YTBEPX/IEHO
pemenrem Ob1ero cobpanus
yieHoB CIIK (TCH CHT) «Paccset 2»
«_» 2024r. npotokon Ne

IHon0o:xeHue 0 1eJI0NMPOU3BOACTBE U JOKYMEHT0000pOTE
B TCH CHT «PaccBert 2»

1. OBILIHME ITOJIOXXKEHUA

1.1. Hacrosimee Ilonoxxenne pazpaboTaHo JJIsl YCTAaHOBJICHHUS €IMHOTO TIOpsIKa pabOThI C
nokymentamu B TCH CHT «PaccBer 2» (nmanee «TOBapHILECTBO») B COOTBETCTBUHU C
JEHCTBYIOIIMM 3aKoHoJaTenbcTBOM Poccuiickoit ®enepanuu, denepaibHbIM 3aKOHOM OT
29.07.2017r. Ne 217-®3 «O BeeHHM TIpaxkJaHaMU CaJOBOJCTBA WU OrOpPOJHUYECTBA MJIs
COOCTBEHHBIX HYX/ U O BHECEHUH U3MEHEHUI B OT/IEJIbHbBIE 3aKOHOIaTeNIbHbIE aKThl Poccuiickoit
®enepanun» U YcraBoM ToBapuiecTsa u sBISETCS BHYTPEHHUM JOKYMEHTOM TOBAapUILECTBA.

1.2. IIpu pa3pabotke IloiokeHUS HMCMONB30BATUCH JIEHCTBYIOIIME HOPMATHUBHBIC AKTHI
Poccuiickoit ®enepauuu, KOTOpble NPEIyCMAaTPUBAIOT COCTABJICHHUE JIOKYMEHTOB 10
OTpe/ieIieHHBIM ITPaBHJIaM, BeICHHE HOMEHKIIATYPhI JIEJ1, CO3/IaHHe apXUBOB B OPraHU3ALUAX JIJIs
o0ecrnevyeHns COXpaHHOCTU Hanbosee EHHBIX T0KyMEHTOB.

1.3. JeiictBue IlonoxkeHus: pacnpoCTpaHseTcss Ha OpraHU3aluio padoThl C TOKyMEHTaMH
HE3aBUCHMO OT BHUJA HOCHUTENS, BKJIOYas MX MOJTOTOBKY, PETUCTPALIMIO, YY4€T M KOHTPOJb
UCIIOJTHEHUS, OCYILECTBISIEMblE C TOMOIIbI0 aBTOMAaTH3UPOBAHHBIX  (KOMIBIOTEPHBIX)
TEXHOJIOT .

1.4. OTBETCTBEHHOCTH 32 OPraHU3AIMIO JETONPOU3BOJICTBA, COOMIOICHUE YCTAHOBICHHBIX
[TonokxeHneM TpaBUI M TMOpsAAKa pabOTHl C JOKYMEHTAaMU B TOBApHILECTBE BO3JIaraercs Ha
npeacenarenss CHT B coorBerctBuM co cT.21 @eaepanbHoro 3akoHa ot 29.07.2017r. Ne 217-03.

1.5. HenocpenctBeHHOE BEAEHHUE JEJIONPOM3BOJCTBA B  TOBAPUUIECTBE  MOXKET
OCYIIECTBIISIETCS CeKpeTapéM (IeI0NpPOU3BOUTENIEM), HA3HAUEHHBIM IIpe/iceaaTeNieM U3 Yucia
wieHoB npasiieHus win wieHoB CHT, unn npuHATEIM Ha paboTy B COOTBETCTBUU C TPYJIOBBIM
3aKOHO/IaTEIbCTBOM.

2. OCHOBHBIE ITOHATUA
2.1. B Hacrosmem [1osioxkeHnn ncnoib3yroTCs CIEAYOINAE OCHOBHBIE IIOHATHS:

"mokymMeHTUpoBaHHE" - (Qukcauus HHGOpPMAIMM HAa MaTepHaJbHBIX HOCUTEISAX B
YCTaHOBJIEHHOM IOPSJIKE;

" TOKyMEHTOO0OPOT" - IBMKEHUE JOKYMEHTOB C MOMEHTA UX CO3/IaHUS WM TTOJTYyYEHHUS J10
3aBEpIIICHUSI UCIIOJIHEHUS, TOMEIICHUS B JIEJI0 U (WJIH) OTIPABKH;

"IOKYMEHT" - JOKYMEHT, CO3JIaHHBbIH TOCYJapCTBEHHBIM OpPIaHOM, OpPIaHOM MECTHOI'O
CaMOYTIpaBJICHUS, IOPUAMUECKUM HIU (PU3NYECKUM JHIIOM, O()OPMIICHHBIH B YCTaHOBJIEHHOM
MOpPS/IKE U BKIFOUEHHBIN B IOKYMEHTOOOOPOT TOBAPHIIIECTBA;



"Komusl JTIOKyMEHTa" - JOKYMEHT, TIOJHOCTBIO BOCIPOM3BOIANINN  HHGOPMAITHIO
MNOMJIMHHHUKA JOKYMCHTA U €0 BHCIIHUC ITPHU3HAKH, HC I/IMGIOH_[I/Iﬁ IOpI/II[H‘IeCKOI;'I CHIJIbI,

"MOVIMHHUK JOKYMEHTA" - IEPBBINA UM €AMHCTBEHHBIN IK3EMIUISIP JTOKYMEHTA;
"pEKBU3UT JOKyMEHTA" - 00s13aTEIbHBIN 3JIEMEHT OPOPMIICHUS TOKYMEHTA,;

"peructpanys J0OKyMeHTa" - IPUCBOCHUE JOKYMEHTY PErHCTPallMOHHOTO HOMEpPA U 3alKCh
B YCTaHOBJICHHOM IOPSAKE CBEIEHUHN O JOKYMEHTE;

"eoNpON3BOJCTBO" - JICSITEIIBHOCTh, OOCCIEUMBAIONIAs CO3/aHHE O(HUIIHATBHBIX
JIOKYMEHTOB ¥ OpraHU3aINI0 PaOOThI C HUIMH B TOBAPHUIIIECTBE;

"neno" - COBOKYIHOCTb JJOKYMEHTOB WUJIM OTAEJIBHBIM JOKYMEHT, OTHOCSILUECS K OJTHOMY
BOIPOCY WJIM YYaCTKY JESITeIbHOCTH TOBapUIIECTBA;

"HOMeHKIaTypa Jen" - CHUCTEeMAaTU3UpPOBAaHHBIM IE€peYeHb HAWUMEHOBAHMM e,
dbopMUpyeMBIX B TOBAPUIIECTBE, C YKa3aHUEM CPOKOB MX XpaHeHUs (cM. [Ipunoxenue 1);

"SKCHCpTI/ISa OCHHOCTH I[OKYMCHTOB" - U3YUCHHEC JOKYMCHTOB HAa OCHOBAHUU KPUTCPUCB UX
HOCHHOCTH B LEJIAX OIIPEACIICHUA CPOKOB XpaHCHHUA JOKYMCHTOB U 0T60pa uXx AJis1 BKIKOYCHUA B
COCTaB ApXUBHOI'O (l)OHI[a;

"3NIEKTPOHHBI JOKYMEHT" - JOKYMEHTHpPOBaHHas WHQOpMAaLus, IPEICTaBICHHAs B
AIIEKTPOHHOH (hopMe, TO €CTh B BUIE, IPUTOJHOM IS BOCIIPUSATHS YEITOBEKOM C HCIIOIB30BAaHUEM
DIIEKTPOHHBIX BBIYMCIUTENPHBIX MAalIMH, a TakXke JUIs MepeJadyd 1Mo HH(POPMAaIMOHHO-
KOMMYHHUKAIIHOHHBIM CETSAM WU 00pabOTKH B MH(OPMAIIMOHHBIX CUCTEMAX;

"3nekTpoHHOE coobiieHue" - nHpopMalvs, nepeJaHHas WiIH MOJy4eHHas MOoJIb30BaTeIeM
WH(}OPMaIIMOHHO-TEIIEKOMMYHHUKAITHOHHOM CETH;

"37eKTpoHHAast MOANKUCE" - HH(pOpPMaLKs B AIEKTPOHHOU opMe, KOTopasi MPUCOETUHEHA K
JIpyroi nHdopmanuu B 3JIEKTPOHHOH (hopme (IToAnrchIBaeMON HH(POPMAIIUN) UK UHBIM 00pa3oM
CBA3aHa C Takod wMH(popmanued M KOTOpas HCIOJIb3YeTCs JUIsl ONpeJeNieHus JInIa,
MOAMUCHIBAIOIIETO WH(DOPMAIIHIO;

"BHGKTPOHHBIﬁ 06p83 ,Z[OKYMeHTa" - JJICKTPOHHAA KOIIMA JOKYMCHTA, U3TOTOBJICHHOT'O Ha
6YM8.)KHOM HOCHUTCIIC,

"ckanupoBanue nokyMeHTa" ('ckad") - moJydeHue 3JIEeKTPOHHOTO 00pa3a JOKYMEHTa,

"cucteMa 3IEKTPOHHOro aokymeHroobopora" ("CO/") - uHbopmanMoHHAs cUCTEMa,
oOecrieunBaromas cOOp JOKYMEHTOB (BKJIIOUEHHE JIOKYMEHTOB B CHCTEMY), UX 00paboTKy,
yhpaBJIeHUE TOKYMEHTaMHU U JIOCTYTI K HUM,;

