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1. O0mue NoJoKEHHS

1.1. Hactosimee [Tonoxkenue pa3paboTaHO B COOTBETCTBUH C dKTAMHU 3aKOHOAATEILCTEA
Pecriybnukm ~ Y30ekucTaH, YCTaBOM HanporansHO# ~ Acconmanun — MHBECTHIHOHHBIX
Uuctutyrop (HAVMM) u BHYTPEHHHMH HOPMAaTHBHBIMH JOKYMCHTAMH HAHMU. Tlonoxenue
YCTAHABIMBAET C/WHbBIC MpaBWJa OPraHU3alUW [CTONPOU3BOACTEA H IOKyMeHToo00poTa B
HAWU, onpezenseT nopsaok paboTsl ¢ TOKYMEHTaMM Ha BCEX STaax HX KHUSHEHHOTO UK =
OT CO3IaHMs WM MOIYUSHHUS 10 apXHBUPOBAHUS HIIH YHHUTOKCHHA.

1.2. llensto Hacrosmero IlonoxeHus SBIACTCA PEryIHPOBAHHC JIOKyMEHTO000pOTa
HAUM mis obecredernss dQHEKTUBHOTO M ONEPATHBHOIO B3AMMONEHCTBHS MEKILy OpraHaMi
HAUU u unemamun HAWM. JIokymeHTOOOOPOT OPraHM3yeTCs TaKuM o0pazoM, YTOOBI
ofecrieyuTh TOYHYIO ¥ CBOEBPEMCHHYIO Mepejady HH(OpMALH, YCKOPHTH BLITIOJTHEHNE
YIPaBIEHYECKHUX 3a]1a4, COXPAHUTE OPUIHATLHBIC JOKYMEHTR I n30eKaTh MOTEpH AaHHBIX TIPU
pabote ¢ HUMH.

1.3. OCHOBHBLIMU 3aa4aMy PEryIHpOBaHus JOKyMEHTO000pOTa HAUWMU sBisroTes:

o YCTaHOBICHHE EIMHOTO [OpsAKA MOArOTOBKH, o(hopMIIEHHs, COIJIaCOBAHUSL,
pEruCTpauy ¥ XpaHEH!Us IOKYMEHTOB;

o obecreueHne KOHTPONS 3@ IBIDKCHHEM BXOISIIMX, MCXOMIIMX M BHYTPECHHHX
JIOKYMEHTOB;

. cOKpamieHue BpeMeny 00paboTK JOKYMEHTOB 1 HCIIOMHCHHSA MOPYYEHHIA;

B BHEIPEHHE 3IEKTPOHHOTO JAOKYMEHTOOOOPOTA M HCMOMB30BAHUE SJICKTPOHHO-
[ POBOI MOAIICH /171 YCKOPEHHMsI 0OMEHa NOKYMEHTAMH;

» obecrieueHyie  COXPAHHOCTH  AOKYMEHTAIMH i KOHOUIEHIHAIBHOCTH
coxepKameiics B Hell nHpOpMauun, COOMONCHIE TpeGoBaHMHN 3aKOHOAATENBCTBA U BHYTPCHHHUX
CTaHapTOB TPH paboTe ¢ TOKYMECHTAMH.

1.4. Cdepa netictBust [TonokeHust pacIpOCTPaHACTCS HA BCE OPTaHBL HAWU (B TOM
ypesie aa Obmee coOpanue wieHoB, COBET AUPCKTOPOB, VcnoHUTE BHBI OpraH) ¥ Ha BCEX
paBOTHUKOB M J0mKHOCTHBIX iy HANH. TpeGoranus nactosuiero IMonoxenus 0053aTe/ bHbI
takke Ui Beex uieHoB HAMM B wactu mx pzaumoneiicteus ¢ HAWW (mpenocrapiicHUE
nokymerTo B HAUU, 06MeH KOppeCTIOHACHIIHEH 1 T.IL).

1.5. OTBETCTBEHHOCTH 3a OpPraHM3AlMIO JOKYMEHTOOOOpOTa B HAWW HecEr
WenonautensHeii  opran  HAMW. HenocpeicTBEHHbIH  KOHTPONb 33 COOMONEHHEM
YCTAHOBIEHHOTO MOpsiAKA PabOTHI ¢ JTOKyMEHTAMH OCYLIECTBIACT I'eHepanbHbIil CEKpeTaphb
HAUM (muGo apyroe yNONHOMOYCHHOE IODKHOCTHOE JIHIO, HA3HAYEHHOE NpPHKa30M IO
HAWMN). Bee paboraukn HAVIM, OTBETCTBEHHEIC 32 MOATOTOBKY HJIH 006paboTKy JIOKYMEHTOB.
0Bs3aHbI cOOMIOAATh TPeOOBaHUSI HACTOALLETO [1010KEHUA.

