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HAUWOHANBbHBIN CTAHAAPT POCCUNCKON ®EQLEPALUUMU

AOKYMEHTbI B 3AKOHOAATEJIbHbIX (MPEACTABUTESIbHbLIX) OPTAHAX CYEBEKTOB
POCCUNCKOUN ®EAQEPALINAU

Yactb 1
Mopsagok paboTbl

Documents of legislative (representative) bodies of the constituent entities of the Russian Federation. Part 1. Operational
procedure

Dara BBeaeHna — 2018—06—01

1 Obnactb NnpuMeHeHus

Hacroswmii ctaHgapT yctaHaenNMBaeT nopaaok paboTel ¢ AOKYMEHTAMKU B 3aKOHOAATENbHbIX (Npeacra-
BUTENbHbIX) OpPraHax rocyaapcTBeHHON Bnactu cybbektoB Poccuiickon deaepayun.

Hacroswuii ctaHgapT HanpaeneH Ha yCTaHOBMNEHWE eAuHOo00pa3sns U BHEApPEeHWe 3NeKTPOHHOro A0-
KymMeHToo00poTa B AEATENbHOCTL 3aKOHOAATENbHbLIX (NPEeACTaBUTENbHBLIX) OPraHOB TrOCyAapCTBEHHOW
BnacTu cybbekTa Poccuinckoin deaepauun.

2 HopmaTtuBHbIe CCbINKU

B HacTosiLemM cTaHgapTe MCnonb30BaHbl HOPMATUBHbLIE CChISIKM Ha creayiowmue CraHaapThl:

FOCT P 57664—2017 [OKyMEHTbI B 3aKOHOAATESbHbIX (NPeACTaBUTENbHbIX) OpraHax cybbekToB Poc-
cuiickon depepauunun. Hactb 2. Tunosbie o6pasubl

MOCT P 7.0.8 Cucrema crtaHaapToB no uHcdopmauuu, 6ubnmotedHomy u usaarennckomy geny. eno-
NpoU3BOACTBO U apXUBHOE Aeno. TepMUHbI U onpeaeneHuns

MpumeyaHue — Npu NONL3OBaHUM HACTOALMM CTaHAapPTOM Lienecoobpa3Ho NpoBepUTL eiCTBMe CChINoY-
HbIX CTaHAapToB B MH(POPMALIMOHHON cucTeme 06LLEro Nonb3oBaHUA — Ha oduumManbHoM caitTe defepanbHoro areHT-
CTBa MO TEXHUYECKOMY PEryrupoBaH1io U METPONOrMK B ceTU MHTEPHET UNU Mo eXerogHOMy WH(OPMaLMOHHOMY yKasa-
Teno «HaunoHanbHbe CTaHAapTbi», KOTOPLIA ONyGnMKOBaH MO COCTOSHUIO Ha 1 siHBaps TEKyLLEro roga, 1 no Bbinyckam
€XeMeCsiMHOro MHEhOPMaLIMOHHOIO yKasaTensl «HauuMoHanbHble cTaHaapThI» 3a TEKYLUIA rog. Ecnu 3aMeHeH CChINOYHbINA
CTaHAapT, Ha KOTOpLI JaHa HefaTUpoBaHHas CChlika, TO PEKOMEHAYETCS MUCMOMNbL30BaTh JedCTBYIOLLYI0 BEPCUIO 3TOMO
CTaHfapTa € Y4eTOM BCEX BHECEHHLIX B JaHHYIO BEPCUIO U3MEHEHUIA. Ecnn 3aMeHeH CChINOYHbIA CTaHAapT, Ha KoTopblit
JlaHa AaTMpoBaHHasi CChinka, TO PEKOMEHZYETCSl UCMOoNb30BaTbh BEPCUIO STOTO CTaHAapTa C yKa3aHHbIM BhILLe FOA0M YT-
BepxAeHus (NpuHATUS). Ecnu nocrne yTBepXAEHNS HACTOSLEro CTaHAapTa B CChIMOMHLIA CcTaHAapT, Ha KOTOPLIA faHa
JaTupoBaHHasi cChifika, BHECEHO U3MEHeHUe, 3aTparvBatolLee rNoroXeHue, Ha KOTOpoe [iaHa CChlifika, TO 3TO MOMoXeHne
pekoMeHAYyeTCs NpUMeHsITb 6e3 ydeTa fJaHHOTO U3MEHEHUS. Ecnu cebinoyHbIi cTaHfapT oTMeHeH 6e3 3ameHbl, TO Nono-
XeHWe, B KOTOPOM JlaHa CChINKa Ha Hero, pEKOMeHZyeTcsl MPUMEHSITh B YacTH, He 3aTparuBatoLLeid STy CChINKy.

3 TepMmuHbI U onpeaeneHus

B HactosAwemM craHgapTe npuMeHeHbl TepMuHbl B cooTBeTcTBumn ¢ FTOCT P 7.0.8, a Take cneayloume
TEPMUHBI C COOTBETCTBYIOLLUMU ONpeaeneHUsIMu:

3.1 BHYTPEHHUN AOKYMEHT (B AeATENbHOCTU 3aKOHOAATENbHbIX (NMpeAcTaBUTeNbHbIX) OPraHoB
rocynaapcTBeHHOM BnacTu cyobekra Poccuinckon ®denepaumm): [IokyMeHT, NOAroTOBNEHHbIN B CoBpaHum
aenytaros unu B Annapare Co6paHusa aenyTaTtoB U HanpasBneHHbI BHYTPEHHUM agpecaTam.

U3panue ocpuumnanbHoe
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MpumMevyaHune — BHYTpeHHMIA JOKYMEHT MOXET ObITb JOKYMEHTOM Ha GyMaXKHOM HOCUTENE UMK 3MEKTPOHHLIM
AOKYMEHTOM, NOANUCAHHBIM 3NIEKTPOHHOW MOAMUCHIO.

3.2 BxopAwWMIA AOKYMEHT (B AeATeNbHOCTU 3aKoHOAATesbHbIX (MpeacTaBUTesNbHbIX) OPraHoB ro-
cyAapcTBeHHOM BnacTtu cyobekra Poccuiickon ®egepauum): [lokyMeHT, noctynuswmii B Cobpanue aeny-
TatosB unu 8 Annapar CobpaHusa aenyraros.

3.3 rocyaapcTBeHHbIe opraHbl: OpraHbl rocyaapcTBEHHOW BRacTu Poccuinckon deaepauum, opratbl
rocyaapcreeHHow Bnactu cybbektoB Poccuiickon deaepaumm u MHble roCyaapCTBEHHbIE OpraHbl, obpas3sye-
Mbl€ B COOTBETCTBMM C 3aKOHOAATenbCTBOM Poccuiickon deaepauum, 3akoHOAATENLCTBOM CyObekToB Poc-
curickon ®epepaumm.

3.4 pomxHocTHOe nuuo: Jlnuo, 3ameLlaiollee rocyaapCTBEHHYIO OMKHOCTL Poccuickon deagepaumm
UK rocyaapCTBEHHYIO AOMMKHOCTb cybbekTa Poccuickon ®eaepayuu, nubo nuuyo, 3amelaiowiee A0mKHOCTb
deaepanbHOl rocyapCTBEHHOW rpaXkaaHCKoM Cryx0Obl KaTeropum «pykoBoAUTENNY UK AO0MKHOCTL rocyaap-
CTBEHHOMW rpaXaHckon cnyxobl cyobekTa Poccuiickon degepauum.

3.5 3anpoc nonb3oBarens uHgopmaumen (B 4eATESILHOCTU 3aKOHOAATESIbHbIX (NpeAcTaBUTENb-
HbIX) OPraHoB rocyJapcTBEHHOW BracTu cyobekra Poccuitickon ®eaepaunn). ObpaiwieHme nonb3osare-
ns uidopmMaLmen B yCTHOW, MMCbMEHHOW UMK 3nekTpoHHON hopme B Cobpanue aenytartos, Annapar Cobpa-
HWA AEenyTaToB UMM K MX AOIDKHOCTHBIM NULIAM O NpeaocTaBneHun uHdopmauum o aestensHoctn CobpaHua
AenyrtaroB, Annapata CobpaHusa genyraTos.

3.6 ucxoaswmit AOKYMEHT (B AeATENbHOCTU 3aKOHOAATESbHbIX (NpeAcTaBUTENIbHbIX) OPraHoB
rocyaapcTBeHHOW BriacTu cyobekta Poccuiickon ®epepaumn): okymeHT, oTnpasnsemblin u3 CobpanHus
JenyTaroB.

3.7 HopMmaTMBHbLIA NPAaBOBOM aKT: MUCbMEHHDLIN OPULMANbLHLIA AOKYMEHT, NPUHATLIN (M3AAHHLIN) B
onpeaeneHHon )opme OpraHoM B NMpeAenax ero KOMNETeHUMU U HanpaesneHHbI Ha YCTaHOBAEHUE, U3MEHe-
HWEe UMM OTMEHY NPaBOBbLIX HOPM, 00A3aTENbHLIA ANA UCMONHEHUS HEONPEAENEHHbIM KPYTOM NUL, U Paccyu-
TaHHbIA HA HEOAHOKPATHOE NPUMEHEHME.

3.8 oGpaleHus rpaxaaH u opraHusauun (B AeATeNbHOCTU 3aKOHOAATeNbHbIX (NpeAcTaBUTENb-
HblX) OPraHoB rocyJapcTBEHHOW BracTu cyovekrta Poccuickon ®Pepepauun): MNMpeanoxeHus, sasaene-
HWA UnK xanobbl B NMCbMEHHOMW, YCTHON UNKU B 3NeKTPOHHON chopme OT rpaxaaH Poccurickon deaepauuu,
WHOCTpPaHHbIX rpaxaaH, nuu 6e3 rpaxxgaHcTea, opraHu3aumii, 06L1eCTBEHHbIX 00beAUHEHWI, HAanpaBreHHbIe
B CoGpaHue genytatos unu B Annapat CobpaHus AenyTaToB, B TOM YMCNE NOCTYNUBLUME U3 APYrMX rocyaap-
CTBEHHbIX OPraHoB UM OPraHOB MECTHOrO CamMOYNpPaBIEHUA.

3.9 opraHuMsaLMOHHO-pPacNOpPAAUTENbHLIA JOKYMEHT (B AeATEeNbHOCTU 3aKOHOAaTeNbHbIX (Npea-
cTaBUTENbHbIX) OPraHOB rocyAapCTBEHHOW BrnacTtu cybbekta Poccuiickon degepauuu). Bug nuchb-
MEHHOTO JOKYMEHTA, B KOTOPOM (PUKCUPYIOT PELUEHMS aAMWHUCTPATUBHBIX U OPraHM3aLMUOHHbLIX BONPOCOB,
a TaKkKe BONPOCOB YrpaBneHus, B3aumoaencrausi, o6ecnedeHus u perynupoBaHua aesatenbHoctn Cobpanus
aenytaroB, Annapara CobpaHus aenyTaTos.

3.10 nepcoHanbHbIe AaHHbIe: JTlobas uHdopMayus, OTHOCALLAACA NPSIMO UMM KOCBEHHO K onpeae-
NEHHOMY UMK onpeaensemMoMy Puanyeckomy nuuy (CyGbekTy nepCoHanbHbIX AAHHbIX).

3.11 nonb3oBarenu uHdgopmMaumen (B AeATENLHOCTU 3aKOHOAATENbHbLIX (NPeaCTaBUTESIbHbIX)
OpraHoB rocygapCcTBeHHOM Bnactu cyobekra Poccuiickon ®egepauum): MpaxxgaHe, opraHusauuu, BKo-
yasi 00LecTBEeHHbIE O0BbEAUHEHUS, @ TAKKE rOCYAapPCTBEHHbIE OpraHbl, OPraHbl MECTHOTO CamMOynpaBneHus,
ocyLlecTBnsaoLWmMe nonck nudopmayum o geatensHoctu Cobpanus genyrtatos, Annapara Co6panus aeny-
TaroB.

3.12 npoeKT gOKyMeHTa: TeKCT JOKyMEHTa 0 €ro noAnucaHus unu yTBePxaeHUA.

3.13 perncrtpauuMoHHaa KapTouyka npoekra aokymeHTta, PKMNMO: OnektpoHHas dopma, npeaHasHa-
YeHHas Ans BHECEHUA CBeAEHWI 0 NpoeKTe A0OKyMeHTa B 6a3y aaHHbix CAOL.

3.14 Cob6paHue penytaToB: 3aKkOHOAATENbHbIN (NPeACTaBUTENbHbIA) OPraH rocyaapcTBEHHOW BNacTu
cybbekta Poccuinckon degepauuu.

3.15 ueHTpanbHas 3kcnepTHas komuccus B CobpaHum genyrtatoB: [TOCTOAHHO AENCTBYIOLLMIA CO-
BeLyaTentHbli opraH npu Pykosogutene Annapara CobpaHusi 4enyTaTtoB, CO34aHHbIA AN opraHn3auumn u
nNpoBeAEeHMA METOANYECKON U NPAKTUYECKON paboTbl MO BOMPOCAM 9KCNEPTU3bl LIEHHOCTU A0KYyMeHTOB Co-
OpaHus enyTaTtoB, YHUUMTOXEHUSA AOKYMEHTOB C UCTEKLLMMW CPOKaMKU XPaHEHUST U NOATOTOBKM K nepeaaye Ha
rocyaapCTBEHHOE XpaHeHue AOKyMeHTOB CobpaHusa AenyTaToB, OTHOCALLMXCA K COCTaBy ApxXuBHOro oHaa
CobpaHus genytatos.
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3.16 3kcnepTHas KOMUCCUA CTPYKTYpPHOro nogpasgeneHua B Cod6paHum genytaroB: [MOCTOSHHO
JENCTBYIOLLMI OpraH, CO3AaHHbIN ANa opraHu3auuu u NnpoBeaeHusa paboTbl M0 COCTABIEHWUIO HOMEHKNATYPGI
Jen CTPYKTYPHOro nogpasferneHus, oTéopy AOKYMEHTOB C UCTEKLLUMMU CPOKaMM XpaHeHusl, (hOpMUPOBaAHUIO
Jen v NoAroToBKe UX K nepegade B nogpasgenexHue oopmupoaHusa apxusa CobpaHusa aenytaTos.

3.17 aneKTpoHHas perncTpaunoHHasa Kaprouyka, 9PK: OnekTtpoHHaa dopma, npegHasHavyeHHas aAng
BHECEHUA CcBeAeHUI 0 AOKYMeHTe B 6a3y aaHHbix CAOL.

3.18 aneKTPOHHbIN apxuB: COBOKYNMHOCTb HAXOASLLMXCS HA aPXUBHOM XPaHEHUM 3NEKTPOHHbLIX 06pa-
30B AOKYMEHTOB, 3MEKTPOHHbIX JOKYMEHTOB, @ TaKXe 3MEKTPOHHbIX PErUCTPaLMOHHBIX KAPTOYEK K HUM.

3.19 aneKTpPOHHbIN 6naHK: BrnaHk, co3aaHHbIN B ANEKTPOHHON hopmMe no obpasuy OrnaHka AOKyMEeHTa
Ha Oyma)kHOM HoCuTene, NpeacTaBNeHHOMY B MHCTPYKLMKM No paboTte ¢ AokymeHTaMu B CoOpaHum aenyTaTos.

3.20 3nekTpPOHHbIN O06pa3 AOKYMeHTa: ONekTPOHHAas KOMWA JOKYMEHTa, NOMyYeHHast B pesynsrarte
CKkaHupoBaHus opurnHana (NoANMHHUKA) A4OKYMEHTA.

4 CokpalleHus

B HacTosLem cTaHaapTe NPUMEHEHbI CrieaytoLimMe CoKpaLLeHus:

ACO3[1 — aBTOMaTu3npoBaHHaa cuctema obecrneveHnsa 3aKkoHOAaTenbHOW AeATenbHOCTHU, npedHa-
3Ha4eHHasi ANs pasMeLLeHUs SMEKTPOHHLIX KONUIA TEKCTOB 3aKOHOMPOEKTOB U MaTepuanoB K HUM, MPOEKTOB
nocraHoBneHuin CobpaHusi enyTaTtoB U NPOEKTOB JOKYMEHTOB, KOTOPbIE NPUHUMAIOTCS UMK YTBEPXKAAKOTCA
nocraHoBneHnsMu CobpaHus enyTaToB, a Takke 4pyrux JOKYMEHTOB U MaTepuanos, HENOCPEACTBEHHO CBS-
3aHHbIX C 3aKOHOAATENLHON AEATENLHOCTbLIO, CTaTUCTUYECKON U MHOM MHOPMAaUMn 0 Xo4e n pesynbrarax
3aKOHOAATeNbHOro NpoLecca;

OCMN — ana cny»ebHOoro nonbL30BaHUs;

NTOO — nHGOPMALMOHHO-TEXHONOIMYECKOE U AOKYMEHTaUNoHHOe obecneveHue;

M3O0 — cucrema mMexXBeaOMCTBEHHOTO 3NIEKTPOHHOIO AOKYMEHTO060pOTA;

NA0O — npoxoxxaeHne 4OKYMEHTOB U OKYMEHTaUMOHHOE obecneyeHue;

PKMNJL — perncrpaunoHHas KapTovka NnpoekTa JOKYMEHTa;

CA[[] — cuctema aBTOMaTM3MpPOBaHHOIO AeN0ONpPOU3BOACTBA U AOKYMEHTO060poTa, NpeaHasHavYeHHas
NS perucTpaummn JOKYMEHTOB Ha BYMa)kHOM HOCUTESE UIU B SNEKTPOHHON hOPME, a TakKe AN KOHTPonsA 3a
UX NPOXOXAEHUEM U UCTIONTHEHUEM;

CMW — cpeacrea maccoBomn nHdopMauum;

COA — cucrema yyeta apxmBHbIX MaTepuanos U BEAEHUSA SMEKTPOHHOIO apXuBa;

3lMK — akcnepTHO-NpoBepoyHas komuceus MocyagapcTBeHHOro apxmea cybwekta Poccuiickon dege-
pauuu;

3OPK — anekTpoHHasa perucrpaumMoHHas KapToyka.

5 O6wue nonoxeHus

5.1 TpeboBaHua 1 NpaBuna HaCTOSALLEro CTaHAapTa peanusyoTcst nyteM paspaboTkm Ha ero OCHOBE U
yTBEpXaeHua pacnopsbkennem Mpeaceparens CobpaHusa AenyTaToB UHCTPYKLMK NO paboTe ¢ AOKYMEHTaMm
B CobpaHuu genytaTtoB (ganee no TeKCTY — UHCTPYKLUS).

5.2 TpeGoBaHusa 1 NpaBuna, U3NoXeHHbIE B UHCTPYKLIMK, OTHOCATCS K CRY>KaLLMM, 3aMELLAoLLIMM JOIDK-
HocTu B Annapate CobpaHusa genytatoB, NOMOLUHKUKaM aenytatoB CobpaHusa genytaros no patorte B Co-
OpaHuu aenytaros, paboTaloLux No Cny>xe0HOMyY KOHTPaKTy UMM CPOYHOMY TPYAOBOMY AOrOBOPY (Aanee no
TEKCTY — MOMOLLHUKU IENYTATOB), 8 TAKXXE PACNPOCTPAHAIOTCA Ha MWL, 3aKMIOYUBLLKMX FPaXKAAHCKO-MPABOBbIE
[OrOBOpPbI.

5.3 TonoXeHus MHCTPYKUMU He pacnpoCTPaHAIOTCA Ha NOPSAAOK M npasuna paboTbl C CEKPETHLIMU [0-
KYMEHTaMu, KOTOpbl€ YCTaHABNUBAKOTCA HOPMATUBHBLIMU NPABOBLIMU aKTaMu O rOCyAapCTBEHHON TaWHe n 00
obecneyeHun pexxuMa CEKpETHOCTH.

5.4 WHCTpyKUUsi ycTaHaBnMBaeT obLuii NOpsaaok Ucnonb3oBaHusa B CobpaHum agenyTtaTos u B Annapare
CobpaHusa fenyTaTtoB aBTOMaTU3MPOBAHHBIX CUCTEM U UHPOPMALMOHHBIX TEXHONOMMIA U NpegycmaTpuBaeT
nepexoa K aNeKTPOHHOMY AOKYMEHTOOOOPOTY.

5.5 MNpaBuna opraHM3auun fIMYHOTO NPUEMA FPaxaaH U PacCMOTPEHUS MHAMBMAYANbHLIX U KOMNMNEK-
TUBHbIX OOpaLyeHuii rpaxxaaH Poccuiickon deaepaummn, MHOCTPAHHLIX rpaxkaad u nuy 6e3 rpaxagaHcTea B
Co6Gpanun genytatoB u B Annaparte CobpaHusi aenyTatoB onpeensoTcs 3akoHogaTenb,CTBOM Poccuiickon
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depepauun, pernameHTom CobpaHusa AenyTaToB U NOPSAKOM paccMOTpeHus obpalueHuii rpaxxaaH B Cobpa-
HWM JenyTaToB.

5.6 MNpaBuna npegocraBneHUsi Nnonb3oBarensam nHdopmauum o gestensHocTu CobpaHusa aenyTaTos U
Annapara CoGpaHus aenyTatoB onpeAensitoTcs NPUHATLIM NOPSAAKOM OpraHu3auun AocTyna u KOHTPOons 3a
obecneyeHnemM gocryna k mHcopmauum o gesitenbHoctu CobpaHus aenyTaros.

5.7 MpaBuna noarotoBku, 0HOPMIIEHMUS, COIMACOBAHUS FPAXXAAHCKO-NPaBOBLIX J0rOBOPOB, B TOM YUC-
e rocyAapCTBEHHbIX KOHTPAKTOB, UX PErMCTpaLMm, yyeta u xpaHeHus B Annapare Co6paHusa genyraros, a
TaKKe NopsAOK perncTpauum JOKYyMEHTOB, CBSA3AHHbIX C MOATOTOBKON W 3aKIMIOYEHUEM JOTOBOPOB, PErnameH-
TUPYIOTCA COOTBETCTBYIOLLIMMU HOPMATUBHBLIMMW [JOKYMEHTAMM, YTBEPXKAAEMbIMU PACTOPSHIKEHUSMU PYKOBOM-
Tens AnnapaTta CobGpaHusa genyraTos.

5.8 3HaHue u UCnonHeHne NonoXeHWn UHCTPYKLUKM 06s3aTenbHbl AN BCex nuuy, paboTaowmx ¢ oKy-
meHTamu B CobpaHum aenytatoB u B Annapare CobGpaHusi AenyTaTos.

5.9 INuua, paboraiowme ¢ gokymeHTamu B CobpaHuu aenytatoB u Annapare CobpaHusa aenyTaroB, He-
CYT NepCcoHarnbHyI0 OTBETCTBEHHOCTL 3a cObniogeHue TpeboBaHUi MHCTPYKLMKU, COXPAHHOCTb HAXOAALLMXCA Y
HUX JOKYMEHTOB U Hepa3rnalleHue coaepkalLencsl B HUX cnyxe6Hou nHgopmaumu.

5.10 OTBETCTBEHHOCTb 32 OPraHU3aLMIo U COCTOSIHUE AENONPOU3BOACTBA, B TOM YUCAE 3a NPOXoXe-
HWE U NCNOMHEHUe AOKYMEHTOB, 3a COONIoAeHUe yCTaHOBMEHHOTO UHCTPYKUMEN nopsaka paboTsl ¢ JOKyMEH-
Tamu, obecneynBaemMoro cryxatum, OTBETCTBEHHbIM 3a [1€N0NPOU3BOACTBO B CTPYKTYPHOM NoApasAerneHun
B COOTBETCTBUU C AOJPKHOCTHBIM PErnaMmeHTOM (fanee no TeKCTy — OTBETCTBEHHbIN 3a AEeN0oNpPoU3BO/ICTBO B
CTPYKTYPHOM noapasaeneHuu), BO3naraeTcsi Ha pykOBOAUTENSA CTPYKTYPHOTO NoapasaeneHust.

5.11 OpraHu3aumMoHHO-MeTOAUYECKAA NoAAEMKKA OpraHu3auunM eauHoW CUCTEeMbl Aernonpou3BoacTBa
1 KOHTPOIb 3a cobnioaeHuem TpeboBaHUI UHCTPYKLIMK OCYLLECTBIAETCA CTPYKTYPHLIM nNoapasaeneHuem An-
napara CobpaHusa Aenytatos, OTBEYAIOMM 33 MHGPOPMALUOHHO-TEXHONOTUYECKOE U JOKYMEHTALUOHHOE
obecneyeHue (nanee no TekCcry — nogpasaenenuwe UTHO).

5.12 BHeceHMe U3MEHEHUI B MUHCTPYKLMIO COTNacoBbIBAOT koMuTeToM CoBpanusa aenyTaTtos no perna-
MEHTY W opraHusauuu paborel CobpaHua aenyTaToB u yTeepxaatot pacnopsbkeHuem MNpeaceaartensa Cobpa-
HWUs AenyTaToB NO NpeAcTaBneHuio pykoBoauTens Annapara CobpaHus genyTaros.

6 lMNpuem, peructpaums n NPoxXoxaeHUe AOKYMEHTOB

6.1 Mpuem, perncTpauus u gocTaBKka AOKYMEHTOB

6.1.1 JokymeHTbl, noctynawowme B CoGpaHne aenyraros, NPUHMMAIOT, NPOXOAAT NEPBUYHYIO 06pa6oT-
Ky, peructpupytor 8 CAA 1 npeobpa3oBbIBalOT B ANEKTPOHHYIO hopMy (CO3aaHue anekTpoHHoro obpasa ao-
KymeHTa) B nogpasgenenun UTOO u /unu ero CTpyKTYpHbIX NoApasaeneHusnX.

6.1.2 JokymeHTbl B CoBpaHue genyTaToB AOCTaBMSAOT NOYTOBOW CBA3bIO, heNbAbLErEPCKON CBA3LIO,
HapOoYHbIMK (Kypbepamu), Mo SNIEKTPOHHO NOYTE UMK NepeaaroT Ha NUYHOM NpUeMe.

6.1.3 MNpu npueme KOppecnoHAeHUMN B KOHBEPTAX (NakeTax) cneayer cobnoaarb Mepbl NPeaoCTOPOX-
HOCTW B COOTBETCTBUU C UHCTPYKUMEN O Mepax 6€30MacHOCTM NPU NPUEME U PEFUCTPALIUKM KOPPECNOHAEHLMN.

6.1.4 [JokyMeHTbl, JOCTABMAEMbIE HAPOYHLIMMK, MOCTYNAKOT B NOAPa3aeneHne NpoxoXaeHusa AOKYMEH-
TOB W JOKYMEHTaLMOHHOro obecneveHuns (ganee no TekCcTy — nogpasaeneHve NOO0).

6.1.5 [lokymeHTbl ¢ noMeTkammn «Bpyunts HemeaneHHo» unu «Cpo4HO», NPUHATLIE OT HAPOYHbIX, He3a-
MeAnuTernbHO A0CTaBnAT B nogpasgenenune NoJo.

B Hepabouee BpemMs AOKYMEHTbI C MOMeTKaMu «Bpy4nTe HEMEANEHHO» UnKu « CPOYHO», A OCTaBMNEHHbIE
denbaberepckon cnyxboii n agpecoaHHble CobpaHuio aenytatoB U Annaparty CoBpaHus genytaros, Ha-
npasnsloT B ynpaeneHue aenamm CobpaHua aenyraTtoB, a agpecoBaHHble MNpeaceaarenio CobpaHus ae-
nyratos — B cekpetapuar lMNpeaceaarena CobpaHusa genytatoB. MOnyyYeHHbIE 3TUMM CTPYKTYPHbLIMW MOA-
pasaeneHuAMU AOKYMEHTBI nepeaatoT Ans peructpauun B nogpasaeneque NAAO go 9 yacos cnegyowero
pabouyero gHs.

6.1.6 KoppecnoHaeHuuio ana genytatos CobpaHua genyTaTtoB (aanee no TEKCTY — AenyTarsl), no-
crynatoLyto B CobpaHue genytaToB Yepes oTAerieHne NOYTOBO CBA3M, pacnofioXeHHoe B 3gaHun CobpaHus
JenyTaroB (ganee no TEKCTY — OTAENeHUe MOYTOBOW CBA3M), 3@ UCKINIOYEHMEM 3aKa3HbIX MMCEM W HECTaH-
[lapTHOM MO pasmMepy U BECy KOpPecnoHAeHUMn, paboTHUKM OTAENEHMS NOYTOBOI CBA3W pacKnajbiBaloT Mo
MHAMBNAYaNbHLIM aBOHEMEHTHbLIM iYelikam YCTaHOBMEeHHbIX B CoOBpaHum AenyTaToB NoYTOBbIX LLKAGOB.

6.1.7 3akasHble Nucbma, aapecoBaHHbIe AenyTaTtaM, HECTaHAAPTHYIO MO pasMepam 1 BECY KOPPECMOH-
JeHUUIo He BCKpbiBatoT, peructpupytot B8 CA[l no peksusanMtam Ha KOHBEpTE U MepefatoT noa pPocnuch B
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peecTpe nepenavu 4OKYMEHTa OTBETCTBEHHOMY 3a Aernonpou3BOACTBO B CTPYKTYPHOM noapasaeneHuu ans
nocneaywoLen nepegadu genytary unu ero nomMoLlHuky no patorte B CobpaHuu genytatos (aanee no Tek-
CTYy — NOMOLLHUK AenyTara).

6.1.8 Mpu npueme n nepsuyHO 06paboTke AOKyMeHTOB B noapasaenenuun MO0 ocyuecTensaoT npo-
BEPKY NPaBuIbHOCTU agpecauun, opopMNEHNUs, LEMOCTHOCTU YNAaKOBKM, HAMNYUS YKa3aHHbIX BIOXEHUN.

Ecnu npu BCKpbITUKM KOHBEpTa (naketa) 0BHAPY>XEHO OTCYTCTBUE JOKYMEHTOB UMK OTAENbHbLIX NMUCTOB U
NPUMNOXEHWUI, NOBPEXAEHNE JOKYMEHTOB, HECOOTBETCTBE HOMEPOB Ha KOHBEPTE (NakeTe) HoOMepPaM BrOXEH-
HbIX B HEr0 JOKYMEHTOB, ApPyrne ownGkn B 0CpopMNeHnn JOKYMEHTOB, COCTABNAIOT akT B ABYX 9K3eMMnspax.
AKT noanuceiBaeTca ABYyMS cnyxalummu nogpasgeneHus NMNOOO v yTBepKaaeTcsa HayanbHMKOM 3TOr0 Noapas-
Aenenuns. OOWH 3K3EMNIAP akTa xpaHaTt B nogpasaeneHun MO0, BTOPOi 9K3eMNNAP BMECTE C I0KYMEHTOM
BO3BpALLAIOT OTNPaBUTENIO JOKYMEHTA.

[HokymeHTsl, noctynuelune B CobpaHue genytatos owmbo4HoO, nogpasaenerue MNAOOO Bo3BpaLlaeT oT-
npaBuUTenio.

6.1.9 JlokymeHTbl Ha MHOCTPaHHbIX A3blkax, agpecoBaHHble MNpeaceaarento CobpaHus agenyTaTos, 3a-
mectutenam Mpeaceaatens CobpaHua AenyTaTtos (aanee no TekcTy — pykosoactso CobpaHusi AenyTaTos)
unu pykosoautento Annapara Cobpanusi genytartoB, peructpupytor B CAQL B nogpasaenenun MO0 no
peKkBU3NTaM, yKasaHHbIM Ha KOHBepTe (nakeTe), a 3aTem HanpasmnslT B NogpasaeneHne MexayHapoaHoro
coTpyaHuyectsa Annapara CobpaHus aenyTaTtoB (aanee no TEKCTy — NoapasfeneHne MexayHapoaHoro co-
TPYAHWYECTBA) ANA Nepesoja Ha PYCCKMA A3bIK UMM COCTaBNEHUS aHHOTALMK, NOCHe Yero Yepes nogpasae-
nexve NMAQOO nepegatoT agpecary.

6.1.10 3akasHble nucbma, agpecoBaHHble dppakuyum B CoBpaHuM AenyTaToB, He BCKPLIBAIOT, PErMCTPU-
pytot B CA[1[l N0 pekBusuTam, UMEIOLLMMCS HA KOHBEPTE, U NepeaatoT OTBETCTBEHHOMY 3a A€NONPOU3BOACTBO
B Annaparte dpakumm B CobpaHum AenyTaToB nog POCnUcb B peecTpe nepeaayun 10KyMeHTa.

6.1.11 KoppecnongeHuuto ¢ NOMETKON «JIMYHO» He BCKPbIBAIOT U perucTpupytor B CAQ no peksusu-
Tam Ha KoHBepTe (nakere), nocre 4ero nepefaloT OTBETCTBEHHOMY 3a AENONpPOU3BOACTBO B CTPYKTYPHOM
nogpasaeneHumn nog pocnuck B peecTpe nepefadu AOKyMeEHTa.

6.1.12 KoHBepTbl (NakeTbl) C MOMETKOW «Ha KOHKYpPC» He BCKpbIBAIOT, peructpupyior B CAQL no peksu-
3UTaM Ha KOHBepTe (nakeTe), nocre Yero onepaTMBHO NepeaaloT B nogpasaeneHue no sakynkam CobpaHus
AenyTartoB (4anee no TEKCTY — noapasaeneHune no 3akynkam).

6.1.13 Cnyxawmin noapasaenenus MNAOO, npuHMMaOWMIA AOKYMEHTBI, UMEET NPaBO BCKPbITb MOMy-
YeHHble KOHBEPTbI (NakeTbl) C NOMETKON «JInuHO», a Takke agpecoBaHHblie hpakuuam B CobpaHuu genyTtaTtos
Unu genyraram, ecnu:

- Ha KOHBEpTE (NakeTe) OTCYTCTBYET aapec OTNPAaBUTENS UMW aapec OTNPABUTENS YKasaH HEMOSHO;

- HETOYHO NN HEBEPHO yka3aH aapecar B Cobpanuu genytartoB unu B Annaparte Co6paHus 4enyTaTos;

- KOHBEpPTHI (NaKeTbl) OT OAHOr0 OTMPABUTENSA OAHOBPEMEHHO NOCTYNUNKU GONbLLIOMY YUCNY aapecaTos
(oaMH unun aBa KOHBEPTA (NaKeTa) BCKPLIBAIOT BbIGOPOUYHO);

- y cnyxawero noapasaenenusa MAAO, npuHUMaIOLLEro JOKYMEHTBI, BO3HUKNWU NPEANONOXEHUA O BO3-
MOXXHOCTU HAXOXAEHUA B KOHBEPTE (NaKeTe) BELUECTB, NOA03PUTENbHBIX UM ONACHbLIX A XMU3HU U 300POBbA.

O BCKpbITMM KOHBEPTA (NaKkeTa) COCTaBMAETCS akT, KOTOPLIN NOANUCLIBAIOT ABAa Cry)XaLUMX noapasaene-
Hua NAAJO, ¢ ykazaHueM NPUYMHbI BCKPbITUA.

6.1.14 KonsepTbl (NAKeTbl), B KOTOPbIX MOCTYMMIAN AOKYMEHTbI, YHUUTOMXAIOT, 32 UCKITIOYEHUEM CNYy4aEes,
Koraa:

- TONBKO MO KOHBEPTY (NaKeTy) MOXXHO YCTaHOBUTbL aapec OTNpaBUTENs, AAaTbl OTNPABKU W NOMy4YeHus
DOKYMEHTA;

- [JOKYMEHTbI MOCTYNUNU U3 MHOCTPAHHLIX rOCYAApCTB, CYA0B, CMEACTBEHHbIX OPraHoB, coaepXar Ao-
roBOPbLI MU UHbIE AOKYMEHTbI JOTOBOPHOIO xapakrepa, (PMHaHCOBbLIE CYETA, a TaKKE NPETEH3UU, Xanoobl,
UCKOBbIE 3asiBSIEHUS rpaXkaaH u opraHusaumi.

6.1.15 lNocTynuBLLYI0 KOPPECMOHAEHLMIO NOAPA3AENAIOT HA PErMCTPUPYEMYIO U HEPETMCTPUPYEMYIO B
noapasaenenum UTHO.

KoppecnoHaeHuuio rpaxaad, noctynuselyio B nogpasaeneHue MAAO Ha uMsi AOMKHOCTHLIX NULL K
CTPYKTYPHbIX NOApPA3AeneHni, He BCKPbIBAIOT U NEPEAAIOT AN perucrpauun B nozpasaeneHue no obecne-
YeHUIo AeaTenbLHOCTM npueMHon Cobpanus aenytaros nogpasaenendun UTOO (aanee no TekcTy — noapas-
AeneHune no obecneveHmnio AeaTenbHOCTU npuemHon Cobpanus aenyrartos).

[lokyMeHTbI opraHusaumi, noctynuslume B noapasaenenune NANO no noyte Unu NpuHATLIE enbabe-
repckoi cnyx060in n He OTHOCALLMECA K AeATenbHOCTM CobpaHusa AenyTaTtoB, HaNPaBnSAIOT ANA PErucTpaLyun B
noapasaeneHue no o6ecneyeHuio AesTenbHOCT NpueMHoi CobpaHua AenyTaToB C KOHBEPTAMMU.
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HokymeHTbl, noctynuewme Ha ums Mpeaceaarens CobpaHus genytatoB oT MpesugeHta Poccuiickoi
depepauun, ot Mpeaceaarensa MNpasutenscrea Poccuickon deaepaunun, ot lMNMpeaceaarena Cosera deje-
pauun deaepanbHoro Cobpanua Poccuiickoin ®eagepaumu, ot MNpeaceaatena MocyaapcteeHHon Jymbl de-
aepanbHoro Cobpanna Poccuiickon deaepaumm (3a UCKMIOYEHUEM TUPAKMPOBAHHBIX JOKYMEHTOB, MOCTY-
NUBLLMX B COOTBETCTBUM C yKasaTenamu paccbinku), ot MNpeaceaarena KoHctutyumoHHoro Cyaa Poccuiickon
denepaunn, ot MNMpeaceparens BepxosHoro Cyaa Poccuiickon deaepayumn, OT BbICLUMX AOMKHOCTHBIX NnL,
cybbekta Poccuiickon depepauun, a TaKke UHble JOKYMEHTbl C NOMETKaMK «BpyunTb HEMEANEeHHO» Unu
«CpOYHOY, PErMCTPUPYIOT U NEPEAAIOT NO HA3HAYEHU HedameanuTensHo. B HoYHOe Bpema € 22 4 go 8 4
yKasaHHble JOKYMEHTbI NepeaatoT HENOCPEeACTBEHHO B cekpeTapuar lMNpeaceaarens CobpaHua aenyTaTos.

6.1.16 KVckoBble 3asBrneHus, xanobbl U UHble 0OpaLLEeHMa rpaxaaH, rocyaapCTBEHHbIX OPraHoB U Op-
raHusauuii, U3 COAEPXKaHUsi KOTOPbIX YCMAaTPUBAETCA MPEeAbSABMNEHUE B Cyabl (38 UCKMIOY4EHMEM KOHCTUTY-
ynoHHoro Cyaa Poccuiickon deaepaummn) kakmx-nnbo TpeboBaHuini k Annapaty Co6GpaHusa genytatoB Unm K
pykosoautento Annapara Co6paHusa aenyratoB, OT3bIBbl U (MNIN) BO3PAXKEHUSI CTOPOH MO Aeny Ha yKasaHHble
ofbpalleHns BHE 3aBMCUMOCTM OT OTMpaBUTENs, a Takke mocTtynaiowme u3 cyaoB B agpec Annapara Co-
OpaHusa genytatoB unu pykosoautens Annapara CobpaHusa genytaTtoB cyaebOHble NOBECTKU, onpeaeneHus,
peLwleHust, uHble cygebHble 4OKYMEHTbI (3a UCKIOYEeHUEM A0KYyMEHTOB KOHCTUTYUMOHHOro Cyaa Poccuiickon
depepauum) BMECTE C KOHBEPTOM ONEPATMBHO HaNPAaBMAT B NpaBoBoe nogpasgeneHve Annapara Cobpa-
HWUS AenyTaToB (ganee no TEKCTY — NPaBOBOE NoApasgeneHune).

6.1.17 WckoBble 3aaBneHns, »anobbl n nHble 0bpalleHns rpaxaaH, rocy4apCTBEHHbIX OPraHoB 1 Op-
raHusauuii, U3 COAepXKaHUsi KOTOPbIX YCMAaTPUBAETCA MPEeAbSABNEHUE B Cyabl (32 UCKMIOY4EHMEM KOHCTUTY-
uynoHHoro Cyaa Poccuitickon depepauun) kakux-nubo tpebosanuii k MNpeaceaatenio CobpaHusa genyraTos,
OT3bIBbI U (MNM) BO3PAXKEHUSA CTOPOH NO AENY HA yKa3aHHbIE 00pAaLLeHus, a Takke NOCTynarLmMe n3 CyaoB B
aapec MNMpeaceaarens Cobpanua aenytaTtoB cygeOHble NOBECTKU, ONPeAEneHusi, peLleHusl, UHble cyaetHbie
OOKYMEHTbI (3a ucknoyeHnem aokymeHToB KoHcTuTyunoHHoro Cyga Poccunckon degepauun) onepaTtuBHo
HanpaensatoT MNpeaceaarento CobpaHus aenyTaTos.

6.1.18 lMocTynuBLUME OT rpaXkgaHCKux cnyxatumx cydvekta Poccuiickon deagepaumm (nuy, YBOMEHHbIX
C rpaxkgaHckon cnyxdbl cybbekta Poccuiickon deagepauun), paboTHUKOB (Nny, paHee paboTaBLuMX MO TPy-
aosomy gorosopy) Annapata CobpaHua genyTatoB Unu nuu, SBASIOLWMXCA CTOPOHON NO rpaXkgaHCKo-npaBo-
BOMY [10TOBOPY, UCKOBbIE 3a8BNEHUS, Xanobkl 1 MHblE 00paLLeHns, U3 COAEPKAHNUSA KOTOPbIX YCMaTpUBaeTCa
npeabsBeHUe yKkasaHHbIMKU NULAMK B Cyabl kKakux-nmbo TpeboBaHuin k pykoBoacTBy unm Annapaty Cobpa-
HWUSA AEenyTaToB MO BONPOCAM, CBA3AHHLIM C MOCTYMMEHUEM HA rpaxkaaHckyto cnyxOy B Annapat CobpaHus
[enyTarToB, C €€ MPOXOXAEHNEM WUITM YBOMbHEHUEM C FPaXAAHCKON CrnyxObl B Annapare CoOpaHusa aenyrta-
TOB, MPUMEHEHUEM K HUM ANCLUMIMHAPHBIX B3bICKAHWIA, & Takke MO BOMPOCaM, CBA3aHHLIM C 3aKITIO4YEHUEM U
UCMONTHEHUEM IPaXKAAHCKO-NPaBOBLIX J0FOBOPOB, OT3bIBbI U (MITN) BO3PAXKEHUS CTOPOH NO AEry Ha yKa3aHHble
obpalleHusa, a Takke nocrynaiowme u3 cynos B aapec MNpeacenarens CobpaHus aenytaTtoB, PyKOBOAUTENS
Annapara CobpaHusi genytatoB unu Annapara CobpaHua genytatoB cyaebHble MOBECTKM, ONpeaeneHus,
peLleHns, nHble obpalleHns cyaoB (3a ucknoveHnem KoHctutyymonHoro Cyaa Poccuiickon degepauyum) one-
paTMBHO HaNPaBnsAT pykoBoaguTento Annapara CobpaHus fenyTarTos.

6.1.19 OwmbBOo4HO HanpaBneHHbIe B CTPYKTYPHbIE noapasaenenunsa unu genytaram CobpaHus genyra-
TOB AOKYMEHTbLI OTBETCTBEHHbIN 3@ AEN0NPOM3BOACTBO B CTPYKTYPHOM NoApasaeneHuu, UM nOMOLLIHUK Aeny-
TaTa HezameanuTenbLHO BO3BPALLAlOT C COOTBETCTBYIOLLEN NOMETKON B noapasgenexue Mano.

6.1.20 Peructpauuio gokymeHToB B CoBpaHuu aenytaTto u B Annapare CobpaHusa aenyTaTtoB OCyLLeCT-
snsatoT B CALL, 06beauHaIoWwen B eAnHYI0 CETb aBTOMaTU3MPOBaHHbIE paboune MecTa CrnyXaLumx CTPYKTyp-
HbIX MOApPAa3aeneHuin u NOMOLLHUKOB AenyTaToB no padore B CobpaHum enyTaToB, y4acTBYOLLMX B NpOLECce
Jenonpou3BoACTBa, U MO3BOMNALEN CO3AaTb €AUHYI0 0a3y AaHHbLIX, KOTOPas CoOAEPXUT MHAOPMALMIO O:

- BXOAALUMX, BHYTPEHHUX U UCXOAALLMX AOKYMEHTAX;

- NnpoxoxaeHun gokymeHToB B CobpaHum genytaros u B Annaparte CobpaHua aenyTtartos;

- X04e UCMONHEeHU JOKYMEHTOB U MOPYYEHUI MO HUM;

- CNUCaHUM AOKYMEHTOB B AEMNO W nepejadye ux B noapasgeneHue dopmmpoBaHus apxmea CobpaHus
aenytaroB nogpasaenenua UTOO (ganee no Tekcty — noapasaeneHue hopmmupoanusa apxusa CobpaHus
AenyTaTos).

Ba3a panHbix CAIl coaepxuT TakkKe 9MNEeKTPOHHbIE 00pa3bl JOKYMEHTOB, MOMYYEHHbIE B pe3ynbrare
CKaHWPOBAHUSA, U SNMEKTPOHHbLIE AOKYMEHTbI, NOANUCAHHLIE SNIEKTPOHHON NOAMUCHIO.

CALL npomkHa BbITb MHTErpupoBaHa ¢ ACO3/.
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6.1.21 Perncrpauuu nognexar JOKYMEHTb!, UMEIOLLME YCTAHOBIIEHHbIE PEKBU3UTbLI 0CDOPMIIEHNS, B TOM
yucne HamMeHoBaHWe opraHu3auuu, HanpasuBLLEN JOKYMEHT, AaTy U UCXOAALLMIA HOMEP AOKYMEHTA, ykasa-
HWe afpecara, noAnucb AOMMKHOCTHOMO fuua n apyrue

6.1.22 3apeructpuposaHHble B CAOJ LOKYMEHTbI MOBTOPHO HE PEFUCTPUPYHOT.

6.1.23 MMpu peructpauun gokymeHTta sanonHserca OPK, kotopas cpeacteamu CALL nepeckinaercs
agpecary.

6.1.24 PernctpaumoHHbIi HOMEP BXOASALLEro AOKYMeHTa M aaTty perucrpauuu craeat B SPK B aBTo-
MarnyeckoMm pexxume. MNocnegHsaa umdpa B perucTpaLmoHHOM HOMEpPe AOKYMEHTa, otaensiemas aeducom,
COOTBETCTBYET HOMEepy co3biBa CobpaHus aenyTaTos.

6.1.25 Ha nuueBon CTOpoHe NepBOro NUCTa AOKYMeHTa, NoANexXallero ckaHMpoBaHUo B noapasaene-
Hun NAAO Annapata Cobpanus aenytaros, CTaBAT LUTPUX-KOZ, NOCIE YEro AOKYMEHT CKaHUPYIOT.

Ha nuuesoi cTopoHe NepsBoro NUCTa AOKyMeHTa, peructpupyemoro B nogpasaenenuu NAOO Annapa-
Ta CobpaHus AenyTaTtoB U HE NOANEXALLETO CKAHUPOBAHWIO, B MPABOM HIKHEM YIMy CTABAT OTMETKY O Mo-
cTynneHun aokymenta B CobpaHue aenytatoB (perucTpauMoHHblii wrammn). MNpu perucTpauun hpMHaHCOBLIX
CYETOB PernucTpauuoHHbIA HOMEp CTaBAT HA KOHBEPTE (MaKeTe), KOTOPbIN 3aTeM NPUKNAALIBAIOT K JOKYMEHTY.

Mpun perucTpauuu AOKYMEHTOB, Hanpasnsembix agpecatam B CobpaHuu aenyTtatoB M B Annapare
CobpaHusa aenyTaTtoB B COOTBETCTBUM C YTBEPKAEHHBIMM YKa3aTeNnsM1 PacCbinkn, PErMCTPALMOHHLIIA LITamn
He CTaBAT.

