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1. OBLIHME NOJIOKEHHUA

1.1. Hacrosimast MHCTpyKLMA [0 4eJ0NpOU3BOACTBY Accoruanun «CaxaJuHCTPOM» (manee -
MHCTpYKLHMS) yCTaHABJMBAET €/MHYI0 CHCTEMY [eJONpPOM3BOACTBA, MOPSALOK paGOThl C
AOKYMEHTaMH W KOHTDPOJIA MX HCHoJHeHWsas B Accoyuanuu «CaxasudHcTpol» (ganee -
Accoyuanus).

1.2. HWHcTpykuusa onpejesnseT MOPSAOK MpHEMa, PETUCTPaLMH, V4YeTa, MOATOTOBKH,
0OpPMJIEHHS], KOHTPOJIA MCIONHEHHs, UCIOJIb30BaHKsl, OTIPABKH U XpaHEeHHs JOKYMEHTOB,
CoZiepKalMX KaK 061{e/[0CTYIHYI0 MHPOPMALHIO, TaK U CBEeJEeHHs OrPaHHYEHHOT0 JOCTYIIA.

1.3. TosoxeHuss MHCTPYKLMH PacIpOCTPAHSIIOTCS HA OPraHU3aL|I0 PABOTHI C JOKYMEHTaMK
Ha 6YMaXKHbIX U 3JIEKTPOHHbBIX HOCUTEJISIX.

1.4. TpeboBaHus WHCTPyKUMH paCIpOCTPAHSIOTCA Ha MOPALOK PaBOThI C rpakJaHCKo-
MPaBOBBIMH (C/EJIKH, JIOTOBOPbl M T.I.), KaApPOBBIMH, BYXIaJTePCKUMH, (QUHAHCOBBIMH,
AOKYMEHTAaMH B3aUMOJIEMCTBUA C 4JeHaMHM ACCOLMALHMH, NMEPEnucKH C TPeTbUMH JIMLAMH
AccolMaliiil W JADYrMMH JOKyMEHTaMH JIMLIb B YacTH OBMIMX MPUHI[UIIOB [OATOTOBKU
AOKYMEHTOB M PaboThbl C HUMH, a TaKxKe MOJATOTOBKH JOKYMEHTOB K Mepejadye Ha apXHBHOe
XpaHeHHUe.

1.5. Tosoxenus UHCTPYKLMH He pacnpoCTPAHSIIOTCSA HA MOPAAO0K PaBGOThI C JOKYMEHTAMH,
COZlepKalllMMH CBE/IeHUS, COCTaBJIAOIME FOCYyJapCTBEHHYO TalHy.

1.6. HWHcTpykuua paspa6oTaHa B COOTBETCTBHM C 3aKOHOJATENbHBIMH W HHBIMH
HOpMaTUBHBIMH TIPaBOBBIMH akTaMu Poccuiickoin ®Pegepauuun B cbepe uHPOpMaLuy,
ZIOKYMEHTAIMOHHOI0 06ecreyeHu st U apXHBHOTO XPaHEHHs, B TOM YHCJIE:
- efepasibHoro 3akona ot 01.12.2007 r. Ne 315-03 «O caMoperyaupyeMbIx
OpraHu3alUsax»;

- ®enepasibHoro 3akona ot 02.05.2006 r. Ne 59-33 «0 nopsiike paccMOTpeHHUS
obpalieHul rpaxzaad PO»;

- OcHoB 3akoHOAaTesbcTBa PO 0 HoTapuare (yTB. BepxoBHbiM CoBeToM P® 11.02.1993 .
Ne 4462-1) B pepaxuuu PegepanbHoro 3akona ot 03.07.2016 r. Ne 361-D3;

- Yka3a [Ipe3nanyma Bepxosroro Cosera CCCP ot 04.08.1983 r. Ne 9779-X «O nopsake
BbIJJa9U U CBU/ETENbCTBOBAHUSA MPEANPUATUAMHU, YUPENKAEHUIMHU U OpraHU3aL UM KON
AOKYMEHTOB, KacarlUXCs MpaB rpaxkJaH» B pefakyuu PegepanbHoro 3akoda ot 08.12.2003
r.Ne 169-03 (nasee - Takxe [lopsaok CBU/eTeNbCTBOBAHUS KONUH JOKYMEHTOB).

- HallMoHaJ/IbHOTO cTaHAapTa Poccuiickoit ®@enepanuu T'OCT P 7.0.97-2016 «CucteMa
CTaHAAPTOB M0 HHOPMaLKMH, 6UGIHOTEUHOMY U U3AATEIbCKOMY Aesy. OpraHU3alHOHHO-
pacnopAAdTe/bHasA foKyMeHTalusA. TpeboBaHUs K 0QOPMJIEHUIO JOKYMEHTOB,
yTBEpX/eHHOro npukazoM Poccranzgapra ot 08.12.2016 Ne 2004-ct (B pea. ot 25.05.2017) u
BBOAMMOTO B JleficTBre ¢ 01.07.2018;

- HalMoHaJsbHOro craHgapta Poccuiickont @epeparnyu 'OCT P 7.0.8-2013 «Cuctema
CTaHAAPTOB [0 HHPOpMaLKH, 6UBIHOTEYHOMY H U3AATENbCKOMY Jiey. [les0MpOr3BOLCTRBO U
apxuBHOe Jies1o. TepMHHBI ¥ OTIpe/ieJIeHUs», yTBEPXKAEHHOr0 prKa3oM PoccTangapTta ot
17.10.2013 Ne 1185-cT u BBeieHHOr0 B felictBue ¢ 01.03.2014;

- HalluoHaJIbHOTO cTaHAapTa Poccuiickoit ®enepanuu 'OCT P UCO 15489-12007
«CucreMa CTaHAapTOB M0 MHPOPMaLHH, 6UGIMOTEYHOMY U U3/aTENbCKOMY JeJy.
Ynpaeienue fokymenTamu. O61iKe TpeboBaHMsI», yTBEPKAEHHOT0 MPUKA30M
Pocrexperysnuposanus ot 12.03.2007 r. Ne 28-cT u BBeieHHOTO B feiicTBue ¢ 01.07.2007;



- MeTosMyecKuX peKOMeHJallui o pa3paboTKe HHCTPYKLUH 110 [1eJI0POU3BO/ICTBY B
desepabHBIX OpraHax UCIOJHUTEJIbHON BIACTH, yTBepkAeHHbIX [Ipukazom PocapxuBa ot
23.12.2009 r. Ne 76;

- YcraBa Accouranuu.

OTnpaBka AOKYMEHTOB M3 AccouualuM B OyMaXKHOM BH/E OCYLIECTBJseTCa oduc-
MeHe/P)KepOM B COOTBETCTBHMH C [IpaBU/iaMK OKa3aHUs YCJAYT MOYTOBOU CBSA3H (YTBEPIKAEHDI
NpuKa3oM MHUHHMCTEPCTBA CBA3H U MACCOBbIX KOMMYHHKalUuWH Poccuiickoi ®Pefepaindud oT
31.07.2014 Ne 234).

1.7 Uudopmanus, comeprkamjasics B JOKyMEHTAX, MOXET HUCII0Jb30BATbCS HUCKJIUYUTENbHO
JIMLAMH, UMEIIUMH OTHOLIEHHE K UX PACCMOTPEHHIO U UCIIOJIHEHUIO, U TOJIbKO B CAYKEBGHBIX
Lesdax.

OTBETCTBEHHOCTb 3a CBOEBPEMEHHOE HCIOJHEHHE JIOKYMEHTOB, MX COXPaHHOCTb W
cobsofieHre Tpe6oBaHMH MHCTPYKLMM BO3/1araeTcss Ha pPYKOBOJAMTEJEH CTPYKTYpPHBIX
noApasjesieHdd AccollMaliiy, Ha CaMOCTOSITEJbHBIX CIELUaJMCTOB, Ha PYKOBOAMTEJEH
OpraHoB yrnpas/eHHs Accolpalnuu U opuc-MeHeaKepa.

1.8 PaborHuku Accoyuanuu 06s3aHbl 06eCleYnBaTh HajJexKallee XpaHeHHEe JOKYMEeHTOB.
Pa6oTHuKHM AccoLMaliMy HeCyT IepCOHANBHYIO OTBETCTBEHHOCTD 3a BbINOJHEHHE TPE6OBaHHH
WHCTPYKIMHK 1 32 COXPAaHHOCTb HAaXOAALIMUXCA Y HUX JOKYMEHTOB. PYKOBOUTEH CTPYKTYPHbIX
nojipasfieleHdd  aJMUHUCTpAaUMM M KOpIOpaTUBHble  cekpeTapd  (KOOpAUHATOP
KOPMOpPaTUBHBIX OTHOINEHWH, CeKpeTapb 0OLlero cobpaHHsl, CeKpeTapb MpaBJEHHS MU
CeKpeTapH CreluaJd3MpOBaHHbIX OPTaHOB yNpaBJeHUs ACCOLMALMH) HECYT MEepCOHAIbHYIO
OTBETCTBEHHOCTb 32 06ecrneYeHue NPaBUIbHOIO UCIO0JIb30BAHUS U COXPAHHOCTH JOKYMEHTOB
OpraHoOB yIpaBJIeHUA U CIeLHaJTU3UPOBAHHBIX OPraHOB ACCOLMALHH.

B ciy4ae yTpaThl oKyMeHTa pabOTHHUK AcCCOlMalu 06s13aH He3aMeJJIUTeNbHO COOBIUTb 06
3TOM Ha4aJibHUKY CBOero oTjesaa (KOpPHNOpaTHBHbIE CeKpeTapd JAOJIKHBI COOBIUTH
KOOpAIMHATOPY KOPIOPAaTUBHBLIX OTHOLIEHHI), KOTOPbIA JOJKEH MNPOUH(GOPMHUPOBATL O
CIYYMBIIEMCS TEHEepasibHOTO JHUpPeKTopa JJs HWHULUALUK [POBeJEeHHUsT CJIyKeGHOTOo
paccyiejloBaHUS 0GCTOSATENBCTB YTPAThI JOKYMEHTA.

1.9. UHCTpYKLUSA 110 4e/I0NPOU3BOACTBY/HOBAs peflaKLusl MHCTPYKIMH 110 Z1e10POU3BO/CTBY
BBOJUTCA B JIeWCTBHE NPHUKa3oM [eHepaJbHOro AUpPEKTOpa M JOBOAMTCH A0 CBEJEHHUS U
HCIIOJIHEHUA €€ IOJIOKEHUH BCeM COTpyJHUKaM Accouuauuu. I[locse BBeseHHA B AeHCTBUE
HOBOH pejakuuy MHCTPYKLHH MO AeJ0NpoU3BOACTBY, NpeAbiayiias Bepcuss UHCTPYKLHUU U
PUKa3 0 ee BBeJleHUH YTPauUBaeT CUJY.



2. TEPMHHBLI, ONTPEJENEHUA U COKPALLEHUA

B nacroamed WHCTPYKUMM HCHNOJb3YIOTCA CleAyIOU[Me TEPMHUHbI, HUX COKpalleHUs U
ompesie/IeHUs:

ApXMB [JOKYMEHTOB - 3TO CHCTeMa CTPYKTYPUPOBAHHOI'O XpaHEHWUSI [JOKYMEHTOB,
obecnedyuBanasd HaZeXKHOCTb XpaHeHUs, KOHPHUAEeHIMAJbHOCTb W pasTpaHUYEHHE IpaB
[IOCTYTIa, OTCJIEKHBAHUE HCTOPHUU UCIIOJIb30BAHUS JOKYMEHTA, ObICTPbIH U Y/J0OHbBIH MOUCK.

AOKyMEHTHpOBaHHe - ¢ukcayuss HHPOpMALMU Ha MaTepHaNbHbIX HOCHUTEJAX B
YCTaHOBJIEHHOM MOPSI/IKE;

AC€JIONPOU3BOACTBO — JE€ATEJNIbHOCTD, o6ecneqn3a}omaﬂ CO3aHue O(I)I/ILU/IaJIbeIX AOKYMEHTOB
W OpraHv3anuio pa6OTbI C HUMHU,

AOKYMEHT - OQULHaJbHbIA JOKYMEHT, ObOpMJIEHHBbIH B YCTAHOBJEHHOM MOpALKE MU
BKJIOUEHHBbIH B JOKYMEHTO060POT OpraHH3aluy;

PEKBHU3UT AOKYMEHTA — 00513aTeJIbHbIN 3JIEMEHT Oq)OpMJIeHI/IH JOKYMEHTa;

3JIEKTPOHHAA perucTpanyMoHHasl KapToyKa - cojepaiiass WHGOpPMalHI0 O BXOAAIIMX U
UCXOAANIMX JOKYMEHTOB ACCOLMALMH, UX COAEepKAHNUU, IPUCBOEHHBIX KOJIaX PErHCTpaLUH, B
LeJsigxX UX y4eTa v nmoucka B cucteMme JJokymeHToo60poT 1 C;

06sA3aTe/IbHBIMH PEKBU3UTAMHU [IEPBUYHOIO YYETHOTO JJOKYMEHTA, B COOTBETCTBUM YacTH 2
cratbl 9 ¢egepasbHoro 3akoHa ot 06.12.2011 roga Ne 402 «0 GyxraaTepckoM ydére,
SIBJISIIOTCS:

1) HauMeHOBaHUE JOKYMEHTa;

2) ;AaTa coCTaBJIeHUS JOKYMEHTa;

3) HaMMeHOBaHHEe 3KOHOMUYECKOT0 CYO'bEeKTa, COCTABUBIIETO JOKYMEHT;
4) copepkaHue GpaKTa X03HUCTBEHHON )KU3HU;

5) BeJIMYMHA HaTypaJIbHOTO U (MJIK) eHEeXXHOTr0 U3MepeHus: paKkTa X03AMCTBEHHON XU3HHU C
yKa3aHUEeM eJJUHHUL] U3MePEeHHUS;

6) HaMMeHOBaHHe JO/HKHOCTH JIMLA (JIML]), COBEepUIUBIIEro (COBEPIIUBIINX) CAEAKY,
onepalnMio U OTBETCTBEHHOr0 (OTBETCTBEHHbBIX) 3a ee 0popMIIeHHE, TG0 HAUMEHOBAHUE
JOJKHOCTH JIMLA (JIML), OTBETCTBEHHOTO (OTBETCTBEHHBIX) 32 0GOpPMJIEHHE CBEPIIHBLIETOCH
COOBITUS;

7) MOAMUCH JIUL, IPElyCMOTPEHHDBIX IyHKTOM 6 HACTOsILeH YaCTH, C yKazaHUeM UX paMUTUI
Y MHULMAJIOB JINOO0 HHBIX PEKBU3UTOB, HEOOXOAUMbBIX /11 HAEHTUPUKALIMHU ITUX JIHLI,

opurvHaJj (NoAJ/JIMHHUK) JOKYMEHTA — EPBbIN UM €JUHCTBEHHbIN IK3eMILIAD JOKYMEHTA;

KOonuAa AOKYMEHTA - JOKYMEHT, IIOJIHOCTbIO BOCHpOI/ISBOAF{U_U/Iﬁ umbopMaumo MNoAgJTMHHHU KA
AOKYMEHTA U €ro BHEIIHKWE ITPU3HAKH, He I/IMeIOLLU/II‘:I fopu,anqecxoﬁ CHJIBI;

AOKYMCHT0060pOT - ABHIKEHHE ANOKYMEHTOB C MOMEHTaA WX CO3aHUA HJAH IOJy4YeHUd [0
3aBepleHrda UCIIOJIHEHHU A, TIOMelleHHd B JeJi0 U (I/IJII/I) €ro OTIpaBKH;



KOAHUPOBKA — 3TO CUCTEeMa UHAEKCALKHU, IOCPeCTBOM KOTOpOﬁ AOKYMEHTAaM IPHUCBAWMBAKOTCA
COOTBETCTBYHOIIME KOJAbI PErucTpanud, KOTOpble MOI'YT COLEPKATb LU/ICI)pOBOe H 6y}(BeHHO€
3Ha4YeHue,

3aBepeHHasg KONHMA JOKYMeHTa - KONHS JOKYMEHTa, Ha KOTOpPOH, B COOTBETCTBUHU C
yCTAaHOBJIEHHBIM MOPAJKOM, IPOCTaBJEHbl PEKBU3UTHI, 00eCledynBalie ee IPUIUYECKYIO
3HA4YMMOCTb [IpH 3aBepeHHH COOTBETCTBUS KOMUH JJOKYMEHTA MOAJIMHHUKY HUXKE PEKBHU3UTA
«[Toanmycb» MpPOCTABJAKT 3aBEPUTEJIbHYI HaAMUCh: «Komus BepHa», [JOOKHOCTb JIMIlA
(MOJIHOCTBIO) 3aBEPHUBILEr0 KOMHUIO, JHUYHYIO MOAMNUCH, paciMPPOBKY MOAMUCH (MHULHADI
baMuInI0), faTy 3aBEPEHHUs], MECTOHAXOXKAEHH e OPUTHHaMa JOKYMEHTA;

dAPECaHT - [I0JIHOE od)uunaanoe U COKpallleHHO€ HAMMEHOBAaHKE OpraHu3alu UJin ¢amwm;1,
HHHUIIMAJbl JIULA - OTIpaBUTeENd AOKYMEHTa B ajpec ACCOLLH&ILLHYI (Ha OCHOBaHUM OJIaHKa
HAOKYMEHTA UJIM B COOTBETCTBHHU C JAHHBIMH, YKa3aHHbIMU B o6paLueH1/m rpaxc,aaHHHa);

ajpecar - IoJIHOe OQULIHAIbHOE U COKpAllleHHOe HauMeHOBaHWe OpraHU3aLuy UK GaMUIHA,
HHHUIIHMAJbl JIULA - ToJy4YaTesad JOKYMEHTa OT ACCOLU/IaLU/H/I (B COOTBETCTBUU C PEKBU3HUTOM
«Appecat»);

JleJI0 — COBOKYNHOCTb JIOKYMEHTOB HJIA OTJeJbHbI JOKYMEHT, OTHOCSIIUECS K OJHOMY
BOIPOCY;

AyOJIMKAT JOKYMEHTAa - I[OBTOPHBIM 3K3eMIUISIp MOJJHHHHKA J[JOKYMEHTa, WMEIOIHH
IOPU/IUYECKYIO CUITY;

MH(pOpMalUMOHHbIE TEXHOJIOTUH - NIPOLECCHI, METO/bI IOKCKA, C60pa, XpaHEeHHs], 06paboOTKH,
npeJoCcTaBJeHUs, pPacnpocTpaHeHUss HHPOpMAlLMKM M CIOCOObl OCYI[eCTBJEHUS TaKHX
MPOLECCOB U METO/]0B;

I/IH(l)OpMaIIHOHHO-TeJ'[eKOMMYHHKaILI/IOHHaSI CeThb - TEXHOJIOTHYeCKas CHUCTEMAQ,
npegHasHadYeHHad [Jd Irepejadyr I10 JIMHHUAM CBA3U I/IHCbOpMaLU/II/I, AOCTyII K KOTOpOﬁ
OCYyLIEeCTBJIAETCA C UCIIOJIb30BAHHWEM CPELCTB BBIUHCIUTENBHOH TEeXHHUKH,

HCCO - mHdopmanroHHas cucTeMa ACCOLMAIUH [/l BEJIEHHUS PeecTpa 4jeHoB Accolually,
HaKOIJIEHUH, 06PabOTKH U HCIOJIb30BaHUS MpoYed UHPOpPMaLUU O [eATeJbHOCTH YJIEHOB
Acconmpanuy;

JIn4HbIM KaGUHeT - MHQOPMaLIMOHHBIH pecypc B cucTeMe [JoKyMeHT0060poT 1C, co3AaHHbIN
A1 pabOTHUKOB AZMUHHCTpPALMU ACCOLMALMH W YJEHOB ACCOLMALMH, [03BOJSAIINNA
OTMPABJAThH U IPUHUMATD 3JIEKTPOHHbIE JOKYMEHTbI Yepe3 UHTEPHET B OHJIAUH PeXUME;

HOTapHa/IbHO 3aBepeHHas KONuA JOKyMeHTa (JOKYyMEHTOB) - JJOKYMEHT, 3aBepPeHHbIH B
[lopajke, ycranoBieHHOM OcHOBaMH 3akoHojaTesbcTBa PO o HoTapuaTe oT 11.02.1993 Ne
4462-1;

perucrpanusa JOKYMeHTa - [IPUCBOEHHEe JJOKYMEHTY PeruCcTPalMOHHOI0 HOMepa U 3alllcCh B
yCTAaHOBJIEHHOM IOpPsAJIKe CBeJJeHUH 0 JokyMeHTe B nporpamMmme UCCO, dpukcupyroime GpakT ero
CO3/laHHUA, OTIIPABJIEHUS UJIU MTOJIYYEHUS;

P€30/II0IHA - pellieHHe, IPUHATOe JOJXKHOCTHBIM JIML[OM UJIM COBelllaTe/IbHbIM OpPraHOM,;



cHCTeMa 3JIEKTPOHHOI0 JOKYMEHT0060pOoTa - HHPOpMALMOHHast CCTeMa, 06ecredrBaolas
c60p [JOKYMEHTOB (BKJIOYEHHE J[JOKYMEHTOB B CHCTEMY), HUX 06paboTKy, ympaBJieHHe
ZOKYMEHTaMH U JOCTYT K HUM, yepe3 HHPOPMaLHOHHO-TeJIEKOMMYHUKALMOHHYIO CETh;

CKaHMPpOBAHHE JOKYMEHTA - [I0JIy4YeHHE dJIEKTPOHHOTO 06pa3a AOKYMEHTa;

3JIEKTPOHHBIN 06pa3 AOKYMEHTA - 3JIeKTPOHHAas KOMMs JOKYMEHTa, W3TOTOBJEHHOr0 Ha
O6yMaXKHOM HOCHUTEJIE.

3JIEKTPOHHBIN JOKYMEHTOOGOPOT - JOKYMEHTO060POT C MPUMEHEeHHeM MHPOPMALMOHHOM
cucTeMbl  /lokymeHTo060poT 1C, MO3BONAIOMHUIA OOMEHHMBATBCS [JOKYMEHTAMM MEX/Y
Accouuanuen v yieHaMu AccolMariiu;

3JIEKTPOHHBIM JAOKYMEHT - JIOKyMEHT, CO3/JaBaeMblii B 3JIEKTPOHHOH ¢opMe 6e3
Npe/BapUTe/NIbHOI0 JOKYMEHTHPOBAHHA Ha OYMa)KHOM HOCHTeJIe U MO/|TUCaHHbIH YCUIeHHOH
3JIEKTPOHHOM MO/IMHUCHIO;

3JIEKTPOHHAA NMOJNMCH - 3TO PEKBU3UT 3JIEKTPOHHOI'O JJOKYMEHTa, NpeJAHa3Ha4YeHHbIH A
3alMTbl JaHHOIO 3JIEKTPOHHOTO J[OKYMEHTa OT MNOAJEJKH, IMOJYyYEeHHbId B pe3yjbTaTe
Kpunrorpapuveckoro npeo6pasoBaHus HHGOPMALMU C UCIOJb30BaHMEM 3aKPBITOTO KJH0Ya
9JIEKTPOHHOW UU(POBOKM MNOANKMCH W MO3BOJSAKIUN HAeHTUPULMPOBATb BJAZeJbla
cepruduKaTa KJo4a MOAMKUCH, @ TAKXKE YCTAHOBHTL OTCYTCTBHE MCKaXeHUS HHPOpMALUK B
3JIEKTPOHHOM JIOKYMEHTe.

CyliecTByeT TpH BU/jA 3JIEKTPOHHOH LIUPPOBOH MMOAITHUCH:

npocTas 3/71eKTPOHHO-UUPPOBas NOANUCH - 3JeKTPOHHAs MO/NKUCh, KOTOpPAasA NMOCPe/CTBOM
MCIOJIb30BAHMS KOJI0B, MapoJsied WJM HMHBIX CPeJCTB MOATBepkAaeT GakT GOpMHpOBaHHA
3JIEKTPOHHOMW NOJMUCU ONpe/ieJIEHHbIM JIUIOM.

KBa/IMPUIUPOBAHHAS 3JIEKTPOHHAsA MNOANMCh - 3JIEKTPOHHAA MOAMNHCh, KOTOpas
COOTBETCTBYET BCEM MpHU3HAKaM HeKBaIUQPULHUPOBAHHOW 3JEKTPOHHOM MOAINMUCU U
CJIeAYIOLIUM /IONIOJHUTENbHBIM TPU3HAKAM:

1) kJIOY [pPOBEPKH 3JIEKTPOHHOH MOAMMCH yKa3aH B KBaJUPUIUPOBAHHOM
cepTUdUKATE;

2) ANt CO3JJAHWA W NPOBEPKM 3JIEKTPOHHOM [MOJNHCH HCIOJAb3YIOTCA CPEACTBA
9JIEKTPOHHOHW  MOJNMCH, HMeILiHe MOATBEPXK/JEHHE COOTBETCTBHUS  TpPeGOBAHHUSIM,
YyCTAaHOBJIEHHBIM B COOTBETCTBHH C HACTOAIUM PejiepabHbIM 3aKOHOM.

3JIEKTPOHHOE cooGuieHHne - HHPOpMaLHMs, NepefjaHHas WM MoJy4eHHas [0Jb30BaTeNeM
UHGOPMALMOHHO-TEeNIEKOMMYHHUKALHOHHOM CETH.



3. JOKYMEHTHUPOBAHHUE YIIPABJIEHYECKOM IEATEJBHOCTH B
ACCOITAAIIAA

3.1 /lokyMeHTHpOBaHHe yNpaBJeHYeCKOH [JesTeJbHOCTH OXBaTbiBaeT BCE IPOLECChI,
OTHOCALHeCs K 3anucu (ukcanuu) U OPOPMJIEHUID HEOOGXOJUMOU [/l OCYIIeCTBAEHHUS
yTnpaBJIeHYECKUX JeHCTBUH HHQOPMALMH 10 YCTAHOBJIEHHBIM ITPaBUJIAM.

3.2 Ilpu moAroToBKe U 0POpPMJIEHHH JOKYMEHTOB HEOGXOAMMO COOJII04ATh yCTaHOBJIEHHbIE
paBHJIa U TPeOOBaHHUS B LIeJIIX 00eCIeYeHH s :

- IOPU/JUYECKOU CHUJIbI JOKYMEHTOB;

- OTIIPABKU U MOJIyYEeHHS JOKYMEHTOB;

- OMepaTUBHOIO U Ka4eCTBEHHOI0 UCIIOJIHEHHUS U MOUCKA JJOKYMEHTOB;

- BO3MOXHOCTH 06pabOTKHU JOKYMEHTOB C IOMOIIIbIO CPEICTB
BbIYUC/UTENbHON TEXHUKH;

- KayecTBa JJOKyMEHTOB KaK HCTOPUYECKHX (apXHUBHBIX) HCTOYHUKOB;

- COXPaHHOCTH JJOKYMEHTOB.

3.3 BeseHnune 6yxranTepckoi, pUHAHCOBOMH, HAJOrOBOH, CTATUCTHYECKOH, KapoBoii U Lpyroi
CrerMajM3upOBaHHON JOKYMeHTallukM, B TOM YHCJIEe JOKYMEHTALUU O JeATeJbHOCTH 4JIeHOB
Acconunanuy, OCyL|eCTBJIIETCA B COOTBETCTBUM C IMpaBUJaMH W TpPEGOBAHUAMH,
YCTQHOBJIEHHbIMH  [IEUCTBYIOIMM  3aKOHOJATeNbCTBOM  Poccuiickoét  ®epepauuud U
COOTBETCTBYIOUUMH  BHYTPEHHUMH  [JOKYMEHTaMH, peryJupyoIUMHA  JedTeJbHOCTb
Accouumaluu.

34 B AccouuauuMu  HCNOJb3YIOTCH  CUCTEMA OPraHU3aAlMOHHO-PACIOPALUTENLHOMN
JIOKyMeHTalHH U CUCTeMa JJOKYMEeHTAaL UK [10 B3aUMO/IeHCTBUIO C YJeHaMU AcCoLHaluu:

a) cMcTeMa KOprnopaTHBHON OpraHMW3allHOHHO-PACOPSAUTENbHON JOKYMEHTALMH BK/II0YAET:
- JOKYMeHTaLUIO 110 CO3/JaHHI0, peOpTraHU3alHH, TUKBUAALUU AccoLiMaliuy
(perucTpupyeMble JOKYMEHTbI, Y CTaB, CBU/IETENbCTBA U T.IL.);

- JOKYMEHTal U0 AeATeJIbHOCTH OPraHOB yIIpaBJeHUSA Accouuaunn (HpI/IKaBbI, YKa3aHu4,
pacnopsarkeHud, NopyYeHUuda AeATeJbHOCTH, pelleHUs , IPOTOKOJIbI, aKTbI),

- [JIOKYMEHTAaLHWI [0 OpraHUW3allMOHHOMY pEryJUPOBaHUI U  ONEepaTHBHO -
MHGOPMaLMOHHOMY PEeryJHMpOBaHUIO esiTeJbHOCTH AccolMaluu (IIPOTOKOJIbI 06ILEro
coOpaHHs ynpaBJieHHS M CHelHaJH3UPOBAaHHBIX OPraHOB, WHCTPYKLMH, MOJIOXKEHHS,
persiaMeHTbl, BHYTPEHHHE [JOKYMEHTHI, IpaBUJa, CTAHAAPThI, aKThl, MHCbMA, JeJ0Bas
(cmy>kebHast) mepenucKa U Jp..);

- KaJjpoBas JJOKyMeHTalus (1o npueMy Ha paGoTy, 10 ePeBOAYy Ha APYryio paboTy, 110
YBOJIbHEHHIO C paboThl, 10 0GOPMJIEHHIO OTIYCKOB, MO 0QOPMJIEHUIO MOOLIPEHUH U
AUCHHUIIJIMHAPHbBIX B3bICKAHWHW PAGOTHUKOB a[MUHUCTPALIUU ACCOLMALIMH);

i 6YXFaJITepCKHe U pyrue (I)I/IHaHCOBO-SKOHOMI/I‘{ECKI/Ie AOKYMEHTbI Accounaunn;



JLlOKyMeHTBbI,  BXOASLIME B  CHUCTEMY KOpPIOpPaTHUBHOW  OpraHM3alMoHHO-
pacnopsiiuTe/IbHON JOKYMEeHTAaLUM, SBJSIOTCS OCHOBOH [eATeNbHOCTH KaX/oro
paboTHHKA aJMUHMCTPALUH Accoluanuu, JeATeJbHOCTH YJEeHOB ACCOLMAlUU U
e TeJbHOCTH ACCOLMALIMU B LIEJIOM.