2. Kaaccuduranus 10KYMEHTOB

2.1. B HAUU poKyMeHTH KIACCH(UIMPYIOTCA IO BHAAM B 3aBHCHMOCTH OT HX
cozmepkanus 1 HasHadeHns. OCHOBHBIC KATETOPHH HOKYMEHTOB BKIIKOHAIOT B cebs:

° BuyTpenHue (y4peanTe/IbHBIE U HOPMATHBHBIE) MOKYMEHTBI: K HHM OTHOCSTCH
ycras HAUW, BHYTpEHHHME MONOKEHUs (B TOM HHCIC HACTOALCC [lonokeHue), periaMeHThl,
WHCTPYKIIAH, MPUKA3bl # PACTIOPSKEHUs PYKOBOACTBA, MHEIC IOKyMCHTDL, permaMeHTHpPYIOIIIe
nestensrocTs HAMM. DTH IOKYMEHTEI OIIPENEISIOT CTPYKTYPY, IPaBuJIa 1 IPOUCAYPEL BHYTPH
HAWN.

o VipasieHuecKre (OpraHM3aIMOHHO-PACTIOPSTUTENbHBIC) TOKYMEHTBI: TPOTOKOb!
sacenanmit (manpumep, OOmero cobpaunus, Cosera JMPEKTOPOB), PEIIEHUS. U MOCTAHOBJICHUS
PYKOBOJIIIMX OPraHOB, NPUKa3bl M pacropsuKeHHs 10 OCHOBHOH nesTenbHOCTH. J[aHHBIC
JOKYMEHTHl  (QUKCHDYIOT ~ YMPAaBJCHYCCKHE ~pPELICHUs W PACTOPKCHUA, CBSI3aHHbIE C
nesrensrocThi0 HAWM.



° DuHaHCOBO-OyXTANTEPCKHE  JOKYMEHTBL:  OyXrajTepckme — Cu€Ta,  aKThl
BLINONHEHHBIX paboT, OTYETBI (B TOM uuciae (HUHAHCOBBIE OTYETHI), CMETBI, AOTOBODEI
(pMHAHCOBOTO XapaKrepa, TOBAPHO-TPAHCHOPTHBIE HAKIAIHBIC U APYTHE TOKYMEHTEI, CBA3AHHEIC
¢ ¢unancosoii u Oyxranrepckoil geaTenbHocThid HAMM. DTu  J0KyMEHTBI OTpamaior
(hMHAHCOBEIE OTEpalliy 1 MOUIeKaT 0CO00MY KOHTPOJIIO U XPAHCHHIO.

. JIOoroBOpHBIE HOKYMEHTBI: COTIAICHNUS M KOHTPAKThl, MEMOPAHAYMbI H MHCBEMA O
HaMepeHusix, noroBopsl ¢ wieHamu HAWMM wim BHEIIHWMH OpraHM3allisMH, a TaKKke
NPHUIOKEHUS. W JIOTIOJHUTENbHBIE COITIAICHNS K HUM. K MaHHOH KareropHH OTHOCATCS BCE
JOKYMEHTBI, YCTaHaBJIUBAIOIIE B3auMHbIe 00s3arenscTsa HAVMM u 1pyrux CTopoH.

° KazmpoBple JOKYMEHTBI: MPHKA3bl MO JIMYHOMY COCTaBy (0 mpuéme, MepeBoze,
YBOJBHEHUH COTPYOHHUKOB), JIM4YHbIE Jella COTPYAHUKOB, TPYIAOBBIC JOTOBOPEBL, HITATHOE
pacrucaHue, OTIMyCKa, KOMaHIMPOBOYHBIE YAOCTOBEPEHHS U HHbBIE JOKYMCHTBI, CBA3aHHBIC C
kagpamu ¥ nepconanom HAWM. Dtu JOKYMEHTHI cofieprkar uH(OpMaLKo O pabOTHUKAX U UX
TPYLOBOH AEATEIBHOCTH.

J JIOKYMEHTBI TIEPENMCKH W 00pameHnii: BXOASIIas u UCXOAAIIas KOPPECIOHIECHITHS
HAWH, nucema m 3anpocsl wieHoB HAWMM, mnepenucka ¢ rocygapCTBEHHBIMHM OpraHami,
JeNioBasi TepenucKka ¢ MapTHEpaMM W JAPYTUMH OpraHu3anusMu, OOpalleHus IpaxiaaH u
opranmsaruii B agpec HAWHY, a Taroke 0TBeTH Ha HUX. JlanHas Kareropus OXBAThIBACT JHOObLIC
[UCBMA, 3aMPOChl, YBEAOMIICHHS U MHBIE JOKYMEHTHI HH(OPMALHOHHO-CIIPABOYHOIO XapakTepa.

o DIEKTPOHHBIC AOKYMEHTBI: JOKYMEHTBI, CO3AaBacMble W/HIM IEPElaBaCMBbIC B
SMEKTPOHHOM BHae. K HHM OTHOCSTCS OJIEKTPOHHBIE muChbMa (e-mail) mo oduuuanbHbM
BOmpocam, (paifiibl 3MEKTPOHHBIX CHCTEM A0KYMEHTOO00POTA, SIEKTPOHHBIC BEPCUH TOKYMEHTOB
(CKaH-KOMHUM, TEKCTOBBIE (DAL, JTEKTPOHHBIE TAOMMLIE! M IIPE3EHTAlAN), 4 TAKIKE JOKYMCHTEI,
NOANKUCAHHEIE JJIEKTPOHHOM Iudporoit moanuckio (DLIIT). DneKkTPOHHBIE JOKYMEHTEI IIPH
coOmoyiennn TpeboBaHmit Kk mx noanucannto (mammuue DIIIT) UMEOT OPUANHECKYIO CHITY.
SKBHBAICHTHYIO OyMaKHBIM @HAIOraM, W BXOIAT B 06muit nokymenToobopor HAMM.

2.2. Kaxpas xareropust JOKYMEHTOB MOYKET MMETh BHYTPEHHIOIO KIACCH(DUKALMIO H
MHIEKCANUIO cortacHo HoMenkaaType aean HAUN. Bee 10KyMEHTEI, HE3aBHCHMO OT KaTCropuu,
rnojyIekar yaéty u 00paGoTKe B OPSIKE, YCTAHOBIEHHOM HacToAmuM [TonoxkeHneM.

