[okymeHT npepoctasneH KoHcynbTaHTI10C

3apeructpmpoBaHo B MuHiocte Poccum 27 gekabps 2019 r. N 57023

SENEPANIbHOE APXUBHOE ArEHTCTBO

NMPUKA3
oT 22 masa 2019r. N 71

OB YTBEPXXOEHWUM NPABUN
OENOMNPOMN3BOACTBA B rOCYOAPCTBEHHbIX OPTAHAX, OPTAHAX
MECTHOIO CAMOYIPABJIEHUA

B cootBeTcTBUM C nognyHkTom 3 nyHkTa 6 lNMonoxeHuns o PegepanbHOM apxXMBHOM areHTCTBE,
yTBepxaeHHoro Ykasom lNpesvpeHta Poccuinckon ®egepaumm ot 22 mioHa 2016 roga N 293 "Bonpocsl
depepanbHoro apxmeHoro areHTcTBa" (CobpaHne 3akoHogatenbcTBa Poccuiickon depepaunm, 2016, N
26, c1. 4034; 2018, N 52, cT. 8239), npuka3sbiBato:

1. YTBepauTb npunaraemslie MNpaBuna AenonpousBoACTBa B rOCYAapCTBEHHbIX OpraHax, opraHax
MECTHOIO caMoyrnpaBneHus.

2. Hactoswwmi npuka3 BCTynaeT B CUly C MOMEHTA BCTYMMEHMS B CUMY MNOCTAHOBMEHUS
MpaButenbctBa Poccunckon Pepepaumm o0 NpuU3HaHMM yTpaTMBLUMM cuny nyHKTa 1 MOCTaHOBEHMWs
MpaeutenbctBa Poccuiickon Pepepaumm ot 15 uroHa 2009 r. N 477 "O6 yteepxaeHun [MpaBun
AENONPOV3BOACTBA B hefiepalibHbIX OpraHax UCMOSTHUTENbHON BnacTun”.

PykoBoguTtens
A.H.APTM30OB

YTBEPXOEHDI

npukasom PegepanbHOro
apXMBHOroO areHTcTBa

ot 22 masa 2019 r. N 71

NPABUNA
OENONPON3BOLOCTBA B rOCYOAPCTBEHHbLIX OPTAHAX, OPTAHAX
MECTHOIO CAMOYINPABNEHUA

l. O6LWMme nonoxeHus

1.1. TlpaBuna [penonpousBoAcTBa B [OCYAAPCTBEHHbIX OpraHax, oOpraHax MeCTHOro
camoynpasrneHust (qanee - MNpaBuna genonponssoacTea) pa3paboTaHbl B COOTBETCTBUM C NOAMYHKTOM 3
nyHkta 6 [MonoxeHus o ®degepanbHOM apxMBHOM areHTCTBE, yTBepXAeHHoro Ykasom [lpesupeHTta
Poccuiickon ®epepauum o1 22 utoHs 2016 roga N 293 (CobpaHue 3akoHogaTtenscTtBa Poccuiickon
depnepaumu, 2016, N 26, ct. 4034; 2018, N 52, cT. 8239).

1.2. NpaBnna genonpoun3sofcTsa pa3paboTaHbl B Liensx COBEPLUEHCTBOBaHNS AeNonpon3BoacTBa
N NoBblWeHNsA 3pHEKTUBHOCTU paboTbl C AOKYMEHTaMu nyTeMm perfiameHTauuMn Ha eQuHOW NpaBoBOM
OCHOBe NpaBwi CO34aHUs JOKYMEHTOB, TEXHOMOrMN paboTbl C HAMW, OpPraHM3aLnn TeKyLLero XxpaHeHus
AOKYMEHTOB M MOArOTOBKM K Nepefade B apxvMB opraHa rocydapCTBEHHOW BracTW, opraHa MeCTHOro
camoynpaBrieHusl.

1.3. [Oencrtene [lpaBun [enonpousBOACTBa pacnpocTpaHaeTcss Ha eaepanbHble  opraHbl
rocygapCTBeHHON BrnacTu, uHble dedeparnbHble rocy4apCTBEHHbIe OpraHbl, OpraHbl rocygapCTBEHHON
BNacTM M WHble rocygapcTBeHHble opraHbl cybbekTtoB Poccuiickon ®degepaumn, opraHbl MECTHOrO
camoynpaBreHus (ganee - rocyaapCTBEHHbIE OpraHbl, OpraHbl MECTHOTO CaMOynpaBeHns).
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1.4. TpeboaHusa NpaBun aenonpon3BoacTBa NPUMEHSIOTCH K ByxranTepckon, KaapoBon 1 Apyron
crneynanbHOW AOKYMEHTauMu B YacTv oOLWux NprvHUUNOB paboTbl C JOKYMEHTaMmu, a Takke MogroToBKM
AOKYMEHTOB K nepefade Ha apXvMBHOE XpaHeHMe.

1.5. Oencteue lMpaBun AenonpousBoACTBa HE pPacnpOCTpaHseTCs Ha opraHuMsauuilo paboTbl C
AOKYMEHTaMM, cofepKalluyMu CBeAeHMsl, COCTaBNSoLME FOCYAAaPCTBEHHYIO TaliHy.

1.6. lNopsigok paccmoTpeHus obpaweHun rpaxagaH Poccunckon degepaumm, MHOCTPaHHbIX
rpaxgaH, nvuy 6e3 rpaxgaHcTBa, oObeAVMHEHWI TpaxdaH, B TOM YuCe opuandeckux nuy (ganee -
obpalleHne rpaxgaHwHa, opraHv3auuu), U BedeHVWe [enonpov3BOACTBa MO obpalleHusaM rpaxaaH,
opraHu3auuin ycTaHaBfMBaeTCA B rOCyJapCTBEHHOM oOpraHe, OopraHe MECTHOro camoynpaBreHusi B
cootBeTcTBMM C DPepeparnbHbiM 3akoHOM OT 2 mad 2006 r. N 59-©3 "O nopsigke paccMoTpeHus
obpawueHnn rpaxgaH Poccuiickon egepauumn” <1>,

<1> depepanbHbii 3akoH OoT 2 Mas 2006 r. N 59-®3 "O nopsigke paccmoTpeHusi obpalleHuin
rpaxgaH Poccuiickon ®enepauun” (CobpaHue 3akoHogaTensctBa Poccunckon ®eaepauum, 2006, N 19,
cT. 2060; 2018, N 53, c1. 8454) (nanee - PegepanbHbin 3akoH N 59-03).

1.7. OpraHusauma paboTbl ¢ 3anpocamu pUANYECKUX U DUSNYECKMX NUL B FrOCYAapCTBEHHbIN
opraH, opraH MECTHOro camoyrnpaBfneHuss O npefocTaBneHuV uHdopmauMm O AEATENbHOCTM 3TOro
opraHa ocylecTengaeTcst B cootBeTcTBUM ¢ PenepanbHbiM 3akoHoM oT 9 deBpans 2009 r. N 8-03 "O6
obecneyeHun ocTyna K MHopmaumm o AeaTenbHOCTU rocygapCTBEHHbIX OPraHoB 1 OPraHoOB MECTHOro
camoynpaBneHna" <2>,

<2> OdepepanbHbin 3akoH OT 9 dhepana 2009 r. N 8-®3 "O6 obecnevyeHun poctyna kK
WHpopMaUMM o AesATENbHOCTU TOCYAApCTBEHHbIX OpraHoB M OpraHoOB MECTHOro camoynpaBneHus"
(CobpaHue 3akoHopatenbcTBa Poccunckon ®enepaumm, 2009, N 7, ct. 776; 2018, N 1, cT. 7) (manee -
®depnepanbHbli 3akoH N 8-03).

OpraHusauma paboTbl C 3anpocamMu rpaxgaH W opraHu3auuini o  npefocTaBleHuu
rocyAapCTBEHHbIX, MyHULMMANbHbIX YCAYr OCYLLEeCTBNSETCS B COOTBETCTBUM C PedeparnbHbiM 3aKOHOM
oT 27 niona 2010 r. N 210-93 "O6 opraHusauun npeaocTaBneHns rocygapCcTBEHHbIX U MyHULMNAnbHbIX
yenyr" <3>.

<3> depepanbHbli 3akoH oT 27 mong 2010 r. N 210-®3 "O6 opraHusauuu npeaocTaBrieHuUs
rocyaapCTBEHHbIX M MyHuuMnanbHbix ycnyr" (CobpaHue 3akoHopgaTtenbcTBa Poccunckon depepauumm,
2010, N 31, cT. 4179; 2019, N 14, cT. 1461).

1.8. Ha ocHoBe [lpaBun genonpomsBoAcTBa B rocygapCTBEHHbIX OpraHax, opraHax MeCTHOro
camoynpaBneHus paspabaTbiBaeTCs MHCTPYKUMS MO OEeNonpovM3BOACTBY, YTBEpPXAaeMasi MpaBOBbIM
akTOM TroCygapCTBEHHOro OpraHa, opraHa MEeCTHOro CaMOyrnpaBfeHus (Janee - WHCTPYKUMSA Mo
AENONPOV3BOACTBY) MOCIE €€ COrnacoBaHus <4>:

<4> [lyHkT 4.8 [MpaBun opraHu3auum XpaHeHUs, KOMMIEKTOBaHWA, yyeTa W MCMOoSb30BaHUA
OokymeHTOB ApxuBHoro ¢oHaa Poccuickon ®efepauumn u Opyrux apxmBHbIX [OOKYMEHTOB B
rocygapCTBEHHbIX M MyHMUMNANbHBIX apxumBax, My3esx W OubnuoTekax, Hay4yHbIX OpraHusauusx,
yTBepPXAEeHHbIX npukasomM MuHkynbTypbl Poccumn ot 18 aHBapsa 2007 r. N 19 (ganee - NpaBuna xpaHeHus
2007 r.) (3apeructpuposaH MwuHiocTom Poccum 6 mapta 2007 r., peructpauuoHHbIi Homep 9059,
"BlonneTeHb HOPMaTUBHLIX aKTOB heaepanbHbIX OpraHoB ncnonHuTensHom snactn" ot 14 maa 2007 r. N
20), ¢ U3MeHeHNsIMW, BHeCEeHHbIMU npuka3om MuHkynbTypbl Poccun ot 16 depans 2009 r. N 68
(3apeructpupoBaH MuHioctom Poccun 5 masa 2009 r., peructpauuoHHbein Homep 13893, "Poccuitckas
razeta" ot 20 mas 2009 r. N 89).

denepanbHbiM  OpraHOM TOCYAApCTBEHHONW BRACTW, WHbIM dedepanbHbiM  FoCyaapCTBEHHbIM
OpraHoM - C YMOJSIHOMOYEHHbIM befeparibHbiM OpraHOM WCTIONHUTENbBHOM BracTu B cdiepe apXMBHOMO
Aena v genonpousBoacTBa;
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OopraHoM rocygapCTBEHHOM BNacT U MHbIM rOCYAApPCTBEHHbIM OpraHoMm cyGbekTa Poccuiickon
degepaunmn, opraHoM MECTHOMO CaMOYMpPaBfeHWs - C YMOJIHOMOYEHHbIM OpPraHoOM WCTONHUTENbHOM
Bractu cybbekta Poccuiickoii @Penepaumm B cdepe apxvMBHOMO [Jena WM  roCyAapCTBEHHbIM
(MyHMUMNANbHBIM) apXMBOM B COOTBETCTBUM C NPeAoCTaBlIeHHbIMU eMy MOSTHOMOYUSIMU.

1.9. B opraHax ucnonHuTenbHon Bnactn cybbektoB Poccuiickon deagepaumm, opraHax MeCcTHOro
camoynpaBneHunsl, NCNOMb3YHLINX eOUHYI0 CUCTEMY 3MNEKTPOHHOrO AOKyMeHToobopoTa (ganee - C3M),
MOXET MPUMEHATBCS WHCTPYKUMS MO AEenonpovM3BOACTBY, YCTaHaBnuvBawllas eauHbI NopsaoK
Oenonpov3BoAcTBa B oOpraHax WCMNONHWTENbHOW Bnactm cyobektoB Poccuiickon depepauuun wn/vnm
opraHax MECTHOro CaMOYynpaBIieHus.

1.10. OTBETCTBEHHOCTb 3a OpraHu3auuil, COCTOsIHME [enonpousBOACTBAa W cobnogeHne
TpeboBaHun [lpaBun  genonpou3BoAcTBa B FOCYAApCTBEHHOM  OpraHe, OpraHe  MEeCTHOro
camMmoynpaBlieHnA Bo3naraeTcqa Ha ero pykosogurens nmbo Ha nmygo, ncnornHqdawuiee ero obsi3aHHOCTW.

1.11. OpraHusauusi, BeJeHWE U COBEpPLUEHCTBOBaAHWE [OEenonpou3BOACTBA HAa OCHOBE €4MHON
NOMUTUKA W MNPUHUUMNOB, MNPUMEHEHME COBPEMEHHBbIX WH(OPMALMOHHBIX TexHonormi B paboTe C
OOKYMEHTaMu, METOANYECKOE PYKOBOACTBO W KOHTPOSb COOMIOAEHUSI YCTAHOBIIEHHOIO nopsaka paboTsl
C [OOKYMEHTaMuM B rOCYydapCTBEHHOM OpraHe, OpraHe MECTHOrO CaMOYMNpaBIieHWsi, BO3raraeTcs Ha
CTPYKTYpHOE nogpasferneHne, WUcnomnHsiiowee @YHKUMM MO BeAEHWIO Oenonpov3BOAcTBa (ganee -
Cnyxba penonpoussoactsa). [py ero otcyTcTBuM 06513aHHOCTU MO BEAEHMIO OENOonpou3BoacTBa B
rocygapCTBeHHOM oOpraHe, OpraHe MECTHOro CamoOyrnpaBfeHUs BO3MaralTCs Ha rocygapCTBEHHOro
(MyHMUMNanbHOro) cnyxatiero (paboTHuKa).

BeneHne O0enonponsBoACcTBa B MHbIX CTPYKTYPHbIX MoapasaeneHnsax rocyqapCTBEHHOro oprawa,
opraHa MeCTHOro caMOynpaBreHWs BO3faraeTcsl Ha rocydapCTBEHHbIX (MYHULMMAbHbIX) CryKalumx
(paBOTHMKOB) [AaHHbIX CTPYKTYPHbIX MoApasferieHWin rocyAapCTBEHHOro opraHa, opraHa MEeCTHOro
camoyrnpaeneHus (ganee - 4ernonpovsBoanTenb noapasaeseHns).

B TepputopuranbHbix opraHax dpeaepanbHOro rocyfapCcTBeHHOro opraHa B cybbektax Poccuvickon
degepaumm 1 opraHax, NOABEAOMCTBEHHbIX TOCy4apCTBEHHOMY opraHy cybbekta Poccuinckon
degepaummn,  opraHmMsauus M BedeHue  Oeronpou3BoAacTBa  ocywectensiTca  Cnyxbon
Aernonpov3BoACcTBa UMW rOCYAapCTBEHHbIM ChyXalmM (paboTHMKOM), Ha3HaYeHHbIM OTBETCTBEHHbIM 3a
BeJeHWe Oeronpon3BOACTBa NMPaBOBbIM akTOM COOTBETCTBYOLLEro rocyAapCTBEHHOroO opraHa.

1.12. Cnyx0ba genonpov3BOACTBa AEWCTBYET HA OCHOBaHUM MOJIOXKEHUS O HEW, YTBEPXOAEMOro
PYKOBOAUTENEM TOCYAApCTBEHHOrO OpraHa, OpraHa MECTHOro CaMOyMpaBlieHUs U OonpeaensLLero
HanmeHoBaHme CnyxObl 4enonpon3BOACTBa, €€ CTPYKTYPY, 3a4auun n yHKLMK.

HomkHOoCTHble 065s13aHHOCTK creumanucToB CnyxoObl AenonponsBocTBa U Aenonpov3BoguTenen
noapasfeneHunii rocyapCTBEHHOIO OpraHa, opraHa MECTHOro caMoynpaBfieHUs ycTaHaBMMBaKOTCA
AOIMKHOCTHLIMU pernamMeHTamu (4OMKHOCTHBIMU UHCTPYKLUAMMNY).

1.13. Ha nepvop oTtnycka, KOMaHOMPOBKKU, B Cnyyae YBOJbHEHUS U nepemelleHus (nepesona)
pabOTHMKM CTPYKTYPHBIX NoApa3AeneHnii rocyqapCcTBEHHOMO opraHa, opraHa MecTHOro camMmoyrnpaBieHust
00s3aHbl nepedaTtb BCE HaXOOALWMECH Y HUX HA WCMOMHEHWM [OKYMEHTbl [eronpov3BOaUTENO
nogpasgeneHns wunum  UHOMY pabOTHUKY MO  YyKa3aHWo  PYKOBOAMTENS  noppasgerneHus ¢
COOTBETCTBYIOLLEN OTMETKON B Y4ETHbIX hOopMax, a Aena, Nnofly4yeHHble BO BpEMEHHOE MONb30BaHue U3
apxuBa rocygapCTBEHHOIo opraHa, opraHa MECTHOIo camoyrpaBieHMs!, BO3BPALLEHbI B apXMB.

Mpu cMeHe [Oenonpou3BoAUTENA NOApasfderieHUsl COCTaBMNSIeTCA akT npuemMa-nepenayu
AOKYMEHTOB 1 Aen.

1.14. TocymapCTBEHHbIe cnyxaline M paboTHUKM rOCyQapCTBEHHOrO opraHa, opraHa MEeCTHOro
CaMoynpaBrieHNst OOMKHbl ObITb O3HaKOMIEHbl C WHCTPYKUMEN MO [OEenonpou3BOACTBY U MHBIMM
HOPMaTUBHbLIMW akTamu, ycTaHaBMNMBaOLWMMKN MNOPSLOK paboTbl C LOKYMEHTaMM B rOCyAapCTBEHHOM
opraHe, opraHe MeCTHOro caMoyrnpaBneHns.

1.15. CogepxaHune cnyxebHblX JOKYMEHTOB (MPOEKTOB AOKYMEHTOB) HE NOANEXUT pasrnalleHuto,
3a UCKMoYeHrem obLefoCTyNHOW MHAdOoPMauMn O AeATEenbHOCTW roCyAapCTBEHHOrO opraHa, opraHa
MECTHOrO CaMOyrnpaBneHus, MNpeaoCTaBnAeMON HEeOrpaHUYeHHOMY Kpyry nuy B COOTBETCTBUM C
3akoHoaaTtenbcTBOoM Poccuiickon depepaumm <5>.




<5> depepanbHble 3akoHbl N 8-©3, oT 22 gekabpsa 2008 r. N 262-d3 "O6 obecneyeHun goctyna K
WHpopmaumm o peaTenbHocTn cygoB B Poccuiickon ®epepaunn” (CobpaHme 3akoHoAaTenbCTBa
Poccuiickon ®epepauun, 2008, N 52, cT. 6217; 2018, N 1, cT. 7).

Il. JokymeHTMpOBaHWe ynpaBrneH4YeCckon AeATeNnIbHOCTH

2.1. CoctaB [OOKYMEHTOB, OOpasylolWmMxca B AeATENbHOCTU rOCYyLapCTBEHHOro opraHa, opraHa
MEeCTHOro camoynpasieHna onpeaendeTca ero NnofIHOMoO4YnAMU, Kpyrom BblNONMHAEMbIX rOCyaAapCTBEeHHbIX
YHKUUA 1 NpeaocTaBnsieMblX rocyaapCTBEHHbIX YCMyr, NOPSAKOM pa3speLleHnst BOnpocoB, 06beMoM U
Xapakrepom B3aMMOCBS3eNn C NHBbIMU rocyoapCrtBeHHbIMU opraHamu, opraHamum MeCTHOro
camMmoynpaBlnieHua, opraHn3aunamm, rpaxgaHamu.

2.2. B rocynapCTBeHHOM opraHe, opraHe MeCTHOro camoyrnpaBrieHUs CO34aloTCs AOKYMEHTbl Ha
OyMaXHOM HocwTene, SMEeKTPOHHbIE OOKYMEHTbl M 3MEKTPOHHbIE KOMUU [OKYMEHTOB, MOMyYEHHblE B
pesynbTate oundpoBKN (HaNnpumep, CKaHNPOBaHUA) JOKYMEHTOB Ha BymaXXHOM HocuTerne.

2.3. C3[l, wcnonb3yemble B eaepanbHbiX OpraHax MWCMOMHUTENbHOW BNAcTh, LOMKHbI
COOTBETCTBOBaTb (PYHKUMOHANbHLIM TPeboBaHMAM, YCTAHOBMEHHBIM YNOMHOMOYEHHbIM hbeaeparnbHbIM
OopraHom UCMONTHUTENBLHOM BNacTu B cchepe apxMBHOro Aena v genonponssoacrtea <6>.

<6> MNoanyHkKT 4 nyHkTa 6 MNMonoxeHus o Pocapxuee.

2.4. [OKyMEHTbl TOCYyQapCTBEHHOTO OpraHa, opraHa MecCTHOro CaMOyrnpaBrieHns MoryT
CO3[aBaTbCA W XPaHWUTBLCS WCKMHOUUTENBHO B (DOPME 31EKTPOHHbIX JOKYMEHTOB BHE 3aBWCMMOCTU OT
CPOKOB WX XpaHEHWUsl, eCnn XpaHeHue WX B ()OpMe 3MEKTPOHHbIX [OOKYMEHTOB MpedyCMOTPeHO
3aKkoHogaTenbHbiMM aktamu Poccuiickoli  depgepaumn UM HOPMAaTMBHBIMU - MPABOBLIMU  aKTaMu
YMNONHOMOYEHHOrO befepanbHOro opraHa WCMOMHUTENbHOW BnacTu B cdepe apxXMBHOrO fena u
Lenonpoun3BoaCTBEa.

MepeyeHb BMOOB OOKYMEHTOB, 0OpasyloLLMXcs B nNpoLuecce AesaTenbHoCTU deaeparnbHbiX OpraHoB
WCMONHUTENBHON BRacTW, CO34aHNe, XpaHEeHWE U UCNOSIb30BaHNE KOTOPbIX AOMKHbI OCYLLECTBASATLCS B
dopMe  3MEKTPOHHbIX [AOKYMEHTOB NPWM OpraHv3auuMn BHYTPEHHEW [OEeSTENbHOCTWU, MOANEXWUT
cornacoBaHuto ¢ degepanbHblM  OpPraHOM WCMOMHUTENbHOW BRacTh, YMNOMHOMOYEHHBIM B cdepe
apXMBHOrO Aiena u AenonpounsBoacTea <7>.

<7> A63ay 12 noagnyHkta 4 nyHkta 9 Ykasa [lpesvgeHTta Ykasom [lpesmgeHta Poccuickon
dPepepaummn ot 22 noHa 2016 roga N 293 "Bonpocbl ®egepansHoro apxmBHoro areHtcTa” (CobpaHue
3akoHogatenbcTBa Poccuiickon ®epepauun, 2016, N 26, ct. 4034; 2018, N 52, cT1. 8239).

