[Tpuka3 denepanbHOTO apXUBHOTO areHTcTBa OT 24 nexadpst 2020 r. N 199 "O06 yrBepxkaecHIN
Meroanueckux peKOMEH Il 1Mo pa3paboTKe MHCTPYKIUN 10 ASIIONPOU3BOICTBY B TOCYIAPCTBEHHBIX
OopraHax, OpraHax MECTHOTO CaMOyTpaBiIeHUs"

IIpukaseiBaro:
VYTBepauTh mpuiaraeMble MeTonMYecKHe pPEKOMEHJAlMU 10 pa3padOTKe WHCTPYKUMH 110
JIEJIONIPOU3BO/ICTBY B TOCYAPCTBEHHBIX OpraHax, OpraHax MECTHOIO CaMOYIIPaBJICHUS.

PyxoBogurens Pocapxusa A.H. Aptuzos

[Ipu3HaH He HyXAarOIUMCA B TOCY1apCTBEHHOM peructpanuu MuntocroM Poccun.
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YTBEPXK/IEHbI
npukaszom Pocapxusa
ot 24 nexadps 2020 r. N 199

MeToanyeckue peKOMeHIaAUU
1o pa3padoTke MHCTPYKIHUIA M0 AeJI0NPOU3BOACTBY B rOCyJapPCTBEHHBIX OPraHaX, OPraHax MecTHOI0
camMoynpaBJIeHUs

I. O01mue moJ10KeHus

Meroanyeckue peKOMEHJalMu 1O pa3paboTKe MHCTPYKLMH IO  JeJIONPOU3BOJACTBY B
roCy/IapCTBEHHBIX OpraHax, OpraHax MECTHOI'O caMoyIlpaBiieHus (Jajiee - MeToauueckue peKoMeHaalm)
pa3paboTaHbl B LEJAX ONTUMHU3ALMM HPOLEAYypbl M HOpsiAKa pPa3pabOTKHM HHCTPYKIMHA 110
JIEJIONPOU3BOJACTBY (helepaabHbIMU OpraHaMM TIOCYAApCTBEHHOM BIJIACTH, WHBIMU (eaepalbHbIMU
rOCYyJapCTBEHHBIMM OpraHaMM, OpraHaMH TOCYAApCTBEHHOW BIACTH W HHBIMH T'OCYJapCTBECHHBIMU
opranamu cyObekToB Poccuiickoii @enepanuu, opraHaMi MECTHOTO CaMOYITPaBJICHHUS.

Mertoanyeckue peKOMEHJaluy IpelHa3HAueHbl Ui [PUMEHEHHs B KayecTBE E€AMHOM
METOJUYECKOW  OCHOBBI  IOJPA3/JCIICHUSMU TOCY/JapCTBEHHBIX  OpPraHOB, OpPraHOB  MECTHOIO
caMOyIIpaBJIeHUs,, OTBETCTBEHHBIMM 3a OpPraHU3allMI0 U BEAEHHUE JesIonpou3BojcTBa (nanee - Cmyxba
JIEJIONPOU3BOJICTBA), NpU pa3pabOTKe HMH HHCTPYKUHMH MO JEJIONPOU3BOJCTBY TOCYIAapPCTBEHHBIX
OpraHoOB, OPraHOB MECTHOT'O CaMOYIpaBiieHHs (aajnee - THCTpyKIUs 10 1eIONpOU3BOJICTBY).

[Ipu  paspabotke MeroaMYECKUX  PEKOMEHJALUMN  YYTEHbl  IOJOXKEHHS  CIEAYIOIIMX
3aKOHOJIaTEeNIbHBIX, MHBIX HOPMAaTHBHBIX INPABOBBIX aKTOB B cdepe MHPOpPMALUH, IEIONPOU3BOJACTBA U
apXMBHOTO JI€J1a, HALIMOHAJIBHBIX CTaH/IapTOB MO YIPABIEHUIO JOKYMEHTaMHU:

1. ®enepanbhblii 3akoH OT 14 utons 1994 r. N 5-03 "O nopsiike onmy0JIMKOBaHUS U BCTYIUIEHUS B
cuily (QenepalbHbIX KOHCTHTYI[MOHHBIX 3aKOHOB, (peliepalbHBIX 3aKOHOB, akToB nanat denepasbHOro
Co6panus" (CoOpanue 3akoHomarenscTBa Poccuiickoit @epeparumn, 1994, N 8, ct. 801; 2019, N 18,
cT. 2207).

2. ®denepanbHbIii KOHCTUTYIIMOHHBIH 3aKkoH OT 25 nexadps 2000 r. N 2-OK3 "O 'ocynapcTBeHHOM
repbe Poccuiickoit deneparuu" (CoOpanue 3akoHomarenbcTBa Poccuiickoit deneparuu, 2000, N 52,
ct. 5021; 2017, N 52, ct. 7916).

3. ®enepanbhbiil 3akoH oT 6 ampens 2011 r. N 63-®3 "O06 snextponHoit noanucu" (CobpanHue
3akoHoaarenbcTBa Poccuiickoit @enepanuu, 2011, N 15, ct. 2036; 2020, N 24 ct. 3740).

4. ®enepanpHbiii 3aK0H OT 22 okTa0ps 2004 r. N 125-03 "O6 apxuBHOM jene B Poccuiickoi
Oenepannn" (Cobpanne 3akoHomarenscTBa Poccuiickoit @eneparuu, 2004, N 43, cr. 4169; 2018, N 1,
ct. 19).

5. ®enepanbhblii 3akoH OoT 2 Mast 2006 . N 59-@3 "O mnopsiake paccMOTpeHHs oOpaiieHuin
rpaxknaan Poccuiickoit ®@enepanun" (Cobpanne 3akoHonatenbcTBa Poccuiickoit deneparuu, 2006, N 19,
cT. 2060; 2018, N 53, ct. 8454).

6. @enepanbhbliii 3akoH oT 27 urong 2006 r. N 149-03 "O6 unbopmanuu, MHPOPMAITMOHHBIX
TEXHOJIOTUSAX M o 3amuTe nHpopmanuu" (Cobpanue 3akoHoaarenbcTBa Poccuiickoit ®eneparyu, 2006,
N 31, c1. 3448; 2020, N 24, ct. 3751).

7. ®enepanbublii 3akoH 0T 27 uronsg 2006 r. N 152-@3 "O nepconansHbix naHHbIX" (CoOpaHue
3akoHoarenscTBa Poccuiickoit deneparuu, 2006, N 31, ct. 451; 2020, N 17, cT. 2701).

8. MenepanbHblil 3aKk0H OT 9 deBpans 2009 r. N 8-D3 "O6 obecneueHnn A0CTyna K HHPOPMALUU
O JESTENbHOCTH TOCYIApCTBEHHBIX OPraHOB M OpraHoB MecTHoro camoympasieHus" (CoOpanue
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3akoHoaarenbcTBa Poccuiickoit denepanuu, 2009, N 7, ct. 776; 2018, N 1, cT. 7).

9. Vka3 Ilpesuaenta Poccuiickoii ®enepannu ot 2 masg 1996 r. N 638 "O nopszike moAaroToBKU
IIPOEKTOB YKa30B, pacnopsbkenuil [Ipesunenra Poccuiickoin denepanuu, NpeaycCMaTpuBaOIIMX IPUHATHE
MOCTaHOBJICHHH, pacriopstkeHuit [IpaButenbcrBa Poccuiickoit @enepanun” (CobpaHue 3aKOHOIATEIBCTBA
Poccuiickoit denepamnuu, 1996, N 19, cr. 2257).

10. Yka3 Ilpesugenta Poccuiickoit ®Denepaunu ot 23 mas 1996r. N 763 "O nopsinke
onyOiIMKOBaHUS M BCTyIUIeHUS B cmily aktoB Ilpesunmenta Poccuiickoit @epepanuu, IlpaButenscTBa
Poccuiickoii @enepaliii ¥ HOPMAaTUBHBIX IPABOBBIX aKTOB (peepalibHbIX OPraHOB HCHOJHUTEIbHOM
Brnactu" (CoOpanue 3akoHOmatenbcTBa Poccuiickoit ®@epeparumn, 1996, N 22, cr.2663; 1997, N 20,
CT. 2242; 1998, N 33, ct. 3967; 2005, N 28, ct. 2865; 2017, N 23, cT. 3310).

11. Yka3 Ilpesunenra Poccuiickoii @enepanuu ot 6 mapra 1997 1. N 188 "OO yrBepkneHHH
[lepeunst cBeneHuit koHpuaeHmuanbHOro xapakrepa' (CoOpaHue 3akoHOJATENbCTBA Poccuiickoit
Oepnepanun, 1997, N 10, ct. 1127; 2015, N 29, ct. 4473).

12. ITocranosnenne IlpaBurenbctBa Poccuiickoit ®enepammu ot 3 HOosOps 1994 1. N 1233
"O06 yrBepxkaeHnn llojoxeHuss o TMoOpsiike OOpalieHusi co ciayxeOHOW WH(OpManueil OrpaHWuYeHHOTO
pacripocTpaHeHusi B (efepanbHBIX OpraHax HCIOIHUTEILHOW BJIACTH, YHNOJHOMOYEHHOM OpraHe
yIOpaBICHUS HCIIOJIb30BAHMEM AaTOMHOM JHEpPrud M YINOJIHOMOYEHHOM OpraHe II0 KOCMHYECKOMN
nestenpHocTH" (Cobpanue 3akoHomarenbeTBa Poccuiickoit deneparuu, 2005, N 30, cr. 3165; 2020, N 33
cT. 5389).

13. ITocranosnenne IlpaButenscTBa Poccuiickoit Denepanmm ot 27 aexabps 1995r. N 1268
"O0 ynopsiJOueHUN HM3rOTOBJICHUS, HCIOJb30BaHUS, XPAHEHUS WM YHUUTOXKEHMs redyaTeil u OJaHKOB C
BocnpousBeneHuemM [ocynapcrBennoro repba Poccuiickoit denepanun" (Cobpanue 3aKOoHOAATEIHCTBA
Poccuiickoit ®eneparuu, 1996, N 2, ct. 123; 2018, N 13, ct. 1808).

14. IToctanoBnenue IlpaButensctBa Poccuiickoit ®enepanum ot 13 aBrycra 1997 r. N 1009
"OO6 yrBepkaeHuu IlpaBun MNOArOTOBKM HOPMAaTHBHBIX IPABOBBIX aKTOB (elepalbHbIX OpPraHOB
UCTIOJIHUTENIBHOW BJIACTM M UX TrocyaapcTBeHHoW peructpaiun” (CoOpaHue 3aKOHOAATENLCTBA
Poccuiickoit ®enepaunu, 1997, N 33, ct. 3895; OdunmanbHblil HHTEPHET-NOPTAJ IPaBOBOM MH(OpMaLnn
(www.pravo.gov.ru), 14 oxts6ps 2020 r.).

15. Tlocranosnenne IlpaBurensctBa Poccuiickoit ®Depepanmu ot 1 urons 2004 1. N 260
"O Pernamente IIpaButenscrBa Poccuiickoit ®enepanuu u Ilonoxenun o6 Amnmaparte IlpaButenscTBa
Poccuiickoit denepanun" (Cobpanue 3axkoHonareabctBa Poccuiickoit deneparuu, 2004, N 23, cT. 2313;
OdunmanbHbIN HHTEPHET-MIOPTa MPaBoBOM HHOpMauu (Www.pravo.gov.ru), 14 okrsa6ps 2020 r.).

16. ITocranosnenne IIpaBurensctBa Poccuiickoit ®enepammu ot 19 suBaps 2005r. N 30
"O TunoBoM perjamMeHTe B3auMOJeHcTBUS (enepabHbIX OpraHoB HcnoiaHuTenbHoN Biaactu" (CoOpanue
3akoHoaarenbcTBa Poccuiickoit deneparuu, 2005, N 4, ct. 305; 2020, N 6, cT. 677).

17. IloctanoBnenue IlpaBurenscrBa Poccuiickoit ®epepanuu ot 28 mronst 2005r. N 452
"O TumoBoM periiaMeHTe BHYTpPEHHEH opraHu3anuu (eaepalbHBIX OPTaHOB HCIIOJHHUTEIBHOW BiacTH"
(Cobpanme 3akonogarenscTBa Poccuiickoit @enepammu, 2005, N 31, cr. 3233; 2020, N 6, c1. 677).

18. Tlocranosnenne IlpaButenscTtBa Poccmiickoit ®enepamuu ot 22 centsiops 2009 r. N 754
"O06 yrBepxkaeHuH [lonojkeHUsT 0 CHCTEME MEXBEIOMCTBEHHOTO 3JIEKTPOHHOIO JIOKyMeHTooOopoTa'
(Cobpanue 3akonomarensctBa Poccuiickoit deneparuu, 2009, N 39, ct. 4614; 2019, N 12, cT. 1314).

19. [locranoBnenue IlpaButenscrBa Poccuiickoit ®enepauuu ot 26 gespans 2010r. N 96
"O0 aHTUKOPPYNIIMOHHOM JKCIIEPTU3€ HOPMATUBHBIX IIPABOBBIX AaKTOB U IPOEKTOB HOPMATUBHBIX
npaBoBbiXx akToB" (CobOpanue 3akoHomatenbcTBa Poccuiickoit @eneparun, 2010, N 10, cr. 1084; 2017,
N 29, c1. 4374).

20. [Tocranosnenune IlpaBurensctBa Poccuiickoit ®enepamuu ot 6 centsops 2012r. N 890
"O Mepax IO COBEPIICHCTBOBAHUIO AJIEKTPOHHOTO JIOKYMEHTOOOOpPOTa B OpraHax TroCyIapCTBEHHOU
Brnactu" (CobOpanue 3akoHomatenbcTBa Poccuiickoit ®@epeparuu, 2012, N 38, cr. 5102; 2014, N 30,
cT. 4316).

21. Ilpuka3 MuHucTepcTBa CBSI3M M MacCOBbIX KoMMyHuKauuil Poccuiickoii ®enepanuu ot
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2 cents6ps 2011 r. N 221 "OO0 yrBepxkaenun TpeGoBanuii K HH(GHOPMAIIMOHHBIM CUCTEMaM 3JIEKTPOHHOTO
JTOKYMEHT0000poTa (enepanbHbIX OpPraHOB HCIIOJHUTEIBHONW BIACTH, YUWUTHIBAIOIIMX, B TOM YHCIE
HE00X0IMMOCTh 00pabOTKH TMOCPEACTBOM JAHHBIX CHUCTEM CIyXeOHOW HH(OpMaMu OrpaHUYECHHOTO
pacnpoctpaHeHusa" (3aperucTpupoBaH B MuHHCTepcTBe rOcTHIMU Poccuiickoit denepanuu 15 HOAOps
2011 r., peructpaumonnsiii N 22304; Poccuiickas razera, 21 Hos6ps 2011 r., N 261).

22. Ilpuka3 MuHHCTEpCTBA CBSA3M M MacCOBbIX KOMMYyHuKauuii Poccuiickoit ®denepauuu ot
31 uronst 2014 r. N 234 "OG0 yrBepkaenuu lIpaBun okazaHus yCIyr IOYTOBOM CBA3H" (3aperucTpupoBaH B
MunucrepctBe toctunuu Poccuiickoit denepanuu 26 nexadbps 2014 r., peructpanuoHHbiii N 35442;
Poccuiickas raszera, 31 mexabps 2014 r., N 299 (omybnmukoBan 0e3 mnpuioxenus); OduuuambHbIA
WHTEPHET-TIOpTal MpaBoBor nHGopMmanuu (Www.pravo.gov.ru), 10 utons 2019 r.).

23. Ilpuka3z MuHHCcTEpCTBa CBSI3U U MacCOBbIX KOMMYyHHKaluil Poccuiickoit ®@enepaunu N 186,
OdenepanbHol  cmyx)O0bl  oXpaHbl N 258 ot 27 mas 2015r1. "OO yrBepknenun TpeOoBaHHWil K
OpPraHU3al[MOHHO-TEXHUYECKOMY B3aUMOJICHCTBUIO T'OCYAAPCTBEHHBIX OPraHOB U TIOCYJAapPCTBEHHBIX
OpraHM3alyii mocpeacTBOM oOMeHa JOKyMEHTaMd B 3JEKTPOHHOM Buzae" (3aperucTpupoBaH
B Munucrepctse roctuiuu Poccuiickori @eneparuu 22 centsops 2015 r., perucrpanuonnsiii N 38956;
OdunuanbHbI HTHTEPHET-TIOPTAJ MPaBoBoi nHpopManuu (Www.pravo.gov.ru), 24 centaops 2015 r.).

24. Ilpuka3z MuHHCcTEpCTBA CBSI3U U MacCOBbIX KOMMYyHMKaIil Poccuiickoit denepannu ot 4 uromns
2018 r. N 335 "OO0 yTBep>KIACHUH METOINYECKUX PEKOMEHJIAIUI 10 MepeXxoly OPraHOB UCHOTHUTEIbHON
BjIacTu cyobekToB Poccuiickoit @enepanyii ¥ OpraHOB MECTHOI'O CaMOYIPAaBICHUS MYHUIUIAIbHbBIX
oOpa3oBanuii Poccuiickoii @enepanuyi Ha HCIOJIB30BAHHE OTEUYECTBEHHOTO O(HCHOTO MPOrpaMMHOTO
o0ecrieyeHns, B TOM YHCIIE paHee 3aKyIUIEHHOTO O(UCHOTO MPOrpaMMHOro odecriedeHus" ([ DIeKTpOHHBIHI
pecypc] - Pexxum nocryma: https://www.garant.ru/products/ipo/prime/doc/71895754/).

25. [lpuka3z denepanbHOro apxuBHOro areHTcTBa OT 22 Mas 2019r1. N 71 "OO yTBepx)acHUU
[TpaBus  nenonmpou3BOACTBA B TOCYJAapCTBEHHBIX OpraHax, OpraHax MeECTHOTO caMoylpasiieHus"
(3apeructpupoBan B MunucrepctBe roctuiuu Poccuiickoit  ®Denepamum 27 nexabps 2019 r.,
PErUCTPallMOHHBIN N 57023; OdunmanbHbIi UHTEPHET-TIOPTAIl [IPaBOBOI UHpOpMALIUU
(www.pravo.gov.ru), 30 nexkadbps 2019 r.).

26.TOCT P 7.0.8-2013. Cucrema craHzaproB 1o uHpopMaluy, OUOIUOTEUHOMY U
U3JlaTeNIbcKOMy Jienty.  Jlenonpou3BOACTBO M apXMBHOE Jeio. TepmMuHbl M omnpeneneHud. - M.:
Cranpaptungopm, 2014.

27.TOCT P 7.0.97-2016. Cucrema craHgaptoB 10 HHPoOpMaUK, OUOIMOTEUHOMY H
u3zarenabckoMy aeny. OpraHu3aloHHO-pacopsAUTENbHAs ToKyMeHTauus. TpeGoBaHus K 0(hOpMIIEHUIO
nokymeHToB (¢ U3menenueM N 1). - M.: Cranpaptundopm, 2018.

28.TOCT P UCO 15489-1-2019. Cucrema cTtaHnapToB mo uHpopManuu, OMOIMOTEUHOMY HU
u3narensckomy neny. Muadopmarus u qokymentanus. YmpasieHue nokymentamu. Yacte 1. [lonsatus u
npuHIunsl. - M.: Cranaaptungopm, 2019.

I1. Iopsinok pa3padoTku, yTBePkKACHUS, BHECEHUS] M3MEHEeHUI
B UHCTPYKIMIO MO 1€J101IPOU3BOICTBY

WHcTpyKIus 1Mo AeI0npou3BOICTBY pazpadbarbiBaeTcss Ciayx00i 1elonpon3BOACTBa HA OCHOBAHUU
[IpaBun [nenonpou3BOACTBA B TOCYJApCTBEHHBIX OpraHax, oOpraHaXx MECTHOIO CaMOYIIPaBJICHHUS,
YTBEpIKICHHBIX TpHKazoM denepaabHOro apxmBHOro arentctsa ot 22 mas 2019r. N 71M (namee -
[IpaBuna nenonpon3BoACTBa), C YIETOM IOJ0KEHUIN HACTOAIMX MeTOoMUYeCKUX pPEKOMEH AU,

B cootBerctBumn ¢ nmynktom 1.8. IlpaBun nenompou3sBoactBa MHCTpYKIUS MO JEIONPOU3BOICTBY
YTBEPXKAAETCS MPAaBOBBIM aKTOM I'OCYJIapCTBEHHOIO OpPraHa, OpraHa MECTHOIO CaMOYIIPABIIECHUS MOCIE €€
COTJIACOBAHUSA:

- (hemepaibHBIM OPraHOM TOCYIAPCTBEHHOW BIIACTH, WMHBIM (elepajbHBIM TOCYIapCTBEHHBIM
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OpPTraHOM - C YIOJHOMOYCHHBIM (peepaibHbIM OpPraHOM HCIIOJIHUTEIHHOW BJIACTH B cepe apXUBHOTO
nena u jaenonpousBojacTBa - DenepanbHbIM apXUBHBIM areHTCTBOM (PocapxuBom); coriacoBaHue
MPOEKTOB HMHCTPYKIMI IO JIEJIOMPOU3BOJICTBY OCYILIECTBIsAECTCA B COOTBETCTBUM C [lonoxenuem o
®denepalbHOM apXMBHOM areHTCTBE, yTBep:kAeHHOM YkazoM I[lpesuaenta Poccuiickoit denepanuu oT
22 mrons 2016 . N 293,

- OpraHoOM TOCYJapCTBEHHOH BJIACTH M MHBIM T'OCYIapCTBEHHBIM OpraHoM cyObekTa Poccuiickoi

@Oenepalii, OpraHOM MECTHOTO CaMOYIIPABJICHHUS ~— C YHOJHOMOYEHHBIM OPTaHOM HCIIOJHUTEIbHON
Bjractu cyObekTa Poccuiickoii ®enepanuu B cdepe apXMBHOIO Jielda MM TOCYAapCTBEHHBIM
(MYHI/II_[I/IHaJIBHbIM) ApPXUBOM B COOTBCTCTBUHU C MPCAOCTABJICHHBIMU €MY IOJIHOMOYUAMM; COIJIACOBAHUC
MPOEKTOB MHCTPYKIIUI 1O JETONPOU3BOICTBY IMPOBOJUTCS B MOPSAJIKE, YCTAHOBIEHHOM MPABOBBIM aKTOM
VIIOJTHOMOYEHHOTO OpraHa HCIOJHUTEIBHOW BiacTu cyObekTa Poccuiickoit ®enepanmuu B cdepe
apXMBHOTO  Jlela WO  TOCYJapCTBEHHOTO  (MYHUIMIAIBHOTO)  apXWBa B COOTBETCTBHHU
C Mp€AOCTAaBJICHHBIMU €MY ITIOJIHOMOYUSAMU.

[lpu wHamuuuu y @DenepalbHOrO  ApPXMBHOTO  areHTCTBA, YINOJHOMOYEHHOTO  OpraHa
WCIIOJTHUTENIbHOM BiIacTu cyobekTa Poccuiickoit @enepanuu B chepe apXUBHOTO Jieja, TOCYIapCTBEHHOTO
(MYHUIIUTIAILHOTO) apXHMBa B COOTBETCTBHH C MPEAOCTABICHHBIMHU €My ITOJIHOMOYHSIMHU (Jlajiee - apXUBHOE
yupexJieHue) 3amedaHuil 1o npoekty MHcTpykuuu mno aenonpou3BoactBy Ciyx0a enonpou3BOJCTBa
rOCy/IapCTBEHHOT'O OpraHa, OpraHa MECTHOIO CaMOYIIpaBJICHHs 0opadaTbiBaeT MpoeKT WHCTpyKUIuU Mo
JIEJIONPOU3BO/ICTBY U IIOBTOPHO MPE/CTABIISET €r0 Ha COTJIAaCOBAHUE B APXMUBHOE YUPEXKICHHUE.

Eciu mo mpoexty MHCTpyKUMH MO AETONPOU3BOACTBY HMMEIOTCS Pa3HOTJIACHs, MPOBOASTCA
COIVIACUTENbHBIE MPOLEAYphl (COBEIAHUS) MEXAY MPEACTABUTENSAMU apXUBHOTO YUPEKICHUS W
rOCyIapCTBEHHBIM  OpPraHOM, OpPraHOM  MECTHOTO  CaMOYOpaBlieHHUS B  LENSAX  BBIPaOOTKHU
B3aUMOIPUEMIICMOTI'0 PCIICHHA.

Pemenne o cormacoBanun MHCTpyKIMHM 1O JAEJIONPOU3BOACTBY O(opMisieTcs NHChMOM
COOTBETCTBYIOILIETO apXUBHOTO YUpEXK/IECHUS, HAPABISEMbIM B a/IpeC rOCYAapCTBEHHOT0 OpraHa, opraHa
MECTHOTO CaMOYTIPABIICHHUS.

Ilocne cormacoBaHHWs € AapXWBHBIM ydpexacHUEM HMHCTpykuuss 1o Jeonpou3BOACTBY
YTBEP>K/1a€TCS MMPABOBBIM AaKTOM I'OCYJIAPCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYITpaBJICHUSI.

VYrBepxkaenHas MHCTpyKIus 1O IE€TONPOU3BOJICTBY PACCHIIAETCS CTPYKTYPHBIM ITOAPA3AECICHUSIM
roCyJapCTBEHHOTO OpraHa, OpraHa MECTHOI'O CaMOYIPABIICHHUS.

Bnecenne nsMeHeHnii B THCTpyKIMIO 1O EITONPOU3BOACTBY OCYIIECTBISECTCS IPABOBBIM aKTOM
rOCy/IlapCTBEHHOI'O OpraHa, OpraHa MECTHOIO CaMOYIPAaBJICHMs IIOCJIE COIVIACOBAaHUS HM3MEHEHHMH C
APXUBHBIM YYPCKIACHUCM, 3a UCKIIIOUCHUEM N3MEHEHHH TEXHUYECKOTO XapakTepa.

ITynktom 1.9 IlpaBun nenonponsBOJCTBAa NPELYCMOTPEHO, YTO B OpraHax HCIOJIHUTEIbHOU
BiIacTu cyOwekToB Poccuiickoit ®epepanuu, opraHax MECTHOTO CaMOYNpaBICHHS, MCIONb3YIOMINUX
€/IMHYI0 CUCTEMY 3JIEKTPOHHOTO JIOKyMeHTooOopoTa (fanee - CO/1), MoxkeT npumMeHsTbess MHCTpyKIus 1o
JIEJIONPOU3BO/ICTBY, YCTaHABIMBAIOIIAs €IMHBIN MOPSAAOK AETONMPOU3BOICTBA B OpraHax MCIOJIHUTEIbHON
BiacTu cyOwbekToB Poccuiickoit denepanuu n/win opraHax MECTHOro camoymnpasieHus. CoriacoBaHue
TaKuX I/IHCprKHI/Iﬁ o ACJIOMPOMU3BOACTBY C APXUBHBIM YYPCIKIACHUCM IIPOBOAUTCA B IIOPAIKE,
ycTaHoBieHHOM  [IpaBunamMu  [eIOmpoOM3BOACTBA IS MHAUBUAYAJIbHBIX  MHCTPYKIUH IO
JIEJIONIPOU3BO/JICTBY.

WNHcTpykiust 10 AENONPOU3BOACTBY JIOJDKHA MpeaycMaTpuBaTh BO3MOXHOCThH BBINOJHEHUS
JIeTIOTIPOM3BOJICTBEHHBIX omepanuii BHe CDOJ] B ciaydae ee HepaOOTOCIIOCOOHOCTH M TIOPSAIOK WX
BBITIOJIHEHHUS.

['ocynapcTBeHHbIE OpraHbl BIpaBe pa3padaThiBaTh THUIIOBbIE W/MIIM MPUMEPHbIE MHCTPYKIUHU IO
JIEJONPOU3BOJICTBY AJII TEPPUTOPUATILHBIX OPTAHOB U MOJIBEIOMCTBEHHBIX OPraHU3alUi, PyKOBOJCTBYSChH
HACTOALIUMU MeTOANYECKUMHU PEKOMEHJAIUSIMU.

ITI. CTpykTypa u coaep;kaHHe MHCTPYKIHUH MO AeJTONPOU3BOACTBY
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3.1. O01mue MoJI0KeHH s

B pazgene "OO6mue mnonoxxeHus" MHCTpyKUMH MO JAEIONPOU3BOJACTBY PEKOMEHIYETCSI yKa3aThb
Ha3HA4YeHHE HWHCTPYKUUHU, OOJIacTb €€ MPUMEHEHHUs, MPABOBbIE OCHOBAaHUS pa3pabOTKU U MOPSIAOK
PUMEHEHUS.

B pazgene "OOmwme mosioxkeHUsA" 1eaecooOpa3HO  OTMETUTh, uYTO HWHCTpyKIMS 110
JIeTIOTIPOU3BOICTBY pa3palaThiBacTCs B LENAX YCTAaHOBJICHUS €IWHBIX TpeOOBaHMH K MOJITOTOBKE,
0o0paboTKe, XpaHEHHIO U  HUCIOJb30BAHUIO  JIOKYMEHTOB, OOpa3yloIIUXCsl B  JEATEIbHOCTH
roCy/1apCTBEHHOI'O0 OpraHa, OpraHa MECTHOI'O CaMOYIPaBJI€HUs, COBEPIIEHCTBOBAHUS JI€IOIIPOU3BOJICTBA
roCy/IapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIPABJICHUSI U MOBBILIEHUS er0 3()PEeKTUBHOCTH.

[TpaBoBbIM OcHOBaHHMEM Uil pazpaboTku MHCTpyKIum 1o 1enonpousBoJCcTBY sBisitores [IpaBuna
JIEJIONPOU3BOJICTBA, a TaKXKe 3aKOHOJATENbHbIE W WMHBIE HOPMATHMBHBIE MpPaBOBbIE aKThl Poccuiickoit
Oeneparun B chepe wHGOpMAIUM, AETONPOU3BOJACTBA W APXHBHOTO JI€NIa, a TaKKe IOJO0XKEHHE O
roCy/IapCTBEHHOM OpraHe, PerJIaMeHT roCyIapCTBEHHOTO OpraHa, ycTaB MyHUIIUIIAJILHOTO 00pa30BaHus U
VHbIE HOPMaTUBHBIE JOKYMEHTBI FOCY/1ApCTBEHHOT'O OpraHa, OpraHa MECTHOT'O CaMOYIIPaBJICHUS.

B pasmene "OOume mnonoxenua" WHCTpYKIMH TO JAEIONPOU3BOJCTBY (MpeaycMaTpUBaeTCs)
OTMEYAeTcsl, YTo:

- IOJIOKEHUSI WHCTPYKLMHU PACIpPOCTPAHSIIOTCS Ha OPraHU3aluio paboThl € JOKYMEHTAaMU Ha
OyMa)KHOM HOCHTENE W AJIEKTPOHHBIMU IOKYMEHTaMH, BKIIIOYas MOATOTOBKY, 00pabOTKy, XpaHEHHE U
UCIIOJIb30BaHUE JIOKYMEHTOB, OCYIIECTBIsIEMbIE C TPUMEHEHHEM MH(GOPMAIMOHHBIX TexHonoruid, a CO/I,
IpUMEHsieMas B FOCYJapCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYNpaBlieHUs, JOJKHA 00ecredynBaTh
BBINOJIHEHHE TpeOoBaHU MHCTPYKIMM 1O JIeT0NPOU3BOCTBY;

- IOJIOKEeHUSI IHCTPYKIIMM O JIEI0NPOU3BOJICTBY HE PACTIPOCTPAHSIOTCS HA OpraHU3auio padoThl
C IOKYMEHTAaMH, COJIEPKALUMU CBEICHNUS, COCTABIISAIOLINE TOCYAAPCTBEHHYIO TaliHY;

- ocOOeHHOCTH  paboThl €  JOKYMEHTaMH, COJAEpKAllUMU  CBEJEHUS  OrPAaHUYEHHOIO
pacnpoCTpaHEHUsl, IEePCOHAIbHBIE JIaHHbIE, PETYIHPYIOTCS OTIEIbHBIMM HOPMATHUBHBIMH aKTaMH
(MHCTPYKUMSIMM,  TOJOXEHUSIMH, NpaBUJIaMH) TOCYJAapCTBEHHOIO OpraHa, opraHa MECTHOI'O
CaMOYTIpaBJICHNUS;

- TpeboBaHust MHCTpYKIIMU MO JAENONPOU3BOJACTBY K paboTe C KaapoBOH, OyXraiaTepcKou,
HAyYHO-TEXHUUYECKON U APYroil crenuanbHOU JOKYMEHTAIMeH PaclpoCTPaHSIOTCS UMb B YaCTH OOIIUX
OPUHLMIIOB pabOThl C JOKYMEHTaMM, a TakK€ OpraHu3allMd TEKYLIEero XpaHEHUs JOKYMEHTOB H
MOATOTOBKHU UX K ME€peaue Ha apXUBHOE XpaHEHHE.

B paznene "O6mue monoxenus" MHCTPYKIIUM 1O JEIONPOU3BOJICTBY TOCYIapCTBEHHOTO OpraHa,
OpraHa MECTHOT'O CaMOYIPAaBJICHUS YKa3bIBAE€TCS BKIIOUCHNE/HE BKIIOUEHHUE MOJI0KEHUH, pEryTupyIOINX
MOPSAIOK PaCCMOTPEHHUS:

- oOpamenuii rpaxkaan Poccuiickoit @enepanyy, THOCTPAHHBIX TpaKJaH, JHIl 03 IpaKIaHCTBA,
00BbeAMHEHUH TpaX</1aH, B TOM YHUCIIE IOPUANYECKUX JIUIL (J1ajee - oOpalleHne rpaXaaHuHa, OpraHu3alun),
¥ BeJICHHE [eTOMPON3BOICTBA 110 0OPAIICHHSIM IPaskIaH, OpraHu3amuii[

- 3aIPOCOB IOPUJIMYECKUX M (U3NYECKUX JIMIl B TOCYJApCTBEHHBIH OpraH, OpraH MECTHOTO
CaMOYTIPABJICHHS O TIPEAOCTABICHHH HHPOPMAIIMH O AeATETBHOCTH 5T0ro opraga [ ';

- 3aIPOCOB Tpa)<J]aH W OpraHM3alMil O MNPEeJOCTaBICHUHM TOCYAapCTBEHHBIX, MYHHIIMIAIbHBIX
yeayr Pl

B cnywgae ecnm WHcTpykimed 1Mo JeIOMPOU3BOJICTBY HE PETYIHUPYETCS TOPSIOK PabOTHI C
yKa3aHHBIMH KOMIUIEKCAMHU JTOKYMEHTOB, B pa3jene "OO0mue nojJoxeHus" T0MKHO ObITh yKa3aHO, KAKUMHU
HOPMAaTHUBHBIMM aKTaMU B TOCYAApCTBEHHOM OpraHe, OpraHe MECTHOIO YIpPAaBJIEHUs yCTaHABJIMBAaeTCS
MOPSIIOK pabOTHI ¢ JAaHHBIMU KOMIUIEKCAMH JOKYMEHTOB.

B pasnene "OOmume nmonoxeHus" MHCTpYKIMHU MO JEIONPOU3BOCTBY JIOHKHO OBITH OMPEACIICHO,
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YTO OTBETCTBEHHOCTD!

- 32 OpPraHU3alMI0 M COCTOSIHME EJIONpPOU3BOJACTBA, a Takxke coOmroneHue tpeboanuil IIpaBun
JIEJIONPOU3BO/ICTBA B FOCY/IAPCTBEHHOM OpraHe, OpraHeé MECTHOI'O CaMOYIIPaBJIEHUs BO3JIaraeTcs Ha €ro
PYKOBOJUTES JIMOO JIUIO, UCIIOJIHSAIOLIEE €ro 00A3aHHOCTH;

-3a BEJEHUE U COBEpLICHCTBOBAHUE JIEJONPOU3BOJACTBA HAa OCHOBE €IMHOM MOJUTUKH U
IPUHIUIOB, NPUMEHEHUE COBPEMEHHBIX HH(GOPMALMOHHBIX TEXHOJIOTMH B paboTe ¢ JOKyMEHTaMH,
METOAMYECKOE PYKOBOJICTBO M KOHTPOJIb COOIOIEHHS YCTAaHOBJICHHOTO MOPsAKa pabOThI C IOKyMEHTaMU
B TOCYJAApCTBEHHOM OpraHe, oOpraHeé MeECTHOIO caMmoylpaBieHusi, Bo3znaraercsi Ha CiyxOy
JIeTIOTIPOU3BOJICTBA MJIM TOCYJApCTBEHHOTO (MYHHUIIMIIANBHOTO) Ciyamero (paOOTHHKA) TmpH ee
OTCYTCTBHH;

-3a OpraHu3anMio paboTbl C JOKYMEHTaMHM B HHBIX CTPYKTYPHBIX IOApa3IEICHUSIX
roCyJapCTBEHHOI'O OpraHa, OpraHa MECTHOIO CaMOYIIPaBJICHMs BO3JIaraeTcsl Ha pyKOBOAMTENIEH JaHHBIX
noJipa3/iesieHuH JIM0O JIULI, UCIIOJIHAIOLIUX €r0 00sI3aHHOCTH;

-3a BEJIEHUE JIeJIONPOU3BOJACTBA B HHBIX CTPYKTYPHBIX HOAPA3JCIEHUSIX TOCyIapCTBEHHOIO
opraHa, OpraHa MECTHOTO CaMOYIIPaBJIEHHS BO3JIaraeTcsi Ha TOCYAApCTBEHHBIX (MyHMIIMIIAJIbHBIX)
ciyKamux (paOOTHUKOB) JAaHHBIX CTPYKTYPHBIX MOJpa3JelieHH ToCyJapCTBEHHOIO OpraHa, OpraHa
MECTHOI'O CaMOYIIpaBJIeHHUs (Jajiee - 1€JI0NPOU3BOIUTENb CTPYKTYPHOI'O MTOAPA3IEIIEHUs), KOTOPbIE MOTYT
BBINOJIHATH IaHHBIE 00SI3aHHOCTH, B TOM YHCJIE B ITOPSAKE COBMEILICHHUSL.

OyHKIMY, 3a7a4d, IpaBa U OTBETCTBEHHOCTb CIIy)KOBI EIONPOM3BOJICTBA PETIIAMEHTHPYIOTCS
nojoxeHueM o Hel. JloikHOCTHBIE 00sf3aHHOCTH paboTHUKOB CiyKObl JEIONpPOM3BOACTBA U
JIEJIONPOU3BOJUTENEH CTPYKTYpPHBIX NOJpa3felieHuil TOCyJapCTBEHHOIO OpraHa, OpraHa MECTHOTO
caMOYIIpaBJIEHHs], YCTAaHABJINBAIOTCS TOJKHOCTHBIMU PErJIaMeHTaMu (JJODKHOCTHBIMU UHCTPYKLIUSAMHU).

Paznenom "OO6mue nonoxxenus" MHCTpyKIMHU 1O J€I0NPOU3BOJCTBY JOJKHBI OBITh YCTAHOBJIEHBI
oOrmiue TpeboBaHMs K OpraHu3aluu paboThl C TOKYMEHTaMH, B YACTHOCTH:

- paOOTHUKM CTPYKTYPHBIX TOJpa3Aee€HUl TOCYJapCTBEHHOIO OpraHa, OpraHa MECTHOTO
caMmoympaBiieHHs1 00s3aHbl O00ECHEeYUTh COXPAaHHOCTh HAXOAALIMXCS y HUX Ha HCIOJHEHUM WIN
O3HAKOMJICHUH JOKYMEHTOB M TPOEKTOB JOKYMEHTOB, a TaKXe HepasIJlallleHHe CcoJepiKalleiics B
yKa3aHHbBIX JJOKYMEHTaX U MPOEKTax JTOKyMEHTOB CIIy:KeOHOH MH(popMaIuu;

- lepesiaya CiIy>KeOHbIX JOKYMEHTOB, UX KOIHMH, MPOEKTOB KOHTpareHTaM, CpeACcTBaM MacCOBOM
UH(POPMALIMU, UHBIM TOCYJapCTBEHHBIM OpraHaM, OpraHaM MECTHOTO CaMOYIPAaBJIEHMS, OpraHU3alUsAM
JIOTIYCKAeTCsl TOJIbKO C pa3pelieHuss PYKOBOJIUTENS TOCYJapCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYIPABJIEHUS WIA NHOT'O YIIOJHOMOYEHHOIO UM JINLIA;

- TOCY/IapCTBEHHbIE (MyHUIUNAIBHBIE) CITyKallie, padOTHUKH (J1ajee - paOOTHUKH) CTPYKTYPHBIX
NOJIpa3eJIEHUI TOCYJapCTBEHHOTO OpPraHa, OpraHa MECTHOIO CaMOYIPaBJICHMsI HECYT TUCLUIUIMHAPHYIO
M HUHYI YCTAaHOBJIEHHYIO 3aKOHOJATelbcTBOM Poccuiickoii ®enepanyii  OTBETCTBEHHOCTh  3a
HecoOmoieHrne TpedboBanuii THCTPYKIIMY 1O 1€T0IPOU3BOJICTBY;

- Iepel yXOJAOM B OTIIYCK, BBI€3JIOM B KOMaHJIUPOBKY, B CJy4yae YyBOJBHEHHS WJIHM IEpeBoja
(mepeMerieHusl) Mo cCiyxkO0e paOOTHUKM 00s3aHbI MepefaTh BCe HAXOAALIMECS Y HUX JJOKYMEHTBI
JEIIONPOU3BOUTENI0  CTPYKTYPHOTO  MOJApA3JeNeHUs WIH JpyroMy pabOOTHHKY MO0 YKa3aHHUIO
PYKOBOJUTENS CTPYKTYPHOTO TMojpaszeneHus (IpU YBOJIbHEHUH PaOOTHHKA HIIM MEpeBOJie MO Ciyx0e
nepegava JOKYMEHTOB U JIeJl OCYLIECTBIISETCS MO aKTY).

3.2. OcHOBHBIC IOHATHSA

B nensx oOecriedeHus OJHO3HAYHOTO W TOYHOIO TMOHUMAaHUS MOJIOKEHUH WHCTpyKmuu 1o
JIeNTOTIPOU3BOICTBY BCEMH paOOTHUKAMU TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOT'O CaMOYIIPaBJICHUS B
Ka4eCTBE CAMOCTOSITEILHOIO pa3/iesia B MHCTPYKIIMIO BKIIIOYAeTCs pasael "TepMuHbl U onpeaeaeHus .

B pasmen "TepMuHbl U omnpenencHus" BKIOYAKOTCS TEPMHHBI, OIPEIECIECHUS KOTOPBIX
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YCTAHOBJICHBI 3aKOHOZATEIbHBIMH, WHBIMH HOPMAaTUBHBIMU TPABOBBIMH aKTaMH, TEPMHHOJIOTHUYECKUMU
cranmapramu ', a TpH MX OTCYTCTBHH, - TEPMHHOJOTHYECKHMHI CIOBApSMH '), a TAKKE TEPMUHEL,
KOTOpbIE HE MMEIOT YCTAaHOBJIEHHBIX OIPEICIICHUH, HO KOTOphIM WMHCTpyKuIMel 1o JelOoNpOU3BOACTBY
MIPUIAETCs BIOJHE OIpE/Ie]ICHHOE 3HaYCHHE.

TepmuHbl, BKIIF0OYaeMble B THCTPYKIMIO MO JEIONPOU3BOCTBRY, MOAPA3ICISIOTCS Ha!

- TEPMHUHBI, O0O3Hayaronue oOuIre MOHATHS (JIOKYMEHT, A€o, PEerucTpanus JIOKyMEHTa,
HOMEHKJIaTypa Jeid U JIp.);

- TEPMHHBI, 0003HAaYAIONINE €AMHUYHBIC TIOHATUS (HOMEHKJIATYpHbIE HAa3BaHUs), TO €CTh MOHSITHS,
OTHOCAIIMECS TOJIBKO K OJHOMY OOBEKTY W BBICTYMAIOIIME, KaK MPaBUJIO, €ro HaMMEHOBAHHUEM
(JenmapraMeHT 3EeKTpOHHOrO MpaBuTeNbcTBa, OOmIecTBeHHBIN coBeT, KOHTpOJIbHO-aHATUTHUYECKOE
yIpaBiIeHUE U Ip.).

OcHOBHBIE JIEJIONPOU3BOJICTBEHHBIC TOHATHS U UX ONpeAeNeHUs MPUBEACHBI B MpuiioxkeHuu N 1 k
HACTOSIIIUM MeTOINYeCKUM PEeKOMEHJAIIHSM.

Eciu B MHCTpyKUMH TO [€IOMPOU3BOJCTBY YINOTPEONSIFOTCS MHOTOCIOBHBIE HAaMMEHOBaHUS
(CTPYKTYpHBIX MOJpPA3AEICHUM, IOJDKHOCTEH, AOKYMEHTOB M JIp.) W IO KOJMYECTBY uX Oosee 3-5,
COCTaBIISIeTCSl TEpeYeHb CoKpaimieHuil. Ecin MHOroCIOBHBIX HaWMEHOBAaHMM HEMHOTO, IIEpEYCHb
COKpAIllEHUIl HE COCTAaBJIACTCS, a IOCJIE MEepPBOro YMOTPeOJICHHUS B TEKCT€ WHCTPYKIHUU IIOJTHOTO
HAaUMEHOBAHUS BBOJHUTCS €r0 COKpallleHHOe HAaMMEHOBaHUE, O0O3HAUYEHHOE CIIOBOM (CIOBAMH) WIIH
ab0peBuaTypoi, HaIpUMED:

"JlemapTaMeHT peruoHaIbHOTO pa3BuTHs (nanee - J|PP) co3gan B coorBercTBUM ¢ _".

nin: "JlemapraMeHT pernoHaIbHOrO pa3BuTHs (Hanee - JlemapTaMeHT) cO3[aH B COOTBETCTBUH C

"TTonmosxkenue o pabote ¢ oOpameHusMu rpaxaan B _ (manee - [lomoskeHne) onpenesier mopsIoK

3.3. lokyMeHTHpOBaHHE YNIPABJIEHYECKOH esITeJIbHOCTH

3.3.1. JIokyMeHTBI rOCYyAapCTBEHHOI0 OPraHa, OPraHa MeCTHOI0 CaMOYIPaBJICHHA

[IpaBunamu  gemompous3BoAcTBa  (MyHKT 2.1)  yCTaHOBIIEHO, UYTO COCTaB JOKYMEHTOB,
00pa3yIoIMXCsl B JAEATENBHOCTH TOCYJAapCTBEHHOIO OpraHa, oOpraHa MECTHOTO CaMOYIpaBJIEHUS
ONpeAeNseTcss €ero IOJHOMOYHSMHU, KPYIrOM  BBIIOJHSEMBIX TOCYJApCTBEHHBIX (QYHKIUH WU
IPEJOCTABIISAEMBIX TOCYAAPCTBEHHBIX YCIYT, MOPSAIKOM pa3pelieHHs BOIPOCOB, 00bEMOM M XapaKTepOM
B3aMMOCBS3€M C UWHBIMH TOCYJApCTBEHHBIMM OpraHaMH, OpraHaMH MECTHOIO CaMOYIpaBJIeHMUS,
OpraHMU3aLUsIMU, IPAKIAHAMH.

VYcranaBnuBaercs Takke (MyHKT 2.2 [IpaBui nenonponsBoJICTBa), YTO B TOCYAAPCTBEHHOM OpTraHe,
OpraHe MECTHOTO CaMOYIPABJIECHUS CO3JAIOTCS JOKYMEHThl Ha OyMa)kKHOM HOCHTENE, 3JIEKTPOHHBIE
JIOKYMEHTHI (JIOKyMEHTHI, CO3/1aHHbIe B IU(poBOH opMe U UMEIOIIUE CTATyC MOIIMHHUKA JOKYMEHTA) U
JJIEKTPOHHBIE KOMHMM JIOKYMEHTOB, TMOJYYEHHBIE B pe3yibTare OLM(POBKH (HampuMep, CKaHUPOBAHMUS)
JIOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

B CDJl rocymapcTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOYIpPAaBJIEHUS WJIM HWHOU
MH(OPMALIMOHHON CHCTEME, B KOTOPYIO BKJIIOYAIOTCS AJIEKTPOHHBIE JTOKYMEHTBI, MPU BHU3yallU3allUU
JJIEKTPOHHBIX TOKYMEHTOB M WX BOCIPOU3BEIECHHH HAa OyMa)KHOM HOCHTEJE JOJKHBI BOCIIPOU3BOAUTHCS
PEKBHU3UTHI, 00s3aTeIbHbIE AJI1 COOTBETCTBYIOIIETO BU/IA TOKYMEHTA.

COJl rocynapCTBEHHOIO OpraHa, OpraHa MECTHOI'O CaMOYIPABIEHUS MOXKET MOAJEPKUBAThH
(YHKLUIO CO3/1aHMs STIEKTPOHHBIX TOKYMEHTOB.

B cootBerctBum ¢ n. 2.8 IlpaBmi1 nenonpous3BoACTBa MPU CO3JAHUU IEKTPOHHBIX JOKYMEHTOB,
HCITOJIB3YIOTCS AJICKTPOHHBIC MIA0JOHBI 0JIaHKOB W AJICKTPOHHBIC MTa0I0HBI (YHHU(PUIIUPOBAHHBIE (POPMBI)
nokyMenToB ) B TOM uncIe, HHTepaKTHBHBIE ), KOTOPBIE [0 COCTABY PEKBU3HTOB JOKYMEHTOB JOJIKHBI
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ObITh HWACHTUYHBI JIOKYMEHTAaM Ha OyMaXHOM HOCHUTEJe. OJEKTPOHHBIC INAOJOHBI OJIAHKOB U
3JIEKTPOHHBIE MIA0IOHBI JOKYMEHTOB JIOJKHBI OBITh 3alIMIICHbI OT HECAHKI[MOHUPOBAHHBIX U3MEHEHUH.

DJNeKTpOHHbIE IA0JOHBI OJAHKOB M DJEKTPOHHBIC IA0MOHBI (YHU(HUIMPOBAHHBIE (OPMBI)
JOKYMEHTOB BKJIIOUarOTCS B HCTPYKIHIO MO JETONPOU3BOJACTBY WIHM YTBEPKIAIOTCS OTACIBHO B BUIE
abOoMa 1m1abJI0HOB 01aHKOB M a07I0HOB (YHU(DHUIIMPOBAHHBIX ()OPM) TOKYMEHTOB.

3.3.2. biiaHKkM 1OKYMEHTOB

JIOKyMEHTBI TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYNpaBJICHUS Ha OyMakHOM
HOCHUTEJIC M3roTaBiIMBalOTCsI Ha Onankax ¢opmara A4 (210 x 297 mm) wm AS (148 x 210 mM), mpu
HEOOXOIMMOCTH MOTYT HMCIOJIb30BaThest OaHku popmata A3 (297 x 420 MM). DIEKTPOHHBIE JOKYMEHTHI
U3TOTABIIMBAIOTCSA HA OCHOBE DJEKTPOHHBIX IIA0JOHOB M JIOJDKHBI HMMETh YCTAaHOBJICHHBIM COCTaB
PEKBU3UTOB, UX PACIOJIOKEHHUE U 0(OpPMIICHHE.

biiaHKM TOKYMEHTOB M3rOTaBIMBAKOTCS:

-B (enepanbHBIX OpraHax TOCYHapCTBEHHOH BIACTH W WHBIX (QenepaibHBIX OpraHax ¢
Bocrpou3BeaeHueM ['ocynapctBenHoro repoa Poccuiickoit @enepanuu B cOOTBeTCTBUU ¢ DeepanbHbIM
KOHCTUTYITMOHHBIM 3aKOHOM 0T 25 mekabps 2000 r. N 2-®K3 "O TI'ocynapcrBenHoM repbe Poccuiickoit
®enepanun” [IO];

- B TOCYJapCTBEHHBIX OopraHax cyobekToB Poccuiickoit denepannn
C BOCHpOU3Be/IeHUuEM repOa (repaipauueckoro 3Haka) cyobekta Poccuiickoii denepannu B COOTBETCTBUU
C 3aKOHO/IaTENILCTBOM CyOBeKkTOB Poccuiickoit denepannu;

- B OpraHax MECTHOT'O CaMOYIIpaBJICHUS - C BOCIPOHM3BEICHHEM repOa (repajibIudeckoro 3HaKa)
OpraHa MECTHOT'O CaMOYIIPaBJIEHUs B COOTBETCTBUU C MYHUIIMIIAIIbHBIMU IPABOBBIMU AKTAMHU.

HzroroBnenue 0jJaHKOB Ha OyMa)XHOM HOCHTEJIE C BOCIpou3BeleHHeM [ ocymapcTBeHHOro repba
Poccuiickoit  ®@enepauun  OCYIIECTBISIETCS B COOTBETCTBUM C IOCTaHOBJIEHUWEM [IpaButenbcTBa
Poccuiickoit @enepannu ot 27 nexadbps 1995 r. N 1268 (1]

W3rorosnenue neuyareid U OiaHKOB ¢ BoclpousBeaeHueM ['ocynapctBeHHoro rep6a Poccuiickoii
®denepanun, repda (repajibIuueckoro 3Haka) cyobekra Poccutickont @eneparuu, repda (repajibIndecKoro
3HaKa) OpraHa MYHHUIMNAJIbHOTO 00pa30BaHUs OCYIIECTBISIETCS MO 3aKa3aM IOCYJapCTBEHHOI'O OpraHa,
OpraHa MECTHOTO CaMOYIIPaBJICHHUS.

CornacHo myHkKTY 2.6 [IpaBui aenonpou3BoaAcTBa OJaHKH JOKYMEHTOB ITOCYJapCTBEHHOTO OpraHa,
OopraHa MECTHOTO  CaMOYIpaBJl€HMs]  pa3pabdaThIBAlOTCS B  COOTBETCTBUM C  TpeOOBaHUIMH,
YCTaHOBJICHHBIMU HalMoHainbHBIM craHgaprom ['OCT P 7.0.97-2016"% u YTBEPKIAIOTC B COCTaBE
WNHceTpykunuy 1o 1e10npon3BOACTBY WM B BUJIe KOMIUIEKTa (anb0oma) OJ1aHKOB.

bnaHky KOHKpPETHBIX BHUIOB JOKYMEHTOB (OJaHK mpHuKa3a, OJaHK pacnopspKeHHs, OaHK
MIOCTAaHOBJICHUST W JIp.) W3TOTAaBIMBAIOTCS JUIS TeX BHUIOB JOKYMEHTOB, HW3JIaHHE KOTOPBIX HOCHUT
peryJsipHbIi xapakTep. braHku IOKYMEHTOB cjelyeT W3roTaBiIMBaTh Ha Oenoil Oymare wim Oymare
CBETIIBIX TOHOB.

B UncTpykumu 1o AeI0nporu3BOACTBY 1€J1eC000pa3HO YCTaHOBUTH!

- OPSIOK  pa3pabOTKH, W3TOTOBJICHUS W BBEICHHWS B JIEHiCTBHE OJAHKOB JTOKYMEHTOB
roCyJapCTBEHHOTO OpraHa, OpraHa MECTHOT'O CaMOYIIPaBIICHHS;

- BUJbI OJIAHKOB;

- TpeOOBaHUS K U3TOTOBJICHUIO OJIAHKOB;

- B HEOOXOJIMMBIX CIIy4asiX MOPSAJOK yueTa OJIaHKOB.

T'OCT P 7.0.97-2016 ycTaHaBIMBAeT TPH BH/IA OIAHKOB JOKYMEHTOB | :

- o0mMii OJIaHK;

- OJIaHK TIHCHhMa;

- OJIaHK KOHKPETHOI'O BU/1a JOKYMEHTA.

OGumii GIaHK TOCYIAPCTBEHHOTO OpraHa, OpPraHa MECTHOTO CAMOYIPABICHHS ' BKIIOYAET
pexBusuthl: 01 "TI'ep6 (I'ocymapctBennbiii rep6 Poccmiickoit denepanun, repd cyobekta Poccuiickoi
Oeneparun, repd (repaJibJUUEcKUil 3HAK) MyHHLIUNAIbHOrO oOpasoBanus)", 05 "HammenoBanue
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opraHu3aluu - aBropa gokymenta'; 13 "Mecto cocraBnenus (M31anus) TOKymeHTa" .

Eciu o6mmii OmaHk MCHOJb3yeTcs Kak OJIaHK CTPYKTYPHOTO TMOApA3JeNeHus WU OJaHK
JOJDKHOCTHOTO  JIMLA, JOINOJHUTENIBbHO yKa3bpiBaeTcsa pekBu3uT 06 "HaumeHoBaHue CTpPYKTypHOTO
MoJpa3/ieJICHus - aBTOpa JOKyMmMeHTa" wuiau, cooTBeTcTBeHHO, 07 "HanmmeHOoBaHHME MOMKHOCTH JULA -
aBTOpa JIOKyMeHTa".

Kpome mnepeuncieHHbIX PEKBU3UTOB, Ha oOmIeM OJaHKe MPOCTABISIOTCS OTrPaHUUYUTENIbHBIE
orMeTKH Uit pekBu3uToB 10 "Jlata mokymenrta"; 11 "Perucrpanmonnsiii Homep nokymenta'; 16 "I'pud
yTBEpKIeHHs JoKyMeHTa"; 17 "3aronoBok K TEKCTy".

OOumii O6aHK MCHOJB3YeTCsl Ui M3TOTOBJICHUS JIIOOBIX BUIOB JOKYMEHTOB, KpPOME JICJIOBOTO
(cmy>xkeOHOT0) TTMChMA.

brnank nmceMa rocylapCcTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIPABJICHUS BKJIIOYAcT
pexBusuthl: 01 "I'ep6 (I'ocymapctBeHHbIii repd Poccmiickoit denepanuu, repd cydowbekra Poccuiickoit
@®enepanuu, repd (repanbJWyYecKui 3HAK) MyHUIUDaIbHOro oOpa3oBanus)", 05 "HaumenoBanue
opranmzanuu - aBTtopa Jokymenrta"; 08 "CmpaBounble naHHble 00 opraHuzanuu", a TakKke
OrpaHMYUTENbHbIE OTMETKH Juist pekBusuToB 10 "lara noxymenra"; 11 "Peructpanuonssiii Homep
nokymenta"; 12 "Ccpuika Ha pErucTpallMOHHBIA HOMEP M JaTy IMOCTyHuBLIEro Jokymenta'; 15
"Anpecat".

B Onankax muceM CTPYKTYPHBIX MOJApA3JENCHUN TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOIO
CaMOYTIPABJICHUS JOIMOJIHUTEIBHO K TMEPEYUCICHHBIM HCHoNb3yeTcs pekBu3uT 06 "HanmenoBanue
CTPYKTYpPHOTO MOJpa3/eNeHs - aBTOpa JOKyMEHTa", a B OJlaHKaX MUCEM JOJKHOCTHBIX JIUI[ - PEKBU3UT
07 "HaumeHoBaHUE TOJKHOCTH JIMIIA - aBTOpa IOKyMeHTa".

bnank KOHKpeTHOro BHJa JOKYMEHTa TOCYJapCTBEHHOIO OpraHa, oOpraHa MECTHOIO
camoynpasiieHus: BiitouaeT pekBusuthl: 01 "I'ep6 (I'ocymapctBennslii rep6 Poccuiickoit ®denepanum,
rep6 cyonekTa Poccuiickoit @enepannu, rep0 (repajibJUuecKuil 3HaK) MyHUIUIAIBLHOIO 00pa3oBaHus)",
05 "HaumeHnoBanue opraHuzanuu - asTtopa JokymeHrta'; (09 "HaumeHoBanue Buaa JOKyMmeHTa',
13 "Mecto cocTtaBieHus (M3aHMs) JOKYMEHTa", a Tak)Ke OTpaHUYUTEIbHBIE OTMETKH JUIsl PeKBU3UTOB 10
"Ilara noxymenTta"; 11 "Peructpanumonnsiii Homep nokymenrta"'; 16 "I'pud yrBepxaeHus aokymeHra'";
17 "3aronoBok k TEKCTy".

Ecin B rocymapcTBEHHOM OpraHe, OpraHé MECTHOTO CaMOYIpaBJIEHHs HUCIOJb3yeTcs OJaHK
KOHKPETHOTO BHJA JOKYMEHTa CTPYKTYPHOTO TMOJApa3feneHus (AOKHOCTHOTO JHIa), B OJaHK
JOTIOJTHUTEBLHO BKIO4YaeTcs: pekBu3uT 06 "HamMeHoBaHHME CTPYKTYpPHOTO TMOApPA3ACIICHUs] - aBTOpa
JOKyMeHTa", WU, COOTBETCTBEHHO, - pekBU3UT 06 "HamMeHOBaHME [OJDKHOCTM JHIlAa - aBTOpa
JTOKymMeHTa".

B 3aBHUCHMOCTH OT KOMIIETEHIIMM TOCYIapCTBEHHOI'O OPraHa, OPraHa MECTHOTO CaMOYIIPABIICHUS U
MOJIHOMOYMI PYKOBOAMTENST MOXET OBITh MPEIyCMOTPEHO HCMOJIb30BAaHUE CIEAYIOIIMX BUIOB OJIAHKOB
JIOKYMEHTOB:

- OJaHK MpHUKa3a;

- OIaHK yKas3a;

- OJTaHK TTOCTAHOBIICHMS;

- OJIaHK pacTOpsKEHHUS;

- OJlaHK yKa3aHUs,

- OJTaHK MPOTOKOIIA (KOJJIETHH, COBEIIATENIbHOTO, KOOPAUMHAIIMOHHOTO, METOJJUYECKOTO OpTraHa);

- OJIaHK MHCbMa rOCyIapCTBEHHOIO OpraHa, opraHa MECTHOTO CaMOYIIpaBJICHHUS;

- OaHK  TUChMa  JOJKHOCTHOTO  JHIa  (PYKOBOOUTENS, 3aMECTHTENsT  PYKOBOIHUTENs
roCy/1apCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYITPaBJICHHUS );

- OJlaHK THChbMa CTPYKTYPHOTO TOJpa3felieHusi TOCYIapCTBEHHOIO OpraHa, opraHa MECTHOTO
CaMOYIPAaBIICHUS;

- OJIaHK MHCHhMa TOCYIAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CAMOYIPABICHUS NIl TIEPEIUCKU C
3apyO0eKHBIMU KOPPECTIOHICHTAMH;

- OTaHK(¥) PE30ITIONIA;
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- OJIaHKM MHBIX BHUJIOB JIOKYMEHTOB (IIOPYYEHMH, aKTOB, IPEAYNPEXKIECHUMN, pa3pelieHuid u 1p.),
U3JIaHUE KOTOPBIX MPEIYCMOTPEHO IMOJIOKEHUSIMH, perjiaMeHTaMH ¥ WHBIMH HOPMATHBHBIMU aKTaMH
roCy/1apCTBEHHOI'O OpraHa, opraHa MECTHOTO CaMOYIIPaBJICHMUS).

bnanky  JOKYMEHTOB TrOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO  CaMOYIpaBJICHUS
pa3pabaTbIBalOTCS Ha OCHOBE YIJIOBOTO WJIM TPOJOJBHOTO BapHaHTA PACIIOJIOKEHHUS PEKBU3UTOB: IPH
VIJIOBOM BapHaHTE PEKBU3UTHI OJIaHKA pPAclojiaraloTcs B BEPXHEM JIEBOM YIJy B COOTBETCTBHH C
npuinoxkenueM b.1 k 'OCT P 7.0.97-2016, npu mnpomosIbHOM - BBIPaBHMBAKOTCS 110 LIEHTPY BJOJb
BEPXHETO0 MOJIsl JOKYMEHTA B COOTBETCTBUU ¢ TipuioxkenueM b.2 k 'OCT P 7.0.97-2016.

Bonpmast yacte pexkBuU3UTOB OjaHKa pa3memiaercs B paboueil 30He qokyMmeHTa. MckimoueHue
coctraBimsier pekBu3uT 01 "I'epd (I'ocymapctBennsiii rep0d Poccuiickori ®enepanmu, repd cyObekTa
Poccuiickoit ®eneparuu, repd (repabIMdecKuil 3HAK) MYHHIIMITAILHOTO 00pa3zoBaHus)", KOTOPBII
pacnionaraerca Haj pekBuzuToM 05 "HaumeHoBaHWE OpraHu3aiuu - aBTOpa JOKYMEHTA", 4acTUYHO
3aXBaThIBasl 4YaCTh BEPXHETO MOJs JoKyMeHTa (He 6onee 10 Mm).

B rocynapcTBeHHBIX OpraHax, OpraHax MECTHOTO caMoyIpaBieHHus cyOBeKkToB Poccuiickoit
®denepalyiv, MCIONb3YIOIUX HapsAly C PYCCKUM S3BIKOM TOCYAApCTBEHHBIM S3bIK (TOCYJapCTBEHHbIE
A3BIKH) peciyonuk B cocTaBe Poccuiickoit Denepanuu, UCMIOIB3YIOTCS OJIaHKH IOKYMEHTOB Ha PyCCKOM
A3bIKE W TOCYAApCTBEHHOM s3bIKE (TOCYJApCTBEHHBIX S3bIKax) peclnyOauk B coctaBe Poccuiickoit
Oenepanyu: yrioBbie (PEKBU3UTHI OJIaHKa PACIIONaraloTCsl Ha OJJHOM yYpPOBHE: HA PYCCKOM SI3BIKE - CIIEBa,
Ha TOCYIapCTBEHHOM SI3bIKE (FOCYAapCTBEHHBIX s3BbIKAaX) pecyOsinK B coctaBe Poccuiickoit @eneparuu -
CIIpaBa) WJIM NPOAOJbHBIC (BCE PEKBU3UTHI OJaHKA HA PYCCKOM SI3BIKE - BBEPXY, HIDKE - BCE PEKBU3HUTHI
0JlaHKa Ha TOCYIapCTBEHHOM S3bIK€ (IOCYIapCTBEHHBIX $3bIKAaX) pecnyOiauk B cocTtaBe Poccuiickoii
denepanyn).

Jlis mepenucku ¢ MHOCTPAHHBIMM KOPPECIIOHAEHTAMHU TOCYAApCTBEHHBIE OpraHbl, OpraHbI
MECTHOTO CaMOYMPaBIEHUS MOTYT HCIIOJIb30BaTh YIJIOBbIE OJIaHKH JOKYMEHTOB Ha PYCCKOM SI3BIKE W
OJIHOM U3 MHOCTPAHHBIX SI3bIKOB (PEKBU3UTHI OJIaHKA pAcIOJIaraloTCsl Ha OJHOM YpPOBHE: Ha PYCCKOM
S3BIKE - CJIEBA, Ha OJJHOM M3 MHOCTPAHHBIX S3BIKOB - CIPaBa) WU MPOJOIbHBIC (PEKBU3UTHI OJaHKa Ha
PYCCKOM SI3BIKE - CBEpPXY, HM)KE - PEKBH3UTHI OJIaHKa HAa OJHOM W3 MHOCTPAHHBIX S3bIKOB). OOpasibl
OJlaHKOB JIOKYMEHTOB TOCYJapCTBEHHBIX OPTaHOB, OPraHOB MECTHOTO CaMOYIPAaBJICHHS MPHUBEICHBI
B pwiiokeHnu N 2 K HacToAIUM MeToauueckuM peKOMEH IallusIM.

Cnyx0a Jenonpou3BOJCTBa TOCYAapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIpaBJEeHHUs
BIIpaBE BECTH YYET HCIOJIb30BaHMs OnaHkoB. B arom cimyuae B MHCTpyKIMM 1O J€I0NPOU3BOJACTBY
yYCTaHaBJIUBAIOTCS:

- moapaszaenenne (pabOTHWK), OTBEUAIOIIMK 3a BEIEHHWE YyuyeTa KCIOIb30BaHUs OJaHKOB
JIOKYMEHTOB;

- opma xypHasa yuera OJIAaHKOB;

- IOPSJIOK BbIIa4M OJAHKOB B CTPYKTYpPHBIE MOJAPA3JIEICHUsS TOCYAapCTBEHHOTO OpraHa, opraHa
MECTHOI'O CaMOYIIPaBJICHHUsI, BO3BpaTa U YHUUYTOXKEHUS UCIIOPUYECHHBIX OJIaHKOB

3.3.3. O6mme TpedoBaHMA K U3TOTOBJIEHUIO JOKYMEHTOB

WHucTpykimeln 1O  JENONpPOM3BOJACTBY  IOCYJApCTBEHHOIO  OpraHa, OpraHa  MECTHOI'O
CaMOYIPAaBJICHUS! YCTaHABJIMBAIOTCS pa3Mepbl CIYKEOHBIX IMOJIed Ha JOKYMEHTE, MpaBHJia HyMepaluu
CTpaHMI] JIOKyMEHTa, TapHUTypa (TapHUTYpbl) IIPU(PTOB, MEXKCTPOUYHBIE HHTEPBAIBl U Jpyrue
0COOEHHOCTH BHEIIHEr0 0POPMIICHUS JOKYMEHTA.

B coorBerctBun ¢ I'OCT P 7.0.97-2016 cnykeOHble mojisi Ha JOKYMEHTE JOJDKHBI OBITh He
menee l;
- 20 MM - JIeBOC;
- 20 MM - BEpxXHee;
- 20 MM - HMKHEE;
- 10 MM - ipaBoe.
B mpoekrax 3akoHOJaTenbHbIX akToB, akToB IIpesmnmenta Poccuiickoit @enepanuu (yka3zoB U
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pacniopspkenuii), aktoB IlpaBurensctBa Poccuiickoit ®enepariuu (MMOCTAaHOBICHUN M PACHOPSHKEHUM )
YCTaHaBIIMBAIOTCA I10JIs, B COOTBETCTBUU C MOPSIKOM MOJTOTOBKU yKa3aHHBIX aKTOB (cM. pazzaen 3.3.5.).

WHCTpyKIMeH 1O ACNOMpPOU3BOACTBY MOXKET OBITh MPETYyCMOTpPEHA BO3MOXHOCTH CO3IaHHUS
JOKYMEHTOB Ha JUIEBOM W OOOpOTHOM cTOpoHax nucta. IIpu NBYCTOpOHHEM CO3/l1aHHUU JOKYMEHTOB
IIMPHHA JICBOTO IOJISl HA JIMLIEBOM CTOPOHE JIMCTA U MPABOT0 MOJS HAa 0OOPOTHON CTOPOHE JIUCTA JIOJIKHBI
OBITH PaBHBI.

[Ipu co3maHuu JOKyMEHTa Ha ABYX W 0oJiee CTpaHUIAX BTOPYIO M MOCIEAYIOUIUE CTPaHHUIIBI
HYMEpYIOT apabckumu nudpaMu mocepeirHe BEPXHEro Mo Jmcra 06e3 Kakux-JIu0o TOMOTHUTEIbHBIX
3HaKOB (TUpE, AePuCoB: - 3 -) uu cioB "c.", "crp." (cTpaHuId).

I'OCT P 7.0.97-2016 ycraHOBiI€HO, YTO ISl CO3JaHMS JOKYMEHTOB HEOOXOIMMO HCIIOJIb30BaTh
CBOGOXHO pacmpocTpaHseMble Oecruratabie mpudTs pasmepos N 12, 13, 1419 Dro nomken 6birh
mpudT, SABIAOIMMACT METPUYECKUM aHAIoroM TrapHUTypbl Times New Roman, o6anarommii
CIICIYIOIUMH XapaKkTepucTukamMu: mpudt ¢ 3aceukamu (serif), MpOmOpIHOHANBHBIN, TPAAHIIHOHHOTO
HauepTaHwusl, nenoBoro ctuis. [lpu cocrapnenun Tadnuir MOTyT uctonb3oBatbes mpudter N 10, 11, 12.

Hcnionb3yemast U1 CO3/1aHus JOKyMEHTOB TapHUTYpa mpudTa J0InKHA:

- pealu30BbIBaTh HA0Op CHUMBOJIOB JIATUHCKOTO M KHPWJUIMYECKOro andaBUTOB, a Takke
an(aBUTOB TrOCYIapCTBEHHBIX SI3BIKOB peCcIyOJIMK B coctaBe Poccuiickoit denepanuu U WHBIX S3BIKOB
HapoaoB Poccuiickoit deaeparuu, onpenensieMblX 3aKOHOATEILCTBOM PECITyOINK (1,

- pactpoCTpaHsAThCS MPaBOOOJIaaTeIeM Ha OCHOBE MPOCTOM (HEHCKIIOYUTEIBHOM) JUIECH3HH,
COOTBETCTBYIOIIEH TpeOoBaHUSAM 3aKoHOAaTenbcTBa Poccuiickoit denepanuu M NpeaoCTaBISAIONICH
HEOTPAaHUYEHHOMY KPYTY JIMIl HAa 0€3BO3ME3HON OCHOBE HAa BECh CPOK JICUCTBUS MCKIIOYUTEIBHBIX MPaB
HA TapHUTYpbl MWPU(TOB TMpaBa HA HUCIOJIB30BAHHUE, PACHPOCTPAHEHUE, BOCIHPOU3BEICHUE U
MOTU(UKAIMIO TapHUTYp IpH(PTOB Ha Bceil Tepputopun Poccuiickoit denepamun 06e3 Kakux-au0o
OTpaHUYECHUM.

[Ipu MOATOTOBKE TEKCTOB JIOKYMEHTOB HCIIOJIB3YeTCsl a03alHblii OTCTYM, paBHBIA 1,25 cwm.
3aronoBKU pa3AesioB U MOAPA3/IEIOB MeYaTalTcs ¢ a03aI[HBIM OTCTYIIOM WJIM BHIPABHUBAIOTCS 10 LIEHTPY.

AO3arHBIf  OTCTYN HCIOJB3YETCS TOJBKO TPH HW3TOTOBJICHUM TEKCTa JIOKYMEHTa, HO HE
MPUMEHSIETCS TPU 0(POPMIIEHUU PEKBU3UTOB. PEKBU3UTHI TOKYMEHTA: 3ar0JIOBOK K TEKCTY (0(hopMIIseMbIii
CJIeBa O] PEKBU3UTAMH OJIaHKA), OTMETKA O TIPHIJIOKEHUH, MOAMUCH, OTMETKA 00 MCTIOJHUTENIE), a TaKKe
3aKIIoUMTebHas dTHKETHAs ¢paza "C yBakeHHeM," MeyaTaroTCs HEMOCPEACTBEHHO OT TPAHUIIBI JIEBOTO
HOJIS.

Tekct nokymenta, B coorserctBuu ¢ I'OCT P 7.0.97-2016, neuataercs uepes 1-1,5 MekCTpOUHBIX
nrTepana ' D10 03Hauaer, UTO MPU COCTABICHHH TOKYMEHTOB MOJKET HCIIOIB30BATHCS MEKCTPOUHBIH
uHTepBan (mpoben) ot oxmHoro mo 1,5. [lpm mMOATOTOBKE MOKYMEHTOB B TEKCTOBOM pPEAaKTOPE
MEXCTPOUYHBIA MPoOes MOXKET ObITh YCTAaHOBJIEH B pexume "MHOXUTENb" U U3MEPAThCS BETUYMHAMU B
npoMexytke ot 1 1o 1,5.

MHoOTOCTpOUYHBIE PEKBU3UTHI TIEUATAOTCS YE€PE3 OJMH MEKCTPOUHBIN MHTEPBAJ, COCTABHBIC YaCTH
PEKBU3UTOB 191 ornenstrorest momonHUTETBHBIM HWHTEPBAJIOM.

Ecnu noxymMeHT TOTOBHUTCS JUIsl M3aHUS ¢ YMEHBIIICHHEM MaciiTada, TeKCT MedyaTaeTcs depes 2
MEXCTPOUYHBIX HHTEpBaja.

WNHuTepBan mexay OyKBaMH B CIIOBaxX - OOBIYHBIN, HHTEPBAI MEXKy CIOBAMH - OJIUH MPoOes

Cobmto/ieHne JaHHBIX TMOJIOKEHUH oOecreynBaeT SProHOMUYHOCTh TpH paboTe ¢ TEKCTOM
JIOKYMEHTA.

OJNIEKTPOHHBIE JIOKYMEHThI TOCYJAapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIpPaBICHUS
JOJKHBI cO37aBaThCsl B (hopMarax, 0OecleyuBaIOIUX AyTeHTUYHOCTb, JOCTOBEPHOCTh, LIEIOCTHOCTh U
HEU3MEHHOCTb JIEKTPOHHBIX JOKYMEHTOB, IPUTOJJHOCTh UX ISl UCIIOJIb30BAHUSI.

[IporpamMmmHoe obecriedeHre TEKCTOBBIX U TaOJIMYHBIX PEAAKTOPOB, UCIOIB3YEMBIX JUISI CO3AaHMUS,
PEAAKTUPOBAHUS M COXPAHEHUS TOKYMEHTOB, JIOJDKHO 00ECTIeYnBaTh 211,

- CO3JJaHME AJIEKTPOHHBIX TEKCTOBBIX JTOKYMEHTOB, B TOM uHcie B (popmarax Open Document
Format u Office Open XML (OOXML, DOCX);

[20]
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- OTKPBITUE CYIIECTBYIOIINX JJICKTPOHHBIX TEKCTOBBIX JOKYMEHTOB, B TOM 4YHCIe B (popmarax
Open Document Format u Office Open XML (OOXML, DOCX);

- COXpaHEHHE DJEKTPOHHOTO TEKCTOBOTO JOKyMEHTa B (Qopmarax, MOAIEPKUBACMbIX
porpaMMHBIM oOecriedeHrueM, B ToM 4ucie B ¢opmarax Open Document Format, Office Open XML
(OOXML, DOCX) u Portable Document Format (PDF);

- CO3JJaHME HOBBIX AJIGKTPOHHBIX TAOJMYHBIX JIOKYMEHTOB, B TOM uucie B popmarax Open
Document Format u Office Open XML (OOXML, XLSX);

- OTKPBITUE CYLIECTBYIOIIMX 3JCKTPOHHBIX TAaOIWYHBIX JOKYMEHTOB, B TOM 4HcCJIEe B (opmaTax
Open Document Format u Office Open XML (OOXML, XLSX);

- coxpaHeHue Tabauil B hopmarax, NOJAEPKUBAEMBIX TPOrPaMMHBIM OOECIIEUeHHEM, B TOM YHCIIe
B opmarax Open Document Format, Office Open XML (OOXML, XLSX) u Portable Document Format
(PDF).

[TporpamMHOe oOecrieueHne, UCIOIb3yeMOe IS CO3/IaHus SJICKTPOHHBIX JIOKYMEHTOB B (popmare
Portable Document Format (PDF).

@Dailyibl  AJIEKTPOHHBIX JIOKYMEHTOB M JJICKTPOHHBIX KOMHHA JIOKYMEHTOB, IIepeIaBaeMbIX
nocpeactBoM MDOJIO, c BHeApeHHbIMU TpadUUYeCKUMH 3JIEMEHTaMU PErUCTPAIlMOHHBIX JAHHBIX (JIaThl
JOKYMEHTa W PETUCTPAMOHHOTO HOMepa IOKYMEHTa) U OTMETOK 00 3JIEKTPOHHOW MOIMHCH IOJDKHEI
umers hopmar PDF/A-1 221,

DJEeKTPOHHBIE JOKYMEHTBI, CO3/1aBaeMbleé B TOCYAapCTBEHHOM OpraHe, COCTOSIT M3 KOHTEHTa
(ColepIKaHusT) M METaJaHHbIX ..

OO0s13aTeNbHON COCTAaBHON YacThIO METAIaHHBIX SBISIFOTCS JTaHHBIC, PUKCUPYEMbIE B DJIIEKTPOHHOU
PErucTpalMOHHON KapTouke AJokyMeHTa (nanee - OPK).

3.3.4. OpopMmiIeHHE PEKBU3UTOB 10KYMEHTOB

[TpaBuiiaMu J1en0mpon3BoCcTBA (IIYHKT 2.7.) YCTAHOBJIEHO, YTO COCTaB PEKBHU3UTOB JOKYMEHTOB,
CO3/1aBacMbIX B FOCYJapCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYIIpaBJIEHUs, IPaBUiIa UX OPOPMIICHHUS,
pa3Mepsl CiIyKeOHBbIX IMOoJIel Ha JOKYMEHTE M TpeOOBaHUS K CO3JaHMIO JIOKYMEHTOB yCTaHABIMBAIOTCS
MHCTPYKLIMEH MO JeNONpPOM3BOJICTBY I'OCYJapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIIpaBJICHUS B
cootBercTBUH ¢ nonoxenusimu I'OCT P 7.0.97-2016.

[lepeueHp PEKBU3HUTOB, MCIIOJIB3YEMBIX IPH MOATOTOBKE JIOKYMEHTOB, ONpEZENeH B paszneie 4
CTaHjaapTa:

01 - rep6 (I'ocynmapctBennsnliif rep0 Poccuiickoit ®enepanuu, repd cydowekra Poccuiickoit
®denepanun, repO (repaabIUYecKuil 3HaK) MyHUIIUTIAIBHOTO 00pa3oBanusi); [b] [24]

02 - smbnema; [B]

03 - ToBapHBIii 3HaK (3HaK 06cTyx)uBanms); [B] >

04 - ko hopMBI JOKYMEHTA;

05 - HanMeHOBaHMe OpraHU3alluy - aBTOpa JOKYMEHTa; [B]

06 - HaMeHOBaHKE CTPYKTYPHOT'O MOPA3JIEIEHUs - aBTOpa JOKyMeHTa;[b]

07 - HamMeHOBaHUE JOJHDKHOCTH JIUIIA - aBTOPA TOKyMeHTa; [B]

08 - cipaBouHBIE JaHHBIE 00 opranu3aiuy; [b]

09 - HaumeHoBaHUE BHUIa JOKyMEHTa; [B]

10 - nara noxymenTa; [<]

11 - perucTpallMOHHBINH HOMEp TOKyMEHTa; [<]

12 - ccbulka Ha PErUCTPAMOHHBIA HOMEP U JIaTy HOCTYIMUBIIETr0 JOKYMEHTa; [<]

13 - MecTo cocTaBiienus (M3aaHus) JOKyMeHTa; [B]

14 - rpud orpaHrueHHs JOCTYIA K TOKYMEHTY;

15 - agpecar;

16 - rpud yTBepKIECHUS TOKYMEHTA;

17 - 3aron0BOK K TEKCTY;

18 - TexkcT JOKyMEHTa;
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19 - oTMeTKa O IPUIIOKEHNUU;

20 - rpu cornacoBaHus TOKYMEHTA;

21 - Bu3a;

22 - TIOATINCE;

23 - oTMETKa 00 3JIEKTPOHHON MOINCH;

24 - r1eyaTh;

25 - oTMeTKa 00 HCHOIHUTEIIE;

26 - OTMETKA O 3aBEPEHUU KOIIUU;

27 - OTMETKA O MOCTYIUICHUH IOKYMEHTA;

28 - pe3omonus;

29 - oTMETKa O KOHTPOJIE;

30 - oTMeTKa O HampaBJICHUH IOKYMEHTa B JEJI0.

JloxymeHThI, co3gaBaeMble (peiepaabHbIM OPraHOM HCIIOJHUTEIBHOM BJIACTH, UMEIOT CTAOUIIbHBIN
COCTaB PEKBU3HUTOB, UX PACIIONIOKEHHE U OPOPMIICHHUE.

CocTaB peKBU3UTOB KOHKPETHOTO IOKYMEHTA OIPEIEINISIETCS €ro BUJOM U Ha3HAYEHHUEM.

Kpome mnepeunciaeHHbIX PEKBU3UTOB, MpPH IMOATOTOBKE JIOKYMEHTOB U B Ipoliecce paboThl ¢
JOKYMEHTaMU MOTYT  MCIIOJNb30BaThCsl  JIPYIME€  PEKBU3UTBHI, OTMETKH, Hamnpumep: "CpouHo",
"OnepatuBHo", "[loaniexut Bo3Bpary" u np.

[Ipu noaroroBke pazaena MHCTpyKUMHM O J€IONPOU3BOJACTBY, YCTAHABIMBAIOLIETO IOPSIIOK
o(OpMIICHHS PEKBH3UTOB JIOKYMEHTOB, PEKOMEH]IyeTCs OCHOBBIBaThCcA Ha [IpaBuiax odopmieHus
PEKBU3HUTOB JIOKYMEHTOB B TOCYIapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIPABJICHHS
(ITpunoxenne N 3 k HacTOSIMM METOIMYECKUM PEKOMEHALIUSM).

3.3.5. IIpouenypa noAroTOBKH AOKYMEHTA

B coorBerctBum ¢ nmyHkTOM 2.9 IlpaBun  1ei0mnpou3BOJCTBAa  MPOEKTHl  JJOKYMEHTOB,
NOJATOTOBJIIEHHBIX TOCYAAPCTBEHHBIM OpPraHOM, OpPraHOM MECTHOIO CaMOYIPABIEHUS, IOJIEkKAT
cornacoBanmio °%. CocTaB JOKHOCTHBIX IIMI, COTVIACYIOIIMX IIPOEKT JOKYMEHTa, OIpPEIeIIAeTcs
CTPYKTYPHBIM NOAPA3/IEICHUEM - UCTIOJTHUTEIIEM.

CornacoBaHue IpoeKTa JOKYMEHTa B TOCYJapCTBEHHOM OpraHe, OpraHe MECTHOIO
camoyItipaBiieHHs] opopmiisieTcst TpudoM CorjlacoBaHus (IIPU BHEIIHEM COTJIACOBAHWH) WM BU30M (Tpu
BHYTPEHHEM COTIJIACOBaHUM).

I'pud cormacoBanusi opopmisieTcs B COOTBETCTBUU C IMYHKTOM 19, a BU3a - B COOTBETCTBHM C
nyHKTOM 20 miprnoxenus N 3 K HacTOSIIMM MeToIMYeCKUM PEKOMEHIallHsIM.

Pemenne o coriacoBaHuM IPOEKTa JTOKYMEHTa, CO3JaHHOTO B FOCYJApCTBEHHOM OpraHe, OpraHe
MECTHOTO CaMOYIMpaBJI€HUS C JPYTUMU TOCYAapCTBEHHbIMU OpraHaMd, OpraHaMHd MEeCTHOTO
CaMOYITIpaBJICHUs, OPraHU3ALUSIMH MOXKET OBITh O(OPMIIEHO MUCBMOM WM OTPAXEHO B IPOTOKOJIE
3acejaHusl KOOPAMHAIIMOHHOTO WJIM COBELIATEIbHOIO OpraHa, B 3TOM Ccllydyae B rpUQe COIIacoBaHUS
YKa3bIBAa€TCSl HAMMEHOBAHWE TOCYAAPCTBEHHOIO OpraHa, oOpraHa MECTHOTO CaMOYIpaBJIEHUS,
KOOPAMHAIIMOHHOTO WJIM COBELIATEIbHOIO OpraHa COTJIacOBABIIETO MPOEKT JOKyMEHTa, Jara H
pPETUCTPAIIMOHHBIN (MCXOAIINIA) HOMEp MHChMa MITH JlaTa U HOMEP MPOTOKOJIA.

[Tpyu HAIMYUKM HECKOJIBKUX COTJIACYIOIIMX WHCTAHIMM MpU BHEIIHEM U BHYTPEHHEM COTJIaCOBAaHUU
OTMETKH O COTJIACOBAaHUH (TPUQBI COrNIacCOBaHUs, BU3bI) MOTYT ObITh O(OPMIICHBI Ha JTUCTE COTTIACOBAHUSI.

CornacoBaHue MPOEKTOB JOKYMEHTOB MOKET NPOBOAUTHCA B 3eKTpoHHOM Buae B COJI. Ilo
3aBEPUIEHUH MPOLIETYphl JIEKTPOHHOI'O COINIACOBAHMS B CIIydae, €CJIM JOKYMEHT UMEET JUIUTEIbHBIA CPOK
xpaHeHus (cBbimie 10 J1eT) U MOANEXKUT MOANUCAHUIO (YTBEPIKICHUIO) M MOCIEAYIOIIEMY XPAHEHHIO Ha
OyMa)KHOM HOCHTEJNIe, JIUCT COIJIacOBaHUs, pacrnedataHHeld u3 COJl, mpumnaraercs K AOKYMEHTY U
COCTaBJISIET €ro HeoTheMJIEMYIO YacTh. JIUCT cornacoBaHusi 3aBepsieTcsl MoANUchbio paboTHHKA CiryKObl
JIEJIONPOU3BOJCTBA (AETONPOU3BOAUTENS CTPYKTYPHOIO IOAPA3IEICHUSA-UCIIONHUTENS), C YKa3aHUEM
naTel ero (opMHpOBaHHMS M HAUMEHOBAaHUS CHCTEMbI, B KOTOPOW MPOBOJMIOCH 3JIEKTPOHHOE
COIJIACOBAHHUE.
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[ToaroToBieHHble, OKOHYATENBHO O(OPMIICHHBIE M COTJIACOBAHHBIE MPOCKTHl JIOKYMEHTOB
MOJMUCKHIBAIOTCS  (YTBEP)KIAIOTCSI)  PYKOBOJIUTENEM  TIOCYAapCTBEHHOTO  OpraHa Wi  HHBIM
YIIOJTHOMOYEHHBIM UM JIOJDKHOCTHBIM JIMIIOM. B yCTaHOBJIEHHBIX 3aKOHOJATEIBCTBOM CilydasiX MOJIUCH
JOJKHOCTHOTO JIMIIA Ha JOKYMEHTE 3aBEpSETCs NEeYaTbi0 IOCYAapCTBEHHOIO OpraHa, OpraHa MECTHOIO
CaMOYIpaBJICHUS.

B cootBerctBum ¢ mynkTom 2.10 IlpaBun genonpoun3BoACTBa TOKYMEHTHI Ha OyMa)KHOM HOCHTEIE
HOJIHMCHIBAIOTCS COOCTBEHHOPYYHOH TOANKCHI0 PYKOBOAUTENS TOCYAAPCTBEHHOTO OpraHa, OpraHa
MECTHOI'O CaMOYIMPAaBIEHUS WU HWHOTO YHOJHOMOYEHHOTO JOJDKHOCTHOTO juia. CoOCTBEHHOpYYHAs
HNOJNKNCh JIOJDKHOCTHOTO JIMLA Ha JOKyMEeHTe O(opMisieTcsi B COOTBETCTBHM C ITYHKTOM 21
npuioxeHus N 3 K HacTosIMUM MeToIMYeCKUM pEKOMEHIallsIM.

ONEKTPOHHbIE JOKYMEHTBI IOJNMCHIBAIOTCA JJIEKTPOHHOM IOANKCBIO B COOTBETCTBUU C
®enepanbabiM  3ak0oHOM 0T 11 anpensst 2011 1. N 63-®3 "OO snekTpoHHOW moANMUCH" W WHBIMH
HOPMAaTUBHBIMH IIPaBOBBIMU akTamu Pocculickon @enepanuun (271,

TAPAHT:

[To-BuauMoMy, B TEKCTe Mpeaslayliero abd3ama AomylleHa omnedatka. JlaTy Ha3BaHHOro mnpukasa
cienyeT uuTarth kak "6 anpens 2011 r"

B coorBerctBun ¢ myHkToM 2.11 IlpaBun nenonpou3BOACTBA HA JOKYMEHTaX, MOJIYHarOIUX
IOPUJIMYECKYIO CHIIy B pe3ylbTaTe YTBEPXKICHMs, odopmisiercss rpud yTBEpXKAEHUS. YTBEPKICHUIO
MOJIJIE)KaT HOPMAaTHBHBIE IPAaBOBbIE aKThl (IIpaBWA, IOJOKEHUS, WHCTPYKLMM, PETIAMEHTbI U Ap.),
BHYTPEHHUE HOPMATHUBHBIE aKThl TOCYJAPCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIpaBJICHUS, a TaKXKe
JOKYMEHTBI JUTUTENILHOTO IeUCTBUS (IUIaHbl, IPOrpaMMbl, OTYETHI O UX BBIIIOJHEHUH U HEKOTOPBIE IpYyTrHe
JOKYMEHTBI). JIOKyMEHTBI YTBEpXKJIAIOTCSI IPABOBBIM AKTOM (TIOCTAHOBJIEHHUEM, YKa30M, IPHKA30M,
pacnopsKeHHEM) WM HEMOCPEICTBEHHO PYKOBOJUTENIEM TOCYAApCTBEHHOI'O OpraHa, opraHa MECTHOI'O
CaMOYIPABJIEHUS WIA UHBIM YIOJIHOMOYEHHBIM MM JOJDKHOCTHBIM JIMIIOM IOCPEACTBOM IPOCTAaBJICHHUS
COOCTBEHHOPYUYHOM MOANKCH B rpue yTBepKACHHUS.

