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1. OBLI M E ITOJIOKEHMUSI.

1.1. Hactossmue IlpaBuiia BHYTpeHHEro JOKYMEHTOOOOpOTa M KOHTPOJSI 3aKpBITOTO
akiuoHepHoro obmectBa «®optokc» (manee - IlpaBmia) cocTaBiIeHB B COOTBETCTBUH
c OenepanbHpiMu 3akoHaMH «O0 akUOHEpHBIX obOmiecTBax» W «O pBHIHKE IIEHHBIX OyMary,
JIEUCTBYIOIIUM 3aKoHoAareabcTBOM Poccuiickoii Penepanuu U Ha ocHoBaHuM IlosoxkeHus o
BEJICHUH peeCTpa BJAACIbIICB MMEHHBIX IIEHHBIX OyMmar, yreepskaeHHoro [locraHosnennem OKIB PD
Ne 27 ot 02 oktsa6ps 1997 roga, a takke YcraBa 3aKphITOTO aKIMOHEPHOTO oOmmecTBa «DopTIKe» U
[paBun BeneHus peecTpa BIaJENbIEB NMEHHBIX IIEHHBIX Oymar (nanee - IlpaBuna BemeHust peectpa),
yrBepkAeHHbIX 3A0 «PopT1ake» (nanee - Peructpatop minm OMUTEHT).

1.2. Hacrosmmue IIpaBuiia periiaMeHTHPYIOT JneictBus Perucrparopa 1o o0OpaboTke,
KOHTPOJIIO ¥ XpPaHEHUIO MOJTy4aeMbIX TOKYMEHTOB B CBSI3U C BEIEHHEM pPEecTpa BIIA/ENIbLIEB WMEHHBIX
HEHHBIX Oymar.

1.3. B mactosmux IlpaBunmax HCHONB3YIOTCS TEPMHHBI, omnpeaeneHHble B [lomoxenun o
BEJICHUHU pPeecTpa BiIaJCIIbIICB UMCHHBIX LIEHHBIX Oymar, yrBepxaeHHoM I[locranosiaeHuem @KL P®

Ne 27 ot 02 okTs10ps 1997 rona (nanee - [lomoxxeHnue o BefeHUU peecTpa) U B [IpaBmnax BegeHus

peectpa.

2. IPABUJIA (CIIOCOBBI) PET'UCTPALIMU, OBPABOTKM,
XPAHEHUSA U APXUBUPOBAHUSA JOKYMEHTOB.

2.1. Cuctema noKyMeHTOB Peectpa mpeacraBisieT co0oii:

2.1.1. IBa xypHana PeecTpa c IpHUCBOCHHBIMU HOMEPaMHU:

m  KypHan yuera BXOJSIIIHNX JOKYMEHTOB;

m  PerucrpanuoHHbIN )KypHal.

2.1.2. JIunieBble cueTa 3aperucTpUpPOBAHHBIX JIHII;

2.1.3. DMUCCHOHHBII cYeT DMUTEHTa C IPUCBOCHHBIM HOMEPOM;

2.1.4. JIuueBoii cueT DMHUTEHTA C IPUCBOEHHBIM HOMEPOM;

2.1.5. oxyMmenThl Peructparopa, sIBISIONINECS OCHOBAHUEM JJIsI BHECCHHMS 3amucelt B Peectp;

2.1.6. loxymentsl Peructpatopa, HEoOXOIMMEIC Ul TPENOCTABICHUS 3apEeTHCTPHUPOBAHHBIM

JIMLAM.

Bce nokymeHTHI cucTeMbl Peectpa XpaHsTest Ha 3JICKTPOHHBIX U OYMayKHBIX HOCHTEIISIX.

2.2. TpeGoBaHHs K JOKYMEHTaM, NPEJIOCTABIISIEMbBIM 3apErUCTPUPOBAHHBIM JIUIAM.

2.2.1. Onepanyu pou3BoAsTCs PeructparopoM Ha OCHOBaHWU (HOPM YCTAHOBIECHHOTO UM
oOpasria.

2.2.2. Oneparun B PeecTpe Npow3BOIATCSA HAa OCHOBAHWHU IIOJJIMHHUKOB JOKYMEHTOB WU
KON, YJAOCTOBEPEHHBIX HOTAapHAJIbHO, 332 HMCKIIOUECHHEM cydaeB, MpeaycMOTpPeHHBIX [IpaBumamu
BEJICHUS peecTpa.

2.2.3. JlokyMeHTHI JIOJDKHBI OBITH 3amlloJIHEHBI pa3zdopunBo. He momyckaroTcs WCTpaBlIeHUs |

IIOMAapKu MMpH 3arioO THECHUU JOKYMCHTOB.



2.2.4. JlokyMeHTBI, TOCTynuBIIKME Perucrparopy W 3aperucTpHpoBaHHBIE B JKypHale ydera
BXOJIAIIUX JOKYMEHTOB, HE BO3BpaIlialoTcs. B ciydae Bbiaum PermctpaTtopoM MHUCHMEHHOTO OTKasza BO
BHECEHHH 3aricei B PeecTp 1o 3ampocy 3aperucTpupoBaHHOTO JiHIa Perucrparop MoxxeT BbIIaTh KOTHH
MIPeICTaBJICHHBIX TOKYMEHTOB.