Ha 3apeructpupoBaHHbIi JOKYMEHT OPOPMASAIOT peecTp nepeaayn J0KyMeEHTa.

6.1.26 [loctaBKy QOKYMEHTOB M3 NOAPAa3sAENeHUss NPOXOXKAEHUS JOKYMEHTOB M AOKYMEHTALMOHHOTO
o6ecnevennn Annapara CobpaHus AenyTaToB B MHbIe CTPYKTYPHbIE NoapasaeneHnsa u nonyYeHue 10KyMeH-
TOB B CTPYKTYPHbIX nogpasaenenusx B paboyee BpeMs 0CYLLECTBASIOT CRy>XaLyMMU NoapasaeneHust Npoxox-
AeHUs JOKYMEHTOB U JOKYMEHTaLMOHHOro o6ecnevenus Annapara CobpaHus aenyTartos.

OTBETCTBEHHbIN 3a AenonNpPoM3BOACTBO B CTPYKTYPHOM NOApasaeneHuu, nony4aeTr 40KYMEHTbI OT Cny-
»*awero nogpasgenedus NAOO noa pocnuck B peectpe nepeaayum AokymeHTa. Peectpbl nepeaayum 4OKyMeH-
TOB XpaHAT B nogpasaeneduu N0 Annapara CobpaHus aenyTatoB B Te4E€HWE LWECTU MECALIEB U YHUUTO-
XKaloT NO aKTy YCTAaHOBNEHHON (POPMbI.

[locTaBKy AOKYMEHTOB OCYLLECTBAAIOT B COOTBETCTBUM C rpadpukoM. CpoUHbIe JOKYMEHTLI 4OCTABNAIOT
BHE rpaduka.

6.1.27 OTBETCTBEHHLIN 3a AENONPOU3BOACTBO B CTPYKTYPHOM MoapasaeneHun, nepeaaer AOKYMEHTbI
Ha BymMma)KkHOM HOCUTEne B APYr1e CTPYKTYpPHbIE NoApasfeneHnsl BMecTe C NoAroToBreHHbIMU peecTpamMu ne-
pedadun JOKyMeHTa yepes cnyxawmx nogpasgenernus NMNAOO Annapara CobpaHus genyTaros.

6.2 OpraHusauus paboTbl ¢ AOKyMeHTamMu genytaTtoB Co6paHusa aenytaTtoB

6.2.1 BegeHue nenonpousBoAcTBa AeMyTaToOB BO3NArakdT HA MOMOLLHWUKOB AEeNyTaToB.

6.2.2 MomoLHuK aenyTtata o6ecneynBaert:

- CBOEBPEMEHHOE NornyyYeHne JOKYMEHTOB, NOCTYNAOLWMX Ha UMA aenyTara;

- MOAroTOBKY AOKYMEHTOB 3a NOANUCKLIO AernyTara, OPOPMMNEHHbIX B COOTBETCTBUM C YCTAHOBEHHLIMU
npasunamu;

- peructpauuto gokymeHToB B CAQM noa nuyHbIM MAEHTUMDUKATOPOM M NApOSieM NONb30BaTENS;

- UCNOMHEHWEe NOopyYeHUin fenyTaTa no AOKyMEHTaMm;

- KOHTPONb NPOXOXAEHUA AOKYMEHTOB 3a NOAMUCLIO AenyTaTa;

- popMmnpoBaHme JOKYMEHTOB B fiena B COOTBETCTBUM C HOMEHKNaTypoii ien u obecneveHne nx coxpaH-
HOCTHU;

- odhopmIieHne 3aKkasoB 3a MOANUCHLIO AenyTara Ha aBTOMaTU3MPOBAaHHYIO NOATOTOBKY TEKCTOB U KOMu-
poBanbHO-MHOXUTENbHbIE paboThl;

- KOHTPONb 3a CpoKamMu NOCTYNIEHWS OTBETOB Ha AenyTaTckue 3anpockl M 00palleHus genyTaTa;

- nepegadvy no pelueHuto genyrara B nogpasgeneHue cdopmuposaHus apxusa CoGpaHus aenyTaToB
0hOPMINEHHBIX AerT;

- COXpaHHOCTL U y4eT BrnaHKoB genyTara.

6.2.3 [na noarotToBKM [JOKYMEHTOB Ha ByMa)kHOM HOCMTere 3a NOANUCHIO AenyTaTta UCMOoNb3ykoT bnaH-
KW ABYX BUAOB:

- BnaHk genyrara ¢ usobpaxeHnuem lflocyaapcTBeHHOro repba cybbekta Poccuiickoin deaepauum B MHO-
rOLBETHOM BapuaHTe UCMOSIHEeHUA (4Na JOKYMEHTOB, HanpaenaeMeix 3a npeaensl CobpaHus AenyTaToB)
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- Bnank genytarta 6e3 uso6paxkeHus FocyaapcreeHHoro repba cybbekra Poccuiickoi deaepauuu (ans
BHYTPEHHUX JOKYMEHTOB).

6.2.4 Peructpauuun B noapasgeneHum npoxoxaeHusa 4oKyMEeHTOB U JOKYMEHTaLMOHHOMo obecneveHuns
Annapara CobpaHusa agenyTaToB NoAnNeXar ToNnbKO crneayowme A0KyMeHTbl Ha GyMaXKHOM HocuTene, Nnoanu-
caHHble genytatamu CobpaHus aenytaToB U opopmneHHble Ha BnaHke aenyrtara:

- NPOEKTbI MOCTaHOBNEHUn Cobpanusa aenyTaToB ¢ CONPOBOAUTENLHLIMU NUCbMaMK Ha ums lMNpeacepa-
Tens CobpaHus AenyTaros;

- 3aKOHOMPOEKThI, NOArOTOBREHHbLIE K BHECEHUI0 B CoOpaHue aenytartos, ¢ CONPOBOAUTENbHbLIMU MUCH-
mamun Ha ums MNpeaceaartens CobpaHus aenyTaros;

- nucbMa Ha umsA Mpeaceparena CobpaHusi AenyTaToB NO BHECEHHLIM paHee B CobpaHue AenyTaTos
3aKOHOMNpPOEKTaM (40 UX NPUHATUA unu oaobpeHna CobpaHnem aenyTaToB B NEPBOM YTEHUN):

- 0 BKNoYeHun aenyrtara Co6paHns aenyTaroB B COCTaB CyObEKTOB NpaBa 3akOHOAATENbHON MHULMATK-
Bbl, BHECLLUMX 3aKOHOMPOEKT, C YKa3aHUeM B MUCbME O COrnacoBaHUM AaHHOIO BONPOCa ¢ CyObekTamu npasa
3a|<0Ho,anean017| WHULUKWATUBLI, BHECLLUMU 3aKOHOMPOEKT,

- 00 ucknioveHun genyrara CobpaHua aenyTaroB U3 cocraBa CyGbeKkToB NpaBa 3akOHOAATENbHOWM UHU-
LMaTUBbI, BHECLUMX 3aKOHONPOEKT;

- 06 M3MEHEHUN NOCNEeAoBaTENBHOCTU NepeuncrieHnss cybbLEKTOB nNpaBa 3aKoHOAATENbHOW MHULMATH-
Bbl, BHECLUKMX 3aKOHOMPOEKT, C yKasaHWeM B NUCbME O COrnacoBaHUKM JAHHOIO BONPOCa C APYrumu cyobekra-
MU npasa 3aKoHOAaTeNbHOW MHULMATUBLI, BHECLUMMU 3aKOHOMPOEKT;

- 0 NPeACTaBIEHUN TEKCTa 3aKOHOMPOEKTa, U3MEHEHHOTO MO NMPEATOXKEHNIO OTBETCTBEHHOIO KOMUTETA
CobpaHusa aenytaTos;

- 00 0T3bIBE BHECEHHOIO 3aKOHONPOEKTA.

6.2.5 BHyTpeHHUEe AOKYMEHTbI, agpecoBaHHble Mpeaceparenio CobpaHua aenyrartoB, a Takke [10Ky-
MEHTbI MO BOMPOCaM PMHAHCOBOro o6ecneveHns AesTernbHOCTM AenyTara, J0KyMEHTbI N0 Ka|pOBOMY COCTaBy
1 NPOTMBOAEWNCTBUIO KOPPYNUMK (Aanee no TeKCTy — Mno KagpoBbiM BONPOCamM), N0 BONPOCaM KOMaHAUPOBa-
HWS, JOKYMEHTBLI C NOMETKON «ns cnyxeBGHOoro nonbL3oBaHus» (Aanee no Tekcty - «[ACM») nogroraBnueaiot
Ha ByMa)KHOM HocuTene.

Mpovne BHYTpEeHHWE AOKYMEHTbI NOAroTaBNMBAIOT B (DOPME IMEKTPOHHOrO JOKYMEHTA, NOANUCAHHOIO
3NEKTPOHHON nognuckio aenytara CobpaHus AenyraTos.

6.2.6 BHyTpeHHUEe OOKyMEHTbI Ha ByMaXKHOM HOCUTENE U UCXOASALLME AOKYMEHTLI, NOANUCAHHLIE AEny-
TaTtoM, nocne peructpauuun 8 CA n odopmneHusa peecrpos nepeaayun JOKYMEHTOB NOMOLUHWMKOM AenyTaTa
nepegatot B nogpasgeneHve NAOO Annapara CoOpaHusa AenyTaTtoB Yepes OTBETCTBEHHOIO 3a Aenonpous-
BOACTBO B Annapare komutera CobpaHusa aenyTaToB, YUNneHOM KOTOPOrO ABMSIETCA AenyTar, unu B Annapare
pakuyum B CobpaHum genytartoB, eCrnv fenyTar sSBMSETCA PYKOBOAMTENEM AaHHON (bpakummu, unu B cekpeTa-
punate CobpaHus genyrartos, ecnu genytaT usbpad MNMpeaceparenem CobpaHus AenyTaTtoB UNK 3aMecTuTe-
newm Mpeaceparena CobpaHna aenyraTos.

BHyTpeHHMEe AOKYMEeHThI, HAanpaBnseMble genyTaraMm — unedamu dpakuum B CobpaHuun genyraros,
aenytaramum — yneHamu komuteta CobpaHua aenytaTtoB, Aenyratamu — yreHamm komuccumn CoGpaHusn ae-
nyTaToB BHYTPW ppakummu B CoOpaHum genytaTtoB, KOMUTETA, KoOMuccun CobpaHus AenyTaTtoB COOTBETCTBEH-
HO, Nepenaer aagpecary OTBETCTBEHHBIN 3a AENONPOM3BOACTBO B Annapare (pakumm, KOMUTETA, KOMUCCUU
Co6paHus genyTaTos.

6.2.7 3asBneHue agenytara O nepegade CBOEro roroca Apyromy AenyTaty B nepuopa OTCYTCTBUA Ha
3acepaanun CobpaHusi JenyTaToB, €Cnv Takas nepejadqa Aonyckaercs pernaMeHtom CobpaHusa aenytartos,
ochopmnisAoT Ha BnaHke fenytata CobpaHusa aenytatos u agpecyioT MNpeaceaartento CobpaHua aenyTaTos ¢
yKa3aHWeM NpUYKUHbI OTCYTCTBUSI, BPEMEHW, HA KOTOPOE NMepefaeTcs rofioc, a Takke ¢ ykasaHMeM TOro, Kak
pacnopsguTbLCA ronocom Mpu rorioCoBaHWM No Bonpocam, paccMarpueaembim CobpaHuem genytatos. da-
MWUMUA, UMSi U OTYECTBO AenyTarta, KOTOPOMY NepeaaeTcs rornoc, ykasbiBaloT NONHOCTLIO. [JaHHOe 3asBneHue
JAenyTaT BnpaBe Takke HanpasuTk Tenerpammoni. 3aseneHus u Tenerpammel 6e3 peructpauuu 8 CAQ nepe-
JaloT HenocpeacTBeHHO B komuTeT CobpaHust aenyTaToB, OTBETCTBEHHbIN 3@ BONPOCHI opraHu3auun paboTsl
CoBpaHus genyTaToB, ANs yyeTa U XpaHeHus.

6.2.8 TexHuueckoe obecnedeHne noaroToBKM AOKYMEHTOB JAernyTara, B TOM YWCne aBTOMaTu3npoBaH-
Has NOAroToBKA TEKCTOB U KOMUPOBAISIbHO-MHOXUTENbHLIE PaboThl, OCYLLECTBIAIOT COOTBETCTBYIOLLME NOA-
pasgeneHus opraH3aumnoHHOro obecnevyeHns 3akoHoaaTenbLHoro npouecca Annapara CobpaHusi genyraros
u YnpasneHus genamu CobpaHus AenyTaToB B COOTBETCTBUM C TpeBOBaHWUAMM, U3NOXEHHbIMK B P.10 HacTo-
ALero ctaHgapra.
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6.3 OpraHusauus paboTbl ¢ JOKYMEHTaMU B CTPYKTYPHbIX noapasaeneHmnsax

6.3.1 OpraHu3auuio 1 BeaeHue Aenonpou3BOACTBA B CTPYKTYPHLIX NOApasAeneHuax OCyLLeCTBNSIoT
OTBETCTBEHHbIE 32 Aenonpou3BOACTBO B COOTBETCTBYIOLUMX CTPYKTYPHbIX NOAPa3AENEHUNAX.

6.3.2 OTBETCTBEHHbIE 3a Aenonpou3BOACTBO B CTPYKTYPHOM noAapasaeneHuu, oCyLecTBASIOT:

- NpUeM, NPOBEPKY COOTBETCTBUA MOCTYMUBLLMX U 3aperncTpuposaHHbix B CAJL OKYMEHTOB;

- perucTpauuio He 3apeructpupoBaHHbix B CA[J] AOKYMEHTOB, MOCTYNMUBLUMX HENOCPEACTBEHHO B
CTPYKTYPHOE noapasfeneHue m OTHOCALLUXCA K HanpaBNEeHUsIM AeATernbHOCTU AAHHOTO CTPYKTYPHOrO Moj-
pasaeneHus;

- ycraHoBreHue cBa30K kK APK OKyMEeHTOB;

- nepegadvy (nepeajpecauuio) JOKYMEHTOB Ha paCCMOTPEHUE PYKOBOAMUTENIO CTPYKTYPHOIO nogpasae-
neHus;

- BHeceHue pesonouum B CALL] v nepegaya JOKYMEHTOB UCMOSTHUTENIO;

- NPOBEPKY NPaBUNbHOCTU OCPOPMMNEHUSI JOKYMEHTOB;

- permcTpaumio BHYTPEHHMX M UCXOASALLMX A0KyMeHTOB B CAI[] u nepeaavy ux Ans 4OCTaBKU aapecaram;

- KOHTPOJIb CPOKOB UCMOSTHEHMS JOKYMEHTOB; CMIMCAHWUE B eNa UCMOSNTHEHHbIX JOKYMEHTOB;

- OpraHu3aumIo CnpaBoOYHO-UHOPMALMOHHON paboThbl MO BOMPOCAM NPOXOXAEHUA U UCTIONHEHUS A0-
KYMEHTOB;

- NOArOTOBKY HOMEHKNAaTYpbl €N CTPYKTYPHOIO nogpasaeneHusi, B Tom vucne B CIA,

- (hopMUPOBaHUE Aien B COOTBETCTBMM C HOMEHKIIATYpOW Aen, obecneyeHne ux COXpaHHOCTU U UCNONb-
30BaHuUs, y4acTue B NPOBEAEHMM IKCMEPTU3bl LLIEHHOCTU JOKYMEHTOB;

- NOArOTOBKY U nepejavy Aen Ha apxXMBHOE XpaHeHue, B TOM uncne B CIA;

- @aHanM3 COCTOSAHUS UCMONHEHUSI AOKYMEHTOB M NOPyYeHUii 1 MHOPMUPOBAHNE PYKOBOAUTENS CTPYK-
TYPHOrO NoApasfaeneHus;

- MOArOTOBKY NPEATOXEHUI MO COBEPLUEHCTBOBAHMIO PaboThl C AOKYMEHTaMMU;

- BBOA MH(popMaLmK O X04e u pesynbratax UCNONHEeHUsa A0KYMEHTOB U nopyyenun 8 CAAN;

- O3HAKOMIIEHUE CNYXALUMX C HOPMATUBHLIMW MPABOBLIMU aKTaMM, OPraHM3aUUOHHO-pacnopsaauTErb-
HbIMW JOKYMEHTamMu, UHPOPMALMOHHBLIMU U METOAUYECKUMU MaTepuanamu, nocTynuBLUMMU B CTPYKTYPHOE
nogpasaeneHue;

- NPOBEAEHNE UHCTPYKTaXa BHOBb NPUHATLIX B CTPYKTYPHOE NoApasaeneHue CryXxalmx no Bonpocam
opraHusaummn pabotbl ¢ AOKYMEHTaMU, KOHCYNBTUPOBAHWE CyXALLUX CTPYKTYPHOTO noapasaeneHus no Bo-
npocam paboTbl C JOKYMEHTAMMU;

- NOArOTOBKY 3asBOK HA U3rOTOBMEHME NeyaTen U LITaMnoB, NevaTHoW BGnaHoYHON NPoAYKUMK, HA NOny-
YeHue CpeacTB OPraHM3aLMOHHON TEXHUKU U KaHLENsSPCKUX NPUHAANEXHOCTEN;

- YYeT neyareu, LUTamMnoB 1 BraHKOB, UCMONb3yeMbIX B CTPYKTYPHOM NoapasaeneHuu;

- nepegadvy genyrary CobpaHus AenyTaTtoB MNU €ro NOMOLIHMKAM AOKYMEHTOB, MOCTYNUBLUMX B CTPYK-
TYpHO€ noagpasgeneHune Ha umsa genyrtara CobpaHus aenyraTos;

- nonyyeHue u3 nogpasgeneHus popmupoBaHus apxupa CobpaHusa aenytatoB Aen BO BPEMEHHOE
nonb30BaHWe, BO3BpALLEHWEe UX B yKa3aHHOE NoapasfeneHne no UCTeYeHnU CPoKOB NONb30BAHUA UMU;

- COCTaBMEHUE aKTOB O BblAENEHUU K YHUUTOXEHUID OKYMEHTOB C UCTEKLLUMMU CPOKAMMU XPaAHEHUS U
YHUYTOXEHUE YKa3aHHbIX JOKYMEHTOB.

6.3.3 Pa6ota B CA[l[] oTBETCTBEHHOIO 3a €N0NpPOou3BOACTBO B CTPYKTYPHOM MoZipasaeneHum ocyLIecT-
BINSIETCA MOA, MUYHBIM MAEeHTUKUKaTOpOM 1 naponem nons3osarens. BoigeneHne HOBbIX uaeHTUdUKaTopa u
naposs nosb3oBarens OCyLEeCTBNAIOT N0 3aABKEe CTPYKTYPHOro nogpasaeneHus B cnyxoy UTOO, obecneun-
BatwoLlei AnnapaTt CobpaHusi AenyTaroB.

6.3.4 Cniy>almn CTPyKTYPHOro noapasgeneHust Npu yxoae B OTNYCK MNU yObITUM B KOMAHAMPOBKY MO
YKa3aHuio CBOEro HenocpeaCTBEHHOIO PYKOBOAUTENSA NepeaaeT HaXoAsLMECH Y HEr0 Ha UCMONHEHUMU AOKY-
MEHTbI APYroMy Cry>caLleMy yepes OTBETCTBEHHOIO 3a AeNONPOU3BOACTBO B CTPYKTYPHOM NMOAPAa3aerneHnu.

6.3.5 [JokyMeHTbl, NOCTYNMBLLME B CTPYKTYPHOE NogpasaeneHue, A0KNaabiBaloTCsl PyKOBOAUTENIO Noa-
pasgeneHns OTBETCTBEHHbLIM 3a AeNONPON3BOACTBO.

B cooTBeTcTBMM C pesoniouuein pykoBOAMTENS AOKYMEHTbI HanpaBnsaloT UCNONHUTENsM. Cnyxaiiue,
03HaKOMMWBLUWMECH C JOKYMEHTOM, CTaBAT CBOIO MOANUCL U AATy 03HAKOMSEHUS B HUXXHEN YacTu 06OPOTHOM
CTOPOHBI NOCNEAHEro nMcTa AOKYMEHTA MNU HA cneynanbHOM NIUCTE 03HAKOMMEHUS.

OTCKaHWpOBaHHbLIE JOKYMEHTbI U PE30SIIOLMU K HUM MOTYT HanpaBnATbLCS UCNOMHUTENSIM CpeacTBaMu
CA[L B Buae anekTpoHHOro obpasa AOKYMEHTa U aneKTPoHHOro obpasa pesontounn 6e3 ayGnupoBaHua ux
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Ha OymaxkHOM HocuTene. OpurnHan JOoKyMeHTa CnefyeT XpaHuTb B Aene agpecara, KOTOpoMy NepBUYHO Ha-
npasreH 40KYMEHT.

6.3.6 Mpu paborte ¢ SPK nocTynuBLUKX B CTPYKTYPHOE noapasferneHne JOKYMEHTOB He J0nycKaeTcsi
yaaneHue unu koppektuposka B 3PK sanucen, caenanHelx B nogpasaenexduu MNMAQO. Nudopmauusa pasae-
nos «Pesonouus», «>KypHan nepeaayun gokymeHta» 3PK MOXET TONbKO A0NONHATLCA. B cnyyae o6Hapyxe-
HUst oumBok B OPK OTBETCTBEHHLIN 32 Aenonpou3BOACTBO B CTPYKTYPHOM nojpaszeneHnmn, o6Hapy>XuBLLMIA
oLmMBKy, coobLuaeT 06 3TOM MLy, BHECLLUEMY OLLMBOYHYIO UHOPMALMIO, ANS ee KOPPEKTUPOBKM.

6.3.7 lMpu nepegaye AOKYMEHTA PYKOBOAUTENIO OTBETCTBEHHbIN 3a AENONPOU3BOACTBO B CTPYKTYPHOM
noapasaenexnun o6s3aH ohopMuTb NEpeaady AaHHOrO AOKyMeHTa B OPK.

6.3.8 Yuer B CA1[ nepeaayn gokymeHTa BHYTpu dpakumn B CoOpaHum aenyTaTtoB, KOMUTETA, KOMUC-
cun CobpaHus aenyTaTtoB, CTPYKTYPHOro noagpasaeneHus Annapata CobpaHus AenyTaTtoB OCyLLECTBRAIOT HA
OCHOBaHUU pesonioLmMn pykoBoauTens.

6.3.9 PykoBoauTenu CTPyKTYPHbIX nogpasaeneHunt CobpaHusa aenyTaToB, CTPYKTYPHbIX nogpasaene-
Hui Annapata CobpaHus enyTaroB OPraHu3yloT paboTy ¢ NOCTYNUBLUMMU JOKYMEHTAMU.

6.3.10 MopssaoK UCMONHEHUs1 JOKYMEHTOB M NOPYYEHUW ONpenensieTcsl COOTBETCTBYIOLEN MHCTPYK-
uuen, pacnopsxeHuamu u nopyyeHusmu Mpeaceaarens Cobpanusa genyrtaros, 3amectuteneii Mpeaceaare-
na CoOpaHus genyTatoBs, pykoBoauTenen dpakuuii, npeaceaareneii KOMUTETOB, komuccuii Cobpanusa ae-
MyTaToB, PacrnopsXKeHUAMU 1 NopyyYeHUAMHU pykosoauTens Annapara CoOpaHus aenyTatoB, NOPYHEHUAMU
3amectuTenen pykosogutens Annapara CobpaHusa AenyTaTtos, PyKOBOAUTENEN CTPYKTYPHLIX NoapasaeneHuii
1 PYKOBOAMUTENEN OTAEMNOB CTPYKTYPHLIX NoapasaeneHuin Annapara CobpaHus aenyTaTos.

6.3.11 lNoaroToBnEeHHbLIN HA NOCTYNUBLUKMIA AOKYMEHT NPOEKT OTBETA NepeaaeTca Ha NoaANUCb PyKOBOAU-
Tento BMECTe C MHULMATUBHLIM JOKYMEHTOM, NOpy4eHUeM, O0KYMEHTAaMM, HA KOTOPbIE €CTb CCbIIKU B NPOEKTE
OTBETA, a TalKe C KOMWen oTBeTa, 3aBu3MpoBaHHON ucnonuutenem. Mpu Heo6xoaUMOCTHU K NPOEKTY OTBETA
npunaratTCs CNpaBOYHbIE ¥ AHANUTUYECKUE MaTepuarnsl.

MoanucaHHbIi pykoBOAUTENEM OTBET HA JOKYMEHT NepeaaeTcsl OTBETCTBEHHOMY 3a A€N0NPOU3BOACTBO
B CTPYKTYPHOM NoapasaeneHvuu, Ana peructpauumn u oTnpasku (nepeaayum) agpecary.

Mocne 3aBepLueHWs paboTbl Hag AOKYMEHTOM Ha BymaxxHoM HocuTene odopMnseTca oTMeTka 06 uc-
NONHEeHWN JOKYMEHTa U HanpaBneHuu ero B 4eno B COOTBETCTBUM C Npasunamm opopmneHnsa AOKYMEHTOB.

3aBu3nMpoBaHHas KONWA OTBETA HA AOKYMEHT, a Taloke MHULWNATUBHBI [ OKYMEHT NOALLMBAIOT B AENO B
COOTBETCTBUM C HOMEHKNATYPOW Aen CTPYKTypHOro noapasaeneHus. B OPK gokymeHTa, Ha KOTOpbIN Obin noa-
rOTOBIMEH OTBET, Yepe3 pesonoumio «Cnucarb JOKYMEHT B €N0» YKa3blBa€TCsl HOMEP Aena B COOTBETCTBUMN C
HOMEHKNaTypon Aen CTPYKTYPHOIro NoApasferneHus, B KOTOPOe NOMELLEH AOKYMEHT.

[aHHble 06 MCMONHEeHUN JOKYMEHTA, HaX0ASLLEroCa Ha KOHTpone (HoMep U Jara OTBETa Ha [OKYMEHT,
HOMEp Aena u Apyrue), AOMKHbI ObITb B YCTAHOBMEHHbIE CPOKU COOBLLEHbI UCMONHUTENEM OTBETCTBEHHOMY
3a Aernonpou3BoACTBO B CTPYKTYPHOM NnoapasaeneHun Ana CHATUA UCNOSNIHEHHOTO JOKYMEHTA C KOHTPONS.

6.3.12 lo 3aBepLueHUn paboTbl HaA JOKYMEHTOM OTBETCTBEHHLINA 3a AENONpOM3BOACTBO B CTPYKTYp-
HOM noapasaeneHun obsasaH 3anonHute B OPK none «OT4eT ncnonHuTens nopyvyeHus».

MHdopmaums o pesynbratax MCNOMHEHUA AOKYMEHTa (Nopy4YeHus) A0mkHa ObiTb BHeceHa B OPK B aeHb
ee npeacTaBneHns UCMOMHUTENEM AOKYMEHTa OTBETCTBEHHOMY 3a AeNOnpou3BOACTBO B CTPYKTYPHOM NOA-
pasgeneHuu.

He ponyckaetcsa ogHocnoxHoe 3anonHexnne B APK peksusuta «OTuer ucnonHutens» 6e3 KOHKpeTusa-
LUK pe3ynsTaTtoB UCNOMHEHUSA, Hanpumep, «McnonHeHo», «BbINONHEHO» 1 ToMy Nogo6Hoe.

6.3.13 JokyMeHT, HanpaBnseMblin 3a npeaensl CobpaHua aenytaToB, 0ohOPMIISIOT Kak UCXOAALLMIA A0-
KyMeHT. [JOKyMeHT, Hanpasnsemeli BHyTpU Cobpanus aenytato, OPOPMIISIIOT KaK BHYTPEHHUIA AOKYMEHT.
Mpu 3aTOM perncTpaumio ykazaHHbIX JOKYMEHTOB BEAYT pa3aenbHO NO KAXKAOWM rpynne AOKYMEHTOB.

6.3.14 Tpu odopmnenun B CA[] nepenaym AoKyMeHTa B ApPYroe CTPyKTYPHOE nojapasaeneHue cny-
XKalluWi OTBETCTBEHHbINW 3a Aenonpou3BOACTBO B CTPYKTYPHOM NOAPAa3AeneHUn BHOCUT COOTBETCTBYIOLLYIO
nHgopmaumio B SPK gaHHOro 4OKyMEHTa, a Takke AnA AOKYMEHTOB HA DyMa)KHOM HOCMTENE pacnevarbiBaeT
peecTp nepeaavn JOKYMEHTA, B KOTOPOM NPUHABLUMIA 4OKYMEHT CryKalumii 06s13aH nocTaBuTb AaTty U Bpems
norny4eHnsi LOKYMeHTa, CBOIO NOANUCHL U €€ PacLLUUPPOBKY.

Mepepnavy fOKYMEHTOB BHYTpU dopakumm B CobpanHum genyraroB, koMuteTa, komuccumn Cobpanus geny-
TaToB, @ TaKKe BHYTPU CTPYKTYPHOrO NoApasfeneHns OCYyLLECTBSIOT OTBETCTBEHHbIE 3a AEN0onNpou3BOACTBO
B COOTBETCTBYIOLLMX CTPYKTYPHLIX NMOAPA3AENEHUsX, NpU 3TOM MH(OPMaLMIO O ABWKEHUM JOKYMEHTA OTpa-
»atot B CAQ[ BBoAOM 3anuceit B pasaen «KypHan nepegayun gokymeHtay OPK gaHHoro aokymeHTa. B uensix
obecnevyeHns y4eTa OTBETCTBEHHbIN 3a AeNONPOM3BOACTBO B CTPYKTYPHOM MOAPAa3sAesnieHuun nepeaaet ucnon-
HUTENAM AOKYMEHTbl Ha ByMakHOM HocUTENe No4 POCNUCh B YYETHON hopMe.
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6.3.15 dopmMupoBaHue u BeAEHUE AN B CTPYKTYPHOM NOAPA3LENeHnn OCyLLECTBNAIOT B COOTBETCTBUK
C HOMEHKNATYpOn Aen CTPYKTYPHOrO NoagpasaeneHus.

McnonHeHHbie JOKYMEHTbI, noanexaiyue caade B nogpasaeneHue opmupoBaHus apxusa CobpaHus
JenyTaToB, nepefatoT B nopsake, onpegensemom 14.6 Hacroswwero craHgapra. OctanbHble AOKYMEHThI Xpa-
HAT B CTPYKTYPHOM noApasaeneHuy 40 UCTEYEHUs1 CPoKa XpaHEHUs1, yKa3aHHOro B HOMEHKNaType Aen AaHHo-
ro CTPYKTYPHOTO NOAPa3fenieHus.

6.3.16 B cnyvae npekpalleHus aestensHoctu dpakumum B CoOpaHum aenyTaros, NUKBUAALUN KOMUTE-
Ta, komuccun CobpaHust AenyTaToB UM COKPALLEHUS CTPYKTYPHOIO NoAapasaeneHunsl MX 3aKoHYeHHbIe aena,
CPOKW XpaHEeHUs1 KOTOPbIX HE UCTEKNMM K MOMEHTY MpeKpalleHus AeATenbHOCTU (NMMKBMAaUuUK), B YCTAHOB-
NeHHOM nopaake nepegarT B noagpasgerneHue dopmupoBaHus apxusa CoGpaHusa aenytatoB. [JOKYMEHTHI
BPEMEHHOTO CPOKa XPaHEHUs C UCTEKLUIMMMN Ha MOMEHT NpekpaLleHUs AesTENbHOCTU (MUKBUAALMMK) CPOKaMU
XPaHEHUS YHUYTOXKAIOT.

He 3akoH4eHHbIe Aenonpou3BOACTBOM Aena, JOKYMEHTbI, B TOM YMCIe NPeACTaBlEHHbIE B 3MEKTPOH-
HOI dhopme, nepenatoT B CTPYKTYPHOE noapasfeneHue, Ha KOTOPOoe BO3MOXKEHbI COOTBETCTBYIOLLME 3aa4n
n pyHKumK. MNepedady aen u AOKYMEHTOB OPOPMASIIOT akTOM, MOANMCAHHLIM NepeaatoLen U NPUHUMAIOLLIEN
CTOpOHaMu, KONUsi KOTOPOro NepeaaeTcs B nogpasaenedme hopmupoBanus apxusa CobpaHusa aenyTaTos.

6.3.17 lNpu paboTe ¢ 4OKYMEHTaMMn B CTPYKTYPHbIX NOApa3aeneHnsax Heo6xoaMmo pykoBoaCTBOBATLCSA
cnegyowmmm TpeboBaHUAMM:

- CryXaLlne CTPYKTYPHOro nogpasgeneHusi HeCyT OTBETCTBEHHOCTb 3a COXPAHHOCTb HaXOAALUMXCA Y
HWUX OOKYMEHTOB U KOHPUAEHUMANBHOCTb COAEPKALLEHCS B HUX MHEpOPMAaLUK;

- CBEJeHUA, codepxalmeca B JOKYMEHTAax, MOTYyT UCNONb30BaTbCA TOMbKO B CMyXeOHbIX Lensax u B
npegenax nofHOMOYUIA, UMEILLMXCS Y CryXaLlero CTPYKTYPHOrO NoapasaeneHus;

- He paspeLlaeTcsl BHOCUTL B AOKYMEHTbI Kakue-nmbo McnpasneHus 1 Aenartb B HUX MOMETKM, 38 UCKITIO-
YEeHUeM MOMETOK, NPEAYCMOTPEHHbIX MHCTPYKLMEI;

- nepegavy AOKYMEHTOB WM UX KONUIA CTOPOHHUM PU3UYECKUM NKULaM, OpraHn3aunsamM, rocyaapCTBeH-
HbIM OpraHam W opraHam MeCTHOro camoynpaefneHUsi OCYLLUECTBIAIOT TOMbKO C paspeLlieHns pykoBoanTena
Annapata CobpaHus aenytaroB, 3amecTutenei pykosoautens Annapata CoGpaHua genytatoB (aanee no
TEKCTYy — pykoBoacTBO Annaparta CobpaHus aenyTaToB), pyKOBOAUTENEW COOTBETCTBYIOLMX CTPYKTYPHbIX
nogpasaenenuii. MNMepeagadya AOKYMEHTOB MNU WX KOMUIA NpeACTaBUTENSIM CPeCTB MAaccoBOW MHAOpMaLmn
OCYLLIECTBMAETCA Yepes nogpasaeneHme no ceasam ¢ 06LLeCTBEHHOCTbIO U B3aumogencTeuto co CMU Anna-
pata CobpaHus genytaToB (ganee no TeKCTy — noapasgerneHue no cBsi3siM ¢ 06LIEeCTBEHHOCTLIO U B3aUMO-
aencrauio co CMN);

- KOnun AOKYMEHTOB MOTYT NepeaasaThCs CryXaluuM APYrux CTPYKTYPHbIX NoapasaeneHunin ¢ paspelue-
HUS PYKOBOAMTENEN COOTBETCTBYIOLLMUX CTPYKTYPHBIX NOAPAa3eneHui;

- AOKYMEHT, NOMELUEHHbIN B AeN0, MOXET OblITb BPEMEHHO U3BLAT C paspeLueHnss PyKOBOAUTENNA CTPYK-
TYPHOrO noapasaeneHus u ¢ 06s3arenbHbIM BNOXXEHUEM B 1€N0 NUCTa-3aMeCcTUTENs, B KOTOPOM YKa3bIBaloT,
KOr4a U KeM JOKYMEHT U3bSAT;

- Npu yxoae B OTNYCK UK NP Bble3e B KOMAaHAUPOBKY (3@ UCKIMIOYEHMEM KPATKOCPOUHbIX) CRy>XaLUui
OOIDKEH OTYMTATLCA MO BCEM HAXOASALUMMCS Y HEro AOKyMEHTaMm, a Npu U3MEHEHUU OOSMKHOCTHOTO perna-
MEHTa UNU Npu 0CBOGOXKAEHUN OT 3ameLLaeMOoi AOMMKHOCTU 00513aH caaTh YUCHALWMECH 32 HUM JOKYMEHTbI
cnyxawemMy, OTBETCTBEHHOMY 3a Jer0NpoU3BOCTBO B CTPYKTYPHOM NOAPa3AeneHun.

6.3.18 lMpu yTpare nnu HeMcnpaBMMOM NOBPEXAEHUN JOKYMEHTOB OTBETCTBEHHbLIN 3a A€NONPOU3BOA-
CTBO B CTPYKTYPHOM NOAPA3AENEHUN U UCTIOTNTHUTENb OKYMEHTA COCTaBNAIOT aKT, yTBEPXAaeMblin pyKOoBOAU-
Tenem CTPYKTYPHOTO noapasaeneHusi. JkcnepTHasi KOMUCCUS CTPYKTYPHOO noapasaeneHus paccMarpuBaeT
aKT U NpeacTaBnsaeT ero Ha paccmoTpeHue LieHTpanbHoii akcnepTHoi komuccun B CobpaHumn aenyraTos Ans
NPUHATUSA COOTBETCTBYIOLLIETO pELLIEHUSI.

6.4 Perncrpaums, npoxoxaeHue u 4OCTaBKa BHYTPEHHUX AOKYMEHTOB

6.4.1 BHYTpEHHUE [AOKYMEHTbl NMpeAcTaBnsioT B (POpME 3MEKTPOHHOr0 AOKYMEHTa C 9NeKTPOHHOMW
noanuCbIO, C Y4Y4eToM cobniaeHna orpaHuMueHui, NPeayCMOTPEHHbIX 3aKOHOAAaTenbLCTBOM Poccuiickon
degepaumm Ans OPUrMHANOB JOKYMEHTOB Ha OyMaXkHOM HOCUTENE: AOKYMEHTOB 3aKOHOAaTeNnbLHOro npoweccea,
OOKYMEHTOB no BonpocaMm (hmHaHCOBOro obecneveHusi aesitensHoctn CobpaHua genytatos M Annapara
CobpaHusa fenyTaToB, JOKYMEHTOB MO KaApPOBLIM BOMPOCaM, MO BONPOCaM KOMaHAUPOBaHUS, JOKYMEHTOB C
nometkon «CIM».
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6.4.2 BHyTpeHHUe OOKYMEHTbI, agpecoBaHHble Mpeacenarento CobpaHusi AenyTaToB, NPEACTaBNSAOT
Ha ByMa)KHOM HocuTene.

6.4.3 BHYTpeHHMe OOKYMEHTbl, agpecoBaHHble pykoBoACTBY CoOpaHusi genytaTtoB, pyKOBOAUTENAM
dhpakumin B CoGpaHun genyTtaros, B KOMuTeT CobGpaHusa aenyTaToB, OTBETCTBEHHbIN 32 BONPOCHI OpraHn3aumm
paboTbl CoOpaHusa AenyTaToB, HaNPaBnAIOT 3a NOANMUCHIO pykosoauTens Annapara CobpaHusa genytaToB U
3amMectuTensa pykosoautens Annapara CobpaHust fenyTaTos.

6.4.4 BHyTpeHHMEe AOKYMeHTbl peructpupytorca B CA[[] OTBETCTBEHHbIMM 3a AENOnNpoOM3BOACTBO B
CTPYKTYPHbIX NoAgpa3feneHusax ¢ opopmMneHMemM ans JOKYMEHTOB Ha ByMaXkHOM HOCUTerle peecTpoB nepe-
Jauu Ansa Kaxxaoro agpecara.

6.4.5 BHyTpeHHUe OOKYMEHTbl Ha ByMaXKHOM HOCHUTENE MOANEXaT CKaHWPOBAaHWUIO C YYETOM OrpaHu-
YeHUI 3akoHoaaTtenbcrea Poccuickoin degepauun ¢ NPUKPENeHUEM SNEKTPOHHOro obpasa AOKyMeHTa K
OPK. OTCKaHUPOBAaHHbIE BHYTPEHHUE AOKYMEHTbI U PE3OMIOUUKU K HUM MOTYT HaMpPaBnsATbLCS UCTMONHUTENAM
cpeactsamn CA[ B BUAE aneKTPOHHOro o6pasa JOKYMEHTA M 3NEKTPOHHOro obpasa pesonouun 6e3 ayonu-
poBaHuA Ux Ha ByMa)kHOM HocuTene. Mpu STOM OpUrMHan BHYTPEHHEro AOKyMeHTa Ha ByMakHOM HocuTene
crnefyeT XpaHuTe B Aene agpecara, KOTOpOMY NepBUYHO HaNPaBneH BHYTPEHHWIA JOKYMEHT.

6.4.6 OneKkTPOHHbIE JOKYMEHTbI, MOATOTOBNEHHbIE HA 3NEKTPOHHBIX BraHkax, NoANUCHIBAIOT 3MEKTPOH-
HOWM NOANUCHLIO AOMKHOCTHOrO LA B pamKax ero nonHoMouun, peructpupytotr 8 CALJ u focTtasnsioT agpe-
catam cpeacteamn CAQL.

6.4.7 BHyTpEHHME JOKYMEHTbl Ha BymMakHOM HOcUTEne AOCTaBMAIT agpecatam CnyXalymMu nogpas-
AeneHns NPoxXoXaeHUs JOKYMEHTOB U AOKYMEHTaLMOHHOrO o6ecnevyeHmnss B COOTBETCTBUU C rpachmkom 06-
XOA0B CTPYKTYPHbIX NMoApasaeneHnii, 3a UCKINIOYEHNEM CPOYHbIX JOKYMEHTOB, OCTABNAEMbIX BHE rpaduka.

6.5 Pa6oTa c oOpalweHuamu rpaxaaH

6.5.1 O6palueHus rpaxxaaH B CobpaHue genytaros, B Annapart CobpaHusi AenyTartoB U K UX AOSMKHOCT-
HbIM NUL@M NOCTYNAKT NOYTOBON, TenerpadHon, PakCUMUNLHON CBA3bIO, N0 UH(POPMALMOHHLIM CUCTEMAM
obLero nonb3oBanusa, no M3AO u B xoae NpoBEAEHUS NTMYHOTO nNpuema.

6.5.2 ObpaweHna rpaxxgaH, agpecoBaHHblie CoOpaHuio aenytaTos, pykoBoacTBy CobpaHus aenyTtaTos,
BO ¢hpakuum B CobpaHun AenyTaroB, B KOMUTETbI, KOMuccun CoBpaHuAa aenyraTtos, PyKOBOACTBY Annapara
CoBpaHusa aenyTaToB, CTPYKTYPHbIM NOApPAa3aerieHusM, perucTpupylotT B noapasgeneHumn no obecneyeHuro
aesrenbHocTH MNpuemHon CobpaHust AenyTaToB.

6.5.3 OBpalueHus rpaxkaaH, NoCTynMBLIME NPOCTOI NOYTOBO KOPPECNOHAEHUMEN B 3aKPbITLIX KOHBEP-
Tax n aapecoBaHHble aenyTraram, paboTHUKM OTAeneHuUsl NOYTOBOM CBSI3W packnablBaloT B MHAUBUAYANbHbIE
ab0OHEMEHTHbIE AYelik1 NOYTOBLIX LKadoB. OTBETCTBEHHOCTL 3a MOJNyYeHUe yKa3aHHOW KOPPECMNOHAEHLUM,
ee perucrpauuio u NnpeacTaBneHue genytary Bo3naraercs Ha NOMOLLHUKOB AEeNyTaToB.

6.5.4 Ob6palyeHusn rpaxgaaH, NoCTyNUBLUME 3aKa3HOM MOYTOBOW KOPPeCnoHAEHUMEN U apeCcoBaHHbIe
CobpaHuto genyTaToB, pykoBogcTsy CobpaHus genyratoB, Bo ppakumm B CoGpaHum 4enyTaTos, B KOMUTETHI,
komuccum CobpaHusa genyTtaTtos, pykoBoacTBy Annapara CobpaHus aenyTatoB, CTPYKTYPHbIM noapasaene-
HuaM CobpaHuA genyTaToB, NEPEAAIOT B 3aKPLITLIX KOHBEPTAX B nNoapaszeneHue no o6ecneveHunio aesTenb-
HoCTW npuemHon CoBpaHua aenyTaToB

Ob6palLieHuns rpaXkgaH, NnocTynMBLUME 3aKa3HOW NOYTOBOM KOPPECNoHAeHUMEl U afpecoBaHHbIe AenyTa-
Tam, permcTpupytoT B nogpasaeneduu M40 no peksmamtam Ha KOHBEPTAX U NEepPeaaloT B 3aKPbITbIX KOHBEP-
Tax B nopgagke, ycTaHOBNEHHOM NyHKTOM 6.1.15 HacToswero craHaapra.

6.5.5 Tenerpammbl, NOCTYNUBLUKE OT rpaxkaaH B aApec AenyTaroB, PEruCTpUpYIoT B noapasaeneHnu
nono.

6.5.6 OOpalleHus rpaxaaH, NOCTYNUBLUKE HENOCPEACTBEHHO AenyTataMm WNK B CTPYKTYPHbIe noapas-
ZleneHus, perucTpupyoT B YCTAHOBIIEHHOM MOpAAKe COOTBETCTBEHHO NMOMOLLHUKAMU AENYTATOB MU CRyXa-
MMM, OTBETCTBEHHbLIMU 38 AENONPOU3BOACTBO B CTPYKTYPHbIX NOAPAa3AeNeHunX.

6.5.7 KoppecnoHaeHumIo opraHu3aLuuin u obpalLeHns rpaxkaaH, agpecosanHble CobpaHuio AenyTaTos,
Annapary CoGpaHus genyTaros, UX JOMKHOCTHbIM NULAM M HE OTHOCALLMECA K aeaTenbHocTM CobpaHus
ZlenyTartoB, nepefaioT Ans perucrpauuum B noapasgeneHue no obecnevyeHuo AeaTensHOCTU NPUEMHON
CoBpaHus genytaTos.

6.5.8 ConposoauTenbHbie NUCbMAa OT FOCYAaPCTBEHHbIX OPraHOB, OPraHOB MECTHOTO CamoynpaBneHus,
opraHusaLmii ¢ NPUIoXKeHHbIMU 00paLUEHUAMU rpaxaaH, agpecoBaHHble CobBpaHuio AenyTaTos, ero pyko-
BOACTBY, (PPaKLMAM U CTPYKTYPHBIM NOAPAa3dENeHusiM PermcTpupyioT B nogpasgenerdun MNO0O u nepegaiot B
noapasgeneHune no obecneyeHnto 4eAaTenpLHoCcTu npuemHon CobpaHusi 4enyTaros.
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ConposoauTesnbHble NMMCbMA OT roCyAapCTBEHHBLIX OPraHoOB, OPraHOB MECTHOFO CaMOYNPABIIEHUS, Op-
raHM3aumii C NPUIIOKEHHBIMU 0DpAaLLEHUAMMN rPaXKaaH, agpecoBaHHble genyTaTamM, PerucTpupyloT B noapas-
nenenuun NAOO n nepepaiorca genyraram.

MucbmMa rocyaapCTBEHHbIX OPraHOB, OPraHOB MECTHOTO CaMOynpaBrfeHus, opraHusaumi ¢ uHdopma-
Luuen o pedynsrarax paccMoTpeHusi obpalleHuii rpaXxaaH perncTpupyiot B nogpasaenexdnu NAAO v gocras-
NS0T agpecaram, 3a UCKIIOYEHMEM OTBETOB HA NUCbMA, HAaNpaBneHHbIE noapasaeneHnem no obecneyeHuio
AeATenbHOCTM npuemMHon CobpaHus AenyTaTtoB, KOTOpbIE NepeaaloT AN perucrpauuu B noapasaeneHue no
obecneyeHunio AeaTensHOCTU NpUuemMHon CobpaHusa aenyTaTos.

6.5.9 B cnyuyae nepefaun Ana perucrpaummn B nogpasaeneHne no obecneveHunto AeAaTenbHOCTU Npu-
emHon CobpaHusa aenyTatoB oOpaLLeHus rpaXkaaHuHa B OTKPLITOM KOHBEpPTE, K HeMy npunaratot cnyxeGHyio
3anncky ¢ uidopmaLMein o NpUIMHaX BCKPbITUA KOHBEPTA, NOAMNUCAHHYIO CNy>KaLlWM, BCKPbIBLUMM KOHBEPT.