"3EeKTPOHHBIN TOKYMEHTOO0OPOT" - TOKYyMEHTOOOOPOT C MPUMEHEHHEM UH(POPMAIIMOHHOM
CUCTEMBI;

"aBTOp JOKyMeHTa" - GU3NYECKOE WUITH FOPUIUIECKOE JIUIIO, CO3/IaBIIee TOKYMEHT;

"BI/IIl ILOKYMCHTa" - HPUHAJIC)KHOCTh JOKYMCHTA K OHpC,I[CJ'ICHHOﬁ rpynarec J0KyMCHTOB I10
IMMpU3HaKaM COACPKaHUA U LCJICBOTO HA3HAYCHU

"odopmiieHHe TOKyMeHTA" - TIPOCTaBJIEHHE HEOOXOJAMMBIX PEKBU3UTOB JTOKYMEHTA,
YCTaHOBJICHHBIX NMPaBUJIaAMH JOKYMEHTUPOBAHMUS,



"OmaHK mOKyMeHTa" - HAaOOp PEKBU3UTOB, HACHTHU(PHUIIUPYIONINX aBTOPCTBO O(HUIIUATEHOTO
IMUCBbMCHHOI'O TIOKYMCHTA,

"3aBepeHHas KOnus" - KOMUs JOKYMEHTAa, Ha KOTOPOM B COOTBETCTBUHU C YCTaHOBJIEHHBIM
MOPSAKOM MPOCTABISIFOTCS HEOOXOIMMBbIE PEKBU3HTHI, IPUIAIOIINE €1 IOPHINIECKYIO CHITY;

"fopUIMYEeCcKas CHIa JOKyMeHTa" - CBOWCTBO O(UIIMAIIBHOTO JOKYMEHTA, COO0IIaeMOoe eMy
JIEHCTBYIOIIUM 3aKOHOJATEIHCTBOM, KOMIIETCHIIMEH W3/IaBIIETO €ro OpraHa M yCTaHOBJICHHBIM
MOPSIIKOM O(hopMIICHUS;

"yaudunmpoBanHas (opma JOKyMEHTA" - COBOKYIHOCTb PEKBHU3UTOB W THIIOBBIX
(parMeHTOB TEKCTa JOKYMEHTA, YCTAHOBJICHHBIX B COOTBETCTBHHU C PEIIAEMBIMH B JJaHHOU cepe
JEATEIbHOCTH 3aJa4aMU M PAclOJIOKEHHBIX B OIPEACICHHOM IOpAJKE HAa HOCHUTENE
uH(popMaLuu;

"00BEM I[OKYMCHTOO60pOTa" - KOJIMYECTBO NOKYMCHTOB, IIOCTYIIMBUINX B OPraHU3alUI0 U
CO31aHHBIX €10 3a OHpeﬂeﬂeHHLIﬁ IICpruoa.

3. [IPUEM, YYET, PETUCTPALMS, [TPOXOXKIEHUE U OTIIPABKA
KOPPECIIOH/IEHLINU

3.1. Ilpuem 10KyMEHTOB.

3.1.1. Beca mnocrynamoomas B TOBApPUIIECTBO KOPPECHOHAEHLUS IPUHUMAETCS WU
perucTpupyercs npeaceaTeraeM Win ceKpeTapéM.

3.1.2. Ilpu npuemMe KOppeCIOHAEHIIMN HEOOX0IMMO MPOBEPATH NPABUIBHOCTD €€ JT0CTaBKH.
Omunb0o4YHO JOCTaBlIEHHAss KOPPECIOHJCHIMS IMepechlUlaeTcs Mo MpHHAIeKHOCTU. [IpuHsaTas
KOPPECIIOH/ICHIIMS BCKPHIBAETCA (32 MCKJIIOUEHHEM KOPPECHOHACHIMU ¢ OTMETKOI Ha KOHBEpTe
"JInuno").

3.1.3. Koppecnonaenuuss ¢ ormerkoid "JIuyHo" BpyuaeTcss JUYHO ajpecary WM €ro
JIOBEPEHHOMY JIHILY.

3.1.4. Ilpu BCKpHITMM KOHBEpPTOB IpejceaTelb/CeKpeTapb MPOBEPSET COOTBETCTBUE
azpecara, LIEJIOCTHOCTh YIAKOBKH, HAJIMYUE BIOXKEHHBIX JTOKYMEHTOB U NMPWJIOKEHUN K HUM, a
TaKXKe HalW4yhe MNOANMCH Ha JokyMeHTe. [Ipm OOHapyXeHHH NOBPEXICHUS, OTCYTCTBHS
JIOKYMEHTOB HJIU TIPHIIOKEHUH U T.J1. HEOOXOAUMO COOOIIUTH 00 TOM OTHPABUTEITIO.

3.1.5. KoHBepThl OT MOCTyNUMBIIEH KOPPECIIOHJAEHIUN COXPAHSIOTCS M IMPUIAraroTCs K
JOKYMEHTaM B CIy4asX, €CIIM KaJeHJApHbIA INTEMIIE]b Ha KOHBEPTE JAOJDKEH CIIYKUTh
JI0OKa3aTeIbCTBOM BPEMEHM OTIPaBKM WJIM IOJYYEHHS JTAHHOTO JOKYMEHTa WIM €CIu aJapec
OTIIPaBUTENS YKa3aH TOJbKO Ha KOHBepTe. O0s3aTeIbHO COXPAHSIOTCS KOHBEPTHI C MUCbMAaMU U
oOpalIeHUsAMHU NPETeH3HOHHOTO XapaKTepa.

3.2. IlopsaioK perucTpalunu BXOASIINX JOKYMEHTOB.

3.2.1. Bce nOKyMeHTHI, aapecOBaHHbIC MPEACEHATEN0 W B IPABICHUE TOBAPHUIIECTBA,
MOJJIeXKAaT pErucTpaluuu (KpoMe JIOKYMEHTOB, BKIIOUEHHBIX B «lIpuMepHBIi mnepeueHb
HEPETUCTPUPYEMBIX TOKYMEHTOB» - Ilpunoskenue 2) B KypHaJl pPETUCTPALMU BXOJISALINX
nokyMeHTOB (dopma B [Ipunoxxerun 3).



3.2.2. Ha mony4eHHBIX OYMaKHBIX JOKYMEHTaX MPOCTABIICTCS PETUCTPAIIMOHHAS 3aIHCh,
B KOTOPOM YKa3bIBaeTCsA J1aTa MOCTYIUICHUs U TIOPSAAKOBBIN BXoAsAmuil HoMmep. IIpu perucrpanun
JIOJDKEH COOJI0OAaThCs MPUHIUI OAHOKPATHOCTH: KAXKIBIA JOKYMEHT PETHCTPHPYETCS TOJIBKO
oJIuH pa3. Perucrpanuonnas 3anuchk U MOANUCH MOJYYUBIIETO JTOKYMEHT OTBETCTBEHHOT'O JIMIIA
(mpexacenaTenb/ceKpeTaph/diaeH TMPABICHHS) MPOCTABISIIOTCS TaKKe Ha OyMaKHOW KOIUH
JOKYMEHTa 110 TPEOOBAHHIO 3asIBUTENS UM Kypbepa.

3.3. [lopsimok MpOX0XKACHUS BXOJAIIUX JOKYMEHTOB.

3.3.1. 3aperucTpupoBaHHBIN OYMa)KHBIN JOKYMEHT, TOAIIMBACTCS B manku aen «Ilepenucka
C OpraHu3anusMu, BEJOMCTBaMH, yupexiaeHusMu» uin «llepenucka ¢ wieHamMu U
cooctBenHukamu TCH CHT «PaccBet 2», corinacHO yTBepkKAEHHON HOMEHKIIATYPBI A€l

3.3.2. Tlocne paccMOTpeHHs JOKyMEHTa IMpeacenaresieM WWIA 10 €ro IMOPYyYCeHHUIO
OTBETCTBEHHBIM UYJICHOM IIPABJICHUS MOXET ObITh C(HOPMHPOBAHA PE3OJOIHUS (PE30ITIOIHS
BKJIFOYaeT (DaMHUJIMIO HCIIOJHUTENS, COJCpP)KaHHE MOPYYEHHsI, CPOK HCIOJIHEHHs), KOTopas
3aIKMChIBACTCS Ha OyMaKHOW KOIHMU JAOKYMEHTa W MOXET SBJIATHCS OCHOBAHHUEM JUIS B3SITHS
JIOKyMEHTa Ha KOHTPOJIb. Komus JoKyMeHTa ¢ pe30Tionueit nepeaaeTcst HenoaHuTel 0. KoHTpob
UCIIOJTHEHHUS 00eCIeYrBaETCs pejiceIaTeIeM UM Ha3HAYCHHBIM UM OTBETCTBEHHBIM JIUI[OM.

