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METOANYECKME PEKOMEHAOALUN
NO PA3PABOTKE MHCTPYKLIUIA NO AENIONPOU3BOACTBY
B rOCYAAPCTBEHHbIX OPFTAHAX, OPTAHAX MECTHOIo CAMOYINPABJIEHUA

l. O6wme nonoxkeHma

MeToauueckme pekomeHZauuMum no pas3paboTke MHCTPYKLMI NOo  4eNnonpov3BOACTBY B
rocyfapCTBeHHbIX OpraHax, oOpraHax MecTHOro camoynpasneHus (ganee - MeToanyeckue
pekomeHgaLummn) pa3paboTaHbl B LEefax oNTMMU3auUmn Npouesypbl v nopaaka paspaboTKU MHCTPYKLMIA
no Aefonpou3BOACTBY ¢desepasbHbIMU OpraHaMu TocyZLapCTBEHHOW BAACTM, MHbIMU denepanbHbIMU
rocyfapCTBEHHbIMM OpraHamMu, OpraHaMy roCyAapCTBEHHON BAACTU M WMHBIMM TOCYAAPCTBEHHbIMMU
opraHamu cybbekToB Poccuiickoit Peanepaumm, opraHamyM MeCTHOrO CamMoyNpPaB/eHWs.

MeToauyeckme pekoMeHJauuu npeaHasHayeHbl 408 MNPUMEHEHWA B  KadyecTBe eauHoM
METOAMYECKOM OCHOBbl MOAPA3AENEHUAMMU  FOCYAAPCTBEHHbLIX OPraHoB, OPraHOB  MECTHOTO
caMoynpasneHus, OTBETCTBEHHbIMM 33 OpPraHM3aumio U BeeHWe Aenonpoussoactsa (aanee - Cnyxba
AeNonpousBoAcTBa), Npu pa3paboTKe MMM MHCTPYKUMI MO Aenonpou3BOACTBY FOCYAAPCTBEHHbIX
OpraHoB, OpPraHOB MECTHOro camoynpas/ieHnn (ganee - MHCTpYKUMA No AeN0NPOn3BOACTBY).

Mpn paspaboTke MeToaMYECKMX  PEKOMEHAAUMI  yyTeHbl  MOJIOMNKEHUA  CAeayhoLmx
3aKOHOZATE/IbHbIX, MHbIX HOPMATMBHbIX NPaBOBbIX aKTOB B chepe MHPOPMALMM, AeN0NPON3BOACTBA U
apXMBHOTO 4,eN1a, HALMOHA/IbHbIX CTAaHAAPTOB MO YNPaABAEHUIO LOKYMEHTAMMU:

1. ®degepanbHbiii 3aKoH oT 14 nioHA 1994 r. N 5-d3 "O nopagKe onyb6aMKoOBaHMA M BCTYN/IEHMA B
cuny depepanbHbIX KOHCTUTYLMOHHBIX 3aKOHOB, deaepasibHbIX 3aKOHOB, aKTOB Manat PenepasnbHOro
CobpaHusa" (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepauuun, 1994, N 8, c1. 801; 2019, N 18, cT.
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2207).

2. ®depepanbHbli KOHCTUTYLIMOHHDBIN 3aKoH oT 25 aekabpa 2000 r. N 2-dK3 "O lNocygapctBeHHOM
repbe Poccuiickon depepauumn" (CobpaHume 3akoHoaatenbcTsa Poccuiickon depepaumm, 2000, N 52, cT.
5021; 2017, N 52, cT. 7916).

3. depgepanbHbiii 3aKoH OT 6 anpena 2011 r. N 63-®3 "O6 snekTpoHHoW noanucn" (CobpaHue
3aKoHogaTenbcTBa Poccuiickon depepaumu, 2011, N 15, c1. 2036; 2020, N 24 cT. 3740).

4. depepanbHbli 3aKOH OT 22 oKTAbps 2004 r. N 125-®3 "0O6 apxmBHOm gene B PoccuiicKom
depepaunn” (CobpaHune 3akoHogaTenbcTBa Poccuiickon deaepauymm, 2004, N 43, cT. 4169; 2018, N 1,
cT. 19).

5. ®epepanbHbiit 3aKOH OT 2 maa 2006 r. N 59-®3 "O nopagke paccmoTpeHUs obpaleHui
rpaxkaaH Poccuiickon depepaumn” (CobpaHune 3akoHoaaTenbcTsa Poccuiickoih depepaumm, 2006, N 19,
cT. 2060; 2018, N 53, cT. 8454).

6. ®PepepanbHbll 3aKOH OT 27 utona 2006 r. N 149-®3 "06 mHPopmaumm, MHPOPMALIMOHHbBIX
TexXHoNornax u o 3awmrte nHpopmaumm" (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepauum, 2006,
N 31, cT. 3448; 2020, N 24, cT1. 3751).

7. ®epnepanbHblit 3aKoH oT 27 uiona 2006 r. N 152-03 "O nepcoHanbHbix AaHHbIX" (CobpaHue
3aKoHogaaTenbcTBa Poccuiickon depepaunu, 2006, N 31, cT.451; 2020, N 17, cT. 2701).

8. ®epnepanbHbIl 3aKoH oT 9 deBpansa 2009 r. N 8-d3 "O6 obecneyeHnmn aoctyna K MHpopmaLmm o
OEeATeNbHOCTU TOCYAAapPCTBEHHbIX OPraHOB W OpraHoB MmecTHoro camoynpasneHua" (CobpaHue
3aKkoHoaaTenbcTBa Poccuiickon depepaumu, 2009, N 7, cT. 776; 2018, N 1, cT. 7).

9. YKas lNpe3ngeHTta Poccuiickon Pepepaunn ot 2 maa 1996 r. N 638 "O nopAagKe NoAroToBKM
MPOEKTOB YKas30B, pacnops:keHui [pesmaeHTa Poccuiickon Peaepauuu, npenycmaTpuBatowmx
NPUHATME MOCTAaHOBAEHMI, pacnopsAxeHuit MMpasBuTenbctBa Poccuitickon depepaumnn” (CobpaHue
3aKoHogaTenbcTBa Poccuiickon depepaunu, 1996, N 19, cT. 2257).

10. Yka3s MMpesungeHTta Poccuitickoit degepauum oT 23 maa 1996 r. N 763 "O nopsake
onybiMKoBaHUA M BCTyNieHWs B cuay akToB [pe3snaeHTa Poccuitickolt Pepepaumn, MpaBuTenbCcTBa
Poccuitckoli desepaumm M HOPMATMBHbLIX MPaBOBbIX aKTOB deaepanbHbIX OPraHOB MCMONHUTENbHOM
Bnactn" (CobpaHue 3akoHogaTtenbcTtBa Poccuitickoit ®epepaunn, 1996, N 22, ct. 2663; 1997, N 20, cT.
2242; 1998, N 33, cT. 3967; 2005, N 28, cT1. 2865; 2017, N 23, cT. 3310).

11. Yka3 Mpe3maeHTta Poccuitckoit depepauum ot 6 mapta 1997 r. N 188 "O6 yTtBepxaeHUU
MepeyHs ceBegeHU KoHoMAaeHUManbHoro xapaktepa" (CobpaHue 3akoHopaTenbcTBa Poccuitckol
depepauun, 1997, N 10, cT. 1127; 2015, N 29, cT. 4473).

12. MNocrtaHoBneHune Mpasutenbctea Poccuitckont Pegepaumm ot 3 Hosibpa 1994 r. N 1233 "06
yTBEpPKAEHUN [lonoxeHns o nopaaKe obpalleHMA cOo CAy»KebHoW WMHbopmaLmend OorpaHUUYEHHOro
pacnpocTpaHeHus B defepanbHbiX OpraHax MCNOAHUTENbHOM BAacTWM, YNOJIHOMOYEHHOM oOpraHe
ynpaBAeHUA MWCMO/Ib30BAaHUEM aTOMHOM 3HEprMm U YMNoJIHOMOYEHHOM OpraHe Mo KOCMUYECKOWM
neatenbHoctn" (CobpaHue 3akoHogaTtenbcTBa Poccuinckoit depepaumn, 2005, N 30, ct. 3165; 2020, N
33 c1.5389).

13. MocTtaHoBneHue MNpaButenbctBa Poccuiickot Pepepaunm ot 27 aekabpa 1995 r. N 1268 "06
ynopAgoYeHNUN WU3roTOB/JIEHMA, MCNOMb30BaHUA, XPAHEHUA U YHUUTOXKEHMA nedvaterd M 61aHKOB C
BocnpoussegeHnem lfocygapcreeHHoro repba Poccuiickon Pepepaymn” (CobpaHme 3aKoHOLATENLCTBA
Poccuitckoit ®epgepaumm, 1996, N 2, ct. 123; 2018, N 13, cT. 1808).

14. NMoctaHoBneHwue MpaButenbctea Poccuitckoit Pepgepaumnm ot 13 asBrycra 1997 r. N 1009 "0O6
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yTBEpKAeHUN [paBun NOArOTOBKM HOPMATUBHbLIX MPaBOBbIX aKToB ¢deaepasibHbIX OpraHoB
WUCNONIHUTENbHON BNacTU W UX rocyaapctBeHHon peructpaummn” (CobpaHue 3aKoHOAATENbCTBA
Poccuiickoir depepaumm, 1997, N 33, crt. 3895; OduuManbHbI UHTEPHET-NOPTan NpPaBoOBOM
nHbopmauumn (wWww.pravo.gov.ru), 14 oktabps 2020 r.).

15. MoctaHoBneHue [MpasuTtenbctBa Poccuiickon Pepepaumm ot 1 umoHa 2004 r. N 260 "O
PernameHte [pasutensctBa Poccuiickoit Pegepaumm u MonoxkeHun o6 Annapate [lpaButenbcTBa
Poccuitckoit depepauumn” (CobpaHue 3akoHoaaTenbcTBa Poccuiickoint ®enepaunn, 2004, N 23, cT. 2313;
OduumanbHbI HTEPHET-NOPTaN NPaBoBON MHbOPMaUUKM (WWw.pravo.gov.ru), 14 okTabpsa 2020 T.).

16. NocraHoBneHue MpaBuTenbctBa Poccuiickon degepauum ot 19 AnBapsa 2005 r. N 30 "O
TunoBoM pernameHTe B3aMMOAENCTBUA denepasbHbiX OpPraHoB MCNoNHUTEeNbHOW Bnactu" (CobpaHue
3aKoHogaaTenbcTBa Poccuiickon depepaunm, 2005, N 4, cT. 305; 2020, N 6, cT. 677).

17. NocTaHoBneHue [MMpaBuTtenbctBa Poccuiickoit depepauumn ot 28 utona 2005 r. N 452 "O
TUNoBOM pernameHTe BHYTPEHHEW opraHuMsaumu d¢enepasnbHbiX OPraHOB MCMNOJHUTENbHOW BnacTu'
(CobpaHue 3akoHoaaTenbcTsa Poccuinckont deaepaumm, 2005, N 31, ct. 3233; 2020, N 6, cT. 677).

18. MNoctaHoBneHMe [MpasuTenbcTea Poccuiickon ®Peaepaunmn ot 22 ceHTabpsa 2009 r. N 754 "0O6
yTBEPXKAEHUM [loNOXKEHNA O CUCTEME MEXBEAOMCTBEHHOTO 3JIEKTPOHHOIO AOKyMeHToobopoTa"
(CobpaHue 3akoHoaaTenbcTBa Poccuinckont deaepaumm, 2009, N 39, cT. 4614; 2019, N 12, ct. 1314).

19. NocraHoBneHune MpasutenbctBa Poccuiickot Pegepaummn ot 26 dpespana 2010 r. N 96 "06
AHTUKOPPYMNUMOHHOM 3KCNEPTU3E HOPMATUBHbIX MPABOBbIX AKTOB M MPOEKTOB HOPMATUBHbIX MPABOBbIX
aktoB" (CobpaHue 3akoHogaTenbcTBa Poccuitickolt deaepauymm, 2010, N 10, cT. 1084; 2017, N 29, cT.
4374).

20. MocTtaHoBneHue lMpaBuTenbcTBa Poccuitickoit depepaunn ot 6 ceHTsbpa 2012 r. N 890 "O
Mepax Mo COBEPLUEHCTBOBAHMIO 3/IEKTPOHHOIO AOKYMEHTOOHB0pPOTa B OpraHax rocygapcTBeHHoON Bnactun"
(CobpaHue 3akoHogaTenbcTBa Poccuiickoit depepaumm, 2012, N 38, c1. 5102; 2014, N 30, cT. 4316).

21. Mpukasz MuHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHWKauuii Poccuitckoi Pepepaumm ot 2
ceHTAbps 2011 r. N 221 "O6 yTBepaeHUM TpeboBaHU K MHPOPMALMOHHBIM CUCTEMAM 3/IEKTPOHHOIO
OOKymeHToobopoTa denepasibHbiX OPraHOB MCMNONHUTENIbHON BAACTW, Y4YMUTbIBAOWMX, B TOM 4ucne
HeobxoAMMOCTb 06paboTKM MocpenCcTBOM AaHHbIX cUCTEM cayXebHoW MHopMaLMM OrpaHUYEHHOro
pacnpocTpaHeHua" (3apernctpmpoBaH B MuHuUcTepcTee toctuumm Poccuninickon ®epepaunm 15 Hoabpa
2011 r., peructpaumoHHbii N 22304; Poccuiickas raseta, 21 Hosb6pa 2011 r., N 261).

22. MNpuKaz MuUHUCTEPCTBA CBA3M U MaCCOBbIX KOMMYyHMKaunin Poccuiickon depepaumm ot 31
niona 2014 r. N 234 "06 yTeep:kaeHUM MpaBuUn OKasaHUA yCayr NOYTOBOM CBA3KU" (3aperncTpmMpoBaH B
MuHUcTepcTBe OCTUUMK Poccuiickon depepaumm 26 aekabpa 2014 r., pernctpaunoHHbii N 35442;
Poccuiickaa raseta, 31 gekabpa 2014 r., N 299 (onybnukoBaH 6e3 npunoxeHus); OduuUManbHbIN
WMHTEepPHeT-NopTan NpaBoBoi MHGopMaLumn (Www.pravo.gov.ru), 10 nioHs 2019 r.).

23. Mpunka3z MUHUCTEPCTBA CBA3U M MACCOBbIX KOMMYHMKaLuMii Poccuiickon depepauum N 186,
depepanbHO cnyxbbl oxpaHbl N 258 oT 27 masa 2015 r. "O6 yteBepaeHun TpeboBaHuit K
OpPraHM3aLMOHHO-TEXHUYECKOMY B3aMMOAENCTBUIO FOCYAAPCTBEHHbIX OPraHOB W FOCYAAPCTBEHHbIX
opraHusaumii nocpenctBom obmeHa [OKYMEHTaMW B 3/1eKTPOHHOM Buae" (3apernctpuposBaH B
MuHucTepcTBe toctuummn Poccuiickon ®eaepaumm 22 ceHTabpa 2015 r., pernctpaumnoHHbin N 38956;
OdunumnanbHbI MHTEPHET-NOPTaN NPaBOBON MHPOpPMaLMK (WWW.pravo.gov.ru), 24 ceHTabpa 2015 r.).

24. MNpuka3 MUHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHUKaunii Poccniickon ®eaepauymm ot 4 nonsa
2018 r. N 335 "O6 yTBEpKAEHMN METOANYECKUX PEKOMEHAALMI NO Nepexoay OpraHOB UCMOIHUTENIbHOM
Bnactn cybbektoB Poccuiickoit Pepepaumm M OpraHOB MECTHOTO CaMOYMpPaBAEHUA MYHULMNANbHbIX
obpa3oBaHuit Poccuinickon dPepepaumnm Ha UCNONb30OBAHME OTEYECTBEHHOIO OQUCHOro NMPOrpamMmmHOro
obecrneyeHnss, B TOM 4YMC/e paHee 3aKymn/JeHHoro o¢ucHoro nporpammHoro obecneyeHua"
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([9nekTpoHHbI pecypc] - Peskum goctyna: https://www.garant.ru/products/ipo/prime/doc/71895754/).

25. Mpukas PegepasbHOro apxmMBHOro areHTcTBa oT 22 maa 2019 r. N 71 "O6 yTtBep:KAeHUMU
MpaBun penonpousBoacTBa B rOCYAAPCTBEHHbLIX OpraHax, OpraHax MEeCcTHOro camoynpasneHua"
(3apeructpuposaH B MuHUcTepcTBe tocTUUuM  Poccuiickoir Pepepaummn 27 pexkabpa 2019 r,
peructpaumoHHbin N 57023; OduumanbHbll  UHTEPHET-NopPTan  NpaBoBOM  MHPOpMaALMMK
(www.pravo.gov.ru), 30 gekabps 2019 r.).

26. FOCT P 7.0.8-2013. Cucrtema ctaHAapToB No nHbopmaumnm, bubamoTeyHomy 1 U3gaTeibCKoOMy
aeny. [lenonponsBoacTBO M apXMBHOE Aeno. TepMuHbl 1 onpeaenenusa. - M.: CtaHgapTuHoopm, 2014,

27. TOCT P 7.0.97-2016. Cwuctema cTaHAapTtoB no WHbopmauuun, 6GMBAMOTEYHOMY MU
uspgatenockomy  aeny. OpraHW3aLMOHHO-pacnopAauTesibHAaA  AOKyMeHTauua. TpeboBaHus K
odopmeHuno 4oKyMmeHToB (c MU3meHeHnem N 1). - M.: CtaHgapTuHdpopm, 2018.

28. TOCT P MUCO 15489-1-2019. Cuctema CTaHAApPTOB No MHPopmaumu, GubanmoTeyHomy W
nsgatenbckomy geny. UHpopmauma n AokymeHTauma. YnpasaeHne gokymeHtamu. Yacto 1. MNMoHATHA U
npuHumnel. - M.: CtaHaapTuHoopm, 2019.

Il. NopAagoK pa3paboTku, yreep)KaeHus,
BHeceHUA usmeHeHuit B UHCTPYKLMIO NO A,e10NpoU3BOACTBY

MHCTpyKUMA no aenonpousBoactsy paspabaTbiBaetca Cnykboi  aenonpousBoacTBa  Ha
OoCHOBaHun [lpaBui  A4enonpous3BOACTBAa B FOCYAAPCTBEHHbIX OpraHax, oOpraHax MeCcTHOro
CamMmoynpaBs/ieHns, yTBEPKAEHHbIX NpUKaszom PenepanbHOro apxMBHOro areHTcTea oT 22 masa 2019 r. N
71 <1> (panee - MNpaBuna AeNONPOM3BOACTBA), C YYETOM MOMOMKEHUM HacToAWMX MeToanyecKkmx
pekomeHaauun.

<1> MNpukas PepepanbHOro apxMBHOro areHTcTBa oT 22 maa 2019 r. N 71 "O6 yTBepaeHUU
MpaBun p[enonpousBoACTBa B rOCYAAPCTBEHHbIX OpraHax, OpraHax MecTHOro camoynpasaeHua”
(3apernctpupoBaH B MuHUCTepcTBe tocTuumMmn  Poccuiickolh depepaumm 27 pekabpa 2019 r,
peructpaumoHHbin N 57023;  OduumancHblil  MHTEpHET-NnopTan  npasBoBok  MHbOpPMaLMK
(www.pravo.gov.ru), 30 gekabps 2019 r.).

B cooTBeTcTBUM C nyHKTOM 1.8 MMpaBun AenonpomsBoacTBa MHCTpYKUMA No Aenonpoun3BOACTBY
YTBEPKAAETCA NPAaBOBbIM aKTOM rOCYAapCTBEHHOrO OpraHa, opraHa MecTHOro camoynpaeieHns nocne
€e CornacoBaHus:

denepanbHbIM OpPraHOM [FOCYAapCTBEHHOW BAacTW, MHbIM deaepanbHbIM FOCYAAPCTBEHHbIM
OpPraHOM - C YNOJNHOMOYEHHbIM defepasibHbIM OPraHOM MCMOJHUTENBHOW BAACTU B chepe apXMBHOrO
nena u penonpoussoactea - PepepanbHbiM apxXMBHbIM areHTCTBOM (PocapxvmBom); cornacoBaHue
NMPOEKTOB WMHCTPYKUMIA NO 4en0Npou3BOACTBY OCYLLECTBAAETCS B COOTBETCTBMM C [lonoxeHuem o
depepanbHOM apXMBHOM areHTCTBe, yTBEPXKAEHHbIM YKaszom MpesngeHta Poccuinckoit Pepepaunn ot
22 nioHA 2016 1. N 293 <2>;

<2> VYkas [pesngeHta Poccuiickonn Pegepaumm ot 22 wuwoHA 2016 r. N 293 "Bonpocsl
denepanbHOro apxmsHoro areHTcTea" (Bmecte ¢ "MonoxkeHnem o deaepanbHOM apxXMBHOM areHTcTe")
(CobpaHue 3akoHoaaTenbcTBa Poccuinckont depepaumm. 2016. N 26. cT. 4034; 2018. N 52, c1. 8239).

OpraHOM rocy4apCTBEHHOW BAAacTU UM MHbIM rOCYAapCTBEHHbIM OpraHom cybbekTa Poccuiickoi
degepaunn, opraHoM MECTHOTO CaMoynpaB/ieHUA - C YNOSHOMOYEHHbIM OPraHOM MCMOAHUTEbHOM
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Bnactm cybbektra Poccuitckoit Pepepauymn B chepe apxMBHOTO Aena WAM  FOCYAapCTBEHHbIM
(MyHVILI,VII'IaﬂbeIM) dpPXMBOM B COOTBETCTBUU C NPeaoCTaB/IEHHbIMKN eMy MOJIHOMOYNAMU,; COrNnacoBaHUe
NPOEKTOB MHCTPYKLUMI MO AenonpousBoAcTBY MPOBOAMTCA B MOPAAKe, YCTAHOBAEHHOM NpPaBOBbIM
aKTOM YNOJHOMOYEHHOro opraHa MCNosIHUTeIbHOM Bnactu cybbekTa Poccuitickoit Pepepaunm B chepe
apXMBHOrO Jena WAM  TrocyAapCTBeHHOro  (MyHMUMNAnbHOIO) apxMBa B COOTBETCTBUM  C
npeaoctaBieHHbIMU eMy NOZTHOMOYUAMMUN.

Mpu Hannumm y PegepanbHOro apXMBHOrO areHTCTBa, YNoJHOMOYEHHOIO OpraHa MCNoIHUTEIbHOM
Bnactm cybbekta Poccuiickon ®degepaumm B chepe apxMBHOrO fgena, rocyAapcTBEHHOro
(MyHMLMNANbHOTO) apxvMBa B COOTBETCTBUM C MNPEAOCTaBJAEHHbIMW €My MNOJHOMOYMUAMM (Janee -
apXMBHOE YYpEXKAEHWE) 3ameyaHuit no npoekTy WHCTpykumm no genonpowussoactsy Cnykba
AeNonpousBoACTBa roCyAapCTBEHHOTO OpraHa, OpraHa MeCTHOro CamoynpaB/ieHua aopabaTbiBaer
NpoeKT VHCTPYKLMM NO 4eN0Npon3BOACTBY M NOBTOPHO NPeACTaBASET ero Ha CornacoBaHue B apxXxMBHOE
yupexaeHue.

Ecam no npoeKkty WMHCTpYKUMM NO AenonpousBoAcTBY MMEIOTCA pasHoriacua, MNpoBOAATCA
cornacutenibHble npoueaypbl (CoBelaHna) mexay npeacTaBUTeNIAMM apXMBHOMO YUPEKAEHUA W
rocy4apCTBEHHbIM  OPraHoOM, OPraHOM MECTHOro CamMoynpaBAeHWMs B  LEeNAX  BblpaboTKM
B3aMMOMNPUEMIEMOTO PeLEHMA.

PeweHne o cornacoBaHuM WHCTPYKUMM MO AE€N0NPOM3BOACTBY OQPOPMAAETCA MUCbMOM
COOTBETCTBYIOLLErO apPXMBHOMO Yy4YpexAeHus, HanpasAfdemMblM B afpec rocygapCTBEHHOro opraHa,
opraHa MecTHOro caMoynpasieHus.

Nocne cornacoBaHMA C apXMBHbIM  yypexgeHuem MHCTpYKLI,VI‘r'l no Aaenonponssoncrtey
yTBEPKAAETCA NPAaBOBbIM aKTOM roCcyaapCTBEHHOIO OopraHa, opraHa MeCTHOro camoynpas/sieHuA.

YTBEpKaeHHaa MHCTpYKUMA No AeNonpom3BOACTBY PacChbiNaeTca CTPYKTYPHbIM NoapasaeneHnam
rocy4apcTBeHHOro opraHa, opraHa MecTHOro CaMoynpaB/eHus.

BHeceHMe M3MeHeHUI B UHCTPYKLMIO MO Ae10NPOM3BOACTBY OCYLLECTBASETCA NPaBOBbIM aKTOM
rocyapCTBEHHOrO OpraHa, opraHa MeCTHOro CamoynpaB/ieHWUsA NOCAe COr1acoBaHUA M3MEHEHWIA ¢
APXUBHbLIM YUYpeEXKAEeHNEM, 33 UCKIIOYEHNEM M3MEHEHNI TEXHNYECKOTO XapaKTepa.

MyHKTOM 1.9 MpaBua 4enonpomsBoaCcTBa NPeayCMOTPEHO, YTO B OPraHax MCNONHUTEIbHOM BNACTH
cybbekToB Poccuiickoit depepauun, opraHax MECTHOTO CaMOyMpPaBAEHWA, UCMOAb3YIOWMUX eauHYto
CUCTEMY 3/IEKTPOHHOrO AOKYMeHToobopoTa (aanee - C3[), MOXKeT NPUMEHATbCA MHCTpyKuma no
OEeNonpounsBoOACTBY, YCTAHAB/AMBAKOWAA  eAWHbIN  NOpPAJOK  Oe/oNpPOM3BOACTBA B OpraHax
MCMONHUTENbHOW  BAacTM  cybbekToB  Poccuitickoit  Pegepauymn  M/mam  opraHax  MeCTHOroO
camoynpasneHua. CornacoBaHMe TakKMX UHCTPYKLMIA NO AeNONPOU3BOACTBY C aPXMBHBIM yUYpeKAeHNEM
npoBOAMUTCA B MOpAAKe, YCTaHOBAeHHOM [lpaBuiamu [enonpousBOACTBA ANA WHAMBUAYANbHbIX
WMHCTPYKLMIM NO Ae10NpPOon3BOACTBY.

MHCTPYKUMA MO [Aenonpou3BOACTBY AO/IKHA NpeaycMaTpuBaTb BO3MOMKHOCTb BbIMOHEHMSA
[eNonpousBoACTBEHHbIX onepauuin BHe C3[, B cinyyae ee HepaboTOCMNOCOBHOCTM UM NOPAJOK WX
BbIMNO/IHEHUS.

FocyaapcTBeHHbIe OpraHbl BnpasBe pa3pabaTtbiBaTb TUMOBbIE M/UAWM MPUMEPHbIE MHCTPYKLMU NO
AeNonpousBoAcTBY A7 TEpPPUTOPUANIbHBIX  OPraHOB WM NOABEAOMCTBEHHbIX  OpPraHW3aumi,
PYKOBOACTBYACH HAacTOAWMMM MeToANYECKUMU PEKOMEHAALUAMM.

lll. CTpyKTypa 1 coaepraHue NHCTPYKLUU NO AeN0NPOU3BoACTBY

3.1. O6wme nonoxKeHma
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B pasgene "O6bwme nonoxeHus" MHCTPYKUMM NO OeNONpPOU3BOACTBY PEKOMEHAYETCS yKasaTb
Ha3Ha4yeHMe MHCTPYKUMKU, 06NacTb ee NpPUMEHEHWUs, NPABOBble OCHOBAHMA Pa3paboTKM M NopPAAOK
NpPUMeHeHMS.

B pasgene "Ob6wme nonoxeHua" uenecoobpasHo OTMETUTb, 4YTO  WMHCTPYKUMA Mo
OenonpounsBoAcTBy paspabaTtbiBaeTcAd B LEeNAX YCTaHOBNAEHWA eauHbiX TpeboBaHMI K MoAroTOBKE,
06paboTKe, XpPaHEHUIO W  UCNOMb30BAHUIO  OOKYMEHTOB, 060pasylowuxca B AeATe/bHOCTU
rocy4apCcTBEHHOro opraHa, opraHa MECTHOTO camoynpaBs/ieHus, COBEpLUEHCTBOBAHWUA
OeNonpounsBoACTBa roCyAapCTBEHHOINO OpraHa, opraHa MecTHOro CaMoynpaB/IEHMA U MOBbIWEHMA ero
appeKTMBHOCTH.

MpaBoBbIM OCHOBaHWEM A/1A Pa3paboTKn MHCTPYKUMM Mo AeN0npon3BoACTBY aBastoTcs Mpasuna
AeNonpousBoACTBa, a TaKKe 3aKOHOAATe/lbHble U MHble HOPMaTMBHbIE NMpPaBOBble aKTbl Poccuiickoi
denepauyn B chepe MHPOpMaLUKM, AENONPOM3BOACTBA M APXMBHOMO AeNa, a TaKXKe MNOoJIoXKeHMe o
rocyAapCTBEHHOM OpraHe, perfiameHT rocyapcTBEHHOro opraHa, yctaB MyHuumMnanbHoro obpasoBaHms
M MHble HOPMATUBHbIE LLOKYMEHTbI FOCYAapCTBEHHOMO OpraHa, opraHa MecTHOro CamoynpaB/ieHns.

B pasgene "Ob6uwme nonoxeHua" WHCTpyKUMM nNo Aenonpous3BoAacTBy (npeaycmaTpusaeTcs)
oTMeYaeTcs, YTo:

MOJIOMKEHUA UHCTPYKLMM PaCnpoOCTPaHAIOTCA Ha opraHus3aumio paboTbl C AOKYMEHTamu Ha
H6YyMarKHOM HOCUTENE U 3NEKTPOHHbLIMU AOKYMEHTaMM, BKAtOYAA NOAroToBKY, 06paboTKy, XxpaHeHue u
MCMONb30BaHNE AOKYMEHTOB, OCYLLECTBAAEMble C NMPUMEHEHWEM WHPOPMALMOHHBIX TEXHO/IOTUI, a
C3[, npumeHsemas B rocyAapCTBEHHOM OpraHe, OpraHe MeCTHOrO CaMOYNpaBAEeHMA, AOJKHa
obecneumBatb BbiNosHeHWe TpeboBaHMIN MHCTPYKLMM NO AEN0NPON3BOACTBY;

nonoXeHna MHCTpyKumMn No 4enonpousBoAcTBY He pacnpoCTPaHAIOTCA Ha OpraHn3aumio pa60TbI c
AOKYMeHTaMU, cogepxawmmm ceeaeHna, CoCctaBaaoumne rocyaapCcreeHHyo TaVIHy,‘

ocobeHHOCTM paboTbl C  AOKYMEHTaMW,  COAEPKAMMW  CBEAEHMSA  OrpaHUYEHHOrO
pacnpocTpaHeHnsn, MNepCcoHabHble [AaHHble, PEryJMpyloTca OTAE/IbHbIMM HOPMATUBHbLIMU aKTamMM
(MHCTPYKUMAMK,  MONOXKEHMAMM, MNpaBUAaMK) TOCYLAPCTBEHHOrO OpraHa, oOpraHa MeCTHOro
camoynpaB/ieHus;

TpeboBaHMA MHCTPYKLMU NO 4enonpous3BoAcCTBY K paboTe ¢ KagpoBon, Byxrantepckon, Hay4yHo-
TEXHWUYECKOM M ApYrol cneumanbHOM [AOKYMEHTaUMen pacnpoCTPaHAOTCA AWlb B 4YacTW 0bLmx
NPMHUMNOB PaboTbl C AOKYMEHTAMM, a TaKKe OpraHM3auMu TeKyWero XpaHeHWAa [OOKYMEHTOB U
NOArOTOBKM UX K Nepefaye Ha apXMBHOE XpaHeHue.

B pasgene "O6wme nonoxeHma" MHCTPYKUMM NO AeNONPOU3BOACTBY roCYAapCTBEHHOMO OpraHa,
opraHa MeCTHOTO CamMOynpaBAeHMA  YKa3blBaeTCA  BKAOYEHWe/He  BKAKOYEHME  MNOJOXKEHUN,
peryaMpyroLLmx nopagoK pacCMOTPEHUS:

obpauweHuit rpaxkaaH Poccuitickoit depepalMm, MHOCTPAHHbIX rpaKaaH, nuy, 6e3 rpaxkaaHcTBa,
obbeAUHEHWNA TpaXaaH, B TOM 4ucCne lopuauMdeckux vy (ganee - obpaljeHue rpaxgaHuHa,
opraHusaummu), 1 BeaeHue AeNonpor3BOACTBa No 0bpalleHUAM rpaxKaaH, opraHnsaumi <3>;

<3> depepanbHblit 3aKkoH OT 2 mas 2006 r. N 59-d3 "O nopsaxke paccmoTpeHua obpalleHui
rpaxkaaH Poccuiickon deapepaumn” (CobpaHune 3akoHoaaTenbctea Poccuinckoit denepaunm, 2006, N 19,
cT. 2060; 2018, N 53, cT. 8454) (nanee - deaepanbHbiii 3aKkoH N 59-03).

3aNpocoB OPUANYECKMX W GU3MYECKUX AWML, B TOCYAAPCTBEHHbIM OpraH, opraH MecTHOro
camoynpasaeHus 0 NPefoCTaBNeHUM MHPOPMALUM O AeATeNIbHOCTM 3TOr0 OpraHa <4>;
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<4> depepanbHbit 3aKOH 0T 9 dpeBpana 2009 r. N 8-P3 "O6 obecneyeHun aoctyna K MHGopmaLmnm
O [eATe/IbHOCTU TOCYAapCTBEHHbIX OPraHOB WM OpPraHoB MecCTHOro camoynpasneHua" (CobpaHue
3aKoHoaaTenbcTBa Poccuiickont ®eaepaumm, 2009, N 7, cT. 776; 2018, N 1, cT. 7) (nanee - depepanbHbint
3aKoH N 8-93).

3aNpoCOoB rpakAaH M opraHM3aUnin 0 NPeaoCcTaBAeHNM rocyAapPCTBEHHbIX, MYHULMNAbHbIX YCAYT
<5>,

<5> depepanbHbiii 3aKoH OT 27 utona 2010 r. N 210-®3 "O6 opraHM3auumn nNpeaocTaBieHus
rocyaapcTBeHHbIX M MyHUUMNanbHbIX ycayr" (CobpaHue 3akoHoaaTenbctBa Poccuiickoit deaepauumy,
2010, N 31, cT. 4179; 2020, N 31, cT. 5027).

B cnyyae ecnu WHCTpyKumel no AOenonpouvsBOACTBY He peryavpyerca nopagoKk pabotbl ¢
YKa3aHHbIMW KOMMJIEKCAMM OO0KYMeHTOB, B pa3gene "Ob6uwue nonoxkeHus" OOMKHO ObiTb yKasaHo,
KaKMMWU HOPMATUBHbIMM aKTaMW B TOCY[lapCTBEHHOM OpraHe, OpraHe MeCTHOro ynpasaeHus
yCTaHaBAMBAETCA NOPALOK PaboTbl C AaHHBIMM KOMMJIEKCAMW [OKYMEHTOB.

B pasgene "O6uwme nonoxeHua" UHCTpyKUMKU MO AeN0NPON3BOACTBY AOJIKHO ObiTb OnpeaesneHo,
YTO OTBETCTBEHHOCTb:

3a OpraHun3auunto MU CoCToAHUE AeNnonpomsBoacTBa, a TaKXkKe CO6!'HO,CI,€HM€ TPEGOBaHMﬁ Mpasun
Aenonponssoacrtea B rocygapCTtBeHHOM OpraHe, opraHe MeCTHOro camoynpas/ieHNA BO3/1araetca Ha ero
pyrkoBoauTena nmbo nuUo, ncnonHAauee ero O6F|3¢’:IHHOCTM;

3a BeJeHMe M COBEpLIEHCTBOBaHME AENONPOU3BOACTBA HAa OCHOBE €AMHOM NOAUTUKU W
MPUHUMMNOB, NPUMEHEHNE COBPEMEHHbIX MHPOPMAaLMOHHbLIX TEXHOMOMMIN B paboTe C AOKYMEHTamM,
MEeTOAMYEeCKOe PYKOBOACTBO UM KOHTPO/Ib CODNIOAEHMA YCTAaHOB/AEHHOrO nopsagKka paboTbl C
[OKYMEHTaMM B roCy[apCTBEHHOM OpraHe, OpraHe MecTHOro CamoynpaB/ieHus, Bo3naraeTca Ha Caykoy
[enonpousBoACcTBa MAM TOCYAAPCTBEHHOTO (MYHMLUMNANbHOTO) cayKalero (paboTHuWKa) npu ee
OTCYTCTBMM;

32 oOpraHMsaumio paboTbl C [OKYMEHTaMM B  MHbIX CTPYKTYPHbIX MOApasaeNeHusx
rocyapcTBeHHOro opraHa, opraHa MecTHOro camoynpaB/ieHUA Bo3naraeTca Ha PyKoBoAUTeNein AaHHbIX
noapasaeneHunii inbo Anu, MCNONHALLMX ero 06Aa3aHHOCTY;

3a BeeHWe AeNoNpPoM3BOACTBA B UHbIX CTPYKTYPHbIX NOAPa3AeeHUAX rocy4apCcTBEHHOro OpraHa,
opraHa MeCTHOroO CaMOYMNPaB/JEeHMsA BO3/1araeTca Ha rocyAapCTBEHHbIX (MyHMLMNAAbHbIX) CAYMKalmx
(pabOTHMKOB) AaHHbIX CTPYKTYPHbIX MOApPa3geNeHuid rocyfapCTBEHHOTO OpraHa, opraHa MeCTHOro
camoynpasneHus (Janee - [eNONPOM3BOAUTENb CTPYKTYPHOTO MOApa3feneHns), KoTopble MOryT
BbINO/IHATL AaHHble 06A3aHHOCTM, B TOM YMC/IEe B NOPAAKE COBMELLEHUS.

CDYHKLI,MI/I, 3a4a4n, npaBa U OTBETCTBEHHOCTb CJ'IY)'K6bI Aenonponssoncrtea pernameHTUpyroTca
MO/IOXKEHUEM O HeMW. JonXKHOCTHbIEe obAsaHHOCTH pa6OTHMKOB Cﬂy>K6bI aenonponssoacrtea M
AEHOﬂpOM3BOAMTEHEVI CTPYKTYPHbIX nop,pa3p,eneHm7| rocygapCTtBeHHOro opraHa, oOpraHa MeCTHOro
camoynpasaeHna, yCtaHaBINBaOTCA JO0/TKHOCTHbIMU pernameHTamm (,CI,O}'I)‘KHOCTHbIMVI I/IHCTDYKLI,VIFIMM).

Paszgenom "Ob6wme nonoxeHma" MHCTPYKLUKM MO AeN0NPON3BOACTBY AOMKHbI ObiTb YCTAHOBAEHDI
obuwue TpeboBaHUA K opraHmn3aLmm paboTbl C JOKYMEHTAMM, B YaCTHOCTU:

PabOTHUKN  CTPYKTYPHbIX MOApasaeneHnid rocyaapcTBEHHOro oOpraHa, oOpraHa MecCTHOro
camoynpasneHus 06a3aHbl 06ecneunTb COXPAaHHOCTb HAXOAAWMXCA Y HWUX Ha WCMOJHEHUW WU
03HAaKOMJ/IEHUN [OKYMEHTOB M MPOEKTOB AOKYMEHTOB, a TaK)Ke Hepasr/ialleHue cogepkalleinca B
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YKa3aHHbIX OKYMEHTax M NPOeKTax AOKYMEHTOB cay*KebHol nHpopmauum;

nepegaya C/Ay»KebHbIX AOKYMEHTOB, UX KOMUI, NMPOEKTOB KOHTpareHTam, cpeacTtBaM MaccoBOM
MHPOpMaLUK, UHBIM FOCYAAPCTBEHHbBIM OpraHam, opraHaM MeCTHOro CamoynpaBaeHuUA, OpraHM3aunam
OONYCKAEeTCA TONIbKO C paspelleHua PyKoOBOAUTENA TOoCyAapCTBEHHOTO OpraHa, OpraHa MeCTHOro
camoynpas/ieHUsA NN MHOTO YNOJIHOMOYEHHOTO UM INL3;

rocy4apCTBeHHble (MyHUUMNaNnbHbIE) CayKawme, paboTHUKKU (panee - pPabOTHWMKKU) CTPYKTYPHbIX
noApasfeneHnin  TocyJapCTBEHHOrO  OpraHa, oOpraHa  MeCTHOTO  CamoynpaB/ieHUa  HecyT
OVCUMNIVMHAPHYID M MHYI  YCTAHOB/IEHHYIO  3aKoHOZaTenbCcTBOM  Poccuiickoii  depepaumm
OTBETCTBEHHOCTb 3a HecobtoaeHne TpeboBaHMI MHCTPYKLMM NO AeN0oNpon3BOACTBY;

nepesg yxoAom B OTMNYCK, Bble3gOM B KOMaHAMPOBKY, B CAyyae YyBOJIbHEHMA WAU nNepesBoAaa
(nepemeuierHma) no cay>kbe paboTHUKM 06A3aHbl nNepeaatb BCE HaXOAALWIMECA Y HUX AOKYMEHTbI
AeNonpousBoANTENt0  CTPYKTYPHOrO noAapasaeneHus  uamM  apyromy paboTHMKY MO yKasaHuio
PYKOBOANUTENA CTPYKTYPHOro noapasgenieHnn (npu yBoabHeHUM paboTHUKA UaM nepesogde no cayskbe
nepeaava AOKYMEHTOB M AN OCYLLECTBAACTCA MO aKTy).

3.2. OcHOBHbIE NOHATUA

B uenax obecneyeHWs OAHO3HAUYHOTO M TOYHOrO MOHUMAHMA MONOMEHUN WMHCTPYKUMM no
[e710NPOM3BOICTBY BCEMM PaBOTHUKaMM rocyaapcTBEHHOro opraHa, opraHa MecTHOro camoyrnpasieHus
B KaYecTBe CaMOCTOATENIbHOIO pa3fesia B MHCTPYKLMIO BKoYaeTca pasaen "TepMuHbl v onpeaenerms”.

B pasgen "TepMuHbl W onpeaeneHus" BKAOYAOTCA TEPMUHbI, ONpPeAeneHus KoTOopbIX
YCTaHOB/IEHbl 3aKOHOAATE/IbHbIMW, UHBIMU HOPMATUBHbBIMM NPABOBbIMM aKTaMM1, TEPMUHONOTMYECKMMMU
CTaHAapTamMu <6>, a NpU UX OTCYTCTBUM, - TEPMUHONOTMUYECKMMM CNAOBAPAMU <7>, a TaK¥Ke TePMMUHbI,
KOTOpble HE MMEIOT YCTAaHOB/IEHHbIX ONpeaeneHnin, Ho KoTopbiM MHCTpyKUuMein No AenonpousBoACTBY
npuaaeTcs BNosiHe onpeaeneHHoe 3HayeHue.

<6>OCT P 7.0.8-2013. Cuctema cTaHAapToB No nHbopmauum, 6ubaMoTeHHOMY U U34aTENbCKOMY
aeny. lenonponsBoaCcTBO U apxnBHOe aeno. TepmuHbl U onpegenenusa. - M.: CtaHgapTiHdpopm, 2014,

<7>YnpasneHuve AoKYMeHTaMKn. TepmuHbl n onpegeneHna. Cnosaps. - M., BHUNOAL, 2013. - 120
c.; CnoBapb BWAOB W PasHOBUAHOCTEN COBPEMEHHOM YNpaBAEHYECKOW [AOKymeHTauun/Pocapxus,
BHUNAOAL. - M., 2014. [2neKTpoHHbIN pecypc] - Pexnm [ocrtyna:
http://archives.ru/sites/default/files/2014-slovar-upravl-documents.pdf.

TepmuHbl, BKAtOYaemble B UHCTPYKLUMIO NO 4en0onpou3BOACTBY, NOAPA3AENAOTCA Ha:

- TepMuHbl, 0b6b03Havalowme oblmne NOHATUA (AOKYMEHT, AEeN0, Pernctpauma OOKYMEHTa,
HOMEHKNATypa 4en u ap.);

- TepMUHbI, 0603HaYaloLWMe eaMHUYHbIE NOHATUA (HOMEHKIATYpHbIe HAa3BaHMWA), TO eCTb NOHATUS,
OTHOCAWMEC TOJILKO K OAHOMY OOBEKTY WM BbICTYMaloWMe, KaK MNpaBwuio, €ro HanmeHOBaHWEM
(LlenapTameHT 3/71EKTPOHHOrO NpPaBuTENbCTBA, OO6LLeCTBEHHbIM coBeT, KOHTPO/IbHO-aHa/UTUYECKoe
ynpaBfieHve v gp.).

OCHOBHble [eN0MNPonN3BOACTBEHHbIE MOHATUA N UX oNpeaeneHua npuseaeHsl B npuaoskeHun N 1 K
HacToAWwmMM MeToANYECKUM PEKOMEHAALMAM.

Ecniv B MHCTPYKUMM NO AeNonpou3BOACTBY YNOTPebAATCA MHOrOCNOBHblE HAaUMEHOBaHMA
(CTPYKTYpHbIX NoApasfeneHunin, AONKHOCTEN, LOKYMEHTOB M Ap.) M Mo KoaudyecTsy ux bonee 3 - 5,
COCTaB/AETCA MNepeyeHb COKpaleHWn. ECnM MHOTOCNOBHbIX HaMMEHOBaHMM HEMHOro, nepeyeHb
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COKpallleHUA He CcOCTaBAAEeTCA, a MociAe MNepBoro ynotpebneHWa B TEKCTe MHCTPYKUUW MOHOro
HaMMeHOBaHMA BBOAUTCA €ro COKpallleHHOe HaumeHoBaHMe, 0603HaYyeHHoe C/I0BOM (CnoBamu) uam
abbpeBunaTypoi, Hanpumep:

"[lenapTaMeHT perMoHanbHoro passuTus (aanee - [IPP) co3aaH B cooTBeTcTBum C ...".

unu: "[lenapTaMeHT pernoHasbHOro passutua (panee - [lenaprameHT) co3gaH B COOTBETCTBMM C

"MonorkeHne o paboTe c 0b6palLeHMAMN rpaxkaaH B ... (ganee - MonoxeHne) onpegenset NopaaoK

3.3. lokymeHTUpOBaHUE ynpaB/eHYeCKon AeAaTeIbHOCTH

3.3.1. JoKymeHTbl rocy4apCTBEHHOro OpraHa, opraHa MecTHOro camoynpasaeHun

Mpasunamu aenonpoussBoactBa (NyHKT 2.1) ycTaHOBAEHO, 4YTO COCTaB [AOKYMEHTOB,
obpasyowmxca B AEeATENbHOCTM TOCYAAPCTBEHHOIO OpraHa, OpraHa MeCTHOro CaMoynpaBaeHUs
onpegensercA ero MOJIHOMOYMAMM, KPYrOM  BbIMOAHAEMbIX TFOCYAAPCTBEHHbIX  PYHKLUA U
NpeaoCTaBAAEMbIX FOCYAAaPCTBEHHbIX YCAYT, MOPAAKOM paspeLleHns BONPOCOB, 06beMOM U XapaKTepom
B3aMMOCBA3E€ C WMHbIMM TOCYAAPCTBEHHbIMM OpPraHammM, OpPraHamMm MeCTHOTro CamMoynpaBaeHus,
OpraHM3aunAMM, rpaxKaaHamm.

YcTaHaBAMBaeTcA TaKke (MyHKT 2.2 Mpasua 4eN0npons3BOACTBa), YTO B rOCYyAapCTBEHHOM OpraHe,
OopraHe MeCTHOro CamoynpaB/eHWA CO34aloTCA AOKYMEHTbl Ha OYMarKHOM HocCUTeNle, 3/1EKTPOHHbIe
AOKYMEHTbI (OKYMEHTbI, CO34aHHble B UMPPOBOIM dopme U MMEIOLLME CTATYC NOAJIMHHUKA AOKYMEHTA)
M 3NEKTPOHHbIE KOMWUM SOKYMEHTOB, NO/yYeHHble B pe3yabTaTe oundpoBKY (Hanpumep, CKaAHMPOBaHUA)
AOKYMEHTOB Ha BymarKHOM HocuTene.

B C3[, rocypapcTBEHHOrO OpraHa, OpraHa MeCTHOro CaMoOyMnpaBAeHUA WAW  UHOWM
MHPOPMALMOHHON CUCTEME, B KOTOPYHD BK/IHOYAIOTCA 3/1EKTPOHHbIE AOKYMEHTbI, NPU BU3yannsauuu
SNEKTPOHHbIX  JOKYMEHTOB M WX BOCMPOM3BEAEHWM Ha OymarKHOM  HocuTene  AOJIXKHbI
BOCMNPOU3BOAUTLCA PEKBU3UTBI, 06A3aTeNIbHbIE ANA COOTBETCTBYIOLLEIO BUAA AOKYMEHTA.

C3/1 rocynapCTBeHHOro OpraHa, opraHa MeCTHOro CamoynpaBiaeHUA MOXKEeT noaaepXuBaTb
YHKUMIO CO34aHUA 3NEKTPOHHbIX JOKYMEHTOB.

B cootsetctBuM c n. 2.8 Mpasun AenonpomnsBoACcTBa MNPM CO34aHUU 3/1EKTPOHHbIX AOKYMEHTOB
MCMONb3YIOTCA 3/1IEKTPOHHblE WabnoHbl 6AaHKOB M 3/IeKTPOHHbIE WabaoHbl (YHUPULMPOBAHHbIE
dopmbl) [OKYMEHTOB <8>, B TOM 4UMUC/NE, UHTEPaKTUBHble <9>, KOTOpble MO COCTaBy PEKBU3UTOB
OOKYMEHTOB A0/KHbI BbITb MAEHTUYHBI AOKYMEHTaM Ha ByMasKHOM HocuTese. dNEKTPOHHbIE WabioHbI
61aHKOB M 3/1EKTPOHHbIE WabN0oHblI AOKYMEHTOB A0/IXHbI 6bITb 3aLMLEHbl OT HECAaHKLMOHMPOBAHHbIX
N3MEHEHUN.

<8> JNEeKTPOHHbIN WabnoH 6raHKa - 6AaHK JOKYMEHTa B UundpoBon popme, NCMOIb3yemblit aas
CO34aHMA [OOKYMEHTOB B WHPOPMALMOHHOW CUCTEME; 3SNEKTPOHHbIA WabnoH AOKYMeHTa -
yHUdMLMpoBaHHaA popma AOKYMEHTA, MCNONb3yeMan AN CO34aHUA AOKYMEHTOB B MHPOPMaLMOHHOM
cUCTeMe M CoAep’Kallaa He TOMbKO PeKBM3UTbl 6naHKa B undposoii Gopme, HO M NOCTOAHHbIE YacTu
TEKCTa AOKYMEHTa.

<9> WHTepakTMBHAA ¢opma AOKYMEHTa MO3BO/MAET CO34aBaTb 3/IEKTPOHHbIN AOKYMEHT B
MHPOPMaLMOHHOM cUCTeMe B MpoLEecce Auanora C nosb3osaTesiem, Npu 3TOM NpeanonaraeTtcs, YTo
NHTepdENC COAEPKUT Pas/INYHbIE 3N1EMEHTbI YNPaBAeHNa (MeHI0, KOMaHAHbIe KHOMKK, NoAA A1a BBOAA
MHPopMaumn, cnucku), 6narogaps KOTOPbIM MOAb30BaTelb  MOXKET (GOPMUMPOBATb  AOKYMEHT.
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Ocob6eHHOCTb IOKYMEHTOB, CO3/1aBaeMbiX Ha OCHOBE MHTEPAKTUBHbIX POPM, - UX CBA3b C 6301 AaHHbIX,
MOCKO/IbKY B MpOLLecce CO34aHUA AOKYMEHTA 3HaUYUTeIbHasA YacTb MHPOpMaumm BbibupaeTca u3 6asbl
OaHHbIX, @ Ta 4acTb MHbOPMaLUKM, KOTOPas BK/OYAETCA B [AOKYMEHT KaK HoBas MHpopmaums,
CTaHOBMUTCA YacTbto 6a3bl AAHHbIX.

JNEeKTPOHHble WabnoHbl 6AaHKOB W 3/1EKTPOHHbIe WabnoHbl (YHUPUUMPOBAHHbIE ¢OpPMbI)
OOKYMEHTOB BK/AtOYalOTCA B MHCTPYKLMIO MO AENONPOU3BOACTBY UM YTBEPKAAIOTCA OTAENbHO B BUAE
anbboma WwabsoHOB 61aHKOB U WabA0HOB (YHUOULMPOBAHHbIX GOPM) LOKYMEHTOB.

3.3.2. bAaHKKU AOKYMEHTOB

JOKyMeHTbl TroCyfapCTBEHHOrO OpraHa, OpraHa MEeCTHOro CaMoynpaBieHUA Ha OymaxkHOM
HocuTene M3roTaBaMBatoTcA Ha 6s1aHKax dopmata A4 (210 x 297 mm) uam A5 (148 x 210 mm), npwm
HEeobX0AMMOCTU MOTYT UCNONb30BaTbCA BAaHKK dopmaTa A3 (297 x 420 Mm). DNEKTPOHHbIE AOKYMEHTbI
M3roTaB/IMBAlOTCA Ha OCHOBE 3/1IEKTPOHHbIX WAabAOHOB M AO0MKHbI MMETb YCTAHOB/IEHHbIA COCTaB
PEKBU3UTOB, MX PacnonoxeHne u obopmaeHue.

bnaHKN AOKYMEHTOB M3roTaBAMBAOTCA:

B ¢deaepanbHbiX OpraHax rocydapCTBEHHOM BAAaCTM W UHbIX deaepanbHbIX OpraHax C
BOCMnponsseaeHmem locyaapcTBeHHoro repba Poccuiickoit degepaumm B cootBeTcTBUm ¢ deaepanbHbim
KOHCTUTYLIMOHHbIM 3aKOHOM OT 25 gekabpsa 2000 r. N 2-®K3 "O lNocymapcteeHHOM repbe Poccuinckoi
depepaunn' <10>;

<10> degepanbHblt KOHCTUTYLUMOHHbIM 3akoH OT 25 pgekabps 2000 r. N 2-©K3 "O
locypapctBeHHom repbe Poccuiickont depepauun” (CobpaHue 3akoHopatenbcTBa Poccuinckold
depepaunn, 2000, N 52, cT. 5021; 2017, N 52, cT. 7916).

B rOCYy4apcTBEHHbIX OpraHax cybbektoB Poccuitickolt Peaepaummn ¢ BocnpoussBeaeHuem repba
(repanbanyeckoro 3Haka) cybbekta Poccuiickoii depepaumy B COOTBETCTBMM C 3aKOHOAATE/IbCTBOM
cybbekToB Poccuitickoint Pepepaunu;

B OpraHax MeCTHOrO CamoynpaB/ieHus - C BocnpousBedeHuem repba (repanbanyeckoro 3Haka)
OpraHa MecTHOro CaMoynpPaBAEHMUS B COOTBETCTBUM C MyHULMMNAAbHBIMMW NPABOBbIMU aKTaMMU.

MN3roToBneHne 6naHKOB Ha ByMarKHOM HocuTene ¢ BocnpousBeaeHnem FocypapcteeHHoro repba
Poccuitickoli  depepaumm ocylecTBASETCA B COOTBETCTBMM C MocTaHoBAeHWem [lpaBuTeNbCcTBa
Poccuitckoit ®epepaumm ot 27 aekabpa 1995 r. N 1268 <11>.

<11> NocTtaHoBneHue MpaBuTenbcTBa Poccuiickot deaepauunm ot 27 aekabpsa 1995 r. N 1268 "06
YyrNopAAoYEHNM U3TOTOB/IEHWSA, MWCMONb30BAHMA, XPAHEHUS U YHUUTOXKEHUA neyaTerd M 6GAaHKOB C
BocnpoussegeHnem focymapcreeHHoro repba Poccuiickon ®epepauymn” (CobpaHme 3aKoHOLATENLCTBA
Poccuiickol ®epepaummn, 1996, N 2, cT. 123; 2018, N 13, cT. 1808).

M3rotoBneHne nevateit n 6aaHKOB ¢ BocnpoussegeHuem locypapcTBeHHoro repba Poccuinckoi
depepaunn, repba (repanbauyeckoro 3HaKa) cybbekta  Poccuiickort  depepaumn, repba
(repanbamyeckoro 3Haka) opraHa MyHMUMNANbHOro o06pa3oBaHMA OCYLECTBAAETCA MO 3aKa3am
rocyapcTBeHHOro opraHa, opraHa MecTHOro camoynpas/ieHus.

CornacHo nyHKTy 2.6 Mpasua genonpounssoactsa 6/1aHKU AOKYMEHTOB roCcyAapCTBEHHOIO OpraHa,
OopraHa MeCTHOrO camoynpasneHua pa3pabaTbiBaloTcA B COOTBETCTBMM € TpeboBaHUAMM,
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YCTaHOBAEHHbIMU HaunoHanbHbiM cTaHgaptom OCT P 7.0.97-2016 <12> un yTBep»AatoTcA B COCTaBe
MHCTPpYKLMM NO AeN0oNpon3BOACTBY MW B BUAE KOMMJEKTa (anbboma) 61aHKOB.

<12> TOCT P 7.0.97-2016 "Cuctema cTtaHgaptoB no WHbopmauuun, 6mbnmvoteyHomy W
uspgatenbckomy aeny. OpraHusauMOHHO-pacnopAguTenbHas  AOKymeHTauma. TpeboBaHua K
odopmneHuto gokymeHtoB" (c MameHeHnem N 1). - M.: CraHgaptuHdopm, 2018. Pasgen 6 (panee -
FOCT P 7.0.97-2016).

BNlaHKM KOHKPETHbIX BMAOB [AOKYMeHTOB (61aHK npuKasa, 6n1aHK pacrnopakeHus, 6naHK
NOCTAaHOBNEHWA W Ap.) W3roTaB/AMBAlOTCA A/1A TeX BUAOB AOKYMEHTOB, WM3aHWE KOTOPbIX HOCUT
perynapHbli xapaktep. BnaHKM OOKYMEHTOB cnefyeT M3roTaBAMBaTb Ha 6esoit bymare unam Gymare
CBET/IbIX TOHOB.

B MHCTpYKUMK NO A,eN10NPOU3BOACTBY LienecoobpasHo YCTaHOBUTD:

nopaaoK pa3paboTKM, WU3roTOBAEHMA W BBeAeHMA B AelcTBue 6/1aHKOB  [IOKYMEHTOB
rocy4apCcTBEHHOro opraHa, opraHa MecTHOro CaMoynpaB/eHus;

BuAbl 61aHKOB;
TpeboBaHMA K U3roTOBAEHUIO BNAHKOB;
B HEOBXOAMMBIX CyYasx NOPAAOK yyeTa 61aHKOB.

FOCT P 7.0.97-2016 ycTaHaBAMBaeT Tpu BUAa 61aHKOB AOKYMEHTOB <13>:

<13> O6pasubl 61aHKOB AOKYMEHTOB NpuseaeHbl B MpunoxkeHnn b kK TOCT P 7.0.97-2016.

obwmit bnaHk;
61aHK NUCbMa;
61aHK KOHKPETHOTO BUAA AOKYMEHTa.

O6wmin 6MaHK rocygapcTBEHHOrO OpraHa, opraHa MEeCTHOro camoynpasneHusa <14> BKatoYaer
peksmsnTbl: 01 "Tepb (FocymapcTBeHHbIN repb Poccuitckolt dDepepaumm, repd cybbekta Poccuiickoin
depepaunn, repb (repanbauuyecknini 3Hak) MyHuumMnanbHoro o6bpasosanus)", 05 "HaumeHoBaHue
opraHusaumu - aBTopa AokymeHTa"; 13 "MecTo cocTtaBneHus (M3gaHuns) AoKymeHTa".

<14> B HacTosiwee Bpema obwwuii 6AaHK BbIXOAMT M3 ynoTpebaeHus. Ero ucnonbsyoT
rocyZapCTBEHHbIE OPraHbl, OpPraHbl MECTHOTO CaMOYMNpPaBJEHUS, MPUMEHAIOWME WUCKAYUTENbHO
61aHKM Ha BymakHOM HoOcuTene, M3roTaB/iMBaemble TUNorpadpckum cnocobom. B rocyapCTBEHHbIX
OpraHax, OpraHax MeCTHOTO CaMOYMNpPaBJEHUs, HEe WCMOb3YyWNUX 6NaHKK, W3rOTOB/IEHHbIE
TMnorpadcknum cnocobom, BmecTo obLLero 61aHKa UCMONb3YIOTCA 3/IEKTPOHHbIE WaboOHbl KOHKPETHbIX
BMA0B LOKYMEHTOB.

Echn obwmit 6n1aHK uMcnonb3yeTca Kak bONaHK CTPYKTYPHOro noapasfeneHus uam 6naHk
OO/KHOCTHOMO /LA, AONOJHUTENbHO YKa3lbiBaeTcs peksu3uT 06 "HanmmeHoBaHWe CTPYKTYpHOro
noapasgeneHusa - aBTopa AOKYMeHTa" mau, cooTseTcTBeHHo, 07 "HamMmeHoBaHMe AOMKHOCTM Auua -
aBToOpa AOKYMeHTa".
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Kpome nepeuyncneHHblXx PEKBU3UTOB, Ha obuiem 6s1aHKe NPOCTaBAAKTCA OrpaHUYUTENbHbIE
oTMeTKM ans peksmsntoB 10 "[Jata gokymeHTa"; 11 "PerncrpaumoHHbii Homep aokymeHTta"; 16 "Tpud
yTBEPKAEHUA fOKYyMeHTa"; 17 "3aronoBokK K Tekcty".

O6wmin 6naHK UCNo/sb3yeTca AN U3roTOB/IEHMA NIOObIX BUAOB AOKYMEHTOB, KpOMe Aen0BOro
(cny»ebHoro) nucbma.

BfaHK nucbma rocyZapCTBEHHOrO OpraHa, OpraHa MeCTHOro CamMoyrpaB/ieHUs BKJ/OYaeT
pekBmsnTbl: 01 "Tepb (FocypapcTBeHHbIN repb Poccuitckolt depepaumm, repd cybbekta Poccuiickoin
depepaunn, repb (repanbauyeckmin 3HaK) MyHuMumMnanbHoro o6bpasoBaHuA)", 05 "HaummeHoBaHue
opraHusaumm - aBTOpa [AoKymeHTa"'; 08 "CnpaBouHble JaHHble 06 opraHusaumMmn', a TaKkKe
OrpaHUYMTENbHblIE OTMETKM ana pekBusmtoB 10 "[daTta AokymeHTta"; 11 "PerncrpauMoHHbIA HOMep
AoKymeHTa"; 12 "CcblnKa Ha pPerncrtpaumoHHbIt HOMep M AaTy NOCTynuBLIEro AoKymeHTa"; 15
"Agpecat".

B 6naHKax MMcem CTPYKTYPHbIX nNoapasfaeneHuii rocygapCTBeHHOro opraHa, opraHa MecTHOro
CaMoynpaB/eHNA AOMNOJIHUTENIbHO K MNepeyncineHHbIM Mcnonb3yeTca peksusut 06 "HammeHoBaHue
CTPYKTYPHOTO noApasaeneHums - aBTopa AOKYMeHTa", a B 6/1aHKax NMMCEM AOJINKHOCTHbIX /INL, - PEKBU3SUT
07 "HanmeHoBaHMe O0MKHOCTU IMLLA - aBTOPA AOKYMeEHTa".

BflaHK  KOHKPETHOro BWAa [OOKYMEHTa rOCYyZapCTBEHHOrO OpraHa, oOpraHa MecTHOro
camoynpasneHus BK/toyaeT pekBumsuTbl: 01 "Mepb (FocyaapcTBeHHbIt repb Poccuiickoin Peaepaumn,
repb cybbeKkta Poccuiickon Peagepauuu, repb (repanbamyeckunii 3Hak) MyHULMNanbHoro obpasosaHus)”,
05 "HammeHoBaHMe opraHM3auuu - aBTopa AokymeHTta"; 09 "HammeHoBaHWe BuMaa AoKymeHTa", 13
"MecTto cocTaBneHus (M3gaHus) AOKYMeEHTa", a TaKXKe OrpaHMUYUTE/IbHble OTMETKM ANA pekBusutos 10
"NaTta gokymeHTa"; 11 "PernctpaumoHHbIin Homep AokymeHTa"; 16 "Ipud yTBepKaeHMA AOKYMeHTa"; 17
"3aroI0BOK K TeKCTy".

Ecnv B rocyfapCTBEHHOM OpraHe, opraHe MEeCTHOTO CamoynpaB/ieHWa Wcnosb3yetca 6naHK
KOHKPETHOTO BMAA [JAOKYMEHTa CTPYKTYPHOrO noapasfaeneHus (JOMKHOCTHOrO Aauua), B 61aHK
[OMONHUTENIbHO BKAtOYaeTca pekeusnT 06 "HammeHoBaHMe CTPYKTYPHOro noapasfaeneHus - aBTopa
[OKYMeHTa", WKW, COOTBETCTBEHHO, - pekBu3uT 06 "HavmeHoBaHMEe [O/IKHOCTM /WUa - aBTOPA
OOKyMeHTa".

B 3aBMCMMOCTM OT KOMMNETEHLMMU FOCYAAPCTBEHHOIO OPraHa, opraHa MecTHOro CaMoynpaBAeHUs 1
NOJHOMOUMI PYKOBOAMUTENA MOMKET BbITb NPeAyCMOTPEHO UCNO/b30BaHME CAeAyoWwnX BUA0B 61aHKOB
OOKYMEHTOB:

61aHK NpUKasa;

61aHK yKasa;

61aHK NOCTaHOBNEHUS;

61aHK pacnopsAMKeHUs;

61aHK yKa3aHus;

61aHK NpoTOKONa (KoA/iernu, coselllateibHoro, KOOPANHALMOHHOMO, METOAMYECKOro opraHa);
61aHK NCbMa rocyAapCcTBEHHOrO OpraHa, opraHa MecTHOro camoynpasaeHus;

6naHK nUCbma AO/KHOCTHOIo nnua (DYKOBOAMTEJ'IFI, 3amecTuTena pyroBoauTena
rocygapCTBeHHOro opraHa, opraHa mectHoro CaMOVI'IpaB}'IEHMFI),'

6naHK nMcbma CTPYKTYPHOIro nogpasgeneHnAa rocyaapCrBeHHOro opraHa, opraHa MeCTHOro



camoynpaBneHus;

6/1aHK NMCbMa rocyaapCcTBEHHOrO opraHa, opraHa MeCcTHOro Camoynpas/ieHUsa A1A Nepennuckn ¢
3apy6eHbIMN KoppecrnoHaeHTaMu;

61aHK(n1) pesontounii;

61aHKU MHbIX BUAOB AOKYMEHTOB (NMOPYyYeHMI, aKTOB, NpeaynpexKAeHUn, paspelleHunii u ap.),
M34aHWe KOTOPbIX NPeayCMOTPEHO MOJIOKEHUAMM, PETIAMEHTAMU U MHBIMU HOPMATUBHbLIMKW aKTaMu
rocyAapCTBEHHOro opraHa, opraHa MecTHOro CamoynpaB/ieHus).

BnaHKM  OOKYMEHTOB [OCYJApPCTBEHHOrO OpraHa, opraHa MeCTHOro camoynpas/ieHuA
pa3pabaTbiBAlOTCA HAa OCHOBE YI/IOBOrO WM NPOAO/ALHOIO BapuMaHTa PacroNOXEeHUA PEKBUIUTOB: Npu
YII0BOM BapWaHTe pPeKBU3UTbl 6/1aHKa pacnonaratotca B BEPXHEM JIEBOM YI/ly B COOTBETCTBUM C
npunoxenmem b.1 kK TOCT P 7.0.97-2016, npn nNpoao/ibHOM - BbIPAaBHMBAKOTCA NO LEHTPY BAO/b
BEPXHEro noasa AOKYMeHTA B COOTBETCTBUM C npunoxeHnem b.2 Kk TOCT P 7.0.97-2016.

Bonblias yacTb pPeKBM3UTOB OnaHKa pasmellaetcs B pabouel 30He AoKymeHTa. WckalouyeHue
coctaBnsieT pekeusut 01 "Tepb (FocymapcTeeHHbIi repb Poccuitckoit depepaumn, repb cybbekTa
Poccuitickoit depepaummn, repb (repanbgmMyecknit 3HakK) MyHMUMNanbHoOro obpasoBaHus)", KOTOpbI
pacnonaraetca Hag peksusmtom 05 "HaumeHoBaHMe opraHusauMu - aBTOpa [AOKYMeHTa", YyacTUYHO
3axBaTblBan YaCTb BepPXHero noas AoKymeHTa (He 6onee 10 mm).

B rocyaapcTBeHHbIX OpraHax, opraHax MEeCTHOro camoynpasieHnsa cybbekToB Poccuitckoi
depepaumn, UCNONb3YIOWMX HapAAY C PYCCKUM A3bIKOM rOCYAapCTBEHHbIN A3blK (rocyaapCTBEHHble
A3bIkK) pecnybaunk B coctase Poccuitckoin deaepaumm, NCNonb3yoTca 61aHKN JOKYMEHTOB Ha PYCCKOM
A3blKe M roCyAapCTBEHHOM A3blKe (rocyAapCTBeHHbIX A3blkax) pecnybivMK B coctase Poccuitckoi
depepauun: yrnosble (PeKBM3UTbl BGiaHKa pacrnonaraloTcd Ha OAHOM YPOBHE: Ha PYCCKOM fi3blKe -
cfeBa, Ha rocyAapCTBEHHOM f3blKke (rocyAapcTBeHHbIX A3blkax) pecnybivMKk B coctase Poccuiickow
depepauun - cnpasa) AN NPOAOSbHbIE (BCE PEKBU3UTLI BNaHKa Ha PYCCKOM A3bIKE - BBEPXY, HUMXKeE - BCe
PeKBM3UTblI BiaHKa Ha rocydapcTBEHHOM A3blKe (rocyAapcTBEHHbIX A3blkax) pecnyb/ivMK B cocTase
Poccuiickoli denepaumm).

[nA nepenuckMm C MHOCTPAHHbLIMW KOPPECMNOHAEHTaMM [OCYAAapPCTBEHHbIE OPraHbl, OpraHbl
MECTHOrO CamoynpaB/JEHNA MOrYT UCMO/b30BaThb YIr0Bble 61aHKM AOKYMEHTOB Ha PYCCKOM A3bIKE U
OAHOM M3 MHOCTPaHHbIX A3bIKOB (PEKBU3UTbI 6AaHKa pacnosaraloTca Ha OAHOM YPOBHE: Ha PYCCKOM
A3blKe - CIeBa, Ha O4HOM M3 MHOCTPAHHbIX A3bIKOB - CNPaBa) AWM NPOAO/bHblE (PEKBM3UTLI BaaHKa Ha
PYCCKOM A3blKE - CBEPXY, HUKE - PEKBU3UTbI 61aHKa Ha O4HOM M3 MHOCTPaHHbLIX A3blkoB). O6pasLbl
6/1aHKOB [LOKYMEHTOB rOCyAapCTBEHHbIX OPraHoOB, OPraHOB MECTHOro CamMoynpasieHusA NpUBeAEHbI B
npunoskeHnn N 2 K HacToAWwMM MeToaNYECKMM peKoOMeHAaLMUAM.

Cnym6a aAenonponssoncrtsa rocyaapCrBeHHOro opraHa, OpraHa MeCTHOro camoynpaBieHuA
Bnpase BeCTU y4yeT MUCNOJ1Ib30BaHWUA 6naHkoB. B 3atom cniy4yae B MHCprKLI,MM no agenonpounssoncrey
YCTaHaB/INBAKOTCA:

nogpasgeneHve (paboTHUK), oTBevyaloWMli 3a BedeHME YydyeTa WCMNoAb30BaHWA 6AaHKOB
OOKYMEHTOB;

dopma KypHana yyeTta 61aHKOB;

NnopAAOK Bbldaun 61aHKOB B CTPYKTypHble MoapasgeneHua rocygapCTBEHHOro opraHa, opraHa
MECTHOr0O CamoynpaB/ieHNsA, BO3BPaTa U YHUUTOMKEHUA MCNOPYEHHbIX 61aHKOB.

3.3.3. O6wme Tpe60oBaHMA K U3TOTOBNEHUIO AOKYMEHTOB

MHCprKLI,VIet;I no Aenonponssoncrtey rocygapcCrseHHOro OpraHa, OpraHa MEeCTHOTIo
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caMoynpasneHusa YCTaHaBAMBAIOTCA Pa3Mepbl CAYXKebHbIX Monel Ha AOKYMEHTe, NpaBuMaa Hymepauum
CTPaHWL, [OKYMEHTa, TrapHUTypa (rapHuTypbl) WpPMEOTOB, MENKCTPOUHbIE MHTEpPBaAbl W  Apyrue
0CO6EHHOCTM BHELHEro opopMIEeHUs SOKYMEHTA.

B cootsetctBun ¢ NOCT P 7.0.97-2016 cay*KebHble NOAA Ha AOKYMEHTE A0/KHbI ObITb HE MeHee
<15>:

<15> FOCT P 7.0.97-2016 ycTaHaB/AMBaET TaKMKe, YTO AOKYMEHTbl AAuTenbHbiX (cBbiwe 10 neT)
CPOKOB XpaHeHUs A0/IKHbl UMETb neBoe nose He meHee 30 MM. ITO NONOXKEHNE MOXKET ObITb YYTEHO
npu paspaboTke 61aHKOB TEX BUAOB AOKYMEHTOB, KOTOPbIE MMEIOT AUTE/IbHbIE CPOKM XPAHEHUS.

20 MM - neBoe;
20 mm - BepxHee;
20 MM - HUXKHee;
10 mm - npasoe.

B npoeKkTax 3aKOHOAZATENbHbIX aKToB, aKToB [pe3naeHTa Poccuitckont degepaumm (yKasos u
pacnopsxeHun), aktoB lNpaBuTenbctBa Poccuiickon Pepepaummn (NOCTAaHOBAEHUIA U PACNOPSAIKEHUN)
YCTaHaB/AMBAOTCA NOAS, B COOTBETCTBMM C NOPALKOM MOAFOTOBKM YKa3aHHbIX akTOB (cm. pasgen 3.3.5.).

MHCTpYKuMen Mo [OenonpousBOACTBY MOMKeT ObiTb MpeaycMOTPEHa BO3MOMHOCTb CO34aHMA
[OKYMEHTOB Ha /NLEBOM M 0BOPOTHOM CTOpOHax /ucTa. Mpu ABYCTOPOHHEM CO34aHWM AOKYMEHTOB
LUIMPUMHA NEBOro Mo Ha NNLEBOM CTOPOHE JICTa WM NPaBOBOro noaa Ha 0BOPOTHOMN CTOpPOHe /AnCTa
[AONXHbI 6bITb PaBHbI.

Mpn co3gaHuM AOKYMeHTa Ha ABYX M Oosee CTpaHMLax BTOPYH M Nocaeaylowme CTpaHWUubl
HyMepyloT apabcknumm umbpamm nocepeanHe BepxXHeEro noas Ancta 6e3 Kaknx-1mbo AoNOAHUTENbHbIX
3HaKoB (Tupe, aeducos: - 3 -) uam cnos "c.", "ctp." (cTpaHnua).

FOCT P 7.0.97-2016 ycTaHOBAEHO, YTO A/1A CO34aHUA AOKYMEHTOB HeobxoAuMMOo MCNo/b30BaTb
cBOb6OAHO pacnpocTpaHaemble HbecnnaTHble WpndTbl pasamepos N 12, 13, 14 <16>. 310 AonxeH ObITb
WpNT, ABNAOWMIACA METPUUYECKMM aHasorom rapHutypbl Times New Roman, obnagatowmi
CNeayoWwUMmN XapaKTepUCTUKaMK: WPKNGT ¢ 3acedkamu (serif), nponopunoHanbHbI, TPaAULMOHHOIO
HayepTaHwus, genosoro ctuas. Mpu coctaBneHnun Tabany, moryT ncnosbsosatbea wpndtol N 10, 11, 12.

<16> CraHAapT He Ha3blBaeT KOHKPETHbIX FapHUTYp WpPUEOTOB, MCMONb3YEMbIX NPU CO34AHUU
OOKYMEHTOB, B CBA3W C Tem, 4TO nocTaHosnaeHwem [lpaButenbctBa Poccuitickonr Pepepauun ot 16
Hosbpa 2015 r. N 1236 "O6 ycTraHOBAEHWW 3anpeTa Ha AONYCK NporpammHoro obecneyeHus,
NPOUCXOAALLErO U3 MHOCTPAHHbIX FOCYAAapCTB, A/1a Lesel OCyLLEeCTBAEHMSA 3aKyNnoK ana obecneyeHus
rocyapCcTBEHHbIX U MyHUUMNANbHbIX HyXx4" (CobpaHMe 3aKkoHoaaTenbCcTBa Poccuiickon ®eaepaumm ot
23 HoabpAa 2015 r. N 47 ct. 6600; 2019. N 15. C1. 1754) BBEAeH 3anpeT Ha UCNO/b30BaHME opraHammu
rocyfapcTBEHHOM BNAaCTM WM OpraHaMM MECTHOFO CaMOYMpPaBAeHMA MPOrpaMm ANA  3/EKTPOHHbIX
BbIYMCAUTENBHBIX MalMH M 633  AaHHbIX, MNPOUCXOAAWMX W3  WMHOCTPAHHbIX rOCygapcTs, a
pacnopsxeHnem lpasutenoctsa Poccuiickont ®egepaumnm ot 26 utona 2016 r. N 1588-p yrBepxaeH
nnaH nepexoga denepanbHbIX OPraHOB UCMONHUTENBHOM BAACTU U FOCYHAPCTBEHHbIX BHEOOAMKETHbIX
¢$OHA0B Ha MCNO/Ib30BaHME OTEYECTBEHHOIO OPUCHOIO NPOrpammMmHoro obecneyeHus.

Mcnonb3yeman Ans cO34aHUA JOKYMEHTOB rapHUTYpa wprdTa SO/KHA:
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peann3oBbiBaTb HabOP CUMBOJIOB TATUHCKOTO W KUPUAANYEcKoro andasuToB, a TakKe andaBuToB
rocyaapcTBeHHbIX A3bIKOB pecnybank B coctaBe Poccuiickon depepaumun M UHbIX A3bIKOB HapoaoB
Poccuiickoin Pepepaunu, onpeaenaembix 3aKOHOAATENbCTBOM pecnybaunk <17>;

<17> Cratba 16 3akoHa Poccuiickoit ®egepaumnm ot 25 oktabpa 1991 r. N 1807-1 "O s3biKax
HapogoB Poccuitickolt ®epepaumn’ (Begomoctu cbesga HapoaHbIx AenytatoB Poccuiickon deaepaumnn
n BepxoBHoro CoseTa Poccuiickoit ®egepaumm oT 12 gekabpsa 1991 r.,, N 50, cr. 1740; CobpaHue
3aKoHogaaTenbcTBa Poccuiickon deaepaunu, 2020, N 31, cT. 5027).

pacnpocTpaHATbCA npaBoobnafaTesieM Ha OCHOBE NPOCTON (HEUCKAOUMTENbHOM) NULEH3UW,
COOTBETCTBYIOWEN TpeboBaHMAM 3aKoHoZaTenbcTBa Poccuiickoit depepaumm M NpefoCcTaBAsOLWEN
HeorpaHW4YeHHOMY Kpyry auy, Ha 6e3BO3Me3[HON OCHOBE Ha BECb CPOK AEWUCTBUA UCKIOUYUTENbHbIX
npaB Ha rapHUTYpbl WPMPTOB MpaBa Ha MCMOJb30BaHME, PACNPOCTPaHEHWe, BOCMPOM3BELEHME U
moauduKkaumio rapHuTyp wpnudToB Ha Bcel Tepputopum Poccuiickon depepaumm 6e3 Kakux-nmbo
OrpaHNYEHUN.

MpM NoAroTOBKE TEKCTOB AOKYMEHTOB WCMNO/b3yeTcAa ab3auHbli OTCcTyn, pasBHbin 1,25 cm.
3aroNoBKM pasgenoB M NoApasAenosB MevyatarTcAa ¢ ab3auHbiM OTCTYNOM MAM BblPaBHMBAKOTCA MO

LEeHTpPY.

AG3auHbI  OTCTYN WCMNO/Mb3YEeTCA TONbKO MNPW  WM3roTOBAEHMM TEeKCTa [AOKYMEHTa, HO He
npMmeHseTca npu  0GOPMIEHUM PEKBU3UTOB. PEKBU3UTbI [OKYMEHTA: 3aro/ioBOK K  TEKCTY
(odopmnaemsblit cneBa noA pekeusMTamu 61aHKa), OTMETKA O MPWAOXKEHMM, NOAMNUCb, OTMETKa 06
UCMONHWUTENE), a TaKKe 3aKNuuTeNbHaa 3STUKeTHaa ¢pasa "C  yBarkeHueMm," neyvaTtaloTcs
HenocpeACcTBEHHO OT rPaHMLLbl 1€BOrO MONSA.

TeKcT ooKymeHTa, B cootBeTcTBumM ¢ TOCT P 7.0.97-2016, nevaTtaetca yepe3 1 - 1,5 meKCTPOYHbIX
MHTepBana <18>. 3To O03HayaeT, 4YTO MNpPU COCTaB/EHUU [OKYMEHTOB MOXeT WCNOo/b30BaTbCA
MEXKCTPOYHbIN WHTepBan (npoben) ot ogHoro Ao 1,5. Mpu NOAroToBKE AOKYMEHTOB B TEKCTOBOM
pefaKkTope MeXKCTPOYHbIN Npoben MoXKeT ObiTb YCTaHOBAEH B pexxume "MHOXUTENb" U M3MepAaTbeA
Be/IMYMHAMM B MpomMexKyTKke oT 1 o 1,5.

