MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

MeToaunyeckue peKkoMeHagauum no paspaborke
MHCTPYKLUNA NO A,eJZIONPOU3BOACTBY B roCyBapCTBEHHbIX
OopraHax, opraHax MecTHOro camoyrnpaBJieHus

YTBEP>XXOEHbI
npuka3om Pocapxmusa
oT 24 pekabpsa 2020 r. Ne 199 [1]

MeToaounyeckue peKkoMeHaauum

no pa3paborke MHCTPYKL UM NO AeNIoNPOU3BOACTBY
B rocyapCTBEHHbIX OpraHax, opraHax

MeCTHOro camoynpaBJieHus

|. Obuire nonoxxeHuns

Il. Mopanok pa3paboTku, YTBEPXKOAEHUSA, BHECEHUSA U3MEeHEeHUN B UHCTPYKLIUIO MO
0enionpon3BoacTBy

Il. CTpyKTYpa U cogepxaHme NHCTPYKLIUN N0 O0eJ0NPOnN3BOACTBY

3.1. Obwine NnonoxeHuns

3.2. OCHOBHbIE MOHATUA

3.3. JoKyMeHTUpOBaHME yNpaBAeHYEeCKON OeATEeNbHOCTU

3.3.1. IOKYMEHTbl rOCYyJapCTBEHHOr0 OpraHa, opraHa MecTHOro CamMoynpaBAeHUs

3.3.2. bnaHKM JOKYMEHTOB

3.3.3. O6uine TpeboBaHUA K NU3rOTOBJAEHUIO JOKYMEHTOB

3.3.4. OdbopmMaeHne peKBN3INTOB JOKYMEHTOB

3.3.5. Mpouenypa NOAroTOBKMN OOKYMEHTA

3.3.6. CoCcTaB OOKYMEHTOB, 06pa3VvIoLLnNXCa B 1eaTe/IbHOCTU FroCYAapCTBEHHOr o
opraHa, opraHa MeCcTHOro caMoyrnpaBiaeHus

3.3.7. [MoaroToBKa NPOEKTOB 3aKOHOAATEAbHbIX U MHbIX HOPMATUBHbIX MPaBOBbIX
aKTOB

3.3.8. [MoaroTtoBKa HAMBUAYaAbHbIX NPaBOBbIX aKTOB (pacnopaanTebHbIX
OOKYMEHTOB) rocy1apCTBEHHOr0 OpraHa, opraHa MeCTHOro camoynpasJeHus

3.3.9. MonoxxeHns, npaBuaa, UHCTPYKLLIAN

3.3.10. MpoToKoa 3acenaHnsa (coBellaHnA)

3.3.11. Jenosoe (cnyxxebHoe) nucbMo
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3.3.12. 3anucka (aHanuTmnyeckasd, aokaagHasa, cnyxebHad, o6bacHUTEeNbHANA)

3.4. OpraHu3aumsa JokyMmeHToob60poTa

3.4.1. MpuHUWNObLI OPraHn3aunmn gokymeHToobopoTa

3.4.2. MpueM n nepBmnyHas obpaboTka NOCTYyNaOWNX OOKYMEHTOB

3.4.3. MpenBapuTeabHOEe PACCMOTPEHNE OOKYMEHTOB

3.4.4. Peructpaumd NnoCcTynaronx JOKYMEHTOB

3.4.5. [MopsAOoOK pacCMOTpPeHNA OOKYMEHTOB PYKOBOACTBOM N J0OBEAEHNS
OOKYMEHTOB [0 UCNOJHUTENEN

3.4.6. OpraHu3aums paboTbl C OTAPABAAEMbIMU JOKYMEHTaMU

3.4.7. Perncrtpauuvsa oTnpaBaseMblX JOKYMEHTOB

3.4.8. OTnpaBKa JOKYMEHTOB

3.4.9. Pernctpauuvs v npoxoxxgeHne BHYTPEHHUX OOKYMEHTOB

3.4.10. Mopanok 06paboTKM N y4eTa MHOCTPAHHON KOPPECANOHAEHLINN

3.4.11. Y4yeT 1 aHanm3 obvemoB gokyMmeHToob0poTa

3.5. YnpaBaeHve OOKYMEHTaMn B CUCTEME IIEKTPOHHOro AoKymMeHToobopoTa

3.6. KOHTPOJb MCOOJHEHNSA OOKYMEHTOB

3.7. PaboTa ncnoaHutTens ¢ 4OKyMeHTaMu

3.8. loKyMeHTaNbHbIA DOHA rOCYyAapCTBEHHOIO OpPraHa, opraHa MecTHOro camoynpaBaeHuns

3.8.1. Pa3paboTka 1 BegeHNe HOMEeHKAaTypPbl e

3.8.2. opMuMpoBaHME 00 U UX TEKYLIEee XpaHeHUe

3.8.3. [NoaroToBKa AOKYMEHTOB U AeJl K Nepefiaye Ha apXUBHOE XpaHeHue

3.8.4. YHNYTOXEHNE JOKYMEHTOB U e/l C UCTEKLWNMU CPOKAMUN XPaHEHUS

3.8.5. MNepepaya gen Ha xpaHeHMe B apXmMB roCcyJapCTBEHHOr0 opraHa, opraHa
MeCTHOro caMoynpasJeHnAa

NPUNOXEHUA:

MpunoxxeHne Ne 1. TepMUHbI U onNpeneneHuns

MNpunoxeHue Ne 2. Obpa3ubl 61aHKOB JOKYMEHTOB

MpunnoxeHwne Ne 3. MpaBuia 0popMaeHNS PEKBU3NTOB JOKYMEHTOB B FOCYAapPCTBEHHbIX
opraHax, opraHax MeCcTHOro camMoynpaBaeHus

MpunoxxeHne Ne 4. MpUMEpPHbIA NepevYeHb YTBEPXKJAEMbIX JOKYMEHTOB
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MNpunoxxeHune Ne 5. MpuMepHbIN NepevyeHb OOKYMEHTOB, 3aBepAeMbIX MeYaTblo

MpunnoxeHune Ne 6. [ToarotoBka U odopMAEHNE MPOEKTOB 3aKOHOAATE/AbHbIX aKTOB
Poccumckom depepatimm

MNpunoxxeHune Ne 7. MoarotoBka U odhopMaeHUE MPOEKTOB aKTOB (YKA30B U PaCNopsIXXEeHWNn)
Mpe3nnoeHTa Poccuinckon depepaumnm

MpunnoxeHwve Ne 8. NMoarotoBka 1 odopmMaeHNEe NPOEKTOB aKTOB (MOCTaHOBAEHUN,
pacnopsxxxeHuin) MpautenbctBa Poccunckon ®epepaunu

MNpunoxxeHne Ne 9. Mopaaok odhopMaeHUS NPOTOKOJIOB 3acefaHnn (CoBellaHunin)

MNpunoxxeHvie Ne 10. Obpa3eL, ohopmneHns cnyxebHoro nnucbma

MNpunoxxeHune Ne 11. MpuUMepHbIA NepevYeHb HEPErncTpUpyeMbiX BXOOALUINX JOKYMEHTOB

MpunnoxeHre Ne 12. TUNOBbLIE CPOKWU NCOOJAHEHNSA JOKYMEHTOB B FOCYJapPCTBEHHOM OpraHe,
opraHe MecTHOro caMoyrnpaBJeHuns

MpunoxxeHne Ne 13. PopMa HOMEHKAATYPLI e CTPYKTYPHOro noapa3aeseHuns
roOCy1apCTBEHHOIrO OpraHa, opraHa MecTHOro caMmoynpaBJJieHus

MpunnoxeHne Ne 14, PopMa HOMEHKAATYPbI A&/ FOCYAapCTBEHHOrO OpraHa, opraHa
MEeCTHOro camoynpaBjieHnsa (CBOOHOW HOMEHKJIaTyPbl Aen)

MpunoxxeHne Ne 15. MNopaaok 3anojHeHnda rpad HOMeHKAaTYpPbl e roCyaapCcTBEHHOro
OopraHa, opraHa MecTHOro camoynpaBaeHus

MpunnoxeHwre Ne 16. [MopaaoK HOPMUPOBAHUA e B FOCYAAPCTBEHHOM OpraHe, opraHe
MECTHOro CaMoynpaBAeHUd, Y4eTa U XpaHeHUS aen

MpunnoxeHwe Ne 17. ®opMa onnucu aen CTPYKTYPHOro noapa3aeneHms (MoCTOAHHOr0 CpoKa
XpaHeHns, BpeMeHHbIX (cBbille 10 1eT) CPOKOB XpPaHEeHUS, Mo JNYHOMY COCTaBY)

MpunnoxeHne Ne 18. PopMa ONNUCK SIAEKTPOHHbIX A&, JOKYMEHTOB CTPYKTYPHOrO
noapasaeneHuns

MNpunoxxeHune Ne 19. MopAaoOK COCTaBRAEHUSA ONUCEn A&l MOCTOAHHOr0, BpDEMEHHbIX (CBbILLEe
10 neT) CPOKOB XpaHeHus, Mo JINYHOMY COCTABY, INEKTPOHHbIX e

MpunoxxeHne Ne 20. MpaBuaa opopMaeHUa e N NOACOTOBKWN AeN K Nepeaaye Ha apxmuBHoe
XpaHeHune

MpunnoxeHve Ne 21. ®opMa akTa O BblAENEHUN K YHUYTOXEHUIO apPXUBHbIX JOKYMEHTOB, HE
nogaexauimx XpaHeHuto

MpunoxxeHvie Ne 22. dopMa 06J10KKN gena

MpunnoxeHne Ne 23. PopMa AnUCTa-3aBepuTena geaa

MNpunoxxeHue Ne 24. PopMa BHYTPEHHEN ONUCK JOKYMEHTOB AENA

l. Obwime nono>xxeHusn

MeToOunyeckme pekoMeHgauum no pa3paboTke MHCTPYKUWA MO  Oenonpov3BOACTBY B
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rocyoapCTBEHHbIX OpraHax, oOpraHax MeCTHOro caMoyrnpaBreHus (manee - MeToauyeckue
pekoMeHgauun) pa3paboTaHbl B LeNaX ONTUMM3aUUM npouenypbl U nopsaka pa3paboTku
WHCTPYKLUMIA MO Oenonpon3BOACTBY (edepasibHbiMM OpraHaMy roCyapCTBEHHOW BNACcTW, MHbIMA
henepanbHbIMU FOCYAapPCTBEHHLIMKM OpraHaMu, opraHamu roCyAapCTBEHHON BNAacTU U UHbIMU
rocygapCTBeHHbIMM  opraHamMm cyb6bekToB Poccuiickon depepaumn, opraHaMm MECTHOrO
caMoynpaBJieHus.

MeToon4yeckme pekoMeHgauuMnm npefHa3HayvyeHbl AN TMNPUMEHEHUA B KavecTBe eOuHon
MEeTOANYECKOW OCHOBbI MOoApa3fesieHUs MM roCyOapCTBEeHHbIX OpraHoB, OpPraHoOB MeCTHOro
caMoyrnpaB/ieHUsl, OTBETCTBEHHbIMU 3a OpraHM3auuUld WU BedeHWe OenonpousBoAcTBa (manee -
Cnyxba pgenonpoum3BoAcTBa), nNpu pa3paboTke UMW MHCTPYKUMA MO  OENOoNpPoOu3BOACTBY
rocynapCTBEHHbIX OpPraHoB, OPraHOB MECTHOrO CaMoyrpaBsieHns (panee - WHCTpykumsa no
0esonpon3BoOACTBY).

Mpu  pa3paboTke  MeTOAMYECKMX  PEKOMEHZAUMA  yuYTeHbl  MOJIOKEHUS  CrefyroLmnx
3aKOHOAaTeNbHbIX, UHbIX HOPMAaTMBHbIX MPaBOBbLIX aKTOB B chepe nHhopmaLumm, 4enonpom3BoACTBa
N apXUBHOrO Aefa, HauMoHalbHbIX CTaHAAPTOB MO YNpPaBAeHUI0 JOKYMEHTaMu:

1. depepanbHbIin 3akOH OT 14 umoHA 1994 r. Ne 5-®3 «O nopsake onybnmkoBaHuUsA Wu
BCTYMNJIeHNS B Cuiy genepasbHblX KOHCTUTYLMOHHbIX 3aKOHOB, (hefepasibHbIX 3aKOHOB,
akToB nanaT ®PepepanvHoro CobpaHusa» (CobpaHune 3akoHopaTesnbCTBa Poccuinckon
®epepaumn, 1994, Ne 8, cT. 801; 2019, Ne 18, cT. 2207).

2. DepepalbHbll  KOHCTUTYLWMOHHbIM 3akKoH oOT 25 pekabps 2000 r. Ne 2-©0K3 «O
FocypnapctBeHHoM repbe Poccuiickon Pepepaunn» (CobpaHnme 3akKoHOoAaTesIbCTBA
Poccuiickon ®epepauum, 2000, Ne 52, cT. 5021; 2017, Ne 52, cT. 7916).

3. ®enepanbHbI 3aKoH 0T 6 anpensa 2011 r. Ne 63-d3 «O6 anekTpoHHOM nognucu» (CobpaHune
3aKoHogaTenbcTBa Poccuinckonm degepaumm, 2011, Ne 15, cT. 2036; 2020, Ne 24 cT. 3740).

4. ®epepanbHbIi 3aKOH OT 22 oKTAGpsA 2004 r. Ne 125-®3 «0O6 apxusHoM gene B Poccuiickom
denepaumnn» (CobpaHune 3akoHoagaTenbCcTBa Poccuinckon denepaumm, 2004, Ne 43, cT. 4169;
2018, Ne 1, cT. 19).

5. ®enepanbHbIl 3aKOH OT 2 Mas 2006 r. Ne 59-®3 «O nopsgke paccMoTpeHus obpalleHun
rpa>xgaH Poccuinckon ®egepaunn» (CobpaHune 3akoHogaTenbcTBa Poccnnckon depepauyunn,
2006, Ne 19, cT. 2060; 2018, Ne 53, cT. 8454).

6. ®epepanbHbi 3aKoH 0T 27 nionga 2006 r. Ne 149-®3 «0O6 nHbopMaumn, NMHPOPMALMOHHbLIX
TEXHOMOrMSAX U 0 3awunTe uHgopmaunm» (CobpaHue 3akoHodaTenbCTBa Poccuiickon
®epepaumn, 2006, Ne 31, cT. 3448; 2020, Ne 24, cT. 3751).

7. ®epepanbHbin 3aKoH 0T 27 ntond 2006 r. Ne 152-®3 «O nepcoHasbHbIX AaHHbIX» (CobpaHune
3akoHogaTenbcTBa Poccumnckon Pegepaumm, 2006, Ne 31, cT. 451; 2020, Ne 17, cT. 2701).

8. ®epepanbHbln 3akoH oT 9 deBpang 2009 r. Ne 8-®3 «0O6 obecneyeHunm p[ocTyna K
MHpOpMaLUN O [eATEeNbHOCTU rOCYyAAapPCTBEHHbLIX OpraHoB W OPraHoOB MECTHOro
camoynpaBneHusa» (CobpaHne 3akoHopaTenbCTBa Poccuinckon Pepepauunn, 2009, Ne 7,
CT. 776; 2018, Ne 1, cT. 7).
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9. Yka3 Npe3ungeHTa Poccunckonm ®egepaynm oT 2 mad 1996 r. Ne 638 «O nopsaake noaroToBKU
MPOEKTOB YyKa30B, pacrnopsXXeHnn Mpe3ngeHTa Poccuinckonm depepauyunn,
npeaycMaTpuBalOWMX MNPUHATME  MNOCTAHOBJIEHWA, pacrops>keHuin  [paBMTeNbCTBA
Poccuniickon ®epepaunmn» (CobpaHne 3akoHopaTenbcTBa Poccuinckon depepaumnn, 1996,
Ne 19, cT. 2257).

10. Yka3 T[lpe3ngeHTa Poccuinnckon ®Pepepaumm oT 23 Mad 1996 r. Ne 763 «O nopsagke
onybnnkoBaHMA W BCTYMNJeHMS B cuiay akToB [lpe3npeHTa Poccumnckon Pepepauunu,
MpasuTenbcTBa Poccunckon denepaumm m HoOpMaTUBHbBIX MPAaBOBbIX aKTOB (hefepasibHbIX
OpraHoB UCMoOJIHUTeNbHOM BnacTu» (CobpaHune 3akoHoaaTeNbCcTBa Poccuinickon depgepaunn,
1996, Ne 22, cT. 2663; 1997, Ne 20, cT. 2242; 1998, Ne 33, cT. 3967; 2005, Ne 28, cT. 2865;
2017, Ne 23, cT. 3310).

11. Yka3 lMpe3ngeHta Poccuinckon depepaunm ot 6 mapta 1997 r. Ne 188 «O6 yTBEpXKAEHUN
MepeyHs cBeneHUN KOHpUAeHUMaANbHOro xapakTtepa» (CobpaHue 3akoHOAaTeNbLCTBA
Poccuiickon ®epepaunn, 1997, Ne 10, cT. 1127; 2015, Ne 29, cT. 4473).

12. NocTaHoBneHne MMpaBuTenscTBa Poccuinckon Pepepaunn oT 3 Hoabpsa 1994 r. Ne 1233
«06 yTBepxaeHun [lMonoxeHns o nopsake obpalweHnsa co cnyxebHom wuHbopmaumen
OFpPaHNYeHHOro pacnpocTpaHeHusa B defepajbHblX OpraHax WCMNOJIHUTENIbHOW BacTy,
YNOJIHOMOYEeHHOM  oOpraHe yrnpaBieHMs  WNCNOJIb30BaHWEM aTOMHOW  3Heprum wu
YMNOJIHOMOYEHHOM OpraHe Mo KoCcMmMYeckon pgestenbHocTu» (CobpaHme 3akoHoAaTesNbCTBA
Poccunckon ®epepaumnm, 2005, Ne 30, cT. 3165; 2020, Ne 33 cT. 5389).

13. MocTaHoBneHue lMpaButenscTtBa Poccuinnckon depepaunn ot 27 gexkabpsa 1995 r. Ne 1268
«06 ynopsipoMeHUN N3roToBAeHNs, NCNOSIb30BaHNSA, XPAaHEHUSA U YHUYTOXEHNS nedaTen u
6naHkos ¢ BocrnpoussefdeHnem [ocypapcTBeHHoro repba Poccuinickon ®epepauunm»
(CobpaHue 3akoHopaTenbcTBa Poccunckonm ®depepaunn, 1996, Ne 2, cT. 123; 2018, Ne 13,
cT. 1808).

14. MNocTtaHoBNeHNe [paBuTenbcTBa Poccmninckon ®depepaumm ot 13 aBrycta 1997 r. Ne 1009
«06 yTBepxaeHun [lMpaBua MOAFOTOBKM HOPMATUBHLIX MPaBOBbIX aKTOB denepasbHbIX
OpraHoB WCMNOJIHUTENbHOW BACTU W WX roCcygapCcTBeHHon peructpauun» (CobpaHue
3akoHogaTenbcTtBa Poccuinckon Pegepauunn, 1997, Ne 33, cT. 3895, OdwmumanbHbIN
WHTepHeT-nopTana NpasoBon nHGopmaLmm (Www.pravo.gov.ru [2]), 14 okTabps 2020 r.).

15. NMocTtaHoBneHue TMMpaButensctBa Poccuinickon depepaumm oT 1 wmwoHA 2004 r. Ne 260
«0 PernamenTe lMpaButenbctBa Poccuinckon ®depepaunmm n MNonoxeHnn o6 AnnapaTte
MpaBuTenbctBa Poccunckon Odepepaunn» (CobpaHue 3akoHopaTenbCTBa Poccuinckon
Q®epepaumn, 2004, Ne 23, cT. 2313; OduumanbHbIl WNHTEpHeT-rMopTan MNpaBoBON
nHdopmaunm (www.pravo.gov.ru [2]), 14 okTabpsa 2020 r.).

16. NMocTaHoBNeHne MMpaButenoctBa Poccunckon Pepepaunnm ot 19 guBapsa 2005 r. Ne 30
«O TunoBOM pernamMeHTe B3auMoOOencTeusa denepasbHbiX OPraHOB WCMOJIHUTENbHON
BnacTtn» (CobpaHune 3akoHogaTenbcTBa Poccmnckonm depgepaunm, 2005, Ne 4, cT. 305; 2020,
Ne 6, cT. 677).

17. NocTaHoBneHne [lpaBuTenncTtBa Poccunckon dPepepauunn ot 28 wmona 2005 r. Ne 452
«O TunoBoM persiaMeHTe BHYTPeHHeW opraHusaumm  denepasbHblX  OpraHos
ncnonHnTenbHom Bnactu» (CobpaHme 3akoHomaTenbcTBa Poccuinckon depepaunn, 2005,
Ne 31, cT. 3233; 2020, Ne 6, CT. 677).
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18. NocTaHoBneHne lMpaButenbctBa Poccninckon depepaumm ot 22 ceHTabpa 2009 r. Ne 754
«06 yTBepxaeHun [loNIOXKEHMS O CUCTEME MeXBEAOMCTBEHHOrO 3JIEKTPOHHOIO
OoKyMmeHToobopoTa» (CobpaHume 3akoHopaTenbcTBa Poccmnckonm depepaunm, 2009, Ne 39,
CcT. 4614; 2019, Ne 12, cT. 1314).

19. MocTaHoBNeHNe [paBuTtenbcTBa Poccunckon degepaunn ot 26 despans 2010 r. Ne 96
«06 aHTUKOPPYMUWUOHHOM 3KCNEPTU3E€ HOPMATUBHLIX TPaBOBbIX aKTOB W TMPOEKTOB
HOPMaTMBHbIX MPaBOBbiX akToB» (CobpaHne 3akoHomaTenbCTBa Poccuinckon depepauunn,
2010, Ne 10, cT. 1084; 2017, Ne 29, cT. 4374).

20. MocTaHoBneHue lMpaBuTensctBa Poccmnckon depepaunn ot 6 ceHTAabpa 2012 r. Ne 890
«O mMepax MO COBEpLUEHCTBOBAHMWIO 3JIEKTPOHHOro JAOKyMeHToobopoTa B oOpraHax
rocygapcTeeHHonm Bnactm» (CobpaHue 3akoHomaTenbCcTBa Poccunckon depepaunm, 2012,
Ne 38, cT. 5102; 2014, Ne 30, cT. 4316).

21. Mpuka3 MunHuUCTepcTBa CBA3M U MacCCOBbIX KOMMYHUKauuin Poccunckon depepauumun oT
2 ceHTA6psA 2011 r. Ne 221 «O6 yTBepxaeHUn TpeboBaHU K MHHOPMALIMOHHBIM CUCTEMaM
3/IeKTPOHHOr0 AOKyMeHToobopoTa enepasbHbIX OpPraHOB WCMOJIHUTESIbHOW BAACTH,
yuYuTbIBaOWMX, B TOM 4ucae HeobxoammocTb 06paboTKm MOCPencTBOM AaHHbIX CUCTEM
cnyxebHonm wMHGOpPMaLUM  OFpaHWYEHHOro pacrnpocTpaHeHus» (3aperucTpupoBaH B
MuHuncTepcTee cTnumm Poccuinckon ®depgepaunm 15 Hoabps 2011 r., perncTpaunoHHbIN
Ne 22304; Poccmnckasa raseTa, 21 Hoabpa 2011 r., Ne 261).

22. MNpnka3 MuUHUCTEpPCTBa CBA3N M MACCOBbIX KOMMYHUKauun Poccunckon depepauunm oT
31 miona 2014 r. Ne 234 «06 yTBepxaeHun lMpaBua oKasaHUS YCAyr MOYTOBOW CBA3U»
(3apernctpupoBaH B MnHucTepcTee ocTuumnm Poccuinckon ®epepaunm 26 gekabpa 2014 r.,
perncTpaunoHHbin Ne 35442; Poccnnckasn raseta, 31 aekabpsa 2014 r., Ne 299 (onybnumkoBaH
6es3 NpUIoXKeHNn); OdwmumanbHbIn WHTepHeT-nopTan npaBoBOW MHopMaunn
(www.pravo.gov.ru [2]), 10 uioHa 2019 r.).

23. NMpuka3 MUHNCTEPCTBaA CBSA3M M MaCCOBbIX KOMMYHMKauun Poccuinckon ®epepaunm Ne 186,
®epnepanbHOM cnyx0bl oxpaHbl Ne 258 oT 27 Mmasa 2015 r. «O6 yTBepxxaeHun TpeboBaHUn K
OpraHM3auMoHHO-TEXHUYECKOMY  B3aMMOAENCTBUIO  FOCYyOapCTBEHHbIX  OpPraHoB U
rocyfapCTBEHHbIX OpraHu3aunm nocpeacTBoM obMeHa AOKYMEHTaMu B 3JIEKTPOHHOM Buae»
(3apeructpupoBaH B MUHUCTepcTBE toCcTuumm Poccnnckon ®epepaumm 22 ceHtabps 2015 r.,
peructpaunoHHbin Ne 38956; OdmumanbHbIl MHTEPHET-NOPTas MPaBOBOWM WHGOpPMaUnn
(www.pravo.gov.ru [2]), 24 ceHTabpsa 2015 r.).

24. Mpuka3z MuMHUCTEPCTBaA CBA3WM W MaACCOBbIX KOMMYyHUKauunm Poccunckonm degepaunn oT
4 mona 2018 r. Ne 335 «O6 yTBEPXXAEHUN METOOUNYECKUX PEeKOMeHAauuin no nepexony
OpPraHoB MCMNOJIHUTENIbHOW BNacTu cybbekToB Poccuinckon depepaum n opraHoB MeCTHOro
camoyrnpaBJieHUs MYHULMNANbHbIX obpa3oBaHui Poccuinckonm depgepaynmn Ha
NCNoJsIb30BaHME OTe4YeCTBEHHOro O(MCHOro nporpamMMmHoro obecrneyeHms, B TOM 4ucrne
paHee 3aKynJjeHHOro oMCHOro nporpaMMHoro obecnedyeHus» ([DNeKTPOHHbIN pecypc] -
Pexxum pocTtyna: https://www.garant.ru/products/ipo/prime/doc/71895754/ [3]).

25. Npuka3 dPefepanbHOro apxXmMBHOro areHTCTBa oT 22 Mad 2019 r. Ne 71 «O6 yTBEep)XOeHUn
Mpasun  penonpousBoAcTBa B FOCYJAPCTBEHHbLIX  OpraHax, opraHax MeCcTHOro
camoynpaBieHusa» (3aperucTtpuposaH B MUHUCTepCTBE tOCTUUUN Poccuinckon depepaumn
27 pekabpsa 2019 r., peruncTpaumoHHbin Ne 57023; OduumanbHbIn NHTEPHET-NMopTan
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npaBoBOn MHgopmaumm (www.pravo.gov.ru [2]), 30 aekabpsa 2019 r.).

26.TOCT P 7.0.8-2013. CwuctemMa CcTaHAapToB Mo WHGopMauun, 6mbnnoteyHomy wn
n3gaTtenbCcKkoMy aeny. 1enonponsBoACcTBO M apXnUBHOE Aefo. TepMUHbI 1 onpegeneHus. - M.:
CraHpapTuHgopM, 2014,

27.TOCT P 7.0.97-2016. Cuctema CTaHBapToB MO WHpopMaunun, 6ubnnoteyHomy wn
n3pgaTtensckomy aeny. OpraHmMsaunoHHO-pacnopaaMTenbHas oOKyMeHTaumsa. TpeboBaHMsa K
ocopmMneHnto oOKyMeHToB (C 3ameHeHneM Ne 1). - M.: CtaHgapTuHpopm, 2018.

28.TOCT P NCO 15489-1-2019. CucTtema cTaHOapToB Mo uHdopmMmauun, bubnnotevyHomy wn
nspaTtesnibCckomy geny. HpopMauusa n gokymeHTaumsa. YnpasaeHme gokymeHTamu. HYactb 1.
MoHaTna n npuHumnnel. - M.: CtaHgapTtuHdpopm, 2019.

Il. MopapokK pa3paboTKu, yTBEep>XAEeHUA, BHECEHUA U3MEHEeHUHN
B MHCTpYyKLUMIO NO Aesionpou3BOACTBY

WNHCTpyKumMsa No oenonponsBoAcTBy pa3pabaTeiBaeTca Cny>xboi nenonponsBoacTBa Ha OCHOBaHUN
MpaBnn penonpousBoACTBa B rOCYyAapCTBEHHbLIX OpraHax, opraHax MeCTHOro camoynpaBJieHus,
yTBEPXOEeHHbIX Npuka3oM defepasibHOro apxXmMBHOro areHTcTBa oT 22 masa 2019 r. Ne 71% (panee -
MpaBnia 4enonpon3BOACTBaA), C YY4ETOM MOJIOXKEHMNN HACTOALWMX MeTogn4YecKnx pekoMeHaaLumnin.

B cooTBeTCcTBUN C NMyHKTOM 1.8. MpaBun genonpoussoacTsa WHCTpyKumMs Mo Aenonpou3BOACTBY
YyTBEP)XAAETCA MPaBOBbIM aKTOM FOCyAapCTBEHHOIro OopraHa, opraHa MeCTHOro caMoyrnpaBieHus
nocse ee COrslacoBaHuS:

e (hbenepasibHbIM OPraHOM rocy4apCTBEHHOW BACTU, NHBbIM hedepaibHbIM FrOCyAapCTBEHHbIM
OpraHoM - C yrnoJIHOMOYEHHbIM henepasibHbiM OPraHoOM UCMOJIHUTENIbHOW BAacTK B cdepe
apxXMBHOro pgesa W genonpom3BoActBa - depnepasibHbiM  apXUMBHbIM  areHTCTBOM
(Pocapxneom); corJjlacoBaHue MPOEKTOB VHCTPYKL NI no 0enonponsBoacTBy
OCYyLLEeCTBISeTCA B COOTBETCTBUM C [MonoxeHuem o PepepasibHOM apXUBHOM areHTCTBe,
yTBep>XO4eHHOM YKa3oMm [pe3ngeHTa Poccunckon Pegepaumm oT 22 ntoHsa 2016 r. Ne 293k

* OpraHoM roCygapCTBEHHOW BAACTM WM  WHbIM FOCYAAPCTBEHHbIM OpraHoM cybbekTa
Poccuinckon ®depepaunmun, OpraHOM MECTHOro CaMOyMpaBfieHUS — C YMNOJIHOMOYEHHbIM
OpraHoOM UCMOJNIHUTENbLHON BNacTn cybbekTa Poccumnckon depepaunm B chepe apxXMBHOIO
jena wnan  rocynapcTBeHHbIM  (MyHWUMMa@nbHbIM)  ApXMBOM B  COOTBETCTBUU C
npenocTtaB/ieHHbIMU €My MOJIHOMO4YUSAMMW; COrjlacoBaHMe MNPOEKTOB WHCTPYKUUN 1o
nenonpousBoACcTBY MNPOBOOUTCA B  NoOpAadke, YCTaHOBAEHHOM MPaBOBbIM  AKTOM
YMNOJIHOMOYEHHOro opraHa MCNOJIHUTENbHOW BnacTn cybbekTa Poccuinckon depepauynun B
cthepe apxmMBHOro gena uam rocyfapCTBeEHHOro (MyHMLUUMNANIbHOMO) apXxmnBa B COOTBETCTBUN
C NpefocCTaBsIEHHbIMU €MY MOJIHOMOYUSAMMU.

Mpun Hanuyum y ®efepasibHOro apXMBHOMO areHTCTBa, YNOJIHOMOYEHHOro opraHa UCMNoIHUTENIbHOW
BJlacTU cybbekTa Poccuiickon depepauum B cdepe apxMBHOro fAena, rocynapCTBEHHOro
(MyHULMNANLHOIr0) apxMBa B COOTBETCTBMU C MPEAOCTaBJIEHHLIMU eMy MOJIHOMOYMAMU (Oanee -
apXMBHOE YyYpexkAeHue) 3aMeydaHun no npoekTy WHCTpykuuu no penonpoussonactesy Cnyxba
[enonpon3BoACTBa FOCy4apCTBEHHOrO0 OpraHa, opraHa MecTHOro caMoyrpaBieHus gopabaTbiBaeT
npoekT WHCTpyKuMM no Oesornpou3BOACTBY M MOBTOPHO MpeAcCTaB/ISeT ero Ha corjacoBaHue B
apPXUBHOE yuYpeXxaeHue.
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Ecnv no npoekTy WHCTPYKUUM MO [efonpou3BOACTBY WMETCS pasHorjacus, npoBoAsTCA
cornacuTesbHble npoueaypbl (CoBeWaHns) Mexay NpeacTaBUTeNsIMU apXUBHOTO YYPEXIAEHUs U
rocygapCTBEHHbIM OpraHoM, OpPraHoM MeCTHOrO CaMOyrnpaB/ieHUs B UeNsx BbipaboTKu
B3aVMOMPMEMJIEMOrO PeLLEHUS.

PelleHne o cornacoBaHuu WHCTPYKUMU MO  [Oe/oNpou3BOACTBY 0O OpPMISeTCs MNUCbMOM
COOTBETCTBYIOLLEro apXMBHOIO y4YpeXXAeHNs, HarnpaB/iSseMbIM B afipec rocyaapCcTBEHHOro opraHa,
opraHa MecTHOro camoyrnpaBJieHus.

Mocne CcornacoBaHWA C aApPXWBHLIM  y4ypexaeHueMm WHCTpyKuMa no  [Oenornpou3BoAcCTBY
YyTBEP)XAAETCA MPaBOBbIM aKTOM roCyapCTBEHHOr0 OpraHa, opraHa MecTHOro caMoyrpaB/ieHus.

YTBepXAeHHaa MHCTPYyKLUUsa NMo Oenonpon3BOACTBY PaCChiIaeTcs CTPYKTYPHbIM Nogpa3neneHnsm
rocygapCTBEHHOro opraHa, opraHa MecTHOro camoyrnpaB/ieHus.

BHeceHne n3MeHeHUn B WHCTPYKLUMIO MO Oenonpou3BOACTBY OCYLLECTBAAETCA MPaBOBbIM aKTOM
roCy4apCTBEHHOIro opraHa, opraHa MecTHOro CaMoyrpaBJieHUs Nocjie COrlacoBaHUs U3MEHEHWUI C
APXMBHbLIM y4YpeXxAeHNeM, 33 UCK/II0YEHNEM U3MEeHEHUI TEXHUYECKOro XapakKTepa.

MyHkTOM 1.9 MpaBwun genonponsBoncTBa NPeayCcCMOTPEHO, YTO B OpraHax UCNOJIHUTENIbHOW BNacTuU
cybbekToB Poccmnckon depepaumnn, opraHax MeCTHOro camoynpaBJieHNs, NCNOJIb3YOWNX e aNHYIO0
CUCTEMY 3JIEKTPOHHOr0o AoKyMeHToobopoTa (aanee - C3/1), MOXET NPUMEHATLCA NHCTpYKUMS no
0enonpouseoAcTBY, YCTaHaBAMBaWLWAA eguHbI MNOPSAAOK AesIoNpOou3BOACTBA B OpraHax
NCNosHUTeNnbHOM BRactu cybbekToB Poccuinckon denepaumm w/munm  opraHax MeCcTHOro
camoynpaBneHusa. CornacoBaHue TaKUX WHCTPYKUMA NO AesIoNpoM3BOACTBY C  apXMBHbIM
yypeKgeHneMm npoBoaMTCSA B Nopsake, yCTaHoBAeHHOM [lpaBunamm penonpoussocTBa A4
VHOMBUAYANbHbIX MHCTPYKUWIA NO 4Ee/0Npon3BOACTBY.

NHCTPYKUMA Mo [Oenonpou3BOACTBY [AOJIKHA MPeayCMaTpuBaTh BO3MOXXHOCTb  BbIMOJSIHEHUS
[leNIoNpon3BOACTBEHHbIX ornepaunn BHe C3[ B ciyyae ee HepaboTOCMOCOOHOCTU U MOPSIAOK UX
BbIMOJIHEHUS.

FocynapcTBEHHble OpraHbl BnpaBe pa3pabaTbiBaTb TUMOBblE WU/MAW MPUMEPHbIE MHCTPYKLUW MO
[enonpon3BoACTBY AN TeppuUTOpMaNibHbIX OPraHoB W MOABEAOMCTBEHHbIX OpraHu3auui,
PYKOBOACTBYSICb HACTOAWMUMMN MeToANYECKMMN PEKOMEHAALUSMNA.

I1l. CTpyKTypa u coaep>XaHue MHCTPYKL MU NO AesIonpoU3BOACTBY

3.1. O6LwWwMe nosio>XeHuUus

B paspene «0O6uwme nonoxeHuss» WHCTPYKUMM MO OESIONPOU3BOACTBY PEKOMEHAYEeTCs yKasaTb
Ha3Ha4YeHne MHCTPYKLUUK, 06/1acTb ee NPUMEHEHUSs, NPaBOBble OCHOBAHUSA pa3paboTku 1 NopsOoK
NpUMeHeHMs.

B pa3pene «O6wume nonoxeHusa» uenecoobpasHo OTMETUTb, 4TO WHCTpyKuMs no
nenonponsBoacTBy pa3spabaTbiBaeTCs B LEeNsX yCTaHOBAEHUS eANHbIX TpeboBaHNM K MOATOTOBKE,
06paboTke, XpPaHEHMIO W WUCMOJSIb30BaHUIO [OOKYMEHTOB, o0b0pa3ylowmnxca B AesATeNbHOCTU
rocygapcTBeHHOro  opraHa, opraHa MeCTHOro caMoynpaB/ieHUs, COBEepPLIEHCTBOBaHUA
0eslonpon3BoACTBa FroCyfapCTBEHHOrO opraHa, opraHa MeCcTHOro caMmoynpasJsieHUs N MOBbILLIEHUS
ero 3ppeKTUBHOCTMN.

MpaBoBbIM OCHOBaHWEM ANA pa3paboTkn NHCTpyKLMM MO OEeNoNpon3BOACTBY ABAAOTCA MNpaBuna
0enonponsBoACcTBa, a TakXKe 3aKOHOoAaTesIbHble U NHble HOPMaTUBHbIE NPaBoOBble akTbl Poccmnickom
depepaumnm B chepe NHPopMaummn, oenonponsBoacTtea N apXUBHOMo AeNna, a TakXXe NnoJjloXKeHue o
rocyoapCTBEHHOM oOpraHe, perjamMeHT TroCyOapCTBEHHOro opraHa, ycCTaB MYyHWULMMaAbHOro
obpasoBaHMA N WHble HOPMATMUBHbIE OOKYMEHTbl FOCYy4apCTBEHHOr0 OpraHa, OpraHa MeCTHOro
camoyrpaB/ieHUs.
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B pa3pene «0Obuwme nonoxeHumsa» WHCTPyKUMM NO [Oesionpou3BOACTBY (mpeaycMaTpuBaeTcs)
OTMeYaeTcs, 4YTO:

* MOJIOXKEHUA MHCTPYKLUN PacnpoCTPaHAIOTCA Ha opraHm3aumio paboTbl ¢ JOKYMEHTaMn Ha
6yMa>kHOM HOCUTENle N 3JIEKTPOHHbIMM [OKYMEHTaMW, BKJO4asi NoaroTtoBky, obpaboTky,
XpaHeHne N  WCMNoNb30BaHWEe  [OOKYMEHTOB, OCYWeCTB/sSiEMble C MNPUMEHEeHNEM
NHOPMaLMOHHbIX TexHosormin, a C3[, npuMeHsemas B rocyapCTBEHHOM OpraHe, opraHe
MEeCTHOro camoyrnpaBfieHUsl, Ao/KHa obecrneynBaTb BbiNoJIHEHME TpeboBaHW NHCTpYKLNK
no Oenonpon3BoAcTBY;

e noJsioxkeHns WHCTpyKUMM no Aenornpou3BOACTBY HE PacrpoCTPaHAKTCA Ha opraHmM3auuto
paboTbl C OOKYMeHTamu, COAepXalluMW CBeAEHWs, COCTaBAALME FOCYyAapCTBEHHYIO
TalHy;

e ocobeHHOCTM paboTbl C [OOKYMeHTaMW, COAEpPXAalUUMWU CBEAEHUS OrpaHUYeHHOro
pacnpocTpaHeHuns, NepcoHasibHble AaHHble, PEerynpyloTcs OTAes/bHbIMA HOPMATUBHbLIMU
aKTaMu (MHCTPYKUMSAMU, MOJIOXKEHUSMU, MpPaBuiaMn) rocyJapCTBEHHOro opraHa, opraHa
MECTHOr0 CaMoynpaBieHus;

e TpeboBaHusa WHCTpykuMM no OenonpousBoAcTBY K paboTe c kagpoBon, Byxrantepckon,
Hay4YHO-TEXHUYECKON U APYron creuvasbHON OOKYMEeHTauuen pacnpoCTPaHAKTCS NUllb B
yacTn o6wWmMx MpuHUKMNOB pPaboTbl C OOKYMEHTaMW, a TaKXXe OpraHum3auum TeKyLllero
XPaHEHUS AOKYMEHTOB M MOArOTOBKU UX K Mepefaye Ha apXnBHOeE XpaHeHue.

B pa3znene «O6wmne nonoxxeHusa» VMHCTPYKLUMU MO OeNonpou3BOACTBY FOCYAapCTBEHHOrO OpraHa,
opraHa MeCTHOro CaMOyMnpaB/IeHUs YKa3blBA€TCS BKJOYEHME/HEe BKJIOYEHME MOJIOKEHUN,
perynmpyoLmnx nopsaaok paccCMOTPEHUS:

e obpaweHnn rpaxpaH Poccuinckon ®depepaunn, WHOCTPAHHbIX rpaaaH, nuu  6e3
rpa>kgaHcTBa, 06beAnHEHNN rpakaaH, B TOM YUCE puanveckmnx nul (ganee - obpalleHune
rpa>kgaHunHa, opraHusauum), U BeAeHWe OeNonpouM3BOACTBa MO obpalleHUsAM rpakhaH,
opraHusaumint®;

* 3aMNpoCoB LPUANYECKUX N PU3NYECKUX NnL, B rocy,u,apCTBeHan?l OopraH, opraH mMecTHOro
caMoyrnpassieHNs 0 NpefocTaBsieHNn NHpopMaLnum o AeATesIbHOCTUN 3TOro opraHa[ﬂ;

* 3aMpoCOoB rpakJaH 1 opraHn3aLniA o NPeaoCTaB/IEHUN FroCYAAPCTBEHHbIX, MyHULIUMabHbIX
(51
ycnyr--,

B cnyyae ecnm WHCTpykuumen no [efionpou3BOACTBY He peryampyeTcs nopsaok paboTbl C
yKa3aHHbIMW KOMIMJIEKCAaMN NOKYMEHTOB, B pa3aene «ObLine nonoXXeHus» Oo/KHO ObiTb YKa3aHo,
KakKuM/ HOPMaTMBHbLIMW aKTaMW B rOCyAapCTBEHHOM OpraHe, opraHe MeCTHOro YrpaBJieHUs
yCTaHaB/AMBaeTCs Nopsaaok paboThl C JaHHLIMU KOMMEKCAMU NOKYMEHTOB.

B pa3snene «06ume nosnoxeHus» VHCTPYKLWM MO AeNONPOM3BOACTBY AO/HKHO OBbiTh onpeneneHo,
4YTO OTBETCTBEHHOCTb:

* 33 OpraHM3auuMio U COCTOsSIHME [eNonpov3BOACTBA, a TakxXe cobnogeHne TpeboBaHuUi
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MpaBun Oenonpon3BoACTBa B roCyapCTBEHHOM OpraHe, opraHe MecTHOro CaMoyrnpaBieHuns
BO3J1araeTcs Ha ero pykoBoauTens nnmbo nnuo, ucnosHsollee ero o6s3aHHOCTY;

* 33 BeEeHWe N COBepLUEHCTBOBaHME [eN0oNpou3BOACTBa Ha OCHOBE eAMHOW MNOJINTUKK U
MPUHLUMMOB, MPUMEHEHME COBPEMEHHbLIX WHMOPMALMOHHLIX TexHonornm B paboTe C
OOKYMeHTaMN, MeToAMYeCcKoe PYKOBOACTBO W KOHTPOJb CcOb6n0AeHUsA YyCTaHOBJIEHHOMO
nopsgka paboTbl C [OOKYMeHTaMW B TrOCYyAapCTBEHHOM oOpraHe, oOpraHe MeCTHOro
caMmoynpaBfieHusa, Bo3naraetcs Ha Cnyxby aoenonpom3BoACTBa WM roCyOapCTBEHHOro
(MyHMUMNanbHOro) cayxxauero (paboTHWKa) Npu ee OTCYTCTBUMN;

e 32 oOpraHmsauuto paboTbl C [OOKYMEHTAMU B WHbIX CTPYKTYPHbIX MoapasaeneHnsx
rocylapCTBEHHOro oOpraHa, oOpraHa MeCTHOro caMoyrnpaBJieHUss BO3/laraeTca Ha
pyKOBOAMTEIEN AaHHbLIX Nogpa3aeneHnin anbo nnu, NCNoaHSAIWMX ero 06sa3aHHOCTK;

* 33 BeJeHue OeNonpon3BoLCTBa B UHbIX CTPYKTYPHbIX MogpasaeneHnsax rocyfapCcTBeHHOro
opraHa, opraHa MeCTHOro caMmoyrnpaB/ieHUs BO3JlaraeTcsd Ha rocyfapcTBEHHbIX
(MyHMUMNanbHbIX) cnyXawmnx (paboTHMKOB) [HOaHHbLIX CTPYKTYPHbIX MNogpa3aesieHnn
rocyapCcTBEHHOrro opraHa, opraHa MeCTHOro camoyrpasJsieHus (nanee -
nenonponsBoanTesb CTPYKTYPHOro rnogpasaeneHuns), KoTopble MOryT BbINOAHATb OaHHbIE
0653aHHOCTN, B TOM 4YMCJIe B MOPSAKE COBMELLEHNS.

dyHKUUN, 3a4a4vun, nNpaBa U OTBETCTBEHHOCTb Cny)kbbl Aenonpoun3BoACTBa periaMeHTUpyloTCs
MonoXXeHnemMm o Hen. [o/MKHOCTHble 06s3aHHOCTU paboTHMKOB Cnyxbbl genonpoun3BOACTBa U
nenonpousBoanTesnien CTPYKTYPHbIX Nogpa3aesieHnin rocyapCTBEHHONO opraHa, opraHa MecTHOro
caMmoynpaBieHus, yCTaHaB/INBAOTCA OOJDKHOCTHbIMM pernamMeHTamMm (DOTKHOCTHBIMU
WHCTPYKLMAMN).

Paszpenom «Obuwune nonoxxeHns» MHCTPYKLUM MO AeSI0NPOn3BOACTBY A0/KHbI OblTb YCTAaHOBEHbI
ob6ume TpeboBaHMS K opraHn3aLmnm paboTbl C JOKYMeHTaMN, B YaCTHOCTU:

e pabOTHMKKN CTPYKTYPHbIX MoApa3feneHUn rocyaapCTBEHHOrO0 OpraHa, opraHa MeCTHOro
camoynpaBsieHns ob6sa3aHbl 06ecneynTb COXPaHHOCTb HAXOAAWMUXCHA Y HUX Ha UCMOSHEHUN
WAN O3HAKOMJIEHUN [OOKYMEHTOB W MPOEKTOB [OKYMEHTOB, a TaKXXe HepasrjalleHune
codepyXallenca B YKa3aHHbIX [OOKYMEeHTaxX W TMpoeKTax [OOKYMEHTOB chny>xebHon
VHopMaLunm;

e nepegavya CNyXebHbIX [AOKYMEHTOB, WX KOMWWA, MNPOEKTOB KOHTPareHTam, CcpencTBam
MacCcoBOW WHMOPMaUMW, WHbLIM TOCYAapCTBEHHLIM OpraHamM, oOpraHaMm MeCTHOro
CaMoynpaBJieHWs, OpraHu3aLUuMsaM [OMycKaeTcs TOJIbKO C pa3pelieHnus pyKoBoauTens
rocyapCTBEHHOro  oOpraHa, oOpraHa MeCTHOrO  CaMOYMpPaBJIEHUA  WAM  WHOTO
YMOJIHOMOYEHHOr0 UM JINLa;

* FOCyJapCTBEHHblE (MyHUUMUMANbHbLIE) chayXalune, paboTHUKKM (panee - pPaboOTHUKK)
CTPYKTYPHbIX nogpa3snenieHni rocygapCTBEHHOrO0  OpraHa, opraHa MECTHOro
caMoynpaBieHuUsa HecyT AUCUMMIMHAPHYIO U WUHYH YCTaHOBJ/IEHHYIO 3aKOHOAATEesIbCTBOM
Poccuiickon depepaunm oTBETCTBEHHOCTb 3a HecobnoaeHue TpeboBaHUm UHCTpyKUMKM no
0enonponsBoacTBY;

e Nepepn yxo4oM B OTMYCK, Bble3OM B KOMaHONPOBKY, B C/ly4ae yBOJIbHEHUSA UM NepeBona
(nepemellerHnsa) no cnyxbe paboTHMKM o0653aHbl NepenaTb BCE HaxoOsLIMEcs Yy HUX
OOKYMEHThl 4eN0NPOM3BOANTENIO CTPYKTYPHOro nogpasfaesieHnsa nnm apyromy paboTHuKy
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Mo yKa3aHMWIO PYKOBOAUTENS CTPYKTYPHOro nogpasgeneHus (npu yBoJibHEHUN paboTHMKaA
Unu Nepesoje no ciy>xbe nepegaya AOKYMEHTOB U [ef OCYLLECTBJIAETCS MO aKTy).

3.2. OCHOBHbIE NOHATUA

B uenax obecnedyeHns OOHO3HAYHOrO U TOYHOrO MOHUMMAHMSA MNONOXKEHUN WHCTpykuMn Mo
OenonponsBoacTBy BCeMU paboTHMKaMM roCyfapCTBEHHOrO OpraHa, oOpraHa MECTHOro
caMoyrnpaB/iieHMs B KadecTBe CaMOCTOATENbHOro pasfesia B UHCTPYKUUIO BKJOYaeTcsa pasgnen
«TepMUHbI N onpeneneHns».

B pa3zgen «TepMuHbl U onpeaeneHmns» BKIOYATCA TEPMUHbI, ONMpeaesieHNst KOTOPbIX YCTaHOBJEHbI
3aKOHOAATEeNbHbIMW, WUHbBIMA  HOPMAaTMBHLIMW  MPABOBbLIMW  aKTaMu, TEPMUHOJIOMNYECKUMMU
cTaHpapTamMu'®, a npy ux oTcyTCTBUK, - TepMUHOAOrMYeckuMmU cnosapsamnt’, a Takxke TepMuHBbI,
KOTOpble He UMEIOT YCTaHOBJIEHHbIX ONpeAeneHnin, Ho KOTopbiM VHCTPYKLMEen no
[enonpon3BoACTBY NpUAAETCS BNOJIHE onpefe/ieHHoe 3HayYeHue.

TepMUHbI, BKItOYaeMble B UHCTPYKL MO NO Aen0onponu3BOoACTBY, NoApa3fenanTCcsa Ha:

e TepMUHbI, 0603HavawLWwmne obuwme NOHATUA (JOKYMEHT, AEJI0, PErUCTPaLMNs JOKYMEHTA,
HOMeHKaTypa A€/l v ap.);

®* TEPMWHHBbI, obo3Havaowme egnHUYHbIE MNOHATKSA (HOMeHKJ'IaTyprIe Ha3BaHuA), TO eCTb
MOHATUA, OTHOCALWMNECA TOJIbKO K OAHOMY O6'beKTy 1N BbICTynawwne, Kak rnpasusio, ero
HanMeHOoBaHNEM (,[lenapTameHT 3JIEKTPOHHOIO rpaBnNTEJIbCTBA, Ob6LeCcTBEHHbIVI COBET,
KOHTPO/IbHO-aHannTn4Yeckoe yripaBjieHne n ,El,p)

OcCHOBHbIe nenonponm3soacTBeHHbIE MOHATUA N UX onpeneneHna npmeeneHbl B MNpuJio>XXKeHnn Ne 1 K
HacToAwmMM MeTogmn4yecknm pekoMeHaauunaMm.

Ecnn B WHCTpyKUMM MO [esonpom3BOACTBY YMNOTPebNAloTCA MHOMOC/IOBHbIE HaMMEHOBaHUSA
(CTPYKTYPHbIX Noapa3nesieHnin, A0JIXKHOCTEN, NOKYMEHTOB U Ap.) U Mo KoandecTBy ux bonee 3-5,
COCTaB/ISIeTCA MepeyeHb COoKpalleHuin. Ecnm MHOrocnoBHbIX HaMMEHOBaHWUA HEMHOro, rnepevyeHb
COKpalleHUn He COCTaBMSAEeTCH, a nocse nepBoro ynotpebseHnsa B TeKCTe MHCTPYKUUM MOJIHOMO
HanMeHOBaHMSA BBOAUTCSA ero Cokpal,eHHoe HanMeHoBaHue, o6o3Ha4YeHHOe C/I0BOM (Csi0BaMu) nau
abbpeBunaTypon, Hanpnmep:

«[lenapTaMeHT pernoHasnbHoOro pa3sutus (aanee - [1PP) co3naH B COOTBETCTBUU C ...».

mnn: «[lenapTaMeHT pernoHaabHOro pa3Butus (Aasee - [lenapTaMeHT) co34aH B COOTBETCTBUMN C
s

«lonoxxeHue o paboTe ¢ obpalueHnsIMu rpaxxaaH B ... (Aanee - lonoxeHne) ornpeaensieT nopsaok
P

3.3. JoKyMeHTUpOBaHue ynpaBnqueCKoﬁ A eATeJNIbHOCTHU

3.3.1. lOKyMeHTbl rocyaapCTBEHHOro opraHa, opraHa MeCTHOro camMoyrnpasBJieHus

MpaBuaamMu OenonponsBoAcTBa (MYHKT 2.1) yCTAHOBJIEHO, YTO COCTaB AOKYMEHTOB, 06pa3syroLmnxcs
B AeATesIbHOCTN roCyAapCTBEHHOMO OpraHa, opraHa MecTHOro caMoynpaB/ieHns onpenenseTcs ero
MOHOMOYMAMMK, KPYFrOM BbIMOJIHAEMbIX TOCYAAPCTBEHHbIX (QYHKUMA U NpefocTaB/sieMblX
rocy4apCTBEHHbIX YCNYT, MOPSIAKOM pa3peLleHns BONpocoB, 06beMOM N XapakTepoM B3aMOCBS3ei
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C WHBLIMW FOCY[apCTBEHHbIMW OpraHamMu, opraHaMm MeCTHOro CaMoyrnpasieHUs, opraHu3aunamm,
rpa><gaHamu,

YcTaHaBnMBaeTCs TakxKe (MyHKT 2.2 MpaBua genonpon3BoacTBa), YTO B FoCyapCTBEHHOM OpraHe,
opraHe MecTHOro caMoyrnpaB/ieHUsl CO34al0TCA NOKYMEHTbl Ha ByMa)KHOM HOCUTese, 3JIEKTPOHHbIE
OOKYMEHTbl (JOKYMeHThl, CO3daHHble B LMW(PPOBON (opMe 1 MMewline cTaTyCc MNoAJIMHHUKA
OOKYMEHTa) W 3/IeKTPOHHbIE KOMUW [OOKYMEHTOB, TOJIyYeHHble B pe3ynbTaTe OoLUgPOBKN
(HanpuMep, CKAaHUPOBaHUSA) AOKYMEHTOB Ha 6yMa>kHOM HocuTerne.

B C3/1 rocygapCTBEHHOI0O OpraHa, opraHa MecTHoOro camoynpasfieHUs Wi NHON MHAPOPMALMOHHON
cucTeMe, B KOTOPYHO BKJIOYAKTCA 3NEKTPOHHbIE OOKYMEHTbl, MpU BU3Yasn3aLUUN 3/TEKTPOHHbIX
OOKYMEHTOB U WX BOCMpoM3BeAeHUM Ha OyMa)KHOM HOCUTesnle AO0J/HKHbl BOCMPOM3BOAMTLCS
pPEKBU3UTLI, 06A3aTeNIbHbIE AJ19 COOTBETCTBYIOLWErO BMAa AOKYMEHTa.

C21 rocymapCTBEHHOro opraHa, opraHa MeCTHOro caMoynpaB/ieHUs MOXeT NoALep)XUBaTb
MYHKUUIO CO30aHNA 3JIEKTPOHHbLIX JOKYMEHTOB.

B cootBeTcTBMKM C n. 2.8 MpaBnn LenonNpoM3BOACTBa MPU CO3O0aHUN 3NEKTPOHHbIX OOKYMEHTOB,
NCNOJIb3YKTCA 3/IEKTPOHHbIE LWabnoHbl 61aHKOB N 3N1eKTPOHHble WabnoHbl (YHUbULUMPOBaHHLbIE
dopMbl) fokyMeHTOB®!, B Tom yncne, nHTepakTueHbie!®, KoTopble Mo cocTaBy pekBU3UTOB
OOKYMEHTOB A0JIXKHbl ObITb MOEHTUYHbI AOKYMEHTaM Ha ByMa>kHOM HoCcuTesle. DNIEKTPOHHbIE
wabnoHbl 61aHKOB M 31IEKTPOHHbIE Wab/IOHbI JOKYMEHTOB A0J1>KHbI ObiTb 3aLLMLLEHbI OT
HECaHKLNOHMPOBAHHbLIX N3MEHEHWIA.

OneKTpoHHble WabsioHbl 67aHKOB W 3/IEKTPOHHbIE WabsoHbl  (YHUPULUMPOBaHHbIE (hOPMbI)
OOKYMEHTOB BKJtO4alTCca B VHCTpyKuMio Mo Aesonpou3BOACTBY WM YTBEPXKOAKOTCHA OTAEJSIbHO B
Buae asbboma wabnoHos 61aHKOB 1 WabNOHOB (YHUPNLMPOBAHHBLIX POPM) AOKYMEHTOB.

3.3.2. BflaHKU A OKYMEHTOB

[OKYMeHTbl rocynapCTBEHHOIr0O OpraHa, oOpraHa MeCTHOro camMoyrnpaBsieHUss Ha OyMa>kHOM
HoCcuUTene n3roTaBnmBatoTCca Ha 6naHkax hopmaTa A4 (210 x 297 mMm) nnm A5 (148 x 210 mMm), npu
HeobXxoAMMOCTM MOryT ucnosb3oBaTbCa 6GnaHkm dopmata A3 (297 x 420 MM). DNEKTPOHHbIE
OOKYMEHTbl M3roTaB/IMBAlOTCA Ha OCHOBE 3/IEKTPOHHbIX WabNoOHOB W  O0/KHbl  UMETb
YCTaHOBJIEHHbIN COCTaB PEKBU3NTOB, NX PacnosioXKeHne n oopMaeHme.

BrnaHkn OOKYMEHTOB M3roTaBJIMBAOTCS:

e B (bemepasbHbIX OpraHax rocygapCTBEHHOM BAAaCTU U WHbIX defepanbHbIX OpraHax C
BocrnpousseneHuem lFocypapcteeHHoro repba Poccunckon depepaunm B COOTBETCTBUM C
denepanbHbiM KOHCTUTYUMOHHbLIM 3akKoHOM oOT 25 pekabps 2000 r. Ne 2-OK3 «O
FocynapcTBeHHOM repbe Poccuinckon <De,uepau|/||/|»[m;

e B rocyapCTBEHHbIX opraHax cybbekToB Poccuinckon depgepaunm
c Bocrnpoun3BeneHuem repba (repanbanyeckoro 3Haka) cybbekTa Poccuinckon denepaumnm B
COOTBETCTBUU C 3aKOHOAATENbCTBOM CybbekTOB Poccunckon degepaunn;

®* B OpraHax MeCTHOro CamoyrnpasieHusa - C BOCrNpounsBegeHUNEM rep6a (repaﬂb,ﬂ,Vl‘-leCKOFO
3HakKa) OpraHa MeCTHOro camoyrnpaBJieHna B COOTBETCTBUN C MyHULUMAJIbHbIMU MPaBOBbIMUA
akKTaMWu.

N3roToBneHne 61aHKOB Ha 6yMa)KHOM HoCWTene C Bocnpov3BedeHneM [ocynapcTBeHHoro repba
Poccuiickon depepaumm OCYLLECTBAAETCA B COOTBETCTBUW C MOCTaHOBJeHMeM [paBUTenbCTBa
Poccuiickoin Pepepaumm oT 27 aekabps 1995 r. Ne 126831,
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M3rotoBneHne nedatem m 6naHKoOB C BocnpousBeneHmem [ocypapcTBeHHOro repba Poccuimckom
Qepnepaumnn, repba (repanbgmyeckoro 3Haka) cybbekTa Poccuickon depepaumn, repba
(repanbonyeckoro 3Haka) opraHa MyHuuuMnasnbHoro obpasoBaHMs OCYLLECTBASETCA MO 3aKasam
rocynapCTBEHHOrO opraHa, opraHa MeCTHOro camoyrnpaBJieHUS.

CornacHo nyHKTYy 2.6 MNMpasun genonpounssonctea 61aHKM LOKYMEHTOB FOCYy4apCTBEHHOr O opraHa,
opraHa MeCTHOro camoynpaBfiieHna pa3pabaTbiBalOTCA B COOTBETCTBUMM C TpeboBaHMAMM,
YCTaHOBNEHHbLIMU HaLMOHabHbIM cTaHaapToM FOCT P 7.0.97-2016"4 n yTeepxaatoTcs B cocTase
WNHCTpYyKUMK No AenonponsBoACTBY UK B Buae KoMnekTa (ansboma) 6n1aHKOB.

BnaHKN KOHKpPETHbIX BUOOB [OOKYMEHTOB (6/n1aHK npukasa, 6naHK pacnops»keHus, 6naHk
MOCTaHOBJIEHNA N ApP.) M3roTaBAMBAOTCA A8 TeX BUAOB AOKYMEHTOB, M34aHWE KOTOPbIX HOCUT
perynspHbii XxapakTep. blaHkn 4OKYMEHTOB c/ieayeT u3rotaBameaTb Ha 6beson bymare nnm bymare
CBET/IbIX TOHOB.

B VIHCTPYKLMUM NO Aenonpon3BoacTBY LienecoobpasHo yCTaHOBUTD:

nopsAanok pa3pa60TK|/|, N3roTOBNEHNA N BBeAeHUA B Aencteme 6naHKoOB OOKYMEHTOB
rocygapctBeHHOro opraHa, opraHa MeCctHoOro camoyrnpaBJieHUs,

e BuAbl 6/1aHKOB;

TpeboBaHUA K N3roToBsieHNto 61aHKOB;

e B He0BXOAUMBIX clydasaXx nopaaok ydeTa 61aHKOB.

FOCT P 7.0.97-2016 ycTaHaBAMBaeT Tpu Buaa 61aHKoB AoKyMeHToBM3!:

e 06NN BNaHK;

e 6/1aHK NUCbMa;

e 6n1aHK KOHKPETHOro Bnga AOKyMeHTa.

06 it 6BnaHK rocyNapCTBEHHOrO OpraHa, opraHa MecTHoro camoynpasneHns™ sknouaeT
pekBn3nThl: 01 «Fepb (FTocypapcTBeHHbIN repb Poccuinckon depepaumnn, repb cybbekTa
Poccuiickon ®epepaunn, repb (repanbanvecknin 3Hak) MyHUUWNaNbHOro obpa3oBaHus)»,

05 «HanmeHoBaHMe opraHu3auum - aBTopa AOKYyMeHTa»; 13 «MecTo cocTtaBneHmsa (M3gaHums)
OOKyMeHTa».

Ecnm obwmn 6naHk wmcnonb3yeTcad Kak 6naHK CTPYKTYpHOro nojpasgesieHnsa uam 6naHk
OOJKHOCTHOrO Anua, AOMNOSIHUTENIbHO YKa3bliBaeTcs pekBu3uT 06 «HavmeHoBaHME CTPYKTYPHOro
nogpasfeneHns - apTopa AOKYMEeHTa» UanN, COOTBETCTBEHHO, 07 «HanMeHoBaHMe AO/KHOCTUY nua
- aBTOpa AOKYMEHTa».

KpoMe nepevyncneHHbIX PeKBM3NTOB, Ha 0bweM 6naHke NPOCTaBNAIOTCA OrpaHNYNTEeNbHbIE OTMETKMN
ona pekemsntos 10 «[aTa fokyMeHTa»; 11 «PerncrtpaumoHHbIn HOMep AOKYMeHTa»; 16 «Ipud
yTBEPXOEeHNA [OKYMeHTa»; 17 «3aroyloBOK K TEKCTY».
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O6bwnin 6naHk ncnosb3yeTcsa AN M3roTtoBneHUs nobbix BUAOB OOKYMEHTOB, KPOME [e/0BOro
(cny>xebHoro) nucbma.

BnaHk nucbMa rocyfapCTBEHHOroO OpraHa, oOpraHa MeCTHOro caMoyrnpaBJieHUa BKJlOYaeT
pekBm3nTbl: 01 «lepb (FocymapcTBeHHbIn repb Poccunckon depepaunm, repb cybbekTta
Poccuiickon depgepaunn, repb (repanbAnyd4ecknin 3HaK) MyHUUMNanbHOro o6pa3oBaHuA)»,
05 «HaummeHoBaHMe opraHmsaumm - aBTOpa pAOkKyMmeHTa»; 08 «CnpaBoyHble pfaHHble 06
opraHmsaumm», a TaKXe OrpaHunyuTesibHble OTMEeTKU ANna pekBusnToB 10 «[laTa OOKyMeHTa»;
11 «PerncTtpauMoHHbIN HOMep [OKyMeHTa»; 12 «CcCbllIKa Ha perucTpaumoHHbLIN HOMEp W AaTy
MOCTynuBLLEro AOKyMeHTa»; 15 «Agpecat».

B 6s1aHKax Mucem CTPYKTYPHbIX MoApa3fesieHnin rocyaapCTBEHHOrO OpraHa, opraHa MeCTHOro
CcaMoyrnpaBJ/ieHNs OOMOJIHATENIbHO K NepevyncsieHHbIM UCMosb3yeTcst pekBusnT 06 «HanmeHoBaHue
CTPYKTYPHOro noapasfesnieHns - aBTopa OOKYMeHTa», a B 6/1aHKax MUCEM OOJHKHOCTHbIX UL -
pekBu3nT 07 «HanmeHoBaHMe OO/XKHOCTU NMLA - aBTopa AOKYMEHTax».

BnaHk KOHKpeTHOro BuAAa [AOKYMEeHTa [rOoCyJapCTBEHHOro oOpraHa, oOpraHa MecCTHOro
caMmoynpaBieHus Bk4YaeT pekBum3nTbl: 01 «lepb (FocypapcTBeHHbIn repb Poccunckon
depnepaunn, repb cybbekTta Poccuinickonm ®depepaunn, repb (repanbOAnyecKMn  3HaK)
MyHUUMnansHoro o6pasoBaHudA)», 05 «HawnmeHoBaHWe opraHm3auMnm - aBTOpa LOOKYMEHTa»;
09 «HanmeHoOBaHMe BUAa OOKyMeHTa», 13 «MecTo cocTaBneHus (M3naHnA) LOKYMEHTa», a Takxe
orpaHunyuTesibHble OTMEeTKU Ang pekBusnToB 10 «[JaTa AoKyMeHTa»; 11 «PerncrtpaumoHHbIN HOMep
DOKYyMeHTa»; 16 «pnud yTeep>XaeHns AoKyMeHTa»; 17 «3arosloBOK K TEKCTY».

Ecnv B rocygapCTBeHHOM oOpraHe, OpraHe MEeCTHOro camoyrnpaB/ieHUs ucrnosb3yeTca 6naHK
KOHKPETHOro BuAa AOKYMEHTa CTPYKTYPHOro noapasaenieHus (40oJKHOCTHOro nvua), B 6naHK
OMOJIHUTENIbHO BKJtOYaeTCst pekBM3NT 06 «HanMeHoBaHME CTPYKTYpPHOIro noapasaesieHnst - aBTopa
[OKYMEHTa», WU, COOTBETCTBEHHO, - PeKkBU3UT 06 «HanmMeHoBaHWEe AOJHKHOCTM Nunua - aBTopa
[OKYMEHTa».

B 3aBMCMMOCTM OT KOMMNETEHLUMN roCyiapCTBEHHOINO OpraHa, opraHa MecTHOro caMoyrnpaBieHuns n

MOJIHOMOY NI pykoBoANTENA MOXKET ObITb npeaycMoTpeHo wucnosab3oBaHMe ceayrounx BUNOOB
6naHkKoB OOKYMEHTOB:

e 6/1aHK NpuKasa;

e 6/1aHK yKa3a;

e 6/1aHK MOCTaHOBMIEHUS;

e BN1aHK pacnopsi>keHus;

e 6/1aHK yKa3aHus;

e 6/1aHK MpoToKona (KONJIernn, COBELlaTeNIbHOr0, KOOPAMHALMOHHOIOo, METOANYECKOro
opraHa);

e 6/1@HK NMcbMa rocyaapctBeHHOro opraHa, opraHa MECTHOINo CaMoyrpaBJieHnUA,

e H6/1aHK MMMCbMa AOONTXKHOCTHOIoO Jinua (pyKOBO,D,I/ITeJ'IFI, 3aMecTuTend pykoBoagunTend
rocylapCTBEHHOr0 OpraHa, opraHa MecTHOro CaMoyrnpaB/ieHUS);
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e 6J1aHK MUCbMa CTPYKTYPHOro NoApa3aesieHns rocyapCcTBEHHOro opraHa, opraHa MecTHOro
caMoynpaBJieHUs;

e 6/1@aHK NMCbMa rocygapCcrtBeHHoOro opraHa, opraHa M™MeCTHOro caMoynpaBsieHUna Aand
nepennckn c 33py6€)KHbIMI/I KoppecnoHaeHTaMy,

e 6n1aHK(n) pe3onouni;

e 6/1aHKN UHbIX BUOOB [OKYMEHTOB (MOPYYEHUN, aKTOB, MpeaynpexXxiaeHun, pa3pelleHnin u
Op.), wW3gaHWe KOTOopbIX NPeayCMOTPEHO MOJIOXKEHUAMW, perJameHTaMm U WUHbIMK
HOPMaTMBHbIMM aKTaMN roCcyfapCTBEHHOIr0 opraHa, opraHa MecTHOro caMoyrnpaBieHuns).

BnaHkn  [OKYMEHTOB rocCcyfapCTBEHHOro oOpraHa, opraHa MeCTHOro camoyrpaBJfieHus
pa3pabaTbiBalOTCA Ha OCHOBE YrflOBOr0 WUAX MPOAOSLHOMO BapuaHTa PacrnosioXKeHUs PEKBU3NTOB:
npwv yrioBoM BapuaHTe pekBU3nTbl 6N1aHKa pacnosaratoTCcs B BEPXHEM NIEBOM Yrjly B COOTBETCTBUN
c npunoxeHuem b.1 K TOCT P 7.0.97-2016, npu npoaoyibHOM - BbIpaBHMBAKOTCA MO LEeHTPY BAOJb
BEPXHEro rnoss AOKYMeHTa B COOTBETCTBUU C npunoxeHnem b.2 Kk TOCT P 7.0.97-2016.

Bonblwasa 4YacTb pekBM3nToB 6naHka pa3MelwaeTca B paboyel 30He AOKyMeHTa. Mcknwo4veHue
cocTtansieT pekBusnT 01 «epb (FocymapcTBeHHbI repb Poccuinckon ®epepaunn, repb cybbekTa
Poccuniickon ®egepauunn, repb (repanbamvecknin 3Hak) MyHMUMNaAbHOro o6pasoBaHuA)», KOTOPbIN
pacnonaraeTcs Haf pekBmu3nTom 05 «HanMeHoBaHMe opraHu3aumm - apTopa AOKYMEHTa», YHaCTUYHO
3axBaTblBas YaCTb BepxHero nong gokymeHta (He 6onee 10 MM).

B rocynapCTBeHHbIX OpraHax, OpraHax MeCTHOro camoynpassieHus cybbekToB Poccuinckon
depepaumn, UCNONb3YIOWMX HAPAQy C PYCCKUM S3bIKOM FOCYAapCTBEHHbIN A3bIK (FOCyAapCTBEHHbIE
A3blKN) pecnybnuk B cocTaBe Poccumckon depepaumun, UCNOAb3YHOTCA 6MaHKM LOKYMEHTOB Ha
PYCCKOM $3blK€ U TOCYAapCTBEHHOM $3blke (FOCYyAapCTBEHHbIX fA3blkax) pecnybnnk B cocTaBe
Poccuiickon depepauunn: yrnoeble (pekBu3uTbl 6saHkKa pacrnonaratoTcs Ha OOHOM YPOBHE: Ha
PYCCKOM £i3blke - CJlIeBa, Ha roCydapCTBEHHOM $i3blke (FroCydapCTBEHHbIX si3blkax) pecnybnvk B
cocTtaBe Poccuiickon degepaunm - cnpasa) WM npoaosbHble (BCce pekBU3UTbl 61aHKa Ha PYCCKOM
A3blKe - BBEPXY, HMXKE - BCe PeKBU3UTbLI 6/1aHKa Ha rocydapCTBEHHOM fA3blke (rocyaapCTBEHHbIX
A3blkax) pecnybnmk B cocTtaBe Poccunckonm depepauynm).

Ona nepennckm ¢ MHOCTPaHHbIMU KOPPEeCNOHAEeHTaMM rocyfapCcTBEHHbIE OpraHbl, OpraHbl MECTHOI O
caMoynpaB/ieHUSA MOrYT UCMOJIb30BaTh YrnoBble 6/1aHKN OKYMEHTOB Ha PYCCKOM S3blKe U O4HOM U3
WHOCTPaHHbIX A3blKOB (pekBU3UTbI B1aHKa pacnosiaraloTca Ha OAHOM YPOBHE: Ha PYCCKOM f3blKe -
cneBa, Ha OAHOM M3 WMHOCTPaHHbIX A3bIKOB - CMpaBa) WM NPoAosibHble (PekBM3UTbI 6s1aHKa Ha
PYCCKOM 5i3blKe - CBEPXY, HUXKE - PEKBU3NTLI B1aHKa Ha 04HOM U3 MHOCTPaHHbIX A3blKoB). Obpa3ubl
6naHkoB OOKYMEHTOB rocyaapCTBeHHbIX OpraHoB, OpraHoB MeCTHOINo CaMoyrnpaBJsieHUa npunBeaeHsbl
B npunoxeHnn Ne 2 K HacTosawmM MeToan4eCKUM peKoMeHaaumnsamMm.

Cny»x6a nenonpon3soAcTBa rocy1apCTBEHHOM0 OpraHa, opraHa MeCcTHOro CaMoyrpaB/ieHUs Bnpase

BECTM YYeT ucCnosb3oBaHuUsA 6naHkoB. B 3ToM ciyyae B WHCTPYKUUM MO [Oen0Npou3BOACTBY
yCTaHaBINBAOTCS:

e noapasneneHue (paboTHMK), OTBEYaOLLUA 3a BefeHWe yyeTa MCrnonb3oBaHusA 6naHKoB
DOKYMEHTOB;

e (hopMa XypHana y4yeTa 61aHKOB;
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* MOPAAOK BblAa4yn G/AHKOB B CTPYKTYpPHble MOApa3AefieHUsi roCynapCTBEHHOro OpraHa,
opraHa MecTHOro camoyrnpaBJ/ieHUs, BO3BpaTa U YHUYTOXEHUS UCMTOPYEHHbIX B/1aHKOB.

3.3.3. O6wue TpeboBaHUA K USFOTOBJIEHUIO O,OKYMEHTOB

NHCTpyKUMein no  [Oenornpou3BOACTBY  OCYyJapCTBEHHOro  oOpraHa, opraHa  MecCcTHOro
CaMoynpaBJieHUs YCTaHaB/IMBAKOTCA pa3Mepbl CAyXKebHbIX Moseil Ha [OKyMeHTe, npaBuna
HyMepauun CTPaHUL, OOKYMEHTA, FrapHMUTYypa (FrapHUTYPbI) WPUEHTOB, MEXCTPOYHbLIE MHTEPBabI U
npyrve ocobeHHOCTM BHelHero oopMieHns AOKYMeHTa.

B cootBeTcTBUM ¢ TOCT P 7.0.97-2016 cny>xebHble Mosid Ha AOKYMeHTe O0JIKHbI 6bITb He MeHee?!:

e 20 MM - neBoOE;

e 20 MM - BEpXHee;
e 20 MM - HUXXHEE;
e 10 MM - npagoe.

B nmpoekTax 3akoHoAaTeNibHbIX aKTOB, akToB [lpe3mpgeHTa Poccuinckon ®Pepepaunmm (yKasos U
pacnops>xeHun), akToB [lpaButensctBa Poccunckon  depepaunnm  (MOCTAHOBAEHMA U
pacrnopsXXeHuin) ycTaHaBJAMBAlOTCSA MoJs, B COOTBETCTBUM C MOPAAKOM MOArMOTOBKWM YKa3aHHbIX
akToB (cM. pa3gen 3.3.5.).

NHCTpyKUMen no [enornpou3BOACTBY MOXeT ObiTb MNpeaycMoTpeHa BO3MOXXHOCTb CO3[aHUS
0OKYMEHTOB Ha nnLeBoi n 06opoTHOIM cTopoHax NncTa. Mpu BYCTOPOHHEM CO34aHUN OOKYMEHTOB
LUNPUHA JIEBOFO MOJIS Ha JINLLEBOW CTOPOHE JINCTa M MpaBoro nossi Ha o6opoTHOW CTOPOHE NnCTa
0OJ/KHbI ObITb PaBHbI.

Mpwn co3paHUM OOKYMEHTa Ha OBYyX W 6onee cTpaHMUax BTOPYK M nocsepylolme CTpaHuub
HymepyloT apabckumm uundpamMm nocepeaniHe BepxHeEro nond Jamcta 6e3  kKakux-nnbo
OOMNONIHUTENbHbIX 3HAaKOB (TUpe, AeUCOB: - 3 -) WX C/IOB «C.», «CTP.» (CTpaHuuUa).

FOCT P 7.0.97-2016 ycTaHOBMEHO, YTO OJ19 CO3[4aHUSA AOKYMEHTOB HeobxoAMMO MCMNonbL30BaTbh
cBoboaHO pacnpocTpaHsaeMble 6ecnnaTHble WPUdThI pa3mepoB Ne 12, 13, 14281 370 ponxeH 6bITb
WpUT, SBASIOWNIACA METPUYECKNM aHasloroM rapHuTypbl Times New Roman, obnagatowmn
CNefyoLWMMN XapaKTepucTukKamm: WpUET ¢ 3acedkamu (serif), nponopunoHanbHbINR,
TPagMUMOHHOIO HaYepTaHns, Aenosoro ctuns. MNpn coctaBneHun Tabauy MOryT MCNOJSIb30BaTbLCA
wpngTbl Ne 10, 11, 12.

Ncnonb3yemasa ons co3gaHus 4OKYMEHTOB FrapHUTYpa WpudTa O0/KHa:
e peasin3oBbIBaTb Habop CUMMBOJIOB NATUHCKOTO U KUPWUIJINYECKOro andgaBUTOB, a TaKXe
angaBUTOB rOCYAapCTBEHHbIX A3bIKOB pecnybnuk B cocTaBe Poccuitckon depepaumn w

MHbIX $3bIKOB HapofoB Poccuiickoir ®depepauun, onpenensieMblXx 3aKoHOA4ATeSbCTBOM
pecny6ank;

e pacnpocTpaHaTbCA NpaBoobnagaTesnemM Ha OCHOBE NMPOCTON (HEUCKIOYNTENBHOWN) NNLLEH3MN,

Page 16 of 193



MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

COOTBETCTBYylOWEN TpeboBaHMAM 3akoHomaTenbcTBa Poccuiickonm depepaunm wu
npenoCcTaBAAOLWEN HEOTPAHNYEHHOMY KPYry auu Ha 6e3B03Me34HON OCHOBE Ha BECb CPOK
OENCTBUS WUCKOYUTENbHBLIX MpPaB Ha FapHUTYpbl WpPUGTOB MNpaBa Ha WCMNOJIb30BaHUE,
pacnpocTpaHeHue, BOCMpou3BefeHne U MOAU(UKALMUIO TFapHUTYP WPUEPTOB Ha BCen
TeppuTopun Poccnnckon ®epepaunm 6e3 Kakux-nmbo orpaHnYeHun.

Mpn NOArOTOBKE TEKCTOB [OKYMEHTOB WCMO/b3yeTcsa ab3auHbli OTCTYM, paBHbin 1,25 cM.
3aronoBKM pasnesioB U noapasfesioB nevyaTaroTca ¢ ab3auHbIM OTCTYNOM UK BblpaBHMBAOTCA MO
LeHTpY.

AB3auUHbIA  OTCTYN WCNOJNb3YyeTCA TONbKO MPU W3FrOTOBJEHUM TEKCTa [OOKYMEeHTa, HO He
npUMeHsieTca npu OQOPMIEHUN PEKBU3NTOB. PEKBM3UTbI [OKYMEHTA: 3arosioBOK K TEKCTY
(opopmMmnsiembin cneBa nMoA peKBU3MTamum BnaHkKa), OTMETKa O MPUJIOXKEeHUN, MOANUCb, OTMeTKa 06
WUCMOJIHNTENE), a TaKXe 3akK/lynTenbHas 3TuKeTHaa ¢dpa3a «C yBaXKeHWeM,» rnevyaTalTCs
HernocpeaCcTBEHHO OT rpaHuLbl JIEBOro Moas.

TekcT ookyMeHTa, B cooTBeTCcTBUM € TOCT P 7.0.97-2016, nevyaTaeTcsa 4yepe3 1-1,5 MeXXCTPOYHbIX
nHTepsana®l 3To o3HayvaeT, 4TO NPM CcOCTaBNEHUMN JOKYMEHTOB MOXET UCMONb30BaThLCS
MEXCTPOYHbIN NHTepBan (Npoben) ot ogHoro Ao 1,5. MNpun NoAroToBKe LOKYMEHTOB B TEKCTOBOM
pedakTope MeXCTPOYHbIN Npoben MoXKeT BbiTb YCTAHOBJIEH B peXXuMe «MHOXUTENb» U N3MEPSATLCH
BesIMYMHamMu B npomexyTtke oT 1 go 1,5.

MHOroCTPOYHbIE PEKBM3UTLI MEYaTalOTCs Yepe3 OAUH MEXCTPOYHbIA MHTEpPBaJ, COCTaBHbIE YacTu
peken3nTos™! oTpenaTCa NONONHUTENbHBIM UHTEPBAJIOM.

Ecnn OOKYMEHT roToBUTCA AN1A U3gaHna C yMeHblLUeHNeEM MacwTaba, TeKCT nevyaTaeTcs vyepes 2
MEeXCTPOYHbIX MHTEpPBAaJa.

WHTepBan Mexay 6ykBaMu B C/1I0BaX - 0ObIYHbINA, MHTEPBAN MeXay CIoBaMun - oauH npobent?2l,

CobniogeHne paHHbIX MonoxeHun obecrnedmBaeT 3ProHOMMUYHOCTb MNpw pa60Te C TeKCTOM
ONOKYMeHTa.

DNEeKTPOHHbIE AOKYMEHTbI FOCYapCTBEHHOIrO OpraHa, opraHa MecTHOro camoynpaB/ieHNs A0 KHbI
co3paBaTbCca B (popMaTax, obecneymBalOWMX AayTEHTUYHOCTb, OOCTOBEPHOCTb, LIENIOCTHOCTb W
HEN3MEHHOCTb 3/1eKTPOHHbIX JOKYMEHTOB, MPUrOAHOCTb UX A/ UCMOJIb30BaHUS.

MporpaMMHoe obecnevyeHne TEKCTOBbIX M TabANYHbIX PEeAAaKTOPOB, UCMOJIb3yEMbIX O CO3AAHUSA,
peNakTUPOBaHUA N COXPaHEeHUs [OKYMEHTOB, [O/KHO obecneunsaTb?H:

* CcOo3[aHVe IeEKTPOHHbLIX TEKCTOBbLIX JOKYMEHTOB, B TOM Yucse B popMmatax Open Document
Format n Office Open XML (OOXML, DOCX);

* OTKpPbITME CYLECTBYOLWMNX INEKTPOHHbLIX TEKCTOBbLIX LOKYMEHTOB, B TOM 4ucCsie B hopMaTax
Open Document Format n Office Open XML (OOXML, DOCX);

* COXpaHeHne 3NeKTPOHHOro TEeKCTOBOro MAOKyMeHTa B dopMaTax, noaaep)XMBaembix
nporpaMMHbiM obecrnedyeHuem, B ToM 4ucne B copmaTax Open Document Format, Office
Open XML (OOXML, DOCX) u Portable Document Format (PDF);

e CO3[aHNe HOBbIX 3JIEKTPOHHbIX TabnM4YHbIX OOKYMEHTOB, B TOM 4yucjae B dopMaTax Open
Document Format n Office Open XML (OOXML, XLSX);
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e OTKpPbITME CYLLECTBYIOLIMNX 3IEKTPOHHbIX TabANYHbIX JOKYMEHTOB, B TOM 4Yncae B hopMaTax
Open Document Format n Office Open XML (OOXML, XLSX);

e coxpaHeHue Tabnuy B hopmaTax, Nogaep)KMBaeMblX NporpaMmMmHbelM obecrneyeHnem, B TOM
yucne B ¢opmaTtax Open Document Format, Office Open XML (OOXML, XLSX) u Portable
Document Format (PDF).

MporpamMMHoe obecneyeHne, UCMONb3yeMoe A1 CO34aHUA IJIEKTPOHHbLIX OOKYMEHTOB B hopMaTe
Portable Document Format (PDF).

Qannbl  3NEKTPOHHbLIX AOKYMEHTOB W 3JIEKTPOHHbLIX KOMUA [OKYMEHTOB, NepefaBaeMblX
nocpeacrsoMm M3[00O, Cc BHeApeHHbIMU Trpapu4ecKMMU 31eMeHTaMn pPerncTpaunoHHbIX OaHHbIX
(maTbl AOKYMEHTa 1M pPerncTpaumMoHHOro HomMepa AOKYMeHTa) U OTMeTOK 06 3N1eKTPOHHOW noanucu

[O/DKHbI UMeTb chopmaT PDF/A-1122,

SNeKTPOHHblE [OKYMeHTbl, CO3[aBaeMble B roCyLapCTBEHHOM OpraHe, COCTOAT M3 KOHTEeHTa
(conepaHus) 1 MeTagaHHbIx?2.,

O6s3aTeNnbHON COCTAaBHOM YaCTblo MeTafaHHbIX ABAAIOTCA AaHHble, PUKCUPYEMbIE B 3IEKTPOHHOMN
perncTpaunoHHON KapToyke AOKYMeHTa (fanee - IPK).

3.3.4. OcbopMneHue peKBU3UTOB O,0KYMEHTOB

Mpasunamu oenonpousBoAcTBa (MYHKT 2.7.) yCTAHOBJ/IEHO, YTO COCTaB PEKBU3UTOB AOKYMEHTOB,
Co3[aBaeMblX B roCyJapCTBEHHOM OpraHe, opraHe MeCTHOro CaMoyrnpaBJlieHuUs, npasuia Wux
0hOopMIIEHUNS, pa3Mepbl CNY>XeBHbIX Nosien Ha AOKYMeHTe 1 TpeboBaHUS K CO3JaHUI0 LOKYMEHTOB
yCTaHaB/NBAOTCA WHCTPYKLUMEN NO [AeNonpou3BOACTBY rOCYy[apCTBEHHOrO oOpraHa, opraHa

MeCTHOro caMoyrpasJieHUs B COOTBEeTCTBUM € nosioxxeHuamm FOCT P 7.0.97-2016.

MNepeyeHb PEKBU3UTOB, WUCMOJIb3YEMbIX MPWU MOArOTOBKE AOKYMEHTOB, onpenesieH B pa3nene 4
CTaHpapTa:

01 - repb6 (FocypapcTBeHHbIn repb Poccuiickon ®Pepepauunn, repbd cybbekTa Poccuinckon
®epepauun, repb (repaibanyecknil 3HaK) MyHULMNanbHoro obpasosaHus); [6]1%4

02 - ambnema; [B]

03 - ToBapHbLIN 3HaK (3HaK 0B6CNYXNBaHMNSA); (61!

04 - ko4 OpMbl LOKYMEHTAa;

05 - HanMeHoOBaHWe opraHM3aunun - aBTopa LOKYMeHTa; [Bb]

06 - HanMeHoBaHWe CTPYKTYPHOro noapa3snesieHns - aBTopa A0KyMeHTa;[b]
07 - HanMeHoBaHWe OOJ/IKHOCTUY LA - aBTopa AOKyMeHTa; [B]

08 - cnpaBo4Hble gaHHble 06 opraHm3saunm; [b]

09 - HaumeHOBaHMe BUAa AOKYMeHTa; [B]

10 - paTa AoKyMeHTa; [<]

11 - perncTtpaunoHHbIN HOMep OOKYMeHTa; [<]

12 - ccblIKa Ha perucTpaunoHHbIN HOMEpP 1 AaTy NOCTYNMBLUEro AOKYMeHTa; [<]
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13 - mecTO cocTaBsieHUs (M3gaHus) ookymeHTa; [Bb]
14 - rpud orpaHNYeHusa OocTyna K LOKYMEHTY;
15 - appecar;

16 - rpuc yTBEPXKAEHUSA LOKYMEHTA;

17 - 3aronoBOK K TEKCTY;

18 - TeKCT OOKYMEHTa;

19 - oTMeTKa 0 NPUNOXKEHUHU;

20 - rpud cornacoBaHna LOKYMEHTa;

21 - Bu3a;

22 - noanuce;

23 - oTMeTKa 06 3/1eKTPOHHOI MOAMNMUCK;

24 - nevaTs;

25 - oTMeTKa 06 ncnosHuTene;

26 - OTMeTKa 0 3aBepeHun Konuu;

27 - OTMeTKa O MOCTYMJeHUN OKYMEHTAa;

28 - pesonouns;

29 - 0OTMEeTKa 0 KOHTpOoJiE;

30 - oTMeTKa 0 HanpaB/lieHUN OOKYMeHTa B Aeso.

[OKyMeHTbI, co3naBaeMble dyefepasibHbiM OPraHoOM UCMOJIHUTENIbHOW BJIACTU, UMET CTabuIbHbIN
COCTaB PEKBU3UTOB, X PACMOIoXEHNE U 0pOpMIIEHME.

CocTas PEKBU3SNTOB KOHKPETHOIo AOKYMEHTa ornpegendaeTcd ero smagoMm U HasHa4eHnemM.

KpoMe nepeyncrieHHbIX PekBM3UTOB, MPU MNOArOTOBKE [OOKYMEHTOB M B npouecce paboTbl C
AOKYMEeHTaM/n MOryT WCNosb30BaTbCA ApYyrne pekBM3UTbl, OTMEeTKM, Hanpumep: «Cpo4HO»,
«OnepaTnBHO», «[loONeXNT BO3BPaATYy» 1 ApP.