3.3.3. Pe3omoninu K BXOSIIUM JOKYMEHTaM MOTYT O(OPMIIATHCS MpeaceaTeNieM B BUIE
SJICKTPOHHBIX YBGI[OMJ'IGHI/If/'I YWICHAaM ITpaBJICHUA UKW OTBETCTBCHHBIM YWICHAM TOBApPUIIICCTBA. B
ATOM Clly4ae OHH TPHOOPETAIOT CTaTyC HCXOMSIIMX JOKYMEHTOB M  YYUTHIBAIOTCS
COOTBETCTBYIOIIUM 00pa3zoMm.

3.3.4. CpOK OTBCTA IIpeaAcCCHaTCIIA NIIN YWICHOB ITPABJICHUA HA Tpe6y}oume OTBE€Ta BXOAAIINC
06pau1eHH;1 " MMACbMa HE HOJDKCH HPCBLIIIATH 30 (TpI/I,Z[LIaTB) KaJICHAAPHBIX JHEH ¢ MOMEHTa
peructpaiguu BXOAAIICTO OOKYMCHTA. OtMeTKka 00 HCHOJIHCHUU BXOOAMICTO OOKYMEHTa CO
CCBUIKOM Ha HCXOISIIUN HOMEp OTBETAa MNPOCTABIIACTCA B KYPHAJIC PETUCTpALIUN BXOISAIIHNX
JAOKYMCHTOB B rpa(pe «(IIPUMCHAHUCH . ITOAT'OTOBKA 6YMa)KHOl"O OTBCTA, OTIIPpABKA 3JICKTPOHHOTI'O
YBCAOMIICHHA HA SJICKTPOHHYIO MTOUTY 3asABUTCIIA.

3.4. Ilopsamok perucTpanuu U OTIPABICHUS UCXOISAIINX TOKYMEHTOB.

3.4.1. Ilepen perucrtpanueil HMCXOAALIETO AOKYMEHTA, IOCTYNHBIIETO Ha OTIPABKY,
npezcenaTeneM/cekpeTapéM MpoBepsieTcs MPaBUIIbLHOCTD €ro 0(OpMIICHUS:

- Hajgu4uMe OJlaHKa, ITOJIMCH, JAThl, HEOOXOMMMEBIX BH3 M CBEICHUM 00 HCIOIHHUTENE, B
ciydae, €Clid 10 MOPYUECHUIO MpeceaTelNss JOKYMEHT MOArOTaBIMBAJIC YWICHOM MPaBICHUS WU
WHBIM OTBETCTBEHHBIM JTUIIOM;

- HAJIMYHUC 3arojioBKa K TCKCTY, HOMEpa U JaTbl JOKYMCHTA, Ha KOTOpLIﬁ HacTCA OTBCT,
- IPaBUJIBHOCTH aApeCa IMoJIydaTeClIAd;

- HAJIMYKUC YKA3aHHBIX B JOKYMCHTC HpHHO)KeHPIfI, a TaKXKXE MaTcpuaioB, Ha OCHOBAaHWUN
KOTOPBIX T'OTOBHJICA I/ICXOJISIH_[I/II\/'I JOKYMCHT,;

- HaJIM4Me TIeYaTu B TeX CIIy4asx, KOTJa OHa Mojaraercs.
HenpasunbHo oopmiieHHbIE JOKYMEHTBI BO3BPAIIAIOTCSI UCIIOJHUTEIISIM.

3.4.2. Ecu TOKYMEHT HampaBiIsieTCsl B HECKOJBKO aJpecoB, HA OTIPaBKYy CHAETCS CTOJIBKO
9K3CMIUIAIPOB MOAINMMUCAHHOTO MMMCbMaA, CKOJIBKO HGOGXOIII/IMO IJId OTIIPAaBKU BCEM ajipe€caTam, U
OJH 3K3CMILIAP KOITUU.
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3.4.3. Tlocme mnpoBepku OGOPMIICHHS ITOKYMEHT IIOANMUCHIBACTCS TMpeaceaaTesieM |
PETUCTPUPYETCS B )KypHAJIE PETUCTPAIIUN UCXOIAIINX JOKYMEHTOB ((opma B [Ipunoxxennn 4), Ha
BCCX IK3CMIIIAIPAX JOKYMCHTA IIPOCTABJISACTCSA I/ICXOIISIH_[I/Iﬁ HOMCD IIO MOPAIAKY.

3.4.4. BHemHss ucxonduias KOPPECHOHACHIMS OTHPABIAETCS IO AJIEKTPOHHOW IOYTE,
yepe3 nouroBoe otaenenue [loutsl Poccun umm ¢ kypeepamu.

3.4.5. 3aBepeHHbIe MpenceaarenemM/ceKpeTapéM KOMUU OTIPABICHHBIX TOKYMEHTOB B TOT
K€ JeHb moamuBaioTcs B manku jgen  «llepemmcka ¢ opraHu3anusiMH, BEIOMCTBAMH,
yupexaeHusmmu» i «llepenucka ¢ wienamu u cooctBennukamu TCH CHT «PaccBer 2y,
COTJIACHO YTBEPKAEHHOW HOMEHKJIATYPHI JIE)I C OTMETKOM 00 OTIpaBKe.

3.4.6. B ciyuae otnpaBku gokyMeHTOB uepe3 I[louty Poccun 3aka3HbIM OTIIpaBICHHEM B
JIeJI0 BMECTE C KOMHEW MOANIMBAETCS KBUTAHIMS 00 OTmpaBke. B ciyyae oTHpaBKH KyphepoM
OTMETKa O TIOJIy4YEHHHU IPOU3BOIUTCS TTOJTydaTeIeM Ha KOITUH JOKYMEHTA.

3.5. OcoOeHHOCTH TOKYMEHTOB, MepeAaBacMbIX 110 KaHAIaM AJIEKTPOHHOU CBA3U
(37IeKTpOHHAS 110YTA).

3.5.1. Bxoagmue 31€KTpOHHBIE OOpalleHHs OT YJIEHOB TOBApUILECTBA, MEPEAAHHBIE C
MMACBMEHHO 3asBICHHON HMHU BHGKTpOHHOﬁ Oo4YThl, UMCIOT OJUHAKOBYIO HOPHINYCCKYIO CHUITY
HapaBHE C OyMaXHBIMH OOpAIICHUSAMHU. AHAIOTUYHYIO FOPUAMYECKYIO CHIY HMEIOT TaKKe
SJICKTPOHHBIC OTBCTHI U YBCAOMJICHUS NIPEACCAATCIIA U YJICHOB IIPABJICHUA.

3.5.2. TunoBeIMH cepBUCaAMU BHeKTpOHHOﬁ IOYThI NPEAYCMOTPECHBI CICAYIOINHEC OIICpalun
C MUCbMaMu: IMOUCK, KOIMMPOBAHHC, OT60p 0 3a/IaHHOMY KPHUTCPUIO. QHCKTPOHHOC COO6H_ICHI/IC
o 3J'IeKTp0HHOfI mo4Te COCTOUT: M3 IJICKTPOHHOI'O aApeCa HIIM HCECKOJBKUX J3JICKTPOHHBIX
aZIpeCoB HOHy‘l&TCJ’ICﬁ; 3aroJIoBKa, COACPIKAIICTO CJ'Iy>K€6Hy10 I/IH(i)OpMaLII/II-O; TCKCTA.

3.5.3. TpeboBanusi k y4€Ty M NPENOCTABICHUIO KOMUN JOKYMEHTOB, TMOCHIIAEMBIX
JJICKTPOHHOW  TMOYTOH, aHAJOTHYHBI TpPeOOBAaHUSAM, TMPEABABISAEMBIM K  OCTAJIbHOMY
JIOKYyMEHTOOOOPOTY TOBAPHUIIIECTBA U U3JIOKEHBI B HACTOSIIEM TTOJIOKEHUH.

4. IOPAIOK COCTABJIEHUA 1 O©OPMIIEHUA CITYKEBHBIX
JOKYMEHTOB TOBAPUIIIECTBA

4.1. O6mue TpeboBaHUS.

JIto00ol NTOKyMEHT COCTOMT W3 psda 3JIEMEHTOB (J1aThl, TEKCTa, MOJIHUCH), KOTOpPbIE
Ha3bIBAIOTCA PEKBU3HUTAMMU.

Kaxxaplit Buj nokymeHTa (IIPOTOKOJI, MHCbMO, aKT U T.[.) UMEET OIpeAeseHHbIH Habop
peKkBU3UTOB. PacmonoxeHue peKBU3UTOB HAa JIOKYMEHTE M MpaBUia UX OPOPMIICHHS JOJDKHBI
COOTBETCTBOBATH TPEOOBAHUAM JEHCTBYIOIINX HOPMATUBHBIX aKTOB.

K qucity HanOoee OPUINYCCKH 3HAUYUMBbBIX (T.C. I IpUuAaHud JOKYMCHTY IOpPII[PI‘-ICCKOﬁ
CI/IJ'IBI) PCKBU3UTOB OTHOCATCA:

- TIOJINNCE;
- 1aTta I0OKYMEHTA;

- IIeYaTh;



- rpu( yTBEp>KICHUS TOKyMEHTA;
- PETUCTPALIMOHHBIM HOMEP TOKYMEHTA.