2.5. [lokyMeHTbl rocyAapCTBEHHOrO OpraHa, opraHa MeCcTHOro camoynpaBneHust opopMIsIoTCs Ha
OnaHkax c BocnpowusBegeHunem [ocygapctBeHHoro repba Poccuiickon ®epepaunm <8>, repba
(repanbgudeckoro 3Haka) cybbekta Poccuiickon Pepepaumm B COOTBETCTBMM C 3aKOHOAATENbCTBOM
cybobekToB Poccuiickon depepaumm, repba (repanbgnyeckoro 3Haka) opraHa MECTHOrO CamMOyrnpaBeHus
B COOTBETCTBMM C MyHMLMNANbHbIMM NPaBOBbLIMW akTaMu, Ha nuctax 6ymarn popmata A4.

<8> NMoctaHoeneHue MNpaButensctBa Poccuiickon ®enepauun ot 27 gekabpsa 1995 r. N 1268 "O6
YNOPSIAOYEHNN W3TOTOBSIEHUS, WCMONIb30BaHUSA, XPaHEHWUsI U YHUUTOXEHUs] nedatern u OGnaHKoB C
BocnpousBeneHnem ocygapcteeHHoro repba Poccunickon ®epepaummn” (CobpaHme 3akoHogaTenbCcTBa
Poccuiickon ®epepauun, 1996, N 2, cT. 123; 2018, N 13, cT. 1808).

2.6. BnaHkm [pOKYMEHTOB TrOCYyAapCTBEHHOrO OpraHa, opraHa MEeCTHOro caMOoynpaBrieHus
pa3pabaTtbiBaloTCA B COOTBETCTBUM C TPeOOBaAHWSIMW, YCTAHOBIEHHLIMU HaLMOHANbHLEIM CTaHOApPTOM
FOCT P 7.0.97-2016 <9> un yTBepXaaloTCa B COCTaBe MHCTPYKLMM NO AEeNONpPOU3BOACTBY UMW NPaBOBbIM
aKTOM rocyaapCTBEHHOro opraHa, opraHa MeCcTHOro camoyrnpaBneHust.

<9> Pasgen 6 "BnaHkn gokymeHToB" TOCT P 7.0.97-2016 "Cuctema ctaHgapToB Mo MHGOpMaLmu,
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6ubnmuotedHomy U wm3gatenbckomy Aeny. OpraHusaunoHHO-pacrnopsiauTenbHas AOKyMeHTauus.
TpeboBaHus k odopmneHunto gokymeHToB" (¢ MUameHeHnem N 1). - M.: CtaHgapTtuHdopm, 2018 (ganee -
OCT P 7.0.97-2016).

2.7. CocTaB peKkBU3NTOB JOKYMEHTOB, CO30aBaeMbIX B rOCy4apCTBEHHOM OpraHe, opraHe MecTHOro
camoynpaBfeHus, NpaBuia nx oPopMIIEHUS, pasMepbl CY>KeOHbIX NOMNen Ha AOKYMEHTe U TpeboBaHMs K
CO30aHNI0 [OOKYMEHTOB YCTaHaBMBaAKTCA I/IHCprKLI,I/IGVI no genonpon3BoAcTBy rocyaapCTtBeHHOro
opraHa, opraHa MecTHOro camoyrnpaBfneHns B COOTBETCTBMM € nonoxeHuamu FOCT P 7.0.97-2016 <10>.

<10> Pasgenbl 3 "O6wwne TpeboBaHUSA K co3gaHuIo OOKyMeHToB", 4 "PekBuantbl gokymeHTta", 5
"OdopmneHune peksuauntoB gokymeHtos" FTOCT P 7.0.97-2016.

2.8. OneKkTpoHHble WwabnoHbl (YHUMUUMPOBAHHbIE (OPMbI) AOKYMEHTOB, MCMONb3yemble Mpu
CO30aHNN 3NEKTPOHHbIX AOKYMEHTOB, MO COCTaBY PEKBU3UTOB AOMMKHbI ObITb MOEHTUYHbI JOKYMEHTaM Ha
OymaxKHOM HocuTene.

2.9. TpoeKkTbl OOKYMEHTOB, MOArOTOBMEHHbIX FOCYAAPCTBEHHLIM OpraHoMm, OpraHoM MECTHOro
camoyrnpaBreHusl, NoAnexaT CornacoBaHuIo.

CornacoBaHne npoekTa [JOKyMeHTa B T[OCyAapCTBEHHOM oOpraHe, oOpraHe MEeCTHOro
camoynpaBrneHuss 0dOpMNSEeTCs BWU30W PYKOBOAMUTEMNS CTPYKTYPHOro noapasfeneHvus WnmM  WHOro
YNOSTHOMOYEHHOIO AOMKHOCTHOrO NnLa.

MpoekT [OKyMeHTa, MMeILWero AnUTENbHbIA CPOK XPaHEHMs W noafexawero noanvMcaHuio
(yTBEPXKOEHMIO) M NOCReayoLWeMy XpaHeHNo Ha ByMaHOM HOcUTene, B CriyYyae ero CornacoBaHusa B
C3[, nomellaetca Ha XpaHeHWe B [OeNno BMeCTe C JMCTOM COrnacoBaHusi, COCTaBMSAOLWMM €ro
HeoTbeMIEMYIO YacTb. JIMCT cornacoBaHus, pacnedataHHbii u3 C3[, fomkeH codepXaTb CBEAEHMS O
pate ero ¢opmMupoBaHMsi M HaMMEHOBAHUM CUCTEMbI, B KOTOPOW MPOBOAMIIOCH 3fEKTPOHHOE
cornacosaHue.

CornacoBaHue npoekTta AOKYMEHTa, CO34aHHOro B rocygapCTBEHHOM OpraHe, opraHe MeCTHOro
camoynpasreHus, ¢ ApYrMMW rocygapcTBeHHbIMW oOpraHamu, opraHamm MeCTHOro camMoyrpaBeHus,
opraHusauuamu  odopmnsetcs  rpucdom  (NMUCTOM)  cornacoBaHWsi, MPOTOKOSIOM, MUCbMOM O
cornacoBaHum, a Takke, B YCTaHOBMEHHbIX 3akoHogaTenbcTBOM Poccunckon depepaumm cnydasx, B
dopme 3aKnoveHUn, 0T3bIBOB, NONPaBoK <11>,

<11> Cratbsl 26.4 ®epepanbHoro 3akoHa ot 6 okts6ps 1999 r. N 184-®3 "O6 obLmx npuHUMNax
opraHu3aumMm 3akoHoAaTenbHbIX (MpeacTaBUTENbHbLIX) M UCMOMHUTENBHBLIX OPraHOB rocygapCTBEHHOM
Bnactu cybwvektoB Poccuiickon denepaunmn” (CobpaHune 3akoHopaTenbctBa Poccuiickon depepaumm,
1999, N 42, ct. 5005; 2019, N 42, c1. 5801) (nanee - PegepanbHbin 3akoH N 184-03).

2.10. MNMopgroToBrieHHbIE, OPOPMIIEHHBLIE N COrfacoBaHHbIE NPOEKTbl AOKYMEHTOB MOAMUCLIBAIOTCSA
(yTBEpPXKOAKOTCS) PYKOBOAMTENEM TOCYAAapCTBEHHOINO OpraHa, opraHa MECTHOro CaMOyMpaBfieHUsa Wnu
WHBIM YNONHOMOYEHHbIM UM JOMKHOCTHbLIM MNLIOM.

[okyMeHTbl Ha 6GyMaxHOM HocuTenle noAnucbiBalOTC  COBCTBEHHOPYYHOW  MOAMUCHIO
pyKoBOAMTENA  rOCYAapCTBEHHOrO OpraHa, opraHa MEeCTHOTO CaMOyMnpaBfieHWUss UM MHOTO
YNOMHOMOYEHHOIO UM AOMKHOCTHOrO NuLa.

KoHcynbTaHTln0C: npumeyaHue.
B odmumansHom TekcTe [OKyMEHTa, BUAMMO, JOMyLleHa onevyatka: umeeTtcs B Bugy PenepanbHbii
3akoH oT 06.04.2011 N 63-93, a He oT 11.04.2011.

OneKTPOHHbIE [OKYMEHTbI, HanpaBrnsieMble B rocyAapCTBEHHble OpraHbl W OpraHbl MECTHOro
camMoynpaBfeHnsa, MNoanNUCbIBalOTCA  YCUMEHHOW  KBanuMUUUPOBAHHOW  3MNEKTPOHHOW  MOoAnuUcCkto
AOMMKHOCTHOrO fvua opraHa rocygapCTBEHHOro opraHa, opraHa MeCTHOro caMOynpasrieHusi, MopsaoK
NPUMEHeHNs1 KOTopon ycTaHoBneH ®PegepanbHbiM 3akoHom oT 11 anpena 2011 r. N 63-®3 "O6
3NEKTPOHHOW NOAMMUCU" U UHBIMU HOPMAaTUBHBbIMU NPaBoOBbIMK akTamu Poccuiickon Pepepaumm <12>,
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<12> Ctatbu 5, 6 depgepanbHoro 3akoHa oT 11 anpens 2011 r. N 63-®3 "O6 aneKTpoHHON
noanucun" (CobpaHue 3akoHopgaTensctBa Poccunckon ®egepauun, 2011, N 15, ct. 2036; 2016, N 1, cT.
65; 2016, N 26, ct. 3889) (nanee - ®egepanbHbin 3akoH N 63-®3); noctaHoBneHus NpaBuTenscTea
Poccuiickon ®epepaummn ot 9 depana 2012 r. N 111 "O6 9nekTpoOHHOW MOAMUCK, MUCMONb3yeMOoun
opraHamu MCMOMHWUTENbHOW BNAacTU M OpraHamyM MECTHOrO CaMOyrnpaBfeHuss npu opraHusaumm
3NEKTPOHHOro B3aMMOAENCTBMS MexXay cOOOM, 0 nopsaKke ee UCNonb3oBaHus, a Takke 06 ycTtaHOBNEeHUn
TpeboBaHun K obecnevyeHMido COBMECTUMOCTM CPeacTB  anekTpoHHow nognucu" (CobGpaHune
3akoHogartenbcTBa Poccunckon ®egepauum, 2012, N 8, c1. 1027; 2018, N 49, ct. 7600); oT 25 ntoHs
2012 r. N 634 "O BMaax 3NeKTPOHHON NOANUCK, UCMONb30BaHNE KOTOPbIX AOMycKaeTcs npu obpalleHum
3a Nony4yeHneM rocygapCcTBeHHbIX U MyHUUMnanbHbix yenyr" (CobpaHue 3akoHogaTenscTtBa Poccumnckon
depepaumm, 2012, N 27, c1. 3744; 2018, N 36, cT. 5623); o1 25 aBrycta 2012 r. N 852 "O06 yTBEpXaeHUN
[MpaBmn MCMONb30BaHUSA YCUITEHHON KBanvdWLUMPOBaHHOW 3MEKTPOHHOW MoAanucu npu obpalleHun 3a
Nofny4yeHNeM TrOCYAapCTBEHHbIX W MyHWUMNAnbHbIX YCIYr U O BHECeHMM u3ameHeHuss B [lpaBuna
pas3paboTkn n yTBEPXKAEHUS aOMUHUCTPATUBHBLIX PErfaMeHToOB NpPefoCTaBIieHUsA rocyaapCTBEHHbIX
ycnyr" (CobpaHue 3akoHogaTenbctBa Poccuiickon ®epepaunn, 2012, N 36, c1. 4903; 2017, N 44, cT.
6523); ot 25 pekabpsa 2014 r. N 1494 "O6 yTtBepxaeHumn [Npasun obMeHa JOKyMEHTaMu B 35IEKTPOHHOM
BMAE Mpu opraHusaumm uHdopmauyuoHHoro B3ammogencteus" (CobpaHve 3akoHodaTenbCcTBa
Poccuiickon ®epepauun, 2015, N 1, cT. 284; 2018, N 49, c1. 7600) (aanee - noctaHoBneHne N 1494).

B C3[ rocymapCTBeHHOro opraHa, opraHa MeCTHOrO camoynpaBneHUss MOTryT UCMONb30BaTbCs
cnocoBbl NOATBEPXAEHNS OEWCTBUIA C 3NEKTPOHHBIMU OOKYMEHTAMW, NPU KOTOPbIX UCMOMNb3YHOTCA UHbIE
BUObl 3NEKTPOHHBIX Noanucer B cootBeTcTBUn ¢ PeaepanbHbiM 3akoHoM N 63-03.

2.11. Ha pokymeHTax, yTBepXAaeMblX MpaBOBbIMW akTamu rocy4apCTBEHHOro opraHa, opraHa
MECTHOro CaMOynpaBfeHNss WM PYKOBOAMTENEM roCygapCTBEHHOrO oOpraHa, opraHa MeCTHOro
camoynpasrneHns  (MHbIM  YNOMHOMOYEHHbIM MM OOMKHOCTHbIM  nnUOM), odopmnsdeTca  rpud
YyTBEPXAEHUS.

2.12. B Heobxoaumblx criyqasix COGCTBEHHOpPYYHasi MOAMUCL PYKOBOAMTENS rOCYAapCTBEHHOrO
opraHa, opraHa MecTHOro camoyrnpaBneHuUst UM MHOro YNOTHOMOYEHHOIO UM LA 3aBepsieTcs nevaTbio
rocylapCTBEHHOro OpraHa, opraHa MecTHOro camoynpaBreHnst ¢ BocrnpousseaeHem FocynapCTBeHHOro
repba Poccunckon depepauun (repba (repanbamyeckoro 3Haka) cybbekta Poccuiickon ®depepauuu,
repba (repanban4eckoro 3Haka) opraHa MeCTHOro caMmoynpaBrieHus).

2.13. OcobeHHOCTV NOArOTOBKN OTAEMbHbIX BUAOB JOKYMEHTOB YCTaHABMNMBAKOTCH UHCTPYKUMEN MO
Aeronpov3BoACTBY rocyaapCTBEHHOr0 opraHa, opraHa MecTHOro caMmoyrnpaBsneHus.

lll. OpraHnsaums AOKyMeHTOoOGopoTa
3.1. B npouecce gokymeHToo60poTa 06ecneynBaeTcs:
npvem u nepemyHas obpaboTka BXOAALNX JOKYMEHTOB;
npeaBapuTeribHOE pacCMOTpPeHMe BXOASLLMX LOKYMEHTOB;
perncTpaums BXoasLmx, UCXOAsLWMX U BHYTPEHHUX JOKYMEHTOB;
paccMOTpeHne AOKYMEHTOB PYKOBOACTBOM;
OOBefeHne JOKYMEHTOB [0 UCTONHUTENEN;
noAroToBKa NPOEKTOB JOKYMEHTOB;
corrnacoBaHue NPoOeKTOB [OKYMEHTOB;
nognmncaHme npoekToB AOKYMEHTOB;

onpegerneHne Mecta XpaHeHus AOKYMeHTa (KOMuMM OOKYMEHTa) U BKIIOYEeHWe AOKyMeHTa (Koruu
AOKYMeHTa) B Aero;

0bpaboTka 1 oTnpaBka UCXOOALMX JOKYMEHTOB.

3.2. OneKTpOHHbIA  OOKYMEHTOOOOPOT  rOCyQapCTBEHHOrO  OpraHa, oOpraHa  MeCTHOro
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camoynpaBfeHuns OCYyLLECTBIISAETCS ¢ ucnonb3oBaHnem C3I.

MHdOopMaLMOHHbIE CUCTEMbI FOCYLapCTBEHHOrO OpraHa, OpraHa MEeCTHOro CaMOynpaBlieHus,
obecneunBatone paboTy C OTAENbHLIMM KOMMMEKCAMU AOKYMEHTOB, AOMKHbI ObiTb MHTErPUPOBaHbI C
C3[ B uensx peanu3auun yHKUUN OTOOpPa OOKYMEHTOB BpeMeHHbIX (cBbilwe 10 neT) n NocToOAHHOro
CPOKOB XpaHeHus And nepedadn Ha XpaHeHue B apXuB roCy4apCTBEHHOro opraHa, opraHa MeCTHOro
camoynpaBneHuns U BblAeNEeHUs K YHUUTOXEHUIO JOKYMEHTOB, CPOKN XPaHEHUS KOTOPbIX UCTEKN.

3.3. Cnyxba penonpou3BocTBa rocyaapCTBEHHOIO OpraHa, opraHa MeCTHOro camoynpaBreHus,
AEenonpov3BOaAMTENN NogpasfaeneHnii, a Takke paboTHUKM rocygapCTBEHHOrO opraHa, opraHa MecTHOro
CamMoynpaBrieHNsi B COOTBETCTBMM C NMpeaoCcTaBfieHHbIMU UM npaBamu obecnednBatoT BkNoyeHe B CI[
AOKYMEHTOB (NPOEKTOB [OOKYMEHTOB), CBEAEHMN O OOKyMEHTax (MpoekTax AOKYMEHTOB), CBEAEHUN O
paccMOTPEHUN 1 pesynbTaTax UCMONHEHUS JOKYMEHTOB (3anonHeHue nonen IPK).

3.4. [okymeHTy (BXOAsLLiEeMy, WCXOASLWEMY, BHYTPEHHEMY) Mpu BkNwoyYeHun ero B CO[
npucBauBaeTCs pPerncTpauMoHHbii  Homep. CTpykTypa perncTpaumMoHHOro HoMepa [OKyMeHTa
onpegensieTcs WHCTPyKUMerW Mo Aefnonpou3BOACTBY rOCYAApCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpasneHus.

Mpu BkntoyeHUn B COI NPOEKTOB [OKYMEHTOB, MOArOTOBKA KOTOPbIX OCYLLECTBMAETCS
rocyfapCTBEHHbIM OpraHoM, OpraHoM MECTHOrO CaMOynpaBrieHusl, WM MNpUCBaMBaETCH Y4YeTHbIN
BHYTPUCUCTEMHbIN HOMEP.

3.5. Peructpaumsa [OKYMEHTOB (BXOASLLMX, MWCXOASALWMX, BHYTPEHHWX) BedeTcs B npegenax
KaneHgapHoro roga.

3.6. B pokymeHTOOGOpOTE rOCYAapCTBEHHOrO OpraHa, opraHa MECTHOrO CcaMoyrnpaBieHus:
BbIAENAOTCA OOKYMEHTOMOTOKU: BXoAswme (MocTynalwwmne) OOKYMEHTbI; ucxogswme (oTnpaensemble)
[AOKYMEHTbI; BHYTPEHHUE JOKYMEHTbI.

B cocTtaBe BXoAsLLMX U UCXOOALLMNX LOOKYMEHTOB BblAENATCA:

AOKYMEHTbl OpraHoB rocyapCTBEHHOW BMacTW, OPraHOB MECTHOro camoynpaBneHus; AOKYMEHThbI
TeppuTOopManbHbIX OpraHOB rocygapCTBEHHOro opraHa B cybbekTax Poccunckon depepauun (npy mx
Hanu4un);

OOKYMEHTbI opransau,wZ;
napy1iaMeHTCKMne 3anpocChbl U OTBETbl Ha HUX;

3anpocbl pgenytatoB [ocygaapctBeHHom [Oymbl u uneHoB Coseta ®Pepepauun, aenyratos
3akoHoAaTenbHbIX (MpeacTaBuUTENbHBIX) OpraHoB cybobekToB Poccuiickon ®egepauum n genytaToB
npeacTaBUTENbHbIX OPraHOB MECTHOIO CaMOYNpaBneHns U OTBEThbl Ha HUX;

obpallleHns rpaxaaH, opraHvM3auuii, 3anpocbl rpaxaaH, opraHusauuii o npenocTaBreHuK
nHOPMaLIMN O AEATENbHOCTU roCyAapCTBEHHOro opraHa W/Wnm o npenocTaBMeHnn rocyaapCTBEeHHbIX
YCMYr Y OTBETbI Ha HUX;

OOKYMEHTbl U3 NpaBUTENIbCTBEHHbLIX N HEMPAaBUTETbCTBEHHbIX Opl'aHl/I3aLl,I/IIZ 3apy6e>|<Hb|x CTpaH "
apyrue rpynnbl JOKYMEHTOB.

3.7. [JoctaBka ” oTnNpaBka [OOKYMEHTOB B [OCyAapCTBEHHOM oOpraHe, oOpraHe MeCTHOro
camoynpasfeHns OCYLLECTBNAITCA BuAAMU CBSA3M: MOYTOBOW, penbaberepckon, KypbepcKoWn, MHbIMU
BMOaMn cneumnanbHON CBA3W, hakCMMWUITbHORN, TenerpadgHon, TenedoHHON, NocpeacTBOM 3NEKTPOHHON
noytel, CO[, cuctemMbl MEXBEOOMCTBEHHOIO 3NEKTPOHHOIO JOKyMeHToobopoTa (ganee - M30), yepes
CaT rocyaapCTBEHHOr0 oOpraHa, opraHa MeCTHOro camoynpaBreHusi, nocpeacTsoM eaepansHon
rocyaapCTBEHHON WHMOPMAaUMOHHON cucTemMbl "EAMHLIA nopTan rocyaapCTBEHHbIX U MyHULUMNAMbHbIX
ycnyr (cbyHKUMn)" n/vnm pervoHanbHbIA nopTan rocyfapCTBEHHbIX M MyHULUMNAnNbHbIX yCryr (danee -
MopTan rocyaapCTBEHHbIX YCNYT).

3.8. OpraHusaums paboTbl C 3MEKTPOHHLIMWU AOKYMEHTaMu, MOCTynalwWwumMn U OTnpaBnseMbiMu
nocpepcteom MO0, ocyliecTBNseTcs B COOTBETCTBUM C [TONOXEHNEM O CUCTEME MEXBEOOMCTBEHHOIO
3NEKTPOHHOro AOKyMeHToobopoTa <13>.
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<13> lNocTtaHoBneHuve MNpasutensctBa Poccuiickon deaepaumm ot 22 ceHTabps 2009 r. N 754 "O6
yTBepXaeHun [lonoxeHns o cucteMe MeXBEOOMCTBEHHOIO 3NIEKTPOHHOIO JoKymMeHToobopoTa"
(CobpaHue 3akoHogaTenbcTBa Poccuickon ®egepaumm, 2009, N 39, cT1. 4614; 2019, N 12, cT. 1314).

3.9. Tlpvem wun nepBuyHas ob6paboTka BXOOAWMX [OOKYMEHTOB ocyllectBnsetca Cnyx6on
Aernonpov3BoACTBa rocyaAapCTBEHHOrO opraHa, opraHa MecTHOro camoynpasnenust. [puem v nepsuyHas
obpaboTka 3anpocoB rpaxaaH, opraHusauun o NpPefoCcTaBEeHUN rocyaapCTBEHHbIX (MyHULMNAnNbHbIX)
ycnyr MOXeT OCYLLEeCTBNATbCA MHbIM CTPYKTYPHbIM nogpasaeneHmemM rocygapCrtBeHHOro opraHa, opraHa
MECTHOro camoyrnpasneHus.