Mpn nogroTtoBke pa3gena WHCTpykKuuun no [enonpousBOACTBY, YCTaHaBAMBAlOWEro MNOPSAAOK
ohopMNEHNA PEKBU3NTOB AOKYMEHTOB, PEKOMEHAYETCA OCHOBbIBaTbCA Ha lNMpaBuiax odopMaeHus
PEKBN3NTOB [OOKYMEHTOB B FOCYyOapCTBEHHbIX OpraHax, OpraHaxX MEeCTHOro caMoynpaBJieHUS
(MpunnoxxeHue Ne 3 K HacToAWMM MeToONYECKUM PEKOMEHAALUNAM).

3.3.5. Mpouepnypa NoAroToBKU AOKYMeHTa

B cooTBETCTBUN C NYHKTOM 2.9 MpaBunn oenonpon3BoACTBa NPOEKTblI 4OKYMEHTOB, NOAIOTOBJIEHHbIX
rocygapcrtBeHHbIM opraHom, opraHomMm MeCTHOIro CamMmoyrnpaBJieHUsd, nognexxat cornacosano@l.
CocTaB OOJIKHOCTHbLIX NnL, cornacywowmnx npoekKT JOKYMeHTa, onpenensdaeTca CTPYKTYPHbIM
noapasaesieHnem - NCnoJiHnTeneMm.
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CornacoBaHve nMpoeKkTa [OKyMeHTa B TOCyJapCTBEHHOM OpraHe, oOpraHe MeCTHOro
camoynpaBJsieHns oopMaseTcs rpudoM cornacoBaHusa (Npu BHELUHEM COrjlacoBaHUM) UM BU3OW
(Mpw BHyTpeHHEeM corsiacoBaHunm).

pnd cornacoBaHMsa oopmMsgeTCd B COOTBETCTBUN C MYHKTOM 19, a BM3a - B COOTBETCTBUU C
MYHKTOM 20 npuno>xeHus Ne 3 K HacTosAWwMM MeToaAn4YeCcKnm pekoMeHOoaunam.

PeweHne o cornacoBaHum NpoekTa OOKYMEHTa, CO34aHHOIro B roCyAapCTBEHHOM OpraHe, opraHe
MEeCTHOro camoyrnpaB/ieHUs C OPYrUMMW roCyfapCTBEHHbIMWU OpraHaMu, opraHamm MeCTHOro
CaMoynpaBieHunsa, opraHn3aunaMmn MOoXXeT 6bITb OCbOpMJ'IeHO MNCbMOM UJIN OTPa>XeHO B NpPOTOKOoJie
3acefaHns KOOPAWHALMOHHOINO WM COBelWaTeslbHOro oOpraHa, B 3TOM CJlydyae B rpudge
CorslacoBaHusl YyKa3blBaeTCs HaWMEHOBaHME TrOCYyJapCTBEHHOro0 OpraHa, OpraHa MecCTHOro
caMoynpaBieHUsl, KOOPAMHALIMOHHOIO WX COBELlaTe/lbHOro OpraHa CorjlacoBaBLUEro MNpPOeKT
OOKyMeHTa, AaTa U perncTpaumoHHbIn (Mcxogawmin) HoOMep NMCbMa WM gata U HOMep NPOTOKOa.

|_|pVI HaM4nMn HECKOJIbKUX COornacyrownmx WHCTaHUWUN npm BHEWHEM N BHYTPEHHEM COrj1aCoBaHUN
OTMETKN O cCorjacoBaHunn (FpVICpr corjslacoBaHus, BWU3bI) MOryT 6bITb ohopMneHbl Ha ucTe
cornacosaHun4.

CornacoBaHue MNPOEKTOB [OOKYMEHTOB MOXET MpOBOOAUTLCA B 3/1eKTpoHHOM Buge B C3M. lo
3aBeplieHun npouenypbl 3JEKTPOHHOrO CorslacoBaHWs B C/ydae, €ClIn  OOKYMEHT umeet
ONNTENbHLIN CPOK XpaHeHus (cBbie 10 neT) v noanexxut noanucaHuntio (yTBEPXKOEHUWD) U
nocjsienyouwemMy xpaHeHUto Ha ByMa)KHOM HoCcuUTese, JINCT COrflacoBaHMs, pacneyaTaHHbIn n3 C3[,
npunaraeTca K OOKYMEHTY W COCTaB/sS€T €ero HeoTbeMJIEMYK YacTb. JINCT corsacoBaHus
3aBepsieTcs noaAnucebio paboTHuka Cny>xkbbl Aen10npon3BoAcTBa (Ae10Npon3BOANTENS CTPYKTYPHOMO
noapas3aeneHna-ncrnosiHNTENs), C yKa3aHWeM AaTbl ero GOpMUPOBaHNSA U HAMMEHOBAHUSA CUCTEMBI,
B KOTOPOM NPOBOANNOCH 3/IEKTPOHHOE COr/lacoBaHMme.

MoAroToB/fieHHbIE, OKOHYATEeNbHO OQOPMJIEHHbIE U COrJlAaCOBaHHbIE MPOEKTbl [JOKYMEHTOB
NOAMUCLIBAOTCA (yTBEp)XXOaloTCsA) PYKOBOAMTENIEM [OCYAapCTBEHHOro oOpraHa WM UHbIM
YMOJIHOMOYEHHbLIM UM JO/IKHOCTHBLIM JINLIOM. B yCTaHOBNEHHLIX 3aKOHOAATE/bCTBOM CJlyyasax
NOAMUCb AOJIKHOCTHOIO NMLUA Ha [OOKYMEHTe 3aBepseTCcs MnevyaTblo rocyJapCTBEHHOrO OpraHa,
opraHa MecTHOro camoyrnpaBJieHus.

B cooTBeTcTBUM C NyHKTOM 2.10 MNpaBun AenonpomnsBoACcTBa AOKYMEHTbI Ha ByMa)kHOM HocuTerne
noanucbIBaloTCA COBCTBEHHOPYYHOW MOAMUCLID PYKOBOOUTENSA roCyfapCTBEHHOro opraHa, opraHa
MECTHOIro CaMoyrnpaB/€HUS UM MHOFO YNMOJIHOMOYEHHOI 0 AOJIXKHOCTHOrO nnua. CobCcTBEHHOPYYHas
MOAMUCH LOJ/DKHOCTHOrO NMua Ha AOKYMeHTe ogopMseTcsas B COOTBETCTBUM C MNyHKTOM 21
npunoxxeHusa Ne 3 K HacToAWMM MeToONYECKUM peKoOMeHauunsM.

DNEeKTPOHHble [OKYMEeHTbl MNOo4MNUCLIBAlOTCA 3/IEKTPOHHOM MOAMUCBIO B COOTBETCTBUM C
depnepanbHbiM 3akoHOM OT 11 anpensa 2011 r. Ne 63-®3 «O6 371eKTPOHHOMN NOAMNUCK» N NHBIMU
HOPMaTMBHbIMI NPaBOBLIMU akTaMu Poccuiickoin Pepepauunti.,

B cooTBeTcTBMM C NyHKTOM 2.11 [lpaBun [enonpou3BoACTBa Ha AOKYMEHTaX, MoJyYatoLmnx
IOPUANYECKYIO CUY B pe3yJibTaTe yTBEPXAEHNS, 0DOpMASieTCa Fpud yTBepXaeHNs. YTBEP)KAEHNIO
noasieXxxaT HOPMaTUBHbIE MPABOBbIE aKTbl (MpPaBuUa, NONIOXKEHUS, UHCTPYKLUMW, periameHTbl U ap.),
BHYTPEHHNE HOPMaTUBHbIE aKTbl FOCYAapCTBEHHOr0 OpraHa, opraHa MecTHOro camoyrnpaBfieHUs, a
TakXXe [OOKYMEHTbl OJIMTENbHOro AEACTBMS (MNaHbl, NPOrpamMMbl, OTHETbl O WX BbIMOJIHEHUN U
HeKoTopble Apyrue AOKYMeHTbl). [JoOKyMeHTbl YTBEPXXAAOTCS MPaBOBbIM aKTOM (MOCTAHOBJIEHNEM,
YyKa30M, MpUKa30oM, pPacropsi>KeHneM) Uan HernocpencTBEHHO PYKOBOAUTENIEM rocygapCTBEHHOro
opraHa, opraHa MecTHOro CamMoyrnpaBJIEHNS UM UHBIM YNOTTHOMOYE€HHbLIM UM OO0/KHOCTHBIM JINL,OM
nocpencTBOM NPOCTaBsIeHUA COBCTBEHHOPYYHOW NOANUCY B FpUde yTBEP)KAEHUS.

Mpuc yTBEP>KOEHUSA OWOPMIIAETCA B COOTBETCTBUN C MYHKTOM 15 npunoxxeHmns Ne 3 K HacToAWMM
MeToOoun4YeCcKuM peKoMeHaaunamMm.

MpuMepHbIN NepedeHb yTBep)XAaeMblX JOKYMEHTOB npueseneH B npusoxeHun Ne 4 K MeTognyecknm
pekoMeHpauusaMm.
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B cooTBeTcTBMM C MNyHKTOM 2.12 [lpaBui Oenonpou3BoAcTBa B HeobxoouMbIX Cly4dasax
cobCTBEHHOPYYHAasA MOAMUCbL PYKOBOAUTENA T[OCYAApCTBEHHOr0 OpraHa, oOpraHa MecCTHOro
caMoynpaBi€HUSA UM UMHOMO YNOJIHOMOYEHHOr0 UM NMUa 3aBepseTCs nevyaTblo rocygapCTBEHHOro
opraHa c BocnpousBegeHueMm [ocypapcTBeHHoro repba Poccuiickon ®epepaumn wnnm repba
(repanbanyeckoro 3Haka) cybbekTa Poccuiickon ®egepaumnn nnm repba (repanbanyeckoro 3Haka)
OopraHa MeCTHOro camoynpassieHus). NMpuMepHbLIN NepeyYeHb AOKYMEHTOB, 3aBepseMblX MNevyaTblo
rocynapCTBEHHOro opraHa, opraHa MeCTHOro camoyrnpaBJieHUst NpueBeneH B nNpuaoxxeHmm Ne 5 K
HacTosAWwMM MeToON4YeCKMM peEKOMeHOaLNaM.

3.3.6. CocTaB AOKYMEHTOB, OOpa3ylowmxcsa B AeATeJIbHOCTHU
rocynapcTBeHHOro opraHa, opraHa MeCTHOro caMmoyrnpasJieHuUs

MyHKTOM 2.13 MNpaBun genonponsBoacTBa YCTaHOBJIEHO, YTO 0COHEHHOCTN NOArOTOBKM OTOE/bHbIX
BMOOB AOKYMEHTOB YCTaHaB/IMBAKOTCA WMHCTPYKUMEN MO OeN0oNpOn3BOACTBY rFOCYAApPCTBEHHOIO
OopraHa, opraHa MeCcTHOro camoynpasJsieHnsa. NHCTpyKumen no Aesonpon3BOACTBY AO/KEH ObiTb
onpegesieH NOpPsSAAOK NOAMOTOBKU MPOEKTOB 3aKOHOOATEesIbHbIX U UHbIX HOPMATUBHbLIX MPaBOBbIX
aKTOB, B COOTBETCTBMM C TMMOJIHOMOYMAMU TOCYOapCTBEHHOrO oOpraHa, opraHa MeCTHOro
camoyrnpaB/ieHUs, onpegesieHHbIMU MOJIOXKEHMEM O HeM, a TakKXe TMopsaaoK noaroTOBKU
opraHu3auMoOHHO-pacnopsaanuTesibHblIX  OOKYMEHTOB, CO3[4aBaeMbiXx B  Uenax peanusayum
MOJIHOMOYMNIA FrOCYyAapPCTBEHHOIO OpraHa, opraHa MecTHOro caMoynpaBieHNA N AOJIKHOCTHbIX SN,

B uensx peryaMpoBaHusi OesTeNbHOCTU FOCydapCTBEHHOro OpraHa, opraHa MeCTHOro
CaMOoyrnpaBJieHNsl, OpraHM3auun BbIMOJIHEHUS FOCYOAPCTBEHHbIX (MYHUUUMANbHBLIX) (QYHKUUA W
NpefoCcTaB/NeHNss roCYyAapCTBEHHbIX (MYHUUUMANbHbLIX) YCAYyr, YMNpaBieHUs roCyOapCTBEHHbIM
(MyHUUMNANbHBIM) UMYLLECTBOM W pPEeLIeHUs WHbIX 3a[ay, YCTAHOB/EHHbIX deaepanbHbIMN
3aKOHaMu (3akoHamu cybbekTa Poccuiickonn depepaumn) U MHbIMA HOPMATUBHBLIMA MPABOBbLIMU
aKTaMu, onpegenswowmMMn [esaTeNbHOCTb rOoCYyAapCTBEHHOr0O oOpraHa, opraHa MeCTHOro
caMoynpaBJieHNsl roCyfapCTBEHHbIA OpraH, opraH MecTHOro camoyrnpaBfieHUs B npepesiax CBoewn
KOMMNeTeHuMn nspaeT:

* NpaBoBble aKTbl B (JOpMe MOCTAHOBJIEHUN, pPeLleHNN, NPUKasoB, MPaBuJl, MOJIOXKEHUNA,
WHCTPYKLUMWIA, pernaMeHToB, agMUHUCTPATUBHbLIX Perl1aMeHTOoB, O0/KHOCTHbLIX PErJlaMeHTOB,
nopsiAKoOB U Ap.;

e NHOMBMAOYaAJIbHbIE MPaBOBble aKTbl (pacnopsaauTenbHble OOKYMEHTbI) B dOpME MPUKA30B,
pacrnopsXXeHui;

® JlIOKaJlIbHble HOPMATUBHbIE aKThbl, U30aBaeMble B hopMe MOJIOXKEHUN, npaswun, I/IHCprKLI,I/II?I,
pernamMeHTOoB, NOPAAKOB U APYIrnX OOKYMEHTOB,;

* MPOTOKOJIbl 3aCefaHN (KOOPANHALMOHHBIX, COBELATENIbHbIX, METOANYECKNX, SIKCMEPTHbLIX 1
OpYyrux opraHos);

* NHMOPMALMNOHHO-aHA/IMTUYECKME [OOKYMEHTbl B ()OPME aKTOB, aHaJMTUYeCKUX =
NH(OPMALMOHHbBIX CMPaBOK, AOKJAAHbIX U CAy>XebHbIX 3amnucok, AeNnoBoun (cny>xebHoin)
nepenuckn n ap.

B 3aBUCMMOCTM OT KOHKPETHLIX 3a[a4y yrnpaBneHUs B AesATeSIbHOCTU rocyAapCTBEHHOro opraHa,
opraHa MeCTHOro camoyrnpaBJ/leHMa CO34alTCsa Apyrve BUAbl LOKYMEHTOB: MJaHbl, MPOrHO3bI,
nporpamMmbl, OTYETHI U Ap.
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B ycCTaHOBJ/IEHHbLIX 3aKOHOAATENbCTBOM CJ/yvasxX rOCYydapCTBEHHbIA oOpraH, OpraH MecCcTHOro
CaMoyrnpaBieHUsI MOXeT W34aBaTb [OOKYMEHTbl COBMECTHO C ApPYyrMMM opraHaMmu BJlacTU Mo
BOMpPOCaM, MpeacTaBfsAloWNM B3aUMHbIA MHTEpPeC N BXOASWMM B KOMMEeTeHuuto obenx CTOpPOH.
Takne akTbl 0popMAAITCA N NYBANKYIOTCA KakK e4UHbIA LOKYMEHT (MpuKa3s, MPOTOKOJ, NOJI0OXKEHMe,
0enosoe NUCbMO 1 Aap.).

3.3.7. NoaroroBKa NMPOEKTOB 3aKOHOAATEeJIbHbIX U UHbIX HOPMAQTUBHbIX NMPaBOBbIX aKTOB

CncteMa npaBOBbIX aKTOB, M3faBaeMbiX (NpMHUMaeMblx) denepanbHbLIMU FOCYAAPCTBEHHbIMU
opraHamu, rocygapCTBeHHbIMK opraHaMun cybbekToB Poccmnckon ®depgepaunm, opraHamMmm MECTHOrO
camMoynpaBJ/ieHNs, B COOTBETCTBMN C MNPefOCTaB/EHHbIMXA MM MOJHOMOYMAMU, BKJOYaeT B cebs
3aKOHbI, MHble HOPMaTWUBHbLIE MpPaBOBble akKTbl Poccuiickon depepaunn, cydbbekToB Poccuinckomn
depepaumn, MyHUUMNAasbHbIE MPaBOBbIE aKThI.

npaBOBbIe aKTbl roCygapCTBEHHbLIX OpraHoB, OpraHoB MeCTHOIo cCaMoyrpaBJieEHNA MN340al0TCA B
¢opMe HOPMATUBHBLIX MPaBOBbIX aKTOB[ﬁl N NMHONBMNAYyaJibHbIX NMPaBOBbIX aKTOB, NMPaBOBblI€ aKThbl
OpraHoB MeCTHOro caMoyrnpas/ieHNa N30alTCA B hopMe MYHULUMANIbHbIX HOPMATUBHbIX MPaBOBbIX
aKTOB U MyHMLUMMaNIbHbIX MPaBOBbIX aKTOB[&.

K HopMaTMBHOMY NPaBOBOMY aKTy NpenbsBASOTCA chefnyouwmne TpeboBaHus:

1) npuHsTUe (M3OaHMe) aKTa rocyaapCTBEHHbIM OpraHOM, OpraHOM MeCTHOro CamoyrnpaBJieHUs B
npefenax ero KoMneTeHuuy;

2) NnpuHsaTHe (M3JaHne) akTa B Nopsiake 1 no opme, yCTaHOBJIEHHbIMU 3aKOHOOATE/bCTBOM;
3) obecneyeHHOCTb peannsaunmn NPaBoBbIX NPeAnMCaHN aKTa;

4) cornacoBaHHOCTb aKTa C APYrMMU HOPMaTUBHbIMM NPABOBbLIMU aKTaMu;

5) cornacoBaHHOCTb MPaABOBbIX HOPM OHOIO M TOrO XKe akTa Mexay coboi;

6) COOTBETCTBME aKTa YCTAaHOBJIEHHbLIM NpPaBUIaM LPUANYECKON TEXHUKMN.

HopMaTuBHbIMM NPaBOBLIMU aKTaMu MOrYT ObiTb YTBEPXKAEHbI MPOrpaMMbl, Npasuia, NOJ0OXKeEHMS,
WHCTPYKUMWN, perjaMeHTbl, a TaKXe WHble [OKYMEHTbl, SBAAWMECH MPUIOKEHNAMU K
HOPMaTMBHOMY MPaBOBOMY aKTy W €ro HeoTbeMJIEMbIMW COCTaBHbIMW 4YacTaMu 1 obnapatowime
pPaBHOM C HUM OPNONYECKON CUSION.

MopsaoK MoAroTOBKW, MPUHSATUS, OnMyb6/JIMKOBAHWS, BCTYMJIEHUS B CWJy, OENCTBUSA, U3MEHEHMS,
NMPU3HaHUA YTPaTUBLUUMKU CUJly U OTMEHbl HOPMATUBHLIX MPABOBbIX aKTOB pPeryjanpyeTtcs
KoHcTuTyumnein Poccuiickon ®denepauunn, deaepasbHbIMU  KOHCTUTYLMOHHLIMKA  3aKOHaMM,
henepanbHbIMU 3aKOHAMU U UHBIMW HOPMATUBHbLIMU NMPaBOBLIMM akTaMn Poccninckon denepauunm;
KOHCTUTYLUMAMN (yCTaBaMn), 3aKOHAaMN U MHLIMUA HOPMATUBHbLIMU MPABOBLIMKM aKTaMu CybbeKToB
Poccuinickon ®epepauun; ycTaBaMy MYHULUMaJbHbIX 00pa3oBaHUA M UHLIMU MYHULUMAbHbLIMW
HOPMATUBHbLIMU aKTaMMU.

MoaroTtoBka 1 oopMaEHNE MPOEKTOB 3aKOHOAaTesbHbIX akKTOB Poccuickon depepaunmn, akToB
Mpe3ngeHTa Poccnnckon depepaunn n NpasutensctBa Poccunckon denepaumnm oCyLecTBIsAeTCA
rocygapcTBeHHbIMU opraHamum, opraHammu MeCTHOro caMmoynpaBiieHus, MMerLwmnmmn
COOTBETCTBYOWME MOJIHOMOYNA, B MOpsAKe, YCTaHOBAEHHOM akTamu [pe3mgeHTa Poccumickom
depnepaumnn n NMpasuTtensctBa Poccunckonm degepauymn.

Mpwn coctaBneHun pasgena WHCTpykuum no AOenonpou3BOACTBY, YyCTaHaB/MBaloOLWero nopsanok
noaAroToBKN HOPMaATUBHbBLIX MPaBOBbIX aKTOB, YHNTbIBAOTCA MOJIOXKEHNA Ccnefyrowmnx HOpMaTUBHbIX
aKTOB N MeToANYECKNX NOKYMEHTOB!:
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e MepepanbHbii 3aKOH OT 14 uioHAa 1994 r. Ne 5-03 «O nopsaoke onybnMKoBaHMSA U
BCTYNJIeHNS B Cuiy genepajbHbiX KOHCTUTYLMOHHbIX 3aKOHOB, (hefdepasibHbIX 3aKOHOB,
akToB nanaTt ®PepepanvHoro CobpaHusa» (CobpaHne 3akoHopaTesnbCTBa Poccuinckon
depnepaumnn, 1994, Ne 8, cT. 801; 2019, Ne 18, cT. 2207);

e YKka3s Npe3ngeHTta Poccumnckonm ®epepaumnm oT 2 Mas 1996 r. Ne 638 «O nopsake NnoaroToBKU
MPOEeKTOoB YKa30B8, pacnopsXXeHunn Mpe3ngeHTa Poccuinckon depepauyunm,
npegycMaTpuBalOWMX TMPUHATUE  MNOCTAHOBJIEHUI, pacnopsXeHun [llpaBuTenbCTBa
Poccuiickon ®depepaunn» (CobpaHune 3akoHopaTenbCTBa Poccuickon depepaunn, 1996,
Ne 19, cT. 2257);

e Yka3 [lpe3ugeHTa Poccunckon ®Pepepaumm oT 23 Masa 1996 r. Ne 763 «O nopsaake
onybnmMKoBaHMA W BCTYNaeHMs B cuay akToB [lpe3mgeHTa Poccuinckon Pepepaunn,
MpaBnTenbcTBa Poccminckon denepaumm m HOpMaTUBHbBIX MPABOBbIX aKTOB (enepaibHbIX
OpraHoB UCMosiHUTenbHOM BnacTu» (CobpaHune 3akoHogaTenbCcTBa Poccninckon depgepaunn,
1996, Ne 22, cT. 2663; 2017, Ne 23, cT. 3310);

e nocTaHoBNeHne lNpaBuTtenbcTBa Poccunckon Pepepaunm ot 13 asrycta 1997 r. Ne 1009
«06 yTBepxaeHun [MpaBua MOAroTOBKM HOPMaATMBHbLIX MPaBOBbIX aKTOB denepasbHbIX
OpraHoB WCMOJHUTENbLHOW BNACTU W WX TFOCYAApPCTBEHHOW peructpaunn» (CobpaHune
3aKoHogaTenbcTBa Poccuinckon dPepepaunn, 1997, Ne 33, cT. 3895; OdwumumanbHbIN
WHTepHeT-NopTaN npaBoBon nHGopmaumm (Www.pravo.gov.ru [2]), 14 okTabpsa 2020 r.);

e rnoctaHoBneHue [llpaBuTenbcTBa Poccunckon depepaumm oT 2 aBrycta 2001 r. Ne 576
«06 yTBepxaeHUn OCHOBHbIX TpeboBaHWN K KOHUenuuun un pa3paboTke MNpPOeKToB
henepasbHbiX 3akoHoB» (CobpaHue 3akoHomaTenbcTBa Poccumiickon ®Pepepaunn, 2001,
Ne 32, cT. 3335; 2015, Ne 12, cT. 1758);

e nocTtaHoBneHne lpaBuTtenbctBa Poccuimnckon Pepepaunmnm ot 30 anpens 2009 r. Ne 389
«O0 Mepax NO COBEPLUEHCTBOBAHUK 3aKOHOMPOEKTHOM [edATenbHOCTU [lpaBuTenbCTBa
Poccuiickon ®depepaunn» (CobpaHune 3akoHopaTenbCcTBa Poccuickon ®denepaunn, 2009,
Ne 19, cT. 2346; 2020, Ne 36, cT. 5618);

e rnoctaHoBneHue lpaButenbcTBa Poccuirickon depepaunm ot 26 despansa 2010 r. Ne 96
«O6 aHTUKOpPPYMNUMOHHOMN 3KCMepTu3e HOPMaTUBHbIX MPaBOBbIX akKTOB W MNPOEKTOB
HOPMaTUBHbLIX MpPaBOBbIX akToB» (CobpaHme 3akoHomaTenbCTBa Poccuinckon depepavimn,
2010, Ne 10, cT. 1084; 2017, Ne 29, cT. 4374);

* Npukas MuHuUcTepcTBa lCcTULMM Poccnnckom @epepaumm n UHCTUTYTa 3aKoHo4aTelbCTBa U
CpaBHUTeNbLHOro NnpaBoBeneHns npu MNpasutensctee Poccunckon ®epepaunn ot 10 aHBaps
2001 r. Ne 3/51 «O6 yTBEpXOEHUM MEeTOAMYECKUX MNpaBua N0 opraHm3auumn
3aKOHOMpPoOekTHOM paboThl deaepasnbHbIX OPraHOB WCMOMHUTENbHON BRacTU» (He
Hy>XOaeTca B rocygapCTBEHHON perucTpauum, nnucbmMo MwuHocTa Poccum oT 1 deBpans
2010 r. Ne 07-07-86-2001; TekCT npuka3a onybsnkoBaH He 6bin);

e npuka3 MunHucTepcTBa cTUUnM Poccuiickon depepaunmm ot 23 anpensa 2020 r. Ne 105
«06 yTBepXAeHUN Pa3bACHEHUN O npuMeHeHun [lpaBua MNOAFOTOBKU HOPMATUBHbLIX
MpaBOBbIX aKTOB hefepalibHbIX OPraHOB UCMOJHUTENbHOW BJACTU U UX FOCYyAapCTBEHHOW
peructpaunmn» (3apermctpuposaH MuHocTom Poccum 27 anpens 2020 r., peructpaunoHHbIN
Ne 58222); OchuumnanbHbIl MHTEPHET-NOPTas NPaBoBON MHGOPMaLnn (Www.pravo.gov.ru [2]),
27 anpenga 2020 r.);
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e MeToan4Yeckne pekoMeHgauum no pULNKo-TeEXHNYECKOMY O0QOPMIIEHNIO 3aKOHOMPOEKTOB
(HanpaBneHbl nmMcbMmoMm AnnapaTa [locygmapcTBeHHon [ymbl PepepansHoro CobpaHus
Poccuiickon ®epepaunm ot 18 HosA6pA 2003 r. Ne BH2-18/490).

Mpyn NoAroToBke AOOKYMEHTOB W MPOEKTOB aKTOB, npeacTassseMblx [lpe3naoeHTy Poccuinckon
QPepnepaumn un B [lpaButenbctBo Poccuinckon ®depepaunn, yuduTbiBatloTCca TpeboBaHus,
YCTaHOBJIEHHblE COOTBETCTBYOWNMN WNHCTPYKUUAMU MO LesIoNpOuU3BOACTBY B AOMUHUCTPaLUN
Mpe3upgeHTa Poccuitickon ®epepauun n B AnnapaTe MpaBuTenbcTBa Poccuitckoin Pepepaunnt2.,

MpaBuna nNoAroToBKM W npeactaBnenHma B [paButensctBo  Poccuinckon degepaunn
3aKOHOMPOEKTOB, NOAFOTOBKN MPOEKTOB akToB [lpe3mpaeHTa Poccunckon degepauuvu, NMpPOEKTOB
akToB [paBuTtenscTBa Poccnnckom depepaunm npencraBseHbl B NpuioXKeHnsax Ne 6-8 K HaCToALWwmMM
MeToonYeCKUM peKoMeHOaLnsaMm.

[ocypnapcTBeHHble oOpraHbl, OpraHbl MeCTHOro CcaMmMoynpaBJieHUsa, WX LOOJDKHOCTHble nuvua
pa3pa6aTb|Bar0T n NPpNUHNUMalOT HOPMaTUBHbIE MPaBOBbLIE aKThbl B Nnpegenax CBOEN KOMMNETEHLMNN.

FfocypapCTBeHHbIM OpraH, opraH MECTHOro CaMoyrnpaB/ieHUs WUMeeT MNpaBO Ha WU3gaHue
HOPMaTUWBHbIX NPaBOBbIX aKTOB TOJIbKO ornpeneneHHbIX BUAOB (YKas, MoCTaHOBAEHMe, MPpUKas 1 4p.),
3akpenfeHHoe B KoHcTuTyuum Poccnnickon ®epepaunn, denepanibHOM 3aKoHe, 3aKoHe cybbekTa
Poccuiickon ®depepaumm, HOpMaTUBHOM NMPaBOBOM akTe OpraHa MeCTHOro camoynpas/ieHns, NHOM
HOPMaTMBHOM MPABOBOM aKTe W TOJIbKO MO TeM BOMPOCaM, peryJnpoBaHuMe KOTOpPbIX BXOAUT,
COOTBETCTBEHHO, B KOMMETEHLWNIO rocyapCTBEHHOINO OpraHa, opraHa MecTHOro caMoyrnpaB/ieHUS.

MpoeKkT HOPMATUBHOIO NPABOBOr0 akTa (JaJiee - NPOEKT aKTa, MPOEKT) MOXXEeT bbiTh pa3spaboTaH
Kak:

* HOBbI/ HOPMaTUBHbLI/ MPaBOBOW aKT;

* 3MeHeHNe HOPMaTWMBHOIO NMpPaBOBOIro akKTa.

MpoekT HOpMaTMBHOIrO MPaBOBOIr0 akTa MOAJIEXXMUT COrJlacoOBaHMIO C 3aUHTEpPeCcoBaHHbLIMU OpraHamMu
(opraHusaumsammn), ecnm Takoe corsacoBaHMe MpenycMOTPEHO 3akKoHO4aTeNbCTBOM PocCCUNCKON
depnepaumn, 3akoHogaTenbCTBOM cybbekToB Poccuinckon depepaumn, OpraHoB MeCTHOro
camoynpaBfieHus.

CornacoBaHve MNpoeKTa HOPMATMBHOIO MPABOBOr0 akTa MPOBOAUTCS OAHUM U3 CleayoLWmX
cnocobos:

1) BblpakeHMe B MUCbMeHHOW opmMme cornacusa ambo Hecornacmsa opraHa (opraHum3auunm) c
COOTBETCTBYIOLLUM MPOEKTOM HOPMAaTMBHOIMO MNpPaBOBOro akTa C OBOCHOBaHMEM WMEOLMXCS
3aMedYaHuin N NpennoXXeHunn;

2) BM3UpOBaHMEe PyKOBOAUTENEM opraHa (opraHusauum) NpoekTa HOPMaTMBHOIMO MPaBOBOrO aKTa
(Mpy HanM4YunM 3amMedaHun U NpepsioXKeHnnm - nx obocHoBaHME C MPUSIOXKEHMEM MnpeplaraeMon
pefakunn NnpoeKkTa HOPMAaTMBHOIO aKTa UK ero OTAESIbHbIX MOJIOXKEHWA).

CornacoBaHue NMPOeKTa HOPMATUBHOIO MPaBOBOIro akTa NMpom3BoaANTCA B CPOKW, YCTaHOBJIEHHbIE,
COOTBETCTBEHHO, 3aKOHaMN N NHbIMN HOPMAaTUBHLIMU MPaBOBbIMN aKTaMW Poccuiickon depnepauun,
3aKOHaMn " WNHbIMMW HOPMaAaTUBHbLIMW MPaBOBbIMW aKTaMW Cy6'beKTOB Poccunckon depnepauun,
MYyHUUnnanbHbIMN HOPMaTUBHLIMU MPaBOBbIM aKTaMW.

HopMaTuBHbIM NMPaBOBON aKT A0JKEH coaep)XaThb:
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1) yka3aHune Ha popMy (Bua) akTa;
2) HanMeHoBaHMe (3aronoBOK), B KpaTKon chopme obo3HavaloLLee NpegMeT peryampoBaHus,;

3) noanucb JAvua (HaMMeHOBaHWE OOJDPKHOCTW, WHUUManbl W hamMmuaunsa), opuLmnaibHO
YMOJIHOMOYEHHOI0 NOAMNUCHLIBaTb COOTBETCTBYIOLLINIA HOPMATUBHbLIN NPaBOBON aKT;

4) paTy, MecTo NpUHATUA (M34aHNA) N HOMEP aKTa.

B cnyyae HeobxoQoMMOCTM B HOPMATUBHLIA MPaBOBOW aKT MOXET BKJ/YaTbCa npeambyna
(BBEOEHME), ONpenensoLlas ero ueam v 3agadn.

CamocTosiTeNbHbIE NPaBOBbIe NpeAnucaHns B Npeambyny (BBegeHne) He BKJIOYAOTCS.
MNpeambyna (BBeAeHUe) He HOPMUPYET NpeaMeTa PeryampoBaHUs akTa U He HyMepyeTcs.

OCHOBHas 4aCTb TEKCTA 3aKOHOMPOEKTA MOXXET MoApa3AeNaTbCs Ha YacTu, pa3aenbl, Nogpasaens,
rnaBbl, Naparpadbl, cTaTb. CTaTbs MOXET MOAPA3OeNATbCA Ha YacTu, UMELLINe MNopsnKOoBble
HOMepa WM He MMeloLlMe TakKoBbIX. B 4acTsAX CcTaTbM MOryT COAEPXXaTbCS MYHKTbl U MOAMNYHKTHI,
KOTOpble MMeloT BYKBEHHYI0 UK LtpoBYyo HyMmepaLuvio 1 ab3aubl. B HeobXxoanMbIX CnyYyasx cCTaTbs
MOXXEeT MMeTb HauMeHOoBaHMe.

B MHbIX HOPMATMBHbLIX MPABOBbLIX aKTax MpaBOBble MNpeanncaHus M3naralTcs B BUAE MYyHKTOB.
MyHKTbI MOTYT NOAPa3AeNAaATbCs Ha NOAMYHKTbI.

CTaTby (NYHKTbI) 6/IM3KOM0 COAEPXXAHUSA 3HAYUTENbHbLIX N0 06beMY HOPMAaTUBHbLIX NMPABOBbLIX aKTOB
MOryT 06beanHATLCA B rnaBbl. B HE06X04MMbIX Clydasix rnaBbl MOTYT 06beANHATLCS B pa3fesbl.

TepMuHbl ynoTpebnatioTcsa B HOPMATUBHOM MNPaBOBOM akKTe B OOHOM 3HA4Ye€HUW B COOTBETCTBUU C
obLLenpuHATON TEPMUHONOINEN.

B HOpMATMBHOM MNPABOBOM aKTe€ HaMMEHOBAHWSA FOCYZapCTBEHHbIX OPraHOB, OPraHOB MeCTHOro
CaMoynpaBJieHUs, OpraHuM3auuin  yKa3biBalOTCA B  COOTBETCTBUM C  UX  OPULNAIBLHLIMA
HaVMEeHOBaHUSAMMK, MNPEfYCMOTPEHHbLIMU 3aKOHOAATENbCTBOM, YCTaBaMu, MOJSIOXKEHUSMU, WHbIMU
yypeanTesibHbIMU JOKYMEHTAMU, PELLEHNSIMM O CO3AaHNN, NEPENMEHOBAHUN U APYFMMIN NPaBOBbLIMUA
aKTamu.

CChIIKN B CTPYKTYPHbIX €4MHULLAX HOPMaTMBHOINO MPaBOBOrO akTa Ha Apyrune ero CTPYKTYpHbIe
eOVHNLbI, @ TaKXXe Ha WHble NPaBOBble aKTbl, UX CTPYKTYPHbIE eAUHULbI MPUMEHSIOTCS B ClyYasX,
Korga HeobxoAMMO rMoKa3aTb B3aMMHYIO CBA3b MpPaBOBbIX npeanncaHnin numbo wmsbexaTb
NOBTOPEHUIA.

He OONYyCKaldTCA OTCbUJIKM K HOpME, KOTOpasda B CBOK o4epenb OTCblI1IaeT K ,D,pyFOIZ HOpMe.
Ccblnkn B HOPMaTWMBHbIX MPaBOBbIX aKTaX Ha HeJJ,eI7ICTByIOLLI,I/Ie MpaBoOBble aKTbl HE OOMYCKaAlOTCA.

BHeceHne M3MeHeHW B HOPMATUBHbIA NPaBOBOM aKT, NMPM3HaHWE HOPMATMBHOIO NPaBOBOrO akTa
yTpaTUBLUUM CUJY, ero OTMEHa NPOU3BOAATCA B NOpsAKe, YCTAHOBJIEHHOM [/ MPUHATUS CaMOro
HOPMATUBHOIO NMPABOBOIro aKTa.

depepanbHble MUHUCTEPCTBA, OCYLLECTBASASA (PYHKLNMN MO HOPMATUBHO-MPAaBOBOMY perysiMpoBaHmio
B YCTAHOBJIEHHbIX cdepax A[eAaTeNbHOCTW, W34alT HOPMaTMBHbIE MpPaBOBble akKTbl. Buabl
NPMHUMaeMbIX  efepasbHbiIM  MUHUCTEPCTBOM  aKTOB  YCTaHaBAMBAlOTCSA  efepasbHbIM
3aKOHOAaTEeNbCTBOM.

depnepanbHasa cnyxba n genepanbHOe areHTCTBO He BMNpaBe OCYLWEeCTBAATb B YCTaHOBJIEHHOMN
chepe OeATesibHOCTU HOPMaTMBHO-MPaBOBOE perysinpoBaHne, KpoMe csiyyaeB, YCTaHaBIMBaeMbIX
yka3amu lNpe3ngeHTta Poccuinckon depepaumnm nan noctaHosneHmnamm NpaBntensctBa Poccnimnckon
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depepaumnn.

HopMaTuBHbIE MpaBoOBble aKTbl (hedepasibHbIX OPraHOB WCMOJIHUTENbHOM BAACTU M3OAKOTCA Ha
OCHOBE N BO WUCMOJHEHMEe eaepasibHbIX KOHCTUTYLWMOHHbIX 3aKOHOB, (efepalibHblX 3aKOHOB,
YKa30B 1 pacrnopshkeHun MNMpesnpgeHTa Poccninckon degepaunm, NOCTAaHOBAEHUA N PAClOPSAXKEHWIA
MpaBnTenbcTBa Poccunckon dPepepaunn, a Takxe N0 UHUUMATMBE dedepasibHbiX OpraHoB
WNCMNOJIHNTEJIbHON BAACTWU B nMpegenax ux KoMneTeHunn.

MoAroToBKa HOPMAaTUBHLIX MPaBOBbIX AKTOB (hefepasbHbiX OPraHoB WCMOJHUTENLHOW BNacTw
OCyLLecTBAsSeTCA B COOTBETCTBUM C [IpaBuaaMm MNOArOTOBKU HOPMAaTMBHbLIX MPaBOBbLIX aKTOB
¢henepanbHbIX OPraHOB MCMOJHMUTENIbHOW BNACTU M UX FOCYyAapCTBEHHOW perucTpauun (nanee -
MpaBuna nNOArOTOBKM HOPMATMBHbLIX MPABOBbIX aKTOB), YTBEPXAEHHbIMM [1pPaBUTENLCTBOM

Poccuiickoin ®epepaunmnH n ¢ yyeToMm PasbscHeHUH 0 nprMeHeHn MpaBu, YTBEP K AEHHbIX
MuHNCTEPCTBOM OCTULMKN Poccuinckon denepauunn

[32]

CDep,epaanble OpratHsbl WCMNOJIHNTENIbHON BAACTW, B COOTBETCTBUN C MYHKTOM 2 I'Ipanm noAroToBKN
HOPMaATUMBHbIX NMPaBOBbIX aKTOB, B npeaejiax CBonx MOSHOMOYUA n3paT HOpPpMaTWMBHbIE MNMPaBOBbIE
aKTbl B BUAE NOCTaHOBJIEHUN, npmKasos, npasnn, I/IHCprKLI,I/IIZ 1 MONOXKEHUN.

Ha npakTuke HOpPMaTWUBHbLIE MpPaBOBble aKTbl hefepalsibHbIX OPraHoB WCMOJHMUTENIbHON BRacTw
n3palTcs B BUAE NpPaBWl, WHCTPYKLUWA, TOJIOKEHUIA, PEersiamMeHToB, aAMUMHUCTPATUBHbLIX
pernamMeHToB, YTBEPXXOAEMbIX NPUKa3aMun eaepasbHOro opraHa NCMOJIHUTENIbHON BAaCTW.

CTpYyKTypHble  noapa3sfeNieHnus W  TeppuTopuasibHble  opraHbl  defepasibHbiX  OpraHoB
NCMNOJIHUTENBHOW BNacTu B cybbekTax Poccuiickon denepaumm He BrnpaBe n3gaBaTb HOPMaTUBHbIE
NMpaBoOBbIE aKThI.

B cooTBeTCTBUU C MYHKTOM 3 I'Ipanm noAroToOBKN HOPMAaTUBHbLIX MPaBOBbIX aKTOB HOpMaTVIBHbII7I
I'IpaBOBOIZ aKT MoXeT OblTb M3O0aH COBMECTHO HEeCKOJIbKMMU denepanbHbIMXU  OpraHamu
WCMNOJIHNTENIbHON BAACTU UAXN OAHUM M3 HUX MO COrJlaCoOBaHMIO C OpyrumMu.

MpoeKkT HOPMaTMBHOIO MPaBOBOro akTa U HOPMATUBHbIM MPAaBOBOM aKT CO34AlOTCHA Ha OyMa>kHOM
HocUTene unnm B OpMe 3JIEKTPOHHbLIX NOKYMEHTOB, 3@ WCK/I0OYEeHWEeM cilydaeB, Korja MpoekT
HOPMaTMBHOIO MPABOBOr0 aKTa W HOPMATWUBHLIA MNPABOBOM aKT coAepXaT CBeleHus,
COCTaBASAOLMNE FOCYAaPCTBEHHYIO TalHY.

MpoekT HOPMAaTMBHOINO TMPaBOBOr0 akTa MNOAJIEXXUT COrjlaCcoBaHUO C 3auHTepecoBaHHbIMU
thenepanbHbIMU OpraHamMm WCNONHUTENbLHOW BNACTW, €eCNM TakKoe CoriacoBaHMe SBAseTCS
obs3aTesibHbIM B COOTBETCTBUW C 3aKoHOAATeNbCTBOM Poccunckonm depepaumun, a Takxe ecau
MPOEKT HOPMAaTUBHOIO MPaBOBOr0 akKTa COAEPXXMUT MOJIOXKEHUA MEXXOTPACSIEBOr0 3HAYEHUA WU
npegycMaTpmBaeT COBMECTHYIO AeATeNIbHOCTb hefepaibHbiX OPraHOB UCMOJIHUTENIbHON BAACTW.

MpoekT HOPMAaTMBHOrO MPaBOBOrO aKTa MOANIEXUT 06s3aTeNbHOMY MpeaBapuTeSibHOMY
06CY>KAEHMIO Ha 3acefaHmnsX 0b6LLEeCTBEHHbIX COBETOB MNPy efepasibHbIX OPraHax UCMoAHUTENbHON
BNACTM (MPM HaJM4UM yKa3aHHbIX COBETOB) B CJly4asix, YCTAHOBJEHHbLIX MOCTaHOBJIEHUEM
MpaBuTensctea Poccuinckon Pepepauum «O6 yTBEPXKAEHMM COCTaBa HOPMATMBHBLIX MPABOBbIX
aKTOB U UHbIX JOKYMEHTOB, BKJIIOYas MPOrpaMMHble, pa3pabaTbiBaeMbix denepanbHbIMU OpraHaMm
MCMOSIHUTESbHOW BIACTU, KOTOPbIE HE MOTYT 6bITb MPUHATLI 6€3 NpeaBapUTeNbHOro 06CyXAEHNSs
Ha 3acefaHusiXx OBLLECTBEHHbIX COBETOB MNPV 3TUX efepasibHbiX OpraHax WCMOJHWUTENbHOM
BRacTu»=3.,

HopMaTVBHble MpaBoOBble akThl hefepasbHbiX OPraHoOB WCMOSHUTELHON BAACcTu, 3aTparmsaoLme
npaBa, cBo6oabl 1 06A3aHHOCTY 4YesloBeKa W rpa)kJaHuHa, yCTaHaBAMBaloLlMe MpaBoOBOW CTaTyC
opraHusauMii - UM KUMelLle MeXBeAOMCTBEHHbII xapakTep, MoAfexaT roCyAapCTBeHHON
perucTpauun, onybMKOBaHUIO U BCTYNAKOT B CUITY B MOPAAKe, YyCTaHOBNEHHOM 3aKOHOAATeNbCTBOM
Poccuiickoin ®epepaunnt*,

TpeboBaHMs K [OOKYMEHTaM, WCMNOJb3yeMbiM MNpU NPefoCTaB/NEHUM TOCYAapCTBEHHbLIX WU
MYHULUMAJIbHbIX YCAYr, yCTAaHABAMBAOTCSA B aAMUHUCTPATUBHbIX pernameHTax, pa3pabaTbiBaeMbix
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Ha ocHoBe ®epgepasibHOro 3akoHa oT 27 wuona 2010 r. Ne 210-®3 «06 opraHmsauunu
npefocTaB/ieHNs roCyAapCTBEHHbIX W MYHWULMNANIbHbIX YCAYr» W COOTBETCTBYHOLLUX MpaBui,
yTBEPXXAEHHbIX MocTaHoBeHMeM MpaBuTenbLCcTBa Poccuitckoin depepavimnt,

HopmaTuBHble NpaBOBble akTbl CybbekToB Poccuiickon depepaumn msgarTca no npegmeram
COBMECTHOro BegeHunsa Poccninckon depepaunm n cybbekToB Poccunckon depepaumu, a TakXe BHe
npenenos BeaeHus Poccunckon degepaunm n nonHoMmoumnm Poccunckon degepaunm no npegMmeram
COBMECTHOro BegeHunsa Poccunckon ®depepaunm n cybbekToB Poccuiickon ®depepaumn.

CncTteMa HOpMaTUBHbLIX MPaBOBbIX aKTOB OPraHOB rOCy4apCTBEHHOM BNacTu, cybbekTa Poccuinckonm
denepaumm ycTaHaBNIMBAETCHA B KOHCTUTyuum (yctaBe) cybbekTa Poccuinckon Pepepaunn B
cooTBeTCTBMU C KoHcTuTyumen Poccuiickon depepaumn n depepasibHbiM 3aKoHOM «06 obuimx
MPUHLUMMNaX OpraHmM3aunnm 3aKOHOAATesNbHbIX (MpencTaBUTEsNbHbIX) U UCNONHUTENbHbLIX OPraHoB
rocyfapCcTBEHHON BlacTh cybbekToB Poccuiickoin depepaunn»>9.,

3akoHodaTeNbHble (NpeacTaBuUTesIbHbIE) OpraHbl rOCyAapCTBEHHON BNacTn cybbekToB Poccunckonm
defepaumn  MNPUHUMAKOT  KOHCTUTYUMM (pecnybnmkm) wmn  ycTasbl (Kpas, obnactu, ropoaa
henepasibHOro 3Ha4eHUsi, aBTOHOMHasa 06/1aCcTb, aBTOHOMHbIE OKpPYyra), a TakXXe 3aKoHbl CybbeKkTa
Poccuinckon ®enepaumu.

Bbicluee posmKHOCTHOoe nuuo cybbekTa Poccunmckon Pepepaunm (pykoBogouUTeNb BbICLIEro
WNCMOJIHNTENIbHOrO opraHa rocyaapCTBEHHOW BnacTu cybbekTa Poccuinckon depepaunun) mipaet
yKa3bl (MOCTaHOBNEHUSA) N pacnopsXeHns.

CybbekTbl Poccuiickoin depepauun BnpaBe MPUHMMATb 3aKOHbl O MPABOBbIX aKTaxX, B KOTOPbIX
onpenensaTcs BUAbl HOPMATMBHbLIX NMPABOBbLIX aKTOB, yCTaHaB/MBalOTCA obline TpeboBaHMS K UX
NoAroTOBKE, O(POPMIIEHMIO, MPUHSATUIO, ONYGJIMKOBAHWIO U BCTYMJIEHUIO B CUJY.

B cooTBeTCTBMK C NocTaHoBAeHUeM lMpaBnTenbcTBa Poccnnckon depgepaunm ot 29 Hosbpsa 2000 r.
Ne 904 «0O6 yTBEp>XAeHMN MNMonoxeHNs 0 NopsaaKe BeaeHns genepasbHOro perncTpa HopMaTUBHbIX
MpaBOBbIX aKTOB CcybbekToB Poccunckonm depepaunm» KOHCTUTYUUM (yCTaBbl), 3aKOHbl U MHble
HOPMaTMBHbIE NPABOBbIE aKTbl OPraHOB 3aKOHO4ATENbLHOW (MpencTaBUTENbHOW) BNacTu cybbekToB
Poccuiickon depnepaumn, HOpMaTUBHbIE MPABOBblE aKTbl BbICIUMX OOJKHOCTHbLIX UL, cyb6bekToB
Poccuiickon depepaunin (pykoBoaAuTENEN BbICLUINX OPraHOB WUCMOJSIHUTENIbHON BNacTu cybbekToB
Poccuiickon ®epepaunmn), opraHoB UCMOJIHUTENbHOM BRacTu cybbekToB Poccuinckon depepauynun
(rocypapCTBEHHbLIX COBETOB, MPaBUTENLCTB, KabWHETOB MWHWUCTPOB, aAMUHUCTPaUMA, MIPURA,
MUHNCTEPCTB M WHbIX OpPraHoB), 3aTparueatowive npasa, cBo6OAbI M 006A3aHHOCTM 4YesoBEKa U
rpa>kgaHuHa, yCTaHaB/uBatoLmne MpaBoOBOWA cTaTyc opraHmsaumnn nnu nmerouwme
MeXBeOOMCTBEHHbIN XapaKTep, BKAYalOTCA B hefepasbHbIii PperncTp HOPMaTUBHLIX MPaBOBbIX
aKkToB cybbekToB Poccuinckon ®depepaumn, BefeHUE KOTOPOro ocyulectenaeTca MnHncTepcTsom
toCcTnUnM Poccminckon depepaunm.

3ako4eHns MuHucTepcTBa tocTuumMm Poccminickonn ®depepauum no pesysibTaTaM MpaBoBOM U
AHTUKOPPYMNLUMOHHON 3KCMEepTU3 YKa3aHHbIX aKTOB BKJOYalOTCS B denepaNibHblA peructp B
KayecTBe OOMOJIHUTENIbHbIX CBEAEHUNA.

B cooTBeTCcTBMU C PepepasibHbIM 3aKOHOM OT 6 OKTA6pS 2003 r. Ne 131-P3 «O6 obwmx npuHUMNax
opraHusauMm MecTHOro camoynpasneHus B Poccuiickon ®depepaunn» opraHbl MECTHOrO
camMoynpaBJieHNs N30alT MyHULIUNAIbHbIE MPaBOBbIE aKTbl. B cncteMy MyHULMMAaAbHbIX MPaBOBbIX
akToB BXoasTE:

1) ycTtaB MyHuymnanabHoro obpasoBaHus;

2) rnpaBoOBble aKThbl, MPUHATbLIE HA MECTHOM pedepeHayme (cxopme rpamu,aH), HOpPpMaTWMBHbIE U NHbIE
NMpaBoOBbl€ aKTbl MNPeACTaBUTENIbHOIo opraHa MyHUUMNMNabHOIo 06pa3OBaHI/Iﬂ;

3) NpaBoOBble aKTbl FNaBbl MyHULUMaIbHOro 06pa3oBaHUs, MOCTAHOBIEHNS U PACMOPSXKEHWS rNaBbl
MECTHON aAMUHUCTPALIUK, WHBLIX OPraHOB MECTHOr0 CaMOYMpPaBJieHUS W OOJIKHOCTHLIX JINLL
MECTHOro CaMoyrpaB/ieHns, NpeayCMOTPEHHbIX YCTaBOM MyHULMMNaNbHOro obpa3oBaHus;
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4) rnaBa MyHuUMManAbHOro obpa3oBaHns B Npenesiax CBOUX NOJIHOMOYUIA, YCTAHOBJIEHHbIX YCTaBOM
MYHULUMMNANbHOro 06pa30oBaHUS M pelleHnAMU MNpeacTaBUTEeNIbHOMO OpraHa MyHWUUWNalbHOro
obpa3oBaHuns, N3gaeT NOCTAaHOBAEHNSA N PAacNopsAXKeHWSA Mo BOMNPOCaM OpraHusaunm 4esaTenbHOCTH
npegcTtaBMTEsIbHOrO  OpraHa MyHuUuunanbHoro obpasoBaHMa B CJyYae, ecau  rnaea
MyHMUMNanbHoro obpasoBaHMA  ABASeTCS NpepcepgateneM  NpeacTaBUTENbLHOrO  OpraHa
MyHUUMNanbHOro obpasoBaHus; B C/ay4ae, eCcam rnaBa MyHuUUMNanabHOro obpa3oBaHUs ABASETCSH
rnaBoM MeCTHOM agMUHUCTPaLMK, OH U34aeT NOCTaHOBJIEHUS MO BOMPOCaM MECTHOro 3Ha4YeHns U
BOMpPOCaM, CBfI3aHHbIM C OCYLEeCTBJIEHWEM OTHOEe/IbHbIX T[OCYAAapPCTBEHHbIX MOJIHOMOYMNA,
nepefaHHbIX oOpraHaMm MeCcTHOro camoynpasseHuns degepasbHbiIMXA 3aKOHaMU W 3aKOHaMu
cybbekToB Poccuiickon degepaumm, a TakxKe pacrnops>KeHUs rno BonpocamM opraHmsauunm paboTbl
MeCTHOM aAMUHNCTpaLnN.

5) npeacemaTtenb NPeACTAaBUTENbLHOMO oOpraHa MyHuUMMNanabHOro obpa3oBaHWsA  uU3OaeT
NMOCTAHOBJIEHUSA U PACMOPS)XEHMs Mo BOMNPOCaM OpraHu3auun OeaTeNbHOCTU NMpeacTaBUTEsIbHOro
opraHa MyHuUMNanbLHOro obpasoBaHMs.

VHble [O0/MKHOCTHbIE JiMLa MeCTHOro caMoyrnpaBieHUs U3OaIT pacnops>eHus M npukasbl Mo
BOornpocam, oTHeCeHHbLIM K NX MOJIHOMOYNAM YCTaBOM MyHMNUMNMNAJZIbHOIoO 06pa3OBaHI/I$I.

Mpy noArotoBke HOPMATUBHbLIX MPaBOBbIX aKTOB B rOCYAapCTBEHHbLIX oOpraHax cybbekToB
Poccuiickom ®depepaunn, opraHax MeCTHOro caMoynpaB/ieHUs yuYuTbiBaloTCa TpeboBaHus,
YCTAHOBJIEHHbIE 3aKOHOOATENbCTBOM CybbekToB Poccuiickon depepaunn, HOPMATUBHbLIMU
MpaBoOBbIMU aKTaMn cybbekToB Poccuinckon denepauymu.

B pa3pene WHCTPYKUMM MO [Oe/0MNPOU3BOACTBY, YCTAHAB/AMBAOWMWM MOPSAOOK MOArOTOBKM
HOPMATUBHbLIX MPABOBbIX aKTOB, PAaCKPbLIBAETCSA:

* MOPSAOK 0OPOPMJIEHNS MPOEKTA aKTa;

® COCTaB AOKYMEHTOB, COMPOBOXOAKLWMNX MPOEKT, N NMPUJTOXKEHUNA K HEMY,

* MOPALAOK NOArOTOBKM 1 0OQOPMIIEHNS CONPOBOANTENbHBLIX OKYMEHTOB;

e Mpoueaypa CornacoBaHus NMpPoeKTa;

® NMOpAOOK TMNMPUHATUA aKTa (moanncaHus, yTBep)K}J,eHI/IFI) ninm nopaaok npeacrtaBieHnA
MPOEKTa aKTa B BbILLECTOSALLNA NCMONHUTENbHbIN opraH mnnun I‘Ipe,EI,CTaBI/ITeIIbeIIZ opraH.

FocynapcTBeHHble OpraHbl, OpraHbl MeCcTHOro CcaMoyrnpaBfieHMs BrpaBe pa3pabaTbiBaTb WU
yTBEpPXAaTb OTAE/IbHblE HOPMATWUBHbIE OOKYMEHTbI (MpaBuia, MOMOXKEHWs), yCTaHaBAMBatoLWme
NopsiAoK NOArOTOBKU HOPMATMBHbLIX MPaBOBbIX aKTOB (MYHMLUMMNabHbIX MPaBOBbIX aKTOB), BKJIOYas
npaBuaa nx ohopMJIEHWNS, COrTaCoBaHUs, NPUHATUSA (yTBEPXXAEHUS), onybaMkKoBaHus.

3.3.8. NoAaroroBKa MHAMBUAYAJIbHBIX NPABOBbIX aKTOB (pacnopAAuTesibHbIX [,OKYMEHTOB)
rocynapcTBEeHHOro opraHa, opraHa MeCTHOro camoynpaBJieHUs

B uenax perynMpoBaHua AOeATeNbHOCTW roCydapCTBEHHOro oOpraHa, opraHa MecTHOro
camMoynpaBJ/ieHUs,, OpraHM3auun BbIMNOJHEHUS TOCYAApPCTBEHHbIX (QYHKUUIA U MnpenocTaB/ieHus
roCy4apCTBEHHbIX YCNyr, YrMpaBieHUS roCyAapCTBEHHbIM (MYHUUUMANbHLIM) MMYLLECTBOM W
pelieHns WHbIX 3ada4, YCTAHOBJIEHHbIX 3aKoHoAATeNbCTBOM Poccuitckon depepauun,
rocynapCTBEHHbIE OpraHbl, OpraHbl MECTHOro CaMoyrpaB/ieHNS, OOJDKHOCTHLIE fiMua B npegenax
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CBOEM KOMMEeTEeHLUUM Wn3[alT MnpaBoBble aKTbl B (oOpMe npaBus, MOJOXEHUN, WNHCTPYKLUNA,
pernamMeHToB, MOPSAAKOB M AOp., @ TakXe WHAMBUAYaJIbHble MPaBOBble akKTbl B (hopMe YyKa30B,
MOCTaHOBJIEHWI, PELLUEHU, MPUKA30B, pacnopsXXeHun (ganee - pacnopagnTesibHble JOKYMEHTHI).

PacnopaguTtenbHbie OOKYMEHTbI n3a0atTCcA no BOMpocCam OCHOBHOMN 0eATEeJNIbHOCTHN n

AaAMUHNCTPAaTN BHO-X03ANCTBEHHbIM BOMpocCa M&l:

* Ha3Ha4deHusd, nepemMelleHna wnnn ocBoboXOeHMA OT  O0JIKHOCTW, KOMaHOMpoBaHNA,
HarpaxpgeHuma opaeHaMmmn m Mepanamun, npucBoeHmMA no4eTHoOro mjam BOMHCKOINo 3BaHWUA,
npemMmmpoBaHnMda, Ha3Ha4deHUA I'IepCOHaJ'IbHOVI neHCnn, 3aKpenJieHUa >XWUJbIX N HeXWUibIX
MOMELLEHNIN 1" npenoctTaBseHNa NbroT N npenmMmyLecTsB KOHKpeTHbIM nnudaM 1 4p.;

e [IENCTBME KOTOpPbIX ncHeprbliBaeTCA OAHOKPATHbIM NPpMMMeHeEHNEM;

® OnepaTuBHO-pacrnopAaAonTESIbHOIo XapakKTepa (paBOBbIe nopyHeva);

* CO3blBa COBELLAHWI, KOHepeHLniA, Cbe3aosB n ap.;

* COOPY>XEHUS NAaMATHUKOB, 6I0OCTOB, MOHYMEHTOB;

* CTPOMTENBCTBA U PEKOHCTPYKLMM KOHKPETHbIX 34aHWUN, COOPY)KEHWUN NpeanpusiTUin n nycke
NX B 3KCMNJyaTauuio;

* BbloeneHna MaTtepunanoB, MallWH, 060py,D,OBaHI/Iﬂ, TOBapoOB, U3gennin, o BblAENEHUN W
pa3peleHnnn pacxoanoBaTb AeHEXHble CpeacTBa Ha npoeeaeHne KOHKPEeTHbIX MepOI'IpI/IFITI/IIZ;

® OTCPOYKWK NorawieHnsa 3a40JIXKeHHOCTW Mo CCydaM,

® OTBOOa 3eMeJlb OTAEe/IbHbIM NpeanpuaTnam, ydpexgeHmam, opraHnsaymnsam.

¢ O BHECEHUWM MNMPaBOBbIX aKTOB N NX NMPOEKTOB Ha paCCMOTpPeEHNE N YTBeEPXOAEHNE,

* HanpasJIeHHble Ha oOpraHu3auuilo WCNOJIHEHUS paHee YCTaHOBJIEHHOro nopsgka W He
cofepyKalline HOpM (B TOM 4YMCE aKTbl, COAEpXXaHNEe KOTOPbIX CBOOAMUTCA K U3BELLeHno 06
aKTax Apyrux opraHos);

* TeXHMYeCcKoro XapakTepa (TapnHO-KBaNMpPUKaLNOHHbIE CMNpaBOYHUKN, ¢opmbl
cTaTuCTMYeckoro HabawaeHna n gp.), ecam oHU He cogep)xaT NPaBOBbIX HOPM;

* pekomMeHOaTe/NIbHOIro XxapakKrtepa,

i XO3$IIZCTBeHHO-paCI'IOpﬂJJ,I/ITeJ'IbHOFO XapaKTepa.

MpoeKTbl pacnopsanTesibHbIX LOKYMEHTOB FOTOBAT M BHOCAT MoApa3fesieHns rocygapCTBEHHOro
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opraHa, MeCTHOro CaMOyrnpaB/ieHMs B TMJiaHOBOM nopsiake nbo Ha OCHOBAHMU MOPYYEHUN
PYKOBOAUTENS  FOCYyOapCTBEHHOro  OpraHa, MeCTHOro camoynpaBsieHus nmbo  UHOro
YMOJIHOMOYEHHOr0 AOJIXHOCTHOIO JinLa.

ObecneyeHne KayeCTBEHHOW NOArOTOBKM MPOEKTOB PacrnopsaanTebHbIX JOKYMEHTOB MO OCHOBHOWM
NeaTenbHOCTU rocyAapCTBEHHOrO opraHa, opraHa MecTHoro camoynpasneHna n nx
cornacoBaHMe C 3aMHTEePecoBaHHbLIMU CTOPOHAMM BO3/1AaraeTCcs Ha pyKoBoauUTeien noapasaeneHun,
KOTOpbIE FOTOBAT W BHOCAT MPOEKT.

KOHTpo/lb 3@ MpaBWJILHOCTbIO O(OPMJIEHUA TMPOEKTOB  pPaCrnopsAMTesbHbIX  OOKYMEHTOB
ocyuwectensier Cnyxba gnenonpou3BoAcTBa rOCyOdapCTBEHHOr0 oOpraHa, opraHa MeCTHOro
camoynpaBJieHus.

B VIHCTpyKLWM MO Ae/I0NPOon3BOACTBY PEKOMEHAYETCS U3JTOXKUTL CleAyloLe NOIoXKEHNS:

e BUIbl PacrnopsaanTesbHbIX JOKYMEHTOB, UX Ha3HaYeHne B AesATeNbHOCTU rocyAapCTBEHHOro
opraHa, opraHa MecTHOro CamMoyrnpaBIeHUs;

* NOPAOOK MOArOTOBKM TMPOEKTOB pacnopaanTenbHbIX [OOKYMEHTOB roCyaoapCTBEHHOIO
opraHa, opraHa MeCTHOro camoyrnpassieHUs ((PyHKUUU CTPYKTYpPHOro nogpasfaeneHuns-
WCMONIHNTENs B MNOArOTOBKE MpOeKTa, MNOPSAAOK B3aMMOOENCTBUA  CTPYKTYPHbIX
noapasgeneHni (4OSXKHOCTHbLIX JIML) B Npouecce NOArOTOBKN NPOeKTa, eC/in NCMOHUTeNnen
HECKOJIbKO, - OTBETCTBEHHOCTb MNOApPa3AesIeHUSA-UCNONHUTENSA (AO/HKHOCTHOrO nuMua) 3a
MoAroTOBKY MpOeKTa NMpuKasa (pacnopsXeHus);

e MOPALOK O(OpMNEHUA MpPOeKTa pacnopsanuTesbHOro LOOKYMeHTa: COCTaB PEeKBU3UTOB,
ohopMneHne 3arosioBKa K TeKCTy ﬂOKyMeHTa,Tpe6OBaHMﬂ K CTPYKTYypEe 1N WN3JIOXKEHUIO
TEKCTa,0¢0pMﬂeHM€HpMﬂ0M€HMmI(ﬂpOGKTypaCﬂOpﬂﬂMTeﬂbHOFOﬂOKyMeHTaL4ﬂpJ

e Mpouenypy cornacoBaHus (BM3MPOBaHWSA) MNpPOEKTa pacrnopsanTenbHOro [OKYyMeHTa C
yKa3saHuneM oba3aTesibHbIX UHCTAHUWIM COrflacoBaHMs 1 YCTAHOBJIEHWSI CPOKOB COrJflacoBaHUS
npoekTa AOJ/KHOCTHbIMW JMUAMU U WHBIMWU paboTHMKaMM TroCyAapCTBEHHOrO OpraHa,
opraHa MecTHOro camoyrnpaBJieHus;

* NopAanooK npeacrtasneHna npoekTa Ha noanmcb, noAgrnMCaHuMe pacnopaanTesibHOro
OOKYMEHTa,

e onybnnkoBaHne (pa3MelleHne) pacnopagnTesibHOro pAOokyMeHTa B C3O0 wam  wnHon
MHpOPMaLIMOHHON CUCTeMe, foBeLeHMe pacnopagnuTesibHOro AOKYMEHTa 40 UCNoJIHUTenen;

* MOPALOK BHECEHUS U3MEHEHWUIA B paHee U3AaHHbIA pacrnopsaaAnTeNbHbIA JOKYMEHT.

3.3.9. NonoxxeHus, NpaBusa, UHCTPYKLUMN

WHCTpYyKLUMA MO 0esionpouM3BOACTBY MOXET coAepXXaTb cliefylolme rnosioXKeHus, onpegenswoLine
nopsafooK MNOAFOTOBKWU JIOKaJIbHbIX HOPMaTUBHbIX akToB (manee - JIHA), n3paBaeMbix B dopme
MONOXKEeHUN, NpaBu, NHCTPYKLUUNA:

e Ha3HadeHne JIHA B [eATeNbHOCTM TrOCYAApPCTBEHHOrO OpraHa, opraHa MeCTHOro
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caMoynpaBJieHUS;

* NopAfoK noarotosku JIHA n nopsanok nx opopmMaeHus;

e cornacosaHme JIHA C 3aMHTEPECOBaHHLIMU CTPYKTYPHbIMW MNOAPA3AeSIEHUSMN U
[OJ/IKHOCTHBIMW JMLLAMUK FOCY AAapCTBEHHOIr0 opraHa, opraHa MecTHOro camoyrnpaB/ieHus;

* rnopsnok yreepxaeHusa JIHA;

e onybnnkoBaHne (pasMeuweHne) JIHA B C3O wnanm wnHONW WNHPOPMALMOHHON CUCTEME,
posepneHue JIHA 0o ncnonHuTenemn;

e BHeceHue n3meHeHun B JIHA.

3.3.10. NpoTokon 3acepaHmna (coBeLiaHus)

[esTenbHOCTb MO COBMECTHOW BbipaboTKe peLleHnin Ha 3acefaHmnsX, COBELAHNNAX, COBETaX, CXoaXx,
cobpaHusax 1 gp. ohopMaseTCs NPOTOKOIAMM.

B WHCTpYKLUKN MO 0e/10Nnpon3BOACTBY LenecoobpasHo onpeaesnmnTh:

* BLAbl MPOTOKOJI0B, WUCMOJIb3YyEMbIX B OEATEJIbHOCTU roCygapCTtBeHHOro opraHa, OpraHa
MeCTHOIro CamMoynpaBJjieHn4,

e NOpPAOOK 0QOPMIIEHNS NPOTOKOJIOB (COCTaB PEKBU3UTOB, 0COBEHHOCTN NOCTPOEHUS TEKCTA,
0CO0BEeHHOCTM 3anncn peLlleHnin, 0cobbiX MHEHUN, pe3yJ/ibTaTOB FOJIOCOBAHUSA U Ap.);

® CPOKWM NOAroToBKU NMpPOTOKOa,

* NMopAanoK noarnmcaHna NpoToKoJ10B,

e onybnnkoBaHue (pa3melleHne) NpoTokona 3acenaHus 8 C3 nam nHom MHGpOpMaLMOHHOMN
cucTeMe (goBefeHme NpoToKoa A0 UcnoaHuTenen);

» ohopMJIEHNE BLIMUCKN U3 NPOTOKOMA 1 Ap.

Mopafok odopmaeHUs MPOTOKONIOB 3acedaHun npuBefeH B nMpuiaoxeHun Ne 9 K HacToAwMM
MeToaun4yeckuMm peKoMeHOaumnamMm.
3.3.11. OenoBoe (cnyxebHoe) nucbMo

Henosoe (cnyxebHoe) MNUCbMO TFOTOBUTCS B rOCyOApCTBEHHOM OpraHe, opraHe MeCTHOro
CamMoynpaBJieHNs KakK:
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e [OKJIaQ O BbINOJIHEHUM Mopy4YeHunn MNpe3naeHTa Poccuinckonm depgepaunn n NpaBntenbCcTBa
Poccunckon ®epepaunu;

e OTBET Ha 3anpoc (penepanbHOro rocyaapCcTBEHHOro OpraHa;

* OTBET Ha 3arnpoc TeppuTopuasibHOro opraHa denepanbHOro opraHa WCNOJHUTENbHOW
BnacTu B cybbekTe Poccunckon depgepaunn;

e OTBET rOCYdapCTBEHHOro opraHa cybbekTa Poccunckon Pepepaumn O BbINOJIHEHUN
nopy4vyeHuns rnasbl pecnybnmku B cocTaBe Poccuinckon depepauunn, pykoBoaumTensa Kpas,
obnactu, aBTOHOMHOW 061aCTM N aBTOHOMHOIO OKpYyra B cocTaBe Poccunckon ®epgepauunm;

e OoTBET Ha 3anpoc 4neHa CoseTa ®Pepepauun DepepansHoro CobpaHus Poccmmnckon
depepaunu;

® OTBET Ha I'IapJ'IaMeHTCKI/IIZ 3anpoc,

e OTBET Ha 3anpoc aenyTtaTa [ocypgapcTBeHHon dyMbl PepnepanbHoro CobpaHmns Poccuinckon
denepaunu, genyTtaTta NpeacTaBUTeNbHOro opraHa cybbekTa Poccunckon depepaunm;

® OTBET Ha o6pau.|,eH|/|e rpaXxgaHuHa Uin opraHmn3auunn,

e OTBET Ha 3anpoC rpakfaHuWHa WM opraHM3auunm O npenocTaB/ieHUU UHGopMauum o
neaTenbHOCTU rocygapCcTBeHHOro opraHa,

e COMPOBOANTENIBHOE TMUCBMO K TMpPOeKTaM efepasbHbiX 3aKOHOB, MNPOEKTaM aKToB
Mpe3ngeHTa Poccnnckonm ®epepaunn n MNMpasutenbctBa Poccunckon degepaunmn, npoekTam
3aKOHOB M MHbIX HOPMaTUBHbIX MPaBOBLIX aKTOB CybbekTa Poccuinckon depepaumu;

¢ OTBET Ha 3alnpoc NHOro rocyaapCtBeHHOro opraHa, opraHmnsauynun,

® 3anpoc (0] npeanocTtaBieHNN }J,OFIOJ'IHVITG)'H:HOI?I I/IHCpOpMaLI,I/II/I B xone ncnonHeHms
rocy,u,apCTBeHHO|7| ycnyrm mnn 06 oTKa3e B npeanocTaB/eHNN Focy,ﬂ,apCTBeHHOI‘/‘I ycnyrm m
ap.;

* WHULMATUBHOE MNCbMO, HanNpaB/sieMoe B LensX UCMNOJHEHUA YHKLUA rocyAapCTBEHHOro
opraHa, opraHa MeCTHOrO CaMOyMpaBJfieHWSs, MOJIHOMOYMIA  [OJDKHOCTHbIX  JnL
rocyapCTBEHHOr0 OpraHa, opraHa MecTHOro CamoyrnpaB/eHUs;

e B Opyrux ciaydasx, Tpebywowmx HanpaBaeHusa 3anpoca (Npocbbbl) 0 npepgocTaBseHUU
MHpopMaunm (AOKYMEHTOB, CBEAEHWNI) NN OTBETA Ha NOCTYMNMUBLUWNIA 3anpoc (Npocbby).

B NHCTpYyKUMM NO 0enonpon3BoaCTBY peKoMeHOyeTCs YyCTaHOBUTD:
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* NopsOoK odopMaeHns [enoBbiX (CAy>KebHbIX) Mucem, B TOM YUC/SE Ha AOJIKHOCTHbIX
6naHKax;

e TpeboBaHMSA K TekKCTaM p[enoBbix (cny»xebHbix) nmcem, o0cobeHHOCTM COCTaBAEHUS
WHULNATUBHbBIX NUCEM, MNCEM-OTBETOB, OTBETOB Ha obpalleHuns rpakgaH 1 opraHmsauunn,
MocTynalowmx B roCyAapCTBEHHbIM OpraH, opraH MecTHOro caMoyrnpaB/ieHUs;

e Npouenypy corjlacoBaHUs AeNoBbiX (Cy>XebHbIX) NucemM;

e 0c0H6EHHOCTN COCTaBIEHNA U ohopMNEeHNA COBMECTHbIX NNUCeM;

e ocobeHHOCTHN npuMeHeHnA B OEATEJIbHOCTU FocyaapCTBEHHOI0O OpraHa, opraHa MeCTHOro

camoynpaBJieHuns cpencTs 3N1eKTPOCBA3MN, MH(pOPMaLMOHHO-KOMMYHUKALLMOHHbIX
TEXHOJIOMUA  ANS MNOAyYeHUs W OTNPaBKU AeNOoBbIX (CNy)XebHbIX) nucem u Apyrmx
OOKYMEHTOB.

B WHCTpykuun Mo [OeslonpousBOACTBY PEKOMeHAyeTCs YCTaHOBUTb COCTaB pPEKBU3UTOB,
NCNosb3yeMblx MpU ohopMaeHnn aenosbix (CnyxebHbix) Nnncem:

e ajgpecar;

® NaTa OOKYMEHTa,

i peFI/ICTpaLI,I/IOHHbIIZ HOMep AOKYyMEHTa,

* CCbIJIKa Ha PEerucTpaLnoHHbIA HOMEep 1 AaTy NOCTYMNMBLUEro AOKYMEHTa;

® 3al0JIOBOK K TEKCTY,

® TEeKCT AOKYMEHTa,

®* OTMETKa O Haln4dmn I'Ipl/l)'lO)KGHI/II7I;

®* BWU3a,

* MOAMUCH;

e oTMeTKa 006 3neKTpoHHOM noanucu (B CayYae MOAFOTOBKWU W OTMpPaBKM LEeNOBOro
(cny>xkebHoro) nncbMa B hopMe 3/IEKTPOHHOI0 AOKYMEHTa);

e oTMeTKa 06 ncnonHuTene.
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B MIHCTpYyKLMM MO Ae/I0Npon3BOACTBY PEKOMEHAYETCSH OTMETUTD, YTO:

e fnenoBble (cnyxebHble) nuCbMa mMedaTaloTca Ha 6OaaHKax YCTaHOBAEHHOW (OpPMbI
(paspen 3.3.2 MeToAMYECKUX PpeKoMeHpauun); cnyxebHble nucbMa, MNoanucbiBaembie
pykoBoauTenamm OByX W 6Gonee genepasbHblX OpPraHoB WCMOJHUTENBHON BAacTy,
ohopMAATCA Ha CTaHgapTHoM nucTte bymarun cdopmaTa A4, Npym 3TOM HaMMeEHOBaHUSA
OpraHoB BJ/IaCTW - aBTOPOB AOKYMEHTA - YKa3bIBalOTCS B pekBU3nTe «oanunuck»;

* CPOKW MNOArOTOBKM OTBETHbIX MMCEM YCTaHABANBAOTCS HOPMATMBHbLIMU NMPABOBbLIMY aKTaMu
Unu B pesosioumnax (nopyvyeHmsx) OO/KHOCTHbLIX JINL, FroCyAapCTBEHHOrO opraHa, opraHa
MECTHOro CaMOynpaB/ieHUs,, CPOKU MOArOTOBKU WHMLMATUBHBLIX MUCEM OMNpeaensoTcs
PYKOBOAUTENAMU CTPYKTYPHbIX MoApa3feneHnii rocylapCTBEHHOrO OpraHa, opraHa
MECTHOro caMoyrnpaBieHuns;

® TEeKCTbl OTBETHbIX MUceM AOO0JIKHbl TOYHO COOTBETCTBOBAaTb HOaHHbIM MOPYy4YeEHUAM,
nocTtynmewnnMm 3anpocCam, yYyKasaHMAM Mo UCTMNOJIHEHUIKO JOKYMEHTOB,

B O€NOoBbIX (CNy>XXebHbIX) MNMCbMax WCMOJSb3YETCA PEKBU3UT «3arojloBOK K TEKCTYy»,
oTBeYawLwWmin Ha Bonpoc «O YeM?» 1 popMyINpyrOLWNA B KpaTKoW hopMe TeMy NUCbMA;

e B OenoBbiX (CAy)XebHbIX) MUCbMax WCMOMb3yOTCA Qpasbl 3TUKETHOro XapakTepa
«YBa)KaeMbl...!» - B Havyale MUCbMa, Hag TEKCTOM U «C yBa)KEHUEM,» B 3aKJIIOUYUTESIbHON
4acTW nNMCbMa, HaA MOAMUCHLIO; 3TUKETHble dpa3bl NevyaTarTCca UCNOoJAHUTEeNeM npu
noaroToBKe NMpoekTa NucbMa;

e fenoBble (Cﬂy)Ke6HbIe) MMNCbMa U3NnarakTCca.

o OT 1-ro AnMua MHOXECTBEHHOro 4ymcna («lpocum npenocTaBuTb MHGOpPMaUMIO...»,
«HanpaBnsieM Ha 3akJ/ilo4eHne NpoeKT...» N Ap.);

© OT 3-ro Jimua eaANHCTBEHHOro Yncna («MUHUCTEPCTBO HE CYUTAET BO3MOXHbBIM...»,
«®deflepasibHOE apXMBHOE areHTCTBO NpeasiaraeT PacCMOTPETb BO3MOXXHOCTb...»);

o oT 1-ro nnua egUHCTBEHHOI 0 YNCNa, ecan aenosoe (cny>xebHoe) NMCbMO 0hopMIIEHO
Ha [OOJPKHOCTHOM 6naHke («Mpowy Bac npeactaBuTb cBeAeHMs O...», «CyuMTato
BO3MOXXHbIM MPUHSATb y4acTue B...»);

e nenoBble (cny)ebHble) NMUCbMa B YCTAHOBJIEHHOM WHCTpyKuMel Mo Aesionpou3BoacTBY
nopsiake npoxoaAaT npoueaypy CorjacoBaHus (BU3MPOBAHMS) 3aUHTEPEeCOBaHHbIMU
NOJ/IKHOCTHBIMW JMLLAMM FOCY AapPCTBEHHOIr0 OpraHa, opraHa MecTHOro camoynpaB/ieHus;

e fenoBble (CJ'Iy)KeﬁHble) MMCbMa NoAnnMcbiBatoTCA pyKoBoaAnTeNeM rocyanapCrtBeHHOro opraHa,
ero samectmnrtendamm, NHbiIMM yrnoJIHOMOY€HHbLIMUN OO0JIXHOCTHbLIMU JIMLUaMWN B COOTBETCTBUN C
pacnpepneneHnemMm obs3aHHOCTEN, YCTaHOBJIEHHbLIM TMPaBOBbIM aAKTOM roCygapCTBeHHOro
OpraHa, opraHa MeCTHOro CamoynpassieHn4,;

e B CJly4ae UCMOJIHEHMS 0653aHHOCTEN BPEMEHHO OTCYTCTBYHIOLLLEr0 PYKOBOAMTENSA NEeSIoBble
(cny>kebHble) nMcbMa M3roTaBAMBalOTCA Ha 6naHKax BPEMEHHO OTCYTCTBYIOLMX
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OOJ/DKHOCTHbIX nd; B pekBumsmTe «[ognucb» B 3TOM CJlydae yKasbiBaeTCsa CTaTyc
OOJ/DKHOCTHOIrO Nuua, MOAMUCHIBAKOLWLEro AOKYMEHT, B COOTBETCTBUM C MpukKasom 06
ncnosiHeHUn obsasaHHOCTEN, Hanpumep: «M.0. MUHUCTpa» nan «NcnonHsawowmn obazaHHOCTKY
MUHNCTpPa»;

* B YCTAHOBJIEHHbIX 3aKOHOAATE/IbCTBOM C/lyHanx Aenosble (cnyxebHble) MMCbMa 3aBepsoTCS
nevyaTbio rocyfapCTBEHHOro OpraHa, opraHa MecTHOro camMoynpaB/ieHMsi, a B MUCbMax,
coaep Kalnmx cny>xebHyo MHHOPMALIMIO OrPaHMYE€HHOr0 PacnpoCTPaHeHMs, NPOCTaBAseTCs
PEeKBU3NT «pPUd OrpaHNYeHUs OO0CTyna K [OKYMEHTY», KOTOPbIA MOXXET OOMOJHATLCA
HOMepOM 3K3emnspa.

3.3.12. 3anucka (aHanuTU4YeckKan, pokKknagHas, cny)xebHasn, oobACHUTeNnbHanA)

B NHCTpyKUMM NO 0enonponu3BoACTBY peKoMeHayeTCH onpenesnnTh:

* BLAbI 3aMnncCcok, CcOo3aaBaeMbIX B rocygapcrBeHHOM opraHe, opraHe MeCTHOro
caMoynpasseHNss N NCNoJib3yeMblX 019 NHPOPMALMOHHOIo obmeHa Mexay CTPYKTYPHbIMUA
noapasaeneHnamMmmn, 4OJIXKHOCTHbIMU JInLaMN, pa6OTHVIKaMI/I;

* MOPSALAOK COCTaB/IEHNS 3aNNCOK (Ha ByMa)kHOM HOCUTEsNEe U/Un B 3NIEKTPOHHOM BUAE);

® PEKBU3UTDbI 3alMNCOK pPa3/IN4HbIX BUOOB N UX OCt)OpMJ'IEHI/Ie;

* CTPYKTYPY TEKCTa aHaNNUTUYeCKon (OoKnagHomn, cnyxebHon, 06bACHUTENbHOW) 3aNNCKN;

* PEKBU3UTbI AOKIAAHON (aHaNNTUYeCKon, cny>xebHom, 06 bACHNTENIbHON) 3aMNCKK:

* HaMMeHOBaHWe CTPYKTYPHOro noapasaesieHnsl - aBTopa AOKYMEHTa;

e BUJ NOKYMEHTa;

* NaTa OOKYMEHTa;

* perncTpaumoHHbIN HOMeEp;

* 3aroJIOBOK K TeKCTY (npu HeobxoammocTu);

e agpecaT (LO/MKHOCTHOE AMUO (nMua) rocyfapCTBEHHOro opraHa, oOpraHa MeCTHOro
caMoynpaBieHuns);

* NoAnuncCob,

e oTMeTKa 06 ncnonHutene (Npn HeobxogmMMocTn).
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3.4. OpraHusauma ooKyMeHToobGopoTa

3.4.1. MpuHUMNbI OpraHM3auuMM AOKyMeHToobopoTa

B cootBeTcTtBUM C nyHKTOM 3.1 [lpaBun Oenonpom3BoACTBa B Mpouecce OoKymeHToobopoTa

obecnevynBaeTcs:

* npmnemMm n nepBuyHasa 06pa60TKa BXOOALWLNX NOKYMEHTOB,

* npeanBapunTesibHoe pacCMoTpeHne BXoOAWLNX NJOKYMEHTOB,;

* pernctpauunsa exoadawmnx, ncxogawmx 1 BHYyTpeHHNX JOKYMEHTOB,;

e paccMoOTpeHne LOKYMEHTOB PyKOBOLACTBOM;

e JoBegeHmne nOKyMeHTOB A0 NCMOJSIHNTENnen;

® NMOAroToBKa NPOEKTOB AOKYMEHTOB,

® CornacoBaHune NpPoeKkToB OOKYMEHTOB,

* nognncaHme NpPoeKToB NOKYMEHTOB,

e onpeneneHne MecTa XpaHeHUa OOKYMeHTa (KOMunM OAOKYMEHTAa) U BKJIOYEHME OOKyMeHTa
(konnn pokymeHTa) B Aeno;

e 06paboTka 1 oTNpaBKa NCXOAAWNX LOKYMEHTOB.

Mpwn ycTaHoBNeHMN TpeboBaHMn K opraHM3auMn OOKyMeHToobopoTa B rocyJapCTBEHHOM OpraHe,
opraHe MecTHOro camoyrnpaB/ieHUs cieayeT UCXOOUTb U3 CIeAYOLWNX NPUHLMMOB:

* LeHTpaan3saunnm onepau,vn7| no npuemy m oTnpaBKe AOKYMEHTOB,

e pacnpepesieHUs LOOKYMEHTOB Ha [LOKYMEHTOMOTOKW, UMeLne OONHAKOBLIA MapLupyT
(MapwpyTm3aunsa LOKYMEHTOB);

opraHmMsauum npeaBapuTesibHOro PaCCMOTPEHUSA MOCTYNAOWMNX AOKYMEHTOB;

WUCKJIIOYEHNST BO3BPATHbLIX OBVXKEHWA  [OKyMeHTa, He 00yCcnoBAeHHbIX [esloBoW
HeobxooMMOCTbIO;
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* OJHOKPATHOCTW perncTpaumm JOKyMEHTOB;

* YCTpaHeHnA Heob0CHOBaHHbIX COrflaCcoBaHUM NMPOEKTOB OOKYMEHTOB;

e pernaMeHTauuy ornepaunin no obpaboTke, PAaCCMOTPEHMIO 1 COrIacOBaHNIO JOKYMEHTOB.

LokyMeHTO060pOT rocy4apCTBEHHOIO OpraHa, opraHa MecTHOro CaMoynpaBAeHUS OCYLLLEeCTBISIETCA
C wucnonb3oBaHMeMm C3I ” WHbIX WHGPOPMALUMOHHbLIX cuUCcTeM, obecnedymBatowmx paboTy cC
OTAE/IbHbIMW KOMMJIEKCAaMN OOKYMEHTOB.

B cooTBeTCTBUM C nNyHKTOM 3.2 [lpaBun [Aenonpou3BOACTBA WHMOPMALMOHHbIE CUCTEMbI
rocygapCTBEHHOro oOpraHa, OpraHa MeCTHOro camoynpaBieHusi, obecneumBatowme paboTy C
OTAENIbHbIMM  KOMMJeKCcaMn [OKYMEHTOB, AO0JIKHbl ObiTb WHTerpupoBaHbl ¢ C3[ B uensax
peannsaumm yHKUUM oTbopa AOKYMEHTOB BPEMEHHbIX (CBbile 10 neT) M NMoCTOAHHOro CPOKOB
XpaHeHns OJia nepefavm Ha XpaHeHWe B apXMB roCyAapCTBEHHOrO OpraHa, opraHa MeCcTHOro
CaMoynpaBJ/ieHNS N BblAENEHUS K YHUYTOXXEHNIO OKYMEHTOB, CPOKN XPaHEHWS KOTOPbIX NCTEKIIN.

B cooTtBeTcTBUM C nyHKTOM 3.3 [lpaBun penonpomssoactea Cnyxba agenonpon3BoacTBa
rocygapcTBEHHOro opraHa, opraHa MeCTHOro caMmoynpasseHus, 0esI0oNPON3BOANTENN CTPYKTYPHbIX
noapasfeneHnuin, a Takxe paboTHUMKM rocynapCTBEHHOrO OpraHa, opraHa MecCcTHOro
CcamMoyrnpaBJ/ieHUs B COOTBETCTBUM C NpedocTaB/IEHHbIMU UM MpaBaMu obecnevynBatloT BKJIKOYEHME B
C3[ nOKYMeHTOB (MPOEKTOB LOKYMEHTOB), CBEAEHMA O [OKYMeHTaX (MpoekTax LOKYMEHTOB),
CBEeOEeHNN O PacCMOTPEHUN U pe3ysibTaTax UCMOJIHEHMNSA OOKYMEHTOB U pe3yabTaTaX MCNOoJIHEHUSN
(3amonHeHune nonen IPK).

B npokymeHTOO6OpPOTE roOCynapCTBEHHOr0 OpraHa, oOpraHa MeCTHOro CaMOyrnpaBJsieHMS B
COOTBETCTBMM C 0COBEHHOCTAMU TexHosnornyeckom o6paboTknm [OKYMEHTOB BblAENAOTCA
OOKYMEHTOMOTOKK: MOoCTynawasa [OKYMeHTaumsa (Bxoasuwias);, oTnpaBnseMas LOKYMeHTauus
(ncxopsawas);, BHYTpeHHAA OOKyMeHTauus. B cocTaBe BxoAslen U MCXogswen OOKyMeHTauum
MOryT BblOEeNATbCA:

e [OKYMEHTbI, NoCTynuBlIne wn3 AgMuHucTpaummn [pe3mpeHTa Poccunckon dPepepaunn,
CoBeTa ®Pepepaunn depepanbHoro CobpaHunsa Poccunckon depepaummn, FocynapCcTBEHHOMN
Oymbl ®epepanbHoro CobpaHua Poccuinckon ®epepauunn, MNpaBuTenbcTtBa Poccuinckomn
®epepaumn, BbicWKMX cyaoB (KOHCTUTyuMoHHOro, BepxoBHoro), CyeTHOW nNanaThl
Poccuinckon ®depepaunm, LeHTpanbHoro 6aHka Poccunckon ®epepaunnm n  apyrux
henepasibHbIX OPraHoB roCyfapCTBEHHOW BAACTU N NHbIX hefepasibHbIX FOCYAapCTBEHHbIX
OpraHoB.;

e [NOKYMEHTbl OPraHoB rocyaapcTBeEHHON BNnacTu cybbekToB Poccuinckon denepaumm, OpraHoB
MECTHOIro camoyrnpaBJieHNS;

e [NOKYMEHTbl TeppUTOpuasbHbIX OPraHoB enepasibHbIX OPraHoOB MCMOJIHUTEIbHOW BAacTu B
cybbekTax Poccunckon degepauunm (Npu nx Hanmu4ymm);

* rNapJlaMeHTCKMe 3arnpochl, 3anpocbl AenyTtaToB [ocypapcTBeHHoON [Aymbl depepasibHOro
CobpaHua Poccuinnckon depepaunm mn ceHatopoB CoBeta Pepepaunm DepepasibHOro
CobpaHua Poccuiickon depepaunun, OenyTaToB 3akKOHOAATEsIbHbIX OpPraHoB CybbekToB
Poccuniickon ®epepaunm n opraHoB MeCTHOro caMoyrnpaBsieHUs;
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e obpalleHns rpakaaH u opraHmsaumnn;

e 3aMpocChbl Tpa)kAaH, OpraHuM3auuini o npeaocTaBfeHMNn WHDOPMALUUN O [AesATEeNbHOCTU
rocyapCTBEHHOIro opraHa u/unm o NPenoCTaB/IEHUM FOCYAAaPCTBEHHbIX YC/Yr U OTBEThI Ha
HUX;

e [JOKYMEHTbl FOCYNapPCTBEHHbIX U HEFOCYAAPCTBEHHbIX OpraHn3aunii;

* [IOKYMEHTbl 0OLLECTBEHHbIX U PEJIUFNO3HbIX OpraHn3aLunii;

* [JOKYMEHTbl N3 NMPaBUTENbCTBEHHbIX U HEMPaBUTENbCTBEHHbIX OpraHM3auuni 3apyberkHbiX
CTpaH 1 apyrve rpynnbl JOKYMEHTOB.