[Tonmucek siBAsieTcst 00sI3aTENIbHBIM PEKBU3UTOM J1I000OTO nokymeHTa. IIpaBo mommucu
MPEIOCTABIsAETCS  JOJDKHOCTHBIM  JIMA@M B COOTBETCTBMM € OpraHU3allMOHHO-
pacnopsiAMTEeIbHBIMA JTOKYMEHTaMu ToBapuiiecTBa (yCTaBOM, IOJIOKCHUSIMHU, PEIICHUSIMU
coOpaHMsl U TpPaBJICHHUA, JODKHOCTHBIMU HMHCTPYKIUSAMU M T.i.). OT umenu ToBapuinecTa
JIOKYMEHTBI, KaK IPaBUJIO, OAMUCKHIBACT MIPeIceaaTeNb.

[Toanuck cTaBUTCS HA MEPBOM IK3EMIUIAPE TOKYMEHTA, IPU HEOOXOAUMOCTH (HapuMep,
HOJINMCAaHUE KOHTPAKTA, I0r0BOPAa) U Ha APYTUX 3K3EMILIIPaX.

I[aTa AOKYMCEHTA - OJHUH U3 HanoOoee BayKHBIX PCKBU3HUTOB. OTCYTCTBI/IC JAaThbl HAa JOKYMEHTC
ACIaCT NOKYMCHT 1100 HeﬂeﬁCTBHTCHLHBIM (Hanp., ,Z[OBepeHHOCTL) 1100 MOXKET IIPpUBCCTU K
COKpalllCHHUIO CpOKa HCKOBOM JaBHOCTH IIpHU JOT'OBOPHLBIX 00s13aTeNbCTBAX.

[Tewats TpUMEHSIETCS B IENAX 3aBEPEHUS MOIIMKMCH JIOHDKHOCTHOTO JIMIIAa Ha Hambojee
BaXHBIX (B T.4. (1)I/IHaHCOBI)IX) AOKYMCHTAx, CBHUACTCILCTBYCT O HNOAJIMHHOCTH IOOKYMCHTA U
IMPOCTABJIACTCA HAa AJOKYMCHTAX, M3AAHUC KOTOPBIX BJICUHCT HOPUAUYCCKUC HWIIM MAaTCPpHUAJIbHBIC
nocneAcTBusl Ui ToBapuiecTBa (peopraHm3anus, Iepeaada MaTepUANbHBIX I[IEHHOCTEH,
YAOCTOBEpPEHHUE TIpaBa M T.I1.).

FpH(b YTBCPKACHUA  CBUACTCILCTBYCT O BBCACHHU  JOKYMCHTAa B ﬂeﬁCTBHe,
pacupoCTpaHCHUU €ro JIEUCTBUS HA BCEX YJICHOB U COOCTBEHHUKOB 3€MEIbHBIX YYaCTKOB, a4 TAK¥KC
pa6OTHI/IKOB TOBapI/IH_[eCTBa. O6$I33.T€J'H>HOMy YTBCPKACHUIO ITOJICIKAT:

- YCTaB € IPUJIOKEHUSAMY;

- IITATHBIC PACIIUCAHNUS;

- aKThI IPOBEPOK, AKTHI IpUEMA-TIEPENAYH;

- TIOJDKHOCTHBIE MHCTPYKIIMH;

- CMEeTbI, (PMHAHCOBBIE TUIAHBI U OTYETHI U T.II. TOKYMEHTHI.

PerucrpanmoHHblii HOMEP CBHIETEIBCTBYET O TOM, YTO JOKYMEHT MpPOIIET BCE CTAIUH
00pabOTKH, 3aperucTpUPOBaH M TEM CaMbIM SIBISETCA O(DUIMAIBHBIM  JIOKYMEHTOM
TOBapHILECTBA.

4.1.1. TekcT city>KeOHBIX JIOKYyMEHTOB JIOJDKCH OBITh KPATKMM M TOYHBIM, HE JIOITYCKAIOIHM
pa3JInYHBIX TOJKOBaHHWU. B JOKyMEHTaX He ClieAyeT ynoTpeOIsiTh MATOM3BECTHBIC COKPAILIICHHUS,
0003HaYEeHUS.

4.1.2. CopepxaHue CiIyKeOHbIX JOKYMEHTOB HE JIOJDKHO MPOTUBOPEUYUTH JIEHCTBYIOIIEMY
3aKOHOJATEIbCTBY.

4.1.3. OTBeTHI Ha MOCTYNUBIINE JOKYMEHTHI CJICIyeT MOAr0TaBINBaTh B MIMCHbMEHHOM BH/IC
TOJBKO B CIIydasiX, €CJIM TOCTaBJICHHBIE BOMPOCHI TPEOYIOT 00S3aTENFHOIO JOKYMEHTAJIbHOTO
oopmieHus.

4.1.4. Buecenue B moanucaHHble (YTBEP)KIEHHBIE) JOKYMEHTBHI KaKUX-JTHOO TOOABICHUI
WIA WCIIPABIICHUH, MEHSIONINX CYIIECTBO H3JIOKEHHOTO B JOKYMEHTE, MOXKET MPOU3BOIUTHCS
TOJILKO JIUIIOM, ITOJITUCABIITNM €TO.



4.1.5. B ToBapwuIecTBe CYIIECTBYIOT CIASAYIOIINE BUABI OJIAHKOB JOKYMEHTOB:
- o6muit 6nmank (IIpunoxenue 5)
- 6nank nucebma ([Ipunoxxenue 6).

OOuwmii 6;1aHK MOKET OBITh MCIOJB30BAaH JUIS COCTABICHHS JIIOOBIX BHUJOB JIOKYMEHTOB,
KpoMe muceM. PeKoMeH 1yeTcst BKII0YaTh B HETO CIEAYIOIINE PEKBU3HUTHI:

- sMOsemy (norotun) ToBapuiecTsa;
- IOJTHOE HanMeHoBaHue ToBapuIlecTBa;

- TpaapeTHbIC YaCTH TAKUX PEKBU3UTOB, KaK JaTa U PETUCTPALIMOHHBIN HOMEP
JIOKYMEHTA.

PeKOMeHI[yCTCH TAKKC IIPOCTABJIATH OrPAHUYUTCIIBHBIC YIOJIKHM U CIICAYROIIUX
PCKBU3UTOB NOKYMCHTA:

- Tpud YTBEPKACHUS;

- 3aroJIOBOK K TEKCTY;

- OTMETKa O KOHTpOJIE.

braHk nmuceMa colepKUT PEKBU3UTHI:

- sMOsiemy (orotur) ToBapuiecTsa;

- TOJTHOE HanMeHoBaHue ToBapuIIecTBa;

- cripaBOYHbIe JaHHbIe 0 ToBapuiecTBe (IOYTOBBIN agpec, KOHTAKTHBIM HOMep TenedoHa,
ajipec IeKTpoHHOU ouThl U1 Web-cTpanuiisl B IHTepHeTe).

PGKOMGHHyeTCH BKJIIOYaTb B HECTO Tpa(l)apeTHBIe YaCTH TaKuX PCKBU3UTOB, KaK JarTa,
peFI/ICTpaHI/IOHHHﬁ HOMCEp JOKYMCHTA 1 CCbUJIKA HA AaTy U pel"I/ICTpaI_II/IOHHHﬁ HOMCEP BXOAALIETO
JAOKYMCHTA, a TaKKC MMPOCTABJIATE OTPAHUYUTCIIBHBIC YT'OJIKU IJI CICAYIOIMIUX PECKBHU3UTOB:

- ajpecar;
- 3aroJIOBOK K TEKCTY.

bnaHk KOHKpeTHOro BUa TOKYMEHTa (3a UCKIOYEHHEM MHCbMa) COCTABIISETCS Ha OCHOBE
obmiero OylaHKa M JIONMOJIHAETCS HAaUMEHOBAaHUEM COOTBETCTBYIOIIEIO BUAA JOKYMEHTA,
Hanpumep. "[Iporoxon npasnenus", "Cmera" u 1.1

4.1.6. UneHckas KHM)KKA, JOKYMEHT, IMOATBEPXKIAIOLIMN WIEHCTBO B ToBapuiecTse,
neyaTaeTcsi TUIorpadckiuM cnocoOOM U COAEPIKUT CIEAYIOIINE PEKBU3HUTHI:

- IOJIHO€ HAMMEHOBAHUE TOBAPHILIECTBA;

- MIOPSAKOBBI HOMEP WICHCKON KHHUKKH;

- (hammIust, UM, OTYECTBO MPaBOOOIAATENsI 3eMEIbHOTIO YUacTKa,

- alpec 3eMEeJIbHOI0 Y4acTKa, €ro KaJacTPOBbIN (YCIOBHBIN) HOMEP U MJIOLIA/b;
- HOMEp U JaTta pemeHus oouero coopanus o npunsatuu B wiensl TCH CHT;

- JlaTa BBIJIAYH;



- nHpopManus 00 yIuTaTe WICHCKUX U IeJIEBBIX B3HOCOB;
- nHpOpMAaLKA O MIPEJOCTABICHHBIX JIBIOTAX 10 YIUIATe B3HOCOB;
- “H(OpMAIHsI O BBITTOJIHCHUH OOIIECTBEHHBIX PadoT.
4.2. OcHOBHBIE TTpaBUIa OPOPMIICHHS JOKYMEHTOB.