I'pud yrBepxaeHust opopMisieTcss B COOTBETCTBUU C MyHKTOM 15 mpuioxenus N 3 K HacTOALIMM
MeTon4ecKkuM peKOMEHAALNSIM.

[IpumepHBIi  HepeueHb  YTBEPXKIAEMBIX  JOKYMEHTOB  IIPUBEACH B mnpuiioxkeHuu N 4
K MeToIn4ecKuM peKOMEHAALINSIM.

B coorBerctBuM ¢ mnyHkTOM 2.12 IIpaBun 1enonpou3BOJCTBA B HEOOXOIUMBIX —CIIydasx
COOCTBEHHOpYYHasi  MOJNUCh  PYKOBOAUTENS  TOCYJAapCTBEHHOTO  OpraHa, oOpraHa  MECTHOTO
CaMOYIPABJICHUS UM MHOTO YIOJHOMOYEHHOTO MM JIMIIA 3aBEPSIETCA MEeUaThi0 TOCYJapCTBEHHOTO OpraHa
¢ BocnpousBerenreM ['ocynapctBenHoro repba Poccuiickoii @enepanuun wim repda (repaibInyecKoro
3Haka) cyOwbekTa Poccuiickoit ®enepanuu unum repba (repajbJUuecKoro 3HaKa) OpraHa MEeCTHOTO
camoynpasiieHus). [IpuMepHbIii TepeueHb JOKYMEHTOB, 3aBEPSAEMBIX M€YaThI0 TOCYJapCTBEHHOI'O OpraHa,
OpraHa MECTHOI'O CaMOYIPAaBJIEHUS MPUBEAEH B MNpWIOKEHHMH N 5 K HacToAlUM MeTonuyecKum
PEKOMEHTALIUSM.

3.3.6. CocraB OKYMEHTOB, 00pa3ylOLIMXCA B JAeATEJbHOCTH TIOCYJapCTBEHHOI0 OpraHa,
OpraHa MecTHOI0 CaMOyNpaBJIeHHA

[Tyaxkrom 2.13 IlpaBunm Jemonpow3BOACTBA YCTAHOBIEHO, YTO OCOOCHHOCTH TMOATOTOBKH
OTIENbHBIX  BUAOB  JIOKYMEHTOB  YCTAHABJIMBAIOTCS ~ MHCTPYKIHENM 1O  JIEIONPOU3BOJCTBY
roCy/1apCTBEHHOIO0 OpraHa, OopraHa MECTHOTO camoynpasiieHus. MHCTpykuuel mo neaonpous3BOJICTBY
JIOJDKEH OBITh OIpeJieNieH MOPSAAOK MOATOTOBKM IMPOEKTOB 3aKOHOJATENBHBIX M WHBIX HOPMAaTHBHBIX
IMPaBOBBIX AKTOB, B COOTBCTCTBUM C IMOJJHOMOYHAMH TOCYAJApPCTBECHHOI'O OpraHa, opraHa MECTHOI'O
CaMOYIPABJICHUS, OIpPEACICHHBIMU  TIOJOKEHHEM O HEM, a Takke TMOpSAOK IOATOTOBKH
OpPraHU3alMOHHO-PACIIOPSAAUTEIBHBIX JOKYMEHTOB, CO3[ABACMbIX B LEIAX pPEATU3alUU ITOJIHOMOYUHI
TOCYyHdapCTBCHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIPAaBJICHUA U JOJIDKHOCTHBIX JIMII.

B nmemax perynupoBaHHsA OCATEIBHOCTH TOCYJapCTBEHHOIO OpraHa, OpraHa MECTHOIO
CaMOYIIpaBJICHUs, OPTaHMU3ALUU BBIIOJHEHUS TOCYAAPCTBEHHBIX (MYHHUIMIAIBbHBIX) (QYHKIUH ¢
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IPEIOCTABIEHUSI TOCYJIAapCTBEHHbIX (MyHHULMIIAJIbHBIX) YCIYI, YIPaBICHUS T[OCYAApCTBEHHBIM
(MyHMLIMIIAIBHBIM) MMYIIECTBOM W PEIIEHUS HHBIX 33]ad, YCTAaHOBJIEHHBIX (DefepallbHbIMU 3aKOHAMHU
(3axonamu cyObekra Poccuiickoit ®epepanny) W HWHBIMA HOPMAaTHBHBIMH IPABOBBIMH aKTaMH,
ONPEACIAIOIUMHU  AEATEIbHOCTh TOCYJapCTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIIPaBJICHHUS
roCy/1apCTBEHHBIN OpraH, OpraH MECTHOIO CaMOYIIPaBJICHUs B IIPE/I€axX CBOCH KOMIIETEHIIUU U3AET:

- IpaBOBbI€ aKThl B ()OpMEe IIOCTAaHOBJICHHUH, pEIIeHUH, NPUKA30B, IpaBWJ, IOJOXKEHU,
MHCTPYKLUH, pEriiaMEHTOB, aJMUHUCTPATUBHBIX PEIJIAMEHTOB, JIOJKHOCTHBIX PETJIaMEHTOB, IOPSAKOB U
Ap-;

- UHAMBUJyalIbHbIE TIPABOBBIE aKTHl (pacloOpsIUTEeNbHBIE JOKYMEHTHI) B ()OpME MPHUKA30B,
PacCIOPSIKEHHUI;

- JOKaJbHbIE HOPMATHBHBIC AaKThI, M3/1aBacMble B (OpPME IOJIOKEHHH, MPaBHI, HHCTPYKIHM,
PETIaMEHTOB, IIOPSAAKOB U IPYTHX JOKYMEHTOB;

- IPOTOKOJIBI 3aceJaHuil (KOOPAMHALMOHHBIX, COBELIATENbHbIX, METOJWYECKUX, DKCHEPTHBIX U
JPYTUX OPraHoB);

- ”HPOPMALIMOHHO-AHAIUTUYECKAE  JOKYMEHTHI B (opMe  aKTOB, AaHAJIUTUYECKUX U
UH(POPMALIMOHHBIX CIIPABOK, JOKJIAJHBIX U CIIY>KEOHBIX 3aIIMCOK, AEJI0BOH (Cl1y:KeOHOI) mepenucku u ap.

B 3aBucuMOCTH OT KOHKPETHBIX 3aJad YNpaBICHUS B JEATEIBHOCTH IOCYAApCTBEHHOTO OpraHa,
OpraHa MECTHOTO CaMOYIPAaBJIEHUS CO3LAIOTCS JApyrue BHIBl JTOKYMEHTOB: IIJIaHbl, IIPOTHO3BI,
IIPOrpaMMbl, OTYETHI U JP.

B yCTaHOBIEHHBIX 3aKOHOJATENIBCTBOM CllydasX TIOCYJapCTBEHHBI OpraH, OpraH MeECTHOIO
CaMOYIPABJIEHUSI MOKET U3/1aBaTh JOKYMEHTbl COBMECTHO C APYTMMH OpraHamMH BJIAaCTH IO BOIIpOCaM,
IPEACTaBISIOIIMM B3aUMHBIA HHTEpEC M BXOAALUIMM B KOMIIETEHLMIO O0euX CTOpOH. Takue aKThbl
0(QOpMIISIFOTCS. U MYOJIMKYIOTCS KaK €IMHbINA JOKYMEHT (IIpUKa3, IPOTOKOJ, NOJ0KEHUE, IEJIOBOE TUCHMO

u Jp.).

3.3.7. IloAroTOBKA NMPOEKTOB 3AKOHOAATEIbHBIX M HHBIX HOPMATHBHBIX IIPABOBBIX AKTOB

Cucrema npaBOBBIX aKTOB, W3/aBaeMbIX (IPUHHUMAEMBbIX) (enepalbHbIMH TOCYIapCTBEHHBIMU
OopraHami, rocyJapCTBEHHBIMH opraHamu cyO0bekToB Poccuiickoit dexepauuu, opraHamMM MECTHOTO
CaMOYIpPAaBJIEHUS, B COOTBETCTBUHU C MPEIOCTABICHHBIMH UM MOJHOMOYMSMHM, BKJIIOYAET B ce€0s 3aKOHBI,
UHBIE HOpMaTHBHbIE NpaBoBble akThl Poccuiickoit denepauuu, cyowbekToB Poccuiickoit deneparuu,
MYHUIIUTIAJIbHbIE IPABOBBIE AKTHI.

ITpaBoBbIE aKTBI TOCYJAapCTBEHHBIX OpPraHOB, OPraHOB MECTHOTO CAaMOYIPABJICHMS H3Al0TCA B
dhopMe HOPMATHBHBIX MPABOBBIX AKTOB \°°! ¥ HHIMBHIyaNbHBIX PABOBBIX AKTOB, IPABOBBIC AKTHI OPTAHOB
MECTHOTO CaMOYIpaBJIeHHUs HU3Jal0Tcd B (OopMEe MYHHUIUNAIBHBIX HOPMATUBHBIX IPABOBBIX AKTOB M
MYHHIHIIATBHBIX TTPABOBBIX AKTOB ..

K HOpMaTHBHOMY NPaBOBOMY aKTy HNPEAbABISIOTCS Celylomue TpeOOBaHUS:

1) npunsaTHe (M31aHKUE) aKTa TOCYJAPCTBEHHBIM OPTraHOM, OPraHOM MECTHOTO CaMOYIIPaBJICHUS B
IpeJienax ero KOMIETEHIUY;

2) nmpuHsTHE (M3[]aHKE) aKTa B OpAIAKE U 10 popMe, YCTAaHOBIEHHBIMU 3aKOHOAATEIHCTBOM;

3) obecrieueHHOCTh pealn3aluy MPaBOBbIX MPEANUCAaHUH aKTa;

4) cornacoBaHHOCTb aKTa C APYTMMU HOPMAaTUBHBIMU [TPABOBBIMU aKTaMU;

5) cornacoBaHHOCTH NMPABOBBIX HOPM OJIHOTO U TOT'O K€ aKTa MEXIY COOOI;

6) COOTBETCTBHE aKTa YCTAHOBJICHHBIM IIPABUJIaM IOPUANYECKON TEXHUKH.

HopmaTtuBHBIMH ITPaBOBBIMU aKTaMH MOTYT OBITh YTBEPXK/IE€HBI IPOrPaMMBbI, ITPaBHJIa, OJIOKEHHS,
UHCTPYKIUH, PErJIaMeHThl, a TaK)K€ WHbIE JOKYMEHTHI, SBISIOLIUECS MPUIOKEHUSIMH K HOPMAaTUBHOMY
IPaBOBOMY aKTy M €ro HEOThEMJIEMBIMH COCTaBHBIMH YacTSIMU W OOJajaroliyde pPaBHOM € HUM
IOPUINYECKON CUJIOMN.

[TopsiioK MOATOTOBKH, MPUHATHS, OMYOJUKOBaHMS, BCTYIUICHUS B CHILy, JEHCTBHS, W3MEHEHHMS,
IIPU3HAHKUS YTPAaTUBLIIMMH CHJIy U OTMEHBI HOPMAaTHBHBIX IIPABOBBIX AKTOB peryiupyercss Koncrurynuen
Poccuiickoit denepanuu, penepaabHBIMU KOHCTUTYILIMOHHBIMU 3aKOHAMH, (elepaJbHBIMU 3aKOHAMHU U
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MHBIMM HOPMATHBHBIMU IIpaBOBbIMM akTamMu Poccuiickoii ®exnepanuu; KOHCTUTYLUSAMHU (yCTaBaMHu),
3aKOHaMU ¥ MHBIMH HOPMAaTHBHBIMU MPABOBBIMU aKkTaMu cyObekToB Poccuiickoit dexnepaium; yctaBaMu
MYHUIUTIAJIBHBIX 00pa30BaHUI M MHBIMH MYHULIUIIAIbHBIMA HOPMAaTUBHBIMH aKTaMHU.

[ToaroroBka u odopmieHHE MPOEKTOB 3aKOHOJATENbHBIX akTOB Poccuiickoii denepanuu, akToB
IIpesunenra Poccuiickonn ®enepaunn u IlpaBurenscrBa Poccuiickoir denepanuu  OCYIIECTBIAETCA
rOCyJapCTBEHHbIMU OpraHaMH, OpraHaMd MECTHOI'O CaMOYIIPABIIEHUS, UMEIOUIMMU COOTBETCTBYIOIINE
IIOJIHOMOYMS, B IIOPsZIKE, ycTaHOBICHHOM akTtaMu [Ipesunenra Poccuiickon @enepannu u [IpaBurenscra
Poccuiickoit denepanumu.

IIpu cocrtaBnenun pazgena WHCTpyKIMH 10 AEIONPOU3BOACTBY, YCTAHABIMBAIOLIETO IOPSAIOK
MOATOTOBKHA HOPMATUBHBIX IIPABOBBIX AKTOB, YUYUTHIBAKOTCS IMOJOKEHHUS CIETYIOIMX HOPMATUBHBIX aKTOB
Y METOJMYECKUX JOKYMEHTOB:

- ®enepanbubiid 3aK0H OT 14 utoHsa 1994 1. N 5-@3 "O nopsiake onyOIuKOBaHHUS M BCTYIICHUS B
cuy (eneparbHbIX KOHCTUTYLIMOHHBIX 3aKOHOB, (hefepalibHBIX 3aKOHOB, akTOB mnanat denepaabHOTO
Co6panus" (Cobpanue 3akoHomarenbcTBa Poccuiickont ®enepamuu, 1994, N 8, cr. 801; 2019, N 18,
ct. 2207);

- Vxa3 Ilpesunenra Poccuiickoit denepanuu ot 2 mas 1996 r. N 638 "O nopsigke MoaroToBKU
IIPOEKTOB YKa30B, pacnopsbkenuil [Ipesunenra Poccuiickoin denepanuu, NpeayCMaTpuBaIOIIMX IPUHATHE
MOCTaHOBJICHUM, pacniopsukenuii [IpaBurensctBa Poccuiickoit @enepannu" (CodpaHue 3aKOHOAATENHCTBA
Poccuiickoit deneparuu, 1996, N 19, ct. 2257);

- Vxa3 Ilpesunenta Poccuiickoit ®enepauuu ot 23 wmas 1996r. N 763 "O nopsake
OImyOJIMKOBaHUsI U BCTyIUIeHMsI B cuiny aktoB [lpesupentra Poccuiickoit ®enepauuu, [IpaButenbcrBa
Poccuiickoit ®enepanuu 1 HOPMATHUBHBIX MPABOBBIX aKTOB (efepalbHBIX OPraHOB HCIIOTHUTEIHHOU
Brnactu" (CoOpanme 3akoHomarenbctBa Poccuiickoit @epepanun, 1996, N 22, ct.2663; 2017, N 23,
cT. 3310);

- nocranoBieHue IlpaBurensctBa Poccuiickori ®enepamuun ot 13 aBrycra 1997 1. N 1009
"OO6 ytBepxkaeHuu [lpaBun MOArOTOBKM HOPMATHBHBIX MPABOBBIX AaKTOB (pelepanbHBIX OPraHoOB
WCIIOJTHUTENIbHOW BJIACTH M HX TrocyaapcTBeHHON peructpanuu” (CobOpaHue 3aKOHOAATENbCTBA
Poccuiickoit denepanuu, 1997, N 33, c1. 3895; OdunmansHbIil HHTEpHET-MOPTAN MPaBoBOi HH(OpMaIK
(www.pravo.gov.ru), 14 okta6ps 2020 r.);

- nocraHoBineHue IlpaBurenscrBa Poccuiickoit @enepanuu ot 2 aprycra 2001 r. N 576
"O06 yrBep)kaeHuu OCHOBHBIX TPeOOBAaHMN K KOHIEMIMH U pa3paboTKe NPOEKTOB (efepaibHbIX 3aKOHOB"
(Cobpanue 3akonogarenscTBa Poccuiickoit denepanuu, 2001, N 32, cr. 3335; 2015, N 12, cT. 1758);

- nocranoBjeHue IIpaBurtennscTBa Poccuiickoit @eneparuu ot 30 anpens 2009 r. N 389 "O mepax
10 COBEPILIECHCTBOBAHMIO 3aKOHOMPOEKTHOW JesTenbHOCTH IIpaButensctBa Poccuiickoir ®deneparun'
(Cobpanue 3axkonomarensctBa Poccuiickoit deneparuu, 2009, N 19, cr. 2346; 2020, N 36, cT. 5618);

- nocraHoBnenue IlpaBurenbctBa Poccuiickoit ®enepauuu ot 26 deBpans 2010r. N 96
"OO0 aHTUKOPPYIIIMOHHON SKCIEPTH3€ HOPMATHUBHBIX TIPABOBBIX AaKTOB M IPOEKTOB HOPMATUBHBIX
npaBoBbiXx akToB" (CobOpanue 3akoHomatenbcTBa Poccuiickoit @eneparun, 2010, N 10, cr. 1084; 2017,
N 29, c1. 4374);

- npuka3z MuHucrepcrBa roctuiuu Poccuiickonn ®exepanun u MHcTHTyTa 3aKOHOAATENBCTBA U
cpaBHUTENBHOrO mnpaBoBeaeHus npu IlpaButenbctBe Poccuiickoit @eneparuun ot 10 sHBaps 2001 r.
N3/51 "OO yTBepKACHHHM METOAWYECKHX TMpPaBWJ IO OpraHU3alMM 3aKOHONPOEKTHOW pPabOThI
denepanbHbBIX OpPraHOB HMCIOJHUTENbHOM BiacTH" (HE HYXKJAaeTcs B TOCYAapCTBEHHOM pPEruCTpaluw,
nuckMo Muntocta Poccun ot 1 despans 2010 r. N 07-07-86-2001; Tekct mprkasa omyOoJIuKOBaH He ObL);

- npuka3 MunucrepctBa roctuumu Poccuniickon ®enepanmum ot 23 ampenst 2020r. N 105
"O06 yrBepxkaeHun PazbsicHeHuii o mpuMeHeHuu [IpaBUn MOATOTOBKM HOPMATHMBHBIX MPABOBBIX aKTOB
(dbeneparbHBIX OPraHOB UCIIOJIHUTEILHON BJIACTH U WX TOCYAapCTBEHHON perucTpamnuu’ (3aperucTpupoBaH
Muntocrom Poccun 27 anpenst 2020 r., peructpaunonsbiii N 58222); OdunmansHelii HHTEpHET-TIOPTAT
paBoBOil HHGoOpMaIru (Www.pravo.gov.ru), 27 anpens 2020 r.);

- Metoauyeckre pEeKOMEHAALUU MO IOPUANKO-TEXHUYECKOMY O(GOPMIICHUIO 3aKOHOIPOEKTOB

02.06.20222 Cuctema 'APAHT 17/136


http://internet.garant.ru/document/redirect/10103060/0
http://internet.garant.ru/document/redirect/106472/0
http://internet.garant.ru/document/redirect/10123081/0
http://internet.garant.ru/document/redirect/166045/0
http://internet.garant.ru/document/redirect/990941/3145
http://internet.garant.ru/document/redirect/183600/0
http://internet.garant.ru/document/redirect/195512/0
http://internet.garant.ru/document/redirect/197633/0
http://internet.garant.ru/document/redirect/182975/0
http://internet.garant.ru/document/redirect/73957287/0
http://internet.garant.ru/document/redirect/990941/3145
http://internet.garant.ru/document/redirect/12134002/0

(mampaBneHsl nuchbMoM Amnmapata [ocynmapcrBennoin [Iymer ®enepansnoro CoOpanust Poccuiickoit
Oenepannn ot 18 HOs6pst 2003 1. N BH2-18/490).

IIpn moAroToBKe NOKYMEHTOB M IIPOEKTOB akTOB, IpeacrasisieMblx [Ipesunentry Pocculiickoi
Oenepannn u B IIpaButenbctBo Poccuiickoit Denepannu, yYUTHIBAIOTCS TPeOOBAaHHUS, YCTAaHOBJICHHBIC
COOTBETCTBYIOIIMMU MHCTPYKLUSAMU IO JEJIONPOU3BOACTBY B Aamunuctpauuu [Ipesnnenta Poccuiickoit
®enepanun 1 B Anmapare [IpaBurensctBa Poccuiickoit deneparuu (301

IIpaBuna mnoaroroBku u npeacrasieHuss B [IpaBurensctBo  Poccumiickoir  Penepanuu
3aKOHOIIPOEKTOB, IOJArOTOBKM IPOeKTOB akToB [Ipesmnenta Poccuiickon @enepanyu, MPOEKTOB AKTOB
[IpaButenbctBa Poccuiickoit ®enepanuu mpeacTaBieHbl B NpWIOKEHUSIX N 6-8 K  HacTosIIUM
MeToau4eckuM peKOMEHAALNSAM.

['ocynapcTBeHHbIE OpraHbl, OpraHbl MECTHOI'O CaMOYIpPABJIEHUS, HUX JOJDKHOCTHBIE JIMIIA
pa3pabaThIBalOT U MPUHUMAIOT HOPMATUBHBIE IIPABOBBIE AKTHI B IIPEJIEJIaX CBOCH KOMIIETEHIUH.

['ocynapcTBeHHBI OpraH, OpraH MECTHOI'O CaMOYIpPAaBJIEHUS HMEeT INpaBO Ha M3JaHUE
HOPMATUBHBIX IPABOBBIX AKTOB TOJIBKO OINPEAEIECHHBIX BHUJOB (yKa3, [IOCTAHOBIEHHE, NpPHUKa3 U Jp.),
3akperuienHoe B Konctutymum Poccuiickoit ®@enepanun, denepaibHOM 3aKoHE, 3aKOHE CyObeKTa
Poccuiickoit ®Penepauny, HOPMATHBHOM IIPAaBOBOM aKTE€ OpraHa MECTHOTO CaMOYIPABJICHUS, WHOM
HOPMaTUBHOM IIPaBOBOM aKT€ M TOJIBKO IO TEM BOIpOCaM, pPETryJIMpPOBAaHUE KOTOPHIX BXOJUT,
COOTBETCTBEHHO, B KOMIIETEHIIMIO T'OCYAAPCTBEHHOI0 OpraHa, opraHa MECTHOTO CaMOYIIPaBIICHUS.

[TpoexkT HOpMAaTUBHOIO MPABOBOIO akKTa (Jajee - MPOEKT aKTa, MIPOEKT) MOKET ObITh pa3paboTaH
KaK:

- HOBBIII HOPMATHUBHBIN IIPABOBOM aKT;

- I3MEHEHHE HOPMAaTUBHOTI'O IIPABOBOr'O AKTA.

[IpoekT HOPMAaTUBHOIO IPABOBOTO aKTa MOJUIEKUT COIVIACOBAHUIO C 3aWHTEPECOBAHHBIMU
oprasamu (OpraHu3alusMH), €CIM TaKOe COIrJIacOBaHUE MPEAYCMOTPEHO 3aKOHOAATeIbcTBOM Poccuiickoit
@enepanyiv, 3aKOHOJIATENbCTBOM  cyObekToB  Poccuiickoit ~ @exnepaluy, OpPraHoB  MECTHOTO
CaMOYIPAaBJICHUS.

CornacoBaHue TNpPOEKTa HOPMATUBHOI'O IPABOBOIO aKTa IPOBOJUTCS OJHUM U3 CIEAYIOLIMX
CIOCO00B:

1) BblpaxkeHHMEe B NHCbMEHHOM (opMe coriacus JuO0 Hecoryacus opraHa (OpraHu3aluh) C
COOTBETCTBYIOLMM IPOEKTOM HOPMAaTHUBHOI'O IIPABOBOT'O aKTa ¢ 0OOCHOBAHUEM MMEIOLIMXCS 3aMeUaHuii u
IIPEIIOKECHUH;

2) BU3MPOBaHUE PYKOBOJUTENIEM OpraHa (OpraHM3aliu) MPOeKTa HOPMATUBHOTO MPABOBOIO aKTa
(Mpu HAJIMYMK 3aMEYaHUU U MPEAJIOKEHUHN - UX 00OCHOBAaHUE C MPHJIOKEHUEM IpeIaraeMoi pelakiuu
IPOEKTa HOPMATUBHOT'O aKTa WJIM €T0 OTJIEJIbHBIX MOJI0XKEHUH).

CornacoBaHue MpoeKTa HOPMATUBHOI'O MPABOBOTO aKTa MPOM3BOAMUTCSA B CPOKH, YCTAHOBIICHHBIE,
COOTBETCTBEHHO, 3aKOHAMM M WHBIMH HOPMATHBHBIMH IIPaBOBbIMH akTamu Poccuiickoii ®denepanuu,
3aKOHAMM W UWHBIMH HOpPMAaTHUBHBIMHM [PaBOBBIMU akTaMu cyObekToB Poccuiickoit ®enepanum,
MYHUILIMNIAJIbHBIMA HOPMaTUBHBIMU [TPAaBOBBIMU aKTaMHU.

HopmaTtuBHBII IpaBOBOM aKT TOJKEH COAEPKATH:

1) ykazanue Ha popmy (BUA) aKTa;

2) HauMEeHOBaHME (3aroJI0BOK), B KpaTKo# (hopme 0003Havaromee mpeMeT peryanpoBaHus;

3) mnoamuck suna (HAaUMEHOBAaHMWE JOJDKHOCTH, HWHHIMAIBI M (pamMunus), oQpHUIHMAIBHO
YIOJIHOMOYEHHOTO MOJIUCHIBATH COOTBETCTBYOIINI HOPMAaTUBHBIN ITPAaBOBOM aKT;

4) naty, MecTO IpUHATHA (M3JaHKUs) U HOMEp aKTa.

B ciydae HeoOXOOMMOCTH B HOPMATHUBHBIN MpPaBOBOM akT MOXET BKJIOYAThCs MpeamOyrna
(BBeIeHHE), ONPEIETAIONIas ero el U 3a1auu.

CamocrosiTenbHbIE TPABOBbIE NPEANUCAHUS B IpeaMOyily (BBEICHHE) HE BKIFOUAOTCS.

[TpeamOyina (BBeneHue) He POPMUPYET MPEIMETA PETYIUPOBAHUS aKTa U HE HYMEPYETCsl.

OcHOBHast 4acTh TEKCTa 3aKOHOIIPOEKTa MOXKET MOAPA3ACIATHCA HA YaCTH, Pa3Zelibl, IOApa3cibl,
rnaBel, naparpadsl, cratbu. CTaTbs MOXET MOIPA3NENATHCS HAa YaCTH, UMEIOIIME MOPSAKOBbIE HOMEpa

02.06.20222 Cuctema 'APAHT 18/136


http://internet.garant.ru/document/redirect/10103000/0

WM HE UMEIOIIHE TAKOBBIX. B 4acTAX cTaTbU MOT'YT COAEP/KATHCS IIYHKTHI M IIOAITYHKTHI, KOTOPHIE UMEIOT
OYKBEHHYI0O MM LM(POBYIO HyMepauuio U ab3aubl. B HEOOXOIUMBIX ciydasX CTaTbsd MOXET HMEThb
HaVMEHOBAHHE.

B MHBIX HOpPMATHBHBIX IPABOBBIX aKTaxX IPABOBbIC NMPEANMCAHUSA H3JIAral0TCsl B BUJAE ITYHKTOB.
IIyHKTBI MOTYT IIOZIpA3AEIATHCS HA IIOJIIYHKTHI.

Cratbu (IIyHKTBI) OJM3KOTO COJAEP’KaHMs 3HAYMTEIbHBIX MO OOBEMY HOPMATHUBHBIX IPABOBBIX
aKTOB MOTYT OOBEIUHATHCS B T1aBbl. B HEOOXOMMBIX CITydasiX IJIaBbl MOTYT OOBEIUHATHCS B PA3JICIIbI.

TepmuHbl ynotpeOuistoTcss B HOpPMATUBHOM IIPAaBOBOM aKTE€ B OJHOM 3HAYEHHUU B COOTBETCTBUM C
OOLIENPUHATON TEPMUHOIOTHUEH.

B HOpMaTMBHOM INPaBOBOM aKT€ HAaMMEHOBAHHUS I'OCYIAapPCTBEHHBIX OPraHOB, OPraHOB MECTHOIO
caMOYyIIpaBJICHHs], OPraHU3AIMi YKa3bIBAIOTCSI B COOTBETCTBUU C MX O(QUIMATbHBIMA HaWUMEHOBAHUSIMH,
IPEYyCMOTPEHHBIMH ~ 3aKOHOJATEJILCTBOM, YCTaBaMH, IIOJOXEHUSAMH, WHBIMH  YYPEIUTEIbHBIMU
JIOKYMEHTaMH, PEIICHUAMU O CO3JJaHUH, IEPEUMEHOBAHUY U IPYTUMHU IIPABOBBIMU aKTAMM.

CchUIKM B CTPYKTYPHBIX €IMHHUIAX HOPMAaTHBHOI'O IPAaBOBOI'O aKTa Ha JPYTHE €ro CTPYKTYpPHBIE
€MHULIbI, & TAKXXE HA UHBIEC IIPABOBBIE AKThI, UX CTPYKTYPHBIE €UHULIBI IPUMEHSIOTCS B CIIy4asX, KOIraa
HE00X0/IMMO MOKa3aTh B3aUMHYIO CBSI3b [IPABOBBIX MPEANUCaHUN JINO0 N30ekKaTh OBTOPEHUI.

He nomyckarorcs OTCBUIKH K HOPME, KOTOpasi B CBOO 04EpPEb OTCHIIAECT K APYIrOl HOpME.

CchUIKM B HOPMAaTHBHBIX IIPAaBOBBIX AKTaX HA HEIEHCTBYIOIIKE IIPABOBHIE aKThl HE JOITYCKAKOTCS.

BHecenue u3MeHEeHH B HOPMATHBHBINM ITPAaBOBOM aKT, IPU3HAHME HOPMATUBHOTO IPABOBOI'O aKTa
yTPaTUBUIMM CHIIY, €0 OTMEHA IPOU3BOAATCA B IOPAJKE, YCTAaHOBJIEHHOM J[UI1 IPHUHATUS CaMOIO
HOPMAaTUBHOT'O IIPABOBOI'O AKTA.

@denepanbHble  MUHUCTEPCTBA,  OCYIIECTBISIL ~ (YHKUMHM 1O  HOPMAaTHBHO-IIPAaBOBOMY
PETyIUpPOBaHMIO B YCTAHOBJICHHBIX chepax NesTeTbHOCTH, H31al0T HOPMAaTHBHBIC ITPABOBBIC aKThl. BHIbI
IPUHUMAEMBIX benepaabHbIM MUHHUCTEPCTBOM aKTOB YCTaHaBIUBAIOTCS (benepanbHbIM
3aKOHO/IATEIIbCTBOM.

@enepanbHas ciykba U QeneparbHOE areHTCTBO HE BIIPaBe OCYIIECTBIATH B YCTaHOBJIEHHOU
cdepe nesTeNbHOCTH HOPMAaTUBHO-IIPABOBOE PETYIUPOBAaHUE, KPOME CIIy4aeB, YCTAaHABIUBAEMbIX YKa3aMH
IIpesunenrta Poccuiickon Penepaunn win nocranosieHusmu IIpasurenscrsa Poccniickoit denepanuu.

HopmartuBHble npaBoBbI€ aKThl (eepalibHbIX OPraHOB HCIOJHUTEIBHON BJIACTU HM3JAIOTCS Ha
OCHOBE M BO UCIOJHEHHUE (efepabHbIX KOHCTUTYLMOHHBIX 3aKOHOB, (e/iepajbHbIX 3aKOHOB, YKa30B U
pacnopstxkenuit [Ipesunenta Poccuiickont @enepannn, NOCTAaHOBICHUN W pacriopsbkeHnil [IpaBurenscTa
Poccuiickoit denepanyu, a Takke M0 MHULUATHBE (heliepalibHbIX OPraHOB HCIIOJHUTENHHON BJIAcTH B
Ipeaesnax uX KOMIETCHIIUH.

[ToaroToBka HOPMATHBHBIX IPABOBBIX AKTOB (ellepalbHbIX OPraHOB HCIOJIHUTENBHOW BIACTH
OCYHIECTBIISIETCS B COOTBETCTBMM C lIpaBmiamMu DOATOTOBKM HOPMATHBHBIX ITPAaBOBBIX AaKTOB
(benepaabHBIX OPraHOB MCIOJHHUTEIBHON BIACTH M UX IOCYJApCTBEHHOM peructpanuu (aanee - IlpaBuna
MOJATOTOBKM HOPMATUBHBIX TIPAaBOBBIX aKTOB), yTBepxkAeHHbIMU llpaBurensctBom Poccuiickoii
Denepannu By ¢ yuetoM PasbsicHeHuii o mpumeHeHuu llpaBun, yTBepkaeHHBIX MUHUCTEPCTBOM
roctunu Poccuiickoit @enepanuu (321,

@®enepalibHbIE  OpraHbl HWCIOJHUTENIBHOM BIIACTH, B COOTBETCTBUM ¢ IyHKTOM 2 [IpaBun
IIOATOTOBKA HOPMAaTUBHBIX IIPABOBBIX aKTOB, B IPEAENIax CBOMX MOJHOMOYMH H3AAIOT HOPMATHBHBIC
[IPaBOBBIC AKTHI B BUJE IIOCTAHOBIICHUH, IIPUKA30B, IPABUJI, UHCTPYKIUHI U OJIOKECHUM.

Ha npaktuke HOpMaTHBHBIE NpPAaBOBBIE aKThl (peepalbHBIX OpPraHOB HCIIOJIHUTEIBHON BJacTd
U3JIAI0TCS B BUJE NPaBWJ, UHCTPYKLMH, MOJIOXKEHUH, PETJIAaMEHTOB, aJMHUHHCTPATUBHBIX PETJIAMEHTOB,
yTBEpKAaeMbIX NpUKa3aMu (heepaabHOro OpraHa UCIIOTHUTEIbHONW BIACTH.

CTpyKTypHBIE TOJpa3/ieleHUuss U  TEePPUTOpPHAIbHBIE  OpraHel  (elepajbHBIX  OpPraHoOB
WCIIOJTHUTEIIbHOW BJAcTH B cyObekTax Poccuiickoit ®denepanuu HE BIpaBe H3AaBaTh HOPMATHBHBIC
IIPABOBBIE AKTHI.

B cooTtBerctBUU ¢ myHKTOM 3 [IpaBuil HOArOTOBKM HOPMATUBHBIX MPABOBBIX aKTOB HOPMAaTHUBHBIN
IPaBOBOW aKT MOXKET OBbITh M3JIaH COBMECTHO HECKOJBKUMH (pellepalbHbIMU OpraHaMHU MCIIOJHUTEIbHON

02.06.20222 Cuctema 'APAHT 19/136


http://internet.garant.ru/document/redirect/166045/1000
http://internet.garant.ru/document/redirect/73957287/1000
http://internet.garant.ru/document/redirect/166045/1002
http://internet.garant.ru/document/redirect/166045/1003

BJIACTU WJIM OJJHUM U3 HUX I10 COIVIACOBAHMIO C IPYTUMH.

[TpoexT HOpMATUBHOTO IIPABOBOIO aKTa U HOPMATHBHBIIN IIPABOBOM aKT CO3/1AIOTCS HA OyMa)XKHOM
HOcUTeNe WM B (OpME ODIIEKTPOHHBIX JOKYMEHTOB, 3a WCKIIOYEHHEM CIy4aeB, KOTJa MpPOEKT
HOPMAaTUBHOI'O IIPaBOBOTO aKTa W HOPMATUBHBIM IIPAaBOBOM AaKT COLEPXKAT CBEIEHUS, COCTABIAIOIIUE
roCyJapCTBEHHYIO TalHY.

IIpoekT HOPMAaTMBHOIO IIPAaBOBOIO AaKTa IOJUIEKUT COIVIACOBAHUIO C 3aMHTEPECOBAHHBIMU
(denepaabHBIMU OpraHaMH UCIIOJHUTEIBHOM BIIACTH, €CJIM TAaKOE COTIACOBAHME SBISETCA 00S3aTEIbHBIM B
COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoii denepanuu, a TakKKe €CIM IPOEKT HOPMATHUBHOIO
IIPAaBOBOT'O aKTa COJEP KUT IOJIOKEHUS MEXOTPACIEBOIO 3HAYEHUS WIIM INPELyCMATPUBACT COBMECTHYIO
NeSITeIbHOCTD (peiepalbHbIX OPraHOB UCIIOJHUTEIBHON BIACTH.

[IpoeKT HOPMATHBHOTO NPABOBOIO aKTa TOMJICKHUT OO0S3aTEIBHOMY IPEABAPUTEIHHOMY
OOCYX/IEHUI0 Ha 3aceJaHMsX OOILIECTBEHHBIX COBETOB IpU (elepanbHbIX OpraHax MCIOJHUTEIbHON
BJIACTH (IIPU HAJIMYUU YKA3aHHBIX COBETOB) B ClIyYasX, YCTAHOBJIEHHBIX IOCTaHOBIeHHEM lIpaBurenscTBa
Poccuiickoit @enepannu "O6 yTBepkKI€HUH COCTaBa HOPMAaTUBHBIX ITPABOBBIX aKTOB U MHBIX JTOKYMEHTOB,
BKJTIOYAst TPOrpaMMHEIE, pa3padaThiBaeMbIX (eiepaaIbHBIMI OpraHaMy UCTIOIHUTENILHON BIACTH, KOTOPHIE
HE MOTYT ObITh NPHHATHI 0€3 MpeIBapUTEIbHOTO OOCYXKIACHUS Ha 3acedaHusAX OOILIECTBEHHBIX COBETOB
TpH STHX (heIepaNbHBIX OPraHax HCIOJTHUTEIBHOM BacTr" ),

HopmatuBHbIe npaBOBbIE aKThI (hefiepalIbHbIX OPraHOB MCIIOJHUTEIBHOM BIACTH, 3aTparuBaroiiue
npaBa, CBOOOIBI M OOS3aHHOCTH 4YEJNOBEKAa W TpaXJTaHWHA, YCTAHABJIMBAIOIIME MPABOBOW CTaTyC
OpraHM3alil WIK UMEIOINE MEXBEIOMCTBEHHBIN XapaKTep, MOIekKaT TOCYyJapCTBEHHON PErucTpaLuHy,
ONyOJIMKOBAaHUIO M BCTYMAIOT B CHJIYy B TOPSAJIKE, YCTAaHOBJICHHOM 3aKOHOAATENbCTBOM Poccuiickoii
®enepanuun (341,

TpeboBaHust K JOKYMEHTaM, HCIOJNB3YEMBbIM TMPH TPEIOCTABICHUN TOCYJApCTBEHHBIX U
MYHUIUNAIBHBIX YCIYT, YCTAHABJIMBAIOTCS B aJIMUHUCTPATHBHBIX pErilaMeHTaxX, pa3padaThlBa€MbIX Ha
ocHoBe @enepanbHoro 3akoHa oT 27 mtong 2010r. N 210-®d3 "OO opraHuzanuu NpeaoCTaBICHUS
TrOCYapCTBEHHBIX W MYHHMIMIIAJIBHBIX yCIOyr' ¥  COOTBETCTBYIOIIMX IIPaBWJI, YTBEP)KIEHHBIX
nocranoBieHueM [IpaBurensctBa Poccuiickont @enepannu 351,

HopmatuBHble mpaBoBble akThl cyObekTOB Poccuiickoit ®enepanuu u3Aa0Tcs MO MpeaMeram
coBMmecTHOro BefeHust Poccuiickoit ®enepaunn u cyobextoB Poccuiickoit denepanuu, a Takke BHE
npenenoB BeneHus Poccuiickon Penepauuu v noiaHomounit Poccumiickoit denepanuu 1o mpeaMeram
coBMecTHOTO Benenus Poccutickoit deneparuu u cyonexktoB Poccutickoit deneparuu.

Cucrtema HOpPMAaTHBHBIX IIPAaBOBBIX aKTOB OPIraHOB TOCYIApCTBEHHOH BlacTH, CyObekTa
Poccuiickoit @enepanun ycraHaBIMBaeTCsl B KOHCTUTYLUU (ycTaBe) cyobekTa Poccuiickoit @eneparyu B
coorBercTBUM ¢ Koucturynmelr Poccuiickoit ®epepaunu u @PenepanbHbiM 3akoHOM "OO6 00mumx
NPUHILIMIIAX OpraHMU3allMM 3aKOHOJATENIbHBIX (IPEICTaBUTENIbHBIX) W HCHOJHUTENBHBIX OpPraHOB
rocyJapCTBEHHOH BiacT cyObekToB Poccuiickoii @eneparuun” 6],

3akoHOmaTenbHbIe (TIPEICTaBUTENbHBIE) OpTaHbl TOCYIAPCTBEHHOM BIIACcTH CyObekTOB Poccuiickoii
denepany MPUHUMAIOT KOHCTUTYLUHU (pecryOiauKu) U ycTaBbl (Kpas, o0iacTH, ropojaa ¢enepaibHOro
3HaueHUs, aBTOHOMHAas 0O0JacTb, AaBTOHOMHBIE OKpyra), a TakKe 3aKoHbl cyObekTa Poccuiickoit
denepauuu.

Briciiee nmomkHOcTHOE nHio cyobekta Poccmiickoit ®denepanuu (PyKOBOIUTENh BBICIIETO
UCTIOJIHUTENILHOTO OpraHa TOCYJapCTBEHHOH BiacTu cyObekTa Poccuiickoit depepanun) u3maeT ykasbl
(TTOCTaHOBIIEHUS) U PACTIOPSIKEHUS.

CyOnexTsl Poccuiickoit deaepannu BopaBe NPUHUMATH 3aKOHBI O MPABOBBIX aKTaX, B KOTOPBIX
OTpeeNAOTCS BUABl HOPMAaTHUBHBIX IPABOBBIX AaKTOB, YCTAHABIMBAIOTCS OOIIME TpeOOBaHUA K HX
MOJTrOTOBKE, 0()OPMIICHUIO, IPUHSITHIO, OMTyOIMKOBAHUIO M BCTYIUICHUIO B CHITY.

B cootBerctBum ¢ moctaHoBienueMm I[lpaButensctBa Poccuiickoit denepanuu ot 29 HOSIOps
2000 r. N 904 "O6 yrBepxnenun Ilonoxxenus o nmopsiake BeneHus GpenepaibHOro perucTpa HOpMaTHBHBIX
MPaBOBBIX aKTOB CYOBEKTOB Poccuiickoit ®demepanun" KOHCTUTYHHMH (yCTaBbl), 3aKOHbI W WHBIC
HOPMATHBHBIE IPABOBbIE aKThl OPraHOB 3aKOHOMATENFHOW (TPEACTAaBUTEIBHON) BIACTU CYOBEKTOB
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Poccuiickoit ®enepanuy, HOpPMAaTHBHBIC MPABOBBIC AKThl BBICIIMX JODKHOCTHBIX JIMII CYOBEKTOB
Poccuiickoit ®enepanuu  (pyKOBOAWTENCH BBICIIMX OPTraHOB MCIOJHUTEIBHON BJIACTH CyOBEKTOB
Poccuiickoit @enepanun), OpraHOB HCHOJHHUTENBbHON BiacTu cyObekToB Poccuiickoit ®enepanuu
(rocylapCTBEHHBIX ~ COBETOB, IPABUTEIbCTB, KAOMHETOB MHMHUCTPOB, aJMUHUCTpPALUM, MIpHI,
MHUHHCTEPCTB M MHBIX OpraHOB), 3aTpardBalollde IpaBa, CBOOOJB M OOS3aHHOCTH YeJIOBEKa U
IpaXXJAAaHWHA, YCTAHABIMBAIOIIUE IIPABOBOM CTATyC OPraHM3alMi WM UMEIOLIME MEKBEJOMCTBEHHBIN
XapakTep, BKIIIOYAIOTCA B (hefiepalibHbId PETUCTP HOPMATHBHBIX IMPABOBBIX aKTOB cyOBbekTOB Poccuiickoii
®denepanun, BEAEHUE KOTOPOro ocyiecTBisieTcss MunucrepctBoM roctuiinu Poccuiickoit denepanuu.

3axnroueHuss MuHucrepcrBa roctuiMu Poccuiickoit @enepanuu 1o pe3ysbraTaM IIpaBOBOM U
AQHTUKOPPYILMOHHONW 3KCIIEPTU3 YKa3aHHBIX aKTOB BKIIOYAIOTCA B (efepalibHbIl perucTp B KauyecTBe
JIOTIOJTHUTEIIbHBIX CBEIECHUH.

B cootrBercTtBUM ¢ DenepanbHbIM 3akOHOM OT 6 okTsiOpss 2003 r. N 131-®3 "OO6 o6mux
IPUHLIMIIAX OpraHU3allMM MECTHOro camoympasieHus B Poccuiickoit ®denepaunu" opranbl MeCTHOTO
CaMOYIPABJICHUS U3Jal0T MYHULIUIIAIbHBIE IIPABOBBIE aKTHl. B ccTeMy MyHUIIMIIAJIBHBIX [TPAaBOBBIX AKTOB
BXOZAT " :

1) ycTaB MyHMLIMIIAIBHOTO 00pa30BaHus;

2) mpaBOBBIE aKThI, IPUHATHIE HA MECTHOM pedepeHayMme (cxo/ie rpaxkjaH), HOpPMATUBHBIC U UHBIC
IIPaBOBBIE AKTHI MIPEACTAaBUTEILHOIO OpraHa MyHHIIMIIAIBHOTO 00pa30BaHus;

3) npaBoOBbIE aKThI IV1aBbl MyHULIMIIAIILHOTO 00pa30BaHNs, IOCTAHOBJICHUS U PACHIOPSKEHUS TIIaBbl
MECTHOM aJMUHUCTPALUU, UHBIX OPraHOB MECTHOIO CaMOYIIPABJICHHUSA W JOJDKHOCTHBIX JIML MECTHOTO
CaMOYIpaBJIeHUs, IPEIYCMOTPEHHBIX YCTABOM MYHUIIMIIAIILHOTO 00pa30BaHusl;

4) TnaBa MYHUIMNAIBHOIO O0pa3oBaHMs B MpeAeiax CBOMX IOJHOMOYMMH, YCTaHOBIJIEHHBIX
YCTaBOM MYHHUIIUIAIBFHOTO OOpa30BaHHUA M PEIICHUSMHU IPEACTABUTEIHHOTO OpraHa MYHHUIMITAIHHOTO
o0pa3oBaHMsl, U3JaeT TOCTAHOBJIEHUS W PACHOPSDKEHHUS IO BOMpPOCAM OpraHU3alMy JIeATeIbHOCTH
IPEJICTAaBUTEIBHOIO OpraHa MYHHUIIMIAJIbHOTO 00pa3oBaHUS B Ciydae, €clid IJaBa MYHHUIMIAIbHOTO
o0pa3oBaHUs SBISETCA NpeAceqaTeneM MpeACTaBUTENILHOTO OpraHa MYHUIUNAIBHOIO 00pa3oBaHMS; B
cllydae, €clii IJlaBa MYHHUIMIIAIBLHOTO 00pa3oBaHMs SBISETCS IJ1aBOM MECTHON aJMUHHUCTpAlUU, OH
M3JIa€T MOCTAHOBJIEHMS IO BOIPOCAM MECTHOTO 3HAYEHUS M BOIPOCAM, CBSI3AHHBIM C OCYILECTBICHHEM
OTJIENbHBIX TOCYJAapCTBEHHBIX IOJHOMOYMH, TMEpEeJaHHBIX OpraHaM MECTHOTO CaMOYIIpaBJICHUS
(benepanbHBIMU 3aKOHAMU U 3aKoHaMH cyObekToB Poccuiickoit ®denepanuu, a Takke pacrnopsKeHUs IO
BOIPOCaM OpraHu3aluy paboThl MECTHOM aIMUHUCTPALIUH.

5) npencenarenb  NPEACTaBUTENILHOTO — OpraHa MYHHIMIAIBHOTO  OOpa3oBaHMUsS — U3JaeT
IIOCTaHOBJICHHS] Y PACHOPSKEHHS IO BOIPOCAM OPTaHM3ALMU JEATEIbHOCTH IIPEACTABUTENBHOIO OpraHa
MYHUIMIAIBLHOTO 00pa30BaHuUs.

WHblE NOMKHOCTHBIE JIMIIA MECTHOTO CAMOYIPABJIECHHUS W3AIOT PACIOPSDKEHHMS M MPHUKa3bl 110
BOIIPOCAM, OTHECEHHBIM K MX MOJHOMOYMSM YCTaBOM MYHUIIUIIATLHOTO 00pa30BaHUSI.

[Ipy mOArOTOBKE HOPMATHBHBIX IMPABOBBIX AKTOB B TOCYIAapCTBEHHBIX OpraHax CyObEKTOB
Poccuiickoit ~ @enepanuu, oOpraHax MECTHOTO  CaMOYINpPaBJIEHUS  YYUTHIBAIOTCS  TpeOOBaHMA,
YCTaHOBJIEHHbIE 3aKOHOAATEILCTBOM CyObekToB Poccuiickoit denepanvu, HOPMAaTUBHBIMH IPAaBOBBIMU
aKkTamu cyobekToB Poccuiickoii ®@eneparui.

B pazgene HHCTpyknmM 1O [E€TONPOU3BOJACTBY, YCTAHABIMBAIOIIMM TOPSAOK MOJATOTOBKH
HOPMAaTHBHBIX IIPABOBBIX aKTOB, PACKPBIBAETCSA:

- IOPSIOK OPOPMIIEHHUS TPOEKTA aKTa;

- COCTaB JOKYMEHTOB, COITPOBOXKIAIOIINX IIPOEKT, U IPUIIOKEHUS K HEMY;

- IOPSJIOK OJITOTOBKU ¥ O(hOPMIIEHUS COMTPOBOJUTENBHBIX JOKYMEHTOB;

- IpoLIeTypa COIJIaCOBaHUS MPOEKTA;

- HOPSAAOK NPHUHATHSA aKTa (IOJNUCAHUSA, YTBEP)KICHUS) WIM MOPSJIOK IPEACTABICHUS INPOEKTa
aKTa B BBIILIECTOAIMI UCIIOJHUTEIbHBIA OpraH WU NPeICTaBUTEIbHbIN OpraH.

['ocypapcTBeHHBIE OpraHbl, OpPraHbl MECTHOIO CAaMOYIIPaBICHMs BIIpaBe pa3padaTbiBaTh U
YTBEPXAATh OTAEIbHbIE HOPMATUBHBIE JOKYMEHTHI (IIpaBUJIa, MOJIOKEHUS), YCTAaHABIMBAIOLIUE TOPAIOK
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MOJTOTOBKA HOPMATHBHBIX IPABOBBIX aKTOB (MyHUIIMIAIBHBIX MPABOBBIX aKTOB), BKIIIOYAs MpaBUiIa UX
odopMIICHHUS, COTJIACOBAHUS, MPUHATHS (YTBEPKICHHUS ), OTTyOJTMKOBAHUS.

3.3.8. IloaroroBka MHAMBUAYAJBLHBIX NMPABOBbIX AKTOB (PACHOPAIAUTEIbHBIX JTOKYMEHTOB)
roOCy/1apCTBEHHOI'0 OPraHa, OPraHa MeCTHOI'0 CaMOYIIPaBJICHHUS

B wmemsax perynupoBaHMs —JIEATEIBHOCTH TOCYAApCTBEHHOIO OpraHa, opraHa MECTHOTO
CaMOYIIpaBJICHHs, OPraHU3allMd BBIIOJHEHUS TOCYJApCTBEHHBIX (YHKUMH W  MpeaoCTaBICHUS
rOCY/IapCTBEHHBIX YCIYT, YIPAaBICHHS TOCYJapCTBEHHBbIM (MYHULMIAIBHBIM) UMYIIECTBOM M PELICHUS
WHBIX 3aJ]la4, YCTAaHOBJIEHHBIX 3aKOHOAATENLCTBOM Poccuiickoii denepannu, rocy1apCTBEHHBIE OPraHbl,
OpraHbl MECTHOIO CaMOYIIPaBJIEHUsS, NOJDKHOCTHBIE JIMLA B Mpelenax CBOCH KOMIETEHUUU H3/1ar0T
IpaBOBBIC aKThl B (popMe IMpaBWJI, MOJOKEHUH, MHCTPYKIHUH, PErIaMEeHTOB, MOPSAKOB U Jp., a TaKKe
WHAUBHUyalIbHbIE PAaBOBbIE aKThl B (hOpMe yKa30B, IOCTAHOBJICHUM, PEIICHU, TPUKA30B, PACIIOPKEHUN
(anee - pacropsAUTENbHBIE IOKYMEHTBHI).

PacnopsautenbHble  JOKYMEHTBI HM3/IAIOTCS 1O  BOIPOCAM OCHOBHOW — JEATEIBHOCTH U
aJIMMHHMCTPATUBHO-X035IIICTBEHHBIM BOIIPOCAM [38],

- Ha3HAYEHUS, NIEPEMEILEHUSI U OCBOOOXKICHUS OT JOJKHOCTH, KOMAaHANPOBAHUS, HATPAXKICHUS
OpJIeHaMM ¥ MeJalIIMU, NPUCBOEHMSI MOYETHOTO WJIM BOMHCKOI'O 3BaHUS, NPEMHUPOBAHUS, Ha3HAUCHUS
NEPCOHAJIbHOM TEHCHM, 3aKPEIUICHUS >KWIBIX M HEXWIbIX IOMEUIEHUH U MPEAOCTaBICHUS JIbIOT
U IIPEUMYILECTB KOHKPETHBIM JIULIAM U JIp.;

- IEWCTBHE KOTOPBIX UCUEPIIBIBACTCA OAHOKPATHBIM IPUMEHEHUEM;

- OIIEPAaTUBHO-PACHIOPSAAUTEIBLHOTO XapaKkTepa (pa3oBble IOPYUEHHUs);

- CO3bIBa COBEIIaHM, KOH(EPEHIIHIA, ChE30B U JP.;

- COOpY’KEHUS NaMATHUKOB, OI0CTOB, MOHYMEHTOB;

- CTPOMUTENIBCTBA U PEKOHCTPYKIIMU KOHKPETHBIX 3/1aHUM, COOPYKEHUN MPEAIPUATHI U ITYCKE UX B
JKCIUTyaTaluIo;

- BBIICTICHUSI MaTepuajoB, MAaIllUH, OOOpYyIOBaHUS, TOBAPOB, W3ACIUN; O BBIICICHUU W
pa3pelieHnn pacxo10BaTh JIEHEKHbIE CPEACTBA Ha IPOBEIEHNE KOHKPETHBIX MEPOIIPHUSTHIA;

- OTCPOYKH IOTAIEHUS 33J0DKEHHOCTH 10 CCYAaM;

- OTBOJIa 3€MeJb OTAEIbHBIM MPEANPUATUAM, YUPEKACHUIM, OpraHU3aALUIM.

- 0 BHECEHUH MPABOBBIX AKTOB U UX MPOEKTOB HA PACCMOTPEHUE U YTBEPKICHUE;

- HallpaBJIEHHbIE Ha OpraHU3alMI0 UCIIOJHEHHS paHee YCTaHOBJICHHOIO OPSAAKa U HE cofiepKalliue
HOPM (B TOM YHUCJIE aKThl, COIEP)KaHNE KOTOPBIX CBOJUTCS K M3BEIIEHHUIO 00 aKTaxX APYruX OpraHoB);

- TEXHUYECKOT O XapakTepa (Tapu¢HO-KBaTHPUKALNOHHbIE CIIPaBOYHMKHU, (bopMbI
CTaTUCTHUYECKOTO HAOIIOIEHUS U JIp.), €CIIM OHU HE COAEPKAT MPABOBBIX HOPM;

- PEKOMEH/IaTeIbHOTO XapaKTepa;

- XO35IICTBEHHO-PACTIOPSIAUTENBHOIO XapakTepa.

[TpoeKkThl pacropsiIUTENbHBIX JOKYMEHTOB TOTOBSIT M BHOCST MOJpPAa3AeieHUs] TOCYIapCTBEHHOIO
OpraHa, MECTHOTO CaMOYIIPaBJICHHs B IUIAHOBOM MOPsAKE MO0 HAa OCHOBAHUU MOPYYEHUN PYKOBOJIUTEIS
roCy/IapCTBEHHOI'O0 OpraHa, MECTHOI'O CaMOYIPAaBJIEHUS JTUOO HWHOTO YMOJHOMOYEHHOIO JIOJIKHOCTHOTO
TULa.

ObecrnieueHne KaueCTBEHHOM MOATOTOBKH MPOEKTOB PaCHOPSAUTEIbHBIX JOKYMEHTOB [0 OCHOBHOM
JEATENIBHOCTH TOCYAapCTBEHHOIO OpraHa, opraHa MECTHOTO CaMOYIpaBIEHUS BT n ux cormacosanne ¢
3aMHTEPECOBAHHBIMM CTOPOHAMHU BO3JIaraeTcsi Ha PYKOBOAMTENEH MOapa3ieneHuil, KOTOpble TOTOBIT U
BHOCST IPOEKT.

KonTpons 3a mpaBWIIBHOCTBIO O(OPMIIEHUS TPOEKTOB PACHOPSAUTENBHBIX JIOKYMEHTOB
ocymectisier  Crnyxba  Jelonpou3BOJCTBA  TOCYJApCTBEHHOTO  OpraHa, oOpraHa  MECTHOTO
CaMOYTIPaBJICHHUS.

B MHcTpykumu 1o 1€101npon3BOJICTBY PEKOMEHYETCS U3JI0KUTh CIIEAYIOLINE ITOI0KEHUSL:

- BUJbl PACHOPAIUTEIBHBIX JOKYMEHTOB, MX HAa3HAY€HUE B JIEATEIBHOCTH TOCYAAPCTBEHHOTO
opraHa, opraHa MECTHOTO CaMOYIIpaBJICHUS;
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- IOPSAAOK IMOATOTOBKH ITPOCKTOB PACHIOPAAHUTCIBHBIX AJOKYMCHTOB TI'OCYAAapCTBCHHOI'O OpraHa,
OopraHa MECTHOTO caMOyIpaBiieHus! ((PYHKIIMH CTPYKTYPHOTO MOAPa3ACICHUS-UCIIOTHUTENS B TIOJrOTOBKE
IIPOEKTa, MOPSIAOK B3aMMOAECHCTBHSI CTPYKTYPHBIX MOJpa3fesieHud (JOKHOCTHBIX JIMI) B IIPOLECCE
MOJITOTOBKH TPOEKTA, €CIIM UCIOJHHUTENEH HECKOJBKO, - OTBETCTBEHHOCTh MOPA3ICICHHUS-UCIOTHUTEIIS
(TOJPKHOCTHOTO JIMIIA) 32 MOATOTOBKY MPOEKTa MPHKa3a (pacropsHKeHUS ),

- IOpSAIOK  OPOPMIICHHST TIPOEKTa  PACIOPSIUTEIBLHOIO JOKYMEHTA: COCTaB PEKBU3UTOB,
opOpMIICHHE 3arojioBKa K TEKCTy JOKYMEHTa, TpeOOBaHUS K CTPYKTYpe H H3JIOKEHHUIO TEKCTa,
oopmIIeHHE TIPUIIOKESHUH K MIPOCKTY PACIIOPSIUTEIHLHOTO JOKYMEHTA U JIp.;

- IPOLIEyPy COTJIACOBaHUs (BU3UPOBAHUS) MPOCKTA PACIIOPSIUTEIHHOTO JJOKYMEHTA C YKa3aHUEM
00s13aTEIIbHBIX HHCTAHIIUK COTJIACOBAHUS M YCTAHOBIICHHSI CPOKOB COTJIACOBAHUS TIPOCKTA JOKHOCTHBIMU
JUIAMH U UHBIMH PaOOTHUKAMU TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBIICHUS;

- IOPSIZIOK MIPEJICTABIICHUS IPOCKTA HA MOIHKCH, TOAMMCAHUE PACTIOPSAUTEIILHOTO JOKYMEHTA,;

- onyOnMKoBaHWe (pa3MENICHHWE) pACIOPSIUTEIBHOTO JokymeHta B CDOJl wimum  wHOU
UH(POPMAIIMOHHON CUCTEME, IOBEIICHUE PACIIOPSAIUTEIBHOTO IOKYMEHTA 10 UCIIOJIHUTEICH;

- IOPAJIOK BHECEHUsI U3MEHEHNUN B paHee U3/IaHHbBIN PACIOPSAAUTEIbHBIN TOKYMEHT.

3.3.9. ITos10xeHus1, NPpaBUJIAa, HHCTPYKIUH

WNHcTpyKus Mo JeI0MpPOU3BOJICTBY MOXKET COAEPKATh CIACAYIOIINE MOJIOKEHUS, ONPEAEIAIOIIne
HOPSIOK TIOJrOTOBKHU JIOKAIBHBIX HOPMATUBHBIX akTOB (nanee - JIHA), n3gaBaeMbix B popMe MOJTIOKEHHH,
MpaBUJl, UHCTPYKLIHIA:

- Haznayuenue JIHA B JesaTeNbHOCTHM  TOCYIAapCTBEHHOIO  OpraHa, oOpraHa MECTHOTO
CaMOYTIpaBJICHNUS;

- nopsaok nojarorosku JIHA u nopsinok ux opopmieHus;

- cornacoBanue JIHA ¢ 3anHTEpecOBaHHBIMU CTPYKTYPHBIMH NOJPA3ACIECHUIMU U JOJKHOCTHBIMU
JUIIAMH TOCY/IapCTBEHHOTO OpraHa, OpraHa MECTHOT'O CaMOYTIPaBJIEHUS;

- nopsA oK yreepxkaeHus JIHA;

- onyonukoBanue (pazmenienue) JIHA B COJ] unu uHoM nHOOPMAIIMOHHOM CHCTEME, TOBEIICHUE
JIHA 1o ucnojgHUTEINEN;

- BHeceHue n3Mmenenuit B JIHA.

3.3.10. [TpoToxkou 3acenanusi (CoBeIIAHMS)

JlesTenbHOCTh IO COBMECTHOW BBIPAOOTKE pEIIEHUN Ha 3acelJaHMsIX, COBEIIAHUSAX, COBETax,
CX0J1ax, COOpaHusIX u JIp. 0hOPMIISIETCS] IPOTOKOIAMH.

B NHcTpyKiuu 1o JeIonporu3BOCTBY HENeCO00pa3HO OMPEIEIUTD:

- BHJIBI TIPOTOKOJIOB, HCITOJIb3YEMBIX B JIEATEIHPHOCTH TOCYIAPCTBEHHOT'O OpraHa, opraHa MECTHOTO
CaMOYTIPaBIICHUS;

- MOPSA0K OGOPMIICHUST TMPOTOKOJIOB (COCTaB PEKBH3UTOB, OCOOEHHOCTH IOCTPOEHUS TEKCTa,
O0COOCHHOCTH 3aIUCH PEIICHU, 0COOBIX MHEHUH, pE3YyJIbTaTOB TOJIOCOBAHHUS U JIP.);

- CPOKH IOATOTOBKH IMPOTOKOJIA;

- IOPSJIOK TIOJITUCAHHUS IPOTOKOJIOB;

- onyOJMMKoBaHUE (pa3MelieHne) mpotokoia 3acenanus B COJ] wim uHOM wHOOpPMAIMOHHON
cucteme (J0BeJeHUE MPOTOKOIA IO UCIIOHUTENEH );

- oopMIIEHHE BBITUCKU U3 TPOTOKOJIA U JIp.

[Topsimox odopmieHUsT MPOTOKOJIOB 3acelaHUN TPUBENEH B MPWIOKEHHH N 9 K HACTOALIIUM
MeToIn4eCKUM pEKOMEHIAINSIM.

3.3.11. JlesioBoe (ci1y:keOHOE) MUCHMO

HenoBoe (ciy’keOHOE) THCbMO TOTOBHTCS B TOCYIApCTBEHHOM OpraHe, OpraHe MECTHOTO
CaMOYIPABJICHUS KaK:

- Tokiazn o BbimosHeHMM nopydeHui IIpesunenra Poccuiickonn ®denepanuu u IlpaBurenscTBa

02.06.20222 Cuctema 'APAHT 23/136



Poccuiickoit ®enepanuu;

- OTBET Ha 3a1npoc (eaepanbHOro rocyAapCTBEHHOTO OpraHa;

- OTBET Ha 3ampocC TEPPUTOPUATHLHOTO OpraHa (eAepaTbHOr0 OpraHa MCIOJHUTEIHHOW BIACTH B
cyowsekTe Poccuiickoit denepanuu;

- OTBET TOCYJApPCTBEHHOTO opraHa cyobekTa Poccuiickoit Depepanuu 0 BBIIOJHEHUU MTOPYYCHUS
I1aBbl pecnyOnivku B coctaBe Poccuiickoit denepanuu, pykoBOIUTENs Kpas, 00JacTH, aBTOHOMHOI
00J1aCTH ¥ aBTOHOMHOT'O OKpyTra B coctaBe Poccuiickoit denepannu;

- oTBeT Ha 3anpoc wieHa Cosera deneparuu Oenepanpaoro Codopanus Poccuiickoit denepanuu;

- OTBET Ha IIapJIAMEHTCKUI 3aI1poc;

- oTBeT Ha 3ampoc gaemnyrara ['ocymapcrBenHoit Jlympr ®enepanbroro Cobpanusi Poccuiickoit
Odenepany, qenmyTaTa MpeACcTaBUTEILHOTO opraHa cyobekta Poccuiickoit Denepanuu;

- OTBET Ha oOpallleHre TpakIaHuHA WK OpraHU3allHH;

- OTBET Ha 3ampoC TpakIaHWHA WM OpPraHW3alMH O TIPEJOCTaBICHUH WHQOPMAIMH O
JIeATEIbHOCTH TOCYIapCTBEHHOI'O OPraHa;

- COTIPOBOJIUTENIPHOE THCHMO K TMpoeKTaM (helepaibHBIX 3aKOHOB, MpOeKTaM akToB lIpe3mmeHTa
Poccuiickoit ®enepanuu u IlpaBurennctBa Poccuiickoit ®enepanuu, NpoeKTaM 3aKOHOB W HHBIX
HOPMAaTHBHBIX MPABOBBIX aKTOB cyObekTa Poccuiickoii @enepanuy;

- OTBET Ha 3alpoC UHOT'O IOCYIapCTBEHHOI'O OpraHa, OpraHu3aluy;

- 3aIIPOC O MPEIOCTABICHUHN JOTIOIHUTEIHFHOM HH(POPMALIMK B X0J1€ UCTIOTHEHUS TOCYAapCTBEHHOM
yCIIyTH WK 00 0TKa3e B MPEIOCTaBICHUU TOCYJaPCTBEHHOMN YCIYTH U Ip.;

- MHUIMATUBHOE THUCHMO, HAMPABISEMOE B IENAX HCHOJHEHUS (QYHKIHMHA TOCYIapCTBEHHOTO
opraHa, OpraHa MECTHOI'O CaMOYIIPaBII€HHUs, TOJIHOMOYHM JTOJKHOCTHBIX JIMI] FTOCYAApPCTBEHHOI'O OpraHa,
opraHa MECTHOTO CaMOYTIPaBJICHNUS,

-B JpYrHX CiIydYasx, TpeOyroolux HampaBieHus 3ampoca (MpockObl) O MPEeAOCTaBICHUU
uHpopmaluu (JOKyMEHTOB, CBEJICHUI ) MJIM OTBETA HA MOCTYMUBIIH 3a11poc (Ipochoy).

B UHCcTpyKIMK 10 A€I0NPOU3BOACTBY PEKOMEH1YETCSl YCTAHOBUTH:!

- IOPSIZIOK OPOPMIIEHUS JEIOBBIX (CIY>KEOHBIX) IMUCEM, B TOM YHCJIEe Ha JOJKHOCTHBIX OJIaHKaX;

- TpeOOBaHUS K TEKCTaM JENOBBIX  (CIyKeOHbIX) THCEM, OCOOEHHOCTH COCTaBIICHUS
WHUIIUATUBHBIX MHCEM, NTHCEM-OTBETOB, OTBETOB Ha OOpAIlleHUs TPAKIaH U OpPraHU3aIui, MOCTYMAIOIUX
B FOCYJapCTBEHHBII OpraH, OpraH MECTHOI'O CaMOYIIPABIICHHUS;

- IPOIIEAYPY COTJIACOBAHMS IETTOBBIX (CITYKEOHBIX) TTUCEM;

- 0COOEHHOCTH COCTaBJICHHS 1 0OPMIICHHSI COBMECTHBIX ITHCEM;

- OCOOCHHOCTH TPUMEHEHHUS] B JIEATEILHOCTH TOCYJapCTBEHHOTO OpraHa, opraHa MECTHOTO
CaMOYNPAaBIIEHUSI CPEACTB AJIEKTPOCBS3U, HMH(DOPMAIIMOHHO-KOMMYHHUKAIIMOHHBIX TEXHOJIOTUH ISt
MOJTYYCHHS ¥ OTIIPABKH JCJIOBBIX (CIY)KEOHBIX) TUCEM U APYTHX JOKYMEHTOB.

B MHHcrpykuuu 1o [I€IONPOU3BOJCTBY PEKOMEHJIYETCS YCTAHOBUTH COCTaB PEKBU3UTOB,
UCIIOJIb3YEMBIX MPU OPOPMIIEHUH AETOBBIX (CIY>KEOHBIX) MTUCEM:

- aJipecar;

- 1aTa TOKYMEHTa;

- PErUCTPALIMOHHBINA HOMEp JOKYMEHTAa;

- CCBUTKA Ha PETUCTPAIIMOHHBIN HOMEP M IaTy MOCTYITUBIIIETO TOKYMEHTA;

- 3aT0JIOBOK K TEKCTY;

- TEKCT JIOKYMEHTA,

- OTMETKA O HAJIMYUH NPUII0KEHUN;

- BU33;

- IOJINIUCH;

- OTMETKa 00 AJIEKTPOHHOHN MOAMKCH (B CJIy4ae IMOJATOTOBKH M OTIPABKH JIETIOBOTO (CIIYKEOHOTO)
nuchMa B opMe 3JEKTPOHHOTO TOKYMEHTA);

- OTMETKa 00 UCIIOHUTEIE.

B UnHCcTpyK1IMK MO 1€10MPOU3BOJCTBY PEKOMEHAYETCS OTMETUTh, YTO:
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- IenoBble (CiTy>keOHbIe) MHChbMa IEeYaTaloTcsl Ha OJaHKaxX YCTaHOBIEHHOW ¢opmbl (paszen 3.3.2
MeTtoauueckux pekoMeHAAlNii); ciy>KeOHble MHUCbMa, MOAMNChIBAEMbIE PYKOBOJUTEISIMU JBYX U Oosee
denepanbHBIX OPTaHOB UCIIOJIHUTEIBHON BIACTH, O(DOPMIISIOTCS Ha CTAHJAPTHOM JicTe Oymaru opmara
A4, mpu 3TOM HaWMEHOBaHHS OPraHOB BJIACTU - AaBTOPOB JOKYMEHTA - YKAa3bIBAIOTCS B PEKBU3UTE
"Iloanuce";

- CPOKH HOJIFOTOBKU OTBETHBIX MUCEM YCTaHABIMBAIOTCS HOPMATHBHBIMHU MIPABOBBIMU aKTaMU WU
B pE30NIONUAX (MOPYYEHHUSAX) MOKHOCTHBIX JIMI[ TOCYIapCTBEHHOI'O OpraHa, opraHa MECTHOTO
CaMOYNpAaBJIEHUS, CPOKHU TOATOTOBKM HWHHUIIMATUBHBIX IHCEM ONPENCNAIOTCS  PYKOBOJIUTEISIMU
CTPYKTYPHBIX MOAPA3ACIICHUIM rOCYyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYITpaBJICHUS;

- TEKCThI OTBETHBIX ITHUCEM JOJKHBI TOUHO COOTBETCTBOBATH JAHHBIM MOPYUYECHUSM, MTOCTYNHUBIIUM
3ampocaM, yKa3aHHUsIM 10 UCTIOIHEHHUIO JIOKYMEHTOB;

B JICJIOBBIX (CITY’)KEOHBIX) MHUChbMaX HCIOJIb3yeTCS PEKBH3UT "3arojioBOK K TEKCTY', OTBEYAFOIIHI
Ha Bonpoc "O yem?" u hopMynUpyIOMKI B KpaTKO# (popme TeMy nmucpma;

-B JeNOBbIX  (CIy)KeOHBIX) TMHCbMaxX HUCHOJB3YIOTCS  (pa3bl ITUKETHOTO  XapakTepa
"VBaxkaemblid...!" - B Hauasne nucbma, HaJ TekcToM u "C yBakeHueM," B 3aKIIIOUUTEIILHON YacTU MUChMA,
HaJI MOAMKCHIO; 3TUKETHBIE (Ppa3bl MeyaTarOTCs UCIIOTHUTEEM MPU OATOTOBKE MPOEKTa MHChMA,

- ICJIOBBIC (CITYKEOHBIC) MMChMa U3JIaraloTCs:

- oT l-ro muna muoxkectBeHHoro uucia ("I[Ipocum nmpenocraButh nHGopManuio...", "Hanpasisem
Ha 3aKJII0YEHUE TPOEKT..." U Jp.);
- OT 3-ro Jinma enMHCTBeHHOro uncia ("MHHUCTEPCTBO HE CYUTAET BO3MOXKHBIM...", "DenepaibHOe

apXMBHOE areHTCTBO MpeaiaraeT pacCCMOTPETh BO3MOKHOCTb...");

- oT 1-ro nMuIa €IMHCTBEHHOIO YMCIA, €CIH JAeJIoBoe (ClykeOHOoe) MMCbMO O(QOPMIICHO Ha
noipkHoctHoMm Onanke ("[lpomry Bac mpeacrtaButh cBepenust o...", "CuuTaro BO3MOXXHBIM TNPUHSTH
yyactue B...");

- IesoBble (ciy:keOHbIe) MUChbMa B YCTaHOBIEHHOM MHCTpyKIuel no nenonpou3BoJACTBY MOPSAKE
IPOXOJAT MPOLENYpY COIJIacOBaHUS (BU3UPOBAHMs) 3aMHTEPECOBAHHBIMU JIOJDKHOCTHBIMU JIMIIAMU
roCy/1apCTBEHHOI'0 OpraHa, opraHa MECTHOTO CaMOYTIPaBJICHMUS;

- ienoBble (CykeOHbIe) MUChMa MOMUCHIBAIOTCS PYKOBOAUTENIEM IOCYIapCTBEHHOIO OpraHa, ero
3aMECTUTENSIMU, UHBIMU YITOJITHOMOUYEHHBIMU JTOJKHOCTHBIMHM JIMIIAMU B COOTBETCTBUU C pacHpeeIeHUEM
00s13aHHOCTEH, YCTAaHOBJIEHHBIM IPAaBOBBIM AaKTOM TOCYJAapPCTBEHHOI'O OpraHa, oOpraHa MEeCTHOIO
CaMOYIPAaBJICHUS;

-B Clyyae HCIOJHEHUS OOS3aHHOCTEH BPEMEHHO OTCYTCTBYIOLIETO PYKOBOJUTENS J€OBBIE
(cmyxeOHbIE) MHCbMa M3TOTABIMBAIOTCS Ha OJIaHKaX BPEMEHHO OTCYTCTBYIOIIMX JIOJDKHOCTHBIX JIMII, B
pexBusure "lloamuce" B 3TOM ciydae yKa3bplBaeTcs CTAaTyC JOJDKHOCTHOTO JIMLA, IMOANHCHIBAIOLIETO
JIOKYMEHT, B COOTBETCTBHH C MPUKa30M 00 UCHOJHEHUH o0s3aHHOCTEH, HanpuMep: "M.o. MuHucTpa" win
"Hcnonustonmii 006s13aHHOCTH MUHUCTpA";

- B YCTAaHOBJICHHBIX 3aKOHOIATEIIBCTBOM CIydasx JENIOBbIE (CIy)KeOHBIE) MUCHhMa 3aBEPSIFOTCS
[I€YaThl0 TOCYAAPCTBEHHOIO OpraHa, OpraHa MECTHOTO CAaMOYIpAaBIEHHUS, a B IUCbMAax, COJEPKALIUX
ciIy)xeOHyr0 HMH(GOpPMalMI0 OrPaHUYEHHOTO paclpoCTpaHEHHs, MpocTaBisercs pekBU3UT "['pud
OTpaHMUYEHUS AOCTYIA K JOKYMEHTY'", KOTOPBII MOYKET IOMOIHATHCS HOMEPOM DK3EMILIApA.

3.3.12. 3anucka (aHATUTHYECKAS, IOKJIATHAS, CIy:KeOHasl, 00bSICHUTEJIbHAA)

B UHCcTpyKIIMK 11O A€IONPOU3BOACTBY PEKOMEHIYETCS OMPEACIIUTh:

- BUJIbl 3aMKCOK, CO3/1aBa€MbIX B FOCYJApCTBEHHOM OpraHe, OpraHe MECTHOI'O CaMOYIpPAaBIECHUS U
UCTIONIB3YEMBIX I~ WH(DOpPMAIIMOHHOTO OOMEHa MEXIy CTPYKTYPHBIMH  TOApPA3ACIICHUSIMH,
JOJKHOCTHBIMHU JIMIIAMH, PAOOTHHKAMU;

- IOPSIZIOK COCTABJICHHSI 3aMTMCOK (HAa OyMa)KHOM HOCHUTEJIE W/ WU B SJIEKTPOHHOM BH/JIE);

- PEKBHU3UTHI 3aMMMCOK PA3IUMYHBIX BHIIOB M UX O(hopMIICHUE;

- CTPYKTYpPY TEKCTa aHAJTUTHYECKOH (JIOKJIATHOM, CITy>KeOHOM, O0BICHUTEIHLHOMN ) 3aITUCKH,

- PEKBU3UTHI JOKIATHON (aHATUTHUECKOH, CITy)KEOHOU, OOBSICHUTEILHO ) 3aITUCKHU:
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- HAMMEHOBAHKE CTPYKTYPHOTO TIOJIpa3AeiICHUs - aBTOpa JOKYMEHTA;

- BUJI IOKYMEHTA;

- 1aTa TOKyMEHTA;

- PETUCTPAlIMOHHBIN HOMED;

- 3ar0JIOBOK K TEKCTY (IIpU HEOOXOIMMOCTH);

- ampecaT (MODKHOCTHOE JMIIO  (JWIla) TOCYJapCTBEHHOI'O OpraHa, oOpraHa MECTHOTO
CaMOYTIpaBJICHUS );

- TIOJIITUCH;

- OTMETKa 00 ucronHuTeNe (TP HEOOXOUMOCTH).

3.4. Opranu3zauus J0KyMeHT0000poTa

3.4.1. [IpyuHUMIIBI OPTaHU3AUMHU JOKYMEHTO000pPOTA

B coorBerctBun ¢ myHkrom 3.1 IlpaBun nenonmpou3BojacTBa B Ipolecce JTOKYMEHTO000poTa
oOecrnieunBaeTcs:

- IpUEM U NepBUYHast 00paboTKa BXOJAIINX JOKYMEHTOB,;

- IPE/IBAPUTEIILHOE PACCMOTPEHHUE BXOASIIUX TOKYMEHTOB;

- pErucTpanys BXOAAIUX, UCXOAAIINX U BHYTPEHHUX TIOKYMEHTOB;

- pacCMOTpPEHUE JOKYMEHTOB PYKOBOJICTBOM;

- IOBEJIEHUE JJOKYMEHTOB JI0 UCIIOJIHUTENEH;

- IOATOTOBKA NPOEKTOB JJOKYMEHTOB;

- COTJIaCOBAHUE IIPOEKTOB JOKYMEHTOB;

- IO/ATIMCAaHNE TIPOEKTOB IOKYMEHTOB;

- OTIpe/ieIeHne MECTa XpaHEHUs JOKYMEHTa (KOMHMU IOKYMEHTa) U BKJIIOUEHHE TOKyMEHTa (KON’
JIOKYMEHTA) B JIEJIO;

- 00paboTKa M OTHpPaBKa UCXOJAIIUX TOKYMEHTOB.

[Tpu ycraHoBiaeHUM TpeOOBaHUM K OpraHMU3alMM JOKYMEHTOOOOpPOTa B TOCY/IapCTBEHHOM OpraHe,
OpraHe MECTHOTO CaMOYIIPaBJICHUs CIEAYET UCXOIUTD U3 CIEAYIOINX IPUHIUIIOB:

- LEHTpAJIM3alliU OTlepalluii o NpueMy U OTIpaBKe JOKYMEHTOB;

- pacrpeficfieHUss JIOKYMEHTOB Ha JOKYMEHTOIOTOKH, HWMEIOUIME OJMHAKOBBI MapupyT
(MapupyTH3aIus 10KyMEHTOB);

- OpraHu3aluy IPEJBapUTEIBLHOIO PACCMOTPEHHUS TOCTYAOIINX JOKYMEHTOB;

- ACKJIIOYEHUS! ~ BO3BpPATHBIX  JIBWJKEHUH  JOKyMEHTa, He  OOYCIIOBJIEHHBIX  JIEJIOBOM
HEOOXOINMOCTEIO;

- O/IHOKPATHOCTHU PETHCTPAIH IOKYMEHTOB;

- yCTpaHEHUs! HEOOOCHOBAHHBIX COTJIACOBAHUI MPOEKTOB JIOKYMEHTOB;

- perjaamMeHTaluu onepanuil mo o0paboTke, paCCMOTPEHHIO U COTJIACOBAHUIO TOKYMEHTOB.

JIOKyMEHTOOOOPOT ~ TOCYZapCTBEHHOTO  OpraHa, OpraHa  MECTHOTO  CaMOYIPaBICHHS
ocylIiecTBisieTcs: ¢ ucnosb3oBanueM COJ] ¥ MHBIX MHPOPMAIIMOHHBIX CUCTEM, OOECIIEUNBAIOIINX PaboTy
C OTAEJIbHBIMU KOMILIEKCAMU JOKYMEHTOB.

B coorBerctBuM ¢ mnyHkToM 3.2 IlpaBun genonpou3BoAcTBa HH(GOPMAIMOHHBIE CHCTEMBI
roCyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO caMOyIpaBiieHus1, o0ecreynBaromue padboTy ¢ OTAeIbHBIMU
KOMIUIEKCaMH JIOKYMEHTOB, TOJKHBI ObITh MHTErprUpoBaHbl ¢ COJI B nenax peanuszauuu GyHKIUHA 0TOOpa
JIOKYMEHTOB BpeMeHHBIX (cBbliie 10 JeT) U MOCTOSIHHOTO CPOKOB XpaHEHUs IS Mepejaul Ha XpaHeHHe B
apXuB TOCYJAapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CAMOYIIPABICHMS M BBIICICHHUS K YHUYTOKECHHUIO
JIOKYMEHTOB, CPOKH XPaHEHUsI KOTOPBIX UCTEKIIH.

B coorBerctBum ¢ mynktom 3.3 IlpaBun nenompousBoiactBa Ciyxba JIeT0NPOU3BOACTBA
rOCy/IlapCTBEHHOI'O0 OpraHa, oOpraHa MECTHOI'O CaMOYIIPaBJIECHMs, JEJIONPOU3BOJUTENHN CTPYKTYPHBIX
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NOJpa3/ieNieHuil, a TaKke pabOTHUKU TOCYAAPCTBEHHOTO0 OpraHa, OpraHa MECTHOTO CaMOYIpaBIICHUS B
COOTBETCTBUM C MPENOCTAaBIEHHBIMU MM IpaBaMu obOecrieunBaioT BkioueHue B COJl 1O0KyMeHTOB
(IpOEKTOB JOKYMEHTOB), CBEAICHUHN O JIOKYMEHTax (IIPOEKTaX JOKYMEHTOB), CBEJCHUN O paCCMOTPEHUH U
pe3yJsibTaTax UCIOJIHEHUS JOKYMEHTOB U pe3yJIbTaTax UCHOJHeHHs (3anonHenue noieit JPK).

B nmoxymeHnToo0opoTe TrOCYyJapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIpAaBJCHUS B
COOTBETCTBUM C  OCOOCHHOCTSMH  TEXHOJIOTUYECKOM  00pabOTKM  JOKYMEHTOB  BBIACISAIOTCA
JOKYMEHTONOTOKHM:  IOCTyHarouiasi JOKyMEHTalus  (BXOZsIuas); OTHpaBiseMas  JOKyMEHTalus
(ucxondimas); BHyTpEHHsIsI JOKyMeHTauus. B cocraBe Bxonsuiedl u ucxonsuiel AOKyMEHTAllMM MOTYT
BBIICIIATHCS:

- IOKYMEHTHI, noctynuBiiue u3 Anmunucrpauuu IIpesunenra Poccuiickoit @enepanuu, Cosera
Oeneparun Penepansaoro Cobpanus Poccuiickoit @enepannu, I'ocynapcrBennoii Jymbr @enepanbHOro
CoOpanust  Poccuiickoii ®Denepanmm, IIpaButensctBa Poccuiickoit ®eneparuu, BBICHINX CYIOB
(Koncrutyunonnoro, BepxoBnoro), CuerHoii nanatel Poccuiickoit ®@enepanuu, LlenTpanpHoro OGanka
Poccuiickoit ®enepanmun U apyrux ¢denepaibHbIX OpPraHoB TOCYAApCTBEHHOM BIACTH M HHBIX
(denepanbHbIX TOCYAAPCTBEHHBIX OPIaHOB;

- TOKYMEHTBHI OpraHOB TI'OCYAapCTBEHHOW BiacTu cyOwneKkTOB Poccuiickoit denepanuu, opraHoB
MECTHOI'O CaMOYIIPABJICHUS;

- TOKYMEHTHl TEPPUTOPHUATBHBIX OPraHoOB (erepalbHbIX OPraHoB HCIOJIHUTEIHHOM BIIACTH B
cyobekrax Poccuiickoit @enepannu (Mpu X HATMYHHN);

- MApJAaMEHTCKHE 3alpochl, 3amnpochl jaenyratoB l'ocynapctBeHHod J[lymbel @DenepanbHOro
Cobpanuss Poccuiickori ®eneparuun u  cenatopoB Cosera @enepannu  Denepanproro CoOpaHus
Poccuiickoit @eneparuu, nenyTaToB 3aKOHOJATENBHBIX OpraHoB cyOwnekToB Poccuiickoit denepanuu u
OpraHOB MECTHOI'O CaMOYIIPaBJICHUS;

- oOparieHus rpakaad U OpraHu3aIuii;

- 3apochl  TpakJaH, OpraHM3alMii O TPEeJOCTaBICHUM HMHPOPMAIMK O JESTEIbHOCTH
TOCy/IapCTBEHHOT'O OpraHa U/Uiu O MPEI0CTaBIEHUU TOCYJaPCTBEHHBIX YCIYT U OTBETHI HA HUX;

- TOKYMEHTBI FTOCYAapCTBEHHBIX M HETOCYIAPCTBEHHBIX OPraHU3alINI;

- TOKYMEHTHI OOIIECTBEHHBIX M PEIUTHO3HBIX OPTaHU3AIINNT;

- TOKYMEHTBI U3 MPABUTEIbCTBEHHBIX U HETPABUTEILCTBEHHBIX OpraHU3aINil 3apyOeKHbIX CTpaH
U ApYTHe TPYMIbl JOKYMEHTOB.

Opranuzanys JOBUKEHHMS JOKYMEHTOB M JOCTyNa K JOKYMEHTaM B YCJIOBHSX 3JIEKTPOHHOTO
JIOKYMEHTOO0OpOTa  OCYILECTBJIIETCSI B~ COOTBETCTBHM  C pacHpeiesieHMeM  JIOKyMEHTOB  Ha
JIOKYMEHTOIOTOKH, UMEIONINE OJUHAKOBBIM MapuIpyT (MapHIpyTU3alUs JOKYMEHTOB) U OCOOEHHOCTAMU
00paboTku JOKyMeHTOB ¢ mpumeHeHueM CDOJ[. MapuipyTel JOKYMEHTOIOTOKOB JOJKHBI OBIThH
ONTUMAIBHBIMH TIO 3aTpaTaM BPEMEHH, HE JOJDKHBI JOMYCKATh JYOJHMPYIOMUX OTEPAIMA U BO3BPATHBIX
JIBIDKEHUH, HE 00YCIIOBIIEHHBIX JIEIOBON HEOOXOMMOCTBIO.

B cootBercTBUM ¢ myHKTOM 3.7 IIpaBmil Aenonpou3BOCTBa B TOCYJAPCTBEHHOM OpraHe, OpraHe
MECTHOTO CaMOYIIPABIICHHS JOCTAaBKa U OTIPABKA JOKYMEHTOB OCYLIECTBISIOTCS CPEICTBAMHU MOUYTOBOM,
benpabperepcKkoi, KypbepcKOW, MHBIMA BHJAMHU CICIHAIBHONW CBSI3HM, (DaKCHMIUIBHOM, TenerpadHoi,
Tese(hOHHOM, MOCPEACTBOM 3JIEKTPOHHOM mouThl, CO/l, cucTeMbl MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO
nokymeHTooboporta (mamee - MDBJIO), dyepe3 callT TOCYHapCTBEHHOTO OpraHa, OpraHa MECTHOTO
caMOYIpaBlieHUs, TTOCPEACTBOM (heqepaabHON TrocyAapCTBEHHOM MH(POpMAMOHHONW cucTeMbl "EnuHbiii
NopTal TOCYJApCTBEHHbIX M MYHUIMNAIBbHBIX YCIyr (QyHKuMii)" W/WIM pervoHanbHBIA mHOpTal
TOCY/IapCTBEHHBIX M MYHHUIIUMAIBHBIX YCIYT (nanee - [lopTan rocynapcTBEHHBIX YCIIYT).

JloctraBka W OTHIpaBKa D>JIEKTPOHHBIX JOKYMEHTOB cpenctBamu MOJIO ocymecTBisercs B
coorBercTBUM C [lojoxeHneM o cucTeMe MEXBEJOMCTBEHHOIO 3JIEKTPOHHOI'O TOKYMEHTOOOOpOTa M
[IpaBunaMmu oOMeHa [TOKyMEHTaMU B 3JIEKTPOHHOM BHJE TMpPU OpraHu3alud HHPOPMAIIMOHHOTO
B3auMoeiicTBus [

3.4.2. IlpueM 1 nepBHYHAsA 00padOTKA MOCTYNAKIIKUX JOKYMEHTOB
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B HMHcrpykuuu 1o JI€NONPOU3BOJCTBY — ONPENENSETCS  CTPYKTYpPHOE — IOApA3JIEIeHUE
(mozmpaszeneHus), OCYLIECTBIAIOIIEe NpUeM M 00pabOTKy MOCTYMAMLIeHl B TOCYAapCTBEHHBIH Opra,
OpraH MECTHOTO CaMOYIpaBJIEHUS KOPPECHOHJEHIUH, I0CIEI0BaTENbHOCTh M IOPSIOK OIepanui,
BBINOJIHSAEMBIX B IIpoLiecce 00paboTKU MOCTYyHaroIIel KOpPEeCIOHICHIINH.

B nannom pasznene MHCTpyKLMHU 1O J€I0NPOU3BOICTBY PEKOMEHYETCS IIPEAYCMOTPETh!