<18> MeKCTpOouHbIi Npoben (MHTepBan), UM UHTEPSIMHBAXK, - PACCTOSHUE MENKIY CTPOKamu B
TEKCTe, TOYHEEe, - PACCTOAHWE MEXAY HUMKHEM U BepXHer NMHUAMMU CMEXKHbIX CTPOK. MeKCTpoUHbIn
WMHTEPBA/T U3MEPSETCS B MYHKTaX UKW MHTepBanax. MexcTpoUHbI MHTepPBan M War nucbma (pacctosHue
MEeXKAY COOTBETCTBYIOLLMMMU TOYKAMMU OCEBbLIX JIMHUIA ABYX CMEMHbIX 3HAKOB, HaXOAALUMXCA Ha OAHOM
CTPOKe) Npu co34aHUU AOKYMEHTOB ycTaHasamBaeT cTaHaapT MCO 4882:1979 "OducHble MallunHbl U
obopynoBaHue gns obpaboTkM AaHHbIX. MIHTepBanbl MeXay CTPOKaMuM U 3HaKamu'. MeXKCTPOUHbI
MHTepBan paseH 4,233 mm (1/6 atoiima); war nucbma - 2,54 mm (1/10 aroinma).

MHOI’OCTpO‘-IHbIe PEKBU3NTbLI NEeYaTaloTCA Yepes3 oguH Me>KCTpOL-IHbIl7I MHTEpBaAa, COCTaBHblE 4YaCTn
PEKBU3NTOB <19> oTaenaTca AO0NOAHUTENbHbLIM MHTEPBA/IOM.

<19> B AenonpousBOACTBEHHON TEPMWMHONOIMWM HET MOHATUA "COCTaBHaA 4acTb PeKBu3nTa".
OCHOBbIBasACb Ha MpPAKTUKE [AOKYMEHTUPOBAHWUA, MOXHO NPeanosioXUTb, YTO O COCTaBHbIX 4YacTax
PEKBU3NUTA MOMKHO FOBOPUTb, Hanpumep, npu odopmineHun pekBmsuTa "Agpecat” B cayyasx, ecan B
COCTaBe 3TOro PeKBM3MTa YKa3bIBAETCA MOYTOBbIN agpec KoppecnoHaeHTa (Homep TenedoHa-pakca nam
afpec 3/IeKTPOHHOM NoYTbI).
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EcAn fOKYMEHT roToBuUTCA A4 U34aHMA C yMeHblleHMeM MacwTaba, TeKCT neyaTaeTca yepes 2
MEMKCTPOYHbIX MHTEPBANa.

NHTepBan mexay bykBamu B C/I0Bax - 0ObIYHbIN, MHTEPBAN MEXAY CI0BAaMU - 0ANH Npoben <20>.

<20> MebyKBeHHbI Npoben - 3To HesanevyaTaHHbIe NPOMENKYTKU MexXay BYKBEHHbIMU 3HaKamu,
a MeXKCc/I0BHbIN Npoben (anpow) - npoben, oTaenatowmnii og4HO C0BO OT APYroro.

COGIII-O,D,EHME AaHHbIX nosioXkeHun obecneuymsaet 3ProHOMMNYHOCTb NpU pa60Te C TeKCTOM
AOKYMEHTAa.

DNEeKTPOHHble [AOKYMEHTbl ToCy4apCTBEHHOro oOpraHa, oOpraHa MeCTHOro camoynpasaeHusa
OONIXHbI co3aaBaTbcs B dopmaTax, obecneymBaroLMx ayTeHTUYHOCTb, AOCTOBEPHOCTb, LLEe/0CTHOCTb M
HEeU3MEHHOCTb 3/1EKTPOHHbIX JOKYMEHTOB, MPUTrOAHOCTb MX AJ1A UCMOJIb30BaHMUA.

MporpammHoe obecrneyeHne TEKCTOBbIX U TaBINMYHbIX PegaKTOPOB, UCNOJIb3YEMbIX O/ CO34aHUA,
pPeaaKkTMPOBAHNA U COXPaHEHUs JIOKYMEHTOB, A0/IKHO obecneunsatb <21>:

<21> MNocTtaHoBneHue MpaBuTtenbctBa Poccuiickon Pegepaunmn ot 23 mapta 2017 r. N 325 "06
YTBEPKAEHUN [AOMNONHUTE/bHbIX TPebOBaHWI K nNporpammam A0S 3/EKTPOHHbIX BbIYUC/IUTENBHbIX
MaWnH M 6asam [aHHbIX, CBEAEHUS O KOTOPbIX BK/IOYEHbl B PEecTp POCCUMCKOro NporpammHoro
obecrneyeHnss, N BHECEHUN M3MEHEHUN B npaBuia GopmmpoBaHUs U BedeHus EanHoro peectpa
POCCUMIACKMX MNPOrpamMm A/1A 3/1eKTPOHHbIX BbIYUCAUTE/IbHBLIX MaliMH U 6a3 aaHHbIX" (CobpaHue
3aKoHoaaTenbcTBa Poccuiickon depepauum, 2017, N 14, cT. 2062; 2018, N 12, cT. 1683).

CO3JaHMe 3/IeKTPOHHbIX TEKCTOBbIX [OKYMEHTOB, B Tom uucne B ¢opmatax Open Document
Format n Office Open XML (OOXML, DOCX);

OTKPbITUE CYLLECTBYIOLLMX 3/IEKTPOHHBIX TEKCTOBbLIX AOKYMEHTOB, B TOM Yucie B ¢opmaTtax Open
Document Format n Office Open XML (OOXML, DOCX);

COXpaHEHWE  3NEKTPOHHOrO  TEKCTOBOFO  AOKYyMeHTa B  ¢opmaTax, noaaepXuBaemMbix
nporpammHbiM obecrneyeHnem, B Tom yncie B popmatax Open Document Format, Office Open XML
(OOXML, DOCX) u Portable Document Format (PDF);

co34aHMe HOBbIX 3/IeKTPOHHbIX Tab/MYHbIX AOKYMEHTOB, B TOomM uucne B ¢opmatax Open
Document Format un Office Open XML (OOXML, XLSX);

OTKPbITUE CYLLECTBYIOLMX 3/1IEKTPOHHbIX Tab/MUYHbIX AOKYMEHTOB, B TOM Yucie B popmaTax Open
Document Format un Office Open XML (OOXML, XLSX);

coxpaHeHwue Tabnauy B bopmaTax, NogaepKMBaemMbIxX NPOrpammMmHbIM obecneyeHnem, B TOM Ymcne
B popmaTtax Open Document Format, Office Open XML (OOXML, XLSX) u Portable Document Format
(PDF).

MporpammHoe obecrieyeHmne, UCNoNb3yemoe AN CO34aHMA SNEKTPOHHbIX JOKYMEHTOB B dopmaTe
Portable Document Format (PDF).

®aiinbl  3NEKTPOHHbLIX [OKYMEHTOB M 3/IEKTPOHHbIX KOMWI  [JOKYMEHTOB, nepeaaBaemMblx
nocpeactsom M30, ¢ BHeAPEHHbIMM rPadUUECKMMM 31EMEHTAMM PErUCTPALMOHHBIX AaHHbIX (AaTbl
[OKYMEHTA U PErMcTPaumMoOHHOrO HOMepa AOKYMEHTa) U OTMETOK 06 3/1eKTPOHHOM MOAMNUCU AO/KHbI
nmetb popmat PDF/A-1 <22>.
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<22> Pasgen Il TpeboBaHW K  OPraHM3aLMOHHO-TEXHUYECKOMY  B3aMMOAENCTBUIO
rOCYyZapCTBEHHbIX OPraHOB M FOCYAAPCTBEHHbIX OpraHM3aumii NocpeacTBoM obmMeHa AOKYMeHTamu B
3/IEKTPOHHOM BWAE, YTBEPXKAEHHbIX MPMKazom MMWHUCTEPCTBA CBSA3M M MACCOBbIX KOMMYHWKaLUM
Poccuiickoit Pepepaummn N 186 n deaepanbHom cny>Kbbl oxpaHbl Poccuiickon ®egepauum N 258 ot 27
masn 2015 r. (3apeructpmuposaH B MuHUcTepcTBe tocTUUmMmK Poccuiickon deaepauum 22 ceHTtabpsa 2015 .,
pernctpaumoHHbit N 38956; OduumanbHbli  UHTEPHET-MOPTaN  MNpaBoBOM  MHbOPMaALUK
(www.pravo.gov.ru), 24 ceHtabpa 2015 r.) (ganee - NMpukas MuHKkomceasm Poccun n ®CO Poccum N
186/258).

DNEeKTPOHHble AOKYMEHTbl, CO3JaBaemMble B TOCYyAapCTBEHHOM OpraHe, COCTOAT M3 KOHTEHTa
(copeprkaHusa) n meTagaHHbIX <23>.

<23> MeTaZaHHble - AaHHble, OMMUCbIBAOWME KOHTEKCT, COAEPKAHUE, CTPYKTYPY AOKYMEHTOB U
NnpoLueccoB ynpaeneHus umu Bo BpemeHu (FOCT P MCO 30300-2015 "Cuctema cTaHAapToB MO
nHbopmauum, GubanoTeyHoMy M um3gatenockomy geny. MHbopmaums u goKymeHTauma. Cuctembl
ynpasneHuna aokymeHTamu. OCHOBHbIE NOJIOXKEHUA 1 cnoBapb”. - M.: CTaHaapTuHoopm, 2016).

O6A3aTenbHOM COCTaBHOM YacTbio MeTafaHHbIX ABAAIOTCA AaHHble, GUKCUPYEMbIe B 31EKTPOHHOM
pPerncTpaLnoHHOM KapTodke AoKyMeHTa (ganee - IPK).

3.3.4. OpopmneHune peKBU3UTOB AOKYMEHTOB

MpaBunamm 4enonpomsBoAcTBa (NyHKT 2.7.) YCTAHOBAEHO, YTO COCTAB PEKBU3IUTOB AOKYMEHTOB,
CO34aBaemMblX B [OCYJApCTBEHHOM OpraHe, OpraHe MEeCTHOrO CaMoynpaB/ieHua, Mnpasuia UX
obopMNeHUn, pasmepbl CAYKeBHbIX Nnosfeit Ha AOKYMeHTe M TpeboBaHMA K CO343HMI0 LOKYMEHTOB
YCTAHaBAMBAKOTCA MHCTPYKLMEN NO AeN0NPOU3BOACTBY rOCYAAPCTBEHHOrO OpraHa, OpraHa MeCTHOro
CaMoynpaB/ieHMA B COOTBETCTBMU € nonoxeHmnammn FOCT P 7.0.97-2016.

MepeyeHb PEKBM3UTOB, MCMOJIb3yeMbIX MPU MOArOTOBKE AOKYMEHTOB, onpedeneH B pasgene 4
CTaHgapTa:

01 - rep6 (FocypapcTBeHHbIt repb Poccuitickoit Pepepauun, repb cybbekta Poccuiickoit
depepaunn, repb (repanbanyeckuii 3HaK) MyHULMNanbHoro obpasosaHus); [b] <24>

<24> [B] - peKBM3MUTbl BnaHKa AOKYMEHTa; [<] - pPeKBU3UTbl, ANA KOTOPbIX Ha 6GnaHKe
NPOCTaBAAIOTCA OTMETKM, MOKa3bIBaOLME MECTO UX PACNO/IOMKEHUA.

02 - ambnema; [B]

03 - ToBapHbI 3HaK (3HaK o0bcnykmneaHuA); [B] <25>

<25> PeKkBM3UT He WUCMONb3yeTCA B rOCYAAPCTBEHHbIX OpraHax, OpraHax MeCTHOro
CaMOYNpPaB/EHMA; MOKET WCMNOb30BaTbCA B OPraHU3auUMAX, Y4peauTenaMu KOTOPbIX BbICTynatoT
rocyaapcTBeHHbIe OpraHbl, OpraHbl MECTHOTO CaMoymnpaBaeHUs, NPU YCI0BUK, YTO TOBAPHbIN 3HAK (3HaK
06CcnyXuMBaHMA) 3aperncTpMpoBaH B yCTaHOBNeHHOM nopsaake (cm. MpaxaaHCKUA KogeKc Poccuiickoi
depnepaunun, yactb IV, ctatbsa 1480).

04 - Kog dopMbl LOKYMEHTa;


https://login.consultant.ru/link/?req=doc&base=LAW&n=186762&dst=100029
https://login.consultant.ru/link/?req=doc&base=OTN&n=10692
https://login.consultant.ru/link/?req=doc&base=LAW&n=342093&dst=100060
https://login.consultant.ru/link/?req=doc&base=LAW&n=303793
https://login.consultant.ru/link/?req=doc&base=LAW&n=303793&dst=100047
https://login.consultant.ru/link/?req=doc&base=LAW&n=420488&dst=101487

05 - HaMmeHoBaHMe opraHM3aumm - aBTopa AOKYMeHTa; [B]

06 - HaMMeHOBaHWe CTPYKTYPHOro NoApasaeeHns - aBTopa AOKYMeHTa; [B]
07 - HauMeHOBaHWe A0/IKHOCTM /IMLA - aBTOPA AOKYMEHTa; [B]
08 - cnpaBoyYHble AaHHble 06 opraHmnsauum; [B]

09 - HaMmeHoBaHMe BMAa AOKYMeHTa; [B]

10 - paTa AOKYMeHTa; [<]

11 - perncTpaumoHHbIii HOMep AOKYMEHTa; [<]

12 - ccbisIKa Ha PErnCTPaLMOHHbBIA HOMEP M AaTy NOCTYNUBLUEro AOKYMeHTa; [<]
13 - mecTo cocTaB/ieHMA (U34aHUA) 4OKYMEHTa; [B]

14 - rpud orpaHMyeHmna gocTyna K 4OKYMEHTY;

15 - agpecar;

16 - rpud yTBEPKAEHMA AOKYMEHT];

17 - 3aron0BOK K TEKCTY;

18 - TEKCT A,OKYMEHTQ;

19 - oTmeTKa 0 NPUAOKEHUMU;

20 - rpud cornacoBaHMA [OKYMEHTa;

21 - Bu3a;

22 - noanuch;

23 - oTMeTKa 06 3/1eKTPOHHOM Noanucy;

24 - nevyartb;

25 - oTmeTKa 06 ucnonHutene;

26 - OTMETKa 0 3aBEPEeHUM Konuu;

27 - oTMEeTKa 0 NOCTYNNEHUN AOKYMEHTA;

28 - pesontoyms;

29 - OTMETKa O KOHTpOE;

30 - oTMeTKa O HanpaB/JeHUM AOKYMEHTA B AENO.

JOKymeHTbl, co3gaBaemble ¢enepasbHbIM  OPraHOM  WCMOJIHUTENbHOW  BAACTW,  UMEOT
CTabubHbI COCTaB PEKBU3UTOB, UX PacnosioxKeHue u obopmaeHme.

CocTaB peKBU3NTOB KOHKPETHOIO AOKYMeHTa onpeaensaeTca ero BUA0M U HasHavYeHmneMm.

Kpome nepeuyncneHHbIX PeKBUM3UTOB, MPU MNOATOTOBKE AOKYMEHTOB M B npouecce paboTbl C
OOKYMEHTaMM  MOTyT  MCMONb30BaTbCA  APYrMe PeKBM3WTbl, OTMETKM, Hanpumep: "CpouyHo",



"OnepatmnsHo", "Moanexkunt sosspaty" u ap.

Mpu noarotoBke pasgena WMHCTPYKLMM NO AeN0Npou3BOACTBY, YCTAHAB/AMBAOWENO MNOPAAOK
0bOPMNIEHNA PEKBU3UTOB [OKYMEHTOB, PEKOMEHAYeTcs OCHOBbIBAaTbCA Ha [lpaBunax odopmaeHus
PEKBU3UTOB [AOKYMEHTOB B T[OCY4APCTBEHHbIX OpraHax, oOpraHax MeCTHOro CamoyrpaBaeHUs
(MpunoxkeHue N 3 K HacToAWMM MeTogMYECKUM peEKOMEHAAUMNAM).

3.3.5. Mpoueaypa NoAroTOBKU AOKYMEHTA

B cooTteeTctBMM C NMYHKTOM 2.9 I'Ipanm Aenonpon3sonctea  MNPOEKTbl  AOKYMEHTOB,
noAroToBNEHHbLIX TOCYydapCTBEHHbIM  OpPraHom, OpPraHoOM MEeCTHOIro CcamoynpaBaneHuna, noanexar
cornacosaHuto <26>. CoctaB AOMKHOCTHBLIX AU, cornacyrowmx npoeKkT AOKYMeHTa, onpeaenAaerca
CTPYKTYPHbIM nogpasaeneHnem - UCNoONHUTeNneEM.

<26> VYCTaHOBAEHHbIN B pasgene MopAAOK COrNacoBaHWA MPOEKTOB AOKYMEHTOB He
pacnpocTpaHAeTcA Ha NOPALOK COraCcoBaHMA MPOEKTOB HOPMATMBHbLIX NPABOBbLIX AaKTOB dpeaepasnbHbIx
OpPraHoB MCMNONAHUTENIbHON BNACTW, MOPALOK COF/IACOBAHUA KOTOPbIX YCTAHOB/JEH MOCTAHOBAEHMEM
Mpasutensctea Poccuitickoit Pegepaummn ot 13 asrycta 1997 r. N 1009 "O6 yrtBep:aeHun [Mpasun
NoAroTOBKM HOPMATUBHbLIX MPABOBbIX aKToB defepasnbHbIX OPraHOB MCMNOAHUTENIbHON BAACTU U UX
rocyagapcreeHHon peructpaumn” (CobpaHune 3akoHoaaTenbcTsa Poccuiickon deapepauum, 1997, N 33, crT.
3895; OdunuManbHbIM MHTEPHET-NOPTAN NPaBOBOM MHPopMauun (www.pravo.gov.ru), 14 oktabps 2020
r.) (aanee - nocraHoBneHue Mpasutenbcrea Poccuitickot Pegepaumn N 1009).

CornacoBaHve MNpoOeKTa [AOKYMeHTa B [OCYJapCTBEHHOM OpraHe, oOpraHe MeCTHOro
camoynpasneHusa opopmaseTca rpupom cornacoBaHmaA (MPU BHELLHEM COrNacoBaHMM) UAKM BM30W (Npu
BHYTPEHHEM COr1acoBaHuM).

Mo cornacosaHua odopmaneTca B COOTBETCTBMM C MyHKTOM 19, a BM3a - B COOTBETCTBUU C
nyHKTOM 20 npunoxeHusa N 3 K HacToAwmUmM MeToan4ecknm pekomeHaaLmam.

PeweHne o cornacoBaHWM NPOEKTa AOKYMEHTa, CO34aHHOro B rocy4apcTBEHHOM OpraHe, opraHe
MECTHOroO CamMoynpaBieHMs C APYTMMU  TOCYAapCTBEHHbIMW  OpraHamu, OpraHamm MecTHOro
CaMOoynpasaeHus, OpPraHn3aumnAMM MOXKET BbiTb 0QOPMIEHO MUCbMOM WAN OTPAMKEHO B NPOTOKO/E
3acefaHnA KoOpPAMHALUMOHHOINO MAM COBELLATE/IbHOro OpraHa, B 3TOM C/iyyae B rpude cornacosaHus
YKa3blBaeTCA HauMMeHOBaHME T[OCYAapCTBEHHOrO OpraHa, oOpraHa MeCTHOro CamoynpaBaeHus,
KOOPAMHAUMOHHOIO WM COBELLATe/IbHOTO OpraHa COr/acoBaBLIEro MNPOEKT [AOKYMeHTa, Jata U
PerncTpaumnoHHbIN (MCXoaawnit) Homep NMCbMa MKW Aata U HOMep NPOTOKoNa.

MpY HaNMUYMU HECKO/IbKUX COTNACYIOWMX NHCTAHLUMIA NPY BHELUHEM M BHYTPEHHEM COr/1acoBaHUU
OTMETKM O cornacoBaHuu (rpudbl cornacoBaHus, BM3bl) MOrYT b6biTb OPOPMEHbI Ha /MCTe
COrnacoBaHus.

CornacoBaHue MNPOEKTOB AOKYMEHTOB MOXET MPOBOAUTLCA B 3/eKTpoHHOM Buae B8 C3M. Mo
3aBeplleHnmn npoueaypbl 3NEKTPOHHOrO COrNacoBaHMA B C/yyae, ecNv AOKYMEHT MMeeT ANUTeNbHbI
CPOK XpaHeHua (cebiwe 10 neT) U NoaNexuT NoanuUcaHuIo (YTBEPXKAEHMIO) U NoceayoLWeMy XpaHeHUIo
Ha BymaxKHOM HocuTene, NINCT COrnacoBaHWA, pacnedyaTaHHbl u3 CO/, npunaraetca K AOKYMEHTY U
COCTaB/IAET ero HeOTbeM/IEMYIO YacTb. JIMCT cornacoBaHMA 3aBepAaeTcAa NoAnMcbio paboTHUKA Cayxobbl
OeNonponsBoAcTBa (4enonpom3BoaAnTeNA CTPYKTYPHOTO MNoApasnefieHUs-UcnoiHMTeNs), ¢ yKasaHuem
AaTbl ero GpoOpMMPOBaHMA W HaMMEHOBAHWA CUCTEMbI, B KOTOPOW NPOBOAMNOCH 3/IEKTPOHHOE
cornacosaHue.

MoAroToBNEHHbIE, OKOHYaTe/NbHO OQOPM/IEHHbIE M COMAacOBAaHHbIE MPOEKTbl [OKYMEHTOB
noAanucbiBaloTca  (yTBepKAaloTcA)  pyKoBOAMTENEM  FOCYAAapCTBEHHOTO  OpraHa WAM  UHbIM
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YNOSIHOMOYEHHbBIM UM A0/BKHOCTHBIM JIMLOM. B yCTaHOBAEHHbIX 3aKOHOAATEIbCTBOM C/lyYasAX MOAMUCH
AONKHOCTHOTO ANLA Ha AOKYMEHTe 3aBepAeTCA MeyaTblo roCcy4apCTBEHHOro opraHa, opraHa MecTHOro
camoynpasneHus.

B cooTtBeTcTBMM € NyHKTOM 2.10 MpaBua AenonpounsBoACcTBa AOKYMEHTbl Ha BymaxKHOM HocuTene
noAnucbiBatoTcA cOBCTBEHHOPYYHOM MOAMWUCHIO PYKOBOAWUTENA TFOCYAAPCTBEHHOrO OpraHa, oOpraHa
MECTHOIo CamoynpaBAeHUA WAM MHOTO YNOJHOMOYEHHOro AO0/XHOCTHOro nmua. CobcTBeHHOPYYHas
NoAMNUCb AOJI}KHOCTHOIO /LA HA AOKYMeHTe 0hOPMIAETCA B COOTBETCTBMU C MYHKTOM 21 NpuUIOKeHUs
N 3 K HacToAwMM MeTogMyeckum pekomeHgaumam.

KoHcynbTaHTIAOC: npuMmeYaHue.
B opmumanbHOM TeKCTe AOKYMEHTA, BUAMMO, AONYyLLEHA onedyaTka: nmeetca B Buay PeaepanoHboin
3akoH N 63-®3 o1 06.04.2011 r., a He 11.04.2011 r.

DNeKTPOHHble AOKYMEHTbl MOAMUCBLIBAIOTCA 3/IEKTPOHHOM NOAMWUCHID B COOTBETCTBUM  C
depepanbHbim 3akoHOM oT 11 anpena 2011 r. N 63-®3 "O6 3/1eKTpOHHOM noanucu" u UHbIMK
HOPMaTUBHbLIMW NPaBOBbIMW akTamMu Poccuiickoit ®epepauymm <27>.

<27> depepanbHbilt 3aKoH oT 6 anpens 2011 r. N 63-93 "06 anekTpoHHoM nognucu" (CobpaHue
3aKoHogaTenbcTBa Poccuitckont depepaumn, 2011, N 15, ct. 2036; 2020, N 24, cTt. 3740); NyHKTbI 5, 6
nocraHosneHus Mpasutenbctea Poccuiickon ®egepaumm ot 9 despans 2012 r. N 111 "O6 aneKTpoHHOM
noAnuncK, NCNosb3yemoin opraHamm MCNOSHUTENbHOM BAACTU U OpPraHamMu MeCTHOro CamoynpasiaeHus
Nnpyv OpraHM3aLMu 3/eKTPOHHOIrO B3aUMOAENCTBUA MeXKay cobol, O nopagKe ee MCNo/b30BaHMUA, a
TaKKe 006 ycTaHOB/AEHUU TPeboBaHM K 0becneyeHnto COBMECTUMOCTU CPeACTB 3/1IeKTPOHHOM noanucn'
(CobpaHue 3akoHopaTenbcTBa Poccuiickoit ®eaepaunn, 2012, N 8, c1. 1027; 2018, N 49, cT1. 7600); oT 25
uioHa 2012 r. N 634 "O Bupaax 3N1eKTPOHHOM MOAMUCU, UCMONb30BAHME KOTOPbIX AOMYyCKaeTcA npwu
06paLLeHMM 33 NOAYYEHUEM FOCYAAPCTBEHHbIX MU MyHULMNAAbHbIX ycayr" (CobpaHue 3aKoHO4aTENbCTBA
Poccuiickolt depepaumm, 2012, N 27, c1. 3744; 2018, N 36, cT. 5623); oT 25 aBrycta 2012 r. N 852 "0O6
yTBEPKAEHUN [paBMA MCNONb30BAHUA YCUIEHHOM KBAaNMOULMPOBAHHON 3N1EKTPOHHON NoAnvcu npwm
obpalLeHMn 3a NosyYeHMemM rocyAapCTBEHHbIX U MYHUUMNAAbHbIX YCAYT U O BHECEHUN U3MEHEHUS B
MpaBuna paspaboTkM UM yTBEPXKAEHMA  ALMMHUCTPATUBHbLIX pPEer1amMeHTOB  NpeaoCcTaBieHUA
rocyaapcrBeHHbIx ycayr" (CobpaHue 3akoHogaTenbcTBa Poccuinickon ®eaepaunn, 2012, N 36, cT. 4903;
2017, N 44, ct1. 6523); noctaHoBneHne MNpasutenbctea Poccuiickoit Pepepauun ot 25 gekabpsa 2014 . N
1494 "O6 yteepraeHun [MpaBun obmeHa AOKYMEHTAMM B 3NEKTPOHHOM BWUAE MNPW OpraHM3auuu
MHbopMaumoHHoro B3ammogeinctama" (CobpaHue 3akoHoaaTenbctea Poccuiickoit depgepauum, 2015, N
1, cT. 284; 2018, N 49, cT. 7600).

B cooTtBetcTBMM € nyHKTOM 2.11 lMpaBun Oenonpous3BOACTBA HAa AOKYMEHTaX, MNOJyYatowwmx
IOPUANYECKYIO CUAY B pesynbTaTe yTBep:KAeHUs, odbopmaseTca rpud yTBepKAaeHMA. YTBepKAeHUIo
noAane)aT HOPMaTMBHble MPaBOBble aKTbl (MPaBWAa, MONOMKEHWA, UHCTPYKUWUW, PernameHTbl U Aap.),
BHYTPEHHME HOPMAaTMBHbIE aKTbl rOCYAapPCTBEHHOrO OpraHa, OpraHa MECTHOro CamoynpaB/ieHus, a
TaKXe AOKYMEHTb! A/IUTebHOro AEUCTBUA (MAaHbl, MPOrPamMbl, OTYETbI O MX BbINOJHEHUU U HEKOTOPbIE
apyrve OOKyMeHTbl). [OKymeHTbl YTBEpPKAaloTCA MNpaBoOBbIM aKTOM (MOCTaHOB/AEHMEM, YKa30M,
NPMKa3oM, pacnopaKeHMem) Uam HenocpeacTBEHHO PyKOBOAMTEIEM rOCyAapCTBEHHOro opraHa, opraHa
MECTHOTO CaMOYNPaBAEHUS UAW MHbIM YNOJHOMOYEHHBIM MM OOJ/IKHOCTHBIM JIULLOM MOCPEeACTBOM
npocTaB/ieHns cO6CTBEHHOPYYHOW NOANMCK B rpude yTBEPKAEHMS.

Mpnd yTBEPKAEHMA OPOPMISETCA B COOTBETCTBUM C MYHKTOM 15 npunoxkeHus N 3 K HacToAWMM
MeToanuyeckMum pekoMmeHaaLmAM.

MpUMepHbI MNepevyeHb YTBEPKOAEMbIX [OOKYMEHTOB npuBedeH B npunoxenun N 4 K
MeToan4eckMm pekoMmeHaaumam.
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B cootBetrctBMM C nyHKTOmM 2.12 [lpaBun p[enonpousBoacTBa B HeEOBXOAMMBIX CAyyasnx
COOGCTBEHHOPYYHasA MNOAMWUCH  PYKOBOAMTENA  FOCYAAPCTBEHHOrO  OpraHa, oOpraHa  MEeCTHOro
CaMOYMpPaB/ieHMA WM MHOFO YNOAHOMOYEHHOrO MM NMLA 3aBePAETCA MeyvyaTbio FroCcyAapCTBEHHOTO
opraHa c BocnpousBegeHnem [locyaapcTBeHHoro repba Poccuitickon Pepepaunm unam  repba
(repanbamyeckoro 3Haka) cybbekta Poccuiickoit degepaumm unm repba (repanbamyeckoro 3Haka)
opraHa MecTHOro camoynpasneHus). MpuUMepHbIN NepeyeHb [AOKYMEHTOB, 3aBepsAeMblX MeyaTbio
rOCyfapCTBEHHOFO OpraHa, OpraHa MEeCTHOTO CaMoOynpaBieHWs, NpuBedeH B npuaoxeHun N 5 K
HacToAWwMM MeToanuyeckMm pekoMeHaaunaM.

3.3.6. CocTaB AOKYMEHTOB, 06Pa3yoLMXCA B AeATE/IbHOCTU
rocyf,apcTBEHHOro OpraHa, opraHa MecTHOro camoynpasaeHus

MyHktom 2.13 TMpaBua AOe10Npou3BOACTBA  YCTAaHOB/JEHO, 4YTO OCOBEHHOCTM MNOArOTOBKU
OTAEeNbHbIX  BWAOB  [OOKYMEHTOB  YCTAHaB/AMBAOTCA  WMHCTPYKUMEM Mo  AeNonpousBoAcTBY
rocyAapCTBEHHOro opraHa, opraHa MeCTHOro camoyrnpasieHus. MHCTpyKuMein no 4enonpousBOACTBY
AONKeH 6biTb onpeaeneH NopaAoK MOArOTOBKM MPOEKTOB 3aKOHOAATE/bHbIX M MHbIX HOPMATUBHbIX
NPaBOBbIX aKTOB, B COOTBETCTBMM C MNOJHOMOYMAMM FOCYHAPCTBEHHOrO OpPraHa, OpraHa MeCTHOro
CaMoynpaBneHus, OnpeseneHHbIMU MONOMKEHMEM O HeM, a TaKXKe MopsAAOK NoArOoTOBKM
OpPraHM3aLMOHHO-PACNOPAANUTENbHbIX AOKYMEHTOB, CO343aBaeMbiX B LENAX Peannsaumm noaHOMOUUN
rocyAapCTBeHHOro opraHa, opraHa MecTHOro CamMoynpaB/ieHNa U AOKHOCTHbIX L.

B uensx perynuMpoBaHuWAa OeATeNbHOCTU [OCYyAapCTBEHHOrO OpraHa, oOpraHa MecTHOro
CaMoynpaB/ieHNs, OpraHU3aLMM BbIMOJIHEHWUA TOCYAAPCTBEHHbIX (MyHMUMMAAbHbLIX) GYHKUUK 1
NpefoCTaBNEHNA  TOCYOAPCTBEHHbLIX  (MYHMUMNANbHbLIX) YCAYr, YMpPaBAEHUA TrOCYAapCTBEHHbIM
(MyHULMNANbHBIM) MMYLLECTBOM U PeLleHna MHbIX 33434, YCTaHOBJ/IEHHbIX deaepanbHbIMM 3aKOHaMM
(3akoHamn cybbekTa Poccuiickoit depepauyun) U MHBIMM  HOPMATMBHLIMW MPaBOBbLIMU  aKTamM,
onpeaenslowWnuMn  AeaTeNbHOCTb TOCYAapCTBEHHOINO OpraHa, OpraHa MeCTHOro CaMoymnpaB/ieHus,
rocy4apCTBEHHbIN OpraH, opraH MecTHOro caMoynpaBs/ieHMA B Npeaenax CBoe KoMneTeHUMn U3LaeT:

npaBoBble aKTbl B ¢GOpme MNOCTAaHOBAEHWNA, PELIEHUH, NPWKA30B, NPaBU/A, MNONOKEHWUN,
WHCTPYKUMIA, pernameHToB, agMUHUCTPATUBHbIX PErTaMEHTOB, A0/IKHOCTHbIX PErIaMEHTOB, NOPALKOB U

Ap.;

UHAOMBMAYyaNbHblEe MpPaBOBble aKTbl (pacnopsaguTesibHble AOKYMeHTbl) B dopme nNpuKasos,
pacnopaxeHui;

JIOKa/ibHble HOPMATUBHbIE aKTbl, U3gaBaemble B Gopme MONOKEHUN, MNPaBUA, WHCTPYKLMINA,
pernameHToB, NOPAAKOB U APYTUX JOKYMEHTOB;

NPOTOKOAbI 3acefaHuii (KOOPAMHALMOHHLIX, COBELLATENbHbIX, METOOUYECKMX, IKCMEPTHbIX W
APYrvx opraHos);

WHPOPMALMOHHO-aHAIMTUYECKME  OOKYMEeHTbl B GOpMe  aKTOB,  aHa/lMTUYECKMX W
MHPOPMALMOHHDBIX CNPABOK, AOKNAAHbIX U CNYKebBHbIX 3anN1COK, AenoBoi (cnyxebHoi) nepennckm u

Ap.

B 3aBMCMMOCTM OT KOHKPETHbIX 3a4ay ynpas/eHunAa B AeATeNbHOCTU FOCYy4apCTBEHHOrO OpraHa,
OpraHa MeCTHOro camoynpasiaeHuAa COo34akoTCA Apyrue Buabl OOKYMEHTOB: MJ1aHbl, NPOrHO3bI,
nporpammeol, OT4HETbI U 4pP.

B yCTaHOB/IEHHbIX 33aKOHOZATENbCTBOM C/y4YasX [FOCYAAPCTBEHHbIA OpraH, OpraH MeCTHOro
caMoynpaBAeHMsa MOXKeT U34aBaTb AOKYMEHTbl COBMECTHO C APYrMMKW OpraHamu BAacTU No BOMNpPoOCam,
NpeacTaBAAIOWMM B3aMMHbIN MHTEPEC M BXOAALWMM B KOMMeTeHuMo obenx CTOpoH. Takue aKTbl
opopmaAloTcA M NyBAMKYIOTCA KaK eauHbld AOKYMEHT (MpuKas, NPOTOKO/, MO/OXeHue, AenoBoe
nucemo u ap.).
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3.3.7. MoarotoBKa NPOEKTOB 3aKOHOAATE/IbHbIX U UHbIX
HOPMAaTUBHbIX MNPABOBbIX aKTOB

Cuctema npaBoOBbIX aKTOB, M3AaBaemMbiXx (NpPUHMMaemblx) deaepanbHbIMU FOCYAapPCTBEHHbLIMU
opraHamu, rocygapcTBeHHbIMU OpraHamu cybbektoB Poccuiickoit ®epepauum, opraHamm MecTHOrO
camoynpas/ieHu1A, B COOTBETCTBUN C NPEA0CTaBAEHHbIMU UM NOJHOMOUYMAMMN, BKAOYAET B cebA 3aKOHbI,
MHble HOPMaTMBHbIE MpPaBOBble aKTbl Poccuitckon Pepgepaummn, cybbektos Poccuitckon depepaumm,
MYHULMNA/bHbIE MPaBOBbIE aKTbl.

MpaBoBble aKTbl rOCYAapPCTBEHHbIX OPraHOB, OPraHOB MECTHOIO CamoyrnpaBAeHWs U34aloTCA B
dbopme HOPMAaTUBHbIX MPaABOBbLIX aKTOB <28> U MHAMBUAYaA/bHbLIX MPABOBbIX aKTOB, NPaBOBble aKTbl
OpraHOB MeCTHOro camoynpasfieHusa usgaoTca B dopme MyHUUMMaNbHbIX HOPMATUBHbIX NPaBOBbIX
aKTOB WU MyHMLMMNANbHbIX MPaBOBbIX aKTOB <29>,

<28> HopmaTMBHbIN NPaBOBON aKT - OQPUUMANBbHbLIA MUCbMEHHbIN OOKYMEHT, MPUHATbIN
(u3paHHbIA) B onpeaeneHHol Gopme MPaBOTBOPYECKMM OpPraHOM B npedenax ero KoOMneTeHuuu U
HanpaB/IEHHbIA Ha YCTaHOB/MEHME, U3MEHEHMEe WM OTMEHY MpPaBOBbIX HOPM. B cBolo ouyepeap, nopa
NpaBoBOM HOPMOIN MPUHATO NOHMMATb o0buLeobA3aTenbHOe OCYAAPCTBEHHOE npeanucaHue
MOCTOAHHOIO WM BPEMEHHOro XapakTepa, pPacCyMTaHHOE Ha MHOrOKpaTHOe MpUMEHeHMe
(noctaHoBneHne TocypapcteeHHon Adymbl PepepanvHoro CobpaHua Poccuiickon depepaumm ot 11
Hos6pa 1996 r. N 781-11 [A).

<29> CraTbM 2, 43 depepanbHOro 3akoHa Poccuitckoit degepaumnm ot 6 oktabpa 2003 r. N 131-$3
"O6 o06bwux npuHUMNAX OpraHU3auMM MeCTHOro camoynpasneHus B Poccuiickor depepauymmn”
(CobpaHue 3akoHogaTenbcTBa Poccuinckont deaepaumm, 2003, N 40, cT. 3822; 2020, N 46, cT. 7214).

K HopmaTMBHOMY NPaBOBOMY aKTy NpeabABAAlOTCA cieaytolme TpeboBaHua:

1) npuHATUE (M34aHME) aKTa rocyAapCTBEHHbIM OPraHOM, OPraHOM MeCTHOro CaMoynpaBaeHus B
npegenax ero KOMneTeHUmm;

2) NnpuHATKe (M3aaHMe) aKTa B nopsake 1 no ¢popme, yCTaHOBAEHHbIMW 3aKOHOAaTeIbCTBOM;
3) obecneyeHHOCTb peannsaumm NPaBoBbIX NpesnucaHunii akTa;

4) cornacoBaHHOCTb aKTa C APYrMMMN HOPMATUBHbIMU MPaBOBbIMU aKTaMu;

5) cornacoBaHHOCTb NPaBOBbIX HOPM OZIHOFO M TOTO e aKTa mexay coboir;

6) COOTBETCTBME aKTa YCTaHOB/IEHHbIM NPaBUAaM OPUANYECKON TEXHUKMU.

HopmaTuBHbIMM  MpPaBOBbIMM  aKTamMM MOFYT OblTb YTBEPXKAEHbI MNPOrpammbl, NpPaBuAa,
MOJIOXKEHUA, MHCTPYKLMW, PEraMeHTbl, @ TaKXKe WHble OOKYMEHTbI, ABAAIOWMECA MPUIOKEHUAMU K
HOPMAaTUBHOMY NPABOBOMY aKTy W €ro HEOTbEM/IEMbIMU COCTaBHbIMM YacTAMM M 0b6s1agatowmne paBHOM
C HUM HOPUANYECKON CUOIA.

MopAaaoK NOAroTOBKWU, MPUHATMA, ONYBAMKOBAHUA, BCTYM/IEHUA B CUAY, AENCTBUA, U3MEHEHMS,
NPU3HaHUA YTPATUBLLMMWN CUAY U OTMEHbI HOPMAaTUBHbIX NPaBOBbIX aKTOB peryampyercs KoHcTutyumei
Poccuiickoin degepauun, deaepanbHbIMU KOHCTUTYLMOHHbIMM 3aKOHaMK, GpeaepanbHbIMU 3aKOHaAMU 1
MHbIMU HOPMAaTMBHbLIMW MNPaBOBbIMW aKTamu Poccuiickoit Peaepaumn; KOHCTUTYUMAMK (ycTaBamu),
3aKOHaMM U UHbIMM HOPMaTUBHbLIMK NPABOBbIMU aKTaMK CybbeKkToB Poccuiickoit deaepaunn; yctaBamm
MYHUUMNANbHbIX 06pa3oBaHNN U UHbIMU MYHULMMNANAbHBIMU HOPMATUBHbBIMM aKTaMM.
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MoarotoBKka 1 odopmieHne NPOEKTOB 3aKOHOAATeNbHbIX aKTOB Poccuiickon Pepepaunn, akToB
Mpe3naeHTa Poccuitckon Pepepaumm n lMpaButenbctea Poccuiickoit Pegepaunm ocywecTBaseTcs
rocyAapCTBEHHbIMW OpraHamm, opraHaMm MeCTHOro CamoyrnpaB/eHUA, UMEKLNUMM COOTBETCTBYOWME
nosHOMOYMA, B MNOpAAKe, YCTaHOB/JEeHHOM aktamu [lpe3supgeHta Poccuitickon Pepepaumn u
MpasutenbcTsa Poccuinckont Pegepaunn.

Mpu coctaBneHnn pasgena MHCTPYKUMKM NO Aenonpou3BOACTBY, YCTaHaB/AMBAIOWEro MOPAAOK
MOArOTOBKM HOPMATUBHbIX NPABOBbIX aKTOB, YYUTbIBAIOTCA MONOMKEHNA CeAYIOLMX HOPMATUBHbIX aKTOB
N METOAMYECKUX LOKYMEHTOB:

depepanbHbi 3aKoH OT 14 mioHA 1994 r. N 5-d3 "O nopagKke onyb6aMKOBaHMA M BCTYNJIEHUA B
cuny denepanbHbiX KOHCTUTYLUMOHHBIX 3aKOHOB, defepanbHbIX 3aKOHOB, akToB nManat degepanbHOro
CobpaHusa" (CobpaHue 3akoHoaaTenbcTBa Poccuiickon deaepaumm, 1994, N 8, ct. 801; 2019, N 18, cT.
2207);

YKka3 lMpe3smaeHTa Poccuitckoit degepaumnm ot 2 maa 1996 r. N 638 "O nopagke noAroToBKM
MPOEKTOB YKa3oB, pacnopsxkeHuit [lpesngeHta Poccuiickot @Pepepaunu, npeaycmaTpmBaloLmxX
NPUHATME MOCTAaHOBAEHWI, pacnopseHuit MpasuTenbctsa Poccuiickon depepaummn” (CobpaHue
3aKoHoaaTenbcTBa Poccuiickon depepauum, 1996, N 19, cT. 2257);

Ykas Mpe3ngeHTta Poccuitckon ®epepaumm ot 23 masa 1996 r. N 763 "O nopaake onyb/1MKoBaHUS U
BCTYN/NeHMa B cuay aKtoB [lpe3snaeHta Poccuiickont Pepepaumn, [pasutennctsa Poccuiickon
depepaunn M HOPMATMBHbLIX MPaABOBbIX aKTOB denepanbHbiX OPraHoB WCNOAHUTENbHOW BnacTn”
(CobpaHue 3akoHogaTenbcTBa Poccuinckont deaepaumm, 1996, N 22, cT. 2663; 2017, N 23, c1. 3310);

noctaHoBneHune lpasutenbctBa Poccuitickont Pepepaumm ot 13 asrycta 1997 r. N 1009 "06
yTBEpKAEHUN [lpaBMn NOArOTOBKM HOPMATUBHbLIX MNPABOBbIX aKTOB deaepasibHbIX OpraHoB
WCNONIHUTENbHOM BAACTM M MX roCydapcTBeHHoW peructpaumm" (CobpaHue 3aKOHOAATENbCTBA
Poccuitckoit  Pepepaumn, 1997, N 33, c1. 3895; OduuManbHbIt WMHTEpPHET-NOPTan NPaBOBOM
nHopmauun (www.pravo.gov.ru), 14 oktabps 2020 r.);

noctaHoBneHne [pasutenbctBa Poccuiickoin Pepepaumm ot 2 asrycta 2001 r. N 576 "O6
yTBEpPKAEHUN OCHOBHbIX TPEOOBAHUI K KOHLENUUN M pa3paboTKe NpoeKToB denepasibHbiXx 3aKOHOB"
(CobpaHue 3akoHogaTenbcTBa Poccuiickoit depepaumm, 2001, N 32, c1. 3335; 2015, N 12, cT. 1758);

noctaHosneHue Mpasutenbctea Poccuiickot Pegepaunm ot 30 anpena 2009 r. N 389 "O mepax no
COBEpPLUEHCTBOBAHMIO 3aKOHOMPOEKTHOW AesTenbHocTu [lpaBuTenbctBa Poccuiickon depepaumn”
(CobpaHue 3akoHogaTenbcTBa Poccuinckoit deaepaumm, 2009, N 19, ct. 2346; 2020, N 36, cT. 5618);

noctaHosneHune [paButenbctea Poccuitickoit depepauum ot 26 despana 2010 r. N 96 "06
aHTMKOPPYNUMOHHOMN 3KCNEPTU3E HOPMATUBHbIX NPABOBbLIX aKTOB M NMPOEKTOB HOPMATUBHbIX NPaBOBbIX
aktoB" (CobpaHue 3akoHopaTenbcTBa Poccuitckoit degepauymm, 2010, N 10, cT. 1084; 2017, N 29, cT.
4374);

npuvkas MuHucTepcTBa tocTuumm Poccumiickolh ®epepaumm u UHCTUTYTa 3aKoHOZATeNbCTBa WU
CpaBHUTENIbHOrO npaBoBeaeHua npu MNpasuTenbctee Poccuitickoit Peagepaumnm ot 10 aHBapa 2001 r. N
3/51 "O6 vyTBEPKAEHMM METOAMYECKMX MpPaBua MO OpraHM3auMm 3aKOHOMPOEKTHoN paboTbl
denepanbHbIX OPraHOB MCNOAHUTENIbHON BNacTn" (He HyXAAeTcs B roCyAapCTBEHHOW perucrpaumm,
nnucbmo MuHiocta Poccum ot 1 peBpana 2010 r. N 07-07-86-2001; TeKcT npuKasa onyb6anKoBaH He bbin);

npukasz MuHucTepcTBa toctnumm Poccuiickoir ®epepaumm ot 23 anpena 2020 r. N 105 "O6
YTBEPHKAEHUN PasbACHEHUIA O nNpumeHeHuu [paBuA NOArOTOBKM HOPMATUBHbLIX MPABOBbIX AKTOB
denepanbHbIX  OpPraHOB  MCMOAHUTENIBHOM  BAAcTM W UX  TFOCYAAPCTBEHHOM  permcrpaummn’
(3apeructpuposaH MuHioctom Poccuun 27 anpens 2020 r., peructpaumoHHbin N 58222); OduumanbHbIi
WMHTepHeT-NnopTan NpaBoBoi MHbopmauum (Www.pravo.gov.ru), 27 anpens 2020r.);
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MeTogmyeckne pekomMeHAauMn Mo  PUAMKO-TEXHUYECKOMY OGQOPMNEHUID 3aKOHOMPOEKTOB
(HanpaBneHbl nucbmom Annapata [ocyaapcteeHHoi Oymbl ®depepanbHoro CobpaHua Poccuiickoi
depepauun ot 18 HoA6pa 2003 r. N BH2-18/490).

MpM NOAroTOBKE AOKYMEHTOB WM MPOEKTOB aKTOB, npeacTaBasembix [pesnaeHTy Poccuiickoi
depepaunn n B MpasutenbctBo Poccuiickoit Pepgepaumm, yunTtbiBatoTca TpeboBaHMA, YCTAaHOBAEHHbIE
COOTBETCTBYIOLLMMWN MHCTPYKLUMAMM NO AEN0NPOM3BOACTBY B AAMUHUCTPauum MNpesnaeHta Poccuinckoi
depepaunn n B Annaparte Mpasutenbctea Poccuiickoin Peaepauymm <30>.

<30> nMyHkT 11.2 TunoBoro pernameHTa B3aumMogencTeus  deaepasnbHblX  OpraHos
NCNOSIHUTENbHOW BNACTU, YTBEPKAEHHOTO NocTaHoBAeHWeMm MNpasuTenbcTBa Poccuiickon ®egepaumm ot
19 aWBapa 2005 r. N 30 "O TunoBom pernameHTe B3aumMoAencTeua deaepanbHbiX OpPraHoB
ncnonHutenosHon snactn" (CobpaHue 3akoHogaTenscTea Poccuiickon ®epepaumn, 2005, N 4, ct. 305;
2020, N 6, cT. 677).

MpaBuna NOArOTOBKM W  npeactaBneHua B [lpaButenbctBo  Poccuitckon  depepauunm
3aKOHOMPOEKTOB, NOATOTOBKM NPOEKTOB akToB [Mpe3sngeHTa Poccuiickon Pepepaumm, NPOEKTOB aKToB
Mpasutenbctea Poccuiickot Pepepauum npeactaBneHbl B npuaoxkeHuax N 6 - 8 K HacTosawMm
MeToanyeckmm pekomeHaauuam.

FocygapcTBeHHble oOpraHbl, OpraHbl MECTHOTO CaMOyMnpaBAeHUs, WX OO0JIXKHOCTHble Mua
pa3pabaTbiBaloT U MPUHUMAIOT HOPMATUBHbIE NPaBOBbIE aKTbl B Npeenax CBoel KoMneTeHUuu.

FoCcygapcTBEHHbIM OpraH, OpraH MEeCTHOTO CamoyrnpaBJeHUs MMeeT MNpPaBO Ha W34aHue
HOPMaTMBHbIX MPABOBbIX aKTOB TO/IbKO onpegeneHHbIX BUAO0B (yKas, NOCTaHOB/EHWE, NPUKa3 M A4p.),
3aKpenneHHoe B KoHcTuTyumm Poccuidickoli depepaumn, deaepanbHOM 3aKOHe, 3aKoHe cybbeKTa
Poccuitickolt depepaumm, HOPMaTMBHOM MPABOBOM aKTe OpraHa MECTHOrO CamoynpaB/ieHus, UHOM
HOPMaTMBHOM MPAaBOBOM aKTe W TOAbKO MO TeM BOMPOCAM, PEry/JMPOBaHWE KOTOPbIX BXOAMT,
COOTBETCTBEHHO, B KOMMETEHLMIO rOCYAapCTBEHHOMO OpraHa, opraHa MecTHOro CamoynpaseHus.

MpoeKT HOPMaTUBHOIO MPaBOBOro aKTa (Aasee - NPOEKT aKTa, NPOEKT) MOKeT BbITb pa3paboTaH
KaK:

HOBbIN HOPMaTMBHbIV NPaBOBOW AKT;
N3MEeHeHWe HOPMaTMBHOTO NPaBOBOTO aKTa.

MPoeKT HOPMaTMBHOIO MNPaABOBOrO aKTa MOAJEXMUT COracoBaHMIO C 3aMHTEPECOBaHHbIMM
opraHamu (opraHuMsaumsmu), ecnuM TaKoe Ccor/JlacoBaHWe NpeaycMOTPEeHO 3aKoHO4ATeNbCTBOM
Poccuiickolt ®enepaunn, 3akoHoaaTeNbCTBOM cybbeKToB Poccuiickolit Peaepaunn, opraHoB MeCTHOTO
camoynpas/eHus.

CornacoBaHune NpOeKTa HOPMAaTUBHOrO MNPaBOBOrO akTa MPOBOAWUTCA OAHUM M3 C/eayowmx
cnocobos:

1) Bblpa)KeHMe B NUCbMeHHOW ¢opme cornacus AnMbo Hecornacus opraHa (opraHusaumm) c
COOTBETCTBYIOLIUM NPOEKTOM HOPMATUBHOIO MPaBOBOro akTa c 060CHOBaHMEM MMEIOLLIMXCA 3amMeYaHuit
N NpeasioKeHN;

2) BM3MPOBaHME PYKOBOAMUTEeM OpraHa (opraHusaumm) NpoeKkTa HOPMaTUBHOMO MPaBOBOro akTa
(Npn HanMuMM 3ameyvaHuii M NPeSNOKEHUN - X OBOCHOBAHME C NPWUIONKEHMEM npessaraemoi
peaakumm NpoeKTa HOPMaATMBHOIO aKTa UM €ro OTAE/bHbIX NMONOKEHWUN).

CornacoBaHue NPOEKTa HOPMATUBHOIO NMPABOBOIro akta Npon3BoaAnUTCA B CPOKH, YCTAaHOB/IEHHDbIE,
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COOTBETCTBEHHO, 3aKOHaMW U MHbIMWU HOPMATUBHbLIMM NMPaBOBbIMM aKTamMu Poccuitickoit deaepauuu,
3aKOHAaMM W WHbIMM HOPMATUBHbIMW MNPaABOBbIMM aKTamu cybbekToB Poccuiickon ®Pepepaumm,
MYHULMMNA/IbHbIMWU HOPMATUBHbLIMM MPABOBbLIMM aKTaMMU.

HopmaTuBHbIN NPaBOBOM aKT AOIKEH CoaepKaTh:
1) ykasaHue Ha dopmy (BUA) aKTa;
2) HaumeHoBaHMe (3aro/I0BOK), B KpaTKol dopme obo3HauatoLee NpeamMeT peryinpoBaHus;

3) noanuce Anua (HaMmeHoBaHME OO/MKHOCTM, MHUUMANbI W dpamuaus), oduuymanbHo
YNO/IHOMOY€EHHOIO NOAMNUCLIBATb COOTBETCTBYIOLNIA HOPMATUBHbIN NPABOBOM aKT;

4) paTy, MecTo NpUHATUA (M30aHUA) U HOMEp aKTa.

B cnyyae HeobxoAMMOCTM B HOPMATMBHbLIA MPABOBOM aKT MOXET BK/IOYaTbCA npeambyna
(sBEAEHME), ONpeaenatolLan ero Leam n 3aaaun.

CamocTosATeNbHble NPaBOBble NpeanucaHmsa B npeambyny (BBegeHME) He BKIKOYAOTCA.
Mpeambyna (BBeaeHWe) He dopMUpyeT NpeameTa PeryiMpoBaHua akTa U He HyMepyeTcs.

OCHOBHas YacTb TEKCTA 3aKOHOMPOEKTA MOKET NOAPA3AENATLCA HA YaCTW, pasaensl, NoApasaensi,
rnasbl, naparpadbl, cTaTb. CTaTbs MOXKET MOAPA3AENATLCA Ha YacTU, UMEIOLLME MOPALKOBbIE HOMEPA
UM He nmerme TakoBbiX. B yacTtax ctratbu MOTyT coaepKaTbCA NYHKTbl U NOANYHKTbI, KOTOPble UMEKT
OYKBEHHYIO MAM uMdpoByD Hymepaumto M absaubl. B HEOOXOAMMbBIX CAyyaax CTaTba MOMKET UMETb
HauMeHoBaHwue.

B MHbIX HOPMAaTUBHbLIX MPaBOBbIX aKTaX MpaBoBble nNpegnucaHUA U3NaraklotcaA B BMAE NMYHKTOB.
MYyHKTbI MOTYT NOAPA3AENATLCA HA NOANYHKTbI.

CTaTbM (NYHKTbI) 6U3KOTO COAEPKAHNA 3HAYUTEbHBIX N0 06BbEMY HOPMATUBHbIX NPABOBbIX aKTOB
MOryT 06begUHATLCA B FNaBbl. B HEO6X0AMMBIX CIyYanX rnaBbl MOTYT 06beAUHATLCA B pPa3genbl.

TepMuHbl ynoTpebnatoTca B HOPMATUBHOM MPABOBOM aKTe B OAHOM 3HAYEHUU B COOTBETCTBUU C
06LLEeNPUHATON TEPMUHONOTUEN.

B HOPMaTMBHOM NPaBOBOM aKTe HaMMEHOBaHWA FOCYAAPCTBEHHbIX OPraHOB, OPraHOB MECTHOrO
CaMoynpaB/eHWUsA, OPraHN3aL it YKasblBatOTCA B COOTBETCTBUM C MX 0DULMANBbHLIMU HAMMEHOBAHNAMM,
NpPeaycMOTPEHHbIMM  3aKOHOAATE/IbCTBOM, YCTaBaMW, MONOKEHUAMM, MHbIMU  yuypeanuTebHbIMU
AOKYMEHTaMM, pelleHUsMM O CO34aHNN, NeperMeHOBaHUM U APYTMMU NPaBOBbIMU aKTaMMU.

CCbINIKM B CTPYKTYPHbIX €4MHMLAX HOPMaTUBHOMO MPaBOBOrO akTa Ha APYrue ero CTPYKTypHble
eAMHNLbI, @ TaKXKe Ha MHble NPaBOBbIe aKTbl, X CTPYKTYPHbIE eANHMLLBI MPUMEHSAIOTCA B CyYanX, Koraa
Heo6XoAMMO NOKa3aTb B3aMMHYIO CBA3b NPaBOBbIX NpegnucaHnii AMbo nsberkatb NOBTOPEHMIA.

He gonyckatoTca OTCbIIKM K HOpME, KOTOpasa B CBOIO ovepeb OTCbIJIaeT K ,EI,pYFOVI HOpMme.
Ccbinkn B HOPMATUBHDbIX NMPaBOBbIX aKTax Ha HE,D,EVICTBYPOU.LME NpaBoOBbl€ aKTbl HE A0NYCKAKOTCA.

BHeceHWe n3mMeHeHu B HOpMaTVIBHbIﬁ I'IpaBOBO[;I adKT, NPU3HAHNE HOPMATUBHOIO NPaBoOBOIoO aKTa
yTpaTuswnm Ccuny, ero otTmeHa npounssoaATtcAa B nopAake, yCTaHOB/IeHHOM AnA MNPUHATUA CaMoro
HOPMaTUBHOIO NMPaBOBOro aKTa.

depepanbHble  MMHUCTEPCTBA,  OCYLLECTBAAA  GYHKUMM  NO  HOPMaTMBHO-MPaBOBOMY
peryaMpoBaHuIO B YCTaHOB/EHHbIX chepax AeAaTebHOCTH, U34al0T HOPMATUBHbIE NPaBOBble aKTbl. BuAabl
npMHMMaembix  deaepanbHbiIM  MUHUCTEPCTBOM  aKTOB  yCTaHaBauBawoTca  deaepasbHbiM



3aKOHO4aTe/1bCTBOM.

dPepepanbHas cnyxba n denepasbHOe areHTCTBO He BMpaBe OCYLLECTB/AATb B YCTaHOBJIEHHOWM
cbepe pAeAaTeNbHOCTM HOPMATUBHO-NPABOBOE pPEery/MpoBaHWe, Kpome CayyaeB, YCTaHaB/AMBAEMbIX
yKasamu [lpesmgeHta Poccuitckon Pegepaumm mam noctaHosaeHusmu [lNpaButenbctBa Poccuitckomn
depgepaunn.

HopmaTtusHble NpaBoBble aKTbl ¢eaepasibHbIX OPraHoOB MCMOJIHUTENbHOW BNACTU M3[al0TcA Ha
OCHOBE M BO UCMOJHeHUe dpeaepanbHbIX KOHCTUTYLUMOHHbIX 3aKOHOB, defepanbHbiX 3aKOHOB, YKa30B U
pacnops:keHun [pesngeHta Poccuitickort  dPepepaumn, NOCTAHOBNEHUIM M pacnopAXKeHWUi
MpasutenbctBa Poccuiickoit depepaumn, a TakKe NoO WHUUMaTMBe dedepanbHbiX OpPraHoB
MCMONHWUTENbHOW BNACTU B Npeaesiax X KOMMNeTeHLMM.

MoarotoBKa HOPMATMBHbLIX MPABOBbLIX aKTOB denepanbHblX OPraHOB WMCMNOJAHWUTENbHOW BAACTU
ocyuiectBaseTca B cooTBeTcTBMM € [paBunamu MNoAroTOBKM HOPMATMBHbLIX MNPABOBbLIX aKTOB
depnepanbHbIX OPraHOB UCMOJHUTENbHOM BAACTM M UX FOCYAAPCTBEHHOM perucTpaunn (aanee - Npasuna
NOArOoTOBKM HOPMAaTUBHbLIX MPaBOBbIX aKTOB), YyTBEpXAeHHbIMK [lpaBuTeNbCTBOM  PoccuincKoi
Pepepaunn <31> n ¢ yyetom PasbacHEHUI 0 npumeHeHUn [pasBua, yTBepKAEHHbIX MUHUCTEPCTBOM
tocTnummn Poccminckoin ®epepaumm <32>.

<31> NMoctaHoBneHue MpaButenbctsa Poccuinckon Peaepaunm N 1009.

<32> Mpwukas MuHiocta Poccum ot 23 anpena 2020 r. N 105 "O6 yTBep:KAeHUU PasbAcHEHUI o
npumeHeHun [paBuA NOArOTOBKM HOPMATMBHbLIX NPaBOBbIX aKTOB deaepanbHbiX OpPraHoB
WCMNOJIHUTENbHOM BNACTM U UX FOCYAapCTBEHHOW perncTpauumn” (3apeructpupoBaH B MuHUCTepcTBe
toctummn Poccuitickoit ®epepaummn 27 anpens 2020 r., perucTpaumoHHbin N 58222; OduumanbHbIi
MHTEepPHeT-NopTan NpaBoBoi MHGopmauumn" (www.pravo.gov.ru), 27 anpensa 2020 r.).

®epepanbHble opraHbl UICMNOAHUTE/IbHOM BAACTU, B COOTBETCTBMM C MYHKTOM 2 [paBua NOArOTOBKM
HOPMATUBHbIX NPABOBbIX aKTOB, B NpeAeax CBOMX NOJHOMOYMIA U34a0T HOPMATMBHbIE NPaBOBbIE aKTbl
B BUAE NOCTAaHOB/AIEHW, NPUKA30B, NPABUA, UHCTPYKLNI U NONOKEHUN.

Ha NPaKTUKe HOPMaTUBHbIE MNPaBOBble aKTbl d)e,u,epaanblx OopraHos NCNOSHUTENBHOW BNACTU
n3aakoTCA B BUAE NpaBun, MHCprI-(LI,MVI, NONOXKEHUN, pernameHToB, agMUHUCTPATUBHbLIX PEr1aMeEHTOB,
yTBEPXAaEMbIX MPUKaA3aMM d)e,u,epaanoro OpraHa WCNOIHUTENIbHOM BNACTM.

CTpyKTypHble MoApasgeneHna W TeppuTopuanbHble opraHbl  ¢eaepanbHbIX  OpraHos
MCMNONHUTENBHOW BNacTM B cybbeKkTax Poccuitickolt depepaumm He BrnpasBe M3AaBaTb HOPMATUBHbIE
NpaBoBble aKTbl.

B cooTtseTcTBMU C NMYHKTOM 3 I'Ipanm noAroToOBKM HOPMATUBHbIX MPAaBOBbIX aKTOB HOpMaTMBHbIﬁ
I'IpaBOBOl‘/JI aKT  MoXeT ObITb n3gaH COBMECTHO HECKOJIbKUMMU d)e,u,epaanuMM opraHamu
NCNOJIHUTENbHOWN BNACTU UNU O4HWM U3 HUX NO COrnacoBaHUIo C APyrmmmn.

MpPOEKT HOPMATUBHOIO NPABOBOIO aKTa U HOPMATWBHBIN NPABOBOM AKT CO34AOTCA Ha ByMarKHOM
HocuTene uaM B (GOPMEe 3NEKTPOHHbIX [AOKYMEHTOB, 3a WCKAOYEHWEM C/yyaeB, KOrga MpPOeKT
HOPMaTMBHOrO MPaBOBOro aKTa M HOPMATMBHbIA NPABOBOM aKT COAEP)KaT CBeAeHWA, COCTaBaAloWme
rocyAapCTBEHHYIO TaliHy.

MpoeKkT HOPMATMBHOIO MNPABOBOrO aKTa MNOANENUT COrIaCoOBAHMIO C 3aMHTEpPecOBaHHbIMMU
d)eﬂ,epaﬂbelMVI opraHamu WCMNOIHUTENIbHOM BNactn, ecnanm TaKoe cornacosaHume  ABANAETCA
06a3aTeNnbHbIM B COOTBETCTBUU C 3aKOHO4aTe/N1IbCTBOM Poccuiickoit dDep,epau,MM, a TaKXe eC/In NPOoEeKT
HOPMaTnBHOIo npaBoBOro adKTa COAEPXUT  NONOXKEHUA MeXOoTpacnesoro 3Ha4YeHuA nnn
npegycmaTtpmBaeT COBMECTHYHO AEATENIbHOCTb cl)e,u,epaanblx OopraHoB WUCNONHUTENbHOWN BNACTM.
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MpoeKT HOPMATMBHOrO MNPABOBOIO aKTa MNOANEXUT obasaTeNbHOMY npeaBapuUTeNbHOMY
obecyKaeHMO Ha 3acefaHMAX ObLWEeCcTBEHHbIX COBETOB Npu depepanbHbiXx OpraHax MCNOAHUTENbHOM
BN1ACTU (MPU HaMUMKM YKa3aHHbIX COBETOB) B C/Iy4Yanx, YCTaHOB/EHHbIX NOcTaHOBAeHWeM paBUTeNbCTBa
Poccuiickoir Pepepaummn "O6 yTBEpPKAEHUM COCTaBa HOPMATMBHbLIX MPABOBbIX aKTOB M MHbIX
[OKYMEHTOB, BK/lOYan NporpaMmmHble, paspabaTtbiBaembix deaepasibHbiIMU OpraHamMm UCNOAHUTENbHOM
B/IaCTW, KOTOpble He MoryT ObiTb NpUHATbHI 6e3 npeaBapuTeNbHOro 06Cy)KAeHMA Ha 3acefaHuax
06L,ecTBEHHbIX COBETOB NpK 3TUX pesepanbHbIX OpraHax UCNONHUTENbHOM BAacTn" <33>.

<33> MNocraHoBneHue MNpasutenbctea Poccuiickon Pepepaunmn ot 1 ceHtabps 2012 r. N 877 "06
YTBEPXKAEHUN COCTaBa HOPMATMBHbIX MPABOBbIX AKTOB M MHbIX SOKYMEHTOB, BK/AtOYAA MPOrpamMmHbIe,
paspabatbiBaemMbix denepanbHbIMM OpraHamu MCMOSHUTENbHOM BAACTU, KOTOpble He MoryT ObiTb
NPUHATbI 6e3 npeaBapuUTENIbHOTO OBCYXAEHWA Ha 3acefaHMAX OOLLEeCTBEHHbIX COBETOB MPM 3TUX
depepanbHblXx opraHax ucnonHutenbHon Bnactn" (CobpaHue 3aKoHogaTenbcTBa Poccuiickol
depepaunn, 2012, N 37, c1. 4997; 2017, N 29, cT. 4374).

HopmaTtuBHble NpaBoBble aKTbl deepasibHbIX OPraHOB UCMNOJIHUTE/IbHOM BACTHM, 3aTparMsatoLme
npasa, cBoboAbl M O06A3aHHOCTM YesoBEKAa W TPaKAaHWHA, YCTaHaBAMBAOLLME NPABOBOM CTATyC
OpraHuM3auuMii  MAM  UMeloWMe  MEXBEOOMCTBEHHbIM  XapaKTep, NOAJeKaT rocyAapCTBEHHOM
peructpauun, onyb/MKOBaHWIO M BCTYyMatoT B CUY B MOPAAKE, YCTAHOBAEHHOM 33aKOHOZATENbCTBOM
Poccuitckoin ®epepaumm <34>,

<34> MoctaHoBneHue MNpasutenbctsa Poccuinckon Peaepaunm N 1009.

TpeboBaHMA K [OKYMEHTaM, WCMONAb3yEMbIM MNPU MNPEAOCTaBAEHUN TOCYAAPCTBEHHbLIX W
MYHUUMNANbHbIX YCAYr, YCTAaHaBAMBAOTCA B aAMUHUCTPATMBHBIX pernameHTax, paspabaTbiBaembiX Ha
ocHoBe PepepanbHoro 3akoHa oT 27 uiona 2010 r. N 210-d3 "O6 opraHu3auuu npenocTaBAeHUA
rOCYZapCTBEHHbIX W MYHMUMNANbHbIX  ycAyr" WM COOTBETCTBYIOLWMX MPaBWa, YTBEPXAEHHbIX
noctaHosneHnem MpasuTtenbcTsa Poccuiickoin ®eaepauymm <35>,

<35> dPepepanbHbl 3aKoH oT 27 mtons 2010 r. N 210-d3 "O6 opraHusaumm npenoctaBieHUs
rocyapCTBEHHbIX M MyHMUMNanbHbIX ycayr" (CobpaHue 3akoHopaTtenbcTBa Poccuiickon depepaumm,
2010, N 31, ct. 4179; 2020, N 31, cT. 5027); noctaHoBneHue MNpasutenbcTea Poccuitckoit depepaunn ot
16 man 2011 r. N 373 "O pa3paboTke U YyTBEPKAEHUN aAMUHUCTPATUBHbIX PErTAMEHTOB UCMOJIHEHMUA
rocyfapcTBeHHbIX QYHKUMA U aAMUHUCTPATUBHbIX PErfaMeHTOB NpefoCcTaBAeHUA TOCYAapCTBEHHbIX
ycnyr"  (Bmecte ¢ [MpaBunamu  pa3paboTKM UM YTBEPKAEHWA ALMWMHUCTPATMBHLIX pPEr1aMmeHToB
NCMNOJIHEHWA roCyAapcTBEHHbIX GYHKUMIM, MpaBunamm pa3paboTKuM M yTBEPKAEHUA aMUHUCTPATUBHbIX
perfameHTOB NPefoCTaBNeHMA rOCyAapCTBEHHbIX ycayr, [NpaBunamm nposeseHMA IKCNepPTU3bl NPOEKTOB
aAMMHUCTPATMBHBIX  PErfiaMeHTOB  MPeAoCTaBAeHUMA  rocyfapcTBeHHbIX  ycayr)  (CobpaHue
3aKoHoaaTenbcTBa Poccuiickon deaepaumm, 2011, N 22, cT. 3169; 2018, N 46, cT. 7050).

HopmaTtusHble NpaBoBble akTbl Cy6bekToB Poccuiickoin Pepepaunmn mMsgarotca no npegmeram
coBMeCTHOro BeaeHus Poccuiickoih ®epepauun u cybbektoB Poccuiickoit depepauuu, a TakKe BHe
npegenos BeaeHua Poccuiickolt degepauumn 1 nonHomounit Poccuiickoih ®egepaumm no npeameram
COBMeCTHOro BeaeHua Poccuinckoit ®eaepaumm n cybbvektoB Poccuinckoit Pepepaumu.

Crctema HOpMaTMBHbIX MPABOBbIX aKTOB OPraHOB rocyAapCTBEHHOM BacTu, cybbekTa Poccuitckoi
depepaunn ycTaHaBAMBAETCA B KOHCTUTYUMKM (ycTaBe) cybbekta Poccuitickon Pepepaunmn B
cootBetcTBMM ¢ KoHctutyumen Poccuiickoit depgepaumm n depepanbHbim 3akoHom "06 obwmx
NPUHUMNAX OpPraHU3aUMK 3aKoHoZaTeNbHbIX (NPeAcTaBUTE/NbHbIX) W UCMO/NHUTENbHbLIX OpraHoB
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rocyaapcTBeHHOM BnactTh cybbektoB Poccuiickoit Peapepaumn <36>.

<36> ®egepasnbHbli 3aKOH OT 6 OKTAGPA 1999 r. N 184-d3 "O6 0b6WwmMx NpUHLMNAX OpraHU3aLnm
3aKoHOAATeNbHbIX (NpPeAcTaBUTENbHbLIX) U UCMOJHUTENbHbIX OPraHOB TrOCYAapPCTBEHHOW BAacTU
cybbekToB Poccuiickon depepaunn” (CobpaHune 3akoHoaaTenbctBa Poccuiickont ®egepaumm, 1999, N
42, c1. 5005; 2020, N 29, cT. 4504).

3aKoHogaTenbHble (NpeacTaBUTE/IbHbIE) OpPraHbl rocy4apCTBEHHOM BNacTn cybbekToB Poccninckol
depepaunn NPUHUMAIOT KOHCTUTYUMK (pecnybaunkm) un ycTasbl (Kpaa, obnactu, roposa deaepanbHoro
3Ha4YeHWsA, aBTOHOMHasa 061acTb, AaBTOHOMHbIE OKpyra), a TaK)Ke 3aKOHbl cybbekTa Poccuiickoi
depepaunn.

Bbicluee AO0NKHOCTHOE AMUO cybbekTa Poccuiickoin ®Pepepaummn (pykoBoauTeNb BbiCLIErO
WCMNONIHUTENbHOTO OpraHa rocyZlapcTBeHHoN BnacTu cybbekTa Poccuiickoih Genepaumm) nsnaer ykasbl
(nocTaHoOBNEHUSA) U pacNOPANKEHUA.

CybbeKTbl Poccuiickoit ®egepauum BnpaBe NPUHMMATb 3aKOHbl O MPaBOBbIX aKTaxX, B KOTOPbIX
onpeaensoTca BUAbl HOPMATUBHbLIX NPABOBbIX aKTOB, YCTaHaB/AMBalOTCA obwMe TpeboBaHUA K MX
noarotoske, oGoOPMIEHUIO, MPUHATUIO, ONYBNMKOBAHUIO U BCTYMNJ/IEHUIO B CUJTY.

B cooTtBeTcTBUM C nocTaHOBAEHMEM lNpaBuTenbcTBa Poccuiickon ®egepaumm ot 29 HoAbps 2000 r.
N 904 "O6 yTtBep:aeHuu MonoxeHWa o nopagKe BefeHuA deaepanbHOro PerucTpa HOPMaTUMBHBIX
NpaBoBbiX aKTOB cybbekToB Poccuiicko ®degepaumm" KOHCTUTYUMM (ycTaBbl), 3aKOHbl W MHble
HOPMATUBHblE MPaBOBble AKTbl OPraHOB 3aKOHOAATENbHOM (NpeacTaBUTENIbHOWM) BAacTM CybbekToB
Poccuiickoli ®depepaumn, HOPMaTMBHbIE MPABOBblE aKTbl BbICWMX AOJMKHOCTHbIX AWML, CYObEKTOB
Poccuiickolt depepaummn (pykoBoguTeneit BbICLUMX OPraHOB WCMONHMTENIbHOM BAACTU CyOHEKTOB
Poccuiickoli ®depepaumu), OpraHoB WCMNONAHUTENbHOW BAacTu cybbekToB Poccuitickon depgepauuu
(rocypapcTBeHHbIX COBETOB, MNPABUTENbLCTB, KabBWHETOB MUHUCTPOB, aAMMHUCTPAUUA, MIPUNA,
MWHUCTEPCTB M WHbIX OpraHoB), 3aTparvBalowme npaea, cBobogbl M 0653aHHOCTM 4YenoBeKa U
rpakaaHuHa, ycTaHaB/AMBAlOLWME MPABOBOM CTAaTyC OpraHM3aLMii AU UMEIOLLME MEXKBELOMCTBEHHbIN
XapaKTep, BKAOYaoTCs B PpefepasnibHblii pernctp HOPMaTUBHbIX MPaBOBbIX aKTOB CybbeKkToB Poccunitckoi
depepaunn, BegeHne KOToOporo ocyluecTeasetTca MMHUCTEPCTBOM HOCTULMKM Poccuinckoi ®epepaunn.

3aknoueHns MuHUcTepcTBa tocTuumMmn Poccuitckoit @epepaumm no pesysbTaTam NPaBoOBOMA U
aHTUKOPPYNUMOHHOM 3KCNEPTM3 yKa3aHHbIX aKTOB BK/OYAlOTCA B deaepanbHblil perncTp B KayecTee
AOMNONHUTENbHbIX CBEAEHUMN.

B cootBeTcTBUM ¢ PeaepanbHbiM 3aKOHOM OT 6 oKTA6pA 2003 r. N 131-d3 "06 0b6wwmx NpUHLMIax
OpraHuM3aumMmM MeCTHOro camoyrnpasneHns B Poccuiickoii  ®egepaumm" opraHbl  MecTHOro
CaMOYMpaB/ieHMA M34a0T MYHUUMMANbHbIE NMPABOBbIE aKTbl. B cuctemy myHWUMNANAbHbBIX MPaBOBbIX
aKTOB BXOAAT <37>:

<37> Cratba 43 dPepepanbHOro 3akoHa ot 6 okTabpa 2003 r. N 131-d3 "06 obwmx npuHUMNax
OpraHusaLmMm MecTHOro camoynpasseHua B Poccuitckoit ®epepauymmn” (CobpaHue 3akoHonaTeNbCTBa
Poccuitckoit ®epgepaumm, 2003, N 40, cT. 3822; 2020, N 46, cT. 7214).

1) yctaB MyHMUMNanbHOro o6pasoBaHuns;

2) NpaBOBble aKTbl, NPUHATbIE HA MECTHOM pedepeHayme (cxoae rpaKaaH), HOPMaTUBHbIE U UHble
NnpaBoBble aKTbl NPeACTaBUTEIbHOrO OpraHa MyHMUMNaAbHOro 06pa3oBaHus;

3) NnpaBoBble aKTbl 1aBbl MYHULUWUMNA/IbHOTO o6pasoBava, NOCTaHOBNEHNA WU pacnopAXeHuAa
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rnaBbl MECTHOM AaAMMHUCTPALMMU, MHbIX OPraHOB MECTHOro CaMoOyMnpaBAEHWUA U AONMKHOCTHbIX JvL,
MECTHOIO CaMoynpaB/eHNA, NPeayCMOTPEHHbIX YCTaBOM MYHULMMNAAbHOrO 06pa3oBaHus;

4) rnaBa MyHUUMMNANbHOTO 06pPa3oBaHWA B MNpegenax CBOMX MNOJHOMOYMMA, YCTAaHOBEHHbIX
YCTaBOM MYHUUMNANbHOIO 06pa3oBaHMa U peleHUAMM NpencTaBUTeIbHOro opraHa MyHUUUNaAbHOTo
06pa3oBaHUA, U34aeT MOCTAHOB/IEHUS U PACNoOPAXKEHMA MO BOMPOCAM OPraHU3auuu AeaTeslbHOCTU
npeAcTaBUTENbHOrO OpraHa MyHUUMManbHOro obpas3oBaHMA B C/ly4ae, €CAu r1aBa MYHUUMNAAbHOTO
obpa3oBaHUA ABNAETCA NpeaceaaTesiem NpeacTaBUTEIbHOTO OpraHa MyHMLMNaAbHOrO 0bpas3oBaHuA; B
C/lyyae, ecau rnaBa MyHULMNANbHOTO 06pa3oBaHUA ABAAETCSA [1aBOM MECTHOW agMWMHMUCTPaLMKU, OH
n3gaeT NOCTaHOB/EHMA MO BOMNPOCAaM MECTHOIO 3HAYEeHWA M BOMPOCaM, CBA3AHHbIM C OCYLLECTB/IEHNEM
OTZEe/IbHbIX TOCYZAAPCTBEHHbIX MOJHOMOYUIA, NepeAaHHbIX OpraHam MeCTHOro CamoynpaB/ieHus
denepanbHbIMKU 3aKOHAMM M 3aKOHaMM cybbeKToB Poccuiickoit depepaumm, a TakKe pacnopsKeHus no
BOMPOCaM OpraHmn3aLmm paboTbl MECTHOM agMUHUCTPALMUK;

5) npeacepgaTens NpeAcTaBUTENbHOTO OpraHa MyHUUMMNanbHOro obpas3oBaHuMA  M3gaeT
NMOCTAaHOBNEHUA W PaCNopPAMEHMA NO BOMPOCAM OpraHM3aUuKn AeATeNbHOCTU NpPeAcTaBUTENbHOo
opraHa MyHUUMMNaNbHOro 06pasoBaHms.

MHble AO0NMHOCTHbIE /INLA MECTHOTO CaMoynpaB/ieHUA W34Al0T PacropsXeHusa W MpUKasbl Mo
BOMPOCAM, OTHECEHHbIM K UX NOSIHOMOYMAM YCTaBOM MyHULMMNANbHOrO 06pa3oBaHms.

Mpyn noarotoBKe HOPMATUBHbLIX MPaABOBbIX AKTOB B FOCYAApCTBEHHbIX OpraHax cybbekTos
Poccuiickolt  depepaumn, opraHax MECTHOTO  CaMOYNPaBAEHUA  yyuTbiBatoTcA  TpeboBaHus,
YCTaHOB/IEHHbIEe 3aKOHOAATEIbCTBOM Cyb6beKTOB Poccuiickoit deaepaLmm, HOPMATUBHbIMU NPaBOBLIMM
akTamu cybbekToB Poccuiickon deaepauum.

B pasgene WHCTpyKuMM no [enonpousBoAcTBY, YCTaHaBAMBawWemM MNOpPALOK MNOAFOTOBKU
HOPMAaTUBHbIX MPaBOBbIX aKTOB, PACKPbIBAETCA:

nopAAoK 0pOPMIEHNA NPOEKTa aKTa;

COCTaB AOKYMEHTOB, COMNPOBOMXKAAIOLLMNX NPOEKT, U MPUIONKEHUA K HEMY;
NopAAOK NOArOTOBKMN U 0DOPMIEHMA CONPOBOAUTENbHbIX AOKYMEHTOB;
npoueaypa cornacoBaHuA NPoeEKTa;

nopAAOK NPUHATUA aKTa (I'IOAI'IMCE]HVIH, YTBep)-KLI,eHVIFI) U NopAaoK npeacrtaBieHnAa NPoOeEKTa akTa
B BbILIJECTOFiLIJ,VIljl WNCNONHUTENbHbIN OopraH naun HpeACTaBMTeﬂbeIVI opraH.