4.2.1. B coOTBETCTBUU C MPUHATHIMU HOPMATUBaMU 3MOjeMa (JIOTOTHII) OpraHU3alluy,
pa3paboTaHHasi U YTBEp)K/IEHHAs B YCTAaHOBJICHHOM MOpPSIKE, pa3MellaeTcs B COOTBETCTBUH C
HOPMAaTHUBHBIMHM IPABOBBIMU aKTaMH Ha OJlaHKaXx: JOKYMEHTOB (enepaabHBIX OpraHoB
rOCy/IapCTBEHHOW BIACTH (32 MCKIIIOUEHUEM CIIydaeB, IPeIyCMaTPUBAIOLIUX HCIOJIb30BAHUE
nzobpakenus: ['ocynapcrBeHHoro repoa Poccuiickoit denepaiiun), TEPpPUTOPHATBHBIX OPTaHOB
denepanbHBIX OpPraHOB TOCYJAPCTBEHHOM BIACTH, TOCYJAPCTBEHHBIX M HEroCyJIapCTBEHHBIX
OpraHu3arui

4.2.2. HaumeHoBaHue OpraHu3alidy - aBTOpa JOKYMEHTa Ha OJaHKE JOKYMEHTa JOJIKHO
COOTBETCTBOBaTh HAUMEHOBAHUIO IOPUIUYECKOTO JIMIA, 3aKPEIUICHHOMY B €0 y4peIUTEIbHBIX
nokymentax. [log HauMMeHOBaHMEM OpraHM3allid B CKOOKax YKa3bIBAeTCS COKPAIIEHHOE
HAaMMEHOBAaHHE OPTaHMU3AIMHU, TPETYCMOTPEHHOE YCTaBOM.

4.2.3. CnpaBquHe JaHHBIC 00 OpraHHu3aluy YKa3bIBAKOTCA B 0JaHKax MMHCEM M BKIIIOYAIOT:
MMOYTOBBIM aJipeC opraHnu3alnvu,; HOMEp TeJ'Ie(i)OHa, ajpec SHGKTpOHHOﬁ IIOYTHI.

B cocTtaB cnpaBo4HBIX J@HHBIX BKJIIOUAIOTCSA: KOJ opraHu3auuu no OOuiepoccuiickomy
knaccudukaropy npemnpustuii u opranuzanuii  (OKIIO), OCHOBHO# TOCYyIapCTBEHHBIN
peructpanionHelii  Homep  opranuzauumu (OI'PH) wu  waentuduxanvoHHbli  HOMEp
HaJIOTrOIUIaTeNbIIMKa / KOJ MPUYNHBI TOCTaHOBKU Ha HajoroBbi yuer (MHH/KIIIT).

4.2.4. HaumeHoBaHUE BU/a JOKYMEHTA YKa3bIBAETCsI HA BCEX JIOKYMEHTAX, 32 HCKITIOUEHUEM
NENOBbIX (CMyKeOHBIX) TMHCEM, pacroyiaraercs IO PEKBU3UTAMH aBTOpa JOKYMEHTa
(HaMMEHOBAaHUEM OpraHU3alli¥, HaWMEHOBAaHHMEM JOJDKHOCTH). Kaknaplii mnokymMeHT (3a
UCKITIOYEHHEM MHChMa) JOJHKEH MMETh Ha3BaHUE BUJA, K KOTOPOMY OH OTHOCHTCS (IIPOTOKOII,
aKT, CMeTa 1 T.JI.).

4.2.5. Jlata 1OKyMEHTa COOTBETCTBYET JaTe noAnucanus (yTBEp:KIEHUs) TOKyMEHTa WU
naTe coObITHS, 3aMKCUPOBAHHOTO B JOKYMEHTE.

4.2.6. PeructpanMOHHBIII HOMEp [OKyMeHTa - IHM(PPOBOH HIM OyKBEHHO-IM(PPOBOI
UJCHTU(PHUKATOP JOKYMEHTa, COCTOSIIUN U3 MOPSAIKOBOIO HOMEpa JOKyMeHTa U ero tumna. [lox
TUIIOM JIOKyMEHTa MOHUMAaeTCcst crocod ero popMHUpOBaHUS: SIEKTPOHHBIH, OyMa)KHBIN U T.11.

4.2.7. Mecto cocTaBieHus (U34aHus) JOKYMEHTa YKa3bIBa€TCs BO BCEX JJOKYMEHTaX, KpoMe
JIEJIOBBIX (CITy>KEOHBIX) MUCEM, a TaKXKe JTOKJIaIHbIX, CIIyKEOHBIX 3alUCOK U APYTUX BHYTPEHHHUX
MH(OPMaLIMOHHO-CIIPABOYHBIX JOKYMEHTOB.

4.2.8. AnpecatoM JOKyMEHTa MOXET OBITh OpraHM3alus, CTPYKTYpPHOE MOpa3esieHue
OpraHu3aly, JOKHOCTHOE MM (PU3UUECKOE JIUILIO.

4.2.9. I'pud yTBEepKIEHHUS TMPOCTABISIETCS HA JOKYMEHTE B CIIy4ae €ro YTBEP KICHHS
JOJKHOCTHBIM ~ JIMIIOM,  PAacHOPSAMTENbHBIM  JOKYMEHTOM  (TIPOTOKOJIOM,  pEHICHHEM,
PaCIOPSKEHHUEM ).

4.2.10. 3aroi0BOK K TEKCTY - KpaTKOE COAEpKaHUE JOKYMEHTA.



3aroioBoK GopMyIHUPYETCsl HEMOCPEICTBEHHO UCIIONHUTEIEM MPHU MOATOTOBKE
JIOKYMEHTA.

He cocraBmsercs 3aroioBoK K nucbMaM, TCKCT KOTOPBIX HC IIPCBLIIIACT I1OJIOBUHBI
CTpaHUIbI, 4 TAKKC B OTBCTAX HA NMCbMa I'paKaaH.

4.2.11. B oTBeTax Ha MUChMa OpraHU3AIMN U MIPEANPUATHA 005S3aTEIIBHO JENACTCS CChLIKA
Ha JIaTy ¥ HOMep JOKyMEHTa, Ha KOTOpPHIi aeTcs oTBeT. Eciu JokyMeHT nedataeTcs Ha OJaHKe,
TO CChUIKA YKa3bIBaeTCA B CIIELIMAJILHO OTBEJACHHOM MECTE, a B JOKYMEHTE, HalleuaTaHHOM HE Ha
OyiaHke, - Iepej1 3aroJIOBKOM HIIM TEKCTOM MHChMa.

4.2.12. B cocraB pekBusura "[loamuce" BXOASAT: HAWMEHOBaHHWE JOJDKHOCTH JIMLA,
MOJIMCABIIETO0 JOKYMEHT, €ro JIM4YHas MOJMHCh U paciu(poBKa IOANUCH, COCTOAIAS W3
WHUITIAIOB ¥ (paMIIUH.

B nokymentax, odopmiusembix Ha Onankax ToBapuiecTBa (IMPOTOKOJ, MHCHMO),
JOJKHOCTh  YKa3bIBA€TCSl COKpAIIEHHO: TMpejcenaTeslb, HauMEHOBaHHE TOBAapHINECTBA HE
revaraeTcsl.

B nmokxymenrax, odopmisieMbIx He Ha Onankax ToBapuiecTBa, B COCTaB IMOITUCH BXOJIUT
HAaNMMEHOBAHUE JOJKHOCTU U OpraHU3al1u.

HpI/I noANMMCaHUM NOKYMCHTAa HECKOJBbKHUMU JOJUDKHOCTHBIMU JIMHAMHU HUX HNOAINCHU
pacmnojiararor OJHYy IIO0X ,prrOfI B IIOCJICO0BATCIIbHOCTH, COOTBCTCTBYIOH_Ieﬁ 3aHMMaeMoi
JOJDKHOCTH.

4.2.13. Ileyarp 3aBepsieT MOMJIMHHOCTH MOJMHMCH JOHKHOCTHOIO JIMIA Ha JIOKYMEHTaXx,
IPEyCMOTPEHHBIX CHEIUaJbHBIMH HOPMAaTUBHBIMM aKTaMHU U YIOCTOBEPSAIOIIMX IpaBa JIUI,
¢bukcHupyomux QaxTel, CBSI3aHHbIE ¢ (PUHAHCOBBIMU CPEICTBAMHU.

I[OKyMeHTBI 3aBCPAOT NCYATbKO OpraHU3alnu. Ileuats CJICAYyCT IPOCTABIIAITH TaKHUM
06pa30M, yTOOBI OHA 3aXBaThIBAJIa YaCTh CJIIOB HAMMCHOBAHMS JOJDKHOCTH JIMIa, IMMOoANMCaBIICTO
AOKYMCHT, UJIM B YKa3aHHOM MECTC.