6.5.10 OpraHu3aumio n nNopsaoK paccMmoTpeHus obpaweHun rpaxaad B CobpaHun aenytaTos, B An-
napare CobpaHus aenyTatoB OCYLLECTBISIOT B COOTBETCTBUU C YCTAHOBMEHHLIM NOPAAKOM PACCMOTPEHUS
o6pauleHun rpaxxgad B CobpaHumn aenyTaToB.

6.6 MNMpuem, 06paboTka, NOArOTOBKA U AOCTABKA AOKYMEHTOB ¢ ucnonb3osaHuem CAAL,
INEeKTPOHHOMW NOYTHI U (PAKCUMUITBHON CBA3N

6.6.1 [Ina onepaTuBHOW nepegaym M npuema TEKCTOB AOKYMEHTOB U MH(OPMALMOHHLIX MaTEpUanoB
kak B CobpaHuu aenytaroB, Tak u npu B3aumoaencrTeum CobpaHua genytatoB, genyTtartos, ¢pakuuin B Co-
OpaHuu genyTaTtoB, KOMMTETOB, komuccuii Cobpanus aenytaTtos, Annapara CobpaHus aenyTaToB C OpraHu-
3auUMaMu, UMEIOLLIMMKU COOTBETCTBYIOLLIME TEXHUYECKUE CPEACTBA, MOTYT UCNOMNb30BaTLCA TENEKOMMYHUKALU-
OHHbIE CpeACTBaA CBA3N.

6.6.2 lNMepepaya nokymeHToB ¢ nometkon «ACM» cpeactsamn CALL, NO SNEKTPOHHOI NOYTE UNK KaHa-
nam hakCMMUNLHON CBA3U 3anpeLuaeTcs.

6.6.3 B cnyyae HeobGX0AMMOCTU NOATBEPXAEHWA IOPUAUYECKON CUMNbl AOKYMEHTA, NEPEAaHHOro0 ¢
MCNOMb30BAHNEM TENEKOMMYHMUKALMOHHLIX CPEACTB CBA3W, €70 NOASMHHUK HanpaensiloT Ha OGymakHOM
HocuTene.

6.6.4 MNonyyeHHble dakcorpaMmel (chakcel, Tenedakcol) nognexar permcrpayuu B CALl no Mecty ux
npuema (0TnpasneHHbIe — No MecTy nepegauu) ¢ ykazaHuem B SPK cnocoba gocrasku «Pakcy».

Mpu HeoBX0AMMOCTM BKIOYEHUS (hakcorpaMmbl B A€NO0 ANUTENLHOTO (He MeHee 10 neT) cpoka xpaHe-
HUS C HEE CHUMAIOT KCepOKOMUIO U MOMELLAIOT €€ B AENO.

7 OpraHusauus 3MNEKTPOHHOro AOoKyMeHToo6opoTa B Co6paHun genyraroB
n B Annapare CobpaHus genyrtaroB

7.1 Uenblo opraHu3aummu anekTPOHHOro AOKYMEeHTO000poTa SIBNSETCA ONTUMU3ALNUS U NOBbILLEHWE OT-
KPbITOCTU MPOLIECCOB AOKYMEHTaUUOHHOro obecneveHus aeAatrensHocTu CobpaHus genytatoB M Annapara
Cobpanus genytaroB. [MpakTuyeckas peanusaums 371eKTPOHHOTO A0KyMeHTooBopoTa npeanonaraeT noaran-
HbIll Mepexoa OT TPaAULMOHHOTO BYMAaXKHOrO K 9NEKTPOHHOMY JOKYMEHTOOO0POTY.

PernameHTaumsa aneKTPOHHOro AOKYMEHTO000pOoTa BKIOYAET ABA YPOBHSA SNEKTPOHHOMO AOKYMEHTOO-
6opota B CobpaHumu aenyTtatoB 1 B Annapate CobpaHus 4enyTaToB:

- BHYTPEHHUIA JOKYMEHTOOOOPOT, BKIMIOHAOLMI Nnepenucky pykoeoacTea CobpaHus genytaroB, OpraHoB
CobpaHnus genyTatoB, AenyTaToB, pykoBoacTea Annapara CobpaHusi AenyTaToB, CTPYKTYPHbIX NOApPasaeneHunii;

- BHELUHUA AOKYMEHTOOOOPOT, BKIOYAIOLWMIA nepenucky pykosoacrsa CobpaHusi genyraTtoB, OpraHoB
CobpaHus genyTtaTtoB, genyTtaToB, pykoBoactea Annapara CobpaHusi AenyTaTtoB, CTPYKTYPHbIX noapasaene-
HWI C OpraHamu roCyfapCTBEHHON BracTu, OpraHu3auusiMu U rpaxkgaHamu.

7.2 OpraH13auMOHHO-TEXHOMNOIMYECKUE NMPOLIECChI ANEKTPOHHOro AokyMeHToobopoTa B CobpaHuu ae-
nyraros u B AnnapaTte CobpaHusa AenyTaToB pernaMmeHTUpYIoT OTAENbHLIM HOPMATUBHLIM AOKYMEHTOM, NoA-
nexaLlmm cornacoBaHuio komuteTom CobpaHusa AenyTaToB, OTBEYAOLLUM 32 BOMPOChI OpraHusauum pabotsl
Co6paHus genytartos.

7.3 Ba3oBoW TEXHOMOrMYECKON OCHOBOW OpPraHM3auuu 3NeKTPOHHOTO AOKYyMeHTo060opoTa B CobpaHuu
aenytaTtoB 1 B Annapate CobpaHus genytatoB saienatorcs CAQ n ACO3[.

7.4 OpraHu3auus aneKTPOHHOro AOKYMEHTO060poTa BO BHYTPEHHEN Nepenucke BKIIOYaEeT:

- nepeso BXOAALLUMX AOKYMEHTOB, NMPEACTaBMEHHbIX HA BYyMaXXHOM HOCUTENE, B SNEKTPOHHYIO hopmy
nyTeM CKaHUPOBAHUSA (C Y4ETOM OrpaHUYEHNI 3akoHoaTenbcTea Poceuiickon deaepaumm) ¢ npMKpenneHnem
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K OPK chaiina, cogeprkallero oTckaHMpOBaHHbIN 06pa3 AOKYMEHTa, U ero 4OCTaBKy agpecary, Npu 3TOM UC-
KroYaeTcsa KonMpoBaHue JokyMeHTa Ha BymaXkHOM HOCUTENeE Npu HanpaBreHUN Ero HECKONbLKUM agpecaram;

- NPeaCcTaBneHNe BHYTPEHHUX JOKYMEHTOB B (DOPME 3NEKTPOHHOTO AOKYMEHTA Ha 3NEeKTPOHHOM BnaH-
KE 1 noanucaHue ero 9MNeKTPOHHOW MOANMUCLIO AOMKHOCTHOTO nuua unu genyrara (C y4eTom cobnioaeHus
OrpaHM4YeHuii, NPeaycMOTPEHHbIX 3aKoHOAAaTeNLCTBOM Poccuiickon deaepaunn Ha AOKYMEHTbI, OpUrnHanbl
KOTOPbIX AOSMKHbI ObiTh NpeacTaBneHbl Ha OYMa)KHOM HOCUTENE: AOKYMEHTbl 3aKOHOAATENLHOro Mpouec-
ca, AOKYMEHThI NO Bonpocam hMHaHCOBOro obecneveHus aestensHoctn CobpaHus genyTatoB u Annapara
CobpaHusa genyTatoB, AOKYMEHThI MO KaApOBbIM BONPOCaM, MO BONPOCaM KOMaHAWPOBAaHUA, AOKYMEHTHI C
nomeTkon «ns cnyxeBGHOro nonb3oBaHKUsA», a Takke BHYTPEHHUE JAOKYMEHTLI, agpecoBaHHble Mpeacenare-
nto CoGpaHusa genytaTos);

- NepeBOA BHYTPEHHMX JOKYMEHTOB, NPEACTABNEHHbIX HA OyMaXHOM HOCUTENE, B ANEKTPOHHYIO hopMy
C Y4ETOM OrpaHuyeHuin 3akoHogarenncrea Poccuiickon degepauuu;

- perucrpaumio BHyTpeHHuX aokymeHtoB B CAL] ¢ npukpenneHnem k APK haina, cogepxawero anek-
TPOHHBI JOKYMEHT, NOANUCAHHBIA 3NEKTPOHHON MOANUCHIO, UMM OTCKAHMPOBAaHHBI 00pa3 AOKYMEHTA;

- OCTaBKY BHYTPEHHMUX SNEKTPOHHBIX JOKYMEHTOB, NOAMUCAHHBIX NEKTPOHHON NOAMMUCHLIO, NN OTCKa-
HUpOBaHHbIX 06pa3oB AOKyMeHTOB cpeacTBamu CA] anpecary 6e3 AyonupoBaHus Ha OyMakHOM HOCUTENe;

- OCTaBKy OTCKaHUPOBAHHbIX BHYTPEHHUX JOKYMEHTOB B COOTBETCTBUM C PE30NIOLUAMM (MOPYHEHUAMM)
K HUM cpeacteamn CALL] 6e3 aybnupoBaHusa ux Ha ByMakHOM HOCUTENE; NPU 3TOM OPUrMHan BHYTPEHHETO
JOKyMeHTa Ha ByMa>kHoM HOcUTENe XPaHUTCS B iene apecara, KOTOPOMY NePBUYHO HAaNpaBrieH BHYTPEHHUIA
JOKYMEHT;

- cornacosaHue nNpoekToB pacnopsbkeHun MNpeaceparena CobpaHusa aenyraroB, pykoBoauTenst Anna-
pata CobpaHus AenyTaToB U NPOEKTOB JOKYMEHTOB B S1IEKTPOHHON (DOPME C UCNOSb3OBAHUEM EKTPOHHOM
noanucu (susmposanue) 8 CAOL;

- pasMeLLEHUE AMEKTPOHHBIX KOMWIA TEKCTOB 3aKOHONPOEKTOB U Marepuanos K HUM, MPOEKTOB MNOCTAHOB-
neHnin CoGpaHua AenyTaToB U NPOEKTOB JJOKYMEHTOB, KOTOPbIE NPUHMMAIOTCS UINKU YTBEPXKAAIOTCA NOCTaHOB-
neHusmu CobpaHus oenyTarToB, a Takke ApYrux JOKYMEHTOB M MarepuarnosB, CBA3aHHbIX C 3aKOHOAATENbLHON
[EeATenbHOCTbIO, CTATUCTUYECKON U MHON MHAOPMALMK O XoAe U pe3ynbratax deaeparnbHOro 3akoHoaarenb-
Horo npouecca B ACO3[;

- UCronb3oBanne hoHAA SNMEKTPOHHbIX MHOPMAaLMOHHBIX pecypcoB CobpaHua aenyTaTtoB Ans pas-
MELLEHUA B SMNEKTPOHHOW (POpMe YTBEPKAEHHbLIX HOPMATUMBHLIX JOKYMEHTOB MO pa3nUYHbLIM HaMpaBneHu-
AM geatenbHocT CobpaHus genytatoB u Annaparta CobpaHus genytaToB, aHaNMTUYECKUX, CPABOYHbIX U
MH(OPMALMOHHBIX MaTEPUarios, a TaKXKe NPOEKTOB AOKYMEHTOB 60MbLIOro obbema Ans NOArOTOBKM MO HUM
3aMeyaHuii U NpeanoXeHu CTPYKTYPHbIX NoApasaeneHuii.

7.5 OpraHusauus anekTPOHHOro 4OKYMeHTo060poTa BO BHELLHEN NEPENUCKE BKMIOYAET:

- 0OMEH 3NEKTPOHHBIMU KOMMAMWU HOPMATUBHBIX NPABOBbIX aKTOB M OTZAENbHLIMU BUAAMUW OKYMEHTOB C
deaepanbHbIMU OpraHaMu rocyapCTBEHHO BNacT B paMKaXx 3aKO4EHHbIX ABYXCTOPOHHUX COrnaLlueHuin o6
opraHusaumm anekTPOHHOTO JOKYMEHT0060poTa;

- NOArOTOBKY W HanpasrieHWe B SMNEKTPOHHOW (hopMe OTBETOB Ha 0OpalLeHus U 3anpockl rpaXkaaH Ha
3a5BNEHHbIA UMW aAPEC 3NEKTPOHHOW| NOYThI.

8 OcHoBHble TpeboBaHUs K NOArOTOBKE AOKYMEHTOB, UX perncrpaumm
M paccblirnke

8.1 O6wmume TpeGoBaHuA

8.1.1 HokymeHTbl B CoOpaHumn genytatoB u B Annapare CobpaHusa genytatoB ohopMnsioT B COOTBET-
CTBUU C Npasunamm opopmreHus fokymeHToB B CobpaHuu genyTaToB (ganee no TekCTy — npasuna opopm-
neHua AOKYMEHTOB Ha OnaHkax ycTtaHOBMEeHHbIX 06pa3LoB B coOTBETCTBUU ¢ TOCT P — 2017 [oKyMeHTsl
B 3aKOHOAAaTenbHbIX (NPeACTaBUTENbHBLIX) opraHax cybbekToB Poccuiickoii ®eaepauun. Yacte 2. Tunoeble
o6pasupl, a Takke Ha CTaHAAPTHLIX NUCcTax 6ymarn chopmara A4.

[loKyMEHTbI B 3NMEKTPOHHOMW hOpME NOATOTABNMUBAIOT HA 3NEKTPOHHBIX BraHkax.

Ha 6naHkax ohopMnsiioT A0KYMEHTbI, NPeACTaBnseMble N PaCCMOTPEHUS HA 3aceaannax CobpaHusn
aenytaros, agpecyembie lNpeaceparenio Cobpanusa aenyratoB, 3amectutensam Mpeaceaarens Cobpaxus
Aenyrtaros, Bo (ppakuyum B CoOpaHum aenytaTo, B KOMUTETbI, kOMuccuu CobpaHusa aenyTaToB, pykoBoauTe-
o Annapata CobpaHusi AenyTaToB, 3amecTuTensaM pykosoautens Annapara CobpaHus 4enyTaToB, a Takke
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NCXoasLUMe OOKYMEHTbI, HanpasnseMble B roCyAapCTBEHHbIE OpraHbl, OpraHbl MECTHOTO CamOyMpaBeHus,
opraHusauumn u rpaxgaHam.

Bo BHYTpeHHen nepenucke gonyckaercs oopmreHue JOKyMeHTOB 6e3 ucnonb3oBaHus 6rnaHkoBs, Ha
CTaHaapTHbIX Nuctax Bymaru popmara A4, NOANUCAHHLIX PYKOBOAUTENEM CTPYKTYPHOTO NoapasaeneHus unm
ero samecTuTenem.

BrnaHku He NpuMeHSAIoT:

- NpuM NOAMNUCAHUWN COBMECTHLIX AOKYMEHTOB, 32 WUCKIIOYEHWEM CrydaeB, NMPEeayCMOTPEHHbIX MYHK-
ToM 8.1.2;

- NpuW NOAroTOBKE NPOEKTOB OKYMEHTOB Ha CTaAuuW nNpeaBapuTenbHOro CornacoBaHus;

- Npu 0POPMIEHUN KOMUIA JOKYMEHTOB HA OyMaKHOM HOCUTENE, OCTAIOLLMXCS B ieNnax.

8.1.2 B Cob6paHnuun pgenytartoB u B Annapare CobpaHusi 4enyTaToB LOKYMEHTb!I NOAMUCLIBAKOT JOMK-
HOCTHbI€ NnLa B COOTBETCTBUN C UX NMONHOMOYUSAMM:

- AokyMeHTbl CobpaHusa aenyTtaTos, odpopmmnsemMble Ha GnaHkax CobpaHusa aenyTaTtos, NOANUCLIBAIOT
Mpenceparenem CobpaHusa AENyTaToB UMM NO €ro nopyyeHuto 3amectutenem Mpeaceaarens Cobpanua ae-
nyTaTos;

- AOKYMEHTbI Ha GriaHkax dpakumii B CobpaHun AenyTatoB — MX PYKOBOAUTENAMMU, 3aMECTUTENSMU
pykoBoauTeneii cpakuuit B CobpaHun AenyTaToB B npeaenax ux norHOMOYMIA;

- LOKYMEHTbI Ha BrnaHkax KOMUTETOB, komuccuii CobpaHusi AenyTaTtoB — UX NpeaceaaTensamu, 3amecTu-
Tenamu npeacefatenei KOMUTETOB, komuccuii CobpaHnsa AenyTaToB B Npeaenax ux NoNnHOMOYUNM;

- LOKYMEHTbI Ha BnaHke genytara CobpaHus genytatoB — genytatamMu CobpaHusi ienyTaTos;

- JOKYMEHTbI Ha GnaHkax coseLyaTtenbHbiX (KOHCYNLTaTuBHbIX) opraHoB npu Mpeacepatene Co6panHus
JenyTaToB — UX NpeaceaaTensimu, 3amecTuTensamm npeaceaarenen, OTBETCTBEHHbIMMU CEKpeTapsAMM CoBeLLa-
TenbHbIX (KOHCYNLTaTUBHBIX) OpraHoB npu Mpeacenartene CobpaHua aenyTaTtoB B npeaenax ux NOsIHOMOYMIA;

- AOKYMeHTbl Ha 6naHke Annapara CobpaHusa agenytatoB — pykoBoautenem Annapara Co6panus geny-
TaToB, 3aMeCTUTENSAMMU pykoBoaAUTENA Annaparta CobpaHua AenyTaTtoB B Npeaenax ux noHOMOUUNM;

- LOKYMEHTbI Ha BnaHkax pykoBoauTens cekpetapuara MNpeaceaarens CobpaHusa AenyTaToB — PyKOBO-
avteneM cekpetapuara MNpeaceaarens CobpaHust enyTaros;

- OKYMEHTbI Ha GrnaHkax CTPYKTYPHbIX NoApa3aeneHnin — pyKoBOAMUTENAMU STUX CTPYKTYPHbIX noapas-
AeneHnn unm 3amecTUTensMn pykoBoauTENen CTPYKTYPHbIX NogpasaeneHuin B npeaenax nx nofiHOMOYUi.

BnaHk aenyrata CobpaHus AenytatoB UCMOMb3YIOT U NP OPOPMNEHUN NUCEM 38 MOAMUCHIO ABYX M
bonee genyraros CobpaHusa aenyTaTos.

[okyMeHTbl 32 nognucamu AByx u 6onee pykoesogutenen dpakumin B Cobpanuu aenyraros, npeaceaa-
Tenen KOMMTETOB, kKomuccuii Cobpanusa genytatoB ohopMAAOT Ha BrnaHkax yCTaHOBNEHHbIX 06pa3L|oB.

MoanucaHue AOKyMEHTa NpeayCMaTpuBAET YKa3aHWMEe MOJIHOrO HAUMEHOBaHWUS AOMKHOCTHU, FIUYHYIO
noanucCb 1 ee paclmdpoBKy (MHMLUMAnNbI, daMunus). Ecnu AOKYMEHT NoaroToBneEH Ha GnaHke, HAUMEHOBa-
HWE JOMKHOCTU MOAMMCHIBAIOLLETO AOMMKHOCTHOIO nuua npuBoguTcs 6e3 ykasaHusi SNeMEHTOB, UMEIOLLMXCS
Ha GnaHke. He gonyckaercsi noanMcaHne AOKYMEeHTa, Ha KOTOPOM 0603HaYeHbl OMKHOCTL U haMUna O4HO-
ro 4OMKHOCTHOrO nuua, APYruM AOMKHOCTHBIM TINLOM.

daKkCUMUNbLHOE BOCMPOU3BEAEHME NOAMUCK (BMECTO NMUYHON NOAMMCKU) HA JOKYMEHTaX Cry»ebGHoro xa-
pakTepa He [OonyCKaeTcs.

B noanucaHHble AOKYMEHTbI BHECEHME U3MEHEHUW HE AOMYCKaeTCs.

8.1.3 CornacoBaHue npoekta AOKyMeHTa Ha GyMa)KHOM HOcuUTEne, NPeAcTaBNsieMOro Ha MoAMuCh,
0ohopMmIAIOT BU3OK, rPUCOM COrNacoBaHUS UMM NUCTOM COrMacoBaHus.

Bu3y cTaBAT Ha opraHusaLyoHHO-pacnopaauTENbHBIX JOKYMEHTaX, OCTAIOLMXCA B Aene KOMUsX AoKy-
MEHTOB, CTEHOrpaMmMaXx, NPoeKTax 4OKYMEHTOB, NPEACTaBMNAEMbIX HA PACCMOTPEHUE, a TAKKE ANA NOATBEPXK-
AEeHUA pasnuyHbIX 3anucei 1 NOMETOK Ha AOKYMEHTaXx.

Bu3sa Bkniovaet B cebs NMMYHYI0 NOANUCH BU3MPYIOLLEro, pacLuMdpoBKY Nnognucy (MHuumansl, hamunust)
u gaty. ina 4yeTkoro BOCNpou3BeAeHusa pacLuMPPOBKA MOANUCU M AaTbl NPU BU3UPOBAHUM MOXET UCNONb30-
BaTbCA CreUMasbHbIi LTaM.

8.1.4 Cpok cornacoBaHusi NPOeKTa AOKYMEHTA B CTPYKTYPHbLIX NOAPAa3AeneHnsX He AOMKEH NpeBbILaTh
NATW AHEH CO AHA MOCTYMNEHUs NPOEKTa JOKYMEHTa COOTBETCTBYIOLLEMY AOMKHOCTHOMY UL, ECIU HE YKa-
3aH UHOI CPOK.

BusuposaHue npoekta JOKYMEHTA NPOBOAAT NPU HEOBXOANMOCTH OLIEHKM 0G0CHOBAHHOCTU AOKYMEHTA,
COOTBETCTBUSA €r0 paHee NPUHATLIM HOPMaTUBHbLIM NMPaBOBbLIM aKTaM, PELLEHUSAM.

Pykosoautenbs 00s3aH COrnacoBaTb B YCTAHOBMEHHbIA CPOK NPOEKT AOKYMEHTa UnK NMUCbMEHHO M3no-
XXWUTb HECOrnacwe ¢ NpeacTaBneHHbIM NPOEKTOM.
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B cnyyae nosienenus pasHornacum Npu COrnacoBaHMKM MpPOEKTa AOKYMEHTA 3amedvaHus unu ocoboe
MHEHWe npumnaraioT K NpoekTy [OKYMEHTa, O YeM JenaeTcA COOTBETCTBYIOLLAA 3anucCb NpWU BU3UPOBAHUM.
Ecnun nsmeHeHusi, BHECEHHbIE B NPOEKT 4OKYMEHTA, MEHSAIOT KOHLENTYarbHbIA CMbIC AOKYMEHTA, OH Noane-
JXUT NOBTOPHOMY COrMacoBaHMIO.

HenpeacraeneHue B yCTaHOBINEHHLIN CPOK OTBETA (COrmacoBaHHOIO NPOEKTa AOKYMEHTA Unu BO3paxe-
HWI NO HEMY) OTBETCTBEHHBIN UCNOSNHUTESNL BNPaBE pacCMaTpuBaTh Kak NONOXUTENbHbIV OTBET.

8.1.5 CornacoBaHue NpoeKToB JOKYMEHTOB MOXET OCYLUECTBISTLCA B ANEKTPOHHON hopMe C UCNOSb-
3osaHuem CAAM. lMNMpu perucrpauumn npoekTa AOKYMEHTa 3anonHSIOT PEerucCTPaLUMOHHYIO KapTOYKy MPOoeKTa
nokymenta (PKIMM), kotopyio cpeacteamu CAQM nepeceinatoT aapecaram. K PKIM npukpennsiot dain, co-
JepXKalumin NPOeKT AOKYMEHTA.

lMocne 3aBepLUeHUs COrMacoBaHWUA 3aUHTEPECOBAHHLIMU CTPYKTYPHbIMM NOAPA3AENeHUAMU NPOEKTbI
JOKYMEHTOB OPOPMIAIOT HA BYMaXXKHOM HOcUTEne.

8.1.6 lNpu noarotoBke NpoekTa AOKyMeHTa 60MbLIoro 06bema OTBETCTBEHHbIN UCTIONHUTENb pa3MeLla-
€T MPOEKT AOKYMEHTa Ha CTpaHuLie CBOEro CTPYKTYPHOro noapasaeneHusi B OOHAE SNMEKTPOHHbIX UHGOopMa-
LMOHHbIX pecypcoB CobpaHus AenyTaToB ¢ U3BELLUEHMEM 3aUHTEPECOBAHHBIMU CTPYKTYPHbIX NoApa3saeneHuii
06 aapece ero pasmewleHus. lNepenucka B npouecce COrnacoBaHusi MPoekTa JOKYMEHTA MOXET OCyLLUeCT-
BMNATLCA C UCMOSIb30BAHUEM INEKTPOHHON NOYTbI.

8.1.7 Ha pokymeHTax, noanexaiwmx yTBep>XaeHuto A0MKHOCTHLIM NULIOM UNKU cneuuanbHo usaasae-
MbIM JOKYMEHTOM, B MPABOM BEPXHEM Yrny NepBOro NMCTa AOKYMEHTa CTaBAT rpud yTBEPXKAEHUS.

8.1.8 Mpu nognucaHum unu yTBePXXAeHUN Ha AOKYMEHTE CTaBAT AaTy. [Ins AOKyMeHTa, NPUHUMAEMOro
KonneruansHo, aTon ABMSAETCA AaTa ero NPUHATUA, ANa NPOToKona — Aarta 3acefaHus, AN HOPMaTUBHOTO
NpaBoOBOro akTa — Aara coObiTUs. [I0KyMeHTbl, NOArOTOBNEHHbIe ABYMA unu Gonee cdpakumsmm B Cobpa-
HWM AenyTaToB, KOMUTETAMU, KOMMCCUsiMU CobpaHus 4enyTaToB, CTPYKTYPHBIMU NOAPA3AENEHUSIMU, [JOIDKHbI
UMETb OZHY (€AUHYI0) AaTy.

8.1.9 Paccbinky Mcxoaawmx, BHYTPEHHNUX AOKYMEHTOB, NEYaTHbIX U 3NEKTPOHHbLIX u3gaHuin CobpaHus
JenyTaToB OCyLLEeCTBNSIOT MO yka3arensam paccbinku. TpeboBaHuA kK NoArotoBke M 0chopMIEHUIO ykasarenei
paccbInkU U3NOXeHbl B 8.11 HacTosILLEero craHgapra.

Cocras paccbinaeMbiX JOKYMEHTOB M MaTepranos, NOPAAOK MX PACCHINKKU, a TAKKe TUM HOCUTENS UH-
dopMauum onpeaenser nopsAAoK BHYTPEHHEN PacCbINiKM OPraHM3aLMOHHO-PaAcnopaAUTENbHLIX U UHGOpMa-
LMOHHO-CNpaBOYHbIX JOKYMEHTOB U MaTtepuanosB B CobpaHum aenytaToB (Aanee no TekCTy — nopsaoK BHY-
TPEHHEeN pacCbIsSiKu.

Paccbinky BHYTPEHHUX AOKYMEHTOB, NPEACTaBMEHHbLIX B 3MEKTPOHHOM (hopMe, OCYLLECTBNAIOT Cpea-
creamu CAAL.

8.2 Peructpaums n yyeT NpoxoxaeHus 3akoHonpoekroB B Cobpanumn genyraros

8.2.1 MoctynuBwme B CoGpaHune aenyTaTtoeB 3aKOHONPOeKTbI peructpupytoT B CAQ[] B nogpasaeneHum
NA0O. Ha kaxabiv 3akoHONPOEKT 3anonHAT PK, a NPUCBOEHHLIN 3aKOHONPOEKTY PErMCTPALMOHHbIN HOMEp
YKa3biBalOT BMECTE C HAUMEHOBAHWEM 3aKOHONPOEKTa B TEYEHME BCEro Nepuoaa NpoxXoXaeHus 3aKoHONpo-
ekta B CoGpaHum aenyrartos.

lMpumep
lMpoekm 3akoHa cy6Lexma Poccutickol ®edepayuu Ne 2524—6 «O eHeceHUU u3MeHeHUll @ 3aKOH cy6bek-
ma Pocculickoli ®edepayuu «O6 oxpaHe 3e/1eHbIX HacadeHul».

8.2.2 lNpu perucTpaumm 3aKOHOMNPOEKTA LWTPUX-KOA, BKIIOYAIOLMUIA PErUCTPALMOHHbIV LWTamn, CTaBAT
Ha NULEBON CTOPOHE NEepBOro NMCTa CONPOBOAUTENBHOIO NUCbMA. PEerncTpauuoHHbIi HOMEP, NPUCBOEHHbIN
3aKOHOMNPOEKTY, CTABAT B NPABOM BEPXHEM YINy TUTYNbLHOIO NMCTa 3aKOHOMPOEKTA HUXKE yKasaHus cyObekTa
(cybbekTOB) NpaBa 3akoHOAATENbHON UHMLUMATUBLI U CNOBA «NPOEKT.

B OPK 3akoHOnpoekTa BHOCAT CBEAEHMA O CONPOBOAUTENbHbLIX AJOKYMEHTaxX U Marepuanax, Kotopble
B COOTBETCTBUM C 3aKOHOAATENLCTBOM Poccuickon deaepaunmn npunaraior K 3aKkOHOMPOEKTY, U O Hanu4uu
MarHMTHOrO HOCUTENS C TEKCTaMM 3aKOHONPOEKTa 1 NpUunaraeMbix K HEMY JOKYMEHTOB U MaTepuanos B dnek-
TPOHHON hopMe.

Mudopmaumio o 3apeructpupoBaHHbix B CA[] 3akoHONpoekTax B aBTOMaTu3uPOBaHHOM pexumMe nepe-
nator B ACO3[.

8.2.3 3aperucTpupoBaHHbIE€ 3aKOHONPOEKTbl HanpasnAlT u3 noapasaeneHus MAOO B cekperapuar
Mpeacepatens CobpaHua aenyTaros.

16



rOCT P 57665—2017

Mocne poknaaa Mpeacenarenio Co6paHMA AenyTaToB TEKCT PE30NioLyn MO 3aKOHONPOEKTY CKaHUPYIOT
n BHOCAT B OPK 3akoHonpoekTa B cekpetapuare lNpeaceaarens CobpaHus AenyTaros.

rMoANMHHMKM 3aKOHONPOEKTOB, CONPOBOAUTENbLHBLIX JOKYMEHTOB U MarepuarnoB K HUM XpaHAT B Cekpe-
Tapuare lNpeacenarena CobpaHus aenyTaToB A0 nepejaqu Ha apXMBHOE XpPaHEHUE B YCTAHOBJIEHHOM MoO-
psanke. Konun 3akOHONPOEKTOB U CONPOBOAUTENbHbLIX JOKYMEHTOB HANpaBnsloT B OTBETCTBEHHbIW KOMUTET
CobGpaHus aenyraros.

8.2.4 MNpu peructpauuu B nogpasgenerun NANO nucbma, NOCTyNUBLLENO OT cybbekta (CybbekToB)
npasa 3akoHojaTenbHOW MHULMaTHBLI NUCbMa Ha uMs MNpeaceaarens CobpaHusa AenyTaTtoB NO BHECEHHOMY
paHee B CobpaHue aenyTaToB 3aKOHONPOEKTY (40 €ro NpuUHATUS Unu ofobpeHus CoGpaHuem aenyTaTos B
nepsom uteHun), B APK nucbma ycraHasnueaetcs cBsaska k SPK COOTBETCTBYIOLLETO 3aKOHONPOEKTa B cne-
AyloLWwmx cny4asx:

- NPU BKIIOYEHUN B COCTAB MHMLIMATOPOB 3aKOHONPOEKTa HOBOTo cybbekTa (CybbekToB) npaBa 3aKOHO-
AaTenbHOW MHULMATMBBI C YKa3aHUeM B MMCbME Ha COrnacoBaHue AaHHOro Bonpoca ¢ cyGbekTom (cybobekTa-
MM) NpaBa 3aKOHOAATENbLHOW UHULMATUBLI, BHECLLIMM (BHECLLUMMU) 3aKOHOMPOEKT;

- NPU UCKIIOYEHUN OHOTO MNU HECKOMNbKMX CYObLEKTOB NpaBa 3akOHOAATENIbHOM MHULMATUBLI U3 COCTa-
Ba UHULMATOPOB 3aKOHOMPOEKTA;

- NPU U3MEHEHUN NOCNEeA0BaTENLHOCTN NEPEUUCTIEHNS] CYOBLEKTOB NpaBa 3aKOHOAATENbHOW UHULMATHU-
Bbl, BHECLLUNX 3aKOHOMPOEKT, C YKazaHWeM B MMCbLME Ha COrnacoBaHMe AaHHOTO BONpOca ¢ Apyrumu cyobekTa-
MM npasa 3aKoHOAATENbHON MHULMATMBLI, BHECLLUMMM 3aKOHOMPOEKT;

- NP OT3bIBE BHECEHHOIO 3aKOHONPOEKTa NyTeM HanpaeneHus nucbMa Ha uMsa Mpeaceaartensa CoGpa-
HWUA AenyTaToB UM HA OCHOBAHWUM COOTBETCTBYIOLLETO peLleHusl CyObekTa npaBa 3akoHOAaTeNlbHOW MHULMa-
TUBbI — KOJIIIErMAarnbLHOIO OpraHa;

- Npu npeacraBneHm cybbvekTom (CyGbekTtamu) npaBa 3akoHoAaTeNbHON MUHMLMATUBLI, BHECLUMM (BHEC-
LUMMK) 3aKOHOMPOEKT (N0 NPEANOXEHUIO OTBETCTBEHHOIO kKoMuteTa CobpaHus aenytatoB, 0chOPMNEHHOMY
COOTBETCTBYIOLLIUM PELLEHMEM) N3MEHEHHOTO TEKCTa 3aKOHOMNPOEKTA.

8.2.5 B cnyyasix BHECEHUA U3MEHEHHOro TEKCTa 3aKOHOMPOEKTa, B TOM YMCNE B 4aCTU U3MEHEHUS ero
HanMeHOBaHWS, BHECEHUA U3MEHEHUN B COCTAB CyOLEKTOB NpaBa 3akoHOAATENbHOMW MHULMATUBLI, BHECLLMX
3aKOHOMPOEKT, 38 HUM COXPaHAETCA NepPBOHAYanbLHO NPUCBOEHHbLIN MY PETMCTPALMOHHBIN HOMEP.

8.2.6 MNoOANUHHWUKM [OKYMEHTOB, NEpeqUChneHHbIX B 6.2.4 HaCTOSILLEro craHaapra, ¢ pesoniouusiMu
Mpeaceparensa Cobpanua aenytatoB xpaHsAT B Cekpetapuare MNpeaceaarens CobpaHus aenyTaToB A0 nepe-
[ayn Ha apXUBHOE XpaHeHWe B YCTAHOBNEHHOM Nopsaake.

8.2.7 Mpu oTkNoHeHun 3akoHonpoekTa CobpaHmem AenyTaToB KOMUIO COOTBETCTBYIOLLENO NMOCTAHOB-
nenuna CobpaHusa genyTaToB nepeaaroT B yCTAHOBNEHHOM NOpsAKe B OTBETCTBEHHbIN komuTeT Cobpanus ae-
nyTaToB ANA HanpaBMneHus BMECTE C TEKCTOM OTKITOHEHHOrO 3akOHONpoekTa cybbekTy (Cybbekram) npasa
3aKoHOAAaTEeNbHOWM MHMLMATUBLI, BHECLLEMY (BHECLLMM) 3aKOHOMPOEKT.

8.3 MopgroroBka, perncTpaumsa U paccbisika nocTaHoBrneHuin Co6paHusa genyraTtos

8.3.1 MoaroToBky u ohopmneHne NPOEKTOB NOCTaHOBNEHuit CobpaHusi AenyTaTtoB OCYLLECTBNSAIOT B
COOTBETCTBUM C pernameHToMm CobpanHua genytartos, TpeGOBaHUSMKU M YCTAHOBMNEHHbIMU 0Gpasuamm AOKy-
meHTOB CobpaHusi AenyTaros.

MpoekTbl nocTtaHoBneHun Cobpanusa genyTaTtoB NevyaTaltTCa Ha CcTaHAapTHbIX nucTax dymaru dopma-
Ta A4. MpuHaTele CobpaHmem aenyTaToB NOCTAHOBNEHMSA 0POPMNAIOT Ha BGnaHkax ycTaHOBNEHHOro obpasua.

8.3.2 BHeceHHble B CobOpaHue aenytaTtoB MPOEKTbl NOCTaHOBMNeHMit CobpaHusi AenyTaToB ¢ 3akniode-
HUeM npasoBoro ynpaeneHus peructpupytot 8 CAOL B nogpasaenerHun MNOOO. Ha kaxabii NPOEKT NOCTaHOB-
nexus Cob6panus genytatos 3anonHsoT SPK. MHdopmauuio 0 3aperucTpupoBaHHbIX NPOEKTax NOCTaHOBIe-
Huii CobpaHus genyTaToB B aBTOMAaTU3UPOBaHHOM pexumMe nepeaatot 8 ACO3[. PernctpaluoHHbIii HOMeD,
MPUCBOEHHLI NPOEKTY noctaHosneHuss CobpaHua 4enyTaTtoB Npu perucrpauun, B AarbHeENLIEM yKa3bliBaoT
BMECTE C €ro HauMeHOBaHMEM.

8.3.3 lNpoekTbl nocraHoBneHuin CobpaHna genytaTtoB, BHOCMMbIE ANsl PACCMOTPEHUA Ha 3acedaHuu
cosera CobpaHua aenyTaTtoB, NPefoCTaBNAOT B cekpeTapuaTr coeta CobpaHus aenytaTtoB C CONPOBOAU-
TenbHbIM MMCbLMOM W NMPOEKTOM peLueHusn coseta CobpaHusa genyTaros.

8.3.4 lMocne npuHATMA NpoekTa noctaHoBneHus CobpaHus aenytatoB Ha 3acegaHum CobpaHus ae-
nyTaToB TEKCT NMOCTaHOBMEHUS, OPOPMMEHHbIN UHULMATOPOM (MHMLUMAaTOpaMu) Ha BnaHKke YyCTaHOBMEHHOTO
obpasuya, BU3NPYIOT UM (MMK), @ TaKKe B NPABOBOM YNpPaBMEHUM U NepeaaloT B noapasaeneHue oopmMne-
HWS 1 BbIMyCKa HOPMAaTMBHbIX akToB CoBpaHWsA aenyTaToB Ans NocreaytoLero ochopMIIEHUs U Nepeaayn Ha
noanuce MNpeaceaatento Cobpanua aenyTaTos.
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8.3.5 Peructpauuio 8 CAJJJ]l u xpaHeHne NOANMHHUKOB NOCTaHOBNEHNt CoGpaHus AenyTaTos, a TaKkke
paccbinka konuii nocraHosneHuii Codpanua AenyTaTos OCYLLECTBAAIOT NoApasaeneHmeM opopMneHus u Bbi-
nycka HopMarTuBHbIX akToB CobpaHusa genyTaros.

Peructpauuio nocraHosneHun CobpaHua AenyTaToB OCYLLUECTBAAIOT C UCMONb30BAHMEM CKBO3HOM HY-
Mepauuun B npeaenax cpoka cosbiea Cobpanusa aenyraroB. K Homepy noctaHosneHusa Cobpanusa genyratos
yepes Tupe gobasnsioT apabekyio g py, 0603Ha4aoLLyI0 HOMEP CO3bIBa.

8.3.6 [Ina paccbinku nocraHoBneHus CobpaHWA AenyTaTtoB U3roTaBNUBAIOT €0 KOMUIO, 3aBEPEHHYI0
nevarblo noapasaeneHnsa opopmMIeHUa U BbINyCcka HOPMATUBHLIX akToB CoBpaHus AenyTaToB, u 0choOpMNAIOT
yKkasarernb paccbifiku. B cOOTBETCTBUM C yka3aTenem paccChinikv 3aBEPEHHYIO NeYaTbio KOMUI0 NOCTAHOBNEHUA
CobpaHusa aenyTaTtoB TUPaXMPYIOT M BMECTE C yKkasaTesieM pacChbifiki NepeaatoT Ans OTNpaBku B Noapasae-
nenne NQAOO.

8.3.7 Ecnun B nocraHosnenun CoGpaHuA AenyTaToB AaHO ykasaHue O €ro HanpaBreHWU BbiCLLEMY
AOMKHOCTHOMY nuLy cybbekTa Poccuiickon ®eaepaumn, noapasaeneHne oopMneHust U Bbiycka HOpMa-
TUBHbIX akToB CoOpaHusa aenyTatoB ochopmnsaeT conpoBoaUTENbHbIE NUCbMA 3a noanucklo MNpeacenarens
CoGpaHusa aenyTaTtoB U nocne nNoanucaHus BMECTe C KOMMsiMM NoctaHosneHuss CobpaHus aenyTaTtos nepe-
Aaet ux B nogpasaenenue NAJO.

8.3.8 BHyTpeHHI010 pacchinky nocraHosneHuii CobpaHusi AenyTaTos OCYLUECTBASIIOT B YCTAHOBIIEHHOM
nopsake.

TekcTbl NpuHATLIX CoBpaHnem aenytaToB noctaHoBmneHuii CobpaHus agenyTatoB NpaBoOBOE Noapasze-
nexve pasmeLiaet B hoHA€e aNEeKTPOHHbLIX MHOPMAaLUOHHbIX pecypcoB CobpaHua aenytatoB B MHOpPMaLu-
OHHO-MOUCKOBOW CUCTEME.

8.4 HanpaBneHue genytaTrckux 3anpocos

8.4.1 TpoeKT AenyTarckoro 3anpoca u NPoekT nocraHoBneHuss CobpaHusa AenyTaTtoB O NPUHATUM Je-
nyTaTCcKOro 3anpoca C 3akrnioyeHuem nNpasoBoro nogpasaeneHus permctpupyiotr 8 CA B noapasgeneHuu
Mano v pacemarpusator CobpaHuem aenyraTos.

8.4.2 MocrtaHoBneHne CobpaHus AenytaTtoB O AENyTaTCKOM 3anpoce u AenyTaTcKuii 3anpoc odopm-
NATCA MHULMATOPOM (MHMLMaTopaMmn) AenyTaTckoro 3anpoca Ha braHkax yCcTaHOBMEHHbIX 00pa3LoB BU3M-
pytoTCa UM (MMK) U NPaBOBLIM MOAPa3AereHnemM U nepesaeTca B nogpasaeneHune obopMNeHusa U Bbinycka
HOpMaTuBHbIX akToB CobpaHusa AenyTaToB Ansi 0hOPMIEHUA B YCTAHOBNEHHOM NOpsifike.

YKa3aHHble JOKYMEHTbI C CONPOBOAUTENBHBLIM NMCbMOM 3a nognuceio MNpeacenarena CobpaHua aeny-
TarToB, NOArOTOBMEHHBIM B MOAPAa3feNeHUn OpraHn3aLMoHHOro obecnedveHus 3aceaanuin CobpaHusa genyra-
TOB B 8[peC AOIDKHOCTHOIO Nnua, K KOTOpOoMy obpaLleH AenyTaTckuin 3anpoc, HaNpaensioT agpecarty vepes
nogpasaenenue NMago.

8.4.3 KonTtponb 3a noctynneHunem B CobpaHue aenytatoB OTBETOB Ha AenyTaTCKUe 3anpochl OCYLLECT-
BMSIET nogpasfaeneHme opraHn3auuoHHoOro obecneyeHus 3aceganui CoGpaHusa aenyTaros.

8.4.4 OtBeTbl HA AenyTaTckue 3anpockl, nocTynuelume B CobpaHue aenytaTtoB, perucTpupyiotr B noj-
pasgenenuun MO0 v HanpaensoT MNpeaceaarento CobpaHna aenyTaTos.

MHdopmauynio o genyrarckux 3anpocax U xoAe WX UCMOSIHEHWUA, NOATOTOBAEHHYIO nogpasaernieHneM
opraHu3auMoHHoro obecneveHus 3acegaHui CobpaHus AenyTtaToB, pasMeLwaloT B POHAE dNEKTPOHHbIX UH-
dopmManuoHHbIx pecypcoB Cobpanusa aenytatos nogpasaenedmem UTAO. OTBeTbl HA genyTaTckue 3anpochl
pasmeLuaioT B pOHAE 3NeKTPOHHbIX MH(POPMaLMOHHBIX pecypcoB CoOpaHus aenyTaToB nogpasgeneHuemM op-
raHusauuoHHoro obecneyeHus sacegaHu CobpaHusa 4enyTaTos.

8.4.5 [lenytartckuii 3anpoc opopmMnsaioT Ha bnaHke aenytara ¢ u3obpaxxeHuem FocyaapCTBEHHOrO rep-
6a cybbekta Poccuickon degepauum B MHOTOLBETHOM BapuaHTe uCNonHeHus. MNepea TEKCTOM nevaraior
cnosa «fenyrarckuin 3anpocy». denyrarckue 3anpocsl perncrpupytor 8 CAAJl nOMOLWHMKOM AenyTara.

8.4.6 Tony4eHHble OTBETbI HA AenyTaTCkMe 3anpochl HaNPaenAT AgenytaraMm CoOpaHusa aenyTaToB.

8.4.7 KoHTporb 3a cpoKkamMu NOCTYNMEHUA OTBETOB HA AenyTaTCKUe 3anpocChl OCYLLUECTBASAIOT MOMOLLHU-
KW AenyTaros.

8.5 NMopyuyeHuna CobpaHusa aenytaTroB, ohopMmneHme AOKYMEHTOB O BONpOcaMm NpoBeeHUs
NPaBUTENBLCTBEHHOIO Yaca 1 No BONPOCaM, HOCSILMM Ype3BblYaiHbIi XapakTep

8.5.1 Mpoekt nopyvyenusa CobpaHua AenyTaTos, MOArOTOBMNEHHbIA B Nopsake, NPeaycCMOTPEHHOM pe-
rmameHTom CobpaHus agenyTaroB, OPOPMIEHHBIN HA BriaHke unu craHgaprHoMm nucre 6ymaru chopmara A4,
NoANUCaHHbIA MHULKMaTOPOM (MHMLMaTopamu), ¢ pesonouuen MNMpeacenarens CobpaHus genyTaTos, 3aMecTu-
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Tena Mpeacepartena CobpanHua agenytatoB unu npeaceaarens komureta CobpaHus AenyTaTos, OTBETCTBEH-
HOro 3a opraHusaumio paborbl CobpaHus aenyTaroB, perucTpupyloT B noapasaernieHuu OpraHu3auuoHHOTO
obecneveHun sacepaHuii CobpaHua enyTaToB U nepeaaloT B NoApasaesieHne oneparuBHON nonurpadoun n
doToapxusa CobpaHus AenyTaToB ANsi TUPAKUPOBAHUSA.

8.5.2 lMpoekTbl nopyyeruin CobpaHus aenyTaToB pacnpoCTPaHAIOT CPEAU AENyTaTOB HENOCPEACTBEHHO
B 3ane 3aceaanuii Cobpanusa genytatoB nubo B noaGopkax AOKYMEHTOB nepej Hadanom 3aceaaHua Cobpa-
HUS AenyTaToB.

8.5.3 lMpunartoe nopy4enne CobpaHusi AenyTaTtoB 0HOPMNAIOT NOAPA3AENEHNEM OPraHU3aLUMOHHOTO
obecne4yenus saceganuin CobpaHus aenyTaToB Kak BbINUCKY M3 NpoTokona 3acegaHus Co6GpaHus aenyraros
Ha OnaHke ycTaHOBMEHHOro obpasua u nepeaaor Ha NOANUCH NPeAceAaTenbCTBYIOLLEMY HA 3aceaaHun.

8.5.4 Bbinncky us npotokona saceaanns CobpaHus aenytatoB C U3noXeHUeMm nopydvenus Cobpanus
ZAenyTaroB, MOANUCAHHYIO NPeACceaaTenbCTBYIOWMM Ha 3aceaaHun CobpaHusi aenyTaTtoB, B TEYEHUE CYTOK
(He cunTas BbIXOAHLIX, NPA3AHUYHBIX U HEpabounx gHen) ohopMnAIOT B noapasaeneHnn ohopMneHns U Bbl-
nycka HOpMartuBHbIX akToB CoOpaHus aenyrtaros, peructpupyior B CALL B noapasaeneHnn opraHu3aynoH-
Horo obecnedveHus 3acenanuii CobpaHus AenyTaToB, TUPAXUPYIOT U HANPAaBIAIOT agpecaram yepes noapas-
Aenexue MNAJO B COOTBETCTBUM C yKasaTenem pacchiiiku. Cnyxalluii, OTBETCTBEHHbIN 3a A€N0NPOn3BOACTBO
B CTPYKTYPHOM nogpasaeneHun u obecneunsaiowmii AeATeNbHOCTb UCTIONHUTENS nopyyenua Cobpanus ae-
nyTaros, NOsy4aeT BbINMCKY U3 NpoTokona saceaannsa CobpaHus aenyraroB nNoj poCnuch.