OpraHmsauma OBUXKEHUSA OOKYMEHTOB U A0CTyNMa K [OOKYMEHTaM B YCJIOBUSIX 3JIEKTPOHHOIO
OOKYMeHT0o060poTa OCYyLIEeCTBNSETCA B COOTBETCTBUMW C pacrnpeneneHneM [OOKYMEHTOB Ha
OOKYMEHTOMNOTOKW, wuMellne OAVWHAKOBbIM  MaplwpyT (MapwwpyTum3auma LOKYMEHTOB) W
ocobeHHoOCTAMU 06paboTKM OOKYMEHTOB C npuMeHeHmem CII. MaplwpyTbl OOKYMEHTOMOTOKOB
OOJDKHbI ObITb ONTMMaNbHLIMW MO 3aTpaTaM BPEMEHW, He HAOJ/DKHbl AOoMNyCKaTb Aybaunpyowmx
onepaumnn n BoO3BpaTHbIX ABMXKEHUN, He 006y C/TIOBNEHHbIX AeN0BON HEOH6X0AMMOCThIO.

B cooTBeTCcTBMU C NyHKTOM 3.7 [lpasBunna Oenonpomn3BoncTBa B rocyfapCcTBEHHOM opraHe, opraHe
MEeCTHOro camMoyrpaBJieHUss OOCTaBKa W OTMpaBKa AOKYMEHTOB OCYLUEeCTBJIAITCA CcpencTBaMu
Nno4YTOBON, (heNbAberepCckon, KypbepCkKom, UHbIMW BMAAMU CheunanbHON CBA3WU, (haKCUMMUIbHORN,
TenerpacHon, TenedoHHoON, nocpencTBoMm 3NEeKTPOHHON NnoYThI, can, CNCTEMBI
MeXBEOOMCTBEHHOIO 3JIEKTPOHHOro gokymeHToobopoTa (manee - M3[0), depe3s caunt
rocyfapCTBEHHOro opraHa, opraHa MeCTHOro camMoyrpaBJ/ieHUus, rnocpencTsoM denepanbHon
rocynapCTBEHHON  WHMOPMAUMOHHOMW cucTeMbl «EOWHBIM  MNoOpTan rocynapCTBEHHbLIX U
MyHULMNANbHbLIX  ycnyr (pyHKUMW)» W/MAKW  pervoHajsibHbIn - NopTan roCyAapCTBEHHLIX W
MYHUUMNANbHBIX YCAyr (ganee - MopTan rocyfapCTBEHHbIX yCayr).

[ocTaBka W oOTnNpaBKa 3/IeKTPOHHbIX [OOKYMEHTOB cpencteamm MILO ocyuwecTBiseTca B
COOTBETCTBUYU C [MONI0OXKEHNEM O CUCTEME MEXBEAOMCTBEHHOI0 3/IEKTPOHHOI0 AIOKYMEHTOo060poTa n
Mpasnnamm obMeHa OOKYMEHTaMM B 3JIEKTPOHHOM BuAe MpW OpraHmsaumm MHEPOPMaLUOHHOIo
B3aumogencTaustill,

3.4.2. NMNpuem n nepBu4Has o6paboTka nocTynawoLWwmxX OKYMEHTOB

B WHCTpykuMn nNo  OesionpouM3BOACTBY  ONpedensieTca  CTPYKTYpHOe  rnoapasfefieHue
(noopaspoeneHuns), ocyuwecTBasiouwee npuem n obpaboTky mnocTynawouwen B rocyAapCTBEHHbLIN
OpraH, opraH MeCTHOro CaMOynpaBlEHUS KOPPECNOHAEHLWN, MOCNenOoBaTENIbHOCTb U MOPALAOK
onepauun, BbINOJIHAEMbIX B Mpouecce 06paboTKy NOCTynatoWen KOppeCcnoHaAeHL N,

B naHHOM pa3gene VIHCTpyKUWK MO AesonNpon3BoACTBY PEKOMEHOYETCSA NpeayCMOTPETb:

® MPOBEPKY MNPaBUbHOCT apfgpecoBaHNA MNOCTYyNMMBLUNX OOKYMEHTOB W TMNpPaBUJIbHOCTN
OOCTaBKN OOKYMEHTOB,

* MPOBEPKY LEJIOCTHOCTN YNaKOBKN (KOHBepTOB M NnakeToB);
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e BCKPbITWE YMaKOBKU (3@ WUCK/IIOYEHMEM KOHBEPTOB W MAKETOB C MOMETKOW «JIN4YHO» U
rpudamm orpaHUYeHns OOCTyna K AOKYMEHTY, He OTHOCALWNXCS K obpalleHnsm rpakaaH,
opraHmusaunn);

® MPOBEPKY LEJIOCTHOCTU BXOOALWLNX NOKYMEHTOB, BKJ/1IO4YaA NPUNOXKEHNA,

* YHUYTOXXEHNE KOHBEPTOB M MaKeTOB UJIN YNaKOBKU (3a UCKJIlOYEHNEM oBpalleHnin rpa>kaaH,
opraHm3au,|/||7|, Cy,El,eﬁHbIX N NHbIX JOKYMEHTOB bes3 YKa3aHuUa 0aThbl, a TakKXXe B C/iyHaax, eCiin
OOKYMEHT MOCTYMUA MO3XKe YKa3aHHOro B TeKCTEe AOKYMEHTa CpoKa WMCNOSIHEHUS (OaTbl
MepOonpuUaTrA) Nan Npun 60/1bLLIOM PACXOXKXOAEHUMN MeXOy AaTaMy NogNucaHna U NoayyYeHus
O0OKYMEHTOB);

* COPTUPOBKY [OKYMEHTOB Ha MoAjexallne N He noanexalime pernctpaumm (B npuaoXXeHum
K MHCTpyKUMMN NO Aenonpon3BoACTBY LiesiecoobpasHo NpMBECTU NepeyeHb AOKYMEHTOB, He
noanexawmx peructpaumnn) MpumepHsI NepeyeHs HeperncTprpyembix BXOAALMNX
[OKYMEHTOB npuBefeH B npuoxkeHnn Ne 11 K HacTosIlWMM MeToANYECKUM peKoMeHAaunsaMm;

e Nepenayvyy [nOOKYMeHTOB, TpebywlWnx perncrpaunmm, Ha Y4aCTOK peructpaumm u
CKaAHNPOBaHNSA LOKYMEHTOB;

e BblAenieHne [OKYMEHTOB, aApecoBaHHbIX B CTPYKTYpPHble noapasaenieHns
rocyAapCTBEHHOr0 opraHa, opraHa MecTHOro camMoyrnpaBfieHUs Jia nepenayn LOKYMEHTOB
HenocpeaCcTBEHHO B CTPYKTYPHOe noapasaesieHne, MMHYs pyKOBOACTBO;

* nepefavy OOKYMEHTOB, He Tpebylowmnx perncrtpaumm B CTPYKTYypHble noapasfeneHns u
LOJ/DKHOCTHbBIM NnLamMm;

* CpoKKu 06paboTKM LOKYMEHTOB 1 Nepeaayn X Ha y4acToK perucTpaumm unm B CTPYKTYpPHbIE
noapasaesieHns B Clyyae rnocTynjeHns JOKYMeHTOB B paboyee n Hepaboyee Bpems;

* MOPSAAOK OENCTBUN B Cly4ae YCTaHOBMEHUA pakTa HenpaBWJIbHOW agpecaunm LOKYMEHTOB,
HEKOMMNEKTHOCTW AOKYMEHTOB, NOBPEXAEHNS JOKYMeHTa Un KOHBepTa (nakeTa), Hann4us
Ha KOHBepTe (nakeTe) rpuda orpaHNYeHUs AOCTYNa K AOKYMEHTY WM NOMETOK «JIM4HO»,
«Cpo4HO», «OnepaTUBHO» U Ap.

B NHCTpYyKUMM NO 0enonpon3BOACTBY peKoOMeHOyeTCsa npenycMoTpeTh cefyoune NosioKeHns:

e OWNOBOYHO OOCTaBNIEHHbIE AOKYMEHTbI MEPEeChIsIAaTCA Mo Ha3HAaYeHUIO UK BO3BpaLLAOTCS
OTMNPaBUTENIO;

e NOKYMEHThbI, MOCTYMNMBLUMNE B FOCYyJapPCTBEHHbIA OpraH, opraH MecTHOro camMoyrnpasieHus B
paboyee BpeMs, NpoxoaaT rnepBuyHy0 06paboTKy 1 nepenatoTCca Ha perncTpaunio B AeHb
NOCTYNJIEHNSA UK Ha cnefyowmnin paboyunin geHs;

e Mpu oBHapy>XeHUN MNOBPEXAEHNS BXOASLLEr0 OOKYMEHTa WAN ero MNPUJIOXKEHUA, npw
OTCYTCTBUM AOKYMEHTA, €ro 4acTu WM NPUNOXKEHUN K HEMY, @ TakXe Mpu OTCYTCTBUMK
NnOAMMCM Ha BXOASIWEM [OOKYMeHTe COCTaBfisfeTCqs aKT B [ABYX 3k3emnaspax (oguH
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3K3EeMMJISIP aKTa BbICbIIAETCA OTNPaBUTENO, 2-I — NPMOBLLAETCSA K BXOASALLEMY NIOKYMEHTY U
nepenaeTcs Ha PerncTpaumio 1 npeiBapuTesibHOe PAaCCMOTPEHME);

® KOHBEPTbI, B KOTOPbIX MOCTYNUIn AOOKYMEHTbI, YHUNYTOXalOTCA (3@  wncknoveHnem
06pa|_|_|,eH|/||7| rpaXxXgaH W WHbIX AOOKYMEHTOB, €CJ/In TOJIbKO IO KOHBEPTY MOXET ObITb
YCTAHOBJIEH afpec oTnpaBuUTensa n/unn gaTta oTNpPaBKM, @ TaKXXe B CNy4asaX, eC/in LOKYMEHT
NOoCTYMNWU NO3XXe YKa3aHHOIo B TeKCTe JOKYMEeHTa CpOKa NCNOoJIHEHNA (naTbl MepOI'IpI/IFlTI/Iﬂ)
ninnm npu 6osnbLIOM pacxoxxageHnnm Mexxay aataMn nognmMcaHma n nonyvyeHuma ,D,OKyMeHTOB);

* KOHBEPTbl (MakeTbl), uUMewwme OTMETKY «JIMYHO», Tpudbl OrpaHUYeHus p[ocTyna kK
IOKYMEHTaM, CoOAep>KallM CBeAeHNss KOHDUAEHLUNANbHOrO XapakTepa, He BCKPbIBAOTCSA U
nepenatwTCs:

* C OTMETKON «JINYHO» - HENOCPeACTBEHHO aapecaTy;

e C rpudamMu orpaHnyeHns goctyna - paboTHUKy Cnyx6bl 4en0npon3BoacTBa, B 0693aHHOCTY
KOTOPOro BXOAUT 06paboTKa OOKYMEHTOB, COAEPXKALLUUX CBeAEHUS KOH(PUAEHLMNaSIbHOro
XapakTepa;

e [IOKYMEHTbl, MOCTYNMUBLLUNE C OTMeTKaMun «CpoyHo», «OnepaTMBHO» 1 Ap., NepenanTcsa Ha
perncTpaumnio HezaMmenanTenbHo;

* MH(OpMUpoOBaHMEe pykoBoauTens Cnyxbbl  O0enonpovMsBOACTBA MpU  MOCTYMJIEHUU
NOAO3PUTENbHBIX MOYTOBLIX OTNPABAEHUNA.

B WMHCTpykuUMM No [enonpoun3BOACTBY [OJHKHO 6biTb MpeaycMOTPEHO, YTO MPW MOCTYMJIeHUN
IIOKYMEHTOB W3 [PYrMx roCyOapCTBEHHbIX OpPraHoB, OPraHOB MECTHOro CaMOoyrnpaBJieHus,
opraHmMsauuin HenocpencTBEHHO B CTPYKTYpHble noapa3sfenieHus, Ho Tpebyloume paccMOTpeHus
PYKOBOACTBa, NepefalwTcs ONs pernctpaumm u npeaBapuTesibHOro paccMoTpeHust B Cnyxoy
[enonpon3BoACTBa roCylapCTBEHHOMO OpraHa, opraHa MeCcTHOro CaMoyrnpaBJieHuS.

B cooTBeTCTBMU C NyHKTOM 3.15 lNMpaBui genonponsBoAcTBa Ha BCeX MOCTYNUBLINX OOKYMEHTax, 3a
NCKJIIOYEHNEM [OKYMEHTOB, MOCTYMNUBLUUX B (POPMe 3J/IEKTPOHHbLIX [OKYMEHTOB, MPOCTaBJieTCs
OTMeTKa 0 NOCTYMNJIEHUN [OKYMEHTa B rOCyAapCTBEHHbIN OpraH, opraH MecTHOro caMmoynpaBJfieHns
(cM. NyHKT 26 MpunoxxeHna Ne 3 K HacToAWMM MeToAMYECKMM PpEKOMEHALMAM).

B cooTtBeTcTBUM C nyHKTOM 3.16 [lpaBun [OenonNpoOM3BOACTBA 3JIEKTPOHHbLIE OOKYMEHTHI,
MOCTYyNUBLIME N3 APYFUX OpraHmsaumi uU rpa>kgjaH no 3JeKTPOHHOW no4Te, nocpencrtsom C3[,
M300, 4epe3s CcanT roCcydapCTBEHHOr0 oOpraHa, opraHa MEeCTHOro caMoyrnpassieHus B
WH(POPMALNOHHO-TENEKOMMYHUKALUMOHHON ceTu  «WHTepHeT», [lopTan roCcyfapCTBEHHbLIX W
MYHULMNANbHbLIX YCNyr, npuHuMatroTca Cnyxbolm [enonpom3BoACTBa WAN WHBIM CTPYKTYPHbIM
noapasaeseHneM, B 0053aHHOCTU KOTOPOro BXOAMUT oOpraHm3auums paboTbl C obpaweHusmu
N 3anpocaMn rpaxkgaH W OpraHuMsauuin O NpPefoCTaBJIEHUN WHGOPMaUUM O L[eSATeNbHOCTU
rocyoapCTBEHHOrO0  OpraHa, oOpraHa MeCTHOro CcaMoyrnpaBJieHMs, O MNpeaoCcTaBJIEHUN
roCyapCTBEHHbIX (MYHULUMMAAbHbIX) YCyr.

B cooTtBeTcTBMM C nyHkTOM 3.17 T[lpaBun JenonpousBoAcTBa MNOPAAOK MWHMOPMaLUOHHOIo
B3aMMOAENCTBUSA rOCYyAapCTBEHHbIX OPraHoOB, OPraHOB MECTHOro CaMoyrpaBfieHUs MoCpenCcTBOM
obMeHa [OOKyMeHTaMu B DJJIeKTPOHHOM BMUAE, MNepeyeHb BUAOB KOTOPbLIX YTBepXOaeTcs
MpaBuUTenbLCTBOM Poccuitickon depepaumnnt®?, 3a ncknoyeHrnem obMeHa 31€KTPOHHbLIMU
OOKYMEeHTaMy B paMKaXx npefocTasBsieHUs rocy4apCTBEHHbIX U MyHUUWNaJIbHbIX YCYTr, YCTaHOBMEH
MpaBnnamm obMeHa 4OKYMEeHTaMuM B 3/1IEKTPOHHOM BMAE NpUK OpraHm3aumnm NMHOpPMaLNoOHHOIo
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B3aumogenctena®®! n Tpe6oBaHMAMU K OpPraHN3aLMOHHO-TEXHUYECKOMY B3auMoaencTamot 4,

B cooTBeTcTBUM C NyHKTOM 3.19 lMpaBun genonponssonctsa MHCTpyKUMen No genonponssBoncTBy
MOXeT OblTb nNpeAycMOTpeHa pacnedyaTKa 3/1eKTPOHHbIX [OOKYMEHTOB C rocjeayoLlen
opraHu3saumen paboTbl C HUMU KakK C LOKyMeHTamMu Ha bByMakHOM HocuTene.

3.4.3. NpepBapuTesibHOe PAacCMOTPEHMe O,0KYMEHTOB

B WHCTpyKUMM nNo Oenornpou3BOACTBY FOCY[AapCTBEHHOrO0 oOpraHa, OpraHa MeCcTHOro
caMoynpaBsieHUss  cnefyet  npenycMoTpeTb  nposedeHne  Cnyxboll  Oenonpov3BOACTBaA
npeiBapuTesIbHOr0o pPacCMOTPEHUss [OOKYMEHTOB B LenaxX BblAeNeHWss W3 BCero MaccuBa
NOCTYMNUBLLEA KOPPECNoHAEHUUM [OKYMeHTOB, Tpebywuwmnx o6s3aTeNbHOro paccMOTpPeHUs
PYKOBOAMTENIEM IOCY[lapCTBEHHOrO OpraHa, opraHa MecTHOro camoynpaBfieHUs, 3aMecTUTeNs IMn
PYKOBOAUTENSA, WHbIMKA OOJDKHOCTHBIMW JIMLUAMK  TMPU  HaJIMYUU Yy HUX COOTBETCTBYIOLLMNX
MOJIHOMOYMIA. [OKYMEHTbl, MOCTYMNMBLUME B T[OCYOAPCTBEHHbLIN OpraH, oOpraH MeCTHOro
camMoyrnpaBJieHMs MO BOMpocaM, He TpebylouinMM pacCMOTPEHUS PYKOBOACTBOM, HamnpasBAsiloTCs
Cny>x6011 0enonpon3BoACTBa HEMOCPEACTBEHHO B CTPYKTYpPHbIe noapa3neneHus. OCHoBaHMEM ans
NPUHATUA peLleHns B Xoe NpeiBapuTesibHOro PaCCMOTPEHUSA ABSETCA COAEP)XKaHNe JOKYMEHTa, a
He alpecoBaHVe JOKYMEHTa COOTBETCTBYIOLLEMY AOSIXKHOCTHOMY JINLLY.

Pe3ynbTaToM nMpeaBapuTeNIbHOro PacCMOTPEHUS [OO/HKHO ObiTb HanpaBiieHWe [OOKYMeHTa
HEenocpeaCcTBEHHO TEM [OJ/DKHOCTHbLIM JINL@M, KOTOpble HafesieHbl MOJIHOMOYUSMU MO UX
pPacCMOTPEHNI0 B COOTBETCTBUM C YCTAHOBJIEHHbLIM B FOCYyAAapCTBEHHOM OpraHe, opraHe MecTHOro
caMoynpaBJieHUs pacnpefesneHnemM ob6a3aHHOCTEN MeXy PYKOBOOAUTENEM, ero 3aMecTUTeNs MU U
WNHBLIMU OO/IKHOCTHBIMU JINLAMM.

B cooTBeTCTBUUN C MYHKTOM 3.28 I'Ipanm noenonponm3soactTea CoCTaB OOKYMEHTOB, nogJsiexxallnx
npeaBapnTenbHOMy pacCMOTpEHUIO B rocygapCcrBeHHOM opraHe, opraHe MeCTHOro
CaMoynpaBJieHNA, MOXXeT 6bITb KOHKpeTusnpoBaH B NNHCTpyKUWK NO Ae/I0NPON3BOACTBY.

3.4.4. Peructpauma noctynaloLwmux OKYMEeHTOB

B VIHCTpyKLWM MO Ae/I0Npon3BOACTBY PEKOMEHAYETCS onpeaesnTb:

* MeCTO 1 Crocob perncTpaumnm 4OKYMeHTOB, MOCTYMNALWNX B FOCYAapPCTBEHHbIV OpraH, opraH
MEeCTHOro camoyrnpaBieHus (Mpy CMelaHHOW (hopMe opraHusauMm Lenonpon3BOLACTBa
[O/DKHO  ObITb  onpeneneHo, KakuMe  OOKYMeHTbl  peructpupyitcas B Cnyxbe
[enonpon3BOACTBA, KakMe - B WHbIX CTPYKTYPHbIX MOApa3fesieHnsix rocynapCTBEHHOMO
opraHa, opraHa MecTHOro caMmoynpaBieHuns);

* CPOKM perncrpaumm nocTynalwowwmnx AOKYMEHTOB (B OEHb MOCTYMJIEHWUs, Ha clenylowmnn
pabounin aeHb (B cayyae NoCTynjeHUs OOKyMeHTa B Hepabo4dee BpeMsl), He3aMeaINTEeSIbHO
(c otmeTKamum «CpoyHo», «OnepaTMBHO» U OpP.), B TeYEeHMe Tpex AHen (obpalleHns rpakaaH
N OpraHusauui, 3anpocbl rpakgaH O MNpPefoCTaBsIEHUN WHGPOPMALUN O [EeATeNbHOCTU
rocynapCTBEHHOrO OopraHa, opraHa MECTHOro camoyrnpaBJieHns) u gp.;

® CTPYKTYPY pernctpauMoOHHOro HoMmepa Bxoadauwero AoOKyMeHTa U UCnoJib3dyeMble OJ1d 3TOro
KnaccuumkaTopbl (knaccupukaTop CTPYKTYPHbIX MNoApasfenieHuil, HOMeHKaTypa Aen
rocyfapCTBeHHOro opraHa, OpraHa MeCTHOro caMoynpaBJieHUsd, KJaccudgukaTop
AOOJIXXHOCTHbIX J11L, KnaCCI/I(bI/IKaTOp BNOOB NOKYMEHTOB, KJ‘IaCCI/ICt)I/IKaTOp KoppecnoHaeHToB
n ap.);

* PEeKBM3NTbLI [OKYMeHTa W [Apyrne cBefeHus O [OOKYyMeHTe, BKJtoYaemble B C3][
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rocyapCcTBEHHOrO OpraHa, OpraHa MecTHOro camoynpasseHunst >,

e Nepefavyy [OOKYMEHTOB Ha perucTpauuio TONbKO Mocje UuX MpeaBapuTesibHoro
paccMOTpeHUs;

* perncrtpaunio JOKyMeHTOB HeE3aBUCUMO OT cnocoba nx [oCTaBKY;

* perucTpaumio  OOKYMEHTOB B npegenax  [OOKYMEHTOMNOTOKOB, BblAefIeHHbIX B
rocygapcTBeEHHOM OpraHe, opraHe MeCcTHOro camoynpassaeHus (cm. pasgen 3.4.1.);

®* MpocCTaB/ieHNe Ha NOoCTynakWnXx JOKYMeHTaxX OTMETKN O NOCTYnJ1eHNNn C yKa3daHneM natbl
noctynneHmsa n exogdauiero permcTtpayumoHHOro HoMepa OOKyMeHTa,

e BHECEHME COOTBETCTBYIOLIMX CBeleHWA O AokymeHTe B 3PK gokymeHTa B C3[ wnu
PerucTpaLnoHHO-y4YeTHYI0 (opMy Ha OyMaXKHOM HocuTese, MPUCBOEHWE MOCTYyNuBLUEMY
NOKYMEHTY PerncTpaLioHHOro HOMepa;

* NOPAOOK OUNMDPOBKU (CKAHMPOBaAHUSA) AOKYMEHTOB, MOCTYMUBLUUX B FOCYAAPCTBEHHbLIN
OpraH, opraH MeCcTHOro caMoyrnpaBieHUss Ha ByMa>KHOM HOCUTese, U NOPSAAOK BKIIOYEHUS
3/IEKTPOHHbIX JOKYMEHTOB U 3/IEKTPOHHbIX KON AOKyMeHToB B CI/[;

¢ BO3MOXHOCTb MCrosib3oBaHUA LUTPUXOBOIro KoOunpoBaHUA OOKYMEHTOB B uenax
aBTOMaTu3aunn npmncoegnHeHnMA 3J'IeKTp0HHOIZ KOMmnMnm pAOOKYMEHTa K 9PK, a Takxe pnng
obecneveHns 6bICTpOFO NMOUCKa 31'IeKTpOHHOIZ KOMnMn OOKyMEeHTa B caa rocygapcrtBeHHOro
OpraHa, opraHa MeCTHOro CamoynpasjieHn4;

e pa3paboTKy B LESISX perncTpaumm n y4eTa 4OKYMEHTOB B roCylapCTBEHHOM OpraHe, opraHe
MECTHOro CaMoyrnpaBieHNs KJIaCCUPMKATOPOB (CNPaBOYHMKOB):

* CTPYKTYPHbIX NoApa3saesieHunit;

* BNOOB NOKYMEHTOB,

® NOJIXKHOCTHbIX J1nu,;

* KOPPECnoHIEeHTOB;

* NpeaMeTHO-TEMaTUYeCKoro (BOMPOCOB AeATE/IbHOCTH);

b yKa3aH|/||7| no NCNOoJIHEHNIKO OOKYMEHTOB;

e ycnosiHuTenen;
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e pe3ynbTaTOB MCMOJIHEHUS OKYMEHTOB U Ap.;

e 0COBEHHOCTU pernucTpauunm 3/EeKTPOHHbIX [OOKYMEHTOB, MOCTYMUBLUMX MO CUCTEMEe
MeXXBEeOOMCTBEHHOIO 3JIEKTPOHHOro AokymeHToobopoTa (panee - M340), no cucteme
MeXBEeOOMCTBEHHOIO 3/IEKTPOHHOro B3ammomencTeus (manee - CM3B), B C3]
rocyfapCTBEHHOro OpraHa, oOpraHa MeCTHOro camoynpasiaeHus. [Mpu nocTynaeHnn
OOKyMeHToB no M3O0 wunn CM3B cnenyeT yuuThiBaTb TpeboBaHWS, YCTaHOBJIEHHblE
YNO/IHOMOYEHHbIM  hegepasibHbIM  OpraHoOM  WUCMOJIHUTENbHOW BRacTu B cdepe
Me>XBeOMCTBEHHOr0 3/1eKTPOHHOro AOKyMeHToobopoTal*®;

* MOPSAOOK perncTpauunm [OKYMEHTOB Ha WHOCTPaHHbIX fA3blKax, MOCTYNUBLUMX B ajpec
rocynapCTBEHHOrO OpraHa, opraHa MeCcTHOro camoynpaBfieHnsa (B COOTBETCTBUM C
nyHkToMm 3.27 lpaBun O4enonpon3BoncTBa OOKYMEHTbl Ha MHOCTPAHHbLIX A3blkax nocse ux
peructpaumn B Cnyxbe pesonpousBoncTBa nepepalnTcs B COOTBETCTBYlOLLEe
nodpasgesieHne wan  paboTHMKY roCcydapCTBEHHOro OpraHa, opraHa MeCTHOro
camoynpaBJieHnsa A5 nepesofa 1 nocaeayowen nepegadv Ha paccCMoTpeHUe pyKoBOACTBa;
MHas KOppecCcnoHAeHUMA Ha WHOCTPaHHbIX fA3blkax nepefaeTcs MO Ha3Ha4YeHuto
HenocpeacTBEeHHO B CTPYKTYpPHbIe rnoapasaenieHus).

3.4.5. MNopAapokK paccCMOTPEHUA BOKYMEHTOB PYKOBOACTBOM
M DOBeAEeHUA OOKYMEHTOB A0 UCNOJIHuTenen

B MHCTDYKLI,I/II/I no paesionpom3BoacTBy peKoMeHAYyeTCA onpenenntb nopAanookK pacCMOTpeEHUA
OOKYMEHTOB pPyKOBOACTBOM roCyfgapCTtBeHHOro opraHa, OpraHa MeCTHONo camoynpasieHnda cC
y4yeToMm YCTaHOBJIEHHOIO pacnpeneneHna obs3aHHOCTEN Mexny pykoBoguTenem, ero
3aMecTutenaMm n  MNHbIMM  OOJDKHOCTHbIMM  JMUaMWU W B COOTBETCTBUUN C pe3ysibTaTaMun
npeaBapnTesbHOro pacCMoTpeHna OOKYMEHTOB B Cny>K6e aenonponmssoancTtBa, a Tak>Xe nopAagok
nopeaeHmAa NOKyMeHTOB A0 ncnonHuTenen.

B VHCTpyKLWM MO AesIonpon3BoACTBY LienecoobpasHo yCTaHOBUTb, YTO:

e [OKYMEHTbl MepenarTCcsd Ha PacCMOTPEHMNE PYKOBOAUTENIO U UHBbIM OOJIKHOCTHbLIM JINLaM
rocyapCTBEHHOr0 OpraHa, opraHa MeCcTHOro camoynpasJsieHNA TONbKO Mocsie perncrpaumm
(ncknoyeHnem moryT 6bITb  TOSIBKO OOKYMeHTbl, Tpebywwue HesamMennTenbHoro
WUCMNOJIHEHUSA, @ TaKXe HeperncTpupyemble LOKYMEHTbI, NpefHa3Ha4YeHHble PYKOBOAUTESIO
rocyfapcTBeHHOro opraHa, opraHa MecTHOro camoyrnpas/ieHUs UIN NHBbIM OOJIKHOCTHbIM
nnuam);

* M0OCJie PaCCMOTPEHNS AOKYMEHTOB PYKOBOACTBOM, pe3oslounn (NopyvyeHns no JOKyMeHTaM)
nepeHocaTca B 3PK (B IHCTpyKUUM NO OenonpoOn3BOACTBY YyCTaHABAMBAETCH, KEM N KaKM
obpa3oM 3Tn cBeageHns BHocaTcsA B IPK);

e [OCTYN K 3/1€KTPOHHOMY [AOKYMEHTY (3/IeKTPOHHOM KOMUWM [OKYMeHTa) WCAOSHUTENN
noJsly4aloT nocsie BblIHECEHUSA pe30ioLmnin (MopyyYeHnit No 4OKYMEHTY);

®* MeCTO XpaHeHua noaIMNHHMKa AOOKYyMeHTa, €eC/In OOKYMEHT MnocCTynna Ha 6yMa)KHOM
HocuTene (B Cny>K6e nenonponm3soancTtBa Winm B CTPYKTYPHOM noapa3sgeneHnm, HaaHa4eHHOM
ncnonHuTenem (0TBETCTBEHHLIM UCNOJIHUTENEM) MO ,EI,OKyMeHTy);
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e nMepeflaya [OOKYMEHTOB MexXAy CTPYKTYpHbIMU TMoApa3fe/lieHnsaMn rocyaapCTBEHHOro
opraHa, oOpraHa MeCTHOro CcaMoynpaBJieHUss  ocyllecTBaseTca yepe3  Cnyxoy
enonpon3BoACcTBa UK C obsA3aTeNbHbIM yBegomaeHnem Cny>x6bl 4enonpon3sBoacTBa.

[Mocne NpuHATUA pyKoBOoAUTENIeM peLleHNd Mo UCMOJIHEHNIO OOKYMEeHTa, NOCTYNMBLLEero rno M210,
ONA UH(OPMMPOBAHUA OpraHU3aunnN-OTNPaBUTENA AO0J/IKHO 6bITb ChOpMNPOBAHO YyBeOoOMJIeHUe
O NMPUHATUNN OOKYMEHTa K NCMNOJIHEHWNIO, CcoaepXKalllee cnegyrwowine ,D,aHHbIe[ﬂlZ

a) pmaTy/Bpems opMnpoBaHNS yBEAOMIEHNS,

6) KpaTKyl WHGOPMaLUI O MNOCTYNUBLUEM [OKYMEHTE, K KOTOPOMY OTHOCUTCS
yBeOMJIEHUE;

B) MH(OPMALIMIO O MYHKTE AOKYMEHTA, MPUHSATOM K MCMOJHEHMIO (ONUMOHANBHO);

r) wHdopMaumio ob aBTope pesonouun (pykoBoguTese, 3aMecTuTene pykKoBoaUTens
opraHusauum - y4actHuka M30);

0) nHopmaumio 0 pykosoguTese nogpa3neneHna-ncrnosiHNTens;

e) nHgopmaLuntio 06 0TBETCTBEHHOM UCMONHUTENE (UCMONHUTENE).
Ecnm B xo4e WCNOJIHEHUA MoJlydeHHoro no M3OO p[oKyMeHTa, MeHSeTCs OTBETCTBEHHbIN
NCNosIHNTENb (UCMOMHUTENBL), A8 WHGOPMUPOBaAHMA oOpraHm3auum-oTnpasuTena Cnyxbon
JenonpousBoacTea opMmpyeTcsa ygegomseHne o6 naMeHeHUM xona UCNOJIHEHUS, cofepXKallee
cnepylouine faHHble:

a) naTty/BpemMs hopMMpPOBaHNS YBEOOMJIEHUS;

6) KpaTkyl WHDOPMALMIO O MNOCTYMNMBLUEM [OKYMEHTE, K KOTOPOMY OTHOCUTCS
yBEOOMJIEHUNE;

B) WHGOpMaUUD O MNYHKTE [OOKYMeHTa, MO KOTOPOMY MEHSIeTCs XO0h4 WCMOSIHEHNS
(0oTBETCTBEHHbIN UCMOJIHUTENb);

r) uHdhopMauumio 06 UW3MeHeHMM xoda WCNoNHeHUs (MHGpopMaums 06 un3MeHeHUu
OTBETCTBEHHOIO UCMONIHUTENS (MCNONHUTENS);

0) nHpopMaunilo 0 OOKYMEeHTe - OCHOBaHUM WU3MEHEeHUs XoA4a WCMOJIHEHUA OOKYMeHTa
(oTBETCTBEHHOM McnonHUTENe (McnoaHuTene).

3.4.6. OpraHusauma paboTbl C oTNpaBAAeMbiMU BOKYMEHTaMM

B paHHOM pa3fene WHCTPYKUUW OMpefensitoTCs OCHOBHble 3Tambl MPOXOXKAEHWS MPOEKTOB
NCXOAALLMX OKYMEHTOB B NpoLlecce Ux NoAroTOBKMU, COrlacoBaHMS N NOANUCAHUSA (YTBEPXXAEHMS).

B MHCTpyKLUMN Mo AeNonpon3BOACTBY Lienecoobpa3Ho yCTaHOBUTb, YTO:
* OTBETCTBEHHOCTb 3a COCTaBAeHNe N ohopMiieHne JOKYMEHTa B COOTBETCTBMIU C NpaBuiamu,

YCTaAHOBJIEHHbLIMU B FOCYJAaPCTBEHHOM OpraHe, opraHe MeCcTHOr0 CaMoYrpaB/eEHNS, @ Takxe
corsacoBaHme TrpoeKkTa [MOOKYMeHTa C 3auHTepecoBaHHbIMW OpraHaMmmM BAaCTU U
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opraHu3aumamMmn (BHellHee COrjacoBaHWe) U AO/HKHOCTHLIMUA JIMLAMU FOCYAapCTBEHHOIO
opraHa, opraHa MeCTHOrO CaMoynpaB/ieHns (BHyTpeHHee CorsiacoBaHMe) BO3/araeTcs Ha
CTPYKTYypHOE noapasaefieHne - UCNOSIHUTE b OKYMEHTa;

® MPOEKTblI AOKYMEHTOB TroCygapCTBeHHONo oOpraHa, opraHa MeCTHOro cCamMoyhnpaBieHns
rOTOBATCHA B (hOpPMeE 3/IEKTPOHHbIX JOKYMEHTOB UJ/IN AOKYMEHTOB Ha 6yMa)KHOM HOCUTene,

* MNP NOoAroToBKe 3SJIEKTPOHHbLIX AOOKYMEHTOB WCMNOJIb3YIOTCA 3J1IEKTPOHHbIE LIJa6J'IOHbI,
OOKYMeHTOB Ha 6yMa>kHOM HocuTene - 6/laHKU yCTaHOBJIEHHOW d¢opMbl unnm 6bymara
CTaHOapTHOro opmaTa;

* MPOEKTbl OOKYMEHTOB roCyAapCTBEHHOro OpraHa, opraHa MeCTHOro caMoynpaBieHus,
NoAroTOB/IEHHbIE B (hOpMe  3NEeKTPOHHbIX  [AOKYMEHTOB, BKJ4YaloTcs B C3[
rocyapCTBEHHOr0 OpraHa, opraHa MeCcTHOro camoyrnpaB/ieHUS;

e [0 rMnpencTaBfieHUA Ha NOAMNUCbL WUCMOJSIHUTENb MpoBepsAeT MNpaBUIbHOCTL O OpMIIeHUA
OOKYMEeHTOB, NpaBWJIbHOCTb agpecoBaHNA, HaJln4dne HeobXxoAnUMbIX BU3, I'Ipl/ll'lO)KGHI/II7I, npm

HEoOXOAMMOCTU - CMNPaBOK, MOSACHUTENbHLIX 3aMuCcoK, Pas3bACHALWINX CcoAep)XKaHue
NOArOTOB/IEHHbIX [OOKYMEHTOB, MNpu HeobxoauMmMocTM - cnucka (NncTa, ykasaTens)
paccbIIKy;

e COrslacoBaHMe MPOEKTOB OTMPaBJ/SAEMbIX LOKYMEHTOB MOXET npoBoauTbca B C3O wam B
hopmMe BM3NPOBaAHUA MPOEKTa UCNONHUTENEM (pykoBoauTenem noapasfeneHns uam ero
3amecTuTenem), npu HeobxoammocTn paboTHNKaMM OPYrNX CTPYKTYPHbIX Nogpa3neneHunin;
BM3bl Ha OTMpaBJ/ISEMbIX OOKYMEHTaX MPOCTaBAATCA Ha KOonuMu (BM30BOM 3K3eMnsipe)
OOKyMeHTa, Ha 0BOpOTHOM CTOpOHEe MmocaefHero AnucTa MOAJIMHHUKA OOKYMEHTa WM Ha
JIUCTe corsiacoBaHmsa (BU3NPOBaHUA);

* ONA OTNPaBKU OOKYMEHTOB, HE MMeLWNX aﬂ,peCHOVI 4aCTKn, roToBATCA CconpoBoanTesibHblE
nMnMcbMa.

3.4.7. Peructpauua oTnpassiieMbiX 0,OKYMEHTOB

B WHCTpyKuMn Mo [Oesnionpou3BOACTBY pPEKOMeHOyeTcs onpefnennTb MecCcTo, Crnocob, cpokwu
perucTpaunn oTnpaBasiemMbiX 4OKYMeHTOoB. [Mpn 3TOM y4nUThIBAETCS, YTO:

e OTNpaBKe agpecaTam nogfexaTtT AOKYMeHTbl, 0DOPMJIEHHbIE B COOTBETCTBUM C NMpaBuiamu,
yCTaHOBJ/IEHHbIMU VNHCTpyKUMEN NO AeNonpon3BOACTBY FOCy4apCTBEHHOINO OpraHa, opraHa
MeCTHOro CamMoyrnpaB/ieHUs, NOAMNCAHHbIE PYKOBOANTENEM (3aMeCcTUTesIeEM PyKOBOONTENS)
rocygapCcTBEHHOr0 opraHa, opraHa MeCTHOro caMoynpaB/IEHNSA WU UHbIM YNOJIHOMOYEHHbIM
UM OOJIKHOCTHLIM JINLLOM, BKJIIOYEHHbIE U 3apernctpupoBaHHbie B C3.

* NOKYMEHTblI nepenarTcd Ha pernctpauunto B CJ'Iy)K6y noenonpomssoanctea WM WUHOeE
CTPYKTYpHOE noapaspnersieHune, ornpeaesieHHoe B Ka4decTBe MecCTa pernctpaumnn
OoTnpaBndeMbIX JOKYMEHTOB;

e Cnyxba [enonpou3BoACTBa OCYLLUECTBJSET MNPOBEPKY MPaBUJIbHOCTM  OGOPMIEHMS
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IOKYMEHTOB (B TOM 4ucC/ie HaJnyme NoAnucein, BWU3, MPaBUIbHOCTb HAMMWCaHWA aOpecos,
CBepseT CCbIIKY Ha PerucTpaunoHHbI HOMEp U AaTy MOCTYMNUBLLIEro AOKYMEHTa, Haaun4me
OTMeTKMN 06 NCMOSTHUTENE), KOMMIEKTHOCTU NOKYMEHTOB (HaIn4yme yKa3aHHbIX B UCXOOSALLNX
OOKYMEHTax MPUIOXKEHNN) N COOTBETCTBUS KOJINYECTBA 3K3EMMJSPOB AOKYMEHTA CMUCKY
PaCCbIIKW; HEMPaBUIbHO 0hOPMJIEHHBIE NOKYMEHThI BO3BPALLAOTCA UCMOHUTENO;

® JJIEKTPOHHbIE [OOKYMEHTLI, oOTnpasnadembie no M3O0, CM3B, 3/eKTPOHHON Mo4Te
noAnucbiBalOTCA YCUIEHHON KBaIUPULMPOBAHHON NOAMUCKIO;

e perncTtpaumsa OTMpaB/siEMbIX [OOKYMEHTOB OCYLLEeCTBASETCA B [AEHb WX MNOAMUCAHNSA
(yTBEPXAEHUS) UK Ha cnenyownin paboynin aeHs;

* Mpun BKAKKHYEHNN UCXoAAWEro NOKyMeHTa B C2 cBepeHus o OOKYMEHTE CbVIKCVIpleTCH B
3PK, K KOTOpOIZ npnCcoegnNHAETCA 3NIEKTPOHHAA KOMNA OTrNpaBJsiaeMOoro JOKyMeHTa,;

e ecnun IPK bbina co3gaHa B C3/] Nnpn NOAroTOBKE NPOEKTa OOKYMEHTa, TO NMpu perncrpaymnmn
NCXoOsLWero JoKyMeHTa B Hee 0ob6aBnsaoTCa CBeAeHUss 0 PeErmcTpaumMoHHOM HOMepe, gaTe
perucTtpauun n gpyrme ceegerHms ob ncxonsem JOoKyMeHTe;

* pernctpauuna uncxogAawmx OOKYMEeHTOB BeaeTtcd B COOTBETCTBMM C  BblaenideMbiMU
OOKYMEeHTOMNOTOKaMu,

b peFI/ICTpaLI,I/IOHHbIIZ HOMEP AOKYMEHTa U AaTa perncrtpaunn npoCtaBndaoTCAa Ha NoAIMHHUKE
ONOKYMEHTa B PeEKBU3NTaX 6/71aHKa 1 Ha KoMuun, oCTaloLencs B gene opraHmsaunm,

e KOMUS IOKYMeHTa Ha OyMa)KHOM HoCcuTesie C BM3aMU JOJSIKHOCTHbLIX UL, NMOMeLlaeTcs B
[esi0 B COOTBETCTBMU C HOMEHK/IaTYpPol e rocyapCTBEHHOro opraHa, opraHa MecTHOro
caMoynpaBJieHUS;

® 3JIEKTPOHHbIE HOOKYMEHTbIl, 3/1eKTPOHHble KON OOKYMEeHTOB, MNOAroToBJIeHHbIX Ha
6yMa)KHOM HOoCuUTesle, NnoMeLwatoTCAa B 3JIEKTPOHHbIE A€eJla B COOTBETCTBUN C HOMeHKJ'IaTypOI7I
nen rocygapCcrBeHHoOro opraHa, opraHa MmeCtHoOoro CamMmoynpaBieHus,

e Npn HeobXoAMMOCTM XPaHEHUS KOMUM UCXOOALLEro AOKyMeHTa Ha 6yMa)kHOM HocuTene
KOMNus € BU3aMu N NPUSIOXKEHNAMN MOALIMBAETCSA B AEJI0 B COOTBETCTBUN C HOMEHKATYpou
0en rocyfapCTBEHHOro opraHa, opraHa MecTHOro camoynpassieHNsa (BXOAAWNIA OOKYMEHT
rnepenaeTcs Ha XpaHeHMe B OeN0 BMecTe C OOKYMEHTOM-OTBETOM, KOMUS WUCXOAALLErO
OOKYMeHTa 3aBepseTcs OoTMeTKoW «BepHo» u pocnucbto paboTHMKA, OTBETCTBEHHOrO 3a
OTMPaBKYy NCXOASAWEN KOppPeCcnoHaeHUWN).

Mpn perncTtpauun JOKyMeHTa, npefHa3HadeHHoro ansa otnpasky rno M340, B CO oTnpasuTtens
OOJDKHbI  popMUpPOBaTbLCA CBeOEeHUs, YCTaHOBJIeHHble TpeboBaHuAMM K OpraHM3auMOHHO-
TexHuyeckomy B3anmogencTaunio e

a) PErncTpPaLNOHHbLIN HOMEpP N AaTa perucTpaunmn NoKyMeHTa;

0) 31eMeHTbl BU3yasn3aLnm PerncTpPaunoHHbIX AaHHbIX AOKYMeHTa (JaTbl AOKYMEHTa U
PerncTpaumMoHHOro HoMepa [HOOKYMEHTa) M 3/eKTPOHHOW MOAMUCUA AOJHKHOCTHOrO Jnua,
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noanucaBLlero AOKYyMeHT (oTMeTKa 06 3/1eKTPOHHOM Noanucu);

B) OaHHble 0O MEeCTOMOJIOXKEHUN SNEMEHTOB BM3Yya/N3auun PerucTpauyMoHHbIX AaHHbIX W
OTMETKN 06 3N1eKTPOHHOW MOANNCK (KOOPAUHATHI).

WHCTpYKLUMA MO AOesionpon3BOACTBY YCTaHaB/IMBAeT CTPYKTYpPY perucrtpauumoHHoro Homepa
ncxogsero OKyMeHTa M UCnoJib3yeMble 18 peructpaumm knaccuukaTopsbl.

3.4.8. OTnpaBKa A,OKYMEHTOB

B WHCTpyKUMM Mo [enonpousBOACTBY NpeaycMaTpuBaloTCA CPOKWM  OTMPaBKU  LOKYMEHTOB,
onepauunu, BbinoJHAeMble Cnyx6bon genonpousBoacTtBa npu  obpaboTke oTnpaBASAEeMbIX
JOKYMeHTOB, 0cobeHHOCTU 06paboTKM ALOKYMEHTOB B 3aBUCMMOCTW OT BUAA CBSA3U, NCMOJSIb3yeMOon
AN OTNpaBKU AOKYMEHTOB. YCTaHaBAMBaeTCs, 4TO:

* pelleHne o cnocobe AOCTABKM JOKYMEHTa OAPYruM ajapecaTaM, a Takxe 0 HeobxoanmmMocTu
DOCBIUIKM agpecaTy MoAJIMHHUKA AOKYMEHTa Ha OyMa)KHOM HocuTene B Cjlyvyae OTMnpaBKu
NOKYMEHTa MO D3JIEKTPOHHOW No4YTe npuHUMaeT noJpa3feneHne-ucnoiHnTeNb B
COOTBETCTBUWN C MOPSAKOM, YCTAHOBJIEHHbIM B FOCYy1apCTBEHHOM OpraHe, opraHe MecTHOro
caMoynpaBJieHUs:;

e obpaboTka KoppecnoHAeHUUN [ONA9 OTMPaBKW MNOYTOBOWN CBA3bIO OCYLLECTBASETCA B
cooTBeTCTBUM ¢ MpaBnnaMmn okasaHus ycayr no4Tosoii cesasn®®, npu oTnpaske MHLIMK
BUOAMU CBSA3M - B COOTBETCTBUM C TpeboBaHUAMU, NpeabsABASEMbIMU K COOTBETCTBYIOLLUM
BUOAM CBA3U;

® NOKYMEHTHI, He nMewwne aﬂ,peCHOIZ H4acTn, NMPUHNMaOTCA Ha OTrnpaBKYy C
conpoBoaAnTeNbHbIMN MNCbMaMin (3a nckn4YeHnem Konumn pacnopaanTesibHbIX JOKYMEHTOB,
HanpaBadgeMblX noaBegoMCTBEHHbIE opraHM3a|.|,|/||/|);

e HernpaBWIbHO 0YOPMJIEHHbIE NOKYMEHTHI M KOpPEecrnoHAeHUUa Hecy)KebHoro xapakTepa K
OTMNpPaBKe He NPUHUMAITCA U BO3BPALLIAOTCS UCMOJTHUTENIO;

e IOKYMEHThbI, Noasiexallne oTnpaBke, OO/KHbl 06pabaTbiBaTbCs U OTNPABAATLCS B IeHb UX
NOAMUCAHNS N PerucTpaunmn Uan Ha crenywumin pabounii neHb (CpoYHas KOPPECroHaeHLNs
OTrNpaB/ISeTCsA B NepBY0 o4epensb);

e NOKYMEHTbI, NMpefHa3HaYeHHble OJ19 OTNPaBKM AWUMJIOMATUYECKOM MOYTOM, nepenarnTcs B
noppa3sfeneHne, oTeevatoulee 3a paboTy C LOKYMEHTAMMU, COAEPKALLMMMN rOCYAapPCTBEHHYIO
TanHy;

* OoTnpaBadeMasd Mo no4dYTte KoppecnoHAeHUuna rnpoxoamT YrMakKoBKY, apgpecoBaHue (I'IpVI
HarnpaBJIEHNN OOKYyMEHTa bonee yem B 4 aipeCa - B COOTBETCTBUW C YKa3aTeNleM pacCCblJiKK,
KOTOprI?I CoCTaBJideTCda mncnojiHnTenem ,EI,OKyMeHTa), npocTtaBJsieHne CTOMMOCTU MOYTOBbLIX
ycnyr v nepepgadyy Ha oTnpaBKy B oTAeNIeHNe MOYTOBON CBA3MN;

¢ IOKYMEHTbI, HanpaB/iSeMble MOYTOBOW CBA3bID B OAWH aApec, BbIKJa[biBAlOTCA B OAUH
KOHBEPT;
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e Ha 3aKa3HylD KOPPECMOoHAEHLMIO, Ha KOpPecrnoHAEHUMWo, HanpaBisemMylo B alpec
MHOCTPaAHHbLIX OpraHu3auuii, Ha JOKYMEHTbI C MOMEeTKOW «[Nns cny»XebHoro nonbL30BaHMA»
COCTaBNAETCA CMUCOK, KOTOPbIA 3aTeM Bo3BpawaeTcs B Cnyxby Oenonpov3BoACTBa C
noanucoblo pPaboTHWKOB TMOYTOBOro OTAENEHUs CBSA3W, Kypbepa WM MHOro Jnuua,
obecneymBatoLLEr0 OTMNPABKY JOKYMEHTOB.

OTnpaBka OokyMeHToB no MO po/sKHa OCYLWECTBASETCA B COOTBETCTBUU C TpeboBaHMAMU K
OpraHn3aunoHHO-TEXHUYECKOMY B3aumogenctauoY, ns OTrnpaBku JokyMmeHTa no M40 A0/IKHbI
ObITb COOPMUPOBAHBI:

a) rpacduyeckne 3ieMeHTbl BU3yasiM3aUnn perncTpaumMoHHbIX AAHHbIX (AaTbl 4OKYMEHTa U
PerncTpaumMoHHOro HoMepa [OKYMeHTa) W OTMeTKM 06 3NeKTPOHHOW noanucu
[OJDKHOCTHOMO L@, NoANMCcaBLIero JOKYMEHT, @ TakXe AaHHble 06 nX MeCcTomnosIoKeHnmn
(B cnyvae, ecniv oHU He 6bln ChOPMUMPOBaAHbI NPY PerncTpaummn LOKYMeHTa);

0) TPAHCMOPTHLIN KOHTElHep ANa nepenayvyn 3JIeKTPOHHOro JOKYMEHTa.

Mepepn oTnpaBkon gokyMeHTa no M300 0osKHbI 6bITb NPOBEPEHbLI KOMMJIEKTHOCTb TPAHCMOPTHOI0
KOHTelrnHepa U eNCTBUTEsIbHOCTb 3/IEKTPOHHbIX NoAnucen, BXOAALWNX B €ero CocTasb.

3.4.9. Perucrpauma v npoxo>XxXgeHue BHYTPEHHUX OO0KYMEHTOB

B HCTpyKLMKN MO Aenonpon3BoaCcTBY onpenensanTcd 0CcobeHHOCTH ﬂ,OKyMeHTOOGOpOTa BHYTPEHHUNX
OOKYMEeHTOB. [Mpoxo)XaeHne BHYTPEHHUX OOKYMEHTOB Ha 3TanaxX UX MoAroTOBKM M OohopMaeHUs
COOTBETCTBYET TnMpoxXoXaeHunto oTnpaBideMbiX OOKYMEHTOB, a Ha 3Tane WCnojaHeHna -
NnocTynakrowmnx NOKYyMeHTOB.

B VIHCTpyKLWM MO Ae0Npon3BoACTBY PEKOMEHAYETCS NpPeayCMOTPETb:

e Npouenypy NPoXoXAeHnNs NPOEeKTOB NPNKA30B rOCY1apCTBEHHOr0 opraHa, opraHa MecTHOro
camMmoynpaBJieHNs Mo OCHOBHOW AeATE/IbHOCTU U MO JIMYHOMY COCTaBY, OCHOBHbIE MHCTAHLUNKN
BM3MPOBaHMSA MPUKa30B, MeCTO perncrpaumm NpukKasoB, NOPALOK perncrpaumm m mMecTo
XpaHeHns No4JIMHHUKOB NMPUKa30B, Mopagok onybnkoBaHmMa npmkas3os (pasmMeweHnsa B C3[
WA MHOM MHGOPMALIMOHHON cucTeme), Npu HeOBXOANMOCTU - PACCbIIKN KOMUA MPUKa30B
B CTPYKTYpPHble nogpa3feneHuns, 3aMHTEPEeCOBaHHbIM MLaM, TEPPUTOPUASIbBHLIM OpraHam
henepasibHbiIX OPraHOB WCMOJHUTENLHON BnacTn B cybbekTax Poccuiickon depepaunn,
OPYruM opraHusaumnsam;

e OpraHuM3auuto NpoToKoJSIbHOW paboTbl (CPOKM MOArOTOBKM MPOTOKOSIOB 3acefaHuin u
COBelWaHnin, MecTo perncTpaunm nNpoToKo0oB, MOPAAOK PErncTpaumm nNpoToKosIoB, MECTO
XPaHEHUS NOAJIMHHMKOB NPOTOKOJI0B, CNOCO6 AOBeAEHMS MPUHATBIX PELIEHNA 00 CBeAEeHMNS
3aUHTEepecoBaHHbIX UL U UCNONTHUTENEN);

e Mecto ”n cnocob perncTpaumm BHYTPEHHUX MHGPOPMALIMOHHO-CMPABOYHbLIX [JOKYMEHTOB
(noknagHbIX, CNy>XXebHbIX, aHalMTUYEeCKUX 3aruncoK, CAPaBoOK U Ap.), B TOM 4uche,
Cco3/aBaeMbIX B (pOpMe 3NEeKTPOHHbIX JOKYMEHTOB, MOPSAO0K Nepenadyn JOKYMEHTOB MeXay
CTPYKTYPHbIMU  MOAPa3AeSIEHUAMN FOCYJapCTBEHHbIX OPraHoB, OPraHoOB MeCTHOro
camoynpasJieHus.
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3.4.10. Mopapok o6paboTkm u yyeTta MHOCTPAHHOW KOpPpPeCcnoHAeHUUHU

B VIHCTPYKLMM NO AeN0onpon3BoACTBY ONpeaenstoTcs:

e CTPYKTYpPHble  noapasfefieHnss  rocyJapCTBEHHOro  opraHa, opraHa  MeCTHOro
caMoynpaBnieHus,  ocyulecTeasowme  paboTy C  nocTyrnawowen  MHOCTPAHHOM
KOpPeCcnoHAeHUnen n [OKYMeHTaMn, HarnpasiseMbiM 3apybeXXHbIM KOPPECNoHAeHTaM;

e Nopanok obpaboTKM noCcTynawLwWen M oTNpaBASeMON WNHOCTPAHHOW KoppecrnoHAeHUnun
(CTpykTypHOE noppasfesiexHmne, obecneynBatoLlee perncTpauuto WHOCTpPaHHOM
KoppecrnoHAeHUWN, MNOAroTOBKa aHHOTaUMM Ha MOCTYNMMBLUME [OOKYMEHTbI, MOpPAAoK
nepenavyn LOKYMEHTOB, MOCTYNMUBLUNX Ha UMSA PYKOBOAUTENSA, €ero 3aMecTuTesnen, B agpec
CTPYKTYpPHbIX MoapasaesieHnin; Mecto XpaHeHUSA MOASIMHHNKOB OOKYMEHTOB, NOCTYMUBLUNX
OoT 3apybeXHblX KOppeCcrnoHOEHTOB, MNOPAOOK WX XPaHEHUA; MOPSAAOK MPOXOXXAEHUSN
OOKYMEHTOB, OTMpaBJ/ISEMbIX B afApeC MHOCTPaAHHbIX OpraHM3auni N rpa)kgaH, MecTo
perncrtpaunm n oCobeHHOCTU perncTpaumnm Taknx AOKYMEHTOB, KOJIMYECTBO 3K3eMMNJspoB
OOKYMEHTa, A3blK JOKYMEHTa, 0COBEHHOCTU 0POPMSIEHNST LOKYMEHTOB).

3.4.11. Y4yeT u aHanu3 o6beMoB A O0KyMeHTooOopoTa
B NHCTpyKLUMN MO 0enonpon3BOACTBY PEKOMEHAYETCS NpeayCMOTPeTb MNOJIOXKEHUS O MPOBEAEHUN
paboTbl MO y4YeTy M aHaNn3y AOKyMeHToobopoTa B rocydapCTBEHHOM OpraHe, opraHe MecTHOro
camMmoynpaBfieHus.
Y4yeT 1 aHann3 06beMOB A0KYMEHTO0O0POTa, COCTaBa U CTPYKTYPbl AOKYMEHTOMNOTOKOB BEAETCS B
Lenax:

* COBEPLUEHCTBOBaHMWSA opraHnsaunm paboTbl C JOKYMEeHTaMu;

* MPUHATUS PeLleHnin 0 NPUobpeTEeEHNN CPENCTB KOMMbIOTEPHON TEXHUKW N OPIrTEXHUKN;

e pacyeTa ONTUMaAJSIbHOM YNCNEHHOCTU PAabOTHUKOB, 3aHSATbIX B AE&/10MNPON3BOACTBE;

* HOPMWPOBAHUS TPyOa;

® MOBbILLIEHNA NCMOJHUTENBCKON ONCUMNMINHBI.

[daHHble 0 KonnyecTBe AOKyMeHToB o6obuiatoTcs, aHanm3mpytoTca Cnyxbon genonpom3BoncTBa
rocyapCTBEHHOro opraHa, opraHa MecTHOro CcaMoyrnpaB/ieHUA U NPeacTaBaAAlTCA PYKOBOACTBY
rocynapCTBEHHOro opraHa, opraHa MecTHOro camMoyrnpaBJ/lieHUsA B BUAE CPaBoOK (CBOAOK, OTHETOB)
CTAaTUCTMUYECKOro N aHa/IMTMYECKOro XapakTepa.

YyeT Ko/m4yecTBa [LOOKYMEHTOB (I'IOCTyI'IaEOLLI,I/IX, OoTnpaBnsaeMbIX, BHyTpeHHI/IX) npoBoaAnNTCA nNno
pernctpauMOHHbIM AaHHbIM B MeCTax pernctpaunmn 4OKyMmeHTOB, B TOM Huciae rno y4eTHbIM daHHbIM
caA.
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3a eQuMHULY y4YeTa KoJIn4yecTBa AOKYMEHTOB NPUHMMAaETCs 3K3eMNnaap AOKYMeHTa (MO ANMHHUK 1N
KOMuns, eCav 3TO eANHCTBEHHbIN aK3eMnnap )J,OKyMEHTa).

B uensx oueHKU Tpyno3aTpaT [AesoNpou3BOACTBEHHOr0 NepcoHana, HOPMUPOBAHMS Tpyda B
rocyapCTBEHHOM OpraHe, opraHe MECTHOro CaMOYMpaBJIEHWS MOXEeT BEeCTUCb Y4YeT KOMui
NOKYMEHTOB (KOMUIN OOKYMEHTOB Ha OyMa)HOM HOCUTesie, 3JIEKTPOHHbLIX KOMUWA [OKYMEHTOB
(yka30B, MOCTAHOBMEHUN, pPELUEHWNIA, NMPUKA30B, PACMOPSXKEeHWn, NMPOTOKOJIOB, UHbIX AOKYMEHTOB),
paccbiylaeMbliX B CTPYKTYPHble MoApa3fefieHns roCydapCTBEHHOro opraHa, opraHa MeCcTHOro
camMoynpaBJieHUs, OJKHOCTHbLIM SInLIaM, B NOABEAOMCTBEHHbIE OpraHbl U OpraHnu3auuu.

Mpun yyeTe Ncxoasmnx JOKYMEHTOB CONPOBOAMTENbHOE MNCbMO U NpUlaraemMble K HeMy 0OKYMEHTbI
NPUHUMAIOTCS 3a OAUNH JOKYMEHT.

3.5. YnpaBneHue O,O0OKYMEHTaMM B CUCTEME 3JIeEKTPOHHOro Ao0KyMeHToobopoTa

Pazpen V MMpaBun [enonpom3BoACTBa YCTaHaB/IMBAEeT OCHOBHbIE MOJIOXKEHUSA 06 ynpaBsieHUU
nokymeHTamm B C3OL1 ©n onpepenseTr cocTaB BkJ4Yaembix B C3I0 cBeaeHMM O BXOAALWMX
OOKYMeHTaX, NCXOASWNX JOKYMEeHTaX, BHYTPEHHUX NOKYMEHTaX, obpalleHnsax rpa>kaaH.

B WHCTpyKLMIO MO A€/I0NPON3BOACTBY Lienecoobpa3Ho BKJIUYUTL MOJIOXKEHMS O TOM, YTO:

noctyn K pabote B C3[] rocyfapCTBEHHOro opraHa AOJIKHbI MMEeTb TOJIbKO 3aperucTpupoBaHHbIe
nonb3oBaTenun ¢ obsi3aTeNbHON Npoueaypor NAEHTUMhUKALUN N ayTeHTUGUKaLnum;

BKJIlOYEHMEe JOKYMeHTOB B CI3[] ocyLecTBASETCA NOCpeaCcTBOM 3anosiHeHUA nonen IPK, ounpoBKin
(ckaHnpoBaHWs) LOOKYMeHTa, €C/an OH co3haH Ha OyMa)KHOM HocuTene, npucoeguHeHns
3/1eKTPOHHON Konuu AokKyMeHTa K 3PK, pa3meweHns gokymeHTa B C3[, B COOTBETCTBUM C €e
KNacCUnKaLunoHHOW CXeEMON;

B rpouecce >XW3HEeHHOro Luukna [OKyMeHTa (co3gaHme npoekTa [AOKYMEeHTa, BKJloYeHue
CO3[JaHHOr0 WAK NoJlydeHHOro JAokymMeHTa B C3[l, paccMOTpeHue [OKyMeHTa W BblHeceHue
pesoalunn (NOpyyYeHnin) No OKYMEHTY, COrjiacoBaHue npoekTa AOKYMEeHTa 1 gp.) hopMupyoTcs
cBefleHUs O [OOKYMeHTe, BkJo4Yaemble B C3[ rocynapCTBEHHOro oOpraHa, opraHa MeCTHOro
camoynpaBJieHuns;

BKJIlOYEHME CBeLEHUA O [OOKyMeHTe (BXOASLEM, WUCXOASLWEM, BHYTPEHHEeM) W o0 npoLleccax
yrnpaBneHns LOKyMEeHTaMM OCYLLLECTBJISIETCSA NOCPeACTBOM 3anosHeHns nonen SPK CIO[.

BkntoyeHne ycTtaHoBNeHHOro Habopa ceegeHuin o aokymeHTax B C3[1 no3BonseT OpMUpoBaTh B
C3[ rocynapCTBEHHbIX OpPraHoOB, OpPraHOB MECTHOro CaMOyrpaBJ/ieHMS COMNoCTaBMMble Habopbl
MeTaaHHbIX 0 AOKYMeHTaX, He3aBUCUMO OT TOro, B Kakyiw CO[ BK/OYEHbl OOKYMEHTbl U Kakue
TEXHONOrMN NCNOb3YIOTCA AN YNPaBAeHUA LOKYMEHTaMMU.

B WHCTpyKuMn no enonpousBoACTBY LiesiecoobpasHo YCTAaHOBUTb, KaKMe CBEAEHUA M Ha KaKoM
3Tane >KM3HEeHHOr o LMKa AOKYyMeHTa BKJYatoTca B IPK (perncrpaums, pacCMOTpeHne AOKYMeHTa
PYKOBOACTBOM, 3Tarne CorfacoBaHus, NOAMNNCAHNSA WA MHOM) U B Kakol hopme.

MyHkTamn 4.4.-4.7. NpaBuna 0esnonpon3BoACTBa oNpeaesieH COCTaB CBeAeHUI, BKoYaembix B CO/1 B
rnpouecce XM3HEHHOr o UMKa JOKYMEeHTa.

MyHkTOM 4.4. MNpasun AenonpomsBoAcTBa ycTaHoBJIeHO, 4To B IPK C3[1 BHOCATCA chepytoline
cBefleHNs 0 NOCTYNUBLLUEM JOKYMeHTe:

1) HanMeHOBaHMe rocynapCTBEHHOro opraHa, opraHa MeCcTHOro camoynpaBJ/ieHUs, opraHu3auum
(koppecnoHaeHTa);

2) HaMMeHoBaHVe BUaa AoKyMeHTaR;
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3) naTa OOKYMEHTa;

4) perncTpaunoHHbIN HOMEP AOKYMEHTa;

5) bammnnng n nHnymanel nnua, NOANMUCaBLUEro LOKYMEHT;

6) naTa NOCTYyNNEeHNA LOKYMEHTa;

7) BXOAALWMNA perncTpaunoHHbI HoMep;

8) cnocob foCTaBKU AOKYMEHTa;

9) 3aroJIoBOK K TEKCTY (KpaTKoe coep>XaHne OOKYyMeHTa);

10) KOIMYECTBO NNCTOB OCHOBHOIO AOKYMEHTa;

11) oTMeTKa O MPUIOXKEHUN (KONNYECTBO NPUIIOXKEHUN, obLLiee KOIMYEeCTBO JIMCTOB NPUSIOXKEHUN);

12) cBeeHNA 0 CBA3AHHbIX OOKYMeHTaXx (HanmeHoBaHMe BUAa OOKYMeHTa, OaTa, peFI/ICTpaLI,I/IOHHbIIZ
HOMep, Tnn CBA3U);

13) pesonounsa (ucnonHuTenb (MCMOAHUTENN), MOPYYEHUE, [OJIKHOCTHOE Nuuo, JAaBllee
nopy4veHune, nata OPMMPOBaHNA NOPYHEHNS);

14) cpoK NCNosIHEHUS OOKYMEHTa;

15) nHoekc pena no HOMeHKNaType aen;

16) ceepeHna 0 Nnepeagpecaunm AOKYMEHTa;
17) oTMEeTKa 0 KOHTpPOoJIE;

18) rpud orpaHu4eHnsa focTyna K OKYMEHTY;
19) cBepeHns 06 31eKTPOHHOM NOANMUCK;

20) pe3ynbTaT NPOBEPKM 31eKTPOHHOM noanncnt>2,;

21) 3N1eKTPOHHbIN aapec KOppecrnoHAeHTa;

22) ccbiiKK Ha haln NocTynmMBLIEro AOKYMeHTa n cdann (dannbl) NpunoxXeHus (NpunoXKeHumn) K
OOKYMEHTY.

MyHkTOM 4.5. MNpasun fenonpomsBoAcTBa ycTaHoBJIeHO, 4To B 3PK C3L1 BHOCATCA chepytoline
cBefeHnsa 06 oTnpaBaseMbiX (MCXOAALLNX) OOKYMEHTaX:

1) HanMeHoBaHMe rocygapCTBEHHOro opraHa, opraHa MecTHOro CamMoyrnpaBJiIeEHUs!, OpraHnu3aunmn -
agpecaTa;

2) haMuans n MHULMaMbl T1LUa, NOANMUCABLUEro NOKYMEHT;
3) HauMeHoBaHVe BUAa OOKYMEHTA;

4) paTa NOKYMEHTa;

5) perncTpaLuVoHHbI HOMEpP AOKYMEHTa;

6) 3aro/sioBOK K TEKCTY (KpaTKoe cogep>XaHne goKyMeHTa);
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7) cBeeHNs 0 CBA3AHHbIX AOKYMeHTax (HanMeHoBaHVe BUAa AOKYMEHTa, AaTa, PerncTpauuoHHbIN
HOMep, TUN CBA3N);

8) KOIM4eCTBO NINCTOB OCHOBHOIO AOKYMEHTAa;

9) MHOEeKC gena No HoOMeHKNaType gen;

10) oTMeTKa 0 NMPUIOXKEHUN (KONMYECTBO NPUIIOXKEHUIN, obLLiee KOIMYECTBO JIMCTOB NPUSIOXKEHUN);
11) rpund orpaHu4eHnsa focTyna K JOKYMEHTY;

12) nogpasgeneHne - OTBETCTBEHHbIV NCMOJIHUTENb JOKYMEHTa;

13) ceepeHuns 06 3/1eKTPOHHOM NOAMUCK;

14) ccbiiKK Ha hann oTnpaBAAeMoro AOKYMeHTa 1 dann (pannbl) NpunoxeHns (NPUNoKeEHUN) K
OOKYMEHTY;

15) 3/1eKTPOHHbLIN afpec KOppecnoHOeHTa;
16) cnocob gocTaBKM AOKYMEHTa agpecaTy.

Mpwn BkMOYeHUM B C3Ll BHYTPEHHUX [OOKYMeHTOB B IDPK BHOCATCA crepylouwume ceegeHus o
OOKyMeHTe (NyHKT 4.6. NMpaBua 4enonpon3BoacTBa):

1) HanmMeHoOBaHMe NoapasaesieHns, NOAroTOBUBLLErO MPOEKT AOKYMEHTa;
2) HauMeHoBaHMe BMAa OOKYMEHTa;

3) baTa LOKYMEHTa;

4) perncTpayMOHHbLIN HOMEP OOKYMEHTa;

5) rpug orpaHny4eHusa [ocTyna K 4OKYMEHTY;

6) hamnnng n nHuymanel nnua, NOANMUCaBLLEro LOKYMEHT;

7) cBegeHNs 0 CBSAA3AHHbIX AOKYMEHTax (HauMeHOoBaHWe BUaa AOKYMEeHTa, AaTa, PerncTPaLOHHbIN
HOMep, TUM CBA3N);

8) 3arosIoBoK K TEKCTY (KpaTKoe coep)XaHne AOKYMEHTa);

9) nopgpasgeneHne (OO/MKHOCTHOE JIMLO) - WCMOJHUTENL (OTBETCTBEHHLIA UCMOJHUTESb)
0OKYMEHTa;

10) KOIMY4EeCTBO IMCTOB OCHOBHOIO AOKYMEHTA;
11) oTMeTKa 0 NMPUIOXKEHUN (KONMYECTBO NPUIIOXKEHUA, obliee KOJIMYECTBO JIMCTOB NPUSIOXKEHUN);
12) nHoekc pena no HOMeHKNaType aen;

13) pesontoumns (ncnosHnTenb (MCNOAHUTENN), NOpyYeHne, faTa NCNOJIHEHNS, AaTa hopMMpPOBaHNS
rnopy4eHmns);

14) oTMeTKa 0 KOHTpPOoJIE;

15) ccbinkm Ha hann nocTynmeBwero AOKyMeHTa n dann (pannbl) npunoxeHns (NMPpUIOXKEHUN) K
OOKYMEeHTY.
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Onpenensa coCTaB CBEAEHUW O BHYTPEHHUX [OOKyMeHTaX, BKAl4Yaembix B C3[1, [MNpaBuna
enonponsBoAcTBa OTMEYaloT, YTO B 3aBUCUMOCTU OT BMAA PErUCTPUPYEMOro AOKYMEHTa COCTaB
cBedeHnn MoxeT BblTb KOHKPEeTU3MPOBaH.

MyHkTOM 4.7 MNpaBua Aenonpon3BOACTBa oOnpeaesieH CoCcTaB cBeaeHnn, dopmupyembix B CII npu
BKJIIOYEHMWN B CUCTeMy obpalleHuin rpaxaaH, opraHM3aunm n oTBETOB Ha obpalleHus:

1) hammnmsa, nMa, 0OTHECTBO (MPU ero HaN4Ynmn) rpa>kgaHnHa;

2) HaMMeHoBaHMe opraHusaunmn - agpecaTa;

3) naTa obpalieHunsa rpaxaaHnHa, opraHusaunu;

4) perncTpaunoHHbIn HoMep obpaweHns (ana obpaweHnin opraHnusaumn);

5) paTa conpoBoAMTENbLHOIO AOKYMEHTa (B C/ly4ae nepeagpecaunn obpalieHus);

6) maTa noctynneHns obpalleHns rpa>kgaHnHa, opraHmsaunm;

7) BXO4AWMA perncTpaunoHHbI HoMep;

8) KpaTKoe copepxaHue obpalleHns rpa>KaaHWHa, opraHusaumu;

9) KONIMYECTBO JINCTOB OCHOBHOIO IOKYMEHTAa;

10) oTMeTKa O NMPpUIOXKEHUN (KONMYECTBO NPUIoXKeHUN, obLiee KOIMYeCcTBO JIMCTOB NPUSIOXKEHUN);

11) cBeeHUs 0 CBA3a@HHbIX JOKYMeHTax (HanMeHOoBaHVe BUAa AOKYMeHTa, AaTa, PerucTpaLnoHHbIN
HOMep, TUMN CBA3K, B T.4. CBEAEHMS O Npeabliayumnx obpalleHnax B ciyyae, ecnm gaHHoe obpalleHune

MOBTOPHOE);

12) pesonounsa (ucnoaHuTesnb (UCMONHUTENN), MNOPYYEHUE, [OJIKHOCTHOEe JAuuo, JaBulee
rnopy4deHune, gaTta pesosounn);

13) CpOK UCMNOAHEHUSA OOKYMEHTAa;
14) nHgekc gena rno HOMeHKaType aen;

15) cBemeHWs o0 nepeajpecauny obpalleHns rpakgaHuHa, opraHusauun (gaTta, Homep
COMPOBOAUTESILHOIO AOKYMEHTa; HaMeHOBaHWe opraHa BAacTu, opraHM3auun;

16) oTMeTKa 0 KOHTpPOoJIE;

17) cBeneHnss 06 3NEKTPOHHOW NoAnucu (B ciydae MOCTYMN/IEeHUA 3NeKTPOHHOro obpalleHuns
rpa)<laHnHa, opraHn3aummn, NoANNCaHHOIO 3JIEKTPOHHONM NOAMNUCHIO);

18) pe3ynbTaT NPOBEPKUN SNEKTPOHHOW NOANNCK;

19) 351eKTPOHHBLIN agpec KoppecnoHaeHTa (rpakgaHWHa, opraHusauunn);

20) No4TOBLIN agpec KoppecnoHAeHTa (FpakaaHWHa, opraHusauun);

21) BONpoC Mo TeMaTMYECKOMY KnaccudunkaTopy;

22) CCbIIKM Ha (pals nocTynueLllero obpaweHns u ann oTeeTa Ha obpalleHue.

Mpasuvnamn [enonpon3BOACTBa YCTaHOBAEHO (MYHKT 4.8.), 4TO AOMOJHUTENIbHO K YKa3aHHbIM
csegeHuam B OPK C31 MOryT BHOCUTBLCS UHbIe CBeAeHUS.
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MpaBunamMm Oenonpou3BOACTBa NPeayCMOTPEHO, YTO MpPU BKJIIOYEHUN OOKYMEHTOB U MPOEKTOB
OokymeHToB B C3[], a TakXe npu BKAOYEeHUN cBefeHunin B DPK B mpouecce »XM3HEHHOro uuKna
OOKYMeHTa WUCMNOJIHUTENN LOJ/DKHbI CO34aBaTb CBA3M AAHHOMO AOKYMeHTa (MpoekTa AOKYMeHTa) C
OPYrMMn OKYMeHTaMn 1 NyHKTaMu NopyyeHuni.

Mpy co3maHuM CBA3e ONOKYMeHTa (NpoekTa AOKYMEeHTa) C APYrMMU AOKYMeHTaMu UCMoJib3yeTcs
CNpPaBOYHMK TUMOB CBA3EN.

Mpasunamn penonpoussonctsa (NyHKT 4.10.) TakXe YCTaHOBAEHO, 4YTO B Lensax pa3sMelleHus
nokymeHToB B C3[l, noucka [OKYMEHTOB, BeAeHWs CcrnpaBo4YHON paboTbl MO AOKyMeHTaM,
BKJIIOYeHHbIM B C3[, MCNOMb3YOTCA CNPaBOYHMKN, B TOM 4YUC/ie: KOppecnoHOeHTOB (agpecaTos),
BUAOB OOKYMEHTOB, CTPYKTYPHbIX MoApa3fesieHnn rocyapCTBEHHOro opraHa, AOJ/KHOCTHbIX JInL,
rocyoapCTBEHHOro oOpraHa, MWCMOJIHATENEeNn NO [OOKYMeHTaM, TemMaTudeckmnm (BOMpocoB
0eATesIbHOCTU), CPOKOB NCMOSHEHUS, pe30alounn (MOPYYHEHUIN), S/IEKTPOHHbIX a4 pecoB MOCTOAHHbIX
KoppecrnoHAeHToB, WabsoHOB 67aHKOB OOKYMEHTOB U LWab/iioHOB AOKYMEHTOB, TUMOB CBA3EN C
ApyruMn [OKyMeHTaMn (CBA3aHHbLIMU [OKYMEHTaMu), HOMeHKfaTypa Aen rocyfapCTBEHHOro
opraHa.

3.6. KOHTpPOJIb UCNOJIHEHUA O, OKYMEHTOB

B WHCTpykuMm no Oenornpou3BOACTBY FOCY[NapCTBEHHOrO0 OpraHa, OpraHa MeCTHOro
camoynpaBJieHUs OO0J/DKHO ObiThb onpeneneHo CTPYKTYpHoe noapa3fesneHue (noapasfeneHus), B
0643aHHOCTN KOTOPOro (KOTOPbIX) BXOAUT KOHTPOJIb UCMOJIHEHUS [IOKYMEHTOB (MopydeHunin).

NHCTpyKumMen no Aenonpon3BoaCcTBY yCTaHABAMBAKOTCS:

e OpraHmsaumsa KOHTPOJS NCMOTHEHUSA OOKYMEHTOB (MOpyyYeHnin);

® 3Tallbl KOHTPOA,

* CPOKU UCMONIHEHUS AOKYMEHTOB (MopyyeHuni);

* NMopAOoOK NCHNCNeHnAa CpokoB NCNoJIHEHNA OOKYMEHTOB,;

e CcoCTaB (BUAbl) LOKYMEHTOB, MOPYYEHUN, NoANEXALLNX KOHTPOJIIO;

e 0COB6EHHOCTN KOHTPOSA WCMOJIHEHMA OOKYMEHTOB (MOpyYeHuin), nocTynatowmx un3
BbILLECTOALLNX  FOCYAApCTBEHHbIX  OPraHOB  WUCMOAHWUTENIbHOW  BAAaCTU U UHbIX
rocygapcTBeHHbIX opraHoB (AaMuHucTpaumm [pe3mpgeHta Poccunckon dPepepauumn,
AnnapaTta MpasutenbctBa Poccuinickon depepaunn, NocypapcteeHHon Oymbl n CoBeTa
depnepaumnn depgepansHoro CobpanHunsa Poccuinckon depepaumnn n gp.);

* TEeXHOIOrUsA KOHTPONS UCMONTHEHUSA AOKYMEHTOB (NopyYeHuin);

e OpraHu3aumMsa aHaanTuyeckorm paboTbl MO pe3ynbTaTaM WUCMNOJIHEHUS [OOKYMEHTOB
(mopy4eHunnn), nopsanok (dbopma 1 CPoKN) NHPOPMUPOBAHUSA PYKOBOACTBA FOCYy4apCTBEHHOIO
opraHa, opraHa MeCTHOro camoyrnpaBJlIeHUss O pe3ysbTaTaX KOHTPOJAA WCMOJIHEHUS
OOKYMeHTOB (Nopy4YeHuin) n ap.
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Mpu pernameHTaunmnm KOHTPOJISI UCMOSIHEHUA OOKYMEHTOB B WHCTPYKUUM MO AesIonpou3BOACTBY
cnepyeT 06paTUTh BHMMaHME Ha cnefytloume NoaoXKeHNUs:

* KOHTPOJIIO rnoasiexat BCe 3apernctpnpoBaHHbIE JOKYMEHTHI, Tpe6y+ou.|,|/|e NCMOJIHEHWA,

CPOK UCMOJIHEHUS OOKYMEeHTa MOXXeT 6biTb TUMOBbLIM (YCTaHOBJIEH 3aKOHOAATENbHLIMN NN
MHbBIMN HOPMaAaTUBHbLIMW MPaBOBbIMUA aKTaMI/I) mnin wmnHonsmayaJibHbIM (TVII'IOBbIe CPOKN
NCMOJZIHEHNSA LOOKYMEHTOB (MopydyeHuin) npueeneHbl B mpuaoxxeHum Ne 12 K HacToAWMM
MeTogn4yecknM pekoMeHOaumsaMm); WUHOUBUAOYAJSIbHbIE CPOKW WCMOJIHEHUA [OOKYMEHTOB
(mopy4eHunin) ycTaHaB/AMBAOTCA pPYKOBOOUTENIEM T[OCYAapCTBEHHOrO OpraHa, oOpraHa
MEeCTHOro caMoOynpaBJlIeHUs, ero 3aMecTUTeNAMNU, WHbIMUA OOJDKHOCTHLIMW  JIMLAMMU
B pe3osioumnax (nopyyvyeHmsax) Mo [OOKYMeHTy, B pacrnopsguTenbHbiX [OOKYMEHTaXx,
NpoTOKOax 3acefaHuni;

4 I/IHLI,I/IBI/I,D,ya}'IbeIIZ CPOK NCnoJiIHeHnAa NOKyMeHTa (nopyquMﬂ) MOXXeT 6bITb 0603HayeH:

o KOHKpeTHOn naTtoun;

© MOMETKOWN «BeCbMa CPOYHO» (AOKYMEHT [0JIXKeH ObITb UCMOJIHEH B TEYEHME OOHOrO-
OBYX OHEN); «CPOYHO» - B 3-AHEBHbIN CPOK; «ONepaTUBHO» - B 10-OHEBHbIN CPOK,;

°© eC/IN CPOK WCMOJIHEHUA [OOKYMeHTa He YCTaHOBJIEH, OOKYMEHT [OJ/KeH ObiTb
NCNoJsiHeH B CpoK He 6onee 30 gHewn;

* faTa WCMNOJIHEHUA [OKyMeHTa (nopy4veHus) dukcmpyetca B 3PK C3O waum wnHon
perncTpaunoHHoO-y4eTHON hopMe;

* CPOKW UCMOJIHEHUS CPOYHbIX MOPYYEHWIA HE MPOANEBAOTCS U HE KOPPEKTUPYHOTCS;

e OpraHu3aumsa UCNOJIHEHUS MopyYeHUn N ykasaHuin lNpesuaeHTa Poccuiickon depepaunm
NCMOJIHAOTCHA B COOTBETCTBUN C YKa3oMm lMpe3ngeHta Poccuinckon depgepaunm ot 28 MapTa
2011 r. Ne 352 «O Mepax Mo CoBEpLUEHCTBOBAHMIO OpraHmn3aLmm UCMOJHEHMSA NOPYYEHUIA 1
yKa3aHun MNpe3ngeHTta Poccminckon GDep,epau,mm»@;

® CPOKW UCMOJIHEHUS [OKYMEHTOB (MOPYYEHUN) NCHUCAAKTCA B KaleHAapHbIX AHAX C OaThl,
cnegylowen 3a gaTon peructpaumm OOKyMeHTa (3Ta HOpMa YyCTaHOBJsieHa cTaTben 191
MpaxAaHCKOro Kogekca Poccuiickoin ®epepaunmnt);

* CPOKW WCMOJSIHEHUA TMPOTOKOJIbHBLIX MOPYYEHUN, KakK TMpaBuIo, YCTaHaBAMBAOTCS B
MPOTOKOJIE M WCHUCASATCA C OaTbl, C/leaylolwen 3a [OaTol NpoBedeHUs 3acedaHus
(coBelaHunsn);

e eCcQiM NOCNedHWUN [eHb CPOKa WCMOJIHEHUA [AOKYMeHTa (nopy4YeHus) npuxogouTcsa Ha
Hepaboynn AeHb, TO OOKYMEHT MOAJIEXUT NCNOJHEHUIO B BAMXKaNLWNI Ceayowmn 3a HUM
pabounin oeHb (3Ta HOpMa yCTaHOBJ/IEHa CTaTben 193 Mpa)kaaHCKOro Kogekca Poccuinckon
depepaunun?), 3a ucknoyeHnem eaepanbHbIX OPraHOB UCMONHUTENLHON BRACTU, ANS
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KOTOpbIX NyHKTOM 6.1.1. TNoOBOro perjiamMeHTa B3auMoaenNcTBUsA peagepasibHbIX OPraHOB
WCMOJIHUTEJIbHON BAACTWN, YTBEPXKAEHHOIO NOCTaHoBAeHNeM NpaBuTenbCcTBa POCCUNCKON
denepaumm ot 19 aHeapsa 2005 r. Ne 30, ycTaHOBNEHO, 4TO €C/IM NOC/eAHNI OeHb CPOKa

WNCMOJIHEHMSA NOPYYEeHNS NPUXOANTCA Ha Hepabo4nin geHb, OHO MOAJIEXMNT UCMOJIHEHMIO B
npeaLecTsyloWmni emy pabounin geHs>%;

* MPUOCTAHOBUTb UCMOJIHEHNE KOHTPOJILHOrO AOKYMEeHTa (Mopy4vyeHus), a TakXKe OTMEHUTb
€ro MOXKeT PyKoBOAMTEb, NOANMUCABLLUNA JOKYMEHT UM AaBLUMA NopyYyeHune (pe3oioLuio).

e 006 M3MEHEeHNN CPOKa UCTMOJIHEHUA AOKYMeEHTa (NopyYyeHus), noapasaeieHns - UCMoJIHUTENS,
CcoCTaBa ucnosHuTenen obaszaH nporHhopmMmpoBaTk Cny>x0y Aenonpon3BoACTBa WM NHOe
noapasgesieHne, Ha KOTOPOE BO3JI0XKEH KOHTPOJIb UCMOJIHEHUS AOKYMEHTa (NopyyYeHuns);

e NOKYMEHT CHMMaeTCH C KOHTPOJIA nocsie PakKTU4eCKOro NCNoJIHeHUA BCEX COAEepPXKaLLMXCs B
HEM I'IOpy‘-IeHI/II7I, OOKYMEHTaJIbHOIro noatBepXXgeHmda ero WMcCcrnosiHeHuna wu coobueHmns
pe3ynbTaToOB €ro pacCMOTpeHUNA 3anHTEPECOBAaHHBLIM OpraHaM, opraHn3aunamMm n nnuam,

e cBegeHna 06 WUCMOSIHEHMM [OKyMeHTa (nopydeHus) BHocaTca B IPK C3 wunu wnHyio
perncTpaunoHHO-y4YeTHYIO (hOpMYy, NCNONb3yeMYyo 015 KOHTPOISA UCMOJIHEHUS;

e cnyxba nenonponsBoACTBa rOCyAapCTBEHHOO OpraHa, opraHa MecTHOro CamMoyrnpaBieHUs
aHaNN3NPYET COCTOSIHME U pe3ySibTaTbl MCMOJHEHUS [OKYMEHTOB (MOPYYEHU) N COCTOSHME
NCMONMHUTENBCKON AUCUUMINHBI U HaMpaBAseT PyKOBOAUTESIO FrOCyAapCTBEHHOrO OpraHa,
opraHa MeCTHOro CaMOYMpaBJ/ieHNs, WHbIM [OOJPKHOCTHbLIM JiLAM C YCTaHOBJIEHHOM
NepuoanyHOCTbIO M MO YCTAHOBJIEHHbLIM (OPMaM OTYEeTbl O KOJINYECTBE [OKYMEHTOB,
NCMOJIHEHHbIX B CPOK, UCMOJIHEHHbIX C NPOAJIEHWEM CPOKA UCMOJSIHEHMWS, HE UCMOJIHEHHbIX,
HaXOASLWMXCA Ha WCMNOJIHEHUN, KaK MO rocyfapCTBEHHOMY OpraHy, OpraHy MeCTHOro
CaMOynpaB/ieHMs B LENOM, TaK M MO CTPYKTYpPHbIM rMoapa3feneHnsM U1, npu
Heo6X04MMOCTH, MO OTAENbHLIM UCMOJIHATENSAM;

¢ eXeMeCs4HO roCyJapCTBEHHbIE OpraHbl, OpPraHbl MECTHOro camoynpasieHunst>’!

npeacTasastoT B AoMuUHUcTpaumio MNMpesngeHTta Poccninckon degepaynm B 3N1€KTPOHHOM
hopmMe MHGopMaL MO 0 pe3ysibTaTaX pacCMOTpeHnsa obpalueHnn rpa>kaaH, opraHmsauun, a
Tak>ke 0 Mepax, MPUHATBLIX N0 TakuM obpalueHnsam>E],

3.7. PaboTa ucnosnHuTensa ¢ [,OKyMeHTaMm

I'IpaBI/lna nenonponm3soanctea He cCoaepXxat MONOXXEHUN, YCTaHaBJINBalOLWNX Tpe6OBaHI/I$| K
opraHmnsaunm pa6OTbI ncrnonHmnTena C AOKyMeHTaMu, BMeCTe C TEM, TMNpPaKTuKa pa3p360TKI/I
I/IHCprKLI,VIIZ no genonpon3BoacTBy CBNOETENBLCTBYET O TOM, HYTO, KaK MpaBunJio, B MHCTPYKLUMNAX MO
nenonponm3soancTtBy TakKume pa3fesbl coaep>XXaTC4.