6) cucTeMa JOKYMEHTALMH MO OGECNeYyeHHI0 YJIEeHCTBA B AcCCOLMALMKM BKJAKOYAET BCe
ZAOKYMEHTBI, BXOAsILHE B JieJia 4ieHOB Accoyuanun, GopMUpyeMble Ha 6yMaKHbBIX HOCUTEJSX
WJIK B BH/@ 3JIEKTPOHHBIX JOKYMEHTOB WJIH B BU/le 3JIeKTPOHHBIX 06pa30B JOKYMEHTOB (110
HEOOXOAWMOCTH) B OTHOIIEHMH KaXJOr0 4ieHa ACCOLMALMM, KOMNaHHM (OpraHHU3aLuu),
CBEJIeHHUsI 0 KOTOPBIX BK/IIOYAOTCS B PeecTp uieHOB AccoLMaLiuu.



4, OBIIME TPEBOBAHHUA K JOKYMEHTAM ACCOUMALIHMHU W OP®OPMJIEHHUIO HUX
PEKBU3UTOB

4.1 O6mMe Tpe6OBaHMS K CO3JaHUIO JOKYMEHTOB

4.1.1 [lokymeHTbl Acconuayudd CO3JAIOTC Ha OYMaXKHbIX HOCHUTEJSAX H/HJIU B
3JIEKTPOHHOM ¢dopMe ¢ CcOO/IIOJEHHEM YCTAHOBJIEHHBbIX TMpaBua O(GpOPMJEHHs TaKHUX
JIOKYMEHTOB.

4.1.2 Ilpu co3jaHuM OKYMEHTa Ha JBYX U 60Jiee CTpaHHUIax BTOPYIO U MMOCAEAYIOIIHe
CTPaHHULBI HYMEPYIOT apabCKUMU LU paMHU.

Homepa cTpaHu1, NpoCTaBAAOTCS CipaBa HUXKHETO TMOJIS JOKYMeHTa Ha PAaCCTOSIHUY HE MeHee
10 MM OT npaBOro Kpas JKCTAa.

JlonyckaeTcd co3fiaHue JOKYMEeHTOB Ha JIMLEBOK U 060pOTHOU cTopoHax jiucta. [pu
JIByCTOPOHHEM CO3/JaHHH [JOKYMEHTOB LIMPHUHA JIEBOT'O MOJIS Ha JIMI[EBOM CTOPOHE JIMCTA U
IPaBOro M0Jisl Ha 060POTHOM CTOPOHE JIMCTA JOJXKHbI 6bITh PaBHBI.

4.1.3 [IpeAnOYTUTEJIbHON TAPHUTYPOH U pa3MepamMu mipudTa A/l PEKBU3UTOB
JIOKYMEHTA SIBJASIIOTCS:

- Times New Roman Ne 14.

[IpeamodTUTE/ILHOM FApHUTYPOU U padMepaMu WpUdTa A/ 0GOPMJIEHUST JOKYMEHTOB
SIBJISTFOTCS:

- Times New Roman Ne 14.
[Tpu cocraBsieHry TabIML, JONIyCKAETCS HCII0b30BaHUE IPUPTOB MEHBIIIHUX Pa3MEPOB.

4.1.4 A63auHbIN OTCTYM TeKCTa JoOKyMeHTa - 1,25 cM.

3aroJioBKH pa3feJsioB U moApa3eJioB Me4aTarnTCA C a633LleIM OTCTYIIOM HUJIK HEHTPUPYIOTCA
[10 IIMPpHHE TEKCTAa.

MHOFOCTpO‘{HbIe PEKBHU3UTHBI N€9aTATCA Yepe3 O4HUH Me)KCTpO‘-IHbII‘/JI HHTEpBaJ, COCTABHbIE
9aCTH PEKBU3UTOB OTAEJNAITCA JONOJIHUTEJbHBIMU HHTEPBaJaMHU.

TekcT AOKYMEHTaA [1e4aTaeTCda Yepes3 1,5 MEXCTPOYHBIX HHTEpBaJia.

Ecau AOKYMEHT 'OTOBUTCA AJA U3AHHA C yMeHbLIeHHEM MaciTaba, TEKCT rmeyaTaeTcd qepes3
ABa UHTepBaJa.

WHTepBasn Mex 1y 6yKBaMU B CJIOBaxX — OObIYHbIH.
WHTepBas Mexy c/10BaMH — OJJUH TIPOGe.

4.1.5 TekcT OKyMeHTa BbIpaBHUBAETCS M0 MIKPHUHE JiMCcTa (110 TpaHULiaM JIEBOI0 U
NpaBoro MnoJiel JOKyMeHTa).

JiHa caMoi JUIMHHOKM CTPOKH PeKBU3HUTA PU YTIJIOBOM PacCIoJIOKEHHUH PEKBU3UTOB He 60Jiee
7,5 cM.

JiiHa caMo¥ JUIMHHOHW CTPOKH PeKBU3UTA PU MPO/J0JIbHOM PACIONIOKEHUHN PEKBU3UTOB He
ooJiee 12 cMm.
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4.1.6 OT/esibHbIE GparMeHTbI TEKCTa MOTYT BbIJEASATHCS MOJLYKUPHBIM IPUPTOM,
KYPCHUBOM.

4.2 Opopm/ieHHE PEKBU3UTOB AOKYMEHTOB

4.2.1 Jlt060¥i JIOKYMEHT COZLePXKUT 3JIeMeHTbl 0GOpPMJIEHHS — PpeKBU3UTBL.

4.2.2 B cocTaB OCHOBHbIX 06513aTe/IbHbIX PEKBU3UTOB, yCTaHaBJIHBaeMbIX B Accoupanuy,
BXO/IHMT:

- HauMMeHOBaHUe AccolHaluu;

- HauMeHOBaHHe  BHJa  JIOKyMeHTa (A  OpraHU3aLMOHHO-PACHOPSIAUTENbHBIX
JIOKyMEHTOB);

- JaTa JOKYMEeHTa;

- PEerucTpanUuOHHbIM HOMep JOKYMeHTa (Ko JOKyMeHTa);

- TeMa JOKyMEeHTa;

- €CJIM 3TOT AOKYMEHT WJIK MUCbMO B OTBET, HEOGX0AMMO YKa3aTb PEKBU3UThI JOKYMEHTa,
Ha KOTOPbIY HaMpaBJIAETCH OTBET;

- CChbLJIKa Ha PEruCTPaLMOHHbBIA HOMED U ATy MOCTYNHUBIIETO JOKYMEHTa;

- rpud orpaHudYeHHs [JocTyma K JAOKYMEHTY (4Jid [JOKyMEHTOB OrpaHHYeHHOro
[10JIb30BAHUS);

- azapecat: gospkHoCThb, PMO, HauMeHoOBaHUe aJpecaTa.

Acconuauns Pernonaannoe orpaciesoe odbeunenne pagorogare.eii
«Caxaannckoe Cavoperyaunpyemoe Ofbeannenne CTpouteneii»

e

Perucr i HOMep B rocysap Aapec: 693000, CaxaanHckas o6aacrs,
peecrpe PEryANPYeMBIX 0PI it Fopoa 0xkuo-Caxanuuck, y1. Kapaa Mapkea,
CPO-C-019-06072009 A.20, 0¢. 201

OrPH 1086500001312
HHH 6501201580

Tenedon (daxc): +7 (4242) 311045, 468596
Ja. noyra: np@ssros.ru web-caiit: ssros.ru

Hex. e 575 o1 7 OF, Ae220 Unteny Accounannn «CaxaTHHECTPOID

Hupextopy OO0 «Boctokaopetpoii»
WHH 6501272704
A.B. I'oprosy

NPEAOCTEPEXKEHHUE/MIPEAYIIPEKIEHHE
O HEAOMYCTHMOCTH HApYmIeHHs nojoxkenuii Ipagocrpoureasnoro kozexca PO

Ypaxkaemslif Anekcanip Bacuabenuy!

Ne 236 - pa3pbIB Mex/ly 3HaKOM HoMepa U udpamu, a He Ne236

ropojg H0kHO0-Caxa/IMHCK - HeJ/lb3s COKpalaTb CJOBO ropoj - r.. TeM 6osee HEeLJOMyCTHMO

r.f0xH0-CaxasHCK (CIUTHO)
cesio BBIKOB, a He c. BbIKOB, U TeM 60Jiee He C.BbIKOB

[lerpoB U.M.- Hesb3sa W.M.IleTpoB. Heo6XoAMMO JAesaTb pa3pbiBbl Mexay Gamuineil u

HHHUIHAJaMH.
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yn. Kapsia Mapkca (usin yanna Kapaa Mapkca, a He yi.Kapsia Mapkca. (pa3pbiBbi)
aom 20,a He 1.20
oduc 201, a He 0d.201

Ecau nuiieTcs o 3aKoHe, TOorAa HeO6XOAI/IMO HOMED 3aKOHa 00603HayYaTh —

PepepanbHbiii 3aK0H N2 372-®3, a He 3-372., faTa, HAUMEHOBaHHUe.

- rpud yTBepKAEHHUS JOKYMEHTA;
- 3aroJIOBOK K TEKCTY;
- TEeKCT 0KYMEHTa;

- OTMETKa O MPHUJIOKEHHH, IPONHCBIBAETCS B CAMOM TEKCTe, Hanpumep cM. [Ipusioxenne
Nel.

- BH3a, yKa3bIBaeTCA Ha PE30JIIOLHH CaMOro JO0KYMEHTa, Ky/la U KOMYy OTIHCaH JaHHbIH
JIOKYMEHT M Ha KaKoe UCTIOJIHEHHUE;

- TMOJIHUCh, MPOCTABJIAETCA B KOHLIE JOKYMeHTa eCJIM 3TO MUCbMO HJIK JOTOBOD, MPUKa3 U
B BEPXHEM [1PAaBOM YTJIy €C/IM 3TO JOKYMEHT Ha yTBepx/JeHue. Hanpumep:

NUCbMO-
JOJI>KHOCTb MO IHCH ®U0

= €CJIM NOAIMHKCH JiMla MPOCTABJAAETCH Ha (l)HpMeHHOM bJ1aHKe OpraHusanuu, K JOJKHOCTHU
JINLa HE ,ZIO6aBJIHeTCH HaMMEHOBAaHWE OpraHru3anu OTIIPpABUTEH;

- OTMeTKa 00 3JIeKTPOHHOMH MOJMUCH, IPOCTABJISETCSI BHU3Y HUCIOJHEHHOrO JOKYMEHTa,
KOTOpPBIN OTIIPABJSETCs B 3JIEKTPOHHOU popMe;

- OTMeTKa 06 UCIOJIHMTEJIe, B KOHLe THCbMa UJIM Ha MOJIsIX 06513aTe/IbHO MPONKUChIBAETCS
¢aMuIMA M MHHULKAAbBl YeJOoBeKa, KOTOPbIH MOJArOTOBHJ JaHHBIH JOKYMEHT H ero
KOHTaKTHbIKH TesedOoH AJd y06CTBa B paboTe U ObICTPOr0 pearipoBaHusl.

B 3aBucuMocTH OT BHJA JJOKyMeHTa B HEM MOTYT ObITb HCIOJIb30BaHbl JpPyrue
pekBU3UTHI B cooTBeTcTBUU ¢ ['OCT P 7.0.97-2016.

A) HaumMeHoBaHue Accouuauym — YKa3bIBaeTCAd B IMOJHOM COOTBETCTBUU C HAMMEHOBAHUEM,
3aKpenJieHHbIM B YcraBe Accounauun, BKJItOYad COKpalleHHOe HaMMeHOBaHUE.

B) Haumenosanue Bua JokyMeHTa (IpHKa3, MPOTOKOJI, paclopsKeH|e) BKII0YaeTcs B 6J1aHK
ZIOKyMEeHTa COOTBETCTBYIOLIEr0 BHJAa HJIH YKa3blBaeTCsl COCTABUTEJEM IpPU MOATOTOBKE
JflokyMeHTa. HauMeHoBaHKe BH/la JOKYMEHTA He YKa3bIBAeTCs B MUCbMaXx.

B) [laToii poxkymeHTa fBJfeTCs AaTa ero MOANUCAaHUS (pacnopsaguTe/NbHble JOKYMEHTBI,
MucbMa), JlaTa YTBEPX/eHUS YTBEPXKAAeMOro JOKyMeHTa (perJaMeHT, WHCTPYKLUS,
MOJIOKEHHUE U [I.), UK [laTa COObITHSA, 3aPUKCHPOBAHHOTO B JOKyMeHTe (IPOTOKOJI, aKT).

Bce ciyxebHble OTMETKH Ha JIOKYMEHTe, CBSI3aHHbIE C ero MPOXOX/JEHHEM M HCIOJHEHHEM,
A0JDKHbBI JATUPOBATHCA U MOANUCHIBATHCA C PaclIKGPOBKAMHU AOJDKHOCTH ¥ nognucu (OHO0).

[lata pokymeHTa opopmisdercd apabCKUMH LUbpaMU B OJHOH CTPOKe B CJeAylolei
MOC/eI0BAaTENIbHOCTH: [leHb, MeCAl], ToJ, CJOBECHO-LUPPOBBIM UJIH LUPPOBBLIM CIOCOGAMHM.
CsioBecHo-1MdppoBo# crioco6 (Hanpumep, 12 gekadpst 2017 r.) MOKET IPUMEHATLCSA B TEKCTaX
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NPUKA30B, PACIOPSHKEHUH, PaBHJI, MOJ0KEHUH, MHCTPYKLKH, mucem u Ap. [Ipu opopmaeHnn
AAaTbl BU3UPOBAHHSA, a TaKKe BO BHYTPEHHHX CIPABOYHbIX MaTepHasjaX, B OTMETKax O
NPOXOX/JEHUU U MCIOJHEHHUH JIOKYMEHTa MOXET MPUMEHSTbCS LUPPOBOH CrOCO6
AatupoBanus (Hanpumep - 12.12.2017). Iocsie HanucaHust JaThl [UPPOBLIM CIOCOGOM He
CTaBUTCA GYKBa «I'» C TOYKOM MJIM NPOCTO TOYKA, 33 HCK/IOYEHHEM CJydas, KorAa AaToi
3aKaH4YMBaeTCs npejioxeHue. [Ipy 3ToM c10BO «roZ» He COKpallaeTcs, a MULIETCS TOJHOCTDIO.

Ecniu okyMeHT HamedaTaH Ha 6J1aHKe, TO laTa IPOCTABJISAETCS B MECTE, OTBeZleHHOM JJIS Hee B
HITaMIIe OJIaHKa.

JlaToi I0KyMeHTa, U3JjaBaeMOro COBMECTHO JBYMs MJIH 60Jiee OpraHu3aluAaAMH, BJASETCs JaTa
GoJiee Mo3AHEH MOANUCH, XOTHA KaX/Jast OpraHU3aLKs CTABUT CBOM HOMep JJOKyMeHTa U JJaTy ero
MOANUCaHUA (PerucTpalLyu) B 3TON OpraHu3alu.

) PerncrpanuonHelil HOMep JloKkyMeHTa (KO JOKYMEHTa) - 3TO MHAMBHUAYaIbHOE LIUPPOBOE,
OykBeHHOe 0603HaYeHHe JOKYMEeHTa, IpUCBAaUBaeMOe eMy COrJIACHO MPUHATOH B AccolUaliu
CHUCTeMe HHAEeKCaluH (KoJupHUKaLUK), OCHOBY KOTOPOH COCTABJSIET MOPALKOBbIN HOMEp, MK
perucTpalMoHHbIi HOMep 4J1eHa B peecTpe ACCOLMAIMH UK 6YKBEHHOE 0603HaYeHUe OTIea,
KOTOPbIH MOATOTOBHJ MJIKM KOTOPOMY OTIHCAH JIaHHbIH JOKYMEHT, MJIM CllelHa/bHast CUCTEMA
KoAuUKALUH).

Ecnu AOKYMEHT HalledaTaH Ha 6JIaHKe, peFI/ICTpaLLPIOHHblﬁ HOMEp CTaBUTCA B JIEBOM yTIJIY Ha
[IEPBOM JIMCTE JOKYMEHTa.

PerncTpayuoHHbli  HOMep [JOKyMeHTa (NpHKasa, paclOpSDKEHHS, COTJIaLleHHs),
COCTABJIEHHOTO COBMECTHO [ByMS W 60Jiee OpPraHHU3aLUsMU, COCTOUT W3 PErvucTPaldOHHBIX
HOMEpOB KaX/[0W OpraHU3al|H, MPOCTaB/IfAEMbIX Yepe3 KOCYH 4YepTy B MOpsjKe yKa3aHHS
aBTOpOB JJOKYMEHTa.

PEFI/ICTpaHHOHHbIe HOMEpa NpHMCBanBarOTCAd B paMKaX MaCcCMBa KaXX0ro Buja JOKYMeHTa
B IIpeJieJiaxX KaJIeHJapHOoro roja.

PeFHCTpauHOHHbIﬁ HOMEp HCXoAdlero IMnucbMa, MNOOAMNHWCAHHOIO FeHepaJIbeIM
AUPEKTOPOM Accounaunn, [IPUCBAKMBAETCA Yepe3 YYETHYIO HHCI)OpMaL[I/IOHHy}O [IporpamMmmy.

[Ipy moAroToBKe MNpoeKTa HCXOAALIEr0 MHUCbMAa MeyaTaTb (GpparMeHT PerucTpalMOHHOrO
HOMepa TpebyeTcs, IM60 MPOCTaBISETCS

A) Ccblika Ha perucTpalMOHHBIH HOMep ¥ JaTy [OCTYNMBIIEr0 JOKyMeHTa - 3TO
UHAWBH/yaJbHOE 0003HayeHHe IOCTYNHUBIIEro JOKYMEeHTa, Ha KOTOPbIM JaeTcsad OTBET,
IPUCBOEHHOE eMy OpraHHU3aluen-0TIPaBUTEJIEM.

/) Agnpecar wucnonbsyerca npy oQOPMJIEHHH AeJOBbIX (C/AyKeOGHbIX) MHUCEM, BHYTPEHHHX
MHGOPMALMOHHO-CIIPABOYHBIX JJOKYMEHTOB (JOKJIA/HBIX, CIY)KEGHbBIX 3aMTUCOK U Ap.).

AZlpecaToM [J0OKyMeHTa MOXeT ObITb OpraHHU3alus, CTPYKTYpHOe Mojpas/jeneHue
OpraHu3aLKH, JOJXKHOCTHOE UJIH QU3UYECKOE JIULLO.

PeKkBU3UT «ajipecaT» NpoCTaBisAeTCs B BePXHEH NpaBoi 4yacTh JoKyMeHTa (Ha 61aHKe C
YIJIOBBIM DAaCMOJIOKEHUEM pEKBU3HWTOB) HJM CIpaBa [0/ peKBH3UTaMH GJiaHka (npH
MPOJOJIBHOM  PAaCMOJIOKEHWH  DPEKBU3UTOB 6saHKa). CTPOKM peKBU3WTa «ajpecaT»
BBIPABHUBAIOTCS 10 JIEBOMY KPAK MJ/IM LIEHTUPYIOTCA OTHOCUTEJbHO CaMO# JIIMHHON CTPOKH.
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[Tpu azpecoBanuu AOKYMeHTa OpraHU3alMK UK ee CTPYKTYPHOMY MOZpaszeeHuio 63
yKasaHUd [OJDKHOCTHOIO JIMLA HMX HaWMEHOBAaHHS MNHIIYTCId B HMEHHUTEJNbHOM Majexe,
HampuMep:

MwuHucTepctso ctpoutennctsa CaxannMHCKON
obnactu

MpasoBoii oTaen

Mpn agpecoBaHUMM [OOKYMEHTa [JO/MKHOCTHOMY J/IMLY YKa3biBalTCA B AaTe/IbHOM najeske
HaMMeHOoBaHMe AO0/IKHOCTU TaKoro /iMua, BKIOYaloWwee HauMeHoBaHUe opraHu3aumm, Gamuanio u
MHULMANbI AOIKHOCTHOIO /MLLa, Hanpumep:

['eHepasbHOMY AHPEKTOPY
000 CK «CDEPA»
H.0. amunud

HanmeHoBaHHsl BOMHCKHMX M MOYETHBIX 3BaHWU, y4eHbIX CTeleHeHd ajpecaTa MUIIYTCA CO
CTPOYHOM O6YKBbI, HAPUMED:

[Ipesuzsenty PAH akagemMuky
H.I1. OpexoBy

B cocraB pekBu3uTa «AfjpecaT» MOXKeT BXOAUTb NOYTOBbIN aZipec. JJIeMEHThbI TOUYTOBOI0 aJjpeca
YKa3bIBAlOTCA B [10CJI€/{0BATENbHOCTH, yCTAHOBJEHHOH [IpaBruiaMu 0Ka3aHUs yCIyT MOYTOBOM
CBSI3U, HAMIPUMeED:

MUHUCTEPCTBO CTPOUTEJILCTBA CAXAJIMHCKOW OBJIACTH
KOMMYHUCTHUYECKU TIP., fom 32,
I02KHO-CAXAJIMHCK, 693011

[TouTOBBIN aZpecC MOXET He YKa3bIBATbCA B JIOKYMEHTAaX, HallpaBJIIEMbIX B BbICIIHME OpPTaHbI
BJIACTH, BbILIECTOALIME OPraHU3alry, NIOABEJOMCTBEHHbIE OPpraHU3alHU U IOCTOAHHbBIM
KOppeCloOHAEeHTaM (38 HCKJII0O9YEHHEM HallpaBJIeHUA TUCEM YKa3aHHbIM aJpecaTaM B
KOHBepTax C NIPpO3pa4YHbIMH OKHaMH.

[Ipu agpecoBanuu fOoKyMeHTa GU3UYECKOMY JIMLY YKAa3bIBAIOTCA: GaMUIUS HHULIKAIBI,
MIOYTOBBIN aZipec, HanpuMmep:

BeikoBy M.B.

KOMCOMOJIBCKAA YJI., nom 12,
KBapTupa 32, roposg MAKAPOB,

CaxasiMHCcKadg o6J1acTb, 694032

[Ipy ornpaBke NucbMa 1O 3JIEKTPOHHOM MoYTe UM MO GAaKCUMUJIBHOH CBA3U (6e3
JIOCBIJIKH TI0 IOYTe) NOYTOBbIM aZjpec He yka3dbiBaeTcsl. [Ipd HEOOGXOLUMOCTH MOXET ObITb
yKasaH 3JIeKTpOHHbIH aZipec (HoMep TesiedoHa/Ppakca), HanpUMep:
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Bcepoccuiickuii Hay4yHO- HCCIe[0BATENbCKUH HHCTUTYT

JIOKYMEHTOBe/JeHUS U apXHUBHOTO AieJsa, mail@vniidad.ru
JloKyMeHT He JJoJDKEeH coZiep>KaTh OOJIblIe YeThIpeX afpecaTos.

CsoBO «komus» mepeji 0603HAYEHHEM BTOPOrO, TPEThEr0 W YETBEPTOro ajpecaTa He
MUIIETCA, KaXk/[blH 3K3eMIIAD AOKYMeHTa AOJDKeH ObITh MoAmnucaH. [Ipy HampaBieHUH
AOKyMeHTa 60Jiee 4eM B YeThIpe aJipeca COCTABJISETCS YKa3aTesb paccbuiky (MpuaoxeHue No
42) ¥ B KaXk[lOM 3K3eMIUIApe AOKYMEHTa yKa3blBaeTCsi OJWH ajpecar. [IpuBeseHHbIH B
MPUJIOKEHUH 06pasel] yKasaTess HCIOJNb3yeTCs [P pacChliKe [I0KYMEHTOB BHYTPH
Accouuanuy, a Takxe B J[pyryue opraHu3aryH.

Eciu fokyMeHT aZipecoBaH B HECKOJIbKO OJHOPO/JHBIX OPraHM3allHi, TO UX CJeyeT YKa3blBaThb
000011[eHHO, HalpuMep:

PykoBouTeNIsIM CTPOUTENBHBIX
OopraHu3aluu 41eHoB Accolpaluu

Hesb3s1 yka3biBaTh TOJILKO [JOJKHOCTD a/ipecaTa 6e3 GaMUINK U UHUI[HAJIOB JIMIA, K KOTOPOMY
obpalarTCcs.

3) 'pu¢ yTBEpK/AeHUA TPOCTABIAETCA Ha JOKYMEHTE B C/Iy4ae ero yTBepKaeHus [eHepasibHbIM
AUPEKTOPOM ACCOLHAL|MH, pacrnopsAJUTeNbHbIM JOKYMEHTOM ([OCTAHOBJIEHHE, pelleHHe,
NpWKa3, pacnopsykKeHue) WJM pelleHHeM HWHOr0 oOpraHa ymnpaBJeHus AcCCOLMALUU WU
CreLiMaJn3upOBAHHBIX OPTaHOB ACCOIHMALIMH.

['pud yTBepxaeHus pasMeliaeTcss B IPaBOM BepXHEM YIJy MEPBOTO JIUCTA JOKYMEHTA.
CTpOKH pEeKBM3WTa BbIDAaBHHBAIOTCSA IO JIEBOMY KpaKw HJW LIEHTPUPYIOTCA OTHOCHTEJbHO
CaMOU AJIMHHOU CTPOKH.

[Ipu yTBEpXKAEHUH JOKYMEHTA AOKHOCTHBIM JIMIIOM TpU( YTBEPXKJEHHUS COCTOUT U3
cioBa YTBEPXK/AIO, HauMeHOBaHUs JO/DKHOCTH JIMLA, YTBEPXKJAIOIIEr0 JOKYMEHT, ero
MOJMUCH, MHULHAIOB, GaMUJIHHU U AaTbl YTBEPXKAEHUs, HATIPUMED:

YTBEPX/IAIO
['eHepasibHBIN AUpeKTOp AccoliMalum

(inuHas noanuck) B.IT. Mo3osieBCcKkui

12 nexabps 2017 roga.

[Ipu yTBEpXAEHUU JOKYMEHTA PaCNopsA/JUTENbHbIM JOKYMEHTOM IpU YTBEPkKACHUS
coctout U3 ciosa YTBEPXK/JEH (YTBEPKAEHA, YTBEPX/EHbBI nsnu YTBEPXKEHO),
COrJIaCOBAHHOT'O C HAMMEHOBAaHHEM BH/la YTBEPXK/JaeMOT0 JOKYMeHTa, HAaMMEeHOBaHHs
pacnopsiANTENbHOI0 JIOKYMEHTA B TBOPUTEIbHOM NaZleXe, ero AaThl U HOMepa, HallpUMep:

1. (PernameHT)
YTBEPXX/EH
npuKasoM ['eHepaJibHOTO UPEKTOpa
Accouuranuuu ot 12 fekabpsa 2017 r. Ne 45
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HEJIb34 PASPBLIBATL YHUCJIO U MECAL, UJIU MECAI] U T'O/JI, 3TO OBA3ATE/JILHO!!
2. (IpaBuna)
YTBEPX/EHbI

npyKaszoM ['eHepasbHOIO AUPEKTOpA

Accoumanuu ot 12 nexkabps 2017 r. Ne 46

[Ipu yTBepx/AeHUH JOKYMeHTa KOJIJIerHaJbHbIM OPraHOM, pelieHuss KOTOPOro
bUKCUPYIOTCA B IPOTOKOJIE, B rpude YTBePK/JeHHs yKa3biBaeTCs HAMMEHOBaHUE OpraHa,
pelieHrueM KOTOPOro yTBePXKAeH JOKyMEHT, JaTa U HOMep MPOToKoJ1a (B

cKkobkax), Hanpumep ([osoxxeHue):

YTBEPX/JEHO
[IpaBienuem Accounanuu «CaxaJuHCTPOU»

(mpoTtokous oT 12.12.2017 Ne 27)

W) 3aronoBoK K TeKCTy (TeMa MUCbMa, OOpalleHHs1) — 00s3aTeJbHOE KPAaTKOe COZepKaHHe
JIOKYMeHTa, KOTOpOe pacloJiaraeTcs IepeJ; TEKCTOM CJeBa, OT TIpPaHMIlbl JIEBOrO IOJIA.
3aro/1oBOK 06bIYHO KPaTKO OTBeYaeT Ha BOMPOC «0 4eM?» U GOPMYJIHUPYETC C IPeIoroM «O»
(«06»). Ecin B J0KyMeHTe OCBelllaeTCcsl HECKOJIbKO BOMIPOCOB, 3ar0JIOBOK (TeMa) MOXKET ObITh
06061eHHBIM. 3aro/10BoK (TeMa) GOpMyJIHUPYeTCs UCIIOJTHUTEEM [IPU TOATOTOBKE JOKYMEHTA.
3aroJioBOK (TeMa) COCTaBJsIeTCsl K JOKyMeHTaM, 0popMisieMbIM Ha 6saHKe popmaTa A4 (210 x
297 mM). K TekcTy J0oKyMeHTOB, opOpMJIEHHBIX Ha 6JaHKax A5, 3aroJIoBOK ZONyCKaeTcsd He
yKa3bIBaTh.