FocypapcTBeHHble OpraHbl, OpraHbl MECTHOFO CaMoOynpaB/ieHWs Brpase paspabaTbiBaTb U
YyTBEPKAATb OTAe/IbHble HOPMaTUBHbIE [OKYMEHTbl (MpaBwia, MOJIOXKEHWA), YCTaHaBAMBalOWMe
NOPSAAOK MOArOTOBKM HOPMATMBHbLIX NPABOBbIX aKTOB (MYHWUMMA/NbHbIX MPABOBbLIX aKTOB), BK/IOYaS
npasuaa nx obopPM/IEHUS, COTNACOBAHUA, NPUHATUA (YTBEPKAEHMA), ONYBIMKOBaHWA.

3.3.8. NoarotoBKa MHANBUAYANbHDBIX NPABOBbIX AKTOB
(pacnopapuTenbHbIX AOKYMEHTOB) roCcyAapCcTBEHHOro OpraHa,
opraHa MecTHOro camoynpasfieHUs

B uenax peryaMpoBaHuMsA OeATENbHOCTM T[OCYAApPCTBEHHOrO OpraHa, opraHa MecCTHOro
CaMoOynpaBAeHus, OpraHM3auMM BbIMOJAHEHMS T[OCYAAPCTBEHHbIX GYHKUMIA UM NpeaocTaBAeHuA
rocyAapCTBEHHbIX YCAYr, YNpaBAeHWs rocyAapCTBeHHbIM (MYHULMNAAbHBIM) MMYLWECTBOM M peLleHus
MHbIX 33434, YCTaHOB/IEHHbIX 3aKOHOAaTeNIbcTBOM Poccuiickoin ®egepaumnn, rocyaapcTBeHHble opraHbl,
OpraHbl MeCTHOro CamoynpaB/ieHUA, AO/KHOCTHbIE AnUA B MNpedenax CBOeN KOMMeTeHUMM M3aatoT
npaBoBble aKTbl B GOpMe MpaBus, NOMOXKEHUI, UHCTPYKLMIA, pernaMmeHToB, NMOpPAAKOB U Ap., a TaKkKe
WHAMBUAYANbHbIE NpPaBOBble aKTbl B (GOpPMe YKa3oB, MOCTAaHOB/EHWIA, peleHui, NpPUKasos,



pacnopsaxeHuit (ganee - pacnopaauTesibHble JOKYMEHTbI).

PacnopagutenbHble AOKYMEHTbl M34alOTCA MO  BOMPOCAM OCHOBHOM  AeATeNbHOCTM W
aAMMUHUCTPATUBHO-XO3AMCTBEHHbIM BOMpPOCcam <38>:

<38> MMyHKT 14 PasbAcHeHW No npumeHeHuto NonoxeHns o nopsake BeaeHua degepanbHOro
perucTpa HOPMaTMBHbIX MPABOBbIX aKTOB Cyb6bekToB Poccuiickoit Pepepaumu, yTBEPHKAEHHbIX
npukasom MuHiocta Poccumn ot 20 asrycta 2013 r. N 144 (3apernctpuposaH B MuHiocte Poccum 30
asrycta 2013 r.; per. N 29854; Poccuiickas raseta, 11 ceHtabpsa 2013 r.,, N 202; OduumanbHbii
WMHTEPHET-NopTan NpaBoBoi MHopmaunm (wWww.pravo.gov.ru), 17 oktabpa 2019 r.).

Ha3HayeHuA, NepemeLLeHma Uan ocBoboXKAEHNA OT JONKHOCTU, KOMAaHAMPOBAHUA, HarparKaAeHUA
opAeHaMM N MeganaMM, NPUCBOEHUA NOYETHOIO MAN BOMHCKOFO 3BaHMA, NPEMMPOBAHUA, Ha3HaYeHUA
NepcoHanbHOW MEHCUMMU, 3AKPEMSIEHUA KUAbIX U HEXWU/bIX NMOMELLEHMA U NpPeaoCTaBAeHUA AbroT U
NPENMYLLECTB KOHKPETHbLIM ML aM U A4p.;

AeNCTBME KOTOPbIX MCUYEPMbIBAETCA OAHOKPATHbIM NPUMEHEHUNEM;
onepaTMBHO-PacNopaAMTEIbHOTO XapaKTepa (pa3oBble NopyyeHus);
C03blBa COBeLaHMN, KOHEepPEHUUI, Cbe3A0B M Ap.;

COOpPYKEHMA NAMATHUKOB, 6IOCTOB, MOHYMEHTOB;

CTPOMTENBbCTBA U PEKOHCTPYKLUN KOHKPETHbIX 34aHWUIA, COOPYKEHUI NpeanpuaTuii U Nycke ux B
aKcnyaTaumio;

BblAENEHMS MaTepuanoB, MaluH, 06OpysoBaHWA, TOBApOB, W3LEAWUA; O BbIGEAEHUM W
paspelleHnmn pacxog0BaTh AeHEKHbIE CPeaCTBa Ha MPOBEAEHNE KOHKPETHbIX MEPONPUATUIA;

OTCPOYKM NoraweHnA 3a40/1KEHHOCTU NO CCyaaMm,
OTBOAda 3eMe/Ib OTAENbHBbIM NMPEANPUATUAM, YHPEXAEHNAM, OPraHMU3aUNAM.
O BHECEHUU NMPaBOBbIX aKTOB U UX MPOEKTOB Ha PaCCMOTPEHNE U yTBEPKAEHUE;

HanpaB/iIeHHble Ha OpPraHn3auunto NCNOJIHEHUA pPaHee YCTaHOB/IEHHOIO NOpAAKa U He coaepXKallne
HOpM (B TOM YUCne aKTbl, cCogepKaHMe KOTOPbIX CBOAUTCA K U3BELLEHUIO 06 aKrax Apyrux Opl'aHOB);

TEeXHUYECKOro xapakrepa (TapndpHO-KBaNNPUKALMOHHbIE CNPABOYHUKM, GOPMbI CTAaTUCTUYECKOTO
HabAlAeHNA U Ap.), ECAN OHU He coaepKaT NPaBoOBbIX HOPM;

peKomMmeHaAaTeENNbHOIO XapakTepa,;
X034 ﬁCTBEHHO-paCﬂOpﬂAMTEH bHOIO XapaKTepa.

MpoeKTbl pacnopaauUTeNbHbIX AOKYMEHTOB roTOBAT U BHOCAT NoApasAefieHns rocyaapcTBeHHOro
opraHa, MeCTHOrO CamoOymnpaB/ieHMs B TMNJAaHOBOM MopsAKke AMBO Ha OCHOBAaHUM MOPYyYeHUi
PYKOBOAUTENA FOCYAapCTBEHHOrO OopraHa, MecTHOro camoynpasaeHua AMbo MHOro YNONHOMOYEHHOTO
OOJ/IKHOCTHOTO /inLa.

ObecneyeHne KayecTBEeHHOM noAroToBKM MNPOEKTOB pacnopaauTesibHbIX AOOKYMEHTOB MO
OCHOBHOW 0eATeNbHOCTU FOCYAApPCTBEHHOrO OpraHa, opraHa MeCTHOro camoynpasaeHua <39> u ux
cornacoBaHune C 3anHTepecoBaHHbIMKX CTOPOHaAMKMU BO3/1araeTtcAa Ha pYKOBOAVITe}'Iem I'IOLI,paE’,LI,e}'IEHVIVI,
KOTOpble rOTOBAT U BHOCAT NMPOEKT.
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<39> MpoeKTbl pacnopaanTebHbIX AOKYMEHTOB (YKa30B, NPUKa30B, PacnopsKeHuii) no Bonpocam
rocyapcTBeHHON (MyHUUMNANbHOM) CNy»K6bl U KagpoB roTOBMT KaapoBasa ciy»Kba rocygapCTBeHHOro
opraHa, opraHa MecTHOro camoynpasBAeHUs.

KOHTpO/Nb 3a MNpPaBU/IbHOCTBIO OQOPMIEHUA MPOEKTOB PacrnopAAMTE/NbHBIX  [1OKYMEHTOB
ocywecrenaer Cnyxba genonpovsBoAcTBa roCydapCTBEHHOrO  opraHa, oOpraHa  MeCTHOro
camoynpasneHus.

B MHCprKLI,MM no 4enonpounsBoacTtBy peKoOMeHAYETCA U3NN0XKUTDL Cieayroumne NoNoKEHUA:

BUAblI pPacnopaauTeNbHbIX AOKYMEHTOB, WX HasHayeHWe B [AeATeNbHOCTM rOCyAapCTBEHHOro
opraHa, opraHa MecTHOro camoynpasaeHus;

NnopaaoK MOArOTOBKM MPOEKTOB PaCMnopsAUTE/NbHbIX LOKYMEHTOB TOoCy[apCTBEHHOrO OpraHa,
opraHa MeCTHOro camoynpasneHus (PyHKUMM CTPYKTYPHOro noapasaeneHus - WCNOAHUTEeNs B
NoAroTOBKE MPOEKTa, NOPAAOK B3aUMOAENCTBUA CTPYKTYPHbIX NoapasaeneHunin (AOoNMHOCTHbIX 1LL) B
npouecce NoAroTOBKM MPOEKTa, €C/IM UCMOIHUTENEN HECKO/IbKO, - OTBETCTBEHHOCTb NoAgpasaesneHus-
ncnosiHMTeNns (LONXKHOCTHOTO IMLA) 33 NOATOTOBKY NPOEKTA NPMKasa (pacnopsaxKeHus);

nopaaok odopmMaeHMss MpoeKTa PacrnopaaMTeNbHOro AOKYMEHTa: COCTaB  PEKBU3UTOB,
opopmieHNE 3aroNoBKa K TEKCTY AOKYMeHTa, TpeboBaHMA K CTPYKTYPE W WU3/I0MKEHUIO TeKCTa,
opopmaeHNE NPUNOKEHUI K MPOEKTY PAaCNopPAAMTENbHOMO AOKYMEHTA U 4p.;

npoueaypy COrnacoBaHuA (BU3MPOBaAHUA) NPOEKTA PacnopaaMTeNbHOMO AOKYMEHTA C YKasaHWEM
006s3aTeNbHbIX  MHCTAaHUWMIA  COr/IaCcOBaHUA U YCTAaHOBJ/IEHWA CPOKOB  COI/IaCOBaHWA  MpPOEKTa
OO/KHOCTHBIMM - IMLUAMW U MHBIMW  PabOTHMKaMM TOCY[apCTBEHHOrO OpraHa, OpraHa MeCTHOro
caMoynpaB/eHus;

nopAaAaoK npeacrtaB/ieHUA NPOEeKTa Ha NoANUCb, NoANUCaHNUE pacnopAaAnNTE/IbHOTO AOKYMEHTa,

onybanKoBaHWe (pasmelleHWe) pacnopaauTenbHoro gokymeHta B  C3[ uanm  WHoOW
MHPOPMALMOHHOM CUCTEME, AOBEAEHNE PAaCcNOpPAANTENIbHOIO AOKYMEHTA A0 UCNOAHUTENEN;

nopAaoK BHECEHUA U3MEHEHWI B paHee U34aHHbIM pacnopAaUTeNIbHbIA AOKYMEHT.
3.3.9. NonokeHuns, Nnpasmna, UHCTPYKLUKN

MHCTPYKLMA NO AeNONpPOU3BOACTBY MOMKET COAEPNKATL CAefyloline NOMOXKEHUs, onpeaensaoume
NopsSAOK MOATOTOBKM JIOKA/IbHbIX HOPMATUBHbLIX aKToB (ganee - JIHA), v3pasaembix B dopme
MOJIOXKEHWUIN, NPABUI, NHCTPYKLUMIA:

Ha3Ha4yeHue JIHA B AeATeNbHOCTM rOCyAapCTBEHHOrO OpraHa, OpraHa MecTHOro CamoynpaB/eHus;
nopsgok nogrotosku JIHA 1 nopagoK nx obopmaeHus;

cornacosaHue JIHA ¢ 3aMHTEpPECOBaHHbIMWU CTPYKTYPHbIMM NoapasaeneHnAMmN U SONXKHOCTHbIMMU
NNLaMM rocyaapCTBeHHOro opraHa, opraHa MeCcTHOro cCamoynpas/sieHuA,

nopAaok yreepxaeHua JTHA;

onybankoBaHue (pasmelteHue) JIHA B C3, mnm nHoM MHPOPMALMOHHON cucTeme, AoBedeHUE
NTHA po vicnonHutenei;

BHeceHne nameHeHun s JIHA.



3.3.10. MpoTtoKon 3acegaHus (coBewyaHusa)

[eAatenbHOCTb MO COBMECTHOW BbipabOTKe peleHuid Ha 3acefaHuax, COBellaHMAX, COBeTax,
cxoaax, cobpaHusax n ap. opopmMaAeTca NPOTOKONAMM.

B UHCTpYKUMM NO Aenonpoms3BOACTBY LenecoobpasHo onpeaennTb:

BUAbl NMPOTOKOJ/IOB, UCMNOJ/Ib3YEMbIX B AEATE/IbHOCTU rOCYAapPCTBEHHOrO opraHa, opraHa MecTHOro
camoynpaB/eHus;

nopaaok odopmaeHua NPOTOKONOB (COCTaB PEKBU3UTOB, OCOBEHHOCTM MNOCTPOEHUA TEKCTa,
0COBEHHOCTM 3aNUCK PeLLIEHUn, 0COBbIX MHEHUWIA, Pe3y/IbTaToB r0/I0COBaHMA U Ap.);

CPOKM NOArOTOBKM NPOTOKON3;
NopAAOK NOAMMCAaHUA NMPOTOKO/IOB;

onybankoBaHue (pasmelleHne) npoTokona 3acefaHua B CI[ uMAW WHOW WMHPOPMALIMOHHOM
cucteme (goBedeHMe NPOTOKONA A0 UCTIONHUTENEN);

opopmaeHUNEe BbIMUCKN M3 NPOTOKOAA U Ap.

Mopsafdok odpopmaeHuUa NPOTOKOMOB 3acedaHuin npueedeH B npuaoxeHun N 9 K HacToawmMMm
MeToanYecKMM peKoMeHaaumAMm.

3.3.11. flenosoe (cnyxebHoe) nucbmo

Henosoe (cnyxebHoe) NMUCbMO rOTOBUTCA B rOCYAapCTBEHHOM OpraHe, opraHe MecCTHOro
CaMoynpaBeHuA KaK:

OOKNah O BbINOJHEHWM nopyyeHui [MpesmaeHTa Poccuiickont ®Pepepaumm mn MpaButennscrsa
Poccuiickoin Pepepaunu;

OTBET Ha 3anpoc cbep,epaanoro rocyaapCTtBeHHOro opraHa,

OTBET Ha 3anpoc TeppUTOPMaANbLHOTO opraHa ¢eaepanbHOro opraHa MCNONHUTENbHOW BNAcTU B
cybbekTe Poccuiickon Pepepaunu;

OTBET rocyfapCTBEHHOro opraHa cybbekta Poccuitickolt depepaumm O BbINOJHEHUW MOPYYEeHUA
rnaebl pecnybavku B cocTaBe Poccuiickoit depepaumn, pykoBoauTens Kpas, obnactv, aBTOHOMHOM
06,1acTV M aBTOHOMHOTO OKpYyra B cocTase Poccuiickoit deaepaumy;

oTBeT Ha 3anpoc YneHa CoseTta Penepaummn degepanbHoro CobpaHus Poccuinckont deaepaumm;
OTBET Ha Nap/IaMeHTCKMI 3anpoc;

OoTBEeT Ha 3anpoc AenyTtata locygapcteeHHol [ymbl ®egepanbHoro CobpaHusa Poccuiickoi
denepaumn, aenyTaTa NnpeacTaBUTeIbHOrO opraHa cybbekTa Poccuiickolt depepaumy;

OTBET Ha 06pau.|,eHV|e rpa*xKgaHnHa nnm opraHnsauunu;

OTBET Ha 3anpoc rpaxgaHnHa wan opraHnsdaumm O npenocraBieHUn VIHCI)OpMaLI,VIM o
AeATeNbHOCTU roCyJapCTBEHHOIO OpPraHa;

COMNpoBOAMTEIbHOE MUCbMO K MpoeKkTam deaepasbHbiX 3aKOHOB, MPoOeKTam akTos [lpesnaeHTa
Poccuiickon ®epepaummn un lpasutensctsa Poccuitickon depepalmm, NPOEKTamM 3aKOHOB U UHbIX



HOPMaTMBHbIX NMPaBOBbIX aKTOB cy6beKTa Poccuiickoin deaepaumu;
OTBET Ha 3anpoc MHOro roCyAapPCTBEHHOIO OpraHa, OpraHn3aunm;

3anpoc o0 NpeaocTaBAeHUM AONOJHUTENbHON MHPOPMALMM B XO4Ee UCMNOJIHEHWUS FOCYAapCTBEHHOM
ycnyrm uam ob oTKkase B NpeaocTaB/ieHUM FoCyAapCTBEHHOM yCayrn u ap.;

UWHUUNATUBHOE NMUCbMO, HanpaBaaemoe B UeniAxX NCNoJIHEHUA dDYHKLI,MVI rocygapCTtBeHHOro opraHa,
OopraHa MecCcTHOro camoynpasseHusA, NoJIHOMOY MM AO/TKHOCTHbIX L, TOCYyAapCTBEHHOIO OpraHa, opraHa
MeCTHOIro CamoynpasieHnaA;

B APYrMX caydasx, Tpebyrowmx HanpasneHus 3anpoca (npocbbbl) 0 NpegocTaBieHMn MHbOopPMaLLMK
(mOKyMeHTOB, cBEAEHWMIA) MM OTBETA Ha NOCTYNMBLIKI 3anpoc (npocbby).

B NHCTPYKLUUM NO 4en0Npon3BOACTBY PEKOMEHAYETCA YCTaHOBUTD:
nopaaoK opopmneHnn Aenosbix (CNyxebHbix) nMcem, B TOM YUCae Ha AONKHOCTHbIX B1aHKaXx;

TpE6OBaHVIFI K TEKCTaM AeNoBbIX (C!'Iy)Ke6HbIX) nncem, 0COH6EHHOCTM COCTaBAEHUSA MHUNLUMNATUBHDbIX
nncem, nMCem-oTBeTtoB, OTBETOB Ha 06paLLI,EHMFI rpaxgaH w opraHmsau,m‘/'l, nocrynarounx B8
FOCY,[],apCTBEHHbIVI OpraH, opraH mecTtHoOro camoynpas/sieHuA,;

npoueaypy CornacoBaHma AenoBbIX (CaysKebHbIX) nucem;
0CcobeHHOCTU cocTaBNeHUA U 0DOPMIEHUA COBMECTHbIX MUCEM;

0CO6EHHOCTM MPUMEHEHUA B AEATENbHOCTM [OCYAApPCTBEHHOrO OpraHa, OpraHa MeCTHOro
CaMOyMpaBAeHUA CPEACTB 3NEKTPOCBA3M, WHOOPMALMOHHO-KOMMYHUKALMOHHbIX TEXHOAOMMIN AnA
Noay4YeHna 1 OTNPaBKKN AeN0BbIX (CYKeBHbIX) NUCEM U APYrMX AOKYMEHTOB.

B WHCTpyKuMM no [enonpousBOACTBY PEKOMEHAYEeTCA YCTaHOBWUTb COCTaB PEKBU3UTOB,
NCNoab3yemMblx Npu opopMAEHUM AeN0BbIX (CNYHKeBHbIX) Ncem:

aapecart;

AaTa AOKYMEHTa;

PEerncTpaLnoHHbI HOMEP AOKYMEHTa;

CCbINIKA HA PEFUCTPALMOHHBIA HOMEP U AaTy NOCTYNUBLUETO AOKYMEHT];
3aro/10BOK K TEKCTY;

TEKCT AOKYMEHTa;

OTMETKA O Ha/IMYNM NPUNOXKEHUI;

BM3a;

noagnuce;

OTMeTKa 06 3/1eKTPOHHOM noanuck (B caydae NOArOTOBKW M OTNPaBKM AEN0BOro (cnyKebHoro)
nucbma B Gopme 3/1eKTPOHHOTO JOKYMEHTa);

OTMeTKa 06 UcnonHuTene.

B MHCprKLI,MVI no AenonpounsBoacTBy peKkomeHAayeTca OTMETUTD, YTO:



aenosble (cny*kebHble) NMcbMa nedyaTarTcA Ha HGaaHKax ycTaHoBieHHoOW ¢opmbl (pasaen 3.3.2
MeToanyecknx pekomeHaaunn); ciy*kebHole NMcbma, NOANUCbIBaEMble PYKOBOAUTENAMU ABYX U Bonee
denepanbHbIX OPraHOB WCMOJIHUTENbHOM BAAcTM, OPOPMAAIOTCA Ha CTaHAAPTHOM JsiMcTe Bymaru
dopmaTa A4, Npu 3TOM HAMMEHOBAHMA OPraHOB BNACTM - aBTOPOB AOKYMEHTa - YKasbiBaloTCA B
peksusute "Moanuce";

CPOKM NOATOTOBKM OTBETHbIX MUCEM YCTaHABAMBAIOTCA HOPMATUMBHbLIMKM NMPaBOBbIMU aKTaMMN UK B
pesontouuax (nopyyeHUsx) AOMKHOCTHbIX AWML, FOCYAapCTBEHHOrO OpraHa, opraHa MeCTHOro
CaMOynpaBneHus, CPOKM MNOATOTOBKM MHUUMATMBHBLIX NWCEM ONPeaensaloTca PYyKOBOAUTENAMM
CTPYKTYPHbIX NogpasaeneHuii rocygapcTBeHHOro opraHa, opraHa MecTHOro CaMoynpaB/eHus;

TEKCTbl OTBETHbIX nNNcem A0/1XKHbl TOYHO COOTBETCTBOBATbL AdHHbIM NMOpy4vYeHUAM, NOCTYNNBLUINM
3anpocam, yKka3aHnAM no NCNOJIHEHNKO AOKYMEHTOB;

B AeN10BbIX (CnyKebHbIX) NMCbMax UCMOJIb3yeTca PeKBU3UT "3aronoBoK K TEKCTY", oTBeYaroLWwmii Ha
Bonpoc "O yem?" n bpopmynpyoLWMn B KpaTKo dopme Temy NMUCbMA;

B AeN10BbIX (CNy»KebHbIX) MMcbMax UCnonb3ytoTca Gpasbl STUKETHOrO XapaKkTepa "YBaxkaemblit...!" -
B HayaJie NUcbMa, Hag TekcTtom n "C yBarkeHMem," B 3aK/I0UUTE/IbHOM YacTM NUCbMA, Hag NoAMNMUChIo;
3TMKeTHbIe ¢ppasbl NeyaTaloTca UCNONHMUTENIEM NMPU NOATOTOBKE NPOEKTa NMCbMa;

Aenosble (cnyxebHble) nMcbMa 1M3naratoTcs:

oT 1-ro Anua mHoKecTeeHHoro ymcna ("Mpocum npegocTaButb MHPopmaumio...", "Hanpasnsem Ha

3aKo4eHMeE NpoekT..." 1 ap.);

OT 3-r0 ML eAMHCTBEHHOro Yyncna ("MUHUCTEPCTBO He cuMTaeT BO3SMOXKHbIM...", "deaepanbHoe

apXMBHOE areHTCTBO MnpeaJjaraeT PpacCMOTPETb BO3MOXHOCTb...");

oT 1-ro nvua enuHCTBEHHOTO YuCna, ecnu aenosoe (cnyskebHoe) nucbmo odopmaeHo Ha
OO/MKHOCTHOM 6naHKke ("Mpowy Bac npeactaBuTb cBedeHus o..", "CuMTalo BO3MOMKHbIM MNPUHATb
y4yactue B...");

Aenosble (Cny»KebHble) NMMCbMa B YCTAaHOBNEHHOM MHCTpYKUMEN No 4enonpon3BOACTBY Nopsaake
NpoXoaaT npoueaypy COriacoBaHWA (BM3MPOBAHMA) 3aUHTEPECOBAHHbIMM AO0MKHOCTHbIMU NULAMU
rocyAapCTBEHHOro opraHa, opraHa MecTHOro CamoynpaB/ieHus;

Aenosble (C/'IY)Ke6HbIE) NMNCbMa NOoANUCbLIBAKOTCA pyKoBoAUTENNEM TOCYAapPCTBEHHOIO OpraHa, ero
3amectntenamm, UHbiIMM  YNONTHOMOYEHHbIMU  AO/IXKHOCTHbIMKM  1ndaMn B COOTBETCTBUKM  C
pacnpeaeneHnem 06H3aHHOCTEﬁ, YCTaHOBJ/IEHHbIM NMPAaBOBbIM aKTOM FOCya4apCTBEHHOIO OpraHa, opraHa
MeCTHOIro CamoynpaBieHnA;

B CAy4ae WCNOAHeHMA 06A3aHHOCTEN BPEMEHHO OTCYTCTBYIOLWEro PyKoBOAMUTENs [AeNoBble
(cny»kebHble) NUCbMa M3roTaBAMBAOTCA Ha B1aHKax BPEMEHHO OTCYTCTBYHOLLMX OO/IKHOCTHbLIX AU, B
peksusute "Moanuck" B 3TOM C/yyae yKasblBaeTCA CTaTyC AOAMHOCTHOIO AuLa, NOAMNUCHIBAOLLLErO
OOKYMEHT, B COOTBETCTBMM C NpUKas3om 06 ucnonHeHun obsasaHHocTel, Hanpumep: "MU.0. MUHKUCTPA"
nnu "UcnonHawowmi 0683aHHOCTM MUHUCTPA";

B YCTAaHOBNEHHbIX 3aKOHOAATE/NIbCTBOM C/lyyasx AesnoBble (cnykebHble) nucbMa 3aBepsitoTcA
neyaTblo rocyZapCTBEHHOro OpraHa, opraHa MeCTHOro CamMoyMNpaB/ieHUs, @ B MUCbMAXx, COAEPKALLUX
Chy»KebHylo MHPOPMaLMIO OrpaHUMYEHHOro pacnpocTpaHeHusa, npocTaBnafetca peksusut "Mpud
OrpaHMYeHMs AOCTYNa K JOKYMEHTY", KOTOPbIA MOMKET A0MNOHATLCA HOMEPOM 3K3eMNAPa.

3.3.12. 3anucka (aHanuTUUecKan, goKNagHas,
cnyebHas, 06bACHUTeNbHaA)



B MHCTPYKUMKM NO AeN10NPOU3BOACTBY PEKOMEHAYETCA ONPeaeNnTb:

BWAbl 3aMMUCOK, CO34aBaeMbIX B rocy4apCTBEHHOM OpraHe, opraHe MeCTHOro Camoynpas/ieHns u
Mcnosb3yemblx Ana  MHGOPMALMOHHOIO OOMEeHa MexKay CTPYKTYPHbIMKM  NoApasaeneHuamu,
[O0/I}KHOCTHBIMU IMLL@MUN, PaboTHUKaMK;

NopAAOK COCTaB/EHUA 3aMUCOK (Ha ByMarkHOM HocuTeie U/UAKn B SNEKTPOHHOM BUAE);
PEKBM3UTbI 3aMMUCOK PA3NYHbIX BULOB U UX 0DOPMAEHUE;

CTPYKTYPY TEKCTA aHA/IMTUYECKOW (A0KNagHOM, cnyKebHoM, 06bACHUTENbHOM) 3aNNCKUY;
PEKBU3UTbI AOKNAAHOM (aHAIUTUYECKOW, CNyKebHOMN, 06bACHUTENIbHOM) 3aNUCKK:
HaMMeHOBaHMe CTPYKTYPHOTO NoApasAeneHus - aBTopa AOKYMEHTa;

BUA, [LOKYMEHTa;

AaTa LOKYMEHTa;

PEerucTPaLMOHHbIA HOMEp;

3aro/I0BOK K TEKCTY (Npu HeobxoanmmocTu);

agpecaT (4ONXHOCTHOe AMUO  (NMu@) rocyAapCTBEHHOro opraHa, oOpraHa MeCcTHOro
camoynpasneHus);

noanuncob;

OoTMeTKa 06 ucnonHutene (Npu HeobxoaumocTu).
3.4. OpraHusauma aoKkymeHToobopoTa
3.4.1. MpuHUKMNbI OpraHU3aLumn 40KymeHToob60poTa

B cootBetcTBMM Cc nyHKTom 3.1 [MpaBuAa [enonpousBoAcCTBa B NpoLecce AOKYMeHToobopoTa
obecneunBaeTcs:

npuem u nepsmMyHan 06paboTKa BXOAALLMX LOKYMEHTOB;
npeaBapuTe/ibHOE PacCMOTPEHME BXOAALLNX AOKYMEHTOB;
perncrpaums BXogawmx, UCXo4aWmx U BHYTPEHHUX AOKYMEHTOB;
paccMoTpeHMe SOKYMEHTOB PYKOBOACTBOM;

AoBefeHVe JOKYMEHTOB A0 UCNONHUTENel;

NOAroTOBKa NPOEKTOB AOKYMEHTOB;

cornacoBaHWe NPOEKTOB AOKYMEHTOB;

noAnucaHue NPOeKTOB JOKYMEHTOB;

onpeaeneHne mecta XpaHeHUs AOKYMeHTa (KONuu AOKYMeHTa) U BKAoYeHMe AOKyMeHTa (Konuu
OOKYMeHTa) B 4eno;

06pa60TKa M OTNpaBKa UCXo4AWNX AOKYMEHTOB.
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Mpu ycTaHoBAEHUW TPebOBaHMI K OpraHM3aLnmn 4OKYMEHTO060poTa B rocyapCTBEHHOM OpraHe,
opraHe MecTHOro camoynpaBaeHus ceayeT UCXOAUTb M3 CAeAyoLWMX NPUHLMMOB:

LeHTpann3aLmmn onepaumii no NpMuemy u oTnpaBKke AOKYMEHTOB;

pacnpeneneHna OOKYMEHTOB Ha OOKYMEHTOMOTOKW, MMeElWMe OAMHAKOBbIA  MapLpyT
(MapwpyTnsauma 4OKYMEHTOB);

opraHM3aunmn npeaBapuTeNbHOro PaCCMOTPEHUA NOCTYNatoLWMX 4OKYMEHTOB;
WUCKNHOYEHWNA BO3BPATHbIX ABUMKEHWUA IOKYMEHTa, He 06YyCN0BNEHHbIX AeN10BON He0B6X0AUMOCTbIO;
OAHOKPATHOCTM perncTpaumm JOKYMEHTOB;

yCTpaHeHWs He0bOCHOBaHHbIX COr/IacOBaHUI NMPOEKTOB AOKYMEHTOB;

pernameHTaumm onepaunit no obpaboTKe, PacCMOTPEHUIO 1 COT/TACOBAHUIO OKYMEHTOB.

ﬂ,OKyMEHTOO60pOT rocyaapCTtBeHHOro OpraHa, OpraHa MeCTHOro camoynpassieHnAa
OCYyLLECTBNIAETCA C UCNOJIb30BaHNEM C3 v MHbIX VIH(I)OpMaLI,MOHHbIX CUCTem, O6eCI'IeLiMBaI'OLLI,MX pa60Ty
C OTAE/NIbHbIMUN KOMMNJZIEKCAMU OOKYMEHTOB.

B cooTeetctBMM C nyHKTOM 3.2 [lpaBun Aenonpoussoactsa WMHGOPMALMOHHbIE CUCTEMbI
rocyaapCTBEHHOro opraHa, oOpraHa MeCTHOro camoynpasieHua, obecneumsaowme paboty c
OTAEe/IbHbIMM KOMMAEKCaMMN AOKYMEHTOB, A0/IKHbI 6biTb MHTEerpuposaHbl ¢ C3/[1 B uensx peanvsauun
dYHKUMKM OTOBOpa AOKYMEHTOB BpemeHHbIX (cBbie 10 fneT) M MOCTOAHHOTO CPOKOB XpaHeHus A
nepeAaynm Ha XpaHeHWe B apxuMB roCyAapCTBEHHOro opraHa, opraHa MEeCTHOro Camoynpas/ieHua u
BbIAE/IEHUA K YHUUTOXEHMIO AOKYMEHTOB, CPOKM XPaHEHWNA KOTOPbIX UCTEKN.

B cootBetctBUM ¢ nyHKTOM 3.3 [paBun pgenonpomssoactsa Cnyxba penonponsBoactsa
rocyfapCcTBEHHOrO OpraHa, opraHa MEeCTHOro CamoyMpaB/ieHUA, AeNONPOU3BOAUTENN CTPYKTYPHbIX
noapasgeneHunii, a TakKe pPaboTHUKM rocyAapCTBEHHOTO OpraHa, opraHa MecTHOro caMmoynpaBs/ieHus B
COOTBETCTBUM C MNPenoCTaBAEHHbIMM MM npaBamu obecneuymBatoT BkAodeHue B C3[, [OKYMEHTOB
(NpoeKTOB AOKYMEHTOB), CBEAEHUIN O AOKYMEHTaxX (NPOEeKTax AOKYMEHTOB), CBEAEHNN O PACCMOTPEHMUM
W pe3ynbTaTax UCMONHEHWA LOKYMEHTOB M pe3y/ibTaTax UCNOJIHEHUS (3anonHeHue nonei 3PK).

B ApoKymeHTOO6OpPOTE rOCYAapCTBEHHOrO OpraHa, OpraHa MeCTHOro camoynpasieHua B
COOTBETCTBMM C  OCODOEHHOCTAMW  TEXHONOTMYECKOM 0O6pPaboTKM  OOKYMEHTOB  BbIAENSOTCS
OOKYMEHTOMOTOKMU:  MOCTynawwas AOoKymMeHTauua (BXxoAsAwasn); oTnpaBasemas OOKyMeHTauus
(McxopAWwan); BHYTPEHHAA AOKYMeHTaums. B cocTaBe Bxogsllel U ucxodawlein AOKYMeHTauuMu MOoryT
BblAENATLCA:

[OKYMEHTbI, noctynuewue mn3 AamuHuctpaumm MNpesupgeHTta Poccuiickoint ®epepaummn, CoseTta
depepauun  depepanbHoro  CobpaHuma  Poccuiickoit  depepaumu, TocygapcTBeHHoM  [ymbl
depepanbHoro CobpaHua Poccuiickoit ®egepaumnu, MNpasuTenbctea Poccuitickoli deaepalmm, BbICLINX
cynos (KoHcTuTyumMoHHoro, BepxosHoro), CueTHoi nanatbl Poccuiickoin Pegepaumn, LieHTpanbHoro
6aHKa Poccuiickoit Pepepaunn m apyrux deaepanbHbiX OPraHOB rocyAapCTBEHHOM BNACTU U MHbIX
deaepanbHbIX rocyaapCcTBEHHbIX OPraHoB;

AOKYMEHTbl OpraHoOB rocyAapCTBeHHOM BnactM cybbektoeB Poccuitickoit degepaunn, opraHos
MECTHOr0 CamMoynpaB/ieHus;

AOKYMEHTbl TeppUTOPManbHbIX OpraHoB ¢eaepanbHbiX OPraHoB WCMOAHUTENbHON BNacTM B
cybbeKkTax Poccuitckoit Pepepaumm (Npu nx Haanumm);

nap/lameHTCKMe 3anpochl, 3anpockl AenytaToB FocyaapcTeeHHon Aymbl PeaepansHoro CobpaHus
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Poccuiickoir ®epepauum mn ceHatopoB Coseta Pepepaummn PepepanbHoro CobpaHua Poccuiickoi
depepaunn, aenyTatoB 3aKoHoAaTe/IbHbIX OpraHoB cyb6bekToB Poccuitickon Pepepaumm U opraHoB
MECTHOIO CaMoynpaB/eHus;

obpalleHua rpaxkaaH u opraH1saumm;

3anpocbl rpasAaH, opraHuMsauuin o npeaocTasieHuM UHboOpPMaLMM O  AeATe/bHOCTU
rocyapcTBeHHOro opraHa U/uau o NpeaocTaBNeHUM rocyAapcTBEHHbIX YCAYT U OTBETbI Ha HUX;

AOOKYMEHTbI roCy4apCTBEHHbIX N HEFTOCYAaPCTBEHHDbIX opraHmsau,Mﬁ;
OOKYMEHTDI 06LLI,eCTBeHHbIX N PENNTUO3HbIX Opl'aHM3aLI,VII7I,'

OOKYMEHTbI M3 NPaBUTENbCTBEHHbIX M HEMPABUTENbCTBEHHbIX OPraHU3aLLMin 3apybeXKHbIX CTPaH U
Apyrve rpynnbl LOKYMEHTOB.

OpraHv3auma OBMMKEHUA [OOKYMEHTOB M A0CTyna K AOKYMEHTaM B YC/NOBMAX 3/1€KTPOHHOIO
OOKYMEHTO060pOTa  OCYLLECTBAAETCA B COOTBETCTBMM C  pacnpeneneHvemM AOKYMEHTOB  Ha
AOKYMEHTOMOTOKM, UMEIOLLME OANHAKOBbIM MapLpPyT (MapLpyTU3auma AOKYMEHTOB) M 0COBEHHOCTAMM
06paboTKM [OOKYMEHTOB C npumeHeHnem C3[. MaplpyTbl AOKYMEHTONOTOKOB [AO/KHbI 6bITb
ONTUMa/IbHbIMW MO 3aTPaTaM BPeMeHMU, He A0MKHbI AOMNYCKaTb Ay6AMpPYHOLWMX Onepauuin n BO3BPaTHbIX
ABWXKEHW, He 06yCN0BNEHHbIX 4e/10BO HEOHXOAMMOCTbIO.

B cootBeTcTBUM Cc nyHKTOM 3.7 MpaBua AenonpoussBoAaCcTBa B rocyLapCTBEHHOM OpraHe, opraHe
MECTHOIo CamMoyrnpaB/ieHUA AOCTaBKa W OTMNPaBKa AOKYMEHTOB OCYLLECTBAAKOTCA CPeACTBAaMMU NMOYTOBOM,
denbaberepckoit, Kypbepckoi, MHbIMM BUAAMM CreuunasbHOM CBA3U, pakCUMUIbHOM, TenerpadHomn,
TenedOHHON, NOCPeACTBOM 3NeKTPOHHOM noytbl, C3/[, cncTeMbl MeKBEAOMCTBEHHOMO 3/1€KTPOHHOTO
OOKymeHToobopoTa (gmanee - M3A0), uyepes callT rocygapCTBEHHOrO OpraHa, OpraHa MEeCTHOrO
camoynpas/fieHus, nocpeactsom desepanbHoOlM rocyaapcTBEHHOM MHPOPMaLMOHHON cuctembl "EAMHbIN
nopTan roCyAapCTBEHHbIX W MyHMLMNANbHbIX ycayr (dyHKUmiA)' w/van  permoHanbHblt  nopTan
rocy4apCTBEHHbIX MU MyHMLMNANbHbIX YCAyT (ganee - MopTan rocyaapCTBEHHbIX YCAYr).

JocTtaBka M OTApaBKa 3/EKTPOHHbIX AOKymMeHTOB cpeacteamm M3IJO ocywectensetcA B
COOTBETCTBUKN C MONIOKEHUEM O CUCTEME MENKBELOMCTBEHHOIO 3/IEKTPOHHOIO AO0KYMeHToo6opoTa U
MpaBuiammM obMeHa [OKYMEHTAMM B 3NEKTPOHHOM BWAE NpPU OpraHuMsauumn WMHPOPMALMOHHOIO
B3aumopeicteuna <40>,

<40> MocTtaHoBneHusn MpaButenbcTea Poccuiickon Pepepaunm ot 22 ceHTabpa 2009 r. N 754 "06
yTBEPKAEHUN [lONOXKEHUS O CUCTEME MEKBEAOMCTBEHHOMO 3/IEKTPOHHOIMO AOKymeHToobopoTa"
(CobpaHue 3akoHoaaTenbcTBa Poccuiickolt depepaumm, 2009, N 39, cT. 4614; 2019, N 12, cT. 1314); oT
25 pekabpna 2014 r. N 1494 "06 yteepaeHun MNpaBmun obmeHa JOKYMEHTaMU B 3N1€KTPOHHOM BUAE Npu
opraHvsaumm UHboOpMaunoHHoro B3aumopeictema" (CobpaHue 3aKoHogaTenbcTBa Poccuiickol
depepauun, 2015, N 1, cT. 284; 2018, N 49, cT. 7600) (aanee - MoctaHoBneHue N 1494).

3.4.2. NMpuem 1 nepsuuyHan 06paboTka NOCTyNalOWMUX AOKYMEHTOB

B  WMHCTpyKuMM no  [Oenonpou3BOACTBY  OMpedensetcd  CTPYKTypHoe  nogpasgefieHune
(nogpasaeneHus), ocywecTeasiolee npuem n o6paboTKy MoOCTynaloLWei B rocyAapCTBEHHbIA OpraH,
opraH MeCTHOro CamoynpaB/ieHNA KOpPPecrnoHAeHUMM, NOoCAefoBaTeNbHOCTb M MOPAAOK onepauui,
BbINOAHAEMbIX B Npouecce 06paboTKM NOCTynatoLLei KoppecnoHAeHUUN.

B aaHHOM pasgene MHCTpYKUMM No AeNonpoM3BOACTBY PEKOMEHAYETCA NpeayCMoTPeTb:

NPOBEPKY MPaBuUAbHOCTKN agpecoBaHUA MNMOCTYNUBLLUNX OOKYMEHTOB U NPaBUJIbHOCTU AO0CTAaBKU
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OOKYMEHTOB;
NPOBEPKY LLeJIOCTHOCTM YNAaKOBKM (KOHBEPTOB M NaKeToB);

BCKPbITUE YMAKOBKM (33 UCKAOYEHMEM KOHBEPTOB M MaKeToB C nNomeTKon "/InyHo" u rpudamm
OrpaHMYeHMA AOCTYNa K 4OKYMEHTY, He OTHOCALLMXCA K 06paLLeHUAM rpakaaH, opraHM3aumii);

NPOBEPKY LLEe/TOCTHOCTU BXOAAWMNX OOKYMEHTOB, BK/IlOYaA NPUNOHKEHUA;

YHUUTOXKEHME KOHBEPTOB W MAKETOB MM YMAKOBKM (33 MCKAOYEHMEM OOpPALLEHUI rparkaaH,
OpraHM3aumii, cyaebHbIX U UHbIX AOKYMEHTOB 63 yKasaHWA 4aTbl, @ TaKXKe B CAy4asX, ec/iv JOKYMEHT
MOCTYNWUA MO3)Ee YKAa3aHHOTO B TEKCTe AOKYMEHTa CPOKa MCMOJIHEHUA (4aTbl MeponpuaTua) uam npu
60/1bLLIOM PACXOXKAEHUN MEXKAY AaTaMU NOANUCAHUA U NONYYEHNA OOKYMEHTOB);

COPTMPOBKY AOKYMEHTOB Ha Mogjekalme U He rnognexalime pernctpaumm (B nNpuioKeHun K
MHCTpYKLMM MO Ae10Npon3BOACTBY Liesiecoobpa3HO NpMBECTU NepedyeHb AOKYMEHTOB, He NoANEKALLMX
peructpaumnn) <41>. MpUmepHbIN nepeyveHb HEePerncTpUpyemblX BXOAALLMX AOKYMEHTOB NpuBeAeH B
npunoxeHum N 11 K HacToAWwMM MeToanYecKMM peKkoMeHaaumam;

<41> K Hepernctpupyembim AOKYMEHTAM OTHOCATCA AOKYMEHTbI, He Tpebytolme UCNOAHEHUA U
He cofepKalime MHOOPMaLMM, UCMOb3YEMOWM B CNPABOYHbIX Lensax (byxrantepckne OTYeTbl, CYET],
cyeTa-paKTypbl, aKTbl CBEPKN B3aMMOPACYETOB, aKTbl NPUEMKU-Nepeadym OCHOBHbIX CPeACTB, TOBapHble
HaknagHble; FOCTbl, TEXHUYECKME pernameHTbl, pyKoBoZalwme N apyrme AOKYMEHTbl MO TEXHUYECKOMY
PEeryiMpoBaHNio M CTaHAApTM3auMu; aHKeTbl (pestome); rpaduKu, Hapsaabl, 3anABKWU, Pa3HaPAAKK;
HayyHble OTYETbl, Hay4YHO-TEXHMYECKAs M MPOEKTHaA [AOKYMEHTaUMs; nedvyaTHble W34aHuA (KHWIK,
KYpHasbl, raseTbl), KaTanorM, TeXHWYECKasa NuUTepaTypa, TemMaTUYecKMe U creumanbHble COOpPHUKK,
NAaKaTbl; No3ApaBuUTeNbHble NUCbMa W Tenerpammbl, 61arofapcTBEeHHble MUCbMA U Teserpammel,
npurnacutenbHble 6uneTbl; GOPMbl LOKYMEHTOB, 6/1aHKM U 4p. LOKYMEHTbI.

nepenadyy AOKYMEHTOB, TPeOyloWMX PerncTpaumm, Ha y4acTOK PerncTpauum M CKaHMpPOBaAHWMA
OOKYMEHTOB;

BblaeNeHMe [OKYMEHTOB, afpecoBaHHbIX B CTPYKTYpHble MNoApasfAesneHus rocy4apcTBEHHOro
opraHa, opraHa MeCTHOrO CamoynpaB/ieHua Aaa nepegayyM AOKYMEHTOB HenocpeacTBEHHO B
CTPYKTYpHOE noAapasgeneHne, MUHYA PYKOBOACTBO;

nepedady AOKYMEHTOB, He Tpebylowmx perucTpauum B CTPYKTYpHble MoApasgeneHnsa wm
AOJIKHOCTHBIM IML,AM;

CPOKM 06pabOTKM JOKYMEHTOB M Mepefaym MX Ha y4yacTOK perncTpaummM uam B CTPYKTYpHble
noApaszeneHunsn B cyyae nocTynjaeHus AOKYMEHTOB B paboyee 1 Hepaboyee Bpems;

NopsAAOK AeNCcTBUIM B C/lydYae yCTaHOBAEHUS ¢aKTa HenpaBWbHOW agpecauuu LOKYMEHTOB,
HEKOMMNEKTHOCTM [OOKYMEHTOB, MNOBPEXAEHWUA AOKYMEHTa WAW KOoHBepTa (makeTa), HaiMumMAa Ha
KoHBepTe (naKkeTe) rpuda orpaHUUYeHUs AOCTyna K AOKYMEHTY wuan nomeTtoK "JinyHo", "CpouHo",
"OnepaTtnsHo" 1 ap.

B MHCTPYKUMM NO AeN10NPOU3BOACTBY PEKOMEHAYETCA NPEeAYCMOTPETb CAeAYIOLLME NONOKEHUS:

owmnbouHo AOCTaB/1IEHHble OOKYMEHTbl Mepecblz1aloTCA NO Ha3Ha4YeHUKo Wan BO3BpPaALLAlOTCA
OoTnpasnUTEnNio;

[OKYMEHTbI, MOCTYNWBLUME B TOCYAAPCTBEHHbIM OpPraH, OpraH MEeCTHOro CamoynpaB/ieHus B
paboyee Bpems, NPOXOAAT NepBUYHYIO 06PabOoTKY M NepeaatoTcs Ha PerucTpaumio B A4eHb NOCTynaeHus



WX Ha cneayowmin paboumin geHsb;

npu obHapyXeHMN NOBPEXKAEHUA BXOAAWEro AOKYMEHTA MU €ro NPUIOXKEHUN, NpU OTCYTCTBUMU
AOKYMeHTa, ero 4actm uau I'IpVIﬂO)-KEHVIVI K HeMy, a TaKXe Mnpun OoTCyTCTBUM MNOoANUCU Ha BXoAdAllem
JOKYMEHTE COCTaB/IAETCA aKT B ABYX 3K3emnasapax (OAnH 3K3eMNApP aKTa BbICblNaeTca oTnpasuTento, 2-
M - npuobuaetca K BXxoAAlleMy AOKYMEHTY W NepeaaeTcA Ha pernctpaumio U npeasaputenibHoe
paccmoTpeHue);

KOHBEPTbI, B KOTOPbIX MOCTYNUAN OOKYMEHTbI, YHUUYTOMAIOTCA (33 MCKAlOYeHMeM obpalleHui
rpaxgaH 1 UHbIX OKYMEHTOB, €C/IM TO/IbKO MO KOHBEPTY MOXKET ObiTb YCTaHOBAEH afpec OTnpasuTens
n/Mnn pata OTNPaBKM, a TaKXKe B C/yyasX, €CAn LOKYMEHT MOCTYNWU/ MO3¥Ke YKa3aHHOro B TeKcTe
OOKYMEHTa CpOKa MCMONHEHUA (AaTbl MEPONPUATUA) UAN NPU BONBLIOM PACXOKAEHUN MEXKAY AATaMU
noAnNMcaHua U NONy4YeHUs JOKYMEHTOB);

KOHBEpPTbI (MakKeTbl), umetowme oTMeTKy "JIyHo", rpudbl orpaHNYeHMa AOCTyna K AOKYMEHTaM,
COAEpMKaLLMM CBeLEHUA KOHOUAEHLMANBHOTO XapaKTepa, He BCKPbIBAKOTCA U NepesaoTca:

c oTmeTKoM "J/InyHo" - HenocpeAcTBEHHO agpecary;

c rpudamm orpaHuyeHusa goctyna - paboTHuky Cny»kbbl genonpownssoacTBa, B 06A3aHHOCTU
KOTOpOro BXxoauT 06paboTKa AOKYMEHTOB, COAEPKaLUUX CBeAeHNA KOHOUAEHUMANbHOrO XapaKTepa;

OOKYMEHTbI, MocTynuBlwiMe c oTmeTkamu "CpouHo", "OnepatuBHo" M Aap., nepegatoTca Ha
perncTpaumio HesameaNUTENbHO;

WHPopMMpoBaHMe  pyKkoBoguTens  Caykbbl  genonpoussBoacTBa  NpuM  MNOCTYMJ/IeHUU
NOA03PUTENbHbIX MOYTOBbIX OTNPABAEHUIA.

B UHCTPYKUMM MO AeN0nNpOu3BOACTBY [AO/KHO BObiTb NPeAyCMOTPEHO, YTO NP MOCTyMn/ieHUU
[OKYMEHTOB U3 APYr1X rocyAapCTBEHHbIX OPraHOB, OPraHOB MECTHOrO CaMOoynpaBAeHMWs, OpraH13aumii
HenocpeacTBEHHO B CTPYKTYpPHble MoApasfeneHus, Ho Tpebylolinme paccMOTPeHWs PYKOBOACTBA,
nepegalwTca Ana perucTpauumn u npeasapuTenbHOro paccmotpeHus B Cayxby penonpousBoacTsa
rocyAapCTBEHHOro opraHa, opraHa MeCTHOro CamMoynpaB/eHus.

B cooTtBeTcTBUM C NyHKTOM 3.15 MpaBma 4eN0npon3BoACTBa Ha BCEX MOCTYNUBLLMX AOKYMEHTaX, 33
WCK/tOYEHNEM LOKYMEHTOB, NOCTYNUBLUMX B POPME 3/1IEKTPOHHbIX AOKYMEHTOB, NPOCTaBAAETCA OTMETKA
0 NOCTYN/JIEHUN JOKYMEHTA B roCyAapCTBEHHbIA OpraH, opraH MecTHOro caMoynpasaeHus (CM. NYHKT 26
MpunoxkeHna N 3 K HacToAWMM MeTogNYeCKUM pEKOMEHAALUAM).

B cootsetctBUM C nyHKTOM 3.16 [lpaBun [enonpousBOACTBA 31EKTPOHHbIE  AOKYMEHTbI,
NoCTYNMBLUME M3 APYIUX OPraHM3aLMii U rpaxaaH no 3NeKTPOHHOM noyTe, nocpepcteom C34, M340,
yepes CaWT rocyfapCTBEHHOrO OpraHa, OpraHa MEeCTHOro camoynpasiaeHua B WMHPOPMALMOHHO-
TENIeKOMMYHUKAUMOHHON ceTn "WUHTepHeT", [opTan rocyAapCTBEHHbIX WM MYHWUMMNANAbHbIX YCAYT,
npuHUMmatoTcs Cnyxb6oi Aenonpomn3BoACcTBa UM UHbIM CTPYKTYPHbIM NoApasaeneHnem, B 06a3aHHOCTU
KOTOPOro BXOAMT OpraHusauua paboTbl ¢ obpallleHMAMM W 3aNpocamu FpaXkAaH M opraHu3aumn o
npefoctagneHnn uHGopmaumm O AeATeSbHOCTM TFOCYAapCTBEHHONO OpraHa, OpraHa MeCTHOro
camoynpasfeHns, 0 NPeLoCTaBAEHUN FTOCYAAPCTBEHHDBIX (MYHULMMNAAbHbIX) YCAYT.

B cootBetcTBMM C nyHKTOM 3.17 [paBun AenonpousBoAcTsa MNOpPAAoK MHOOPMALMOHHOMO
B3aMMOZENCTBMA rOCYAapPCTBEHHbIX OPraHOB, OPraHOB MECTHOrO CamoynpaB/ieHnAa nocpeacTBOM
obmeHa AOKYMEHTaMM B 3/1EKTPOHHOM BUAE, NepeyeHb BUA0B KOTOPbIX yTBeprKaaeTcs MpaBuTebCcTeom
Poccuiickoit depepaunn <42>, 3a UCKAOYEHMEM OBMEHa 3/1eKTPOHHbIMM AOKYMEHTaMW B PamKax
nNpeaocTaBAeHMS TOCYAAPCTBEHHbIX WM  MYHUUMNANbHbLIX YCAYr, ycTaHoBAeH [lpaBuMnamu obmeHa
AOKYMEHTaMM B 3/1eKTPOHHOM BMAE NPU OpraHM3aumm MHGOPMaULMOHHOIO B3aMMOAENCTBUA <43> ”
TpeboBaHMAMM K OPraHMU3aLMOHHO-TEXHUYECKOMY B3aUMOAENCTBUIO <44>,
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<42> PacnopsikeHune [lpaButenbctBa Poccuitckon Pepepaummn ot 2 anpena 2015 r. N 583-p
(CobpaHue 3akoHoaaTenbcTBa Poccuitckoit depepaumm, 2015, N 15, cT. 2293).

<43> [ocTtaHoBneHue N 1494,

<44> MpuKas MuHkomesasn Poccum n ©CO Poccum N 186/258.

B cooTBeTcTBMM c nyHKTOM 3.19 MpaBun genonponsBoacTBa MHCTpYKLMEN NO AeN10Npon3BOACTBY
MOMeT ObITb NPeaycCMOTPEHa PacMeyvyaTka 3/1EKTPOHHbIX AOKYMEHTOB C NOcC/Aedylollel opraHusaumei
paboTbl C HUMM KaK C AOKYMEHTaMM HA ByMaykHOM HocuTene.

3.4.3. NpepgBapuTenbHOe PacCMOTPEHUE A0KYMEHTOB

B  WMHCTPYKUMM no [Oefonpov3BOACTBY [OCYAapCTBEHHOrO oOpraHa, opraHa MecTHOro
camoynpasneHus cnegyet  npeaycMoOTpeTb nposegeHue Cny»bo  genonpoussoacTea
npeasapuTe/sIbHOr0 PacCMOTPEHUA AOKYMEHTOB B LENAX BblAe/feHUA U3 BCEro mMaccusa MoCTynuBLUei
KOppecnoHAeHUMM OOKYMeHTOB, Tpebylowmx 06A3aTeNbHOr0 PacCMOTPEHMA  PyKOBoAUTE EM
rocyAapCTBeHHOro opraHa, opraHa MecTHOro CamoyrnpaBs/eHUs, 3aMecTUTENAMWU PYKOBOAUTENSA, UHBIMU
OO/DKHOCTHBIMM 1ML @MU  MPU HAAWMYUU Y HUX COOTBETCTBYIOLMX MOJHOMOYMIA. [IOKYMEHTbI,
MOCTYNUBLLUME B rOCYAapCTBEHHbIN opraH, OpraH MeCTHOro CaMoynpasfieHuMA Mo BOMPOCaM, He
TpebylolWmMM  paccCMOTPEHMA  PyKOBOACTBOM,  HanpasasioTca  Cayxbol  genonpoussoacTea
HenocpeAcTBEHHO B CTPYKTYpHble nogpasgeneHuna. OCHOBAaHMEM AN MNPUHATMA pPelleHusa B Xoae
npeasapuTe/IbHOr0 PacCMOTPEHUA ABNAETCA COAEpP)KaHWe OOKYMEHTa, a He aJpecoBaHuWe [JOKYMEHTa
COOTBETCTBYIOLWEMY AO/IKHOCTHOMY /IMLLY.

PesynbtaTom npenBapuTeslbHOro pPacCMOTPEHUA [A0J/IKHO 6bITb HanpaBieHne OOKYMEHTa
HenocpeaACTBEHHO TemMm OO/IXKHOCTHbIM  /IMUAM, KOTOpPble HadeNneHbl MNo/IHOMOYNAMKUM MO UX
PaCCMOTPEHNIO B COOTBETCTBMUN C YCTAHOB/IEHHbIM B TOCydapCTBEHHOM OpraHe, opraHe MeCTHOro
camoynpassieHnAa pacnpegeneHnem obAsaHHOCTEN mexagy pykosoagutenem, e€ro 3amectutenamm u
UHbIMU AO0/TKHOCTHbIMU I AMWN.

B cooTtsetcTBUM € nyHKTOM 3.28 [lpaBun Aenonpom3BOACTBA COCTaB AOKYMEHTOB, NOA/eKallmx
npeaBapuTesIbHOMY PacCMOTPEHUIO B FOCYAApPCTBEHHOM OpPraHe, opraHe MeCTHOr0 CaMoynpaBAeHMs,
MOXKeT ObITb KOHKPETU3NPOBaH B MHCTPYKLMM NO Ae10NPON3BOACTBY.

3.4.4. Pernctpauusa noctynaroLmx OKYMEHTOB

B MHCTpYKUMKM NO AeN10NPOU3BOACTBY PEKOMEHAYETCA ONPEeaeNUTb:

MeCTo M Crnocob perncrpaumm AOKYMEHTOB, MOCTyMaloWMX B FOCYAapCTBEHHbI OpraH, opraH
MEeCTHOro camoynpasneHusa (Npu cMmellaHHOM Gpopme opraHMsaumMm AenonponsBoACTBa AOKHO BbiTb
onpeaeneHo, Kakme AOKYMeHTbl peructpupytotca B Cayxbe OenonponsBOACTBA, KaKMe - B MHbIX
CTPYKTYPHbIX NOAPa3AeNeHUAX FOCYAapCTBEHHOIO OpraHa, opraHa MecTHOro CaMoynpaBaeHus);

CPOKM perncrpaumm NocTynatowmx AOKYMEHTOB (B AeHb MOCTYN/AEHUA, Ha caedylowmin pabounii
AeHb (B C/lyyae MOCTyn/ieHWs AOKYMeHTa B Hepabouyee Bpems), HesamMenMTeNbHO (C OTMETKamMu
"CpouHo", "OnepatusHO" 1 Ap.), B TeyeHuMe Tpex AHen (obpalleHnn rparkaaH U opraHM3saunin, 3anpochl
rpaskgaH o MpeaocTaBNeHun UHPOpMauuM O [eATeNbHOCTU TOCYLapCTBEHHOro OpraHa, OpraHa
MECTHOTO CamoynpaBaeHuns) u ap.;

CTPYKTYPY PErucTpaLMoOHHOrO HOMepa BXOAALLEro AOKYMEHTa M WCNoJsib3yemble Aasa 3TOro
KnaccuoukaTopbl (KnaccudrKaTop CTPYKTYPHbIX NogpasaeneHuii, HOMeHKAaTypa Aen rocyaapcTBeHHOro
opraHa, opraHa MecTHOro CamoynpaB/eHna, KnaccudukaTop AOKHOCTHBIX ML, KnaccuduKaTop BUAOB
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AOKYMEHTOB, KnaccuduKaTop KOppPecnoHAEHTOB 1 Ap.);

PEKBU3UTBLI JOKYMEHTa U ApyrMe cBeAeHUA O AOKYMeHTe, BKatoYaemble B C3/1 rocyaapCTBEHHOrO
opraHa, opraHa MecTHOro camoynpasneHua <45>;

<45> [lepe4yHu cBeAEHUA O BXOAALIMX, MUCXOAAWMX, BHYTPEHHUX [AOKYMeHTax, obpalieHuax
rpaxgaH, BKAoYaemblx B C3J[1 rocygapCTBeHHOro oOpraHa, OpraHa MeCTHOro CcamoynpaB/ieHus,
ycTaHoBAeHbl B pasgene |V MNpasun aenonpomssoacTsa.

nepeaavyy 4OKYMEHTOB Ha PErncTpaunto To/1IbKO Nocie nx npegBapuTesibHOro paCCMoTpPEHUA;
PEerncTpaLmio JOKymMmeHTOB HE3AaBUCUMO OT cnocoba ux AO0CTaBKMU,

perucTpaumio AOKYMEHTOB B Npeaenax AOKYMEHTOMOTOKOB, BblAE€NEHHbIX B roCygapCTBEHHOM
opraHe, opraHe MecTHOro camoynpasneHua (cm. pasgen 3.4.1.);

NpoCTaB/ieHne Ha MnoCTynavwmx AOKYMeHTaxXx OTMEeTKU O MNOoCTynjieHUn C YKa3aHunem [atbl
nocTynaeHmAa n exoaAawero permctpauMoHHOro Homepa AOKYMeHTa,

BHECEHWE COOTBETCTBYIOWMX CBeAeHMI O pAokymeHTe B IPK pgokymenta B C3[ waum
pPerncTpaunoHHo-y4YeTHyl0 GopmMy Ha ByMarKHOM HocCUTene, MPUCBOEHME MOCTYNUBLUEMY AOKYMEHTY
perncTpaunoHHOro Homepa;

nopsaoK oundppoBKN (CKaHMPOBAHMA) AOKYMEHTOB, MOCTYMMBLLMX B rOCYAapCTBEHHbIA OPraH,
OpraH MeCTHOro CamMoynpaB/ieHMA Ha OymMa)KHOM HocuTene, U MOPALOK BKAOYEHMA SNEKTPOHHbIX
OOKYMEHTOB M 3/IEKTPOHHbIX KoMK AoKymeHToB B C3/[);

BO3MOXHOCTb MCMO/Ib30BAHUA LUTPUXOBOIO KOAMPOBAHUA AOKYMEHTOB B LeNSX aBTOMaTM3aLmMu
npucoeanHEHNA 3NEKTPOHHOM KONMM AOKYMeHTa K IPK, a TakKe ans obecneyeHns GbICTPOro noucka
3N1EeKTPOHHOM Konuwn AoKkymeHTa B CO/] rocy4apcTBEHHOIO OpraHa, opraHa MeCcTHOro cCaMoynpaB/eHUs;

pa3paboTKy B LENAX peructpauym M ydyeta OOKYMEHTOB B FOCYyAapCTBEHHOM OpraHe, opraHe
MECTHOr0o camoynpaB/ieHna KnaccndunkaTopos (CNpPaBoOYHMKOB):

CTPYKTYPHbIX NoApasaeieHunis;

BMUA0B AOKYMEHTOB;

AOJIKHOCTHbIX UL,

KOppecnoHAeHTOoB;

npeameTHO-TEMATUYECKOro (BOMPOCOB AeATEIbHOCTH);
YKa3aHuWI No UCNONHEHMUIO AOKYMEHTOB;
ucnonHuTeneu;

pe3ynbTaToB UCNONHEHUA OKYMEHTOB U Ap.;

0COBEHHOCTN  PerncTpaumm  3NeKTPOHHbIX  AOKYMEHTOB, MNOCTYNMMBLUMX MO  CUCTEME
MEXKBEAOMCTBEHHOIO  3/IEKTPOHHOIO  [OKymMeHToobopoTa (ganee - M3A0), no cucteme
MEBEAOMCTBEHHOTO 3J/IEKTPOHHOrO B3aumogelicTeua (manee - CM3B), B C3/[ rocyaapcTBEHHOro
OpraHa, opraHa MecTHoOro camoynpasneHua. lMpun noctynneHnn gokymeHtos no M340 wam CMIB
cnefyeTr  yuutbiBaTb TpeboBaHMA, YCTAaHOBAEHHblE YMNOAHOMOYEHHbIM deaepanbHbIM  OpPraHOM
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NCMNONHUTENbHOW BNACTU B Chepe MeKBeaOMCTBEHHOIO 3/IeKTPOHHOIO AOKYMeHToo6opoTa <46>;

<46> Mpukas MuHKkomceasn Poccum n ®CO Poccum N 186/258. Pasgen Il "TpebosaHuii K
OpraHM3aUMOHHO-TEXHMYECKOMY B3aMMOAENCTBUIO TOCYAAPCTBEHHbIX OPraHOB U TrOCYAapCTBEHHbIX
OpraHusaumn nocpeacTBom obMeHa AOKYMEHTaMM B 3/IEKTPOHHOM Buae".

NopAAOK PerucTpauunm  AOKYMEHTOB HAa MHOCTPaHHbIX fA3blKax, MOCTYNUBLLUMX B ajpec
rocyAapCTBEHHOro opraHa, opraHa MecTHOro Camoynpas/eHus (B COOTBETCTBMM C NMyHKTOM 3.27 MpaBun
AeNonpousBoACTBa  AOKYMEHTbl Ha MHOCTPaHHbIX fA3blKax nociae WX pernctpaunm B Cnyxbe
AenonpousBoacTBa  NepejalTcd B COOTBETCTBylowee — nogpasfaeneHne  wam  paboTHUKY
rocy4apCTBEHHOro OpraHa, OpraHa MECTHOro Camoynpas/ieHus Ana nepesoda W nocneaytowen
nepefayn Ha pPacCMOTPEHME PYKOBOACTBA; WMHAA KOPPECMOHAEHUMA Ha WMHOCTPAHHbIX A3blKax
nepeaaeTcs No Ha3HaYeHMIO HEMoCPEACTBEHHO B CTPYKTYPHbIE NoApasaeneHus).

3.4.5. NopAaaoK paccmoTpeHUA [OKYMEHTOB PYKOBOACTBOM
M AOBeAeHUA AOKYMEHTOB A0 UCNONHUTeNel

B WHCTPYKUMM No [Aen0onpou3BOACTBY PEKOMEHAYETCA OnpeaesinTb MNopAdoK PacCMOTPEHUS
[OKYMEHTOB PYKOBO/CTBOM FOCYAapCTBEHHOIO OpraHa, opraHa MEeCTHOro CamoymnpaB/eHUs C y4eToMm
YCTaHOBNIEHHOIO pacnpeaeneHna 06a3aHHOCTEN MeXKAY PYKOBOAMUTENIEM, EF0 3aMECTUTENIAMMN U UHBIMMU
[OOJ/I)KHOCTHBIMM  JIMLL@AMM M B COOTBETCTBUMM C pe3ynbTaTaMu MpPeaBapuUTeIbHOr0 PacCMOTPEeHMUA
OokymeHToB B Chny)kbe [enonpous3BOACTBa, a TaKXKe MopsagoK [A0BeAeHMA [OOKYMEHTOB A0
ucnonHuTenen.

B MHCTpYKUMKM NO AeN10NPOn3BOACTBY Le1ecoobpasHO YCTaHOBUTD, YTO:

AOKYMEHTbl MepeaatoTca Ha PacCMOTPEHWME PYKOBOAMTEN U WMHbIM AO/MKHOCTHLIM AWLLAM
rocy4apCTBEHHOrO OpraHa, oOpraHa MeCTHOrO CamoynpaB/iieHnAa TONAbKO MNocae  perncrpauuu
(McKkNOYEHUEM MOTYT BbITb TO/IKO LOKYMEHTbI, TPEbYIoLLME HEe3aMeaNNTENbHOTO UCNONHEHUS, @ TaKKe
HeperucTpupyemble AOKYMEHTbI, NPeAHa3Ha4YeHHble PYKOBOAWUTENIO FOCYAapPCTBEHHOIO OpraHa, opraHa
MECTHOIO CaMOyNpPaBAEHUSA UAN UHBIM AONKHOCTHBIM NULAM);

nocse PacCMOTPEHMUA LOKYMEHTOB PYKOBOACTBOM, pe3o/itouuu (nopydyeHus Mo AOKYMeHTam)
nepeHocaATca B IPK (B MHCTPYKUMKM NO 4e10NPON3BOACTBY YCTaHABAMBAETCA, KEM U KaKMm 06pasom 3Tu
csefieHna BHocATca B IPK);

[OCTYN K 3/IeKTPOHHOMY AOKYMEHTY (3/IeKTPOHHOW KOMWUM LOKYMEHTa) UCMONHUTENN NOJyYatoT
nocse BblHECEHUA PE30toLMIA (MOPYYEHNIA NO AOKYMEHTY);

MECTO XpaHeHUA NOAJIMHHMKA JOKYMEHTa, €C/IM AOKYMEHT MocTynua Ha BymaxHom HocuTene (B
Cny>k6e [enonponsBoacTBa WM B CTPYKTYPHOM MoapasgeneHnn, HasHauYeHHOM WCMOoJIHUTENeM
(oTBETCTBEHHbIM UCMOAHUTENEM) MO AOKYMEHTY);

nepegadya AOKYMEHTOB MeXAY CTPYKTYpPHbiMU nogpasgeneHnAMnU rocygapCrtBeHHOro opraHa,
OpraHa MeCTHOro camoynpasiaeHnA OCyLleCTBNAETCA 4epes Cny>+<6y aenonpoussoncrea uhamn C
ob6A3aTeNnbHbIM yBegomMmIeHNEM CJ'IY)KGbI Aenonponssoacrea.

Mocne NPUHATUA PYKOBOAMUTENEM peLleHWUA MO WCMOJIHEHUIO AOKYMEHTa, MOCTynuBLIEro Mo
M3A0, ans MHGOPMMPOBAHNA OpraHM3aLMU-0TIPABUTENA AOKHO BbiTb CPOPMUPOBAHO YBegOMAEHME
0 NPUHATMM AOKYMEHTA K UCMONIHEHWNIO, COAepIKallee caeaylolme daHHble <47>:

<47> MNpukasz MuHKkomceasn Poccum n ®CO Poccum N 186/258. Pasgen Il "TpebosaHuii K
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OpPraHU3aLUMOHHO-TEXHUYECKOMY B3aUMOJENCTBUIO FOCYAapCTBEHHbIX OPraHoB W TOCYAapCTBEHHbIX
opraHmMsauui nocpeacTBoM obMeHa AOKYMEHTAMU B 31eKTPOHHOM Buae".

a) aaty/spems GopMMPOBaHNA YBEAOMIEHUSA;
6) KpaTKyto MHPOPMALMIO O MOCTYNUBLLEM LOKYMEHTE, K KOTOPOMY OTHOCUTCS YBEAOM/IEHUE;
B) MHGOPMALMIO O MYHKTE SOKYMEHTA, MPUHATOM K MCMONIHEHMIO (ONLMOHANbHO);

r) wuHpopmaumio 06 aBTOpe pesonouum (pykoBoguTene, 3amMecTuTene pPyKoBOAUTENA
OopraHusaumm - ydactHuKka M340);

4) nHbopMaLMIO 0 pyKoBoAUTE e NoAPa3AeNEHNA-UCNONHUTENS;
e) nHdopmaumio 06 OTBETCTBEHHOM UCNOAHUTENE (MCNOoAHUTENE).

Echim B xope wucnosiHeHWs nonydeHHoro no M3O0 [OKyMeHTa, MEHSEeTCS OTBEeTCTBEHHbIN
nucnonHutens  (ucnonHutenb), ana  MHOOPMMPOBAHWUS  opraHMsauum-oTnpasutens  Cnyxb6oi
aenonpoussoactsa GopmupyeTca yBegOMAEHWE 00 WM3MEHEeHUM XOo4a WCMOJIHEHWUS, coAeprKallee
cnepyowme aaHHble:

a) paty/spems GOpMUPOBaAHNA YBEAOMNEHUS;
6) KpaTKyto MHGOPMALMIO O NOCTYNMBLUEM AOKYMEHTE, K KOTOPOMY OTHOCUTCS YBEAOMJIEHUE;

8) MHPOPMALMIO O MYHKTE JOKYMEHTa, Mo KOTOPOMY MEHAETCA XO4, UCNOSIHEHUA (OTBETCTBEHHbIN
NUCNONHUTEND);

r) nHpopmaumio 06 U3MEeHEeHUN Xxo[a UCNoNHeHNA (MHPopmauma 06 U3SMEHEHUN OTBETCTBEHHOTO
ncnonHutens (McnonHuTens);

A) vHOOpMauMI0 O [AOKYMEHTe - OCHOBaHWMM W3MEHEHWA X04a WCMNOAHEHUA [OKYMEHTa
(oTBETCTBEHHOM UCMNONHUTENE (MCNONHUTENE).

3.4.6. OpraHusauua paboTbl C oTNPaBAAEMbIMU AOKYMEHTaMMU

B [aHHOM paszenie MHCTPYKUMM ONpenensioTcs OCHOBHbIE 3Tanbl MPOXOXKAEHWA MPOEKTOB
NCXOAALLMX OKYMEHTOB B MPOLLECCE UX NOATOTOBKM, COMNacoBaHMA U NoanncaHuns (yTBepKaeHus).

B UHCTpYKUMKM NO £,eN10NPOU3BOACTBY LienecoobpasHo YCTaHOBUTb, YTO:

OTBETCTBEHHOCTb 3@ COCTaB/ieHVME U 0dOpPMIEHME [OOKYMEHTa B COOTBETCTBMM C MpPaBUIAMMU,
YCTaHOB/IEHHbIMM B TOCYAapCTBEHHOM OpraHe, OpraHe MeCTHOrO CaMOyMpaB/ieHUA, a TaKXke
cornacoBaHMe nNPOEKTa AOKYMEHTa C 3auMHTEePecoBaHHbIMKM OpraHamMu BAacTU M OpraHMU3aLMAMM
(BHewHee cornacoBaHWe) M OO0MKHOCTHbIMM AMLAMW FOCYAAPCTBEHHOrO OpraHa, opraHa MecCTHOro
camoynpasneHusa (BHYTPEHHEE COr/iacoBaHWe) BO3MaraeTcA Ha CTPYKTYpHOe noAapasgeneHve -
NCMONHUTENb OKYMEHTA;

NPOEKTbl AOKYMEHTOB rocyaapCTBEHHOrIo opraHa, opraHa MecTtHOro camoynpas/sieHnA rotoBATCA B
d)opN\e SNNEKTPOHHbIX JOKYMEHTOB NI AOKYMEHTOB Ha 6YMa)KHOM HOCcutene,

Npu NOArOTOBKE 3/1IEKTPOHHbIX AOKYMEHTOB MCMOb3YIOTCA 3/1EKTPOHHbIE WabA0HbI, JOKYMEHTOB
Ha BymarKHOM HocuTene - 61aHKKM ycTaHOBAEHHON Gpopmbl nan Bymara ctaHgapTHoro ¢opmara;

NPOeKTbl [AOKYMEHTOB T[OCYJApPCTBEHHOIO OpraHa, oOpraHa MeCTHOro CamoynpaB/ieHus,
NOAroToBAEHHble B GOPME 3NEKTPOHHbIX AOKYMEHTOB, BKAtoYatoTca B CI[, rocyaapCTBEHHOro opraHa,
opraHa MecTHOro camoynpasieHus;



00 nNpeacTaB/feHMA Ha NoAnucb  WUCMOJIHUTENb NPOBEPSET MNpPaBUIbHOCTL  0dOpMAEHUS
OOKYMEHTOB, MNpPaBWIbHOCTb aApecoBaHMA, HaAnuyme HeobXoAuMbIX BU3, MPUNOXKEHUN, MNpU
HeobXoAMMOCTM - CMPABOK, MOACHUTE/IbHbIX 3aMMUCOK, PA3bACHSIOWMNX COAEep)KaHUe NOAroTOBEHHbIX
JOKYMEHTOB, NP1 HeobXoAMMOCTM - CNIUCKA (A1CTa, YKa3aTena) paccbiiku;

COrnacoBaHMe MPOEKTOB OTMPABAAEMbIX AOKYMEHTOB MOXKET nposoautbca B C3[ mnm B popme
BM3MPOBAHUA MPOEKTa UCMOJIHUTENEM (pyKoBOAUTENIeM MOAPA3LENEeHUs UAN ero 3aMecTuTenem), npu
HeoHX0AMMOCTU pPabOTHUKAMM  APYrMX CTPYKTYPHbIX NOAPa3AeNneHuit; BM3bl HA OTMPaBAAEMbIX
OOKYMeHTax MpOCTaBAAOTCA Ha Konuu (BM30BOM 3K3emnaspe) AOKYMeEHTa, Ha 0HOPOTHOWM CTOpOHe
nocnegHero Ancta NoAJMHHWKA AOKYMEHTa WM HA INCTE COrIacoBaHUA (BU3MPOBaHUA);

Aana OoTnpaBknN OOKYMEHTOB, HE UMMELWUX a,ﬂ,p(ECHOﬁ 4acCTHh, roToBATCA conpoBoAUTENIbHbIE
nncbma.

3.4.7. Peructpauua oTnpaBasemMbiX 4OKYMEHTOB

B WHCTpYKUMM NO [OEeNonpousBOACTBY PEKOMEHAYeTcs Oonpeaenntb MecTo, cnocob, CpoKku
perncTpauumn oTnpasBaseMblX AOKYMEHTOB. [pM 3TOM yYUTbIBAETCA, YTO:

OoTnpaBKe agpecaTam MOANENKAT AOKYMEHTbl, O0GOPM/IEHHble B COOTBETCTBMW C MpasBuaamMm,
YCTaHOB/IEHHbIMM UHCTPYKUMEH NO AeNOonNpPOM3BOACTBY FOCYAapCTBEHHOrO OpraHa, OpraHa MecCTHOro
camoynpasfeHus, MOAMMCaHHble PyKOBOAMTE/NEM (3amecTUTeneM PYyKOBOAWUTENA) rOCYAapCTBEHHOrO
opraHa, opraHa MecCTHOro CaMoyrMpaB/AeHUA UAU MHbIM YNOJHOMOYEHHbIM UM AO0NXMHOCTHLIM JINLLOM,
BK/IIOYEHHbIE U 3apernctTpuposaHHble B C3/;

AOKYMEHTbI nepegatotca Ha pernctpaumio B Cny:by 4enonponsBoacTBa WM MHOE CTPYKTYpHOe
noApasgeneHune, onpeseseHHOe B KaYecTBe MeCTa PermcTpauum oTnpaBasemblX 4OKYMEHTOB;

Cnyxba nenonpon3BoACTBa OCYLLECTBASET NPOBEPKY NPaBUIbHOCTU 0POpMIEHMA AOKYMEHTOB (B
TOM 4uC/le HaauMuvMe NOAMUCEN, BW3, MPABU/IBHOCTb HaMWCaHWUA afpecoB, CBEPSAET CCbIIKY Ha
PEerncTpaunoHHbI HOMEpP WM AaTy MOCTYMNMBLUETO [AOKYMEHTA, Ha/MumMe OTMETKM 06 ucrnonHutene),
KOMIM/IEKTHOCTU [OKYMEHTOB (HAa/NMuUME YKA3aHHbIX B MUCXOAAWMX [OKYMEHTAX MPUIOKEHUA) U
COOTBETCTBUA KOJIMYECTBA IK3EMMIAPOB AOKYMEHTa CMMUCKY PACCbLIKW; HEnpaBW/bHO OGOpPMI/IEHHbIE
[OKYMEHTbI BO3BPALLLAOTCA UCNOJTHUTENIO;

3N1eKTPOHHbIE AOKYMEHTbI, oTnpaBasemble no M310, CM3B, 3/1eKTpOHHOM NoYTe NOAMNMUCHIBAOTCS
YCUNEHHOW KBaNIMPULMPOBAHHOM NOANUCHIO;

perncrpauus oTnpasasemMbiX JOKYMEHTOB OCYLLECTBAAETCA B AIeHb UX NoAnncaHua (yTeepxaeHusa)
WK Ha cneayolmin pabounii aeHb;

NPy BKAOYEHUN UCXoAAaLLero AokymeHTa B CI/[, ceBefeHUn 0 AoKyMeHTe duKcupytotea B IPK, K
KOTOPOW NPUCOEAMHAETCA SNEKTPOHHAA KOMWUA OTNPABASEMOro JOKYMEHTA;

ecnm IPK 6bina cosgaHa B C3[, npu NOAroTOBKE MPOEKTa AOKYMEHTa, TO MPU perncrpaumu
ncxoaaLLero AOKyMeHTa B Hee A06aBNAOTCA CBeAEHUA O PErMCTPaLLMOHHOM HOMepe, AaTe perucTpauum
n apyrve ceeaeHusa 06 ncxoaalem OKYMEHTE;

perncTtpauma nexooAawnx AOKYMEHTOB BeaeTcA B COoOoTBETCTBMMU C BblgeNA€MbIMU
AOKYMEHTONOTOKaMMU;

PErucTPaLMOHHbIA HOMEp AOKYMEHTa W AaTa pPerncrtpaummM npocTaBAAloTca Ha MNOAJMHHUKE
JOKYMeHTa B peKkBM3nTax 6naHKa 1 Ha Konuu, OCTalolLeinca B Aene opraHmMsaumm;

KONMnMA AOKYMeHTa Ha 6yM8)-KHOM HOocuTene C BU3aMn AJONTXKHOCTHbIX /IML, NnOmMellaeTcAa B AeN0 B
COOTBETCTBUN C HOMeHKﬂaTypOﬁ Aen rocyaapCrBeHHOro opraHa, opraHa meCtHoro camoynpas/sieHUA;



3NEKTPOHHbIE [OKYMEHTbI, 3/IeKTPOHHbIE KOMWU AOKYMEHTOB, MOArOTOB/JAEHHbIX Ha BymarkHOM
HocUTe e, MOMELLAIOTCA B 3/IEKTPOHHbIE Ae/1a B COOTBETCTBUN C HOMEHKNATYPOI Ae/ rocyaapCTBEHHOro
opraHa, opraHa MecTHOro camoynpasiaeHus;

npu HeobXo0ANMMOCTU XPaHEHMA KOMUM UCXOOALLETO AOKYMEHTa Ha ByMaxKHOM HocuTene Konus ¢
BM3aMMU W TPUIONKEHUSAMM MOALMBAETCA B f4€/10 B COOTBETCTBMM C HOMEHKIATYpoOn aen
rocyapCcTBEHHOrO OpraHa, opraHa MecTHOrO CamoynpasieHua (BXOAAWMI LOKYMEHT nepenaeTtca Ha
XpaHeHMe B Ae/10 BMeCTe C AOKYMEHTOM-OTBETOM, KOMUA UCXOLALLETO AOKYMEHTA 3aBepAeTCa OTMETKOM
"BepHo" 1 pocnuncbio paboTHUKA, OTBETCTBEHHOTO 32 OTNPABKY UCXOAALLEN KOPPECNOHAEHLMN).