Mpn BKAOYEHUN B WHCTPYKUMIO MO [OEe/onpou3BOACTBY pa3fena o6 opraHusaumm paboThbl
NCMNONIHUTENS C IOKYMEHTaMM PEKOMEHAYETCS 0TPa3nTb B 3TOM pasaesie cieayoLlme NoloxKeHns:

e opraHusaumsa paboTbl C JOKYMEHTaMn B CTPYKTYPHbIX NoApa3aeneHnsax rocyfapCTBEeHHOro
opraHa, opraHa MeCTHOro CaMOynpaBJ/ieHUA OCYLLECTBAAETCA Ha OCHOBaHUM pPe30JioLni
(nopy4eHunn) pykosoanTens rocyaapCTBEHHOr0 opraHa, opraHa MeCcTHOro caMoyrnpaBJ/ieHUs,
ero 3amecTuTesnie, pykoBoAUTEeNen CTPYKTYPHbIX moApa3fefnieHnn, UHbIX AOJIKHOCTHbIX
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nnud, HageneHHbIX COOTBEeTCTBYHOWMMN NMOJTHOMOYNAMMN,

* noapasaenieHne-ncnoJiIHNnTe b Noay4aeT AOKYMEHTbI B BO3MOXHO KOPOTKUNE CPOKN (B meHb
MNX paCCMOTPEHNA COOTBETCTBYHOLWLUM OOJIXKHOCTHbBIM JIMLLOM UJIN Ha CJ'Ie)J,yIOLLI,I/IIZ pa60l1|/||7|
OEeHb), CpO4Hble OOKYMEHTDbI nepenakTcd UCMONTHUTEJTIO HE3aMeONNINTENbHO,

¢ JIOKYMEHTbI, MOCTYMNMBLUME B CTPYKTYPHOE Noapa3eneHne c pe3osiounamm (nopyyeHnsamm)
Ha WCMNOJIHEHME TrepefalTCcs  WUCMOJIHUTENSM  TOJIbKO Noc/ie  UX  PacCMOTPEHUs
pykoBoAMTENIEM NoApa3aeseHus.

McrnonHuTenn B npouecce UCMOoJIHEHNS OOKYMEHTa OCYyLWeCTBAIOT:

e cbop n obpaboTky HeobxognMMon MHGOPMaLUN;

* MOArOTOBKY MPOEKTa [OOKYMEHTa W BCEX HeobXoAMMbIX MPUJIOXKEHUIA C cobnioaeHnem
npaBua JOKYMEHTUPOBAHUS, yCTaHOB/IEHHbIX B FOCY1apCTBEHHOM OpraHe, opraHe MecTHOro
camoynpaBJieHuns;

® CornacoBaHue NpoekTa OOKYMeHTa C 3anHTepeCcoBaHHbIM OOJIXKHOCTHbIMWU LMW,

® NMOAroToBKy CBOOKW OT3biBOB (c KOMMEHTapunem <<|-|pI/IHﬂTO>>, «OTKJIOHEHO» C YKa3aHunem
npu4uH, «MPUHATO YaCTUYHO» C COOTBETCTBYIOLLNM MOSICHEHMEM);

i ,u,opa60TKy NMnpoeKTa AOKyMeHTa Mo 3aMeYaHnaMm, nosy4eHHbIM B Xoae CcorjiacCoBaHus,

* MOBTOPHOE COrjlacoBaHMe NpoeKTa AOKYMeHTa (B C/lydae ero cepbe3Hol KOPPEKTUPOBKN MO
pe3ynbTaTaM NepBOro COrjlacoBaHus);

e B HEOHXOAUMBIX C/ly4aaX - MOAFOTOBKY CMNCKA (yKa3aTesNsi) pacCblIKM LOKYMEHTa;

* npeacTtaBJieHNe NpoekTa JOKYMeEHTa Ha noannmcb (yTBep)KD,eHI/Ie) PYKOBOACTBY,

e onpejgeneHne MecTa XpaHeHNs JOKYMeHTa (KOMuUn JOoKyMeHTa) NPoCTaB/IeHNEM OTMETKUN C
yKa3aHneM HoMmepa [fesla Mo HOMeHKaType [en, B KoTopoe A0/KeH ObiTb nomelleH
[OKYMEHT.

B WHCTpyKUMM nNo [OenonpousBOACTBY LenecoobpasHo npeaycMoTpeTb MNopsaok paboTbl Han
IOKYMEHTOM B CJly4asiX, €CJZIN UCMNOSIHEHNE OOKYMEHTA NOPYYEHO HECKOJIbKMM nLLIaM, B TOM YucChe:

e PYHKLUMN OTBETCTBEHHOro WCNOJIHUTENnA N QYyHKLUN concrnonHMTenenm B MNoAroToBke
NMPOoeKTa OOKYMEHTa,

® MpPaBO OTBETCTBEHHOINro WUCNOJIHNTENA CO3biBaTb concnonHuTenen gns BblpaGOTKVI
COBMECTHOIo peLleHns,
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* MNOpPAOOK N CPOKK NpeacTaB/IEHNA NMPOEKTOB OTBETCTBEHHOMY NUCMOJIHUTENIO.

B WHCTpyKuMM no [enonpovsBOACTBY NpeaycMaTpMBaeTCs BO3MOXXHOCTb MNpPOAJIEHUS CpoKa
NUCMNOJIHEHUS [OKYMeHTa (C COOTBEeTCTBYHOLWMM 0BOCHOBaHMEM, MpencTaB/ISEMbIM PYKOBOACTBY),
€C/IN OTCYTCTBYIOT peaJsibHble YCJIOBMS BbIMOJIHEHUA 3a4aHUS, AeNaTb MOMETKN Ha JOKYMEHTe Un B
C3[ o BpeMeHW ero nocTyrnieHus, O AaTax MPOMEXYTOYHOro WCMOJIHEHUA (TenedOHHbIX W
NMUCbMEHHbIX 3anpocax), 0 AaTe U pe3yJ/ibTaTe OKOHYATENIbHOr0 UCMOJIHEHUS.

NcrnonHuTene He Q[OoJHKeH pa3srfnawaTtb cofep>XaHue rMocCTYynUBLUMX K HeMy [OOKYMEHTOB WU
NnoAroToBJIEHHbLIX MPOEKTOB CJ'Iy)KG6HbIX OOKYMEeHTOB, C HUMN MOryT ObiTb O03HAKOMJIEHbI TOJIbKO
nnua, nMmevLuine oTHoweHme K X NCrnoJiIHeHUIO.

3.8. loKyMeHTaNibHbIK (DOHA roCcynapCcTBEHHOro OpraHa,
opraHa MecTHOro camoynpasJsieHusA

3.8.1. PaspaboTka u BegeHue HOMEHKJaTyphbl aen

B cOOTBETCTBUM C MYHKTOM 6.1 MpaBun Aen0nNpon3BOACTBa AOKYMEHTbI, CO34aHHbIE 1 MOJyYeHHble
B Mpouecce [AesTeNbHOCTW rOoCyAapCTBEHHOro OpraHa, opraHa MeCTHOr0 CaMoyrnpaBfieHus,
06pa3yoT AOKYMeHTanbHbI (POHA, roCyaapCTBEHHOrO OpraHa, opraHa MecTHOro caMoyrpaBaeHUs.
JOKyMeHTasbHbIi (POHA — COBOKYMHOCTb [JOKYMEHTOB, 00Opa3sylolmnxca B AeATeSbHOCTU
opraHunsaummn>,

B cooTBeTCcTBUM C PenepasibHbIM 3aKOHOM OT 22 okTsA06ps 2004 r. Ne 125-03 «O6 apxnuBHOM gene B
Poccunckon ®epepaunm» U NyHKTOM 6.2 lNMpaBunia Oenonpon3BoACTBa roCydapCTBEHHbIE OpraHbl
Poccuinckonm ®epepaunm paspabaTbiBaloT 1 NOCE COrlacoBaHMsA C yNOJIHOMOYEHHbIM hefepasibHbIM
OpraHoM VCMOIHUTENLHOW BNAcTU B chepe apXMBHOro Aena 1 Aenonpons3BoacTBa’® yTeepxaatoT
nepeYvyHn OOKYMEHTOB, 0bpa3ylowmxca B npoLecce nx AeaTenbHOCTH, a TakXXe B npoLuecce
0eATesIbHOCTY MOABEAOMCTBEHHbLIX UM OpraHmn3auni, C yKasaHneM CPOKOB UX XPaHEHMS, KOTOPbIM
CTPYKTYpHble nogpa3feneHns rocyfapCcTBeHHOro opraHa Poccuinckon ®enepaunm
PYKOBOACTBYIOTCS MNpu onpesesieHn CPOKOB XpaHeHUss LJOKYMEHTOB MNpu COCTaBJIEHN
HOMEHKNaTypbl e, GopMnUpoBaHUN N ohopMAEHUN Aesl, OpraHu3aLnn X XpaHeHus.

B cooTBeTCTBUKU C NYHKTOM 6.3 MpaBua Aenonpon3BoacTBa rocyNapCTBEHHbIE OpraHbl Poccuiickonm
depepaumnm U rocygapCTBeHHble opraHbl cybbekToB Poccuiickon ®epepauun, uMeolme
nonBeAoOMCTBEHHbIE OpraHuM3alnuK, BnpaBe pa3pabaTbiBaTb U yTBepPXKAaTb MO COrJIacoBaHUIO C
YMOJIHOMOYEHHbIM (hefepasibHbIM OPraHOM WCMOJIHUTENbLHON BNAacTW B Chepe apXMBHOro gesa u
[enonpon3BoACTBa UM C COOTBETCTBYHOLLMUM YMOJIHOMOYEHHbLIM OPraHOM UCMOJIHUTENIbHON BNACTU
cybbekTa Poccuiickon degepaunm B chepe apxXmMBHOIro Aesa TUMNOoBbIE U MPUMEpPHbIE HOMEHKJIATYpb!
nen ans noABefoMCTBEHHbIX OpraHu3auui.

Tunosas HOMEHKNaTypa AOen YyCTaHaBJIMBaeT COCTaB [A€Jl, 3aBOAMMbIX B OpraHmM3aunax
onpeneneHHoro Tuna, N ABNdeTca HOpMaTUBHbIM OOKYMEHTOM.

MpumMepHasa HOMeHKaTypa e ycTaHas/IMBaeT anMepr||7| COCTaB gen, 3aBognMbIX B OAHOTUMHbIX
opraHn3aunax, Ha KOTopble OHa PacCrpoCTpaHAETCA, N ABNAETCA peKoMeHOaTeJIbHbIM JOKYMEHTOM.

Co3paHune NoKyMeHTasIbHOro (hoHAa rocy4apCTBEHHOI0 OpraHa, opraHa MecTHOro CaMoyrnpaBieHuns
NCMNONIHUTENbHON BRacTW ocyulecTBaseTca Cnyxb6oi nenonpousBoACTBa MyTeM COCTaBJIEeHUNA
HOMEHKJaTypbl Aes, (OPMUPOBaHMS N odopMaeHus nen, obecnevyeHnss UxX COXPaAHHOCTU, y4yeTa
N nepenayn gen B apxus defepasibHOro opraHa UCMOJSIHUTENbHOM BNACTW.

B cooTBeTCTBUN C NYHKTOM 6.4 [pasnna gesnonpousBoAcTBa HOMeHKaTypa fesl rocy4apCTBEHHOro
opraHa, opraHa MeCTHOro CaMOyMpaBfieHUs 3akpennseT Kraaccugukaumo (FpynnupoBKy)
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IOKYMEHTOB B Aesia (3/IeKTPOHHble aAena), obecnevyMmBaeT CMCTEMATU3ALUIO U UHAEKCauuo aern,
nopsaokK opMUPOBaAHUSA U y4eTa [en B AesI0Npon3BOACTBE.

HOMeHKJ'IaTypa nen rocygapCrBeHHOro opraHa, opraHa MeCTtHOro caMoyrpaBJieHUA BKIOHYaETCA B
C21 B KayecTBe CnpaBO4YHUKa, onpegendwowero nopaaok cCcncremMmatTusauunm 3S3NEKTPOHHbIX
OOKYMEHTOB N 3J1IEKTPOHHbIX Konumn OOKYMEHTOB, BKJIlOHaeMbIX B can.

B NHCTpYyKUMM NO 0enonpon3BoaCTBY roCyaapCTBEHHOro opraHa csenyeT yCTaHOBUTD:

* MOPAAOK pa3paboTKM HOMEHKNIATypbl Aen rocygapCTBEHHOro opraHa, opraHa MeCcTHOro
CaMoynpaBJiIeHNs, BKJIl0Hasi BOMPOChI COrlacoBaHUA U yTBEPXXAEHUS HOMEHKIATypbl Aen,
€XXerogHom KOpPPeKTUPOBKN HOMEHKATYpPbl AEJ;

* CTPYKTYPY HOMEHKIaTypbl A&, B TOM Yucie, NopsaoK pacrnosioXeHns pa3aesioB B CBOAHOM
HOMEeHKaType gen;

* MpaBunia NHOEKCaUunn aes, coCctaB/ieHNA 3aroJlIoOBKOB AOel,;

* NMopAOoOK MHAeKCauunn aen n onpepesieHna CpokoB XpaHeHNA 0OKYMEHTOB,;

e 0COHEHHOCTM OTPaXKEHUS B HOMEHKJIAType Aes1 3NeKTPOHHbIX Aes;

® NMOopAOOK YyCTaHOBJIEHNA CPOKOB XpaHeHUA AOOKYMEHTOB C I/IHCpOpMaLI,VIeIZ O TOM, KaKune
nepevyHn AOOKYMEHTOB CO CpOKaMWn XpaHeHUNA MPpUMEeHAKTCA AONnd onpeneneHna CpoKoB
XpPaHeHNA OOKYMEHTOB;

* MOPSAAOK BelleHNs HOMEHKATYpbl fieN B TeYeHne 1enonpon3BoaCcTBEHHOro (KaJieHaapHOoro)
roga v Nopsiaok ee KOPPEeKTUPOBKY;

e COCTaABJIEHME WTOrOBOWN 3arNUCKM O KOJINYECTBE M KaTeropusx nOesn, cpopMUPOBaHHbLIX B
Nenonpon3BoACTBE FOCYy[dAapCTBEHHOrO OpraHa, opraHa MeCTHOro CaMOoyrnpaBJieHUs B
TeyeHue roga.

B HCTpyKLMM Mo Oe/fIonNpoM3BOACTBY Lienecoobpa3Ho NpeaycMoTpPeTh, YTO:

* Mpn COCTaBJsieHNNn HOMeHKJIaTypbl Oen cneayeT PYKOBOACTBOBATbCA 3aKOHOOAATEJ/IbCTBOM
Poccuiickom ®depepaunin, 3akoHodaTenbCTBOM cybbekTa Poccuinckon depepauyunn,
onpepenslwmnM  OeATeNbHOCTb  FOCYyAapCTBEHHOrO  OpraHa, oOpraHa  MECTHOro
caMmoynpaBJ/ieHUs, TMOJIOXKEHMEM O TrOCyOapCTBEHHOM oOpraHe (opraHe MECTHOro
camoynpaBJieHuUs), pernaMeHTOM TroCyoapCTBEHHOro opraHa (opraHa  MeCTHOro
camoynpaB/ieHNs1), MOJIOXKEHUAMU O  CTPYKTYPHbIX  Mnogpa3fefieHnsx,  LWTaTHbIM
pacnucaHneM, NJaHOBOW N OTYETHOW AOKYMEHTaLUMen, HOMEHKIATYypOon Aen 3a npowepline
rogbl, HOPMaTUBHbLIMW aKTaMW rOCYOAPCTBEHHOro oOpraHa, opraHa MeCTHOro
caMmoynpaBfieHus, cogepxawmmm cBegeHna o6 obpasylowmxca B AesATenNbHOCTU
OOKYMeHTaX, TWUMOBbIMW W TMPUMEPHbIMN HOMEHKNaTypaMu aen (npu unx Hanm4un),
rnepeYvyHsMn LOKYMEHTOB, 06pa3yoLWmMXcs B NpoLecce AeaTeNbHOCTN henepasibHbiX OpraHoB
rocynapCTBEHHON BJlaCTW, MHbIX FOCYAapPCTBEHHbLIX opraHoB Poccuinckon depepaunn, a
TakK)XXe B rnpouecce pedtTenbHOCTU noaBedOMCTBEHHbLIX UM opraHm3au,|/||7|, C YKa3aHunem
CPOKOB NX XpPaHeHUS;
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* B TrOCydapCTBEHHOM oOpraHe, opraHe MeCTHOro caMoyrnpaBJieHUa COCTaBJIATCS
HOMEHKNATYypbl A€ CTPYKTYPHbIX Nogpa3aesieHnin n HoMeHKNaTypa Aes roCyaapCTBEHHOro
opraHa, opraHa MeCTHOro camoynpasseHus (cBogHas). ®PopMbl HOMEHKNATYpbl Aen
CTPYKTYPHOro noAapasfeneHnsd u HOMeHKaTypbl Len opraHmsauum yCTaHOBJIEHbI
MpasnnamMmu opraHusaunm XpaHeHUsa, KOMIMJIeKTOBaHUA, Yy4yeTa W  WNCNOJIb30BaHUA
DOKYMeHTOB ApXmnBHoro oHaa Poccunckon depepaumm n opyrux apxmBHbIX JOKYMEHTOB B
opraHax rocygapcTBeHHOM BNaCTU, OpraHax MeCcTHOro caMmoyrnpasseHuns, opraH|/|3a|_|,|/|;1x[@1
M npmeeneHsl B npnaoxeHnax Ne 13 n Ne 14 K HacToAWwWMM MeToaAnYeCKNM peKoMeHaaunsam;

e HOMEHKJIaTypa AeNl CTPYKTYPHOro noApasfiesieHns COCTaBAseTCs AesIonpou3BoauTeNeM
CTPYKTYpHOro noApasfenieHnss npu yyacTuM Bedylux CheuumasnucToB CTPYKTYPHOro
noapasaesieHns, CorJlacoBbIBAETCS C 3KCMEPTHOM KOMUCCUEN CTPYKTYPHOIr 0 noapa3aeneHmns
(Mpy ee HaAMyuu), MNOAMUCLIBAETCS PYKOBOAUTENS CTPYKTYPHOro mMoApasaeneHns u
npeactasnsetcs B Cnyxby penonpousBoacTBa rocyfapCTBEHHOrO OpraHa, opraHa
MEeCTHOro caMoyrnpaB/ieHuns;

e HOMEHKNaTypa QfeN rocydapCTBEHHOro oOpraHa, OpraHa MEeCTHOro caMoynpaBJ/ieHNS
cocTtaBnsetca Cnyxbo [enonpousBOACTBa W3  HOMEHKNATYp Aen  CTPYKTYPHbIX
nogpasfefsieHNn; HOMeHKNaTypa JAen rocyfapCTBEHHOrO OpraHa, oOpraHa MeCTHOro
camoynpaBJsieHns NoAnucbiBaeTCs pykosoaunTenem Cnyxbbl Aenonpon3sBoacTBa, BU3MpyeTCs
pykoBoauTeneMm apxusa (N1MLOM, OTBETCTBEHHbLIM 3@ apXUB), YTBEP)KOAETCHA PYKOBOAUTESIEM
rocynapcTBEHHOrO OpraHa, opraHa MeCcTHOro caMoynpaBieHUs mnocjie CcorsacoBaHUs
MpoeKkTa HOMEeHKNaTypbl Aefs C UeHTpaJIbHONW 3KCMepTHOM KOMUCCUen (3KCnepTHON
KOMUCCHen) rocyjapCTBEHHOr0 opraHa, opraHa MecTHOro caMoyrnpasieHusa v oauH pa3 B 5
JIeT C 3KCMNepTHO-NpOoBepoOYHOM KoMuccumen (manee - 3IMK) cooTBETCTBYHOLWENO
thefepabHOro rocyJapcTBEHHOro apxusa®t, ynonHoMo4eHHOro opraHa NCMOMHUTENLHON
BnacTu cybbvekTa Poccunckon depepaunm B chepe apxXmBHOro pena® nan
rocynapCTBEHHbLIM (MyHULMNaNIbHLIM) apPXMBOM B COOTBETCTBMU C NPEeAOCTaBIEHHLIMU €My
nonHomounamu®;

e HOMEHKJIaTypa AeJsl roCy1apCTBEHHOr0 OpraHa, opraHa MeCTHOro CaMoyrnpaB/eHNs B KOHLE
Ka)[Ioro roja yTOYHSEeTCS, YTBEP>XXOAeTCs PYKOBOAUTENIEM TOCYapCTBEHHOrO OpraHa,
opraHa MeCTHOro camoyrnpaBfieHUs U BBOAUTCA B OEWCTBME C 1 sfHBaps C/enyloLlero
KaJleHO4apHoro roaa;

e BHOBb CO34aHHOE nogpasfesieHne B MeCHAYHbI CPOK pa3pabaTbiBaeT HOMEHKAATypy Aen
noapasgeneHnus u npenctasnsetr ee B Cnyxby penonpou3BoncTBa roCyAapCTBEHHOIO
opraHa, opraHa MecTHOro camoynpasseHus 479 COrJlacoBaHNS U YTBEPXKOEHUS B nopsgke,
YCTaHOBJIEHHOM 01 COrJjlacoBaHUA N yTBEPXXOEHUA CBOOAHOW HOMEHKNaTypbl gen, nocne
Yyero [JaHHbIN  pa3fen npucoeavHAeTCca K OEeNCTBYIOWEN HOMeHKaType gen
rocygapcTBEHHOro opraHa, opraHa MeCcTHOro caMoyrnpaBJ/iEHUNS,;

* CTPYKTYpHOE noapasgesieHne NHopMupyeT Cnyxby [leflonpon3BoACcTBa
rocygapCTBEHHOro oOpraHa, oOpraHa MeCTHOro CaMOYyMpaBJieHUs O  BKJIIOYEHUU
B HOMEHKNaTypy QAeNn HOBbIX fJen; ¢ 3Ton uensto B Cnyxby n[enonpovsBoAcCTBa
npeacTaBnseTcs chnyxebHasa 3anMcka 3a MNOAMNUCLID PYKOBOAUTENs (3aMecTuTens
PYKOBOAUTENA) CTPYKTYPHOr0 noApa3fesieHns C ykazaHMeM UHAeKca fena, ero 3arojloBka,
CPOKa XpaHeHUs N OCHOBaHWA ONS 3aBefeHus Oena;

* HOMeHKNIaTypa [fefl rocylapCTBEHHOro opraHa, OpraHa MeCTHOro CcamoyrnpaBJieHns
COCTaBNSIETCS B TPEX 3K3eMMispax:
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o 1-i 3K3eMnisAp YTBEP)KAEHHOW HOMEHKNaTypbl Aen SBJAsAeTCs [AOKYMEHTOM
MOCTOSIHHOrO XpPaHeHWs,, MnoMelwaeTca B OTAeNlbHOe [eflo U BKJYaeTcs
B HOMeHKNaTypy Aen B pasgen Cnyxbbl enonpon3BoACTBa;

o 2-IA 3K3eMMNAsSp nepeaaeTcs B apxXMB rocylapCTBEHHOro opraHa, opraHa MeCTHOro
CaMoynpaBJieHNs B KQ4YecTBe YYETHOro IOKyMeHTa;

o 3-N 3K3eMnasap nepefaeTca B rOCYyAApPCTBEHHbIA (MyHUUMNANbHBLIA) apXuUB,
NCTOYHMKOM KOMIMIEKTOBAHUS KOTOPOro ABASAETCS roCy[apCTBEHHbIA OpraH, opraH
MECTHOro camoyrnpaBJieHus;

* HOMEHKJNIaTypa AeN TroCyhapCTBEHHOro oOpraHa, OCYyLWeCcTBASOWEro AgernosnTapHoe
XpaHeHne [OOKYMeHTOB ApXWBHOro ¢oHaa Poccuinickon ®depepauunm, HaxoAsWMXCs B
henepanbHoO CcoBCTBEHHOCTW, COCTaBAsSieTCS B ABYX 3K3emnaspax: 1-i ak3emnnasp
YTBEP)XAEHHON HOMEHKNATYpbl Aes SBASeTCA [OOKYMEHTOM MOCTOSIHHOrO XpaHeHus,
nomellaeTcss B OTAeSIbHOEe Oesi0 M BKJYaeTCs B HOMeHKNaTypy Aen B pasgen Cnyxbbi
[Eenonpon3BoACTBa; 2-W 3K3eMniap nepefnaeTcs B apXuB roCylapCTBEHHOro opraHa B
KayecTBe YyYeTHOro AOKYMEHTa;

e B KavyecTBe paboyero skzemnnasapa B Cnyxbe [enonponsBoACTBa WCMOJb3YETCA KOMUSA
YyTBEPXXOEHHONW HOMEHKNATypbl [Aes ToCyAapCTBEHHOro opraHa, oOpraHa MeCTHOro
caMoyrnpaB/iieHus WIN ee 3JIeKTPOHHas ¢dopMa; B CTPYKTypHble nogpasfeneHns
rocyfoapCTBEHHOro oOpraHa, oOpraHa MeCTHOro camMoyrnpaBsieHUss HOMeHKnaTypa Aen
paccbinaetca Cnyxbon penonpovmsBonCTBa B 3/€KTPOHHOM BuOe WAXM B BUAE KOMUNA
COOTBETCTBYOWMNX pa3fenoB Ha BymMa)KHOM HocuTesie (B COOTBETCTBUM C MYyHKTOM 6.17
MpaBun genonpomnsBoAcTBa pabounin 3K3eMNASP HOMEHKNATYpbl Aen XpaHUTca B Cnyxbe
0enonponsBoACTBa roCyfapCTBEHHOrO OpraHa, opraHa MecTHOro caMmoynpaBJfieHUs 40 Tex
rnop, Noka Ha aena, chopMMpPOBaHHbLIE B COOTBETCTBUM C HOMEHKNATypown nen, He byayT
COCTaBJIeHbl OMWCKM Oen ANa nepefavynm B apxXuB roCyfapCTBEHHOrO oOpraHa, opraHa
MeCTHOro camoyrnpaBJ/ieHns);

e B CJly4yae U3MeHeHMs MYHKLUUA U CTPYKTYpPbl FOCYAapCTBEHHOro opraHa, opraHa MecTHOro
caMoynpaBJ/ieHUss HOMeHK/aTypa Aesl COCTaBAsSeTCs 3aHOBO, corjacoBbiBaeTcsi ¢ MK
henepanbHOro rocyfapCTBEHHOro apxumBa, YMOJIHOMOYEHHOrO OpraHa WCMOJIHUTENIbHOM
BNacTu cybbekTa Poccuiickonn ®epepauunm B chepe apxXMBHOro Aesna Ui rocyaapCTBeHHbIM
(MyHULUMNANbHBLIM) apXMBOM B COOTBETCTBUW C MNpPefoCTaB/IeHHbIMKM €My MOJIHOMOYUSMMU
N  YyTBEPXOAeTCs pPYKOBOAMUTENIEM [OCyOapCTBEHHOrO0 OpraHa, opraHa MeCTHOro
caMoynpaBJieHus.

* HAVMMEHOBAHMAMMN pPa3[esloB HOMEHKJATYpbl AeN SABJSAIOTCS HAUMEHOBAHMWSA CTPYKTYPHbIX
nogpasfefieHnii  rocyfapCTBEHHOrO0 OpraHa, oOpraHa MeCTHOro  caMoyrnpaBieHus,
KOJIJIernasbHbIX, COBELlaTesbHbIX, METOANYECKUX U UHbIX OPraHoB (B OpraHax MeCTHOro
camMoyrnpaB/ieHns [ornyckaeTcsa pa3paboTka HOMeHKNaTyp Aesl (PyHKUMOHAJNIbHOMO TuUMa,
cncTemMaTM3aums  OOKYMEHTOB B KOTOPbIX OCYLLECTBASiIeTCS B COOTBETCTBUMU C
HanpaB/eHNAMUN OeATEeNbHOCTHN);

e B TeyeHWe roga B paboyunin 3K3eMnisip HOMEHKNATYpPbl A€ST MOTYT BHOCUTbLCS YTOYHEHUS B
3aroJIoBKM fesl, B Heob6X0AMMbIX C/lyYasix - B CPOKU XPaHEHUNS LOKYMEHTOB, @ TakXXe MOryT
BKJIlOYATbCS 3aroJIOBKM [feJsl, He NpenyCcMOTpPeHHble MNpu pa3paboTke U yTBepXXAEHWU
HOMeHKNaTypbl AeNn (HOBble 3arojlIoBKW Aefl BHOCATCH B TakK Ha3blBaeMble B pe3epBHble
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HOMepa, NPeayCMOTPEHHbIE B Ka)X[10M pa3jiefsie HOMEeHKIaTypbl fen;

® CPOKM XpaHEeHUsT OOKYMEHTOB, BKJIIOYEHHbIX B HOMEHKIaTypy Aes, yCTaHaBAUBAlOTCHA B
COOTBETCTBMKU C hbefepasibHbIMU 3aKOHAMW, UHLIMW HOPMATWUBHBLIMW MPABOBbLIMU aKTaMu,
MnepeyvyHs MU TUMOBbIX apPXMBHbIX LOKYMEHTOB, MepeyHsMM OOKYMeHTOB, obpa3ylowmnxca B
npouecce AesaTenbHOCTU qenepajbHblX OpraHoB roOCyOapCTBEHHOW BAacTW, WHbIX
rocynapCTBEHHbIX OpraHoB Poccuinckon denepaunun, a TakxKe B Npouecce OeATesIbHOCTU
MoaABEeOOMCTBEHHbLIX MM OpraHmM3auuin, C YyKa3aHMEM CPOKOB WX XpaHeHusa (panee -
BEJOMCTBEHHbIMU MNEepPeYyHAMN); CPOKU XpaHeHUs OOKYMEHTOB YyKa3blBaloTca B rpade 4
HOMEHKNATYpPbl O€N CO CCbUIKOM Ha CTaTblo denepasbHOro 3akoHa, TUMOBOrO WK
BEAOMCTBEHHOI0 NepeYyHs);

* M0 3aBepLUEHNN KaNeHOapHOro roga B KaXx4oM CTPYKTYPHOM nogpa3saeneHnn ohopmaseTcs
nTorosas 3anmcb K HOMEHK/AType Jefl, B KOTOPYK BHOCATCH CBEAEHUS O KOJIMYEeCTBe
3aBefleHHbIX Oesl C y4eTOM KOoJnmyecTBa TOMOB (rpaga 3 HOMeHKNaTypbl Oen), OTAEeNbHO
NMOCTOSIHHOrO N BPEMEHHbIX CPOKOB XPaHEHUS, BPEMEHHbIX CPOKOB XPaHEHUsi C OTMETKOM
«IMNK» ©n nepexogsWwnx; WTOroBas 3amnncb [OMOJIHAETCA [HOaHHbIMKM O KOJINYeCcTBe
3/IEKTPOHHbLIX [€esl COOTBETCTBYIOWMX CPOKOB XpaHeHUA U nNepepnaetca B Cnyxby
0enonponsBoACcTBa; BMeCTe C MTOrOBOM 3amnucbio NepefatTca AaHHble 06 M3MeHeHusx
N OONOJIHEHMAX, BHECEHHbIX B HOMEHKIATYypy Ae CTPYKTYPHOro noapasaesieHns B Te4eHme
roaa;

* B MTOrOBYI 3aMNnCb CBOAHOW HOMEHKNATypbl OeN CBEAEHUs BHOCSATCS Ha OCHOBaHWU
[AaHHbIX, MepeaaHHbIX N3 CTPYKTYPHbIX NoApasaeeHnin rocyjapCTBEHHOro opraHa, opraHa
MECTHOro CaMoyrnpaB/ieHUsl; CBEAEHUS WTOrOBOW 3amucyM CBOAHOM HOMEHKMATypbl Aen
nepenatTCs B apXuB rocyaapCTBEHHOr0 OpraHa, opraHa MecTHOro camoyrnpaB/ieHUs, 0 YeM
B HOMEHK/aType Aen MpocTaBasaeTCcss 0OTMEeTKa C yKasaHWeM [O/DKHOCTU M MoAnucK nmua,
nepenasllero CBeAeHNs;

e Cnyxba genonponsBoacTBa rocy4apCTBEHHOIro0 opraHa, opraHa MeCcTHOro caMoyrnpaBieHuns
Ha OCHOBE MOJIy4YEHHbIX N3 CTPYKTYPHbIX NoApa3aeneHnin JaHHbIX FOTOBUT:

* UTOrOBYIO 3aMnCb O KATEropusix U KOJMYEeCTBe [esi, 3aBefleHHblX B roCyAapCTBEHHOM
opraHe, opraHe MeCTHOro CamMoyrpaBfieHUsi B Te4YeHne roda; CBeAeHUss UTOroBoM 3amnmncu
nepenarTCs B apXMB roCcyAapCTBEHHOIr0 OpraHa, opraHa MecTHOro CamMoyrnpaB/ieHNs, O YeM
B HOMEHK/AaType Aen NpocTaBaseTcss 0OTMEeTKa C yKasaHWeM [O/DKHOCTU M MoAnucK nuua,
nepeaasLUero CBeAeHUs;

e JIONOJIHEHNE K HOMEHK/aType nAef, B KOTOPOM MoC/iefoBaTe/lbHO B COOTBETCTBUM C
pa3feniaMnm HOMEHKNaTypbl [esl YyKa3blBaloTCA 3aroJIoBKM Aesl, He MNpenycMOTPeHHbIe
YTBEPXXAEHHBLIM 3K3eMMJSiPOM HOMEHKNATypbl Aes; [OOMOJIHEHME K YTBEpP>XOEeHHOW
HOMEeHKJaType Aen noanucbiBaeTca pykosoautenem Cnyxbbl Aen0onpon3BoACcTBa U BMecTe
C UTOr0BOW 3aMnCblo, NPMOBLLAETCS K YTBEPXXAEHHOMY 3K3eMMIApY HOMEHKIATypbl Oen;

e HOMEHKNaTypa [OeNl UCMOo/b3yeTCs B KavyecTBE OCHOBbI [/ COCTaBJIEHVMS OMNWCEN nen
CTPYKTYPHbIX MoApa3aesieHnin NoCTOSTHHOI0, BpeEMeHHbIX (CBbille 10 IeT) CPOKOB XpaHeHMS,
B TOM 4YuUCJie MO JINYHOMY COCTaBY, akKTOB O BbIAEJIEHUN K YHUYTOXEHUIO NOKYMEHTOB, He
noanexxalmnx XpaHeHno, a Takxe O yyeTa Aen BpeMeHHbIX (10 10 neT BKAYUTENLHO)
CPOKOB XpaHeHusl.

Mopsanok 3anonHeHUsa rpad HoMeHKNaTypbl Oen npuBefeH B npuaoxeHmm Ne 15 K HacTosAwmm
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MeTogon4yeckum pekoMeHagaumnsam.

3.8.2. ®opMmupoBaHue Aesn U UX TeKyLlee XxpaHeHue

MNMyHKTaMn 6.23-6.27 MpaBun AenonponssBoacTBa onpeneneHbl OCHOBHbIE MPUHLUMbLI (HOPMUPOBAHUSA
nen, ocobeHHOCTU (hOPpMUPOBAHUA B Aesla OTAeSIbHbIX KAaTeropui AOKYMEHTOB, B TOM 4uUCIe,
3JIEKTPOHHbIX AOKYMeHTOB. COOTBETCTBEHHO, AaHHbIe MOJIOXKEHMUS O0/KHbI ObiTb OnpeneneHbl B
NHCTpyKUMK No Aenonpon3BoACTBY roCcyAapCTBEHHOr0 opraHa, opraHa MecTHOro caMoyrnpaBieHus.

K OCHOBHbIM nmpuHUMNam (npasuniam) ¢opMupoBaHna pn[en, KoTopble crlenyeT OTMeTUTb B
WHCTpyKUMM No  Oesonpom3BOACTBY, OTHOCATCA  chepywouwme (NyHKT  6.23  TlpaBun
nenonpon3BoacTBa):

B O€eno BKJKOYalOTCA AOOKYyMEHTbl OAOHOMo0 KaJsieHAapHOro roga, 3a WCKJIIOYEHUEM
nepexogdawnx aen, Cyﬂ,eﬁHbIX nen, NN4HbIX Oen;

® NOKYMEHTbI MOCTOAHHOIO N BpeMeHHbIX CPOKOB XpaHeHNA rpynnmupyroTca B AeJla pa3aesibHo,

e B [€J10 NOMEeLalTCa OOKYMEHTbl MPaBWIbHO U MOJIHOCTbIO OQOPMJIEHHbIE (LOKYMEHTbI
AOJ/DKHbI UMETh AaTy, NOAMNUCHL U Apyrue HeobXoAMMble PEKBU3UTLI);

® B [1€J10 BKJIIOHAETCA NO OAHOMY 3K3EMNNAPY Ka>XA0ro JOKYMeEHTa,

* NPUSIOXKEHNSA BKJIIOYAKOTCA B AeJ10 BMECTe C OCHOBHbLIM AOKYMEHTOM (NpunaoXeHnsa obbeMom
cBbiwe 100 MCToB MOTYT BbIAENATLCA B OTAE/IbHbIM TOM Aena);

e (hakcorpammsbl, Tenerpammsbl, TeneoHOrpaMMbl MOMELLAOTCS B Aiefa C Nepennckom;

e B [leJI0 He BKJIOYalTCs OOKYMEHTbI, noAJjiexallime BO3BpaTy, JIMWIHUE 3K3eMMnaapbl U
YEPHOBUKN (3a NCKIOYeHNEM 0cob0 LEeHHbIX);

e Nleno, BKJOYalollee [OOKYMEeHTbl Ha OyMa)kHOM HocuTene, no o06beMy He [O0J/IKHO
npesbiWaTh 250 NUCTOB NMpu TosnHE He 6onee 4 cM (TosNWMHA Aef CO CPOKaMU XpPaHeHUs
0o 10 neT He OoJ/XKHaA NpeBbiWaTh 10 ¢M); NpuU NpeBbIlLeHU AaHHOro obbema 3aBoanTCS
BTOPOW 1 nocsieayloline ToMa; Ha KakoM TOMe NPOCTaBAATCSA UHOEKC U 3aro/loBOK fena
c nobaBsieHneM 0603Ha4YeHUs HoMepa ToOMa 1, NpPu HeobXoAMMOCTHN, 3aroJloBKa TOMa;

e [OKYMEHTbl BHYTPW Oefsia pacrnojlaraloTcs B XPOHOJIOrMYECKON (CBepXy BHWU3), BOMNPOCHO-
JIOrM4eCcKom rnocsienoBaTeNbHOCTU N UX COYETaHWUN.

e KpoMe yKasaHHbIX MOM0XEHUA B WHCTPYKUUM MO [Aenonpou3BOACTBY LenecoobpasHo
yKasaTb:

e MecTo TeKyuwero XxpaHeHuss pen (Cnyxba penonpomssBoncTBa M (MAnM) CTPYKTYpPHble
nogpasfesieHns rocyfapCTBEHHOro opraHa, opraHa MecTHOro camoyrnpaBJieHus);
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e MeTOoAMYEeCKYyl (YHKUUIO apxuBa roCydapCTBEHHOro oOpraHa, opraHa MeCTHOro
caMoynpaBJieHNsl B BOMpocax popMnpoBaHnNs Oer;

® CPOK nepegaynm NCcronHnTeNneM (oTBETCTBEHHbIM NCNOJIHNTENEM) 3aKOH4Y€eHHOro
agenonpomssoacteoMm aOOKyMeHTa B OeJi0 (CpOK nepegayvynm AOOKyMeHTa B  OeJio
YCTaHaBJZInBaeTCA rocygapCrBeHHbIM opraHom, opraHoMm MeCTHOro CcamMmoyrnpaBjeHna n He
NOJIKEH rnpesBbilaTb 10 gHe nocne gaTbl NCMOJIHEHNS ,EI,OKyMeHTa);

e paboOTHMKOB, OCYLLECTBASKLWNX (POPMUPOBAHUE AeNl B CTPYKTYPHbIX MoApa3aesieHnsx
rocygapCTBEHHOro opraHa, opraHa MecTHOro caMoyrnpaB/ieHuns;

e paboTHMKOB, onNpenensalWwmMx MecTo XpaHeHna AOKYMeHTa (MHOEeKC gena, K KOTOpoMy B
COOTBETCTBMM C HOMEHKIATYypoOM nOen [0JIKeH ObiTb OTHECEH WCMOJSIHEHHbLIN OOKYMEHT
(KOMMNEeKT AOKYMEHTOB);

* YCJIOBUS TeKYLIero XpaHeHus Aen B CTPYKTYPHbIX MNOApa3fesieHUaxX rocyaapCTBEHHOro
opraHa, opraHa MecTHOro caMoyrnpaB/ieHuns;

* MOpPALOK y4yeTa aen;

* NMOopAOOoK Bblga4dn Oen BoO BpeEMEHHOE MOJIb30BaHNE;

* NMOpPAOOK N3bATUA OOKYMEHTOB N3 Aesa;

e nogpasgeneHua (Cnyxba oenonponsBoACTBa, apXUB rocyfapCTBEHHOro opraHa, opraHa
MECTHOro camoymnpaBJ/ieHUs), 0CyLeCTBASOLWMNE KOHTPOJIb 3a NPaBu/ibHbIM (POPMUPOBAHNEM
Oen B CTPYKTYPHbIX MoApa3feneHnsx rocydapCTBEHHOro oOpraHa, opraHa MecCcTHOro
CaMoynpaBJieHNs, NPOBEPKM HAaNNYNA U COCTOAHUS Oen.

OcobeHHOCTH (pOpMI/IpOBaHVIﬂ B O€jla OTAEJIbHbIX KaTeFOpI/II7I OOKYMEHTOB W OpraHunsauunn ux
TeKyLWero XpaHeHuns (mo nepegadynm B apxXxmB TrocynoapCrBeHHOro oOpraHa, OpraHa MeCTHOIo
caMoynpaBneva) npueeneHbl B NpunoXxeHumm Ne 16 K HacToAWMM MeToaNYeCKNUM pekomMeHOaunam.

3.8.3. MoarotoBKka AOKYMEHTOB U AeN K nepepaye Ha apXuBHOE XpaHeHue

B WHCTpykumMn no [enonpouM3BOACTBY PaCKPbIBAETCA KOMMJAEKC paboT, BbIMOJIHAEMbIX B
rocygapCTBEHHOM oOpraHe, OpraHe MEeCTHOro CaMOyMpaB/ieHWss B LeNsx MOoAroTOBKU nen K
nepefaye Ha XpaHeHWe B apXWB rocyJapCTBEHHOro opraHa, opraHa MecTHOro camoyrnpaB/ieHUs n
Ha YHUYTOXXEHME.

MyHkTOM 7.3 [llpaBnn [enonpousBoACTBa YCTaHOBJ/IEHO, YTO [Aesla MNOCTOAHHOMO U BPEMEHHbIX
(cBbille 10 neT) CPOKOB XpaHeHUa nepefarTcs B apxXMB FOCy[apCTBEHHOrO opraHa, opraHa
MECTHOIro CaMoyrpaB/ieHUs HEe paHee YeM 4yepes OA4UH Mo N He NOo3[4Hee YeM 4Yepes Tpu roga nocne
3aBeplleHns aen B genonponssoacTtse®l Nepenaya nen B apxvB rocyAapCTBEHHOro OpraHa,
opraHa MecTHOro caMmoyripasJjieHUs MPOBOANTCA HA OCHOBAHUW ONMUCen Aes CTPYKTYPHbIX
noapasaesieHNin NOCTOAHHOIMO N BpeMeHHbIX (CBbie 10 neT) CPOKOB XpaHEeHUS U Aen rno JIMYHOMY
cocTaBy.
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Hena BpeMeHHbIX (00 10 neT BKIOYMTENLHO) CPOKOB XPaHEHUS B apXUB rocy4apCTBEHHOIro opraHa,
opraHa MecTHOro camoyrnpaBJfieHNs He nepefalTcsa U nogsiexxaT BblAesIeHUNI0 K YHUYTOXEHUIO Mo
NCTEYEeHUN CPOKOB WX XpaHeHus B COOTBETCTBUM C nNyHKTamu 7.17-7.21 T[lpaBun

nenonpoussoacTseal®l,

MoAroToBKa [OKYMEHTOB M [en K nepefaye Ha apxXMBHOE XpaHeHMe U Ha YHUYTOXEHUue
npengycMaTpuBaeT:

* 3KCMEpPTM3Yy LLeHHOCTU OOKYMEHTOB;

e othopMneHune pen;

e COCTaBJieHMe onucen gen no pe3ynbTaTaM 3KCNEPTU3bl NX LEHHOCTN,

® COCTaBJieHMe aKTOB Ha YHNYTOXeHNE NOKYMEHTOB N AeJ1 C UCTEKWNMN CPOKaMN XpaHeEHUA.

Mopsanok npoeBeneHUs 3KCNepTu3bl LLEHHOCTU OOKYMEHTOB onpepeneH nyHkTtamm 7.4-7.6 MNpasun
nenonpounssoncTtea M nyHkTamum 4.3-4.13 lMpaswun 2015 r. B HCTpyKLUIO MO Oenonpon3BonCcTBY
rocyfapCTBEHHOro opraHa, oOpraHa MeCTHOro caMoynpaB/ieHUs pPeKoOMeHAYyeTCs BKJIYUTb
cnefyoLime nosoXKeHus:

® SKCMNepTu3a UEeHHOCTN OOKYMEHTOB OCyLUeCTB/IAETCA eXerogHo B CTPYKTYPHbIX
noapasaesieHnax rocyaapCcrBeHHOro opraHa, OopraHa MeCTHOro cCamoynpaBieHns
nenonpon3soonTeENAMN CTPYKTYPHbIX I'IO,EI,pBB,EI,GJ'IGHI/II?I;

* ONA OpraHn3aunnm n npoeegeHmMa sKCNepTusbl LEHHOCTN OOKYMEHTOB B rocygapCTtBeHHOM
opraHe, opraHe MeCTHOrO CaMOynpaBfieHUs CO3AaeTCcs aKcnepTHas komuccnsa®® (nanee -
3K), B opraHax, MMeLLX COXHYIO CTPYKTYPY U/UAN NoaBefoMCTBEHHbIE OpraHm3aunm, -
LleHTpasibHas aKcnepTHas komuccmsa® (nanee - L3K), aeicTeyioLimne Ha OCHOBaHUN
MoJI0XKEeHUS, onpeaenstowero 3agadv, PyHKUUN, MpaBa n opraHmn3sauunio paboTel LU3K (3K) n
yTBEP>XXOAEMOIr0 NMPaBOBbIM aKTOM roCyAapCTBEHHOIr0 opraHa, opraHa MecTHOro
caMmoynpaBieHuns;

e 3KCMepTM3a LUEeHHOCTU JOKYMEHTOB MPOBOAUTCA Ha OCHOBE (hedepasibHbIX 3aKOHOB, MHbLIX
HOPMaTMBHbLIX MPaBOBbLIX aKTOB Poccuinickon Pepepauunn, nepeyHein TUMOBbLIX apXMBHbIX
NOKYMEHTOB C YKa3aHWeM CPOKOB XpaHeHus, nepevyHelr [OKYMeHTOB, 0Opa3yloliunxcs B
npouecce pnOeATeNbHOCTU gefepasbHbiX OPraHOB rOCYAapCTBEHHON BNACTU, WHbIX
rocygapCTBEHHbIX OpraHoB Poccuiickon ®epepauunmn, a Takxe B Mpouecce OesTeslbHOCTU
NnoABEeOMCTBEHHbIX WM OpraHuM3auuii, C YyKa3aHWEM CPOKOB XpaHEHWUs, TUMOBbLIX W
NPUMepPHbIX HOMEHKNaTyp Aen.

|_|pl/l npopeaeHMm sKCNepPTmM3bl ULEHHOCTU OAOKYMEHTOB OCYLLIECTBNAETCA:

i OT60p OOKYMEHTOB MNMOCTOAHHOIO N BpPEMEHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHWunsda, B TOM
qynucne no JIN4HHOMY COoCTaBy, ONA nepenaydm B apXuUB rocyaapCcrtBeHHOro opraHa, opraHa
MeCTHOro CamMoynpajieHn4,
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e 0OTOOP [OOKYMEHTOB BpPEMEHHbIX (40 10 neT BK/IOYUTENIbHO) CPOKOB XPaHEHUs u C
nomeTkamm «[Jo0 MUHOBaHWUSA HagobHOCTWM», «[0 3aMeHbl HOBbIMWU», MOANEXALMX
NanbHenlleMy XpaHEeHUIo B CTPYKTYPHbIX NoApa3aeneHunsx;

* BbloesnieHNe K YHUYTOXEHNIO A€l 3a npeabiayuine rogbl, COOKU XpaHeEHNA KOTOPbIX NCTEKN.

Mpn npoBeneHUN 3KCMEpPTU3bl LEHHOCTU OOKYMEHTOB OAHOBPEMEHHO MNPOBEPSETCS KayecTBO U
MoJSIHOTa HOMEHKNATypbl Aen rocydapCTBEHHOro opraHa, opraHa MeCTHOroO caMoynpaBJfieHus,
NpPaBWUJIbHOCTb OMpeaenieHns CPOKOB XpPaHEeHWs Oen.

JNena c oTMeTKoln «3MK»P8 nognexar MOJINCTHOMY NPOCMOTPY B LEeNsAX BbISABJIEHUA OOKYMEHTOB,
noanexawmx NOCTOSAHHOMY XpPaHeHUI0. BbisBaeHHble B TaKUX AesiaX A4OKYMEHTbl MOCTOAHHOIO
XPaHEeHNs BbIAENAITCA N NPUCOEONHAITCA K OAHOPOAHbLIM AenaM nnm hopMmnpyoTcs B
camocTosiTeNbHble fenal®?.

OcTanbHble 4OKYMEHThl C 0TMeTKoN «3MK» BKAOYAOTCA B aKT Ha YHUYTOXXeHUe. MNpn 3ToM 0TMeTKa
«3MNK» B aKTe He yKa3blBaeTCH.

Mo pe3ynbTaTaM 3KCMEePTU3bl LEHHOCTUN OOKYMEHTOB B rOCYyAapCTBEHHOM OpraHe, opraHe MecTHOro
camMoyrnpaB/ieHUs COCTaBAATCA ONUCK e CTPYKTYPHbIX nogpa3sgesieHnin NoCTOAHHOIo XpaHeHus,
BpeMeHHbIX (cBbilwe 10 neT) CPOKOB XPaHEHMUS, B TOM 4Yucie Nno JINYHOMY COCTaBY, 3NEKTPOHHbIX
OOKYMeHTOB (NpunoxxeHumsa Ne 17-1879)), npoBoANTCS ohopMsIeEHNE Oerl, a TakKXXe CoCTaBnsaTCs
aKTbl O BblOENEHUN K YHUUYTOXKEHUIO e, HE Nognexxawmnx XxpaHeHuto.

MopsiloK COCTaBNEHUS Onuceit Aen NoCTOSHHOMO, BpeMeHHbIX (CBbilwe 10 /IeT) CPOKOB XpaHeHus, no
JINYHOMY COCTaBY, 3JIEKTPOHHbIX AeN NpuBefeH B npuaoxeHnn Ne 19 K HacTosAWMM MeToaANYECKUM
pekoMeHaaumnam.

Mo 3aBepweHUN [Oenonpom3BOACTBEHHOrO roda WM MO pesysbTaTaM 3KCNepTu3bl LEHHOCTU
OOKYMEHTOB fefnla rocyfapCTBEHHOro opraHa, opraHa MeCTHOro camoyrnpaBieHus noasexatT
ohbopMNEHNIO B COOTBETCTBUM C NMpaBuiamMmm opopMsieHUsa gen n NoAroToBKU Oen K rnepenadve Ha
apxmBHoe xpaHeHune (npunoxxeHne Ne 20 K HacToAWMM MeToANYECKNM peKOMeHAaLnsam).

OchopmneHne aen npoBoaAnTcs paboTHukamm Cny>xbbl Aesonpon3BoACcTBa U Ae/I0NPON3BOANTENAMMY
CTPYKTYPHbIX Noapa3aesieHNin rocy1apCTBEHHOr0 opraHa, opraHa MeCcTHOro CaMoyrnpaBJieHUs, Npu
MEeTOONYECKON MoMOoLWM U Nod KOHTPOJSIEM apxXuBa FoCyOapCTBEHHOro OpraHa, opraHa MeCTHOro
caMoyrnpaBJieHus.

Ons ocdopmneHns oen n NoAroToBKU UX AJ1S Nepefadn Ha XpaHeHue B apXuB rocyfapCTBEHHOro
opraHa, opraHa MeCTHOro caMoOyrnpaBJieHWsl, a TakXe [ANs NoAroTOBKWM Aen K nepegayn B
roCcyA4apCTBEHHbIN (MYyHMUMNANbHbLIA) apXuB, BKJOYalOWen BeCb LUUKA paboTbl C AOKYMeHTaMu
(ochopMneHne pnen, cocTaBfieHME rOA4OBbIX pPa3fesoB ONUCEerd U MNPeaucioBUs K onucam aen,
NCTOPUYECKON CrMpaBKU K OHAY) MO [AOrOBOPY MOryT TMpPUBJIEKATHCSA Cheumnasn3mpoBaHHble
opraHmsauymu.

3.8.4. YHMUYTOXEHUe NOKYMEHTOB U AeJ1 C UCTEKLLUUMU CPOKaMU XpPaHeHUsA

B naHHOM pa3pene VIHCTpyKUMM NO Ae0Npon3BOACTBY PEKOMEHAYeTCA pacKpbiTh Nopsaaok otbopa
OOKYMEHTOB C UCTEKLIVMMU CPOKaAMWU XPaHEHUS K YHUYTOXXEHUIO, NOPALOK COCTaBJIEHUS aKTOB O
BblAeSIEeHUN LOKYMEHTOB K YHUYTOXEHWIO, UX COrjacoBaHuUA W YTBEPXXOEHWA B COOTBETCTBUU
C NOJIOXKEHUAMU, YCTaHOBJIEHHbIMN NMYyHKTaMn 7.16-7.22 lpasui fenonpousBoAcTBa U NyHKTaMu
4.11-4.13. MNpasun 2015 .

Mpwn 3ToM ocoboe BHUMaHUe Lenecoobpa3Ho yaenTb C/eAYIOWMM NON0XKEHNAM:
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* Ha Jgena C WUCTEKWMMWN CPOKaMM XPaHEeHUsA [eNonpousBoauTenn CTPYKTYPHbIX
noapasgesieHnin rocynapCTBEHHOro oOpraHa, oOpraHa MeCTHOro camMoyrnpaBfieHus
COCTaBAAT MNPenioKeHNa K akKTy O BblA€eHUN K YHUYTOXEHWUID LOKYMEHTOB, He
nogsiexxawmx XpaHeHuto nNo ¢Qopme akTa, YycTaHossieHHoro [lpasunamm 2015 .
(npunoxxeHne Ne 21);

* Ha Jesla C UCTEeKWNMN CPOKaMM XPaHEeHNs B CTPYKTYPHbIX rnoapasfefnieHnsax opraHmsaunm
COCTaBJIAOTCA NpPefsioXEeHUss K aKTy O BblAeSIeHUN K YHUYTOXKEHMUIO [OOKYMEHTOB, He
noanexawmx xpaHeHuto (no hopme akTa, ycTaHOBNEHHON npunoxxeHnem Ne 21 K MNMpaBunam
2015 r.); cdopma aKTa O BbIAENEHUN K YHUYTOXEHUIO apXMBHbIX [OOKYMEHTOB, He
nogsiexxawmx xpaHeHuto npmeeneHa B npuioxeHum Ne 21 K HacTodwmm MeToAnYEeCKUM
pekoMeHaaunsam;

e Cny>x6a Aenonpon3BoACTBa rOCyAapCTBEHHOMO OpraHa, opraHa MecTHOro camoyrnpaBieHnus
Ha OCHOBE TMpPenJIOKEHUn CTPYKTYPHbIX MoApa3feneHnin CcocTaBasieT aKT (akTbl) O
BblIl€NIEHUM K YHUYTOXKEHUNIO IOKYMEHTOB, HE MoAJIeXaLUnX XpaHeHuto (NpunoxeHune Ne 21 K
HaCTOAWMUM MeToANYEeCKNM peKoMeHAaumsaMm);

® feJla BKAKYalTCAa B aKT, eCJ1n yCTaHOBﬂeHHbII7I Onga HUX CPOK XpaHeHNA UCTEK K 1 AHBapA
roga, B KOTOPOM COCTaBJieH akKT (HampuMmep, 3akoH4YeHHble B 2016 rogy gena C 3-1€THUM
CPOKOM XpaHEeHNA MOryT ObITb BK/IIOYEHbI B aKT, COCTaBJIEHHbLIA He paHee 1 aHBaps 2020 r.);

e fefla C oTMeTKonm «3IMNK» nopnaexaT MNOJINCTHOMY TMPOCMOTPY B UENsSX BbIBJEHUS
OOKYMEHTOB, nogjiexxawmx TrMoCTOAHHOMY XpaHEeHWo; BbisiBJIEHHble B TakKux Aenax
OOKYMEHTbI MOCTOAHHOI 0 CPOKa XpPaHEHUSA BblAENATCA U NMPUCOEANHAITCA K 04HOPOAHbBIM
Jenam nam opMmUpPYyTCA B CaMOCTOATESIbHbIE Aena;

e OCTajlbHble [OOKYMEHTbl C OTMeTKom «3IMK», npowenwmne >3KCNepTuly LEHHOCTH,
BKJTIO4HAOTCA B aKT O BblAe/IEHNN K YHNYTOXKEHUIO JOKYMEHTOB, HE nogne>alnx XxpaHeHuto,
npuv aTom oTMeTKa «3MNK» B akTe He yKa3blBaeTCs;

® aKT O BbleNeHNN K YHUYTOXKEHNIO OOKYMEHTOB, He nogJieXXallnx XpaHeHnto, Kak npasuno,
COCTaBndeTCA Ha nena BCero rocyaapcTtBeHHOro OopraHa, OopraHa MeCTHOro
CaMoynpaBineHuns (I'IpVI 3TOM [e€Jla KaXXA0ro CTPYKTYpPHOro nopgpasgesnieHna CoCTaBNiAT
CaMOCTOATENIbHYIO Tpynny 3arojioBKOB, a 3aroJioBkKnm OAHOPOAHbIX A€, OTO6paHHbIX K
YHNYTOXEHNIO, MOTyT ObiTb BHeCeHbl B aKT MoA O6WWuM 3arosloBKOM C YKa3aHnem
KOJINYeCTBa AeJsl, OTHECEHHbIX K OaHHOM rpynne);

L OT60p OOKYMEHTOB K YHUYTOXEHUIO N COCTaBJieHMne aKTa O BbloeneHNn K YHUYTOXEHUIO
OOKYMEHTOB, He noanexalwmnx XpaHeHUo, npounsBognTCca nocsie CcoCTtaB/ieHNA CBOOHbIX
onucen gen NoCTOAHHOIo XPaHeHNA 3a TOT XKe nepunon;

®* aKTbl O BbIAENIEHUN K YHUYTOXEHUIO [OKYMEHTOB, He MNOAJeXalnX XpaHEHWUIO,
paccMaTpuBalTCsa Ha 3acefaHuun LU3K (9K) ogHOBpeMeHHO C onucsaMu Aesn, AOKYMEHTOB
MNOCTOSAHHOI 0 XpaHEeHNs U NO JINYHOMY COCTaBY;

e cornacoBaHHble LK (3K) rocygapcTBeHHOro opraHa, opraHa MeCTHOro camoyrnpaBiieHus
aKTbl O BbIOENEHMN K YHUYTOXEHUIO [OOKYMEHTOB, He TMOoANeXalWnx XpaHeHuto,
yTBEPXOATCA  PYyKOBOOUTENIEM  OCYyQapCTBEHHOro opraHa, oOpraHa  MecCTHOro
camMoynpaBJ/ieHNs TOJIbKO MOCNe YTBEPXAEHUS OnuMcen Aefn MNOCTOSHHOIO XPaHEHUSA W
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corslacoBaHmMs onucen pen, AOKYMEHTOB MO JMYHOMY cocTaBy 3MK denepanbHoOro
rocygapcTtBeHHoro apxwuBa, IlK ymnoJIHOMOYEHHOrO OpraHa WCMOJIHUTENIbHOW BAAaCTU
cybbekTa Poccuinckon depepaumm B chepe apxXMBHOro gesa WIN rocyfapCTBEHHbIM
(MyHULMNANbHBLIM) apX1MBOM COrJlaCHO NpefoCTaBf€HHbIM eMy MOJIHOMOYMUAM; MOoCse 4Yero
hena, BblAesieHHble MO aKTY K YHUYTOXEHUI0, MOryT BbITh NepefiaHbl Ha yTUAN3aUNIO;

e rMepefava [fes, BblOEJSIEHHbIX K YHUYTOXXEHUIO, Ha yTuamsauuio odopMaseTcs npuemo-
COaTOYHOWN HaKJlaQHOW, B KOTOPOM yKa3blBalOTCA AaTa nepefayn, KOJIMYeCcTBO chaBaeMblX
nen n Bec 6yMa>KHOM MakynaTypbl (Mocne YHUYTOXEHMA [eNn B HOMeHKNaType nen
rocyapCTBEHHOr0 opraHa, opraHa MeCTHOro camoynpasJieHUa MNpoCTaBAAeTCa OTMeTKa
«YHMYTOXeEeHOo. CM. aKT OT... Ne...» C yKasaHuemM [OJIKHOCTU, hamMmnuu, nognmcm nuua,
OTBETCTBEHHOI O 3a nepegadvy gen Ha YHUYTOXXEeHne, N faTbl).

Ha 3n1eKTpOoHHblE [OKYMEHTbl C UCTEKLUMMN CPOKAMU XPaHEHUSA COCTaBNAAETCA OTAENbHbIM aKT Ha
OCHOBe (OpMbl aKTa O BblAeSIEeHUN K YHUYTOXKXEHUI0 LOKYMEHTOB, He MNoAsiexallnx XpaHeHuio,
yCTaHoBneHHon [paBunamm 2015 r. (npunoxeHme Ne 21 K HacToAwMM MeToOmyeckum
pekoMeHgaumam).

DNEeKTPOHHblE [AOKYMEHTbl C WCTEKLWWMU CPOKaMU XPaHEHUA YHUYTOXKAKTCH MPOrpaMMHO-
TeEXHN4YeCKNMN cpeacteamMmm C COOTBeTCTByIOLLI,GIZ OTMETKOW B aKTe 0 BbloeneHnn K yHN4YTOXXEeHUIo
3NEKTPOHHbIX AOKYMEHTOB. DNEKTPOHHbIE LOKYMEHThI CHUTAIOTCH YHUUYTOXKEHHBLIMU, €CJIN UX HENb3S
BOCCTaHOBUTb CpencTBamMm WHMOPMALMOHHOMW CUCTEMbl Ha HOCUTeNsAXx WHdopMauun un n3
pe3epBHbIX KOMUIA.

AKTbl O BblaeneHun K YHUYTOXEHNIO [OOKYMEHTOB, He noanexalwnx XpaHeHWIo, XpaHATCA
NMOCTOAHHO B Oene ¢)0H,ua.

3.8.5. Nepepaya pen Ha XpaHeHUe B AaPXUB roCyAapCTBEHHOro OpraHa,
opraHa MecTHOro caMoyrnpaBJieHus

B WHCTpykKuMM no [enonpou3BOACTBY OMpenenseTcs MopsAok nepenadyn [en B apxuB
rocygapCTBEHHOro opraHa, opraHa MecTHOro camoynpaBJfieHUs, NpeAyCcMaTPUBaOLWNA crenyoLmne
ycnoBus:

e Mepegavya [OOKYMEHTOB B apxXWB TrOCYyJapCTBEHHOrO OpraHa, oOpraHa MeCTHOro
CaMoyrnpaBJieHNs OCYLIEeCTBASETCA MO rpaduKky, COriacoBaHHOMY C PYKOBOAUTENAMU
CTPYKTYPHbIX MOoApa3fesieHnid, nepenarolinx AOOKYMEHTbl B apXumB, U YTBEPXAEHHOMY
pyKoBOAMTENIEM OpraHn3auuu;

e NMepepava gesl NPON3BOAUTCS MO ONUCSAM AeN CTPYKTYPHbIX NogpasaeneHunii;

e [efla U ONUCU Ha CAaBaeMble LOKYMEHTbl LOCTABNSAIOTCSA B apXMB AEeNIONPOM3BOANTENSMU
CTPYKTYPHbIX MOApa3hesieHNnin C COMpPOBOAUNTENbHBIM MUCbMOM, B KOTOPOM YKa3blBaeTCs
KOJINYECTBO [ef 1 Onucer, nepenaBaeMbiX B apXMB (OTBETCTBEHHOCTb 3@ COXPaHHOCTb
[OKYMEHTOB MpW TPaHCMOPTUPOBKE UK cAavyy WX B apXMB HeCeT CTPYKTypHoe
nogpasgeneHve, nepefatoliee JOKYMEHTHI);

e MpueMm Jen npomsBognTCcA paboTHMKOM apxuBa rOCYy[aAapPCTBEHHOrO OpraHa, oOpraHa
MECTHOro camMoyrnpaBfieHWss B  MPUCYTCTBUM  OENONPOU3BOAUTENS  CTPYKTYPHOro
nonpasfnefieHnss C MNpPoOCTaBJIEHMEM B [ABYX 3K3eMnfspaxX oOnucen pnen CTPYKTYPHbIX
noapasfesieHnin 0TMETOK O Ha/IMYUN KaXKAoro fena (B KOHLEe Ka)KAoro 3K3eMmnaspa onucm
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YKa3blBaeTCAa KOJINYECTBO (haKTUYEeCKU MPUHATLIX AOes, faTa npuema-rniepenadu gen, a
Takxe noAnucn paboTHUKa apxmBa rOCYyOapCTBEHHOrO OpraHa, oOpraHa MeCTHOro
camoynpaB/ieHua W "uuda, nepegasliero fgena); nocsae nepegadn pen B rpadge
«[MpuMevaHne» HOMEHKIaTypbl Oesl NpocTaBaseTcs oTMeTKa «[lepefaHo B apxms, ONUChL OT
R \\ I

B cooTBeTCcTBUM C NYHKTOM 4.34 Tlpasun 2015 r. nepenaydya 3/IeKTPOHHbLIX OOKYMEHTOB B apXxuB
opraHmsaumm nNpom3BOAUTCA Ha OCHOBAHUM OMNUCEN 3JIEKTPOHHbLIX Aesl, LOKYMEHTOB CTPYKTYPHbIX
noapasgeneHnn no WMHQMOPMaLMOHHO-TENEKOMMYHUKAUVUOHHON CceTu (NpyM Haanymnm B apxuee
opraHmsaumm MHAPOPMALNOHHON CUCTEMbl) UM Ha dusndeckn o060cobneHHbIX MaTepuanbHbIX
HOCUTENIAX, KOTOPbIe NMPenCTaBATCA B ABYX UAEHTUYHbIX 3K3eMnapax.

B WHCTpyKUMM NO [Oenonpon3BOACTBY Lesiecoobpa3HO OTMETUTb, YTO MpPU JINKBUOAUMU WK
peopraHu3aunn CTPYKTYPHOro noApasfesieHnss roCcyfapCTBEHHOrO oOpraHa, oOpraHa MeCTHOro
caMoynpaB/iieHuUsa OesIoNpou3BOAUTENb JIMKBUOMPYEMOro (peopraHuM3yemMoro) CTPYKTYPHOro
rnoapasgesieHns B Mnepuon nMNpoBedeHUS JIMKBUOAUWMOHHbIX MeponpuaTum (MeponpusaTui  no
peopraHusauunn) popMmmpyeT BCE UCMOJIHEHHbIE OOKYMEHTLI B Aesla, 0opMaseT gena n nepenaetr
MX B apXUB rocygapCTBEHHOro opraHa, opraHa MecTHOro camoynpaBJ/ieHNA He3aBUCUMO OT CPOKOB
XpaHeHus (Npn nukeupaumnmn) nmbo B COOTBETCTBYIOWMNE CTPYKTYPHble Nogpa3nesieHnsa (B ciydae
peopraHusauun). [epepada gOen  ocCywecTBAseTca MNo onucaM  (Oena  MOCTOSIHHOrO
N OOJIFOBPEMEHHOIO CPOKOB XPaHEHUs, B T.4. N0 JINHHOMY COCTaBy) U HOMEHKNaTypaM Aen (oena
BpeMeHHoro (8o 10 neT) cpokoB xpaHeHus). Npuem-nepenaya gen ohopMaseTCs akTOM.

NMPUNOXXEHNA

Mpuno>xeHue Ne 1

TepMuHbl U onpeppesieHus

TepMuH OnpepeneHue NCTOYHUK

6naHK OKyMeHTa - nvct bymaru unm FOCT P 7.0.8-2013, n. 43
3JIEKTPOHHBLIN WabnoH ¢
pekBu3nTamm,

NAEHTUDULNPYIOWNMK aBTopa
opMLMaNbHOIro LOKYMEHTa

BUO OOKYMEHTa - KnhaccngpmnkaymnoHHoe noHatne, [OCT P 7.0.8-2013, n. 42
obo3HavaoLlee
MPUHAANEXHOCTb LOKYMEHTa K
onpeaesieHHOW rpynne
OOKYMEHTOB MO NMPpu3HaKy
06WHOCTN PYHKLMOHANbHOIO

Ha3HayeHus
BHYTPEHHSAA ONuch - OOKYMEHT, BKJIl0HaeMbIN B FOCT P 7.0.8-2013, n. 95
neno ona yv4eta JOKYMEHTOB
nena
BM3a - PEKBU3UT, Bbipa>katoLnii OCT P 7.0.8-2013, n. 50

cornacume nan Hecorsnacue
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BKJIlOMEHMe OOKYMeHTa B
ca4 -

BpeEMeHHoe XpaHeHune
JIOKYMEHTOB -

BbIMNCKa N3 OOKYMEHTa -

rpud orpaHnyeHns gocTtyna K

OOKYMEHTY -

rpudc yTeepxaeHusa -

rpud coraacoBaHus -

rocyapCcTBeHHbIe opraHbl -

nesno -

OOJIXKHOCTHOro mua ¢
cogep>XaHneM JOKYMeHTa

OCyLLEeCcTBNEHNE OENCTBUN,
obecrne4ynBatoLLnx
pa3MelleHne CBeaeHUn o

JIOKYMEHTE 1U/UNn NOKYyMEHTa B

CUCTEME IJTIEKTPOHHOI 0
OOKymeHTOoObOpOTa.

XpaHeHne OOKYMEHTOB B
Te4yeHne CPoKOB,
YCTaHOBJIEHHbIX
HOPMATUBHBLIMU MPABOBbLIMU
aKTaMu

KOMnAa 4aCTtn OOKYyMeHTa,

3aBepeHHad B YCTaHOBJIEHHOM

nopsake

PEKBU3NT,
cBMaeTenbCTBYOWMNA 06
ocobom xapakTepe
nHhopMaLMn OOKYMEHTa U
OrpaHNyMBaOLLINIA AOCTYN K
HeMy

pPeKkBM3NT opumuUmasbHOro
OOKYMeHTa,
CBMAETEeNbCTBYOLWNN O

NMpaBOBOM CTaTyce AOKYMeHTa

PEKBU3UT, Bblpa>katoLni
corsacue opraHmsauunm, He
ABNAOLLENCA aBTOPOM
OOKYMEeHTa, C ero
copep>XaHnem

OpraHbl FoCyAapCTBEHHOMN
BnacTu Poccmnckon
denepaummn, oprambi
rocyaapCcTBEHHON BNacTun
cybbekToB Poccuinckon
degepaynnm N UHbIE
rocyfapCTBEHHbIE OpraHbl,

obpa3yeMble B COOTBETCTBUN C

3aKOHO4aTe/IbCTBOM
Poccuinckon depepaumn,
3aKOHO4aTe/IbCTBOM
cybbekToB Poccuimnckonm
depnepauunn

OOKYMEHT NN COBOKYIMHOCTb

FOCT P 7.0.8-2013, n. 73

FOCT P 7.0.8-2013, n. 37

MOCT P 7.0.8-2013, n. 25

FOCT P 7.0.8-2013, n. 57

FOCT P 7.0.8-2013, n. 56

FOCT P 7.0.8-2013, n. 51

depepasibHbI 3aKOH OT
9 heBpansg 2009 r.

Ne 8-03

«06 obecneyeHnmn
0OCTyrMna K nHgopMaumnmn
0 AeATeNbHOCTU
rocyapCTBEHHbIX
OpraHoB 1 OpraHoBs
MeCTHOro
camoyrnpaBJieHus», CcT.,
n. 2

FOCT P 7.0.8-2013, n. 90
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nenonpom3soacTBo -

NOKYMEHT -

0OKYyMeHTHI (records) -

OOKYMEHTaLNoHHOoe
obecneyeHune (ynpasneHus),
Aoy -

IOKYMEHTasbHbIN poHp -

OOKYMeHTMpoBaHHas
MHpopMauuns -

ONOKYyMeHTnpoBaHmMe -

[OKYMEHTOB, OTHOCALLNXCA K
O[HOMY BOMPOCY UM yHaCTKy
[eATeNbHOCTU, MOMELLEHHbIX B
OTAeNIbHYI0 06N10XKKY

[eATeNbHOCTb,
obecneynsatoas
[OKYMEHTMpPOBaHuMe,
06bpaboTKy, ncnonb3oBaHue 1
ornepaTVBHOE XpaHeHue
JOKYMEHTOB

3apuKCUpoOBaHHas Ha
HocuTene nHhopmMmaumns ¢
peKBU3MTaMn, NO3BOJAIOLLMMN
ee ngeHTnnumMpoBaTb

OOKYMEHTMpPOBaHHasA
MHpopMauunsa, cosgaHHas,
noJsly4eHHas n coxpaHsemas
opraHmsaumen nanm 4acTHbIM
JIMUOM B KayecTBe
JOKasaTesibCTBa N aKTMUBa AN
nogTBep>XAEeHUNS NMpaBoBbIX
0653aTeNnbLCTB UM Oe10BON
TpaH3aKuun

[eATeNbHOCTD,
LefieHanpaBieHHO

obecneynBatoas QyHKLUN
ynpaBieHns OOKYMeHTaMu.

COBOKYTMHOCTb JOKYMEHTOB,
obpa3synLwmxcsa B
0eaTeNbHOCTN opraHmn3aumm

OOKYMEHTMPOBaHHaA
MHpopMaumns -
3apMKCMpoBaHHasa Ha
MaTepuasibHOM HocuTese
nyTeM AOKYMEHTMPOBaHUA
VH(OopMaLnsa C peKBn3nTamu,
Mo3BONAKWNMN OonpenennTb
TakKylo WHpopMaLnio v B
YCTaHOBJIEHHbIX
3aKoHOOaTeNbCTBOM
Poccuinckon depepaunn
CNly4asix ee MaTepuasibHbIN
HoCcuUTesNb

3anncb MHGOPMALIUK Ha
HOCUTeNe Mo YCTaHOBNEHHbIM
npasuiam

MOCT P 7.0.8-2013, n. 1

FOCT P 7.0.8-2013, n. 7

FOCT P NCO
15489-1-2019, n. 3.14

FOCT P 7.0.8-2013, n. 2

FOCT P 7.0.8-2013, n. 88

depepanbHbI 3aKOH OT
27 miona 2006 r.

Ne 149-03

«06 nHopmauun,
WHOPMaLMOHHbIX
TEXHOJIOrnaxX N 0 3aWunTe
WHopMaLnm», CT. 2,

n. 11.

FOCT P 7.0.8-2013, n. 39
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OOKYyMeHTOo0o60opoT -

OOKYMEHTOMNOTOK -

OOJIPKHOCTHOE Nnuo -

oybnmkaTt goKyMeHTa -

3aBepeHHada Konnm4a
ONOKYMEHTa -

3anpoc -

MHOEeKC gena -

WHOVBUAYaNbHbIA CPOK
NCMOJIHEHNS AOKYMEHTA -

NBUXKEHNe NOKYMEHTOB B
OpraHu3aumm C MOMeHTa Ux
CO3JaHUa UKW NoJTyYeHns 0o
3aBEpPLUEHUSA UCMOJIHEHUS U
OTMpPaBKMU

COBOKYMHOCTb JOKYMEHTOB
OLHOro BMAA WM Ha3HayYeHus,
UMEILLNX eAUHBIA MapLUpyT

MU0, NOCTOSAHHO, BPEMEHHO
UM No cneunasbHoOMy
MoJIHOMOY4UNIO
ocylwiecTBagoWee PyHKUNN
npeactasmTensa snactu nmbo
BbIMOJIHAOLLLEEe OpraHn3aLNOHH
o-pacnopsaauTesibHble, aaMUHK
CTPaTUBHO-XO3ANCTBEHHbIE
dYyHKUNN B roCylapCTBEHHOM
OopraHe njv opraHe MecTHOro
camMmoyripaBJieHus

MOBTOPHbLIN 3K3EeMNAAP
MnoaJ/INHHNKa OOKYMeHTa

Konua OOKYMeHTa, Ha KoTopon
B COOTBETCTBUM C
YCTaHOBJIEHHbLIM NOPAAKOM
MPOCTaBJIEHbl PEKBU3UTHI,
obecnevymnBawLne ee
IOPUANYECKYIO 3HAYNMOCTb

obpalleHne nonb3oBaTens
MHpopMaunen B yCTHOW nam
MUCbMEHHOW hopMe, B TOM
yucse B BUOE 3/1IeKTPOHHOIo
OOKYMEHTa, B
rocynapCTBEHHbIN OpraH nan
OpraH MecTHoro
camoynpaBneHusa 1nmbo K ero
OOJDKHOCTHOMY NnLy O
npenocTaBaeHnn nHpopmaumm
0 0eATesIbHOCTM 3TOro opraHa

undposoe nan b6ykBeHHo-
undposoe obo3HavyeHne fena
B COOTBETCTBUM C
HOMEHKNaTypon aen
opraHmsauumu

CPOK NCNOJIHEHUNA OOKYMEHTa,
yCTaHOBJ'IeHHbII‘fl OopraHm3aunoH
HO-pacrnopAagonTesJibHbIM
OOKYMEHTOM OopraHmsaunn nnn

FOCT P 7.0.8-2013, n. 68

FOCT P 7.0.8-2013, n. 71

depnepanbHbIN 3aKOH OT
02.05.2006 Ne 59-03
«0 nopsagke
paccMOTpeHUs
obpalleHunin rpakaaH
Poccuinckon
depepaumnmn», CT. 4,

nn. 5

MOCT P 7.0.8-2013, n. 21

FOCT P 7.0.8-2013, n. 24

depepasbHbI 3aKOH OT
9 heBpansg 2009 r.

Ne 8-03

«06 obecnevyeHumn
0OCTyrna K nHgopmMaumnmn
0 AeATeNbHOCTU
rocyapCTBEHHbIX
OpraHoB 1 OpraHoBs
MeCTHOro
camoyrnpaBsieHus», CT.,
n4

FOCT P 7.0.8-2013, n. 97

FOCT P 7.0.8-2013, n. 85
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MHOPMaLMOHHO-
TesleKOMMYHUKaUunoHHas
ceTb -

Khaccngpunkauyms
(classification) -

KOHBEPTUpPOBaHME
(conversion) -

KOHTPOJIb NCNOJIHEHNA

OOKYMEHTOB -

KOH(pUAeHUMaNbHOCTb
MHpopMaunun -

KOMna OOKyMeHTa -

NNCT-3aBepuTesib gena -

JINCT corjslacoBaHus
(BU3MpOBaHMSA) OOKYMEHTa -

pe3osnoumnen

TexXHoNornyeckas cCucTema,
npeaHa3Ha4eHHaa onsa
nepegayv rno JNHUSAM CBA3N
MHopMauuun, oCcTyn K
KOTOPOW OCYLLECTBASETCSH C
MCMNoJsib30BaHMEM CPencTB
BbIYNCINTENBbHON TEXHUKMN

cncTemMaTmyeckas
naeHTUuuKkaunsa n/mnu
yrnopsao4yeHne OesioBon
nesaTenbHOCTUN u/nunn
OOKYMEHTOB Mo KaTeropusm B
COOTBETCTBUN C NOrNYECKUN
CTPYKTYPUPOBAHHBLIMU
yCcnoBusMun, MeTogamu 1
npouenypHbIMM NpasuiamMu

npouecc rnepesoga
[OKYMEHTOB 13 04HOIr0
dopmaTa B Apyromn

COBOKYMHOCTb AENCTBUNA,
obecnevynBaoLLmNX
CBOEBpPEMEHHOE UCMOJIHEHNE
OOKYMEHTOB

obsazaTenbHoe ons
BbIMOJIHEHUSA JINL,OM,
MoJIYYMBLUMM OOCTYM K
onpeneneHHon nHhpopmaumu,
TpeboBaHMe He NepenaBaTb
TaKyl MHpopMaLUnto TPeTbUM
nvuam 6e3 cornacus ee
obnapmaTtens

3K3eMIMnAap OOKYMEHTa,
MOJIHOCTbIO BOCI'IpOI/I3BOJJ,FILLI,I/IIZ
MH(opMaLUUO NOAJIMHHUKA
OOKYMEHTa

OOKYMEHT, cogepxalwinn
CBeQeHNsl 0 KOJIMYeCcTBe
ncToB oena, dmu3n4eckom
COCTOSIHUN JOKYMEHTOB U1
0cobeHHOCTAX OpPMUPOBaAHNS
nena

H4aCTb oq:)mu,maanoro
OOKYMEHTa C OTMETKaMu

depnepasibHbI 3aKOH OT
27 niona 2006 r.

Ne 149-03

«06 vHMopmMauun,
MH(OPMaLMOHHbIX
TEXHONOrMAX 1 0 3awnTe
MHGopMaLnn», CT. 2,

n. 4

FOCT P NCO
15489-1-2019, n. 3.5

FOCT P NCO
15489-1-2019, n. 3.6

FOCT P 7.0.8-2013, n. 83

depepanbHbI 3aKOH OT
27 miona 2006 r.

Ne 149-03

«06 nHopmauun,
WHOPMaLMOHHbIX
TEXHOJIOrnaxX N 0 3aWunTe
WHpopMaLnm», CT. 2,

n. 7.

FOCT P 7.0.8-2013, n. 22

FOCT P 7.0.8-2013, n. 96

FOCT P 7.0.8-2013, n. 49
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(B3amMun) o corslacoBaHumn

Me>XBeOMCTBEHHOEe ocyliecTensieMoe B Lensax depepasbHbI 3aKOH OT

MH(popMaLnOHHOe npenocTtaBsieHns 27 niona 2010 r.

B3auMoOOencTBme - rocyf0apCTBEHHbIX U Ne 210-03
MYHULUMUNANbHbIX YCYyr «06 opraHusaumnm
B3auMOOeNCTBME MO BONpoCcamM NpenocTaB/ieHns
obMeHa OOKyMeHTaMu u roCynapCTBEHHbIX U

MHopMaLumen, B TOM YACAE B MYHULUUMAJbHBIX YCAYI»,
3NEeKTPOHHON (hopMe, Mexxay CcT.2,Nn.9
opraHamu,
rnpenocTtasasiowmMmMmn
rocyfapCTBEHHbIE YCIYru,
opraHamu,
npenocTtasasowmMMmn
MYHUUMNaNbHbIE YCIyruy,
rnoABefoOMCTBEHHbLIMU
rocyfapCTBEHHbLIM OpraHaMm
WM opraHaMm MecTHOro
caMmoyripasJieHns
opraHusaumamu,
y4acTBylOWNMU B
rnpefoctaBieHUn
npenycMoTPEHHbIX YacTbio 1
cTaTbn 1 HacToALLEro
®depnepasibHOro 3aKoHa
rocygapCTBEeHHbIX UK
MYHUUWNANbHbIX YCAYT, UHbIMU
rocynapCTBEHHbIMU OpraHamu,
OpraHamMmm MecTHOro

camoyrnpaBsieHus,
MHOFOhYHKLNOHAIbHbIMU
LeHTpamu;
MeTafaHHble LOKYMEHTOB CTPYKTYPUpPOBaHHAA N OCT P UCO
(metadata for records) - MoayCTPYKTYpupoBaHHas 15489-1-2019, n. 3.12

MHpopMauunsa, KoTopas
rMo3BosIAeT co3gdaBaThb,
YApaBasaTb U NCMONbL30BaTb
OOKYMEHTbI B pa3sHoe BpeMsa n
B pa3/inyHbIX obnacTax

DeATeNIbHOCTU
Murpaumnsa (migration) - rnpoLecc nepemeLleHns rOCT P UCO
OOKYMEHTOB U3 04HON 15489-1-2019, n. 3.13

annapaTHOW UM NPOrpaMMHOMN
KoH(urypaumm B gpyryio 6es
n3MeHeHnsa popmaTa

HOMeHKNaTypa gen - CUCTEMaTU3NPOBAHHbIN FOCT P 7.0.8-2013, n. 89
rnepeYveHb 3aroJIOBKOB Aen,
Co3[laBaeMbIX B OpraHusauun,
C YKa3saHueM CPOKOB UX
XpaHeHns
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HOCuUTenb
(IOKYMEHTMPOBaHHON)
MHopmMauun -

obpalleHmne rpaxgaHnHa -

obbem gokymeHTOObBOpPOTA -

onepaTUBHOE XpPaHeHMne
JIOKYMEHTOB -

OMnCb Aesn CTPYKTYpHOro
noapasaeneHuns -

omumanbHoe onybnMkoBaHue
NOKYMEHTa -

opMLUMaNIbHBIA NOKYMEHT -

MaTepuasibHbI 06BHEKT, OCT P 7.0.8-2013, n. 11
npegHa3Ha4YeHHbIN Ons

3aKpenaeHus, xpaHeHus (un

BOCMpPOM3BEAEHNS) pevyeBon,

3BYKOBOW Un

n3obpasntensHom

MHpOopMaLUnn

HanpaBJieHHble B
rocyfapCTBEHHbIA OpraH,
opraH MecTHOro

denepasbHbIN 3aKOH OT
2 Maga 2006 r. Ne 59-03
«0 nopsagke

camoyrnpaB/ieHUs uin paccMoTpeHuns
OOJDKHOCTHOMY NunLy B obpalleHunin rpaxkaaH
MUCbMEHHOW hopmMe nnun B Poccunckon

dopMe 3/1eKTPOHHOro
OOKYMEHTa npenJsoXxeHune,
3aaBneHne nnm xxasnoba, a
TakXe ycTHoe obpalleHne
rpa>kgaHnHa B
rocyaapCTBEHHbIN OpraH,
opraH MeCcTHOro
camoyrnpaBsieHns

depepaumun», cT. 4, n. 1

KOJIN4eCTBO LOKYMEHTOB, OCT P 7.0.8-2013, n. 70
MOCTYNMBLUMX B OpraHm3auunio
M CO34aHHbIX €10 3a

onpeaesieHHbIN Nepuog

XpaHeHne OOKYMEHTOB B OCT P 7.0.8-2013, n. 87
CTPYKTYPHOM noapasgeneHumn

00 Ux nepejayv B apxums

opraHmsaumm naum

YHUYTOXEHNA

YYETHbIN OOKYMEHT, OCT P 7.0.8-2013, n. 98
BKJIIOYAIOLLNIA 3arof0BKN Aen,

ChOPMNPOBAHHbBIX B

CTPYKTYPHOM MmoapasgesieHunmn

M nognexawmx nepegade Ha

apXnBHOE XpaHeHne

nepsas nybankauma NoaHOro FOCT P 7.0.8-2013, n. 67
TEeKCTa 3aKoHo4aTesIbHOro n

MHOro HOPMaTUBHOIO

rMpaBoOBOro akTa B

onumaibHOM U34aHNN NN

ero nepBoe pasMelleHune Ha

othuumanbHoM NHTepHeT-

nopTane

OOKYMEHT, CO34aHHbIN, FOCTP 7.0.8-2013,n. 8
IOPULANYECKNM, OOJIKHOCTHLIM

N PU3NYECKNM NNLOM,

0hOPMNEHHBLIN B

YCTaHOBJIEHHOM NnopsAaagke
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odnuUManbHbIN CanT
rocyapCTBEHHOro OpraHa uau
opraHa MecTHOro
camoynpassieHus (oanee -
obnymanbHbIN CanT) -

ohopMeHne JOKYMEeHTa -

nepen4yHasa obpaboTka
OOKYMEHTOB (3KCNeanLMOoHHas
06paboTka LOKYMEHTOB) -

neyaTb -

npegBapuTenbHoe
pPaccMOTpeHne JOKYMEHTOB -

NMPpM3HakKuM 3aBeaeHnda aena -

NOANMNHHUK OOKYMEHTa -

noanuncaHue (LOKyMeHTa) -

CanT B MHHOPMALIMOHHO-
Te/IeKOMMYHUKaUWOHHON CeTun
«NHTepHeT», cogep>xallmnn
MH(OoPpMaLUMIO O feAaTesIbHOCTU
rocyaapCTBEHHOr0 OpraHa uam
opraHa MecTHOro
camMoynpaB/ieHus,
3JIEKTPOHHbLIN apec KOTOPOro
BKJIIOYAET JOMEHHOE NMSH,
rnpasa Ha KOoTopoe
npuHagnexaT
rocyfiapCTBEHHOMY OpraHy
W OpraHy MecTHOro
caMoyrnpaBieHns.

®depnepasbHbIM 3aKOHOM MOXET

ObITb NPenycMoOTPEHO
Co3faHne eguHOro nopTana,
Ha KOTOPOM pa3MeLlatoTcs
odnymanbHbie CanThl
HECKOJIbKNX roCcyAapCTBEHHbIX
opraHoB

npocCTaBJZieHNne Ha OJOKYyMeHTe
HeobxoaANMbIX PEKBU3NTOB

obpaboTka [OKYMeHTOB
(NnpoBepKa LEeNoCTHOCTH,
KOMIMJIEKTHOCTW, COPTUPOBKa W
Ap.) Npn NoCTynJeHnn B
opraHmsaumio

YyCTPOMNCTBO, NCMOJIb3yemMoe
0N 3aBepeHus NogANHHOCTU
noannucm OoJIXXHOCTHOIo Jinua
nocpencTeoM NpocTaB/eHUs
€ro OTTUCKa Ha AOKYMeHTe

n3y4yeHne NOKYMeHTa,
NoCTYNMUBLLEro B
opraHusauuio, anas
onpeaeneHns AosKHOCTHOro
JiMua, B KOMMNeTeHUNIo
KOTOPOro BXOAUT ero
paccMmoTpeHune

OCHOBaHWuA, B COOTBETCTBUU C
KOTOpbIMU (hopMynnpyeTcs
3aroJloBoK gena u
dopmMupyeTcsa aeno

nepBbIn NN e GUHCTBEHHbLIN
3K3eMMsap AOKYMEHTa

3aBepeHne NoKyMeHTa

denepanbHbIN 3aKOH OT
9 heBpansg 2009 r.