3.10. Bce nocTynuBLLME B rOCyJapCTBEHHbIN OpraH, opraH MeCTHOro caMoyrnpaBneHnss JOKYMEHTbI
Ha OymakHOM HocuTene noanexaT nepBuyHon obpaboTke, BKITHOYaIOLLEN:

MPOBEPKY NPaBWUbHOCTU AOCTaBKUA JOKYMEHTOB;
NpOBEPKY LIeNOCTHOCTM YNakoBKW (KOHBEPTOB, NAKETOB);

BCKPbITME YMAKOBKM (32 WCKMHOYEHMEM KOHBEPTOB, MAKeTOB C NomeTkon "JInyHo" wn rpudpamm
OorpaHn4YyeHus JocTyna K AOKYMEHTY, HE OTHOCALLUMXCA K obpalleHusM rpaxaaH, opraHm3auun);

NpPoOBEPKY LEeNTIOCTHOCTU BXOOALWMNX OOKYMEHTOB, BKIOYaA NPUNoOXeHus;

YHUYTOXEHME KOHBEPTOB, MaKeTOB WM YMakoBKM (32 MWCKMYeHneM obpalleHuin rpaxaa,
opraHv3auMn 1 MHbIX OOKYMEHTOB 0e3 ykasaHus AaTtbl, a Tawkke B Cryyasix, ecrnv AOKYMEHT MoCTynun
Nno3Xe YyKa3aHHOro B TEKCTe OOKYMeHTa CpoKa WCMOSNHEeHus (4aTbl MeponpusaTvsa) unv npu 6onblom
pacxoxgeHun mexay gatamv NognvMcaHus u NonyvyeHns JOKyMeHTOB);

3.11. OwnboyHO JocTaBneHHble AOKYMEHTbl NepechinatTcs No HasHa4YeHUo UM BO3BpaLLaloTCs
oTnpasuTento. [JokyMeHTbl, NOCTYNMBLUNE B NOBPEXAEHHOW YNakoBKe, MPOBEPSAIOTCA Ha LeNOCTHOCTb, B
TOM YKCIIe Ha HanNMuMe MexaHNYecKUX NoBPEXAEHNN.

0] nony4yeHnmn nogo3pnUTesibHOro NOYTOBOro OTnpaBiieHUA OOKNaabiBaeTCA PyKOBOOUTENHO CJ'Iy)K6bI
genonpon3eoacTea.

3.12. lMpun oBHapyXeHMn NoBpexaeHUs BXoOdAWero JOKyMeHTa Ha ByMaxHOM HocuTene unu ero
NPUNOXEHWI, NPn OTCYTCTBMM B KOHBEPTE (NakeTe) AOKYMEHTa, ero YacTu UNN MPUIIoKEHUN K HeMy, a
TaKke Npu OTCYTCTBUM MOAMNWCK Ha BXOAsLLEM [OKYMEHTE COCTaBMseTCs akT B OBYX 3K3emnnspax Ha
OymMaxXHOM HocuTene, OAMH 3JK3EMMNNAP akTa BbICbINaeTcs oTnpaBuTento, 2-v - npuobliaeTcs K
BXOAsLLEMY OOKYMEHTY U nepefaeTcs Ha perncrpauuio 1 npeasaputernbHoe pacCMOTPeEHMe.

3.13. KoHBepTbl (nakeTbl), umewowme oTMeTKy "[lMyHO", rpudbl OrpaHuyYeHns Joctyna kK
AOKYMeHTaM, codepXalnm ceeeHust KoHpnaeHUManbHOro xapakrepa, He BCKpbIBAOTCA 1 NepeaaloTcs:

¢ oTMeTKkon "JInyHO" - HenmocpeacTBEHHO agpecary;

Cc rpudamu orpaHuyeHuss goctyna - B cryx0y KoHduAeHUManbHOro Aeronpou3BOACTBA MMM
paboTHuky Crniyx6bbl genonpous3BoAacTBa, B 00683aHHOCTM KOTOPOro BXOAUT 0OpaboTka [OOKYMEHTOB,
copepXallmx cBeaeHus KoHpmaeHUManbHoro xapakrepa.

3.14. [okyMeHTbl, MocCTynawooLwiMe u3 ApYyrnx rocyaapCTBEHHbIX OpraHoB, OpPraHoB MeCTHOro
camoynpaBfeHunsi, opraHM3auuin HeMoCPEeACTBEHHO B CTPYKTYPHble NoAapasgeneHusi, Ho Tpedytwolime
paccMOTpPEHMsT PYKOBOACTBA, MepedarTcs ANs peructpauun 1 npefBapuTenibHOro pacCMOTpPeHUst B
Cnyx6y genonpounssoacTaa.

3.15. Ha Bcex nocTynuBLUMX OOKYMEHTaX, 3a UCKIYEHNEM OOKYMEHTOB, MOCTYNUBLUKUX B hopme
3NEKTPOHHbIX [JOKYMEHTOB, MPOCTaBNseTcd OTMEeTKa O MOCTYNMeHUMU [OKYMEeHTa B rocy4apCTBEHHbIN
opraH, opraH MecTHOro camoyrnpasreHus.

3.16. ONeKTPOHHbIE AOKYMEHTbI, NOCTYNUBLUWE OT APYrMX OpraHn3auni 1 rpaxaaH rno afeKTPoHHOM
noyte, nocpeacteom C3I, MBOO, 4epes calT rocyaapCTBEHHOrO OpraHa, opraHa MEeCTHOro
camoynpaeneHmss B cetu "VIHTepHeT", [lopTan rocyaapCTBEHHbIX YCnyr npuHuMatotcst Cnyxoon
OEenonpoM3BoACTBa UMW MHBIM CTPYKTYPHbIM nogpasgeneHuemM, B 00S3aHHOCTW KOTOPOro BXOAUT
opraHusaumsi paboTbl ¢ obpalleHusaMU U 3anpocamn rpaxaaH WM opraHusauuii O npefocTaBneHun
WHpopMaLMm O [eATenbHOCTM rOCyAapCTBEHHONo oOpraHa, opraHa MeCTHOro camoynpasfeHusi, O
NpefoCTaBNeHUN rOCYAapPCTBEHHbIX (MyHULMMANbHBLIX) YCIYT.
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3.17. TNopsgok MHOPMALMOHHOIO B3auMMOAENCTBUS rOCYAapCTBEHHbIX OPraHoB, OpraHoB
MECTHOro camoyrnpaBneHus nocpegcTBoM obmeHa AOKYMEHTaMy B 3NIEKTPOHHOM BuAe, nepeyeHb BUOOB
KoTopbiX yTBepxaaetcs [MpaButenbctBoM Poccuiickon Pepepaumm <14>, 3a uMcCKYeHneMm obmeHa
9MNEKTPOHHbIMM LOKYMEHTaMM B pamMKax MpefoCTaBlieHWsl roCy4apCTBEHHbIX U MYHULMMANbHbIX YCIyT,
ycTaHoBneH [lpaBunamm oOMeHa [OOKYMEHTaMu B  3MEKTPOHHOM Buae nNpu  OopraHusauum
WHOPMaLUMNOHHOIO B3aumogencTeusa <15> un  TpeboBaHMAMM K OpraHM3auMOHHO-TEXHUYECKOMY
B3aMMOENCTBMIIO.

<14> PacnopsxeHue [NpaButensctea Poccuiickon ®epepauumn ot 2 anpena 2015 r. N 583-p
(Cobpanune 3akoHogaTenbcTBa Poccuinckon degepaumm, 2015, N 15, cT. 2293).

<15> lNocTtaHoBneHne N 1494,

3.18. BhbisiBfieHHbIE B Xoae NPpOBEPKN HECOOTBETCTBUA ABIIAKOTCA OCHOBaHMEM AOJN1A OTKa3a B
pernctpaunm OOKyMeHTa, q30pMVIpOBaHVIF| N HanpasneHnAa OoTnpaBUTENO yBEOAOMITIEHUA 00 oTkase B
pernctpaunm ¢ ykasaHmem npmHnHbl OTKasa.

3.19. ViHcTpyKkumen no AenonponsBOACTBY MOXeET ObiTb NPeAyCMOTpeHa pacneyaTtka 3MeKTPOHHbIX
AOKYMEHTOB C Mocnedywuweri opraHusauueri paboTbl C HAMW Kak C AOKYMeHTamyn Ha OymaxkHom
HocuTene.

3.20. MNepsun4yHasn obpaboTka JOKYMEHTOB 3aBepLUaeTCs UX pacnpeaeneHnemM Ha permctTpupyemole
n Hepeructpupyemble. K OoKymMeHTaMm, He mnognexawmm permcrpaumum, OTHOCHATCA OOKYMEHTbI, He
TpeOylolimMe MCMOMHEHUs W He coaepxalume MHdopMauuu, KoTopas MOXeT ObiTb MCMofb3OBaHa B
CMpaBOYHbIX Liensx.

3.21. Pernctpauus BXOASALWMX M MUCXOASALIMX [OOKYMEHTOB OCYLLECTBNAETCH HEe3aBUCUMO OT
cnocoba ux goctaBku oauH pas: B Cnyx6e genonpoussoactsa B CO[, nHow MHpopMaLmnoHHON cucteme
W MHOM CTPYKTYPHOM noapasfeneHnun rocyaapCTBEHHOro opraHa, opraHa MecTHOro camoynpaBreHus,
€CINN Ha Hero BO3MoXeHbl 00A3aHHOCTU NO perncTpaunm 1 opraHusaumm paboTbl C OTAENbHBIMY BUAAMY
AOKYMEHTOB.

3.22. Peructpaumsa BxogdaWMX OOKYMEHTOB OCYLLECTBNSETCA B AeHb WX MOCTYMMEHWs WnvM Ha
cnegyowun paboynn geHb, ecny 3akoHodaTenscTBom Poccunckon ®egepauun He yCTaHOBIIEHO MHOE.

3.23. CBepgeHusa o Bxogdalwlem AokymeHTe BHocsaTca B OPK CO[ wunu pernctpaunoHHO-yYeTHYHO
dopMy Ha ByMakHOM HocuTene, a NOCTYNMBLUEMY JOKYMEHTY NPUCBAanUBaETCHA PEMMCTPaLNOHHbIA HOMEP.

3.24. [JOKyMeHTbl, NOCTynNuBLUME Ha OYMaXHOM HOCWUTErNe, CKaHWPYIOTCS, 3MEeKTPOHHAas Komus
AoKkyMeHTa BknoyaeTtca B C3[ n npucoeguHseTcsa k OPK gokymeHTa.

3.25. B uensax aBTomaTtu3aumm NpucoeuHeHUs 3MeKTPOHHOW konun aokymeHTa k OPK, a Takke
Ans obecneyeHns ObICTPOro MomMcka 3NEKTPOHHOM Konuu AokymeHTa B CO[l rocyaapCTBEHHOro opraHa
MOXET MUCMONb30BaTLCS LUTPUXOBOE KOAMPOBaHME.

3.26. Peructpauusa (y4yeT) anekTpoHHbIX AoKymeHToB B CO[l rocyaapCTBEHHOro opraHa, opraHa
MECTHOro camoynpasfeHus - ydyacTHuka M3OO ocyliecTBnsieTcsa B COOTBETCTBUM C MHCTPYKUMEN MO
AEenonpon3BOACTBY FOCY4ApCTBEHHOINO OpraHa, opraHa MEeCTHOro CamoynpaBreHus, Y4YuTbiBaloLLewn
TpeboBaHwWs, YCTaHOBMEHHbIE YNONIHOMOYEHHbIMU dheeparbHbIMU OpraHaMn UCMONHUTENBHON BNacTu B
cdepe MexxBeJOMCTBEHHOIO 3NEKTPOHHOIO AOoKyMeHToobopoTa <16>.

<16> 'naBa lll TpeboBaHM kK OPraHN3aLNOHHO-TEXHUYECKOMY B3aUMOAENCTBUIO.

3.27. [oKyMeHTbl Ha MHOCTpPaHHbIX S3blkax, MOCTYMUBLUME B rOCYdapCTBEHHbI OpraH, opraH
MECTHOTrO CaMoynpaBrneHust nocne peructpauum B CnyxGe [enonpou3BOACTBa nepefatoTcs B
COOTBETCTBYIOLlEE MNoApasfeneHue unuM paboTHUKY TFOCYLapCTBEHHOrO oOpraHa, opraHa MeCTHOro
camoynpaBneHusa Ona nepesoda W Mocreaylollei nepegayn Ha paccMOTpeHue pykoBoacTea. WHas
KOPPECMOHAEHUMS Ha WHOCTPAHHbIX A3blkax MepeaaeTcsl Mo HasHayeHWo HernocpeaCTBEHHO B
CTPYKTYpHbIe NoApasaernieHust.

3.28. [JoKyMeHTbl, NOCTYNMUBLUME B roCy4apCTBEHHbIA OpraH, opraH MEeCTHOro camoyrnpaBfneHus,
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noanexar npeaBapuTeNibHOMY PacCMOTPEHUIO B LeNnAX pacnpefenieHnss OKYMEHTOB Ha [OKYMEHTbI,
Tpebylowe paccMOTPEeHUs  PYKOBOAUTENEM  FOCYAApPCTBEHHOro  opraHa, opraHa  MEeCTHOro
camoynpaBneHnsi, 3amecTUTensaMKW PYKOBOOWUTENs TrOCYOapCTBEHHOrO OpraHa, opraHa MecCTHOro
camoynpaBnieHnsi B COOTBETCTBUM C UX KOMMNETEHUMEN, U OKYMEHTbI, HanpaBnsemMble HenocpeacTBeHHO
B CTPYKTYpHbIE noapasaeneHus.

CoctaB [OKYMEHTOB, MOANeXallmMx npeaBapuTenbHOMY PacCMOTPEHWUID B roCyAapCTBEHHOM
opraHe, opraHe MEeCTHOroO CaMOyMnpaBfeHNsi, MOXEeT ObITb KOHKPETU3MpOBaH B WHCTPYKUUW MO
[ernonpon3BoaCTBY.

[lokyMeHTbI, TpebylolMe CPOYHOrO PacCMOTPEeHMsl, a Takke Tenerpammbl U TenedoHOorpamMmbl
nepenalTcsl PYKOBOACTBY Ha pacCMOTPEHME He3aMeasIMTENbHO.

3.29. PesynbTaTbl pacCMOTPEHUS JOKYMEHTa PYKOBOAUTENEM rocygapCTBEHHOro opraHa, opraHa
MECTHOro CamoynpaBsfieHusi, ero 3amecTUTeNnsAMU, PykoBOAUTENAMWU nogpasfeneHun oopmnsTcs B
BMae pesontoumi (MopyvyeHun).

CBegeHns o pesonioumun (MCNOMHUTENb, COAEpPXaHne NOpyYeHUs, CPOK MCMOMHEHNS) BHOCATCH B
OPK C3[1, nocne 4yero ucnonHMTeny NOnyyarT AOCTYN K 9NEKTPOHHOMY OOKYMEHTY (SMEeKTPOHHOM KOMuu
AOKYMEHTA).

3.30. JokymeHTbl, nocTynawwme Ha BymaxHoM HOcuTene, nocrne nx perucTpauny, BKIOYEHUS B
C3[ B BMOe 3MEKTPOHHbIX KOMWA U PacCMOTPEHUsi PYKOBOACTBOM MepenalTcsi B COOTBETCTBYHLLME
CTPYKTYPHble noApasfeneHusl Ha WCMNOSHEeHWE (B Cryyae Has3Ha4YeHWs1 HECKOMbKUX WCMOMHWUTEnen - no
MeCTY HaXOXOEHUs1 OTBETCTBEHHOIO UCMONHUTENS) Unu octatotcs B Cnyx6e aenonpov3soacTsa v nocne
WCMOMHEHNs BKIOYAKOTCS B Jena B COOTBETCTBUM C HOMEHKNATypoW Aen rocyapCTBEHHOrO opraHa,
opraHa MecTHOro camoyrnpaBfeHus.

3.31. CTpykTypHble nogpasgeneHus (paboTHUKM) rocygapCTBEHHOrO OpraHa, opraHa MEeCTHOro
CaMOoynpaBrieHnsi, Ha3Ha4YeHHble B KayecTBE WCMOMHUTENEN MO OOKYMEHTY (MOpydyeHuto), nony4aroT
JocTyn K aokymeHTy 1 ero OPK B C3[] rocyaapCTBEHHOro opraHa, opraHa MeCTHOro camoynpasneHust n
OpraHu3yloT paboTy C JOKYMEHTOM.

3.32. lMocne NpuHATUS pyKoBOAMTENEM peLUeHMs MO WUCMNOMHEHWI0 AOKYMEeHTa, MOCTYNMBLLEro no
M3OO0, ana nHdopMupoBaHus opraHusauun-oTnpasuTend Cnyxbon genonponsBoacTBa AOIMKHO ObITb
CPOPMMPOBAHO yBEOOMIIEHWE O TMPUHATMM OOKYMEHTa K WCMOMHEHWo, a B Crydae CMeHbl
OTBETCTBEHHOrO WCMOMHUTENSA (UCMOMHUTENSA) B XO4E€ WCMONHEeHWs AOKyMeHTa - yBedomneHue o6
N3MEHEHNN X0A4a UCTMOMNHEeHUs <17>.

<17> 'na.a lll TpeboBaHWU kK OPraHN3aLNOHHO-TEXHUHECKOMY B3aUMOAENCTBUIO.

3.33. [JOKyMeHTbl, MOArOTOBMEHHblE B T[OCYAapCTBEHHOM OpraHe, oOpraHe MeCTHOro
camoyrnpaBsrieHusl, 3aBM3NPOBaHHble BCEMW  3aUHTEPECOBaHHbIMW  NMUaMWM W NOAMNUCaHHbIE
pyKkoBOAUTENEM MIN MHBIM YNOTHOMOYEHHbBIM UM NULOM, BKMtovatoTes B CO[] rocyaapcTBEHHOro opraHa,
opraHa MecTHOro camoyrnpaBfeHus.

Mpu BkntoYeHUM ncxopsulero aokymeHTa B C3[ cBegeHusa o aokymeHTte dukeupytotes B IPK, k
KOTOPOM NPUCOEOUHAETCH 3NEKTPOHHAsA KONUS OTNPaBIAEMOro AOKyMeHTa.

Konus gokymeHTa Ha GyMa)kHOM HocuTere C BM3aMW LOIPKHOCTHbIX MWL NMOMeLlaeTcst B Oeno B
COOTBETCTBMM C HOMEHKNATYPOI Aen rocyaapcTBEHHOro opraHa, opraHa MeCTHOro camoynpaBfieHust.

3.34. Nepepa BKkNtoYEHNEM ncxoaawmx gokymeHTos B COLN Cnyxba genonpoussoacTea nposepsieT
NnpaBuIbHOCTb OOPMIEHUS LOKYMEHTOB (B TOM YMUCIE Hanuume MOANMuCen, Bu3, MNPaBUITbHOCTb
HanMcaHusi agpecoB), CBEPSIET CChINIKY Ha PErMCTPaLMOHHbI HOMEP M AaTy NOCTYNMUBLUEro JOKYMEHTA, a
TaKKe HanuMuMe yKasaHHbIX B UCXOOAWMX [OOKYMEHTax MpUIOXEHU, COOTBETCTBUE KONMYECTBa
3K3EeMMMSPOB KONMMYECTBY aapecaToB Mo yKkasaTernto pacchbinku, HanMyune oTMeTkm ob ucnonHutene.

3.35. BkntoveHne UCXOasLIMX JOKYMEHTOB, CO34aHHbLIX HA OyMaXKHOM HOCUTENe, N X perncTpauus
B CO[] ocyLiecTBnAOTCA B AEHb UX NOANMUCAHUA U Ha CnegyrLwmnn paboymn geHb.

3.36. lpu peructpauumn [OKYMEHTa, npedHasHadeHHoro anst otnpasku no M3OO, B C3[
oTnpaBuUTENs JOSMKHBI (DOPMUPOBATLCH CBELAEHUS, YCTaHOBMEHHbIE TpebGoBaHMsAMN K OpraHn3aunoHHO-
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TEXHUYEeCKOMY B3anmMoaenctasuto <18>.

<18> maga Il TpeboBaHuit K OpraHM3aLNOHHO-TEXHUYECKOMY B3aMOOENCTBUIO.

3.37. OPK, co3gaHHasa B CO[1 npu nogrotoBke NpoekTa AOKYMEHTa, NPy PerncTpaumm UCXOAsILLEro
OOKYMeHTa A0MofHAeTCcs cBegeHnsiMmn ob ncxogsilem JOKyMeHTe.

OTnpaBke agpecataMm noanexart AOKYMEeHTbl, OpOpMIieHHble B COOTBETCTBMM C MpaBunamu,
YCTaAHOBMEHHbIMW WHCTPYKLUMEN NO OEernonpou3BOACTBY rOCyAapCTBEHHOrO OpraHa, opraHa MeCTHOro
caMoynpaBrieHusl, TMOANWCaHHbIE PYKOBOAMTENEM [OCYAAapCTBEHHOrO oOpraHa, opraHa MEeCTHOro
caMoynpaBeHnsl U UHBIM YNOMTHOMOYEHHBIM UM FIMLOM, BKITHOYEHHbIE U 3apernctTpupoBaHHbie B CO[,.

3.38. O6paboTka KOppecnoHAeHLUMM And OTMNpaBKM MOYTOBOM CBSA3bIO OCYLLIECTBMASIETCS B
cooTBeTcTBMM C [NpaBunamm okasaHusi yCryr MOYTOBOW CBSA3M <19>, mpu oTnpaBKe CMeLcBA3bio - B
COOTBETCTBMM C TpeBoBaHMAMMU, NPeabABNSEMbIMUA K COOTBETCTBYHOLLIMM BUOAM CrELICBA3N.

<19> lpuka3 MuHucTepcTBa CBSI3U M MacCOBbIX KOMMyHuKaumm Poccunckon ®egepaumm ot 31
uionst 2014 r. N 234 "O6 ytBepxaeHun [MpaBun okasaHus ycrnyr NovTOBOW CBA3M" (3aperncTpupoBaH
MuHucTepcTBOM tocTuuumn Poccuiickon Pepepaumm 26 gekabps 2014 r., pernctpauunoHHsin N 35442), ¢
M3MEHEHNSIMKN, BHECEHHbIMW npukadamn MwuHkomeBssm Poccun ot 13 deBpans 2018 r. N 61
(3apeructpupoBaH MwuHuctepcteom toctmumm  Poccuinckon  depepaummn 28 mapta 2018 r,
pernctpaunoHHbin N 50545); ot 13 Hoabps 2018 r. N 619 (3apeructpupoBaH MuHMCTEPCTBOM HOCTULMM
Poccuiickon ®epepaumm 19 mapta 2019 r., peructpaumoHHbin N 54090); ot 27 mapta 2019 r. N 106
(3apeructpupoBaH  MwuHuctepctBom toctuumm  Poccuinckon  depepaumm 7 umioHa 2019 r,
pervctpaunoHHbin N 54893).

3.39. [oKkymeHTbl, He wuMeloWmne aapecHOW 4YacTu, nNPUHUMAKTCA Ha OTNpaBKy C
COMPOBOAUTENbHLIMW  MUCbMaMW (32  WUCKIMIOYEHUEM  KOMWIW  pacnopsgauTernbHbiX — OOKYMEHTOB,
HanpaBnsemblX B NOABE4OMCTBEHHbIE OpraHn3aLmun).

Henpanu'leo OC*)OpMﬂeHHbIe OOKYMEHTbl W KoppecnoHAeHundA Hecny>|<e6Horo Xapakrtepa K
oTnpaBke He NPUHMMaloTCA 1 BO3BpaLlakdTCA UCNONTHUTENIO.

3.40. OrtnpaBka pgokymeHToB no MOOO pgomkHa OCYLECTBNASATLCA B COOTBETCTBMM C
TpeboBaHUAMYN K OPraHn3aLMOHHO-TEXHUYECKOMY B3aumoaencTauo <20>.

