHOCTD 3a XPpaHCHHUEC U UCITIO0JIB30BAaHUEC 110 HA3HAYCHHIO B CYI[€6HBIX KOJJIETUAX U
CTPYKTYpPHBIX MOJpAa3/eNeHUsIX IeyaTeld, OJIAHKOB M LITaMIOB HECYT HUX pYKOBOJIUTENU U
CTICIMAIIUCTHI, OTBETCTBEHHBIE 32 JIEIIOTPOU3BOICTBO.

13.3.  VYuer Bcex meyaredl M IUTAMIIOB, MMEIOLIMXCS B CyJe€, BEAETCS B JKypHalle ydera,
KOTOPBIM XpaHUTCS B OOIIEM OTAEIIE.

Bbinaya nevareil v mtaMnoB OpoOU3BOIUTCSA O] PACIMCKY B JKypHaJle yuera.

13.4. Ilpm yBOJIBHEHWH, COTPYOHUK CyAa O0O0s3aH CAaTh BBIJAHHBIE €My II€4aTH |
IITaMITbI B OOIIMIA OT/IEN.
13.5. Ilpu yxone B OTIYCK CHELMATUCT CyAeOHOW KOJUJIErMH NepeaeT YHUCIALIUecs 3a

HUM T[Ie4aTH ¥ IITaMIlbl OTBETCTBEHHOMY 3a JAeNompou3BoAcTBO. WHbopmaius 3aHOCHTCS B
CIIy’keOHYI0 3allUCKy O IpUeMe-Tiepeade Jei U JOKYMEHTOB.

13.6.  Yuer u Bblgaua OJAHKOB CTPOrOM OTYETHOCTH OCYIIECTBIISETCS OOIIUM OTIEIOM
I0J1 POCIIUCH B COOTBETCTBYIOLLEM JKYypHAJIE.

13.7. Kypnanbl ydera mnedareif, mMTaMnoB M OJAaHKOB BKJIIOYAIOTCS B HOMEHKJIATYpPY
nei. JINCThl UX HyMEpYIOTCS, IPOIIUBAIOTCS U ONIEYaThIBAIOTCSL.

13.8.  YHuuroxeHue mneyared, IUTAMIIOB M OJAHKOB INPOU3BOAUTCS IO AKTy C OTMETKOM
B )KypHaJlax ydera.

13.9.  IlpoBepka Haiu4us meyated, IMITaMIOB M OJAHKOB, a TAaKKe MOPAIKA UX XPAHEHHS

U HCIOJB30BaHUS TNPOU3BOJIUTCA CHELUMAIBHO CO3[aBAEMOM KOMHUCCHEH HE pexe OJHOro pasa
B I'0Jl OJTHOBPEMEHHO C IIPOBEPKOI COCTOSHUS JEJIONPOU3BOICTBA.

OTMeTKH 0 MPOBEECHHBIX MPOBEPKAX JENIAI0TCA B KypHaJIax ydeTa.

13.10. OOecneuenne cyaeOHBIX KOJJIETMH M MNOApa3JeeHUH OnaHkaMd M UHOH
noaurpauyecko  NpOAYKLIMEH  OCYLIECTBISIETCS  XO3AWCTBEHHBIM  OTIEJIOM IO  3asBKam,
MOCTYMAIOUIMM OT CyZ€OHBIX KOJUIETHH U CTPYKTYPHBIX MO/Ipa3/ieieHUH.

13.11. Bpigaua 61aHKOB IPOU3BOJIUTCS JIMIOM, OTBETCTBEHHBIM 3a XpaHEHHE OJIAHKOB, MO
paclucKy MoJIyyaromiero 6JaHKu paboTHHKA.

XO035IICTBEHHBIN OTIEN:

HOJy4aeT OT CyIeOHBIX KOJUIETMH M CTPYKTYPHBIX IOJpPAa3/eleHU 3asBKM HAa HM3TOTOBIICHUE
0JIaHKOB JIOKYMEHTOB, a TaK)Ke 00pa3ilbl OJIaHKOB;

oopmisier 3aka3pl Ha M3TOTOBJICHHME B THUIOrpaduu ME4aTHO-OJAHOYHOM MPOSYKLUU
1 00ecreurnBaeT KOHTPOJIb 34 UX HCIIOJHEHUEM;

noiay4yaer B Tunorpadguum OJaHKM JOKYMEHTOB, OCYIIECTBISIET HX XpaHEHHE M y4yeT
OJJaHKOB, BBIIAHHBIX CYACOHBIM KOJUJIETUSAM M CTPYKTYPHBIM HOJPA3ACICHUSIM [0 KypHAIy
WIHM PETUCTPALMOHHBIM KaPTOUKAM;

- OpraHu3yeT YHUUTOKEHHE CTapbIX IeyaTeil, ITaMIoB, OJIaHKOB U MHBIX MaTepUaJIOB IO aKTY O
nepefaye UX Ha YHUYTOXKEHHE, MOANUCAHHOMY PYKOBOJIUTEIEM CTPYKTYPHOIO IOJApa3fciIeHUus M
PabOTHUKOM XO3HCTBEHHOI'O OT/€Ja, IPUHUMAIOIIUM 3TH MaTepHaIbl.
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14. KoHTpOnb 1 npoBepKa UCNOSTHEHUSI AOKYMEHTOB U NOpPY4YeHUN

14.1. B ®enepanbHoM apOuTpakHoM cyle MOCKOBCKOIO OKpyra KOHTPOJIIO IOJJIekKaT BCE
3aperUCTPUPOBAHHBIE JTOKYMEHTHI, TPEOYIOIINE HCIIONHEHUS, a TaKkKe COOJII0JICHUE YCTaHOBIICHHBIX
3aKOHOM CPOKOB:

IPUKa3bl, PAaCHOPSDKEHUs,, MHbIE JOKyMEHThl Bricmiero Apoutpaxsnoro Cynma Poccuiickoit
®denepanuu;

IPUKa3bl, PacIOpPsIKEHUs, HHbIE TOKYMEeHThl denepanbHOro apoUTpakHOro cyaa MOCKOBCKOTO
OKpyTa U OpY4YEHUS] pyKOBOJICTBA;

wianel pabotel Bricmiero ApOutpaxnoro Cyna Poccuiickoit @enepanuu M IiaHbl pabOThI
denepanbHOTO apOUTPAKHOTO Cy/1a MOCKOBCKOTO OKPYTa;

npoleccyaibHble CPOKM PACCMOTPEHUSI KACCAlMOHHBIX Kajlo0 M PacChUIKU IMPOLECCYyallbHBIX
JIOKYMEHTOB.

14.1.2. OOmmii KOHTPOJb 3a HUCHOJIHEHHUEM JIOKyMeHTOB U mnopydeHuit B ®AC MO wu
METOJIMYECKOE PYKOBOJCTBO IO OpPraHM3allMKd KOHTPOJIA OcyllecTBisieT cekperapuar Ilpencenarens
cyna.

14.1.3. OnepaTuBHBII KOHTPOJb 3a HCHOJHEHHUEM JOKYMEHTOB M NOpPYYEHHUIHl B CyIeOHBIX
KOJUIETHUSIX U CTPYKTYpHBbIX noapasaencHussx PAC MO ocylecTBIsoT UX PYKOBOAUTEIH.

14.1.4. Texkymuii KOHTPOJIb 32 MUCHIOJHEHUEM JOKYMEHTOB M MOPYYCHHUH OCYIIECTBIAIOT JIHUIIA,
OTBETCTBEHHBIE 3a JIEJIOIPOU3BOJACTBO B CTPYKTYPHBIX I1OAPA3AEICHUSAX.

14.1.5 OOuuit KOHTPOJIb 3a COONMIOACHUEM TporieccyanbHbIX CpokoB B DAC MO ocymiecTBisieT
o0IIMI 0T, ONepaTUBHBIN KOHTPOJIb — IpeaceaTeNu CyJeOHbIX KOJUIEIHd, TeKYUIHMH KOHTPOJIb
OCYILIECTBJISIIOT JIMIIA, OTBETCTBEHHBIE 3a JIEJIONPOU3BOJICTBO B CY1€0HBIX KOJIJIETUSX.

14.2. Cpoku HCTIOJIHEHHS] JOKYMEHTOB U MOPYYECHUI

14.2.1. PaboTHHKM Cylla HECYT JIMYHYIO OTBETCTBEHHOCTb 33 CBOEBPEMEHHOE U Ka4ECTBEHHOE
UCIIOJTHEHHE IOKYMEHTOB U MOPYYECHHIA.

14.2.2. JlokyMeHTbl M TOpPYYEHHUS C KOHKPETHOM JaTOW MCIIOJHEHUS! BBIMNOIHIIOTCA B
YKa3aHHBII CpoOK, a umeroue pe3ononuio «CpoyHO», - B TPEXJHEBHBIM CpPOK, €CIU HHOM
CpoK He ycTaHOBJIeH pykoBoAcTBOM PAC MO, ¢ nomeTkol «OnepaTuBHO» - B AECSITUIHEBHBIM.

Ecnu cpok ucnonHeHus AOKyMEHTa, MOPYyUYEHUsl He OMpeiesieH, OH IMOAJIEKHUT UCIOJHEHHIO B
TEUEHHUE MECALIA CO AHS MOCTYIUICHUS (PETUCTPALIH).

Cpok HCIOJIHEHUS MO OOpalleHUsIM TpaxKAaH, TPeOYIOIUM JIOMOJHUTEIBLHOW MPOBEPKH,
YCTAQHOBJICH OJMH MECSII CO JHS PETUCTPAIINHU, 10 OCTAILHBIM OOpaIIeHUsM - He Ooree 15 aHei.

14.2.3. CpoK UCHOJHEHHUS] BHYTPEHHMX JOKYMEHTOB M TIOPYYEHUM HCUYUCIAETCS B
KaJICHJIAPHBIX JaTaxX C JaThl UX MOoANUCcaHus (YTBEP>KIEHUS), a MOCTYIUBILIUX U3 JIPYTUX OpraHU3aluii
- C JIaThl UX MOCTYIUIEHUs (PETUCTPALUN ).

Ecnmu cpok ucmonHeHHs JOKYMEHTa, MOPYYEHHS NPUXOAUTCS HAa HEpaOOUYMil JEHb, TO IHEM
OKOHYaHHs CPOKa MCIOIHEHUS CYUTAETCS MEPBBIN, CIEAYIOMUN 32 HUM paboyuil 1eHb.

JIOKyMEHT CYMTaeTCs HCIIOJHEHHBIM, €CJIM BBINOJHEH 0€3 3aMeuaHuil 1Mo CYIIeCTBY M B
YCTaHOBJICHHBIE CPOKH.

14.2.4. Jlns ocCylIeCTBIEHUS OIEPATUBHOIO KOHTPOJS 3a IPOXOXKACHUEM JOKYMEHTOB, HX
peructpanus U y4deT BeayTcs B nporpamme «CyneOHo-apOUTpaskHOE EIONPOU3BOJICTBO» U CHCTEME
«Jlemo.