Ne 8-03

«06 obecneyeHnn
0OCTyrna K nHgopmMauumnmn
0 feATeNlbHOCTU
rocyAapCTBEHHbIX
OpraHoB 1 OpraHoBs
MeCTHOro
caMoynpaBieHusa», CT.,
n.5

FOCT P 7.0.8-2013, n. 47

FOCT P 7.0.8-2013, n. 77

FOCT P 7.0.8-2013, n. 66

FOCT P 7.0.8-2013, n. 78

FOCT P 7.0.8-2013, n. 91

FOCT P 7.0.8-2013, n. 20

FOCT P 7.0.8-2013, n. 52
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noannchb -

NMOCTOAHHOE XpaHeHne
ONOKYMEHTOB -

perncTpaunoHHo-y4yeTHas
¢dopmMa -

perucTpaunoHHbI HoMep
OOKYMeHTa (perncTpaunoHHbIN
MHOEKC OOKYMEHTa) -

perncrtpauna OOKyMeHTa -

PEKBU3NT AOKYMEHTa -

PEKBU3NTbI JOKYMeHTa (B
M310) -

CcobCcTBEHHOPYYHON NOAMNUCHLIO

OOJIDKHOCTHOIO Un
PpuM3nYeckoro auua no
yCTaHOBJIEHHON hopMe

PEKBU3NT, MPeacTaB/SOLWNNA
cobon cobCTBEHHOPYYHYIO
POCMUNCb OOJIKHOCTHOIO MU
Pm3nyeckoro amua

Be4HOe XpaHeHne NOKyMeHTOB

6e3 npaBa UX YHUYTOXEHUS

OOKYMEHT yCTaHOBJ'IeHHOIZ

dopMbl (KapToyKa, XXypHan), B

TOM 4Hucne B 3/1IeKTPOHHOM
Bunae, VICI'IOJ'Ib3yeMbII7I ans

3annucm cBedeHunn o OOKYyMeHTe

B LeNAX y4yeTa, Moucka u
KOHTPOJIS

uncpooe nam 6yKBeHHO-
undposoe obo3HaveHue,
npucBanMBaeMoe AOKYMEHTY
npu ero perncrpauumm

NMPUCBOEHNE OOKYMEHTY
perncTpaunoHHOro Homepa 1
3anncb OaHHbIX O OKYMEHTE
Mo yCcTaHOBJIEHHON hopMe

3/1IeMeHT ohopmMeHuns
OOKYMeHTa

dann popmaTta XML
onpeneneHHon CTPYKTYpbl C
YyKa3aHHbIM COCTaBOM
3/1IeEMEHTOB 1 UX aTpubyToB

MOCT P 7.0.8-2013, n. 53

FOCT P 7.0.8-2013, n. 37

FOCT P 7.0.8-2013, n. 81

FOCT P 7.0.8-2013, n. 80

FOCT P 7.0.8-2013, n. 79

FOCT P 7.0.8-2013, n. 31

TexHn4yeckune
TpeboBaHUs K
opraHunsaumm
B3aMMOLOENCTBUS
CUCTEMBI
MeXXBeJOMCTBEHHOI 0
3/IeKTPOHHOI 0
OOKyMeHTo0obopoTa C
cucTeMamu
3/IEKTPOHHOI 0
OOKyMeHToobOopoTa
hefepasibHbIX OPraHoB
NCMOJIHUTESIbHON
B/1IAaCTK, YTB.
pacrnopsi>xeHuem
MpaBuTtenbCTBa
Poccunckon ®epepaumm
0T 2 oKTA6ps 2009 .
Ne 1403-p
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pesosilouns -

canTt B ceTn «MIHTepHeT» -

ceTeBOW agpec -

CcMcTemMa MeXBeJOMCTBEHHOI0O
3NEKTPOHHOIro
OOKyMeHTOObOpOTa -

cucTemMa 3JIEKTPOHHOI 0
OOKyMeHTOObBOpOTa -

PEKBU3NT, co,u,epmau_l,vuh
YKa3aHuna OoJ/1MKHOCTHOIo Jinua
Mo NCMNMOJIHEHUIO OOKYMEHTa

COBOKYMHOCTb NporpamMm ans
3JIeKTPOHHbIX
BblYNC/INTESIbHbBIX MALUWH U
VHOW nHpopMaLmu,
copeprkallencs B
MHGMOPMaLMOHHON CUcTeMe,
OOCTYM K KOTOPOW
obecrneynBaeTCsa NocpenCcTBOM
MH(OPMaLLMOHHO-
TENEKOMMYHUKALWOHHON CeTun
«NHTepHeT» Mo LOMEHHbIM
MMeHaM n (nan) No ceTeBbIM
agpecam, NO3BONSAOLLNM
naeHTNULMpPoBaTb CalThbl B
cetn «<MIHTepHeT»

NAeHTU(PUKaTOpP B CETHU
rnepenayv AaHHbIX,
onpenensiowni Npu okasaHum
TenemMaTmnyeCcKux ycayr CcBssu
abOHEeHTCKMI TepMUHaN nan
VHble cpeacTBa CBA3N,
BXoAsuime B MHPOPMaLMOHHYIO
cucrtemy

hbepnepanbHas
MH(OpMaLMOHHAa cucTema,
obecne4ynBatoLlan B
aBTOMaTU3NPOBaHHOM pexxume
3alUMLLLEHHbIA 0BMeH
3/1IeKTPOHHbIMU COOBLLLEeHNAMY,
B TOM 4Ymcnie coobuieHnsamm,
cogepxxawmmm nHopmayuio,
OTHECEHHYIO K CBEeZleHUSM,
COCTaBMAOLWMNM CNyKebHY1o
TalHy, Mexnay
AoMnHucTpaunen NMpesmnageHTa
Poccuinckon depepaumn,
AnnapaTtoM [paBnTeNLCTBa
Poccnnckon ®epepaunm n
dhenepanbHbIMN OpraHamu
WNCMONHNTENBHOM BNacTu, a
TakKXe UHbIMU hepepasibHbIMN
opraHamm rocygapCTBEHHOWN
BNaCTn

cucTema aBToOMaTU3aLUK
Nenonpon3BoACcTBa U
nDoKymeHToobOpOTa B
enepasbHOM opraHe
WCMOJIHNTENIBHOW BNacTy,
obecneymBatloLas

FOCT P 7.0.8-2013, n. 60

depnepanbHbIN 3aKOH OT
27 niona 2006 r.

Ne 149-03

«06 nHhopmaumn,
MH(OPMAaLMOHHbIX
TEXHONOrNSX 1 0 3aWnTe
MHpopMaunm», CT. 2,

n. 13

denepasbHbI 3aKOH OT
27 nonga 2006 r.

Ne 149-03

«06 nHpopmauun,
NHGOPMaLMOHHbIX
TEeXHOIornsxX N o 3alunTe
WHopMaunm», CT. 2,

n. 16

TexHn4yeckune
TpeboBaHUs K
opraHmsaunmn
B3auMMOLOENCTBUS
CUCTEMBI
MeXXBeOMCTBEHHOIO
3/IeKTPOHHOI 0
DOKyMeHTo0obopoTa C
cucTemMamu
3/IEKTPOHHOI 0
O0OKyMeHTOo0obOopoTa
henepasibHbIX OpraHoB
WNCMOJIHUTESIbHON
B/1IAaCTK, YTB.
pacrnopsXXeHnem
MpaBuTtenbCcTBa
Poccurckon ®epepaumm
OT 2 oKTa6ps 2009 r.
Ne 1403-p

TexHun4yeckue
TpeboBaHUs K
opraHm3sauunm
B3aMMOOENCTBUSA
CNCTEMBI
Me>XBeJOMCTBEHHOI O
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cny>K6a oenonpon3soacTBa -

corslacoBaHue [OKYMEHTa
(BM3MpoBaHune) -

CPOK XpaHeHUs JOKYMEHTOB -

TUMNOBON CPOK UCMOJIHEHUS
OOKYyMeHTa -

YHNYTOXEeHNEe NOKYMEHTOB -

yHun4YTOXeHune (destruction) -

¢dopMupoBaHue gena -

BO3MO>XHOCTW BHYTPEHHEro
3/IEKTPOHHOI 0
OOKymMeHToobopoTa

CTPYKTYpPHOE nogpasneneHuve,
Ha KOTOPOE BO3/10XKeHbI
PYHKLNN MO BEOEHMNIO
0enonponsBoAcCTBa, a Takxe
Nmua, OTBETCTBEHHbIE 3a
BeJeHne [enonponssonCcTea B

APYTUX CTPYKTYPHbIX
noapasaesieHnssx opraHnsaumm

OLleHKa MNpoekTa
opMLMaNBbHOIrO IOKYMEHTa
3aMHTEepecoBaHHbIMU
opraHmsaumsamu,
JLOJIKHOCTHbBIMU NLIaMU,
cneunanncTamm

rnepuog BpeMeHu, B TeyeHne
KOTOPOro A0JIXKHO
obecne4ynBaTbCa XpaHeHue
[OKYMeHTa B coCTaBe
[OKYMEHTasIbHOro nnm
apxuBHoro poHAaa

CPOK UCMONIHEHUSA AOKYMEHTA,
YyCTaHOBJ/IEHHbI HOPMAaTUBHbLIM
NMPaBOBbIM aKTOM

WNCKJIIOYEHNE OOKYMEHTOB U3
NOKYMEHTaIbHOro uau
apxuBHoro oHaa no
NCTeYeHNN CPOoKa UX XpaHeHMNs
C nocnenyowmnm
YHUYTOXKEHMEM (YyTunumsaumnen)

nMPoLEecc YHUUYTOXEHUS Un
yhaneHns NoKyMmeHTOB be3
KaKomn-nmbo BO3MOXKHOCTU UX
BOCCTAHOBIEHUS

rpynnMpoBKa UCMOJHEHHbIX

3NEKTPOHHOIro
nokymeHToobopoTa C
cucrtemMamm
3NEeKTPOHHOIr o
JokymeHTOoO60OpOoTa
henepasbHbIX OpraHoB
NCMOSIHNTENBLHON
BNacTwn, yTB.
pacnopshkeHnem
lMpaBuTenbCcTBa
Poccuinckon ®epepaumnn
OT 2 okKTa6ps 2009 r.

Ne 1403-p

FOCT P 7.0.8-2013, n. 5

FOCT P 7.0.8-2013, n. 48

FOCT P 7.0.8-2013, n. 35

FOCT P 7.0.8-2013, n. 84

FOCT P 7.0.8-2013, n. 99

FOCT P NCO
15489-1-2019, n. 3.7

FOCT P 7.0.8-2013, n. 92
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XpaHeHne OOKYMEHTOB -

3KCMnepTn3a LeHHOCTHU
ONOKYMEHTOB -

9/1eKTPOHHaA noanncb -

3/1EKTPOHHaA KoONnA
ONOKYMEHTa -

3}'IEKTpOHHbII7I OOKYMEHT -

3/IEKTPOHHbIN
0OKyMeHToo6opoT -

[OKYMEHTOB B [e/10 B
COOTBETCTBUM C
HOMEHKNaTypoun aen n nx
cucTemMaTum3aumns BHYTPUY aen

opraHu3saums paumoHasibHOro
pa3MelleHus n obecnedyeHue
COXPAHHOCTU JOKYMEHTOB

N3y4yeHne NOKYMEHTOB Ha
OCHOBaHUN KpUTepmnes nx
LEeHHOCTN B Lensax
onpeaeneHns CPOKOB
XPaHEeHNs OOKYMEHTOB U
oTbopa ux Ang BKAOYEHUSA B
cocTaB ApXMUBHOro poHa
Poccuinckon denepanumu

MHOPMaLNS B 3JIEKTPOHHOWN
¢dopmMe, KoTopas
npucoeanHeHa K Apyron
MHopMaL KM B 3/IEKTPOHHOM
dopmMe (nognuceiBaeMom
MHdOopMaLNn) NN NHbIM
obpa3oM cBfi3aHa C Takown
MHopMaLmen n KotTopas
NCronb3lyeTcsa Ans
onpepeneHuna nuuda,
noAnncbiBatoOLWLEro
MHpopMaumnio

Konus OOKYMeHTa, co34aHHas
B UMpoBon hopme

OOKYMEHTUPOBaHHaA
MHpOopMauus,
npeacrassieHHasd B

3/IeKTPOHHON hopMe, TO ecThb B

Bunae, npurogHoM ons
BOCNPUATNA 4YeNT0OBEKOM C

NCNoJ<ib30BaHNEM 3NTEKTPOHHbIX

BbIHNCNTENIbHbLIX MalLH, a

Takxxe o5 nepefayv no nHgo

pPMaLMOHHO-
TEe/IEKOMMYHUNKaLNOHHbIM
ceTam nnu obpaboTku B
MH(OPMaLMOHHbIX CUCTEMaX

NOKYyMeHT0o0b60opoT C
NCMoJIb30BaHNEM
aBTOMaTU3NPOBAHHOWN
MH(pOPMALMOHHOM CUCTEMBI
(cncTeMbl 3N1eKTPOHHOI O
OOKyMeHTo0obopoTa)

MOCT P 7.0.8-2013, n. 33

depepanbHbI 3aKOH OT
22 okTA6psa 2004 r.

Ne 125-03

«06 apxuBHOM fnene B
Poccuinckon
depepaumu», CT. 3,

n. 18

depepanbHbI 3aKOH OT
6 anpena 2011 r.

Ne 63-03

«06 3neKTpOoHHON
nognucm», cT. 2, n. 1

FOCT P 7.0.8-2013, n. 23

depnepanbHbIN 3aKOH OT
27 niona 2006 r.

Ne 149-03

«06 nHhopmaumn,
NH(OPMAaLMOHHbIX
TEXHONOrNSaX 1 0 3aWnTe
MHpopMauunm», CT. 2,

n. 11.1).

FOCT P 7.0.8-2013, n. 69
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opunandyeckas 3Ha4YMMOCTb CBOWCTBO AOKYMeEHTa FOCT P 7.0.8-2013, n. 13
OOKYMEeHTa - BbICTYNaTb B Ka4yecTBe

noaTBepXAEeHNS Oe0BON

nesaTenbHoCcTU nnbo cobbiTun

JINYHOro XapakTepa

opuanyeckasa cuna CBOWCTBO OpULMANBHOIO FOCT P 7.0.8-2013, n. 14
JOOKyMeHTa - JOKYMeHTa Bbl3blBaTb
onpegesieHHble rnpaBoBble
rnocnencTeus
NCcToYHUKN:

e depepanbHbIl 3aKOH OT 22 okTabpsa 2004 r. Ne 125-03 «O6 apxuBHOM pgene B Poccnmnckom
depepaunmn».

e MepepanbHbI 3aKOH OT 2 Mas 2006 r. Ne 59-03 «O nmopsgke paccmoTpeHusa obpalleHunn
rpa>kgaH Poccuinckon degepaummn».

e MepepanbHbI 3aKOH OT 27 utonsa 2006 r. Ne 149-03 «06 nHdbopmMauumn, NHpopMaLMOHHbIX
TEXHONOrNAX 1 0 3aWnTe NHpopMaLnm»,

e OepepanbHbil 3aKoH OT 9 despana 2009 r. Ne 8-®3 «0O6 obecnevyeHun pocTyna K
nHpopMaumMm o [edATeNbHOCTM [OCYyAapCTBEHHbIX OPraHoB W OpPraHoB MECTHOro
CamMoynpaBJIeHNSI».

e MepepanbHbii 3aKoH OT 27 miona 2010 r. Ne 210-®3 «O6 opraHm3saumnm npenocrtaBiieHns
roCyAapCTBEHHbIX N MYHULUMANAbHbIX YCAY».

e depepasibHbIn 3akKoH OT 6 anpens 2011 r. Ne 63-P3 «O6 3/1eKTPOHHON NOAMNCK.

e [OCT P 7.0.8-2013. Cuctema CcTaHAoapToB Mo uWHdopMauum, 6O6ubnnoTtedyHomy u
n3gaTtenbCckoMy aeny. 1enonponsBoACcTBO M apXnUBHOE AeNo. TepMUHbl 1 onpegeneHus. - M.:
CtaHgapTuHpopm, 2013.

e TOCT P UCO 15489-1-2019. Cuctema CTaHOapToB Mo WHdopmauum, 6ubnnotevyHomy u
nspatenbckomy geny. MHhopmaumsa n gokymMmeHTaumns. YrnpasneHne gokymeHTamum. HYacTtb 1.
MoHaTua n npuHuunel. - M.: CTaHgapTuHdgopm, 2019.

MpunoxeHue Ne 2

O6pa3ubl 61aHKOB A,OKYMEHTOB
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

MHUHHCTEPCTBO (HA3BAHHE)
POCCHHCKOH ®EJEPALIHH

(MHUH... POCCHH)

IIPUKAS3

Ne

Mockea

Obpa3zey braHka npukasa ¢penepasibHOro MUHNCTEPCTBA

MpoposkeHue npuoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

MHHHCTEPCTBO (HA3BAHHE)
POCCHUCKOH ®EJAEPALIHH

(MHH... POCCHH)

yi. Haasanwe, a. 00, Mockea, 100000
ret. +7 (495 ) 000-00-00; daare +7 (495 QOC0-00-00
e-mail:aaaddpov.ru; htlpyfwww . anaru

No

Ha Ne oT

Obpasey bnaHka nNucbMa enepasbHOro MMHUCTEPCTBa

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

MHUHHCTEPCTBO (HA3BAHHWE)
POCCHHCKOH ®EJIEPALIMH

(MHH... POCCHH)

CTATC-CEKPETAPD -
JAMECTHTEJIb MHHHCTPA

win. Hazeanme, o, 00, Mockra, 1000
resn, T (95 O00-00-00; duake +T (495) 0000000

e-mail:aaadd gov.ne; http:ihaww, ana.m

No

Ha Noe oT

Obpa3zey baHKa NnucbMa 4OJIXHOCTHOIro vya (CTtaTc-CeKpetTaps - 3aMecTUTes1I1 MUHUCTPA)

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

MHHHCTEPCTBO (HASBAHHE)
POCCHHCKOH DEJEPALIHH

(MHH... POCCHH)

AJIMUHUCTPATHBHBIH
AENAPTAMEHT

yi. Haseamne, 1. 00, Mockesa, 100000
rem. 7 (495 ) 0000000 awe +7 (493 ) (OO0 00
e-mail:aaaidgov.ru; hitp:fwww aaa.m

Ha Ne oT

Obpa3zey baaHKa NMcbMa CTPYKTYPHOIro noapasaesaeHmns

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

MHHHCTEPCTBO (HA3BAHHE) POCCURCKON ®EJEPALIMH

(MUH... POCCUH)

ITPOTOKO!I

&

Mocksa

Obpa3zey bs1aHKa NpoTokoaa hegepaslbHOro MUHUCTEPCTBA

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

MHHHUCTEPCTBO (HAMMEHOBAHHE) POCCHHCKOHN ®EJIEPALIMA

CEJEPAJIBHAS CJIYABA (HASBAHHE)
(POC...)

IPUKAS3

No

Mockea

Obpa3zey baHKa npuka3sa gegepasibHov cayxbbl, NoaBegOMCTBEHHOV (heaepasibHOMY
MUHNCTEPCTBY

MpoponxeHue npunnoxxeHnsa Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

MHH... POCCHH

CEJEPAJIBHAA CIIYAKBA

(HA3BAHHE)
vi. Haasanwe, 1. (M), Mockea, 100000
resn, 7 (495 000-00-00- kg + T (495 Y CO0-00-00p
e-mail:aaailgov. ru; hip:www, aaa.m
Ne
Ha Ne 01

Obpa3zey b1aHKa nucbma hegepasibHovi cayxbbl, NoaBEAOMCTBEHHOWV (hedepasibHOMY
MUHNCTEPCTBY

MpoponxeHue npunnoxxeHnsa Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Fepo™®

JAKOHO/JATE/IBHOE COBPAHHE
(HA3BAHUE CYBBEKTA POCCUHCKOH ®EJIEPALIMH)

[IOCTAHOBJUEHHE

r. Hazpauue

* [epd (repanbianueckuii 3nak) cydnexra Poceuniickoil Meaepaumu

Obpasel baHkKa NoCTaHOBJIEHUSA NPeACTaBUTE/IbHOIo opraHa cybbekTa Poccuvickovi ®enepaumnm

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Iepi*

3AKOHOJIATEJIBHOE COBPAHHE
(HABBAHHUE CYBBEKTA POCCHHCKOW ®EJIEPALIMH)

[NPEACEJATEJIb
PACHNOPAXKEHHE

No

r. Hazganue

* I'epD (repanbamueckmii 3Hak) cydwekta Poceuiickoi Meaepaumn

Obpa3zey baHKa pacriopsixxeHus npeaceaatesis npeacTaBUTeIbHOro opraHa cybbekta Poccuiickor
Qepepauunmn

MpoponxeHue npunnoxxeHnsa Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

lepo®

3AKOHO/JIATEJIBHOE COBPAHHUE
(HA3BAHHWE CYBBEKTA
POCCHHCKOHW ®EJIEPALIUH)

vi. Hazmanne, o, 00, r. Hazeaune, 100000
e, +7 (000) O00-D0-00; chawe +7 (000 QO0-00-00
e=mail:bbbdnsss ;s hupsSswww. bbb

(1]

Ha Ne 0T

* I'eph (repansamueckuii 3nak) cydnexta Poceniickoi @enepanmn

O6pa3zeu 6n1aHKa NUCbMa NpencTaBMTeNIbHOro opraHa cybbvekTa Poccunnckon degepaunm

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Fepo™®

3AKOHOJATEJIBHOE COBPAHHE
(HASBAHHME CYBBEKTA
POCCHUCKOH GOEJIEPALIMH)

INPEACEJATEJIb

vi. Hazpanwe, o, (0, r. Hazeanwe, 1THHRN)
e +7 I:EJHHHHII!'I-[]I]-IHH |=|.;|_H.._' +7 [IFIHI}I]E1I]-I:IIF-1III
g-mail:bbbiE sss,mu; hitp:/fwww. bbb.ru

Ne

Ha No OT

* Iepb (repanbanuecknii 3nak) cydnexra Poceniickoii @enepaumn

Obpa3zey baaHKka nucbMa npeaceaatesis npeacTaBUTeIbHOro opraHa cybbekTa Poccuiickor
Qepepauunmn

MpoponxeHue npunnoxxeHnsa Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Fep6®

FJIABA (I'YBEPHATOP)
(HA3BAHHUE CYBBEKTA POCCHHCKOH ®EJEPALIMN)

IHIOCTAHOBJIEHMHE

r. HawsMenosaHue

* I'eph (repansanuecknii snak) cydonexra Poceniickoii Menepaumn

Obpa3sel bnaHka nocTaHoBIEHUS raaBsbl (rybepHaTopa) cybbekTa Poccuiickovi @eaepauyum

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Fepd™

[TABA (F'YBEPHATOP)
(HA3BAHUE CYBBEKTA POCCHHCKOMN ®EJIEPAIIMHN)

PACIHHOPAKEHHE

Mocksa

* 'ep0 (repansanueckuii 3nak) cyonexra Poccuniickoii Menepaunm

Obpa3zey baaHKa pacriopsxeHus rnasbl (rybepHaTopa) cybbekTa Poccuvickori @enepauunmn

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

I'epi™®

AIMHHHCTPALIUA
(HABBAHHUE CYBBEKTA
POCCHHCKOH PEJEPALLHH)

v, Hazeanne, a. (), r, Hazeauwe, TOOO00
res, 7 (000 (W= 0= h; 1||;=|h'1: +7 (O ) (OO 0= R
e-mail:bbbdrsss. ru; hitp:www bbb.ru

Ne

Ha Ne oT

* I'eph (repanbanyecknii 3vax) cydbekta Poconiickoil denepaumn

Obpasey bnaHka nNucbMa aaMUHUCTPaumnm cybbekTa Poccuiickon @eaepauum

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

leps*

[JTIABA ('YBEPHATOP)
(HASBAHHE CYBLEKTA
POCCHHCKOMN ®EJIEPAIIMH)

v, Haasanme, o, 00, r. Haseanme, 100000
ren, 7 (000 ) 000-00-00; I1::!l:L' &7 (000 O0-0i0-000
e-rail:hbbisss.ru; hitpawaww . bbb.ru

No

Ha No oT

* I'ep0 (repansauueckuii 3nak) cydwexra Poceuniickoii depepaumn

Obpa3zey bnraHka nucbMa rnasbl (rybepHaTopa) cybvekTa Poccuvickon ®@egepaumnm

MpoposkeHne npunoxxeHus Ne 2

Page 96 of 193



MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Iepb®

NEPBBLIIH 3AMECTHTE. 1L
I'JIABBI (TYBEPHATOPA)
{(HASBAHHE CYBBLEKTA
POCCHHCKOH ®EJEPALIHH)
vl Hassamme, 1. 00, r. Hazsauee, 100000

v 7 (000 D000 kg + T 00y CO0= 00000
e-mail:hbbisss.u; hitp:/fwww. bhb.ru

No

Ha Ne o1

* 'epb (repansanveckuii 3vak) cydsexra Poceuiickoii Menepaunm

Obpasel bnaHka NucbMa repBoro 3aMecTuTess raassl (rybepHaTopa) cybbekTa Poccuiickori
Qepepauunmn

MpoponxeHue npunnoxxeHnsa Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Tep6™

AJIMUHHCTPALIHS
(HABBAHHE CYBFBEKTA
POCCHHCKOHW ®EJIEPALIMH)

YIPABJIEHHE JAEJIAMH

v, Hassamme, a. 00, r. Haznauue, 100000
e, T (000 O00-00-00; dawe +7 (000) OO00-00-00
e-mail:bbbisss.ru; hitp://www.bbb.ru

No

Ha Ne o1

* I'eph (repansanueckuii 3nak) cydnexra Poceuiickoii Menepauny

Obpa3zey bs1aHKa NMcbMa CTPYKTYPHOIro noapasaeaeHns agMmmHucTpaumm cybbekTa Poccuickon
Qepepauunmn

MpoponxeHue npunnoxxeHnsa Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Fepo®

AIMHHHCTPALIHA
(HA3BAHHE CYFBEKTA POCCHHCKOH ®EJEPALIHH)

MHUHHCTEPCTBO OBPA3OBAHUA

IIPUKAS3
Ne

r. HanmeHnoeanue

* ['epb (repansanueckmii snak) cydwekra Poccuiickoil ®eaepaumn

Obpa3zey baHKa npukasa opraHa MCroJIHUTEIbHOW B/1aCTH
aaMuHUCcTpaunm cybbekTa Poccurickon ®epepaumnm

MpoponxeHue npunnoxxeHnsa Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Fepb™

AJIMUHHUCTPALIMA
{HAZBAHHE CYEBEKTA POCCHACKOR
PEJIEPALIHH)

MHHHCTEPCTBO OBPA30OBAHHA

wi. Hazeanme, a. 00, r. Hazeame, 100000
resr, + T (O00y C00- 0= ||th"..' +7 (000 (- 0H-00
c=mail:bhbdrsss.ru; http: www . bbb.ru

No

Ha Ne 0T

* I'epb (repansanyecknii 3nak) cydnexkta Poceniickoi @enepaunm

Obpa3zey bs1aHKa NMcbMa opraHa NCrNoJIHUTEJIbHOW B/1acTu
aaMuHUCcTpaunm cybbekTa Poccurickon ®epepaumnm

MpoponxeHue npunnoxxeHnsa Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

leps*

HA3ZBAHHE CYBLEKTA POCCHICKOI
GEJAEPALIMA

AIMHHHCTPALIMA
(HASBAHHE MYHHLUHAJIBHOI'O
OBPA3ZOBAHWH)

vil. Hazsanwe, o, 0, . Hazeanme, 1OUOKD
regn. 7 (000) 00-00-00; duke +7 (000} 00-00-00
e-mail:ceeirmmim.ru: httpswww.cce.ru

No

Ha Ne oT

* I'eph (repanpavyeckii 3HAK) MYHHUHNAILHOTO 00pasoBaHNA

O6p83€Ll 6s1aHKa nucbma agMUHNCTpaunn MyHuLnrnaJlbHOro OépaBOBaHl/lﬂ

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

=

Fepo™®

HA3ZBAHUE CYBBEKTA POCCUHCKON ®EJEPALIMN

MYHHUHITAJIBHOE COBPAHHE
(HASBAHHE MYHHLUHAJIBHOI'O OBPA3OBAHMS)

PEIHMEHHE
Ne

Hasganue HaceIeHHOTD MYyHETA

* lepd (repansanueckuii IHAK) MYHHUHNANLHOTO 00pa30BAHKA

ObpaseL 61aHKa peLueHns NpeacTaBUTeIbHOro0 opraHa MyHUUMNaabHoro obpa3oBaHus

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Fepd*

HA3BAHUE CYEBEKTA POCCHICKOI ®EIEPALIMA

I''TIABA (HASBAHUE MYHHUHAITBHOT'O
OBPA3ZOBAHUWS)

MIOCTAHOBJEHMWE

A

Hazpanue HACEACHHOTO MY HKT:

* l'epb (repaneanyeckuii 3HAK) MYHHUHNAILHOTO 00pazoBaHHA

06pa3eu 6s1aHKa NoCcTaHOBJIEHWS r/1aBbl MyHULNIMaJIbHOro 06pa3OBaHl/IFI

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Fepo®

HA3ZBAHHE CYBLEKTA POCCHHCKON ®EJIEPALIMH

I''TABA (HASBAHHE MYHHUHAJIBHOI'O
OBPA3ZOBAHHAH)

PACHOPAXKEHMUE

-

]

Hazpanue HaceneHHOro HNYHRT

* Ieph (repanbanyeckuii 3HAK) MyYHHUMNAIBHOIO 00pa3oBaHHA

Obpa3zel 6/1aHKa pacropsiXXeHus r/iaBbl MyHULUNaabLHOro obpa3oBaHus

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

I'epG*

HA3ZBAHHE CYBBEKTA POCCUHCKOH ®EJEPALIMH

AJMHHHCTPALIHA (HASBAHHE MYHHLIHAJIBHOT'O
OBPAIOBAHHAH)

KOMMUTET ITO ¥YIIPABJEHHIO
MYHHLUHIIAJTBHBIM UMY UECTBOM

IHIFHKAS3

(1]

Haszganue HaceIeHHOrO MNYyHKTA

¥ eph (repaibaHucckHil 3HAK) MYHHLUHNAABHOTO obpajoRaHMs
Y

ObpaseL 61aHKa rnpuKasa UCrosIHUTEIbLHOrO OpraHa MeCTHOro caMoyrpaB/eHNs

MpoposkeHne npunoxxeHus Ne 2
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Ieps*

HA3IBAHHWE CYBBEKTA POCCHHCKOMH
MEJIEPALIMH

AIMHHHCTPALIMA
(HASBAHHE MYHHUHAJIBHOI'O
OBPA3SOBAHHA)

va. Hassanme, oo 00, r. Haoeanwe, 100000
e, 7 (000} 0000007 duse +7 (000) 00-00-00
c-mail:cec@mmm.ru; httpa/fwww.cce.ru

No

Ha Ne OT

* Iepb (repanbanveckuii 3HAK) MYHHIMIANBLHOIO 00pa30BaHNs

O6p83€Ll 6s1aHKa nucbma agMUHNCTpaunn MyHuLnrnaJlbHOro OépaBOBaHl/lﬂ

MpunoxeHue Ne 3

MpaBuna opopMsieHnA PeKBU3UTOB O,OKYMEHTOB
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

B rocynapCTtBeHHbIX OpraHax, opraHax MecCTHOro CaMoyl'I|C)aBJ1EHVI$I[Ll

1. Nep6 (FocypapcTBeHHbIN repb Poccunckon depepauum, repd cybbekra Poccumnckon
depepauumn, repb (repanbanyeckumm 3HaK) MyHMUMnanbHoro obpasoBaHun)

N306paxeHne MocymapctBeHHoro repba Poccumnckon depepaunm BocnpomssBoamTcsa Ha 6naHkax
OOKYMEHTOB B COOTBETCTBUM C PefepanbHbiM KOHCTUTYLMOHHBIM 3aKOHOM OT 25 aekabps 2000 r.
Ne 2-®K3 «O NocymapcTBeHHOM repbe Poccuiickon depepaunn»’?l 3obpakeHune repba
(repanbamnyeckoro 3Haka) cybbekTa Poccmnckonm depgepauymm nam MyHMLMnNaabHoro obpasoBaHus
BOCMNPON3BOAMTCS Ha B/1aHKaxX JOKYMEHTOB B COOTBETCTBUM C 3aKOHOAATEIbHbIMU N MHLIMU
HOPMaTMBHbLIMW NPABOBLIMU akTaMu cybbekToB Poccuinckon degepaumn nam MyHULMNANbHLIMA
HOPMATMBHbLIMW NPABOBbLIMU aKTaMM.
N3o06paxeHne repba (FocypmapcTtBeHHoro, cybbekTa Poccuinnckon  depepaumn, repba
(repanbAnyecKoro 3Haka) opraHa MECTHOro camoyrnpaBJieHMs) MoMellaeTcs Ha 61aHKe OOKYMeHTa
Hal PEeKBM3NTaMM OpraHM3auuMm - aBTOpa OOKYMEHTa, 3axBaTbiBas 4YaCTb BEpPXHEro rnons (Ha
paccTosHuM 10 MM OT BEPXHEro Kpasi UCTa) U BbipaBHUBAETCS OTHOCUTESIbHO CaMOW OJINHHOW
CTPOKN B HaMMEHOBaHUN FOCYAapCTBEHHOIO OpraHa, opraHa MecTHOro caMmoynpaBJieHUs.
3akoHoM o0 [ocypapctBeHHOM repbe Poccuinckon Pepgepaunnm yCTaHOBJIEHbl BapUaHThI
n3obpakeHus FocypapcTBeHHoro repba Poccuiickon ®enepaunm:

* MHOMOLIBETHbI Ha repajibANYeCKOM LLNTE;

e OOHOLIBETHbLIA Ha repajbAN4eCKOM LMTE;

e OAHOUBETHLIN 6€3 repanbAnyeckoro WwnuTa (B BUAe rnaBHom urypbl - 4ByrjaBoro opsa).

e MHOrouBeTHbIN BapuaHT nsobparkeHna MocypapcTeeHHoro repba Poccuinckon depepauynm
nomMellaeTcsa Ha 6bnaHkax:

e (hefepalibHbIX KOHCTUTYLIMOHHbIX 3aKOHOB U hefiepasibHbiX 3aKOHOB;

* yKa30B 1 pacrnopsh>xeHun MNpe3nageHTta Poccuinckon depepaunu;

e nocTtaHoBneHuin CoseTa Pepepaunn PepgepansHoro CobpaHusa Poccuinckon depepaumu;

e nocTtaHoBaeHun TocypmapcTBeHHon [Oymbl  ®epepanbHoro CobpaHus  Poccuinckon
depepaunu;

* MOCTaHOBAEHNIN N pacnops>xeHun MNMpaBuTenbcTBa Poccninckon Gepepaunn,

e pewweHnn KoHCcTuTyumoHHoro Cyaa Poccuinckon ®epepaunu;

e peweHunnn BepxosHoro Cyna Poccmnnckon ®epepaunm;

e [pe3npgeHTa Poccunckonm depepaumu;
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e CoBeTa Pepepaunn depepanbHoro CobpaHusa Poccniickon degepaunm;

e [ocypapctBeHHon Aymbl PegepanbHoro CobpaHua Poccuinckon degepaumu;

e [MpaBuTenbcTBa Poccuinckonm depepauunu;

e KoHcTuTyumoHHoro Cyna Poccmnckon degepaumu;

e BepxoBHoro Cyga Poccuinckon degepaumu;

e OQHOLIBETHbLIN BapuaHT n3obpakeHua FocyngapcTBeHHoro repba Poccuiickon depepaunu
6e3 repasibAN4ecKoro WmTa noMeLlaoT Ha BaHkax:

e Me)xBeJoOMCTBEHHOW KOMUCCUW MO 3aluuTe rocyfapCTBEHHOW TalHbI;

* OpPraHoB, OpraHm3aunm u ydypexageHun npu NpesnaeHte Poccunckon depepaumnu;

e OpraHoB, OpraHu3auuini u yypexaeHuin npu Mpasutensctee Poccuinckon depepaumnu;

e (hepepasibHbIX CyO0B;

e OpraHoB NpoKypaTypbl Poccnnckon degepauunu;

* CNIeACTBEHHbIX OPraHOB U y4ypexaeHunn CneacreeHHoro komuteTta Poccunckon degepaunu;

e OpraHoB U y4pexaeHun CypnebHoro genaptameHTa npu BepxoBHom Cyae Poccumnckon
depepaumu;

* OUNIOMATUYECKUX MPEeACTaBUTENIbCTB, KOHCYNbCKUX YYPEXAEHUN N UHbIX ODULNANIbHBIX
npeacTaBMTeNbLCTB Poccuinckon depepaunn 3a npegenamm Poccuiickon ®enepauum.

Mepbbl cybbekToB Poccuiickon ®epepaunm nomellatoT Ha 6/1aHKax AOKYMEHTOB B COOTBETCTBUN C
MpaBoBbIMUN akTaMu cybbekToB Poccuinckon depepaunm - pecnybnuk, kpaes, obnacrten, roponos
henepanbHOro 3Ha4YeHnsl, aBTOHOMHOW 06,1aCTN, aBTOHOMHbIX OKPYTOB.

B cooTBeTCcTBUU C PefiepasibHbIM 3aKOHOM OT 28 aBrycta 1995 r. Ne 154-03 «06 0bwwmx npuHumnax
opraHm3aumm MecTHOro camoynpasneHus B Poccunckon depepaunmm» cCOBCTBEHHYIO CUMBOJINKY
(repbbl, aMbneMbl 1 Ap.), OTPAXKAIOLLYIO UCTOPUYECKME, KYSIbTYPHbIE, COLManbHO-9KOHOMUYECKNE,
HaLMOHaNbHbIE U Hble MEeCTHble TPaauLuM, Bpase MMeTb 1 MyHULMNanbHble o6pasosaHmsat’?!
(MyHuumnanbHoe obpa3oBaHuMe - rOPOACKOe, CeNbCKOoe nocesieHne, HECKObLKO NOCeNeHun,
obbeanHeHHbIX 06LLeNn TeppMTOPUER, YaCTb MOCENIEHNS, NHAs HAaCeNeHHasa TeppuTopus, B
npegenax KOTOPbIX OCYLLLECTBAAETCA MECTHOE CaMOynpaB/iieHne, UMelTCA MyHULMNalbHas
COBCTBEHHOCTb, MECTHbIN 6l0a)XeT 1 BbIbOPHbIE OpraHbl MECTHOMO CaMoynpaBJieHns).
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depepanbHbIil 3aKOH OT 6 OKTAbps 2003 r. Ne 131-03 «06 06wWKMX MpUMHUMMAX OpraHM3aumun
MEeCTHOro camoynpaBJieHns B Poccminckon CDeuepaLu/m»[Ml yCTaHaBJINBaET:

«1. MyHuuunanbHble obpa3oBaHWs B COOTBETCTBUM C (efepasibHbIM 3aKOHOOATENLCTBOM W
repanbAnyeckMMn rpaBuaMy BrpaBe YyCTaHaBAMBaTb OguUMalbHble CUMBOJIbI, OTpaXkatoLline
ncTopuyeckmne, KybTypHble, HaLMOHaIbHbIE N UHblE MECTHbIe TPaAULUN 1 0COBEHHOCTH.

2. OdwuumanbHble CUMBOJIbI  MYHUUMUMANIbHbIX 06pa3oBaHUiA  MNoAasexaT rocynapCTBEeHHOM
perncTpaunm B nopsiike, yCTaHOBJSIEHHOM cheaepasibHbIM 3aKOHOAATENbCTBOM.

3. OdwmumanbHble CUMBOJbI  MYHUUUMaNAbHbIX 06pa3oBaHUA W MopsAoK oduumanbHOro
NCMOoJIb30BaHUSA YKa3aHHbIX CMMBOJIOB YCTaHaB/IMBAOTCSA YCTaBaMu MyHULMMNaJIbHbIX 06pa3oBaHNN 1
(nAn) HOpMaATMBHBLIMM MNPaBOBbLIMM aKTaMW MNpPeACTaBUTENIbHbIX OpPraHoOB MYyHUUMNaNbHbIX
obpasoBaHnn».

Yka3om Mpe3ngeHTta Poccnnckon ®epgepaunm ot 21 mapTta 1996 r. Ne 403 yTBEp>XAeHO MNMonoxxeHne
o0 F'ocygapCcTBEHHOM repanabanyeckom pernctpe Poccminckon depgepaunn. Pernctp cosnaH B Lenax
cMcTeMaTmsaumMn M ynopsagodeHns UCnosib3oBaHUSa ouuManbHbIX CMMBOJIOB U OTJINHUTESIbHbIX
3HakKoB. Perunctp Bepet lepanbaundeckun coseT npu lpe3ngeHTe Poccuinckon dPepepaunn (B
1992-1994 - lNocypapcTBeHHas repanbanyeckasa cnyxba Poccnnckon ®epepaunm, B 1994-1999 -
FocypapcTBeHHasa reponbans npu MNpesngeHTte Poccuinckon depepaunn).

B peruncTtp BHOCATCS oduuManbHble CMMBOLI Poccuinckon ®epepaumm u cybbekToB Poccuinckon
denepaunn (dbnaru, repbol); oduUManbHble CUMBOJIbI heaepasbHbIX OPraHOB roCyAdapCTBEHHOMN
BJIACTU N OpPraHoOB rocyaapCcTBeHHON BnacTu cybbekToB Poccuinckonm depepaunn (dpnarm, repbsl,
aMmbnemsbl); opuunanbHble CMMBOJIbI OPraHOB MECTHOro CaMoyrpaBAEHUS U UHbIX MYHULUMAAbHbIX
obpaszoBaHun (pnarm, repbbl, smMbaembl); 3HaKU OTANYMA U pa3nnymMs, Harpagbl denepanbHbIX
OpPraHoB WCMOMHUTENIbHOW BAACTWU W OPraHoOB MCMOMHUTENbHOW BRacTu cybbekToB Poccuinckom
depepauumn.

CornacHo cT. 8 degepasibHOr0 KOHCTUTYLMOHHOIO 3akoHa «O MNocyaapcTeeHHOM repbe Poccuinckom
denepaumnn» repbol (repanbanyeckme 3Hakm) cybbekToB Poccuinckon degepaunm, MyHULUNAAbHbIX
obpa3zoBaHuin, O06LWECTBEHHbLIX O0O0BLEAMHEHUN, NPEnnPUATUNA, YYPEXOEHUA U OpraHM3auumn
He3aBUCUMO OT hopM COBCTBEHHOCTU HE AOJ/KHbI ObITb MAEHTUYHBLI OCyfapCcTBEHHOMY repby, u
FocypapCTBEHHLIA repb He MOXKET ObiTb NCNOJIb30BaH B KaYeCTBe repasbAnyeckon oCHOBLI repboB
(repanbanyecknx 3HakoB) cybbekToB Poccuiickon depepauunn, MyHuUUNanbHbIXx 06pa3oBaHMN,
obuiecTBeHHbIX 06beaANHEHUI, MPEANPUATUIN, YHPEXXOEHUN N OPraHn3aLnn.

2. DMOnema

N306paxeHne >smMbnembl, pa3paboTaHHOW W yTBEpPXOAEHHOW B YCTaAHOBJIEHHOM MOpPsAKe,
rnomewaeTcsd Ha 6naHKax OOKYMEHTOB B COOTBETCTBMM C HOPMATMBHbLIMW MPaBOBLIMW aKTaMu
rocynapCTBEHHOrO OpraHa, OpraHa MeCTHOro camMoynpaBfieHUa (3@ WCKJIYEHUEM Chy4Yaes,
npegycMaTpuBaloWMX UCNONb30oBaHNUe wun3o0bpakeHna [ocynapcTBeHHoOro repba Poccuinckon
depnepaunn, repba (repanbaomyeckoro 3Haka) cybbekTa Poccuiickonm depepaunm  Uam
MYHULMNaNbHOro obpasoBaHms).

N306pakeHne smbnembl nomellaeTcs Ha 6raHKe OOKYMeHTa Hal PEeKBM3MTaMU OpraHusaumm -
aBTOpa AOKYMEHTa, 3aXBaTbiBasi YaCTb BEPXHEro noss (Ha paccTosiHun 10 MM OT BEPXHEro Kpas
JINCTa) 1 BbIpaBHUBAETCS OTHOCMTENbHO CaMOW AJINHHOW CTPOKM B HAMMEHOBaHUM
rocynapCTBEHHOro opraHa, opraHa MecTHOro caMoynpaB/ieHus.

MopsnoK  MCMoJib30BaHUA  n30bpakeHUss  aMbnembl  yCTaHaBAMBAeT  COOTBETCTBYHOLLUIA
rocyapCTBEHHbIN OpraH.

3. Koa ¢popMbl BOKYMeEHTa
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PekBM3NT nNpocTaBnseTcsas Ha YHUMUUUPOBAHHBIX QoOpMax [OKYMEHTOB, BKJIIOYEHHbIX B
YHUULMPOBAHHbIE  CAUCTEMbl  OOKYMeHTauuu, B  cCOOTBeTCTBUM C  OB6LLEepOoCCUNCKUM
KNacCcnpKaTopoM yrnpassieHYeckon AokyMeHTauun (OKYO) nnam nokasabHbIM KNacCUPUKaTOPOM.
Ko ¢opmMbl AOKYMEHTa pacnonaraeTcs B nMpaBoM BepxHeM yray paboyero nonsa AOKYMEHTa,
COCTOUT U3 cyioB «PopMa Mo (HamMeHoBaHUe KnaccudurkaTopa)» 1 LMpPOBOro Koaa.

4. HauMeHOBaHMe rocyaapCTBeHHOro opraHa, opraHa MecTHOro caMmoynpasJsieHUA

HanmeHoBaHMe roCcyfapCTBEHHOro oOpraHa, OpraHa MeCTHOro caMoyrnpaBfieHuss Ha 6aHke
IIOKYMEHTa [0JI)KHO COOTBETCTBOBAaTb HAWUMEHOBaHWIO, YCTAHOBJIEHHOMY [PAaBOBbIM aKTOM O
CO3/[1aHNN roCy1apCTBEHHOr0 OpraHa, opraHa MecTHOro CaMoyrnpaB/iEHUS U MOJI0XKEHMEM 0 HeM. Ha
6naHKax [OOKYMEHTOB YKa3blBaeTcs MoJIHOe oduLMasibHOe HavMeHOBaHWe roCyAapCTBEHHOro
opraHa, opraHa MeCTHOro camoyrnpasfieHusi. Hag HauMeHOBaHMEM roCy[apCTBEHHOrO OpraHa,
opraHa MeCTHOro CaMoyrnpaB/ieHUsl yKa3blBaeTCs MOJIHOE WM COKpalleHHOe HaMMeHOBaHMWe
BbILLECTOSILLEr0 opraHa (nNpw ero HaaMyun).

COKpaLLI,eHHOG HanmMmeHoBaHNne (ﬂpl/l ero Hanm4yuu) rocygapCcrtBeHHoOro opraHa, opraHa MeCTHOro
CaMoynpaBsieHNAa noMewaloT B ckobkax nof NoJSIHbIM HaUMEHOBAHWEM.

B 6naHKax [OOKYMEHTOB TrOCYAAPCTBEHHbLIX OPraHoOB, OPraHOB MECTHOro CcaMoyrpaB/ieHNs
pecnybnnk B cocTaBe Poccunckon degepaumn, UCMONb3YIOWMX Hapady C PYCCKMM SA3bIKOM Kak
rocygapcTBeHHbIM A3bIKOM Poccunckon depepaumm rocygapCTBEHHbIN A3blK (FrOCygapCTBEHHbIE
A3blKN) pecnybnmkK, HaMMeHoBaHNE roCyfapCTBEHHOrO OpraHa, opraHa MecTHOro camoyrnpaBJieHNS
YKa3blBaeTCA Ha PYCCKOM f3blke KaK rocyfapCTBEHHOM s3blke Poccuiickon depepaunn u Ha
rocygapCTBEHHOM  A3blke (FOCYdapCTBEHHbIX  fA3blkax) pecnybinMk B COOTBETCTBUMU C
3aKoHO4aTeNbLCTBOM pecnybank B cocTaBe Poccuinckonm degepaumn.

HanmeHoBaHMe rocyiapCTBEHHOro opraHa, opraHa MeCTHOro caMoyrnpaBieHNsl Ha PYCCKOM Si3blKe
pa3smellaeTcs:

e Ha 6naHkax C YrnoBbIM pPacroJIOXKEHNEM PeKBU3UTOB - CJeBa, HaUMeEHOBaHUS
rocygapCTBEHHOro opraHa, opraHa MecTHOro CaMoyrnpaBJ/ieHUs Ha FOCyapCTBEHHOM A3blKe
(rocynapcTBEHHbIX si3blkax) pecnybInKn - cripaBa OT HAUMEHOBAHMWS Ha PYCCKOM S3blKE;

e Ha 6naHKax C MpPOAOJIbHbIM PACMOJIOKEHNEM PEKBM3UTOB - CBeEpXy, HaVMMeHOBaHUS
rocynapCTBEHHOro opraHa, opraHa MecTHOro caMoyrnpaBJieHNS Ha FOCYy 4apPCTBEHHOM A3blKe
(rocynapcTBEHHbIX si3blkax) pecnybnkn - Nog HaMMeHOBaAHMEM Ha PYCCKOM A3bIKe.

5. HauMeHoOBaHUe CTPYKTYPHOro noapasaesieHnsa rocyaapcTBEHHOro opraHa, opraHa
MEeCTHOro caMmoynpasJieHus

YKa3biBaeTca B 6GnaHKax CTPYKTYPHbIX MoApa3fdeneHuii B Cjiyyvae, eCqiM UX MWCMNosb30BaHue
YCTAHOBJSIEHO  HOPMAaTMBHbIMM  TMPaBOBbIMM  aKTaMW  TOCYJapCTBEHHOrO  OpraHa  Wau
MYHULIUMANIbHbIMM MPABOBLIMW aKTaMW, U yKa3blBaeTCs Noj HaMMeHOBAHWEM roCydapCTBEHHOro
opraHa, opraHa MecTHOro camoyrpaBJ/ieHMS.

CobcTBeHHble 6naHkum no  Tuny 67aHKOB CTPYKTYPHbIX MoApa3fefieHnin  MoryT WUMeTb

KOOpAMNHaLUMWOHHbIE, COBelWlaTeJibHble, MeTOoONYeCKNne OpraHbIroCygapCcTtBeHHOro opraHa, opraHa
MeCTHOIro camoynpasseHns

6. HamMmeHoOBaHMe AO0JIXXHOCTU IMUA
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HavMeHoBaHMe [OJHKHOCTY nua - PeKBM3NT B1aHKa AO/KHOCTHOMO inua (pykoBoauTens,
3aMecTuTeNnen pyKoBOAUTENSA, UHbIX AOJKHOCTHbIX JINL, FOCYAapCTBEHHOIO OpraHa, opraHa
MECTHOro CaMoyrnpaBAeHuns, UMeLNX NPaBo NCNOb30BaTb 6/1aHKM [OIHKHOCTHBIX JINLL).

HanmeHoBaHME [O/MHKHOCTM NMLUa YKa3blBaeTCsd Nod HauMeHoBaHMeM (MOJIHbIM, COKpalleHHbIM)
rocynapCTBEHHOrO opraHa, opraHa MeCTHOro CamMoyrnpaBJiIeHUS.

7. CnpaBo4Hble gaHHble O roCyAapCcCTBEHHOM OpraHe, opraHe MecTHOro caMmoynpaBJ/ieHUsA
YKa3biBatoTCA B 6/1aHKax NMUCEM M BKJIOYAKOT: MOYTOBLIN afApec rocyaapCTBEHHOro opraHa, opraHa
MeCTHOro camoynpaBieHus, Homep(a) TenedoHa(os), hakca, oPunumaibHbIN agpec 37IEKTPOHHON
MoYTbl, CETEBOW afpec 1, Mpu HeobxooMMOCTK, ApYyrve CBeAeHuns.

8. HaumeHoBaHue BuMAa AOKYMEeHTa

YKa3blBaeTCcHd Ha BCeX AOKYMEHTaXx, 3a UCK/IloHYeHNeM Aes10BbIX (CJ'Iy)KeﬁHbIX) nMMcemM, pacrnoJiaraeTcs
noa HamMeHoBaHNEM OpraHun3auunmn (CprKTypHOFO noapas3aesieHns, OOJDKHOCTHN).

Mpy M3oaHUM JOKYMeHTa Ha 6JlaHKe KOHKPEeTHOro Buaa AOKYyMeHTa (Mpukasa, NoCTaHOBJIEHMS,
NPOTOKOJIA 1 Ap.) HAMMEHOBaHNe BUA4a OOKYMEHTa SIBNASeTCS pekBMU3nTOM 6iaHKa.

9. laTa BOKYMeHTa

CooTBETCTBYET AaTe noAnucaHusa (yTBep)XaeHus) OoKyMeHTa uan gaTte cobbiTus (B MpOTOKOMax),
3ahUKCMPOBAHHOIO B JIOKYMEHTE.

[aTa noKyMeHTa 3anncbiBaeTCs B NOCAeA0BaTE/IbHOCTU: AeHb Mecsila, Mecsl, rog oAHUM U3 OBYX
cnocobos:

e apabckumu undpamu, pasgeneHHbiMmn Toukon: 05.08.2020;

e CJIOBECHO-LMdpoBbIM cnocobom: 5 aBrycta 2020 r.

Ha pokymeHTax, oopMisieMbix Ha 6naHke, gaTa OOKYMeHTa MpPOCTaB/SETCS MNOA PEKBU3UTAMWU
«HaMeHOoBaHue Buaa OOKYMeHTa» (B 6JlaHKaxX KOHKPETHbIX BUAOB AOKYMEHTOB) U «CrpPaBOYHbIe
NaHHble 0 rocylapCTBEHHOM OpraHe, opraHe MecTHOro caMoynpasneHus» (B 61aHKax NUcem).

[aTolh OOKyMeHTa, M34aHHOro COBMECTHO AByMs unan 6onee opraHmsaumsmMmm (O0JHKHOCTHbIMU
nnuamn), SBasieTcs gaTa NnoanucaHus NOKyMeHTa nocnenHen CTOPOHOM.

10. PerncrpaumoHHbIi HOMEpP AOKYMEeHTa -

ungposon manm 6yKBeHHO-UMGPPOBOA NAEHTUPUKATOP LAOKYMEHTa, COCTOAWMN M3 MOPSLKOBOIro
HOMepa [OOKYyMeHTa, KOTOpbI MO YCMOTPEHUI0O roCyAapCTBEHHOrO0 oOpraHa, opraHa MecTHOro
camoynpaBJfieHNUs MOXeT [AOMOJHATbLCA UMPPOBbIMA MM ByKBEHHbIMKW KodaMu (MHAEeKCaMu) B
COOTBETCTBUMN C WUCMONb3yeMbIMU KAacCUuKkaTopamm (MHOAEKCOM fefna no HOMeHKnaType pnen,
KOZOM KOppecrnoHAeHTa, KOAOM A0J/IKHOCTHOrO nua 1 ap.).

Ha noKkyMeHTe, CoCTaBJ/IEHHOM COBMECTHO ABYMs 1 6onee rocyaapCcTBEHHbIMU OpraHamMm, opraHamu
MeCTHOIro CamMoynpaByieHndA, NPOCTaBNAKTCA perncTtpaunoHHble HOMepa, MPUCBOEHHbLIE KaXXObIM N3
HVX. PerncTpauunoHHble HOMepa OTAENsTCS APYr OT Apyra KOCOW 4epToM W MpOCTaBASIOTCS B
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nopsiike ykasaHnsa HaMMeHOBaHWI roCydapCTBEHHbBIX OpPraHOB, OPraHOB MECTHOIr0 CaMoyrnpaBAeHNS
B 3aroJIOBOYHOW 4acTu nam npeambyne AOKyMeHTa.

11. Ccbinka Ha perVICTpaLI,HOHHbIﬁ HOMEep M AaTty NoCTynuBLllero goKyMeHTa

PeKBU3NUT Ucnonb3yeTcs B 6naHKax nncem, BKAOHaeT peFI/ICTpaLI,I/IOHHbIIZ HOMep N OaTy BXoadliero
(I'IOCTyI'II/IBLLIeFO) OOKYMEHTa, Ha KOTOprI‘/‘I 0DaeTCAd OTBeET.

Ccbllka Ha pPerucTpauuoHHbIN HOMEpP W AaTy MNOoCTYNUBLUEro [OKYMeHTa pacrnofiaraeTtca nog
pPEKBU3NTAMUN «haTa AOKYMEHTa» U «perncTpaumoHHbIi HOMep OOKYMeHTa».

B TekCT nucbMa-oTBeTa CBEAEHUS O perncTpauMoHHOM HOMepe U gaTe NMocTynuBwero NucbMa He
BKJTIO4HalOTCA.

Ccbllka Ha peFI/ICTpaLI,I/IOHHbIIZ HOMEpP W AaTy LOOKYMEHTa TMpoCTaBAAETCA WMCNOJIHATENEM MNpn
noaroToBke NnMCbMa-oTBETaA.

12. MecTo cocTaBneHuna (u3paHusa) AOKYMEeHTa

YKa3biBaeTcs B 61aHKax AOKYMEHTOB, 3a UCK/OYeHUeM 6/1aHKOB AeN0BbIX (Cny>XebHbix) nucem (B
6naHke nMcbMa 3Ta WHGOPMaUUa COLAEPXKUTCA B PEKBU3UTE «CrMpaBOYHble QOaHHble 06
opraHmsaumm»), a TakXe BHYTPEHHUX MHPOPMaLNOHHO-CMNPaBOYHbIX AOKYMEHTOB (AOKAaOHbIX,
Cny»XebHbIX 3anncok, 3asBAEHUA N OPYrinx).

MecTo cocTaBneHus (M34aHUs) OOKYMEHTa He YyKa3biBaeTCs, €C/IM OHO BXOAUT B oduLMasibHOE
HanVMeHOBaHMe rocyJapCTBEHHOI0 opraHa, opraHa MecTHOro caMoyrnpaBeHus.

MecTo nsfaHmnsa yKasblBaeTCs C y4eTOM MPUHATOr0 aAMNHUCTPATUBHO-TEPPUTOPUASILHOIO AeNeHns:
MockBa, r. HoBocmbupck, r. KnumH MockoBckon obnactu. MNpu ykKasaHMM B KavecTBe MecTa
cocTaB/leHMs (M30aHNs) LOKYMeHTa ropofoB temepanbHoro 3HaveHnsa ! (Mocksa, CaHKT-

MeTepbypr, CeBacTONO/b) C/IOBO «FOPOA» B BUAE rPathnyeCKoro COKpalleHNs «r.» He yKa3blBaeTCs.

13. 'puc orpaHuvYeHmsa BOCTyna K JOKYMEHTY

PeKkBM3NT MpPOCTaBNSI€TCS B MPaBOM BEPXHEM Yrjy MepBOro JsMcTa [OKYMeHTa (npoekTa
[OKYMEHTA), MPUJIOXKEHNA K HEMY MPU HAJIMYUM B HAX MHMOPMALIUKN, OOCTYN K KOTOPOW OrpaHnyeH
B COOTBETCTBMM C 3aKOHOZATeNbCTBOM Poccuiickonn denepaumn, a TakKe Ha COMNPOBOAUTENLHOM
NUCbMe K TaKUM LOKYMEHTaM.

B depepanbHbix opraHax WCMOAHUTENbLHOM BAaCTW, YMNOJIHOMOYEHHOM OpraHe yrnpaBJieHns
MCNoJQIb30BaHNEM aTOMHOW 3HEPrmm m yrnosIHOMOYEHHOM oOpraHe MO KOCMUYECKON LeATesIbHOCTU
MNPV HaNU4YUN B AOKYMEHTE Cy>XebHOoM nHopMaLum orpaHUYeHHOro pacnpoCcTpaHeHNA B KavyecTBe
rpuda orpaHMYeHmMs OocTyna Ha [OOKyMeHTax odopMmaseTcsa nomeTka «Ona cnyxebHoro
nonb3oBaHna»’el,

14. Appecat

PekBn3nT wucnonbsyetca npu odopMaeHnn [enoBbiX (cAy>ebHbiX) nucem, BHYTPEHHMUX
WHOPMaLMOHHO-CMNPaBOYHbIX OOKYMEHTOB (LOKNaAHbIX, CAYXeOHbIX, 06BbACHUTENbHbIX 3arnuncoxk,
3as8BsIEHUN 1 4p.).

ApecaToM AOKYMeHTa MOXeT bblTb roCyJapCTBEHHbIN OpraH, opraH MecTHOro CaMoyrnpaBJieHUs,
rocyfapCcTBeHHasl WM HerocydapCTBEHHAs oOpraHusauus, rpynrna opraHusauunii, CTPYKTypHoe
noapasnesieHne rocyfapCTBEHHOro OopraHa, opraHa MeCTHOro camoynpaBJfieHUs, opraHuMsauuu,
[OJ/KHOCTHOE NINLLO, FPaXkAaHWH.
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PekBU3NT «agpecaT» NPOCTaB/ASETCSA B BEPXHEWN NMPaBOW 4aCcTun OOKyMeHTa (Ha 6s1aHKe C yrioBbiM
pacrnosiodXeHneM peKBM3NTOB) WAM CNpaBa MNoA pekBusuTamm 6OraaHka (Npy nponosibHOM
pacnofioXXeHun peksm3nToB BnaHka). CTPOKM peKkBM3UTa «afpecaT» BblPaBHUBAKOTCHA NO JieBOMY
Kpat WUan BblpaBHMBAIOTCA NO LWAPUHE OTHOCUTENIbHO CaMON AJIMHHOW CTPOKMU.

Mpn appecoBaHUN OOKYMEHTa PYKOBOAUTENO (3aMeCTUTEN0 PYyKoBOAUTENs) rocynapCTBEHHOro
opraHa, opraH MeCTHOro caMoyrnpaBi€HUs, OpraHu3auunM yKasblBaeTCA B LaTesIbHOM Nagexe
HanMeHoBaHME [OJIKHOCTU pPYyKOBOAUTENsA (3aMecTuTensa pykoBoAuUTeNs) W  HauMeHOoBaHue
rocynapCTBEHHOr0 opraHa, opraHa MecTHOro caMoyrnpasJyieHus, opraHmsauumn, paMmmians, MHULMaNbI
nvua. Hanpumep:

PykoBogutenio ®enepasibHOro apxXmMBHOIro areHTCTBa
ApTunsosy A.H.

Mpwn agpecoBaHUW OOKYMEHTOB [OOJIKHOCTHLIM JiMLL@M rOoCyAapCTBEHHbIX OpraHoB, B KOTOPbIX
npeaycMoTpeHa BOE€HHaA WM WNHad rocyaapCrtBeHHasd cny>K6a, nocsne AOOJIXXHOCTU YKa3blBaloT
BOVHCKOE nnu cneuunanbHoe 3saHue. Hanpumep:

HanmeHoBaHue
rocygapcTBEHHOro opraHa
HavanbHuKy [lenapTtamMeHTa
(HanmeHoBaHuMe)
reHepasn-mMmanopy noanuum
damunnga N.0.

MNepen damunanen [OMKHOCTHONO JiMLA  OOMyCKaeTcss ynoTpebnsTb COKpalleHue  «r-Hy»
(rocnoAnHy), eciv aapecaT My>XXUYMHA, UK «r-XKe» (FOCNoXKe), ecn afgpecaT XKeHluHa. Hanpumep:

M3py MocCKBbI
r-Hy CobsanunHy C.C.

Mpencepnatenio KomureTa
Mo AenaM MONoLOEXN
3akoHonaTenbHoro CobpaHus
Pecnybnnkn (HanmeHoBaHMe)
r->xe CumoHosom C.C.

Mpyn agpecoBaHUM MNUCbMa B FOCYNAPCTBEHHLIA OpraH, OpraH MeCTHOro camoyrpaBJieHus,
OpraHM3auUmMio yKasblBaeTCs MOJIHOE MM COKPalLleHHOe HauMeHOBaHMe rocy1apCTBEHHOro opraHa
(opraHusaunmn) B UMeHNTENbLHOM Nafexe. Hanpumep:

depnepasibHOE apXmMBHOE
areHTCTBO

nnu:
Pocapxus

MNpu agpecoBaHNM AOKYMEeHTa B CTPYKTYpHOe noapasfefieHne rocyjapCcTBEHHOro opraHa, opraHa
MeCTHOro caMoynpaBJ/ieHNs, OpraHM3auun B PeKBU3NTE «adpecaT» yKa3blBaeTCd B UMEHUTEIbHOM
nagexe HauMeHOBaHWEe oOpraHum3aunmn, HUXKE - HauMeHOBaHMe CTPYKTYPHOro noapasgenieHus.
Hanpumep:

MuWHNCTEPCTBO LNGPOBOIro pa3BUTUA, CBA3N
N MacCCoBbIX KOMMYHMKauun Poccunckom degepaumnn
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[lenapTaMeHT 3/1IeKTPOHHOr0 NpPaBUTENbCTBA

Mpn appecoBaHMM MUCbMa PYKOBOAUTENO CTPYKTYPHOrO noApasfeNieHns YyKasbiBaloTCsA: B
UMEHNTEesSIbHOM MafeXxe HauMeHOBaHMe OpraHn3aLnmn, HUKe B aTelbHOM Nage)xe HanMeHoBaHue
[OJDKHOCTU PYKOBOAUTENS, BKJIOYAlOLLLEE HAUMEHOBaHME CTPYKTYPHOro noapa3saenenms, amuams,
UHUUManbl. Hanpumep:

Pocapxus

PykoBoguTesno PMHaHCOBOro yrpaBieHns
damunnga N.0.

Mpwn paccbiyike JOKYMeHTa TMMNOBOIrO COAEPXKaHMA roCyAapCTBEHHbLIM OpraHaM, opraHaM MecTHOro
CamMoynpaBJieHUs, OpraHu3auuMsM WM B CTPYKTYpPHble noApa3fesieHus, ajpecaT yKa3blBaeTcs
o0606uweHHO. Hanpumep:

PykoBoguTenam
TeppuTopurasbHbIX OPraHoB
depepasibHOro KasHa4yencTea
B cybbekTax Poccuinckon denepaumm

Mpwn paccbinike OKYMEHTa He BCEM OpraHaM (opraHm3aumnaM) Uam CTPYKTYPHbIM NOApPa3aesieHnsAM,
Mo4 PEKBU3MTOM «AapecaT» B CKOBKax yKa3biBaeTcs: «(No cnucky)». Hanpumep:

PykoBoanTensm gpenepabHbiX OPraHoOB UCMOMHUTENIbHOM BNacTn
(Mo cnmncky)

Ecnv nucbmMo HanpaBnsieTCsi, KpoMe OCHOBHOIMo ajpecaTa, AN CBEAEHMs elle HeCKONbKUM
agpecaTaM, obulee KOJIMYECTBO aApecaToB He [OO/DKHO MpeBbllaTh YeTbipex (Kpome
npoLeccyabHbIX JOKYMEHTOB), MPU 3TOM OCHOBHOW aZipecaT yKa3biBaeTcsi nepBbiM. CnoBo «Konus»
nepen BTOPbIM, TPETbUM, YETBEPTLIM agpecaTamMm He yKa3bliBaeTCs.

Mpn agpecoBaHUM OOKYMeHTa (MU3NYECKOMY /MUY YKa3biBalOTCA: haMuans, UHMLUMANbLI InLa B
laTeslbHOM Nafexxe, MoYTOBbLIN afpec KoppecnoHaeHTa. Hanpumep:

damunuma LN.0.

yn. BeceHHAad, 0. 5, kB. 124,
MockBa, 119235

dneMeHTbl MOYTOBOrO aApeca yKasblBaloTCH B MOC/AeA0BaTENIbHOCTU, YCTaHOBMAEHHO MpaBunamu
OKa3aHusa ycayr noytoson cesasnt:

a) 415 IOPUONYECKOro nLa - NoJIHOE UM COKpallleHHOoe HanMeHoBaHue (Npu Haan4inm), ons
rpakgaHuHa - @amMuans, NMs, oTY4eCTBO (MocaegHee Npu HaaN4Ynn);

6) 6aHKOBCKME PEKBU3NTDI (o5 NOYTOBbLIX nepeBonos, HarpaBJideMbIX OPNOANHECKOMY JTNLY
nianm NpnHNMaeMbIX OT rOpnan4eckKoro avua);

B) Ha3BaHMe yanubl, HOMep gOMa, HOMeP KBapTuMphbl,

) Ha3BaHWe HaCeNEeHHOro NMYHKTa;
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) Ha3BaHWe panoHa;
e) Ha3BaHue pecnybnmku, Kpas, obnacTn, aBTOHOMHOIo okpyra (obnactu);
XK) Ha3BaHWe CTpaHbl (A58 MeXXAyHapoAHbIX MOYTOBbLIX OTMNPAaBAEHUN);

3) NOYTOBbLIN UHAEKC.

Mpn oTnpaBKe MUCbMa MO 3/IEKTPOHHOW MOYTE UAN MO (PaKCUMMUIIbHOW CBA3W (6e3 JOoCbUIKN Mo
MoYTe) MOYTOBLIA agpec He yKasbiBaeTcs. [1pn HeobxoaAMMOCTN MOXKET BbITb YKa3aH 3/IEKTPOHHbIN
agpec (Homep TenedoHa/pakca). Hanpumep:

MWHNCTEPCTBO 3KOHOMNYECKOr0 Pa3BUTUS
Poccunckon ®epepaunm

abcd@gov.ru

Mo4TOoBbLIV afpec MOXXET He YKa3blBaTbCS B AOKYMEHTaX, HarpaB/SeMbIX B BbICLLME OpPraHbl BJacTy,
BbILLECTOSLLME OpraHnu3aunumn, NoaBeaOMCTBEHHbIE OpraHu3auUnun U NOCTOAHHbIM KOppecnoHaeHTaM
(3a ncCkAYeHMeM HanpasfiieHUA MUCEM YKa3aHHbIM ajgpecaTaM B KOHBEpTax C MNpo3payvHbiMiu
OKHaMmu).

15. N'pud yTBEep>XAEeHUA B OKyMeHTa

npOCTaBJ'IFIeTCFI Ha HOOKyMeHTeE, YyTBepXgaeMoM HenocpeaoCrBeHHO AOOJI)KHOCTHbIM  JINLIOM
(pyKOBO,D,I/ITe}'IEM nin MHbIM YrnoJIHOMOY€HHbIM UM OO0JIXXHOCTHbLIM JNLOM) nan pacnopaanTesibHbIM
OOKYMEHTOM (yKa3OM, nocTtaHoOBJIEHUNEM, MNMPUKa30M, pacnomeeHVleM).

Fpud yTBEpP)XAEHUA 0MOPMISETCA B MPaABOM BepXHEM Yrjy MNepBOro JNCTa YTBEPXOAEeMOro
nokyMeHTa. CTpOKM peKBM3UTa BblpaBHMUBAKTCA B Mpenesnax 30Hbl, 3aHATON PEKBU3UTOM, MO
JIEBOMY Kpato UM No UeHTPY OTHOCUTESIbHO CaMOW AJIMHHOWN CTPOKM.

Mpn yTBEPXOEHUN [OOKYMEeHTa HernocpeacTBEHHO AOJKHOCTHbLIM JINLUOM rpud yTBepXAeHus
BKItOYaeT cnioBo «YTBEPXIOAK», B MMEHUTESIbHOM Majge)xe HauMeHOBaHWe OO0JIKHOCTU unua,
BKJIlOYaloLlee HaMMeHOBaHWe rocyaapCTBEHHOr0 opraHa WM opraHa MeCTHOro caMoymnpaBJ/ieHUS,
COBCTBEHHOPYYHYO MOAMUCH AO/IKHOCTHOIO LA, ero HMUnanbl, GamMmnanio N gaTy YTBEP)XOEHMUS.
Hanpumep:

YTBEPXIOAKO

PykoBogouTtens ®enepasibHOro
APXMUBHOrO areHTCTBa
Moanuce  A.H. ApTu3os
HaTa

Mpn yTBepXAEHUN pacnopAaguTebHbIM OOKYMEHTOM rpud yTBEPXKOEHUS COCTOUT W3 CJIOBa
«YTBEPXOEH» («YTBEPXIOEHA», <«YTBEPXIOEHbI» wunun <«YTBEPXIOEHO»), cornacoBaHHOro c
Ha3BaHMEM BMAa YTBEPXAAEMOro [OOKYyMeHTa, HaMMeHOBaHWS YTBEpXXAaluwero AOKYMeHTa B
TBOpPUTESIbHOM Nagexxe, ero gaTbl, HOMepa. Hanpumep:

(PernameHT) YTBEPXXOEH
npukasom depnepasibHOro
apPXMBHOIO areHTCTBa
oT 5 noHa 2020 r. Ne 82
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(Mpasuna) YTBEPXXOEHbI

noctaHoBneHnem ®enepasibHOro
ApXMBHOIO areHTCTBa
oT 22 Masa 2019 . Ne 71
16. 3aronoBoOK K TEKCTY
3arosioBOK K TEKCTY - KpaTKOe Cofep)KaHne AOKYMeHTa. 3arofioBOK K TEKCTY OTBEeYaeT Ha BOMNpocC
«0 4yeM?» (hopmynmpyeTcsa ¢ npegnoroMm «O» («0O6») nnm Ha Bonpoc «4yero?». Hanpumep:

npukas (o 4ém?) O co3gaHnn aTTeCTauMOHHON KOMUCCUN

nncemo (o 4ém?) O NpepocTaBAeHUN MHOPMaL K

aKT (4ero?) npuema-nepenayuv gen

NMPOTOKON (4ero?) 3aceaHns 3KCNEePTHOW KOMUCCUN
B nenoBbix (cny»xebHbix) NMMCbMax 3arosioBOK K TEKCTY 0QOpMIsSeTCsa noa peksusntamu 6naHka oT
rpaHuubl J1eBOro noss, B HOPMaTWUBHbLIX MPAaBOBbLIX aKTaX, pacnopsanTesibHbIX [OKYyMeHTax

3aroJIoBoK ohopMisieTcs Hag TEKCTOM U BblpaBHUBaETCHA NO LLeHTPY OTHOCUTENbHO CaMOn AJIMHHON
CTpokun. Hanpumep:

06 yTBepxaeHun MNonoxeHns o CUCTeMe MEXXBEAOMCTBEHHOI0
3/1eKTPOHHOI0 AOKYMeHTo060opoTa

17. TekcT pOKyMeHTa

TeKCT OOKYMeHTa [oJiKeH ObiTb COCTaBJIEH MPAaMOTHO, ACHO, MOHATHO M MO BO3MOXXHOCTU KPaTKO.
TekCT OOKYMeHTa OO0JDKeH cofep)XaTb AOCTOBEPHYIO N aKTyaslbHYIO0 MHGOPpMaLMIo, OCTAaTOYHYIO
018 NPUHATUA peLleHnin Nanm NX NCNOJHEHUS, U He A0JIXKEH A0MNYCKaTb Pa3/IM4yHbIX TOJIKOBaAHWUNA.
TeKCT OOKYMeHTa B rocyfapCTBEHHbIX OpraHax, opraHax MecTHOro camMoynpaBJ/ieHNs COCTaBifAeTCA
Ha PYCCKOM $3blKe KaK roCydapCTBEHHOM f3blke Poccuinckon depepaumun, rocyfapCTBEHHbIX
A3blkax pecnybnmk B cocTaBe Poccuinckon Pepepaunmm M UHbIX S3blkax HapodoB Poccumnckom
depnepalun, onpenenseMblix 3aKoHogaTenbCcTBOM pecny6ank 8.,

B TekCcTe OOKYMeHTa He JonycKaeTcs yn0Tpe6neH|/|e:

* MPOCTOPEYHON N IKCMNPECCUBHON NEKCUKU;

® VMHOSA3bIYHbIX 3aUMCTBOBaHWN npun HaJIndinn s3KBNBaJZ1IEHTOB Ha PYCCKOM A3bIKE;

e 0606 EHHbIX pacCyXAeHUN, BOCKAMUAHWUNA, MPuU3biBOB, 0Opa3HbiX CPaBHEHWWA, SMNUTETOB,
MeTadop;

e ab6peBMaTyp U rpaPuYecknx COKpaLLeHNn, Kpome obLLENPUHATBIX WU PACLUN(POBAHHbLIX B
TEKCTE JOKYMEHTa;
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¢ HEHOPMATMBHOMN NIEKCUKMN.

B TekcTe oOKyMeHTa, NOArOTOBJIEHHOM Ha OCHOBaHUW 3aKOHOLATEJIbHbIX NN NHBLIX HOPMATUBHbIX
NMPaBOBbIX aKTOB, paHee N3AaHHbIX pacnopAagnTeJibHbIX AOKYMEHTOB, YKa3blBalOTCA UX PEKBU3UTDI:

HaMMeHOBaHWEe [OOKYMEHTa, HauMeHOBaHWe TrOoCyJapCTBEHHOr0 oOpraHa, oOpraHa MeCcTHOro
camoynpaBJieHns, U3[aBLUEro AJOKYMEHT, AaTa NOKYMEHTa, PerucTpaLMoHHbIi HOMep AOKYMEHTa,
3aroJIoBOK K TEKCTY;

HauMeHOBaHMe TroCcydapCTBEHHOrO OpraHa, opraHa MeCTHOro CaMOYyMpaBJ/IeHUS WU OOJSIKHOCTU
JIMUA, YTBEPAUBLLErO AOKYMEHT, AaTa YTBEPXXAEHMS NOKYMEHTa.

TeKCT OOKYMeHTa MOXXEeT coAep>kaTb pa3Aenbl, noapa3nesnbl, MyHKTbl, MOANYHKTbI, HYMepyeMble
apabckmmm umncdpamun, 3a UCKIOYEHMEM HOPMATMBHbLIX MPABOBbIX aKTOB, B KOTOpPbIX pasfesbl
HYMepYIoTCS PUMCKUMU LindpamMm, a NyHKTbI - apabckummn’, YposHeit pybpukaLmm TekcTa He
0oJ>KHO BbITb Bonee YyeTbipex.

TeKCT OOKYMEeHTa u3lnaraeTcs:

B MOCTaAHOBJIEHUAX - OT TpeTbero JiMua eanHCTBEHHOIro 4Ynmcna (<<... NMOoOCTaHOBNAET:
>

e B [MpuWKazax, W3JaHHbIX eJWHOJINYHO, - OT MepBoro Jjavua eauHCTBEHHOro 4YuKcrsa
(«... MpUMKa3blBalo:..»);

® B NMNOCTaHOBJIEHUAX, NMPUKa3aX, N34aHHbIX COBMeCTHO ABYyMA NN bonee rocygapCcrBeHHbIMUA
opraHaMu, - OT NepBoOro Jimua MHOXXeCTBEHHOIo Yncna («...n PUWKa3blBaeM: ...») NN OT
TPpeTbero Jnua MHOXXeCTBEHHOI o Yncia (NocTaHOBASAKT: ...»;

e B MPOTOKOJIaX 3acefaHun - OT TPeTbero Jmua MHOXeCTBeHHOro 4umcna («CJIYLUATN»,
«BbICTYMUNIN», «MOCTAHOBWJ1N» nnn «PELLNITN>);

e B OesI0BbIX MMUCbMax, OGOpPMJEHHbIX Ha 6naHKax opraHusauum, - OT MNepBOro Jauua
MHO>XEeCTBEHHOro 4ucna (npocum, HanpaBasem, npeasaraeMm) WAM OT TpeTbero auua
€QWHCTBEHHOro 4ucna («KMUHUCTEPCTBO HE BO3PaXKaeT...», «aAMUHUCTPaUUSA CYMTaeT
BO3MOXXHbIM...»);

e B [€/10BbIX MUCbMax, OPOPMIIEHHbIX Ha BnaHKax OO/IKHOCTHLIX JINL, - OT MepBOro AuLa
€ANHCTBEHHOr 0 Yncsa («npouly...», «npeanarato...») Ui oT TPETbEro mua eaquHCTBEHHOM O
yucna («... gernapTaMeHT He pacnofaraeT ...», «... areHTCTBO FOTOBO PAaCCMOTPETh...»);

e B OOKJaAHbIX U CAyXebHbIX 3anuckax, 3asiBJIeHUAX - OT MEepBOro Jvua e€4AUHCTBEHHOro
yucna («npoLy...», «CHUTa HeOO6XOAUMBIM...»);

* B [OKYMEHTaX, yCTaHaB/MBalOWMX (GyHKUUM (06A3aHHOCTM), NpaBa U OTBETCTBEHHOCTb
CTPYKTYPHbIX MogpasaeneHnini, paboTHUKOB (MOJIOXKEHUE, WHCTPYKLUSA, periaMeHT), a
TakXXe coAep)Kallnx OornmcaHme CUTyauuid, aHanm3 akToB W BbIBOAblI (akT, crnpaBka),
ncrnonb3lyeTcss (opMa W3N0XKEHUA TeKCcTa OT TPeTbero JuMua eauHCTBEHHOro Wau
MHOXXECTBEHHOr0 4YuUcsa («OTAEeN OCYLeCcTBASeT (YHKUUWU...», <«KOMUCCUA NpoBesia
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MPOBEPKY...»).
CnoBa «MNOCTaHOBJIAAET», «MPUKa3biBalo» MevyaTaloTCsA Bpa3pAaaKy U MOrYT BblAesIATbCA MOJTY>XKUPHbIM
WwpugTOoM.

Mpn noaoroToBke TeKCTa [AOKyMeHTa crepyet cobnopaTh npasuia HanucaHua oduunanbHbIX
HaVMeHOBaHUN, YUNCIUTENbHbIX U e GUHNLL nimMmepeHunsa.

B TekcTax mQokymMeHTOB ynoTpebnsaiwoTca obuwenpuHaTble abbpeBnaTypbl W rpaguyeckue
COKpaLleHus.

Mpun yKasaHuM B TEKCTE (aMUIMN NnLLA UHMLWAJILI CTAaBATCA Nnocsie aMuinm.

B nenosbix (Cny>ebHbiX) MMCbMax UCMOb3YIOTCA:

e BCTyNuTenbHoe obpalleHune:
YBa)kaembln rocnoavH lMpepcenatens!
YBa)kaembln rocnognH MuHucTp!
YBa)kaembln rocnoguH NeaHos!
YBakaemas rocrnoxxa leTposa!
YBakaemblln ViBaH MeTpoBuny!
YBaxaemMada AHHa HunkosiaeBHa!

YBa>kaeMble rocrnopal
* 3aKJ/Il0YUTENIbHaa 3TUKeTHaa opasa: «C yBa)KeHUEM, ...».
HanMeHOBaHMe OO/HKHOCTU BO BCTYMNUTENbHOM oObOpalleHnn MUWEeTCS C MPOMUCHOM OyKBbl, B
obpalieHnn no haMmnanm nHNLManbl 1ua He yKa3biBaloTCA.
B TeKCT OOKyMeHTa MOryT BKAOYaTbCA hparMeHThbl, ohopMIIEHHbIE B BUAe Tabanubl nan aHKeTbI.
CTpaHuubl TEKCTA HyYMepylTCa apabckumn umdpamm nNo cepegmnHe BEPXHEro noas ¢ oTCTyrnoMm oT
Kpas nucTta - 10 mm.

18. OTMeTKa O NpUJIo>KeHUuu

CooepXXuT cBefeHuss o0 AOKyMeHTe (OOKyMeHTax), npunaraemom (NpujaraemMbix) K OCHOBHOMY
OOKYMEHTY.

B conpoBoAuTENbHbLIX MUCbMax W WHbIX MHHOOPMALMOHHO-CMPaBOYHbIX AOKYMEHTax OTMeTKa O
NPUNOXKeHNUN OoQOopMIsSeTCA oA TEKCTOM OT rpaHuubl N1€BOro MNoss OAHUMM WX CAefylowmx
cnocobos:

* eCnn nNpuninoXXeHme Ha3BaHO B TEKCTE:

MpunoxxeHue: Ha 2 n.B 1 3K3.
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* eCnn npunioXXeHmne He Ha3BaHO B TEKCTE WJIN eCsin I'IpVIJ'IO)KeHI/IIZ HECKOJIbKO (yKa3bIBaIOTC9|
Ha3BaHUA )J,OKyMeHTOB-I'IpVIJ'IO)KeHI/IVI, KOJINYeCTBO JINCTOB N 3K3EMMNNAPOB KaXX4oro n3 HUX):

MpunoxxeHwune: 1. NonoxxeHne o lenapTamMmeHTe PpUHAHCOB Ha 5 N1. B 1 3K3.

2. CnpaBKa 0 KapoBOM cocTase [lenapTamMeHTa PMHAHCOB Ha 3 1. B 1 3K3.

e ecnv NpusoXKeHune (MpunoxxeHns) cbpoLLopoBaHbl AN NMPOLUNTI:

MpunoxxeHwne: [Jorosop o coTpynHu4decTtse oT 12 mas 2020 r. Ne 65 B 2 3Ks.

* €C/IN [IOKYMEHT, SIBASIOLIMACA MPUIOXKEHNEM, MMeEeT MNPUSIOXKEHUS C CaMOCTOSITESIbHOM
HyMepaumen cTpaHuL:

Mpuno>xeHue: nncemo OKY «locypapcTBeHHbIN apxue Poccuinckon ®Pepepaumm» oOT
05.06.2020
Ne 02-6/172 1 NpnNoXXeHns K Hemy, Bcero Ha 5 n.

e €C/IN MUCbMO HamMpaBAAeTCA HECKOJIbKMM ajpecaTtaM, a [AOKYMEHT-MPUIIOXKEHME TOJIbKO
NnepBoMy N3 HUX:

MpunoxeHne: Ha 3 /1. B 1 3K3. TOJIbKO B NepBbIi ajpec.

* eC/IN MNPUJIOXKEHMEM SABMAIOTCA LOKYMEHTbI, 3anmncaHHble Ha dusmndeckn o060cobneHHbIn
3/1eKTPOHHbLIN HOCUTENb:

MpunoxxeHue: DVD-R B 1 3k3.

Mpn >ToM Ha BKAagbilwe (KOHBEPTE), B KOTOPbIA MNOMeLlaeTca HOCUTEeNb, YKa3biBalTCH
HaMMEHOBaHUS [OOKYMEHTOB, 3anuCaHHbIX Ha HOCUTEenb, MMeHa d¢annos, obbem B bGanTax.
dononHuTensHO MOXeT BbITb YKa3aH popmaT hanna (docx, pdf, odt nnm nHon).

MpY HAaNMYUK MPUNOXKEHWNI, NOAFOTOBNIEHHbIX B POPME 3IEKTPOHHbIX LOKYMEHTOB U MNepPechIIaeMblX
Nno WH(OPMALNOHHO-TEIEKOMMYHNKALMOHHON CeTWU, OTMETKY O MPUJIOXKEHUN PEKOMEHAYETCS
ohopMASATL cleayowmnm obpa3oM (KOJIMYECTBO SK3EMIMJISPOB NPX 3TOM He YKa3blBaeTCs):

MpunoxeHne: AHanUTM4YeCcKas cripaska o ... Ha 20 n., Cnpaska_195.pdf, 55 Kb.

ECcnn npuno)XeHnm HeCKosIbKo, OHW MOryT BK/OYaTbCA B OAWH apxMBHbIN ann cdopmaTa zip C
yKa3aHneM KosmyecTBa (pannoB, MOMELLEHHbIX B apxuB, n ux obvema B bantax (c pobasneHuem
MHpOopMaunM A9 BOCCTaHOBAEHUA He MeHee 5% oT obuwero obbema camna B cdopmaTe zip).
Hanpumep:

MpunoxeHne: 5 npunoxeHnnm B ogHoM channe (Mmsa canna ¢ pacwmpeHuem zip) obbvemom (B
banTax).
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B pacnopsiouTesibHbIX AOKYMeHTax (MOCTAHOBJIEHUSIX, PELUEeHUsX, MpuKasax, PacropsHXKeHUsx),
[LOroBOpax, MNOJIOXKEHUSAX, NMPaBUIaX, MHCTPYKLUMAX U APYTUX LOKYMEHTaxX OTMETKa O MPUJIOXKEeHUN
ochopmnsieTca cnepyownum obpasom:

* B TEeKCTe [JOKYMeHTa rMpu MepBOM YMNOMUHAHUN [OKYMEHTa-NMpuiIoXKeHns B CKobkax
yKasblBaeTCs: ...(NpunoXeHue) nam ... (NnpunoxeHue 1); nepen HOMEPOM TMPUIIOKEHUS
[ONycKaeTCst CTaBUTb 3HAK HoMepa: ... (NpunoxxeHne Ne 1);

* Ha MepBOM JINCTE AOKYMEHTA-MPUIOXKEHNS B MPaBOM BEPXHEM YrJly YKa3blBaeTCS:

MpunnoxxeHue Ne 2
K Mpukasy (HanMeHoBaHWe rocynapCcTBEHHOrO opraHa, opraHa MeCcTHOro camoyrnpaBJieHuns)
oT 15 aBrycTta 2020 r. Ne 112

B oTMEeTKe 0 MPUIOXKEHNN MOXET YKa3blBaTbCA COKPALLEHHOE HAaWMeHOBaHMWE roCy[apCTBEHHOIO
opraHa, opraHa MeCcTHOro camoyrnpaJsieHunst). CTPOKN peKBM3UTa BbIPaBHMBAOTCA MO JIEBOMY Kpato
NN LEHTPUPYOTCSH OTHOCUTESNIBHO CaMOW OJIMHHOW CTPOKM.

Ecnu npunoXxeHMeM K pacrnopsaanTesibHOMY OOKYMEHTY SIBJSeTCS HOPMATUBHbLIA MPaBOBOM akT Uan
WHOW [OOKYMEHT, YTBEPXOAEMbli [aHHbIM pPaCnopsAMTEesNbHbIM JOKYMEHTOM, Ha MepBOM JIUCTe
NPUJIOXKEHNS MNPOCTaBNSETCA OTMETKa O MpuioXKeHun (6e3 CCbIIKM Ha pacrnopsguTesbHbIn
IOKYMEHT) U Tpud YTBEPXAEHWUS, B KOTOPOM YKa3blBalOTCS [AaHHble pacrnopsaanTesbHOro
OOKYMEHTa, KOTOPbIM YTBEP)XAEH OOKYMEHT-NpuioxeHne. Hanpumep:

MpunoxxeHne Ne 1
YTBEP>XXOEHO

npukasom (HanmeHoBaHMe rocydapCTBEHHOIO OpraHa, opraHa MecTHOro caMoynpaBJfieHuns)
oT 18 mas 2020 r. Ne 67

Ecnv ooHUM pacnopsiauTeNbHbIM YTBEPXKAAETCA HECKO/IbKO AOKYMEHTOB, Ha KaXXAOM W3 HUX
0hOpPMASAOTCS OTMETKIN O NPUJIOXKEHWIN, BKJIOYAOWME FpUd yTBEPKAEHUS.

19. N'puc cornacosBaHusa AOKYMeHTa
lMpocTaBsfgeTca Ha OOKYMEeHTaX, CorJlacoBaHHbIX OpraHaMu BJacTu, O/DKHOCTHbIMU nnudamin. I'pud

cornacoeaHmna B 3aBUCMMOCTU OT BUOa AOOKYMeHTa W ocobeHHOCTEN ero ochopMnieHNsa MoOXXeT
MPOCTaBNATbLCA:

* Ha MepBOM JINCTE OOKYMEHTa (€C/M AOKYMEHT UMEET TUTYJIbHbI JINCT, — Ha TUTYJIbHOM
JINCTE) B JIEBOM BEPXHEM YrJly Ha ypoBHe rpuda yTBEpXAeHUa Uan nof HauMeHoBaHWEM
OOKyMeHTa bim»xe K HU>XKHEMY MOoJo);

® Ha nocnegHeMm Jncte JOKyMeHTa noag TeKCTOM;

* Ha JIUCTe corsiacoBaHus, ABASIOWMMCA HEOTHEMIEMON HYaCTblO ONOKYMeHTa.