23. [lpuem wu perucTpamus 3ampocOB U JOKYMEHTOB [JsI BHECEHHS (M3MEHEHHS )
uHdopmarnuu B Peectp.

2.3.1. JlokymMeHTHl sl BHeceHHs (M3MeHeHHUs) MHPopManuu B PeecTp, monydeHHbIE
OT 3apETHCTPUPOBAHHBIX JIHII, & TAKXKE 3aPOChl 3apEruCTPUPOBAHHBIX JIMI HA TIOIydeHHe HH(pOopMauu
n3 Peectpa, mpUHUMAIOTCS JUIOM, YIOJHOMOYEHHBIM PerucrpaTtopoM OCYIIECTBISITH BEICHHUE
Peectpa (manee - Cnermmanuct Peructparopa).

2.3.2. [lpyeM HOKYMEHTOB OCYIISCTBISICTCA C 0OSI3aTCNbHBIM MPEAbSIBICHUEM JIOKYMEHTA,
YIOCTOBEPSIONIEro JUYHOCTh, HA OCHOBaHUU KoToporo Cnenuanuct Peructpatopa mpou3BOIUT
UJICHTU(PUKANHIO IUIHOCTH GU3UIECKHUX JIUIl UITH TPEACTABUTENCH FOPUINICCKIX JIHII,

2.3.3. [lpu xaxmoM oOpalieHun 3aperucTpupoBaHHoro juna Crenuanuct Perucrtparopa
00s13aH TIPOBEPUTH HAJIMYNE aHKETHI JIAaHHOTO JIMIA B chcTeMe BeneHus: Peectpa. B ciywae oTcyrcTBUS
AHKETBI UJIM HECOOTBETCTBHS aHKETHBIX JAaHHBIX CBEACHUSIM, MPEIOCTABISIEMbIM 3apErUCTPUPOBAHHBIM
JIAIIOM, TIPOM3BOJIUTCS 3aMI0JTHEHNE aHKEThI 3apETHCTPUPOBAHHBIM JIHIIOM.

2.3.4. 3aperucTpupoBaHHOE JIMIIO0 MOXET TOMAIMKCATHECA Ha aHKeTe JUYHO B MPHUCYTCTBUH
Cnenuanucta Perucrparopa. B atom cinyuae Crnenmanuct Peructparopa CTaBUT CBOIO IMONUCH Ha
aHKeTe, 4YeM TapaHTHUpPyeT TMO/UIMHHOCTh TMOJANMUCH ¥  COOTBETCTBHUEC TMACIOPTHBIX JaHHBIX
3aperuCTPUPOBAHHOTO JHIA. [I0JTMHHOCTh MOANKMCH 3apETHCTPUPOBAHHOTO JIMIA MOXKET OBITh TAaKXKe
YI0CTOBEpEHA HOTAPHAJIBHO.

2.3.5. Peructparop 00si3aH YJOCTOBEPHUTHCS B IOJHOMOYHMSAX JIWI[, MOJIUCHIBAIOIINX
JOKYMEHTBI, CPaBHUTh HMX MOAINUCU C OOpaslaMu MOJIUCEH, COAEpKAIIMXCS B CUCTEME BEICHHUS
Peectpa. Jlnsa atoro Perucrparop dopmupyer cucremy ¢ oOpaslamMu MOIIKCEH 3aperuCTPUPOBAHHBIX B
Peectpe nuil Ha OCHOBE aHKET 3apETHCTPUPOBAHHBIX JIHII.

2.3.6. Peructpatop He MOXET OTKa3arb B TMpuUeMe JOKYMEHTOB, KpOME CIIy4aes,
NpeayCMOTPEeHHBIX HacTosuMu [IpaBunamu.

2.3.7. Bce 1OKYMEHTHI B 3alPOCHI, KOTOPBIE MOCTYMalT Perucrparopy, perucTpupyroTcs B
KypHaJIE BXOASAIINX JOKYMEHTOB.

2.3.8. [Ipuem u perucTpanus BXOISAIUX JOKYMEHTOB M 3aIIPOCOB OCYIIECTBIACTCS
B CJIE€YIOIIEeH MOC/Ie0BaTEIbHOCTH:

B OIpeneleHHe CyTH TMOpYYeHHs, TPOBEpPKAa COCTaBa M COJEPNKAHMUSA TMOCTYIMHBIINX
JOKYMEHTOB;

W perucrpanys JT0OKyMEHTOB B )KypHaJe ydeTa BXOJAIUX JOKYMEHTOB.

[lpr >TOM Ha KaXJIOM JOKYMEHTE CTaBUTCS Jara PErHCTPallMH, BXOISANIMI HOMEp IMakeTa
JTOKyMEHTOB 1 noanuchk Criermanicta Peructparopa.