- IPOBEPKY IPABWJIBHOCTH aJPECOBAHUS MOCTYNUBIIUX JOKYMEHTOB W IPAaBUIBHOCTH JIOCTaBKU
JIOKYMEHTOB;

- IPOBEPKY LIEJIOCTHOCTH YMAKOBKH (KOHBEPTOB U IAKETOB);

- BCKPBITHE YIAKOBKH (32 MCKJIIOUYEHHEM KOHBEPTOB M MakeToB ¢ moMmeTkoi "JImuno" u rpudamu
OrpaHUYEHUS I0CTYINA K JOKYMEHTY, HE OTHOCSIIUXCS K 0OpallleHUsIM Ipa)/iaH, OpraHu3anuil);

- IPOBEPKY LIEIOCTHOCTH BXOASILIUX TOKYMEHTOB, BKJIIOYasl IPUIIOKEHMS,;

- YHUYTO)XKEHUE KOHBEPTOB U IIAKETOB WJIM YNAKOBKM (32 MCKJIIOUEHMEM OOpallleHHH TpakiaH,
OpraHusanuii, cyeOHbIX U MHBIX JOKYMEHTOB O€3 yKa3aHUs J1aThl, a TAK)KE B CIIy4asX, €CJIU JOKYMEHT
HOCTYNMJI T03KE YKa3aHHOTO B TEKCTE€ JOKYMEHTa CpPOKa HCHOJIHEHHUs (JaThl MEPONPUATHS) WIM MpPU
0O0JIBIIOM PACXOXKACHUH MEXK/1Y 1aTaMU IOJIUCAHUS U MTOJIy4€HUS JJOKYMEHTOB);

- COPTHPOBKY JOKYMEHTOB Ha MOJIEKAIMe U HE NOJUIeXkallie perucTpanuu (B MPUIOKEHUH K
WNHceTpykuny no 1eaonpou3BOICTBY 1Lienecoo0Opa3HO MPUBECTH NEPEYEHb JOKYMEHTOB, HE IMOJIEKAIINUX
perucrpamun) *1. TIpuMepHblii mepedeHs HEPErHCTPHPYEMBIX BXOIAIIMX JOKYMGHTOB INPHBEICH B
npuiokeHuu N 11 k HacTosmmum MeToinyecKkuM peKoMeHAalMsIM;

- Iepefayy JOKYMEHTOB, TPEOYIOIIUX PErucTpaliy, Ha y4acTOK PETrMCTpalMd U CKaHUPOBAHMS
JIOKYMEHTOB;

- BBIICJICHUE JIOKYMEHTOB, aJpPECOBAHHBIX B CTPYKTYPHBIE IOJIPA3ACiICHUS I'OCYJapCTBEHHOIO
opraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUs JUJIs [lepeladl JOKYMEHTOB HEIOCPEACTBEHHO B CTPYKTYpPHOE
NOJIpa3ielIEHue, MUHYS PyKOBOJICTBO;

- lepeiadyy JOKYMEHTOB, HE TpeOYIOUIMX pETUCTpallid B CTPYKTYpHbIE TOApPA3IEICHUs U
JOJKHOCTHBIM JIMIIAM;

- CPOKM O0pabOTKHM JTOKyMEHTOB U Tepefaud UX Ha Y4aCTOK PETUCTPAllUU WIM B CTPYKTYpHBIE
HOJpa3/ieNIeHus B clydae NOCTYIUIEHUs JOKYMEHTOB B pabouee u Hepabouee Bpems;

- IOPSAJIOK JIEWCTBUH B cClIy4yae YCTaHOBJEHHUS (pakTa HENMpaBWIBHON ajpecaluu JI0KYMEHTOB,
HEKOMITJIEKTHOCTH JIOKYMEHTOB, MOBPEXICHHS TOKyMEHTa MJIM KOHBEpTa (TMaKeTa), HaTM4usl Ha KOHBEpTE
(makete) rpuda orpaHMYEHUs J0CTyNa K JOKyMeHTY Ui nometok "Jlnuno", "Cpouno", "OnepatuBHo" u
zp.

B NHcTpykumu 1o 1e10Mnponu3BOICTBY PEKOMEHIYETCS PEAYCMOTPETh CIIEAYIOIINE TOT0KEHUS:

- OIIMOOYHO JIOCTABJIECHHBIE JOKYMEHTBHI IE€PECHUIAIOTCS MO0 Ha3HAUEHWIO WM BO3BPAIIAIOTCS
OTIIPaBUTEIO;

- TOKYMEHTBI, MOCTYNUBIINE B TOCYJApCTBEHHBIM OpraH, OpraH MECTHOI'O CaMOYIIpaBJICHHUS B
pabodee BpeMs, IPOXOJAT MEPBUYHYIO 00pabOTKYy M MEpeNaroTCsl Ha PErUCTPALUIO B JIEHb MOCTYIICHUS
WM Ha CIIeAYIOMUN pabouunii 1eHb;

- Ipy OOHAPYKEHUH MOBPEXKICHUS BXOASIIET0 JOKYMEHTA WM €r0 MPUJI0KEHUH, IPU OTCYTCTBUU
JOKYMEHTa, €ro 4acTH WIM NPWIOKEHHH K HEMY, a TaKK€ IPHU OTCYTCTBHM IOANKCH Ha BXOJAILIEM
JIOKYMEHTE COCTaBIISIETCS aKT B JIBYX 3K3eMIUISIpax (OJUH IK3EMIUISIP aKTa BHICBUIAETCS OTIPABUTEIIO,

2-ii — mpuoOmIaeTCsl K BXOMAAIMIEMY JOKYMEHTY W TIEpelaeTcs Ha PErucTpalfio U MPeIBapUTEITbHOE
pPacCMOTpEHHE);

- KOHBEPTHI, B KOTOPBIX MOCTYMHUIU JOKYMEHTBI, YHUUTOXKAIOTCS (32 HCKIIOYEHHEM oOpalieHui
TpaXXJ1aH U UHBIX JOKYMCEHTOB, €CJIM TOJIBKO IO KOHBCPTY MOXKET OBITH YCTAHOBJICH aAp€C OTIIPAaBUTECIIA
W/WIM J1aTa OTIPaBKH, a TaKXKe B CIydasX, €CIU JOKYMEHT TOCTYMHI MO3Xe YKa3aHHOTO B TEKCTe
JOKYMEHTa CpOKa HCIHOJHEHHS (JaThl MEPONPUSTHS) WIM MPH OOJIBIIOM PACXOXKIECHUH MEXIY JaTaMu
MoANMUCAHUS U MMOJTYHYCHUSA I[OKyMeHTOB);

- KOHBEPTHI (IMaKeThI), UMErOIIHEe OTMETKY "JInuHo", rpudbl orpaHUyYeHUs TOCTyIa K JOKYMEHTaM,
COJIepIKalINM CBeJIeHUsI KOH(DUICHIIMATHFHOTO XapaKTepa, He BCKPHIBAIOTCS U MEPEAAIOTCS:
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- ¢ oTMeTKoH "JInuHO" - HEMOCPEICTBEHHO ajJpecary;

- ¢ rpudamu orpaHuueHusi noctyna - padoTHuky CiyxObl AeTOMpOM3BOACTBA, B 00SI3aHHOCTHU
KOTOPOTO BXOIUT 00paboTKa JTOKYMEHTOB, COICPKAIINX CBEICHHS KOH(PUICHIINATFHOTO XapaKTepa;

- IOKYMEHThI, mocTynuBiine ¢ oTtmeTrkamu "Cpouno', "OmnepaTuBHO" W J1p., mepedaroTcs Ha
perucTpanmio He3aMeIJIUTENbHO;

- unopmupoBanne  pykoBoautenas — CiyxObl  AENONPOM3BOACTBA  IPU  HOCTYIUICHUU
MI0JI03PUTEIBHBIX [IOYTOBBIX OTIPABICHUM.

B UHcTpykuuu mo enonpou3BOJACTBY AODKHO OBITh MPEAYCMOTPEHO, YTO MPU MOCTYIUICHUU
JOKYMEHTOB U3 JPYTUX TOCYAApCTBEHHBIX OPraHOB, OPIraHOB MECTHOI'O CAMOYIIPABJIEHMSI, OpraHU3alUi
HEINOCPEJCTBEHHO B CTPYKTYPHbIE MOApA3JENeHUs, HO TpeOyrollue pacCMOTPEHUs PYKOBOJICTBA,
HepefaloTcss JUIsl PEeTUCTpallud W IpeABapUTeNbHOro paccMmoTpeHuss B CiyxOy Aenonpou3BOACTBa
roCyJapCTBEHHOT0 OpraHa, OpraHa MECTHOI'O CaMOYIPABIICHHUS.

B cootBercTBuM ¢ myHkToM 3.15 IlpaBuin nenonponsBoicTBAa Ha BCEX MOCTYNMBIINUX JTOKYMEHTaX,
3a HUCKJIIOYEHHEM [OKyMEHTOB, MOCTYMHUBIIMX B (OpME HJIEKTPOHHBIX JOKYMEHTOB, MPOCTABIAETCS
OTMETKa O MOCTYIUIEHUU TOKYMEHTa B TOCYJapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOyINpaBiIeHUs (CM.
nyHKT 26 [Ipunoxenust N 3 k HacToAIMM MeTOANYECKUM PEKOMEHIAITUSM).

B cootBerctBuu ¢ nyHkTOoM 3.16 IlpaBui [1e10NpOU3BOJCTBA AJIEKTPOHHBIE JIOKYMEHTHI,
MOCTYIHUBIIKME U3 JIPYTUX OPraHU3alMi U IpakaaH o 3JIEKTPOHHOM noure, nocpeactsom COJl, M0,
yepes caiit roCy/1apCTBEHHOIO oprasa, oprasa MECTHOTO caMOyIpaBJICHUs B
nH(GOPMaLIMOHHO-TEIEKOMMYHHUKAIIMOHHON ~ cetu  "Mutepuer", Ilopram  rocynapcTBEeHHBIX U
MYHULIMNIAJbHBIX  ycayr, npuHumarorcs Ciyx00i Jelonpou3BOACTBA WJIM HMHBIM CTPYKTYPHBIM
nojipa3ziesiecHueM, B 00S3aHHOCTH KOTOPOTO BXOJIUT OpraHu3aius padoThl ¢ 0OpalleHusIMH U 3alpocamMu
rpaXKaaH U OpraHu3alui O MPEeOCTaBICHUM MHPOpPMAIMHU O JEATEIBHOCTH IOCYAapCTBEHHOIO OpraHa,
OpraHa MECTHOT'O CaMOYTIpaBJIEHHs, O MPEIOCTABICHUN TOCYAAPCTBEHHBIX (MyHUIIUTIATBHBIX) YCIYT.

B coorBerctBuum ¢ mnyHkrtoM 3.17 IlpaBun nenonpou3BOACTBA MOPSIOK HH(POPMALIMOHHOTO
B3aMMO/ICHCTBHS TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIpaBJIEHUs MOCPEACTBOM OOMeHa
JOKYMEHTaMHU B 3JIEKTPOHHOM BHJE, NE€peYeHb BHUAOB KOTOPBIX yTBepkaaercs IlpaBurtenbcTBoM
Poccniickoit ®emepamn **, 32 mckmoueHneM OGMEHa OIEKTPOHHBIMU JOKYMEHTAMH B paMKax
NPEIOCTABIEHUSI TOCYJApCTBEHHBIX W MYHUIMNAJIbHBIX ycayr, ycTtaHoBieH IIpaBumamu oOmeHa
JOKYMEHTAMH B OIEKTPOHHOM BHAC MNP OPraHM3alié HMH(MOPMAIMOHHOTO B3aMMOJEicTBHs 7 u
TpeGOBAHUSIMY K OPraHH3aIHOHHO-TEXHIIECKOMY B3aHMOISHCTBHIO W,

B cootBercTBuu ¢ nmynkrom 3.19 IIpasui nenonpounsBoactsa MHCTpykmen no n1enonpons3BoICTBY
MOKET OBITh MpPEIyCMOTPEHA pacreyaTka JIEKTPOHHBIX JOKYMEHTOB C IOCIEAYyIoIIel opraHu3anuei
paboThI ¢ HUIMU KaK C JOKyMEHTaMM Ha OyMa)XHOM HOCHUTEJIE.

3.4.3. IIpenBapureibHOE PACCMOTPEHHE JOKYMECHTOB

B WHCTpyknmm 1O  JENONPOW3BOACTBY TOCYAApCTBEHHOTO OpraHa, OpraHa MEeCTHOTO
caMOyITIpaBJIEHHsI CelyeT MpeaycMoTpeTh npoBeaeHne Ciryx00i AeI0npon3BOACTBA NPEABAPUTEIHLHOTO
PACCMOTPCHUA AOKYMCHTOB B LCJIAX BBIACJICHUA M3 BCEro MacCCHBa HOCTYHI/IBIHCI\/'I KOppECIIOHACHIINN
JIOKYMEHTOB, TPEOYIOUIMX O005S3aTeNbHOI0 PACCMOTPEHUS PYKOBOJIUTENEM TOCYJAapCTBEHHOIO OpraHa,
opradHa MECTHOT'O CaMOYIIPAaBJICHUA, 3aMCCTUTCIAMU PYKOBOAUTEIIA, HHBIMH JOJIPKHOCTHBIMU JIMIIAMHU IIPpU
HAJIMYUM Y HUX COOTBETCTBYIOIIMX MOJHOMOUYUH. JIOKyMEHTHI, TOCTYNHUBIINE B FOCYIapCTBEHHBIN Oprax,
OpraH MECTHOTO CaMOYMpaBJIECHHS II0 BOMPOCaM, HE TPEOYIOIIMM pPAacCMOTPEHUS PYKOBOJCTBOM,
HanpaBisaores  CiykO0H  JeTONpOn3BOICTBA  HEMOCPEACTBEHHO B CTPYKTYpHBIE IOJpa3/ieeHuUs.
OcHoBaHNEM IJId MPUHATHA PCHICHUSA B XOA€ MPEABAPUTCIIBHOIO PACCMOTPCHUA SABJIACTCA COACPIKAHUC
JIOKYMEHTA, a HE aJJpeCOBaHUeE IOKyMEHTa COOTBETCTBYIOIEMY JIOPKHOCTHOMY JIUILY.

Pe3ynpraToM TpeABapUTENBHOTO PAcCMOTPEHMS JIOJDKHO OBITh  HAmpaBleHWE JOKYMEHTa
HCIMMOCPCACTBCHHO TCM NOJIKHOCTHBIM JIMIIaM, KOTOPBIC HAICJICHBI ITIOJTHOMOYUSAMMU 110 UX PACCMOTPCHHUIO B
COOTBETCTBHUH C YCTaHOBJIEHHBIM B TOCYJapCTBEHHOM OpraHe, OpraHeé MECTHOTO CaMOYIPAaBJICHHS
pacpeaciiCHUEM 00s3aHHOCTEN MCXKAY PYKOBOAUTCIICM, €TO 3aMCCTUTCIAIMU U UHBIMU JOJIZKHOCTHBIMU
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JULAMH.

B cootBerctBuM ¢ myHkToMm 3.28 IIpaBui nenonpou3BOJCTBA COCTaB JOKYMEHTOB, MOJJICKAIINX
IPEBAPUTEIBHOMY PAaCCMOTPEHUIO B TOCYJApCTBEHHOM OpraHe, OpraHeé MECTHOI'O CaMOYIpaBJE€HUS,
MOJKET ObITh KOHKPETU3UPOBaH B IHCTPYKIINH 110 I€TIONPOU3BOICTBY.

3.4.4. PerucTpanusi noCTynamIMxX J0KyMEHTOB

B MHcTpykumu 1o 1e101pon3BoJICTBY PEKOMEHIYETCSI OIIPEEINUTD:

- MECTO M CHOCO0 perucTpanuu AOKYMEHTOB, IOCTYIMAOIIUX B FOCYIapCTBEHHBIA OpraH, OpraH
MECTHOTO CaMOYIpaBieHUsl (MPH CMEIaHHOW (opMe OpraHM3alUU JIETONPOU3BOACTBA JIOMKHO OBITH
OTpezieNieH0, KaKhue JIOKYMEHTHI peructpupyiorcs B CmyxOe [eIonpous3BOJICTBA, KaKHE - B HHBIX
CTPYKTYPHBIX IOJIpa3elIEHUsIX TOCYAApCTBEHHOI0 OpraHa, OpraHa MECTHOI'O CaMOYIIPaBJIE€HU);

- CPOKH PETUCTPALMU MMOCTYMAIOUINX JOKYMEHTOB (B JA€Hb IOCTYIUICHUS, HA CIEAYIOIUN pabounii
JneHb (B CiIydae IIOCTYIUIGHHS OKYMEHTa B Hepabouyee BpeMs), He3aMeIIHUTEIbHO (C OTMETKaMHu
"Cpouno", "OnepaTuBHO" U 1ip.), B Te€UeHHE TpeX AHEH (oOpalleHus rpakaaH U OpraHHU3allHii, 3ampoChl
rpaXkJiaH O MPEIOCTAaBICHUHA MHPOPMAILIMU O IEATEIFHOCTH rOCYIapCTBEHHOTO OpraHa, OpraHa MECTHOTO
caMOYIpaBlIeHUs) U Jp.;

- CTPYKTYPY PETHUCTPALlMOHHOTO HOMEpa BXOJSALIEr0 JOKYMEHTa U MCHOJb3YeMbIE JUIsI 3TOrO
KJ1acCU(pUKATOPHI (KIACCH(PUKATOP CTPYKTYPHBIX MOAPA3/ICICHH, HOMEHKIIATypa JIel FOCyAapCTBEHHOTO
oprasa, opraHa MECTHOTO CaMOYIIpaBJICHUS, KIaCCU(PUKATOP JTOJKHOCTHBIX JIHII, KJIacCu(UKaTOp BUIOB
JIOKYMEHTOB, KJIacCU(UKATOP KOPPECIIOHAECHTOB H JIP.);

- PEKBU3UTBHl JIOKyMEHTa M Jpyrue CBEJIEHUs O JIOKyMeHTe, BKiIrodaemble B COJ]
FOCY/IaPCTBEHHOTO OPraHa, OpraHa MECTHOTO CAMOYIIPABICHHS L),

- iepeiayy JOKYMEHTOB Ha PETUCTPALIMIO TOJIBKO [TOCIIE UX MIPEIBAPUTEIILHOTO pACCMOTPEHMUS;

- peTUCTpalHIO JOKYMEHTOB HE3aBUCUMO OT CrIoco0a MX J0CTaBKH;

- PETUCTPALIMIO JIOKYMEHTOB B IpeJesiax JOKYMEHTONOTOKOB, BBIECJIEHHBIX B IOCYIapCTBEHHOM
oprase, opraHe MECTHOT'O caMoyIpaBieHus (cM. pazaen 3.4.1.);

- IPOCTaBJICHHE Ha MOCTYNAIOUIUX JOKYMEHTaX OTMETKH O TMOCTYIJIEHHU C yKa3aHUEM JaThl
NOCTYIUIEHUS ¥ BXOZSIIEr0 PETUCTPALIMOHHOTO HOMEpA TI0KYMEHTA,

- BHECEHHE COOTBETCTBYIOIIMX cBeAeHUN o gokymente B OPK nmokymenta B CDJl wim
PETUCTPAllMOHHO-YUYEeTHYIO (opMy Ha OYMaXHOM HOCHUTENE, NMPUCBOEHUE MOCTYNHUBIIEMY JIOKYMEHTY
pEerucTpalioHHOr0 HOMEPA;

- IOPSAZIOK OLU(PPOBKU (CKAHUPOBAHUS) JOKYMEHTOB, MOCTYMHBIIUX B TOCYJapCTBEHHBIN Opra,
OpraH MECTHOTO CaMOYIpaBjieHHs] Ha OyMaXHOM HOCHUTENE, U TOPSAOK BKIIOYEHHS AIIEKTPOHHBIX
JIOKYMEHTOB U 3JIEKTPOHHBIX KOMHUHU JOKyMEHTOB B CO/I;

- BOBMOXHOCTh HCIIOJIb30BAHUS IITPUXOBOTO KOJUPOBAHUS TOKYMEHTOB B LIENSX aBTOMATHU3alMU
NPUCOETUHEHNUS JEKTPOHHOM Komuu aokymeHTa k DPK, a taxke mns obecrniedyeHus ObICTPOro MOMCKa
3JIEKTPOHHOU KoMK ToKymMeHTa B CO/] rocy1apCTBEHHOTO OpraHa, OpraHa MeCTHOTO CaMOYIIPaBIICHHUS;

- pa3paboTKy B HENAX PErHCcTpallid U ydeTa JOKYMEHTOB B TOCYJapCTBEHHOM OpraHe, OopraHe
MECTHOTO CaMOYTIPABIICHUSI KIacCHU(PUKATOPOB (CIIPAaBOYHUKOB):

- CTPYKTYPHBIX MOJIpa3/IeIeHUM;

- BUJIOB JIOKYMEHTOB;

- IOJDKHOCTHBIX JIUIL;

- KOPPECIIOH/IEHTOB;

- IPEIMETHO-TEMAaTUYECKOT0 (BOIIPOCOB AEATEIbHOCTH);

- YKa3aHUH 10 UCIIOJHEHUIO IOKYMEHTOB;

- UCIIOJIHUTEIICH;

- pe3yJIbTaTOB UCIIOJIHEHUS JJOKYMEHTOB U Jp.;

- OCOOGHHOCTH  PErHCTPallid  3JCKTPOHHBIX JOKYMEHTOB, TMOCTYNUBUIMX IO  CHCTEME
MEXBEJJOMCTBEHHOTO  JJICKTPOHHOTO  JOKyMeHTooOopota  (mamee - MDBJIO), mo  cucreme
MEXBEJJOMCTBEHHOI'O 3JIEKTPOHHOTO B3aumojenctBus (manee - CMDB), B C3J] rocyaapcTBeHHOTO
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opraHa, opraHa MecTHOro camoympasieHus. [Ipu nocryminenun gokymentoB no MJIJIO umu CMDOB
ClleyeT y4YuTbIBaTb TpPeOOBaHMs, YCTAaHOBJECHHBIE YINOJIHOMOYEHHBIM (elepabHbIM  OpraHOM
VCTIONTHATEIBHOM BIIACTH B c(hepe MEKBETOMCTBEHHOTO SIEKTPOHHOTO 10KyMerToobopora *%);

- HOPSA0OK  PErMCTpalliM JIOKYMEHTOB Ha MHOCTPAHHBIX SI3bIKAaX, IOCTYNUBUIMX B aJpec
roCy/1apCTBEHHOI'O0 OpraHa, OpraHa MECTHOI'O CaMOYIpPaBJIEHUs (B COOTBETCTBUM ¢ IyHKTOM 3.27 IlpaBun
JIeJIONPON3BOACTBA JOKYMEHThl HAa MHOCTPAHHBIX fA3bIKaXx Mocie ux peructpauun B CoayxOe
JIeTIOTIPOU3BOICTBA TIEPEIAIOTCS B COOTBETCTBYIOIIEE MOApA3/e/ieHHe WM PAOOTHUKY TOCYIapCTBEHHOTO
opraHa, opraHa MeCTHOI'O CaMOYIIPaBJIEHMs JUIsl IEPEBOAA U MOCeNyIolel nepeaayl Ha pacCMOTpEHUE
PYKOBOJACTBA;, HHAd KOPPCCIOHACHIMA Ha HWHOCTPAHHBIX A3BIKAX IMCPCAACTCA IO HA3HAYCHUIO

HEMOCPEICTBEHHO B CTPYKTYPHBIE MOPA3ACICHUS).

3.4.5. Ilopsanok paccMOTpPeHUS JOKYMEHTOB PYKOBOJACTBOM M JI0BeJA€HHUSI JOKYMEHTOB /10
HCIOJTHUTE el

B HMHcTpykiuu 1o Jes0NpoM3BOJCTBY PEKOMEHAYETCS ONPEAETUTh MOPSIOK PacCMOTPEHHUs
JIOKYMEHTOB PYKOBOJICTBOM TOCYAAPCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIIPaBJIEHUSI C y4ETOM
YCTAQHOBJICHHOI'O pacrpeseieHnus 00sf3aHHOCTEH MeXy pYKOBOIUTENEM, €ro 3aMECTUTENIIMU U MHBIMU
JOJUKHOCTHBIMM JIMIAaMH M B COOTBETCTBMM C pPE3yJIbTaTaMHU IPEABAPUTEIIBHOIO PAaCCMOTPEHUS
NOoKyMeHTOB B Ciryx0e J1e/I0Npor3BO/ICTBA, a TAKXKe MOPAAO0K JOBEACHUS TOKYMEHTOB 710 UCIIOJIIHUTENEH.

B UnCcTpyKIMu 1o AeI0npor3BOICTBY 1ENeco00pa3HO yCTaHOBUTh, YTO:

- IOKYMEHTBI IE€pellaloTCsl Ha PacCMOTPEHHE PYKOBOJIUTENI0 W HHBIM JOJDKHOCTHBIM JIMLIAM
rOoCy/lapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYNpAaBJIEHUS TOJbKO IIOCIE€  pEerucTpanuu
(MCKIIIOYEHUEM MOTYT OBITh TOJIBKO JIOKYMEHTBI, TPEOYIOILe He3aMeIIUTEIbHOIO UCIIOMHEHMS, a TaKxkKe
HEPETUCTPUPYEMBIE JOKYMEHTBI, MPEAHA3HAUEHHBIE PYKOBOJUTENIO I'OCYJapCTBEHHOI'O OpraHa, opraHa
MECTHOT'0 CaMOYIIPaBJIEHUS HJIM UHBIM JJOJDKHOCTHBIM JIMIAM);

- [IOCJIE€ PAaCCMOTPEHHUS JTIOKYMEHTOB PYKOBOJICTBOM, PE3OJIOLUU (IOPYYEHUS MO JIOKYMEHTaM)
nepeHocsatest B OPK (B MHCTpyKIMM 1O 1€710IPOU3BOJICTBY YCTAaHABIUBAETCS, KEM M KaKUM 00pa3oM 3TH
cBegenust BHocsATcs B OPK);

- IOCTYH K 3JIEKTPOHHOMY JIOKYMEHTY (3JIEKTPOHHON KONUM JOKYMEHTA) UCIIOJHUTENHN MOJTy4aroT
1OCJI€ BBIHECEHUS PE30I0OLUH (TIOPYUEHUH MO IOKYMEHTY);

- MECTO XpaHEHMs MOJIMHHHUKA JIOKYMEHTa, €CIM JOKYMEHT MOCTYNHI Ha OyMaXHOM HocuTene (B
Cnyx0e [enonpou3BOJICTBa WJIM B CTPYKTYPHOM THOJpa3fielieHuH, Ha3HAY€HHOM MHCIIOJIHUTEIEM
(OTBETCTBEHHBIM UCIIOJHUTEJIEM) 110 TIOKYMEHTY);

- lepesiada JOKYMEHTOB MEXJy CTPYKTYPHBIMM MOJpa3elIeHUs MU TOCYIapCTBEHHOTO OpraHa,
OopraHa MECTHOI'O CaMOYIpaBlieHHsl ocymiecTBisercss uepe3 CnyxOy Jelonpou3BOACTBA WIM €
00s13aTenbHBIM yBeoMiIeHHeM CIy:KObl eIONPOU3BOICTBA.

ITocne mpuUHATHA PYKOBOAMTENEM PEUIEHMS IO HCHOJHEHUIO JOKYMEHTA, IMOCTYHNUBLIETO IO
MO0, mnst uHGOpMHUpPOBaHUS OpPraHU3ALUU-OTIIPABUTENS JODKHO OBITh C(HOPMHPOBAHO yBEIOMIICHHE
0 MPHHATHH JOKYMEHTA K HCIIONHEHHMIO, COepIKaIIee CIIeAyIOIe TaHHbe | ;

a) nary/BpemMs (popMUpOBaHUS YBEIOMIICHHUS;

0) KpaTKyto HHPOPMAIIMIO O OCTYMUBIIEM JTOKYMEHTE, K KOTOPOMY OTHOCHTCSI YBEJIOMJICHUE;

B) HH(OPMAIUIO O MMYHKTE IOKYMEHTA, IPUHSITOM K UCTIOJHEHHIO (OMIIMOHAIBHO);

) uH(pOpMAIHIO 00 aBTOPE PE30JIOLUH (PYKOBOIUTENE, 3aMECTUTENE PYKOBOIUTENS OpraHUu3aIluH
- yauactHuka MDJ10);

1) “”HGOPMAIIHIO O PYKOBOJUTENE M0Apa3AeIeHUS-UCTIOTHUTEIS;

e) nadopmairo 06 OTBETCTBEHHOM HCIOJIHUTENE (MCTIOTHUTETE).

Ecin B xome ucnosHeHus mnonydeHHoro no MOJIO nokymeHTa, MEHSIETCS OTBETCTBEHHBIN
UCIIOTHUTENb  (MCIIONMHUTENb), Uil  WHGOPMHUpPOBAaHUS  OpraHm3anuu-otnpaButens  Coyx0oit
JIeNIOTIPOU3BOCTBA  (POPMUPYETCS yBEJOMJICHHE 00 W3MEHEHMHM XOJa WCIOJHEHHUs, COoJeprKallee
CJIEAYIOIINE JaHHBIE:

a) nary/BpemMsi GOPMHPOBAHUS YBEJOMIICHHUS;
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0) KpaTKyro HHGOPMAIUIO O MOCTYMUBIIEM JOKYMEHTE, K KOTOPOMY OTHOCHUTCS YBEIOMJICHHCE,

B) HUH(QOPMAIINIO O MMYHKTE JOKYMEHTA, 10 KOTOPOMY MEHSETCSI XOJ UCTIOHEHUS (OTBETCTBEHHBIM
UCIIOJIHUTED);

r) uHbOpMaIMO 00 M3MEHEHUH X0/a MCTOoJHeHUs (MHpopMaIus 00 W3MEHEHUH OTBETCTBEHHOTO
UCIIOJTHUTEIIS (MCTIOTHUTEIIA);

n) uHbOpMaLKIO O JOKYMEHTE - OCHOBAaHMM HW3MEHEHHUS XOJa WCIOIHEHUS JOKyMEHTa
(OTBETCTBEHHOM HMCHOJHUTENE (MCIIOTHUTEIE).

3.4.6. Opranusanust padoThbl ¢ OTIPABJIAEMbIMH JOKYMEHTAMH

B nmanHOM pasgene WHCTPYKIMM ONPEACISIOTCS OCHOBHBIE STalbl MPOXOXKACHHS IPOEKTOB
UCXO/ISIIIMX JIOKYMEHTOB B IPOIECCE UX MOJIrOTOBKH, COTJIACOBAHUS M TIOANUCAHUS (YTBEPKICHHUS).

B MHCTpyKInu 1o 1enonpon3BOCTBY IIeIecO000pa3HO YCTaHOBUTb, UTO:

- OTBETCTBEHHOCTh 3a COCTaBJeHHE U O(OpMIICHHE JOKYMEHTa B COOTBETCTBHH C IPAaBHIIAMH,
YCTaHOBJICHHBIMU B TOCYIAPCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYIPAaBJICHHsI, a TAK)KE COTJIaCOBAHUE
IPOEKTa IOKYMEHTA C 3aMHTEPECOBAHHBIMU OPTaHAMU BJIACTH M OPTaHU3aLUsIMHU (BHEIIHEE COTJIACOBAHME)
U JIOJDKHOCTHBIMH JIMIIAMHU TOCYIapPCTBEHHOTO OpraHa, OpraHa MECTHOT'O CaMOYIpaBJieHUs (BHYTpEHHeEe
COTJIACOBAHME) BO3JIAraeTCsl Ha CTPYKTYPHOE MOAPA3ACICHHUE - HCIIOTHUTEh TOKYMEHTA;

- IPOEKTHI JIOKYyMEHTOB TOCY/IapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUS TOTOBSATCS
B ()OpME 3JIEKTPOHHBIX IOKYMEHTOB HJIM JOKYMEHTOB Ha OyMa)KHOM HOCHTEIIC;

- I TTOATOTOBKE 3JIEKTPOHHBIX JIOKYMEHTOB UCIIOJIB3YIOTCS JIEKTPOHHBIC IA0I0HbBI, JOKYMEHTOB
Ha OyMa)KHOM HOCHUTEJIE - OJJaHKH yCTaHOBJIICHHOHN (POPMBI MiIK Oymara CTaHIapTHOTO (hopMarta;

- IPOEKTHl JIOKYMEHTOB TOCYIApCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIpaBIICHHS,
MOJTOTOBJICHHBIE B (hOpME DIIEKTPOHHBIX JOKYMEHTOB, BKitouaroTcs B COJ] rocymapcTBeHHOro oprasa,
OpraHa MecTHOTO CaMOYTIPaBIICHNUS;

- 10 TpEACTaBICHHS Ha TOJANKCh WCHIOJHUTEIb MPOBEPSICT MPAaBUIBHOCTh O(opMIICHHS
JOKYMEHTOB, NpPaBWIBHOCTh aJPECOBaHUs, HaJIMYhMe HEOOXOAWMBIX BHU3, NPWIOKEHHUH, MpU
HEOOXOJMMOCTH - CIIPABOK, MOSICHUTEIBHBIX 3alUCOK, Pa3bSCHSIONIMX COJCP)KAaHHE MOJTOTOBICHHBIX

JIOKYMEHTOB, IPY HEOOXOAMMOCTH ~ CHUCKa (JINCTA, YKa3aTess) pacChlIKU;

- COTJIaCOBAHUE MPOEKTOB OTIIPABIISIEMBIX JOKYMEHTOB MOXeET npoBoauThes B CO/] uinu B popme
BU3HMPOBAHUS IPOEKTa MCIOJHUTENEM (PYKOBOAMTENEM MOApPA3JCNICHUs] WM €ro 3aMecTUTENIeM), IpHU
HEOOXOJUMOCTH pabOTHUKAMU JIPYIMX CTPYKTYPHBIX HOJpa3felieHui; BHU3bl Ha OTIPABIISIEMbIX
JOKYMEHTaX MPOCTABISAIOTCS HAa KOMUHU (BU30BOM 3K3EMIUISIPE) JOKYMEHTa, Ha OOOpPOTHOM CTOpOHE
MOCJIEHETO JIUCTA MMOAJIMHHUKA JOKYMEHTa UM Ha JIUCTE COTJIacOBaHUs (BU3UPOBaHUA);

- U1 OTHpPaBKH JOKYMEHTOB, HE€ HMMEIOLIMX aJpEeCHOW YacTH, T'OTOBITCS CONPOBOJUTENbHBIC
nuchMa.

3.4.7. Perucrpauus oTnpasJisieMbIX JOKYMEHTOB

B WHcTpykuuu mo JENONpOM3BOACTBY PEKOMEHAYETCS OIpeNeluTh MECTO, CHOc00, CPOKH
perucTpaiuy OTHpaBiIsieMbIX JOKYMEHTOB. [Ipy 3TOM yduThIBaeTcs, 4To:

- OTIIPaBKE ajpecaTaM MOJyIekaT JOKYMEHTbI, O(OpMIIEHHBIE B COOTBETCTBHM C IpaBHIIAMH,
yCTaHOBJEHHbIMU WHCTpyKLKEH MO AENONpOU3BOJACTBY TOCYIApCTBEHHOIO OpraHa, OpraHa MEeCTHOTO
caMOyIIpaBJICHHs], TOJANUCAHHbIE PYKOBOJAUTENEM (3aMECTUTENEM PYKOBOIMTENS) TOCYJapCTBEHHOIO
OopraHa, opraHa MECTHOI'O CaMOYIpPAaBJIEHUS WJIM HHBIM YIOJIHOMOYEHHBIM UM JIOJKHOCTHBIM JIUIIOM,
BKJIIOUEHHBIE U 3apeructpupoBansbie B CO/I.

- IOKYMEHTBI IlepelatoTcsl Ha peructpanuio B Ciryk0y JeI0nporu3BOJCTBA WM HHOE CTPYKTYpPHOE
NOJIpa3/ielIEHUE, ONIPEIEIICHHOE B KAUECTBE MECTA PErMCTPALMH OTIPABISEMBIX JOKYMEHTOB;

- Cmyx0a J1es10onpou3BOJCTBA OCYLIECTBISET MPOBEPKY MPAaBUIBHOCTH O(OPMIIEHUS JOKYMEHTOB
(B TOM uYHClIe HaJM4YUE TMONANUCEH, BHU3, MPABUIBHOCTh HANHMCAaHUS aJpecoB, CBEPSET CCBHUIKY Ha
PErUCTPAIlMOHHBIA HOMEpP M JaTy IOCTYIMBILEro JOKYMEHTa, Halliuhe OTMETKH 00 HCIIOJHHUTEINE),
KOMIUIEKTHOCTM JTOKYMEHTOB (HaJIM4YME€ YKa3aHHBIX B MCXOASIIUX JOKYMEHTaX IPHIIOKEHUN)
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¥ COOTBETCTBHS KOJHMYECTBA 3K3EMIUIIPOB JOKYMEHTA CIUCKY PACCBUIKH; HEMPAaBHIBLHO O(GOpPMIICHHBIE
JIOKYMEHTBI BO3BPAIIAIOTCS UCIIOTHUTEIIO;

- OJIEKTPOHHBIE  JOKYMEHTHI, oOTmpaBiasiempie 1o MDOJIO, CMDB, »s1eKkTpoHHOI mOYTe
MOJMUCHIBAIOTCS YCUJIICHHON KBaTU(UIIMPOBAHHON MOMKUCHIO;

- perucTpanus OTHIPABIAEMBIX JOKYMEHTOB OCYHIECTBISIETCS B JIeHb MX IOJNHCAHUS
(YTBepKACHUS) WIIM HA CIACAYIOINA pabOunii ICHb;

- IpU BKJIFOYEHHMHU ucxoasauiero nokymenta B COJ1 ceenenust o qokymente ¢pukcupyrores B OPK, k
KOTOPOM MPUCOEANHSIETCS IEKTPOHHAS KOMHUSI OTIPABISIEMOT0 JOKYMEHTa;

- eciiu OPK Opina cozgana B COJ] mpu MOArOTOBKE HMPOEKTa JOKYMEHTA, TO HPU PErHCTPALUU
UCXOJISIIEro TOKYMEHTa B Hee J00aBIISIIOTCS CBEJCHUS O PErUCTPAIIMOHHOM HOMEpE, AaTe perucTpanui u
Jpyrue cBeJeHUs 00 UCXOIAIIEM JOKYMEHTE;

- perucTpanus  UCXOASIIMX  JOKYMEHTOB  BEOETCSI B  COOTBETCTBHUHM  C BBLAEISIEMBIMU
JOKYMEHTOTIOTOKAMHU;

- PETUCTPALIMOHHBI HOMEpP IOKYMEHTa M JaTa perucTpaluy MPOCTABISIFOTCS Ha MOAJUHHUKE
JIOKYMEHTA B PEKBH3UTax OJIaHKa M Ha KOIHH, OCTAIOIIEHCS B JIeJie OpraHu3allHH;

- KOIUS JOKYMEHTa Ha OyMa)KHOM HOCHUTENE C BU3aMH JIOJDKHOCTHBIX JIMII TOMEIIAeTCs B AENO B
COOTBETCTBUH C HOMEHKJIATYpPOU eI TOCYIapCTBEHHOTO OPTraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUS;

- DJIEKTPOHHBIE JOKYMEHTHI, JEKTPOHHBIE KOMUHU JOKYMEHTOB, MOJITOTOBJICHHBIX HAa OyMa)KHOM
HOCHUTEJIE, TOMEIIAI0TCA B AJIEKTPOHHBIE /Iela B COOTBETCTBUM C HOMEHKJIATYPOH JIeJI TOCYJapCTBEHHOTO
OprasHa, opraHa MECTHOTO CaMOYITIPaBJICHHUS;

- Ip1 HEOOXOAMMOCTH XPAaHEHHS KO MCXOJSIIEro JOKYMEHTa Ha OyMa)KHOM HOCHUTENIE KOIHS C
BU3aMH U MPUIIOKEHUSAMU MOJIINBACTCS B JI€JI0 B COOTBETCTBUU C HOMEHKIIATYpPOM JIe]l TOCYAapCTBEHHOTO
opraHa, opraHa MECTHOTO CaMOYIpaBJICHUS (BXOMSIINI JTOKYMEHT IEpeJacTcss Ha XpaHEHHE B JEIO
BMECTE€ C JOKYMEHTOM-OTBETOM, KOIHS HCXOJAALIEro JOKyMEHTa 3aBepsercss oTMeTkod "BepHo" u
pPOCITUCHIO paOOTHHKA, OTBETCTBEHHOTO 33 OTIIPABKY MCXOISIICH KOPPECTIOH/ICHIINN ).

[Tpu peructpanuu 10KyMeHTa, peiHazHaueHHoro Juist otnpasku o MOJIO, B COJ1 otnpaBuTesns
JIOJDKHBI (DOPMUPOBATHCSI CBENIEHUS, YCTAaHOBJICHHBIE TpeOOBaHMSAMHU K OPraHM3aIMOHHO-TEXHHYECKOMY
B3anmozeiictamio *;

a) pETUCTPAIIMOHHBII HOMEP M JaTa PEerucTpanuy JTOKyMEHTa;

0) DSJEeMEeHTHl BH3YyalM3allMM PETHUCTPAIMOHHBIX JAHHBIX JOKyMEHTa (JaThl JOKyMEHTa U
PETUCTPAIIMIOHHOTO HOMEpa JTIOKYMEHTa) M AJIEKTPOHHOW TOAINMCH JTOJHKHOCTHOTO JIMIA, ITOAIMCABIIETO
JOKYMEHT (OTMeTKa 00 3JIEKTPOHHOMN TOJIITUCH);

B) JIaHHBIE O MECTOITOJIOKECHUH SJIIEMEHTOB BU3YaJM3aIllMN PETUCTPAIIMOHHBIX JTaHHBIX U OTMETKH
00 PIIEKTPOHHON MOAMUCH (KOOPIUHATHI).

WHCTpYKIIMS TIO JETONPOM3BOJICTBY YCTAaHABIMBACT CTPYKTYPY PETUCTPAIMOHHOTO HOMeEpa
UCXOJIAIIETO JOKYMEHTA M UCIOJIb3yEeMBbIe JJISl PerCTPALUMU KIaCCU(PUKATOPBI.

3.4.8. OTrnipaBKa 10KYMEHTOB

B HHCcTpyKimu 1o Jenonpou3BOJCTBY IMPEAYCMATPUBAOTCA CPOKH OTIPABKU JOKYMEHTOB,
ornepauuu, BenonHseMble Ciyx00# el0NpoU3BOACTBA NMPH OOpabOTKE OTIPABISAEMBIX JIOKYMEHTOB,
0COOEHHOCTH OOpaOOTKM JOKYMEHTOB B 3aBUCHMOCTH OT BHJA CBSI3M, HCIOJIB3YEeMOM JIsl OTIpaBKU
JIOKYMEHTOB. Y CTaHaBJIMBAETCs, YTO:

- pemieHre O crocoOe MOCTaBKM JOKyMEHTa APYTMM ajpecaraM, a Takke O HEOOXOAMMOCTH
JIOCBIJIKM aJipecaTy MOJUTMHHUKA JOKYMEHTa Ha OyMa)XHOM HOCHUTEINE B CJIyyae OTHPaBKHM JOKYMEHTa IO
3J'IeKTpOHHOI\/'I mo4yTe MPUHHUMACT TMMOAPA3ACIICHUC-UCIIOTHUTE]IbL B  COOTBETCTBHU C TIOPAOKOM,
YCTAHOBJICHHBIM B FOCY/IapCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYIIPaBJICHUS;

- 00paboTKa KOPPECIOHACHINHN ISl OTHPABKU IIOYTOBOM CBSA3BIO OCYIIECTBIISIETCSI B COOTBETCTBUH
C HpaBI/IJIaMI/I OKa3zaHud yCJIyr MMOYTOBOM CBSI3U [49], IMpU OTHPABKE UHBIMU BUJIAMHU CBA3U - B COOTBCTCTBUU
¢ TpeOOBaHMUAMH, IPEABSIBIIEMBIMHA K COOTBETCTBYIOIIMM BHUIaM CBSI3H;

- HOKYMCHTBI, HC UMCIOIINC aHPGCHOfI 4aCTH, IPUHUMAKOTCA Ha OTIIPABKY C COIIPOBOAUTCIIbHBIMU
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nucbMamMu (32 UCKIIOYEHHEM  KOMUU  pacHoOpsSAUTENIbHBIX  JIOKYMEHTOB,  HaIpaBIIsieMbIX
M0JIBEJOMCTBEHHbIE OpPraHU3alNN );

- HEMIPaBWIBHO O(OPMIICHHBIE JOKYMEHTHI M KOPPECIOHICHIMS HECIy>KeOHOro XapakTepa K
OTHPABKE HE MPUHUMAIOTCS U BO3BPAIIAKOTCS UCIIOJHUTEIIO;

- TOKYMEHTHI, TOJUICKAIINE OTIPaBKe, TOJKHBI 00padaThiBaThCS M OTMPABIATHCS B JIGHb HX
MNOJAMUCAHUSI M PETUCTPAllMd WIM Ha CIeAyIoluid pabouuil JeHb (CpoyHash KOPPECIOHACHIIUS
OTHPABJISIETCS B TIEPBYIO OUYEPEIb);

- TOKYMEHTbI, IpEeJIHAa3HAYEHHbIE JUIsI OTHPAaBKU [UIJIOMAaTHYECKOM IOYTOW, NEpEeNarTCs B
nojipasjiefieHre, OTBevaroIiee 3a paboTy ¢ JOKYMEHTaMH, COJIEPKAIIUMU TOCYIapCTBEHHYIO TaliHY;

- OTOpaBisieMas IO T[OYT€ KOPPECHOHICHIMS MPOXOIUT YIAKOBKY, ajapecoBaHue (mpu
HaIpaBJICHUU JIOKYMEHTa Oojiee ueM B 4 ajpeca - B COOTBETCTBHM C YyKa3aTelleM pPACCBUIKUA, KOTOPBII
COCTaBJISIETCSl UCIOJTHUTENIEM JOKYMEHTa), MPOCTAaBJIIEHUE CTOMMOCTH HOYTOBBIX YCIYr U Iepenady Ha
OTMPABKY B OTJICJICHUE TIOUYTOBOM CBSI3H;

- IOKYMEHTBI, HAaIlpaBJIsieMbl€ IOYTOBOM CBA3BIO B OJIMH aJPEC, BHIKJIAJBIBAIOTCS B OJJUH KOHBEPT;

- Ha 3aKa3HYI0 KOPPECTOHJICHIINIO, HA KOPPECTIOHAEHIINIO, HAMPABIIIEMYIO B aJIpeC MHOCTPAHHBIX
OpraHu3alyii, Ha JOKYMEHThl ¢ moMmeTkoi "J[ns ciykeOHOro MoJb30BaHUS" COCTABIAETCS CIHCOK,
KOTOpBIA 3aTeM Bo3Bpamiaercs B Ciyx0y JeTOMpPOU3BOACTBA C IMOAMHUCHIO PAOOTHUKOB IMOYTOBOTO
OTJICIICHUSI CBSI3U, Kyphepa WM MHOTO JIUIA, 00ECIIeUNBAIOIIET0 OTIIPABKY TOKYMEHTOB.

OtnpaBka gokyMeHTOB 110 MDJIO 1moimkHa OCYIIECTBISETCS B COOTBETCTBUU ¢ TpeOOBaHUSMU K
OpraHU3alMOHHO-TEXHUYECKOMY B3aUMOJEHCTBUIO BT Jnst ormpasku nokymenta no MOJIO nomxHbI
OBITH C(HOPMUPOBAHBIL:

a) rpaduyueckre SJIEMEHTHl BU3yalM3allUd PETUCTPAMOHHBIX JAHHBIX (JaThl JOKyMEHTa U
PErUCTPAIMOHHOTO HOMEpa JOKYMEHTa) M OTMETKH 00 3JICKTPOHHON MOAMHCH JOJKHOCTHOTO JIMIIA,
MOJIMHUCABIIET0 JOKYMEHT, a Tak)Ke JaHHble 00 MX MECTOIOJIOKEHHH (B clydyae, €Clu OHU He ObUIH
c(OpMHUPOBAHbI MPU PETUCTPALIUU TOKYMEHTA);

0) TpaHCTIOPTHBII KOHTEHHEP ISl Tepeayil YIEKTPOHHOTO TOKYMEHTA.

[lepen ortmpaBkoit gokymeHTa 1o MO0 nomwkHBI OBITH TPOBEPEHBI KOMIUIEKTHOCTH
TPAaHCIOPTHOI'O KOHTEWHEPA U IEUCTBUTENBHOCTD 3JIEKTPOHHBIX MOAMUCEN, BXOIAIIUX B €r0 COCTAB.

3.4.9. Perncrpanusi ¥ NpoOXoskAeHHe BHYTPEHHUX JOKYMEHTOB

B WHcTpyknmuu 1o JeNONpPOU3BOJCTBY  OMNPENENSIOTCS  OCOOEHHOCTH JIOKYMEHTOOOOpoTa
BHYTPCHHUX JOKYMEHTOB. IIpoxokaeHue BHYTPEHHUX JOKYMEHTOB Ha OJTalax HUX IOATOTOBKU H
O(QOpMIIEHHS COOTBETCTBYET IPOXOXKJIECHUIO OTIPABISEMBIX JOKYMEHTOB, a Ha JTale HCIOJIHEHUS -
MOCTYMAIOIINUX JOKYMEHTOB.

B UHCcTpyKIMK 110 AEJIONPOU3BOACTBY PEKOMEHIYETCS TPEAYCMOTPETD:

- IPOLEAYPY IPOXOKIECHUs IIPOCKTOB IPUKA30B TIOCYJAPCTBEHHOI'O OpraHa, OopraHa MECTHOI'O
CaMOYTIPABJIEHHUsT 110 OCHOBHOM J€ATEIBHOCTH M MO JHUYHOMY COCTaBy, OCHOBHBIE WHCTaHIUU
BU3UPOBAHMUA IIPUKA30B, MECTO PETUCTpPALUU IPUKA30B, IOPSAOK PETHCTPALlUA U MECTO XPaHEHHUs
NOJJIMHHUKOB TPHKA30B, MOPANOK onyOnukoBaHMsl mpuka3zoB (pasmemenus B COJl uiam  uHOMU
UHPOPMALIMOHHOM CHUCTEeME), TpU HEOOXOJUMOCTH - pACChUIKM KOMHMHA NPUKA30B B CTPYKTYpHBIE
noJpa3fiesieHusl, 3auHTEPEeCOBAaHHBIM JIMIIAM, TEPPUTOPUATIBHBIM OpraHaMm (QenepaqbHbIX OpraHOB
UCTIOJIHUTENIbHON BacTH B cyObekTax Poccuiickoit deneparuu, ApyruM OpraHu3aiusim;

- OpPTaHMU3AIMI0 TPOTOKOIBHON PabOTHI (CPOKH TIOJTOTOBKHU MPOTOKOJIOB 3aCEAaHUI U COBEIIaHUH,
MECTO PErMCTPAallMM IIPOTOKOJIOB, MOPSAOK PETMCTPALlMA IIPOTOKOJIOB, MECTO XPAaHEHUS IIOJIMHHUKOB
IPOTOKOJIOB, CHOCOO JOBEIEHUS TMPUHATHIX PEIIEHUH [0 CBEICHHUS 3aMHTEPECOBAHHBIX JIUI[ H
UCTIONTHUTEINEH );

-MECTO U CIOCOO PpEerucTpaluyd BHYTPEHHHX HH(POPMALMOHHO-CIIPABOYHBIX JIOKYMEHTOB
(TOKJIQAHBIX, CITY’)KEOHBIX, AaHATUTUYECKUX 3aIHCOK, CIIPABOK U JIp.), B TOM YHUCIIE, CO3/IaBaeMbIX B (hopme
JJNIEKTPOHHBIX JAOKYMEHTOB, MOPSINOK MEpPEeAadu JOKYMEHTOB MEXIY CTPYKTYPHBIMHM MOIPA3ACICHUAMU
rOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOI'O CaMOYIIPaBJICHUS.
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3.4.10. Iopsinox 00padOTKU M yueTa HHOCTPAHHON KOPPeCIOHIeHIIUN

B HUHCcTpyKImu no aenonpou3BOACTBY ONPEACIISIOTCS:

- CTPYKTYpHBIE€ MOJpa3JeJeHusl TOCYIapCTBEHHOIO0 OpraHa, opraHa MECTHOIO CaMOYIIPAaBJICHUS,
OCYIIECTBIISIIONIME pPAabOTy € TOCTYyMaloUle WHOCTPAHHOW KOPPECIOHACHIMEH U JIOKyMEHTaMH,
HaIpPaBIIIEMbIM 3apyOEKHBIM KOPPECIIOHACHTAM;

- IOpSAAOK  00paOOTKM TMOCTyMaroUie W OTHPABISEMONM HHOCTPAHHOH KOPPECHOHICHIIUU
(cTpyKTypHOE MOApa3jieieHne, OOECIeunBaloIlee PErucTpaluio HWHOCTPAHHOM KOPPECHOHICHIINH,
MMOATrOTOBKA AHHOTAIUMW HA MMOCTYIIHUBIINEC JOKYMCHTBI, IIOPAAOK NIEpaadn JOKYMCHTOB, IOCTYIIMBIINX Ha
UMs PYKOBOAMTEINS, €ro 3aMECTUTENIed, B aJpec CTPYKTYPHBIX MOAPA3ACICHUIM; MECTO XpaHEHUs
MNOMJIMHHHUKOB JOKYMCHTOB, IMOCTYIIHMBIIUX OT 3apy6e>1<HHx KOPPECIIOHACHTOB, HNOPAAOK HX XPaHCHUSA,
MOPSIIOK TIPOXOKJIEHUSI JOKYMEHTOB, OTIIPABISIEMbIX B aJpeC MHOCTPAHHBIX OpPraHU3aluid W TIpa)kiaH,
MECTO perucTpauvuu u 0COOEHHOCTH peructpanuu TaKUX OOKYMCHTOB, KOJHWYCCTBO OJOK3CMILIAPOB
JIOKYMEHTA, SI3bIK IOKYMEHTa, 0COOCHHOCTH O(pOpMIIEHUS JOKYMEHTOB).

3.4.11. Y4er u ana1u3 00beMOB IOKYMEHT0000pOTa

B MHcTpykIny no Aenonpon3BOACTBY PEKOMEHIYETCS MPEyCMOTPETD MOJ0KEHHS O IIPOBEACHUHN
paboThl MO y4YeTy W aHajdu3y JOKYMEHTOOOOpOTa B rOCYJapCTBEHHOM OpraHe, OpraHe MECTHOTO
CaMOYTIPaBIICHUS.

Y4er 1 aHann3 00beMOB JOKYMEHTOO0OOPOTa, COCTaBa M CTPYKTYPHI IOKYMEHTOIIOTOKOB BEJIETCS B
EJISIX

- COBEPIIECHCTBOBAHMSI OPraHU3allMU PabOTHI C JOKYMEHTAMU;

- IPUHATHS PELICHUN 0 IPUOOPETEHNH CPEJCTB KOMIIBIOTEPHON TEXHUKU U OPTTEXHUKH;

- pacueTa ONTUMATbHON YUCICHHOCTH PaOOTHUKOB, 3aHSATHIX B AEIOMPOU3BOJICTBE;

- HOpPMHUPOBAHUA TPYHA;

- TIOBBIIIEHUS UCTIOTHUTEIBCKOM TUCITUTUIUHEI.

JlaHHBIE O KOJMYECTBE JOKYMEHTOB 0000MIatoTCs, aHAMM3UpYyroTcs City»K00i AenIonmpon3BOCTBA
rOCYy/IapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIpaBIEHUS U TMPEACTABIAIOTCS PYKOBOJCTBY
rOCY/IapCTBEHHOT'O OpraHa, OpraHa MECTHOTO CaMOYIIPABJICHHS B BHUJE CIPABOK (CBOJOK, OTYETOB)
CTAaTHUCTUYECKOTO U aHATUTHUYECKOTO XapaKTepa.

VYyer koinyecTBa JOKYMEHTOB (IOCTYMAIOLIUX, OTHPABISEMBbIX, BHYTPEHHHUX) MPOBOJIUTCS IO
PETUCTPALIMOHHBIM JAHHBIM B MECTAaX PETHUCTPAIIMH TOKYMEHTOB, B TOM YHCIIE MO Y4eTHBIM HJaHHbIM CO/JI.

3a CAVWHUIY YUYCTAa KOJIMYCCTBA JOKYMCHTOB IIPUHUMACTCA SK3EMILIAP JOKYMCHTA (HOI[J'II/IHHI/IK 1501048
KOMUSI, €CITU 3TO €IMHCTBEHHBIN HK3EMILISP TOKYMEHTA).

B 1memsx OIEHKH Tpyao3aTpar ACIONPOU3BOACTBEHHOTO IIEpCOHANIa, HOPMHUPOBAHUS Tpyna B
rOCy/IapCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYIIPABJICHUS MOXET BECTUCh yUeT KOMUN TOKYMEHTOB
(xomuii JOKYMEHTOB Ha OyMa)KHOM HOCHTEJNIE, 3JIEKTPOHHBIX KON TOKYMEHTOB (YKa30B, TOCTAHOBJICHHH,
peleHui, MPUKa30B, PACIOPSHKEHUH, MPOTOKOIOB, MHBIX JOKYMEHTOB), PAacChUIAEMBIX B CTPYKTYpPHBIE
MoJIpa3/ielIeHus] TOCYJapCTBEHHOTO OpPTraHa, OpraHa MECTHOTO CaMOYIIPAaBIICHUS, JIOJDKHOCTHBIM JIUIAM, B
M0JIBETOMCTBEHHBIE OPTaHbl U OPTaHU3AIUH.

HpI/I YUETC HUCXOAANIUX JOKYMEHTOB COINPOBOJUTCIIBHOC IMMCBMO MU IIpUjIaraCMbpi€ K HEMY
JOKYMEHTHI IPUHUMAIOTCS 32 OJIUH JIOKYMEHT.

3.5. YnpasjieHue JOKYMEHTAMHU B CHCTEeMe 3JIeKTPOHHOI0 JOKYMEHT0000poTa

Paznen V IlpaBui [enonpou3BOJCTBA YCTaHABIMBAECT OCHOBHBIC IOJIOKEHHUS 00 yIpaBIICHUH
nokymeHntamu B COJ[ u ompeznensier coctaB BkIo4yaeMbix B COJl cBeeHU O BXOASIIUX JTOKYMEHTaXx,
UCXOJALIMX TOKYMEHTaX, BHYTPEHHHUX JIOKyMEHTAaX, 0OpaleHUsIX TpakKIaH.
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B UncTpyK1mio mo aenonpou3BOACTBY LEIECO00Pa3HO BKIIOUUTH MOJIOKEHHS O TOM, UTO:

noctyn Kk pabote B COJ[ rocynapcTBeHHOIO OpraHa JAO0KHBI UMETh TOJIBKO 3aperucCTpUPOBAaHHBIC
MIOJIb30BATENH C 00s13aTEILHON MPOLEAYPOil HACHTU()UKAIMY U ayTeHTU(DUKALINY;

BKJIIOUeHHE JOKyMeHTOB B CDJI ocymiecTBisieTcss MOCpPEACTBOM 3amnosiHeHust mnojeid OPK,
oun(poBKH (CKaHUPOBAHMA) JOKYMEHTAa, €CIM OH CO3[JaH Ha OyMa)KHOM HOCHUTENE, MPUCOCIMHEHUS
ANEeKTpOHHOM komuu JokyMeHTa kK OPK, pasmemenuss nokymenta B C3OJ B COOTBETCTBHM C €€
KJIACCHU(PUKAIMOHHON CXEMOIA;

B IIpollecce >KU3HEHHOTO IMKIAa JOKyMeHTa (COo3/laHue IIPOeKTa JIOKYMEHTa, BKIIIOUYEHHUE
CO3JaHHOT'O WJIM IOJy4yeHHOro aokymeHta B COJl, paccMOTpeHHE TOKYMEHTA M BBIHECEHUE PE3O0JIIOLMN
(mopy4eHuii) Mo AOKYMEHTY, COTJIACOBaHHE IPOEKTa JOKYMEHTa U Ap.) (HOopMHpYIOTCS CBEIEHUS O
JIOKYMEHTE, BKIto4aemble B CO/] rocy1apcTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIpaBJICHHUS];

BKJIIOUEHUE CBEACHUNM O JOKYMEHTE (BXOMSILEM, HCXOASIIEM, BHYTPEHHEM) U O Ipoleccax
yIpaBieHUs TOKYMEHTaMU OCYLIECTBIIIETCS TOCpeACTBOM 3anoyiHeHus nojueit OPK CO /1.

Bxurouenue yctaHoBieHHOro Habopa cBefeHuil o qokyMmeHnTax B COJ] mo3Bomsier opmMupoBarh B
CDJ] TOoCyHapCTBEHHBIX OpPraHOB, OPTaHOB MECTHOTO CAaMOYIPABJICHUS COMOCTaBUMBIE HaOOPHI
METa/laHHbIX O JIOKYMEHTaX, HE3aBHCHUMO OT Toro, B kakyro COJl BKIIOUEHBI JAOKYMEHTHl M KakKue
TEXHOJIOTUH UCTIONB3YIOTCS ISl YIPABICHHS JOKYMEHTaMHU.

B MHcTpykuuu mo Jaenonpou3BOJCTBY Liedecoo0pa3HO yCTaHOBHUTH, KaKWe CBEIACHHS M Ha KaKoM
JTane >KU3HEHHOrO IMKJIA JOKyMeHTa BKiroudatorcss B DPK (permcrpamms, paccMOTpeHHE JOKyMEHTa
PYKOBOJCTBOM, 3Talle COrJacoBaHus, OJMUCAHUS UM HTHOM) U B KaKoi dopme.

[Tynkramu 4.4.-4.7. IlpaBusi 1eI0NpPOU3BOJICTBA OMPEACIICH COCTAaB CBEACHHM, BKIIOUYAEMBIX B
CO/1 B mpoliecce KU3HEHHOTO IIUKJIa TIOKYMEHTA.

[TynkTom 4.4. [IpaBun nenonpousBojacTBa ycraHoiaeHo, yTo B OPK COJ] BHocaTCs cienyromue
CBEJIEHUS O MOCTYIUBILIEM JTOKYMEHTE:

1) HaMMEHOBaHWE TOCYIAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPAaBJICHHUs, OpraHU3aIiN
(KOppecroHIeHTa);

2) HauMEHOBAaHUE BUJAa IOKYMEHTa

3) nara JOKyMeEHTa;

4) perucTpallMOHHBIA HOMEpP T0KYMEHTA;

5) dbamunus ¥ UHUITUAIIBI TUIA, TOANKUCABIIETO TOKYMEHT;

6) nara NOCTYIUIEHUS JOKYMEHTA;

7) BXOISIINIA PETUCTPALIMOHHBIA HOMED;

8) crioco0 A0CTaBKU JOKYMEHTA;

9) 3aroyIoBOK K TEKCTY (KpaTKOe CoJiepKaHue JOKYMEHTA);

10) KOMMYECTBO JTUCTOB OCHOBHOTO IOKYMEHTA;

11) oTmMeTKa 0 IPUIOKEHUH (KOJIUYECTBO NMPHIIOKEHHH, 00111ee KOJTUYECTBO JIUCTOB MPUIIOKEHUN );

12) cBemeHWssT O CBS3aHHBIX JOKYMEHTaxX (HaWMEHOBaHWE BHIA JIOKyMEHTa, [aTa,
pETUCTPaIlMOHHBII HOMEp, TUII CBS3H);

13) pesomrorust (MCHOMHUTENh (WCTIONHUTENHN), TOPYYCHHUE, JOJDKHOCTHOE JIMIIO, JIaBIIEe
nopy4eHue, f1ata (GOpMUPOBAHUS TOPYUCHHUS);

14) cpok UCTIOTHEHUS JOKYMEHTA;

15) unaekc nena no HOMEHKJIATYpe Jel;

16) cBenenus o mepeaapecanuy J0KyMEHTa,

17) orMeTKa 0 KOHTPOJIE;

18) rpud orpanndenus 1octTyna K J0KyMEHTY;

19) cBenenust 00 IEKTPOHHOM MOMUCH;

20) pe3yJnbTaT MPOBEPKHU FICKTPOHHOU MOATTHUCH (521,

21) 3neKTPOHHBIN agpec KOPPECIOHIEHTA;

22) ccbulku Ha (aitn mocTynuBIIero qokymeHnTa u Qaitn ((aitnsl) npunoxeHus (MPUIOKESHUA) K
JOKYMEHTY.

[51]

9
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ITynkTom 4.5. [lpaBun nenonpousBojacTBa ycraHoiaeHo, yTo B OPK COJI BHocaTCs cienyromue
CBe/IeHUs 00 OTNpPaBIIAEMBIX (MCXOAALINX) JOKYMEHTAX:

1) HaumMeHOBaHKE TOCYIapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIpaBJICHUs, OpraHU3aluu -
ajpecara;

2) damMunus 1 MHUIMAIBI JTUIA, TOAIHCABIIETO JOKYMEHT;

3) HanMeHOBaHUE BUJA JOKYMEHTA;

4) nara JOKyMEHTa;

5) perucTpanoHHbIA HOMEP JOKYMEHTa;

6) 3aroJ0BOK K TEKCTY (KpaTKO€ COJIEp/KaHUE TOKYMEHTA);

7) cBeieHUs O CBSI3aHHBIX JJOKYMEHTaX (HaMMEHOBaHME BHJIAa JOKYMEHTA, J1aTa, PerucTpaliiOHHbIN
HOMED, THUII CBSI3U);

8) KOJIMYECTBO JINCTOB OCHOBHOI'O IOKYMEHTA;

9) uHeKc nena no HOMEHKJIAType Jel;

10) ormMeTKa 0 IPUIOKEHUH (KOJIUYECTBO NMPHIIOKEHHH, 00111ee KOJINYECTBO JIUCTOB MPUIIOKEHUN);

11) rpu¢ orpannueHus 10CTyMa K JOKYMEHTY;

12) noxpasnenenue - OTBETCTBEHHBIM HCIOIHUTENb JOKYMEHTA,;

13) cBenenust 00 IIEKTPOHHOMN MOITUCH;

14) ccpuiku Ha (haiin OTHpaBIAeMOro AoKyMeHTa u (aiin (aiiasl) npumoKeHus (MPUIOKESHHI) K
JIOKYMEHTY;

15) sanekTpoHHBIN aipec KOPPECIIOHICHTA;

16) cioco6 pocTaBKU JOKYMEHTA ajipecary.

ITpu Bxirouenun B COJl BHyTpeHHUX HOKyMeHTOB B OPK BHocsATCS cienyrolye cBeAECHUS O
nokyMeHTe (yHKT 4.6. [IpaBun n1enonpousBoJCcTBa):

1) HauMeHOBaHue MoApa3AeIeHNs, TOArOTOBUBIIETO MPOEKT JOKYMEHTA,;

2) HauMEHOBAaHME BUJIA IOKYMEHTA;

3) naTa TOKyMEHTa;

4) perucTpallMOHHBIA HOMEpP TOKYMEHTA;

5) rpu¢ orpaHndeHus AOCTyNna K JOKYMEHTY;

6) hbamMuIIis 1 UHUIIHAIIBI JIUIIA, TTOAMKICABIIETO JOKYMEHT;

7) cBeieHUs O CBSI3aHHBIX JJOKYMEHTaxX (HauMEHOBaHUE BHUJAa JOKYMEHTA, J1aTa, PeruCTpalluOHHbINA
HOMeEp, THII CBA3H);

8) 3aroJIOBOK K TEKCTY (KpaTKOe CoJiepKaHue TOKyMEHTa);

9) mnoapazgeneHue (IOJDKHOCTHOE JIMIIO) - HCIOJTHUTENb (OTBETCTBEHHBIM HCTIOIHUTEIh)
JIOKYMEHTA;

10) KOMMYECTBO JTUCTOB OCHOBHOTO IOKYMEHTA;

11) oTmMeTKa 0 IPUIOKEHUH (KOJIUYECTBO NMPHIIOKEHHH, 00111ee KOJTUYECTBO JIUCTOB MPUIIOKEHUN );

12) muaekc aemna mo HOMEHKIIAType Je,

13) pesomronmst  (MCHONHUTENb (MCIOJHUTENM), TOPYYEHUE, Jara MCIOJHEHHs, Jara
dbopMuUpOBaHUS TOPYUEHUS);

14) ormeTKa 0 KOHTPOJIE;

15) ccbuiku Ha ¢aiin MoCTyNnUBIIEro AOKyMeHTa U ¢aiin (daiinsl) npuiokeHus (MIPUIIOKEHUHN) K
JIOKYMEHTY.

Omnpenensas coCTaB CBEICHHI O BHYTPEHHHUX JOKyMEHTax, BkimwoudaeMblx B COJI, IlpaBuma
JIEJIONPOU3BOJCTBA OTMEYAIOT, YTO B 3aBUCHMOCTH OT BHJA PETUCTPUPYEMOIO JOKYMEHTa COCTaB
CBEJICHUI MOXKET ObITh KOHKPETHU3UPOBAH.

[Tynkrom 4.7 IlpaBun nenonpou3BOACTBa ONPEENIeH COCTaB CBeAeHUH, popmupyembix B COJl mpu
BKJIIOYEHUH B CUCTEMY OOpallleHuil rpaX/iaH, OpraHu3aluii 1 OTBETOB Ha OOpaICHUS:

1) pamumnmst, uMsi, OTUECTBO (TIPH €r0 HAJTMYNH) TPAXKIAHIHA;

2) HaMMEHOBAaHUE OpPraHU3alluy - aJpecara;

3) nata oOpareHus rpaxJIaHuHa, OpraHU3aIIH;
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4) perucTpalMoOHHBII HOMEp oOpaieHus (s 0OpaleHNi OpraHu3anui);

5) nara conpoBOIUTENILHOTO TOKYMEHTA (B CiIydae repeajpecanny o0palieHus);

6) naTta nmoctyrmiaeHus oOpaeHus rpaX JaHHa, OpraHU3alnu;

7) BXOASIIMKA pEruCTPAIIMOHHBIN HOMED;

8) KpaTKoe coJiep:kaHnue oOpalieHus TpakIaHuHA, OpraHUu3allnuu;

9) KOJIMYECTBO JUCTOB OCHOBHOTO JIOKYMEHTA;

10) oTMeTKa O MIPHUIIOKEHUH (KOJIMYECTBO MPHUIIOKEHUH, 00111ee KOJIMYECTBO JMCTOB MPHIIOKEHUH);

11) cBegeHuss O CBA3aHHBIX JOKyYMEHTaX (HaMMEHOBaHHE BUJa JOKYMEHTa, Jara,
PETUCTPAIIMOHHBIA HOMEp, THI CBSI3M, B T.4. CBEACHHUS O MPEIBIIYIIMX OOpalleHUsX B CilIydae, eciu
JlaHHOE OOpaIleHe IIOBTOPHOEC);

12) peszomonust (MCHOMHUTENb (MCHOJHUTENH), MOPYYEHUE, JAOHKHOCTHOE JIMIO, JaBlIee
MOpy4YEHUE, 1aTa PE30IIOIHIH);

13) cpok UCTIOTHEHMSI JOKYMEHTA;

14) unnekc nena mo HOMEHKJIAType Jelt;

15) cBemenust o mepeagpecaliii OOpalleHUs TpaXJaHWHA, OpraHM3anuu (Jara, HOMEp
COTMPOBOUTENLHOTO JOKYMEHTa; HAMMEHOBAHKE OpraHa BJIaCTH, OPraHU3ALINN;

16) oT™METKa O KOHTPOJIE;

17) cBeneHust 00 AIIEKTPOHHOW mMoANHMCHU (B ClIydae MOCTYIUIEHUS 3JEKTPOHHOTO OOpalieHus
rpaX<AaHUHA, OPraHU3alMH, TOANMCAHHOTO JIEKTPOHHON MOIUCHIO);

18) pe3ynbTar NpOBEPKHU AIIEKTPOHHOMN MOIUCH;

19) a5ekTpOHHBIN aapec KOPPECHOHIeHTa (TpaxIaHNHA, OPraHU3alIUN );

20) moYTOBBIH aJipec KOPPECIOHIeHTa (TpaKJaHIHA, OpTraHU3aI1H);

21) Bompoc 1o TeMaTHYECKOMY Ki1acCU(pUKATOPY;

22) ccpUIky Ha (ailyl nocTynuBIIEro o0palieHus U (Gaiia oTBeTa Ha oOpalleHue.

[TpaBuiiaMu 1€10NPOU3BOJCTBA YCTAHOBJIEHO (MYHKT 4.8.), 4TO JOMOJIHUTENBHO K yKa3aHHBIM
ceeneHusaM B OPK COJl MOryT BHOCUTBCSI MHBIE CBEJICHUS.

[TpaBuiiaMu JemONpPON3BOACTBA MPEAYCMOTPEHO, YTO IPHU BKIIOUYEHHUU JOKYMEHTOB U MPOEKTOB
nokymeHToB B COJl, a Takke mnpu BKIOueHUM cBeneHudl B OPK B mpouecce »KM3HEHHOTO LHKIIA
JIOKYMEHTa UCTIOJHUTENH JAO0JKHBI CO3/1aBaTh CBSA3H JIaHHOTO JIOKYMEHTa (IIpOeKTa JOKYMEHTa) ¢ JPYTUMHU
JOKYMEHTaMU M MMyHKTaMHU Opy4YeHUH.

ITpu coznanum cBsizel JOKyMEHTa (MPOeKTa TOKYMEHTa) C IPYTUMHU JOKYMEHTaMH HMCIIONIb3yeTCs
CIIPABOYHMK THUIIOB CBS3EH.

[IpaBunamu penonmpousBoAcTBa (MyHKT 4.10.) Takke yCTaHOBJIEHO, YTO B IEISAX Pa3MEIICHUS
nokyMeHToB B CO/l, moucka JOKyMEHTOB, BeJIEHHsI CIIPaBOYHOM pabOTHI 110 TOKYMEHTaM, BKIIIOUCHHBIM B
COJl, ucnonp3yloTcsi COPaBOYHUKH, B TOM YHCIIE: KOPPECIOHIEHTOB (aapecaToB), BUJIOB JOKYMEHTOB,
CTPYKTYPHBIX IOJpa3AeieHUIl TOCy1apCTBEHHOTO OpraHa, JOJKHOCTHBIX JIML TOCYJapCTBEHHOTO OpraHa,
UCIIOJTHUTENIEH 10 JIOKyMEHTaM, TeMaTU4ecKuil (BOMPOCOB JAESITEIBbHOCTH), CPOKOB HCIOJHEHUS,
pe3osronuii (Mopy4YeHHii), MEKTPOHHBIX AJAPECOB MOCTOSHHBIX KOPPECIOHJEHTOB, IIA0JIOHOB OJaHKOB
JOKYMEHTOB W 1Ia0JIOHOB JIOKYMEHTOB, THUIIOB CBfI3€M C JApYrUMU JOKYMEHTaMHU (CBS3aHHBIMU
JIOKYMEHTaMH ), HOMEHKJIaTypa JIeJl TOCyJapCTBEHHOTIO OpraHa.

3.6. KonTpoJb MCIIO/IHEHHS IOKYMEHTOB

B MWucTpykuMu 1O  JI€TOMPOM3BOJCTBY TOCYJAapCTBEHHOTO OpraHa, oOpraHa MECTHOTO
CaMOYTIPaBIICHUS JOJDKHO OBITh ONpPEAENIEHO CTPYKTypHOE TMojapa3zeieHue (moapasueieHus), B
00513aHHOCTH KOTOPOTO (KOTOPBHIX ) BXOJUT KOHTPOIb UCTIOTHEHHS IOKYMEHTOB (TIOPYUYCHHIA ).

NHcTpyKInen no 1eaonpor3BOICTBY YCTAHABIUBAIOTCS:

- OpraHu3aIs KOHTPOJISI UCTIOTHEHUS TOKYMEHTOB (TIOpy4YeHHH);
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- 3Tanbl KOHTPOJIS;

- CPOKU MCIIOJIHEHHS TOKYMEHTOB (IIOpYyUYEeHHI);

- IOPSAJIOK MCUUCIIEHUSI CPOKOB UCIIOJIHEHUS JOKYMEHTOB;

- cocTaB (BHU/bl) TOKYMEHTOB, IOPYYEHUH, OUIekKAIUX KOHTPOJIIO;

- OCOOEHHOCTH  KOHTPOJISI ~ MCIOJHEHMsI JIOKYMEHTOB  (IIOpYYEHHI), TMOCTYNAOLIUX U3
BBIILIECTOSAIINX TOCYJapCTBEHHBIX OPraHOB MCIIOJHUTEIBHONM BJIACTH M MHBIX TOCYJAapCTBEHHBIX OPraHOB
(Anmunuctpauun Ilpesunenta Poccuiickoit ®enepaunu, Annapara IlpaButensctBa Poccuiickoit
Oenepannn, ['ocymapcrBenHoit ymbl u Coera denepanun dPenepanpHoro CobOpanust Poccuiickoit
®degepauuu u 1p.);

- TEXHOJIOTUSI KOHTPOJISI UCTIOJIHEHHSI JOKYMEHTOB (IIOpyUYECHU);

- OpraHu3alusl AHATUTUYECKOW PabOThI MO pe3yiabTaTaM HCIIOJHEHHS JOKYMEHTOB (TIOpydYeHHil),
nopsiok (popma u cpokn) HHGOPMUPOBAHUS PYKOBOJCTBA IOCYJapCTBEHHOIO OpraHa, opraHa MECTHOI'O
CaMOYIIPABJIEHUS O PE3yJIbTaTaX KOHTPOJISI UCIIOIHEHUS JOKYMEHTOB (IIOPYYEHUI) U JIp.

[Tpu pernameHTanMM KOHTPOJI UCIOJHEHMS JOKYMEHTOB B MHCTpyKIMM IO JEJIONPOM3BOACTBY
cienyet oOpaTUTh BHUMAHUE Ha CIEAYIOLIUE TOJI0KEHUS:

- KOHTPOJIIO TOJIEKAT BCE 3aPETUCTPUPOBAHHbBIE JOKYMEHTBHI, TPEOYIOIINE NCTIOJTHEHNUS;

CPOK HMICTIOJIHEHHSI TOKYMEHTa MOXET OBITh TUIIOBBIM (YCTAaHOBJICH 3aKOHOIATEILHBIMHU M HHBIMU
HOPMATHUBHBIMU NIPABOBBIMU aKTaMH) WM UHAWBUAYAJIbHBIM (THIIOBbIE CPOKHU HUCIOJHEHUS TOKYMEHTOB
(mopyueHuii) mnpuBeneHbl B npuiokeHnn N 12 k HactoamuM MeETOAUYeCKUM PEKOMEHIAIUSM);
UH/IUBUJYaJIbHbIE CPOKU MWCIOJHEHHUS JOKYMEHTOB (TOpYYEHHUI) yCTaHaBJIMBAIOTCS PYKOBOJIUTENIEM
roCy/lapCTBEHHOI'O OpraHa, OpraHa MECTHOIO CaMOYIpaBJICHHUsS, €ro 3aMEeCTUTEISIMH, WHBIMU
JOJDKHOCTHBIMU JIMLIAMU B PE30JIIOLUAX (IOPYUYEHUSX) 110 JOKYMEHTY, B PACIIOPSAAUTENbHBIX JOKYMEHTAX,
MPOTOKOJIAX 3aCEIAHUM;

- UHAMBUYAJIbHBIM CPOK MCIIOJIHEHHS TOKYMEHTA (MOpyUeHHs) MOXKET OBbITh 0003HAYEH:

- KOHKPETHOM AaToi;

- IOMEeTKOH "BechMa CpO4HO" (JJOKYMEHT JOJKEH OBbITh MCHOJIHEH B TE€YEHHUE OJHOTO-IBYX THEH);
"cpo4HO" - B 3-THEBHBIN CpOK; "onepaTuBHO" - B 10-IHEBHBIN CPOK;

- €CJIM CPOK UCIOJIHEHUS JTOKYMEHTa HE YCTAHOBJIEH, TOKYMEHT JOJDKEH ObITh MCIIOJIHEH B CPOK HE
ooiee 30 gueii;

- laTa UCHOJHEHMUsA JokyMeHTa (mopyueHus) ¢uxcupyercs B OPK C3Jl wim  uHOMU
perucTpanoHHO-Y4eTHON QopMe;

- CPOKH MCIIOJIHEHUS CPOYHBIX ITIOPYUYEHUI HE MPOAJIEBAIOTCS U HE KOPPEKTUPYIOTCS;

- OpraHM3alys HCIOJHEHHMs TIopydyeHuid u ykazaHuid IIpesuneHra Poccuiickoin ®Penepannn
HCIIOJIHAETCS B COOTBETCTBUHU ¢ YKazoM IIpesunenra Poccuiickoit @enepanuu ot 28 mapra 2011 r. N 352
"O Mepax 1O COBEPUICHCTBOBAHHWIO OpPraHU3AlMM WCIOJHEHWs IOpy4YeHUH W ykasaHui IIpesuneHra
Poccuiickoit eneparun" [53];

- CPOKHM HCIIOJIHEHUSI JIOKYMEHTOB (IIOPYYEHUI) HMCUUCIAIOTCS B KaJeHJApHBIX [HAX C JaThl,
CIIEAYIOIIeH 3a MaTOM perucrpaluy JIOKyMeHTa (3Ta HopMma ycTaHoBJeHa cTarbeit 191 I'paxnmanckoro
konekca Poccuiickoit denepannu 5 4]);

- CPOKH HCIIOJIHEHUS IPOTOKOJIBHBIX MOPYYEHHH, KaK MPaBUIIO, YCTAaHABIMBAKOTCS B MPOTOKOJIE U
WCYHUCIISIIOTCS C JaThl, CISAYIONIEH 3a TaTOM MPOBEICHUS 3aceAaHus (COBEIIaHMs);

- €CJIM TOCTIeIHUH JeHb CPOKa MCIOJHEHHUs JOKyMeHTa (IOpydeHus) MPUXOAUTCS Ha Hepabouuit
JIeHb, TO JOKYMEHT TO/IJIC)KUT MCTIOJHEHUIO B ONMKAUIIAN CIISAYIOIINHI 32 HUM pabovHii 1eHb (3Ta HOpMa
ycraHoBieHa crarbed 193 I'paxnanckoro konexca Poccuiickoit Penepanuu [55]), 3a HCKIIOYECHUEM
denepanbHbBIX OPraHOB HCIIOJHUTEIBHOM BJIACTH, AJS KOTOPHIX MyHKTOM 6.1.1. TumoBoro periameHTa
B3aUMOJICHCTBUS (eepaTbHbIX OpPraHOB HCIOJHMUTENBHOM BIACTH, YTBEP)KICHHOTO ITOCTAHOBIEHHUEM
IIpaButensctBa Poccutickoit @eneparuu ot 19 auBaps 2005 r. N 30, ycTaHOBIEHO, YTO €CIU MOCIEAHUN
JIeHb CPOKa HCIIOJHEHUS MOPYYEHUS MPUXOAUTCS HA HEpaOOUYMil NeHb, OHO MOJUICKHUT HCIIOIHEHUIO B
MIPEANMICCTBYIOMNNA eMy pabouuii 1eHb 61,

- IPUOCTAHOBUTHh HCIIOJIHEHUE KOHTPOJIBHOIO JOKYMEHTa (TIOpY4YEHHs), a TaKK€ OTMEHHUTb €ro
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MOJKET PYKOBOJIUTEIb, MOAMUCABIININ JOKYMEHT WUJIH JIaBIIUI MOpy4YeHHE (PE30IIOHIO).

- 00 M3MEHEHUHM CpPOKa HCIOJHEHUS JOKYyMeHTa (MOpYy4YeHHs), MOAPA3NICNCHUS - HUCIIOJIHUTENS,
cocraBa wucnoigHuTeNeld o00s3aH  npouHpopmupoBaTh CiayxO0y JETONMpOM3BOACTBA WM  HHOE
noJipasjieliecHue, Ha KOTOPOE BO3JIOKEH KOHTPOJIb UCIIOJIHEHUS JOKYMEHTa (OpyUYeHus);

- TOKYMEHT CHHMAETCSI ¢ KOHTPOJISI TIocyie (DaKTHUECKOTO MCIIOJIHEHUS BCEX COJCPIKAIIMXCS B HEM
MOpYYEHUH, JOKYMEHTAIBHOIO TMOATBEPKACHUS €ro HCIOIHEHUS M COOOIIEHUS pe3ylbTaTOB €ro
paccMOTpeHMS 3aUHTEPECOBAHHBIM OpPTaHaM, OPTaHHU3AIHSIM H JTUIAM;

- cBelleHUS 00 MCIOJIHGHMH JOKyMmMeHTa (rmopydyeHus) BHocsaTcs B OPK C3OJ] wimm uHyIo
PETHCTPAIIMOHHO-YIETHYIO (DOPMY, UCIIOJIb3YyEMYIO JJIsi KOHTPOJISI UCIIOJTHEHUST;

- cyx0a JeNOnpOU3BOJCTBA TOCYJApPCTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOYIPaBIICHUS
AQHAIM3UPYET COCTOSIHUE W PE3yJabTaThl HUCIOJNHEHUS JOKYMEHTOB (MOPYYEHUH) U  COCTOSIHHE
UCIIOJTHUTENIbCKON JTUCUUIUIMHBI ¥ HaIpaBlIeT PYKOBOJUTENIO TOCYJAapPCTBEHHOIO OpraHa, opraHa
MECTHOTO CaMOYIIPABJICHUS, WHBIM JOJDKHOCTHBIM JIMIIAM C YCTAHOBJICHHOW IEPUOJUYHOCTBIO M IIO
YCTaHOBJICHHBIM (pOpMaM OTYETHl O KOJMYECTBE JOKYMEHTOB, HCIIOJIHEHHBIX B CPOK, MCHOTHEHHBIX C
NPOJUICHUEM CpOKa UCIOJNHEHUS, HE WCIOJHCHHBIX, HAaXOJANIMXCSd Ha HWCIOJIHCHUU, Kak II0
roCy/1IapCTBEHHOMY OpraHy, OpraHy MECTHOI'O CaMOYIPaBJICHHsI B IIEJIOM, TaK M MO CTPYKTYPHBIM
MOIpa3IeNICHUsIM U, P HEOOXOAUMOCTH, IO OTACITHHBIM UCIIOJHUTEIISIM;

- ©KEMECSYHO TOCYIaPCTBEHHBIC OPraHbl, OPTaHbl MECTHOTO CAMOYIIPABICHNS ) IPEICTABIISIOT B
Anvunuctpamuio [lpesunenra Poccuiickoit ®enepanuu B 2JIEKTpOoHHOW (opme HHGOPMALIUIO O
pe3ynbTaTaXx pacCMOTPEHUs OOpallleHHid rpaXKaaH, OpraHu3aIuii, a TakKe 0 Mepax, IPUHATHIX [0 TaAKUM
oOparieHusIM 58]

3.7. PaboTa HCOJTHUTES € JOKYMEHTAMU

[IpaBuiia nenompou3BOACTBA HE COJEp)KAT IOJOKEHUHM, YCTaHABIMBAIOIIMX TpeOOBaHUS K
OpraHu3aly paboThl UCIIOJHUTENS C TOKYyMEHTaMHU, BMECTE C TeM, IIPAKTUKA Pa3pabOTKU MHCTPYKLUH 110
JIEJIONPOU3BOJICTBY CBHUJIETENILCTBYET O TOM, YTO, KaK IPAaBWJIO, B MHCTPYKLMSIX IO JAEJIONPOU3BOJICTBY
TaKHE Pa3Aeiibl CONEPIKATCA.

[Tpu BritoueHun B MHCTpYKIUMIO MO JEIONPOU3BOJCTBY paszzaena 00 opraHuzanuu padoThl
VCIIOJIHUTENIA C JOKYMEHTAMH PEKOMEHYETCS OTPAa3UTh B 3TOM pa3Jieie CAEAYIOUINE ITOT0KEHUS:

- opraHu3anus paboThl ¢ JOKYMEHTaMU B CTPYKTYPHBIX MOJpa3felieHUusiX TI'OCyJapCTBEHHOIO
opraHa, opraHa MECTHOTO CaMOYIIPaBJIEHUS OCYIIECTBIISIETCS HAa OCHOBAaHUM PE30TIOUMN (MOpYUYEHHUIR)
PYKOBOJUTENS TOCYAApCTBEHHOTO OpraHa, OpraHa MECTHOI'O CaMOYINpaBJIEHHs, €ro 3aMecTUTEseH,
PYKOBOJMUTENEH  CTPYKTYPHBIX  MOAPA3ACNE€HUM, UHBIX  JOJDKHOCTHBIX  JIMI,  HAJCJIICHHBIX
COOTBETCTBYIOIIMMHU MOJTHOMOYHSIMU;

- IO/IPA3/IICHUE-UCTIOTHUTEND TIOJYyYaeT JOKYMEHTHI B BO3MOYKHO KOPOTKHE CPOKH (B J€HBb HMX
PaccCMOTPEHHs] COOTBETCTBYIOIIMM JIOJKHOCTHBIM JIULIOM WM Ha CIEIYIOIIMA pabouuil AeHb), CPOUYHBIE
JIOKYMEHTBI II€PENAIOTCS NCIIOJIHUTENIO HE3aMEIIUTEIIBHO;

- TOKYMEHTBI, TIOCTYIMHUBILINE B CTPYKTYPHOE MOAPa3/IeieHHE C PE30TIOUUsIMU (IOpYyUYEHUsIMHU) Ha
UCIIOJJHEHUE TEPEAArOTCsl  MCIOJIHUTENSAM TOJBKO IIOCIE HUX PAacCMOTPEHHMS PYKOBOJIUTEIEM
MoJIpa3/iesIeHu .

HcnomHuTENN B IPOLIECCE UCIIOJIHEHUS JJOKYMEHTA OCYIECTBIISIFOT:

- c0op 1 00paboTKy HEOOX0IMMOM HH(MOPMAITUH;

- IOJITOTOBKY NPOEKTa JOKYMEHTa M BCEX HEOOXOAMMBIX MPUIIOKEHHUI C COOIIOACHUEM MpaBUil
JOKYMEHTHUPOBAHHUS, YCTAHOBJICHHBIX B FOCY/IapCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYTIPaBJICHHUS;

- COTJIaCOBAHME MIPOEKTA JOKYMEHTA C 3aMHTEPECOBAHHBIMU J10JPKHOCTHBIMU JIMLIAMU;

- IOJATOTOBKY CBOJIKH OT3bIBOB (¢ KomMeHTapueM "[IpunsaTo", "OTkiIoHEHO" ¢ yKa3aHUEM TPUYHH,
"ITpuHSTO 4acCTUYHO" C COOTBETCTBYIOIIUM MOSICHEHUEM);
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- 10pabOTKY MPOEKTa JOKYMEHTA 110 3aMEYaHHSIM, TIOJTYYEHHBIM B X0/I€ COTJIACOBaHUS;

- IOBTOPHOE COTJIaCOBAHME IPOEKTAa JOKYMEHTa (B Cllydyae €ro Cepbe3HOW KOPPEKTUPOBKHU IO
pe3ysibTaTtaM IEePBOI0 COIIaCOBaHUA);

- B HEOOXOJIMMBIX CIIy4asiX - MIOATOTOBKY CIUCKa (yKa3aTess) pacChbUIKU JOKYMEHTA;

- IPE/ICTABJICHHE ITPOEKTA JOKYMEHTA Ha MOANKUCH (YTBEPKAECHNUE) PYKOBOJICTBY;

- OIpeJelIeHne MecTa XpaHEeHHsl JOKyMEeHTa (KOMUU JOKYMEHTa) IMPOCTAaBICHHUEM OTMETKU C
YKa3aHHEM HOMepa Jieja 10 HOMEHKIIAType /1€, B KOTOPOE J0JKEH ObITh IIOMEIIEH JOKYMEHT.

B UncTpykiuu 1o Jelonpou3BOJCTBY I€1€CO00pa3HO MPEAYyCMOTPETh MOPSIOK paboThl Haj
JIOKYMEHTOM B CIIy4asiX, €CJIM UCIIOJIHEHUE JIOKYMEHTA IOPYYEHO HECKOJIBKHUM JIMI[aM, B TOM YHUCIIE:

- (pyHKUIMM OTBETCTBEHHOI'O MCIONHUTENS U (DYHKUIMU COMCIOIHHUTENECH B MOATOTOBKE MPOEKTa
JIOKYMEHTA;

- IPaBO OTBETCTBEHHOI'O HCIIOJIHUTENS CO3bIBATh COMCIOJIHHUTENEH ISl BHIPAOOTKH COBMECTHOIO
pelieHus;

- IOPSJIOK ¥ CPOKU MPEJICTABICHUS IPOEKTOB OTBETCTBEHHOMY HCIIOTHHUTEIIIO.

B WucTpykuuu 1no Jenonpou3BOACTBY IPEAYCMATPUBAETCS BO3MOXHOCTb TMPOJJIEHHUS CpOKa
UCIIOTHEHUSI JIOKYMEHTa (C COOTBETCTBYIOUIMM OOOCHOBAaHUEM, IMPEACTABISEMBIM PYKOBOJICTBY), €CIU
OTCYTCTBYIOT PEaJIbHBbIE YCJIOBUS BBIIIOJIHEHUS 3aJaHus, JeJaTh NOMETKH Ha jJokymeHte wiu B COJl o
BPEMEHH €ro IMOCTYIUIEHHS, O JaTaX MPOMEXKYTOYHOI'O HCIONHEHUs (TeIeQOHHBIX M MHUCHbMEHHBIX
3arpocax), 0 1aTe ¥ pe3ysibTaTe OKOHYATEIIbHOTO UCIIOHEHHUS.