Mpnd cornacosaHmsa coctouT us cnosa «COIMNMACOBAHO», 0o/IKHOCTU L, C KOTOPbLIM COrJslacoBaH
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OOKYMeHT (BKJIl0Yas HaMMEHOBaHME OpraHu3aunun), ero CO6CTBEHHOPYYHOW NOAMUCU, NHULNAJIOB,
tamunnm, naTtbel cornacosaHuda. Hanpumep:

COIrnACOBAHO
PykoBoguTenb [lenapTamMeHTa
3[ipaBOOXpaHeHus

Moanunce N.0. Damnnng

HaTa

Ecnm cornacoBaHue oCyLECTBASETCA COBellaTeNIbHbIM, KOOPAWHALWOHHLIM MEeTOAUYECKUM WN
WHbIM OpraHoMm, B rpude CorsiacoBaHWs yKa3blBaeTCsi HauMMeHOBaHWe opraHa, gaTta W HoMmep
NPOTOKOJIa, B KOTOPOM 3a()UKCMPOBAHO peLleHre 0 corjiacoBaHun. Hanpumep:

COIrNACOBAHO
Hay4HO-TexHNn4YeCKMM COBETOM

(npoTokon oT Ne )

Ecnn cornacoBaHve OCYLLECTBASIETCA NMUCbMOM, YKA3blBalOTCS BWUA AOKYMEHTa, HauMeHOoBaHue
opraHa, corjlacoBaBlUero AOKYMeHT, AaTa U HoOMep NucbMa. Hanpumep:

COr1ACoBAHO

nucemo denepasibHOro apXmMBHOIO
areHTCcTBa OT Ne

20. Busa

Bu3a aBnsgeTca oTMEeTKON o BHYTpeHHEeM COorJlacoBaHW NMpPoeKTa AOKyMeHTa, CBuaeTesibCTBYyeT O
cornacmm nnn Hecornacnnm OOJIXKHOCTHOIO Jinua C coaep>XaHmnem npoekTa OOKYMeHTa.

Bu3a BKAWYaeT HaMMeHOBaHWe [O0J/DKHOCTW Anuua, BU3BMPYIOLLEro [OOKYMEHT, YKa3aHHOe B
UMeHNTesIbHOM najexe, noanucb, pacwugpoBky noanucu (MHUUKanNbl, Gamuauw) U aaTy
BU3MpOBaHMA. Hanpumep:

PykoBoguTesb lopngnyeckoro otaena
MNMoanuce WN.0. PDamunusa
HaTa

Mpy HaNN4YUM 3aMeYaHNn K JOKYMEHTY BM3Y 0QopMsOT cregyrowmm obpasom:

3aMeyvyaHusa npunaratTCcs.
PykoBoguTesb lOpNONYeCKOro otTaena
MNMoannce WN.0. Pamunusa

HaTa

B rocydapCTBEHHbLIX OpraHax, OpraHax MeCTHOro CcaMoynpaBJieHUs, npumMeHsiowmx C3M,
CornacoBaHMe MOXXeT NPOBOAUTLCA B 3/IEKTPOHHOW hopMe.

B poKyMeHTax, MOOJIMHHUKN KOTOPbIX XPAaHATCA B roCcygapCTBEHHOM OpraHe, opraHe MeCcTHOro
CaMmoynpaBiieHNA BW3bl MPOCTaBAANT Ha MnocnegHeM JNNCTe OOKYMeHTa nog noarnnmcblo, Ha
O60pOTHOI7I CTOpOHE nocnepgHero JinCta NOAIMHHWKa OOKYMeHTa WM Ha J1ncTte CcorjiacoBaHUA

Page 121 of 193



MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

(BM3MpoBaHUS), NpuaaraeMoM K JOKYMEHTY.

B ncxopsawmx OOKYMeHTaX BW3bl MPOCTaBJIAIOTCA Ha 3K3eMnidpaxX OOKYMEHTOB, NnoMellaeMbiX B
neno.

Mpwn Heobxo4NMOCTN MOXET MPNMEHATBLCA NOJINCTHOE BN3NPOBaHNE NOKYMEHTa N €ro I'IpI/IJ'IO)KeHI/II7I.

21. Noanucob
Moaonncb BKJlOYAET: HauMMeHOBaHME OO0JDKHOCTU Anua, nognucaBlUero  OOKyMeHT  (npwu

NCnosib3oBaHUM 6n1aHKa AO/HKHOCTHOIO INLLa HAMMEHOBaHME A0JIKHOCTU HE YKa3blBaeTCA), IMYHYHO
noAanucb 1 ee pacWN@PpPoBKy (MHULKMaAbl u pammununio). Hanpumep:

3aMecTuTeNb pyKoBoAUTeNSA Mognucek n.0. damununs

Ecnu nokyMeHT ochopMsieH He Ha 61aHKe, B HAMMEHOBaHME A0/KHOCTU BKJlOYAeTCS HaMeHoBaHue
opraHmsaumn. Hanpumep:

3amMecTuTeNnb pykKoBoaMTens
depnepasibHOro apxXmMBHOIro
areHTCcTBa Moanucek A.B. KOpacos

Ecnn pokymeHT (menosoe nucbmo) oopmieH Ha 6GnaHke nMMcbMa rocyfapCTBEHHOrO opraHa uam
opraHa MeCTHOro CaMOynpaBJieHWUsl, HO MNOAMUCLIBAETCA PYKOBOAUTENIEM CTPYKTYPHOro
noapasaeneHns (Npyu HalN4YMmM y Hero Takux MoJSIHOMOYUIA), B MOAMUCK YKa3blBaeTCs LOJIKHOCTb
VLA N HaMMeHOBaHWe CTPYKTYPHOro nogpasaenenms. Hanpumep:

PykosBoaouTesb [lenaptamMeHTa
KaMepaJsibHbIX MPOBEpPoOK Moanucek n.0. damunus

Mpwn ohopMneHun AoKyMeHTa Ha B6raHke JOSKHOCTHOrO nnua AO/KHOCTb 3TOr0 Avua B Nognucu
He yKa3blBaeTcs. Hanpumep:

MMoanwvcke n.0. Pamunnns

Mpy NOAMUCAHUN [OOKYMEHTa HEeCKOJIbKUMWU [O/HKHOCTHBLIMU JINLIAMUX, 3aHMMaLWMMKM pa3Hoe
NoJIOXKEHNe, WX MNOAMWCK pacnosiaralTcd ofHa noa ApPYyron B MOCNeNoBaTeNIbHOCTH,
COOTBETCTBYHOLLEN CTAaTyCy A0JHXKHOCTU. Hanpumep:

3aMecTuTeNlb pyKoBoaANTENA MNMoanvck n.0. Pamnnuns

naBHbIN Byxrantep lMoanuce N.0. ®amunus

Mpy noaNUCaHUM [OOKYMEHTAa HEeCKOJIbKUMM JIMUAMW  PaBHbIX [OJ/DKHOCTEW WX MNOAMNUCK
pacrnonaratoTcs Ha 0JHOM ypoBHe. Hanpumep:

3aMecTuTeslb MUHUCTPA 3aMecTuTeslb MUHUCTPA
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Mo oMHaHCOBbLIM BOMNpOCaM Mo aAMUHNCTPATMBHbLIM BOMPOCaM
MNMoannce WN.0. Pamunnusa MNMoanunce WN.0. damunnnsa

B LOKyMeHTax, MoAroTOBJIEHHbIX KOMUCCUEN, B MOAMWCU YyKa3blBAaeTCA CTaTyC JnLa B COCTaBe
KoMuccmn. Hanpumep:

MpencenaTtens KoOMUCCUn lMoanucek n.0. ®amunns
YeHbl KoMuccum MNMoanvcke n.0. Pamnnns
MMoanuce n.0. Pamnnuns

Mpy noAnuMCaHUM [OKYMeHTa JIMLOM, WCMOSHAKLWNM 0653aHHOCTU pyKoBOAMUTENSA, MNOAMUCH
oopMNsieTca C YyKasaHMeM cTaTyca [OOJ/DKHOCTHOrO JiMua B COOTBETCTBUM C  MPUKA3OM
(pacnopsi>xeHunem). Hanpumep:

W.o. oupekTopa [denapTamMeHTa
MHPOPMaLMOHHBIX TEXHOJIOMNI MNMoanuvcke n.0. Damunus

nnn:

WcronHsaowmn oba3aHHOCTH
anpekTopa OenapTtaMeHTa
MHOPMALNOHHbBIX TEXHOJSI0M NI Moanuncek n.0. Pamnnus

CnoBa «MCNOJIHAILWMNA 0693aHHOCTM» NULLYTCA MOJIHOCTbLIO UV B BUAE rpadmyeckoro cokpaleHums
«KN.0.» (He: «BPEMEHHO UCMONHALWNIA 06493aHHOCTU», KBPUO>»).

Mpy NoANUCAHUN AO0KYMEHTA NULOM, MMeLWMM NPaBo NoANUCK B CJly4ae BPeMeHHOro oTCyTCTBUS
PYKOBOAUTENS, WCMpPaB/ieHUss B HAWMEHOBAaHME [OJDKHOCTM W paclundpoBKY  damMuamm
NMOArOTOB/IEHHOr0 UM COMJlIaCOBAaHHOTrO TMpPOEKTa [OOKYMEeHTa BHOCATCS OT PYyKU WM C
NCNoJIb30BaHMEM COOTBETCTBYIOLLUX LUITAMMOB. He AonyckaeTcs CTaBUTb KOCYK 4epTy, HaAMnUCb
«3a» nepen HaMMeHOBaHWEM OOJ/DKHOCTU LA B MOAMNUCK, €C/IM AOKYMEHT MOAMMCbiBaeT UHOE
IOJKHOCTHOE NNLLO.

22. OTMeTKa 06 3/1IeKTPOHHOM NoanUucuU
PekBU3NT NCNonb3yeTcsa ONs BU3yasn3aunmn 3/1eKTPOHHON NoAMNCK NoJslydaTeneM OOKYMEeHTa npu
obMeHe 3NEeKTPOHHbIMW  OOKYMEHTaMu, MOAMUCAHHbIMU  YCUNEHHOW  KBaiNULMNPOBaHHOWN

3/1eKTPOHHOWN MOANUCKIO.

OTMeTKa 06 31eKTPOHHOW NOANNCK (DOPMUPYETCS N BU3YasIN3NPYETCS NPOrpaMMHbIMK CpeacTBamMu

B COOTBETCTBUM C YCTaHOBMEeHHbIMU TpeboBarHmamun®®l, Hanpumep:
JIMpeKTOp JenapTaMeHTa e Bl et H.0. damuus

Coprwdwanar 1222 3ppp00000000001 1
Brageney Sarnnen s Omaecreg

Qedicraurened ¢ 00,06, 2019 no 01.06. 2022

23. MeyvyaTb
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MNevyaTb 3aBepseT NOANMHHOCTbL MOAMUCU AO/HKHOCTHOIO JINL@ Ha AOKYMEHTaXx, YAOCTOBEPSIOLLMNX
npaBa auu, pukKcUpyowmx GakTbl, CBA3aHHbIE C (PMHAHCOBBLIMU CPEACTBaMM, @ TakKXe Ha MHbIX
JOKyMeHTax, npeaycMaTpuBalolWMX 3aBepeHuMe noanucuM nevyaTbild B COOTBETCTBMU C
3aKoHodaTenbCcTBOM Poccuiickon depepaumn.

[OKYyMeHTbl (hefilepasibHOro rocy4apCTBEHHOro OopraHa 3aBepsitoT NeyvyaTblo C BOCMPOM3BEAEHMEM
FocypnapcTBeHHoro repba Poccuiickon ®epepauun, rocylapCTBEHHOrO oOpraHa cy6bekTa
Poccuinickon ®depepaumm - nevaTblo C BoOCrpou3BedeHumem repba (repasibaMyeckoro 3Haka)
cybbekTa Poccuiickorn depepauuun, opraHa MeCTHOro CaMoynpaBfieHUs - nMevyaTblo C
BOCrpoun3BeaeHmem repba (repanbaAn4eckoro 3Haka) opraHa MeCcTHOro camoyrpaB/ieHus.

OTTNCK NeYaTn NpocTaBaseTCs, He 3axBaTbiBas COBCTBEHHOPYYHOW MOAMUCK L@, NOAMMCABLUEro
OOKYMEHT naun Ha MecTe, o6o3HavyeHHOM «MI» («MecTo nevaTun»), eCnv LOKYMEHT NMOAroTOB/EH Ha
OCHOBE YHUpUUMpoBaHHoM opmbl (abnoHa).

24. OTMeTKa 00 ucnosiHuTene

BkntovaeT paMuanio, UM M OTHECTBO UCMONHUTENS (OTBETCTBEHHOrO WUCMOSIHUTESNSI), HOMEP ero
TenedoHa, MOXXeT [OOMNOJIHATLCS HaWMEeHOBaHWEM [OJ/DKHOCTM ucnosiHuTens (paboTHUKa,
MoAroTOBMUBLUEro NPOEKT AOKYMEHTA), HAaMMeHOBaHMEeM CTPYKTYPHOro noapasaesieHns N aapecom
3NEKTPOHHOWN NOYTbI UCMIONHUTENS.

OTmeTka 06 ucnosHuTene opopMAAeTCa Ha JIMLLEBON CTOPOHE MOC/eAHero ncta OOKYMeHTa oT
rpaHuuUbl JIEBOr0 Mo WX, Npu OTCYTCTBUM MecTa, - Ha OBOpOTHOM CTOpPOHEe BHU3Y CJieBa.
Hanpumep:

ViBaHOB MBaH BaHOBMY, KOHTPOJIbHOE yripaBJsieHne, BeayLunim cneunainct
+7 (499) 900-00-00, Ivanov_ll@gov.ru [4]

BHYTPEHHUMN HOPMATUBHBLIMKA [OOKYMEHTaMW TrOCy[apCTBEHHOrO OpraHa, OpraHa MecCcTHOro
camoynpaBJieHNs MOXXeT ObiTb NPefyCMOTPEHO YKa3aHue B KavyecTBe UCMOJIHUTENeN OOKYMeHTa
pyKoBoAuTENeN CTPYKTYPHbIX NogpasaeneHnin Man NHbIX AOJIKHOCTHbIX JNL.

OTMeTKa 06 NcnosiHUTeNe MOXET 0(hOPMAATLCA KaK HUXKHUIA KOJIOHTUTYJ U MevYaTaTbCs WpUgToM
MeHbLLEero pasmepa.

25. OTMeTKa O 3aBepeHuMU Konuu

OdopmnaeTca ong NoaTBEpP)XOEHUst COOTBETCTBMSA KOMUU OOKYMEHTa (BbIMUCKN W3 AOKYMEHTA)
MOANIMHHUKY OOKYMeHTa. OTMeTKa O 3aBepeHUn KOMunM NpocTaBasieTcss Ha cBo6OOHOM OT TekCTa
MecTe nog noaonumcbiro (I'Ipl/l ee HaJ'IVI‘-IVIVI) nnn, Npn OTCyTCTBUN CBOﬁOﬂ,HOFO MeCTa Ha J'IVILI,eBOVI
CTOpOHe [OOKyMeHTa, Ha obopoTe [OKyMeHTa UM BKJOYaeT: CNoBo «BepHo», HauMeHOBaHMe
OOJDKHOCTW NnLa, 3aBEPUBLLEINO KOMWUID; ero CO6CTBEHHOPYYHYIO MOAMNMCH; PacLINGPOBKY NOANMUCH
(VHMUManbl, hamMmnnnio); AaTy 3aBepeHns Konum (BbIMNCKN N3 AOKYMeHTa). Hanpumep:

BepHo

3aB. 0TAE/IOM FoCyAapCTBEHHON

cnyx6bl, KagpoB U Harpag lMoanucek n.0. damununs
DaTa

Ecnn konusa BblgaeTca ONn8 NpeacTaB/ieHNs B ,El,pyFOVI FOCy,EI,apCTBeHHbIVI OopraH, opraH MecCcTHOro
CaMmoynpaBineHna nanm opraHnM3auynio, oTMeTKa 0 3aBepeHUnn Kornmm AonoJiIHAeTCA 3anncCbio 0 MecTe
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XpaHeHns NoKyMeHTa (NoANIMHHMKA U 3aBEPEHHON KOMUK), C KOTOPOro Bbisla M3roToBJIEHA KOMKS,
1 3aBepseTCA NevyaTblo OpraHn3aummn.

MoANVHHWK [OKYMeHTa HaxoauTcs B «<HanMeHoBaHWe rocyJapCTBEHHOr0 OpraHa, opraHa MecTHoOro
camoynpaBneHusa» B gene Ne 01-05 3a 2019 r.»

Ha Konmax MHOrOCTPaHNYHbIX JOKYMEHTOB OTMETKA O 3aBepeHUu KONnm npoCcTaB/IAeTCa Ha Ka)K40M
nncrTe AOoKymMeHTa Wan Ha nocnegHeM Jincte npownToro miam cCKpenJaeHHOro WHbIM o6pa30M
NOKYyMeHTa. 3annucb 0 MecTe HaxoXXAeHus NOASIMHHMKA npocTaBndaAeTCda TOJIbKO Ha MnocinegHeEM
nncTe AoOKyMeHTa.

Ons  3aBepeHUs KOMUU [OOKYMEHTa, W3roTOBJIEHHONW Ha OyMaXkHOM HocuTesne, MOXeT
MCNoSIb30BaTbCs WITAMIM.

Konun 31eKTPOHHbIX [OKYMEHTOB, HanpaBJiieMbIX MO MH(POPMALMOHHO-TENEKOMMYHUKALMOHHBIM
kaHanam (cetn «WHTepHeT», C3[]), 3aBepsloTCA 3NEKTPOHHON MOAMNUCBID pPyKoOBOAMTENA
opraHmMsauuMm WAW  MHOFO  YMOJIHOMOYEHHOr0 WM JiMUA W BbICBIIADTCA  Noay4vyaTento C
CONpoBOANTESNIbHBIM MNCbMOM B (hOpMe 3NEeKTPOHHOIO AOKYMEHTa.

Konuu SJIEKTPOHHbLIX OOKYMEHTOB Ha Cbl/l3|/|‘-IeCKI/I 060C06/1eHHBLIX HOCUTENAX BbICHINATCSA
nonydvyaTesito C conposoanTeIbHbIM MNCbMOM Ha 6yMa)KHOM HOocuTene.

B conpoBoanTesIbHOM NMUCbME K KOMUSAM 3JIEKTPOHHbLIX OOKYMEHTOB YKa3blBaeTCH:

* HaMMeHOBaHMEe MH(POPMALIMOHHOW CUCTEMbI, B KOTOPOIN XPaHATCA AOKYMEHTbI;

* HanMMeHOBaHNA OOKYMEHTOB, KOMMN KOTOPbLIX HanpaBAATCA NOJIy4HaTeNto,;

e Ha3BaHWs halisIoB JOKYMEHTOB C YKa3saHnueM popmaToB daliioB 1 06beMa Ka)kaoro aina B
banTax;

e NaTa N3roTOBJIEHUS U 3aBEPEHUNS KOMUMN.
Mpn 3ToM Ha dusnyeckn ob6ocobneHHOM HoCuTeNe HeCMbiBaeMblM MapKepoOM YKa3blBaeTCs:
«MpnnoxeHne K NUcbMy oT (gaTta) Ne ...».
Konusa 31eKTPOHHOro AOKYMEHTa, NpeAcTaB/ieHHas B BMAE OOKYMeHTa Ha ByMa)KHOM HocuTene,
3aBepseTcsd B NopsAake, YCTAaHOBJIEHHOM QAN 3aBEPEHUS KOMUW [AOKYMEHTOB Ha OyMa>KHOM
HocuTene, C yKa3aHMeM, B KaKo MHHOPMaLMOHHON CUCTEME XPAHUTCS 3IEKTPOHHbIN OOKYMEHT.
26. OTMEeTKa O NOCTYMNJIEHUUN AOKYMEHTa
Cny>XnT Oons noaTBep>XAeHns akTa NocTynjeHns NOKYMeHTa B roCcyaapCTBEHHbIN opraH, opraH
MEeCTHOro caMmoyrnpaBJIeHNs 1 BKJIOYaeT AaTy NOCTYMIEHUS U BXOASALWWIA perucTpauoHHbIA HOMep
OOKyMeHTa. [pn HeobxoAMMOCTM OTMETKa O MNOCTYMJIEHMN MOXKET [LOMONHATLCA YKas3aHuem
BPEMEHM MOCTYyMJIeHNs B Yacax W MUHYTax un cnocoba p[oOCTaBKUM [OKyMeHTa (Hanpumep,

«MocTynuno no M340»).

OTmMeTKa o noctynneHnn nOKyMeHTa MOXET NPOoCTaBNATbCA C MOMOLLUBLIO WTaMrMa (wTamnos).

27. Pe3zonwouunsa
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Pe3onounsa Ha OOKYMEHTe - yKa3aHue rno UCMOJIHEHUIO AOKYMeHTa. Pe3onoumnsa ogopmMmnaeTca Ha
ceobogHOM MecTe pabovero nons A[OKyMeHTa, Ha ©6naHke pesonwouMn WAKM  BHOCUTCSA
HenocpencTBeHHO B 3PK pokymeHTa B C3[.

Pesonounsa go/mKHa BKAOYaTh: haMmuanio (pamuanm), nHUUMaNbl UCMOJHUTENSA (UCrosIHUTenen),
rnopy4yeHmne no AOKYMeHTY (KOHKpeTHOe 3afaHue rno MCNOJIHEHUIO AOKYMEHTa nanm opMynMpOBKY
Lenn pacCMOTPEHUA OOKYMeHTa), npu HeobxoOMMOCTW - CPOK WCMOJIHEHMSA, MOAMUCL SNLa,
BblHECLLEro pe3oJiiouunto, aTy pe3osiounn.

Mpn yKasaHMN HECKOJIbKUX UCnoaHUTeNen amMmana oTBETCTBEHHONO UCMOJIHUTENSA yKa3blBaeTCs
rnepBown, NnogvyepkKnBaeTcs nanm obosHavyaeTCca C/IOBOM «OTB.» (KOTBETCTBEHHbIN).

28. OTMeTKa O KOHTpoJie

OTMeTKa CBMAETeNbCTBYET O MOCTAaHOBKE [OOKYMEHTa Ha KOHTPOJib, MPOCTaBASETCA LITAaMMNOM
«KOHTpOJIb» Ha BEPXHEM MoJie JOKYMEHTA.

CBefleHMs 0 MOCTAHOBKE Ha KOHTPOJIb 3NIEKTPOHHOI0 IOKyMeHTa pukcmpytoTcs B IPK.

29. OTMeTKa O HanpaBJiIeHMM O,O0KYMeHTa B Aeno

OnpepenseT MeCcTo XpaHeHWs LOKYMeHTa nocJie 3aBeplieHns paboTbl C HAM 1 BKJIlOHaeT: csioBa «B
heno», MHAEeKC gena rno HoMeHkNaType fAefl, B KOTopoe MnomellaeTcss OOKYMEHT Ha XpaHeHue, C
yKasaHuneM rofa, OJIXKHOCTU vua, ohopMmBLLErO OTMETKY, NoANUCK, AaTbl. Hanpumep:

B neno Ne 01-18 3a 2020 .

3aB. oTOE/IOM ayauTa
MNoanuce HaTa

OTMeTKa O Hanpas/eHUU AOO0KYMEeHTa B AesI0 MOXKET [OOMOJIHATLCA KPpaTKMMKU CBeOeHUsMU O
XapaKTepe UCNOJIHEHNA LOKYMEHTa.
CBegeHuns o gese, B KOTOPOE BKJIIOYEH 3IEKTPOHHbIN A0OKYMEHT, hukcmnpyeTtcs B IPK.
MpunoxeHue Ne 4
MpuMepHbIA NepeYyeHb yTBEepPXXAaeMblX A OKYMEHTOB

1. AKTbl (B chnyyYae, ecam 3TO MpeaycMOTpPeHOo YHuduumposaHHoOW GOPMON akKTa Wan

HOPMaTUBHbLIMU MPaBOBLIMN aKTaMn).
2. 'pacdhukn paboT, OTNYCKOB, CMEHHOCTMN.
3. JOIKHOCTHbIE UHCTPYKL NN, LOJIKHOCTHbIE periamMeHThl.

4. NHCTPYKUMKN (TEXHONIOrNYeckne, no TexHmke 6esonacHoCcTM 1 ap.).

5. KnaccndumkaTtopbl MHpopMaLmn, LOKYMEHTOB.
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6. MeToan4YeCKNe peKoMeHaaumm, MeToAnyeckme yKasaHus, MeToanKu.

7. HoMeHKNaTypa Aen opraHusauunu.

8. HopMbl 1 HOpMaTUBLI (BPEMEHU, YNCNEHHOCTU PaboTHMKOB, pacxoda Cbipbs U MaTepuasnos,
3/1IeKTPO3HEeprun).

9. Onucn gen (NOCTOSAHHOroO, BpeMeHHbIX (cBbille 10 sieT) CPOKOB XPaHEHUS U MO JINHYHOMY
COCTaBy).

10. OT4eTbl (0 BbIMNOJIHEHWM NNAHOB, NMPOrpPaMM n Ap.).

11. MepeyHn (JOMHKHOCTEN, OpraHm3aumn, BMgoB nHpopmMaummn, OKYMEHTOB).

12. MnaHbl (KpoMe onepaTUBHbIX).

13. NMonnTukn.

14. MonoxxeHwus.

15. Nopagku.

16. NpaBuna.

17. NMporpammebl.

18. PernameHTbl (B TOM 4YuMC/€ aAMUHUCTPATUBHbLIE).

19. CtaHpapTbl opraHusauunn.

20. CTpyKTypa 1 WTaTHasa YNCIEHHOCTb.

21. YcTaBbl.

22. YHugmumnposBaHHble (hOpPMbl LOKYMEHTOB.

23. lUTaTHOE pacnuncaHue.
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Mpuno>xxeHue Ne 5

NMpuMepHbIA NepevyeHb AO0KYMEHTOB, 3aBepsAeMbIX NeYyaTbio

1. ApxuBHaga cnpaBkKa.

2. AKTbl (MpreMa 3aKOHYEHHbIX CTPOUTENbLCTBOM 06bekToB, 060pynOBaHUSA, BbIMOJHEHHbIX
paboT, CNncaHus, 3KCNepTu3bl).

3. Konun 1 BbINMUCKM U3 [OOKYMEHTOB, BbldAaBaeMblX AN MpeAcTaB/leHUs B Opyrue
opraHmsauuu.

4, O6pa3ub| OTTUCKOB NeYyaTen M noanucen paGOTHVIKOB, nMewLwnx rnpaso coBepLllaTb
(pI/IHaHCOBO-XO3FIIZCTBEHHbIe onepaunn.

5. MNMopy4eHuns (6topxeTHble, BaHKOBCKNE, MEHCUOHHbIE; NaTeXHble, NHKaAcCcoBble B 6aHK Ha
nonydyeHme NMHBaakOTbl CO CHETOB, NMepeBson BaJlIlOThI).

6. MpencrtaBneHnss 1M xogaTalncTBa (0 HarpakAeHMW roCynapCTBEHHbIMW Harpagamm wu
npemMmnsmn).

7. PeecTpbl (4eKOB, NOpyYeHUin, NpeacTaBnsaemMbiX B 6aHK).

8. CBefeHNst 0 TPyAOBOM AeATENbHOCTU paboTHMKA.

9. CnpaBkn (0 poxopax U3NYECKUX nu, O BbiMNJaTe CTPaxoBbiX CyMM, 0 6GanaHCOBOM
CTOMMOCTM OCHOBHbIX (DOHA0B, N0 NEPCOHUMDULIMPOBAHHOMY Y4YeTY, 0POPMIEHNIO CTPAXOBbLIX
CBUAETesIbCTB, N0 3arnpocam opraHusauni, No JOKyMeHTaMm, npefocTtassiseMblM B cy [, - MO
HeobxoauMocTn).

10. TpynoBble KHUXKN paboTHNKOB.

11. YpocToBepeHua paboTHNKOB.

Mpuno>xxeHue Ne 6

MoarotoBka u opopMsieHMEe NPOEKTOB
3aKoHopaTesNbHbIX aKTOB Poccunckon depepauumn

1. FocypapCTBEHHble OpraHbl, OcCyllecTBasiowme GYHKUMU Mo BblpaboTke rocygapCTBEHHON
NMOMMTUKN N HOPMaTUBHO-MPABOBOMY PEryjMpoBaHUI0 B YCTAHOBJIEHHOW cepe AeATeNbHOCTU,
pa3spabaTbiBalOT MNpPoekTbl denepasibHbiX 3aKOHOB BO WCMOJIHEHME aKTOB 3akoHOAATeNbCTBa
Poccuiickon ®epepaunn, MNNaHOB  3aKOHOMPOEKTHOW  AeaTenbHocTn [paBuTenbCcTBa W
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COOTBETCTBYHOLNX I'IOpy‘-leHVIVI, a TakKXXe B rnopsapgke 3aKOHOOATeNIbHOM MHULNATUBSI.

2. 3aKOHOMpPOEKTbI, NoAroTaBAMBaeMble A9 BHeceHuA B NpaBuTensCcTBO Poccninckon depepauunu,
nevaTtatoTca wWpudToM Ne 15 Ha cTaHAapTHLIX MMcTax Bymaru popmaTa A4.

Ha nepBon cTpaHuLe 3aKOHOMpPOEeKTa B npefeniax BepxXHeW M MNpaBon rpaHuL, TEKCTOBOro Mnons
npocTtaBnseTca nomeTka: «BHocuTca [paBuTensctBoM Poccuinckon depepaunm». [llomeTKka
rnevyaTtaeTcsa Yepes 1 HTepBas M BbipaBHMBAETCSA NO JIEBOW rpaHuLLe.

Ha pacCTosHUM MeXCTPOYHOro nHTepsasna 24 nTeH oT nomeTky y NpaBon rpaHULLbl TEKCTOBOIrO
rnosis nevyataeTcsa C/NoBO «[1poeKT».

3. 3aKOHOMNPOEKT UMeEeT cneayoume peKBU3nUTbI;

HavumeHoBaHue Buaa akTa - PEAEPAJIbHbIA KOHCTUTYLUOHHbIN 3AKOH unnu
®EQEPAJIbHbIN 3AKOH - oTaenseTtcs oT c/ioa «[1pOeKT» MEXCTPOYHLIM UHTepBanoM 42 nT,
nevyaTaeTcsa NPONUCHbLIMU ByKBamMu pa3Mepom wpudTa Ne 22 n MoxeT ObiTb BblAENEHO
MONY>XXUPHbIM LLPUMPTOM. BblpaBHMBaETCA NO LEHTPY.

3aro/10Bok oTAenseTcsa oT NpeablAyLlero peKkBu3nTa MeXXCcTpPoyHbIM MHTepBaJsioM 38 NT 1
rnevyaTtaeTcsa Yyepe3 1 HTepBaJl, BblAENSETCS NONY)XKNPHBLIM LUPUEATOM N BbipaBHUBAETCS MO LLEHTPY.
MunweTcs ¢ nponncHon 6ykBbl N 0OTBEYaET Ha Bomnpoc: «O YeM?» n34aH 3aKOH UM B HEM NPUBOANTCS
Ha3BaHMe Kogekca (HanpuMep: ApbuTparkHbIlA NMpoueccyanbHbIl Kogekc Poccuinckon depepaunn).
TouyKa B KOHLIe 3aroJsioBKa He CTaBUTCH.

B 3arosioBke 3aKOHOMPOEKTa O BHECEHUN W3MEHEHUN B OENCTBYOLWME 3aKOHbl Heobxogumo
Ha3blBaTb MPUYMHbI BHECEHUSA W3MEHEHUA WM KOHKPETHYI HOPMY, B KOTOPYH BHOCATCSH
N3MeHeHns, a B Cslyd4ae HeoOHOKPATHOro M3MEHEHMSA OAHOW N TOW >Ke HOPMbl AO0MOJIHUTESIbHO
yKa3blBaTb, B KAKOM MMEHHO 4YaCT/ OHa U3MEHSETCS.

Hanpumep:

O BHeceHMU U3MEHEeHUW B 3aKOHoAaTeJibHble aKTbl Poccunckon depepauun
06 aAMMHUCTPATUBHbIX NPaBOHApPYLUEHUAX

B CBA3M C NPUHATUEM 3eMeNibHOro Kogekca Poccunckon depepauum

nnu

O BHeCeHMM U3MeHeHUW B NYHKT 2 cTaTbM 855 Npa)kpaHcKoro Kkogekca
Poccumnckon Pepepauum B HacTu nyaTexxeu B Oropxxer

M BO BHebOlop KeTHble d’)OH,IJ,bI

TeKCT oTAeNnseTcs OT 3aroJioBKa MeXCTPOYHbIMU UHTepBasiaMu 36-48 NT U nevaTaeTcsa 4yepes
MEXCTPOYHbIV UHTepBan 24 nT.

TekcToBas YacTb 3aKOHOMPOEKTa MOXXET NoApa3aensaTbCcs Ha npeamMmbyny 1 OCHOBHYIO YacTb.

OCHOBHa#f 4YaCTb TEKCTA 3aKOHOMPOEKTa MOXXET NoApa3fensaTbCs Ha YacTu, pa3aesbl, noapasaens,
rnaBbl, Maparpagbl, CTaTbW.

3aronoBKM YacTen M pa3fesioB nedvaTaroTCA MNPONUCHbIMU OByKBaMU MONYXXUPHBIM LLIPUANTOM U
BbIPaBHMBAIOTCA MO LEHTPY. ToYKa B KOHLEe 3arojloBKka He CcTaBuUTCcA. Homepa npocTaBnsoTCcs
pPUMCKMMU Unppamn. Hanpunmep:

PA3LEJT |
NMPABO COBCTBEHHOCTU U APYIVE BELWHbIE MPABA

Moppa3nen nMeeT NOPAAKOBLIA HOMep, 0B03HAYEHHbLIA PUMCKUMU UMPPaMKA, U HaUMEHOBAHME.
O6o3HayeHMe noapasgena nevyaTaeTcs C NnponncHom 6ykebl ¢ ab3ayHoro otctyna. HammeHoBaHMe
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nogpasfnena nevyaTaeTcsa NoSy>XKMPHbLIM LUPUGTOM.
Hanpumep:
Moppasnen |. Obwme nono>xeHusa ob obasarenncrBax

NaBbl HyMepyloTCS apabckuMn LUndpamMm N NMeT 3arosioBku. O6o3HayYeHne riaBbl NeYaTaeTcs C
nponucHomn 6ykBbl, ¢ ab3aLlHOro oTCTyMa. 3aro/l0BOK raBbl NevyaTaeTCs MoJYy)KUPHbLIM LWPUDTOM B
OQHY CTPOKY C 0603HaYeHnemM HoMepa, Nocjie KOTOPOro CTaBUTCS TOYKa.

Hanpumep:
naBa 5. MpaBa, 0693aHHOCTU U OTBETCTBEHHOCTb

Maparpacd o6o3HavaeTcs 3HakKoOM §, uMeeT MNOPSAAKOBbIN HOMep, 0603Ha4YeHHbIn apabckumu
unmgpaMmm 1 3aroslIoBOK. 3arosIOBOK Maparpada nuweTrca C NponmucHon 6ykBbl MOJYXUPHbBIM
WpncTOM B 0aHY CTPOKY € obo3HavyeHneM HoMepa naparpada, Nocse KOTOPOro CTaBMTCA TOYKA.

Hanpumep:
§ 1. Xo3AMCTBEHHbIEe TOBapMLLeCcTBa U obLiecTBa

CTaTbM WMET CKBO3HYIO HyMepauwuto. MopaakoBbli HoOMep cTaTbu obo3HavaeTcs apabckummn
ungppamn. Obo3HavYeHne CTaTbh NevYaTaeTcs ¢ NnponncHonm Bykebl ¢ ab3aLlHOro oTcTyna. 3arosoBOK
CTaTbW NevyaTaeTCs C NPONUCHON BYKBbI MOSY>XMPHbLIM LIPUGTOM B OJHY CTPOKY C 0603HavYeHneMm
HOMepa, MocJie KOTOPOro CTaBUTCH TOYKA.

Hanpumep:
CtaTba 33. Ceptucdukauusn

B MCKNOYNTENbHBIX CAy4Yasx CTaTbs MOXXET He UMeTb 3arosioBka. lNpu ero oTCyTCTBUM CJIOBO
«CTaTbs1» N HOMEP BbIAESAIOT NOJYXXUPHbIM LUPUGTOM.

B 3aBMCUMOCTM OT COAEP)KXAHMSA CTaTbs MOXKET Mofpa3fensaTbCA Ha YaCTW, MYHKTbI, NOOMYHKThI,
absaubl. Yactu ob6o3HauvalTCca apabckumMm  umdppamMm € Toukon. Hymepauussi NyHKTOB
ocyuiecTBnseTca apabckumm ungpamm €  3aKpbiBalowen Kpyraom ckobkon. [MoAanyHKThI
ob6o3HavaloTCca bBykBaMu pycckoro asndaBuTa C 3aKpbiBatoLen Kpyriaon CKOOKoM.

lMognuce oToensaeTca OT TeKCTa MEXCTPOYHbLIM MHTepPBaJZIoM 36 NT N COCTOUT U3 cNoB «[pe3npeHT
Poccuiickon ®epepaunn». Cnoba «Mpe3ngeHT» n «Poccunckon degepauymn» nevyaTaloTca B

2 CTPOKM Yepe3 0OMH MeXCTPOoYHbIN nHTepBasa. Cnosa «Poccnnckonm depepaunm» nevaTatoTcs oT
JIEBON rpaHuMLbl TEKCTOBOro Noss, a caoBo «lpe3naeHT» BblpaBHMBAETCA NO LLEeHTPY OTHOCUTENLHO
3TUX CJIOB.

NHuunan nmeHu n ammnunsa NpesngeHta Poccnnckon denepaumm yKasbliBaloTcsa Npu ohopmMmaeHnmn
MPUHATOrO 3akoHa B [ocyaapcTBeHHOW [lyme.

Bu3bl MPOCTABASIOTCSA Ha JIMLIEBON CTOPOHE MOC/eIHEr 0 JIMCTA 3aKOHOMPOEKTa B HUXKHEN ero
4yacTu.

4. OdopMsieHMe MNOACHUTENbHOM 3arnuCKKU K 3aKOHOMpPoeKkTy. [loficHUTenbHaa 3anucka K
3aKOHOMPOEeKTY nevaTaeTcs wpudToMm Ne 14 Ha cTaHAAPTHbIX MMcTax bymaru popmaTta A4 n nmeet
cnepylouime peKBU3nThI.

HanmeHoBaHve Buaa JOKYMeEHTa - nevaTtaeTca NPOnnUCHbIMA 6yKBaMI/I HW>Xe rpaHnubl BepxHero
nona CTpaHMubl Ha 24 nT, BbIgEnsaeTcs MONY>XUPHbBIM LWPUGPTOM 1N BbIPpaBHUBAETCSA MO LLEHTPY.

3aros10BoK oTAENAETCs OT NpeablayLero peKBN3nTa MeXCcTPoyYHbIM MHTEpPBasioM 24 NT,
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nevyaTaeTcs CTPOYHbIMU BykBaMu Yyepes 1 MHTepBa, BbiAENAeTCS NOJY>XMPHbLIM LWPUDTOM U
BblpaBHMBAETCS MO LEHTPY. TOYKA B KOHLLE 3aroJioBKa He CTaBUTCS.

B 3aronoske K TEKCTY YKa3blBae€TCAd NOJIHOE Ha3BaHME 3aKOHOMPOEKTa, K KOTOPOMY NMoAroToBJ/IEHa
NnosiCHUTeNIbHasa 3anucka. Hanpumep:

K npoekTy pepepasibHOro 3aKkoHa «O BHeCeHUM U3MEeHEeHUH B cTaTblo 1
3akoHa Poccuickon depepauum <O Nnof0X0A4HOM Hanore ¢ puan4eckux amu»

TekCT oTAEeNseTCs OT 3arojioBKa MeXXCTPOYHbIM MHTepBasioM 24-36 NT N NevyaTaeTcsa 4yepes
MHTepBan 18 NT Ha paccTosaHMK 1,25 CM OT N1eBON rpaHmMLbl TEKCTOBOIO Noss.

TekCT OosKeH coaep)XaTb 060CHOBaHME HEOHX0AMMOCTY NMPUHSATUS 3aKOHOMPOEKTA, BKJOYatoLLee
Pa3BEPHYTYIO XapaKTEPUCTUKY 3aKOHOMPOEKTA, €ro Lefieil, OCHOBHbIX MOJIOXKEHWA, MecTa B
CUCTeMe NeNCTBYHOLLEro 3aKOHOAATEeNbCTBA, @ TakXXe MPOrHo3 COLNaNbHO-3KOHOMUYECKNX U NHbIX
nocaeacTBUN ero NpUHATUS.

O6paseL opopMIeHMS 3aKOHOMPOEKTa MpuiaraeTcs.

Page 131 of 193



MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

Buocures [lpaeurenscreom
Poccuiickoil ®enepaunu
24nt 4

[lpoekr

42 nr

®EJIEPAJIBHBIU 3AKOH

38 nr

O MockoBCKOM rocyaapcTBeHHOM YHHBEpCHTETE
umenn M.B. Jlomonocosa u Cankr-Ilerepdyprexkom

rocyapcTBEeHHOM YHHBEPCHTETE
24 nr I

Crarea 1. OrHOWIEHHs, peryaupyemele HacTosmnm PejepaibHbIM
3AKOHOM

I. Hacroammum PeacpanbHbIM 3aKOHOM ONPEAEIAIOTCA OCOOEHHOCTH

PaBOBOrO MOJMOAKEHHSA BEAYIIHX KJACCHYECKHX yHHBepcuTeTOB Poccuiickoil

Mdenepauun -  QenepankHOr0  rocyJapcTBeHHOro  o0pazoBaTebLHOrO

yupesieHus Bbicuiero npogeccuonansHoro odOpazosanns «MockoBCKHIA

rocyaapcTeeHusliii  yuueepcurer wumenn M.B. Jlomonocopa» (nanee -

Mockoscknid rocyaapcTeeHHblii yHHBepeuTer umedn M.B. Jlomonocora) u

36 nr ([lanee Tekcr He npuBOAMTCA)

[Ipeannent
Poccuiickoil denepauuu

Obpa3zel oghopMaeHN 3aKOHOMPOEKTA
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Mpuno>xxeHue Ne 7

MoaroroBka u ocpopMsieHUEe NPOEKTOB aKTOB (YKa30B U pacrnopsi>KeHUM)
Mpe3supeHta Poccunckon depepauum

1. MogroTtoBka n oopMaeHMe NPOEKTOB akKTOB (YKa30B 1 pacnops»xeHun) MNMpesunageHTa Poccnickom
depepaumn  OCyLLECTBNISIETCA rOCYAAapCTBEHHbIMWU OpraHamMm B COOTBETCTBUM C TMOPSALKOM,
yCTaHoBNeHHbIM [pe3naeHToM Poccuiickon ®depepaunmun, AgMuHucTpauuen rlpesupeHTa
Poccuinckon ®epepauunu, NpasutenscTBoM Poccuiickon ®depepavumn.

2. MpoeKkTbl akToB [lpe3npaeHTa Poccmnckon depepaunnm u rNpuioXKeHUs K HUM nedvaTaloTcs Ha
CTaHOapTHbIX nuctax 6bymarm A4 (210 x 297) wpucdtom Ne 15. BepxHee nosie LOKYMEHTa
yCTaHaB/MBaeTCs rpaHmuaMun 6naHka. JleBoe none - 2,75 cm, npaBoe - 2,25 CM U HMXKHee - He
MeHee 2 cM. Mpu oopMNeHnn NpoekTa akTa Ha OBYyX 1 Bonee cTpaHMLAX BEPXHEE NOJIe BTOPOWN U
nocaenyLwmx cTpaHul, CoCTaBsIieT He MeHee 2,5 cM.

3. NMpoekTbl akTOB lNMpe3ngeHTa Poccuinckonm Pepepaunm MMEKT Cleayrolmne peKBnu3nThbl:
HammeHoBaHue Buaa akTa (Ykas MNpe3npgeHTa Poccunckon degepauin nan pacrnops>keHune
Mpe3npeHTa Poccninckonm depgepaunn), 3aroji0BOK N TEKCT.

3aros10BoK rnevyaTaeTcsa Ha PacCTOSHUN He MeHee 9 CM OT BEepXHero Kpas JIncTa, NnuuweTcs ¢
NPOMMUCHON BYKBbI, BbIAENAETCS NONY>XMPHbLIM LWPUHOTOM. TOYKA B KOHLLE 3aroJioBKa He CTaBUTCS.
3aronoBOK, COCTOALWMIA U3 ABYX W Bosee CTPOK, NevyaTaeTcsa Yyepes 1 MeXCTPOYHbIA NHTepBal.

Ha4ano M KOHeL, KaXXAoW CTPOKWU 3arosioBKa LEHTPUPYIOTCA OTHOCUTENbHO coB «[lpe3naeHT
Poccunckon depepaumun». B oTaenbHbiXx pacnopsxeHuax lpe3sngeHTa Poccuinckon depepaunn
3aro/I0BOK MOXXET OTCYTCTBOBATb.

TekCT OTAeNnAeTCs OT 3aro/ioBKa JOMOSHUTENbHBIM MHTEPBAIOM 24 NT U NeYaTaeTcs Yyepes
nHTepsan 18 ntié,

TekCT nevaTaeTca OT J1eBOW rpaHMUbl TEKCTOBOIro nojid U BblpaBHMBaAETCA IO neBon un I'IpaBOIZ
rpaHvLLaM TeKCToBOro noss. Nepsas CTpOKa ab3aua HayMHaeTCs Ha PacCcCToOAHNN 1,25 cm oT neson
rpaHMLUbl TEKCTOBOIO NoJid.

TekcToBass 4YacCTb MOXET nMoApa3feNaTbCs Ha KOHCTATUMPYHOLLYIO YacTb - npeambyny wu
MOCTaHOBJISIOLLYIO YaCTb (B PacnopsiXXeHUN - PacnopsaAnTeNIbHYIO YacTb).

Mpeambyna B yka3sax lNpe3naeHta Poccnickon ®depepaunm 3aBepLUIaeTCs CJIOBOM «MOCTAHOBSAIO »,
KOTOpoOe nevyaTaeTCsa B pa3psanky.

MyHKTbI B TEKCTE HYMepYyTCca apabCckuMm LMdpamMmn ¢ TOYKOM 1 3ar0JIOBKOB HE UMEIOT.

MyHKTbI MOFYT pa3fenaTbCsd Ha NOAMYHKTbl, KOTOPbIE MOryT HyMepoBaTbCs apabckumu uundpamu
AN CTPoYHbIMU ByKBaMIM C 3aKpbIBatoLLEN KPYF10N CKOBKOM.

Bce n3MeHeHNs 1 [OMNONHEHUsA, BHOCUMblE B paHee I'IpI/IHﬂTbIIh YKa3 (pacnomeeHme), OOJIKHBbI
COOTBETCTBOBATb CTPYKTYype OCHOBHOIo HOPMaTUBHOIO aKTa.

Mpn Hanu4Yum NPUNOXEHUN K yKasy (pacnopskenHuio) lpesmpeHTta Poccunckon Pepepaunn B
TeKCTe Ha HUX obs3aTeNbHO AenaeTcsa CCblsKa.

HonyckaeTca neyaTaTb MPOMUCHLIMU OyKBaMW U BbIAENATb LIPUEPTOM OPYrol HacCbILLEHHOCTHU
haMunamm Npm NOAroTOBKE NMPOEKTOB YKa30B (pacnopsxeHuin) MpesnpgeHTa Poccmnckom depepaumn
Mo BOMPOCaM HarpaKAeHus rocyaapCTBEeHHbIMW Harpagamu, NPUCBOEHUSA MOYETHbIX, BOMHCKUX U
creunanbHbIX 3BaHUN Poccuinckon depepaumnn (B Apyrux caydasax He peKkoMeHayeTcs).

lMoanucs oToenseTcs OT TeKCTa AOMNONIHUTESIbHbIM UHTEPBasioM 32 NT XU COCTOUT U3 CNOB
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«Mpe3naeHT Poccuinckonm ®epepaunmn», MHULMaNa MMeHn n dammnun NpesnaeHta Poccunckon
depepaumnn.

CnoBa «[lMpe3naeHT» n «Poccnickon depepaunm» nevyaTaoTca B ABE CTPOKU HYepe3 1 MeXCTPOUHbIN
uHTepsan. OT rpaHuubl IeEBOrO0 MNOJSA MNevaTaloTcsa cnoBa «Poccmnckon depepaumm», a CnoBO
«[pe3ngeHT» LUeHTpUpyeTCcs OTHOCUTENbHO 3TUX CnoB. UHuUman nuMenn n pammnnsa MNpesngeHTa
Poccuinckonm ®egepaumm nevaTaloTCa y NPaBoOn rpaHuLbl TEKCTOBOIMO NOSA.

MecTo nspaHusa otnenaeTcsa oT nognucu, Kak npasunnio, AONOJIHNTEJIbHbIM NHTEPBaJIOM 48 nT
MEeXCTPOYHbIMN NHTEPBaJlaMN N NevYaTaeTCda OT NPaHuMLUbl 1€BOro noJsia: Mocksa, erMJ'Ib.

Ha pacnopsi»XeHnsax MecTo n3fgaHnga He nevyaTaeTcs.

JaTa npocTaBnaeTca nocse NoANMCaHnsa LOKYMeHTa, ohopMaseTcs CJI0BECHO-LNGPOBLIM criocobom
M oThenseTca oT pekKBusnTa «MecTo nsgaHusa» MeXXcTpodHbIM nHTepsasiom 18 nT. MNevyaTaeTcs oT
JNIeBON rpaHULbl TEKCTOBOIO MOS.

Homep npocTaBnfeTcsa nocse noanncaHus, nevyataetcsd oT neson rpaHMLUbl TEKCTOBOIO NoJid n
oThenseTcsa OT pekKBu3nTa «JlaTa» MeXCTPOYHbLIM UHTEPBAJIOM 18 nT.

K nopsakoBoMy HoMepy pacnops>xeHusa [llpesnpgeHTa Poccuinckon depepaummn 4epes peduc
no6aBnaoTCa CTPOYHbIE BYKBbI «Pri».

lMpusio)KeHns K NpoeKTaM yKa30oB U pacrnopsxeHun MNMpe3ngeHTta Poccunckon degepaunn
0hOPMJISIOTCA Ha OTAENbHbIX INCTax Bymarn.

Pa3Mepbl nonen, WpUPTbl 1 MEXCTPOYHbIE MHTEPBAJIbI NMPU NeYaTaHUU MPUSIOXKEHUA NOEHTUYHbI
pa3smMepaM, NPUMEHSIEMbIM NPU NMeYyaTaHUN TEKCTOB YKa30B (PacrnopsiKeHun).

MPUNOXKEHNSAMN  SBASIOTCA TOJIOXKEHWS, PerfiaMeHTbl, MepeyHu, CrUCcKU, rpadpukn, Tabanmubl,
obpa3subl JOKYMEHTOB 1 Ap. MpUNoXKeHU BUNPYIOTCS PYKOBOAUTESIEM OpraHa, BHECLIEero npoekT.

Ecnn B TekcTe faeTcs CCblIKa «COMJIacHO NPUJSIOXKEHUIO», TO Ha NepBON CTpaHMULEe NPUIoXKeHUs B
rnpaBoM BepxHeM yrny nuweTtcsa csoso NMPUJIOXKEHUE, HMXXe Yepe3 MeXXCTPOYHbIN nHTepsan 18 Nt
[aeTcsa CCblsIKa Ha yKa3 nnm pacnopsi>xeHue lMNpesmpeHta Poccuinckon ®epepauynmmn. Bce cocTaBHbIe
4aCTW PEKBU3UTA BbIPaBHMBAIOTCSA MO LLEHTPY OTHOCUTENIbHO CaMOn AJIMHHOWN CTPOKKU N NevyaTatTcs
yepe3 1 MeXCTPO4YHbIN MHTepBaa. MNpu HaANYNM HECKOSIbKUX MNPUIOXKEHUA OHU HYMepyTCA.
Hanpumep:

MPUNOXEHWE Ne 1
K YKa3y lNpe3npeHTa
Poccuinckon depepaumu
oT Ne

MpunoXXeHns 3aKaH4YMBAOTCA YepTOoN, PacChOSIOKEHHOW MO LEHTPY TeKCTa Ha pacCcTosaHUn
NMPUMEPHO TpeX MeXCTPOYHbIX MHTepPBasoB. [JNnHa YepTbl COCTaBMAET 2-3 CM.

Mpn HaanyMm B TeKCTe akKTa (OopMYyJSINPOBKU «YTBEPAUTb» (MpuaaraemMoe MoJIoXKeHne, CoCTaB
KOMUCCUN, MEPEeYEeHb MeponpuaTUA M Ap.) Ha CaMOM TMPUJIOXKEHUN B MNPaBOM BEPXHEM Yriy
pacnonaraetcs caoso YTBEPXKOEHO vnun YTBEPXIEH co cCbinkon Ha HOPMaTUBHbLINA aKT, ero aaTy,
HoMmep. Hanpumep:

YTBEPXXIOEHO
Yka3om lpe3npeHTa
Poccunnckon ®epepaunm
oT Noe
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Cnoea YTBEPXIOEHO wn YTBEPXIOEH B npunoXxeHmax cornacyiTcsa B pode W 4ucie C BUOOM
yTBEp)XOaeMoro pokKyMeHTa: nosioxxeHne — VYTBEPXKIOEHO, nporpamma - YTBEPXXIOEHA,
MeponpuaTua — YTBEPXKIAEHbBI.

3arosioBOK K TEKCTY MPUSIOXKEeHUa nevyaTaeTcs LUeHTpoBaHHbIM crnocobom. HammeHoBaHune BuAaa
JOOKYMeHTa — NpuIoXeHUs (nepBoe CJZIOBO 3aroJfIOBKa MPUIIOXKEHUS) BblAeNseTcs MPOnUCHbIMA
BykBaMu, NOMAY>XUPHbLIM LWPUEPHTOM N MOXKET bbiTb HanedaTaHo B pa3psagky (MO JT O X EHWE,
MEPEYEHDB,CMNWCO KN Ap.). MEXXCTPOUHbIA UHTEPBAJI MeXAY NepBON CTPOKOW 3arosioBka 1
nocnenywmmMm CTpoKaMm MOXKeT BbITb YBeSIMYeH Ha 6 MT.

3aro10BOK MNPUJIOXKEHNSA OTOEeNAeTCa OT faThl U HOMepa akTa A0MOJIHUTE IbHbIM NHTepBasioM 70 NT,
MHTEepBasaMn OT TEKCTA MPUNOXKEHUSA - OOMNOJIHNTENIbHLIM UHTEpPBasZIoM 24 MT.

Mpy HaMN4YMM B TEKCTEe MPUJIOXKEHUS HECKOJIbKUX pa3fdenoB WX 3arofloBKW MevyaTaloTcs
LL€HTPOBAHHbLIM CNOCOBOM (OTHOCUTENBHO rpaHUL, TeKCTa). ToOYKa B KOHLIE 3aroJioBKa He CTaBUTCS.
[onyckaeTcs BblAENATb 3aroJIoBKW pa3ienoB MoJly>XMPHbIM LLPUGTOM.

TeKCT NpUoXKeHNss MoXXeT BblTb ohopMieH B Buae Tabnuubl. Fpadbl U CTPOKN Tabanubl AOSKHbI
UMEeTb 3aroJIoOBKM, BblpaXKeHHble WMEHEM CYLWeCTBUTENIbHbIM B WMEHUTENbHOM Magexe.
MoA3arofIoBKU rpad M CTPOK FpaMMaTUYECKN A0JIKHbI ObITb COrslacoBaHbl C 3arosloBKaMu.

Ecnn Tabnunuy nedvaTatoT 6onee 4eM Ha OOHOM CTpaHuMLeE, 3arosoBOoYHas YacTb Tabnuubl
(HanMeHoBaHMe rpad) NOBTOPSAETCHA Ha Ka)XA0N CTpaHMLE.

JINCTbI NPUNOXKEHUSA HYMEPYIOTCSH CaMOCTOSATE/IbHO Ha4YMHas Co BTOPOro JIncTa.

Mpu HaNNYMN B TEKCTE MPUJIOXKEHNI CCbINIKM Ha CHOCKY OHa 0(hOPMJISIETCS 3BE3404KON UK LINGPO
CO CcKoOKOIM. TeKCT CHOCKM ne4vaTaeTcs 4vepe3s 1 MeXCTPOYHbIA MHTEpBan B KOHLE KaXOou
CTPaHMUbl WKW MOC/Ie MPUNOXKEHUA B LESIOM nof 4YepTon. Mocne cMMBOJSIa CHOCKW ee TekCT
nevyaTaeTcs C NponucHom BykBbl. B KOHLLE TEKCTa CHOCKM CTaBUTCA TOYKa.

Ha ogHonm CTpaHunue He O0JIKHO NMPOoCTaBNATbCA bonee TPpeX CHOCOK.

B nonoxeHusx, nporpammax, ycTaBax W Apyrux nofobHbIX AOKyMeHTax pas3jesibl U rfasbl
HYMEpYIOTCA, KaK MpaBuio, pPUMCKUMUN LupamMun, a NyHKTbl U NOANYHKTbl — TakK »Xe, Kak 1 B TeKcTe
yKa3a (pacnops»xeHus) [Npe3sunpgeHTa Poccunckon depepaunn. B yKasaHHbIX AOKYMEHTax WX
COoCTaBHble 4acTu (pasgenbl, noapasfenbl, MYHKTbl, MNOAMNYHKTbI) MOXHO TakXe HyMepoBaTb
apabckumn undpamun. Moapasaensl HyMepylOT B npeaenax pasnena. Homep nogpasaena OoJiKeH
COCTOATbL M3 HOMepa pa3sfena M HoMepa noapasfena, pasfesieHHbIX To4konm (Hampumep, 1.2.).
Homep nyHKTa [OJIKEeH COCTOATb U3 HOMepa pa3fena, nogpasfena W MNyHKTa, pa3fesieHHbIX
To4kamu (Hanpumep, 2.3.1.). NyHKTbI Npy1 HEOBXOAMMOCTU MOrYT NOApPa3AeNnaTbCsA Ha NOAMYHKThI,
KOTOpble AO0JKHbI MMETb MOPSAAKOBYIO HyMepauuio B npefeniax KaXAoro nyHKTa (Hanpumep,
1.2.2.1.).

Bu3bl npocTaBnsATCA Ha 060POTHOM CTOPOHE NOC/IeAHEro INCTa NPOeKTa yKa3a (pacrnopsixeHus) B
HMXXHEW ero 4yacTu.

Ha npunoXeHnsax K NpoekTaM yKa30B (pacnopsiyXeHUn) BU3bl MPOCTaBASAOTCSA TakXe Ha 06bopoTHONM
CTOPOHE MOC/IeAHEro INCTa NPUJIOXKEHNS.

O6pa3subl ohopMaeHNsa NPOeKToB akToB Mpe3naeHTa Poccuinckon degepaunn npuaaratoTcs.
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&

Ilpoekt

HE MeéHee 9 ¢Mm

YKA3

[TPE3UJIEHTA POCCUMCKOUW ®EJIEPALIUUA

O0 yreepxaennn Moaoxenusn
00 Ynpasaeunn Ilpesnaenta Poceniickoii Peaepaunn no
rocy1apCcTBeHHBIM HATPaaam

I8 nr

1. ¥reepaute npunaraemoe Ilonoxkenne o0 Ynpasaeuuu [lpesnaenta
Poceuiickoii @enepatiny no rocy1apcTBEHHBIM HArpaaaM.

2. Hacrosiwmii ykas BCTYNaeT B CHILY €O JIHSA €10 NOANHCAHH.

32 nor

L J

[peannent
Poccuiickon Meaepaunn

48 nr

Mockgpa, Kpemib
Ilﬂ nr
Jara
IIE nr
No

Obpa3zey ogpopmaeHns ripoekTa yka3sa lNpesngeHTa Poccunvickor @egeparnmn
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YTBEPAHJIEHO

Ykazom llpesnnenta
Poccuiickoii dMenepauun
OT No

NOJOKEHHE

0D ¥Ynpaeaenun [lpeznaenta Poceniickoii Megepannn
Mo rocy1apcTBeHHLIM HATpaaam

. ¥npaenenuwe  llpeswnenta  Poccmiickoit  Deaepanum no
rocygapcTBeHHBIM  Harpazam  (ganee —  Yinpaeinenue)  aBnsercs
CAMOCTOATENbHBIM — noapasaeneHieM  Aamunuctpauud  [lpesunenta
Poccuiickoii Denepanmm.

2. ¥Ynpaenenwe B CBOeH  JIeATEbHOCTH  PYKOBOJCTBYETCH
Koncruryumeit  Poccuiickoit  @enepauny,  denepaibHbiMH - 3aKOHaMH,
ykazamu W pacnopaxenuamu  [lpesunenta Poccuiickoii  ®enepaunm,
nonoxenrem 00 Aamunucrtpaunn Ilpesmwaenta Poccuiickoii denepaumm,
pacnopsaeHuaMu Aamuuuctpauuu Ilpesunenra Poceuiickoii Denepanmu, a
TAKAKE HACTOSALLHM NOJOKEHHEM,

(Jlanee TexkcT HE NPUBOAUTCA)
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&

[Ipoekt

HE MeHee 9 e

PACIIOPSDKEHUE

[MTPE3UJIEHTA POCUMUCKOW ®EJIEPALIMU

¥
l. Beimenute B 2020 roay w3 Pezepeuoro dQonga [lpesunenta

Poccuiickoil Menepaunn:

40 man pyOneil npaBHTENLCTBY ... obaactu aas [ocyaapcTBEHHOTO
MCTOPHKO-APXUTEKTYPHOTO W XYI0KECTBEHHOID MY3es-3aMoBe/IHHKA ... Ha
NPOBE/ICHHE PEMOHTA M PECTABPALIMH NAMATHHKA MCTOPHH M KYJLTYpA...,
PACTIONOAKEHHOTO N0 aapecy ...;

(Janee TeKCT HE NPHBOAUTCH )
32 or

[pesunent
Poccuiickoii ®enepanun

48 nT

L )

Hara |

18 nT

L

Ne

Obpa3sel ogopMaeHns rNpoeKTa pacriopsixeHns lNpe3naeHTa
Poccurickont ®egepaunn
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Mpuno>xxeHue Ne 8

MoproroBka n ochopMysieHne NPOEKTOB aKTOB (MOCTaHOBJIEHUM,
pacnops>keHuun)
MpaButenncTtBa Poccunckon depepauum

MoaroToBka u oopMaeHMe MPOEKTOB aKTOB (MOCTaAHOB/IEHUN N pacnops>XeHuin) MNMpaBnTenbCcTBa
Poccuickon ®epepaumn nposoauTcsa denepasbHbIMU OpraHaMum WCMOJHUTENbHON BRacTu B
COOTBETCTBUM C NOPAAKOM, yCTaHaBnMBaeMbIM lNpaBuTenbCcTBOM Poccumnckonm degepaunn.

MpoeKT mocTaHoBAEHUA UM pacnops>xeHus lMpaBuTtenbcTtBa Poccunckon degepaunin nedyaTaeTrcs
Ha CcTaHOapTHoM nucte bymaru cdopmata A4 wpudTom pasmepoM Ne 14. MpoekT akTa umeeT
cnefyoLuie peKkBmM3nThl:

HaumeHoBaHue Buaa akTa - NoCTaHoBMeHMe MNpaBuTenbCcTBa Poccuiickon degepaunv nnm
pacrnops>keHue MNpaBuTenbCcTBa Poccuiickon denepaunm.

JlaTa akTa oTAenseTcs oT HaMEeHOBaHUA BUAA aKTa, Kak MpaBuio, MeXCTPOYHbLIM NHTepBaIoM 24
NT, 0POPMISETCS CNOBECHO-LNGPOBLIM CNOCOO0OM, NevYyaTaeTcs LIeHTPOBaHHbLIM Cocobom,
NpocTaBAseTCs NpPU NOANMUCAHUN aKTa.

Homep nevaTaeTcs cpa3y nocie gaTthl apabckmmm umdpamm n cocTonT U3 3Haka Ne 1 NOPSAAKOBOro
HoMepa, NpUcBaMBaeMoro JOKyYMeHTY nocsie ero nognucaHuda, Hanpumep, Ne 143.

K nopsaaKkoBOMYy HOMEpPY pacnopsi>xeHus Yyepes gepunc gobasnsetca byksa «p», Hanpumep, Ne 153-p.

MecTo n3gaHns — oTAenseTca oT PeKBU3NTOB «[aTa» n «<HomMmep» MeXCTPOYHbIM UHTEpPBAJIOM 24
NT 1 oPopMJISieTCs LLEHTPOBAHHbLIM Crocobom.

3aros10BoK rnevyaTaeTcsa Ha pacCcTosiHUN He MeHee 10 CM OT BepXHero Kpasi JIMcTa C NpornmncHOM
OYKBbI, Yepe3 04NH MEXCTPOYHbIA NHTEPBAJ N BbIAENSETCSA MOJIY)KUPHbLIM LUPUEHTOM. 3arosIoBoK,
Kak NpaBuJio, OTBEYaET Ha BOMPOC: 0 YeM (0 KOM) u3faaH AOKYMeHT. To4YKa B KOHLIe 3aroJloBKa He
CTaBUTCSH.

TekCT oTaenseTcsa OT 3aroJ/ioBKa MEXXCTPOYHbIM MHTepBaJZioM 24-36 NT U NevYaTaeTcsa C UHTepPBaJIOM
18 n.

TekCT nevaTaeTca OT JeBOW rpaHMUbl TEKCTOBOIro nosd M BblpaBHUMBaAETCA IO neBon u I'IpaBOVI
rpaHvLLaM TeKCToBOro noss. [Nepsasa CTpPOKa ab3aua HayMHaeTCsa Ha PacCToAHNN 1,25 cm oT neson
rpaHMUbl MonA.

TekCT MOXKeT NoApPa3AeNsiTbCA Ha KOHCTATUPYIOLLYO YacTb (Npeambyny) 1 MOCTAaHOBASAIOLLYIO HYacCTb
(B pacrnopsi>xeHUsiX — pacrnopsianTenbHyto).

Mpeambyna B npoekTax nocTaHoBneHun [lpaButenbcTBa Poccuickon depepaunn 3aBepluaeTcs
cnosamun «lMpaBuTenbCcTBO Poccunckonm degepaun noCTaHOBAAGT», NMOC/e4HEE CQIOBO NevyaTaeTcs
MONY>XNPHbLIM LLUPUGTOM B paspsaaky.

Mpeambyna MOXET OTCYTCTBOBaTb, €C/AM MpeArnucbiBaeMble AEWCTBUS He HyxAalTca B
pa3bsACHEHWN.

MocTaHoBAAOWaAA (pacnopsauTesnbHas) 4YaCTb MPOEKTOB MNOCTAHOBJAEHUN (pacnopsi)KeHunn)
MpaBnTenbcTBa Poccnnckonm depepaunm, Kak NpaBuao, Nogpa3nensieTcs Ha NMyHKThI.

MyHKTbI HyMepyloTCcs apabcknumm LmcpamMmn ¢ TOYKOM 1 3aroslOBKOB HE NMEIOT.

Mpn HanMuYMM NpPUNOXEHNN K MoCTaHoBAEeHUIO (pacnops>xeHuto) [MpaBuTenbcTBa Poccumnckom
depepaumn B TEKCTE Ha HUX 06513aTeNbHO AeslaeTCcs CCbIJIKa.
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lMoannce oTAeNAeTCA OT TEKCTa MEeXXCTPO4YHbLIM MHTEpPBaJZIoM 36 NT U COCTOUT U3 CJI0B
«Mpencepnatens MpasutenbcTBa Poccninckon depepaunmn», MHALKNANA UMEHU U haMUINK
Mpencepnatens MNpasutensctea Poccnnckon ®epepaunn. Cnosa «Mpeacenatens MNpasutenscTtea» u
«Poccunckon depepaunm» nevyaTtaloTCsa B ABE CTPOKN Yepe3 1 MeXCTPOoUHbIN nHTepsan. Cnosa
«[pencenartens MpaBMTeNbLCTBa» NeYaTalOTCA OT JIEBOW FPaHULLbI TEKCTOBOMO Nos, a cjloBa
«Poccunckon depepaunm» LEHTPUPYIOTCA OTHOCUTENLHO NEPBON CTPOKNU pekBu3nTa. NHnunan
nMmeHun n pamunusg Npepcepatena NpasuTenocTBa Poccunckon depepaumv nevyaTaroTcs y npasoun
rpaHnLbl TEKCTOBOIrO NOJIS.

lMpusioXKeHns K NPOeKTaM aKTOB (MOCTaHOB/IEHU N pacnops>xeHunn) MNMpasuTenbcTBa Poccumnckom
depepaumn NevyaTaroTCA Ha OTAEbHbBIX MCTax ByMaru n BU3NPYrHOTCA.

Pasmepbl nonen, wWpudTbl M MEXCTPOYHbIE WMHTEPBasbl MPW MeYyaTaHUM TekCcTa WUAEHTUYHbI
pasMepam, NMpMMeHseMbIM Npu 0POPMIIEHNN TEKCTOB NOCTAHOBJIEHNI (Pacnops>KeHW).

Mopsafok ohopMeHNA MPUNOXKEHNIA K NPOEKTY MOCTaHOBAEHMA (pacropsixeHns) MpaButenbCcTBa
Poccuiickon depepaumn aHanormyeH OQOPMAEHUIO TMPUIOXKEHUA K TMPOEKTaM YyKa30B
(pacnopsixxeHun) MpesnageHTa Poccuinckon depepaumn.

Bu3bl npocTaBnsATCA Ha 060POTHOWM CTOPOHE NOC/eAHEro IMCTa NepBoro aK3eMnjaspa
(mMoOSIMHHMKA) NpoeKTa NOCTaHOB/IEHUS (pacnopsXXeHUsA) B HUXKHEN ero 4acTu.

Ecnn B TekcTe npoekTa akTa [lpaButensctBa Poccunckon ®depepaumm ynomMmHalOTCA paHee
npuHaTbie akThl [pe3ngeHTa Poccuinckon ®epgepaumm nnum NMpasmntensctBa Poccninckom Genepaunn,
TO [enaeTcs CCblJIka Ha COOTBETCTBYIOLWNNA OhuLManbHbIN NCTOYHUK X onybankKoBaHus, Hanpumep:
«(CobpaHune 3akoHogaTenbcTBa Poccmnckonm depepaunm, 2017, Ne 14, cT. 2062)».

Ecnu noarotasnmBaembln akT MpaButenscTtBa Poccuinckon depepaunm BnedeT 3a cobon BHeceHUe
U3MEeHeHUn wWan [OOoMOoJSIHEHUN B Apyrue akTbl [paBuTenbctBa Poccunckon depepauunn, 3Tu
U3MEeHeHNa NN OO0MNOJIHEHUA BKJIIOYAlOTCA B MPOEKT MNOAroTaB/IMBAeMOro akTa Win
npeacTaB/AOTCA B BUAE CaMOCTOATE/IbHOMO akTa OAHOBPEMEHHO C HUM.

MpoekT akTa NpaBuTenbcTBa Poccunckon ®egepalm no opraHn3saLnm NCNosHeHUs peaepanbHOro
3aKOHa wunu akTa [pe3mpeHTa Poccunckonm depepaumm L[OJKEH codep)xaTb CCbIIKY Ha
COOTBETCTBYIOLWMIN henepasibHbIN 3aKOH nnu akT MNMpe3ngeHTta Poccunckonm Gepepaunn.

B npoekTax mnocTaHoBAeHuUn [lpaBuTenbcTBa Poccuinckon depepaummn ynoTpebnsaTca MNosiHble
opmumanbHble HAMMEHOBaAHWA OPraHOB W OpraHu3auuiA, B MPOEKTax PacCropsXXeHUn — ux
COKpalleHHble ohuLmnaibHble HanMeHOBaHUS.

JOoKyMeHTbI (I'IpOFpaMMbI, NMoJIOXKEHUA, pernaMeHThl, NnJiaHbl, HOPMbI U )J,p.), KOTOpPbIE npenyjiaraeTtcs
yTBEpPAUTbL MOAroTaBAMBaeMbiM MNPOEKTOM akTa [lpaBuTenbCTBa Poccunckonm depepauunn, B
obs3aTenbHOM nopagke npmnnaratldTca K AaHHOMY MPOEKTY aKTa.

MpoekTbl akToB [lpaBuTenbctBa Poccunckon Pepepaumm npencrasnawTca B [paBUTENbCTBO
Poccuinckon ®epepauumm C COMPOBOAUTESNIbBHBIM MWCbMOM, B KOTOPOM YKa3blBaeTCA OCHOBaHWe
BHECEHMA NPOEKTa aKTa, a TakXXe cofep)xaTcsa CBeAeHMA 0 COAEeP>KaHUN 1 CorjlacoBaHUM NpoeKTa
aKTa WAM OTCYTCTBUM cornacoeaHma (c ykasaHmeMm npu4duH). ConpoBoAuTeslbHOe MNUCbMO
noonucbliBaeTCcs pykoBoauTesneMm enepasbHOro opraHa WCMOJHUTENbHOW BAAcTU WA JIALOM,
UcnonHawwWwmMm ero obsasaHHoCcTW. [IpoekT akTa BU3NPYeTCHA JNLOM, BHOCALWMM MPOEKT, WU
COrlacoBbIBaeTCA B MoOpsiike, YyCTaHOBAEHHOM PernameHTtom [lpaButensctBa Poccuinckom
depepaumu.

Ob6pa3ubl ohopMIeHNA MPOEKTOB akToB MNpaBuTeNbCcTBa Poccuinckon deaepauunm npuiaratoTcs.
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IlpoexT

MPABUTEJILCTBO POCCUHCKOH ®EJAEPALIUH

[TOCTAHOBIIEHME
IZ-‘-IHT

I 24 nr

O yreepanenun [pasua aeaonponieoacTea B gelepaibHBIX Opravax
HCTIOJIHHTEILHOH BJAACTH

MOCKBA

24-36 nr
B coorsercreun co crateed 11 @enepansnoro sakona "O0 undopmanmmn,
HHPOPMAITMOHHEIX  TEXHOIOTHAX H O 3ammMTe HHbopMauuu" [IpaBHTENLCTRO
Poceniickoii QepepaumunocranoBas e e

1. ¥Teepaure npunaraemeie [lpasuna .. ..

(Jlanee TeKCeT He NPUBOANTCA)

36 0T

[Ipencenarens [lpapurenscrea
Poceuiickoil ®epepauun H. ®amunns

Obpa3sel ogopMaeHns rNpoeKTa noctaHoBsieHUs lNpaBuTenscTBa Poccuiickon ®eaepaunmn
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[poekT
[MPABUTEJILCTBO POCCUHCKON ®EJEPALIUHA

PACITOPAXEHMWE

24 it

oT r. No

I 24 nr
MOCKBA

24-36 nit

YTBEpAHTE NpHIAragMmele  TeXHHYECKHE TpeDOBAHMA K OpPraHH3alMu
B3aUMO/JIeHiCTBHA CHCTEMBEI MERBEIOMCTBEHHOTO WIEKTPOHHOTO
i lﬂK}’MEH']'ﬂﬂﬁﬂpﬂ'l'ﬂ C CHCTEMAMH '}:]EH']'PE?EI}I{}] 0 ,-'lﬂfi:}"i"riL"El'i'l'.lﬂﬁﬂpﬂ']'ﬂ

{I}tﬁ.‘[ﬁ'p&lththx OpraHoR HCIOJIHUTEIBHOH BJIACTH.
F

36 nT
¥
[lpencenarens [Ipapurenscrea
Poccuiickoii @enepanmn H. damunus

Obpa3zel ogopMaeHns rnNpoeKkTa pacriopsixeHns lNpasutenbcTBa Poccuiickoi ®eaepaumnm

Mpuno>xxeHue Ne 9

Mopapnok opopmMmneHns NPOTOKOJIOB 3acenaHUM (coBelaHun)

MpoTOKON COCTaBssAeTCA Ha OCHOBaHWM 3anucen, nNpou3BeOeHHbIX BO BpeMsa 3acefaHus
(coBewaHunn), npeacrtaBiieHHbIX T@3MCOB, LOKIAL0B U BbICTYNJIEHUN, CNPABOK, MPOEKTOB peLleHnn 1
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ApYyrux MmaTepnasos.

B rocynapcTBEHHbIX OpraHax, opraHax MecTHOro caMoyrnpaBJiEHUsI MPOTOKOJIbl MOTYT N34aBaTbCSs B
nonHoM ¢GopMe MAM KpaTKOW hopMe, Mpu KOTOPOM onyckaeTcsi xon obcyxaeHus Bomnpoca wu
prKCUpyeTCs TONbKO NPUHSATOE MO HEMY peLleHMe.

TeKCT NosIHOro NPOTOKOJ1a, Kak MPaBuo, COCTOUT M3 ABYX YacTel: BBOAHOW U OCHOBHOW. B BBOAHOW
4acCTU yKa3bIBAOTCA PaMUINL U MHMLMALI NpeacenaTens (npeacenaTenbCTBYIOLLEro), cekpeTaps,
VL, MPUCYTCTBOBABLUMX Ha 3acefaHun, W, npu HeobxoAuMMOoCTW, WL, MNPUrnalleHHbIX Ha
3aceaHune. Ecnn konun4yecTsBO MPUCYTCTBYHOLWNX TMpeBbILUaEeT 15 4yeJsioBek, B BBO,D,HOVI 4acTun
NPOTOKOJIa AenaeTcs CCblJIKa Ha CMUCOK MPUCYTCTBYIOWMNX, SBASIOWMIACA HEOTbEMIEMOWN YaCTbio
NpoTOoKOoJIa, HanpuMep:

MpucyTcTBOBaAN: 25 4en. (CNMCoK NpuiaraeTcs).

Ecnn B 3acepaHuum (coseLlaHnn) NMPUHNMAKOT y4acTme npeactaBUTENN Pa3HbIX FrOCyAapCTBEHHbIX
OopraHoB, OpraHoB MeCTHOro camMoyrnpaBJieHuns, OpFaHVI3aLI,I/IIZ, YKa3blBaeTCAaA MeCTO pa60TbI n
OOJDKHOCTb Ka)kaoro nauvua. MHOroCcTtpoyHble HauMeHOBaHWUA OOJKHOCTEN MPUCYTCTBYHOLWNX
nevyaTtaloTCAd 4epe3 oaunH Me)KCTpO'-IHbIIZ nHTEpBa.

BBooHas 4acTb MNPOTOKOMA 3aKaHYMBaeTCs MOBECTKOW [OHS, coAep)Xallehn nepevyeHb
paccMaTpuBaeMbIX BOMPOCOB, MnepeydncineHHbIXx B Mnopdaake mMx pacCMOTpeHunA Ha 3acedaHun, C
yKasaHueM [okJadynka Mo Ka)KAoMy paccMaTpuBaemMoMy BoOMpocy. Bonpocbl MoBecTKW AHSA
hopMynMpyoTCa C NpennoroMm «o» («06»), nevyaTaroTCs OT rpaHULbl JIEBOrO MoJis U HyMepyloTcs
apabckmumm undpamu.

OCHOBHas 4acTb MPOTOKOJIa COCTOUT M3 pa3fenioB, COOTBETCTBYIOLMX MYyHKTaM MOBECTKU LOHA.
TeKCT KaXxgoro pasgesia CTPOUTCHA Mo CXeMe:

CNYLLANN:
BbICTYNUN:
MOCTAHOBWIN: (nnu PELLUWNIIN:).

OCHOBHOE colep)XaHWe [OKJAJOB W BbICTYMJIEHUA BKJIOYAeTCA B TEKCT TMPOTOKOAA WK
npunaraeTcs K HeMy B BUAE OTAEJIbHbIX MAaTeprasioB; B MOCAEAHEM Cjlydae B TEKCTEe MPOTOKoa
fenaeTcss oTMeTKa «TeKCT BbICTYM/JIeHUs npunaraeTcs». [loCTaHOBseHME (pelueHne) B TeKCT
NMPOTOKOJIa BHOCUTCS MOJIHOCTLIO B TON (DOPMYSINPOBKE, KOTopas 6biia MPUHSATA Ha 3acefaHuu; npu
HeobXxoAMMOCTM NPUBOAATCA UTOMM FONOCOBAHUA: «3a - ..., MPOTUB - ..., BO3AEPXKaNoCh - ...».

ConepmaHme 0Ccoboro MHeHWusl, BbICKa3zaHHOIo BO BpeM4A o6cy>Kp,eH|/|$|, 3alncCbliBaeTCA B TEKCTE
MPOTOKOJIa NnocJsie CoOoOTBETCTBYKOLWENro NoCTaHOB/IEHNA (peLLIGHI/Iﬂ).

TeKCT KpaTKoro MNPOTOKOJIa TakXKe COCTOUT M3 JBYX YacTeil. B BBOAHOM 4acTU YKa3blBalOTCH
MHULMaNbLl 1 haMuanmn npeacenatens (NpeacenaTeNlbCTBYIOLLEr0), CEKPeTaps, a TakXe MHULWANbI
1N hpaMnanM NPUCYTCTBOBABLUMX NNL,.

CnoBo «[lpucyTcTBoBanM» NevyaTaeTCsa OT rpaHuULbl J1IEBOro MNoJsisi, NOAYEPKMBAETCS, NOCAE CJIoBa
CTaBUTCS ABOETOYME. HM)Ke nmevyaTaoTCss HAMMEHOBaHNS AOJ/IKHOCTEN NPUCYTCTBOBABLLNX, a CripaBa
OT HaUMeHOBaHMA OO/DKHOCTEN - UX MHUUMaNbl U PaMuannu. HammeHoBaHUA OOJIKHOCTEN MOryT
yKa3blBaTbCa 0606LwweHHO, Hanpumep:

MpucyTcTBOBaNN:

3amecTunTenb MMHNCTPaA SKOHOMNYECKOT O
pa3sutna Poccunckon degepaunn N.0. Pamunms
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3amMecTuTenn pykosoanTensa Pocapxuea n.0. damunng

B OCHOBHOW 4acTu NpPOTOKOJIa YKa3blBaeTCsi HOMep BOMPOCa B COOTBETCTBUM C MOBECTKOW AHS,
coep>KaHue Bonpoca 1 NPUHATbIE peLLeHNs.

HanmeHoBaHMe Bonpoca HymepyeTca apabckon ungpon n popmMmyanpyeTcs C Npensiorom «o» («o0b»),
rnevyaTtaeTca LUEHTPOBAHHO, MOAYEPKMBAETCA OAHOW YEepToM HMXe nocsedHen CTPOKU Ha
paccTosaHun He 6onee wuHTepBana. Moo 4epTon ykKasbiBalTCA (aMuanmM OOJIKHOCTHLIX Jul,
BbICTYNMBLUMX Npu 06CYy>XAEHUN OAaHHOro Bonpoca. ®aMuana 0OCHOBHOIO AOKIaA4YMKa yKa3blBaeTCs
nepson. PaMunmm nevyaTtatoTcsa Yepe3 1 MeXXCTPOYHLIN MHTEepBaIl.

Hu)xe nevyaTaeTcs NPUHATOE MO BOMPOCY peLleHune.

MpoTokon MoAnUCbIBAaeTCa MpeaceaaTesbCTBYIOWMM Ha 3acedaHunm U cekpeTapem. [LOaTon
NPOTOKOJIa SABNISIETCS AaTa 3acedaHuns (CoBeLLaHmns).

lMpoToKo/1aM nMpuceBanBalOTCA MOPAOKOBbLIE HOMepa B npefesiax KaJseHoapHoro roga othesibHoO no
Ka)kaomn rpynne rnpoToKOoJ10B: MPOTOKO/JbI 3acejaHnin Konnerun, MPOTOKOJIbl KOOPANHALUMNOHHbIX,
MeToANYEeCKMX, IKCMEePTHbLIX COBETOB W APYruxX oOpraHoB. [1pOTOKOJIbI COBMECTHbIX 3acepaHumn
nMMerT COoCTaBHble HOMepa, BKJlOYakouwmne nopAanokKkoeble HOMepa MPOTOKOJ1I0B opraHm3a|_|,v||7|,
NMPMHNMaBLWNX yYy4aCTne B 3aceaHnNN.

Homepa mocTaHoOBAEHUI (pelleHnin), n3gaBaeMbiXx Ha OCHOBAHUM MPOTOKOJIOB 3acedaHuin, MoryT
COCTOSITb N3 HOMepa NPOTOKOJ1a, HOMepa pacCMaTPUBAEMOro BOMPOCa B MOBECTKE AHS.

K HoMepaM MpOTOKOJIOB U MOCTaHOBMEHUN (pelleHuin) MoryT npubaBnatbcsa GyKBeHHble KOAbl B
COOTBETCTBUN C CUCTEMON perncTpauunm, NpUHATON B rocyaapCTBEHHOM OpraHe, opraHe MeCTHOro
camoynpaBfieHus.

Konuu MnpoTOKOMI0B MPU HEeobXO0AMMOCTU PaCChiIAlOTCSA 3aMHTEPECOBaHHLIM OpPraHU3auuam u
JOJDKHOCTHBIM /ilaM B COOTBETCTBUW C YyKasaTesleM pacChiIKW; YyKa3aTelb COCTaBasAeT U
noaonncbliBaeT OTBETCTBEHHbIN NCMNOJNTHNTENb CTPYKTYpPHOro noapasaesieHns, roToBuBLUEro
paccMoTpeHue Borpoca. [loBeieHWe MNPOTOKOJIOB [0 3aMHTEPECOBAHHbIX JINL,  MOXET
OCYLLIECTBASATLCS B 3/IEKTPOHHOM BUAe.

B oTAeNbHbIX C/lyqasaX MPUHSATbIE pPeLeHns MOryT AOBOAUTLCS A0 3aMHTEePEeCOBaHHbIX JINL B BUAeE
BbIMNCOK N3 MPOTOKOJIOB, KOTOPble 0(PpOPMIAIOTCS HA COOTBETCTBYOLEM 6/1aHKe, NOAMMCbIBAOTCS
npefacepnatenemM (nNpencenatenbCTBYOWMM) U CEKpPeTapeM WM  3aBepstloTca Mo npaBuiaMm
3aBepeHns Konuim OKyMeHTOB.

MpoTokosbl NevyaTaloTcsl Ha 6naHke NpoTokona, obuweM 6naHke MM CTaHAAPTHOM nncTe Bymaru
¢opmaTa A4 1 MMetoT Clieayioline PeKBU3NTDI:

e HaMMEHOBAHME TroCydapCTBEHHOro0 oOpraHa, opraHa MeCTHOro CaMoyrnpaBfieHus -
yKa3blBaeTCs MoJIHOe oduuUnaibHOe W CcoKpalleHHoe (B cKobkax) HauMeHOoBaHuUS
rocylapCTBEHHOr0 OpraHa, opraHa MecTHOro CamoyrpaB/eHUs;

e BUA AokyMeHTa - IMPOTOKOJI (ecnm npoTokon odopmaseTcs Ha obuwem 6naHke wnum
CTaHgapTHOM Jaucte 6ymarm, cnoso [MPOTOKOJT nevaTaeTca nponucHbIMKU OBykBaMu
BPa3psALKY, MONYXKMUPHBLIM LLUPUGTOM pa3MepoM Ne 17 1 BbIpaBHUBAETCA MO LLEHTPY);

e BUJ 3acelaHusl, CoBellaHusa oTAenseTcds OoT npedblayllero pekBu3uTa AByMS
MEXCTPOYHLIMU UHTEPBAJSIaMU, NevyaTaeTCs MOJIY)KMPHbIM LUPUEMTOM U BbipaBHUBAETCSA MO

LEeHTpY;
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* MeCTO NnpoBefeHns 3acefaHunsa (coBellaHns): yKasbiBaeTcsa (Mpyn HeobxoommocTn), y KOro
MPOBOAUNTCSA COBELLaHNE NN B KaKOM MeCTe; rnevyaTaeTcs Yepes 2 MeXXCTPOYHbIX UHTEpBasa
rnocsie peKBm3nTa «BupA 3acefaHmns, CoBelaHnsa» N BbipaBHUBAETCSH MO LLEHTPY;

* [NaTa NPOTOKOJa,

* pPEerncTpaumnoHHbIN HOMep NPOTOKOJIA;

® TeKCT NMpPoToKoJa,

e NoANnUCb (NOAMUCK) - OTAENAETCHA OT TeKCTa 2-3 MEeXCTPOYHbIMU UHTEepBaslaMn U COCTOUT
n3 cnosa «lpepcenaTtensb», ecnam 3acefaHue (cosellaHne) NPoBOANIOCE MO PYKOBOACTBOM
KoJi1lernasabHOro uan cosewaTebHoro (KoopaAnHaLMoHHOro, MeToANYeCcKoro) opraHa, uau
HauMeHoBaHMA LOJDKHOCTUK nua, npeacefatesibCTBOBABLUEro Ha 3acefaHun (coBewaHunm),
cekpeTaps, JuM4YHOWM noanucu (noanwucen), pacwnpoBKM noanucen (MHUULMANBE W
hamnnunsa(n). B oToenbHbIX, YCTAHOB/IEHHbLIX 3aKOHOOATeNbLCTBOM Poccmnckon denepaunn
cnyyasax (Hanpumep, MPOTOKOJIbI aTTeCTauMOHHbIX, KOHKYPCHbIX KOMUCCui),
MOAMUNCHIBAOTCA BCEMU YSleHaMN KOMUCCUMN.

Moannce (mMoanncu) nevyataeTcsa OT NEBOW rPaHMLLbl TEKCTOBOIMO NOAA OKYMEHTa.

O6pa3ubl MPOTOKOJIOB NpuUaralTCs.
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lep6*

|[HAHMEHOBAHHE MNOCYJAPCTBEHHOI'D OPTAHA, OPTAHA MECTHOTI'O
CAMOYINPFABIEHHA]

MPOTOKOJ

JACCIaHHA H:—]}I"-l HO-TCXHHYCCKOID COBCTA

No
Mockea
[Mpeacenarensereyiomunii — @amunna H.O.
Cexperapb — amunua H.0.
[Mpucyrerposany: 30 yenopek (CNMCOK NPHIAraeTes)
[MOBECTEA JIHA:
1. O mepax no peaan3auny NporpaMmel ...
Hoknan samecturens Pykogoaurens ...
2. ...
1. CIIVIUAJIH:
Gamunua H.O. - Texer noknaaa npuiaraeTcs
BLICTYTIHJIH:
®amunna M.0O. - kpatkas 3anmch BLICTYIICHHA
Damunua M.0O. - kpaTkas 3anmck BLICTYIUICHHA
NOCTAHOBHWJIH:
1.1.
[ .
2. CIYVIUAIIH:
[IpencenarenbeTRYIOMHA [Toanuee H.O. damunua
Cekperapb [Moanues H.O. damunus

* locynapcreennslii repd Poccwiickoil ®enepaunn, repd (repansanyeckHil 3nak) cyObekTa
Poceniickoii Deaepaumn, MyHHUHNAILHOTO 00pasoBaHHg
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ObpaseL ogopMaeHns NoJIHOro rnpPoToKoa
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| 'L‘pﬁ*

NPOTOKO.I

COBEIIaHHA ¥ PYKOBOIMTENA [HAMMEHORAHHE IOCYIAPCTBEHHOTO OpraHa,
OpPraHa MECTHOI'O CaMOYIIPABIEHHA |

HMBAHOBA M.H.