Touky B KOHIe 3aro/ioBKa (TeMbl) He CTaBAT. K TeKCTY 06'beMOM, He MpeBbIIaIineM 4 - 5 CTpoK
(ozHOrO ab3alia), 3aroJIOBOK MOXKET He COCTaBJIAThCH.

K) Tekct fokymMeHTa - npejcTaBasieT cO60H UHPOpMaIHio, 3abUKCUPOBAHHYIO JII0OLIM THIIOM
nucbMa WK JIHOOOM cucTeMOH 3amucu HHopManuio. TeKCT JOKyMeHTa MO0 CTPYKTYpE,
MPUHATBIM GOPMYTMPOBKAM, yCTONYUBBIM CHHTAKCHYEeCKUM KOHCTPYKIUAM HEIoCPeCTBEHHO
CBA3aH C BHU/JOM W Pa3sHOBUJHOCTbI [JOKYMEHTAa, NMPH 3TOM JOJDKEH OTBedYaTb OOLIUM
Tpe6oBaHUAM, MNpPeAbABJsSEMbIM K TEKCTaM CJAyKeOHbIX JOKYMEHTOB, YCTaHaBJMBaeMbIX
HacToswen UHCTpyKLuel.

[Ipu ynorpe6sieHHH B AOKyMeHTax LHUpoBONW HHOpMaLUK OHO3HAYHOE YHCJIO B
3alMCH BOCMPOM3BOAUTCA CJIOBOM, a OJJHO3HAYHOE YHUCJO C YKa3aHHeM Mepbl (eJUHHUL[bI
U3MepeHUH) nuueTca UuPpoi (Hanpumep, «...He 60Jiee TPexX BUZ0B PaboT», HO «...3 KM»).

CocraBHble YUCIHUTENbHbIE 3aMUCBIBAIOTCA LHUPpaMH, 32 UCKJIOYEHHEM TeX CIy4aes,
Korjja Takde 4ucJla Ha4MHAIOT NpejoKeHHe (HanpuMep, «/IBeHaAlaTb OpraHu3alui...», HO
«..OpraHusauua noay4yusa 12 yucrtepH»). [lopsiiKOBblE YMCAMTEJNbHbIE 3alUCBIBAIOTCH C
yKazaHHeM NaJeXHbIX OKOHYaHUH (HalpUMep, «...CelHaNHCT 2-T0 KJaacca»).

JlOKyMeHTbI, pa3pabaTblBaeMble Ha OCHOBAHUM pelLIeHHH, pacrnopsKeHHH, NpUKa30B,
JIMPEKTUB, IOPYyYEHHUH, JOJDKHBI COZePkKATh CChIIKY Ha UX MOJHbIE PEKBU3UTHI:

- HauMMeHOBaHHWe  JIOKYMEHTa, aBTopa  JOKYMEeHTa, [Ty  JOKyMeHTa,
pPEerucTpalMoOHHbIM HOMEp JOKYMEHTa, 3aroJiOBOK K TEKCTy HWJM HaWMeHOBaHHWe BHJA
JIOKYMEHTa;
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- HaMMeHOBaHWe JO/HKHOCTHOIO JIULA, yTBEPAUBILIErO JOKYMEHT.
TexcT gokymeHTa foJskeH 6bITb YETKHM, KPAaTKUM W 06eCleYyrBaTh TOYHOE W OJHO3HAYHOE
[IOHUMaHHe U3JI0’)KEeHHON B HeM HHPOpMal|HH.
Tekct foxkymeHTa MOXeT cofepXkaTb pasfesbl, [0Apa3jesbl, MyHKTbl W MOANYHKTBI
HyMepyeMble apabCKUMHU LudpaMu. YpoBHEH py6puUKaLMH TEKCTa He JOJIKHO ObITh GoJee
YeThIpex.

[Ipu oTCyTCTBHH pa3/iesoB BeCh TEKCT JOKyMEHTa MOXeT ObITh pa3/ie/ieH Ha YHKThI, UMelo Iy e
NOPALKOBYIO HyMepalHio.

AG3aLbl BHYTPU MYHKTA HE HYMEPYIOTCA.

Tekcr, kak npaBuJIO, He COAEPKHUT TabauL. TabauLbl peKoMeHAyeTCss 0GOPMIATD OTAENBHO U
BbIHOCHTb UX B IPUJIOKEHHUE.

B pacnopAAUTEJIbHBIX JOKYMEHTAaX (npmca3, pacnopﬂmeﬁne) TEKCT H3J1araeTcd

OT MePBOTO JIWLa €JUHCTBEHHOI0 YHCJIA («IIPUKA3bIBAIO», KIPEAJIArai», «IPoIIy»).

B okyMeHTax KoJl/IernaibHbIX M COBeIlaTe/IbHbIX OPraHOB TEKCT H3JIaraeTcsl OT TPEThEero JH1La
eAUHCTBEHHOTO YMCJIa («KOJIIETHA ... IOCTAHOBJSET», «COBPAHHE... PEILIHJIO»).

B fokymeHTax, ycTaHaBJMBaKWMX NMpaBa H O6GS3aHHOCTH PAGOTHUKOB, MX CTPYKTYPHBIX
nojpas/iesieH|t (MooXKeHHe, MHCTPYKLMSA), @ TAKXKe CoZepKal[uX ONMKMCaHKe, OLeHKy GaKTOB
MM BBIBOJbI (aKT, CHpaBKa), HCHOJb3yeTcss QopMa H3JI0KEHHUs OT TPEeThero JHMIa
€/JMHCTBEHHOT'0 UJIK MHO>KECTBEHHOTO0 YHCa («OTAEJ OCYIIeCTBAAET GYHKLHMHU...», KKOMUCCUS
YCTaHOBHJIA...», B COCTaB 0O'beJUHEHUS BXOJAT...»).

B coBMeCTHBIX JOKyMeHTax TEKCT U3JIaraeTcsl OT MePBOro JIMLA MHOKECTBEHHOTO YU CIa
(«mpHKasbIBaeM», KPEIIHUIH», KITPOCUM»).

Tekct [IPOTOKOJIa HU3JIAraldT OT TPETbEro JiMlia MHOXXECTBEHHOIr'0 YHcJaa («C.HYU_IaJII/I»,
«BBICTYITHUJIN», KIIOCTAHOBUJIN», <<pemmm»).

B nucbmax HCIIOJIb3YIOTCA CJeAyroljue q)OprI U3JIOKEeHHUA: OT IEepBOro JHLa
€IHUHCTBEHHOI'0O YU CJIa («canazo HGOGXO,Z[I/IMbIM...»,

«IPOLIY BBIE/IUTD...», K[IPeAJaral pacCMOTPETb...»);
- OT TPeTbero JiMLa eJMHCTBEHHOrO 4Hcaa («Accouualus He BO3PaXKaeT..», «AcCCOLUaLUs

CYUTAET BO3MOXHBIM...»);

- OT MEepBOro JIMIa MHOXECTBEHHOI'0 YHC/a («IPOCUM HAMpaBUTb..», «IPEJCTaBJfgeM Ha
pPacCMOTpPEHHUE...»).

BTekcTe oKyMeHTa MOTYT ObITh CHOCKH, KOTOPbIe 0603HAYAKTCSA apabCKUMU LudppaMH,
NPONHCAHHBIMU C IPUMEHEHHEM BePXHEro MHJekca. CHOCKY MOMELIAI0TCs B KOHLE CTPaHUIbI
noz 4yeptod. Hymepanusa cHocok ckBosHad. /sl opopMIIeHUST CHOCKH HCIOJIb3yeTcs mpUPT
Times New Roman Ne 10.

Homepa cTpaHul| MpoCTaBAATCA CIIPaBa HUXKHETO M0JIs IOKYMEHTa Ha pacCTOSHUU He
meHee 10 MM OT mpaBoro Kpas JiMcTa apabckumu uudpamu mprpra Times New Roman Ne 12.
[lepBas cTpaHuLia He HyMepyeTcs.
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He ponycrumo (paspbiBaTh) Ha pa3HbIX CTPOKax pOJOBOE MOHSTHE, BbIpaXKEHHOE
a6opesuaTypod (AO, ®I'YIl U Ap.) U COOTBeTCTByIee HaMMEHOBaHMe, AATy M Ha3BaHHe
Mecs1a; YUCI0 U eJUHHULYy U3MepeHHUd; 3Haku N2, % U COOTBETCTBYyOIIee YUCIIO.

[Ipu ynotpe6siennn B TekcTe GaMUIKM ML MHULMAJbI YKa3bIBAIOTCs epej, paMuinen
4yepes3 pa3phbiB.

Tekcr nucbMa (JOKIaHYIO, CyKeGHYIO 3aMKUCKY) KOHKPETHOMY ajpecaTy NPUHATO HaYMHATb
C BCTYNUTEJbHOTO OOpalleHus, [0CJe KOTOPOTO CTaBUTCH BOCKJIMLATENbHbIH 3HaK.
BerynurenbHoe obpalljeHre neyaTaeTcs Mo LEeHTPY, HalpuMep:

YBaxkaeMbli rocrnofuH [lpescenaress!
YBaxkaeMbli rocrnofuH ['y6epHaTop!
YBaxkaembli rocrnoguH [Ipoxopos!
YBaxkaemas rocrnoxxa [letponal
YBaxkaemblid Hukousait [leTpoBuy!
YBaxaemas Osibra HukosaeBHa!
YBaxkaeMble rocrnoja!l

YBaxkaeMble pyKOBOJUTEJH!

B o6palennu no J0oKHOCTH, HAUMEHOBAHHE OKHOCTH MUIIETCH C IPOMMCHOM
OyKBbI, B 0OpalleHHH 10 GaMUIUN HHUIHAJIBI JINLA He YKa3bIBAIOTCH.

[Tocsie BcTynuTeIbHOrO 06palleHUa TEKCT JOKYMEHTA HAYMHAETCS C HOBOM CTPOKH, C
ab3ala, c IPONHUCHOU OYKBHI.

3aKaHYMBaTbCsl IMCbMO MOXKET 3aKJIIUHUTENbHON 3TUKETHON ppa3oil «C yBaXKeHHEM, ...».

HaumeHOBaHMsA CTPYKTYpPHBIX [OApasfeNeHUH MUIIYTCA C TMPOMUCHON 6YKBbI
(Hanpumep, [lenapTamMeHT peecTpa).

HanmMeHOoBaHUSA OT/Ae/I0B B COCTaBe CTPYKTYPHbIX 10/|pa3/ie/IeH i MUY TCA CO CTPOYHOM GYKBEI
(HanpuMep, OT/eJ 1eI0NPOU3BO/ICTBA H KOHTPOJIS

[Ipy MHOroKpaTHOM yNOMHHaHUW B OJHOM [JOKYMEHTE HaMMEHOBAHHe KaKOro-J1u60
opraHa (y4pexJeHHs, KOMHUCCHH U JIp.) IEePBbIN pa3 UCI0JIb3yeTCs ero NoJHoe HauMeHOBaHHUe,
MocJie KOTOPOro B CKOOGKax MOKHO yKa3aTb U Jlajiee MPUMEHATh COKpalleHHOe HauMeHOBaHHUe,
HampuMmep: JKcrnepTHbIH CoBeT Acconuanuu «HannoHasbHOE 06beJUHEHHE CTPOUTENEH» 10
BONPOCAaM COBEpIIEHCTBOBAHUSA 3aKOHOJATe/NbCTBA B CTPOUTEJNbHOU cdepe (gasee -
JKCIEePTHBIN COBET).

Eciu B AOKYMEHTe MHOT'OKpPaTHO yrIOTp€6JI${IOTCH CJIOXKHbI€ MHOTOCJ/JIOBHbIE
HaWMMEHOBaHHWA, TO L[EJIECOO6paSHO [IpHu 1NepBoM YIIOMHWHAHUHU B IMOJJTHOM O6'béMe, JaTb HX
YCJIIOBHO®€ COKpaLLLéHHOQ HaWMeHOBaHUe. ITO TaKXKe OTHOCHUTCA K Ha3BaHUAM Pa3JIMIHBIX
[Iporpamym, 6r3Hec- [IJIAaHOB, CTAHZAAPTOB, <1)eaepa11be1x 3dKOHOB U K APYIr'MM MHOT'OCJIOBHbIM
Ha3BaHHAM.

JI) OTMeTKa 0 MPUJIOKEHHH COZIEPXKUT CBE/IEHHS O JOKYMEHTe (J0KyMeHTax), IpUaraeMoM K
OCHOBHOMY [JOKYMEHTY (B CONPOBOAUTENbHbIX THCbMaX, IPETEH3UX, aKTaX, CIpaBKax U pyTHX

I/IH(I)OpMaLU/IOHHO‘CHpaBO‘leIX AOKYMGHTaX) HJaIxn O TOM, 4YTO [OOKYMEHT 4BJIeTCH
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MPHUJIOKEHHEM K OCHOBHOMY JJOKYMEHTY (B JOKYMEHTaX — [IPUJIOKEHHUSIX K PACTIOPALUTEIbHBIM
AOKyMEeHTaM, [OJIOKEHHUSM, NpaBu/aM, HHCTPYKLHMAM, JOTOBOpaM, IJaHaM, OTYeTaM M Jp.
JLOKYMEHTaM).

B COINPOBOAUTEJIbHBIX MUCbMaXx U PYTUX HH(fl)OpMaLU/IOHHO'CHpaBO‘-IHbIX AOKYMEHTaX OTMETKaA
O IMPHUJIOKEHHUH O(l)OpMJIF{eTCH [0, TEKCTOM OT 'PaHHIbI JIEBOTO MMOJIA CJEeAYIOIHUM o6pa30M:

- €CJIM ITPpHUJIOKEHH e Ha3BaHO B TEKCTE:

IIpunosicerue: Ha 2-x aucmax 8 1 3K3.

- €CJIM IPUJIOKEHHEe He Ha3BaHO B TEKCTe WJIM eCJIU NIPUJIOKEHU N HECKOJIbKO, YKa3bIBAIOT
Ha3BaHHS [JJOKYMEHTOB-TIPUJIOKEHHH, KOJHMYECTBO JIMCTOB U 3K3EMIUIAPOB KaXKJ0ro
[IPUJIOKEHUS:

Ipunosicenue: 1. [lososiceHue 06 YnpasaeHuu pecuoHa1bHO20 pa3eumus U KpedumosaHus
Ha 5-mu aucmax e 1 3K3.

2. Cnpaska o kadpogsom cocmage YnpaeseHus pezuOHA/JbHO20
KpedumogaHus Ha 2-x aucmax 8 1 3K3.

- €CJIM IPpUJI0KeHH e (TIPUII0KEHUST) COPOLII0POBAHBI:

IIpunostcenue: omuem o HUP 6 2-x 3K3.

- €CJIM [IOKYMEHT, ABJANLIMICA NPHJIOXKEHHEM, UMEEeT MPUI0KEHHUA C CaMOCTOATENbHOU
HyMepaLuel CTpaHHIL:

lpunosicenue: nucemo Muncmpos Poccuu om 05.06.2015 N 02-6/172 u npuaoxceHus K
HeMy, 8ce20 5-mb AUCmos

- €CJIM IPUJIOXKEHHUEM SIBJIAAETCS 060CO6IEHHBIH 31eKTPOHHbBIA HOCHTEJb (KOMIAKT-UCK,
usb-duiem-HakonuTe b U AP.):

IIpuaosicenue: CD 8 1 3k3.

[lpu aTOM Ha BKJajblumle (KOHBEPTe), B KOTOPbIH MOMEIAETCs HOCHTE/b, YKa3blBAIOTCH
HaMMeHOBaHHsl JOKYMEHTOB, 3allMCaHHbIX Ha HOCHTeJb, UMeHa (GaiiyioB, a TaK)Ke PEKBU3UTHI
JIOKYMEHTa K KOTOPOMY MPUJIOKEeHHE OTHOCUTCS.

[Ipy HaNM4YUK HECKOJIbKMX NPUJIOXKEHHH Ha KaXKJOM MpPOCTaBJISIETC MOPALKOBLIH HOMeEp:
npuJsoxernne N 1, mpusioxkenune No 2 u T.41. HyMepauus cTpaHHUL BHYTPU KaXKA0T0 PUA0KEHHS
UH/JMBU/yaJlbHasl, @ He CKBO3Has.

Ecn k JoKkyMeHTy npu/araeTcs APYrod JOKyMEHT, TaKKe UMEIOIUI PUI0KEHHe, OTMETKA O
HaJIMYMHU PUJI0KEeHHS 0QOPMIISETCS CAEYIOUIUM 06pa3oM:

Ipunodicenue: nucomo Muncmpos Poccuu om 02.02.2010 Ne 02-6/1 ¢ npuaosceruem k
HeMy, 8Ce20 Ha 3-X Aucmax.

HpH OCI)OpMJIeHI/II/l OTMETKHU O HAJIMYUHU MPUJJOXKEHUA B ITMCbMax CJ0OBO <<HpHJIO)K€HHe»
[e9aTaeTcd HeloCcpeACTBEHHO TII0J TEKCTOM, C KpaCHOFI CTPOKH, [JOMNOJHHUTEJIbHbBIM
MEXCTPOYHbIM HMHTEPBAJIOM OT OCHOBHOTO TEKCTA HE OTAEJNAEeTCH.
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B pacnopasuTenbHBIX JOKyMeHTaX (MpHKasaX, pacrnopspkKeHHsiX, pelleHusx), AOroBOpax,
MOJIOKEHHUSX, MpaBu/aX, HHCTPYKUMUAX M JPYyrUX JOKYMEHTaX OTMeTKa O IpHUJI0KEHUH

odopMIAETCS CIeAYIONIUM 06pa3oM:

- B TEKCTe JOKyMEHTa MpH MepBOM YNOMHHAHUHU JOKYMEHTa-NPUI0XKEHHS B CKOGKAX
yKasblBaeTCA: ... (IpUJIOXKeHUe) WK ... (mpusoxkerne No 1) - mepes HOMEPOM MpPHUIOKEHHUS
CTaBUTCH 3HAK HOMepa;

- Ha IEPBOM JIMCTE JOKYMEHTa-NPUI0XKEHHs B IPAaBOM BePXHEM YTy yKa3blBAeTCS:

[Ipunoxcenue Ne 2 Kk  npukasy
Accoyuayuu om 23.05.2017 Ne 20/16

CTpOKH peKBH3KMTA BbIPABHMBAIOTCS [0 JIEBOMY KDAl MJH LEHTPHUPYIOTCS OTHOCHTEJIbHO
CaMOH JJIMHHOM CTPOKH.

Ecru npuioxeHneM K pacnopsJHTeNbHOMY [JOKYMEHTY sIBJAETCS HMHOH JOKYMEHT,
yTBEpXkJaeMblil JaHHBIM PACMOPAAUTENbHBIM [JOKYMEHTOM, HA NEpBOM JIHCTE MPUI0KEHUS
MpOCTABJIAETCA OTMETKA O MPHUJIOXKEHHH (6€3 CChIIKH Ha pacHopsUTeNbHbIA JOKYMEHT) U
rpud yTBepKAEHHS, B KOTOPOM YKa3blBAIOTCS JAaHHblE pPaclopsAUTENbHOTO0 LOKYMEHTa,
KOTOPBIM YTBEPXK/EH JOKYMEHT-IPUI0KEHHE, HATIPUMED:

[Ipunoscerue Ne 1 YTBEP)K/JEHO
npukasom Accoyuayuu om
18.05.2017 Ne 67

IIpy odopmiieHnu TNpUIONKEHHH CHPABOYHOrO XapakTepa K pacHOpsAUTENbHbIM M
APYTUM I0OKYMEHTaM MPUJI0KEHHUS JOJDKHBI O6bITh 0POPMIIEHBI KaK OT/Ie/IbHbIE JOKYMEHTBI, TO
eCTb COAepXKaTb Ha3BaHWe BHJA JOKyMeHTa (CpaBKa, MepedyeHb, CIMCOK, MJAaH U Ap.),
3aroJIOBOK K TEKCTY JJOKYMEHTA, HallpuMep:

Cnpaska o cyMmmax HA/10208bIX OMYUCAeHUTl

[TputoxeHHst BUBHPYIOTCSA AO/KHOCTHBIMU JIMLAMH, OTBETCTBEHHBIMH 3a MX MOZFOTOBKY (KCIL.
®UO, pocnucs).

M lloanuce BK/IHOYaeT: HaMMEHOBaHHE JOJDKHOCTH JIMLA, MOAMNKCBHIBAIOMErO JOKYMEHT, €ro
COOGCTBEHHOPYYHYIO MOJNHCh, PACIHbPOBKY MOANMCH (MHULHAJBI U bamuus).

Pykosodumens opuduueckozo omdena
[Todnucw U.0. ®amuaus lama

[py Ha;M4MK 3aMevaHUH K MPOEKTY JOKYMEHTa HHbIM OTBETHbIM JMLOM BH3y 0GOPMISIOT
CJeAYIOLUM 06pa3oM:

3ame4aHus npuaazaromcsl.
Pykosodumenb opuduueckozo omoena

[lodnuce ®U Jlama
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B AOKYMEHTAaX, MNOJAJIMHHWKH KOTOPbIX MNOAJeXaT XpPaHEHHIO B Accounaunn, BH3bI
[IPOCTABJIAIOT HA MOCJEAHEM JIMCTE AOKYMEHTA oA NMOAIMNUCHIO, HA o6op0Te mocjeaHero Jiucra
NOAJIMHHHWKA [OOKYMEHTAa HWJIM Ha JIMCTEe COrJlaCOBAaHHUA (BI/ISIdeBaHI/IH), [IpujaraeMom K
AOKYMEHTY.

B vcxoadmyx JOKyMeHTax BU3bl IPOCTABJISIOTCS HA 9K3eMILIsIpax JOKyMEHTOB, OMellaeMblX
B /1€JI0 aCCOLMALIHH.

H)

[Ipy nognucaHuK JOKYMEHTA HECKOJNbKUMH JIOJKHOCTHBIMH JIML[AMH, 3aHUMAO L[ MU
pa3Hoe MoJIoXKeHH e, X MOAIIUCHU pacnoIaraTCcs OfHa M0/, APYro B I0CAe40BaTeJbHOCTH,
COOTBETCTBYIOLIEH HepapXUU 3aHUMAEMbIX JOJIXKHOCTEH.

HpI/I MNOANMMCAHUHN JOKYMEHTA HECKOJbKHUMHU JIMLIaMH PaBHbIX ,[LOJI)KHOCTGI\/’I HUX NTOAIMHUCH
pacnoJiararorcd Ha OJHOM YpOBHE.

B noKyMeHTax, cocTaB/I@HHbIX KOMUCCHEH, B TOAMUCH YKa3bIBAETCs CTATYC JIMLA B COCTABe
KOMUCCHH, HAIIpUMEp:

[Ipedcedamens komuccuu IToonucw H.0. Damunus
YneHbl Komuccuu [Toonuco  H.0. Pamuaus
[Todnucw H.0. Damunus
[Toonucb H.0. Pamunus

[Ipu moAnKcaHuy JOKyMEHTa JIML,OM, UCIIOJHSIIOLIUM 06513aHHOCTH PYKOBOAUTEIH,
MOAMHCb 0POPMJIAETCA C yKa3aHUeM CTaTyca JOKHOCTHOTO JIMIa B COOTBETCTBUH C IPHKA30M
(pacnopsikeHHeM), HAPUMep:

H.0. 2eHepasbHo20 dupekmopa [Toonucy  H.0. Damuaus uau:

Hcnoansowuti 0653aHHOCMU 2eHepa1bHO20 dupekmopa [lodnuco  H.0. Damuaus

[Ipy moamucaHuW JOKYMEHTa JIMLOM, HUMEKIUM [paBO MOJMNHCH B C/ly4Yae BPEMEHHOrO
OTCYTCTBHSl DPYKOBOJAMUTEJIS, WCIpPaBJE€HUSA B HaMMEHOBAaHHE JOJ/DKHOCTH U pacmudpoBKy
damuIinK yr<e NOArOTOBIEHHOTO U COTJIACOBAHHOTO TPOEKTA IOKYMEHTa BHOCATCA OT PYKH HJIH
C HMCMOJIb30BAaHUEM COOTBETCTBYIOIIMX wWITaMNoB. He jgomyckaeTcss CTaBUTb KOCYI0 4epTy,
HaJnuCb "3a" mepeJ HaMMEHOBAHHWEM JOJDKHOCTH JIMLA B [MOAMNMCH, €CJAU JOKYMEHT
MO/ ChIBAET UHOE AOJXKHOCTHOE JIULO.

0) OTMeTKa 06 3/1IeKTPOHHOMN MOANHCH UCIIO0JIb3YETCsl IPH BU3YaIU3aLUH 3J1€KTPOHHOTO
ZIOKYMEHTa, MOANUCAHHOI0 3JIEKTPOHHOM MOAMHUCDIO, C COBJII0JEHUEM CeAYI0IHUX
TpebOBaHUMU:

- MECTO pa3MelleHUsd OTMeTKH 00 3JIeKTPOHHON MOAMUCH JOJKHO COOTBETCTBOBATh
MEeCTY pa3MeLleHus COBCTBEHHOPYYHOH MOJNUCH B aHAJIOTHYHOM ZIOKyMEHTe Ha 6yMaXKHOM
HOCHUTEJIE;

- 9JIEMEHTbI OTMETKH 00 3JIeKTPOHHOU MOAMHCH JOJOKHBI 6bITh BUAUMBIMH U
YUTAEMbIMH [IPU OTOOPAXKEHHH JOKYMEHTA B HATYpabHOM pa3Mepe;

21



- 2JIEMEHTbl OTMETKH 006 SHEKTpOHHOI;’i [NOANKMCH He [OOJIXKHbI IMEePEKPbIBATbBCA HJIH
HaKJIaZAbIBATbCA APYT Ha APYTa;

- 9JIEMEHTbl OTMETKH 00 3JIEKTPOHHOH MOJMUCH He JOJIKHBI TEPEKPbIBATH 3JIEMEHThI
TEeKCTa JOKYMeHTa U Ipyrue OTMEeTKH 00 3/IeKTPOHHOU MOANHCH (IIPH HAaJIUIHH).

OrmMeTka 006 3JIEKTPOHHOM MOANUCH BKJOYaeT ¢pasy «JOKyMeHT MOoAMNHCcaH
3JIEKTPOHHOU NOAIKMCBIO», HOMEp cepTHHKATA KJII0Ya 3JIEKTPOHHOM MOANKCH, GaMUJIHIO, UMH,
OTYEeCTBO BJafiesIblia CepTUPHUKATA, CPOK JeHCTBUS cepTHOUKATA KJIHOYa 3JIEKTPOHHOM
nofgnucd. OTMeTKa 00 3JIEKTPOHHOW MOJMNHCH BKJIOYAET TaKKe H306paxkeHHe 3MOJeMbl
Accouuanuuu, Hanpumep:

JOKYMEHT IIOAIHUCAH
3JIEKTPOHHOM IO/IHUCHIO OpuruHan JIOKYMEHTA XpaHUTCA B Accolpaluu
Bnapeney: UsaHoB MBaH UBaHOBUY
Ceptudukar 1a11122a2000000000011
DeiictButened ¢ 01.07.2017 no 01.07.2017

N) IledaTp AcconMalMK COLEPXKUT ee MOJHOE HAaWMEeHOBaHWe, yKa3aHHe Ha MecTo ee
HaXO0X/eHHUA U MHbIe CPe/ICTBA MHMBUAYaIHU3aLUHU (fasiee - evaTh).

OTTHCK eyaTH 3aBepAET NOAJIMHHOCTD OAMHCH YIIOJTHOMOYEHHOT0 JIMla HA JIOKYMEHTAaX.

[TeyaThb cTaBUTCA HA CBOGOJHOM OT TEKCTA MECTE, PSIAOM C JIMYHOM MOJAMNUCH JOJKHOCTHOTO
suua. [leyats o/KHA 3aXBaThIBaTh YaCTh HAUMEHOBAHUS JOIKHOCTH ([Be-TPH GYKBbI) JIUILLA,
MOJMHUCABIIEr0 JOKYMEHT. B JJoKyMeHTax, MOATOTOBJEHHbIX Ha OCHOBEe YHUDUIMPOBAHHbIX
dopwm, meyaThb CTaBUTCS B MeCTe, 0603HAUEHHOM OTMETKOU «MII», W11 UHBIM 06pa3oM.

M3roros/ieHHe MPOCTBIX KPYTJIbIX MAaCTHYHBIX MeYaTed U MITAMIIOB, HEOOXO4UMbIX [
obecreyeHus [eATEeNbHOCTH ACCOLMALMH, NPOU3BOAUTCA C paspelieHus [eHepaJbHOro
AUpeKTopa AccoLiMalUH.

ObecreyeHrue M3TOTOBJIEHUS] MPOCTBIX KPYIJIbIX MaCTHYHBIX [edyaTel, a Takxe IITAMIIOB B
Accouanuu 3aKpernJieHo 3a opruc-MeHe/)KeEpOM H TJIaBHbIM OyXTraJTEPOM, COOTBETCTBEHHO.

KoHTposib 3a MCNOJb30BaHHMEM MevaTell M LITAaMIIOB BO3JaraeTcs Ha oduc-MeHemKepa M
['naBHOrO HyxrasTepa Accolaliid, COOTBETCTBEHHO.