14.2.5. HcnonHeHue [OKyMEHTa MOXET OBbITh BO3JO0XKEHO Ha OJHOIO WM HECKOJIbKUX
ucnonHutened. Ecnyu ucnoiaHeHue AOKyMEHTa MOPYYEHO HECKOJIBKUM JIMI[aM, TO OTBETCTBEHHBIM U
KOOPJMHATOPOM HCIIOHEHUS JOKYMEHTA SIBJIETCS UCIIOIHUTENb, YKA3aHHBIM B PE30JIOLUHU EPBHIM.
[lonyunB  HOKyMEHT, UCIIOJJHEHHE  KOTOPOrO0  BO3JIOXKEHO  Ha  HECKOJBbKUX  JIMIL,
OTBETCTBEHHBIM HCHOJHUTENb JNalT YyKa3aHWs IO €ro BBIMOJHEHUIO JPYTrUM HCIOJHUTENISIM
(COMCIIOTHUTENSAM), TPOBOAUT C HUMHU COBELIaHMsI, COCTABISAET IUIaH (Iporpammy) WiId OpPraHUu3yeT
BBITIOJTHEHHE MTOPYUEHHUSI HHBIM 00pazoM.
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14.2.6. CoucnonHUTeN B pPABHOM MeEpe HECYT OTBETCTBEHHOCTb 3a CBOEBPEMEHHYIO U
Ka4eCTBEHHYIO TOATOTOBKY JOKYMEHTa U 00s3aHbl 3a CBOEH MNOANHMCHIO K YCTaHOBJIEHHOMY
CpPOKy uepe3 OOImmid OTAen JIMOO HENMOCPEJACTBEHHO TPEACTaBUTh BCE HEO0OXomuMmbie (paboune)
MaTepHalbl OTBETCTBEHHOMY HMCIOJIHUTEINI0, KOTOPBIH T0JIKEH 3a(UKCUPOBATh AATy UX MOCTYIUICHUS,
IIPOBEPUTH MOJHOTY U 0OOCHOBAHHOCTH CIEJIAaHHBIX BBIBO/IOB. [Ipy HEOOXOAMMOCTH, OTBETCTBEHHBII
UCIIOJIHUTEIIb BIIPABE MPEUI0KUTH COMCIIOIHUTENSAM IPEICTABUTh EMY JONOJHUTEIBHBIE MATEPHAIIBL.

14.2.7. Tlomy4yuB cBEJEHHS OT COMCIIONIHUTENIEH, OTBETCTBEHHBIN UCIIOJHUTENb HA OCHOBE BCEX
UMEIOLIUXCS Y HETO MAaTepUalioB  TOTOBUT IIPOEKT UTOrOBOrO JAOKyMeHTa. IIpu nmoaroroske mpoekra
UTOTOBOI'O JIOKYMEHTAa OTBETCTBEHHBIH HCIOJHUTENIb CAMOCTOSTENEH, OH HUCIOJb3YyEeT MaTepUallbl
COHUCITIOJIHUTENEH B TOM Mepe, KOTOPYIO COYTET HEOOXOIUMOIA.

14.2.8. TloaroToBieHHBIH NMPOEKT UTOrOBOrO JOKYMEHTa CO BCEMHU PabOUYMMHU MaTepuagaMu
OTBETCTBEHHBIN HCIIOJHUTENb MPEACTABISAET PYKOBOJICTBY 3a CBOEH MOAMUCHIO (CO CBOEH BU30il) U
BHU3aMU COMCIIOJHUTEIEH.

14.2.9. Ilpu HenpeACTaBICHWU COMUCIIOJHUTEIEM K YCTAaHOBJICHHOMY CPOKY HEOOXOAMMBIX
MaTepUajoB WM HX IMPEIOCTABIEHUUM B HEMOJHOM OObEME OTBETCTBEHHBIM HCIOJIHUTENL B
ciy>keOHoM 3anucke Ha ums Ilpencenarens cynga cTaBUT BOIPOC O MPOAJCHUM CPOKa HMCIOIHEHHUS
MOPYYEHUS.

14.2.10. IIpu yxone B OTHYCK WIM APYIMX CIydasX MAJIUTEIBHOTO OTCYTCTBUS, UCIIOIHUTEIND
00s13aH 3a0JTarOBPEMEHHO JOJIOKHUTh PYKOBOJIMUTEIIO, ABIIEMYy MOpPYYEHHE, 00 MMEIOUINXCS B HETO
HEUCTIOJHEHHBIX JIOKYMEHTaX, KOTOPbIE II0 YKA3aHHIO PYKOBOIUTENS IEPENAIOTCA JIPYrOMYy
WCIIOJTHUTEITIO M10J1 PACIIHCKY.

14.2.11. Ilpn nepenadye HaXOIAUIETOCs HA KOHTPOJE JOKYMEHTa OT OJHOIO HCHOJHHUTENS
ApyromMy I€pelaloluii HCHOJIHUTENb B CcHCTeMEe «Jleno» nemaer OTMETKYy C  YKa3aHUEM
JaThl IIEpefjadu, a IPUHUMAIOIINNA HCIIOJHUTEIND - OTMETKY C JAaTOW MOJyYeHUs JOKYMEHTA.

14.2.12. VicnomHuTENbh HECET OTBETCTBEHHOCTh 3a COXPAHHOCTH MOJYYEHHOTO JJOKYMEHTA.

14.3. KOHTpOJIb 32 UCIIOJTHEHUEM NOPYUYEHU N

14.3.1. Bce nokymeHTbl, MO KOTOpBIM jaaercs mnopydeHue IlpeacemareneM cyna wuiau ero
3aMECTHUTEIIIMH, OEpyTCsl Ha KOHTPOJIb M UMEIOT 0TMETKY «K», a Hambosee BaKHBIE JOKYMEHTHI 1O
yKa3aHUIO0 PYKOBOJCTBA - HA 0COOBII KOHTPOJb, ¢ OTMETKONH «OK».

14.3.2. OnepaTuBHBIN KOHTPOJIb 32 UCIIOJHEHUEM JOKYMEHTOB OCYIIECTBIISIETCS Y€pPe3 CUCTEMY
«Jlemo».

14.3.3. Tlopyuenue pykoBogctBa DAC MO BBOAUTCS CHCHHAINCTOM CEKpeTapuara
[Ipencenarenss cyna B pPerMCTPallMOHHYIO KapTOYKY CHCTEMBbI «Jledo» W TMoa pacmucKy B peecTpe
YCTaHOBJICHHOW (JOPMBI BMECTE C JOKYMEHTOM IepeacTcsl B 00NN OT/AEI.

OO0muit otaen mepesaeT JOKYMEHT B CYACOHYIO KOJUIETHIO WM CTPYKTYPHOE TOJpa3/ieicHHe
MO/ PACIHUCKY CIIEIHAINCTY, OTBETCTBEHHOMY 3a JIEJIONPOW3BOJICTBO, KOTOPHIA JOKJIA/JbIBACT
JOKYMEHT PYKOBOJUTENIO U IOJ PACHUCKY MEPEAAaeT €ro HEMOCPEICTBEHHOMY HCIOIHUTEN0. Bes
nH(pOpMaIUs 0 IBMKCHUH JIOKYMEHTA IMOATAITHO BBOJAMUTCS UCTIOTHUTEISIMU B CUCTEMY «/Jlemoy.

14.3.4. CekperapuaT €XEMECAYHO AaHATU3UPYET OTUEThl 00 WCIOTHEHUHW U TMPOXOXKICHUH
JIOKYMEHTOB, TIOCTABJICHHBIX HAa KOHTPOJb. YCTAaHOBHB (DaKThl, OTCYTCTBHsS B cucteme «Jlemo» B
3agaue «OT4YeT WCIONMHUTENS» COOTBETCTBYIOIIMX CBEACHUH OO0 WCIOTHEHHH W TPOXOKICHUU
JIOKYMEHTOB, JTUOO BBIABUB NPHU3HAKH HEHAJICKAIIETO HCIOJHEHUS WHBIM CIIOCOOOM, COTPYIHHUK
CeKpeTapuaTa BBIACHSET NPUYUHBI JOMYIIEHHBIX HAPYIIEHUH Yy PYKOBOAMUTENS CTPYKTYPHOTO
MOApa3IeNCHUs, WCIIOHUTENS TMOPYYeHHUs, OO0 y JIMIA, OCYIIECTBISIOMIETO KOHTPOJIh B 3ITOM
CTPYKTYPHOM TMOAPA3/ICICHUH.

14.3.5.Cexperapuar Ilpencemarenss cynma, Kak TpaBujio, 3a S5 JHEH [0 OKOHYaHUS B
YCTHON ¢opMe MOXKET 3ampOoCUTh Yy HCHOJIHHUTENS JUOO y JIMIA, OCYIIECTBISIONIETO KOHTPOJb
B CTPYKTYPHOM TOApPa3IeIEHNH, TPOTHO3 M0 CPOKAM MCTIOJTHEHUS TOPYICHHUSI.

14.3.6. UcnonuuTens (OTBETCTBEHHBIN HCIIOJHUTENb) TOTOBUT MPOEKT UTOTOBOTO TIOKYMEHTA, a
mpu  HEOOXOJMMOCTH  CIOY)KEOHYI0  3amucKy 00  WCIONHEHWH  TOPYYCHHs,  KOTOPHIC
nepesacT B YCTAaHOBJICHHBIE CPOKU B cekperapuar [Ipeacenartens cyaa ans AOKIaga pyKOBOJCTBY U
CHSITHUSI C KOHTPOJIS.
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14.3.7. CoTrpyaHuku cekperapuata Ilpencenmarenss cyma exXeMeCSAYHO TMPEICTABIISIOT
[Ipencenarento cyna cBeeHUSI O HEUCIIOIHEHHBIX TOKYMEHTaX U MOPYYEHHSX, MO0 UCTIOTHEHHBIX C
HapymieHueM cpokoB. [lo ero mopyudeHuto HUCTpeOYIOT OT HCHOJHHUTENS OOBSICHEHHE MPUYUH
JOTYIIEHHOTO HAPYIIEHUS, ¥ IPOBOJIUT IPYTHE MPOBEPOUHBIE MEPOTIPHUATHSI.

14.4. KoHTpoOJIb 32 UCIIOJTHEHUEM IIPUKA30B
(pacniopspkennii) BAC PO u ®AC MO

14.4.1.I1puka3sl (pacnopsikenusi) Beicmiero ApOutpaknoro Cyna Poccuiickoit denepanuu,
noctynuBie B DenepanbHblii apOUTpakHbIM cya MOCKOBCKOTO OKpyra, a TaKKe MpPUKa3bl H
pacniopsbkernsi PACMO ¢ yCTaHOBJICHHBIM CPOKOM HCIOJHEHHUS M JUIMTEIBHOTO JCHCTBUS
nepenarorcs B cekperapuat Ilpencenarens cyna 1uist KOHTPOJISL.

14.4.2. J1;1st ocylIeCTBICHUS KOHTPOJIS 3a UCIIOJTHEHUEM TTPUKA30B (PaCIOPSHKEHUI) CIICITUATICT
cekperapuara llpencenatenss cyga BeOeT YYeT BCEX IMOCTYNHMBIIMX MPUKA30B (PaCIOPSHKEHHI)
Breicmero  Apburpaxnoro Cyma Poccuiickoit ®enmepanui ¥ BCeX HM3JAaHHBIX  ITPUKA30B
(pacnopsixenuit) PAC MO (kpome kanpoBbix). Mcnonnenune nopydenuit Ilpencenarens cyna mo
npukazam BAC P® ocymiecTBisieTcss B MOPSAKE, YCTAaHOBIECHHOM paszzaenom 14.1 u 14.2 nacrosiueit
NHucTpykiuu.

14.4.3. B uvactu npuka3oB (pacnopspkenuii) ®AC MO, HenmocpencTBEHHO OTHOCSIIMXCS K UX
KOMIIETEHIINM,  TpeAceAareNd  CyAeOHBIX  KOJJIETUH U PYKOBOAWUTENIH  CTPYKTYPHBIX
nojipa3ziesieHuil 00s3aHbI:

O3HAKOMMTb 3aMHTEPECOBAHHBIX JIMI[ C COJEP)KAHUEM IIpUKaza (pacHnopshKeHHs)) U JaTh
KOHKPETHBIE TOPYUYEHHUS 110 €T0 BBINOJIHEHUIO;

OpraHU30BaTh ONEPATUBHBIN KOHTPOJIb, CBOEBPEMEHHOE M Kaue€CTBEHHOE BBIIIOJIHEHUE IPUKa3a
(pacriopspkeHus);

o0ecreynTh NpU HEOOXOAMMOCTH TOATOTOBKY HTOTOBOM CHpPaBKU O BBIOJHEHHWH IIPHKa3a
(pacnopsikeHHs) JUIsl TOKJIaa PYKOBOJICTBY M CHSATHUSI C KOHTPOJIS.