No
Mockea
| IpucyTecTrOoBaIM:
HaumeHoOBaHHE TOKHOCTH - Damvuana M.0,
HaumeHoBanHe 10KHOCTH - hamvuana M.0,

1. O BBINOJIHEHHH TOIOBOTO MJaHa HAYYHO-HCCIE/I0BATENLCKOH paboThl
BHWUHWJIA L

(DPamunua H.O., Pavunna H.O., Qamunua 1.0, ...)

1. [IpHHATE K CBEJIEHHIO ...
2. Inpekropy BHHHJIA ...

2. O BBEIEHHH Mep MO ...

(Damuaus H.0., @avuana M.0., @amunua H.0. ...)

1. ¥YCTanoBHTE, UTO ...
2. ObecneyuuTh ...

PykoBoanTeNL H.0. damunus

* ['ocynapereennwid repd Poccwuiickod @epepauuu, repd (repanbiHUeckni 3HakK) cydnexTa
Poceuiickoii (Penepauum, MYHHUHNATLHOO 0DpaloRaHHA
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Obpa3seL opopMaeHNS KpaTKOro rnpoToKos1a

Mpunoxenue Ne 10

Fept®
|[HAHMEHOBAHHE
FOCYJIPCTBEHHOI'O OPI'AHA, 3aMECTHTENO  JIMpeKTopa
OPI'AHA MECTHOI'O no wayunoii padore HWM
CAMOYITIPABJIEHHA] Tpyaa U sapaboTHoii naaTh
ya. 'enepana Epmonosa, . 12,
Mockna, 103000 [Terpory ILIL

Ten. B (495) 000-00-00, renSdake 8 (495 ) 000-00-04
e-mail:aaaiieov.mr; hops/waw aaan.

e-mail:trud 77 7@ mail.ru
Ha No oT

Ne

Cl‘ HANPaBICHHH JAMEMAHHUH HAa NJIaH-
MPOCICKT HAYYHOrO J0KIa01a

Yeaxaemerid [lerp [erposuu!

Hanpasnsem Bam zamedanns U npeUioskKeHUA HA IUIAH-TPOCICKT HAYYHOIO
JIOETE T w() MCPdx 110 C'I'HM}’.’]HPUBHH Y p{){J'l'El '.-!-Elp.'-.lﬁ{‘.l'l'HUﬁ [U1ATHEl B pElZiJIH'-IHh[X
OTpac/Iax IKOHOMHEH: OTECHECTBCHHBIH H EHp}“ﬁﬂ}KHHﬁ OINTRIT .

[Ipunoaxenne: Ha 5 1. B | 23K3.

C yeasenuem,

3aMECTHTE b PYKOBOHTENA H.H. Hoenkor

Bacunwesa Bepa Bacuasesna — penyumii cneunanuer denapramenra.. .,
8 (495) 000-00-00, e-mail:Vasileva_ VVig@gov.ru

* locynapersennwii repd Poceuiickoll @eacpaunn, repd (repanbJHYeckHil 3HaK) CcyOLEKTa
Poccuiickoil @enepaluny, MYHHIHIANEHOTO 0DPaI0OBEAHNHA
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Obpa3zeu oppopmaeHns cayxebHoro nucbma

MpunoxeHue Ne 11

anMeprlﬁ nepeyvdyeHb HeperncTtpumpyemsbixX BXoaoawux .I:l,OKyMEHTOB[Q1

1. AHKeThI (pe3tome), HanpaBiseMble B LiesiaX TPYAOoyCTPONCTBa.

2. byxrantepckue HOOKYMeHTbl (Byxrantepckass OTYETHOCTb, CYeTa, cyeTa-haKTypbl, aKThbl
CBEPKM B3auMMOpaCHeToB, aKTbl MNPUEMKU-NEepenavyn OCHOBHbIX CpPeAcTB, TOBapHbIe
HakNnagHble).

3. TOCTbl, TeEXHMYECKNE pernamMmeHTbl, pykoBoaAawmne n gpyrme AOKyMeHTbl Mo TEXHNYECKOMY
perynmpoBaHuio n CtTaHOapTU3aunun.

4. 'pahnKKn, HapsaLabl, 3a9BKN, pa3HapaaoKu.

5. JOKyMeHTbl  (NpoeKTbl  OOKYMeHTOB), Tpebywwwme noanucaHma  (cornacoBaHus,
yTBEPXOEHMS) 1N NoCaeayloLllero Bo3BpaTa.

6. KOHKypCHaa OOKyMeHTauus.

7. Hay4Ho-TexHn4yeckasa 1 npoeKkTHasa AOKYMeHTauus.

8. KoppecnoHaeHUMs, agpecoBaHHas paboTHUKaM opraHmn3aunm C NOMeTKoN «JIN4YHO».

9. OTyeTbl 0 HAUP.

10. MevyaTHble M3gaHUa (KHWUMK, XKYpHalibl, raseTbl), KaTasoru, TexHu4yeckas nnTepaTypa,
TeMaTnN4eCKne n cneynalsibHble C60pHVIKI/I, nnakKaThbl.

11. NosgpaBuTenbHbIe NMUCbMa U TenerpamMmmsbl, 6ﬂar0,ﬂ,apCTBeHHble nMMCbMa W TenerpamMmmsbl,
npurnacnTesbHble buneTsol.

12. MNMpenckypaHThl.

13. MpurnacuTenbHble buneTbl, NpUrialeHns.

14. MporpamMMbl KOHEPEHLLMIA, COBELLAHUWIA.

15. PeknaMHble MaTepuanbl (MUCbMa, IMCTOBKN, MPOCMEKTbI, BykneTol).
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16. Y4ebHble nnaHbl, NpOrpamMmmsl.

17. ®opMbl 1 61aHKKN, B TOM Ymcie popMbl CTAaTUCTUYECKOM U MHOM OTYETHOCTMW.

Mpuno>xxeHme Ne 12

TunoBble CPOKU UCNOJIHEHUA O,OKYMEHTOB B rocyfapCTBeHHOM opraHe,
OopraHe MeCTHOro caMmoynpasJjieHusna

Bunpg nokymeHTa

MapnamMeHTCKUiA 3anpoc
(3anpoc CoBeTa
depepauunn,

FocypapctBeHHOW AyMbl)

3anpoc 4neHa CoBeTa
depepaumnu, penyrtaTa
FocymapcTBeHHOW [ymbl

(menyTaTckomy 3anpocy)

lMpencrtasneHne
CyeTHOW NanaThl
Poccunnckon ®epepaunm

lMpoTecT npokypopa Ha
npoTmBopeYaLLni
3aKOHY NMpPaBoOBOW aKT

CpoK ucrnosHeHuns

He No3aHee 4YeM yepes
15 gHen co aHA
nony4yeHuns
napslaMeHTCKOro
3anpoca nan B NHON,
YCTaHOBJIEHHbIN
COOTBETCTBYHOLLEN
nanaton ®epepanbHOro
CobpaHuna Poccuinckon
depepaumun Cpok

He no3gHee 4eM yepes
30 goHen co oHsa ero
MONyYEeHUNSA NN B UHON,
COrJJaCoBaHHLIN C
MHMLKNATOPOM 3anpoca
CpOK

B TedyeHune 30 oHen co
OHA BHECeHUs
npeacTaB/ieHns B
obbekT ayauTa
(koHTpons)BH

He No3JHee YeM B
10-OHEeBHbIN CPOK C
MOMEHTA ero
MocTyrnJeHus, a B
csly4yae npuHeceHus
MpoTecTa Ha pelleHune
npencTaBUTesIbHOro
(3aKOHOOATENIbHOr0)
opraHa cybbekTa
Poccuiickon ®epepaunm
Wan opraHa MecTHOro

OcHoBaHue

YacTb 3 cTaTtbu 13
depepasbHOro 3aKoHa oT

8 Masa 1994 r. Ne 3-03

«0O cTaTyce 4yneHa CoBeTa
depepaumm n ctaTtyce
nenyTtaTa [ocyaapCcTBEHHON
Oymbl ®epepanbHOro
CobpaHusa Poccuinckon
depepaunmn»

YacTb 3 ctaTtbu 14
depepasibHOro 3aKoHa oT

8 Mag 1994 r. Ne 3-93

«0 cTaTyce 4neHa CoBeTa
depnepaummn n ctatyce
nenyTtaTa FocynapcTBeHHOMN
Oymbl ®epepanbHOro
CobpaHnusa Poccuinckon
depepaunmn»

YacTb 4 cTaTbn 26
denepasnbHOro 3akKoHa oT
5 anpensa 2013 r. Ne 41-03
«0O CyeTHOM NanaTe
Poccurickon ®epepaumnm»

YacTb 2 cTaTtbu 23
depepasbHOro 3aKoHa oT

17 anuBaps 1992 r. Ne 2202-1
«0 npokypaType Poccunckon
depepaunmn»
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CcaMoyrnpaB/ieHns - Ha
bnvxanwem
3acepaHnnt®!

Me>xBeaoMCTBEHHbIE
3anpochl o
npeacTaB/eHNN
OOKYMEHTOB 1 (nnun)
MHpOpMaLUn B Lensax
npenocTaBieHns
rocyLapcTBEHHbIX U
MYHMUMNANbHbLIX YCAyr

5 pabouunx oHewn co oHsA
noJsiy4yeHuns 3anpoca

XXanoba Ha HapylwieHune
nopsigka
npeLocTaB/ieHNS
rocynapCcTBEHHOW UK
MYHULMNANBHOW YCAYrU

15 pabounx aHen co AHSA
pernctpaunm xxanobeol

YacTb 3 cTtaTtbn 7.2
depepasibHOro 3akKoHa oT
27 vitonsa 2010 r. Ne 210-93
«06 opraHunzauunn
npenocrtaBieHns
rocyLapcTBEHHbIX U
MYHMUWNAbHbIX YCAYr»

Yactb 6 cTaTbn 11.2
depepasibHOro 3aKoHa oT

27 miona 2010 r. Ne 210-03
«06 opraHusaumm
npenocTtaBieHns
rocynapCTBEHHbIX U
MYHUUMNANbHbIX YCAYr»;
MOCTaHOBJ/IEHMNE
MpaBuTenbcTBa Poccumnckom
depepaumnm oT 16 aBrycrta
2012 r. Ne 840 «O nopsagke
noAayn n paccMOTpPEHMUS
»KanlobHa pelleHns n oencTems
(6bespencTeume) hegepanbHbIX
OpraHoB UCMOJIHUTESIbHON
BN1ACTW U UX AOJIKHOCTHbIX
vy, hbepgepanbHbIX
roCyapCTBEHHbIX CJy>XalluX,
OOJIKHOCTHbIX NNLY,
rocyapCTBEHHbIX
BHebOOXKETHbIX (DOHO0B
Poccunckon ®epepaumnu,
rocy4apCTBEHHbIX
Koprnopauumn, HageneHHbIX

B COOTBETCTBUU C
enepasnbHbIMU 3aKOHaMN
MO/IHOMOYMAMN NO
npenocTaBaeHUto
rocynapCTBEHHbIX YCNYT B
yCTaHOBJIEHHOW cepe
0eATeNbHOCTU, N UX
OOJIKHOCTHbIX NnL,
opraHusauun,
npenycMoTpPEeHHbIX YacTbio 1.1
cTaTbh 16 PepepanbHOro
3akoHa «06 opraHmsauunm
npenocTtaBieHns
roCcynapCTBEHHbIX U
MYHUUMNANbHbBIX YCAYTr», N NX
paboTHNKOB, a Takxe
MHOFOYHKLNOHAIbHbIX
LLleHTPOB NpenoCcTaB/eHNs
rocynapCTBEHHbIX U
MYHUUMNANbHbBIX YCAYT U UX
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paboTHUKOB»
XKanoba Ha oTka3 5 pabouunx oHewn co oHsA MyHKT 15 nocTaHoBeHUsA
opraHa, peruncTpauum MpaBuTenbcTBa Poccumnckom
npenocTaBfifloLLEero depepaumnm oT 16 aBrycrta
rocygapCTBEHHYIO 2012 r. Ne 840 «O nopsagke
yCcnyry, ero nofayn n paccMOTpeHMUs

OOJPKHOCTHOrO sinua,
MHOIrOOYHKLMOHaIbHOr 0
LLeHTpa, ero
OOJPKHOCTHOrO snua,
paboTHuKa,
npuBrekaemMom
opraHusauuu, ee
paboTHUKa B Nnpneme
OOKYMEHTOB Yy
3agBuTens nmbo B
ncnpasaeHnmn
OOMNyLWEHHbIX ONevYaToK
n (nnn) ownbok nnm B
cnydae ob>xanosaHus
3asBUTENIEM HapyLUEeHUS
YCTaAHOBJIEHHOIr0 CPOKa
TaKNX UCMpPaB/eHUI

»anob Ha pewieHns n
nencteusa (bespencreune)
henepasibHbIX OpraHoB
NCMNOJIHNTEJNIbHOM BAACTU N NX
OOJIKHOCTHbIX NnL,
henepanbHbIX
rocyapCTBEHHbIX CJy>KalluXx,
OOJIKHOCTHbIX NNL,
rocyapCTBEHHbIX
BHeblOOXKETHbIX (DOHO0B
Poccunckon ®epepaumnu,
rocynapCTBEHHbIX
Koprnopaumnin, HageNleHHbIX B
COOTBETCTBUU C
enepasibHbIMN 3aKOHAMU
MOJIHOMOYMAMN NO
npenocTaBaeHUto
rocynapCTBEHHbIX YCNYT B
yCTaHOBJIEHHOW Chepe
0eATeNlbHOCTU, N UX
OOJKHOCTHbIX NnL,
opraHusauun,
npenycMoTpPeHHbIX YacTbio 1.1
cTaTbn 16 PepepanbHOro
3akoHa «0O6 opraHm3sauumn
npenocTaBJ/ieHNS
roCcynapCTBEHHbIX U
MYHULMNANbHBIX YCAYT», N NX
paboTHUKOB, a Takxxe
MHOFOPYHKLNOHAIbHbIX
LLleHTPOB NpenocTaB/eHNs
rocynapCTBEHHbIX U
MYHUUMNANbHbBIX YCAYT U UX
paboTHUKOB» (BMecTe C
MpasnnamMmu nogayum n
paccMoTpeHus xanob Ha
peweHns n AencTeuns
(6bespencTeune) hegepanbHbIX
OpraHoOB UCMOJIHUTESIbHON
BN1ACTW U UX OOJIKHOCTHbIX
vy, hbepgepanbHbIX
roCyapCTBEHHbIX CJy>XKalluX,
OOJIKHOCTHbIX NNLY
rocyapCTBEHHbIX
BHebOAXKETHbIX (DOHO0B
Poccunckon ®epepaunu, a
Takxe ocygapCTBEHHOMN
Koprnopauum no aToOMHOWN
3Hepruun «Pocatom» n ee
LOJIKHOCTHbIX N1L,)
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MncbmeHHoe obpalleHne
rpa<aHuHa,
opraHusaumm

MncbmeHHoe obpalleHne
rpa>kgaHuHa,
opraHusauum o pakTax
BO3MOXXHbIX HapyLUEeHWI
3aKoHoOaTeNbCTBa
Poccunnckon ®epepaumm
B Cchepe murpauunmn

3anpoc
rocynapCTBEHHOro
opraHa, opraHa
MeCTHOro
camMmoynpaBfieHnsa nnm
AOJIXXKHOCTHOIO nua B
CBSA3M C pacCMOTpPEHNEM
obpalleHnin rpaxkaaH,
opraHu3sauumn

3anpoc nHpopmauum o
neaTesIbHOCTU
rocynapCTBEHHbIX
OpraHoB 1 OpraHoB
MECTHOro
camoynpaBJieHus

3anpoc, He
OTHOCSALWMNCS K
neaTenbHOCTH
rocyaapCcTBEHHOI0
opraHa uauv opraHa
MECTHOr o
caMoynpaBieHuns, B
KOTOpble€ OH HanpaBsJieH

3anpoc opraHos
rocynapCTBEHHOro
KOHTpoNsa (Hag3opa),
opraHos
MYHULMNAIbHOr O
KOHTpONA

30 gHen co gHA
perncrtpauuu (B
NCKIOYNTENbHbIX
cnyyYaax nponJsieHne
CpOKa paccMoTpeHus
obpalieHns He bonee
4yeM Ha 30 gHeRn)

20 oHen co gHsa
peructpauumn

15 gHen

30 gHen co aHs
permncrtpaunn, ecnm nHoe
He NpenycMOTPEHO
3aKOHOLATEe/IbCTBOM
Poccuinckon ®epepaumnn
(c BO3MOXXHbIM
NpoAneHNEM CpoKa
paccMOTpeHus 3anpoca
He 6onee yem Ha

15 nHen)

B TeyeHue 7 OHen co
OHS perncrpauunmn
3anpoca (B
rocynapCTBEHHbIA OpraH
WKW opraH MecTHOro
caMoynpaBieHus, K
MOJIHOMOYMAM KOTOPbIX
OTHECEeHO
npenocTaBsieHne
3anpawmnBaemMon
nHdopmaumnn)

He bonee 5 paboumnx
OHEN co gHs
noctynneHmnsa

MyHKTbI 1, 2 cTaTbN 12
depepanbHOro 3aKoHa oT
2 Masa 2006 r. Ne 59-03

«0 nopsagke paccMoTpeHus
obpallueHunin rpa>kaaH B
Poccuinckon denepaymmn»

MyHKT 1.1 cTaTbn 12
depepasibHOro 3aKoHa
Ne 59-®3

YacTb 2 cTatbu 10
depepasbHOro 3aKoHa
Ne 59-03

CtaTbsa 18 ®epepanbHOro
3aKOHa oT 9 cpeBpana 2009 r.
Ne 8-®3 «0O6 obecneyeHumn
0OCTyrna K nHpopmaumm o
0eATeNbHOCTHU
rocyapCTBEHHbIX OPraHoB 1
OpraHoB MeCTHOro
camoynpaBieHuns»

CtaTbsa 18 ®enepanbHOro
3aKOHa oT 9 ¢espana 2009 r.
Ne 8-03 «0O6 obecnevyeHun
[OCTyrna K uHopmauum o
nesaTenbHOCTU
rocygapcTBEHHbIX OPraHoOB U
OpraHoB MeCTHOro
camoyrpaBsieHnsa»

MyHKT 4 MNpaBun HanpasseHus
3anpoca v nosiy4eHmnsa Ha
6e3B03Me34HON OCHOBE, B TOM
Yyucse B 3/IEKTPOHHON hopMe,
OOKYMEHTOB 1 (nnun)
MHpopMaunm opraHamm
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3anpoc
YNonHOMOYEHHOro no
npaBaM 4YesioBEKa B
Poccuinckon ®epepaunn

3ak4eHne
YNonHOMOYEeHHOro no
npaBaM 4YesioOBEKa B
Poccuinckon ®epepaumnn

ObpauieHune
ObLecTBEeHHON NanaThl

3anpoc ObuiecTBeHHOMN
nanatbl Poccninckon
depepaumnmn

He nosgHee 15 gHen co
OHS Mosay4YeHumsa 3anpoca
(ecnun B camom 3anpoce
He YCTaHOBJIEH NHON
CpoOK)

MeCS4YHbIN CPOK

B TeyeHune 30 aHen co
OHS ero perucTpauunn (B
NCKOYUTENbHbIX
cnyyasix npogneHue
CpOKa paccMOTpeHns He
6onee yem Ha 30 aoHen)

He Nno3gHee 4YeM yepes
30 oHen co gHA
rnosy4yeHuns 3anpoca (B
NCKIOYNTENbHbBIX
cayyqasix, No peLueHunto
ObwecTBeHHON
nanaTbl, - HE NO3aHee
yeM yepes 14 gHen)

rocy4apCTBEHHOr0 KOHTPOA
(Hap3o0pa), opraHamm
MYHMUWNAJIbHOMO KOHTPOJ1A
npu opraHusaumnm un
nposefeHNN NPoOBEPOK OT
WHbIX FOCYAapCTBEHHbIX
OpraHoB, OpraHOB MECTHOro
camoynpaneHuns nnbo
noaBenOMCTBEHHbIX
rocyfnapCTBEHHbLIM OpraHaMm
Wan opraHam MecTHOro
camoynpaBieHus
opraHusauumn, B
pacnopsXXeHum KoTopbiX
Haxo4AaTCsA 3TU AOKYMEHTbI 1
(nnn) nHdbopmauma, B paMkax
MeXBeLOMCTBEHHOI0
MHOPMaLIMOHHOI 0O
B3aMMOOENCTBUS,
yTBEPXXOEHHbIX
NnocCTaHOBJIEHNEM
MpaBuTenbcTBa Poccumnckom
depepaumnm oT 18 anpens
2016 r. Ne 323

YacTb 2 cTaTbn 34
depepanbHOro
KOHCTUTYLMOHHOIO 3aKOHa OT
26 ceBpansa 1997 r. Ne 1-OK3
«06 Yno/sHOMOYEHHOM Mo
rnpaBaM 4YeJsiOBEKa B
Poccunckon depepaummns»

CtaTbsa 35 ®epepasnbHOro
KOHCTUTYLMOHHOIO 3aKOHa OT
26 peBpansa 1997 r. Ne 1-©K3
«06 Yno/sHOMOYEHHOM Mo
rnpaBaM YyenoBeKa B
Poccuiickon ®epepaunm»

Yactb 1, 2 cTtaTtbun 17
depepasbHOro 3aKoHa oT

4 anpens 2005 r. Ne 32-03
«O6 ObuwiecTBEeHHONW NasaTe
Poccuiickon ®epepaunm»

YacTb 3 cTaTbn 24
depepanbHOro 3akKoHa oT

4 anpens 2005 r. Ne 32-03
«06 ObulecTBeHHOW NanaTe
Poccuiickon ®epepaunm»
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3anpoc ObuiecTBeHHOMN
nanaTbl cybbekTa
Poccuiickon ®epepaunm

3anpoc apbuTpaKHoro
ynpaBsioLWero

3anpoc
YNOJIHOMOYEHHOr o No
npaBam
npegnpuHuMmaTenen

Mpuno>xxeHune Ne 13

B TeyeHun 30 gHen co
OHA pernctpaymu
3anpoca (B
NCKOYUTENbHbIX
CcnyYasx npogneBaeTcsa
He 6bonee, 4eM Ha

30 oHen)

B TeyeHue 7 OHen co
OHS rnoaydyeHnsa 3anpoca
6e3 B3MaHusa nnaThbl

B CPOK, He
npesbiwamowmn 15 gHen
CO OHSA NoJslyYeHus
COOTBETCTBYIOLLENO
obpalieHuns

YacTb 2 cTaTbn 12
depepanbHOro 3aKoHa oT

23 ntoHa 2016 . Ne 183-93
«06 06LKMX NpUHLMNIax
opraHm3aunm n oesTeNbHOCTH
obLlecTBeHHbIX ManaT
cybbekTOoB Poccuinckom
depnepaumn»

MyHKT 1 cTaTby 20.3
defiepasibHOro 3aKOHa OT

26 oKkTA6psa 2002 r. Ne 127-03
«0O HecocToATeNLHOCTH
(baHkpoTCTBE)»

denepasbHbIn 3aKOH OT 7 Mas
2013 r. Ne 78-03

«06 ynosHOMO4YeHHbIX MO
3awmTe npas
npegnpuHuMaTenen B
Poccurickon ®epepaumnm»
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Hanmenoranme OprafmzFalHn

Haumenopanue CTpyKTYpHOTO
IIU__'lFI‘H'j__'lL‘.'IL‘H HH

HOMEHKJIATYPA JIE]
Ha rof
Huneke 3aronoBok Jaena Koanuectro | Cpok xpanenua | [lpumeuanne
ena TOMOR (yacTei) | v Ne cTtateM no
MEPEHID
| 2 3 4 3
Hassanue pasaena
Haumenopanme 100KHOCTH
PYKOBOJHTENH CTPYKTYPHOIO
NoApa3IeneHHs [Moanucs Pacumgpoeka noanncs

Hara

CONNNACOBAHO®*
Ipotokon DK crpykTypHOrO
MEIPAtIeIeHHA

oT Ne

Dopmar A4 (210 x 297 mm)

* [pu Hannuin DK CcTpYKTYPHOTO NOAPAZIEIeHHA.

®opMa HOMEHKAATYPbI A€J1 CTPYKTYPHOIro roapasaeseHus
rocyapCTBEHHOro opraHa, opraHa MecTHoOro camoyrnpaBJsieHUs

MpoposmkeHne npunoxeHmnsa Ne 13
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Hrorosas 3anuce o FATCTOpHAX H KOJOHYCCTES €0, 3ABCICHHBIX B oy
B OPranH3alHH

[lo cpokam xpanenusn Beero B Tom uncne:
NEPEXOIAINIHX C OTMETKOH
o IR
1 ) 3 4

[TocToAHHOTD
Bpesmennoro (ceenue 10 ner)

Bpemennoro (no 10 ner
BEIIHYHTE T H{]}

HTOID:

HaumeHOBAHHE 0/HHOCTH
pykoBoauTend caywdn [10Y Moanuee Pacumdponka noanuck

Jata
Hroropsle cBeIeHHA NEpeIaHbl B apXHE.

HHHMEHUBH.HHE AU TAHOCTH JIHLLE
nepelagierc CReaeHHA [Moanues Pacundpporka noanycu

Jlata

Popsar A4 (210 x 297 mm)

MpunoxeHue Ne 14
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Hanwmenosanmue OPraHAEALHH

HOMEHKJATYPA JEJI YTBEPAJIAID
F}"K{}I!U_.'IH'I'CJII: OPradHzaiHA
[Moanuce Pacumdponka
Ha roj MOANHCH
Jara
Huneke 3aroloBOK 1ena Konuuectso | Cpok xpanenus | [Ipumevanne
Jena aen W Ne ctateH no
MepesHio
| 2 3 4 5
Haszeaume pazaena
| | | |

HaumenoBanue 1o HHOCTH
pykoBoaMTENA ¢aykon JJOY
OpPraHn3aLHH [Noanues Pacumdposka noanucw

Buza pyKoBOIMTENA apXHEA
{_.'Il‘!lli:].1 OTBCTCTBCHHOID 34 H['L".Hli-}l

COrMACOBAHO COIMNMACOBAHO
[Iporokon LK (3K) [Tporokon MK apxuBHoro yupemaenna
oT No oT No

PopMa HOMEHKAATYPbI A€J1 FOCYy4apCTBEHHOIro opraHa,
opraHa MecTHOro caMoyripaBsieHUs (CBO4HOW HOMEHK/1aTypbl 4€EJ)

MpoposxeHue npunoxeHnsa Ne 14
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Mroropas sanucek o KATCMOPHAX H KOJIHYCCTRE JIC), JBEICHHBIX B Iy
B OPradHHsalHA

[lo cpokam xpaneHus Beero B Ttom unene:
NepexoIAiH ¢ OTMETKOI
w I TK»
| 2 3 4

I'[m:'r:m HHOT(
Bpemennoro (cepiue 10 ner)

Bpesennoro (ao 10 ner
BEAKMHTENBHO)
HTOIO:

HanmeHoBanne 10MHOCTH
PYKOBOAMTENA caywon J[JOY lHoanues Paciindposka noanucH

Hara
Hroroesie ceeneHns NEPLMAHLI B APXHE,

HaumeHoBaHHe JONHHOCTH JTHLA
Mepelaginero CEC1eHHA IToanwuce PHCIIIHFI}P'D BEA MOANMHCH

Hata

Mopmar Ad (210 x 297 mm)

MpunoxeHue Ne 15

MopapokK 3anosiHeHuA rpacb HOMEHKJ1aTyphbl Aein rocynapCcreeHHoro opraHa,
OpraHa MeCTHOro caMmoynpasJjieHusa

HomeHKNaTypa Aen rocygapCTBEHHOro opraHa, opraHa MecTHOro caMmoyrpasJflieHUsa CoCcTaBnseTcs
Mo ycTaHoBsieHHON hopMe (npunoxxeHnsa Ne 14, 15 K HacToAWwMM MeToan4YeCKMM peKkoMeHaauunsam).

B cooTBeTCTBMM C NYHKTOM 6.14 [NpaBus 0enonpomnsBoACTBa B HOMEHKNATYpPYy Aesl BKJYalTCs
3aroJIoBKM pen, oTpaxkawwme [eaTeNbHOCTb CTPYKTYPHbIX nogpa3feneHnn rocynapCTBEHHOro
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opraHa, opraHa MecTHoOro camoyrnpaBieHnNs MOCTOSHHO U BPEMEHHO AENCTBYHOLLMX COBELLaTesNbHbIX
N KOOPAMHALUMOHHBIX OPraHoB (Konnerun, COBeTOB, KOMUCCUMMA U ApP.), B TOM 4YUC/€ AOKYMEHTHI,
colep)allne CBeOEHUss OrpaHMYeHHOro AocTyna (OrpaHWYEeHHOro  pacnpocTpaHeHus),
perncTpaunoHHbIE U y4eTHble XKYpHaJsbl, KapToTekn, B6asbl AaHHbIX, B He0bXoOMMbIX ClyYasax -
KON LOKYMEHTOB.

3arosioBKu SJIEKTPOHHbIX O€en BKKHYalOTCA B HOMEHKJIATYpPy Aes1 Mo TeEM Xe rpaBuiaM, HTO "
3aroJioBkn gen Ha 6yMa)KHOM HocuTene.

He Bk/lOYalOTCA B HOMEHKNATYpPY AeN Nepuoanyeckme ndngaHus, KHUrv, 6polliopsl.

B rpacde 1 HOMeHKNaTypbl Aes MNPOCTaBNATCA WHAEKCbl Ka)[oro pAesa, BKJIOYEHHOro B
HOMeHKNnaTypy. WHoekc pena dopmumpyeTca B Mnopsnke, YCTaHOBAEHHOM WHCTPyKUMeRn no
0enonponsBoACcTBY rocyadapCTBEHHOrO opraHa, opraHa MecTHOro camoynpassieHna. Kak npasuso,
MHOEKC pfgena CoCTOMT W3 YCTaHOBNEHHOr0 B rOCYdapCTBEHHOM oOpraHe, OpraHe MeCTHOro
camoynpaBneHusa uungposoro (bykBeHHo-undppoBoro) ob6o3HavyeHns (Koga) CTPYKTYPHOro
nogpasfenieHns n NoOpsAKOBOro HOMEpa 3arosloBKa Aefa B npefesax pasfesia HOMeHKAaTypbl gen.
NHpoekcbl gen obo3HavatoTca apabckumm undpamm. Hanpumep: 12-05, roe 12 - Koa CTPYKTYPHOro
noppasnenenHus, 05 - NopsaaKoBLIA HOMEP 3arofloBKa Aena B pa3fesie HOMeHKNaTypbl Aern.

B HOMeHKNaType Aen peKoOMEHAYETCs COXPaHATb OAMHAKOBblE MHAOEKCHlI A1 OOAHOPOAHbIX Oen B
npepenax pasHbiX CTPYKTYPHbIX MoApasaesieHnin; oas nepexoasinx aen nHaekc CoxpaHaeTcs.

B rpady 2 HOMEeHKNaTypbl Oe/ BKAKYAlOTCA 3aronoBkn gen (ToMmos).

B cooTBeTcTBMM C MNyHKTOM 6.19 [lpaBun p[enonpousBoacTBa 3arosZIoBOK [fesla OO0JIKEH B
0606LeHHON hopMe oTpa)KaTb OCHOBHOE COAEpP>KaHMe N COCTaB AOKYMEHTOB Aesna.

3aroflIoBOK fefna OOJIKEeH OTpakaTb Mpu3HakK (MNpuM3HaKK), N0 KOTOPOMY(bIM) OHO CHOPMMPOBAHO.
Mpu3HaKK, MO KOTOPbIM CTPOSATCH 3arojioOBKWU Oen WU NpUMeEpbl 3aroJjioBKOB Aesl NpuBedeHbl B
Tabnuue 1.

Tabnuua 1. MpusHaku cpopMUpoOBaHUA 3aroJIOBKOB Aes

OCHOBHOW NpU3HaK 3Ha4YeHue npusHaka MpumMep 3arosioBKOB

1) HOMWHaNbHbIN yKa3aHue B 3arosioske fesa [llpukasbl ynpaBneHus ro
HavMeHoBaHuA BUAQ OCHOBHOWN AeATeNbHOCTU
OOKyMeHTa(oB),

BKJIIOYEHHbIX B nOeno /[ [lpuka3dbl MUHUCTEpPCTBa No

Ha3BaHWNA COBOKYIMHOCTHN HaJ10raMm u c6opaM. Konun

OOKYMEHTOB («Mepenncka»)

/ o06obuweHHOro Ha3BaHUA PacropsiXXeHusi pykoBoauTens

«AOKYMEHTbI»* yrnpaBJIeHNs MO OCHOBHOWN
DeaTeNbHOCTHN

lpoToko/bl 3acenaHni
* Mocne cnoBa KoJsuleruu YnpasneHus ®HC no
«JOKYMeHTbI» B CKobkax r.Mockse
rnepe4yncnsawTca  ABa-Tpu

Ha3BaHWUA BNOOB KHUMWM U perucTtpbl No
OOKYMEHTOB, BKIJIKOYHEHHbIX 6yXFaJ'ITepCKOMy ydeTy
B O€No,

lMepernuncka c NaBHbIM
C/I0BO «feno» ynpasJieHNeM
NCMONb3yeTCs, eCNM B AeNI0  FoCyOapCTBEHHOM CNyX6bl U
BKJIIOHAIOTCA pa3Hble MNOo KaapoB O MOBbILLEHUN
BMay OOKYMEHTbI, HO KBanuduKaumm cny>kalmx
OTHOCAWMEeCA K OOHOMY
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2) aBTOpCKUMA

3)
KOppecnoHA4eHTCKNN
4) npeaMeTHo-

BOMPOCHbIN

5) XxpoHonorn4yeckuni

vy nnu obbekTy

YKa3aHune B 3aroJioBke gena

Ha3BaHMA aBTOpa(oB)
OOKYMEHTOB (opraHusauun,
CTPYKTYPHOro
noapasgeneHus,
coBellaTesIbHOro nnu
KOOPAMHALNOHHOIO
opraHa, OOJIDKHOCTHOro
nvua v ap.)

yKa3aHue B 3arosioBke gena
Ha3BaHWUA opraHmsaunmn
(opraHusauuin),
OOJDKHOCTHbIX SN 1 Ap., OT
KOTOpPbIX MoJlyYeHbl
OOKYMEHTbI, BKJTOYEHHbIE B
neno

OTpa)keHne B 3aroJloBke
aena KPaTKoro
cofepXXaHus OOKYMEHTOB
nena

yKa3aHue gaTbl (nepuopa),

lMepernncka co cpencTBammn
MacCOBOWN MHopMaLnn

ObpalyeHus rpaxaaH v
nepenuncka no mx
paccMOTpEeHMIo

JokyMeHTbI (CripaBkuy,
pacyeTsl, akTbl U 4p.) 06
OopraHusauum 1 NpoBeeHnn
3KCNepTun3bl

Jlesio obwecTBeHHOro
obbeanHeHUs, npowenuwero
rocygapCTBEHHYHO
perncrpauuto

MnaHbl paboTbl Kos1ErNN
MuHuUcTepcTBa Ha 2019 rog

MpoTokonbl 3acenaHnin Coseta
AupekTopos obLyecTBa

JoknagHble 3annckun
PYKOBOANTENEN CTPYKTYPHbIX
roapasaeseHui pykoBoACcTBY
obuiecTBa

Mepenucka ¢ MHceKUmnsammn
®HC o roposy Mockse 1o
BOMpocaM ByxranTepckoro
ydyeTa M OTY4ETHOCTU

lMepenucka c npeanpuaTnaMm
rpynnbl KOMAaHum
«CeBepcTasib» 0 NOCTaBKe
npoayKumnmn

>KypHan y4yeTa 0TKa30B B
rocynapCcTBEHHOM
perucTpaumnm obLeCTBEHHbIX
obbeanHeHu

Mepenuncka ro Boripocam
HoTapuaTa, agBoKaTypbl n
rpaBoBoOVi MOMOLLN

[OKYMeHTbI (Npwkasbl,
cornaleHus Mexnay
HOoTapuycamu, 3asBNIEeHUS,

NMMCbMa-pekoMeHaaunm) o
nepenaye rioJIHOMoOYnm
BpPEMEHHO OTCYTCTBYIOLUNX
HoTapuycoB

WTaTHoe pacnucaHune
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6) reorpadunyeckmnin

K KOTOPOMY(bIM) OTHOCATCS
OOKYMEHTbI aena

BKJIIOYEHME B 3aroJjloBOK
hena Ha3BaHUA MeCTHOCTU
(TeppuTtopun), Cc KoTOpOW
CBSI3aHO cofep>kaHue
OOKYMEHTOB Aena

(naBHOro ynpasneHusa Ha 2019

r. Konus
MnaHbl paboThl naBHOro
ynpasJieHns " ero

nonpasneneHuin. losyroaossie

Byxrantepckni 6anaHc.
lronoBsowi

Byxrantepcknin 6anaHc.
KBapTasibHbIVi

PacyeTbl cmeTbl Ha 2019 r. no
610 0>KEeTHbLIM aCCUTHOBAHUAM.

3aKoHOAATEeNbHbIE, NHblE
HOpPMaTUBHbIE MPaBOBLIE aKThI
npeacTaBUTENbHbIX "
NCMOTHUTENbHbIX opraHoB
BJ1IaCTU ropoga MockBbl

OT4eThbl obpa3oBaTesibHbIX
yypexxneHunn obuwero
npodeccnoHanbHOro

obpazoBaHug 3anagHoro
aAMUHNCTPaTUBHOIO OKpyra
ropoga MockBbi

7) oTMeTKa «Konun» yKasaHnme Ha KOonunHocTb [Mpukasbl obuiecTBa no

NOKYMeHTOB hena; OCHOBHOW AesATesbHOCTW.

BKJlOYaeTCA B mwobon Konun

3aroJIoBOK pena, ecanm B

hesno nomMewaroTca konuu lpukasbl U pacrnops>KeHus

ODOKYMEHTOB MwuHIOCTa Poccun no
opraHmsaunmn paboThl
cynebHbIx MPUCTaBOB-

ncnonHuTenen. Konuun

3arosioBOK Aefna COCTOUT U3 3/IEMEHTOB, pacrnojiaraemMbiXx B CAefylolien nocnenoBaTesIbHOCTU:
Ha3BaHMe BMAa Aesna (Nepenucka, XypHan n ap.) Win pa3sHOBUAHOCTU LOKYMEHTOB (MPOTOKOJbI,
npukasbl M Ap.); Ha3BaHWe rocCcynapCTBEHHOrO OpraHa, OpraHa MECTHOro camoyrnpaBJieHus,
CTPYKTYPHOro nojgpasfeneHnsa wuanM [O/DKHOCTHOro svua (aBTop [OOKYMeHTa); Ha3BaHue
opraHu3saumun, Kotopon ByayT agpecoBaHbl UM OT KOTOpon 6yayT nonyvyeHbl LOKYMEHTHI (agpecaT
NN KOPPECMOHOEHT AOKYMEHTA); KpaTKoe copep>XaHne AOKYMEHTOB AeJsia; Ha3BaHNWe MeCTHOCTHU
(TeppuTopumn), C KOTOPON CBHA3aHO CoOep)kaHMe OOKYMEHTOB fAena; AaTa (nepuod), K KOTOopown
OTHOCATCS OOKYMEHTbI Aena.

Ecnn peno, BkJlOYaeMoe B HOMEHKNATypy QAesi, COCTOUT M3 OOMHAKOBbIX BUAOB WU
Pa3HOBUAHOCTEN [OKYMEHTOB, B 3aroJlIOBKE TaKOro Aefla yKasblBaeTCsi HauMeHOBaHWe BUAO0B
[OKYMEHTOB, Harnpumep:

lMpuka3bl MUHUCTEPCTBA M0 OCHOBHOW [EATEJIbHOCTHU.
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B 3aronoBkax Qgesn, colepxalwux [OOKYMEHTbl MO0 OAHOMY BOMPOCY, HO He CBA3aHHbIX
nocsieloBaTeNbHOCTbIO UCMOJIHEHUS, B Ka4YeCcTBe BuAa AeNa yrnotTpebnseTcs TEPMUH «IOKYMEHTbI»,
a B KOHLLE 3aro/loBKa B CKOOKaX yKa3blBAlOTCA OCHOBHbIE PA3HOBUIAHOCTU AOKYMEHTOB, KOTOpbIE
0OJKHbI ObITb CrPyNNMpPoBaHbl B gese (0630pbl, CBOAKMW, CMPABKA W T.4.), HANpuUMep:

LHOKYyMeHTbl 0 pacCMOTpeHun obpatyeHu rpaxgaH (0630pbl, CBOAKU, aHaIMTUYECKMNE CrIPaBKM).

B 3aronoBkax gen, copgepXxalmx Nepenncky, yKasblBaeTCd, C KEM W MO0 KakoMy BOMPOCY OHa
BeneTCH.

B 3arosioBkax ges, cogep>xalimx nepenuncky ¢ 0AHOPOAHbIMU KOPPECNoHAEHTaMu, nociegHne He
yKa3blBaloTCs, a YKa3biBaeTCsa Ux obluee BUAOBOE Ha3BaHNE, Hanpumep:

lMepenuncka ¢ apXMBHBbIMU YYPEXAEHNSAMMU O KOMMJIEKTOBaHUM APXUBHOIro ¢poHaa Poccurickon
Qepepaunm Hay4HO-TEXHUYECKOW AOKYMEHTaLUNEN.

B 3aronoskax nen, cogepXxkallmx nepernnucky C pasHOPOAHbIMU KOppecnoHAeHTaMun, nocnenHue He
nepevyncnarnTcd, HanpuMmep:

lMepenucka 0b opraHmn3laumnn ceMmnHapoB n coBeLyaHui ro BoripocamM OKYMeHTNPOBaHNA
ynpaBnqueCKon AesAaATes/IbHOCTHN.

B 3aronoBke gena yka3blBaeTCs KOHKPETHbIN KOPPECMOHAEHT, ecn nepenncka BefeTcst TOJbKO C
HWUM, HanpuMep:

lMepenucka c ®enepasibHbIM apXUBHbIM areHTCTBOM O METOANKE paboTbl C JOKYMEHTAMU 1
nepegade ux B coctas ApxusHoro ¢ooHaa Poccurickoni @epepaumnu.

Mpwn 0603HayYeHNM B 3arosioBKax gen AaAMNHNCTPATUBHO-TEPPUNTOPUAJIbHbIX €eOUHNL, YHYNTbIBAeTCA
cnepywouiee: ecqin coaepXXaHme peJsila KacCaeTCd HeCKOJIbKUX OAHOPOAHbIX aAMWHUCTPATUBHO-
TEPppUTOpUaNbHbIX eduHWL, B 3aroJioBke J[eJla HE YKa3biBaldTCA UX KOHKpPEeTHble Ha3BaHWA, a
YKa3blBaeTCA X obuiee BMaoBoe Ha3BaHue, Hanpmnmep:

lMepenucka ¢ rnaBamy agMUHNUCTPaUN 0b1acTer 0 counaabHON 3alnTe HacesleHNS.

Ecnn copepxaHue pena KacaeTcd OOHOM aAMUHUCTPATUMBHO-TEPPUTOPMANLHON  eOuHULbI
(HaceneHHoro nyHkKTa), ee (ero) Ha3BaHWe yKa3blBaeTCH B 3aroJIOBKe Aena, Hanpumep:

lMepenucka ¢ puananom PFAHT/A (r. Camapa) 06 ncrosib30BaHNN apXnBHbIX JOKYMEHTOB rpu
PEKOHCTPYKLMNUN TEXHUYECKNX 0O BEKTOB.

B 3arosioBkax pesn, copepxxalmx rnjaaHoBy UM OTHETHYIO OOKYMEHTauulo, YKa3blBaeTcsa nepmon
(kBapTas, rog), Ha (3a) KOTOPbLIA COCTaBAEHbI NAaHbl (0TYETLI), HaNnpumep:

lonoBbie 0THETHI A,HMMHMCTpaTMBHO-XO3FIV7CTB€HHOI'O yripaBJieHWs o pa60Te aBTOTpaHCriopTa.
Ecnn peno 6y,u,eT COCTOATb U3 HECKOJIbKMX TOMOB WM YacTeN, TO COCTaBNseTCs obLMA 3arosloBoOK
hena, a 3aTeM npu HeobxoaNMOCTN COCTABAITCS 3aro/IOBKN Ka)kAoro Toma (4acTn), yTO4YHAKLWNE

coep>XaHue 3aroJioBka aeJia.

He pekomeHAyeTcss ynoTpebnsiTe B 3arofioBKe fAesla HEKOHKPETHble (DOPMYJIMPOBKM («pa3Hble
MaTepuanbl», «oblaa nepenncka» n 4p.), a Takxe BBOAHbLIE CJIOBA U CI0XKHbIE 060pOThI.

Mopoenun 3arofioBKOB fen (I'IpI/IMeprIe CXeMbl OMncCaHMA COoCTaBa N CcoOep>XaHUA OOKYMEHTOB B

3aroJjloBke gena) npmseneHsl B Tabnuuye 2.

Tabnuua 2. Mogenu 3arosIoBKOB aen (NpuMepHbie cxeMbl ONUCaHUA COCTaBa
M copep>XaHus OOKYMEHTOB B 3aroJioBkKe aena)
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Mpun3Hak Mpumep 3aronoBka gena

1) HommHan (c ykasaHuem pa3HoBMAHOCTU [lonoxxeHne 06 MHCNeKLunn
OOKYMeHTa, Aena)
CBMAETENLCTBO O pErncTpaLmm
JIndHble KapTo4dku (hopma T-2)

JlnyHble gena

2) HomunHan - aBTop MpoTokonbl 3acepaHun CoBeTa AUPEKTOPOB
obuiecTBa

MoNoXeHU 0 CTPYKTYPHbIX MoApa3neneHunsx
JenapTaMeHTa KynbTypbl

BusHec-nnaH obLwecTBa

3) HomunHan - aBTOp - cogepxaHue Mpuka3bl obLiecTBa No JIMYHOMY COCTaBY

PeweHuna konnerun ®HC Poccnm no Bonpocam
opraHm3saummn paboTbl HaNOroBbIX OPraHoOB

WHCTpyKuMn n mMetoauyveckue ykasaHus ®HC
no BOMpPOCaM HaNoroobnoXXeHus PUANYeCcKnx
1 pusmdecknx nuy,

OTyveThbl TeppuTopunasbHbIX OopraHos (o]
BbINOJIHEHMN (DMHAHCOBOrro njiaHa 3a 2018 roa

4) HomnHan - cogep»xaHue Bupeosanncm o npoBedeHMnM cneumanbHbIX
NCNOJIHUTENbHbIX OEeNCTBUN

HoKyMeHTbl (cnpaBku, cCiyxebHble 3anuckuy,
06BACHUTENbHBIE 3aMUCKK 1 Ap.) O NPOBEeAEHNN
cny»xebHbIX paccnenoBaHun

XXypHan pernctpaumm NOCTyNatoLLNX
JIOKYMEHTOB

AKTbI CBEPKIN B3aMMoOpacyHeToB

Mepenucka no Borpocam rnpueMa u nepesoja
rOCYapCTBEHHbIX FPaXK AaHCKUX CITyXKallnx

CnencTBeHHble pgena no  ocobo  TAXKKUM
NpecTynjaeHnsam

0630pbl 0 paboTe HaIOroBbIX OPraHOB

MpennoXeHus no COBEpPLUEHCTBOBAHMIO
HaJIoroBOro 3akoHoAaTeNbCTBa

5) HomuHan - copepxaHue - XxpoHonorus OTYET O pe3ynbTaTaX KOHTPOJibHOW paboThl.
(romo / nepuon) Frogosown (. Ne 2-HK)
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OT4yeT 0 goxonax N pacxogax. KeapTanbHbIN

Mpaduk MoBbILLEHMNA KBaudunkaumm
paboTHMKOB oTAena Ha 1-e nonyrogue
2019 rona

6) HomunHan - xpoHonorusa (rog / nepnon) LTaTHOe pacnucaHune Ha 2019 rog;

HomeHkNaTypa gen npegnpuatmna Ha 2019 rog;

®PUHaAHCOBLIV NJ1aH. FogoBoN

7) HOMUHan - KOpPeCNOHAEHT - coaepxaHue AHanuTnyeckme cnpaBkm paboTHMKOB oTAena
(KypaTopoB) 0 pe3ynbTaTax NMPoBepoK paboTbl
rpynn po3biCKa

MNepenncka ¢ TeppUTOpUanNbHLIMU OpraHamm o
KOHTPOJIbHO-HAaZA30PHON AesATeNbHOCTH

[Mepenucka c NpaBoOXpaHUTENIbHLIMN OpraHamMin
rno BoMnpocam OCHOBHOW hesaTeNbHOCTU

NHCMeKLUnn

8) HoMuHan - kKoppecnoHaeHT - TeppuTtopus - lepenncka C TeppuTOpPUASIbHbLIMU OpraHaMu

copep)xaHue UeHTpanbHoro ®epepanbHoro okpyra o6
oby4yeHUNn ”  MNOBbIWEHUW KBanuduKauum
paboTHUKOB

9) HomumHan - aBTOp - Tepputopmsa - OTYeTbl aAMUHUCTPATMBHLIX opraHoB CeBepo-

copep>xaHue BocTouHoro AaOMUHUCTPATUBHOIO oKpyra

ropoga MoCKkBbl 0  MeponpusaTUsiX Mo
npefoTBpPaLLEHMIO NPaBOHapPYyLLEeHWIA

MopsAaoK pacrosioXXeHWs 3aro/ioBKOB AeS1 BHYTPWU pa3fesfioB U noJpa3fesioB HOMEHKNaTypbl Aen
onpenenseTcs CTeneHbld Ba)XHOCTU [OKYMEHTOB, COCTABASAWLWINUX Aefla, U UX B3aMMOCBS3bIO.
BHavane pacnonaratoTCs 3aroJIoBKM e, COAEp)XallMX OpraHu3auMoHHO-pPaclopaaAnTesbHY0
OOKYMEeHTaLuto.

3arosioBKn gen MOryT YTOYHATbLCA B npoLecce popMmnpoBaHna n opopmneHns nen.

patba 3 HoMeHknaTypbl pJen «KonnyectBo pen (TOMOB)» 3aroJIHAETCA MO OKOHYaHUU
KaneHfjapHoro roga, B rpade yKasblBaeTCA KOJIMYeCTBO (aKTUYeCKn CPOopMUPOBaAHHbLIX Oen
(TomosB).

B rpacde 4 yka3biBaeTCs CPOK XpaHeHUs aena, HoMmepa cTaTen no NepeyvHio, a Npu ero oTCyTCTBUN -
Mo TUMNOBOW WM MPUMEPHON HOMEHKNaType aei.

B rpaq)e 5 <<I'Ip|/|MeHaH|/|e» YKa3blBalOTCA Ha3BaHWUA nepeHHe|7| OOKYMEHTOB, UCIMOJIb30BaHHbIX Mpn
onpeneneHnnm CPpoKoB XpaHeHUA Aes, npocCTtaBnAaArTCA OTMETKU O 3aBedeHUN Oen (B TOM 4ucne B
3/1EKTPOHHOM BMAae), o nepexogdawnmx aenax (HaanMep, nepexopaduiee C 2019 r.), o BbigeNneHnn
hen K YHUYTOXKEHUIO, 0 /inLax, OTBETCTBEHHbIX 3a (hopMUpoOBaHue aen, o nepepadye nen B ,ﬂ,pyr0|7|
FOCY,D,apCTBeHHbIIZ OopraH, opraH MeCTHOro CamoynpassieHUa onaa NnpooosixKeHna n gp.
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Ecnun B TeyeHne roga B rocyapCcTBEHHOM OpraHe, opraHe MeCTHOr0 CaMoyrnpaB/iieHUs BO3HUKAOT
HOBble [OKYMEHTUPOBAHHble y4yacTKU paboTbl M (HOPMUPYIOTCS COOTBETCTBYHOLLME [hena, OHWU
[OMNONIHUTENIbHO BHOCSATCS B HOMEHKNaTypy Aen. Ons BHOBb 3aBOAMMbIX A€/ B Ka)XAOM paspgesne
HOMEHKJIaTypbl OCTaBASOTCS pe3epBHble HOMepa.

Mo OKOHYaHWM rofia B KOHLUE HOMEHKATYpbl Aef 3aMNoJIHAETCS UTOroBas 3anncb O KOJINYeCTBE U
KaTeropusax 3aBefleHHbIX Oesn (ToMoB).

Mpuno>xxeHue Ne 16

Mopapok dopMupoBaHusa Aen B rocyaapcTBeHHOM opraHe,
opraHe MeCTHOro camMoyrnpaBJieHus, Yy4eTa U XpaHeHUsa aen

Mpn opMUpOBaHUM AeN B CTPYKTYPHbIX MoApa3fesieHnax rocyfgapCTBEHHOro opraHa, opraHa
MECTHOro caMoynpaB/sieHUss HeobXoAMMO yYnUTbIBaTb 0COBEHHOCTU, XapaKTepHble O/ OTAeNbHbIX
KaTeropui 4OKYMEHTOB.

[MpaBoBble aKThbl, pacnopaguTesibHble JOKYMEHTbl rpyrnnupyoTca B Aefla No BUAaM U XPOHO0rnm ¢
OTHOCAWMMUCA K HUM NPUNOXKEHNAMU. [IOKYMEHTbl - OCHOBaHUA K pacnopagnTesibHbIM LOKYMeHTaM
BKJIIO4HAOTCA B OTAEJIbHOE Aeso.

MpoToKobl B Aefie pacrnosiaraloTcs B XPOHOIOrMYECKOM NOPSAKE U MO HOMepaM.

[OKYMEHTbI K 3acelaHNaM, COBELLAaHMAM (MPOEKTbl peLleHnid, CNpaBKX, Te3UChl BLICTYMIEHWUA 1 Ap.,

He ABNAIOLLMECH NPUIOXKEHNSMI K MPOTOKOAaM) FpynnupyloTcs B oTaeNbHoe aeno®® (takne
IOKYMEHTbI K MPOTOKOJIaM, €C/IN OHU CTPYMNMMPOBaHbl B 0TAEeNbHOe Aeso (aena),
CUCTEMATU3NPYIOTCSA BHYTPU ena Nno XPoHOI0rum 1 nopsaky HoOMEpPoB NMPOTOKOJIOB).
HopMaTuBHblE  aKTbl, YTBEpPXAEHHble  pPacnopsAAUTENlbHbIMA  LOKYMEeHTaMu,  SIBASIOTCA

MPUIOXKEHUSAMN K HUM W BKJOYAKOTCA B Oe/I0 BMeCcTe C YKasaHHbIMU JOKYMeHTaMu
(MHOrocTpaHu4Hble NpunoxxeHna ob6bemom 100 1 6onee CTpaHML MOTyT BblOENATLCA B OTAE/bHbIN
TOM gena).

MpuKasbl, Pacnops>XeHUa MO OCHOBHOW AEATEeNbHOCTU TPYNMUPYIOTCA OTOEsIbHO OT MNpPUKa30B,
pacrnopsXXeHu no JINYHOMY COCTaBy W TPMKa30B, pPaCMOPSXXEeHUA no aAMUHUCTPaTUBHO-
X03SNCTBEHHON OeATEeNIbHOCTHU.

MpUKa3bl, PacnopsXKeHNs MO JIMYHOMY COCTaBYy (OPMUPYIOTCA B Aefla B COOTBETCTBUN CO CPOKaMK
xpaHeHunsE!

lMnaHbl, OT4YeTbl, CMeTbl TrPYNMNUPYIOTCA OTAENIbHO OT pacydeToB K HUM; MNNaHbl U OTYeThbl
rpynnmpyroTcd B AeJla TOro roga, K KOTOpoMy OHM OTHOCATCA Mo CBOeEMY CcoOep>XaHUO, HE3aBUCUMO
OT BpeMeHN NX COCTaBJ/IeHUS; NJaHbl, paCCYNTaHHbIE Ha HECKOIbKO JieT, hOpMUPYIOTCA B Aesa Mo
Ha4aJibHOMY roay wmx 0EeNCTBUSA; OTHETbl O BbINOJHEHUM TaKUX MJIAHOB dopmMupytoTCA B Oena no
nocnegHemy roay 0encTBuA niaaHa.

OOKyMeHTbl WMHGMOPMALUMOHHOINO XapakTepa N0 WCMNOJHEHMIO TMPaBOBOro akTa Poccuinckon
depnepaummn nnn cybbekta Poccuiickon ®depepaunmm (cnpaBkK, OTYEThI), HaxoAsllemycs Ha
KOHTpOJ1e, NOALNBAOTCA B 3aBeieHHOe Ha 3TOT aKT Aeso. B caydae ecnn Ha NpaBOBOW akT Aeso He
3aBOAMNOCb, TO AOKYMEHTbl MOALWMBAIOTCA B [0 C MNepernnuckonm MOCTOAHHOrO XpaHeHusa 3a
TeKyLwuin rog.

Mopy4eHusa lMNpe3vpgeHTa Poccunckonm ®depnepaumm M OOKYMEHTbI MO UX WUCMOJIHEHUIO COCTaBAIAIOT
eUNHbIN KOMMJIeKC OOKYMEHTOB N pOpMUPYIOTCA B Aesla B XPOHOJIOrM4YEeCKOM nopsanke no gaTtam
OTBETOB.
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Mepenucka rpynnupyeTcsa B Aefia no TeMaTuMKe U/UIN KOPPEeCroHAeHTaM U CMCTeMaTU3MpPyeTCs B
XPOHOJIOTMYECKOW MOCNe0BaTEIbHOCTU: JOKYMEHT-OTBET NOMELLAeTCS 3a AOKYMEHTOM-Npockbon
(obpaweHnem, 3anpocom); nNpu BO30OHOBAEHMU NEPENUCKM MO OonpenesieHHoOMY BOMpPoCy,
HayYaBLUENCS B NMpedblAyLeM roay, AOKYMEHTbl BKJIIOYAOTCA B O€J10 TEeKYLEero roga C yKa3aHuem
MHOeKca oena npeabioyulero roaa.

B oToenbHble gena no XpoHosioruu, B 3aBUCUMOCTU OT BUAA AOKYMEHTOB, (DOPMUPYIOTCA KOMUU
MPUHATBIX efepasibHblX 3aKOHOB, akToB [lpe3sunpeHTa Poccunckon depepaunn, akToB
MpasuTenbcTBa Poccuinckon depepaum N BbIMNCKU U3 COOTBETCTBYIOLLMX NPOTOKOJI0B 3acefaHnm
MpaBuTenbcTBa Poccunckonm degepaunm nam ero opraHos.

Bce OOKYMeHTbl OTYETHOro M MHGPOPMALMOHHOIO XapakTepa Mo WUcnosiHeHuto akTa lpe3supeHTa
Poccunckon ®Pepepaunmnm wnm [paBuTenbcTBa Poccunckon ®Pepgepaynm, HaxoAALErocs Ha
KOHTpPOJ1E, NOALLINBAOTCA B 3aBeAeHHOe Ha 3TOT akT Aaeno. Ecnm Ha akT geno He 3aBOAWUJIOCH, TO
OOKYMEHTbl MOALIMBAOTCA B AE€/10 NEPENNCKN MOCTOSAHHOIO CPOKa XpaHEeHNs 3a TEKYLWNIA o4,

JOKYMeHTbl B JIMYHbLIX [eslax pacroslaraldoTcad B XPOHOJIOFMYECKOM rMopagke Mo Mepe Uux
noctynneHums4.

JInuesble cyeTa Mo 3apaboTHoM nnate pPabOTHUKOB TrpPyNMUPYOTCS B OTAENbHble Aesa Wu
pacrosiaratTca B HUX Mo angaBuTy amMuanii, UMeH N 0THECTB.

ObpalleHuns (MpennoXeHus, 3asaBaeHns 1 Xanobbl) rpa)kgaH U opraHu3aumin no Bonpocam paboTsl
rocygapCTBEHHOro opraHa, opraHa MecTHOro CaMOyMpaB/IeHNs, ero CTPYKTYPHbIX NoApa3aeneHunit
U NMOJABEOOMCTBEHHbLIX OpPraHuM3auuii U BCE€ OOKYMEHTbl MO UX PACCMOTPEHUIO U UCMOJSIHEHUIO
rPynnNupYyTCa OTAEJIbHO OT 3asBJIEHUN rpaXkaaH Mo JIMYHbIM BOMPOCaM.

aﬂeKTpOHHbIe OOKYMEeHTblI DOPMUPYIOTCHA B INIEKTPOHHbIE Aiesla B COOTBETCTBUU C HOMeHKJ'IaTypOVI
nes; B HOMeHKNaType e yKa3dblBaeTCd, 4HTO A€eJ10 BEOETCA B 31'IeKTpOHHOI7I dopme. OTmMeTKa 0 ToM,
4YTO [OeN0 BefeTCHd B 3JIeKTPOHHOM Buae, NpocTaBngeTca B rpade «llpumMeyaHne» HOMeHKIaTypbl
nen.

DNEeKTPOHHbIE OOKYMEHTbI MOC/AEe WX WCNOJIHEHUS WAW OTMNPaBKW MNoAanexxaT XpaHeHuwo B C3[
rocyfapCTBEHHOro OpraHa, oOpraHa MeCTHOro CaMoyrnpaBJieHUA B  TeYeHMe  CPOKOB,
npefyCMOTPEHHbIX A8 aHANOrMYHbIX LOKYMEHTOB Ha ByMa)KHOM HocuTene.

DNEeKTPOHHbIE AOKYMEHTbI HE3AaBUCUMO OT UX obbema BKJOYAOTCA B OOQHO 2J1eKTPOHHOE AeJio be3
pa3neneHna Ha ToMa.

B cnyyae ecnm OOKYMEHTbI gefa npeacTaBieHbl Ha OyMaXkHOM HocuTesNe U B hOpMe 3/IEKTPOHHbLIX
OOKYMEHTOB («rmbpungHoe Aeno»), AOKYMeHTbl Ha ByMaXKHOM HOoCuTesie MoaJsiexxaT oundpoBKe ”
BKJIIOYEHMIO B 3/IeKTPOHHOE aeso. B neno, KoTopoe BeAeTcss Ha 6yMa>KHOM HOCUTEesNe, BK/I0YATCS
TOJIbKO AOKYMEHTbI, CO3aHHble (NoCTynuBlLUKe) Ha ByMa)KHOM HocuTene. B HoMeHKknaType nen
3/1eKTPOHHOE [eno N Aesio Ha ByMa)KkHOM HOoCuTesle OTPa)kalTCcs Kak ABa ToMa, uMmellne oauH
3aroJIoBOK, UHOEKC N CPOK XPaHeHUs.

dopMMpoBaHME U XpaHeHMe g[en Ha OyMaxHOM HocuTesne Ao nepefays WX B apxuB
rocygapCTBEHHOro opraHa, opraHa MeCTHOro CaMOYMpaB/eHUs WUIWN BblOENEHUS K YHUYTOXEHUIO
ocywecTBnsetca B Cnyxbe pOenonpouMsBoAcCcTBa W/WMANM B CTPYKTYPHbIX MoApa3aesieHnsax
rocygapCTBEHHOro opraHa, opraHa MeCTHOro CaMOyrnpaBJieHUs MO MecTy UX (POpPMUPOBaHUS,
3/IeKTPOHHbIX Aen - B CO[ rocyiapCTBEHHOrO OpraHa, opraHa MecTHOro camoynpaBJieHUs.

Mocne ncnosnHeHUs OOKYMEHTOB M OKOHYaHUA pa6OTbI C HAMW OHK NoMellarTCca (MoawmBatoTCs) B
TBepOdble 0610XKKKN nnn nankKn-perncTpaTopbl And obecneveHns qu/|3|/|qu|<0|7| coxpaHHocTu. Hena
CHUTaeTCA 3aBegeHHbIM C MOMEHTa BKJIlOHEHNA B HEro NepBoro NCrnoJIHEHHOIro JOKyMeHTa.

B CTPYKTYpPHbIX Noapa3aeneHnsx rocyjapCTBEHHOro opraHa, opraHa MecTHOro CamoyrnpaBJieHuns
[enonpon3BoOANTENN CTPYKTYPHbIX MoapasgesieHnin obecneymBaloT COXPAHHOCTb OOKYMEHTOB U
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nen.

Ona obecneyeHnst COXPaHHOCTU U y4YeTa JOKYMEHTOB 1 Aef, A0CTYyMNa K HUM MPOBOANTCSH KOMIJIEKC
paboT:

co3aaHnme onTnMalilbHbIX TEXHUYECKNX (Ct)I/IBI/I'-IeCKI/IX) yCﬂOBI/II?I XPaHeHNA OOKYMEHTOB 1 O€eN,

e pasMelleHune aen;

®* MpoBepKa HaIn4dma n COCToAHNA AOKYMEHTOB U Ael;

e cobnopgeHune nopsankKa Bblga4dn gen.

Hena pa3meLtatoT B paboymx KOMHaTax UanM cneumanbHO OTBEAEHHbIX A1 3TOW Lenn noMeLleHnax
Ha cTennaxax, B WwWkadgax, cendax.

[ena ons nx yyeTa 1 Noncka pacroJsiaratoTca BepTUKabHO, KOpPeLKaMn Hapy>Ky 1 B COOTBETCTBUM
C HOMeHKaTypol gen. Ha kopelkax 060XKeK fen yKa3blBaloTCA MHOEKCHI N0 HOMEHKaType Aen.
HoMeHKnaTypa Aen nnuv BbiMUCKA N3 Hee MOMELLAeTCa Ha BHYTPEHHeN CTOPOoHe WKadga uan cTonke
cTennaxa.

Mpu Noncke Kakoro-nmbo AOKyMeHTa BHavane ciefyeT HaTu HY>KHbI 3arosloBOK Aena, a 3aTeM Mo
NHIOEKCY Aesnla - COOTBETCTBYHIOLLYIO Manky Ha MNoJike.

[ena QoKyMeHTaNbHOro (PoHAa rocylapCTBEHHOro OpraHa, opraHa MeCTHOrO CaMoyrpaBJeHus,
Haxo4ALWMecs Ha TeKyLLEeM XpaHeHUn, noanexaT yyeTy. Kak npaBuno, nepes rnepefayen B apxus
rocyapCTBEHHOrO OpraHa, opraHa MecTHOrO CaMOoyrnpaBJ/ieHMs NMPOBOAUTCS MPOBEPKA HaNN4nsa n
COCTOSIHUSI IOKYMEHTOB N [ieJ1 B LieJiAX YCTAaHOBNEeHMA (PaKTUYECKOro Halnm4msa Aen n cooTBeTCTBUSA
nX Konn4ecTtBy NnNo HOMeHKNaType oen.

MNpoBepKa Ha/MyMs U COCTOSIHUS AOKYMEHTOB M [efl MPOBOAUTCS MPWU MNepeMelleHun aen, npu
BO3BpaTe AEeJ, NpM CMEHE PYKOBOAMTENA CTPYKTYPHOro nogpasneneHus, pykosoautens Cnyxobl
Nenonpon3BoACTBa, MNPU peopraHMsaumMm u JUKBMOAUUW TOCYy[apCTBEHHOrO OpraHa, opraHa
MECTHOro CaMOoyrnpaB/IeHNs UK ero CTPYKTYPHOro rnoapa3saesneHus.

MpoBepka HaAN4Yna NPOBOAUTCS MyTEM CBEPKM CTaTel HOMEHKIaTypbl AeNl C ONUCAaHUEM [fes Ha
06/10)KKe, a hu3nveckoe COCTosHUE Aen onpenenseTcs NyTeM UX BU3yasbHOrO MpocMoTpa. Bce
0oOHapy>XeHHble HeJOCTAaTKN (PDUKCUPYIOTCSA B aKTe NPOBEPKN HANNYMSA N COCTOSIHUSA Oe.

B cnyyae yTpaThl JOKYMEHTOB W Aes NPOBOAUTCA Cy>XebHoe paccnenoBaHue, No pesysibTaTam
KOTOPOro SMLo, BUHOBHOE B yTpaTe, HeCeT OTBETCTBEHHOCTb B YCTaHOBEHHOM MNopsaKe.

Bbipava pen paboTHMKam Apyrux CTPYKTYPHbIX MoApa3fefieHni i Npou3BOAUTCS C paspelueHus
pykoBoauTens Cnyx6bl 4efonpon3BoACTBa UM PYKOBOAUTENS CTPYKTYPHOro noAapasaesieHns no
MecTy XpaHeHus gnena. Bbioavya [en BO BpPEeMEHHOe TMOoJib30BaHME B [PYyroe CTPYKTypHoe
noapasaesieHne NoanexuT y4yeTy.

[dena BbloaloTCA BO BpeMeHHOoe NoJib30BaHue COTPYLHUKaAM CTPYKTYPHbIX non,pas,u,eneHvuh Ha CPOK
He Bbonee ogHOro MecsLa 1 Nocie ero NCTevyeHnsa nogaexaTt BO3BpaTy.

NHbIM rocygapCTBEHHbLIM OpraHam, opraHamMm MEeCTHOrO CaMOYrpaBJSieHUS W opraHu3auusaMm nena
BbIJAOTCA HAa OCHOBAHUM WX T[UCbMEHHbLIX 3aMpPoOCOB C pas3pelleHnss pPyKoBOOUTENS
rocyapCTBEHHOro opraHa, opraHa MecTHOro CamMoynpaBJieHUs WU UHOTO YMNOJIHOMOYEHHOro UM
nvua. Boioadva oen noATBEp)XAAeTCs akKTOM BblAayun e/ BO BDEMEHHOE MoJib30BaHMe.
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Mpuno>xxeHue Ne 17

Haumenoranue OPraHHAZAIHH

Haumenosanue crpykTypioro
MO IPAEICICHHA

OINHCb Ao
aen
Ne | Huaexc Jaronoeox nena Kpaiiune Cpok Koauuects | [pumevanne
n'n| nena JIATHI XpaHeHns® 0
JIHCTOE
I 2 3 4 5 ] 7
Ha3isanwne painena
B JEHHYEY OTITACHE BHCCCHD Al
(LHIPasIH B IPOIHCkIN)
¢ Mo o No , B TOM 4HCne:
_'IH'I'i.'.‘pI‘lI:.Iﬂ Iiﬂ.‘ﬁlﬂpﬂ.l
MPONYIIEHHBIE HOMEPa:
Haumenonanue AN HOCTH
PYKOBOAMTEAA CTPYKTYPHOTO
NoApazie]eHHs [oanues Pacumdposka noanueu
Harta
COITACOBAHO COI'JTACOBAHO**
Haumenoranue 1omxHoCTH [Mporokon K ctpykTypHOTD
pykoBoauTens cayxowm J1OY noapa3ieneHus
Hoanuer Pacumndiposka ot No
[Moanucu
Jata

* I'padha onyckaeTea B ONMCH 1 NOCTOAHHOMD CPOKA XPAHCHMA.
** [Tpu vanuuun IK cTpyKTYpHOIO noapasaeicHis

®dopma onucu aes CTpPyKTypHOro rioapasaesneHus (MoCTOSAHHOMoO CPOKa XpaHeHWs,
BpeMeHHbIx (cBbillie 10 s1eT) CPOKOB XpaHeHUs, ro JINYHOMY COCTaBy)
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MpopgosxeHue npunoxeHma Ne 17

[lepenan
aen

(L pasH 1 TIPOTTHCRIO)
H PEFHETPAUHOHHO-KOHTPOJIBHBIA. KAPTOTER K DOKYMCHTIAM.
(LHfpasB W TPOITHEERY)

HaumMeHnoBanHe 10MHHOCTH 'FIIIEOT HHEKE

CTPYETYPHOD NOJAPatIc/IcHHA [oanuek Pacumdporka noanucH
[Tpuusn aen

[ LUIPsIEL B TIPOTHC kI
H PETHCTPALHOHHO=-KOH TP EH LIX

{nmippasin 1 NPOINCEK)
KAPTOTEK K JIOKYMEHTAM.

HanmeHoBaHHE 100AKHOCTH
paboTHHKA apXHEBa [loanmes Pacumdposka noanueH

Harta

Mopsmar A4 (210 x 297 mim)

Mpunoxexnue Ne 18
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Haumenopanune OpPraHHsalHN

OINHCH Ne
WIEKTPOHHBIX 1€, AOKYMEHTOR

Na Hunexe 3aronoBoK Kpaiinne Cpok Obwewm, | [pu
n'n Jena Jena nare* XpaHeHna MO | meua
HHA
1 2 3 4 3 (4] 7
HansmeHoBane pasiacia
| | | | | |

B nauHbIi paznen onuMcH BHECEHO Oen,
(undpasuy | NPONHCELIO)

¢ No no Ne

OOBEMOM M.

HaumenoBaHHe NOKHOCTH
PYKOBOIMTENA CTPYKTYPHOTO

NOIPA3ALIEHHA [Moanmes Paciumdposka noanucu

Iata

COMNMACOBAHO COrMACOBAHO#®*

HaumeHoBaHHe HOKHOCTH [Mporokon DK crpykTypHOro

pyKoBoaMTER cayxom JIOY NOApaiie/icHHA

[Moanuees Paciimdponka o1 Ne
[oanuen

Hara

* I'pacha onycKaeTcs B ONUCH 18/ NOCTOARHOTO CPOKA XPAHEHHA,
** [pu Hanwunn K cTpYKTYPHOIO NOApa3IeIeHHA.

dopma ornuncKu 3J1IEKTPOHHbIX AeJl, AOKYMEHTOB CTPYKTYPHOIro noapasaeaeHus

MpoposikeHne npuioxxeHus Ne 18
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Ilepenan
nen
{Ldpasii i NPONRCEI )
H WI'HCTFEII.J.HIJHIll'!l'H'ﬂII.'I'[':Iﬂ.'lI:HI:I.K Hﬂp‘l'ﬂ'l'ﬂl‘.’ K .'l{'}H}"."r'IL'-H'I'H..\L
(mHippasy 1 IpITHcs)
o0BEMOM M.
HaumeHnoranue 10MKHOCTH pabOTHHKS
CTPYKTYPHOTO NoJapasieicHHA [Moanuce Pacumdporka noanucu
IMpuuan aen
{Lidpasisl i NPONRCEI)
H PCrHCTPALHOHHO-KOHTPOIbHBIX
(Lpipastsn B NPOmICKHY)
KAPTOTEK K JOKYMEHTaM, 00LEMOM MG,
Haumenosanue 10KHOCTH
paboTHHKA apXHBa [Moanues PaciundpoBka noanucu

Jara

Dopsar A4 (210 x 297 mm)

MpoposxeHne npunoxeHmsa Ne 18
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MNPHIOKEHHE K OINTHCH Ne

AMEKTPOHHBIX Q€T NOKYMEHTOR

PEEETP AOKYMEHTOB [K[II!TEFIHEPDH WIEKTPOHHEBIX ,"IDK"\-'ME'HT“E} MIEKTMYHHODND eJTa: =

Ne ¢/l Xp. N0 OMHCH Huaexe nena

Jaronoepok 1e1a

Hara Per. Ne
,..'[I'._'IK}'?LII.T!ITEI ,.'I('.I'I-n.'}"?l.lﬂll'l.'ﬂ Hﬂllﬁll:l[t_lluilllh.‘.' ,'l_ﬂK}"M[,!]IT.i,i Ufr'hl',".\.!, Mﬁ n[!ll‘l!'.‘[ﬂ"-IEIHHH
| 2 3 4 5

HaumeHOBAHUE A0IHEHOCTH
COCTABHTCIIH CITHCH II(J_.'],I[HL‘I: PH.‘..'IlII“I.I[':II'II.'.HH HOATTHEH

* CocTagnaeTed Ha Kawoe MICK TP HOE JIEI10,

Mopaar A4 (210 x 297 sm)

Mpuno>xxeHme Ne 19

MopapoK cocTaBsieHUAa onucen aen
NOCTOAHHOroO, BpeMeHHbIX (cBbiwle 10 feT) CPOKOB XpaHeHus,
Nno JINYHOMY COCTaBYy, 3JIEKTPOHHbIX gen
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B rocynapcTBeHHOM OpraHe, opraHe MecTHOro CaMoyrnpaBieHNs B KaXKAO0M CTPYKTYPHOM
noapasaesieHNN eXerofHo COCTaBASATCS OMUCU Ha Aesia MOCTOAHHOro XpaHeHWsi, BPeMeHHbIX
(cBbllle 10 NeT) CPOKOB XpaHEHUs, MO JIMYHOMY COCTaBYy, 3JIEKTPOHHbLIX Aen. Onucu nen
COCTaBASAOTCSA MNOA MeTOANYECKUM PYKOBOACTBOM apXvMBa rOCYyAAapPCTBEHHOrO OpraHa, opraHa
MEeCTHOro camoynpassieHus. o 3TUM ONUCSIM LOKYMEHTbl COAITCA B apXMB FOCyOapCTBEHHOrO
opraHa, opraHa MecTHOro camoynpaB/ieHus.

Onuck fen CTPYKTYpPHOro noapasneneHus npencrasnaet cobon nepeyeHb Aen € CaMOCTOATENIbHON
BaJsioBon (nopsgkoson) Hymepaumen pen. OCHOBOM COCTaBJ/IEHUA oONuUcen n[en  sABAseTCs
HOMeHKNaTypa gen.

Onucu gen, NnoAroToBJSIeHHbIE CTPYKTYPHbLIMW rMogpa3feneHnaMn, ciy>KaT OCHOBOW AJ19 NOArOTOBKN
CBOLHbLIX OMWUCen aesn rocyaapCTBEHHOro opraHa, opraHa MeCTHOro caMoynpaBieHWs, KOoTopble
rOTOBUT apxXvB rocyaapCTBEHHOro opraHa, opraHa MecTHOro CaMoyrpaB/eHUs U MO KOTOPbIM OH
cpaeT fefla Ha NOCTOSAHHOE XpaHeHMe B COOTBETCTBYIOLLNI FOCYAAaPCTBEHHbIN UM MYHULUMANbHbIN
apXuB.

Oonucn pen CTPYKTYPHbIX NoapasfeneHnin COCTaBAATCSA NO YCTaHOBIEHHON hopMe (MpunoxeHus
Ne 17, 18 K HacToAWwWMM MeToANYECKNM peKOMeHaUnsaM) B ABYX 3K3eMMispax n NnpencTaBisioTCcs B
apxmB rocyfapCTBEHHOro opraHa, opraHa MecTHOro CaMoyrnpasjeHns He No3fgHee 4Yem yepes oaunH
ron nocJse 3asepLleHns aen B enonponussBoacTBe.

B onuncax pen yka3sbiBaeTcsd nMosHoe (6e3 COKpalleHWn) HauMeHOBaHMEe CTPYKTYpPHOro
noppa3sfnenieHns, B KOTOPOM gena 6blan chopMmnpoBaHbl U 3aKOHYEHbl 4eN0MPOM3BOACTBOM.
OnucaTenbHaa CTaTbs ONMUCK AeN CTPYKTYPHOro nogpasneneHmsa CoaepXXnT cnepyouwme 3J1eMeHTbl:
* NOpPAOKOBbLIN HOMEpP Aena (Toma) Mo onucK;
* MHOeKC pena (Toma);
* 3aroJioBOK gena (Toma);
e naTa gena (Toma);
* KOJINYECTBO NINCTOB B Aese (Tome) nam obbem B M6 B ONNCKU 3NEKTPOHHbLIX Aef, AOKYMEHTOB;
* CPOK XpaHeHunsa pgena (Toma).
NMepen BHeceHMEM 3aroJIOBKOB Aesl B OMNUCb Aen MNpoBepseTcas KayvecTBOo (OPMUPOBAHUA U

oopmMneHuna gen.

B onuncb 3NM1EKTPOHHBLIX Aefl, AOKYMEHTOB [HAOMOJIHUTEJIbHO BKJIOYAETCS MPUIOXKEHME K OMNMuUch -
peecTp 3/IeKTPOHHbIX [OOKYMEHTOB (KOHTEMHEPOB 3/IEKTPOHHbIX [OOKYMEHTOB), B KOTOPOM
yKa3blBaloTCs cBefeHns 06 3N1eKTPOHHbIX LOKYMEHTaX, BKJIIOYEHHbIX B Ka)K10€e 3/1IeKTPOHHOe Aeno.

Mpw cocTaBneHUn onucu aen cobnopaoTcs cneayoume TpebosaHus:

* 3aroJIOBKW OeJ1 BHOCATCS B ONMUCb B COOTBETCTBUU C MPUHSATON CXEMOWN CUCTEMATMU3aUNM Ha
OCHOBE HOMEHK/aTypbl 4en;
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* Kaxjgoe gesio BHOCUTCA B ONMMUCb Nog CaMOCTOoATEJIbHbIM NMOopAAKOBbIM HOMeEpPOM (ecnn peno
COCTOUT W3 HECKOJIbKMX TOMOB, TO KaXXAblh TOM, B TOM 4ucCne copopMmposaHHoe B
OTAesIbHbIA TOM npunnoXxeHme K geny, BHOCATCA B OMNMCb Nogd CaMOCTOATEJIbHbIM HOMepOM);

* NMopAaAnoK HyMmepaunnm gen B ornnucun - BaJIOBbIN;

* NMOpPAOOK NpUCcBoeHNA HOMeEPOB ONMNCAM CTPYKTYPHbIX no,upaa,ueneHMVl yCTaHaBJInBaeTCA Nno
COr/1IacoBaHMIO C apXMBOM FOCY1apCTBEHHOMO OpraHa, opraHa MecTHOro CaMoyrnpaB/ieHUS;

e rpadpbl OMUCKU 3aMNOJIHAKTCA B TOYHOM COOTBETCTBUM C TEMU CBEOEHUSAMWU, KOTOpble
BblHeCeHbl Ha O6J'IO)KKy nena,

®* MHOIFOTOMHbIE O€&Jia B ONMNCb BHOCATCA MO NopAaAKY HOMepPOB TOMOB; Npn BHeCEHNN B OMUCb
nocnegHero Toma nocsie HOMepa ToMa nobasnseTcsa cnoso «locnegHNn».

pacdha onucn «lMpuMedaHus» WUCMONb3yeTCa ANA OTMETOK O npueMe gAes, ocobeHHOCTSX uX
(P13M4ECKOoro CoCToAaHUSA, 0 nepenade gen ApPYyruM CTPYKTYPHbIM nMoApasaesieHUsM CO CCbIJIKOM Ha
COOTBETCTBYIOLMNM aKT, 0 HAaAU4YUK KON 1 gp.

B KoHUe onucum Bcnen 3a nocaefHenm onucaTesibHOW CTaTben 3arnoJIHAeTCs MToroBas 3amnucb, B
KOTOPOM yKa3biBaeTca (LndpamMmm n nponncbio) KOJIMYECTBO A€, YNCAAWMXCA MO ONNCK, NEPBbLIA U
nocnegHUn HoMepa Aen MO OMNUCK, B OMUCUA 3NEKTPOHHbIX Aes, OOKYMEeHTOB - obwwuin obbem
9NEeKTPOHHbIX Aen B M6.

Onucb Aen CTPYKTYpHOro noapasnesieHns MoAMnMCbIBAaeTCs PYKOBOAUTENeM nogpa3sfeneHuns
rocygapCTBEHHOro  OpraHa, oOpraHa MeCTHOro caMmoyrpaBJfieHUs, COorjacoBblBaeTcsi C
pykosoauTenem Cnyx6bl penonpoussoacTBa. lNpu Hannuymm B CTPYKTYPHOM MoapasneneHunn
3KCMEepPTHON KOMUCCUM ONUCb AeN A0 ee YTBEPXAEHUs Oo/KHA ObiTb COriacoBaHa C 3KCMEPTHOM
KOMUCCUEN CTPYKTYPHOrO Nogpa3aesieHus.

PeecTp 3/1eKTPOHHbIX AOKYMEHTOB, SABJISIOLWMIACSA NMPUTOXKEHNEM K ONUCU 3NIEKTPOHHBIX IOKYMEHTOB,
NOAMNUCLIBAETCS COCTAaBUTENIEM peecTpa C YKa3aHUeM O0/IKHOCTU, MHULMANOB, (haMUInn.

Onucb gen CTPYKTYPHOro nogpasfesieHns opraHusaumm cocTaBNsaeTCa B ABYX 3K3eMnasapax, O4AuH
N3 KOTOPbIX NepefaeTcsd BMecTe C AeflaMu B apXUB rocyapCTBEHHOro opraHa, opraHa MecTHoOro
camoynpaBJfieHNs, a BTOPOM OCTAeTCH B KayYeCTBE KOHTPOJIbHOrO 3K3emnaspa B CTPYKTYPHOM
noapasgeneHnn. B apxuB rocyfapCTBEHHOro opraHa, opraHa MeCcTHOro camoyrpaBieHUs Takxe
rnepepaeTcsa MO 3K3eMnsApy ONUCen [en CTPYKTYPHbIX NojpasfesieHUn B 3JIEKTPOHHOM Buae
B pefakTupyeMmoM copMaTe 4J19 UCMONb30BaHUSA B JalibHenLweM A5 NoAr0TOBKM apXMBHbIX onncen
hen, LOKYMeHTOB (ro40BbIX pa3aesioB).

MpX HaNM4YUM B CTPYKTYPHOM MoApa3feseHnn 3KCNepTHON KOMUCCUMM OMUChb Aes1 COCTaBNsSeTCsa B

TpexX 3K3eMnagpax, TakK KakK OOWH 3K3eMnadap onncum nepepaeTtcd B 3KCMNEPTHYHO KOMUCCUIO O
paccMOTpeHNA N cornacoBaHUA.

Mpunoxenue Ne 20

MpaBsuna OCbOpMJ'IEHMSI Aen mn noaAroTosKku gen
K nepegayde Ha apXuBHOe XpaHeHue
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OchopmneHne gen Ha BymMa>kHOM HocuTene, Noasexallnx nepegaye B apxmB rocyapCTBEHHOTO
opraHa, opraHa MecTHOro caMoynpasJfieHus, npeaycMaTpusaete:

* NoAlnBKY OOKYMEHTOB B AE€JI0O UK nepenneT Oena,

* HyMepauunto TMCTOB B Oene,

® COCTaBJieHMe NnCTa-3aBepuntend aena,

* COCTaBJIEHNE B HEOHXOAMMBbIX C/ly4Yasix BHYTPEHHEN ONMUCK OOKYMEHTOB [ena;

e ohopMJIEHNE PEKBU3NTOB 06/10)KKM Aena.

0O6510XKa (TUTYNbHBLIN NUCT) Oena MOCTOAHHOro, BPeMeHHOro (cebiwe 10 neT) xpaHeHus n no
JINYHOMY COCTaBy O(opMsAeTCsa Mo YCTaHOBJeHHON dopme (npunoxeHme Ne 22 K HaCTOALLUM
MeTognyecknm pekomeHpaumam). Hagnucm Ha obnoxkax gen (TOMOB) cnenyeT BbIMOAHATb
YyepHunamun, pasbopymso, 6e3 cokpawieHun. Ecam Ha o06N0XKKY HaknenmBaeTcsa TUTYJIbHbIA JIUCT,
N3roTOBJIEHHbIN TUNMOrpadCKNM UIN NHBIM NeYaTHbIM CNOCOBOM, TO HAAMWUCK Ha HEM TaKXXe MOryT
6bITb HanevaTaHbl. TUTYNbHBIA JINCT PEKOMEHAYeTCHA HakjeuBaTb C Hak/JaAKOW Kjiesa Ha BCio
NMOBEPXHOCTb INCTa C TeM, 4Tobbl NoA4 HUM He 06pa30BbIBaSOCh MyCTOT.

Ha o6noxke fena ykasblBalOTCH PEKBU3UTDI:

e HauMMeHOBaHME TrOoCYydapCTBEHHOro oOpraHa, opraHa MeCTHOro CcaMoynpaBJ/ieHuns
(boHpoobpaszoBaTens);

* HaMMeHOBaHMe CTPYKTYPHOro nogpa3sneneHuns doHpoobpasoBaTens,
0enionpon3BOACTBEHHbIM HOMeEpP (MHOEKC) aena (MHAeKC aesia No HOMEeHKNaType noen);

® 3alroJIoOBOK Aena,

e faTa gena (Toma);

* KOJIN4EeCTBO INCTOB B Aene;

* CPOK XpaHeHus Oena u HoMep CTaTbW MO NepeyHIo;

* apxmBHbIN WKdp gena.

PekBM3UTbI, MPOCTaBAsiEMble Ha 00J10)KKe (TUTYNbHOM NMUCTEe) Aena, oopMAAlTCA creayowmm
obpasom:

* HaMMEHOBAHWeE rocylapCcTBEHHOr0 OpraHa, opraHa MecTHOro CaMoyrnpaB/ieHNs YKa3biBaeTCs
MONIHOCTbIO B UMEHUTEJIbHOM Nafexxe C yKa3aHueM ouumMaibHO NPUHSATOro0 COKpaLLeHHOro
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HaVMeHOBaHuS, KOTOpPOe YKa3biBaeTCsA B ckobkax Mocsie nosHOro HanMmeHoBaHus. B cnyyasx,
Korfa B TeyeHue rofa, 3a KOTOpbIA OPOpPMIIAIOTCA Aefa, roCyAapCTBEHHbIA OpraH, opraH
MeCTHOro camoynpasneHus 6bin nepemmeHoBaH (Npeobpa3oBaH) MU 3TO He BbI3BaJIO
BO3HWKHOBEHNSA HOBOro hoHaoobpa3oBaTens, No4 CTapbiM ero HauMeHOBaHMEM MULLETCH U
HOBOE HaMeHOBaHUe;

e HauMeHOBaHWME CTPYKTYpPHOro noApa3sfesieHusa: 3anucbiBaeTCA ero Ha3BaHWe B
COOTBETCTBMU C YTBEPXOEHHON CTPYKTypou (ecnm B Te4dyeHMe roja HauMeHOBaHMue
CTPYKTYPHOrO noApa3fefneHns MeHsanocb wanm peno 6biio nepefaHo B Apyrom
rocynapCTBEHHbIA OpraH, opraH MeCTHOro cCaMoynpaBJieHUa WAM ApYyroe CTPYKTypHoe
nogpasfgesieHne, ctapoe HaMMeHOBaHWe 3aK/w4aeTcs B CKOBKM, HOBOE HauMeHOBaHue
MULIETCS Mo CTapbiM);

* [esI0NPOM3BOACTBEHHLIN HOMep (MHAEKC) Aena: npoctaBnseTca uudposoe obo3HaveHme
(vHOoeKkc) pena NO HOMEHKNaType Aes; ec/qn Aesi0 COCTOUT M3 HEeCKOJIbKMX TOMOB, TO Ha
06/10)kKKe NMepBOro TOMa YKa3blBaeTCA KOJIMYECTBO TOMOB 3TOr0 Aefla, a Ha mocjaenyowmx
TOMaxXx - HOMep o4YepenHoro ToMa, Ha mocsegHeM TOMe MNocsie ero HoMmepa gobaBnseTcs
CNIOBO «NOCAEeOHUNN>;

* 3aroJI0OBOK (HauMMeHoBaHME) Aefnia NepeHOCUTCS M3 HOMEHKNATypbl Aes, B Heob6XoanMbIX
CNly4daax B 3aroJIoBOK BHOCATCS YTOYHEHUS: HOMepa MPUKasoB, MPOTOKOMOB MU Ap. Ecnm
HaMMeHOBaHWe Oefla He paCKpbIBaeT coAep KaHUe MOALWNTbLIX B HEM OOKYMeEHTOB («Pa3Has
nepenucka», «fepenncka no obwmm BOMpoCamM» U T.M.), COCTaAaBAAETCHA HOBbIA 3aroJsioBOK
hena, oTpa)kalwmnin cogep>XaHne NoAWNTbIX B Aefle JOKYMEHTOB;

e NaTa [ena: YKasblBalTCa rof(bl) 3aBefleHNS U OKOHYaHWA Aena B AesIonpou3BOACTBE.
Hdaton pen, copepXawmx pacnopsauTenbHYIO [AOKYMEHTaLMo, a TakXxe ana gen,
COCTOSALUNX N3 HECKOJIbKNX TOMOB, SIBASIOTCH KpaWHWe AaTbl OOKYMEHTOB Aefia, TO eCTb
OaTbl (4MCno, Mecsu, rog) perucrtpaumnm (CoOCTaB/IeHMS) CaMOro paHHero n camoro nNo3fHero
OOKYMEHTOB, BKJIOYEHHbIX B Aeno. Mpu 3ToM 4mcno (ABa 3Haka) n rof (4eTbipe 3Haka)
obo3HavalTCa apabckmmum umdpamn, HasBaHue Mecsua nuweTca cinosoM. Ecnm B geno
BKJIIOMEHbI JOKYMEHTbI (MPUI0XKEHNS 1 Ap.), AaTbl KOTOPbIX BbIXOAAT 3a KpanHue OaThbl
hena, To noA AaTaMu pgena, C HOBOW CTPOKM AenaeTcsa 06 3ToM 3anuck: «B gene nmeroTcs
OOKYMeHTbl 3a ... roa(bl)». HdaTbl Oesa MOryT He YyKa3blBaTbCsa Ha o065n0xke gen,
cofepXalliux, Hanpumep, rofoBble MJaHbl WAW OTHYeTbl, TaK Kak OHW OTpa)kalTcs B
3arosioBKax gen.