2.4. Buecenue 3ammceili B cuctemy BeneHus Peectpa mnpowmsBoautcs CrenuanicToMm



Perucrpartopa B cienyromiem Hopsake:

B DOKclepTu3a JOKYMEHTOB M CBepKa C JaHHBIMHM PErHUCTpallud B JKypHaJie BXOMAIMIMX
JTIOKYMEHTOB;

B DKClepTu3a JOKYMEHTOB Ha cOOTBeTcTBHE TpeOoBanusaM I[IpaBun Bexenus peectpa u
COCTOSIHHIO JIMIIEBOTO cueTa. B ciiydae coorBercTBus WHGpopManus BHocHuTcs B Peectp. B
MPOTHUBHOM cllydae O(GOpMISIOTCS 2 JK3eMIULIpa H3BEHICHHS 00 OTKa3e BO BHECCHWM 3amucedl B
Peectp, onuH 3K3eMIUIp U3BEIICHUS MIEPEAAETCS 3apETUCTPUPOBAHHOMY JIUILY;

B KOHTPOJb TPOBEJCHHBIX omepanuii (MpoBepseTcs COOTBETCTBHE HH(OpMAIU B
JOKyMeHTax ¥ MHGOpPMalluK, BBEJCHHON B )XypHAIl peTHCTpalluu omnepanuii, B Peectp Biaaensiien
LICHHBIX Oymar).

2.4.1. [lpu oOHApy)KCHUH HEKOPPEKTHOCTH TPOBEACHUS OICpallMd WIM OIPEICICHUM
HEBO3MOXKHOCTH €€ KOPPEKTHOTO TPOBEACHUS W BBIICHCHHS TPUYUH COCTABISIETCS AKT OIIMOKH
Perucrparopa uau oTka3 B IpOBEIESHUH OTIEPAIIHH.

2.4.2. OmmbKa wucmpaBisieTcsl BHECEHHEM JIOTIONHUTENBHBIX 3amuceid B Peectp mo AkTty
PerucrpaTopa unu BBINONHAIOTCA JeHWCTBUA 1o odopmIeHUIO wu3BemeHHs 00 oTkaze. B
COOTBETCTBYIOIIEH CTPOKE COMPOBOJIUTENHHOTO JIMCTA AenaeTcs momerka «Vcmpasieno» wim «OTkas3»
COOTBETCTBEHHO.

2.4.3. B ciydae UCIOJHEHUS TIOPYYCHUH B COMPOBOJAUTENHHOM JIUCTE ACJIAETCs IIOMETKa 00
ucnojHeHun mnopydenuil. Crenmamuctom PermctpaTtopa nemaercst 3amuch B JKypHajle perucTpanuu
BXOJSAIINX TOKYMEHTOB O JaTe HCIOJHEHUs MOPYYEeHHUS W HCIHOJHHTene. B compoBoauTensHOM
nucTe craBuTes nmoanuch Crenuanmucra Perucrparopa.

2.5. Bemaua uHdopmaruu u3 Peectpa 3aperucTpupoBaHHbBIM JIHIIAM.

2.5.1. Uctionaenue 3arpoca 3aperucTpUpOBAHHOTO JIMIA OCYIIEeCTBIsIeTcs B TeueHue 10 mHeit
CO JHS TOJYYEHHS TUCBMEHHOTO 3ampoca, KOTOPBIH JOJDKeH OBITh odopmieH 1o dopme,
npuHsATo y Peructpartopa. IluceMeHHBI 3ampoc MOXeT OBITh MOJYyYeH JUYHO OT
3aperucTpUPOBAHHOTO JIUIA WM IOCTABJICH 110 TIOUTE.

2.5.2. McnonHeHne 3ampoca 3aperuCTpPUPOBAHHOTO JHUIA TMPOU3BOAHUTCS B CIEAYIONIEM
TIOpSZIKE:

®  wieHTH(UKAIWS THIYHOCTH (U3UUECKOTO JIMIIA WIIH MIPEJCTAaBUTENS IOPHIMYECKOTO JTUIa
Ha OCHOBAHMH IMacMopTa HJIM JAPYroTro YIOCTOBEPEHHA JMYHOCTH, MpOBepKa uX mojHomouuit. [lpu
BBISIBJICHMM OTCYTCTBHSl TOJIHOMOYMH JuIsi moJiydeHuWss wuHpopManuu u3 Peectpa y nwia,
MpEeJCTaBUBIIETO 3anpoc, 0GOpMIISIETCSl MMMCbMEHHBIM OTKa3 C yKa3aHHWEM JIMIA, KOTOPOMY BbIIaeTCs
0TKa3, MaThl, MPUINHEI 0TKa3a, ©.1.O. coTpyaHuKa 1 €T0 TOTIHCH.

B perucTpanus 3amnpoca B KypHaje yuyeTa BXOIAIUX JOKYMEHTOB.

] CBEpKa JIaHHBIX Peectpa ¢ TpedyemMoit nHpopmalmeii B 3ampoce.