14.4.4. Cexperapuar llpencemarenss cyna exemecsuHo npexacrasiser Ilpenceparento
CyJla CBEJICHHUS:

O HEUCIIOJHEHHBIX NMpHUKa3ax (pacrnopsyKeHUsIX )

0 MpHUKa3ax (pacHopsiKEHUSIX) BBIMOJIHEHHBIX C HAPYILIEHUEM YCTAaHOBJIEHHBIX CPOKOB.

00 MCIIOJTHEHUH PUKA30B JITUTEIHHOTO CPOKa JEHCTBUSI.

14.4.5. CoTpynHMK CeKpeTapyara OCYILIECTBISET TMPOBEPKY HCIIOJIHEHUS IPUKA30B
(pacnopsbxenwuii), mo mopydenuro IIperncemarens cyma ucTpeOyeT OT HUCTIOIHHUTENS OOBICHEHUS
IIPUYMH JIONYIIEHHBIX HAPYIIEHHH, IPOBOAUT IPYrUe MPOBEPOUHBIE MEPOIIPUSITHSL.

14.5. KoHTpoJIb 3a BBIIOJHEHUEM IUIAHOB pa0OThI

14.5.1. Konuu mianoB pabotel Boicmiero Apoutpaxknoro Cyna Poccuiickoit ®enepanumn
nepeaarorcs B cekperapuar [Ipencenatens cyaa.

14.5.2.00mmii KOHTPOJb 32 BBHIIOJHEHHEM IUIAHOB padOThl OCYIIECTBISIET COTPYIHUK
cekperapuata [Ipencenarens cyna yepes3 aBTomMaTu3upoBaHHyto cuctemy "Jleno" B 3anaue « KoHTpob
WCTIOJIHEHUS! JOKYMEHTOBY», OIEPATUBHBIA KOHTPOJb OCYIIECTBIISIETCS PYKOBOAMTENS CTPYKTYPHBIX
NOJpa3/IeNIeHU, TeKYIIIMA KOHTPOJIb - JUIIOM OTBETCTBEHHBIM 3a JEJIONPOU3BOJICTBO B CTPYKTYPHOM
HOJpa3IeICHUM.

14.5.3 CoTpynHUKHM ceKpeTapuaTa exeMecsiuHo npeacTaBisioT [Ipencenatento cyna cBeAeHuUs o
HEWCIIOJTHEHHBIX IJIAHOBBIX MEPOTPHUATHAX CyAa. X0/ BBHITIOTHEHHUS TUTAHOB JOJDKEH CHCTEMATHYECKH
00CYXJIaThCsl HA ONEPAaTHBHBIX COBEHIAHUSAX B CYACOHBIX KOJJIETUSAX UM CTPYKTYPHBIX
HOJpa3/IeIeHUSX.

14.5.4. Perienue o CHATUU C KOHTPOJIS IIJIAHOBOTO MEPOIPUATHUS WIM 00 OTCPOUKE MCTIOIHEHHS
npuHuMaercst llpencenareneM cyma, a B €ro OTCYTCTBHE - JIMIIOM, HCIOJHSIONIMM OOS3aHHOCTH
[Ipencenatens cyaa, o MOTUBUPOBAHHON MpPOCkOe PYKOBOJIUTENS CTPYKTYpHOTro nojpaszaeneHus. O
pELICHUH, TMPHHATOM PYKOBOACTBOM Cyja, MCIIOJHHTENIs cooOmiaeT B cekperapuar Ilpencenarers
cyZa, JUIsl BHECEHUs COOTBETCTBYIOIIEH OTMETKH B cucteMy "Jleno".
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14.6. [Topsanok mpoaJieHUs CPOKOB UCTIOJTHEHHUS M CHATHUS C KOHTPOJISI JOKYMEHTOB

14.6.1. B UCKIIOUNTENBHBIX CIOy4Yasx, IPH HEOOXOIWMOCTH TPOJJICHUS CPOKA HWCIOJHCHHS
JIOKYMEHTa, UCIIOJIHUTENb dYepe3 IMpejcenartenss CyaeOHOM KOJUIETHM WM PYKOBOIMTEIS
CTPYKTYPHOTO MOJpa3fesieHus He MO3JHee, YeM 3a 3 JIHSA 10 HMCTEYEHHs YCTAaHOBJIEHHOTO CpOKa,
TOTOBUT MOTHBHPOBAHHYIO TIPOCKOYy C VyKa3aHHEM HOBOTO CpOKa, KOTOpas Teperacrcs B
cekperapuat st qoknana Ilpeacenarento cyna. Mudopmarus 06 OTCpoUKe HCTIONHEHUS BHOCUTCS B
KOMITIBIOTEDP B cUCTEMY «Jlemno.

YcTHOE coriacoBaHHe BOMPOCAa O MPOJJICHUH CPOKA HCIIOJHEHHUS MOPYYEHHUS MOXKET HOCHUTh
JIMUIb IPEIBAPUTEIIBHBIN XapaKTep U HE 3aMEHsEeT IMCbMEHHOIO X04aTaiCTBa.

14.6.2. IIpoMeXyTOUHBI OTBET, PABHO KAaK W 3alpoC IO HCMIOJHIEMOMY JOKYMEHTY, HE
SABJIICTCA OCHOBAHUEM UIS IPU3HAHWUA JOKYMCHTA UCIIOJTHCHHBIM.

14.7. KoHTpoJib 3a cOONIOACHUEM MPOLIECCYATbHBIX CPOKOB

14.7.1.00111ii KOHTPOJIb 32 COOIIOACHNE CPOKOB PACCMOTPEHHUS KaCCAIllMOHHBIX kKajlo0 U CPOKOB
pacchUIKM CYAEOHBIX aKTOB OCYILECTBISIETCS B aBTOMAaTHU3UPOBAHHOM pEXHME B IporpaMMme
«CynebGHo-apOUTpaskHOE JETIONPOU3BOICTBOY.

Jis  mpoBepku  COONIONEHUS NPOLECCYalbHBIX CPOKOB  OOLIMIT  OTHEN  €KEeMECSYHO
pocMaTpuBaeT oT4yeThl 0 mpoxoxaeHud B DAC MO kaccallMOHHBIX kajlo0 U pacchUIKe CyAeOHBIX
aKTOB U exxeMecssuyHo nHpopmupyeT [Ipeacenarens cyqa 0 COCTOSHUM JIEN HA 9TOM y4acTKe.

14.7.2. Ilpencenatenu cyaeOHBIX KOJUIETHH OPraHM3YIOT TEKYLIMH KOHTPOJIb 3a COOJIOJCHUEM
IpolecCyalbHbIX  CpokoB.  Mcmomp3yss — CBelE€HUS ~ CHELMAIUCTOB,  OTBETCTBEHHBIX  3a
JIeTIONIPOU3BO/ICTBO, MEpUoIMYecKd (He pexe 1 paza B KBapTal) aHaIM3UpPYIOT paboTy 10
COOJTIOJICHHIO TIPOIIECCYaTbHBIX CPOKOB, MPUHUMAIOT COOTBETCTBYIOLINE MEPHI, O YEM TPE/ICTABIISIOT
unpopmanuto IIpencenarento cyaa

14.8. Opranu3zanus npoBeAeHUs] KOHTPOIbHBIX MEPONPUATUH, (IPOBEPOK)

14.8.1. B cmy4yasx BBISBIEHHUS CIydaeB HECOOJIOJCHHUSI YCTAHOBICHHBIX CpPOKOB WIIH
OPYIMX HapyLICHUN WCIOJIHEHUS COTPYIHUK CEKpeTapuara, HEINOCPEACTBEHHO OCYILIECTBISIOINN
oOmuii  KOHTpOdAh (00 WHOW  UCHOJHWUTENh), MO TopydeHuio [lpeacemarenss cyna
MIPOBOJMT MPOBEPKY JJIsl YCTAHOBIICHUS BCEX OOCTOSTENLCTB JOMYIIEHHBIX HAPYIICHUH.

14.8.2. TlpoBoasimuii TPOBEPKY COTPYIAHUK cekperapuata (MO0 Jpyrol MCIOJHUTEH)
CaMOCTOSITENIFHO OIpeaesisieT 00BEM MPOBEPOUHBIX JEHCTBUN, HEOOXOAMMBIX JUIS OBICTPOrO H
KaueCTBEHHOr0 BbINOJMHEHHs mopydeHus [Ipencenmarens cynma o mnpoBepke. OH BIpaBe 10
COTJIACOBAHUIO C PYKOBOJUTENIEM CTPYKTYPHOTO TMOIpa3fielieHus 3aTpeboBaTh y paOOTHHKOB ammapaTa
u cynei demepasbHOTO apOUTPAKHOTO cyaa MOCKOBCKOTO OKpyra INMHUCHMEHHBIC OOBSICHEHHS IO
CyLIECTBY JOIYIUCHHBIX HApYyLICHUH, JIpyrue JOKYMEHTBHl M Marepuainsl. g IOJIy4eHUs
undopmanuu 3a npeaenamu PAC MO coTpyaHuk cekpeTapuara(Iudo MHOW HCIIOJTHUTENb) TOTOBUT
COOTBETCTBYIOIIMM 3a1poc 3a noanucero Ilpencenarens cyna.

14.8.3. Ilo pe3ynbTaTaM NOpPOBEACHHON MPOBEPKHU, COTPYAHUK CEKpeTapuara WIH JPyrou
HUCIIOJIHUTEIIb T'OTOBUT IIMCbMEHHOC 3aKJIFOYUYCHUE AJIA AOKIaga HPGI[CCI[aTCHIO cyaa.
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15. KoHTponb 3a BegeHueM AenonponsBoacTBa

15.1.  OOmmii otnen DOAC MO exekBapTalbHO OCYLIECTBISAET IPOBEPKY COCTOSIHMS
JETOTIPON3BO/ICTBA B CY/IEOHBIX KOJUIETUSIX U CTPYKTYPHBIX ITO/IPA3/ICICHUAX Cy/Ia.

Jlis TpOBEpKH COCTOSIHUSL JETONPOU3BOJCTBA, Hapsily ¢ paOOTHUKAaMHU OOILEro oraena H
CTIEMAIMCTAMH, OTBETCTBEHHBIMH 32 JICJIONPOHM3BOJCTBO B CYNEOHBIX KOJUIETHUSX U CTPYKTYPHBIX
MOJPa3IeIEHUSIX, MOT'YT NPUBIIEKATHCS U APYTHE CHEIIMATHCTHI.

Htorm mpoBepKH OTpakaroTcs B CIpaBKe, KOTOpas TPEACTABISCTCS HAa PacCMOTPEHHE
pykosoactsy PAC MO.

15.2.  CoTpynHUKH OOIIETO OTJeNa U CHEIUATUCTHI, OTBETCTBEHHBIC 3a JIEJIOMPOU3BOJICTBO B
CyAeOHBIX KOJJIETUSAX U CTPYKTYPHBIX MOApa3AeiIeHUsX almapara cyna, NepHoAUYecKH, He pexe 2-X
pa3 B TOJ, MMPOBEPSIOT Y UCIIONHUTENEH (aKTHUECKOE HAIMYHE W MOPSAIOK HCIOIB30BaHUS OJIAHKOB
CTPOrOM OTYETHOCTH, IITAMIIOB, YCIOBMS XpaHEHUs CYIEOHBIX /1€ U JOKYMEHTOB, KOHTPOJIHPYIOT
MPaBWIBHOCTh O(GOpPMIICHUS CYACOHBIX /e W KAaCCAllMOHHBIX TPOHM3BOJICTB, CBOEBPEMEHHOCTH
BO3BpaTa CyJIeOHBIX el B CyIObl IMEpPBOM WHCTAHIMHM, CBOEBPEMEHHOCTb CIauyl KacCAIlMOHHBIX
MIPOM3BOJICTB B apXWB CyJa W O pe3yyibTaTax WHPOPMHUPYIOT PYKOBOAMTENEH CyACOHBIX KOJUIETHH,
CTPYKTYPHBIX MOApa3zefeHuii anmnapara cyaa u [Ipencenarens cyna.