P) OTmeTka 06 ucnosHUTe e JOKyMeHTa (IMCbMa U 1p.) BKJAYaeT GpaMUJIHIO, UMS U OTYeCTBO
HCIIOJIHUTEJIA, HOMep ero TesjedoHa. OTMeTka 06 HMCHOJHUTEJE MOXET JOMOJHAThCS, NpH
HeO0OX0MMOCTH, 3JIEKTPOHHbBIM a[peCOM MCIIOJHUTEIS.

OTMmeTKa 06 “cnosHUTes e 0QOpMIISEeTCs Ha JIULEBOH CTOPOHE MOC/AeAHEr0 JUCTa NOAJMHHNUKA

OCHOBHOTIO JOKyMEHTa U BU30BOTO 3K3eMILIsipa.
OTMeTKa NpoCTaBAAETCS B HUXKHEM JIEBOM YTJIy, HAPHUMeD:
ucn. /lunes M.3. (499) 125-34-58, eH. 158

OTMeTKa 06 HCIOJHUTEJE MOMET O(l)OpMJlHTbCH KaK HUXKHUU KOJIOHTHUTYJI U IedaTaTbCd

IWPUPTOM MEHBILIETO pa3Mepa.
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C) OTmMeTKa 0 3aBepeHHH KOMUH JOKYMEHTa NMPUMEHSETCS [Jis NPUJaHUsA KOIMH JOKYMeHTa
FOPUJUYECKOH CUJIBL.

B mpaBoM BepxHeM yrily KONHWH JOKYMEHTa Haj peKBU3UTaMu «Azpecar», «[pud
yTBepXK/JeHus JokymeHTa» numercd caoBo KOIIMA. CooTBeTcTBHe KOMMH [JOKyMeHTa
OpUrvHaJy (MOAJMHHUKY) 3aBepsieTcsl IPOCTABJEHUEM Ha CBOGOJHOM MeCTe B HHXKHeH 4acTu
AIOKyMeHTa 3aBepUTEJIbHOM HajnucH «BepHO», HaUMeHOBaHHSI [JOJUKHOCTH pabOTHHKA
(MOJIHOCTBIO), 3aBepPUBLIEr0 KOMMIO, ero JUYHOM MOANHUCH, ee paciuiuPppoOBKU (MHULHUAIOB U
damuun), JaThl 3aBepeHUA U TeYaTH, MECTO XPAHEHHSI OPUIHHA/A 0KyMEeHTa HallpuMep:

BepHo:

HavasvHuk opuduveckozo

omdesa (nuuHas nodnuce) U.0. Damuaus

Opuzunan dokymeHma XpaHumcs 8 nanke ucxodsawux dokymeHmos Accoyuayuu
04.02.2017 (neuamy)

4.3 baaHKH JOKYyMeHTOB Acconanuu

4.3.1 lokymMeHTBI B Accoquanuy 0QOpMIISIOTCS Ha GJlaHKaX, UMEIOIUX yCTaHOBIEHHOE
opopmiieHHe iMCTa GyMark, 06si3aTesbHble PEKBHU3UThI, PACMOJIOKEHHbIE B ONpeseeHHOM
nopsiike. B 3aBUCMMOCTH OT pacHoJIOXKeHHUs] PEKBU3UTOB B ACCOIMAI[MH HCIONb3YIOTCA /B
THIa 6JIaHKOB - yrJ0BoH (npusoxeHue Ne 1) U npososibHbIH (MpuaoxeHue N 2).

4.3.2 B Accouuanyy HCIOJB3YIOTCS 3JEKTPOHHbIE MIABGJOHbI GJAaHKOB CJAeAYIOIHX
BHU/I0B, 3allUIIl€HHbIe OT HECAHKLMOHUPOBAHHbBIX U3MEHEHHUH:

- 061K i 6s1aHK Acconnanuu (mpusoxenust Ne 1);

- 6JIAaHKK TpUKa3a [0 OCHOBHOH AeATeNbHOCTH ACCOLHMAlUH, 6JaHKK paclopsKeHHs
Accouunanuu (npusoxenus Ne 4, 6);

- CneyuanbHbIe OJIAHKU:

Biank aHTUKOPPYNLIMOHHOW 3KCNepTU3b! (Mpuioxkenus Ne 2);

BiiaHk HesaBUCUMOM sKcnepTU3bl (pusioxenus Ne 3);
° BuiaHk 0611ecTBeHHOr0 KOHTPOJIA (MpusioxeHus Ne 8).

BylaHKH OKyMEHTOB M3roTaB/IMBAIOTCA Ha CTAaHJAPTHBIX JIHCTAax 6ymMard popmara A4 (210 x
297 mMm).

be3 ucnoab3oBaHus 6JIaHKOB O(l)OpM]IHfOTCH AOKJIaJHbIE, CJIy>K€6HbIe 3aIllUCKH, aKTBhI,
COBMECTHbIE [TMCbMaQ, ITPUJIOKEHHA U T.II.

Kax b1t MCT fOKyMeHTa, opOpMJIeHHbIH Ha GJaHKe WM 6e3 ero MCHoJb30BaHUS, JO/DKEH
HMeTb MOJIS:

Jesoe - 20 MM, npaBoe - 15 MM, BepxHee

U HWKHee - 20 MM.

JlOKyMeHTbI /I TeIbHbIX (CBbllle 10 JIeT) CPOKOB XpaHEHHUs [0/XKHbI UMETb JieBoe noJie 30 MM.
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5. IOATOTOBKA U O®OPMJIEHUE OTAE/JbHbIX BUJO0B
JOKYMEHTOB

5.1 MIMCbMO

Hcxopsmue nmucbMa AccouManuM rOTOBSITCS KaK OTBEThl Ha 3ampochkl $esepabHbIX
OpraHOB TOCYy/JapCTBEHHOH BJIaCTH, OPraHOB BJIACTH CyGbeKTOB Poccuiickoii ®Pesepanuy,
MYHHUIUIANbHbIX 06pAa30BaHUM, 4YJeHOB AcCCOLMALMH, APYTUX OpraHU3aLUi, NpenpUATHH,
r3HUIeCKUX JIUL U PYTHX a|PECaTOB, a TAKXKE KaK HHULMATUBHbIE MMCbMa OT UMEHH OpPTraHoB
ylnpaBJieHHs Accolialiuu.

HpoeKT [TMCbMa I'OTOBUTCA UCIIOJIHUTEJIEM.

TeKcTbl OTBETHBIX MUCEM J0JIXKHbI TOYHO COOTBETCTBOBATb OPYYeHUSIM, 3aPUKCHPOBAHHDBIM B
pe30JIIoL MU OpraHa ynpaBJieHus ACCOLMAL[MH.

Hcxopsiie nucbMa nevyaTarTcs Ha COOTBETCTBYIOIMX GJaHKAX YCTaHOBJIEHHBIX 06pa3ijoB B
COOTBETCTBUH [IpHoKeHUsAM AaHHOU UHCTPYKIUH.

[lpy odopmyeHHH mucbMa Ha /JBYX M GoJsiee CTpaHHIAX BTOPas M MOCAEAYIOLHE
CTPaHHULbI HYMEPYTCS ClIpaBa HUKHEro M0JIs JINCTa apabCKUMHU [ ppaMu 6e3 KaBbluek, TOYeK
U IPYTUX 3HAKOB.

Ecin mucbmMo cozepxuT GoJiee 4deTbIpex aZlpecoB HMJIM ajpecaT yKa3blBaeTcs B
06061eHHON pOpMe, K TUCbMY HEOBXOANMO NPHJIOKUTD YKa3aTeslb (CIMCOK) PacChbLIKH.

HcktoueHre COCTaBASIOT MaTepHaJibl 1O Cy,ﬂ€6HbIM JeJlaM.

Ecau [IPHUJIOKEHHEM K [TMCbMaM ABJIAKTCA KOHKPETHbIE JJOKYMEHTBI, CBE/eH K, nepevyHu
u Ap. NOATOTOBJIEHHBIE B Accounaunn, OHH 3aBepArTCd PYKOBOAHTEJIEM CTPYKTYPHOIO
noapa3zeJsieHud, IoArOTOBUBIIETO [TUCbMO.

TekcT ncxoAAIMX NMHCceM 3a NOANKUCHI0 ['eHepasbHOTO JUpeKTopa ACCOLMALMH U3JIaraeTCsl OT
epBOro JIMLa eJMHCTBEHHOI0 YUCJIa («CUUTA0 HEOOXOAUMBIMY», IIPOILY BbIJEJUTL») UJIH OT
TPETbero JIMiA eJUHCTBEHHOI0 YHcIa («Accoralnus CYHUTAET HEOOXOJUMbIM).

06s13aTesbHO CeBa oz AaTOﬁ perucTpali U HOMepoM IMPOIMCbIBAETCA TeEMA MMM CbMa.

ﬂaTOﬁ MMUCbMa fIBJAETCH AaTa ero NoAnrCaHusa U perucTpaLuH.

CoBmecTHble nucbMa O0QOPMJAKTCA Ha CTAaHAAPTHOM JkcTe Gymaru dopmaTta A4,
MepBbId JIMCT 0QOpPMIAIOT He Ha 6saHKe. JlaHHble O HaMMEHOBaHMAX OpraHU3aLUH,
NOANUCABIIMX MUCbMO, BKJIHYAKTCA B HAHMEHOBAaHHUE JOIKHOCTH B peKkBusuTe «[l0AMUCHY.
[lpy  cucTemaTH4eckod MNOJATOTOBKE COBMECTHBIX JIOKYMEHTOB JJSI  HHX  MOXET
M3TrOTaBJIUBATHCS GJIAHK.

HpI/I HGO6XO,[II/IMOCTI/I [IMCbMa Ha MNOANHWCHb HANPAaBJAKTCA K FEHepaJIbHOMy AHUDEKTOpYy C
BU3HMPOBaHHEM DPYKOBOAHTEJIEM OT/eJa, NOATOTOBUBIIEr0 MHUCbMO, Ha KOTOpOIr'o BO3JIOXKEH
KOHTPOJIb UCITOJIHEHHUA JOKYMEHTOB.

HpI/I H€O6XOAHMOCTH K TPOEKTYy NHCbMa NPEACTABJIAIOTCSA MNPUJIOKEHUA U MUCBMO,
NOCJY>KMBIIME OCHOBaHUEM JJid ero noATroTOBKU. OTBETCTBEHHOCTb 3a HaJiMuYHhe Bcex
BJIOXKEHUU U CO3aHHBIX CBsI3el BO3J1araeTcs Ha PyKOBOAHWTENA OT/AeJa, OTBETCTBEHHOTI'O 3a
[NOATOTOBKY IMPOEKTa MHCbMa.
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5.2 [IPUKA3

5.2.1 [Ipukas -~ OCHOBHOH pacnopsiANTe/bHbIA JOKYMeHT ['eHepaabHOro AUpeKTopa
Acconuanui. [lpukasamu BBOAATCSA B JefiCTBHE JOKYMEHTbI, 0pOpPMJIAIOTCS pelleH s Mo
OnepaTHBHBIM, OPraHU3aLHOHHBIM, Ka[pOBbIM, GUHAHCOBBIM U JPYTUM BOMpOCaM
JeATeJbHOCTH ACCOLMALIMHU.

[IpoexTbl NprKa30B paspabaThIBAIOTCS PYKOBOAUTENSAMHU CTPYKTYPHbIX M0/ pa3zeleHUH
Accolpaliyy 1o nopy4eHHUI0 reHepasbHOro JUPEKTopa ACCOLMALIMY HJIH JIULA, er0
3aMellallero.

B Acconmanyu NprHUMAKOTCS PUKa3bI:

1.110 OCHOBHOM /1€ATEJIbHOCTH;

2.0 MOOI[PEHHUAX U IPEMHUPOBAHHUH PA6OTHUKAM aMUHUCTPaL[HHK;

3. IpUMEeHEHUH NUCLHUIIIMHAPHBIX B3bICKAHU I pA60THUKAM aMUHUCTPALIUH;
4.110 INYHOMY COCTaBY;

5.0 KOMaH/JMpPOBKaX PAGOTHUKOB aIMUHUCTPALHH ;

6.0 Ipe/I0CTaBJIEHUH OTIIYCKOB PAGOTHUKAM aZiMUHUCTPALHH;

7.110 IPYTUM OCHOBaHUSM.

[Tprkasbr AcconHaniu no 0CHOBHOM JIeITeNIbHOCTH, O MOOIIPEHUSAX U IPEeMUPOBAHUH, O
NPpUMEeHEeHUH JHCUUIIMHAPHBIX B3bICKAHUHM pabOTHUKAM a[MUHUCTPALMH, 0)OPMAAIOTCS Ha
6sankax (npusioxenue Ne 4). [Iprikasel 10 npreMy (yBOJbHEHUIO) paGOTHUKOB, y4ETY TpyAa u
ero omjare, NpH O0QpOPMJEHHH OTMNYCKOB (MO pa3HbIM [pUYMHAM), KOMaHJHPOBOK
0QOPMJISIOTCA B COOTBETCTBHM € YHUPULHPOBAHHBIMM (OPMAaMH MEPBUYHON y4ETHOM
JIOKyMeHTallUH.

5.2.2 OTBETCTBEHHOCTb 3a MOJrOTOBKY IPOEKTa NpHKasa, ero CoJepxaHue,
COrJIacOBaHHE C 3auHTEePEeCOBAaHHBLIMU CTPYKTYPHBIMU [OJpasjeseHUsIMHU, COOTBETCTBHUE
BHECEHHbIX M3MEHEHMH W YTOYHEHHH 3aMeyaHHUsIM COTJIACYIOIIMX JO/KHOCTHBIX JHI U
Mpe/CTaB/JeHHe COTJIACOBAHHOrO MpOEKTa IMpHKa3a Ha MOAMNMUCh B YCTAHOBJIEHHBIH CPOK,
XpaHeHHe NpHKa3a HeceT OTBETCTBEHHOCTb — [JIABHbIH OyxraJTep, MpPHKa3bl MO0 OCHOBHON
JeATeNIbHOCTH XpPaHATCS y 0pUC-MeHepKepa.

5.2.3 Ec/in npoeKToM npuKasa NpejAJsaraeTcsi BHECTH U3MEHEHHS B paHee MPHUHSTHIN
NpUKa3 WK B YTBEPXK/EHHbIH MM JOKYMEHT, TEKCT MpOeKTa MpuKasa HampaBJseTcsd Ha
COrJlTacOBaHHE B HOBOW peJJakLiMH C paHee PHCBOEHHbIM HOMEPOM.

B Cy4ae IMOATOTOBKHM IIPOEKTa NpPUKa3a O BHECEHUM H3MEHEeHUH B LITATHOe paciihucaHue
ACCOL[HHHMH [IpeAcCTaBJeHHe TeKCTa MpOeKTa IpHKasa C OTO6pa>KeHI/I€M M3MeHEeHUH He
ABJIAETCS 00sI3aTeJIbHbBIM.

5.2.4 Konusa INOANKMCAHHOI'0 NMpHUKasa fepejaeTcd JulaM, KOTopble YKa3aHbl B JdHHOM
[IpHKa3e C NOANHCBIO HAa OpHUTHHAJIE.

5.2.5 KoHTpoJb 3a HCHOJHEHHEM [OpPYyYeHUH COrJIACHO CPOKaM HCIOJIHEHHS,
yKa3aHHBIM B [IPHKa3ax, OCYI[E€CTBJISETCA OTBETCTBEHHBIM JIUI[OM 33 KOHTPOJIEM HCIOJHEHHS.
B myHKTax npukasa, B KOTOPbIX OTBETCTBEHHbIH HCIOJHUTENb He ONpe/iesleH, OTBETCTBEHHbBIM
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UCTIOJIHUTEJIEM SABJISETCA JOJOKHOCTHOE JIMLO, NI0OTOBUBLIEe MPHUKA3 - [JIAaBHbIA Gyxrajatep
Acconuanuu.

5.2.6 [llprka3bl JOJKHbI MMeTb 3aroJIOBOK, KOTOPbIA KPAaTKO W TOYHO OTpaXkaeT
co/iepKaHue NMPUKasa, HAYMHAETCS C IPeJJIOTOB «0», 00» C OTT/IAr0JIbHbBIM CYLeCTBUTEIbHBIM,
OTBEeYarIMM Ha BOnpoc: «0 yeM?» 3aroJIOBOK eyaTaeTcs OJY>KUPHBIM MPUPTOM Yepes3 04uH
MEXCTPOYHbIM MHTEPBaJ U BbIpaBHUBAETCS M0 LeHTPY GsaHKa. Touka B KOHL|e 3ar0JI0BKa He
CTaBUTCS.

5.2.7 TekcT oTAeAeTCs OT 3aroJIoBKa 2—-3 MeXCTPOYHBIMU HHTEPBaJaMHU U NTe4aTaeTcs
wpudToM pasMepoM (kersieMm) 14 yepes 1,5 unrepsaJa. [lepBas cTpoka a63ala HaUMHAETCS Ha
pacctosaHuu 1,25 cM 0T JieBOU rpaHUIbl TEKCTOBOTO MOJIA.

TekcT mpukasa MOXET COCTOATb M3 [ABYX 4YacTel: KOHcTaTupymoued (npeam6y.bl) u
pacnopsiiuTeJbHOM.

B KoHCTaTHpyloled 4acTH KpaTKO U3JIAraloTcs LeJu U 3aJadd, GaKThl U COGLITHS,
MOCNYKUBIIKME OCHOBAaHHEM [JA NPUHATHUSA Npuka3a. OHa MOXKET HAuyMHATbCH CJOBAMH «B
LleJIsIX», «BO UCMOJIHEHHE» U T.J. B mpeaMbyJie He peKOMeH/IyeTcsl OrpaHUYMBaThCs GpasaMu «B
CBSI3W C MPOU3BO/CTBEHHON HEOOXOAUMOCTbIO», «B LIeJIIX ONTUMU3ALUU PabOThI» U T.IL

KoHcrarupytomas 4actb 3aBepumaetcs cjioBoM «[1 P U K A 3 bl B A 10», koTopoe nevyaTaeTcs
Bpaspaaky [IPOIIMCHBIMU 6ykBamu nosy>KHpHBIM HIPUPTOM.

PacnopsaauTesibHaA 4acTb AOJDKHA COZEPKATh NMepevyucgeHre MpeAnruCchbiBaeMbIX JeHCTBUH C
yKa3aHHEeM HCIIOJIHUTEJI U CPOKOB UCIOJIHEeHUS. PacniopsaiuTesibHas 4aCTh MOXKET AeJUThCS Ha
MyHKTbI, KOTOpPbIe HYMEPYIOTCA apabcKuMu Ludpamu (Hampumep: «1.», «2.» u T.4.). [JelicTBus
OAHOPOAHOr0 XapaKTepa MOILYT ObITb Iepe4yuCJeHbl B OAHOM MyHKTe. [l0ANyHKTHI
o603HavarTcd «1.1», «1.2» U T.A.

B kavecTBe ucnosiHUTeseH YKa3bIBAKOTCA OT/AEJIbI ACCOI_[I/IaL[HI/I HJIM KOHKpEeTHbIe JikLa C
YKa3aHHueM [JOJIXKHOCTH. Ecau YKa3bIBAKOTCA OTZAEeJbl ACCOU,I/IaI_U/II/I, OTBETCTBEHHBbIM 3a
HCIIOJIHEHHWE 3TOr0 MOpyYeHHs ABJAETCA PYKOBOAMTEJIb 3TOr0 Mmo/jpasfesieHud. HOCJIE,ZLHI/{ﬁ
IIYHKT paCHOpHAI/ITeJIbHOﬁ H4aCTH [JOJDKEH coJep»XaTb CBeJeHUA O [JOJDKHOCTHOM JIHIe
Accouuaunn, Ha KOTOpPOTI'o BO3J/JaraeTcsd KOHTPOJIb 3a UCIIOJIHEHUEM ITpHKa3a € yKa3aHUeM ero
AOJIX)KHOCTH, MHHUIIHUAJIOB U (I)aMI/IJII/II/I B POAWUTEJbHOM IaieXe, HallpuMep:

3. KoHTpoJib 3a HCIOJHEHHEeM HaCTOSIEero MpHKa3a BO3JIOKUTb Ha [JIaBHOTO
oyxranatepa Accontpanuu O.I. BoriyeHKo.

5.2.8 Eciu npukas OoTMeHseT KaKHe-JTHOO MOJIOKEHHs] paHee MPUHATOrO MpHUKasa, TO B
3aroJIOBKe MpHKasza JOJKHO ObITb yKa3aHHe Ha PEKBU3UThI (JaTa, HOMep) OTMEHEHHOIO
NprKasa, a O/JUH U3 MyHKTOB PacnopAaAUTebHON 9aCTH TeKCTa JOJKeH COJIEPXATh CChLIKY Ha
OTMEHSIEMbIH [OKYMEHT (IyHKT JOKyMeHTa) C yKa3aHHWEM ero JaThbl, HOMepa W 3aroJioBKa U
pacroJiaraTbCs B 3aKJIOYMTEJIbHOH YacTH Mpukasza. TeKCT NyHKTa JoJKeH HadyMHATbhCA
csoBaMu «[IpU3HATb YTPATHUBIIUM CHJIY».

Ecin npepsaraerca BHeCTH HM3MeHeHUS B JeHCTBYIOLMEI NMpUKas, B KOTOPBIH y»Ke ObLIH
BHECEHbl U3MEHEHHs], B IPOEKTe NPHKa3a Moc/ie PeKBU3UTOB U3MEHSIeMOro NMpHUKasa [0/ KHbI
ObITh yKa3aHbl PEKBU3UThI (aTa YU HOMep) BCeX paHee U3MEHUBIIMX e€ro NnpukKas3os. Ecid B
U3MeHsAEeMbIH JOKYMEHT paHee OblJIO BHECEHO 5 U 6GoJsiee M3MEeHEHUH JUO0 U3MEeHeHUSs
3aTparMBalT He MeHee TPeTH 00beMa MM MYHKTOB JOKYMEHTA, H3MEeHEeHHUs] peKOMEeH/yeTCs
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BHOCHUTDL NyTeéM NPUHATHA JOKYMEHTa B HOBOM pegaknuu C OTMEHOH paHee MNpPHUHATOTO
AOKYMEHTa U M3MeHEeHUH B HErO B HeJIoOM.

5.2.9 Ilpu cocTaBjieHHH pacnoOpsAUTENbHON YaCTH NpHUKa3a caeJyeT H36eraTh ynoTpeseHus
MOPYYEHUN: YCUJUTB», KYCKOPUTh», KIPUHATH K UCIIOJHEHHIO» U T.J.

[TopyveHune Heo6x04uMO 0QOPMIIATD CAEAYIOLIUM 06pa30M (Kak mpuMep):

1. Otpeny KoHTpoOJA (B CKOGKaX HHULMAJbI, paMUIHs PYKOBOAUTEA OTAesa UK JULA,
ero 3aMellalollero, B MMEHUTENbHOM Mafiexe):

B MECAYHbIM CPOK pa3paboTaTb...; OPraHU30BaTh PaboOTy MO...; OCYLLeCTBUTD
pa3paboTky.... Cpok - no 20 mas 2016 roja.

3ajaHue (Mopy4eHue) JOKHO COAepkaTh TOJBKO OJAHO MOPYYEHHE MO OJHOMY KOHKPETHOMY
06beKTy (BONPOCY) U CPOK MCITOJHEHHUS.

B Tex ClIy4vadx, Korjga oguH JOKYMEHT COLEPXKHUT HECKOJBbKO 3a,aaHm71 OZJHOMY OTBETCTBEHHOMY
HCIIOJIHUTEJIIO, MOAIeKAHUX UCITOJIHEHHIO B OIMH U TOT 2Ke CPOK, OTBETCTBEHHbIN UCITOJTHHUTE/b
U CPOK MCIIOJIHEHHA YKA3bIBAOTCA OJJMH pa3 B OCHOBHOM IIYHKTE, Hallpyumep:

1. TnaBuomy Byxranrtepy (I'B. BenapelmeBa): 3akJ4YUTb JOrOBOp, HayaTb
odpopmsienue. Cpoxk zo 1 utoss 2016 roza.

B nyHKTax npukasa, cofepalluX MOPY4eHUs] CTPYKTYPHBIM MOZpa3zeNeHUsM ACCOLHAIUH,
MHHLHAJIbl U paMUIHMK PYKOBOAMTEJEeH CTPYKTYpHOTO IMOJpa3je/ieHUs MPOCTABAAIOTCS B
CKOOKaxX B UMEHUTEJNIbHOM Maexe.

5.3 PACIIOPAKEHUE

PacnomeeHI/Ie - paCHOpHAI/ITEJTbeIfI AOKYMEHT, HBAaBaEMbIP’I FEHepaJIbeIM
AUPDEKTOPOM Accounauun IIpEMMyILECTBEHHO MO ONepaTHBHbLIM BOIIpOCaM HOBCG,ZLHGBHOI:JI
AEATEJIbHOCTH, a TaKXe I10 BOIIpOoCaM, CBA3aHHbIM C opraﬁnaauuei HCIIOJIHEHHU A (IJYHKU,I/Iﬁ
Accouuaunn. AaHHbIe Pa3sHOBHUAHOCTH paCnopAAUTEJbHbBIX JOKYMEHTOB COCTaBJAKTCA
dHAJIOTHYHO NMpHKa3aM.

PaCI'IOpFDKeHIdH MOANHUCbIBAKOTCA FEHepaﬂbeIM AUDEKTOPOM Accounaunu.

[IpoekT pacnopspkeHus MedyaTaeTcsd MCIOJHHUTEJEM B OJHOM 3K3eMIUIApe Ha OGJaHKe
pacnopsKeHUs Mo ycTaHOBJIeHHOH popMe (npuioxeHue Ne 6).

Tpe6oBaHMA K COIJIaCOBAaHMIO MpPOEKTa pacrnopsiKeHus M O(POPMJIEHHIO CIHCKa
PaCChbIJIKK aHAJIOTUYHbI MOPAJIKY, YCTAHOBJEHHOMY JUJIl IOJTOTOBKU H 0OpPMJIEHUS NpHUKa3a
10 OCHOBHOM /1€ TeJIbHOCTH.

[Ipeamby.ia B pacnopsikeHusx 3aBepiuaercs ciosoM: «O b 13 bI B A 10»,

«IIPEAJNATA» «CYUTAK HEOBXO AWM bI M», koTopoe neyataeTcs BpaspsaAKy
[TPOITMCHBIMH 6ykBaMu MONYKUPHBIM HIPUPTOM.

PacropsukeHUsIMH HeJsb3sl [OTNOJHATh, OTMEHSTb, U3MEHSTh MYHKTbI NpUKasa M NPHKa3 B
L[eJIOM.



HO/:[HI/ICElHHOG FeHepa.}lebIM AUPEKTOPOM Accounaunn pacnopsdXeHHe BMeCTe CO CIIMCKOM
pacCblVIKKM TIiepegaeTcd O(bHC-MBHELL)Kepy AJId perucrtpanuy, XpaHeHud, U [OBeLeHHd [0
CBel€eHHA 3aMHTEePEeCOBAHHBIX JIMILI.

5.4 BHYTPEHHUE JOKYMEHTbI

BHyTpenHue [JOKYMeHTbl AccoUMallUd OTHOCSITCS K JOKYMEHTaM peryJMpOBaHUA
JesTeJIbHOCTH aZ/MUHUCTPALHH, OPraHOB YIPaBJEHUS U KOPIMOPATHUBHBIX OTHOLIEHHUH YJI€HOB
Accouuanuy c opraHaMy yrpaBJieHUs1 ACCOLMALUY U YJIeHOB ACCOLMallMH, BKJIOYAIOT B Ce6:

1. YcraB Accoynanuu «CaxaJMHCTPOR».

2. BHyrpenHue fokymeHThl Accounanuu (Ilonoxenus, [lpaBusa kouTpo.s, [lpaBuia
camoperynuposanus, CtaHzapTel U T.[.) KOTOpble pa3MemanTcs Ha OpUIHUaNbLHOM calTe
Accoyuanuu.

B OTHOWEHHWH MPOEKTOB 3THUX [OKYMEHTOB HJU MPOEKTOB BHECEHUA H3MEHEeHWUH B 3TH
ALOKYMEHTbI TPOBOJAATCA aHTUKOPPYNLMOHHAA U He3aBUCHMasl 9KCIIePTU3bI B YCTAHOBJEHHOM
Accouuanuen nopsigke.

3. JlokaJbHble BHYTpEHHHUE JOKYMEHTbI a[MUHUCTpaluu Acconuanuu (PersmaMeHThl,
WHcTpyKuuu, AKTBI ¥ T.J.) - pasMelanTcsa B eJUHOH ManKe JIOKaJbHOrO CETEBOro pecypca
aAMHHHUCTpALWH. B OTHOILIEHHH 3TUX JOKYMEHTOB POBOJHUTCS TOJbKO aHTUKOPPYILIMOHHASA
JKCIepTH3a.

[IpoeKkThbl BHYTPEHHHUX [JOKYMEHTOB (MHCTPYKILMH, pErJaMeHTbl, MOJIOXEHHUS, MeTOAMKH,
npaBuJa, CTAaHJAPThI U T.J.) pa3pabaTbhIBalOT CTPYKTYPHbBIE MO/[pa3/ieJieHUs B COOTBETCTBUH C
MX KOMIIETEHI[UEH I10 MOPYYeHHI0 ['eHepasbHOro AUPEKTOpa ACCOL[HALIUH HJIH IPYTHX OPraHOB
yIpaBJIeHHUS.

OTBEeTCTBEHHOCTb 3a IIOATOTOBKY IpPOEKTa BHYTPeHHero [OKyMeHTa, CoJepXKaHue,
corjiacoBaHve C 3aWHTEpPEeCOBAHHbIMU IMOJApa3feJeHUsIMU HECET PYKOBOAUTEJb OT/eJa,
OTBETCTBEHHOI'O 3a €ro noAroToBKY.