B HCXOJMIIMe JOKYMEHTHI mojnuceiBatoTcs Crenmnanucrom PeructpaTtopa, Ha JOKyMEHTe
MIPOCTABJIAIOTCS J1aTa ¥ UCXOIALIUI HOMED.

m  OTMETKa B JKypHajle yd4era BXOJSIIMX JOKYMEHTOB 00 WCIOJHEHUH 3ampoca



(IpocTaBIsItOTCS 1aTa OTIPaBKH OTBETA, HCXOJSIIMNA HOMEp OTBETa Ha 3anpoc, paMumms JOHKHOCTHOTO
JIUIa, TIOATIMCABIIIETO OTBET).

m  1epeaaya oOpaboTaHHOM MH(DOpPMaIMK (OTBETA) IO 3aIPOCy 3apErHCTPUPOBAHHOIO JIMIA
00 OTIpaBKa 10 TOYTE 3aKa3HBIM MHCHMOM.

2.6. UcnionHeHne 3ampoca MM TOPYYEHHUS TOCYNAPCTBEHHBIX OpPraHOB TNPOU3BOIUTCS B
CIIEIYIOIIEM TTOPSJIKE:

m  Vnenrudukanus THIHOCTH GUINICCKUX JIUIL WU MIPEICTABUTENICH IOPUIMIECKUX JIUI] Ha
OCHOBAHHWH MAacIopTa WK JIPYroTo YAOCTOBEPECHUS IMYHOCTU U MIPOBEPKA UX TTOJHOMOYHH.

m  Perucrpanus 3ampoca B )KypHalie BXOSIIIUX JOKYMEHTOB.

] Ceepka pnaHHBIX Peectpa ¢ TpeOyemoit wunHpopmaimerd B 3ampoce. B ciyuae
MOJIOKHUTENBHOTO MPOX0XKICHHS JIelia 3aIpOoC UCTIOTHSACTCS.

m  Vcxonsamme TOKYMEHTHI MOJANMUCHIBAIOTCS CHEIMAINCTOM Perucrparopa, Ha JTOKyMEHTE
MPOCTABILIIOTCS J]aTa ¥ UCXOASIIUI HOMEp.

m  [lepenauya oOpaboraHHON MH(pOpMaNUHU (OTBETA) MO 3aMPOCY OCYIICCTBIACTCS MO AKTY
npueMa-repeaadd, MO0 OHa OTIPABISIETCS MO IMOYTE 3aKa3HBIM IMUCHMOM, MPH 3TOM HCXOJSIIast
uHpOpMaIUsl pErUCTpUpYeTCs B OOMIEeM JKypHaJle ydera WCXOJSIIEH KOPPECIOHCHIIMU TI0
OpraHU3aIlHH.

m OrMmerka B IKypHaje Yydera BXOJAAIIUX JIOKYMEHTOB 00 WCIOJNHEHUH 3ampoca
(mpocraBisieTcs Jara OTIPAaBKH OTBETA, UCXOISIIUI HOMEp OTBETa Ha 3ampoc, GaMmims JOHKHOCTHOTO
JIUIa, TIOATIMCABIIIETO OTBET).

] [lepenada ncmosHeHHOTO 3anpoca (MOpyYeHus) Ha XpaHEHHE B apXUB.

] Ilo nmoxymenTam (3ampocam, MOpPYYEHHSIM), HE COJIEpXKAIIUM Bcel HEOOXOIUMOMH
WH(pOpMAIINH, COCTABJICHHBIM HEHAJISKAIINM 00pa3oM, WK PU OTCYTCTBUH Yy JIUIIA, MIPEJCTaBUBIIETO
JOKYMEHTBI (3ampoc, TIOPYYCHHE), HEOOXOAWMBIX sl moiydeHuss wuHpopmammu wu3 Peectpa
MOJTHOMOYUH, odopMIIseTcsl MUCbMEHHBIH 0TKa3 ¢ ykazanuem @.1.O. mima, KOTOpoMy BBLIAETCS OTKa3,

JaThl, TPUIHHBI 0TKa3a, O.1.O. coTpyaHUKA U €T0 MO IITHCH.

2.7. XpaneHue ITOKYMEHTOB, HAaXOJSAMIUXCS B paboTe, OCYIIECTBISIETCS B CIICIHAIBHBIX
Mamkax B MecTaX, HEAOCTYIHBIX JUI1 HeCaHKIMOHHpPOBaHHOTO noctyma. [lpu mepepriBax B paboTte
JOKYMEHTHI TIOMEINAOTCs B IKad bl o/ Kito4. OOIIYyI0 OTBETCTBEHHOCTH 33 OPTaHU3AIMIO XPaHCHHS U
COXPaHHOCTb JOKyMeHTOB HeceT Crnernuamuct Peructparopa.

2.8. Iocne HCIIOJHEHHS OPYYEHHU I (3ampocoB) 3apETUCTPUPOBAHHBIX JIAL
COTIPOBOAMTENBHBIN JIUCT C MPHUIOKEHHEM BCEX JOKyMEHTOB nepenaerca Crenuanucrom Peructparopa
B apxuB. B ciydae oTka3za BO BHECEHMM 3anuceil B PeecTp B apXuB nepenaercs CONpOBOAUTEIbHBIA
JIUCT C COOTBETCTBYIOIIEH MOMETKOM B EPEIaTOUYHOM 3aIMUCH.