3. ITopsaoK cO3AAHUS, COIVIACOBAHNS, YTBEPKACHUS, MOXMHCAHUN U XPAHEHHS
TOKYMEHTOB

3.1. Co3znanue (TOArOTOBKA) JOKYMEHTOB B HAUN OCYLIECTBISETCSA
VIOMHOMOYEHHBIMH Ha TO JMIAMH B Ipejelax HX KOMIIETEHIHH. [IPOEKTEl BHYTPEHHUX
HOPMATHMBHBIX JIOKYMEHTOB (MpHKa3bl, NOJOKEHHSA, AOrOBOPHI W Jp.) MOATOTABIHBAKOTCS
MHULMATOPAMU  (CTPYKTYPHBIMH — TMOAPA3NENCHUSIMA WM JO/DKHOCTHBIMHM  JIMIIAMH) B
COOTBETCTBUU C YCTAHOBIEHHBIMU (HOpMamMH M IMAGIOHAMH, €CJIM OHH HpPEeaycMOTpeHbl. [lpn
MOATOTOBKE JIOKYMEHTAa JO/DKHBI coOmromarbes TpeboBanus K O(QOPMICHHIO (Hajmdue
HEOOXOAMMEIX PEKBH3UTOB: HAHMEHOBAHMS OpraHu3aluuM, AaThl, HOMEpA, 3arojioBKa, TEKCTA,
NOAIHUCEH, TIeYaTH U T.1.).

3.2. Tlopsamok cormacoBaHWs (BU3MPOBAHMA) HOKYMEHTOB: TIIE€PEI OKOHYATCIHbHBIM
YTBEP)KACHUEM HJIM TIOANUCAHMEM OTBETCTBEHHBIM JIMIOM IPOEKT JOKYMEHTa MPOXOAUT
BHYTPEHHEE COIVIACOBaHWE. BU3WpOBaHHE MOKYMEHTA IPOBOAMTCS JOJKHOCTHBIMH JIMIAMH
HAWW, B KOMIIETCHIHIO KOTOPHIX BXOJUT OIEHKA CONEPIKAHHS JOKYMEHTA WM UCIONHEHHE
CBSI3aHHBIX ¢ HEM (pyHkumit. Hanpumep, MpoeKThl NPUKa30B M0 OCHOBHOW AEATETBHOCTH MOTYT
BU3HPOBATHECS PYKOBOIMTENIGM COOTBETCTBYIOIIEro noxapasiaeiaenus u  wopuctom HAMMU;
(uHAHCOBBIE AOKYMEHTHI — IVIaBHBIM OyXraaTepoM; KaJpOBbIe NPHKa3bl — PYKOBOAUTEIEM
KapoBOii ciryxO6I 1 T.1. Bu3bl coryiacoBanms (MOAMHUCH COMIACYIOMUX JIML C yKA3aHHEM [aThl)
MPOCTABIIAIOTCA HA MPOEKTE JOKyMeHTa (Ha OTAETLHOM JIUCTE cornacoBaHus nubo Ha obopote
nocneaHeil CTpaHUIBI AOKyMEHTa). Jlomyckaercsi SMEKTPOHHOE COINIAaCOBaHHE JIOKYMEHTOB
CPEICTBAMHA KOPIOPATHBHOM CHCTEMBI 3EKTPOHHOTO JOKYMEHTOOOOpOTa, NPH KOTOPOM (akT
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COTTIAaCOBaHUS  TOATBEPIKAACTCS  JIEKTPOHHOH  MOANMCHIO  COIMACYIOUIEro  JIMLA  WJIu
COOTBETCTBYIOIICH 3NIEKTPOHHOH OTMETKOH B CUCTEME.

3.3. VTBEepKACHHE M MOANMCAHHE JOKYMECHTOB: B 3aBHCHMOCTH OT BHJZ JOKYMEHTa
ONpPENCNAIOTCS NHIA, HMCIOKE MpaBO HMX YTBEPHKAATh MM HOAMNHCHIBATE. BHyTpenHmuEe
HopMmarusHbie akThl HAWMHW (manpumep, MonoKeHUs, BHYTPEHHHE CTaHAAPTHI) YTBEDKIAOTCH
PCLICHUEM COOTBETCTBYIOIIETO KOJIIEruanbHOro oprana (CoBetom AmpekTopoB wan OGnmM
cobparuem unenoB HAWMW) nu6o npukazom pykosomutens HAUMU — B cootBeTcTBHE ¢ VeTasom
U  BHYTPEHHHMH MpaBUIaMH  pacnpenesneHuss  KoMmneteHuun.  OpraHu3aiuoHHO-
pacropsAINTeIbHBIE TOKYMEHTHI (NMPUKA3bl, PACHOPSIKEHHS, MPOTOKOLI) MOANMCHIBAIOTCS
Ilpencemarenem HAWMM  (PykoBomuteneM VICTONHUTETBHOrO OpraHa) MO0  JIMIOM,
HCTIOIHAIOMMM €r0 O0A3aHHOCTH, a IPH HEOOXONMMOCTH — JAPYTHMMH YIOJHOMOYEHHBIMH
AOJDKHOCTHBIMH JIMLIAMH COTJIACHO DPACHpPEnEeHnI0 00s3aHHOCTeH. JIOTOBOPEI M COMIAlIeHUs
noanuceiBatotcs o1 mMeHM HAMM  ynmomHOMOYEHHBIMM Ha TO JIMHaMH B TOPSIKE,
yCTaHOBJICHHOM YcTaBoM (Hamnpumep, IIpeacenarenem HAWM win MHBIM JIHLIOM HA OCHOBAHUM
JOBEPEHHOCTH ). DIIEKTPOHHEIE JOKYMEHTH] IIOANUCHIBAKOTCS JICKTPOHHON HU(POBOH MOANNUCHIO
YHOJHOMOYCHHOIO JIHL@ W TpH COOMIONCHHMH TPeOOBaHWN 3aKOHOMATENBCTBA MPU3HAIOTCH
MOANUCAHHBIMY HaJuIeKaumM o0pas3om.