OO61muit oTHEN U CHEeUaTNCThl, OTBETCTBEHHBIE 3a JIEJIONPOU3BOJICTBO B CY/I€OHBIX KOJUIETHIX U
CTPYKTYPHBIX IO/Ipa3ielIeHUsIX, BEAyT yUeT JOKYMEHTooO0OopoTa (Kak MpaBuio, Ba pas3a B rox). [Ipu
HEOOXOJIMMOCTH TOTOBSITCS TIPEAJIOKECHUS TI0 COBEPIICHCTBOBAHWIO Pa0OTHl C JOKYMEHTAMH U
YIYYIIEHHUIO 1€T0NPOU3BOJICTBA.
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16. NMpuem n o6paboTKka AOKYMEHTOB, NOCTYNaKLWMX NO KaHanam
3NEeKTPOHHOMU NOYTbI U (paKCUMUITLHOU CBA3MU

16.1. DnekTpoHHas ToYTa - OAWMH W3 KOMIIOHEHTOB CHCTEMbl aBTOMAaTH3allUU
JOKYMEHTO000pOTa, CpEeACTBO JIOCTaBKH, OTHpaBKM HMHPOpPMAMM U ee MepeAayd MexIy
OpraHMU3alMsSIMH, UMEIOIUMHI COOTBETCTBYIOIIHE allapaTHbIE U MPOrpaMMHBIE CPECTBA.

16.2. DnekTpoHHbIE COOOIIEHUs, TIOCHUIaEMbIe TIO OJJIEKTPOHHOH TOYTe, HCIOIHIIOTCS
aHAJIOTUYHO JTIOKyMEHTaM Ha OyMaXKHBIX HOCHUTENSX, NPU HAJIUYUU ONpeeseHHOW creuuduku B
IIPOLIECCE UCITIONHEHNS.

16.3. OrnpaBuTens 3JIEKTPOHHOIO COOOIIEHHS 3alyCKaeT MpOorpaMMy OTIPABKU IOYTHI
U co3faer (aia cooOlLIeHHs, YKas3bIBaeT €ro ums, Jary U Bpems oTnpaBku. COOOIIEHUS MOXKHO
BBOJUTh U PEJAKTUPOBAThb C IOMOIIBI0 TEKCTOBBIX PEJAKTOPOB. OJIEKTPOHHBIE COOOIEHUS
NepelatoTcs aJpecaTaM B COOTBETCTBUHU € yKa3aTEJIEM Ha PACCHUIKY.

AJpecar moisiydaeT n300pakeHHe JOKyMEHTa Ha SKpaHe KOMIIbIOTepa, a 3aTeM pacleyaTbiBaeT
ero Ha OyMa)KHBIH HOCUTEJb.

Kaxxnomy aOoHEHTYy B 3JEKTPOHHOW IMOYTE BBIAEISIETCS WHAMBUAYAJIbHBIM MOYTOBBIM SLIUK,
KOTOPOMY TpPHCBauWBaeTCs KOJ TMOJb30BaTeNs, © OOMEH DJIEKTPOHHBIMH  COOOIIEHUSIMHU
OCYILIECTBIISIETCS UepPe3 ATH MMOYTOBBIE SLTUKH.

16.4. Tlpm HanuuuM DSJIEKTPOHHOW MOYTHI JOKYMEHTHI 00padaThIBarOTCA W HCIIOJIHSAIOTCS
Ipy TOMOIIM AaBTOMATH3UPOBAaHHON peructpanuu. OTnpaBUTEN0 HEOOXOJUMO TOCTaBUTh
OTMETKY «COOTBETCTBYET OPUTHHAIIY.

16.5. OrtmpaBka U TMpuUEM OJJIEKTPOHHBIX COOOIIEHHWI, TOCTyNalIUX B aJpec cyza,
OCYIIECTBISIETCA COTPYAHUKOM OOILEro OT/AeNa.

16.6. Ilpuem u mnepemady wuHGOpMANUHM IO KaHATy (HAKCUMUIBHOM CBSI3U OCYIICCTBIISET
MOMOIIIHUKY 3amectuteneil [Ipencenarens cyaa u o0muit otaes.

@dakcorpaMMbl YUYUTHIBAIOTCS B OT/AEIBHOM KypHalle perucTpanuu pakcorpamm.

16.7. Ilpu nepenaue ciay eOHBIX JOKYMEHTOB MO KaHaly (PaKCUMUIBLHOU CBSA3H
HEOO0XO0JMMO PYKOBOJACTBOBATHCS CIEIYIOIIMMH TPEOOBAaHUSIMHU:

16.7.1. Tlo xaHamy (akCUMWIBHOM CBSI3U 3alpElacTCsl MEpEelaBaTh CEKPETHHIE CBEICHUS,
TEKCThl JOKyMEHTOB cC rpudom «Jlns ciuyxebHoro monb3oBaHus», «He mana mneuatw», a
TaK)K€ pPyKOIIMCHBIN MaTepHall.

Ilepenaua mnpoueccyalbHbIX JOKYMEHTOB 10 KaHaly (aKCUMUIBHOM CBSI3M Takxke He
JOITyCKAeTCsl.

16.7.2. OTBETCTBEHHOCTb 3a COAEp)KaHUE TIeperaBaeMoi HHGOpPMALMK BO3JIaraeTcs Ha
WCTIOJIHUTEIS, TOATOTOBHBIIErO JOKYMEHT K TIiepenadye, M PYKOBOIUTENS COOTBETCTBYIOIIETO
MOJpa3/IeIeHusl.

16.7.3. ®dakcorpaMMbl Ha HHOCTPAHHBIX S3bIKAX OTHPABISAIOTCA IPU HAJIMYUU IEPEBOJA,
3aBEPEHHOTO JIMIIOM, MTOJIMTUCABIINM (pakcorpamMmy.

16.7.4. OOwvem mepenaBaeMoro JJOKyMEHTa, BBIIOJHEHHOTO Ha Oymare ¢Qopmara A4
YEepHBIM IIBETOM, HE TOJDKEH MPEBBILIAT 5 JUCTOB.

16.7.5. Wnadopmanwms, mpeaHasHAUCHHas [JIs TMepefadd, CAACTCs C 3asBKOM, MOJMHUCAHHOU
pyKoBoIUTENEeM Mojpas3zieneHus. Ha mnoanuHHUMKE Marepuana CHELUAIUCT oOuero otraena
MIPOCTABISIET TOPSIKOBBIA HOMEp, JaTy M BPEeMs HAINpPaBICHHUS MaTephaia, Mociie 4ero MaTepua
BO3BpAIAECTCs MCIOJHUTENIO MOJ PAClUCKy B JKypHasle. 3asBKM OCTAlOTCS B OOIIEM OTHeNe U
XpaHITCS B TEUYSHHE OJTHOTO TOA.
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16.8. Ilpu npueme hakcorpamm cieayeT pyKOBOJCTBOBATHCS CIETYIOUUMU
paBUJIaMH.

16.8.1. IIpunHATHI MO0 KaHATY (DAKCUMUIIBHON CBS3M JOKYMEHT, OTHOCSIIHICS K MPOU3BOJICTBY
o cyzneOHOMYy ey, He MOXKET paccMaTpUBaThCcs B KadeCTBE IMPOIECCYabHOTO JTOKYMEHTa U HE
UMeeT IOPUIUYECKON CUIIbI, @ HOCUT HH()OPMAIIMOHHBIN XapaKTep.

16.8.2. Ha 00OpOTHOH CTOpOHE IOCIEIHEr0 JIMCTa MPHHATOW (hakcorpamMMbl CIIEIUAITUCT,
MPUHSBIIUN TOKYMEHT, IPOCTABIISET €€ MOPSAIKOBBIM HOMEp IO KypHAILy perucrpaiuu (akcorpamm,
AaTy mnpueMa 1 CTaBUT CBOIO MOAIUCH.

[ToctynuBmme QaxcorpaMMmbl  MepenaroTCs

cekperapuata [Ipencenarens cyna B IeHb UX IpUEMa, CPOUHBIE - HEMEAJIEHHO.
@dakcorpaMMbl Ha HTHOCTPAHHBIX S3bIKaX JIOCTABIIAIOTCA apecaTy 0e3 mepeBoja.

aapecaraM  1moa  poCHUCh  CIICHUATIMCTOM
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17. CocTtaBneHne HOMeHKNaTypbl gen

17.1.  HomeHkiarypa aen mpeacTaBiiieT COOOM €KEeTroHbIN CHCTEMAaTU3UPOBAHHBIN MTEPEYCHB
3aroJIOBKOB JIeJla, 3aBOAMMBIX B CYAEOHBIX KOJUIETMAX M CTPYKTYPHBIX IOJpa3/eIeHUsX
®enepalibHOr0 apOUTPAKHOTO cya MOCKOBCKOIO OKpYyTa.

Homenknarypa pen sBisleTCS OCHOBOM JJIsl COCTaBJICHMSI OIMCEH J€1 IIOCTOSIHHOTO U
nonroBpemeHHoro (ot 10 go 75 neT) xpaHeHUs, a TaKKe WCIOJIB3YETCs JUIsl yueTa JieJl BPEMEHHOTO
(1o 10 ;mer BKIIOYMUTENIBHO) XPAHEHUS, HAXOJAIIUXCA B CYJEOHBIX KOJUIETHSX M CTPYKTYPHBIX
MOJIpa3/iesIeHUsAX Cya.

17.2. HomeHnknaTypa nea npeAHasHauY€Ha Ul TPYNIUPOBKH MCIIOJIHEHHBIX JOKYMEHTOB
B JIeJla, UX CUCTEMAaTU3alll1, yyeTa, MHJIEKCAlluU U ONPe/IeIeHUs CPOKOB XPAHEHUSI.

17.3. HomeHxsaTypa Aes COCTaBISIETCS B COOTBETCTBUU ¢ «OCHOBHBIMM MpaBUWJIaMHU PabOTHI
BEJIOMCTBEHHBIX apXUB

OB» M., 1988) u «lIepeunem TUIOBBIX YIPABIEHYECKUX JIOKY
MEHTOB, O00pa3yloUIMXCid B JEATEJbHOCTH OpraHM3allui, C yKa3aHUEM Cpoka xpaHeHus» (M.,
2000).

17.4.  Tlpu cocTaBlieHUM HOMEHKJIATYpbl e ClieyeT PyKOBOJCTBOBaThbcs PDenepalibHbIM
KOHCTUTYIIMOHHBIM ~ 3aKoHOM «O0 apOutpaxkHblx cyaax B  Poccuiickoii =~ @enepauumn»,
MOJIOKEHUSIMU O ToapazaeneHusx @PenepaibHOro apOUTPaXHOro cylda MOCKOBCKOTO OKpyra,
IITaTHBIM PACIMCaHUEM, IUIAHAMH M OTYETaMM O paboTe, HOMEHKJIATypaMH e 3a MPeIIIeCTBYIOIIe
TOJIBL.

CBosnHass HOMeHKJIaTypa Jen (OpMHpPYeTCs B TOYHOM COOTBETCTBUH CO CTPYKTYpOi
®denepanbHOTO apOUTpaKHOTO cyna MockoBckoro okpyra. Hazpanusimu pa3aesioB HOMEHKIIATYPBI JE
ABJIAIOTCS Ha3BaHMsI CTPYKTYPHBIX ITOAPA3IEICHUN.