WUcnonnutens nopyvenns CobpaHua aenyTatoB He nosaHee YeM Yepes 15 gHer unu B UHOM YCTaHOB-
nexHbiii CobpaHnem AenyTaToB CPOK CO AHA Nosy4eHus nopydeHus uicpopmupyet Mpeaceaarena Cobpanus
ZAenyTaroB U HuLMarTopa nopyvenuss Co6paHusa 4enyTaToB O pesyrnbrarax ero BbiNoMHEHUS.

Mudopmaumio 0 nopydenHusx CobpaHua AenyTaToB U XoA4e UX UCTIONHEHUs], NOATOTOBIEHHYIO noapasze-
NeHveM opraHn3aunoHHOro obecneyeHus saceganuii CobpaHusi aenyraTos, pasMeLLalot B hoHAEe 3NEeKTPOH-
HbIX MHPOPMALIMOHHBIX pecypcoB CoBpaHusa aenyTaTos.

MoarotoBnexHHas nogpasaeneHnem opraHu3auuoHHoro obecneveHns 3aceaaHuit Cobpanua genyraros
uHpopmauma o nopyydeHusix Cobpanus aenyTaros, X04e UX UCMONHEHUA pa3meLlaeTca B PoHAE SNEKTPOH-
HbIX MHAOPMAaLIMOHHBIX pecypcoB CobpaHusa AenyTaTtoB nogpasgeneHneM UHGOpMaLUOHHO-TEXHONOINYE-
CKOrO U JOKYMEHTALMOHHOTO 06ecneveHust.

OtBeTbl Ha nopyyeHus CobpaHusa aenyTaToB nogpasgeneHue opraHu3auuoHHoro obecneyeHus pasme-
waer B hoHAe ANEKTPOHHbIX MHPOPMAaLIMOHHbLIX pecypcoB CobpaHus aenyTaTos.

8.5.5 lpoeKkT nucbma 0 NpurnaweHn AOMKHOCTHBIX NUL, HA NPaBUTENbLCTBEHHbIW Yac 0hOPMNSIOT B
noapasaeneHny opraHu3aluoHHoro obecneyeHuns 3acegaHuit Co6paHusa genyTaTtoB Ha OCHOBaHUW BbIMUCKN
u3 npoTokona 3acegaHus CobpaHus genytatos. MNognucaHHoe Mpeaceaartenem CobpaHusa AenyTaToB NUCh-
MO HanpasnsAoT agpecaTtam B YCTAHOBNEHHOM MOPAIKE.

8.5.6 NHdopmauuio 0 npurnalleHu JOMMKHOCTHBIX MWL HA NPaBUTENbCTBEHHbIN Yac pa3MeLlaeTcs B
choHae 3neKTPOHHbIX MHEpOPMAaLIMOHHBIX pecypcos CoBpaHua AenyTaToB NoApasaernieHnem opraHu3aumoHHo-
ro obecneveHust 3aceganuin CobpaHust genyTaros.

8.5.7 B cnyyae npuHaTua Cobpanuem AenyTaToB peLueHus O npurnalleHun Ha 3aceganume CobpaHus
AenyTaToB B LEnAX nonyvyeHus uHgopMauum no BONpocam, HOCALLUMM YpPE3BbIYANHbIA XapakTep, BblCLLE-
ro JOIMKHOCTHOrO nuua cybbekta Poccuiickoit deaepauumn, npokypopa cybbekta Poccuiickoii deaepauuu,
Mpeacepartens TepputopuancHoro ynpaenexnus LieHTpansHoro 6anka Poccuiickon depepauun, Mpeacena-
Tensa usbupareneHol komuccun cybbekta Poccuiickoii degepaumn, UHbIX AOMKHOCTHBIX NUL, NPOEKT MUCh-
ma 3a noanucblo MNpeacenarens CobpaHus AenyTaToB O MPUrMalleHUU COOTBETCTBYIOLLENO AOMKHOCTHOO
nua Ha 3acegaHvwe Cobpanusa genytatoB 0hOPMASIOT NogpasaerieHMeM opraHu3aLuoHHOro obecneveHus
saceganuin Cobpanus genyratos. MognucaHHoe Mpeaceaatenem CobpaHusi AenyTaToB MMCbMO HanpaBnsoT
agpecaraM B YCTaHOBMEHHOM Mopsiake.

8.6 MoaroToBka, perucTpauus u pacchbisika OpraHU3aLMOHHO-PACNOPAAUTESIbHBIX LOKYMEHTOB

8.6.1 MNomnoxeHna HaCTOALEro pasgena pacnpoCTPaHSTCA Ha NopsAoK MOATOTOBKU, perucrpauuu u
pacchbInky CNeayroLLuxX BUAOB OPraHn3aLuoHHO-PacnopPsAAUTENbHbIX AOKYMEHTOB:

- nopy4eHuin CobpaHnusa aenyTaTtoB B (hOpMe BbINMCOK U3 NPOTOKONOB 3aceAanuit CobpaHus aenyTaTos;

- peLueHnii copeta CoGpanua genytatos B POpMe BbINUCOK U3 MPOTOKONOB 3acesaHuii coeeta CoGpa-
HWS 4enyTaTos;

- pacnopspkeHun MNpeacepatens Cobpanua genyrtaros, 3amectutens Mpeacenatens CobpaHus aeny-
TaToB, pykosoautens Annapara CobpaHusa aenyTaToB, 3amectutens pykosoautensi Annapara Co6paHus ae-
nyTaToB (4anee no TEKCTY — PaCMOPSKEHUS).
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YKasaHHble opraHu3aLnoHHO-PacnopsaNTENbHbIE JOKYMEHTbI 0hopMNAIOT Ha BnaHKax yCTaHOBMNEHHbIX
o6pasLios. Vx pacchinky u pasMeLleHne B hOHAE SNEKTPOHHbLIX MHCDOPMALMOHHBIX pecypcoB Cobpanus ae-
NyTaToB OCYLLECTBIIAIOT B COOTBETCTBUMN C NOPSAAKOM BHYTPEHHEW PacCbifku, YCTaHOBMNEHHbIM CobpaHnemM
aenyraroB.

8.6.2 lNoarotoBKy BLINMCOK U3 NPOTOKONOB 3aceaaHuii CobpanHus genyraTtos, peructpauuio B CALL un
NoAroTOBKY MX K pacchinke OCyLUeCTBASET noapasaeneHue ohopMIieHMsl U BbiNyCKa HOPMAaTUBHbLIX aKkTOB B
CpOK 10 NATU AHEN C MOMEHTa NOANMUCAHUA NPOTOKONA NpeaceAaTeNbCTBOBaBLUMM Ha 3acegaHun CobpaHus
AenyTaros.

8.6.3 lMoarorosky u ocpopmnenne npoekta pacnopspkeHus MNpeaceaatena Cobpanua aenyTaros, 3ame-
crutens MNpeaceparena CobpaHus aenytartos, pykoBoguTens Annapata CobpaHusa aenyTaros, 3aMecTuTens
pykoBoautena Annapata CobpaHusa aenytaTtoB U NPOEKTa HOPMATUBHOTO JOKYMEHTA, YTBEPXKAAEMOr0 COOT-
BETCTBYIOLLIMM PaCMNOPSHKEHNUEM (aanee no TeKCTY — NPOEKT pacnopsikeHust), OCYLLECTBASIOT B COOTBETCTBUU
¢ npasunamu oPoOpPMNEeHNs JOKYMEHTOB U UHbIMU HOPMATUBHBLIMU JOKYMEHTaMU, yCTaHOBNEHHbIMU Cobpa-
HUEM JienyTaToB.

8.6.4 MpoekT pacnopspkEHUs NOATOTaBNMBAET U OCPOPMITAIET CTPYKTYPHOE NnogpasfeneHne B COOTBET-
CTBMM C HANPaBMEHUAMU €ro AEeATENbHOCTU HA OCHOBAHWUM MOPYYeHUi pykoBoacTBa CobpaHusa genyraros
unu pykosoactea Annapara CobpaHus aenyrartos.

8.6.5 PykoBoaguTenb CTPYKTYPHOIO noapasaeneHus, OTBETCTBEHHOIO 3a NOArOTOBKY NPOeKTa pacnops-
XEHUA, Ha3Ha4YaeT OTBETCTBEHHOIO WUCMOMHUTENA — CAYXAaLUero AAaHHOIo CTPYKTYPHOro noapasaeneHus u
obecneynsaer:

- CBOEBPEMEHHYI0 MNOATOTOBKY U NpeACTaBNeHne NPOoeKTa pacropsbkeHUs Ha NPaBOBYIO 3KCNEpPTU3y, a B
cnyyae HeobXxoaMMOCTU U JONONMHUTENbHLIX JOKYMEHTOB, U MaTepuanoB C YY4ETOM BPEMEHU, HEOBX0AUMOTO
ANS yCTPaHEHUs 3aMeyaHuin U Ansi CornacoBaHus;

- COOTBETCTBME KAYECTBA MOATOTOBMEHHOIO NPOEKTa PAaCcNopshKEHUsI NpeabsiBnsieMbiM TpeboBaHuAM, B
TOM YKUCHME K CTUNIO U3NOXKEHWUS NPaBOBLIX NPEANUCAHWIA U NPaBUNAM PYCCKOTO S3bIKA;

- COMNPOBOXEHME NpoeKTa PacrnopsKEHUA HA BCEX CTaAUAX COrMacoBaHUS;

- NpoBefeHne (PyKOBOAUTENEM CTPYKTYPHOrO NOApasAeneHUs UMn JOMHKHOCTHLIM NMLUOM, HaaeneHHbIM
MOSIHOMOYMSAMM) COBELLAHWUI NPY BO3HUKHOBEHWUM PA3HOINACHIA BHYTPU CTPYKTYPHOTO NOApPa3aeneHus Mexay
OOMKHOCTHBLIMY fiMLAaMuU NpY BUSUPOBAHUU NPOEKTA pacnopsHKEHUA ANA yperynupoBaHMA Pa3HOMMACUIA.

MpumeyvyaHune — Ecnu pasHornacus oCTanuCb HEYPErynupoBaHHbIMU, UX OPOPMNSAIOT B BUAE AOKMaAHOWM
3anncKu, 3aBU3NpPOBaHHON BCEMU JOMKHOCTHBIMW NULiaMK, YHacTBYIOLMMUW B COTNacoBaHUm (BU3MpOBaHUU), ATs Hanpas-
TNeHnA 3aMecTuTento pykoeogutensa Annapata CobpaHus genyrtaTos.

- CO3bIB U NPOBEAEHUE COBELLIAHNI C y4aCTUEM AOIMKHOCTHBIX SIL| CTPYKTYPHBIX NOAPa3AEneHuit, ynon-
HOMOYEHHbIX Ha MPUHSATUE PELLEHNI O CHATUM UMK COXPAHEHUM 3aMEYaHWil N COrNacoBaHUM peaakLmMn Tek-
CTOB paccMaTpuBaeMblX MPOEKTOB AOKYMEHTOB (4anee no TEKCTY — YNONHOMOYEHHbIE ML), AN PACCMO-
TPEHWSI Pa3HOrNacuii, BO3HUKLUKX B NPOLIECCE COrMacoBaHus (BU3UPOBAHUS) NPOEKTA PACMOPSDKEHUS MEXTY
CTPYKTYPHbIMU NOAPA3aENeHUsAMN.

MpuMedaHue — 3ameyaHus W NPeAnoXeHWUs, MO KOTOPLIM OCTAIMCL PA3HOMMACUA CTOPOH, OTBETCTBEHHbIA
WCMOMHUTENb W3NaraeT B BUAe JOKMafHO 3anvcku, 3aBU3UPOBAHHON PYKOBOAUTENAMU CTPYKTYPHLIX NOApasgeneHuii n
YNONHOMOYEHHBIMY MULIaMY — y4acTHUKaMu coBellanms. [JoKnagHyto 3anncky HanpaensioT 3aMecTUTESNo pyKoBoAUTENs
Annapata Co6paHus genyTaToB. 1o pesynsraTtaM pacCMOTPEHUs! pasHOrnNacuit CTOPOH U B COOTBETCTBUMN C NOPYYEHUEM
3aMecTuTens pykosoguTtens Annapata Co6paHusi AenyTaToB NPOEKT pacnopsxeHns aopabaTbiBaloT U COrNacoBbIBaAKT
(BU3UPYIOT) B YCTaHOBNEHHOM MOPSIAKE.

- CBOEBPEMEHHOE NpeAcTaBneHne NPoeKTa pacnopspkeHUs ANa CornacoBaHnsA (BU3MPOBaHUA) COOTBET-
CTBYIOLLMMW AOMKHOCTHLIMU NuuiaMu U noagnucanus MNpeaceaatenem CobpaHus aenyTtaTos, 3amecTuTenem
Mpenceparens CobpaHus aenyraTtos, pykoBogutenem Annapara CobpaHus genyraroB, 3ameCcTUTeNem pyko-
BoguTenst Annapara CobpaHus aenyTaros.

8.6.6 lNMpoekT pacnopspkeHus MNpepcenatena CobpaHusa aenytartos, pykosoautens Annapara Cobpa-
HWUSA AEnyTaTtoB UNu 3aMmecTuTens pykopoauTenst Annapara CoGpanus agenytatos 0 NpoBeAEHUS NPaBOBOW
9KCNEepTU3sbl NOANEXUT NPeABaPUTENbLHOMY HanpaBneHUIo B CTPYKTYPHbIE NoagpasaeneHusn no npeaMeTam Be-
AEeHus AN pacCCMOTPEHUS U NOATOTOBKM 3aMeyaHuii U npeanoxeHui. MNpu SToM OTBETCTBEHHbIN UCNOSIHUTEND
yCTaHaBNMUBAaET CPOKW NMOATrOTOBKM 3aMEYaHUI U NPEATOXKEHUN.

8.6.7 Ecnu B npouecce npeaBaputenbHOro pacCMOTPEHUS! B MPOEKT PacnopsiXKeHUs BHOCATCA U3MEHe-
HWUS KOHLENTYanbHOro Nopsaka, TO NPOEKT PACNOPsKEHUs NOANEXUT NOBTOPHOMY HaNPAaBEHNIO B CTPYKTYP-
Hble NoapasAeneHust Ansi NpeBapuUTEenbHOr0 PaCCMOTPEHUS.
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8.6.8 MoaroToBneHHbIN B 3reKTPOHHON hopMe NPOEKT pacnopsxeHus permctpupyior B CAL.

CornacosaHue MpoeKkTa pacrnopsbkeHUs KaxkabiM CTPYKTYPHbIM noapasfeneHMeM OCyLLEeCTBRsieTcs
cpeacteamu CAJJ] ¢ UCNonbL30BaHWEM SMNEKTPOHHON MOANUCU B CPOKM, YCTAHOBIIEHHbIE ab3aueM nepsbiM
nyHkTa 8.1.4 HacTosiLero craHaapra.

8.6.9 MpoekT pacnopskenusa Mpeaceaarens CobpaHua AenyTaToB Mo OCHOBHOW AEATENbLHOCTU BU3U-
pyIoT B crieayioLen nocneaoBarernibHOCTU: Ha4yanbHUK NOApa3AeneHus, pykoBoaUTENb (MpU HeOBX0aUMOCTU
3aMecTUTernemM pykoBoAUTENS) CTPYKTYPHOTO noapasaeneHuns, OTBETCTBEHHOTO 3a NOArOTOBKY NPOEKTa pacno-
PSYKEHUA, PYKOBOAUTENM CTPYKTYPHLIX NoApasaeneHui, HanpasneHna AesTenbHOCTU KOTOPbIX NPEACTABNEHbI
B NPOEKTE pPacnopshKkeHusi, B 9KOHOMUYECKOM noapasaeneHnuu no NpeaMeram BEAEHUsA, B NPaBOBOM Noapas-
AeneHuun, 3amectutens pykosoauTensa Annapara Co6paHus agenytartoB, pykoBoautens Annapara Cobpanus
JenyrarTos.

8.6.10 MpoekT pacnopsbkeHus pykosoautens Annaparta CobpaHusa genyTaTtoB M0 OCHOBHOW AEATENb-
HOCTW BM3MPYIOT B CNeAyOLENn NOCNea0BaTeNbHOCTM: HAYanbHUK NogpasaeneHust, pykosoauTens (Npu He-
06Xx0AMMOCTH 3aMeCcTuTeNneM PyKOBOAUTENS) CTPYKTYPHOrO noapasfaeneHusi, OTBETCTBEHHOTO 3a NOArOTOBKY
NpPOEeKTa pPacnopsiXeHUs, PyKOBOAMTENU CTPYKTYPHbLIX NoApasaeneHuin, HanpaBneHns AeaTenbHOCTU KOTOPbIX
npeacTasneHbl B MPOEKTE PacnopsiKEHUs, B 3KOHOMUYECKOM NogpasaeneHuu no npeameram BEAEHUs:, B npa-
BOBOM NoapasaeneHun, 3aMectutens pykosoautens Annapara CobpaHusi aenyTartos.

8.6.11 TpoekT pacnopspkeHus No KaapoBbIM BONPOCaM, O CTPYKTYPE U LUTAaTHOM pacnucanuu Annapara
CobpaHus genytatoB odhOpMNSIOT B KaAPOBOM noapasaernieHun Annapata CobpaHus genytaTtoB (ganee no
TEKCTY — KaJpoBOe NoapasaeneHve) v BU3NPYIOT: HavarnbHUK nogpasaeneHusi, OTBETCTBEHHOIO 3a NOArOTOB-
Ky MPOEKTa PacnopshKeHuUsi, Ha4anbHWK KaapPOBOrO NOAPAa3AEneHns, a Takke B 9KOHOMUYECKOM U NMPaBOBOM
noapasaeneHusix NP HanpasreHUNM NPOEKTa PacnopPsXKEHWUSA B JaHHble CTPYKTYPHblE MoapasfaeneHns unu
yKa3aHHbIM JOMKHOCTHLIM NULaM, 3amMmecTuTent pykosoauTensa Annapara Cobpanus genytatos. MpoekT pac-
nopspkeHus MNpeacenarens CobpaHus AenyTaTtoB BUSMPYET pyKoBOAUTENbL AnnapaTta CobpaHus AenyTaTos.

8.6.12 TpoeKTbl pacnopsXXeHuii 0 HanpasneHun B crnyxebHble KOMaHAUPOBKM B Npeaenax Poccuiickoi
denepauun NoAroTaBNUBAIOT B COOTBETCTBMW C MOPALKOM M YCMOBUSIMU KOMaHAWPOBAHUS AenyTaTtos, Mo-
MOLLHWKOB AenyTaToB CobpaHua genytaros, paboTaloLwyx no CAyXeGHOMY KOHTPaKTy UfM CPOYHOMY TpyAo-
BOMY 10rosopy, cnyxawmx Annapara Cobpanus genytaroB B npeaenax Poccuiickoi degepauun (aanee no
TEKCTY — NOPsIAOK M YCIOBUSA KOMAHANPOBAHUS).

MpoexT pacnopspkenus MNpegceparens CobpaHusi AenyTaToB O HanpaerieHUn B CRYXeOHYI0 KOMaH-
AWPOBKY ANl y4acTusi B AeNyTaTCKMX CNyLIaHUAX, B KOH(pepeHUUsX, KpyrfbiX CTonax, CeMMHapax u apyrux
MepOonpUATUAX, MPOBOAMMbIX B COOTBETCTBUM C pelueHneM coBeta CoGpaHusa aenytatos, NOAroTaBNMBaloT
W BM3MPYIOT B CTPYKTYPHOM noapasaeneHnn, OTBETCTBEHHOM 3a NPOBEAEHME YKa3aHHOTO MEponpusitusi, B
KagpoBOoM noapasaeneHun, 3amectutenem pykosoautensa Annaparta Co6GpaHus aenyTaTtoB, pykoBOAUTENEM
Annapata CobpaHus aenyTartos.

MpoexT pacnopsxenusa Npeaceaarens Co6paHua AenyTaToB (3a UCKNIOYMEHUEM CIy4ast, TPeqyCMOTPEH-
Horo ab63auem BTOPbIM HACTOALLErO NYHKTA), 3amectutens Mpeaceaatena Cobpanua 4enyTaTos 0 Hanpasne-
HUM B cny>xebHyI0 KOMaHAUPOBKY AenyTaToB B npeaenax Poccuiickon deaepavymu BUSUPYIOT: HaYanbHUK NOJ-
pasaeneHusn, OTBETCTBEHHOIO 3a NOAroTOBKY NPOEKTA PAaCNOPSKEHUs], HAYaNbHUK KAAPOBOTO nNoapasieneHus,
pykosoautene Annapara CobpaHus genyTarTos.

MpoekT pacnopspkeHus pykosoautens Annapata CobpaHusa aenyTaToB, 3aMeCTUTENS pykoBoAMTEnNs
Annapara Co6panus AenyTaToB O HanpaBneHUn B CIy>KeGHYI0 KOMAaHAUPOBKY NOMOLLHMKOB J1€MNyTaTOB U Crly-
XKalMx BUSUPYIOT HaYanbHUK noapasgeneHusi, OTBETCTBEHHOIO 3a NOAFOTOBKY MPOEKTa PacnopsbkeHusl, Ha-
YyarnbHUK KaapoBOro NoapasaerneHus.

8.6.13 lpoexkT pacnopspkeHus Mpeaceaarens CobpaHusa AenyTaToB NO BONPOCaM MEXAyHApOAHON ae-
arenbHocTM CobpaHua AenyTaTtoB NOArOTaBNMBAIOT B NOAPA3AENEeHUN MEXAyHapOAHOro COTPYAHMYECTBA U
BU3UPYIOT €ro pyKoBOAUTENM, B KAAPOBOM NOApasAeneHuu, B NoapasaeneHnm no opraHu3aumoHHomy obe-
cneyveHunio aearenbHocT CobpaHua aenyTaToB, 93KOHOMWIECKOM NoAapasaeneHuu, noapasaeneHusx no 3a-
Kynkam, no couuansHoMy U TPaHCNOPTHOMY obecnedeHuto, NpoTOKONMbLHOMY obecneveHnio ouumnanbHbIX
meponpusaTui Cobpanusa aenytartos, YnpasneHuu aenamu CobpaHus AenyTaTos, NPaBoBOM MoApPa3AeneHnn,
pykosoautens AnnapaTta CobpaHus genyTaTos.

8.6.14 lpoekr pacnopsbkeHnsn Mpeacepartenss CobpaHua genyTtaTtos, pykosoautens Annaparta Co-
BpaHus genytaros, N0 (OMHAHCOBLIM BOMPOCAM M BONPOCAM MaTepuansHO-TEXHUYECKOro o6ecreyeHus, ocy-
LLEECTBINAEMOro 3a cyeT B1oaxeTHON cMeTbl CobpaHnsA aenyTaTtoB Ha COOTBETCTBYHOLLMI (DUHAHCOBLIN roj, B
TOM Y1CMe No Bonpocam npoleayp OCyLLEeCTBMeHUs 3akynok Ana obecneveHus gesatenbHoctu CobpaHusa ae-
nyTtatos u Annaparta CobpaHus AenyTaToB, BU3UPYIOT B NOApa3AeNeHnn CONpPOoBOXAEHNUSA 3aKyMnOoK, HavanbHu-
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KOM 3KOHOMMYECKOr0 NofgpasaeneHuns n npu Heo6Xxoa4MMOCTH B CTPYKTYPHBIX NoApasaeneHuax no npeameTram
BeaeHus. MNMpoexT pacnopspkenus MNpeacenarens CobpanHua aenytaros unu pykosoautens Annapara Cobpa-
HUSA IENYTATOB BU3MPYETCA Ha4arbHMKOM NnoapasaeneHnsa NpaBoBOro CoOAeNCTBUA CyObekTaMm 3aKkoHoaaTerNb-
HON [eATENbLHOCTU N NPABOBOrO obecneveHns aeatenbHocTu Annapara Co6paHus AenyTaroB, Ha4anbHUKOM
npaBoBOro noapasaenexus. lNpoekr pacnopsxenun Mpeacenarens CoGpaHua genyTaTtoB BUSUPYETCS 3amMe-
cTuTeneM pykosoautena Annapara u pykosogutenem Annapara CobpaHus aenyTaTos.

8.6.15 lMpoexT pacnopspkeHus Mpencenarens CobGpanus genytartos, pykosoautens Annapara Cobpa-
HWUA AEenyTaTtoB HaNPaBnSAOT HA NPABOBYIO 3KCNEPTU3Y NO PELLUEHUI0 PYKOBOAUTENS CTPYKTYPHOIO noapas-
ZleneHns, OTBETCTBEHHOrO 3a NOATOTOBKY NpoekTa pacrnopsieHus. MNpu aToM NpaBoBYO 9KCMepTU3y NpoekTa
pacnopspkeHns ¢ NOMeTKon «Cpo4HO» NPOBOAAT B CPOK HE Gonee Tpex AHEN.

Ecnun cpok NoAroToBky NPoeKTa pacnopsKEHUA HE YCTaHOBIEH NOPYYEHUEM, MPABOBYHO 3KCMEPTU3Y Bbl-
MOMHAIOT B CPOK He Bonee ceMu gHel ¢ MOMEHTa NOCTYNEHWS NPOEKTa PaCMoPsHKEHUS B NpaBoBoOe Noapas-
Jernexuve.

Mpn HeobxoaMMOCTU CPOK NPOBEAEHUs MPABOBOW IKCMEPTU3bl NPOEKTA PACMOPSHKEHUSA MOXET ObiThb
npoaneH. MakcumarnbHbIi CPOK NPOBEAEHUS NPABOBOW 3KCNEPTU3bl HE AOMKEH NPEBLILIATL 15 AHEI.

3KCnepTUsy NPoeKTa pacnopspKEeHNs Mo OCYLLECTBEHMIO 3aKynok Ans o6ecneveHus aestensHoctn Co-
6panus aenytatos u Annapara CoOpaHusi AenyTaToB NPOBOAAT B CPOk He Gonee nATU pabounx aHei ¢ Mo-
MEHTa MOCTYNNEeHNA NPOEKTa pacnopshkKeHUsi B nogpasaeneHue no 3akynkam.

MpencrasneHHbli B aNEeKTPOHHON hopMe ANs NPOBEAEHMS NPaBOBOW 3KCNEPTU3bl NPOEKT pacnopsbKe-
HUs fJorkeH ObiTb 3aBusupoBaH B CA[lMl ¢ CNONb30BaHWEM SNEKTPOHHOW NOANUCU PYKOBOAMUTENEM CTPYK-
TYPHOrO nogpasaeneHus, OTBETCTBEHHOIO 3a NOAroTOBKY MPOEKTa pacnops)XeHUs, PyKOBOAWUTENSMMU CTPYK-
TYPHbIX MOAPa3AeNeHUin, HaNPaBNeHNs AEATENbHOCTU KOTOPbIX NPEACTaBMIEHbI B NPOEKTE PACNOPSDKEHUS.

8.6.16 lpaBoBylo 3KCMEPTU3Y HE MPOBOAAT B CNy4ae NpeACcTaBleHUs HENOMHOTO KOMMNAEKTA JOKYMEH-
TOB M HapyLwweHusa TpeboBaHUI HOPMATUBHLIX AOKYMEHTOB. B 3TOM criyuae npeacTaBneHHbI NPOEKT pacro-
psbkeHusi 6e3 pacCcMOTPEHMs1 BO3BPALLAIOT CTPYKTYPHOMY NoApasfeneHuio, OTBETCTBEHHOMY 3a NOATOTOBKY
NpoeKTa pacnopsXXeHus, ¢ pa3bCHEHUEM NPUYNH BO3BpAaTa.

8.6.17 o pesynbTataMm NpaBOBON 3KCNEPTU3bl AOPAOOTAHHLIN NPOEKT PaCNOPSHKEHUSA NPeACTaBNSAIOT
Ha NOBTOPHYIO NMPABOBYIO 3KCMEPTU3Y CO CPOKOM UCNOMHEHNA He Bonee nATW AHen. [Ana npoekTa pacnopsxe-
HUA ¢ noMeTkon «CPOYHO» CPOK UCNOMHEHNA He Bonee Tpex AHEN.

8.6.18 lMocne npoBeaeHMs NPaBOBON 3KCMEPTU3bl BHECEHNE U3MEHEHUI B MPOEKT PACNOPSDKEHUS He
Jornyckaertcsi.

CornacoBaHHbIi B 3NEKTPOHHOI (hOpMe NPOEKT pacrnopsikeHust cpeacresamu CALl HanpaensioT B ce-
Kpetapuart pykosoautens Annapara CobpaHus aenyTarTos, rae pacnedarbiBaloT Ha COOTBETCTBYIOLEM GnaH-
ke. K 06beMHbIM JOKYMEHTaM npunararoT NOSCHUTENBHYIO 3anucky.

B TeueHune Tpex AHel nocne npoeeAeHNUs NPaBoOBOI 3KCNEepPTU3bl (38 UCKIIOYEHMEM Cy4Yaes, NpeaycMo-
TPeHHbIX B 8.6.19 HacToALLEro cTaHAapTa) NPoekT pacnopsxkeHus MNpeaceaarens CobpaHusa aenytatoB unu
pykoBoautensa Annapata CobpaHusa aenytaToB A0MmkeH ObiTb 32aBU3MPOBAaH 3aMECTUTENEM PYKOBOAUTENS An-
napara CobpaHua aenytaroB U npeacTaBneH pykosogutento Annapara Co6paHus aenyTatoB COOTBETCTBEH-
HO A5s BU3MPOBAHUA UMK NOAMNMUCAHUSA.

8.6.19 B cnyuasx, npeayCMOTpPEeHHbIX pernameHTom CobpaHusa aenyTaroB, NPOeKT HOPMATUMBHOIO A0-
KYMeHTa, yTBepxaaemoro pacrnopsbkeHmemM MNpeaceparena CobpaHus genytatos, pykoBoautens Annapara
CobpaHusa genyTaToB (aanee no TEKCTY — NPOEKT HOPMATUBHOTO JOKYMEHTA), A0 €ro YTBEpXAeHWUS Hanpas-
NAT Ha cornacosaHue B komuteT CobpaHua AenyTaTtoB, OTBETCTBEHHbIV 38 BONPOCHI OpraHu3aumm paboThl
CobpaHusa genytatos.

8.6.20 ConpoBoauTenbHOE MUCbMO O HanpaBneHUU NPOEKTa HOPMaTUBHOIO JOKYMEHTa Ha CornacoBa-
Hue B komuTeT CoBpaHNA AenyTaTtoB, OTBETCTBEHHLIN 3a opraHusauuio pabotel CobpaHus aenytartos, noa-
nuceiBaeT pykosoauTens Annapata CobpaHusi AenyTarTos.

Ecnu npu cornacosaHuun B komutete CobpaHua agenytatoB, OTBETCTBEHHOM 3a BOMPOCHI OpraHusauum
pabotbl CobpaHus genyTatoB, B NPOEKT HOPMATUBHOIO AOKYMEHTa BblfM BHECEHBI KOHLIENTYarnbHbIE U3Me-
HEHWUA, OH MOANEXMT NOBTOPHOMY COrMacoBaHWIO B CTPYKTYPHbIX NOAPAa3feneHusix u noBTOPHOM MpaBoOBOW
aKcnepruse.

8.6.21 Peructpauuio 8 CAQL 1 xpaHeHne NOANMHHUKOB pacrnopsbkeHuin MNpeaceaatena Cobpanua ae-
nyTaToB N0 OCHOBHOW AESATENbHOCTU C yKaszaTensMu paccbiiiki OCYLLUECTBAET nogpasaeneHne ohopmneHus
1 BbIMycKa HOpMaTUBHbIX akToB CoBpaHus AenyTaToB 40 nepegavun B nogpasgeneHne hopMupoBaHus apxu-
Ba CobpaHusa genyraros.
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Pernctpaumio n xpaHeHvwe nNoanNMHHUKOB pacnopsbkeHwii Mpeacepatens Co6paHua aenyTaTtos Mo Ka-
APOBbLIM BOMPOCaM, O CTPYKTYpE M LUTaTHOM pacnucaHun Annapata CobpaHus aenytaToB, 3amMecTuTens
Mpencenarens CoGpaHus aenyTtartos, pykoBoaguTens Annapara CobpaHus aenyTaTos, 3aMECTUTENS PYKOBO-
autensa Annapara CobpaHusa aenyTaToB C ykasaTensiMu paccChifiku OCYLLECTBNAET KaApOBOe noapasaenexHue
[0 nepefadv B nogpasgeneHue hopMmuposaHus apxusa CobpaHusa genyraros.

8.6.22 Paccbinky o6ecneunsaior:

- nogpasaeneHne o@OpMIEHNUS U BbIMyCka HOPMAaTUBHbLIX akToB CobpaHusa fenyTaTtoB — KONum pacro-
psxkeHun MNpeaceparens CobGpaHua AenyTaToB NO OCHOBHOW AEATENBHOCTU U BbIMMCOK U3 MPOTOKOMNOB 3ace-
AaHun CobpaHus 4enyTaToB, 3aBepeHHbIX NeYaTblo nogpasaeneHust oPOpPMIIEHUS U BbIMYCKa HOPMATUBHBIX
aktoB CobpaHusa aenyTaTos;

- KagpoBoe nogpasgeneHune — konuu pacnopsxexuii MNMpeaceparena CobpaHus AenyTaTtoB No Kaapo-
BbIM BOMpPOCaMm, O CTPYKType 1 LuTaTHOM pacnucanum Annapara CobpaHus genytatoB, KONUIN pacnopsKeHUi
pykoBoautena Annaparta Cobpanus aenytaToB no kagpoBbiM BOMPOCaM U KOMUii BbINMCOK U3 YKa3aHHbIX pac-
NOPSPKEHUN, 3aBEPEHHBIX NeYaThio KaAPOBOIo NOApa3aAeneHus;

- CTPYKTYPHOE noapasaeneHme—ucnonHuTenb — KOMUKU pacrnopsbkeHuii pykosoautens Annapara Co-
OpaHus aenyraroB u 3amectutensi pykoBoautens Annapata CobpaHus aenytatos N0 OCHOBHOW AeAATErb-
HOCTH.

[ocraBky agpecartam BbINMCOK U3 NPOTOKONOB 3aceaaHuin CobpaHusl AenyTaToB, KONUi pacnopshkeHunit
ocyuuectensert nogpasaenenue NOOO B COOTBETCTBUYU C yKa3aTenem pPaccbinku.

8.7 [lokyMeHTbI 3acejaHMi U COBELaHUIA

8.7.1 lMpotokonkl 3acepaHun CobpaHusa aenytaTos, 3acegaHuin cpakuuii B CobpaHum aenyrartos, Ko-
MWUTETOB U KOMUCcHi CobBpaHus aenyTaTtoB ohopMNAIOT Ha BnaHkax ycraHoBNeHHoro o6pasua. MNpoTokonb
3aceiaHuii cornacuTenbHbIX U CneLmanbHbIX KOMUCCUI, 3acefaHuin pabounx rpynn, 3aceaHuii CoBeLlaTenb-
HbIX (KOHCYNLTATUBHLIX) OpraHoB npu Mpeaceaarene CobpaHua AenyTaToB, APYrMX 3aceaaHunii U COBELLaHUi
0hOpPMNSAIOT Ha CTaHAAPTHbLIX NUcTax bymaru hopmara A4.

8.7.2 B npoTokone yka3biBaloT: HAMMEHOBAHME 3aceaHus UNu CoBELLAHUs, AaTy U MECTO NPOBEAEHUSA
3aceflaHna unu coseLlaHus, npeaceaarernbCTBYIOWEro, Y4CN0 U COCTaB NPUCYTCTBOBABLUMX, MOBECTKY AHS,
haMUnMn U uHMUMansl BbICTYNAaBLUMX, TEMbl BbICTYMNEHWUI, UX TEKCTbI NN KPATKOE U3NOXEHUE CoiepXKaHns
(npu OTCYTCTBUM CTEHOTrPaMMBbl 3aCEAaHUS), NMPUHATbIE PeLUEHUSI.

8.7.3 Kaxabli u3 BKIMIOYEHHbIX B MOBECTKY AHSA BOMPOCOB U3MaratoT B NPOTOKOIE MO CNeAYLLEN CXEME:
«CITYWWAINN — BbICTYNUNN — PELLIXNK (MOCTAHOBUITN)».

8.7.4 B cnyyasx, koraa B X0fe 3acefjaHus v COBELLIAHUSA BEAETCA 3BYKO3aMUCh, TEKCT CTEHOrPaMMbl
pacLumpoBbIBaOT U OPOPMAAIOT B MMCbMEHHOM BuAae. JIULO, OTBETCTBEHHOE B CTPYKTYPHOM noapasaene-
HWUK 3a NpPOBefEeHNE 3acCeAaHUs U COBELLAHWS, BU3UPYET OTNeYaTaHHbli TEKCT CTEHOrpaMMbl.

Ecnu TekcTbl AOKNaaoB NpeaoCTaBneHbl 3apaHee, OHW NpUnaratoTcsl K NPOTOKONY.

MpuUnoxeHHbIe K NPOTOKOMY NPOEKTbl JOKYMEHTOB, paccMaTpMBaeMbIX Ha 3acefaHUK UK COBELLaHNM,
TEKCTbl CTEHOrpamm, AOKNaA0B AOMKHbI ObITb 3aBN3MPOBaHbl OTBETCTBEHHBIMU UCMOMHUTENSIMU.

8.7.5 Mpotokon 3aceaaHns Wnu COBELLAHUS MOANUCLIBAETCS NpefceaaTeribCTBYIOLIMM Ha 3aceaaHum
UNnn coBeLuaHum.

MpoTokonbl NOMy4aloT CKBO3HYIO HYMEpauuio B Npeaenax cpoka cosbiea CobGpaHusa aenyTarTos, npoTo-
Konbl 3acefaHuii CornacuTenbHbIX U CMeuuanbHbIX KOMUCCUIA, a TaKkke BPEMEHHbIX KOMUCCHUI — B npeaenax
CPOKOB UX AE€ATENbHOCTU.

8.7.6 Mpotokonbl 3aceaanunii Cobpanus aenyratoB 0hoOpMIIAIOT B noapasaerieHun opOpMIeHUS U Bbl-
nycka HOpMaTuBHbIX akToB CoBpaHMs AenyTaTtoB Ha OCHOBaHMM CTEHOrpaMM 3acefaHuii u MaTepuarnos, pac-
cMaTpuBaeMbIX Ha 3acefaHusix. TEKCTbl YKa3aHHbIX JOKYMEHTOB pa3MeLLatoT B (hOHAE SNEKTPOHHBIX MHAOp-
MauUOHHbIX pecypcoB CobpaHus enyTaToB.

Paccbinky BbINMCOK M3 NPOTOKONOB 3aceaanuii CobpaHusl fenyTaToB OCYLLECTBIISIOT B COOTBETCTBUM C
NopsAAKOM BHYTPEHHEN PaCCbINKU.

MpoTokonbl 3acegaHuit CobpaHus agenytatoB opopMIisitoT He nosaHee 10 gHeN co AHSA NPoBeAeHust
3acefiaHusi CobpaHua aenyraros.

8.7.7 NMpotokonbl 3acenanuin pakumii B CobpaHun aenyratos, KOMUTETOB U komuccuin Cobpanus ae-
MyTaToB, BLINMUCKA U3 MPOTOKONIOB M MPUHATbIE PeLLEHUs], a Takke 3akniodeHust komuteToB CobpaHusa aeny-
TaToB Mo 3aKOHOMpPoekTaM 0POPMIIAIOT COOTBETCTBYIOLMMKM Annapatamu ¢pakuymin B CobpaHum aenyraTos,
KOMUTETOB U KoMUccuin CobpaHust 4enyTaToB.
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YkazaHHble NMpPOTOKOMNbl OPOPMNSIOT B CPOK, YCTAHOBMEHHbIW pykoBoauteneMm dpakuun B CobpaHun
JenyTartoB, npeaceaareneM KoMuTeTa, komuccum CobpaHus AenyTaTos.

8.7.8 lMpoTtokonbl AenyTaTckux cnyLiaHuin ohopmnaloT Annaparbl KOMUTETOB M Komuccuin CobpaHus
JenyTaroB, OTBETCTBEHHbIX 3@ NPOBEAEHME AenyTaTCKUX CryLUaHUN.

8.7.9 lMpoTokonbl 3acefgaHuii cornacuTenbHbIX KOMUCCUIA U crieymarnbHbIX KOMUceuin opopmnsaiot Anna-
paTbl COOTBETCTBYIOLLUX KOMUTETOB CoOpaHusa AenyTaToB B ABYX NOANUHHbLIX 9K3EMMNsSpax.

8.7.10 CreHorpammy 3acenaHus CobpaHus aenytaToB, pacluMpOBaHHYIO U pacnedyaTaHHylo B Noj-
pasaeneHun OpraHn3aumoHHOro obecneyeHus, no Mepe paclundpoBKM YaCTAMU NEPEAAIOT B NOAPA3AENEHUS
opraHusaumoHHoro obecneyeHuns sacegaHuit, OOOPMIEHNS U BbIMYCKA HOPMATUBHBIX aKTOB U PEAaKLUMOHHO-
nsgarensckux pabor CobpaHua genyraTos.

Bblaadvy konuii doparMeHTOB CTEHOrpamMmmel BO BpeMs 3acegaHus CobpaHus AenyTaToB OCYLLUECTBNSAOT
nogpasaeneHmem opraHu3aunoHHoro obecneveHuns saceganun CobpaHus genyTaToB Cregyowmm nuuam:

- genyraram, NOSIHOMOYHOMY NPeaCTaBMTENIO BLICLLETO AOMKHOCTHOIO nuua cybbekta Poccuinckon de-
Aepaunn B CobpaHum genytatoB — no UX YCTHOI NpockOe;

- MOMOLLIHMKaM AenyTaToB — Ha OCHOBAHUM NUCbMEHHbIX 3a8BOK AenyTaTtoB CobpaHus AenyTaros;

- npeacTasutensamM dyeaepanbHbiX OPraHOB roCyAapCTBEHHO BNacTu U OPraHoB rocyaapCTBEHHON Bha-
ctu cybvekta Poccurickon degepanmm — Ha OCHOBAHUM MUCbMEHHbIX 3as9BOK MOSTHOMOYHOTO NPeACTaBUTENS
BbICLLETO AOMKHOCTHOrO nuua cybbekta Poccuinckon degepaunn B CobpaHum aenyrartos;

- CNy>aLUmm CTPYKTYPHbIX NOAPa3aeneHunii — Ha OCHOBaHWM MMCbMEHHbIX 3aSABOK PYKOBOAMUTENEN COOT-
BETCTBYIOLUMX CTPYKTYPHbIX NOAPa3aeneHuin.

8.7.11 MoapasaeneHne pegakuMOHHO-M3gaTenbCKkmx paboT NoaAroTaBNMBaET TEKCT CTEHOrpammbl 3ace-
AaHns Cobpanua genytaTtoB K onyGnnKoBaHmIoO.

TekcT cTeHorpaMMmbl 3aceganuns CobpaHma genyTatoB, NOArOTOBAEHHLIN K 0NyOnuKoBaHuio, pasmeLla-
10T B POHAE SMEKTPOHHbIX UHPOPMALMOHHBIX pecypcoB CobpaHus aenyTaTos.

8.7.12 CteHorpammy 3acegaHua CobpaHusa genytaTtoB, NPOLUEALUYID NOATOTOBKY K ONybrukoBaHMIO
(aBTOPCKMIA N pefaKLMOHHbIA 9K3eMMNNAPbI), C BKOYEHHLIMU B HEE AaHHbLIMU PE3YNbLTaToOB perucrpauun m
roriocoOBaHWIN XPaHAT B NoApa3AeneHnn pefakuMoHHO-n3aaTenbCckux padboT A0 nepegaymn B noapasgeneHue
cdhopmupoBaHus apxusa CobpaHua genyrtaros.

8.8 MoaroroBka u opopmneHne NPoeKTa NopyveHUs (MpPoeKTa nepeyHs NopyYeHuUmn)
Mpeaceparensa Co6paHua genytaToB

8.8.1 MpoekT nopyyeHus (NPoekT nepeyHsa nopydeHun) Mpeaceaarena Cobpanust genyraTtoB (aanee no
TEKCTY — MPOEKT NOPYYEHUs1) NOArOTABNUBAIOT KOMUTETLI, KOMUCCUM COBpaHusa AenyTaTtoB UMM CTPYKTYPHbIE
nogpasgeneHus camocTosaTenbLHO Nubo no ykasauuio MNMpegceaarena CobpaHus aenyTaros.

[MpoekT nopyyeHns opopMnSIOT HA CTaHAAPTHbIX nNucTax bymarn hopmara A4. B npoekte nopy4yeHus
JOMXKHbI ObITh YKa3aHbl MHULMANbI U haMuUnum AOMKHOCTHbLIX NUL, — UCTIONHUTENEN NOPYYEHUs, COAEpXKaHne
NOpPyYeHUs1 U KOHKPETHbIE CPOKM UCTIOSNTHEHUS.

MpoekT nopyyeHus He AOMKeH cogepxatb POPMYNMPOBOK, AOMNYCKAIOLWMX HEOAHO3HAYHOCTL €ro Tos-
KOBaHUA.

8.8.2 [MpoekT nopy4yeHus, NOArOTOBMEHHbIN B 9NEKTPOHHON dhopme, pernctpupytor B CAL B CTPYKTYp-
HOM MOApasferneHnn, OTBETCTBEHHOM 3a NOATOTOBKY NPOEKTa NopyyeHus, ¢ npukpenneHnem Kk APK dhainos,
coaepXaLymx NPOeKT NOPyYEHUs: u Apyrne HeoBxXoaUMbIE JOKYMEHTbI B 9NEKTPOHHON dhopme. CornacoBaHne
NpoeKTa Nopy4yeHns OCYLLECTBAIOT AOMMKHOCTHBIE NKULIA C UCMONb30BAHUEM NEKTPOHHON NOANUCK CPeACcTBa-
mn CAOL.

8.8.3 lMpoekT nopyyeHusa BU3UPYIOT B CReaylowen nocneaoBarefnbHOCTU: B KOMUTETE, Komuccun Co-
OpaHusa aenyTaTtoB UNM CTPYKTYPHOM MOAPAa3fAeneHumn, OTBETCTBEHHOM 3a MOATOTOBKY NPOEeKTa nopy4veHus,
npu HeobxoAMMOCTU B APYIUX KOMUTETAX, KOoMuccuax CobpaHusa aenyTaTtoB Unm CTPYKTYPHbIX Noapasaene-
HWUSIX, B NPAaBOBOM MoApa3feneHun, 3aMmectutenemM pykosoautena Annapara CobpaHus aenytaToB, PyKOBO-
autenem Annapara CobpaHusa genytaTos.

[MpoekT nopyyeHus, peanusaumsa KOTOPOro notpebyeT pacxogoB 3a cHeT BIoaKeTHON cMeTbl CobpaHusa
JenyTaTtoB Ha COOTBETCTBYIOLLMIA (PUHAHCOBbLIV r04, NOAMNEXUT BU3UPOBAHUIO B 9KOHOMUYECKOM M NPaBOBOM
nogpasaeneHusx.

8.8.4 [MpoeKkT NoOpy4YeHuMsa NoAroTaBnMBaloT B CPOK, He npesbiwatowmin 10 gHer ¢ MOMEHTa NonyyYeHns
yKasaHus 0 NOAroTOBKE NPOEKTa NOPyYeHUst Unu ¢ Aatbl NpoBeAeHUs MeponpusaTus ¢ yyacruem MNpeacenare-
nsa CobpaHus aenyTaros, €CAU UM HE YCTAHOBMEH MHOW CPOK NOATOTOBKM MPOEKTa NOPYYEHUS.
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CornacosaHue B a1eKTPOHHOI popme npoekTa nopyyeHus cpeacrsamu CA v HanpaeneHue B cekpe-
Tapuar pykosogutens Annapara CobpaHua aenytaros AnA nedatu Ha GyMaXKHOM HOCMUTENeE U BU3MPOBAHUS
pykoBoautenem Annapara CobpaHusa aenyTaToB OCyLLECTBASIOT B CEMUAHEBHbIA CPOK C MOMEHTA NONy4YeHus
yKas3aHus 0 NOArOTOBKE NPOEKTa NOopy4YeHust.