3.4. XpaHeHHe TeKyllel MOKYMEHTALMU: TIOCNE MOANUCAHUS WM YTBEPKICHUS
OpUTHHAJl IOKYMEHTA TMEepPeacTCs Ha XPaHEHWE OTBETCTBEHHOMY JOJUKHOCTHOMY JIHILY MJIM B
COOTBETCTBYIOLIEEC mompasiencHue. JIt BHYTPEHHMX MPUKA30B M PACHOPKEHHH —
OTBETCTBEHHBIM 3a UX XpaHcHHE sBisercs Kanuenspus nnm [enepanvhbiii cexkperapr HAWU
(b0 coTpynHUK Aenonpon3oacTsa). Kaaposbie AOKYMEHTHI XPAaHATCS B OTAENE KajapoB.
Oyxrantepckue — B OyXrantepuy, J0roBOPHBIC — B IOPHAUYECKOM OTAENE WM Y JOMKHOCTHOTO
JMLA, OTBEYAIOIIEro 3a BEACHHE JA0roBopoB. OIHOBPEMEHHO KOMHH JOKYMEHTOB MOTYT
pacchbUIaThCs HCIOJHUTENISIM WM 3aUHTEPECOBAHHBIM TMOAPA3ACIICHUSM ISl HCHOJIHEHUS WU
cBeieHus. JIOKyMEHTEI Ha OyMa:KHOM HOCHTENe JA0JDKHBI XPAHUTHCS B HAIUIEKAIIMX YCIOBHAX (B
namkax, ceiiax widm mkadax, 3allUIIEHHBIX OT JOCTYyIAa NOCTOPOHHUX W HEONArONpHSTHBIX
YCIIOBH). DIEKTPOHHbBIE TOKYMEHTEI, BKJIKOYAs CKaH-KOTIMH, COXPAHAIOTCS B O(QUIHANBHOM
CHCTEME OJJICKTPOHHOIO JOKYMEHTOOOOpPOTa WM Ha 3allMIIEHHBIX cepBepax HAUU, ¢
o0ecreyeHHeM PeryaspHOTrO pe3epBHOIO KOMMPOBAHHUS.

4. IMopsiIoK perucTPaNMK | Y4eTa JI0KYMEHTOB

4.1. Bce BxomAmme, WCXOMANIME W BHYTPEHHHE HNOKYMEHTBHI, CBA3aHHBIE C
nesitenbHOCTRI0O HAWM, mopnexar o0s3arensHOll peructpaunu u yuery. B HAWUM senyres
)KYPHAIbl (PEeCTphl) PErucTpannu BXOASIIEH W MCXOAAIMIEH KOPPECHOHAEHIMHN., a TaKKe
PETUCTPALMOHHBIC JKYPHAllbl BHYTPEHHMX PACHOPAAMTENbHBIX JOKYMEHTOB. Perucrpanus
JTOKYMEHTOB MOMKET BECTHCh B OyMa)KHOM JKypHAlle WM B JJCKTPOHHOM CHUCTEME Y4YeTa
TOKYMEHTOB (PEECTPE) € MPUCBOCHUEM YHUKAIBHBIX PETHCTPAIHOHHBIX HOMEPOB,

4.2. Bxopamue DOKYMEHTHL npu mocrymiennn B HAWU nuceMenHOro obparmeHusl,
NUCBMA, 3ampoca WIM JO00ro JApYTroro BXOASLIETO JOKYMEHTA (BKIIOYAs JIOKYMEHTEI,
NOJYYECHHBIE [0 SJIEKTPOHHOM MOYTE€ WM 4Yepe3 Kypbepa), OTBETCTBEHHBIH COTPYIHHK
(xannenspuss M [eHepanbHBIA cekperapb) oOs3aH sadukcnpoBarts (GakT moctynaenns. Ha
BXO/UIIIEM JIOKYMEHTE [IPOCTaBIfgeTCs uTamn (OTMETKA) O MPHHATHH C  yKasaHueM
PEruCTPALMOHHOTO HOMEPA, [arhbl ¥ BPEMEHH IIOCTYIUIEHHS. 3areM MH(OpMAIHs 3aHOCHTCS B
KYPHAT ~BXONSIIEH KOPPECHOHICHIWH: YKA3BIBAIOTCS JaTa MONYYeHHs, OTIPABUTENb
(opraHmsamus WIM JIAIO, OT KOTO MOKYMEHT TMOCTYNHI), KPAaTKOE COJNEPKAHHE HIM TeMa
JOKyMEHTa, M KOMY OH HAMpPAaBJICH Ha MCIONHEHUE. JJOKYMEHT I0CIe PErHCTPAIH MePeaaeTCs
Ha paccMoTpenue anpecary (pykosoacTBy HAWMM unu OTBETCTBEHHOMY HCIONHHUTENO) B
YCTaHOBJIEHHOM MOPSIIKE.