HcnonuuTens He AOMKEH pas3riamiath COAEpKaHHE IMOCTYNUBIIMX K HEMY JIOKYMEHTOB U
MOJrOTOBJICHHBIX MPOEKTOB CIYXEOHBIX JOKYMEHTOB, C HUIMH MOTYT OBITh O3HAKOMJIEHBI TOJIBKO JIMIIA,
UMEIOIIIE OTHOIIIEHUE K UX UCTIOTHEHHIO.

3.8. lokyMeHTAIbHBIN (OH rOCYAaPCTBEHHOI0 OPraHa,
OpraHa MecTHOI0 CaMOyNpPaBJICHHA

3.8.1. Pa3paGoTka u BeleHre HOMEHKJIATYPbI /e
B cootBerctBuM ¢ myHkTOM 6.1 IlpaBun aenonmpou3BOACTBA JOKYMEHTBI, CO3/JaHHBIE H
MIOJTyYeHHBIE B TPOIIECCE JESITEIBbHOCTH TOCY/IapCTBEHHOTO OpraHa, opraHa MECTHOTO CaMOYIpPaBJICHHUS,

06pa3y}0T HOKYMGHTaHBHBIﬁ (1)OHI[ TOCYAAapCTBCHHOI'O OpraHa, OpraHa MECTHOI'0 CaMOYIpaBJICHUS.

I[OKYMCHTaJIBHHﬁ (1)OHI[ — COBOKYIIHOCTH JOKYMCHTOB, 06p8.3y}OIJ_[I/IXC$I B ACATCIBbHOCTHU OpFaHI/I3aI_II/II/I[59].

B cootBercTBUM ¢ DenepanbHbIM 3aKOHOM OT 22 okTs10ps 2004 . N 125-D3 "O06 apxuBHOM jeje B
Poccuiickoit ®enepauuu" u nyHKTOM 6.2 [lpaBuin Aenonpou3BOACTBa TOCYJAapCTBEHHbBIE OpraHbl
Poccuiickoit @enepamuu pa3pabaTeiBalOT M TOCJE COTJIACOBAHMS C YIOJHOMOUYEHHBIM (herepanbHbIM
OPraHOM HCIIOJTHUTEIBHOM BIACTH B clepe apXMBHOTO JIe/Ia U JeTOMPOU3BOJICTBA *° YTBEPIKAAIOT IIEPEUHH
JIOKYMEHTOB, 00pa3yloluxcs B Ipolecce HX JeITeIbHOCTH, a TakKKe B Ipolecce AEATeIbHOCTU
MIOIBEZIOMCTBEHHBIX MM OpraHW3alMil, C YKa3aHUEM CpPOKOB MX XPaHEHUs, KOTOPBIM CTPYKTYpHBIE
NO/Ipa3ielIeHUs TOCYy1apCTBEHHOro oprana Pocculickon denepanuu pyKOBOACTBYIOTCS IIPU OIIPEACICHUN
CPOKOB XpaHEHHUS JOKYMEHTOB IpPH COCTABJICHWHM HOMEHKJIATYpbI e, (OpPMUPOBAHUU U OGOPMIICHUH
JIeJ1, OpraHU3aluK UX XPaHEHHUS.

B coorBerctBuM ¢ mnyHKTOM 6.3 IlpaBun 1enonpon3BOACTBA TOCYAAPCTBEHHBIE OpPTaHbI
Poccuiickoit ®enepanuu 1 rocygapcTBeHHble opranbl cyObekToB Poccuiickoit dexepanuu, nmeromue
MOJIBEJOMCTBEHHbIE OpraHM3alllK, BIpaBe pa3pabarbiBaTh M YTBEPXKJATh 110 COIVIACOBAHUIO C
YIIOJIHOMOYEHHBIM (heZiepalibHbIM OpPraHOM HCIOJHHUTENbHON BIACTH B cdepe apXuUBHOro Jena Hu
JEJIONPOU3BOJACTBA WJIM C COOTBETCTBYIOIIUM YIIOJHOMOYEHHBIM OpPraHOM HCIIOJIHUTEIBHOM BIIACTH
cyobekta Poccuiickoit deaepanuu B chepe apxXUBHOTO Jie1a THIIOBBIE M IPUMEPHbIE HOMEHKJIATYPhI A€
JUISL TIOABEIOMCTBEHHBIX OPTaHU3ALNN.

TunoBass HOMEHKJIAaTypa J€J YCTaHABIMBAaE€T COCTaB JI€J, 3aBOAMMBIX B OpraHU3aLUsAX
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ONPEJIETICHHOTO TUIIA, U SBJISIETCS HOPMATUBHBIM JOKYMEHTOM.

[IpumepHass HOMEHKIJIaTypa J€J YyCTaHaBIMBAaeT IPUMEPHBI COCTAaB JeJl, 3aBOAMMBIX B
OJIHOTHUITHBIX OpraHMu3alusiX, Ha KOTOpbIE OHA PACHpPOCTPAHSETCs, U SBJISETCS PEKOMEHJIaTeIbHbIM
JIOKYMEHTOM.

Co3nmanue  JTOKyMEHTanbHOro  (oHAa  TOCYHapCTBEHHOIO  OpraHa, OpraHa  MECTHOTO
CaMOYIpaBJICHUS! HCIOJHUTENbHOM BiacTH ocyuiectBisgercs Crayx00il JelI0npou3BOACTBA IMYyTEM
COCTaBIICHUSI HOMEHKJIATYPHI JIe, (popMHUpOBaHUS U OPOPMIICHHUS JIe, 00ECIeUCHHs] WX COXPAaHHOCTH,
yueTa M repefayu e B apxuB GefepantbHOro opraHa UCHOJHUTENBHO BIIaCTH.

B cootBercTBUM ¢ myHKTOM 6.4 [IpaBui Aenonpou3BOACTBa HOMEHKIIATYpa JIe] TOCYAapCTBEHHOTO
opraHa, opraHa MeCTHOT'O CaMOYIPaBIECHHUS 3aKpervisieT KiacCupuKaluoo (TPynnupoBKYy) JOKYMEHTOB B
nena (3MEKTPOHHBIE eia), 00eCreunBaeT CUCTEMATU3AIMIO U UHCKCALIMIO JIeN, TIOPAI0K (hOPMUPOBAHUS
Y y4eTa JeJl B IeJONPOU3BOJICTBE.

Homenkimarypa nen rocy1apcTBEHHOTO OopraHa, OpraHa MECTHOTO CaMOYITPaBJIECHUSI BKIIFOYAETCS B
C3O/1 B kayecTBE CIPABOYHUKA, ONPEACIIAIONIEr0 NOPAJ0K CUCTEMATU3AIMHN 3JIEKTPOHHBIX JOKYMEHTOB U
AJIEKTPOHHBIX KO JOKYMEHTOB, BKiIIo4aeMbix B CO/1.

B UucTpyKumu no Aenonpou3BOACTBY FOCYIapPCTBEHHOI'O OpraHa Cie1yeT YCTaHOBUTD:

- IOPSIIOK  pa3pa0OTKH  HOMEHKJIATYPHI JIe TOCYIapCTBEHHOT'O OpraHa, OpraHa MECTHOTO
CaMOYIIPaBJICHUs, BKJIIOYas BOIIPOCHI COIVIACOBAHMS M YTBEPKJICHHUS HOMEHKJIATYpbl JeJ, €XKEroJHON
KOPPEKTUPOBKH HOMEHKJIIATYPHI JIET;

- CTPYKTYpY HOMEHKJATYyphl JI€J, B TOM 4YHUCJE, MOPSAOK PACIOJIOKEHUS pa3/ieOB B CBOJAHOU
HOMEHKJIAType e,

- IpaBUJIa MHJEKCALIMU JI€], COCTABIICHHUS 3ar0JI0BKOB JIET;

- IOPSZIOK MHACKCALIUU JIENT U OTIPE/ICTICHUS CPOKOB XPaHEHUSI IOKYMEHTOB;

- 0COOEHHOCTH OTPAKEHUS B HOMEHKJIATYpe Ael AIEKTPOHHBIX JIET;

- IOPSIZIOK YCTAHOBJICHHSI CPOKOB XPaHEHUsSI TOKYMEHTOB ¢ MHGOpPMAIMEH O TOM, KaKue MepeyHr
JIOKYMEHTOB CO CPOKaMHU XPaHEHUS! TPUMEHSIOTCS JIJIsl ONPEICIEHUSI CPOKOB XPaHEHUS JOKYMEHTOB;

- IOPSIZIOK BEJCHHUS HOMEHKJIATYPHI JIeJl B TEUCHUE JCIIOMPOU3BOACTBEHHOTO (KAJICHIapHOTO) To/1a
U TIOPSJIOK €€ KOPPEKTUPOBKU;

- COCTaBJIEHWE MWTOTOBOM 3alUCH O KOJUYECTBE U KaTEropusx Jel, CHOpPMUPOBAHHBIX B
JIEJIONIPOU3BOJICTBE FOCYJAPCTBEHHOTO OpraHa, OpraHa MECTHOTO CAMOYIIPaBJIEHUs B TEUEHUE TO/a.

B UnHCcTpyKIIMM MO 1€10MPOU3BOJICTBY 11eJ1eCO00pa3HO MPEAyCMOTPETh, UTO:

-TIpU COCTaBJIEHWM HOMEHKIATYpPbl JIeJ CJIEAYeT PYKOBOJACTBOBAThCA 3aKOHOAATEIbCTBOM
Poccuiickoit ®enepanmu, 3aKOHOIATENHCTBOM cyObekTa Poccuiickoit denepariuu, Ompeaesironmum
JNEeATEIbHOCTh TOCYAApPCTBEHHOTO OpraHa, oOpraHa MECTHOTO CaMOYINPAaBICHUS, TOJ0XKEHHUEM O
TOCYJapCTBEHHOM OpraHe (OpraHe MECTHOTO CaMOYIIPaBJIEHUs), PErIAMEHTOM TOCYJapCTBEHHOTO OpraHa
(oprana MECTHOTO CaMOYTPABJICHHs), TOJOKEHUSMHU O CTPYKTYpPHBIX TOJPA3ACICHUAX, MITATHBIM
pacnycaHueM, IIJIAHOBOW W OTYETHOM JOKYMEHTAallMed, HOMEHKJIATypoll Jed 3a MNPOIIEAIINE TOJbl,
HOPMATHUBHBIMU aKTaMHU TOCYJApCTBEHHOTO OpraHa, opraHa MECTHOTO CAMOYIPAaBJICHHS, COAEPKAIIUMU
cBeZleHHs 00 00pa3yromuxcs B ACATEIHPHOCTH JOKYMEHTAaX, TUMOBBIMH U IPUMEPHBIMH HOMEHKJIATYPaMH
nen (py UX HaJTM4KK ), TIEPEYHSIMH JOKYMEHTOB, 00pa3yIOIIUXCsl B MPOIIecce ASSITENbHOCTH (DeepambHbIX
OpraHOB rOCYJJapCTBEHHOH BIJIACTH, MHBIX FOCYAAapPCTBEHHBIX OpraHoB Pocculickon denepanun, a Takxe B
npoliecce AesATeIbHOCTH MOJIBEIOMCTBEHHBIX UM OPraHU3alINii, C YKa3aHUEM CPOKOB MX XPAHECHMUS;

- B TOCYJaPCTBEHHOM OpTaHe, OpraHe MECTHOTO CaMOYIPABJICHHS COCTaBIISIOTCS HOMEHKIATYPHI
Jiel CTPYKTYPHBIX MOJIpa3[eleHuil 1 HOMEHKJIAaTypa el TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOIO
camoympaniieHus (cBoiHas ). DOpMBI HOMEHKIIATYPHI JIeJ CTPYKTYPHOTO TIOAPA3/IeICHUs] 1 HOMEHKIIATYPBI
Jell OpraHM3alMy yCTaHOBIIeHbl [IpaBuiamu oOpraHu3anuy XpaHEHHs,, KOMIUIEKTOBaHUS, Yy4eTa H
WCIIONIB30BaHUs JOKyMeHTOB ApxuBHoro ¢onma Poccuiickoit ®enepanmwii W JIpyrux apXUBHBIX
JIOKYMEHTOB B OpraHax roCy/JapCTBEHHOW BJIACTH, OpraHaX MECTHOI'O CAMOYIIPABJICHUS, OpraHU3aIUsIX [60]
u nipuBeAieHbl B puiiokeHusax N 13 u N 14 k Hacrosamum MeToan4eckuM peKOMEHAAIUsM;

- HOMEHKJIaTypa Jel CTPYKTYpHOTO TMOJpa3JeieHUs] COCTaBIsE€TCA JACJIONPOU3BOAUTEIIEM
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CTPYKTYPHOTO TMOJpa3JeieHus] MPU yYaCTUU BEAYIIUX CHEIHAIMCTOB CTPYKTYPHOTO IOJpa3eieHHUs,
COTJIACOBBIBACTCSI C OJKCIEPTHOM KOMHCCHEW CTPYKTYpHOrO TojpasfesieHus (Ipu ee HaJu4duu),
MOJMMCHIBACTCS PYKOBOJIUTEIEM CTPYKTYPHOTO TMoOjpaszieneHuss U npenacraBmsiercs B CiyxOy
JEJIONPOU3BO/ICTBA TOCYAAPCTBEHHOIO OpraHa, OpraHa MECTHOT'O CaMOYIIPaBIICHUS;

- HOMEHKJIaTypa JIe] FoCy1apCTBEHHOI'O0 OpraHa, opraHa MECTHOI'O CaMOYIPaBJIEHUSI COCTABIIAETCS
Cny>x00ii N1eJ0MpOU3BOJICTBA U3 HOMEHKIATYpP JeJ CTPYKTYPHBIX MOJpa3/ieieHHIl; HOMEHKIaTypa el
rOCy/IapCTBEHHOT'O OpPraHa, OpraHa MECTHOTO CaMOYIPABIICHUS TOIUCHIBaeTCs pykoBoauTeneM CirykObl
NEJIONPOU3BOJICTBA, BU3HPYETCS PYKOBOJUTENEM apXuBa (JIMIOM, OTBETCTBEHHBIM 3a apXUB),
YTBEPKAACTCA PYKOBOJIUTENIEM TOCYAApCTBEHHOIO OpraHa, OpraHa MECTHOI'O CaMOYIIpaBJIEHMs IOCIe
COIJIACOBaHUsl MPOEKTa HOMEHKIJIATYphl [Ied C LEHTPAJbHOM SKCIEPTHOW KOMHUCCHEH (dKCIEepTHOM
KOMHUCCHEN) TOCYJapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CAaMOYIIpPaBJI€HUS U OAMH pa3 B 5 JIET C
3KCIIEPTHO-ITPOBEPOYHOI KOMUCCHEH (manee - OIIK) COOTBETCTBYIOLIETO benepanbHOTO
TOCYZapCTBEHHOTO apXUBa [61], YIOJIHOMOUYEHHOT'O OpTraHa UCTIOTHUTEIBHOU BIacTu cyobekTa Poccuiickoit
Oenepaun B cdepe  apxHBHOrO aena'*  wmm rOCy/IapCTBEHHBIM (MYHHUIIUIAIBHBIM) apXUBOM B
COOTBETCTBUU C MIPEIOCTABICHHBIMHU €MY IMOJTHOMOYHUSIMHU (631,

- HOMEHKJIaTypa Jel TOCYyAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHHUS B KOHIIE
KaXKJ0ro rojla yTOUHSIETCs, YTBEPKAAETCS PYKOBOJIUTENIEM IOCY/apCTBEHHOTO OpPraHa, OpraHa MeCTHOTO
caMOYIpaBIlIeHUS M BBOJIUTCS B JeHCTBHE C | SHBaps CIIEAYIOIIEro KaJeHAapHOro roa;

- BHOBb CO3JIaHHOE€ IOJPA3/IeJICHNe B MECSYHBI CPOK pa3pabaTbiBacT HOMEHKIATYPY Jel
nonpaszzeneHus u mnpexacrasisier ee B CiyxOy IelI0mpou3BOJACTBA FOCYAApCTBEHHOTO OpraHa, opraHa
MECTHOTO CaMOYIIpaBJCHUs IS COTJIACOBAaHUSI M YTBEPXKICHUS B TIOPSJKE, YCTAHOBJICHHOM JJIf
COTJIACOBAHUS U YTBEPKACHUS CBOJHOM HOMEHKJIATYPHI JeJI, TOCIIe YeTO aHHBIM pa3/ien MPUCOeTUHIETCS
K JIeHCTBYIOIIEH HOMEHKJIAType /1€ TOCYJapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIIPABIICHUS;

- CTPYKTypHOE Tmojapasfenenue uHpopmupyer CrnyxOy AeTOmpOU3BOACTBA TOCYJAPCTBEHHOTO
oprasHa, opraHa MECTHOT'O CaMOYIIPABJIEHUS O BKJIFOUEHUU B HOMEHKJIATYPY JI€7 HOBBIX JIE€J; C 3TOM LENbIO
B CayxOy [enonmpou3BOJCTBA MPEACTABISETCS CIy)KeOHas 3amucka 3a TOIMUCHI0 PYKOBOJIUTEINS
(3amecTUTENS pYKOBOJIUTEINS) CTPYKTYPHOTO MOAPA3JIENECHUs C yKa3aHUEM HMHJIEKca Jella, ero 3arojioBKa,
CpOKa XpaHEHHUs U OCHOBAHUSA /ISl 3aBEJICHUSI JIENa;

- HOMEHKJIaTypa JieJ ToCy1apCTBEHHOIO0 OpraHa, opraHa MECTHOI'O CAMOYIPAaBJIEHUSI COCTABIISETCS
B TPEX AK3EMILIspax:

- 1-ii 2K3eMIUIsp YTBEPXKICHHOW HOMEHKIJIATYpPHI €] SBISETCS JOKYMEHTOM TOCTOSIHHOTO
XpaHEHUs, MOMEIIAeTCs B OTAETbHOE JEN0 W BKIIOYAeTCSd B HOMEHKIATypy Aen B pazaen CrayxOb
JIeJIONPOU3BO/ICTBA;

- 2-# DJK3eMIUIsIp TNepelaeTrcs B apXMB TOCYAapCTBEHHOINO OpraHa, opraHa MECTHOIO
CaMOYTIPaBJICHUS B KAYECTBE YUETHOTO JOKYMEHTA;

- 3-ii sK3eMIUIAp TepenacTcsi B TOCYAAPCTBEHHBIM (MYHHUIMMAIBHBIN) apXuUB, HCTOYHUKOM
KOMILJIEKTOBAHHS KOTOPOTO SIBJISIETCSA TOCYapPCTBEHHBIN OpraH, OpraH MECTHOT'O CaMOYIIPABJICHHUS;

- HOMEHKJIaTypa Jell TOCYJapCTBEHHOTO OpraHa, OCYUIECTBJISIOLIETO JICTIO3UTAPHOE XpPaHEHHE
nokymMeHTOB ApxuBHoro ¢ouaa Poccuiickoit denepamnuu, Haxoasamuxcs B GpeaepaabHOil COOCTBEHHOCTH,
COCTaBJISIETCS B JABYX OK3eMIUsipax: - HK3eMIUISIp YTBEPKICHHOW HOMEHKIATYpPbl JENl SBIISETCS
JIOKYMEHTOM TIOCTOSIHHOT'O XpaHEHUsI, TOMENIAECTCS B OT/ICIBbHOE JIEJI0 M BKIIFOYACTCS] B HOMEHKIIATYPY e
B pazaen CiyxObl JeIONMPOU3BOJCTBA; 2-i SK3EMILIAP MepeacTcss B apXUB TOCYIapCTBEHHOTO OpraHa B
KaueCTBE YYETHOTO IOKYMEHTA;

-B KauecTBe pabodero osk3emiusipa B Ciyx0Oe AeTONpOM3BOACTBA HCHONIB3YETCS KOMUS
YTBEPKJACHHON HOMEHKJIATYpHI JIeJl TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYITPaBJICHUS UJTU €€
JNeKTpoHHas (opma; B CTPYKTYpHBIE MOApA3NIENCHHUs] TOCYIapCTBEHHOI'O OpraHa, OpraHa MECTHOTO
caMOyIpaBlieHUus! HOMEHKJIaTypa Jien paccbutaerca Ciy:k00i Jemonpon3BOACTBA B 3JIEKTPOHHOM BHJIE
WIH B BUJIC KOITUI COOTBETCTBYIOIIUX Pa3/IeioB HA OyMa)XHOM HOcHTENE (B COOTBETCTBUU C MMyHKTOM 6.17
[IpaBun nmenompou3BojaCTBa pabOYMii  3K3EMIUIAp HOMEHKJIATypel Jen  xpaHutcs B CiyxOe
JIETONPOU3BOJICTBA TOCYIAPCTBEHHOI'O OpraHa, opraHa MECTHOTO CaMOYIpaBJieHHUs 10 TE€X MOop, MOKa Ha
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nena, cOpMHPOBAHHBIE B COOTBETCTBUHU C HOMEHKJIATYpPOMl AeJ, He OyAyT COCTaBIIEHBI ONMUCH €T IS
nepesavyy B apXyB rocy1apcTBEHHOIO OpraHa, opraHa MECTHOTO CaMOYTIPaBJICHU);

-B ciyyae U3MEHEHHA (YHKUUH M CTPYKTYphl TOCYAAPCTBEHHOTO OpraHa, OpraHa MECTHOTO
caMOyIpaBJIeHUs. HOMEHKJIaTypa JeJl COCTaBisieTcsi 3aHOBO, coryacoBbiBaerca ¢ JIIK denepansHOro
roCyJapCTBEHHOTO apXHBa, YINOJIHOMOYEHHOTO OpraHa HCIOJIHUTENBHOW BiacTu cyObekTa Poccuiickoi
Qenepanii B cdepe apXMBHOIO Jiela WM TOCYJAapCTBEHHBIM (MYHUIMIAIBHBIM) apXHBOM B
COOTBETCTBUM C  IPENOCTABJIECHHBIMM €My IOJHOMOYMSMM U YTBEP)KIAETCS  PYKOBOAMTEIEM
roCyJapCTBEHHOI0 OpraHa, OpraHa MECTHOI'O CaMOYIPABIICHHUS.

- HAMMEHOBAHMSIMHM pa3esioB HOMEHKJIATYpbl €] SBIAIOTCS HAUMEHOBAHUSA CTPYKTYPHBIX
NO/IPa3/IeNIEHUld TOCYJapCTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIPABJICHMS, KOJUIETHAJIbHBIX,
COBEILIATEJIbHBIX, METOJUYECKMX M MHBIX OPraHOB (B OpraHax MECTHOIO CaMOYIPAaBJIEHUS JOIyCKaeTcs
pa3paboTKka HOMEHKJATyp Jea (YHKIUOHAIBHOTO THIIA, CHCTEMaTH3alus JOKYMEHTOB B KOTOPBIX
OCYIIIECTBIISIETCS] B COOTBETCTBUM C HAIIPABJICHUSIMU JI€ATEIbHOCTH);

- B TEYEHHE roja B pabOyMil 3K3eMIUISIp HOMEHKJIATYPHI Jel MOTYT BHOCHUTbCS YTOYHEHHS B
3aroJIOBKU JI€Jl, B HEOOXOAUMBIX CIy4yasiX - B CPOKM XpPaHEHUs JOKYMEHTOB, a TaKK€ MOTYT BKJIIOUAThCS
3aroJIOBKU JIeJI, HE MPelyCMOTPEHHbIE MpU pa3pabOTKe U YTBEP)KIEHUU HOMEHKIIATYphl el (HOBBIE
3aroJIOBKU JIeJ1 BHOCSATCSI B TaK HAa3bIBAEMbIE B PE3EPBHBIE HOMEPA, IIPEAYCMOTPEHHBIE B KAXKIOM pa3jieie
HOMEHKJIATyphI J1€IT;

- CPOKM XpaHEHUs JOKYMEHTOB, BK/IIOYEHHbIX B HOMEHKJIATYpy [€J, YCTaHaBIUBAIOTCA B
COOTBETCTBUHU C (efepalbHbIMU 3aKOHAMHU, WHBIMA HOPMATHUBHBIMH IPAaBOBBIMH aKTaMH, MEPEUHSIMHU
TUIIOBBIX ApPXUBHBIX JOKYMEHTOB, IEPEUYHSIMH JIOKYMEHTOB, 00pa3yroIIMXcs B IpOLECcCE JEATEIbHOCTH
denepanbHBIX OpPraHoB TOCYJAapCTBEHHOW BIACTH, HHBIX TOCYJapCTBEHHBIX OpraHoB Poccuiickoii
®enepanyy, a Takke B IPOLECCE AEATEIbHOCTU IOJBEJOMCTBEHHBIX UM OpraHu3alluid, C yKa3aHHEM
CPOKOB UX XpaHEHHUs (Janee - BeIOMCTBEHHBIMHU MEPEUHSIMH); CPOKU XpaHEHUS JOKYMEHTOB YKa3bIBalOTCA
BTpadge 4 HOMEHKIATYpbl JIel CO CCBUIKOM Ha CTaThio (elepayibHOTO 3aKOHA, THUIIOBOTO WIIH
BEJIOMCTBEHHOTO MEPEYHs);

- [0 3aBEpIICHUM KAJICHJAPHOTO roJa B KaXJIOM CTPYKTYpHOM MOJpa3AeieHUuN odopmisercs
UTOTOBAs 3allUCh K HOMEHKIIAType 1€, B KOTOPYIO BHOCSTCS CBEJICHUS O KOJIMYECTBE 3aBEJICHHBIX JIEN C
Y4€TOM KOJIM4eCTBa TOMOB (Tpada 3 HOMEHKJIATYphl JeJl), OTAEIbHO MOCTOSHHOTO U BPEMEHHBIX CPOKOB
XpaHEeHHUsl, BPEMEHHBIX CpOKOB xpaHeHusi ¢ orMmerkod "OIIK" u mepexoasmmx; WTOroBas 3aluch
JIOTIONIHSIETCS JTAaHHBIMU O KOJIMYECTBE JJIEKTPOHHBIX JEJl COOTBETCTBYIOIIMX CPOKOB XpaHEHHs U
nepenaercst B CmyxOy Ienonpou3BOACTBA; BMECT€ C HMTOTOBOM 3alUCBhI0 MEpefaroTcs JaHHbIE 00
M3MEHEHUSX U JOTIOJHEHUSAX, BHECEHHBIX B HOMEHKJIATYpy el CTPYKTYPHOTO MOJpPAa3/IeIeHUs B TEUEHUE
rona;

- B UTOTOBYIO 3allMCh CBOJHOW HOMEHKJIATYphI [ CBEJEHUS BHOCSTCS HAa OCHOBAHUU JAHHBIX,
NEpPEeaHHbIX W3 CTPYKTYPHBIX TMOJPa3JeieHUl TOCyAapCTBEHHOTO OpraHa, oOpraHa MECTHOIO
CaMOYIpPAaBJIEHUS; CBEJCHUS HWTOTOBOM 3alMCH CBOJHOM HOMEHKJIATYypbl [ NEepeNaloTcs B apXUB
rOCyJapCTBEHHOTO OpraHa, opraHa MECTHOIO CaMOYIpAaBICHHUS, O YEeM B HOMEHKJIAType el
MPOCTABIISIETCS OTMETKA C YKa3aHWEM JOKHOCTH U MOAIKCH JINIIA, TIePeJaBIIero CBEICHUS;

- Cniy’k0a J1eJonpou3BOICTBA TOCYIAPCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIpPaBJICHUs Ha
OCHOBE IIOJTyYEHHBIX U3 CTPYKTYPHBIX MOJpa3AeIeHUI TaHHbIX TOTOBUT:

- UTOTOBYIO 3aMKCh O KATETOPUSIX M KOJIMYECTBE JEJ, 3aBEJCHHBIX B rOCyJAapCTBEHHOM OpraHe,
OpraHe MECTHOTO CaMOYIpaBJeHHs B T€UEHHE r0Jla; CBEACHMS MTOTOBOI 3alUCH MEpPEAaloTCsl B apXUB
rOCyJapCTBEHHOTO OpraHa, oOpraHa MECTHOIO CaMOYINpAaBICHHUS, O YEeM B HOMEHKJIAType el
IPOCTABIISIETCS OTMETKA C YKa3aHUEM JOHKHOCTH M MOAINUCH JIMIIA, TIEPEJaBIIero CBEICHUS;

- IOTIOJIHEHWE K HOMEHKJIAType J€Jl, B KOTOPOM IIOCJIEI0BATENbHO B COOTBETCTBUU C pa3lesiaMu
HOMEHKJIATyphl JIeJl YKa3bIBAKOTCSl 3ar0JIOBKM 1€, HE MPEAYCMOTPEHHBIE YTBEPKICHHBIM HK3EMILISIPOM
HOMEHKJIATYphI J1e]; TONOJHEHUE K YTBEPKJACHHOM HOMEHKIIATYpE JeJ MOIAINUCHIBAETCS PYKOBOAUTEIEM
Cnyx0bl JeNIONpPOU3BOACTBA M BMECTE€ C UTOTOBOW 3alMChio, MPHOOIIAETCI K YTBEPKICHHOMY
AK3EMIUISIPY HOMEHKJIATYPHI JeIT;

02.06.20222 Cuctema 'APAHT 44/136



- HOMEHKJIaTypa JeJl HUCIOJb3YETCsl B KaueCcTBE OCHOBBI JUIsl COCTABJIEHUS ONHCEH Jel
CTPYKTYPHBIX MOApa3/IeJIeHUI OCTOSIHHOTO, BpeMeHHBIX (cBbIle 10 J1eT) CpOKOB XpaHEHHUS, B TOM YHCIe
10 JINYHOMY COCTaBY, aKTOB O BBIICJICHUM K YHUUYTOKEHHUIO JOKYMEHTOB, HE MOJUICKAIIUX XPAHEHUIO, a
TaK>Ke JJIs yueTa Jiel BpeMeHHBIX (10 10 et BKII0YUTENhHO) CPOKOB XPaHEHHS.

[Topsimok 3amonHEeHUs rpad) HOMEHKJIATYPHI AeN MPUBEACH B mpuioxkeHUH N 15 Kk HacToAImM
MeToauueckiuM peKOMEHAALINSM.

3.8.2. ®opmupoBaHue e/ U UX TeKyIllee XPaHeHue

[Tynktamu  6.23-6.27 IlpaBun  [€1OIPOU3BOJACTBA  ONPEJEIEHBl  OCHOBHBIE  IPUHLIUIIBI
dbopMupoBaHus aea, 0COOEHHOCTH (HOPMUPOBAHMS B Jiela OTIEIbHBIX KaTEropuil JOKYMEHTOB, B TOM
YHcie, 3JCKTPOHHBIX JOKYMEHTOB. COOTBETCTBEHHO, JaHHBIC MOJIOKEHUS JOJDKHBI OBITh ONpEICTICHBI B
WHCTpyKIIMU 1O JeIONPOU3BOACTBY TOCYIaPCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIPaBJICHHUS.

K ocHOBHBIM mpuHIMNaM (mpaBwiaM) (OPMUPOBAHUS [eJI, KOTOpBIC CIIEIyeT OTMETHUTh B
HHCTpyKIIMU 1O JeIONPOU3BOACTBY, OTHOCITCA caeaytome (myHKT 6.23 [IpaBun nenonpou3BoaCcTBa):

- B JICJIO BKJIKOYAIOTCSI JOKYMEHTBI OJIHOTO KaJE€HJApPHOIO Ioja, 32 UCKIYEHHEM IEpeXOIsLInX
Jel1, CyaeOHbIX JIeN, TMYHBIX Jel;

- TOKYMEHTHI IIOCTOSTHHOTO ¥ BPEMEHHBIX CPOKOB XPAaHEHUS TPYIITUPYIOTCS B JIeNa pa3eiibHO;

- B JITI0 TOMEIIAIOTCS IOKYMEHTHI MIPaBUJIBHO U MOJHOCTHI0 O(POPMIIEHHBIE (IOKYMEHTBI JOJIKHBI
UMETH JIaTy, TIOJIIUCH U IPYTHUe HEOOXOIMMBIC PEKBU3UTHI);

- B JIEJIO BKJIIOYAETCA 110 OJJHOMY 3K3EMIUIIPY KaXI0TO JOKYMEHTA,

- IPUJIOKECHHS BKIIFOYAIOTCS B JIEI0 BMECTE€ C OCHOBHBIM JIOKYMEHTOM (IIPHUJIOKEHHUS OOBEMOM
cBbie 100 TUCTOB MOTYT BBIAENATHCS B OTACTIBHBINA TOM JIEI1a);

- (pakcorpaMmpbl, TeJIETPaMMBbI, Teae(hOHOTPAMMBI TTIOMEIIAIOTCS B JI€Jia C MEePENUCKOI;

- B JIETIO HE BKIIIOYAIOTCS IOKYMEHTHI, TIOJIJIeKaIIie BO3BpaTy, JHUIIHNAE SK3EMIUISPHl U YEPHOBUKHU
(3a MCKJIIOUEHHEM 0CO00 IIEHHBIX);

- IeNI0, BKJIIOYAOIIee JOKYMEHThl Ha OyMakHOM HOCHUTENe, Mo 00beMy He JOJDKHO MPEBBINIATh
250 nucToB mpu ToNMHE HE Oonee 4 cM (TONIIMHA JIe] CO CpokamMu XpaHeHus a0 10 jmer He AomkHa
npeBbiath 10 cM); IpH MPEBBINIEHUU JAHHOTO 00beMa 3aBOJAUTCS BTOPON W MOCIEAYIOIIUE TOMA; Ha
Ka)KJOM TOME IPOCTABJISIOTCS MHIEKC U 3arojoBOK Jieja C jo0aBiieHneM 00O03HAueHUsi HomMepa ToMma W,
pu HEOOXOIMMOCTH, 3ar0JIOBKA TOMA;

- TOKyMEHTbl ~ BHYTpU JleJla  paclojlaraloTcsi B XPOHOJIOTMUYECKOW  (CBEpXy  BHU3),
BOMPOCHO-JTOTHYECKOHN MOCIeI0BATEIbHOCTH U UX COUCTaHHH.

- Kpome ykazanubIx nonoxenuit B MHCTpyKIMU 1o €I0NPOU3BOJICTBY 11€1eco00pa3Ho yKa3aTh:

-MecTto Tekymiero xpaHeHus gen (CmyxOa [enonmpou3BOJACTBA W (MIU) CTPYKTYpHBIE
noJipa3/iesieHusl TOCyJapCTBEHHOI'0 OpraHa, OpraHa MECTHOTO CaMOYIPaBJICHUS);

- METOJIMYECKYIO (DYHKITUIO apXUBa FOCYAAPCTBEHHOTO OpTraHa, OpraHa MeCTHOTO CaMOYIPaBICHUS
B Bompocax (hOpMHUPOBaHHUS JIET;

-CpPOK  mepeAayd  UCHONHUTEeNeM  (OTBETCTBEHHBIM  HCIIOJIHUTENEM)  3aKOHYEHHOTO
JIEJIONPOU3BOJCTBOM JIOKYMEHTa B Jelo (CpoK TMepedauyd JOKyMEHTa B JeJ0 yCTaHaBJIMBAETCS
rOCy/IapCTBEHHBIM OPraHOM, OPTaHOM MECTHOTO CaMOYIIPaBJICHUS W HE JOJDKeH mpeBblmarh 10 mHei
TI0CJI€ JaThl HCTIOJTHEHUS JIOKYMEHTA);

- paOOTHUKOB, OCYIIECTBISAIOMUX (OPMUPOBAHHE JET B CTPYKTYPHBIX MOAPA3IEICHUSIX
roCcy/1apCTBEHHOI'O OpraHa, opraHa MECTHOTO CaMOYTIpaBJICHUS;

- paOOTHUKOB, OINpPENCISIONINX MECTO XpaHEHHUs JOKYMeHTa (MHIEKC Jena, K KOTOpOMYy B
COOTBETCTBHUH C HOMEHKIATYpOH Jel JODKEH OBITh OTHECEH WCIIONIHEHHBIH JOKYMEHT (KOMIUIEKT
JIOKYMEHTOB);

- YCIIOBUSI TEKYIIETO XpaHEHUs NNl B CTPYKTYPHBIX MOAPA3/EiICHUSIX FOCyIapCTBEHHOIO OpraHa,
OpraHa MEeCTHOTO CaMOYIIPaBJICHHUS,

- IOPSLJIOK y4eTa JIe;

- IOPSIJIOK BBIIaYH JIe] BO BPEMEHHOE TOJIb30BaHUE;
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- IOPSZIOK U3BATUS IOKYMEHTOB U3 JIeJa;

- noapasnenenus (Cmyx0a Jelonpou3BOACTBA, apXHMB TOCYJAapCTBEHHOIO OpraHa, oOpraHa
MECTHOTO CaMOYIPAaBJICHHS), OCYIIECTBISIONIME KOHTPOJIb 33 MPaBHIBHBIM (OPMUPOBAHHEM el B
CTPYKTYPHBIX MOAPA3JIEICHUSIX FOCYIapCTBEHHOIO0 OpraHa, OpraHa MECTHOT'O CaMOYIIPaBJICHHUs, IPOBEPKU
HaJIUYMs U COCTOSTHUS JIeI.

OcoOennoctu (popmupoBaHus B Jefia OTIACIbHBIX KAaTErOpuil JOKYMEHTOB W OpraHM3allMd HX
TEKYIIero XpaHeHus (OO0 INepeJaud B apXuB TOCYJapCTBEHHOTO OpraHa, opraHa MECTHOIO
camMoympaBJieHus) MpuBeeHbI B puiiokeHnu N 16 k HacTosmuM MeToIn4ecKUM peKOMEHAAIIHSIM.

3.8.3. [loaroroBKka JOKyMEHTOB H JieJ1 K Nepeaayde HA ApXUBHOE XpPaHeHHne

B MWucTpykumuM 1O AETIONPOM3BOACTBY PACKPHIBACTCS KOMIUIEKC paldOoT, BBIMOIHSAEMBIX B
rOCylapCTBEHHOM OpraHe, OpraHe MECTHOI'O CaMOYIIPaBJICHHs B LEJSX NOArOTOBKHU JeJd K Ilepelrade Ha
XpaHEHHUE B apXUB I'OCYJapCTBEHHOI'0 OpPraHa, OpraHa MECTHOI'O CAaMOYIIPABJICHUS U HA YHUUTOXKEHUE.

ITynktom 7.3 IlpaBun nenonpou3BOACTBA YCTAHOBJIEHO, YTO Ji€ja MOCTOSHHOIO U BPEMEHHBIX
(cBbiie 10 jeT) CpOKOB XpaHEHUs MEPEAAIOTCSI B apXUB T'OCYJAPCTBEHHOI'O OpraHa, OpraHa MECTHOTO
CaMOYIIPABJICHUS HE PAHEE YEM YEPE3 OJMH I'OJl U HE IIO3/IHEE YEM Uepe3 TPU IoJla MOCIIE 3aBEPIICHUS e
B nenmonpomssoactse *Y. Tlepenaua gen B apxMB TOCYIAapCTBEHHOTO OpraHa, OpPraHa MECTHOTO
CaMOYIPABJICHUS ITPOBOJUTCS HA OCHOBAaHUM ONMCEN JEJI CTPYKTYPHBIX IOJIPA3ACICHUN NOCTOSHHOTO U
BpeMeHHbIX (cBbIle 10 J1eT) CPOKOB XpaHEHUS U JIEJT [0 IUYHOMY COCTAaBY.

Jena BpemeHHBIX (10 10 €T BKIIOUUTENIBHO) CPOKOB XPaHEHHs B apXHUB TOCYAAPCTBEHHOTO
opraHa, opraHa MECTHOTO CaMOYIIPaBJIEHUSI HE MEPEAOTCs U MOAJIEKAT BBIICICHUIO K YHUUTOXKEHHIO 110
MICTEUYEHHH CPOKOB MX XPAHEHHs B COOTBETCTBHHM ¢ IyHKTamu 7.17-7.21 Ipasun genonponssoactsa [,

[TonroroBka JOKYMEHTOB M Jell K IepeJadye Ha AapXMBHOE XpPAaHEHHWE W Ha YHUUYTOKEHUE
IpeyCMaTpUBAET:

- OKCIIEPTU3Y LIEHHOCTU JJOKYMEHTOB;

- oopMIICHHE JIEIT;

- COCTaBJIEHUE OINHUCEH el MO pe3yabTaTaM SKCIEPTU3bI UX [IEHHOCTH;

- COCTABJICHUE aKTOB Ha YHUUYTOKEHUE JOKYMEHTOB U JI€JI C UCTEKILINMHU CPOKAMHU XPaHEHUS.

[Topsimok mpoBeneHUs IKCIEPTU3bl IEHHOCTU JOKYMEHTOB OIpejeneH myHkTamu 7.4-7.6 IlpaBun
nenonpousBoAacTBa M myHKTamu 4.3-4.13 IlpaBun 2015r. B HMHcTpykuuio 1o Aenonpou3BOJACTBY
roCy/IapCTBEHHOI'O0 OpraHa, OpraHa MECTHOIO CaMOYNpaBJIEHUS PEKOMEHIYETCsS BKJIIOYMUTH CIEAYIOLINe
MIOJIO’KEHUS:

- OKCIIEPTHU3a LIEHHOCTH JTIOKYMEHTOB OCYIIECTBIISETCS €KEr0JHO B CTPYKTYPHBIX MOJpPA3AEICHUSIX
rOCy/IapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIPABJICHUS JACIONPOU3BOAUTEISIMU CTPYKTYPHBIX
Mopa3/IeICHUI;

- JUIsl OpPraHU3alluu U IPOBEAECHUS SKCIIEPTU3bl IEHHOCTH JOKYMEHTOB B TOCYJapCTBEHHOM OPraHe,
OpraHe MeCTHOTO CAMOYIpPABICHHS CO37aeTcs SKermepTHas kommcens ) (mamee - DK), B opramax,
UMEIOIUX CJIOKHYIO CTPYKTYPY W/MIM IOJIBEJOMCTBEHHbIE OpraHU3alluM, - LIEHTpajbHAas JKCIEepPTHas
xomuccus 7 (manmee - 1IOK), nelicTByromue Ha OCHOBAaHWUW TIOJIOKEHUS, OMPENETSIONIETO 3aJauu,
¢ynkumu, npaBa u opraHuzammio padotel [[OK (OK) wu  yrBepkaaemMoro mpaBOBBIM aKTOM
roCcy/1apCTBEHHOTO OpraHa, opraHa MECTHOTO CaMOYTIPaBJICHHUS;

- OKCIePTH3a LEHHOCTH JOKYMEHTOB NPOBOJUTCA HAa OCHOBE (elepajbHbIX 3aKOHOB, HHBIX
HOPMATHBHBIX NPABOBBIX akTOB Poccuiickoil Penepannu, NepeyHe TUIOBBIX apXWBHBIX JTOKYMEHTOB C
yKa3aHHEM CpOKOB XpaHEHHWs, IepedyHedl JOKYMEHTOB, 00pa3yloluxcs B Ipolecce IesTeIbHOCTH
dbeneparbHBIX OpPraHOB TOCYIApCTBEHHOW BIACTH, HWHBIX TOCYJIApCTBEHHBIX oOpraHoB Poccuiickoii
@enepanyy, a Takke B IPOLECCE AEATEIBHOCTU IOJBEJOMCTBEHHBIX MM OpraHU3allui, C YyKa3aHHEM
CPOKOB XpaHEHUs, TUIIOBBIX U IIPUMEPHBIX HOMEHKJIATYp JIE.

ITpu npoBeneHNN IKCIEPTU3BI LIEHHOCTH IOKYMEHTOB OCYILECTBIISAETCS:

- 0TOOp TOKYMEHTOB IOCTOSTHHOTO M BpeMeHHbIX (cBblie 10 j1eT) CpOKOB XpaHEHHUs, B TOM YUCIIE
0 JUYHOMY COCTaBy, [UIsl MepeAadyd B apXWB TOCYAAPCTBEHHOIO OpraHa, OpraHa MeECTHOTO
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CaMOYIPABJICHUS;

- 0TOOp JOKYMEHTOB BpeMeHHBIX (10 10 meT BKIIOYMTEIbHO) CPOKOB XPAHEHUSI U C MOMETKaMU
"Ilo muHOBaHus HajmoOHoctu", "Jlo 3aMeHbl HOBBHIMHU", TOAJEKAIIMX JaJbHEUIIEMY XPaHEHUIO B
CTPYKTYPHBIX MOJIpa3IelICHUsX;

- BBIICJICHUE K YHUUYTOXEHUIO €] 32 IPEIBIIYIIUE TO/bl, CDOKU XPAaHEHUS] KOTOPBIX UCTEKIIH.

[Tpu mpoBeAeHUM SKCHEPTU3bI IIEHHOCTH IOKYMEHTOB OJTHOBPEMEHHO MPOBEpPSETCS KauecTBO U
[IOJIHOTA HOMEHKJIaTyphl Jel TOCYJapCTBEHHOIO OpraHa, oOpraHa MECTHOI'O CaMOYIpaBJeHUS,
MPABHJIBHOCTb ONPEIEICHNUS CPOKOB XpaHEHUs eIl

Jlena ¢ ormerkoit "IIIK" ) o gmeskar momiucTHOMY HPOCMOTPY B LIENSAX BHISBICHHS JOKYMCHTOB,
MOJJICKAINX TTOCTOSIHHOMY XpaHEHHUIO. BhIsBIEHHBIE B TAKUX J€JIaX JOKYMEHTBI IOCTOSTHHOTO XpaHEHH
BBIIEISIOTCS M IIPUCOEIMHSIOTCS K OHOPOIHBIM JIe/aM Wi (hOPMHPYIOTCS B caMoCTosTenbHbIe gena ().

OcrtanibHble JTIOKyMeHThI ¢ orMmeTkou "OIIK" BkimrouaroTcs B akT Ha yHuUuTOXxeHue. [Ipu stom
ormetka "JIIK" B akTe He yka3bIBaeTCA.

[To pe3ynpTaram SKCHEPTU3bl ILEHHOCTH JIOKYMEHTOB B TOCYJAapCTBEHHOM OpraHe, OpraHe
MECTHOI'O CaMOYIIPABJICHUSI COCTABIISIFOTCSI ONUCH JENl CTPYKTYPHBIX IOJpa3JeIeHUH MOCTOSHHOTO
XpaHeHusi, BpeMeHHbIX (cBbie 10 eT) CpOKOB XpaHEHHUs, B TOM 4YHCIE [0 JUYHOMY COCTaBy,
AJIEKTPOHHBIX  JIOKYMEHTOB (mpuiioxeHust N 17-18 [701), npoBoautcst 0QOpMIIGHHE JeiI, a TaKxke
COCTaBIISIIOTCS AKThI O BBIJICJICHUH K YHUYTOXKEHHUIO JIEJI, HE TOJUIekKAIIUX XPAaHEHHIO.

[Topsimok cocTaBieHUs OMMCEN el IOCTOSTHHOrO, BpeMEHHBIX (cBbille 10 JeT) CpoKoB XpaHEHMUs,
[0 JIMYHOMY COCTaBY, AJIEKTPOHHBIX e mpuBeleH B mpuiiokeHuu N 19 k HacToammm Meroauyeckum
PEKOMEHIALIUSIM.

[To 3aBepiieHUU [EJIOMPOU3BOJICTBEHHOTO TOAAa M MO pe3yibTaTaM 3KCHEPTU3bl LEHHOCTU
JIOKYMEHTOB JIeJ1a TOCYJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPABJICHUS OJUIekKAT 0POPMIICHHIO
B COOTBETCTBUU C INpaBHJIaMH O(OPMIIEHHUS JeN1 U MOATOTOBKH /e K Iepefaye Ha apXMBHOE XpaHEHHE
(mpunoxenue N 20 k HacToAIUM MeToANYECKUM PEKOMEHIAIUAM).

Odopmiienue Jen IIPOBOAMTCS paboTHUKaMHU Cayx0pl JIEJIONPOU3BOJCTBA
U JIETIOTIPOU3BOIUTEISIMU CTPYKTYPHBIX TOAPA3JIENeHU TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYIPABJIEHUS, NIPU METOAMYECKON IMOMOIIM M IOJ KOHTPOJIEM apXHuBa IOCYAAPCTBEHHOIO OpraHa,
OpraHa MECTHOTO CaMOYIIPaBJICHHUS.

Jns opopmieHus e U MOATOTOBKU UX Ul Mepefadd Ha XpaHeHHE B apXHUB rOCYIapCTBEHHOIO
opraHa, OpraHa MECTHOTO CaMOYIpPaBJIEHHS, a TakXkKe /s TMOATOTOBKM Jel K TMepeAadyd B
roCyJapCTBEHHbIN (MyHMLMNAIBHBINA) apXWB, BKIIOYAMOIEH Bechb LHUKI paboThl € JAOKYMEHTaMH
(oopmieHue e, cocTaBlIeHHE FOJIOBBIX Pa3AesioB ONMUCEN U MPEIUCIOBUS K OMUCAM JIEN, UCTOPUYECKOM
CHpaBKHU K (POH]TY) 1O TIOTOBOPY MOT'YT NPHUBJIEKATHCS CIIEHUAIN3UPOBAHHBIE OpraHU3alHH.

3.8.4. YHNUTOKEHHE JOKYMEHTOB H JeJI ¢ HCTeKIIMMH CPOKaMHU XpPaHEeHUs!

B nanmHOM paznene MHCTPYKIIMH TO AETIONMPOU3BOJCTBY PEKOMEHAYETCS PACKPHITH MOPSIOK
0TOOpa TOKyMEHTOB C UCTEKIIUMHU CPOKaMH XPAaHEHUs K YHUUYTOXKEHUIO, TOPSIIOK COCTaBJIEHUS aKTOB O
BBIJICICHUN JIOKYMEHTOB K YHHUYTOXKCHHIO, WX COTJIAaCOBAaHUS M YTBEPXKACHUS B COOTBETCTBHU
C MOJIOKEHUSIMH, YCTAaHOBJICHHBIMU MyHKTamu 7.16-7.22 TlpaBun [elOnpoM3BOJICTBA W IYHKTaMHU
4.11-4.13. IIpaBun 2015 r.

[Tpu 3TOM 0CcO060€ BHUMAaHUE 11€TECO00Pa3HO YACTUTD CIEIYIOIIMM MOJOKEHHSIM:

- Ha JleJla C WCTEKIIMMHU CPOKAMH XPaHEHWs JEJIONMPOU3BOIUTENN CTPYKTYPHBIX IOJIpa3/IeiICHUIN
rOCyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPaBJICHUS COCTAaBIIAIOT MPEIJIOKEHHS K aKTy O
BBIJICIIEHUH K YHHUTOXCHHUIO JOKYMEHTOB, HE TOJIEKAIINX XPAHEHUIO 10 (opMe aKTa, yCTaHOBICHHOTO
[IpaBunamu 2015 r. (mpunoxxenue N 21);

-Ha JleNa C MCTeKIIMMH CpPOKaMHM XpaHEHUs B CTPYKTYPHBIX IOJPa3/I€iCHUSAX OpraHU3aLuu
COCTABJIIIOTCS TPEIUIOKEHUSI K aKTy O BBIACICHHUM K YHMUYTOXKECHHUIO JOKYMEHTOB, HE IOMJICKAIINX
xpa"eHuto (mo ¢opme akrta, ycraHoBiaeHHOW mpminoxeHueM N 21 k Ilpasunmam 2015T.); dopma akra
O BBIJICJICHUH K YHUYTOXKEHUIO apXMBHBIX JOKYMEHTOB, HE INOJUICKAIIUX XPAHEHUIO IpHUBEICHA B
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npuwioxenuu N 21 k HacToAmuM MeToAMYeCKUM PEKOMEHIAIUSIM;

- Cniy>k0a J1e7101pou3BOICTBAa TOCYIAPCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIIpaBJICHUS Ha
OCHOBE IIPEIJIOKEHUN CTPYKTYpPHBIX NOJpa3Ae]eHUN COCTaBIsET akT (aKThl) O BBIACIEHUU K
YHUUYTOXKEHUIO JOKYMEHTOB, HE MOAJeKAIUX XpaHeHuto (mpuwiokenne N 21 K HacToSIIUM
MeTon4ecKkuM peKOMEHAALNSIM);

- JIeJ1a BKJIIOYAIOTCS B aKT, €CJIM YCTAaHOBJICHHBIN /ISl HUX CPOK XpaHEHUs UCTeK K 1 sHBaps roja, B
KOTOpPOM COCTAaBJIEH aKT (HapuMep, 3akoH4YeHHbIe B 2016 roay aena ¢ 3-I€THUM CPOKOM XPaHEHUS MOTYT
OBITH BKJIIOUEHBI B aKT, COCTaBJICHHBIN He paHee 1 suBaps 2020 1.);

- nena ¢ ormerkoit "OIIK" mojuiexkaTr MOJUMCTHOMY MPOCMOTPY B LESAX BBISIBICHUS JIOKYMEHTOB,
MOJJICKAIIUX IMOCTOSHHOMY XPAHEHUIO; BBISIBICHHBIC B TaKWX JejaX JOKYMEHThI MOCTOSHHOTO CpOKa
XpaHEHHUsS  BBLACISIOTCS W NMPHCOCAMHSIOTCS K  OJHOPOJHBIM  jAelaM Wi (OPMHPYIOTCS B
CaMOCTOSITENIbHBIC JIEJIa;

- OCTaJIbHbIE JOKYMEHTHI ¢ oTMeTkoi "OIIK", mpomenmme 3KkcnepTu3y LEHHOCTH, BKIIIOYAIOTCS B
aKT O BBIJCJICHUM K YHUUYTOKEHUIO JOKYMEHTOB, HE MMOJJIeXKAIINX XPaHEHUIO, ITpu 3ToM oTMeTka "OIIK" B
aKTe HE YKa3bIBAaETCH;

- aKT O BBIJCNICHUU K YHUYTOXKCHHIO JIOKYMEHTOB, HE MOJUICKAIINX XPaHEHHIO, KaK MPaBUJIO,
COCTaBJISIETCSl Ha JieJa BCEro TOCyJapCTBEHHOIO OpraHa, opraHa MECTHOIO CaMOYIpaBiieHUs (NP 3TOM
JieNla KaXJ0ro CTPYKTYpHOTO MOJAPA3JEIICHUs] COCTaBJISIIOT CaMOCTOSTEIbHYIO TPYIIY 3arojioBKOB, a
3aroJIOBKH OJHOPOJHBIX /I, OTOOPAaHHBIX K YHHUYTOXXEHHIO, MOTYT OBITh BHECEHBI B aKT IOJ OOIIUM
3aroJIOBKOM C YKa3aHHEM KOJMYECTBa JIeJl, OTHECEHHBIX K JIaHHOM rpymime);

- 0TOOp JOKYMEHTOB K YHHUYTOXEHHIO M COCTaBJICHHE aKTa O BBIJCICHUHU K YHHUUTOKEHUIO
JOKYMEHTOB, HE TMOAJIeKAIIUX XPAaHEHUIO, MPOU3BOAUTCS IOCIE COCTABICHHUS CBOAHBIX OMHCEU Maem
MIOCTOSIHHOT'O XPAHEHUS 32 TOT XK€ MEPUOT;

-aKThl O BBIIEICHMM K YHUYTOXKEHHIO JOKYMEHTOB, HE MOJIEKAIIUX XPAaHEHHUIO,
paccmarpuBaroTcs Ha 3acenanun [[OK (OK) onHOBpeMeHHO ¢ omHCSAMU Jie, TOKYMEHTOB MOCTOSTHHOTO
XPaHEHUs U MO JIMYHOMY COCTaBY;

- corntacoBannbie [[OK (OK) rocynapcTBeHHOro opraHa, opraHa MECTHOTO CaMOYIIPABIICHUSI aKThI
O BBIJICJICHUH K YHUUYTOKEHHUIO JIOKYMEHTOB, HE MOAJICKAIUX XPAHEHHUIO, YTBEPKAAIOTCS PYKOBOAUTEIEM
roCy/IapCTBEHHOI'O0 OpraHa, OpraHa MECTHOTO CaMOYINpaBJIEHHUS TOJbKO MOCJE YTBEP)KIECHUS ONMUCEH nen
IIOCTOSIHHOTO XPAHEHWs U COIJIACOBaHMS OMNMCEW Jel, NOKYMEHTOB Mo Ju4HOMy cocraBy OIIK
¢denepanbHOro rocyaapcTBeHHOro apxupa, DIIK yrmoaHOMOYEHHOTrO OpraHa HCHOJIHUTEIBHON BIAcTH
cyobekta Poccuiickoit deneparyu B cepe apXUBHOTO Jefla WIK FOCYyJapCTBEHHBIM (MYHHMIIUIIAIBHBIM)
apXMBOM COTJIaCHO IPEIOCTABJICHHBIM €My MOJIHOMOYMSIM; IOCIE Yero Jeja, BbIIEJICHHbIE MO aKTy K
YHUYTOKEHUIO, MOT'YT OBITh MIepe/iaHbl Ha YTUIIM3AIIHIO;

- Tiepesiaya JieJl, BbIJICJICHHBIX K YHUUTOKEHHUI0, Ha YTHIIU3ALHI0 0QPOPMIIIETCS IPUEMO-CIATOUYHOM
HaKJIaJHOH, B KOTOPOH YyKa3bIBalOTCS Jara Iepeladyd, KOJMYECTBO CJIABAeMbIX e U BeC OyMaKHOMH
MaKyJaTypsl (10ocjie YHUUTOKEHHUS JIeJl B HOMEHKJIAType JIeJl TOCYAapCTBEHHOT0 OpraHa, OpraHa MECTHOTO
CaMOYIPABJIEHUS MPOCTABIISIETCd OTMETKA "YHMUTOXkeHO. CM. akT oT... N..." ¢ yka3aHMeM JOJDKHOCTH,
bamuny, TOAMUCH JIMIA, OTBETCTBEHHOIO 3a Mepeiavy Jell Ha YHUUYTOXKEHHUE, U AaThl).

Ha »yiekTpoHHBIE TOKYMEHTHI C UCTEKIIUMHU CPOKAaMHU XPaHEHMsI COCTABIIAETCS OTIAENbHBIM aKT Ha
OocHOBe (OpMBI aKTa O BBIJCJIEHUN K YHHUUTOXKEHUIO JIOKYMEHTOB, HE TOJUIekKAIIUX XpaHEHHIO,
ycranoBieHHoH [Tpasunamu 2015 r. (mpunoxenue N 21 k HacTosmuM MeToauueckuM peKOMEHIALUsIM).

ONEeKTpOHHbIE  JOKYMEHThl  C  HUCTEKIIMMHM  CPOKaMHM  XpaHEHHUS  YHHUYTOXKaloTCA
IPOrPaMMHO-TEXHUYECKUMH CPEJICTBAMU C COOTBETCTBYIOUIEM OTMETKOM B AaKTE€ O BBIAEICHUM K
YHUUYTOXKEHUIO 3JIEKTPOHHBIX IOKYMEHTOB. DJIEKTPOHHBIE TOKYMEHTBI CUUTAIOTCSI YHUYTOKEHHBIMHU, €CITH
UX HEJIb3sl BOCCTAHOBHUTH CpEACTBaMH HMH(OPMAIIMOHHOW CHCTEMBbl Ha HOCHTEISX HH(POPMALUU U U3
PE3EPBHBIX KOIHIA.

AKTBl O BBIJCIIEHUM K YHHYTOXKEHHIO JOKYMEHTOB, HE MOAJIEXKAIUX XPaHEHUIO, XpaHsITCA
MOCTOSIHHO B Jie7ie hoHa.
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3.8.5. Ilepenaua ge1 Ha XpaHeHHe B apXUB IOCYAapCTBEHHOI0 OPraHa,
OpraHa MecTHOr0 caMOyNpaBJeHHs

B MWHcTpykumu 1o Aenonpou3BOACTBY ONpPENEISETCS MOPAJOK IEepefadd Jel B apXuB
roCy/IapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUS, NPEAyCMATPUBAIOIIUNA CIEAYIOLIHE
YCIIOBUS:

- lepeiaya JOKYMEHTOB B apXWB T'OCYJAapCTBEHHOI'O OpraHa, opraHa MECTHOTO CaMOYIpPAaBIICHUS
OCYILIECTBIISIETCS O TpaduKy, COrNIACOBAHHOMY C PYKOBOAMTEISIMA CTPYKTYPHBIX IOApAa3ICICHHIA,
nepeJaroX JOKYMEHTHI B apXUB, U YTBEPXKJIEHHOMY PYKOBOJUTEIEM OpraHU3alNu;

- riepeziaya J1es MPOU3BOIUTCS IO OIMCSIM JIEN CTPYKTYPHBIX [TOApa3IeIICHU;

-Jlella ¥ ONKCHU Ha C/aBaeMble JOKYMEHTHI JIOCTAaBIISIIOTCS B apXHUB JEJIONPOU3BOIUTEISIMU
CTPYKTYPHBIX IOJpa3AeeHUI C COMPOBOIUTENBHBIM MUCHbMOM, B KOTOPOM YKa3bIBAETCSI KOJUYECTBO JIEN
U OIHCEH, epeiaBaeMbIX B apXUB (OTBETCTBEHHOCTh 32 COXPAHHOCTh JOKYMEHTOB MPH TPaHCIOPTUPOBKE
U c/layy UX B apXMB HECET CTPYKTYpPHOE I0/Ipa3ieIieHHe, Iepeatoliee JOKYMEHTHI);

- IpUEM JIeJT TIPOU3BOJIUTCS PabOTHHUKOM apXuBa TOCYJapCTBEHHOTO OpraHa, OopraHa MECTHOTO
CaMOYIPAaBJIEHUS B IPUCYTCTBUU JEIONPOU3BOJUTENS CTPYKTYPHOIO MOJPA3AEICHUS C POCTABICHUEM B
JBYX IK3EMILISIpax OMHUCeH AeNl CTPYKTYPHBIX MOJIpa3AeieHuii OTMETOK O HAIMYUU KaXJIO0TO /ieTa (B KOHILIe
KQXIOTO JK3EMIUISIpa ONHCH  yKa3bIBa€TCSl  KOJIMYECTBO  (PAKTHUYECKH TPHHATHIX JIeJN, JaTa
npueMa-nepesadn /e, a TakyKe MOAMUCH pabOTHHKA apXHBa rOCYAapCTBEHHOTO OpraHa, OpraHa MeCTHOTO
CaMOYNPaBIICHUS W JIMIA, [IepPeNaBIIero Jena); mocie mnepenadun nen B rpade "[lpumedanwue"
HOMEHKJIATYpHI JIeN npocTtapisieTcs ormeTka "[lepegano B apxus, onuck ot . N _.".

B coorBercTBuun ¢ nynktom 4.34 IlpaBun 2015 r. mepenada 3JI€KTPOHHBIX JTOKYMEHTOB B apXUB
OpraHu3aly TMPOU3BOJUTCS HA OCHOBAHUU OIUCEH SJIEKTPOHHBIX JIed, JOKYMEHTOB CTPYKTYPHBIX
nojpa3iefiecHud 1Mo  HMH(POPMAIMOHHO-TEJICKOMMYHUKAIMOHHON ceTH (NIpU  HAJIMYMA B  apXHUBE
opraHu3aii MHOOPMAIIMOHHON CUCTEMBI) WIIM Ha (GU3NYECKH 000COOIEHHBIX MAaTepUAIbHBIX HOCUTENAX,
KOTOpBIE MTPEJICTABIISIOTCS B IBYX UJIEHTHYHBIX IK3EMILIsApax.

B HMHcTpykiuu mo J1elonpou3BOJACTBY LENeCOOOpa3HO OTMETHTh, YTO NpPHU JUKBUIALWU WIH
peopraHm3aiii  CTPYKTYpHOTO  TOJpa3AeleHUs] TOCyJapCTBEHHOIO OpraHa, oOpraHa MECTHOI'O
cCaMOyIIpaBJIEeHUs] ~ JI€JONPOM3BOAUTENb  JIMKBHJIUPYEMOTO  (pEOpPraHu3yeMoro)  CTPYKTYpPHOIO
noJpa3fiefiecHuss B IEpUOJ TPOBENEHUS JUKBUJIAUUMOHHBIX  MEpPONpUATHH  (MEpOnpUSTUH IO
peopranu3anun) GopMupyer Bce HCHOJIHEHHbIE JOKYMEHTHI B jAeia, opopMiseT Aena U MepelaeT Ux B
apXuB TOCYJapCTBEHHOTO0 OpraHa, opraHa MECTHOI'O CaMOYIIpaBJIEHHS HE3aBUCHUMO OT CPOKOB XpaHEHMUS
(pu TUKBUAALMHU) JTUOO B COOTBETCTBYIOIINE CTPYKTYPHBIE MO/pa3eieHus (B cilydyae peopraHu3alin).
[lepenaya nen ocymiecTBiIsSETCS MO OMUCAM (JIe1a MOCTOSSHHOTO U JTOJTOBPEMEHHOIO CPOKOB XpaHEHMUsI, B
T.4. [0 JIMYHOMY COCTaBY) M HOMEHKJaTypaMm Jjeia (zena BpeMeHHoro (no 10 jer) cpokoB XpaHEHHs).
[Tpuem-nepenava nen opOpMIISETCS AKTOM.

Ipunoxenus
Ipunoxenne N 1
TepMuHBI M onpeaeIeHUs

Tepmun Onpenenenne Hctounnk
OJaHK TOKyMEHTA - JUCT OyMard Uiy 3J1eKTPOHHBIN I'OCT P 7.0.8-2013, 1. 43
mabJIOH C peKBU3UTAMH,
UACHTU(DUIUPYIOMUMHU aBTOpa
0opUIINATEHOTO JOKYMEHTA
BHJI TOKYMEHTA - KJIaCCU(UKAIMOHHOE TIOHSATHE, T'OCT P 7.0.8-2013, . 42
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o0o3Hayvaro1ee

IPUHAAIEKHOCTD JTIOKYMEHTa K
OIIPENIEICHHOM IPyIIEe JOKYMEHTOB
10 IIPU3HAKY OOLIHOCTH
(YHKIMOHATIBHOTO HA3HAYCHUS

BHYTPEHHSS OIUCH - JIOKYMEHT, BKJIFOYAE€MbIH B JI€J10 JJ1s1 I'OCT P 7.0.8-2013, 1. 95
ydera IOKYMEHTOB Jiejia
BU3A - PEKBU3UT, BbIPAKAIOIINHN COTJIACHE I'oCT P 7.0.8-2013, 1. 50

WK HecoTJIacue J0JDKHOCTHOTO JIUIa

C COZIep’)KaHUEM JJOKYMEHTa
BKJIIOUEHUE IOKYMEHTa B OCYLIECTBIICHUE IEHCTBUH, I'OCT P 7.0.8-2013, 1. 73
COJl - 00€ecIIeunBarOIINX pa3MeIICHHE

CBEJICHUH O TIOKyMEHTE W/WIIH

JIOKYMEHTa B CUCTEME JIEKTPOHHOTO

JIOKyMEHTO000poTa.
BPEMEHHOE XpaHEHUE XpaHEHHEe TOKYMEHTOB B TEUCHUE I'OCT P 7.0.8-2013, . 37
JIOKYMEHTOB - CPOKOB, YCTaHOBJICHHBIX

HOPMAaTHBHBIMU IIPAaBOBBIMHU aKTaMHU
BBIIIMCKA U3 JOKYMEHTa -  KOIWA 4acTU JOKyMeHTa, 3aBepeHHass  ['OCT P 7.0.8-2013, m. 25
B YCTaHOBJIEHHOM IOpsKe
rpu¢ orpaHUYCHUS PEKBU3HUT, I'OCT P 7.0.8-2013, i. 57
J0CTyIa K IOKyMEHTY - CBU/IETEJILCTBYIONIUI 006 0cO60M
xapakrepe HHPOpPMaLUU TOKYMEHTa U
OTPaHUYMBAIOLINH JOCTYI K HEMY
rpu¢ yTBepKaAeHHUS - pekBU3UT opunmanbHoro nokymenra, ['OCT P 7.0.8-2013, m. 56
CBU/IETEJIbCTBYIOLIUI O TPaBOBOM
cTaTyce JOKyMEHTa
rpud cormacoBaHus - PEKBU3UT, BEIPAKAIOIINM COIIIACHE I'OCT P 7.0.8-2013, m. 51
OpraHu3aIiy, He SBIISIONICHCS
aBTOPOM JIOKYMEHTa, C €T0

CoJiepKaHUuEM
roCy/1lapCTBEHHbIE Oprassl TOCyJJapCTBEHHOM BJIAacTH ®denepallbHBIN 3aK0H OT 9
OpraHbI - Poccuiickoit ®denepariiu, opranbl tdespans 2009 r. N 8-D3
rOCyJapCTBEHHOM BIIaCTU CyObEKTOB "O06 obecrnieueHUH AOCTyNa K
Poccuiickoit denepanuu U MHbIE nH(pOpMaLIUU O JeSTEIHOCTH
roCy/1apCTBEHHBIE OPTaHBbl, rOCy1apCTBEHHBIX OPTaHOB U
o0pa3yemMble B COOTBETCTBHH C OpPraHOB MECTHOI'O
3aKOHOAATENLCTBOM Poccuiickoit camoynpasieHus", cT.,
denepanyu, 3aKOHOIATEIbCTBOM m. 2
cyobektoB Poccuiickoit denepannn
JENO0 - JIOKYMEHT WJIM COBOKYITHOCTh I'oCT P 7.0.8-2013, 1. 90

JIOKYMEHTOB, OTHOCSILUXCS K OTHOMY
BOIPOCY WJIM YYaCTKY J€SITeIbHOCTH,
MIOMEIIEHHBIX B OT/IEIBbHYIO 00JIOKKY

JE€JI0TPOU3BOJICTBO - IEeSITENBLHOCTD, 00eCIEUNBarOIIas TTOCT P 7.0.8-2013, m. 1
JIOKYMEHTHpOBaHHe, 00paboTKY,
MCIIOJIb30BaHUE U ONIEPATUBHOE
XpaHEHUE I0OKYMEHTOB

JTOKYMEHT - 3a(UKCHUpPOBAaHHAsI HA HOCUTEJIE I'ocCT P 7.0.8-2013, 1. 7
uHpOpMaLUs C peKBU3UTAMH,

02.06.20222 Cuctema 'APAHT 50/136
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JOKYMEHTHI (records) -

JOKYMEHTAIMOHHOE
obOecrieueHue
(ynpasnenus), IOV -
JOKYMEHTaIbHBIH (DOHIT -

JOKYMEHTUPOBaHHAs
nHpopmarnus -

AOKYMCHTUPOBAHUC -

JTOKYMEHTOO000POT -

HAOKYMCHTOIIOTOK -

JOJIDKHOCTHOEC JIMIO -

nyOIuKaT TOKyMEHTA -

3aBEpPEHHAs KOIUs
JOKYMEHTa -

02.06.20222

MIO3BOJISIIOIIMMU €€
UJAECHTU(PHUIUPOBATH
JOKYMEHTHPOBaHHAast HHPOpMAIHs,
CO3/1aHHAs, IOJy4YEHHas U
cOoXpaHseMasi OpraHu3alren niu
YAaCTHBIM JIMLIOM B Ka4€CTBE
JI0Ka3aTeNNbCTBA U aKTUBA JJIs
IIOATBEPKICHUS IIPABOBBIX
0053aTeNbCTB WIN JEJI0BON
TpaH3aKLUN

JIESITENIbHOCTD, LI€JIEHAIIPABIEHHO
obecrieunBaromias ¢yHKIIHHA
yIpaBiIEHUS TOKYMEHTaMH.
COBOKYITHOCTb JOKYMEHTOB,
00pa3yromuxcs B IeATeTbHOCTH
OpraHu3anuu

JOKYMEHTHpOBaHHAast HHpOpMAIHS -
3a(huKcHpOBaHHAsl HA MaTEPUATBHOM
HOCUTEJIE IYTEM JTOKYMEHTUPOBAHUS
uHpopMaLUs ¢ peKBU3UTAMH,
MO3BOJISIOIIMMU ONPEAETIUTH TAKYIO
MH(OPMALIHIO WK B YCTAHOBJIEHHBIX
3aKOHO1aTeNbCTBOM Pocculickon
denepanuu ciayvasx ee
MaTepHaIbHbI HOCUTEb

3anuch UH(OpPMAIMK HAa HOCHUTEJE IO
YCTaHOBJIEHHBIM IPaBUIIaM
JBUKEHUE TOKYMEHTOB B
OpraHMu3aIi C MOMEHTA UX CO3JaHUs
WJIM TTOJIYYEHUS 10 3aBEPLICHMUS
VCIIOJTHEHUS WJIM OTIIPaBKU
COBOKYITHOCTb JOKYMEHTOB OJJTHOTO
BU/JIa WJIM HA3HAYEHUSI, UMEIOLINX
€AVHBIA MapUIPyT

JIUI0, IOCTOSTHHO, BPEMEHHO HJIU TI0
CIEMAJIbBHOMY ITOJIHOMOYHIO
OCYIIECTBIISIOIIEE PYHKIINH
NpeJICTaBUTENS BIACTH TUOO
BBITOJHSIONIEE
OpraHU3alMOHHO-PACIIOPAAUTEIBHEIE,
aJIMUHHCTPATUBHO-XO35IIICTBEHHbIE
(yHKLIHHU B rOCy1apCTBEHHOM OpraHe
WM OpraHe MECTHOTO
CaMOYIIPaBJICHUS

MOBTOPHBIN IK3EMILISP MOATUHHUKA
JIOKyMEHTa

KOIUS JOKYMEHTA, HA KOTOPOU B
COOTBETCTBUH C YCTAHOBJIEHHBIM
MOPSIKOM IPOCTABIICHBI PEKBU3UTHI,
o0ecreynBaroIue ee IOPUINIECKYIO

Cuctema 'APAHT

I'OCT P CO 15489-1-2019, n.
3.14

I'OCT P 7.0.8-2013, . 2

I'OCT P 7.0.8-2013, 1. 88

®denepanbHbIil 3aKOH OT 27
utoiig 2006 r. N 149-03

"O06 uHdpopmanumy,
UH(GOPMAILIMOHHBIX TEXHOIOTHIX
U 0 3amuTe uHpopmanuu”,

cr. 2, m. 11.

I'OCT P 7.0.8-2013, . 39

I'OCT P 7.0.8-2013, . 68

I'OCT P 7.0.8-2013, . 71

®denepanbHbIM 3aKOH OT
02.05.2006 N 59-®3 "O
TOPSIAKE PACCMOTPEHUS
oOparteHuit Tpaxkaan
Poccuiickoit ®enepamnun', ct. 4,
mim. 5

I'OCT P 7.0.8-2013, 1. 21

I'OCT P 7.0.8-2013, . 24
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3arpoc -

HWHACKC acja -

WHIUBUAYAIbHBIN CPOK
WCIIOTHEHUS JOKYMEHTA -

MH(POPMAIIMOHHO-TEIEKO
MMYHHKallMOHHAS CETh -

KIaccupuKanus
(classification) -

KOHBEPTUPOBAHUE
(conversion) -
KOHTPOJIb UCITIOJTHCHU A
JTIOKYMEHTOB -

KOH(HIEHIIMATIBHOCTD
nHpopmManuy -

KOIIug JOKYMCHTA -

JIMCT-3aBCPUTCIIb ACJIA -

02.06.20222

3HAaYUMOCTb
oOpaleHHe oab30BaTeNs
uHpopManrei B yCTHON WiH
HNUCbMEHHOMN (hopMe, B TOM YHUCIIE B
BUJIC JIEKTPOHHOTO JOKYMEHTA, B
roCyJapCTBEHHBIN OpraH Win OpraH
MECTHOTO CaMOYIIpPaBJICHUs JINOO K
€ro JOXKHOCTHOMY JIUILY O
NPeOCTaBICHUH HH(OPMAIIHH O
JESITeIbHOCTH ITOr0 OpraHa

¢ poBoe WM OyKBEHHO-ITHPPOBOE
0003HaueHMe Jeia B COOTBETCTBUU C
HOMEHKJIATYpOH A€l OpraHu3aluu
CPOK MCIIOJIHEHHSI JOKYMEHTA,
YCTaHOBJICHHBIN
OpraHU3alMOHHO-PACHIOPSAUTEIBHBIM
JOKYMEHTOM OpTaHHU3alNN WU
pe30JIIoIHeH

TEXHOJIOTUYECKasi CHCTEMa,
npeJHa3HauYeHHas JJIs Iepeslauu 1o
JMHUSAM CBSI3U MH(POPMAIUH, JOCTYI K
KOTOPOH OCYIECTBISIETCS C
HCTIOJIb30BAaHUEM CPEJICTB
BBIYUCIIUTENIbHOU TEXHUKHU

cucTeMaTHyeckast UJeHTU(HUKaIUsI
W/WIM yIOPSIA0YEHHE JIEJI0BOM
JeSITebHOCTH /WM T0KyMEHTOB IO
KaTeropusiM B COOTBETCTBHH C
JIOTHYECKH CTPYKTYPUPOBAHHBIMU
YCIIOBHSIMU, METOJIAMH U
IpoIelypHBIMH NPaBUIIaAMHU
npoIiecc mepeBoa JOKYMEHTOB U3
oJlHOTO (hopMmaTa B APYyrou
COBOKYITHOCTb JE€UCTBUH,
00ecTeynBaroIuX CBOEBPEMEHHOE
UCTIOJTHEHUE TOKYMEHTOB
00s13aTeNIbHOE U151 BBITOTHEHUS
JIMIIOM, TTOJTYYHBIIUM JIOCTYII K
ofpeieNIeHHON HH(pOopMaluHy,
TpeOoBaHUE HE MepelaBaTh TaKylo
UH(POPMALIMIO TPETHUM JHLIaM 0e3
coriacus ee o0nanaTens

AK3EMILISP TOKYMEHTa, IOJTHOCTHIO
BOCTIPOU3BOASIINN HHHOPMAITUIO
MOJJTMHHHUKA TOKYMEHTa

JIOKYMEHT, COJIEpKaIllUi CBEIEHUS O
KOJIMYECTBE JINCTOB Jiena,
(U3UYECKOM COCTOSIHUU JOKYMEHTOB

Cuctema 'APAHT

®denepanbHbIi 3aKOH OT 9
¢espans 2009 r. N 8-D3

"O6 obecrieueHUN JOCTYIIA K
nH(OPMALIUY O JESTEIHHOCTH
roCyJIapCTBEHHBIX OPTraHOB U
OpraHoOB MECTHOTO
camoyIpasJjieHus", CT.,

n 4

I'OCT P 7.0.8-2013, 1. 97

I'OCT P 7.0.8-2013, 1. 85

®denepanbHbIil 3aKOH OT 27
nroJist 2006 T.

N 149-®3

"O6 undopmarnuu,
WH(GOPMAITMOHHBIX TEXHOJIOTHIX
u 0 3amuTe uHpopmarmu",

cr. 2, 1m. 4

I'OCT P UCO

15489-1-2019, m. 3.5

I'oCT P CO
15489-1-2019, . 3.6
I'OCT P 7.0.8-2013, 1. 83

®denepanbHbIi 3aKOH OT 27
nroist 2006 r.

N 149-®3

"O6 undopmarnuu,
MH()OPMAIMOHHBIX TEXHOJIOTHIX
1 0 3ammuTe nHpopmauun'",

cr. 2, 1m. 7.

I'OCT P 7.0.8-2013, m. 22

I'OCT P 7.0.8-2013, 1. 96
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JIUCT COTJIAaCOBAHMUS
(BU3UpPOBAHMS)
JOKYMEHTA -
MEXBEJIOMCTBEHHOE
nH(pOpMaTMOHHOE
B3aUMOJICVICTBHE -

MCTaAaHHBIC TOKYMCHTOB
(metadata for records) -

Murpanus (migration) -

HOMCHKIJIaTypa A€ -

HOCHUTEIh
(1OKyMEHTHPOBAHHOM )
uHpopmManuy -

o6pa1ueH1/Ie TpaxJJaHruHa

02.06.20222

1 0COOCHHOCTSX (hOPMHUPOBAHMS J1eTa
4acTh O(UIUAIBHOIO JOKYMEHTA C
OTMETKaMH (BHU3aMM) O COTJIaCOBaHUU

OCYIIIECTBIIIEMOE B LIETAX
IPEJOCTaBIIEHUS FOCY1apCTBEHHBIX U
MYHUIIUTATBHBIX YCIYT
B3aMMO/IEHICTBHE IO BONIPOCaM
0o0OMeHa JOKyMEHTaMH U
uHpopManuei, B TOM 4UCiIE B
AIIEKTPOHHOHU (opMe, MEKTY
OpraHamH, IpeJoCTaBJIAIOLUMU
roCyJlapCTBEHHbIE YCIYTd, OpraHaMu,
IPEJOCTABIIAIOUIMMHA MyHULIUTIAJIbHBIE
YCIIyTH, IOJIBEJOMCTBEHHBIMU
rOCyJapCTBEHHBIM OpraHaM WU
OopraHaM MECTHOT'0 CaMOYIIpaBJICHUS
OpraHu3alUsIMH, y4acTBYIOIINMH B
IIPEIOCTABIIEHUH IIPETYCMOTPEHHBIX
yacTblo 1 crarbu 1 HacTosmero
denepanbHOTO 3aKOHA
roCyJapCTBEHHbIX WIN
MYHUIIUTIATBHBIX YCIYT, HHBIMU
roCyJapCTBEHHBIMU OpTraHaMH,
OpraHaMHl MECTHOTO CaMOYTIpaBJICHMUSI,
MHOT'O()YHKIIMOHAJIbHBIMHU LIEHTPAMU;
CTPYKTYpUPOBAaHHAS WU
HOJYCTPYKTYPUPOBAaHHAsS
nH(popMaLus, KOTopast O3BOJISET
CO3/1aBaTh, YIPABJIATh U UCIOJIb30BaTh
JIOKYMEHTHI B pa3HOE BpeMs U B
pa3NIUYHBIX 001ACTAX JEeATEIbHOCTH
IIPOLIECC MEepEMEIIEHUS JOKYMEHTOB
13 OJJHOM anmapaTHON WIH
POrpaMMHOM KOH(UTyparuu B
Ipyryto 6e3 u3MeHeHus popmara
CUCTEMAaTHU3UPOBAHHBIN NIEpeUeHb
3aroJIOBKOB JI€JI, CO3/IaBa€MbIX B
OpraHu3aIiy, ¢ yKa3aHUEM CPOKOB HX
XpaHeHus

MaTepuaIbHbIA 00BEKT,
npeIHa3HAYCHHBIH U1 3aKpeTyIeHHs,
XpaHeHus (1 BOCIIPOU3BEICHNUS)
peYeBoOii, 3BYKOBON WIH
n300pazuTenbHON HH(pOpMauu
HarpaBJIEHHBIE B TOCY/1apCTBEHHBIH
OpraH, opraH MECTHOTO
CaMOYTIpaBJICHUS WU TOJDKHOCTHOMY
JMILY B MUCBMEHHOM hopMme uiu B
(dbopMe NEKTPOHHOTO TOKYMEHTA

Cuctema 'APAHT

I'OCT P 7.0.8-2013, 1. 49

®denepanbHbIM 3aKOH OT

27 nrong 2010 r. N 210-03
"O0 opranuzanuu
PEeI0CTaBICHUS
roCyJapCTBEHHBIX U
MYHULIMTAIBHBIX yCayT",
cr.2, 1.9

I'oCT P CO
15489-1-2019, m. 3.12

I'OCT P UCO

15489-1-2019, n. 3.13

I'OCT P 7.0.8-2013, . 89

I'OCT P 7.0.8-2013, . 11

®denepanbHbIi 3aKOH OT 2 Mas
2006 r. N 59-@3 "O nopsiake
paccMOTpeHHs OOpaIeHHA
rpaxaan Poccuiickoi
®enepauun", cT. 4, 1. 1

53/136


http://internet.garant.ru/document/redirect/70650732/49
http://internet.garant.ru/document/redirect/12177515/209
http://internet.garant.ru/document/redirect/72269570/1043
http://internet.garant.ru/document/redirect/72269570/1044
http://internet.garant.ru/document/redirect/70650732/89
http://internet.garant.ru/document/redirect/70650732/11
http://internet.garant.ru/document/redirect/12146661/401

o0beM
JOKYMEHT0000pOoTa -

OIEpATUBHOE XPAaHECHUE
JIOKYMEHTOB -

OIHCH eI CTPYKTYPHOTO
0/Ipa3/ieJIeHus -

odunmansHOE
OIyOJIMKOBaHUE
JIOKYMEHTA -

OopUIMATBHBIA JOKYMEHT

opuUIIMATBHBIN CalT
roCy/1IapCTBEHHOTO
OpraHa Wiu opraHa
MECTHOTO
camoyITipaBJieHus (faiee
- oUIIMATBHBIN CaliT) -

oopMIieHHEe JOKYMEHTA
nepBUYHas 00paboTKa
JOKYMEHTOB
(3KCTIeTUITMOHHAS
00paboTKa TOKYMEHTOB)

02.06.20222

IIPEJJI0KEHUE, 3asIBICHUE WIN
Kano0a, a TaKKe yCTHOE oOparieHue
rpakJIaHWHA B TOCYIapCTBEHHBIN
Opras, OpraH MECTHOTO
CaMOYIIPaBJICHUS

KOJIMYECTBO JOKYMEHTOB,
MOCTYIUBIINX B OPTaHU3AIUIO U
CO3/IaHHBIX €10 33 OIPEICIICHHBIH
EepUOL

XpaHEHHUE TOKYMEHTOB B CTPYKTYPHOM
NOJIpa3/IeJIEHUH /10 UX IIEpeau B
apXUB OpraHU3aIK WU
YHUYTOXKEHUS

YYETHBIN JOKYMEHT, BKIFOUAIOIIHMA
3aroJIOBKH Jel, CHhOPMUPOBAHHBIX B
CTPYKTYpPHOM MOAPA3JICICHUH U
MOJJIEXKALUX [Iepelade Ha apXUBHOE
XpaHeHue

nepBasi MyOJIMKaIUs TOJTHOTO TEKCTa
3aKOHOAATEIHHOTO U MHOTO
HOPMAaTUBHOT'O MPAaBOBOr'0 aKTa B
Oo(pUIIATEHOM H3IaHUU UJIH €TO0
NepBOe pa3MeIeHne Ha O(QUIINATBHOM
HNHuTtepHer-nioprane

JIOKYMEHT, CO3JaHHBbIN,
FOPUINYECKUM, JOJKHOCTHBIM HUITU
(UBUYIECKUM JTUIIOM, O(DOPMIICHHBIN B
YCTaHOBJIEHHOM TOPSIKE

CaiiT B
nH(OPMAIIMOHHO-TEIEKOMM yHHUKAITHO
HHOM cetu "UHTepHeT", conepkaiuit
HH(OPMALIHIO O IeATETHbHOCTH
roCy/1apCTBEHHOI'0 OpraHa Uild OpraHa
MECTHOT'O CaMOYTIPaBIICHHUS],
ANIEKTPOHHBIN aJpec KOTOPOTo
BKJIIOYAET JIOMEHHOE UMs, IIpaBa Ha
KOTOpO€ MpUHA/JIeKAT
roCyJapCTBEHHOMY OpraHy WK
OpraHy MECTHOT'O CaMOYIIPaBJICHUSI.
denepanbHBIM 3aKOHOM MOKET OBITh
MPEyCMOTPEHO CO3/1aHuE €IMHOTO
nopTasna, Ha KOTOPOM pa3MeNIatoTCs
oduIIMaTBLHBIE CAUTHI HECKOJIBKHIX
rOCYJapCTBEHHBIX OPTraHOB
IIPOCTaBJICHHUE Ha IOKYMEHTE
HEOOXOUMBIX PEKBHU3UTOB
00paboTKa JOKYMEHTOB (IpOBEpKa
LEJIOCTHOCTH, KOMILJIEKTHOCTH,
COpPTUPOBKA U JIp.) MPHU MOCTYIIICHUN
B OpraHu3aIuio

Cuctema 'APAHT

I'OCT P 7.0.8-2013, . 70

I'OCT P 7.0.8-2013, . 87

I'OCT P 7.0.8-2013, . 98

I'OCT P 7.0.8-2013, m. 67

I'OCT P 7.0.8-2013, 1. 8

®denepanbHbIi 3aKOH OT 9
¢espans 2009 1.

N 8-@3

"O06 obecrnieueHnH AOCTyNa K
nH(GOPMAIIMHY O ACITEITHHOCTH
rOCyJJapCTBEHHBIX OPIaHOB U
OpPTraHOB MECTHOTO
camoynpasieHus", cT.,

m 5

I'OCT P 7.0.8-2013, m. 47

I'OCT P 7.0.8-2013, . 77
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ncyaTh -

IIpEIBAPUTEIILHOE
paccMoTpeHue
JIOKYMEHTOB -

MIPU3HAKYU 3aBEICHUS
zena -

MNOMJIMHHUK JOKYMCHTA -

MOANUCaHuE (JOKYMEHTA)

IIoAIIUCH -

IIOCTOSIHHOE XpPaHEHUE
JIOKYMEHTOB -
PETUCTPALlMOHHO-YYETHA
a1 popma -

PEruCTpallMOHHBIN HOMED
JOKyMEHTa
(perucTpalmOHHBIHI
WH/IEKC JJOKYMEHTA) -
perucTpanus 10KyMeHTa

peKBI/ISI/IT )IOKYMCHTa -
PCKBU3UTHI JOKYMCHTA (B
MDJI0) -

02.06.20222

YCTPOMCTBO, UCTIOIB3yEMOE AJIs
3aBEPEHUS OIJTUHHOCTH TOITUCH
JOJI’KHOCTHOTO JIUI[A IIOCPECTBOM
MIPOCTABJICHUS €r0 OTTHCKA Ha
JIOKYMEHTE

HU3YUCHUC NOKYMCHTA, MOCTYIIMBLICTO

B OpraHu3anuro, 1jis OInpeaciaCHus

JOJXKHOCTHOTI'O JIMIIa, B KOMIICTCHIIMIO

KOTOPOI'0o BXOJUT €I0 paCCMOTPEHUEC
OCHOBAaHUs, B COOTBCTCTBHHU C

KOTOPBIMH (POPMYITHPYETCS 3ar0JIOBOK

nena u GopMUpPYETCs J1eI0

MIEPBBIN WM €TUHCTBEHHBIN
AK3EMILISAP TOKYMEHTa

3aBepeHUE IOKyMEHTa
COOCTBEHHOPYYHOM MOITUCHIO
JOJIKHOCTHOTO WU (PU3UYECKOTO
JMIa 110 YCTaHOBJIEHHOM Gopme
PEKBU3HT, IIPEACTABIISIIONTUN COO0M
COOCTBEHHOPYUHYIO POCIIUCh
JOJIKHOCTHOTO WU (PU3UYECKOTO
auna

BEYHOE XpaHEHHE JOKYMEHTOB 0e3
npaBa MX YHUYTOKEHUS

JIOKYMEHT yCTaHOBJIEHHOM (pOpMBI
(kapTouka, )KypHaJl), B TOM YHCJE B
3JIEKTPOHHOM BU/JI€, UCIIOJIb3YEMBbIii

JUIS 3aIIACH CBEJICHUM O JOKYMEHTE B

LEJISAX yueTa, OUCKa U KOHTPOJIs
1 poBoe win OyKBeHHO-IIU(POBOE
0003HaueHNe, IPUCBaUBAEMOE
JIOKYMEHTY IIPHA €ro perucTpanuu

MIPUCBOEHUE JOKYMEHTY

PEruCTpaiiOHHOTO HOMEpPA U 3alNCh

JAHHBIX O JOKYMEHTE 110
YCTaHOBJIEHHOU (hopme

aeMeHT 0(pOopMIICHUS JOKYMEHTA
¢aiin popmara XML onpeneneHHon
CTPYKTYPHI C yKa3aHHBIM COCTaBOM
AJIEMEHTOB M UX aTpUOyTOB

Cuctema 'APAHT

I'OCT P 7.0.8-2013, 1. 66

I'OCT P 7.0.8-2013, . 78

I'OCT P 7.0.8-2013, m. 91

I'OCT P 7.0.8-2013, . 20

I'OCT P 7.0.8-2013, . 52

I'OCT P 7.0.8-2013, . 53

I'OCT P 7.0.8-2013, . 37

I'OCT P 7.0.8-2013, m. 81

I'OCT P 7.0.8-2013, n. 80

I'OCT P 7.0.8-2013, . 79

I'OCT P 7.0.8-2013, m. 31
TexHuueckue TpeOOBaHUS K
OpraHu3alu B3aUMOJICUCTBUS
CUCTEMBI MEXBEIOMCTBEHHOTO
AIIEKTPOHHOTO
JIOKYMEHTO000poTa ¢
CHUCTEMaMH JJICKTPOHHOTO
JIOKyMEHTO000pOoTa
(henepabHBIX OpPraHOB
WCTIOJTHUTEIIBHOM BIIACTH, YTB.
pacrnopsiKeHHEeM
IIpaBurenscrBa Poccniickoit
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pe3osonus -

caiit B cetu "MuTepuer” -

CETEeBOM azpec -

cucTema
MEXKBEJIOMCTBEHHOI'O
AJEKTPOHHOTO
JOKYMEHTO0000pOoTa -

CHUCTEMA DJICKTPOHHOTI'O
,Z[OKYMCHT0060pOTa -

02.06.20222

PEKBU3UT, COJIEPKAIIUI YKa3aHUs
JOJDKHOCTHOTO JIUIIA TIO UCITOJTHEHHIO
JIOKYMEHTa

COBOKYITHOCTb IIPOTPaMM JJIst
SJICKTPOHHBIX BBIYHUCIUTCIBHBIX
MAIlMH 1 UHOH MH(OPMAIIH,
coaepxaiieiics B ”HPOPMaLMOHHOM
cHcTeMe, IOCTYI K KOTOPOii
oOecrnieunBaeTcs OCPEICTBOM

WH(pOPMaAITMOHHO-TEIEKOMMYHHKAITHO
HHOU ceTn "MHTEepHET" M0 JOMEHHBIM
MMEHaM U (WJIH) 110 CETEBBIM aJIpecaM,

MO3BOJISIOMINM HICHTH()UIIUPOBATH
caiitel B cetu "MHTepHeT"
UAEHTU(PUKATOP B CETU NIEpeadn
JAHHBIX, OIIPEIEIISIOIINN IIPU
OKa3aHUU TEJIEMaTUYECKUX yCIyT
CBsI31 a0OHEHTCKUI TepMUHAI WIN
MHBIE CPEJICTBA CBS3U, BXOJSIINE B
UH(POPMALIMOHHYIO CUCTEMY
denepanbHas HHGOPMAIMOHHAS
cucreMa, odbecreunBaionias B
aBTOMAaTU3UPOBAHHOM PEXHUME
3alIUIIEHHBIN 00MEeH 3JeKTPOHHBIMU
COOOIIECHHUSAMU, B TOM YHCJIIE
COOOLIEHUSAMH, COJIePKAIIUMU
nH(pOpMaIKI0, OTHECEHHYIO K
CBEICHMSIM, COCTABIISIOINM
CIIy’)keOHYI0 TallHy, MEXTY
Anmunuctpanuei [Ipesunenra
Poccuiickoit ®enepanuu, AnmnapatoMm
IIpaBurenscTBa Poccuiickoi
®denepaunu U peaepaibHbIMU

OopraHaMu HUCIIOJIHUTEIbHOMN BJIaCTH, a

Tak)ke MHBIMU (eiepaibHbIMU
OpraHaMH rocyJ1apCTBEHHOH BJIACTH
CHUCTEMAa aBTOMAaTHU3alnu
JIeNIOTIPOU3BOICTBA U
JIOKyMEHT0000poTa B (heiepaaTbHOM
OpraHe MCIOJHUTEIbHOMN BIIACTH,
o0ecrneunBaromias BO3MOXKHOCTH
BHYTPEHHET'0 3JIEKTPOHHOTO
JIOKyMEHTO000poTa

Cuctema 'APAHT

®denepanuu OT 2 OKTAOPs
2009 r.N 1403-p
I'OCT P 7.0.8-2013, 1. 60

®denepanbHbIi 3aKOH OT 27
nroig 2006 T.