MpoekT nopyyeHus nNo Bonpocam opraHusauuum meponpusTuii ¢ ydactuem lMpeaceaatena Cobpanun
AenyTaTos NOAroTaBfIMBAIOT, COMMACOBLIBAIOT U NPEAOCTABNSAIOT AN NOANUCAHUSI HE MO3AHEE, YEM 3a CEMb
AHeN A0 NPOBeAEeHUs MeponpUSTUS, eCNU MHOMN CPOK He YCTaHOBIEH B pesoniolum Mpeacenatena Cobpanus
AenyTaros.

8.8.5 TMpouecc noarotoBku NPOEKTa NOPYYEHUS KOHTPONUpyYeT cekpetapuar Mpeaceaatens Cobpanun
AenyTaToB, a TaKke cekpetapuar pykosogutensa Annapara CobpaHus aenyTtaroB ¢ ucnonb3osaimem CAQM.

8.8.6 lMpoekT nopy4eHusi, NOAroTOBNEHHbIN C HAPYLUEHMEM YCTaHOBNEHHbIX TPeGOBaHUI U HE nNpoLuea-
LUK HEO6XOAMMOrO COrnNacoBaHuUsl, BO3BPaLLAIOT B KOMUTET, koMuccuto CobpaHus 4enyTaToB Unu B CTPYKTYp-
HOe noapasfeneHue, OTBETCTBEHHOE 3a NOATOTOBKY NPOEKTa MOPYYEHUS.

8.8.7 MNMoanucanHoe (ytBepxaeHHoe) Mpeaceaarenem Cobpanusa aenyTartoB nopyyeHue (nepeyeHs no-
pyuyenwit) permctpupytot 8 CAJ[] B cekpetapuare Npeaceaarens CobpaHua aenyTaToB, CKAHUPYIOT U 0CTaB-
naotr agpecatam cpeacrsamm CAL 6e3 ay6nupoBaHua Ha GymaxHom Hocutene. MOANMHHUK NOPYYEHUN
(nepeynsa nopy4ennit) xpaHsaT B cekpetapuate Mpeaceaarens CobpaHus aenyTaros.

8.9 OdopmneHue pesontounii

8.9.1 Pesoniouus coaepxuT cneaylowme 3neMeHTbl: uHuUManbl u amunuio (haMmunumn) CNoNHUTENS
(ucnonHuTteneit), coaepXaHue nopyyveHuns, NoANMCL AOSMHKHOCTHOTO nuua u aary. Mpu Heo6xoaAMMOCTU B pe3o-
MIoLMKM yKasblBaOT CPOK MCMONHEHUA. Ecnu ucnonHutenei nopy4yeHns HeCKONbKO, TO (paMunus OTBETCTBEH-
HOro UCMOSTHUTENSA YKa3bIBAETCH NEPBOI UMN NOMEYAETCA COKpaLLEHUEM KOTB.».

8.9.2 Ha Bnankax pe3ontoumii, OTHOCALLMXCS K 3aperncTpupoBaHHbiM B CALLl AOKyMEHTaM, CTaBAT pe-
TMCTPaLMOHHbBIE HOMEPA STUX AOKYMEHTOB.

Ecnu pesoniouus 0THOCUTCA K AOKYMEHTY, He 3apeructpuposaHHomy B CA[, TO STOT AOKYMEHT noa-
nexut peructpaumn 8 CALL B CTPYKTYPHOM NoapasaeneHnn Kkak BXoaswmii (C MHAEKCOM «BX.»), MOCHe 4ero
pesontouus seoautca B APK. lokyMeHT ¢ pesontoumen MNpeaceaarens CobpaHus AenyrartoB, He 3aperucTpu-
posaHHbin B CAOA, nognexuT pernctpauun B CAOQ B nogpasgenenun MAOO, a pesonoums Beoautcsa B APK
B cekpetapuarte Mpeaceaarens CobpaHus aenyTartos.

8.9.3 Ecnu B pesonioumn K OKYMEHTY Ha BYyMa>kHOM HOCUTENE yKasaHO HECKOSIbKO UCMONHUTENEN, TO
Konuu pe3oniounMn U JOKYMEHTa HanpasnsaloT BCEM UCNONHUTENAM. NOANMHHMK HanpaBnstoT OTBETCTBEHHOMY
UCMOMHUTENIO.

OTCKaHUPOBAHHbIE JOKYMEHT M Pes3ontouus MOryT ObiTb HanpaBneHbl UCMOMHUTENSM CpPeAcTBaMu
CA[LQ B Buae anekTpoHHOro obpasa AOKYMEHTa W aneKkTPOHHOro obpasa pesonouun 6e3 ayGnupoBaHus ux
Ha BymaxkHoM HocuTerne. Mpu STOM NOANUHHUK AOKYMEHTa XPaHAT B Aene agpecara, KOTOPOMY NEPBUYHO Ha-
npaBneH 4OKYMEHT.

Pesoniouuto kK 9aNeKTPOHHOMY AOKYMEHTY, MOANMCAHHOMY 3MIEKTPOHHO NOANKUCLIO, OCPOPMIISIOT Ha Snek-
TPOHHOM BriaHke, NOANUCLIBAIOT ANEKTPOHHON MOANUCHIO U NEPEeAatoT ucnonuutenam cpeacreamu CALA.

8.9.4 OdhopmMmneHue 1 BBOA pesonioumn B APK oCyLLECTBAAIOT CRyXaluue, OTBETCTBEHHbIE 3a Aenonpo-
U3BOACTBO B CTPYKTYPHbIX NOAPA3AENEHUSIX.

8.9.5 [lokymeHTbl Ha Byma)KHOM HOCMUTENe C pe3ontouusiMnm pykoBoacTBa CoBpaHus AenyTaTtoB Unu
pykoBoacTBa Annapata CobpaHua AenyTaToB HanpaBnsiloT UCMONHUTENAM Yepes noapasaenenune MNAOO, a
3MEeKTPOHHbIe AOKYMeHTbl — cpeacteamu CAQL.

ONEeKTPOHHbIE JOKYMEHTBI C PE30SIIOLUMAMM, B KOTOPLIX OLUMBOYHO yKasaHbl UCMOMHUTENW, nognexar
Bo3spaTy cpeactsamu CA[[l B cekpeTapuar pykoBOoAWUTErns, noanucasLiero pesonouuio. Bosspar goky-
MEHTOB Ha OymMaXHOM HOCUTENE OCYLLEeCTBNAIT Yepe3 nogpasaenenune MNAOO. Pesonouun pykoBoagUTENEN
CTPYKTYPHbIX NOAPa3AeNeHuin NepeaatoT UCNONHUTENAM AaHHBIX CTPYKTYPHBIX NOApa3aAeneHnii YHepes cnyxa-
Lero, OTBETCTBEHHOIO 3a Aenonpou3BoACcTBO, 0 YeM B SPK genatoT cooTBETCTBYIOLLME MOMETKM.

8.10 MoaroTtoBKa, perucTpauma U paccbisika UCXOOALWMNX JOKYMEHTOB M TenerpaMmm

8.10.1 Moxoaswme AOKYMEHTbI OCPOPMNSAIOT Ha GnaHkax ycTaHOBMEHHbIX 006pa3uoB C YrNOBbIM MIK
NPOAOSbHbLIM PACMONOXEHNEM PEKBU3UTOB.

8.10.2 B cny4ae HanpaBneHnsa UCXOAALWNX 4OKYMEHTOB B rOCyAapCTBEHHbIE OpraHbl MOSHbIE NOYTOBbLIE
agpeca MOryT He yKka3sblBaTbCS.
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Mpu odhopMNeHUn apyrux MCXoAALLMX JOKYMEHTOB UCMOSHUTENU JOKYMEHTOB YKa3bIBaOT MOSHbIA No-
YTOBbI a4pec, BKOHAIOLLMIA NOYTOBLIN MHAEKC.

B cnyyae HanpaBneHusi UICXOAsILLEro AOKYMEHTa OAHOTO M TOrO XXe CoaepxaHusi 6onee 4Yem B YeTbipe
agpeca K HeMy npurararT NoANUCaHHbIN UCNONHUTENEM yKa3aTesb PacChIfKu.

HanpaBnsiemble BMECTE C UCXOASALMM AOKYMEHTOM MPUIIOXKEHUS (KPOME MPUIOXEHUIA, MOMNYYEHHbIX OT
opraHusauuin Unu rpaxkaaH M BO3BpaLLAeMbIX C faHHbIM JOKYMEHTOM) AOMKHbI ObITb NOANMCAHLI UMU 3aBU-
3upoBaHbl. [pu HaNpaBneHUMKU B KAYECTBE MPUMOXKEHWUA AOKYMEHTOB, NPeACTaBNSIOWMX LEHHOCTb (YA0CTO-
BEPEeHUA, nacnopra, AUMMOMbI, CBUAETENLCTBA, CyAeOHbIE NOBECTKM U TaK Aanee), UCXOAALMA JOKYMEHT
OTNPABMAIOT Kak 3akazHOe NMMCbMO UMK Kak BaHaeponb ¢ 0ObABNEHHO LEHHOCTLIO.

8.10.3 Ha nuueBoi nn6o Ha 060POTHON CTOPOHE NOCIEAHEr0 NMCTa AOKYMEHTA B JIEBOM HUXKHEM YNy
YKa3blBalOT haMunuio, uHuLmansl 1 Homep cnyxebHoro TenedoHa mcnonHuTens. JonyckaeTca ykasbiBaTb
haMunmio, MMsi, OTH4ECTBO UCMONHUTESSA MOMHOCTLIO, a TAKXKE aPEC €ro SNEKTPOHHOMN NOYTHI.

[aHHble 06 ucnonHuTene Ha NUUEBON CTOPOHE NOCIEAHEro NUcTa JOKyMeHTa 0pOPMNAIOT TOMbLKO ne-
YaTHbIM CNOCO6OM U LIPUTOM MEHbLUETO pa3Mepa, YeM LIPUGT TEKCTa NucbMa.

8.10.4 TMpoexTbl NCXOAALMX JOKYMEHTOB BUMPYIOT B COOTBETCTBMU C TPEOOBAHMSAMM, N3MOXKEHHBLIMU B
8.1.3 Hacrosiero craHgapra.

Konun ucxoaawmx JOKyMEHTOB (38 UCKMIOYEHMEM KCEPOKOMUIA), OCTaloLMecs B Aene, 3aBepsiioT chy-
»Xalluue, OTBETCTBEHHbIE 38 A4EMONPOU3BOACTBO B CTPYKTYPHOM NoApasaerieHun, oTMeTkoli «BepHox», aAaToii u
NWYHON NOANKUCHIO 3aBEPSIOLLETO.

8.10.5 CnyxeBHble TenerpaMmmbl (ganee no TeKCTy — Tenerpamma), Hanpasnsemble U3 Cobpanua age-
nytartos, opopMmnsoT 3a noanucamu Mpeacenarens CobpaHua genyrartos, 3amectutens MNpeacenarens Co-
OpaHua genytatoB, pykoBoguTenei cdpakumit B CoGpaHum genytatoB U UX 3aMeCcTUTenen, npeaceaarenei
KOMUTETOB, KOMUCCUIi CoBpaHuns aenyTaToB U UX 3amecTuTenen, genytaros CobpaHus AenyTaToB, pyKOBOAM-
Tens Annapata CoGpaHusa genyTaTtos, 3aMeCTUTENRA pykoBoauTena Annapara CobpaHusa aenyTaros.

Tenerpammbl 3a noanucamu [Npeacepatens CoGpanus agenytaTtoB, 3amectutenei lMpeaceparens
CobpaHusa genytatoB odbOpMNAOT MO kateropumn «Bbicwas npaBuTennLCTBEHHast cybbekta Poccuiickoit
degepauuny».

TenerpaMmmMbl 3a noagnucamu pykosoagutenen dppakumin B CobpaHun aenytatoB U UX 3aMecTUTEnen,
npeacenarenei KOMUTETOB, kKOMUccuin CobpaHus aenyTatoB U Ux 3amectutenei, aenytatos Cobpanus pe-
nytaTos, pykosoautensa Annaparta CobpaHus aenyraroB, 3amectutens pykosoautens Annapara CobpaHus
Aenytaros ohopMNAT No kateropuu «MNpaButensCTBeHHas cyobekTa Poccuiickoin degepauumns.

B cnyyae HeoGX04MMOCTM OTNPABKU CTPYKTYPHLIMU MOAPAa3aeneHUAMU UCXOAALUMX AOKYMEHTOB C no-
MeTKOW «CpoyHO» A0MnycKaeTc UX oopMneHue TenerpamMmon 3a noaAnUCHI0 PYKOBOAWUTENS CTPYKTYPHOIO
noapasaeneHus, a Takke nuu, UMeKLMX J0BEPEHHOCTb, BbiAaHHyto MNpeaceaatenem CoGpaHus aenytaTos
unn pykosogutenem Annapara Cobpanus genytatoB. OTnpaBKy TenerpaMm 3a NOANUCHLIO pyKoBoaUTENEN
CTPYKTYPHbIX NoApasaeneHui, a Taioke nuu, UMeloLLMX I0BEPEHHOCTb, OCYLLECTBRAET noapasaenenue NAA0
no kateropumn «Cpo4vHasy.

8.10.6 Tenerpammel kateropuu «lMpaButenbcTBeHHasn cyGbekTa Poccuiickon deaepauuny oopmnsior
Ha BraHkax yCcTaHOBMeHHbIX 06pasLioB.

8.10.7 OGbem TekcTa TenerpaMmel, He AOIHKEH NpeBbiwaTe 90 CNOB, BKNIOYAA PEKBU3UTLI OnaHka.

8.10.8 B tenerpamme ykasbiBalot TenerpadHbii aapec, npu ero OTCyTCTBUM — NOYTOBLIN agpec. Mpu
oTnpaske MEeXAYHapOoAHOW TenerpaMmMbl aApec ykasbiBaloT NaTUHCKUMK GykBamu.

8.10.9 Tenerpammy, oTnpaBsnsiemMyio B YeTbipe U Bonee agpecos, NepeaaloT Ha OTNpPaBKy C ykasaTenem
pacchbInku, 3aBU3MPOBAHHEIM UCMIOSNTHUTENEM M COAEPKALUUM aapeca, Ha3BaHUA OpPraHn3aumii, B KOTOPbIE OHA
HanpasnseTca, unu agpeca, amunuu v uHMUMansl rpaxxaaH. B tenerpamMme B Mecte ykasanus tenerpadgHo-
ro UM NoYTOBOrO aJpeca AenarT 3anuck «Paccbinka no CNMCKy».

8.11 MoparoroBka u ochopMmneHune ykasatenein paccbisiku AOKYMEHTOB, MaTepHasnoB, NeYyaTHbIX
W 3MEKTPOHHbIX U3OAHUN

8.11.1 Ykasarenu pacCbifiku UCMOMb3YIOT B LIENAX pacnpoCTpaHeHUs AOKYMEHTOB, NpeaHasHauYeHHbIX
rpynne agpecaros, nocrynatowux B CobpaHue aenytaTtos Unm oTnpaensembix u3 CodpaHua genytaroB ycra-
HOBIEHHbLIM TUPAXKOM.

8.11.2 Ykasarenb paccCbifik COAEPXUT NepeveHb agpecatoB JOKYMEHTOB, MaTepUanoB, U3AaHui Kak
BHyTpu CobpaHusa AenyTaToB, Tak U 3a ee npegenamMu, a Takke AaHHbIEe 0 KOSIMYECTBE 9K3EMNIISIPOB AN Ka-
[oro agpecara. Ykasarenb paccbliiku 0pOpMASAT B COOTBETCTBUM C TUNOBLIM 06pasLoM.
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8.11.3 Ykasarenu paccbifniku NoapasfensiioT Ha pasoBble M TUNOBbLIE (ANMTENLHOTO CPOKa AEUCTBUS)
ANA NEPUOANYECKN paCcChbINaemMblX JOKYMEHTOB.

8.11.4 Pa30BbIit ykazaTenb PaccChifiku COCTABMAIOT B CNyYyae OAHOKPATHOIO HaMNPaBNEeHUs 0KYMEHTOB,
mMaTtepuanos, TenerpaMMm 1 U34aHuin agpecaram.

B cooTseTCTBUM C pa30BbLIM yKa3aTenem pacchifniku pacnpoCcTpaHsATCS Kak NpaBuio, MHGOPMaLUOHHO-
CnpaBoYHble MaTepuansl, UCXOAALUME JOKYMEHTLI U Tenerpammel OHOTO M TOTO XXe COAEpPXXaHus, HanpaBns-
emble Gonee 4Yem B YETLIPE agpeca.

8.11.5 Pa30Bblil yka3aTenb pacChbifiku COCTaBnseT UCNONHUTENb AOKYMEHTa (MaTtepuana), noanucbiBa-
€T UCMOMHUTENb U PYKOBOAMUTENb CTPYKTYPHOIO NoApasaeneHus.

Ykasarenb pacChifku UCXOOALUMX JOKYMEHTOB AenyTara A0ShKeH ObiTb MOANUCAH AENnyTaToM.

8.11.6 Pa30Beblil yka3aTens pacchinkn JOKYMEHTOB, MaTepuanoB NMPEACTaBNsAETCA B noapasgeneHue
MAafo emecte ¢ paccbinaembiM JOKYMEHTOM, MaTtepuanom U XpaHAT B yKa3aHHOM nogpasgeneHuu nocne
pacchbInku AOKYMEHTa, Matepuana B Te4EHNE LIECTN MECALIEB.

8.11.7 TunoBoW ykasaTenb paccChifiki COCTaBIAETCA B Cny4ae, ecrnu COCTaB aapecartoB AOKYMEHTOB,
maTtepuanos OAHOrO M TOrO & BMAA OCTAETCA NOCTOSIHHBIM B NpeAaenax co3biea CobpaHus aenytatos unu
KaneHaapHoro roga U COOTBETCTBEHHO YTBEPXKAAETCA HA CO3bIB UMW r0f, C BHECEHMEM U3MEHEHUI NpU He-
06X0ANMOCTH.

B cooTeeTCTBMM C TUNOBLIM yKa3aTenem pacchIfiki, Kak NPasuno, pacnpoCTPaHEHMIO Noanexar:

- HOPMaTUBHbIE NPABOBLIE aKThl, B TOM Yncne ¢ nometkon «ACM», nocrynalowume B CobpaHue genyta-
TOB YCTaHOBMEHHLIM TUPaXom U3 Arnnapara MocyaapcteeHHon Aymel epgepansHoro Cobpanusa Poccuinckon
®epepaunn, Annapara Coeera deaepauun ®eagepansHoro Cobpanusa Poccuiickoi Peaepauun, Annapara
opraHa UCMonHUTENbHON BNacTu cydbekta Poccuiickon deaepauuu;

- NepuoguYeckue neyaTHole usgaHua degepaneHblX U PEerMoHanbHbIX OPraHOB rOCYAApCTBEHHOMN
BnacTu;

- noctaHoBneHuss CobpaHusi AenyTaros;

- BbINUCKM M3 MPOTOKONOB 3aceaaHuii CobpaHua aenyrartos; CTeHOrpammbl 3acepaHuii CobpaHus
AenyTaros;

- BbINUCKKM M3 NPOTOKONOB 3acefaHuin coseta CobpaHus aenyraros; nopyyeHusa CobpaHus aenyTarTos;

- pacnopspkeHus MNpeacenarensa CoOpaHusa AenyTarTos;

- JOKYMEHTbI U MaTtepuarsl, NpefHa3HaYeHHble ANsi paccMOTpeHusl Ha 3acefaHusix CobpaHusa aenyTaTos.

8.11.8 Tunoeon ykasatenb paccbifiku, 0HOPMIEHHbIN CTPYKTYPHbIM NoagpasgeneHuemM U NoANUCaHHLIN
€ro pykoeoauTENEM, YTBEPKAAET 3aMEeCTUTENbL pykoBoauTensa Annapara Cob6paHus aenyrartos.

8.11.9 MoANMHHWK TUNOBOIO yKa3aTerns pacCbifiku XPaHAT B MOArOTOBUBLLEM €0 CTPYKTYPHOM noapas-
AeneHun 40 MMHOBAHUS HAA0BHOCTU U YHUUTOXKAIOT MO aKTy YCTAHOBMEHHOW hOPMbI.

Konuio TMnoBoro ykasarensi paccbinku nepegaior B nogpasgenenue NOAO AnA ucnonb3oBaHusA B
pa6orte.

8.11.10 Mpu Heo6x0AMMOCTU OAHOKPATHOrO U3MEHEHMUs1 COCTaBa apecaToB TUMOBOFO yKkasaTtensa pac-
CbINKKN €ro yTeepxaeHue samectutenem pykosoaurens Annapara Cobpanus genyraroB He Tpebyercsa. Konuio
M3MEHEHHOrO yKa3atens pacCbinku, NOANMCAHHOTO PYKOBOAUTENEM CTPYKTYPHOIO noapasaeneHus, noaroro-
BMBLLETO AOKYMEHT, MaTepuan K paccbiyike, BMECTE C pacChlniaeMbiM JOKYMEHTOM, MaTepuanom nepeaaioT B
noapasaeneHne NPOxXoXAeHUs JOKYMEHTOB U JOKYMEHTALMOHHOIO 00ecneyeHns Ans UCnonb3oBaHus B pabo-
T€ U XPaHUTCA B HEM B TEYEHMNE LLIECTN MECSLIEB.

8.11.11 Ykasatenb paccbinku mu3gaHusa CobpaHuss aenytatoB oOpMIsSieT CTPYKTYpHOE noapasaene-
HUe, OTBETCTBEHHOE 3a NOArOTOBKY PYKOMUCH, BKIMIOYEHHOW B NNaH Bbinycka naaaHui Cobpanua aenytaros.

Ykasarenb paccbinku nsgaHus CodpaHusa aenyraroB, NOANMCAHHLIA PYKOBOAUTENEM CTPYKTYPHOTO noa-
pa3aeneHus, OTBETCTBEHHbLIM 3a MOATOTOBKY PYKONUCH, BMECTE C PYKOMUCHIO U3AaHUsS NPEAO0CTaBNAIOT B NOA-
pa3saeneHue opraHM3auMOHHOro obecneyeHunsi 3aKoHoOAATENbHOTO NpoLecca.

MoapasgenexHue peaakuMoHHO-u3aaTenbckux pabor B yCTAHOBNEHHOM Nopsiike obecnevuBaer corna-
coBaHMWe yKkasaTens paccCbinku W3faHusa v NpeacTaBnseT 3amecTuTento pykosoautens Annapara Co6paHus
AenyTaTos ANA YTBEPXAEHUA.

8.11.12 NoanuHHKMK ykasaTtensi paccbinku usgaHua CobpaHus AenyTaToB XPaHAT B TEYEHUE Cpoka
ero AeicTBuA B NoapasaeneHun peaakyMoHHO-U3aaTenbCckux paboT U YHUUTOXAIOT MO aKTy YCTAHOBIEHHON
dopmbl.
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9 Peructpauus v oTnpaBkKa ucxoasiliux AOKYMEHTOB

9.1 Peructpaumio ucxogawmx aokymeHtos 8 CAQL] o6ecneunsaior:

- nocraHoBneHun CoGpanua genyraros — noapasgenexue NAQoO;

- JOKYMeHTOB, noanucaHHbix MNpeaceparenem CoGpaHua aenytaroB, 3amectutensmu MNpeacenarens
Cobpanua aenyrartos, pykosogutenem Annapara CobpaHusa AenyTaToB, 3aMeCTUTENSMU PyKOBOAMTENA An-
napara CobpaHus agenytatoB — COOTBETCTBYIOLLME CEKpeTapuarhl;

- CONpOBOAUTENbHBLIX NMCEM, noanucaHHbix MNpeaceaarenem CobpaHua AenyTaToB, K 3aKOHOMPOEKTam
1 3aKOHaMm — noapasaeneHune oopMIeHns 1 Bbilycka HOpMaTUBHLIX akToB CobpaHua aenyTaros;

- CONPOBOAUTESNBbHBLIX NUCEM K NOCTAHOBNEHUAM CoOpaHnA AenyTaToB O HanpaBnNEHUU AENYTATCKUX 3a-
NpOCOB - NoApa3sAeneHne opraHn3aunMoHHOro obecneveHus saceganuii CobpaHus aenyTaros;

- AOKYMEHTOB COrfacuTenbHbIX U CneLuanbHbIX KOMUCCUI, CO3aHHbIX B CBSI3U C OTKIIOHEHMEM 3aKOHOB
cyobekTa Poccuiickon deaepauum BbICLLMM AOIMKHOCTHLIM NULOM cybbekta Poccuiickoit deaepauuu, noa-
NUCaHHbIX conpeaceaarensMm KOMMCCHIi — Annaparbl OTBETCTBEHHbLIX KOMUTETOB CoGpaHus aenyraTos;

- [JIOKYMEHTOB, NOANUCAHHBLIX AenyTaTaMn — NOMOLLHUKN AeNyTaToB;

- JIOKYMEHTOB CTPYKTYPHbIX NOApPasAeneHuit — OTBETCTBEHHLIE 3a AENONPOU3BOACTBO B CTPYKTYPHbIX
noapasaeneHusix.

9.2 OTnpaBske noanexar ucxoaslme AOKYMEHTbI 3a NoANUCLI0 pykoBoautenen CobpaHusa aenyratos
BCEX YPOBHEW, PyKOBOAMTENEN CTPYKTYPHBLIX NOAPA3AENEHUI B COOTBETCTBUU C UX MOMHOMOUYMSIMU, @ TAKKe
cny>aLmx B COOTBETCTBUU C AoBepeHHOCTAMU MNpeaceaatena CobpaHua aenyTaTtos unu pykosoautensi An-
napara CoOpaHus AenyTaToB nNpu NPeacCTaBneHnn B YCTAHOBNEHHOM NOpsiAke 3aKOHHbIX UHTepecoB Cobpa-
HUA aenytatoB U Annaparta CoGpaHusa aenyTaTos B npeaenax noHOMOYMI, NPeA0CTaBNEeHHbIX YKasaHHbIMU
JOBEPEHHOCTSIMMU.

9.3 OTnpasKy ucxoaawwmx AOKYMEHTOB ocylwiecTsnfaer nogpasaenedue NANO nocne npoBepku npa-
BUNBHOCTU 0CHOPMNEHUA U perncTpauuun aokymentos B CAAL.

9.4 Ha ucxogswem AokymeHTe, sapeructpuposaHHoMm B CA[Jl, CTaBAaT perucTpaumMOHHbIA HOMEP W
hary perucrpauum.

B cnyuae, ecnu AOKYMEHT NOATOTOBNEH COBMECTHO HECKONMbKMMU CTPYKTYPHLIMU NOApasaeneHusiMm,
ero peructpupyiotr 8 CA[1[] TONbKO B OAHOM U3 3TUX CTPYKTYPHBIX NOAPA3AENEHWIA.

PerucrpaunoHHbIil HOMEP UCXOASALLET0 AOKYMEHTA COCTOUT U3 MHAEKCA CTPYKTYPHOIO MoApasfaeneHus
B COOTBETCTBUM CO CMMCKOM MHAEKCOB AMnsi opraHm3auum cnyxebHomn nepenucku B CobpaHum 1enyTaTtos U B
Annapate CobpaHus aenyTaToB (aanee no TEKCTY — CNUCOK MHAEKCOB), HOMEpA Ziena no HOMEHKNAType aen
1 NOPSAAKOBOro HOMEpAa B Npeaenax roaa.

CnncoK MHAEKCOB YTBEMKAAET 3amMecTuTenb pykoBoautena Annapata CobpaHus aenytaroB no npea-
CcTaBneHuto nogpasaenenna NTOO.

Ha ocHoBaHun noctaHosneHuii CobpaHusa genytaTos, pacrnopsxeHuii MNpencenarens Cobpaxus geny-
Taros nogpasaenenve NTOO BHOCUT naMmeHeHnst B CNMCOK MHOEKCOB.

9.5 Mcexoaawme oKyMeHThl nepeaarot B nogpasaenedne UTOO Ha oTnpaBky B AeHb UX peructpauuu.
McxoasaLume AOKYMEHTbI C MOMETKON «CPOYHO» OPOPMITAIOT Cpa3y e Nocrne ux nocTynneHust U 4OCTaBMSAOT
agpecartaM B YCTAHOBMEHHOM NOpPsiAKe.

Mcxoasiume AOKYMEHTbI HA 3MEKTPOHHBIX HOCUTENsAX (ayauo- U BUAEOKACCETbl, KOMMAaKT-4MCKU, AUCKE-
Tbl U TaK Janee) K OTNpaBKe HE NPUHUMALOT.

9.6 Vcxoasuwme AOKYMEHTbl Ha OYMaXKHOM HOCUTENEe MOANUCHLIBAOT COBCTBEHHOPYYHOW MOANUCHIO
AOMKHOCTHOro nuua unu genyrara CobpaHus genytaros. Konuu 3aperucTpupoBaHHOro U nepeaaHHoro ans
OTNpPaBKknW JOKYMEHTa U MPUNOKEHU K HEMY CO BCEMW HEOOXOAMMBIMM BU3aMU XPaHAT B CTPYKTYPHOM NoA-
pasaeneHun, NOAroTOBMBLUEM JOKYMEHT, A0 Nepeaadu B nogpasgeneHne popmuposanusa apxusa CobpaHus
JenyTaToB N0 A0 YHUHTOXEHUSI MO UCTEYEHUM CPOKOB XPaHEHUS.

[Insa oTnpaBku AOKYMEHTA OAHOIO U TOTO e COAEP>KaHUs HECKONMbKUM agpecaTaM B COOTBETCTBUM C yKa-
3aTeneM pacchinku B noAapasaeneHne MHMOPMaLMOHHO-TEXHONOMMYECKOr0 U AOKYMEHTaLUMOHHOro obecne-
YeHUs1 nepearoT 3K3eMNAp AOKYMEHTa ¢ COBCTBEHHOPYYHON MOAMUCHI0 AOMKHOCTHOMO NUua unu aenytaTa
(NOANUHHMKK), KOTOPLIN OCTAETCA B YKasaHHOM MoApasaeneHn Ha XpaHeHun, n HeobxoaumMoe KONMYecTBO ero
KONWi ANns HanpaeneHus agpecartam.

MsrotoBnexue u nepeaady B nogpasgenexue NAAO HeobxoaMMOro Tupaxka 4OKYMEHTOB A PaCChINKu
obecneynBaeT UCNOMNHUTESb AOKYMEHTA.

9.7 [okyMeHThI, HE coAepallme HeOOX0aAMMbIX ANA OTNPABKW PEKBU3UTOB, MPUHUMAIOT TOMbLKO C CO-
NpoBOAUTESNbHLIMU NMUCbMaMU (32 UCKMIOYEHMEM NOCTaHoBMNeHnt CobpaHus aenyTaTtoB U APYrMX AOKYMEH-
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TOB, HanpasnseMblX agpecaraM B COOTBETCTBUW C YTBEPXAEHHbIMU yKa3aTensiMmu paccbliiku) CO BCEMU Npu-
NOXEHUAMU U B HEOOXOAUMOM KOMNMYECTBE SK3EMMNAPOB.

9.8 [oKyMeHTbl, NpegHasHavYeHHbIe ANA OTNpaBku 3a npeaensl Poccuiickon degepauun (3a UCKnode-
HMEM rocyaapcTe — yyacTtHukoB CogpyxxectBa HezaBucumbix FocyaapcTs), 40MKHbI ObITb NepeaaHbl Ha OT-
npaBKy C YKasaHWeM Ha OTAENMbHOM nucte Bymaru agpeca Ha COOTBETCTBYIOLLEM AA3bIKE.

9.9 lNpaBnnbHOCTL OPOPMMNEHNA AOKYMEHTOB NpoBepAloT B nogpasaeneHun ATHO.

HenpaBunbHO 0hOpMNEHHbIE JOKYMEHTbI K OTNPaBKe HE NMPUHUMAIOT.

[ns oTnpaBku [OKYMEHTOB, 3@ MCKIIIOYEHMEM AOKYMEHTOB, NOAMUCAHHBLIX AenyTataMu, UCMOonb3yoT
KOHBEPTbI YCTAHOBMNEHHOTO 00pasua.

[OKyMeHTbI, nognMcaHHble AenyTaTtoMm, oTnpasnaeT nogpasaeneHne UTAO B KOHBepTax C HAANUCHIO:
«Jenytar CobpaHua genyTaToBy.

9.10 B 3aBMCMMOCTM OT CoAepXkaHus, CPOYHOCTM M agpecaumun AOKYMEHTbI AOCTaBMAT agpecaram
NOYTOBOW CBA3bIO, PeNbAberepckoin CBA3bIO UNN NepeaatoT no Tenerpady B COOTBETCTBUM C YTBEPHAEHHbLIM
nopsAKOM.

Mcxopsme aokymeHTbl, noanucaHHele MNpeaceaatrenem CobpaHusa aenyraTtos, 3amectutensamu Mpea-
ceparena CobpaHusa genytatoB U HanpaensieMble B rOCyAapCTBEHHbIE OpraHbl, AOCTaBNSIOT denbaberep-
CKOWi CBI3bl0. HE0BX0AMMOCTL €€ UCMOoNb30BaHUs ANA AOCTaBKU A0KymeHToB CobpaHusa aenytartos, Annapa-
Ta CobpaHusa aenyTaToB B APYrux cny4vasx onpeaenser pykopogutens Annapara CobpaHusa AenyTaTtoB unm
pykoBoauTens cekpetapuara Npeaceaarensa CobpaHua aenytaTos.

JOoKymMeHTbI, HanpaBnsiemMble No AOMALLHUM aapecam, AOCTaBMAT NOYTOBON CBA3bIO.

MoyToBbIE K TenerpadHble oTnpaBneHus genytatoB CobpaHusa AenyTaTtoB NPUHMMAIOT HA OTNPAaBKy B
noapasaeneHun NTAO B COOTBETCTBUM C Nopsaagkom obecneveHunsi agenytatoB CobpaHua genytaTtoB noyTOBOM
n TenerpadHoi cea3blo B CobpaHum genytatoB u cybbekte Poccuiickon degepauum B npegenax Cymm nu-
MUTOB Ha MCMOMb30BaHME NOYTOBON U TenerpadHoON CBsI3N, YCTAHOBMNEHHbIX peLueHneM Komuteta CobpaHus
JenyTaroB, OTBETCTBEHHOrO 3a BONPOCHI OpraHu3auun pabotel CobpaHus aenyTarTos.

10 KoHTpOnb UCNOMTHEHUS JOKYMEHTOB U NOPY4YEHUN

10.1 OpraHu3auusa KOHTPONA UCMOSTHEHMA AOKYMEHTOB U NOPYUYEHUN

10.1.1 KOHTpONb MCNOMNHEHUS AOKYMEHTOB M MOPYYEHUIN, OCYLLECTBNSAEMbIN B CTPYKTYPHbIX Nogpasae-
NEHUsIX, HanpaerneH Ha CBOEBPEMEHHOE NX UCTIONTHEHUE U BKITIOYAET B ceBs1 NOCTAHOBKY HA KOHTPOIb, aHanu3
X0[a U Pe3ynbsTatoB UCMIONMHEHUSA JOKYMEHTOB U NOPYYEHU, CHATUE UX C KOHTPOIS, HanpaBneHne UCMNONHEH-
HOro IOKyMEHTa B 1€N0, MHPOPMUPOBAHUE PYKOBOAUTENEN O pe3ynbrartax UCTONHEHUS.

10.1.2 NcnonHeHue nopyyernnii CobpaHna genyTaTtoB U NOCTYMMEHME OTBETOB Ha AenyTarckue 3anpo-
Cbl KOHTPONUPYET NoApasfaeneHme opraHu3auuoHHoOro obecneyeHus 3aceganHu CobpaHusa enyTaTos.

McnonHeHue nopy4veHun (nepevHen nopyyeHuin) MNpeacenatens CobpaHua aenyTaros, a Takke nopy-
YeHUI, cogepxaLumuxcs B pacnopspkeHusax u pesonounsix Npeacegarens CobpaHua aenytaTtoB (3a UCKMOYe-
HMEM BOMPOCOB, CBSI3AHHbIX C AeATENbHOCTLIO AnnapaTta CobpaHusa AenyTaToB), pe3ontouunsax 3aMmectutenei
Mpenceparens CobpaHusa AenyTaToB, KOHTPONUPYKOT COOTBETCTBYIOLLME CeKpeTapuartbl, €Cnu B pacrnopsixe-
HUW UNKU PE3OTNIOLIMU HE OMPEAENIEHO MHOE.

MicnonHeHune pacnopspkeHuii n nopydeHun (nepevHen nopyvenun) Mpeaceaarens CobpaHusa aenytaTtos
no Bonpocam aesAtenbHocT Annapara CobpaHusa AenyTaToB, pacnopsKeHUW U NOpydeHuii (nepedHen no-
py4yeHuin) pykosoautensa Annapata CoGpaHusa aenyTaTtoB, MOPYYEHUi (NepedHen NopyyYeHuin) 3amectTuTens
pykoBoautensi Annapara CobpaHusi aenytaTtoB KOHTPONUPYET cekpeTapuar pykosoautena Annapara Cobpa-
HWUA AenyTaTos.

CpOKM MCMONHEHUS MOPYYEHUIN PYKOBOAUTENEW CTPYKTYPHbIX NOAPa3geneHnin KOHTPOMMPYIOT Cryka-
LiMe, OTBETCTBEHHbIE 3a AeNONpPOU3BOACTBO B CTPYKTYPHbIX MOAPA3AENEeHUsX.

10.1.3 [JOKyMEeHTbI U NOPYy4YEHUS UCNONHAIOT B CPOKM, YCTAHOBIEHHbIE 3aKOHO4aTeNIbCTBOM POCCUMINCKON
depepauum, noctaHoeneHusimu CobpaHus AenyTaTtoB U HOPMAaTUBHbIMKW JOKYMEHTaMW, YTBEpXAaeMbiMU
pacnopspkenusimu Mpeacenarens CobpaHua genytaToB unu pykosoautenst Annapara CobpaHus genyraTos.
Cpoku ucnonHeHus MoryT ObiTb ONpeaeneHbl Takke B pe3ontoummn (MopyyYeHnn) pykosoautens. B cnyyae He-
00X04MMOCTU CPOK UCTIONHEHUS nopyveHna Cobpanus aenytaTtoB MOXeET ObiTk npoaneH Mpeacenarenem Co-
OpaHusa genyTaTos.

PeweHusi coBeta CobpaHusa aenyTaToB UCMOSMHSIIOT B CPOKU, YKa3aHHbIE B PELLEHUSAX, a NPU OTCYTCTBUM
TaKkuUx yka3aHuii — B Te4EHME 0AHOro Mecsaua.
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10.1.4 Tpu nepepaye Ha UCNOMHEHUE LOKYMEHTOB C NOMETKOW «CPOYHO» Mnu «OnepaTnBHO» UCMOSb-
3YIOT CUrHanbHbIE APMbIKK, NPUKPENMEeHHbIE K 9TUM AOKYMeHTaM. [JOKYMEHTbl C NOMeTKOW «CpOYHO» UCMON-
HSIOT B TPEXAHEBHLIN CPOK, C MOMETKON «OnepatuBHo» — B 10-AHEBHbIN CPOK, 6e3 ykasaHusi cpoka — B
TeyeHune ogHoro Mecsua. Cpok UCMONMHEHUSA UCHUCTIAIOT B KaneH4apHbIX AHSIX C AaTbl NOCTYMNEHUS JOKYMEH-
Ta ucnonHuteno. Ans obpalleHuin n 3anpocoB rpaXkaaH CPOK UCMOSNTHEHNUST UCUNCNAIOT C AaTbl perucTpauum
oGpauwieHun unu 3anpocos rpaxkaad B CALL.

CpoK UCNOSTHEHUA MOPYYEHUI NCHUCAAIOT B KaneH4apHbIX AHAX C AaTbl nognucaHusa pesontouui (no-
pyqeHuin).

Ecnu okoH4YaHMe Cpoka UCMONHEHUS MOPYYEHNS NPUXOAUTCA HA HEpabouuit ieHb, OKOHYaHWeM Cpoka
UCMOMHEHUS MOPYYEHNSA ABNAETCA pabounii AeHb, CNeayoLwmMin 3a Hepabouum AHEM.

Mpu HeOBX0AMMOCTM NPOANEHUA CPOKA UCMOMHEHNUS MOPYYEHUSA HA UMS AOMKHOCTHOTO NWLa, AABLUErO
nopy4eHue, 10 UCTEYEHUS CPOKa (C YYETOM BPEMEHU ANA NPUHATUS PELUEHUS AOMDKHOCTHBIM NULIOM, AaBLUUM
nopyyYeHne) NpeacTaBnalT MOTUBMPOBAHHYIO NPOCLOY O NPOANEeHUU CPOKA UCMIONMHEHUS, HO HE Bonee yem Ha
OAWH MecsiL.

10.1.5 Ecnu nopy4yeHue AaHO HECKONMbKUM AOMKHOCTHbLIM Nuuam, To paboTy No ero UCMONHEHUIO KO-
OPAVMHUPYET AOIMKHOCTHOE NULO, YKa3aHHOe B NOPYYEHUN NEPBbIM — OTBETCTBEHHbIN UCTIONHUTENb, ECNN He
yKa3aHo UHOe.

MopyyeHne cTaBUTCA HA KOHTPOSb PYKOBOAUTENEM, AaBLUUM NopyveHue. MHdopMauuio 0 NocTaHOBKe
Ha KOHTPOMb NopydeHus B 06A3atensHOM nopsake otpaxator B CAOL.

10.1.6 PykoBoguTenu CTPYKTYPHbIX NOAPA3AENEeHN ONPEeLensioT M3 Yucna Cryxalimx nuuo, OTBeT-
CTBEHHOE 32 UCMONTHEHNE NOPYYEHUS, U KOHTPOMMUPYIOT €r0 UCMOMHEHUE.

MopyyeHua HanpasnAT UCNOMHUTENSAM CryXaLlUMU, OTBETCTBEHHbIMK 3a AE€NONPOU3BOACTBO B CTPYK-
TYPHbIX NOApa3AeneHnsix, B A€Hb UX NOANUCAHUS, @ NOPYyYEHUs C NOMETKON «CPOYHO» unu «OnepaTuBHO» —
HEMEAEHHO.

PykoBoautenu CTpyKTYpHbIX NOApa3aeneHnii CUCTEMaTUYECKU NPOBEPSAIOT XO4 UCTIONHEHUS NOPYYEHUI
U MPUHMMAIOT MEepPbI MO 06ecnevyeHnto X UCMOSNHEHUS.

McnonHutens, uMmetowmin 0ocoboe MHEHME NO CYLLECTBY UCMOMHAEMOro nopyvyeHus B npegenax cBoemn
KOMMEeTeHUuMn, 065a3aH AONOXMTb O HaNUYUWN TAaKOro MHEHWS CBOEMY HENOCPEACTBEHHOMY PYKOBOAUTEMIO U
aprymeHTupoBaTh CBOE 0C060€e MHEHME CChINKaMn Ha COOTBETCTBYIOLLME HOPMATUBHLIE NPABOBLIE aKTbl, aHa-
nuTuyeckue, UHAPOPMaLUUOHHbIE U UHbIE MaTepuarnbl.

Ecnu HenocpeaCTBEHHbIN PYKOBOAWUTENb MOMHOCTLIO UMM YACTUYHO OTKMOHUT aprymMeHTaLmio UCNOSHU-
Tens, nocneaHui 06s3aH MCMONHUTL nopyyeHue. Mpu 9TOM ecnu UCNONMHUTENb HACTaNBaET HA CBOEM 0COOOM
MHEHUU, OH BMpaBe Npu BU3UPOBAHWUM PE3yNbTaTOB MCNOMHEHMS NopyyeHusi (NPOEKTOB AOKYMEHTOB) cenarb
CCBINIKY HA Hanu4yme y Hero 0CoB0ro MHEHUs, NPUNOXUB MMCbMEHHOE 0D0CHOBAHME.

PykoBoautens 005i3aH JONOXUTb PYKOBOAWUTEMIO, AABLUEMY MOPYYEHME, O HanMumu ocoboro MHeHusi
UCNONHUTENS.

10.1.7 OTBETCTBEHHbLIA MCNONHUTENL 0DecnevymnBaeT BO MCNOSIHEHME MOpydeHusa cbop, obpaboTky u
0606LUeHne nocTynueLUei MHAOPMAaLMK, NOATOTOBKY aHaNUTUYECKUX, SKCMEPTHbIX, MHCOPMAaLMOHHbLIX MaTe-
pnanoB, He0GX0ANMbIX MPOEKTOB AOKYMEHTOB, a Takke NpoeKTa AOKMaja 0 X0A4e U pe3ynbratax UCMOSNTHEHUS
PYKOBOAUTENIO, AaBLUEMY NMOPYYEHUE, C YHETOM BPEMEHU, HEOOXOAUMOTO ANA A0KNaAa PyKOBOAUTENIO U J0-
paboTKM MPOEKTOB JOKYMEHTOB B CIy4ae Hanu4ms 3amMeyaHui.

CouncnonHUTeny NOpyyYeHns NpeacTaBnsoT OTBETCTBEHHOMY UCTIONTHUTENIO CBOU NPEANOKeHUs (pe3yrb-
Tatbl UCMOMHEHUS NOPYHEHUS) A0 UCTEYEHUS NONOBUHBLI CPOKA, YCTAHOBINEHHOIO AN UCMIONTHEHUSI MOPYYEHUS.

HenpeacraeneHue coucnonHuTenem nopyvyeHuss MHAOpMaLUmMm nNo NpoekTy AOKYMEHTa B YCTAHOBMEH-
HbI CPOK OTBETCTBEHHbIV UCTMONMHUTENL BNpaBe paccMarpuBaTh Kak COrnacoBaHWe JaHHOro NpoekTa AOKy-
MeHTa. [pu 3TOM BU3MPOBAHME NPOeKTa AOKYMEHTa AaHHbIM COMCMOSNHUTENEM MOPYYeHus He TpebyeTcs, o
YeM OTBETCTBEHHbI MCNONHUTENb MHAOPMUPYET PYKOBOAUTENS, AABLUETO NOpyveHue.

10.1.8 OTBETCTBEHHbLIN UCMOMHUTENDL NO UCTEYEHUU NOMOBUHLI CPOKA, OTBEAEHHOTO HA UCNOSIHEHNE NO-
py4YeHusi, UHPOPMUPYET PYKOBOAUTENS, AABLUETO NOPyvYeHUe, O X0A€e €ro UCTONMHEHUS.

OTBETCTBEHHbIN UCNONHUTENb NPEACTaBNAET AOKMa4 PyKOBOAUTENIO, AaBLUEMY NOPYyYeHUe, 0 XoAe U
KOHKPETHBIX pesynbrarax MCMonHeHus nopyyenus K goknagy npunaraiot noANMHHUKN NOPYYEHUS U HEODOXO-
OUMbIE [JOKYMEHTbI, HA KOTOPbIE €CTb CCbINIKM B AOKNaae.

Hoknag, He OTBEYAKOLLMIA YCTAHOBIMEHHbLIM TpebOBaHUAM, BO3BPALLAIOT HA A0paboTKy Ansi MOBTOPHOIO
npeacTaBneHus.
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Ecnu pesynbtatom ucnonHeHus nopyveHns JomKeH ObiTb NPOEKT AOKyMeHTa 3a noanuckio MNpeacena-
Tens CobpaHus genytartos, pykoBoauTens Annapara CobpaHus aenyTaToB Unn 3amMecTUTENs PyKOBOAUTENS
Annapata Co6paHus fenyTaToB, OTBETCTBEHHbIA UCMOSHUTEND NOPYYEHUS NPEACTABNSIET B CEKpETapuar py-
koBoguTenst Annapata CobpaHus aenyTaToB NPOEKT AOKYMEHTA 3a ABa [AHSA A0 YCTAHOBMEHHOMO Cpoka UC-
NOSTHEHUSA NOPYYEHUSI.