Mpn perncrTpaunm OKYMeHTa, npegHasHavYeHHoro gna otnpaskm no M30, 8 C3/[, otnpasuTtens
OO0KHbI OPMUMPOBATLCA CBEAEHUSA, YCTAHOBAEHHblE TPebOBaHUAMM K OPraHM3aLMOHHO-TEXHUYECKOMY
B3aMmoAencTemto <48>:

<48> Mpukas MuHKkomceAsnM Poccum u ®CO Poccum N 186/258. Pasgen Il "TpeboBaHuin K
OPraHM3aLUMOHHO-TEXHUYECKOMY B3aMMOAENCTBUIO TFOCYAaPCTBEHHbIX OPraHOB W rOCYAapPCTBEHHbIX
opraHmM3auui nocpeacTBom obMeHa JOKYMEHTaMU B 3/1IEKTPOHHOM Buae".

a) perncTpaLMoHHbIM HOMEpP U AaTa PerucTpaLmm 4OKYMEHTa;

6) a/n1emeHTbl BM3yanM3aLUMM PErUCTPALMOHHBLIX OaHHbIX AOKYMEeHTa (4aTbl AOKYMEHTa M
PEerncTpaunoHHOro Homepa AOKYMEHTA) U 3/IeKTPOHHOW NOANUCK O0/KHOCTHOIO AnUa, NoANMCcaBLIero
OOKYMEHT (oTMeTKa 06 3neKTpoHHOM noanucu);

B) AlaHHble O MECTOMNOJ/IOKEHUUN 31EMEHTOB BU3yaN3aLMN PErMCTPALMOHHBIX AaHHbIX U OTMETKU
06 3/1eKTPOHHOM NnoanucK (KoopanHaThbl).

MHCTPYKUMA NO 4enonpou3BOACTBY YCTAHABAMBAET CTPYKTYPY PEerncTpaumoHHOro Homepa
NCXOAALLEro AOKYMEHTA U UCMO/Ib3yeMble ANA pPerucTpaumm KnaccudukaTopsl.

3.4.8. OTnpaBKa A,OKYMEHTOB

B WMHCTpyKuMnM no [enonpou3BOACTBY NPeaycMaTpMBalOTCA CPOKM OTMNPaBKU  AOKYMEHTOB,
onepauuu, BbinoaHaemble Cnyxboi AenonponssoacTea Npu ob6paboTke OTNPABAAEMbIX LOKYMEHTOB,
0cobeHHOCTM 06paboTKN AOKYMEHTOB B 3aBMCMMOCTM OT BMZa CBA3M, MCNOJ/b3yemMOMn O/1A OTNpaBKu
AOKYMEHTOB. YCTaHaB/NMBAETCA, YTO:

peweHne o cnocobe AOCTaBKM AOKYMEHTa ApyrMm ajgpecatam, a TaKXkKe O HeO6XOAMMOCTM
AOCbINIKN aapecaTy NOA/IMHHUKA AOKYMEHTa Ha 6yMa)KHOM HOCuUTene B cayvyae oTnpaBkU JOKYMEHTa No
3J'IEKTpOHHOI7I noyTte nNpuHMUMaeT noapasgeneHne-ncnosiHnuTelb B COOTBETCTBMM  C  NMOPAAKOM,
YCTAaHOBJ/IEHHbIM B rOCy4apCTBEHHOM OpraHe, opraHe MmeCTHOro Camoynpas/1eHUA;

o6pa60TKa KoppecnoHAeHUUN ONnAa OTNpaBKku NOYTOBOM CBA3bIO OoCyLiecTBniAeTCA B COOTBETCTBUU C
I'IpanmaN\M OKasaHuAa ycnyr NMo4YTOBOM CBA3M <49>, npu oTnpaBke WHbIMKM BUAaMKU CBA3N - B
COOTBETCTBUN C TDE6OBaHMHMI/I, npegbaBnaembiMn K COOTBETCTBYHOLWMM BUOaAM CBA3U,

<49> MMpukas MMHUCTEPCTBA CBA3M M MACCOBbIX KOMMYHWKauuin Poccuickoin ®egepauum ot 31
niona 2014 r. N 234 "06 yTeBep:kaeHUM MpaBun oKasaHUA yCayr NOYTOBOM CBA3KU" (3aperncTpmMpoBaH B
MuHucTepcTBe tocTuummn Poccninckoit deaepaunmn 26 aekabpa 2014 r., peructpaumoHHbii N 35442), ¢
M3MEHEHMAMM, BHECEeHHbIMU MpuKaszamm MuHkomcasnm Poccum ot 13 ¢esBpana 2018 r. N 61
(3apeructpuposaH B MuHucTepctBe tCTUUMKM  Poccuiickon dPepepauum 28 mapta 2018 r,
pernctpaumnoHHbiit N 50545); ot 13 Hosbpa 2018 r. N 619 (3aperucTpupoBaH B MUHUCTEPCTBE HOCTULLIUN
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Poccuitckoit depepaumm 19 mapta 2019 r., pernctpaumoHHbit N 54090); ot 27 mapTta 2019 r. N 106
(3apeructpuposaH B MuHUcTepcTBe tCTUUMKM  Poccuitickoit  depepauymn 7  uwoHa 2019 r,
pernctpaunoHHbiii N 54893).

OOKYMEHTbI, HE MMeloLMe aapecHOM YacTu, NMPUHUMAIOTCA Ha OTMNPaBKY C COMPOBOAUTE/IbHbIMM
nucemamm  (3a  UCKAIOYEHMEM  KOMUA  PacnopsaauTenbHbiX — JOKYMEHTOB,  HanpaB/iAeMblxX
noaBeAOMCTBEHHbIE OpraHu3aLmn);

HenpaBuAbHO 0GOPMAEHHbIE AOKYMEHTbl UM KOPPECNOHAEHLMA HEeCNy)KebHOro xapakrtepa K
OTNpPaBKE He NPUHMMALOTCA M BO3BPALLAIOTCA UCNONHUTENIO;

[OKYMEHTbI, noanekallmMe OTnpaBKe, AO0/IKHbl 06pabaTtbiBaTbCA W OTMNPABAATLCA B [eHb WX
nognucaHua W pernctpaumMm WAM Ha caeayowmii pabouunit geHb (cpoyHas KoppecnoHaeHuma
OTNpaBAAeTCA B NepBylo ovepeab);

[OKYMEHTbI, npeAHasHayeHHble ANA OTNPaBKM AMNAOMATUYECKOW MNOoYToW, nepeaaroTca B
noApasaesieHne, oTeeyatollee 3a paboTy C AJOKYMEHTaMM, COAEPMKALLMMU rOCYAaPCTBEHHYIO TalHY;

oTnpaBasemas MO MNoYTe KOPPECnoHAEHUMA MNPOXOAMT YMaKoBKY, aApecosaHue (npu
Hanpas/eHUn AOKyMeHTa 6osiee yem B 4 agpeca - B COOTBETCTBMM C YKasaTeNem PacCblKK, KOTOPbIA
COCTaBAAETCA UCMOSIHUTENIEM AOKYMEHTA), MPOCTaB/ieHne CTOMMOCTM MOYTOBLIX YCAYr U nepedady Ha
OTNPaBKY B OTAE/IEHME NOYTOBOW CBA3M;

AOOKYMEHTbI, HanpaB/iAemMble NMoYTOBOM CBA3bIO B OAUH aapec, BbIKN1adbiBatOTCA B OANH KOHBEPT;

Ha 3aKa3Hyl KOpPecnoHAeHUMNIo, Ha KOpPPeCcnoHAEHLMNI0, HanpaBaAeMyto B aapec MHOCTPaHHbIX
OpraHusaumin, Ha LOKYMEHTbl C nmomeTkon "[Ona cny*kebHOro nosib3oBaHWUA" COCTABNAAETCA CMUCOK,
KOTOpbIA 3aTeM Bo3BpallaeTca B Cnyxby AenonpousBoACTBAa C MOAMMCbIO PabOTHUKOB MOYTOBOrO
oTAeNeHNA CBA3W, KYpbepa WUan MHOTO /iMLa, 0becneunBaloLLero oTnpasKy 4OKYMEHTOB.

OTtnpaBKa goKymeHToB no M30 [onHA OCYLLECTBASETCA B COOTBETCTBMM C TpeboBaHMAMMK K
OpPraHU3aLMOHHO-TEXHUYECKOMY B3aMmogaenctemto <50>. [1na oTnpaBKM goKymeHTa no M30 foaKHbI
6b1Tb CHOPMMPOBAHDI:

<50> Mpukas MuHKomceasn Poccum n ®CO Poccum N 186/258. Pasgen Il "TpeboBaHuii K
OpraHU3aLMOHHO-TEXHUYECKOMY B3aWUMOAENCTBUIO TFOCYAAPCTBEHHbIX OPraHOB W TOCYAAPCTBEHHbIX
opraHu3aumii nocpeacTBom obMeHa LOKYMEHTaMMU B 31EKTPOHHOM BUAe".

a) rpaduyeckMe 3NeMeHTbl BM3YaNM3aLUWM PEruCTPALMOHHBLIX JaHHbIX (4aTbl LOKYMEHTA WM
PEerncTpaunoHHOro HoMepa AOKYMEHTA) MU OTMETKM 06 3/IeKTPOHHOW NoAmnucK AO/KHOCTHOMO Mua,
NOAMMCaBLIEro AOKYMEHT, a TaKkKe AaHHble 06 MX MeCTOMo/NoXKeHUU (B Ciyyae, eciv OHW He 6blin
chopMMpPOBaHbI NPU PETUCTPALMM AOKYMEHTA);

6) TPaHCMOPTHbIV KOHTEMHEpP A4 Nepeaaym 3/1eKTPOHHOTO LOKYMEHTA.

Mepes oTnNpaBKoOW AoKymeHTa no M3O0 Ao/mKHbl  6biTb  MPOBEPEHbl  KOMMAEKTHOCTb
TPaHCMNOPTHOrO KOHTEHEPA M AENCTBUTEIbHOCTb 3/IEKTPOHHbIX NOAMNMNCEN, BXOAALLMX B €70 COCTaB.

3.4.9. Peructpayumsa 1 NpoxoXKAeHne BHYTPEHHUX AOKYMEHTOB

B WHCTpyKUMM MO AEeNONpPOM3BOACTBY ONpeaenalTca 0cobeHHOCTM AoKymeHToobopoTa
BHYTPEHHMX [OOKYMEHTOB. [pOXOMKAEHWEe BHYTPEHHUX AOKYMEHTOB Ha 3Tanmax WX MNOATOTOBKM M
0pOPMIEHUA COOTBETCTBYET MPOXOMKAEHUIO OTMPABASEMbIX AOKYMEHTOB, @ Ha 3Tane WCMOJHEHUs -
NOCTYNatoLWMX AOKYMEHTOB.
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B UHCTpYKUMM NO L,eN10NPOU3BOACTBY PEKOMEHAYETCA NPEAYCMOTPETD:

npoueaypy MNPOXOXAEHUSA NPOEKTOB MNPMKA30B FOCYyAAapPCTBEHHOrO OpraHa, opraHa MeCTHOro
CaMOYyMpaB/ieHUA MO OCHOBHOW [AEeATENbHOCTM W MO JIMYHOMY COCTaBY, OCHOBHble WHCTaHLUK
BM3MPOBAHUA MPMKA30B, MECTO PEerucTpauumM NpuKasoB, MOPALOK PErUCTPaLUM M MECTO XpaHeHuA
NOA/IMHHUKOB MPWKa3oB, MOPAAOK ONyb/IMKOBaHWA MpuKasos (pasmeleHns B C3[, wauM uHoW
MHOOPMALMOHHOM cUCTeme), NpU HeobXOoAMMOCTU - PacCbIIKM KOMUIN MPUKA30B B CTPYKTYPHbIe
nogpasaeneHna, 3auHTEPECOBAHHbIM INLAM, TeppUTOpUasbHbIM oOpraHam denepanbHbIX OPraHoB
NCNONIHUTENbHOW BNacTu B cybbekTax Poccuiickont Pegepaumn, 4pyrum opraHM3aumnsam;

opraHM3aumio NPOTOKONbHOW PaboTbl (CPOKM NOArOTOBKM MPOTOKO/IOB 3aceAaHuii U CoBelLLaHWiA,
MEeCTO pernctpaumm NpoTOKO/I0B, MOPAAOK PerMcTpauumn NpPoTOKOA0B, MECTO XpaHeHUsa NoAJUHHUKOB
NPOTOKONOB, cnocob AoBeAeHMA MPUHATLIX PeLleHUt [0 CBeAeHMs 3auHTePecoBaHHbIX WL, U
ncnonHuTenemn);

MecTo M crnocob peructpaumm BHYTPEHHUX MHGOOPMALMOHHO-CMPABOYHbIX AOKYMEHTOB
(moKknagHbIX, cnyKebHbIX, aHa/IMTUYECKMX 3aMUCOK, CMPABOK U Ap.), B TOM YMC/ie, CO34aBaemMbIxX B popme
3NEKTPOHHbIX AOKYMEHTOB, NOPALOK Nepenayun AOKYMEHTOB MeXAy CTPYKTYPHbIMKU noapasaeneHnamm
rocy4apCTBEHHbIX OPraHOB, OPraHOB MECTHOTO CaMoynpaBAeHuUs.

3.4.10. NopAagoK 06paboTku U yueta
MHOCTPAHHOW KOppPEeCnoHaeHLUNn

B MHCTpYKUMK NO A,eN0NPOU3BOACTBY ONPeaenstoTcs:

CTPYKTYpHble MOApa3aefeHns rocyfapCTBEHHOro opraHa, opraHa MECTHOrO CamMoynpaBieHMs,
ocywecTeasowme paboTy C NOCTynarowWwen MHOCTPAHHOW KOPpPecnoHAeHUMen U AOKYMEHTamM,
HanpaeaAembiM 3apybeHbIM KOppecnoHAeHTaM;

nopaaok o06paboTKM nocTynatolield M OTNPaBAAEMON  WMHOCTPaHHOM KoppecrnoHAeHUUn
(cTpykTypHOE noapasaeneHue, obecrneuymBalollee PErucTpaumio MHOCTPAHHOM KOppecrnoHAEeHLUMM,
noArotoBka aHHOTAUMM Ha NOCTynuBllMe AOKYMEHTbI, NOPAAOK nepenayn OOKYMEHTOB, NOCTYNUBLUNX
Ha MMA PYKOBOAWUTENA, €ero 3aMecTuTenei, B afpec CTPYKTYPHbIX MOApasAeNeHnin; Mecto XpaHeHus
NOA/IMHHUKOB OOKYMEHTOB, NOCTYyNUBLINX OT 3apy66)KHbIX KOppecnoHAeHTOB, NOPAAOK UX XPaHEeHUA,;
NnopsaoK NPOXOXAEHUA AOKYMEHTOB, OTNPABAAEMbIX B afpec MHOCTPAHHbIX OpPraHM3aLMii 1 rpaxkaaH,
MECTO PEerucTpaumm M OCOBEeHHOCTU pernctpauumM TakuX [OKYMEHTOB, KOJIMYECTBO 3SK3eMMASPOB
OOKYMEHTa, A3bIK JOKYMEHTa, 0COBEHHOCTU 0DOPMIEHNN AOKYMEHTOB).

3.4.11. Yuet 1 aHanu3 06bemoB A0KymeHToo60poTa

B MHCTPYKLMKM MO 4eN0NPOM3BOACTBY PEKOMEHAYeTCA NPeayCMOTPETb MOIOKEHNUA O NPOBeAeHUM
paboTbl MO y4yeTy W aHanu3y AOKyMeHToob60opoTa B rOCYyAapCTBEHHOM OpraHe, OpraHe MeCTHOro
camoynpaBneHus.

YyeT 1 aHanM3 06beMoB AOKYMEHTO060pOoTa, COCTaBa M CTPYKTYPbl IOKYMEHTONOTOKOB BeAETCA B
Lenax:

COBEpPLUEHCTBOBAHUSA OpraHn3auumn paboTbl C JOKYMEHTaMU;

NPUHATUA PELIeHU 0 NPpMobpeTeHNN CPeaCTB KOMMbIOTEPHOMN TEXHUKMN U OPITEXHUKH;
pacyeTa ONTMMa/IbHOM YNCNEHHOCTU PAaBOTHMKOB, 3aHATLIX B 4e/10NPOU3BOLACTBE;
HOPMWPOBAHUA TPYAA;

NOBbILEHMA UCNOHUTENbCKOM ANCUNNNNHDI.



[aHHble 0 Konu4yecTse AOKYMeHTOB 0606LatoTcs, aHanmsmpytoTca Cay»6oit genonporssoacTsa
rocyaapCTBEHHOro oOpraHa, opraHa MeCTHOro CamMoynpaBAeHMs W MPeACTaBAAIOTCA PYKOBOACTBY
rocyAapCTBEHHOro opraHa, OpraHa MeCTHOrO CamMoynpasieHUs B BWAE CMPaBoOK (CBOAOK, OTYeToB)
CTAaTUCTUYECKOrO M aHa/IMTMYECKOro XapaKkrepa.

YyeT Ko/iMyecTBa AOKYMEHTOB (MOCTyMaloWMX, OTNPaBAAEMblX, BHYTPEHHWX) MPOBOAMUTCA MO
PErncTPaLMOHHbIM AaHHBbIM B MeCTax Pernctpaumm AOKYMEHTOB, B TOM YMC/E MO YYETHbIM AaHHbIM
C34.

3a eOnHNLUY y4yeTa Ko/m4ectBa AOKYMEHTOB MPUHUMAETCA 3K3emMnnAap AOOKyMeHTa (I'IO,D,I'IMHHVIK
nnn Konuma, ecan ato eﬂ,MHCTBeHHbIVI aK3emMnnap ,D,OKYMeHTa).

B uenax OUEHKM TpyaosaTpaT [Ae/0npovn3BOACTBEHHOrO NepcoHasna, HOPMMPOBAHMA Tpyaa B
rocyapcTBEHHOM OpraHe, opraHe MecTHOro CamoynpaBAEeHUSA MOMKET BECTUCh YHET KOMUIA AOKYMEHTOB
(Konuit  OOKYMEHTOB Ha 6ymMa)KHOM HOCUTEsle, 3NeKTPOHHbIX KOMWUI  [JOKYMEHTOB (yKa3os,
MOCTaHOBNEHWIA, PELUEHWNI, MPMUKA30B, PacnopPsAXKEHUI, NPOTOKO0B, UHbIX AOKYMEHTOB), PacCblNaeMbIX
B CTPYKTYpHble MoApasfesieHnsa rocyAapCTBEHHOrO OpraHa, OpraHa MeCTHOro CaMoynpaBAeHus,
AONXKHOCTHLIM IMLAM, B MOABEA0MCTBEHHbIE OpraHbl M OpraHu3aLmm.

Mpn yyeTe UCXOOAWMX [AOKYMEHTOB COMPOBOAMTENbHOE MUCbMO W MpUAaraemble K Hemy
OOKYMEHTbI MPUHMUMAIOTCA 33 OAMH AOKYMEHT.

3.5. YnpaBneHue fOKYMEHTaMM B cucteme
3NEKTPOHHOro A0KyMeHToo60opoTa

Pasgen V MNpasun OenonpousBoAcTBa YCTaHaBAMBAeT OCHOBHble MOJIOXeHUAa o6 ynpasneHuu
AokymeHTamu B CO/[0 M onpeaenaeT cocTaB BKAYaemblx B CI/[l cBeAeHU O BXOAALIMX AOKYMEHTaX,
NUCXOAALLMX AOKYMEHTAX, BHYTPEHHUX JOKYMEHTax, 0bpalleHNaX rpaskaaH.

B NHCTPYKUUIO NO 4eN0onpon3BoACTBY LI,EJ'IECOO6pa3HO BK/TIOYNTb NOJI0OXKEHUA O TOM, YTO:

[ocTyn K pabote B C3/], rocyfapCTBEHHOrO OpraHa A0J/IKHbl UMETb TOJIbKO 3aperncTpupoBaHHble
nosib3oBaTenun c 06A3aTeNbHON NpoLeaypPO MAEHTUDUKALMK U ayTEHTUPUKALUY;

BK/AtoYeHMe p[oKkymeHToB B C3/1 ocywiectBasetcs MOCPeACTBOM 3anosiHeHMa nonen IPK,
oUMPPOBKN (CKAaHMpPOBaAHMA) AOKYMEHTa, €CAM OH Co34aH Ha BymaxkKHOM HocuTene, NPUCOeANHEHUS
3/IEKTPOHHOM KonuuM AoKymeHTa K IPK, pasmeweHua pokymeHTa B C3[] B COOTBETCTBMM C ee
KNacCUPUKALMOHHOM CXEMO;

B MPOLECCE KM3HEHHOrO UMKAa AOKYMeHTa (co3daHuve MpoeKkTa [AOKYMEHTa, BKAKOYeHWe
CO34aHHOro UAW NOAYYEeHHOTO AOKYyMeHTa B CO/1, pacCMOTPeHNe AOKYMEHTa U BbIHECEHUE PEe30oLMiA
(nopyyeHuit) No [JOKYMEHTY, coriacoBaHuWe MPOEeKTa AOKYMeHTa U Ap.) ¢opmupyloTca cBefeHusa o
AOKYyMeHTe, BK/toyaemble B CI/], rocyLapCTBEHHOMO OpraHa, opraHa MecTHOro Camoynpas/ieHns;

BK/NIOYEHME CBEAEHUI O [AOKYMeHTe (BXOAALEM, UCXOAAWEM, BHYTPEHHEM) M O npoueccax
ynpaBaeHna OKYMEHTaMM OCYLLEeCcTBAAETCS NOCPeacTBOM 3anonHeHua none IPK C3/.

Bk/toyeHWe ycTaHoOB/IeHHOro Habopa cBegeHui 0 gokymeHTax B C3/, no3sosifseT GopMMPOBaTh B
C3[, rocynapcTBEHHbIX OPraHOB, OPraHOB MECTHOMO CamMoynpaBAeHMA COMoCTaBMMble Habopbl
MeTafaHHbIX O AOKYMEHTaX, He3aBMCMMO OT TOro, B Kakyto C3[l BK/AlOYEHbl AOKYMEHTbl U KaKue
TEXHO/I0MMKN UCMONb3YIOTCA ANA YNPABAEHNA AOKYMEHTAMMU.

B MHCTPYKLMM NO AeN0NPOM3BOACTBY LenecoobpasHo YCTaHOBUTb, KaKMe CBEAEHUA M Ha Kakom
3Tane XXWM3HEHHOro UMKAa AOKYMEHTa BKAkovatoTca B DPK (pernctpaums, paccMOTpeHWe AOKYyMeHTa
PYKOBOACTBOM, 3Tane coriacoBaHusA, NOANMCAHUA UM MHOM) U B Kakoi dopme.
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MyHKTamu 4.4 - 4.7 MNpasun genonponsBoacTsa onpenesieH cocTaB cBeAeHui, BKaoYaembix 8 C3/,
B MPOLLeCCe }KU3HEHHOTO LMK/a AOKYMEHTA.

MNyHktom 4.4 lpaBun aenonpousBoAcTBa yctaHosaeHo, yTo B IPK C3[] BHocATcA cnepytowme
cBeZieHuA 0 NOCTYNUBLUEM AOKYMEHTE:

1) HaumeHoOBaHWE rocyaapcTBEHHOrO OpraHa, opraHa MecTHOro cCamMoynpaBAeHUA, OpraHnsaLmum
(KoppecnoHaeHTa);

2) HaMmeHoBaHMe BMAA AOKYMeHTa <51>;

<51> 3paecb U ganee: B COOTBETCTBMM CO CMPABOYHUKOM (KaccMdUKaToOpoM) BUAOB AOKYMEHTOB, K
KOTOPOMY OTHOCUTCA AOKYMEHT, BKAtoYaembii B8 CI/.

3) AaTa AOKYMEHTa;

4) perucTpaLMOHHbIA HOMEP AOKYMEHTa;

5) damunna n nHMuManbl Mua, NOANUCABLUErO AOKYMEHT;

6) AaTa NOCTYN/eHUA AOKYMEHTa;

7) BXOAAWMIA perncTpaLnoHHbI HOMER;

8) cnocob AOCTaBKN AOKYMEHTa;

9) 3aro/I0BOK K TEKCTY (KpaTKoe coaepskaHne AOKYMeHTa);

10) KONNYECTBO INCTOB OCHOBHOIO AOKYMEHT3;

11) oTMeTKa 0 NPUNONKEHMM (KONMYECTBO NPUIOXKEHNI, 0bBLLLee KONNYECTBO INCTOB MPUNOXKEHUIA);

12) cBepmeHWsa O CBA3AHHbIX [OOKYMEHTax (HaMMeHOBaHMe BMAA [OKYMEHTa, [AaTa,
PerncTpaunoHHbIM HOMep, TUM CBA3N);

13) pesontouma (McnonHUTENb (MCNONHUTENM), MNOPYYEHUE, AO/KHOCTHOE AuULOo, AaBluee
nopydeHue, gata GopMMUpPOBaHNA NOPyUEHUA);

14) cpOK UCMONHEHUA AOKYMEHTa;

15) nHaeKc Aena No HOMeHKNaType Aen;

16) cBeeHWA 0 Nepeagpecauun OKYMEHT];
17) oTmeTKa 0 KOHTpOJIE;

18) rpud orpaHuueHmA OCTyNa K JOKYMEHTY;
19) cBeaeHNA 06 3NEKTPOHHOW NoaAnucH;

20) pe3ynbTaT NPOBEPKM 3NEKTPOHHOW Noanucn <52>;

<52> 3pecb n panee: Brkatoyaetca B C3[, ecnm NOCTYNUBLUMIN LOKYMEHT MOAMNUCAH YCUIEHHOM
3/IEKTPOHHOM NOANMUCHIO.


https://login.consultant.ru/link/?req=doc&base=LAW&n=342093&dst=100203
https://login.consultant.ru/link/?req=doc&base=LAW&n=342093&dst=100267
https://login.consultant.ru/link/?req=doc&base=LAW&n=342093&dst=100203

21) 3NeKTPOHHbIN afipec KOppPeCcnoHAEeHTa;

22) ccbiIkM Ha dain nocTynmeluiero gokymeHTa v ¢ain (dbainbl) npunokeHus (NPUNOKeHUN) K
OOKYMEHTY.

MNyHktom 4.5 Mpasun penonpoussoacTBa ycraHosaeHo, yTo B IPK C3[ BHocATcA cnepytowme
csegeHuna ob oTnpasasaemblx (MCXOLALLMX) AOKYMEHTAX:

1) HanmeHoBaHWMe rocyaapCrBeHHOro opraHa, opraHa mectHoOro camoynpassieHunAa, opraHnsauunm -
agpecarta,

2) damunnma u MHMLManbl AMLA, NOANNCABLUErO AOKYMEHT;
3) HaMeHoBaHWe BUAA AOKYMEHTA;

4) nata 4OKYMEHTa;

5) perucTpaumoHHbiii HOMep AOKYMEHTa;

6) 3aro/I0BOK K TEKCTY (KpaTKoe coaepkaHne A0KyMeHTa);

7) cBegeHMA O CBA3aHHbIX OOKYMeHTax (HaMmeHoBaHMe BMAA AOKYMEHTa, [AaTa,
PervcTpaunoHHbI HoOMep, TUM CBA3K);

8) KOMYECTBO /INCTOB OCHOBHOIO AOKYMEHTa;

9) MHAEKC Aena No HOMEHKNATYpe Aen;

10) oTMeTKA 0 NPUNONKEHMM (KONMYECTBO NPUIOKEHNN, 0OLLLEE KONNYECTBO INCTOB NPUNOKEHUIA);
11) rpud orpaHmnyeHmsa AOCTyNa K LOKYMEHTY;

12) nogpasgeneHuve - OTBETCTBEHHbIN UCNONHUTE/b JLOKYMEHTA;

13) cBegeHna 06 3NeKTPOHHOW noanucy;

14) ccbinkK Ha ¢dain oTnpaBasemMoro AoKymeHTa n dain (bainbl) NpunokeHma (NPUNOKEHUN) K
OOKYMEHTY;

15) 31eKTPOHHbI aapec KoppecnoHAeHTa;
16) cnocob goCTaBKU AOKYMEHTa agpecary.

Mpn BkatoyeHnn B C3[, BHYTpPeHHUX AOKymeHTOB B IJPK BHOCATCA cnepylowme csegeHua o
OOKyMeHTe (NyHKT 4.6 MNMpaBun genonponsBoacTBa):

1) HaMmeHoBaHMe NoAapasaeneHuns, NOArOTOBUBLLENO MPOEKT AOKYMEHT];
2) HaMmeHOBaHWe BUAA AOKYMEHTa;

3) naTa AOKYMEHTa;

4) perncTpaumoHHbIN HOMep SOKYMEHTa;

5) rpud orpaHuuyeHua JocTyna K OKyMeHTy;

6) dbamuana n nHMLManbl MU, NOANUCABLIErO AOKYMEHT;
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7) cBegeHMA O CBA3aHHbIX AOKYMeHTax (HaMmeHoBaHMe BMAA AOKYMeHTa, [AaTa,
PErncTpaLmnoHHbIA HOMEp, TUM CBA3K);

8) 3aro/1I0BOK K TEKCTY (KpaTKoe coeprkaHue AOKYMEHTa);

9) nopapasgeneHne (OONKHOCTHOE NULO) - MWCMNOAHUTENb (OTBETCTBEHHbIA WCMONHUTEND)
OOKYMEHTa;

10) KONNYECTBO NMCTOB OCHOBHOIO A OKYMEHTA;
11) oTMeTKa 0 NPUNONKEHNN (KOIMYECTBO NPUNOKEHNI, 0BLLEE KOIMYECTBO JIMCTOB MPUSIOKEHUI);
12) nHaeKC Aena No HOMeHKNaType Aen;

13) pesonoumns (ucnonHutens (McnonHUTEeNn), nNopydeHwe, JaTa WUCNOAHEHWUs, AaTa
dbopmMmmnpoBaHMA NOPyYEHUS);

14) oTMeTKa 0 KOHTPOIIE;

15) ccbliIKM Ha dain nocTynuBLlIEro AoKymeHTa u dainn (palinbl) npunoxkeHma (NPUNONKEHUN) K
OOKYMEHTY.

Onpepenss coctaB CBeAeHW O BHYTPEHHUX AOKYMeHTax, BKjlouyaembix B CI[, [MNpasuna
[enonpousBoACcTBa OTMEYaloT, YTO B 3aBMCMMOCTM OT BMAA PErncTPMpPYyemMoro AOKYMeHTa CocTaB
CBeAEHUIN MOKET BbITb KOHKPETU3MPOBAH.

MyHkTOM 4.7 Mpasun genonponssoacTsa onpeaesieH coctas ceeaeHunii, opmmpyembix 8 CO npu
BK/IIOYEHMM B cUCTeMY 0BpaLLLeHNI rpaxKaaH, opraHM3aunii 1 oTBETOB Ha 0bpalleHua:

1) damunus, uma, oTYECTBO (NPY ero HaANYMK) rparKaaHnHa;

2) HauMeHOBaHWe opraHM3aumu - agpecaTa;

3) gaTa obpalleHna rpaskaaHnHa, opraHn3aumm;

4) perncTpaumoHHbIi Homep obpalleHun (ans obpalleHunit opraHnsauuii);

5) pata conpoBoANUTENIbHOMO AOKYMEHTa (B Cyyae nepeaapecaunn obpaweHus);

6) nata nocTynieHuns obpalleHuns rpaxaaHuHa, opraH1saumm;

7) BXOAALLMI PerucTpaLMoHHbIN HOMeEp;

8) KpaTKoe coaepaHue obpalleHnn rpaskaaHnHa, opraHn3aLmy;

9) KONNYECTBO /INCTOB OCHOBHOIO AOKYMEHTa;

10) oTMeTKa 0 NPUNONKEHMM (KONMYECTBO NPUIOXKEHWNN, 06LLLee KONNYECTBO INCTOB MPUNOKEHUIA);

11) cBegeHMA O CBA3aHHbIX [IOKYMeHTax (HaMmeHOBaHMe BMAA [OKYMeHTa, Aara,
PerucTpaLmnoHHbIA HOMep, TUN CBA3W, B T.Y. CBEAEHUA O NpedblaylimMx obpalleHnsax B caydae, ecau
AaHHoe obpalleHne NoBTOPHOE);

12) pesontouma (McnonHUTeNb (MCNONHUTENM), NOpydYeHUe, AO/MKHOCTHOE AULo, AaBluee
nopyveHue, AaTa pesonounm);

13) CpOK UCMONHEHUA AOKYMEHTA;
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14) uHaeKc aena No HOMeEHKNaType aen;

15) cBegeHus o0 nepeagpecaumu obpalleHVUAa rpa)KaaHuHa, opraHusaumm (garta, Homep
COMPOBOAUTE/NIbHOMO AOKYMEHTa; HAaMMEHOBaHWe opraHa BAacTu, OpraHn3aLUunm;

16) oTmeTKa 0 KOHTpOJIE;

17) cBegeHus 06 3/M1EeKTPOHHONM nognucu (B cayyae MNOCTYNAEHUA 3/MEKTPOHHOro obpaleHus
rpa*kaaHunHa, opraHmnsaLmm, NoANUCaHHOTO SNEKTPOHHOW NOAMNUCHIO);

18) pe3ynbTaT NPOBEPKU INEKTPOHHOW NOANUCH;

19) 3N1eKTPOHHbIN agpec KoppecnoHaeHTa (rpa*kaaHuHa, opraHM3auum);

20) nouTOBbLIN agpec KoppecnoHAeHTa (rpaxkaaHuHa, opraHM3auum);

21) BONpoC No TEMaTUYECKOMY KaaccuduKaTopy;

22) ccbinku Ha dain noctynusLero obpatleHma u ¢ain oTeeTa Ha obpalleHune.

MpaBunamu OeNonpousBOACTBA YCTAHOBAEHO (MYHKT 4.8), UTO AOMNONHUTENLHO K YKas3aHHbIM
ceegeHuam B IPK C3/[] moryT BHOCUTLCA UHbIE CBEAEHMUA.

Mpasunamu genonpousBoAcT8a NPenyCMOTPEHO, YTO MPU BKJIKOYEHUN OOKYMEHTOB M MPOEKTOB
AokymeHToB B CI[], a TaKXKe Npu BK/AOYEeHMM cBedeHuit B IPK B npouecce »KU3HEHHOTo UMKAA
OOKYMEHTa WCMONHUTENN AONXHbI CO34aBaTb CBA3M OAHHOMO AOKyMeHTa (NpoeKkTa AOKyMeHTa) c
APYrMMU SOKYMEHTAMMU U MYHKTaMK MOPYYEHWUA.

Mpu co3pgaHumM cBA3ei AOKYMeEHTa (NpoeKTa AOKYMEHTA) C APYrMMU AOKYMEHTaMM UCMNO/b3yeTcs
CNPaBOYHMK TUMNOB CBA3EN.

Mpasunamu aenonpousBoactsa (NyHKT 4.10) Takke YCTAaHOBAEHO, YTO B LENAX PasMeLLeHus
AoKymeHToB B C3/1, NOMCKA AOKYMEHTOB, BEAEHUA CNPaBOYHOM paboTbl MO A4OKYMEHTAM, BKAOYEHHbIM
B8 C3/], MCNONb3YHOTCA CNPABOYHUKK, B TOM YMC/IE: KOPPECNOHAEHTOB (agpecaToB), BUAOB AOKYMEHTOB,
CTPYKTYPHbIX MOAPA3Ae/eHNIA roOCyJapCTBEHHOIO OpraHa, AO/IKHOCTHbIX JINL, TOCYAapPCTBEHHOIO OPraHa,
UCMONHWUTENEN NO AOKYMEHTaM, TeMaTU4YecKMit (BOMPOCOB [AeATe/IbHOCTU), CPOKOB WCMOJIHEHMS,
pesonoumii (MopydYeHuii), 3NeKTPOHHbIX aApPecoB MOCTOAHHbIX KOPPECNoHAEHTOB, WabnoHoB 61aHKOB
OOKYMEHTOB U LWab/OHOB [OO0KYMEHTOB, TWUMOB CBA3eW C APYTMMM AOKYMeHTaMu (CBA3aHHbIMMU
[OKYMEHTaMM1), HOMEHKNATYpa AeN rocyLapCTBEHHOIO OpraHa.

3.6. KOHTpOAb UCNoNHEHNA AOKYMEHTOB

B WMHCTpyKUMM no [Oenonpov3BOACTBY T[OCYAapCTBEHHOrO OpraHa, opraHa MeCTHOro
camoynpasneHusa [O/KHO 6biTb OnpeaeneHo CTPYKTypHoe noapasgeneHne (nogpasgeneHuvs), B
0653aHHOCTM KOTOPOrO (KOTOPbIX) BXOAWT KOHTPO/Ib MCMONHEHWNA AOKYMEHTOB (NOpYyYeHUA).

MHCTpyKuMen no 4enonpon3BOACTBY YCTaHABAMBAOTCA:
OpraHn3auma KOHTPOA UCMOAHEHUA AOKYMEHTOB (MopyYeHuin);
aTanbl KOHTPOIA;

CPOKM UCMONHEHUA AOKYMEHTOB (NOpyYeHuin);

NopAAOK UCYMCNEHMA CPOKOB UCMONHEHNA AOKYMEHTOB;

cocTas (BMAbl) AOKYMEHTOB, NOPYYEHUI, NOANENKALLMX KOHTPOIO;
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0COBEHHOCTU KOHTPO/IA UCMONHEHWUS AOKYMEHTOB (NOPYyYeHMN), NOCTYMNAOLMNX U3 BbILLECTOALLMX
rocyJapCTBEHHbIX OPraHOB  MWCMONHUTENIbHOW BAACTU U WHbIX FOCYAApPCTBEHHbIX OpPraHoB
(AamuHnctpaummn MpesnaeHta Poccuiickon depepaumm, Annapata [pasBuTtenbctBa Poccuidckoit
depepaunn, focygapcreeHHon Aymbl M CoBeTa Pepepaunm depepanbHoro CobpaHua Poccuinckol
depepaunn n ap.);

TEXHOJIOTUSA KOHTPONS UCMOJTHEHNA AOKYMEHTOB (NOpydYeHuit);

opraHM3auma aHaAUTUYecKon paboTbl MO pe3y/sbTaTaM WCMOJIHEHUS LOKYMEHTOB (nopyyeHui),
nopagok (bopma 1 cpokmn) MHGOPMMUPOBAHMA PYKOBOACTBA FOCYAAapPCTBEHHOMO OpraHa, opraHa MecTHOro
CaMoyrnpaBeHna 0 pesynbTaTax KOHTPOA UCNONHEHUA AOKYMEHTOB (NOPYYeHNU) 1 Ap.

Mpy pernameHTauMm KOHTPONA UCMONHEHUA AOKYMEHTOB B MHCTPYKUMM NO AenNonpou3BOACTBY
cneayer o6paTUTb BHUMaHME Ha CaeayioLme NoNOKeHUA:

KOHTPO/I10 MOANEXaT BCE 3aperncTpMpoBaHHbie AOKYMEHTbI, TpebyloLime UCnofHeHUs;

CPOK MCMOMHEHUA AOKYMEHTa MOXeT ObiTb TUMOBbIM (YCTAHOB/IEH 3aKOHOAATE/bHbIMU MAU
MHbIMW HOPMATUBHbLIMK MPABOBbLIMM aKTaMK) WAM WUHAMBUAYANbHbIM (TUMOBbIE CPOKU MCMOAHEHUSA
OOKYMEHTOB (nopyyeHuin) npusedeHbl B npuaoxkeHun N 12 K HactoAwmm MeToauyYeckum
peKOMeHZaUMAM); UHAMBWUAYANbHbIE CPOKM WCNOJIHEHWUA AOKYMEHTOB (NOPYYEHW) ycTaHaBAMBAIOTCA
pyKoBoAMTENEM FOCYAaPCTBEHHOTO OpraHa, opraHa MeCTHOrO CaMOYNpPaBJEHUSA, €r0 3aMeCcTUTENAMM,
MHBIMWU AO/MKHOCTHBIMW IMLAMKM B Pe30touuax (NopyyeHusx) No OOKYMEHTY, B pacnopaguTeNibHbIX
AOKYMEHTaXx, NPOoTOKoNax 3acedaHnit;

WUHAMBUAYANbHbIV CPOK UCNONHEHNA AOKYMEHTa (MopyYeHuMa) MosKeT 6biTb 0603HaYeH:
- KOHKpPETHOI aaTow;

- NOMeTKOM "BecbMa CpoYHO" (4OKYMEHT A0JIXKeH BbITb UCMOJIHEH B TEYEHME OAHOTO - ABYX AHEN);
"cpoyHO" - B 3-gHEBHbIM CPOK; "onepaTtMBHO" - B 10-AHEBHbINM CPOK;

- €C/I1 CPOK UCMONHEHUA AOKYMEHTa He YCTaHOB/EH, IOKYMEHT A0/1KeH BbITb UCNOSHEH B CPOK He
6onee 30 aHew;

AaTa UCNOSIHeHUA AOKYMeHTa (nopydeHus) ¢ukcnpyetca B IPK C3, nam MHOM perncTpaumoHHo-
yyeTHo popme;

CPOKU NCNOJIHEHUA CPOYHbIX nopyquMﬁ He NpoAseBakdTCA U HE KOPPEKTUPYHOTCA;

OpraHM3aumMa WCMNOJSIHEHUA NOpPyYeHUn W yKasaHui [pe3mgeHTa Poccuitckont Pepepaunn
WCNOIHAOTCS B COOTBETCTBUM C YKa3om MpesngeHTta Poccuiickon depepaupm ot 28 mapta 2011 r. N 352
"O mepax Mo COBEPLIEHCTBOBAHUIO OPraHM3auMM UCMOJIHEHUA MOPYYEHUIM WM yKasaHui [MpesngeHTa
Poccuitckoit depepaumn’ <53>;

<53> VYka3s [MpesngeHta Poccuitckolt depepaunmn ot 28 mapta 2011 r. N 352 "O mepax no
COBEpPLUEHCTBOBAHMIO OpPraHM3auMn WCNOJIHEHUS NOPYYEHUN WU yKasaHwui [lpesngeHta Poccuiickoi
depepaunn (CobpaHue 3akoHogaTenbcTea Poccuitckoit Pegepaumn, 2011, N 14, ct. 1880).

CPOKM WCNONHEHMA AOKYMEHTOB (MOopydYeHWit) MCYMCNAIOTCA B KaneHOapHbIX AHAX C AaThl,
cneayowen 3a AaTol perucTpaummn AoKymeHTa (3Ta Hopma ycTaHoB/eHa cTaTbei 191 MparkaaHcKoro
KoaeKca Poccuiickon ®eaepaumm <54>);
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<54> Cratba 191 T[pakgaHckoro Koaekca Poccuiickoir ®Pegepaumun: "TeyeHwe CpOKa,
onpeaeneHHoOro Nepuoaom BpemMeHM, HauMHAETCA Ha CieAlyolNI AeHb NOCae KafieHaAapHOoM AaTbl UK
HacTynaeHus cobbiTUA, KOTOPbIMU onpeaeneHo ero Hadano" (CobpaHue 3akoHoaaTenbcTBa Poccuinckoi
depnepaunn, 1994, N 32, ct. 3301; 2020, N 31, cT. 5021).

CPOKKM NUCNONIHEHNA NMPOTOKOJIbHbIX nopyquMi/'l, KaK npaBumno, yCTaHaBAINBAKOTCA B NMPOTOKO/1€ U
NCUYNCNAIOTCA C AaTbl, CneaytoLwelt 3a 4aTon NpoBeaeHna 3aceaaHna (coBewanmna);

€c/iM NocneaHuin AeHb CPOKa MCMNOJIHEHMA AOKYMEHTa (nopy4YyeHus) npuxoamtcs Ha Hepabouwuii
O€eHb, TO AOKYMEHT NOANEXUT UCMOJIHEHUIO B BAMMKAWWKUIKA cnegylowmii 338 HUM pabounin aeHb (3Ta
HopMma ycTaHoBneHa cTatben 193 [parkgaHckoro kKogeKkca Poccuitckolt depepauum <55>), 3a
UCKNtoYeHNeM dpeaepanbHbiX OPraHOB UCMOIHUTENbHOW BNACTU, ANA KOTOPbIX NyHKTOM 6.1.1 Tunosoro
perfnameHTa B3auMmoZencTBuA denepanbHbiX OPraHoB WCMNONAHUTENbHOW BNACTU, YTBEPMKOAEHHOro
noctaHosneHnem MpasutencTea Poccuickon Peaepaumm ot 19 aHeapa 2005 r. N 30, ycTaHOBAEHO, UTO
€C/IN NOCNeAHNI AeHb CPOKa UCMONHEHUSA NOPYYEHMUA NPUXOANTCA HA HEPAbOUN AeHb, OHO NOANEXKUT
WCNOIHEHWIO B NPEALECTBYOLNIK emy pabounii aeHb <56>;

<55> Cratba 193 lparkgaHcKoro Kogekca Poccuinckonn Pegepaumu: "Ecam nocnegHuin AeHb CPoKa
NpMXoaMTCA Ha Hepabounii AeHb, AHEM OKOHYAHWUA CPOKA CYMTAETCA DAMMKaMLWKNIA cnedyowmii 3a HUM
pabounii geHb" (CobpaHue 3aKkoHoaaTenbcTsa Poccuiickon depepaumm, 1994, N 32, ct. 3301; 2020, N
31, c1. 5021).

<56> M. 6.1.1 TunoBoro pernameHTa B3ammogencTama desepanbHbIX OPraHOB UCMONHUTENBHOM
B/lacTW. YTBepXKAeH nocTaHoBAeHMeMm [MpaButenbctea Poccuinckon depepaunm ot 19 aHsapsa 2005 r. N
30 (CobpaHue 3akoHoaaTenbcTBa Poccuiickon degepaumn, 2005, N 4, c1. 305; 2020, N 6, cT. 677).

NPUOCTaHOBUTb WMCMNOJIHEHWE KOHTPOJIbHOTO AOKYMEHTa (NOpydyeHMs), a TaKKe OTMEHUTb ero
MOXET PYKOBOAMUTEb, MOANUCABLLMIA AOKYMEHT UAW AABLINIA NOpyYeHUe (pesontoumio).

06 M3MEHEHMM CpoKa WCMOSHEHUA AOKYMeHTa (nopyyeHus), noapasgeneHuA-uCnoNHUTEeNSs,
COoCTaBa uWcnonHuTene o06asaH npouHbopmupoBaTb Caykby [enonpousBoAcTBA WAW  MHOE
nofpaszeneHne, Ha KOTOPOE BO3/I0XKEH KOHTPOJIb UCMOJIHEHUA AOKYMEHTa (MopyyeHus);

OOKYMEHT CHMMaEeTCA C KOHTPOA nocne d)aKTVNeCKOFO MCNONIHEHUA BCeX CodepiKallnUXcA B HEM
nopyquMﬁ, AOKYMEHTANbHOINo noareepxXaAeHnA ero UCnoaHeHUA U COO6LU,€HVIFI pe3ynbTaTtoB €ro
PacCMOTPEHNA 3aNHTEPECOBAHHbIM OpPraHam, opraHn3aumnam U a1nuam;

cBeaeHMa 06 UCNONHeHMM AOKymeHTa (nopydeHua) BHocAtcA B IPK C3 wan  uMHyko
perncTpaunoHHo-y4YeTHY0 GopMy, NCNOb3yeMYHO A1 KOHTPOA UCNONHEHNS;

cnykba [enonpou3BOACTBA rOCYAapPCTBEHHOrO OpraHa, OpraHa MeCTHOro Camoynpas/ieHus
aHA/IM3NPYET COCTOSIHME W pPes3ynbTaTbl WCMOJHEHUS [OKYMEHTOB (MOpyyYeHuit) M cocTosiHMe
UCMONHUTENBbCKOW AWUCLMMNAMHBI U HamnpasaseT PYKOBOAWTENIO TOCYAAPCTBEHHOrO OpraHa, OpraHa
MECTHOTO CaMOYMpPaB/IeHNs, UHbIM OO/KHOCTHBIM /IMLUAM C YCTAaHOB/JIEHHOW MEPUOANYHOCTBIO U MO
YCTaHOB/IEHHbIM POpPMaM OTYETbI O KOJIMYECTBE AOKYMEHTOB, UCMOJIHEHHbIX B CPOK, UCMOJHEHHbIX C
NPOANEHVEM CPOKA WCMOJIHEHWUA, HE WCMOJIHEHHbIX, HAXO4AWMXCA Ha WCMOJHEHUW, KaK Mo
rocyfapCTBEHHOMY OpraHy, OpraHy MeCTHOro CamMoynpaBieHWA B LLEJIOM, TaK U MO CTPYKTYPHbIM
noApaszeneHuam u, Npu HeobXoANMMOCTH, NO OTAE/IbHLIM UCNONHUTENAM;

e)XeMeCsAYHO rocyAapCcTBEHHbIE OpPraHbl, OpraHbl MECTHOTO camoynpasaeHua <57> npeacrasnsatoT
B AamuHuctpaumto lNpesmpgeHTta Poccuitickor Pepepaummn B 31eKTPOHHOM dopme uHPopmauuto o
pe3ynbTaTax PacCMOTPEHUsA 0bpaLLeHNI rpaxgaH, OpraHM3aLUnin, a TakKe 0 Mepax, NMPUHATBIX MO TaKUM
obpauieHmam <58>.
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<57> WHdopmauuio o pesynbtaTax pPaccMOTpeHua obpalleHUMn rparkgaH W opraHM3auui
NPeacTaBAAOT TaKXKe rOCYAAPCTBEHHbIE UM MYHMLMMANbHbIE YYPEXAEHUA, MWHbIE OpraHM3aumu,
ocyuiecTeasAoWwme Ny6aAMYHO 3HaUMMble GYHKUUMN.

<58> YKas MNpe3sungeHta Poccuinckoint ®epepaumm ot 17 anpena 2017 r. N 171 "O MOHUTOPUHTe U
aHanM3e pes3y/NbTaTOB  pPacCMOTPEHMs obpalieHuMih rpaxgaH W opraHmsaumin”  (CobpaHue

3aKoHogaaTenbcTBa Poccuiickon depepaunm, 2017, N 17, c1. 2545).
3.7. PaboTa UCNoNHUTENA C AOKYMEHTAMM

MNpaBuna penonpousBOACTBA He cofepKaTt FIOI'IO)KeHMﬁ, YCTaHaB/IMBalOWKUX TPE6OBaHMﬂ K
opraHunsauuun pa6OTbI NUCNONHNTENA C OOKYMEHTaMMN, BMeCTe C TeéM, NPAKTUKa pa3pa60TKM MHCTDYKLI,VIﬁ
no genonpon3soactey CBUOETE/IbCTBYET O TOM, YTO, KaK NpaBunio, B UHCTPYKUMNAX NO Aenonpon3soacrtesy
TaKune pas3gesibl cogeprKaTtca.

Mpu BKAOYEHUN B WMHCTPYKUMIO MO [Ae/f0onpov3BOACTBY pasfdena 06 opraHusauuu paboTbl
NCMOIHUTENA C AOKYMEHTaMM PEKOMEHAYETCA OTPAa3NUTb B 3TOM pasdene C/leaytolme NoNoKeHNs:

opraHmsauma paboTbl C AOKYMEHTaMW B CTPYKTYPHbIX MOAPasAeseHUAX rocyAapCTBEHHOro
opraHa, opraHa MecCTHOro CaMoOyMpaB/eHNA OCYLLECTBAAETCA Ha OCHOBaHWUWU Pe30/ouuie (MopydYeHuin)
pYKOBOAWUTENS TOCYAapPCTBEHHOrO OpraHa, opraHa MEeCTHOro CamMoynpaBieHWsA, ero 3amecTuTenei,
pykoBoauTenei  CTPYKTYPHbIX  NOAPA3AENEHUK,  WMHbIX  OO/KHOCTHbIX /UL,  HageNeHHbIX
COOTBETCTBYIOWMUMM MOAHOMOUYNAMMY;

nogpasaeneHne-nmcnoHnTeNnb nNoayvyaet AOKYMEHTbl B BO3MOXXHO KOPOTKHUE CPOKU (B AeHb UX
PaCCMOTPEHNA COOTBETCTBYHOWMM AO/KHOCTHbIM IMLOM U Ha cne,a,yrom,mﬁ pa6oqm71 LI,E'Hb), CpO4Hble
AOKYMEHTbI nepenaroTca UCNOSTHUTENO HE3aMe4/INTE/TIbHO,

AOKYMEHTbI, MNOCTYNMBLUME B CTPYKTYPHOE MnogpasgesieHre C pe3osioumsamu (nopydyeHnamm) Ha
WCNOJIHEHWE NepefaloTca  WUCMNONHUTENAM TONbKO MOCAEe MX PACCMOTPEHUA  pyKoBOAMTENEM
nogpasgeneHus.

McnonHuTenn B npoLecce UCNOIHEHUA AOKYMEHTa OCYLLECTBAAIOT:
cbop 1 06paboTKy HeobxoaMmon nHpopmaumu;

noAroToBKy MPOEeKTa AOKYMEHTa U BCeX HeO6XO,£I,MMbIX npvmomeHmﬁ c CO6}'IIOLI,eHMeM npasun
AOKYMEHTUPOBAHUA, YCTAHOB/IEHHbLIX B TOCYy4apPCTBEHHOM OpraHe, opraHe MeCTtHOro CamoynpasieHuA;

cornacoBaHue NpPoeKTa AOKYMEHTa C 3anHTepPEeCOBAHHbIMU O0/TKHOCTHbIMU TNLLAMMU;

NnoAroToBKY CBOAKM OT3bIBOB (C KOMMeHTapuem "MpuHATo", "OTKNOHEHO" ¢ yKa3aHMeM MPUYMH,
"MPUHATO YaCTUYHO" C COOTBETCTBYIOLLMM NOACHEHUEM);

/J,opa60T|<y NPOeKTa JOKYMEHTa NO 3amedYaHnAM, NoSTly4eHHbIM B XO04e COrnacoBaHUA,

NOBTOPHOE COr/1acoBaHWe MPOEeKTa AOKYMEHTa (B C/lyyae ero CepbesHON KOPPEKTUPOBKM MO
pesy/sibTaTam NepBOro CornacoBaHmsn);

B HEOHXOAMMBIX C/ly4asX - NOATOTOBKY CNUCKa (yKa3aTensd) paccbiIkKM LOKYMEHTa;
npeacTaB/eHe NPoeKTa AOKYMEHTA HA NOANMUCH (YyTBepKAeHWE) pyKOBOACTBY;

onpegeneHne mecCta XpaHeHunA OOKYMeEHTa (KOI'IMM AOKYMEHTa) npocrtaBneHnem OTMETKU C
YKa3daHnemM HoOmepa Aesia N0 HOMeHKNaType Aen, B KOToOpoe A0/1XKeH 6bITb nomeuleH AOKYMEHT.
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B WHCTPYKLUMM MO 4eNonpou3BOACTBY LEefecoobpasHo npesycmoTpeTb MOpsgoK paboTbl Hag,
AOKYMEHTOM B C/1y4asnX, eC/iv UCMOAHEHNE AOKYMEHTa NMOPYyYEeHO HECKO/bKMM NMLAM, B TOM YMCAE:

GYHKLMM OTBETCTBEHHOIO MCMNOAHUTENA U PYHKLMM COUCMONHUTENEN B MOATOTOBKE MNpOEKTa
OOKYMEHTA3;

NnpaBo OTBETCTBEHHOINo0 MUCNOJIHUTENIA CO3biBaTb coucnosiHuTenemn ana Bblpa6OTKVI COBMeCTHOro
peweHuna;

nopAAOK U CPOKK npeacTaBeHNUA NPOEKTOB OTBETCTBEHHOMY UCNOJTHUTENIO.

B WHCTpyKuMn no [OenonpousBOACTBY MNpeAycMaTpMBAeTCa BO3MOMHOCTb MPOAJIEHMA CPOKa
MCMNOJIHEHUs AOKYMeHTa (C COOTBETCTBYIOWMM O0BOCHOBAaHWEM, NPEACTaBASEMbIM PYKOBOACTBY), eCcau
OTCYTCTBYIOT peasibHble YC/IOBUA BbINOJIHEHUS 334aHMA, AeNaTb NOMETKM Ha AoKymeHTe uaun B C3[, o
BPEMEHU ero MOoCTynaeHus, O AaTax MPOMEXKYTOUYHOrO WCMONHEeHUA (TenedoHHbIX U MUCbMEHHbIX
3anpocax), 0 AaTe 1 pe3y/ibTaTe OKOHYaTe/IbHOro UCMOIHEHWA.

NcnonHuutens He [O0J/KeH pasrnawatb CoAepskaHue MOCTYMMBLIMX K HeMy [OOKYMEHTOB U
MOArOTOB/NEHHbIX MPOEKTOB CAYXKEBHbIX AOKYMEHTOB, C HUMM MOTYT 6bITb O3HAKOM/IEHbI TO/IbKO ULa,
MMeloLLME OTHOLLEHWNE K UX MUCNONHEHMUIO.

3.8. loKymeHTaNbHbIi GOHA rocyaapCcTBEHHOrO OpraHa, opraHa
MeCTHOro camoynpas/ieHun

3.8.1. Pa3paboTka u BegeHne HOMeHKAaTypbl aen

B cootBetcTtBMM C nyHkTom 6.1 [lpaBun AenonpousBoAcCTBa AOKYMEHTbl, CO34aHHble W
noJsly4eHHble B NpoLecce AeATeNIbHOCTM rOCyAapCTBEHHOro OpraHa, opraHa MecTHOro camoynpaB/ieHus,
06pasyloT AOKyMeHTasibHbI GOHA rOCySapCTBEHHONO OpraHa, opraHa MEeCTHOro CamoynpasieHUs.
JoKymeHTanbHbIM GOHA, - COBOKYMHOCTb AOKYMEHTOB, 0Opasylowmxcs B AeATe/IbHOCTM OpraHusaumm
<59>,

<59> TOCT P 7.0.8-2013. Cuctema <CcTaHAapToB Mo WHbopmauun, 6bubanoteyHomy u
usgatenbckomy aeny. [JenonpoussoacTBO M apxMBHOe geno. TepMuHbl M onpegenerHua. - M.:
CraHgapTuHdopm, 2013, n. 88.

B cootBeTcTBUM C DeaepanbHbiM 3aKOHOM OT 22 oKTAbBpa 2004 r. N 125-d3 "O6 apxMBHOM Aene B
Poccuiickoit ®depepaumm” n nyHkTom 6.2 [lpaBun [enonpousBOACTBA OCYAAPCTBEHHbIE OpraHbl
Poccuiickolt ®enepaumm pa3pabaTtbiBalOT M NOC/AE COrNacoBaHMA C YNOJHOMOYEHHbIM deaepanbHbim
OpPraHOM WCNONHUTENbHOW BAAcTM B chepe apXMBHOro Aena M Aenonpoussoactsa <58> yteep:kapatoTt
nepeyYHn SOKYMEHTOB, 0OpasytoWwmxca B MPOLLECCe UX AeATENbHOCTH, a TaK}Ke B NPOLLecce AenATeIbHOCTH
NnoABefOMCTBEHHbBIX MM OpPraHM3auui, C yKa3aHMEM CPOKOB MX XPAHEHMUA, KOTOPbIM CTPYKTypHble
nogpasgeneHua rocyfsapctBeHHoro opraHa Poccuitickoit  ®epepaumu  pyKOBOACTBYHOTCA  MpU
onpeaeneHnn CPOKOB XPaHEHUA AOKYMEHTOB NPU COCTABAEHUMU HOMEHKAATYpPbl Aen, opmupoBaHnn U
obopMNEeHUN Aen, OPraHU3aLUN UX XPaHEHWMA.

B cooTBeTcTBMM C NYHKTOM 6.3 MpaBua 4esonpor3BOACTBA rOCYAapCTBEHHbIE OpraHbl Poccuiickom
denepaumm M rocyaapcTBeHHble opraHbl  cybbekToB  Poccuitickori  depepaunn, umerowme
NnoABeAOMCTBEHHbIE OpraHusauuMu, BnpaBe pa3pabaTbiBaTb M YTBEPKAATb MO COMACOBaHUIO C
YNOAHOMOYEHHbIM deaepanbHbiM OPraHOM WCMOIHMTENbHOW BAacTM B cdepe apxvMBHOro aAena M
AeNonpousBoACcTBa UAW C COOTBETCTBYIOWMM YNOAHOMOYEHHbIM OPraHOM WCMOJIHUTENbHOM BAACTU
cybbekTa Poccuitckoli degepaunm B chepe apxMBHOro Aena TMNOBble U NPUMEPHbIE HOMEHKAATYPbI AN
ANA NoABeAOMCTBEHHbIX OpraHM3aLmii.
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Tunosas HOMEHKNaTypa 4en YyCTaHaB/MBaAe€T COCTaB A€, 3aBOAMMbIX B OpraHuMsauuAax
onpeageneHHoOro Tmna, U ABNAeTcA HOpMaTUBHbIM OKYMEHTOM.

MpumepHaa HOMEHKATypa [Aen YCTaHaBAMBAeT MPUMEpPHbIA CoCTaB Adef, 3aBoAMMbIX B
OLHOTUMHbIX OPraHM3auMAX, Ha KOTOpPble OHA PACMPOCTPAHAETCA, U ABNAETCA PEKOMEHAATENbHbIM
[OOKYMEHTOM.

CospaHme  AOKyMeHTanbHOro  ¢oHAa  roCcyAapCTBEHHOro  opraHa, oOpraHa  MeCTHOro
CaMOYNpaBAEHUA UCMNONHUTENbHOW BnacTu ocyuectensetca Cayxb6oi aenonponssoactsa nyTem
COCTaBNEHUA HOMEHKNATYpbl Aen, GopMUPOBaHUA M 0dpopMNeHMA aen, obecneyeHmsa X COXPaHHOCTH,
yyeTa v nepegaumn aen B apxus dpeaepanbHoro opraHa MCNONHUTENbHOW BAACTH.

B cooTBeTCTBMM C NyHKTOM 6.4 MpaBun 4enonpom3BoOACTBa HOMEHKATYPa Aefl rocyAapcTBEHHOTO
opraHa, opraHa MecTHOro caMoynpaBAeHUA 3aKpenaaeT Knaccudpukaumio (rpynnmMpoBKy) AOKYMEHTOB B
Aena (3nekTpoHHble [gena), obecneymBaeT cuUCTEeMaTM3aUMIO M MHAEKCAuMiO Aef, MOoPAAOK
dbopmmMpoBaHMA 1 yyeTa Aen B Ae/I0NpPou3BOACTBE.

HomeHKnaTypa aen rocysapCcTBEHHOrO OpraHa, opraHa MeCcTHOro CamMoynpaBiAeHUA BK/IHOYAETCA B
C3/, B KauecTBe CNpaBOYHMKA, onpeaenatoLLero NopagoK CUCTEMATM3ALNM SIEKTPOHHbIX 4OKYMEHTOB U
3JIEKTPOHHbIX KOMUIN AOKYMEHTOB, BKAOYaembix B CI/.

B MHCTPYKLUMM MO Ae/10NPOM3BOACTBY rOCYAapCTBEHHOrO OpraHa c/ieayer yCTaHOBUTb:

NnopAAOK pPa3paboTKM HOMEHKNATypbl [Aen rocyAapCTBEHHOrO OpraHa, opraHa MEeCTHOro
caMoynpaBneHus, BK/AOYan BOMPOCHI COrNAacoBaHMA U YTBEPXKAEHUA HOMEHKNATYPbl A€/, eXerogHown
KOPPEKTUPOBKM HOMEHKNATYPbI AeN;

CTPYKTYPY HOMEHK/AATypbl Aen, B TOM 4ucie NOPALOK PacnofioXKeHWs pasfesoB B CBOAHOM
HOMEeHKNaType aen;

npasuna MHOeKcaumnn gen, CoCtaB/ieHNA 3aros10BKOB Aen;
nopAAoOK MHAEKCaUnUn aen n onpeaeneHna CpokoB XxpaHeHUA AOKYMEHTOB,
ocobeHHOCTH OTpaXXeHnA B HOMEHKNATYpPE AeN SNEKTPOHHbIX Aen,;

nopAAOK YCTaHOB/NEHNA CPOKOB XpPaHeEHUA AOKYMEHTOB C MHd)opmaumeﬁ O TOM, KaKue nepevyHu
AOKYMEHTOB CO CPOKaMU XPaHEHUNA NPUMEHAKTCA ON1A onpeaesieHNA CPOKOB XPaHEHUA OOKYMEHTOB,

NopsAAOK BeAeHUA HOMEHKNATYPbI AeN B TeyeHue Ae/0Npon3BOACTBEHHOIO (KafeHaapHoro) roaa
M NOPAJOK ee KOPPEKTUPOBKY;

COCTaB/IeHME WTOrOBOM 3anuMcM O KOAM4YecTBe W Karteropuax naen, C¢OpMMpOBaHHbIX B
Aenonponssoacrtee rocyaapCrBeHHOro opraHa, opraHa mMectHoOro camoynpas/sieHnAa B Te4eHne roga.

B MHCTpYKUMKM NO AeN10NpPOoU3BOACTBY LenecoobpasHo npeaycMoTpeTb, YTo:

npu COCTaB/lEHMM HOMEHKNATYypbl [en ciaeAyeT PyKOBOACTBOBaTbCA 3aKOHOAATE/IbCTBOM
Poccuiickolt depepaumun, 3akoHoOATENbCTBOM cybbeKTa Poccuiickoit depepauuum, onpenenaolmm
OeATeNbHOCTb TOCYAapCTBEHHOrO OpraHa, opraHa MeCTHOro CamMoyMnpaB/ieHUs, MONOXKEHUEM O
rocyapcTBeHHOM opraHe (opraHe MeCTHOro CaMoOynpaBieHWA), pPernameHToM rocyAapCTBEHHOro
opraHa (opraHa MecTHOro camoynpasaeHns), NOSOKEHUAMM O CTPYKTYPHbIX NoApa3aeneHuax, LWTaTHbIM
pacnucaHuem, NAaHOBOM UM OTYETHOW [AOKYMeHTauuel, HOMeHKNaTypoh Aen 3a npollejlive robl,
HOPMaTUBHbLIMW aKTaMM FoCyapCTBEHHOro opraHa, opraHa MecTHOro caMmoynpaBsieHus, CoAepKallnmm
cBegeHns 06 obpasylowmxca B AeATENbHOCTM  AOKYMeHTax, TWUMOBbIMW U NPUMEPHbIMM
HOMeHKnaTypamn Aen (npu ux Haauuuu), nepeyHAMU AOKYMEHTOB, obpasylolmxca B npolecce
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AesTenbHoCcTM dedepanbHbiX OPraHOB rOCYAAapPCTBEHHOM BAACTW, MHbIX TOCYAapPCTBEHHbIX OPraHoB
Poccuiickoit ®eaepaummn, a TakKe B npouecce AeATesbHOCTU NOABEAOMCTBEHHbIX UM OpraHM3auui, ¢
yKa3aHMeM CPOKOB UX XpaHeHus;

B rOCyAapCTBEHHOM OpraHe, opraHe MeCTHOro CaMoyMpPaBAEHMA COCTABAAKTCA HOMEHKNATYPbI
Aen CTPYKTYPHbIX noapasgeneHuii 1 HOMeHKAaTypa Aen rocyaapcTBEHHOro opraHa, opraHa MecTHOro
camoynpasneHua (cBogHan). dopmbl HOMEHKNATypbl Aen CTPYKTYPHOro noApasaenieHva MU
HOMEHKNATYpbl A1 OPraHM3aLUMn YCTaHOB/EHbI [paBuIamm opraHU3aunm XpaHeHsa, KOMMNJEKTOBAHUS,
yyeta U MCMo/ib30BaHUA AOKYyMeHTOB ApxmBHoro ¢oHaa Poccuitckolt deapepaumm 1 gpyrux apxmBHbIX
OOKYMEHTOB B OpraHax rocyapcTBeHHOW B/acTU, OpraHax MecTHOro CamoynpaB/ieHMA, opraHM3aumax
<60> n npuseaeHbl B npunoxkeHmax N 13 n N 14 K HacToAwmm MeToanyecKum peKkomeHaaumam;

<60> lMpaBuia opraHM3aLMM XpaHeHUA, KOMMAEKTOBAHMUA, yYeTa U UCMOb30BaHUA AOKYMEHTOB
ApxuBHoro ¢oHaa Poccuiickont ®degepaummnm M APYrMX  apxMBHbIX JOKYMEHTOB B OpraHax
rocygapcTBEHHOM BAAcTM, OpraHax MeCTHOIO0 CamMOYyMpaBNieHMA, oOpraHmMsauuax. YTB. MpPUKasom
MuHucTepcTBa KynbTypbl Poccuinickon degepaumm ot 31 mapta 2015 r. N 526 (3apernctpupoBaH B
MuHucTepcTBe tocTUUMKM Poccuiickoit ®epepaunn 7 ceHtabpa 2015 r., peructpaumoHHblin N 38830;
OduumnanbHbI UHTEPHET-NopTan npaBoBoi MHOpMauum (Www.pravo.gov.ru), 10 ceHtabpsa 2015 r.)
(manee - Mpasuna 2015 r.). Npunoxkenua N 25, 26.

HOMEHK/NaTypa Aen CTPYKTYpHOro noapasfeneHus COCTaBAAEeTCA  AeonpoussBoauTesnem
CTPYKTYPHOro noapasgeneHva MNpu y4yacTMM BeayluMX CNeuManmMcToB CTPYKTYPHOrO noApasgesieHus,
COrNacoBbIBAETCA C IKCMEPTHOM KOMWCCMEN CTPYKTYpHOro noAgpasgeneHvsa (npu ee Hanuuum),
NOAMMWCLIBAETCA PYKOBOAMTENA CTPYKTYpPHOro nogpasgeneHus W npeacrtasnsetca B Cayxkoby
AeNonponsBoACTBa roCcy4apcTBEHHOrO OpraHa, opraHa MecTHOro CaMoynpaBAeHUS;

HOMeHKNaTypa Aen rocygapcTBeHHOro opraHa, opraHa MeCTHOro CamoynpaB/ieHNs COCTaBNsAeTCA
Cnyx60i AenonpomnssoacTsa M3 HOMEHKAATYp Aen CTPYKTYPHbIX NoApasAeneHuin; HomeHKnaTypa aen
rocyapcTBEeHHOro oOpraHa, opraHa MeCTHOro camoynpaBsieHMA MOAMNMCbIBAEeTCA pPyKosBoauTenem
Cny»x6bl 4en0npon3BOACTBA, BUSUPYETCA PYKOBOAMTENIEM apXMBa (NMLOM, OTBETCTBEHHbLIM 33 apXxuB),
YTBEPKOAETCA PYKOBOAUTENIEM TOCYAapCTBEHHOrO OpraHa, opraHa MECTHOro camoymnpaB/ieHus nocse
COrNacoBaHMsA MPOEKTa HOMEHKAATypbl AN C LUEHTPasbHOM 3KCMEPTHOW KoMMccUel (3KcnepTHOM
KOMWCCUER) rocyaapCTBEHHOTO OopraHa, opraHa MecTHOro CamoynpaBieHuMA M OoAMH pa3 B 5 feT ¢
SKCMEepTHO-NPOBEPOYHOM  Komuccuet  (manee -  3MK)  cooTseTcTBylowero  deaepanbHOro
rocyapCTBEHHOTO apxmBa <61>, YNO/JIHOMOYEHHOro OpraHa WCNONHUTENIbHOW BAAacTU CybbeKTa
Poccuiickolt depepaumm B chdepe apxMBHOro gena <62> MAM rocyAapCTBEHHbIM (MyHMLMMANbHbLIM)
apXMBOM B COOTBETCTBUM C NPEAOCTaBNEHHbIMU eMY NOJHOMOYMUAMU <63>;

<61> [lpuMmepHOe nONOXKeHMe 06 3IKCMEepPTHO-MPOBEPOYHOM KOMUCCUMM  denepasnbHoro
rocyfapCcTBEHHOMO apXMBa, YTBEPKAEHHOE NpuKaszom PenepanbHOrO apXMBHOFO areHTCTBa OT 13 uioHA
2018 r. N 62 (3apeructpuposaH B MuHucTepcTee toctuummn Poccuiickoit ®epepaumm 15 mions 2018 r.,
peructpaumoHHblin N 51357; OduuymanbHblin  UHTEPHET-NopTan  npaBoBon  MHPopmMauum
(www.pravo.gov.ru), 7 aBrycta 2018 r.).

<62> [yHKT 4.18 T[lpMMepHOro MOJIOXKEHUs 06 3IKCNepTHO-NPOBEPOYHON  KOMMUCCUMU
YNO/IHOMOYEHHOFO OpraHa WCNONHUTENbHOM BnacTM cybbvekta Poccuiickoit depepaumm B chepe
APXUBHOrO AeNna, yTBepKAeHHOro npmkasom PeaepanbHOro apxmMBHOro areHTcTea ot 13 utoHsa 2018 r. N
63 (3apeructpupoBaH B MuHucTepcTBe tocTuumm Poccuiickon depepauum 6 asrycta 2018 r.,
pernctpaumnoHHbit N 51794;  OduumanbHbI  MHTEPHET-NopTan  npaBoBOM  MHbOPMALUM
(www.pravo.gov.ru), 7 asrycta 2018 r.).
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<63> lpasuna 2015 .

HOMEHKNaTypa Aen rocyfapcTBEHHOrO opraHa, opraHa MeCTHOrO CamMoynpasBieHUA B KOHLE
KaK[0ro roja yTouHAETCA, YTBEPKAaeTca PyKOBOAUTENEM rOCYAapCTBEHHOrO OpraHa, opraHa MecTHOro
camoynpasneHns n BBoAMTCA B AeicTene ¢ 1 aHBapa cieayowero KaneHaapHoro roaa;

BHOBb CO3[aHHOe MoApa3fefieHne B MeCAYHbId CPOK paspabaTbiBaeT HOMEHKNATypy Aen
noapasgeneHnn u npeacrasnnet ee B8 Cyby Aenonpovs3BoACTBa rOCyAapCcTBEHHOrO opraHa, opraHa
MECTHOro CamoynpaBAeHUA ANA COrNacoBaHMA W YTBEPXKAEHWA B MNOPAAKe, YCTaHOBAEHHOM ANA
COrNacoBaHMA U YTBEPNKAEHMA CBOAHOW HOMEHKNaTypbl Jen, nocne 4ero AaHHbIA  pasgen
npucoegMHAETCA K AeNCTBYOLWEeNn HOMEeHKNaType Aen rocyAapCTBEHHOro opraHa, opraHa MecCTHOro
camoynpaBfeHus;

CTPYKTYpHOE nogpasaeneHne wuHoopmupyet Cayxby n[enonpousBoacTBa rocyAapcTBEHHOMO
opraHa, opraHa MecCTHOrO CaMOYMNpPaBAEHMSA O BKAKOYEHWM B HOMEHKAATypy AeN HOBbIX Aen; C 3To
uenbto B Cny:by AenonponsBoACTBa NpeacTaBAfeTCA CAyKebHas 3anncka 3a NoANMCbI0 pyKoBoaAUTENS
(3amecTutens pykoBoAMTENA) CTPYKTYPHOrO noApasdeneHus C YyKasaHMeM WHAeKca fAena, ero
3aro/IoBKa, CPOKa XpaHeHMs U OCHOBaHUA 4/1A 3aBeAeHMA AeNa;

HOMEHK/1aTypa A rocyaapCcTBEHHOro opraHa, opraHa MecTHOro camoynpas/ieHNA COCTaBAAETCA B
Tpex aK3emnaAapax:

1-1 3K3emMnaAp YyTBEPXKAEHHOW HOMEHKNATypbl Aen ABAAETCA AOKYMEHTOM MOCTOAHHOrMO
XPaHEHMUsA, MOMELLAETCA B OTAE/IbHOE A0 M BKAKOYAETCA B HOMEHKAATYpY Aen B pasgen Cnyxobl
OenonponsBoAaCTBa;

2-1 IK3emMnaAap nepengaetca B apXuB  TOCyAapCTBEHHOrNo OpraHa, oOpraHa MeCTHOro
CamoynpasB/sieHNA B Ka4ecTBe y4eTHOINo A0OKYMEHTAQ;

3-ii 3K3emnasp nepefaeTtcs B TOCYHAPCTBEHHbIN  (MYHUUMNANbHbIN) apXuMB, WCTOYHUKOM
KOMIM/IEKTOBAHWA KOTOPOTO ABASAETCA rOCYyAapPCTBEHHbIV OpraH, OpraH MecTHOro CaMoymnpaBeHus;

HOMEHKNATypa AeN TOCYAAPCTBEHHOIO OpPraHa, OCYLECTBAAOLLIEro Aeno3WTapHOe XpaHeHue
OOKymeHToB ApxmBHoro ¢poHaa Poccuinckoit ®epepaumum, Haxogawmxca B peaepanbHOM cOBCTBEHHOCTH,
COCTaBAAETCA B ABYX 3K3emnasapax: 1-i 3aK3emnnap yTBEPKAEHHOW HOMEHKAATypbl Aen ABAseTca
AOKYMEHTOM MOCTOAHHOMO XpaHeHWA, NOMELLAETCA B OTAENbHOE AEeN0 U BKAOYAETCA B HOMEHKNATYpY
aen B pasgen Cnyxbbl AenonpousBoAcCTBa; 2- 3K3eMNaap nepesaeTcd B apXuB rocyAapCTBEHHOMO
OpraHa B KayecTBe YYEeTHOro AOKYMEHTa;

B KayectBe pabouyero 3Kk3emnnspa B Cnykbe [en0nNpoMsBOACTBA WMCNO/b3yeTcA  Komus
YTBEPKAEHHON HOMEHKNATYpbl A€/ roCyAapCTBEHHOIO OpraHa, opraHa MecTHOro CaMmoynpaBAeHUA UK
ee 3/IeKTpoHHan Gopma; B CTPYKTYpHble NoApa3Lae/ieHnn rocyfapCcTBEHHOro OpraHa, opraHa MecTHOro
camoynpasneHus HOMEeHKNaTypa Aen paccblnaetca Cny:boi AenonponsBoAcTBa B 3/IEKTPOHHOM BUAe
WM B BMAE KOMWIA COOTBETCTBYHOLLMX Pa3genoB Ha BymaskHOM HocuTesie (B COOTBETCTBMM C MYHKTOM
6.17 MpaBun aenonpousBoAcTBa pabounii 3K3emMnasAp HOMEHKAATypbl Aen XxpaHutca B Chayxkbe
AeN0npon3BoACTBa rocyAapCTBEHHOMO OPraHa, OpraHa MecTHOro CamoynpaB/eHns 4o Tex Nop, NOKa Ha
Aena, copMUPOBAHHbIE B COOTBETCTBMW C HOMEHKIATYPOW Aen, He ByayT cocTaBaeHbl onvucu aen aas
nepesayvn B apxme rocy4apcTBEHHOro opraHa, opraHa MecTHOro CaMmoynpaB/eHus);

B C/y4yae W3MeHeHUAa OYHKLUMIM M CTPYKTYpbl TOCYAApPCTBEHHOrO OpraHa, OpraHa MeCTHOro
camoynpasneHus HOMEeHKNaTypa [en COCTaBAsfeTcA 3aHOBO, cornacoBbiBaetcAa ¢ JIMK degepanbHoro
rocyAapCTBEHHOro apxmBa, YNo/JIHOMOYEHHOro opraHa WUCMOAHWUTENbHOW BaacTu cybbekta Poccuitckol
degepaumn B chepe apxMBHOro Aena WAM TOCYAAPCTBEHHbIM (MYHMUMNANbHbIM) apXMBOM B
COOTBETCTBMM C NPEeAOCTaBNEHHbIMM €My MOAHOMOYMAMU U YTBEPXKAAETCA pPyKoBOoAMTENeM
rocyAapCTBeHHOro opraHa, opraHa MecTHOro CamoynpaBAeHuUs.
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HaMMEHOBaHMAMM pa3fesioB HOMEHKNaTypbl Aen ABAATCA HaMMEHOBaHMA  CTPYKTYPHbIX
noapasaeneHnin rocyaapcTBEHHOrO OpraHa, OpraHa MEeCTHOrO CaMOYMNpPaBAeHUA, KOANErnanbHbIX,
coBeLllaTe/IbHbIX, METOANYECKMX M UHbIX OPraHoB (B OpraHax MecTHOro camoyrnpaBiaeHUs AonycKaeTcs
pa3paboTka HOMEHKNATyp Aen QYHKUMOHANbHOrO TWUMa, CUcTeMaTu3alMA AOKYMEHTOB B KOTOPbIX
OCYLLECTBASIETCA B COOTBETCTBUU C HaNpaB/leHUAMN AeATeIbHOCTH);

B TeyeHMe roga B paboumnii sK3emnaap HOMEHKAATYpPbl AeN MOryT BHOCUTbCA YTOYHEHMA B
3aro/IOBKM Aen, B HEOOXOAMMbBIX CNyYasnX - B CPOKM XPaHEHMA AOKYMEHTOB, a TaKXKe MOTyT BKAOYATLCA
3aroN0BKM A€/, He NPeayCMOTPEHHble Npu pa3paboTKke U yTBEPXKAEHUM HOMEHKNATYypbl Aen (Hosble
3aroN0BKM AeN BHOCATCA B TaK Ha3blBaemble B pe3epBHble HOMEPa, NPeAyCMOTPEHHbIE B KaX4oM
pasgenie HOMeHKAaTypbl Aen;

CPOKM XPaHEHUA [OOKYMEHTOB, BK/IOYEHHbIX B HOMEHKAATypy Aes, YCTaHaB/AMBalOTCA B
COOTBETCTBUM C deaepanbHbIMM 3aKOHAMM, UHBIMU HOPMATMBHbIMU NPABOBbIMM aKTaMK, NepPevyHAMM
TUNOBBIX aPXMBHbIX AOKYMEHTOB, NEPEYHAMM AOKYMEHTOB, 06pasyloWwmMXca B NpoLecce AeaTe/IbHOCTU
denepanbHbiX OPraHOB rOCYAAPCTBEHHOW BAACTW, WHbIX TFOCYAAPCTBEHHbIX OpraHoB Poccuiickoi
denepaumn, a TakKe B npouecce AeATENbHOCTU MOABEAOMCTBEHHbIX UM OPraHU3auuii, C yKasaHUeM
CPOKOB WX XpaHeHua (panee - BeAOMCTBEHHbIMM NEPEYHAMM); CPOKM XPaHEHUs [OKYMEHTOB
yKa3sbliBatoTcA B rpade 4 HOMEHKIATypbl e/ CO CCbI/IKOW Ha cTaTbio delepasibHOro 3aKOoHa, TUMOBOrO
WAWN BELOMCTBEHHOTO NepeyHs);

Mo 3aBeplleHMM KaneHAapHOro rofa B KaXAOM CTPYKTypHOM nogpasgeneHnn odopmasetca
MTOroBas 3amnmncb K HOMEHKAAType AeN, B KOTOPYIO BHOCATCA CBeAEHMNA O KO/IMYecTBe 3aBeAeHHbIX AeN C
Yy4eTOM Ko/MyecTBa TOMOB (rpada 3 HOMeHKAATypbl Aen), oTAeIbHO NOCTOAHHOIO U BPEMEHHbIX CPOKOB
XpaHeHMWsi, BPeMEHHbIX CPOKOB XpaHeHusa ¢ oTmeTKkol "IMK" u nepexomawmx; MTorosas 3anuchb
AonofiHAeTCA AaHHbIMU O KO/AMYECTBE 3/1EKTPOHHbIX AeN COOTBETCTBYIOLMX CPOKOB XpPaHeHuA W
nepegaerca 8 Cnyxby AenonpousBoOACTBa; BMecCTe C WTOroBOM 3anmucbio mepeaaloTcAa AaHHble 06
M3MEHEHUAX W OOMNOJIHEHUAX, BHECEHHbIX B HOMEHKAATYpy [Aen CTPYKTYpHOro nogpasgeneHusa B
TeyeHue roaa;

B MTOrOBYIO 3aMMCb CBOAHOM HOMEHKNATYpbl AN CBEAEHMS BHOCATCA HAa OCHOBAHWW AAHHBbIX,
nepegaHHbIX W3  CTPYKTYPHbIX MNOApa3AeneHuid rocyAapCTBEHHOrO OpraHa, opraHa MecTHOro
CaMOynpaBAeHUA; CBEAEHUA WTOrOBOW 3amMuWCK CBOAHOW HOMEHKAATypbl Aen nepefaloTcs B apxve
rocyapCTBEHHOrO OpraHa, oOpraHa MeCTHOrO CamMoOynpaBieHWs, O YeM B HOMEHKAaType Jen
NPOCTaBAAETCA OTMETKA C YKa3aHMeM A0MKHOCTU W NOANUCH ML, NepesaBLIero CBeAeHNs;

Cnyx6a [enonpousBoACTBa rOCYAApPCTBEHHOTO OPraHa, OopraHa MeCTHOrO CaMoynpaBAeHWs Ha
OCHOBE MOJIYYEHHbIX U3 CTPYKTYPHbIX NOAPA3LEeNEHNIN 4aHHbIX TOTOBWT:

UTOroBYHO 3annCb O KaTeropunAax U Koam4yecrtse aen, 3aBedeHHbIX B rocyaapCrBeHHOM OpraHe,
OopraHe mecTtHOro camoynpas/eHUA B Te4eHUe roga, ceeaeHuA WMTOroBOM 3anuncu nepenaroTca B apxus
rocygapCtBeHHOro oOpraHa, oOpraHa MeCTHOro camoynpassieHunAa, O 4Yem B HOMEeHKAnatype ngen
NPOCTaBNAAETCA OTMETKA C YKa3aHUeEM AO0/IXKHOCTU U NoANMUCKU NnLa, Nnepeasllero ceeaeHunA,;

AONOMIHEHWE K HOMEHKNAType Aes, B KOTOPOM MocC/ieA0BaTeNbHO B COOTBETCTBUM C pasgeniamu
HOMEHKNATYPbl Ae/ YKa3bIBAOTCA 3aro/I0BKU e/, He NPeLyCMOTPEHHbIe YTBEPKAEHHbIM 3K3eMMIAPOM
HOMEHKNATYpbl  Aen; [OMNOJIHEHVME K  YTBEPXKAEHHOW HOMEHK/AaType JAen  NOANMUCbIBAeTCs
pykosogutenem Cnybbl [4enonpousBOACTBA M BMeCTe C MWTOrOBOM 3anucblo npuobuiaetca K
YyTBEPKAEHHOMY 3K3EeMMNSAPY HOMEHKNATYpPbI AeN;

HOMEHK/IATypa AeN UCMO/b3YETCs B KaueCcTBe OCHOBbI 4/17 COCTaB/EHUA ONUCEN OeN CTPYKTYPHbIX
noApasfeneHnin NOCTOAHHOro, BpeMeHHbIX (cBbiwe 10 NeT) CPOKOB XpaHeHMs, B TOM YMCAE NO NUYHOMY
COCTaBYy, aKTOB O BblAENEHUN K YHUUTOXKEHUIO AOKYMEHTOB, HE MOAJEXKALLMX XPaHEHUIO, a TaKKe ANA
yyeTa aen BpemeHHbIX (40 10 neT BKAUYMTENbHO) CPOKOB XpaHeHus.