2.8.1. Ilpu mepenaye NTOKyMEHTOB B apXHB MPOU3BOAUTCS CBEpKa MPHUHATHIX U UCIIOJHEHHBIX
MOPYYEHHUN 10 JTAHHBIM COMPOBOAMTENHHOTO JIUCTA, KYPHAJIY PETHCTPALMU BXOASIIUX JOKYMEHTOB H
pPErucTpalMOHHOMY JKYpHaIly, a TakKe OCYILIECTBIJIIETCS KOHTPOJb CPOKOB HCIIOJHEHHS MOPYYEHHUH

(3armpocog).



2.8.2. Cetmanuct  Permctpatropa  mpoBepseT  COOTBETCTBHE  aKTOB  YKa3aHHBIM
B CONPOBOJUTENILHOM JINCTE€ U COOTBETCTBHE MPUHATHIX JOKYMEHTOB YKa3aHHBIM B akTax. llocre
CBEPKH Ha COTPOBOJUTEIHHOM JICTE JeJaeTCs 3alich O JaTe Mepefadyld B apXUB M CTaBUTCS MOJIHCH
Crnemmanucra Perucrparopa.

2.8.3. B apxuBe XpaHATCS CIeNYIOUINE TOKYMEHTHI, SIBJSIONINECS OCHOBaHHEM IS Mepexoja
npaB CcOOCTBEHHOCTH Ha IIGHHbIe OyMarw, a TaKkKe 3asBICHUS 3apeTUCTPUPOBAHHBIX JIMI[ C
MPHIOKEHHBIMH K HUM JJOKYMEHTaMH JIOJDKHBI XPaHUTHCS B CTICIIUANBHBIX TalKaX, CIaBaeMbIX B apXHB
no Mepe ux 3anoJyHeHus. [Ipu 3TOM Ha mamnke JOJDKeH OBITh yKa3zaH MHTEPBAJ HOMEPOB IO JKypHATY
pEeTUCTpallUi WM KypHaJy Yydera BXOJISAIIMX JOKYMEHTOB, KOIHH YYPEAUTENBHBIX H JPYTUX
JOKyMEHTOB 3aperrucTpUpOBaHHOTO B PeecTpe ropuamueckoro nuia, HEOOXOAUMBIX AJS OTKPBITHSA
cdera, a TaKKe JIOBEPEHHOCTH Ha YIOJHOMOYEHHBIX NpEACTaBUTENeH U 3ampochl Ha H3MEHEHHe
PEKBH3UTOB C TOJTBEPXKIAIOUIMMHU JOKYMEHTaMU XpaHATCA BMECT€ C AHKETOH MJaHHOTO JuIla B
OT/EIbHON TamKke B CHEUHAIbHOM MECTE€ C OTpPaHMYEHHBIM TIPaBOM  JIOCTYIA; AaHKETHI
3aperuCTPUPOBAHHBIX (U3UYECKHX JHI] ¢ OOpa3laMH MOJIHUCH, a TAaKKe 3alpoChl HAa W3MEHEHHs
PEKBU3UTOB C TOJTBEPXKIAIOMIMMU 3TH H3MEHEHHS JOKYMEHTaMHU XpaHATCS B MalKaxX COTJIACHO
HyMepalu{ aHKeT; MHChbMa, 3alpOChl M MOPYUYEHHs 3apeTHCTPHUPOBAHHBIX B PeecTpe JMII U 3ampocChl
TOCYapCTBEHHBIX OPTaHOB; KYpPHAJl ydeTa BXOJSMIHUX (MCXOJANINX) JOKYMEHTOB; PErHCTPalMOHHBIA
YKypHAaJI MIPOBEICHHBIX OTEepaIvil.

2.8.4. JIoKyMeHTHI B apXHUB€ XpaHATCA B HyMEpPOBAaHHBIX MalKax C OMUCHIO coaepkumoro. B
OTIMCH MEPEYUCISIOTCS CONMPOBOIUTENbHBIE JIUCTHI, KOJMYECTBO aKTOB MpHEMa-TIepeaadn JOKyMEHTOB
W J1aThl PETUCTPAIIH JJOKYMEHTOB.

2.8.5. Peructparop oOecneunBaeT XpaHEHHE BCEX JOKYMEHTOB, CBSI3aHHBIX C BEICHHEM
Peectpa, B TeueHUe TpeX J€T.

2.9. llopsimok Benenus xxypHajioB Peectpa.