10.1.9 MNopy4eHne cunTaeTcs UCNONMHEHHbIM, €CNM YCTAHOBIIEHHOE B HEM 3a4aHME BbINOIHEHO, Npea-
CTaBMNEHHbIN A0KNaa O ero UCMOMHEHUN PACCMOTPEH PYKOBOAUTENEM, AABLUMM MOPYYEHME, U UM NPUHSATO
peLueHne O CHATUK NOPYYEHUSI C KOHTPONS.

10.1.10 McnonHeHue JOKYMEHTOB U NOPYYEHUI KOHTPONMUPYIOT C ucnonb3osaHuem CAO.

10.1.11 PelueHune 0 CHATUMU C KOHTPOMS UNKU NPOATNEHUM CPOKA UCTMIONIHEHUA NOPYYEHUA NPUHUMAET py-
KOBOAUTENb, AaBLUMIA NOpyYeHue. Mo yka3aHuio PyKOBOAUTENS 3T MNOMHOMOYUS MOTYT ObiTb BO3MOXEHbI HA
PYKOBOAUTENEN CTPYKTYPHbIX NOAPA3AENeHNIA, OCYLLECTBASIOWMUX KOHTPOb.

10.1.12 VHdopmMauus 0 BbIMOMHEHUM NOPYYEHUI (IOKYMEHTOB), CHAITUW C KOHTPONSA U CMMCAHUK B AeN0
cny>aLlui, OTBETCTBEHHDIN 32 AeNOoNPOU3BOACTBO B CTPYKTYPHOM nogpasaeneHuu, BHOcUT B APK Tonbko npu
Hanuyuu pesoniouun pykoBOAMTENS, AaBLUEro nopyyeHue. MNpu atoM B none «OTYeT UCNONMHUTENSY AenaloT
KpaTKas 3anucb 0 pesynsratax UCMOMHEHUS C YKa3aHWEM AaTbl UCTIONHEHUS.

10.1.13 Cnyxawmii (cnyxaiume) cekpetapuata pykosoautensa Annapara Cob6paHusa aenytartoB, OTBET-
CTBEHHBI (OTBETCTBEHHLIE) 3@ KOHTPONb UCNOMHEHNUA NopyyeHuii obecneunsaeT (06ecnevmsalor) KOHTPOSb
no cpokam U pesynbratam (CoAep>KaTenbHOW YacTn) UCNOMHEHUS NOPYYEHUN.

CnyaLlmii, OTBETCTBEHHbIN 3a KOHTPOSIb UCMNOMHEHMS NOPYYEHUN, XEMECAYHO UNN B APYroi ycra-
HOBIEHHBIA CPOK FOTOBUT C UCNOMb30BAaHUEM CTaTUCTU4Yeckux otdetoB CAQL wHcpopmaumio 0 COCTOAHMU
MCMOMHUTENBLCKON AucuMnnuHbl B Annapare CobpaHusa genytatoB Ans NPeACTaBNEHUA €€ PyKOBOAUTENIO
Annapata Co6paHusi aenyTaTos.

10.1.14 ToANVHHMK UCMONTHEHHOTO AOKYMEHTa Ha GYMaXKHOM HOCUTENE WUNKU 3NEKTPOHHbLIN AOKYMEHT,
MOAMNUCAHHBIA 3NEKTPOHHON MOAMMUCHIO, CRYXXALLMIA, OTBETCTBEHHLIN 32 AENONPOM3BOACTBO B CTPYKTYPHOM
noapasaeneHnn, NoMeLLaeT B Aeno B COOTBETCTBMU C HOMEHKNATYpou Aen.

10.2 KOoHTpONnb NoArotoBKU U UCMOMTHEHUA NNAHOBLIX AOKYMEHTOB Annapara Co6panua
aenyTtaTtoB

10.2.1 MNoaroToBKy U NpPeacTaBneHMe CTPYKTYPHbIMU NOAPa3AeneHusiMU NPEATNIOKEHNIA B NNaH Mepo-
npuaTuin no obecneveHmnio npuema genyraros Cobpanus AenyTaTtoB U Hayana paborbl CobpaHus genyraros
oyepeaHoro cosbiBa, nnaH pabotel Annapata CobpaHus genytatoB no obecneyenuio gesatenbHoctu Cobpa-
HWSA AenyTaToB Ha NPeaCTOALLMIA rog U hopMUPOBaAHNE NPOEKTOB 3TUX NNAHOBbIX OKYMEHTOB KOHTPONUPYET
cekpetapuar pykosoauTens Annapara CobpaHusa aenyTaros.

10.2.2 Ha ocHoBaHUW yTBepXAEHHOro pykosoguteneMm Annapara CoOpaHusi fenyTaToB nnaHa pa-
6otbl Annapata Co6paHusa genytatoB no obecneveHuto aestenbHocTu CobpaHusa AenyTaToB HA TEKYLLUM
rofi CTPYKTYpHbl€ nogpasaeneHus paspabartbiBaloT rofoBbie nnaHbl. Cekperapuar pykoBoautens Annapara
CobpaHus enyTaToB KOHTPONMPYET CBOEBPEMEHHOE UCNOSTHEHME CTPYKTYPHBIMU NOApPa3AeneHamMu nnaHa pa-
6otbl Annaparta Co6paHusa genyraTos no obecneveHuto aesitensHocT CobpaHus AenyTaToB Ha TEKYLUMIA rofl.

PykoBoguTenu CTpyKTYPHbIX NoapasaeneHniti eXxxeMecsiiHo B cpok Ao 30-ro uucna npeacTaBnsaoT pyko-
BOAUTEMIO UNU 3aMECTUTENI0 pykoBoauTens Annapara CobpaHusi AenyTatoB B SNEKTPOHHON dhopme nHdop-
MaLMIO O XOA€e BbIMOJIHEHUS NIIAHOBLIX MEPONPUATUIA, NopyveHuii Mpeaceaartens CobpaHus 4enyTaTos, py-
kosoguTens Annaparta CobpaHusa genyTaToB U 3aMecTuTenst pykosoautensa Annapara CobpaHus aenyrartos
3a npoLueawmnin mecsy,

10.2.3 Cekperapuar pykosoautens Annapata Co6paHusa AenyTaTtoB eXXeMeCAYHO OCYLLECTBISET Noa-
roToBKY MHpopMauMun Ana foknaga pykoBOAMTENIO UMM 3aMeCcTUTEno pykosoautens Annapata CobpaHus
JenyTaToB O X0Ae BbINOMHEHMA NNaHOBLIX MePONpuATKiA, nopydeHuit Mpeacenarenss CobpaHusa aenyTaTos,
pykosoautens Annapara CobpaHusa fenyTaTtoB U 3aMecTuTens pykosogutens Annapara CobpaHus aenyra-
TOB 3a npoLueaLmin Mecsu,

10.3 KOHTPONb MCNONMHEHUA pelleHU A, NPUHMMAaeMbIX Ha COBELLLAHUAX PYKOBOAUTEN S
Annapara CoGpaHus genyTaToB ¢ 3amecTuTenem pykosoautensa Annapara Co6panus
AenyTaToB U PyKOBOOUTENAMMU CTPYKTYPHbIX noapasaeneHui

10.3.1 PeweHusn cosewyanuii pykosoautens Annapara CobpaHus genytatoB ¢ 3aMeCTUTENEM PyKo-
soauTens Annaparta CobpaHus JenyTaTtoB U PYKOBOAUTENSMU CTPYKTYPHbIX NogpasaeneHuit (aanee no Tek-
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CTy — cOBeLLaHus pykosoautensa Annapara CobpanHus agenyTaToB) ABAAOTCA 00a3aTernbHbIMK AN UCNOHE-
HUst cnyxawmmmn Annapara CobpaHus oenyTaTos.

10.3.2 PeweHusa cosellaHuin pykosoauTens Annapata CobpaHusa genytatoB odhOpMASIOT MPOTOKO-
namMu Unu NepedHsMKU NopyveHnii, KOTopble cekperapuar pykosogutens Annaparta CobpaHus aenytartos B
ABYXOHEBHbI CPOK C MOMEHTa NPOBEAEHUS COBELLAHNA NPeACTaBNAET Ha NOANUCHL PyKOBOAUTENO Annapara
CobpaHnus genytartos.

10.3.3 KOHTpOMb UCMOMHEHNsI PELLEHUI, MPUHUMAEMbIX Ha COBELLUAHMAX pykoBoauTens Annapara Co-
6panus genyTaTos BO3narair, Kak NpaBuno, Ha saMmectuTens pykosogutens Annapara Co6paHus aenyraros
UM PYKOBOAWUTENA CTPYKTYPHOTO noapasaeneHus.

10.3.4 Y4yeT NpOTOKOMOB COBELUAHMIA MMM NepedyHen nmopyvyeHui pykosoautens Annapata CoGpaHus
[lenyTaToB U COAEPXKALLMXCA B HUX KOHTPOMbHBIX NOPYYEHUIT OCYLLECTBISIET CEKpeTapuar pykosoautens An-
napara CobpaHusi genyTaTos.

CexpeTapuat pykosogutens Annapara CobpaHusa fenyTaToB;

- 3anpalumMBaeT y pykoBOAMTENEeN CTPYKTYPHbIX MOAPa3AeneHuit matepuarnsl U CBEAEHUS O X0A4e UCNOr-
HEeHWA peLLEeHNni, MPUHATBIX Ha COBELLaHWAX pykoBoauTens Annapata CoGpaHusi AenyTartos;

- NOAroTaBnNUBAET ANA Aoknaga pykosogutenio Annapata CobpaHua AenyTaTtoB JOKYMEHTbI NO UCNOT-
HEHWIO MOPYYEHWUii, COAePKALLMXCA B MPOTOKONAX COBELLAHWIA UNWU NEPEYHSIX NOPYYEHUi, 06ecnevYmBaeT KoH-
TPOMb 3@ CBOEBPEMEHHBIM NCMOMHEHNEM YKa3aHHbIX MOPYYEHUN;

- o6obLiaeT n aHanusupyeT MHGopMaLMIo 0 Xoae UCNONHEHUA NOPYYEHUI AN NPUHATUA PELLEHUS pY-
kosoauTenem Annapara CobGpaHus 4enyTaToB O CHATUM C KOHTPOMS UCMOMHEHHbLIX NOPYYEHWI UMK O nepe-
HOCE CPOKOB UX UCTIONTHEHUS;

- NP1 He0BX0AMMOCTU BHOCUT NPEANoXeHus pykosoauTenio Annapara Cobpanusa genytaTos 0 paccMo-
TPEHUU BONPOCOB HEYA0BSIETBOPUTENLHOIO UCMONMHEHUS MOPYYEHUN, COAEPKALLUMXCA B NPOTOKOMAaxX CoBeLla-
HUIA NNKU NEPEYHAX NOPYYEHUNA;

- obecne4nBaeT NoAroTOBKY A0KNAA0B pykoBoauTenio Annapara CobpaHus 4enyTaTtoB O COCTOSIHUU UC-
MOMHEeHNSA NMOPYYEHUN, 3adIMKCMPOBAHHbLIX B NPOTOKOSIE MIW NEPEYHE NMOPYYEHUi, a Takke 06 opraHusauum
paboTbl MO KOHTPOSIO 32 UCMOMHEHUEM MOPYYEHUN;

- ©KEMECA4HO HanpasnsaeT 3aMecTUTento pykosoauTens Annapara CobpaHus AenyTaroB, pykoBOAUTE-
NAM CTPYKTYPHLIX nofpasaeneHunii nepevyeHb HEUCNONHEHHbIX MPOTOKOMNbHLIX MOPYYEHWUA;

- eXXeKBapTanbHO aHanusupyet paboTy MO OpraHM3auuu KOHTPOSA 3a CPOKAMU UCMOSIHEHUA PELLEHUN
coBeLlaHuin pykosoautens Annapara CobpaHusi 4enyTaTtos B CTPYKTYPHbIX NOAPAa3AeNeHnsX U NPeACTaBnseT
pykosogutenio Annapara Cobpanusa genytaros o6o6wieHHyo B8 CAQL nHcdopmaLuio 0 COCTOAHUN UCNONHU-
TEeNbCKOW AUCUMMMUHBI;

- obecnevnBaeT xpaHeHe NPOTOKOMOB, CTEHOrPaMM COBELLaHUi pykoBoauTens Annapara CoGpaHus
JenyTaToB U JOKYMEHTOB K NpoTOoKOnam A0 nepeaayu B noapasaeneHdue opmuposaHua apxuesa CobpaHus
JenyTaros.

10.3.5 PykoBoauTenb CTPYKTYPHOrO NoApasAesieHuns, Ha KOTOPOro BO3MOXEHO UCMNONHEHUE NOPYYEHNS,
coJepxallerocsi B NpOTOKOmNe COBELLaHUA UMW NepevHe nopyyeHuin pykosoautens Annapara Cobpanus ae-
nyTaToB:

- OpraHn3yeT UCMONMHEeHNe NOpy4eHUs U B MMCbMEHHO UK B SNEKTPOHHO (hOpMe AOKNaabIBAET PyKO-
BoauTento Annapara Cobpanua AenyTaToB O €ro UCMOMHEHUU (UMM O XOA4E €ro UCMOMNHEHUS)) B YCTAHOBIEH-
HbI CPOK;

- B Clly4ae HEBO3MOXHOCTM UCTMOSIHEHMSI B YCTAHOBIIEHHbIN CPOK NOPYYeHMs, 0BpaLLlaeTcs B NMUCbMEH-
HOW UNW B SNEKTPOHHOI hopme K pykoBoauTento Annapata CobpaHua AenyTaToB ¢ MOTUBUPOBAHHbLIM 06b-
AICHEHWEM MPUYUH HEMCMONHEHUS U NPOCLOON NPOANEHUSI CPOKA UCTIONHEHUS MOPYUEHUS;

- Ha3Ha4aeT B CBOEM CTPYKTYPHOM NOApasferieHUn OTBETCTBEHHOIO UCMOMHUTENSA N0 06ecrneyeHunto
B3aKMOAENCTBUA C CeKpeTapmaTom pykosoanuTens Annapara CobpaHus 4enyTaTtos Ans KoopauHaumm n 0606-
WieHUsi pesynsTaTtoB paboTbl MO KOHTPOMIO 38 UCMOSIHEHUEM PEeLUEHWi COBeLLaHuin pykoBoauTena Annapara
CobpaHus aenyTaros;

- NpW NMYHOM Aoknaze pykosoauTesnto Annapara CobpaHusa aenyTaToB O X0A€ UCNOSIHEHUS NOPyYeHUs]
UHGOPMUPYET B MUCbMEHHOI UMM SNEKTPOHHON hopme cekpeTapuart pykoBoautena Annaparta CobpaHus
ZlenyTaros O peLeHun, NPMHATOM pykoBoauTeneM Annapara CobpaHusi AenyTaros.
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11 Ob6ecneueHue oOKYyMeHTaMM U matepuanamu genyrtaros CobpaHus
DenyTaToB U CTPYKTYPHLIX NogpasaeneHumn

11.1 O6GecnevueHue gokymMeHTamm (Matepuanamu) genytatoe Co6paHus genyrtaros
U CTPYKTYPHbIX noapaszeneHun K 3aceaanuam CobpaHusa genyratos

11.1.1 MpepocrasneHue aenyratam CobpaHusa aenyTatoB AOKYMEHTOB U MarepuanoB K 3acefiaHuAM
CobpaHusa aenyTaToB OCYLLECTBASIIOT B COOTBETCTBUM C MOPSAKOM, YCTAHOBNEHHBLIM pernameHToM Cobpanus
AenytaTtoB u peweHuem Copera CobpaHus aenyTaToB.

Ha ocHoBaHumM ykasaHHOro pelueHusi coeta Cobpanua aenyraroB genytatam CobpaHusi genyraros
npeaocTasnAloT pasMeLweHHble B ACO3]] B 3neKTPOHHOW ¢hOpMe TEKCTbl NOArOTOBIIEHHBIX K PACCMOTPEHUIO
CobpaHuem aenyTaTtoB 3aKOHOMPOEKTOB M NMPOEKTOB MOCTaHOBNEHUN CoBpaHua AenyTaToB, TEKCTbl 3aKO-
HOB, OTKNOHEHHbIX BbICLUUM AOIDKHOCTHBIM NULIOM cyObekTa Poccuickon degepauumu U noaroToBREHHBLIX K
NMOBTOPHOMY paccMoTpeHuto CobpaHnem aenyTarToB, U Marepuansl K HIM BMECTO ByMajkHbIX KONUA TEKCTOB
YKa3aHHbIX JOKYMEHTOB.

Paspauy aenyratam CobpaHusi aenytaroB B 3ane 3acegaHun CobpaHusa aenyratoB MaTepuanoB B CO-
OTBETCTBUU C pesoniounamm MNpeaceaatena CobpaHua genytaros, 3amectutenei MNpeaceaarena CobpaHus
Aenyraros, npeaceaarena komurera CobpaHusa aenyTatoB, OTBETCTBEHHOIO 3a BOMPOCHI OpraHu3auumn pa-
6oTbl CoBpaHua aenyTaToB, OCYLUECTBNSIET MogpasfeneHne opraHu3auuoHHoro obecneyeHus 3acenaHui
CobpaHus aenyTaTos.

11.1.2 [JOKyMeHTbI U MaTepuanbl, NOArOTOBIEHHbIE K 3aceaanuam CobGpaHusa aenyTaTtoB HanpaensioT B
nojapasjerneHne opraHn3aunoHHoro odbecneveHuns saceganun Cobpanus genytaroB. [JokyMeEHTaM U Marepu-
anam npuceauBaloT YYETHLI HOMEP W NEPERAloT UX AN TUPAXMPOBAHWSA B COOTBETCTBMM C TUMOBbLIM yKa3a-
Ternem pacchinku AOKYMEHTOB U MaTepuarnos K 3aceiaHusim CobpaHusa aenyTaTos.

11.1.3 MoapasaeneHne opraHU3auMoOHHOro obecneveHus 3aceaaHui CobpaHusa 4enyTaroB:

- KOMNNEeKTyeT Nnoa60pPKN JOKYMEHTOB U MarepuasoB U HanpasnAeT UX B COOTBETCTBUU C TUMOBbLIM yKa-
3arerneM paccebiiiku AOKYMEHTOB U MaTepuarnos k 3aceaannam CobpaHus aenyTartos;

- NPefoCTaBnAET B AeHb 3aceganust CobpaHua genyTaToB matepuarbl N0 OTAENbHLIM BONpOCcam nopsij-
ka paboTbl CobpaHusa aenytatoB genytatam CobpaHus AenyTaToB UMM NO NPEALSABNEHUIO YAOCTOBEPEHUA
noMoLLUHuKaM aenyTtaros no pabore B CoOpaHuu genyTaros;

- paspaet AOKYMEHThl U Matepuansl genytaram CobOpaHus aenytatoB B 3ane 3aceganuit CobpaHus
AenyTaros.

11.1.4 WHdopmMaumio o JOKyMEHTaX U MaTepuanax k 3aceaaHusm CobpaHus genytaTtoB BHOCAT B 6asy
JaHHbIX NoApasfaeneHns opraHn3aunoHHoro obecneyeHus 3aceganuii CobpaHus genyTaros.

OpuruHanbl JOKYMEHTOB U MAaTEPUAnoB, BbllaHHbIX Nojpa3saeneHnemM opraHu3aluoHHoro obecneyeHus
saceganuit CobpaHusa genyTaToB, XpaHAT B yKa3aHHOM nogpasfeneHumn 0 KOHUa TeKyLlei ceccuu, a 3atem
nepegaroT B nogpasaeneHue opmmpoBaHusi apxusa Cobpanus aenytaTos.

11.2 O6ecneveHue aenytatoB Co6paHuA genyTaToB MaTepuanamMm B xoge saceaaHui
CobpaHua genyTaToB

11.2.1 B cooreetcTBuM ¢ pernameHtom CobpaHusi enyTaTtoB B xoae 3aceaaHuii CobpaHus genyrartos
B 3ane 3acefaHuii pacnpocTPaHAIOT TONLKO Marepuarsl N0 BONPOCaM, BKIIKOYEHHbIM B NOPSAOK paboTbl TEKY-
LLero 3aceaaHus, saseneHnsa dpakuuin, a Takke NpoekTbl nopyyeHuin CobpaHusa AenyTaTos.

11.2.2 Marepuansl, pacnpoctpaHsieMble B 3ane 3aceganuii CobpaHusi AenyTartoB, AOMKHbI UMETb NOA-
nucb (noanucun) genyrara (4enyTaToB), UHULMMPYIOLLETO (MHULMUPYIOLMX) PacnpoCTpaHEHUE STUX MaTepu-
anos, u susy MNpegcenarens CoOpaHusa genytartos, 3amectutens Mpeacenarens Co6paHus AenyTaTtos unu
npeacenarens komutera CobpaHua genyTaToB, OTBETCTBEHHOTO 3a BONPOCHI opraHu3auuu pabotel CobpaHus
JlenyTaros, paspeLuaroLLyto pacnpocTpaHeHne MaTepuanos B 3ane 3aceaaHuit CobpaHus enyTaTos.

[loKyMeHTbI, HocALIME xapakTep 3asBneHuin copakumin B Cobpanun aenytaTtos, KOMUTETOB UMW KOMUC-
cuit CobpaHus fenyTaroB, AOMKHbI, KDOME TOr0, MMETb BU3Y PYKOBOAWTESNSI COOTBETCTBYIOLLEN (hpakLmMmU UMK
npeacenarensa komuteTa, komuccun CobpaHus genyTaToB. YUeT JOKYMEHTOB M MaTepuanos, NOCTyMNawLwmX B
xoae 3acenaHun CobpaHua genytarToB, OCYLUECTBASOT B COOTBETCTBUM C MyHKTOM 11.1.2 cTaHaapTa.
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11.3 Ob6ecneyeHue genytaroB Co6paHuA genyTaToB AOKYMEHTaMu (Matepuanamu)
MH(OPMaLIMOHHO-CNPABOYHOIO XapaKrepa

11.3.1 [JokyMeHTbl u marepuansl UHHOPMAaLUOHHO-CNPABOYHOIO XapakTepa, npeaHasHayYeHHble Ans
03HaKOMMNEHUA AenyTaTtoB B COOTBETCTBUU C pesonoumsamMu Mpencenarens CobpaHus AenyTaTos, 3aMecTu-
Tenen Mpencenarens CobpaHua genytartos, npeaceaarens komuteta CobpaHusa fenyTaTtoB No pernameHTy
U opraHusauun pabotbl Cobpanus genytatoB «O3HakoMuTb genytatoB CobpaHus genyTaToBy», YYUTLIBAET
nogpasgeneHue opraHu3auuoHHoOro obecneveHus 3acegaHuii Co6paHusa genyraros.

11.3.2 MopapasaeneHve opraHusaumoHHoro obecneveHns 3aceganuin CobpaHusa AenyTaToB pasMeLlaeT
AOKYMEHTbI U MaTepuarsbl MHpOPMaLMOHHO-CNPABOYHOTO XapakTepa B hOHAE 3MeKTPOHHbIX MHOPMALMOH-
HbIX pecypcos CobpaHusa aenyTaTos.

11.3.3 MNoANMHHKUKKM JOKYMEHTOB M MaTepuanoB MHMOPMAaLMOHHO-CNPABOYHOIO XapakTepa, pasMeLLeH-
HbIX B POHAE ANEKTPOHHbLIX MHDOPMALMOHHBLIX pecypcoB CobpaHus aenyTaToB, XpaHST B NoApasaeneHnm
opraHusaumoHHoro obecneyeHus 3aceaanmii CobpaHusa genyTaTtoB 40 KOHLA TEKYLLEN Ceccun U 3aTemM nepe-
AaioT B nogpasaenenue opmuposaHusa apxuesa CobpaHus genyTaTos.

11.4 MNopsagok pacnpocTpaHeHUsA cpeau AenyTaToB AOKYMEHTOB U MaTepuanos,
He OTHOCAWMXCA K AeATenbHocTU CobpaHnA aenytaToB

[lokymMeHTbl 1 maTepuansl, He OTHOCALLMECH K AeaTenbHoCTM CobpaHus aenyTaTtoB, CBSI3aHHbIE C NPo-
BefeHWeM usbuparenbHon kamnadum genytara CobpaHus aenyTaToB, JOKYMEHTbI JIMYHOTO XapakTepa, a Tak-
e OOKYMEHTbl n martepuansl, npeactaBsneHHble Ha ayano- u Buaeokaccerax n UHbIX HOCUTENAX, nognexar
pacnpocTpaHeHuo cpeaun AenyTaTtoB No peLleHnto komuteta CobpaHusa aenyTatoB, OTBETCTBEHHOIO 3a BO-
npockl opraHu3auum pabotel Co6paHus genyTaTos.

11.5 O6ecneyeHne AOKyMEHTaMU U MaTepuanamm 3acefaHuii Coeeta Co6paHus genytaTtoB

11.5.1 ObecneyeHue 4yneHos coseta CobpaHWA agenyTaTos, npeaceaarenein kommteto CobpaHus ae-
MyTaToB M APYrMx y4acTHUKOB 3acedaHuit coseta CobpaHusa aenyTaTtoB AOKYMEHTaMKU U maTepuanamMmu ocy-
LecTBNAET cekpeTapuar copeta CobpaHus genyTaTos.

11.5.2 B cootBercTBum ¢ TpeboBaHnAMN pernamenta CobpaHus enyTaTos JOKYMEHTbI U MaTepuansl,
BHOCUMbIE AN PACCMOTPEHWUS Ha ovepefHOM 3aceaaHun coseta CobpaHusA AenyTaTtoB, NPEACTABMAIOT B
cekpetapuar coseta CobpaHus aenyTaToB ¢ CONPOBOAMUTENbHLIM MMCbMOM U NPOEKTOM peLueHust coBeta Co-
6paHus genyTaToB HE nosaHee ABYx pabouux AHel A0 AaThl 3aceaaHus coeeta CobpaHua aenyTaTos.

11.5.3 MNepeyeHb AOKYMEHTOB U Marepuarnos, NpeacTaBnsembix B coBeT CobpaHus AenyTaToB Npu BHe-
CEHUW 3aKOHOMPOEKTOB, MOPSAAOK UX NPEACTaBNEHuUs, a TaKkke TpeboBaHUS K HUM ONpeaensioTcs pernameH-
TOM CoOpaHua aenyTaros.

11.5.4 [lokymeHTbl U Matepuansl, NpeacTaBnaeMble Ansa paccMOTPEHMA Ha 3aceaaHumn copetra Cobpa-
HuA genytaros, permctpupytotr 8 CAA[ n pasmeryaior 8 ACO3[.

MoeecTku aHA 3acenaHui coBeta CobpaHusa AenyTaToB, NPOEKTbl Nopsiaka pabotel CobpaHus genyra-
TOB Ha o4yepeaHble 3acefiaHus, NPOTOKOSbl 3acefaHun copeta CobpaHua agenytaroB, MHOpPMaUuUs O BONpPO-
cax, pacCMOTPEHHbIX Ha COCTOSIBLIEMCS HakaHyHe 3acefaHus coBeTa CoGpaHus AenyTaToB, pasmeLLalot B
doHAe 3NEKTPOHHBIX UHOPMALMOHHBIX pecypcoB CobGpaHus fienyTaTos.

11.6 OGecneyeHne AOKyMEHTaAMM U MaTepuanamMm y4yacTHUKOB 3acelaHNi corflacuTesibHbIX
U cneuunaribHbIX KOMUCCUIA

11.6.1 ObecnevyeHue y4yaCTHUKOB COrnacuUTeNbHbIX KOMUCCUI OKYMEHTaMU U MaTepuanamm no OTKIo-
HEHHbIM (OCTaBMeHHbIM 6e3 noagnucaHus) BbICLUIMM AO0SMKHOCTHLIM NULOM cybbekTa Poccuiickon deagepauum
3akoHam cyobekTa Poccuickon degepauum (ganee no TEKCTY — 3aKOH) OCYLLECTBNSIIOT AnnapaTbl OTBET-
CTBEHHbIX komuTeToB CoBpaHus aenyTaTos.

Henyraram CobpaHus AenyTaToB, BXOAALLMM B COTNACUTENbHYIO KOMUCCUIO, MPEAOCTaBNAIOT NOBECT-
Ky AHA 3acefaHus, TEKCT 3aKOHa, OTKIOHEHHOTro CoBeToMm deaepaumu, NPOEKT CONOCTAaBUTENbHOW TabnuLbl
cTaTeil 3akoHa C npeanaraembiMu nonpaskamu Coseta ®eaepauum, CNMCOK NPUMMALLEHHBIX HA 3acejaHue
COrnacuTenbHO| KOMUCCHUM, a Talkke Apyrne HeobxoaumMble ans paboTbl JOKYMEHTbI U MaTepuansl.

11.6.2 Obecne4yeHune y4aCTHUKOB cneuuanbHbIX KOMUCCUIA OKYMEHTaMMU U MaTepuanamu 0CyLLecTBIs-
0T Annapartbl OTBETCTBEHHbIX KOMUTETOB COOpaHusA AenyTaTos.

Henytatam CobpaHua genyTtaTtoB, BXOAALUM B CrieyparnbHy0 KOMUCCUIO, NPeAoCTaBnsaloT NOBECTKY
[HA 3acefaHus, TEKCT 3aKOHa, OTKITIOHEHHOTO (OCTaBNEHHOro 6e3 NoANUCcaHus) BbICLUMM AOMXHOCTHBIM MMLOM
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cy6bekTa Poccuitickon denepauum, NpoekT CONOCTaBUTENBHON Tabnuubl CTaTen 3akoHa C npeanaraembiMu
nomnpaekamu, CMMCOK MPUIIALUEHHbIX HA 3aceAaHue cneuuanbHOn KOMUCCUM, a TaKKe apyrue HeobxoaumMble
Ans paboTbl 4OKYMEHTLI U MaTepuarnsi.

11.6.3 MoaNMHHUKM MPOTOKONOB, CTEHOrPaMM U APYrMX AOKYMEHTOB 3acefaHuit COrnacuTenbHbIX U
cneumanbHbIX KOMUCCUI XpPaHAT B Annapartax COOTBETCTBYIOLUMX KOMUTETOB U Komuccuii CobpaHusa aeny-
TarToB, rae obecnedynBaeTCcsa UX NOMHOTA U KOMNNEKTHOCTb A0 nepedadyun B nogpasgeneHne hopMupoBaHus
apxua Co6paHusa genyTaTos.

11.7 O6ecneyeHne JOKYMEHTAMU U MaTepuariamMmm y4acTHUKOB AeNyTaTCKUX CIyLIaHUM,
KPYIMbIX CTOSIOB, CEMUHAPOB, KOHhepeHLUIA U OPYrUX MEPONPUATUNA, CBA3AHHbIX
C 3aKOHOAATeNIbHOW AeATeNbLHOCTLI CoOpaHusa aenyTaToB

11.7.1 OpraHu3auuio u nposeaeHne AenyTaTCkuX CryLaHWi OCyLLECTBNAIOT KOMUTETbI, komuccuu Co-
OpaHua aenyTaToB, CTPYKTYPHbIE NOAPA3AENeHnsi BO B3aMMOAEWCTBUM C NoapasaeneHmemM no opraHn3auuoH-
Homy ofecnevyeHunio gestenbHocTu Cobpanus genytatos, o6ecneymBalouM OpPraHM3aLUOHHO-TEXHUYECKOE
1 NPOLEAYPHO-METOANYECKOE COAENCTBME B COOMIOAEHNN NOpPsAKa NOATOTOBKM M obecneveHus npoeeaeHus
[AenyTaTcKkux cryLuaHum.

11.7.2 MoaroToBKy AOKYMEHTOB U MATEPUANOB K AENYTATCKUM CRyLLAHUAM, B TOM YMCIE CMIUCKOB NPU-
TMAaLUEHHbIX, NPUrMAaLeHnii, 3asBOK, OCYLECTBAAIOT KOMUTETbI, Komuccuu CobpaHuss AenyTaTtoB, a Takke
CTPYKTYPHbIE MOAPAa3fEeneHuns, OpraHusyiolue nposeaeHue AenyTaTtckux cnylaHuii. MNevartaHme u Tupaxu-
poBaHWe MaTepuanos, CBA3aHHLIX C NOArOTOBKOW W NPOBEAEHUEM JAenyTaTCKMX CryLuaHui, OCyLlecTBNs-
0T MoApasfeneHne opraHn3aLmMoHHOro o6ecneveHus 3akOHOAATENbLHOIO npouecca U ynpaeneHue aenamu
CobGpaHus genyrartos.

11.7.3 Bce paboTbl N0 AOKYMEHTALUOHHOMY U ApYTMM BUgam obecneyeHusl opraHusauuu u NpoBeaeHus
JenyTaTckux crnyLlaHuii OCyLLeCTBAAIOT COOTBETCTBYIOLLUE CTPYKTYPHbIE NoApasAeneHusa B yCTaHOBNEHHOM
nopsiake.

11.7.4 [enytatckue crnyLwaHua CTeHorpadmpytot U npu HeoBxoaAMMOCTU NPOTOKONMPYIOT. MNpoTokon ae-
nyTaTCKUX CNyLwaHuin NoAnMCLIBAET NpeaceaaTenbCTBYIOLMIA HA 4ENyTaTCKMX CRYyLIAHUAX.

11.7.5 Ecnu no obcyxaaeMomy BONpOCy MPUHATHI PEKOMEHAAUMMN AeNyTaTCKMX CnyLuaHui, ux opopm-
NAT KOMUTETHI, kKOMUccun CobpaHusl AenyTaToB, OpraHu3ylowme NpoBefeHne AenyTaTCKMX CryLaHui, ¢
ucnonb3osaHmem bnaHka ycraHOBNEHHOro obpasya.

Pexomenaaummn aenytarckux CryLlaHWin HanNpaensioT B BbICLUMIA OPraH UCMOSIHUTENbHONW BNacTu cyob-
ekTa Poccuiickon degepauum ¢ CONpoBOAUTENBHBIM NMCbMOM 3a nognuckio MNMpeacenarena CoGpaHus aeny-
TaToB UNW APYruM agpecaram ¢ COnpoBOAMUTENbHLIM MUCbMOM 3a NOANMUCHIO NpeaceaaTena KOMUTETA, KOMUC-
cun CobpaHus fenyTaToB, OPraHWU3yLLMX NPOBEAEHUE AeNYTaTCKUX CAYLLIAHUA.

11.7.6 OpraHusaumio 1 NpoBEAEHUE CEMUHAPOB, KPYFMbIX CTONOB, KOH(pbepeHUuit U Apyrux Meponpu-
ATWUA, CBSI3@HHbIX C 3aKOHOAATENbHOW AeATenbHOCTbIO CobGpaHus AenyTaToB, OCYLUECTBRAT (pakuun B
CobpaHun genyTaToB, KOMUTETbLI, KOMUCCMKM CODpaHWs AenyTaToB, a TaKkKe CTPYKTYPHbIE NoApa3aeneHus.

Bce paboTbl N0 AOKYMEHTALMOHHOMY 06ECNEeYeHNI0 OpraHn3aumn 1 NpoBeAEHUS yKasaHHbIX Meponpus-
TUIA OCYLLIECTBMAOT NO 3asBKaM OPraHU3aTopoB B COOTBETCTBYIOLLME CTPYKTYPHbIE NOAPAa3AEneHUs.

11.7.7 OneKTPOHHbIE KOMMKU MOAMUCAHHbLIX NMPOTOKONOB, OTPEAAKTUPOBAHHbLIX CTEHOrpamMM, PEKOMEH-
Jauuii m apyrux matepvanos AenyTaTCKuxX CNyLUaHWN, a TaKKe 3MNeKTPOHHbIE KOMUMU MaTepuarioB CEMUHa-
POB, KPYrMbIX CTOMOB, KOHPEPEHLMIA U UHbIX MEPONPUATUI, CBA3AHHBLIX C 3aKOHOAATENLHOW AEATENBHOCThIO
CobpaHusa genyTatos, peructpupytot B CALOL cooTBeTCTBYOLME AnnapaThl dpakuuii B CobpaHun aenyra-
TOB, KOMUTETOB, kKOomMKUccuin CobpaHna aenyTaToB, OPraHU3OBaBLUME NPOBEAEHNE YKA3aHHbIX MEPONPUSATUIA,
B 10-AHEBHBIN CPOK CO AHS NPOBEAEHUSA MEPONPUATUS] C COMPOBOAMTENbHLIM NMUCbMOM, NMOAMUCAHHbLIM 9NeK-
TPOHHOM MOANUCLIO, U HanpasnawT cpegcrtsamu CAAL AnA pasmeLLeHns B 9NIEKTPOHHOM XPaHMIULLE.

11.7.8 OneKTPOHHbIE KONMKU PEKOMEHAALMIA AENyTaTCKUX CRyllaHwii HanpaensaT cpeacteamu CAL
B nogpasaeneHve NTOO ana pasmeLeHus B GoHAE SMeKTPOHHbIX MHADOPMAaLUOHHBLIX pecypcoB CobpaHus
AenyTaros.

11.7.9 TMoANMHHUKM AOKYMEHTOB W MaTepuanos AenyTaTtckux CnyLUaHWi, Apyrux MeponpusTUii, ykasaH-
HbIX B 11.7.6 HacToAwero ctaHgapra, Annaparbl KoMUTeTa, kommccun CobpaHus aenyTaTtos, OpraHU3oBaBs-
LUMe NpoBeAeHUEe MEPONPUATUIA, B YCTAHOBIMEHHbIE CPOKU NepeaaloT Ha XpaHeHue B noapasaenerdme dopmu-
poBaHus apxusa CobpaHusa genytatoB ¢ 06ecnevyeHnemM X NonHOThbl U KOMMMEKTHOCTHU.
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11.8 OGecneyeHne HOPMAaTUBHbLIMU NPABOBLIMM aKTaMU, APYTMMHN OOKYMEHTaMU
U MaTepuanamm

11.8.1 lNpaBoBoe nogpasgeneHue BbigaeT genyraram, NOMOLLHMKAM AenyTaTtoB, Cry>awmM CTPYKTYp-
HbIX NoApa3saeneHnii HOPMaTUBHbIE NPABOBbIE akTbl (OhuuManbHble nybnukauun).

11.8.2 Paborta ¢ JOKyMEHTaMK U MaTepuanamMmm OrpaHU4EHHOr0 pacrnpoCTPaHEHNA Pa3pPeLLaeTCcs TOMNb-
KO B NOMELLEHMN NPABOBOro NoApasaeneHune.

O3HakoMneHne ¢ TakMMKU AOKYMEHTaMu U Marepuanamu OCYLUECTBASAETCA NO NUCbMEHHbIM 3asiBKaM
aenytaroB CoGpaHusa genyTatoB UNKU pyKoBOAUTENEH CTPYKTYPHbIX NoApa3AeneHuin ¢ ykazaHueMm paMmunmu,
WMHWULMANoB U AOIMKHOCTU CAY>KaLlero, KOTOPOMY NOpy4eHO 03HaKOMIIEHUE.

11.8.3 lNpaBoBoe nogpasgeneHne OCyLLEeCTBIIAET KONMPOBaHME TEKCTOB HOPMATUBHbIX NPABOBbLIX aKTOB
nnm ux yacrer o6beMomM He Bonee 10 MaWMHONUCHBLIX CTpaHuy. Mo 3aaBkam OCYLLECTBNAIOT KONMPOBaHME
TEKCTOB HOPMAaTUBHLIX NMPAaBOBbLIX aKTOB HA 3MEKTPOHHLIE HOCUTENU MHPOPMaLIUK.

12 TexHunuyeckoe obecneyeHue NOAroToOBKU AOKYMEHTOB U MaTepnanoB

12.1 ABTOMaTU3UpPOBaAHHAA NOAroTOBKA TEKCTOB

12.1.1 ABTOMaTU3MpPOBaHHYIO NOAFOTOBKY TEKCTOB B CoBpaHnm genyTaToB BbINONHAET nogpasgenexHue
opraHu3auMoHHOro obecneyeHus 3aKOHOAATENbHOIO NPOLEcca U HeNOCPEACTBEHHO CTPYKTYPHbIE nogpasae-
nenus Annapara CobpaHusi AenytatoB B COOTBETCTBMU C YCTAHOBMEHHbIMKU MpasBunamu opopMneHus Ao-
KYMEHTOB.

ABTOMaTU3NPOBAHHAA MOATOTOBKA TEKCTOB BKMIOYAET: HAboOp, KOPPEKTUPOBKY, pacneyaTky U CKaHupo-
BaHWe TEKCTOB MPOEKTOB AOKYMEHTOB U MatepuanoB CobpaHus aenytaTtoB C MCMOMb30BaHWEM TEKCTOBOrO
peaakrtopa.

12.1.2 MNoapasaeneHue opraHn3aLuoHHOro obecneyveHns 3aKkOHOAATENBHOIO NPOLECca OCYyLLECTBNSAET
aBTOMAaTU3UPOBAHHYIO MOArOTOBKY TEKCTOB 3aKOHONPOEKTOB, NPOEKTOB NOCTAHOBMNEHWUI U APYTNX MPOEKTOB
[OKYMEHTOB U MaTepuarnoB, CBA3aHHbIX C AeaTensHocTeio Cobpanusa aenyTtato, Annapara CobpaHus ageny-
Taros.

12.1.3 [ns noaroToBKM TEKCTOB MPOEKTOB JOKYMEHTOB B MoApasfeneHun opraHu3auuoHHoro obecne-
YeHUs 3aKoHOAAaTenbHOro npouecca oPopMnAeTca 3akas Ha BnaHke ycTaHOBEHHOro obpasua, rae ykasbiBa-
0T chamunuio U nHuumansl genytara CobpaHua genytatoB unm hamunuio cnyxawlero (qanee no Tekcry —
3aKas4vuk), Homep ero cnyxe6Horo TenedoHa, HauMeHOBaHUE CTPYKTYPHOTO NOAPa3aeneHusl, HAMMEHOBaHKe
npoekTa JOKyMeHTa, KONMYECTBO CTPaHUL, U Apyrne aaHHble. MNpaBo nognucu BnaHka 3akasa UMeIoT aenyra-
Tbl, PYKOBOAWUTENMN, 3aMECTUTENN PYKOBOAUTENEN CTPYKTYPHbIX NOAPAa3AeneHuii, HayanbHUKU, 3aMecTuTenu
HavyanbHMKOB OTAENOB B COCTABE CTPYKTYPHOrO noapasaeneHus. bnaHku 3aka3os BblAaloT B NoapasgeneHuu
opraHusaumoHHoro obecneveHunsi 3akoHoAaTeNLHOrO nNpolecca.

12.1.4 TMNepBooyepeaHON MOATOTOBKE MOAMEXaT MPOEKTbl AOKYMEHTOB M MarepuarnoBs, CBA3aHHble C
npoBeaeHneM 3acepanuii CobpaHus genyrtartoB, copeta CobpaHusa AenyTaToB, C BbINOMHEHUEM NOPYYEHUIA
pykoBoacTBa CobpaHus aenyTatoB unu pykosoacrtsa Annaparta CobpaHus aenyTaros.

B ocTanbHbIX cnyyasax o4epeaHOCTb aBTOMaTU3MPOBAHHON NOArOTOBKM TEKCTOB OMPEAEnsaeTcs nopaa-
KOM NOCTYMMEHUs 3aKa3oB.

12.1.5 Ona pacne4aTtku NpOeKTOB AOKYMEHTOB M MaTepuarioB B noapasfgeneHnn opraHn3aumoHHOro
obecneyeHunsi 3akOHOAATENbLHOMO NPOLIECCa UCNONbL3YIOT Tunorpadckme GnaHkm ycTaHoBMeHHbIX 06pasLoB u
CTaHAapTHble NUCTbl Bymaru chopmatoB A4 n A3.

12.1.6 MNepenaBaemble Ang Habopa PyKONUCU AOMKHbI BbITb HaNUCaHbl Pa3bopynBO Ha OAHOI CTOPO-
He NnucTa C UCMOMb30BaHWEM KOHTPACTHbIX KpacuTenei (YepHun, NacTbl) CUHEro, PMONETOBOIO UMM YEPHOTO
ugerta.

HebpexHo n Hepa3bopyuMBO HanMWCaHHLIE PYKOMUCK, UCNPABIEHHbIE KapaHAALLOM, HEYETKME KOMUU K
WCMOSIHEHUIO HE MPUHUMAIOTCA.

Habop TEeKCTOB NoA AUKTOBKY HE BbIMOMHSETCA.

12.1.7 Ha kaxgoin cTpaHuue HabpaHHOro npoekTa AOKYMEHTa B NPaBOM HUXKHEM YITY YKa3blBalOT HO-
mep darina, uHMUMansl UCNONHUTENs U gaty Habopa.

HabpaHHble TEKCTbI MPOEKTOB AOKYMEHTOB M MarepuanoB pacrneyaTsiBaloT B O4HOM 3K3eMMnspe, BMe-
CTe C PYKOMUCBLIO NepeaaroT 3akasdmky M no npockbe 3akasynka MOryT ObiTb HAnNpPaBneHbl MO SNEKTPOHHON
noYTe UMW 3anUCaHbl HA 3NEKTPOHHbIW HOCUTENb MHAOPMALIMK, NPEACTABEHHbIN 3aKa34YMKOM.
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12.1.8 B GnaHke 3akasa WCNONHEHHOrO NPOEKTa AOKYMEHTA yKasbiBaloT UHGOPMAaLUIO O aaTe u Bpe-
MEHU €ro NoAroTOBKW, KONMYECTBE CTPaHWL, HabpPaHHOIO TEKCTA U MEXCTPOMHOM WHTEpBane, HaMMeHOBaHue
dainna n hamunmnio UCNONHUTENS.

Mpu nony4eHnn oTneyaTaHHbIX NPOEKTOB AOKYMEHTOB 3aKa34yuK NPOBEPSAET X COOTBETCTBUE PYKONUCH
U pacnuceiBaeTcs B GnaHke 3akasa B rpace «Pykonuch 1 oTneyaTaHHblil MaTepuan nony4YeHbl» ¢ yKkasaHuem
AaTbl X NONyYeHUs.

BnaHKku BbINOMHEHHbIX 3aKa30B XPaHAT B TEYEHKE rofa B NoapasaeneHnn opraHu3auuoHHoro obecnede-
HWSi 3aKOHOAATESIbHOrO MpoLecca.

12.1.9 MoapasgeneHue opraHN3aLMOHHOro obecnedYeHust 3aKoHOAATENBHOTO Npouecca BeaeT aBToMa-
TU3UPOBAHHbII YYET BbIMNOMHEHHbIX PaboT.

12.2 KonnpoBanbHO-MHOXUTESbHbIE PaGoTbI

12.2.1 TupaxuvpoBaHue JOKYMEHTOB U MaTepuanoB CobpaHusa aenyTaTtoB OCYLLECTBAAIOT ynpaBneHue
aenamu CobpaHus fenyTaTos U CTPYKTYPHbIE noapasaeneHus.

B ynpaeneHun genamm CoGpaHusa OenytaTtoB TUPaXXMPOBAHMWIO NOANEXAT AOKYMEHTbI U MaTepuansi,
CBsi3aHHblE C AesaTensHOCTbi0 CobpaHua aenyraroB, Annapara CobpaHus aenytaTo, B TOM YUCNe marepu-
ansl kK 3acegaHnaM CobpaHusa fenyTaTtoB W €ro KOMUCCUIA, UCnonb3yemMble B paboTe CTPYKTYpHbIX nojapas-
JeneHnn.

TupaxupoBaHue HeGonbLuMx No 06bemy (a0 10 CTpaHUL) M KONUYECTBY KOMUIA (10 NATU 3K3EeMNNSAPOB)
[OKYMEHTOB U Marepuarnos OCYLLECTBISIETCA B CTPYKTYPHbIX NOAPa3AeneHusx.