4.3. MHcxomsdmme [JOKYMEHTbI: BCEe MCXOsLME NWCbMa, OOpallleHus, OTBETHI Ha
3alpocChl, a TaKKe WHEIE NOKyMEHTEHI, Hanpasisemble HAMM BoBHe (B ampec unenoB HAUMU,



roCyIapCTBEHHBIX OPTaHOB, OPraHU3allMit WM JIMI), PETUCTPHPYIOTCSA B JKyPHAJIE HCXOASAIICH
KoppecmoHaeHun. Mcxopsmemy  OOKYMEHTY INPUCBAMBAETCS  MCXONAIIMI  HOMED H
MPOCTABNSAETCS JaTa oTnpaBku. Homep HCXOAsImero JOKyMeHTa 00bIYHO BKIIKOYAET HHICKC (K1)
HOMpa3AeNCHUs MM Jeja, W TMOPSJIKOBBIA HOMEP TO JKYPHAIy HCXOASIMX JAOKYMeHTOB. B
KypHaje (QUKCHPYIOTCS: Hara OTHIpaBKM, ajpecar (KOMY HampapieH JAOKYMEHT), Kparkoe
comepkanue, Ucxomsimuit Homep. OTmpaBka IOKYMEHTA OCYIIECTBISETCS YEpe3 MOHMTOBYIO
ciyx0y, KypbepoM HIIM B 3JIEKTPOHHOM Buje (email, yepe3 cucremy 5J10) — ¢ coxpaHeHneM
MOATBEPIKICHUS OTIIPABKH.

4.4. BHYTpEHHHE pacrnOpsIUTeIbHBIE TOKYMEHTEI: NPUKA3bl, PACIIOPSKEHNs, PELICHUs
KOJIJIErMaIbHBIX OPraHOB M MPOTOKONbI 3acelaHuil Takke nojiexkar perucrpaunu. Kawkmpomy
JAOKYMEHTY NpPHCBAMBAETCSI HOMEpP COITIACHO HOMEHKIAType J1eil (HanmpuMmep, MNpHKasel [0
OCHOBHOI JIEATEIRHOCTH HYMEPYIOTCS I[OCAEA0BATE/NbHO B MPEACIax KaJeHIApHOIO roja).
ITpotokonsl 3acernanuit O6mero cobpanuss u CoBeTa AUPEKTOPOB HYMEPYIOTCS HOPSAIKOBO;
pelIeHUs, TPUHSTHIE STUMU OpraHaMu, MOTyT (UKCHPOBATHCS B MPOTOKOJIE W B KHUIE PEIICHUH.
PerucTpaiys Takux JOKYMEHTOB BEIETCA [EHEepalbHbIM CEKpeTapeM JUOO0 COTPYIHUKOM,
OTBETCTBEHHBIM 3a BEJECHHE NPOTOKONOB. OO0sA3aTeNbHOM pErucTpanud IOAJEKar Bcee
opurmansueie nucbMa HAWMW, mpoTokonbl 3acefaHuii, penieHus pyKOBOAAIIMX OpPraHoB, a
takke 3asBnenns wieHoB HAWUW, nocrynusumie 8 HAVW, u puHSTEHIE 110 HUM PE30ITIOLIH.

4.5. Hymepauus u kogupoBanue: B uensx ynopsjoueHus jokymenroodopora 8 HAWUU
IPUMEHSETCS] CHCTEMa MHAEKCAUUuH JOKYMEHTOB. PerucrpauuOHHBI HOMEP JOKYMEHTA MOXKET
COCTOSATH M3 YCIOBHOTO OOO3HA4YeHUs BHJAA JAOKYMEHTA MJIM CTPYKTYPHOTIO IOApasJENCHUs U
MOPSIIKOBOTO HOMepa 3amucu. Hampumep, ucxoisdiie nucbMa nomedarores uaaekcom «MCX-
..», Bxomsamue — «BX-...», mpukasel — «lIpukaz Now, npotoxoisl — «IIpoTokon Ne» u T.n.
Konkpernass  chcreMa  KOOUPOBKM — OMPENENSETCS ~ BHYTPEHHEH — MHCTpPYKHMEH Mo
nenonpoussoactey HAWWM. Bee peructpaumonHele HOMEpa VHHKAJIBHBI B IIpejesax
COOTBETCTBYIOLLETO JKypHaa U KaJeHAapHOro roja.

4.6. 3aperucTpupoOBaHHBIC JOKYMEHTHI JOJKHBI XPAHUTHCS (B TOM YHCIIE 3IEKTPOHHO)
TakuM 00pazom, 9TOOBI UX MOKHO OBIIO OBICTPO HAWTU 1O PErHCTPALMOHHOMY HOMEpY, Iare
WAn  KoppecnoHaeHTy. OTBETCTBEHHOCTb 3a BENCHHE DPErMCTPAllMOHHBIX JKYPHAJIOB W
MPaBUJIBHOCTE PETUCTPAlld HECET [eHepalbHbIl CEKpeTaph WM HA3HAYEHHOE JIMLO CITYKOBI
nenonpounssoacTtea HAWM.