Ona pen, cOopMUPOBaHHbLIX N3 OOKYMEHTOB MO HOMWHasIbHOMY MpPU3HaKy, TO eCTb MO BuAaMm
ONOKYMEHTOB (I'IpI/IKaBbI, pacnopsa>XeHunsa, akKTbl W /J,p.), 0aTon Havana pena 4BnfeTca pfaTa
noannCaHmMa wiam yTBepXaeHna CcaMoro paHHero AOOoKyMeHTa, a 0aToON OKOH4YaHuWA - paTa
noanncaHmnA (yTBep)K,EI,eHI/IFI) CaMOro nosagHero JoKyMeHTa.

[aToln gena, colep)xallero MNpOTOKOJbl 3acedaHuil, sBASeTCs AaTbl YTBEPXAEHUS (ecnm OHu
YTBEPXXAAKTCA) UM AaTbl NEPBOro 1 NOC/eHEro NPOTOKOJIOB, BKJIIOYEHHbIX B [€/10.

KpallHMMn gaTaMu JINYHOIrO Aena sSBAATCSA AaThl NOANMUCAHUS NPUKa30B O NpueMe (Ha3HaYeHUn) n
yBOJNIbHEHUN (0CcBOBOXXAEHNM OT OOJIKHOCTW) S, Ha KOTOpoe OHO 3aBedeHo. B ciydae cmepTn
Jmya, Ha KOTOpoOe 3aBefdeHOo JIMYHOe [eslo, KOHeYHOW p[aTon $ABNAeTCA AdaTa LOKYMEHTa,
MoATBeEpP)XAaloWero cMepTb Anua, WM 3annucb 06 3ToM COTPYyOHMKa KaApOBOWN CyXXObl.

Ona pen, copoep)awwmx nepenuncky, 0aTon Havana pgena SaBndeTca faTa noctynneHmsa nepsoro
BXogdauwiero uvUam pata nNepBoro mcxoadauwero AOOKYMeHTa, a 0aTON OKOHYaHWa - JaTa CaMoro
nosgHero exoadLiero nan ncxoadawero noOKymMeHTa He3aBUCUMO OT MeCTa HaXoXXAeHNda UX B aeJie.
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Ko/fin4yecTBo NpOHYMepOBaHHbLIX B Aefie JIMCTOB MPOCTaBAAETCAs Ha OCHOBAHUM NUCTa-3aBepuTens
nena, 6e3 yyeTa KOJIMYECTBA JINCTOB BHYTPEHHEN OMUCU OOKYMEHTOB [efla U JINCTa-3aBepuTens
nena.

PekBu3nNT «CpoK XpaHeHWUs fesla U HOMep CTaTbW MepeyHss» NepeHoCcuMTCs Ha 060Ky aena u3
COOTBETCTBYIOLLEA HOMEHKNATYpbl AeNl MoCie CBEePKU ero CO CPOKOM XpPaHeHWUs, yKa3aHHbIM B
nepevyHe TUMOBLIX AOKYMEHTOB WM B MNepeyHe [OKYMEHTOB, 0bpa3ylwmxcs B AesTeNbHOCTU
rocy4apCTBEHHOro opraHa, C yKa3aHMeM CPOKOB XpaHeHus (nNpu BBeAEeHUM B OEeNCTBUE HOBbIX
nepevyHen LOKYMEHTOB CO CPOKAMUN XpPaHEHMs CTapble 3aNncy 3a4epKnUBaloTCS, @ CBEPXY UK PSALOM
MULWYTCS HOBble AaHHble). Ha Aenax NoCTOSHHOIMO XPaHEeHUSA NULIETCA: «XPaHUTb NOCTOSHHO>.

ApxmBHbIN Wndp gena (coctouT M3 Homepa doHOa, HOMepa oNUCM KU HoMepa Aena no onmcKu) Ha
06n10>XKax Oen rnocCToOAHHOro XpaHeHUs MPOCTaB/SAETCA YEepPHWIaMU B apXuBe roCynapCTBEHHOrO
opraHa, opraHa MeCTHOro CaMOyMnpaB/iIeHUA TOJIbKO MOCJie BKJIOYEHUA 3TUX OeN B rofoBble
pa3genbl CBOAHbIX OMUCEN AOen, [OOKYMEHTOB, YTBepXAeHHbiIXx 3MK cooTBeTCTBYHOLLErO
henepanbHoro apxwmsa, IIK cooTBeTCTBYOWEro YMNOJHOMOYEHHOIrO OpraHa WCMNOJIHUTESIbHOWN
BnacTn cybbekTa Poccunckonm Pepepaunn B cdepe apxMBHOroO fesa WIN FoCyAapCTBEHHbIM
(MyHMUMNANbHLIM) apXMBOM B COOTBETCTBUM C NPeAOCTaB/IEHHLIMU UM MOJHOMOYMAMN (00 3TOro OH
MPOCTaB/AETCHA KapaHAallomMm).

Ha o650)XKaxXx [en NOCTOSHHOrO XpaHeHus npenycMaTpuMBaeTCcsa MecTo A HauMeHOBaHWS
rocyfapcTBEHHOro (MyHUUMMAaNAbLHOr0) apxmBa, B KOTOpbin 6yayT nepenaBaTbCa Aefna, KOOOB
rocygapCTBEHHOrO (MyHMUMNANBLHOr0) apxmBa W roCyfapCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpaBneHus no ObuiepoccninckoMy KnaccudmnkaTopy npeanpmatuin n opraHmsauun (OKMO)
n ObLEepoCCUNCKOMY KJlacCUpUKaTopy opraHoB rocyapCTBEHHOW BnacTu u ynpasneHus (OKOIY).

HanmeHoBaHuA ¢oHAoobpa3oBaTeNss U CTPYKTYPHOro noApasfesnieHuns, rod U HoMmep Aena MoryT
NPOCTaBASATLCA Ha 06/10KKe LUTaMMoMm.

B uenax obecnevyeHWss COXPAaHHOCTU U 3aKpPersieHUs MopsfKa pPacrosIoOXKEHUS [OOKYMEHTOB,
BKJIIOYEHHbIX B [e/10, BCE ero JINCThbl, KPOME YUCTLIX, JINCTa-3aBepuUTENs U BHYTPEHHen onucuy,
HYMepYyIoTCS B pa3BEPHYTOM Buae apabckmmu Lndgpamm, BasioBo Hymepauuen. YucTble NNCThI U3
nena nsbiMalTca (6e3 noBpexxaeHUs LEeNIoOCTHOCTM Aesia) U YHUYTOXalTCA. JIMCTbl HyMepyloTca
MPOCTbIM KapaHOalloM CBEPXY BHW3 B BO3pacTaloLlEeM MNopsake HOMepoB, HAaYMHas C MepBoro.
Lncpbl NpoCTaBASAOTCS B NMPAaBOM BEpPXHEM yrjy JNCTa, He 3a[eBas TeKCTa AOKYMEHTOB. JIMCThbI
BHYTPEHHEN ONUCU HYMEPYIOTCS OTAENbHO.

JINCTbl Aen, coCcTosIWMX W3 HECKOJIbKUX TOMOB, HYMEPYHTCS MO Ka)KAoMy TOMYy WAW 4acTu
OTHOe/IbHO, HayMHasa C nepsoro. MNMpuioXKeHUs K aesy, NocTynuBlIne B nepenseTte, opopMIsaoTCS
KakK CaMOCTOsITe/IbHblE TOMA U HYMepYyTCS OTAEJbHO.

LOoKyMeHTbI C cobcTBeHHOMN HyMepau,Vle|7| NnNcToB, B TOM 4YucJsie nevYaTtHble U3gaHUda, HyMepyrTCd B
obuwem nopagke njinm CoOXpaHAarT C06CTBeHHy}O HyMepauunko, ecjin OHa COOTBETCTBYET NOPAAKOBOMY
pacnonoXXeHntwo NTNCTOB B Ogene.

doTorpaum, YepTexu, AMarpaMmbl U Opyrue WUANCTPaTUMBHbIE U crieundrnyeckne OOKYMEHTHI,
npencTaBsOWNE CAaMOCTOSTENbHbLIA INCT B Aefe, HYMepylTcs Ha 060pOTHOM CTOPOHE B J1IEBOM
BEPXHEM yriy.

CnoxxeHHbIn nucT 6onblioro dopmaTa (opmaTa A3, A2) pa3BopavymBaeTCs U HYMepyeTCcsa B NMpaBon
4acTu BepxHero nonsa naucta. Mpu atom auct nwboro copmaTa, NOAWMTBIA 3a OOUH Kpawn,
HyMepyeTCs KakK OAWH JINCT; a JINCT, CJIOXKEHHbIA U NOAWMNTLIA 3a cepeanHy, MoAIeXUT nepeLunBKke
N HyMepyeTCs Kak OAWH INCT.

JINCT € Harnyxo HakNeeHHbIMU AOKyMeHTaMu (oTorpadpmusamu, Bblpe3dkaMu, BbIMUCKaMU U Ap.)
HyMepyeTCa KakK OOWH JINCT; B HMXKHEW 4acTu mam Ha obopoTe Takoro AmcTa AeniaeTcs onuch
HakKJIeeHHbIX Ha Hero LOKYMeHToB. BOo BHyTpeHHeln onucn 1 B INCTe-3aBepuTesie B KOHUe aena o
Takux NUcTax AesiaeTcsa oropopka. Hanpumep: «Ha nucte 6 HakneeHo 5 ¢oTorpacmuin cornacHo
onuncu Ha obopoTe NnucTa».
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KapTbl 1 CXeMbl, CKJIEEHHbIE N3 HECKOJIbKUX JINCTOB, HYMEPYIOTCA KakK 0AMH JINCT. Ha Taknx nmctax
Ha obopoTe mam cBobOOHOM OT TeKCTa MecCTe yKa3blBaeTCs KOJIMYEeCTBO JINCTOB B Ckenke. Bo
BHYTPEHHEN ONUCK U B JINCTe-3aBepuTene Aena 0 TakuX JINCTax AenaeTcsa orosopka. Hanpumep:
«JlncT 7 - KapTa-cknenka n3 10 nncTos».

Echm K pDOKYMeHTY (NMCTYy) MOAKJIEeHbl OAHUM KpaeMm Apyrne [OKYMeHTbl (BCTaBKM TeEKCTa,
nepesoAbl, BbIPE3KWN, CMPAaBKN N ApP.), TO KaXAbll AOKYMEHT HyMepyeTcsi OTAEeNbHO, OYepelHbIM
NopsiAKOBbLIM HOMEPOM.

MoAwunTble B O€/10 KOHBEPTLI C BJIOXKEHUSIMU HYMEPYIOTCS: BHaYasie KOHBEPT, a 3aTeM OYepelHbIM
HOMEpPOM Kaxk[oe BJIOXXeHMe B KoHBepTe. Hanbonee LeHHble B UICTOPUYECKOM M XYA0XKECTBEHHOM
OTHOLLEHUN IOKYMEHTbI (YepTexxu, PpyKonucu, rpacmnka 1 ap.) He NoALINBAOTCSA, @ BKJ1aAblBalOTCA B
KOHBEpPTHI.

Ecnm B HyMepauun nmnctoB OonyweHo MHOro owwnbok, BCce peno HYMepyeTCqa 3aHOBO. I'Ipvl 3TOM
CTapble HOMEpPa 3a4epPKNBakOTCA 04HON HaKJIOHHOWN ‘-IepTOIZ n paagom CtaBUTCA HOBbI HOMEpP JINCTa.
B KoHUe gena CoCTaBAsIETCS HOBbLIN NNCT-3aBepunTesib gena, npm 3ToM CTaprI7I NNCT-3aBeEpPUTEb
3a4epKnmBaeTCd, HO COXpPaHAETCA B Aesie, BO BHYTPEHHIOK OMNCb TaKXe BHOCATCA UCnpaBiaeHna nin
BHYTPEHHAA OMNCb COCTaB/1Ae€TCA 3aHOBO.

Mpy HanM4yMn oTAENbHLIX OWMOOK B HyMepauuwn JINCTOB B Jenax npu NOAroTOBKE UX K chade B
apXxuB [OMYyCKaeTCs MO COrJlaCoBaHMIO C apXxMBoM ynoTpebrieHne nuTepHbiX (C ByKBEHHbIMU
[OMNOSIHEHUSIMU) HOMEPOB JINCTOB.

Mocne 3aBeplweHUs HyMmepauuu JIMCTOB COCTaBASAETCA JINCT-3aBepuTenb Aesa (3aBepuTesbHas
HaAMuUCb), NOMELLAEeMbIN B KOHUEe fAena. JIncT-3aBepuTesib COCTaBASAETCHA B Aesie Ha OTAe/IbHOM
ncTe-3aBepuTtesie gena nNo YyCTaHOBAeHHOW dopMe (npunoxeHme Ne 23 K HaCTOALLMM
MeToon4yeckum pekoMeHpauuam). B nucTte-zaBepuTene uudpamm M MponucCblo yKasbiBaeTCH
KOJINYEeCTBO JINCTOB B AaHHOM fefne, 0OTMeYatloTCcq 0COBeHHOCTN OTAes/IbHbIX AOKYMEHTOB (4YepTexu,
oTorpadun, pUCyHKMU 1 Ap.) N PU3NYECKOro CoOCTOAHUSA OOKYMEHTOB (MoMapKu, Hepa3bopuunBbIi
TEeKCT, MopBaHHbIE INCTLI N 4P.).

JlncTt-3aBepuTenb MNOAMUCLIBAETCS €ro COCTaBUTENIEM C YKasaHWeM [OOJPKHOCTWU, paclinMdpoBKU
noanucu n gaTtbl COCTaBJIEHUS.

Onsa yvyeTa OOKYMEHTOB OMNpenefeHHbIX KaTeropuin NMOCTOSAHHOIO U BpeMeHHbIX (cBbiwe 10 ner)
CPOKOB XpaHeHM s, y4eT KOTOPbIX Bbi3biBaeTCHA CNeundunKon gaHHON JOKyMeHTaunm (0cobo LeHHble,
JNYHble Aena, Aena C AOKYMEHTaMu OrpaHWYeHHOro AOCTyMa W Ap.), COCTaBAAETCS BHYTPEHHSS
ONnCb OOKYMEHTOB Aena (npunoxxeHme Ne 24 K HacToAWMM MeToonYeCcKMM peKoMeHgaunsam).

BHyTpeHHAS ONMUCb OOKYMEHTOB [eJla COCTaB/igeTCsa TakXe Ha obbeMHble Oena MoCTOAHHOro u
BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHus, ecnm OHU CPopMMpPOBaHbLI MO Pa3HOBUOHOCTAM
ONOKYMEHTOB, 3aroJIOBKM KOTOPbIX HE PaCKpbIBalOT KOHKpPEeTHOE cogep>XaHne NOKYMEHTOB, B LeNdaxX
ydyeTa " bonee 6bICTpOF0 HaxoXXOeHUA OOKYMeHTOB B pAesie. Bo BHYTPEHHIOI OnNuUCb MOMUMO
OOKYMEeHTOB, NoAWNTbIX B €10, OOJIKHbI OblTb BHECEHbI U BCE OTHOCSLLMECHA K HAM npunnao>XxeHums.

JINCTbl BHYTPEHHEN ONMCK MOALINBAOTCA B Havasne gena. Ecnm geno nepenneTteHo wan nNoawmnTo
6e3 BHYTpPEHHEN OMUCKU OOKYMEHTOB, TO COCTaBJIEHHas MO YCTaHOBJIEHHONW (OpPME BHYTPEHHSS
OMNCb HaKJIEMBAETCHA 3a BEPXHUIN KPall K BHYTPEHHEN CTOPOHe nnueBon 06710)KK gena.

HeobxoAMMOCTb COCTAB/IEHNS BHYTPEHHEN ONMNCK AOKYMEHTOB Aefa OTAe/bHbIX A/ OnpenenseTcs
NHCTpyKUuMein no  [Oenornpou3BOACTBY  FOCYyAJapCTBEHHOrOo  OpraHa, opraHa  MecCcTHOro
camoynpaBJieHus.

BHYTpeHHsi® onnucb OOKYMEHTOB Aefla COLEepXWUT CBeAeHUsl 0 NMOPAAKOBbIX HOMEpax OOKYMEHTOB
Aena, ux UHAekcax, naTax, 3arosloBKax U HoMepax JINCTOB Aiefla, Ha KOTOPbIX PACMO/IOXKEH KaXKAbli
NOKYMeHT. K BHYTPeHHEel onucu OOKYMEHTOB AeJfla COCTaBJISeTCS UTOroBas 3anucb, B KOTOPOW
yKa3blBaeTCcs uMdpamMm 1 Npornncbio KOJMYECTBO BKJIIOYEHHbIX B HEE AOKYMEHTOB, MPUIOXKEHNN K
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neny N KOJIMYeCTBO JINCTOB BHYTPEHHEN Onuncu.

|_|pl/l M3MeHeHnn coCTaBa J[OOKYMEeHTOB pQeJia (M3BbATMKN, BKIOYEHUN JOKYMEHTOB, 3aMeHe WUux
KonmnamMmm mn )J,p) 3TN N3MEHEHNA OTPa>XatkdTCA BO BHyTpeHHEI‘fl onncnm B rpaq)e <<I'Ip|/|MeHaH|/|e>> Cco
CCblJTIKaMM Ha COOTBETCTBYHOLWMNE aKTbl N MNpn Heobxo4MMOCTN COCTaBNAETCA HOBas MTOroBas
3annchb.

BHyTpeHHAS OonNuCb OOKYMEHTOB Aefla NMognncbiBaeTCa COCTaBuUTesleM C yKasaHueM LOJDKHOCTWU,
pacwngpoBKY NOANMUCK U JaTbl COCTaBNEHUA.

[JOKYMeHTbl B AeslaXx NOCTOSIHHOro, BPpeMeHHbIX (CBbille 10 sieT) CPOKOB XPAHEHUSA N MO JINYHOMY
COCTaBy MNOALUINBAOTCA Ha YeTbipe NPoKoJia NPOYHbIMU HUTKaMn B TBepAy 00M0XXKY M3 KapToHa
WNn nepenaeTarTcs C y4eTOM BO3MOXXHOCTU CBOBOAHOro YTEeHUS TeKCTa BCEX OOKYMEHTOB, AT,
BM3 U Pe30/IIoUNA Ha HUX. TEKCT HEe O0J/DKEH NOAXOAUTb K JIMHMX NoAlmnBKK (NepennaeTa) 6avxe
2 CM, @ JINCTbl HE OO0JIKHbI BbICTYMaTb 3a Kpas 0610)XKK. B ciyyasix, Korga TeKCT Ha OOKYMEHTe
pacnonoxeH 6/1M3K0 K Kpato NMCTa, K TakoMy JIMCTY NogknenBaeTcs nosocka bymarum, 3a KOTopyto
OOKYMeHT nojlwunBaeTcs (nepennetaeTcs) B 4eso.

Pesonwounn pykoBOACTBa, BWU3bl, COCTaBJIeHHble Ha OTAesIbHbIX JINCTaX, pa3MeLllalnTca nepen
OOKYMEHTOM, K KOTOPOMY OHWN OTHOCATCA, W B TaKOM nopAagke noaLnBaoTCA B A€J10.

Mpn noAroToBke Aen K MoAwunBke (nepensieTy) NpoBepsieTcs NPaBUIbHOCTb UX (POPMUPOBAHMUS,
ohopMIeHUs, MeTaNNIMYECKNE CKpensieHns (bynaBKu, CKPENKn) N3 JOKYMEHTOB yOassOTCS.

B nenax MNOCTOSIHHOrO XpaHeHWs roasexaT W3bATUI0 Ayb6NeTHble 3K3eMnaspbl [OKYMEHTOB,
4YepPHOBUKN, HEOMOPMJIEHHbLIE KOMUU AOKYMEHTOB UM He OTHOCSLWMECS K BOMPOCY [AOKYMEHTbI C
BPEMEHHbLIMU CPOKaMN XpaHeHMs.

Jena noCTOSIHHOrO XpaHeHus, COoCTosILMEe W3 [OOKYMEHTOB 0C060i Hay4HO-MCTOPUYECKON,
XY[O0XKECTBEHHON N WHOW LEeHHOCTU WAM HedOopMaTHbIX AOKYMEHTOB (KapTbl, CXEMbl, MAaHbl,
yepTexun, OTOCHUMKN U Apyrve AOKYMeHTbl 6onblworo gopmMaTta), B LENsX MX COXPAaHHOCTU U
yno6cTBa Nonb30BaHMUS He NOALUMBAOTCS B AeS1a, @ XPAHATCS CIOXKEHHbIMU B 3aKPbITbIX TBEPAbIX
nankax ¢ Tpems KnarnaHaMum 1 C 3aBsi3KaMU WIN B KapTOHHbIX yTnspax (Kopobkax) B KayecTse
npunoXxeHnn K penam. Ha kaxnaylo nanky (Kopobky) cocTaBnsieTCcsa BHYTPEHHSIS OMUCH
HaXo4ALWMNXCA B HEN JOKYMEHTOB.

Ecnv B peno B xome ero copMuMpoBaHMUS ObIIN MOALINTLI AOKYMEHTbI C Pa3J/INYHbIMU CPOKaMu
XpaHeHus, To Aefio pacluMBaeTcs U (POPMUPYIOTCSH HOBblE AeNa, UCXOAs W3 CPOKOB XpaHeHus
NOKYMEHTOB. Mpy 3TOM AOKYMEHTbI C UCTEKLLUMMUN CPOKaMUN XPaHEHUS YHUYTOXATCA MO akTaM B
YCTAHOBJIEHHOM MOpPSAKE.

O610XXKKN Ooen ¢ AOKYMEHTaMU, UCMOSHEHHBIMU Ha CTaHAAPTHLIX JINCTaX, AOJIKHbI UMEeTb pa3Mepsl
229 x 324 mM. O6510KKM Oen ¢ 4OKYMEHTaMW, U3rOTOBJIEHHLIMW Ha HECTaHAAPTHLIX INCTaxX, MOryT
MMeTb pa3Mepbl, COOTBETCTBYOLWME pa3MepaM MoSLLINTbIX B HUX JINCTOB.

O610XKN Jen C JOKyMeHTaMu, nMewwmMmn anutenbHble (25 n 6onee neT) CPOKM XpaHEHUS,
OO/DKHbl  ObITb  M3roTOBAEHbI W3 TBEpAoOro KapToHa. [Ona obnoxek pen, coaBaeMblX Ha
rocyfapcTBeHHOe XpaHeHne, NpuMeHaeTcs 6eCKUCAOTHbBIN KapToH.

[na npefoxpaHeHUs OJOKYMEHTOB OT MeXaHW4YeCKOoW Nopyu Ha NMepBoM U NocsefgHeM NucTax aena,
ToMa nepej NpPOoLUMBKON HAaKIENBAKOTCS NMOJIOCKM TOHKOI0 KapToHa, Yepes KOTopbIe U NPOornycKaeTcs

LLHYP.

Mpn odopMNeHUn gen NPpUMEHATb KaHUENSPCKUN (CUINKATHbLIA) KNen, My4YHON U KpaXMasbHbI
KJIeNCcTepbl He gonycKaeTcs.

B cooTBeTCcTBMM C NyHKTamu 7.12-7.13 TllpaBun [OeN0NpoOM3BOACTBa MNOArOTOBKA 3NE€KTPOHHbIX
JOOKYMEHTOB K Nnepefaye B apXvMB rocyfapCTBEHHOro opraHa, opraHa MecTHOro camoyrnpassieHus
ocyLuiecTBsisieTcsa B cooTeeTCcTBUM C MNMpasnnamu 2015 r., npe,uycmanMBarou.mMm@:

Page 181 of 193



MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)

* MOArOTOBKA 3/IEKTPOHHLIX A€, LOKYMEHTOB K Mepejade B apXMB rOCy[apCTBEHHOro
opraHxa, opraHa MeCTHOro camoynpaBJfieHuns oCyLlecTBAseTCS CTPYKTYPHbIM
nogpasfefsieHneM - noJib30BaTesieM COOTBETCTBYOLWEN WUHHPOPMALNOHHON CUCTEMBI
CoBMeCTHO co Cnyxbon penonpomsBoAcTBa W nojapasgeneHveMm (paboTHUMKOM),
obecneyunBaowMM PYHKLMOHNPOBaAHNE UH(POPMALMOHHON CUCTEMBI;

* MPU MNOArOTOBKE 3JIEKTPOHHBLIX [OOKYMEHTOB, OTOOpaHHbIX K rMepegavye B apxuB
rocygapCTBEHHOIro opraHa, opraHa MecTHOro camoyrnpaBJfieHUs, BbINMOMHATCA cleayolme
OCHOBHbIE Mpoueaypbl paboTbl C LOKYMEHTAMU:

e NpeobpazoBaHMe TEKCTOBbIX 3/IEKTPOHHbIX AOKYMEHTOB B (hOpMaT apXMBHOIMO XpaHeHus
PDF/A-1 nnn nHon popmaT NO COr/lacoOBaHMIO C apXMBOM FroCcy4apCTBEHHOIr0 opraHa, opraHa
MEeCTHOro camMoyrnpaBJieHUs,, eCNn 3NEeKTPOHHbIN OOKYMeHT Obln co3gaH WAW BKIOYEH B
CUCTeMy B MUHOM (hopMaTe;

e ¢hopMMpoBaHME B MHMOPMALMOHHON CUCTEME OMNUCEN 3SNEKTPOHHbLIX Aef, LOKYMEHTOB
CTPYKTYPHbIX NogpasaeneHunii;

e (hopMUpoBaHMe B MHPOPMALMOHHON CUCTEME roCyAapCTBEHHOr0 opraHa, opraHa MecTHOro
caMoyrnpaB/iieHUsA KOHTEMHEPOB 3JIEKTPOHHbLIX [OOKYMEHTOB, BKJ/IOYAOWNUX: KOHTEHT W
MeTafdaHHble 3/IeKTPOHHOI 0 OOKyMeHTa, hannbl 3/1EKTPOHHbIX noanmcen,
BU3YaJIN3UPOBAHHYIO KOMUIO TEKCTOBOIO 3JIEKTPOHHOI0 fOKYyMeHTa B (popMmaTe PDF/A-1 nnu
WHOM (popMaTe MO COorjlacoBaHMIO C apXMBOM rocyfapCTBEHHOro opraHa, opraHa MecTHoOro
camoyrpaB/ieHUs;

* (hopMMpoOBaHME B MH(OPMALMOHHOW CMCTEeMEe FroCcyAapCTBEHHOrO OpraHa, opraHa MecTHOro
CaMOyrnpaBJ/ieHNs  3NIeKTPOHHbIX  AeN,  SBASAIOWMUXCA  COBOKYMHOCTbIO  KOHTENHEepoB
3JIEKTPOHHbIX JOKYMEHTOB U/ KOHTEWHEPOM 3JIEKTPOHHOIO JOKYMEHTa;

e MUrpaUusa 3NEKTPOHHbLIX [OKYMEHTOB Ha du3ndyeckn 060cobneHHble MaTepuabHble
HOCMTENN, eCNN AOKYMEHTbl MepefalTcs B apXWUB rocyJapCTBEHHOro opraHa, opraHa
MECTHOro caMoyrnpaBieHnsi He Mo NHPOPMALMOHHO-KOMMYHUNKALMOHHbLIM KaHalaM;

* MpoBEpPKa BOCNPOMN3BOANMOCTUN INNEKTPOHHbLIX JOKYMEHTOB,

* MpoBepKa 3JIEKTPOHHbIX AOKYMEHTOB Ha HaJinine BpegoHOCHbIX KOMMbIOTEPHbIX MPOrpamMm,

e (hbopMMpOBaHME TPAHCMOPTHOrO KOHTENHepa, CcoAep>Kallero 3JIeKTPOHHbIE [ena,
BKJIIOYEHHbIE B OMNUCh 3/IEKTPOHHbIX &)1, AOKYMEHTOB CTPYKTYPHOro noapasaenieHns (onmcb
[en MOCTOSHHOIro XpaHeHusi, BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHeHWs, Aen no
JINYHOMY COCTaBYy).

MpunoxxeHue Ne 21
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Haudenosanme OpPrafv3atuHg

YTBEPAJIAKD
AKT PykoBoanTeNb Opranuiamm
Ne
[Noanuck Pacundponka
O BBUISICHHH K YHHUTORCHHIO NOANHCH
APXHBHLIX JOKYMEHTOR®, ne Jara

OIS Al H X .?E['!EI‘II.'.}I R

Ha ocuosanmm
[NATERHHE 0 BRXOTHKE JAHHLC NEPEIHA JOKYMEHTOR ¢ YEIIAHNEM CPOKOE §X KPﬂHL‘HHﬂ}

ﬂ'l’l‘!ﬁpﬁlihl K YHHUTORCHHID KAk HC HMCHOLILHE i!ﬂ_‘f'ﬂ}lﬂ-HCTDpll‘lL"L:Hﬂrl HCHHOCTH H ¥TPATHELUKHC
NPAETHYCCKOT 3HAYMCHHNC [TOKYMOH TR '[I]IZIIL']EI Ne

{ Haasanne o)

Ne 3arooBoK ena lNoaw | Homep Homep | Koanue Cpokn [Tpumey
n'n (rpynnosoii onucH** | en. xp. CTBO XpaHCHHA aHHe
FANMTIOBOK My CIHCH Cl Xp. H HOMCPa
JOKYMEHTOR) crarei

e NEPEHHID
| 2 3 4 3 4] 7 ]
Hroro Cl. Xp. 34 Mokl
(nmdhpastn 1 NPONRCRED)
Onuex aen NOCTOAHHOND XPaHCHHS 3 rojibl yreepsiacis MK

(HANMCHOBAHNG APXHEHOT }"IFH"'-HJII..'IIIII:
(npoTokoa ot Ne )

HHE!ME}IEIB-E.I{HE JAOTHHOCTH
PYKOBOAMTEAA apxuBa (J1Hua,
OTBETCTBEHHOID 32 APXHE) Moanucn PaciumdpoBka noanucu

COIMMACOBAHO
[lporokon LIDK (DK) opranmsaumun
oT Ne

* [py BRLACACHHN K YHHUTOMCHHIO JOKYMEHTOB ¢ HCTCKIIHMH CPOKAMH XPAHCHHA H3 CTPYKTYPHBX
noapayieacHnii opranusaumn, npH oopyMICHHH AKTA CIOBO «apXHBHBLIIR HCKAKYACTCH.

** [IpH BRACACHHN K YHHUTOXMCHHIO JOKYMEHTOR NPH NOANOTORKES €1 K NEPEAaYe B apXHB
oprasuzaumd, rpadgs 4, 5 HE JANOIHAKTCA.

@opma dKTa O BblAeJIEHNN K YHUYTOXEHNIO apXNBHbBIX JOKYMEHTOB, HE rnoAJieXallnux XpaHeHUo

MpoposkeHue npuioxxeHusa Ne 21
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ﬂﬂ[{}"!’.ﬂﬂ'l!'l'l:[ B KINTHYCCTRE ] CIl. Xp.:
= Hia E}'MEIH‘-’IIGH HOCHTENE BECOM KI' CIIAHEB Ha
YHHHTORCHHE,

= Ha VICKTPOHHOM HOCHTENE CIAHB HA YHHYTORCHHE

(CNOCoD VHHITOHRCHNA )

Haumenosanue J0MKHOCTH paboTHHEKA,

CAABIICTO AOKYMCHTHI Hoanues Paciumdposka noanueu
Hara

H3MeHeHHA B YUSTHBIC JJOKYMCHTHI BHECCHI.

Haumenopanue J0EHOCTH padoTHHER

APXHEBA, BHECIICTO HIMCHCHHS

B YUCTHRIC JIOKYMCHTR Ioanuees FHELI[H(’]}P{}E!KH TTEITTHEH

Hara

Gopmar Ad (210 x 297 mm)

Mpuno>xxeHue Ne 22
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|:IIEJI1 MUEHOBEIHNE mc:,.‘.‘mp-:‘ru-.:u HALFEY EM}'HHIII!]I.il.'IhIIIiJI'{I} ilp!'[lll:'lﬂ.]'

{Ilﬂll?t'lll:tll.}lﬂﬂlll‘ll.] Upl“ﬂ!ll!'!ill],Hl-t"

(HAMMCHOBANNE CTPYETYPHON NMOAPEIIeTeHHA )

JIEJIO Ne TOMNe

{3arouIoROK e )

(Epaiinne 2aTe )

Ha JHCTAX

XpaHHTh

i, Ne
O, No
JI. Ne

Popuar A4 (210 x 297 mm)

®opma 06710KKN fesna
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Mpuno>xxeHmne Ne 23

JHCT-3ABEPHTE.Tb JETA Ne

B nene nomuuTo 1 NPOHY MEPOBEAHO JHCTOR
(LHdpasis | ITPOTHCER )

c Ne no Ne . B TOM YHCHE:

JHTEPHBIE HOMEDE THCTOR

NPONYUCEHHBIC HOMEPA THCTOR

+ MHCTOR HH}"T[!IEHIIEH OITHEH

OcobennocTH (PHINYECKOTO COCTOAHMA H OPMHPOBAHKA €3 Homepa
JIHCTOR
1 2

HanmeHoBanue 100KHOCTH
paboTHHEA [Moanuew Pacumdposka nonnucw

Jara

Popmar A4 (210 x 297 mwm)

Popma nnMcTa-3aBepuUTesa gesa

MpunoxeHue Ne 24
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BEHYTPEHHHS OITHCEH

MOKYMEHTOB Aena Ne

Ne | Permcrpa- Iarta 3aroNoBOK 10KYMEHTA Homepa [pumeya-
n/n | UHOHHBIH | 1IOKYMEHTA JHCTOB Aena HHE
HHEKC
JOKYMEHTA
I 2 3 4 3 6
Hroro JTOKYMEHTOR.

{LHDPasE i NPONRcHIC )

}{I'.'FJIH'-IL"'I.‘."I'HH JIHCTOR HJI_}"I'[]'I.'.‘I[HQFI OIHCH N
(mdipasin u NPONHCER)

HaumeHoBaHHE N0TKHOCTH IHLA,
COCTABHBIIETO BHYTPEHHIOI OMHCEH
JOKYMEHTOR J1e71a MNoanuck PaciumdpoBka noanucH

JlaTa

Popuar A4 (210 x 297 mm)

®opmMa BHyTpeHHel;l orincn AOKYMEHTOB AeJia

[1] Npuka3 ®epepanbHOro apxMBHOIro areHTCcTBa oT 22 Masa 2019 r. Ne 71 «O6 yTBep>xaeHun MNpasun 4enonponsBoACTBa B FOCYAapCTBEHHbIX
opraHax, opraHax MecTHOro camoynpasfieHUs» (3aperncTpupoBaH B MMHMUCTepPCTBE toCcTuumnm Poccuiickonn ®epepaunn 27 nekabpsa 2019 r.,

perncTpaunoHHbin Ne 57023; OdurumanbHbIl UHTEPHET-MOPTan NpaBoBo MHMopMaLumm (www.pravo.gov.ru [2]), 30 nekabps 2019 r.).

[2] Yka3 MNpe3npeHTa Poccunckon ®enepauun ot 22 noHa 2016 r. Ne 293 «Bonpockl PefepasibHOr0 apxXUBHOIro areHTCcTBa» (BMecTe € «[losoxKeHnem
0 PenepasibHOM apxXMBHOM areHTcTBe») (CobpaHumn 3akoHogaTenbcTBa Poccuinickon ®epnepaunmn. 2016. Ne 26. CT. 4034; 2018. Ne 52. CT. 8239).

[3] ®epepanbHbIi 3aKoH 0T 2 Masi 2006 r. Ne 59-03 «O nopsake paccMoTpeHus obpalleHuin rpakaaH Poccuinckonn depnepaumnm» (CobpaHue
3akoHofaTenbcTBa Poccuiickon ®epepaumm, 2006, Ne 19, cT. 2060; 2018, Ne 53, cT. 8454) (panee - ®epepanbHbIl 3aKoH Ne 59-93).
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[4] ®PepepanbHbIn 3akoH 0T 9 cheBpana 2009 r. Ne 8-®3 «O6 obecnedyeHnn AocTyna K MHDOPMaLMK O AeATENbHOCTM roCyAapCTBEHHbIX OPraHoB U
OpraHoB MecTHOro camoynpasneHums» (CobpaHune 3akoHoaaTenbcTBa Poccunnckon ®epepauum, 2009, Ne 7, cT. 776; 2018, Ne 1, cT. 7) (Banee -

depepanbHbI 3aKOH Ne 8-D3).

[5] ®epepanbHbI 3aKoH 0T 27 nions 2010 r. Ne 210-®3 «O6 opraHM3aLmm NpefocTaBieHns rocy4apCTBEHHbIX M MyHULMNanbHbIX ycayr» (CobpaHue
3aKkoHopaTenbcTBa Poccunckon depepaumm, 2010, Ne 31, cT. 4179; 2020, Ne 31, cT. 5027).

[6]1 TOCT P 7.0.8-2013. CucTtema CTaHAApPTOB No nHdopMauumn, 6ubnmoteyHomMy n nsgaTtenbckoMy aeny. enonponsBoACTBO M apXMBHOE Leso.
TepMuHbl 1 onpegenerHuns. - M.: CtangapTuHdpopm, 2014.

[7] YnpaBneHne nokymeHTamMun. TepMuHbl 1 onpegeneHns. Cnosapb. - M., BHUMOAL, 2013. - 120 c.; CnoBapb BUAOB 1 pa3HOBMAHOCTEN COBPEMEHHOW
ynpaBreH4Yeckon fokyMmeHTauumn / Pocapxus, BHUAOAL. - M., 2014. [9neKTpPOHHbIN pecypc] - Pexxum gocTtyna:

http://archives.gov.ru/sites/default/files/2014-slovar-upravl-documents.pdf.

[8] 9nekTpoHHBbIN WabnoH 6naHka - 61aHK AOKYMeHTa B LMdpoBoi hopMe, NCNOoJb3yeMbI A5 CO3AaHUA AOKYMEHTOB B MHPOPMALIMOHHON CUCTEME;
3NEeKTPOHHbIN WabsIoH AOKyMeHTa - YHUdpULMPOBaHHaa hopMa AOKYMeHTa Ucrnonb3yemas A5 CO30aHNS JOKYMEHTOB B MH(OPMaLIMOHHOW CUCTEME U

cofepxxaliasa He TOJIbKO PEKBU3UTDI 6naHka B LI,I/ICprBOVI q)opMe, HO N NOCTOAHHbIE YaCTUN TEKCTa OOKYMEHTa.

[9] HTepakTuBHasA hopMa LOKYMEHTa MO3BOJISET CO3AaBaTb IEKTPOHHbIV AOKYMEHT B MH(OPMALIMOHHON CUCTEME B NPOLLECce Ananora c
nosnb3oBaTesieM, NPW 3TOM NPeLNoNaraeTcs, HTO UHTEPMENC COAEPXKUT Pa3NNYHbIE dNEMEHTLI YNpaBeHNs (MEeHI0, KOMaHAHbIE KHOMKKW, NoNa ANs
BBOZa MHGOPMaLun, cnmuckn), 6narofaps KOTopbIM NoJb30BaTelb MOXKET (DOPMUPOBaTb AOKYMEHT. OCO6EHHOCTb [LOKYMEHTOB, CO34aBaeMbIX Ha
OCHOBE UHTEPaKTUBHbIX (hOPM, - UX CBA3b C 6a30i faHHbIX, MOCKOJIbKY B MPOLEcce CO34aHUSA OKYMEHTa 3HauuTeNbHasa 4acTb MHOpMaLIm
BblbrpaeTcs 13 6a3bl AaHHbIX, @ Ta 4aCcTb MHOPMALMK, KOTOPas BK/OYAETCs B AOKYMEHT Kak HOBasi MH(OpMaLms, CTaHOBUTCS YacTblo 6a3bl

LaHHbIX.

10] depnepalibHbIi KOHCTUTYLIMOHHbIV 3aKoH OT 25 nekabps 2000 r. Ne 2-®K3 «O MNocypapcTBeHHOM repbe Poccuiickon ®enepaumm» (CobpaHue
3aKoHopaTenbcTBa Poccunckon depepaumm, 2000, Ne 52, cT. 5021; 2017, Ne 52, cT. 7916).

11] NocTaHoBneHune MpaBuTenscTBa Poccuinckon denepauunm ot 27 nekabps 1995 r. Ne 1268 «0O6 yrnopanoyeHUn n3roToBAEHUs, UCMOJIb30BaHUS,
XpaHeHUs N YHUYTOXEHNS neYvaTen n 6naHKoB ¢ Bocrpoun3BeneHnem FocyaapcteeHHoro repba Poccuiickon ®epepauymn» (CobpaHune

3aKoHopaTenbcTBa Poccuickon depepaumm, 1996, Ne 2, cT. 123; 2018, Ne 13, cT. 1808).

121 TOCT P 7.0.97-2016 «Cuctema CTaHAapTOB Mo uHpopmaumu, 6ubnnoTeyHoMy n nsgatenbckoMmy geny. OpraHn3salmnMoHHO-pacnopsanTensHas
[OKyMeHTauus. TpeboBaHUS K 0hOPMIEHNIO AOKYMEHTOB» (¢ MU3MeHeHneM Ne 1). - M.: CTaHZapTuHdpopM, 2018. Pasgen 6 (nanee -

FOCT P 7.0.97-2016).

13] O6pa3ubl 6n1aHKOB AOKYMEHTOB NpunBeaeHbl B MpunoxeHun b k TOCT P 7.0.97-2016.

14] B HacTosLee BpeMs obLmin 6naHK BbIXOAUT M3 ynoTpebneHus. Ero ncnosib3yoT rocyiapCTBEHHbIE OpraHbl, OpraHbl MECTHOrO CaMoymnpaBiaeHus,
NPUMeHsIoLLe NCKIoYNTENbHO 61aHKN Ha ByMaXxHOM HoCMTeNe, U3roTaB/vBaeMble TUNOrpadpcKuM cnocoboM. B rocysapcTBEHHbIX OpraHax, opraHax
MECTHOIr0 CaMOoynpaB/ieHNs, He NCMOJb3YIOLWNX 61aHKN, N3roTOBJIEHHbIE TUNOrpadckumM cnocobom, BMecTo obLero 6iaHka NCNoNb3yloTCs

3/1eKTPOHHbIE WabNoHbl KOHKPETHbLIX BUAOB LOKYMEHTOB.

15]FOCT P 7.0.97-2016 ycTaHaBAMBaeT TakXe, YTO AOKYMEHTbl AAUTeNbHbIX (CBbile 10 f1eT) CPOKOB XpPaHEHWA AO/KHbI UMETb JIeBOoe Mnose He

MeHee 30 MM. 3TO NoJsioXKeHne MoXeT 6bITb y4TeHOo nNpu pa3paboTke 61aHKOB TeX BUAOB [OKYMEHTOB, KOTOPblE NMEIOT AJNTENbHbIE CPOKM XPaHEHMS.

[16] CTaHAapT He Ha3biBaeT KOHKPETHbIX FAaPHUTYP WPUDTOB, NCMONb3yeMbIX MNPV CO3AaHUN LOKYMEHTOB, B CBA3M C TEM, YTO MOCTaHOBJ/IEHNEM
MpaBuTtensbcTBa Poccuiickon ®epepaumm oT 16 Hos6ps 2015 r. Ne 1236 «O6 ycTaHOBIEHUM 3aMnpeTa Ha AOMNYCK NporpaMMHoro obecneyeHus,
NPONCXOASALLEro N3 MHOCTPaHHbIX FOCYAapcTB, A1 Lienell oCyLIeCTBIeHNS 3aKymnoK A5 obecrneyeHns rocyJapCTBEHHbIX U MyHULMMAAbHbIX HY>XA»
(CobpaHue 3akoHogaTenbcTBa Poccuickon depepauunm ot 23 HoA6ps 2015 r. Ne 47 cT. 6600; 2019. Ne 15. CT. 1754) BBEeAeH 3anpeT Ha
MCMosb30BaHNe opraHaMun rocyAapcTBEHHON BIaCTU 1 OpraHaMmn MeCTHOr0 CaMoyrnpaBJieHNs NMPOrpamMM 415 31eKTPOHHbIX BbIYUCINTEbHbBIX MaLUNH 1
6a3 AaHHbIX, MPONCXOASLNX U3 MHOCTPaHHbLIX FOCYAapcTB, a pacnopsi>xeHneM lMNpaBuTenscTBa Poccuiickon ®epepaunu ot 26 mions 2016 r. Ne 1588-p
yTBEpXAeH NnaH nepexoda deaepasbHbIX OPraHoB UCMONHUTENbHON BAACTW U rocyAapCTBEHHbIX BHeOOAKeTHbIX (POHA0B Ha NCMoJib30BaHNe

0Te4YeCTBEHHOr0 0OPMCHOro NPOrpPamMMHOro obecneyeHuns.

17] CtaTbs 16 3akoHa Poccuinckon ®enepauum ot 25 okTabpsa 1991 r. Ne 1807-1 «O a3blkax Haponos Poccuinickonn depnepaumnmn» (BenomMoctn cbespa
HapoHbIX AenyTaTosB 1 BepxosHoro CoseTa Poccuinckon Pepgepauum oT 12 gekabps 1991 r., Ne 50, cT. 1740; CobpaHune 3aKkoHoAaTeNbCTBa

Poccuiickon ®epepaumnn, 2020, Ne 31, cT. 5027).

[18] MexcTpo4HbI Npoben (MHTepBan), NN UHTEPAUHBSAXK, - PACCTOHNE MeXAy CTPOKaMu B TEKCTE, TOYHEE, - PaCCTOSHNE MeXAY HVXXHEN 1
BEPXHEN JINHUAMWN CMEXHbIX CTPOK. ME@XCTPOYHbIN MHTEPBaAJ M3MEPSeTCA B MYHKTaxX Win MHTepBanax. MeXXcTPo4HbI MHTEpBan u LWar nnucbMa
(paccTosiHNe MeXAy COOTBETCTBYIOLLMMMN TOHKaMMN OCEBbIX SIMHUIA ABYX CMEXHbIX 3HAKOB, HaX04AWMNXCSA Ha O4HOW CTPOKe) Npu Co3aHnn LOKYMEHTOB
ycTaHaBnmBaeT cTaHgapT NCO 4882:1979 «OducHble MalinHbl 1 obopyAoBaHue a1a 06paboTku AaHHbIX. MIHTepBanbl MeXxay CTPOKaMun 1 3HaKaMm».

Me>XCTpPOYHbIN MHTepBan paBeH 4,233 MM (1/6 glorma); war nucema - 2,54 mm (1/10 gronma).

19] B nenonpon3BoACTBEHHOV TEPMUHOJION UM HET NMOHATUSA «COCTaBHas YacCTb PEKBM3UTa». OCHOBLIBASCH Ha MPaKTVKe AOKYMEHTMPOBAHMNSA, MOXHO
NPeAnoNoXNTb, YTO O COCTABHbIX YaCTAX PEKBM3NTA MOXXHO FOBOPUTbL, HAaNpyUMep, Npu 0hOPMIIEHNN PEKBU3MTE «AApecaT» B Cy4asx, ecyin B

COCTaBe 3TOr0 PEKBU3NTA YKa3blBAETCS MOYTOBLIM afpec KOpPecrnoHAeHTa (HoMmep TesedoHa-hakca Win agpec 3NeKTPOHHOMN MOYThI).

20] Mexx6yKBEHHbIN Npoben - 3To He3aneyaTaHHbIE NPOMEXYTKU Mexay BYKBEHHbIMW 3HaKaMu, a MEeXC/I0BHbIN Npoben (anpolw) - npobe,

OTAENAIoWMNA 04HO C/IOBO OT APYroro.
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21] NMocTaHosneHue MNpasutenbcTBa Poccuiickon ®epepaumm oT 23 mapTa 2017 r. Ne 325 «O6yTBEepXAEHNN OOMOJAHUTENbHBIX TPeboBaHNA K
nporpammam Aas 37eKTPOHHbIX BbIHUCANTENbHBLIX MallnH 1 6a3aM faHHbIX, CBEEHMS O KOTOPbIX BKJIOYEHbI B peeCcTp POCCUACKOro NporpaMMHOro
obecnevyeHuns, 1 BHECEHUN N3MEHEHWIA B NpaBuia (hOpMUPOBaHNA 1 BeleHUs EQMHOro peectpa poCcCUCKUX NPOrpamMM A9 31eKTPOHHbIX

BbIYMC/INTESNIbHBIX MalnH 1 6a3 faHHbIx» (CobpaHne 3akoHoaaTenbCcTBa Poccuiickon ®epepaumm, 2017, Ne 14, cT. 2062; 2018, Ne 12, cT. 1683).

[22] Pa3pen lll TpeboBaHMA K OpraHNM3aLMOHHO-TEXHNYECKOMY B3aMOAENCTBUNIO FOCYAapCTBEHHbIX OPraHOB M roCyAapCTBEHHbIX OpraHu3auni
nocpeacTsoM obMeHa fOKYyMEHTaMU B 3JIEKTPOHHOM BUAE, YTBEPXKAEHHbIX NMPUKa30M MUHNCTEPCTBA CBA3M M MacCOBbIX KOMMYHMUKaLMiA Poccumnckon
Depepaumn Ne 186 n depnepanbHom cnyxbbl oxpaHbl Poccuinckon ®epnepaunm Ne 258 ot 27 mas 2015 r. (3apernctpmpoBaH B MMHNCTEpPCTBE IOCTULMN
Poccuiickon ®epepaumnm 22 ceHTabps 2015 r., pernctpaumoHHbld Ne 38956; OcmumnanbHbIA MHTEPHET-NoPTasl NPaBoBoO MH(opMaLnn

(www.pravo.gov.ru [2]), 24 ceHTabpsa 2015 r.) (aanee - NMpukas MuHkomcAsn Poccum n ®CO Poccum Ne 186/258).

23] MeTapaHHble - AaHHble, ONUCbIBAOLWLME KOHTEKCT, coaepXxaHune, CTPYKTYpPY AOKYMEHTOB U NMPOLLECCOB yrnpaBaeHna umm o spemeHn (FTOCT P UCO
30300-2015 «Cuctema CTaHAapTOB Mo UHoOpMaLmm, 6ubanoTe4yHoMy 1 nsgatensckomy geny. MiHbopmMaumna n AokymeHTauns. Cuctemsl ynpasieHms

noKyMeHTamu. OCHOBHbIE MOJIOXKEHUA U cyioBapb». - M.: CTaHaapTUHGopM, 2016).

241 [B] - pekBn3nThbl 61aHKa AOKYMeHTa; [<] - peKBU3NTbI, A5 KOTOPbIX Ha 6J1aHKe MPOCTaBASAIOTCA OTMETKM, MOKa3biBaloLWe MecTo nux

pacnonoxeHusa.

25] PeKBU3NT He NCMO/b3yeTCs B rOCYAapCTBEHHbIX OpraHax, opraHax MecTHOro CaMoyrpaB/IEHNS; MOXET NCMO0/1Ib30BaTbCS B OPraHM3aunsx,
y4peauTensiMm KOTOpbIX BbICTYNAaOT FroCYAapCTBEHHbIE OpraHbl, OpraHbl MECTHOrO CaMOyMpaBJIeHUs, MPU YCOBMM, YTO TOBapPHbIN 3HaK (3HakK

o6cny>XnBaHns) 3aperncTpupoBaH B yCTaHOBJIEHHOM nopsagke (cM. MpaxaaHCcKui kogekc Poccninckon ®epnepaunm, 4acTb IV, cTaTba 1480).

[26] YcTaHOBNEHHBIN B pa3aene NopanoK COrjacoBaHMA NPOEKTOB JOKYMEHTOB He pacnpoCTPaHSAeTCAa Ha NopsaAoK COrnacoBaHNs NPOEKToB
HOPMaTWBHbIX NPaBOBbIX aKTOB hefepasibHblX OPraHoB UCMONHUTENLHON BAACTW, NOPAAOK COrjlacoBaHNA KOTOPbIX YCTAHOBJIEH NOCTaHOBJEHNEM
MpaBuTenbcTBa Poccuiickon ®epepaumm oT 13 aBrycta 1997 r. Ne 1009 «O6 yTBepxaeHumn MNpaBua NOATOTOBKN HOPMaTMBHbBIX MPaBOBbIX akTOB
¢henepasibHbIX OPraHOB UCMOSIHUTENBHON BACTU U UX FOCYAapCTBEHHOW pernctpaumnm» (CobpaHue 3akoHonaTenbcTBa Poccuinickon ®epepaunn, 1997,
Ne 33, cT. 3895; OpmumanbHbI UHTEPHET-NOPTan NPaBoBON MHMOPMaLmm (Www.pravo.gov.ru [2]), 14 okTsbpsi 2020 r.) (Banee - nocTaHoB/IeHME

MpasuTtenbctBa Poccuiickon ®epepaumm Ne 1009).

[27] ®epepanbHbI 3akoH oT 6 anpens 2011 r. Ne 63-®3 «O6 3nekTpoHHoN noanucu» (CobpaHune 3akoHodaTenbCcTBa Poccuiickoinn depepaumn, 2011,
Ne 15, cT. 2036; 2020, Ne 24 cT. 3740); nyHKTbI 5, 6 nocTaHoBneHus MpaButenscTBa Poccuinickon ®epnepaunm ot 9 deBpans 2012 r. Ne 111

«06 3NeKTPOHHON NOAMMUCK, UCMONb3YEMON OpPraHaMn UCMOSIHUTENIbHOW BACTW U OpraHaMun MeCTHOIO CaMoyrpaBJieHUs Npy opraHnsaunm
3JIeKTPOHHOI 0 B3aumMoaencTBnst Mexay cobor, o nopsake ee NCNOJIb30BaHUS, a Takxxe 06 ycTaHoBNeHM TpeboBaHU k obecneyeHunto
COBMECTUMOCTU CPeACTB 3/IeKTPOHHON noanucn» (CobpaHune 3akoHoaaTenbcTBa Poccuiickonn ®epepaunn, 2012, Ne 8, cT. 1027; 2018, Ne 49, cT. 7600);
oT 25 nioHA 2012 r. Ne 634 «O BMAax 3/1€KTPOHHOW NOAMNUCK, UCMOJIb30BaHNE KOTOPbIX AOMyCKaeTcs npu obpalleHnn 3a nojyvyeHmem
rocyapCTBEHHbIX Y MyHULMNanbHbIX ycayr» (CobpaHue 3akoHofnaTenbcTBa Poccuinckon ®epepaunn, 2012, Ne 27, cT. 3744; 2018, Ne 36, cT. 5623); oT
25 aBrycta 2012 r. Ne 852 «06 yTBep>xaeHumn MpaBua NCnosb30BaHUA YCUNEHHOW KBaANMULIMPOBAHHOW 3N1eKTPOHHOM nognucu rnpu obpaweHnn 3a
nosly4eHneM rocy4apCTBEHHbIX U MYHULIUMANbHbIX YCIYT U 0 BHECEHUMN N3MeHeHUA B MpaBusia pa3paboTku 1 yTBEp)XAEHNS aAMUHUCTPATUBHbIX
pernamMeHTOB NpefoCcTaB/eHNsa rocyfapcTBeHHbIx ycnyr» (CobpaHue 3akoHopaTenbcTBa Poccuiickon ®epepaunn, 2012, Ne 36, cT. 4903; 2017, Ne 44,
CT. 6523); nocTaHoBneHwue MpaBuTenbcTBa Poccuinckon ®epepaunm ot 25 gekabps 2014 r. Ne 1494 «06 yTBepxaeHumn MNpaBua obMeHa AOKYyMeHTaMu
B 9/1eKTPOHHOM BMAE NpW OpraHM3aunm nHhopMauMoHHOro B3anmoaencTems» (CobpaHue 3akoHogaTenscTBa Poccuinickon ®epepaunmn. 2015, Ne 1,

CT. 284; 2018, Ne 49, cT. 7600).

[28] HopMaTVBHbI NPaBOBOM aKT - 0PULMANBbHBIA MMCbMEHHbI LOKYMEHT, MPUHATBIN (M34aHHbIN) B onpefeneHHon hopMe NpaBoOTBOPYECKNM
OpraHoMm B Npefesnax ero KOMneTeHLUUN N HanpaB/ieHHbIV Ha YCTaHOBIEHNE, U3MEHEHNe UM OTMeHY NpaBOBbIX HOPM. B cBOIO o4epenb, NoO4 NPaBoOBOMN
HOPMOW NPUHATO NOHUMaTbL 0bLeobs3aTenbHOe rocyAapCcTBEHHOE NpeanmcaHne NoCTOSHHOMO UM BPEMEHHOr0 XapakTepa, pacCiuTaHHoe Ha
MHOroKpaTHOe npuMeHeHne (nocTtaHoBseHne MocynapcTBeHHon Oymbl PenepansHoro CobpaHus Poccuinickon ®epepaunm ot 11 Hosbps 1996 r.

Ne 781-11 T Q).

29] CtaTbu 2, 43 ®enepanbHOro 3akoHa Poccuinickon depnepaunm ot 6 okTA6ps 2003 r. Ne 131-P3 «0O6 06LwMX NpUHLUMNAX OpraHM3aLnum MecTHoOro
camoynpaBneHusn B Poccuinckon ®enepauunm (CobpaHne 3akoHonaTenbcTBa Poccuiickon depnepaumm, 2003, Ne 40, cT. 3822; 2020, Ne 46, cT. 7214).

30] MyHKT11.2 TNOBOro pernamMeHTa B3auMoOLeNCTBMA hefepanbHbIX OPraHOB MCMOJIHUTESIbHOM BAACTU, YTBEPXKAEHHOIO MOCTaHOBJIEHNEM
MpaBuTtenbctBa Poccuiickon ®epepaunm ot 19 sHBapsa 2005 r. Ne 30 «O TnoBoM pernameHTe B3aMMogencTBns denepasbHbiX OpraHoB

ncnonHuTenbHoun Bnactu» (CobpaHue 3akoHogaTenbcTBa Poccuinickon ®epnepaunm, 2005, Ne 4, cT. 305; 2020, Ne 6, cT. 677).

31] NMocTaHoBneHue MNpaButenscTBa Poccuiickon ®epepaumm Ne 1009.

32] Mpukas MuHiocTa Poccum oT 23 anpens 2020 r. Ne 105 «O6 yTBep>xaeHUN Pa3bsacHeHM 0 npuMeHeHnn MNpaBua NOATOTOBKN HOPMaTMBHbIX
NpaBoOBbIX aKTOB heflepasibHbiIX OPraHOB UCMOHUTESIbHOW BAACTU U UX FOCYAapCTBEHHOW pernctpaumm» (3apernctTpmpoaH B MMHUcTepcTee
rocTuummn Poccuiickonn ®epepaumn 27 anpens 2020 r., perncTpaumoHHbii Ne 58222; OchuumanbHbIi MIHTEPHET-NopTan NpaBoBon MHGopMauumn"

(www.pravo.gov.ru [5]), 27 anpens 2020 r.).

33] NocTaHoBneHwue MpaBuTenbcTBa Poccuiickon depepaumm ot 1 ceHTAOps 2012 r. Ne 877 «O6 yTBEpXAEHUM COCTaBa HOPMATMBHbIX MPaBOBbIX
AKTOB M VHbIX [JOKYMEHTOB, BKJIlOYasA NporpamMmHble, paspabaTbiBaeMbix hefepasibHbIMU OpraHaMu UCMONHUTENbHOW BNAaCTW, KOTOpbIE HE MOTYT 6bITb
NpuHATHI 6€3 NpeaBapuTebHOro 06Cy K AEHNS Ha 3acelaHnAaX 06LLEeCTBEHHbIX COBETOB NpPU 3TUX efepasibHbIX OpraHax UCMOJIHATENbHOW BNaCTW»

(CobpaHue 3akoHopaTenbcTBa Poccunckon ®depepauum, 2012, Ne 37, cT. 4997; 2017, Ne 29, cT. 4374).

34] MocTaHosneHue MNpasutenscTtea Poccuiickon ®epepaumm Ne 1009.

35] ®enepanbHblil 3aKoH 0T 27 utons 2010 r. Ne 210-P3 «O6 opraHu3auum NnpefocTaBNeHUs rocyAapCTBEHHbIX U MyHULMNANbHbIX ycnyr» (CobpaHue
3akoHofaTenbcTBa Poccuiickon ®epepaumn, 2010, Ne 31, cT. 4179; 2020, Ne 31, cT. 5027); nocTtaHoBneHune MpaBuTenbcTBa Poccuiickon denepaumm
oT 16 Mast 2011 r. Ne 373 «O pa3paboTke N yTBEPKAEHUN aAMUHNCTPATUBHbBIX PErjiaMeHTOB UCMOJIHEHNS TOCY AapPCTBEHHbIX (MYHKLMNA 1
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aAMUHUCTPATUBHBIX PErlaMeHTOB NPefoCTaB/IeHNS FOCYAaPCTBEHHbIX YCyr» (BMecTe ¢ MpaBunamMu pa3paboTky 1 yTBEpKAEeHNs
aAMUHUCTPATUBHbIX PErIaMEHTOB UCMOJIHEHUS FOCYAAPCTBEHHbIX (PYHKLMIA, NpaBunamMm pa3paboTky U yTBEPXKAEHUS aMUHNCTPATUBHBIX
pernamMeHToB NpefoCcTaBNeHUs FOCYAapPCTBEHHbIX YCyr, MpaBnnamMmmn NpoBeAeHNs 3KCNepPTU3bl MPOEKTOB aAMUHUCTPATUBHbIX PerfiaMeHToB

npenocTaB/ieHUs rocyaapcTBeHHbIX ycyr) (CobpaHue 3akoHoaaTenbcTBa Poccuiickon ®epnepaumm, 2011, Ne 22, cT. 3169; 2018, Ne 46, cT. 7050).

36] denepasbHblil 3aKOH OT 6 OKTSA6ps 1999 r. Ne 184-®3 «06 06w Mx NpuHUMNax opraHM3aunmn 3akoHogaTeNbHbIX (MpeacTaBuTeNbHbIX) U
MNCMOJMIHUTEIbHBIX OPraHoOB rocyAapCTBEHHOW BNacTu cybbekToB Poccuinckon ®epnepauunmn» (CobpaHne 3akoHofaTenbcTBa Poccuinckon depepauum,

1999, Ne 42, cT. 5005; 2020, Ne 29, cT. 4504).

[37] CtaTba 43 ®epepanbHOro 3akoHa oT 6 okTsa6ps 2003 r. Ne 131-®3 «O6 06LMX NPUHLMAAX OpraHn3auny MecTHOro camMoynpas/eHns B
Poccuiickonn ®epepaunn» (CobpaHue 3akoHogaTenbcTBa Poccuinckon ®epepaunn, 2003, Ne 40, cT. 3822; 2020, Ne 46, cT. 7214).

38] MyHKT 14 Pa3bsCHEHUI No NpUMeHeHMIo MoNoXKeHMs 0 Nopsiake BeeHns defepasbHOro peruncTpa HopMaTUBHBIX MPABOBbLIX aKTOB CY6BHEKTOB
Poccuiickon ®epepaumn, yTBepXXAeHHbIX Nprka3oM MuHiocTa Poccum oT 20 aBrycTta 2013 r. Ne 144 (3aperucTtpupoBaH B MuHiocTe Poccum 30 aBrycTa
2013 r.; per. Ne 29854; Poccuitickas raseta, 11 ceHTsbpa 2013 r., Ne 202; OcpmumnanbHbIi UHTEPHET-NopTas NPaBoBOM NHMOPMaL UK

(www.pravo.gov.ru [5]), 17 okTabps 2019 r.).

39] MpoeKTbl pacnopsiAnNTesbHbIX LOKYMEHTOB (YyKa3oB, NMPUKa30B, Pacnopsi>XeHWin) No Bonpocam rocyapCcTBEHHON (MyHMLMNAaNbHON) CNy>X6bl 1

KaZpoB roTOBUT KafpoBas cny>kba rocyiapCTBEHHOro opraHa, opraHa MecTHOro camoyrnpaBJ/ieHNS.

[40] NocTaHoBneHns MpaBuTenscTBa Poccniickon ®epepaunn ot 22 ceHTabps 2009 r. Ne 754 «O6 yTBep>kaeHUn MooxXeHUs o cncteme
MEe>XXBeOMCTBEHHOI0 3JIEKTPOHHOro okyMeHToobopoTa» (CobpaHue 3akoHoaaTenbcTBa Poccuiickon ®epepaunn, 2009, Ne 39, cT. 4614; 2019, Ne 12,
CT. 1314); oT 25 pekabpsi 2014 r. Ne 1494 «06 yTBepxaeHun MpaBun obMeHa LOKyMEHTaMUn B 3JIEKTPOHHOM BUAE NPW opraHnu3aumnm
MHopMaLMoHHOro B3anMoaencTema» (CobpaHne 3akoHopaTenbCcTBa Poccuiickon ®epepaumm, 2015, Ne 1, cT. 284; 2018, Ne 49, cT. 7600) (nanee -

MocTaHoBneHne Ne 1494).

[41] K HeperucTpupyemMbiM OKYMEHTaM OTHOCATCS [LOKYMEHTbI, He TpebyloLie UCMONHEHNS 1 He Coaep Kallme nHpopMaLum, NCNoJib3yemMol B
CNpaBoYHbIX Lensax (Byxrantepckme oTHeThI, CHETA, CYETa-PaKTypbl, aKTbl CBEPKU B3aVIMOPACYETOB, aKTbl MPUEMKU-NEPeAadn OCHOBHbIX CPEACTB,
TOBapHble HaknafHble;, FTOCTbI, TEXHNYECKNE perfaMeHTbl, PyKOBOASALLME U ApYrMe [LOKYMEHTbI MO TEXHUYECKOMY PErYIMPOBaHNIO U
CTaHAapTM3aLun; aHKeTbl (pe3iomMe); rpaduky, HapaAabl, 3a9BKUW, pa3HapsAKW; Hay4Hble OTHETbI, Hay4YHO-TEXHUYECKas U MPOeKTHas AOKYMeHTaLuns;
nevyaTHble U3AaHusA (KHUTK, XXypHasbl, Fra3eTbl), KaTasoru, TeXHU4eckas nantepaTypa, TeMaTuydeckne u cneumanbHble COOPHUKY, NakaThl;
no3ApaBuUTesIbHbIE MMCbMa U TenerpaMmsl, 61arofapCcTBEHHbIE MMCbMa U TeNerpaMmsl, NpuUriacuTesbHble 6uneTsl; GopMbl LOKYMEHTOB, 6naHku u ap.

OOKYMEHTDI.

42] PacnopsixxeHue MpaBuTenbcTBa Poccuinickon ®epepaunm ot 2 anpenst 2015 r. Ne 583-p (CobpaHue 3akoHofdaTenbcTBa Poccuinickon ®epepaunn,
2015, Ne 15, cT. 2293).

43] NMocTaHoBneHne Ne 1494,

44] NMpwuka3 MuHkomceAsn Poccum n ®CO Poccum Ne 186/258.

45] MNepeyHn cBeAEHUIA 0 BXOASALUNX, UCXOAALMX, BHYTPEHHUX LOKYMEHTax, obpalleHusx rpaxaaH, Bkatovaembix B C3[, rocyapCcTBEHHOro opraHa,

OopraHa MeCTHOro camoyrnpassieHud, yCTaHOBJIEHbI B pa3nene v I'Ipanm nenonponssoacTBa.

46] Npuka3s MuHkomcBsi3m Poccum n ®CO Poccum Ne 186/258. Paspen Ill «TpeboBaHWiA K OpraHM3aLNOHHO-TEXHNYECKOMY B3aVMOLENCTBUIO

rocyfapCTBeHHbIX OPraHoB U roCyapCTBEHHbIX opraHM3au,|/||7| nocpencTtsomMm obmeHa OOKYMEHTaMUN B 3/1IEKTPOHHOM BULOE».

47] Npukas MuHkomcszun Poccun n ®CO Poccum Ne 186/258. Paspen Ill «TpeboBaHMiA K OpraHM3aLMOHHO-TEXHNYECKOMY B3auMOAENCTBUIO

roCynapCTBEHHbIX OPraHoB U rOCYapCTBEHHbIX OpraHn3auuin NocpeAcTBOM obMeHa [LOKYMEHTAMUN B 3NEKTPOHHOM BUAE>.

48] Mpukas MuHkomcessun Poccun n ®CO Poccum Ne 186/258. Paspen Ill «TpeboBaHWMiA K OpraHM3aLMOHHO-TEXHNYECKOMY B3aMOAENCTBUIO

rocynapCTBEHHbIX OPraHoOB U FOCYAapCTBEHHbIX OpraHn3auuini NocpeAcTBOM obMeHa [OKYMEHTAaMUN B 3NEKTPOHHOM BUAE>.

[49] Mpuka3 MUHMCTEPCTBA CBA3M M MAaCCOBbLIX KOMMYHUKaunin Poccuiickonn ®epepaumm oT 31 nons 2014 r. Ne 234 «06 yTBEpxaAeHWn Mpasun
OKa3aHWsa ycayr No4TOBOW CBA3U» (3aperncTpmpoBaH B MuHucTepcTBe locTuumn Poccunckon ®depepaumnm 26 nekabps 2014 r., perncTpaunoHHbIN

Ne 35442), C U3MEHEHNAMN, BHECEHHbIMU NMprKa3amu MuHkomcsssn Poccum oT 13 cdeBpans 2018 r. Ne 61 (3apeructpupoBaH B MUHMCTEPCTBE LOCTMLNN
Poccuiickon ®epepaumn 28 mapTa 2018 r., peructpaumoHHbIn Ne 50545); oT 13 Hos6ps 2018 r. Ne 619 (3aperncTpmpoBaH B MMHUCTEPCTBE I0CTMLN
Poccuiickonn ®epepaumn 19 mapta 2019 r., pernctpaunoHHbin Ne 54090); oT 27 mapTa 2019 r. Ne 106 (3apernctpupoBaH B MMHUCTEpPCTBE I0CTULMN

Poccuiickon ®epepaumn 7 nioHa 2019 r., pernctpaunoHHbin Ne 54893).

50] Mpwnka3 MnHkomcea3un Poccum n PCO Poccmm Ne 186/258. Paspen lll «TpeboBaHUI K OpraHn3aLMOHHO-TEXHNYECKOMY B3aUMOAENCTBUIO
rocyfapCTBEHHbIX OPraHoB 1 rocyAapCTBEHHbIX OpraHM3aLnii NocpeacTBoM obMeHa AOKYyMEeHTaMu B 31eKTPOHHOM BUAE».

[51] 3necb 1 panee: B COOTBETCTBMMN CO CMPABOYHNKOM (K1acCU(MMKATOPOM) BUAOB AOKYMEHTOB, K KOTOPOMY OTHOCUTCA AOKYMEHT, BK/IOHaeMbIN B
CaA.

52] 3peck 1 ganee: BkatoyaeTcs B C3[, ecnv NOCTYNUBLUNIA OKYMEHT MOAMWUCAH YCUIEHHOW 31eKTPOHHON MOAMMUCHIO.

[53] Yka3 Mpe3unaeHTa Poccunckon ®Pepepaunm ot 28 mapta 2011 r. Ne 352 «O Mepax No CoBepLUEHCTBOBAHWIO OPraHn3aLm NCMOHEHUS MOPYYeHNIA
1 ykasaHuin MpesnpeHTta Poccuinckon ®epepaunm» (CobpaHme 3akoHogaTenbcTBa Poccuinckon denepaumm, 2011, Ne 14, cT. 1880).
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[54] CtaTba 191 MNpaxxpaHCcKoro kogekca Poccuinckon Pepepaumnn: «TeyeHre Cpoka, onpefesieHHOro NepnoaoM BpeMeHN, Ha4ynHaeTCa Ha CeayoLWwmni
OeHb nocne KajeHaapHom AaTbl UM HAaCTYNeHNs cCobbITUS, KOTOPbIMUK OonpeaesnieHo ero Havano» (CobpaHue 3akoHogaTenbCcTBa Poccmnckom

depepaumn, 1994, Ne 32, cT. 3301; 2020, Ne 31, cT. 5021).

55] CtaTbs 193 MparkaaHckoro koaekca Poccuinickon ®epepaunn: «Ecnm nocnegHuin ieHb CpoKa NPUXOANTCS Ha Hepaboyunin fAeHb, AHEM OKOHYaHUS
CpoKa cymTaeTca 6avkanwmnin cnegyowmin 3a HUM paboynin neHb» (CobpaHue 3akoHogaTenbCcTBa Poccuinckon denepaumnm, 1994, Ne 32, cT. 3301;

2020, Ne 31, cT. 5021).

56] n. 6.1.1 TnoBoro pernameHTa B3aMMoAencTBms efepasbHbiX OpraHoOB MCMOJHUTENLHOM BNacTu. YTBepXXAeH nocTaHoBAeHneM MNMpaBuTenbCcTBa
Poccuiickon ®epepaumm oT 19 aHBaps 2005 r. Ne 30 (CobpaHue 3akoHonaTenbCcTBa Poccuinickon ®epepaumm, 2005, Ne 4, cT. 305; 2020, Ne 6, cT. 677).

571 NHhopMaumio 0 pesynbTaTax paccMOTpeHus obpalleHnin rpaXkaaH 1 opraHMsauunin NpeacTaBasaioT TakXKe rocyapCTBEeHHbIE U MyHULUNANbHbIE

yyYpeXAeHus, MHble opraHM3aLmm, ocyLecTBAsoWMe Ny6ANYHO 3HaYUMbIE DYHKLMW.

58] Yka3 Mpe3unaeHTa Poccuiickon ®epepaumn ot 17 anpens 2017 r. Ne 171 «O MOHUTOPUHIE 1 aHaM3e pe3ysibTaToOB pacCMOTpeHns obpalleHuia
rpakgaH un opraHmsauunin» (CobpaHne 3akoHofnaTenbcTBa Poccuiickon depepaumm, 2017, Ne 17, cT. 2545).

[59]1 TOCT P 7.0.8-2013. CucteMa CcTaHAapTOB Mo MHdopMauun, bnbamoteyHomMy n nsgatenbCckoMy aeny. [1enonponsBoAcTBO U apXMBHOE Aeso.
TepMmuHbl 1 onpegeneHuns. - M.: CtangapTuHdopm, 2013, n. 88.

[60] MpaBnna opraHM3aunm XpaHeHWs, KOMMNJIEKTOBaHUA, y4eTa 1 UCMOoJib30BaHNS OKYMeHTOB ApXnBHOro ¢oHaa Poccuiickon ®epepaumm n opyrmx
ApPXUBHbIX JOKYMEHTOB B OpraHax rocyAapCTBEHHON BNaCTWN, OpraHax MecTHOro caMmoynpasJ/ieHNs, opraHn3saumax. YTB. NnpMka3omMm MuHucTepcTBa
KynbTypbl Poccuiickonn ®egepaumm ot 31 mapta 2015 r. Ne 526 (3apernctpupoBaH B MUMHUCTepPCTBE loCTULMN Poccuiickon denepaumm 7 ceHTS6psa
2015 r., pernctpauunoHHbin Ne 38830; OdurumanbHbIi UHTEPHET-NopTan NPaBoBor MHdopMaumn (wWww.pravo.gov.ru [2]), 10 ceHTA6ps 2015 r.) (nanee

- Mpaswnna 2015 r.). MpunoxeHns Ne 25, 26.

61] MprMepHoe NonoxxeHne 06 3KkCMNepTHO-NPOBEPOYHON KOMUCCUN (hefepaslbHOro rocy4apCTBEHHOrO apXmBa, yTBEP)KAEHHOE NpuKasom
depepanbHOro apxXnMBHOro areHTcTBa oT 13 uioHa 2018 r. Ne 62 (3apernctpuposaH B MuHuUcTepcTBe ocTuunm Poccuiickon ®epepaumn 15 nioHs

2018 r., pernctpauunoHHbin Ne 51357; OdurumnanbHbli UHTEPHET-NopTan NPaBoBOn MHMOPMaumn (wWww.pravo.gov.ru [2]), 7 aBrycta 2018 r.).

62] MyHKT 4.18 MprMepHOro nono>xxeHns 06 aKCNepTHO-NPOBEPOYHON KOMUCCMMW YNOJIHOMOYEHHOI0 OpraHa UCMOJIHNTENbHON BlacTy cybbekTa
Poccuiickonn ®epepaumm B cchepe apxMBHOIro Aesna, yTeepXxaeHHoe nprnkasom denepasibHOro apxXmBHOro areHTcTBa oT 13 nioHa 2018 r. Ne 63
(3aperncTpuposaH B MnHucTepcTse locTuumnn Poccunckon ®enepauun 6 asrycta 2018 r., peructpaumnoHHbii Ne 51794; OdunumnanbHbii MHTEPHET-

nopTaja NpaBoBo UHGopMauum (www.pravo.gov.ru [2]), 7 aBrycta 2018 r.).

63] NpaBun 2015 .

64] B cooTBeTCTBUN C NMYHKTOM 4.1. MNMpasun 2015 r. «4OKYMEHTbI MO JINYHOMY COCTaBYy roCyapCTBEHHbIX MPaXKAaHCKUX CAy>Kalnx n
MYHULMNANbHBIX CJTY>KaLUMX, YBOJIEHHbIX C FOCYAAapPCTBEHHON rpaXKAaHCKOM Cy>X6bl AN MyHULMNaabHON Ciyx6bl, NepenatoTcs B apxus

opraHusaumnm no NCTeveHnn 10 net co gHsa YBOJIbHEHUA».

65] B cooTBeTCTBUN C NYHKTOM 4.2 Mpasun 2015 r. «B nckAO4YNTENbHBIX ClyYasx Mo peLleHnto pyKoBoAUTENA OpraHn3aumn aena BpeMeHHbIX (40

10 NeT BKNOYNTENIbHO) CPOKOB XPaHEHUS NePefanTCs B apXUB OpraHv3aL iy no onucsm Aes, LOKYMEHTOB WY MO HOMEHKNAType Aefl.».

66] Mpwrkas Pocapxusa oT 11 anpens 2018 r. Ne 43 «O6 yTBEp>XAEHNM NMPUMEPHOr0 NOJIOXKEHMWSA 06 IKCNEPTHON KOMUCCUMN OpraHm3aumum»
(3aperncTpupoBaH B MnHuctepcTee locTuumn Poccuinckon ®depepaumnm 15 nioHa 2018 r., pernctpaumoHHbii Ne 51357; OcdnumanbHbIl MHTEPHET-

rnopTas NpaBoBON UHGOpMauum (www.pravo.gov.ru [2]), 18 nioHsa 2018 r.).

671 NMpwnkas Pocapxusa oT 25 cdeBpana 2019 r. Ne 31 «O6 yTBEpPXAEHNW MPMMEPHOrO MOJIOXKEHNS O LLeHTPaJIbHON 3KCMEePTHON KOMUCCUN
denepanbHOro opraHa rocyfapcTBeHHONM BAACTU, MHOrO pefepasibHOro rocyapCTBEHHOro opraHa» (3aperncTpmposaH B MMHMCTEpPCTBE IOCTULIAN
Poccuiickon ®epepaumm 24 nioHa 2019 r., pernctpaunoHHbin Ne 55005; OdurunanbHbll MHTEPHET-NOPTan NPaBoBON MHMOPMaLMm (WWw.pravo.gov.ru

[2]), 24 nioHs 2019 1.).

[68] OTmMeTka «3MK» 03Ha4YaeT, 4TO YaCTb AOKYMEHTOB MOXET ObiTb OTHECEHA K CPOKY XPaHEHUS «MOCTOSHHO».

[69] NyHKT 4.11. NMpaBun 2015 .

70] ®opMbl onucen gen NOCTOAHHONO XpPaHeHNs, BpeMeHHbIX (CBbile 10 f1eT) CPOKOB XpPaHEHUs, B TOM YUCSIe MO JINYHOMY COCTaBY, 3JIEKTPOHHbIX
[IOKYMEHTOB, COCTaBJ/IseMbIX B CTPYKTYPHbIX MOApa3feseHnAxX rocyjapCTBEHHOro opraHa, opraHa MecTHOro camoynpaBs/ieHUs YyCTaHOBEHbI

Mpasunammn 2015 r.

71] Npasuna ohOpMNIEHNA PEKBU3NTOB B FOCYAapCTBEHHbIX OpraHax, opraHax MecTHOro camMoyrnpasjeHns NoAroTOBJIEHbI B COOTBETCTBUN C

[OCT P 7.0.97-2016 c y4yeToM cneumndukmn ohopMaeHna LOKYMEHTOB B roCyAapCTBEHHbIX OpraHax, opraHax MecTHOro camoyrnpaBieHuns.

72] ®epepabHbll KOHCTUTYLMOHHbIA 3aKOH 0T 25 aekabpsa 2000 r. Ne 2-©K3 «O MNocypapcTBeHHoM repbe Poccuinckon ®epnepauunm» (CobpaHue
3aKoHopaTenbcTBa Poccunckon depepaumm, 2000, Ne 52, cT. 5021; 2017, Ne 52, cT. 7916).

73] ®epepanbHbIi 3aKoH 0T 6 okTA6pA 2003 1. Ne 131-d3 «06 06LWwmx NpUHLMUNAX OpraHM3aLmm MecTHOro caMoyrnpaBsJieHns B Poccuiickom
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depepauun» (CobpaHue 3akoHofaTenbCcTBa Poccuiickon ®epepaumm, 2003, Ne 40, cT. 3822; 2020, Ne 46, cT. 7214). CtaTbs 11.
74] Yka3s. co4. CtaTbs 9.

75] KoHcTuTyums Poccunckon ®depepauumn. Ctatbs 65.

761 Nono>keHne o nopsake obpalleHns co cay>xebHol HgopMaLmen orpaHUHEHHOro PpacnpoCcTpaHeHns B hefepabHbIX OpraHax UCNONHUTENbHOW
B/1ACTW, YNONHOMOYEHHOM OpraHe yrnpaB/ieHns UCNOJIb30BaHNEM aTOMHON SHEPrK U YNOJIHOMOYEHHOM OpraHe Nno KOCMUYECKoW AesiTeNbHOCTH. YTB.
noctaHosneHneM lMpasuTenscTea Poccunckon ®Penepaunn ot 3 Hoabps 1994 r. Ne 1233 (CobpaHue 3akoHopaTenbCTBa Poccuinckon ®enepaumm, 2005,

Ne 30, cT. 3165; 2016, Ne 13, cT. 1833). MNyHKT 1.4.

77] NMpaBuna okasaHWs yCNyr NOYTOBOW CBA3W, YTBEPXKAEHHbIE NPpNKa3oM MUHMNCTEpCTBa CBA3N M MacCoOBbIX KOMMYyHUMKaunn Poccuiickon ®epepaumn
oT 31 nions 2014 r. Ne 234 (3apernctpupoBaH B MUHUCTEpCTBe tocTuLmm Poccninickonn ®epepaunn 26 nekabpsa 2014 r., pernctpaunoHHbin Ne 35442;
Poccuiickas raseta, 31.12.2014, N. 299 (ony6nnkoBaH 6e3 npunoxxeHus); OdurumnanbHbli UHTEPHET-NopTan NPaBoBoO MHMOPMaLMn

(www.pravo.gov.ru [2]), 10 nioHs 2019 r.).

78] 3akoH Poccuiickon ®Penepauum ot 25 okTabpsa 1991 r. Ne 1807-1 «O a3bikax Haponos Poccuinckon Penepaummn» (BeaoMocTn cbe3fa HapoaHbIX
nenyTtaToB 1 BepxoBHoro CoBeTa Poccuiickon ®egepaunm oT 12 aekabpsa 1991 r., Ne 50, cT. 1740; CobpaHune 3akoHonaTenbCcTBa Poccumnckon

®epepaunn, 1998, Ne 31, cT. 3804; 2014, Ne 11, cT. 1094). CT7. 16.

791 NMyHKT 6 MpaBna NOArOTOBKM HOPMaTUBHBIX MPaBOBbLIX aKTOB (heAepasibHbIX OPraHOB UCMOHUTENIbHOM BAACTU U UX FOCYAapPCTBEHHONM

perncTtpauuun, yTe. noctaHoBneHueM MpasButenscTBa Poccuinckon depepaumm Ne 1009.

80] Npunka3 MuHkomceasn Poccum n ®CO Poccum Ne 186/258.

81] MyHKT (COKpaLLeHHOo - NT, N) - NPUHATaN B n3faTenNbCkoM Aene efnHuLa nsMmepeHus, pasHaa 1/72 pionma (0,376 MM). 3Ta egnHnLa N3MepeHns

NCMNONb3yeTCA B TEKCTOBbIX pefaKTopax ansa o603HavyeHus pa3Mepos LLIpI/Iq)TOB n NHTEpBanoB.

82] [lonyckaeTcs yMeHbLUEHNE NHTEPBAIOB MEXAY PEKBU3NTaMN «3arofloBoK», «TeKCT», «MoAnncb» 1 «MecTo n3gaHuns» npu HeobxoammMocTu

pa3MeLleHNsi TEKCTa NPOEKTa yKasa, pacnopsikeHus Mpe3umpaeHTa Poccniickonn ®depepaunm Ha OLHON CTPaHULLE.

83] Ecnv yKa3aHHble JOKYMEHTbI MOCTYNWIN C CONPOBOAUTENbHLIM MUCbMOM, MUCbMa PErMCTPUPYIOTCA B NOPSAKE, yCTaHOBAEHHOM VHCTpyKUMen no
[,eNoNpon3BOACTBY FOCYJapCTBEHHOMO OpraHa, opraHa MecTHOro camMmoyrnpaB/eHus.

84] CpoK BbINOJIHEHUSA NPeacTaBAEHNA MOXET ObITb npoAaJsieH no peweHnto Koanermn CYyeTHOM NanaTtbl, HO He 6onee oAHOro pa3a.

85] Mpu UCKNIOYNTENBHBIX 06CTOATENbCTBAX, TPEBYIOLWMX HEMEAIEHHOMO YCTPaHEHNS HapYLLIEHWS 3aKOHa, MPOKYPOp BrpaBe YCTaHOBUTb
COKPALLEHHBI CPOK PACCMOTPEHMS NpoTecTa.

86] B nyHkTe 6.24 MpaBun genonponsBoacTBa opMyanpoBka ab3aua 3 gaHHOro NyHkTa («[JOKYMeHTbI K 3acefaHusAM (CoBeLLaHMaM) FrpynnupyoTcs
B OTAEJIbHOE [es10, €C/IN KOIMYECTBO JINCTOB B fies1e C NMPOTOKOJaMU U MPUIOKEHUAMN K HUM He npeBblliaeT 250 IMCTOB») HEKOPPEKTHa.

[87] B cooTBeTCTBMU C MepeyHeM TUMOBbIX yNpaBieHYeCKUX apXVBHbIX OKYMEHTOB, 06pa3ylowmnxca B npoLuecce AesTeIbHOCTW roCyAapCTBEHHbIX
OpraHoB, OPraHoB MeCTHOro CaMoynpaBfiEeHUs N OpraHn3aumnii, C ykazaHMeM CPOKOB UX XpaHeHUs. YTB. npuka3om PocapxmBa oT 20 aekabps 2019 r.
Ne 236 (3aperncTpuposaH B MuHuctepcTtse tocTuumm Poccuinckon ®epepaunn 6 cespans 2020 r., pernctpaunoHHbin Ne 57449; OcduumanbHbIn
MHTEepHeT-nopTaa NpaBoBon UHGopMaunm (www.pravo.gov.ru [2]), 7 deBpansa 2020 r.) npuKa3sbl, pacnops>XeHWa No JIMYHOMY COCTaBy U AOKYMEHTbI

(noKnagHble 3anNnUCKK, CNPaBKKX, 3asBJI€HNA) K HUM MMeIOT Cpoku xpaHeHusa 50/75 net MK n 5 neT.

[88] CM. Takxe nyHKTbl 4.31, 4.32. Npasnun 2015 .

89] lena BpeMeHHbIX (40 10 neT BKAIOYNTESIbHO) CPOKOB XPaHEHUA NoANIeXXaT YaCTUYHOMY OPOPMIEHMIO, MPU KOTOPOM Aefna MOryT XPaHUTbLCSA B
nankax-ckopoclumBaTenax, Markmx obnoxkax, cucTeMaTusauma LOKYMEHTOB B fie/le He MPOBOANTCS, JINCThI Aefla He HYMepyIoTCA, ICTbI-3aBepuTenu
[efla He COCTaBNATCA. PeKBN3NTbI 0610)KKN fena 3anonHATCA Mo YNpoLleHHoN cxeme (6e3 NpocTaB/ieHUs apXMBHOMO Wndpa, Kosim4ecTsa JIMCTOB B

nene).
[90] NyHKT 4.34. MNMpasun 2015 r.
OnybaukosaHo: 29.12.2020, nocnenHee nameHenme: 05.01.2021

MUcTouHuUK: https://archives.gov.ru/documents/methodics/2020-recommendations-
deloproizvodstvo.shtml

CcbnKu:

[1] https://archives.gov.ru/documents/prik199 2020.shtml
[2] http://www.pravo.gov.ru

[3] https://www.garant.ru/products/ipo/prime/doc/71895754/
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MeToamyeckue peKoMeHAauum nNo pa3paboTke MHCTPYKLUA NO AEeNI0NPOU3BOACTBY B rocCy,
OnybankoBaHo Ha canTe PepepanbHoe apxmeHoe areHTCcTBO (https://archives.gov.ru)
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[6] https://archives.gov.ru/taxonomy/term/9

Page 193 of 193