12.2.2 [lokymMeHTbl U MaTepuansl, HanpaensemMble Ha TUpaXXMpoBaHue B ynpaenexHue genamm Cobpa-
HWS AenyTaTtoB, NpeaHa3HadYeHbl ANs:

- pacnpocTpaHeHus B 3ane 3aceganuii Cobpanusa genyraros, Ana oGecneyeHns y4aCTHUKOB 3aceaHust
Cobpanus genytaTtos marepuanaMu no oTAenbHbIM BOnpocam nopsaka paborol CobpaHua aenyraros, Ans
HanpaeneHusi agpecatamMm B COOTBETCTBMU C TUNOBbLIM yKa3aTenem pacCbifiku JOKYMEHTOB M MaTepuarnoB K
3aceaaHusam CobpaHus oenyTaTos;

- paccChbInkn CTOPOHHUM OpraHu3aLusiM U CTPYKTYPHbIM NoapasaeneHusiM B COOTBETCTBUM C yKasarens-
MW PacCbISIKu;

- oBecneyeHnsa y4acTHUKOB 3acedaHuin coseta CobpaHusa aenyTaros;

- oBecneyeHnsa y4acTHUKOB MEPONPUATUIA, NPOBOAUMBIX B COOTBETCTBUU C peLueHusimu coseTa CoGpa-
HWA genyTaToe, komutetra CobpaHus AenyTaToB No pernameHTy u opraHmsauuu paboTtel CobpaHusa aenyTaros,
pacnopsbkeHusaMu Mpeaceaarens CobpaHuA aenyTaToB U pykoBoautena Annapara Co6paHus aenyTartos;

- paccbinku noctaHoeneHuit CobpaHusA genyTaTtoB, BbIMMCOK M3 NPOTOKONOB 3acedaHuii Cobpanua ae-
nyTtatoB, coBeTa CobpaHusa genyTaTtoB — B 3aBMCUMOCTH OT KOSIMYECTBA aapecaToB, yKazaHHbIX B NOCTAHOB-
NeHWsX Unu B BbINUCKax U3 NPOTOKONOB 3aceaaHuii CobpaHusa aenyrartos, coBeta CobpaHusa genyTatos, C
y4ETOM HEOBX0aMMON PaCChINkU CTPYKTYPHBIM NOAPa3AEneHnsiM B COOTBETCTBUM C YKasaTenem pacChinku;

- o6ecneYeHnst y4aCTHUKOB 3aCedaHuii COrmacuTeNbHbIX U cneuuansHbiX KOMUCCUI;

- o6ecneYeHnst yHaCTHUMKOB AenyTaTCKUX CRyLUaHMii;

- o6ecneyeHuns 3aceganun dpakuyuit B CobpaHum genytaTtoB, KOMUTETOB U Komuccuit CobpaHus aeny-
TaToB — MO KOMUYECTBY AEnyTaTos, BXoAAWMX BO dpakumio B CobpaHun AenyTaToB, B KOMUTET UMW KOMUC-
cuto CobpaHus 4enyTaToB M KOMMYECTBY NAL, NPUFNAaLLIEHHbIX Ha 3acefjaHue;

- o6ecneyeHuns coBeLLaHunii npeaceaateneii komuteTo CobpaHua AenyTaTtos Nno BONPOcaM 3akoHoaa-
TenbHol paboThl;

- pacchbInku AOKYMEHTOB, MaTepuanos, NOArOTOBMEHHbLIX CTPYKTYPHbLIMW NOAPA3AENEHUAMU, B COOTBET-
CTBUMW C yKasaTernem pacchbinku.

TupaxupoBaHue JOKYMEHTOB U MATepuaroB CBbILLE YCTAHOBIIEHHbLIX HOPM, & TaKXe CTeHorpamMmM 3ace-
JaHui OCYLLECTBSAIOT TONLKO C paspeLleHns pykosoacTsa Annapara CobpaHusi AENyTaToB, B UCKIIOYMTENb-
HbIX Cly4Yasax — C paspelleHus npeaceaarens komurera CobpaHus aAenyTaToB, OTBETCTBEHHOIO 3@ BOMPOCHI
opraHusauum pabotbl CobpaHua aenyTaTos.

12.2.3 Ha kaxgblit AOKYMEHT unu marepuan, caaBaemblil HA TUPAXXMPOBaHUE, 0POPMMAIOT OnaHk 3a-
Ka3a ycTtaHoBneHHoro obpasua. MpaBo nognucu 3akasa v onpegeneHus obbema Tupaxka UMEIOT AenyTarhl,
PYKOBOAUTENW, 3aMECTUTENMN PYKOBOAUTENEN CTPYKTYPHbLIX NOApa3aeneHni, Ha4anbHUKU OTAENoB CTPYKTyp-
HbIX nogpasaeneHui.

B nepeooyepeaHOM NOPSAAKE TUPAXMPYIOT AOKYMEHTbI U Marepuanbl, CBA3aHHbIE C NMOAFOTOBKOI oYe-
pefHbix 3aceaanuin Cobpanusa genyrtaros, coBeta CobpaHus AenyTaToB, COrNacUTENbHBLIX UMK CNELManbHbIX
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KOMMUCCUI, AeNyTaTCKUX CRYLUAHUNA, NoANexallme pacchiike AOKYMEHTbI, NpuHATbie CobpaHneM aenyratos
u coseTom CoGpanus aenyTartos, a Taioke JOKyMeHTbl ¢ nopydeHusimu Mpeacenarens Co6GpaHust aenyTaTos.

12.2.4 [lokyMeHTbl M marepuansl NepesaoT Ha TMPaXKUPOBAHME YETKO HanevyaTaHHbIMU, B HECOPOLLIO-
pOBaHHOM BUAE N MPOHYMEPOBAHHLIMU.

Mpn nonyvyeHun Tupaka AOKYMEHTOB M MaTepuarioB 3aka3uuk NpoBepsieT MX COOTBETCTBME 3aKasy M
pacnuceiBaeTca B OnaHke 3akasa. M3roTOBMEHHbIN TUpaXK BbIAAIOT 3aKa3unky BMECTE C MOANMUHHUKOM A0-
KymeHTa, Mmatepuana. Ha bnaHke 3akasa genatT OTMETKY O BbINOSIHEHUM paBoThl. 3anonHeHHble GrnaHku 3a-
Ka30B XpaHAT B Te4eHue roga B YnpasneHuu genamu CobpaHus fenyTaTos.

12.2.5 Ynpasnenue genamu CobpaHus 4enyTaToB He NPUHUMAET Ha TUPAXXUPOBAHUE:

- BnaHku;

- NOANUCHbIE NUCThI A4NA NPoBeAeHNA u3bupatenbHO KaMmnaHum genyTara;

- JOKYMEHTbI U MaTepuansl ¢ noMapkamMu, BKreikaMm, ncnavykaHHble JOKYMEHTbI U MaTepuansi;

- JOKYMEeHTbI U Matepuarnsl B pyKOMUCHOM BUAe (3a UCKIoYeHUeM 06paLLeHuii rpaxaan);

- KHWUTU 1 BPOLLIOPSI, Fa3eThl U ra3€THLIE BLIPE3KU;

- JOKYMEHTbI U marepuansl, pasMeLLeHHble B POHAE INEKTPOHHbIX MHPOPMAaLMOHHLIX pecypcoB Co-
OpaHua genyTartos;

- NH(pOPMALIMOHHBIE MaTepuarnsl, paHee pacTUPaKMPOBaHHbLIE ANsi HANPABMNEHUS B COOTBETCTBUM C YKa-
3arTenemM pacchInku unu pesoniouusammu pykosoacrea CobpaHusa fenyTaTos, pykoBoacTea Annapara CobpaHus
JenyTaros 1 NOBTOPHO MPEeACTaBMEHHbIE HA TUPAXXUPOBaHWE AEeNyTaTOM UMW CTPYKTYPHLIM NoApasaeneHnem.

12.2.6 MNepepaHHble B ynpasneHue genamu CobpaHua AENyTaTOB HA TUPAXKUPOBaHWE AOKYMEHTbI U
maTtepuansl No 3asBke MOryT ObITb OTCKAHMPOBAHbI C NONyYEHUEM X B 3NEKTPOHHOI chopme B chopmarte PDF,
KoTOpas MOXET ObITb 3anMcaHa Ha 3NeKTPOHHBIA HOCUTENb.

12.3 3ByKo3anucb U NOAroTOBKa CTEHOrPaMmM 3aceadaHumn

12.3.1 lNogpasgeneHue opraHU3aLMOHHOrO obecnevyeHna 3akoHOA4AaTENbHOrO NpPoLecca ocyLecTBnsieT
3BYKO3anucb U NOArOTOBKY CTEHOrpaMm CrneaytoLmx MeponpusaTuii, NPOBOANMbIX B 3ane 3aceganuin Cobpa-
HWA genyTaToB, B APYrux nomeLleHusax CobpaHusa aenytato, 000pyA0BaHHbIX KOHIPECC-CUCTEMOMN:

- 3acepaHuii CobpaHusa aenyTaTos;

- 3acegaHuii copeta CobpaHusa aenyTaros;

- 3acegaHuii pakuyui B8 CobpaHum aenyTaros;

- 3acefaHuii KOMUTETOB U KOMUcCUit CoGpanua aenyTaros;

- 3aceaHuin cornacuTesnbHbIX U cneumanbHbiX KOMUCCUI;

- AenyTaTCKMX CryLuaHui;

- 3acefaHuii KPYIbIX CTONOB;

- 3acefaHuii coBeLaTenbHbIX (KOHCYNbLTaTMBHLIX) opraHoB nNpu MNpeaceaarene CobpaHua aenyTaTos,;

- 3acefaHunii 3KCMNepTHbLIX COBETOB;

- 3aceganuit pabouux rpynn;

- npecc-koH(epeHuun;

- MEPONPUATUIA, NPOBOAUMBIX B COOTBETCTBUM C peLleHusimu coseta CoOpaHusa aenyTaroB, KOMUTETA
Co6paHusa aenyTaToB, OTBETCTBEHHOrO 3a BONPOChHI OpraHu3aumu patbotbl CobpaHus agenytaTtos, pacnopsike-
Huamu Mpeaceaartena Co6paHua aenyTaroB, pykoBoautens Annapata Co6paHus aenyTaros.

12.3.2 MNoapaspeneHue opraHU3aLMoHHOrO obecneyeHns: 3aKOHOAATENBHOIO NPoLEecca OCyLWEeCTBNAET
3BYKO3anucb MEepONpUATUI, NPOBOAUMBIX B COOpaHMM AenyTaToB C NOCNEAYIOLEN NOATOTOBKON CTEHOIPaMM,
TOMbKO NO BONPOCAM, CBA3AHHLIM C 3aKOHOAATENLbHON AesATeNnbHOCTbI0 CoOpaHus genyTaTos.

12.3.3 3Byk03anucb CEMWHAPOB, COBELLAHUIA, BCTPEY U APYrUX MEPONPUATUIA, HE OTHOCALUMXCA K 3aKO-
HoZdaTenbHOM AeATENbHOCTU, NOAPAa3A€erieHME OpraHu3aLuoHHoro obecneveHmns 3akoHogaTensHoro npouecca
He OCYLLEeCTBIIAET.

12.3.4 3asiBKM Ha 3BYKO3anNUCb 3aceaaHuin HanpPaBnsaloT B NOAPa3feneHne opraHu3aLuoHHoro obecneye-
HWA 3aKOHOAATENLHOrO NPOLIECCA B ArEKTPOHHON hopme He no3gHee, YeMm 3a ABa pabounx AHA 40 3acefaHus.

3asBKku, NOJAHHBIE C HAPYLLEHMEM YCTAHOBMEHHOTO CPOKA, 38 UCKMIOYEHUEM 3aABOK Ha 3BYKO3anuch 3a-
ceflaHuii CornacuTenbHbIX U CneuuanbHbIX KOMUCCUIA, NoAPasaeneHne opraHu3aLnoHHoOro obecneveHust 3ako-
HOZAaTenbLHOro NPoLecca He NPUHUMAET. 3asBKU NOAMUCHLIBAIOT PYKOBOAUTENN CTPYKTYPHLIX MOAPA3AEneHNiA.

Ona obecneyeHns Ka4eCTBEHHON NOATOTOBKU CTEHOrPaMMbl CTPYKTYPHOE MOApasfeneHne, OTBETCTBEH-
HOe 3a NpoBeJeHWe MEeponpuUATUA, Nepes Hadvanom MeponpuATUS NepeaaeT B MoApasferieHue opraHusa-
LUMOHHOro obecneyeHns 3aKOHOAAaTENLHOrO NpoLecca CrNMCoK ero yY4acTHUKOB, BKMIOYas npurnalleHHblX, ¢
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ykasaHumem nx pamunuii, MMeH n ot4ecTB. MNpu HEoBXOAUMOCTU TaKKe NepeaaloT NPOEKT NOBECTKU AHA UMK
nporpaMMy MeponpuATUSA.

12.3.5 Bo Bpems 3aceaanuin CobpaHus genytatos u coBeta CobpaHusa 1enyTaTtos 3ByKO3anuch Apyrux
3acejaHunii He BEA1eTCA, 3@ UCKIIOYEHUEM 3aCeAaHuii COrNacuTenbHbIX U cneLuanbHbIX KOMUCCUIA.

12.3.6 3ByKO3anuchb BbIE3AHLIX MEPONPUATUI OCYLLECTBISIETCA TONbKO HA OCHOBAHWU PELLEHUSI PYKO-
Bogutens Annapara CobpaHus aenyTaros.

12.3.7 lNMoarotoBneHHble B NOAPA3AENEHUN OpraHU3aLMoHHOro obecneyeHnss 3aKOHOAATENBHOMO Npo-
Luecca creHorpammbl nepefatoT B CTPYKTYPHbIE NOAPAa3AeneHnsi, OTBETCTBEHHbIE 3a NPOBEAEHNE MePONPUs-
TWI, MO 3NEKTPOHHON MOYTE B COOTBETCTBMU C 3aABKaAMM.

MoBTOpHBIN Habop M 06paboTka TEKCTOB CTEHOrpamMm B YNpaBneHUn opraHusauuoHHoro obecneveHns
3aKOHOAATenNkLHOro NpoLecca He OCYLLEeCTBIAETCS.

12.3.8 Pacwudposka HOHOrpamm MEepOonpusTUiA, CBA3aHHbLIX C 3aKOHOAATENbHOW AeSTENbHOCTbLIO
CobpaHusa AenyTaTos, 3anncaHHbIX CrnyxalmMu AnnapatoB dpakuyuii B CobpaHum fenyTaTtoB, KOMUTETOB,
komuccuin CobpaHusa AenyTatoB, B MOApA3dENeHUn OpraHu3aLMOHHOro ofecrneyveHnss 3aKOHOAAaTENbHOIo
npouecca OCYyLLECTBISAETCA TOMNbKO MO yka3aHuio pykosoautens Annapara CobpaHusa genytatoB unm 3ame-
cTutensa pykosogutensa Annaparta CobpaHus aenyTaToB npu NPeACTaBNEHUM KaYeCTBEHHOW hOHOrpaMMbl Ha
HOCUTENAX MHAPOPMALIMK, NPUHATLIX K MCnonb3oBaHuio B Co6paHuu aenyTtaTos.

3ByKO3anucbL MeponpuaTUi, NPou3BeaEeHHas BHE CryXeOHbIX noMeLueHuit CobpaHus 4enyTaToB U Ha
HOCUTENAX, HE NPUHATBIX K UCronb3oBaHunio B Annapare CobpaHusa AenyTaToB, a TakKe HeHaAMeXaLlero Ka-
yecTBa nogpasaeneHnemM opraHu3aumoHHoro obecnedyeHns 3aKoHOAAaTeNbLHOro NpoLecca ANns pacLuMdpoBKu
He NPYHUMAEeTCS.

12.3.9 ®oHorpamMmbl NOCre ux paclunPpPoOBKM XPaHAT B NOAPa3aeneHnn opraHu3aunoHHoro obecneye-
HUS 3aKOHOAATENbHOro NPOLEecca B TEYEHUE YeTbIpeX Heaenb CO AHS npoBeaeHus meponpusaTus. Mpu Heob-
XOAUMOCTM MO MUCLMEHHOMY 3anpocy CTPYKTYPHOrO noApasfeneHusi, OTBETCTBEHHOTO 3a NPOBEAEHUE MEPO-
MPUATUA, CTEHOTPaMMbl MOTYT ObITb Bbi4aHbl ANA YTOYHEHUS TEKCTa.

12.4 TexHu4yeckoe oGecneyeHne MepoONpPUATUIA

3asBKU Ha TEXHUYECKOE 0BecrneveHne MEPONPUATMIT HAaNPaBNSAIOT B NogpasaeneHue OpraHn3auuoHHOo
obecneyeHns1 3aKOHOAATENBLHOIO NPOLIECCa B INEKTPOHHON (POPME He MO3gHEE YeM 3a NATb paGounx aHen
[0 MEPONPUATHS.

13 OpraHu3sauus pa6oTbl C 4OKYMEeHTaMM OrpaHUYeHHOro pacnpocTpaHeHus

13.1 K AOKyMEHTaM OrpaHUY4EHHOro pacnpocTpaHeHnsa OTHOCAT noctynawowume 8 CobpaHue genyraros,
a TaKke NoAroTOBIEHHbIE B HEW HECEKPETHbIE AOKYMEHTbI U u3gaHusa ¢ noMeTkon «[ACIy, orpaHMYeHus Ha
pacnpocTpaHeHne KoTopbix U 0cobble TpeboBaHust K 0GpaLLEHUIO C KOTOPbIMKU 06ycnoBneHbl cryxebHoit He-
06X0ANMOCTbIO. lNMepeyeHb Takmx CBEAEHMIN YCTAaHABNUBAETCSH 3aKoHOoA4aTenbCTBOM Poccurickon deaepaumn.

13.2 OTBETCTBEHHOCTb 3a OpraHusauuo paboTbl ¢ AOKYMEHTaMU OrpaHUYeHHOro pacnpoCTPaHeHus,
obecneyeHne nx y4yera, COXPaHHOCTU, UCMONb30BAHUSA BO3NaraeTcsl Ha PyKOBOAUTENEN CTPYKTYPHBIX MOApas-
AeneHun.

Bblgaqa 4OKYMEHTOB, MX KOMWIA UMM NPOEKTOB, COAEPKaLLUX Cryxe6Hyo MHAOoPMaLMIO OrpaHUYEHHOTO
pacnpocTpaHeHnsi, B CBSA3M C pacCMOTPEHMEM COOTBETCTBYIOLLUMX BONPOCOB HA 3aceaaHusx CobpaHus ae-
nyTaToB, a TaKkke nepegadva Takux JOKYMEHTOB CTOPOHHUM OpraHu3auusiM OCYLLECTBASETCA MO PELUEHUIO
Mpeacenartensa Cobpanust genyratos, 3amectuteneii Mpeacenarens CobpaHWA aenyTaToB Unu npeaceaare-
na komuteta CobpaHust AenyTaToB, OTBETCTBEHHbIX 3@ BOMPOCHI opraHu3auuun padotel CobpaHusi aenyraTos,
C MNO3K3EMNMAPHbIM YYETOM BblAa4u Nog POCNUCh B YYETHON (DOPME.

13.3 Ha pgokymeHTax (B TOM YMCMe, HA UX NPOEKTAx) U M3AAHUSX, COAePXALLMX CryxebOHylo nHhop-
MaLMi0 OrpaHUYeHHOro pacnpocTpaHeHusi, ctaButcs nometka «ACMy. YkaszaHHyo MOMETKY pasMeLLaloT B
npaBoM BEPXHEM YINy NepBOi CTPaHMLbl LOKYMEHTA, HAa 0ONOXKE U TUTYSNIbHOM MUCTE W3AAHKSA, a TaKKe Ha
nepBoi CTpaHWLEe CONPOBOAMTENBHOMO MMCbMa K TAKUM AOKYMEHTaM U U3gaHUsaM.

HeobxoaumocTtb Hanuumua nometkn «ACM» HA AOKYMEHTaxX U U3gaHusaiX, coaepXaLumx CrnyebHyto nH-
hopMaLnIo OrpaHUYEHHOTO PacNpOCTPaHEHUS, ONPEAENsIOT UCMONHUTENb U AOMKHOCTHOE NULO, NOANUCHIBA-
IoLee unmn yTeepXaaroLLee AOKYMEHT.

13.4 [lomkHOCTHbIE NUUA, NPUHSBLUKME pelueHne 06 oTHeceHun cnyxebHor nHopmaumm K paspaay
OrpaHUYEHHOro PacnpOCTPaHEHUS, HECYT NEPCOHANbHYIO OTBETCTBEHHOCTb 38 0OOCHOBAHHOCTb MPUHATOrO
peLueHus.
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13.5 CHATUE C JOKYMEHTa Unun u3gaHus nomeTkn «4nsa cnyxebGHoro nonb3oBaHUsi» B CBA3W C yTpaToii
KOHMAEHUMANbHOCTU MHAOPMaLUK NPON3BOAUTCH NULIOM, MOANWUCABLUUM MU YTBEPAUBLUMM AOKYMEHT UMK
ns3gaHue, unu No pesynsrataMm 9KCNepTu3bl, KOTOPYIO NPOBOAUT KOMUCCUSA, CO3AaHHAsA C STON LENbio NO pac-
nopsbkeHuto Pykosoautenst Annapara CoGpaHusa aenyraros.

PelueHne kommcenn o cHATMM noMeTkn «OCI» ohopMnsaoT NPoToKONoM. NomeTka Ha AOKYMEHTE Mo-
rawaeTcs WTaMnoM UM OT PYKU C yKa3aHMeMm HOMepa NpOTOKOMa, MOCNY>XMBLUEr0 OCHOBAHMEM NSl €r0 CHSI-
TuA. 3anucb NOATBEMKAAETCS NOAMUCHIO CNY>KALLEro, OTBETCTBEHHOTO 3a AenOonpoOu3BOACTBO B CTPYKTYPHOM
nogpasaeneHuu.

13.6 Mpwu cHaTum nomeTkn «OClM» Ha AOKYMeHTax, Aenax unu u3gaHusx, a Takke B YYeTHbIX hopmax
(OPK, onucax aen u apyrux) AenatT COOTBETCTBYIOLLME MOMETKA U MIHPOPMUPYIOT BCEX aApecaToB, KOTOPbIM
3TW JOKYMEHTbI (M34aHus) HanpaBnanuch.

13.7 3a pasrnaweHue cnyxebHoi nHpopmaummn orpaHUYEHHOTO PACMPOCTPAHEHUS, a TaKkxke 3a Hapy-
LeHne nopsaka obpalleHusi ¢ LOKYMEHTaMU, COAepXKalLMMM Takyto MHOPMALMIO, CYXKaLUuii MOXET BbiTh
NpuUBAEYEH K AUCLUMNIIMHAPHOW WU MHOW NPEeayCMOTPEHHOW 3aKkoHoaaTenbCTBOM Poccuiickon deaepauumn
OTBETCTBEHHOCTH.

13.8 Mpuem u perncrpauma nocrynatowmx B CobpaHue genyrartoB AOKYMEHTOB, COAepKaLLmX MHop-
MaUWK OrPaHUYEHHOTO pacrnpoCTPaHeHusl, OCYLLECTBAAET noapasfeneHme MHdopMaLnOHHO-TEXHOMOMU-
YECKOro M AOKYMEHTaLUOHHOro obecrnevyeHns B yCTAHOBMEHHOM MOpPsiaKe, B TOM YUCME C UCMONb30BaHUEM
CALQO. MNpu atom B 3PK genaerca nometka «[CIl», a B peksuaute «3k3. Ne» yKasbiBalOoT HOMepa NOCTynuB-
LLUMX 9K3eMnnapoB AokymeHTa. B OPK yka3biBaloT Takke KOMMYeCTBO CTPaHMUL, AOKYMEHTA (€CNKU AOKYMEHT He
cOpoLuopoBaH).

Ha aokymeHTe psaoM ¢ peructpaumoHHbim Homepom CAL ctasat nomeTtky «ACMy, ykazaHue kOoTopow
BMECTE C PErMCTPALMOHHLIM HOMEPOM W HOMEPaMK 9K3EMNNSAPOB 00A3aTENLHO NPU CCbISIKE HA AaHHbIN [0-
KYMEHT.

13.9 B cTpyKkTypHbIX NogpasaeneHusax paboty ¢ AOKYMEHTaMU OrPaHUYEHHOTO pacnpocTpaHeHus obe-
CNEeYnBaloT CNy>xallue, OTBETCTBEHHbIE 3a AENONpon3BOACTBO.

JIOKyMEeHTbI OrpaHN4EeHHOro PacnpoCTPaHEHUS NepeaatoT CnyXalmm CTPYKTYPHbIX NoApasaeneHunii nog,
pOCMMUCL MO YKa3aHWIO PyKOBOAUTENEN CTPYKTYPHbIX NOAPa3AENeHNiA.

Mpu cMeHe cnyallero, OTBETCTBEHHOIO 3a Aenonpou3BOACTBO B CTPYKTYPHOM NoapasaeneHuu, co-
CTaBnAIOT akT npuema-caaymn JoKyMeHToB ¢ nomeTkon «[ACI», KOoTopbIi yTBEpXKAAEeT pyKOBOAUTENEM CTPYK-
TYPHOro noapasaeneHus.

13.10 MNpu ochopMneHnn, AOKYMEHTOB OrpaHUYEHHOrO pPacnpoCTPaHEeHUs HA NEPBOM JIMCTE Moa no-
meTkon «ACIM» yka3blBalOT HOMEp 3K3eMnrsipa AOKYMEHTa, a Ha 000pOTe NOCNEeAHEro NMCTa KaXA0ro IK3eM-
nnsipa AOKYMEHTa — KONMYeCTBO OTNEYaTaHHbIX 3K3eMNNsipoB, (pamMUnuIO UCNONHUTENSA U AaTy 0DOPMNEHUSA
JokyMeHTa. MoanucaHHbIN JOKYMEHT BMECTE G PYKOMUCHIO NepesaloT Ha perucTpawuio.

Pykonucu otnevyaTaHHbiX 4OKYMEHTOB YHUUTOXAIOT NO aKTy YCTAHOBNEHHOMW (POPMbI.

13.11 TupaxupoBaHue AOKYMEHTOB OrpaHW4EHHOro pacrnpoCTPaHEHMs OCYLLECTBASAIOT B ynpaBneHuu
aenamu CobpaHusa fenyTaToB (MojpasaeneHue onepatuBHon nonurpacdum u cotoapxusa) no 3aseBkam, noa-
NMUCaHHbIM PYKOBOAUTENSAMU CTPYKTYPHbIX NOAPAa3AEneHnii Unmu ux 3amecTuTensMu.

TupaxxuposaHue JOKYMEHTOB OFPAHUYEHHOTO PaCNPOCTPAHEHUS HENOCPEACTBEHHO B CTPYKTYPHBIX NOA-
pasfeneHuaX BbIMNOHAETCA N0 yKa3aHMIo pyKOBOAUTENS.

[Mo3K3eMNNSAPHLIN y4eT TUpaXka BEAYT CTPYKTYPHbIE NOApa3aeneHus.

13.12 OTnpaeky AOKYMEHTOB, COAEMKALUMX CIY>XEOHYI0 MHGOPMALMIO OrPaHUYEHHOTO pacnpocTpa-
HeHus, ocyulecTensAet nogpasaeneHne UTOO. MNMpu HeoBX0AMMOCTU HaNPaBNEeHUs JOKYMEHTOB C NOMETKON
«[ACl» B HECKONBLKO aApeCOB COCTABMNAOT yKa3aTernb pacCbifikv, B KOTOPOM ANIS K&X/0ro aapeca ykasbiBalor
HOMepa 3K3EeMMMAPOB OTNPABMNSAEMbIX AOKYMEHTOB. YKasarTernb pacCbiiiku NOANUCLIBAET UCMNONMHUTEND U PYKO-
BOAUTENb CTPYKTYPHOrO nNoapasfieneHusl, N0AroTOBUBLLETO JOKYMEHT.

Mpu perucTpauun K ucxoasiLueMy HoMepy AokymeHta gobasnsior nometky «[ACIM». 3Ta e nometka
CTaBUTCSH Ha KOHBEPTE PSAAOM C UCXOASALLMM HOMEPOM OTNPaBsIEMOro JOKYMEHTA.

[lOKyMEHTbI OrpaHM4eHHOro PacrnpoCTPaHEeHUss NepechbinaT CTOPOHHUM opraHu3auusam denbanerep-
CKOVi CBSI3bIO. 3anpeLyaeTca ux nepegayda no kaHanam (pakCMMUbHOW CBSI3U UIN SNIEKTPOHHOMN MOYTON.

13.13 dokymeHTbl ¢ momeTkon «JClM» noMeLaioT B Aena B COOTBETCTBUN C UX COAEPXKAHUEM U HOMEH-
KnaTypon Aen CTPYKTYPHOro nogpasaeneHus. NMpu 3Tom Ha 0Broxkke gena, BO BHyTPEHHeElW onucu gena (B rpa-
he «HaumeHoBaHue gokyMmeHTay), B caatodHon onucuk gen (B rpade «MHaeke») craBat nometky «ACM».
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13.14 Komuccus, HasHayaemas pacnopsbkeHuem pykosoautens Annaparta CoBpaHus genyrtaTtoB, He
pexxe 04HOro pasa B roj NPOBOAWT NPOBEPKY HANMUYUSA AOKYMEHTOB W U3JaHWI OrPaHUYEHHOTO pacnpocTpa-
HEeHUs.

B npasoBomM noapasaeneHnn NpoBepKy HanMuus JOKYMEHTOB U U3AAHUIA OTPaHWYEHHOrO pacnpocrpa-
HEHWA NPOBOAAT He peXxke OHOro pasa B YeTbipe roaa.

B nogpaspneneHun chopmmpoBaHus apxusa CobpaHus 4enyTaTtoB NPOBEPKY HaNUUUSA LOKYMEHTOB U U3-
JaHWi OrpaHWYeHHOro pacrnpocTpaHeHUs NPOBOASAT B CrieaytoLLeM NopsakKe:

- JOKYMEHTOB MOCTOSIHHOTO CPOKa XpaHEeHWs — Npu CoCTaBneHnn CBOAHON onucu gen Cobpanus geny-
TaToB 3a CO3bIB M Nepes nepegaden Aen Ha rocyaapCTBEHHOE XpaHEHUE;

- JOKYMEHTOB BPEMEHHOro CpoKa XpaHeHuss — rnpu NPOBEAEHUMN SKCNEePTU3bl LEHHOCTU JOKYMEHTOB.

13.15 [JOKYMEHTbI OrpaHUYEHHOTO PACNPOCTPAHEHMUS B CTPYKTYPHBIX NOAPA3AENEHUSIX XPAHAT B HAA EX-
HO 3anuMpaeMbIX U onevaTbiBaeMbIX METanNIMYeckux Lwkadax, B nogpasgeneHuu hopmuposanus apxusa Co-
OpaHusa genytaTtoB — B apXMBOXpaHUNuLLE, CHabXeHHOM KO OBbIM 3aMKOM.

O bakTax yTparbl JOKYMEHTOB W N34aHWIA, COAEPXALLUX CNY>KEBHYI0 MHOPMaLUIO0 OrPaHUYEHHOTO pac-
npocTpaHeHuns, nubo o pasrnalueHmn aTon MHopmaLun CTaBUTCA B U3BECTHOCTb PyKOBOAUTENb Annapara
CobpaHus genyTaTtoB, KOTOPbI NPUHUMAET PELUEHWE O NPOBEAEHUM CIY>KEBHOI NpOBEpPKHY.

13.16 YHUUTOXXEHME JOKYMEHTOB OrPAHMYEHHOTO PacrnpoCTPaHEHNA, YyTPATUBLLUMX CBOE NPAKTUYECKOE
3HayeHne U He MMEeIoLLMX UCTOPUYECKOW U MHON HaY4YHOW LIEHHOCTU, OCYLLECTBMSAIOT C COCTaBMEHUEM aKkTa
yCcTaHoBNEHHON opMbl. B yueTHbIx hopmax (B IPK, onucsx aen v Apyrux) Aenatotr OTMETKY 06 YHUUTOXEeHUN
CO CCbISIKOM Ha COOTBETCTBYIOLLUMI aKT.

13.17 O3HakoMneHue ¢ JOKYMEHTaMu OrPaHMYEHHOTO PacnpoCTpaHEeHUst U HAXOAALMMUCA B nNoapas-
AeneHun dopmuposanusa apxusa CobpaHua AenyTaTtoB OCYLLECTBASAIOT C NMUCbMEHHOTO pa3speLleHns1 pyKo-
Bogutens Annaparta CobpaHua aenytaros, 3amecTuTenei pykosogutensa Annapara CobpaHus aenytatos u
M0 COrnacoBaHWI0 C PYKOBOAUTENSAMU CTPYKTYPHBLIX NOAPA3AEneHuii, NOATOTOBUBLLMX YKA3aHHbIE [JOKYMEHTbI
UKW ABNABLUMXCS OTBETCTBEHHBLIMU UCMOMTHUTENAMM NO HUM. O3HAKOMIIEHUE NONb30BaTENEN C JOKYMEHTAMU
OrpaHM4YeHHOro pacnpoCTpaHeHUs OCYLLECTBAAIOT, KAk NPaBWIo, B NOMELLEHUU noapasaeneHus hopmupoBa-
HuA apxuBa CoOpaHusa fenyTaTos.

13.18 M3gaHuA orpaHM4eHHOro pacnpoCTpaHEHUs BbiAAKOT NONb30BATENSM B COOTBETCTBUM C YCTAHOB-
NEeHHbIM NOPAAKOM

13.19 CreHorpaMmbl 3aKkpbITbiX 3acefannini CobpaHnsa AenyTaToB, 3aKpbITbIX AENYTATCKUX CNyLLAHWUN,
3aKpbITbIX 3aceaanHun dpakumii B Cobpanum genyraros, KOMUTETOB, KOMUCCUiIK COoBpaHus aenyTaToB, UMe-
owe nometky «ACIM», y4UTLIBAIOT N XPaHAT B TEYEHME AENONPOU3BOACTBEHHOIO roAa U B COOTBETCTBUN C
YCTaHOBAEHHbLIMU CPOKaMKn NepeaaroT B noapasaeneHun dpopmmnposaHus apxusa CobpaHus aenyTaTos.

14 ®opmMmupoBaHue n xpaHeHue aern, UCNOoNb30BaHUE AOKYMEHTOB U aen

14.1 CoctaBneHne HOMEHKNATypbI Aen

B uensax npasunbHOro chopMMpoBaHus U yyeta aen B Aenonpou3BoAcTBe, obecneveHns noucka no-
KYMEHTOB €XerofHO COCTaBMsieTCs eAuHass HoMeHknatypa aen ansi Cobpanus genyrtatoB u Annapara Co-
OpaHuA aenyTaTos N0 yCTaHOBMEHHO hopme — HoMeHknaTypa aen Cobpanus aenyTaTos. B HomeHknaTypy
Aen CoGpaHus AenyTaToB BKMIOYAKOT HAMMEHOBAHUA AeS, OTPaXaloWMX BCE HaMpaBreHWUA NeATEeNbHOCTU
CobpaHusa aenyTaToB U CTPYKTYPHbIX NoApa3aeneHuit.

Mepexoasawme aena, KOTOPbIE UCNOSHAIOT B TEYEHWE HECKOMbKUX NET, a TaKkkKe Aena BPEMEHHO eil-
cTeyloLmMx opraHos CobpaHus aenyTatoB M 0BLLECTBEHHBIX OpraHusaumii Annapara CobpaHus aenyTaTtos
noanexar BKMIOYEHUIO B HOMEHKNaTypy aen CobpaHusa aenyraros.

14.1.1 HomeHnknatypy aen CobpaHusi 4enyTaTtoB COMMACOBbLIBAIOT C LEHTPArbHOW 9KCNEepPTHOW KOMMC-
cuein B CobpaHuu AenyTaToB, eXerofgHo yTeepxaator pacrnopsbkeHuemM MNpeaceaarens CoGpanus aenyraros
He nosaHee 25 fekabpa TekyLuero roaa U BBOAAT B A€NCTBUE C 1 AHBAPS Ka)@@Oro CreayioLero roga. YTeep-
ZIeHHYI0 HoMeHKknaTypy Aen CoOpaHua JenyTaTos pasmeLlualoT B hOHAE SNMEKTPOHHLIX MHPOPMALIMOHHBIX
pecypcos CobpaHus genyraTtoB.

14.1.2 HomeHknatypy aen CobpaHus AenyTaTtoB Ha NPeACTOALMI ro[, COCTABNAIOT (YTOUHSIOT) B YeT-
BEpPTOM KBapTane TekyLuero roga. OTBETCTBEHHOCTb 3@ €e OKOHYaTesbHyIO NOArOTOBKY BO3MaraeTcs Ha noj-
pasaeneHue opmupoBaHus apxmea CobpaHus aenyTaros.
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14.1.3 HomeHknatypy aen CobpaHus AenyTaToB COCTABMSIIOT HA OCHOBAHUW HOMEHKNATyp aen dpak-
umit B CoGpaHun aenyTaTtos, KOMUTETOB, KOMUCCUI COGpaHust AEeNyTaTOB U CTPYKTYPHLIX MOApasaeneHui
(nanee no TeKCTy — HOMEHKNAarypa aen).

B TeyeHne [enonpon3BoACTBEHHOIO roa B HOMEHKNaTypy Aern MOryT BHOCUTb M3MEHEHMs Nocne co-
rnacoeaHus ¢ nogpasgeneHvem opmupoBaHusi apxua CobpaHusa aenyTaroB.

BHeceHne B HOMeHknaTypy Aen CobpaHus AenyTaToB 3aronoBKOB €Nl BHOBb 06pa3oBaHHbIX OPraHoB
CoObpanusa fenyTaToB, CTPYKTYPHbIX NOAPAa3aEmNeHuid, 3aronoBKOB HOBbIX Aen, (hOPMUPYEMBIX B TEUEHNE roaa,
U APYTUX M3MEHEHUIn 0popMASIOT B paboyem nopsake noagpasgeneHmem opmuposaHus apxusa CobpaHus
ZAenyTatoB KaKk AOMNoNHeHne K yTBepXaeHHoN HomeHknatype aen CobpaHusi AenyTtaTtos u, npu Heob6xoanmo-
CTW, BKIIOYAIOT B HOMEHKnaTtypy agen CobpaHusa aenyTaToB Ha NPeACTOsILLUIA rof.

14.1.4 HomeHknatypa fen coCcTaBnseTca Cny>xalium, OTBETCTBEHHbIM 3a A€NONPOU3BOACTBO B CTPYK-
TYPHOM MoapasfeneHuu, noAnMCLIBAETCA PYKOBOAUTENEM CTPYKTYPHOIO noapasaeneHusi, CornacoBbIBaeTcs
C 9KCNepTHOW KOMUCCHUEl CTPYKTYPHOTO noapasaenenus u nogpasaeneiuem opmuposaHua apxusa Cobpa-
HWSA 0enyTaTos.

14.1.5 WHaekc aena, BKNIOYEHHOTO B HOMEHKNATYpy e, COCTOUT M3 MHAEKCA U NOPSAAKOBOr0 HoMepa
aena.

14.1.6 3aronosok Aena B HOMEHKnatype Aen JOMKEH OTpaXarb COAEpPXKaHMe W COCTaB 1OKYMEHTOB
aena, UMeTb YeTkue U kpaTkue opMynmnpoBKN.

14.1.7 Cpok xpaHeHusi Aena ykasbiBaloT B HOMEHKnaType aen. Ecnu cpoku xpaHenus aen He onpefe-
NeHbl, TO OHW YCTaHaBMMBAKOTCA 9KCNEPTHO-MPOBEPOYHON KOMUccUuen MocynapCTBEeHHOrO apxuBa cybbekra
Poccuiickorn ®eaepauuu (aanee no tekcty — 3MMK) no npeactasneHuio noapasaenedns opmmpoBaHus ap-
xuBa CobpaHua AenyTaTos nocre o40OpeHns LEHTPanbHO 9KkcnepTHOW komuccueln B CobpaHum aenyTarTos.

McuncneHne CPOKOB XpaHeHUsi JOKYMEHTOB, 3aKOHYEHHbLIX AeNONpOM3BOACTBOM B TEKYLLEM roay, Ha-
ynHaeTca ¢ 1 AHBapA cneayoLero roaa.

MpaBUNbLHOCTb YKasaHUA CPOKOB XPaHEHUS B HOMEHKNAType Aen KOHTPONMPYIOT noapasaeneHue ¢op-
mMupoBaHus apxusa CobpaHus 4enyTaTtos W LeHTpasribHas akcnepTHaa komuccusi B CoGpaHun aenyrartos.

14.1.8 Tpu HanNM4uu B Aenax OTCKaHUPOBAHHbLIX AOKYMEHTOB WUIU JOKYMEHTOB, CO34aBaEMbIX B 3reK-
TPOHHOW hopme, CRyXaLlumM, OTBETCTBEHHbLIM 3a AeNONPON3BOACTBO B CTPYKTYPHOM NOApa3aerieHuu, B rpa-
de «MpumeyvaHme» HOMEHKNATypbl A4en AenaloT 0TMETKY «COoaepUT AOKYMEHTbI Ha 3NEKTPOHHOM U Bymak-
HOM HOCUTENSAX».

14.2 Mopspok hopMupoBaHUa aen

14.2.1 dopmupoBaHne NOKYMEHTOB B Aena B CTPYKTYPHbIX NOAPa3AeseHUsAX OCYLLECTBAOT ChyXa-
LuMe, OTBETCTBEHHbIE 3a AEeNONPOU3BOACTBO B CTPYKTYPHLIX NOApAa3AeneHusiX, B COOTBETCTBMU C HOMEHKNa-
Typamu Aen Npu METOANYECKON noaaepxke noagpasaeneHusa popmuposanus apxmsa CobpaHusa aenyTaTos.

14.2.2 Tpu cbopmuposaHun aena NpPoBepsIOT NPABUNLHOCTb OTHECEHUA AOKYMEHTOB B JaHHOE A€ENo,
Ka4ecTBO OCPOPMIIEHUA U KOMNEKTHOCTb JOKYMEHTOB, HANM4ne Ha 4OKYMEHTaX HEOOX0AMMbIX PEKBU3UTOB:
noanucen, Bu3, Aat, PErMcTPaLUmMoHHbIX, YY4ETHBIX HOMEPOB, CIPABOK MU OTMETOK 06 UCMONMHEHUK, O HanpaB-
nexun B geno (C noMeTkon «B penox») u apyroe. [OKyMEHTbI, UMetoLmne owmbkn B 0DOPMMEHUM, 4OIKHBI
ObITb MCNPaBEHDI, @ 3aTeM NOALUMTLI B AESO.

14.2.3 MNpu hopMmposaHnu aen A0MkHbLI cobNMIOAaTLCA cneayowme TpeboBaHus:

- B A€N0 NOMELLAIOT TONbKO UCMONHEHHBIE U NPABUITEHO 0(POPMIEHHBIE AOKYMEHTbI;

- pasgensbHO rpynnUPYIOT B Aena AO0KYMEHTbI MOCTOAHHOTO U BPEMEHHOTO CPOKOB XpPaHEHUS;

- B AeNn0 NOMEeLLAoT OAMH IK3EMNASAP AOKYMEHTA, a Takke Te 9K3eMNAApbl AOKYMEHTA, Ha KOTOPbIX
MMEIOTCA BU3bI, PE30NIOLMN U APYrME NOMETKM, AOMONMHSIOLLMUE NEPBLIN SK3EMNAAP, YEPHOBUKU JOKYMEHTOB B
Aeno He NoOMeLLalTes;

- B A€n0 NOMELLAIOT JOKYMEHTbI OAHOIO KaneHAapHOro roga, UCKNIOYEHNE COCTABSIIOT TONbKO NUYHbIE
1 nepexoaswume aena;

- NpX HEOBX0AUMOCTH BKIOYEHUSA B AEMO NOCTOSHHOIO CPOKa XpaHeHUs hakcorpaMmbl €€ KCepoKonus
noMeLLaeTca B Aeno; 06beM Kaxaoro Aerna noCToSHHOTO CPOKA XpaHeHUs He AOMKeH npeBbilwath 250 nu-
ctoB. Mpu 6onblwemM o6beme JOKYMEHTOB B Aierne (POPMUPYETCS HECKONLKO TOMOB (4acTeii). B cnyyae Heobxo-
AUMOCTH JOKYMEHTbI Pa3NUYHbIX CPOKOB XPAaHEHUSI MOTYT HAXOAUTLCA B OAHOM Aene A0 KOHLA TEKYLLEro roaa
UM A0 3aBepLueHUA paboTbl Haa BONPOCOM, a NpU NOATOTOBKE UX K caade B nogpasaeneHne opMMpoBaHus
apxvuBa CoOpaHuA AenyTaTtoB AOIDKHbI NepeOpMUPOBLIBATLCA B AeNna NOCTOAHHOMO U Aena BPEMEHHOIO
CPOKOB XPaHEHMUS.
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14.2.4 HopmaTtusHble NpaBoOBble aKkTbl OPraHOB rocyaapCTBEHHOW Bnactu Poccuiickoi deaepauuu
rpynnupytoT B ena no HasBaHWsAM UX BUAOB B XPOHONIOTMYECKOM NOpSAKE BMECTE C OTHOCALUMMUCA K HUM
NPUNOXKEHUSIMMU.

14.2.5 BegeHue nu4HbIX Aen OCYLUEeCTBIAETCA B COOTBETCTBUM C HOPMATUBHbLIMU AOKYMEHTaMM O No-
pAaake nx BeaeHus.

14.2.6 Pacnopsbkenuna lNpeacenatens CobpaHus aenytatoB no BONpOCaMm OCHOBHOW AEATENbHOCTU
dopMupyIoT B Aena noapasaeneHnem ohopMneHus U BbiMycka HOPMaTUBHLIX akToB CobpaHusa AenyTaToB U
MMEIOT MNOCTOSIHHBIA CPOK XPaHEHUS.

Pacnopspkenus Mpeaceparensa CobpaHua aenytaros, 3amectutens Mpeaceaarensa CobpaHua genyra-
TOB, pykoBoguTensa Annapara CobpaHua agenytaToB, 3aMecTUTens pykosoautens Annapara Cobpanus geny-
Taros NO KaApOBbLIM BONPOCaM KaApoBoe nogpasaeneHne copMupyet B aena. PacnopsixeHus no kagpoebiM
BOMpOCaM U BONPOCaM KOMaHAWPOBAHWUA FPYNNUPYIOT B 1eNna OTAENbHO OT APYrMX pacrnopskeHWiA.

Pacnopspkenns MNpeacenarens CoBpanusa aenyraroB u (unu) pykosoautensi Annapara CobpaHus aeny-
TaToB N0 BOMPOCaM YTBEKAEHUS MOMOXEHWIN O CTPYKTYPHbIX NoApasaeneHusix, J0/MKHOCTHbIX pernameHTax
Cy>aLLux, CTPYKTYPbI M LUTATHOTO pacnucaHua Annapara CobpaHusi AenyTaToB KagpoBoe noapasaeneHue
hopMUpPYET B AeNa OTAENbLHO OT APYIMX PACMOPSKEHWIA.

14.2.7 Mpotokonbl 3aceaanuii Co6panua genytartos, coBeta CobpaHusa aenyrtaros, cpakumii B Cobpa-
HWUWM BenyTaToB, KOMUTETOB M komuccuin CobpaHus aenyTaToB pacnonaraior B Jerne B XpOHONOrM4eckom no-
paake. [JJokyMeHTbl U Marepuarnbl K ykasaHHbIM 3aceaaHuaM NoMeLLaloT NoCrie COOTBETCTBYIOLLETO NPOTOKONa
B NOCNeaoBarenbHOCTM BONPOCOB NOBECTKU AHA 3aceaaHus.

14.2.8 [ena ¢ nognuHHMKaMu NpOTOKONOB 3aceaaHun CobpaHusa genytatos u coseta Cobpanua ae-
nyTaTtoB ¥ NOMELLUEHHbIMU B HUX JOKYMEHTaMu, NpuHATbIMM CobpaHuem aenytatoB u cosetom Cobpanus
AenyTtaroB, (hOPMUPYET noapasaeneHue ohopMeHns n Bbinycka HOPMaTUBHLIX akToB CobpaHus aenyTaTos.

14.2.9 [ena ¢ noanvHHUKaMM JOKYMEHTOB MO NOArOTOBKE U NPOBEAEHUIO NOEe3noK, BCTpeY, opuum-
anbHbIX Npuemos u Bu3nuToB lMpeacenarens CobpaHua aenytatos hopMUPYIOT U CAAIOT B noapasaenexHue
cdopmuposaHus apxmsa CobpaHus A4enyTaToB CTPYKTYPHbIMU NOAPA3AENEeHUAMU, WX NOATOTOBUBLUMMM.