3amevaHus, BO3HHUKAWOIIMEe MNPHU COrJIACOBAHUM, H3JIATalOTCs B C/IYXKEOHbIX 3alucKax (B
CPaBHHUTEJIbHOM TabsinLe)c 4eTKo cGOopMyIMPOBAHHBIMU NpejioKeHuamMu. Eciu B npouecce
COrJIaCOBaHHA B MPOEKT JOKYMeHTa BHOCATCS CyIleCTBEHHbIe U3MEHEHHS, TO OH MOJEXUT
MOBTOPHOMY COrJlacOBaHMI0. Ec/iM 3aMedyaHus N0 NPOEKTY He MPUHUMAIOTCS, TO UCIIOJHUTENb
Npe/ACTaBJISET MPOEKT Ha IMOANUCh BMecTe C OQOpMJIEHHbIM I[epeyHeM pasHOTJAacHMH Ha
paccMoTpeHue [‘eHepaJbHOrO AUpeKTOpa ACCOLMALMM JAJS MPUHATHS OKOHYATEJbHOrO
pelleHHs 0 KOMIIETEHIHH.

Mlonyckaerca mnapassesbHoe (BeepHOe) COTrJIaCOBaHHE MPOEKTOB BHYTPEHHMX
JIOKYMEHTOB M UX pacChlJIKa 110 3JIeKTPOHHOU MoYTe.

HO,[U‘OTOBKa IIPOEKTOB BHYTPEHHUX [JOKYMEHTOB IPOBOJHUTCA B CpOK, YCTaHOBJIEHHblﬁ
COOTBETCTBYIOLIHWM OpPraHOM yIlIpaBJIeHUd Accounaunm.

5.5 TEJJETPAMMA

TEJIeraMMa = O606LH€HHO€ Ha3BaHHE PAa3JIMYHbIX 10 COAEPXKaHHUIO JOKYMEHTOB, BblJI€JIAeMbIX
B CBSI3U C OCOOBIM CIIOCOGOM nepegadyur TeKCTa. TeﬂeraMMbI COCTABJIAKTCA B TeX Cay4adx,
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Korja OTHpaB/ieHHE JOKYMEHTOB MO4YTOH He 0GecrevyrBaeT CBOEBPEMEHHOrO pelleHUs
BOIIPOCOB CPOYHOrO XapaKTepa.

Hepe,aaqa TeJsierpaMm Accounauun OCYyIIEeCTBJAETCA 4Yepe3 IMOo4YTOBOe OT/JeJIeHHMe CBA3U.
TeJIEFpaMMbI, CoCTaBJideMble B Accounaunu, BHU3UDYIOTCA, NOANHCBIBAOTCA WU JATHPYIOTCH B
COOTBETCTBHHU C O6LLU/IMI/I Tpe6OBaHI/IHMI/I, KOTOpbIe NpeAbABJIATCA K TIMCbMaM.

B TesierpammMe yka3biBalOTCS:
- aJipecar noJyyaTeis;
- UCXOJAUIMU HOMED;
- [aTa;
- TEKCT;
- MO/IMCh;
- paMuIUsAg UCTIOJTHUTEIS;

- HOMED TeﬂerOHa HCIIOJIHUTEJIA.

TenerpamMma rmnevaTaeTca B ABYX 3K3eMILIsApaX, MepBbIH W3 KOTOPBIX MOAMHUCHONW, BTOPOH
BU30BBIH.

TekcT TeserpaMMbl MULIETCA KaK MOXHO 00Jiee KPaTKO, Me4yaTaeTcst Ha CTaHAapTHOM
Jcte 6ymaru ¢popmara A4 nponucHbIMH GyKBaMU yepe3 1,5-2 MEKCTPOYHbBIX HHTEpBasa 6e3
ab3aleB, IPeJJIOroB U COK30B, UCIIPABJIEHHS U IEPEHOCHI He JoNyCcKalTca. TeKCT He [0JDKeH
MpEeBbIMATL OAHONH MALIMHONUCHOM CTPaHULbl. 3HaKH MpenUHaHUsI 0603HAYAKTCA YCAOBHBIMH
COKpallleHUSAMH U CTaBATCA JIUIIb B TOM CJy4yae, €CJIU OT HUX 3aBUCUT CMbICJI TEKCTA: TOYKA -
TYK; sanaras - 3IIT; apoetouune - [IBTY; Tupe - TUPE; kaBbiuku - KBY; cko6ku - CKB, Homep -
HP.

TekcT TesierpaMMbl JoJKeH 3aKkaHYMBaTbCsS TOYKOH «TUK» u He gomkeH - nudpoi. Bee
1 dpoBbIe JaHHble MUIIYTCS B TeJlerpaMMe CI0BaMHM.

B BepxHed 4acTu TeserpaMMbl OT PAaHHLbI JIEBOTO M0JIS MUIIETCS HaWMMEHOBaHHE MyHKTa
Ha3HayeHHus, Teserpa@HbIid HHJEKC (HOMep JO0CTaBOYHOIO OT/eJIeHUS CBA3HM), HAUMEHOBaHHe
noJsiyyartessa (OpraHusalusa B UMEHUTEbHOM Mafiexe, baMuins B JaTeJbHOM Najexe).

[lognucanHas [I'eHepa/ibHBIM JAHPEKTOPOM AccolualMy TeJsierpamMMa 3aBepsieTcs
OTTHCKOM medaTH. TesierpaMmbl, HalpaBJsieMble B HECKOJbKO aJ[peCOB C OZHHM U TEM Ke
TEKCTOM, IMOJNMUChIBAIOTCA Ha IMepBOM 3K3eMIusipe. Ha 3k3eMmisipe, ocrawliemcs B
Accoyualiuy, yKasblBalTCs BCe aJijpeca 0JlHOBPEMEHHO.

[l[py Heo6XOAUMOCTH K TeserpaMMme oQOpMJISeTCsT yKa3aTesb (peecTp) pacChLIKM Ha
OT/ZIeJIbHOM  JIHCTE, KOTOPbIM MOAMHCBIBAETCA JOJPKHOCTHBIM JIMLOM, MOZIHCABIINM
TeJlerpaMMy.

[Toanuck B TeserpaMMe opopMJIsAeTCs OTZAEJbHON CTPOKON yepe3 2 WHTepBaJia OT TeKcTa. B
PEKBU3HUTE «ITOANUCH» YKa3blBaeTCA TOJbKO GaMUJINS MOAMHUCABIIETO TeJerpaMMmy.

29



5.6 CJ/IY’KEBHAA 3AITUCKA

CryxeGHasi 3anncKa ABAETCA [JOKYMEHTOM BHYTPEHHEH J1eJIOBOM Nepenucku Mexiy
CTPYKTYPHBIMH MOJpasJesIeHUsAMU UK [OJOKHOCTHBIMH JIMLAMU ACCOL[HALIMK, cozepKalleil
M3JI0KEHHEe BOIPOCa, OTPAXaloIero Nporu3BOACTBEHHO-QUHAHCOBYIO HJIM HHYIO IeATEeNbHOCTD
Acconunanuu (npusoxeHue Ne 5).

[TocpezcTBOM CJ1yKe6HOM 3aMKMCKH OCYILIECTBJISETCS B3aUMOAEHCTBHE MEX/Y CTPYKTYPHBIMU
noapas/ieJIEeHUAMU U JOJKHOCTHBIMHU JIMLAaMU ACCOL{MALIMH.

CryxebHast 3anncka opopmseTca Ha JHcTe Gymard dopmata A4 U COZEPIKUT CeAyIOLue
PEKBH3UTHI:

- HauMMeHOBaHHe BH/Ia IOKyMeHTa (C/IyebHas 3anucka), (mpusoxenus Ne 5);
- JarTa;

- HOMep,

- aJpecar;

- TEKCT;

- TOJMUCH.

CryxebHble 3alMCKU PErUCTPUPYIOTCA B [IpHeMHON 1 XpaHATcs B JlOKYMeHTO060pOTe
1€

CJIY)KE6HI)IE 3allMCKH, MOCTYNMUBIIHE B CTPYKTYPHOE MOApPa3JeJeHue, pacCMaTpHUBAKOTCA

B yKasaHHBIN CPOK, a IOCTyNHUBILKE 6e3 yKa3aHHs CPOKA - B TedeHHe TPex paboyux AHeH.

5.7 OB bACHUTE/NBbHAA 3AIIUCKA

ObbsicHUTeNIbHAS 3alMCKa — 3TO MUCbMEHHOEe 06bSICHEHHE pabOTHHKA MO CYyL[ECTBY
MpocTynKa B azpec ['eHepasbHOro AUPEKTOPA.

Ha ocHoBaHHH TOJy4eHHOH OGBACHUTENbHON 3alUCKM O MpPOCTYIKE paboTojaTesb
yCTaHAB/JIMBAaeT (GAKT BUHOBHOCTH pAaGOTHHUKA M MPUMEHHAET Mepbl AUCLUIJIMHAPHON
OTBETCTBEHHOCTH.

OObsicHUTE/IbHAS 3alMCKa MOXET ObITb OGOpMJIEHA PYKOMHCHBIM CIOCOGOM HJIH
HareyaTaHa Ha CTaHJapTHOM JIMCTe 6ymMard popmara A4.

TekcT  0GBACHHUTENBHOM 3aMUCKU IOJ/DKEH  ObITh O06BEKTHBHBIM, yb6eIUTEeNbHbIM,
/laBaTb YeTKHE pa3bsACHEHHS.

O6bsicHUTe/IbHASA 3aMUCKa MOAMNHUCHIBAETCS PAGOTHUKOM, ee COCTABHBIIHM, H J0JOKHA
COZlepKaThb AATYy ee Mo/ IHUCaHHUA.
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6. OPTAHU3ALHUA JOKYMEHTOOBOPOTA
6.1 Opranusanus JOKyMeHT0060poTa

/IBYDKeHe OKYMEHTOB B ACCOLIMALIMK C MOMEHTA UX CO3/JaHUS UJIH [IOJNyYEeHHs /0 3aBeplIeHUs]
MCIIOJIHEHHS], OTNPaBKW HMJM CAAYH B /ieJ0 4ieHa AcCoUMalui WJH apXuB 06pasyeT
JIOKyMEHTO0060pOT.

B Accounanuu ycraHaB/IMBaIOTCS C/eAyIOMKeE JOKYMEHTONOTOKH

- AOKYMEHTBI, NOCTyMawL{de OT YJEeHOB ACCOLMALMU U JAPYTUX OpraHU3aluil
(Bxomsiue);
- AOKYMEHTBI, OTNpaBJisieMble 4YieHaM ACCOLMALUU MU JPYTHM OpraHU3alusM
(ucxopsamue);
- AOKYMEHTBI, CO3/laBaeMble B ACCOLHALMU U HUCIOJIb3yeMble B YIIPaBJIeHYeCKOM
npoliecce (BHyTpeHHHE).
[lopazjox NMpOXOXAEHHUS JIOKYMEHTOB K ONepALWH, MPOBOJMMbIE C HHMHU B ACCOLHMALMH,
PerjaMeHTUpyIoTCa HacTosied UHCTpyKIMeH, persaMeHTaMu oKa3aHMs YCAYT U UCIOJIHEeHUS
dyHKLMH Accoumanmnu, pacupefeseHrHeM 06a3aHHOCTeH Mex/y ['eHepasbHbIM JIUPEKTOPOM
AccoLiMalii¥, PYKOBOJAMTENAMH OT/EJOB, JAOJOKHOCTHBIMH HHCTPYKLHSMH pabOTHHUKOB
Accounanyy, NpUKasaMM HJIM DaclopsKeHUsAMH [eHepasbHOTro JUPEKTOpa M HWHbIMHU
JIOKaJIbHBIMH aKTaMU ACCOL[HALHH.

6.2 OpranusanusA npueMa 4 JOCTaBKHU JOKYMEHTOB

flocTaBKa JOKYMEHTOB B ACCOLMALMIO OCYL{ECTBJSAETCS, KAaK MPABHJIO, CPELCTBAMH MOYTOBOM
WJIH KyPbePCKOH C/yXObl, 371eKTPOHHOM MOYThI U HAPOYHO.

[lpuem KoppecnoHAeHUuM, MOCTynamieil B aapec AccoLMalMH, OTIpaBKa W J0CTAaBKa
KOPpeCHOHZIEHI[MH ACCOLMALlMM 4Yepe3 TIOYTOBOE OTAeseHHe, OT [OCbUIBHBIX HJIH OT
PYKOBOJHTEJIEH 4JIEHOB ACCOLMALMK U OT APYTHX JIML, B BU/e MPOCThIX M 3aKa3HbIX MHCEM,
MOYTOBBIX KapTO4eK, 6aHAEPOJIeH U aKeTOB, OCYILECTBISAETC €XKeJHEBHO 10 PAGOYUM JHAM
ouC-MeHePKEPOM.

[lpyem ¥ oTnpaBka 3/1eKTPOHHBIX JOKYMEHTOB MeX1y AJMMHHCTpALMeidl W uieHaMMU
AccoLHalMK Haps/y C MPOYUMH CIIOCOGAMHU OCYLIECTBAAETCS OCPEACTBOM JUYHOTO KaGHHeTa
B cucreme JlokymeHToo60poT 1C.

[puem ¥ 0TIIpaBKa JOKyMEHTOB M0 3JIeKTPOHHBIM KaHaJlaM CBSI3H OCYII[ECTBIISIETCS e3Ke/IHEBHO
1Mo pabo4uM AHAM 0PUC-MEHEIKEPOM.

6.3 Ilpuem, 06pa6oTka u pacnpeje/ieHHe NOCTYNAMIUX JOKYMEHTOB

6.3.1 [lokyMeHTbI, MOCTyNaHe B ACCOLMALMI0O HA GYMaXXHbBIX HOCUTENAX, POXOASAT
MepBUYHYI0 00pabOTKy, MpeABapuTe/NbHOEe PAaCCMOTPEHHE, PeruCTPUPYIOTCs, [10Cpe/JiCTBOM
KOZAMPOBKK JOKyMEHTa W MNpOXOAAT MpoLeAypy CKaHUPOBAHWUA [JsI BHECEHHUS B
[lokymenToo6opoT 1C oduc-MeHepKepoM Accorpaliyu.

Anst yRo6CTBa HCIOIb30BaHUA B paGoTe JOKYMEHTaM NPUCBAHBAKTCS KOJbI KOTOpbIe
MO3BOJNAT HAEHTHUHUIUPOBATL JOKYMEHTbI, YCTaHOBUTb y KOIO B aZIMUHUCTpALIUHU
AccolMaLMK HAXOJUTCA Ha PAacCMOTPEHHH JOKYMEHT, JOKYMEHT MOXET ObITh HaWzeH B
cucreme [lokymeHToo6opoT 1C.

UHAMBYUYaIbHBIH DErMCTPALMOHHBIM HOMEp AOKyMeHTa - 3TO HH/WBHAYaJIbHOE

HuppoBoe, OyKBEHHOE 0603HAYEHHe [JOKYMEHTa, IPUCBAUBAEMOe €My COTJIACHO NPUHATOH B
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Accouurauuu cucteMe MHAEKCALUU (kozMpoOBKa), OCHOBY KOTOPOM COCTaBJIsIeT MOpPsAJAKOBBIH
HOMep, PerucTPallMOHHbIN HOMEp 4YJeHa B peecTpe AccoljHalMK U GYKBeHHOe 0G03HAuyeHHe
oTzeJs1a, KOTOPbIN MOATOTOBUJI HJIH KOTOPOMY OTNHCAH AaHHbIH JIOKYMEHT.

Kraccupukaunonuble rpynnbl GOpMHPYIOTCA B COOTBETCTBUM C HAaWMEHOBAHHUAMH
BH/IOB ZIOKYMEHTOB, MX aBTOpPaMU U COJEPKUMbIM. KoZbl HEOOX0 UMbl /ISl y4eTa, MOUCKA U
CHCTeMaTH3alMH [OKYMEHTOB W B TPaJHMLUHMOHHBIX, © B aBTOMAaTHU3HPOBAHHBIX CHCTEMax
06paboTKH JOKyMEHTALHH.

Bxojsias KoppecnoHfeHLMs CBA3aHHAs C yKa3aHMeM Ha KOHKPETHOro 4JeHa
Accouyuanuu uMeeT 6a30BbIM KOJi, KOTOPbIH COCTOUT U3 HOMepa, 0603HaAYaKIIEro BXOAALUH
HOMEep JIOKYyMeHTa, PerucTpalloHHOTO HOMepa 4JieHa B peecTpe AcCOUMaldd U KpPaTKOrO
OYyKBEHHOTO COMNPOBOX/EHHs, [Jis paclo3HaBaHUs OT/esa KOTOpOMYy MHepeJaH [Js
paccMOTPEeHMA MOCTYNHUBIIUH JOKYMEHT.

Hanpumep: 0614/004/AI10,

rae 0614 — mopsAKoBbIfd HOMep JoKyMeHTa, 004 - pericTpanyoHHbIH HOMep YjieHa B
peectpe Accouunanuu, AllO - oTesn KOTopoMy MepesiaH JaHHbIN JOKYMEHT.

CucremMa HHAEKCaMM MNpejyCMaTPUBAaeT KOAUPOBAaHHbIE O0603HAYEHHS aBTODA,
KOppEeCNoH/eHTa, PYKOBOAUTEJS, KOTOPbIH KypUDYeT ONpejeseHHble HalpaBieHHs
AeATeJIbHOCTH, CTPYKTYPHOTO MOApPa3eeHUsl — HCIOJHUTES, HAlPaBJIeHUs [esiTeNbHOCTH
U T.IL

[lpu vHAexcanuuu obpaljeHWH rpaxjaH CBS3aHHBIX C yKasaHHMEM Ha KOHKPETHOrO 4JseHa
AccoLialiK KOA JOKYMEHTA BK/IIYAET: BX. HOMeD, PErHCTPALOHHbIH HOMep 4JIeHa B PEeCTpe
Acconuanny, 6yKBeHHOe 0603HaYeHHe BHAA 06palleHHs, KpaTKoe GYKBEHHOe 0603HAYeHUs
OT/ieJ1a B KOTOPBIM OTMHCAH AaHHBIN JOKYMEHT,

Hanpumep, Bx 0101/404/2K/00/KK,

rae 0101 — Bxoaawunit Homep; 404 - peruCTPaLMOHHBIA HOMED YJieHa B peecTpe ACCOLUaL|u;
K — xano6a; 00, KK — kpaTkoe 6yKkBeHHOe 0603HaYEHUs OT/EJOB B KOTOpble OTHHCAH
JlaHHBIU IOKYMEHT.

KOAaMI/I BHYTPEHHHUX OPraHU3alHOHHBIX M PACIOPASUTE/NbHBIX AOKYMEHTOB ABJAKTCA
HUX TIOPAJIKOBbIe HOMEPA, KOTOPbIe IPUCBAHUBAIOTCA B TEYEHHUE KaJeHAapHOTro roja B npejeJsax
KaX/JAo0ro OTAeJIbHOT0 BHAa JJOKYMEHTOB.

B faHHOH HMHCTPYKLMU 10 JIeN0NPOH3BOACTBY OMNpe/eseHa CTPYKTYPY PerHcTpPaLHOHHOTO
HOMepa BXOAALLEro JOKYMEHTA U UCIO0JIb3yeMble A 3TOr0 KAACCUPUKATOPbI yTBEepPKAeHHbIe
MPUKa30M reHepaJbHOr0 AUpeKTopa:

AlIO - aHa/IMTHUKO-TIPABOBOM OT/eJ;

OK - oTzen KoHTpoJIs;

C - opuc-meHemxep;

KK - cekpetapb KoHTposibHOrO KOMUTETA];
00 - opraHu3aHOHHbBIH OTAE;

OHNT - Orpen UHOpMALIMOHHBIX TEXHONOTHH



OBK - koopauHaTop 001eCTBEHHOTO KOHTPOJIS;

®30 - puHAHCOBO-3KOHOMHUYECKUH OT/IEJ;

JK - cekperapsp /lUCLUMIIIMHAPHOTO KOMUTETA

U p.

WHpekcel g onpejiesieHHs o6palleHUuN rpa)/jaH B Accolpaluio:

K - xanoba,

Uc - uckuy;

All - anenaauus;

OIl - onpepenenue;

P- peuenue;

Y - yBenoMiieHuE;

[l - npeTeH3us;

O - obpatuieHue,

[Ip - npeasioxeHus;

[1K - moBbimeHKe KBaMQUKaLMK (KOHKYPChI, BICTAaBKH, CEMHUHAPhl U UHOE);
3 - 3adBJIeHHe (Ha NOBbILIEHHe KBaIUPHUKALUK, ATTECTAL[UIO, BBIITHUCKY U HHbIE);
OT - otuets! (ropuaudeckue, PTH, HOCTPOU u nHble).

PervcrpanronHble HHAEKCHI IPOCTABJSAIOTCS Ha MEPBOM JIMCTE BXOASIIUX JOKYMEHTOB
B [IPABOM HIKHEM yTiy (MpUI0KeHHS K HUM He UHJIEKCUPYIOTCS ).

Ha HUCXOAAUINMX W BHYTPEHHHUX [OOKYMEHTAaX, a TaKXe HX KOINHAX, OCTAKLIHUXCAd B
Y4YpexJgeHuu (HpI/IJIOH{eHI/IH K HHUM TaKXe He I/IH,ZLEKCI/IPYIOTCH), perucCTpalilioOHHbIE MH/EKCbBI
[IPpOCTAaBJAKT B 3aroJIOBOYHOM 4acTH AOKYMEHTa I10CJe YKa3aHHWd BHJa AOKYMEHTa. Ecau
AOKYMEHT TI'OTOBAT Ha 6JIaHKe, TO UHAEKC MIPOCTABJIAETCA B OTBEJAEHHOM JJId MPOCTABJIEHUA
HOMEpa U AdTbl MeCTe.

Bce foxkyMeHTbI, mocTynuolyde B ajgpec Accouudaldy, NOAJNEXAT PErUCTpallMd B CUCTEME
JokymeHnToo6opoT 1C yepe3 npuemMHy0 opuc MeHe[ KepPOM. 3aMOJHAETCsl perucTparioHHas
KapTouka B cucteMe /lokyMeHT0060poT 1C, B KOTOPOU yKa3bIBAETCS:

- HaWMeHOBaHHMe ajjpecara;

- CKaH caMoro nucbMa(o6palieHus);

- JilaTa U HOMep BXOJSIIero UHAEKCa;

- JlaTa U HOMEep UCXOJALIEro JJOKyMEeHTa;

- TeMa [IUCbMa - KpaTKOe CO/iep>KaHUe;

- HauMeHoBaHHe 4aeHa Accoynauuu - 3AIOJHAETCA npu HeoOGXOAUMOCTH, €CJH B
OTHOILIEeHUH JAHHOU OpraHMW3aluy HallpaBJeHo 06paleHHUE;

- UCIOJIHUTEJIb;

- CKaH mnucbMa Ha Kotopoe npuwes orserT - 3AIIOJIHAETCA B csaydae orBera Ha
ucxozsiee obpalieHre ACColiMalUH.
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[Ipx 3TOM HasHayaeTCs OTBETCTBEHHbIH UCIOJIHUTEb Yepe3 3a/jauy B JaHHOH nporpaMme
U OTIPaBJSETCs Ha UCTIOJIHEHUE.
[Ipu Ha/M4YKK pacxoX/geHUH Mex/ly JaTOH Ha JOKYMEHTE U JIaTOH J0CTABKH JOKYMEHTa,
paboTHUK AcCCOLHaLMH, JOCTAaBUBIIMH [JOKYMEHT, [JOJDKEH M03BOHHTb B OpraHU3aLHI0 U
YTOYHHUTDb [1I0YEMY €CTb PaCX0XK/IeHHS.

KOHBeprI C AOKYMEHTaMHW BCKPBIBAIOTCS (3a HCKJIFDYEeHHEeM KOHBEPTOB C IOMETKOMU
«]II/I‘-IHO»), [IpOBEPAETCA NPAaBUJbHOCTb NOCTABKH, L1€JIOCTHOCTb YIIaKOBKH, a Ipyu BCKPBITHH
[TaKeTa - Ha/Ju4he B HeM [OOKYMEHTA, BKJKOYasl MNPHJI0XKEHHUA. Omun604HO AO0CTaBJIEHHbIE
AOKYMEHTbI IEPECHIJIAIOTCA IO MPHHAAJIEXKHOCTH UJIM BO3BpAlLlalOTCA OTIIPaBHUTEJIIO.

CoxpaHAWTCA W MNPUJIAraloTCsl KOHBEPTbI K MUCbMaM, MOJYYeHHbIM H3 Cy/eGHbIX
OpraHoB, C/y»K6bl Cy/Ie6HbIX TPUCTABOB, HAJIOTOBBIX OPTAaHOB, OT OPraHOB KOHTPOJIA ¥ HaZ30pa
AesITeNIbHOCTH ACCOLMalMK UJIM e€ YJIeHOB, OT FPaKAaH U MUCceM 6e3 06paTHOro ajpeca iU
HarMMeHOBaHHs azipecaTta. KoHBepThbI MPUIAraloTcs K JOKYMeHTaM TaKXKe B TOM CJydae, Korja
AiaTa MOYTOBOrO LITEMIesd HeobXoJHMa B KauyeCTBe [0Ka3aTesJbCTBa BPEMEHU OTIPABKH U
NOJIyYeHHsl [JOKYMEeHTa He3aBUCHMO OT OTHpaBUTeJs (MHCbMa IOPHAMYECKOrO XapakTepa -
MCKH, onpeJie/ieHus], ane/JIALUY, pelleHus; OyxrajiTepckiue JOKYMEHThbI HMEKI1e CPOKH). B
OCTaJIbHbIX CJIy4asiXx KOHBEPTbI YHUUTOXKATCSL.

[locbuik W GaHJeposM, aJpecoBaHHble AcCOLMALIMM, MOJy4aeT opHC-MeHemKep
Acconpaniy Ha OCHOBAaHMHM M3BeIeHHs, MO0 JOBEPEHHOCTH, BbIJAHHOH B yCTaHOBJAEHHOM
MopsiziKe.

6.3.2 [locTynuBuive TesjerpaMMbl NPUHUMAIOTCA MOJ PACIHUCKY OQHC-MeHe[KepoM
Acconpanuu  C MpOCTaBJeHHMeM JaTbl M BpEeMEHH [pHeMa, pEerucTpUpylTcs U
He3aMeAJIMTEJIbHO MepejaloTCsd Ha pacCMOTPEHUe PYKOBO/CTBY ACCOLMAL[UH.

- ®akcorpaMMbl [OCTYNaKT Yepe3 MPUEMHYK ACCOLMALMH, PErUCTPUPYIOTC B
yCcTaHOBJIEHHOM nopsjke B JJokymeHT0060poT 1C M Ha3HAYaeTCs UCTIOJHUTEb Yepes
3a/la4y B IaHHOW NporpaMMme.

6.3.3 He mogiexat perucTpaluu JOKyMEHTbI, COJlepXKaliiiie HEeHOPMAaTHBHYIO JIEKCHUKY,
6e3 06paTHOrO ajipeca, a TaKXe U3 COJlePKaHUs KOTOPbIX HEBO3MOXHO MEHTHULUPOBATh
JIML0, UX MO/IMKCaBIIEE, 0 YeM yBeJoMJIAeTcs ['eHepalbHbIN JUPEKTODP ACCOLMALIHH.

6.3.4 CpovHas KOppPEeCNOHJEeHLHs PeruCTPUPYeTCs U MepejaeTcs Ha pacCMOTPeHHe
He3aMeIMTeIbHO ['eHepaibHOMY JMpEKTOpY ACCOLMalUK , 06paboTKa U Iepeada 0CTaJlbHOM
KOPPECNOH/IEHIIHH OCYI[ECTBJSAKTCA B JleHb ee NOCTYIJIEeHUs] WJIU B MEePBbIH, CAeAYIOWMEI 3a
ZHEM €€ MOCTYIJIeHUs], pab04Yr K JieHb, DU NOCTYIJIEHUH JOKYMEHTOB B Hepaboyee BpeMs.

6.3.5. Peructpauys 1 yyeT BXOASIIMX AOKYMEHTOB
Perucrpayus oKyMeHTa 3aK/11049aeTCA B IPUCBOEHHH €My PeruCcTpaluoHHOT0 HoMepa (Koza)

Y BHECEHUU IaHHBIX O JIOKYMEHTE B PErMCTPALlMOHHO-YYeTHY0 GopMy, GUKCUPYS TEM caMbIM
dakT ero co3jaHus UIN MOJTYIEHUS.

ueHTpaJIHBOBaHHOf/JI perucTpanuy nNoAJiexatT Bce JOKYMEHThI, MOCTYNa e B Accounaumo oT
HHAWBUAYaAJIbHbIX Hp@[LHpHHI/IMaTQJIEI;'I, IPpUAHYECKHX H (1)1431/1qec1<1/1x JIML, a TakKXe
AOKYMEHTHLI, CO3/JaBaeMble B Accounaunu AJIS OTIIPAaBKH 3a MpeeJibl ocl)uca Accouuauun.
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JlOKYMEHTbI perMCTPUPYIOTCA OJHH pa3: BXOASIHE — B IEHD [TOCTYIJIEHHS, HCXOAALHE - B ZIeHb
MOANUCAHUSA WJH yTBepKJeHus. [Ipu mepejaye JOKyMeHTa M3 OJHOrO OT/esa B JPyroi
[IOBTOPHAsA pPervMcTpalys He TpebyeTcs.