5. IlpaBuaa XxpaHeHHsl U APXUBHPOBAHUSHA

5.1. Bce moxymenTtsl HAMKM mOMKHBI XpaHUTECS B YCIOBHSX, 00€CHEYMBAIOMMUX HX
COXpaHHOCTh M 3aIUTy OT MOBpexkIeHH. DByMakHble HOKYMEHTBI COZEpPXKarcs B
CHENMANN3UPOBAHHBIX MOMEUICHUSIX WM mkapax (apxuBax) € OTPaHUYEHHBIM [OCTYHOM,
3AIIUIIEHHBIX OT BJIard, NPSMBIX COJHEYHBIX JIy4ed, OrHd W JAPYrUX BPEAHBIX BO3JCHCTBHIAL
DIEKTPOHHEIE JOKYMEHTEI XPaHATCS B 3aLMUILICHHON 3MEKTPOHHON cucteMe (cepsepe) HAUMU;
JOJDKEH OCYIICCTBIIATECS PETYIIPHOE PE3EPBHOE KOMUPOBAHME JJICKTPOHHBIX 0a3 JaHHbLIX
INOKYMEHTOB Ha ciiyyaii cO0eB Wi yTparsl JJaHHbIX.

5.2. Cpoku XpaHeHHs HOKYMEHTOB YCTAHABIMBAKOTCsS B COOTBETCTBUH C MX BHIOM,
[EHHOCThIO U TPEOOBAHUSIMU 3aKOHOAATENBCTBA. MUHMMAIBHEIE CPOKU XPAHEHHS IT0 OCHOBHBIM
KaTeropusM JOKyMEHTOB!

e byxrantepckue W (DMHAHEOBBIC OOKYMEHTHI — HE MeHee 5 JeT (ecnu WHOEe He
MPeIyCMOTPEHO 3aKOHOAATENBCTBOM). K TaKUM JOKYMEHTAM OTHOCATCS OyXralTepCKue OTYETEL,
CYeTa, aKThl, HAJOTOBBIC MOKYMEHTBI W Jp., KOTOpPbIe HO/KHBI XPAHUTBCA HE MEHBIIE
YCTAHOBJIEHHOTO MEPUOJA 151 BOSMOKHBIX TPOBEPOK.

e VupeauTenbHbE AOKYMEHTHI M mojokeHus HAWMM — XpaHsaTcs MOCTOSHHO
(6eccpouno). YcraB, CBHJETENLCTBA O PETMCTPAllMH, OPUTHHAIIEI BHYTPEHHHX IOJIOKCHHH,
POTOKOJIBI YUPEIUTENBHOTO COOpaHus U MHble 6a30BBIE JOKYMEHTHI COXPAHSAIOTCS OECCPOYHO
KaK UMEIOIIHE TTOCTOSHHYIO IOPHANIECKYIO 3HAYHMOCTb.

un



e KazgpoBeie HOKYMEHTHI (IpAKa3el O HPUEME/YBOIBHEHHH, JIMYHBIC jiena) — Kak
TIPaBAJIO, HE MEHEE 5 JIET MOCIE YBOILHEHHs COTPYIHUKA, & ITHUHBIE KapTO4YKH W CBEHEHHS O
TPYAOBOH NEATENBHOCTH MOTYT XPaHUTHCS 10 50 JeT B COOTBETCTBHM TPeOOBaHHAMH
TPYHOBOTO 3aKOHOAATENLCTBA, YIUTHIBAS X 3HAYAMOCTD IS COLHATBHONO 0OSCIeYeHMS.

®  JIOroBOpEI M IOPUAMYECKHE IOKYMEHTHI — HE MEHEe CpOKa ACHCTBHS J0TOBOPA MIIIOC
3 roga mocne 3aBepUICHUS HIH PaCTOpKeHHS, €CT Oosiee MIMTENBHBI CPOK HE OO6YCIOBICH
XapakTepoM IOroBopa. BakHble KOHTPAKTbl, CBA3AHHBIE C AIUTEILHBIMH 00s3aTeNbCTBAMH,
MOTYT XpaHUTBCS U JIOJIbIIE,

e IIpoToKomb! 3acenaHmil, pemieHns PyKOBOASMIHX OpraHoB — HE MEHee 5 JeT, mpu
9TOM HauO0IIee BaYKHBIE MPOTOKOIEI (mampumep, O6mmX co6paHnii) XPaHATCS MOCTOSHHO.

* Koppecnonaenuus u 06pameHns — B 3aBUCHMOCTH OT 3HaYMMOCTH: KaK MPaBHIIo, 3-
5 et anst o6meit mepenuckn. OGpaIIeHns YiIeHOB i OTBETHI HA HIX — HE MeHee 3 et ¢ MOMeHTa
OTIIPABKY OTBETA.

5.3. VKasaHHBIE CPOKH MOryT KOPPEKTUPOBATLCA B COOTBETCTBUU € TPeOOBAHMSIMU
3aKkoHOnarebCTBa PecnyOnukn Y3Gekncran u BHyTpeHHeil HOMEHKNarypel nen HAWU. Ecnu
3aKOHOMATEIbCTBOM — YCTAHOBIEHB HHbIE (6omee AIMTEIBHEIC) CPOKM  XpaHEHHS is
ONPENCICHHBIX BUIOB IOKYMEHTOB, IPUMEHSACTCS 3aKOHOAATEIBHAS HOpMa.