2.9.1. Peructpatop BeAeT KYpHAIBl y4eTa BXOIINIUX IJOKYMEHTOB W PETHUCTPAIMOHHBIN
KypHA:

2.9.2. KypHan ydera BXOIAMUX JOKYMEHTOB COACPIKUT CICTYIONINE JaHHEIC:

[ ] HOPSAKOBBIN HOMED 3aIUCH;

B BXOASAIIMNA HOMEp JOKyMeHTa. [|1g BceX TOKyMEHTOB, KpOME aHKET, HyMepalusi BeJeTcs
B XPOHOJOTMYECKOM TMOPAJIKE M COBMANaeT C MOPAIKOBHIM HOMEPOM 3alucH. AHKETH HyMepyroTcs
OTJIETBHO TI0 Mepe MOCTYIJICHHUS aHKEeT U COOTBETCTBEHHO XPAHATCSA B apXMBE IO BXOJAILIEMY HOMEPY
JIOKyMEHTa;

B HauMEHOBaHHE JOKyMEHTa;

B Jara nojJydeHus JoKyMmeHTa Permctparopom;

] CBEICHUS O JIUIIE, MPEICTaBUBIIEM JOKYMEHTHI, a UMEHHO: Ui IOPHIWYECKOrO JIMIA
HaMMEHOBaHWE OpPTaHHU3AIlHH, NMPEJICTABUBILIECH JOKYMEHTBI, JlaTa U UCXOMSIINN HOMEp, NPUCBOCHHBINH
opranmzanueii, ¢pamMuIus JIUIa, MOJMHCABIIET0 CONPOBOAUTENHHOE MUCHMO, Ul (PU3NYECKOTO JHIIA

(ecnmu ykazaHbl) paMuIns, UMs, OTUECTBO, J1aTa, IOYTOBBINA apec OTIPABUTEIS;



] JaTa OTHpaBKM OTBeTa (BHECEHHWs 3amucu B PeecTp) WM HampaBlIeHHS OTKaza o
BHECEHMH 3amucu B Peectp;

] WCXOASIIIUNA HOMEp OTBETa Ha IOKYMEHTHI;

] (bamMunHs JOJKHOCTHOTO JIMIA, TIOJITHCABIIETO OTBET.

2.9.3. PerucrparinoHHbIH KypHalI COACPKUT CIACYIONIUE TaHHBIC:

[ ] MOPSIAKOBBIN HOMED 3aIUCH;

] JlaTa MOJTy4eHUs] JOKYMEHTOB U MX BXOSIINE HOMEpa,;

] JlaTa MCTIOJTHEH U OTIepalny;

N THWII OTIepaIuH;

] HOMEpA JMIEBBIX CUETOB 3apPETUCTPUPOBAHHBIX JIUII ABJISIOMINXCS CTOPOHAMU B CHETIKE;

] BHJI, KaTeropus (TUM) IEHHBIX Oymar;

] KOJIMYECTBO LIEHHBIX Oymar;

] rOCyJIapCTBEHHBIN pPETHCTPAIIIOHHBII HOMEp BBIMTYCKa IEHHBIX OyMar.

Ha TutrynpHOM nHCTe JXypHaja NPOCTAaBIAIOTCS HAaUMEHOBaHHE OMUTEHTAa M TEpPUOM, B
TEUEHHE KOTOPOTO BEIETCA JaHHBIM XypHan (OOBMHO KaleHAapHBIH rom). B kaxmaom mnepuome
HyMepauus >KypHaja HauMHaeTcs ¢ mepBoro Homepa. JKypHaisl BegyTcs Kak B OyMakKHOM, Tak U B
JMEeKTpOHHOM Buzae. PacmewaranHsld KypHan mnoxanuchiBaercs Cneumnamuctom Perucrparopa,

CIIMBACTCA, CKPCIIIIACTCA MEYaThIO U IEPCAACTCA B apXUB.

3.JIOPSIOK JOCTYIIA K APXMBY.

3.1. XpaHeHue BcexX XKYypHAJOB, MamoK C JOKYMEHTaMH B apXHBE OCYILECTBIACTCS B
MOMEIICHUN C pEerNlaMeHTHPOBAHHBIM PEKHMOM JIOCTyna, B MmKadax (ceiidax), HCKIIOYAONUX
HECAaHKIIMO HUPOBAHHBIN JOCTYII K TOKyMEHTaM ITOCTOPOHHHUX JIULL.

3.2. OTBETCTBEHHBIM 3a apXMBHUPOBAaHUE M XpaHEHHE JOKYMEHTOB B apXHBe SBISETCA
Crnenmanuct Peructpatopa. Crnenumanuct Perucrpatopa BeeT XKypHal ydueTa H3bIMAaeMBIX H

BO3BpallacMbIX B apXUB TOKYMCHTOB.

4. CACTEMA BHYTPEHHEI'O KOHTPOJIS U TIOPSAIOK ITPOBEPKU JIAHHBIX,
BBOIUMBIX B CUCTEMY BEJIEHUS PEECTPA,

4.1. OO KOHTPOJIb 32 UCTIOJHEHUEM MOPYYEHUH U TOKYMEHTOOOOPOTOM OCYIIECTBIISIETCS
I'eHepanbHBIM AMPEKTOPOM 3aKPBITOTO aKIIMOHEPHOTO oO1iecTBa «Poprakcy. Tekyiiuii BHyTpEeHHUMN
KOHTPOJb ocymiecTBisiercs CnermanuctoMm Perucrparopa.