PeFI/ICTpaLLI/II/I He [TouiexaT NMOoCTylnruBIIHe be3 COMPOBOAUTE/NbHBIX [THMCEM:
= (l)OprI CTaTHUCTHUYECKOHU OTYE€THOCTH,
- CBOZIKH U I/IHCl)OpMaLLI/IH, I[IpHUC/JIaHHbIE OJid CBEEHUS,

- nevyaTHble H3JaHHA (raseTbl, KHUTH, KYPHaJbl, GPOLIOPDI, GIOJIJIETEHH, peKJaMHble
W3/laHu4, IPOCIEKThl, aBTOopedepaThl, pe3toMe U AIp.);

= y‘{e6HbIe [IJIaHbI, MPOrpaMMBI;
- [IpUrjgacuTeJIbHbIE 6I/IJIeTbI, [N03ApaBHUTEJIbHbIE MHUCbMaA, OTKPBITKU U TeJerpaMMbl U T.II.

YdyeTHas ©HOpPMalKs [0 BCEM 3aperHCTPUPOBAHHHBIM JOKYMEHTAM 3aHOCUTCS B IPOrpaMMy
JokymeHnToo60poT 1C.

AOKYMEHTbI, KOTOpbIE MOCTYIHJIH B Accouuaumo Ha 6y'Ma>KHOM HOCHTeJie, Ha JII/ILleBOI\;i
CTOPOHE [1EPBOr'0 JIMCTA B IPaBOM HHUXXHEM YIJ1y pa3MelllaeTcd WTaMIl Accouuauym C BXOAUM
HOMEpPpOM U ,I_IaTOI\/JI [NOCTYIIJIEHH A.

YKazaHHble JIOKyMEHTbl [OJJIeXXaT CKAaHHPOBAHHWID B IIOJHOM 06beMe BMeCTe C
NPUJIOXKEHUAMH, MyTeM CO3/laHusl 3JIEKTPOHHBIX 00pa3oB W IMocCjie ero BepudUKaLHUU
(cpaBHEHHsI 3JIEKTPOHHOTO o6pa3a AOKYMEHTAa C MOJJHHHUKOM JIOKyMEHTa) BHOCATCSH B
JlokymeHTOo060pOT 1C.

Ha Bcex 3/IeKTPOHHbBIX 3aperdCTPUPOBAHHBIX JOKYMEHTax o6pasaX, I[0Jy4eHHbIX
MOCPEACTBOM 3JIEKTPOHHOIO JJOKYMEHTO060pOTAa WJIM 3JIEKTPOHHOH MOYThl, Ha JIHLEBON
CTOpOHE NEepPBOro JINCTA B IPAaBOM HMXKHEM yIJly padMellaeTcsl WTaMIl C BXOASI[UM HOMEpOM,
AaTOH, BpeMeHeM, C OTMETKOH, TpOCTaBJISETCs 3J1eKTPOHHAS [OANKCh, B KOTOPOH NPOMHUCAHHO,
4TO JAHHbBIM JOKYMEHT OCTYTHJI Yepes 3J1. OYTY HJIH IMYHbIH KaOHHET, a TaKXKe YUCII0, BpeMs
JITAHHOTO JIOKyMEeHTa.

Peructpanus BXoAdllero HoMmepa 3JEKTPOHHBIX JOKYMEHTOB OCYLeCTBJSETCS
UCKJIOYHUTEJIbHO B 3JIEKTPOHHOM PerncTpanMoHHOHN KapTodke [JJokyMmeHToo6opoTa 1C.

6.4 Opranusanusa o6paGOTKHU M epeJayy OTIPaB/ISAEMbIX JOKYMEHTOB

6.4.1 Perucrpanus, y4yeT U OTIpaBKa UCXOJAMMX JOKYMEHTOB

Best ucxoasas koppecnoH/jeHLUs 3a NOANUChI0 ['eHepaibHOrO JUpeKTopa ACCOLUALUH
perucTpupyeTcs npueMHoH B nporpamme JlokymeHToo6opoT 1C.

Oduc-menepxkep Accouuani, MOMYYUB OT HUCIIOJHUTEJIS TOAIOTOBJIEHHYIO K OTIIpaBKe
KOppeCNnoH/eH 110, 06s3aH:

° MPOBEPUTH COOTBETCTBHE GJIaHKa MHMCbMa TPEGOBAHUAM HacTos el MHCTpyKIUY;
o IIPOBEPHUTH HAJHUYHE:

o MO TTUCH;

o HE006XO0JUMbIX BU3;



e 3aroJioBKa IIMCbMa,

° JIOKyMeHTa-0CHOBaHHUsI K MUCbMY-OTBETY;
o MPUJIOXKEHUH, YKa3aHHbIX B TEKCTE [MHCbMa;

o CBEeJIeHUU 00 UCITOJIHUTEJIE;

o COMOCTABUTh KOJINYECTBO 9K3EMILIAPOB C KOJIMUECTBOM a/lpecaTos;

o PasMeCcTHUTb Ha JOKYMEHTe UCXO/IAIUH HOMED U 1Ty (3apernCTPUPOBATh OKYMEHT);

o 3aMOJIHHUTD 3JIEKTPOHHYI0 PETHCTPALMOHHYIO0 KapTOUuKy B JlokyMeHTo060poT 1C,

o OTCKaHUPOBATb UCXOJAIIMHI JOKYMEHT U Pa3MeCTHTb 3JIEKTPOHHBIM 06pa3 B mporpaMme

JokymeHTo060pOT 1C.

HenpaBu/ibHO 0popMIeHHbBIE JOKYMEHTBI HE PErHCTPUPYIOTCS, He OTHPABJIAIOTCH U OAIEXAT
BO3BpATy UCIOJHUTEJIIO JIs 0Pa6OTKH.

Hcxopsimast w3 Accoyuanuu KOPPeCNOHJEHLMsi B OyMaXKHOM BHJE HJM TeJerpaMMbl
OTMPABJATCA OPUC-MEHEXKEPOM B COOTBETCTBUHU C IIPaBUJIaMH ACCOLHALHH.

JlOKyMeHTBI, KOTOpble OTNPABJAIOTCA U3 ACCOLHALMH, MOJJIEXAT PErHCTPALUH B CHCTEME
[lokyMenToo6opoT 1C dyepe3 mnpHeMHyl0. 3alOJIHSETCS 3JEKTPOHHAs perucTpaldoHHast
KapToika B cucteMme JlokyMeHT0060poT 1C, B KOTOPO#M yKa3bIBaETCH:

- "seH AccoluanMu B OTHOUIEHMH KOTOPOrO HanpasJ/ieHo nucbMo - 3ATIOJIHAETCA npu
HEeO0OX0JUMOCTH;

- HaMMeHOBaHMUe aJipecaTa;

- CKaH caMoro nucbma(obpaleHus);

- JaTta v HoMep Ucxozsuiero MHAeKca;

- TeMa [IMCbMa - KpaTKOe CoJiepKaHHe;

- WUCIOJIHUTEJIb;

- CKaH IMcbMa Ha koTopoe zesaeM oTBeT - SAIIOJIHAETCS npu HE06X0AUMOCTH.

- yKasblBaeTcd MeTO/ OTIPAaBKH IaHHOIO MUChbMa.

6.4.2 Iloumosas omnpaska, omnpaska 3Kcnpecc-noYmoil

[lOKYMeHTbI, peHasHa4YeHHble [Jid OTNpPaBKH, MNPHUHHUMANOTCA O(l)I/IC-MeHe,Z[)KepOM rnocine
NoANKHCaHHA, CO BCEMU O(l)OpMJTEHHbIMI/I [IPpHUJOXKEHHUAMH C YKa3aHHEeM I[O0YTOBOI'0 HMHIEKCA,
HAaCEJIEHHOTO MMYHKTA4, a/jpeca © HAUMEHOBaHUS ajjpecaTa.

Oduc-meHexep, MONy4IHB MOJATrOTOBJIEHHbIE K OTIPaBKE JOKYMEHTbI, 06f3aH NPOBEPHUTh
HaJIU4He:

* IOATIUCH PYKOBOUTEIS,
-aJipeca 1 HAMMEHOBAHUS aJipecaTa,
“MUCXOASALLero HoMepa,

-JlaThbl OTIIPABKU MUCbMa,

“TeMbl [TUCbMa,

*IIPaBHUJIbHO 0QOPMJIEHHBIX PUJ0KEHUH;

- PUO ucnosHuTeENS U ero HOMep TesiedOHA.
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OcyuecTBUTL 06paboTKY OTIpaBJsIEMON KOPPECTOHAEHLHH, BKIIOYas:
-COPTUPOBKY [0 BU/IaM OTNPaBKH (NpocTas, 3aKasHasl, 3aKas3Hasl C yBeJoMJIeHHeM),
-BJIOXKEHUE B KOHBEPTHI,
-3aroJiHeHHe KOHBEPTOB U YBEJOMJIEHHH,
-3aKJIeMBaHH e KOHBEPTOB,
-COCTaBJIEHHE PeecTpa M OMKCH Ha 3aKa3Hble MUCbMa.

CpovHasi focTaBKa KOPPeCNoH/AeHL MY B Mpefesiax ropoa H0xkHo-CaxasiuHcKa oCyIiecTBIseTCs
nocie eé peructpauuu B JlokymenTooGopore 1C, CTPYKTYpHBIMHM MNOZpa3jeseHUsIMHU
CaMOCTOSITEJIbHO HJIM PabOTHUKOM, ONpe/e/sieMblM ['eHepasbHbIM JUPEKTOPOM.

YckopeHHas oTmnpaBKa AOKYMEHTOB 3KCIPECC-TIOYTON OCYIIeCTBASETCS MO COTJIACOBAHUIO C
['eHepaJIbHBIM AUPEKTOPOM ACCOLMAL[MH.

6.4.3 Omnpaska doKymeHmo8 akcumMuabHOI C8A3b10 U NO 31eKMPOHHOII noume

OTnpaBKka /JOKYMEHTOB MOCPEJCTBOM (QAaKCHMUJIBbHOM CBA3M M MO 3JIeKTPOHHOH [OYTe
OCyIIeCTBJACTCA 0OPUC-MeHeKEPOM AcCCOoLHaLUH.

OduunanbHbIl 31€KTPOHHBIN MOYTOBEBIH afpec Accounanuu «CaxaJHHCTPOI» - Np@SSros.ru.

B COO6U_[€HI/II/I OTIIPpaBKH 00s13aTeJIbHO COZEPXKUTCA afpeC KOMY OTIpaBJISIeTCAd IUCbMO, TeMaA U
CaM TEeKCT IHCbMa, COrJiaCOBaHHbIN FeHepaJIbeIM AUPEKTOPOM [Jid MIPOCTaBJIEHHS €r0 BHH C
I[IPHUJIOXKEHUAMU HJIU 3JI€KTpOHHbII>’I o6pa3 AOKyMeHTa, €eCJM aApecaTOM LaHHOTI0 o6pameHHH
HAOIYCKaeTCA €ero mnpueM B TaKou cbopMe. JIaTa OTHOpPaBJIEHUsSI CTAaBUTCA aBTOMATUYECKU B

CUCTEeMe JJOKyMEHT0060poTa.

6.4.4 Ilopsadok npoxodtcdeHUus1 BHympeHHUX d0KyMeHmMos

Hpoxoxmem/le BHYTPEHHHUX [JOKYMEHTOB Ha 23Tale HUX IMOATOTOBKU U OCI)OpMJIeHHH
COOTBETCTBYET INOPAAKY MNPOXOXKAEHUSA NPOLEAYPHI AJA UCXOAAIMUX AOKYMEHTOB, a Ha 3Tale
HCIIOJIHEHUA — BXOAALUX JOKYMEHTOB.

OdopmiieHHble  NOKYMEHTBl —MNepeJlaloTCsi Ha MOANKMCh [eHepaJbHOMY — JHPEKTODY,
llpeacenaresto llpaB/ieHus UM pyKOBOAUTENIO CIELMaIH3HPOBAHHOTO OpraHa yrnpaBJeHHs
Accoupanyu o KOMIETEHLUH Yepe3 NPUeMHY0 ACCOLHALUH.

[lepefaya  JOKYMEHTOB MeX/Jy CTPYKTYPHBIMH [OJpa3fie/leHUAMH  OCYLIeCTBJISETCs
PYKOBOAUTEJAMU CTPYKTYPHBIX MOAPA3/LJEHUH CAMOCTOATE/BHO.

6.5 Oco6eHHOCTH PaGOThI C 3IEKTPOHHBIMHU AOKYMEHTaMHU

6.5.1 llpriem u oTnpaBka 0QHULHANBHBIX 3JTEKTPOHHBIX JOKYMEHTOB OCYLIECTBJISETCS
oduc-MeHeKepoM ACCOLHALIUHU Yepes PUEMHYIO.

6.5.2 DJJIeKTpOHHbIE [IOKYMEHTbI CO3/al0OTCs, 06pabaThbiBAlOTCA W XPAHATCS B
JokymeHnToo60poTe 1C Acconuaruu.
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6.5.3 [lpu 3arpyske 3/JeKTPOHHOTO coo6iieHHst B JlokyMeHT0060p0T 1C peKBH3HTHI,
cojiepxauidecs B COOTBETCTBYKOWeM Qaile 3JEeKTPOHHOrO COOBGLIEHUS, JAOJIKHbI
MCIOJIb30BATbCA  /IJIS  3AMOJIHEHUsT T0JIeH 3JIEKTPOHHOM perucTpaluoOHHOW KapTOYKH
MOCTYNHUBILEro JOKyMeHTa.

6.5.4 [lng nojnucaHus 31eKTPOHHbIX JOKYMEHTOB HCI0JIb3yeTCs KBaNUPULMPOBAHHAS
3JIEKTPOHHasA LUPpOoBasd NOAMNHUCh FTeHEPATBHOTO JUPEKTOPA.

6.5.5 B nessx ydera u momcka JOKyMeHTOB B JlokyMeHTOo60poTe 1C HCMONB3YIOTCS
obsi3aTe/ibHble CBeJleHHS O JOKYMEHTEe KOJbl, yCTaHOBJEeHHble B 1.6.3.1. HacTosmei
UHCTPYKIUH BKJIIOYaeMble B 3JIEKTPOHHYIO PETUCTPALHOHHYIO KapTOYKY.

6.5.6 [Ilocie oTnpaBkM 3/7IeKTPOHHOIO JIOKYMEHTA, 3aBEPEHHOr0 3JeKTPOHHOM
LUPPOBOK MOANHKCHIO FreHepaJbHOrO JUPEKTOPa, OBTOPHAS NepechliKa aJpecaTy ero Komuu
Ha 6yMa)KHOM HOCHTeJIe He TpebyeTcsl.

6.5.7 CpoKHu XpaHeHHs 3JIeKTPOHHBIX JOKYMEHTOB COOTBETCTBYIOT CPOKaM XpaHeHHs
AOKYMEHTOB, YCTAHOBJIEHHbBIX 11 aHAaJOTHYHBIX JOKYMEHTOB Ha GYMaX<HOM HOCHTeJIe.

6.5.8 J/1eKTpOHHbIe JOKYMEHTbI /10 UX [Iepe/lady B apXUB XPaHSATCS B MAMKe JOKAJbHOTO
ceTeBOro pecypca Accouuanuu u cucreme JJokymeHtoo6opot 1C.
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7 OPTAHU3ALHUA JOKYMEHTOOBOPOTA PABOTHUKAMHU
ACCOOHMALINU

7.1 B yes1ax onepaTHBHOTO MOJy4eHUs] Heo6X0AUMOH HHGOpMALMH B JOKYMeHTo060poTe 1C
cO3/jaHa IO CKOBasi CHCTeMa J0OKYMEHTOB.

OnepaTHBHBIA MOUCK JOKYMEHTOB OCyliecTBaseTcs B JlokyMeHTOo60poT 1C, KOTOpbIM
CO/ZIEPXKUT JIEKTPOHHBIE 06pa3bl BXOASALEN U UCXOASIIEH JOKYMEHTALHH.

7.2 PaccMOTpeHHe JOKYMEHTOB, HOCTYNMBIIKX B aJpec Acconpanuu

[Ipu mocTynieHun JOKyMEHTOB B ajpec ACCOLIMALIMU, HCXO/Is U3 a/ipecaTa U CoepKaHUs
AOKYMEHTa, JOKYMEHT Mepe/jaeTcs Ha pacCMOTPeHHe PYKOBOACTBY AcCCOljHalMK Yepes3 3ahady
B JINYHOM KabuHeTe.

3ajava 0 MOCTYNJIEHHH HOBOTO JIOKYMEHTa MepefaeTcsi reHepaJbHOMY JUPEKTOpY
Acconnauuu B JleHb WX MOCTYIJIEHHS WM Ha CeAyHOLHH paGodyuil JileHb NpU MO3ZJHEM
MOCTYTIJIEHUH.

Cpquaﬂ KOppeCnoHZAeHUA nepegaeTcsa Ha paCCMOTPEHNE He3aMelJIUTEJbHO.

BHeceHne TekcTa pe3osoUMH - KOMMEHTapus [eHepasbHOro [AupeKTopa AcCCOLUALUH
(npunokenne N 7) K JOKyMeHTy 110 MX HCIOJIHEHHIO B mporpammy JlokymeHTooGopoT 1C,
BHOCHUT CaM reHepaJibHbI{ JUPEKTOP B JUYHOM KabHHeTe.

7.3 Pa6oTa ¢ J0OKyMeHTaMu paGOTHUKOB Acconpanuu

Perucrpanusa [OKyMEHTOB, NOJy4YeHHBIX U3 IPUEMHOH, B OT/€e/aX He NPOM3BOLUTCH.
Y9eT [JOKYMEHTOB M KOHTPOJb 3a WX HCIOJHEHHEM OCYIIEeCTBJAAIOTCA B CHCTEMe
JIOKYMeHTO060pOTa 4Yepe3 JIMYHble KaOWHETbl. PyKOBOJUTENM OT/AEJOB, JUG0 JHLA HX
3aMeljaniiue, 06s3aHbl pacCMaTPHMBAThb 33Jayd W [0/J3aJadyd, MNepeJjlaHHble UM 4Yepes
HoxkymenTo060poT 1C M BHOCHUTb DE3OJIIOLUI0 K JOKyMEHTaM 4Yepe3 JHUYHbIA KabUHET B
JokymeHT0o060pOT 1C B ZIeHb UX MOCTYIJIEHHUS.

7.4 Perucrpanus v y4eT OpraHM3aniOHHO-PaCIOPSJUTE/IbHbIX JOKYMEHTOB

WHCTpyKUMH, persiaMeHThl, MOJOXEHUS U Jpyrue BHYTPEHHHE JOKYMEHTbI, peryJupyloLiyie
MOPSIOK HCMOJHEHUsI QYHKUMH aJMUHHUCTPALUKU ACCOLMALHMH, YTBEPXKAAIOTCA NpPUKa3aMH
reHepaJibHOTro JJUpeKTopa AcColHaliHH.

Oduc-meHepKep BeleT y4eT, PerUCTPALMIO U XpaHEeHHE IPUKA30B 110 OCHOBHOM 1eATeNbHOCTH.

PEFI/ICTpaLLI/IOHHbIM HOMEepOM TIIpHKa3a fABJIFETCH HOpHAKOBbII‘/)I HOMeD, HpI/ICBaHBaeMblf/’I
KaXXJOMy BUAY IPHUKA30B B IIpe/ieJiax KaJeHJAapHOoro roja.

K npukasy o ABH>KeHHIO KapoB K NOPAJKOBOMY HOMepY AobaBJsieTcst 6ykBa «K», K npukasy o
KOMaHAupoBaHuu 1o Poccuiickoii ®epepannu - 6ykBol «KOM», K nprkasy 0 KOMaHAUPOBaHUH
3a rpanuny - «<KOM/K3».

PerucrpanioHHbIM HOMEPOM MpHKa3a O MpPeJOCTaBJEHHH E€XEroJHOTr0 OTIYCKa, y4e6GHOro
OTIyCKAa M OTHyCKa 6e3 COXpaHeHHs 3apabOTHOM MJIATbI SIBJSETCS MOPAJKOBBIH HOMep,
MPUCBANBAEMbIN KaX/|OMy IPHKa3y B lpeJieiax KaJeH/JapHoro ro/a ¢ JobasenueM 6yks «OT».

7.5 OpraHusanusa 1 y4eT 06'beMa JOKYMEHTO060poTa

Opranusanus JOKyMeHT0060pOoTa A0JKHA OTBEYAThb CJAEAYIOI[UM TPe6OBaHHUAM:
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- OllepaTUBHOE U I[eJIeHallpaBJAEHHOE IPOXOXKAEHH E AOKYMEHTOB,

- OnpaBJaHHOe [epeMelleHHe [JOKYMeHTa, HCK/IYalollee HJAW OrpaHHYUBaiolee
BO3BpaTHbIe MepeMelleHNs] JOKYMEHTOB W JeHUCTBHA C JOKYMEHTAMU, He 06YCJOBJEHHbIE
JleJIOBOM HeEOOXO0JUMMOCThIO.

llopsifok mpoxoxaeHusa W mpolecc 06paGOTKH OCHOBHBIX KaTEropui JOKYMEHTOB
[IOJDKHBI ObITh MAKCHMAaJIbHO KOHDHAEHIIMAIbHbIMH.

YyeTr o6beMa JOKyMeHT0060poTa B ACCOLIMALIMK BKIIOYaeT MOACYET 06LIero KOJUYecTsa
BXOJALIMX, HCXOASAIMX U BHYTPEHHUX JJOKYMEHTOB 3a OIllpe/ieJIeHHbIH epHo/i BpeMeHH.

[TokasaTesu ob6beMa [[OKYMGHTOO60pOTa HCIIOJIb3YITCA AJA OlipejeJieHus
TEeXHOJIOTHYEeCKOU OCHAIll€eHHOCTHU TIpPOLeCCOB pa60TbI C [JOKYMEHTaMH, [AJd aHaJiku3a
pPa3JIMYHBIX aACIIEKTOB praBHEH‘{eCKOﬁ A€ATEeJIbHOCTH, B TOM YHUCJIE pa3pa60TKH Mep IIo
OIITHUMH3AL U onymeHToo6op0Ta.

AHa/IMTUYECKHH y4eT JOKYMEHTOB MPOM3BOJUTCA MO 3aJaHHBIM KOJaM B
JokymeHnToo6opoTe 1C.

PykoBoauTesin oTen0B Accoyanvu JOJIKHbI CHCTEMATHYECKH aHAJM3UPOBATbh COCTOSIHUE
Nepennucky,  mpefjaraTb  MepONPUATHA [0  COKpAIleHWI0  WJM  ONTHMH3ALUU
AOKYMEHTO060pOTa, He J0MyCKaTh U3JIHLIHEH EePEeNUCKY MEX/y OT/eNaMH.
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8. KOHTPOJIb UCIIOJIHEHU A NOPYYEHUN PYKOBO/JCTBA,
MOJIOXKEHUW BHYTPEHHUX JOKYMEHTOB, CPOKOB UCIIOJIHEHU A
TPEBOBAHHUI BO BXOJAMIUX JOKYMEHTAX
8.1 Konmposb 3a ceoespemMeHHbIM U KA4eCm8eHHbIM UCNOJHeHUeM OO0KYMEeHMmMo8 U
nopy4eHutl.

OTBETCTBEHHOCTb 3a OpraHM3alMI0 KOHTPOJISI M CBOEBPEMEHHOE HCIOJHEeHHUe
MOPYYeHUH M BXOJAIMX JOKYMEHTOB BO3JIaraeTcs Ha [eHepasibHOTO JuUpeKTopa U odHC-
MeHe/Kepa ACCoLMaLMK, Ha DYKOBOAUTe el oTAesoB Accoriariuu. [locTaHOBKa MOPyYeHHUH U
BXOJAIMX JIOKYMEHTOB Ha KOHTPOJIb OCyLWeCTBASAETCS [‘eHepasbHbIM JUPEKTOPOM
Accouuanuu.

]_le.JIb YOOMAHYTOI'O KOHTpPOJII COCTOUT B obecrne4yeHUHU CBOEBPEMEHHOIo H
Ka4YeCTBEHHOr'o HCIIOJIHEHUMA HOpy‘{EHI/Iﬁ U [OOKYMEHTOB, YKpelJeHHUH HCIIOJIHUTENbCKOU
AUCLHHUIIJIMHBI M MOBBIIIEHUH OTBETCTBEHHOCTH pa6OTHHKOB AAMHUHHCTPAHUH Accounaunu.

KoHTposb 32 ucnosiHeHHEM JOKYMEHTOB BKJIIOYAET:
- bopMHpOBaHHe NOPyYeHUH U TOCTAHOBKY JOKYMEHTa Ha KOHTDPOJIb;

- KOPPEKTUPOBKY JaHHBIX O KOHTPOJHPYEMBIX JOKYMEHTaxX MPU H3MEHEHHH CPOKOB
UCIIOJIHEHUA UJIH COZepKaHHsI Opy4deHU (pe3ooLii);

- CBOEBpeMEeHHOe HallOMHHaHWe pYKOBOAUTEJSAM OTAeJOB aAMUHUCTPALUMU U
CreliMaJM3UPOBAHHBIX OpPraHOB ACCOLMALMH O HaJW4YHUK HEUCIOJHEHHBIX JOKYMEHTOB U
NOpy4YeHHH Yepe3 JIMYHbIN KabHHeT pabOTHHUKOE;

- y49€T Y aHaJIM3 pe3yJ/JIbTaTOB UCIIOJIHEHH S JOKYMEHTOB;

- perysispHoe mpejcTaBjieHHe Oopuc-MeHeJxepoM [‘eHepasbHOMY [JUPEKTOPY
Accouranudyd WHGOpPMALUKM O XOJle WCIOJHEHUS JOKYMEHTOB M 06 HCIOJHUTEJIbCKOU
JUCLUIIIMHE paOOTHHUKOB a/IMUHUCTPALMU ACCOLHAL[UH.

- pery/iapHbId OTYET (mpefcTaBsieHue HHopMaluu) [IpaBiaeHn0 Acconualu o0 Xoe
UCIIOJIHEHUSA [JOKYMEHTOB M 00 HMCIOJHUTEJbCKONW JUCHUIINHE DYKOBOJWUTENEH W 4JIeHOB
CrneLHaM3MpOBAHHBIX OPraHoB Accoljdanuu

chnc-meHe,mKep B 006s53aTeJIbHOM [IOpAJAKE OCYLEeCTBJAAET IMOCTAHOBKY Ha KOHTpPOJIb
CleaAYyINX JOKYMEHTOB:

- mopy4eHus ['eHepaJbHOT0 AUPEKTOPA,

- 3ampochl, pekoMeHgauuu, TpeboBaHusa I[lpaBuTesnbcTBa Poccuiickoit Pegepanuy,
[IpaBuTenbcTBa Caxa/MHCKOW 06s1acTH, deflepajbHbIX OpPraHOB HCIIOJHUTEJNbHON BJACTH,
OpraHOB HCIOJIHUTE/bHbIX OpraHoB BJacTH CaxajJHMHCKOH 06J1aCTH, MYHUIMIAJUTETOB
CaxayIMHCKOM 06/1aCTH, KOHTPOJIBHBIX U HAZI30PHBIX OPraHOB pa3HbIX YPOBHEH, B TOM YHCJIe BO
MCTIOJITHEHUE HOPMATHBHBIX TPABOBBIX aKTOB;

- lellyTaTCKHe 3anpockl U MucbMa JenytatoB ['ocysapcTBeHHOH yMmbl PesiepasbHOTO
Cobpanus Poccuiickonn ®esepauun u uneHos Cosera Pezpepaiuu PesepanbHoro Co6paHus
Poccuiickoit ®enepanun, ob6aacTHol JyMbl CaXaJMHCKOR 06/1aCTH, rOpoAcKor Jlymbl KxHO-
CaxaJsiMHCKa;

- IPpUKa3bl U PACIIOPAXKEHUA FeHepaJbHOI0 AUPEKTOpa ACCOI_U/IaLU/II/I.
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KoopauHaTop KOprnopaTHBHBIX OTHOLIEHHUH B 0653aTEJbHOM MOPSAJKE OCYLIECTBASAET
KOHTPOJIb UCTIOJNIHEHUST pelleHUud U rnopydyeHuid [IpaBnenus Accouuanuu, O61iero cobpaHus
Accouuarmu.

KOHTpOJIb 3a MCIIOJIHEHHUEM nopyqum?I, BBITEKAOIIHUX U3 MOCTYNMHUBIINX JOKYMEHTOB,
OCYLEeCTBJIAETCA C MOMEHTA PAaCCMOTPEHUSA UX PYKOBOLCTBOM Accounam/m.

KoHTposb 3a wHCHOJIHEHHEM MOpYyYeHHH, BBITEKAWI[UX H3 MOCTYNUBLIMX JOKYMEHTOB,
MOCTaBJIEHHbIX Ha KOHTPOJIb PYKOBOAUTENSMU OT/AEJIOB, OCYIECTBASIOT PAGOTHUKH OT/EJIOB
10 OPY4YEHUIO0 PYKOBOAUTENEH OT/Ae/ 0B ACCOLMALUH.

CpOK HCIIOJIHEHHA IIOPYYEHHUA 110 [OKYMEHTY YKa3bIBA€TCs B PE30JIIOLUU JOKYMEHTA.

PykoBosuTesn CTPYKTYpHBIX MOJpasjesieHUil Accoludaludd 06ecnedyuBalT OllepaTHBHOE
paccMOTpeHHe J[OKYMEHTOB, KOHTPOJIMPYIOT KadyeCTBEHHOE HCIOJHEHUE [OpYYeHUH I10
AOKYMEHTaM B yCTaHOBJIEHHbIE CDOKH U HECYT JIMYHYIO OTBETCTBEHHOCTb 332 HECBOEBPEMEHHOe
U HEeKayeCTBEHHOE HCIIOJIHEHHWe JOKYMEHTOB U COZleprKalliuXCcsl B HUX MOPYYEHHUH.