MopsAAoK 3anofiHeHWs rpad HOMEHKAATypbl Aen npueedeH B npunoxeHun N 15 K HacToAwmMm
MeToaNYecKMM peKoMeHaaumaAm.

3.8.2. dopmupoBsaHue aen u UxX TeKylee xpaHeHue

NyHkTamu 6.23 - 6.27 [lpaBun p[enonpousBoAcTBa onpefeneHbl OCHOBHble MPUHUMMDI
dopmupoBaHuAa aen, ocobeHHOCcTM GOPMUPOBAHMA B Aena OTAe/IbHbIX KaTeropmin AOKYMEHTOB, B TOM
yncie, 3NEKTPOHHbIX AOKYyMeHTOB. COOTBETCTBEHHO, AAHHbIE NONOXKEHUA [ONXKHbI ObITb ONpeaeneHbl B
MHCTPYKLMM NO Aenonpoun3BoACTBY FOCYA3apPCTBEHHOIO OpraHa, OpraHa MecTHOro CaMoynpaB/eHuUA.

K ocCHOBHbIM npuHUMNam (npasuiam) GOpMMPOBaAHMA Aen, KoTopble cneayetT OTMETUTb B
MHCTPpYKUMM NO AeN0NPOn3BOACTBY, OTHOCATCA ceaytowme (NyHKT 6.23 MNMpasua genonponsBoacTBa):

B [le/10 BKAOYAIOTCA AOKYMEHTbl OHOr0 Ka/feHAapHOro roAa, 3a MCKAOYEeHMEM nepexoasLumx
aen, cyaebHbIX aen, ANUHbIX aen;

AOKYMEHTbI NOCTOAHHOIO N BpeMEHHbIX COOKOB XpaHEHUA rpynnnUpPyroTCA B Ae1a Pa3aesibHoO;

B 4€/10 NOMELLAOTCA AOKYMEHTbI NPaBUAbHO U MONHOCTbIO OPOPMAEHHbIE (LOKYMEHTbI LO/MKHbI
UMEeTb AaTy, NOANUCb U Apyrne HeobXxoAnMble PEKBU3UTHI);

B [,€/10 BK/IIOYAETCA MO OAHOMY 3K3EMMAPY KaXA0ro AOKYMEHTa;

NPUNOXKEHNA BKAOYAIOTCA B Ae/0 BMeCTe C OCHOBHbIM AOKYMEHTOM (NpunoxeHus obbemom
cebiwe 100 MCTOB MOTYT BbIAENATLCA B OTAE/bHbIN TOM AeNna);

d)aKCOFpaMMbI, Tenerpammel, TEJ'IEd)OHOI'paMMbI nomeuwlaroTcA B gena C nepenmcxoﬁ;

B [le/10 He BK/IHOYAIOTCA LOKYMEHTbI, MOA/eMKalime BO3BPaTy, MNWHME 3K3eMNAAPbl U YEPHOBUKM
(3a uckNoYeHnem 0cobo LLEHHbIX);

£,.eN10, BKAIOYaloWee 4OKYMEHTbI Ha BymaykHOM HocuTese, No 06bemy He AO0/KHO NpeBbiwaTth 250
NINCTOB NpU ToAwMHe He 6onee 4 cm (TONWMHA AeN CO CPoOKamu xpaHeHua Ao 10 neT He OOMXKHa
npesbiwaTtb 10 cm); Npu NpesbiLEHUN AaHHOro o6bema 3aBoAMTCA BTOPOM WM nocineayolwpe ToMa; Ha
KaX40M TOMe MPOCTaBAAIOTCA MHAEKC U 3ar0NI0BOK Aena ¢ AobasneHnem ob6o3HayeHna Homepa Toma U,
npu HeEOB6XOAMMOCTH, 3aro/I0BKa TOMa;

AOKYMEHTbl BHYTPWM Aena pacnosaraloTca B XPOHONOTMYECKOW (CBepxy BHWM3), BOMPOCHO-
JIOTMYECKOMN NOCNEeA0BaATE/IbHOCTU WU UX COYETAHUMN,

Kpome yKasaHHbIX NOM0XKEHUI B UHCTPYKUMM NO Ae/10MPON3BOLCTBY LielecoobpasHo yKasaTh:

MecCTo TeKywero xpaHeHua gen (Cnyxkba pgenonpousBoactBa W (MM)  CTPYKTYpHble
noApasfeneHns rocy4apcTBeHHOro opraHa, opraHa MecTHOro caMoynpasaeHUs);

MeToAMYecKyto GYHKLMIO apXMBa rocyAapcTBEHHOrO OpraHa, opraHa MecTHOro Camoynpas/ieHnn B
Bonpocax GoOpMMpPOBaHMA AeN;

CpOK nepegayvun UcnoaHnTeNneEm (OTBETCTBeHHbIM MCI'IOHHMTeﬂeM) 3aKOHY€eHHOTOo
Aenonponssoactsom LOOKYMEHTa B A€10 (CpOK nepegadyn AOKYMeHTa B A€/710 YyCTaHaB/IMBAETCA
rocygapCTtBeHHbIM OpPraHOM, OpraHOM MeCTHOro CamoynpaBneHna U He O0J/1IXKEH MNpeBbIWwaTb 10 ILl,Hel‘/JI
nocne gatbl MICNOTHEHUA lCI,OKyMEHTa),'

pPabOTHUKOB, OCYLLECTBAAKOWMX (OPMMPOBAHME [efl B CTPYKTYPHbIX MOApasaefeHusax
rocyf,apCTBEHHOro opraHa, opraHa MecTHOro CaMoynpaB/eHus;

paboTHUKOB, OMpeaenAlwWmnX MeCcTo XpaHeHus [AOKyYMeHTa (MHAEKC Aena, K KOTopomy B
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COOTBETCTBMM C HOMEHKNATypoih Aen AO0/MKeH 6biTb OTHECEH WCMONHEHHbIA AOKYMEHT (KOMMAeKT
OOKYMEHTOB);

YC/IOBUA TEKYLLETO XPAHEHMA AN B CTPYKTYPHbIX NOApa3feneHusax rocyfapCTBEHHOMO OpraHa,
OopraHa MecTHOro camoyrnpaBAeHuNs;

nopaAaoK yyerta aen;
NnopAAoK BblAaun Aien BO BpeMeHHoe No/b30BaHue;
NnopAaoK U3bATUA AOKYMEHTOB U3 AeNa;

nogpasgenexus (Cny>kba AenonpomnsBoaCcTBa, apXMB rocy4apCcTBEHHOIO opraHa, opraHa MecTHoOro
CaMoynpaB/eHnsn), OCYLLECTBAAIOWME KOHTPO/Ib 33 NPaBUbHbIM GOPMUPOBAHNEM AN B CTPYKTYPHbIX
nogpasgeneHusax rocy4apcTBEHHOrO opraHa, opraHa MecTHOro CaMoynpaBaeHUs, NPOBEPKN HaIMunA U
COCTOSIHMSA Aen.

OcobeHHOCTM GOPMMPOBaHUA B Aefla OTAE/bHbIX KaTeropuii AOKYMEHTOB M OpraHvMsauuu ux
TEKYLWEro XxpaHeHus (40 nepedayn B apxXMB TrOCYAapPCTBEHHOrO OpraHa, oOpraHa MeCTHOro
camoynpasneHus) npuseaeHsl B npuaoxeHmum N 16 K HacToAwmm MeToanYeckumM peKkoMeHaaLMAM.

3.8.3. NoaroTtoBKka AOKYMEHTOB U AieN K nepepaye
Ha apXMBHOE XpaHeHue

B WHCTPYKUMM NO [eN0onpou3BOACTBY PACKPbIBAETCA KOMMAEKC paboT, BbINONHAEMbIX B
rocyAapCTBeHHOM OpraHe, opraHe MecTHOro CaMoynpaBAeHUA B LEeNsxX NoAroTOBKM Aen K nepegaye Ha
XpaHeHWe B apXMB rocyAapCTBEHHOrO OpraHa, OpraHa MecTHOro CaMoyNpPaBAEHUA U Ha YHUUTOXKEHME.

MNyHkTom 7.3 lMpaBun AenonpousBOACTBA YCTAaHOB/IEHO, YTO Aesla NOCTOAHHOrO U BPeMEeHHbIX
(cBblwe 10 neT) CPOKOB XpaHeHUs NepenaloTcA B apXMB rOCyAapCTBEHHOro opraHa, opraHa MecCTHOro
CaMOYNpaB/ieHUA He paHee YeM Yepe3 OAUH roZ U He NOo34Hee Yem Yyepes TPU roga nocae 3aBepLleHns
Aen B 4enonpons3BoacTee <64>.

<64> B cootBercTBMM C nyHKTOmM 4.1 Mpasun 2015 r. "AOKYMEHTbl MO /JIMYHOMY COCTaBY
roCyAapCTBEHHbIX  TPaXAAHCKUX  CAYMKAWMX U MYHUUMNANbHBIX  CAYXAWMX, YBONEHHbIX C
rocyapCTBEHHOM TPaXKAAHCKOM CAYyXKObl WMAM  MYHUUMNANbHOM CAy»KObl, nepepaloTca B apxuB
opraHusaumm no ucreyeHmn 10 neT co AHA yBOAbHEHUA".

Mepefaya Qfen B apxvMB TOCYLApPCTBEHHOrO OpraHa, OpraHa MeCTHOro CamMoynpaBAeHus
NPOBOAMTCA Ha OCHOBAHWM OMWUCEN LeN CTPYKTYPHbIX MOAPA3LeNeHUiA NOCTOAHHOTO UM BPEeMEHHbIX
(cBblwe 10 neT) CPOKOB XPaHEHUSA U feN MO IMYHOMY COCTaBy.

Jdena BpemeHHbIX (40 10 neT BKAKOYUTENbHO) CPOKOB XPaHEHWA B ApPXMB TOCYAAPCTBEHHOrO
OpraHa, opraHa MecTHOro camoynpas/ieHNA He nepefaroTca U NoANexaT BblAENEHUIO K YHUUTOXKEHUIO
NO UCTEYEHUM CPOKOB UX XPaHEHMA B COOTBETCTBUM C NyHKTammn 7.17 - 7.21 lMpasma AenonponsBoaCcTsa
<65>.

<65> B cootBeTcTBUM Cc NyHKTOM 4.2 Mpasun 2015 r. "B UCKAOYMUTENbHbBIX C/y4asx MO PeLLeHuto
pyKOBOAMUTENA OpraHuM3aumm pena BpemeHHbiXx (go 10 NneT BKAKOYMTENIbHO) CPOKOB XpaHEeHUA
nepesaoTca B apXmMB OPraHM3aumun No onucam Aen, LOKYMEHTOB UM NO HOMeEHKAaType aen.".

MNoagrotoBKka AOKYMEHTOB MU Aen K nepegadye Ha apXMBHOE XpaHEHME U HA YHUYTOXKEHUE
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npeaycmaTpuBaer:
3KCNepTM3y LLEeHHOCTN AOKYMEHTOB;
odpopmneHue gen;
COCTaB/ieHMe onuncelt Aen No pesyabTaTaM 3KCNepPTU3bl UX LEHHOCTH;
COCTaB/IeHUE aKTOB HA YHUUYTOMKEHNE AOKYMEHTOB U AeN C UCTEKLLIMMMN CPOKaMU XpaHeHUA.

Mopanok npoBeaeHUA 3KCNepTU3bl LLEHHOCTU AOKYMEHTOB onpeaeneH nyHKTamu 7.4 - 7.6 MNpasun
Aenonpoussoacrtsa U nyHktamm 4.3 - 4.13 [Mlpasun 2015 r. B UHCTpyKUMIO NO AenonpousBoacTBy
rocy4apCTBEHHOro opraHa, opraHa MecTHOro CamMoyrnpaBAeHUA PeKOMeHOYyeTCA BKAUYUTb cneaytolmne
NOJIOXEHUA:

3KCnepTnsa LLEeHHOCTU AOKYMEHTOB OCYLLECTBASETCA EKEroAHO B CTPYKTYPHbIX NoApasaeneHunsx
rocy4apcTBEHHOrO OpraHa, opraHa MeCTHOro CamoynpasB/eHMA AeNonpou3BOAUTENAMU CTPYKTYPHbIX
noapasaeneHuis;

ONA OpraHu3aumMn U NPoBeAEHMA SKCNEPTU3bl LEHHOCTU AOKYMEHTOB B rOCy4apCTBEHHOM OpraHe,
OopraHe MeCTHOrO CamOynpaB/ieHUs CO34AETCA IKCMepTHas Komuccua <66> (aanee - IK), B opraHax,
MMEIOWMNX CNOXKHYI0 CTPYKTYPY WM/MAM NoABEAOMCTBEHHbIE OpraHM3auuMu, - LeHTpasibHaa 3KCNepTHas
Komuceua <67> (manee - L3IK), aelicTByrolMe HA OCHOBAHWWU MOJMOMKEHMWA, ONPEAENAOWEro 3a4auu,
dYHKUMKM, npaBa M opraHusaumio pabotbl LK (3K) mn yTBEpKAaemoro npaBoOBbiM aKTOM
rocy4apcTBEHHOro OpraHa, opraHa MecTHOro CamoynpasaeHus;

<66> MNpunKas Pocapxusa ot 11 anpens 2018 r. N 43 "O6 yTBEPKAEHUN NPUMEPHOFO NONOMKEHUS
06 3KCnepTHOM Komuccum opraHmsaummn' (3apernctpmpoBaH B MUHUCTepcTBE HOCTULMKU PoccuiicKol
depepaunn 15 mnoHa 2018 r., pernctpaymoHHbii N 51357; OdunumanbHbln MHTEPHET-NOPTAN NPaBOBOMN
nHbopmauum (www.pravo.gov.ru), 18 uioHa 2018 r.).

<67> Mpukas Pocapxusa oT 25 desBpans 2019 r. N 31 "O6 yTBEPKAEHUN NPUMEPHOTO NONOKEHUS
O LEHTPaNbHOM 3KCNepTHOW Komuccum deaepanbHOro opraHa rocygapCcTBEHHOW BNACTM, MHOrO
denepanbHOro rocygapcTBeHHOrO opraHa" (3aperucTpupoBaH B MUWHUCTepCTBE tOCTULMKU Poccuiickoi
depepaunn 24 nioHa 2019 r., pernctpaymoHHbii N 55005; OdunumanbHbI MHTEPHET-NOPTAN NPaBOBOM
nHopmauun (www.pravo.gov.ru), 24 nioHsa 2019 r.).

9KCMepTM3a LEHHOCTM [OKYMEHTOB NPOBOAWUTCA Ha OCHOBe ¢enepasbHbiX 3aKOHOB, WHbIX
HOPMaTMBHbIX NPaBOBbIX aKTOB Poccuiickor Peaepaunn, nepeyHeit TMNOBbLIX aPXMBHbIX SOKYMEHTOB C
YKa3aHMEM CPOKOB XPaHEeHUs, nepevyHer [AOKYMeHTOB, obpasylowuxca B npouecce AeATe/lbHOCTM
depepanbHbiX OPraHOB TrOCYAAPCTBEHHOW BACTU, WHbIX TFOCYAAPCTBEHHbIX OpraHoB Poccuiickoit
denepaumn, a TakKe B npouecce AeATeNbHOCTU MOABEAOMCTBEHHbBIX UM OPraHU3auuii, C yKasaHUem
CPOKOB XPaHEHMUS, TUMOBbIX U MPUMEPHbIX HOMEHKIATYP Ae.

an nposeaeHnn aKCNepTn3bl LEHHOCTU AOKYMEHTOB OCYLLECTBNAETCA:

oT60p AOKYMEHTOB NOCTOAHHOIO U BpemeHHbIX (CBbiwe 10 feT) CPOKOB XpaHEHUS, B TOM YMCae NO
NIMYHOMY COCTaBy, 4/1A MNepedayM B apXMB [OCYAAPCTBEHHOTO OpraHa, opraHa MecCTHOro
camoynpaBneHus;

oT60p AOKYMEHTOB BpemeHHbIX (40 10 neT BKAUYUTENbHO) CPOKOB XpaHeHUs 1 ¢ nomeTkamu "o
MWHOBaHMA HagobHoctn", "o 3ameHbl HOBbIMM", noANEXKaAWMX AJaSbHENWeMy XpaHeHU B
CTPYKTYPHbIX NOApasaeneHunnx;
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BblaeNeHNe K YHUYTOXEHUIO AeN 3a npeablayuine rogabl, COOKU XpaHEHNA KOTOPbIX UCTEKN.

Mpy npoBeaeHUN 3KCNEPTU3bl LLIEHHOCTM AOKYMEHTOB OZHOBPEMEHHO MPOBEPAETCA KayecTBo M
Mo/sIHOTa HOMEHKNATypbl [en rocyJapCTBEHHOro oOpraHa, OpraHa MeCTHOro Camoynpas/ieHus,
NpPaBuUIbHOCTb ONpeaeneHNs CPOKOB XpaHeHUs aen.

Oena c otmetkoir "IMK" <68> noanexkat MNOAUCTHOMY NPOCMOTPY B ULEAAX BbIABAEHMA
OOKYMEHTOB, MNO4NEeXaluMX MOCTOAHHOMY XpPaHeHWto. BbiABMEeHHble B Takux Aenax [AOKYMEHTbI
NMOCTOAHHOIO XpPaHeHMA BbIAENAOTCA N NPUCOEAUNHAIOTCA K OAHOPOAHbIM Aefam uan GopmupyoTca B
camocToATenbHble aena <69>.

<68> OTmeTKa "IMK" 03HayaeT, YTO YacTb AOKYMEHTOB MOXET BbITb OTHECEHA K CPOKY XpaHeHUs
"noctoaHHO".

<69> NyHKT 4.11 Mpasun 2015 .

OcTtanbHble AOKYMEHTbI ¢ oTMeTKoM "IMK" BKAOYAIOTCA B aKT HA YHUYTOXKeHMe. [Tpn 3ToM OTMETKa
"IMK" B aKTe He yKa3blBaeTcs.

Mo pesynbTaTam 3KCNEpTU3bl LEHHOCTU [AOKYMEHTOB B rOCYAapCTBEHHOM OpraHe, opraHe
MECTHOTO CaMOYMpPaB/NeHMA COCTAaBAAKOTCA OMUCU AeN CTPYKTYPHbIX NoApasfeneHuint NoCTOAHHOro
XpaHeHUs, BpemeHHbIX (cBbilwe 10 feT) CPOKOB XpaHEHWs, B TOM 4MCAe NO JNYHOMY COCTaBy,
3/IEKTPOHHbIX AO0KYMeHTOB (npunoxeHua N 17 - 18 <70>), npoBoauTcs opopmieHue Aen, a TaKxkKe
COCTaBANAKTCA aKTbl O BblAENEHUN K YHUUTOXKEHUIO AeNl, He NOANEXALLNX XPAaHEHUIO.

<70> ®opmbl onucei Aen NoCTOAHHOTO XpaHeHUs, BpeMeHHbIX (cBbile 10 NeT) CPOKOB XpaHeHus,
B TOM 4ucne nNO JIMYHOMY COCTaBYy, SJ/IEKTPOHHbIX [AOKYMEHTOB, COCTaBAAEMbIX B CTPYKTYPHbIX
noapasgeneHuax rocyAapCTBEHHONoO OpraHa, oOpraHa MeCTHOro CamMoynpaB/ieHWA, YCTaHOB/EHbI
Mpasunamn 2015 .

MopsAAOK coCTaB/eHNA onuceit Aen NOCTOAHHOro, BpemMeHHbIX (cBbilwe 10 neT) CpoKoB XpaHeHus,
Mo IMYHOMY COCTaBY, SNEKTPOHHbIX Aen npueeaeH B npuaoxeHun N 19 K HacToAwmMmM MeToanyeckum
peKkoMeHaaLMAM.

Mo 3aBeplieHMM [en0NPOM3BOACTBEHHOrO roga WM MO pesynbTaTam 3KCNepTU3bl LEHHOCTU
OOKYMEHTOB [Jena rocyAapCTBEHHOrO oOpraHa, oOpraHa MeCTHOro CcamoynpaB/ieHus nogjexar
0bOPMNEHNIO B COOTBETCTBMM C MpaBuaamm odOpMAeHUsA Aen U NOAToTOBKM Aen K nepepaye Ha
apxmBHoe xpaHeHue (npunoxkeHune N 20 K HacToAlWMM MeToaMYECKUM PeKoOMeHZAUMUAM).

Odopmnenve  pgen npoBoAUTCA PaboTHMKaMM Cnykbbl  [enonpovs3BOACTBA n
AeN0NpousBoOANTENS MU CTPYKTYPHBIX NOAPA3Ae/eHNI rocyfapCTBEHHOrO OpraHa, opraHa MeCTHOro
caMoynpasneHus, Npu MEeTOAMYECKOM MOMOLLM WM MO KOHTPOJIEM apXMBa roCyLapCTBEHHOro OpraHa,
opraHa MecTHOro caMoynpasBaeHus.

[na obopmaeHna aen v NOAroTOBKM UX ANA Nepegayn Ha XpaHeHWe B apXMB rocy4apCTBeHHOro
opraHa, opraHa MeCTHOro CaMoOynpaBiAeHusA, a TaKXKe Aaa MNOAroTOBKM Aen K nepejaye B
rocyAapCTBEHHbIN (MYHMUMMNANbHBIA) apXmB, BKAOYAlOWEN Becb UMKA paboTbl C AOKYMeHTamwu
(odopmneHne pgen, coctaBneHWe roAOBbIX pPa3genoB ONUCEM M NPeaucioBMAa K OnNucAmM  aen,
MCTOpMYECKOW cnpaBkM K ¢oHAy) MO [A0roBopy MOryT MNpuB/AeKaTbCA CneuuanmsnpoBaHHble
opraHusaumu.

3.8.4. YHUUTOXKEHUE AOKYMEHTOB U AeN C UCTEKLLIMMU
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CPOKaMM XpaHeHuA

B paHHOm paspene UHCTpyKUMM NO AeNONpou3BOACTBY PEKOMEHAYeTCA pPacKpbiTb MNOPALAOK
oTbopa JOKYMEHTOB C UCTEKLUMMM CPOKAMM XPAHEHMA K YHUUTOXKEHWUIO, MOPALOK COCTAaBNEHUA aKTOB O
BblAENEHUMN [OOKYMEHTOB K YHWUYTOXKEHMUIO, UX COrNacoBaHMA U YTBEPXKAEHUA B COOTBETCTBUM C
NOJIOXEHUAMM, YCTAHOBNAEHHbIMW NYHKTamu 7.16 - 7.22 MNpasun genonpounssoacrtsa u nyHktamm 4.11 -
4.13 MNMpaswnn 2015 .

Mpu aToM 0coboe BHUMaAHNE LenecoobpasHo yaennTb CieAyoWMM MOMOKEHUAM:

Ha 4ena C UCTEKLIMMM CPOKaMM XPaHEHWA AeNoNpoM3BOAMUTENN CTPYKTYPHbIX NoapasgeneHuii
rocyAapCTBEHHOrO OpraHa, opraHa MecTHOro CamMoynpaBAeHWs COCTaBAAIOT NPEAJIOKEHUs K aKTy O
BbIAE/IEHUWN K YHUUTOXKEHMUIO SOKYMEHTOB, He NoAJ/exKallmx XpaHeHnto No popme aKTa, yCTaHOBNEHHOIO
Mpasunamm 2015 r. (npunoxkeHne N 21);

Ha [ena C MWCTeKWMMMU CPOKaMW XpaHeHMA B CTPYKTYPHbIX MNOAPA3Ae/eHMAX OpraHusaumnm
COCTaBAAIOTCA MPEASIOXKEHUA K aKTy O BbIAENEHUM K YHUUTOMKEHUIO OOKYMEHTOB, He noajerKalymx
XpaHeHuto (no dopme aKTa, ycTaHOBNEeHHON npunoxeHmem N 21 K Mpasunam 2015 r.); dopma akTa o
BbIAENEHUN K YHUUTOMKEHMUIO apXMBHbIX [AOKYMEHTOB, He MNOANEXALMX XPaHEHWIo, NpuBeaeHa B
npunoxkeHun N 21 K HacToAwMM MeToanYecKMM peKkoMeHaaumam;

Cnyxba [e10nNpoM3BOACTBA FOCYAapCTBEHHOTO OpraHa, opraHa MeCTHOrO CaMoyrnpaB/ieHus Ha
OCHOBE MpPeAJ/IOXKEHUIA CTPYKTYPHbIX MOApasfAeneHNn CcocTaBnAeT aKkT (aKkTbl) O BblAeNeHUN K
YHUUTOMKEHUIO [OKYMEHTOB, He MoAnexallmx xpaHeHnio (npunoskeHne N 21 K HacToAwmMMm
MeToanueckMm pekomeHaaumam);

Oena BKAOYAOTCA B aKT, €CNM YCTAaHOB/IEHHbIN AN HUX CPOK XpPaHEeHWA UCTeK K 1 sHBaps roaa, B
KOTOPOM COCTaB/eH aKT (Hanpumep, 3aKoHYeHHble B 2016 roay Aena c 3-71€THUM CPOKOM XpaHeHUn
MOTYT 6bITb BK/IKOUYEHbI B aKT, COCTaB/IEHHbIN He paHee 1 aHBapa 2020r.);

aena c otmetkoin "IMK" noanexkat NOAMCTHOMY NMPOCMOTPY B LEeNAX BblABAEHUA LOKYMEHTOB,
nognexauwmnx noCTOAHHOMY XpaHeHWUID; BblAB/IEHHbIE B TaKUX AenaxX AOKYMEHTbl NMOCTOAHHOIO CpPOKa
XPaHEHUs BbLIGENAOTCA U NPUCOEOMHAIOTCA K OAHOPOAHbIM Aefam  wuan  GopmupyloTca B
CaMOCTOSTe/IbHblE A,eNa;

OCTanbHble fOKYMeHTbl ¢ oTMeTKol "3MK", npolweawne sKkcnepTm3y LLEHHOCTU, BKAKOYAIOTCA B aKT
O BblAENEHUM K YHUUTOXEHUIO AOKYMEHTOB, HE MOAJENXKalUNX XpaHeHUIo, Npu 3Tom oTmeTKa "IMNK" B
aKTe He yKasblBaeTcs;

dKT O BblAeNeHNUN K YHUYTOXKEHUID AOKYMEHTOB, He noanexawunx XpaHeHUio, KaK npasuao,
COCTaB/1IAe€TCA Ha AeNa BCero rocyaapCrBeHHOro opraHa, opraHa mectHoro camoynpasieHuA (an 3TOM
Aena Kaxaoro CTpyKTypHOro nogpasaeneHuna COCTaBAAKT CaMOCTOATE/IbHYHO rpynny 3arosioBkOB, a
3arosioBKM O4HOPOAHbIX Aen, OTO6paHHb|X K YHUYTOXEHUIO, MOTYT 6bITb BHECEHbI B aKT noa O6LLI,VIM
3aro/IoBKOM C yKa3aHMEM KO/In4ecTBa A€/, OTHECEHHDbIX K lCI,aHHOl‘/JI rpynne);

0T60p AOKYMEHTOB K YHUYTOXEHUIO WU COCTaB/IEHUE aKTa O BblAeNeHUN K YHUUTOXKEHUIO
AOKYMEHTOB, HE noanexawmx XpaHeHuko, npoumsBoguTCA nocne CoCtaB/sieHUA CBOAHbIX onuce Aen
NOCTOAHHOIO XpaHeHUA 3a TOT XKe nepunoa,

aKTbl O BblAENEHUM K YHUUTOMKEHMUIO LOKYMEHTOB, HE MOANEKALLMUX XPAHEHMIO, PACCMaTPUBAIOTCA
Ha 3acegaHuun LUK (3K) ogHoBpemeHHO € onucamu Aen, AOKYMEHTOB MOCTOSHHOTO XPaHeHusa M Mo
JIMYHOMY COCTaBY;

cornacosaHHble DK (3K) rocyaapcTBeHHOro opraHa, opraHa MecTHOro CamoynpaB/ieHUA aKTbl O
BbIAE/IEHUMN K YHUUTOXKEHUIO SOKYMEHTOB, HE NOAJ/IEKALLMX XPAHEHWNIO, YTBEPKAAIOTCA PYKOBOAUTENEM
rocyf,apCTBEHHOro opraHa, opraHa MecTHOro CamMmoynpPaB/IeHNA TO/IbKO NOCNE YTBEPKAEHUS onucel aen
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MOCTOSIHHOINO XPaHEHWA M COrnacoBaHWs ONUCel Aen, AOKYMEHTOB No JAuvyHomy coctasy MK
denepanbHoro rocygapcreeHHoro apxusa, MK ynosHOMOYeHHOro opraHa WMCNONHUTE/NIbHON BAAcTU
cybbekTa Poccuiickoit depepauunn B chepe apxXMBHOrO Aena UAU rocyaapcTBeHHbIM (MyHULMMNAAbHbIM)
dPXMUBOM COlNaCHO NpeaocTtaB/ieHHbIM eMmy NOJIHOMOYUAM, Nocae 4Yero aena, BblaeneHHble Mo aKTy K
YHUYTOXKEHNIO, MOTYT ObITb NepesaHbl Ha YTUAM3AUMIO;

nepegaya Aen, BblA€NEHHbIX K YHUUYTOXKEHUIO, Ha YTUAN3aUUo opopmMaseTcs NpUemo-caaTouHoOM

HaKNagHoOM, B KOTOPOM YyKa3blBAlOTCA AaTa Nepeayu, KoAM4ecTBO CAABaembiX e U Bec BymarkHol

MaKynaTypbl (nocne yHWUUTOXEHUS Aen B HOMEHKNaType nAen rocyAapCTBEHHOrO OpraHa, opraHa
n

MEeCTHOIro CamoynpasineHna NpocCTaBAETCA OTMETKaA "YHuutoxkeHo. Cm. akT oT... N..." ¢ YKa3aHUEM
AO0/KHOCTHU, d)aMMﬂMVI, noanncu nnua, OTBETCTBEHHOIO 3a Nnepeaavy Aen Ha YHUYTOXKeHune, 1 AaTbI).

Ha a71eKTpOoHHble AOKYMEHTbI C UCTEKLWMMM CPOKAaMM XPAHEHUA COCTaBNAETCA OTAENbHbIN aKT Ha
ocHoBe GOpMbl aKTa O BbIAENEHUM K YHUUTOXKEHWUIO [OOKYMEHTOB, He MNOANeXaluX XpaHeHuto,
ycTaHoBneHHoli [MMpaBunamm 2015 r. (npunoxeHne N 21 K Hactoswum  MeToamMyeckum
peKkomeHaaumaMm).

DNEKTPOHHbIE [AOKYMEHTbl C WCTEKIIMMM CPOKaMM XPaHEHWA YHUUTOMKAKOTCA MPOrpammMHO-
TEXHUYECKMMW CPEACTBAMW C COOTBETCTBYIOLLEN OTMETKOW B aKTe O BbIAENEHUU K YHWUUTOMKEHMUIO
3N1EKTPOHHbIX AOKYMEHTOB. DNEKTPOHHbIE AOKYMEHTblI CYMTAIOTCA YHUUTOMKEHHbIMU, €CNU UX Heb3A
BOCCTaHOBUTbL CpeacTBaMu MHGOPMaLMOHHOMN CUCTEMBI Ha HOCUTENAX MHOOPMALMU U U3 pPe3epBHbIX
KOMuM.

AKTbl O BbIAENEHUM K YHUUTOXKEHUIO [AOKYMEHTOB, HE MOMJIeNKalUMX XPaHEHWIO, XPaHATCA
NOCTOAHHO B Aene ¢poHAaa.

3.8.5. Nepegaua aen Ha XpaHeHWe B apXUB rocyAapCcTBEHHOTO
opraHa, opraHa MecTHOro camoynpasneHus

B WMHCTpyKuMM nNo A[enonpousBoACTBY ONpeaenserca MNopaAOK nepejayun Aen B apxus
rocy4apCTBEHHOrO OpraHa, opraHa MeCTHOrO CamMoynpaBAeHUA, MPeaycCMaTPUBAIOWMA Ccaeaylolime
ycnoBus:

nepepaya AOKYMEHTOB B apXWB roCcyfapCTBEHHOro opraHa, opraHa MecTHOro camoynpaBieHus
ocywecTensetca no rpaduky, COrnacoBaHHOMY C PYKOBOAMTENAMM CTPYKTYPHbIX MNOAPa3geneHui,
nepeaaroLmx AOKYMEHTbI B apXMB, N YTBEPIKAEHHOMY PYKOBOAUTENEM OPraHn3aLmu;

nepegaya gen NPou3BOLMTCA NO ONUCAM AeN CTPYKTYPHbIX NOAPa3AeNeHui;

Aena M ONWCM Ha caaBaemble AOKYMEHTbl AOCTaBAAOTCA B apXWB Ae/0nNpou3BOAUTENAMM
CTPYKTYPHbIX MoApa3saeneHnii ¢ ConpoBOAUTENbHLIM MMCbMOM, B KOTOPOM YKa3blBaeTCcA KOAMYECTBO
Aen W onucei, nepepaBaembiX B apxuMB (OTBETCTBEHHOCTb 3a COXPAaHHOCTb AOKYMEHTOB Mpu
TPaHCMNOPTMPOBKE U CAAYY UX B apXMB HECET CTPYKTYPHOE NoapasaesneHune, nepeaatoliee JOKYMEHTbI);

npvem Aen Npov3BOAMTCA PabOTHMKOM apxuMBa roCyfapCTBEHHOrO OpraHa, opraHa MeCTHOTo
caMoynpasaeHus B MPUCYTCTBUUN A,eN0NPOU3BOAUTENSA CTPYKTYPHOIO NOAPasaAeNeHus ¢ NpoCcTaBieHnem
B OBYX 3K3eMMNIApax ONucein Aen CTPYKTYPHbIX NOAPasAeNeHUIt OTMETOK O Ha/IMuuKM Kaxaoro gena (B
KOHLLE KaKO0ro 3K3eMnaspa OnMcK YKasbiBAETC KOMYECTBO GaKTUUECKM NPUHATLIX 4N, AaTa npuema-
nepefaun fen, a Takke noanucu paboTHMKA apxMBa rOCYAAPCTBEHHOIO OpraHa, opraHa MeCTHOro
camoynpasfieHMa W Auua, nepegaswero Aena); nocne nepegaun gen B rpade "MpumeyaHue"

HOMEHKNATYpbl fie1 NPOCTaBAAETCA OTMeTKa "MepeaaHo B apxus, onuch oT.... N....".

B cootsetctBMM ¢ nyHKTOM 4.34 Tpasmn 2015 r. nepenayva 3/1€KTPOHHbIX AOKYMEHTOB B apXvB
OpraHusaumMm nNpPousBOANTCA Ha OCHOBAHMM OMUCEN 3SNEKTPOHHbLIX AeN, AOKYMEHTOB CTPYKTYPHbIX
nogpasgeneHuii no WMHGOPMaALMOHHO-TENIEKOMMYHMKALMOHHON ceTn (NpM  HaaMuMm B apxuse
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opraHusaumMm WMHGOPMALMOHHON cUCTEMbI) WMANM Ha U3NMYECKM 060COBNEHHbIX MaTepuabHbIX
HOCUTENAX, KOTOPbIe NPEeACTABAAIOTCA B ABYX MAEHTUUYHbIX 3K3EMMNAAPAX.

B WMHCTpYKUMM no [Aenonpovs3BOACTBY LLeNecoobpasHoO OTMETUTb, YTO MpU AUKBUMAALMU WM
peopraHMsaumMm  CTPYKTYPHOro noApasfefieHus rocygapCTBEHHOrO OpraHa, oOpraHa MecTHOro
CaMoynpaB/eHnsa  AenonpoM3BOAUTENb  JIMKBUOMPYEMOTO  (peopraHu3yemoro)  CTPYKTYPHOro
nogpasgeneHus B MNepuos NPOBeAeHUs JIMKBUAALMOHHBIX MeponpuaTuiA  (Meponpuatuii  no
peopraHmsaumnn) GopmupyeT Bce UCMOJIHEHHbIE AOKYMEHTbI B Aena, odopmaseT gena U nepesaeT ux B
apXMB rocy1apCTBEHHOro opraHa, opraHa MecTHOro camoynpas/ieHUs He3aBUCMMO OT CPOKOB XpaHeHUn
(npu AnkBMAaauMm) NMMBO B COOTBETCTBYIOLLME CTPYKTYPHbIE NoapasaeneHns (B ciydae peopraHusaumn).
Mepepaya Aen ocylLecTBAAETCA NO onMcam (Aena NoCTOAHHOIO U A0NTOBPEMEHHOIO CPOKOB XpaHeHus,
B T.4. MO IMYHOMY COCTaBYy) U HOMeHKNaTypam Aen (aena spemeHHoro (4o 10 neT) cpoKoB XpaHeHus).
Mpuem-nepeaada aen obopmaaeTca akTOM.

MpunnoxkeHua
MpunoxkeHne N 1

TEPMWHbI U ONPEAENEHUA

TepmunH Onpepgenexune MUCTOUYHMK

61aHK JOKYMEHTa - ucT Bymaru uam anekTpPoHHbIn wabnoH ¢ |[FTOCT P 7.0.8-2013, n. 43
PEKBU3UTAMMU, UAEHTUGULIMPYIOLLMMM
aBTopa 0GMUMANbHOTO AOKYMEHTa

BUA, AOKYMEHTA - KnaccmduKaLMOHHOE NOHATHE, MOCT P 7.0.8-2013, n. 42
obo3HavaroLLee NPUHAANEKHOCTb
OOKYMEHTa K onpeseneHHoM rpynne
OOKYMEHTOB MO NpM3HaKy 06LWHOCTH
GYHKLMOHaNbHOTO Ha3HayYeHun

BHYTPEHHAA OMUCD - OOKYMEHT, BKAOYaeMmbll B aeno gnsa ydeta |FOCT P 7.0.8-2013, n. 95
OOKYMEHTOB aena

BM3a - PEKBU3UT, BblparKatoLLMii cornacme unm NOCT P 7.0.8-2013, n. 50
Hecornacme A0MXHOCTHOIO nua C
coaepKaHMem AOKYMEHTa

BK/IlOYEHME JOKYMEHTa B | OCyLLEeCTB/IeHNe AeACTBUN, NOCT P 7.0.8-2013,n.73
Ca4 - obecneumnBatowmx pasmeLLeHme cBeaeHN M
0 AOKYMeHTE U/Nnn AOKYMEHTa B cucteme
3/1eKTPOHHOro fOKYMeHToobopoTa.

BpPEMEHHOE XpPaHeHue XPaHeHWe AO0KYMEHTOB B TedeHue cpokos, |[FOCT P 7.0.8-2013, n. 37
OOKYMEHTOB - YCTAHOBAEHHbIX HOPMATUBHbLIMM
NpPaBoOBbIMW aKTaMM

BbIMUCKA U3 OKYMEHTA - | KOMWA YacTu AOKYMEHTa, 3aBepeHHas B FOCT P 7.0.8-2013, n. 25
YCTaHOBAEHHOM MopAgKe
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rpué orpaHuyeHun

AOCTYNA K AOKYMEHTY -

rpud yTBEpKAEHUA -

rpud cornacoBaHus -

rocygapcCrtBeHHbIE
opraHbl -

aeno -

[e/10NPON3BOCTBO -

OOKYMEHT -

OOKYMeHTbI (records) -

AOKYMeHTaLMOHHOoe
obecneyeHune
(ynpasnenusa), 40OY -

OOKYMEHTanbHbI GOHL, -

OOKYMEHTUPOBaHHas
nHpopmaumsa -

PEKBU3UT, CBUAETENLCTBYIOWMIA 06 0cobom
XapaKkTepe MHPOPMaLUKN LOKYMEHTA U
OrpPaHUYMBAIOLLMIA AOCTYN K HEMY

PEKBM3UT OPULMANBHOTO SOKYMEHTA],
CBUAETENbCTBYIOLWMI O NPaBOBOM CTaTyce
OOKYMEHTa

PEKBM3UT, BblpaykaloLnit cornacue
OpraHu3aunmn, He ABNAIOLWENCA aBTOPOM
[OKYMEHTa, C ero cofepaHmem

opraHbl FoCyAapCTBEHHOM BNACTH
Poccuiickoin Pepepaumm, opraHbl
rocyapcTBeHHOM BNacTu cybbeKkToB
Poccuiickoin Pepepaumn u nHble
rocyapcTBeHHble opraHbl, 06pasyemble B
COOTBETCTBMM C 3aKOHOAATE/NICTBOM
Poccuitckoin Pepepaumm,
3aKOHOAATEeNbCTBOM CYOHbEKTOB
Poccuitckoin ®epepaumm

AOKYMEHT UM COBOKYMHOCTb AOKYMEHTOB,
OTHOCALLMXCA K OAHOMY BONPOCY UM
YYaCTKy AeATeNIbHOCTM, MOMELLEHHbIX B
OTAENbHYI0 0610KKY

fesaTenbHOCTb, obecneynsatoLLan
OOKYMEHTUpoBaHUe, 06paboTky,
MCMNO/Ib30BaHME U ONepaTUBHOE XPaHeHWe
[OKYMEHTOB

3adUKCMPOBaHHan Ha HocuTene
MHPOPMaLNA C PEKBUIUTAMM,
No3BO/IAIOWMMM €€ MAEHTUPULNPOBATL

AOKYMEHTUPOBaHHaA MHbopMaLms,
CO34aHHan, NoJlyYeHHan 1 coxpaHsaemas
opraHusaumein UAn YacTHbIM ULOM B
KayecTBe AOKa3aTe/bCTBa M aKTUBa ANA
NOATBEPXKAEHMA NPaBOBbIX 06A3aTeNbCTB
WM 4eN0BOM TPaH3aKUUn

AeATeNbHOCTb, LieeHanpaBneHHo
obecneymsarowan GyHKUMN ynpaBaeHms
AOKYMEHTaMMU.

COBOKYNHOCTb AOKYMEHTOB,
o6pa3ylou.|,v1xcn B A4EATENNbHOCTU
opraHnsauumun

AOKYMEHTUPOBaHHan MHbopmaums -

3apMKCMPOBaHHAA Ha MaTepMaibHOM
HocuTesle NyTem AOKYMEHTUPOBaHMA
MHdOopMaLMA C PeKBM3UTAMM,

rocCT P 7.0.8-2013, n. 57

FOCT P 7.0.8-2013, n. 56

NoCT P 7.0.8-2013, n. 51

depepanbHblli 3aKOH OT 9
¢despana 2009 . N 8-d3
"06 obecneyeHnn goctyna
K MHPOpMaLUMM O
AeATenbHOCTH
rocyapCTBEHHbIX OPraHOB
W OpraHOB MECTHOro
camoynpasneHus", ct., n. 2

rOCT P 7.0.8-2013, n. 90

NOCT P7.0.8-2013,n. 1

NoCT P 7.0.8-2013, n. 7

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

roCTt P 7.0.8-2013, n. 2

FOCT P 7.0.8-2013, n. 88

depepanbHbIi 3aKOH OT 27
ntona 2006 r. N 149-d3 "06
nHpopmaumn,
MHOOPMAUMOHHbBIX
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AOKYMEHTUPOBAHUE -

[OKYyMeHToob60poT -

AOKYMEHTONOTOK -

AONXKHOCTHOE NINLLO -

AybnvKaT LOKYyMeHTa -

3aBepeHHasa Konua
OOKyMeHTa -

3anpoc -

WHAEKC Aena -

WUHANBUAYANbHbLIA CPOK
NCMONIHEHWNA AOKYMEHTa -

MHPOpPMaUNOHHO-

No3BOIAOWMMWN ONpeaenmTb Takyto
MHPOPMALNIO U B YCTAHOB/IEHHbIX
3aKOHOaTeIbcTBOM Poccuiickoi
depepauun cnyyanax ee maTepuanbHbIn
HocuTenb

3anuncb MHq)OpMaLI,MM Ha HOCUTENE NO
YCTAQHOBJ/IEHHbIM MpaBu/1am

ABUXEeHMe OKYMEHTOB B OpraHn3aumum ¢
MOMEHTA MX CO34aHUA NN NOAYYEHNS A0
3aBepLUeHMA UCNOJTHEHUS UIU OTNPABKMU

COBOKYNHOCTb AOKYMEHTOB O4HOTO BUAA
NN Ha3Ha4YeHUA, UMELWNX e,EI,MHbIVI
MapuwpyT

JIMLLO, MOCTOAHHO, BPEMEHHO MUK MO
cneumanbHOMY NOJHOMOYMIO
ocyLlecTeasatowee GyHKLMM
npeacTaBuTens BAACTU NGO
BbIMO/IHAOLW,EE OPraHN3aLMOHHO-
pacnopaguTesibHble, agMUHUCTPATUBHO-
X03AMUCTBEHHblE QYHKUUM B
rocyapCTBEHHOM OpraHe Uan opraHe
MECTHOro CaMoynpaB/eHuns

NOBTOPHbIA 3K3EMNAAP NOA/IMHHMKA
[OKyMeHTa

KonusA AOKYMEHTA, Ha KOTOPOW B
COOTBETCTBUM C YCTAHOB/IEHHbIM MOPALKOM
NPOCTaB/IeHbl PEKBU3UTDI,
obecneunBaroLLme ee PUANHECKYIO
3HAYMMOCTb

obpalieHne nonb3osaTensa MHbopmaLmen
B YCTHOM MU NUCbMEHHOWN popme, B TOM
yucne B BUAE 3NEKTPOHHOIO AOKYMEHTa, B
rocyapCTBEHHbIV OpraH uau oprat
MEeCTHOro camoynpas/ieHusa AMbo K ero
AOJIKHOCTHOMY NULY O NPeaoCcTaBNeHUN
MHPOPMALNKN O AeATeSIbHOCTU 3TOrO
opraHa

undpoBoe nam bykBeHHo-UUbpoBOE
0603HayeHne gena B COOTBETCTBUM C
HOMEHKNATYpPOW Aen opraHM3aumm

CPOK UCNOJIHEHNA AOKYMEHTa,
yCTaHOBl'IeHHbIﬁ OpraHnM3auLMoHHO-
pacnopagnuTeNbHbIM JOKYMEHTOM
opraHunsauunn nam pe30mou,me17|

TeXHO/I0rm4yecKaa cucTtema,

TEXHONOMMAX U 0 3aLLuTe
nHdopmauumn”, ct. 2, n. 11.

rocCT P 7.0.8-2013, n. 39

FOCT P 7.0.8-2013, n. 68

rOCT P7.0.8-2013,n. 71

depepasibHbIl 3aKOH OT
02.05.2006 N 59-93 "0
nopsaKke pacCMoTpeHus
obpallleHui rpaxkaaH
Poccuiickoit depepaymmn’,
ct.4,nn. 5

NOCT P 7.0.8-2013, n. 21

rOCT P 7.0.8-2013, n. 24

depepanbHbIN 3aKOH 0T 9
¢despana 2009 . N 8-d3
"06 obecneyeHnn aoctyna
K MHPOpMaLmn o
AeATenbHoOCTH
rocyapCTBEHHbIX OPraHoOB
M OpraHoB MEeCTHOro
camoynpasnenua", ct., n. 4

FOCT P 7.0.8-2013, n. 97

FOCT P 7.0.8-2013, n. 85

depepanbHbIi 3aKOH 0T 27



https://login.consultant.ru/link/?req=doc&base=LAW&n=464157&dst=100026
https://login.consultant.ru/link/?req=doc&base=LAW&n=163800&dst=100076
https://login.consultant.ru/link/?req=doc&base=LAW&n=163800&dst=100107
https://login.consultant.ru/link/?req=doc&base=LAW&n=163800&dst=100110
https://login.consultant.ru/link/?req=doc&base=LAW&n=454103&dst=100025
https://login.consultant.ru/link/?req=doc&base=LAW&n=163800&dst=100058
https://login.consultant.ru/link/?req=doc&base=LAW&n=163800&dst=100061
https://login.consultant.ru/link/?req=doc&base=LAW&n=422007&dst=100014
https://login.consultant.ru/link/?req=doc&base=LAW&n=163800&dst=100137
https://login.consultant.ru/link/?req=doc&base=LAW&n=163800&dst=100125

TENEKOMMYHUKALMOHHAA

CeTb -

Knaccuoukayma
(classification) -

KOHBEPTUPOBaHMeE
(conversion) -

KOHTPO/1b UCNOJTHEHUA
AOKYMEHTOB -

KOHOMAEHLMANBbHOCTD
nHpopmauum -

KOMUA OOKYMEHTa -

NTNCT-3aBepuUTenb gena -

JINCT cornacoBaHusA
(Bu3npoBaHmA)
AOKYMEHTa -

MeKBEeLOMCTBEHHOE
MHOopMaUmMoHHOoE
B3aMmogencrame -

npegHasHa4yeHHaA gn1Aa nepegadum no
JTIMHUAM CBA3UN MHq)OpMaLI,MVI, A0CTYyNn K
KOTOpOﬁ OCyLWecTBNAETCA C
ncnosab3oBaHem cpencrts
BbIYMC/IUTENIbHON TEXHUKM

cucTemaTmyeckan naeHTuouKaumsa n/mnm
ynopagoyeHve Ae/0BOM AeATENbHOCTH
/M [OKYMEHTOB MO KaTeropusam B
COOTBETCTBUM C NIOTUYECKU
CTPYKTYPUPOBAHHbIMW YCIOBUAMM,
MeToZamM U NpoLeaypPHbIMU NPaBUNaAMM

npouecc nepesoa AOKYMEHTOB M3 OAHOTO
dopmara B gpyrom

COBOKYMHOCTb AENCTBUMA,
obecneuynBalowmx CBOEBPEMEHHOE
NCNOJIHEHNE AOKYMEHTOB

06s3aTesIbHOe ANA BbINOJIHEHWA NLLOM,
MONYYMBLUMM AOCTYN K onpeaeneHHon
nHdopmaunmn, TpeboBaHMe He NepeaaBaTbh
TaKylo MHPopMaumio TpeTbUM Nnuam 6es
cornacus ee obnagarens

3K3emMnaAap AOKYMEHTa, NO/IHOCTbIO
BOCNpOM3BOAALLMIA MHPOPMaALMIO
NOA/MHHMKA AOKYMEHTA

[OKYMEHT, coepyKallnin cBeeHUs o
Ko/M4yecTBe NCTOB Aena, u3nyeckom
COCTOSIHUM AOKYMEHTOB M 0COBEHHOCTAX
dopmupoBaHusa gena

4acTb ocbmu,maanoro AOOKYMEHTa C
OTMETKaMU (BVIBaMVI) O cornacoBaHuun

OCyLLEeCTB/IAEMOE B LesiAX NpeaocTaBaeHunnA
rocy4apCTBEHHbIX U MYHULMUNAIbHbIX YCAYT
B3aMmogencTame nNo Bonpocam obmeHa
OOKYMEHTaMM U MHPOpPMaALMEN, B TOM
yuncne B INEKTPOHHON popme, Mexay
OpraHamu, NPeaoCTaBAAOWMMHU
roCcyfapCTBEHHbIE YC/YTWN, OpraHamu,
NpeaoCcTaBAAOWLMMU MyHULMNANbHbIE
yCAyru, NnoABea0MCTBEHHbIMM
rocyfapCTBEHHbIM OpraHam UK opraHam
MECTHOIo CaMoynpaBaeHnA
OpraHM3aunAaMM, y4acTBYIOLLMMN B
npeaocTaBAeHUM NPeSYCMOTPEHHbIX
yacTbio 1 cTaTbu 1 HacToALWwero
®epepasibHOro 3aKOHA rocyAapCTBEHHbIX

ntona 2006 r. N 149-93 "06
nHpopmaumm,
MHOOPMALUMOHHBIX
TEXHOOMMAX U 0 3aLLuTe
nHdopmauumn”, cT. 2, n. 4

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

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

roCT P 7.0.8-2013, n. 83

denepanbHbI 3aKOH 0T 27
ntona 2006 r. N 149-93 "06
nHpopmaumm,
MHPOPMALMNOHHBIX
TEXHONOTUAX U O 3auTe
nHdopmauumn", ct. 2, n. 7.

NOCT P 7.0.8-2013, n. 22

NOCT P 7.0.8-2013, n. 96

rOCT P 7.0.8-2013, n. 49

depnepanbHbIN 3aKOH OT 27
nions 2010 r. N 210-d3 "06
opraHu3auum
npeaocTaBAeHUA
rocy4apCTBEHHbIX U
MYHUUMNANbHbIX ycayr", cT.
2,n.9
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MeTaaaHHble
OOKymeHToB (metadata
for records) -

mMmurpayms (migration) -

HOMEHKNaTypa Aen -

HoCUTENb
(mOKyMeHTMpOBaHHOW)
nHpopmauum -

obpaleHue rpaxaaHmHa

obbem
OOKymeHToobopoTa -

onepaTnBHOE XpaHeHUe
AOKYMEHTOB -

OnNuCb AeN CTPYKTYPHOTO
noapasgeneHus -

oduumnanbHoe
onybivKoBaHue
AOKYMEHTa -

NN MYHULUNANbHBIX YCNYT, UHbIMU
rocygapCrBeHHbiMM OpraHamum, opraHamu
MECTHOIro camoynpas/sieHusa,
MHOFOCbYHI-(LI,MOHaﬂbeIMM UEHTPaMu;

CTPYKTYPUPOBaAHHAA UAn
NONYCTPYKTYpPUPOBaHHan nHdopmaums,
KOTOpasn NO3BO/IAET CO34aBaTb, YNPaBAATb
M UCNONb30BaTb AOKYMEHTbI B pasHoe
BPEMA M B Pa3INYHbIX 061acTax
AeATeNIbHOCTH

npouecc nepemeLLeHNA JOKYMEHTOB U3
OAHOI annapaTHOM AW NPOrPaMMHOM
KoHOUrypaLumm B apyryto 6e3 nsmeHeHus
dopmara

CUCTEMATM3NPOBAHHBIN NepeyeHb
3aro/I0BKOB e/, CO34aBaeMblX B
opraHM3aumm, C yKkasaHMem CPOKOB UX
XpaHeHus

MaTepuasibHblil 0OBEKT,
npeAHasHaYeHHbIM o115 3aKpenneHuns,
XpaHeHus (M BOCNpousBeaeHMA) peyeBol,
3BYKOBOW MAn n306pasntensHom
nHpopmaumnm

HanpaB/ieHHble B FOCYAapCTBEHHbIN OpraH,
OpraH MecTHOro CaMoynpaB/IeHUs UK
AOJIKHOCTHOMY NMLY B MMCbMEHHOW
dopme nnm B popme 3NEKTPOHHOTO
AOKYMeEHTa NpessiorKeHne, 3asBaeHne Unn
*anoba, a TakKe yCTHOe obpalleHue
rpasgaHuHa B rocyapCTBEHHbIN OpraH,
opraH MecTHOro camoynpaB/ieHus

KO/INYECTBO [OKYMEHTOB, MOCTYMNUBLLMUX B
OPraHM3aLMio U CO3AaHHBIX et 3a
onpeaeneHHbIN nepuog,

XpaHeHWe AOKYMEHTOB B CTPYKTYPHOM
noApasaesneHnn 4o Ux nepesayn B apxms
OPraHU3aLMn NN YHUUTONKEHUA

YYETHbIN OKYMEHT, BK/OYAOLWMMN
3aronoBKu aen, cGopmmMpoBaHHbIX B
CTPYKTYPHOM NogpasaeneHmm n
noasexalnx nepegaye Ha apxmBHoe
XpaHeHue

nepsan I'Iy6l'IMKaLI,Mﬂ NOJIHOTO TEKCTA
3aKOHO4AaTe/NNIbHOIo U MHOIro HOPMATUBHOTO
NpPaBoOBOro akTa B Od)VILI,VIaJ'IbHOM n3gaHnm
MU ero nepsoe pasmelleHune Ha

FOCT P MCO 15489-1-2019,
n.3.12

FOCT P NCO 15489-1-2019,
n. 3.13

roCT P 7.0.8-2013, n. 89

rOCT P7.0.8-2013, n. 11

depnepanbHbIN 3aKOH OT 2
mas 2006 r. N 59-3 "0
nopsaKke pacCMoTpeHusn
obpallleHui rpaskaaH
Poccuitckoit depepaymmn”,
ct.4,n. 1

NOCT P 7.0.8-2013, n. 70
FOCT P 7.0.8-2013, n.

87

rOCT P 7.0.8-2013, n. 98

rocCT P 7.0.8-2013, n. 67
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odULMaNbHbBIN AOKYMEHT

oduUMaNbHbIN CanT
rocyZapCTBeHHOro
opraHa uau opraHa
MECTHOTO
camoynpasneHus (ganee
- odMLManbHbIV CanT) -

odopmMaeHnEe JOKYMEHTA

nepeuMyHasa obpaboTka
OOKYMEHTOB
(aKcneamuMoHHan
06paboTKa 4OKYMEHTOB)

neyarTb -

npeasapuTesibHoe
paccmoTpeHue
[OKYMEHTOB -

npu3HaKu 3aBeaeHna
aena -

NOANTNHHUK OOKYMEHTA -

noanucaHue
(mokymenTa) -

noAanuce -

odpunumansHom MHTepHeT-NnopTane

AOKYMEHT, CO34aHHbIN IOPUANYECKUM,
OONIXKHOCTHBIM AU GUBNYECKUM INLOM,
0pOpMNEHHbIM B YCTAHOB/IEHHOM NopsAaKe

canT B UHGOPMALMNOHHO-
TeﬂeKOMMyHMKaLI,VIOHHOVI cetn
"MHTepHeT", cogeprKawmii MHGopmaumio o
0EeATeNbHOCTU FOCY[aPCTBEHHOIO OpraHa
WKW OpraHa MecTHOro camoynpasaeHus,
3/IEKTPOHHbIN agpec KOTOPOro BKAKYaeT
AOMEHHOe MM#A, NpaBa Ha KoTopoe
NPWUHagNeXKaT rocyLapcTBEHHOMY OpraHy
WKW OpraHy MeCTHOIo CaMoynpaB/eHus.
dPepnepasibHbIM 3aKOHOM MOKET ObITb
npeaycMoTpPeHo co3aaHne eanHOro
nopTana, Ha KOTOPOM pa3meLLarTcA
oduuUManbHble caliTbl HECKONBKUX
rocyapCTBEHHbIX OpraHOB

npocCTaB/ieHne Ha JOKYMeHTe
HeoBXoANMbIX PEKBUM3NTOB

06paboTKka 4OKYMEHTOB (NpoBepKa
LLe/IOCTHOCTU, KOMMNEKTHOCTM, COPTUPOBKA
“ Ap.) Npy NOCTYN/eHNN B OpraHM3aLmio

yCTpOl‘aCTBO, MUCNnoJsiblyemoe anAa 3aBepeHuna
NOANNMHHOCTU NoANUCKU AO0/KHOCTHOIo
nua nocpeacTtsom NpocrasaeHUA ero
OTTUCKa Ha AOKYMeHTE

N3y4yeHne AOKYMEHTa, NOCTYNMBLLIEro B
opraHusauumio, 4a1a onpeaeneHus
AO/IXKHOCTHOTO INLLA, B KOMMNETEHLMIO
KOTOPOro BXOAMT ero paccMoTpeHue

OCHOBaHWA, B COOTBETCTBUM C KOTOPbIMM
dopmynnpyeTca 3arosI0BOK gena u
dopmupyeTcs geno

I'lepBbIVI nnn eAMHCTBEHHbIVI aK3emMnnap
AOKYMEHTa

3aBepeHue JOKYMeHTa COBCTBEHHOPYYHOM
MOAMMUCHIO LOMKHOCTHOMO UK
$U3NYEeCKOro mMLa No yCTaHOBAEHHOM

dopme

PEKBU3UT, NpeacTaBAsoLWNN cobomn
COBCTBEHHOPYYHYHO POCMNNCH
OO/MKHOCTHOTO UK GU3MYECKOro Anua

NoCT P 7.0.8-2013, n. 8

depnepanbHbIN 3aKOH OT 9
¢despans 2009 r. N 8-03
"O6 obecneyeHumn goctyna
K uHbopmauum o
OeATeNbHOCTH
rocyAapCcTBEHHbIX OPraHoB
W OpraHOB MECTHOro
camoynpasneHus", ct., n. 5

NOCT P 7.0.8-2013, n. 47

rOCT P 7.0.8-2013, n. 77

rOCT P 7.0.8-2013, n. 66

NOCT P 7.0.8-2013, n. 78

FOCT P 7.0.8-2013, n. 91

rOCT P 7.0.8-2013, n. 20

NOCT P 7.0.8-2013, n. 52

FOCT P 7.0.8-2013, n. 53
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NOCTOAHHOE XpaHeEHKE
AOKYMEHTOB -

perncTpaunuoHHo-
y4yeTHas ¢opma -

pPerncTpaunoHHbIN
HOMep AOKYyMeHTa
(perucrpauMoHHbIf
WHAEKC AOKYMEHTA) -

perncTtpauma AOKyMeHTa

PEKBU3IUT AOKYMEHTA -

PEKBU3UTbI OKYMEHTa (B
M>3A0) -

pesontoums -

cauT B ceTu "UHTepHeT" -

ceTeBoOl agpec -

Be4YHOEe XpaHeHNEe JOKYMEHTOB 6es npasa
NX YHUUTOXKEHNA

OOKYMEHT yCTaHOBAEHHOWN GOpMbl
(kapTouKa, XypHan), B TOM ymcie B
3NEeKTPOHHOM BUAE, UCMOb3yeMbIA AN
3aMuCcK CBeAEHMUIM O AOKYMEHTE B LLeNAX
yyeTa, MOMCKA U KOHTPOAA

undpoBoe nam bykseHHO-uUndpoBoe
0603HaYeHNE, NPUCBAMBAEMOE JAOKYMEHTY
npu ero perucTpaunm

npMcBOEHME JOKYMEHTY
PEerncTpaLmoHHOro Homepa 1 3anucb
[AaHHbIX O AOKYMEHTE MO YCTaHOB/NEHHOM

dopme
anemeHT opopmMaEHMA LOKYMEHTA

daiin dopmata XML onpeaeneHHom
CTPYKTYPbI C YKa3aHHbIM COCTaBOM
3/IEMEHTOB M UX aTpUbyTOB

PEKBU3UT, COAEPKALLMNA YKa3aHUSA
[OJIKHOCTHOTO /1ML,A NO UCMOIHEHUIO
[OKyMeHTa

COBOKYMHOCTb NpOrpamm Ans
3N1EKTPOHHbIX BbIYMCAUTENBbHbIX MaLLUH U
WHOM MHOPMALUUM, coaeprKallelica B
MHPOPMALMOHHOM cUCTEME, AOCTYN K
KoTopoli obecrneunBaeTca NocpesCcTBOM
NHGOPMALMOHHO-
TeNIeKOMMYHUKAUMOHHOM ceTh "UHTepHeT'
no SOMEHHbIM MMeHam U (1au) no
CeTeBbIM agpecam, No3BONAOLMM
NAEHTUPULMPOBATDL CaliTbl B CETU
"MHTepHeT"

naeHTMOMKaTOp B CETU Nepeaayn AaHHbIX,
onpeaensalowmii Npyu oKkasaHum
TeNleMaTUYeCKmMX YCAYr cBA3N abOHEHTCKUIA

rocCT P 7.0.8-2013, n. 37

NoCT P 7.0.8-2013, n. 81

NOCT P 7.0.8-2013, n. 80

rocTt p7.0.8-2013, n. 79

roCT P 7.0.8-2013, n. 31

TexHMyeckne TpeboBaHMA K
OpraHusauuu
B3aMMOAENCTBUA CUCTEMDbI
MEKBEL0MCTBEHHOMO
3NEKTPOHHOTO
[OKymMmeHToobopoTa ¢
CUCTEMAMM SNEKTPOHHOTO
[OKymMeHToobopoTa
denepanbHbIX OpraHoB
NCNOJIHUTENbHOM BNACTH,
YTB. pacrnopsKeHnem
MNMpasutenbcTea
Poccuiickoin Pepgepaumm ot
2 oKTABps 2009 r. N 1403-p

NOCT P 7.0.8-2013, n. 60

depepanbHbIi 3aKOH OT 27
nions 2006 r. N 149-93 "06
nHbopmaumu,
MHPOPMALMNOHHBIX
TEXHONOTUAX U O 3aLuTe
nHdopmauumn”, ct. 2, n. 13

depepanbHbIi 3aKOH 0T 27
nions 2006 r. N 149-03 "06
nHbopmaumuy,
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cucTema
MeKBeAOMCTBEHHOMO
3N1eKTPOHHOTO
AOKyMeHToobopoTa -

cUcTeMa 3/1eKTPOHHOro
AOKymeHToob0opoTa -

cnyxba
AeNonponsBoAcTBa -

cornacosaHue
AOKYMeHTa
(su3npoBaHue) -

CPOK XpaHeHus
[OKYMEHTOB -

TMUMNOBOW CPOK

NUCNONTHEHNA OOKYMEHTA -

TEPMWHAN WU UHblE CPeaCTBA CBA3Y,
BXoAAwWwMe B MUHPOPMALMOHHYIO CUCTEMY

denepanbHas MHPOPMALMOHHAA CUCTEMA,
obecneunBatoan B aBTOMaTU3NPOBAHHOM
perKnme 3alULLEHHbI 0bMeH
3/1eKTPOHHbIMM COOBLLEHNAMMU, B TOM
yncne coobLLEeHMAMM, CoaepKaLLMMM
MHGOPMALNIO, OTHECEHHYIO K CBEAEHUAM,
COCTaB/IAIOLWMM CNYKEOHYI0 TalHY, MeXay
AamuHucTpaumen NMpesmaeHTa
Poccuinckoit egepaumm, Annapatom
MpasutenbcTBa Poccuiickoit Pegepaumm u
depepanbHbIMM OpraHamm
NCNONHUTENbHOM BNACTU, A TaKKe UHbIMM
denepasibHbIMU OpraHamm
rocyapCcTBEHHOM BNacTu

cucTema aBToMaTtUsaumum
AeNonponsBoACcTBa U JOKYMeHToo6opoTa
B denepasbHOM OpraHe UCMNOTHUTE/IbHOM
BA1acTU, obecneynBatoLw,as BO3SMOKHOCTU
BHYTPEHHETO 3/IeKTPOHHOTIO
[OKymeHToobopoTa

CTPYKTYpPHOE noapasaenieHne, Ha KoTopoe
BO3/10}KeHbl GpYHKLMM N0 BEAEHUIO
AeN0Npon3BOACTBa, a TaKKe Anua,
OTBETCTBEHHbIE 3a BeAeHue
[e/10MPOn3BOACTBA B APYIUX CTPYKTYPHbIX
noApasaeneHunax opraHnsaumum

OLL,eHKa NPOEeKTa od)mu,waanoro
AOKYMEHTA 3aNHTEpPECOBAHHbIMUA
opraHnsaumammn, 4ONXKHOCTHbIMU NTNLLAMN,
cneunannctamm

nepuos BpemeHu, B Te4YeHne KOTOpPOoro
[OMIKHO obecrneunBaTbea XxpaHeHue
[OKYMEHTa B COCTaBe AOKYMEHTA/IbHOrO
nan apxmeHoro ¢poHaa

CPOK UCNOJIHEHNA AOKYMEHTa,
YCTaHOBl'IeHHbIﬁ HOPMATUBHbIM NPaBOBbIM
AdKTOM

MHPOPMaLMNOHHbIX
TEXHONOMMAX U 0 3aLLuTe
nHdopmauumn”, ct. 2, n. 16

TexHM4Yeckne TpeboBaHMA K
OopraHusauuu
B3aMMOAENCTBMA CUCTEMDI
MEKBEeL0MCTBEHHOTO
3/IeKTPOHHOTO
AOKyMeHToobopoTa ¢
CUCTEMAMM SNEKTPOHHOTO
AOKyMeHToobopoTa
depepanbHbIX OpraHos
WCNONIHUTENIbHOW BNacTy,
YTB. pacrnopsxxeHnem
MNpasutenbcTea
Poccuiickoin Pepgepaumm ot
2 oKTAGps 2009 r. N 1403-p

TexHunyeckne TpeboBaHUsA K
opraHm3sauum
B3aMMOAENCTBMA CUCTEMDI
MEeKBEeA0MCTBEHHOTO
3NEeKTPOHHOTO
AOKyMeHToobopoTa ¢
CUCTEMAMM INIEKTPOHHOIO
OOKyMeHToobopoTa
denepanbHbIX OpraHoB
WCMOJIHUTE/IbHOM BNaCTH,
YTB. pacropsKeHnem
MNpaBuTtenscTea
Poccuiickoit ®epepauymm ot
2 oKkTAbpa 2009 r. N 1403-p

roCTt P 7.0.8-2013, n. 5

FOCT P 7.0.8-2013, n. 48

NOCT P 7.0.8-2013, n. 35

rOCT P 7.0.8-2013, n. 84
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YHUYTOXEHUE
AOKYMEHTOB -

YHUUTOXEHUE
(destruction) -

dopmmpoBaHue gena -

XpaHeHne JOKYMEHTOB -

NCKAOYEHMNE AOKYMEHTOB U3
AOKYMEHTaNbHOro MAKn apxmsHoro GpoHaa
MO UCTEYEHUWN CPOKA UX XPaHEHMUA C
nocneayroLLMM YHUUTOXKEHNEM
(yTmnusauuen)

NPOLECC YHUUTOXKEHMS WU yAaNEHUSA
OOKYMeHTOB 6e3 Kakoi-nnbo
BO3MOKHOCTU MX BOCCTAHOBNEHUA

rpynnnpoBKa MCNOJIHEHHbLIX AOKYMEHTOB B
Aeno B COOTBETCTBUM C HOMEHK/IATYypoi
AEen N nx cuctemaTtmsauma BHYTpu gen

OopraHunsauunAa pauynoHasibHOro
pasmewieHna n obecneveHune COXpPaHHOCTH
AOOKYMEHTOB

KoHcynbTaHTlAOC: NpumeyaHue.
B opuumManbHOM TEKCTe LOKYMEHTA, BUAMMO, AONYLLEHA ONeYaTKa: MmeeTca B BuAy cT. 3 n. 16, a

He . 18.

3KCMepTM3a LLeHHOCTH
JOKYMEHTOB -

91EKTPOHHAA NoANUChb -

9/1IEKTPOHHAA KonuAa
AOKYMEHTa -

3J'IEKTpOHHbIl‘/JI AOKYMEHT -

3/IEKTPOHHbIN
AOKYMEHTO060poT -

n3yyeHne AOKYMEHTOB Ha OCHOBaHUK
KpUTEPUEB UX LEHHOCTU B LENAX
onpeaenieHns CPOKOB XpPaHEeHUS
OOKYMEHTOB M 0TOOpPa UX 15 BKAOYEHMA B
coctaB ApxmnsHoro ¢oHaa Poccuminckoit
depepauunm

nHpopmauuaA B 31eKTPOHHOM popme,
KOTOpas NpUcoeanHeHa K gpyroum
nHPopMauunmM B 3NEKTPOHHOM dopme
(nognuceiBaemoit MHbopmaumnun) nuam
MHbIM 06pPa30oM CBA3aHA C TaKOM
MHbOpPMaLMeERN N KOTOPaa NCNOJb3yeTcs
ANA onpeaeneHuns nuua,
noanuceliBatoLero Hbopmauuio

KOMua AOKYMeHTa, Co34aHHan B LMdpoBoi
dopme

[OKYMeHTMpOBaHHaA nHGopmaLms,
npeAcTaBAeHHas B 3/IEKTPOHHOM dpopme,
TO eCTb B BMAE, NPUrOAHOM ANA
BOCMNPUATUA YE/IOBEKOM C
MCMNO/Ib30BAHUEM 3/TEKTPOHHbIX
BbIYMCANTENBHbIX MALLUWH, @ TaKKe A
nepegayv no MHPOPMaLMOHHO-
TENIEKOMMYHMKALMOHHbIM CETAM WU
06paboTKN B MHPOPMALMOHHbBIX CUCTEMAX

[OKYMEHTO060pOT C UCNONb30BaHNEM
aBTOMaTU3MPOBAHHON MHPOPMALMOHHOM
cUCTEMBI (CUCTEMbI 3/1EKTPOHHOIO

rocCT P 7.0.8-2013, n. 99

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

NOCT P 7.0.8-2013, n. 92

roCT P 7.0.8-2013, n. 33

depepasnibHbIN 3aKOH OT 22
OKTAGPA 2004 r. N 125-93
"06 apxvMBHOM fene B
Poccuiickoit ®egepaymmn”,
cT.3,n.18

depepanbHbIf 3aKOH OT 6
anpens 2011 r. N 63-93
"06 aneKTpoHHOM
noanucu", ct. 2, n. 1

rOCT P 7.0.8-2013, n. 23

depnepanbHbI 3aKOH OT 27
ntona 2006 r. N 149-93 "06
nHbopmaumu,
MHPOPMALMNOHHBIX
TEXHOIOTUAX U O 3aluTe
nHbopmauumn”, cT. 2, n.
11.1).

roCT P 7.0.8-2013, n. 69
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OOKYyMeHToobopoTa)

ropuanyeckas CBOMCTBO AOKYMEHTA BbICTyNaTb B Kayectse [ [OCT P 7.0.8-2013, n. 13
3HAUMMOCTb JOKYMEHTa - | NOATBEPKAEHUS AE/10BOM AeATeIbHOCTU
INB0 CoBbLITUIM NNYHOTO XapaKTepa

ropuanyecKkan cuna CBOMCTBO 0PULMANBHOTO AOKYMEHTA FOCT P 7.0.8-2013,n. 14
OOKYMEHTa - BbI3blBaTb ONpeAesieHHble NPaBOBbIe
nocnencTama
NCcTOYHMKM:

depepanbHbI 3aKOH OT 22 OKTAbpsa 2004 r. N 125-d3 "O6 apxvBHOM gene B Poccuickol
Pepepaunn’.

®PepepanbHbI 3aKOH OT 2 Mas 2006 r. N 59-®3 "O nopsagre paccmoTpeHma obpalleHuii rpaxkaaH
Poccuitckoin ®epgepaumn’.

PepepanbHbll 3aKoH OT 27 utona 2006 r. N 149-®3 "0O6 wuHdbopmauuun, MHPOPMALMOHHDLIX
TEXHONOTUAX U O 3aLmTe MHPopmauun”,

depepanbHbI 3aKoH 0T 9 deBpans 2009 r. N 8-d3 "0O6 obecneyeHnn goctyna K MHbGopMmaunmn o
0eATeNbHOCTU roCyAapCTBEHHbIX OPraHOB M OPraHOB MECTHOMO CamoyrnpasBaeHus".

depepanbHbii 3akoH oT 27 wwons 2010 r. N 210-93 "O6 opraHM3auuu npeaocTaBAeHUs
roCyAapCTBEHHbIX M MYHUUMNAAbHbIX ycayr".

PepepanbHbI 3aKoH oT 6 anpend 2011 r. N 63-®3 "0O6 aneKkTpoHHOM nognucn”.

FOCT P 7.0.8-2013. Cuctema cTaHAapToB MO MHbOpMaLUKM, BUBAMOTEYHOMY M M3AATE/IbCKOMY
aeny. [lenonponsBoACTBO U apXMBHOE AeNo. TepmuHbl 1 onpegenerusa. - M.: CtaHgapTuHoopm, 2013.

TOCT P WNCO 15489-1-2019. Cucrema cTaHgaptoB no uHPopmauuu, 6ubAnMoTeYHOMY W
nsgatenbckomy geny. MHpopmauma n AoKymeHTaumna. YnpasneHme gokymeHTamu. HYactb 1. MoHATUA M
npuHumMnbl. - M.: CTaHgapTHoopm, 2019.