5.4. Tlo ucTedyeHnn neproaa aKTHBHOTO HCIOIb30BAHNS AOKYMEHTEI ITOJIIE/KAT CIa4ye B
apxuB HAWMM. ApxuBHoe xpanemrue OPTaHU3YET OTBETCTBEHHBIN COTPYAHHK (apXHBapUyC HITH
I'enepanbHerit  cexperaps). JlokyMeHTEI, momtexanue ATUTEILHOMY  XPaHeHHIO nubho
HOCTOSHHOMY XPAaHEHHIO, CHCTEMATH3HPYIOTCS M MOMELIAIOTCS B ApPXUBHEIC J€J1a COTfIacHo
HOMCHKJaType. COCTABNAETCS ONKMCH €N, NEPENaBaCMBIX B ApXUB, C YKa3aHMEM Ha3BaHUil
JOKYMCHTOB M gar. llepemaya nOKyMEHTOB B apxus OhOPMIIAETCA aKTOM MM OMHCHIO,
YTBEpIKAaeMo pykoBoacTeomM HAWMU,

5.5. JIOKyMEHTEI, CpOK XpaHEHHs KOTOPBIX HCTEK U KOTOPBIE HE MPEACTABISIOT
MCTOPUYCCKOH, NPAKTHYECKOH HITM HHOM HEHHOCTH, MOTYT OBITh YHHYTOXKEHBI B YCTAHOBJIEHHOM
MOPSTIKE. YHHYTOXKEHHE MPOM3BOMUTCS KOMHUCCHEH, HA3HAYCHHOM [IPUKA30M PYKOBOIUTEs!
HAWH. Komwmccust mposomut OKCTICPTH3Y UCHHOCTH JOKYMEHTOB., OTOMPAET MOIEKALINE
YHHYTOKCHHIO U 0QOPMIIIET AKT 00 YHHUUTOKEHHMU AOKYMEHTOB, B KOTOPOM MEPEUHCIAIOTCS
YHIITOMKACMBIC J1€/1a, UX NaTEl U MEPEYH. YHUUTOXKEHHE I0MKHO TPOBOAUTLCS TAKAM o0paszom,
4TOOBI MCKJIFOUHTH BO3MOKHOCTE BOCCTAHOBICHMS KOHUIEHIMANBLHO HHOpMALHH. Ipu sTOM
AOKYMEHTEI IOCTOAHHOTO XPAHEHHS, & TAKKE JOKYMEHTHI 1O KOTOPBIM HE HCTEK CPOK JABHOCTH
VIS IPOBEPOK M MOTYT NOTPEOOBATHCS B IOPUANYECKUX LENSIX, HE MOTEKAT YHHUYTOKEHUIO.

5.6. B ciyyae yrepu, mopunm wm YHUYTOKCHUSA JOKYMEHTa 10 MCTEYSHHS CpOKa
XPaHCHIA TPUHAMAIOTCA MEPBI K €r0 BOCCTAHOBIEHHIO. OTBETCTBEHHBIE IHMNA OOS3AHLI
HEMEIICHHO COOOMIUTE O (hakTe yTparsl AOKyMeHTa pykoBoAcTBY HAWMU. Ilpu Bo3MOXKHOCTH
BOCCTAHABIMBACTCS AyOIIMKAT OKYMEHTA: 3alpallinBaeTCs KOTIHS Y aBTOpa MIM aapecara (mis
BXOJIAIIEH/HCXOAmIEN KOPPECTIONAEHIH) TUG0 3aHOBO O(opMIISETCS TOKYMEHT Ha OCHOBAHHH
COXPAHUBLINXCS NaHHBIX. JIms BaKHBIX JOKYMEHTOB MOMKET IPOBOIUTECS  CIykeOHOe
paccnenoBanue (akta yTparsl. DNEKTPOHHBIE AOKYMCHTBI BOCCTaHABIHBAIOTCS U3 PE3CPBHEIX
KONHMH NpH HaIM4Yuu. PesysieTaTtsl BOCCTAHOBICHUS ODOPMITAIOTCS AKTOM HJIH CIIyyKeOHOI
3aIMCKOH, a B CIly4ae HEBO3MOKHOCTH BOCCTAHOBIEHHS COCTABISETCS AKT 0 TIOTEPSTHHBIX
JOKYMEHTaX.

6. Kontpoas 3a cobmonennem AOKYMEHT0000poTA

6.1. Hcnmonuwurensueii opran HAUU (Ilpencenarens HAWM) wecér 0011y10
OTBETCTBEHHOCTB 3a OPTaHH3ALHI0 JOKYMEHTO060POTA U 00eCeyeH e COBMOTCHES HACTOSIIETO
[onoxenns. O KOHTpOIHpPYET, 4TOGHI Bee CTPYKTYPHBIE NMOAPA3AETICHUS W JOKHOCTHEIE JIHIA
HAWM BBITOTHSIIN yCTaHOBIEHHbIE npaBujia padoThl ¢ JOKYMEHTAMU,

6.2. TemepampHmiii  cekperapp HAMU  sBisercs JNOJUKHOCTHBIM  JTHI[OM,
HETIOCPEACTBCHHO OTBETCTBEHHBIM 34 BEICHUE JICNONPOU3BOACTBA. B ero 06s3aHHOCTH BXOTHT



MOHHTOPUHT COOMIONECHUS NOpSAKA AOKYMEHTOOOOPOTA, KOHCYILTHPOBAHHE COTPYIHHKOB MO
BOTpOCaM O(OPMIICHUs W yueTa IOKYMEHTOB, a Tak)ke PEry/ispHas TMpoBepKa NMpPaBHIBHOCTH
PErucTpaliu, XpaHCHUS W apXUBUPOBAHWA JOKYMEHTOB. [CHEpallbHBIA CEKpeTaph BIIpaBe
WHUIMAPOBATE ~ BHYTPCHHHE  MNPOBEPKU  (AyIUT) COCTOSIHUS  JIOKYMEHTOOOOpOTa B
noapasaeneHnsix HAWUW n nokiaasiBate O pesyibrarax pyKOBOJICTBY.