N 149-®3

"O6 undpopmanumu,
HH()OPMAITMOHHBIX TEXHOJIOTHIX
u o 3amure uHpopmarun”,

cr. 2, 1. 13

®denepanbHbIil 3aKOH OT 27
utoiig 2006 r. N 149-03

"O06 uHdpopmanumy,
UH(GOPMAILIMOHHBIX TEXHOIOTHIX
U 0 3amuTe uHdopmanuu",
cr.2, 1. 16

Texnuueckue TpeOOBaHUS K
OpraHu3alK B3aUMO/IEHCTBHS
CUCTEMBI
MEKBEIOMCTBEHHOTO
3EKTPOHHOTO
JIOKYMEHT0000poTa C
CUCTEMAaMH AJIEKTPOHHOTO
JOKYMEHTO0000poTa
(dhenepabHBIX OpPraHOB
UCTIOJIHUTENIHON BJIACTH, YTB.
pacrnopsiKeHHeM
IIpaBurenscTBa Poccuiickoi
®denepannn OT 2 OKTAOPS
2009 r. N 1403-p

TexHuueckue TpebOBaHUS K
OpraHu3aIK B3aUMO/ICHCTBHS
CHCTEMBI MEXBEJIOMCTBEHHOTO
3JIEKTPOHHOTO
JIOKYMEHT0000poTa ¢
CHCTEMaMH SJIEKTPOHHOTO
JIOKYMEHTO000poTa
(benepanbHBIX OpPraHOB
UCIIOJHUTENIBHOM BIIACTH, YTB.
pacropspKeHHEM
[IpaButenscTBa Poccuiickoi
®deneparuu oT 2 OKTAOPS
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ciyx0a
JeTOTIPON3BOICTBA -

COTJIACOBAaHUE TOKYMEHTA
(BU3MpPOBAHHE) -

CPOK XpaHEHUs
JOKYMEHTOB -

TUITOBOM CPOK
WCIOJIHEHUS JOKYMEHTA -

YHHUYTOKCHUC
HOKYMCHTOB -

YHUUYTOKEHUE
(destruction) -

dhopmupoBanue ena -

XpaHCHUEC JOKYMCHTOB -

JKCIIEPTU3a LICHHOCTH
JIOKYMEHTOB -

QJICKTPOHHAA MOAIIUCH -

OJICKTPOHHAs KOIINA

02.06.20222

CTPYKTYpPHOE I10JIpa3/ieleHue, Ha
KOTOPOE BO3JIOKEHBI (PYHKIIUH 110
BE/ICHUIO JIEJIONPOU3BO/ICTBA, A TAKXKE
JIMIIa, OTBETCTBEHHBIC 32 BEJICHHE
JIeJIONPOU3BO/ICTBA B APYTUX
CTPYKTYPHBIX TOpa3IeICHUIX
OpraHu3aluu

OLIEHKA MPOEKTa OPUIHUAITBHOTO
JIOKYMEHTa 3aUHTEPECOBAaHHBIMU
OpraHu3alUsIMH, JOKHOCTHBIMU
JMLIAMU, CTIEUATUCTaMU

NepuoJl BpeMEHH, B TeUEHHE KOTOPOTO
JIOJDKHO 00€CreunBaThCs XpaHEHHUE
JIOKYMEHTa B COCTaBe
JOKYMEHTaJIbHOI'O MJIM apXUBHOTO
dbonga

CPOK MCIIOJIHEHHsI JOKYMEHTA,
YCTaHOBJICHHBIN HOPMAaTHBHBIM
IIPaBOBBIM aKTOM

UCKJTFOUEHHUE JOKYMEHTOB H3
JIOKYMEHTAJIbHOT'O MJIM ApXUBHOTO
($oH/1a IO UCTEYEHNUHU CPOKA UX
XpaHEeHHUs C MOCIeAYIOIIUM
YHUUTOXKEHUEM (YTHIIU3AIHE)
NPOIECC YHUUTOKEHUS UM YAaJIeHUs
JIOKYMEHTOB 0€3 KaKoi-Tn0o
BO3MOYKHOCTH UX BOCCTaHOBIJICHUS
TPYNIAPOBKA UCTIOTHEHHBIX
JJOKYMEHTOB B JIJIO B COOTBETCTBUU C
HOMEHKJIATypOU JIeT U UX
cucTeMaTH3alus BHYTPH Jel
OpraHu3aIys parroHaIEHOTO
pa3MelieHus 1 obecredeHue
COXpPaHHOCTH JOKYMEHTOB

U3y4eHHe JJOKYMEHTOB Ha OCHOBaHUHU
KPUTEPHEB WX [IEHHOCTH B TIEIISX
OTIpeIeIeHUs] CPOKOB XpaHEHUS
JOKYMEHTOB B 0TOOpa UX IS
BKJIIOYEHHUS B COCTaB APXUBHOTO
donaa Poccuiickoit deneparun
uHpopMalus B JIEKTPOHHOH (opme,
KOTOpas MPUCOECIUHEHA K IPYTOn
uH(OpPMaIIUHU B 3JIEKTPOHHON (hopme
(moamuchiBaeMoil HH(pOpPMALIUN) WIIH
MHBIM 00pa3oM CBs3aHa C TAaKOH
nHpopmaren u Kotopas
UCTIOJIBb3YETCs JUIs OTIpeIeIeHus JINIA,
HOJIKCHIBAIOILEr0 MH()OPMALUIO
KOTHsI TOKYMEHTa, CO37[aHHas B

Cuctema 'APAHT

2009 r. N 1403-p
I'OCT P 7.0.8-2013, 1. 5

I'OCT P 7.0.8-2013, m. 48

I'OCT P 7.0.8-2013, m. 35

I'OCT P 7.0.8-2013, 1. 84

I'OCT P 7.0.8-2013, 1. 99

I'OCT P CO 15489-1-2019, m.

3.7

I'OCT P 7.0.8-2013, m. 92

I'OCT P 7.0.8-2013, m. 33

®denepanbHbIi 3aKOH OT 22

okTs0ps 2004 r. N 125-®3 "O06
apXuBHOM Jene B Poccuiickon

®enepanun", ct. 3, 0. 18

®denepanbHbIi 3aKOH OT 6
anpenst 2011 r. N 63-®3

"O0 27eKTPOHHOM moAnucHu",
cr. 2, 1. 1

I'OCT P 7.0.8-2013, m. 23
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JOKYMEHTA - 1 poBoit popme

AJICKTPOHHBIA JJOKYMEHT  JIOKYMEHTHpOBaHHas WH(popManus, ®denepanbHbIi 3aKOH OT 27

- IIPEACTABJICHHAS B DJIEKTPOHHOU utoist 2006 r. N 149-@3
dbopme, TO €CTh B BUJIE, IPUTOTHOM "O6 undopmarumu,
JUISL BOCIIPUSITUSL YEJIOBEKOM C MH()OPMAIIMOHHBIX TEXHOJIOTHSIX
MCIIOJIb30BaHUEM DJIEKTPOHHBIX U 0 3amuTe uHpopmanun",
BBIYMCIIUTENbHBIX MAIlIUH, & TAK)KE ct. 2, m. 11.1).

JUTS TIEpeIavu 110

WH(OPMAIIMOHHO-TEIIEKOMM yHUKAIIHO

HHBIM CETSIM WM 00paboTKH B

WH(OPMAIIMOHHBIX CHCTEMAX
BJIEKTPOHHBIN JIOKYyMEHTO0000pOoT ¢ ucnosb3oBanuemM ['OCT P 7.0.8-2013, m. 69
JTIOKYMEHTOO0O0POT - aBTOMAaTU3UPOBAHHON

WH(POPMAITMOHHON CUCTEMBI (CUCTEMBI

AJIEKTPOHHOI'O JOKYMEHTO000POTA)
IOpUANYECKAs CBOMCTBO JJOKYMEHTA BBICTYIIaTh B I'OCT P 7.0.8-2013, 1. 13
3HAYUMOCTb JOKYMEHTA -  Ka4eCTBE MOATBEPKICHUS JEIOBOM

eSITEIbHOCTH JIN0O COOBITHI JTUYHOTO

xXapaxkrepa
IOpUANYECKas cuia CBOMCTBO OPUIINAILHOTO TOKYMEHTA I'OCT P 7.0.8-2013, 11. 14
JIOKyMEHTa - BBI3BIBATH OIPE/ICIICHHBIE TTPABOBBIC
MTOCJIEICTBUSA
HctouHuku:
- ®enepanbHblii 3ak0H OT 22 okTs0ps 2004 r. N 125-®3 "OO6 apxuBHOM jene B Poccuiickoii
Denepauyn’.

- ®enepanbHblil 3ak0H oT 2 Mast 2006 r. N 59-03 "O nopsiake paccMoTpeHus: oOpallleHui rpaxiaH
Poccuiickoit denepanun".

- ®epnepanbHblii 3akoH OoT 27 wuronsg 2006 r. N 149-@3 "OO0 uHpopmanuu, MHGPOPMALMOHHBIX
TEXHOJIOTUSX U O 3aIluTe nHpopMaruu'.

- ®enepanphblii 3akoH 0T 9 deBpans 2009 r. N 8-®3 "O6 obecneueHnu 1octyna K UHGpoOpMaluu o
NeSITebHOCTH FOCYapCTBEHHBIX OPIaHOB U OPraHOB MECTHOTO CaMOYIpaBJIeHUs".

- ®enepanpHplii 3akoH oT 27 wuronsg 2010r. N 210-®3 "OO opraHuzauuu MperoCTaBICHUS
rOCyJapCTBEHHBIX U MYHHUIIMIIAIBHBIX YCIyT".

- ®enepanbubiii 3aK0H 0T 6 anpenist 2011 r. N 63-D3 "O6 ayekTpoHHOM oamHcH".

- 'OCT P 7.0.8-2013. Cucrema craniapToB 1o MH(popMaruu, 6UGINOTEYHOMY U U3/1aTeIbCKOMY
neny. JlenonpousBoacTBO U apxuBHOe Jieno. Tepmunsl u onpeaenenus. - M.: Crangaptuadopm, 2013.

- TOCT P HUCO 15489-1-2019. Cucrema cranmaptoB no HHpopManuu, OUOIMOTEYHOMY U
u3narensckomy aeny. Uapopmanms u mokymeHTaus. YnpapieHue nokymentamu. Yacte 1. [lonstus u
npuHIunsl. - M.: Cranaaptungopm, 2019.

IIpuioxenne N 2
OO0pa3ubl 0J1aHKOB JOKYMEHTOB

T'ep6 PO

MUHVCTEPCTBO (HA3BAHUE)
POCCHIVCKON ®EIEPAUINN
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(MMH... POCCUMN)

[IPUKAS3

Mockea
Oo0pazen 0s1aHKa npukasa geaepaJbHOI0 MUMHHCTEPCTBA

[Iponomkenne npunoxenus: N 2

T'ep® PO

M/HVCTEPCTBO (HAZBAHIUE)
POCCHUICKON ®EIEPAUNN

(MMH... POCCUN)

yn. Haspaume, nm. 00, Mockea, 100000
Tey. +7 (495)000-00-00; daxc +7 (495) 000-00-00
e-mail:aaalgov.ru; http://www.aaa.ru
N

Ha N oT

Oo0pa3zen 0/1aHKa nucbMa (eaepajbHOr0 MUHHCTEPCTBA

[Tponomxenne npunoxenus N 2
T'ep6 PO

MUHVCTEPCTBO (HA3ZBAHUE)
POCCUIUCKON @EIEPALNN
(MVH. .. POCCUMN)

CTATC-CEKPETAPH -
SAMECTUTEJIL MVHUCTPA

yJy. Haspaume, »n. 00, Mockea, 100000
Ten. +7 (495)000-00-00; daxc +7 (495) 000-00-00
e-mail:aaalgov.ru; http://www.aaa.ru
N

Ha N oT

Oopa3en 0/1aHKa MUCHMA JOJKHOCTHOIO JIMIA (CTATC-CEKPeTaps - 3aMeCTUTeJIsI MUHHMCTPA)

[Iponomxenue npunoxenus N 2

T'epb PO
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MVHVICTEPCTBO (HASBAHUE)
POCCUVCKOV OENEPALIUN
(MUH. .. POCCUMN)

AIIMVHUCTPATVIBHHN
IEITAPTAMEHT

yJy. Haspaunme, »n. 00, Mockma, 100000
Tes. +7 (495)000-00-00; daxc +7 (495) 000-00-00
e-mail:aaalgov.ru; http://www.aaa.ru
N
Ha N oT

Oo0pa3sen 0J1aHKAa NHCHMA CTPYKTYPHOI'O MOAPA3eIeHUs

[Iponomxenune npunoxxenust N 2
T'ep® PO

MVHVICTEPCTBO (HA3BAHVE) POCCUVICKOV O®EIEPALVNU
(MMH. .. POCCUN)

ITPOTOKOIJI

MockBa

Oo6pa3en 6;1aHKa NPoTOK0JIA (eaepaJbHOr0 MUHUCTEPCTBA

[Iponomxenue npunoxennus N 2
T'ep6 PO
MVHUCTEPCTBO (HAVMMEHOBAHME) POCCUVCKOM OEIEPALINNA
OEIEPAJIBHASA CJIYXBA (HA3SBAHUE)
(POC...)

[IPUKAS3

MockBa

O0pasen 0s1aHKa npukasa geaepajbHOil C1y:K0bI, IOABEIOMCTBEHHOH (enepajbHOMY
MUHHCTEPCTBY

[Iponomxenue npunoxenus N 2

T'ep6 PO

02.06.20222 Cuctema 'APAHT 60/136



MMH... POCCUU

QEJEPAJILHAA CIIYXBA
(HA3BAHINE)
(POC...)

yy. Haspaunwme, g»n. 00, Mockma, 100000
Tes. +7 (495)000-00-00; daxc +7 (495) 000-00-00
e-mail:aaal@gov.ru; http://www.aaa.ru

N
Ha N oT

Oo0pazen 0s1anka nucbMa ¢eiepajibHOI CIyKObI, I0BeIOMCTBEeHHOMH (eepajbHOMY MUHHCTEPCTBY

[Iponomxkenue npunoxeHus N 2
T'epb*

SAKOHOIATEJIBHOE COBEPAHME
(HAZBAHVE CYBBEKTA POCCUMCKOW OEIEPAINN)

[IOCTAHOBJIEHUE

r. HasBaHue

* Tep6 (repanbanyeckii 3HaK) cyonekTa Poccuiickoit Denepariuu

Oo0pasen 0J1aHKa MOCTAHOBJICHHS NPEACTABUTEIBLHOI0 oprana cyobexra Pocceniickoiit @enepanuu

[Tponomxenne npunoxxenust N 2
T'epb*

SAKOHOIATEJIEHOE COBPAHME
(HA3ZBAHVE CYBBEKTA POCCUMCKOW OENEPAINN)

[IPEINCEIATEJIb

PACIIOPAXEHVE

. HaspepaHue

* T'ep0 (repanbauueckuii 3HaK) cyobekra Poccuiickoii deneparyn
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Oo0pa3en 0s1aHKa pacnopsi:KeHus1 MpeaceaaTes s NPeIcTABUTEILHOr0 oprana cyobexkra Poccuniickoii
Denepauuu

[Iponomkenue npunoxenus: N 2
T'epb*

3AKOHOIATEJIBHOE COBPAHUE
(HABBAHUE CYBBEKTA
POCCUVMCKOW OENEPALINN)

yvyi. Hasepaume, n. 00, ©. Hasmaunme, 100000
Teyg. +7 (000)000-00-00; daxc +7 (000) 000-00-00
e-mail :bbb@sss.ru; http://www.bbb.ru

N
Ha N oT

* Tep6 (repanbanyeckuii 3HaK) cyonekTa Poccuiickoit denepariuu

O0pasen 01aHKa NMCHbMA NMPEICTABUTEIBLHOIO Oprana cyobexra Poccuiickoin @enepannn

[Tponomxenue npunoxxenust N 2
T'epb*
3AKOHOIATEJIBHOE COBPAHUE
(HASBAHME CYBBEKTA
POCCHUMCKOM ®EIEPAILINN)
IIPEICEIATEJIB
yy. Haspaunwme, n. 00, . Hazsaume, 100000
Teyg. +7 (000)000-00-00; daxc +7 (000) 000-00-00
e-mail :bbb@sss.ru; http://www.bbb.ru

N
Ha N oT

* T'epb (repanpaudeckuii 3HaK) cyobekTa Poccuiickoit @eneparnumn

O0pasen 01aHKa NUCHbMA NpeaceaaTess NPeACTABUTENbHOIo oprana cyorexkra Poccuniickoit
denepauuu
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[Iponomkenne npunoxenus: N 2
T'epb*

TJIABA (I'YBEPHATOP)
(HAZBAHVE CYBBEKTA POCCHUMCKONW OEIEPAINN)

[IOCTAHOBJIEHUE

. HammMmeHOBaHMe

* Tep0 (repanmpamueckii 3HaK) cyosekTa Poccniickoit @eneparim

OO0pa3sen 0.1aHKa MOCTAHOBJIEHU IV1aBbI (ry0epHaTopa) cy0obekTa Poccuiickoit ®@enepanun

[Iponomxenue npunoxxkenust N 2
T'epb*

TJIABA (I'YBEPHATOP)
(HA3ZBAHVE CYBBEKTA POCCUMCKOW OENEPAINN)

PACIIOPAXEHINE

MockBa

* T'epb (repanpaudeckuii 3HaK) cyobekTa Poccuiickoit @eneparnuun

O0pasen 0s1aHKa pacnopsizkeHus IIaBbl (ry0epHaTopa) cy0bekTa Pocceniickoii @enepanun

IIponomxenue npunoxenus N 2
T'epb*
AIMVHVCTPALINA
(HASBAHME CYBBEKTA
POCCHUMCKOM ®EIEPAILIUN)
yJy. Haspaunme, »n. 00, r. Haseaume, 100000

Tes. +7 (000)000-00-00; daxc +7 (000) 000-00-00
e-mail :bbb@sss.ru; http://www.bbb.ru
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Ha N oT

* T'ep0 (repanbauueckuii 3HaK) cyobekra Poccuiickoii deneparyn

O0pasen 0J1aHKa NMCbMa aIMHHUCTPanuu cyobekTa Poccuiickoii ®@exepanun

[Iponosmkenue npunoxenus: N 2
T'epb*

TJIABA (I'YBEPHATOP)
(HARBAHVE CYBBLEKTA
POCCHUMCKOM ®EIEPAILIUN)

yJy. Haspaunme, n»n. 00, r. Haszsrpaume, 100000
Tey. +7 (000)000-00-00; daxc +7 (000) 000-00-00
e-mail :bbb@sss.ru; http://www.bbb.ru

N
Ha N oT

* Tep0 (repanmpamyeckii 3HaK) cyosekTa Poccniickoit @eneparm

O0pasen 01aHKa nucbMa riaBbl (ryoepHaropa) cyobexra Poceniickoin @enepanun

[Tponomxenune npunoxxkenust N 2
T'epb*

[IEPBHI 3AMECTUTEJDb
TJIABH (I'YBEPHATOPA)
(HABBAHVE CYBBEKTA

POCCUMICKOV ®EIEPALVN)

yJy. Haspaume, »n. 00, r. Haseaume, 100000
Ten. +7 (000)000-00-00; daxc +7 (000) 000-00-00
e-mail:bbbl@sss.ru; http://www.bbb.ru

N
Ha N oT

* T'ep0 (repanbauueckuii 3HaK) cyobekra Poccuiickoii deneparyn
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O0pasen 01aHKa NHCbMAa NEPBOI0 3aMecTUTEJI IIaBbl (Ty0epHaTopa) cy0bekTa Poccniickoi
denepaunu

[Iponomxenue npunoxxenust N 2
T'epb*
AIMVMHUCTPALIVA
(HABBAHME CYBBEKTA
POCCUICKOV OEIEPALNN)
YIIPABJIEHVE IOEJIAMU
yJj. Haspaunme, n»n. 00, r. Hasmaume, 100000
Tes. +7 (000)000-00-00; daxc +7 (000) 000-00-00
e-mail :bbb@sss.ru; http://www.bbb.ru

N
Ha N oT

* Tep6 (repanpanyeckuii 3HaK) cyonekTa Poccuiickoit denepariuu

O0pasen 01aHKa MMCBMA CTPYKTYPHOIO MOAPa3Ae/IeHUs AAMHUHUCTPanun cyobexkTa Poccuiickoi
Denepauuu

[Tponomxenne npunoxenus N 2

T'epb*

AIMVMHVCTPANVIA
(HA3ZBAHVE CYBBEKTA POCCUMCKOW OEIEPAIVN)

MVMHUCTEPCTBO OEPA3BOBAHUA

[IPUKA3

. HamMeHOBaHUMe

* T'ep6 (repanpaudeckuii 3HaK) cyobekTa Poccuiickuii @eneparym

Oo0pazen 0J1aHKa NPHKa3a OPraHAa NCNOJHUTEIBLHOM BJIACTH AAMUHUCTPAIMH cy0ObekTa Poccniickoi
denepauuu

02.06.20222 Cuctema 'APAHT 65/136



[Iponomxenue npunoxxkenust N 2

T'epb*

AIIMVHUCTPALIVS
(HABBAHVE CYBBEKTA POCCUMCKOM
OENEPALINN)

MUHVCTEPCTBO OEPASOBAHNMA
yy. Haspaunwme, n. 00, r. Hazssaume, 100000
Tes. +7 (000)000-00-00; daxc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

N
Ha N oT

* Tep0 (repanmpamyeckii 3HaK) cyosekTa Poccniickoit deneparim

O0pasen 0/1aHKa NMCHMA OPraHa MCIMOJHHUTEIbLHOM BJIACTH aAMMHHUCTPanuM cy0bekTa Poccuiickoi

Dexepanun

[Tponomxenue npunoxxenust N 2

T'epb*

HABBAHUE CYBBEKTA POCCUMCKOM
OENEPALUN

AIMVHUCTPALIUA
(HA3BAHUE MYyHULUIIAJILHOTO
OBPABOBAHIIA)

yyi. Haseaume, »m. 00, r. Hasmaume, 100000
Ten. +7 (000)000-00-00; daxc +7 (000) 000-00-00
e-mail:ccc@mmm.ru; http://www.ccc.ru

N
Ha N oT

* T'ep0 (repanbIuuecKuii 3HAK) MYHHIUIIAIEHOTO 00pa3oBaHus

Oo0pazen 0J1aHKa MMCbMA AIMHUHUCTPALIMA MYHUIUIIAJIBLHOIO 00pa3oBaHus
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[Iponomxenue npunoxxkenust N 2
T'epb*
HABBAHME CYBBEKTA POCCHUMCKOV OEIEPALVNA

MYHUIUIIAJIBHOE COEPAHINE
(HABBAHVE MYHUMIMIIAJIBHOT'O OBPA3OBAHVA)

PENEHVE

HazpaHMe HaACEeJIEHHOT'O NIYyHKTAa

* Top06 (repanbauveckuii 3HaK) MyHUITUIIATLHOTO 00pa30BaHUs

Oo6pa3en 6/1aHKa pelIeHUs MPEACTABUTEILHOT0 OPraHa MYHHIIUTIAJIBLHOTO 00pa30BaHuSs

[Iponomkenue npunoxeHus N 2
T'epb*
HABBAHVE CYBBEKTA POCCUMCKOM ®ENEPALIN

TJIABA (HA3BAHUE MYHUIMIIAJIBHOT'O
OBPA3BOBAHUA)

[IOCTAHOBJIEHUE

N
HazspaHMe HaACEeJIEHHOTO IMIyHKTa

* Tep6 (repasibAMUYESCKHIA 3HAK) MYHHIIAIAILHOTO 00Pa30BaHuUsI

O0pasen 01aHKa NOCTAHOBJIECHHA IVIaBbl MYHHIIUIIAJILHOTO 00pa30BaHus

[Iponomxenue npunoxenus N 2
T'epb*
HABBAHVME CYBBEKTA POCCUVICKOM OEINEPALNMU
TJIABA (HARBAHME MYHMIIUIIAJILHOT'O
OBEPA30OBAHIA)

PACIIOPAXEHNE

HaspaHMe HaCeJIEHHOTO IIyHKTa
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* T'ep0 (repanbIuuecKuii 3HAK) MyHUIUIIAIEHOTO 00pa30BaHus

Oﬁpa3eu O0J1aHKa PacnopsizKeHus rjiaBbl MyHUIIMITAJIBHOT O OﬁpaSOBaHI/IH

[Iponomkenne npunoxenust N 2
T'epb*
HABBAHVE CYBBEKTA POCCUMCKOM OEIEPALIUNA

AIMVMHVCTPALIMA (HASBAHVE MYHUMIMIIAJIBHOT'O
OBPA3OBAHUA)

KOMUTET IIO YIIPABJIEHNIO
MYHUIUIIAJIBHEM VIMYIIECTBOM

[IPUKA3
N
HaspaHMe HaACEeJIEHHOTO IIYyHKTAa

* Tep6 (repalibAMUYESCKHIA 3HAK) MYHHIIAIAILHOTO 00Pa30BaHMUsI

Oﬁpa3eu O0J1aHKa NpUKa3a UCIIOJHUTECJILHOI'O Oprada MECTHOT0 CaMOYIIPpaBJICHUA

[Iponomxenue npunoxennus N 2
T'epb*

HABBAHUE CYBBEKTA POCCUMCKOM
OEIIEPALIUN

AIMVHVCTPALIVA
(HABBAHVE MYHUIUIIAJIBHOT'O
OBPA3BOBAHUA)

yJy. Haspaume, »n. 00, r. Haseaume, 100000
Tes. +7 (000)000-00-00; daxc +7 (000) 000-00-00
e-mail:ccc@mmm.ru; http://www.ccc.ru

N
Ha N oT

* T'ep0O (repanbIuuecKuii 3HAK) MyHHUIUIIAIEHOTO 00pa3oBaHuUs
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Oo0pa3sen 01aHKAa MUCHbMA AIMUHUCTPANUN MYHUIUNIAJILHOTO 00pa3oBaHus
IIpuiaoxenne N 3

IIpaBuia odopmiieHnsi peKBU3UTOB JOKYMEHTOB B TOCYIAPCTBEHHBIX OPTaHAX, OPraHaX MECTHOTO
caMoynpasJieHus |

1. 'ep6 (I'ocynapcrBennslii repd Poccuiickoii @enepanun, repd cyobexkra Poceniickoii @enepannu,
rep0 (repajbau4ecKuii 3HAK) MyHHIMIIAJIBHOT0 00pa30BaHusl)

N3o6paxenue ['ocynapcrBennoro repda Poccuiickoii denepanun BOCIPOU3BOAUTCS Ha OJIaHKaX
JOKYMEHTOB B COOTBeTCTBUU ¢ DenepanbHbIM KOHCTUTYLIMOHHBIM 3aKOHOM OT 25 pnexabps 2000 r.
N2-©®K3 "O TocynapctBennom repbe Poccuiickoit  ®eneparun' 721, N3o0paxkenune repba
(repanpauueckoro 3Haka) cyowekra Poccuiickoit ®enepanuu WIM MYHUIIMOAIBHOTO 00pa3oBaHUs
BOCIIPOM3BOAMUTCA Ha OJaHKaX JOKYMEHTOB B COOTBETCTBUM C 3aKOHOJATEIbHBIMU W HHBIMH
HOPMAaTHUBHBIMHM TPaBOBBIMU aKTaMu CyObekTOB Poccuiickoit ®enepauuu WM MYyHUIUNAIbHBIMU
HOPMAaTUBHBIMU [TPaBOBBIMU aKTaMHU.

Nzobpaxenne repba (I'ocymapctBenHnoro, cyowekra Poccuiickoit ®enepauuu, repbda
(repasibIMUECKOr0 3HAKa) OpraHa MECTHOT'O CaMOYMPAaBJICHMs) MOMENIAETCs Ha OJIaHKe JOKyMEHTa Haj
PEKBU3UTAMU OpPraHU3allUH - aBTOPA JOKYMEHTA, 3aXBaThIBasl YaCTh BEpPXHETo MoJjs (Ha paccTostHuU 10 MM
OT BEPXHEro Kpas JIUCTa) U BBIPABHUBAETCS OTHOCUTENIBHO CaMOW JJIMHHOW CTPOKM B HAaMMEHOBaHHUU
rOCyIapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYITPaBJICHHUS.

3akonoM o [T'ocynmapcrBenHoM repbe Poccuiickoit ®enepanuu yCTaHOBJIEHBI BapUAHTHI
uzoopaxenus ['ocynapctBenHoro repba Poccuiickoit denepannu:

- MHOTOIIBETHBIN Ha TepaJibAUNYECKOM IIUTE;

- OZIHOLIBETHBIN Ha TepaJIbANYECKOM LIUTE;

- O/IHOLIBETHBIN 0€3 repajibIn4ecKoro uuTa (B BUje raBHON (UTYpHI - IBYTJIABOTO OpJIa).

- MHorouseTHblil BapuaHT H300pakeHus ['ocynapcrtBeHHoro rep6a Poccuiickoit denepanuu
MOMeEIAeTCs Ha OJIaHKax:

- (heziepalIbHBIX KOHCTUTYLIMOHHBIX 3aKOHOB U (pe/iepaibHbIX 3aKOHOB;

- yKa3oB ¥ pacnopspbkenuid [Ipesunenra Poccuiickoit @eaepanuu;

- nocranoBnenuit Coera ®enepanu Penepanbroro Codpanust Poccuiickoit denepannu;

- moctanoBieHu# ['ocynapcreennont [ymer @enepansaoro Codpanust Poccuiickoit @enepamnmm;

- IOCTaHOBJICHUH U pacnopsikeHud [IpasurenscrBa Pocculickon @enepanuu;

- pemienuit Koncrutynnonnoro Cyna Poccuiickort @enepannu;

- pemenuii BepxoBHoro Cyna Poccuiickoit ®enepanuy;

- [Ipe3unenta Poccuiickont denepanuu;

- CoBera @enepanuu DenepansHoro Cobpanus Poccuiickoii @eneparum;

- l'ocynapcrennoit Jlymer ®enepanpHoro Codbpanust Poccuiickoit denepanuu;

- [IpaBurensctBa Poccuniickoit denepanuu;

- Koncruryunonnoro Cyna Poccuiickoit @enepanuu;

- Bepxosnoro Cyna Poccuiickoit denepannu;

- OpHouBeTHBIM BapuaHT u300pakeHusi ['ocymapcTtBenHoro repba Poccuiickoit denepanuu 6e3
repajibJJUUeCcKOro MIMTa MOMEINAIOT Ha OJIaHKaX:

- MexBeTOMCTBEHHOM KOMUCCHH MO 3alIUTE TOCYapCTBEHHON TaliHBbI;

- OpPraHoB, opraHusanui u yupexxaenui rnpu Ilpesunenrte Pocculickon @enepanuu;
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- OpraHoB, opranu3anuil u yupexaenuii npu Ilpasurensctse Poccuiickoit denepanmu;

- (heziepalIbHBIX CY/I0B;

- opraHos npokyparyps! Pocculickoit denepanuu;

- CJICICTBEHHBIX OPraHoB M yupexaeHuii CineactseHHoro komurera Poccuiickoit denepaiuu;

- opranoB u yupexaenmii CymeOHOoro nemapramenta npu BepxoBHom Cyae Poccuiickoit
denepanuu;

- JUIUIOMAaTHYECKUX TPEJICTABUTENBCTB, KOHCYIbCKUX YUPESKIACHUNH M HMHBIX O(UIMAIBHBIX
npeacrtaBuTenbCTB Poccuiickoit @enepanuu 3a npeaenamu Poccuiickoit denepanym.

['epObl cyOBekTOB Poccuiickoii Depepaniuu NoMenaroT Ha OJJaHKaX JOKYMEHTOB B COOTBETCTBHH C
paBOBbIMU akTaMu cyObekToB Poccuiickoil denepanuu - pecnyOnuk, KpaeB, oOiacTed, ropoaoB
(benepanbHOro 3HaYEHUS, ABTOHOMHOM 00J1aCTH, aBTOHOMHBIX OKPYTOB.

B coorBerctBuun ¢ @expepanbHbiM 3akoHOM OT 28 aBrycra 1995r. N 154-®3 "O6 o0mux
IOPUHLIMIIAX OpraHu3alMM MECTHOro caMmoymnpasieHuss B Poccuiickoii ®enepaunn" coOCTBEHHYIO
CUMBOJMKY  (repObl, 3MOmeMbl W Jp.),  OTPAKAIOUIYI0  HUCTOPUYECKHE,  KYJIbTYpHBIE,
COLIMAJIbHO-OKOHOMMYECKNE, HAI[MOHAJIbHbIE W HHbIE MECTHBIE TpPAJUIMH, BIPaBE MMETb W
MyHHIMMATbHbIE 006pa3oBaHms > (MyHHIHIANFHOE OOPa’soBAaHHE - TOPOACKOE, CENbCKOE IOCETICHHE,
HECKOJIbKO TOCEJIEeHUH, OOBEIMHEHHBIX OOIIeH TeppUTOpHe, YacTh TIOCENCHHs, HHAas HaceJICHHas
TEPPUTOPUS, B IIpeieaax KOTOPBIX OCYIIECTBIIAETCS MECTHOE CAMOYIIPABICHHUE, UMEIOTCS MyHHULUIIAIbHAS
COOCTBEHHOCTb, MECTHBIN OIO/IKET U BHIOOPHBIE OPraHbl MECTHOT'O CAMOYIIPABIICHUS).

®denepanbHbiii 3aKk0H OT 6 OkTsA0ps 2003 r. N 131-®d3 "OO6 00mMX NPUHLHUIIAX OpraHUu3aIuu
MECTHOI0 camoynpasiieHus B Poccuiickoit @eneparn” [74] YCTaHaBJIUBAET:

"l. MyHununaieHsle 00pa3oBaHUS B COOTBETCTBMM C (peiepajbHbIM 3aKOHOJATEIbCTBOM U
repaJibJUYeCKUMH  TIPAaBWJIaMH  BIOPaBE YCTAHABIMBAaTh O(DHUIMAIBHBIE CHMBOJBI, OTPAKAIOIINE
UCTOpUYECKHE, KyJIbTYPHbIE, HAlIUOHAJIbHBIE U WHBIE MECTHBIE TPAJAULIUU U OCOOCHHOCTH.

2. Od¢unuanbHble CHUMBOJB MYHHUIMNAIbHBIX OOpa3oBaHWM MMOAJEXKAT TOCYIapCTBEHHOMN
perucTpanmy B NOpsi/IKe, YCTAHOBIEHHOM (hefiepaibHbIM 3aKOHOJaTEIbCTBOM.

3. Od¢unuanbHple CHMBOJIBI MYHHUIMIAIBHBIX 00pa3oBaHUl M MOPSAOK  O(UIHATBHOIO
UCIOJIb30BAaHUSl YKa3aHHBIX CHMBOJIOB YCTaHABJIMBAIOTCS yCTaBaMM MYHHUIMIAJIbHBIX 00pa3oBaHUN U
(M) HOPMATHBHBIMU NMPABOBBIMU aKTaMU MPEJICTABUTENIBHBIX OPraHOB MyHHUIIMIAIIbHBIX 00pa3oBaHMil".

Vkasom Ilpesunenta Poccuiickoin @enepanymu ot 21 mapra 1996 r. N 403 yrBepxkacHO
[Tonoxenune o ['ocygapcTBeHHOM TrepaiibandeckoM peructpe Poccuiickont ®@enepanuu. Peructp co3man B
LeNsAX CHCTEMaTH3allid U YINOPAJOYEHMs] UCIOJIb30BaHUS O(PUIMAIBHBIX CUMBOJOB U OTJIMYMTEIbHBIX
3HakoB. Peructp Bener I'epanbaudeckuii coset npu Ilpesunente Poccuiickoit denepanuu (B 1992-1994 -
I'ocynapcTBeHHas repanpauueckas cinyxk6a Poccuiickoit ®enepanyn, B 1994-1999 - T'ocynapcTBeHHas
reposbaust npu [pesunenre Poccuiickoii @eneparum).

B peructp BHOcsTCS odunmanbHble cuMBoIbl Poccuniickoit @enepanuu u cyobekToB Poccuiickoit
Oenepannn (haaru, repOsl); opuIMaIbHbIE CUMBOJBI (heIepaAIbHBIX OPTAaHOB TOCY/IapPCTBEHHON BIIACTH H
OpraHOB TOCYIApCTBEHHOW BiacTu cyOwnekToB Poccuiickoit ®denepanuu (¢uaru, repObl, dMOIEMbI);
o(uIMaTbHbIE CUMBOJIBI OPraHOB MECTHOTO CaMOYIIPAaBJICHHMS] U WHBIX MYHHUIUNAIbHBIX 00pa3oBaHH
((pnaru, repOb1, 5MOJIEMBI); 3HAKK OTJIIMYHS U PA3IUYUsS, HArpabl GeepaabHbIX OPraHOB UCIIOTHUTEIBHON
BJIACTH ¥ OPTaHOB MCIOJHUTEIHHOM BiIacTH cyObekToB Poccuiickoit deneparun.

CornacHo cr1.8 ®enepanbHOoro KOHCTUTYHHOHHOTO 3akoHa "O TocymapcTBeHHOM Trepbe
Poccuiickoit ®enepanuu" TepObl (Tepanbpauueckue 3HaKW) CcyObekToB Poccuiickorr ®eneparuu,
MYHUIUNAIBHBIX ~ 00pa30BaHMi, OOLIECTBEHHBIX OOBEOUHEHUH, TNPEANPHUIATHH, YUpEXKIEHUN U
OpraHu3aiuii He3aBUCUMO OT (opM COOCTBEHHOCTH HE JOJKHBI OBITh MIAEHTHYHBI ['OocynapcTBEeHHOMY
repOy, u ['ocymapcTBeHHBI rep0 HE MOXET ObITh HCIIOJIB30BAaH B KAayeCTBE IepajibJIU4eCKOi OCHOBBI
repOoB (repaabIUYecKuX 3HAKOB) CyOBbekTOB Poccuiickoit denepaiiiu, MyHUITUIIATBHBIX 00pa30BaHUM,
0O0I1IeCTBEHHBIX 00BETMHEHUH, IPETPUATHH, YUPEKACHUN 1 OpraHu3aLuil.

2. IMOJeMa

02.06.20222 Cuctema 'APAHT 70/136


http://internet.garant.ru/document/redirect/10104758/0
http://internet.garant.ru/document/redirect/186367/0
http://internet.garant.ru/document/redirect/1518690/0
http://internet.garant.ru/document/redirect/1518690/1000
http://internet.garant.ru/document/redirect/182788/8

N300pakeHre 5MOJieMbl, pa3pa0OTAaHHOH W YTBEPXKIACHHOW B YCTAHOBICHHOM MOPSJKE,
noMemiaeTcss Ha OJaHKaX JOKYMEHTOB B COOTBETCTBMM C HOPMATUBHBIMU IPABOBBIMU aKTaMHU
TrOCYyJapCTBEHHOTO OpraHa, oOpraHa MECTHOTO CaMOyIpaBJeHUus (32 HCKIIOYCHHEM  CIIy4aeB,
peyCMaTPUBAIOIINX HCIIOJIb30BaHUE M300paxeHus ['ocynapcTBenHoro repba Poccuiickoii @eneparum,
repOa (TepaabIU4ecKoro 3HaKa) cyobekTa Poccuiickoii denepanuy Wi MyHUITMIIAILHOTO 00pa30BaHMs ).

N300paxenue 3MOIeMBbl MMOMEIIAETCS HAa OJaHKE JOKYMEHTa HaJl PEKBU3UTaMM OpraHHU3aluH -
aBTOpa JIOKYMEHTA, 3aXBaThIBas YaCTh BEPXHETO MOl (Ha paccTosiHuK 10 MM OT BEpXHEro Kpas JIHCTa) U
BBIPABHUBAETCS OTHOCUTEIIBHO CaMOW UIMHHOW CTPOKHM B HAWMMEHOBAHUHM TOCYAAapCTBEHHOTO OpraHa,
OpraHa MECTHOT'O CaMOYTIPaBJICHUSI.

[Topsimok  WCTONB30BaHUS  M300pakeHUsT  SMOJIEMBl  yCTAHABIMBACT  COOTBETCTBYIOIIUI
TOCYJapCTBEHHBIN OpraH.

3. Koa ¢opmbl fokymenTa

PexkBu3uT mpocraBnsercs Ha yHUDUIMPOBAHHBIX (OpMax JIOKYMEHTOB, BKJIIOYEHHBIX B
YHA(DUIUPOBAHHBIE CHCTEMBI JTOKYMEHTAIMU, B COOTBETCTBUH ¢ OOIIEPOCCHHCKUM KIIACCH(PHUKATOPOM
ynpasneHueckor gokymeHTtanuu (OKY /) unm nokanbHbiM knaccupukaropom. Kon dopmel qokymeHTa
pacrioiiaraeTcss B NpPaBOM BEpXHEM YINIy paOodero Mojis JOKYMEHTa, COCTOMT u3 ciioB "®dopma 1o
(HammMeHoBaHUe Kiaccudukaropa)" u UG pPOBOro Koja.

4. HammeHnoBaHue rocyiapCcTB€HHOI0 oprana, oprana M€CTHOro CamMmoynpaBJCHUS

HanmMmeHoBaHMe TrocylapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIpaBJIeHHs Ha OJaHKe
JIOKYMEHTA JOJDKHO COOTBETCTBOBATh HAMMEHOBAHUIO, YCTAHOBJIECHHOMY IPABOBBIM AKTOM O CO3JaHUH
roCyJapCTBEHHOT'O OpraHa, OpraHa MECTHOIO CaMOyIpaBlIeHHs M TMOJoKeHueM o HeM. Ha Omankax
JIOKYMEHTOB YKa3bIBaeTCsl MOJHOE O(QUIMaIbHOE HAaUMEHOBAaHME TOCYJAapCTBEHHOTO OpraHa, opraHa
MECTHOTO camoympasieHusd. Hajn HauMeHOBaHHMEM TIOCYJAapCTBEHHOIO OpraHa, OpraHa MECTHOIO
CaMOYIPABJIEHUS YKa3bIBAECTCs MOJHOE WM COKPAIIEHHOE HAaWMEHOBAHHE BBIIIECTOSIIET0 opraHa (Ipu
€ro HaJIM4MH).

CoxkpalieHHOe HaMMEHOBaHHUE (IIPU €ro HaJM4YWK) TOCYJapCTBEHHOTO OpraHa, OpraHa MEeCTHOIO
caMOyIIpaBJIeHHs! TIOMELIAI0T B CKOOKAX MO/ MOJHBIM HAUMEHOBAHUEM.

B Onankax [OKyMEHTOB TIOCYJapCTBEHHBIX OPIraHOB, OPraHOB MECTHOTO CaMOYNpaBICHUS
pecriyonuk B coctaBe Poccuiickoil ®enepanuy, UCHONB3YIOMIMX HApsy € PYCCKUM SI3BIKOM Kak
rocy/1apcTBEHHBIM s3bIKOM Poccuiickoit @enepanuu rocy1apcTBEHHbIN S3bIK (TOCYAapCTBEHHBIE SI3BIKH)
peciy0IMK, HAMMEHOBaHUE TOCYIapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUS YKa3bIBACTCS
Ha PYCCKOM SI3bIKE KaK roCylIapCTBEHHOM si3blke Poccuiickoin denepanuym M Ha roCy1apCTBEHHOM SI3bIKE
(rocylapCTBEHHBIX S3bIKAX) PECHYOJUK B COOTBETCTBHM C 3aKOHOJATEILCTBOM PECHYOJIMK B COCTaBe
Poccuiickoit @enepanuu.

HanmenoBanue rocyjapCTBEHHOIO Oprasa, opraHa MECTHOI'O CaMOYIIPaBJICHUsI HA PYCCKOM SI3BbIKE
pa3mermaercs:

- Ha OJaHKax ¢ YIJIOBBIM PAcHOJI0KEHUEM PEKBU3UTOB - CIIEBa, HAUMEHOBAHUS IrOCYIapCTBEHHOTO
opraHa, opraHa MECTHOTO CaMOYIpaBJ€HHs Ha TOCYIapCTBEHHOM S3bIKE€ (TOCYAApCTBEHHBIX S3BIKAX)
peciyOIMKH - cripaBa OT HAMMEHOBAHUS Ha PYCCKOM SI3BIKE;

- Ha OlaHKax C TPOJOJIBHBIM pAaclOJIO)KEHUEM PEKBU3MTOB - CBEpXYy, HAUMEHOBAHMS
rOCyJapCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIIPaBICHUS Ha TOCYJApCTBEHHOM  SI3BIKE
(rocyiapCTBEHHBIX A3bIKAX) PECIYOJIMKH - 101 HAMMEHOBAHUEM HA PYCCKOM SI3bIKE.
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5. HaumeHoBaHMe CTPYKTYPHOI0 MOJApAa3/iesieHusl TOCYAAPCTBEHHOI0 OPraHa, Opraia MecTHOI0
caMoynpasBJieHUs!

VYka3piBaeTcss B OJaHKax CTPYKTYPHBIX IIOJpa3/el€HUN B cClydae, €CIM HX HCIOJIIb30BaHHUE
YCTaHOBJIEHO HOPMAaTHBHBIMH IIPAaBOBBIMH aKTaMH T'OCYJapCTBEHHOTO OpraHa MM MYHHUIUITATbHBIMU
IPaBOBBIMU aKTaMH, M yKa3bIBaeTCs I0J] HAMMEHOBAHHWEM T'OCYJAapCTBEHHOIO OpraHa, OpraHa MECTHOTO
CaMOYIPaBJICHHS.

CoOcTBeHHble ONaHKM 1O THUIYy OJAHKOB CTPYKTYPHBIX TOApA3ACICHUA MOTYT HMETh
KOOPJMHAIIMOHHBIE, COBCIIATEIbHbIC, METOJMYECKHE OpraHbl TOCY[apCTBEHHOTO OpraHa, oOpraHa
MECTHOTO CaMOYIPaBJICHUS

6. HanmeHnoBanue J0I5KHOCTH JINIA

HammeHoBaHMe MOKHOCTH JIMIA - PEKBU3HUT OJIaHKA JIOJHDKHOCTHOTO JHIA (PYKOBOIHUTEIIS,
3aMECTUTENIEH PYKOBOAMTEIS, WHBIX JTOJDKHOCTHBIX JIMI] TOCYAAPCTBEHHOIO OPraHa, OpraHa MECTHOI'O
CaMOYIPaBJIEHUS, UMEIOIINX PAaBO HCIOIb30BaTh OJAHKH TOJPKHOCTHBIX JIMIL).

HaumeHoBaHME MOJDKHOCTU JIMIA YKA3bIBAETCS MMOJ HAUMEHOBAaHUEM (TIOJHBIM, COKPAILEHHBIM)
roCy/1apCTBEHHOI'O OpraHa, OopraHa MECTHOTO CaMOYITPaBJICHHUS.

7. CnpaBo4HbIe JaHHbIE 0 TOCYAPCTBEHHOM OpPraHe, OpraHe MeCTHOIO CaMOYIPaBJIeHHUS

VYka3pIBaroTcs B OJIaHKaX MUCEM M BKITIOYAIOT: MMOYTOBBIN aJpec roCyIapcTBEHHOTO OpraHa, OpraHa
MECTHOTO caMOyIpaBjeHHs, HoMmep(a) TenedoHa(oB), pakca, OPUIMATIBHBIN aIpec MEKTPOHHOM MOYTHI,
CEeTeBOH aapec U, IPH HEOOXOAUMOCTH, APYTUE CBEACHUS.

8. HammeHnoBaHue BUa JOKYMEHTA

Vkas3piBaeTcss Ha BCeX JIOKYMEHTAaX, 3a HCKIIOYEHHEM JIENOBBIX (CIIy)KEOHBIX) IHCEM,
pacrosiaraeTcs 1ol HAMMEHOBAaHHWEM OpraHu3alMy (CTPYKTYpPHOI'O OJpa3iesieHus], T0JKHOCTH).

[Tpu u3gaHuM JOKyMeHTa Ha OJaHKe KOHKPETHOrO BHJA JIOKyMEHTa (IIpHKa3a, MOCTaHOBJIECHMS,
IPOTOKOJIA U JIp.) HAMMEHOBaHHE BUA JJOKYMEHTA SIBJISETCS pEKBU3UTOM OJIaHKA.

9. lata 1oKymMeHTa

CooTBeTcTBYET Aare noAnucaHus (YTBEpxkKIEHUs) TOKYMEHTa WM JIaTe COOBITHS (B MPOTOKOJIAX),
3a(MKCHPOBAHHOTO B IOKYMEHTE.

JlaTa moKyMeHTa 3alliChIBAE€TCs B MOCIIEI0BATEIBHOCTH: JEHb MECSIA, MECSL], TOJ OJHUM M3 JBYX
CIOCO0O0B:

- apabckumu nuppamu, pasaeneHHbIMA Toukoil: 05.08.2020;

- crmoBecHO-IMGPOBBIM criocoboM: 5 aBrycra 2020 1.

Ha noxymentax, odopmisieMbix Ha OjaHKe, Jara JOKyMEHTa MPOCTAaBIAETCS MO PEKBU3UTAMH
"HauMEHOBaHUE BUJIa JOKyMeHTa" (B OJJaHKaX KOHKPETHBIX BUJIOB IOKYMEHTOB) U "CIPaBOYHbIE TaHHBIE O
roCyJapCTBEHHOM OpraHe, OpraHe MeCTHOT'O caMoyIpaBiieHHs" (B OJIaHKaxX MUCEM).

JlaToil nOKyMeHTa, M3JaHHOTO COBMECTHO JBYMs WM 0oJjiee OpraHM3alusAMH (JOJKHOCTHBIMU
JULAMU), SIBJISIETCS JaTa MOMKUCAHUS IOKYMEHTa MOCJIeTHEH CTOPOHOM.
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10. PerucTpanuoHHbIi HOMEpP 10KYMEHTA -

uppoBol UM OYKBEHHO-UU(POBON HIESHTU(PHUKATOP TOKYMEHTA, COCTOALIUN U3 MOPSIAKOBOTO
HOMEpa JIOKyMEHTa, KOTOpBI [0 YCMOTPEHHUIO TOCYJAapCTBEHHOI'O OpraHa, OpraHa MECTHOIO
CaMOYIPAaBJICHUSI MOXET JOMOJNHATbCS UU(PPOBBIMA WM OYKBEHHBIMH KoJaMU (MHAEKCAaMH) B
COOTBETCTBUHM C HCIOJB3yEMBIMU KJIaCCH(PHUKATOpaMHu (MHIEKCOM Jejia N0 HOMEHKIIAType Jed, KOJIOM
KOPPECHOH/IEHTa, KOJIOM JOJIKHOCTHOTO JIUIA U JIp.).

Ha noxymeHTe, COCTaBIEHHOM COBMECTHO JIBYMsI U 00J€€ TIOCyIapCTBEHHBIMU OpraHamH,
OpraHaMM MECTHOTO CaMOYIIPaBJICHUS, IPOCTABISAIOTCS PErUCTPAIMOHHBIE HOMEpa, MPHUCBOCHHBIC
KaXIbIM M3 HUX. PerucrpanoHHble HOMepa OTAEISIOTCS APYr OT Apyra KOCOW 4epTOM U MPOCTABIISAIOTCS
B MOpSIIKE yKa3aHUSI HAMMEHOBAHHM TOCYJapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPAaBIICHUS B
3aroJIOBOYHOM YacTH UM MpeamOyse JOKyMEHTa.

11. Ccbliika HA perucTpalMOHHBIN HOMEP U ATy NOCTYNHMBIIEro JOKYMEHTAa

PexkBusur wucnonp3dyercs B OJIaHKax THCEM, BKIIOYACT PETHCTPAIMOHHBIA HOMEp M JIaTy
BXOJIAIIET0 (MOCTYMHUBIIET0) JOKYMEHTA, Ha KOTOPBIH JaeTCsl OTBET.

CcbUlka Ha PEruCTPAllMOHHBI HOMEP M JaTy NOCTYIHUBILIETO JOKYMEHTa pacrlojiaraeTcs IO
pEeKBU3UTAaMHU "AaTa TOKyMeHTa" U "perucTpalliOHHbIN HOMEp JOKyMeHTa".

B TekcT nuchmMa-oTBETa CBEICHUS O PETUCTPAIIMOHHOM HOMEpPE U JaTe MOCTYMHUBIIETO MUChMa HE
BKJIFOUYAIOTCA.

Cchllka Ha PETUCTPAIMOHHBIM HOMEpP M JaTy JOKYMEHTA IMPOCTABISICTCS HWCIOIHUTEIEM IIpU
MOATOTOBKE MHMChMa-0TBETA.

12. MecTo cocTaB/ieHus (M31aHKS) JOKYMEHTA

VYkaspiBaeTcs B OJaHKaX JOKYMEHTOB, 32 UCKIIOUEHHEM OJIAaHKOB JIETIOBBIX (CITY>KEOHBIX) MHceM (B
OylaHKe mHuchbMa 3Ta UHQOpMAIMs COAEPKUTCS B PEKBU3UTE 'CIIpaBOYHbIE JaHHbIE 00 opraHuzanuu"), a
TaKkKe BHYTPEHHMX HWH(QOPMALMOHHO-CIIPABOYHBIX JOKYMEHTOB (JOKJIQJHBIX, CIIY)K€OHBIX 3aIllCOK,
3asIBJICHUN U IPYTUX).

Mecro cocraBieHus (U3AaHUs) TOKyMEHTa HE yKa3blBaeTCs, €CIM OHO BXOAUT B oduimanbHOe
HAaUMEHOBAHHE TOCYIapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIIpaBJIeHUSI.

Mecrto wu3gaHMs yKaszbBaeTCs C Y4YeTOM IPUHATOrO aJIMHUHHMCTPATUBHO-TEPPUTOPUATBHOTO
nenenus: Mocksa, r. HoBocubupcek, r. Kinua MockoBekoi obnactu. Ilpu ykasaHum B kauecTBe MecTa
cocTaBeHHs (M3/aHKs) JOKyMEHTa TOpoxoB deaepampHoro smauenns '~ (Mocksa, Canxt-IletepGypr,
CeacTormos) ciioBo "ropos" B BUE rpaduuecKoro cokpamieHus "r." He yKa3bIBaeTCsl.

13. I'pn¢ orpanuveHust 10CTyNna K JOKyMEHTY

PexkBu3uT mnpocraBigeTrcs B IPaBOM BEpPXHEM YINIy MEpBOro JIMCTa JOKyMEeHTa (IIpoeKTa
JIOKYMEHTA), IPUIOKEHUH K HEMY MPH HAIMYMM B HUX MH(POPMALMH, AOCTYI K KOTOPOIl OrpaHHYeH B
COOTBETCTBUM C 3aKOHOAATENbCTBOM Poccuiickoin Penepannn, a TakKe Ha CONMPOBOJUTEIIBHOM IUCHME K
TaKUM JOKYMEHTaM.

B (¢enepanpHbIX oOpraHax HUCIOJHUTENIBHOW BJIACTH, YHNOJIHOMOYEHHOM OpraHe YIpaBJiICHUs
MCIIOJIb30BAHUEM AaTOMHOW 3HEPIMHM U YIOJHOMOYEHHOM OpraHe 10 KOCMHUYECKOM IESATENbHOCTH IPH
HaJIMYUM B JOKYMEHTE CIIyKe€OHOM HMH(pOpMalMM OrpaHUYEHHOrO paclpOCTpaHEHHs B KauecTBe rpuda
OTpaHUYEHUS JIOCTYyIa Ha TOKyMeHTax odopmirsiercs momerka "J{ist cimyxeOHOro nmoiap3oBanus"” [7e],
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14. Anpecar

PexkBu3uT wucnonb3yercs npu O(GOPMIECHUH JI€TIOBBIX (CIYy)KEOHBIX) IHCEM, BHYTPEHHUX
UH(POPMALIMOHHO-CIIPABOYHBIX JOKYMEHTOB (JOKJIQAHBIX, CIIY)KEOHBIX, OOBSICHUTEIBHBIX 3alHUCOK,
3asIBJICHUU U JIp.).

AnpecaToM JOKYMEHTa MOXKET OBITh FOCYIAapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIPABICHHUS,
roCy/lapCTBEHHasT WJIM HETOCYAapCTBEHHAsh OpraHu3alus, TIpylna opraHu3aluui, CTPYKTypHOE
NoJpa3/ielicHue TOCYJapCTBEHHOIO OpraHa, oOpraHa MECTHOIO CaMOYIIpaBJIE€HMs, OpraHu3aluu,
JOJKHOCTHOE JIUIIO, TPaKJaHUH.

PexBusut "anpecar" npocTaBisieTcsi B BEpXHEW MpaBOM 4acTH JIOKYMEHTa (Ha OJIaHKe C yTIOBBIM
pacIroIOKEeHNEM PEKBU3UTOB) WJIM CIIpaBa MOJ PEeKBU3UTaMH OyiaHKa (MpPU MPOJOJIBHOM PACHOJIOKEHUU
pexBu3uTOoB Onanka). CTpoku pekBu3uTa "azapecar" BbIPAaBHHMBAIOTCS 110 JIEBOMY Kpaw WU
BBIPABHUBAIOTCSI 110 MIUPUHE OTHOCUTEIHHO CaMOU JUIMHHOM CTPOKH.

ITpu agpecoBaHuM JAOKYMEHTa PYKOBOJIUTENIO (3aMECTUTENIO PYKOBOJUTEINS) TOCYIapCTBEHHOIO
OopraHa, OpraH MECTHOTO CaMOYINpaBJCHHs, OpraHU3allMd YKa3blBa€TCd B JaTENbHOM IaJlexke
HAaUMEHOBAHME  JOJDKHOCTH  PYKOBOJIUTENSI  (3aMECTUTENs]  PYKOBOJAWTENsS]) U HaMMEHOBaHHE
rOCy/IapCTBEHHOT'O OpraHa, OpraHa MECTHOTO CaMOYTIpaBJIeHHs, OpraHu3aluu, (aMuinsl, MHALUANBI JIUIIA.
Hanpuwmep:

PyxoBoautento denepasbHOro apXUBHOIO areHTCTBA
Aptuzoy A.H.

HpI/I aIp€COBaHNU NOKYMCHTOB HOJDKHOCTHBIM JIMIaM TOCYHAPCTBCHHBIX OpPIraHOB, B KOTOPBIX
npeayCcMoTpCHa BOCHHAA WJIM WHAA IOCyJdapCTBCHHAA cny>1<6a, MOCJIC OOJDKHOCTH YKa3bIBalOT BOMHCKOC
NN CIICHMAJIBbHOC 3BaHUC. HaHpI/IMepl

HanmeHnoBanue

roCy/1apCTBEHHOI'O OpraHa

Havanbsauky Jlemapramenra

(HauMEeHOBaHUE)

reHepan-Maiopy MOJIULIIH
®amunus 1.0.

[lepen damunueld OMHKHOCTHOTO JMIA JIOMYCKaeTcsl YHNOTpeOsaTh cokpamieHue 'r-Hy"
(rocnioiMHy), €ClK ajipecat My KunHa, WK "T-xe" (rocrnoxe), eciu aapecar xeHuiuaa. Harnpumep:

Mbpy MockBsl
r-ny Cobsauny C.C.

[Ipencenarento Komurera
I10 JIeJIaM MOJIOJCKH
3akoHomarensHOro CoOpanms
PecriyOnuku (HaMeHOBaHUE)
r-xke Cumononoii C.C.

[Ipu anmpecoBaHMM MUCbMa B TOCYAApCTBEHHBI OpraH, OpraH MECTHOTO CaMOYIpaBJCHHUS,

OpPTaHM3AIMI0 YKa3bIBACTCS TOJNHOE WM COKpAIlEHHOC HAUMEHOBAHHME TOCYIAapPCTBEHHOTO OpraHa
(opranm3anun) B MMEHHUTEILHOM Tazexe. Hampumep:
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denepanbHOE apXUBHOE
areHTCTBO

nin:
Pocapxus

IIpu agpecoBaHMM TOKYMEHTA B CTPYKTYPHOE ITOAPA3JEIIEHUE rOCYJapCTBEHHOIO OpraHa, opraHa
MECTHOT'O CaMOYIIpaBJEHUs, OPraHU3aluy B PEKBU3UTE "ajpecatr’ yKa3bpIBaeTCs B UMEHUTEIBHOM NAJEXKe
HAauMEHOBAHUE OpraHU3aluH, HUXKE - HAMMEHOBAaHHUE CTPYKTYpHOTO noapasaeneHus. Hanpumep:

MuHuCTepCTBO MU(PPOBOTO Pa3BUTHUS, CBAZH
1 MaccoBbIX kKoMmmyHuKauuii Poccuiickoit denepanuun

[[enapTaMeHT QJICKTPOHHOI'O IIPABUTCIILCTBA

IIpu anmpecoBaHMM NUCbMa PYKOBOJUTENK CTPYKTYPHOTO MOAPA3ACIICHUS YKa3bIBalOTCA: B
MMEHUTEIbHOM MaJeKEe HAUMEHOBAHUE OpraHu3alMy, HWXKE B JaTEIbHOM INaJ€KE€ HAUMEHOBAHUE
JOJKHOCTH PYKOBOJIMTEINS, BKIJIIOYAIONIEEe HAMMEHOBAaHUE CTPYKTYpPHOTO MofpasjaeieHus, (amumus,
nHumanel. Hanpumep:

Pocapxus

PykoBogutento @MHAHCOBOTO YIIPaBIEHUS
®amuinsa 1.0.

IIpu pacceliike TOKYMEHTa TUIIOBOI'O COJIEp KaHUA rOCYAapCTBEHHBIM OpraHaM, OpraHaM MECTHOTO
caMOYIIpaBJICHHs], OPraHU3alUsAM WIH B CTPYKTYpHBIE IOPA3/IeJIEHUs, aipecaT yKa3bIBaeTCs 0000IEHHO.
Hanpuwmep:

PykoBogurensam
TEPPUTOPHAIBHBIX OPTaHOB
denepanbHOro Ka3HayecTBa
B cyObekTax Poccuiickoit denepannu

[Tpu paccbiike JOKyMEHTa HE BCEM OpraHaM (OpraHu3alusM) WIA CTPYKTYPHBIM MOApPa3IeIeHHSIM,
noJ pekBu3uToM "Anpecat" B ckoOkax ykaspiBaercs: "(mo crniucky)". Hampumep:

PykoBoauTensam ¢enepaibHbIX OPraHOB UCTIOHUTENBHON BIACTH
(o cnucky)

Ecim muceMO HampasisgeTrcs, KpoMe€ OCHOBHOTO ajpecara, UId CBEACHHsS €Hle HECKOJIBKUM
ajzpecaram, o0Ilee KOJIWYECTBO a/JPEcaToB HE JOJDKHO IMPEBBIMIATh YeThbIpeX (KpOMe IMpOLEecCyaIbHBIX
JOKYMEHTOB), TPU 3TOM OCHOBHOHM ajpecaT ykasbiBaeTcsi nepBbiM. CioBo "Komus" mepen BTOpBIM,
TPETbUM, YETBEPTHIM aJPECaTaMU HE YKA3bIBACTC.

[Tpu appecoBaHuM OKyMEHTa (PU3MUECKOMY JIMIy yKa3blBalOTCS: (aMHUIUS, MHULUAIBl JHLIA B
JlaTeIbHOM I1aJIe’Ke, IIOYTOBBIN anpec KoppecnonaenTa. Hanpumep:

damuug U.0.
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yi. Becennsis, 1. 5, kB. 124,
Mocksa, 119235

DJeMEeHTBl IIOYTOBOIO ajpeca yKa3bIBalOTCs B IOCIENOBATEIBHOCTH, YCTaHOBIEHHON [IpaBunamu
OKA3aHMsl YCIIYT [IOYTOBOM CBSI3H | :

a) A1 IOPUAMYECKOIo JIMIA - TOJHOE WIM COKPALeHHOE HauMEHOBaHME (IPU HAJIMYUH), JUIS
rpaxIaHuHA - (paMuIns, UMsI, 0OTYECTBO (IIOCTIeIHEE MTPH HATUYHHN);

0) OaHKOBCKHE PEKBU3UTHI (151 MOYTOBBIX NEPEBOIOB, HAIIPABIISIEMbIX IOPUINUYECKOMY JIUIY MU
IPUHUMAEMBIX OT IOPUIHMYECKOTO JINLIA);

B) Ha3BaHUE YJIMIIbI, HOMEp JJOMa, HOMEp KBapTUPBI;

I') Ha3BaHUE HACEJIEHHOIO IIyHKTA;

1) Ha3BaHUE pailoHa;

€) Ha3BaHUE PECITyOINKH, Kpasi, 00J1acTH, aBTOHOMHOTO OKpyra (001acTn);

) Ha3BaHUE CTPaHBbI (17151 MEXTYHAPOJHBIX ITOYTOBBIX OTIIPABICHUN);

3) MOYTOBBIN UHJIEKC.

[Tpu oTnpaBke mHcbMa IO IEKTPOHHOU MOYTE WM NO (PaKCUMMIIBHOM CBA3M (0€3 JOCBUIKHM IO
II0YTE) MOYTOBKIH ajpec He ykasbiBaeTcs. IIpu HeoOX0aMMOCTH MOKET OBITh YKa3aH AJIEKTPOHHBIN apec
(rHomep Tenedona/dakca). Hampumep:

MUHHCTEPCTBO YKOHOMHUYECKOTO Pa3BUTHUS
Poccuiickoit ®enepanun

abcd@gov.ru

[TouToBBII agpec MOXKET HE YyKa3bIBaTbCsl B JIOKYMEHTAxX, HANpPaBIsSEMBbIX B BBICIINE OpraHbl
BJIACTH,  BBIIIECTOSIIME  OpPraHM3alMM, IOJABEJOMCTBEHHBIE  OpraHM3allid M IMOCTOSHHBIM
KOPpPECIOHJIEHTaM (3a HCKJIIOUEHUEM HalpaBiIeHMs] MHCEM YyKa3aHHBIM ajpecaTaM B KOHBEPTax C
MPO3PAYHBIMU OKHAMH).

15. I'pu yrBepxaeHus J0KyMEHTa

IIpocraBisiercs Ha JOKYMEHTE, YTBEPXKIAEMOM HENOCPEACTBEHHO JIOJDKHOCTHBIM  JIMIIOM
(pyKOBOAMTENIEM WM WHBIM YIOJTHOMOYEHHBIM MM JODKHOCTHBIM JIMIIOM) WJIM PACTIOPSIUTEIHHBIM
JOKYMEHTOM (yKa30M, IOCTAaHOBIIEHUEM, IPUKA30M, PACTIOPSIKEHUEM).

I'pud yrBepxaeHUS OQopMIsSETCS B MPAaBOM BEPXHEM YIUIy TEPBOTO JIHCTA YTBEPIKIAEMOTO
nokymeHTa. CTpOKM PEKBU3UTA BBIPABHUBAIOTCS B MpEJENaxX 30HbI, 3aHATOW PEKBU3UTOM, IO JIEBOMY
Kparo WIH 10 [IEHTPY OTHOCUTEIBHO CaMOW JITTMHHOM CTPOKH.

[Ipu yTBepKIE€HUU ITOKYMEHTa HEMOCPEACTBEHHO IOHKHOCTHBIM IUIIOM TpH{Q yTBEPKICHUS
Bkitouaer cinoBo "YTBEPXKJIAIO", B uMeHUTEIbHOM IIaJie)K€ HAMMEHOBAaHWE OJDKHOCTH JIMIA,
BKJIIOUAIOIIEE HAMMEHOBAaHHME TOCYAAPCTBEHHOIO OpraHa WM OpraHa MECTHOIO CaMOYIIPaBJICHHS,
COOCTBEHHOPYYHYIO TIOJIMUCH JOHKHOCTHOTO JIMIA, €r0 MHHUIHAIBI, (aMUIUI0O W JaTy YTBEP)KICHHS.
Hanpumep:

YTBEPXIAI

PykoBomuresnib demepalibHOT'O
APXUBHOI'O aI'€eHTCTBA

[lognmce A.H. ApTM30B
TaTa

[Ipu yTBEpKIEHUH DPACTOPSAUTEIBHBIM JOKYMEHTOM TIpHu(] YTBEp)KIEHHS COCTOMT H3 CJOBa
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"VTBEPXIAEH" ("YTBEPXIAEHA", "VTBEPX/IEHbI" wnu "YTBEPXIEHO"), cornacoBanHoro c
Ha3BaHUEM BHUJAA YTBEPXKAAEMOro JOKYMEHTa, HAaUMEHOBAaHMUS YTBEP)KIAIOIIEro JIOKyMEHTa B
TBOPUTEIBLHOM aJIEKE, €ro 1aThl, HoMepa. Hampumep:

(PersameHT) YTBEPXIEH
npmkasom demepallbHOT'O
APXMBHOT'O aT'€HTCTRA
or 5 moHa 2020 r. N 82

(IlpaBua) YTBEPXIEHH

IocTaHoBJIeHMEM denepalibHOT'O
APXMBHOT'O aT'€HTCTRA
or 22 Mmaa 2019 r. N 71

16. 3aro0J10BOK K TEKCTYy

3aroj0BOK K TEKCTY - KpaTKOe COJiepKaHue TOKyMEHTa. 3aroloBOK K TEKCTY OTBEYaeT Ha BONPOC
"o yem?" (popmymnmpyercs ¢ npemiorom "O" ("O6") nim Ha Borpoc "dero?". Hanmpumep:

npukas (o 4ém?) O co3aHuu aTTeCTalMOHHON KOMHCCUU
nuceMo (0 uém?) O mpenocTaBieHUU HHPOPMAITUN

aKkT (4ero?) mpuema-nepeaadu aei

IPOTOKOJI (Uero?) 3aceiaHus SKCIIEPTHON KOMHCCUU

B nenoBbIX (ciy>keOHbIX) MUCbMax 3arojOBOK K TEKCTY 0(OpMIISIETCs O] peKBU3UTAMH OJIaHKa OT
TpaHUIbI JIEBOI'O IIOJIA, B HOPMATHBHBIX IMPABOBBIX AKTaX, paCcHoOpAAWTCIBHBIX AOKYMCHTAX 3aroJIOBOK
oopmisiercs Haa TEKCTOM M BBIPABHUBAETCS IO IEHTPY OTHOCHUTENBHO CaMOM JJIMHHOM CTPOKH.
Hanpuwmep:

06 ytBepxkaenuu [lonoxeHus: 0 cUCTEME MEKBEIOMCTBEHHOTO
3JIEKTPOHHOTO JIOKYMEHT0000pOTa

17. Teker fOKyMeHTa

TekcT mOKyMeHTa JOJIKEH ObITh COCTaBJIEH IPAMOTHO, SICHO, TIOHSITHO M TTI0 BO3MOKHOCTH KPaTKoO.
TekcT MOKyMeHTa TOJKEH COJIEp’KaTh OCTOBEPHYIO M aKTyalbHYI0 WH(GOPMAIUIO, TOCTATOYHYIO IS
MPUHATHS PEIICHUN WA WX UCTIONHEHUS, U HE JODKEH JIOMYCKATh Pa3TUIHBIX TOJKOBAHHI.

TexkcTr JOKyMeHTa B TOCYJAapCTBEHHBIX OpraHax, OpraHax MECTHOTO CaMOYIpaBIEHUS
COCTaBIIIETCSI HA PYCCKOM  S3bIKE Kak TOCYJapCTBEHHOM s3blke Poccuiickoin  @epeparuu,
TOCY/IapCTBEHHBIX SI3bIKaX pecrmyOonuk B cocTtaBe Poccuiickoit ®enepanmu U WHBIX S3BIKaX HApOJIOB
Poccuiickoit deneparuu, onpeaensieMbIX 3aKOHOIATETLCTBOM PECITYOTHK (78]

B Tekcte qokyMeHTa He TOMYCKaeTCsl yoTpeOIeHHe:

- MPOCTOPEYHOM M SKCIIPECCUBHOM JIEKCUKH,

- UHOSA3BIYHBIX 3aMMCTBOBAHUM MPU HATMYUU SKBUBAJIEHTOB HA PYCCKOM SI3BIKE;

- 00OOIIEHHBIX pPaCCYXKJIEHUW, BOCKJIUIAHWUN, TPU3BIBOB, OOpPAa3HBIX CPABHEHWW, JMHUTETOB,
metadop;

- ab0peBuatyp M TpadHuUecKUX COKpAIICHHH, KpoMe OOIMICTPUHITHIX WIHW paciiu@pOBaHHBIX B
TEKCTE IOKYMEHTA;

- HCHOPMAaTUBHOM JICKCHUKH.
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B Tekcre JOKYMCHTA, [NIOATIOTOBJICHHOM Ha OCHOBAHWH 3aKOHOJATCIIbHBIX WJIM MHBIX HOPMATHBHBIX
IPABOBBIX AKTOB, PaHEE U3AAHHBIX PACTIOPAAUTEIBHBIX JOKYMEHTOB, YKAa3bIBAIOTCS HX PEKBU3HUTHIL:

HaNMEHOBAHHWE JOKYMEHTa, HAMMEHOBaHHME TOCYIAapCTBEHHOIO OpraHa, oOpraHa MECTHOTO
CaMOYIpaBJICHHS, HW3JaBIIETO JOKYMEHT, Jara JOKyMEHTa, PErHCTPAllMOHHBIA HOMEp JIOKYMEHTa,
3aroJIOBOK K TEKCTY;

HaMMEHOBaHUE TOCYIAPCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYIIPaBJICHUS MU JTOJDKHOCTH
JIMLA, YTBEPAUBIIETO JTOKYMEHT, JaTa YTBEPKICHUA TOKYMEHTA.

TekcT IOKyMEHTa MOKET COAEpIKaTh pa3zieibl, MOAPA3/eIbl, MyHKTHI, MOAIYHKTHI, HyMEpYyeMbIe
apa6CKI/IMI/I I_II/I(bpaMI/I, 3a HCKIIOYCHHUECM HOPMATHBHBLIX IIPABOBBIX AKTOB, B KOTOPBIX pa3acibl
HYMEpYIOTCS PUMCKHAMH [E(PAMH, a MyHKTHI - apabckumu ). YpoBHeil pyGpHKAINH TEKCTa HE TOIKHO
OBITH OOJICE YETHIPEX.

Tekcr 1OKyMeHTa U3Iaraercs:

- B [IOCTAHOBJICHUSIX - OT TPETHEro JIMIA EAUHCTBEHHOro yncaa (... 1ocTaHOBA s € T: ..."

- B IpUKazaX, W3AaHHBIX EAWHOJIMYHO, - OT TIIEPBOrO JIMIa EIWHCTBEHHOTO 4YHCia
("..mpukaszbBal:..");

- B IIOCTAHOBJICHUSX, NPHKa3ax, W3JaHHBIX COBMECTHO JABYMs WM Ooljiee TOCYAapCTBEHHBIMU
opraHamu, - OT IEPBOTO JHIa MHOKeCTBEHHOTo uncia ("... M p UK a3 bl B a € M:...") WIH OT TPETHETO JIHIIA
MHO>KECTBEHHOT'0 yKciaa (MO CTAaHOBI A 10 T:...";

- B IIPOTOKOJIAX 3acelaHuil - OT TpeTbero jauma MHokecTBeHHoro uucna ("CJIYIOAJIN",
"BBICTYIIWJIN", "IIOCTAHOBWJIN" unu "PEIHIMJIN");

- B JICNIOBBIX THCHbMax, OQOPMJCHHBIX Ha OJaHKaX OpraHMW3alWd, - OT TIEPBOTO JIHIA
MHOXECTBEHHOI'0 4Mcia (IpOCHM, HalpaBiseM, NpeajgaraeM) Wid OT TPEThero Jula €IUHCTBEHHOI'O
yycina ("MUHUCTEPCTBO HE BO3paxaer...", "aJMUHUCTpaLUsl CYUTAET BO3MOKHBIM...");

- B JEJIOBBIX MHUCbMax, O(GOpMJIEHHBIX Ha OJaHKaxX JOJKHOCTHBIX JIMI, - OT IEPBOro JIHIA
eAMHCTBeHHOro uwucna ("mpomry...", "mpennarai...") UIM OT TPETHEro JMIA EJUHCTBEHHOI'O 4YHUCIA
("...nemapTaMeHT He pacrosaraer...", "...areHTCTBO TOTOBO PACCMOTPETE...");

- B JIOKJIATHBIX U CIY)KEOHBIX 3aIllMCKaX, 3asBJICHUSX - OT MEPBOTO JIMIA €IUHCTBEHHOTO YHCIIA
("mpomry...", "cunTaro HEOOXOIUMBIM...");

- B JIOKYMEHTaX, YCTaHaBIMBAKOIIMX (QYHKIUK (00A3aHHOCTH), TIpaBa M OTBETCTBEHHOCTh
CTPYKTYPHBIX HOJpa3JiesieHuil, paOOTHUKOB (TI0JIOKEHUE, HCTPYKIINSA, PETJIAMEHT), a TAKXKe CO/AEpIKaINX
ONMCAaHUE CUTYallUi, aHaIu3 (PAaKTOB M BBIBOJBI (KT, CIIpaBKa), UCHOJIb3YeTCs (opMa HU3JI0KEHUS TEKCTa
OT TPEThEero JHIa €AMHCTBEHHOIO WM MHOXXECTBEHHOro uucia ("oTaen ocymecTBiaseT (QyHKIHH...",
"KOMHCCHsI TIpOBETia IPOBEPKY...").

CrnoBa "mocraHoBisger", "HpHKasplBar0' NEYATAIOTCd Bpa3psAAKY M MOTYT BBIIEIATHCA
MOJTY>KUPHBIM HIPU(TOM.

[Ipy moAroToBKe TEKCTa TOKYMEHTa CIEeAyeT COOJoJaTh MpaBWila HANUCAHUSA OQHUIMATIBHBIX
HAaUMEHOBAHUN, YUCTUTENbHBIX U €IMHUL] U3MEPEHHUS.

B Tekcrax JOKyMEHTOB YHOTpeOJIsitoTCS OOIIENpUHATBIE ab0peBHaTypbhl M rpaduyeckue
COKpAILEHUSI.

[Tpu yka3anuu B TekcTe paMHUIUU JTUIA HHUIMAJIBI CTABATCS 1OCe (aMUITUH.

B nenoBeix (ciny:ke0HBIX) MUCbMax HCIONb3YIOTCS:

- BCTYIIUTENbHOE OOpalleHue:

VYBaxaemblii rocioguH [Ipeacenarens!

VYBaxkaemblii rocriogud Munuctp!

VYBaxxaembIii roctioguH MBaHoB!

VYBaxkaemas rocnoxka [lerposa!

VYBaxaembiii MBan [lerpoBuy!

VYBaxaemas Auna HukonaeBHa!

VYBaxxaeMmble rocnona!

- 3aKJIIOYMTENbHAs ATUKeTHas (pa3za: "C yBakeHueM, ...".
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HammeHnoBaHue MODKHOCTH BO BCTYHNHUTEIHHOM OOpAIIEHWH TMHINETCS C MPONUCHOW OYKBBI, B
oOpatieHnn 1o paMUINU HHULMAIIBI JIMLA HE YKa3bIBAIOTCS.

B TekcT mokyMeHTa MOTYT BKIIFOYAThCS (parMeHThl, 0hOpMIICHHBIE B BH/IE TAOJIUIBI MIIA AHKETHI.

CrpaHup! TeKcTa HyMEpyrTCs apaOCKUMU LU(paMu 110 cepeiMHE BEPXHEro MO ¢ OTCTYIIOM OT
Kpas jiucra - 10 Mm.

18. OT™MeTKa 0 IPUJIOKEHUH

ConepXuT CBelIEHUS O JOKYMEHTE (IOKYMEHTax), MpuiaraeéMoM (MpujiaraéMbiX) K OCHOBHOMY
JIOKYMEHTY.

B compoBoauTENnsHBIX MUChMAaX M MHBIX MH()OPMAIMOHHO-CIPABOYHBIX JOKYMEHTaX OTMETKa O
MPUIOKEHUU 0POPMIIIETCS IOl TEKCTOM OT FPAHHULIBI JIEBOTO MO OJHUM UX CIIEAYIOIIUX CIIOCOOOB:

- €CJIM MIPUIJIOKEHHNE HAa3BaHO B TEKCTE:

[Tpunoxxenue: Ha 2 1. B 1 3K3.

- €CIIM NIPUJIOKEHUE HE Ha3BaHO B TEKCTE WJIM €CIM MPUIIOKEHUN HECKOJBKO (yKa3bIBarOTCS
Ha3BaHUS JOKYMEHTOB-IPUIIOKEHUH, KOJIMYECTBO JIUCTOB M SK3EMIUISIPOB KaXKIOI0 U3 HUX):

punoxenmre: 1. IlosoxeHme o JenapramMeHTe OMHAHCOB Ha 5 Ji. B 1 2K3.
2. CnpaBka O KaIpoOBOM cocTabBe JemnapramMeHTa (QMHAHCOB
Ha 3 1. B 1 5Kk3.

- €CJIU TpUJIoKeHUE (IPUI0KEHHUs1) COPOIIIOPOBAHBI MIIM MPOIIUTHI:
[Tpunosxxenue: Jlorosop o corpyauuuectse oT 12 mas 2020 r. N 65 B 2 k3.

- €CIIH JIOKYMEHT, SBIISIOUIUNCSA IIPUIIOKEHUEM, HMMEET IPUIOKEHUSA C CaMOCTOSTEIbHOU
HyMEpalue CTpaHHuIL:

[Tpunoxxenue: nuceMo @KV "T'ocynapcrBennsiit apxus Poccuiickoit denepanun" ot 05.06.2020
N 02-6/172 n npunoxxeHust K HeMy, BCero Ha 5 JI.

- €CJIM MUCbMO HAIPABJIACTCA HECKOJIBKHUM aJipecaTaM, a JOKYMCHT-IIPHUIIOKCHUC TOJILKO IIEPBOMY
N3 HUX:

[Tpunoxenue: Ha 3 1. B 1 3K3. TOJIBKO B MEPBBIN aJIpec.

- CCJIM TPUITOXKCHUCM ABJIAKOTCA JOKYMCHTBI, 3allMCAHHBIC Ha (1)I/ISI/I‘ICCKI/I 000CO0ICHHBIN
3J'IeKTp0HHBII71 HOCHUTCIIb:

[Tpunoxxenne: DVD-R B 1 7k3.

[Ipu osToM Ha BKIaAbpiie (KOHBEPTE), B KOTOPHIA MOMENIAETCS HOCUTENb, YKa3bIBAIOTCA
HaWMEHOBaHMs JOKYMEHTOB, 3aITMCAHHBIX HA HOCUTEIh, UMEHa (paityioB, 00beM B OaiiTax. J[omomHUTETHHO
MOXeT OBITh YKazaH ¢opmar ¢aitna (docx, pdf, odt unm unoii).

[Ipy HanMuuMM NOPUIOKEHHUH, TMOATOTOBICHHBIX B (OpMe OJIEKTPOHHBIX JOKYMEHTOB H
MEePechUlaeMbIX 10  HH(POPMAIMOHHO-TEICKOMMYHHUKAIIMOHHOW  CETH, OTMETKY O TPUIIOKEHUU
peKkoMeHyeTcst 0pOPMIIATH CIAEAYIOIIMM 00pa3oM (KOJIMYECTBO IK3EMIUISIPOB MPU ATOM HE YKa3bIBACTCH):
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[Tpunoxxenue: AHamuTHYECKas cripaBka o ... Ha 20 1., CripaBka 195.pdf, 55 Kb.

Ecnmu npunoxeHnii HeCKOJIbKO, OHM MOTYT BKJIFOYAThCS B OJWH apXUBHBIA (paiin dopmara zip ¢
yKa3zaHHEeM KoyindecTBa (hailyioB, NMOMEIICHHBIX B apXuB, U uUX oObema B Oaiitax (¢ moOaBiIeHHEM
uH(pOpMalluu AJIs BOCCTaHOBJIEHUs He MeHee 5% ot obiero oobema (aiina B popmate zip). Hampumep:

[Tpunoxenue: 5 nmpunoxeHuid B ogHoM (aiine (ums (aina ¢ pacmupenuem zip) oobemoM (B
OaiiTax).

B pacnopsauTenbHBIX JOKYMEHTaX (IOCTAaHOBJICHHUSX, PEIICHUAX, MPHKa3aX, PaCHOPSLKEHUSX),
JIOTOBOpAaX, MOJOXCHUSAX, MpPaBUIaX, MHCTPYKIHMSIX M JIPYTUX JOKYMEHTaX OTMETKa O MPUIOKECHUU
oopMITSIETCS CIETYIOIIIM 00pa3oM:

- B TEKCTE JJOKYMEHTA MIPH MIEPBOM YIIOMUHAHHUH JOKYMEHTA-TIPUIIOKEHHUS B CKOOKaX YKa3bIBaCTCS:
...(mpunoxenue) wik ... (mpuwioxkeHue 1); mepea HOMEPOM MPUIIOKEHHS JTOMYCKAeTCs CTaBUTh 3HAK
HOoMepa: ... (mpuiokerue N 1);

- Ha TIEPBOM JIUCTE TOKYMEHTA-PUJIOKECHHUS B TIPABOM BEPXHEM YTy YKa3bIBACTCS:

[Ipunoxenne N 2
K npuka3y (HaumeHoBaHMe rocy1apCTBEHHOI'O OpraHa, opraHa MECTHOI'O CaMOyIpaBiieHus ) oT 15
aBrycta 2020 r. N 112

B orMmeTke 0 IPWIIOKEHUN MOXKET YKa3blBAThCSI COKPAIlCHHOEC HAMMEHOBAHUE I'OCYAAPCTBEHHOIO
oprasa, opraHa MeCTHOro camoymnpanieHusi). CTpOKM peKBHU3UTa BBIPABHUBAIOTCA IO JIEBOMY KParo WIIU
LEHTPUPYIOTCSI OTHOCUTENBHO CAMOM JUIMHHOW CTPOKH.

Ecnu npuiioxkeHueM K pacropsIuTeIbHOMY IOKYMEHTY SIBJIACTCS HOPMATHBHBIM IIPAaBOBOM aKT
WIM WHOW JOKYMEHT, YTBEpXKJAEMBbIM [IaHHBIM DPACHOPSAAUTEIBHBIM JIOKYMEHTOM, Ha IIEPBOM JIMCTE
NPUIIOKEHUS MTPOCTABIIAETCS OTMETKA O MPUIIOKEHUHU (0€3 CChUIKM Ha PacHoOpsAUTENbHBIA JOKYMEHT) U
rpud yTBEpXKIEHHsS, B KOTOPOM YKa3bIBalOTCS MJAHHBIE PACHOPSIUTENILHOTO JOKYMEHTa, KOTOPBIM
YTBEPKJIEH TOKyMEHT-IIprioxkenue. Hampumep:

ITpunoxenne N 1

YTBEPXJIEHO
npuka3zoMm (HanmeHoBaHMe rocy1apcTBEHHOTO OpraHa, opraHa MECTHOTO camoyIpaBJeHus) ot 18
mast 2020 r. N 67

Ecnu oIHMM pacnopsauTENIbHBIM YTBEPXKAACTCS HECKOIbKO JOKYMEHTOB, Ha KaXKJIOM U3 HHX
O0(QOPMIISIFOTCSI OTMETKH O MPHIJIOKEHUH, BKIIFOYAIOUTNE TPUQ YTBEPKICHHUS.

19. I'pud cornacoBanusi J0OKyMeHTAa

HpOCT&BJ’IerTCﬂ Ha IOOKYMCHTAax, COINTAaCOBAHHBIX OpraHaMM BJIACTH, JOJDKHOCTHBIMHU JIMIIAMH.
I'pud cormacoBanusi B 3aBHCHUMOCTH OT BHJa JOKYMEHTa W OCOOCHHOCTEH ero OQpOpMICHHS MOXKET
IMPOCTaBJIATHCA:

- Ha TIEPBOM JIUCTE JIOKYMEHTA (€CITU JOKYMEHT UMEET TUTYIbHBIN JIUCT, - Ha TUTYJIBLHOM JIMCTE) B
JIEBOM BEpXHEM YTJIy Ha ypoBHE Tpu(da yTBEp)KIEHHWS WM I0J] HAHMEHOBAHHEM JOKYMEHTa OJIMKe K
HWDKHEMY TOJII0);

- Ha TIOCTIETHEM JIMCTE JOKYMEHTA MOJ] TEKCTOM;

- Ha JIUCTC COIJIaCOBaHUA, ABJIAOIINMCA HEOTHhEMJIIEMOI YaCThIO AOKYMCHTA.