<20> 'maga Il TpeboBaHuWin K OpraHM3aLNOHHO-TEXHUYECKOMY B3aMOOENCTBUIO.

Mepen otnpaBkow gokyMmeHTa no MO0 pomkHbl BbiTb NPOBEPEHBLI KOMMITEKTHOCTL TPAHCMOPTHOTO
KOHTeWHepa 1 4eNCTBUTENBHOCTb 3MEKTPOHHBLIX NOAMWCEN, BXOASALLMX B €r0 COCTaB.

3.41. OneKkTpoHHble OOKYMEHTbI NOCMe MX MOANUCAHWUS 3MEKTPOHHOW MNOAMUCHI0 M OTMPaBKU
agpecaty xpaHsatcs B C3[] B 3MeKTPOHHbIX Aenax, opMUpyembiX B COOTBETCTBMU C HOMEHKNaTypou
[ rocyaapCTBEHHOro opraHa, opraHa MecTHOrO caMoynpaBreHusl.

3.42. [JokymeHTbI, Noanexaline oTnpaske, AOMKHbI 06pabaTbiBaTbCA M OTNPaBMATLCA B O€Hb UX
noanucaHnsa U perncTpauum Unn Ha creayowmnii pabounii AeHb.

3.43. Jocbinika unu 3aMeHa paHee OTNpaBfieHHOro 3NeKTPOHHOIO AOKYMEHTa OCyLLEeCTBNAeTCs no
yKasaHuio nuua, NoanMcaBLUEero JOKYMEHT.

3.44. PeweHne o cnocobe [O0CTaBKM [OKYMEHTa ajpecarty MNpUHUMAaeTCs WCMOoMHWUTEeneM mno
cornacoBaHumio co CnyxGoi [enonpousBOACTBA FOCYAAPCTBEHHOrO oOpraHa, opraHa MeCTHOro
camoynpasrieHus.

3.45. OTBeTbl Ha oOOpalleHuss rpagaH, OpraHM3auui HanpaenalTCca 3asBuTento B dopme
3NEKTPOHHOro JOKYMEHTa Mo afpecy 3NeKTPOHHOW NOoYThbl, ykasdaHHOMY B obpalleHun, NocTynusLLEM B
rocyapCTBEHHbI OpraH, opraH MEeCTHOro CaMOynpaBfeHuUs Unu AOMKHOCTHOMY nuuy B dopme
3NEKTPOHHOro JOKYMEHTa, U B NMMCbMEHHON dhopMe Mo MOYTOBOMY ajpecy, ykasaHHOMY B obpalieHun,
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NOCTYNMBLLEM B MUCbMEHHON hopMe <21>.

<21> Yactb 4 ctatbn 10 ®egepanbHoro 3akoHa N 59-03.

3.46. Tlo BbIOOpYy 3asBUTENEN roCyAapCTBEHHbIN OpraH, opraH MEeCTHOro CcaMOyrnpaBrieHUs
npegoctaBnseT MHgopMauuto B OPME  3MEKTPOHHbIX OOKYMEHTOB, MOAMUCAHHBLIX YCUITEHHON
KBanuuuMpoBaHHON 3NEKTPOHHOW MNOAMWCHLI0, He3aBUCUMO OT opMbl MM cnocoba obpalieHus
3agBUTENEN, 3a WUCKIIOYEHWEM CIydaeB, €CnM WHOW MOPSAOK NPedoCTaBMEHUA Takow MHGOpMaLmm
ycTaHoBneH deaepanbHbIMUM 3aKOHAMU WM MHBIMW HOPMAaTUBHBIMW MPaBOBbIMW akTamu Poccuiickomn
depepaumu, perynvpyroLMmy NpaBoOTHOLLEHNSI B yCTAHOBINEHHOW cdhepe AeAaTenbHOCTH <22>,

<22> ®epepanbHbln 3akoH N 63-d3; nyHkTbl 2, 3 [paBun OCyLWeCTBNEHUS B3auMOOEWCTBUS B
3MEeKTPOHHOM hopMe rpaxaaH (pnsmyeckmx nvu) u opraHMsaumin ¢ opraHamm rocyaapCTBEHHOW BracTy,
opraHaMmuM MeCTHOro CaMOyrnpaBfeHWsi, C OpraHu3auusMu, OCYLLECTBMSALWMMM B COOTBETCTBUMU C
denepanbHbIMM  3aKOHAMW  OTAENbHbIE MYOGNUYHbIE MOSIHOMOYUS, YTBEPXOEHHbIX MOCTAHOBMNEHWEM
MpasutensctBa Poccuiickon ®epepauum ot 9 uoHa 2016 r. N 516 (CobpaHme 3akoHogaTenbCTBa
Poccuiickon ®epepauun, 2016, N 25, ct. 3803).

3.47. TocynapCTBEHHbIM OpraH, opraH MEeCTHOro camoyrnpaBrneHus obsisaH npegocTaBnsaTb MO
BblOOpy 3asBuTenen wuHdopmaumio B OpPME 3MEKTPOHHbLIX [OKYMEHTOB nocpeactsom [loprtana
rocyaapCcTBeHHbIX ycnyr B cooTBeTcTBuMM ¢ PefepanbHbiM 3akoHoOM "O6 opraHusauuy npegocTaBreHns
rocyAapCTBEHHbIX M MyHUUMNanbHbIX ycnyr", ecnu cegepanbHbIMU 3aKOHAMW MW MPUHUMAEMbIMA B
COOTBETCTBMU C HVMMW HOpPMaTMBHbLIMW NPaBOBbIMM akTamu Poccuiickon depepaunm He YCTaHOBIEHO
nHoe.

3.48. Ha nocTtynuBLlee B rocy4apCTBEHHbIN OpraH, opraH MeECTHOro caMoynpaeneHusi obpatleHme
rpaxgaHuHa, opraHv3auuu, cogepallee nNnpeanoxeHvne, 3asBrneHne unm xanoby, KoTopble 3aTparmBatoT
WHTepeChl HeONpeaeneHHoro Kpyra nuy, B 4aCTHOCTU Ha obpalleHne, B kKOTOpoMm obxanyeTcsa cygebHoe
peLleHne, BIHECEHHOE B OTHOLLEHUW HEOMNPEAENEHHOrO Kpyra nuy, OTBET, B TOM YUCTIE C pa3bsCHEHNEM
nopsigka obanoBaHus cygebHOro pelleHnsi, MoXeT ObiTb pasMelleH Ha odumumansHom canTe
rocyapCTBEHHOro opraHa, opraHa MecTHOro camoynpasrneHus B ceTu "MIHTepHeT" <23>.

<23>Yactb 4 ctatbu 10 PegepanbHoro 3akoHa N 59-03.

3.49. I'Ipoxom,qume BHYTPEHHUX OOKYMEHTOB Ha 3Tanax MX noAroToBKU U O(bOpMJ'IeHVIﬂ OOJIKHO
COOTBETCTBOBATb MPOXOXAEHUNKD UCXOOAWMX OOKYMEHTOB, a Ha 3Tane WCNoJIHEeHUA - BXOOAWMUX
OOKYMEHTOB.

3.50. MpaBunbHO OQPOPMIIEHHbIE W COrMacoBaHHble C 3aUHTEPEeCOBaHHbIMU NMLEAMWU, MPOEKTbI
MpaBoOBbIX AaKTOB MepeaalTcs Ha MOAMUCh PYKOBOAMTENO roCyAapCTBEHHOro opraHa, opraHa MecTHOro
camoyrpasneHns Unm MHOMY yrnorHOMOYEHHOMY UM fLLY.

3.51. MMognucaHHble npaBoBble aKTbl (MOCTAHOBMIEHWSA, pPELUeHUs!, NPUKa3sbl, PacMoPsHKEHUS)
perucTpupytoTca B AeHb NoAnncaHnsa Unu Ha crneaylownii pabounin aeHb.

B BMOe 3neKTPOHHbIX KOMWKA MNPaBOBble akTbl FOCYAApPCTBEHHOINO OpraHa, opraHa MeCTHOro
camoynpaseneHust BkrtovaoTcs B COL] rocyaapcTBEHHOrO opraHa, 3a MCKIOMEHMEM NPaBOBbLIX aKTOB,
coaepXallmMx cBeaeHUs orpaHnYeHHoro gocTyna.

3.52. ToAnMHHMKX NpaBoOBbIX aKTOB (POPMUPYIOTCA B [eria Ha OCHOBAHMM HOMEHKNaTypbl Aen
rocyAapCTBEHHOro opraHa, opraHa MecTHOro caMoyrnpasfeHnss B COOTBETCTBUM C NyHKTaMn 6.23 - 6.24
MpaBun genonponssoacTea.

WcnonHutenu n nuua, Ha3Ha4YeHHbIe B Ka4vecTtBe UCnonHuTeneun, OOJIKHbI ObITb
I'IpOMH(*)OpMI/IpOBaHbI O NoAnncaHHbIX NpuKa3ax, pacrnopaXXeHnax.

3.53. lMpoTokonbl 3acefdaHui, COBELUaHW KomnmnervanbHbiX, CoBellaTeNlbHbIX, METOANYECKUX,
NMPeAcTaBUTENbHBIX M WHBIX MOCTOSIHHBIX WIM  BPEMEHHBIX OPraHoB perucTpupytotcs B CnyxGe
[EenonpovsBoACcTBa Mnu cekpetapsamu (MHbIMU paboTHVMKaMW, B [OMMKHOCTHble 0B6A3aHHOCTM KOTOPbIX
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BXOAUT BedeHWe [eronpou3BoACTBa COOTBETCTBYIOLLEro oOpraHa), Mo Kaxaomy Buay MNPOTOKOOB
oTAenbHo.

3.54. MoaNVHHMKM NPOTOKOSIOB MO MECTY MX pernctpauun opMmpytoTcsi B Aiefia B COOTBETCTBUM C
HOMEHKMATYpOW Aen rocyaapCTBEHHOrO opraHa, opraHa MecTHOro camoyrnpasrieHus!.

Konun npoTokonoB (BbINMUCKM U3 NPOTOKOMOB) B 3MEKTPOHHOW chopme A0BOAATCA A0 CBeAEeHUsI
BCEX UIIEHOB COOTBETCTBYIOLLErO OpraHa Wunu pa3MellalnTcs Ha SMEeKTPOHHOM MH(OPMaLVOHHOM
pecypce rocygapCTBEHHOIO OopraHa, opraHa MeCTHOro camoyrnpaBreHus.

3.55. BHyTpeHH1e AOKYMEHTbI HA UMS PYKOBOAWTENS roCy4apCTBEHHOrO opraHa, opraHa MecTHOro
camoynpasreHus, 3aMecTUTenen pykoBoAuTens, PyKoOBOAMTENsS (PyKOBOOAWTENEN) CTPYKTYPHOroO
nogpasaeneHuns peructpupyiorca B COO wunu (npu oTCyTCTBUM Takux Bo3MOXHocTen B C3[) - B
nogpasgeneHuu, NOAroTOBUBLLEM AOKYMEHT.

3.56. Y4yeT konuyecTsa 4OKYMEHTOB, NOCTYNUBLLMX, CO30aHHbIX, OTNPaBEHHbIX 32 ONpeaeneHHbIN
nepuog BpPEMEHW, MOXET MpPOBOAUTLCA MO rOCY4ApCTBEHHOMY OpraHy, OpraHy MeCTHOro
CaMOoynpaBrieHNsi B LIENOM, MO OTAENbHbIM CTPYKTYPHBIM NodpasgeneHvsaM, no rpynnaM AOKYMEHTOB, B
TOM Yucre NOANUHHMKAM U KOMWUsIM, KOPpeCrnoHAeHTaM, AENCTBUAM, MPOU3BEAEHHBIM C JOKYMEHTaMU, U
ApyrMm napameTpaMm, HeobxoaumbiM Ond  aHanu3a paboTel C  JOKyMEeHTaMuM B Lensx ee
COBEPLLEHCTBOBAHMS.

3.57. Tlpu yuyete oObemMa [OKymMeHTOOOOpPOTA MOACHUTLIBAETCS KOMMYECTBO [OOKYMEHTOB
BblOENEHHON rpynnbl. Y4yeT KonvdecTBa [OKYMEHTOB MpoBOAMTCA MO pAaHHbiM  C3[, WHbIX
pPEerMcTpauLnoHHO-yYeTHbIX hopMm.

3.58. 3a eguHMUy y4yeTa KonuyecTBa [OKYMEHTOB MPUHMMAaETCA 3K3eMMnsp [AOKyMeHTa
(MOANWHHMK WMMX KOMUS,, €CNU KOMWUA - eOQUHCTBEHHbIN 3K3eMNnAp AoKymeHTa). Konum OOoKYMEHTOB,
co3fjaBaemble [ANA PacCbifiKW WM BHYTPEHHEro WCMOoNb3oBaHUs, MpU HeoBXoauMOCTM MUX ydeTa
MOACUUTLIBAIOTCS OTAENBHO.

I'IpM ydyeTe ucxoodwmx OOKYyMEHTOB conpoBoauTesibHOe MNUCbMO W MNpunaraemMmbie K Hemy
OOKYMEHTbI NPUHNMAKTCA 3a OANH OOKYMEHT.

3.59. [laHHbIe 0 KoNMuyecTBe AOKYMEHTOB 0606LaloTcs (C HapacTalLWwmMM UTOrom), aHanm3npyoTes
W NpeACTaBNATCS PYKOBOOAWTEMO rOCYAAPCTBEHHOINO OpraHa, opraHa MecTHOro caMoynpaBneHus Unu
WHOMY YMONMHOMOYEHHOMY WM §uMUy B BWAE CNpaBoOK (CBOAOK, OTYETOB) CTATUCTUYECKOrO W
aHanWTUYeCKOro xapakTepa ¢ yCTaHOBMEHHOW NePUOANYHOCTLIO (Mecsil, KBapTan, nonyroaue, rog).

IV. YnpaBneHue AOKyMeHTaMu B cucteme
3N1eKTPOHHOro OKYyMeHTOO6opoTa

4.1. Ooctyn k pabote B C3[l rocygapCTBEHHOro OpraHa, opraHa MECTHOro CamoynpaBreHus
OOJDKHbl UMETb TOJ1IbKO 3aperncTtpmpoBaHHbIe Nnofib3oBaTesn.

4.2. BkniovyeHne pokymeHtoB B C3[l ocyuwiectBnseTca nocpeacTBOM 3anornHenusa nonen OPK,
CO30aHNsA 3NEKTPOHHOWM KOMUWM OOKYMEHTa (CKaHMpOBaHMWS), eCnv OOKYMEHT Oblfl co3gaH Ha OymakHOM
HocuTene, MpUCOEOMHEHUS SMEKTPOHHOM Konmuu fAokyMeHTa k JOPK, pasmelleHuss OOKymMeHTa B
cooTtBeTcTBYtoLLe CO[l B COOTBETCTBUN C €€ KNnacCUPUKaLMOHHON CXEMOWN.

43. B xode pacCMOTpPeHWst [OOKYMEHTa, MOASMeXallero MWCMOSIHEHMIO, PYKOBOACTBOM
rocygapCTBEHHOro opraHa, opraHa MeCTHOrO camoyrnpaBleHuMs Unu B XOA4e COrfacoBaHUSA MpoeKTa
OOKYMEHTa, 3anonHsitoTcst cooTBeTcTByowme nons J3PK. B pesynbTarte corrnacoBaHus npoekTa
nokymeHTta B C3[] dhopmMupyeTcs MUCT cornacoBaHus.

4.4. lMpn BkmovyeHun B C3[ BxOAAWMX [OOKYMEHTOB, WX perucrtpauuu, pacCcMOTPEeHUM W
ncnonHennn B OPK BHOcATCA cnegyowme cBegeHnst 0 AOKYMEHTE:

1) HaMMeHOBaHME FOCY4APCTBEHHONO OpraHa, opraHa MeCTHOro camoynpaBlieHUusi, opraHvM3aumu
(koppecnoHaeHTa);

2) HanMeHoBaHWe BMaa AOKYMeEHTa <24>;




<24> HanmeHoBaHWe pa3gena B cnpaBoyvHuKe (KnaccudukaTtope) BUOOB AOKYMEHTOB, K KOTOPOMY
OTHOCUTCS OKYMEHT, BKMtoyaembin B CO/.

3) oaTa OOKYMEHTa;

4) perncTpaLmoHHbIN HOMEP JOKYMEHTA;

5) dhamunusa n namymansl nuua, NnoanucaBLLIEro JOKYMEHT;

6) oaTa NOCTyNeHUs JOKYMEHTa;

7) BXOASLMIN pErncTpaLmoHHbIN HOMEP;

8) cnocob gocTaBkM AOKYMEHTA;

9) 3arofnoBOK K TEKCTY (KpaTKoe coaepXaHue JOKYMeHTa);

10) KONMYeCTBO NIMCTOB OCHOBHOIO AOKYMEHTA;

11) oTMeTKa O MPUNOXEHUN (KONMYECTBO NPUIOXEHUI, 0BLLIEE KONMYECTBO NMMCTOB MPUINOXEHUN);

12) cBegeHusas O CBA3aHHbIX [OKYMEHTax (HaumeHoBaHWe BMAaa [AOKYMeHTa, pAaTa,
perucTpaumoHHbI HOMep, TUM CBA3N);

13) pesonouns (McnonHuTENb (UCMONHUTENM), NOpydYeHWe, [OSKHOCTHOE fuMuUO, Aasliee
nopyyeHve, gata hopMMpPOBaHNS NOPYYEHUS);

14) CpOK MCMNONHEHNSA AOKYMEHTA;

15) nHaekc gena no HoOMeHknaType gen;

16) cBegeHWs1 0 Nnepeagpecauun JOKYMEHTa;
17) oTMeTKa O KOHTporne;

18) rpud orpaHnyeHns gocTyna K AOKYMEHTY;
19) cBeaeHnsi 06 SNEKTPOHHOW MOANMUCH;

20) pesynbTaT NPOBEPKN 3MEKTPOHHOM nognucu <25>;

<25> Bknoyvatotca B C3[, ecnu nocTynuBLUMKA OOKYMEHT MOAMUCAH YCUMEHHOW 3MEKTPOHHOW
NoAMUCHIO.

21) aNeKTPOHHbIN agpec KOPPECNOHAEHTA;

22) ccbinkv Ha hann NoCTynuBLUEro JOKyMeHTa u chavn (dannbl) NpunoxeHus (MpunoXeHun) K
AOKYMEHTY.

4.5. lMpun BkmoveHun B C3[ ucxoasuwmx gokymeHtos B IPK BHoOcATCSA cnefylolime cBefeHust o
OOKYMEHTE:

1) HaMMeHOoBaHWe rocy4apCTBEHHOrO opraHa, opraHa MeCTHOro CamoynpaBreHusl, opraHusauun -
agpecara;

2) bamunusa 1 MHMUMarnsl nuua, NoAnUcaBLIEero AOKYMEHT;

3) HanmeHoBaHWe BMaa JOKyMeHTa <26>;

<26> HanmeHoBaHWe pa3gena B CnpaBo4vHMKe (KnaccudukaTtope) BUOOB AOKYMEHTOB, K KOTOPOMY
OTHOCUTCS OKYMEHT, BKMtoyaembin B CO/.



4) pata JOKYMEHTa;
5) perncTpaumoHHbIi HOMeEpP AOKYMEHTA;
6) 3aronoBOK K TEKCTY (KpaTKoe coaepXaHne AOKYMEHTa);

7) cBeAeHus 0 CBSI3aHHbIX AOKYMEHTaxX (HaMMeHoBaHWe BUaa OOKYMEHTa, AaTta, permcTpaumoHHbIv
HOMep, TUM CBSA3N);

8) KONMYecTBO NUCTOB OCHOBHOIO JOKYMEHTA;

9) nHoekc aena no HoOMeHkNaType gern;

10) oTMeTKa O MPUNOXKEHUN (KONMYECTBO MPUITOXKEHWI, ObLLEe KONMYECTBO NTIMCTOB NPUIIOXKEHWUN);
11) rpuc orpaHn4eHns 4octyna K AOKYMEHTY;

12) nogpasgerneHne - OTBETCTBEHHbIV MCMOSHUTENb AOKYMEHTA;

13) cBeaeHnsi 06 SNEKTPOHHOW MOANMUCH;

14) ccbinku Ha dhann oTnpaBnsemMoro AokyMmeHTa v dann (dannbl) NPUNoXeHusa (NpUnoXeHn) K
AOKYMEHTY;

15) aNeKTPOHHbI agpec KOPPECNOHAEHTA;
16) cnocob gocTaBkv 4OKyMEHTa agpecary.

4.6. MMpu BktodeHun B C3[1 BHYTpeHHMX gokyMeHToB B OPK BHOCATCS crneaytolimMe CBEAEHUS O
OOKYMEHTe <27>:

<27> KoOHKpeTHbIN cOCTaB cBedeHun, BHocuMbIx B C3[ npu peructpaumm BHYTPEHHMUX
OOKYMEHTOB, 3aBMCUT OT BUAaA PErMCTPUPYEMOro AOKYMEHTA.

1) HaumeHoBaHWe nogpasgeneHuns, NOAroTOBMBLLErO MPOEKT JOKYMEHTa;
2) HaMMeHoOBaHWe BMAa AOKYMeHTa <60>;

3) naTa AOKYMEeHTa;

4) perncTpaumnoHHbIN HOMEP OOKYMEHTA;

5) rpud orpaHuyeHns gocTtyna K AOKYMEHTY;

6) dhamunna n nHMymranel mua, NognucaBLLEro AOKYMEHT;

7) cBedeHNs 0 CBSA3aHHbLIX JOKYMeHTax (HaMmeHoBaHve Buaa AOKYMeHTa, AaTta, permcTpaumoHHbIi
HOMep, TUM CBA3K);

8) 3aronoBoK K TEKCTY (KpaTKoe coaepXaHne AOKYMEHTa);

9) nopgpaspenenHne (QOIMKHOCTHOE §ULO) -  MWCMOMHUTENb (OTBETCTBEHHbLIA  WUCMONHUTEND)
AOKYMEHTa;

10) KONMYECTBO NUCTOB OCHOBHOMO JOKYMEHTA;
11) oTMeTKa 0 NpUNOXeHNn (KONMYEeCTBO NPUSIOXKEHWI, 00LLee KONMMYECTBO JIMCTOB NPUMOXEHWI);
12) nHpekc gena nNo HoMeHknaType gen;

13) pesonouma  (ucnomHuTens  (MCNONHWUTENW), MOPYYEHWe, [daTta WCMOJSIHEHWs, [faTa
dopMMPOBaHUSA NOPYHEHUS);

14) oTmMeTKa 0 KOHTpOTE;



15) ccbinkvM Ha ann NocTynuBLUEro AOKYMeHTa 1 hann (danrnbl) NpunoxeHus (NpUnoXeHun) K
AOKYMEHTY.