4.1.1. Ilpu nmpueMe MOKyMEHTOB NPOU3BOIUTCS MpPOBEpKa HAJIMYMA JIMLEBOTO cuera (Tpu
nepepadye mpaB COOCTBEHHOCTH - y 00EUX CTOPOH IO CJENKE), OTCYTCTBUSI OOpEeMEHEHHs IEHHBIX
Oymar, OJIOKMpOBaHHUSI CueTa; CBEpKa MOJAHHBIX JOKYMEHTOB C aHKETOW BllajieNiblla CYeTa; CBEpKa
COOTBETCTBUS KOJMYECTBAa (HAJNWYMsI JTOCTATOYHOTO KOJWYECTBA) I[€HHBIX OyMar; cBepKa IMOJIHOTEHI

MMpeaACTaBJICHNUA TOKYMEHTOB MW NPaBUJIBHOCTH UX 3allIOJITHCHUA, IIPOBCPKaA TMOJTHOMOYMH npeacCTaBUTEIIA



3aperucTpUPOBAHHOTO JIMIIA; MPOBEPKA OTUIATHI YCIIYT WIHM HAJIWMYHS FApaHTHH OTLIATHI.

4.1.2. Ilpu peructpanii JOKYMEHTOB B JKypHaje YydeTa BXOJAIIUX JOKYMEHTOB
MPOW3BOJIMTCST BBOJ JIOKYMEHTOB B JKypHaJl ydeTa BXOJSIIMX JITOKYMEHTOB; CBEpPKa COOTBETCTBHS
OYMaKHBIX ¥ JJIEKTPOHHBIX TIOPYUICHHUH TIO CIICAYIONTAM TO3UIUSM:

] CTOPOHEI 10 CIENKe (CTOPOHA 10 3ampocy);

B KOJIMYECTBO IEHHBIX Oymar;

B OCHOBaHHE JUIA MOPYYCHHS;

B COCTaB M KOJIMYECTBO IMMOJaHHBIX JOKYMEHTOB.

4.1.3. Ilpu BBIgaue BHIMHCOK M COpaBOK u3 Peectpa, OTBETOB Ha  3ampocChl
3apeTrUCTPUPOBAHHBIX JIMII W TOCYIAapCTBEHHBIX OPTraHOB IPOU3BOAWTCS NPOBEPKA COOTBETCTBHS
BBIMMCKH,  CHPaBKH  COCTOSHUIO  JIMIIEBOTO  CUETa; CBEpKAa  COOTBETCTBHS  PEKBU3UTOB
3aperuCTPUPOBAHHOTO JIMIA B BBIIABAEMOM JIOKYMEHTE C €ro yIOCTOBEPEHHEM JIMYHOCTH; MPOBEpKa
COOTBETCTBHUSI COJZEPKAaHHUSA W TOJTHOTHl OTBETa 3ampocy KIHEHTa MO KypHAIY Yydera BXOISIINX
JOKYMEHTOB; MOMETKa 00 HWCIOJHEHHH 3alpoca KIMEHTa B JKypHAJe ydeTa BXOSIINX JTOKYMEHTOB
(B )KypHaJI BHOCATCS J]aTa UCTIONHCHUS U (PaMUITHS UCTIOJTHUTEIIs ).

4.1.4. Ilpu npoBeneHuu omnepauuii B Peectpe M perucTpanyy UX B )KypHajie pPETrHCTpallud
orepanuil TPOU3BOIUTCS IMPOBEPKAa COOTBETCTBHA OYMa)XHOTO JOKYMEHTOOOOpOTa M WH(OPMAIIHH,
oOpabaTbiBacMOl Ha KOMITBIOTEpE, TMPHU IMPOBEACHHUU OTepaluu B PeecTpe; MpoBepKa COOTBETCTBHUS
OyMaXHOTO JTIOKyMEHTOOOOpoTa mH(pOpMaIuK, 00pabaThbiBacMO Ha KOMIBIOTEpPE, NMPH PErUCTPALMU
Olepanuii B PETHCTPAIIMOHHOM JKypHalle, CBepKa PEKBU3UTOB HOBOTO BIAJIENblla C PEKBU3UTAMH
3aperucTpUPOBAHHBIX JIMI] BO N30€kKaHNE OTKPBITHS BTOPOTO JIMIIEBOTO CYETA OJTHOMY U TOMY K€ JIHILY,
npoBepKa OO0IIETr0 KOJIMYECTBa MOPYYCHHH MO  CONPOBOJIMTEIHHOMY JIUCTYy U BBEACHHBIX B
KOMIBIOTEP, CBEpKa KOJIMYECTBA IIEHHBIX OyMmar; mpoBepKa COOTBETCTBUsI CTOPOH M OCHOBaHHIl IO
MOpYYeHUsM; TIPOBEPKAa HaNM4Usi JIOKYMEHTOB B COOTBETCTBHM C TeM, 4YTO YKa3aHO B
COMPOBOJUTEILHOM JIUCTE; OTMETKa 00 HMCIOJHEHHU TMOPYYEHUS U O pe3ysibTaTax CBEPKU B
COIIPOBOJIUTENIFHOM JIMCTE; KOHTPOJIb HCIOJHEHHBIX mopydeHuid Crnenmamuctom Permctparopa mpwu
nepenadye JOKyMEHTOB B apXUB.