17.5. CBonHas HOMEHKJIATypa Jiel Ha MPEeACTOSIIMNA KaJleHJapHbIM roxa (mpuioxkenuel3)
COCTABJISIETCSI OOIMM OTEJIOM B IOCJEJHEM KBapTaje TEKYILEro roja Ha OCHOBaHHMM HOMEHKJIATYp
7iel CyAeOHBIX KOJUIErHMH U CTPYKTYPHBIX MOJPa3esieHui Cy/a, YTBEPKIECHHBIX UX PYKOBOJIUTEISIMU
U TPE/ICTaBIAEMBIX B OO 0T He ro3aHee 1 aekadps TeKyIero roja.

17.6. Cmomnas HoMmeHkiarypa nen DenepanpbHoro apOuTpakHoro cyaa MOCKOBCKOTO
OKpyra coriacyercsi ¢ skcnepTHoil komuccueil (OK) cyna m skcnepTHOW NMpOBEpOYHON KOMHUCCHEH
(BIIK) Mocropapxusa.

17.7.  CormacoBanHass ¢ MocropapxuBoM CBOJHAas HOMEHKJIATypa JAell YTBEPKIACTCS
[Ipencenarenem cyna He mo3gHee JeKaOpsi MPEIIECTBYIOIIETO roja M ¢ 1 sHBaps ClIeAyIOLIEero
KaJIEHIapHOTO IoJ1a BBOAUTCS B JEICTBHE.

17.8. W3 yTBepxk/IE€HHOI! CBOJHON HOMEHKJIATYphl A€ CyleOHble KOJUIETUU U CTPYKTYpHBIE
NOJpa3AciiCHUusl CyAa HE TMO03JHEE SHBaps TEKYIIEro roja II0JIy4aloT BBIMMCKM [0 CBOUM
paszzeniaM Ui UCIOJIb30BaHus B padoTe.

17.9 I'padsr HOMeHkiaTypsl aen denepanbHOro apOUTpa)xHOro cyaa MOCKOBCKOTO OKpyra
3aIOJIHAIOTCS CIAEAYIOLUIMM 00pa30oM.

B rpade 1 mpocTaBisOTCS MHAEKCHI KaXAOTO JeNla, BKJIIOYEHHOTO B HOMEHKIaTypy. MHaekc
JieJla COCTOUT W3 MHJEKCa CYJeOHON KOJIJIETMH WM CTPYKTYPHOTO MOJpPAa3/eieHHs] U MOPSIKOBOTO
HOMEpa 3aroJioBKa Jejla [0 HOMEHKJIAType B Mpejaenax CyaeOHOH KOJJIETHUH, CTPYKTYpHOIO
noapasaenenus. UHmekcsl aen 0003Ha4aroTess OyKBaMH M apaOCKUMHU [IUPpaMHu.

Hampumep: KI'-01, rne

KT - unnexc cyneGHOM KOJIJIETUHU 110 PACCMOTPEHUIO CIIOPOB, BO3HUKAIOLIUX U3 TPAKIAHCKUX U
WHBIX IIPaBOOTHOIIECHUI;

02 - nopsAAKOBBIN HOMED 3ar0J0BKa J€N1a 10 HOMEHKJIAType.

B HOMeEHKaType Aein cieqyeT COXpaHATh OJMHAKOBBIE MHIEKCHI JUIsl OMHOPOIHBIX JEJ BO BCEX
CyIeOHBIX KOJJIETUAX U CTPYKTYPHBIX MoJpa3aeneHusx. s nen, nepexoasmux Ha CieIyroui ro,
MHJIEKC JOJKEH COXpaHAThCs. B rpade 2 yka3bIBalOTCs 3arojoBKH Jies1 (TOMOB, 4acTei).

17.10. Tlopsaok pacmoiOKEeHHsI 3arojIOBKOB JEJI BHYTPH pasleioB M IOJAPa3NEIOB
HOMEHKJIATypbl [J€JI OINpPENEIAIOTCS CTENEHbI0 BaXXHOCTH JOKYMEHTOB, COCTaBIAIOIIMX JAeia, U
X B3auUMOCBs3bl0. B Hawase pacrosaratoTcsi 3arojOBKU J€Jl, COJAEpXallluX OpraHu3allOHHO-
PacopsAUTEIbHYIO TOKYMEHTALUIO.
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3aroyioBOK Jelia JIOJDKEH KpaTKo, B 000OIIEHHOUW (opMme OoTpa)kaTh OCHOBHOE COJIEpKaHUE WU
COCTaB JIOKYMEHTOB JefIa.

He nomyckaetcst ynorpebieHue B 3arojoBKax Jiela HEKOHKPETHBIX (opMyaupoBok («Pa3Hbie
MaTepuaibl», «O0Ias mnepenucka» M Jp.), a TaKKe BBOAHBIX CJIOB U CJIOXHBIX CHHTaKCHYECKUX
000pOTOB.

17.11. 3aromoBok Jeida COCTOMT M3 DJIEMEHTOB, paclojaraéMblX B  CIEAYyIOIIEiH
MOCJIEI0BATEIbHOCTH:

Ha3BaHME BHJA JAeja (Mepenucka 1 JIp.) WIK pa3HOBUIHOCTH TOKYMEHTOB (IIPOTOKOJIbI, MPUKA3bI
U T.1.);

KpaTKoe Cofiep)KaHhe JOKYMEHTOB Jiea.

3aroJ0BOK MOXKET OBITh JIOMIOJTHEH CIICAYIOUIMMH SJIEMEHTAMU:

Ha3BaHHE OpraHu3alMM, KOTOpoW OyayT aJpecoBaHbl WIM OT KOTOPOM OYyIyT MOJyYeHbI
JIOKYMEHTHI,

JaThl (IEpUOJIbl), K KOTOPBIM OTHOCSATCS IOKYMEHTBHI J1€71a;

yKa3aHHe Ha KOTMHHOCTh IOKYMEHTOB Jieja (€CIU B JIeJIe TIOIIUTHI KON ).

17.12. T'pada 3 3anomHsETCS MO OKOHYaHUH KAJIEHAAPHOTO TO/1a.

B rpade 4 yxaspiBaroTCs CpPOKM XpaHEHHUs Jell, HOMepa cTareil co ccbulkoi Ha IlepeueHb
TUIOBBIX JOKYMEHTOB, KOTOPBIH ITPOBEPSIETCS] K KOPPEKTHUPYETCS] COTPYIHUKOM OOLIEro OTaeNa.

[Ipu BKIIOYEHHHM B HOMEHKJIATYPY €Nl 3ar0JIOBKOB, COJEPIKAIIUX JTOKYMEHTHI, CPOK XpaHECHHUS
KOTOPBIX HE MPEAYCMOTPEH TUIOBBIM MEPEYHEM JOKYMEHTOB, CPOK MX XPAHEHUs yCTAHaBJIMBAETCS
9K cyna u OIIK Mocropapxusa.

B rpade 5 yka3bIBaloTCst OTMETKH O 3aBEJICHUHM JIeJ, O MEPEXOIAIINX AesaxX, O BbIACICHUH Jel K
YHUUTOXKEHHIO, O Tepenaye Jeid B JIPYryl0 OpraHU3alyil0 WIM O MECTOHAXOKICHUM IOJJIMHHUKA
JOKYMEHTA, €CJIM B HOMEHKJIATypHOM JIeJie MTOIpa3/ieeHusl XpaHUTCS KOMUS U Jp.

17.13. Tlo okKOHYaHWM KaJE€HIApPHOTO TOJa, HE TMIO3IHEEC SHBAps CIEIYIOUIEro Troja,
CHELUAIUCTBl CYACOHBIX KOJJIETHH M CTPYKTYPHBIX MOJpPA3JeIeHU COCTABISIOT WTOTOBYIO 3alMCh
O KOJIMYECTBE 3aBEJCHHBIX [eJ1 0 HOMEHKJIaType (TOMOB, 4acTeil), OTAEIbHO IOCTOSHHOTO U
BPEMEHHOI'0 XpaHEHUSI.

Wrorosas 3amuch co CBEAEHUSMH IO HOMEHKIAType Aen (mpuiiokeHue 14) B o0s13aTelbHOM
nopsiike cpaercs B apxuB. Ha ocHOBaHMM COOpaHHBIX MTOTOBBIX 3alMCeH COCTABISAETCS MTOrOBas
3aMKcCh O MOJTHOM JOKYMEHTO000pOoTe cyaa (mpuioxkeHue 15).
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18. PopmupoBaHue pen

18.1.  dopmMupoBaHHEM JIeJI HA3bIBACTCS TPYIIAPOBKA HCIIOJHEHHBIX TOKYMEHTOB B JielE B
COOTBETCTBHM C HOMEHKJIATYpOH /€.

Hena B @exnepanbHOM apOUTpa)kHOM cyzne MOCKOBCKOTO  OKpyra (QopMHUpYIOTCH,
JELIEHTPAIN30BaHO, T.€. B CyACOHBIX KOJUIETHAX U B CTPYKTYPHBIX MOJIpa3ieneHusx. PopMUpoOBaHUEM
JIeJ1 3aHUMAIOTCS CIIEIUANIMCThI, OTBETCTBEHHBIE 32 JIEJIONPOU3BOJICTBO.

KonTtpons 3a npaBuiibHBIM (OPMHUPOBAHUEM JIE]T OCYLLECTBISAETCS OOLIMM OTICIIOM .

18.2.  Ilpu ¢popmupoBaHuu aen HEOOXOAUMO COOMIOAATD CIIEYIOIIHNE 00IIUe MpaBua:

UCIIOJIHEHHBIC JOKYMEHTBl JOJDKHBI B 15-IHEBHBIM CpPOK CIaBaTbCsd HUCIOJHUTEISIMU
CHELMATIUCTaM, OTBETCTBEHHBIM 3a JIEJIONPOU3BOJCTBO B CYJCOHON KOJUIETMM WM CTPYKTYpPHOTO
NOJpa3JesIeHus, sl TOMEIIeHHssT HMX B Jlefa: IOMeIlaTh B JeJ0 TOJBKO HCIIOJIHEHHBIE,
MIPaBWJIbHO 0()OpMJIIEHHBIE JOKYMEHTBI B COOTBETCTBUU C 3ar0JIOBKAMH JI€JI [10 HOMEHKJIATypeE;

IIOMEIATh BMECTE BCE JJOKYMEHTBI, OTHOCSIIMECS K Pa3pEIICHUI0 OJHOI0 BOIPOCa;

IpyNIHPOBaTh JOKYMEHTBI OJHOTO KaJEHJApHOro roja, 3a UCKIIOYEHHEM MEepeXOsaIux Ael U
JIeJ1 TI0 JINYHOMY COCTaBY;

pa3fenbHO TPYNIHPOBATH JOKYMEHTHI TOCTOSTHHOTO W BPEMEHHOTO CPOKOB XpaHECHUS;

B JIeJI0O HE JOJDKHBI MOMENIATHCS JAOKYMEHTHI, MOJUIeXkAallie BO3BpaTy, JIMIIHUE SK3EMIUIAPHI,
YEepPHOBUKU;

JIeJI0 He JIOJKHO MpeBbIath 250 IMCTOB.

[Mpunoxenns K TOKyMEHTaM, HE3aBHCHMO OT JaThl HMX YTBEP)KICHHS WJIA COCTABIICHHS,
IPYIIUPYIOTCS BMECTE C JOKYMEHTaMM, K KOTOPbIM OHM OTHOCsTCA. [Ipuioxkenuss oObeMOM CBBILIE
250 nMCTOB COCTABISAIOT OTAENBHBIA TOM, O YEM B JJOKYMEHTE JI€JIAETCS OTMETKA.