6.3. Bce paborauku HAWU o6si3anb! cobmonarh TpeGoBaHMs HACTOSIEro [TonokeHns.
B crydae BEUIBICHWS HapymeHuii mopsaka paGoThl ¢ JOKYMEHTaMH (HECBOEBPEMEHHAS
perucTpauud, yrpara JOKYMEHTOB, HapYIICHHE CPOKOB HMCIOMHEHHS W T.I1.) BHHOBHBIC JIMIA
MOTYT HNPHUBICKATECS K OTBETCTBEHHOCTH B COOTBETCTBMU C BHYTPEHHUMH JIUCHUILTHHAPHBIMUA
npasunamu HAWM n 3akononarenbctsom. PykoBoanTeM CTPYKTYPHBIX HOAPA3EeHUi HeCyT
NEPCOHANIBHYIO OTBETCTBEHHOCTE 3@ COCTOAHME JOKYMEHTO000POTA B CBOMX OTAEIAX.

6.4. IlpoBepku COOMIONEHUS PEIIAMEHTOB AOKyMEHTOOG0POTa MOTYT MPOBOMUTHCS IO
pacnopskeHno MemonautensHoro oprasa uam pemennto Cosera aupexkropos HAUW. Takwue
MPOBCPKH MOTYT OFBITh IIAHOBBIMM (IEPHOAMYECKHME) JMOO BHEMJAHOBBIME (B ClIydae
IOZO3PEHNs Ha Cepb&3HbIe Hapymenus). [lo pesynsraram NPOBEPKM COCTABISETCS OTYET HIIH
dKT, B KOTOPOM OTMEHYaIOTCs BBIABJICHHBIC HEIOCTATKM M PEKOMEHIALMH [0 MX YCTPAHEHHMIO.
PykoBoznerBo HAVMW mpunHumaeT Mepbl 10 yCTPaHEHHIO HAPYLICHUI H COBEPLICHCTBOBANIIO
IPOLECCOB pabOTEI C JOKyMEHTAMMU.,

6.5. BreceHme M3MeHEHMI W JOMOMHEHUH B Hactosmiee [lonoskenue OCYILIECTBIISIETCS
1o pemenuio Cosera aupexktopo HAUW wm O6mero coGpanust wienos HAWM. Ipeanoxens
IO M3MEHEHUIO IIONOKEHMsST MOTYyT BHOCHTBCS VICIONHMTENLHBIM OPraHOM, I'enepansHbIM
cekperapem mim wieHamun HAWW. MsMenenns BCTYnaroT B CHILy MOC/TE UX YTBEPIKICHHUS B TOM
K€ TOPsZAKE, B KOTOPOM yTBEpiKHAeTCs Hactosiiee Ilonoxkenne (kak NPaBUIIO, pEIIEHHEM
OOmero cobpanus mubo, ecnu ycraBoM NpeaycMOTpeHo. peurennem CoseTa IUPEKTOPOR C
MOCIIETYIOIINM YBEAOMIICHHEM UIEHOB).

7. 3akI0unTeIbHBIC MOJ0MKEHH

7.1. Hactosmee Ilomoxkenue BCTymaer B Cuily ¢ MOMEHTA €ro yTBepiaeHus OB
cobpanmem wienos HAMM, ecin camum petierueM 06 yTBEPIIEHIH HE YCTAHOBIEH HHOIA CpOK
BBOZa B JelcTBHe. C MOMEHTa BCTYMieHMs B cuiy JanHoro [lomoxkenws TpeGoBaHms.
U3JI0XKEHHBIC B HEM, 0043aTe/IbHBI IS HCTIOJHEHIS BCEMU OPraHaMy U JODKHOCTHBIMMU JIHLAMK
HAMMU, a rarxoke unenamu HAWMU B npeenax, Kacaroluxcs uxX B3auMooTHomenuii ¢ HAUMN.

7.2. Ecan HEKOTOPbIC MONOKEHUS BHYTPEHHHX NOKyMeHTOB HAWW, u3nauubx pamee,
NpOTHBOpEYar HactodmeMy llomokennto, TO mnpuMensercs Hacrosmee I[lonoxenue. Jo
NPUBCICHNS TAKUX JOKYMEHTOB B COOTBETCTBHE C HACTOAMMM [TONIOXKEHHEM OHU JEHCTBYIOT B
9acTH, €My HE IIPOTUBOPEUALIEH.

7.3. Opurnnan wacrosmero Ilonoxenns xpaunutcst B jaenax HAWM y TenepamsHOro
cekperapst. Komuu [TonoikeHust pacchuiaioTes BCeM CTPYKTYpHbIM noapasgencausy HAUM ans
PYKOBOZICTBA B pabOTe, a TAKKe JOCTYMHBI VTS 0O3HAKoMIeHHS wieHam HAWUW no 3ampocy.

7.4. KoHTpomb 3a BBHINONHGHWEM HACTOAMIEr0 IloMOXKeHWsT Bo3jiaraercss Ha
Wcnonaurensrsii opran HAWMU n T'erepansroro cekperaps HAUM. 3a mapymenue HOPM,
YCTaHOBICHHBIX JNaHHBIM [lonoxkeHueM, OODKHOCTHBIE JMIA HECYT OTBETCTBEHHOCTH B
COOTBETCTBHHU C ACHCTBYIOLINM 3aKOHOATENbCTBOM U BHYTPEHHUMH J0KyMeHTamu HAWUU.