4.2.14. Tlpu 3aBepeHUU COOTBETCTBHS KOMHUH JOKYMEHTa MOJUIMHHHUKY HIDKE PEKBH3HUTA
"Iloanucek" MPOCTaBIISIIOT: 3aBEPUTENIbHYIO HaAMKCh: "BepHo"; M0MKHOCTD JUIa, 3aBEPUBIIETO
KOIUIO; TUYHYIO MONHNCH; pacIIM(PPOBKY MOAIUCH (MHULMAIIBI, (paMUIIus); 1aTy 3aBEpEHUs.

4.2.15. OtmeTka 00 McIONHUTENE BKIOYaeT (paMminio (Miau (GaMHIINIo, UMs, OTYECTBO)
UCTIOJIHUTENIS IOKYMEHTa U HoMep ero tenedoHa. OTMETKY 00 HCIIONHHUTENE paclojiaraloT Ha
JIM1IEBOI MM 0OOPOTHOI CTOPOHE MOCIETHET0 JUCTA JOKYMEHTA B JIEBOM HUKHEM YTy (MOKHO
MEHBIIUM HIPUPTOM).

4.2.16. OTrMeTka O TOCTYIUIGHHH JIOKYMEHTa CIYXHUT [Ji1 TOITBEpKIeHUs Qaxra
MOCTYIUIEHHS JOKYMEHTa B OpraHM3allMi0 M BKIIOYAET JaTy IOCTYIJICHUS M BXOMSIIUN
PErUCTpallMOHHBIA HOMEp NoKyMmeHTa. [Ipu HeoOXOAMMOCTH OTMETKa O MOCTYIUIEHUU MOKET
JOTIONHATBCS. YKa3aHUEM BPEMEHM IOCTYIUIEHUS B 4YacaX M MHUHYTax M crocoba JI0CTaBKU
JIOKYMEHTA.

OtmMmeTKa o MOCTYIUICHUU NOKYMCHTA MOKET ITPOCTABJIATHCA C TIOMOIIBIO IITAMIIA.

4.2.17. OrMeTka 00 HCTMOJHEHWH AOKYMEHTA W HANpaBICHUU €r0 B JI€J0 BKIIOYACT
CJICMYIOINUE JaHHBIC: CCBUIKY Ha JaTy W HOMEP JOKYMEHTa, CBHJICTEIHCTBYIOIIETO O €ro



WCTIOJTHEHUH, WU TIPH OTCYTCTBHUHU TaKOTO JOKYMEHTA KPaTKue CBEACHUS 00 MCIIOTHEHUH; CIIOBA
"B neno"; HoMep nena, B KOTOPOM OYJIeT XpaHUThCS JOKYMEHT.

OtmMmeTrka 00 HCIIOJTHEHUN AOKYMCHTA U HAIIPAaBJICHUU €TI0 B ACJI0 JOJIKHA OBITH noarnuycaHa
" JaTUpOBaHa UCIIOJIHUTCIICM JOKYMCHTA.

4.3. Ha 31eKTpOHHbIC JOKYMEHTBI, (OPMHUPOBAHUE U Iepeiaya KOTOPhIX 3aKOHOIATEIBHO
npeycMaTpUBAeT HCIOJIb30BAaHUE 3JCKTPOHHOM MOJMMUCH mpejcenaress (B YacTHOCTH,
OyXxrajarepckasi, HaJIOroBasi, CTATUCTUYECKAs U TMpP. OTYETHOCTh, OOPAIICHHUS] B OPraHbl BIACTH U
yIPaBICHUS | T.I1.) TPEOOBAHUS HACTOSIIETO MOJI0KEHHS PACIIPOCTPAHSFOTCS TOJIBKO B YaCTH, HE
NpOTHBOpPEYAIleH TPEOOBaHHSIM JCHCTBYIOIIECTO 3aKOHOIATEILCTBA U HOPMATHBHO-TEXHHUECKUX
AKTOB 00 JIEKTPOHHOU MU(PPOBOIA MOAMHCH.

4.4. B cnyyae UCIONb30BaHMs MPEICEaTEeNIEM TOBAPHUILECTBA 3JIEKTPOHHOM MOIIUCH IS
6e30yMaxxHoro o(hopMIICHHS T0TOBOPOB, 3aBEPEHHSI JIEKTPOHHBIX JOKYMEHTOB TOBAPHILIECTBA U
IpYruX TMOAOOHBIX JEHCTBHM, MPEANOaraixX HCIOJIb30BaHHE CHEIHATU3UPOBAHHOTO
IpOrpaMMHOr0 oOecredyeHus, MpaBujia JIIEKTPOHHOTO JIOKyMEHTOOOOpOTa OINpeAesioTCs
WHCTPYKUHUSMHU Ha UCIOIb30BaHUE JAHHOTO MPOTPAMMHOT0 00ECTIeUeHUSI.

5. [IOAT'OTOBKA 11 O®OPMJIEHUE OPTAHU3AILIMOHHO-
PACITIOPAJUTEJIBHBIX U ITPOYNX JOKYMEHTOB

5.1. K opranu3aiMoHHO-pacHOPSAUTENbHBIM JOKYMEHTAM TOBAapHILECTBA OTHOCSTCS
y4peauTeIbHbIC U MPABOYCTAaHABIMBAIOIINE TOKYMEHTHI TOBapHUIIECTBa (YCTaB U MPUIOKESHUS K
HEMY, peeCTpbl TOBAPUIIECTBA, CBUJIETEIHCTBA O TOCYAAPCTBEHHOM PErUCTPALIMM TOBAPUILIECTBA,
O TIOCTAHOBKE Ha YYeT IO MECTY HaXOXJEHHsS, O BHECEHWU WU3MEHEHUU B YyUpeAUTENIbHbIC
JIOKYMEHThl W/WJM O BHECEHWM W3MEHEHHUU HE CBSI3aHHBIX C BHECEHHEM W3MEHEHHHA B
y4YpeauTeabHbIe TOKYMEHTHI, MUchbMa (YBEJOMIICHHS) O PETHUCTPAIlMU/TIOCTAHOBKE Ha y4YeT B
dboHOaxX, AOKYMEHTHl Ha 3E€MJII0, B TOM UYHCIE€ NPOEKT MEXKEBaHUS TEPPUTOPHUH, IPOCKT
MJIAHUPOBKU TEPPUTOPUU H JAp.), MPOTOKOJBI OOHIUX COOpaHWM, MPOTOKOJBI TPaBICHUS
TOBApUIIECTBA U TIPOTOKOJIBI PEBU3MOHHON KOMHUCCHUH.

5.2. ®opmupoBaHue M 0GOpMIIEHHE OpraHU3alMOHHO-PACTIOPSIUTENbHBIX JTIOKYMEHTOB
IIPOU3BOJUTCS B COOTBETCTBUU C HOPMAaMH JEHCTBYIOIIETO 3aKOHOJATENIbCTBA M pasneioM 4
HaCTOsIero moioxeHus. TunoBas ¢opma mnporokona oOmero coOpaHus NpUBEACHA B
«ITonoxxeHnun 06 oOMMX coOpaHMSIX» TOBAapHILECTBa. TumoBas Gopma MPOTOKOJIA MpaBICHUS
npusezieHa B [Ipmioxxenun 7. @opma MpOTOKOIAa PEBU3MOHHOW KOMHUCCHM aHAJIOTHYHA (hopMme
IIPOTOKOJIA TIPABIEHUS.

5.3. IIpoTokoabl 00X COOpaHUil MOANUCHIBACT MPECEeIaTeNbCTBYIOIIUN HAa COOpaHUH.
[TpoTokonbel oOmMX coOpaHWIl 4YJIEHOB TOBAPUIIECTBA, IMPOBOAUMBIX B (OpMe 3a0UHOTO
rOJI0COBaHUS, MOAMUCHIBAET MIpe/iceaaTeb ToBapuiecTBa. [IpoToKkobl paBieHns NOAMUCHIBAET
npejceaaTenab TOBApUILECTBA M WIEHBI MpaBiieHHs. [IpOTOKOIBI M JOKYMEHTHI PEBU3MOHHOU
KOMUCCHH (peBU30pa) MOAMKUCHIBAIOTCSA YIEHaMU PEBU3MOHHOW Komuccuu. [IpoTokosnsl obmmx
coOpaHMii U TPaBJIEHUSI TOBAPUIIIECTBA 3aBEPSAIOTCS M€YaThIO0 TOBAPHUIIIECTBA.

5.4. 3aBepeHHbIE KOMMM MPOTOKOJIOB, YKA3aHHBIX B I1.5.3. WM 3aBEPEHHBIE BBINHUCKHU U3
JAHHBIX TPOTOKOJIOB IPENOCTABIAIOTCA WICHAM TOBAPHILECTBA MO WX TPEOOBAHHIO WM TIO
TpeOOBaHUIO COOCTBEHHUKOB 3€MEJIbHBIX YYaCTKOB B IPAaHUIAX TOBAPUIIECTBA (€CJIM B JAHHBIX
IPOTOKOJIaX COJAEPKUTCS YKa3aHWE Ha peIleHUs,, NPHUHATbIE oOmMM coOpaHHEM YJICHOB
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TOBAPHUILIECTBA IO BOIIpOCaM, IPEAYCMOTPEHHBIM TyHKTamMu 4 - 6, 21 u 22 cratbu yacT 1 cratbu
17 ®enepanbnoro 3akona Ne 217-(3), a Takke opranam rocyAapCTBEHHOM BIACTH WM OpraHaM
MECTHOI'O CaMOYIPAaBIEHUS B Cllydae, €CIM CBEICHMS, COJEprKallMecs B TaKMX MPOTOKOIAX,
MOT'yT OBITH 3alpomICHbl JaHHBIMK OpraHaMh B COOTBCTCTBHU C HUX IIOJHOMOYHUAMHU,
IPEIYCMOTPEHHBIMU (peIepaTbHBIM 3aKOHOM.