MpunoxkeHue N 2

OBPA3LUbl B/IAHKOB IOKYMEHTOB

MMWHWUCTEPCTBO (HA3BAHME)
POCCUMACKON ®EAQEPALINM

(MUH... POCCHN)
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MPUKA3

MockBa

O6paseu 61aHKa NpuKasa peaepanbHOro MMHUCTEPCTBA

MpogonxkeHne npunoxeHma N 2

MWHWUCTEPCTBO (HA3BAHMUE)
POCCUMNCKOWN ®EOEPALINMA

(MWH... POCCUW)

yn. Haseanwue, a. 00, Mocksa, 100000
Ten. +7 (495) 000-00-00; dpakc +7 (495) 000-00-00
e-mail:aaa@gov.ru; http://www.aaa.ru

N

Ha N oT

O6pasey, 61aHKa NncbMa depepanbHOro MUMHUCTEPCTBA

MpoaonxeHue npunoxxeHna N 2

MWHWUCTEPCTBO (HA3BAHME)
POCCUMNCKON GEOEPALINM

(MUH... POCCUN)

CTATC-CEKPETAPb -
3AMECTUTE/1Ib MUHUCTPA

yn. HassaHue, a. 00, Mocksea, 100000
Ten. +7 (495) 000-00-00; dakc +7 (495) 000-00-00
e-mail:aaa@gov.ru; http://www.aaa.ru

N

Ha N oT




Ob6pasey 61aHKa NMCbMa AONXKHOCTHOTO NLA
(cTaTc-cekpeTapsa - 3amecTUTENss MUHUCTPA)

MpogonxkeHue npuaoxkenma N 2

MWHUCTEPCTBO (HA3BAHME)
POCCUMNCKOWN ®EOEPALINM

(MWH... POCCUN)

AOMUHUCTPATMBHbIN
NEMAPTAMEHT

yn. HassaHue, a. 00, Mocksa, 100000
Ten. +7 (495) 000-00-00; dpakc +7 (495) 000-00-00
e-mail:aaa@gov.ru; http://www.aaa.ru

N

Ha N oT

Ob6pasey, 61aHKa NMCbMa CTPYKTYPHOrO NoApasaeneHuns

MpoaonxeHue npunoxxeHna N 2

MWHWUCTEPCTBO (HA3BAHWE) POCCUCKOM GELEPALIAM
(MUH... POCCUW)

MPOTOKO

MockBa

O6pasel 6/1aHKa NPOTOKOMa deaepanbHOro MUHUCTEPCTBA

MpogonxkeHne npunoxeHna N 2



MWHWUCTEPCTBO (HAMMEHOBAHWE) POCCUMCKOM SEAEPALUM
PELEPA/IbHAS C/TY}KBA (HA3BAHME)
(POC...)

MPUKA3

MockBa

O6pasel, 61aHKa NpuKkasa degepanbHOM cy*K6bl, NOABEAOMCTBEHHOWM
denepanbHOMy MUHUCTEPCTBY

MpogonkeHune npuaoxeHma N 2

MWH... POCCUN

PELEPA/IbHASA C/TY}KBA
(HA3BAHME)

(POC...)

yn. HaseaHue, a. 00, Mocksea, 100000
Ten. +7 (495) 000-00-00; dakc +7 (495) 000-00-00
e-mail:aaa@gov.ru; http://www.aaa.ru

N

Ha N oT

O6pasey, 61aHKa NnnucbMa degepanbHOMN cnyKbbl, NoaBeA0MCTBEHHOM
beaepanbHOMYy MUHUCTEPCTBY

MpoponxkeHne npunoxeHna N 2

Fepb <*>

3AKOHOAATE/IbHOE COBPAHME
(HA3BAHUE CYEbEKTA POCCUICKOM GELEPALIMN)

MOCTAHOBJ/IEHUE



r. HassaHue

<*>Tepb (repanbanyeckuii 3Hak) cybbekta Poccuiickon deaepauum.

Ob6pa3sey, 61aHKa NOCTAHOBNEHUA NPeACTaBUTENbHOIO OpraHa
cybbeKkTa Poccuitckoit Pegepaumm

MpogonxeHne npunoxeHmna N 2

Fepb <*>

3AKOHOJATE/IbHOE COBPAHME
(HA3BAHWE CYBBbEKTA POCCUINCKOWN GEOEPALINN)

NPEACEOATENb

PACNOPAXEHUNE

r. HassaHue

<*>epb (repanbanuecknin 3Hak) cybbekTa Poccuitickont Pegepauuu.

O6paseL, 61aHKa pacnops:keHUs npeaceaatensa NpeacTaBUTeNIbHOMO
opraHa cybbekTa Poccuitckoin Pegepaumm

MpogonxkeHne npunoxeHna N 2

Fepb <*>

3AKOHOZATE/IbHOE COBPAHMUE
(HA3BAHUE CYBbEKTA
POCCUMNCKON GEOEPALINN)

yn. HaseaHue, a. 00, r. HazgaHue, 100000
Ten. +7 (000) 000-00-00; dpakc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

N

Ha N oT

<*>epb (repanbanyecknin 3Hak) cybbekTa Poccuinickon dPegepaumu.

Ob6pasey 6naHKa NMCbMa NpeacTaBUTEIbHOro OpraHa cybbeKTa



Poccuiickoin Pepepaumm

MpogonxeHue npmunoxkeHma N 2

lepb <*>

3AKOHOOATE/IbHOE COBPAHUE
(HA3BAHWME CYBBEKTA
POCCUNCKON GEOEPALINN)

MPEACEAATE/b

yn. HaseaHue, 4. 00, r. HazgaHue, 100000
Ten. +7 (000) 000-00-00; dakc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

N

Ha N oT

<*>Tepb (repanbanyeckunii 3Hak) cybbekta Poccuiickon deaepauum.

O6pasel 6/1aHKa NMcbMa NpeaceaaTens NpeacTaBUTeIbHOMO opraHa
cybbekTa Poccuitckoit Pepepaumm

MpoaonxeHue npunoxeHna N 2

Fepb <*>

FNABA (TYBEPHATOP)
(HA3BAHWME CYBBbEKTA POCCUINCKOWN GEOEPALINN)

MOCTAHOBJIEHNE

r. HamumeHoBaHune

<*>epb (repanbanuecknin 3Hak) cybbekTa Poccuinickont Pegepauuu.

O6pasel, 61aHKa NOCTaHOBNEHUA rNaBbl (rybepHaTopa) cybbeKTa
Poccuitckoin ®epepaumm

MpogonxkeHne npunoxeHna N 2

Fepb <*>

[NIABA (TYGEPHATOP)
(HA3BAHUE CYEbEKTA POCCUICKOM GELEPALIMN)



PACMNOPAMEHNE

MockBa

<*>Tepb (repanbanyeckunii 3Hak) cybbekta Poccuiickon deaepauum.

O6pasel, 61aHKa pacnopskeHua rnasbl (rybepHaTopa) cybbekTa
Poccuiickoin Pepepaumn

MpogonxeHue npunoxkeHma N 2

Fepb <*>

AOMUHUCTPALINA
(HA3BAHUE CYBBEKTA
POCCUNCKOWN GEOEPALINN)

yn. HassaHue, a. 00, r. HassaHune, 100000
Ten. +7 (000) 000-00-00; ¢pakc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

N

Ha N oT

<*>epb (repanbanuecknin 3Hak) cybbekTa Poccuinickont Pegepauuu.

O6pasey, 61aHKa NMCbMa aMUHUCTPALMM CyObeKTa
Poccuiickoin Pepepaumm

MpogonxkeHne npunoxeHna N 2

Fepb <*>

FNABA (TYBEPHATOP)
(HA3BAHWME CYBBEKTA
POCCUNCKON GEAEPALIUN)

yn. HazsaHue, a. 00, r. HazsaHue, 100000
Ten. +7 (000) 000-00-00; dpakc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

N

Ha N oT




<*>lepb (repanbanyeckunii 3Hak) cybbekta Poccuiickon deaepauum.

Ob6pa3sel, 61aHKa NncbMa rnasbl (rybepHaTopa) cybbekTa
Poccuiickoin Pepepaumn

MpogonxeHue npmnnoxeHma N 2

Fepb <*>

MEPBbIN 3AMECTUTE/Nb

FNABbI (TYBEPHATOPA)

(HA3BAHME CYBbEKTA
POCCUNCKOWN GEOEPALINN)

yn. Haseanwue, a. 00, r. Hazeanne, 100000
Ten. +7 (000) 000-00-00; dpakc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

N

Ha N oT

<*>Tepb (repanbanyeckmnii 3Hak) cybbekTa Poccuiickoin Geaepaumu.

O6pasel 61aHKa NMCbMa NEPBOro 3aMeCTUTeNA IaBbl
(rybepHaTopa) cybbeKkTa Poccuitickoit Pegepaunm

MpogonxkeHne npunoxeHna N 2

Fepb <*>

AOMWUHUCTPALMA
(HA3BAHUE CYBBEKTA
POCCUMNCKOWN ®EOEPALINN)

YNPABJIEHUE OENAMMU

yn. HaseaHue, a. 00, r. HazgaHue, 100000
Ten. +7 (000) 000-00-00; dakc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

N

Ha N oT

<*>lepb (repanbanyeckunii 3Hak) cybbekta Poccuiickon deaepauum.

Ob6pasel, 61aHKa NMCbMa CTPYKTYPHOrO noapasaeneHus
aaMMHUCTpauunm cybbekTa Poccuitickoit Peaepaunm

MpogonxkeHne npunoxeHna N 2



Fepb <*>

AIMUHUCTPALLMA
(HA3BAHUE CYEbEKTA POCCUICKOM GELEPALIMN)

MWHWUCTEPCTBO OEPA3OBAHUA

MPUKA3

r. HammeHoBaHune

<*>Tepb (repanbanyeckuii 3Hak) cybbekta Poccuiickon deaepauum.

Ob6paszel, 61aHKa NpUKasa opraHa UCMOHUTE/IbHOM BNaCTU
agMUHUCTpaumm cybbekTa Poccuiickon deaepauum

MpogonxkeHne npunoxeHma N 2

Fepb <*>

AOMWUHUCTPALMA
(HA3BAHUE CYBBEKTA
POCCUMNCKOWN GEOEPALINN)

MWHUCTEPCTBO OBEPA30OBAHUA

yn. Haseanue, a. 00, r. HazgaHue, 100000
Ten. +7 (000) 000-00-00; dakc +7 (000) 000-00-00
e-mail:bbb@sss.ru; http://www.bbb.ru

N

Ha N oT

<*>epb (repanbanuecknin 3Hak) cybbekTa Poccuinickont Pegepauuu.

O6pasel 6/1aHKa NMCbMa OpraHa UCMOIHUTEIbHOM BAACTU
aAMUHUCTPaumm cybbekTa Poccuiickoin deaepaunm

MpogonxkeHne npunoxeHna N 2

Fepb <*>

HA3BAHMUE CYBEBEKTA POCCUIMNCKOMN
®EAEPALINM

AOMUHUCTPALNA
(HA3BAHME MYHULUMUNANBHOIO



OBPA30OBAHMA)

yAn. Haseanwue, a. 00, r. Haszeanne, 100000
Ten. +7 (000) 000-00-00; dpakc +7 (000) 000-00-00
e-mail:ccc@mmm.ru; http://www.ccc.ru

N

Ha N oT

<*>Tepb (repanbAnyecKkunii 3HaK) MyHULMMNAAbHOrO 06pa3oBaHums.

O6pasel, 61aHKa NUCbMa agMUHUCTPALMU
MyHULUMNanbHoOro ob6pasoBaHmsa

MpogonxkeHne npunoxeHmna N 2

Fepb <*>

HA3BAHME CYEBEKTA POCCUNCKOW GELEPALIMN

MYHUUWMATbHOE COBPAHUE
(HA3BAHWE MYHUUMNAIBHOIO OBPA3OBAHUA)

PELLEHUE

HassaHWe HaceneHHoro NyHKTa

<*>epb (repanbaAnyYecKUin 3HaK) MyHMULMMANbHOTO 06pa3oBaHmA.

O6pasel 61aHKa pelleHmns npeacTaBUTeIbHOro OpraHa
MyHUUMNaNbHOro ob6pasoBaHmA

MpogonxkeHne npunoxeHna N 2

Fepb <*>

HA3BAHME CYEBEKTA POCCUMCKOW ®ELAEPALIMN
rMABA (HA3BAHME MYHUUUMAJ/IBHOTO OBEPA30BAHMA)

MOCTAHOBJIEHNE

HassaHWe HaceneHHoOro NYHKTa




<*>lepb (repanbAnyecKmii 3HAK) MyHULMMNAbHOrO 06pa3oBaHums.

Ob6paseu, 61aHKa NOCTAHOBAEHUSA /1aBbl
MYHULMNANbHOro 06pa3oBaHuA

MpogonxeHue npmnnoxeHma N 2

Fepb <*>

HA3BAHME CYEBEKTA POCCUMCKOW GELEPALIMN
rMABA (HA3BAHME MYHULUUMA/IBHOTO OEPA30BAHUA)

PACIMOPAXEHUE

HassaHWe HaceneHHoOro NYHKTa

<*>Tepb (repanbAnyecKunii 3HaK) MyHULMMNANbHOrO 06pa3oBaHus.

O6paseL, 6/1aHKa pacnopsAKeHUA rasbl
MyHUUMNaNbHOro o6pasoBaHmA

MpoaonxeHne npunoxeHna N 2

Fepb <*>

HA3BAHME CYEBEKTA POCCUNCKOW ®ELEPALIMN
AOMUHUCTPAUMA (HA3BAHUE MYHULMNANBHOIO OBPA30OBAHKA)

KOMWTET NO YMPABJIEHUIO
MYHUUWNANTbHBIM MMYLLECTBOM

MPUKA3

HassaHWe HaceneHHoOro NYHKTa

<*>epb (repanbaAnyYeCcKUn 3HAK) MyHMULMMNANbHOTO 06pa3oBaHmA.

O6[I)<’:I3ELII 61aHKa NPUKasa NCNOJTHUTE/IbHOIO OpPraHa
MECTHOro camoynpasseHuAa

MpogonxkeHne npunoxeHna N 2

Fepb <*>

HA3BAHUE CYBbEKTA POCCUNCKOW ®EAEPALIM



AOMUHNCTPALNA
(HA3BAHWE MYHULUMNAIBHOIO OBPA3OBAHUA)

yn. HassaHue, a. 00, r. HassaHune, 100000
Ten. +7 (000) 000-00-00; dpakc +7 (000) 000-00-00
e-mail:ccc@mmm.ru; http://www.ccc.ru

N

Ha N oT

<*>Tepb (repanbAnyecKkunii 3HaK) MyHULMMNaAbHOro 06pa3oBaHms.

O6pasel, 61aHKa NUCbMa agMUHUCTPALLMU
MyHULUMNanbHoro ob6pasoBaHma

MpunoxkeHune N 3

NPABUNA
OPOPM/IEHNA PEKBUSUTOB AIOKYMEHTOB B rOCYJAPCTBEHHbIX OPTAHAX,
OPTAHAX MECTHOIo CAMOYNPABJ/IEHUA <71>

<71> MpaBuaa odoOpMIEHUA PEKBUSUTOB B TOCYAAPCTBEHHbIX OPraHax, OpraHax MeCcTHOro
camoynpasfieHns noarotoBneHbl B cooteetcTBuM ¢ TOCT P 7.0.97-2016 c yyeTom cneundpukm
0dOpPMNEHUNA L OKYMEHTOB B rOCYAapCTBEHHbIX OpPraHax, opraHax MecTHOro cCaMmoyrnpas/eHuA.

1. Fep6 (FocypapcTBeHHbI rep6 Poccuitickor depepaumm, repb cybbekta Poccuiickoi
depepauum, repb (repanbanyeckmii 3Hak) MyHMUUNanbHoro obpasosaHuA)

MN306pakeHne TocyaapcTBeHHoro repba Poccuiickoit Geaepaumm BOCNpomn3BoaUTCs Ha HaaHKax
OOKYMEHTOB B cooTBeTcTBMM ¢ PegepasibHbIM KOHCTUTYLLMOHHBIM 3aKOHOM OT 25 aekabps 2000 r. N 2-
®K3 "O TocymapctBeHHom repbe Poccuitickoh ®Pepepaumn"” <72>. WN3o0b6parkeHne repba
(repanbanyeckoro 3Haka) cybbekta Poccuitickolt degepauun M MyHUUMNAAbHOTO 06pa3oBaHMsA
BOCMPOU3BOAMUTCA Ha 6OnaHKax [OKYMEHTOB B COOTBETCTBMM C 33aKOHOAATENbHBIMU W UHbBIMU
HOPMATUBHbIMW NPaBOBbIMK aKTamu cybbekToB Poccuitickon Pepepauumn MAM MyHULMNANABHBIMUI
HOPMaTUBHbIMM NPABOBLIMWN aKTaMMU.

<72> degepanbHbli KOHCTUTYLMOHHbIM 3akoH OT 25 pekabps 2000 r. N 2-©K3 "O
locypapcteseHHom repbe Poccuiickoit depepauun” (CobpaHue 3akoHopatenbctBa Poccuiickol
depnepaunn, 2000, N 52, cT. 5021; 2017, N 52, cT. 7916).

N306parkeHne repba (lFocymapcTBeHHoro, cybbekTa Poccuiickoir  depepaumun, repba
(repanbanyeckoro 3Haka) opraHa MecTHOro CamoynpaB/eHnn) NnomelLaeTca Ha 61aHKe LOKYMEHTa Hag,
PEKBM3UTAMM OpraHU3aumMM - aBTopa AOKYMEHTa, 3aXBaTbiBan YacTb BepxHero nons (Ha paccrosHum 10
MM OT BEPXHEro Kpas IMCTa) U BbIPaBHMBAETCA OTHOCUTE/IbHO CaMol AJIMHHOM CTPOKM B HAMMEHOBaHUK
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rocygapCTtBeHHOro opraHa, opraHa MectHoOro camoynpassieHuA.

3akoHom o TlocymapctBeHHOM repbe Poccuitckon ®Pegepaumn  ycTaHOB/EHbI  BapPUAHTHI
nsobparkeHus MocygapcrTeeHHoro repba Poccuiickoit Pepgepaunu:

MHOTOLIBETHbIW Ha repasibAnN4ecKom LMTe;
OZHOLBETHbIW Ha repasbAnN4eckom WmTe;
OZHOLBETHbIV 6e3 repanbAnyeckoro wmTa (B BMAe rnaBHoMi Gpurypbl - 4BYrnaBoro opna).

MHorouBeTHbI BapuaHT uM306paxkeHus [ocygapcTBeHHoro repba Poccuiickont ®Pepepaumm
nomeulaercs Ha biaHKax:

denepanbHbIX KOHCTUTYLMOHHbIX 3aKOHOB U pefepasibHbIX 3aKOHOB;

YKa308B 1 pacnopsxxeHui MpesngeHTa Poccuinickon Pepepaunm;

nocraHosneHuit Coseta Penepaunmn dPegepansHoro CobpaHusa Poccuitickoit Pegepaunu;
nocraHosneHui MocygapcreeHHon Aymbl PegepanbHoro CobpaHua Poccuiickon deaepaunu;
NOCTaHOB/IEHWI N pacniopsxkeHui MNpasutenbctsa Poccuiickoit Peagepaunu;

peweHnit KoHctutyumoHHoro Cyaa Poccuiickoit Pepepaunu;

peweHuit BepxosHoro Cyaa Poccuiickoin Pepepaumnu;

Mpe3naeHTa Poccuiickoin Pepepaumnu;

CoBeTa Pepepaunn depepanbHoro CobpaHusa Poccuiickoint egepaumnu;
lNocypapcteeHHon Aymbl PepepansHoro CobpaHua Poccuiickon Pepepaumuy;
MNpasutenbctBa Poccuiickon ®Pepepaunm;

KoHctuTtyumoHHoro Cyaa Poccuiickon Pepepaumnu;

BepxosHoro Cyaa Poccuiickon ®epepaumm;

OpHouBeTHbIM BapuaHT mM3obpaxkeHusa [ocypapcTBeHHoro repba Poccuiickon depepauumn b6es
repanbAM4Yeckoro LMTa NoMeLatoT Ha 61aHKax:

MeKBeJOMCTBEHHOW KOMUCCUM MO 3aLUTe roCyAapCTBEHHOMN TalHbI;

OpraHoB, opraHun3aumii 1 yupexkaeHnin npu MpesungeHTe Poccuiickon Peaepaumu;
OpraHoB, opraHun3aLmii n yupexaeHuin npm MNpasutenbctee Poccuiickoit Peaepaumu;
deaepanbHbIX Cya0B;

OpraHoB NpokypaTtypbl Poccuiickoin Peaepauuu;

CNeACTBEHHbIX OPraHoOB M yupexkaeHuit CneacTBeHHOro KommTeta Poccuiickoit depepaumy;

opraHoB W y4ypexaeHuin CyaebHoro penaptameHTa npu BepxoBHom Cyae Poccuiickoi
depepaunuy;

ANNNOMaTUYECKUX NpeacTtaBuTenbCTB, KOHCY/bCKUX y‘-lpE)-KLI,EHVII‘;I N UHbIX Od)MLI,VIaﬂbeIX
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npeactasmtensct8 Poccuinickont Pepepaunm 3a npegenamm Poccuinckoit degepaumnm.

lepbbl cybbekToB Poccuitckoin Pepepaumnm nomewarot Ha b1aHKax JOKYMEHTOB B COOTBETCTBUM C
npaBoBbIMM aKkTamu cybbekToB Poccuiickoit Pepepaumm - pecnybnuk, Kpaes, obnacteir, ropoaos
denepanbHOro 3HaYeHUsA, aBTOHOMHOM 06/1acT, aBTOHOMHbIX OKPYroOB.

B cootBeTcTBUM C DepepanbHbiM 3aKOHOM OT 28 aBrycta 1995 r. N 154-®3 "06 o6wmx npuHLmMnax
OpraHusaLmMm MecTHoro camoynpasneHuns B Poccuitckoit dPegepaumn” cobcTBeHHYO CMMBONKY (repbbl,
ambaembl M 4p.), OTPaXKaloLWy  WUCTOPUYECKUE,  KYNbTYpHble,  COLMANbHO-IKOHOMUYECKME,
HaLMOHa/NbHbIE U WHble MeCTHble TPAaAUUMM, BMPaBe UMETb U MyHULMMANbHble 06pa3oBaHua <73>
(MyHUUMNanbHoe o06pa3oBaHWEe - TOPOACKOE, CeNbCKOe MOCe/IeHME, HECKOJIbKO MOCEeHUH,
06beaNHEHHbIX 0bLWEeN TeppUTOPUEN, YacTb NOCENEHUA, MHAA HaceNeHHas TeppuTopusa, B npeaenax
KOTOPbIX OCYLLECTBAAETCA MECTHOE CaMOyMpaB/JeHMEe, WMETCA MYHUUMNAaAbHAA COOGCTBEHHOCTD,
MECTHbIN Bl0aKeT U BbIOOPHbIe OpraHbl MECTHOTO CAMOYNPaBAEHUA).

<73> ®epepanbHbliii 3aKOH OT 6 oKTAGPA 2003 r. N 131-®3 "0O6 0bwmx NpUHLMAAX OpraHM3aLmUm
MeCTHOro camoynpasneHua B Poccuiickoit Pepepaunn” (CobpaHme 3akoHogaTenbcTBa Poccuinckoit
depnepaunn, 2003, N 40, cT. 3822; 2020, N 46, cT. 7214). Cratba 11.

depepanbHbIn 3aKOH OT 6 oKTAbpa 2003 r. N 131-®3 "06 06wWmMx NpuUHUMMIAX opraHM3auum
MeCTHOro camoynpasneHus B Poccuinckoit Pegepaunn’ <74> ycraHaBAnBaeT:

<74> YKas. cod. CtaTtba 9.

"1. MyHuumnanbHble 06pa3oBaHMA B COOTBETCTBMM C defepasnbHbIM 3aKOHOAATENbCTBOM W
repanbAuMyeckMmn MnpasuiamMu  BMpaBe YCTaHaBAMBaTb OdULMANbHbIE CUMBO/bI, OTpakatolime
NCTOPUYECKUE, KYNIbTYPHbIE, HAaLMOHA/bHbIE U UHbIE MECTHbIe TPaAMLMKU U 0OCOBEHHOCTH.

2. OduumanbHble CMMBOJIbI  MYHMUMMAAbHbIX 00pa3oBaHUI NoaneKaT rocyAapCTBEHHOMN
perucTpauum B NnopsaaKe, yCTaHOBNEHHOM defepasibHbIM 3aKOHOAATE/IbCTBOM.

3. OduumanbHble CUMBOAbLI  MYyHUUMNAAbHLIX 06pasoBaHUii M NOPAJOK OdULMANBHOrO
MCMNO/Nb30BaHNA YKa3aHHbIX CMMBOJIOB YCTaHaB/NMBAIOTCA yCTaBaMM MYyHMLUMNAAbHbIX 06pa3oBaHuii U
(MAn)  HOpPMaTMBHbIMM  MNPABOBbIMM  aKTaMM  NPEACTaBUTENbHbIX  OPraHOB  MYHMUMMANbHbIX

~n

obpasoBaHuit".

Ykasom lMNpe3sunaeHTta Poccuiickonn Peagepaumm ot 21 mapta 1996 r. N 403 yTBepxaeHO MNonoxKeHne
o locypapcTBeHHOM repasnbauyeckom peructpe Poccuiickorh Pepepauun. Pernctp co3gaH B uensx
cUcTEMATU3aLMK U YNOPALOYEHUA NCMONb30BAHUA OPULIMANBbHBIX CUMBOOB U OT/IMYUTE/IbHbIX 3HAKOB.
Pernctp seget lepanbguyeckunit coset npu MpesngeHTte Poccuitickoit ®epepaumn (B 1992 - 1994 -
locypapcTBeHHas repanbanyeckan cny>kba Poccuiickon degepaumn, B 1994 - 1999 - MocygapcTBeHHan
reposbama npu NpesungeHte Poccuiickont enepauun).

B pernctp BHocsaTca oduumanbHble cMMmBObI Poccuitickon Pepepaumm n cybbektoB Poccuiickoi
depepaunn (dnaru, repbol); oduumanbHble cMMBOLI PpesepanbHbIX OPraHOB rocyAapCTBEHHOM BAACTU
M OpraHoB rocygapcTBeHHOM BiacTh cybbektoB Poccuiickolnt ®epepaumnn (dnaru, repbbl, ambnembl);
odu1LMaNbHbIe CUMBOJIbI OPraHOB MECTHOTO CaMOYMNPaBAEHUSA U MHbIX MyHUUMNANbHbIX 06pa3oBaHMii
(dbnarn, repbbl, 3mbnembl); 3HaKM OTAMYMA U  pasiuuus, Harpagpl deaepanbHbIX OpraHoB
WCMNOJIHUTE/IbHOM BAACTU U OPraHoOB UCMONHUTENIbHOM BnacTu cybbekToB Poccuitckon ®enepaumu.

CornacHo cT. 8 ®deaepanbHOrO0 KOHCTUTYLUMOHHOro 3akoHa "O T[ocyaapctBeHHom repbe
Poccuitickoit  degepauumn" repbbl (repanbanyeckme 3Haku) cybbekToB Poccuitickolt depepauumy,
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MYHULUMNANbHbIX 00pa3oBaHWUIi, OOLLECTBEHHbIX OObEAUHEHWUN, NPeAnpUATUM, YUYpeXaAeHun u
opraHmMsaunit He3aBUCUMO OT GopM COBCTBEHHOCTU HE A0MXKHbI ObITb MAEHTUYHbI [OCYyAapCTBEHHOMY
repby, n FocygapcrBeHHbIM repb He MOXKeT ObiTb MCMOb30BaH B KayecTBe repasibAuyeckoit OCHOBbI
repboB (repanbamyecknx 3HakoB) cybbekToB Poccuitckoit deaepalmm, MyHULMNAAbHbIX 06pa3oBaHUiA,
obuecTBeHHbIX 06begMHEHWNI, NPeANPUATUN, YYPEKAEHUA U OpraHU3aLNA.

2. 9mbnema

N306parkeHne smbnembl, pa3paboTaHHOM W YTBEPXKAEHHOM B YCTAHOB/AEHHOM MoOpAAKe,
nomellaercA Ha 61aHKax [OOKYMEHTOB B COOTBETCTBUM C HOPMATUBHbIMM MPaBOBbIMM aKTamu
rocyJapcTBEHHOrO oOpraHa, oOpraHa MeCTHOroO CcamoynpasBiaeHua (3a WCKAYeHUeM  C/yYaes,
npeaycmaTpuBaloWnX  UCNob3oBaHUe  u3obpaxkeHua locydapctBeHHoro repba  Poccuiickolt
depepaunn, repba (repanbamnyeckoro 3Haka) cybbekra Poccuiickon degepaunm Mam MyHUUMNANAbHOIO
obpasoBaHus).

N306paxkeHne smbiembl nomellaeTca Ha 6aaHKe AOKYMEHTa Haj PeKBM3UTaMK opraHu3aumm -
aBTOpa AOKYMEHTa, 3aXBaTblBan YacCTb BEPXHEro noas (Ha pacctoaHnn 10 Mm OT BEpXHEro Kpas anucTa) u
BbIPaBHMBAETCA OTHOCUTENIbHO CamMOWN AJIMHHOW CTPOKM B HaMMEHOBaHWW rocyaapcTBEHHOrO OpraHa,
opraHa MecTHOro caMmoynpasieHus.

MopAagoK  MCNoAb30BaHUA  M300paxkeHUs  ambiembl  yCTaHaB/IMBAET  COOTBETCTBYIOLLNIM
rocyapCTBEHHbIV OpraH.

3. Koa popmbi AOKyMmeHTa

PeKBM3UT MpPOCTAaBAAETCA HA YHUPUUMPOBAHHBLIX (GOPMAxX [OOKYMEHTOB, BK/IOYEHHbIX B
YHUOULMPOBAHHbIE CUCTEMbI AOKYMEHTaUMUWU, B COOTBETCTBMM C OBLLEPOCCMIACKMM KnaccudrKaTopom
ynpaB/ieH4Yeckon gokymeHTauumn (OKY) nam nokanbHbiM Knaccudukatopom. Ko dopmbl AOKYMEHTa
pacnonaraetca B NpaBOM BepxHem yray paboyero nona AOKYMEHTa, COCTOMT u3 cioB "dopma no
(HaumeHoBaHue KnaccuduKkatopa)" n undposoro Koaa.

4. HaumeHoOBaHUe rocyaapcTBEHHOro OpraHa, opraHa MecTHOro camoynpas/ieHus

HanmeHoBaHWe TroCyZapCTBEHHOTO OpraHa, OpraHa MEeCTHOrO CaMOyMnpaB/jeHUss Ha 6/aHKe
AOKYMEHTa [LO/IKHO COOTBETCTBOBATb HAMMEHOBAHMIO, YCTAHOB/IEHHOMY MPABOBLIM aKTOM O CO34aHUK
rocyZapCTBEHHOrO OpraHa, OpraHa MeCTHOrO CaMOynpaB/ieHUs M NosoxeHuem O Hem. Ha 6naHKax
[OKYMEHTOB YKa3blBaeTcs MOJHOe oduuMasibHOE HAMMEHOBAHME TOCYAAPCTBEHHOrO OpraHa, opraHa
MECTHOro camoynpaBneHus. Haf HavmeHOBaHWEM TrOCYyAapCTBEHHOTO OpraHa, OpraHa MeCTHOro
caMoynpaBneHus yKasblBaeTca NosHOE WAM COKpalleHHOe HaMMeHOBaHWe BbllLECTOALLEro opraHa (npm
ero Hanuumm).

COKpalJ.I,eHHOG HanmeHoBaHMe (an ero HaﬂM‘-IMVI) rocygapCrBeHHOro opraHa, opraHa MecTtHOro
CamoynpassieHnAa nomelw,akoT B CKobKax noAa No/IHbIM HAMMEHOBaAHUEM.

B 65aHKax [AOKYMEHTOB [OCYy[apCTBEHHbIX OPraHoB, OPraHOB MECTHOTO CamoynpaB/ieHus
pecnybnnk B cocTaBe Poccuiickoli depepaumu, MCNONb3YIOWMX HapAdy C PYCCKMM A3bIKOM Kak
rocyapcTBeHHbIM A3bIKOM Poccuiickoli ®eaepalmMm rocy4apcTBEHHbIN A3bIK (rocy4apCTBEHHbIE A3bIKK)
pecnybaunK, HaMMeHOBaHWe rocyAapcTBEHHOro opraHa, opraHa MecTHOro caMoynpaB/ieHUA YKasbiBaeTca
Ha PYCCKOM A3bIKe KaK rocyaapcTBeHHOM fA3blke Poccuitickon ®eaepaumm U Ha rocy4apcTBEHHOM A3blKe
(rocypapcTBeHHbIX fA3blkax) pecnybinK B COOTBETCTBMM C 3aKOHOAATE/NbCTBOM pecnybiunK B cocTaBe
Poccuitckoin epgepaumn.

HavmeHoBaHue rocygapCrtBeHHOro opraHa, opraHa mecCTtHOro camoynpas/sieHnA Ha PpyCCKOM A3blKe
pa3mellaeTca:
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Ha 61aHKax C Yr/i0BbIM PacnoOKeHUeM PEKBU3IUTOB - C/1eBa, HAUMEHOBaHWUA rocyAapCTBEHHOTO
opraHa, opraHa MeCTHOro CamMoynpas/eHMs Ha roCyAapCTBEHHOM A3blKe (rocyAapCTBEHHbIX fA3blKax)
pecnybanKK - cnpaBa OT HAMMEHOBAHMA Ha PYCCKOM A3bIKE;

Ha 6fnaHKax C NpPoOAO/IbHbIM  PACMONIOKEHUEM PEKBUM3UTOB - CBEpXy, HaMMeHOoBaHWsA
rocyJapCTBEHHOTO OpraHa, oOpraHa MeCTHOr0 CaMOynpaBAeHMA Ha roCyAapCTBEHHOM  A3blKe
(rocypapcTBeHHbIX A3bIKax) pecnybMKy - Nog, HaMMEHOBAHMEM Ha PYCCKOM fA3bIKe.

5. HaumeHOBaHMe CTPYKTYPHOro noApasaeneHus rocyaapcTBeHHOro opraHa, opraHa MecTHoro
camoynpasneHusa

YKasbiBaeTcs B 6HaaHKax CTPYKTYPHbIX I'IO,D,pa3,£I,EIIEHMﬁ B C/nyyae, eCc/im UX uncnonb3oBaHme
YCTAaHOB/IEHO HOPMATUBHbIMU MPaBOBbIMU aKTaMWh TOCYyAapPCTBEHHOINO OpraHa UM MyHUUKNNA/bHbIMU
NpPaBoOBbIMU aKTaMM, U YKa3bliBaeTCA NO4 HAaMMeHOBaHNEM TOCyaapCTBEHHOIO OpraHa, opraHa MecTtHoOro
camoynpasaeHunA.

CobcTBeHHble 6/M1aHKM MO TMNy 6/1aHKOB  CTPYKTYPHbIX NoApasgeneHuii  MoryT  UMeTb
KOOpAMHAUMOHHbIE, COBellaTe/ibHble, METOAMYECKME OpraHbl rocyAapCTBEHHOrO opraHa, opraHa
MECTHOr0 Camoyrnpas/ieHus

6. HaumeHoBaHuMe JONKHOCTU INLA

HavmeHoBaHWe [OO/MKHOCTM AMLA - PEKBU3UT BaHKA AO0/MKHOCTHOMO Auua (pykosoguTtens,
3aMecTuTeNIel PYKOBOAMTENA, MHbIX OO/IKHOCTHbIX /UL, FOCYAApPCTBEHHOIO OpraHa, opraHa MecTHOro
CaMoynpaBAeHUsA, UMEIOLLMX NPABO UCMOAb30BaTb 61aHKN AOMKHOCTHBIX NLL).

HanmeHoBaHMe AONXKHOCTU NMU@ YKasblBaeTCA No4, HaMMeHOBaHMeEM (I'IO/'IHbIM, COKpaLLI,eHHbIM)
rocygapCTBeHHOro opraHa, opraHa MeCcTHOro camoynpasseHuA.

7. CnpaBoyYHble AaHHbIE O rOCYAapCTBEHHOM OpraHe, opraHe MecTHOro camoynpasneHus

YKasblBatoTca B 6n1aHKax NMCEM M BKJIKOYAIOT: MOYTOBbIM aApec rocyaapcTBEHHOro opraHa, opraHa
MECTHOro camoynpasieHusa, Homep(a) TenedoHa(oBs), dakca, oPpuLUManbHbIN agpec S1EKTPOHHON MOYTI,
ceTeBOM agpec 1, Npu Heobxo4MMOCTH, ApYyrne cBeLAeHu .

8. HaumeHoBaHMe BUAa AOKYMEHTA

YKasblBaeTcA Ha BCex JAOKYMeHTax, 3a WCKAYeHMeM [eNoBbIX (CI'Iy)Ke6HbIX) nncem,
pacnonaraertca nog HanmeHoBaHMEM OpPraHM3aunmn (CprKTypHOFO nogpasaeneHusa, LI,OH)KHOCTM).

Mpn M3gaHMKM AOKYMeHTa Ha 6naHKe KOHKPETHOro snaa AOKYMEHTa (anKaaa, NOCTaHOBNEHWUA,
NPOTOKO/1a U ,u,p.) HanmeHoBaHMeE Bnga AOKYMEHTA ABNAETCA PEKBUIUTOM 6naHKa.

9. [lata fOKyMeHTa

CooTtBeTcTBYEeT AaTe nognucaHua (yTBepskaeHuaA) 4OKYMeHTa uan aate cobbiTua (B NpoToKonax),
3adUKCUPOBAHHOTIO B IOKYMEHTE.

[aTa foKymeHTa 3anucbiBaeTca B NocneA0BaTeIbHOCTU: AeHb MecAla, Mecal, rof OAHUM U3 ABYX
cnocobos:

apabckmmn undpamm, pasgeneHHbimm TouKoi: 05.08.2020;
cnoBecHo-uMdpoBbim cnocobom: 5 asrycta 2020 .

Ha AOKYMEHTAX, O(I)OpM}'I‘r'IeMbIX Ha 6I'IaHI-(e, AaTa OOKYMEHTa NPOCTaB/IAETCA NMOo4 PEKBU3IUTaAMU



"HaMmeHoBaHMe BMAA AOKymeHTa" (B 6/1aHKax KOHKPETHbIX BWAOB AOKYMEHTOB) M ''cnpaBouHble
JaHHble 0 rocy1apCTBEHHOM OpraHe, opraHe MecTHoro camoynpasneHua” (B 61aHKax nucem).

[aTtoli OKyMeHTa, U3AaHHOTO COBMECTHO ABYMA WM Bonee opraHusaumamm (A0NKHOCTHbIMU
Nnuamu), ABnseTcA AaTta NoAnMcaHuAa JOKYMeHTa NocaeaHen CTOPOHOA.

10. PerucTpauMoHHbIi HOMep [AOKymMeHTa - uudpoBol uanm BGyKeBeHHO-UMpoBOIA
MAEHTUPMKATOP AOKYMEHTA, COCTOAWMIA M3 MNOPALKOBOTO HOMepa AOKYMEHTa, KOTOopblii no
YCMOTPEHMIO TOCYAapPCTBEHHOrO OpraHa, OpraHa MeCTHOro CaMoOyMNpPaB/IEHUA MOXKET AOMONHATLCA
undpoBbiIMM uAM 6yKBEHHbIMW Kogamu (MHAEKCaMu) B COOTBETCTBMM C  MUCMNOJIb3yeMbiMU
Knaccudukatopammn (MHAEKCOM gena No HOMEHKAAType pAes, KOAOM KOPPecnoHAEHTa, KoAOM
AO/IKHOCTHOrO LA U ap.).

Ha poKymeHTe, cOCTaB/fieHHOM COBMECTHO ABymMA M 60siee rocyaapcTBEHHbIMU OpraHamu,
opraHamM MeCTHOTO CamoynpaBAeHWUA, MPOCTaBAAOTCA PEerucTpaumMoHHble Homepa, MNPUCBOEHHble
KaXKabIM U3 HUX. PernctpaumoHHble HoMepa OTAENATCA APYr OT Apyra KOCoM 4epToi U NpocTaBAsAoTCA
B NMopAAKe YKasaHWUsa HaMMeHOBaHWIA rocyAapcTBEHHbIX OPraHoB, OPraHOB MECTHOrO CaMoynpaBAeHuWs B
3aro/I0BOYHOM YacTh UAK Npeambyie AOKYMEHTa.

11. CcbinKa Ha perncTpayMoHHbI HOMep U AaTy NOCTYNUBLLEro A40KyMeHTa

PekBU3NT Ncrnonb3yeTca B 61aHKax NUCEM, BKIKOYAET PErMCTPALMOHHBIM HOMEp U AaTy BXOAALLEro
(mocTynuBLIEro) AOKYMEHTa, Ha KOTOpPbIA AaeTcs OTBeT.

Ccbllka Ha PEerucTpauMoHHbI HOMep WM AaTy NOCTYNMBLIEro AOKYMEHTa pacrno/siaraerca nog
pekBM3nTamu "garta AoKymeHTa" n "perncrpaumoHHbIi Homep AoKyMeHTa".

B TeKCT nncbma-oTBeTa CBeAeHUA O perncTpaumoHHOM HoMepe U AaTe NOCTynuBLIero nMcbma He
BK/NKOYalOTCA.

Ccbl/lka Ha PerncTpaumoHHbIi HOMep UM AaTy AOKYMEHTa MPOCTaB/AAETCA WMCMOSHUTEeM npu
NoOAroToBKe NMCbMa-oTBETa.

12. MecTo coctaBneHua (M3gaHuA) 4OKYMeHTa

YKasbliBaeTca B 6/1aHKax JOKYMEHTOB, 33 UCK/OYeHeM 61aHKOB Ae/10BbIX (CyKebHbix) nucem (B
61aHKe NMcbMa 3Ta MHbOPMaLIMS COAEPKUTCA B PEKBM3UTE "cnpaBoYHble AaHHble 06 opraHnsaumn"), a
TaKXKe BHYTPEHHUX WMHOOPMALMOHHO-CNPABOYHbLIX AOKYMEHTOB (AOKNAAHbIX, CAYKeBHbIX 3anucok,
3aAB/IEHUN U APYruUX).

MecTto coctasneHus (VI3LI,3HVIF|) AOKYMeHTa He yKa3blBaeTCA, eC/in OHO BXOAUT B od)mu,maanoe
HanmeHoBaHWe rocyaapCrtBeHHOro opraHa, opraHa meCtHoro camoynpas/sieHuA.

MecTo W3ZaHMA YKasbiBAeTCs C YYeTOM MPUHATOrO aaMWHUCTPATUBHO-TEPPUTOPUAIBHOTO
aenenuvsa: Mocksa, 1. HoBocnbupck, r. KnuH MockoBckoi obnactu. Mpu yKasaHUKM B KayecTBe MecTa
COCTaB/IeHUs (M34aHUA) JOKYMeHTa ropogoB denepasbHOro 3HaveHusa <75> (Mocksa, CaHKT-TMeTepbypr,
CeBacTonosb) cioBo "ropoa" B BUAE rpaduyeckoro cokpaleHus "r." He ykasbiBaeTcs.

<75> KoHcTtutyuma Poccuniickoin Pepepaumn. CtaTtba 65.

13. F'pud orpaHnueHna AOCTYNa K 4OKYMEHTY

PeKBM3UT MpoCTaBAAeTCA B MNPaBOM BEPXHEM Yray MNepBoro /AMCTa AOKyMeHTa (npoekTta
AOKYMEHTA), NPUNONKEHUIA K HEMY NPW HaMYMK B HUX MHOOPMALMK, AOCTYMN K KOTOPOM OrpaHuUYeH B
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COOTBETCTBMUU C 3aKOHO4ATE/IbCTBOM Poccuiickoi tDe,u,epau,MM, ad TaKXe Ha conposoanTeZIbHOM NMcCbme K
TaKUM AOKYMEHTaM.

B d¢denepanbHbix opraHax WCMOJHUTENIbHOW BAACTU, YMNOJIHOMOYEHHOM OpraHe ynpaBAeHUs
NCMo/ib30BaHMEM aTOMHOM SHEPrMu M YNOJHOMOYEHHOM OpraHe Mo KOCMWYECKOM AesTenbHOCTU npu
HaIMYNKN B JOKYMEHTE cayKebHoW MHPopMaLMM OrpaHMYEHHOro PacnpocTpaHeHMa B KadvecTse rpuda
OorpaHuMYeHmna AoCTyna Ha AoKymeHTax opopmaseTcs nomeTka "[na caykebHoro nosnb3oBaHus" <76>.

<76> TonoxeHne o0 nopsaKe obpaleHus co cayKebHoW WHPopmaumelt orpaHUYeHHoro
pacnpocTpaHeHus B deaepanbHbiX OpraHax MCNOAHUTENIbHOM BAacTM, YNOJIHOMOYEHHOM oOpraHe
ynpaBAeHUsa MWCMNO/b30BaHMEM aTOMHOM 3HEprMm U YMNOoJIHOMOYEHHOM OpraHe Mo KOCMMUYECKOWM
aeatenbHocTU. YTB. noctaHoBieHnem [pasutensctea Poccuinickon ®epepaumm ot 3 HoAbpAa 1994 r. N
1233 (CobpaHue 3akoHoaaTenbcTBa Poccuiickon depepaumm, 2005, N 30, ct. 3165; 2016, N 13, cT.
1833). MyHKT 1.4.

14. Appecar

PekBM3MT ucnonbsyetca npu oGOPMAEHUM [enoBbiX (CAY»KebHbIX) nucem, BHYTPEHHUX
MHPOPMALMOHHO-CNPABOYHbIX AOKYMEHTOB (OOKNAAHbIX, CAYKEOHbIX, OOBLACHUTENbHbIX 3amMMUCOK,
3anBfeHUN U ap.).

AppecaTom OOKYMEHTa MOXeT BbITb roCy4apcTBEHHbIN OpraH, opraH MecTHOro CaMoynpaB/eHus,
rocyfapCTBeHHass WAM  HErocyZapCTBEHHas OpraHuMsauus, rpynna  oOpraHuWsauuii, CTPyKTypHoe
noApasfeneHne rocyaapCTBEHHOrO OpraHa, OpraHa MECTHOrO CaMOyMNpaB/AEeHUs, OpraHu3aumm,
AONKHOCTHOE INLLO, FPaXKAaHMH.

PekBun3uT "agpecaT" npoctaBnseTca B BEPXHEM NpaBoM YacTu AOKyMeHTa (Ha 6naHKe ¢ yrnoBbim
pacnosoXKeHWeM PEKBU3UTOB) UK CNPaBa Nog, pekBM3nTamu 61aHKa (Npy NPOA0/ILHOM PACcMo/IOKEHUM
pekBusnToB 6naHka). CTpoku pekBmsuTa "agpecaT’ BbIpaBHMBAOTCA MO JIEBOMY Kpalo UK
BbIPAaBHMBAIOTCA MO WMPUHE OTHOCUTENILHO CaMOM AJIMHHOM CTPOKM.

Mpy agpecoBaHMM OOKYMEHTa PYKOBOAMTENIO (3amMeCcTUTE/N0 PYKOBOAUTENS) rOCYLapCTBEHHOMO
OpraHa, opraHa MeCTHOro CamMoynpaBAeHUA, OpraHu3auMM YyKasbliBaeTcA B JAaTe/ibHOM najexe
HaMMeHOBaHME  AO/KHOCTM  pyKoBOAMUTENA  (3aMecTUTens  pyKoBoamuTens) W HauMeHOBaHWe
rocy4apCcTBEHHOrO OpraHa, opraHa MeCTHOrO CaMOYMpaB/ieHMA, OpraHu3auuun, Gamuauna, MHUUManb
avua. Hanpumep:

Pykosogutento denepansbHoro
APXMBHOrO areHTCTBa
ApTunsosy A.H.

Mpu agpecoBaHUM OOKYMEHTOB AO/IKHOCTHbIM AMUAM FOCYAAPCTBEHHbIX OPraHoB, B KOTOPbIX
npeagycmoTpeHa BOeHHaA MU NHAA ToCyaapCTBeEHHAA cny>K6a, nocne AONXKHOCTU YKa3biBalOT BONHCKOE
WUAK cneymanbHoe 3BaHue. Hanpumep:

HanmeHoBaHue
rocyfapcTBEHHONO OpraHa
HauyanbHuKy [lenaptameHTa
(HaumeHoBaHMe) reHepan-
Manopy noanumm
®damunma U.0.
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MNepen damunnein [ONKHOCTHOTO /AMUA  AOMNYCKaeTcA ynoTpebnaTb cokpaweHue ''r-Hy
(rocnoanny), ecnn agpecaT myxKumHa, nnm "r-ke" (rocnoske), ecnn agpecaT XeHumHa. Hanprumep:

Mspy Mocksbl
r-Hy Cobanuny C.C.

MNpeacenatento Komutera no
Oenam MONOAENKMN
3akoHogatenbHoro CobpaHusn
Pecny6ivkun (HammeHoBaHMe)
r-ke CumoHosoli C.C.

Mpu agpecoBaHWM NWCbMa B rOCYAAPCTBEHHbIA OpraH, OpraH MeCTHOro CamoynpaB/ieHus,
OpraHM3auMIi0 YKasblBaeTcA MOJIHOE WM COKpaleHHOe HauMeHOBaHMEe TOoCyAapCTBEHHOrO oOpraHa
(opraHusaumm) B UMeHUTENbHOM Nagexe. Hanpumep:

depnepanbHoe apxmMBHoe
areHTCTBO

nnu:

Pocapxus

Mpu agpecoBaHUKN JOKYMEHTA B CTPYKTYPHOE NoApaszesieHne rocysapcTBEHHOro opraHa, opraHa
MECTHOIO CaMOynpaBieHWUsi, OpraHusaLMmM B peKkBuauTe "agpecat" yKasblBaeTcs B MMEHUTENbHOM
nage)e HauMeHOBaHWEe OpraHM3auuK, HUXKE - HauMeHOBaHWe CTPYKTYPHOro noApasgesieHus.
Hanpumep:

MuHUCTEPCTBO LMPPOBOTrO
pa3BUTMA, CBA3M U MACCOBbIX
KOMMYHMKaLmii Poccuiickom

depepaunm

[enapTameHT 3/1eKTPOHHOro
npaBUTENbCTBA

Mpy agpecoBaHUM MUCbMa PYKOBOAMUTENIO CTPYKTYPHOro MNoApasfesieHUs YKasblBaloTca: B
MMEHUTENbHOM MafeXe HauMeHOBaHWe OpraHu3aumn, HUXKe B AaTe/lbHOM MajerKe HaMmeHoBaHue
OONKHOCTM PYKOBOAMTENSA, BKAIOYAlOLLEE HAaMMEHOBAHME CTPYKTYPHOro noapasgeneHusa, damuaus,
MHUUManbl. Hanpumep:

Pocapxus

PykosoguTento PrMHaHcoBOro
ynpasaeHun
damumnma N.0.

Mpu paccblike AOKYMEHTA TUMOBOTO COAEPKAHUA FOCYAaPCTBEHHBIM OpraHam, opraHamM MecTHOro
CaMoOynpaBfeHus, OpraHM3auMaM WAM B CTPYKTypHble NoApasaeneHus, agpecaT YyKasbiBaeTca
0606weHHo. Hanpumep:



PykoBogutenam
TepPPUTOPMANbHbIX OPraHOB
depepanbHOro KasHavencTea B
cybbeKkTax Poccuiickoi
depepaunm

Mpu paccblike AOKYMeHTa He BcemM oOpraHam  (opraHusaumMam) WAM  CTPYKTYPHbIM
nogpasgeneHuam, noa peksnsutom "Agpecat” B ckobkax yKasbiBaetca: "(no cnucky)". Hanpumep:

PykoBoanTtenam denepanbHbIX
OPraHoOB WUCMOJIHUTE/IbHOM
B/1aCTU (MO CNUCKY)

Ecnv nucbmo HanpasAnseTcA, KPOMe OCHOBHOMO ajpecaTta, AN CBEAEHWUA ele HEeCKObKUM
afpecatam, obliee KOMYECTBO aApecaToB He A0/KHO MpPeBbIWaTh YeTbipex (Kpome npoueccyanbHbIX
AOKYMEHTOB), NPW 3TOM OCHOBHOW aZpecaT yKasbiBaeTcA nepsbim. Cnoso "Konua" nepep BTOpbIM,
TPETbMUM, YeTBEPTbIM aZpecaTaMm He YKasblBaeTCs.

Mpy agpecoBaHUM AOKYMEHTA GU3MYECKOMY /MLy YKasbiBaloTcA: GamMuansa, MHULMANbI InLa B
JaTeIbHOM Nnajaeske, NoYToBbIM agpec KoppecnoHaeHTa. Hanpumep:

damunnma U.0.
yn. BeceHHsasa, a. 5, ke. 124,
MockBa, 119235

dneMeHTbl NOYTOBOrO aJpeca YKasblBaloTCA B NOCNEA0BATE/IbHOCTU, YCTAHOBAEHHOM Mpasuaamm
OKa3aHMA yCcnyr NOYTOBOM CBA3M <77>:

<77> MNpaBunna oKasaHWa ycayr NOYTOBOM CBA3M, YTBEPKAEHHbIE NPUKa3zoM MUHUCTEPCTBA CBS3M U
MaCCOBbIX KOMMYHUKaumii Poccuiickoit ®epepauymn ot 31 miona 2014 r. N 234 (3apernctpuposaH B
MuHUcTepcTBe tocTUUMKM Poccuiickon depepaumn 26 aekabpa 2014 r., pernctpauunoHHbiii N 35442;
Poccuitckan raseta, 31.12.2014, N 299 (onybnukoBaH 6e3 npunoxkeHus); OduuManbHbI UHTEPHET-
nopTtan npaBoBoi MHbopmaummn (Www.pravo.gov.ru), 10 nioHsa 2019 r.).

a) ANA OPUAMYECKOro Mua - MOJHOE WM COKpaleHHOoe HaMMeHoBaHue (Npu Hanuuuu), ann
rpaxkgaHuHa - baMmuauns, UMs, 0TYeCTBO (NocaeaHee Npu HanMumm);

6) 6aHKOBCKME PEKBU3UTHI (419 NOYTOBLIX NEPEBOAOB, HANPABAAEMbIX OPUANYECKOMY ANLY UAU
NPYHMMaEMbIX OT OPUANYECKOTO MLA);

B) Ha3BaHMeE yAuULLbl, HOMEp AO0Ma, HOMEpP KBAapTUpbI;

r) Ha3BaHWe Hace/IeHHOTO MYyHKTa;

[) Ha3BaHWe panoHa;

e) Ha3BaHwue pecnybanKn, Kpas, 061acTi, aBTOHOMHOrO oKpyra (o6aacTtn);

) Ha3BaHMe cTpaHbl (417 MeXAyHaPOAHbIX MOUYTOBbIX OTNPABAEHWUIA);
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3) MOYTOBbIN MHAEKC.

Mpu oTnpaBKke NUCbMa MO 31EKTPOHHOM noyTe UaM No GakCMMUAbHON €BA3K (6€3 AOCbINKM Mo
noyTe) NoYTOBbIN agpec He yKasbiBaeTcA. Mpu HEOBXOAMMOCTN MOXKET BbITb YKa3aH 3/1€KTPOHHbIN agpec
(Homep TenedoHa/dpakca). Hanpumep:

MuHucTepcTso
3KOHOMWYECKOro pa3BuTuA
Poccuiickoin Pegepaumm

abcd@gov.ru

MoYTOBbLIV aApPec MOMKEeT He YKasblBaTbCA B OOKYMEHTaX, HanpaB/isaemMblX B BbICLUME OpraHbl
BJACTW,  BbllleCTOAWME  OpraHuM3auMu, NOABEAOMCTBEHHbIE  OpraHM3auMm W MOCTOAHHbLIM
KoppecnoHZeHTamM (3a WUCK/IOYEHMEM HanpaB/ieHUA MNUCEM YKasaHHbIM agpecaTam B KOHBepTax C
NpPo3payYHbIMN OKHaMM).

15. F'puo yTBEpPKAEHUA [OKYMEHTA

MpocTaBnsAeTcd Ha [AOKYMEHTe, YTBEep)KAAaeMOM HenocpeAcTBEHHO [AONXMHOCTHbIM  /ULLOM
(pykoBogutenem uam UHbIM YNOJHOMOYEHHbBIM MM AO/BKHOCTHBIM JIULLOM) WAWU PacropAaUTE/IbHbIM
JOKYMEHTOM (YKa30Mm, NOCTaHOB/IEHMEM, MPUKA30M, PacropssKeHnem).

lpnd yTBEpKAEHMA odOpMAAETCA B MPaBOM BepxXHem Yray NepBoro JNcTa YTBEpP)KAaeMOoro
OOKyMeHTa. CTPOKM peKBM3UTa BblPaBHMBAIOTCA B Npefenax 30Hbl, 3aHATON PEKBM3UTOM, NO NeBOMY
Kpato UK NO LEHTPY OTHOCUTEIbHO CaMOol AJIMHHOM CTPOKU.

Mpu yTBEPXKAEHUN AOKYMEHTA HEMNOCPeACTBEHHO AOJ/IMKHOCTHbIM /IMLOM TpUd YTBEPHKAEHUA
BK/AoYaeT cnoso "YTBEPKOAK", B MMeHUTENbHOM nNadelKe HaMMeHOBaHWE [JOJIKHOCTU /nua,
BK/AOYAlOWEe HaMMEeHOBAaHME TOCYyAapPCTBEHHOrO OpraHa MAM OpraHa MeCTHOro CamMoynpas/eHuA,
COBCTBEHHOPYYHYIO NMOAMNWUCH AOMMKHOCTHOIO /MU, ero MHuuManbl, Gamuanio U aaty yTBep*KAeHUs.
Hanpumep:

YTBEPXKOAIO

PykosoauTenb GepepanbHOro
apXMBHOTO areHTCTBa

Moanuco A.H. Aptnsos

[ata

Mpy yTBEPKAEHUM PacnopAaUTENbHbIM [AOKYMEHTOM rpud YTBEPXAEHUS COCTOUT U3 C/0oBa
"YTBEPHAEH" ("YTBEPXAEHA", "YTBEPAEHbI" nan "YTBEPJAEHQ"), cornacoBaHHOro ¢ Ha3BaHWem
BMAA YTBEP)KAAEMOro [AOKYMEHTa, HauMeHOBaHMUA YTBEP)KAAKoLero [AOKYMEHTa B TBOPUTE/NbHOM
najaee, ero AaTbl, Homepa. Hanpumep:

(PernameHT) YTBEPXAEH

npuKasom
depepanbHOro
AaPXMBHOTO areHTCTBa

o1 5 noHA 2020 r. N 82



(Mpasuna) YTBEPX/EHbI

NOCTAaHOB/IEHMEM
depepanbHOro
APXMBHOTO areHTCTBa

0T 22 mana 2019r.N 71

16. 3aroNo0BOK K TEKCTY

3aroNoBOK K TEKCTY - KpaTKoe CoAep!KaHne AOKYMeHTa. 3aro/IoBOK K TEKCTY OTBeYaeT Ha BOMpocC
"o yem?" (bopmynmpyetca c npeanorom "0" ("06") unm Ha Bonpoc "yero?". Hanpumep:

npuKas (o yem?) O co3gaHNM aTTECTALIMOHHON KOMUCCUU
nucemo (o yem?) O npegocTaBieHUU MHPopmaLmMm

aKT (4ero?) npuema-nepesaun aen

NpPOTOKOA (4ero?) 3acegaHns aKCNEPTHOM KOMUCCUM

B aenosbix (Cy»KebHbIX) MMCbMax 3aro/I0BOK K TeKCTY opopMaseTca nog peksnsmMTamm 61aHka ot
rPaHuLbl 1€BOrO NoJA, B HOPMATMBHbIX MPaBOBbIX aKTax, pacnopaguTesbHbIX JOKYMEHTAX 3aroj0BOK
obopmnAeTcA Haf TEKCTOM W BbIPAaBHMBAETCA MO LLEHTPY OTHOCWUTE/NIbHO CaMOW OJIMHHOW CTPOKMW.
Hanpumep:

06 yTBep:kaeHMM MON0KEHUA O CUCTEME MEXKBEAOMCTBEHHOIO
3N1EKTPOHHOrO AOKYMeHToobopoTa

17. TeKcT AOKYMEHTA

TeKCcT AOKYMeHTa L0/1XKeH 6bITb cOCTaBNeH rPamoTHO, ACHO, NOHATHO U NO BO3MOXXHOCTU KPaTKO.
TeKCT JOKYMEHTa J0/IKEeH cofep)KaTb AOCTOBEPHYIO U aKTyaNbHYHO MHd)OpMaLI,VHO, AOCTaTO4YHYO ANnA
NPUHATUA DELUEHMVI UM NX UCNOJIHEHUA, N HE AO0/TXKeH A0NYCKaTb Pa3/INYHbIX TO/IKOBAHUN.

TeKcT AOKYMEHTa B roCy4apCTBEHHbIX OpraHax, opraHax MecTHOro camoynpas/eHUs COCTaBAAETCA
Ha PYCCKOM A3blKe KaK rocyAapCTBeHHOM A3blke Poccuitickoli depepaumu, rocyAapCTBEHHbIX A3blKax
pecnybnauk B coctaBe Poccuiickoit depepaumm M MHbIX A3blKax HapoZoB Poccuiickoli denepauun,
onpeaensiemblx 3aKOHOAATENbCTBOM pecnybimK <78>.

<78> 3aKkoH Poccuiickont depepaumm ot 25 oktabpa 1991 r. N 1807-1 "O A3blkax Hapodos
Poccuitckoit depepaummn” (Begomoctm cbesaa HapoaHbIx AenyTaTtoB u BepxosHoro CoseTa Poccuiickoi
depepaunmn ot 12 pekabpsa 1991 r., N 50, cr. 1740; CobpaHue 3akoHoAaTenbcTBa Poccuintckol
depnepaunn, 1998, N 31, ct. 3804; 2014, N 11, cT. 1094). CT. 16.

B TeKkcTe JOKYMeHTa He AonycKaeTca ynotpebaeHue:
NPOCTOPEYHOMN M IKCMPECCUBHOM IEKCUKM;
MHOA3bIYHbIX 3aMMCTBOBAHMWI NPU HA/IMYMM SKBUMBAIEHTOB HA PYCCKOM A3bIKE;

0000OLWEHHbIX pPacCy*KAEHWUN, BOCKAWLAHWIA, NpU3bIBOB, 0OpPasHbIX CPaBHEHWUN, 3MNUTETOB,
meTtadop;
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abbpesmaTyp M rpadUUECcKMX COKPALLEHWUN, Kpome OBLLEenpUHATbIX WMAM paclindpoBaHHbLIX B
TEKCTe AOKYMEHTa;

HEHOPMAaTUBHOM NEKCUKMU.

B TekcTe AOKYMeEHTa, NOATOTOB/IEHHOM HA OCHOBAHWM 3aKOHOAATENbHbIX MW UHBIX HOPMATUBHbIX
NPaBOBbIX AKTOB, paHee U34aHHbIX pacnopAaNTENbHbLIX AOKYMEHTOB, YKA3bIBalOTCA UX PEKBU3UTDI:

HanmeHoBaHMe [OOKYMEHTA, HaWMeHOBaHWE TroCyaapCTBEHHOINoO oOpraHa, OpraHa MeCTHOro
camoynpasaeHna, unsgasllero AOKYMEHT, AaTa AOKYMEHTaQ, peI'VICTpaLI,MOHHbIl\/‘I HOMEP AOKYMEHTa,
3aro/s10BOK K TEKCTY,

HaMMeHOBaHWE TroCyAapCTBEHHOIO OpraHa, opraHa MeCTHOro CamMoynpaB/ieHMA WA AO0KHOCTU
Nnua, yTBEPAMBLUETO AOKYMEHT, AaTa YTBEPXKAEHUA AOKYMEHTA.

TeKCT fOKYMEHTa MOXKET COAEpXKaTb pasgesbl, NoApPa3aenbl, MYHKTbl, NOAMNYHKTbI, HYMepyemble
apabckmmm  umMdpamu, 3a WCKAIOYEHMEM HOPMATMBHbIX MPABOBbIX AKTOB, B KOTOPbIX pasgessl
HYMEPYIOTCA PUMCKMMMU UMbpamK, a NYyHKTbl - apabckumum <79>. YpoBHel pybpuKauum TeKcTa He
OOMKHO BbITb Hoee YeTbIpex.

<79> MyHKT 6 MpaBua NOATOTOBKM HOPMATMBHbIX NPaBOBbIX aKTOB ¢eaepasibHbIX OpraHoB
MCMONHUTENBHOW BNACTM M UX FOCYAAPCTBEHHOM perncrpaumu, yTe. noctaHoBneHuem [paBUTENbCTBA
Poccuitckoin ®epepaumm N 1009.

TeKCT 4OKYMeHTa u3naraeTca:
B NOCTaHOB/IEHMAX - OT TPETbEro ANLAa eaUHCTBEHHOro Yucna (... noctaHosAseT: ..."

B NPUKasax, U34aHHbIX eANHONNYHO, - OT MEePBOro MLa eAMHCTBEHHOro ymcaa ("... NprKasbiBalo:

)

B MNOCTAaHOB/EHUAX, MPUKasax, W34aHHbIX COBMECTHO ABYMA WM 6osee rocyAapCTBEHHbIMU
opraHamu, - OT MepBOro ANLA MHOMECTBEHHOro ymcna ("... npukasbiBaem: ...") uan oT TpeTbero AnuUa
MHOXeCTBEHHOro Yyncaa (noctaHosasoT: ...");

B MPOTOKOJIaX 3acefaHuit - OT TpeTbero /vua MHoXecTBeHHoro uucna ("CAYWANN',
"BbICTYNUAN", "NOCTAHOBUAN" nan "PELLINAN");

B AEN0BbIX NUCbMaX, Od)OpMI'IEHHbIX Ha GnaHKax opraHunsauuun, - OT NEepBOro auua
MHOXEeCTBEHHOIo 4ncna (I'IpOCl/IM, HanpasaAem, rlpep,naraeN\) WM OT TpeTbero anMua eamHCTBEHHOIo

yncna ("MMHUCTEPCTBO He Bo3parkaerT...", "agMUHUCTPaALMA CYNTAET BOSMOXKHbIM...");

B [e/N0BblX NUCbMax, OPOPMEHHbIX Ha 6naHKax AOMKHOCTHbIX /ML, - OT NepBoro Auua
eauMHcTBEHHOro uucna ("npouwy...", "npegnarato...") UAM OT TpeTbero NnUa eauHCTBeHHoro uucna (...

AenapTameHT He pacnosaraert ...", "... areHTCTBO roTOBO paccmMoTpeTh...");

B OOKNAAHbIX U CAYebBHbIX 3anmuckax, 3aABieHMAX - OT NepBoro AnLa eAMHCTBEHHOro Ymucna
("npowy...", "cuntato HeobxoaAMMbIM...");

B [OOKYMEHTaX, YCTaHaBAMBawWwMx OyHKUMKM (06A3aHHOCTM), NpaBa W OTBETCTBEHHOCTb
CTPYKTYPHbIX MoAgpasgeneHuii, paboTHWKOB (MONOXKEHWEe, WHCTPYKUMA, pPernameHT), a TaKke
coZepiKalmx onuMcaHue cuTyaumin, aHann3 GaKkToB M BbIBOAbI (aKT, cnpaBKa), ucnosnbsyetca ¢opma
M3/IOKEHUA TEeKCTa OT TPeTbero /uua eAMHCTBEHHOTO WM  MHOMKecTBeHHoro uucna ("otaen

ocyuiecteasieT GyHKUMK...", "KOMUCCUA NpoBena NpoBepKy...").
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Cnosa "nocraHoBnsiet", "npuKasbiBato" neyaTatoTcs BpaspsaaKY M MOTYT BblAENATLCA MNOYHKUPHbBIM
wpudTom.

MpM noaroToBKe TeKCTa AOKYMeHTa cieayeT cobnogatb npaBuia HanucaHus oduuManbHbIX
HAaUMEHOBAaHWI, YNCANTESIbHBIX U eAUHUL, U3MEPEHUA.

B TeKcTtax [OOKYMEHTOB ynoTpebnsawTca obuwenpuHaTble abbpeBuatypbl U rpaduyeckme
COKpalLeHus.

Mpw yKasaHMK B TeKCTe GaMUANKN LA MHMLMANbI CTaBATCA nocne pamuaunu.
B aenoBbix (cny*KebHbIx) NUCbMax UCMNONb3YIOTCA:

- BCTyNnuTeNbHoe obpalleHue:

YBaxkaembili rocnoguH Mpeaceaatenb!

YBaaemblii rocnogH MuHuctp!

YBarkaembiii rocnogmH MeaHos!

YBarkaemas rocno<a Netposal

YBarkaemblit MBaH MNeTposuy!

YBarkaemas AHHa HuKonaeBHa!

YBaxkaemsble rocnoaa!

3aKN04YnUTENbHAn 3TUKETHaA ¢pasa: "C yBarkeHuem, ...".

HanmeHoBaHMe [OMKHOCTM BO BCTYMUTENbHOM OOpalleHUM nuweTcA C NPOMNUCHOM OyKBbI, B
obpalLeHmm no GpamuanMm MHULMAAbI TNLA He YKa3blBaloTCA.

B TEKCT AOKYMEHTa MOryT BK/OYaTbCA PpparmeHTbl, opopmeHHble B BUAE TabanLbl UM aHKETLI.

CTpaHuubl TEKCTA HYMepPYHTCA apabckummn undpamm no cepegmHe BEPXHEro Nons ¢ OTCTyNnom ot
Kpaa aucta - 10 mm.

18. OTmeTKa 0 NpUNOoXKEeHUU

CopepXuUT cBeieHnna O AOKYMeHTe (AOKymeHTax), nmpunaraemom (npuaaraembix) K OCHOBHOMY
AOKYMEHTY.

B conposoguTenbHbIX MMUCbMaxXx U UHbIX MHd)OpMaLI,MOHHO-CFIpaBO‘-IHbIX AOKYMEHTaX OTMETKa O
NPUNOKEHUN Od)Ole'IFiETC’FI noA4 TEKCTOM OT rpaHuLLbl 1€BOro noaa O AHUM UX cnenyrowmnx cnoco6os:

- €CNY NPUNOXKEHUE HAa3BaHO B TEKCTe:
MpunnoxeHune: Ha 2 n. B 1 3K3.

- ecan npunoxkeHme He Ha3BaHO B TEKCTe Uan ecnum I'IpVIﬂO)-KEHMﬁ HECKOJ/IbKO (YKaSbIBaPOTCﬂ
Ha3BaHWUA AOKyMEHTOB-I’IpMﬂO)-KEHVIﬁ, KOZIN4eCTBO ZINCTOB U 3K3eMNNIAPOB KaxXXaoro n3 HVIX):

Mpunoxenue: 1. MonoxeHune o enaprameHTe GMHAHCOB Ha 5 1. B 1 9K3.

2. CnpaBKa 0 KaapoBoMm cocTaBe [JenaptameHTa GMHAHCOB Ha 3 1. B 1 3K3.



- eC/N NPUNOKEHME (NPUNOXKEHUS) cOPOLLIOPOBaHbI NN MPOLLNTBI:
Mpunoxenune: [lorosop o coTpyaHmyectse ot 12 maa 2020 r. N 65 B 2 3Ks3.

- eCN  OOKYMEHT, ABAAIOWMIACA NPUNOKEHMEM, UMEET MNPUIOKEHMA C CaMOCTOATENbHOM
HyMepaLmeln CTpaHNL;:

MpunoxeHune: nucemo PKY "TocymapcTBeHHbli apxms Poccuiickoin ®egepauumn” ot 05.06.2020 N 02-
6/172 v NPUNOXKEHMA K HEMY, BCEro Ha 5 /.

eC/iM NMCbMO HanpaBnAeTCcA HECKOJZIbKUM aapecaTtam, a JOKYMEHT-NPUNTOXKEHNE TOZIbKO NeEPBOMY
N3 HUX:

MpunoxkeHue: Ha 3 n. B 1 3K3. TONLKO B NePBbIA agpec.

ecnm  npunoxeHnem ABNAKTCA OOKYMEHTbl, 3alMCaHHblE Ha ¢M3M‘-IeCKVI 060c061eHHbIN
3I'IEKTpOHHbIl7I HOCUTENb:

MpunnoxeHune: DVD-R B 1 3Ks.

Mpu 3TOM Ha BKAadbllle (KOHBeEpPTE), B KOTOPbIA MOMELLAeTCs HOCUTeNb, YKa3blBakoTcA
HaUMEHOBaHUA [OKYMEHTOB, 3aMnucaHHbIX Ha HocuTenb, uMMeHa ¢alioB, obbem B bOanTax.
JononHuTenbHO MOXeT bbITb YKazaH dopmat daiina (docx, pdf, odt nam nHon).

Mpy HaAMuUKU  NPUNONKEHUIN, NOATOTOBNAEHHbIX B (GOPME 3/1EKTPOHHbIX [AOKYMEHTOB U
nepecbinaembix MO UHGOPMALUUOHHO-TENEKOMMYHUKAUMOHHOM CETU, OTMETKY O MPUIONKEHUM
pekomeHayeTca 0GOpPMAATL C/edylowmmMm 06pa3om  (KOMYECTBO 3K3eMM/IAPOB MpUM  3TOM  He
yKasbiBaeTcs):

MpunoxeHne: AHaNUTMUYECKasA CNpaBKa o ... Ha 20 n., Cnpaska_195.pdf, 55 Kb.

ECM NPUNOMKEHUIA HECKO/IbKO, OHM MOTYT BK/IOYATbCA B OAMH apXMBHbIA ¢dalin dopmaTa zip ¢
yKasaHMem KonudectBa $aiioB, NMOMELLEHHbIX B apxuB, U MXx obbema B 6alTax (c gobaBneHvem
MHOPMaLUMN AN BOCCTAaHOBAEHUA He MeHee 5% oT oblero o6bema daiina B popmare zip). Hanpumep:

MpunoxeHune: 5 npunoxxeHnin B ogHom daiine (Mmsa dainna c paclmpeHuem zip) obbemom (B banTtax).

B pacnopagutenbHbIX OOKYMeEHTax (MOCTAHOBNEHMUSAX, PELUeHUAX, MPWKasax, PacropsKeHusXx),
[OroBOpPax, MOJIOKEHWUAX, MPABUIAX, MHCTPYKUMUAX U APYTUX AOKYMEHTaX OTMETKa O MpPU/IOMKEHUM
odopmnsieTca cnegyowmm obpasom:

B TEKCTE JOKYMEHTa NPY NepBOM YNOMUHAHUUN AOKYMEHTA-MPUNONKEHMA B CKOBKaxX yKasblBaeTcA:
... (NnpunoxkeHne) unu ... (npunoxeHune 1); nepes HOMEPOM NPWUIONKEHUS AOMYCKAETCA CTaBUTb 3HAK
Homepa: ... (npunoskeHue N 1);

Ha NepBoOM ZINCTe JOKYMEHTA-NMPUNOKEHNA B MPAaBOM BEPXHEM YI/ly YKa3blBaeTCA:

Mpunnoxkenne N 2

K npuKasy (HaumeHoBaHue

rocyfapcTBEHHONO OpraHa,
OpraHa MecTHOro
camoynpas/fieHus)

ot 15 aBrycta 2020r. N 112



B oTmeTKe 0 NMPUNOKEHUN MOXKET YKa3blBaTbCA COKpPaLLEHHOEe HaMMeHOBaHMEe rocy4apCcTBEHHOIO
opraHa, opraHa MecTHOro camoynpassieHma). CTPOKM peKBU3UTa BbipaBHMBAIOTCA MO 1€BOMY KPato UK
LEeHTPUPYIOTCA OTHOCUTE/IbHO CAMOM AJIMHHOM CTPOKW.

Ecan npunoxkeHnem K pacnopaautesibHOMY AOKYMEHTY ABAAETCA HOPMATMBHbIM MPaBOBOWN aKT
WUAN UHON OOKYMEHT, YTBEPXKAAEMbI AaHHbIM PacnopaamTenbHbIM AOKYMEHTOM, Ha NEpBOM JIMCTe
NPWUIOXKEHUA NPOCTABAAETCA OTMETKA O NPUIONKEHUN (6e3 CCbIIKM Ha PacnopaAnTebHbIA AOKYMEHT) U
rpnd yTBEpP)KAEHMA, B KOTOPOM YKAa3blBAlOTCA AaHHble PacnopaauMTeNbHOro AOKYMEHTa, KOTOpPbIM
YTBEPXKAEH AOKYMEHT-NPUNONKeHMe. Hanpumep:

MpunnoxkeHne N 1
YTBEPAKAEHO

npukasom (HammeHoBaHue
rocy4apCTBEHHOro opraHa,
opraHa MecTHOro
camoynpasneHus)
ot 18 maa 2020 r. N 67

Ecnv ogHMM pacnopaamuTeNbHbIM YTBEPMKAAETCA HECKO/NbKO AOKYMEHTOB, Ha KaXAOM W3 HUX
0pOPMAAIOTCA OTMETKM O NPUNONKEHUN, BKNIOYAIOLLME TPUD YTBEPKAEHUS.

19. 'puo cornacoBaHmnA JOKYMEHTA

MpocTaBnAeTca Ha AOKYMEHTaXx, COr/1aCoOBaHHbIX OpraHamu BNaCTU, LOXKHOCTHbIMU INLLAMMU. I'pMd)
cornacosaHMAa B 3aBUCUMMOCTU OT BUOA OOKYMEHTa WU ocobeHHocTel ero Od)OpM]'IEHVIFI MoXeT
NPOCTaBNATbCA:

Ha NepBOM /INUCTE JOKYMEHTA (€CAN SOKYMEHT UMEET TUTY/bHbIN JINCT, - HA TUTY/IbHOM JIUCTE) B
NIEBOM BEPXHEM Yray Ha ypoBHe rpuda yTBepKAeHWUA UK Noj HaMMEHOBAaHMEM AOKYMeHTa 6umxke K
HUMKHEMY MOJ110);

Ha noc/iegHem NCTe AOKYMEHTA Mo TEKCTOM;
Ha INCTE COrNacoBaHUsA, ABNAIOWEMCA HEOTbeM/IEMOW YaCTblo AOKYMEHTa.

lpnd cornacoBaHua coctout u3 cnosa "COIMMTACOBAHQO", A0NXKHOCTM /MUE, C KOTOPbIM
COrNacoBaH OOKYMEHT (BKAHOYaA HAMMEHOBAHWE OpraHusauuu), ero cobCTBEHHOPYYHOW nogmnwcy,
WHULMANOB, GamMuanm, Aatbl cornacoBaHuaA. Hanpumep:

COIrNACOBAHO
PykoBoautens [lenapTameHTa 34,0aBOOXPaHEHUS

Moanucb n.0. damnnunsa

Jata

Ecnv cornacoBaHWe OCyLLECTBAAETCA COBELLATEbHbIM, KOOPAUHALMOHHBIM METOANYECKUM WU
WHbIM OpraHom, B rpude cornacoBaHMA yKasblBaeTCa HAMMeHOBaHMe opraHa, AaTta U HoMep NPOTOKOAa,
B KOTOPOM 3adUKCMPOBAHO peLLeHne 0 cornacoBaHnn. Hanpumep:

COrMACOBAHO



Hay‘-IHO-TeXHVI‘-IECKVIM coOBETOM

(npoTokon ot N )

Ecan cornacosaHue OCyuwlecTBaAeTCA NMMCbMOM, YKa3biBalOTCA BUA AOKYMEHTA, HaMMeHOBaHWUe
OpraHa, cornacoBsasLwero 4OKyMeHT, Aata h HOoMmep Nnncbma. Hanpmmep:

COrMACOBAHO

nmcbmo PenepanbHOro apXMBHOIO
areHTcTBa oT N

20. Busa

Busa ABAAETCA OTMETKOM O BHYTPEHHEM COr1aCcoBaHUMN MPOEKTa AOKYMEHTa, CBUAETE/bCTBYET O
COrNacumn UAN HECOTacUM A0IKHOCTHOIO INLA C COAEPKAHMEM NPOEKTA AOKYMEHTA.

Busa BK/AOYAaET HaMMEHOBaHWE MOO0/KHOCTM AMLA, BUSUPYIOLLErOo [AOKYMEHT, YyKasaHHoe B
UMEHUTENbHOM Nagexe, MOANUCb, PacWMPPOBKY noanucu (MHUUMaNbL, damuauio) U aaty
BM3MpPOBaHUA. Hanpumep:

PyKkoBoguTenb opnanyeckoro otaena
Moanucb n.0. damumnna

Jata

Mpwn HaNMYUK 3aMeYaHN K LOKYMEHTY BU3Yy 0QOPMASAIOT Ceayomnm obpasom:

3ameyaHuA npuaaratoTca.
PykoBoguTens lopnamnyeckoro otaena
Moanucb n.0. damunna

Jata

B rocysapCTBeHHbIX OpraHax, oOpraHax MeCTHOTO CamoynpasaeHus, npumeHalowmx CI/,
COrNacoBaHMe MOXET NPOBOANUTLCA B 3/1EKTPOHHONW dpopme.

B OOKymeHTax, NOAJAMHHUKM KOTOPbIX XPAHATCA B rOCYy4apCTBEHHOM OpraHe, opraHe MecTHOro
camoynpassieHna, Bu3bl NPOCTABAAKOT Ha nocnegHemM NNCTe AOKYMEHTa noh nognucbilo, Ha OﬁOpOTHOf/‘I
CTOpoHEe nocnegHero nncrta nNoOA/IMHHUKA AOOKYMEHTa WUAN Ha UCTe COornacoBaHuA (BMSI/IpOBaHMFi),
npunara€mMmom K AOKYMEHTY.

B ucxogawmx AOKYMeEHTax BM3bl MPOCTaBAAIOTCA Ha 3K3eMMNApPax AOKYMEHTOB, MOMELLAEMbIX B
aeno.

Mpy HeobXoAMMOCTU MOMKET TMPUMEHNTbCA MOJIMCTHOE BWM3MPOBaAHWE [OKYMEHTa U ero
NPUAOXKEHWUNA.