18.3. Howmep aena, B KOTOpoe JOHKEH OBbITh MOJIIUT JOKYMEHT, ONpeAesieT PyKOBOJUTEb
CyIeOHOM KOJUIETMH WIH CTPYKTYPHOIO nojpasnenenus. Ha jokymeHTe npocTaBisitoTcs: oTMeTKa «B
neno Ne», nata, HOAMHUCH PYKOBOIUTEISL.

18.4.  JIokyMEHTbI BHYTpPH JI€JIa PacloyiaraloTcsi B XpOHOJIOTHUECKOH TOCIIe10BaTEIbHOCTH.

PacnopsinutenbHble JOKYMEHTBI C OTHOCSIIMMUCS K HUM HPUIOKEHUSIMH TPYIIHUPYIOTCS B Jiea
110 BUJAM U XPOHOJIOTHH.

[Ipuka3sl MO0 OCHOBHOW [JEATEIBHOCTH TPYNIUPYIOTCS OTAEIBHO OT IPHKA30B MO JUYHOMY
COCTaBYy.

[Ipukassl onepaTUBHOrO Xapakrepa (0 KOMaHAMPOBKAX, OTIYCKaX, B3bICKAHUSAX) (OPMUPYIOTCS
B OTJIEIIbHOE JEJIO.

[IpoTOoKOIBI B IeIe pacioiararoTcs B XpOHOJIOTHYECKOM MOPSIKE TI0 HOMEpPaM.

JIOKyMEHTBI K IMPOTOKOJIaM, CTPYIIHPOBAaHHBIC B OTACIBHBIC JI€JIa, CHCTEMATU3UPYIOTCS II0
HOMEpaM IPOTOKOJIOB.

JIOKyMEHTBl B JIMYHBIX J€JIaX pacloJlaraloTcsi B XPOHOJIOTMYECKOM TMOpPSAKE MO MEpe HX
MOCTYIUICHHUSI.

JInunpie cyera pabouMx U CIy)XKallUX TPYHNIUPYIOTCS B CAMOCTOATENbHBbIE J€ja U pac-
M0JIararoTCs B HUX B al()aBUTHOM MOPSIKE O (haMIITUSM.

OOpamenus Tpaxaad Mo BompocaM padboThl cyna (MpeayIoKeHUs, 3asiBICHUS U Kalo0bl) U BCE
JOKYMEHTBI [0 PACCMOTPEHHUIO U Pa3peLICHUI0 00pallleHHi IpyNIUupyOTCs OTAEIbHO.

18.5. Ilepemucka rpymnmupyercs, Kak TpaBWiIO, 3a TNEPHOJ KaJeHAApPHOTO ToJa |
CHCTEMAaTU3UPYETCsl B XPOHOJIOTMYECKOH IOCIe10BaTeIbHOCTH. J{OKyMEHT-3alpoc MOMeIaeTcs
nepes J0KyMEHTOM-OTBETOM.

18.6. Ilpu BO30OHOBIEHMM TEPENUCKUA IO OINpPEIeJIEHHOMY BONpOCY, HayaBIIeiics B
IpebIIyIIEM Toay, AOKYMEHTbl BKJIIOYAIOTCS B J€JIO TEKYILEro roja C ykKa3aHHEM HHJAEKca Jena
IpEeIbIAYIIEro roja.
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19. AkcnepTU3a LLEHHOCTU JOKYMEHTOB

19.1.  DxkcnepTu3a LEHHOCTH JOKYMEHTOB IMPOBOJUTCS B LIEJIAX OLIEHKH HMX IOPUAUYECKOM,
UCTOPUYECKONW M MHOM 3HAYMMOCTH, OTOOpa Ha rOCYAapCTBEHHOE XPAaHEHHUE U OMPENEICHUS] CPOKOB
XpaHCHHS B COOTBETCTBUU c HOPMaTHBHO-METOINIECKUMHU MOJIOKEHUSIMU,
YTBEPKJI€HHBIMU MOCTOpapXrUBOM.

19.2.  Jlns opraHuzauuu U NpOBEACHUS SKCIEPTH3bl LIEHHOCTU JOKYMEHTOB B DenepaibHOM
apOUTpa)kHOM cyJe MOCKOBCKOI'O OKpyra co3/laHa MOCTOSHHO J€MCTBYIOLIAs KCIEPTHAs KOMHUCCHUS
(OK).

Oynkunu U mpaBa K, a Takke opraHuzamus ee paboTel ompexenstorca llomoxkeHuem,
yTBepkIeHHbIM [Ipencenarenem cyna.

19.3.  DxkcnepTu3a HEHHOCTH TOKYMEHTOB €XETOJHO MPOBOIUTCS B CYACOHBIX KOJUICTHUSX U
CTPYKTYPHBIX TMOJApA3JENCHUAX [0 YKa3aHUI0O UX pyKoBojauTesNeld Haubojiee ONBITHBIMH U
KBAIM(UIMPOBAHHBIMU ~ pAa0OTHUKAMHU C  TPUBICYCHHEM COTPYJHUKOB  OOIIEro  OTAena.
OxonuarenbHoe pemeHre npuHumaet DK denepanbHoro apoUTpaxHoro cyja MockoBCKOro OKpyra.

19.4.  Ot0op HOKYMEHTOB AJisi TIOCTOSIHHOTO XpaHEHHsI IPOBOJUTCS HA OCHOBAaHHUH MEpeyHei
JOKYMEHTOB C YKa3aHHEM CPOKOB MX XPaHEHHUS U HOMEHKJIATYphl A€l IyTeM MOJUCTHOIO IPOCMOTpa
nen. B genax mOCTOSHHOTO XpaHEHHs MOJICKAT U3BATHIO AYOJIMKATHl JOKYMEHTOB, YEPHOBHKH, HE
o(opMIIEHHBIE KOITUU U HE OTHOCSIITUECS K BOMPOCY TOKYMEHTHI C BPEMEHHBIMU CPOKAMU XPAHCHHUS.

19.5. OnHOBpeMEHHO C OTOOPOM JOKYMEHTOB MOCTOSSHHOTO W BpeMeHHOro (cBwimie 10
JIET) XpaHeHUs JJIsl TIepelavu B apXUB Cy/a B Cy/I€OHBIX KOJUIETHSX M CTPYKTYPHBIX MOAPA3JIEICHUIX
OpPOBOAMTCA OTOOp J€d1 W JIOKYMEHTOB BpeMeHHOro (mo 10 JeT  BKIIOYHTENBHO)
XpaHEHHs] C HMCTEKIIMMHU CpoKaMu. [Ipu 3TOM YYMTBHIBAIOTCA Takhe TOMETKH B HOMEHKJIAType
nen kak «Jlo MuHOBaHMSI HATOOHOCTU» | T.I1.

19.6.  Ilo pe3ynbpratam SKCIEPTU3BI IEGHHOCTH JOKYMEHTOB CIICIIMAIUCTAMHU apXHBa OOIIETro
OTJIeNIa COCTABIISIFOTCS OMKCH CYACOHBIX JIe] U JeJI IO HOMEHKJIAType TMOCTOSIHHOTO (MIpHIoKeHue 16)
1 BpeMeHHOoro (cBbite 10 jeT) XpaHeHus1, OMKUCH ACJI M0 JIMYHOMY COCTaBy (Mpuiioxenue 17), a Takke
aKTbl O BBIJICJICHUU K YHUYTOXXEHUIO HAXOISAIIMXCA B apXMBE KAaCCAllMOHHBIX MPOU3BOACTB U JEI IO
HOMEHKJIaType ¢ UCTEKIINMU CPOKaMU XpaHeHus (npuiioxenue 18).
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20. OcbopmneHue gen Anda nepeagayvm Ha apxXMBHOe XpaHeHue

20.1. Odopmitennro yisi IEpeiadu Ha apXUBHOE XPaHEHUE TOJJISKAT JIeJia 10 HOMEHKJIAType 10
UCTeUeHUH  KaleHaapHoro roga. OdopmieHue Jen  BKIIOYAET  KOMIUIEKC — paboT 1o
UX TEXHUYECKOW 0OpadOoTKe U MPOBOJUTCS COTPYJHUKAMU COOTBETCTBYIOUIUMX CTPYKTYPHBIX
NOZIpa3eJICHuI IPU METOIMYECKON ITOMOLIH U IO/l KOHTPOJIEM apXHBa Cya.

20.2. B 3aBHCHUMOCTH OT CPOKOB XPAaHEHHUS B COOTBETCTBUM C HOMEHKJIATYPOU 1€ MPOBOAUTCS
[IOJTHOE WJIM YaCTUYHOE O(hOpMIICHHUE JIEI.

[TonHoMy odopmiieHHIO MoAsIeKAaT Jieja MOCTOSTHHOTO U BpeMeHHOTo (cBbiie 10 jieT) XpaHeHHs
U Jiefa 1o Ju4HoMy coctaBy. IlonHoe odopmiienue aena npexycMaTpuBaeT: MOALIMBKY WU IEPETieT
7ieNia; HyMEpaluIo JINCTOB; COCTaBJIEHHE 3aBEpUTENbHON Haamucu (mpuiiokeHue 19); cocraBneHue
BHYTPEHHEH OINUCH JOKyMEHTOB Jena (npuioxkenue 20); BHeceHHE HEOOXOAMMBIX YTOUHEHHH B
PEKBU3UTHI OOJI0XKKH JAesa (YyTOUHEeHHE UHIEKCa U 3aroJIoBKa Jiena, AaThl ieja U Jp.).

Hena BpemenHoro (o 10 JieT BKJIIOYUTEIBHO) XpaHEHMs, KPOME CyIeOHBIX €N, MOAJIEKaT
4acTUYHOMY O(OpPMIIEHUIO; Jefla JOMYyCKAaeTcs XpaHUTh B CKOPOCIIMBATENSX, HE IMPOBOJIUTH
IIepecCUCTEMATH3aLUH TOKYMEHTOB, 3aBEPUTEIIbHBIE HAIIIUCH HE COCTABIIATD.

B nensx obecrieyeHus COXPaHHOCTH W 3aKpEIUICHUS TOPSIKa PACIOJIOKEHUS JOKYMEHTOB,
BKJIIOUEHHBIX B JI€JIa, BCE JIMCTHI KPOME JINCTOB C 3aBEPUTENIBHOM HAJNNCHhI0 U BHYTPEHHEH ONUCH
HYMEpYIOTCsl apaOCKUMU LIM(paMu B IPaBOM BEPXHEM YTy, HE 3a/1eBast TEKCTA JIOKYMEHTA, MPOCThIM
rpaduuecKuM KapaHAalioM WId HyMepaTopoM.

20.3.  OO0noXKa Jien MOCTOSIHHOTO U BpeMeHHOoro (cBbie 10 yet) xpanenus odopmiisercs mo
ycTaHOBJIEHHOH (opme (npuitoxkenue 21).

[To ucreyenuu roja ajs A€ MO HOMEHKIIATYpE B 3aroJIOBKH Ha OOJIOKKAX JI€J MOCTOSIHHOTO U
BpeMeHHoro (cBbliie 10 eT) XxpaHeHUs BHOCATCS YTOUHEHUS: IPOBEPSETCS] COOTBETCTBHE 3ar0JIOBKOB
7ie]1 Ha OOJIOXKKE COJIEPIKaHUIO MOAIIUTHIX JOKYMEHTOB, B HEOOXOJUMBIX ClIydasx B 3arojOBOK Jieia
BHOCSITCSI JIOTIOJIHUTEJIbHBIE CBEACHUS (IPOCTABIIAIOTCS HOMEpA INPUKA30B, IPOTOKOJIOB, BHUIBI U
(GOpMBI OTYETHOCTH U T.I1.).
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21. CocTtaBneHue onuceu gen.