5.5. K mpouum JOKyMEHTaM TOBapHUIIECTBA OTHOCSTCS JOTOBOPHI, B TOM YHUCIIE TPYIOBBIE,
COrJIallleHus, MPUXOAHO-PACXOJHBIE CMEThl U pa3JIMyHble aKThl (MHBEHTApHU3allUuH, MpHEeMa-
nepesayd JOKYMEHTOB U IIEHHOCTEH, paOOThl KOMUCCUH U T.I.), OyXrajJTepcKue JTOKyMEHTHI,
HAJIOTOBbIE, CTATUCTUYECKUE U MPOUNEe OTYETHI, a TAKKE BCE MHBIE XO3SIICTBEHHBIEC TOKYMEHTBI
TOBapHUIIECTBA.

5.6. ®opmupoBanue u 0hopMIICHHE MPOYUX JOKYMEHTOB OCYIIECTBIISECTCS B COOTBETCTBUU
C MPUHATHIMU HOPMaMU JIEUCTBYIOLIETO 3aKOHOJATENbCTBA, YUYETHON MOJUTUKU TOBAPUILECTBA,
JIEJIOBOM 3TUKU U C YYETOM HOPM HACTOSIIETO [TOJIOKEHHUS.

5.7. ®opMbl H CpPOKM XpaHEHHUS OPraHU3ALHOHHO-PACTIOPSAUTEIBHBIX M IMPOUYUX
JIOKYMEHTOB TOBAPUIIIECTBA OMpEe/IeHbl B HOMEHKJIATYpe Je.

6. DKCIIEPTU3A ITPAKTUYECKOM LIEHHOCTHU JOKYMEHTOB

6.1. Ilon aKcnemeoﬁ HEHHOCTHU JOKYMCHTOB IIOHUMACTCA OIIPECACIICHUC 3HAYCHU A
AOKYMCHTOB B LICJIAAX 0T60pa X JaJIbHEHIIEro XpaHCHUA UJIM Ha YHUYTOXCHUC.

6.2. J1i1st opraHu3aIyy 1 IpOBEACHUS pabOTHI 110 3KCIIEPTH3E MpeJIceIaTeeM TOBapUIeCcTBa
co3naercsa DxcneptHas komuccus (OK) m3 coctaBa 4ieHOB NpaBieHUs, CEKpPETaps U WIECHOB
PEBU3MOHHOM KOMHCCHHU B KOJMYECTBE HE MeHee TpEx yenmoBek. PykoBoaut DK mpeacenarens
TOBapHUIIIECTBA.

6.3. Eciu B mpomecce oTOOpa JOKYMEHTOB Ha XpaHEHHE OOHapy»XHUTCS Hexocrada
OTJENIBHBIX JOKYMEHTOB, JIOJIKHBI OBITh IPUHSATHI MEPHI K MX PO3BICKY MM BOCCTaHOBIICHUIO.

6.4. OT0Op NOKYMEHTOB Ha XpaHEHHE B apXMB TOBAPHILECTBA M YHUUTOXEHHE JOJIKEH
NPOBOTUTCS IyTeM TMOJHCTHOTO TmpocMorpa DK 1mem ©W  JOKYyMEHTOB, 3aKOHYEHHBIX
JIeITOTIPOU3BOICTBOM IISATH JIET Ha3al. [t GuHAHCOBBIX U OyXTanTepCKUX JOKYMEHTOB 3TOT CPOK
YCTaHABJIMBAETCSI COOTBETCTBYIONIMMH 3aKOHOAATEIIEHO-HOPMAaTHBHBIMH aKTaMH.

6.5. I[ena U OOKYMCHTHI, OTO6paHHBIC B PC3yJIbTATC SKCIICPTU3BI HA HOJTOBPCMCHHOC
XpaHCHUC, BHOCATCA B OIIUCH, O(i)OpMJ'IHIOTC}I B COOTBCTCTBUHU C IIPABUJIAMU APXUBHOT'O XpaHCHUSA
U IEPpEMCIIAOTCA HAa XPAHCHUC B apXHUB TOBAPUIIICCTBA.

6.6. Ilocime yTBepKIEeHHMS ONHMCEW el W JOKYMEHTOB JOJITOBPEMEHHOIO XpaHEHUS
MIPOU3BOJIUTCS OTOOP JTOKYMEHTOB U JeNl Ha yYHU4ToxeHue. OroOpaHHbIE Aefla M JTOKYMEHTHI
BKJIIOYAIOT B aKT. AKT Ha YHHUYTOXKEHUE IOANUCHIBACTCS MpeJceAaTesIeM TOBapUIIecTBa U
yneHamu JK.

6.7. YHUYTOXEHUE AOKYMCHTOB HNPOU3BOAUTCA IIOCJIC CHaUU-TIpHEMa ACJI Ha apXHUBHOC
XpaHCHHUC. YHUUYTOXKEHHUE JOKYMCHTOB ITPOU3BOAUTCA B IPUCYTCTBHUU YJICHOB OK B COOTBETCTBUHU
C HOpMaMH U IIpaBUJiaMH, YCTaHOBJICHHBIMU HeﬁCTBYIOHlHM 3aKOHOOAaTCIIbCTBOM.
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7. TIPUJIOXEHUA

7.1. Ilepeuens Ipunoxenuii:

- [Ipunoxenne N 1 «HomeHnkiiatypa aein ToBapuIeCTBay;

- [Ipunoxenne N 2 «lIpumepHbIii epeueHb HEPETUCTPUPYEMBIX TOKYMEHTOBY»
- [Ipunoxenune N 3 «Yué€THas KapTOuKa BXOASIIETO IOKYMEHTa;

- [Ipunoxenne N 4 «YuérHas KapTOuKa UCXOISIIETO JOKYMEHTA;

- [Ipunoxenne Ne 5 «OOmwmii O1aHK TOBAPUINECTBAY;

- [Ipunoxenune Ne 6 «biank nuceMa TOBapHIIIECTBAY;

- [Ipunoxxenne Ne 7 «IIpoTOKOII ITpaBiIeHUS TOBAPUILECTBA.

HOMEHKIIATYPA
nesi, kHur u skypaanoB TCH CHT «PaccBer 2»

9

[MPMJIOXEHUE 1

= g
Ne ot 3| HammenoBanue AeJI, KHUT, })KYPHAJI0B Koxa-Bo Cpok [Ipumeuanue
nn | 3 a eIMHULl | XpaHeHHus
E % XpaHeHus
1. YupenurenbHble H OPraHU3ALMOHHbIE JOKYMEHTBI
1. 1-1 | YcraB TCH CHT «PaccBer 2» 1 IIOCTOSIHHO
2. | 1-2 | YupenurenbHbIE PETHCTPAIIMOHHEIC
JOKYMEHTBI, B T.4. JIOKYMEHTHI O TIpaBe 1 MIOCTOSIHHO
CcOOCTBEHHOCTH Ha UMYIIECTBO
3. 1-3 | TlonoxxeHusi, peraaMeHTsl s
BHYTPEHHETO ITOJIb30BaHUS 1 49 ner
1-4 | Homenxknarypa nen TCH CHT «Paccser 2» 1 49 ner
1-5 | XKypnan peructpanuu BXOISIINX
JIOKYMEHTOB 1 5 ner
6. | 1-6 | XKypnan peructpanuu UCXOISIIIINX
JIOKYMEHTOB 1 5 ner
7. | 1-7 | XypHan yuera BbIIaud WICHCKUX
KHUXKEK 1 49 ner
2. IIpaBienue
8. | 2-1 | Peectp unenoB TCH CHT «PaccBet 2» 1 49 ner

12




9. | 2-2 | Xypnau perucrpauuu MNpOTOKOJIOB

3aceZlaHui paBJiIeHUs, TPOTOKOJIOB 1

obmero coopanus uienoB TCH CHT 49 ner

«Paccser 2»
10. | 2-3 | I[IpoToko:bl OOMUX COOpaHU YWIEHOB

TCH CHT «Paccser 2» 1 49 ner
11. | 2-4 | IIpoToKoJibl 3aceaHuil MpaBICHUS 1 49 ner
12. | 2-5 | IIpoTOKOJIBI M aKThI MPOBEPOK

PEBU3MOHHON KOMHCCUU 1 49 net
13. | 2-6 | XKypnau peructpanuu MpoBepoK 1 5 ner
14. | 2-7 | TIpOTOKOJIBI M aKThI MPOBEPOK 5 ner
15. | 2-8 | XKypnan peructpanuu nmpuKa3zoB

npejacenaresns 1 49 ner
16. | 2-9 | Ilpuka3sbl npencenaTens 1 49 et
17. | 2-10 | Tlepemnucka ¢ opraHu3aIUusIMH,