CouCroJMHUTENN IIPOEKTa JOKYMEHTa HeCYT OTBETCTBEHHOCTb 3a HECBOEBPEMEHHYIO U
HEKAYE€CTBEHHYIO IOATOTOBKY IPOEKTa JOKYyMeHTa U 00s13aHbI [IPELCTABJIATb OTBETCTBEHHOMY
HCIIOJIHUTEJIIO B TeYEeHHe nepsoﬁ [TOJIOBHHBI YCTAHOBJIEHHOI'O CPOKa BCE IIPOEKTHI JOKYMEHTOB
A O606LLL€HI/IF{ M OKOHYaATeJbHOH [TIOATOTOBKH LI€JIBHOTO MPOEeKTa JOKYMEHTA.

8.2 Cpoku ucnosiHeHus nopy4eHuii no doKymMeHmam

CpOKI/I HCIIOJIHEHH A HOpyquHf/'I 10 IOKYMEHTAM UCHUCIATCA B KaJIeHIapHbBIX AHAX:

- IPUKA30B U PACMOPAXKEHUH — C 1aThbl 03HAKOMJIEHUS UCTIOJTHUTEEeH MOC/Ie OATTMCAHUSA
WJIA YTBEPXKAEeHHUS (PerucTpalu) 3TUX JOKYMEHTOB;

- [IPOTOKOJIOB — C AAaThI IIPOBEJEHUA 3acelaHUA (COBeH_LaHI/IH), €CJIM PYKOBOJHTEJIb UJHU
npeaCTaBUTE/Ib COOTBETCTBYIOIIEro oApa3/ie/ieHUs NPUCYTCTBOBAJIM Ha 3TOM 3acejJaHUU;

- IPOTOKOJIOB — C AaThl O3HAKOMJIEHUA PYKOBOAUTEJISA NIOApa3ae/IeHUdA AAMI/IHI/ICTpaHHI/I
HJIK DPYKOBOJAUTEJA 060C06JIEHHOTO noapasaeseHus Accounaunn C MNPOTOKOJIOM 3TOTO
3acCelaHud UJIH C AaThbl MMOJYYEeHHS UMU OTAEJIbHbIX HOpy‘-IEHI/II\;I OT 'eHepaJIbHOTO JUPEeKTOopa
BO HMCIIOJIHEHHA pELHEHI/IFI AAaHHOI'O 3aCejaHu4,

- JOKYMEHTOB, MOCTYNUBIIMX OT HHAUBHU/YANbHbIX IPeATNPUHUMATENEH, OPUAUYECKUX
JIUL, W ObpallleHMH rpaJaH - CO JHS O3HAKOMJIEHHS] WCIOJHHUTEJEeH C IOpy4eHUSAMHU
reHepasibHOro JupeKTopa ACCOLMaLuK, JUCLUIIJIMHAPHOTO UJIM KOHTPOJbHOT0 KoMUTeTa. Ecuiu
CPOK HCIOJIHEHHUS MMOPYyYEHUS KOHKDEeTHBbIM MCIOJHUTesJeM [0 JIOKYMEHTy He yKas3aH B
JIOKyMEHTE, OHO MOJJIEXHUT UCIIOJHEHHIO B TeUeHHe He GoJiee 15 KaJieHJapHbIX JHEH.

KOHTpOJIbeIe AOKYMEHTDI UCIIOJIHAIOTCA B YCTAHOBJIEHHbIE CPDOKH:

- B ciydae, eciv B TeKCTe nopy4eHHs BMeCTO AAThl HCIOJHEHUS UK TEPUOZA BpEMEHH
uMmeetcs: nomerka: «Cpo4Ho», «HesameIMTeIbHO» UM aHAJIOTHYHOE yKa3aHWe, OpyYeHHe
UCITOJIHAETCS B MaKCUMa/IbHO KOPOTKHE CPOKH, HO He M03/{Hee 3-X JHel C JaThl perucrpanuu
AOKyMeHTa B Accouuanyu. Ykasanue «OnepaTHBHO» NMPeAyCMATPHUBAET CPOK UCIIOJHEHUA - HEe
6osee 10-Tu JHEH.

- IOPYY€eHHUs, CoJleprKalhecs B NMpUKas3ax, paCHopshKeHHsX,  MPOTOKOJax
3ace/laHHuii OpraHOB yNpaBJieHUs] ACCOLMALIUY — B YKa3aHHbIE B HUX CPOKH;



- [OKYMEeHTbl W nopydeHUs [‘eHepasbHOro AupekTopa AccoLMalMd C MOMETKOH
«Cpo4HO» — B MaKCHMaJIbHO KOPOTKHE CPOKH, HO He Mo3jHee 3-X KaJeHJapHbIX JHeil ¢ AaThl
O3HAKOMJIEHHsI C MOPYyYEeHHEM DYKOBOAUTEJS MOJApa3zeseHuss aJ[MUHUCTPALMH ACCOLMaLHH.
Ecin nocnefHu#t fieHb CpoKa MCIONHEHHS NOPYYEHUsl /M MOATOTOBKH MPOEKTa JOKYMeHTa
MPUXOAUTCA Ha HepabO4YUH JleHb, TaKoe MOpyYeHue WM JOKYMEeHT MOJJeXaT UCTIOJHEHUIO B
CJIeAYIOIUM 32 HUM pabo4yuil feHb.

8.3 Konmpose 3a ucnonnenuem dokymenmos 8 omaesax (nodpazdesenusx) Accoyuayuu

[Ipy paccMOTpeHHH KOHTPOJIbHBEIX CPOKOB NOJTOTOBKH HEOGXOJUMbIX POEKTOB JJ0KYMEHTOB
PYKOBOAHUTENb OT/AesNa CaMOCTOATEJbHO ONpejesieT JOKYMEHTbl W/WJIHW [OpydYeHHH,
TpebyolHe CPOYHOr0/BHEOYEePEHOr0 PACCMOTPEHHUS.

HpOEKTbI AOKYMEHTOB, [IOCTYINUBIIKE HA COTJIaCOBaHHE OT APYI'UX OTZEJI0B ACCOL[I/IaLLIdI/I HJIK OT
CliellHaJU31MPOBAHHBIX OPTraHOB Accounaunn, pacCMaTpHUBAaNOTCA B OT/eJIe B IEPBYIO OYepEb.

PykoBoguTenb oTaena, 06s3aH:
- KOHTPOJINPOBATb XO/] MMOATOTOBKM IIPOEKTOB JOKYMEHTOB U UCIIOJIHEHUS TOPYYEHHU;

- COO6U_LaTb O(l)I/IC-MEHe,[L)Kepy CBeJJeHHA 06 HCIOJHEHUHU KOHTPOJIbHBIX CpPOKOB
[IOATOTOBKHU INPOEKTOB JOKYMEHTOB,

- CBOEBpPEMEHHO NpeACTaBJIATb O(l)HC-MGHEA)KEpy CHY)KE6HI)I€ 3allUCKH C pe30JIILIHUAMHU
PYKOBOACTBaA ACCOLIHaLU/II/I O TNpOoJJIEHHH CpOKa HCIIOJHEHUd nopyqum‘/’l H TIOATOTOBKH
[TPOEKTOB JOKYMEHTOB.

8.4 Ilopsadok cHamus nopy4eHull U dOKYMeHIM08 ¢ KOHMPOo

[Topy4eHnus u/uan Tpe60BaHUA B JOKYMEHTE CUUTAKOTCA UCIIOJHEHHBIMU U CHUMAIOTCS
C KOHTPOJISI OCJIe MOJIHOTO pelleHMs BCeX N0CTaBJEHHbIX B HEM BOMPOCOB. B oKkyMeHTaLUU 0
KOHTPOJIE HCNOJIHEHHUSI TOPYYEeHUH W/UIM TpeGOBaHUH BXOJSALIUX JOKYMEHTOB OTpa)aeTcs
HHPOpMaILKs 0 Mepax, IPUHATHIX OTBETCTBEHHBIM HCIIOJHUTEIEM JJIS UCTIOJIHEHUS TOpyYeHHst
W /WJIM IOATOTOBKE MPOEKTA JJOKYMEHTa.

HcnonHeHue nopy4eHus u/WAM NOATOTOBKA MPOEKTa JOKYMEHTA NpeJycMaTpUBaeT
c6op u 06paboTKy Heo6XoAWMOKH HHOOpMALKH, MOJACOTOBKY MpPOEKTa JOKyMEeHTa, ero
opopmiieHHe, cOrsiacOBaHMe CO BCEMH COHMCIOJNHHUTEJSIMH, BbIYMTKY MpOeKTa JOKyMEHTa,
POBEPKY rpaMMaTUKU, OpPorpadru U MyHKTYaL MK, TPeCTaBIEH e HA OANUCh U IOATOTOBKY
JIOKYMeHTa K OTIIpaBKe aJipecary.

OTBETCTBEHHOCTD 3a OJIHOTY MCIOJIHEHHS TOPYYEHHS U/ IPOEKTa JOKYMEHTa, ero
BCECTOPOHHSIS MMPOBepKa BO3JlaraeTcs Ha PYKOBOAMTEJsSI COOTBETCTBYIOUIETO CTPYKTYPHOIO
noJZipaszesieHust Accoryarimu.

JloKyMEeHT CHUMAETCsl C KOHTPOJIs OTBETCTBEHHbIM PaGOTHHUKOM (Oduc-MmeHeKepoMm).

OcHOBaHHEM [/l CHATHSA MOPYYeHUs H/WJIM MOATOTOBKH MPOEKTAa ZI0KYMEHTa C KOHTDOJIS
SIBSIETCA OTYeT pPYKOBOJAUTEJA OTAesa AccoUMalMd 06 HCIOJHEHUHW IOpYyYeHHUs B
[flokymenToo6opoTe 1 C c npuI0KeHHEM COOTBETCTBYIOIIET0 OTBETA U/HJ/IH JJOKYMEHTa.

[l CHATHA C KOHTPOJIA MOPY4YeHHs MM TpeGOBaHHUH BXOJAIIETO JOKYMEHTa, He
TpebyIolero NMCbMEHHOI0 OTBETa, PYKOBOAMTEJb OTZesNa CO3J4aeT OTYeT 06 UCIOJHEHUU
AokyMmeHTa B /lokyMeHToO60poTE 1 C, HanpuMep, CJIEAYIOIEr0 COAePHKaHUA: «yITEHO B IIJIaHE»,
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«BOMPOC pelleH 1o TesiegoHy (C KeM KOHKPETHO, aTa, HoMep TeJjiepoHa)», KIIPUHATO y9acTHE B
COBELIAHUU» U T.IN.

[lopyyenust no mnpukasam AccouMaLHKM HEe CHUMAIOTCA C KOHTPOJsSI Ha OCHOBAaHMH
IPOMEXYTOYHBIX OTYETOB DYKOBOJHUTEJsSI OT/AeJa C yKasaHHEM pe3yJbTaTOB KOHKPETHBIX
AA€HCTBHUH, I0ArOTOBJIEHHBIX U OTIIPABJIEHHBIX JJOKYMEHTOB, ONpeseeHHeM KOHKPETHBIX JIHLI,
Ha KOTOPBIX BO3JIOKEHO Ja/lbHEHIIee CONpOBOXAeHHe (OTC/AEKHBAHUE) pe3yJbTaToB
AEATEJIbHOCTH ACCOLHALIMH 110 3aTPOHYTBIM B IOPYYEHHH HJIH JOKYMEHTE BOIPOCOB.
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9. 3BABEPEHME JOKYMEHTOB U UX KONU
9.1 Ilpaso 3asepsame kKonuu doKyMeHmMo8:

CywectByer fgBa crmocoba 3aBepeHHs KOMHH JOKYMEHTOB: HOTapuaJbHOE U
CaMOCTOSATeJIbHOE 3aBepeHue AccoLialiueil.

3aBepeHHEe KOMUHM JIOKYMEHTAa HOTAPHYCOM SBJSAETCA HOTApHUaJNbHBbIM JefCTBHEM,
MOPAZOK COBEPLIEHHs] KOTOPOTO YeTKO perjaMeHTHpoBaH OCHOBaMHM 3aKOHO/aTeabCcTBa PD o
HOTapuaTe. 3a COBepIIeHHe yKa3aHHOIO e CTBHUs B3bICKMBAETCA FOCYJapCTBEHHAsI OMIIMHA,
4TO TpeGyeT KaK BPEMEHHbIX, TaK M MaTepHaJbHbIX 3aTpaT CO CTOPOHBI OpraHU3ALMHM.
[pezicTaBienne HOTapHaJbHO 3aBEPEHHBIX KOMHI JOKYMEHTOB TpeGyeTcs TOJIBKO B Cy4ae,
€CJIM 3TO NPSMO YCTAaHOBJIEHO (HalpyMep, TpeGOBAHUSIMH 3aKOHA).

B ocTasbHbIX Cydasx KONUA JOKYMEHTa MOXET 6bITh 3aBepeHa, KakK HOTapHaJIbHO, TaK
1 Accoyuanyei caMoCTOATebHO.

9.2. B Accoupanuu Konuu JJOKyMeHTOB 3aBepstoTcs ['eHepabHbIM AupexTopoM. [lonyckaeTcs
3aBepeHHe KONWH B ACCOLMAlMM TakKe M OTBETCTBEHHbIMH JIMIAMH (KOPIOPAaTHBHBIMH
CeKpeTapsAMHU ClleLiHa/IM3UPOBAHHBIX OPraHOB, KOOPAHMHATOPOM KOPHOPATUBHbBIX OTHOLIEHHUH,
pabOTHHKAMH aHAJMTHKO-NIPABOBOTO OT/eJA, BEAYIMMU CyAeGHbIe feJa Accoyuanuu). B
OTJIMYHe OT OpUTHHala JOKyMEHTa, Ha KOTOPOM, B YCTAHOBJIEHHBIX CJAy4Yasix, IPOCTABJISAETCS
OTTHCK TledaTH OpraHU3alMH, Ha KOMHH JOKYMeHTa 3TOW OpraHU3aluu, IPHU 3aBepPeHUU eé B

Accouuralnuu, NIpoCTaBJISeTCs MeYaThio ACCOLUALHH.

B CJiydae NpeACcTaBJIeHHs MHOTOCTPAHHUYHOTO AOKYMEHTA, 3aBEPUTb €ro KOMKUI MOXHO

JIFOOBIM M3 CYHeCTBYIOLIUX B €JI0BOH PaKTHKE CIIOCOBGOM:
- IyTeM 3aBePeHHs KaXK/0r0 OTAEJbHOIO JINCTA KOMUU JOKYMEHTa;

- IyTEM IMPOLIKNTHUA BCero MHOTOCTPaHUYHOTI'O AOKYMEHTAa U 3aBEPEHHS €ro B L[€JIOM Ha

o6op0Te INOAIIHMBKH C YKa3aHUEM KOJIMYEeCTBA CTPAHUILL AOKYMEHTa.

CuwnB fokymeHTa QopMUpyeTcsi 06beMOM He Gosiee 150 JHCTOB CO CIJIOLIHOH
HyMepallH JIMCTOB apabCKUMK Uupamu, HauMHas C eAWHHLbl Ha CTPaHHULe THTYJbHOM

06JI0KKH HJIM Ha TepBOH CTPaHULle IEPBOro JHUCTA.

Bce smcThl B CluMBe MpoIMBAKOTCS Ha 2-4 MPOKOJA MPOYHOH HUTbIO. KOHI[bI HUTH
BBIBOJIATCS Ha 0G0POTHYIO CTOPOHY MOC/AE/IHET0 JINCTA U CBSA3bIBAIOTCA. Ha 060pOTHOI CTOpOHe
MOCTIeJHEr0 JINCTa B MeCTe CKpeMJieHHs HakJeuBaeTcs OyMakHass Hakjelka (B BHJe
npsiMOyroJibHUKa pagMmepoM npumepHo 40-60 mm Ha 40-50 MM). Hakuiefika fjo/kHa 3aKpbIBaTh
MECTO CKpelJIeHHA NPOIIMBKH MOJIHOCTbBIO, 3a Mpe/esbl HAKJEHKH MOIYT BBIXOJUTb TOJIbKO

KOHIbI MPOIIMBHBIX HUTEH, HO He 6oJiee YeM Ha 2-2,5 cM.
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Ha 6ymaxkHON Hak/elike NpOCTaBJAseTCs 3aBepUTe/bHash HaAMHCh, B KOTODPOM
yKa3blBaeTCA KOJIMYECTBO MPOHYMEPOBAHHBIX JIMCTOB (apabCKUMH LUbpaMyd W MPOIMUCHIO),
MO/MHUCh PYKOBOJUTEJIA HJIH HHOTO, YIIOJJTHOMOYEHHOT0 Ha 3TO, Mpe/JCTAaBUTEJsT OpraHU3aluu
C yKazaHueM ero GaMHUJINU M UHULHMAJIOB, JO/DKHOCTH ([TOJIHOCTBIO), AThI MOAIIMCAHUS, 1e4aTh
OpraHusaluu (npy Hasuyduu). [le4aThb CTAaBUTCA TaAKUM 06Pa30M, YTO6ObLI YaCTUHYHO 3aXBaThbIBaIa
OyMakKHyr0 HaKJIeHKy, 3aK/JeUBaIOLLyI0 KOHLbI HUTH, IUYHYIO O/MHCh, GaMUJIHIO, HHULUAIBI

JINLA, 3aBEPUBLIETO JOKYMEHTbI (KONHUU JOKYMEHTOB), IaTy UX 3aBEPEHMUS.

B ciiy4ae npolmMTHs BCero MHOMOCTPaHUYHOTO IOKYMeHTa W 3aBEPEHUS ero B 1[eJIOM, Ha
060pOTHOH CTOpPOHEe MOCJeAHEero JUCTA, KpPOMe BbILIEYKAa3aHHOrO 3aBepeHHUsl KOJHYeCcTBa
JIUCTOB KONMH JOKYMEHTa, JOJDKHBI ObITb NPOCTAaBJEHbl PEKBU3UThI 3aBEPEHUS BEPHOCTH
KONMMU JOKyMeHTa (Bcex ero crpaHuy): «Komus BepHa», «Ilofgmucb», [JOJOKHOCTb JIMLA
(MOJIHOCTEIO), 3aBEPUBILErO KOMNMIO, JIMYHYIO MOJMUCh; paciiudpoBKy MOANUCH (MHHULMAJEL,

dbamunui), 1aTy 3aBepeHu .

9.3. Kpome 3TOro, mpu 3aBepeHUM KONUH JOKYMEHTOB YKa3bIBAETCS MECTO HaXOXJeHHs

OpHUTrHMHaJa JOKYMEHTA, BEPHOCTb KOMKUU KOTOPOT'0 3aBEPSIETCSA ITUM JOJIKHOCTHBIM JIML[OM.
[Ipu popMHUpOBaHUH CLIMBOB JJOKYMEHTOB HEOOXOJUMO 06ECIEeYUTh:

- BO3MOXHOCTb CBOOOJHOT'O YTEHUS TEKCTA JOKYMEHTA, BCEX [1aT, BU3, PE30JIIOLMH U T.J.

U T.IL;

- BO3MOXHOCTb CBOGOHOr0 KONMMPOBAHMS KaXK/J0OH OT/eJIbHOU CTPaHUIIbI [JOKYyMEHTa B

CLIMBE COBPEMEeHHOM KOMMPOBaJbHON TEXHUKOM;

- COXpaHeHHe LeJOCTHOCTH [JOKYMEHTOB B CIIHMBax (I/ICKJ"II-O‘-IGHI/IE BO3MOXHOCTH

MEXaHHW4YeCKOI'0 pACIIHUTHUA MMTaYKHU IIPH U3YYEeHHH KONIUU AOKYMGHTa).
Konuu AOKYMEHTOB AOJI>KHbI U3IOTABJIMBATbHCA HA YUCTBIX JIUCTAX (He ‘-IepHOBI/IKaX).

9.4. Ilpy He06X0AMMOCTH MPeLOCTaBJIEHHS KOMUU 3JIEKTPOHHOIO JJOKYMEHTA B a/|pec ajpecara
B OyMa)XHOM BH/le OCYLIeCTBJSIETCS ero npeobpas3oBaHHe B 4YeJ0BEKO-YMTaeMblid popMmaT C
uHpopmaumeldn 06 2JeKTPOHHO-LUPPOBOH MOANKUCH, CO MITaMIOM (MpW HaJHYHK),
JIONOJIHUTEIbHOH HMHOpMaLMel 0 AOKyMeHTe (perdcTpaluoHHbIe JaHHble, HHGOpPMaL U O
nepejaye yepes CMCTeMy 3JIEKTPOHHOIO JOKYMeHT00060poTa), pacnevyaTka, 3aBepeHne KOMUu

TAaKOT0 JOKYMEHTAa OCYyLeCTBJIAETCA B COOTBETCTBHUH C MYHKTOM 9.2 HaCTOF{LLLeI;'I HHCTPYKLHH.
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B cay4dae HeO6XOAHMOCTI/I MOATBEPXKAEHNUSA 3JIEKTPOHHBLIX NOKYMEHTOB IMOCPELACTBOM
SJIEKTPOHHOTO AOKYMEHTOO60p0Ta HalpaBJSTCA OPUTHHAJIbl 3JIEKTPOHHBIX JOKYMEHTOB,

cozepxaumue JOKYMEHTBI, CO3/jJaHHbIe B 3JIEKTPOHHOH GopMe W 3JIeKTPOHO-LU(POBbIe

MO/ ITHCH.
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10. YIIPABJIEHUE JOKYMEHTOM

10.1. Hacroamuii JOKyMeHT MOJJEXUT MpOLeJype COrJAcOBaHUA U NPOBEJEHHIO
AHTHUKOPPYNLMOHHOW 3KCIEepTHU3e.

10.2 Hacrosimas pefaxuns MHCTpYKIMK BCTYTaeT B CHJLY C AaThl yTBEPkK/AeHUA ['eHepalbHbIM
JAUPEKTOPOM AccoLiMaliki.

10.3. B pamMKax aKTya/JM3alUH B HACTOSLIYI WUHCTPYKLHIO MOTYT BHOCHUTBHCS M3MEHEHHUS U
JIOMIOJIHEHUSA B TOPSJIKE, YCTAaHOBJEHHOM B ACCOLMAL[UH.

10.4. HoBag pejakuusa yTBep)KJEHHOIO [JIOKYMEHTa [POLIMBAETCH, MOJIUCbIBAETCS
['eHepa/JbHBIM AUPEKTOPOM U 3aBEPSIETCS MevaThio ACCOLMALUH.

10.5. Ilocne npuHAtua (yTBepxAeHUs) HWHCTpYKLMM, a Takke BHECEHHBbIX H3MEHEeHUH,
AOKYMEHT JOJDKEH ObIThb pasMelleH B eAMHOHW NalKe JIOKAaJbHOrO CETEBOr0 pecypca
Accoumanuu ¥ Ha odpuLHaANIbHOM calTe AcCCOLMAlUMKM B TedeHHe 3-X pabouux AHeH co JHSA
NPUHATUA UHCTPYKIUH.

10.6. KoHTposibHbIA 3K3eMIAsAp HWHCTPYKUMH Ha O6yMaKHOM HOCHTeJe XpaHWUTCI B
AaMUHHUCTpaAL UMK ACCOLMALIUH.

10.7 OTBEeTCTBEHHBIM JIMLOM 3a y4eT, PerUCTpaL{Io, HaJJexalee pasMelleHne U XpaHeHHe
HaCcTosIero JOKyMeHTa ABJAETCA KOOPAUHATOP KOPMOPATHBHBIX OTHOLIEHUH ACCOLMALHHU,
KOTOpBIU:

® pasMeulaeT AOKYMEHT B 3JIeKTpOHHOM BuJe (B ¢opmaTte Word, PDF) B eguHo#l manke
JIOKAJIbHOT'O CETEBOTO pecypca Accoluariu,

® UHPOPMUPYET BCeX COTPYJHUKOB ACCOLIMALIMH O MECTE ero pa3MelleHH ,

e obecriedyrBaeT HajJJsexallee XpaHeHHe KOHTPOJbHOro 3k3eMmmjsgpa [JOKyMeHTa Ha
6yMa)KHOM HOCHUTEJIE.
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11. JUCT PETUCTPALMU UBMEHEHUH

Ne pepakyuu

[JaTta pepakuuu ComepxaHue UBMeHEeHUH

_..2020 [lepBoHavasnbHas pepakius
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12. IPUJIOKEHHWA - TABJIOHbI BHYTPEHHHUX U UCXOAAIIUX
AOKYMEHTOB

[Ipunoxenue 1 Ucxoaamui JOKyMeHT

Accouunauma PernoHanbHoe oTpacneBoe o6beauHeHue paboToaaTtenei
«CaxanuHckoe Camoperynupyemoe O6beguHeHune Ctpoutenei»

OI'PH 1086500001312 HWHH 6501201580
PerucrpanoHHbIH HOMED B roCyJapCTBEHHOM
peecTpe camMopery/iMpyeMbIX OpraHu3anuim
CP0-C-019-06072009

Appec: 693000, CaxanuHcKast 06/1aCTh,
r.f0xHo-Caxanunck, yn.Kapsa Mapkea, 4.20, 09.201,
Tenedon (paxc): +7 (4242) 311045, 468596
d/1.moyYTa: np@ssros.ru Beg-caiit: http://ssros.ru

«CAXATHHCTPO»

Hcx. Ne0781 ot «22» uionsi 2020 roaa 3amecTuTeI0 MIpeaceaaTeNs
IIpaButenbcTBa CaxaauHckoi o6aacTu
C.II. OntoHueBy

Xooamaiicmeo o nacpasicoenuu B.11.
Moszonesckoeo 6 ceszu ¢ 75-nemuum obuneem.

YBamxaemblii Cepreii [lerpouy!

Acconpanus «CaxatuHCTpoil» XoaaTalCcTByeT o Harpaxaenuu [lodeTHOH rpaMoToit
IIpasurenscrBa Caxanuuckoit obmactu qupekropa Accotmanun «CaxammHCTPOID
02.07.1945 rona poxaeHus B CBsI3M C 75-I€THAM I00UIIEEM.

PyxoBojcTso Accoumanuu «CaXaTHHCTPOM» BBICOKO OLEHHBAET MPO(ECCHOHATI3M 1
00IBLLIOMN TMYHBIH BKyaj Banepus MO30IeBCKOro B pa3BuTHE CTPOMTENBHOM OTPACIH
¥ IIPOCUT MOAJCPKATh HHUIIMATHBY O HAarpakKAeHUHU ero [logeTHol rpamoToit
IIpaBuTeNbCTBA PErMOHA 33 MHOTONETHHU TPy Ha 6J1aro pa3sBUTHS U MPOLBETAHMUS
CaxanuHckoi o0acTy.

lIpedcmaenenue -xapakmepucmuka- 6uoepagpus € npunodHceHuu.

C yBaxxeHHUEM,

IIpencenarens [IpaBneHus Masroxk B. /],

Hen. O.A.benosx
7 900 433 33 33
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Ucexopdamuil oKyMeHT nedaTaeTcs Ha opuIMaNbHOM G1aHKe Accoldaliiu
Hcx .Ne OT «_ » 20_r. JIOJDKHOCTDb, Ha3BaHUE KOMIIAHUH, yUpeXJAeHUs paboThl

HWHHIHaJIbl U CbaMI/IJII/IH 4JeJIOBEKaA

Tema nucbma (10 wau 12 mipudrT)

ObpalyeHue K afjpecaTy NHULIETCS [0 Cepe/IuHE, 3aKaHYMBAETCSI BOCKIULATEbHBIM 3HAKOM.
YBaxkaembii, Ebum 'puropbeBuy!

Texkcr nucbma nuwerca 14 wpudrom Times New Roman mexcTpounbiit uHTepBan 1,5

[TucbMo 3aKaHYMBaeTCS MOANKCHIO PYKOBOAUTES

['eHepa/IbHbIN JUPEKTOP )7(0]

HcnonmnuTesnb numerca BHU3y cTpaHuLbl 10 uan 12 mipudprom

Yka3biBaeTcsl paMUIUsI HHUIMAJbBI KOHT. TeJ. U 106.
Tkadenko 0.B. 311-045 06 101
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[Ipusnoxenne 2 Mcxoamuit JOKyMEHT aHTHKOPPYIILHOHHAS JKCIepTHU3a

Accoumnaums PernoHanbHoe oTpacneBoe obbeauHeHne pabotogatenedi
«CaxanuHckoe Camoperynmpyemoe Ob6beguHeHume Crpoutenen»

OI'PH 1086500001312 WHH 6501201580
PerucTpanoHHeIit HOMEp B rocyapcTBEHHOM
peecTpe caMOperyJIMpyeMbIX OpraHu3alui
CP0-C-019-06072009

Appec: 693000, CaxaiuHCcKas 061aCTh,
r.l0xkHo-Caxanunck, ya.Kapsa Mapkca, .20, 09.201,
Tenedon (paxc): +7 (4242) 311045, 468596
Js.moyra: np@ssros.ru Be6-caiT: http://ssros.ru

AHTUKOPPYNIIIMOHHASI OKCIIEPTH3A

Hex.Ne OT « » Hos10ps 2019 roxa
e 3amecTHTe/ 10 MHHHCTPA

CTPOHTENbCTBA U KUJTHIIHO-
KOMMYHAJILHOTO X03siicTBa
Poccniickoii @exepanuu.
J.A. BoakoBy

DJIEKTPOHHBIH a/ipec OTNPABKH
(OTBETCTBEHHOMY JIHIY MyOJIHYHBIX
o0cyKaeHui):
Oleg.Abeev@minstroyrf.ru

3axmiouenue anmuxoppynyuonnoii skcnepmusvl Ha
npoexm [Ipuxaza Muncmpoit PO «06
ymeepowcoenuu Tunoswlx yciosutl KOHmpaxmos na
8bLNOIHEHIE PADOM NO CINPOUMETLCME)Y
(pexoHcmpyKyuL) 00bexma KanumaibHo2o
CMpOUMENbCMEBA. .. ».