I'pud cornacoBanmsi coctout u3 cimoBa "COI'JTACOBAHO", pomxHOCTH JHIa, ¢ KOTOPHIM
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COIJIACOBAaH JOKYMEHT (BKJIOYas HAMMEHOBAaHHE OPTraHM3AlMH), €ro COOCTBEHHOPYYHOH MOJIHCH,
MHHLIHAAIOB, paMUINHM, 1aThl coriacoBaHus. Hampumep:

COI'NTACOBAHO
PykoBoautens JlenapramenTa
31paBOOXPaHEHUS

[Moamuces N.O. @amums
Jara

Ecnu cornmacoBaHue OCYIIECTBIISIETCS COBEHIATENbHBIM, KOOPIWHAIIMOHHBIM METOJUYECKUM MU
WHBIM OPTaHOM, B IpH(e COrIacoBaHUs YKa3bIBaCTCI HAMMEHOBAHWE OpraHa, AaTa ¥ HOMEp MPOTOKOJa, B
KOTOPOM 3a(pUKCHPOBAHO pelIeHne o coriacoBanuu. Hampumep:

COT'JTACOBAHO
HayuHo-TexHHU4eCKHM COBETOM

(IPOTOKOJ OT N )

Ecnu cormacoBanme OCYHICCTBIIAICTCA NHUCHbMOM, YKAa3bIBAOTCA BHUA JOKYMCEHTA, HAMMCHOBAHHC
OpraHa, COrjiacoBaBIICTO JOKYMCHT, JdaTa 1 HOMCP ITMCbMaA. HaanMep:

COI'JTACOBAHO
nucbMo PeepanibHOro apXUBHOTO
areHTCTBa OT N

20. Buza

Bu3sa saBiseTcss OTMETKON O BHYTPEHHEM COIUIACOBAHMM IIPOEKTa JOKYMEHTA, CBUIETEIBCTBYET O
COINIACHH MJIM HECOTJIACHH JOJKHOCTHOTO JIMLA C COJIEPKAHUEM IIPOEKTA JOKYMEHTA.

Busza BKIIIOYAaET HAaMMEHOBAHME JOJDKHOCTH JIMLA, BHU3UPYIOLIETO JOKYMEHT, YKa3aHHOE B
MMEHUTENIbHOM TaJIeXKe, TOMUCh, paciin(poBKY MOANUCH (MHULIKAJBI, (aMIIINIO) U J1aTy BU3MPOBAHUS.
Hanpuwmep:

PyxkoBomomTesb OPUIMYECKOT'O OThesa
[loonucoe n.0. damwmnmusa
TaTa

[Tpu HamuuMy 3aMevaHii K JOKYMEHTY BU3Y O(DOPMIISIOT CIeIyIOIUM 00pa3oMm:

S3aMeduaHnsa NpuiiaranTcHd.
PykoBomomMTeJIb OPUINYECKOT'O OTheja
[Toonuce n.0. dammnma

HaTa

B rocymapCTBEHHBIX OpraHax, oOpraHaXx MECTHOIO CaMOYIpaBleHHs, NpuMmeHsomux COJI,
COI'JIACOBAHUE MOXKET MPOBOJUTHCS B DJIEKTPOHHOM popme.

B noxyMeHTax, MONJIMHHUKU KOTOPBIX XPAHATCA B TOCYJAapCTBEHHOM OpIaHE, OPraHe€ MECTHOIO
CaMOYIIpaBJIEHHUs] BU3bl MPOCTABISAIOT HA IOCIEIHEM JIMCTE JOKYMEHTa O] MOJMHMCHIO, HA 0OOPOTHOMN
CTOPOHE IOCJIEIHEr0 JMCTa IOJUIMHHMKA JOKYMEHTa WIM Ha JIUCTE COIJIaCOBAHMS (BU3MPOBAHUSA),
IIPWJIAraeMOM K JOKYMEHTY.
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B ucxongmux mqoxkymMeHTax BHU3bI MPOCTABISIOTCS HA 3K3EMIUIAPAX JOKYMEHTOB, TOMEIIAEMBIX B
bi (S (0

[Ipy HEOOXOAMMOCTH MOXKET TPHUMEHSATHCS IOJMCTHOE BU3UPOBAHHE JIOKYMEHTa U €ro
MIPUITOKEHU .

21. lloanuck

[Mognuck BKIOYAET: HAMMEHOBAHWE JIOJDKHOCTH JIMIA, IIOJAINMCABIIETO JIOKYMEHT (Ipu
UCIIOJIb30BaHWU OJaHKa JIOJDKHOCTHOTO JTMI[Aa HAWUMEHOBAaHUE OJKHOCTH HE YKAa3bIBACTCS), JIMUHYIO
MOJAMHKCH U €€ paciudpoBKy (MHUITHAIBI U hamMuinio). Hampumep:

3aMecTUTENIb PYKOBOOUTEIA [Momnmcse n.0. dammnmsa

Ecin  noxkymenT odopmiieH He Ha OJlaHKe, B HAaMMEHOBAaHWE JIOJDKHOCTHU BKIIIOYAETCA
HauMEHOBaHUe opranu3zanuu. Hampumep:

3aMecTUTeNb PYKOBOOUTEJIH
demepalIbHOTO apxXUBHOIO
areHTCTBa Homnuce A.B. KOpacos

Ecnu nokyMmeHT (zenoBoe muchbMo) oopmiieH Ha OJaHKe MUChbMa rOCYAapCTBEHHOTO OpraHa Wid
opraHa MECTHOTO CaMOYIPAaBIICHUS, HO TOJMUCHIBACTCA PYKOBOJMUTEIEM CTPYKTYPHOTO IMOAPAa3aeiICHUS
(pu HAIMYUU y HETO TAKMX MOJHOMOYHII), B MOJMUCH YKa3bIBA€TCS JOJKHOCTH JIMIIA U HAUMEHOBaHHE
CTPYKTypHOT0 nojpasnenenus. Hampumep:

PykoBomuresnip JlenapTaMeHTa
KaMepaJIbHEIX IIPOBEPOK [Tognmce n.0. dammnmga

[Tpu odopmieHnn HOKyMEHTa Ha OJaHKe JOHKHOCTHOTO JIMIIA JOJKHOCTH ATOTO JIUIA B MOIMUCH
He yka3biBaercs. Hanpumep:

IlTognmce n.0. dammimga
HpI/I MNoANMUCAHUN OOKYMCHTAa HCCKOJIbKUMH IOOJDKHOCTHBIMH JIMIAMU, 3aHUMAIOMIUMHU PA3HOC
IMOJIOKCHHUE, UX IMOAIMUCH pPacCIIojJararoTCsa OJHa II0J }IpyFOfI B IIOCIC€IOBATCIIBHOCTH, COOTBeTCTByIOHleﬁ
CTaTyCy NOJKHOCTHU. HaHpI/IMepZ
3aMecTUTEeNIb PYKOBOOUTEIA [lognuce n.0. dammnma

I'maBHE OyxTajTep [lognuce n.0. dammnmga

HpI/I moANMUCaHuM JOKYMCHTA HCECKOJbKHMU JIMOAMHU PAaBHBIX )IO.]'DKHOCTCfI nx IOoAIHCH
pacmojiararorcd Ha OJHOM YPOBHC. Haan/IMep:

3aMecTmUTeslb MMHMUCTPA 3aMecTmUTeslb MMHMUCTPA
10 OMHAHCOBEIM BOIPOCaM 10 aIMMHMCTPATMBHEIM BOIpOCaM
[loonuce n.0. dammnusa [loonuce n.0. dammnmusga

B noxkyMeHTax, MOATrOTOBIICHHBIX KOMHCCHEW, B MOJANMCH YKa3bIBA€TCA CTATYC JHULA B COCTaBE
komuccuu. Hanpumep:
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[lpencemaTesib KOMUCCUU [Iomgnmce n.0. dammnma

UJjIeHBl KOMUCCUU I[Toonmuce n.0. dammnusa
[Toonuce n.0. dammnmusa

HpI/I noAnmruCaHu JOOKYMCHTA JIMIIOM, HCIIOJITHAOIIUM 00s3aHHOCTH PYKOBOAUTCIIA, MNOAINHUCH
oopmIsieTcs ¢ yka3aHHEM cTaTyca JAOJDKHOCTHOIO JIMIAa B COOTBETCTBUU € NMPHUKA30M (pacropsyKeHHEM).
Hanpuwmep:

MN.o. mupexkTopa [lenapramMeHTa
MHOOPMALMOHHEIX TEXHOJIOTMUN Ilognmuce n.o. dammnmsa

nin:

VcrionHaomMy 00a93aHHOCTU
oypeKTopa JemnapTaMeHTa
VHOOPMALMOHHBIX TEeXHOJIOTUN Mognmce n.0. dammnmsa

CnoBa "ucnonHsromuMi 00s3aHHOCTM" THIIYTCS TMOJHOCTBIO WM B BHAE Trpaduyeckoro
cokparnieHus "u.0." (He: "BpeMEHHO MCTIOIHSIOMIMKA 00s3aHHOCTH", "BpH0").

[Ipy noamucaHuu JOKyMEHTa JIMLIOM, HMEIOIIMM IPaBO MOJNMCH B CIIy4ae BPEMEHHOIO
OTCYTCTBHSI PYKOBOAMTENS, HCIPABICHHUS B HAMMEHOBAaHUE JIOJDKHOCTH M paciupoBKy GdaMuinu
HOJATOTOBJIEHHOIO U COIVIACOBAHHOI'O IMPOEKTAa JOKYMEHTa BHOCSTCS OT PYKH WM C MCIIOJIb30BaHHEM

" "

COOTBCTCTBYOIIIUX IITaMIIOB. He AOIMYCKACTCA CTaBUTb KOCYHO YEpTY, HAAIHNCH 3a nepeng
HaMMCHOBAHUEM NOJDKHOCTH JIMIA B IMMOANUCH, €CIIM JOKYMCHT MOAINCBIBACT MHOC NOJI>KHOCTHOC JIMIIO.

22. OTMeTKa 00 2JICKTPOHHOM MOANMCH

PexBu3UT Mcnonb3yeTcs Ui BU3YAIU3alUK 3JIEKTPOHHOM MOJANMCH IOJIydaTesieM JOKYMEHTA MpH
O0OMEHE 3JEeKTPOHHBIMU JOKYMEHTaMM, MOJIMMCAHHBIMU YCHUJIEHHOW KBaJU(UIMPOBAHHOW 3JIEKTPOHHOMN
MOAMKCBIO.

OtmeTka 00 OJJIEKTpOHHOW moAmucH (OPMUPYETCS U BU3YAIUM3HPYETCS MPOrpaMMHBIMU
CpeACTBaMU B COOTBETCTBHMHU C YCTaHOBJIEHHBIMU TpeOoBaHUsAMU - . Hampumep:

JlupexTop nenaprameHTa JOKYMEHT IIOAITMCAH N.0. ®amunus
DJIEKTPOHHOM MOJIUCHIO
CepTtuduxar
1a222ppp000000000011
HevicrButenen ¢ 01.06.2019 o
01.06.2022

23. ITeuarn

[leyaTh 3aBepseT MOAIMHHOCTD MOAMKUCH JIOJKHOCTHOTO JIMIA HAa JOKYMEHTAaX, YAOCTOBEPSIOLINX
nmpaBa Jini, (QUKCHpyOMmKX (aKThl, CBA3aHHbIE C (MHAHCOBBIMH CpPEICTBAMH, a TakKKe Ha HWHBIX
I[OKyMGHTaX, HpCIIyCManI/IBaIOH_[I/IX 3aBepeHHe IIOAIIMCH IIE€YAThO B COOTBECTCTBUHN C 3aKOHOAATCIIHBCTBOM
Poccuiickoit denepanumu.

JlokyMeHThI (heqiepaabHOr0 TOCYIapCTBEHHOTO OpraHa 3aBEpPSIOT MEYaThi0 C BOCHPOU3BEICHUEM
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l'ocynapctBennoro rep6a Poccuiickoit denepaiuu, rocynapcTBeHHOro oprana cyownekra Poccuiickoit
Qenepaliil - Me4yaTbl0 C BOCIPOM3BEACHHEM repOa (repaipIuueckoro 3Haka) cyowbekra Poccuiickoii
Deneparuy, Oprana MECTHOTO CaMOYIIPABJICHUS - NI€YaThIO C BOCIIPOU3BEIEHUEM repba (TepaibandecKoro
3HaKa) OpraHa MECTHOTO CaMOYIIPaBJICHHUS.

OTTHCK TIeYaTH MPOCTABIISIETCS, HE 3aXBaThIBasi COOCTBEHHOPYYHO! TOJIITUCH JIUIIA, TIOITHCABIIETO
JOKYMEHT WK Ha Mecrte, obo3HaueHHoM "MII" ("Mecro mevaru'"), ecid JOKYMEHT IOJATOTOBJICH Ha
OCHOBe YHU(pULIMPOBAaHHOH (OpMEI (11a0I0HA).

24. OTMeTKa 00 NCIIOJTHUTEJIe

Brrouaer aMuimio, UM M OTYECTBO HCIOJIHUTEINS (OTBETCTBEHHOTO UCIIOTHUTENS), HOMEP €ro
TenedoHa, MOKET JOMONHATHCS HAUMEHOBAHUEM JOKHOCTH HCTIOTHUTENS (PabOTHHKA, MTOATOTOBUBILIETO
MPOEKT JOKYMEHTa), HAUMEHOBAHUEM CTPYKTYPHOI'O MOAPA3IACICHUS] M aJPECOM DJEKTPOHHON MOYTHI
VCIIOJTHUTEJIA.

Otmerka 00 ucnonHUTeNne oQopMIIsieTCss Ha JUIIEBOH CTOPOHE MOCIETHEro JIMCTa JOKyMEHTa OT
TPaHULIbI IEBOTO TOJIs UITH, IPU OTCYTCTBUU MECTA, - Ha 00OPOTHOI cTOpoHE BHU3Y cieBa. Hampumep:

Weanos MBan MBanoBu4, KOHTpOJIbHOE yIpaBiieHUE, BEIYIIHN CIICIIHATHCT
+ 7 (499) 900-00-00, Ivanov_Il@gov.ru

BHyTpeHHMMHM HOPMAaTHBHBIMM JOKYMEHTAaMH TIOCYAApCTBEHHOIO OpraHa, oOpraHa MECTHOIO
CaMOyIIpaBJIeHUs] MOXKET OBITh NPEAYCMOTPEHO YyKa3aHHE€ B KadyeCcTBE MCIIOJHUTENCH JOKyMeHTa
PYKOBOAMTEINIEH CTPYKTYPHBIX IMOJAPA3AEICHUN WIA UHBIX TOJKHOCTHBIX JIULI.

OtmeTka 00 HCIOTHUTENE MOKET OOPMIIATHCS KaK HMXKHUM KOJOHTHUTYJ U IedaTaTrbes HpudToM
MEHBIIETO pa3Mepa.

25. OT™MeTKa 0 3aBepeHHH KOITUH

Odopmasiercss Ay MOATBEPKACHUS COOTBETCTBUSI KOMHM JOKYMEHTA (BBIUCKU M3 JOKYMEHTA)
HOJ/UIMHHUKY JTOKyMeHTa. OTMeTKa O 3aBEPEHUH KOIHMM MPOCTABISIETCS HAa CBOOOJHOM OT TEKCTa MECTe
1o/l MOJANUCHIO (TIPU €€ HaJIWYMHM) WIM, IPU OTCYTCTBUM CBOOOJHOIO MECTa Ha JIMIIEBOM CTOPOHE
JIOKYMEHTa, Ha 000poTe IOKyMEeHTa M BKJIIOYaeT: cioBo "BepHo", HaMMeHOBaHHE JOJDKHOCTH JIUIIA,
3aBEpUBILIETO KOIHUIO; €r0 COOCTBEHHOPYUYHYIO MOJIHUCH; paciin(poBKY NOANUCH (MHULIMAJIBI, (DaMUIIUIO);
JlaTy 3aBepeHus KOMUM (BBIMUCKU U3 T0KyMeHTa). Harpumep:

BepHo

3aB. OTHEJIOM T'OCYIHapCTBEHHOM

CJTyXx0OBl, KaIOpOB M HaIpan [Tognmce n.0. dammima
TaTa

Ecnu komust BbIOaeTcst ISl OPEJICTABIECHUS B JAPYrod rocylapCTBEHHBIM OpPraH, OpraH MECTHOIO
CaMOYIpPAaBJIEHUS! WJIM OpraHMU3alfio, OTMETKAa O 3aBEPEHMM KOIUU JOMOJIHAETCS 3alUChI0 O MeECTe
XpaHeHUsl JOKyMeHTa (TIOJUTMHHHMKA WU 3aBEPEHHON KOMWHU), ¢ KOTOPOTo Obla M3TOTOBIIEHA KOMHUS, U
3aBEPAETCS NIEYaThIO0 OpraHu3aIiH.

[lognuHHMK JOKyMeHTa HaxoauTcs B '"HaumeHoBaHHME TOCYyIapCTBEHHOrO OpraHa, OpraHa
MecTtHoro camoynpanienus” B gene N 01-05 3a 2019 r."

Ha xommax MHOT'OCTPAHUYHBIX AOOKYMCHTOB OTMCTKA O 3aBCPCHUU KOIIHMU HPOCTABIACTCA Ha
KaKIOM JINCTE JOKYMEHTa WM Ha MOCJEAHEM JIUCTE MPOLIUTOTO WM CKPEIIEHHOTO HMHBIM 00pa3oM
AOKYMCHTA. 3amuch 0 MecTe HaXOXIACHUA MNOMJIMHHUKA MPOCTABIACTCA TOJIBKO Ha ITOCICAHEM JIMCTC
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JIOKYMEHTA.

Jns  3aBepeHHs KOMUU JIOKYMEHTa, W3TOTOBJIEHHOW Ha OyMa)XHOM HOCHUTENE, MOXKET
UCTIOJTb30BAThCS IITAMII.

Konuu 351eKTpOHHBIX IOKYMEHTOB, HAIPaBIISEMBIX 110 MHGOPMAITMOHHO-TEIEKOMM yYHUKAITHOHHBIM
ka"asiaMm (cetu "Unatepuer", CO/1), 3aBepstoTcst 37€KTPOHHOM MOJMUCHI0 PYKOBOAUTEISI OPTaHU3ALUN UITH
MHOTO YIIOJIHOMOYEHHOTO MM JIMIIA U BBICBUIAIOTCS MOJIY4aTeN0 ¢ COMPOBOIUTEIbHBIM TUCEMOM B (hopme
AIIEKTPOHHOTO IOKYMEHTA.

Konuu »51ekTpoHHBIX JOKYMEHTOB Ha (u3u4ecku OOOCOOJICHHBIX HOCHUTENAX BBICBUIAIOTCS
MOJTYYaTEITI0 ¢ COMPOBOIUTEIHHBIM TICHbMOM Ha OYyMakHOM HOCHUTEIE.

B conpoBoauTenbHOM MUChbME K KOMHSIM 3JIEKTPOHHBIX JOKYMEHTOB YKa3bIBAETCS:

- HAMMEHOBaHKE NH()POPMAIIMOHHOW CUCTEMBI, B KOTOPOH XPAHATCS IOKYMEHTHI;

- HAMMEHOBAHMUSI IOKYMEHTOB, KOIMH KOTOPBHIX HAMPABISIOTCS MOJYyYaTeNIo;

- Ha3BaHUs (alIoB OKYMEHTOB C yka3zaHueM (opMaToB ¢ailioB U oObeMa Kaxaoro Qaiiia B
OaiiTax;

- JaTa U3TOTOBJICHUS U 3aBEPEHUS KOIUH.

[Ipu sTomM Ha ¢u3nyecku 00OCOOJIEHHOM HOCHUTENE HECMBIBAEMBIM MapKEpPOM YKa3bIBaeTC:
"IIpunoxxenue k mucbMy oT (mara) N ...".

Konust 371eKTpoHHOTO JOKYMEHTa, MPEICTaBICHHAs B BHJAE JOKYMEHTa Ha OyMa)KHOM HOCHTEIE,
3aBepsICTCS B MOPSIJIKE, YCTAHOBJICHHOM JUISl 3aBEPEHUs KOMHUI JOKYMEHTOB Ha OYMa)KHOM HOCHTEIE, C
yKa3zaHueM, B Kakoi HH(GOPMAIIMOHHOMN crcTeMe XPaHUTCS SJICKTPOHHBIN JOKYMEHT.

26. OT™MeTKA 0 NOCTYIJICHUH JOKYMEHTA

CnyxuT Ui MOATBEPXACHUS (PaKTa MOCTYIUICHUSI TOKYMEHTa B TOCYJAapCTBEHHBINH OpraH, opraH
MECTHOTO CaMOYIIPABICHUS W BKIIOYACT JATy IOCTYIUICHHS W BXOMSIIUN PETHCTPAIMOHHBIA HOMEp
nokyMmeHTa. [Ipyn HEoOXOIMMOCTH OTMETKAa O TOCTYIUIEHUU MOXKET JOMONHATHCSA YKa3aHHEM BPEMEHH
MOCTYIIJIEHHUS B YacaX M MUHYTaxX U croco0a J0CTaBKU JoKymeHTa (Hampumep, "Tloctynuio mo M310").

OTMeTKa O MOCTYIUIEHUH JOKYMEHTa MOXKET MPOCTABISATHCS C MOMOIIBIO ITaMIa (IIITaMIIOB).

27. Pe3oaronus

Pe3omntoniust Ha JOKyMEHTE - yKa3zaHHE MO MCIOJIHEHUIO JOKyMeHTa. Pe3omonus odopmisiercs Ha
cBOOOJHOM MecTe padouero moiisi JOKyMEHTa, Ha OJaHKE Pe30JII0LUU UM BHOCUTCS HETOCPEICTBEHHO B
OPK nokxymenrta B CO/I.

Pe3omronus nomkHa BKIIOYaTh: GpamMiuinio (haMuinm), MTHUIMAIBl UCTIOIHUTENS (MCHIOTHUTENEH),
NOpYYEHHE MO JOKYMEHTY (KOHKPETHOE 3a/laHHe 0 MCIOJHEHHUIO JOKYMEHTa WU (OPMYIHUPOBKY LeTH
paccMOTpeHHs] JOKYMEHTa), NMpU HEOOXOJUMOCTH - CpPOK HCIHOJHEHHUS, MOJMUCH JIMIA, BBIHECIIErO
PE30JIIOLINIO, ATy PE3OJIIOLINN.

[Tpu yka3aHUM HECKOJBKUX HCHOJIHHUTENEH (aMuIMs OTBETCTBEHHOTO MCIIOJHUTENS YKa3bIBAETCS
NepBOM, TOYEPKUBACTCS UM 0003HaYaeTcs cioBoM "oTB." ("OTBETCTBEHHBIH").

28. OT™MeTKA 0 KOHTpOJIe

OTMmeTKa CBHUIETENBCTBYET O IOCTAHOBKE JIOKYMEHTAa Ha KOHTPOJb, IPOCTABJIAETCS IITaMIIOM
"KonTposip" Ha BEpXHEM 10JI€ TOKYMEHTA.
CBenieHHs 0 MOCTaHOBKE HA KOHTPOJIb AJIEKTPOHHOTO TOKyMeHTa (pukcupyrorcs B PK.
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29. OT™MeTKAa 0 HANIPABJIEHUM IOKYMEHTA B J1€J10

Onpez[emleT MECCTO XpaHCHHUA NJOKYMCEHTA I1OCJIC 3aBCPIICHUA pa6OTBI C HUM U BKJIIOYaeT: ciioBa "B
I[CJIO”, HHJCKC JCJIa IO HOMCHKJIATYPEC ACJI, B KOTOPOC MOMEIIACTCA JOKYMCHT Ha XPaHCHUC, C YKa3aHUCM
rojga, AO0JKHOCTH JIHIIA, 0(1)OpMI/IBI_HCl"O OTMCTKY, IIOAIINCH, 1AaThI. HaanMep:

B meno N 01-18 =a 2020 r.
3aB. OTIOEJIOM ayImTa
[Togonuce TaTa

OTMmeTKa O HampaBlICHUHM JOKYMEHTa B JIEJI0O MOKET JOMOJHSTHCS KPAaTKUMU CBEICHUSMU O
XapakTepe UCIOIHEHUS] TOKYMEHTA.
CaeneHnus o fiene, B KOTOPOE BKIIIOUEH AIIEKTPOHHBIN TOKyMEHT, (hukcupyercsa B DPK.

puiaoxenne N 4
I[IpumepHbIii NepevyeHb YTBEPKIAeMbIX JOKYMEHTOB

1. Axtel (B ciydae, e€ciaM 53TO MpeIyCMOTpPeHO YyHH(pUUUpOBaHHOM (opMoil akTa win
HOPMAaTUBHBIMU [IPAaBOBBIMU aKTaMu ).

2. I'padpuxu paboT, OTIYCKOB, CMEHHOCTH.

3. JIOIKHOCTHBIE UHCTPYKIUH, JOJKHOCTHBIE PETJIAMEHTHI.

4. ncTpyKuuu (TEXHOJIOTHYECKHE, 110 TEXHUKE 0€30MacHOCTH U JIp.).

5. Knaccudukaropsl nHpopmannu, 10KyMEHTOB.

6. Metoanueckne peKOMEHIallu1, METOANYECKNE YKa3aHUsl, METOAUKH.

7. HomeHnkiiatypa Jen opraHu3aiui.

8. HopMmbl 1 HOpMaTHUBBI (BpeMEHH, YMCICHHOCTH PaOOTHUKOB, pacxoja ChIpbsi M MaTepUaoB,
AJIEKTPOIHEPTHUH ).

9. Onucu nen (MOCTOSHHOTO, BpeMeHHbIX (cBbimie 10 JIeT) CpOKOB XpaHEHHS U 1O JUYHOMY
COCTaBy).

10. OtueTs! (O BBIOJHEHUH TUIAHOB, IPOTPaMM U JIp.).

11. Ilepeunu (AOKHOCTEH, OpraHU3aluii, BUJIOB HHPOPMAIIUH, TOKYMEHTOB).

12. I1nanbl (KpoMe OnepaTUBHBIX).

13. Tlonutukwu.

14. ITonoxenus.

15. Iopsanakwu.

16. IIpaBuna.

17. ITporpammsl.

18. PernameHTsI (B TOM UucIiie aIMUHUCTPATUBHEIE).

19. CrannapTel OpraHu3anum.

20. CTpyKkTypa ¥ IITaTHas! YUCIEHHOCTD.

21. YcraBsl.

22. YaudunupoBanHsle GOpPMbI TOKYMEHTOB.

23. llITaTHOE pacniucaHue.

puiaoxenne N 5

IIpuMepHBIi IepeYeHb JOKYMEHTOB, 3aBepsieMbIX e4aTbI0
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1. ApxuBHas cripaBka.

2. AKTHI (TprieMa 3aKOHYCHHBIX CTPOUTEIHCTBOM 00BEKTOB, 000PYI0BaHMsI, BEIIOJTHEHHBIX PadoT,
CIUCaHMsI, SKCTIEPTHU3BI).

3. Konuu u BBINMKUCKYU U3 JOKYMEHTOB, BbIJJABAEMBIX JJIs IPEJCTABICHUS B APYrHe OpraHU3alUHU.

4. OOpa3upl OTTUCKOB IeyaTed M MOAMNNCed pabOTHUKOB, HMEIOLIUMX IPaBO COBEPIIATH
(UHAHCOBO-XO3SICTBEHHBIC OTICPAIUH.

5. Hopyuenus (GromkeTHble, OAHKOBCKHE, MEHCHOHHBIC; IJIATEKHbIE, WHKACCOBBIE B OaHK Ha
MOJIy4YeHUE UHBAIIOTHI CO CYETOB, MIEPEBO/] BATIOTHI).

6. [Ipencrasnenus u xoaaraiicTa (0 HarpaXI€HUU TrOCYIapCTBEHHBIMU HarpajiaMu U MPEeMUSMU).

7. PeecTpbl (4€KOB, IOPYUYEHUH, IPEJICTABIAEMBIX B OaHK).

8. CBeieHHs O TPYJOBOM JCSITEIBHOCTH PabOTHHUKA.

9. CnpaBku (0 10X07aX (PU3NYCCKUX JIHII, O BBIIUIATE CTPAXOBBIX CYMM, O OQJIAaHCOBOW CTOMMOCTH
OCHOBHBIX (DOHIOB, MO MEPCOHUPUIIUPOBAHHOMY YUeTy, O(OPMIIECHUIO CTPAXOBBIX CBUICTEIHCTB, IO
3ampocaM OpraHu3aIui, Mo JOKyMeHTaM, MPe0CTaBIsIEMbIM B CY/I, - IO HEOOXOIUMOCTH).

10. TpynoBbie KHKKH PaOOTHHKOB.

11. YnocroBepenust pabOTHUKOB.

IIpuaoxenne N 6
IMoaroroBka u oopmiieHre MPOEKTOB 3aKOHOAATEILHBIX aKTOB Poccuiickoii @enepanun

1. TocynapcTBeHHBIE OpraHbl, OCYIIECTBISOLME (YHKIUMU IO BBIpAOOTKE TIOCYIapCTBEHHOMN
HNOJUTUKM W HOPMAaTHBHO-TIPABOBOMY DETYJIMpPOBAHUIO B YCTAHOBJIEHHOW cdepe NesTeabHOCTH,
pa3pabaThIBalOT MPOEKTHI (eepaIbHBIX 3aKOHOB BO MCITOJIHEHHE aKTOB 3aKOHOJATeIhCcTBa Poccuiickoi
®denepanyi, MJIaHOB 3aKOHOIIPOEKTHOM AesTeabHOCTH [IpaBUTENbCTBa M COOTBETCTBYIOIINX OPYUYEHUH, a
TaK)Ke B TOPSAAKE 3aKOHO/IaTEIbHON MHUIIMATHBBI.

2. 3aKOHONPOEKTHI, TOArOoTaBIMBacMble 1715 BHeceHus B IIpaBurensctBo Poccuiickoit @enepanum,
neyvaratorcs mpudrom N 15 Ha cTannapTHBIX JUcTax Oymaru opmara A4.

Ha mnepBo#i cTpaHulle 3aKOHONPOEKTa B MPEIENax BEPXHEH M NMpaBOM I'PaHULl TEKCTOBOTO IOJSA
npocrasisiercst mometka: "Buocutcs [IpaBurensctBoM Poccuiickoit @enepanuu. [Tomerka mevaraercs
yepe3 | MHTepBan U BEIPABHUBAETCS 110 JIEBOM IPAHHULIE.

Ha paccrosnuu mexcrpouHoro uHTepBaia 24 nt
noJist nevaraercs cioso "lIpoekt".

3. 3aKOHOIPOEKT UMEET CIEAYIOIINE PEKBU3UTHI:

HanmenoBanme Buma axta - ®OEJEPAJIBHBII KOHCTUTYLIMOHHBIA 3AKOH wmu
®EJIEPAJIBHBIA 3AKOH - ornensiercs or cioBa "ITpoeKT" MEXKCTPOUYHBIM HHTEpBaioM 42 mr,
neyaTaeTcsi NMPONMUCHBIMU OykBaMu paszmepoM mmipudTa N 22 U MOXKET OBbITh BBLAEICHO IMOJY>KUPHBIM
nipudrom. BelpaBHUBaETCS 10 LEHTPY.

3arojloBOK OTHENSETCd OT NPEABIIYLIEr0 PEKBU3UTA MEXCTPOYHBIM HMHTEPBAJIOM 38 NT U
nevaraeTcss yepe3 | HMHTepBal, BBIIENSIETCA MNOMYKUPHBIM MIPU(PTOM M BBIPABHHUBAETCS MO LEHTPY.
[Mumercs ¢ mponucHoi OYKBBI U OTBedaeT Ha Bompoc: "O uyem?" M3/1aH 3aKOH WIM B HEM MPHUBOAMUTCS
Ha3BaHUE Kojiekca (Hampumep: ApOUTpaxxHBIN TporieccyalbHbIA Kogeke Poccuiickoit denepanun). Touka
B KOHIIE 3aroJI0BKa HE CTaBUTCS.

B 3aronoBke 3aKOHONpOEKTa O BHECEHWHM H3MEHEHUH B JeiCTBYIOLIME 3aKOHBI HEOOXOIMMO
Ha3bIBaTh IIPUYMHBI BHECEHUS N3MEHEHUN UM KOHKPETHYIO HOPMY, B KOTOPYIO BHOCSITCSI U3MEHEHUS, a B
CJIy4ae HEOJIHOKPATHOIO U3MEHEHUS OJHOM U TOM K€ HOPMBI JOIOJHUTENBHO YKa3bIBaTh, B KAKOW HIMEHHO
4acTH OHAa U3MEHSETCS.

Hanpuwmep:

1 o
(811 OT NIOMCTKH Yy IpPpaBOU I'paHUIBI TCKCTOBOI'O
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O BHeceHNM M3MEHeHMH B 3aK0HOaTeIbHbIe aKkThl Poccuiickoii @enepanuu 00
aIMMHUCTPATUBHLIX MPABOHAPYIIEHUAX B CBSI3U ¢ NPUHATHEM 3eMeJbHOI0 Koaekca Poccuiickoii
Denepauuu

NI

O BHeceHUM U3MeHeHMi B MyHKT 2 ctaTbu 855 I'paxnanckoro koaexkca Poccuiickoii @egepanum B
YaCcTH IUIaTe:Kell B OI01KeT U BO BHEOKOKeTHbIE (DOH/IbI

Tekct oTaensercs OT 3arojoBKa MEXKCTPOUYHBIMU HHTEpBaIamMH 36-48 TT W medataercs depes
MEKCTPOYHBIN UHTEpBa 24 NT.

TekcToBast 4aCTh 3aKOHOIIPOEKTAa MOXKET MO/IPA3eNIAThCSA HA IpeaMOyily U OCHOBHYIO YacTh.

OCHOBHas 4aCTh TEKCTa 3aKOHOIPOEKTa MOXKET MOAPA3AENATHCS Ha YaCTH, pa3Aeiibl, OAPA3IeIbl,
JIaBbl, maparpadsbl, CTaThU.

3aronoBKM 4YacTell W pa3lieloB IEYaTAIOTCsA MPOMHCHBIMU OyKBAaMU IMONYKHPHBIM HIPU(TOM U
BBIPABHUBAIOTCS MO HEHTPY. Touka B KOHIIE 3arojoBKa He cTaBUTCSA. Homepa mpocTaBisitoTCsl pUMCKUMU
nudpamu. Hampumep:

PA3JIEJ I
MMPABO COBCTBEHHOCTH U JIPYT'UE BEIIHBIE IIPABA

[Tonpa3nen uMeeT MOPSAKOBBIH HOMEp, 00O03HAUYEHHBIM PUMCKUMHU LU(ppaMH, U HaUMEHOBAaHHUE.
OO6o3HaueHue Mmojpasjena IeyaTaeTcsi ¢ TMPONUCHONM OyKkBbI C ab3amHoro orcryna. HammeHoBanue
noJipasziesia nevyaTaeTcs MOIYKUPHBIM IIPUPTOM.

Harpumep:

[Tonpazaen I. O6mue nonoxxenus 06 00s3aTeNbCTBAX

['maBbl HyMepyroTCst apabckUMHU UppaMu U UMEIOT 3arojoBku. O003HaYeHUE TJIaBbl [I€YaTaeTcs ¢
IPONUCHONW OYKBBI, C a03aI[HOTO OTCTYyMa. 3aroJIOBOK TJIaBbl [1€YAaTAETCs MOJIY)KUPHBIM HIPU(TOM B OJIHY
CTPOKY C 0003HaUeHHEM HOMEpa, MTOCIIe KOTOPOrO CTABUTCS TOUKA.

Hampuwmep:

I'maBa 5. IlpaBa, 00s3aHHOCTH W OTBETCTBEHHOCTD

[Taparpad oOo3HauaeTcs 3HAKOM §, UMEET NOPSAIKOBBIM HOMEp, OO0O3HAUYEHHBIN apaOCKUMU
udpaMu 1 3arojIoBOK. 3arojoBOK Haparpada MUIIeTcs ¢ MPONMHUCHOW OYKBBI MOMYKUPHBIM IIPUPTOM B
OJIHY CTPOKY C 0003HaueHHuEM HoMepa naparpada, ocjie KOTOporo CTaBUTCS TOYKA.

Hanpumep:

§ 1. Xo3siicTBEHHBIE TOBApHUIIIECTBA U OOIIIECTBA

CraThl HMMEIOT CKBO3HYIO HyMmepanuioo. [lopsakoBelii HOMep cTaThbu 0003HAYaeTCs apabCKUMH
nudpamu. OOGO3HAYCHUE CTATHH NEYATACTCS C MPOMUCHOM OYKBBI C a03aIHOTO OTCTyIA. 3aroJioBOK
CTaThU TEYaTAETCs C MPOMUCHOIN OYKBBI MOTYXHPHBIM MIPUPTOM B OJJHY CTPOKY C 0003HaUEHHEM HOMEPa,
Mociie KOTOPOro CTaBUTCS TOUKA.

Hanpuwmep:
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Crarbs 33. Cepruduxamus

B uckiounTeNbHBIX CITydasx CTaThsi MOXKET HE UMETh 3arojioBka. Ilpu ero orcyrctBum cioBO
"cTaThsa" U HOMEP BBIIEISIOT MOTYKUPHBIM HIPUPTOM.

B 3aBucuMocTH OT copepaHHUsl CTaThsi MOXKET MOJPA3AENAThCS Ha YaCTH, MYHKTHI, MOAMYHKTHI,
a63aupl. Yactu obo3HauaroTcst apabckumu mudpaMu ¢ Touykoi. Hymepamus MyHKTOB OCYIIECTBIISIETCS
apaOckumu 1 paMu ¢ 3aKpbIBatolIed Kpyrioil ckookoil. [ToamyHkTel 0003Ha4aIOTCSI OYKBaMH PYCCKOTO
as(haBUTA C 3aKPBIBAIOLICH KPYTIIOH CKOOKOM.

[Toanuce oTaensercs OT TEKCTa MEKCTPOUHBIM MHTEPBAJIOM 36 NT U cocToUT U3 cioB "[Ipe3unent
Poccuiickoit ®@enepauun”. Cnosa "Ilpesunent" u "Poccuiickoii ®@enepanuun” neyataroTcss B 2 CTPOKHU
yepe3 OJIMH MEeXCTpouHbl nHTepBall. CioBa "Poccuiickoit denepanuu’ neyaTaroTcss OT JIEBOM IpaHUILIbI
TEKCTOBOTO 10JIs1, a ciIoBO "IIpe3uneHT" BoIpaBHUBAECTCS 110 LIEHTPY OTHOCUTENBHO ITHX CIIOB.

Wuumman wumenn u  dammnus llpesunenta Poccuiickoit ®denepanuu yka3bplBalOTCSd MpU
odopMIIeHUU TIPUHATOTO 3aKoHa B ['ocynapcTBenHol Jyme.

Busbl mpocTaBisfiOTCS Ha JUIEBOM CTOPOHE MOCIEIHEro JMCTa 3aKOHOMPOEKTa B HUKHEH ero
YacTH.

4. OdopmieHre TOSICHUTEIBHOW 3amMCKU K 3aKOHOMpoekTy. IlosicHuTenbHas 3amucka K
3aKOHOMpPOEKTy mevaraercs mpuprom N 14 Ha cTaHmapTHBIX Juctax Oymaru ¢opmata A4 u umeer
CIIEYIOIINE PEKBU3UTHI.

HaunmenoBanue Buja JTOKyMEHTa - N€4aTaeTcsl MPONUCHBIMU OyKBaMU HMIKE TPaHMIIbI BEPXHETO
MOJIsI CTPAHUIBI Ha 24 T, BBIACNSAETCS MOTYKUPHBIM MIPUGTOM U BEIPABHUBAETCS IO LICHTPY.

3aroloBOK OTAENSETCS OT MPEIbIAYILEr0 PEeKBU3UTAa MEXKCTPOUYHBIM HHTEpBaJoM 24 1T,
reyaTaeTcsi CTPOYHbIMM OykBamMM dYepe3 | UWHTepBai, BBIACNIACTCS TMOJNYKUPHBIM LIPUPTOM U
BBIPAaBHUBAETCS MO LEHTPY. ToUKa B KOHIIE 3ar0JIOBKA HE CTABUTCSL.

B 3aronoBke K TEKCTy yKa3bIBa€TCsl IIOJIHOE HAa3BAHHUE 3aKOHOIIPOEKTA, K KOTOPOMY MOJTrOTOBJIEHA
MOsSICHUTENbHAA 3anrcka. Hanmpumep:

K npoekry ¢enepaabnoro 3akona 'O BHecennn usMeHeHuil B cratbio 1 3akona Poccniickoi
®enepanun "O nog0xoaHOM HaJore ¢ pusndeckux Jaui'"

TekcT oraensercs OT 3arojl0OBKa MEXCTPOUYHBIM HHTEpBaioM 24-36 NT M medaTtaeTrcs 4Yepes
uHTepBan 18 0t Ha paccTostHUM 1,25 cM OT J1€BOI rpaHULIbI TEKCTOBOTO MOJIS.

TexcT 1omkeH cojepkaTth 000CHOBaHHE HEOOXOAUMOCTH PUHATHS 3aKOHONIPOEKTA, BKIIOYAOIIEe
Pa3BEpHYTYIO0 XapaKTEPUCTHKY 3aKOHOMPOEKTa, €ro Iiejied, OCHOBHBIX IOJIOKEHUH, MecTa B CHUCTEME
JENCTBYIOIIEr0 3aKOHOJATENbCTBA, a TAKXKE IPOTHO3 COLUAIBHO-DKOHOMUYECKUX M HMHBIX IOCIENCTBUN
€ro NPUHATHUS.

Obpa3zer; oopmiIeHHS 3aKOHOTIPOEKTA MPUIIaraeTcs.

BHocAaTca [IpaBUTEJILCTBOM
Poccurickom Qemepaluumn

A
24 T
Vv IlpoekT
A
42 nT
v
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OENEPAJILHEIN 3AKOH
A

38 nT
v
O MOCKOBCKOM TI'OCYIAPCTBEHHOM YHUBEPCUTETE
mmMeHu M.B. JlomoHOocora M CaHKT-lleTepOypI'CKOM
TOCYyNAapCTBEHHOM YHUBEPCUTETE
A
24 nr

v
Craresa 1. OTHOWeHMUHA, peryaMpyeMble HacTosammM derepaJtibHEIM BaKOHOM

1. HacTosmmMm @eﬂepaﬂbl—lbﬂ\/_[ S3aKOHOM OIlpeneJidinTCHd OCOBEHHOCTHU IIpaBOBOT'O

[IOJIOXEHMS BeOylUuUx KJIACCUUYECKUX YHUMBEPCUTETOB PoCCHUMCKON demepaumm -
benepalibHOT'O TOCyIoapCTBEHHOTI'O OBpasz30BATEJIBHOT'O YyUpPeXIeHMS BEICIIET'O
NpodeCCrMOHAJIEHOTO 00pasoBaHmAa "MOCKOBCKMM I'OCyIapCTBEHHEBIM YHUBEPCUTET
mMeHn M.B. JlomoHOCOBa" (manee - MOCKOBCKMM T'OCYHAaPCTBEHHEI YyHUBEPCUTET

uMeH M.B. JloMOHOCOBRA) U

A
36 mOT (Dajlee TeKCT He NPUBOIOUTCS)
v
[IpesuneHT

Poccurickom denmepalmnm

Oo0pa3sen opopmiieHHs 3aKOHONIPOEKTA

Ipunoxenne N 7

IloaroroBka u ogopmiieHHEe NPOEKTOB AKTOB (YKa30B U pacnopsizkeHuii) Ilpesunenra Poceuniickon
Denepauuu

1. IloaroroBka u odopmiieHHe NPOEKTOB akToB (yka3oB M pacrnopsbkeHuil) Ilpesuaenra
Poccuiickoit denepanuu OCYLIECTBISAETCS NOCYJaPCTBEHHBIMU OpraHaMU B COOTBETCTBUM C IOPSIKOM,
ycraHoBieHHbIM lIpesnnentom Poccuiickoit @enepannn, Anmunucrtpanueit Ilpesnnenta Poccuiickoit
®enepaunu, [IpaBurenscrBoMm Poccuniickoit enepanuu.

2. IIpoextrl akToB IIpesmnenta Poccuiickoit denepanuy M NpUIIOKEHHUS K HUM I1€YaTarOTCs Ha
CTaHJapTHBIX Jucrtax Oymarn A4 (210 x 297) mpudprom N 15. Bepxnee mosne JOKyMeHTa
yCTaHaBIUBaeTCs rpaHuIiaMu Onanka. Jlesoe moie - 2,75 cM, mipaBoe - 2,25 CM U HUXKHEE - HE MEHee 2 CM.
IIpu odopmieHnn nmpoekTa akTa Ha JABYX M OoJjiee CTpaHUIAX BEpXHee IMOoJie BTOPOM M MOCIEIyIOIUX
CTpaHUII COCTABJISIET HE MEHEE 2,5 CM.

3. Ilpoextsl aktoB IlIpesunmenta Poccuiickoit denepanuy HMEOT CIEAYIOIUE PEKBU3UTHI
HanMeHoBaHue Buma akta (Yka3 IIpesuaenta Poccutickoii ®denepanuu wim pacrnopsbkeHue [Ipesuaenta
Poccuiickoit denepanun), 3arol0BOK U TEKCT.
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3arojIoBOK II€YaTaeTCsl Ha PAcCTOSHUU HE MEHee 9 cM OT BEpXHEro Kpas JIMCTa, MULIETCS C
IPOMUCHOW OYKBBI, BBIIEISETCS MONYKUPHbIM HIpu¢pToM. Touka B KOHIIE 3aroJioBKa HE CTABHUTCH.
3aroJj0BOK, COCTOSIIUI U3 IBYX U 00Jiee CTPOK, Ievyaraercs yepe3 1 MeXCTpOUHbI HHTEpBAJL.

Hayano m koHel KaxJa0il CTPOKHM 3arojioBKa IEHTPUPYIOTCS OTHOCUTENBHO ciioB "llpe3maeHT
Poccuiickoit ®epepanun". B oraenbHbix pacnopsbkeHusix [Ipesunenta Poccuiickoit  Pexpepanuu
3aroJIOBOK MOXET OTCYTCTBOBATb.

TekcT oraensercs OT 3arojioBKa JAOINOJHUTENbHBIM HMHTEPBAJIOM 24 NT M Ie4yaTaeTcs 4Yepes
uHTepBai 18 nr (821,

Tekcr medaraercs OT JIEBOM I'PAaHMIBI TEKCTOBOIO IOJIS U BBIPABHHUBACTCS IO JICBOM WM IIPABOU
rpaHunaM TekctoBoro mnoss. Ilepsas crpoka ab3ama HauMHaeTcs Ha paccTosHUM 1,25 cM OT JjeBoi
TPAHUILIBI TEKCTOBOTO ITOJIS.

TekcroBas 4YacTh MOXET MOAPA3AEIATbCI HAa KOHCTAaTHPYIOLIYIO YacThb - MpeamOyny H
MIOCTAHOBJISIFOILYIO YacTh (B paclOPsyKEHUU - PaCIOPSAUTEIbHYIO YacTh).

[TpeamOyina B ykazax IIpe3unenta Poccuiickoit @enepanuu 3aBepiiaeTcsi CJI0BOM "MOCTAaHOBIISAO",
KOTOpPOE IIeYaTaeTcs B paspsaKy.

[TyHKTBI B TEKCTE HyMEPYIOTCS apaOCKUMU LU(PpamMH € TOUKON U 3aroJIOBKOB HE UMEIOT.

[TyHKTBI MOT'YT pa3/€nsAThCs HA NOJAMYHKTBI, KOTOPbIE MOT'YT HYMEpOBaThCs apaOCKUMU LUppaMu
WIN CTPOYHBIMU OyKBaMM C 3aKpbIBaIOIIEN KPYTiaoi CKOOKOIA.

Bce usmeHeHMsI M 1ONOJHEHMS, BHOCUMbIE B paHee NMPUHATHIA yKa3 (pacropsKEeHUeE), TOJIKHBI
COOTBETCTBOBATH CTPYKTYPE OCHOBHOI'O HOPMATUBHOIO aKTa.

[Tpu HayMuum npuiiokeHuM K ykazy (pacnopsbxenuto) Ilpesmpenra Poccuiickoit denepanuu B
TEKCTE Ha HUX 00s13aTeIbHO JEIaeTCs CChUIKA.

JlomyckaeTrcsi mevaraTh NMPONMUCHBIMH OYKBaMU M BBIICIATh MPU(TOM APYrod HACHIIEHHOCTH
(amMuIMKM TpU MOJArOTOBKE MPOEKTOB yka3oB (pacnopspkenuit) [Ipesunenta Poccuiickoit denepannu mo
BOIPOCaM HAarpaXJAE€HWsI TOCYJapCTBEHHBIMM Harpajamu, IpPUCBOEHUS IOYETHBIX, BOUHCKUX H
crienanbHbIX 3BaHuil Poccuiickoit @enepannu (B APYyrux ciiyyasix He peKOMEHIYEeTCs).

[Tonnuck oTaensieTcss OT TEKCTa JOMOJHUTEIbHBIM HHTEpPBAJIOM 32 NT U COCTOMT M3 CIIOB
"Ilpesunent Poccuiickoit depepauun", wuHunMana uMeHn u ¢amuaun I[Ipesunenta Poccuiickoit
®denepanuu.

CnoBa "[Ipesunment" u "Poccuiickoit ®enepanuun”" mnedararoTcss B JBE CTPOKM dYepe3 |
MEXCTpOUHBI MHTEepBai. OT rpaHUIBl JIEBOrO Mo nedaratorcs cioBa "Poccuiickoit ®@enepanuu', a
cioBo "lIpe3nneHt" HeHTpUpyeTCcsl OTHOCUTENBHO 3THX cinoB. MHunman umenu u ¢amunus [Ipesunenra
Poccniickoit denepanyuy ne4aTaroTcsl y MpaBoy IPaHUIBI TEKCTOBOTO ITOJIS.

Mecto u3gaHusi OTAENSEeTCS OT MOMANMUCH, KAaK INPaBWIIO, IONOJHUTEIbHBIM HHTEpBAaIOM 48 mT
MEXCTPOYHBIMM MHTEPBAIIAMH M I1€YATAETCS OT IPaHULIbI JieBoro nois: Mocksa, Kpemib.

Ha pacnopskeHusix MecTo U34aHus HE Ie4aTaeTCsl.

Jara mnpocraBisieTcss IMoOcie MOANUCAHUS JOKYMEHTa, OG(OpMIIsSeTCs CIOBECHO-IU(PPOBHIM
CIOCOOOM M OTJHEINsIeTCsl OT peKBU3UTA "MecTo n3aHus" MeXCTpOYHbIM HHTepBaioM 18 nt. Ileuaraercs
OT JIEBOW I'PAHUIIBI TEKCTOBOI'O ITOJIS.

Homep npocraBnsieTcss nmocne noAnucaHus, MEYaTaeTcss OT JEBOW TPaHMIBI TEKCTOBOTO IOJNS U
oTzaensieTcsa oT pekBu3uTa "Jlata" MEeKCTpOYHBIM MHTEpBAIOM 18 mT.

K nopsakoBomy HOmepy pacnopsbkenus Ilpesunenta Poccuiickoir @enepanuu yepe3 aeduc
N00aBJISIOTCS CTpOUHbIe OYKBHI "pr".

IIpunoxenus K mnpoekraMm yka3oB U pacnopsokeHuil IIpesupenrta Poccuiickoin ®Penepauuu
0(QOpPMIISIFOTCS] Ha OT/IEIBHBIX JIUCTaX OyMaru.

Pasmeps! noneit, mpudTel 1 MEXCTPOUYHBIE MHTEPBAJIBI MPU MEYaTaHUU NMPUIIOKEHUH WICHTUYHBI
pa3mepam, IPUMEHAEMBIM IpU NeYaTaHUU TEKCTOB YKa30B (PacHoOpsKEHUN).

[TpunoXKEeHUAMHU SBISIIOTCS TOJIOKEHHSI, PETJIaMEHTBI, MEPEeYHH, CHUCKH, TrpaduKd, TaOIULBL,
00pa3ibl TOKyMEHTOB U JIp. [IpunoxeHns BUBNPYIOTCS pyKOBOJUTENIEM OpraHa, BHECLIETO MPOEKT.

Ecnn B TekcTe naeTcst CChlIKa "COrjIacHO MPUJIOKEHUIO", TO Ha MEPBOM CTpaHMIIE NPUIIOKEHUS B
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npaBoM BepxHeMm yriay nuiercs cioBo [IPUJIOXKEHUE, nuxke depe3 MexcTpouHblid MHTEpBan 18 nOT
JlaeTcsl CChUIKa Ha yka3 win pacnopsbkenue IIpesunenta Poccuiickoit denepanuu. Bee coctaBHble yacTu
PEKBHU3HUTA BBIPABHUBAIOTCS MO LIEHTPY OTHOCHUTEIBHO CaMOM JJIMHHOM CTPOKM W TedararoTcs uepes |
MEXCTPOUHBINA HHTEpBaJL. [Ipy HAaNMYUM HECKOJBKUX MPUIIOKEHUN OHU HyMepytoTcs. Hanpumep:

[IPVJIOXEHVE N 1
kK Ykaszy llpesuneHta
Poccuvickoy Odenepalum
oT N

[TpunokeHus 3aKaHYMBAIOTCS 4YEPTOW, pPACIONOXKEHHOW IO IEHTPY TEKCTa Ha PaCCTOSHUU
MPUMEPHO TPEX MEKCTPOUHBIX HHTEPBAJIOB. JlJIMHA YEPTHI COCTABIISIET 2-3 CM.

[Tpy Hanuuumu B TekcTe akTta (opMyIupoBKU "YTBepauTh" (IpuilaraeMoe IMOJIOKEHHE, COCTaB
KOMHCCHH, TTEPEYCHb MEPOIIPUATUN U Jp.) HA CAMOM MPUIIOKEHUH B TIPABOM BEPXHEM YTITy pacrojaraeTcs
cioBo YTBEPXJEHO wunu YTBEPXJIEH co ccbuikoii Ha HOPMATHBHBIM akT, €ro JaTy, HOMEp.
Hanpuwmep:

YTBEPXIEHO
Ykazsowm llpesuneHTa
Poccurickom denmepalum
oT N

Cnosa YTBEPXXJIEHO u YTBEPX/IEH B npuiiokeHUsIX COINIaCyIOTCA B POJI€ U YHCIIE C BUAOM
yTBepk1aeMoro nokyMmenta: nojoxkenue - Y TBEPXKIEHO, nporpamma - YTBEPXJIEHA, meponpusitust
- YTBEPXX/IEHBI.

3aroloBOK K TEKCTY NPUIIOKEHHS NedaTaeTcsl LEeHTPOBaHHBIM criocobom. HammeHoBaHue BHza
JIOKYMEHTa - MPUJIOKEHHUs (IIepBOE CIOBO 3arojOBKa MPHIJIOKEHUS) BBIAEISAETCS MPONUCHBIMH OyKBamH,
HOJTY’)KUPHBIM HIPUGTOM U MOXkeT ObITh HareyaTaHo B paspsaky IIOJTOXEHMUWE, ITEPEYEH b,
CIINCOK u np.). MexxcTpouHslli HHTEpBaJI MEXAY NEPBOM CTPOKOW 3aroJIoBKa M MOCIENYIOUIMMU
CTPOKaMHU MOJKET ObITh YBEJTUYEH Ha 6 MT.

3aroyI0BOK IPUIIOKEHUS OTAENAETCS OT JaThl U HOMEpa aKTa JOMOJIHUTENIBHBIM HHTEepBasioM 70 1T,
MHTEpPBaJIaMU OT TEKCTa MPUIIOKEHHUS - JOMOJIHUTEIbHBIM UHTEPBAJIOM 24 NT.

[Ipy HamuuuM B TEKCTE NPUIIOKEHUS HECKOJIbKUX pa3JelioB HX 3arojJoBKM I€4aTaroTcs
LIEHTPOBAHHBIM CIOCOOOM (OTHOCHTEIBHO TpaHMIl TeKCTa). Touyka B KOHIE 3aroJIoBKa HE CTaBHUTCH.
JlomyckaeTcs BBIAENSTH 3ar0JIOBKH Pa3/IesIoB MOTYKUPHBIM HMIPUPTOM.

TexcT npuiokeHus: MOKeT ObITh 0(hopMIIeH B BUIE TaOIUIIBL. ['padbl U CTPOKM TaOIHUIIBI JOTKHBI
UMETh 3arojIOBKH, BBIPA)KEHHbIE MMEHEM CYIIECTBUTEIbHBIM B MMEHUTEIbHOM majexe. [lonzaronoBku
rpa¢ ¥ CTPOK I'paMMAaTHYECKU JOJKHBI OBITh COTJIACOBAHBI C 3aT0JIOBKAMHU.

Ecmm Tabnumy mnedararor Oosiee 4eM Ha OJHOW CTpaHWIIE, 3arojOBOYHAS YacTh TaOJHIIBI
(HaumeHOBaHMe rpad) MOBTOPSIETCS HA KaX10i CTpaHUIIE.

JIuCTBl NpUIOXKEHUS HYMEPYIOTCS CaMOCTOSITEIbHO HAYMHAs CO BTOPOTO JIUCTA.

[lpy Hamuuuu B TEKCTE€ NPUIIOKEHUH CCHUIKM Ha CHOCKY OHa O(OopMIIseTcs 3BE3I0YKOM WM
nugpoit co ckoOkoil. TekcT cHOocku medaraeTcss yepe3 | MEXCTpOYHBIM MHTEpBal B KOHIE KaKIOM
CTPaHULbI WM IOCJIE IPUJIOKEHUS B LIEJIOM MoJ uepToil. [locie cuMBoa CHOCKH €€ TEKCT MeYaTaeTcs ¢
PONUCHON OYKBBI. B KOHIIE TEKCTa CHOCKM CTaBUTCS TOUKA.

Ha oxnoili cTpaHulie He JOJKHO IPOCTABIAThCS OoJiee TPEX CHOCOK.

B nonoxeHusx, mporpaMmax, ycraBax M JpYrMX HOJOOHBIX JOKYMEHTaX pa3/eibl U TJaBbl
HYMEPYIOTCSI, KaK MPaBUJIO, PUMCKUMU ITU(PPaMH, a ITYHKTHI U MOAMYHKTHI - TaK ’ke, KaKk U B TEKCTE yKa3a
(pactiopspxenwusi) [lpesunenta Poccuiickoit ®denepanun. B yka3aHHBIX JOKYMEHTaX WX COCTaBHBIC YaCTH
(pa3menbl, MoApa3feibl, IMYHKTHI, MOAINYHKTHI) MOXKHO TakXe HYMEpOBaTh apaOCKUMH LuppaMu.
[Tonpa3znensl HyMepyIOT B Iipefienax paszgena. Homep noapasnena TOJKEH COCTOSATh U3 HOMEpa pasziena u
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HOMEpA Mojipa3jiesna, pa3AeieHHbIX TOUKou (Hampumep, 1.2.). Homep myHKTa AOKEH COCTOATHh U3 HOMEpa
paszena, mojapasjeia U MmyHKTa, pa3AeleHHbIX ToukaMu (Hampumep, 2.3.1.). IlyHKTbI Ipu HEOOXOAUMOCTH
MOTYT MOJPA3ACIAThCA HA MOAIYHKTHI, KOTOPBIE JOJDKHBI UMETh MOPSIKOBYIO HYMEpAIMIO B Mpeaeax
KaXJI0TO yHKTa (Hanpumep, 1.2.2.1.).

Busel npocTaBisitorcsi Ha 000OPOTHOM CTOPOHE MOCJIEHETO JIUCTA IIPOEKTa yKa3a (pacropsKEHUs])
B HU)KHEH ero 4acTu.

Ha npunoskeHusX K mpoeKTaM yKa3oB (pactopsiKeHU ) BU3BI IPOCTABISIOTCS TaKkke Ha 000POTHOM
CTOPOHE MOCIIEAHETO JTUCTA MPUIIOKESHHUS.

O6pasubl opopmitenus mpoekToB akToB [Ipesunenta Poccutickoit denepanuu mpuiiararoTCs.

A
[IpoekT
MeHee 9 cM
YKA3
MIPESUAIEHTA POCCUMCKOV OEIEPALNNA
06 yTrRepxOeHUM IloJIoXeHMS
o6 ¥YnpasJjeHuu IllpesumeHTa Poccumckon demepaluy IO v
TOCyIOapCTBEHHEIM HarpalaM
A
18 nr
v
1. YrBepauTh npuiaraeMoe [MosoxeHne o0 YmnpabJyieHuUM llpesuneHTa

Poccurickoy denmepaluy IO I'OCYINapCTBEHHEM HarpalaM.
2. Hacrosmmii ykas BCTyNaeT B CUJIy CO IHS €TI0 IIONNMCaHUA.

A
32 nor
v
[MpesmumeHT
Poccurickom denmepalmum
A
48 T
v
MockBa, Kpewmib
A
18 ot
v
TaTa
A
18 mor
v
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Oo6pa3sen opopmienns npoexra ykasa I[lpe3uaenta Poccuiickoiit @enepannu

YTBEPXIEHO

YrkasoMm llpesunmeHTa
Poccurickom denmepaluumn
oT N

HOJOXEHHUE
00 Ynpasiuenumn Ilpe3naenta Poccuiickoii @egepannu
10 TOCYAapPCTBEHHBIM Harpajaam

1. Yupasnenue [Ipesunenta Poccuiickoit denepanuu 1o rocyIapCcTBEHHBIM Harpajaam (najiee -
VYnpaBieHue) sBISETCS CaMOCTOSTENbHBIM Iojpa3aeneHueM Anmunuctpauuu [Ipesunenta Poccuiickoit
®denepauuu.

2. YupasieHue K CBOEH AeaTenbHOCTH pykoBoacTByercss Koncrurynuein Poccniickoit @enepanum,
denepanbHBIMH  3aKOHAMH, yKa3zaMu W pacnopspkeHusimu  [Ipesumenta Poccwmiickoit ®expepanuu,
nojgoxeHnueM 00 Anmunuctpauun [Ipesumenta Poccuiickoit  ®expepauuu, pacnopsLKEHUSIMU
Anmunuctpanuu Ilpesunenta Poccuiickoit ®denepannu, a Takke HaCTOSLIUM TOJI0KEHUEM.

([lanee TekcT HE TPUBOIUTCS )

[IpoekT

He MeHee 9 cM

PACIIOPSXEHUE
[IPE3VIOEHTA POCCUMCKON OEIEPALINMU

v

1. Beimesure B 2020 rTomy m3 PesepBHOTO bonnma IllpesmmeHTa Poccumckomn
depmepaumnm:

40 MIH pybinen NpaBUTEJILCTBY ... OOJIACTU IJIA T'ocymapcTBEeHHOTO
MCTOPUKO—apPXUTEKTYPHOT'O M XyOOXeCTBEHHOTI'O My3ed-3aloBelHUKa ... Ha
IpOBelEeHre PEMOHTa n pecraspalun rnaMaTHUKA VUCTOPUM U KYJIbTYPH. ..,
PACIOJIOXKEHHOT'O IO aIpecy...;

(Dajlee TekCT He NPMBOOUTCS)

A
12 T
v
[lpesumeHT
Poccurickom denmepalum
A
48 nm
v
HaTa
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18 nT

Oobpa3zen opopmiienusi npoekra pacnopsizkenusi [lpesuaenra Poccuiickoii @exepanuu
IIpuaoxenne N 8

IMoaroroBka u oopmiieHHe NPOEKTOB AKTOB (IIOCTAHOBJIEHUH, pacnopsizkeHuii) [IpaBurtenbcTBa
Poccuiickoii Penepauuu

[ToaroroBka u opopMieHHE MPOSKTOB aKTOB (MIOCTAHOBIEHUI U pacnopsbkeHuil) [IpaButenbcTBa
Poccwuiickoit @eneparuu npoBoautTces heaepaabHbIMUA OpraHaMH HCIIOTHATEILHONW BIIACTH B COOTBETCTBUU
C IIOPSAAKOM, ycTaHaBiauBaembIM [IpaBurenscTBoM Pocculickon ®@enepanuu.

[IpoekT nmocranoBnenus uiu pacriopsikenus IlpaBurenscTBa Poccniickoin denepannn nevaraerTcs
Ha cTaHAapTHOM jucte Oymaru ¢opmata A4 mpudrom pazmepom N 14. [Ipoekt akTa UuMeeT clieayrolme
PEKBU3UTBHIL:

HanmenoBanue Buga akta - nocraHoBieHue IIpaButensctBa Poccuiickoit ®enepanum wnmm
pacnopstxkenue [IpaBurtensctBa Poccuiickont @enepanuu.

Jlata akTa oTzHenseTCs OT HAMMEHOBAaHUS BUJA aKTa, KaK IPaBUIIO, MEKCTPOYHBIM MHTEpBAJIOM 24
T, opopmIIeTCs CI0BECHO-IIM(PPOBBIM CIOCOOOM, MeYaTaeTCs LIEHTPOBAHHBIM CIIOCOOOM, MTPOCTABIISAETCS
IIPY MTOANACAHUY aKTa.

Howmep neuataercs cpasy nociie naTsl apabckumu nudpamMu U COCTOUT U3 3HaKa N U MOPSIIKOBOTO
HOMeEpa, IPUCBAUBAEMOr0 IOKYMEHTY I10CIIE €ro MoANnucanus, Hanpumep, N 143.

K nopsnikoBomy HOMepy pacniopsbkeHus uepes neduc godasnserca 0yksa "p", Hanpumep, N 153-p.

Mecto nznanus - oraensercs ot pekBu3uTos "Jlata" u "Homep" MekCTpoYHBIM MHTEPBAIOM 24 NT
U opopmiIseTcss HEHTPOBAHHBIM CIIOCOOOM.

3aroJIOBOK MEYaTacTCsl Ha PacCTOSSHUM He MeHee 10 cM OT BEpXHEro Kpas JUCTa ¢ IPONUCHOU
OYKBBI, Yepe3 OJUH MEXKCTPOUHBIM MHTEpPBal M BBIIEISAETCS MOIYKUPHBIM HIpU(TOM. 3arojoBOK, Kak
IPaBUJIO, OTBEYAET HA BOIIPOC: O YeM (0 KOM) M3/1aH IOKyMEHT. TouKka B KOHIIE 3ar0JIOBKa HE CTABUTCSI.

Tekcer oTaensercs OT 3arojJ0OBKAa MEKCTPOUYHBIM MHTEPBAIOM 24-36 T U 1e4aTaeTcsi ¢ UHTEPBAIOM
18 mr.

TekcT meuyaraercss OT JI€BOW T'PaHMIBI TEKCTOBOTO IMOJS M BBIPABHUBAETCS IO JIEBOW M IPABOU
rpaHuiiaM TekcToBoro moss. IlepBas cTpoka ab3ama HaumHaeTcs Ha paccTosHUM 1,25 cM OT JneBoi
TPaHULIbI TTOJISL.

TekcT MOXeT MOoApa3JensAThCsl Ha KOHCTATHUPYIOIIYIO YacTh (IpeamMOyiy) M MOCTAaHOBIISIOIIYIO
4acTh (B paCTIOPSKEHUSX - PACTIOPSIIUTEIBHYIO).

[IpeamOyna B mpoekrtax nocraHosineHuil [IpaBurenbctBa Poccuiickoit ®enepanuu 3aBepiiaercs
cnoBamu "lIpaButenscTtBO Poccuiickoii denepanur MOCTAHOBISET', MOCIEIHEE CJIOBO I€YaTaeTCs
MOJYXUPHBIM IPU(PTOM B pa3psIKy.

[IpeamOyna MOET OTCYTCTBOBaTh, €CIU TMPEANUChIBAEMble JEHCTBUS HE HYXIAIOTCI B
pa3bACHCHUM.

[TocTanoBsitoast  (pacrmopsiAUTENbHAs) YacTh MPOCKTOB IOCTAHOBJICHUH (pacropsHKCHHI)
IIpaBurensctBa Poccuiickont denepannu, Kak IpaBuilo, IOAPA3AEIACTC HA ITYHKTHI.

[TyHKTBI HyMEpYIOTCS apaOCKUMU LIUPPaMu C TOYKOU U 3ar0JIOBKOB HE UMEIOT.

IIpy HamuuuKM NPUIOKEHUH K IMOCTaHOBJIEHMIO (pacnopsbkeHuto) IlpaBurensctBa Poccuiickoit
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®enepaliv B TEKCTE HA HUX 0053aTEIbHO JIEIAETCs CChLIKA.

[lognuce oTaenseTcss OT TEKCTa MEXCTPOYHBIM HMHTEpBAIOM 36 NOT M COCTOUT U3 CIOB
"Tlpeacenarens IlpaButenscTBa Poccuiickoit @enepanuu', naunuana uMeHu u damunun Ilpeacenarens
IIpaButensctBa Poccuiickoit ®enepaunun. CnoBa "llpencenarens IlpaButensctBa" u  "Poccuiickoit
Oenepanuu”" mneyararoTcsi B ABE CTpokH uepe3 | mexcrpounslii umHTepBan. Cnosa "Ilpeacenarens
[IpaBuTenbscTBa" MeyaTarOTCs OT JIEBOM T'PAaHMIBI TEKCTOBOrO MmoJjig, a cioBa "Poccuiickoit @eneparun’
HEHTPUPYIOTCS OTHOCUTENIBHO TMEPBOM CTPOKH pekBu3uTa. Vuunman mmenu u damunusa [Ipencenarens
[IpaButenscTBa Poccuiickon denepanun nevyararoTcs y NpaBoil rpaHMIbl TEKCTOBOTO TOJIS.

[TpunokeHus: K IpoeKTaM akTOB (IIOCTaHOBJIEHUM U pacnopsbkeHuil) [IpaButenscTBa Poccuiickoit
@Denepaliiy neyaTaroTCsl Ha OTAEIbHBIX JIUCTaX OyMaru U BUSUPYIOTCS.

Pasmepsl moned, mpu@Thl ¥ MEXKCTPOYHBIE HMHTEPBAJbl IPU IEYATAHUW TEKCTa HIACHTUYHBI
pa3Mepam, IPUMEHSIEMbIM IpU 0POPMIICHUN TEKCTOB MOCTAHOBJICHUH (pacCHOPSIKEHHUIA).

[Topsimox odopmieHHs NPUIOKEHUN K TMPOEKTY MOCTaHOBIEHUS (pacropsbkenusi) [IpaBurenscTBa
Poccuiickoit @enepanuu ananorudeH oGOPMIICHHIO MPUIOKEHUH K MPOEKTaM YKa30B (paclopsiKeHMIA)
[Ipe3unenrta Poccuniickoit denepanuu.

Busbpl mpocTaBisiroTcsT Ha OOOPOTHOM CTOPOHE TMOCJIETHEro JIMCTa TMEepPBOTO AK3eMIUIIpa
(MOAJIMHHUKA) POEKTAa IOCTAHOBJIEHUS (PacOPSKEHMSI) B HUKHEHN €ro 4yacTH.

Eciu B Tekcre mpoekra akra [IpaButenbcrBa Poccuiickoit denepanuu yrnoMUHAIOTCS paHee
npuHsaTeie akThl [Ipesunenra Poccniickoit @enepannu win IIpaButenscrBa Poccuiickon denepanuu, T0
JIEJIaeTCsl CChUIKA HAa COOTBETCTBYIOIIMN OQHUIMANBHBIM HCTOYHUK HUX OIYOJNMKOBaHUS, HAIpUMED:
"(Cobpanue 3akoHoaatenbcTBa Poccuiickont @enepannn, 2017, N 14, ct. 2062)".

Ecnu noaroraBnuBaemslii akT [IpaBurensctBa Poccuiickoit @enepainuu BiedeT 3a co00i BHECEHUE
W3MEHEHUN WIN JONOJHEHUN B apyrue aktel IIpaBurensctBa Pocculickorn @enepannu, 3TM U3MEHEHUs
WIM JONOJIHEHUS BKJIIOYAIOTCS B IPOEKT IOJArOTaBIMBAEMOr0 aKTa WIM NPEICTABISIOTCS B BHIE
CaMOCTOATEJIBHOI'O aKTa OJJHOBPEMEHHO C HUM.

IIpoekr akrta IlpaBurenbcrBa Poccuiickon ®exepanuu 100 OpPraHU3alMyd  UCIOJHEHUS
denepanbHoro 3akoHa unu akra Ilpesmaenra Poccuiickoit denepanuu JOHKEH COAEPKATh CChUIKY Ha
COOTBETCTBYIOLIMH (penepanbHblif 3akoH uinu akT [Ipesunenta Poccuiickoit deneparum.

B mpoexrtax moctanosnenuii [IpaBurensctBa Poccuiickoit denepariuu ynoTpeOsitoTcs MOJHbBIE
ounmanbHble HAMMEHOBAHUSI OPraHOB M OpPraHU3alUi, B MPOEKTaX PaCIOpPsHKEHUH - UX COKpAlIeHHbIE
oQuIaTbHble HAUMEHOBAHUS.

JIokyMeHThl (pOrpaMMBbl, TIOJIOKEHUS, pPErJIaMEHThI, IUIaHbl, HOPMBI M Jp.), KOTOpbIE
MpeiaraeTcsl yITBEpAUTh IMOJArOTaBIMBaeMbIM MPOeKTOM akTa IIpaBurenbcTBa Poccuiickon denepanuu, B
00s13aTeIbHOM MOPSAKE MPUIIAralOTCs K TAaHHOMY IIPOEKTY aKTa.

IIpoextrr akTtoB IIpaBurenbcTBa Poccuiickoit ®denepanuu npencrasisaiores B IIpaBuTenbcTBO
Poccuiickoit denepanuu ¢ cCONpOBOAUTEIBHBIM TUCBMOM, B KOTOPOM YKa3bIBa€TCSl OCHOBAHUE BHECEHHUS
IIPOEKTA aKTa, a TAKXKE COJAEPKATCS CBEACHUS O COACPKAHWHM W COIJIAaCOBAaHUM IIPOEKTa AKTa WIH
OTCYTCTBUHM COIJIaCOBaHUS (C yKa3zaHMeM npuuuH). CONpOBOAMUTENBHOE MHCHMO MOJMHCHIBAETCS
pykoBoguTeneM (eaepaqbHOr0 OpraHa MCIOJHUTEIbHOW BIACTH WM JIMIIOM, HCHOJHSIOIIUM €ro
o0si3aHHOCTH. [IpoeKT akTa BU3MpPYETCs JIMIIOM, BHOCSIIUM MPOEKT, U COTJIACOBBIBACTCS B IOPSJIKE,
ycTaHoBlieHHOM PernamenTtom IIpaBurensctBa Poccuiickoit @eaepanuu.

O6pa3is! opopmienus npoekToB akToB [IpaBurenscrBa Poccuiickoit deneparyn npugaratoTcs.

[IpoekT
[IPABUTEJILCTBO POCCHUNUCKON @EIEPAUNN

I[TIOCTAHOBJIEHUE

24 mT
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MOCKBA

06 yTeBepxIeHMM [lpaBuil OEJIONPOM3BOILCTBA B (QelepalibHEIX OpTraHax
MCIIOJIHUTEJIbHOM BJIACTU

A
24-36 Ot
v
B cooTBeTCcTBMM CO cTaTbey 11 denmepasiIbHOTO 3axkoHa "OO mHOOpMaL MM
MHPOPMaLMOHHBIX TEXHOJIOTMAX n o sammTe mHOopMaumm" [IpaBUTENBCTBO
Poccurickom denmepaluuyM NOCTAHOBJIAET :
1. YreepouTh npuiaaraeMele I[lpaBuia
(Dajlee TeKCT He IPUBOIOUTCH)
A
36 OT
v
[lpencenaresic [lpaBUTENLCTBA
Poccurickonm denepaumnm n. damMmmnmsa

Oo0pa3sen opopmiieHus npoekta nocranosiaenus [lpasurenscra Poccuniickoit @exepannu

[IpoexkT
[IPABUTEJILCTBO POCCHUUCKOM OEIEPALIUN
PACIIOPSIXKEHUE
A
24 mT
v
or " " r. N
A
| 24 T
v
MOCKBA
A
24-36 nT
v
YTBepJ_'LMTb npuiiaraeMele TeXHNUYeCKue Tpe@OBaHMH K OpraHmM3almn
BBaMMO,Z[eIZCTBMF[ CHUCTEMBI MEXBEIJOMCTBEHHOI'O 3J2JIEKTPOHHOI'O ,JIOKYMeHTOO@OpOTa C
cucTeMaMm BIIEKTPOHHOTO OOKYyMEeHTOoOBbopoTa benepalibHEIX Opr'aHoOB
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MCIIOJIHMTEJIbHOM BJIACTH.

A
36 nT
v
[lpencemaTents IllpaBUTenbCTBAa
Poccuvickom Odenepalum N.damMmnmsa

Oopasen opopmienns npoexkra pacnopsizkenusi [IpasurenncrBa Poceniickoit Penepannu
puiaoxenne N 9
IMopsinok opopMiIeHUsI TPOTOKOJIOB 3aceJaAHUI (COBeLIaHUii)

[IpoToKOa COCTaBiISE€TCS HAa OCHOBAaHWU 3allUCE, MPOMU3BEACHHBIX BO BpeMs 3acelaHus
(coBemianusi), MPEACTaBICHHBIX TE3UCOB, JOKJIAIOB W BBICTYIUICHUM, CIPABOK, MPOEKTOB PEIICHUU U
JIpPYruX MaTepUalioB.

B rocynapcTBeHHBIX OpraHax, OpraHax MECTHOI'O CaMOYIIPABJICHUS IPOTOKOJIbI MOTYT U3/1aBaThCs
B monHOM ¢Qopme wunm kpatkod ¢Gopme, HpU KOTOPOM OMyCKaeTcss XOJ OOCYXKAEHHsS BOIpoca H
(UKCUPYETCS TOJILKO MPUHSITOE 110 HEMY PEIICHUE.

TeKkCT MOJIHOrO MPOTOKOJIA, KAK IPaBUIIO, COCTOUT M3 JABYX YacTel: BBOJHOM M OCHOBHOM. B
BBOJTHOM 4YacTHM YKa3bIBAIOTCS (QaMWIMM U WHULKAIBI TIpejacenarens (MpeaceaaTelbCTBYIOIIETO),
CeKpeTapsi, JHI], IPUCYTCTBOBABIIUX Ha 3aceJaHUM, ¥, IpU HEOOXOAMMOCTH, JIMII, MPUTIANICHHBIX Ha
3acemanne. Eciay KoMM4uecTBO MPUCYTCTBYIOIIMX MPEBBINIAET 15 denoBek, B BBOJHOM YacTH MPOTOKOJA
JIeNaeTcsl CChUIKA Ha CIHCOK NPUCYTCTBYIOUIUX, SIBIISIIOLIMNCA HEOTHEMJIEMOM YacThlO MPOTOKOJA,
HaIrpumep:

[TpucyrcTBOBanuU: 25 Yemn. (CIUCOK MpUIIaraeTcs).

Ecnu B 3acenanuu (CoBelIaHUM) MPUHUMAIOT y4acTHE MPEACTABUTEIN PAa3HbIX TOCYIapCTBEHHBIX
OpPTraHOB, OPTaHOB MECTHOTO CaMOYIPABJICHUS, OPTaHU3AlUN, YKA3bIBAETCSI MECTO PabOThl U JOJKHOCTD
Ka)X10ro Jinia. MHOTOCTpOYHbIE HAMMEHOBAHHUS JTOJXKHOCTEN MPUCYTCTBYIOIIMX ME€YATAIOTCA YEPE3 OJUH
MEXCTPOYHBIM HHTEPBAJL.

BBomHas 4yacTh MPOTOKOJIa 3aKaHYMBAETCS TMOBECTKOM JIHA, COJEp)Kallled IepedyeHb
paccMaTpUBaEMbIX BOIPOCOB, MEPEUHUCICHHBIX B MOPSIAKE UX PACCMOTPEHUS HA 3aCE€JaHUM, C YKa3aHUEM
TOKJIaTYhKa O KaXJIOMY paccMaTpuBaeMOMY BOIIpocy. Bompochl MOBECTKH HHS (HOPMYIHUPYIOTCS C
npemtoroM "o" ("06"), medararoTCs OT TPAHMIIBI JIEBOTO TOJIT U HYMEPYIOTCS apaOCKUMU Iudpamu.

OcCHOBHas 4acTh MPOTOKOJIA COCTOMT U3 Pa3/IeiOB, COOTBETCTBYIOIIMX IYHKTaM TOBECTKU JIHA.
TeKCcT KaxkI0ro paszaena CTPOUTCS M0 CXEME:

CIIVIIAJIA:

BBICTVYIINJIA:

I[MTOCTAHOBWJIU: (mnu PEHINJIN:).

OcHOBHOE conepKaHuEe JOKJIAaZ0B M BBICTYIUICHMM BKJIIOYAETC B TEKCT IPOTOKOJIA WA

npujaaracTcsa K HEMy B BUAC OTACIIbHBIX MATCPHUATIOB; B IIOCICAHCM CJIy4a€ B TCKCTC IMPOTOKOJIA ACIACTCA
orMmeTKka "TekcT BoicTyruieHus npuiaraercsa’. [locranoBineHue (penieHue) B TEKCT MPOTOKOIa BHOCHUTCS
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MOJTHOCTBIO B TOW (OPMYITHPOBKE, KOTOpas Oblla MPHHATA HA 3acelaHWd; MPH HEOOXOAMMOCTU
MIPUBOJISITCSL UTOTM TOJIOCOBaHUs: "3a - ... , MPOTHUB - ... , BO3AEPKAIOCH - ...".

CogepxaHre 0cOOOT0 MHEHHS, BBICKA3aHHOTO BO BpeMsi OOCYKICHHS, 3alUCHIBACTCS B TEKCTE
IIPOTOKOJIA TIOCTIE COOTBETCTBYIOIIETO MMOCTAHOBIICHUS (PEIICHHUS).

TekeT KpaTKoro INpOTOKOJIA TaKKE COCTOMT M3 JBYX 4YacTeil. B BBOJAHOM 4acTH YKa3bIBaIOTCS
uHUIMaIbl U (pamunuu npenceaarens (IpenceAaTebCTBYIONIET0), CEKpeTaps, a TaKKe HHHUIMAIBL U
(dbaMuIMK MPUCYTCTBOBABIIMX JIUII.

CnoBo "IIpucyrcrBoBasin" medaraercs OT T'PaHHUILBI JIEBOIO MOJIA, MOIYEPKUBAETCS, NIOCIIE CIOBA
cTaBUTCA JaBOeToure. Huke medararoTcss HaMMEHOBAHUS JOJDKHOCTEH MPUCYTCTBOBABIIUX, a CIpaBa OT
HAaUMEHOBAaHUS JOJDKHOCTEM - WX UWHUOUaIbl W ¢amwind. HauMeHoBaHMS JOMKHOCTEH MOTYT
YKa3bIBaThCSl 00OOIICHHO, HAIPUMED:

[lpycyTCTBOBAJINM

3aMecTuTe b MMHMCTPa 3KOHOMUUECKOTO
pa3zBuUTUA Poccurickon denepalum nN.o0. dammnma

BaMecTuTenM pykopommuresia Pocapxmba n.0. damumnmsa

B ocHOBHOI 4YacTH NMPOTOKOJIA yKa3bIBAa€TCS HOMEP BOIPOCA B COOTBETCTBUHU C MOBECTKOW MIHS,
coJiep>KaHue BOMPOCA U MPUHSTHIC PEIICHHUS.

HaunMmenoBanue Bompoca Hymepyercs apaOckoil mudpoil u gopmynaupyercs ¢ mpemiorom "o
("006"), meuaraercs IICHTPOBAHHO, ITOJAYECPKHBACTCS OJIHOM 4YEPTOM HWIKE IIOCIECIHEH CTPOKHM Ha
paccTosiHuu He 6osee unrepBaa. [lonx yepToil yka3piBatoTCs paMUINU JOTKHOCTHBIX JIML, BHICTYIMBILINX
npu OOCYXKIACHUH JaHHOTO Bompoca. daMumuss OCHOBHOTO MOKJIAT4YMKa yKaszbIBaeTcs nepBoi. Damunnu
neyvararTcs yepe3 1 MeKCTpOUYHBIA UHTEPBAJ.

Huxe neyaraercs mpUHSTOE MO BOMPOCY PEIlIEHUE.

[IpoTokon moANMUCHIBaeTCS MPEACENaTeNbCTBYIONMM Ha 3aceJaHuM M cekperapeMm. Jlaroii
MIPOTOKOJIA SBJSETCS JaTa 3acelaHus (COBEUIaHMs ).

[TpoTokonamM mpHcBauBarOTCs MOPSAKOBBIE HOMEpa B MpeJesiax KaJeHJapHOIro roja OTAENIbHO 10
KOKIOW TpyHne MPOTOKOJIOB: MPOTOKOJBI 3aceHaHMil KOJIJIETUH, MPOTOKONbI KOOPAMHAIMOHHBIX,
METOJUYECKHX, SKCIIEPTHBIX COBETOB U JIPYIMX OpraHoB. [IpOTOKOJIbI COBMECTHBIX 3acC€lIaHUN HMEIOT
COCTaBHbIE HOMEpA, BKIIIOUAIOIIUE TMOPSAKOBBIE HOMEpa MPOTOKOJIIOB OpraHU3alMi, MTPUHUMABIIUX
ydacTue B 3aC€aHHU.

Homepa moctaHoBieHHi (perienuii), n31aBaeMbIX Ha OCHOBaHHHM MPOTOKOJIOB 3aCeIaHHii, MOTYT
COCTOSITh U3 HOMEpa MPOTOKOJIa, HOMEpa paccCMaTpUBAEMOT0 BOIPOCA B MMOBECTKE JIHS.

K HOMEpam mpOTOKOJIOB M MOCTAHOBJICHUN (pelIeHUi) MOTYT MPUOABIATHCS OYKBEHHBIE KOJBI B
COOTBETCTBUU C CHCTEMOH pErucTpanuy, MNPUHATOM B TOCYJapCTBEHHOM OpraHe, OpraHe MEeCTHOTO
CcaMOyIpaBIEHUSI.

Konuu mnpoTokosnoB npu HEOOXOAMMOCTH pPacChUIAIOTCS 3aWHTEPECOBAHHBIM OpraHM3alUsIM U
JOJKHOCTHBIM JIMIIaM B COOTBETCTBUU C yKa3aTelleM PACCBUIKU; yKa3aTellb COCTaBJISET U MOAMHCHIBAET
OTBETCTBEHHBII HCHOJHUTENb CTPYKTYPHOTO IOJPA3JelIeHUs], TOTOBUBILIET0 pPAcCCMOTPEHHE BOIpPOCA.
JloBegeHne NpOTOKOJIOB 10 3aUMHTEPECOBAHHBIX JIUI] MOKET OCYILIECTBIATHCS B DJIEKTPOHHOM BUJIE.

B oTnenbHBIX CiTydasx MPUHSATHIC PENICHHUS] MOTYT JOBOJMTHCS JI0 3aMHTEPECOBAHHBIX JIUI B BHJIC
BBIMICOK M3 MPOTOKOJIOB, KOTOpBhIE OMOPMIISIOTCS Ha COOTBETCTBYIONIEM OJIaHKE, TMOIIMUCHIBAIOTCS
npenceaareneM (IpenceaTeNbCTBYIOIIMM) M CEKpeTapeM WM 3aBepsloTCsS MO MpaBUiiaM 3aBEpEHHUS
KOIUW JOKYMEHTOB.

[IpoTokomnbl mevaTaroTcs Ha OJIaHKE TPOTOKOJA, 00IIeM OJlaHKe WIJIM CTaHJIapTHOM JINCTE Oymaru
¢dopmara A4 11 UMEIOT CIIeTYIOIIUE PEKBUZUTHI:

- HaMMEHOBaHUE TOCYJAapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYIPaBJICHUS - YKa3bIBAeTCs
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nojHOe o(UIMaNbHOE W COKpalleHHOEe (B CKOOKax) HaMMEHOBAaHUS T'OCYAApCTBEHHOTO OpraHa, OopraHa
MECTHOT'O CaMOYIIPaBIICHUS;

- Bun gokymenta - [[POTOKOJI (eciu mporokon odopmiisiercs Ha oOmeM OnaHkKe WIn
crangaptHoM Jmcte Oymaru, ciaoBo I[TPOTOKOJI mnedaraercs mnponucHbIMH OyKBaMu Bpa3psaKy,
HOJTYXHUPHBIM 1mpudTOoM pazmepom N 17 1 BeIpaBHUBAETCS 1O LICHTPY);

- BUJ 3acelaHusi, COBELIAHUS OTAEISETCS OT MPEIbIAYIIEro PEKBU3UTA JABYMS MEXKCTPOUHBIMU
WHTEPBAJIaMU, I1€YaTACTCS MOYKUPHBIM MIPU(TOM U BBIPABHUBAETCSI 110 IICHTPY;

- MECTO TPOBEICHMs 3acelaHus (COBEIIaHMs): yKa3piBaeTcs (MpU HEOOXOJAMMOCTH), Yy KOTO
IPOBOAMTCA COBELIAHME WJIM B KaKOM MECTE; IeyaTaeTcs 4Yepe3 2 MEXCTPOYHBIX HMHTEpBaia I0CIe
peKBU3MUTA "BUJI 3aCEJaHUs], COBEIIAHUS" U BBIPABHUBAETCS 10 LICHTPY;

- JlaTa IpOTOKOJIa;

- PErUCTPALIMOHHBIN HOMEp MPOTOKOJIA;

- TEKCT IIPOTOKOJIA;

- moAnuch (TMOJAMUCH) - OTAENSAETCS OT TEKCTa 2-3 MEXKCTPOUYHBIMH HMHTEpBAJaMU M COCTOUT M3
ciosa "[Ipeacenarens”, ecnu 3acenanue (COBEIIAHKUE) MTPOBOIUIIOCH MO PYKOBOJACTBOM KOJIJIETHAIBHOTO
WIM COBEUIATEeIbHOr0 (KOOPAWHAIIMOHHOTO, METOAMYECKOIr0) OpraHa, WM HAaWUMEHOBAHHS JOJKHOCTH
Ju1a, MpeiceaaTebCTBOBABIIETO Ha 3aceaHuM (COBEILAHUM), CeKpeTaps, JIMYHON noanucu (moamnucei),
pacuindpoBKu noanucei (MHUIKUAIBL U Gpamunusi(v). B oTAeNbHBIX, YCTAaHOBIEHHBIX 3aKOHOIAaTEIbCTBOM
Poccuiickoit ®@enepanuu ciaydasx (Hanmpumep, MPOTOKOJbl aTTECTALMOHHBIX, KOHKYPCHBIX KOMMCCHUIA),
MOJIMMCBHIBAIOTCS BCEMH YIEHAMU KOMHUCCHH.

[Toanuck (moamuck) nevyaraeTcs OT JIEBOM IPaHUIIbl TEKCTOBOIO MOJI JOKYMEHTA.

OO0pa3ipl IPOTOKOJIOB MPUIIATAIOTCS.

Iep6*

[HAUMEHOBAHUE I'OCYJAPCTBEHHOI'O OPTAHA, OPTAHA MECTHOI'O
CAMOYIIPABJIEHUA]

IMPOTOKO.I
3acenanua HayyHno-rexHu4eckoro cosera

Mocksa

[IpencenarenscrByromuii - amunus 1.0.
Cexperaps - @amunus 1.0.
[TpucyrcrBoBaym: 30 yemoBek (CIUCOK MPUIIATACTCS)

[TOBECTKA JJHA:

1. O Mepax no peanu3anuy MpOrpaMMBhl ...
Joxinan 3amecturens PykoBoaurens ...
2. ...

1. CJIVIIAJIN:

®amunus N.0. - TeKCT 10KIIaaa IpUiiaraeTcs
BBICTYITNJIN:

@amuius N.0. - kpaTkas 3a1uch BbICTYIUICHUS
®ammns N.0O. - kpaTkas 3alUcCh BBICTYIUICHUS
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[NOCTAHOBUJIN:
1.1.

1.2. ...

2. CJIYIIAJIA:

[IpencenaTeJib CTRYOWLMN [Tognmce n.0. damMmiimda
CexkpeTapsb [Topgnmce n.0. dammnma

* I'ocynapcTBeHHbIi repd Poccuiickoit @enepanunu, repd (repaibaudeckuii 3HaK) cyobekra Poccuiickoit deneparyy,
MYHUIUNAIHHOTO 00pa3oBaHus

Oo0pa3sen opopmiieHHs TOJTHOTO POTOKOJIA
Iep6*

IMPOTOKO.I

coBelIaHms y PyKOBOI[I/ITeJIH [HaI/IMeHOBaHI/le rocyiapCcrBeHHOro oprana, oprana MeCTHoro

camoynpasJieHus |
NBAHOBA N.N.
N
Mocksa
[IpucyTcTrBOBAJN::
HamMeHOBaHME IOOJDXKHOCTU - dammyima U.O.
HarvMeHOBaHME OOJIXHOCTU - dammnma U.O.