21.1.  Ha 3aBepuieHHbIe Jiea MOCTOSHHOTO U BpeMeHHoro (cBeime 10 jeT) cpoka XxpaHeHus,
OpOIIEAIINEe SKCIEPTU3y LEHHOCTM U O(OpMIIEHHBIE B COOTBETCTBUM C TpeOOBaHUSIMU
Hacrosimie MHCTPYKIIMHM, COCTABIISIIOTCA CHATOYHbBIE onucu (nmpunoxkenue 22). Ha npyrue
nena BpeMeHHOro (70 10 jeT BKIIOYUTENbHO) XPaHEHUS ONUCH HE COCTaBIIAIOTCS.

21.2. B kaxmoM CTpPYKTypHOM TMOApPA3[CIC€HUM Ha JleJa IOCTOSHHOTO XPaHEHHUsS
cocTaBisAloTcs onucu. [lo 3TuM omnmcsM AOKyMEHTBHI cHalTcs B apxuB cyna. Omnucu  nedn,
IIOATOTOBJICHHBIE CTPYKTYPHBIMH IIOJPA3JEICHUSMH, CIIy)KaT OCHOBOM JUIsl IOATOTOBKH CBOJHOU
ONMCHU i€, KOTOPYIO TOTOBUT apXUB CyJa M IO KOTOPOM CHAIOTCS Jejla Ha TIOCYJapCTBEHHOE
XpaHEHHE.

21.3.  Ilpu cocTaBieHUH OMHUCH JIe] COOITIONAIOTCS Cleyonue TpeOoBaHuUs:

3aroJIOBKM 1€ BHOCSTCS B OINKUCh B COOTBETCTBUU C IPUHATOM i1 HOMEHKJIATYPBI J€I
CXEMOH cuCcTeMaTH3aluy;

KaXJ0€ JIeJI0 BHOCHUTCS B ONKMCh IIOJI CAMOCTOATEIbHBIM IMOPSAKOBBIM HOMEPOM (€CiH
JEJI0 COCTOUT U3 HECKOJIBKUX TOMOB WM YacTE€H, TO KaXAbId TOM WIM YacTb BHOCATCS B
OIUCH I10JT CAMOCTOSITEIbHBIM HOMEPOM);

NOPSAZOK IPUCBOEHUS HOMEPOB OMNMCSIM CTPYKTYPHBIX IIOAPA3JEIICHUN YCTaHABIMBAETCSA II0
COIJIaCOBAHUIO C apXUBOM CY/a;

rpadpl ONMUCH 3aMOJHSIOTCS B TOYHOM COOTBETCTBUM C TEMU CBEICHHUSMH, KOTOpbIE
BBIHECEHBI Ha O0JIOKKY JIela;

IIPY BHECEHUM B ONMCH JEJI C OAMHAKOBBIMHU 3arOJIOBKAMM IUIIETCS IIOJHOCTBIO 3arojIOBOK
[epBOro Jena, a BCE OCTallbHbIE OJHOPOJAHBIE Jena o0o3HadalTcss ciaoBaMu «To  xey,
IpU 3TOM JAPYIHM€ CBEICHMS O JIelax BHOCATCS B OIUCHh IOJHOCTBIO (Ha KaXIOM HOBOM JIUCTE
OIHCH 3aroJI0BOK BOCIIPOU3BOJUTCS MOJHOCTBIO);

rpada onucu «lIpumedanue» HUCHOIB3yeTCS Ui OTMETOK O MPHEME Jiell, OCOOCHHOCTAX U UX
(Gu3NYECKOro  COCTOSIHMSA, O  Iepegadye el JAPYruM  CTPYKTYPHBIM  TOJpPa3/eIeHUSIM
CO CCBUIKOM Ha HEOOXOIUMBIN aKT, O HAIWMYMU KOIHMH U T.II.

21.4. OTBETCTBEHHOCTh 32 CBOEBPEMEHHOE W KAaue€CTBEHHOE COCTaBJICHHWE CIATOYHBIX
OMHUCEH N0 YCTaHOBJICHHBIM (hOpMaM HECYT PYKOBOJUTENH CTPYKTYPHBIX MOIpa3ieieHU .
21.5. Omnwcu gen cOCTaBISIOTCS MO0 YCTAHOBICHHOM (hopMe B 2-X IK3EMIUIIpax.
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22. OnepaTtuBHOE XpaHeHUe AOKYMEHTOB U cyAeOHbIX Aen, Bblaaya
AOOKYMEHTOB M KOMUU JOKYMEHTOB

22.1. OTBETCTBEHHOCTh 3a COXPAHHOCTh JIOKYMEHTOB, CYA€OHBIX AeN U e, MPEeAYCMOTPEHHBIX
HOMEHKJIATypOi, HECYT PYKOBOAMTENIM CYAECOHBIX KOJJIETHH, CTPYKTYpHBIX MOApa3feieHuid Hu
COOTBETCTBYIOIME CIEIIUATUCTHI.

3a COXpaHHOCTh CYAEOHBIX /e MEePCOHAIBHYI0 OTBETCTBEHHOCTh HECET paboTaroIuil ¢ J1e1oM
CyIbsl, KOTOpOMY CyJeOHOe J1e0 NepeaaeTcs CHeMalucTOM, OTBETCTBEHHBIM 3a JIEJIONPOU3BOJICTBO,
TOJIBKO O] PACIIUCKY.

BoiHocuTh Kkakue Obl TO HU ObUIO CIy)KEOHbIE JOKYMEHTHI M CylneOHble Aefa U3 3AaHUd
denepanbHOro  apOUTpa)kHOrO cyna MOCKOBCKOTO OKpyra 0e3 paspelieHus pyKOBOJCTBA
3aIpeniaercs.

22.2.  Jlo BO3BpaTa B CyAbl NMEpPBOW WHCTAHIUM CyAeOHBIE JAeia M Jiea MO HOMEHKJIAType
XpaHATCS B CYINEOHBIX KOJUIETHSIX U MOJApa3feNieHUusX MO MeCTy uX (pOpMHpOBaHHS B YCIOBHUSX,
o0ecreYnBaOIUX HEBO3MOKHOCTD JOCTYIAa K HUM OCTOPOHHUX JIUIL.

CyneOHble niena XpaHsTcs OTAENbHO OT MEPENUCKH U JIeJ, MPeAyCMOTPEHHBIX HOMEHKIIATypoil
cyna, B MeTajuindeckux mkadax (ceridax).

22.3. J]Ina OIepaTUBHOIO IIOMCKAa JOKYMEHTOB J€Jla pPACHOJaratoTcsi IO MOPSAIKOBBIM
HOMEpaM HOMEHKJIAaTypsl. Konmuum HOMEHKIATypsl A€l WIM BBIIMCKA MX HEE IOMEIIAaeTcs Ha
BHYTpEHHEH CTOpOHE JBepelt mKada.

Ha xopemkax 06J10%KeK /1€ yKa3bIBalOTCsl MHJIEKCHI [0 HOMEHKJIaType €.

22.4.  Tlpu HEOOXOIUMOCTH O3HAKOMIICHUS C CYACOHBIM JENIOM Y JIUIl, YYACTBYIOIIUX B JETeE,
UMEIOTCS TPH CcI1oco0a 0OpaleHus B CyJl KaCCAallMOHHOW WHCTAHIINH:
*  3amHUCh B XKYPHAJIC PETHCTPAIMH B JICHb TIOJJa9X XOaTaiicTBa 00 03HAKOMJICHHUU;
*  3amuch 1O TeIeOHY - aBTOOTBETUHUKY,
*  3aMHUCh C MOMOIIBIO AIEKTPOHHOMN TIOYTHI.

22.4.1. Ilpu HemocpenCTBEHHOM OOpallleHud B CyJ Julla, YYacTBYIOLIErO0 B Jele, ¢
X0JIaTaliCTBOM 00 O03HAKOMJICHHHU C JIeJIOM, OOIIUI OTAEN B TOT XK€ JIEHb MepeaacT ero B CyJaeOHYyIO
KOJLIETHIO.

[ToMOIIHUK CyIbH TIOJydYaeT PE30JIIONHI0 CY/IbH Ha JaHHOM XOJAaTaliCTBE W BMECTE C JICJIOM
nepeaaeT B OT/eN Mo padboTe ¢ CyIeOHBIMU JOKYMEHTAMH.

22.4.2.01HOBpEMEHHO C TOJAaYei XOJaTaiCTBa, JHUIO, YYACTBYIOIIEE B JieJie, OCYIIECTBISET
MpEeABAPUTENIbHYIO 3aIMCh B KYypHAJE PETUCTpaIlMU OT/AelNa 1Mo padboTe ¢ CyAeOHBIMU JIOKYMEHTaMU,
OTIPEICITNB JaTy U BpeMs 03HAKOMJICHHUS.

22.4.3. B cmyuyae HEOOXOIUMOCTH JIMIO, Y4YacTBYIOIIee B JIele, HMEET BO3MOXHOCTh
MpeABAPUTEIILHON 3aMCH Ha O3HAKOMJICHHE C JICTIOM:

no TteneoHy - aBTOOTBETYMKY. HakaHyHe JHS O3HAKOMIJICHHS C J€JIOM, KOTOPBIi
OTpeensIeTCss JMIIOM, YYacTBYIOIIMM B Jelie, Mo TeledoHy - aBTOOTBETYMKY OCTaBJISETCS
uHpopMallMss O HOMepe Jella, BpPEMEHH O3HAKOMIICHHS W  Ha3BaHUM  OpTaHU3aIUU.
3anuck 1o Tenedony ocymectBisercs exeaneBHo ¢ 09-00 mo 16-00 yacoB Ha ciaeayrommii padounii
NeHb. 3asBKU, noctynuBiue mnocie 16-00 dacoB, UCHOJHAIOTCS Ha BTOpPOM pabouyuil JIeHb MOCIe
3amucH 1o TeaehoHy.

C TIOMOIIBIO JJEKTPOHHOW TIOYTHI MpeJBApUTEIbHAs 3alHCh HA O3HAKOMIIGHHE C
neiaoMm  ocymiectBisietcss A0  16-00 yacoB. 3asiBKM, TOCTYNMBIIME IO DSJICKTPOHHOM MoOYTe
nocne 16-00 yacoB, HCHONHAIOTCA Ha BTOpPOM padouuii JeHb NOCIE 3alUCd C HOMOUIbIO
AJICKTPOHHOM TTOYTHI.

B cooTBeTCTBHM C TOMYYCHHBIMH XOJATACTBAMH M 3asBKaMH 10 TeJIePOHY U IICKTPOHHOU
MOYTEe OTACIIOM IO paboTe ¢ CyAeOHBIMU JOKyMEHTaMHU (hOPMUPYETCS

CIIUCOK JIe JJis o3HaKomuieHHusi. CIHCOK TepenaeTcss OTBETCTBEHHOMY 3a JEJIOMPOU3BOJCTBO B
CyZ1Ie0HOM KOJTICTHH.
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22.4.4. B 17-00 nakanyHe JHS O3HAKOMJICHHS C CyAE€OHBIM JI€JIOM, CHEIHUATUCT OT/AeNa IO
pabote ¢ cyaeOHBIMM JOKYMEHTaMH TMPEICTAaBIsIET OTBETCTBEHHOMY 3a JEJIONPOU3BOACTBO B
CyIneOHON KOJUIETHH CIHCOK JIeJ, C KOTOPBIMH JIMIA, YYaCTBYIOIINE B Jelie, OyAyT 3HAKOMHTHCS Ha
CIEAYIOLIUN IEHb.

OTBETCTBEHHBIN 3a JEIOMPOU3BOJCTBO B CYACOHON KOJUIETHH COOOIIACT JaHHYIO MH(POPMAITHIO
MOMOIITHHUKY CY/bH WJIH MPEACENaTeIbCTBYIOIIEMY MO0 JAHHOMY €Ty Cy/be.