14.2.10 MoANMHHMKM NPUMEPHON NPOrpamMMbl 3aKOHONPOEKTHOW paboTkl CobGpaHua aenyTaToB Ha Te-
KYLLIYtO Ceccuio u kanesaapsa paccmorpenns CobpaHueM aenyTatoB BONPOCOB HA OMEPEAHON MECAL, XpaHAT
BMeCTe C nocraHoBneHussMu CobpaHna aenytatoB 06 Mx NpUHATUM B noapasgerneHun opopMneHus u Bbl-
nycka HopmaTuBHbIX akToB CobpaHus aenyTartoB A0 cAayuu B noapasgeneHue cdopmupoBaHus apxusa Co-
OpaHua genyTaTos.

[Hena ¢ npeanoXeHusiMm K NPOEKTY NPUMMEPHON NPOrpaMMbl 3aKOHONMPOEKTHOW paboTsl CobpaHus geny-
TaTOB M NPOEKTY Kanexnaaps paccMoTpeHust BonpocoB CobpaHuem aenytaTtoB (hOpMUPYET NogpaszerieHue no
opraHusaumoHHoMy obecneueHuio 3aceaanuin CobpaHus aenyTaToB.

14.2.11 [okymeHTbl B Aene pacnonaraior B JIOTMYeCKOW NOCneaoBaTesibHOCTU peLleHusi Bonpoca U ¢
YYETOM CTENEHU BAXHOCTM JJOKYMEHTOB UK B XPOHOMOTMYECKOM nopaake.

Mpu XpoHONOrN4EeCKOM NOPSAAKE PacnonoXeHUsA JOKYMEHTOB NOCTOAHHOIO Cpoka xpaHeHus Gonee paH-
HUE NO BPEMEHU NOCTYNINEHU OKYMEHTLI NOMELLAIOT B Havane aena. B genax BpeMeHHOro cpoka xpaHeHus
nocneaoBaTenbHOCTL PACoNOXEHUs J0KYMEHTOB MOXET ObiTb 06paTHOM, TO eCTb 6onee paHHUE JOKYMEHTbI
noMeLLaloT B KOHUE Aena, a bonee no3gHue — B €ro Havane.

14.2.12 B gena ¢ nepenuckomn no KOHKPETHOMY BONPOCY AOKYMEHTbI NOALUMBAIOT NO AaT€ UHULMATUB-
HOrO AOKYMEHTA, NPW 9TOM OTBETHbLIN JOKYMEHT MOMELLAETCA NOCNE NHULUATUBHOTO.

14.2.13 OGpaLieHusi rpaxkaaH U OKYMEHTbI N0 UX PACCMOTPEHUIO NOMELLAIOT B Aena OTAENbHO OT ne-
penucku no apyruM Bonpocam. Kaxaoe obpalueHune n JOKyMEHTbI MO €r0 PaCCMOTPEHUIO COCTaBRSIIOT B Aene
CaMOCTOATESNbHYIO rPynny U CUCTEMATU3NPYIOT B andaBUTHOM nopsaake no paMmunuam asTopos oGpaLLeHuii.
BHyTpu rpynnbl AOKYMEHTbI pacnonarator B XpOHOMOMMYECKOM nopsaake.

Mepenucka NoO KOMNEKTUBHLIM 0OpaLieHnAM hOPMUPYETCA NO XPOHOMOTUYECKOMY MPUHLMUNY MO Aare
MHULMATUBHOTO 06paLLEeHus.

[okymeHTbl U MaTepuarnbl No Bonpocam obpaLleHus rpaXkaaH u opraHu3auuii B opraHbl cyaebHon ena-
cTh (hOpMMPYIOT B OTAENbHbIE iEna U CUCTEMATU3UPYIOT B andaBuTHOM nopsiake no hamunuMaMm asTopoB
obpaLueHuii unu HauMeHoBaHUSIM opraHu3auuii. XKano6el u 3asBneHus (B TOM YMCNE UCKOBLIE 3asBNEHUS)
rpakaaH u opraHu3auui, cyaeOHble MOBECTKN, PELLEHUSA, ONpeaeneHus, NoOCTaHOBNEeHnA CyA0B, XOAATanCTea,
OT3bIBbI M APYrue AOKYMEHTbI BMECTE C KOHBEPTaMM, B KOTOPbIX NOCTYNUIU YKa3aHHbIE AOKYMEHTbI, pacnona-
ratoT B XPOHONOrMYECKOM NOpsiAKe.

14.2.14 dopmupoBaHue Aen C AOKYMEHTaMU M Marepuanamu, Haj KOTOpbIMU paboTanu HeCKONbKO
CTPYKTYPHbIX NOApa3aeneHuii, ohopmrieHne u caady ux B nogpasaenenume hoopMmpoBaHus apxuea Cobpanus
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AenyTaroB OCYLUECTBIIAET CTPYKTYpPHOE noApasfeneHne, KoTopoe ABMSAETCS OTBETCTBEHHbIM UCNOSTHUTENEM
no AaHHOMY BOMNPOCY.

14.2.15 Cnyxawume, OTBETCTBEHHbIE 32 AENONPOU3BOACTBO B CTPYKTYPHBLIX NOApa3sAeneHusax, HecyT
NnepcoHanbHyI0 OTBETCTBEHHOCTb 38 COXPAHHOCTb JOKYMEHTOB M NOMHOTY MX KOMNNEKTA.

B cnyyae yrparbl (noBpexaeHusa) AOKYMEHTOB (4en), yKasaHHbIMU Cy>KaLMMW COCTaBAETCA akKT, KOTO-
pblii NOANUCLIBAETCA NpeaceaaTenieM u YneHaMu 3KCNepTHOW KOMUCCUM CTPYKTYPHOTO noapasaeneHus. AKT
BLIHOCUTCS HA PACCMOTPEHUE LIEHTParbHON 3KCMepTHOW komuccun B CobpaHumn aenyTaToB ANs NPUHATUA
peLueHus 06 nHdopmupoBaHum pykosoactea Annapara CobpaHus aenyTaros.

14.2.16 na copmMupoBaHUA INEKTPOHHLIX AeN AOKYMEHTbl, 3aKOHYEHHbIE AEenonpou3BOACTBOM WU
npeacraBneHHbIe B ANEKTPOHHOW hopMe, noanexar cnucaHuio B geno B CAAL.

14.3 3kcnepTU3sa LLIEHHOCTU AOKYMEHTOB

3KenepTusy LIEHHOCTU AOKYMEHTOB NMPOBOAAT ANA ONPeAeneHust Hay4YHOW, UCTOPUYECKON U NpaKTUYe-
CKOW 3HAYMMOCTHM JOKYMEHTOB, 00pa30oBaBLUMXCA B Npouecce aeatenbHocTn CobpaHus aenyTtaTtoB, Annapara
CobpaHus genytaroB. Pe3synsrarom akCnepTusbl LEHHOCTU AOKYMEHTOB SIBIISIETCA 0TOOP UX ANA AanbHelLle-
ro XpaHeHus 1 nepegaym B yCTaHOBIIEHHOM NOPAAKE HAa roCyAapCTBEHHOE XpaHEHUE.

[na opraHusauuu u nNpoBeAeHUs METOAUYECKON M NPaKTUYECKO paboTbl NO BONPOCaM SKCNepTU3bl
LleHHOCTW AOoKyMeHTOB B CoOpaHum AenyTaros CO3A4al0T NOCTOAHHO AENCTBYIOLLUME LEHTPANbHYIO 3KCNEPTHYIO
komuceuto B CobpaHum AenyTaroB U IKCMEPTHLIE KOMUCCUM CTPYKTYPHbIX NMOApa3aAeneHuit.

MpenceparenemM LeHTpanbHOW 3KCNepTHOW komuccuu B CobpaHum AenyTaTtoB Ha3HA4YalT PyKOBOAM-
Tensa, KypupyloLero Bonpocs! AenonponsBoAcTBa U apxuea. B coctas LieHTpanbHON 3KCNEPTHON KOMUCCUU
B CobpaHun genytatos B 00A3aTENLHOM MOPAAKE BKNIOYAETCS CRyXALUUWA, OPraHU3yoWMH AesTENbHOCTb
apxuBa, NpeacTaBUTENW CTPYKTYPHbIX MOoApa3aAeneHun.

lMonoxeHue o LeHTpanbHON 3KCMepTHOW komuccun B CobpaHum AenyTaTtoB U €€ COCTaB yTBepXKaatoT
pacnopspkeHuem MNpeacenatens CobpaHua aenyTaTos.

MonoxeHne 06 3KCNEPTHON KOMUCCUM CTPYKTYPHOTO NOAPAa3AeneHns YTBEPXXAAloT pacnopsbkeHnem py-
koBoauTenst Annapara CobpaHusi AenyTaros.

CBefieHNsi 0 COCTaBe 3KCMEePTHLIX KOMUCCUI CTPYKTYPHBIX NoApa3saeneHuid, a Taike 06 U3MeHeHusIx co-
CTaBa 3KCNEepPTHbIX KOMUCCUI NPEACTaBNAIOT CTPYKTYPHbIE NOApa3aeneHua B noapasaeneime oopMuMpoBaHust
apxuea CobpaHus genyraTos.

SKCNEepPTHYH KOMUCCUIO CTPYKTYPHOTO noapasaeneHns BO3rnasnsior:

- B Annapartax ¢gpakuuit B CoOpaHum aenyraroB, kOMUTeToB CoOpaHusa AenyTatoB — pPyKOBOAWUTENb
Annapara dpakuuu, npeacegaresnle KOMMTETA COOTBETCTBEHHO;

- B YNpaBneHusaX — HayanbHUK yNPaBneHUsl Uu ero 3amecTuTenb.

B cocraB 9KCNepTHOM KOMUCCUM CTPYKTYPHOFO NOApasfeneHusa BXOAAT CNy>XallWii, OTBETCTBEHHbIN 3a
[enonponsBoACTBO B CTPYKTYPHOM noapasaeneHuu, u Ao TpexX CnyXalux AaHHOrO CTPYKTYPHOTO noapasae-
neHus.

3KenepTusy LIeHHOCTU JOKYMEHTOB CO CPOKaMM XPaHEHUS NATb NET ¢ oTMeTKoW «3MK» u cBbllle nsaTu
nert ocyLlecTBnAEeT otaen dpopmupoBaHus apxusa CobpaHus genyraros.

Mo pesynsratam 3SKCMepTU3bl GOPMMPYIOT Aena MOCTOAHHOIO CPOKa XpaHEHUs ANS NOCNeayoLEro
BKIIOYEHUA UX B CBOAHbIE onucu aen CobpaHus AenyTaroB 3a CO3bIB U COCTABIISIIOT aKThbl O BbIAENEHUN K
YHUYTOXEHUIO JOKYMEHTOB C UCTEKLUMMU CPOKaMM XpaHEeHUs. Yka3aHHble ONUCK M akTbl NPeACTaBnseT noj-
pasgeneHve opmuposaHua apxusa CobpaHusa AenyTaTtoB HA PACCMOTPEHUE LEHTPanbHON 3KCNEPTHOM KO-
muccumn B CobpaHuu AenyTaTos 1 yTBepXKAeHUe pykoBoauTenio Annaparta CobpaHus aenyTaTos.

3KenepTusy LEHHOCTU AOKYMEHTOB CO CPOKAMW XPAHEHUs A0 NSTU NET BKMIOYUTENbHO 6e3 noMETKM
«3MK» 1 «40 MUHOBaHNA HAAOOHOCTM», NoANEXALUMX XPAHEHWIO B CTPYKTYPHLIX NOAPAa3AeneHunsx, 0CyLLecT-
BAAIOT B COOTBETCTBUM C NOPSAKOM, YCTAHOBIIEHHBIM B JaHHOM CTPYKTYPHOM nofpasfaerneHum.

Mo pesynsrataM 9KCNepTU3bl COCTABMAIOT akKT O BbIAENEHUU K YHUHMTOXKEHMWIO JOKYMEHTOB C UCTEKLLUM
CPOKOM XpaHEeHUs, YTBEPXAAaeMblil NPOTOKONOM 3aceaHusi 3KCNepTHON KOMUCCUM CTPYKTYPHOTO noapasae-
nexua. OaunH 3k3emMnnAp 0POPMNEHHOro akTa O BbIAENEHUU K YHUHTOXEHUIO JOKYMEHTOB CO CPOKOM XpaHe-
HUA A0 NATW NET NnepeaaioT B nogpasaeneHue hoopmmposaHus apxusa CobpaHusa aenyraros.

BblaeneHHble K YHUHTOXEHUIO JOKYMEHTbl YHUUTOXAIOT NyTEeM U3MenbYeHusi, nepepaboTku Unmn ¢ uc-
nofb30BaHWEM APYrMx cnocoboB..
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14.4 OcpopmneHue aen

14.4.1 Cnyxawme, OTBETCTBEHHbIE 32 AEMNONPOU3BOACTBO B CTPYKTYPHbIX nogpasgeneHusax, opopmns-
10T Aerna npu METoANYECKON NoAAepKKe U NOA KOHTPONeM nogpasaeneHus opmmuposaHns apxusa Cobpanus
AenyTaros.

14.4.2 OchopmneHue aena AnuTenbHOro (cebiwwe 10 neT) U NOCTOSIHHOTO CPOKa XPaHEHUS 3aKnio4aeTca
B KPaTKOM ONWCaHUW COAEpPXaHWA Jena Ha obnoxke, B €ro NoALUMBKE MMM NepenneTe, Hymepauuu nNMCToB,
yAaneHun Bcex MeTannmuyecknx npeameToB, COCTaBNEHUN BHYTPEHHEN ONUCK U 3aMONHEHUN NUCTa-3aBepu-
Tens gena.

O6noxky gena opopMnatoT N0 YCTAHOBMEHHON PopME.

B Havyane gena nocTosaHHOIO CpoKa XpaHEeHUs U Aena co CPOKOM XpaHeHus cebiwe 10 neT ansa yyeta u
MoncKa JOKYMEHTOB MOMELLAIOT BHYTPEHHIOI OMUChH, B KOTOPYIO BKITIOYAIOT CBEAEHUA O JOKYMEHTE UIu rpyn-
ne 4OKYMEHTOB MO OAHOMY BOMPOCY.

B kOHLUe aena nofLumBaioT NMCT-3aBepuTenb Aena, B KOTOPOM yKa3biBaloT LUudpaMm u NpONUCLIO KOnu-
YEeCTBO NPOHYMEPOBAHHbLIX fIMCTOB, @ TaKXe OroBapMBaloT 0COGEHHOCTU HyMepaLuumn NUCTOB U HM3NYECKOTo
COCTOSIHUA Aena.

BHYTpPEHHI010 ONUCL U NMUCT-3aBEPUTENL Aena NOANUCLIBAET COCTaBUTEND.

14.4.3 [ena nOCTOAHHOrO CpoKa XpaHeHus, nognexawme nepeaade B noapasaeneHne opmmpoBaHus
apxusa CobpaHus genyTaTos, NOALUMBAIOT UM NEPENNETAIOT NOCNe NPOBEPKU noapasaeneHunem dhopmmpo-
BaHuUsa apxuBa CobpaHus aenyTaTtoB NPaBUMbHOCTU UX POPMUPOBAHUA U 0DOPMAEHUS.

MoawwmTeie B 4€MN0 KOHBEPTbI C BIIOXKEHUAMU HYMEPYIOT B CneayiloweM Nopsaake: cHavana Hymepyercs
KOHBEPT, 3aTEM O4YepeaHbIM HOMEPOM KaxKablii NUCT BNOXeHUA. OTMETKY O HanU4YUu B Aene BOXEeHUSA BHOCAT
B NUCT-3aBepuTenb aena B pasaen «pumedanusy.

B cnyyae nosiBneHusi owumboKk B HymMepauun nNUCToB B Aenax AONyCcKaeTcs ynotpebneHue nUTepHbIX
HOMEpOB.

14.4.4 [lena BpemMeHHOro cpoka xpaHeHus (40 10 net) noanexar 4acTU4HOMY 0hOPMANEHUIO (HE CLum-
BaIOTCH, NIUCTbI B HUX HE HYMEPYIOTCA, BHYTPEHHUE ONUCKH HE COCTaBMAOTCSA).

J[l0KyMEHTbI BPEMEHHOTO CPOKa XpPaHEHUsI MOTYT XPaHUTLCA B Nankax (CKopocLumMBaTensx).

14.4.5 IluyHble aena agenytatoB 0OPMIISIIOT KaK Aena NOCTOAHHOrO CPOKa XpPaHeHus U NpeacTaBnsaioT
NCTOPUYECKYIO LIEHHOCTb.

IlnyHoe peno pgenyrara, AOCPOYHO NPEKPATUBLLUEr0O CBOW MOMHOMOYUS UMK HE U3OPAHHOTO Ha HOBbLIW
CPOK, AOMKHO ObITb 3AKPLITO U B YCTAHOBNEHHOM MOPSAKE NepeaaHo no UCTEYEHUIO roaa nocne npekpatye-
HWUS UM NONMHOMOUMI AenyTara B nogpasaeneHue opmuposaHus apxvuea CoGpaHusa AenyTaToB Ha apXUBHOE
XpaHeHue ansi obs3arenbLHOro Bknio4eHna B hoHa «CobpaHue aenyraroB».

B cnyvae nocrynneHusi genyrtara, npekpaTUBLLEr0 CBOM MONHOMOYMs, HA cnyx0y (paboty) B Annapar
CobpaHusa aenyraTtoB unum noMOLHMKOM Aenytara no pabore B CobpaHuu genytatoB, emy ochopMmnsercs
HOBOE NMYHOE Aeno.

B cny4yae nocrynneHus genyrara, npekpaTusLIEero CBOM NOMHOMOUMS, Ha cnyxOy (paboTy) BHe Annapa-
Ta CobpaHnsa aenyTaroB, C €10 JIMYHOTO Aena CHUMAETCs KOMUS U Ha NpaBax NoANMMHHUKA HanpaBnseTcs no
MECTY ero Cny>obl.

B cny4yae B0306HOBNEHMS NOMOLLHMKOM AenyTtaTta cnyx0bl (paboTel) B nepuoa TEKyLero co3biBa ero
nu4Hoe faeno nepepaercs noapasaeneHmeM opmupoBaHusa apxupa CobpaHus agenyTaToB ANs NPOAOIHKe-
HWUA ero BeAEHUA B KaiPOBOM NOAPAa3AEnNeHnN.

14.5 CocTtaBneHue u opopmrieHue onucein aen

Ha Bce 3aBepLueHHbIe U MONHOCTLIO 0POPMANEHHbIE ilena NOCTOSAHHOTO U BPEMEHHOTO CPOKOB XPaHEeHUS,
npoweAaLwmne B YCTaHOBIIEHHOM NOPAAKe 9KCNepTU3y LIeHHOCTU JOKYMEHTOB, €XerogHO COCTaBNAIOT ONUCHU.

[Oena, BKNIOYEHHbIE B OMUCK AeN, NONYYalOT CKBO3HYIO HYyMEpaLMIO B Npeaenax cpoka cosbiBa Cobpa-
HWUSA AenyTaToB.

Onucb Aen CoCTaBnAIOT N0 YCTAHOBNEHHON dhopMe: OTAENbLHO HA Aena NOCTOAHHOTO CPOKa XpaHeHuUs,
Aena BpemMeHHOro Cpoka XpaHeHus, NUYHbIE aena.

Onucb aen CoCTaBnAIOT B ABYX 3K3E€MNAAPaX, O4MH U3 KOTOPLIX NepeaaloT BMECTE C AenamMu Ha apXuB-
HOE XpaHeHune, a BTOPOI OCTAETCA B KA4€CTBE KOHTPONBHOIO 9K3EMMNSAPA B CTPYKTYPHOM NoApa3saeneHuu.

Cucremarusauua gen B oNUCU AOMKHA COOTBETCTBOBATb CMCTEMAaTM3aunmn 3arofoBKOB A€N B HOMEH-
Kknarype aen.

B koHUE onucu COCTaBNSIIOT UTOrOBYIO 3aNUCh O KONUYECTBE BKITIOYEHHLIX B ONUCH AN C YY4ETOM nUTEp-
HbIX U NPONYLUEHHbIX HOMEPOB.
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14.6 Nepepaua gen Ha xpaHeHue B nogpaspeneHue hopMupoBaHus apxmea CoGpaHus
AenyTtaToB

14.6.1 CTpyKTypHbIE€ NOAPA3AENEHNSA MO OKOHYaHUW AENonpou3BOACTBEHHOIO roga nepeaaloT Aena no-
CTOSIHHOIO U BPEMEeHHOro (NsiTb NneT ¢ oTMeTkon «3MK» 1 CBbIlWe NsiTU NET) CPOKOB XpaHeHUst U Aena ¢ Ao-
KYMEHTaMn No KagpoBoli AeATENbHOCTU B NOApasaeneHue cdopmupoBaHust apxuea CoGpaHusl AenyTaTos B
COOTBETCTBUM C rpadhukoM, €XEerofHO YTBEPKOaeMbIM 3aMecTutenem pykosoautens Annapara CoGpaHus
JenyTaroBs no npeacraeneHuto nogpasgenenua ATAO.

B cny4yae Heo0xo0auMOCTH NPOATEHNUA MW NEPEHOCa CPOKOB Nepeaayn Aen B noapasaeneHue ¢hopmu-
posaHua apxuea CobpaHus aenyTaToB CTPYKTYPHbIE nogpasaenenus obpawlawTcs B nogpasaeneHue UTOO
ANs cornacoBaHWsl cpoka nepeaayu gen.

14.6.2 3neKTPOHHbIE JOKYMEHTbI, YKOMMNNEKTOBAHHBIE B 9NIEKTPOHHBbIE Aena, nepefaloT Ha apXMBHOE
XpaHeHue eXxerogHo aHanorMyHo caaye AOKYMEHTOB Ha BymaxkHom HocuTene. B caaTouHoii onucu aen aena-
IOT COOTBETCTBYIOLLYIO OTMETKY O TOM, YTO Aen0 CCHOPMUPOBAHO B AMEKTPOHHOW hopme.

14.6.3 Mepenucky aenytatoB CoOpaHus AENyTaTOB, AOKYMEHTbI, OTPaXAIOLNE AEeATENLHOCTL ENYTATOB
CobpaHus genyTaToB W He OTNOXMBLUMECA B Aenax dpakuuii B Co6paHuu AenyTaTtoB, KOMUTETOB M KOMMUC-
cuit CobpaHus aenyTaTos, N0 COrNacoBaHuio ¢ aenytatramm CobpaHus AenyTaTtoB nepeaaloT B noapasaeneHue
dhopmMmurposaHua apxusa CobpaHus genyTaTos NOMOLLUHUKamu genyTtaTtoB no pabote B CoGpaHnu AenyTaros.

Pacnopsikenna Mpepcenatena CobpaHua genyraros, pykoBoautenst Annapara CoGpaHus genyraros
no BOMPOCaM YTBEPKAEHUS MONOXEHUA O CTPYKTYPHbIX NOAPAa3sAeneHusix, O AOSMKHOCTHLIX pernaMmeHTax
CriyXaLLmx, CTPYKTYPbI M LUTATHOrO pacnucaHua Annaparta CobpaHusi aenyTaToe KagpoBoe nogpasaeneHue
nepeaaet B nogpasgeneHve dopmupoaHus apxmsa CobpaHua aenyTaroB nNo Mepe NPU3HaAHWA yKa3aHHbIX
pacnopspKeHUIN YyTPaTMBLUMMU CUITY U (MNIN) aKTyanbHOCTb.

14.6.4 BbisaBneHHble nogpasaeneHuem c¢opmupoBaHus apxusa CobpaHusa AenyTatoB HEQOCTaTku B
0POPMNEHUN JOKYMEHTOB M Aen AOSHkHbI ObiTb YCTPaHEHb! CTPYKTYPHLIM NojapasaeneHuem, caalowmm ao-
KYMEHTBI.

B cnyyae cokpalleHusi unu peopraHmsaummn CTPyKTYpHOro noapasaeneHust CnyXxawuii, OTBETCTBEHHbIN
3a [enonpon3BoACTBO B CTPYKTYPHOM noapasaeneHuun, rpynnupyet BCE MMEIOLUMECA AOKYMEHThI B aena,
OohOPMNAET Aena u nepeaaer ux:

- APYrUM CTPYKTYPHbLIM NoApasaeneHnsiM B COOTBETCTBUU C nepepacnpeaeneHHbiMU OYHKLMSMU CTPYK-
TYPHOTO NoApasaeneHus;

- B nogpasaenenue cpopmupoBaHus apxusa CobpaHus AenyTaTtoB — B CnyyYae NUMKBUAALMKN DYHKLMI
CTPYKTYPHOIO noapasaeneHus.

14.6.5 MNepepayy oCyLIeCTBNSAIOT NO akTy NpueMa-nepeaaym aen, NoANMCLIBAIOT NPEACTABUTENN Nepe-
AaloLen u NPMHUMAIOLLIEH CTOPOH.

Mpu paGote ¢ nonyyeHHbIMKU B noapasaeneHun hopMupoBaHua apxusa Co6paHua AenyTaToB Aenamu
3anpeLiaeTca genartb Ha OKYMEHTax kakue-nmbo NOMETKU U NoAYEPKUBAHUSA, NPOBOAUTL U3bATUE OKYMEH-
TOB U3 Aen, paclunBarhb Aena NOCTOAHHOIO CPOKa XpPaHEeHuUs.

14.7 NMopaaok NCNONb30BaHUA JOKYMEHTOB, HAXOAALWMNXCA HA APXUBHOM XpPaHEHUN

14.7.1 OpraHusaumsa paboTbl MO MCNONb30BAHUIO JOKYMEHTOB, HAXOAALWMXCA HA APXUBHOM XPaHEHWUU,
OCYLLECTBNAETCA B COOTBETCTBUM C 3aKOHOAATENbLCTBOM Poccuiickon deaepauumn 06 apxuBHOM aene, ycra-
HaBnMBaOLWKUM TpeBGoBaHUA K NOPSIAKY BblAAUYM Aen BO BPEMEHHOE MOosfib30BaHUE U KONUM AOKYMEHTOB, HAXO-
ASILLIUXCA HA apPXMBHOM XpPaHeHUM, u paboTbl NONb30BaTenel ¢ AOKYMEHTaMU apXUBHOTO hoHAA OpraHu3auuu.

14.7.2 OCHOBHbIMM (hOpMaMmK UCMOSIbL30BAHUS JOKYMEHTOB, HAXOAALLMUXCA HA apPXUBHOM XPaAHEHUU, iB-
naorcs:

- UICNONHEHWEe 3anpoCoB AeNnyTaToB, MOMOLLUHMKOB AenyTaToB, CAy>XaLlMX NyTeM NpeaoCTaBneHus cnpa-
BOYHO-NOUCKOBLIX CPEACTB M MHGOPMaLMKn 06 STUX CpeacTBax, MHOPMaLUM 0 4OKYMEHTaX, Bbiga4un aen Bo
BPEMEHHOE NoNb30BaHUE, a TAKKEe BbiAa4n KONUi JOKYMEHTOB;

- NpegocTasneHue nonb3oBarensamM uHdopmauumen nHgopmalum o gearenbHocTu CoGpaHua aenytaTos
n Annapata Co6paHus genytatoB B (popMe Bbiaauu JJOKYMEHTOB ANisl U3yYEHUA B YMTANbHOM 3ane noapas-
Aenenun popmupoBaHma apxusa CobpaHusi aenyTaTtoB, MHPOPMALMOHHBIX CNIPABOK U KONWUI AOKYMEHTOB.

14.7.3 [Jena, HaxoasALmecs HA apXMBHOM XPaHEHUU, MOTYT ObITb BblaHbI BO BPEMEHHOE NoMb30BaHue
AenyTary, NOMOLLUHUKY AenyTara, Cry>XalleMy Ha OCHOBaHUM 3asiBKU-TpeOOBaHMSA Ha Bblaady Aen BO BPEMEH-
HOe nonb3oBaHWe u3 noapasaeneHus GopMmpoBaHus apxusa CobpaHus aenyTaToB (aanee no TEKCTy — Tpe-
6oBaHuWe Ha Bblgady aen) Npyu NpeabsBIEHUN Cry>KeBHOro ya0CTOBEPEHUS.

46



FOCT P 57665—2017

TpeGoBaHue Ha Bbigady Aen NOAMUCLIBAKOT: ANA AenyTaTa — AenyTar, Ans NMOMOLUHUKA aenyTata —
Jenytar unu pykosoautens Annapata komuteta CobpaHusa aenyTaToB YNEHOM KOTOPOro ABMSAETCA AenyTar,
ANA cnyxaluero CTPYKTYPHOro noapasaeneHuss — pyKoBOAUTENb CTPYKTYPHOTO noApasfeneHns unu ero 3a-
MeCTUTENb.

Bo BpeMeHHO€e nonb3oBaHWe No 0AHOMY TpebOBaHMIO BbiAAOT He Bonee nATU Aen Ha cpok He Gonee
OZIHOTO Mecsua.

Mpun pabote ¢ Aenom Nonb30BaTeNb 3aMNONHAET IUCT UCNONb30BAHUS JOKYMEHTOB.

Monb3oBarenu JOKYMEHTOB, HAXOASALLUMXCA HA aPXMBHOM XPaHEHUM, NoANucasLumMe TpeboBaHWe Ha Bbl-
Jauy [ern, HeCyT NepcoHarbHY0 OTBETCTBEHHOCTb 38 COXPaHHOCTb JOKYMEHTOB.

OTKkas unu oTcpoyka B Bblgayve Aen AOMNYCKaeTCcs B Cnyyvasax:

- N0X0ro PM3NYECKOro COCTOAHNUSA apXMBHbIX Aen (4OKYMEHTOB);

- HanM4us orpaHNYeHnin Ha UCMONb30BaHME JOKYMEHTOB, COAEMKALLUXCH B AEne;

- onyObnukoBaHMA AOKYMEHTOB B CPEeACTBaX MAaCcCOBOM MHOpMaUMu, nevatHbix usgaHuax CobpaHus
AenyTaToB UInu pasMeLleHnst Ha ocuumnansHom cante CobpaHusa genytaToB B ceTu MIHTEpHET;

- BbIMOJIHEHUSI CPOYHBLIX CNY>XEOHbIX 3agaHuii Cnyxawumu noapasgeneHus OpMUpPOBaHUST apxuBa
CobpaHusa aenyTaros;

- BblJayun Aen BO BPEMEHHOE NoMb30BaHue APYruM nonb3oBaTensm.

14.7.4 Konun JOKYMEHTOB, HAXOAALLUMXCH HA apXUBHOM XPaAHEHWK, BbIAAIOT HA OCHOBaHUK 3aABKK-TPe-
OoBaHKA Ha Bblaayy KONWN JOKYMEHTOB, XPaHALLMXCA B noapasgeneHun dopmuposaHus apxusa CobpaHus
JenyTaroB (ganee no Tekcty — TpeboBaHue Ha BblAayy KON JOKYMEHTOB).

TpeboBaHue Ha BblAayy KON JOKYMEHTOB NOANMCLIBAET NOMb30BAaTeNb C YKA3aHMEM HOMEpPA Cyxeo-
HOro YA0CTOBEPEHUS.

Konuu nokyMeHTOB 3aBepseT cnyxawyuii nogpasaenenunst opMmmpoBaHus apxusa CobpaHusa genytaTtos
Ha 060pPOTHOI CTOPOHE NOCNEAHEro NMCTa B YCTAHOBIIEHHOM MOPSAAKE.

Kaxxabll MUCT KOMWI AOKYMEHTOB, 3anpaluMBaeMbIX ANS PACCMOTPEHUS CyaeOHbIX Aen, 3aBepsiioT B
YCTaHOBNEHHOM Nopsaake.

14.7.5 Bblgaya BO BpEMEHHOE MOMb30BaHWE Aen C AOKYMEHTaMW, BKIOYEHHbIMU B NepeyveHb 0Cob0o
LEHHbIX AOKyMeHTOB CobpaHus aenyTaToB, OrpaHWYeHa W OCYLLECTBISAETCS TOMbKO B Cryydae CryebHow
HeobX0AMMOCTM MO COrMacoBaHWIO C HavanbHUKOM noapasgeneHus dopmupoBaHusa apxusa CobpaHus
JenyTaros.

14.7.6 JlnyHble gena genyTartoB, MOMOLLUHMKOB AENyTaTOB U CAyXalUMX, HaxoAAaLWmecs Ha apXMBHOM
XPaHEeHWU, BbIAAOTCA BO BPEMEHHOE MONb30BAHME TONBKO CryXallMM KagpoBOro noapasaeneHus.

Jlnya, npekpaTuBLuMe NOSTHOMOYMSA AEnyTaToB, 3aMeLlaBLUMe JOMMKHOCTU NOMOLLHMKOB AEMyTaToB UIU
JOMKHOCTM cnyxObl B Annapare CobpaHusi AenyTaToB, MOTYT MOMYYUTb apPXUBHBIE KOMUW AOKYMEHTOB, ap-
XUBHbIE BbIMUCKA U3 CBOUX MUYHBIX A€M, HAXOAALMXCA Ha apXUBHOM XPaHEHUU, a TaKkxke apxXuMBHbIE CripaBku
no 3anpocy, noctynuewwemMy B CobpaHue aenytaTtoB Ha ums pykosoautens Annapara CobpaHus AenyTaToB u
3aperncTpupoBaHHOMY B YCTAHOBMEHHOM MOPSAKE.

15 Mcnonb3oBaHue GnaHKOB, Nevaren ¢ usobpaxeHnem MocynapCTBeHHOro
rep6a cyovekta Poccumckon Pegepaunm v WitemnenbHON NpoayKumm

15.1 B CoGpaHun genytaToB UCMONb3YOT BrnaHKM JOKYMEHTOB YCTAHOBNEHHOrO o6pasua, U3roToBreH-
Hble TunorpadckumM cnocobom ynpasneHuem genamu CobpaHus aenyTaTos.

He ponyckaercs ucnonb3oaHue 6rnaHKOB AOKYMEHTOB Ha OyMaXkHOM HOCUTENE, U3rOTOBMEHHbLIX C UC-
NONb30BaHWEM KOMMbIOTEPHON M KONUPOBANbHO-MHOXWTENBHOW TEXHUKN.

Moapasaenexnne UTOO cosnaet 06pasubl SNEKTPOHHbIX BNAaHKOB HA OCHOBE YTBEPXAEHHbIX 06pa3LIoB
6naHKOB AOKYMEHTOB Ha OyMaXKHOM HOCUTEre.

15.2 O6pa3upl (MakeTbl) HOBbIX BrAHKOB AOKYMEHTOB CTPYKTYPHbLIX NOAPAa3AeneHnii yTBepKaatoT pac-
nopspkeHuamu pykosoautens Annapara CobpaHus AenyTaTtoB Ha OCHOBE MPEATOXKEHUIA COOTBETCTBYIOLLUX
CTPYKTYPHbIX NoApasaeneHui.

15.3 BbnaHku nNo 3asBKam AEnyTaToB U CTPYKTYPHbIX NOAPa3fesieHMin Bbi4aloT B yNpaBfeHun aenamm
CobpaHusa aenyTaToB nog poCnuck B YYETHON hopme.

15.4 BnaHku A0mKHbI ObITb MPOHYMepOBaHbl. Homep GnaHka nevaraeTcs B IEBON HUMXKHeN YacTu 060-
POTHOWN CTOPOHbI BnaHka.

YueT GnaHkoB, BbIAAHHbLIX AenyTaTtam, BeAyT MOMOLUHUKM AenyTaTtoB. BnaHku, BbigaHHbIE MO 3asBKam
CTPYKTYPHbIX NoApasaeneHui, noanexar yyeTy B CTPYKTYPHbIX NogpasaeneHusnx.
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BraHkn AOmKHBI MCNOMBb30BATLCA CTPOrO NO HAa3HAYEHUI0. PyKOBOAMTENU CTPYKTYPHLIX NOApa3aAeneHui
KOHTPOMUPYIOT UCMONb3oBaHNe GaHKoOB CTPYKTYPHOro noapasaeneHus. OTBETCTBEHHOCTb 3@ COXPAHHOCTb
OGnaHKoB HECYT Cryalune, OTBETCTBEHHbIE 32 AeNONPOM3BOACTBO B CTPYKTYPHLIX NOAPa3AeneHusX.

Mpu pernctpauyum ohopmneHHoro Ha Gnanke gokymeHTa B CA[Ll Homep GnaHka ykasbiBaioT B OPK.

Mopspok nepepaun GnankoB lMpeacepnarena CobpaHusa genytatoB u GnaHkoB pacnopsbkeHui Mpea-
cepgarens CobpaHua aenyTaToB Aenytatam U CTPYKTYPHbIM NoApasaAeneHusm Ansa noaAroToBKM NPOEKTOB pac-
nopspkeHuin MNpenceparens CobpaHua AenyTaToB M NUCEM 3a €ro NOANUCHLIO ONPEAENSsIET PYKOBOAUTENDL Ce-
kpetapuara Npeacenatens CobpaHus AenyTaTos.

Wcnonb3oBanne nuyHbix GnaHkos B genonpoussoactee CobpaHua aenytatos u Annapara CobpaHus
JenyTaToB He onyckaeTcs.

McnopyeHHble BnaHkn YHUYTOXAIOT CryXallue, OTBETCTBEHHbIE 32 A€NONPOU3BOACTBO B CTPYKTYPHOM
nogpasaeneHnn. akT YHUUTOXEHUSA OTPaXKAOT B YYETHOW popmMe.

15.5 KoHTponb 3a COOTBETCTBMEM UCMOMb3yeMbiX ONaHKOB yCTaHOBREHHbLIM 0Opas3uamM Bo3naralor Ha
nogpasagenenne ATOO.

15.6 lMeuartu c BocnpousseaeHnem focygapcreeHHoro repba cy6bekta Poccuickon deaepauuu (aanee
no TekcTy — repbosbie nevatun) u gpyrue nevatn B CobpaHum aenyraros U B Annapare Co6paHusi oenyraTtoB
MCNONb3YIOT ANA yA0CTOBEPEHNSA NOANWHHOCTM Nnoanucei Ha AokyMmeHTax CoGpaHus 4enyTaToB UNW COOTBET-
cTBMA KONWIN gokymeHToB CobpaHua genytaros u Annaparta CobpaHusa aenyTaToB NOANUHHMKAM.

Mopsaaok 3akasa Ha U3rOTOBNEHUE, yYETA, BblAayn, UCNONbL30OBAHUS, XPAHEHUS U YHUUTOXKEHUS NeYarTei
¢ Bocnpou3segeHnemM focyaapcteeHHoro repba cybbekta Poccuiickont Geaepauuu B CobpaHun genyraros
yTBEPXKAAIoT pacnopskeHuem MNpeaceaarens CobpaHusa aenyraros.

15.7 Ha paccbinaembix KONUAX JOKYMEHTOB, NPUHATLIX CobpaHMeM AenyTaTos, BbLINUCKAX U3 MPOTOKO-
nos 3acegaHui Cobpanua genytaTtoB U copeta CobpaHus AenyTaToB, Ha KONUAX pacnopsbkeHui Mpeacena-
Tena CobpaHuA oenyTaTtosB CTABAT KPYrMylo nevatb nogpasgeneHuss opopMneHns u BoiNycka HOPMaTUBHBIX
aktoB CoOpaHus aenyraTos.

Ha pokymeHTax no kaapoBOMY COCTaBy, AOBEPEHHOCTSIX HA nonyyYeHue 3apaboTHOW nnathl, Noanexa-
LLMX B COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoi deaepauuu 3aBepeHuio B kagpoBoM nogpasaerne-
HWKM, CTaBUTCA KPyrnas nevartb ynpasseHnusa Kaapos.

Ha naketax npu oTnpaBke AOKYMEHTOB CTaBAT nedvatb nogpasaenedns UTOO ¢ nometkon «OAns
NakeToBy.

Ha apxuBHbIX cnpaBkax CTaBaT Kpyrnylo neyatb nogpasgeneHusa gopmupoBanus apxusa CoOpaHus
OenyTartos.

Ha 6lonneTeHsix, M3roToBNEHHbIX AfS NPOBEAEHUSA TAWHOTO rOsI0COBaHUA, NPU HEOBXOAUMOCTH CHETHAA
kommnceus CobpaHus aenyTaToB CTaBAT nevarb C NOMETKON «Ans GlonnereHen».

15.8 LLiraMnbl MCMONbL3YIOT AN HAHECEHWUS OTMETOK O MOSTyYEHUU, PErncTpaLun, NPOXOXKAEHUN U UC-
NOMHEHUN JOKYMEHTOB, OTCYTCTBUM 3aME4YaHUii NPaBoOBOr0 U NUHIBUCTUHECKOro XapakTepa, a Takke Apyrux
OTMETOK CnpaBOYHOro xapakrepa. lMpu BU3MpoBaHUM peKoMEeHAYETCA UCNONb30BAaTh LUTaMI C pacluncpoBKOM
noanuCU U AaTon.

15.9 ObGecneyeHne m3rotoBrieHnsi repboBbIX nNevaren U LWTeMNesnbHOW NPOAYKLMM MO 3asiBKaM CTPyK-
TYPHbIX NOoApasAeneHuit OCyLLECTBNSET ynpaeneHue genammu CobpaHusa aenyTaTos.

KoHTponb 3a ucnonb3oBaHWeM neyarei U LTeMNenbHOi NPOAYKUMKM OCYLLECTBISIIOT B COOTBETCTBUM C
nopsiakom obecnevyeHns KaHUEensApCkMMn n ByMaxHo-6enosbIMM TOBapamu, NEYaTHON U LUTEMNENbLHON Npo-
AYKUMERn.

Mcnonb3oBaHue repbOBbIX MeYarei 1 LWTeMNESNbHOW NPOAYKLWUK, W3FOTOBSIEHHbIX C HAPYLUEHMEM yCTa-
HOBNEHHOIO Nopsaka, B aenonpoussoacrse CobpaHus agenyratoe u Annapata CobpaHus genytaros He Ao-
nyckaercs.

16 CnpaBouHas pabora

16.1 [JenyTtatam unu no ux nopy4yeHuio NOMOLLIHMKAM AenyTaToB, CNyXawuM CTPYKTYPHbIX nogpasae-
NeHWin Ans UCNONHEHNA UX JOIMKHOCTHLIX 00A3aHHOCTEN NPEAOCTABNSAIOT CNPAaBKU O:

- NOCTYNSIEHUN U OTNpPaBKe JOKYMEHTOB — NoapasaeneHueM npoxoXxaeHsa AOKYMEHTOB U AOKYMEHTa-
LMOHHOro obecneyeHus;

- MPOXOXEHUU OKYMEHTOB BO (ppakumusix B CobpaHum aenyTaTtoB, B KOMUTETAX, Komuccusx CobpaHus
AenyTaroB, B CTPYKTYPHbIX NOAPa3AeNeHNAX — CRy>XalyMu, OTBETCTBEHHbIMKU 3a AENONPOU3BOACTBO B An-
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naparax CoOTBeTCTBYOLMX ppakumii B CobpaHun aenytaToB, KOMUTETOB, KOMUccUin CobpaHusa aenyTaTos,
B CTPYKTYPHbIX NoApasaeneHusx;

- NOCTYNUBLLMX OOpaLLUeHnaxX rpaxaaH, 3anpocax nonb3oBartenei uHopmaummn u pesynbratax ux pac-
CMOTPEHUA — noapasaeneHnem no obecneyeHunio AesTensHOCTU NpuemHoit CobpaHus aenyTaTos;

- lenyTaTcKkux 3anpocax u nopyyeHusx CobpaHus aenytatoB — nogpasaerneHueM OpraHu3aLMOHHOIO
obecneyenus 3acepnanuii CobpaHus oenyTaros;

- pacnopsake paborbl agenytaroB CoOpaHusa AenyTaToB Ha TeKyLUylo ceccuio u nopsigke pabotol Co-
OpaHus AenyTaToB Ha TEKyLLYIO CECCUIO; O NPUMMALLEHUM YSEHOB BbICLLETO OPraHa UCMONMHUTENbLHON BNACTK
cybbekta Poconiickoin denepauum v Apyrux OIMKHOCTHBIX NIUL, HA NPaBUTENbCTBEHHbINA Yac; 0 3aKOHONPO-
eKTax, noanexaiwux nepsooyepegHoMy pacCMOTPEHUIO COTMACcHO NPUMEPHON NporpaMme 3aKOHONPOEKTHOM
pabotbl CoGpaHua AenyTaToB Ha TEKYLLYIO CECCUIO; O KaneHAapaX paccMOTpeHus BonpocoB CobpaHuem ae-
NyTaToB Ha TEKYLUMIA U OMEePEeaHOI MeCsLbI; O MpoekTax nopsaka pabotsl CobpaHus aenyTaTtoB Ha oyepen-
Hbl€ 3aceflaHua — noapasaeneHnem opraHu3aumoHHoro obecneyveHus 3aceganuii CobpaHua aenyTaTos;

- pasMmeLLeHun U METOANKE NOMcKa u NonyyYeHus uHdopmaLmm, CBA3aHHON ¢ npoxoxaeHuem B Cobpa-
HUKM [ilenyTaToB NPOEKTOB 3aKOHOB M noctaHosneHun Cobpanua aenyraros, B ACO3[] — nogpasaeneHmemM
opraHusaumoHHoro obecneyenuns 3aceganuii CobpaHus 4enyTaTos;

- pacnopspkeHunx Npeaceparens CobpaHnsa AenyTaTtoB N0 OCHOBHOW AEATENLHOCTU — NOApasaeneHu-
em 0hOpMIEeHMNs 1 BbiNyCka HOPMATUBHLIX akToB CoGpaHusa AenyTaTos;

- pacnopspkeHusix MNpeaceaarens CobpanHusa AenyTaTos No KaapOBLIM BONPOCaM U BONPOCaM KOMaHu-
poBaHus, samectutenen Npeacenarens CobpaHusa genytaTtoB, pykoBoauTens Annapara Co6panus aenyra-
TOB, 3amecTutenei pykosoautena Annapara CoOpaHusa aenyTaTtoB — KaZpoBbIM NMOAPa3AeneHnem;

- KOHCTUTYLIMSIX (YCTaBax) M 3aKoHax cyObekToB Poccuiickoin deaepaumn — npaBoBbIM NoApasaeneHnem;

- genytarax CobpaHus aenytaros, cpakumsix B CobpaHum genyraToB, KOMUTETaX U koMuccusax Cobpa-
HUA JenyTaroB, KomUTeTax n kommccusax Coseta degepauuu; o cteHorpammax 3aceganuii Cobpanus aeny-
TaroB un Coserta degepauuu, a Takke o TenedoHHbIX U TenedakCHbIX CNPABOYHbIX AAHHBIX, O Pa3MELLEHUN
CTPYKTYPHbIX nogpasieneHunii — nogpasgeneHneM MHMOPMAaLMOHHO-TEXHONOMMYECKOTO U AOKYMEHTALIMOH-
HOro obecneveHus.

16.2 CnpaBOoYHYIO N UHYIO MHPOPMALMIO MO Pa3nUYHbIM BONpocaM aeatensHocTn Cobpanua aenyra-
TOB 1 Annapara Co6paHusi AenyTaToB pasMeLLaloT Takke B (DOHAE SNEKTPOHHBLIX MHOPMALMOHHBIX PECYp-
coe CobpaHus genyraTos.

16.3 [aHHble 0 pesynbrarax ronocoBaHUi U perncTpauumin Ha saceganusax CobpaHust 4enyTarTos, a Tak-
e Apyrne AaHHble, NonyYeHHble C UCMOMb30BaHWEM 3NEKTPOHHON CUCTEMbI NOACYETA rONI0COB, B NOPSAKE,
yCcTaHoBreHHOM pernameHToM CoOpaHus AenyTatoB, NpeaoCTaBRsAOT nojpasaerieHne opraHu3auuoHHOro
oGecneveHns 3aKoHOAAaTeNbHOro npoLecca (onepaTueHbIe JaHHbIE) U noapasaeneHue UTOO (peTpocnekTus-
Hble JaHHbIE).

16.4 MNoapasneneHue opmupoBaHusa apxuea CoBpaHus aenyTaToB B YCTAHOBNEHHOM MNOpsaKe WC-
MOMHAET 3anpOochkl AENyTaToB, MOMOLLHWKOB 4enyTaToB, CNyXaLlmX, NPeA0oCTaBNAeT MHADOPMALIMIO O AEATENb-
HocTn CobpaHus fenytartos u Annapata CobpaHus AenyTaTos nonb3osartessiM UHADOpMaLnen.
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