1. O BBINOJHEHUH T'OJIOBOTO TJIaHA HAay4YyHO-UccienoBareabckoi padborst BHUJIA L

(Pamumus U.0., @amunus N.0., Gammusg U.0. ...)

1. IIpuHATH K CBEAECHUIO ...
2. Mupexropy BHUNIA/ ...

2. O BBEACHUU MED IIO ...

(Pamunus 1.0., Pamunus 1.0., Gamunus 1.0. ...)

1. YcTraHoBUTb, 4TO ...
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2. O0ecneunrs ...

PyxkoBoouTesib n.o0. dammnusa

* I'ocynapcTBeHHbIi repd Poccuiickoit @enepannu, repd (repaibaudeckuii 3HaK) cyobekra Poccuiickoit deneparyy,
MYHHIHUIIAJIbHOTO 00pa30BaHUs

pniaoxenne N 10
[ep6*
[HAVIMEHOBAHIE

I'OCYIAPCTBEHHOI'O OPT'AHA,
OPT'AHA MECTHOT'O

CAMOYTIPABIIEHVA ]
BamMecTuTe s OUpeKTopa
yi. I'eHepana EpmosioBa, m. 12, 10 HaydyHOU paboTe HUU
Mockma, 103000 Tpyla ¥ 3apabOoTHOM I1JaTEH
Tesr. 8 (495) 000-00-00, Tas./dpaxc 8
(495) 000-00-00 lleTpory II.II.
e-mail:aaal@gov.ru;
http://www.aaaa.ru e-mail:trud777@mail.ru
Ha N oT
N

@) HaIllpaBJICHUU 3aMeYaHUM Ha IIaH-
IMPOCIICKT HAYYHOI'O JOKJIaaa

YBaxaewmsiii [letp [letpoBuy!

Hamnpapnsem Bam 3ameuanusi U npeyioKeHus Ha TUIAH-TTPOEKT HaydHoro jAokiana "O mepax 1o
CTUMYJIMPOBAaHHUIO POCTAa 3apa0OTHON IJIaThl B PA3JIMYHBIX OTPACIAX HKOHOMMKH: OTEUYECTBEHHBIH U
3apyOexHbIN ONbIT".

[Ipunoxenue: Ha 5 71, B 1 3K3.
C yBaxkeHuem,

3amMecTuTeNb PyKOBOAUTEIS H.H. HoBukos

BacunbseBa Bepa BacuiibeBHa - Benyiuii ciequanuct Jlenapramenra...,
8 (495) 000-00-00, e-mail:Vasileva VV(@gov.ru

* I'ocynapcTBeHHbIi repd Poccuiickoit @enepannu, repd (repaibaudeckuii 3HaK) cyobekra Poccuiickoit deneparyy,
MYHHIHUIIAJIBHOTO 00pa3oBaHMs

Oo0pa3zen opopmiieHHs CTyKeOHOTO MUCHBMA
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IIpuiaoxenne N 11

TpuMepHbIii NepeveHb HepPerncTPHPYEMbIX BXOISIHX JOKYMeHTOoB *)

1. AHKeTHI (pe3toMe), HaNpaBIieMbIe B LIESAX TPYAOYCTPONUCTBA.

2. Byxrantepckue JOKyMeHTHI (OyXrajirepckasi OTUETHOCTb, CUeTa, cueTa-(pakTyphl, aKThbl CBEPKHU
B3alMOPACUYETOB, aKThl IPUEMKH-TIEPEIaYl OCHOBHBIX CPE/CTB, TOBAPHbIE HAKJIAHBIE).

3. T'OCTbl, TeXHUYECKUE PErIaMEHTbl, PYKOBOJSIIME U JAPYTHE JOKYMEHTHI MO TEXHUYECKOMY
pErylIMpOBaHMIO U CTaHIAPTU3ALINN.

4. I'pacduxu, HapsAbI, 3aBKH, pa3HAPSIIKH.

5. JokyMeHTHI (ITPOEKTHI JOKYMEHTOB), TPEOYIOIIHE MOAMUCAHNS (COTIIACOBAHUS, YTBEPKICHUS) U
MOCIEAYIOIIEr0 BO3BpaTa.

6. KonkypcHast JOKyMeHTaIusl.

7. HayuyHo-TeXHMYECKasl U IPOEKTHAS JOKYMEHTAIIHS.

8. Koppecnonaenuusi, aapecoBaHHasi paOOTHUKaM OpraHu3aluu ¢ mometrkon "JInyno".

9. Otuetsl 0 HUP.

10. TIlewatHpie wu3maHUs (KHWUTH, >KypHAJbI, Ta3€Thl), KaTajord, TEXHUYECKas JHUTEpaTypa,
TEMaTUYECKHE U CIelHallbHble COOPHUKH, TUIAKATHI.

11. IlozgpaBuTenpHble HUCbMa W TEJIErpaMMbl, OJaroAapCTBEHHbIE MHCbMa U TEJIErPaMMBbL,
MPUrIacUTEIbHbIC OUIETHI.

12. TIpelickypaHThI.

13. TIlpurnacutenbHble OUIETHI, IPUTTAIICHUS.

14. TIporpammbl KOH(pEPEHIINIA, COBELLIAaHUI.

15. Pexnamubie MaTepuasl (MMCbMa, INCTOBKH, MPOCTIEKTHI, OYKJIETHI).

16. YueOHble mi1aHbl, IPOrpPaMMBI.

17. ®opmpbl 1 O1aHKH, B TOM Yncie GOPMBI CTATUCTUYECKON U MHOM OTYETHOCTH.

IIpuaoxenne N 12

TunoBbie CPOKHM UCITOJTHEHUSA NOKYMECHTOB B IroCyI1apCTB€HHOM OpraHe, opraHne MeCTHOro

caMOyInpaBJICHUS
Bun nokymenta Cpox UCTIOTHEHHUS OcHoBaHue
[TapnamenTckuii 3am1poc HeE T03/1Hee YeM depe3 15 nHei Yacte 3 crateu 13 denepanbHOro
(3armpoc CogeTta CO JIHS TIOJTYyYEHHUS 3akoHa oT 8§ Masg 1994 r. N 3-®@3 "O
Ddenepanuy, MapJIaMEHTCKOro 3anpoca uiu B cratyce wieHa Cosera denepanuu u
l'ocynapctBenHoi JIlymbI)  WHOM, yCTaHOBJICHHBIHN craryce aenyrara ['ocynapcTBeHHOU
COOTBETCTBYIOILEH MTAJIATON Jymblr @enepanbaoro Codpanus
®denepansaoro Codpanust Poccuiickoit ®enepanun"
Poccuiickoit denepanuu cpok
3anpoc wiena CoBeta He no3aHee yeM yepes 30 e Yacte 3 crateu 14 @enepanbHOro
®enepaunu, nemyrara CO JIHS €ro MOJIy4eHUsl WA B 3akoHa oT 8 Mag 1994 r. N 3-®3 "O
l'ocynapcrBenHoi Ilymbl  MHOM, COTJIaCOBAaHHBIN C craryce wieHa Coera Denepanuu 1
(memyTarckoMy 3ampocy) — MHHULHAATOPOM 3ampoca CpoK craryce aenyrara ['ocynapcTBeHHON
Hymbr @enepanbroro Cobpanus
Poccuiickoit ®enepanun”
[IpencraBnenue CuetHoit B TeueHue 30 aHEH co AHS Yacte 4 cTatbu 26 OenepaibHOrO
nanatel Poccuiickoit BHECEHMS IIPEJICTABIICHUS B 3akoHa ot 5 anpens 2013 r.
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denepauun
IIpotect npokypopa Ha

MIPOTUBOPEYALINI 3aKOHY
MIPaBOBOM aKT

Me:XBeIOMCTBCHHbBIC

3alpoCkl O MPEACTABICHUN

JOKYMEHTOB U (WJIH)
HH(OPMALIAY B TEISIX
MIPeI0CTaBICHUS
rOCYJapCTBEHHBIX U
MYHHIIMIIATBHBIX YCIYT
XKanoba Ha HapymeHue
opsiIKa
MIPEOCTABIICHUS
roCyJapCTBEHHOM WM
MYHULUIIAJIBHON YCIyTH

02.06.20222

00bekT aymuta (korTpost)

HE no3aHee YeM B 10-JHeBHBIH
CPOK C MOMEHTA €ro
MOCTYIUICHHUS, a B CIy4yae
MIPUHECEHUs MTPOTECTa Ha
pelIeHue npeICTaBUTEIIbHOTO
(3aKOHOJATEIHPHOTO) OpraHa
cyowekta Poccuiickoit
denepanuu UM opraHa
MECTHOI'0 CAMOYTPABJICHUS - HA
OmKaieM

sacenanum )

5 pabouux JHEH co aHA
MOJTy4YEHUS 3armpoca

15 pabouux nneit co aHA
perucTparyu xKaaoobl

Cuctema 'APAHT

N 41-®3 "O CueTHOM najare
Poccuiickoit denepanun"

Yacts 2 crathu 23 DenepalibHOTO
3akoHa oT 17 stuBapst 1992 r.

N 2202-1 "O npokyparype
Poccuiickoit denepanun"

Yacte 3 cratbu 7.2 OenepaibHOIro
3akoHa ot 27 urons 2010 r.

N 210-®3 "O6 opranuzamnuu
MIPEA0CTABICHUS TOCYIaPCTBEHHBIX
1 MyHUIIUNIAIbHBIX yCcayT"

Yacts 6 crateu 11.2 OenepanbHOro
3akoHa ot 27 uroinsg 2010 r.

N 210-®3 "O6 opranuzauuu
MPEIOCTABIIEHUS TOCYIaPCTBEHHBIX
Y MYHHUITUTIATBHBIX yCIyT";
nocranoBienue [IpaButenscTBa
Poccuiickoit ®enepanuu ot 16
asrycrta 2012 r. N 840 "O nopsnke
M0J1a4yl U PacCCMOTPEHHUS Kajlod Ha
pelieHus u aevicreus (6e3aeiicTBue)
(dbeneparbHBIX OPraHOB
UCIIOJTHUTENLHOMN BIACTH U UX
JOJIKHOCTHBIX JINLL, (efiepanbHbIX
rOCy/IapCTBEHHBIX CITY>KaIIHX,
JTOJIKHOCTHBIX JIUIT
rOCy/IapCTBEHHBIX BHEOIOKETHBIX
dbonaos Poccuiickoit deneparuu,
rOCy/IapCTBEHHBIX KOPIOpaIuii,
HaJIeJIEHHBIX B COOTBETCTBHH C
benepanbHBIMU 3aKOHAMU
MTOJTHOMOYHSIMHU T10
IIPEIOCTABIIEHUIO TOCYIaPCTBEHHBIX
YCIIYT B YCTAaHOBJICHHOH cepe
JESTENILHOCTH, U UX JOJKHOCTHBIX
JIW1I, OpraHu3aIum,
MPEeAYCMOTPEHHBIX YacThio 1.1
cratbu 16 denepanbHOro 3aK0HA
"O06 opranuzaluy MperoCTaBICHUs
rOCy/1apCTBEHHBIX U
MYHHUIMIIAIBHBIX YCIYT", U UX
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Xanoba na oTkas oprana,
MIPEJOCTABIISAIONIETO
rOCyJIapCTBEHHYIO YCIIYTY,
€ro JOJDKHOCTHOTO JIMIIA,
MHOT0(YHKIIHOHATHHOTO
LIEHTpa, ero
JOJKHOCTHOTO JIUIIA,
paboTHUKa,
MPUBJIEKAEMOI
OpraHu3aIiy, ee
paboTHUKa B IpUeMe
JOKYMEHTOB Yy 3asIBUTEJIS
1100 B UCTIPaBICHUH
JOITYIIIEHHBIX OTICYaTOK U
(wm) omMOOK UK B
cirydae 00)ajaoBaHUs
3asiBUTENIEM HapyIIeHUs
YCTaHOBJIEHHOTO CPOKa
TaKUX UCTPaBICHUM

[TucemeHHOE OOpaleHue
rpakJaH1HA,

02.06.20222

5 pabouux JHEH co AHS
perucTpanuu

30 gHel co mHA peructpanuu (B

HUCKIIIOYUTCIIBHBIX CIyYasax

Cuctema 'APAHT

pabOTHUKOB, a TAKKE
MHOTO(YHKIIMOHATIbHBIX LIEHTPOB
IIPEIOCTABIIEHUS TOCYIaPCTBEHHBIX
Y MYHUIUTIATBHBIX YCIYT U UX
paboTHUKOB"

[TynkT 15 mocraHoBieHUs
IIpaBurenscTBa Poccuiickoi
®enepanuu ot 16 aBrycra 2012 1.
N 840 "O nopsinke nojgayu u
pPaccMOTpPEHHUS Kanod Ha peleHus: 1
neicTBus (0e3neicTBue)
benepanbHBIX OPraHOB
HCIIOJIHUTEJILHOM BJIACTU U UX
JOJIKHOCTHBIX JINLI, (hefepatbHbIX
rOCyJIapCTBEHHBIX CITYXKaIUX,
JTOJIKHOCTHBIX JIUIT
rOCYJIapCTBEHHBIX BHEOIOHKETHBIX
dbonaoB Poccuiickoit deneparuu,
roCyAapCTBEHHBIX KOPIIOPALIUH,
HAJENIEHHBIX B COOTBETCTBHH C
(benepabHBIMU 3aKOHAMU
MOJIHOMOYUSIMU TIO
IIPEIOCTABIICHUIO IOCYIaPCTBEHHBIX
yCIIyT B YCTaHOBJIEHHOH cepe
JESITEIbHOCTH, U UX JOJKHOCTHBIX
JIUII, OpraHu3aluH,
IIPEelyCMOTPEHHBIX YacThio 1.1
cratbi 16 denepanbHOro 3aK0Ha
"O6 opranuzanuy NpeoCTaBICHUs
roCyAapCTBEHHBIX U
MYHHUIIMNAJIBHBIX YCIYyT", U UX
pabOTHUKOB, a TAaK¥Ke
MHOTO()YHKITHOHAJIBHBIX [IECHTPOB
MIPEA0CTABIICHUS TOCYIaPCTBEHHBIX
1 MYHUTIUTIATBHBIX YCIIYT U UX
pabotHukoB" (BMecte ¢ [IpaBunamu
M0JIa4yl U PacCCMOTPEHHUS Kajlod Ha
pelieHus u aevictus (6e3aeiicTBre)
(beneparbHBIX OPTaHOB
UCTIOJTHUTENILHON BIACTH U UX
JOJKHOCTHBIX JINLL, (efepatbHbIX
rOCyAapCTBEHHBIX CITYXaIUX,
JTOJIKHOCTHBIX JIUIT
rOCy/IapCTBEHHBIX BHEOIOKETHBIX
dbonaos Poccuiickoit deneparuu, a
Takke ['ocynapcTBeHHOM
KOPIOpAaILKK [0 aTOMHOU SHEPTUU
"PocatroMm" 1 ee TOTKHOCTHBIX JIMII)
[TynkTsl 1, 2 ctaten 12
denepanabHOTO 3aKOHA OT 2 Mast
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OpraHu3aluu

[TuceMenHoe obparnieHue
rpaX/JaHlHa,
opranuzanuu o ¢pakrax
BO3MOJKHBIX HAPYILICHUI
3aKOHO/IaTEIbCTBA
Poccuiickoit denepanuu B
chepe Murpanuu

3anpoc rocyaapcTBEHHOTO
oprasa, OpraHa MECTHOTO
caMOyMpaBJIeHUS WU
JOJKHOCTHOTO JINLIA B
CBSI3M C PACCMOTPEHUEM
oOpallieHu# Tpak/iaH,
OpraHu3anuin

3anpoc undopmamuu o
NeSITEIbHOCTH
rocyAapCTBEHHBIX
OpPraHOB U OPTaHOB
MECTHOI'O
caMOyIpaBJICHUS

3anpoc, He OTHOCSAIIUNUCS
K JIeSTEIbHOCTH
rOCYJapCTBEHHOTO OpraHa
WM OpraHa MECTHOTO
CaMOYIIPaBJICHU, B
KOTOpBIE OH HAINpaBJeH

3anpoc opraHos
rOCyJapCTBEHHOTO
KOHTpoJIs (Haj30pa),
OpraHoB
MYHUIUIIAJIBHOTO
KOHTPOJIS

02.06.20222

MPOJIJIEHUE CPOKA PACCMOTPEHUS
oOparienus He 6osee yem Ha 30
JTHEH )

20 nHE# co AHS perucTpanuu

15 nueit

30 nHe co IHS perucTpaluu,
€CJIM HTHOE HE MPEAYCMOTPEHO
3aK0HOIaTEILCTBOM Poccuiickoi
®denepannu (C BO3MOXHBIM
MPOJIJICHUEM CpOKa
paccMOTpeHHs 3ampoca He Ooee
yeM Ha 15 gHei)

B TeUCHHE 7 JHEH CO THSI
perucrtpanuu 3amnpoca (B
rOCYJIapCTBEHHBIN OPTaH WA
OpraH MECTHOTO
caMOYTIpaBJIeHUs, K
MOJTHOMOYUSIM KOTOPBIX
OTHECEHO IMPE0CTABIICHHE
3arpammBaeMoil nHpopMmalmn)
He Oosiee 5 pabouux AHEH co qHS
MOCTYTICHUS

Cuctema 'APAHT

2006 r. N 59-@3 "O nopsiake
paccMOTpeHHUsI 0OpalIeHH rpaXaaH
B Poccuiickoit deneparun"

[Tynkr 1.1 crarbu 12 denepanbHOro
3akoHa N 59-@3

Yacts 2 crathu 10 denepaibHOrO
3akoHa N 59-03

Cratba 18 denepanbHOro 3akoHa OT
9 pespans 2009 r. N 8-d3 "O6
o0ecrnieyeHnu A0CTyna K
MH(pOpMaLIUU O JEATEIBHOCTH
rOCyJapCTBEHHBIX OPTaHOB U
OpraHOB MECTHOI'O
camoynpasiyieHus"

Cratps 18 denepaibHOTO 3aKOHA OT
9 ¢pespans 2009 r. N 8-d3 "O6
o0ecreueHnt JoCTymna K
UHGOPMALIUH O AEATEIbHOCTH
roCyJ1IapCTBEHHBIX OPTraHOB U
OpraHOB MECTHOTO
caMoyrmpaBiieHus "

[TynxT 4 [IpaBui HanpaBieHUs
3arpoca U NoJydyeHus Ha
0e3BO3ME3THON OCHOBE, B TOM
qucye B JJIEKTPOHHOU dopme,
JIOKYMEHTOB U (WJIH) HHGOpMaluu
OpraHaMM rocy1apCTBEHHOTO
KOHTpOJIA (Haa30pa), opraHaMu
MYHHIIMIIAJIHOTO KOHTPOJIS IPU
OpraHu3aliy U MPOBEICHUU
IIPOBEPOK OT UHBIX
roCy/1IapCTBEHHBIX OPTraHOB, OPTraHOB
MECTHOT'O CaMOYTPaBJICHUs JINO0
10/IBEIOMCTBEHHBIX
rocyJ1apCTBEHHBIM OpraHaM WIIH
OpraHaM MeCTHOT'O CaMOYITPaBJICHHUS
OpraHu3alui, B paclopsLKeHUU
KOTOPBIX HAXOAATCS 9TH TOKYMEHTHI
U (nm) nHopMaIus, B paMKax
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3amnpoc
VH0IHOMOYEHHOTO I10
MpaBaM YeJIOBEKa B
Poccuiickoit deneparuu

3aKIroucHue
VY1I0JIHOMOYEHHOT'O 1O
IpaBaM 4eJIOBEKa B
Poccuiickoit deneparuu

OOpanicane
OO0111eCTBEHHOI MMaIaThI

3anpoc OO01IecTBEHHOM
nanatel Poccniickoi
Odenepanuu

3anpoc OO01IecTBEHHOI
nanatbl CyobeKTa
Poccuiickoit denepanun

3arpoc apOUTpa>KHOTO
YIPaBJIAIOLIETO

3ampoc
YIOJIHOMOYEHHOTO 110
npaBam
npeAnpUHUMAaTeNen

HeE no3aHee 15 qHe co gus
MOJIy4eHHs 3arpoca (eciiv B
CaMOM 3aIpoce HE YCTaHOBJICH
HWHOM CPOK)

MECSIYHBIN CPOK

B TeueHue 30 aHei co HsA ero
peructpanvu (B
UCKJTFOUYUTENBHBIX CITyJasix
MIPOJVIEHHE CPOKA PACCMOTPEHUS
He 6onee yem Ha 30 gHeil)

He no3Hee yeM dyepe3 30 qHei
CO JIHS MOJIy4YeHHUs 3amnpoca (B
HCKITIOYUTENBHBIX CIIy4asX, M0
pereHuto OOIIECTBEHHON
NaJIaThl, - HE MO3/JHEE YeM Yepe3
14 nueit)

B TeueHnu 30 gHEH co IHA
perucrpanu 3amnpoca (B
HCKITIOYUTENBHBIX CIIydasx
npoJJieBaeTcs He 0oJiee, 4eM Ha
30 nueit)

B TeUeHUe 7 JHEH co JHA
MOJIy4eHus 3arpoca 6e3
B3UMAaHUA IJIATHI

B CPOK, HE
npeBblaonuil 15 aueit co qgus
MOJYYEHUSI COOTBETCTBYIOIIETO
oOpareHus

MEKBEIOMCTBESHHOT'O
HH(pOPMAITMOHHOTO
B3aUMO/ICHCTBUS, YTBEPIKICHHBIX
noctaHoByieHreM [IpaBuTenbpcTBa
Poccuiickoit @enepanuu ot 18
anpenst 2016 r. N 323

Yacts 2 crathu 34 OenepalibHOTO
KOHCTUTYIIMOHHOT'O 3aKOHA OT 26
despans 1997 r. N 1-OK3 "O6
YII0JTHOMOYEHHOM TI0 TIpaBam
yenoBeka B Poccuiickoit
Oenepanun"

Cratps 35 ®enepaiibHOTO
KOHCTUTYIIMOHHOTO 3aKOHA OT 26
¢deBpans 1997 r. N 1-OK3 "O6
VYII0JTHOMOYEHHOM TI0 TIpaBam
yenoBeka B Poccuiickoit
denepanun"

Yacts 1, 2 crareu 17 OenepanbHoro
3akoHa oT 4 anpesns 2005 r.

N 32-03 "O6 OOmecTBEHHOM
nanare Poccuiickoit deneparun’

Yacts 3 crateu 24 OenepalibHOTO
3akoHa ot 4 anpens 2005 r.

N 32-®3

"O6 OO1IecTBEHHOM MHajaaTe
Poccuiickoit @enepanun”

Yacts 2 crateu 12 denepaibHOTO
3akoHa ot 23 utons 2016 r.

N 183-D3 "O6 o6uwmx npuHIHIAaX
OpraHu3aIiy U IeITeTbHOCTH
OOIIIECTBEHHBIX MajaT CyObEKTOB
Poccutickoit ®enepanun"

ITynkr 1 crareu 20.3 denepanbHOro
3aKoHa oT 26 okTs0ps 2002 r.

N 127-®3

"O HECOCTOATENBHOCTH
(bankpotctBe)"

®denepanbHbIN 3aKOH OT 7 Mast
2013 r. N 78-®3 "O06
YIOJIHOMOYEHHBIX TI0 3aIHUTE IMPaB
npeanpuaumarenei B Poccuiickoi
Oenepanun"

IMpniaoxenne N 13
HanmenoBanue opranu3anuu
02.06.20222
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HaumeHoBaHue CTpyKTYpHOTO

No/Ipa3iesIeHus

HOMEHKIJIATYPA JEJI

Ha roxg

HNupexc 3aroyioBOK jiena KommuectBo Cpox xpanenust | IIpumeuanue
aena TOMOB u N ctathu 1o
(vacreit) MIEPEYHIO
1 2 3 4 5
Haspanue paznena

HammMmeHOBaHME IOOJIKHOCTU
PYKOBOIOUTENA CTPYKTYPHOI'O
nompasnesyieHnd

OaTa

COTJIACOBAHO*

[IpoToxkoy 3K CTPYKTYPHOTO
nompasnesyieHud

oT N

[Nognuce

* IIpu Haymunu DK cTpyKTYpHOTO Mopa3/ieeHusl.

PacumdppoBKa MNOIONUCU

®opmar A4 (210 x 297 mm)

®opMa HOMEHKJIATYPBI [1eJI CTPYKTYPHOI0 NOAPAa3/ieIeHUsl TOCYAapCTBEHHOI0 OPraHa, OpraHa

[Iponomxenue npunoxenus N 13

HTorosas 3anuch o KaTeropusax u KOJIH4eCTBE 1€J1, 3aBC/ICHHLIX B

MECTHOT0 CAMOYNpPaBJIeHUSI

roay B OpraHu3anuu

ITo cpoxam xpaHeHus Bcero B ToM gncie:
TEPEXOASAIINAX C OTMETKOH
H3HKH
1 2 3 4

ITocTostHHOTO

Ilepemennoro (cBbie 10 ner)

Bpemennoro (1o 10 et

BKJTFOUUTETHHO)

HUTOTI'O:
HarvMeHOBaHME OOJIKHOCTU
pykoBOOMUTENd CJyX0Oe HOY Ilognuce Pacumpporka HOOOOMUCHU
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TaTa
VToTOBEIE CBelleHMA IIepellaHbl B apXUB.

HamMeHOBaHMe OOJDKHOCTM JIMLla
nepenaBuero CBeneHUd [loonmcseb Pacumpporka NOONNCU

TaTa

®opmar A4 (210 x 297 mm)

IIpuaoxenne N 14

HarmMeHOBaHUE OpTraHM3alilM

HOMEHKJIATYPA IOEJI YTBEPXIA
PyKOBOHMTeﬂb OpraHM3aluunmn
I[Toonmuce Pacumpporka

Ha Ton IOOnMCHU
ITaTa

HNupexc 3aroyioBOK ziena KonuuectBo | Cpok xpanenust | Ilpumeuanue
aena aen u N cTaThu N0
EPEUHIO
1 2 3 4 5
| HaBBaH‘I/Ie paszena ‘

HarvMeHOBaHME OOJIXHOCTU
pykoBoOOUTENd CJIyXx0Oe HOY
opraHmM3alumum [Tognmce Pacumdpporka HNOJOUCHU

Busa pykoBOIOMTEJIA apxXuBa
(Imua, OTBETCTBEHHOTO 3a apXMB)

COTJIACOBAHO COIJIACOBAHO
[IlpoToxomn IISK (9K) [IpoTokos JIK apxMBHOTO yUYpEeXIeHUS
oT N oT N

®opMa HOMEHKJIATYPHI J1eJ1 TOCYyJaPCTBEHHOT0 OPraHa, OpraHa MecTHOI0 CaMOYTNPaBJIeHUs
(CBOIHO¥ HOMEHKJIATYPBHI /1eJ1)

IIponomxkenue npunoxenus N 14

HTroromsas 3anuch o KaTeropusx u KoJIn4eCTBe A€, 3aBCICHHbIX B roay B OpraHusanvu

| ITo cpokam XpaHeHHs \ Bceero B Tom uucno:
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MEPEXOISAIIUX C OTMETKOM
HSHKH
1 2 3 4

[TocrosHHOTO

Bpemennoro (cBoimie 10 ser)

Bpemennoro (o 10) net

BKJTFOUUTEIIHHO)

HUTOTI'O:
HamMeHOBaHME IOOJIXHOCTM
pykoBOOUTEJId CJIyX0Osl HOY [Tonnuce PacumppoBka NOONUCUK
TaTa
VToroBele CBeleHMA IIepellaHbl B apXUB.
HamMeHoOBaHMe IOOJIDKHOCTM JIMLla
nepenaBumero CBeOeHUS lloonmcob PacumppoBkra NOONUCHK
TaTa

®opmar A4 (210 x 297 mm)

Ipunoxenune N 15

IHopsiiok 3anoiHeHusi rpag HOMEHKJIATYPBI /1eJl TOCY1apCTBEHHOI0 OPraHa, OpraHa MecTHOI 0
caMoynpasBJIeHUs!

Homenknarypa nenn rocyaapcTBEHHOTO OpraHa, OpraHa MECTHOIO CaMOYITPaBJIEHHs COCTABIIAETCS
1o yctaHoBJeHHOU ¢opme (punoxkenus N 14, 15 k HacTossmuM MeToIuYecKUM PEKOMEHIAITUSM ).

B cootBercTBUUM ¢ myHKTOM 6.14 [IpaBuin nenonpon3BOJACTBa B HOMEHKIATYPY JA€N BKIIOYAIOTCS
3aroJIOBKU JIeJl, OTpakarollue JesTeIbHOCTh CTPYKTYPHBIX MOJpa3felieHuil rocy/lapCTBEHHOIO OpraHa,
OpraHa MECTHOIO CaMOYIPAaBJICHHUsI TIIOCTOSSHHO M BPEMEHHO JICHCTBYIOIIMX COBEILATENIBHBIX H
KOOpPJMHAIIMOHHBIX OpraHoB (KOJUIETMM, COBETOB, KOMHCCHUH U Jp.), B TOM UHCIE JIOKYMEHTHI,
coJiepKallie CBEJCHUs OTPaHUYEHHOTO JIO0CTyNa (OrpaHUYEHHOTO PaclpOCTPAaHEHUs), PETUCTPALIHOHHBIE
U yUYETHBIE JKYpHaJIbl, KAPTOTEKU, Oa3bl JAaHHBIX, B HEOOXOIUMBIX CIIydasix - KOMHUU JOKYMEHTOB.

3arooBKU AJEKTPOHHBIX JEN BKIIOYAIOTCS B HOMEHKJIATYPY JeN MO TeM K€ MpaBujaM, 4To U
3aroJIOBKU JeJ1 Ha OyMa>kHOM HOCHUTEJNE.

He BkitouaroTcsi B HOMEHKIIATYPY JIE]T MEPUOIUIECKIE U3AaHUS, KHUTH, OPOIIIOPEHI.

B rpade 1 HOMEHKIAaTypbl Jel NPOCTABISIIOTCS HMHAEKCHl KaXJOTro Jieda, BKIIOYEHHOTO B
HOMeHKJIaTtypy. MWHaekc nema Qopmupyercs B TOpsJIKE, YCTAaHOBICHHOM HMHCTPYKIHUEH 10
JIEJIONPOU3BOJICTBY FOCYAapCTBEHHOT0 OpraHa, opraHa MECTHOTO camoympasienus. Kak mpaBuiio, HHAEKC
Jiella COCTOMT M3 YCTaHOBJIEHHOTO B TOCYAAPCTBEHHOM OpraHe, OpraHeé MECTHOIO CaMOYIpPaBJICHUS
nudposoro (OykBeHHO-IIUPPOBOTO) 0003HAUEHHUS (KO/AA) CTPYKTYPHOTO TMOAPA3IACICHHUS U TOPSIKOBOTO
HOMEpa 3arojoBKa Jiefla B Mpejaenax pasjelia HOMEHKIATypsl jaed. MHAeKkcwl aen 0003HadaroTcs
apabckumu nudppamu. Hampumep: 12-05, roe 12 - kox ctpykrypHoro nozapaszaenenus, 05 - mopsiikoBbIi
HOMEp 3aroJjIoBKa Jiejia B pa3Jielie HOMEHKIATyphl A€eIl.

B HOMeHKIaType Jenl peKOMEHAYeTCsl COXPaHATh OJMHAKOBbIE MHAEKCHI JJIsi OAHOPOIHBIX €Nl B
npezeax pa3HbIX CTPYKTYPHBIX MOAPA3ACIICHUN; I IEPEXOASAIINX €T UHJIEKC COXPaHSIeTCsl.

B rpady 2 HoMeHKIATypHI A€ BKIIOYAIOTCS 3ar0JI0BKHU JIE (TOMOB).
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B coorBerctBUM ¢ nyHkToM 6.19 IlpaBun nenonpou3BOACTBA 3arojiOBOK Jelna JODKEH B
000011eHHOM (hopMe OTpakaTb OCHOBHOE COJIEPKAHUE U COCTAB IOKYMEHTOB Jefa.

3aroyioBOK Jelia JOKEH OTpakaTh MPU3HAK (MPU3HAKH), IO KOTOPOMY(BIM) OHO c(hopMHpOBaHO.
[Tpu3Haky, MO KOTOPBIM CTPOSITCS 3ar0JIOBKH /1€ U IPUMEPHI 3aT0JIOBKOB JI€JT TPUBEACHbI B TabuIe 1.

Ta6auna 1. IIpu3naxku ¢popMupoBaHus 3ar0J10BKOB e/

OCHOBHO# TPU3HAK
1) HOMMHANBHBIN

2) aBTOpCKHA

02.06.20222

3HaveHHE NMPU3HAKA
yKa3aHue B 3ar0JIOBKE JieTia
HauMEHOBAaHUS BUIA
JIOKyMEHTA(OB), BKIIOYEHHBIX B
JIeJI0 / Ha3BaHUSI COBOKYITHOCTHU
noKkyMeHToB ("'mepenucka') /
0000IIIEHHOTO HAa3BaHU
"moxymeHThI"*

* Tlocne cnoBa "JOKYMEHTHI" B
CKOOKaX MEepeyuncCIIsitoTCs 1Ba-TPU
Ha3BaHMsI BUJIOB JTOKYMEHTOB,
BKJIFOYCHHBIX B JIETIO;

cJI0BO "Heno" ucnomab3yercs,
€CITU B JIEJIO BKJIIOUYAIOTCS pa3Hble
0 BUJY JIOKYMEHTBI, HO
OTHOCALINECS K OTHOMY JIUILY
WIH OOBEKTY

yKa3aHUe B 3aroJIOBKE Jielia
Ha3BaHUs aBTOPa(OB)
JIOKYMEHTOB (OpraHu3aluu,
CTPYKTYpPHOTO MOApa3IeICHHUS,
COBEIIATEJILHOTO UITU
KOOPJIUHAIIMOHHOTO OpraHa,

Cuctema 'APAHT

[Ipumep 3aroaoBKOB
ITpuxasbl ynpaBiieHUs: 10 OCHOBHOM
JIEeATEIbHOCTH

[Tpuka3sl MEHUCTEPCTBA 1O
Hasoram u coopam. Konuun

Pacniopsixenust pyKoBOIUTENSA
YIIPABJICHUS 110 OCHOBHOM
JIEATEIbHOCTH

[IpoToKomBI 3ace1aHNil KOJUIETHU
VYnpasnenus PHC no r. Mockse

Kuuru u peructps no
OyXraiarepckomy y4ery

[Tepenucka ¢ I'maBHBIM
YIPaBIEHUEM

roCy/IapCTBEHHOM CIIy>KObI U KaJIpOB
O MOBBIIIEHUH KBaJIU(UKALIIH
CITyKallux

IIepenucka co cpencreamu
MaccoBOW nHpopManun

OOpareHus rpaxJad U nepenrcka
10 UX PaCCMOTPEHUIO

JloKkyMeHTHI (CIIpaBKH, pacyeThl,
aKTHI ¥ Ip.) 00 OpraHu3anum u
MIPOBEJICHUH 3KCIIEPTU3bI

Jlemo oOmecTBEHHOTO
00BeAMHEHHUS, TIPOIIIE IIIETO
rOCyJapCTBEHHYIO PETUCTPAIHIO
[Tnanbl pabOTHI KOJJIETUH
MuHucTepcTBa Ha 2019 rox

[IpoTokonsl 3acenanuii CoBeta
JTUPEKTOPOB 00IIEeCTBA
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JOJKHOCTHOTO JIUIIA U JIP.) JlokJtaiHbIE 3aIUCKU
PYKOBOJUTEINEH CTPYKTYPHBIX
MOJpa3/IeICHU PyKOBOJICTBY

oOrrecTBa
3) KOppEeCHOHIEHTCKUI YKa3aHHE B 3ar0JIOBKE JETIa [Tepenucka ¢ uncnexkusamu @HC
Ha3BaHUs OpPraHU3aluu 1o ropoy Mockse 1o Bonpocam
(opranuzanuii), 10JIKHOCTHBIX OyXranTepcKoro yuera u

JIMIL ¥ JIP., OT KOTOPBIX HOIYYEHBl  OTYETHOCTH
AOKYMCHTBI, BKIIFOYCHHBIC B J1CJI0
[lepenncka ¢ nmpeAnpuUATHIMU
rpynns! komnanuii "Cesepcraiib'o
IOCTAaBKE MPOTYKIIUH

4) npenMeTHO- OTpPa)KEHUE B 3aroJI0BKE Jesa Kypnai ydera 0TKa30B B
BOIPOCHBIH KpaTKOIo COJIepKaHus rOCyJapCTBEHHOH perucTpanuu
JIOKYMEHTOB JleJa 00111eCTBEHHBIX 00BETUHEHU

Ilepenucka o Bonpocam
HOTapuaTa, aJjBOKaTypbl U IPaBOBOI
oMo

JloKyMeHTHI (IIpHUKa3bl, COTJIAIIEHUS
MEXIy HOTapUyCaMH, 3asiBJICHUS,
MHMCbMa-pPEKOMEHAIMN) O Ilepeiaye
IIOJIHOMOYHMI BPEMEHHO
OTCYTCTBYIOIIMX HOTApUYyCOB

5) XpOHOJIOTHUYECKHI yKa3aHue AaTel (Iepuoja), K [lItaTHOE pacnvcanue
KOTOPOMY(BIM) OTHOCSITCS I'maBHOTO ynpasienus Ha 2019 1.
JIOKYMEHTBI JIe1a Konus

[Tnane! pabotel ['maBHOTO
YIIPABJICHUS U €T0 NOApa3/IeICHUN.
ITonyronossie

Bbyxrantepckuii 6ananc. ['ogoBoit

Byxrantepckuii 6anasc.
KBapranbHblit

Pacuetsr cmeThl Ha 2019 1. 1O
OIOIKETHBIM ACCUTHOBAHUAM.

6) reorpaduyeckuit BKJIIOUEHHE B 3ar0JI0BOK JIeJIa 3aKoHOMaTENbHbIE, HHBIC
Ha3BaHUS MECTHOCTHU HOPMAaTHBHBIE MPABOBHIE AKThI
(TeppuTopumn), ¢ KOTOPOIt MPECTaBUTEIBHBIX U
CBSA3aHO COJIEP)KaHUE WCIIOJTHUTENIbHBIX OPraHOB BJIACTH
JIOKYMEHTOB Jiea ropoga MocKBsI

OTueThl 00pa3oBaTEIbHBIX
YUpeKACHUH 00111ero
poeCCHOHAIBHOTO 00pa30BaHUs
3ana,uHor0 AIMHUHUCTPATUBHOT'O
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OKpyra roposia Mockssl
7) ormetka "Konun" yKa3aHHE Ha KOMMHUIUHOCTh ITpukassl 001IeCTBA IO OCHOBHOM

JIOKYMEHTOB JIeJia; BKJIIoYaeTcss B AestenbHocT. Konuu

0001 3aroJIoBOK JieJ1a, eCiH B

JIEJI0 TTIOMENIAIOTCSl KOITUU [Ipukassl 1 pacriopsKeHUs

JIOKYMEHTOB Muntocra Poccuu o opranuzanuu
paboThI Cy1eOHBIX
MpUCcTaBOB-ucnonHurenei. Konun

3aroyioBOK Jiela COCTOMT M3 DJIEMEHTOB, PACIoJiaraéMblX B CJEIYIOIIeH IMOCie0BaTeIbHOCTH:
Ha3BaHME BUJA Jiena (Iepenucka, )KypHal U Ap.) WIK Pa3HOBUIHOCTH JTOKYMEHTOB (IIPOTOKOJIbI, IPUKa3bl
U Jp.); Ha3BaHUE TOCYJAapCTBEHHOTO OpraHa, OpraHa MECTHOI'O CaMOYIPAaBIIEHUS, CTPYKTYpPHOTO
noJpa3/iesieHusl WIK JOKHOCTHOIO JIMIA (aBTOp JOKYMEHTA); Ha3BaHWE OpraHMU3allMM, KOTOpOH OynayT
aJipecoBaHbl WU OT KOTOPOH OyIyT MOJy4YyeHbl JOKYMEHTHI (aapecar WM KOPPECIOHACHT JOKYMEHTA);
KpaTKOE COJEep)KaHUE JOKYMEHTOB J[IeJla; HA3BaHME MECTHOCTH (TEPpUTOpPUHU), C KOTOPOH CBSI3aHO
coJiep>KaHue JTOKYMEHTOB Jiena; aata (Iepruoa), K KOTOPOil OTHOCATCS JOKYMEHTHI JIefia.

Ecin pgemo, BkiIOYaeMoe B HOMEHKJIATypy Jell, COCTOMT U3 OJMHAKOBBIX BHJIOB WU
Pa3HOBUAHOCTEH JOKYMEHTOB, B 3ar0JIOBKE TaKOTO Jefia YKa3bIBaeTCsl HAMMEHOBAHHE BHUJIOB JJOKYMEHTOB,
HanpuMep:

[Tpuka3bl MUHHCTEPCTBA 10 OCHOBHOM JIESITEIbHOCTH.

B zaronmoBkax gen, coaepKamux JOKYMEHThl II0 OJHOMY BOIIPOCY, HO HE CBS3aHHBIX
MOCIIEI0BATEIbHOCTHIO UCIOMHEHUS, B Ka4eCTBE BHJA Jelia YNoTpeOisieTcs TepMUH "JOKYMEHTHI", a B
KOHIIE 3arojioBKa B CKOOKax yKa3bIBAIOTCS OCHOBHBIC PAa3HOBUAHOCTH JOKYMEHTOB, KOTOPBIE TOJIKHBI
OBITH CIPYNIIUPOBaAHbI B Jiene (0030pbl, CBOAKH, CIPABKU U T.J.), HATPUMED:

JIOKYMEHTBI 0 pacCMOTPEHUH OOpaleHui rpaxkaad (0030pbl, CBOJIKH, AaHAIUTUYECKUE CIIPABKH).

B 3aronoBkax e, coaepiKalluX INEPENHCKY, YKa3bIBaeTCs, ¢ KEM M IO KaKOMy BOIPOCY OHa
BEJIETCSL.

B 3arosoBkax gen, copepkKallux MEPENUCKY ¢ OAHOPOAHBIMU KOPPECIIOHAEHTAMM, MTOCIECIHUE HE
YKa3bIBAIOTCS, a YKa3bIBA€TCA UX 00Illee BUIOBOE Ha3BaHUE, HATIPUMED:

[Tepenucka ¢ apXUBHBIMH YUPEKACHUSMHU O KOMIUIEKTOBaHHMM ApxuBHOro ¢onaa Poccuiickoit
denepanuy HAYYHO-TEXHUYECKON JOKYMEHTAIUEN.

B 3aronoBkax e, coaepiKalux NEPENNCKY ¢ pa3HOPOJHBIMUA KOPPECIIOHACHTAMH, ITOCIIEIHUE HE
NEePEYUCIIAIOTCS, HalpUMeEp:

[Tepenucka 00 opraHu3alMd CEMHUHApOB M COBELIAHMH IO BONPOCAM JIOKYMEHTHPOBAHHUS
YIIPABJICHYECKOU E€ATEIBHOCTH.

B 3arosioBke nena yka3bIBaeTCsl KOHKPETHBIN KOPPECIIOHAEHT, €CIIN NEPENNCKA BEIETCS TOJIBKO C
HUM, HallpUMep:

[Tepenucka ¢ PenepanbHBIM apXUBHBIM areHTCTBOM O METOAMKE paboThl C JOKYMEHTaMHU H
nepenave ux B coctaB ApxuBHoro gonaa Poccuiickoit denepanuu.

[Tpu o6o3HaYeHUH B 3ar0JIOBKAX el aIMUHUCTPATUBHO-TEPPUTOPUAIBHBIX €INHUL] YUUTHIBACTCS
clenyrolee: eciu coJiep>KaHue nena KacaeTcs HECKOJIbKUX OJIHOPOJHBIX
aJMMHHMCTPAaTUBHO-TEPPUTOPHAIIBHBIX €IMHUL], B 3aroJIOBKE J€ja HE YKa3blBalOTCS HX KOHKPETHBIE
Ha3BaHMUs, a YKa3bIBaeTCs UX 00Illee BUIOBOE Ha3BaHUE, HATIPUMED:

[Tepenucka ¢ rmaBaMu aAMUHUCTpALM 00acTeil 0 COIMaIbHOMN 3aIIUTE HACEICHHS.

Eciu conepxanue [fena Kacaercs OJHOM  aJMUHUCTPATUBHO-TEPPUTOPUATIBHOW — €AMHHUIIBI
(HacelleHHOTO MYHKTA), ee (€ero) Ha3BaHHE YKa3bIBAETCs B 3ar0JIOBKE Jesia, HAIPUMeEp:

[Tepenucka ¢ ¢unuanom PITAHT/] (r. Camapa) 00 MCHOJB30BaHUM apXUBHBIX TOKYMEHTOB TPH
PEKOHCTPYKIIMH TEXHUYECKHX 00BEKTOB.

B 3aronoBkax e, cofepKalux IJIaHOBYIO WIJIM OTYETHYIO JOKYMEHTAIMIO, YKAa3bIBA€TCSA MEPUO
(xBapran, ron), Ha (3a) KOTOPBIA COCTABJICHBI TUIAHKI (OTYETHI), HATIPUMED:
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["ooBBIE OTYETHI AJAMUHUCTPATHBHO-XO3SHCTBEHHOTO YIIPABJIECHUS O pabOTEe aBTOTPAHCIIOPTA.
Ecnu neno 6yaer cocTosiTh U3 HECKOJIBKMX TOMOB MJIM YacTeH, TO cOCTaBIseTCs OOLIMIA 3aroJI0BOK
Jie7a, a 3aTeM IPH HEeOOXOIUMOCTH COCTaBJISIFOTCS 3arojIOBKM KaXJOro ToMa (4acTH), YTOYHSIOIINE

COACPpIKAaHUE 3arojioBKa acia.

He pexomennyercss ynotpeOyaTh B 3arojioBKe Jefla HEKOHKpETHbIE (opMynupoBkH (''pa3Hble
Matepuaibl", "oOmas nepenucka" u ap.), a TAKKE BBOJHBIC CJIOBA U CIIOKHBIE 00OPOTHI.
Mopnenu 3aronoBKoB Jen (IpUMEPHbIE CXEMbI OIMCAHUS COCTaBa M COAEPAaHUS JIOKYMEHTOB B

3aroJIOBKE Jieia) IPUBEACHBI B TA0IHUIIE 2.

Taoauna 2. Mogesu 3arojioBKOB JieJ1 (IPUMeEPHbIe CXeMbl ONMCAHUS COCTABA U COAEPKAHUS

HAOKYMEHTOB B 3arojioBKe ne.na)

IIpuznax

1) Homunan (¢ ykazaHueM pa3HOBUIHOCTH

JIOKYMEHTA, J1e71a)

2) Homunan - aBTop

3) HomuHuan - aBTOp - cofepx aHue

4) Homunan - copepxanue

02.06.20222

IIpumep 3arosoBka znena
[Tonoxxenue 00 MHCTIEKLUU

CBUIETENBCTBO O pEruCTpauu

JInunsie kapTouku (dpopma T-2)

JInunbie nena

[IpoTokoel 3acenanuit CoBeTa TUPEKTOPOB

oOmiecTBa

[TonoxxeHns o CTPYKTYPHBIX MOAPA3IEICHUIX
JlenaprameHTa KyJIbTYpBbI

Busnec-man o6ecTsa
[Tpukassl 001IeCcTBa IO TUYHOMY COCTaBY

Pemenus xomnernn ®HC Poccun o Bonpocam
OopraHu3aIi padoThl HAJIOTOBBIX OPTaHOB

Wucrpykunn u meroanueckue ykazanusa @HC no
BOIPOCAM HaJOro00I0KEeHUs IOPUIUIECKUX U
(bu3HYECKUX JUIY

OT4eThl TEppUTOPUATBHBIX OPTaHOB O BHIMOJIHEHUH
¢unancoBoro riaxa 3a 2018 rox

Buneozanucu o npoBeeHNH ClieUaTbHbIX
HCIIOJTHUTENIbHBIX NEUCTBUI

JIOKyMEHTHI (CTIpaBKH, CIy»’eOHbIe 3aITHCKH,
0O0BSICHUTEINIbHBIE 3aUCKH U JIP.) O IPOBEICHUU
CITy’K€OHBIX pacciieZloOBaHUM

XKypHan perucrpanuy nNocTynarmmx JOKyMEHTOB

AKTEI CBCPKH B3aMOPACUYCTOB

[lepenucka o Bonpocam npuema U nepeBoja
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TOCYHAAapCTBCHHBIX I'PAKAAHCKUX CIIYKAIUX

CiencTBEHHBIE feiia 110 0C000 TAKKUM
PECTYIUICHUAM

0O0630p5bI 0 paboTe HAIOTOBBIX OPraHOB

Hpe,ZUIO)KeHI/IH I10 COBEPIICHCTBOBAHHUIO HAJIOT'OBOTI'O

3aKOHO/IaTeIIbCTBA
5) Homunarn - copeprkanue - XpoHosorus (rox  OT4éT 0 pe3ynbraTax KOHTPOIbHOM paboThI.
/ iepuo.) I'onosoii (¢. N 2-HK)

Otuer 0 noxoxax u pacxoaax. KBapraibHblii

I'paduk noBbImeHUs KBATU(UKAITIHA PAOOTHUKOB
orzena Ha 1-e nonyrogue 2019 rona
6) Homunan - xpononorus (rof / mepuon) taTHOE pacniucanue Ha 2019 rox;

Homenknarypa nen npennpusitus Ha 2019 rog;

®urHaHCOBBIN I1aH. ['010BOM

7) HomuHan - KOppeCnoHIEHT - COIep KaHue AHanuTHYeCKUe CIIPaBKU paOOTHUKOB OT/IENa
(KypaTopoB) 0 pe3yJibTaTax MPOBEPOK pabOThHI
Tpymn po3bicka

[Iepenucka ¢ TeppUTOpUAIBHBIMU OPTraHaMU O
KOHTPOJIbHO-HAI30PHOM €SI TENbHOCTH

[Iepenucka ¢ npaBOOXpPaHUTENBHBIMU OPTaHaAMU 110
BOINPOCAM OCHOBHOM AEATEIbHOCTH UHCIIEKIIUN

8) HomuHan - koppecnoHJeHT - Tepputopus -  [lepenucka ¢ TeppuTOpUaIbHBIMUA OpraHaMU

coJiep>KaHue HenTtpansHoro denepanbHOro oKpyra 06 00y4eHuu
¥ TTOBBILIEHNU KBaTU(UKaUU pabOTHUKOB

9) Homunan - aBTop - Tepputopus - OT4eThl aIMUHUCTPATUBHBIX OPraHOB

COJIepKaHue CeBepo-BocToyHOro aIMMHUCTPATUBHOTO OKPYyTa

ropoaa MOCKBBI 0 MEPONIPUATHSIX 1O
MIPEAOTBPALLEHUIO IIPABOHAPYIICHUN

[Topsimok pacnosioKeHusl 3arojOBKOB 1€ BHYTPU Pa3AeiioB U MOJAPAa3JeiIOB HOMEHKIIATYphl Ael
OTIpEe/IeIIAETCSl CTENEeHbI0 BaXXHOCTU JOKYMEHTOB, COCTaBJISIOLIMX Jeja, U MX B3aUMOCBs3bl0. BHauane
pacrosararoTcs 3arojIOBKHU J€Jl, COAEPKAIINX OPraHU3allMOHHO-PACIOPSAUTEIbHYIO TOKYMEHTALIMIO.

3aroioBKH JeT MOTYT YTOUHSATHCS B IIporiecce GopMupoBaHusi U 0pOpMIICHUS JE.

I'pada 3 wnomenknarypsl nen "KommdectBo nenm (TOMOB)" 3amojiHSETCS 10 OKOHYAHHU
KaJICHJIAPHOTO To/a, B rpade yKa3pIBaeTCs KOJINUECTBO (PaKTHIECKU CHOPMHUPOBAHHBIX /1€ (TOMOB).

B rpade 4 ykaspiBaeTcst CpoK XpaHeHHs Jiefla, HoMepa cTaTel 1o MepevHIo, a IMpU ero OTCYTCTBUH -
10 TUTMIOBOW MJIM IPUMEPHON HOMEHKJIAType JEl.

B rpage 5 "[Ipumeuanue” yka3plBalOTCs Ha3BaHHs MEpPEeYHEW JOKYMEHTOB, UCIOJIb30BAHHBIX MPH
OTpe/IeNIEHUU CPOKOB XpAaHEHHUS JeJ, MPOCTABIAIOTCS OTMETKHM O 3aBeACHUU el (B TOM 4YHUCIE B
AJIEKTPOHHOM BHUJIE), O MEpEeXOASAIMX Aenax (Hampumep, nepexojsuiee ¢ 2019 1.), o BbAelieHUH Jed K
YHUUYTOXKEHUIO, O JIMIaX, OTBETCTBEHHBIX 3a (opMHUpOBaHHME J€J, O Iepeaaye el B APYroi
rOCyIapCTBEHHBIN OpraH, OpraH MECTHOTO CaMOYIIPaBJICHUS JUIsl IPOIOJKEHUS U JIP.
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Ecnu B TeyeHue rona B rocy/1apcCTBEHHOM OpraHe, OpraHe MECTHOTO CaMOYIPaBJICHUSI BO3HUKAIOT
HOBBIE JIOKYMEHTUPOBAHHbIE YYaCTKU paboTbl W (QOPMHUPYIOTCS COOTBETCTBYIOIIME J€Nia, OHHU
JIOTIOJIHUTEILHO BHOCATCS B HOMEHKIATYypy jei. s BHOBb 3aBOJMMBIX JI€J B KaXJIOM pasjelie
HOMEHKJIATypbl OCTABIISIIOTCS pe3epBHBIE HOMEpA.

[To okoHYaHMM T0/1a B KOHIIE HOMEHKJIATYPHI JI€J 3aMOJHAETCS UTOrOBasi 3alMCh O KOJIMYECTBE U
KaTeropusx 3aBe/ICHHBIX el (TOMOB).

Hpuniaoxenne N 16

Mopsiaok popMupoBaHu JeJl B rOCYIapCTBEHHOM OpraHe, OpraHe MeCTHOI0 CaMOyNpaBJIeHUs,
ydyeTa U XpaHeHusl JieJ

[TIpu ¢dopmupoBaHUU NIe B CTPYKTYPHBIX IOJPA3JEICHUSAX TOCYIApCTBEHHOTO OpraHa, OpraHa
MECTHOT'O CaMOYNpaBleHUS HEOOXOAMMO YYHUTHIBATH OCOOEHHOCTH, XapaKTepHbIe MJii OTIEJIbHBIX
KAaTerOpHUil TOKYMEHTOB.

[IpaBoBBIE aKThI, pacCIOPSAAUTENbHBIE JOKYMEHTBI IPYNIUPYIOTCS B J€JIa IO BUJIAM U XPOHOJIOTUH
C OTHOCALIMMUCS K HUM NPUIOKEHUSAMH. JIOKYMEHTBI - OCHOBAaHUS K PacCHOPSAUTEIbHBIM JOKYMEHTaM
BKJIFOYAKOTCS B OTAEJIBHOE JEJIO.

[TpoTokoJibl B [1esie pacronaraTcs B XpOHOJIOTHYECKOM HOPSAIKE U 10 HOMEpaM.

JIOKyMEeHTBI K 3acelaHusM, COBEUIaHHUSAM (IIPOEKThI PElICHUM, CIPABKHU, TE3UCHI BHICTYIUICHUN U
p., HE SBISIONMCCS NPUIOKCHHSIMH K MPOTOKONAM) IPYIIHPYIOTCS B OTIAENBHOE JCI0 ) (Takme
JOKYMEHTHI K MPOTOKOJAaM, €CIM OHU CTPYIIHUPOBAHBI B OTIENbHOE AENO (IeNa), CUCTeMaTU3UPYIOTCS
BHYTPH JI€JIa M0 XPOHOJIOTUH U MOPSJIKY HOMEPOB MPOTOKOJIOB).

HopMaTuBHBIE ~ aKTbl, yTBEPXKACHHBIE  PACHOPSAUTEIBHBIMA  JOKYMEHTaMM,  SIBISIOTCSA
INPWIOKEHUSMU K HUM M BKJIIOYAIOTCS B JIEJI0 BMECTE C YKa3aHHBIMU JOKYMEHTaMU (MHOTOCTpaHUYHbIE
npuioxenus oobemMoM 100 u 6osee cTpaHUIl MOTYT BBLAETATHCS B OTJEIBHBINA TOM JI€Na).

[Tpukasbl, pacnopspDKeHHsS MO OCHOBHOHM JI€ATENbHOCTH TPYHNIUPYIOTCS OTIAEIBHO OT MPUKA30B,
paclopsLKEHUH 10 JINYHOMY COCTaBY M NPUKA30B, PACHOPSHKEHUN 10 aAMUHHUCTPATUBHO-XO35CTBEHHON
JeSITENIbHOCTH.

[Tpukassl, pacopspKEHUs 110 JINYHOMY COCTaBy (pOPMUPYIOTCS B JieJa B COOTBETCTBHM CO CPOKAMHU
xpanenns ',

IInaHbl, OTYETHI, CMETBHI TPYNNHUPYIOTCSA OTAEIBHO OT pPAacuyeTOB K HUM; IUIAHBI M OTYETHI
ITPYNIHUPYIOTCS B Jejia TOro roja, K KOTOpOMY OHU OTHOCSITCSI IO CBOEMY COJEpaHHUI0, HE3aBUCUMO OT
BPEMEHU HX COCTaBJCHMS; IUIaHBl, PACCUUTAHHbIE Ha HECKOJBKO JIeT, (OpPMHUPYIOTCS B Jena I0
HAYaJbHOMY TOAY HMX JEHCTBUS; OTYETHl O BBHIINOJHEHHMH TaKUX IUIAHOB (OPMHUPYIOTCA B Jela IO
NOCJIEAHEMY FO/ly IEUCTBHUS IIJIaHA.

JlokyMeHThl HH(OPMALIMOHHOTO XapakTepa IO HCIOJHEHUIO TNpaBOBOTO akTta Poccuiickoit
Oeneparun wim cyobekra Poccuiickoit denepanyun (CpaBKU, OTYETHI), HAXOAAIIEMYCSl Ha KOHTPOJIE,
MOJIINBAIOTCS B 3aBEJIEHHOE Ha ATOT akT Jeno. B ciydae ecnu Ha mpaBoOBOM aKT A€o0 HE 3aBOJUIIOCH, TO
JIOKYMEHTBI ITOAILIMBAIOTCS B JIENIO C IEPENUCKON TOCTOSHHOTO XpaHEHMsI 3a TEKYIIHM ToxI.

ITopyuenus Ilpesnnenta Poccuiickoin @enepanyv 1 JOKYMEHTHI 110 UX HCIIOTHEHUIO COCTABIISIOT
€/IMHBIA KOMILIEKC TOKyMEHTOB U (JOPMUPYIOTCS B JieJIa B XPOHOJIOTHYECKOM MOPSIKE 10 J1TaTaM OTBETOB.

[lepenucka rpynnupyeTcst B ejia 10 TeMAaTUKe W/UIU KOPPECIOHACHTaM U CHCTEMaTU3UPYeTCs B
XPOHOJIOTUYECKOM TOCIIE0BAaTEIbHOCTH: JIOKYMEHT-OTBET IOMENaeTcss 3a JOKYMEHTOM-IIPOCHOOii
(oOpammennem, 3arpocoM); TP BO3OOHOBJICHUH TEPEMUCKHU IO OMPECICHHOMY BONPOCY, HA4YaBIIIEHCS B
IOpEIbIAYIEM TOJy, JOKYMEHThl BKJIIOYAIOTCS B JIEJIO0 TEKYIIEro roja ¢ yKa3aHHEM HHAEKca Jena
MpeAbIIYIIEro roaa.

B oTnenbHbIe nena 1mo XpoOHOJOTHH, B 3aBUCUMOCTH OT BUA JTOKYMEHTOB, ()OPMHPYIOTCS KOIHH
NpUHATHIX (enepaabHbIX 3aKOHOB, akToB [Ipesmaenta Poccuiickoit denepannu, aktoB [IpaButenscTBa
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Poccniickoii ®denepauuu M BBIIMCKM W3 COOTBETCTBYIOIIMX IPOTOKOJOB 3acenaHuid [IpaBurenbcrBa
Poccuiickoit denepaiuu uiam €ro opraHoB.

Bce mokyMeHTBI OTYETHOTO M MH(OPMAIMOHHOTO XapakTepa Mo HcrnonHeHuto akrta Ilpesumenrta
Poccuiickoit @eneparuun unu IlpaBurensctBa Poccuiickoit ®denepanniu, HaXOASIIErocsi HAa KOHTPOJIE,
NOJUIMBAIOTCS B 3aBEJIEHHOE HAa 3TOT aKT Jeno. Ecium Ha akT Jeio He 3aBOJMIOCH, TO JOKYMEHTBI
MOJALINMBAKOTCSA B JIEJ0 MEPENUCKH MOCTOSHHOIO CPOKA XPAHEHUS 3a TEKYILHUM TOJI.

JIOKyMEHTBl B JIMYHBIX JIE€NaX PACIOJIaraloTCsi B XPOHOJOTMYECKOM IOPSIAKE IO MEpe HUX
MOCTYIJICHUSI.

JluueBble cyera mo 3apaOOTHOHM mijare paOOTHUKOB TPYNIHUPYIOTCS B OTHCIBHBIC JeNa H
pacroaraloTcs B HUX 1o andaButy pamMuini, MIMEH U OTYECTB.

OO6partuenus (MpeIoKeHus, 3asBICHUS U KaJ00bl) TPayKAaH U OPraHU3aIUi 110 BOIPOCaM pabOThI
rOCyJapCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIPABIIECHHUS, €r0 CTPYKTYPHBIX MOAPA3IEICHUN WU
[10JIBEJOMCTBEHHBIX OpraHU3aluil U BCE TOKYMEHTBI IO UX PACCMOTPEHUIO U UCIIOJHEHUIO TPYNIIUPYIOTCA
OTJIENIbHO OT 3asiBJICHUI I'pakJaH M0 JUYHBIM BOIIPOCAM.

DNEKTPOHHBIE TOKYMEHTHI (POPMHUPYIOTCS B 3JIEKTPOHHBIE JI€Jla B COOTBETCTBUM C HOMEHKJIATypOn
JIeJT; B HOMEHKJIAType /el yKa3bIBaeTCs, YTO JIEJN0 BEIETCs B AJIEKTPOHHOU (opme. OTMETKA O TOM, UTO
JIEJIO BEICTCS B DJICKTPOHHOM BHUJIE, ITpocTaBisieTcs B rpade "Tlpumeuanue" HOMEHKIATYPHI JIEI.

DJIEKTPOHHBIE JOKYMEHTBI IOCJIE€ MX HMCHOJIHEHUS WIM OTHPABKU MHoJjexar XpaHeHutro B COJ]
roCy/1apCTBEHHOI'O0 OpraHa, OpraHa MECTHOTO CaMOYIIPaBJIEHUsI B TEUEHUE CPOKOB, IPETYCMOTPEHHBIX JUIs
AQHAJIOTMYHBIX JOKYMEHTOB Ha OyMa)KHOM HOCHTEJIE.

DJEeKTPOHHBIE TOKYMEHTHI HE3aBUCHMO OT UX 00beMa BKIIOYAIOTCS B OAHO JIEKTPOHHOE JIEN0 63
pazzieJIeHusl Ha TOMa.

B cnydae ecinm TOKyMEHTHI Jeia peICTaBICHBl Ha OyMa)KHOM HOCHTENE U B (hOpME DIEKTPOHHBIX
NOKyMeHTOB ("rubpuaHoe neno"), JOKyMEHThl Ha OyMaXKHOM HOCUTeNe THOJJeXaT ouudpoBKe Hu
BKJIIOUEHUIO B AJIEKTPOHHOE JAeno. B neno, xkotopoe BeneTcss Ha OyMa)KHOM HOCHUTENE, BKIHOYArOTCS
TOJIbKO JIOKYMEHTBI, CO3JaHHble (IIOCTYNHUBIIME) Ha OyMakHOM HocuTene. B HoMeHknatype nen
JJIEKTPOHHOE JI€JI0 M JIeJ0 Ha OyMaKHOM HOCHTENE OTPaXaloTCsl Kak JBa TOMa, HMEIOLIUE OJUH
3aroJIOBOK, MHJIEKC U CPOK XpaHEHHUS.

®opmMupoBaHWE M XpaHEHUE Jel Ha OyMa)KHOM HOCHTENEe [0 IMepeladyd HUX B apXuB
rOCy/lapCTBEHHOI'O OpraHa, OpraHa MECTHOI'O CaMOYINPABICHWS WIM BBIICICHHUS K YHUYTOXCHHIO
ocymectBisiercss B CiyxOe  Jelonpou3BOACTBA W/WIM B CTPYKTYPHBIX  HOJpa3feNeHUsx
rOCyJapCTBEHHOT'O OpraHa, oOpraHa MECTHOTO CaMOYIpaBJIEHUS MO0 MeCTy HX (HOpMUpPOBaHMS,
AEKTPOHHBIX Jie - B COJ] rocyiapcTBEHHOIO OpraHa, opraHa MECTHOTO CaMOYIIPaBJICHHUSL.

[Tocne ucrnonHeHNs JOKYyMEHTOB U OKOHYAHUS PabOThl ¢ HUIMU OHM MOMEIIAIOTCS (TIOALINBAOTCS)
B TBEpJble OOJOXKKM WIM MalKU-PETUCTPATOpPbl JUIsl obecrieueHus: (Qu3andeckoil coxpaHHocTH. Jleno
CUMTAETCS 3aBEJICHHBIM C MOMEHTA BKJIIOUEHMSI B HETO NIEPBOT'0 UCIIOJIHEHHOTO IOKYMEHTA.

B cTpyKTypHBIX NOJpa3iAeaeHusIX rocyAapCTBEHHOTO OpraHa, opraHa MECTHOTO CaMOYIPaBIIEHUS
JIeNTOTIPOU3BOMTENN CTPYKTYPHBIX MOApa3iesieHHiH 00eCeuynBaloT COXPaHHOCTb JJOKYMEHTOB U J€7I.

s obecrieueHUs COXPAaHHOCTH M ydeTa JIOKYMEHTOB W Jel, JOCTyla K HUM IPOBOAMUTCA
KOMIUTEKC paboT:

- CO3JJaHNe ONTUMAJIbHBIX TEXHUYECKUX ((PU3HUECKUX) YCIOBUN XpaHEHHS TOKYMEHTOB U JIE;

- pa3MelleHUE JET;

- IPOBEpKA HAIMYUS U COCTOSIHUSI TOKYMEHTOB U JIET;

- coOI0/IeHHEe MOpsAKa BbIIaYH JIell.

Jena pa3merarot B pabo4yrx KOMHATaX WM CIIEHUAIbHO OTBEIEHHBIX JJISl ATOM 1€JIM MOMEILEHUSIX
Ha cTeJIaXkax, B mkadax, ceidax.

[Jena s ux ydera M MOMCKA PACMOIAratOTCsl BEPTUKAIBHO, KOPEIIKAMU HApYKy U B COOTBETCTBUU
C HOMeHKIarypod nen. Ha kopemkax oOJOXKeK A€l YKa3bIBAalOTCS MHICKCHI IO HOMEHKJIAType Iedl.
Homenknarypa aen wid BbIIMCKAa M3 Hee IMOMEIIAETCs Ha BHYTPEHHEW CTOpoHE miKada WIM CTOWKe
CTeJlIaxa.
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ITpu moucke kakoro-aubO JOKyMEHTA BHAUalle CIEAYET HAWTU HYKHBIM 3arojIOBOK JI€Na, a 3aTeEM
10 UHJIEKCY JIeJa - COOTBETCTBYIOLIYIO MAIKYy Ha MOJIKE.

Jlena NOKyMEHTaIbHOro (hoHIa rocyJapCTBEHHOIO OpraHa, OpraHa MECTHOIO CaMOYIIPaBIICHHS,
HaxoJslIMecs Ha TEKyLleM XpaHEeHuH, nojuiexar ydery. Kak mpaBuio, mepen nepenadedl B apxXuB
roCy/lapCTBEHHOI'O OpraHa, OpraHa MECTHOIO CaMOYIIPaBJIECHMsI NPOBOJUTCS IPOBEPKA HAIM4YUSA U
COCTOSIHUSL JIOKyMEHTOB M J€J B LEJAX YCTAHOBJIEHUS (PaKTHUECKOro HaJU4Yus JIe]1 U COOTBETCTBUS MX
KOJINYECTBY 110 HOMEHKJIAType €.

[TpoBepka HanmW4Msi U COCTOSIHUSA JOKYMEHTOB M JI€Jl IPOBOJUTCS IPHU NEPEMELICHUN e, MpH
BO3BpaTe Jed, IPU CMEHE PYKOBOIUTENS CTPYKTYpHOrO ToApasjeneHus, pykooautenss CirykObl
JIeJIONIPOU3BOCTBA, MPH PEOPraHU3aALUU U JIMKBUJALMU TOCYJapCTBEHHOI'O OpraHa, opraHa MECTHOI'O
CaMOYIIPaBJICHHS UJIM €r0 CTPYKTYPHOTO MOAPAa3eICHUsI.

ITpoBepka HanMuus NPOBOJUTCA IyTEM CBEPKH CTAaTel HOMEHKIATYpBhl JIe]l ¢ OMMCAHUEM JieNl Ha
o0siokke, a (u3MYecKOe COCTOSIHME JIeNl ONpeAenseTcs IyTeM HX BH3YaJIbHOrO IpocMoTpa. Bce
oOHapyKEeHHbIC HEOCTATKH (PUKCUPYIOTCS B aKT€ MPOBEPKU HAJIUYUS U COCTOSIHUSA el

B ciydae yTpaTel JOKYMEHTOB M J€l IPOBOAUTCS CIy’KEOHOE paccileZlOBaHUE, IO Pe3ylbTaTam
KOTOPOT'O JIMI0, BAHOBHOE B YTPAaTe, HECET OTBETCTBEHHOCTh B YCTAaHOBJIEHHOM IOPSIKE.

Boigaua nen paboTHUKAM APYTHUX CTPYKTYPHBIX IOAPA3JEICHUNH IPOU3BOAUTCS C pa3pelIeHUs
pykoBoguTenst CiryxObl JeONPOU3BOJCTBA UM PYKOBOJIUTENS CTPYKTYPHOTO MOAPA3ACICHUS 110 MECTY
XpaHeHMs Jena. Bplgada gen BO BPEMEHHOE IOJIB30BAaHUE B JIPYro€ CTPYKTYPHOE IOJApa3feiIcHUE
HOJUIEKUT yUeTy.

Jlena BbAatoOTCsl BO BPEMEHHOE M0JIb30BAHNE COTPYIHUKAM CTPYKTYPHBIX IOJIpa3iesieHull Ha CPOK
He 0oJiee 0IHOrO MecCsIa U MOCIIE ero UCTEUEHUs MOAJIeKaT BO3BpaTy.

WHpIM rocyiapcTBEHHBIM OpraHaMm, OopraHaM MECTHOI'O CaMOYNpAaBIEHUS M OpPraHu3alusiM Jelna
BBIIAIOTCS HAa OCHOBAaHMM MX NHMCbMEHHBIX 3alIPOCOB C Pa3peLIEHUs] PYKOBOIUTENS TOCYAAPCTBEHHOTO
OopraHa, OpraHa MECTHOIO CAaMOYIPABJIEHHS WM HMHOTO YIOJHOMOYEHHOTO MM JHIa. Beinaua nen
MOJTBEPKIAETCSl AKTOM BBIIAYU JI€] BO BPEMEHHOE 0JIb30BAHNUE.

IIpunoxenne N 17
HaunmenoBanue opranuzanuu

HanmenoBanue CTPYKTYpPHOTO

NO/Ipa3/IeIICHUs
OITNCH N
nen
N | Uupeke 3aroyIoBOK zena Kpaitnue Cpox Konnuects | IIpumedanne
/11 neiaa ATkl XpaHeHus * 0
JIMCTOB
1 2 3 4 5 6 7
Hazpanue pasgena
B maHHyK OImMChb BHECEHO neJI
(umdpaMm M ODPONMUCHI)
c N no N , TOM YuCJje:

JIMTEPHBEIE HOMEpPa:
IIpOoIIylleHHBIE HOMeEPa:
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HamMmeHOBaHME IOOJDKHOCTU
PYKOBOIOUTEJIA CTPYKTYPHOTO

nompasnesieHusa [omgnmce Pacumbporka HOOOOUCHU
TaTa
COTJIACOBAHO COIJIACOBAHO* *
HamMeHOBaHME IOOJIXHOCTM [IpoTokoy 3K CTPYKTYPHOTO
pykoBOOUTEJId CJIyX0Osl HOY nonpasnesyieHusa
[Toonmce Pacumdporka oT N
[Noonmcu
TaTa

* I'pada orryckaeTcsi B ONMUCH A€M HOCTOSTHHOTO CPOKA XPAaHEHHUS.
** [Tpu Hammauu DK CTPYKTYypHOTO TOapa3IeICHIS

®opma onuCcH JieJ1 CTPYKTYPHOIO0 1moapasiesieHus (IOCTOSSHHOTO CPOKA XPaHEeHHUs, BpeMeHHBIX

(cBbime 10 JieT) cpoKoOB XpaHeHHs, 10 JIMYHOMY COCTABY)

[Iponomkenue npunoxxenus N 17

[lepenamn
nes
(umbdpaMm ¥ HOPONMCHIO)
u PEeTUCTPALMOHHO-KOHTPOJIBHEIX KAPTOTEK K INOKYMEHTAaM.
(umbpaMM M HOPONMCHIO)
HamMmeHOBaHME HOOJIKHOCTM paboTHMKA
CTPYKTYPHOT'O IOOpa3nejleHusd Iloonuce PacumppoBKa NOOIUCK
[Ipuuan nen
(umdpaMm ¥ HOPONMCHIO)
u PEeTMCTPALMOHHO - KOHTPOJIb HEIX
(umdpaMm M OPONMUCHD)
KapTOTEK K INOKYMEHTAaM.
HavMeHOBaHME IOJDKHOCTU
paboTHMKA apxuBa [loonucob PacumdpoBka MNOOIUCHU
TaTa
®opmar A4 (210 x 297 mm)

Ipunoxenne N 18

HaumeHnoBanue opranuzanuu

OITNCH N
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SJICKTPOHHBIX ACJI, JOKYMCHTOB

N/ | WUanekc 3aroJyioBOK zena Kpaiinue Cpok Oo6wpewm, | [Ipu
nena naTer® XpaHeHUs Mo Med
aHMs
1 2 3 4 5 6 7
HanmenoBanue paznena

| | | | | ]

B IaHHB pas3netl ONMCU BHECEHO nen,
(umdpaMm M OPONMCHIO)

c N o N

obBEMOM M6 .

HammMmeHOBaHMEe IOJDKHOCTU
PYKOBOOUTENA CTPYKTYPHOI'O

nogpasnesyieHnda [lonnmce PacumppoBra NOONUCHK
ITaTa
COTJIACOBAHO COTJIACOBAHO* *
HammeHOBaHME IOOJIXKHOCTU [lpoToxkon 3K CTPYKTYPHOTO
pykopoOuTesNsa CIyXOs HOY nogpasnejieHnsa
[Noonmcso Pacumpposka oT N
INognmucu
ITaTa

* I'pacha omyckaeTcs B ONUCHU JIeJI IOCTOSHHOTO CPOKA XPaHEHHS.
** [Ipu Hanmmuun DK CTPyKTYpHOTO mopas/ieseHus..

CbopMa OIMUCH IJTCKTPOHHBIX J€JI, JOKYMCHTOB CTPYKTYPHOI'0 MOAPA3ACTTCHUA

[Iponomxenue npunoxenus N 18

[lepeman
nes

(umdpaMm M OPONMCHD)

u PETUCTPALMOHHO-KOHTPOJIBHEX KapTOTeK K IOOKyMeHTaM,

(uMbpaMM M HOPOIMCHIO)

0BBEMOM M6 .

HamMeHOBaHMEe HOJIXKHOCTM pabOoOTHMKA

CTPYKTYPHOT'O NOIpPAa3neJIeHUSd Momnuce PacumppoBka NOONUCHK

[MprHAJ e
(umdpaMm M OPONMCHIO)

u PETUCTPALUMOHHO~KOHTPOJIbHEIX

(umbdpaMm M HOPONMCEIO)
KapToTekK K IOKyMeHTaM, OOBeMOM M6 .

HamMmeHOBaHME IOOJDKHOCTU
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paboTHMKA apxMuBa [Homnmcse PacumppoBka NOONUCU
TaTa

®opmar A4 (210 x 297 mm)
[Iponomxenue npunoxenus N 18

[MPVUJIOXEHVE K OIIMCU N
QJIEKTPOHHEIX IeJI, IOOKYMEHTOB

PeecTp IOOKYMEHTOBR (KOHTEMHEPOB 3BJIEKTPOHHEIX IOKYMEHTOB)
BJIEKTPOHHOTO Hmeja:™*
N en. xp. nDo onmcu Mumexkc mena
3aroJIOBOK Iena

ara Per. HaumenoBanue nokymenra O0neMm, MO ITpumeuanus
JOoKymMeHTa | N TOKyMEHT
a
1 2 3 4 5

HarvMeHOBaHME OOJIDKHOCTU
coCTaBMUTEJIA OIIMCU Tognmce PaCLLU/[(l)pOBKa IIoAarnmcum

* CocraBisgeTcs Ha KaXXJ10€ DJICKTPOHHOC JCIIO.
®opmar A4 (210x 297 mm)

IIpunoxenne N 19

IHopsaaok cocraB/ieHUs ONHUCEH e
NOCTOSIHHOT0, BpeMeHHbIX (cBbile 10 JjieT) cpokoB x]paﬂemm, 110 JIMYHOMY COCTaBY, JJIEKTPOHHBIX
[88
aen

B rocynmapctBeHHOM opraHe, OpraHe MECTHOTO CaMOYIpPAaBJIEHHS B KaXIOM CTPYKTYPHOM
MOJIpa3/IelIeHUH €KETOHO COCTABISIOTCS OMUCH Ha JeNia MOCTOSHHOTO XpaHeHUs, BpeMeHHbIX (cBbitie 10
JI€T) CPOKOB XpaHEHWsl, MO JHYHOMY COCTaBY, IJIEKTPOHHBIX JAef. Omucu Aen COCTaBISIOTCA TOJ
METOAMYECKUM PYKOBOJICTBOM apXMBa rOCYJapCTBEHHOI'O OpraHa, OpraHa MecTHOro camoympasieHus. [1o
9TUM ONMCSIM JOKYMEHTHl CHAlOTCS B apXUB TOCYJapCTBEHHOI'O OpraHa, oOpraHa MeCTHOTO
CaMOYTIpaBJICHUS.

Ornuce nen CTpyKTYpHOTo NMoApa3ieleHusl MpecTaBiseT co0oil mepeyeHsb Jell ¢ CaMOCTOATEbHON
BaJIOBOH (MOpsAKOBOI) Hymeparueil nein. OCHOBOW COCTaBJICHUs ONMHUCEH AeN SBIsSETCS HOMEHKIATypa
JelI.

Onucu Jen, TOATOTOBIICHHBIE CTPYKTYPHBIMHU MOAPA3ACICHUSIMH, CIYXXaT OCHOBOW Jid
MOJATOTOBKMA CBOJHBIX OMHUCEH el TOCYyJapCTBEHHOIO OpraHa, OopraHa MECTHOIO CaMOYIpaBleHUS,
KOTOpPbIE€ TOTOBUT APXUB rOCYAapCTBEHHOT0 OpraHa, OpraHa MECTHOT'O CAMOYIIPABJICHUS U 1O KOTOPbIM OH
CHaeT Jejia Ha IMOCTOSHHOE XpPaHEHHE B COOTBETCTBYIOUIMI TOCYJAapCTBEHHBINH WJIM MYHHUIUIAIbHBIN
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apXUB.

Onucu €N CTPYKTYPHBIX TOAPa3IeNIeHU COCTaBIISIOTCS 110 YCTAaHOBJIICHHOW (opMe (TIPHIIOKEHUS
N 17, 18 x HacToAIMM MeToANYECKUM PEKOMEHIALMSAM) B IBYX SK3EMIUISIpAX U MPEACTABISAIOTCS B apXUB
rOCyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPABJICHHS HE IO3]IHEE YeM 4epe3 OJWH Toj IOCIe
3aBEPILCHHUS /1€ B JEJIONPOU3BOJICTBE.

B omucax genm ykaspiBaercs TMoiHoe (0€3 COKpalleHWi) HaWMEHOBaHUE CTPYKTYPHOTO
noJipa3jielieH s, B KOTOPOM Jiefia Obuid c(hOPMUPOBAHBI M 3aKOHYEHBI JISIIOIIPOU3BOJICTBOM.

OnucarenbHass CTaThsl OMHCH JCJI CTPYKTYPHOTO TIOJPA3JEiICHHUS COJCPKUT CJCAYIOIINE
DJIEMCHTEL:

- IOPSIZIKOBBIN HOMED Jiena (ToMa) MO OIHUCH;

- UHJIEKC J1eT1a (ToMa);

- 3aTOJIOBOK Jela (Toma);

- nata jaena (Toma);

- KOJIMYECTBO JIUCTOB B Jiene (ToMe) min 00beM B MO B omHcH 3J€KTPOHHBIX /1], TOKYMEHTOB;

- CPOK XpaHeHHs Jela (ToMa).

Ilepen BHECeHHEM 3arojOBKOB JIeJl B OIUCh JIeJ IPOBEPSETCS KadecTBO (POPMUpOBAHUS H
odopmIieHHUs JIeT.

B onucek 31MeKTPOHHBIX €N, JOKYMEHTOB JOIMOJIHUTENBHO BKIIIOUACTCS MPUIIOKEHHE K OMHCH -
peecTp 3IEKTPOHHBIX JOKYMEHTOB (KOHTEHHEPOB JJIEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKAa3bIBAIOTCS
CBeZIeHHsI 00 JIEKTPOHHBIX JTOKYMEHTAX, BKIIOYCHHBIX B KaXKI0€ AIEKTPOHHOE AEI0.

[Tpu cocTaBIIeHUH OMKCH JCI COOTIOAAOTCS CISAYIONINE TPEOOBAHMS:

- 3aroJIOBKH JIeJ1 BHOCSATCS B OMKHCh B COOTBETCTBHUH C IPHHATON CXEMOH CHCTEMaTH3allid Ha
OCHOBE HOMEHKJIATYpPHI JIE;

- KaXI0€ JeJI0 BHOCHUTCA B OIKCh TOJ] CAMOCTOSTEIbHBIM MOPSAKOBBIM HOMEPOM (€CiH JeNo
COCTOUT W3 HECKOJBKHUX TOMOB, TO Ka)JbIi TOM, B TOM 4YHCJIe COPMHUPOBAHHOE B OTJCIHHBIA TOM
MPUIIOKEHUE K AeNy, BHOCUTCS B OITUCH TI0]] CAMOCTOSITETEHBIM HOMEPOM);

- IOPSIJTOK HyMEPAIIMH JIE]T B OITUCH - BaJIOBBIN;

- TOPSAOK TPUCBOEHUS HOMEPOB OMHCSIM CTPYKTYPHBIX MOAPA3JEICHUN YCTaHABIMBAETCS IO
COTJIACOBAHUIO C apXUBOM T'OCYIapCTBEHHOT'O0 OpPTaHa, OpraHa MECTHOTO CaMOYTIPaBIICHHUS;

- rpadbl OMKCH 3aMOTHSIIOTCS B TOYHOM COOTBETCTBUU C TEMH CBEICHUSMHU, KOTOPHIE BHIHECEHBI Ha
00JIOKKY J1ena;

- MHOTOTOMHBIE Jiefla B OMHCh BHOCATCS MO MOPSAKY HOMEPOB TOMOB; NPU BHECEHHH B OIKCH
MOCJIETHET0 TOMa Tociie HoMepa ToMa nobasisiercs ciioBo "[locneanuit'.

I'pada omucu "llpumeuanus" HCMONB3YyeTCS I OTMETOK O MpHUEME Jel, OCOOCHHOCTSIX UX
(U3UYECKOTO COCTOSHUSA, O Tepeaade Jel JAPYTUM CTPYKTYPHBIM TOJApAa3IeNieHUsM CO CCBUIKOW Ha
COOTBETCTBYIOIINHN aKT, O HAIMYUU KOTHHA U Jp.

B xoHIe ommcu Bcienm 3a IOCIEOHEH ONMMCATEIIbHOM CTAaTheM 3aIlOIHSCTCS HTOrOBasl 3alich, B
KOTOpOM yKasbiBaeTcs (UudpaMud U MPOMHCHIO) KOTUYECTBO JEJ, YUCHAIIUXCS IO OIWCH, TEPBLIA U
MOCJICTHUM HOMEpa JIeJI 110 OTIMCH, B OTIMCH JJIEKTPOHHBIX /1], JOKYMEHTOB - OOIIHI 00BEM 3IIEKTPOHHBIX
nen B Mo.

Onuchk aen CTPYKTYPHOTO TOJPA3ECHHUs] TOIIMUCHIBAETCS PYKOBOJUTENEM TOJpa3aeieHUs
rOCy/IapCTBEHHOT'O OpraHa, OpraHa MECTHOTO CaMOYIPAaBIEHUS, COTJIACOBBIBACTCA C PYKOBOAHUTEIEM
Cy>x0bI Jetonpon3BoCcTBa. [Ipy HATMYMK B CTPYKTYPHOM TOJIpa3/IeIICHUN YKCIIEPTHONH KOMHCCHH OTIHCH
e 10 €€ YTBEpXKACHHs JOJDKHA OBITh COIVIacOBaHa C OSKCHEPTHOM KOMHCCHEW CTPYKTYPHOTO
MoApa3IeyICHuUs.

Peectp »2NEKTPOHHBIX JOKYMEHTOB, SIBISIOIIMNICA TPUIOKEHUEM K OIHKCH DJICKTPOHHBIX
JIOKYMEHTOB, TIOJIITACHIBAETCS COCTABUTEIIEM PEECTpa ¢ yKa3aHUEM JIOJDKHOCTH, HHUITMAJIOB, (haMUJIHH.

Onuce e CTPYKTYPHOTO TOAPa3IeIICHUs OPTaHU3aIMKA COCTABISETCS B IBYX AK3EMILIApaXx, OJUH
M3 KOTOPBIX TIEpenaeTcs BMECTE C JielaMHd B apXHWB TOCYAapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYTIPaBIICHUSI, a BTOPOM OCTAaeTCs B KadecTBE KOHTPOJIBHOTO DJK3EMIUIipa B CTPYKTYpHOM
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nojJpaszieiecHul. B apXWB ToOCyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPAaBJICHUS TaKkKe
nepefaeTcss MO JK3EMIULIPY OMHCEH el CTPYKTYPHBIX IOApAa3elieHHd B DIIEKTPOHHOM BHJC B
penakTupyemMoM ¢opmaTe Ui UCIOJIB30BaHUsS B JAIBHEUIIEM JUIS TIOJTOTOBKUA ApXUBHBIX OMHUCEH e,
JIOKYMEHTOB (TOJIOBBIX Pa3/ieiioB).

[Tpr HanMYUU B CTPYKTYPHOM MOJPA3/ICICHUH SKCIIEPTHOW KOMUCCHH ONHCH JIET COCTABIISCTCS B
TPEeX OSK3eMIUIIpaX, TaK KaK OJWH SK3EMIUISp OINUCH IEPeacTcsi B OSKCIEPTHYI KOMHCCHIO IS
PaccMOTPEHHS U COTJIAaCOBAHMSL.

IIpuaoxenne N 20
IIpaBuia odopmiieHus e M MOATOTOBKH /ieJI K NepeJaye Ha apXHBHOe XpPaHEeHHe

Od¢opmnenue nen Ha OyMa)kHOM HOCHUTENE, MOJIeKAIUX Iepelade B apXUB IOCYIapCTBEHHOIO
OpraHa, opraHa MECTHOTO CaMOYIIPABJICHHS, IPeIyCMaTpUBacT [ :

- IOJIIIMBKY JIOKYMEHTOB B JIEJIO WJIH MIEPEIUIET JIENa;

- HyMepall1Io JUCTOB B JIEJIE;

- COCTABJICHUE JIUCTA-3aBEPUTEIIS JIETIa;

- COCTaBIIEHUE B HEOOXOAMMBIX CITy4asiXx BHYTPEHHEW OMHUCH JJOKYMEHTOB JIeNa;

- opopMIICHHE PEKBU3UTOB OOJIOKKH JIeNia.

OO6noxka (TUTYIBHBIN JIUCT) JAeNa MOCTOSHHOTO, BpeMeHHoro (cBbime 10 5eT) XpaHeHHs U MO
JUYHOMY cOCTaBy odopmisercs 1Mo ycTaHOBIeHHOW ¢opme (mpmwiokeHne N 22 K HACTOSIIUM
Metonuyeckum pekoMeHaanusm). Haamucu Ha o0noxkax J1ei1 (TOMOB) Clie[lyeT BBINOJIHATh YSpPHHUIIAMH,
pazbopunBo, 6e3 cokpamieHuid. Eciu Ha 0OJO0XKY HAKJIEUBACTCS THUTYJIBHBIN JIMCT, W3TOTOBJICHHBIN
TUTIOTPACKUM HIIM MHBIM TEYaTHBIM CHOCOOOM, TO HAJMUCH HAa HEM TakKe MOTYT ObITh HaleyaTaHbI.
TUTYIBHBINA JINCT PEKOMEHAYETCS HAKJIEHWBATh C HAKJIAIKOM KJE€s Ha BCIO IOBEPXHOCTH JIUCTA C TEM,
YTOOBI 1101 HUM HE 00Pa30BbIBAJIOCH MYCTOT.

Ha o6mosxke nena yKka3bIBarOTCS PEKBU3UTHI:

- HAUMEHOBaHME  TOCYAApCTBEHHOIO  OpraHa, oOpraHa MECTHOIO0  CaMOYIpaBJICHUS
(ponmoobpazoBarens);

- HaMMEHOBAaHUE CTPYKTYPHOIO MojpasjeneHus (GpoHaooO0pa3oBaTens, eI0NpOnu3BOIACTBEHHBIN
HOMeED (MHJIEKC) Nena (MHIEKC Jie7ia IO HOMEHKIIAType Jien);

- 3aroJI0BOK JIe7Ia;

- nata jaena (Toma);

- KOJIMYECTBO JIUCTOB B JIEJIE;

- CPOK XpaHEHHs JieJla U HOMEP CTaThH TI0 TIEPEYHIO;

- apxuBHBIH mMdp gena.