42. Tlpu pasMelIeHNMH [IEHHBIX OyMmMar TPOM3BOJIUTCS CBepKa HHGOpMalMu O THIIE,
Koim4decTBe, (opme BhITycka HEHHBIX Oymar, mpaBaxX YacTUYHO OIUIAYEHHBIX LEHHBIX Oymar Ha
JIVBHJCHABI C JaHHBIMH YcTaBa 3aKpBITOrO aKIMOHEPHOTO obmecTBa «DOPTIKCY», OCYHIECTBISETCS
KOHTPOJTb 332 KOJIMUYECTBOM pPa3MENICHHBIX IEHHBIX Oymar. OcyniecTBisieTcss MpoBepka Ha MOJTHOTY H
TOYHOCTh BBEJICHHBIX JIAHHBIX.

4.3. Ha ocHOBaHUM 3aperHCTPUPOBAHHOTO OTYETa 00 HWTOTaX BBIMYyCKAa MPOBOJUTCS CBEpKa
KOJIMYECTBa pa3MEIICHHBIX IIEHHBIX OyMmar ¢ KOJMYECTBOM IIEHHBIX OyMar, YYUTHIBAEMBbIM Ha CUETaX
3aperuCTPUPOBAaHHBIX JIMI. Takas CBepKa TaKKe OCYIIECTBIISIETCS MPU COCTABICHUHM CIIHMCKa JIWI,
HMMEIONINX MpaBo Ha yuactue B OO0miemM codpanuu akiiuoHepoB 3A0 «DopTIKC» U MOTydEeHUE JOX0I0B
Mo LIEHHBIM Oymaram. B citydae BBISBIIEHUS! PACXOXKICHUH YCTaHABIMBAIOTCS MPUIMHBI PACXOXKICHUS U

NPUHUMAIOTCA MEpPhl MO €ro ycrpaHeHuro. JlaHHble Mepbl HE JOJDKHBI Hapyluarh IpaB



3apEruCTp UpOBAHHBIX JIULL.

4.4. ITo BceM cBepKaM COCTaBIIIOTCS IPOTOKOJNBI TMPOBEPOK, KOTOPHIC IMOAIMHMCHIBAIOTCS
JIMIIOM, TIPOBOJIUBIIKMM IPOBEPKY, ¥ | eHepalbHbIM AUPEKTOPOM 3aKpPHITOIO aKI[MOHEPHOTO O0INeCTBa
«DopTIKCH.

4.5. KoHTpoas pacdyeTa TUBHUACHIOB MPOU3BOJIUTCS CYMMUPOBAHUEM HAYUCICHHBIX KAKIOMY
BJIQJICJIBIlY IICHHBIX OyMmar IMBHICHIOB C OOIIEH CyMMOHN NHBHICHIOB, NPHUBEACHHONH B JOKYMEHTE
3MI/ITCHT3, Ha OCHOBAaHHHU KOTOPOTI'O MPOU3BOJUTCS BhIIJIaTa. KOHTpOJIB HNCYHUCJICHUA HAJIOTOB U CYMM K

BbIJIa4e MPOU3BOIUTCS BHIOOPOUHOM IMPOBEPKOH YacTH pacyera.

5. CHOCOBbI BOCCTAHOBJIEHUSA JAHHBIX B CJIYUAE UX YTPATBI.

5.1.B caydae yTpaThl peruCTpPallMOHHOTO JKypHajla M JaHHBIX JIMIEBBIX CYETOB,
3a()MKCHPOBAaHHBIX HAa OYM&KHBIX HOCHTENSX M (WIHM) C HMCIOJB30BAHHUEM ODIICKTPOHHBIX 0a3 JaHHBIX,
Peructpatop BBINOTHAET ClIeAyIOMINE ASHCTBHS:

] HE TO3JHee CIIeNYIOIIEro JHA C JaThl YTparhl YBeAOMIIIET 00 3TOM pErdoHajbHOE
npencTaBuTeNLcTBo DenepanbHoi Ci1y:KObI IO (PMHAHCOBBIM phIHKaM Poccur B TUCBEMEHHOU (opMe;

] OIyOJIMKOBBIBACT COOOIIEHHUE B CPEICTBAX MAacCOBOW HMH(OPMAIMU O HEOOXOIUMOCTH
MIPEOCTABIICHUS 3apPETUCTPUPOBAHHBIMY JIMI[AMHU JTOKYMEHTOB B IEJIIX BOCCTaHOBJIEHHUS yTpaueHHBIX
JNaHHbIX Peectpa;

] MIPUHAMAET MepHl K BOCCTAHOBJIEHHIO YTpadeHHBIX JaHHBIX B PeecTpe B AecATHIHEBHBIM

CPOK ¢ MOMEHTA yTPaThl, UCTIOJIb3Ys JIJIsl 3TOTO KOMKU 0a3 JaHHbIX.