21. NMNognucb



MoAnucb BKAKOYAET: HaMMeHOBaHMe [O/IKHOCTM  /Anua, NOAMMCABWIEro AOKYMEHT (npu
MCMNO/Ib30BaHUN 61aHKa AONKHOCTHOIO /ML HaMMeHOBaHWe O0J/IKHOCTM He YKasblBaeTcsa), JIMYHYIo
noAanuch 1 ee pacwndpoBKy (MHUUManbl u damuaunto). Hanpumep:

3amecTutenb pyKkosogutena MNognuco N.0. damunnns

Ecan AOKYMEHT ocl)omeeH HEé Ha 6I'IaHI-(e, B  HaMMeHOBaHUWE OONXKHOCTU BK/IHOYAETCA
HanmeHoBaHWe opraHn3auunun. Hanpmmep:

3amecTuTenb pykoBoautens
PenepanbHOro apxmMBHOTO
areHTCcTBa MNognuco A.B. lOpacos

Ecnv pokymeHT (aenosoe nucbmo) odopmaeH Ha 61aHKe NMcbMa rocyAapCTBEHHOMO opraHa Wam
opraHa MecTHOro caMoynpaBAeHMWs, HO NOANMCbIBAETCA PYKOBOAMTENEM CTPYKTYPHOTO NoApasaeneHus
(Npy HaAMUYMKM y HEro TakMX MOAHOMOUMIM), B MOANUCK YKa3bIBAETCA AO/IKHOCTb MLA U HaMMEHOBAHUE
CTPYKTYpHOro noapasaeneHusa. Hanpumep:

Pykosogutenb [lenaptameHTa
KamepasibHbIX NPOBEPOK Moanuck N.0. Pamunnma

Mpy odopmNeHUN AOKYMEHTA Ha BnaHKe AOMKHOCTHOrO AnLa AO/KHOCTb 3TOMO LA B NOANUCH
He yKasbiBaeTcs. Hanpumep:

Moanuce n.0. damumnna

MpV NOAMMCAHUN AOKYMEHTA HECKOJIbKMMM OO0/IMHOCTHBIMU IMLAMKW, 3aHMMAIOLWMMKU pasHoe
NOJNIOMKEeHNe, UX NOANUCKU PacronaraloTca oAHa nog ApYyron B NocaeAoBaTe/bHOCTU, COOTBETCTBYIOLLEN
cTaTycy AosixHocTu. Hanpumep:

3amecTutenb pyKoBoauTena MNognucob N.0. damumnnsa

[naBHbIN Byxrantep Mognuco n.0. damumana

MpM NOANUCAHUN AOKYMEHTA HECKO/NIbKUMW AWUAMM  PaBHbIX [O/KHOCTEW WX MoAnucU
pacnonaratoTca Ha 0g4HOM ypoBHe. Hanpumep:

3amecTuTeNlb MMHUCTPA 3amecTuTeNnb MUHUCTPA
no ¢puHaHCOBbLIM BOMpPOCaM no aAMUHUCTPATUBHbLIM BONPOCam
Moanucb n.0. damunna Moanucb n.0. damunnua

B OOKyMeHTax, MoAroTOB/EHHbIX KOMMUCCMEW, B MOAMMCKU YKa3biBaeTCA CTaTyC JiMLA B COCTaBe
Komuccuu. Hanpumenp:

Mpepcepatens kKomnccumn Moanuce n.0. damnnusa

YneHbl Kommccum Moanuce n.0. damnnusa



Mognucb n.0. damumnna

Mpyv NoANVUCAHWWM AOKYMEHTa JIMLOM, MCNOAHAKWMM 06A3aHHOCTM PYKOBOAUTENA, NOANUCH
0bOpPMAAETCA C YKa3aHMeM CTaTyca A0XKHOCTHOTO IML,A B COOTBETCTBUM C NMPUKA3OM (pacnopsiKeHUem).
Hanpumep:

M.o0. pupektopa [enapTameHTa
MHOOPMALMOHHBIX TEXHOOMN Moagnucb N.0. damunnns

nnu:

UcnonHsaowmin obasaHHOCTH
avpektopa JenapTameHTa
NHGOPMALMOHHBIX TEXHOOTUNA Moanuch N.0. damunnnsa

CnoBa "ucrnosiHAOWMIK 00A3aHHOCTU" NUWYTCA MNOJHOCTbIO WMAWM B BuAe TpadUyeckoro

COKpaleHua "n.o0." (He: "BpeMeHHO UcnoHAWMM 0ba3zaHHocTn", "Bpro").

Mpn nognucaHMm [AOKYMEHTa JINMLOM, MMELWMM MpaBo MNOAMNUCK B C/y4ae BPEMEHHOTO
OTCYTCTBMSA PYKOBOAUTENS, WCMPABJEHMA B HAMMEHOBAHME AOMKHOCTM WM pacwmdpoBKy damuamm
NoAroTOBNEHHOrO M COM1AaCOBAHHOMO MPOEKTA AOKYMEHTA BHOCATCA OT PYKM WAM C UCMONb30BAHUEM

n n

COOTBETCTBYHOLWMX LWTAaMMOB. He AONyCKaeTCA CTaBUTb KOCYyKO 4epTy, HaAanucb 3a nepeg
HanmeHoBaHWemM JONKHOCTU nLa B NOo4NNUCKU, eCO JOKYMEHT NOANMUCbIBAET MHOE AO0/IXKHOCTHOE TNLO.

22. OTmeTKa 06 31eKTPOHHOI noanucu

PeKkBM3UT UCNONb3YeTCA ANA BU3yann3aummn 31eKTPOHHOM NognucK nosydyatenem AOKYMeHTa npu
obMeHe 3N1eKTPOHHbIMM AOKYMEHTaMU, NOAMNUCAHHBIMU YCUNEHHOW KBaAUDULMPOBAHHOMN 3/1EKTPOHHOM
NoAnNuCbIo.

OtmeTKa 06 3/71EKTpOHHOW nognucu  GopmMupyeTca W BU3YaaM3UPYeTcs MPOrpPaMMHbIMM
CpencTBamm B COOTBETCTBUM C YCTAaHOBAEHHbIMKW TpeboBaHMAMM <80>. Hanpumep:

<80> MpunKas MuHkomcsasn Poccum n ®CO Poccum N 186/258.

AunpekTop genaptameHTa AOKYMEHT NOANMCAH n.0. dPammnua
INEXKTPOHHOMA NOANMCHIO

Ceprwdunar 12222ppp00000000001 1

Brageney Samunnen s OrvecTso

Aedcraurenes ¢ 01.06.2019 no 01.06, 2022

23. MNMeyatb

MeyaTb 3aBepsAeT NOAJMHHOCTb NOAMMUCU AOKHOCTHOIO NMLA HA AOKYMEHTaX, YA0CTOBEPAOLLMX
npaBa auu, ¢UKcUpyoWwmMx ¢GakTbl, CBA3aHHble C (PUHAHCOBLIMM CPeACTBaMM, a TaKMKe Ha WHbIX
JOKYMeHTax, npeaycmaTpuBalOWMX  3aBepeHWe  MOAMMCM  MedyaTbld B COOTBETCTBUM  C
3aKoHoaaTenbcTeom Poccuitckoin Pegepaumm.

JoKkymeHTbl $pefepanbHOro rocyaapcTBEHHOrO OpraHa 3aBepAloT NeYaTblo C BOCNPOM3BeLEHMEM
locypapctBeHHoro repba Poccuitckon depgepaumnm, rocyaapcTBEHHOro opraHa cybbekTa Poccuiickoi
depepaumnn - nevyaTbio ¢ BOCnpoussegeHnem repba (repanbamMyeckoro 3Haka) cybbekta Poccuiickoit


https://login.consultant.ru/link/?req=doc&base=LAW&n=186762

depepauun, opraHa MeCTHOro CamoynpaB/ieHMa - ne4yaTblo C BOCNpoussedeHnem repba
(repanbamyeckoro 3Haka) opraHa MecTHOro camoynpas/eHus.

OTTUCK neyaTn NpOCTaBAAETCA, HE 3aXBaTblBaA COOCTBEHHOPYYHOM NOANUCHK ML, NOAMMUCABLUErO
JOKYMEHT, UaM Ha mecte, obosHayeHHom "MM" ("MecTo neyatn"), ecanm AOKYMEHT MOArOTOB/IEH Ha
OCHoBe YHMdULMPOBaHHOM popmbl (LWabnoHa).

24. OTmeTKa 06 ucnonHurtene

Bkntovaer d)aMMJ'IMPO, nMmAa N OT4eCTBO UCNONHUTENA (OTBETCTBEHHOI’O MCI'IOIIHMTeJ'Iﬂ), HOMep ero
Tened)OHa, MOXeT AONONTHATLCA HanmeHoBaHNEM AONXKHOCTH NCNONHUTENA (pa6OTHMKa,
noAaroToBmMBLUEro MPOEKT ,D,OKyMEHTa), HaWMeHOBaHNEM CTPYKTYPHOro nogpasaesieHna n agpecom
3J'IEKTpOHHOﬁ NoYTbl UCNONTHUTENA.

OTmeTKa 06 ncnonHuTene opopMNAETCA Ha NIMLEBOIN CTOPOHE NOCAEAHEro ANCTa JOKYMEHTa oT
rpaHu1Lbl 1€BOTO NOAA UK, MPU OTCYTCTBUM MECTa, - Ha 0B6OPOTHO CTOPOHE BHM3Y cneBa. Hanpumep:

MBaHoB VMBaH MBaHOBWNY, KOHTPO/IbHOE yNpaB/ieHue, BeayLinit cneumanmnct

+7(499) 900-00-00, Ilvanov_ll@gov.ru

BHYTPEHHMMW HOPMATUBHLIMM [OKYMEHTaMW T[OCYAapPCTBEHHOrO OpraHa, oOpraHa MeCTHOro
camoynpassieHnAa MOXKeET 6bITb npegycmoTpeHo YKa3saHMe B KadecTtBe ncnonHuTenem AOKYMEHTA
pyKOBOAMTEﬂEVI CTPYKTYPHbIX I'IOLI,pa3LI,EJ'IEHMl71 NN NHbIX A0/1KHOCTHbIX /inu,.

OTmeTKa 06 ncnosHUTeNe MOXKeT Od)OpM!'IFITbC‘r'I KaK HUXHUN KOZIOHTUTY/NT U NeYaTaTbCA LLIpVId)TOM
MeHbLUEero pasmepa.

25. OTmeTKa 0 3aBepeHun Konuu

OdopmnseTtca ans noaTBEPXAEHUS COOTBETCTBMS KOMUU AOKYMEHTA (BbIMMCKM M3 AOKYMEHTA)
NOAJIMHHUKY AOKYMeHTa. OTMETKa O 3aBepPeHMU KONUKU NPOCTaBAAEeTCA Ha CBOOOAHOM OT TeKCTa mMecTe
nog, noanucbio (Npu ee HanuMuuMM) WUAKW, NPU OTCYTCTBMU CBOBOAHOrO MecTa Ha JIMLLEBOW CTOpOHe
OOKYMeHTa, Ha obopoTe AOKYMEHTa W BKAlOYaeT: cioBo "BepHo", HaMMeHOBaHME AO/KHOCTU NMULa,
3aBEPUBLLEFO KOMWIO; €ro COOCTBEHHOPYYHYKD MNOAMWCb; PACWMGPOBKY MNoanucu  (MHULMANDI,
damunuio); aaty 3aBepeHusa Konuu (BbIMUCKK U3 AOKYMeHTa). Hanpumep:

BepHo
3aB. OTAE/10M FroCyapCTBEHHOW
CNyK0bl, KaAPOB M Harpag, Moagnuck N.0. damunnns

Jata

Echm konuAa BblgaeTca AnA nNpencrtaBaeHUA B ,a,pyroﬁ FOCVAapCTBEHHbIﬁ OpraH, opraH MmecTtHOro
camoynpasaieHna nan opraHM3saunio, OTMETKa O 3aBepPEHUN KOMUU OOMNONHAETCA 3aNUCbio O MecTe
XpaHeHUA OOKYMEHTa (I'IOLI,HMHHMKa nnn 3aBep8HHOl71 KOI'IMVI), C KOTOpoOro 6blna N3roToB/ieHa Konus, n
3aBepAeTCcAa neYvyaTbio opraHn3auunn.

MOA/NMHHUK OOKYMEHTa Haxogutca B "HanMmeHOBaHWE rocygapCTBEHHOrO OpraHa, opraHa MecCTHOro
camoynpasneHua"” B gene N 01-05 3a 2019 r."

Ha konwuax MHOTOCTPAHUYHbBIX OOKYMEHTOB OTMETKA O 3aBepeHUn KOnMun npocCtaBaAeTCA Ha
KaXXgom nUCTe OOKYMEHTa UIN Ha nocnegHem nnucrte npownmTtoro man CKpenaneHHoOro MHbim o6pa30M
AOKYMEHTAa. 3anucb O MecTe HaXOXAeHWA NOAJAMHHMKA NPOCTaBNnAeTCA TOJIbKO Ha nocnegHem nucre



AOKYMEHTa.

Ona  3aBepeHUs KonMuW [AOKYMEHTA, W3rOTOB/NIEHHOMW Ha OyMa)KHOM HOCUTENE, MOXKeT
MCNob30BaTbCA LWTamn.

Konuwu 3/1EKTPOHHbIX OOKYMEHTOB, HanpasaAembIxX no MHOPMaLMOHHO-
TENIEKOMMYHUKAUMOHHbIM KaHanam (cetn "WUHTepHet", C3/), 3aBepAloTCA 3NEKTPOHHOM MNOoANUCHIO
pPYKOBOAUTENA OpPraHU3auMM WUAW UHOTO YNOAHOMOYEHHOT0 MM ANLA U BbICbINAOTCA MOyYaTento C
ConpoBOAUTENbHbIM MUCbMOM B GOPMeE 3/1eKTPOHHOTO A0KYMEHTa.

Konuu INNEKTPOHHbIX OOKYMEHTOB Ha ¢M3M‘-I6CKM 060C06NEeHHbIX HOCUTENSX BbICbINAKOTCA
nony4yatento C conposoauUTe/IbHbIM MMCbMOM Ha 6YMa)-KHOM HOCcUTene.

B conpoBoanTENbHOM NMUCbME K KOMUAM 3N1EeKTPOHHbIX JlIOKYMEHTOB YKa3blBaeTca:
HanmeHoBaHUe NHGOPMALMOHHOM CUCTEMbI, B KOTOPOW XPaHATCA AOKYMEHTbI;
HaUMEeHOBaHUA AOKYMEHTOB, KOMUW KOTOPbIX HAaNpPaBAsOTCA Noay4YaTesto;

Ha3BaHus $aliNoB AOKYMEHTOB C yKasaHuem dopmaTtoB $alifioB U obbema Kaxkgoro daina B
banTax;

AaTa U3rotoBsieHNA N 3aBepeHnNA KONnun.

Mpn aTom Ha Pu3Myeckm 060cO06NEHHOM HOCUTENIE HECMbIBAEMbIM MapPKEePOM YKa3bliBaeTCS:
"MpunoxeHue K nucbmy oT (gaTta) N ...".

Konua anekTpoHHOro JOKYMeHTa, NpeacTaBieHHan B BUAE AOKYMEHTa Ha BymaxkHOM HocuTene,
3aBepseTcA B NopAAKe, YCTAHOBNEHHOM A1 3aBEPEHMA KOMUI AOKYMEHTOB Ha BymMarKHOM HocuTene, ¢
yKa3aHWeM, B KaKol MHPOPMALMOHHOM CUCTEME XPAaHUTCA 3EKTPOHHbIN JOKYMEHT.

26. OTMeTKa 0 NOCTYN/IeHUU AOKYMEHTA

Cnyut ana noateep:kaeHUa dakta NOCTynAeHUA AOKYMEHTa B rocyAapCcTBEHHbIN OopraH, opraH
MECTHOrO CaMOYMpaB/JeHMSA U BKAOYAET AaTy MOCTYN/IEHUS U BXOAALWMA PErncTpaLMoHHbIA HOMEp
OOKyMeHTa. MNMpu HeobXoAMMOCTM OTMETKA O MOCTYNIEHUN MOMKET AOMONHATLCA YKa3aHMeM BpeMeHU
NOCTYN/IEHUA B Yacax U MUHYTax U cnocoba A0CTaBKM AOKYMeHTa (Hanpumep, "Moctynuno no M340").

OTMETKa 0 NOCTYMNIEHMM AOKYMEHTa MOKET NPOCTaBAATLCA C MOMOLLbIO WTamna (LWTamnos).

27. Pe3oniouyuna

Pesontouna Ha fOKYMEHTE - yKa3aHMe NO UCNONHEHUIO AOKYMeHTa. Pesontoumsa odopmnseTca Ha
cBOBOAHOM MecTe paboyero nNosa AOKYMeHTa, Ha 61aHKe Pe3oIloUUn UK BHOCUTCS HENOCPeaCTBEHHO
B OPK gokymeHTa B CO/.

Pesontouma AonxkHa BKAOYaTh: damuanio (bamuamm), MHULMANbI UCNOAHUTENS (MCNOAHUTENEN),
nopy4yeHune Nno AOKYMEHTY (KOHKPeTHOe 3agaHue Mo UCMOJIHEHUIO AOKYMEHTa Uan GOpMYIMPOBKY Lean
PacCMOTPEHUA OOKYMEHTA), Npu HeobXoAMMOCTU - CPOK WCMOJIHEHMA, NMOAMWUCL NMLA, BbIHECLIEro
pe3o/itoLMio, AaTy Pe3ooLmK.

MpY yKaszaHWM HECKONbKUX UCNONHUTENEeN paMUINSA OTBETCTBEHHOrO WCMONHUTENA YKa3blBaeTcs
nepeoi, noguyepKknsaeTca nan obosHavyaetca cnosom "ote." ("oTBeTCTBEHHbIN").

28. OTMeTKa 0 KoHTpone

OTmeTKa cBmnaetTenbCrtByetr O NOCTaHOBKE AOKYMEHTa Ha KOHTPO/ib, MPOCTaBAAETCA LWTaMMNOM



"KoHTponb" Ha BepxHeM nose AOKYMEHTa.

CBeaeHMs 0 NOCTaHOBKE Ha KOHTPO/1b 3/IEKTPOHHOIO AOKYMeHTa dukcmpytotcs B IPK.

29. OTmeTKa 0 Hanpas/eHUUN OKYMEHTA B AeNo

Onpeaensaet MecTo XpaHeHMsa JOKYMeHTa nocsie 3aseplueHns paboTbl C HUM M BKAOYaET: CN0Ba
"B meno", MHAEKC Aena NO HOMeHKnaType Aen, B KOTOpoe MomellaeTcss AOKYMEHT Ha XpaHeHue, C
yKasaHuem roga, 4O/KHOCTU anua, opopmMUBLIErO OTMETKY, NoAnNucK, Aatbl. Hanpumep:

B neno N 01-18 3a 2020 .
3aB. oTAENOM ayaMuTa

Mognucb HdaTa

OTMeTKa O HanpaB/ieHUMW OOKYMEHTa B Ae/I0 MOXKET AOMOJHATbCA KPAaTKUMKU CBEAEHUSAMU O
XapaKTepe UCMOJIHEHUA AOKYMEHTA.

CBegeHuWsA 0 fene, B KOTOPOE BKJIOYEH 3NEKTPOHHbIN A0KYMEHT, duKcupyeTca B IPK.

MpunoxkeHune N 4
NPUMEPHbIN NEPEYEHDb YTBEPXXAAEMbIX L OKYMEHTOB

1. AKktbl (B cnyyae, ecam 3TO NpPeayCMOTPEHO YHUOMUMPOBaHHON Qopmoit aKTa wuau
HOPMaTUBHbIMU NPaBOBbIMU aKTaMM).

2. F'paduKm paboT, OTNYCKOB, CMEHHOCTU.

3. JOMKHOCTHbIE MHCTPYKLMW, AONKHOCTHbIE PErlaMeHTbI.

4. IHCTPYKLMM (TEXHONIOFMYECKME, NO TEXHMKe 6e30nacHOCTU U 4p.).

5. KnaccudmkaTtopbl HGOpMauum, LOKYMEHTOB.

6. MeToguyeckme pekomeHAaLMKN, METOANYECKME YKA3aHWA, METOANKMN.
7. HomeHKnatypa gen opraHusaumu.

8. Hopmbl 1 HOpMaTUBbI (BpeMeEHM, YNCNEeHHOCTU PaboTHMKOB, pacxoda CbipbA M MaTepuanos,
3N1EeKTPO3HEpPrun).

9. Onucn gen (NOCTOAHHOrO, BpeMmeHHbIX (cBbilwe 10 NeT) CPOKOB XPaHEHMs U NO JANYHOMY
cocTasy).

10. OTyeTbl (0 BbINOJHEHUWN NAAHOB, NPOrpPamm u gp.).
11. NepeynHu (AoNKHOCTEN, OpraHn3aLmin, BUAOB MHDOPMALIMKN, OOKYMEHTOB).

12. NnaHbl (Kpome onepaTUBHbIX).



13. NoAntmku.

14. MonoxxeHwuA.

15. Nopaakw.

16. Npasuna.

17. Nporpammoil.

18. PernameHTbl (B TOM YMC/ie aAMUHUCTPATUBHbIE).
19. CraHpapTbl OpraHU3aumu.

20. CTpyKTypa v WTaTHaA YNCIEHHOCTb.

21. YcTasbl.

22. YHudunumpoBaHHble GOpPMbl JOKYMEHTOB.

23. lUtaTHOe pacnucaHue.

MpunoxkeHne N 5
NPUMEPHbIN NEPEYEHb IOKYMEHTOB, 3ABEPAEMbIX NEYATbIO

1. ApxuBHas cnpaBKa.

2. AKTbl (NpMema 3aKOHYEHHbIX CTPOUTENLCTBOM 06BbEKTOB, 060pYA0BaHUA, BbINOJHEHHbIX PaboT,
CMMCaHMUA, IKCNEepPTU3bI).

3. Konuu 1 BbINUCKN U3 AOKYMEHTOB, BblAaBaeMblxX A5 NpeacTaBNeHMA B ApyrMe opraHM3aumnu.

4. O6pasubl OTTUCKOB MeyaTelt M nognuceit pPaboTHMKOB, MMEOLWMX MPaABO COBEpPLIATb
$OUMHaAHCOBO-X03ANCTBEHHbIE OMepauun.

5. I'IopyquMﬂ (6I-O,EI,)KETHbIe, 6aHKOBCKVIe, NEeHCUOHHbIE; nnaTexHble, MHKAaCCoBble B 6aHK Ha
nosay4vyeHue MHBANOTbl CO CHETOB, NEPEBO, BaﬂPOTbI).

6. NpeAacTaBneHna 1 XoAaTalncTea (0 HarpasKAeHUN rocyAapCTBEHHbIMMW Harpagammn 1 Npemusamu).
7. PeecTpbl (4eKOB, NOpyYeHUIA, NpeacTaBAAEMbIX B BaHK).
8. CBeaeHUA o TPYA0BOM AeATeIbHOCTU PaboTHMKaA.

9. CnpaBku (0 goxodax GU3MYECKUX /1L, O BbINJiaTe CTPAXOBbIX CYMM, O 6HaNaHCOBOW CTOMMOCTU
OCHOBHbIX GOHAOB, N0 NEPCOHUULMPOBAHHOMY Yy4eTy, OPOPMIEHMNIO CTPAXOBbIX CBMAETENLCTB, MO
3anpocam opraHusaunii, No 4OKYMeHTam, NpeaocTaBasemMbliM B cya, - N0 HeobXxoANMMOoCTH).

10. TpyaoBble KHUXKKN PaboOTHMKOB.

11. YaocTtoBepeHua paboTHUKOB.



MpunoxkeHne N 6

NOArOTOBKA
U O®dOPMNEHUE NPOEKTOB 3AKOHOAATE/IbHbIX AKTOB
POCCUMNCKON GEAEPALIUN

1. TocyaapcTBeHHble OpraHbl, OCyLiecTBaAAOWME GYHKUMM NO BbipaboTKe rocyAapCTBEHHOM
NOMMTUKM W HOPMATMBHO-NPABOBOMY PEry/JIMPOBaHUIO B YCTaHOB/IEHHOW cdepe A[eATeNbHOCTH,
pa3pabaTbiBatoT NPOeKTbl peAepanbHbiX 3aKOHOB BO MCNOJIHEHWE aKTOB 3aKOHOA4ATENbCTBA PocCUiicKoiM
desepaumnn, NNaHOB 3aKOHONPOEKTHOW AeATeNbHOCTU MPaBUTENLCTBA U COOTBETCTBYIOLLMX NOPYYEHUN,
a TaKKe B NOpAAKe 3aKoHOA4AaTeIbHOWM MHULMATUBDI.

2. 3aKOHOMPOEKTbI, NOAroTaBAMBaemble ANA BHeceHUA B [paBMTenbcTBO Poccuitickoi ®eaepaunm,
neuatatorcs wpudTom N 15 Ha cTaHAAPTHBIX ANCTax bBymaru popmata A4.

Ha nepBoli cTpaHuMLe 3aKOHOMPOEKTa B Npefenax BEPXHEN M NpaBoOW rpaHuUL, TEKCTOBOro MoAs
npocrasaseTca nometKa: "BHocutca Mpasutensctsom Poccuiickoint ®Pepepaumnn. NMomeTKka nevataetca
yepes 1 MHTepBan M BbIpaBHMBAETCA MO IEBOM rpaHuULLe.

Ha paccTtoAaHMM MEeXCTPOYHOro MHTepBaaa 24 Nt <81> OT NOMETKM Yy NPaBoi rPaHULbl TEKCTOBOIO
nons neyataertcsa cnoso "Mpoekt".

<81> MyHKT (COKpaLLEHHO - NT, N) - TPUHATAA B U34aTENbCKOM AeNe eANHNLA U3MepPeHUA, paBHas
1/72 pwonma (0,376 mm). dTa eauMHMUA M3MEPEHUA WCMOJb3yeTcA B TEKCTOBbIX pefAaKkTopax Ans
0603HayeHnsa pasmepos WPNPTOB N MHTEPBAJIOB.

3. 3aKOHONPOEKT nMeeT creayoLwme peKBU3NTbI:

HanmeHoBaHue Buaa akta - ®EAEPA/IbHLIA KOHCTUTYLIMOHHBIA 3AKOH nan ®ELEPANBHbIN
3AKOH - oTgenaetcs ot cnoBa "MpoeKT" MeXCTPOYHbIM MHTepBasom 42 NT, neyaTaeTcs NPONUCHbLIMM
6ykBamn pasmepom wpndta N 22 n MoXKeT ObiTb BblAENEHO MOAYKMPHbIM WPUPTOM. BbipaBHMBaETCS
no LeHTpy.

3aronoBoK OTAeNAeTcA OT Mpeablayllero PeKBM3UTA MEKCTPOYHbIM MHTepBasom 38 NT
neyataetcA yepes 1 WHTEPBas, BblAENAETCA MOAYKMPHLIM LWPUGTOM W BblPAaBHUBAETCA MO LEHTPY.
MuweTca ¢ NponucHoi B6ykebl M oTBeYaeT Ha Bonpoc: "O Yyem?" M3aaH 3aKOH UAM B HEM MPUBOAUTCA
HasBaHMe KogeKkca (Hanpumep: ApbUTpakHbl npoueccyanbHblli Kogekc Poccuiickon depepaunm).
TouKa B KOHLLe 3aro/IoBKa He CTaBUTCA.

B 3aronoske 3aKOHOMNPOEKTa O BHECEHUU N3MEHEHUI B ,EI,EI‘/‘ICTBYI-OLIJ,MG 3adKOHbI HeO6XOAMMO
Ha3blBaTb NPUYNHbI BHECEHUA N3MEHEHUI UK KOHKPETHYO HOPpMY, B KOTOPYIO BHOCATCA U3SMEHEHUA, a
B C/lydae HEOO4HOKPATHOrNo MamMmeHeHuA OLI,HOﬁ N TOI e HOPMbI AOMNO/IHUTE/IbHO YKa3blBaTb, B KaKo
MMEHHO 4YaCT OHa U3MEHAETCA.

Hanpumep:

O BHECEeHWUM U3MEHEHWIA B 3aKOHO4aTeNbHbIe aKTbl
Poccuiickolt Pegepaumm 06 agMUHUCTPATUBHbIX MPaBOHAPYLIEHNAX
B CBA3W C NpUHATUEM 3eMeNibHOro Kogekca Poccuitckoin deaepaunmu



nnun

O BHECEHWUWN N3MEHEHWI B MYHKT 2 cTaTbh 855
IparkgaHcKoro Kogekca Poccuiickolt Pegepaumm B 4acTu naaTexkemn
B 6l04KeT 1 BO BHeOoAKeTHble GoHAbI

TeKCT oTaensaeTca OT 3aro/lI0BKa MEXKCTPOYHbIMM MHTepsasamu 36 - 48 NT M nedataeTca 4yepes
MEMKCTPOYHbI MHTepBan 24 nr.

TekcToBaA YaCTb 3aKOHOMPOEKTA MOXKET NoApas3AenaTbCcA Ha npeaN\6yny M OCHOBHYIO 4acCTb.

OCHOBHas YacTb TEKCTA 3aKOHOMPOEKTA MOKET NOAPa3AeNATbCA HA YacTW, pasaessl, Noapashens,
rnasbl, naparpadbl, CTaTby.

3aronoBKK YacTell U pas3genoB MeyaTatoTca MPOMUCHbIMU BYKBaMKU MOMYKUPHbLIM WPUDTOM U
BbIPAaBHMBAIOTCA MO LEHTPY. TOYKA B KOHLLE 3ar0/I0BKa He cTaBuTcA. Homepa NpocTaBaaoTca PUMCKMMM
umdpamu. Hanpumep:

PA3OEN |
MPABO COBCTBEHHOCTU U APYTUE BELLIHbIE NMPABA

Moapasgen MMeeT NOPAAKOBbIA HOMEP, 0O03HAUYEHHbI PUMCKUMMK LUdPaMKU, U HAMMEHOBaHUE.
O603HayeHne nogpasfena nedyataerca C NPonucHoi byksbl ¢ absayHoro otctyna. HaummeHoBaHue
noapasgena neyaTaetcs NOAYXKUPHbIM WPUDTOM.

Hanpumep:
MNoapasgen |. Obwue nonoxeHus ob obsa3aTenbCTBax

FnaBbl HymepytoTca apabckumu uudpamm 1 UMetoT 3arosioBku. O6o03HaueHue r1aBbl NevaTaeTcs ¢
NPOnNUcHoM ByKBbI, C ab3aLHOro OTCTyNa. 3aro/I0BOK F/1aBbl NEYATAETCA NOMYKMPHbIM WPUPTOM B O4HY
CTPOKY € 0603HaYeHMeM HOMepa, NOC/ie KOTOPOTro CTaBMTCA TOYKA.

Hanpumep:
lnaBa 5. MNpaBa, 0643aHHOCTU U OTBETCTBEHHOCTb

Maparpad o603HauaeTcs 3HaKOM §, MMeeT NOPAAKOBLIM HOMep, 0603HaYeHHbI apabckumu
undpamm, 1 3aroN0BOK. 3arosI0BoOK naparpada NMLWETCcA ¢ NPONUCHON BYKBbI MOAYKMPHLIM WPUGTOM B
04HY CTPOKY ¢ 0603HaYeHMem Homepa naparpada, Nnocae KOTOPOro CTaBUTCA TOUKa.

Hanpumep:
§ 1. X03AMCTBEHHblE TOBapMLLECTBA U 0bLLecTBa

CTaTbl MMEIOT CKBO3HYIO Hymepauuto. MopsaaKoBblii HOmep cTaTbM 0b603HauyaeTcs apabckumm
undpammu. O6o3HaueHWe CTaTbM MeyaTaeTcd C MPOMMUCHOM OyKBbI C ab3auHoro oTcTyna. 3aro/s0BOK
CTaTbM MevyaTaeTcs C MPOMNUCHON OYKBbl NOJYXKMPHBIM LWPUPTOM B OAHY CTPOKY C 0b603HayeHnem
HOMepa, NoC/ie KOTOPOro CTaBUTCA TOYKa.

Hanpumep:
Cratba 33. CepTuduKaumn

B uvcKAo4YnTEeNbHbIX ClydaAax CTaTbA MOXET He MMETb 3arosioBKa. an ero OoTcyTCcTBuMn Cnoso



"ctatba" M HOMep BblAENAIOT NOAYXKUPHbIM LWPUDTOM.

B 3aBMCMMOCTM OT COAEpPXKaHUA CTaTbA MOMET MOAPA3AENATbCA Ha YacCTM, MYyHKTbl, NOAMNYHKTbI,
ab3saubl. Yactn obosHavatoTca apabckumum umdpammu ¢ To4Kon. Hymepauma nyHKTOB OCYLLECTBAAETCS
apabckmmm umMdpamm ¢ 3aKkpbiBatoLet Kpyrnon ckobkoi. MoanyHKTbl 0603HavaoTcA ByKBaMu PyccKoro
andasuTa C 3aKpbiBatOLWEN KPYr1oi CKOBKON.

Moanucb oTaenseTca oT TeKCTa MEXKCTPOUYHbIM MHTEePBaOM 36 NT U COCTOUT U3 cnoB "lMpe3naeHT
Poccuitckoit depepauunn”. Cnosa "MpesngeHT" n "Poccuiickoin deaepaumnmn’ neyartatotcs B 2 CTPOKM
yepes OAMH MEMKCTPOUHbIN MHTepBan. Cnosa "Poccuiickoi Pegepaymm™ neyatatoTca oT 1I€BOM rPaHULbl
TEKCTOBOro NnoJifA, a cnoBo "Mpe3naeHT" BbipaBHUBAETCA MO LLEHTPY OTHOCUTE/IbHO 3TUX C/I0B.

MHuuman umeHn wu  damunma MpesmaeHTa Poccuiicko ®Pepepaumm  ykasbiBaloTca  npu
odopmMNeHUM NPUHATOIO 3aKOoHa B ocygapcTBeHHOM lyme.

Bu3bl NPOCTaBAAIOTCA Ha JIMLLEBON CTOPOHE MOCAEAHEro /INCTa 3aKOHOMPOEKTa B HUMHEN ero
YyacTu.

4. OdopmneHne nNOACHUTENbHOM 3aNUCKM K 3aKOHOMPOEKTy. [loAcCHUTenbHas 3anucka K
3aKOHOMpPoeKTy neyvataetca wpuptom N 14 Ha cTaHZAPTHbIX McTax bymarn dopmaTta A4 u umeet
cneayrowime peKkBu3mnTbI.

HanmeHoBaHWe BMAA OOKYMEHTa - MeyaTaeTcs NPOMUCHbIMU BYKBaMM HUXKE TPaHWULLbl BEPXHEro
NoAs CTPaHWLbl Ha 24 NT, BbIAENAETCA MOAYKMUPHLIM LWPUPTOM U BbIPAaBHUBAETCA MO LEHTPY.

3aro/IoBOK  OTAENAETCA OT NpeaplaylWwero pPeKkBM3MTa MEMKCTPOYHbIM UMHTepBasom 24 nT,
neyataeTcA CTPOYHbIMM OyKBamu 4epes 1 MWHTepPBas, BbIGENAETCA MNOAYKUPHbIM WpPUGTOM WU
BbIPaBHMBAETCA MO LEHTPY. TOUKA B KOHLLE 3ar0/10BKA HE CTaBUTCA.

B 3arosioBKe K TEKCTY yKasblBaeTCA NOJIHOE Ha3BaHMe 3aKOHOMPOEKTa, K KOTOPOMY NOArOTOB/IEHA
NoACHUTeNbHaA 3anucka. Hanpumep:

K npoekTty dpeaepanbHoro 3akoHa "O BHeCEHUU U3MEHEHUIA
B cTaTblo 1 3aKkoHa Poccuiickon Peaepauun "O Nogoxo4HOM Hanore
¢ pusnueckmx nuy"

TeKCT OTAEeNsAeTca OT 3aro/I0OBKa MEMKCTPOUYHbIM MHTepBasom 24 - 36 NT M nedyaTaeTca 4yepes
WHTepBan 18 NT Ha paccToaHuK 1,25 cM OT NeBOW rPaHMULLblI TEKCTOBOTO NOAA.

TeKCT [ONXKeH coaepraTb obocHoBaHMe HeO6XOAMMOCTM NMPUHATUA  3aKOHOMPOEKTa,
BK/IKOHaAKOLWEE PA3BEPHYTYIO XaPaKTEPUCTUKY 3aKOHOMPOEKTa, ero LI,GHEI‘/JI, OCHOBHDbIX I'IOI'IO)KEHI/IVI, mecTa
B Cuncreme AEﬁCTBYKMHEFO 3aKOHO4ATeNbCTBA, a TaKXKe MNMPOrHo3 counasibHO-3KOHOMUNYECKUX U UHDbIX
I'IOCJ'Ie,CI,CTBVI[/JI €ro nNnpuHATHA.

O6paszel, 0popMIeHNs 3aKOHOMNPOEKTa NpUaraeTcs.

Brocurca IIpaBUTEJILCTBOM
Poccuiickon Odemepauunu

/\
24 nm |
\/
[lpoexkT
/\
42 nomT



®ENEPAJIBHHI 3AKOH
/\

38 ot
\/
O MOCKOBCKOM T'OCYyIapCTBEHHOM YyHUBEPCUTETE
mMeHu M.B. JlomoHocoBa u CaHKT-IleTepOypICKOM
TOCYOAapPCTBEHHOM YHMBEPCUTETE

/\
24 ot
\/
Crares 1. OTHOWeEHMA, peTryiMpyeMble HacToAuuM demepalibHEIM 3aKOHOM
1. HacrosammuMm OdenepalsibHEIM 3aKOHOM ONPEenesIAnTCA OCOOEHHOCTM NPpaBOBOTO
IIOJIOXEHUSA BeOylWmx KJIACCUYECKMX YHMBEpPCUTeTOB Poccumckon denmepauum -
benmepanbHOTO TOCYHOapCTBEHHOTO 0BpasoBaATENIBHOTO YUpEeXOeHUA BEICIIET'O
npodeccrmoHaJbHOTO 0OOpaz3oBaHMA "MOCKOBCKMM I'OCYyIapCTBEHHHM YHUBEPCUTET MMEHU
M.B. JlomoHocoBa" (majsiee — MOCKOBCKMM TI'OCYHapCTBEHHEM YHMBEpPCUTET uMeHM M.B.
JlomMmoHOCOBA) M
/\
(Dajlee TeKCT He IPUBOIOUTCH)
36 O
\/
[lpesunmeHT

Poccurickonm denmepauun

O6paseL, opopmieHNa 3aKOHOMPOEKTa

MpunoxkeHune N 7

NoAroToBKA U O®OPMJIEHUE
NPOEKTOB AKTOB (YKA30B U PACMOPAXKEHWIA)
NPE3NOEHTA POCCUCKOM DEAEPALIUMU

1. MNoarotoBKa W OQOPM/IEHME MPOEKTOB aKToB (YKasoB W pacrnopsxeHuin) [MpesuaeHTa
Poccuiickoit deaepaumnmn ocyLLecTBAAETCA rOCYA4apCTBEHHbIMM OpraHaMu B COOTBETCTBUU C NOPAAKOM,
ycTaHoBMIeHHbIM pe3naeHTom Poccuitckoin depepaumn, AaMmmnHuctpaumen MpesunaeHta Poccuitckoi
depnepaunn, NMpasutenscteom Poccuiickoit eaepaumn.

2. MpoekKTbl akToB lMpe3naeHTa Poccuitckon Pegepaumm n NPUNOKEHUS K HUM MevaTatoTca Ha
CTaHAapTHbIX AncTax 6ymarn A4 (210 x 297) wpudTtom N 15. BepxHee nosie 4OKYMeHTa yCTaHaB/IMBAETCA
rpaHMUamm 6naHka. /lesoe nose - 2,75 cm, npasoe - 2,25 cM U HMKHee - He meHee 2 cm. [Mpu
odbopmMNeHUM NPOEKTa aKTa Ha ABYX U Bonee cTpaHULAX BEpXHee MNoJie BTOPOMN 1 NocneayoLmxX CTpaHuL,
COCTaBAAET He MeHee 2,5 cm.

3. MMpoeKkTbl akTOB [MpesuaeHTa Poccuiickoli degepaumm MMelT cieaylolme pPeKBU3UTHI:
HavMmeHoBaHMWe BMAa aKTa (YKkas lMpe3unaeHTa Poccuitickoit Geaepaumm nam pacnopskeHue MpesngeHTa
Poccuiickoli ®enepaumm), 3aronoBOK U TEKCT.

3aroNoBOK MeYyaTaeTcs Ha PacCTOSHUMM He meHee 9 CM OT BEPXHEro Kpas /MCTa, MULeTca C
NPONUCHOM BYKBbI, BblAENAETCA MNOAYKUPHbIM WPMOTOM. TOUYKa B KOHLIE 3aro/ioBKa He CTaBUTCA.
3aroNoBoOK, COCTOALWMM M3 ABYX U Boee CTPOK, NneyataeTcA yepes 1 MeXCTPOYHbIN MHTepPBan.

Hayano v KoHel, KaKAOM CTPOKM 3arofioBKa LEHTPUPYIOTCA OTHOCUTENbHO cnos '"Mpe3naeHT



Poccuiickoir depepaummn’. B oTaenvHbix pacnopaxeHuax [lpesnaeHta Poccuiickoit degepauunm
3aro/I0BOK MOXKET OTCYTCTBOBATb.

TeKCcT oTaenaetca OT 3aro/0BKa AOMNOAHUTENbHbIM WMHTepBasiom 24 NT W NedyaTaeTcA 4epes
MHTepBan 18 nt <82>.

<82> [lonycKkaeTcs YMeHbLUEHME WHTEPBAJIOB MeXKAy pekBusmMTamu "3aronosok”, "Tekct",
"Mognuce" n "Mecto wu3gaHua" npu  HeoBXOAMMOCTM pPasMeLLeHUs TeKCTa MPOEKTa YKasa,
pacnopseHus MpesnaeHTa Poccuiickoit deaepaumm Ha 04HOM CTpaHMLe.

TeKcT neyaTaeTcs OT NEeBOM rpaHULbl TEKCTOBOrO MO/AS W BblpaBHMBAETCA MO /IEBOM M NpaBoi
rpaHuLam TeKcToBoro nons. lNepsaa cTpoka ab3aua HayMHaeTca Ha pacctoaHuMm 1,25 cm oT sieBoi
rpPaHuLbl TEKCTOBOrO NOAA.

TeKcToBas 4aCTb MOXET MNOAPasAenATbCA Ha KOHCTaTUPYIOWLY 4acTb - npeambyny u
MOCTaHOBASAIOLLYIO YacTb (B PacnopaAXKeHMM - pacnopAaNTENbHYIO YacTb).

Mpeambyna B ykasax Mpe3ngeHTa Poccuiickon Peaepaumm 3asepluaerca c10BoM 'moctaHoBAs",
KOTOpOe nevyaTaeTca BpPa3paaKy.

MyHKTbI B TEKCTE HYMepYtoTcA apabckumm umppamm ¢ TOUKOM M 3aro/IOBKOB HE MMEIOT.

MyHKTbI MOTYT Pa3AenATbCA Ha NOAMNYHKTbI, KOTOPbIE MOMYT HYMeEpPOBaTbCA apabckumn Lnuppamm
WA CTPOYHBIMKM BYKBaMM C 3aKPbIBAIOLLLE KPYFN0I CKOBKOW.

Bce M3meHeHMsA U OO0MNOJIHEHUA, BHOCMMbIE B paHee NPUHATbIN yKa3 (pacnopsasKeHue), A0/XKHbI
COOTBETCTBOBATb CTPYKTYPE OCHOBHOIO HOPMATMBHOTO aKTa.

Mpy HanuMuMM NPUAOXKEHUIA K YyKasy (pacnopsxeHuto) MpesngeHTta Poccuitickoin degepaumn B
TEKCTe Ha HUX 06A3aTeIbHO AenaeTcA CCblKa.

[donyckaetca nevyaTaTb NPONUCHbIMU BYKBaMW M BbIAENATb LWPUGTOM APYrOM HaCbILLEHHOCTH
dbamuanm Npu NoAroToBKe NPOEKTOB YKa30B (pacnopsaxkeHnit) MpesungeHTta Poccuitickolt Peaepaummn no
BOMPOCAaM HarpaXkAeHUs rocyfapcTBEHHbIMM Harpagamu, MPUCBOEHUA MOYETHbIX, BOMHCKUX W
cneumanbHbiX 3BaHKiA Poccuiickoit Peaepaumm (B Apyrux Caydanx He peKomeHayeTcs).

Moanuck oTaenserca OT TeKCTa AOMNOJHWUTENbHbIM WMHTEepBasoM 32 NT M COCTOMT W3 C/OB
"Mpe3snaeHT Poccuiickon Pepepaumn”, mMHUUManNa umeHn u damunmm lMpesmaeHta Poccuinckoit
depepaumnn.

Cnosa '"Mpe3smaeHT" u "Poccuiickon degepauum" neyataroTca B ABE CTPOKM yepes 1
MEKCTPOUHbIA MHTepBan. OT rpaHuUUbl NEBOrO MOAA MedyaTtatoTca cnoea "Poccuitickoit depepaunn”, a
cnoso "Mpe3naeHT" LeHTPMUPYEeTCA OTHOCUTENbHO 3TUX CNOB. MHMLMan umeHn n damunma MNpesngeHTa
Poccuiickolt degepaumm nevaTaroTca Y NpaBoi rpaHuMLbl TEKCTOBOrO NOAA.

MecTo mn3gaHua otaenaeTcA OT NOANUCKU, Kak NpPaBuao, AOMOAHUTE/IbHbIM UHTEPBA/IOM 48 nT
MEMXCTPOYHbIMM MHTEPBAAMM N NEeYATaeTCA OT rpaHuLbl neBoro nonda: Mockea, Kpemnb.

Ha pacnopAaxXeHnAxX mecto n3aHmnAa He NnevYaTaeTCA.

[ata npoctaBnsetca nocne MNoAMUCaHMA AOKYMeHTa, OQPOpPMAAETC C/0BECHO-LMGPOBLIM
cnocobom 1 oTaensercs oT peksmsnuTta "MecTo nsgaHma" MeKCTPOUYHbIM MHTepBasom 18 nT. MeuyaTtaeTcs
OT /IeBOM rpaHuULbl TEKCTOBOTO MOJIA.

Homep npocTtasndetrca nocne nognucaHuA, nevataerca OT nesoi rpaHULbl TEKCTOBOIO MosA U



oTaensaeTca oT peksunsuTa "[ata" mexcTpoyHbim MHTepBanom 18 nr.

K nopagkoBomy Homepy pacnopsrkeHua [pesngeHta Poccuiickon ®Pepepaummn depes apeduc
no06aBnaoTCA CTPOYHble bykBbI "pn'.

MpunoxeHns K NPOeKTam YKa3oB W pacnopskeHui [MpesmpeHta Poccuiickoint Pepepaumm
obopMAATCA Ha OTAENbHBIX IMCTaxX Bymaru.

Pasmepbl nonem, WpUTbl U MEKCTPOUYHbIE MHTEPBA/IbI MPU NEYATaHUU NPUNOKEHUI ULEHTUYHDI
pasmepam, NPUMEHAEMbIM NPY NeYaTaHNM TEKCTOB YKA30B (PacnopsKeHui).

MPUNONKEHNAMM ABNAIOTCA MOJIOMKEHUA, PErNameHTbl, MepeyHu, CMNUCKKU, rpaduKKn, Tabauubl,
06pasLbl AOKYMEHTOB U Ap. MPUNOKEHMA BU3NPYIOTCA PYKOBOAUTENEM OpraHa, BHECLLEro MPOoeKT.

Ecnun B TeKcTe gaeTca ccbiika "cornacHo NPUNOXKEHUIO", TO HA NEePBONM CTPaHULLE NPUIOKEHUA B
npasom BepxHem yray nuuwetca cnoso MPUNOKEHUE, HUKe yepe3 MEeXKCTPOo4HbIM MHTepBan 18 nT
[AEeTcA CCblNIKa Ha yKas uan pacnopsaxeHue Mpe3sungeHTa Poccuiickon Pepepaumm. Bece coctaBHble YacTm
PEKBM3WTA BbIPAaBHMBAOTCA MO LEHTPY OTHOCUTENIbHO CaMOW AJIMHHOM CTPOKKM M neyvaTatoTca yepes 1
MEMKCTPOYHbIN MHTepBan. Mpn HANNYMN HECKOIbKMX MPUIONKEHNN OHN HYMepytoTcsa. Hanpumep:

NIPUMIJIOKEHVE N 1
K Yxkasy llpesumeHTa
Poccuiickor demepauunu
oT N

MPUNOKEeHNA 3aKaHUYMBAIOTCA YEPTOM, PaCNOIOKEHHOW MO ULUEHTPY TEKCTa Ha PaccToAHWUU
NPUMEPHO TPEX MEKCTPOUHbIX MHTEPBANOB. [/IMHA YepTbl cocTaBaneT 2 - 3 CM.

Mpn HanuMuum B TeKcTe aKTa GoOpmynMpoBKM "YTBepauTb" (Npunaraemoe MNOJIOXKEHME, COCTaB
KOMMUCCUM, MNepeyeHb MeponpuAaTUA U Ap.) Ha CamMOM MNPWUIOXKEHUM B MNPABOM BEPXHEM YIy
pacnonaraetca cnoso YTBEPHKOEHO wan YTBEPKOEH co ccbiKOM Ha HOPMaTWMBHbIM aKT, ero nary,
Homep. Hanpumep:

YTBEPXIOEHO
YxasoMm IlpesunmeHTa
Poccurickon denmepaumnm

oT N

Cnosa YTBEPXKAEHO n YTBEPXKAEH B npunoxxeHuax cornacykotca B poae U 4ucne c¢ BUAOM
YTBEPXKAAEMOro AOKYMEHTA: nonoxenue - YTBEPKAEHO, nporpamma - YTBEPKAEHA, meponpuaTtuna -
YTBEPAKAEHbI.

3aro/IoBOK K TEKCTY MPUIOXKEHUA MeYaTaeTcs LEeHTPOBaHHbIM cnocobom. HaumeHoBaHue Buaa
OOKYMEHTa - NPUIOXKEHUs (NepBoe CNOBO 3aro/I0BKa NPU/IOKEHUS) BblAENSETCS NPONUCHbIMK ByKBamu,
NONYXUPHbIM WPUDTOM M MOXKeT BbiTb HaneyaTaHo Bpaspaaky (MOJTOKEHWE, NEPEYEHD, CMMUCOK wu
4p.). MeXCTPOUHbIN MHTEpPBaAN MeXAy NEPBOMN CTPOKOM 3aroN0BKa M NOCAEAYOWMMN CTPOKAMU MOXKET
6bITb yBE/NIMYEH Ha 6 NT.

3aronoBok NPUNOXEeHNA oTAeNnAeTCA OT AaTbl U HOMEpPA aKTa AONOJIHUTE/IbHbIM UHTEPBAJIOM 70
NT, UHTEPBa/1IaMUM OT TEKCTA NPUNOHKEHUA - AONOJTHUTENIbHbIM MHTEPBA/IOM 24 nT.

MpYM HanuuMuM B TeKCTe NPWUIOXKEHUS HECKOJIbKMX pPas3fesioB WX 3aro/IoBKM MNevataloTcs
LEeHTPOBaHHbIM CNOCO6OM (OTHOCUTENLHO rPaHMUL, TeKcTa). TOUYKa B KOHLE 3aro/loBKa He CTaBUTCA.
[lonyckaeTca BblAeNATb 3aro/I0BKM Pa3aenoB NOAYKUPHbLIM LPUGTOM.

TeKcT NpunoxKeHnsa moxeT bbiTb obopmaeH B BUAe Tabaumupl. Mpadbl M CTPOKM TabAMLbI AOMKHbI
MMETb 3aro/1I0BKM, BbIParKEHHbIE UMEHEM CYLLECTBUTE/IbHbIM B UMEHUTENbHOM nagexe. MNoa3aronosku



rpad) N CTPOK rpaMmaTnyecKun A0/1KHbI ObITb COrnacoBaHbl C 3aro/1I0BKaMu.

Echn Tabnuuy neyatatoT 6onee 4em Ha OAHOM CTpaHUUE, 3aro/IoBOYHAsA 4acTb Tabauupl
(HanmeHoBaHMe rpad) NOBTOPSAETCA Ha KaXKAOM CTpaHuLe.

JINCTbI NPUNONKEHNA HYMEPYHOTCA CaMOCTOATENbHO HaYMHan Co BTOPOro IUCTa.

Mpy HanMuMM B TEKCTE NPUIOXKEHWUI CCbIIKM Ha CHOCKY OHa 0dOopMAAEeTCA 3BE3404YKON WM
undpolt co cKOBKoM. TEKCT CHOCKM nevaTaercs yepes 1 MEeMKCTPOUHbIM MHTepBan B KOHLE Kaxaow
CTPaHWUUbI UK NOC/E NPUNOKEHMSA B LIeIOM Nog, 4epToi. MNocne cumBOAa CHOCKM ee TEKCT NeyaTaeTca C
nponucHol 6yKBebl. B KOHLLE TEKCTA CHOCKM CTaBMTCA TOYKaA.

Ha O,D,HOVI CTpaHuLUe He OO0NTXKHO NPOCTaBAATbCA bonee TPpeX CHOCOK.

B nonoxeHuax, nporpammax, ycTaBax M Apyrux nogobHbIX AOKYMEHTax pasgenbl M Fiasbl
HYMEepPYHTCA, KaK NPaBuIo, pUMCKUMU Ludpamu, a NYHKTbl M NOANYHKTbI - TaK e, KaK U B TEKCTE yKasa
(pacnopsixkeHun) MNpesmaeHTa Poccuinickon Pepepaupyn. B yKasaHHbIX AOKYMEHTAxX UX COCTaBHbIe YacTy
(paspennbl, noApasaenbl, MyHKTbl, MOAMYHKTbl) MOXHO TaKXe HymMepoBaTb apabckumu umdpamu.
Moppasgensl HymepyloT B npeaenax pasgena. Homep nogpasgena AO/KEH COCTOATb M3 HOMepa
pasgena U HoMepa MoApasaena, pasaeneHHbiX ToOYKoW (Hanpumep, 1.2.). Homep nyHKTa [0MKeEH
COCTOATb M3 HOMepa pas3gena, noapasgena U MNyHKTa, pasgeneHHbiX Toukamu (Hanpumep, 2.3.1.).
MyHKTBI NPU HEObXOAMMOCTM MOTYT MOAPA3AENATbCA HA MNOAMNYHKTbI, KOTOPble [AOMXHbI MMETb
NopsAKOBYIO HYMeEpaLMIO B Npeaenax KaxKaoro nyHkTa (Hanpumep, 1.2.2.1.).

Bu3bl NpocTaBAAlOTCA Ha 060POTHOM CTOPOHE NoC/NeAHEro ANCTa NPOEKTa yKasa (pacnopaskeHus)
B HUXKHEW ero yacTtu.

Ha npunoXeHnax K NpoeKkTam yKa3oB (pacnopsxKeHuin) BU3bl NPOCTaBAAIOTCA TakKe Ha 060poTHOM
CTOPOHE NOC/NEAHEro JINCTa NPUIOKEHUS.

O6pa3subl opopmaeHMa NPoeKToB akToB MNpe3naeHTa Poccuiickon Pepepaunn npunaratorcs.

/\
[IpoexT
He MeHee 9 cMm
YKAS3
[PE3UIEHTA POCCUMCKONM OEIEPALIM
\/
06 yrBepxneHum IloJtoxeHUS
06 YnparjseHnuu llpes3uneHTa Poccumckom denmepaumum
10 TOCyImapCTBEHHEIM Harpaimam
/\
18 mor |
\/
1. VYrBepouTh npuiaraemoe llojoxeHme 00 VYnpabJjeHuM llpe3mmeHTa POCCHUMCKOM

demepaumy IO TOCYINAPCTBEHHEIM HarpallaM.
2. Hacrogumy ykKas BCTyNaeT B CMUJIy CO IOHS €I'0 IONNMCaHMUA.

/\
32 nom
\/
[lpesunmeHT
Poccurickon denmepaumum

/\

48 mT



\/
Mockea, Kpewmib

/\
| 18 oo

\/
IDaTa

/\
| 18 oo

\/
N

O6paseL, opopmneHna NpoekTa yKkasa lNpesngeHTa
Poccuintckoit degepaumm

YTBEPXIEHO
YkaszoM llpesuneHTa
Poccurickonm denmepaumnm

oT N

MNOJTOXKEHUE
06 YnpasneHuu NpesngeHTta Poccuiickon ®Pepepaunn
Mo rocyAapCTBEHHbIM Harpagam

1. YnpaBneHue Mpe3sngeHta Poccuiickoit degepaumm No rocyaapcTBeHHbIM Harpagam (panee -
YnpaBneHue) ABNAETCA CAMOCTOATENbHbIM NogpasaeneHmem AgMmnHuctpauymm MpesmaeHTta Poccuiickom
depepaunn.

2. YnpaBneHue B CBOEIN AeATe/IbHOCTU PyKOBOACTBYeTcA KoHcTuTyumeld Poccuiickoinn ®eaepaumn,
denepanbHbIMM  3aKOHaMK, YKasamu W pacnopsskeHnamu [pesmgeHTa Poccuiickont dPeaepaumu,
nonosxkeHnem o6 AgmuHuctpaumm lpesuaeHta Poccuiickoii  depepaumu,  pacnopaxKkeHUaMmu
AamuHuctpauum MpesuaeHTta Poccuiickoit Peaepaumn, a TakKe HACTOALLMM NOOXKEHMEM.

(Oanee TeKcT He npuBoAMUTCA)

/\
[IpoekT
He MeHee 9 cMm
PACIIOPAXEHUE
NIPERUIOEHTA POCCHUVCKOM OEIEPALIUNA
\/

1. Bramemure B 2020 rTomy w3 PesepBHOTO doHma IlpesmmeHTa POCCUMICKOM
denmepaumnm:

40 MJIH pybnen IpPaBUTEJIECTBY ... oOOJacTu Oy T'ocynoapCTBEHHOTO
MCTOPUKO—apPXUTEKTYPHOTO u XYOOXEeCTBEHHOTO Mys3es-3aloBegHMKa ... Ha
IpoBeIEeHME peMOHTa n pecTaBpauuM ODaMATHMKA MCTOPUM U KyJbTypa .y
PACHOJIOXKEHHOTO IO ampecy ...;

(Dajiee TeKCT He NIPUBOIOUTCH)

/\



32 nor

\/
[lpesumeHT
Poccumickon denmepaumum

/\

48 mT

IDaTa

O6pa3sel, opopMaeHMA NPOEKTA pacropaKeHns
Mpe3unaeHTa Poccuiickon ®epepauymmn

MpunoxkeHne N 8

NOoAroToBKA U O®OPMJIEHUE
NPOEKTOB AKTOB (MOCTAHOB/IEHUIA, PACMTOPAXKEHWN)
NPABUTE/IbCTBA POCCUIACKON DEAEPALIUMA

MoaroToBKa M 0popmMIEHNE NPOEKTOB aKTOB (MOCTAHOBAEHMI U pacnopsaKeHwuid) NMpaBuTenbcTea
Poccuiickolt  depepaumm npoBoauTcA  ¢defepanbHbIMM - OpraHamMu  WUCNOJIHUTENbHOW BAacTM B
COOTBETCTBUM C NOPALKOM, YCTaHaBAnBaeMbIMm MpaBuTensctBom Poccuiickoin Peaepaumn.

MpoeKT NOCTaHOBAEHUA UK pacrnopsaxKeHua MpaBuTenbcTea Poccuitickoit ®egepaumm nevaTaeTcs
Ha cTaHgapTHOM AncTe Bymarn popmata Ad wpndTtom pasmepom N 14. MpoeKT akTa UMeET ceaytoume
PEKBU3UTbI:

HanmeHoBaHMe BMAA aKTa - nocTtaHoBneHue [lpaBuTenbcTBa Poccuiickon degepaunn unm
pacnopseHue MNpasuTenbcTBa Poccuiickoi Penepaunn.

[aTa akTa oTAenaeTcA oT HAMMEHOBAHUA BUAA aKTa, KaK npasni0, MeXCTPOYHbIM MHTEPBA/IOM 24
nT, Od)OpMI'IFIETCFi CﬂOBECHO-LI,Md)pOBbIM CI'IOCO60M, neyartaeTca LEHTPOBAHHbIM CI'IOCO6OM,
NPOCTaBaAAETCA NP NOANNCAHNN aKTa.

Homep neuyataeTca cpasy nocsie AaTbl apabcknmm umdpamm n cocTout ns 3Haka N M NopsaKoBOro
HOMepa, NPMCBAMBAEMOro AOKYMEHTY Nocae ero noanncaHua, Hanpumep, N 143,

K nopsgkoBomy HoMepy pacnopskeHusa yepes geduc gobasnaertca byksa "p", Hanpumep, N 153-

MecTo usgaHua - otaensetcs ot pekensutos "[ata" n "Homep" MeKCTPOUYHbIM MHTEPBAIOM 24 NT
1 obopmMAAETCA LEHTPOBAHHBIM CNOCO6OM.

3aronoBOK NEeYyaTaeTca Ha PaccToAHWM He meHee 10 cM OT BepXHero Kpas AncTa € NPOMUCHOW
OYKBbI, Yepe3 OAMH MEXKCTPOUHbIA MHTEPBAA M BblAENAETCA NONYKUPHbIM WPUGTOM. 3aroN0BOK, Kak
npaBuio, OTBEYAET Ha BOMPOC: O YemM (0 KOM) M34aH AOKYMEHT. TOUKa B KOHLe 3aro/IoBKa He CTaBUTCA.



TeKCT oTpenaetrca OT 3aroN0BKa MEMKCTPOYHbIM WMHTepBasom 24 - 36 nNT M nedyaTaeTcA C
uHTepsanom 18 nt.

TeKcT neyaTaeTcs OT JIEBOM rpaHMLUbl TEKCTOBOrO MO/A U BbipaBHMBAETCA MO /IeBOM U MpaBoW
rpaHuUam TeKcToBoro nons. lepBaa cTpoka ab3aua HavMHaeTca Ha pacctosHuM 1,25 cm oT nesok
rpaHuLbl NoANA.

TeKCT MOXKeT NoAPasAenaATbCA Ha KOHCTAaTUPYIOLLYIO YacTb (Npeambyy) M NOCTaHOBAAIOLLYIO YacTb
(B pacnopsaxeHuax - pacnopaauTenbHyo).

Mpeambyna B npoekTax noctaHosneHui lNpaButenbctsa Poccuiickoin Pegepauumn 3aBepluaercs
cnosamn "lMpaButenbctBo Poccuitickolt degepauum noctaHoBAseT", nocsedHee CAOBO MeyaTaeTcs
NONY>KMPHbIM WPUDTOM BPaspALKY.

Mpeambyna MOMKeT OTCYTCTBOBaTb, €CAM MpeanucbiBaemble AEWCTBUA He Hy)AaalTca B
pasbACHEHUN.

MocTaHoBAAOWAA (pacnopsauTenbHas) YacTb MPOEKTOB MOCTAaHOBAEHUM (pacrnopsaskeHuit)
MpasutenbcTsa Poccuinickoit Pepepaunu, Kak npasuio, noapasaenaerca Ha NyHKTbI.

MyHKTbI HYMepYyloTCA apabcknmm Lmdpamm ¢ TOYKOM M 3aro/I0BKOB HE MMEIOT.

MpY HaAMuMM NPUNOXKEHMI K MNOCTAaHOBAEHUIO (pacnopsaxKeHuto) lpaBuTenbcTBa Poccuitckol
desepaumn B TEKCTE Ha HMX 06sA3aTENIbHO 4ENaeTCa CCbi/Ka.

Moanuce OTAENAeTcs OT TeKCTa MEXKCTPOYHbIM MHTepBasiom 36 NT M COCTOMT M3 CNOB
"Mpeacenatens MpasutenscTea Poccuiickot Pegepaunn’, nHnumana umenn n damunum Npepcepatenn
MpasutenbctBa Poccuiickonn Pepepaumn. Cnosa "lMpeacematens [MpasutenbctBa" n "Poccuitckol
depepaunn” nevatatoTcs B ABE CTPOKM yepe3 1 MeXCTpouHbld WHTepBan. Cnosa "lMpepcepatens
MpaBuTenbcTBa" neyaTatoTcAa OT JIEBOW rPaHMLbl TEKCTOBOrO noss, a ciosa "Poccuitckoit depepauymn’
LEHTPUPYIOTCA OTHOCUTE/IbHO MEepBOI CTPOKKU pekBuM3nTa. MHuuman mmenn n dammansa MNpepcepatens
MpaBuTenbcTBa Poccuiickon degepaumnm neyaTaloTcs y NpaBoM rpaHuULLbl TEKCTOBOTO MOAS.

MPUNOKEHNA K NPOEKTam aKToB (NOCTaHOBAEHUIA U pacnopsaxkeHuid) Mpasutenbctea Poccuinickol
desepaumnn neyaTaloTca Ha OTAENAbHbIX IMCTax Bymaru U BU3UpPYLOTCA.

Pasmepbl nonen, WpUOTbl M MEKCTPOUHbIE WMHTEPBaNbl MPU NeyYaTaHUW TEKCTa MAEHTUYHDI
pa3smepam, NPUMEHAEMbIM NpU 0POPMIEHNM TEKCTOB NOCTAHOBEHWNI (PacnopssKeHU).

MopsfoKk odopMaeHUs NPUNONKEHWUI K NPOEKTY NOCTaHOBAEHMUA (pacnopskeHus) NpaBUTeNbCTBa
Poccuiickoli depepaumm aHanormyeH oGopMAEHUIO MPUIOKEHUI K MPOEKTaM YKa30B (pacnopsaxKeHui)
Mpe3ngeHTa Poccuiickon deaepauum.

Bu3bl npocTaBAAlOTCA Ha OBOOPOTHOM CTOPOHE MOoC/AeAHero auWcTa NepBOro 3K3emnasapa
(noasMHHMKA) NpoeKTa NOCTaHOBEHNA (PacnopAXKeHNA) B HUMKHEN ero YacTtu.

Ecan B Tekcte npoeKkta akta [pasutenbctsa Poccuiickoit Pepepaumm ynomuHaloTca paHee
npuHATble akTbl Mpe3sngeHTta Poccunitckon depepaunn maun Mpasutenncrtsa Poccuiicko ®eaepaummn, To
[enaeTca CCbl/IkKa Ha COOTBETCTBYHOLWMIA OdULIMAbHBIA WUCTOYHUK MX OMNybaMKOBaHWA, Hanpumep:
"(CobpaHue 3akoHomaTenbcTBa Poccuiickoit eaepaumn, 2017, N 14, c1. 2062)".

Ecnm noarotaBnmBaemblii akT MNpaButenbcTea Poccuiickol ®eaepaunm Bnedet 3a coboii BHeceHme
M3MeHEeHU UAN A0NONHEHUI B Apyrue akTbl MNpaBuTenbcTBa Poccuiickoit depepauuu, st MU3MeHeHun
UAN OOMNONHEHUA BKAOYAIOTCA B MNPOEKT MOAroTaBAMBAEeMOro akTa WM NPeAcTaBAaloTcA B BuAe
CaMOCTOATE/IbHOMO aKTa OA4HOBPEMEHHO C HUM.



Mpoekt aKta [paButenbctBa Poccuitickolt depepaumm No  opraHM3auMM  UCMNOAHEHMUA
denepanbHoOro 3akoHa unm akta lNpesnaeHta Poccuiickot @egepaumnm AONMXKEH COAepKaTb CCbIIKY Ha
COOTBETCTBYIOLWMIM deaepanbHbli 3aKOH nan akT MpesmaeHTa Poccuiicko Peaepaunu.

B npoeKkrtax noctaHoBneHui lMpaButenbctsa Poccuitckoint Pepepaumm ynotpebnaoTca nosaHble
oduuManbHble HANMEHOBAHUA OPraHOB M OpPraHM3aLUMii, B MPOEKTaX PACnopAXKEHUN - UX COKpPaLLEHHble
odunuManbHble HAMMEHOBAHMA.

JoKymeHTbl (MporpamMmbl, MOJIOXKEHUA, pPernameHTbl, NAaHbl, HOPMbI W Ap.), KoTopble
npegnaraeTca yTBEpAUTb NOArOTaBIMBAaEMbIM NPOEKTOM aKTa lNpaButenbctea Poccuitickolt deaepauuuy,
B 0653aTe/IbHOM MOPAAKE NPUAAratoTca K AaHHOMY NMPOEKTY aKTa.

MpoekTbl akToB [paBuTenbctBa Poccuitickoli dPepepaunmn npeacrtaBasaoTca B [paBUTENbCTBO
Poccuiickoir depepaumm C CONPOBOAUTENbHLIM MUCbMOM, B KOTOPOM YKasbiBaeTcs OCHOBAHME
BHECEHMA NPOEKTA aKTa, a TaKXe CoAepKaTcA CBeAEHMA O COAEPXKAHMM U COT/TACOBaHUM NPOEKTA aKTa
WUAN OTCYTCTBMM cOrnacoBaHua (C yKasaHuem npuumH). ConpoBoauTeNIbHOE MUCbMO NOANUCHIBaeTCA
pykoBoauTenem denepanbHOro opraHa WCAOMHUTENbHOMW BAACTU WAWM JIULLOM, MCMONHAIOLWMM €ero
06A3aHHOCTU. [POEKT aKTa BU3MPYeTCA SINLOM, BHOCALLMM MPOEKT, U COFNacoBbIBAETCA B MOPALKE,
ycTaHoBneHHom PernameHTtom lMpasutenbctsa Poccuitickon Pepepaunm.

O6pa3subl opopmieHNs NPOeKTOB aKkToB MpasuTenbcTBa Poccuiickont Peagepaumm npunaratorcs.

[lpoekT
[IPABUTEJIECTBO POCCUMCKONM OEIEPALN
[IOCTAHOBJIEHUE
/\
| 24 T
\/
or " " . N
/\
| 24 nr
\/
MOCKBA
06 yTBepxneHuM [IpaBuUJl OeJIONPOMBBOIACTBA B delepalibHBEIX
OpraHax MCIOJIHUTEJIBHOW BJIACTU
/\
| 24 - 36 nr
\/
B coorBercTBMM CcO craTeey 11 JdegmepanpHOTO 3akoHa "O0O mHbopmaumu,

MHOOPMALMOHHEIX TEXHOJIOTUAX M O 3ammTe uHGopMauum" IIpaBUTEJILCTBO PoccuMCkOM
demepauum IMOCTaHOBJIAET :
1. YreepouTh OpuyaraeMele IIpaBuia

(Jajlee TEexKCT He NPUBOOUTCH)

/\
36 O
\/
[lpencepaTens [IpaBUTENLCTBA
Poccunickom Odenmepaumum . damMmnamsa

O6pasel, opopmneHna NpoekTa nocTaHoBNeHUsA MNpaBnUTeNbCTBa
Poccuinckoit ®egepaumm


https://login.consultant.ru/link/?req=doc&base=LAW&n=464635&dst=100017

[IpoekT
[IPABUTEJLCTBO POCCUMCKOW OEIEPALVNA

PACIOPAXEHNE

\
24 mmT

/
or " " r. N

\
24 mmT

/

"

"

MOCKBA
/\
| 24 - 36 nr
\/
yTBepJIMTb npuiiaraeMele TeXHNYeCKue Tpe6OBaHI/IH K opraHmzaumnum
B3aMMOIOENCTBUSA CHrCTEMEL MeXBeIOMCTBEHHOI'O BJIEKTPOHHOT'O ,D;OKyM@HTOO@OpOTa C
cucreMaMm SJIEKTPOHHOT'O ,I[OKyMeHTOO@OpOTa @enepanbmﬂx OpPTr'aHOB VICIIOJIHUTEJIb HOM
BJIaCTM.

/\
36 nT
\/
[lpencenaTtents I[lpaBUTEeNILCTBA
Poccunickon Odenmepaumm . dammnusa

O6pasey, opopmMmaeHMa NPOEKTA pacnopaxkeHus MNpasuTenbcTea
Poccuiickoin Pepepaumm

MpunoxkeHne N 9

NoPAAOK
O®OPMJIEHUA NPOTOKO/OB 3ACEAAHUIA (COBELLLAHWIA)

MPOTOKON COCTaBAAETCA Ha OCHOBaHWM 3anuceil, NPOM3BEAEHHbIX BO BpPemMsA 3acedaHus
(coBewanunn), npeacTaBneHHbIX TE3UCOB, OAOKAAL0B U BbICTYN/IEHUA, CNPABOK, NPOEKTOB pPeleHnin u
APpYyrMx maTepuanos.

B rocyaapcTBeHHbIX OpraHax, opraHax MecTHOro caMoynpaB/eHUA NPOTOKObl MOTYT U34aBaTbCA B
nonHot dopme wuAM KpaTKoW ¢opme, NPU KOTOPOKM OMyckaetca xond obcyKaeHus Bonpoca W
dUKCHpyeTcsa TONbKO NPUHATOE MO HEMY peLLeHue.

TeKCT Mo/IHOro MPOTOKOJA, KaKk MpaBMao, COCTOMT M3 ABYX 4yacTell: BBOAHOM M OCHOBHOW. B
BBOAHOW YacTW yKasbiBaloTca GamMuAMM U UHULMaNbl npeacepatens (npeacenatenbCTBYHOLLETO),
cekpeTaps, /1L, NPUCYTCTBOBABLUMX Ha 3acefaHuu, U, Npu HeobXo4MMOCTU, AN, NPUTNALLIEHHbIX Ha
3acegaHue. Ecnan KonnyectTso NPUCYTCTBYHOLWMX NpeBbiwaeT 15 YyenoBeK, B BBOAHOM YacTM NPOTOKONA
OenaeTca CCblIKa Ha CMUCOK NPWUCYTCTBYIOWMX, SABAAIOWMIACA HEOTbeM/IeMOM 4acTbio MPOTOKOAa,
Hanpumep:

MpucytctBoBanu: 25 yen. (cNUCOK npunaraeTcs).

Ecnn B 3acegaHuu (coselaHnmn) NPUHMMAIOT yyacTue NpPeacTaBUTeNN PasHbIX FOCYAapCTBEHHbIX
OpraHoB, OPraHOB MECTHOro CamMoyrnpaB/AeHUA, OpraHM3aLMii, yKasbiBaeTca Mecto paboTbl U AONKHOCTb
Kaxaoro avua. MHOrocTpoYHble HaMMEHOBaHNA A0MKHOCTEN NPUCYTCTBYIOWMX NeYaTaloTcsa Yepes oauH



MEKCTPOUHbIA MHTEPBa.

BBogHas uyacTb MPOTOKOJIAa 3aKaHYMBAeTCs TMOBECTKOM fOHA, cogeprkawein nepeyeHb
paccmMaTpuBaeMbIX BOMPOCOB, MEPEYMCNEHHbIX B MOPAAKE WX PACCMOTPEHMA Ha 3acefaHuu, ¢
yKasaHMeM [JOK/AagyMKa Mo  KaXgomy paccmMaTpuBaemomMy Bonpocy. Bonpocbl noBecTkM AHA
dopmynupytotca ¢ npeanorom "o" ("06"), meyaTaloTCA OT rpaHWLbl NIEBOrO MNOASA M HYMepyloTca
apabcknmm umndpamm.

OcHOBHas 4acCTb NPOTOKO/IAa COCTOMT M3 Pa3fesfioB, COOTBETCTBYIOLWMX MyHKTaM MOBECTKM AHA.
TeKCT Kaxaoro pasaena CTPOUTCA MO CXeMe:

CNYWANN:
BbICTYMN/IN:
MNOCTAHOBWAWU: (unun PELLNNN:).

OCHOBHOE coAeprKaHMe [OKMALOB M BbICTYMJ/IEHWIA BKIKOYAETCA B TEKCT MPOTOKO/MA WU
npunaraetca K HemMy B BMAE OTAENbHbIX MaTepuanos; B NOC/AeAHEM Ciy4ae B TeKCTe NPOTOKOAa
AenaetcAa oTmeTKa "TeKcT BbicTynneHusa npunaraetcsa”. MocTaHoBAeHMe (peleHne) B TEKCT NPOTOKONA
BHOCWTCA NOJIHOCTLIO B TOM GOPMYIMPOBKE, KOTopan bblia NpuMHATA Ha 3acefaHnu; NpyM HeobXoAMMOCTH
NpPWUBOAATCA UTOMM rONOCOBAHKA: "3a - ..., NPOTMUB - ..., BO34EpPKaNoch - ...".

CopepraHume ocoboro MHeHUs, BbICKA3aHHOrO BO Bpemsa O6CYKAEHMUSA, 3aMMCbIBAETCA B TeKCTe
NPOTOKO/1a MOC/1Ie COOTBETCTBYIOLLErO NOCTaHOBIEHUs (pewweHuns).

TeKCT KpaTKOro MpoTOKO/Ia TaKXe COCTOMT M3 ABYX 4YacTell. B BBOAHOM 4acTWM yKasblBaloTCA
MHUUManbl U Gamuann npeacenatens (NpeacenatenbCTBYIOLWLENO), CEKPETaps, a TaKKe WHUUManbl U
bamuanm NPUCYTCTBOBABLLNX JINLL,

Cnoso "MpucyTtcTBOBaAM" neyaTaeTcs OT rpaHWULbl NEBOFO MoAA, NOAYEPKUBAETCS, NOC/Ae C/I0Ba
CTaBuTCA ABoeTouMe. Huke neyataloTcd HaMMEHOBAHMA AOMKHOCTENM NPUCYTCTBOBAaBLIMX, a CpaBa OT
HaUMEHOBaHUA [O/BKHOCTEW - MX MHUMUManbl M damuann. HaMmeHOBaHWMA [OMKHOCTEM MOryT
yKa3blBaTbcA 0606WeHHO, Hanpumep:

[lpycyTCcTBOBAJINM

3aMecTuTresib MMHMCTPa 3KOHOMUUECKOT'O
pas3euTusa PoccurickolM dermepalumnm n.0. dammnmusa

BamMecTuTenmn pykosommuTenia PocapxusBa n.0. dammnmsa

B ocHoBHOWM yacTu NPOTOKO/1a YKa3bliBae€TCA HOMEP BOMPOCa B COOTBETCTBUU C NoBECTKOM AHA,
coaepraHue Bonpoca N NpUHATbIE peLlleHna.

HanmeHoBaHMe Bonpoca Hymepyetca apabckon umdport n dopmynmpyetca c npeanorom "o
("06"), neuaTtaeTcA UEHTPOBAHHO, NOAYEPKUBAETCA OJHON YepTOM HUKe nocneaHeir CTPOKU Ha
pacctosHMM He 6onee wWHTepBana. [log uYepTol yKasbiBatloTcA GaMUAMM  OOKHOCTHBIX /UL,
BbICTYNUBLUMX NPW OOCYKAEHUM AaHHOro Bonpoca. Pamuava OCHOBHOIO AOKNAAYMKA YKasblBaeTca
nepsoi. Pamuanm neyaTaroTcsa Yepes 1 MeXKCTPOYUHbIV UHTEepPBAI.

Hu)xe nevataetca NPUHATOE NO BOMPOCY peleHune.

MpoToKon noanucbiBaeTca npeacenaTeNnbCTBYIOWMM Ha 3aceAaHuMM U cekpeTapem. [laToi
NPOTOKONa ABNAETCA AaTa 3acefaHus (coBellaHua).



MpoToKonam NpUCcBanBatoTCA NOPALKOBbIE HOMEpPA B Npegenax KaneHaapHoro roga oTae/bHoO no
KaX[4oN rpynne nNpPOTOKO/I0B: MPOTOKO/bl 3aceAaHuit Konneruu, npoTOKO/ibl KOOPAUHALMOHHDIX,
MEeTOAMYECKMX, IKCNEPTHbIX COBETOB W APYrMx opraHoB. [MPOTOKO/ibl COBMECTHbIX 3acedaHuii umetoT
COCTaBHble HOMepa, BK/lOYaloLWMe MOPsAKOBble HOMEpa MPOTOKO0B OpraHM3auui, MPUHMMABLLMX
y4yactue B 3acesaHuu.

Homepa noctaHoBneHWit (pelleHunii), nsaaBaembiX Ha OCHOBAHWKW MPOTOKO/IOB 3aceAaHunini, moryT
COCTOATb M3 HOMEpPa NPOTOKO/1A, HOMepPa PacCMaTPUBAEMOrO BOMPOCa B MOBECTKE AHA.

K Homepam NpOTOKO/MIOB M MOCTAHOBAEHWUIN (peleHnin) moryT npubasnaTbca OYKBEHHbIE KOAbl B
COOTBETCTBUM C CUCTEMOWN PErncTpaumu, MPUHATOM B roCyAapCTBEHHOM OpraHe, OpraHe MeCTHOro
camoynpasfeHus.

Konun npoToKkonoB npu HeobXxoAMMOCTU PacChbiNaloTcA 3aMHTEPeCcoBaHHbIM OpraHU3auMam U
AONXHOCTHBIM IMLAM B COOTBETCTBUM C YKasaTesieM PacCblIKW; yKa3aTe/lb COCTaBAAET U NOANUCHIBaET
OTBETCTBEHHbIN WUCMNOMIHUTE/Ib CTPYKTYPHOrO MoApasfesieHns, roTOBUBLUEro PacCMOTPEeHMe Bompoca.
[loBefeHne NPOTOKO/I0B A0 3aMHTEPECOBAHHbIX INL, MOXET OCYLLECTBAATLCA B 3/IEKTPOHHOM BUE.

B oTAe/IbHbIX C/IyYanX NPUHATbIE PELLIEHMSA MOTYT A0BOAMUTLCA A0 3aMHTEPECOBaHHbIX N1, B BUAE
BbINNCOK M3 MPOTOKO/IOB, KOTOPble OGOPMAAIOTCA Ha COOTBETCTBYylOUleM 6/1aHKe, MOAMMUCHIBAIOTCA
npeacenarenem (nNpeaceaatenbCTBYIOWIMM) M CEKPETapem WM 3aBepAloTCA Mo NpasBu/iam 3aBepeHus
KOMWIA JLOKYMEHTOB.