4.7. MNMpwn BkntoveHnn B COL, obpalleHnin rpaxaaH, opraHnsaumi u oTBeToB Ha obpaleHus B APK
BHOCATCS CrneaytoLme CBeAeHUs:

1) hamunuga, nma, oT4eCTBO (NPY €ro HanNU4YMK) rpaxgaHuHa;

2) HaumMeHoOBaHVe opraHu3aumu - agpecara;

3) AaTa obpalleHns rpaxxgaHuHa, opraHmsauuu;

4) perncTpaunoHHbIn HoMep obpalleHus (ans obpalleHunin opraHusauuni);

5) maTta conpoBoamMTenbHOro JOKYMeEHTa (B cnydae nepeagpecaumm obpalleHus);

6) Aata nocTynneHus obpalleHns rpaxxgaHuHa, opraHu3auum;

7) BXOOSALUIA PErMCTPaLMOHHBIN HOMEP;

8) kpaTKkoe coaepkaHne obpalleHnst rpaxkgaHuHa, opraHmsauuu;

9) KONMYECTBO JIMCTOB OCHOBHOIO JOKYMEHTA;

10) oTMeTKa O MPUNOXEHUN (KONMYECTBO MPUITOXKEHWI, OBLLEE KONMYECTBO NIMCTOB NPUIIOXEHWUN);

11) cBegeHusa O CBA3aHHbIX [dOKYMEHTax (HaumeHoBaHWe BuAaa [AOKYMeHTa, pAaTa,
PErvcTpaunoHHbIA HOMEpP, TWUM CBSA3W, B T.4. CBEAEHWs O Npeablaylux obpalleHnsix B crny4vae, ecriu

AaHHoe obpalleHne NoBTOPHOE);

12) pesoniouna (MCNOMHWUTENb (MCMOMHWTENU), MNOpYyYeHUe, [OOMMKHOCTHOE INWUO, [aBllee
nopyyeHve, gata pesontouun);

13) CpOK MCNONHEHMSA OOKYMEHTa;
14) nHpekc gena no HoMeHknaType gen;

15) cBegeHusas O nepeagpecaumm obpalleHns rpaxgaHuHa, opraHusaumm (garta, Homep
COMpPOBOAUTENBHOIO AOKYMEHTA; HAMMEHOBaHWE OpraHa BNacTu, opraHu3aumu;

16) oTMeTKa 0 KOHTpore;

17) cBegeHuss 0O anekTpoHHOW nogmucu (B criydyae MOCTYNIEHWUS 3NEKTPOHHOro obpalleHus
rpaxgaHuHa, opraHusauum, NOANNCaHHOIO AMNEKTPOHHOW NMOANNCHIO);

18) pe3ynbTaT NPOBEPKN MEKTPOHHOM noanucu <28>;

<28> Bknouatotca B C3[, ecnu nocTynuBLUMA OOKYMEHT MOAMUCAH YCUMEHHOW 3MNEKTPOHHOWN
NoAMNCHIO.

19) aneKTPOHHbIN agpec KOPPECNOoHAEHTa (rpaXxgaHuHa, opraHm3auun);

20) NoYTOBLIN agpec KOppPeCnoHAEHTa (rpaxaaHuHa, opraHmM3aummn);

21) Bonpoc no TemMaTnyeckomy KrnaccudukaTopy;

22) ccbinkv Ha dpann noctynueLlero obpaleHns u dann oteeta Ha obpalleHue.

4.8. [ononHuteneHO K YyKasaHHbIM CBEOEHUAM O BXOOALIMX, WCXOAALUMX W  BHYTPEHHUX
OOKyMeHTax, obpalleHun rpaxaaH, opraHusauun 8 SPK CO[1 MoryT BHOCUTLCS UHbIE CBEAEHMS.

4.9. Tlpn BKMOYEHUN LOKYMEHTOB W MPOEKTOB AOKyMeHToB B CO[l, a Tawkke npu BKIHOYEHUU
ceegeHn B OPK B mpouecce XM3HEHHOrO LMKNa AOKYMEHTa MCMOMHUTENV OOIDKHbI co3haBaTb CBS3U
[aHHOro JOKyMeHTa (npoeKkTa [JoKyMeHTa) ¢ APYrMMyU JOKYMEHTaMM 1 NMyHKTaMKU NOPYYEHUIA.



Mpn cosgaHun cBA3en OOKyMeHTa (MpoekTa AOKYMEeHTa) C APYrMMW OOKYMEHTaMu UCMOosb3yeTcs
CMNpaBOYHUK TUMOB CBA3EN.

4.10. B uenax pasmelleHus gokymeHToB B CO[l, moucka [OOKYMEHTOB, BEAEHMSI CMPaBOYHOM
paboTbl MO AOKYMEHTaM, BKMYeHHbIM B CO[], nCnonb3yloTcs KnaccugukaTopbl U CNPaBOYHNKM, B TOM
yucne:

KnaccudukaTopbl:  KOPPECTNOHAEHTOB, BWAOB [OOKYMEHTOB, CTPYKTYPHbIX MNOApasaeneHuin
rocyAapcTBEHHOrO opraHa, opraHa MEeCTHOrO CaMOYMpPaBfeHWsl, AOMKHOCTHLIX MWL FOCY4apCTBEHHOIO
opraHa, opraHa MeCTHOro camoynpaBfieHUsl, UCNOMHUTENEN NO AOKYMEHTaM; TeMaTUYeECKUIA (BONPOCOB
AesiITeNbHOCTM), HOMEHKNaTypa Aen rocyAapCTBEHHOrO opraHa, opraHa MeCTHOro caMoyrnpaBeHus;

CNPaBOYHUKN: CPOKOB WUCMOSHEHWS, PE30MoLMin (MOPYYEHNIA), ANEKTPOHHBIX aapecoB NOCTOAHHbIX
KOppPeCnoHAEHTOB, WabnoHoB 6naHkoB JOKYMEHTOB U WABNOHOB OKYMEHTOB, TUMOB CBSA3EW C APYrMMu
AOKYMeHTaMu (CBA3aHHbIMW AOKYMEHTaMK).

V. KOHTpOMb MCNOMTHEHUA AOKYMEHTOB (NOPY4YeHni)

5.1. KOHTpOsb WUCMOSHEHUs] OOKYMEHTOB (MOPYYEHWUI) BEAETCA B LIeNSX MX CBOEBPEMEHHOIO U
KauyeCTBEHHOTO UCMOMHEHWS.

5.2. KOHTpOmnb NCNOMHEHNA JOKYMEHTOB (MOpYyYeHUn) BeaeTcs:

WCMONHEHNS AOKYMEHTOB (MOPYYEHUA) NO CYLLECTBY - PYKOBOAMTENEM, WMHbIMU LOSMKHOCTHLIMU
nMuamu rocyjapCTBEHHOro opraHa, opraHa MecTHOro CaMoynpaBreHus;

CPOKOB MCMOSMHEHWS OOKYMEHTOB (nopydeHuit) - Cnyxbon genonpousBoacTBa rocyaapCTBEHHOro
opraHa, opraHa MECTHOro camMoynpaBneHuUs WU UHbIM CTPYKTYPHbIM MoapasgerieHnemMm, Ha KoTopoe
BO3roXeHa ata pyHKUuS.

KOHTpOJ'IPO noanexart BCe 3aperncTtpmpoBaHHble JOKYMEHTDI, TpeGyIOUJ,VIe NCNOJTHEeHUA.

5.3. PacnopagutenbHble  OOKYMEHThI, NPOTOKOSbI 3acegaHumn (coBeLLaHun), ecnm
3aUKCUPOBaHHbIE B HWUX pelleHns He OdOopMMSAITCS B BUAE MOCTAHOBNEHUA UMW  peLleHni,
cogepxalime nopyyYeHUs! C KOHKPETHBbIMU CPOKaMW WUCMOSIHEHWs, CTABATCS HA KOHTPOSb MO KaXaomy
NOPYYEHMUIO OTAENBHO.

OpraHuszaums ucnonHeHuss nopydeHun u ykasaHun [lpesngeHta Poccuickon ®epepauuu
UCMOMHAITCH B CcOOTBETCTBUM C Ykasom [lpesugeHta Poccuiickon ®egepauun ot 28 mapta 2011 r. N
352 "O mepax No COBEPLUEHCTBOBaHUIO OpraHn3auun UCMOMHEHUs NOopyYyeHui 1 ykasaHun MNpesngeHTa
Poccuiickon ®epgepaunn” <29>.

<29> Yka3s [llpesmgeHta Poccuiickon Pegepauum ot 28 mapta 2011 r. N 352 "O mepax no
COBEPLUEHCTBOBAHMIO OpraHnsauny UCMOMHEeHUs nopyvyeHun wn ykasaHnun [lpesvpgeHta Poccuinckon
depepaummn” (Cobpanune 3akoHogaTenbcTBa Poccuiickon Peapepaumm, 2011, N 14, cT. 1880).

5.4. KOHTpOMb CPOKOB MCMNOMHEHUSA AOKYMEHTOB (MOpYyYeHuiA) BKINtoYaeT B cebs:

MOCTaHOBKY JOKYMEHTOB (MOPYYEHWUIN) HA KOHTPOIb;

NpPOBEPKY CBOEBPEMEHHOCTU A0BEAEHMSA AOKYMEHTOB (NMOpYyYeHuin) 40 UCMOoNHUTEeNnen;
npenBapuTENbHYIO MPOBEPKY U PErynmpoBaHne X04a UCTMIONMHEHNST JOKYMEHTOB (MopydeHun);
CHSITUE C KOHTPOrns JOKYMEHTOB (NOpy4eHui);

yyeT, 0606LleHne 1 aHanu3 pe3ynbTaToB X04a UCMOSTHEHUS OOKYMEHTOB (MOPYYEeHUNA);

MHd)OpMI/IpOBaHMe pyKOBOﬂ,MTeHeVI O Xo4e ucnonHeHua OOKYMEHTOB (nopyquMﬁ) N COCTOAHUN
NCMNOMNHUTENBCKON ANCLMNINHBI.

5.5. CpoK MCronHeHnsi 4OKYMEHTa yKasblBAaeTC HEMOCPEACTBEHHO B AOKYMEHTE, NMOPYyYEHUN Unv B
pe30osoLMn K JOKYMEHTY.
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5.6. Cpokn MCNOMHEHMSI UCHUCNATCA B KaneHAapHbIX OHAX C AaTbl, cneaylowen 3a JaTown
permcTpaumnmn gokymeHTa <30>.

<30> Cratbsa 191 NpaxgaHckoro koaekca Poccuinckon deanepaumm (CobpaHune 3akoHogaTenbcTea
Poccuiickon ®egepauun, 1994, N 32, ct. 3301; 2019, N 12, cT. 1224).

CpoKM UCMONHEHNs NMPOTOKOMbHBIX MOPYYEHUI, Kak MpaBuno, ycTaHaBNMBalTCA B MpOTOKone u
MCYUCNAIOTCA C AaThl, creaytollei 3a AaToi NpoBeaeHWs 3aceaaHns (CoBelLaHns).

5.7. Ecnvn nocnegHuin geHb cpoka UCMONHEHUS OOKYMEHTa (MopyYeHnst) mpuxoguTcsa Ha Hepabo4umn
O€Hb, TO JOKYMEHT NOANEXUT UCMOMHEHMIO B Bnukanwwimi cnegyoLwmnin 3a HAM pabounin aeHb <31>.

<31> Cratbs 193 NpaxgaHckoro kogekca Poccuinckon ®eagepaunn (CobpaHue 3akoHoaaTenbCTBa
Poccuiickon ®epepauun, 1994, N 32, ct. 3301; 2019, N 12, c1. 1224). B depepanbHbIX opraHax
WCMNOMHMTENBbHOW BnacTu, B COOTBETCTBUM C MyHKTOM 6.1.1 TunoBoro pernameHTa B3anMMOAeNCTBUS
denepanbHbiX OpraHOB WCMOMHUTENBbHOW BracTv, yTBepxaeHHoro noctaHoBneHnem N 30, ecnu
nocrnegHUn OeHb CpOKa WCMOSIHEHUsI MOPYYEeHUs MPUXOOUTCA Ha Hepabouni AeHb, OHO MNOAMNEXMWT
WCMOSHEHMIO B NMPeLIEeCTBYOWMIA eMy pabounii AeHb.

5.8. CpoKM MCMONHEHMA OOKYMEHTOB (NMOpPYYEHWIA) YCTaHaBNUBAKOTCA PyKOBOAMTENEM, UCXO4A U3
CpoKa, YCTaHOBIIEHHOrO OpraHu3auuen, HanpaBMBLUEN [OOKYMEHT, WM CPOKOB, YCTaHOBMEHHbIX
3akoHogaTenbcTBOM Poccuickon ®epepaunn.

5.9. [lokymeHTbI (NOpy4eHmns) nognexaT UCMOMHEHUIO B CNeayoLme CPoKu:

YCTaHOBJIE€HHbIE 3aKoHOoAaTellbHbIMMU UM UHBIMWA HOPMAaTUBHbIMU MNPAaBOBbIMU aKTaMu (TVII'IOBOIZ
CpOK VICﬂOﬂHeHVIFl);

C KOHKPETHOW AaTON UCNOSMHEHWS - B YKa3aHHbIN CPOK;

6e3 yka3aHus KOHKPETHON AaTbl UCMIOMNHEHNS, UMEIOLLME B TEKCTE NMOMETKY:

"BecbMa CpOYHO" - B TeUeHUe 0HOro-AByX AHEN;

"CPOYHO" - B 3-AHEBHbIV CPOK;

"onepaTuBHO" - B 10-4HEBHbIN CPOK;

ocTanbHble - B Cpok He 6onee 30 gHen, ecnu NHOe He yCTaHOoBMEHO deaepanbHbIMU 3aKOHaMW.

5.10. [Oata wcnomHeHus pJdokymeHTa (nopydyenus) dcukempyetca B OPK C3O wnm wHon
perucTpaunoHHO-y4eTHOM dopMe, UCMOMb3yeMoW ANS OTCNEXMBAHUA CPOKOB WUCMONHEHUS OOKYMEeHTa

(nopyyeHus).

5.11. MNprocTaHOBNUTb UCMOJNTHEHME KOHTPOJTBHOIO AOKYMEHTa (MOpyYeHust), a Takke OTMEHUTb ero
MOXeT pyKkoBOAUTEMb, MOANUCABLUMIA AOKYMEHT UMK AaBLUMI NOpydYeHne (pe3onoumio).

5.12. B cny4ae ecnu cpok UCMONHEHNS OKYMeHTa (Mopy4YeHmnst) NpeBblllaeT oauH Mecsl, B Liensx
obecrneyeHnsi CBOEBPEMEHHOMO WCMONHEHNUS1 AOKYMeHTa (Mopy4YeHusl) nNpoBoAUTCS MpeaBapuUTenbHbIN
KOHTPOfb W  HaMOMMWHAHWUS UCMONHUTENSIM O NPUBIMKEHUN CPOKOB WCMOSNIHEHMSI OOKYMEHTOB
(nopyyenun).

5.13. HanomunHaHne ucnonHuTensiMm 0 NpubnmKeHnn CPOKOB UCTIONHEHNST AOKYMEHTOB (MOpyYeHniA)
MOXeT OCYLLECTBNATLCA B aBTOMaTU4eCKOM pexume nocpeactsom CO[ wvnu ¢ MCnonbL3oBaHMEM
SMNEKTPOHHOW NOYTHI.

HanomuHaHusa ncnonHutTensMm, a Takke MHdopmauus o6 MCNOMHEHUU OOKYMEHTOB (NOpyYeHui),
nonyyeHHas ot ucnonHutenen, dukcupyrotcs B OPK COJl nnv nHbIX perncTpaumMoHHO-y4YeTHbIX hopmMax,
NCNONb3yeMbIX AS151 KOHTPOSS UCMOSNTHEHNS AOKYMEHTOB (MOPYYEHUIA).

5.14. Npn HEOOBXOAMMOCTUN N3MEHEHNSA CPOKA UCMOSNTHEHNS AOKYMEHTAa (NMOPYYEHUS) OTBETCTBEHHDI N
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ucnonHuTenb o0s13aH NpeacTaBuMTb Ha WUMS PYKOBOAMTENS, [AaBLIero nopyyeHue, oGocHoBaHWe
(ooknagHyto (cnykebHylo) 3anmMcKky) O MPOASIEHMM CpoKa C YKa3aHWeM MpUYMH NpoAaSieHns u aathbl
NCMONHEHMS.

O6ocHoBaHVe NpoasieHns Cpoka UCMONHEHUA AOKYMEHTa (MopyYeHUs) AOMKHO ObiTb HanpaBneHo
COOTBETCTBYIOLLEMY PYKOBOAUTENIO HE MO3OHEE YEM MO MUCTEYEHUWU ABYX TPETbUX CpOKa WUCMONHEHUS
AOKYMeHTa (Mopy4eHust), a ecrnv CPpoK UCMOSTHEHMS MOPYYeHMsl NMpeBbILIAeT ABa Mecsua, NpearoxeHms o
ero npoasfieHMn nNpPeAcTaBnsAloTCAa B TedeHWe 1-ro mecsua Cpoka, OTBEAEHHOrO Ha WCMOSHeHWe
nopy4yeHus.

CpOKM UCMOSTHEHUSI CPOYHBIX MOPYYEHWI He NMPOANEeBalOTCA U HE KOPPEKTUPYIOTCSI.

O6 un3MeHeHMM CpoKa MWCMOSIHEHUSA [OOKYMeHTa (Mopy4YeHWsi) OTBETCTBEHHbLIN WCMONMHUTENb
nHpopmupyet Cnyxby oenonpon3BoacTBa.

M3ameHeHMss B coOcCTaBe WUCNONHUTENEW [AOKYMeHTa (NopyyvyeHus) LOMXKHbl MPOU3BOOUTBHCHA C
obsi3aTenbHbIM MHOPMMpoBaHueM Cnyx0bl 4enonpon3BoACcTBa.

5.15. ,D,OKyMeHT CUMTaEeTCA UCNOJIHEHHBbIM N NOANIEXUT CHATUIO C KOHTPOJIA nocne (*)aKTVILleCKOFO
NCMNOJTHEHNA BCeX coepXalunxca B HEM nopyquvuZ, OOKYMeHTarlbHOro noareepXxXaeHua ero UCnonHeHusA
1 coobLeHns pe3ynbTaTtoB €ro pacCMOTpeHUA 3anHTepecoBaHHbIM OpraHam, opraHnusaunam n nuuam.

I'IpomemyTquaﬂ I/IH(*)OpMaLI,VIﬂ NO NCNOJIHEHNIO OOKYMEHTa He ABNAeTCA OCHOBAaHWEM AOJ1A CHATUA
€ro C KoOHTpo4.

5.16. [JokyMeHTbI (MOpPYyYeHNs), HaXOASLMNECS HA KOHTPOME, CHAMAOTCSl C KOHTPOMsi Ha OCHOBaHUU
NnoAroTOBIEHHOrO OTBeTa.

PeweHne o6 wucnonmHeHun pokymeHTa (mopyyeHus), He Tpebyiollero HanpasneHus OTBeTa,
NpYHUMaeT pykoBOAUTErMb, MOCTaBMBLUMW OOKYMEHT (MOpyYeHWe) Ha KOHTpOnb, C obss3aTenbHbIM
nHdopmuposaHmem Cnyxbbl genonponssoacTea.

CeegeHna o6 wncnonHeHMM p[JokymeHTa (nopyyeHus) BHocsatca B OPK COO wnm  umHyto
perncTpauroHHO-y4eTHYI0 (POPMY, UCMONb3YEMYIO AS1S KOHTPOSSA UCNOMHEHMS.

5.17. B cniyyae ecnu AOKYMEHT (MopyyYeHne) He UCNONHEH B YCTAHOBIIEHHbIW CPOK, OH NpU3HaeTcH
HEWCMONHEHHbIM W oOcTaeTca Ha KoHTporne. OB6A3aHHOCTb MO €ro WUCMOMHEHWI0 COXpaHsdeTcs 3a
nucnonHuTenem.

5.18. Cnyxba pgenonpous3BoacTBa aHanuavMpyeT COCTOSSHME W pe3ynbTaTbl  WCMOMHEHUs
[IOKYMEHTOB (MOPYYEHWNIA) U COCTOSIHUE WCMOMHUTENLCKOW AUCLMMMUHBLI U HanpaBnsieT PyKOBOAWUTENHO
rocygapCTBEHHOTO OpraHa, opraHa MeCTHOTO CaMOYNpPaBfeHUss U PYKOBOAWUTENSM  CTPYKTYPHbIX
nogpasfeneHnini oT4eTbl O KONNMYECTBE JOKYMEHTOB, UCTONHEHHBLIX B CPOK, UCMOMHEHHbIX C NPoA/IeHNeM
CpOKa WCMOMHEHWS!, HE WCMOMHEHHbIX, HaXOASLMUXCA Ha MCMOSMIHEHUWM MO TrOCYAapCTBEHHOMY OpraHy,
OpraHy MeCTHOro camoynpaBfieHUs B LLENIOM, MO CTPYKTYPHbIM NoapasneneHnsim 1, npu HeobxoammocTy,
Nno OTAENbHbIM UCTIONHUTENSIM.

5.19. 'ocygapcTBeHHbIE OpraHbl, opraHbl MECTHOrO CaMoyrnpaBlieHUs eXXeMeCAYHO NpeacTaBnaiT
B AgmuHuctpaumto [MpesnpgeHTta Poccuinickon degepaumm B 3neKTPOHHOM ¢opme uHdopmaumio o
pes3ynbTaTtax pacCMOTPEHUS 0OpaLleHnid rpaxaaH, opraHnu3aumi, a Takke 0 Mepax, NPUHATLIX MO Takum
obpalleHnsm <32>.

<32> Ykas lNpesungeHta Poccunckon ®egepauun ot 17 anpena 2017 r. N 171 "O MOHUTOpUHre 1
aHanuse pe3ynbTaToB  paccMOTpeHuss obpaweHun rpaxgaH u  opraHu3daumn”  (Cobpanue
3akoHopatenbctBa Poccunckon ®epepaumun, 2017, N 17, ct. 2545). NHdopmauuio o pesynbraTax
paccMOTPeHUss OOpalleHUin rpaxgaH W opraHusauuMi NpeAacTaBnsAlT TakkKe opraHbl  MecTHOro
CaMOynpaBrieHusi, TFOCYAapCTBEHHbIE W MYHMUMMAnbHble  YYpPEXOEHWs, WHble  OpraHu3auuu,

OCYLLECTBIISAOLLME NYBNMYHO 3HAYNMbIe DYHKLMK.

VI. JokymeHTanbHbIN hoHA rocyAapCTBEHHOro opraHa, opraHa
MeCTHOro camoynpaBrieHus

6.1. ,D,OKyMeHTbI, CO34aHHble N Nony4eHHble B npouecce eATelibHOCTU rocyaapCTBeHHOro opraHa,
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opraHa MeCTHOro camoynpasneHus, o6pasyloT AOKyMeHTanbHbIi (oHO FOCYAApPCTBEHHOro opraHa,
opraHa MecTHOro caMoymnpasfieHus.

6.2. N'ocynapcTBeHHble opraHbl Poccuiickonn depgepaumm paspabartbiBatoT U YTBEPXKOAKT NepeyHn
AOKYMEHTOB, obpasyllmxca B npouecce WX AedaTeNnbHOCTW, a Takke B npouecce AeAaTenbHOCTU
noaBeAOMCTBEHHbIX MM OpraHusaumi, C YyKasaHMeM CPOKOB WX XpaHeHMs MO COornacoBaHui C
YNOMHOMOYEHHbIM hedepanbHbIM OpraHoM MWCMNOMHUTENbHOW BNactTu B cdepe apxvMBHOro gerna u
AenonpoussoacTtea <33>.