BEJIOMCTBAMHU, YUPEKICHUSIMU 1 5 ner
18. | 2-11 | Ilepenucka c 4ieHAMU U

cooctBennukamu TCH CHT «PaccBer 2» 1 5 ner
19. | 2-12 | XKypHay TMYHOTO IpUEMa YWICHOB

ToBapurniectBa 1 5 net
20. | 2-13 | XXypHan peructpamnuu >kajaod 4IeHOB

ToBapuiiecTBa Ha pelIeHUs U IeHCTBUS

(Oe3neiicTBUE) YJICHOB IIPABJICHHUS, 1 5 ner

npejcenaTens, YWieHOB PeBU3UOHHON

komuccun ToBapuiiecTsa
21. | 2-14 | KanoOs1 unenoB ToBapuiecTBa Ha

penieHus u aeiictus (6e3aeiicTBue) 1 5 ner

YJICHOB NPaBJICHUs, IPE/ICeAaTeNsl, YICHOB

peBu3noHHOM Komuccuu TosapuiecTsa
22. | 2-15 | XypHan HHCTpYKTa)a [0 TEXHUKE

M0’KapHOH 6€30MacCHOCTH 1 5 ner
23. |2-16 | AKThI 00 YHUYTOKEHUU JOKYMEHTOB 1 3 roma

3.Kaapsl

24. | 3-1 | IltaTHOE pacmucaHue, JOKHOCTHBIE

UHCTPYKIIHH, TPYJOBbIE JOTOBOPA, 1 49 net

3asIBJICHHS

4. PecypcocHad:xaionue Oprann3anumn

25. | 4-1 | [doroBopa BOJO-U SHEPrOCHAOKEHHUS 1 49 ner
26. | 4-2 | JIOKyMEHTHI O TEXHOJIOTUYECKOM

npucoennHennu CHT k cetsm, 1 49 ner

IPOEKTHAsl JOKYMEHTAIUs
26. | 4-3 | Ilepenmcka ¢ pecypcOCHa0KAOIIUMU

OpraHu3aIsIMI 1 5 ner

5. Byxraarepus.
27. | 5-1 | Jlunessie cueTa WwieHOB ToBapuIeCTBa o
1 MHWHOBAaHHUIO
HaJJO0HOCTH,

KOMUHCCH
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28. | 5-2 | ABaHCOBBIE OTYETHI, JOTOBOPA, AKTHI 5 Ier,
KOMHCCH

29. | 5-3 | PacueTHO-TUTaTEXKHBIC BEJJOMOCTH I10

3apabOTHOM IJIaTe 5 et
30. | 5-4 | Cwmera 10X0/I0B M pacXxojoB (KOIUH) 5 ner
31. | 5-5 | PacuerHbple JOKYMEHTHI C TOCTABIIMKAMH,

MOAPSAUMKAMU 5 et
32. | 5-6 | OtueTsl O MEPEUYHCICHUN CPEACTB B

[I®DP, HanoroBbie OpraHbl 5 mer
33. | 5-7 | JOKyMeHTHI 10 y4eTy OaHKOBCKUX

orepanuii (BHIUCKH, TUIATEKHBIC 5 ner

NOpYYEHUs)

[MPMJIOXEHUE 2

1. Ilucemau BXOOAIHNE NJOKYMCHTDBI peKJ’IaMHO'I/IHq)OpMaLII/IOHHOFO XapakTepa.

NPUMEPHBINA MEPEYEHb HEPETUCTPUPYEMBIX JIOKYMEHTOB

2. OdepTl M TPEUIOKEHUS O TOCTaBKE TOBApOB, PadOT WM YCIYr OT CTOPOHHHUX

3.

OpFaHI/I3aHHI>'I, HE NIPECACTABJIAOIINEC NMHTCPEC I TOBAPHUIIICCTBA.

3asiBIeHUs U 0OpalleHUs YWICHOB TOBapUIIECTBA, COOCTBEHHUKOB 3€MENIbHBIX YYaCTKOB B
IPaHMLIaX TOBApUULIECTBA W MHBIX I'PaXk/JaH, HE MMEIOIINE OTHOIIECHUS K IEATEIbHOCTH
TOBApPHUILECTBA U/UIIN COJEPIKAIINE OCKOPOUTENbHBIE U/UTN HELIEH3YPHbIE BBIPAXKEHUSI 110
OTHOLICHHIO K PyKOBOJICTBY TOBapHILECTBA.

14




KYPHAJI PETUCTPALIMU BXOJAIIUX TOKYMEHTOB

I[MTPUJIOXEHUE 3

[Hata Peructpauu | Koppecnonme | Uexomsmuit | KpaTkoe cogepxaHnue HUcnonuurens IIpumedanu
oCTyI OHHEBIT HT Ne m mata e
JICHUSI HOMeEp

1 2 3 4 &) 6 7
[TPUMEP
26.01. 12/b Npanosa A.A| 25.01.2024 | 3asBnenue o Kuctanos A.A.
2024 IMOAKJIFOUYEHU N

AIEKTPOCHAOKEHUS

*KiaccudukaTop TUIIOB BXOIAIINX JOKYMEHTOB (MIPOCTABIISIETCS 32 PETUCTPAI[MOHHBIM HOMEPOM
gepes CIdI);
b — OymaxkHBIIT TOKyMEHT;
OII — 21eKTPOHHBIN TOKYMEHT, OJIYYCHHBIH Yepe3 3JeKTPOHHYIO MOUTY;

IJI — 3NIeKTPOHHBIN TOKYMEHT, ofyueHHbId B CO/] yepe3 MUUHbIN KaOUHET.
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IMTPUJIOXEHUE 4

KYPHAJI PETUCTPALIUU UCXOAAIINX TOKYMEHTOB

Hara Peructpanu Anpecar Kpatkoe conepxanue [Ipumeuanue
OHHBIN
HOMCD
1 2 3 4 B
I[TPUMEP
26.02. 15/b WBanoBa A.A. Pa3pemienue Ha Pemenue npasnenus:
2024 [MOAKJIFOYEHUE npoTokoa Ne 1 ot
JIEKTPOCHAOKEHHUS 25.02.2024

*KraccupukaTop TUIIOB CXOAAIINX JTOKYMEHTOB (TIPOCTaBIISIETCS 32
PETUCTPALIMOHHBIM HOMEPOM Yepe3 CIAIII):
b — GyMakHBII TOKYMEHT;
III — 371eKTPOHHBIN TOKYMEHT, OTIIPABIICHHBIN Yepe3 3JIEKTPOHHYIO TIOUTY;

IJI — 3IEKTPOHHBINA JOKYMEHT, OTIIpaBieHHbIN B COJ] yepe3 IMuHbIi KaOHuHET.
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OBILUI BJIAHK TOBAPUILIECTBA IMTPUJIOXEHUE 5

Norotunn

TOBapuuiecTBea

TOBAPHUIIECTBO COBCTBEHHUKOB HEJIBUKUMOCTH
CAJOBOJYECKOE HEKOMMEPYECKOE
TOBAPUIIECTBO

«PacceeT 2»

298184 Pecny6imuka Kpem, r.o.deomocusz, TCH CHT «PacceeT 2»
yn. ConHeuHast, 27-a

No or" " 2 T. {oTMeTKa 0 KOHTpOJIE}
[«3aronoBok k TekcTy»] [[pud yTBepxaeHus]
[Ipencenarens/4neH nmpaBIeHUS / ®UO/
(moamuce)
M.IL.

Norotun BJIAHK [TMCbMA TOBAPUIL[ECTBA MIPUJIOKEHYE 6
ToBapuluecTsa TOBAPULIECTBO COBCTBEHHUKOB HEJABUXKUMOCTH
CAJOBOJYECKOE HEKOMMEPYECKOE
TOBAPUHIECTBO
«PacceeT 2»
WNHpekc u moYTOBBIN ajpec Ten. (daxc)
TOBApPHUIIECTBA E-mail:
Web-caiiT:
No or" " 2 r
Ha Ne or" " 2 T.
[«3aronoBok k TekcTy»| [Anpecar]
[Ipencenarens / ®UO/
(moamuck) M.IL
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I[MTPUJIOXEHUE 7

TOBAPHUIIECTBO COBCTBEHHUKOB HEJBUKMMOCTH
ToBapuLLecTsa CAJOBOJYECKOE HEKOMMEPYECKOE
TOBAPHUIIIECTBO

Nlorotunn

«PacceeT 2»

OHPOTOKOJ Ne

3acenanus npasjaenuss CHT «Paccser 2»

MecTto npoBeeHus « » Hdara: «_ » 2 T.

Bpems: -

IlpucyTcTBOBAJIN:

UiieHsl paBiIeHUS -

IloBecTKa THA:

Ilo nepBOMY BOIIpPOCY:
ToaocoBaau: «3A» - (), «[TPOTUB» - (), «BO3IEPXAJIUCEy» - ().
Pemienue:

IToBecTka qHA UcUepnaHa.

[IpOTOKOJI MOATOTOBUII: (DdPUNO)

Ilpencenaren, npaBJieHUs - ®UO

YJieHBI IpaBJIeHUA:

- DO
- DO
- ®NO
- ®HO
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