PexBH3HTHI, TIpOCTaBIsieMble Ha OOJIOKKE (TUTYJIHHOM JIUCTE) Jena, O(GOPMIISIFOTCS CIIECAYIOIINM
obpa3zom:

- HaMEHOBaHWE TOCYAAPCTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIPAaBJICHHUS YKa3bIBaeTCS
IOJHOCTBIO B HMMEHUTENBHOM TMajAeXe ¢ yKazaHHeM OQHIMAIbHO NPUHATOTO COKPAIIEHHOTO
HaMMEHOBAHMUS, KOTOPOE YKa3bIBaeTCS B CKOOKaX ITOCIE TOJIHOTO HauMEHOBaHMs. B ciydasx, korma B
TEYeHUEe Toja, 3a KOTOpPBIH OGOpPMIAIOTCA Jiela, TOCYNapCTBEHHBIH OpraH, OpraH MEeCTHOIO
caMmoyTipaBlieHHs] ObUT TIepeMMeHOBaH (TpeoOpa3oBaH) W STO HE BBHI3BAJIO BO3HHUKHOBEHUS HOBOTO
donnoo0pa3oBarens, MO CTapbIM €r0 HAMMEHOBAHUEM ITUIIETCS U HOBOE HAMMEHOBAHHUE;

- HAMMEHOBAHWE CTPYKTYPHOTO TOApA3JCICHHs: 3allUChIBACTCS €r0 Ha3BaHWUE B COOTBETCTBUH C
YTBEP)KJICHHON CTPYKTYpoil (eciu B TEYeHHWE TOJa HAUMEHOBAaHHE CTPYKTYPHOTO MOJpPa3/eieHHUs
MEHSUIOCh WM Jefo ObLI0 TmepeJaHo B APYroil rocydapCTBEHHBIM opraH, OpraH MECTHOTO
CaMOYTIpaBJICHUs] WJIU JPYroe CTPYKTYpHOE IOjpa3ieiieHue, CTapoe HaMMEHOBAHME 3aKII0YaeTcsl B
CKOOKH, HOBO€ HAMMEHOBAHWE MTUIIETCS TIOJT CTAPBIM);
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- IEIONIPOU3BOICTBEHHBI HOMEp (MHJIEKC) JIelia: mpocTaBisieTcs nudpoBoe 0003HaYCHHE (MHICKC)
Jiesia 10 HOMEHKJIAType Jell; €CIM JI€J0 COCTOMT M3 HECKOJBKHUX TOMOB, TO Ha OOJIOXKE IEPBOro TOMa
YKa3bIBA€TCSl KOJIMYECTBO TOMOB 3TOrO J€ja, @ Ha IMOCIEAYIOIUX TOMax - HOMEP OYEPEJHOrO0 TOMA, Ha
MOCJICTHEM TOME TI0CJIe €r0 HoMepa J100aBIseTCs CII0BO "MOCIeTHUN";

- 3aT0JIOBOK (HaMMEHOBAHUE) Jiesia IEPEHOCUTCS U3 HOMEHKIIATYPHI JeJl, B HEOOXOAMMBIX CIydasx
B 3aroJIOBOK BHOCSTCSI YTOUHEHHs: HOMEpa MPUKA30B, IPOTOKOJIOB U 1p. Ecnu HanMeHoBaHue aena He
pacKpbIBaeT cojepkKaHUe NOMIIMTHIX B HEM AoKymMeHTOB ("Pa3nas nepenucka", "llepenucka mno oomum
BonpocaM" U T.II.), COCTaBJISIETCSl HOBBIM 3aroJ0BOK J€ja, OTPaKaOIIUN CoJiepKaHue MOALUTHIX B Jele
JIOKYMEHTOB;

- JlaTa Jiena: yKa3bIBaroTcs roji(bl) 3aBeCHUS U OKOHYAHHUS Jiesla B eJIoNpou3BocTBe. JlaTtoil e,
COJIepKalINX pacHOpPSAUTEIbHYIO JOKYMEHTALMIO, a TaKXKe [ JeJl, COCTOSIIMUX U3 HECKOJIbKUX TOMOB,
ABIISIOTCSL  KpailHMe JaThl JIOKYMEHTOB Jiela, TO €CThb JaTbl (YMCIIO, MECSl, T[oJ) perucTpanuu
(cocTaBiieHHs) CAMOI'O PaHHEr0 M CaMOro MO3JHET0 JOKYMEHTOB, BKIIOUEHHBIX B /1€10. IIpu 3TOM uncno
(mBa 3Haka) W rox (YeTbipe 3HaKa) 00O3HAYArOTCsA apabckumu IUdpaMu, Ha3BaHUE MeECSAIA IHIIETCS
cinoBoM. Eciu B 1€710 BKJIFOUEHBI IOKYMEHTHI (MPUIIOKEHUS U JIp.), AAThl KOTOPBIX BBIXOJAT 3a KpailHue
JIaThl JieJ1a, TO MO/ AaTaMu JieNa, C HOBOM CTPOKHM JienaeTcs 00 3TOM 3anuck: "B nene umeroTcs J0KyMEHTHI
3a ... roa(e1)". JlaTel jena MOTYT HE YKa3bIBaThCS Ha OOJIOXKKE JeN, COJEpKAlluX, HAlpUMEp, TOIOBBIC
IUTaHBl WIIM OTYETHI, TAK KaK OHU OTPaXKaroTCs B 3ar0JIOBKax JIEll.

s nen, chopMUpOBaHHBIX M3 JOKYMEHTOB 10 HOMUHAJIbHOMY HpPHU3HAKY, TO €CThb IO BUAAM
JIOKYMEHTOB (IIpUKa3bl, PACHOPSDKEHUS, aKThl U JIp.), JaTOM Hadana jena sSBJseTcs JaTa MOANUCAHUS WIN
YTBEPAKACHHUSI CaMOI'0 pPAaHHEro JOKYMEHTa, a JaTOW OKOHYAaHWSA - JaTa MOANHUCaHUS (YTBEPXKIACHMS)
CaMoro MO3JHEero JOKYMEHTa.

Jaroii nena, colepkallero IMPOTOKOJIBI 3aceaHuM, SIBJIAETCS JaThl YTBEPXKACHUS (€ClU OHU
YTBEPKAAKOTCS ) UM ATkl IEPBOTO U MOCIEAHETO IPOTOKOJIOB, BKIIOYEHHBIX B JIENO.

KpaitHumu natamu JTMYHOTO Jienia SBJISIOTCS AAaThl MOANKUCAHUS NIPUKA30B O MpuemMe (Ha3HaYeHHUH)
U YBOJbHEHUH (OCBOOOXKJICHUM OT JOJDKHOCTH) JIMIA, HA KOTOPOE OHO 3aBelieHo. B ciyuae cmepTtu nuna,
Ha KOTOpOE 3aBElCHO JIMYHOE JI€J0, KOHEYHOM JaToi sBiseTcs JAara JOKYMEHTa, MOATBEPKIAIOIIETo
CMepTh JIUIIA, WK 3aIIUCh 00 3TOM COTPYJHHMKA KaJIpOBOM CITY>KOBI.

Jns nen, comepalux MEpenucKy, AaTod Hayana Jena SBJISeTCsl JaTa IMOCTYIUIEHHS IMEepBOTO
BXOJSILIETO WM JlaTa IEPBOrO MCXOJMAIIETO JTOKYMEHTA, a JaTOd OKOHYaHUS - JlaTa CamMoOro I03HEr0
BXOJISLIET0 MM UCXOMSIIETO JOKYMEHTa HE3aBUCUMO OT MECTa HaXOKJCHHS UX B Jee.

KonnuecTBo MpoOHYMEpPOBAHHBIX B JEJIE JMCTOB MPOCTABISAETCSI HA OCHOBAHUU JIMCTA-3aBEPUTENS
nena, 6e3 ydera KOJIM4ecTBa JINCTOB BHYTPEHHEN ONMUCH IOKYMEHTOB JieJia U JINCTa-3aBEepUTENs Aena.

PexBu3utr "Cpok XpaHEHHUs Jela U HOMEpP CTaThbM MepeyHs" NepeHOCUTCS Ha OOJIOKKY Jena U3
COOTBETCTBYIOIIEH HOMEHKJIATYpPhl JIe] MOCIe CBEPKU €ro CO CPOKOM XpaHEHUs, YKa3aHHBIM B NEpeyHe
TUIOBBIX JOKYMEHTOB WJIM B TEepeuHe JOKYMEHTOB, O0pa3yloIUXcs B AEATENbHOCTH IOCYIapCTBEHHOIO
OopraHa, ¢ yKa3aHHEM CPOKOB XpaHEHHs (IIpU BBEJACHHUU B JIEHCTBHE HOBBIX IEpEYHEH TOKYMEHTOB CO
CPOKaMH XPAaHEHHUs CTapble 3allCU 3aYEPKUBAIOTCS, @ CBEPXY WM PSAOM INHIIYTCS HOBbIE NaHHbIE). Ha
Jienax MOCTOSIHHOTO XpaHeHus nMumeTcs: " XpaHUuTh MOCTOSHHO".

ApxuBHbIH mudp Aena (COCTOUT U3 HoMepa (OoHIa, HOMEpa OMUCH U HOMepa Jielia 10 OMUCH) Ha
00JI0’KKax JeJl MOCTOSHHOTO XpaHEeHUs MPOCTABISETCS YEPHUIAMU B apXUBE TOCYJapCTBEHHOI'O OpraHa,
OpraHa MECTHOTO CaMOYINPABJIEHMS TOJBKO IOCJIE BKJIIOUEHHUS ATHX €N B TOJOBBIE pa3/ieibl CBOAHBIX
omuced Jen, JOKyMeHTOB, yrBepxkaeHHbIX OIIK coorBercTBytomero deaepanbHoro apxusa, OIIK
COOTBETCTBYIOIIIETO  YMOJHOMOYEHHOTO OpraHa HWCHOJHUTENbHOM BiacTu cyObekta Poccuiickoit
Qenepanii B cdepe apXMBHOIO Jiela WM TOCYJAapCTBEHHBIM (MYHUIMIAIbHBIM) apXHBOM B
COOTBETCTBUH C IPEAOCTABICHHBIMU UM OJTHOMOYMSIMHU (JI0 3TOTO OH MPOCTABIISIETCS KapaHIalloM).

Ha o0Onoxkax Jel NOCTOSHHOIO XpaHEHUs INPEeayCMaTpUBAETCS MECTO Ul HauMEHOBAHUS
rOCyJapCTBEHHOTO (MYHUIMIIAJBHOIO) apxWBa, B KOTOPBI OyayT mepeaaBaThCsi Jena, KOAOB
rOCyJapCTBEHHOTO (MYHHUIMIAJIBHOIO) apxvBa M TOCYJAPCTBEHHOTO OpraHa, OpraHa MeCTHOIO
camoympasienuss no OOmepoccuiickomy kinaccupukatopy npennpusatuii u opranuzamuii (OKIIO) u
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Oo6mmepoccuiickomy Kiaccu(uKaTopy OpraHoOB TOCyIapcTBeHHON BiacTu U yrpasienus (OKOI'Y).

HaunmenoBanus gponaooOpa3oBaTenss U CTPYKTYpHOTO MOJpa3JesieHus], ToJ U HOMEp Jiejla MOTyT
IPOCTaBIATHCA HA 00JI0KKE IITAMIIOM.

B nensx oOecrneyeHus COXPaHHOCTH M 3aKpEIUICHHMs MOpsAKa pPACHOJOXKEHHUS JOKYMEHTOB,
BKJIIOUEHHBIX B JEJI0, BCE €ro JIMCTbl, KPOME YHCTHIX, JINCTA-3aBEPUTENII WU BHYTPEHHEH OIKCH,
HYMEpPYIOTCSI B pa3BEpHYTOM Buje apaOCKuMu Hudpamu, BanoBoil Hymepauuend. YucTele JUCTHI U3 Jela
u3bIMatoTCsl (0e3 MOBPEXKIEHUS LEIOCTHOCTH Jela) U YHUUTOXKAITCS. JIMCTBI HYMEpYIOTCS HMPOCTHIM
KapaHJalloM CBEpXy BHM3 B BO3PACTalOIleM IOPsJKE HOMEpOB, HauuHas ¢ 1nepBoro. L{udpsl
IIPOCTABIISIFOTCS. B IPAaBOM BEPXHEM YIJIy JIMCTAa, HE 3aJ€Basi TEKCTAa JOKYMEHTOB. JIMCThl BHYTpEeHHEU
OIHCHU HYMEPYIOTCS OTAEIBHO.

JIucTel fen, cocTOAIMX M3 HECKOJIBKUX TOMOB, HYMEPYIOTCS 10 Ka)KIOMY TOMY HWJIM YacTH
OTJENIbHO, HAauMHas ¢ nepBoro. IIpmiiojkeHuss K Jeny, MOCTYNMBIIUE B Meperuiere, oGOopMIISIFOTCS Kak
CaMOCTOSITENIbHbIE TOMAa U HYMEPYIOTCS OTIEJIbHO.

JIoKyMeHTBI ¢ cOOCTBEHHON HyMepaluel JIMCTOB, B TOM YUCIIE [1eYaTHbIE U3/IaHMsl, HyMEPYIOTCS B
o0LIeM MOpsAKE WIM COXPAHSIOT COOCTBEHHYIO HYMEpAlMIO, €CJIM OHAa COOTBETCTBYET IOPSIIKOBOMY
PAcCIIOIOKEHHIO JIUCTOB B JIEJIE.

dororpaduu, 4epTEKH, TUArpaMMbl U JPYTHe HIUTFOCTPATUBHBIC W CIICHU(PUUECKUE TOKYMEHTBI,
IPECTaBISAIOIINE CAMOCTOSATENIbHBIN JIMCT B Jeie, HyMEpYIOTCs Ha 000pOTHOM CTOPOHE B JIEBOM BEPXHEM
yriy.

Crnoxxennplii muct Oonbiioro Qopmara (dhopmara A3, A2) pa3BopauuBaeTcsi U HyMepyeTcs B
paBoil yacTW BepxHero mois ymcta. llpm srom nmcr moboro ¢opmara, MOJIIMTHIA 3a OAMH Kpaid,
HyMepyeTcs Kak OJMH JIUCT; a JIUCT, CJIOXKEHHbIM M MOALIUTHIN 3a cepeAuHy, MOJUICKUT MEepeIIuBKe U
HyMepyeTcs KaK OJUH JIUCT.

Jlucr ¢ HarIyxXo HakJIEeHHbIMHM JOKyMeHTaMH ((oTorpadusmu, BbIpe3KaMmM, BBINUCKAMHU U JIp.)
HyMepyeTcs KaK OJMH JIMCT; B HUKHEH 4acTu WM Ha 000pOTe TAaKOI'o JIMCTa JEIAaeTCsl OMUCh HAKIEEHHbIX
Ha HEro JOKYMEHTOB. BO BHyTpeHHEHl ONUCH M B JINCTE-3aBEPUTENIE B KOHIE JI€la O TAaKUX JINCTaX
nenaetrcst oropopka. Hampumep: "Ha mucre 6 nHakneeno 5 ¢ororpaduii coriiacHo omucu Ha o00OpoTe
aucra".

KapTel 1 cxeMmbl, CKJI€EHHbIE M3 HECKOJBKUX JIMCTOB, HyMEpyloTcs Kak oAuH jucT. Ha Takux
aucTax Ha 000poTe MM CBOOOJHOM OT TEKCTa MECTE yKa3bIBaeTCsl KOJIMYECTBO JIMCTOB B ckieiike. Bo
BHYTpPEHHEH ONKCHU U B JUCTE-3aBEpUTEIE JIea O TaKUX JIMCTax jaenaercs oropopka. Hanpumep: "Jlucr 7 -
KapTa-ckieika u3 10 oucros".

Ecin x JokyMeHTy (JIMCTy) MOAKJIEEHBI OJHMM KpaeM JApyrue JTOKYMEHTHI (BCTaBKM TEKCTa,
NEPEBOJBI, BBIPE3KH, CIPAaBKU U Jp.), TO KaXAbIM JOKYMEHT HYMEDPYETCS OTAEIbHO, OYEpPEIHBIM
MOPSAIKOBBIM HOMEPOM.

[TonmmTele B 1€710 KOHBEPTHI C BIOKEHUSMH HYMEPYIOTCS: BHa4ajae KOHBEPT, a 3aTEM OYEpPEAHBIM
HOMEpPOM KaKJ0€ BIIO)KeHHE B KoHBepTe. Haubonee IeHHbIE B HCTOPUYECKOM M XYIOKECTBEHHOM
OTHOILLIEHUM JTOKYMEHTHI (YepTexkH, PYKOMHUCH, rpaduka M Jp.) HE MOJALIMBAIOTCSA, a BKJIAIBIBAIOTCS B
KOHBEPTHI.

Ecnu B Hymeparuu JUCTOB JOMYIIEHO MHOTO OMIMOOK, BCce JesI0 HyMmepyeTcs 3aHoBo. [Ipu sTom
CTapble HOMEpPA 3a4epKUBAIOTCS OJTHOM HAKIIOHHOW 4YEpPTOW M PSAJAOM CTAaBUTCS HOBBIM HOMep Jincra. B
KOHIIE JieJa COCTaBJIIETCA HOBBIM JIMCT-3aBEPUTENb J€jla, IPU 3TOM CTapblil JINCT-3aBEPUTEID
3aUEpPKUBAETCSl, HO COXpaHSAETCS B J€Jie; BO BHYTPEHHIOIO ONUChH TAK)KE BHOCSTCS MCIPABICHUS WIIU
BHYTPEHHSS ONHUCH COCTABIISIETCS 3aHOBO.

[Tpu HamU4YMK OTAENBHBIX OMIMOOK B HyMepaluu JIMCTOB B Jielax MpH MOATOTOBKE UX K CAaye B
apxuB JIOIYCKaeTcs IO COIJIACOBAHMIO C AapXMBOM YHOTpeOJeHHEe JIMTepHBIX (C OyKBEHHBIMHU
JIONIOJIHEHUSIMU ) HOMEPOB JIMCTOB.

ITocne 3aBepuieHMsT HyMEpalMM JIMCTOB COCTABIISIETCS JIMCT-3aBEPUTENb JeNla (3aBEepUTEIbHAs
HAJIUCh), TOMeNaeMblii B KoOHLE Jena. Jlucr-3aBepurenb COCTaBIAETCS B J€JI€ Ha OTIEIBHOM
JHCTe-3aBepuUTeNie JieNia M0 yCTaHOBJIEHHOHM ¢opme (mpuioxkenue N 23 k HacTosmuM MeToanyecKum
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pexoMmeHaanusM). B nucre-3aBepurene mudpamMu U IPOMKUCHIO YKa3bIBAETCS KOJIMYECTBO JHCTOB B TAHHOM
Jiesie, OTMEYaroTCsl OCOOCHHOCTH OTAEIbHBIX JOKYMEHTOB (uUepTexH, (ororpaduu, pUCYyHKH U Ip.) U
(U3UIECKOr0 COCTOSIHUS JOKYMEHTOB (ITOMapKH, Hepa300pUMBEIi TEKCT, TOPBAHHBIC JIUCTHI U JP.).

Jlucr-3aBepuTeslb MOJNMCHIBAETCS €r0 COCTABUTENIEM C YKa3aHHUEM JIOJKHOCTH, PACHIM(POBKH
IIOJIMCH U J1aThl COCTABIICHUS.

Jlis ydera JOKYMEHTOB OIpEAEICHHbBIX KaTeropuil MOCTOSHHOIO M BpeMeHHbIX (cBbime 10 JeT)
CPOKOB XpaHEHHS, Y4eT KOTOPBIX BBI3BIBACTCA CHENM(PUKON JaHHOW AOKyMEHTaluu (0co00 IEHHBIE,
JUYHBIE JleNa, JleJla ¢ JOKYMEHTAMU OIpaHMYEHHOIO JOCTYNa U Jp.), COCTaBIISIETCS BHYTPEHHSS ONMCH
JTOKyMeHTOB jena (mpuioxkenue N 24 k HacTosmuM MeToarnuecKuM peKOMEHAAIUSIM).

BHyTpeHHsAs onMCh JOKYMEHTOB Jie/la COCTaBIISIETCS TaKKe Ha OObEMHbIE Jiea MOCTOSIHHOTO U
BpeMeHHBIX (cBbimie 10 J1€T) CPOKOB XpaHEHHs, €CIM OHH C(OPMHUPOBAHBI MO PA3HOBHIHOCTSIM
JIOKYMEHTOB, 3aroJIOBKM KOTOPBIX HE PACKPBIBAIOT KOHKPETHOE COJEp’KaHHE JOKYMEHTOB, B LIEISAX ydeTa
u Ooisiee OBICTPOrO HAXOXKICHHUS JOKYMEHTOB B Jiene. Bo BHYTPEHHIOIO OIUCh MOMHUMO JOKYMEHTOB,
HOJIINTBIX B €10, JOJKHBI ObITh BHECEHBI M BCE OTHOCAIIMECS K HUM IMPUIIOKECHUS.

JIucTbl BHYTpEHHEW ONMKMCH MOJAUIMBAIOTCSA B Havyane jAena. Eciau neno nepeniereHo Wid MoAmuTo
0e3 BHYTPEHHEH ONUCH JOKYMEHTOB, TO COCTABJIEHHAsl 10 YCTAHOBJIEHHOH (opMe BHYTPEHHSS OIUCh
HAKJICUBACTCS 3a BEPXHUI Kpail K BHYTPEHHEH CTOPOHE JINLIEBOM OOI0XKKH JAena.

HeoOxonuMocTe  cocTaBlieHUs] BHYTPEHHEW ONMCH JOKYMEHTOB JieJla  OTAENbHBIX  JIell
onpezaensercs MHCTpyKIMell Mo JelONpOM3BOACTBY TIOCYJApCTBEHHOTO OpraHa, OpraHa MECTHOI'O
caMOyIIpaBJICHUS.

BHyTpeHHs onuch JOKYMEHTOB Ji€fla COJIEPKUT CBEIEHUS O MOPSAKOBBIX HOMEpAX JOKYMEHTOB
Jiena, UX MHAEKCax, JaTax, 3arojoBKaXx W HOMepax JMCTOB [ella, Ha KOTOPBIX PAaCIOIOXKEH KakKIbli
nokyMeHT. K BHyTpeHHEW OIucCuM JOKYMEHTOB Jiejla COCTaBJIIETCS WTOrOBas 3alMch, B KOTOPOM
yKa3bIBaeTCs UPpaMu U IPONUCHI0 KOJIMYECTBO BKIIOUYEHHBIX B HEE JTOKYMEHTOB, IPUJIOKEHUN K JIeTy U
KOJIMYECTBO JIUCTOB BHYTPEHHEHN OIHUCH.

[Ipu w3MeHeHHMH cocTaBa JOKYMEHTOB Jefla (M3bATHUHM, BKIIOYEHUH JIOKYMEHTOB, 3aMEHE HX
KOIUSIMU U Jp.) 3TU U3MEHEHUs OTpa)katoTcsl BO BHYTpeHHeW onucH B rpade "lIpumeuanue” co cepuikamu
Ha COOTBETCTBYIOIIME aKThl M IPU HEOOXOAUMOCTH COCTABISETCA HOBAs HTOrOBas 3alHCh.

BHyTpeHHSsI onuCh JOKYMEHTOB J€J1a MOANUCHIBAETCS COCTaBUTENIEM C yKa3aHHWEM JOJDKHOCTH,
pacppOBKY MOANUCH U AATHI COCTABJIECHUS.

JIOKyMEHTBI B JieJIaX MOCTOSSHHOTO, BpeMeHHbIX (cBbilIe 10 J1eT) CpOKOB XpaHEHUs U M0 JUYHOMY
COCTaBy MOAIIMBAIOTCS Ha YEThIpe MPOKOJAa MPOYHBIMU HUTKAMHU B TBEPAYI OOJOXKKY M3 KapTOHA WU
NEPEIJIETAIOTCSl C Y4€TOM BO3MOXKHOCTH CBOOOJHOIO UTEHUS TEKCTa BCEX JOKYMEHTOB, JaT, BU3 U
pe3oironuii Ha HuX. TeKCT He T0JDKEeH MOAXOIUTh K JMHUU MOJAIIMBKY (TIeperuiera) Oarke 2 ¢M, a JIMCThI
HE JIOJDKHBI BBICTYNATh 3a Kpas o0JOKKH. B ciydasx, korja TeKcT Ha JOKYMEHTE PacloJiOKeH OJIM3KO K
Kparo JIMCTa, K TAaKOMY JIUCTY IMOJKJIEHBAETCS MOJOCKa OyMmaru, 3a KOTOPYIO JAOKYMEHT IOJIIMBAETCS
(meperuieraeTcsi) B J€IO.

Pe3omtonun pykoBOACTBa, BU3BI, COCTABJIEHHBIE HAa OTAEIBHBIX JIMCTAaX, Pa3MELIAOTCS Mepen
JIOKYMEHTOM, K KOTOPOMY OHH OTHOCSTCS, U B TAKOM IOPSAJIKE MOAIIUBAIOTCS B AEIIO.

[Tpu moaroroBke 1en K MOMIIMBKE (TEperieTy) MpoBepsieTcs MPaBWIIBHOCTh UX (HOPMUPOBAHMS,
oQopMIIeHUS, METAIIIMYECKHUE CKpeIUIeH s (OyIaBKU, CKPETIKH) U3 JOKYMEHTOB YAAJISIIOTCS.

B nenax MOCTOSIHHOTO XpaHEHHs TOAJEKAT H3BATHIO AYyOJEeTHBIE AK3EMIUIAPHI JTOKYMEHTOB,
YEepHOBUKH, HEO(OPMJICHHBbIE KOMWU JIOKYMEHTOB M HE OTHOCSIIMECS K BOIPOCY JOKYMEHTHI C
BPEMEHHBIMU CPOKAMHU XPaHEHUSI.

Jlena MOCTOSIHHOTO XpaHEHMs, COCTOSIIME M3 JIOKYMEHTOB OCO0O0N Hay4YHO-HCTOPUYECKOH,
XYJ0KECTBEHHOH M MHOM HEHHOCTH WJIU HE(POPMATHBIX JOKYMEHTOB (KapTbl, CXEMbI, IUIAHbI, YEPTEXKH,
(GOTOCHUMKHA W JApyrue ITOKYMEHTHI Ooinbmioro ¢opmara), B IEIIX HX COXPAHHOCTH M YA0OCTBa
NOJIb30BAHUSl HE MOJIIMBAIOTCS B JIENa, a XPAHATCS CIOKEHHBIMU B 3aKPBITHIX TBEPJBIX IMANKax ¢ TpeMs
KJIalTaHaMH M C 3aBsA3KaMH WJIH B KapTOHHBIX QyTispax (KopoOkax) B KauecTBE MPUIIOKEHHUH K nenmam. Ha
KaX/1yI0 Manky (KopoOKy) cOCTaBIsIeTCs BHYTPEHHSS OMUCH HAXOSIIUXCS B HEW JOKYMEHTOB.
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Eciu B neno B xoxe ero (GopmupoBaHusi ObUIM MOAIIUTHI JOKYMEHTBI C PAa3IMYHBIMUA CPOKAMU
XpaHEHUs, TO JIEJI0 paclIuBaeTcsi 1 GOPMUPYIOTCS HOBBIE JIeNIa, UCXO/S U3 CPOKOB XPAHEHHUS TOKYMEHTOB.
[Ipu 3TOM MOKYMEHTBI C MCTEKIIMMU CPOKAMHM XPAHEHHS YHUUYTOXKAIOTCS MO aKTaM B YCTAaHOBJICHHOM
MOPSIKE.

OO0610KKH JIeT ¢ TOKYMEHTaMHU, UCTIOJTHEHHBIMU Ha CTAaHAAPTHBIX JINCTAX, JOJKHBI UMETh pPa3Mephl
229 x 324 mM. OGIOXKKH €T ¢ TOKYMEHTaMU, U3TOTOBJICHHBIMHM Ha HECTAHIAPTHBIX JIUCTaX, MOT'YT UMETh
pa3Mepbl, COOTBETCTBYIOIIHNE pa3MepaM MOIIUTHIX B HUX JIUCTOB.

OO0JI0KKH J1e7 ¢ JOKYMEHTaMH, MUMEIOIIMMU JJuTeNbHble (25 u Oosiee JIeT) CPOKM XpaHEeHHs,
JOJKHBI OBITH M3TOTOBIICHBI M3 TBEPJIOTO KapToHA. [y 00JIOKEK Jel, CAaBaeMbIX Ha TOCYJapCTBEHHOE
XpaHeHue, MpUMEHseTCs] 0ECKUCIOTHBIN KapTOH.

st mpeoxpaHeHus: TOKyMEHTOB OT MEXaHUYECKOM MOpYM Ha TIEPBOM U IOCJIEIHEM JINCTAX JIeNa,
TOMa Mepel MPOIIMBKOM HAaKIIEMBAIOTCA MOJIOCKM TOHKOIO KapTOHA, Yepe3 KOTOpble M IMPOIYyCKaeTCs
HIHYP.

[Tpu odopmiieHHn Nen MPUMEHSATh KaHIENSIPCKUN (CHUIIMKATHBIN) KJei, MydHOH M KpaXMaibHbIN
KJIEHCTEPBI HE TOIIyCKAETC.

B cootBerctBum ¢ mynktamu 7.12-7.13 IlpaBun nenonpou3BOACTBA MOATOTOBKA AJIEKTPOHHBIX
JIOKYMEHTOB K Iiepefaye B apXWB TOCYJApCTBEHHOI'O OpraHa, OpraHa MECTHOTO CaMOYIpaBJICHUs
OCYILIECTBISICTCS B COOTBETCTBUH ¢ IIpaBmaamu 2015 ., IpeaycMaTPUBAFOIIAMHA -

- TIOJIFOTOBKA 3JIEKTPOHHBIX J€J, JOKYMEHTOB K Iepefadye B apXUB IOCYJapCTBEHHOTO OpraHa,
OpraHa MECTHOTO CaMOYIPaBJICHUSI OCYILECTBISETCS CTPYKTYPHBIM MOJAPa3JelieHHEM - IOJIb30BAaTEIeM
COOTBETCTBYIOIICH WH(POPMAIMOHHONH CHCTeMbl coBMecTHO co Ciyk00il 1e10nmpon3BOJCTBA |
nojipaszzeneHueM (paboTHUKOM), obecreunBarouM (pyHKIMOHUPOBAHUE HHPOPMAIIHOHHOM CUCTEMBI;

- TMpU TOJATOTOBKE SJEKTPOHHBIX JOKYMEHTOB, OTOOpaHHBIX K IIepefaue B  apXuB
rOCyJapCTBEHHOTO OpraHa, OpraHa MECTHOI'O CaMOYIPABIICHUS, BBINOIHSIOTCS CIEAYIOIINE OCHOBHBIE
npoueaypsl paboThl C JOKyMEHTaMU:

- TpeoOpa3oBaHUE TEKCTOBBIX JIIEKTPOHHBIX JIOKYMEHTOB B (OpMaT apXWBHOTO XpaHEHUs
PDF/A-1 nnu uHOM dopMar 1Mo COTJIaCOBAaHUIO C apXMBOM TOCYIApCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYIPAaBIIEHUS, €CITU DJIEKTPOHHBIN TOKYMEHT OB CO3/IaH WIIM BKIIFOUEH B CHCTEMY B HIHOM (opMare;

- (opmupoBanue B HHPOPMAIMOHHON CHCTEME OIHUCEH DJIJIEKTPOHHBIX e, JOKYMEHTOB
CTPYKTYPHBIX MOAPA3ACICHUIA;

- (opmupoBanue B HH(POPMAIMOHHOM CHUCTEME TOCYAApCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYTIPaBJICHUS KOHTEMHEPOB HJIEKTPOHHBIX JOKYMEHTOB, BKJIOUAIOIIMX: KOHTEHT W METaJaHHbIE
SJIEKTPOHHOTO JOKYMEHTa, (ailyibl SJEKTPOHHBIX IMOJMUCEH, BU3YAJIM3UPOBAHHYIO KOIMHUIO TEKCTOBOTO
ANEeKTpOHHOTO JokyMeHTa B ¢opmare PDF/A-1 unm umHOM (opmare MO COTNIACOBAHUIO C apXHUBOM
roCy/1apCTBEHHOIO OpraHa, opraHa MECTHOTO CAMOYTIPaBJICHHUS;

- ¢opMupoBaHue B HMH()OPMAIMOHHOW CHCTEME TOCYIapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOYTIPABIICHUS DJIEKTPOHHBIX 1€, SBISIOMMUXCA COBOKYITHOCTBIO KOHTEHHEPOB DJIEKTPOHHBIX
JIOKYMEHTOB WJIM KOHTEHHEPOM AJIEKTPOHHOIO IOKYMEHTA;

- MUTpaIus 3JEKTPOHHBIX JOKYMEHTOB Ha (Qu3u4ecku 000COOJIEHHbIE MaTepUaIbHble HOCUTEINH,
€CJIM JOKYMEHTHI MEPEAAOTCS B ApXUB TOCY/IapCTBEHHOI'O0 OpraHa, OpraHa MECTHOTO CaMOYIPABJICHUS HE
1Mo HHGOPMAITMOHHO-KOMMYHUKAIITMOHHBIM KaHAJIaM;

- POBEPKA BOCIIPOU3BOJUMOCTH 3JIEKTPOHHBIX TOKYMEHTOB;

- MPOBEPKA AIEKTPOHHBIX JJOKYMEHTOB Ha HAJTMYHE BPEIOHOCHBIX KOMITBIOTEPHBIX MPOTPAMM;

- opMupoBaHUE TPAHCIIOPTHOTO KOHTEWHEPA, COAEPIKAIIETO AIIEKTPOHHBIE Jela, BKIIOYCHHBIC B
OTIMCH AJIEKTPOHHBIX JIeJI, JOKYMEHTOB CTPYKTYPHOTO MOJIpa3IeeHus (OMUCh JIe] TTOCTOSHHOTO XPaHEeHUS,
BpeMeHHBIX (cBbllIe 10 JIeT) CPOKOB XpaHEHUs, JIEN 110 JUYHOMY COCTaBY).

IIpuiaoxenne N 21

HavmveHnoOBaHUME OpraHmM3almn
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YTBEPXIAIO

AKT PykoBomouTesib OpIraHmM3alumn
N
O BBIOEJIEHUM K YHUUTOXEHMIO lloonmcso Pacumdpporka
AaPXMBHEIX INOKYMEHTOB*, He IOONINCHU

nonJjexammx XPaHEeHUO
ITaTa

Ha ocHoBaHUU

(HaBBaHV[e M BBIXOIHEBIE IHOAaHHBIE TII€pPedYHA IOJOKYMEHTOB C YKa3aHMeM
CPOKOB UX XPaHEHM:)

OTO6paHI:I K YHMUYTOXEHMI KaK He MMeKlMe HaquO—MCTOpMHeCKOﬁ LIEHHOCTM U
YyTpaTumupiMe IIPpaKTUUYEeCKOEe 3HadYeHMEe ITOKYMEHTEL @)OHHa N

(HamMeHOBaHMe QoHIA)

N /i 3aroJyioBOK jena I'oner | Homep | Homep en. | Kosnmue Cpoku IIpume
(rpymmoBoii omucu*® Xp. 110 CTBO XpaHEHUd U 4aHUe
3aroJI0BOK * OITHCH en. Xp. HOMEpa
JIOKYMEHTOB) cTarei mo
IIEPEYHIO
1 2 3 4 5 6 7 8
NToro en. xXp. 3a TOHOBL.
(umdpaMrt M HPONMUCHIO)
Onmcu nOJja NOCTOAHHOTO XpPaHEeHMA 3a Tonsl yTBepxneHel JIlIK

(HaMMeHOBaHME APXUBHOTO YUPEXIeHMUS)
(mpoTokKOI OT N )

HammMmeHOBaHMe IOOJIKHOCTU
PYKOBOOMTEJA apxmuea (Jamua,

OTBETCTBEHHOTO 3a apXuB) Iloonuce PacumppoBKa NOOIUCK
COTJIACOBAHO

[IpoToxkos ILSK (3K) opraHmuzauuu

oT N

* [Ipn BBIIENICHUN K YHUUYTOXXEHHIO JIOKYMEHTOB C MCTEKIINMH CPOKaMH XPaHEHHUS! M3 CTPYKTYPHBIX IOJpa3IeseHUI
OpraHM3aIy, TP 0(OPMIICHUH aKTa CJIOBO "apXUBHBIH" NCKIIIOYACTCS.

** [1pu BBLAENEHNN K YHUYTOXEHHIO JIOKYMEHTOB TIPH ITOJrOTOBKE JIEJ K Iepeiade B apXuB OpraHu3anuu, rpadsl 4, 5
HE 3aIOJIHAIOTCS.

(I)opMa AKTa 0 BBIACJICHUH K YHUUYTOXKCHUIO APXUBHBIX TOKYMEHTOB, HE IMOAJICKAIIMX XPAHCHUIO

[Tponomkenune npunoxenust N 21

IJOKYMEHTE B KOJIMUECTBE en. xp.:
- Ha OyMaxHOM HOCHTEJIE BECOM KI' CHaHbl Ha YHUUTOXEHUE;
- Ha BJIEKTPOHHOM HOCUTEJI€ CIaHB Ha YHUUTOXEeHVE
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(crntoco® YHUUTOXEHMUS)

HamMeHORaHME IOJDKHOCTM PpaboTHUKAE,
CIaBlIETO JOKYMEHTEI [Toonmuce Pacumbpporka HOOOOMUCHU

TaTa

VIsMeHeHus u YUYeTHBIe IOOKYMEHTBI BHECEHEL.

HamMeHOBaHME HOJDKHOCTM paboTHMKA
apxMBa, BHECHWETO M3MEHEHUS

B YUeTHHE TOKYMEHTE [loOnuchb PacumbpoBkKa MNOONUCHK
TaTa
®opmat A4 (210 x 297 mm)
IIpuaoxenne N 22

(HaMMeHOBaHME TOCYHAPCTBEHHOTO (MYyHMIUMIIAJBHOT'O) apxXmBa)

(HaMMeHOBaHUM OpTaHM3aLMM)

(HaMMeHOBaHMe CTPYKTYPHOI'O MNOoIpas3nelieHUd)

IEJIO N TOM N

(3aT0JIOBOK IeJia)

(kpaVHVe OaThl)

Ha JIMCTax
XpPaHUThb
. N
On. N
O. N
®opma A4 (210 x 297 mm)

®opma 00JI05KKH Jes1a
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IIpuaoxenne N 23

JMCT-3ABEPUTEJIE OEJIA N

B @meJjie NOOmWMTO M MNPOHYMEPOBAHO JIMCTOB
(uMbpaMy M MOPOINMCHIO)

c N rno N , B TOM UMCJIIE:

JIMTEPHBIE HOMEpa JIMCTOB

IPOIylleHHBIE HOMEepa JIUMCTOB

+ JIMCTOB BHYTPEHHEM OINMUCU

4

OcoOeHHoCTH (PU3HUECKOT0 COCTOSIHUS U (POPMHUPOBAHUS Jieja Howmepa nucros
1 2

HamMeHOBaHME IOOJDKHOCTU
paboTHMKa [Momonuce PacumdpoBKa MNOINUCHU

TaTa

®dopmar A4 (210x297 mm)

<I)0pMa JUCTa-3aBEPUTE/IA Aej1a

IIpunoxenne N 24
BHYTPEHHSA OIIUCH
AOKYMEHTOB Jesia N
N Perucrpan Hara 3aroyioBOK JOKyMEHTa Howmepa nucros [Ipumeuanue
n/n VOHHBI | JOKYMEHTa nena
HUHIACKC
JOKYMEHTa
1 2 3 4 5 6
ViToro IJOKYMEHTOB.

(umbpaMm M HOPONMCEIO)
KonmmueCcTBO JIMCTOB BHYTPEHHEM OIUCHU

(umdpaMm M ODPONMUCHI)

HarvMeHOBaHME OOJIKHOCTM JiMlia,
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COCTaBUBIIETO BHYTPEHHIO OIUCH
OOKYMEHTOB JeJjia [lonnmcse Pacumpporka NOONNCHU
TaTa

dopmaT A4 (210 x 297 Mwm)

®opma BHyTpPeHHeil ONMCH I0KYMEHTOB JieJia

)" Tpukas ®denepansroro apxmpHOro aremrctBa ot 22 mas 2019r. N71 "OG yrBepxaeHum IIpasui
JIeJIONPOU3BOJICTBA B TOCY/ApPCTBEHHBIX OpraHax, OpraHax MECTHOIO caMOyIpaBieHus" (3aperucTpupoBaH B MHHHCTEpCTBE
toctuiun  Poccuiickoit ®enepanmu 27 nexabps 2019 r., peructpaumonnsiit N 57023; OdunmanbHblii WHTEpHET-MOPTA
npaBoBoil nHopMaru (Www.pravo.gov.ru), 30 nexadps 2019 r.).

2 Vkas IIpesunenta Poccuiickoit ®enepauun ot 22 mions 2016 r. N 293 "Bonpocsl PenepalbHOTO apXUBHOTO
areatctBa" (BMmecte ¢ "[lomoxxenmem o DenepampHoMm apxuBHOM areHTCTBe") (CoOpaHme 3akOHOAATENbCTBa Poccuiickoit
Oeneparn. 2016. N 26. Cr. 4034; 2018. N 52. Cr. 8239).

3] OenepanpHbnii 3ak0H OT 2 Mast 2006 r. N 59-@3 "O mopsimke paccMOTpeHHs oOpamieHui rpaxnaH Poccuifckoit
Oeneparmun” (Cobpanne 3akoHOmarenbecTBa Poccuiickoit @eneparmmu, 2006, N 19, cr. 2060; 2018, N 53, cr. 8454) (mamnee -
®enepanpHbIii 3ak0H N 59-D3).

) Denepanbusiit 3akon 0T 9 despans 2009 r. N 8-@3 "O6 obecreueHnn 10CTyNa K HHPOPMALMK O AESTETbHOCTH
rOCYapCTBCHHBIX OPraHOB M OPraHOB MECTHOTo camoympasieHus" (CoOpanue 3akoHomatenscTBa Poccuiickort deaeparuu,
2009, N 7, ct. 776; 2018, N 1, ct. 7) (manee - ®enepanbublii 3akoH N §-D3).

) denepanbubiit 3akon ot 27 mions 2010 r. N 210-03 "O6 OpraHH3alMH MPEIOCTABICHHS TOCYIAPCTBEHHBIX H
myHununaasHbIx yeayr" (Cobpanue 3akoHogarensctBa Poccuiickoit @enepamuu, 2010, N 31, c1. 4179; 2020, N 31, c1. 5027).

] TOCT P 7.0.8-2013. Cucrema craHzapToB 10 HHGOPMALMH, OUGITHOTEYHOMY W H3IATEIBCKOMY JACTY
Jemonpon3BoacTBoO U apxuBHOE Aeno. TepmuHs! u onpeneneHus. - M.: Ctargaptuadopm, 2014.

7] VYupasnenue nokymeHtamu. Tepmunsl U onpenenenus. Ciosaps. - M., BHUUIAAJL, 2013. - 120 c.; CnoBapb BUI0B
U pPa3HOBHIHOCTEH COBPEMEHHOH ympaBieHdeckoi mokymeHTanuu / Pocapxus, BHUNJA. - M., 2014. [DaeKTpOHHBIH
pecypc] - Pexxum mocryma: http://archives.gov.ru/sites/default/files/2014-slovar-upravl-documents.pdf.

OnexTpoHHBIH mabIoH GiiaHKa - 6JIaHK TOKYMEHTa B M(POoBOil Gopme, NCTIONB3yeMBlil JUIs CO3JaHNs JOKYMEHTOB
B MH(OpPMALMOHHOM cUCTeMe; AJIEKTPOHHBII MAa0IoOH JOKyMeHTa - YHU(HUIMPOBaHHas (Gopma TOKyMEHTa UCMOb3yemas JUist
CO3JJaHUs JOKyMEHTOB B MH(OpMaIMOHHO cUcTeMe M cojepiKalliasi He TOJbKO PEeKBU3HMTHI OJlaHKa B LU(PPOBOi Bopme, HO U
MOCTOSIHHBIE YaCTH TEKCTa JOKYMEHTa.

®) MurepaxTuBHas popma T0KyMeHTa MO3BOJISET CO31aBATh IEKTPOHHBINA JOKYMEHT B HH(OPMAIMOHHON CHCTEME B
npolecce AUaiora ¢ Mojb30BaTeNeM, IIPY ITOM IIPEAINoJIaraeTcs, YTo HHTepdeic coepKUT pa3InuHbIe AIEMEHTHI YIPaBICHHs
(MeHIo, KOMaHHBIE KHOTIKH, MOJIS A7l BBOJIa MH(OPMAIIUH, CIIUCKH), 61aroaapsi KOTOPHIM ITOJIb30BaTEIbh MOXKET (POPMUPOBATH
JokyMeHT. OcOOCHHOCTh JOKYMEHTOB, CO3/IaBa€MbIX Ha OCHOBE MHTEPAKTHBHBIX (DOPM, - MX CBA3b ¢ 0a301 JaHHBIX, TOCKOJIBKY
B TIpOLIECCEe CO3/1aHMs JOKYMEHTa 3HAUNTeIbHAs JacTh MH(GOPMAIMK BHIOMpaeTcst U3 0a3bl IAHHBIX, a Ta YacTh MH(MOPMAIWH,
KOTOpast BKJIIOYAeTCs B IOKYMEHT KaK HOBasi HHOPMAIHsl, CTAHOBHUTCS 4acThiO 0a3bl JaHHBIX.

[l denepanbHBI KOHCTUTYLIMOHHBIHN 3aKk0oH 0T 25 nexabpst 2000 r. N 2-®K3 "O IN'ocynapcrBennom repbe Poccuiickoit
Oeneparun” (Cobpanue 3akoHoAaTenbeTBa Poccuiickoit @enepanuu, 2000, N 52, ct. 5021; 2017, N 52, cr. 7916).

U Mocranosnenne IpasutensctBa Poccuiickoii denepamun ot 27 mexabps 1995 . N 1268 "O6 ynopsgoueHun
M3TOTOBJICHUS, UCTIONBb30BAHMS, XPaHEHNS U YHHUTO)KCHHUS NedaTei U OJIaHKOB C BOCIIPOHM3BEIEHHEM [ ocytapcTBeHHOTO Tepba
Poccutickoit @eneparnun" (Cobpanue 3akoHoaTenbeTBa Poccuiickoit @eneparum, 1996, N 2, cr. 123; 2018, N 13, ct. 1808).

21 TOCT P 7.0.97-2016 "Cucrema craHgapToB 1o HHGMOPMALMH, OHOTHOTEYHOMY U M3LATEIBCKOMY JIEITy.
Opraan3anioOHHO-pACIIOpSANTENbHAS JoKyMeHTarus. TpeboBannsa k odopmienuto qokymeHToB" (¢ M3menenmem N 1). - M.:
Crannaptuadopm, 2018. Paznen 6 (nanee - TOCT P 7.0.97-2016).

3] O6pasupr Grankos KoxymenToB npuBencHsl B [puroxkernn b k TOCT P 7.0.97-2016.

U4 B macrosmee Bpems o6IIMii GaHK BBIXOAMT M3 YHOTpeOneHHs. Ero MCIONB3YIOT TOCYIapCTBEHHbIE OPraHBI,
OpraHbl MECTHOTO CaMOYNPAaBJICHMS, NMPUMEHSIOIINE WCKIIIOUYNTEIBHO ONaHKM Ha OyMa)KHOM HOCHTEJE, M3rOTaBIIMBaEMbIE
TUIOrpa)cKiM crocoboM. B rocypapcTBeHHBIX OpraHax, OpraHaXx MECTHOTO CaMOYIpPAaBIICHHUS, HE HCIIOJIB3YIOUIMX OJIaHKH,
M3TOTOBJICHHBIE THHIOTpadcKkuM criocoOoM, BMECTO 001Iero OjlaHKa UCTIONb3YIOTCS JIEKTPOHHBIE Ta0JIOHBI KOHKPETHBIX BUIOB
JIOKYMEHTOB.

USITOCT P 7.0.97-2016 ycranaBnmBaeT Takxke, 4TO TOKYMEHTHI JUTHTCIBHBIX (CBBImE 10 JIET) CPOKOB XPaHCHHS
JIOJDKHBI UMETH JieBoe moyie He MeHee 30 MM. DTO TOJIO)KEHHE MOXKET OBITh YUTEHO TpH pa3paboTKe OJAaHKOB TEX BHUIOB
JOKYMEHTOB, KOTOPBIC NMEIOT JUTNTEIBHBIE CPOKN XPAaHECHUSI.

1) Crammapr He Ha3bIBAET KOHKPETHBIX TAPHUTYD MPH(TOB, UCIOTB3YEMbIX MPH CO3IAHHH JIOKYMEHTOB, B CBSI3H C
TeM, 4To moctaHoBlieHueM [IpaButenscTBa Poccutickoit @eneparu ot 16 Hos6pst 2015 1. N 1236 "OO6 ycTaHOBIEHUH 3aIipeTa
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Ha JOMYCK MPOrPaMMHOTO 00eCHedeHUs], MPOUCXOIAMIETO U3 MHOCTPAHHBIX TOCYJapCTB, AN LENCH OCYIIECTBICHHUS 3aKyIOK
Ui obecniedeHnss TOCyIapCTBEHHBIX W MyHHIMNANbHBIX HYXHO' (CoOpaHume 3akoHOmaTenscTBa Poccuiickoit denepamum ot
23 Hos0pst 2015 1. N 47 ct. 6600; 2019. N 15. Cr. 1754) BBeieH 3ampeT Ha HCMOIB30BaHUE OpraHaAMHU TOCYAaPCTBEHHON BIACTH
Y OpraHaMH MECTHOTO CaMOYMIPaBJICHHsI IPOTPaMM IS SJIEKTPOHHBIX BEIYUCIUTEIbHBIX MAIIMH U 0a3 JaHHBIX, IIPOUCXOASIIINX
U3 MHOCTPaHHBIX TOCYAapcTB, a pacrnopsbkeHueM IIpaBurensctBa Poccmiickoit ®@epepauuu ot 26 mronst 2016 r. N 1588-p
YTBEPIXKIEH IUIaH nepexoja (elepalibHbIX OPraHOB UCIIOJHHUTEIBHON BIACTH M TOCYNAPCTBEHHBIX BHEOIO/DKETHBIX (DOHIOB Ha
UCIIOJIb30BaHHE OTEYECTBEHHOTO O(MCHOTO MPOTPAMMHOT0 00ECIIEYEHUSI.

U7} Crares 16 3axona Poccuiickoii ®enepanuu ot 25 okTsabps 1991 1. N 1807-1 "O s3pikax HaponoB Poccuiickoit
Oeneparun” (BemomocTu che3na HapogHbIX aemyTatoB 1 BepxoBHoro Cosera Poccuiickoit denepanuu ot 12 gexadps 1991 r.,
N 50, ct. 1740; Cobpanne 3axoHomatenscTBa Poccutickoit @eneparun, 2020, N 31, ct. 5027).

8] Mesxerpounstit mpoGen (HHTepBai), WIH MHTEPIHHBSK, - PACCTOSHHE MEKAY CTPOKAMH B TEKCTE, TOUHEE, -
paccTosiHME MEXIy HIDKHEH W BEPXHEH JIHHUSAMH CMEKHBIX CTPOK. MEXCTpOdUHBII HHTEpBal M3MEPSIETCS B IyHKTaX WIN
MHTepBasaX. MEeKCTpOUHBIN MHTEPBAN M IIar MHChMa (PacCcTOSHUE MEXIY COOTBETCTBYIOIIMMHU TOYKAMHU OCEBBIX JHHHUH IBYX
CMEXXHBIX 3HAKOB, HaXOMAIIMXCS Ha OJHOM CTpPOKE) IpW CO3MAaHHHM JOKYMEHTOB ycraHaBimuBaeT cranmapt MCO 4882:1979
"O¢ucHple MamuHE 1 000pyIOBaHUE IJIsi 0OpabOTKHM MaHHEIX. VHTEpBaimbl MEXIY CTPOKAMH W 3HaKamu'. MeXCTpOUHBIH
uHTepBal paeH 4,233 MM (1/6 mioiiMa); mar nucema - 2,54 mm (1/10 grotima).

) B 1enonponsBoAcTBeHHO# TePMHUHONOrMH HET MOHATHS "COCTABHAs 4acTh pekBu3uTa". OCHOBBIBAACH Ha PAKTHKE
JOKYMEHTHUPOBAHMS, MOXHO MpPEANOJI0XKHUTh, YTO O COCTABHBIX YacTAX PEKBU3UTa MOXKHO TOBOPHUTH, HAIpUMeEp, NpH
opopmiiennn pekBusura "Agpecar" B ciy4asx, €CIM B COCTaBe OSTOr0 PEKBU3UTA YKa3bIBAETCS IOYTOBBIA ajpec
KoppecnoHeHTa (Homep TenedoHa-pakca I apec 3JIEKTPOHHOU ITOUTHI).

(0] MexGykBeHHbIil mpoben - 3T0 He3amedyaTaHHbIE MPOMEKYTKH MEXKIY OYKBEHHBIMH 3HAKAMH, 4 MEXKCIOBHbI
npo6e (ammporr) - mpoOes, OTACIAIONINNA OJHO CIIOBO OT IPYTOTO.

Iocranosnenne I[IpaBurensctBa Poccuiickoit @emepammm ot 23 mapra 2017 1. N 325 "OO6 yTBepkIcHHU
JOTIOTHUTENBHBIX TPeOOBaHMN K IIpOrpaMMaM [UIS 3JIEKTPOHHBIX BBIYMCIMTEIBHBIX MAalIMH M 0a3aM JaHHBIX, CBEACHHS O
KOTOPBIX BKIIFOUCHBI B PEECTP POCCHHCKOT0 IIPOrPaMMHOTO 00€CIIeYeH s, 1 BHECCHUHN N3MEHEHHH B IpaBmiIa (POpMHUPOBaHUS U
BesleHnss ExquHOro peectpa poCCHHCKHMX MpOTpamMM AJSL SJIEKTPOHHBIX BBIYHCIMTENBHBIX MamuH U 0a3 maHHbIX" (CoOpanue
3aKoHoarenscTBa Poccuiickoit @enepanun, 2017, N 14, ct. 2062; 2018, N 12, cT. 1683).

(2] Paspen III TpeboBaHMiI K OpPraHU3aIMOHHO-TEXHUYECKOMY B3aMMOJIEHCTBUIO T'OCYJapCTBEHHBIX OpPraHoOB U
TOCYJapCTBEHHBIX OpraHM3allMil MOCPEICTBOM OOMEHa JOKyMEHTaMH B 3JEKTPOHHOM BHJAE, YTBEP)KICHHBIX IPHUKa30M
MunncTepcTBa CBSI3M M MacCOBBIX KOMMyHHMKanui Poccuiickoit @eneparun N 186 u @DenepanbHOM cioyxObl OXpaHbBI
Poccuiickoit @enepaunu N 258 ot 27 mas 2015 r. (3apeructpupoBan B Munuctepctse toctunuu Poccuiickoit @enepannn
22 centsaopst  2015r., peructpaunonHbiii N 38956; OduuuanbHeli  WHTEPHET-OpTAJl  MPaBOBOH  HMH(pOpMaIK
(www.pravo.gov.ru), 24 cenrsops 2015 r.) (manee - [Ipukas Munkomcssizu Poccunt 1 @CO Poccun N 186/258).

(3] Meranaunsle - TaHHbIE, ONUCHIBAIONINE KOHTEKCT, COJEPKAHHE, CTPYKTYDPY JOKYMEHTOB H HPOLIECCOB YIPABICHHS
umiu Bo BpemeHu ('OCT P CO 30300-2015 "Cucrtema cTaHIapTOB 10 HHGOPMAINH, OHOINOTEYHOMY U U3AATEIECKOMY ACTy.
Wudopmammss u  mokymeHtanusi. CucTeMbl yrpaBieHHs JokymMeHTamu. OCHOBHBIC TIIOJIOKEHHSI W CIOBaph'. - M.:
Cranpaptuadopwm, 2016).

(241 [B] - pexBu3uTHl GnaHKa MOKyMeHTa; [<] - PEKBH3MTHL, I KOTOPHIX HAa GIAHKE IPOCTABIAIOTCS OTMETKH,
MOKAa3BIBAIOIINE MECTO UX PACIOTIOKECHUS.

(5] PexBusuT He HCHONB3yeTCs B TOCYIAPCTBEHHBIX OPraHAX, OPraHAX MECTHOrO CAMOYIPABICHHUS; MOYXET
UCTIONIB30BaThCSL B OPTaHM3ALMUAX, YUPEAUTEIIMH KOTOPBIX BBICTYNAIOT TOCYAAPCTBEHHBIC OPTaHbl, OPTaHbl MECTHOTO
CaMOYTIPaBIICHHSI, TIPH YCIOBHH, YTO TOBAPHBIN 3HAK (3HAK OOCITY)KMBAaHUS) 3apPETHCTPUPOBAH B YCTAHOBICHHOM ITOPSAIKE (CM.
I'paxxganckuii kogeke Poccuiickoii @eneparuu, gacts [V, ctatbs 1480).

(26) VcranoBnenHslil B pasaene MOPSIOK COIVIACOBAHHS MPOEKTOB JOKYMEHTOB HE PACIPOCTPAHSETCS HA MOPSIOK
COTJIACOBAHUsI TPOEKTOB HOPMAaTHUBHBIX IPAaBOBBIX AaKTOB (hellepalIbHbIX OpPraHOB HCHOJHUTENGHONH BIACTH, ITOPSIOK
COIJIACOBAHUS KOTOPBIX YCTaHOBIEH nocTtaHoBieHueM IlpaButenscrBa Poccuiickoit @enepanun ot 13 asrycra 1997 r. N 1009
"O06 yrBepxaeHun [IpaBui MOArOTOBKM HOPMATHBHBIX NPABOBBIX aKTOB (peZepabHBIX OPraHOB MCIIOJIHUTEIBHON BIIACTH U UX
rocynapctBeHHo# peructparmu” (Cobpanue 3akoHOonarenbcTBa Poccuiickoit @enepanum, 1997, N 33, ct. 3895; OdununansHbii
MHTEpHET-TIOpTall NMpaBoBoil nHpopMaunu (Www.pravo.gov.ru), 14 okrs6ps 2020 r.) (manee - mocranonenue IIpaBurenscrsa
Poccuiickoit @eneparnu N 1009).

27 ®enepanbhbiit 3akon ot 6 ampemst 2011 r. N 63-D3 "06 snexrponnoii moamuck” (CobpaHie 3aKOHOIATEIbCTBA
Poccuiickoit ®@enepanuu, 2011, N 15, ct.2036; 2020, N 24 cr.3740); nyHkTel 5, 6 mocTtaHoBieHHs [IpaBuUTenbCTBA
Poccuiickoit ®eneparmu ot 9 despanst 2012 1. N 111 "OO 31eKTpOHHON MOATIMCH, HCIIOIB3YEMOI OpraHaMy HUCTIOTHUTEIIFHON
BJIACTH M OpTraHaMHU MECTHOTO CAMOYIIPABJIICHNS IPH OPTaHU3AINH MIEKTPOHHOTO B3aUMOACHCTBHUS MEXIY o000, 0 mopsike ee
WCTIONB30BaHUs, a TakXe 00 yCTaHOBJICHWH TpeOOBaHUI K 00ECIEYCHHIO COBMECTUMOCTH CPEACTB JJEKTPOHHOW moamucH"
(Cobpanue 3akononatenscTBa Poccmiickoit denepanmu, 2012, N 8, ct. 1027; 2018, N 49, ct. 7600); ot 25 urons 2012 r. N 634
"O BuIax AJIEKTPOHHOM MOJIINCH, UCTIOIb30BAHHE KOTOPBIX JOIYCKAaeTCsl MPH 00paIeHUH 32 TOJIyYeHUEM TOCYAapPCTBEHHBIX U
MyHununaigbHeIx yeryr" (Cobpanue 3akoHonaTenbcTBa Poccuiickoit @eneparun, 2012, N 27, cr. 3744; 2018, N 36, cr. 5623);
or 25 aBrycra 2012r. N 852 "OO6 yrBepxnaenun I[IpaBumin MCIONb30BaHMS YCHIICHHOW KBIM(HUIMPOBAHHOMN 3JICKTPOHHOMN
HOANUCH TpH 00paIeHUH 3a MOJYYECHHEM TOCYIapCTBEHHBIX W MYHUIMINAIBHBIX YCIYT M O BHECEHHU M3MeHeHus B [IpaBuia
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pa3pabOTKM W YTBEPXKACHUS aIMUHHCTPATUBHBIX PETIAMEHTOB MpPEIOCTaBIeHHS rocynapcTBeHHBIX yerayr' (CobOpanue
3aKoHOmaTenbcTBa Poccmiickoit @eneparim, 2012, N 36, ct. 4903; 2017, N 44, ct. 6523); nocranoBnenue IlpaButenscTBa
Poccuiickoit @eneparun ot 25 nexadps 2014 . N 1494 "O6 yrepxxaernu [IpaBun oOMeHa JOKYMEHTaMH B SJIEKTPOHHOM BHJIE
IpU OpraHu3aly HHpopManuoHHoro B3ammoaeiictBus" (CoOpanue 3akoHonarenscTBa Poccuiickoit denepamuu. 2015, N 1,
cT. 284; 2018, N 49, ct. 7600).

[28] HopmaTtuBHBIN NpaBOBOW akKT - O(QHUIMAIBHBIA MUCHbMEHHBIH JTOKYMEHT, NMPUHSTHIA (M31aHHBIA) B ONpeaeIeHHOH
(hopme MpaBOTBOPUYECKUM OPraHOM B IIpEeIax ero KOMIETEHIMN 1 HalpaBJICHHBIH Ha yCTAaHOBJICHHUE, N3MEHEHHE WM OTMEHY
NpPaBOBBIX HOpM. B cBoro ouepenp, Mo NpaBOBOH HOPMOM NPHHATO HOHMMATh O0OIIE00s3aTeIbHOE TOCYIapCTBEHHOE
IpeANucaHie MOCTOSHHOTO WIM BPEMEHHOIO XapakTepa, PacCUMTAaHHOE Ha MHOTOKpaTHOE MpHUMEHEHHE (TIOCTAHOBIICHUE
T'ocynapcteennoit {ymsr @enepansnoro Codpanns Poccuiickoit @epepannu ot 11 HOs6ps 1996 r. N 781-11 T'[T).

29 Craren 2, 43 ®enepansHOTO 3aK0oHa Poccumiickoir @emepamuu ot 6 okTsOps 2003 r. N 131-03 "O6 o6mux
TPUHIAIIAX OpPTaHU3aIlMd MECTHOTO camoympasieHus B Poccuiickoit @eneparun (CobpaHue 3aKOoHOIATENHCTBA Poccuifckoit
@eneparim, 2003, N 40, ct. 3822; 2020, N 46, ct. 7214).

I[Myakr 11.2 TumoBoro perjaMeHTa B3aWMOJCHCTBHS (enepanbHBIX OpPraHOB WCIIONHUTEIFHONW BIACTH,
YTBEP)KIAEHHOIO TnoctaHoBieHueM llpaBurensctBa Poccuiickoit ®epepanuu ot 19 suBaps 2005r. N30 "O Tumoom
periaMeHTe B3aMMOJACHUCTBHS (elepalbHBIX OPraHOB HCMONHUTEIbHON BiacTu" (CobOpaHue 3aKOHOAATENLCTBA Poccuiickoit
®Deneparun, 2005, N 4, ct. 305; 2020, N 6, ct. 677).

B Tocranosnenue Ipasutenscraa Poccmiickoit denepamuu N 1009.

132 TIpukas Munrocta Poccun ot 23 ampens 2020 . N 105 "O6 yrBepiaennu PaspacHennii o mpuMerenHnn [paBu
MOATOTOBKA HOPMAaTHBHBIX IIPaBOBBIX AaKTOB (eliepajibHbIX OPraHOB HCIIOJIHUTEIBHONM BJIACTH W WX TOCYIapCTBEHHOU
peructpanuu” (3apeructpupoBad B MunuctepctBe roctuiuu Poccuiickoin ®enepanuu 27 anpenst 2020 r., perucTpaliuoHHbII
N 58222; O¢dunuaipHBI HHTEPHET-IOPTAJ IPaBOBOH nHPopManuu" (Www.pravo.gov.ru), 27 ampemns 2020 r.).

33 ocranosnenne IIpasurtensctBa Poccuiickoit @eneparmm ot 1 centsops 2012 r. N 877 "OO0 yTBepKICHAN COCTaBa
HOPMAaTHBHBIX IIPABOBBIX aKTOB M MHBIX JOKyMEHTOB, BKIIOUYas IPOrpaMMHbIE, pa3padaTeiBacMbIX (elepaabHbIMA OpraHaMHu
UCIIOJIHUTENIPHOM BJIACTH, KOTOpPBIE HE MOTYT OBITh TNPHHATH 0€3 NPenBapUTEIBHOTO OOCYXKICHHMS Ha 3acelaHMAX
OOIECTBEHHBIX COBETOB TPH JTHX (efepalbHBIX OpraHax HcrnoidHuTenbHOW BiacTH" (CoOpaHne 3aKOHOAATEIHCTBA
Poccwuiickoii @eneparun, 2012, N 37, ct. 4997; 2017, N 29, ct. 4374).

B34 Tocranosnenue [pasutensctsa Poccniickoit enepamuu N 1009,

B35 ®enepanprpii 3akon ot 27 mions 2010 r. N 210-03 "O6 opraHM3amuy TpeIOCTABICHHS TOCYIAPCTBEHHBIX H
MyHuIHANanbHeIX yeuyr" (Cobpanue 3akoHomatenscTBa Poccuiickoit @eneparum, 2010, N 31, c1. 4179; 2020, N 31, ct. 5027);
nocra"oBienue llpaButensctBa Poccuiickoit ®Penmepanmu ot 16 mas 2011r. N 373 "O paspaboTke U YyTBEp>KACHUHU
aJIMUHUCTPATUBHBIX  PErJaMEHTOB HCIIOJHEHUs] TOCYJIapCTBEHHBIX (YyHKUMIT M aJMUHHUCTPATUBHBIX PEIJIaMEHTOB
NPE/IOCTaBICHNST TOCYAapCTBeHHBIX ycuyr" (BMmecre c [IpaBumamm pa3pa®OTKM W yTBEpXKICHUS aJMHHUCTPATHUBHBIX
pETJIaMEHTOB HCIIOJIHEHHMS TOCyAapcTBeHHBIX (yHkumii, [IpaBumamm pa3paOOTKM W YTBEPXKICHHS aJAMHUHHUCTPATUBHBIX
pErJIaMEHTOB NPEJOCTABICHHUS TOCYAAPCTBEHHBIX yCIyT, [IpaBunamMu mpoBeeHust SKCIEPTU3bl MPOEKTOB aAMUHHUCTPATHBHBIX
pEerIaMeHTOB MPENIOCTaBICHUS TocyaapcTBeHHBIX yeuyr) (Cobpanue 3akoHOMatenbcTBa Poccuiickoit @enepannu, 2011, N 22,
cT. 3169; 2018, N 46, ct. 7050).

361 OenepanpHbEIA 3aK0H OT 6 OKTAOpsS 1999 1. N 184-®3 "OO6 00muX MPUHIKINAX OPTraHW3alWU 3aKOHOIATEIHHBIX
(MpencTaBUTENBHBIX) U MCHIOJHUTEIBHBIX OPraHOB IOCYAapCTBEHHOW BiacTH cyObekToB Poccuiickoit denepanuu" (Cobpanne
3akoHoarenscTBa Poccuiickoit @enepamnn, 1999, N 42, ct. 5005; 2020, N 29, ct. 4504).

7] Crates 43 denepansHoro 3akona ot 6 okTs6pst 2003 r. N 131-03 "O6 06IIHX IPHHIKIAX OPraHU3aIHE MECTHOTO
camoytmpasiieHus: B Poccuiickoit @enepanuu" (Cobpanue 3akoHomaTenbcTBa Poccuiickoit @eneparuu, 2003, N 40, ct. 3822;
2020, N 46, cT. 7214).

%) Mynkr 14 PaswsacHenuii mo npuvenernio [1010%eHns 0 OpsIKe BeIeHHs (eaepaTbHOr0 PEricTpa HOPMATHBHBIX
NPaBOBBIX aKTOB cyObekToB Poccuiickoit ®enepauny, yTBepkAeHHBIX npukazoM Muniocra Poccun ot 20 aBrycra 2013 r.
N 144 (zapeructpupoBan B Munrocte Poccun 30 aBrycra 2013 r.; per. N 29854; Poccuiickas rasera, 11 centsiops 2013 r.,
N 202; O¢unmansHelit ”HTEpHET-TIOPTAJ IPaBoOBOIt nHPOpManuu (Www.pravo.gov.ru), 17 oxrsaops 2019 r.).

) Mpoekrtsl pacnopsuTenbHBIX TOKYMEHTOB (YKa3oB, MPHKA30B, PACHOPSKEHMIT) O BOMPOCAM TOCYIApCTBEHHOM
(MyHHUIMIIAIBHOM) CIY’)KOBI W KaJpoOB TOTOBUT KaJpoBas CIy)X0a TroCyJapCTBEHHOTO OpraHa, OpraHa MECTHOTO
CaMOyTIPaBJICHHS.

491 Tlocranosnenns IlpaBurenscrtBa Poccuiickoit ®enepamun ot 22 centsiops 2009 r. N 754 "O6 yTBepKaeHUN
TTonoxenust 0 cUCTeMe MEXBEIOMCTBEHHOTO 3JIEKTPOHHOTO JokyMeHTooOopoTta" (CobpaHue 3akoHonmaTenbcTBa Poccuiickoit
®Deneparun, 2009, N 39, cr. 4614; 2019, N 12, cr. 1314); ot 25 nexabps 2014 r. N 1494 "O6 yrBepxaenun [IpaBun oOmMeHa
JOKYMEHTaMH B 3JEKTPOHHOM BHJAE NPH OpraHU3alnK WHpopMannoHHOTO B3amMmojeiicTBusa" (CoOpaHne 3aKOHOAATEIBCTBA
Poccuiickoit @eneparuu, 2015, N 1, ct. 284; 2018, N 49, ct. 7600) (manee - [ToctanoBnenue N 1494).

11 K mepermcrpupyeMbIM IOKyMEHTaM OTHOCSTCS JOKYMEHTbI, He TPEOyIOIIME HCIONHEHHS M HE COIEpIKallue
uH(OpMaLMK, HCHOJIB3YEMOH B CIPAaBOYHBIX wHeNsiX (OyXraiTtepckue OT4YeThl, cueTa, cuera-(pakTypbl, akThl CBEPKH
B3aMOPACUETOB, aKThl IIPUEMKHU-IIEPEIaul OCHOBHBIX CPEJCTB, TOBapHble HakianHble;, [OCTbI, TeXHUYECKHE PErIaMeHTHl,
PYKOBOAAIIME W JpPYyrHe JOKYMEHTHI MO TEXHHYECKOMY PETYIMPOBAHUIO M CTaHAApTU3alMH; aHKETHl (pe3ioMme); rpadukH,
Haps/bl, 3asIBKH, pa3HAPSIIKK; HAYYHbIE OTYETHI, HAYYHO-TEXHUYECKas ¥ IIPOEKTHAsI JOKYMEHTANUS; Te4YaTHbIEe U3/1aHus (KHUTH,
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JKYpHalIbl, Ta3eThl), KaTaJoOrd, TEXHWYECKas JHUTepaTypa, TEMaTHIECKUE U CICHHaIbHbIE COOPHHMKHM, TIIJTaKaThl;
MO37IPaBUTENBHBIE NMUCbMA M TEJIETPAMMBI, 01arofapCTBEHHBIE NMUCHMA M TEJIETPAMMBI, IIPHUIIACHTEIbHBIE OHMIETHI; (HOPMBI
JOKyMEHTOB, OJIAaHKU | Ap. JOKYMEHTHI.

421 pacmopstxenne IlpaButensctBa Poccmiickoit  ®emepammu ot 2 ampenss 20151, N 583-p  (Cobpanue
3akoHoarenscTBa Poccuiickoit @enepannu, 2015, N 15, ct. 2293).

" ocranosnenne N 1494,

4 TIpukas Munkomcssizu Poccun u @CO Pocenn N 186/258.

45 Mepeunn cBemennit 0 BXOMSIINX, HCXOMISIINX, BHYTPEHHHX JOKYMEHTAX, OOPAIICHHUAX TPAKIAH, BKIIOUACMBIX B
CO/] rocynapcTBEHHOTO OpraHa, OpraHa MECTHOTO CaMOYIIpaBJIeHUs, yCTaHOBIIEHBI B pasnene IV IIpaBun nenonponsBoacTsa.

[pukas  MunakomcBssm Poccum . ®CO  Poccum N 186/258.  PasmenIll  "TpeGoBammii &
OPTaHHU3AIOHHO-TEXHNIECKOMY B3aUMO/ICHCTBHUIO TOCYIAPCTBECHHBIX OPTaHOB M TOCYAAPCTBEHHBIX OPTaHU3AIMH TTOCPEICTBOM
oOMeHa JOKYMEHTaMH B DJIEKTPOHHOM BHIE".

U7 TIpukas Munkomcsisn  Poccnn  m ®CO  Pocemm N 186/258.  PasgenIll  "TpeGopammii K
OPTaHHU3aIOHHO-TEXHNIECKOMY B3aUMO/ICHCTBHIO TOCYIAPCTBECHHBIX OPTaHOB M TOCYAAPCTBEHHBIX OPTaHU3AIMH TIOCPEICTBOM
oOMeHa JOKyMEHTaMH B 3JICKTPOHHOM BHzie".

48] [lpukas  Munxomcssu  Poccun u ®CO  Poccunm N 186/258.  PasmenIll  "TpeGoBanuit
K OPraHU3aI[HOHHO-TEXHUYECKOMY  B3aMMOJICHCTBHIO  TOCYAApCTBEHHBIX OpPraHOB U IOCYJApCTBEHHBIX  OpraHM3aLuil
MOCPEICTBOM 0OMEHa JOKYMEHTaMH B 3JIEKTPOHHOM Bujie".

) Mpukas MunucTepcTBa CBA3M M MACCOBBIX KOMMYyHMKaumii Poccuiickoit denepanuu ot 31 mions 2014 r. N 234
"O6 yrBepkaeHun [IpaBuil okasaHusl yciyr MOYTOBOM CBs3H" (3aperucrpupoBaH B MuHHCTEpCTBe IOCTHLUM Poccuiickoit
Oeneparun 26 nexabps 2014 r., peructpauuonublii N 35442), c u3MEHEHUsIMH, BHECEHHBIMH TpHUKa3zaMd MUHKOMCBS3H
Poccun ot 13 deppanst 2018 r. N 61 (3apeructpupoBad B MunnctepcTBe foctunu Poccuiickoit @enepannu 28 mapra 2018 r.,
peructpanmonsbiii N 50545); ot 13 HostOps 2018 . N 619 (3apeructpupoBan B MuHHCTEpCTBE IOCTHINH Poccuiickoit
Oeneparun 19 mapta 2019 1., peructpammonnsiit N 54090); ot 27 mapta 2019 1. N 106 (3apeructpupoBad B MUHHCTEpCTBE
roctunmu Poccuiickort @eneparmu 7 utors 2019 r., perucrpamuonssiii N 54893).

501 [pukas  MwunkomcBsizu  Poccum  uw ®CO  Poccum N 186/258.  Pasmen Il "TpebGomanmii
K OPraHU3aI[MOHHO-TEXHUYECKOMY  B3aMMOJICHCTBHIO  TOCYAApCTBEHHBIX OpPraHOB U IOCYJApCTBEHHBIX  OpraHM3alui
MOCPEICTBOM 0OMEHa JOKYMEHTaMH B 3JIEKTPOHHOM Bujie".

51 31ech 1 anee: B COOTBETCTBHE CO CIIPABOYHHKOM (KIacCH()HUKATOPOM) BHIOB JOKYMEHTOB, K KOTOPOMY OTHOCHTCSI
JIOKyMEHT, BKITto9aemblid B CO/I.

1521 3nech u nanee: Bxtrouaercs B CHJI, eCiy MOCTYMMBIINIA JOKYMEHT MOITHCAH YCHIICHHOM 3IEKTPOHHOMN TOITHCHIO.

53] ykas Tlpesumenta Poccuiickoii ®exepaumn or 28 mapra 2011 . N 352 "O Mepax 1O COBEPIICHCTBOBAHHIO
OpTraHW3aIlH WCIONHEHUs MopydeHnd W ykasaumit [Ipesmmenta Poccuiickoit @enepamm” (CobOpaHue 3aKOHOAATEIBCTBA
Poccuiickoit ®eneparum, 2011, N 14, ct. 1880).

B4 Crates 191 I'paxnanckoro koxekca Poccuiickoit @enepanuu: "TedeHue cpoka, ONPEAEIEHHOIO MEPHOIOM
BpPEMEHH, HAUWHAETCS Ha CICAYIONMH JEHb MOCIIe KaJICHIapHON JaThl WM HACTYIUICHUS! COOBITHS, KOTOPBIMH OIIPEJEIICHO €T0
Haugano" (Cobpanue 3akoHOHaTenbcTBa Poccuiickoit @exepannu, 1994, N 32, cr. 3301; 2020, N 31, cr. 5021).

51 Crates 193 I'paxnanckoro xoxaekca Poccuiickoit denepauuun: "Ecnu mocnenHui eHb CpoKa NPHUXOIUTCS Ha
Hepabouuii JieHb, JTHEM OKOHYaHHUS CpoKa CuUMTaeTcs Omwkalmuil cieayrommii 3a HuM paboumii neHs" (CoOpanue
3akoHoarenscTBa Poccuiickoit @enepanuu, 1994, N 32, ct. 3301; 2020, N 31, ct. 5021).

3¢ 1. 6.1.1 TumoBoro pernamMenTa B3aMMOACHCTBHS ()eEPANbHBIX OPraHOB HMCIIOJHHUTEILHON BIACTH. YTBEpKICH
nocraHoBieHneM IlpaBurennscTBa Poccmiickort ®eaepanmu oT 19 saBaps 2005 1. N 30 (CobpaHue 3aKOHOIATENHCTBA
Poccutiickoit @eneparuu, 2005, N 4, ct. 305; 2020, N 6, cT. 677).

BT Mudopmammio o pesyasratax paccMOTpeHHs OOpAllGHMil TpaIaH M OPraHM3aUMi TPEICTABISIOT TaKKe
TOCYAapCTBEHHBIE 1 MYHHIUIIAIBHBIE YUPEXKCHUS, HHbIE OPTraHNu3alM1, OCYIECTBIIIOINE TyOIMYHO 3HaYNMBble (PYHKIMH.

1) yka3 Tpesunenta Poccniickoit ®eneparuu ot 17 anpens 2017 r. N 171 "O MOHMTOpHHIE ¥ aHANM3e Pe3yIbTATOB
paccMoTpeHus obOparmeHuid rpaxaaH U opraHmsanmid” (CoOpanue 3akoHOAatenbcTBa Poccuiickorr ®enepanum, 2017, N 17,
CT. 2545).

B} TOCT P 7.0.8-2013. CucremMa craHaaproB no HHQOPMALMH, OHGIHOTEYHOMY M W3IATENBCKOMY JEIy.
Jlenonpou3BoACTBO 1 apxuBHOE Jieno. TepmuHsl u onpeneienus. - M.: Ctangaptuadopm, 2013, m. 88.

) Mpaeuna oprammsaruy XpaHeHHs, KOMIUIEKTOBAHHS, ydeTa M HCIOIb30BAHMS JOKYMEHTOB APXMBHOTO (DOHIA
Poccuiickoii ®enepauuu U ApYyruxX apXUBHBIX [JOKYMEHTOB B OpraHax TIOCYIAapCTBEHHOM BJIACTH, OpPraHax MECTHOIO
CaMOYTIpaBJICHHsI, OpraHU3anuAX. YTB. NpHKa3oM MuHHUcCTepcTBa KylbTypel Poccuiickoit @eneparun ot 31 mapra 2015 T.
N 526 (3apeructpupoBan B MunucrepcTse roctuiinn Poccuniickoit @eneparm 7 centsiops 2015 ., peructparmonnsiii N 38830;
O¢unmanpHBIE MHTEPHET-TIOPTA TPaBOBOM HHpopMaruu (wWww.pravo.gov.ru), 10 centsiops 2015r.) (mamee - IlpaBuia
2015 r.). [Ipunoxxenus N 25, 26.

[MpumepHoe monoxeHne 00 OSKCHEPTHO-NPOBEPOYHON KOMHUCCHM (eepalbHOrO TOCYIapCTBEHHOTO apXHBa,
yTBepxkKIeHHOE TprKa3zoM DenepaibHOro apxuBHoro areHrcrsa ot 13 muions 2018 r. N 62 (3aperucrpupoBan B MuHHCTEpCTBE
toctuin Poceuiickoit @eneparuu 15 urons 2018 r., perucrpammonnsiii N 51357; OdununansHelii HHTEpHET-IIOPTA IPABOBON
uHpopmanun (Www.pravo.gov.ru), 7 aprycra 2018 r.).
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(621 [Tynkr 4.18 TlpumepHOrOo TOJOXKEHUS 00 SKCHEPTHO-MPOBEPOYHONH KOMHCCHH YIIONTHOMOYEHHOTO OpraHa

WCTIONIHUTENFHONH Biacth cyOwsekTa Poccumiickoit ®Pemepanmm B cdepe apXHBHOTO JeNla, YTBEPKACHHOE MPUKA30M
OenepanpHOTO0 apxuBHOTO areHTcTBa OT 13 mrons 2018 r. N 63 (3apermcrpupoBaH B MuHHCTEpCTBE IOCTHINH Poccuiickoit
Genepanun 6 arycra 2018 r., peructpaumonasid N 51794; OdunmaneHblii WHTEpHET-NOpTaJl NPaBOBOH HH(pOpPMAIMN
(www.pravo.gov.ru), 7 aBrycta 2018 r.).

1) TIpasmn 2015 r.

) B coorserctun ¢ mynkrom 4.1. IIpaBun 2015T. "JOKYMEHTHl MO JHYHOMY COCTAaBY TOCYHApPCTBEHHBIX
TPOKAAHCKUX CIY)XallMX ¥ MYHUIMNAIbHBIX CIY)KalllUX, YBOJICHHBIX C rOCYJapCTBEHHOW TPa)KIAaHCKOM Ciry>KObl wnin
MYHUIUNAIbHOHN CTyKOBbl, IEpeatoTCs B apXUB OpraHU3aluy 1o ucrteueHuu 10 et co 1HS yBOJIbHEHHUs".

5] B coorsercteun ¢ mymkrom 4.2 Tlpasun 2015 r. "B HCKIOYHTENBHBIX CIyd4asX 10 PEMICHAIO PYKOBOIUTES
OpTaHM3alyy Aeia BpeMeHHBIX (10 10 JeT BKIIOYUTENBHO) CPOKOB XPAHEHMS MEPENAIOTCsA B apXWUB OPTaHM3aIMU II0 OMHCAM
JieT1, JOKYMEHTOB HIIH 110 HOMEHKJIAType Ael.".

6] Mpukas Pocapxmsa or 11 ampems 2018 1. N 43 "O6 yTBep»ICHHH MPHMEPHOrO MONOKEHHS 00 SKCIEPTHOIM
KOMHCCHH oOpraHm3anuu” (3apeructpupoBaH B MunnctepcTBe roctunmu Poccuiickoit ®emepammu 15 mrons 2018 .,
peructpannoHsbiid N 51357; OdunnansHeI HHTEPHET-TIOPTANT PaBoBON HH(popMarin (wWww.pravo.gov.ru), 18 mrons 2018 r.).

7) TIpukas PocapxuBa ot 25 ¢espans 2019 r. N 31 "O6 yTBepICHHH HIPUMEPHOrO TOJOKCHHS O LEHTPAIbHOIM
9KCIIEPTHON KOMHUCCUHU (elepabHOr0 OpraHa rocyJapCTBEHHOH BIACTH, MHOTO (eJepaibHOrO0 roCyIapCTBEHHOro opraHa”
(3apeructpupoBadn B MunucrepctBe toctunuu Poccuiickoit ®eneparuu 24 mions 2019 r., perucrpanuonssit N 55005;
OdunuanbHEI HHTEPHET-IOPTAN NPaBOBOH HH(popMaLuu (Www.pravo.gov.ru), 24 urons 2019 r.).

18] Ormerka "DITK" 03HaUaeT, 4TO 4aCTH JIOKyMEHTOB MOKET ObITh OTHECEHA K CPOKY XpaHEeHUs "MOCTOSHHO".

) TTymkr 4.11. Tpasun 2015 r.

7% Dopmbr ommceii e MOCTOSHHOrO XpaHEHWs, BPEMEHHBIX (CBbie 10 JI€T) CPOKOB XPAaHEHHS, B TOM UHCIE IO
JUYHOMY COCTaBY, 3JIEKTPOHHBIX JJOKyMEHTOB, COCTABIIEMBIX B CTPYKTYPHBIX IOJpa3AEiICHHUSX TOCYyJapCTBEHHOTO OpTaHa,
opraHa MECTHOTO caMoOyIpaBieHus ycTaHoBieHbl [Ipasunamu 2015 r.

11 TIpapuma odopMieHHS pEKBH3HTOB B TOCYIapCTBEHHBIX OPraHaX, OPraHAX MECTHOIO CaMOYIPABICHHS
noaroroBieHsl B coorBercTBud ¢ ['OCT P 7.0.97-2016 ¢ yderom crieruduku oGopMIICHUS TOKYMEHTOB B TOCYIapCTBEHHBIX
Oprasax, opraHax MECTHOT'O CaMOYIIPaBJICHHUS.

72 e nepanbHblil KOHCTHTYIHOHHBIH 3aK0H 0T 25 nekabps 2000 r. N 2-0K3 "O TocymapceteensoM repde Poccuiickoit
Oenepanun" (Cobpanue 3akoHonarenscTBa Poccuiickoit @eneparuu, 2000, N 52, ct. 5021; 2017, N 52, ct. 7916).

denepanbhplii 3akoH oT 6 okTaA0ps 2003 r. N 131-d3 "OO6 oO0wmMX NPUHIMNAX OpraHU3ald MECTHOTO
camoymnpasieHust B Poccuiickoit ®eaepanun" (Cobpanue 3akoHomatenscTBa Poccuiickoit deneparuu, 2003, N 40, cr. 3822;
2020, N 46, ct. 7214). Crates 11.

74 ykas. cou. Crarss 9.

03] Koucrutyuus Poccuiickoit @enepanuu. Cratbs 65.

U1 MMonoxenne o mopsake obpameHnms co CoyxkeOHOH HH(OPMAIHEH OrpaHMYEHHOrO pACIPOCTPAHCHHS B
(enepaybHBIX OPraHax MCHOJHUTEIBHON BIIACTH, YIIOJHOMOUYSHHOM OpPTaHe YIpPaBJIeHHUs HCIOIb30BAaHUEM aTOMHOM SHEPTUH U
YIOJHOMOYEHHOM OpraHe M0 KOCMHUYECKOH AeATeabHOCTU. YTB. mocraHoBiieHueM [IpaBurensctBa Poccuiickoin ®enepanuu
ot 3 HostOps 1994 . N 1233 (CobOpanme 3akoHomatenbcTBa Poccmiickoit ®@emepanmu, 2005, N 30, ct. 3165; 2016, N 13,
ct. 1833). ITynkr 1.4.

U7} TlpaBuma oxasamms yCIyr MOYTOBOM CBS3H, YTBEpHKICHHBIE MPHKa3oM MHUHHCTEPCTBA CBA3H M MACCOBBIX
koMMyHHKaIuil Poccuiickoit @eneparu ot 31 uronsg 2014 r. N 234 (3apeructpupoBad B MUHHCTEpCTBE I0CTUIIMN Poccuiickoi
ODeneparuu 26 aexabpss 2014 r., peructpanmonnsiii N 35442; Poccuiickas razera, 31.12.2014, N 299 (onmyGimkoBan 6e3
npwioxenus); OPUIMaTbHBII HHTEPHET-TIOPTAJ MPaBOBOM nHpopManuu (Www.pravo.gov.ru), 10 urons 2019 t.).

78] 3akom Poccuiickoii denepamun ot 25 okTabps 1991 r. N 1807-1 "O s3bikax Haponos Poccuiickoii denepanun’”
(BemomocTu chezna HaponmHbIX jgenytaTtoB u BepxoBHoro Coera Poccuiickort ®@enpepamuu ot 12 mekadps 1991 r., N 50,
ct. 1740; Cobpanue 3akoHOaTenbeTBa Poccuiickoit @enepanun, 1998, N 31, ct. 3804; 2014, N 11, cr. 1094). Cr. 16.

) Tlynkr 6 TIpaBu mOATOTOBKH HOPMATHBHBIX MPABOBBIX AKTOB (heepalbHbIX OPraHOB HCIONHUTEIBHON BIACTH H
UX TOCYJApCTBEHHOM perucTpanuy, yIs. noctanosnenueM IIpasurensctBa Poccuiickoit ®enepanuu N 1009.

(5] TIpukas MunkomcBsizu Poccun u @CO Pocenu N 186/258.

81 ITynkr (coKpamenHo - nT, 1) - NPHHATAS B M3IATEIbCKOM JeNe eIMHHIA H3MepeHus, pasHas 1/72 moiima (0,376
MM). OTa eqUHUIIA H3MEPEHNUS UCIIONB3YeTCs B TEKCTOBBIX PeIaKTOpax Al 0003HaUYEeHUs pa3MepoB MPH(TOB U HHTEPBAJIOB.

(82] Jlomyckaercs yMeHbIIeHHe WHTEpBATOB MeXIy pekBmsmtamm "3aronosok", "Texct", "Ilommmcs" u "Mecto
n3gannsa" IpH HEOOXOIMMOCTH pa3MENIeHMs TEeKCTa MpoeKTa ykasa, pacropsbkeHus IIpesunenta Poccuiickoit deneparmu Ha
OJHOU CTpaHULIE.

8 Ecin ykasaHHbIe JOKyMEHTBI OCTYIHIIA C CONPOBOIMTEIBHBIM MHCHMOM, MHCHMA PETHCTPHPYIOTCS B MOPSIKE,
ycTaHoBIeHHOM MHCTpyKIMel o 1e10npoU3BOACTBY rOCy1apCTBEHHOIO OpraHa, OpraHa MECTHOTO CaMOYyIpaBICHHUS.

84 Cpox BEIMONHEHHS MPEICTABIEHNS MOKET ObITh HPOJUICH 0 PelIeHHIo Kojuneriny CUeTHOM manatsl, Ho He Ooiee
OJIHOTO pPa3a.

55 Tpu nckmounTtenbHBIX 06CTOATENLCTBAX, TPEOYIOUIMX HEMEIICHHOTO YCTPAHEHHS HAPYIICHHS 3aKOHA, IPOKYPOp
BIIPAaBE YCTAaHOBUTH COKPAIIECHHBIN CPOK PACCMOTPEHUS POTECTA.
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BB nymkre 6.24 Tpasmn nemonpousBoacTBa GopMyTHpPOBKa ad3ama 3 HaHHOro myHKTa ("J{OKYMEHTBI K 3ace/JaHMsIM
(coBenanusiM) TPYMITUPYIOTCS B OTAEIBHOE JETI0, €CIIM KOTMYECTBO JINCTOB B JIENE C MPOTOKOIAMH U IPHIOKECHISIMU K HUM HE
npesbimaet 250 1ucToB") HEKOPPEKTHA.

87 B coorBercTBum ¢ IlepeuHeM THIIOBBIX YIPAaBICHUECKHX APXMBHBIX JOKYMEHTOB, OOPasyIOIIMXCSA B MPOILECCE
JIeITeIbHOCTH T'OCYIAapCTBEHHBIX OPraHOB, OPraHOB MECTHOTO CaMOYIPaBJICHHS M OpraHU3allli, C yKa3aHHEM CPOKOB HX
XpaHeHus. YTB. npuka3oM Pocapxusa ot 20 nekabps 2019 r. N 236 (3apeructpupoBad B MuHucTepcTBe ocTunnu Poccuiickoit
Genepanun 6 gpespanst 2020 r., perucrpaumoHsblii N 57449; OduuuanbHeli MHTEPHET-NOPTAll MPABOBOH HH(pOpPMAIMN
(www.pravo.gov.ru), 7 deBpains 2020 r.) npuKasbl, pacmopsHKSHUS 10 JIMYHOMY COCTaBY M JIOKYMEHTHI (JTOKJIAJHBIC 3alUCKH,
CIPaBKH, 3asBJICHUS) K HUIM UMeEIOT cpoku xpaHenus 50/75 ner OIIK u 5 ner.

(88 Cwm. Taroke mynkrer 4.31, 4.32. Tpasur 2015 .

81 Nema Bpemenmpix (10 10 7eT BKIIOYHTENHHO) CPOKOB XPAHCHHMS IMOUIEKAT YaCTHIHOMY O(GOPMICHHIO, TPH
KOTOPOM JieJla MOTYT XPaHWTBCS B TAIKaxX-CKOPOCIIMBATEISX, MATKHX OOJIOKKaX, CHCTEMaTH3alus JOKYMEHTOB B JIENe HE
MPOBOJUTCS, JIUCTHI €A HE HyMEPYIOTCS, JTUCTHI-3aBEPUTEIH JIENIa HE COCTABIAIOTCS. PEKBU3UTHI O0IOKKH JIe)1a 3aIIOIHIFOTCS
TI0 YTIPOIIEHHO! cxeMe (0e3 MPOCTaBIeHH apXUBHOTO MHU(Pa, KOJMIESCTBA JIUCTOB B JICTIC).

B0l [lynkr 4.34. IlpaBun 2015 1.
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