<33> lNyHKT 1 cTatbn 23 PenepanbHoro 3akoHa ot 22 okTso6psa 2004 r. N 125-03 "O6 apxvBHOM
nene B Poccuiickon ®epepaunn” (CobpaHune 3akoHogatensctBa Poccuickon ®epepaunn, 2004, N 43,
cT. 4169; 2018, N 1, cT. 19).

6.3. NocypapcTtBeHHble opraHbl Poccuiickon ®egepaunm M rocyaapCTBEHHbIE OpraHbl CyObeKTOB
Poccuiickon ®epepauun, vmerowmMe MNOABEAOMCTBEHHbIE OpraHusauunm, BrnpaBe pas3pabaTbiBatb WU
yTBEPXAaTb MO COrNMacoBaHUIO C YNOSIHOMOYEHHbIM dheeparibHbiM OpraHoM MCMOSIHUTENBHON BriacTu B
cdepe apxMBHOro gerna v Lenonpou3BOACTBA UM C COOTBETCTBYHOLLMM YMNONIHOMOYEHHBIM OpPraHoMm
MCNoNHUTENBHOM BRactn cybbekta Poccuiickon Pepepauumn B cepe apxmBHOro aena TUMOBbIE U
NpPMMepHbIe HOMEHKNATYpbl AeN Anst N0ABE4OMCTBEHHbIX OpraHu3auni.

Tunoeas HOMeHKnaTtypa pAen YycCTtaHaBnuMBaeT COCTaB pAesl, 3aBOAUMMbIX B OpraHu3auunax
onpeneneHHoro Tuna, n ABndeTca HopMaTUBHbIM JIOKYMEHTOM.

MpumepHass HoOMeHKNaTypa [fen ycTaHaBnuBaeT TMPUMEPHbIA COCTaB [Jen, 3aBOAUMbIX B
OOHOTUMHBIX OpraHM3auusix, Ha KOTOpble OHa pPacrnpoCTPaHAETCs, U SBNSETCH pekoMeHAaTeNbHbIM
[OKYMEHTOM.

6.4. [Ona obecnevyeHns nopsgka OpPMMPOBaHNSA W ydyeTa fAen B OenonpovsBOACTBe
rocyAapCTBEHHbI oOpraH, oOpraH MeCTHOro caMoynpaBneHus paspabaTtbiBaeT W yTBepxgaeT
HOMeHKnaTypy gen.

HomeHknaTypa gen rocygapCTBEHHOrO opraHa, opraHa MeCTHOrO CamoynpaBlieHMs 3akpennseT
knaccmdpukaumo  (rpynnmMpoBKY) [OOKYMEHTOB B [Jena (9NeKkTpoHHble fena), cuctemaTusauuoo u
WHOEKCaUnIo aer, CPOKN NX XpaHEeHUs, ABNAETCA OCHOBHbIM YY4ETHLIM AOKYMEHTOM.

HomeHknaTypa gen rocygapCTBEHHOro opraHa, opraHa MeCcTHOro CaMOynpaBrieHNsi BKIIOYaeTCH B
C3[ B KayecTBe cCnpaBOYHMKA, OMpedensoLwero Nopsagok cucTemaTusauun 3MeKTPOHHbIX AOKYMEHTOB
(3NEeKTPOHHbLIX KOMUI AOKYMEHTOB), BKNovaeMbix B CIM.

6.5. HomeHknaTypa pOen sBNseTcd OCHOBOW [Mfsi COCTaBfeHUsl Oonucen [en CTPYKTYPHbIX
noapasgeneHun NOCTOSIHHOro, BpeMeHHbIX (cBbiwe 10 neT) CpoOKOB XpaHeHus, B TOM Y1Che Mo NIMYHOMY
COCTaBY, aKTOB O BbIAENEHUN K YHUUTOXEHMIO OOKYMEHTOB, HE MOAMEXALUMX XPaHEHUo, a Takke Ansi
yyeTa gen BpeMeHHbix (4o 10 neTt BKNIOYUTENBHO) CPOKOB XPaHEHNS.

6.6. lpu cocTtaBneHUM HOMEHKNATypbl Oen crneayeT PYKOBOACTBOBATbLCS 3aKOHOOATENbCTBOM
Poccuiickon ®epepaunn, 3akoHogaTenbCTBOM cyObekta Poccuiickon Pepepauun, onpenenstolmm
OEATENbHOCTb TOCYAApCTBEHHOrO OpraHa, opraHa MEeCTHOrO CaMOyrpaBrfieHusi, MOJIOKEHUEM O
rocyapCTBEHHOM OpraHe (opraHe MeCTHOro CaMoyrnpaBfieHnst), pernaMmeHToOM rocyaapCTBEHHOIO opraHa
(opraHa MecTHOro camoyrnpaBneHus), MOMOXEHUSIMU O CTPYKTYPHbIX NOApasAerneHnsx, LWTaTHbIM
pacnvcaHueM, NNaHOBOW W OTYETHOW [OKYMEeHTauuen, HOMEHKNaTypon nen 3a npowedwuve rogbl,
HOPMaTUBHLIMWU aKkTamMu rOCyJapCTBEHHOro opraHa, opraHa MeCTHOro CamoyrnpaBneHusi, coaepxaLlmmm
cBefeHusa 06 obpasyloLmnxcsa B AesTENbHOCTU OKYMEHTAX, TUMOBLIMU U NPUMEPHBIMU HOMEHKMNATypamu
gen (MpM uX HanMuuu), NepeyvYHsMU [OOKYMEHTOB, 0Opasylowmxcss B MpoLecce OesATENbHOCTU
denepanbHblX OpraHoB rocyAapCTBEHHOW BMACTW, WHbIX TOCYAApPCTBEHHbLIX opraHoB Poccuiickon
depepaummn, a Takke B npouecce OeATeNnbHOCTM MOABEOOMCTBEHHbIX UM OpraHu3auuin, ¢ ykasaHuem
CPOKOB X XpaHEHWSI.

6.7. HomeHknaTypa Jen rocygapCTBEHHOrO opraHa, opraHa MecTHOro camoynpasfieHus
COCTaBMsieTCA Ha OCHOBE M3Yy4YeHUs COCTaBa W CoAepXaHwsi OOKyMEHTOB, 0bOpasyllmxcd B ero
OEeATeNbHOCTK, BKNIOYas OOKYMEHTbl, NOCTYNuBLUME W3 APYrUX rocyAapCTBEHHbLIX OpPraHoB, OpraHoB
MECTHOro CaMOynpaBrieHUsl, opraHu3aunin, rpaxaaH.
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6.8. HomeHknaTypa gen rocygapCTBEHHOrO OpraHa, opraHa MecTHOro camoyrnpasneHus (CBoaHas)
coctaensietca Cnyxbol Oenonpou3BOACTBA Ha OCHOBaHUM HOMEHKNATyp Aen  CTPYKTYPHbIX
noapasgeneHun (HanpaBneHMn OesTenbHOCTU) No oopmam, yCTaHOBMNEHHbIM [MpaBunamm opraHmsaumm
XpaHeHus, KOMMIEKTOBAHMA, yyeTa M MCMONb30BaHUS [AOKYMEHTOB ApxumBHOro doHga Poccuinckon
dPenepaumm n Opyrmx apxuBHbIX AOKYMEHTOB B OpraHax rocygapCTBEHHOW BriacTu, opraHax MECTHOro
camoynpaBneHusi, opraHmsaumsax <34> (ganee - lNpaBuna xpaHeHust 2015 r.).

<34> lpunoxeHns N 25, N 26 k [NpaBunam opraHm3auum xpaHeHusi, KOMMMEKTOBaHWs, ydeta U
MCMNONb30BaHMs [OOKYMeHTOB ApxmBHoro doHga Poccuickon Pepepaumm nM gpyrux  apxXumBHbIX
AOKYMEHTOB B OpraHax rocygapCTBEHHOM BacTW, opraHax MEeCTHOrO CamoyrnpaBfeHusi, opraHM3aumsix,
yTBEpPXAEHHbIM npukazoM MuHuctepcTea kynbTypbl Poccuinckon ®enepauum ot 31 mapta 2015 r. N 526
(3apeructpupoBaH B MwuHuctepctBe toctuumm  Poccuiickon ®depepaumnm 7 ceHtsiopa 2015 r,
pernctpaumorHbin N 38830; OdwmumaneHbln  MHTEpPHET-NOpTan  MNpaBOBOW  WHOpMaLum
http://www.pravo.gov.ru, 10 ceHTabpsa 2015 r.).

6.9. HanmeHoBaHUAMKN pa3genoB HOMEHKNAaTypbl Aen rocyaapCTBEHHOIO opraHa, opraHa MecTHOro
CaMOoynpaBrieHNst SBNSAOTCA HaUMEHOBAaHWSA CTPYKTYPHbIX MOApas3feneHun rocydapCTBEHHOrO OpraHa,
opraHa MeCTHOro CamoynpaBneHUs], KonnernanbHbIX, COBELLaTerNbHbIX, METOOUYECKMX N UHBIX OPraHoB
<35>.

<35> B opraHax MeCTHOrO CcaMoynpaBreHusi Aoryckaetcss pas3paboTka HOMEHknaTyp aen
bYHKUMOHANBHOIO TWMa, CUCTEMATM3auusi JOKYMEHTOB B KOTOPbIX OCYLLECTBMSETCS B COOTBETCTBUU C
HanpaBneHsIMN AeATENbHOCTU.

6.10. HomeHknatypa Qgen rocygapCTBEHHOIO oOpraHa, oOpraHa MeCTHOrO CaMOynpaBrieHus
noanuceiBaetca pykosogutenem Cnyxbbl OenonpovsBOACTBa, BM3UPYETCH PYKOBOAMTENEM apxusa
(nMuoMm, OTBETCTBEHHBIM 3a apxvB), yTBEpPXKOaeTCs PyKoBOAUTENEM rocygapCTBEHHOro opraHa, opraHa
MECTHOro CaMOynpaBfieHNss MNocre COrnacoBaHWs npoekTa HOMEHKNaTypbl Aen C  LeHTparbHOM
9KCMEPTHOM KOMUCCUEN (IKCMEPTHOM KOMUCCUEW) TrOCyAapCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpasneHnss U oauMH pa3 B 5 mneT C 9KCnepTHO-NpoBepoyHOn komwuccuen (ganee - OJl1K)
denepanbHOro rocygapctBeHHoro apxusa <36>, 3MK ynonHOMOYEHHOro opraHa MWCMOMHUTENbHOM
Bnactu cybwvekta Poccuiickon ®epepauum B cdepe apxuBHoro gena <37> unu rocyaapCTBEHHbIM
(MyHMLMNanNbHBIM) apXMBOM B COOTBETCTBMM C NPELOCTABNEHHBIMW MY NOTHOMOUYMAMUN <38>.

<36> T[lpumepHoe nonoxeHne 06 3KCNEPTHO-MPOBEPOYHOM  KOMUCCUM  dheaepanbHOro
rocygapCTBEHHOIO apxvBa, YTBepXAeHHoe npukaszom PenepanbHOro apxXuBHOMO areHTcTBa oT 13 uioHSA
2018 r. N 62 (3apeructpupoBaH B MuHuctepctse toctuuum Poccuinckon ®epepauun 15 noHa 2018 r.,
permctpaumoHHbin N 51357; OdwmumanbHbIl ~ MHTEPHET-NopTan  nNpaBoBOM  MHAOpMaUun
http://www.pravo.gov.ru, 7 asrycta 2018 r.).

<37> lpumepHOe nonoxeHve 06 3KCNEPTHO-NPOBEPOYHON KOMUCCUU YMONHOMOYEHHOrO OpraHa
WCMOSTHUTENBHOM BriacTu cydbekta Poccuiickon deagepaumm B cepe apxmBHOro Aena, yTBepXAeHHoe
npukasom ®PepepanbHoOro apxmeBHoro areHtctBa oT 13 umoHa 2018 r. N 63 (3apernctpupoBaH B
MwuHuctepctBe toctuuumn Poccuiickon ®epepauum 6 asrycta 2018 r., peructpauuoHHein N 51794,
OdmumansHbIN MHTEPHET-NOPTan NpaBoBon uHgopmaumn http://www.pravo.gov.ru, 7 asrycta 2018 r.).

<38> lNyHkT 4.18 lNpasun xpaHeHusa 2015 r.

B cnyyae wu3ameHeHus YHKUMN U CTPYKTYpPbl FOCYAapCTBEHHOrO oOpraHa, opraHa MeCTHOro
camoynpaBsrfieHWss HOMeHKNnatypa [Aen nognexwuT nepecocTaBneHuto, cornacoBaHutwo ¢ MK
denepanbHoro rocygapcreeHHoro apxuea, JMNK yrnonmHOMOYEHHOro opraHa WCMOSTHUTENbHOW BracTyv
cybbekta Poccuiickon ®epepauun B cchepe apxXMBHOIO Aerna UM rocygapcTBeHHbIM (MyHMUMNANbHLIM)
apxvBOM B COOTBETCTBUU C NPESOCTABNEHHLIMU €MY MOMHOMOUYMSMMU U YTBEPXKOEHUIO.

6.11. HomeHKnaTypa gen rocyoapCtBeHHOro opraHa, oOpraHa MeCTHOro camoynpaBrieHuA
COCTaBJIIdeTCA B TpeX 3K3eMmnnapax:

1- ak3eMnnsip YTBEPKOAEHHON HOMEHKNATYPbI AeN ABMSETCA JOKYMEHTOM MOCTOSIHHOIO XpaHeHws,
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rnomMellaeTca B OTAenbHOe [neno W BKIYaeTcs B HOMeHKnaTypy nen B pasgen  Cnyxobl
[ernonpou3BoacTBa;

2-n 3K3eMnnAap nepegaetca B apxXxuB  rocygapCTtBeHHOro opraHa, opraHa MeCTHOro
camMmoynpaBlieHnA B Ka4eCTBe y4eTHOro OOKYMEeHTa,

3-n  oK3emnnAp nepedaeTtcsa B roCy4apCTBEHHbIN  (MYHMUMNAnNbHbLIN)  apXuB, WUCTOYHWUKOM
KOMMSIEKTOBaHNSA KOTOPOro ABNSETCH rocyAapCTBEHHbIN OpraH, opraH MECTHOrO camoynpaBneHus.

B kauectBe pa60qero dK3emMmnidpa B Cny>|<6e gernonpounssoactea  UCNOJNb3yeTCA KonuA
yTBep)KjJ,eHHOIZ HOMEHKNaTypbl Aen rocyqapCTtBeHHOro opraHa, opraHa MeCTtHOro camoynpaBieHua.

B CTPYKTYpHble noApasfeneHuna rocyaapCtBeHHOro opraHa, opraHa MecCcTHOro camoynpasliieHUA
HOMEHKInaTypa e paccbliaetca CJ'IY)K6OI7I genonpon3soacTtBa B 3J1IEKTPOHHOM Buae unn B Buae Konumn
COOTBETCTBYOLWMX pa3gerioB Ha 6yMa)KHOM HOocuUTene.

6.12. B koHUe KaxZdoro roga HoMeHKnaTtypa AeNn rocygapCTBEHHOTO OpraHa, opraHa MeCTHOro
camMoynpaBrieHVss YTOYHAETCS W YTBEPXAAeTcs PyKoBOAWTENeM rocydapCTBEHHOrO opraHa, opraHa
MECTHOrO caMoyrnpaBneHus.

6.13. YTBepxaeHHas HOMeHKnatypa Aen BBOAMTCA B JdenctBne ¢ 1-ro sHBapsa cnegylowero
KaneHgapHoro roga.

B cnyyae wu3aMeHeHust YHKUMM W CTPYKTYpbl FOCYQApCTBEHHOro OpraHa, opraHa MeCTHOro
CamMOoynpaBrieHNss HOMeHKnaTypa Aen COCTaBNAETCs, COrnacoBbiBAaeTCs B MOpsgke, YCTaHOBMEHHOM B
COOTBETCTBMM C NyHKTamu 6.8 - 6.10 MNpasunn genonponssBoacTsa, U yTBepX4aeTcs 3aHOBO.

6.14. B HomeHKknaTypy Aen BK0YalTCs 3arofoBK1 Aen, oTpaxarolwmne gesTenbHOCTb CTPYKTYPHbIX
noapasaeneHuii rocyaapCTBEHHOrO opraHa, opraHa MeCcTHOro CamOynpaBfieHNsi MOCTOSAHHO U BPEMEHHO
AENCTBYIOLLMX COBELLaTeNbHbIX N KOOPAMHALMOHHBIX OpraHoB (KOMnernin, CoBeToB, KOMUCCUMIA 1 Ap.), B
TOM YucChe OOKYMEHTbI, coAepallne CBedeHUs OrpaHMyYeHHOro A40oCTyna, PerucTpaumoHHbIe U yYeTHble
XypHarnbl, kKapToTekun, 6a3bl 4aHHbIX, B HEOOXOAMMbBIX CryYasix - KONUn JOKYMEHTOB.

3aronosku ONEKTPOHHbIX el BKM4YarTCA B HOMEHKNnaTypy el no TemMm Xe npasunam, 4To U
3aroJioBku aen Ha 6yMa)KHOM HocuTene.

He BkntoyatoTcs B HOMEHKINaTypy gen nepunognyeckne nagaHusa, KHuru, 6pOL1JPOpr.

6.15. BHOBb CO3JaHHOE WM pPeopraHW3oBaHHOE CTPYKTYpHOe mnoApasfeneHne [AOSKHO B
MECSIUHbIA CpOK pa3paboTaTb HOMEHKMaTypy Aen U npeactaBute ee B Cnyx6y [AenonpousBoAcTBa.
HomeHknaTypa [en BHOBb CO30a@HHOrO  CTPYKTYPHOrO MOAPA3feneHust  COrnacoBbIBaeTcs U
YTBEPXKOAETCS B COOTBETCTBMM C NyHKTOM 6.10 lMpaBun Oenonpov3BoAcTBa, U Mocne YTBEPXKAEHWS
npucoeauHseTcss K AeiCTBYOLEd HOMEHKNAType [en rocyAapCTBEHHOrO OpraHa, opraHa MeCcTHOro
camoynpaBneHusl.

6.16. YTOUYHEHMA B 3arofnoBKu AeNn N HOBble 3arofioBKU Aen, He NpeayCMOTPEHHbIE YTBEPXKAEHHON
HOMEHKNaTypon nAen, BHOCATCH B COOTBETCTBYKOLUME pasgenbl HOMEHKNaTypbl Aern CTPYKTYPHbIX
nogpasgeneHun. Hosble 3aronoBku [en BKMHOYaOTCA B NPEedyCMOTPEHHble AN 3TOro pesepBHble
Homepa.

Mo 3aBeplleHWM roda pAaHHble 06 W3MEHEHWAX W [OOMOSTHEHUAX, BHECEHHbIX B pasgenbl
HOMEHKNaTypbl AeNn CTPYKTYPHbIX MoapasgenieHuin, BMecTe C WUTOrOBbIMU 3anucsMM O KaTeropusix u
KOnuyecTBe Aen, 3aBefeHHbIX B CTPYKTYPHOM MoApasaenieHun B TedeHve roga, nepedatTcs B Cnyxoy
[Aenonpon3BoacTBa rocy4apCTBEHHOIO opraHa, opraHa MecTHOro camoyrnpasIieHus.

6.17. Cnyx0oi genonponsBoacTBa rocyAapCTBEHHOIO opraHa, opraHa MeCTHOro caMoyrnpaBlieHUs
Ha OCHOBE MONTYYEHHbIX M3 CTPYKTYPHbIX MNogpasgeneHuid OaHHbIX 00 M3MEHEHUSIX U OOMOSIHEHMSX,
BHECEHHbIX B pasfenbl HOMEHKNaTypbl Aefn, roTOBUTCHA LOMOMHEHWE K HOMEHKNnaType Aen, B KOTOPOM
nocnegoBaTernibHO B COOTBETCTBMM C pa3gefiamy HOMEHKNaTypbl AeN yKasblBalTCA 3arofioBKW Aerl, He
NpeayCMOTPEHHbIE YTBEPXKOEHHBIM 3K3EMMNISAPOM HOMEHKNaTypbl Aen.

[lononHeHne K YTBEPXKAEHHOW HOMEHKnaType Aen noanucbiBaeTcs pykoBoguTenem CryxGbl
[enonpounsBoAcTBa M BMECTE C MTOrOBOWM 3anuCbio O KaTeropusx M KonuyecTee Aer, 3aBedeHHbIX B
rocygapcTBEHHOM oOpraHe, opraHe MeCTHOro CaMoOynpaBfeHuss B TeyeHue roga, npuobliaeTcs K
YTBEPXOEHHOMY 3K3eMNMIAPY HOMEHKNAaTYpb! Aer.



PaGounit 3K3eMnnaAp HOMEeHKNaTypbl [en rocydapCTBEHHOIO opraHa, opraHa MEeCTHOro
camoyrpaBrneHus xpaHutcs B CnyxGe OenonpoussoAcTBa 40 TeX Mop, Noka Ha fgena, cpopMUpoBaHHbIe
B COOTBETCTBUM C HOMEHKNaTypoi Aen, He GyayT cocTaBrneHbl OnucK den Ans nepenayv B apxviB
rocygapcCTBEHHOIO opraHa, opraHa MeCTHOro camoynpaBrieHust.

6.18. 3aronoBku fern, BKMOYEHHblE B HOMEHKNATypy Aen CTPYKTYPHOro nogpasgeneHus,
nHaekcupytotea. Hgeke gena ykasbiBaetcs B rpacde 1 HOMeHKnaTypbl Aen 1 hopmupyeTcs B Nopsiake,
YCTaQHOBMEHHOM WHCTPYKLUMEN NO [enonpou3BOACTBY rOCYAApPCTBEHHOrO OpraHa, OpraHa MeCTHOro
camoynpasneHust.

6.19. 3aronoBok gena (rpacda 2 HoOMeHKNnaTypbl Aen) OomMkeH B 0006LEHHOW hopme OTpaxaTb
OCHOBHOE COfiepXaHne 1 cocTaB JOKYMEHTOB Aena.

3aronoBok Aena JoSmKeH oTpaxaTb NpusHak (Npu3Hakun), No KOTOPoMy(biM) OHO CHOPMUPOBAHO:

a) HOMUWHamnbHbIN - Ha3BaHWe BuAa Adena (nepenucka, XypHan, Aeno) unu Buaa LOKYMEHTOB,
BKIIOYEHHBIX B AeN0 (MPOTOKOsbI, NPUKa3sbl);

0) aBTOPCKUI - HAUMEHOBAHWE NOCTOSAHHO AENCTBYIOLLENO UMM BPEMEHHOIO OpraHa, AOIPKHOCTHOrO
WITM MHOTO LA, Co3aaBLUNX AOKYMEHT(bI);

B) KOppeCI'IOHLI,eHTCKVIVI - HamMmeHoBaHWe opraHusauun, numua, KOTOpoMYy apgpecoBaHbl UIKN OT
KOTOPOro nosty4eHbl AJOKYMEHTbI;

r) NpeaMeTHO-BOMPOCHbIV - KpaTKoe coaepXaHne AOKYMEHTOB Aena;
A) XpoHonornyeckuii - gata (nepunoa), K KoTopon(omy) OTHOCATCS AOKYMEHTbI Aena;

e) reorpaduyeckMii - HasBaHWE MECTHOCTU (TeppuTopuM), C KOTOPOW CBSA3aHO coAepaHue
[IOKYMEHTOB Aena;

) yKasaHue Ha KONMUAHOCTb AOKYMEHTOB Aena.