B cootBerctBuu ¢ 31THM criuckoM 110 10-00 menma mMomKHBI OBITH TEpelaHbl OTBETCTBEHHBIM 32
JIENONPON3BOICTBO B CyAeOHOM Koijieruu B oTAen mo PaGore ¢ cyaeOHbIMH JOKyMEHTaMH st
BBIJIAYU WX HA O3HAKOMJICHHE.

[Ipuem-nepenaya cyaeOHBIX Aen W3 CyAeOHO KOJUIETMM B OTAEN MO paboTe C CyAeOHBIMH
JOKyMEHTaMH OCYIIECTBIISIETCS MO POCIUCH B MIPEACTABICHHOM CIHCKE (TPUIOKEeHHE 23 ).

22.4.5. Os3HakoMIIGHHE C JeJIOM TPOU3BOAUTCA B 3al€ O3HAKOMIIGHHS B MPUCYTCTBHUH
OTBETCTBEHHOTO CIICIIUAIKMCTA TI0 PaboTe ¢ CyAcOHBIMHU TOKyMEHTaMH B OOCTaHOBKE, MCKITIOYAIOIICH
BO3MOXXHOCTh U3BATHS U3 JieJa TOKyMEHTOB (JINCTOB) WJIM BHECEHUSI B HUX KaKUX-THO0 H3MEHEHHIHA.

OTBETCTBEHHBIN CIEIHATUCT MO paboTe ¢ CyACOHBIMH JOKYMEHTAMHU MPOBEPSET MOTHOMOYHS
MIPEJICTAaBUTEIS CTOPOH.

O3HaKOMJICHHE OCYIIECTBISIETCS €XKEAHEBHO 1Mo padounm gHsM ¢ 10-00 mo 17-45 gacos (B
MATHUILY Y Tpeanpa3aHudHble JHu 10 16-30 yacoB).

IIpu mocTymiieHun oOpamieHHsi CTOPOHBI MO ey 3a JBa PadouMx JHA J0 CJAYLHIAHUS MO
KACCALMOHHOM ka100e ¢ Npock00ii 00 03HAKOMJICHUM C MATePUAJIAMH JeJia CIeNHaAJTUuCT 0TaeIa
no padore ¢ cyaieOHHLIMH JOKYMEHTAMM €O00IIaeT JAaHHYI0 WHGOPMAIUIO HENMOCPeACTBEHHO
npeaceIaTe/IbCTBYIOIEMY MO ey CyAbe WJIM ero MOMOIIHUKY (I mepeaadyu MHQoOpManuu
cyabe).

Cyabs TOKJIQTYUK MO AeJy ¢ Y4eTOM He00X0AHMMOro BpeMeHH /Jisl H3yYeHUs] MaTepuajioB
Aejia UM CAMHMM U CYJbSIMH, PACCMATPUBAIOIIMMU JAHHYI0 KACCAIIMOHHYIO KaJ100y, onpeaessieT
Nepuo] BpPEMEHH UIA O3HAKOMJIeHMA CTOpoH. Cnemmaaucr mno padore ¢ cyaeOHbIMH
AOKYMEHTAMHU He3aMeUIUTe/IbLHO NepeaaeT JaHHYI0 HH(popManuio Juily, y4acTBYIOLIEMY B jeJe,
U 3aNMCHIBAET €ro Ha 03HAKOMJIEHHe.

IMocne paccMOTpeHHs1 KAacCALIMOHHOM KaJ100bl, 1eja s 03HaKoMiieHusi B DenepajbHOM
apouTpa:;kHoM cyae MoCKOBCKOI0 OKpyra He BbIIaIOTCS.

224.6. Ilpu o3HAaKOMJIEHMH JIMI[A, YYAaCTBYIOIIETO B Jejle, ¢ MaTepuajJiaMH Jiena,
CHEIMATUCT OTAena 1Mo paboTre ¢ CyneOHBIMH JOKYMEHTaMU JOJDKEH TMPEACTAaBUTH IS
3alOJIHCHUST ~ COOTBETCTBYIONIME  OyiaHk  (mpwiioxkeHwe  24),  COACpXKaIllMid  CIICAYIONIUE
CBEICHMSA: HANMEHOBAaHUE  OpraHM3allMM, TMPEACTABUTEIEM  KOTOpPOH  SIBISETCS  JIMILIO,
O3HAKOMHUBIIIEECS] ¢  AenoM; (aMuius, UMs, OTYECTBO; JOBEPEHHOCTh, YIOCTOBEpPEHHUE,
nata, BpeMsl 03HaKOMJICHHSI, TTOJIMUCh O3HAKOMMUBILIETOCS, TIOJMUCH CrieuanucTa. JJaHHbIi JOKYMEHT
MO/AIINBACTCS K cyneOHOMY bi (5310 u BHOCHTCS BO BHYTPEHHIOIO OITHCh
cynebHoro aena.

22.5.  Tlepemaua cymeOHOTO Jena (HE CBS3aHHAS C €T0 PACCMOTPEHHUEM) U3 OJTHOTO CYAeOHOTO
coctaBa B Jpyroi wWIM B Jpyrue TOJpa3fefieHUs, HampaBleHHEe Jela MO0 3ampocam
CTOPOHHUX OpTaHM3aIlMi TMPOU3BOAMUTCS C paspelieHus cyael win pykoBojcTtBa dDenepanbHOro
apOuTpaxxHoro cyna MOCKOBCKOTO OKpyTa.

Brigada komuii TOKYMEHTOB W3 CYACOHBIX JeJI MPOU3BOJUTCS C THCBMEHHOTO DPa3pelICHHS
CYIbH, KOTOPOE JaeTCs Ha 3aIpOCe WU 3asSBICHUH.

22.6. Brimaya moamMHHBIX TOKYMEHTOB M3 CYIE€OHBIX JIEJI 10 3asBJICHUIO JIUII, YIaCTBYIOIINX
B JIelie, OCYILIECTBIISIETCS TOJIBKO CY/IOM TIEpBOIl HHCTAHIUH.
22.77.  CBUAETENBCTBO BEPHOCTH KONUHM JIOKYMEHTAa [POU3BOAUTCS IO IpaBHIIaM,

U3JI0KEHHBIM B HacTosed MHCTpyKIuHy.

Ecnu xonust JOKyMeHTa COCTOUT M3 HECKOJBKUX JIUCTOB, TO BCE JIMCTHI MPOIIMBAIOTCS IPOYHOMN
HUTKOM, KOHIIbI KOTOPOW BBIBOJATCS HAa OOOPOTHYIO CTOPOHY IOCJIEIHEro JIMCTA, 3aKJICHUBAIOTCS
CBEpXY IUIOTHBIM JINCTOM Oymaru u omneuaTtsiBatoTcs. [leyaTh IpoCTaBISIOT C TAKMM Pacde€ToOM, YTOObI
OHAa 3aXBaThIBaJIa JMCTOK, 3aKJICUBAIOIINN KOHIIBI HUTEH.

22.8.  Ecnu xonus JOKYMEHTa HE HAIpaBJIsIETCA 10 M0YTE, OHA BBLAAETCS O] PACTIUCKY.
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23. Nepepaya gen Ha apXxMBHOE XpaHeHne

23.1. Jlns XpaHeHUs! TOKyMEHTOB, UX y4yeTa, UCIOJIb30BaHusl, 0TOOpa M MOJATOTOBKHU K Iepeaaye
Ha TOCYJJapCTBEHHOE XPaHEHUE CO3AAETCS apXUB.

23.2 . Ilepemaua nen B apXuB OCYIIECTBIISETCS 10 COCTaBJIEHHOMY pPaOOTHHKOM apXxuBa
rpaduKy, COTJIaCOBAaHHOMY C PYKOBOJAUTENISIMH CTPYKTYPHBIX IOJApa3feiIeHUNH U YTBEPKICHHOMY
HAa4aJIbHUKOM OOILIEro OTAeNa.

[Ipuem kaxaoro nena MPOU3BOIUTCS PAOOTHUKOM apXuBa CyAa B IMPUCYTCTBUM PAOOTHHKA
CTPYKTYpHOTO nojpasaenenus. [Ipu 3ToM Ha 000uX 3K3eMIUIsIpax CIATOYHOM ONMHUCH IPOTHUB HOMEpa
KQKIOro Jeja, BKIOYEHHOIO B HEE, JENAeTCs OTMETKAa O HAJIWYMM Jeja. B KOHLE Kaxaoro
AK3EMIUIIPA ONKUCH YKa3bIBAKOTCA:

QpaMu U IPOMUCHIO KOJIMYECTBO MPUHATHIX B apXUB /€T,

HOMEpa OTCYTCTBYIOUIMX I,

JlaTa pueMa-repeiadu e,

a TaKKe MOANUCH paOOTHUKOB apXMBa U JIMIIA, IEPEJaBIIETo Jea.

Kaxnaplii sk3eMIuisip onucu el IHOCTOSHHOIO W BpeMeHHoro (cBeimie 10 7er) XpaHeHHs
YTBEPKAACTCA PYKOBOAUTEIEM CTPYKTYPHOIO ITOAPA3ACIICHUS.

Bwmecre ¢ nenamu B apxuB IEpearOTCs peruCTpaliMOHHbIE KAPTOTEKU HAa JOKYMEHTBI. 3aroJIoBOK
Ka)KJ0M KapTOTEKU BKJIFOYAETCS B OIHUCH.

23.3. Jlena BpemenHoro (no 10 ier BKIIOYMTENBbHO) XpaHEHHs IepeJadye B apXuUB He
noanexxar. OHU XpaHSTCS B CTPYKTYPHBIX MOJpa3feNieHUsIX U [0 HCTEUYEHUU CPOKOB XpaHEHUS
MOJJIEXKAT YHUUYTOKEHHUIO B YCTAHOBIIEHHOM IOPSIZIKE.

23.4. Jlena ¢ UCTEKUIMM BPEMEHHBIM CpPOKOM XpaHeHHs (1o 10 JeT BKIIOYUTENHHO)
ohopMIISIIOTCS M TOATOTABIMBAIOTCS K YHMYTOXKEHUIO CHELMANUCTAMHM CYIeOHBIX KOJUIETHH U
ITOAPA3/IECIICHNN 110 aKTaM.

AKTBl  YTBEp)KIAIOTCS COOTBETCTBYIOILIMMHU DPYKOBOAMUTEISIMH M  COIJIACOBBIBAIOTCA  C
COTpYAHHKaMU apxuBa. AKTbl 0(hOpMIISIOTCS B ABYX dK3eMIuisipax. [lepBrlii ciaeTcst B apXuB, BTOPO
XpaHUTCS B JIeJie 0 HOMEHKJIAType CyAeOHON KOJUIETHH, CTPYKTYPHOTO MOIpa3/IeIeHusl.

23.5. JIoOKyMEHTBI C UCTEKIIMMHU CPOKaMU BPEMEHHOT'O XPAaHEHMsI MOTYT YHUUYTOKATHCS TOJIBKO
nocne yreepxkaeHus JIIK MocropapxuBa onucei e MOCTOSHHOTO XPaHEHHUsS 32 COOTBETCTBYIOLIUIA
HIEPHOA.

23.6. KaccanmonHoe npou3BOJICTBO (POPMHUPYETCS B 3JEKTPOHHOM BapHAHTE.

23.6.1. KaccauuoHHble NpOU3BOJACTBA Ha OYMa)KHBIX HOCHUTEISIX C HCTEKIIMMHM CpPOKaMH
XpaHeHus: (5 JeT) mojuiekaT YHUYTOXKEHUIO B YCTAaHOBJICHHOM Ui i€l BPEMEHHOI'O XpPaHEHHs
MOPSJIKE.
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