YBaskaemblii [{Murpuii AnatonbeBuy!
YBaxkaemblii [laua MaromeroBuy!

Accotmanus  «CaxanuHcTpoi» pacmopskeHueM ot 22.08.2017r. No 1094-p
Munncrepersa toctunmn  Poccuiickoift Desiepallidl  aKKpeIHTOBAHA B KadecTBe
HE3aBUCHMOTO 3KCIEPTA, YMOMHOMOYEHHOIO Ha IIPOBEICHHE AHTHKOPPYIIMOHHOM
OKCIEPTHU3bl HOPMATHUBHBIX ITPABOBBIX aKTOB (CBHAETENHCTBO No 2803 ot 22.08.2017
roxa B COOTBeTCTBHU ¢ PelepanbHbIM 3aKkoHOM OT 17 urons 2009 r. Ne 172-®3 «O6

aHTI/IKOppyHHHOHHOﬁ OKCIIEPTHU3€ HOPMATUBHLIX [IPABOBLIX aKTOB K IPOCKTOB
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HOPMAaTHUBHBIX MPABOBBIX akToB»). OnHoBpemenHo, Accouunanus «CaXxaluHCTpoi», B
COOTBETCTBMH I1.4) yacTu 3 cTaThu 6 DenepanbHoro 3akona ot 01.12.2007 roma Ne 315-
@3 rcrob3yeT CBOM MpaBa Ha BHECEHUE [PEUIOKEHHH 10 BOMpocaM GOPMUPOBAHHS 1
peann3allii COOTBETCTBEHHO TOCYNAPCTBEHHON ITOJUTHUKH B OTHOIIEHWH IpPEIMETa

CaMOperyJINpOBaHHSI.

Ha ocHoBaHuMM H3105KEHHOTO, IIPOCHM Bac, mopy4mTh OTBeTCTBEHHBIM Jriiam, Ha
OCHOBaHMM U3JIOKEHHOIO, IPOCUM Bac, TOpPYyYUTh OTBETCTBEHHBIM JIUIIAM,
pacCMOTPETh  HACTOsIIEe  3aKIIOYEHHE  AHTUKOPPYNLIMOHHOW  OKCIEPTU3Bl U
npeioxkerus Accouuauuu «CaXaJHHCTPOW» O croco0e yCTpaHeHHs BbIABICHHBIX
KOPPYILHOT€HHBIX (DAKTOPOB M HANPABUTH B HAIll apec MH(GOPMALIMIO O pe3yIbTaTax

pPacCMOTPCHUS JAHHOT'O 3aK/IFOYCHUS B YCTAHOBJIEHHBIE CPOKH.

pacCMOTpeTh ~ HACTOSILECE  3aKIIOYEHHE  AHTUKOPPYIIMOHHOM  SKCHEPTU3Bl U
npenoxenus: Accoupanuu «CaXaJHHCTPOW» O crmocobe yCTpaHeHHs BbIABICHHBIX
KOPPYIMLUMOreHHBIX (PAKTOPOB U HANPaBUTh B HALI a[pec MH(GOPMALMIO O Pe3yNbTaTax

PaCcCMOTPCHUA JaHHOTO 3aKJIFOYECHUS B YCTAHOBJIEHHBIE CPOKH.

['eHepanbHbII nUpEeKTOP
Acconunanyn «CaxanuHCTpoi B.I1. Mo3oneBckuit

Hen:. Apmioxuna A.FO.
men.: 8 (4242) 311-045 (006. 213 )
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[Ipunoxenue 3 Ucxoas1uil He3aBUCHMOS 3KCIIEPTH3A

Accoumnauma PernoHanbHoe oTpacneBoe o6beauHeHue paborogateneit
«CaxanuHckoe Camoperynmpyemoe O6veguHeHune Crpoutenein»

Or'PH 1086500001312 HWHH 6501201580
PerucrpanyoHHbIi HOMED B roCy4apCTBEHHOM
peecTpe caMOpery/JMpyeMbIX OpraHu3anuii
CP0-C-019-06072009

Appec: 693000, CaxanuHcKast 061aCTh,
r.f0xHo-Caxanunck, ya.Kapsa Mapkcea, .20, 0$.201,
Tenedon (paxc): +7 (4242) 311045, 468596
J/1.mo4YTa: np@ssros.ru Be6-caiT: http://ssros.ru

RSROS R

ACCOHANUA
«CAXAJTHHCTPO#»

HE3ABUCHUMASI OKCIIEPTU3A

Hex. Ne o1 «26» nexadps 2019r.

OTYET IO PE3YJILTATAM HE3ABUCHUMOM SKCHEPTH3LI
BHYTPEHHUX JOKYMEHTOB ACCOLMALIA

OT4er NOArOTORBJIEH:

Otdert 1o pe3ynbTaTtamM He3aBUCUMO#T dKCIiepTH3bl ««IIpaBuia KOHTPOIS B
obnactu camoperyaupoBaus» [1P-01-09, penakuums — 11» Accormanuu moarotosiex
TJIaBHBIM FOPUCTOM aHaTUTHKO-IIPaBOBOro oTaena Acconuanun « CaxaiuHcTpoi»
Tumomernko E.A.

I[aTa MPpOBCACHHUS He3aBHUCUMOM IKCIIEPTHU3BI:

21 nexabps 2019 roma na opunuansHoM caiite Accormnanuu «CaxamtaHCTPOH»
WWW.SSIOS.IU pa3MEIIEHO YBEIOMJIEHHE O IPOBEICHUH He3aBUCHMON SKCIIEPTU3BI
««ITpaBuma KOHTpOJIA B 001acTH camoperynupoBanus» [1P-01-09, penaxius — 1 1».

[Topsiok npoBeieHys He3aBUCUMOMN SKCIIEPTH3bI BHY TPEHHUX JOKYMEHTOB
Accoumanuu pernamentuposan Cranmaprom «O mopsijike pa3paboTKU pernaMeHTOB
nesitenbHOCTH Accounanun «CaxanuueTpoit» u e€ wieros» (CTO CPO — 09-17).

He3saBucumas skcriepTrsa MpoBOJHUTCS JIFOOBIM 3aHHTEPECOBAHHBIM
(GU3MIECKUM M/UIH FOPHIUYSCKIM JIUIIOM B HHUIIMATUBHOM IOPSIKE 32 CUET
CoOCTBEHHBIX cpe/cTB. [IpenmeToM He3aBUCUMOMN SKCIEPTH3bI SIBIASTCS OLEHKA
BO3MOYKHOTO ITOJIOKUTENIBHOIO 3 (heKTa, a TaKyKe BO3MOXKHBIX HETATHBHBIX
TIOCJIEICTBUH peai3aliy MOJ0KEHUH BHYTPEHHETO JOKYMeHTa ACCOLUALINN TS
rpakJaH ¥ OpraHu3aluil Win pabOTHUKOB ACCOILMALUN.
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BriBoabl H 3aMeyYaHus 10 pe3y/ibTaTaM MPOBeAeHHOH He3aBHCHMOMN
JKCIEePTH3bI:

B cBs3u ¢ oTCyTCTBHEM MpeIoKeHNH 10 BHECEHUIO U3MEHEHUI B
««I'IpaBuna kouTpons B obnactu camoperynuposanusi» [1P-01-09, pe naxuus —
11», pexomeHganuu He GOPMHUPYIOTCS.

[Ipunoxenue:

«ITpaBuia koHTpOsA B 061acTU camoperynuposanus [TP-01-09, pemaxius — 11.

Tumomenxko E.A.

CorJytacoBaHo

HayanbHUK ATIO ApTioxuHa A.IO.
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[Ipunoxenue 4 [lpukas

Accoumnauuna PernoHanbHoe oTpacneBoe o6beauHeHune paboropatenei
«CaxanuHckoe Camoperynupyemoe O6bveguHeHune Ctpoutenein»

; .
S =}
OI'PH 1086500001312 WHH 6501201580 N,
PerucrpaudoHHbIH HOMEp B rOCyJapCTBEHHOM
peecTpe caMOperyJMpyeMbIX OpraHu3auui
CP0O-C-019-06072009

Appec: 693000, CaxanuHckas 061acTh,
r.f0xHo-CaxanuHuck, yi.Kapsa Mapkea, 4.20, 09.201,
Tenedon (paxc): +7 (4242) 311045, 468596
d.moyTa: np@ssros.ru Be6-caiT: http://ssros.ru

ACCOLMALMS
«CAXAJIHHCTPO#»

IIpukas Ne02-I1
19.03.2019 r. FO>kHo-CaxanuHck

« 00 UCNONIBL308AHUL ABMOMAMUYLECKO20
wmamnay

B cBst3u ¢ mepexonom pa6oTel Acconuarmu «CaxaanHCTPOW» Ha IeKTPOHHBIN
JOKYMEHTOOOOPOT U (hOPMUPOBAHUEM IJTEKTPOHHOM 0a3bl JAHHBIX YICHOB
Accounanun «CaxaaHHCTPOM

INPUKA3BIBAIO:

1. Tkayenko O. B. — oduc-meHemxepy, MpuoOPecTH aBTOMATHUESCKHI IITAMIT C
pYYHBIM HAOOPOM TEKCTa /ISl UCTIONB30BAHMS ero B paboTe NpU CKAHUPOBAHUU U
3aBePEHHUH JOKYMEHTOB, IIOJTOTOBKH 3JIEKTPOHHOIO apXruBa ACCOLMALUY;

2. IlpaBoM ucons3oBanus mramna « BHECEHO B DJIEKTPOHHBIN APXIB
HCIL E.5. TOJIYBKWUHA», nins nonrsepxaernss BHECEHMS nokymeHTOB B
DJIEKTPOHHBIN APXUB, HafemuTh CleLHaiucTa - 9KCIIEpTa OPraHU3aLMOHHOTO
otaena ['onyOxuny E.D.

3. Xpanenne wmanna «BHECEHO B DJIEKTPOHHBIN APXUB UCIL E.D.
['OJIYBKMHA» 1 KOHTpOJIb 32 HCIIOJHEHHMEM [IPUKA3a BO3JIOKUTH Ha CIICHATHCTA -
9KCIEpTa OpraHu3aluoHHoro otaena [ onyokuny E.D.

C npuka3om o3HaKOMIIEH(a) Tkauenko O.B.

["ony6kuna E.D.

[ 'enepanbHbIi nUpeKTOp Moszonesckuii B.IT.

pudT 14 Times New Roman

Ha 61aHke Accouparnuu
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[Ipunoxenue 5 [lopyueHue

Accouunauma PernoHanbHoe oTpacneBoe ob6beanHeHue pabotogatenei
«CaxanuHckoe Camoperyanpyemoe O6beanHeHue Ctpoutenein»

=

OI'PH 1086500001312 HHH 6501201580
PerucrpannoHHbIH HOMEp B roCyAapCTBEHHOM
peecTpe caMOpery/JIMpyeMbIX OpraHUu3amnuii
CP0O-C-019-06072009

Appec: 693000, CaxasnHcKas 06/1aCTh,
r.l0:xkno-Caxanunck, yn.Kapsa Mapkcea, .20, 0.201,
Tenedpon (paxc): +7 (4242) 311045, 468596
J1.mo9Ta: np@ssros.ru Be6-caiT: http://ssros.ru

RSROS Ry

ACCOLHALMS
«CAXAJIHHCTPO#M»

NOPYYEHUE

«O....ooom, « » siuBaps 2017 r.

Tekcr pacniopsxenns Times New Roman 14 wmp.

Mexctpounsrii uHTEpBan 1,5

IHHOPYYAIO:
1.
2. .
CpOK MCNONHEHUA [0 «__ » 2017r.

3. KOHTPO/Ib 3@ WCMONHEHMEM HACTOAWEro MpMKasa BO3NOKWUTL Ha ®UO,
OO/IHOCTb COTPYAHWKA Accolmaumm

...............

I'enepanbHbIi TupekTop Mo3onesckuii B.IT.

C nopy4eHuemM 03HaKOMJICHEI:
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IIpunoxeHue 6 PacnopsikeHue

Accoumauymna PernoHanbHoe oTpacneBoe obbeauHeHune paboToaateneii
«CaxanuHckoe Camoperynnpyemoe O6beguHeHune Ctpoutenein»

OI'PH 1086500001312 HWHH 6501201580
PerucrpanyoHHbIii HOMep B roCyAapCTBEHHOM
peecTpe caMoperyJIMpyeMbIX OpraHu3anui
CPO-C-019-06072009

Appec: 693000, CaxasuHCcKas 06/1aCTh,
r.l0xH0-Caxanunck, yn.Kapaa Mapkca, 4.20, 0¢.201,
Tenedon (dpakc): +7 (4242) 311045, 468596
J.moyTa: np@ssros.ru Beg-caiT: http://ssros.ru

PACHHOPSA)KEHUE Ne
04 », « » siuBapsi 2017 r.

Texct pacnopsixenus Times New Roman 14 mp.

MexcTtpounslit naTepBan 1,5

IHOPYYAIO:
1.
2. .
CpOK MCMONHEHMUA A0 «__ » 2017r.

3. KOHTpO/Ib 33 WCMO/MHEHMEeM HaCTOALEro MpuKasa BO3NOXKWUTL Ha U0,
OONMHOCTb COTPYAHWKA Accolmaumm

I 'eHepanbHbII THPEKTOP Moszonesckutii B.IT.

C PacCrops»KEHUEM O3HAKOMIJICHBI:
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IIpunoxxenue 5 CayxebHas 3amucka

Accoumnauma PernoHanbHoe oTpacnesoe o6beanHeHune paboroaateneii
«CaxanuHckoe Camoperynupyemoe O6beguHeHne CtpouTtenein»

OrPH 1086500001312 HHH 6501201580
PervcrpanoHHblIi HOMEp B roCyAapCTBEHHOM
peecTpe caMOperyJIMpyeMbIX OpraHu3aLMii
CP0O-C-019-06072009

Appec: 693000, CaxaMHcKas 00/1aCTh,
r.f0xHo-CaxanuHck, ya.Kapsaa Mapkea, .20, 0.201,
Tenedou (paxc): +7 (4242) 311045, 468596
3/1.mo4YTa: np@ssros.ru Beg-caiiT: http://ssros.ru

S

ACCOLHALHS
«CAXAJTHHCTPO#»

I'enepanbHOMY AUpPEKTOPY
Acconnanuu «CaxaliuHCTPOH»
Mo3onesckomy B.IT.

Ot ®UO, nomxkHOCTh

CnysxeOHas 3amucka

JoBoxky 110 Baiero ceeaeHus, 4to Buepa, 04.01.2018, B 10.00 66110 COPBAHO 3aHATHE ¢ KIHEHTAMH B
yueOHOM Kiacce (kab. N 6) u3-3a HEMOATOTOBICHHOTO AEMOHCTPALMOHHOTO 000PY 10BAHMS. [IpoekTop He ObL1
HACTPOEH K He ObIT MOAK/IIOUEH K KOMIBIOTEPY, SKpaH He ObLT MoBelleH. 3aiBka Ha 00ecreYeH e 3aHsITHs
MOCTyMUJIA B TEXHUUeCcKuit otaen 28.12.2017.

[Ipu nomeITKe pelnTh BOMPOC OMEPATHBHO GBLIO BBIACHEHO, YTO CHCTEMHOTO aAMUHHCTpaTopa CKISPEHKO
A.H. He Ob110 Ha pabovem mecTe, a cucTeMHbli anvmunKcTparop [Teros JI.B., Haxoich Ha cBoeM paGoueM
MECTe, CMOTPEJT BUIEO, MCII0JIb3Ys CBOW KOMIBIOTED

[Toamuck UCITONMHUTEA OO 04.01.2018
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IIpunoxenue 6 JIucT coryiacoBaHus

Accoumnauma PernoHanbHoe oTpacneBoe obbeanHeHue paboTtogareneit
«CaxanuHckoe Camoperyanpyemoe O6beguHeHune Crpoutenein»

=,

Or'PH 1086500001312 MHH 6501201580
PerucrpanuoHHbIii HOMEp B roCyAapCTBEHHOM
peecTpe caMOpPEryJIMPYEMbIX OpraHu3aLuit
CP0O-C-019-06072009

Azpec: 693000, CaxasuHCKast 06/1aCTh,
r.l0xHo-Caxanunck, ya.Kapsa Mapkea, .20, 09.201,
Tenedon (pakc): +7 (4242) 311045, 468596
d/1.moyTa: np@ssros.ru Be6-caiit: http://ssros.ru

ACCOLHALMS
«CAXAJMHCTPO#»

JIMCT COT'JIACOBAHHUA
«
HauMeHoBaHHe fOKyMeHTa: « »
OTBeTcTBeHHOe U0 (McnonHUTeNb) — Pamusus W.0., J0KHOCTb

CIIMCOK PACCBUJIKM (JIMLA, TIPUBJEKAEMBIE K PA3PABOTKE JOKYMEHTA,
BHECEHUIO U3MEHEHUU, TPEAJ/IOKEHU)

JOJDKHOCTD ®.1.0. pa6oTHUKA

PE3YJIbTAT AHTUKOPPYNIIIMOHHOM 3KCIIEPTU3bI IOKYMEHTA

®.1.0. paboTHuUKa [Jata [Tognuce

CorsiacoBaHo HavasbHUKOM AIIO JlaTa [Tognuch

PE3YJ/IbTAT HE3ABUCHUMOM 3KCIEPTU3bI JOKYMEHTA

@.U.0. [laTa [Tognuch

CorsiacoBaHo HavasbHUKOM AIIO [JaTa Mognuck
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COI'JIACOBAHHA YIIOJTHOMOYEHHBIX JIWIL],

JOoJIKHOCTB ®.1.0. paboTHHKa [ara [Toanuck

HauvanbHuk AIIO ApTroxrHa A.10.

['eHepanbHbIN AUpPEKTOP Mos3soneBckuii B.I1.

Ilopapoxk sanonnenus JINCTA COT'JIACOBAHUA:

1. OG1He MOJOMKEHUA:
° Jlucr cornacoBaHust opMHUpyeTCs OTBETCTBEHHBIM JIMLOM (HCIIOJIHUTEIEM), CO CITUCKOM

TeX YNOJHOMOYEHHbIX ['eHepasbHbIM JHPEKTOPOM CIELHUaJHCTOB, KOTOPbIE ONpeessioTCs
AJIA TIpUBJIEYEHHs K pa3paboTKe (BHECEHMIO M3MEHEHHH, MpelsioeHui) [JOKYyMeHTa, B
COTJIaCOBAHWH HACTOALLEro JOKYMEHTAa U CO CNUCKOM CIelMaJuCTOB, KOTOPbIE Z0JKHbI 6bITh
O3HAKOMJIEHBI C yTBEPKAEHHbIM JJOKYMEHTOM.

. [focre  coBmecTHOW paGoThl CO BCEMH  YIOJHOMOYEHHBIMM  COTPYAHMKAMH,
OTBETCTBEHHBIH 3a MOATOTOBKY (pa3paboTKy, BHeCeHHEe H3MEHEHH# B JeiCTBYIOLIYIO
Pe/laKLiMI0) HACTOSILEro JOKyMeHTa paGOTHHK BHOCHT B HEro BCe HEOGXOAMMBIE MPABKHU
(npeasioxeHus) ¥ NpPH AOCTHIKEHHU COOTBETCTBYIOIIETO COTJIAIIEHUS C COTJIaCYIOIIUMHU
quuamy,  MHCTpyKuus — noanucelBaeTcst  [eHepasbHbIM — AMPEKTOPOM  ACCOLMALMH,
PEruCcTPUPYETCS U UCIOJIHAETCA.

2. Jl11o, OTBETCTBEHHOE 33 HACTOSILHH JOKYMEHT (MCIONHUTEb)
. BHOCHT B CNIUCOK PaCChLIKH YIOJHOMOYEHHbIX ['eHepalbHbIM JUPEKTOPOM COTPYAHUKOB

Accoupnanuny, NpuBJIeKaeMbIX K y4acTHIO B I0JTOTOBKe (pa3paGoTKe, BHECEHUH H3MEHEHUH B
AIeACTBYIOLIYIO PEJAKIIMIO JIOKyMeHTa) U COrJIaCOBAHKIO TPOEKTa 0KYMEHTa, a TAKIKE JIUI] /I
JlaJIbHEHIero 03HaKOMJIEHHUSI C IOKYMEHTOM;

. HampaBJAeT MPOEeKT JOKYMEeHTa MO 3JIEKTPOHHOH Mmo4Te (MJIM OpraHu3yeT paGoTy C
ZIOKYMEHTOM B on-line pexume ¢ coobieHreM 06 3TOM) KaXKA0MY YKa3aHHOMY B CIIHCKe JIULY,
AJIsl BHECEHHA U y4eTa NPeAJIOKeHHH ClIeMaJMCTOB 10 KOMIETEHIIWH BONPOCOB, C YKa3aHHEM
CpOKa HCIOJHEHHUS;

. $OopMHpYeT OKOHYATeJIbHYI0 PeJJaKLIHIO0 TPOEKTa JOKyMeHTa B popmaTe Word, ¢ yyeTom
MpeJJIoXKeHHH CNeUaJucTOB M0 KOMNETeHIMH BOIPOCOB, W MOSCHUTENLHYK 3allUCKy K
AOKYMEHTY, W C IPUKPEIJIEHHbIM K HeMy HaJJexalle ohOpMJIEHHBIM JIMCTOM COTJIACOBAHHUS,
nepesaeT B aHaJMTHKO-NPABOBOH OT/Aes1 AcCoLHaLMK AJisl TPOBEeHUs aHTUKOPPYILIHOHHOM
3KCIEePTHU3BI.

3. AHaJIMTUKO-IPAaBOBOM OT/ies1 ACcCOLMaLUU
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. OpraHu3yeT NpOLeAypy INpOBeJeHUs aHTUKOPPYNLMOHHOH 3KCIEpTHU3bl I[POEKTa
JIOKYMEHTa;

d OTBETCTBEHHbIE JIMLA OTJeJsa BHOCAT pe3ysbTAThI aHTMKOppyHuHOHHOﬁ JKCIIEePTHU3bI
[IPOEKTa AJOKYMEHTa B JIUCT COIrJIaCOBAHUS, C 3aBepeHueM JIUYHOU [IOAIHNCBIO, U BO3BpAIlAOT
OTBETCTBEHHOMY UCIIOJIHUTEJIO.

4. JluLo, OTBETCTBEHHOE 3a HACTOAIIMH JOKYMEHT (HCIOJNHUTEIb) MPO/I0/KAET IPOLEAYDY
COrJIaCOBaHMA C yKa3aHHBIMH B JIMCTE JIMLAMH (CTPYKTYpaMH) M HAMpaBJsfeT MPOeKT
AOKYMEHTa C NpUJIOKeHHEeM JINCTa COIrJIaCOBAHUS B aipec YIOJHOMOYEHHbIX Ha COT/IaCOBAHUE
JML, B TOM 4ucjae [eHepalbHOMY JUPEKTOpPY, A/ OKOHYATEJbHOrO COTJACOBAHUSA U
MoC/IeAyIero opopmMIeHUA U NOANHCAHHUSA (YTBEPXKIEHHUS) JOKYMEHTa.

5. [loanucanuplii ['eHepaJbHBIM JUPEKTOPOM AcCCOLMALMU  OPHUTHHAT JIOKYMeHTa, C
NMPUJIOKEHHEM Ha/i/1exalle 0pOpMJIEHHOTO JINCTA COTJIaCOBAHMUS, MepeiaeTcs (B 3JeKTPOHHOM
BH/le M HAa OYyMa)KHOM HOCHTeJIe) Ha PEerHCTPaLHI0 KOOPAHHATOPY KOPIOPATHBHbBIX OTHOIIEHUH
Accouuanuu.

6. Ilocne perucrpayuu yTBep»KJEeHHOrO JOKYMEHTA KOOPAMHATOP KOPIOPATHBHBIX
OTHOLIEHHH ACCOLMAlMK 3aBepllaeT MpPOLEeAYPY COIJIAacOBaHUSA OQOPMJIEHHEM JIKCTA
O3HaKOMJIEHHsl NyTeM cOopa nojgmucedl paGOTHHKOB AcCCOLMALMM, KOTOPble AOJOKHbBI ObITh
O03HAKOMJIEHBI C YTBEPXK/EHHBIM JOKYMEHTOM.

7 [osnucy Bcex yKa3aHHBIX B JIMCTE COTIACOBAHMUS CIIEL{HATHUCTOB (COTPYAHUKOB) AOJIKHBI
ObITb B HAJIMYHUU U B ODUTHHAJIBLHOM BU/E.



[punoxenue 7 Pesosonus - KoMeHTapuil [eHepasbHOrO JHUPEeTopa K JOKYMEHTY

Aoxymensocdapot 8 P0G, penangm 2 1 (1€ Npeanpwanee)

Wcnonwenue (cozpasue) *

Sanwcans ] Mewan - &

Ronomansnuss

Vcnomuesite

cnonwsm, "Bx 2075 (e 1401 or 23 05 2020) (Tucsmo]™

finn paccuoTewnen s npumerren @ Aamawadizyo pabry o Ammony sonpocy o 5 BR 2075 0w 1801 o7 29.05.2020) (Tcimo)

Fiposepurs

Cpox nposepre: '29.05 20 =

Kowrpons npovecea

Kosrponep.

Kon werow - 1--- Cpox 29.05.20

| Bxoamuse gocymewms X | Bxagaupsl ocywent (coaamese) * X | 3ataer wes Mpocpounenc: 0/

B

X | Momamuse sosyswewns X © xogaraicies (Ne 0720 or 28 0520

©
©
4
ol
ol

- Kax coAaTS rpouecs Mcrormemse”
- Kax nacgasams cpusas va wrotmerse

- - Kax corgame spouecc “Hcaonvesue”™

* TERCT Oy v XIS GATED & ST,

X | Boasagaw X | comacossrs exmmcoMo o1 12122 x | Bx2075 (N 1491 o 2805 202M L x
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[Ipunoxxenue 8 Ucxoasauui o6111eCTBEHHbIH KOTPOJIb

Accoumauus PermoHanbHoe oTpacnesoe obveguHeHue paboropgartene
«CaxanuHckoe Camoperyanpyemoe ObveguHeHue Ctpoutenein»

OI'PH 1086500001312 WHH 6501201580
PerucrpanuoHHbIi HOMEp B roCyJapCTBEHHOM
peecTpe caMOperyIMpyeMbIX OpraHU3anui
CP0-C-019-06072009

Azpec: 693000, CaxasiuHCcKas 06/1aCTh,
r.J0>xHo-CaxanuHck, ya.Kapsaa Mapkea, 4.20, 09.201,
TenedoH (dakc): +7 (4242) 311045, 468596
Jr.moyTa: np@ssros.ru BeG-cauT: http://ssros.ru

OGIIECTBEHHBIM KOHTPO.Ib

Hcx. Ne /OBK ot Komy

YBakaemprii!

Acconuanus «CaxanuHCTpoit» pyKoBOoACTBYsACh cT. 102 ®enepanbHoro 3akoHa ot 05 anpesis
2013 r. N2 44-®3 «O KOHTPAKTHOM cUCTeMe B cpepe 3aKyINOK TOBApPOB, paboT, yCAYT AJs
obecredyeHHsl FOCYylapCTBEHHBIX U MyHULUNAJbHBIX HYX/» ([lanee 3akoHa Ne44-03)

C yBaxkeHHeEM,
['eHepasbHBIN JUPEKTOP
Accoumanuu «CaxaJuHCTPOU» B.Il.Mo3osieBcku#
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JIMCT COI'JIACOBAHUA

HanMmeHoBaHue [oKyMmeHTa: ««MHCTPYKOUA 1O JAEJIONIPOU3BOJCTBY WU
AOKYMEHTOOBOPOTY ACCOUMALINU «CAXAJTUHCTPOM» U-01-2020», pegakuusi 1»
OTBeTCTBEHHOE JIMLO (MCIONHUTENb) — Havanbuuk AITO ApTioxuta A 10.

CITMCOK PACCBIJIKH (JIULIA, TPUBJIEKAEMBIE K PA3PABOTKE JJOKYMEHTA,
BHECEHMIO U3MEHEHU U, PEAJIOKEHUM)

JO/KHOCTD ®.U.0. pa6oTHHUKA
KoopiMHaTOp KOprnopaTUBHBIX OTHOIIEHUH IllymoBa E.3.
Oduc-mMeHemrep Txkayenko 0.B.

PE3YJIbTAT AHTUKOPPYIIIIMOHHOM 3KCITEPTU3bI JOKYMEHTA

®.1.0. paboTHUKaA Jata [Moanuck
103edouy A.0. 14.05.2020 B e
CorsracoBaHo HayasibHUKOM AIIO Jara Moanucs/~/
ApTioxuna AI0. 14.05.2020 I
COI'/IACOBAHHA YIIOJTHOMOYEHHBIX JIUI] ,

//
JOJDKHOCTD ®.1.0. paGoTHHKA Jara Ho,qnp,e//;a/////
Havasnbuuk AIIO ApTtioxuna A.IO. 15.05.20 '/
['eHepaJIbHBIN JUPEKTOP MososeBckuii B.I1. 15.05.20 )/%
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