6.20. pacba 3 HomeHknaTypbl gen "KonunyectBo gen (TOMOB)" 3anofHSAETCS MO OKOHYaHWU
KaneHgapHOro roga, B rpade ykasbiBaeTcs KOnn4ecTBo hakTnyeckm chopMmnpoBaHHbIX aen (ToMoB).

6.21. Cpokum xpaHeHus [OKyMeHTOB (rpacpa 4 HOMeHKnaTypbl [Aen) yCcTaHaBnMBalTCA B
COOTBETCTBMU C pedepanbHbIMU 3aKOHAMW, WHLIMW HOPMAaTWBHBIMW MPaBOBbIMW akTamu, TUMNOBbIMM
nepeyYHs MU apXmMBHbIX JOKYMEHTOB, NEPeYHAMM AOKYMEHTOB, 0OpasyoLMXcs B NpoLuecce AeAaTerNbHOCTM
denepanbHbIX OpraHoB rocyAapCTBEHHOW BRacTW, WHbIX FOCYAapCTBEHHbIX opraHoB Poccuickon
®epepaumn, a Takke B npouecce AeATenbHOCTM NOABEAOMCTBEHHbIX MM OpraHusauun, C ykasaHuem
CPOKOB UX XpaHEHWUS.

6.22. o 3aBepLUEeHUN KaneH4apHoro roga B KaXaoM CTPYKTYPHOM noapasgeneHum ogopmnaeTcs
UTOroBas 3anvcb K HOMEHKNaType Aer, B KOTOPY BHOCATCS CBEAEHUS O KONMYeCTBE 3aBefeHHbIX Aer C
y4eTOM Komnm4yecTBa TOMOB (rpadpa 3 HoOMeHKnaTypbl Aen), OTAeNbHO MOCTOSAHHOIO U BPEMEHHBLIX CPOKOB
XpaHEeHUs1, BPEMEHHLIX CPOKOB XpaHeHuss ¢ otmeTkon "OlK" n nepexoaswmx. WtoroBass 3anucb
OOMNOJHSIETCA AaHHBIMU O KONMYECTBE 3NEKTPOHHbLIX A€M COOTBETCTBYIOLLMX CPOKOB XpPaHEHUS.

B uToroBylo 3anvcb CBOAHOW HOMEHKNaTypbl Oefl CBeAeHMs BHOCATCA Ha OCHOBaHWM AaHHbIX,
nepefaHHbIX W3 CTPYKTYPHbIX MoApasfenieHnin rocyaapCTBEHHOro opraHa, opraHa MEeCTHOro
camoyrpasneHus.

CeefleHusi, cofepxalumMecss B WTOTOBOW 3anucu HOMEHKNaTypbl Aern, nepeaarTcs B apxus
rocyapCTBEHHOrO OpraHa, oOpraHa MeCTHOro CaMOynpaBneHusi, O YeM B HOMeHKnaType Jen
NpoCTaBnseTcs OTMETKA C yKasaHWeM OOMKHOCTY U NMoanucKu nuua, nepeasLUero CBeeHus.

6.23. MNpu chopmrpoBaHnn gen AOIMKHbI cObnogaThcs criegylolme npasuna:

B [[eNi0 BKMH4YarTCA WUCNONMHEHHble OOKYMEHTbl, COOTBETCTBYyKOLIME N0 CBOEMY COAEpPXaHUKo
3arosfioBKy gena no HOMeHkKnartype gen,

NPUNOXEHNST BKMOYAKOTCA B [€I10 BMECTE C OCHOBHbIM [JOKYMEHTOM (MPUIIOXeHUs 00beMoM
cBbiwe 150 nMcToB MOryT BbIAENATLCSA B OTAESbHbIA TOM Aena);



B Aer0 BKIOYaloTCA AOKYMEHTbI OHOro KareHaapHoro roaa, 3a UCKMYeHMeM nepexoasiumx aen,
CyAe6HbIX Aen, NUYHBIX Aen.

OOKYMEHTbl MOCTOAHHOIO 1 BPEMEHHbIX CPOKOB XpaHEHUA rpynnmpyroTcA B Aena pa3gesibHo;
B A€o BKIo4YaeTCA No OAHOMY 3K3eMMNApYy KaXXaoro JOKyMeHTa;
CbaKCOFpaMMbI, TenerpaMmmbl, TeJ'Ie(bOHOI'paMMbI nomMeLlaroTcd B Aena Cc I'Iepel'lVICKOVI;

B [€N0 NOMEeLLaTCs AOKYMEHTbl NPaBUIIbHO U MOMHOCTbIO OMOPMIIEHHbIE (OOKYMEHTbI AOIMKHbI
UMeTb gaTty, noanuch u Apyrne HEOOXOAMMbIE PEKBU3UTEI);

B [Eerno He BKMYalTCa OOKYMEHTbI, noAnexaliue Bo3BpaTy, NULLIHME 3K3eMMNNapbl U YEPHOBUKM
(3a vckntoveHnem ocobo LEeHHbIX); MO 06BbEMY Aero, BKYalLwee JOKYMEHThl Ha BymaxHOM HocuTerne,
He JOIMKHO npeBbiwaTtb 250 NMcToB nNpw TonwmHe He 6ornee 4 cMm (TONLWMHA Aen CO CPOKaMm XpaHeHUst
no 10 net He gomkHa npesbiwate 10 cm). Mpu npesBbieHN AaHHOrO o6bema 3aBOAUTCH BTOPOW U
nocriegywowme Toma. [lpy Hanmuum B Jene HEeCKONMbKMX TOMOB, MHOEKC M 3arofloBOK Aena
NPOCTaBMASOTCA Ha KaxgoM Tome ¢ gobaBneHmeM ob6o3HayeHnst HoMepa ToMa W, Npy HeobXoaUMOCTH,
3arosloBka Toma;

OOKYMEHTbl BHYTPW [ena pacronaraiTcs B XPOHOMOrM4Yeckow (CBEpXy BHM3), BOMPOCHO-
Norn4eckow nocrneaoBaTenbHOCTU UMK X COYETaHUN.

6.24. lpaBoBble aKTbl, pacrnopaauTenbHble [OOKYMEHTbl TpynnupyloTcsa B Aena no Buaam U
XPOHOMOMMN C OTHOCALLMMUCA K HUM MPUMOXEHMSAMU. [JOKYMEHTbI - OCHOBAHUA K pacrnopaauTenbHbIM
[IOKyMeHTaM BKIMoYaloTCcs B OTAENbHOE AEno.

npOTOKOJ'IbI B Aene pacnonararnTca B XpOHONIOrm4eCkoM nopsagke u no Homepam.

,D,OKyMeHTbI K 3acegaHundam (COBelJ.I,aHVIFIM) rpynnmpyroTca B oTaesibHOe [eio, €Clin KOJM4ecTBOo
JINCTOB B Aefie C NpoToKolaMu 1 NpUnoXxXeHnaMmm K HUM He npesbillaeT 250 nucros.

D,OKyMeHTbI K MpOTOKOaM, ecnn OHU CcrpynnmpoBaHbl B OTAElbHbIE AeNla, CUCTeEMaTU3INPYKTCA
BHYTPW Aena No XPpOHONormm n nopaaky HOMepoB NPOTOKOJIOB.

HOpMaTMBHbIe aKThl, yTBEepXOEeHHbIe pacnopAaanTenibHbIMU LOOKYMEeHTaMu, ABNAKOTCA
NPUNOXEeHUAMU K HUM U BKIKOYAKOTCA B OeJ10 BMeCTe C YKa3aHHbIMW JOKYMEHTaMW.

lMocTaHoBNEHUs, peLleHnsi, NpUKasbl, PAcMOPSHKEHNsT N0 OCHOBHOW OEATENbHOCTU FpynnMpyoTCs
OTOENbHO OT TMPUKA30B, PacCMOPSXKEHWW MO JIMYHOMY COCTaBy WM MNPUKA30B, PacrnopshKeHWh no
aAMUHUCTPATUBHO-XO3ANCTBEHHON OeATENbHOCTN <39>,

<39> B cootBeTrctBUM C [lepeyHeM TUMOBBIX YNPABMEHYECKMX apPXUBHbLIX [OOKYMEHTOB,
obpasylomxca B npouecce AeATENbHOCTU  FOCYAapCTBEHHbIX OPraHoB, OPraHoB  MECTHOro
camoynpaBneHus U opraHuM3auun, C YKasaHMeM CpPOKOB XpaHeHUud, YTBepXOEeHHbIM MNpukasom
MuHucTepctBa kynbTypbl Poccuiickon ®epepaumm ot 25 asrycta 2010 r. N 558 "O6 yTtBepxaeHun
[MepeyHs TMNOBbLIX YNpaBnEeHYECKMX apXMBHbIX JOKYMEHTOB, 00pasylowmxcs B npouecce OesTeNbHOCTU
rocygapCTBEHHbIX OpraHoB, OpraHOB MECTHOrO CamMOyMpaBfeHus M OpraHu3auun, ¢ yKkasaHMem CpOKOB
XpaHeHus" (3apervctpupoBaH MuHucTepcTBom toctuummn Poccuiickon ®enepauun 8 ceHntabps 2010 r.,
pervctpaumoHHein N 18380), ¢ wn3MeHeHuAMMN, BHECEHHbIMWM MpuKa3om MuHMCTEpCTBa KynbTypbl
Poccuiickon ®epepauun ot 16 depans 2016 r. N 403 "O BHeceHUN nameHeHui B NepedeHb TUMOBbLIX
yNpaBreHYEeCKNX apXUBHbIX AOKYMEHTOB, 0O6pasyloLmnxcsa B NpoLecce AesTeNbHOCTU rocygapCTBEHHbIX
OpraHoB, OpraHOB MECTHOrO CaMOynpaBfeHus U opraHusauui, C YyKazaHUEM CPOKOB XpaHeHus,
yTBEPXAEHHbIV nNpukazoM MuHucTepcTBa KynbTypbl Poccunckon ®enepaumm ot 25 asrycta 2010 r. N
558" (zapeructpmposaH MwuHucTepctBoMm toctuumm Poccunckon depepaumn 15 mapta 2016 r.,
pernctpaunoHHbin N 41414), K aAMUHUCTPATUBHO-XO3AUCTBEHHOW OeATENbHOCTM OTHOCATCSA BOMNPOCHI MO
cobnofeHnio NpaBu BHYTPEHHEro pacnopsifika, 3Kcnnyataumm cnyxebHbiX 3gaHui, TPpaHCMOpTHOMY
obcnyxmBaHuO, BHYTPEHHEN CBS3W, obecneyveHmno 6€30nacHOCT OpraHn3auuin.

Mpuvikasbl, pacnopsiKeHusl Mo JINYHOMY CocTaBy DOPMUPYIOTCS B Aera B COOTBETCTBUM CO CPOKaMK
XpaHeHws.

[oKkyMeHTbl B nWYHbIX genax pacnonaratTcs B XPOHOMOrMYecKoM Mopsiake Mo Mmepe uX
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NOCTYyNNeHn4.

MnaHbl, OTYETbl, CMEeTbl FPYNMNUPYITCA OTAENbHO OT pacyeToB K HuMM. [lnaHbl U OTYETHI
rpynnupytoTcst B gena Toro roga, K KOTOPOMY OHW OTHOCSATCS MO CBOEMY COAEP)KaHWuio, HE3aBUCKMMO OT
BPEMEHWN WX cocTaBrneHusi. [naHbl, paccyMTaHHble Ha HEeCKONbKo NeT, (QopMupyloTca B Adena no
HayanbHOMY rody WX AEWCTBMS; OTYETbl O BLIMNOMHEHWM TakMX MfaHoB (OPMMpPYKOTCA B Aena no
nocnegHemy rogy AencTBus nnaHa.

[okymeHTbl MHGOPMALMOHHOIO XapakTepa MO WCNOMHEHWKO npaBoBoro akrta Poccuiickon
depnepaummn nnu cybvekta Poccuiickon denepaummn (CnpaBku, OTYETbI), HAXOASALWEMYCSH Ha KOHTporne,
MoALIMBAOTCS B 3aBEEHHOE Ha 3TOT akT Aeno. B cnyyae ecnv Ha NpaBoBOW akT AeNo He 3aBOAMIOCH,
TO AOKYMEHTbI MOALUMBAKOTCS B AENIO C NEPENUCKON NOCTOSAHHOMO XPaHEHWs 3a TEKYLLWIA FOA.

MopyueHusa lNpesngeHta Poccuiickon ®enepaumm M OOKYMEHTbI MO MX UCMOMHEHWIO COCTaBNSAOT
€[MHbIN KOMMMEKC AOKYMEHTOB U (hOpPMMPYIOTCA B eNna B XPOHONOrMYECKOM Nnopsiake no JaTtamMm OTBETOB.

Mepenucka rpynnupyeTcst B Aena no Tematuke Wunm KoppecnoHOeHTam U cucTeMaTusmpyeTcs B
XPOHOMOIMYECKON MoCcrnefoBaTenbHOCTU: [AOKYMEHT-OTBET MNOMellaeTcsi 3a [AO0KYMEHTOM-MpocbOoii
(obpalueHnem, 3anpocom). [pm BO30GHOBRIEHNN NEPENNCKN MO ONPeaeneHHOMY BONPOCY, HaYaBLUENCS B
npegbioywiem rogy, OOKYMEHTbl BKIOYaKOTCA B OeNo TeKywero roga C ykasaHuem uHaekca pena
npeabiayLiero roga.

6.25. OneKkTpoHHble [OOKYMEHTbl (QOPMUPYIOTCS B OMEKTPOHHble Aena B COOTBETCTBMM C
HOMeHKnaTypown gen.

B HoMeHkNaType aen ykasblBaeTcsl, YTO A0 BEAETCs B ANIEKTPOHHON dhopme.

OnNEeKTPOHHbIE OOKYMEHTbl MOCMEe WX MCMOMHEHMS UM OTNpaBkM nognexart xpaHeHuio B C3[
denepanbHOro opraHa WCMOSIHUTENbHOW BRactM B TeYEHWe CpPOKOB, NPedyCMOTPEHHbIX Ans
aHanorn4yHbIX JOKYMEHTOB Ha ByMaxHOM HocuTene.

6.26. OnNeKTPOHHbIE OOKYMEHTbl HE3aBUCMMO OT UX OOGbema BKMYAKTCA B OOHO 3NEKTPOHHOE
Aeno 6es3 pasgeneHvs Ha Toma.

B cnyyae ecnun JoKymeHTbl Aena npeacTtaBneHbl Ha GyMaXHOM HocuTene n B oopmMe SMNEKTPOHHbIX
pokymeHToB ("rmbpuaHoe pgeno”), OOKYMeHTbl Ha OymaXkHOM HocuTene mnognexat oundpoBke U
BKITOUYEHUIO B 3NEKTPOHHOE Aerno. B geno, kotopoe BegeTcs Ha OymMaXHOM HocuTene, B COOTBETCTBUM C
nyHkTammn 6.23, 6.24 [lpaBun [enonpou3BOACTBA BKIOYAKOTCS TOMBKO [OKYMEHTbI, CO3[aHHbIe
(moctynuBlime) Ha BymaxHOM HocuTene. B HOMeHknaType Aen anekTpoHHOe Aeno 1 aeno Ha ByMaxHom
HOCUTENe OTpaxarTCs Kak ABa TOMa, MMeoLMe OOUH 3arofioBOK, MHAEKC U CPOK XPaHEHUs.

6.27. dopMupoBaHME U XpaHeHWe Aen A0 Nepefayn ux B apXvs rocyapCTBEHHOMO opraHa, opraHa
MECTHOTO  CaMOYMNpaBIiEHNs OCYLUECTBMSIETCA  CTPYKTYPHbIM  nogpasgeneHnem  w/unu  CnyxGor
[LENONPON3BOACTBA, 3NEKTPOHHbIX Aen - B C3[] rocynapCTBEHHOrO oOpraHa, opraHa MECTHOro
camoynpaBneHusl.

6.28. [lena Ha BymaxxHOM HocuTene B CTPYKTYPHbIX NoApasferneHusix pasMelLaloTcs B Likadax,
cendax, B Cnyxbe enonpon3BoOACTBa - B WWKadax, Ha cTennaxax.

Jena pomkHbl pacnonarateCs BEpPTMKanbHO, KOpellkamyu HapyXy W B COOTBETCTBUM C
HOMeHKNaTypoi Aen Ans oGecrnevyeHns BU3yanbHOTO KOHTPONSA WX Hanmuyms u GeicTporo nowucka. Ha
KopeLLKax 0GroXeK Aen yKasblBalTCA MHAEKCH! AEN MO HOMEHKNAType Aen.

6.29. [ena, HaxodswWwwMecs Ha onepaTUBHOM xpaHeHun B CnyxGe OenonpousBoAcTBa, BblgaloTcs
BO BpeMEHHOe MNosb30BaHWe COTPYAHUKaAM CTPYKTYPHbIX MmoapasgerneHuii B Nopsiake, YCTaHOBNEHHOM
WHCTPYKLMEN Mo Aenonpou3BoaCcTBY.

MHbIM rocydapcTBeHHbIM opraHamM, opraHaM MECTHOIo camoyrnpaBIieHUst U opraHusauusM gena
(mOKYMEHTbI) BblOAOTCA HAa OCHOBAHUM WX MUCbMEHHBIX 3aMpPOCOB C paspelleHusi PyKoBOAMTEns
rocyoapCTBEHHOIO OpraHa, opraHa MeCTHOro CamMOyMpPaBIeHUst UMM UHOTO YMONTHOMOYEHHOMO MM finua ¢
COCTaBIIEHMEM aKTa O BblAaye el BO BpEMEHHOe MoJib30BaHue.

6.30. N3baTMe (BblemMKa) OOKYMEHTOB, 00pa3oBaBLUMXCA B AEATENbHOCTM TOCYAAPCTBEHHOrO
opraHa, opraHa MeCTHOro camoynpaBfeHusi, Npou3BOAMTCA B COOTBETCTBUM C 3aKOHOOATENbCTBOM
Poccuiickon  degepaumm  Ha  OCHOBaHUM  MUCBMEHHOrO  pacrnopsbkeHust  (MOCTaHOBNEHWs)



COOTBETCTBYIOLLErO OpraHa BriacTu M paspelleHuss PYKOBOAWUTENS roCyAapCTBEHHOrO opraHa, opraHa
MECTHOrO CamOYMpaBlieHUs1 UM WHOMO YMOSTHOMOYEHHOTO MM fvua C M3BELLEHWEM PYKOBOAMTENS
noapasaeneHuns, 4OKYMEHTbI KOTOPOro U3bIMaloTCs.

6.31. ®akT n3bLATUSA (BbIEMKN) LOKYMEHTOB (DMKCUPYETCS B NMPOTOKOME (akTe) M3bsATus (BbIEMKM)
[OKYMEHTOB, KOTOPbIi COCTaBMsieTCA He MeHee 4YeM B [ABYX 9K3eMnnapax W noanucbiBaeTcs
YNOSIHOMOYEHHbBIMU NPEACTaBUTENSAMY OpraHM3aLmn U COOTBETCTBYIOLLErO roCy4apCTBEHHOro opraHa. K
NpoToKONy (akTy) npunaraeTcsa ONnch (peecTp) U3bATbIX AOKYMEHTOB (Aen).

6.32. Mpn N3bLATUN NOANUHHNKOB OOKYMEHTOB B AEN0 NOMELLAeTCH 3aBepeHHas Konus AOKyMeHTa,
Ha 00OpOTe KOTOPOWM yKa3biBaeTCs OCHOBaHWE U3bSATMS MOANMHHMKA, CPOK BO3BpaTa, Aata M noanuch
paboTHMKa, OTBETCTBEHHOIO 3a hOPMUPOBaHUE WU/UNK XpaHeHue gena. MNoanMHHUK OOKYMEHTa, U3bATbIN
u3 gena (meno) nocre paccMOTPEHUS U peLleHns Bomnpoca, BO3BpallaeTcs B Aerno, Npu 3TOM KOonus,
rnomelleHHasi B 4ero BMECTO NoASIMHHUKE, U3biMaeTcs.

6.33. B uenax ycTtaHoBneHust pakTUYeCKOro Hanmums JOKYMEHTOB M Aen Aenonpou3BoanTensmu
nogpasgeneHnin n Cnyxbon Oenonpou3BOACTBa OOMKHbI MPOBOAUTLCS MPOBEPKM YCINOBUIA XpaHEHWUS
OOKYMEHTOB, HaNn4nsi U COCTOSIHUSA JOKYMEHTOB U AeN:

nepen nepedayeit [OOKYMEHTOB B apxXuMB T[OCydapCTBEHHOIO oOpraHa, opraHa MeCTHOro
camoyrnpasneHus;

npv nepemMeLLeHnn gen;

npy CMeHe  pyKoBOOAWUTENS  CTPYKTYpHOro  nogpasgenedHusi,  pykosoautens  CnyxGbl
LEenonpoun3BoACTBa;

npy peopraHnU3aLuM 1 NUKBMOALUM FrOCYAapCTBEHHOrO opraHa, opraHa MeCcTHOIro CamMoyrnpaBreHus
WKW CTPYKTYPHOTO NoapasaeneHus.

Mo uToram NpPoBepKM COCTaBISAETCS akT NMPOBEPKU, B KOTOPOM (DUKCUPYIOTCA BCE OGHapYXEHHble
HeZoCcTaTkKM B COCTOSHUM fen. AKTbl MPOBEPKW MNpPeACTaBMsioTCS 3aMecTUTenio  pykoBoauTens
rocyfapCTBEHHOrO OpraHa, opraHa MeCTHOTO CaMOyMnpaBneHus, KypupyloweMy npoBepsiemMoe
CTPYKTYpHOE noapasfeneHve.

6.34. MNpn obHapyxeHWM OTCYTCTBUS AeN, YUCMSLLMXCA MO HOMEHKNaType Aen, PyKOBOACTBOM
nogpasfeneHnini NPUHUMatOTCS Mepbl MO UX Po3bicKy. B cnyyae ecnu po3sbick Aen He JaeT pesynbTarta,
COCTaBrnsieTCsl CnpaBka O MpUYMHAX WX OTCYTCTBMS, KOTopasi MOANWUCLIBAeTCsl pPyKoBOAWUTENEM
noapasgeneHusi u npeacrtaensetcsa B Cnyxby AenonponssoacTaa.

6.35. QakT yTpatbl gena (gen) dukcupyeTca B akTe, COCTaBNAEMOM W MNOAMNUCHIBAEMOM
pykoBogutenem Cnyx0bbl [Oenonpov3BOACTBA W PYKOBOAMTENEM CTPYKTYPHOrO noapasgeneHus
(ynonHOMoOYeHHbIM MM nMUOM) B OBYX 3k3emnndpax (npy yTtpaTte pgena BpeMeHHbix (oo 10 net
BKIMIOYUTENBHO) CPOKOB XpaHEHUSA) UNu B Tpex aksemnnspax (npu ytpate gen BpemeHHbix (cBbiwe 10
NET) CPOKOB XPaHEHUS UMM NMOCTOSIHHOIO XpaHeHwus). Mo ogHoMy ak3eMnnapy akta xpaHutcs B Cnyxbe
[ENONPOM3BOACTBA U CTPYKTYPHOM MoApasfeneHun; npu ytpaTe gen BpemeHHbix (cBbiwe 10 ner)
CPOKOB XpPaHEHMS1 UIM  MOCTOSIHHOrO XpaHEeHWst 3K3eMNnsp akta MnpeacTaBnsieTcss B apxuB
rocygapCTBEHHOro opraHa, opraHa MeCTHOro CaMOynpaBrieHuWs npv nepegade Aden CTPYKTYPHOrO
noapasgeneHns Ha apXuBHOE XpaHeHune.

O,D,HOBpeMeHHO C 3TUM NPUHMUMAKOTCA Mepbl NO 3aMeLleHUo yTpadYeHHOro JoKyMmeHTa ero Konuen.

VII. NoarotoBka AOKYMEHTOB K nepepaye Ha XxpaHeHue
B apXuB rocyjapCTBEHHOro opraHa; BblaereHne K YHUUTOXEHUIo
AOKYMEHTOB C UCTEKLLMMU CPOKaMM XpaHeHUs

7.1. BExerogHo Cnyx0oli [Oenonpou3BoACTBa rOCYOApCTBEHHOrO OpraHa, opraHa MEeCTHOro
camoynpasreHuns, Aenonpou3BoauTensaMmn noppasferieHun COBMECTHO C  SKCMEPTHOW KoMUCCUen
rocygapCTBEHHOIo opraHa, opraHa MecTHOro camoynpaerieHus (ganee - 3K) nmpoBoauTcs akcnepTusa
LIeHHOCTWN JOKYMEHTOB.

7.2. lpn npoBegeHnn 3KCNepTM3bl LLEHHOCTU JOKYMEHTOB OCYLLECTBIISETCS:

0oT6Op AOKYMEHTOB MOCTOSIHHOIO M BpeMeHHbIX (CBbille 10 NeT) CPOKOB XpaHeHUs, B TOM YuCrie Mo
NMYHOMY coOCTaBy, QAN nepefayM B apXMB FOCYAApCTBEHHOrO OpraHa, opraHa MeCTHOro



camoyrpaBneHus;

0TOOpP OOKYMEHTOB BpeMeHHbIX (40 10 neT BKIOYMTENBbHO) CPOKOB XpaHeHUs 1 ¢ nometkamu "[o
MUHOBaHWs HagobHocTn", "o 3aMeHbl HOBbIMK", NoAnexalux ganbHenWemMy XpaHeHN0 B CTPYKTYPHbIX
nogpasgeneHusx;

BblaeneHne K YyHUYTOXEeHUIO Aen 3a npegbigyuimne rogbl, COOKM XpaHeHNA KOTOPbIX UCTEKINN.

OD,HOBPEMGHHO NnpoBeEPAETCA Ka4yeCTBO 1 NOJIHOTa HOMEHKNaTypbl AeJ1 rocygapCTBEHHOIo opraHa,
opraHa MeCTHOro camoynpasneHud, NpaBuUbHOCTb onpeaeneHna CPOKOB XpaHeHuA aen.

7.3. Jena noCTOSHHOrO M BpeMeHHbIX (cBbilwe 10 neT) CPOKOB XpaHEeHUs nepeaarTcsl B apXus
rocygapCTBEHHOIO OpraHa, opraHa MeCTHOrO CaMOyrpaBfieHVsl HE paHee YeM 4Yepe3 OOUH rod U He
nosgHee 4em 4epes TpuU roga nocrie 3aBeplUeHUs gen B AenonpousBogctee. [lepejada gen B apxus
rocygapCTBEHHOIo opraHa, opraHa MeCTHOro camoynpaBrieHusl MPOBOAMTCA Ha OCHOBaHMKU OMMCEN Oen
CTPYKTYPHbIX NoApasfernieHnii MOCTOSHHOTO M BpeMeHHbIX (cBbilwe 10 neT) CpoKoB XpaHeHWUs u gen no
NINYHOMY COCTaBy.

[ena BpemeHHbIX (o 10 neT BKIOYMTENIBHO) CPOKOB XpaHEHUSI B apXMB FOCYydapCTBEHHOro
opraHa, opraHa MecTHOr0 camoyrpaBfieHNsi He NepeaarnTcs U NOANeXaT BblAENEHUIO K YHUNTOXEHUIO M0
UCTEYEHUN CPOKa X XPaHEHNS1 B COOTBETCTBUM C NyHKTamu 7.17 - 7.21 MNpaBun g4enonpovnssoacTsa.

7.4. JkcnepTm3a LEHHOCTM JOKYMEHTOB MPOBOAMTCA Ha OCHOBE hefepanbHbIX 3aKOHOB, WHbIX
HOpPMaTUBHbIX NPaBOBbLIX akToB Poccuiickon Pepepaummn, nepeyHern TUNOBbIX apXMBHbLIX JOKYMEHTOB C
YKa3aHMEM CPOKOB XpaHEeHWsl, NepeyvyHen [OOKYMEHTOB, obpasylolmxcsa B npouecce AeATeNbHOCTU
denepanbHbiX OpraHoB rocyaapCTBEHHOW BMAacTW, WHbIX TOCYAApCTBEHHbIX opraHoB Poccuiickon
depepaummn, a Takke B npouecce OeATeNnbHOCTM MOABEOOMCTBEHHbIX UM OpraHusauun, ¢ ykasaHuem
CPOKOB XpaHeHus1.

7.5. Ons opraHu3auun u npoBedeHuss paboTbl NO 3KCMEpPTU3e LEHHOCTU [OOKYMEHTOB B
rocygapCTBEHHOM OpraHe, opraHe MECTHOro CamoyrnpaBfieHMsl MPUKas3oM PYKOBOAWUTENS co3daeTcs
3KCnepTHasa KoMUCCUs, LeHTparnbHas akcnepTHas komuccus (3K, LISK).

3apaumn, dyHKuuK, npaea, opraHudaumsa pabotel 3K (LISK) onpegenstoTca nonoXxeHnem o Hew,
yTBEPXXAAEMbIM NPABOBbIM aKTOM rOCy4apCTBEHHOrO OpraHa, opraHa MeCTHOro CaMoynpaBeHns.

7.6. Mo pesynbTatam 3KCNEpPTU3bl LEHHOCTM OOKYMEHTOB B rocy4apCTBEHHOM oOpraHe, opraHe
MECTHOrO CaMOynpaBfeHNsi COCTaBMATCA OMUCU AeNn CTPYKTYPHbIX NoapasfaerieHun MOCTOSHHOro
XpaHeHus, BpeMeHHbIX (cBbllwe 10 neT) CpoKoB XpaHeHus, B TOM 4ucfe No fIMYHOMY COCTaBy,
nNpoBOANTCA OPOpPMMEHUe Aen, a Takke COCTaBMSOTCH akTbl O BblAENMEHUM K YHUYTOXEHUIO Aer, He
noanexaLlunx XpaHeHuio.

7.7. Onucu gen B CTPYKTYPHbIX NogpasaeneHnsix COCTaBNATCS No4 METOANYECKUM PYKOBOLCTBOM
Cnyx6bl enonpon3BoacTBa M apxuBa rocygapCcTBEHHOro opraHa, opraHa MeECTHOrO CaMOoynpaBrieHNst No
dopmam, ycTaHoBreHHbIM [NMpaBunamu xpaHeHus 2015 r. <40>.

<40> lNMpunoxenua N 23, N 24 k Npasunam xpaHeHnnsa 2015 .

Ha pena BPEeMEHHbIX CPOKOB XpaHeHusA (D,O 10 net BKJ'IPOLII/ITeJ'IbHO) Ornncun He CoCTaBIAOTCA, U B
adpXuB rocygapcCTtBeHHOro opraHa, opraHa MeCcTHOro camoynpaBlneHnua Takne aena He nepenarTcd.

Onucu pgen CTPYKTYPHbIX MNOApPa3fAeneHnn COCTaBMAKTCA OTAENbHO Ha [gena MnoCTOSIHHOrO
XpaHeHusi; gena BpeMeHHbiX (cBbiwe 10 neT) CPOKOB XpaHeHus; gera no JIMY4HOMY COCTaBy,
SMNEeKTPOHHbIE [ena, a Takke Ha [fena, COCTOALME M3 [OKYMEHTOB, XapaKTepHblX Ans OaHHON
opraHusaumm (cynebHble, cneacTBeHHble [erna, HayyHble OT4YeTbl MO TemaM, Hay4yHO-TeEXHMYeckast
OOKYMeHTauus).

OcHoBoW cocTaBneHusa onvcewn aen CTPYKTYPHbIX no,u,pa3p,eneHM|7| ABINAETCA HOMEHKNnaTypa aen.

7.8. Mpn coctaBneHnn onucen pen CTPYKTYPHOro noapasgeneHus cobniogaroTcs cnegyrowme
TpeboBaHus:

3arosfioBkM Aen BHOCATCA B ONUCb AeNn B COOTBETCTBUM C cUCTEMaTM3auuen gen B HOMEHKnaType
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Aaen;

KaXgoe aeno BHOCUTCA B OMUCb MNMoA CaMOCTOATESIbHbIM NOpPAOKOBbIM HOMEPOM (ech aerno
COCTOMT M3 HECKONNbKMX TOMOB, TO KaXKabli TOM BHOCUTCS B ONMUCb N0 CaMOCTOSATENbHbLIM HOMepOM);

nopsiaok Hymepaumm gen B onNucy - BanoBsbli;

rpadpbl ONUCK 3anoNHAKTCA B COOTBETCTBUM C TEMU CBEAEHUSAMU, KOTOPbIE BbIHECEHBI HA OBMOXKY
aena;

npu BHECEHWM B onucb noAdpsa Aen (TOMOB) C OAMHAKOBLIMM 3arofioBKaMy 3arofioBKU Bcex Aen
(TOMOB) NMULYTCHA NOMHOCTLIO;

rpacba onucu gen "lMpumevaHusa" vcnonb3yeTcs ANst OTMETOK O Npueme ferl, 0COOEHHOCTSX UX
PU3MYECKOro COCTOSIHUSA, O Nepedaye gen ApYrum CTPYKTYPHbIM nogpa3gefieHMeM CO CChISIKOM Ha akT, O
HanU4MM aNEKTPOHHbIX KOMWN Aen.

B utoroson 3anvcu onncy ykasbiBaloTcs (Undpamm n Nponmncbio) KONUYECTBO Aen, YNCAALWMXCS NO
onucK, NepBbIn 1 NOCNEAHUIA HOMepa Aen Mo Onucw.

7.9. B onnucb 3neKkTpOHHLIX [en, [OKYMEHTOB BKIIOYAETCS MPUIOXEHWE K OMUCKU - peecTp
9MNEKTPOHHbIX LJOKYMEHTOB (KOHTEMHEPOB 3MEKTPOHHBIX JOKYMEHTOB), B KOTOPOM YKas3bIBalOTCS CBEAEHUS
00 3NEeKTPOHHbIX JOKYMEHTAX, BKIMIOYEHHbIX B K&XX40€ 3NEKTPOHHOE Aeno.

7.10. Onucu [den CTPYKTYPHOrO noapasfenieHnsl M3roTaBnvBalOTCA B [ABYX 9K3eMnisipax Ha
GymaxxHoM HocuTesnle, MOAMUCLIBAOTCA PYKOBOAMTENEM rnoapasfeneHusi, cornacosbiBatotca K
CTPYKTYpHOro nogpasaernieHns (Npu ee Hanuuum) u pykosoautenem Cnyx6bl fenonpoussoactea. Peectp
3MEKTPOHHbIX [JOKYMEHTOB, SBMSIOWMACA MNPUIIOXKEHUEM K OMUCKU  3NEKTPOHHbIX  [OKYMEHTOB,
noanucbIBaeTC COCTaBUTENIEM PeecTpa C ykazaHWeM AOIHKHOCTU, UHULIMANoB, dhaMuInm.

OavH 3K3eMnnap onucy Aen CTPYKTYPHOro noApasaeneHns nepeaaetca BMecTe ¢ Aenamiu B apxvs
rocyqapcTBEHHOrO oOpraHa, opraHa MecCTHOrO CaMoynpaBneHusi, BTOPOM OCTaeTca B KayecTee
KOHTPOIBHOIO 3K3eMNIsipa B CTPYKTYpHOM noApasgeneHun. B apxue rocyaapcTeBeHHoOro opraHa, opraHa
MECTHOTO CcaMoynpaBfieHUs Takke nepedaeTcs Mo  9K3EeMMNMspy Onuceid [Oen  CTPYKTYPHbIX
noapasfeneHnii B a1eKTPOHHOM BUAe B pedakTUpyeMoM dhopMaTte Ans UCMONb30BaHWsA B AanbHenLem
Ans NOATOTOBKU apXMBHbIX ONUCen Aen, OOKYMEHTOB (rofoBbIX pasaenos).

7.11. OdbopmneHune gen Ha GymakHOM HocuTene, npedHa3HavYeHHbIX AN nepegadv Ha XxpaHeHue
B apxuB roCydapCTBEHHOr0 oOpraHa, oOpraHa MeCTHOro CaMOyrnpaBfieHUs, OCYLLIEeCTBNseTCAa B
cooTBeTCcTBMM C NyHKkTamn 4.19 - 4.30 MNpasun xpaHeHus 2015 r.

7.12. TlogroToBka 9MEKTPOHHbIX AOKYMEHTOB K rnepegade B apxXuB rocyAapCTBEHHOro oOpraHa,
opraHa MecTHOro camoyrpasreHus OCYLLECTBISAETCS B COOTBETCTBUM C MYHKTOM 4.34 Npasun xpaHeHus
2015 r. CTPYKTYpPHbIM NoAapasgeneHveM rocygapCTBEHHOro opraHa - nonb3oBaTenieM COOTBETCTBYIOLLEN
WMHOPMALIMOHHOW CUCTEMbl COBMeCTHO co CniyxGov jgenonpoussoactBa W nogpasfeneHviem
(paboTHmkoMm), obecneymBaoLM PYHKLUOHMPOBAHNE MHPOPMALMOHHON CUCTEMBI.

7.13. Tlpy nogrotoBke SMEKTPOHHbLIX [OOKYMEHTOB, OTOOpaHHbIX K Mepegadye B apxuvs
rocygapCTBEHHOro opraHa, opraHa MeCTHOIo camoyrnpaBfieHus, BbIMOSNHATCA Cneaylowmne OCHOBHbIE
npoueaypbl paboTbl C JOKYMEHTaMU:

npeobpa3oBaHNe TEKCTOBbLIX 3MNEKTPOHHbLIX AOKYMEHTOB B dhopMaT apxmMBHOro xpaHeHuss PDF/A-1,
€CINN 3MEKTPOHHbIN JOKYMEHT Bbin co3aaH nnm BKITKOYEH B CUCTEMY B MHOM dopMmarTe;

dopMmmnpoBaHme B WHMPOPMALUOHHON CUCTEME OMUCEN SNEKTPOHHbIX Aen, [OOKYMEHTOB
CTPYKTYPHbIX NogpasaeneHunii;

dopmMMpoBaHne B WHGOPMALMOHHOW CUCTEME TOCYLAPCTBEHHOrO OpraHa, opraHa MeCTHOro
CaMOynpaBrieHNsi KOHTEWHEPOB SMEKTPOHHbIX [OKYMEHTOB, BKIHOYAKLIMX: KOHTEHT WM MeTadaHHble
9MNEKTPOHHOrO [AOKYMeHTa, (ainbl 3MeKTPOHHbIX MOANUCEN, BU3yanU3MpPOBaHHYIO KOMUKO TEKCTOBOro
3NEKTPOHHOro AoKymeHTa B popmate PDF/A-1;

dopMupoBaHMe B MHMOPMALMOHHOW CUCTEME TOoCyOdapCTBEHHOIO opraHa, opraHa MEeCTHOro
camoynpaBleHns 3MeKTPOHHbIX [Oefl, SBMNSAIWMUXCA COBOKYMHOCTbIO KOHTEWHEPOB  3NEKTPOHHbIX
[IOKYMEHTOB UM KOHTEMHEePOM 3MEeKTPOHHOIO AOKYMEHTa;
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MUTPaLMA 3MEKTPOHHbIX JOKYMEHTOB Ha (uanyeckn o60cobneHHble MaTepuanbHble HOCUMTEnw,
€cnv OOKYMEHTbl NMepefatoTcs B apXMB rocydapCTBEHHOrO opraHa, opraHa MeCTHOro camoyrpaBiieHust
He Mo MHOPMALMOHHO-KOMMYHVKaLMOHHbLIM KaHanam;

npoBepKa BOCNPOn3BOANMOCTU 3JTIEKTPOHHbIX OKYMEHTOB;
npoBepKa 3NeKTPOHHbIX AOKYMEHTOB Ha Hann4ymne BpeaoOHOCHbIX KOMMbKOTEPHbIX NpOorpamMmm;

dopmmnpoBaHMe TPaHCMOPTHOrO KOHTEMHepa, COAEepXKallero SfeKTPOHHble Aena, BKIIOYEHHble B
ONNUCb S3MNEKTPOHHbIX Aern, AOKYMEHTOB CTPYKTYPHOro noapasgeneHus (onucb Aen NOCTOSHHOro
XpaHeHus1, BpeMeHHbIX (cBbiwe 10 neT) CpokoB XpaHeHus, Aen no NMYHOMY COCTaBy).

7.14. lena nepenatTcsa B apxvB rocygapCTBEHHOrO opraHa, opraHa MeCTHOro caMoynpaBrieHus B
COOTBETCTBMM C rpacmkoM nepedaym OOKYMEHTOB, COrfacOBaHHbIM C PYKOBOAUTENSAMU CTPYKTYPHbIX
nogpasgeneHnn, nepejarwwwMx OOKYMEHTbl B  apXxvMB, W  YTBEPXAEHHbIM  pyKoBOAMTENEM
rocyaapCTBEHHOro opraHa, opraHa MeCTHOro camoynpaBfieH)st U UHBIM YNONTHOMOYEHHBIM UM JTULLOM.

Mpuem-nepegava den B apxvB rocyAapCTBEHHOrO opraHa, opraHa MeCTHOro camoynpaBeHus
OCYLLECTBMSAETCH B COOTBETCTBUM C NyHKTamu 4.33 - 4.34 lNMpasun xpaHerus 2015 .

7.15. B cnyyae nukBugaumum Unm peopraHusaLmm CTPYKTYpHOro noapasaeneHust rocyaapCTBEHHOIO
opraHa [Oenonpov3BoanTeNb NoapasdeneHuss B nepuon NpoBedeHus NMKBUOALMOHHBIX MeponpuaTui
dopmupyeT Bce WMelolMecs [OOKYMeHTbl B [Aefna, 3a WCKIOYEHWEM HEMUCMOSTHEHHbIX [OKYMEHTOB,
ocbopmnsieT gena v nepegaet ux B Cnyx6y Aenonpon3BoACcTBa rocyAapCTBEHHOro opraHa.

7.16. Ha ocHoBe npednoxeHun CTPYKTYPHbIX noapasgeneHmn Cnyxba pgenonpoussoacTsa
rocygapCTBEHHOro opraHa, opraHa MeCTHOrO CamoynpaBfieHMs COCTaBMseT akT (aKTbl) O BblAENeHUn K
YHUUTOXEHWIO [OOKYMEHTOB, He noanexawiux XpaHeHuo, no dopme, ycTaHoBneHHon [lpasunamu
XpaHeHus 2015 r. <41>,

<41> Mpunoxenune N 21 k MNpasunam xpaHeHnsa 2015 r.

Ha anekTpoHHble JOKYMEHTbI C MCTEKLWMMW CPOKaMWU XPaHEHWUsI COCTaBMNSETCSA OTAENbHLIN akT Ha
ocHoBe (POpMbl aKTa O BbIAEMNEHUN K YHUYTOXEHUIO [OOKYMEHTOB, He nognexaliux XpaHeHuio,
ycTaHoBreHHown NMpasunamm xpaHeHusa 2015 r.

7.17. Jena BKkMOYalOTCA B aKT O BbIOEMEHUM K YHUYTOXEHUIO [AOKYMEHTOB, He MoAnexalimx
XPaHEHMIO, €Cnn MNpPegyCMOTPEHHbIA ANS HUX CPOK XpaHEeHWst UCTeK Kk 1 sHBaps roga, B KOTOPOM
COCTaBIEH akKT.

7.18. ODena ¢ otmeTkon "ITMK", npowewmne akcnepTnsy LEHHOCTW, BKMAOYAIOTCA B akT, MpU 3TOM
otMeTka "IlK" B akTe He ykasblBaeTcs.

7.19. AKT O BbIOENIEHUN K YHUYTOXEHUIO JOKYMEHTOB, HE MOANEXaLUUX XpaHEeHWIo, yTBepXaaercs
pyKoBoAWUTENEM roCcygapCTBEHHOro opraHa, opraHa MeCTHOrO CaMOyrnpaBfeHus Mocre YTBEpPXOeHWS
OlNK enepanbHoro rocygapctseHHoro apxusa, K ynonHOMOYEHHOro opraHa WCNONHUTENBHON
BnactM cybbekta Poccuiickon ®Pegepauumn B cdepe apxuBHOro fAerna WAM rocygapCTBEHHbIM
(MyHMLMNANbHBIM) apXMBOM COTMACHO NMpefoCTaBeHHbIM eMy MOMIHOMOYMAM ONUCEN Aen, AOKYMEHTOB
NOCTOSIHHOTO XPaHEHWUsI U COrfacoBaHUSA Onucewn Aen, OOKYMEHTOB MO NMYHOMY COCTaBy, MOCME Yero
Aena, BblAeNeHHbIE MO aKTy K YHUYTOXEHMIO, MOTYT ObITb NepefaHbl Ha yTUnM3aumio.

7.20. Mepepaya pen, BblOEMNEHHbIX K YHUYTOXEHMWIO, Ha yTUnu3auumio odopmMmnsieTcsi npuemo-
cOoaTovHOW HaknagHom.

B HOMeEHKNnaTtype e npoctaBATCA OTMETKA 006 YHUYTOXEHNUN OOKYMEHTOB C yKa3aHMeM OaTbl U
HOMeEpa akTa, 3aBepAaemMblie noanmncbro paGOTHI/IKa CJ'Iy)K6bI aenonpounssoacTea.

7.21. OneKTPOHHbIE OOKYMEHTbl C UCTEKWMMM CPOKaMU XPaHEeHWUs! YHUYTOXATCS MpOrpaMMHO-
TEXHUYECKMMW CpEeACTBaMM C COOTBETCTBYHOLLE/ OTMETKOM B aKkTe O BblAENeHWU K YHUYTOXKEHMIO
3MNEKTPOHHbIX JOKYMEHTOB.

OnNeKTPOHHbIE OOKYMEHTbl CUYMTAKOTCH YHUUTOXEHHbIMW, €CrnM  WUX Hemnb3d BOCCTAHOBUTb
cpeacTBaMn MHAQOPMALIMOHHON CUCTEMbI HA HOCUTENAX MHGPOPMaL MK U N3 Pe3epPBHbIX KOMUN.
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7.22. AKTbl O BblAeMNeHUMN K YHUUMTOXEHWUIO OOKYMEHTOB, HE MoAnexallmx XpaHeHUIo, XpaHATcH
NOCTOSIHHO B Aene dhoHaa.
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