MpoToKoAbl NevyaTaloTca Ha 61aHKe NPOTOKoNa, 0bwem 61aHKe UAM CTaHOAPTHOM AucTe Bymaru
dopmata A4 1 UMELOT cneaytowme PEKBUIUTDI:

HaMMeHOBaHMe ToCyAapCTBEHHOrO OpraHa, opraHa MecTHOro CaMoynpaBAeHMA - YKasblBaeTca
noaHoe oduLManbHOE U COoKpalleHHoe (B CKOBKax) HaMMeHOBaHUA rocyAapcTBEHHOMO OpraHa, opraHa
MEeCTHOTO CamoynpaBieHns;

BUA AoKymeHTa - MPOTOKOJ (ecau npotokon odpopmaseTca Ha obuem baaHKe UM cTaHZapTHOM
nucte 6ymarn, cnoso [POTOKOJ/1 neyaTaeTcA NPOMNUCHbIMKM OyKBaMu BpPa3pAAKY, MONYXKUPHbLIM
wpuopTom pasmepom N 17 1 BbipaBHUBAETCA NO LEHTPY);

BMA, 3acefaHus, COBELaHWA OTAENAETCA OT MPedblayLiero pPeKksMsmTa ABYMSA MEKCTPOUHbIMU
MHTEepBafamM, NeyataeTcs NoNYKMPHbIM LPUDTOM U BbIPaBHUBAETCA NO LEHTPY;

MecCTo npoBedeHMA 3acefaHua (coBellaHuA): yKasbiBaeTca (MpUM HeobXoAMMOCTW), Y Koro
NPOBOAMTCA COBellaHWe WAM B KaKOM MecCTe; medyaTaeTcs yepe3 2 MEeXKCTPO4YHbIX MHTepBana nocne
peKkBu3uTa "BUA 3aceaHns, CoBELLaHNA" 1 BbIPaBHUBAETCA MO LLEHTPY;

[aTa NPOTOKONa;
PEerncTpPaunoHHbIiM HoMep NPOTOKON3;
TEKCT NPOTOKONa;

nognuce (Noanucu) - oTAeNAETCA OT TEKCTa 2 - 3 MEKCTPOUYHbIMU UHTEPBaNaMM U COCTOUT U3
cnosa '"lMpeacepatens”, ecan 3acepjaHuve  (coBelllaHWe) nNpPOBOAMAOCH MOA  PYKOBOACTBOM
KON/NerManbHOro UAM  coBewaTenbHoro  (KoopAMHAUMOHHOTO, MEeTOAMYEecCKoro) opraHa, Wau
HaMMeHOBaHMA AO/IKHOCTU /iMUa, NpeaceaTeNbCTBOBaBLIEro Ha 3acefaHnn (coBelwaHnm), cekpeTaps,
NIN4HOM nognucu (noanucei), pacwundpoBkM nognucen (MHUUManbl U pamunusa(u). B otaenbHbix,
YCTaHOB/MIEHHbIX 3aKoHoAaTenbcTBOM Poccuiickolt ®depepaumm  cnydaax (Hanpumep, MPOTOKO/bI
aTTeCcTalMOHHbIX, KOHKYPCHbIX KOMUCCUIA), NOANUCHIBAOTCA BCEMU YNeHaMU KOMUCCUM.

Moanuck (NnoagnuncK) nevaTaeTca oT 1eBOM rPaHULbl TEKCTOBOrO NOJSA AOKYMEHTA.



O6pasLbl NPOTOKO/I0B NPUAAratoTCs.

T'eptb <*>

[HAMMEHOBAHME T'OCYIAPCTBEHHOI'O OPI'AHA, OPT'AHA MECTHOI'O
CAMOYIIPABJIEHNA]

[IPOTOKOJI

3acenaHua HaydyHO-TeXHUUEeCKOI'O COoBeTa

N

MockeBa
[IpencenatenscTeyoumy — dammnma M.O.
Cexkperapp - Yammnmsa UN.O.
IpucyTrcreoBanm: 30 UesioBeK (COMCOK IpujaraeTcs)

IIOBECTKA IHA:

1. O Mepax O peanmM3aluuM IPOTPaMMEL
IokJjian 3aMecTuTesis PyKOBOIUTEJS
2.
1. CIVYHAJIN:
damvmmnma M.0. - TEeKCT OokKJjlama NpuiaraeTcs
BHCTYIINIIN :
damvmmnma UM.0. - KpaTkKad 3alMcCb BECTYIIJIEHUA
Sammima M.O. - KpaTkas 3alMCb BHECTYIIJIEHUA
[IOCTAHOBWIJIN :
1.1.
1.2.
2. CIIYHUAJIN:
[IlpencenaTesibCTRYOIUM [Nomonmce n.0. dammnmsga
CekpeTapsb [lomnmce n.0. dammnmsa

<*> [ocymapcTBeHHbIN repb Poccuiickon depepauum, repb (repanbauuyeckmini 3HaK) cybbekTa
Poccwuiickolt depepaumm, MyHUUMNAAbHOTO 06pa3oBaHuA.

ObpaseL, opopmieHNs NOJHOTo NPOTOKOA

T'epb <*>

[TPOTOKOIJI



coBemaHusa y PykoBomuTesis [HaAaMMEHOBAHME TOCYIapCTBEHHOTO
opraHa, oOpTraHa MEeCTHOTO CaMOyIpPaBJIEeHUA ]

VBAHOBA U.N.

N
Mockea
[lpucyTCcTBOBAJIM X
HauMeHOBaHME HOOJDKHOCTU - damvusia 1.0.
HammMeHOBaHME IOOJDKHOCTU - damvmmma UN.0.

1. O BHIIOJIHEHMM T'OOOBOT'O IIJIaHA HAYUYHO-MCCJIENOBATEJIbCKOM paboTH
BHUMIAL

(Pammmua U.0., Pamvmiamsa MN.O0., dammimsa M.O0. ...)

1. IpMHATL K CBEIEHUI
2. IOupexTopy BHUMIAL

2. O BBeIeHMM MEP IO

(Pamunmsa M.0., ®ammausg M.0., dammausa M.O0. ...)

1. YCTaHOBUTHL, YUTO
2. Obecneuurb

Pyxkoromuresnsb n.0. damMmnusa

<*> locymapcTBeHHbld repb Poccuitickon Pepepaumu, repb (repanbauyeckuiti 3HaK) cybbekTta
Poccuitckoit ®epepaumm, myHuumnanbHoro obpasoBaHus.

Ob6paszeL, opopmaeHNA KPAaTKOro NPOTOKOAA

Mpunoxkenue N 10

T'epb <*>
[HAVMEHOBAHME T'OCYIAPCTBEHHOT'O OPI'AHA, 3aMeCcTUTeI0 IMpeKTopa
OPTAHA MECTHOI'O CAMOYIIPABJIEHVA ] 1o HaydHOM paboTe HUM Tpyzna

1 3apaboTHOM I1JlaTH

yin. T'ehHepajna EpwmoJjora, n. 12,
Mockea, 103000 [leTpoBy II.II.



Ten. 8 (495) 000-00-00,
Tes./dakc 8 (495) 000-00-00 e-mail:trud777@mail.ru
e-mail:aaa@gov.ru; http://www.aaaa.ru

Ha N oT

N

O HamnpaBJIEHUM 3aMedaHuMn
Ha [JIaH-IPOCHEKT HAaYy4YHOTO IOoKJana

YeaxaeMell IleTp IleTpoBuyd!

HanpasiygeM BaM 3aMedaHMa U [OpenJIOKeHMsa Ha IIJIQH-NPOCIEeKT HaydHOI'O
nokylana "O wMepax IO CTUMYJIMPOBAHMIO pocTa 3apaboTHOM IJIaTHL B pPa3JIMUHBIX
OTPAaCJIIX SDKOHOMMKM: OTEUECTBEHHHM Y 3apyOeXHEBI OILT".

[IpnnoxeHmue: Ha 5 . B 1 BK3.
C yBaxeHueM,

3aMecTUTeJlb PYKOBOOUTEJIA H.H. HoBukOB

BacunbeBa Bepa BacuibeBHa - BeOyuul crneumaamMcT lenapTaMeHTa. ..,
8 (495) 000-00-00, e-mail:Vasileva VV@gov.ru

<*> [ocymapcTBeHHbIN repb Poccuiickon depepauum, repb (repanbauyecknini 3HaKk) cybbekTa
Poccuiickolt ®eagepaumm, MyHUUMNaAbHOro o6pa3oBaHmA.

O6paseu opopmaeHnn cny>ebHoro nucbma

MpunoxkeHne N 11

NPUMEPHbIA NEPEYEHD
HEPETMCTPUPYEMDbBIX BXOAALLNX AOKYMEHTOB <83>

<83> EcAM YyKasaHHble [OKYMEHTbl MOCTYMWAM C COMPOBOAUTENIbHbIM MUCbMOM, MUCbMA
pPernucTpupyloTca B NopagKe, YyCTaHOBAEHHOM WMHCTpyKUMel no AenonpousBoACTBY roCyAapCTBEHHOMO
opraHa, opraHa MecTHOro cCamoynpas/eHus.

1. AHKeTbl (pe3tome), HanpasBasemble B LeNsx TPYAOoYCTPOMCTBa.

2. byxrantepckue OOKYMeHTbl (ByxranTepckas OTYETHOCTb, cYeTa, cyeTa-GpaKTypbl, aKTbl CBEPKM
B3aMMOPACYETOB, aKTbl MPUEMKMU-NEPeaum OCHOBHbIX CPEACTB, TOBapHbIe HaKNaaHble).

3. TOCTbl, TeXHUYECKME PEr1aMeHTbl, PYKOBOAALME M APYrMe AOKYMEHTbl MO TeXHUYECKoMy
peryMpoBaH1IO U CTaHAAPTU3ALMMN.

4. FpaduKK, HapsAabl, 3as5BKU, Pa3HAPAAKM.

5. oKyMeHTbI (MpOeKTbl AOKYMEHTOB), Tpebytolime nognucaHma (CornacoBaHus, yTBepKaeHus) n
nocneaytoLlero sosspara.



6. KOHKypCHaa AOKyMeHTaumA.

7. Hay4yHO-TeXHUYeCcKasa 1 NPoOeKTHaA AOKyMeHTaums.

8. KoppecnoHaeHuus, agpecoBaHHasA paboTHMKam opraHmM3aummn c nomeTkomn "JinuHo".

9. OtyeTtbl 0 HUP.

10. MeyaTHble uM3AaHUA (KHUMN,

KypHanbl,

TemMaTnyeckme n cneymnasbHble C60pHVIKVI, naakKartbl.

11. |_|03ApaBMTeﬂbele nMNCbma M TeNerpammel, 6ﬂal'0,£l,apCTBeHHble nncbMa wn Tenerpammebil,

npurnacuTenbHble 6uneTtobl.

12. NpencKkypaHThbI.

13. MpurnacutenbHble bUNETbI, NPUTNALLEHNS.

14. Mporpammbl KOHPEPEHLMIN, COBELLAHWUINA.

raseTvbl),

KaTtanoru,

15. PeknamHble matepuans (MMCbma, TMCTOBKM, NPOCNEKTLI, ByKneTbl).

16. YyebHble nnaHbl, NPOrpammsl.

17. ®opmbl 1 61aHKK, B TOM Ymcsie GopMbl CTAaTUCTUHECKON M MHON OTYETHOCTH.

MpunoxkeHne N 12

TUNOBbLIE CPOKU UCNOJIHEHNA NOKYMEHTOB
B rOCYAAPCTBEHHOM OPTrAHE, OPTAHE MECTHOIO CAMOYINPABJIEHUA

Buna noKymeHTa

CpOK MCNONTHEHNA

OcHoBaHue

MapnameHTCKMIA 3anpoc

(3anpoc CoseTa
depepaumnm,
FocyaapcTBEHHOM
Aymbi)

3anpoc uneHa Coseta
®epepaunn, penyrtarta
locypapctseHHOM Jymbl
(mnenytatckomy
3anpocy)

MNpeacrtasneHune
CyeTHoM
Poccuiickoi
depgepaunm

nanaTtbl

He no3gHee 4yem yepe3s 15
AHEeN Cco  AHA  nosyyYeHus
nap/laMeHTCKOro 3anpoca uam
B WMHOW  YCTAaHOB/IEHHbIN
COOTBETCTBYHOLLEN  ManaToi
denepanbHOro CobpaHus
Poccuiickoit degepaumm cpoK

He no3gHee 4yem yepe3 30
OHen co AHA ero nony4vyeHus
WU B MHOM COrIAacOBAHHbIN C
MHULMATOPOM 3anpoca CPoK

B TeyeHue 30 gHen co AHA
BHECEHUA npeacTaBneHua B
06bekT ayauTa (KoHTpoAA)
<84>

YacTb 3 ctatbu 13 depepanbHOro 3akoHa
oT 8 mas 1994 r. N 3-®3 "O craTyce yneHa
Coseta ®epepaunn M cTaTyce AenyTata
locypapcteeHHol [Aymbl PeaepanbHoro
CobpaHusa Poccuiickon deaepaymmn

YacTb 3 ctatbk 14 depepanbHOro 3akoHa
oT 8 mas 1994 r. N 3-®3 "O craTyce yneHa
CoseTa ®epepaumm U cTatyce AenytaTta
locypapcteeHHon [ymbl ®epepanbHoOro
CobpaHusa Poccuiickon deaepaymmn

Yactb 4 ctaTtbm 26 PenepanbHOro 3akKoHa
ot 5 anpens 2013 r. N 41-®3 "O CyeTHOM
nanate Poccuinckon degepaumnmn

TEXHUYECKAA /UnUTepaTypa,



https://login.consultant.ru/link/?req=doc&base=LAW&n=453327&dst=100100
https://login.consultant.ru/link/?req=doc&base=LAW&n=453327&dst=100104
https://login.consultant.ru/link/?req=doc&base=LAW&n=451726&dst=46

MpoTecT NpoKypopa Ha
NpoTMBOpEYaLLMiA
3aKOHY NPaBOBOW aKT

MeBeaoMCTBEHHbIE

3anpocol o
npeacraBaeHum
OOKYMEHToB U (nan)

nHbopmaumm B ULenax
npeaocTaBneHmn

rocyapCTBEHHbIX n
MYHULMNANbHbIX yCAyr

*Kanoba Ha HapyweHune
nopsaka
npegocTaBAeHUs
rocyfapCTBEHHOW  MAu
MYHULMNANbHOW yCayru

*anoba
opraHa,
npeaocTaBAsIoLLEro

Ha OTKa3

He no3gHee uyem B 10-
[OHEBHbIM CPOK C MOMEHTa ero
NoCTyniaeHna, a B Cjay4ae
NnpMHecCeHUs npoTecta Ha
pelweHne NpeacTaBUTENIbHOTO
(3akoHopaTenbHOro) opraHa
cybbekTa Poccuiickoi
depepaunm  manM  opraHa
MECTHOIO CaMoynpaBieHUs -
Ha O6aumkanwem 3acegaHuu
<85>

5 pabounx aHen
noJly4yeHua 3anpoca

coO AHA

15 paboumx pgHel co gHA
pernctpauum xanobol

5 pabounx pgHel
perucrpauum

co AHA

YacTb 2 ctatbk 23 depepanbHOro 3akoHa
or 17 saHBaps 1992 r. N 2202-1 "O
npokypatype Poccuitckoit depepaummn”

YacTb 3 cTatbn 7.2 PeaepanbHOro 3akoHa

oT 27 wuona 2010 r. N 210-#3 "06
OopraHumsauum npeAocTaBaeHNA
rOCyJapCTBEHHbIX W MYHMLMNANbHbIX
ycnyr"

Yactb 6 cTatbm 11.2 depepanbHoro

3aKoHa ot 27 unions 2010 r. N 210-93 "06
opraHusauum npeaocTaBAeHNs
rocygapCTBEHHbIX W MYHMUMNANbHbIX
ycayr"; noctraHoBneHue [paBuTenbcTBa
Poccuiickoir depgepaumm ot 16 aBrycta
2012 r. N 840 "O nopsake nogaun wu
PacCMOTPEHUs Kanob Ha peleHua wu
aevicteus  (bespgeiicteue) deaepanbHbIX
OpraHoB WCNOJIHUTENIbHOW BacTU U KX

OOJIKHOCTHbIX v, depnepanbHbIX
rocyapCcTBEHHbIX CNYKaLMX,
OOJ/IKHOCTHBIX — INL,  TOCYZaPCTBEHHbIX
BHeOWAKeTHbIX  ¢oHAoB  Poccuiickoi
®epepauum, rocy4apCTBEHHbIX
Kopnopauui, HaZeNeHHbIX B
COOTBETCTBMM C denepanbHbiMm
3aKOoHamu NOSIHOMOUYUSAMMU no

npeaocTaBNeHUIO FOCYAAPCTBEHHbIX yCayr
B YCTAHOBNEHHOM cdepe AeATeNbHOCTH, U
X AOJIKHOCTHbIX /ML, OpraHM3auui,
npeaycMoTpeHHbIX YacTbto 1.1 ctatbn 16
depepanbHoro 3akoHa "0O6 opraHusaumm

NpeaocTaBAeHUA  FOCYAAPCTBEHHbIX WU
MYHUUMNANbHbIX yenyr", 7 nx
pPabOoTHMKOB, a TaKkKe
MHOTOQYHKLMOHANbHbIX LEHTPOB
NpeAoCTaBAeHUA  FOCYAAPCTBEHHbIX WU

MYHUUMNANAbHBIX YCAYr U UX paboTHMKoB"

MyHKT 15 noctaHosneHuA paBuTenbCcTBa
Poccuiickoir ®epgepaumm ot 16 aBrycta
2012 r. N 840 "O nopsake nogaun u
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rocyapCcTBEHHYO
ycayry, ero
OO/KHOCTHOMO  /ivua,
MHOTrodYHKUNOHANbHOT
o LEeHTpa, ero
OOJ/IKHOCTHOMO  /1Mua,
paboTHUKa,
npuBAeKaemom
opraHusaumm, ee
paboTHMKa B npueme
OOKYMEHTOB y
3asasutens  nmbo B
ncnpasaeHnn

OOMNYLWEHHbIX One4yaTok
n (unn) owmnboK nan B
cnyyae  obrkanoBaHus
3aABUTENEM HapyLleHWs
YCTaHOB/IEHHOTO CpPOKa
TaKMX UCNPaBAEHUI

NMucbmeHHoe
obpalleHue

rpaXKgaHuHa,
opraHusauum

MncbmeHHoE
obpalleHue
rpaXK4aHuHa,
opraHmsaumm o dakTax
BO3MOKHbIX

HapyLweHui
3aKOHOJaTebCTBa
Poccuiickoi

depepaunmn B coepe
MUTPaLUK

3anpoc
rocyaapcTBeHHOro
opraHa, opraHa

30 gHen co gHA perncrTpaumm
(B MCKNOUUTENBHbIX CAy4Yasx
npoanexHue CpoKa
paccmoTpeHua  obpalueHus
He 6onee yem Ha 30 aHen)

20 gHel co AHA perucTpauum

15 aHen

PaccMOTpPeHUs Kanob Ha pelleHua wu
nenctens (6esgelicteue) deaepanbHbIxX
OpraHoB WCNONHUTENbHOW BAacTM U KX

[O/IKHOCTHbIX nanu, depepanbHbIX
rocyapCcTBEHHbIX CAyXKawmx,
OOJIKHOCTHbBIX /UL,  FOCYAapCTBEHHbIX
BHeOAKeTHbIX  ¢oHA0B  Poccuiickoi
depepaunm, rocy4apCTBEHHbIX
Kopropauui, HaZeNeHHbIX B
COOTBETCTBUMU o depepanbHbIMU
3aKOHamm NO/HOMOYMAMM no

npeaoCcTaBAEHUIO TOCYAAPCTBEHHbIX YCAYr
B YCTaHOB/EHHOWN chepe AeATeNbHOCTH, U
MX AOJIKHOCTHbIX /ML, OpraHM3auuii,
npeaycMoTpeHHbIX YacTtbto 1.1 ctatbn 16
depepanbHoro 3akoHa "0O6 opraHusauumm

npegocTaBAeHUA  TOCYAAPCTBEHHbIX U
MYHUUMNANbHbIX ycayr", u nx
PaboTHMKOB, a TaKxe
MHOTFOGYHKLMOHANbHbIX LEeHTpOB
npegocTaBAeHUA  TOCYAAPCTBEHHbIX U

MYHUUMNANbHbIX YCAYT U UX paboTHUKOB"
(emecte ¢ MpaBunamm  nogaun U
PaccMOTpPeHUs Kanob Ha pewweHua w
nenctemns (6esgelicteme) deaepanbHbIX
OpraHoB WCNOJIHUTENIbHOW BIacTU U KX
OOJIKHOCTHbIX v, depnepanbHbIX
rocyapcTBEHHbIX CNYKaLMX,
OOJ/IKHOCTHBIX — INL,  TOCYZaPCTBEHHbIX
BHEOWAKeTHbIX  ¢oHA0B  Poccuiickoi
depepauun, a Takke [ocygapcTBeHHOM
KoprnopauymM NO  aTOMHOM  3Hepruu
"Pocatom" 1 ee A0KHOCTHbIX NNLL)

MyHkTbl 1, 2 cTaTbnM 12 dPepepanbHoro
3aKoHa oT 2 madA 2006 r. N 59-03 "O
nopsiake  paccmMoTpeHuns  obpalleHui
rpaxgaH B Poccuitckoit depepaumn”

MyHKT 1.1 cTtatbn 12 PepgepanbHoOro
3aKkoHa N 59-93

Yactb 2 ctatbm 10 PepepanbHOro 3akKoHa
N 59-03
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MECTHOro
caMoynpaBneHus  WUau
AOMIKHOCTHOTO /ivla B
CBA3U C pacCMOTpEHMEM
obpalleHMin  rpaxaaH,
opraHusauuni

3anpoc MHpopmauun o
AeATeNbHOCTH
rocyAapCTBeHHbIX

OpraHoB M  OpraHos
MECTHOTO
camoynpasfeHus
3anpoc, He
oTHOCALWMMCA K
AeATeNbHOCTH
rocyaapcTBeHHOro
opraHa WAM  opraHa
MECTHOTO
camoynpasfieHus, B

KOTOpble OH Hanpas/1eH

3anpoc OpraHos
rocyfapcTBEHHOrO
KOHTpONS (Hap30pa),
opraHoB
MYHUUMNANbHOTO
KOHTpONS

3anpoc
YnonHomo4yeHHOro no
npaBam 4esioBeKa B
Poccuinckolt
depepaunu
3ako4eHne

30 gHelt co AHA pernucrpauuu,
ecnm nHoe He
npeaycMmoTpeHo
3aKOHOAATENbCTBOM
Poccuiickoit  depepaumnn  (c
BO3MOXHbIM npoaseHnem
CPOKa pacCcMOTpeHUa 3anpoca
He Bbonee yem Ha 15 gHel)

B TeyeHue 7 pAHel co AHA

peructpauum  3anpoca (B
roCyapCTBEHHbIA OpraH MM
opraH MeCTHOrO
camoyrnpasfeHus, K
NOSIHOMOYMAM KOTOPbIX
OTHECEHO  NpeaocTaBneHne
3anpawmBaemon

nHdopmaymm)

He 6osiee 5 paboumx gHel co
AHA NOCTynneHunA

He no3aHee 15 agHel co AHA
nosyyeHua 3anpoca (ecan B
camom 3anpoce He
YCTaHOBNEH MHOW CPOK)

MECSYHbIM CPOK

Cratba 18 ®PepepanbHoro 3akoHa oT 9
¢deBpana 2009 r. N 8-d3 "06
obecneyeHun AocTyna K MHGopmaunmn o
0EeATeNbHOCTU TOCYAapCTBEHHbIX OPraHOB
M OpraHoB MeCcTHOro camoynpasaeHua"

Cratba 18 depgepanbHOro 3akoHa oT 9
deBpana 2009 r. N 8-d3 "06
obecneyeHun poctyna K MHpopmauum o
OEeATeNbHOCTU rOCYyAapCTBEHHbIX OPraHoB
M OpraHOB MEeCcTHOro camoynpasneHus"

MyHKT 4 MpaBua HanpasaeHWA 3anpoca 1
nosiydeHnsa Ha 6e3Bo3me3HON OCHOBE, B
TOM 4UMCne B 3JIEKTPOHHOM dopme,
OOKYMEHTOB U (Man)  mnHbopmaumm
opraHamu rocyfapCTBEHHOrO KOHTPOSA
(Hap3opa), opraHamu MyHMLMMANBHOIO
KOHTpONS npwm opraHusaumm n
npoBeAeHMM  MPOBEPOK  OT  WHbIX
rOCyapCTBEHHbIX  OPraHoB,  OpraHoB
MeCTHOro camoynpasneHun nmbo
NnoABeAOMCTBEHHbBIX  FOCYAAPCTBEHHbIM
opraHam  WAM  OpraHam  MECTHOro
camoynpasneHns opraHusauui, B
PacnopsAXKeHUM KOTOPbIX HaxoAATcA 3Tu
OOKYMeHTbl W (Man) uHbopmaumsa, B
pamkax MeXBeJOMCTBEHHOO
MHPOPMALMOHHOrO B3aMMOAENCTBMSA,
YTBEPKAEHHbIX NOCTaHOBAEHWNEM
MpasuTtenbctBa Poccuitickon Pepepauun
ot 18 anpena 2016 r. N 323

Yactb 2 ctatebum 34 depepancHOro
KOHCTUTYLIMOHHOIO 3aKoHa oT 26 deBpana
1997 r. N 1-®K3 "O6 YnonHomo4yeHHOM

no npaBam u4enoBeKka B Poccuitckoi
depepauun”
CraTbA 35 depepancHOro
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YNo/HOMOYEHHOro  no
npaBam 4enoBeKa B
Poccuiickoi
depepaunu
ObpalueHune

ObuiecTBeHHOM Nanathbl

3anpoc Ob6uiecTBeHHOM
nanarbl Poccuiickoi
depepaunu

3anpoc Ob6uiecTseHHOM
nanaTbl cybbekTa
Poccuiickoi
depepaunu

3anpoc apbuTpaxkHoro
yNpaBAsAoLWero

3anpoc
YNOJHOMOYEHHOTO
npasam
npegnpuHumarenem

no

B TeyeHue 30 AHel co AHA ero

perncrpauunu (B
NCK/TIOUMTENIbHBIX cnyYanx
npoaneHue CPOKa

paccmoTpeHus He 6onee yem
Ha 30 aHewn)

He no3gHee 4yem yepes 30

OHEW CcOo AOHA  NoJlyYyeHun
3anpoca (B WUCKAHYUTENbHbIX
cnyyasx, no peLleHuto

ObuecTBeHHOM nanaTbl, - He
nosgHee Yyem yepes 14 aHen)

B TeyeHue 30 aHel co AHA
peructpauun  3anpoca (B
NCKNHOYNUTENbHDbIX CNy4daax
npoanesaetca He bonee yem
Ha 30 aHen)

B TeueHWe 7 AHel cO AHA
nonyyeHua  3anpoca  b6es
B3MMaHMA NAaThl

B CPOK, He npesbllakowmin 15
OHel co pJHA  nosyyYeHun
COOTBETCTBYHOLLETO
obpaleHun

KOHCTUTYLMOHHOTO 3aKOoHa oT 26 ¢eBpans
1997 r. N 1-®K3 "O6 YnonHomouyeHHOM
no npaBamM u4enoBeKka B Poccuitckoit
depepauun"

Yactb 1, 2 crateu 17 depepanbHOro
3aKoHa oT 4 anpens 2005 r. N 32-d3 "06
ObulectBeHHOM  nanate  Poccuitckomn
depepauun’

YacTb 3 ctatbu 24 denepanbHOro 3akoHa

oT 4 anpens 2005 r. N 32-®3 "O6
ObuectBeHHOM  nanate  Poccuitckomn
depepauumn”

YacTtb 2 ctatbm 12 PenepanbHOro 3akoHa
oT 23 untoHa 2016 r. N 183-93 "06 obwmx
NPUHLWNAX OpraHM3auum n AeaTenbHOCTU
obLecTBeHHbIX nanart cybbeKkToB
Poccuitckoit epepaummn”

MyHKT 1 ctatbun 20.3 PegepanbHOro
3aKOHa OT 26 oKTAbps 2002 r. N 127-93
"0 HecocToATENbHOCTU (BaHKpoTCTBE)"

depepanbHbI 3aKOH 0T 7 maa 2013 r. N

78-d3 "O6 yno/IHOMOYEHHbIX MO 3aLLmTe

npas npeanpuHnMmaTenein B Poccuiickom
depepauunn"

<84> CpoK BbINO/JIHEHUA NpeACcTaBAeHNA MOXKeT OblTb NpoaaeH NO pelleHuto Koanernm CYeTHoM

nanatbl, HO HE 6onee OAHOro pasa.

<85> pu

NCKNOUNTENbHBbIX  obcToATen bCTBaX,

Tpebyoumx

HapyLeHMA 3aKOHa, NPOKYPOP BMpaBe YCTaHOBUTbL COKPALLLEHHbIN CPOK PacCMOTPEHUA nNpoTecTa.

HammMmeHOBaHME OopraHM3alnmn

HamMeHOBaHME CTPYKTYPHOTO

nmogpasneJyieHnd

HOMEHKIJIATYPA IEJI

MpunoxkeHune N 13

HemeaNneHHOro YycrtpaHeHuA
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Ha Ton

MHpaeKkc gena 3aros10BOK Aena Konnyectso CpokK xpaHeHua un N ctaton | NpumeyaHue
TOMOB (4YacTei) Nno nepeyHto
1 2 3 4 5

HassaHue pa3gena

HauMeHOBaHME HOOJDKHOCTU pPyKOBOIONUTEIIA
CTPYKTYPHOIT'O IIoIpa3neJieHUA [omnuce PaCMM@pOBKa ImoOrnmcum

ITaTa

COIJIACOBAHO <*>

[IpoTokoJs 3K CTPYKTYPHOI'O
nompasnesieHus

oT N

dopmaT A4 (210 x 297 mm)

<*> Mpn Hannuum K CTPYKTYpHOro nogpasgeneHus.

dopma HOMEHKNATYpbl 4N CTPYKTYPHOrO noapasaeneHuns
rocyAapCTBeHHOro opraHa, opraHa MecTHOro CamoynpaB/ieHnn

MpoaonxeHue npunoxeHna N 13

WToropasa 3amnmchb O KaTeropmax ¥ KoJinduecTBe nel,

3aBE€eHHEIX B rony B OpraHM3alun
Mo cpokam xpaHeHuA Bcero B Tom uuncne:
nepexoanLLmx c otmeTKomn "IMK"
1 2 3 4

[TocTosiHHOTO

BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (40 10 neT BKAOUYMTENBLHO)

NTOTO:

HamMeHOBaHME HOOJDKHOCTU
pykKoBoOOUTEJsA CJyxObe JOY [lomnmce PacumppoBKa MNOONMUCHU

IDaTa
JIToToOBBIE CBeHOeHMS [IepelaHb B apXWUB.

HammMeHOBaHME IOJDKHOCTM JIMLA,
repenaBllero CBeLNeHUS lonnmcob PacumdpoBKa NOOIUCU



IDaTa

dopmaT A4 (210 x 297 mmMm)

MpunoxkeHue N 14

HaumMveHOBaHME opraHmzaumnum

HOMEHKIJIATYPA IEJI YTBEPXIAI
PyxorommTesb OpTraHM3aLUU

Ha ron [Mopgnmuce Pacumpposra
DOOnNCHU
ITaTa
MHpekc gena | 3aronosok gena | Konnuvectso gen | Cpok xpaHeHua u N ctatbm | lMpumeyaHue
no nepeyHro
1 2 3 4 5
HaseaHune pa3gena
HammMeHOBaHME IOOJDKHOCTU
pykoBOOMTEJA CJyXxOel JOY
opraHm3aluum [Tognuce PacumppoBKa MNOONMUCHU
Buza pykoBOIMTEJIA apxXuba
(Inua, OTBETCTBEHHOI'O 3a apXMB)
COTJIACOBAHO COTJIACOBAHO
IIpoToxos L3K (39K) [IpoTrokos JIK apXMBHOI'O yUpPEXIeHUA
oT N oT N

dopma HOMeHKNATYpbl 4eN FOCYAaPCTBEHHOIO OpraHa, opraHa
MEeCTHOro caMoynpasaeHun (CBOAHOW HOMEHKNATYPbI Aen)

MpopgonxeHue npunoxeHma N 14

WToropasa 3amnuchb O KaTeropmdax U KoJIMdYecTBe IOeJl, 3aBeIeHHEIX

B rony B OpraHM3almumn
Mo cpoKam xpaHeHuA Bcero B Tom uuncne:
nepexoanLLmnx c otmeTkomn "IMK"
1 2 3 4
MocToAaHHOrO




BpemeHHoro (cBbiwe 10 neT)

BpemeHHoro (a0 10 neT BKAOUYNTENBbHO)

NTOTO:

HammMeHOBaHME OOJDKHOCTU
pykoBOOMTEJd CJyX0Oe HOY [Toonmchb Pacumbpporka nomnmucu

IDaTa
JITOTOBEHIE CBEIEHUs IepellaHbBl B apxXuB.

HamMeHOBaHME OOJDKHOCTU JIMLa,
epenaBuero CBeOeHUA [loonmce PacumppoBKka NOONMUCHK

ITaTa

dopmaT A4 (210 x 297 mm)

MpunoxkeHue N 15

NOoPAAOK
3ANONTHEHUA TPA® HOMEHK/IATYPbI AE/1 TOCYAAPCTBEHHOIO
OPTAHA, OPTAHA MECTHOIo CAMOYNPABJ/IEHUA

HomeHKknaTypa gen rocypapCTBEHHOrO opraHa, opraHa MecTHOro camoynpasieHua cocTasnneTca
no yctaHosaeHHoM popme (npunoxkenna N 14, 15 K HacToAWwMM MeToanYecKUM PeKOMEHAALMAM).

B cooTtseTcTBUM C nyHKTOM 6.14 [lpaBua Aenonpou3BOACTBA B HOMEHKNATYPY Aen BKAKYaloTCA
3aro/IOBKM e, OTpakatolme AeATeNlbHOCTb CTPYKTYPHbIX NOApasheseHUn rocygapCcTBEHHOMO OpraHa,
OopraHa MeCTHOrO CaMoynpaB/eHWUA, MOCTOAHHO W BPEMEHHO [AENCTBYIOWMX COBELLATENbHbIX W
KOOPAMHAUMOHHBIX OpraHoB (KOMNErnin, COBETOB, KOMMUCCUA W Ap.), B TOM 4UYMCAE [OKYMEHTI,
copepxKawme cBeAeHMA OrpaHUYeHHOro hocrtyna (orpaHnyeHHoro pacnpocTpaHeHus),
PErUCTPALMOHHbBIE U YYETHbIE KYPHasbl, KAPTOTEKM, 6a3bl AAHHbIX, B HEOBXOAMMbIX CAy4anX - KOMUU
OOKYMEHTOB.

3aronoBKu 9/1IEKTPOHHbIX AeN BKAKYAKTCA B HOMEHKNATYPY AEN MO TEM Xe MNpaBuiam, 4YTo U
3arosioBKM Agen Ha 6YMa)KHOM HOCcutene.

He BKkntovatoTca B HOMEHKANATypy Aen nepnognyeckne nsgaHua, KHUry, 6p0LLII-Opr.

B rpade 1 HOMeHKnaTypbl AeN NPOCTaBAAOTCA WMHAEKCbl Kax[oro fena, BKIOYEHHOro B
HOMeHKnaTypy. WHaekc pena <dopmupyeTca B MNOpAAKe, YCTAHOB/IEHHOM  WMHCTPYKLMEN no
OEeNonpousBoACTBY rOCYAApPCTBEHHOIO OpraHa, opraHa MeCTHOro camoynpasneHus. Kak npasuno,
WHOEKC [fena CoCTOMT M3 YCTAHOB/IEHHOTO B TOCYAApPCTBEHHOM OpraHe, OpraHe MeCTHOro
camoynpasneHua  uuédposoro  (bykBeHHo-uMdppoBoro) o0b603HayeHUs  (Koga)  CTPYKTypHOro
nogpasgeneHns M NopsaaKoBOro HOMepa 3arofioBKa gefla B npegenax pasgenia HoOMeHKNaTypbl gen.
MHaeKkcbl aen obo3Hayatotca apabckumn umdbpamu. Hanpumep: 12-05, rae 12 - Kog, CTPYKTYPHOro
nogpasgenenus, 05 - NopAAKOBbIM HOMEP 3aro/0BKa Aesa B pasgenie HOMEeHKAATypbl Ae.

B HOMEHKANAType Aen PpeKOMeHAYETCA COXPaHATb O4NMHAKOBble MHAOEKCHI AN1A OAHOPOAHbIX Aen B
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npegenax pasHbIX CTPYKTYPHbIX NOApPa3AeneHnit; Ansa nepexoaalmx Aen MHAEKC CoXpaHaeTca.
B rpady 2 HOMeHKNaTypbl AeN BKAKOYAOTCA 3ar0N0BKM Aen (Tomos).

B cootBetctBMM C NyHKTOM 6.19 [lpaBun penonpomsBoACTBA 3ar0/I0BOK Aena LOMXKEH B
0606ueHHO dopMe OTparkaTb OCHOBHOE COAEPKaHNE N COCTaB AOKYMEHTOB Aena.

3aronoBOK Aena AO/IKEH OTpayKkaTb MPU3HaK (MPU3HaKK), No KOTopomy(biM) OHO cHOPMMPOBAHO.
MpW3HaKK, MO KOTOPbIM CTPOATCA 3ar0N0BKM AeN, U NPUMEPbI 3aro/I0BKOB AeN NpuBeaeHbl B Tabamue 1.

Ta6nunuya 1. NpusHaku GopmnUpoBaHUA 3aroNO0BKOB gen

OcHoBHOWM NpU3HaK

3HayeHune NPU3HaKa

Mprmep 3aros0BKOB

1) HOMUHaNbHbIN

yKa3aHue B 3aro/ioBke Aena
HauMeHOoBaHUA BUAA
JOKYMeHTa(0B), BKNOYEHHbIX
B Ae/10/Ha3BaHuA
COBOKYMHOCTU AOKYMEHTOB
("nepenuncka")/o60o6L1eHHOro
Ha3BaHWA "AOKYMeHTbI" <*>

<*>[locne cno.a
"nOKYMeHTbI" B CKOBKax
nepeyncnntoTca Aga - Tpu
Ha3BaHMWA BUAOB
AOKYMEHTOB, BK/IIOYEHHbIX B
4eno;

cnoso "geno" ncnonbayercs,
€C/N B AeN10 BKOYaloTCA
pasHble No BUAY AOKYMEHTbI,
HO OTHOCALWIMECA K OAHOMY
Ny nan obbekTy

MpwKasbl ynpaBaeHUs No OCHOBHOM
AeAtenbHoOCTU

MpWKasbl MMHUCTEPCTBA MO Hanoram u
cbopam. Konuum

PacnopsakeHua pykosoauTtensa ynpasaeHun
No OCHOBHOWM AEATEe/IbHOCTU

MpoToKO/bl 3aceAaHnii Konnernu
YnpasneHnsa ®HC no r. Mockse

KHUIM 1 pernctpbl no 6yxrantepckomy yyeTy
MepenucKka c MNaBHbIM ynpaBaeHUem
rocyapcTBEHHOM C/Y*KObl U KaApoB O
NOBbILIEHWUW KBaMPUKALNU CAYHKALLNX
MepenucKa co cpeacTBamm MaccoBom
nHpopmauum

Ob6palleHns rpaxkaaH 1 nepenmcka no mx
pPacCMOTPEHUIO

JOKyMeHTbI (CnpaBKW, pacyeTbl, akTbl 1 Ap.)
06 opraHusaumMm 1 NPOBEAEHNN SKCNEPTU3bI
Jeno obuecTseHHOro o6begnHEHUA,
npolweaLero rocyAapcTBeHHY0
pervcrpaumio

2) aBTOpPCKUi

YKasaHue B 3aro/IoBKe aena
Ha3BaHWA aBTopa(oB)
AOKYMEHTOB (opraHusaumm,
CTPYKTYPHOrO
noapasgeneHus,
COBeLLaTEeNIbHOIO MK
KOOPAMHALMOHHOTO OpraHa,
AONIXKHOCTHOTO nua 1 ap.)

MnaHbl paboTbl KOANETMN MUHUCTEPCTBA Ha
2019 rop,

MpoToKonbl 3acegaHnii CoBeTa ANPEKTOPOB
obuiecTsa

JoKnagHble 3aNUCKU pyKoBoAMUTE e
CTPYKTYPHbIX NoapasaeneHnin pykoBoacTBy
obulecTsa

3)
KOppeCcnoHAEHTCKU
n

YKa3aHue B 3aro/IoBKe Aena
Ha3BaHMA OpraHM3aLmm
(opraHusaumit),
OONKHOCTHbIX ML, U Ap., OT
KOTOPbIX NO/yYEHb!
AOKYMEHTbI, BK/IOUYEHHbIE B
aeno

MepenucKa ¢ nHcnekumamm ®HC no ropoay
MockBe no Bonpocam byxrantepckoro yyeta
M OTYETHOCTU

MepenucKa c npeanpuATUAMK FPyNnbl
KomnaHuit "CeBepcTanb" o nocraBke

npoAayKumnm

4) npegmeTHO-

OTpaxKeHune B 3arosioBrke gena

*KypHan yueTa 0TKa30B B rocyapCTBEHHOM
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BOMPOCHbIN KpaTKoro cogeprKaHus perncTpauumn obLwecTBeHHbIX 06beANHEHWI
AOKYMEHTOB Zena Mepenucka No BoNpocam HOTapmarTa,
aZlBOKaTypbl U NPaBOBOM MOMOLLYU
[OKymeHTbI (NPMKasbl, CornaweHns mexay
HOTapuycamMu, 3asB/IeHUA, NMCbMa-
pekomeHgaummn) o nepegaye NoJHOMOYMMI
BPEMEHHO OTCYTCTBYIOLLMX HOTapWUyCOB

5) XxpoHonornyeckuit | ykasaHue gatbl (nepnoga), K | LUTaTHoe pacnucaHue MnaBHOro ynpasaeHus
KOTopoMy(biM) OTHOCATCA Ha 2019 r. Konua

OOKYMEHTbI Aena MnaHbl paboTbl FNaBHOrO ynpaBAeHUs U ero
noapasgeneHuit. Monyronosble
Byxrantepckuit 6anaHc. logoBoi
Byxrantepckuii 6anaHc. KBapTanbHbli
PacyeTbl cmeTbl Ha 2019 r. no 610aXKeTHbIM

aCCUTHOBAHMAM.
6) reorpadunyecknii | BKItOYEHWE B 3aro/sI0BOK 3aKoHoAaTebHble, MHble HOPMAaTUBHbIE
Aena Ha3BaHWA MeCTHOCTU MpPaBoBble aKTbl NPeACTaBUTE/IbHbIX 1
(TeppuTOpMM), C KOTOPOM NCMO/IHUTENbHbIX OPraHoB B/AacTV ropoaa
CBA3aHO coAepiKaHune MockKsbl
JOKYMEHTOB Aena OT4eTbl 06pa3oBaTe/ibHbIX yYpeXKaAeHUIA

obLwero npopeccmoHanbHoro obpasosaHmsA
3anagHoro agMMHUCTPATUBHOIO OKpyra
ropoga MocCKBblI

7) otmeTKa "Konuu" |yKasaHue Ha KONUIMHOCTb MpwKasbl 06LLECTBA MO OCHOBHOM
OOKYMEHTOB Aena; aeatenbHocTU. Konuu
BK/ItOYaeTCA B 106011 MpwKasbl U pacnopsarkeHmna MuHiocTa Poccum
3aro/I0BOK Aena, ec/iv B 4e0 | N0 opraHunsaumm paboTbl cyaebHbIx
NOMeLLatTCa Konun npucTaBoB-UcnoaHuTenei. Konum
OOKYMEHTOB

3aronoBOK Aena COCTOWUT M3 3/IEMEHTOB, pacrofaraembix B CiAeAylolieit nocaeaoBaTeNbHOCTH:
Ha3BaHMe BMAA Aena (nepenucka, KyYpHan M Ap.) UAM PasHOBMAHOCTU AOKYMEHTOB (MPOTOKO/bI,
NpWKasbl M Ap.); Ha3BaHWeE rocyAapCTBEHHOIO OpraHa, opraHa MecTHOro CaMoynpas/ieHmWs, CTPYKTYPHOTO
noapasgeneHus Uan A0MKHOCTHOTO nua (aBTop AOKYMEHTA); Ha3BaHWe opraHu3almu, KoTopon byayT
afpecoBaHbl UM OT KOTOPOK ByayT nonyyeHbl 4OKYMEHTbI (agpecaTt UAM KOPPECNOHAEHT AOKYMEHTa);
KpaTKoe cofepyaHue AOKYMEHTOB [ena; Ha3BaHWe MEeCTHOCTU (TeppuTopun), C KOTOPOWM CBA3aHO
cogeprkaHune AOKYMEHTOB Aena; AaTta (nepuog), K KOTOpon OTHOCATCA AOKYMEHTbI Aena.

Ecnv peno, BKAOYaemMoe B HOMEHKNATypy [esl, COCTOMT W3 OAMHAKOBbIX BUAOB WU
PasHOBMAHOCTEN [OOKYMEHTOB, B 3aro/IoOBKE TaKOro [Jesna YKas3blBaeTcd HauMMeHOBaHWe BWUAOB
AOKYMEHTOB, Hanpumep:

MpuKasbl MMHUCTEPCTBA NO OCHOBHOW AeATENNIbHOCTMU.

B 3aronoBKax pAen, coAeprkallMx [AOKYMEHTbl MO OAHOMY BOMPOCY, HO He CBA3aHHbIX
nocneaoBaTeNbHOCTbIO MUCMO/IHEHMA, B KauecTBe BUAA Aesia ynotpebnsetcs TepMuH "aoKymeHTbl", a B
KOHLLE 3arosioBKa B CKOOKax yKasblBalOTCA OCHOBHblE Pa3HOBUAHOCTU AOKYMEHTOB, KOTOPbIE AOJIXKHbI
6bITb CrpynnMpoBaHbl B gene (0630pbl, CBOAKK, CMPABKU U T.4,), HaNnpumep:

JOKYMEHTbI O pacCMOTPEeHUN 0bpalLeHni rpaxkaaH (0630pbl, CBOAKWU, aHANUTUYECKME CNIPABKHK).



B 3aronoBKax Aen, cofepyKalimx MNepenuncky, yKasbiBaeTcA, C KeM W NO KaKoMy BOMNPOCY OHa
Bederca.

B 3arosioBKax fAen, coaepaLinx nepenncky ¢ 0AHOPOAHLIMU KOPPECMNOHAEHTaMM, NocnegHue He
YKa3blBaloTCA, @ YKasblBaeTca Ux obliee BUAOBOE Ha3BaHMe, Hanpumep:

Mepenncka C apXMBHLIMU YYPEXAEHUAMMU O KOMMNEKTOBAHUM ApxmBHOro ¢oHaa Poccuiickoin
depepaunn Hay4HO-TEXHUYECKON AOKYMEHTaLMEN.

B 3aronoskax aen, coaepxawmnx nepenncrky C pasHopogHbiMU KOppecnoHAeHTaMu, nocneagHne He
nepevyncnaroTca, Hanpumep:

Mepenncka o6 oOpraHW3auuM CEMMHApPOB M COBELAHWI MO BOMPOCAM AOKYMEHTUPOBAHMUA
ynpaBaeHYeCKON AeATENbHOCTH.

B 3aro/IoBKe Aiena yKa3blBaeTcA KOHKPETHbIM KOPPECMNOHAEHT, eC/IM Nepenmncka BeaeTcsa TONbKO C
HUM, Hanpumep:

Mepenucka ¢ PepepanbHbIM APXMBHLIM AreHTCTBOM O MeEToAMKe pPaboTbl € AOKYMeHTamMu W
nepegave ux B coctaB ApxmsHoro ¢oHaa Poccminckon degepaumm.

Mpu 0603HAYEHUN B 3aroNOBKaX AN aJMUHUCTPATUBHO-TEPPUTOPUANBHBIX eANHML, YUUTbIBAETCA
cnegylollee: ecnu cofep)aHue fAena Kacaetcd HEeCKONbKUX OAHOPOAHbIX aAMUHUCTPATUBHO-
TEPPUTOPUANbHBIX E€AMHUL, B 3arosIoBKe Jena He YKasblBaloTCA WX KOHKPeTHble Ha3BaHWA, a
yKasblBaeTca ux obuiee BUA0BOE Ha3BaHMe, Hanpumep:

MepenucKka c rnaBamu agMMHUCTPaLMIA 061acTein 0 CouManibHOM 3alumMTe HaceneHus.

Echn copepkaHWe fena Kacaetcd OAHOM aAMWMHUCTPATUBHO-TEPPUTOPUANBHON  eaMHULbI
(HaceneHHOro nyHKTa), ee (ero) HasBaHWe yKa3blBAETCA B 3ar0/I0BKe AeNa, Hanpumep:

Mepenucka ¢ ¢punnanom PFAHTA (r. Camapa) 06 MCNONb30BaHUM aPXMBHbIX AOKYMEHTOB Mpw
PEKOHCTPYKUMMN TEXHUYECKMX OO BEKTOB.

B 3arosioBKax Aen, coAepallmx NaaHOBYHO MAN OTYETHYIO AOKYMEHTaLMIO, YKa3blBaeTCA nepuos,
(kBapTan, rog), Ha (3a) KOTOpPbINM cOCTaBEHbI NAaHbI (OTYETHI), HANPUMEP:

FopoBble 0TYETbI AAMUHUCTPATUBHO-X03AWCTBEHHOTO YNpaBaeHns o paboTe aBTOTPaHCNopTa.

Ecan geno 6YAET COCTOATb U3 HECKOJZIbKMUX TOMOB U/nN l-IaCTEI;L TO COCTaBiAeTCA 06LI.I,Mﬁ 3aros10BOK
Aena, a 3atemMm npu HEO6XO,CI,MMOCTM COCTaB/1AKOTCA 3aro/1I0OBKU Ka*Xaoro Toma (qacm), yTOo4HAOWMne
coaep*XaHue 3aros10BKa gena.

He pekomeHayeTcs ynoTpebnaTb B 3aro/ioBKe Aena HEeKOHKpeTHble $GopmynnpoBku ("pasHble

maTepmanbl”, "obuian nepenucka” u ap.), a TaKKe BBOAHbIE C/I0BA U C/I0XKHbIE 060POTbI.

Mogaenu 3arosioBKoB Aen (MpumepHble CXeMbl OMUCaHUA COCTaBa U COAEpP}KaHUA AOKYMEHTOB B
3aronoBKe gena) npueeaeHsbl B Tabauvue 2.

Tabnuua 2. Moaenu 3aro/IoBKOB aen (NpumepHble CXemMbl ONUCAHUSA
COCTaBa U cogepyKaHUA AOKYMEHTOB B 3aro/ioBKe gena)

MpusHak Mpumep 3aronoska gena

1) HomunHan (c yKasaHuem MonorkeHne 06 MHCNEeKLUK
pPa3HOBUAHOCTU AOKYMEHT], CBMAaeTenLCTBO O perncrpaumm




nena)

JInyHble KapTouku (popma T-2)
JlnyHble gena

2) HomuHan - aBTop

MpoToKobl 3acegaHnii Coeeta AMpeKkTopos obLiecTsa
MonoXxeHnAa o CTPYKTYPHbIX nogpasaeneHuax [lenaprameHTa
KY/bTYpbl

BusHec-nnaH obuiectsa

3) HomuHan - aBToOp -
cofepKaHue

MpwKa3bl 06LecTBa NO IMYHOMY COCTaBy

PeweHuna konnernn ®HC Poccum no Bonpocam opraHnsaumm
pPaboTbl HANIOrOBbLIX OPraHOB

NHCTpyKLUMM M meTogmyeckne ykasaHna PHC no sBonpocam
HaNoroob10KeHMA PULUYECKUX U GU3UYECKUX UL
OT4eTbl TEPPUTOPUANBHBIX OPTAaHOB O BbINMOJHEHUN
¢dumHaHcoBoOro nnaHa 3a 2018 rog,

4) HomuHan - coaeprkaHue

Bupaeosanuncu o npoBeseHUM CneunanbHblX MCNOAHUTENbHbIX
AencTemi

JoKyMmeHTbI (CnpaBKu, cy*kebHble 3annCcKK, 06bACHUTE/IbHbIE
3aMMCKM U Ap.) 0 NPOoBEAEHUM CYyKeBHbIX paccneaoBaHUiA
KypHan perucTpaummn nocTynatowmx 4OKYMeHTOB

AKTbl CBEPKM B3aMMOPACYETOB

Mepenucka no Bonpocam NpUema 1 nepeBosa rocyaapCTBEHHbIX
rPaXKAaHCKMX CYXKALLMX

CnepctBeHHble Aena Nno 0cob0 TAXKKUM NPeCTynAeHNAM
0630pbl 0 paboTe HaNOroBbIX OPraHOB

MpeanoXeHna No COBEPLUEHCTBOBAHMIO HAIOrOBOIO
3aKOHOAaTeIbCTBa

5) HomuHan - cogepraHue -
xpoHonorua (roa/nepuoa)

OT4yeT 0 pesynbTaTax KOHTPOJIbHOM paboTbl. logoBoi (¢. N 2-HK)
OtueT 0 foxofax M pacxodax. KsapTasibHbil

lpaduK noBbiweHUA KBaanduKkaLumm paboTHUKOB oTAeNa Ha 1-e
nonyrogye 2019 roga

6) HomuHan - xpoHosorus
(roa/nepvop)

LLTaTHOe pacnuncaHme Ha 2019 roa;
HomeHKknatypa gen npeanpuatia Ha 2019 rog;
®uHaHcoBbIN N1aH. logoBomn

7) HomuHan - KoppecnoHAEHT -
coaepKaHue

AHanuTU4YecKMe cnpaBkn paboTHMKOB OTAeNa (KypaTopoB) o
pesy/ibTaTax NPoBepOK paboTbl rpynn po3sbicka

Mepenucka c TeppUTOpPUanbHbIMM OPraHamm O KOHTPObHO-
HaA30pHOMN AeATeNbHOCTU

Mepenucka ¢ NPaBOOXPaHUTE/IbHbIMM OPraHamu Nno Bonpocam
OCHOBHOW AeATeNbHOCTU MHCMEeKUUn

8) HomuHan - KoppecnoHAEHT -
TEepPUTOPUA - CoAepPIKaHNE

Mepenucka c TeppuTopuanbHbiMM opraHamm LleHTpanbHoro
depepanbHOro okpyra 06 06y4eHMn 1 NOBbILLEHWM
KBanuMouMKaumm paboTHUKOB

9) HomuHan - aBTOp -
TeppUTOpPUA - cogepKaHne

OTyeTbl agMUHUCTPATMBHBIX opraHoB CeBepo-BocTouHOro
aAMUHUCTPATMBHOTIO OKpYra ropoaa MoCKBbl 0 MeponpUATUAX
no NpeaoTBPALLEHWNIO NPABOHAPYLLEHWN

MopsAAOK PacrnonoXKeHWUA 3aro/I0BKOB Ae/l BHYTPU pa3gesnioB M NoApas3aenioB HOMEHKNATYpbl Aen
onpeaensaeTca cTeneHblo BaXKHOCTU LOKYMEHTOB, COCTAaBAAIOWMX AENa, U UX B3aMMOCBA3blo. BHayane
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pacnonaratoTca 3aro/I0BKKN Ae, COAePKaLumMX OpraHU3aLMOHHO-PACNoPAAMTENbHYIO OKYMEHTALMIO.
3aronoBKM Aen MOryT YTOYHATLCA B npouecce GopMUpPoBaHNA U opopmMmaeHna aen.

lpada 3 HomeHKknatypbl gen "KonuuyectBo pgen (TomoB)" 3anosiHAETCA MO OKOHYaHMMU
KaneHZapHoro roda, B rpade yKasblBaeTcs KoAn4YecTso GpakTMyeckm cpopmmupoBaHHbIX aen (ToMos).

B rpade 4 yKkasbiBaeTCsA CPOK XpaHeHUs Aenla, Homepa CTaTel Nno NepeyHio, a NPy ero oTCyTCTBUM -
no TUNOBOW AW NPUMEPHOIN HOMEHKNAType gen.

B rpade 5 "MpumeyaHMe" yKasbiBalOTCA Ha3BaHUA nepedHell JOKYMEHTOB, NCMOAb30BaHHbIX Npu
onpeaeneHnUn CPOKOB XpaHeHMA Aen, MPOCTaBAAKTCA OTMETKU O 3aBefleHun aen (B TOM 4ucne B
3/1eKTPOHHOM BUAE), 0 nepexoasalmx aenax (Hanpumep, nepexoasailee ¢ 2019 r.), o BbiAeneHUn aen K
YHUUTOXEHNIO, O /INLAX, OTBETCTBEHHbIX 3a QopmupoBaHWe aen, O nepedadye Aen B Apyroun
rocyaapcTBeHHbIA OpraH, opraH MecTHOro camoynpasaeHns ANA NPOAOINKEHUA U Ap.

Ecnv B TeueHune roaa B rocyaapcTBEHHOM OpraHe, opraHe MecTHOro CaMoynpaBAeHMs BO3HUKAIOT
HOBble [OKYMEHTMPOBaHHblE Y4YacTKM paboTbl M  GOPMUPYIOTCA COOTBETCTBYIOLIME [Aefa, OHU
AOMONIHUTENbHO BHOCATCA B HOMEHKNaTypy Aen. [na BHOBb 3aBOAMMBIX AN B KaXAOM pasgesne
HOMEHKNATYPbl OCTaBNAOTCA Pe3epPBHbIE HOMEpPa.

Mo OKOHYaHWU rofa B KOHLLE HOMEHKNATypbl AeN 3anoNHAETCA UTOroBasA 3anucb O KoAu4YecTse U
KaTeropusx 3aseAeHHbIX aen (Tomos).

MpunoxkeHune N 16

NOoPAAOK
®OPMWPOBAHUA AEN B TOCYAAPCTBEHHOM OPTAHE, OPTAHE MECTHOIO
CAMOVYMPABJ/IEHUA, YYETA U XPAHEHNA OEN

Mpu dopmupoBaHUM Aen B CTPYKTYPHbIX NOAPA3LeNeHUAX roCyAapCTBEHHOrO OpraHa, opraHa
MECTHOTO CaMOynpaBAeHMA HeobXOAMMO YYuUTbiBaTb OCOBEHHOCTM, XapaKTepHble ANS OTAENbHbIX
KaTeropui SOKYMEHTOB.

MpaBoBble aKTbl, pacnopaauTesibHble AOKYMEHTbI FPYNNMPYIOTCA B Aena NOo BUAAM U XPOHOOTMKU
C OTHOCALWMMMUCA K HUM NPUIOKEHNAMU. [JOKYMEHTbI - OCHOBAHUA K pacnopaanTenbHbIM JOKYMEHTaM
BK/1IO4AKOTCA B OTAE/IbHOE Aeno.

MpoToKobI B Aene pacnoaaratoTcAa B XPOHONOMMYECKOM NOpPALKE U MO HOMepaMm.

JOKYMEHTbI K 3acefaHunaM, COBELLAHUAM (MPOEKTbI PELUEHWN, CNPaBKM, Te3UCbl BbICTYMNIEHWUIA U
Ap., He ABAAIOWMECA NMPUIOKEHUAMMU K MPOTOKOMAM) TPYNNUPYIOTCA B OTAENbHOE Aeno <86> (Takue
AOKYMEHTbI K MPOTOKO/IaM, €C/IM OHU CrPYNNMPOBaHbl B OTAENbHOE Aeo (Aena), cMcTemaTU3MpyroTea
BHYTPU fe/1a N0 XPOHOJIOTUW U MOPALKY HOMEPOB MPOTOKO/IOB).

[86] B nyHKkTe 6.24 [paBun AenonpousBoactBa GopmyaMpoBKa ab3aua 3 AaHHOrO MyHKTa
("OoKyMmeHTbI K 3acefaHMAM (COBELLaHUAM) rpynnupytoTcs B OTAENbHOE A0, eC/IN KOMYECTBO INCTOB
B A€/ C NPOTOKO/aMU U NPUNOKEHUAMU K HUM He npeBbiwaeT 250 anctos") HEKOPPEKTHA.

HOpMaTVIBHbIe adKThl, yTBEPXKAEHHbIE pacnopagnTenbHbiMUn AOOKYMEHTaMMW, ABNAKOTCA
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NPUNOXKEHUAMM K HUM U BKOYAIOTCA B /10 BMECTE C YKa3aHHbIMW JOKYyMeHTamM (MHOTOCTpaHUYHbIe
npunoxeHuns obbemom 100 1 6onee cTpaHUL, MOTYT BblAENATLCA B OTAE/bHbIA TOM Aena).

MpwnKasbl, PacnopA’KeHWA MO OCHOBHOM AEATE/NIbHOCTM TPYNNUPYIOTCA OTAENbHO OT MPMKA30B,
pacnopsAXXeHWN Mo IMHHOMY COCTaBY M NPMUKA30B, PACMOPAXKEHWNIN NO aAMUHUCTPATUBHO-XO3ANCTBEHHOM
OEeATeNbHOCTH.

MpwnKasbl, pacnopaXeHUs No IMYHOMY cocTaBy GOPMMUPYIOTCA B 413 B COOTBETCTBUM CO CPOKAMM
XpaHeHua <87>.

[87] B cootBetctBUM C [lepeyHemM TUMOBbIX YMNPaBAEHUYECKUX aPXMBHbIX [OOKYMEHTOB,
obpasylowmnxca B npouecce AeATEeNbHOCTM  TOCYAAPCTBEHHbLIX OPraHOB, OPraHOB MECTHOro
CaMoynpaBs/IEHNA U OpraHM3aLniA, C YKa3aHMEeM CPOKOB MX XpaHeHuA. YTB. npuKkasom Pocapxusa ot 20
nekabpa 2019 r. N 236 (3apeructpuposaH B MuHucTepcTBe tocTuumMnu Poccuitickoit depepaumn 6
deBpana 2020 r., pernctpaumoHHbiii N 57449; OdurunanbHbIi MHTEPHET-NOPTaN NPaBOBO MHbOPMaLUN
(www.pravo.gov.ru), 7 ¢eBpana 2020 r.) npuKasbl, pacnopsKEHUs Mo JIMYHOMY COCTaBY U AOKYMEHTbI
(moKknagHble 3aNUCKK, CNPaBKU, 3aB/IEHUA) K HUM MMEIOT CPOKM XxpaHeHuna 50/75 net 3MK 1 5 ner.

MnaHbl, OTYETbl, CMETbl TFPYNAUPYIOTCA OTAE/bHO OT pPacyeToB K HWUM; MJAaHbl U OT4YETbI
rpynnmpyroTcAa B8 Aenla Toro roga, K KOTopomy OHU OTHOCATCA NO cBOeEMY CcoAdepHKaHUO, HE3aBUCMMO OT
BpeMeEHN WUX COCTaBNe€HUA, NNaHbl, pPaCCYUTaAHHblIE HA HECKOJIbKO /€T, d)OpMMpyIOTCFl B Aena no
Ha4asibHOMY roay wux ,D,eﬁCTBMﬂ,‘ OT4eTbl O BbINO/IHEHUN TAaKUX MNJ1aHOB d)OpMMpyI-OTCFI B Aena no
nocneaHemy roay ,EI,EVICTBMFI naaHa.

[doKymeHTbl MHOOPMALMOHHOIO XapaKTepa MO MWCMOJIHEHMIO MNPaBOBOrO aKTa Poccuitckol
denepaunn unn cybbvekta Poccuiickont ®eagepaumn (CNpaBKKW, OTYETLI), HAXOAAWEMYCA Ha KOHTPOJE,
NOALLMBAIOTCA B 3aBeAEeHHOE Ha 3TOT aKT 4e/10. B c/yyae ecnn Ha NpaBoOBOM aKT 4eNo He 3aBOAMNOCH, TO
[AOKYMEHTbI NOALLMBAOTCA B A€/10 C NEePENMCKON NMOCTOAHHOMO XpPaHeHNA 3a TEKYLWNI roa,

MopyuyeHua MpesngeHta Poccuinickoit Pepepaumn U OKYMEHTbI MO UX UCMOJIHEHUIO COCTaBAAIOT
€VHbIA KOMMNIEKC [AOKYMEHTOB U GOopMUpPYHOTCA B Aefla B XPOHOJ/IOrMYECKOM MOpsAAKe Mo AaTam
OTBETOB.

Mepenucka rpynnupyeTca B Aena No TeMatuke U/uamM KoppecnoHAeHTam U cUCTeMaTU3MpyeTca B
XPOHONOIMYECKON MOC/NeA0BaTENIbHOCTU: AOKYMEHT-OTBET MOMELLAeTCa 3a A0KYMEHTOM-Mpocbbol
(obpalyeHnem, 3anpocom); Npm Bo306HOBAEHUM NepPennckM No onpeaeneHHoOMy BONpocy, HavasLelca
B NpeAablaywem rogy, AOKYMEHTbl BK/OYAlOTCA B OeN0 TeKyWero roga C ykasaHuem MHAeKca gena

npeablayLiero roaa.

B oTaenbHble Aena no XpPOHOMAOMMM, B 3aBUCMMOCTMA OT BUAA OOKYMEHTOB, GOPMMUPYHOTCA KOMUM
NPUHATLIX PesepanbHbIX 3aKOHOB, aKkToB MpesnaeHTa Poccuiickon deaepaumm, aktos MpaBuTeNbLCTBA
Poccuiickoli defepauym U BbLIMUCKM M3 COOTBETCTBYHOLLMX MNPOTOKOMOB 3acefaHuii MpaBuTenbcTsa
Poccuiickolt depepaumm nam ero opraHos.

Bce OOKYMEHTblI OTYETHOTO M MHPOPMALIMOHHONO XapaKTepa No MUCNOoSHEeHUIO aKTa lpe3sngeHTa
Poccuiickolt depepaunn unm MpaButenbctBa Poccuiickoit degepaumm, HaxoAAWErocs Ha KOHTpoIe,
NnoAWMBalOTCA B 3aBefleHHOe Ha 3TOT aKT Aeno. Ecam Ha akT geno He 3aBOAMNIOCH, TO AOKYMEHTbI
NoALLIMBAOTCA B A€/10 NEPEnUCKU NOCTOAHHOIO CPOKa XPaHEeHUsA 3a TEKYLLMI roa,

JOKYMeHTbl B JIMYHbIX Aenax pacnosiaratoTcA B XPOHONOTMYECKOM MopAagKe MNo mepe ux
nocTynneHumAa.

J/lnuesble cyeta no 3apaboTHOM nnate pPabOTHMKOB TrPYMNNMPYIOTCA B OTAE/bHble Aena U
pacnonaratoTcs B HUX Nno andasuty Gamuanii, UMeH 1 OTYecTs.
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ObpalweHns (NpeanorkeHus, 3asaBeHMA WU Kanobbl) rpa)kgaH M opraHWsauMii No BOMpocam
paboTbl rocyJapCTBEHHOro oOpraHa, oOpraHa MeCTHOrO CaMOyMpaBiAeHUsi, €ero CTPYKTYPHbIX
noapasaeneHnin UAn noABeAOMCTBEHHbIX OPraHW3aUMi U BCe AOKYMEHTbl MO UX PAaCCMOTPEHUIO U
WCMNOZIHEHWNIO TPYNMNUPYIOTCA OTAE/IbHO OT 3asiBNAEHUN rpaKaaH Mo IMYHbIM BOMPOCaM.

DNEeKTPOHHble AOKYMEHTbI GOPMUPYIOTCA B 3/IEKTPOHHbIE Ae/1a B COOTBETCTBUN C HOMEHKNATY PO
OeN; B HOMEHKNATYpe AeN YKa3blBaeTCA, YTO AeN0 BEAETCA B 3/IEKTPOHHOM popme. OTMETKa O TOM, YTO
OEeNo BefeTcA B 3/1IEKTPOHHOM BUAge, NpocTasnaeTca B rpade "MprmeyaHme" HOMeHKNATYypbl aen.

3I'IEKTpOHHbIe AOKYMEHTbI nocne uUx UCNOJIHEHUA WU OTNPAaBKU NoAanexat XpaHeEHUK B a4
rocygapCTBeHHOro opraHa, opraHa MeCcTtHOro camoynpaBneHnAa B Te4eHne CpoKoB, NpeayCMOTPEHHbIX
AnAa aHaNOrMYHbIX JOKYMEHTOB Ha 6yMa)KHOM HocuTene.

DNEeKTPOHHbIe AOKYMEHTbI HE3aBUCUMMO OT UX 06bemMa BKAHYAOTCA B OAHO 3/1eKTPOHHOoe aeno bes
pasgaeneHuns Ha Toma.

B cnyyae ecnv JOKYMeHTbI Aena npeacTaBiaeHbl Ha BymMaxkHOM HocuTtesie 1 B Gopme 3N1eKTPOHHbIX
AoKymeHToB ("rMbpuaHoe Aeno"), AOKYMEHTbl Ha BymasKHOM HocuTene noanexart ouudposke U
BK/IIOYEHMIO B 3/IEKTPOHHOE aeno. B geno, kotopoe BeaeTcas Ha BymaskHOM HocuTesne, BK/oYaloTca
TONIbKO [OKYMEHTbI, CO34aHHble (MocTynMBWIME) Ha OymakHOM HocuTene. B HomeHKnaType Aen
3NEeKTPOHHOE Aeno U Aeno Ha BymarKHOM HocCuTesle OTPaXkaloTCA Kak ABa TOMa, MMelowue OAuH
3aroN0BOK, MHAEKC U CPOK XpaHeHuA.

dopmmnpoBaHME U XpaHeHWEe A[en Ha OymMarKHOM HocuTene 40 nepejayun MX B apxue
rocy4apCTBEHHOro OpraHa, opraHa MeCTHOro CaMOYMNpPaBAEHUSA WAW BbIAENEHUA K YHUUTONKEHUIO
ocywectsnserca B Cayxbe [4enonpovsBoACTBA  WU/MAM B CTPYKTYPHbIX  NOAPasAeNeHUsax
rocy4apCTBEHHOrO OpraHa, oOpraHa MeCTHOrO CamMoynpaB/ieHWa Mo MecTy WX (GpOopMMpPOBaHWUA,
3N1EKTPOHHbIX Aen - B C3/[], rocyAapcTBEHHOTO OpraHa, opraHa MecTHOro CamoynpaBieHus.

Mocne UCNOIHEHUA AOKYMEHTOB MU OKOHYaHUA paboTbl C HUMU OHM MOMELLAtoTCA (NnoAwnBaoTca)
B TBepable 0O/IOKKM MAW ManKku-perncrTpatopbl ana obecneyveHus ¢usmyeckoit coxpaHHocTU. [ena
CYMTAEeTCA 3aBeZeHHbIM C MOMEHTA BK/IKOYEHMS B HETO NEPBOTO UCMOIHEHHOTO AOKYMEHTA.

B CTPYKTYpHbIX NoApa3AeNeHUAX rocyAapCTBEHHOTO OpraHa, opraHa MecTHOro CamoynpaBaeHNUs
[eN0NPOU3BOAUTENN CTPYKTYPHbIX NOAPA3AeNeHMI 06ecneynBaloT COXPaHHOCTb OKYMEHTOB U Ae.

[na obecneyeHUsa COXPAHHOCTM M y4yeTa AOKYMEHTOB W Aen, AOCTyna K HUM NpOBOAMTCA
KomnaeKkc pabor:

co3AaHue ONTUMasbHbIX TEXHUYECKMX (DU3NYECKNX) YCNOBUIA XPaHEHUA AOKYMEHTOB 1 Aen;
pa3smellieHune gen;

NpoBepKa Ha/IM4YUA U COCTOAHNA AOKYMEHTOB U Ae;

cobnogeHe nopaaKa Bblgaun aen.

Oena pasmewatoT B paboumx KOMHATax WAM chneuuanbHO OTBeAEHHbIX Ans 3Ton uenu
NoMeLLLEHNAX Ha CTeNNakax, B WKadax, cedax.

Ddena pna nx y4yeTa N NOUCKa pacnonaralotCa BEpPpTUKa/IbHO, KOPELWKaMn HapyXy U B COOTBETCTBUU
C HOMEHKﬂaTVDOVI pen. Ha KOpeLlKax 0b610XKeK AeNn yKa3biBalOTCA UHAEKCbl MO HOMEHKnNaType aen.
HOMeHK}'IaTypa Aen nanm BbiNUCKa U3 HEE NomMellaeTcA Ha BHyTpeHHeﬁ CTOpOHe LLIKaq)a WU CTONKe
cTtennaxa.

an noucke Kakoro-nmbo AOKYMEHTa BHa4ane cneanyer HalTU HY)‘KHbIﬁ 3aroz10BOK Aena, a 3atem



Nno MHAEKCY Aela - COOTBETCTBYHOLLYHO NankKy Ha noJike.

[ena foKymeHTasbHOro ¢poHAA rocyaapCTBEHHOrO opraHa, opraHa MecTHOro CamMoynpaB/eHus,
HaxodsalMeca Ha TeKyllem XpaHeHuWu, noanexkat ydeTy. Kak npasuno, nepesa nepenayen B apxus
rocyaapcTBEHHOrO OpraHa, OpraHa MeCTHOro CamoynpaB/ieHMA MNPOBOAUTCA MPOBEPKa Hanuuma u
COCTOAHMA AOKYMEHTOB W AeN B UeNax yCTaHOBAeHUA GaKTUUYECKOro Haanuma Aen M COOTBETCTBUA UX
KOJIMYECTBY MO HOMEHKNAType Aen.

MpoBepKa HaNMuMA N COCTOAHMA AOKYMEHTOB M Aen MPOBOAUTCA MPU MepemelleHnn aen, npu
BO3BpaTe [Je/, NpPW CMeHe PyKOBOAMTENA CTPYKTYPHOro nogpasaeneHus, pykosoautens CnyKo6bl
AeNonpousBoACTBa, NPY pPeopraHM3aumn M AMKBUMAALMM FOCYAapPCTBEHHOTO OpraHa, opraHa MecTHOro
CaMoynpaBAeHUsA UK ero CTPYKTYPHOTO NoapasaeneHus.

MpoBepKa HaMuMA NPOBOAMUTCA MYTEM CBEPKWU CTaTeil HOMEHKNATYPbl Ae/ C ONUcaHWem Aen Ha
06/105KKe, a (M3NUYECKoe COCTOAHWE [fes Oonpefenserca NyTemM WX BM3yasibHOro npocmoTpa. Bce
0BHapy>KeHHble HeJOCTaTKU GUKCUPYIOTCA B aKTe NPOBEPKM HAMNYUA U COCTOAHNA OeN.

B cnyyae yTpaTbl AOKYMEHTOB W A€/l NMPOBOAMTCA Cay>kebHoe paccnefoBaHWe, No pesysibTaTam
KOTOPOro N1LO, BUHOBHOE B yTpaTe, HeceT OTBETCTBEHHOCTb B YCTAaHOB/NEHHOM MOPAAKE.

Bblgaua gen paboTHMKaM Apyrux CTPYKTYPHbIX NoapasgeneHuid nNpousBoAMTCA C paspeLleHus
pykoBoanTens Cny»6bl 4eNonpor3BoACTBA UAN PYKOBOAMTENA CTPYKTYPHOTO NogpasaeneHums no mecry
XpaHeHusa gena. Bblgaya gen Bo BpemeHHOe MNoJb30BaHME B ApPYroe CTPYKTypHoe noapasgeneHue
NOANENKMUT yUeTy.

Jena BblAalOTCA BO BpemMeHHOe MNoJib30BaHMe COTPYAHWKAM CTPYKTYPHbIX nop,pa3p,eneHM1‘/'1 Ha
CPOK He 6onee OA4HOro mecaua 1 nocsie ero uctedeHna noanexat Bo3spary.

MHbIM rocyaapcTBEHHbIM OpraHam, opraHam MeCTHOrO CamoynpaB/ieHnsa U opraHusaumam Aena
BbIAAIOTCA HAa OCHOBAHUM MX MUCbMEHHbIX 3aNpPOCOB C pa3pelleHna PYKOBOAUTENA FOCYAaPCTBEHHOMO
opraHa, opraHa MeCTHOrO CaMoOynpaBieHUA WAM MHOrO YMNOJSIHOMOYEHHOro Mm aunua. Bbigaua gen
NOATBEPXKAAETCA aKTOM BblAaun Ae/ BO BpeMeHHOe Mo/ib30BaHue.

MpunoxkeHne N 17

HammMeHOBaHMe opraHM3alumn

HammMveHOBaHME CTPYKTYPHOT'O

InogpasneJsieHnd

OIChL N

eI

N NHpekc | 3aronoBok gena | KpaiHue gatbl | Cpok xpaHeHua | Konndectso | MpumedaHue
n/n aena <*> ncToB

1 2 3 4 5 6 7

Ha3ssaHue pasgena




B OaHHyYI OINIMCB BHECEHO neJl

c N

(umbpaMy M NOPONMUCHIO)
no N , B TOM UMCJIE:

JIMTEPHBIE HOMEpa:
IIPOIIyIIeHHBIE HOMEPa:

HamMeHOBaHME IOOJDKHOCTU
PYKOBOOUTEJIA CTPYKTYPHOTO
nogpasneljieHnsa [onnmce PacumppoBka NOONMUCHK

ITaTa

COIJIACOBAHO COTJIACOBAHO <**>
HamMeHOBaHME IOOJDKHOCTU [IpoTokoy 3K CTPYKTYPHOI'O
pykKoBOOUTEJIA CJyXOel IOY nonpasnejyieHusd

[lognuce PacumdppoBka oT N

Monnucu

IDaTa

<*> [pada onyckaeTca B ONMCK AeN NOCTOAHHOTO CPOKa XpPaHEHMS.

<**> Mpun HanmMumm K CTPYKTYPHOTrO NoApasaeneHums.
dopma onucK gen CTPYKTYpHoro noapasgeneHuns (NocToaHHOro
CPOKa XpaHeHUs, BpeMeHHbIX (cebiwe 10 neT) CpoKoB XpaHeHus,

no IMYHOMY COCTaBy)

MpoaonxeHue npunoxxkeHna N 17

[lepenan

el

(undpaMm M HOPONUCHIO)
PETUCTPALMOHHO-KOHTPOJIBHEIX KAPTOTEK K IOKYyMEHTaM.

(undppaMm ¥ OPONMCHIO)

HauMeHOBaHME OOJLDKHOCTU pa@OTHVIKa
CTPYKTYPHOIT'O IIoIpa3neJieHUnA [Monnuce PaCLUI/I@)pOBKa InmonOrnmcm

[MprHAas ne

u

(umbpaMm M NOPONMUCHIO)
PETUCTPALMOHHO-KOHTPOJIBHEIX KApTOTEeK K IOKYyMeHTaM.

(undpaMm M HOPONIUCHIO)

HamMeHOBaHME IOOJDKHOCTU
paboTHMKA apxXuBa [lomnmce PacumppoBka NOONMUCHK

IDaTa

dopmaT A4 (210 x 297 mmMm)



HammMeHOBaHMe oOpTraHM3aLun

OIlNCh N

SJIEKTPOHHEIX IOeJl,

JOKYMEHTOB

MpunoxkeHne N 18

N NHpoekc | 3aronosok aena | KpaliHue gatbl | CpoK xpaHeHua | O6bem, M6 | MpumeyaHus
n/n aena <*>
1 2 3 4 5 6 7
HanmeHoBaHue pa3gena
B DaHHBI pasnesl ONMCM BHECEHO ne,

c N

(umdpaMm ¥ OPONMUCHI)

rno N

obBbeMoOM

M6 .

HamMeHOBaHME IOOJIXHOCTU
PYKOBOIUTEJIA CTPYKTYPHOI'O

InogpasneJsieHnAd

ITaTa

COTJIACOBAHO

HamMeHOBaHME IOOJIXKHOCTMU
pyKoBOOUTEJIA CJyXOel JOY

Noonuce PacumdppoBka
[Tognmucu

ITaTa

I[loonmce

PacumdpoBKa MIOONUCU

COTJIACOBAHO <**>
[IpoTokois 29K CTPYKTYPHOI'O
nogpasnesieHnsa

oT

<*> 'pada onyckaertca B ONUCK AeN NOCTOAHHOTO CPOKa XPaHeHUs.

<**> [pu Hannumm K CTPYKTYPHOrO noApasaeneHums.

[lepenan

dopma ONMCKU SINEKTPOHHBIX AeN, AOKYMEHTOB
CTPYKTYpPHOro noapasaefieHnn

MpogonxkeHne npmunoxeHna N 18

el

u

(umdpaMm M OPONMCHIO)

(undpaMm M HOPONIUCHIO)

obBEeEMOM

MO .

HammMeHOBaHME IOJIXHOCTM paboTHMKA
CTPYKTYPHOTO NOIOpas3nOesIeHUs

[Ipuuan

Nomonmco

PeETMCTPAlLVMOHHO-KOHTPOJIBHEIX KAapTOTEeK K IOOKYMEeHTaM,

PacumdpoBKa NOOIUCU

pALSH)

(umbpaMy M NOPONMUCHIO)



n PeIrMCTPaluMOHHO-KOHTPOJIBHEIX KapTOTEeK K HOOKyMeHTaM,
(umdpaMm ¥ MNPONMCHI)
oBBEMOM M6.

HamMeHOBaHME IOOJIKHOCTMU
paboTHMKA apxXMUBa [Noonmce PacumppoBka NOONMUCHK

IDaTa
dopmaT A4 (210 x 297 mmMm)
MpogonxeHue npuaoxkeHma N 18

[NPVWJIOXEHME K OINMCK N

SJIEKTPOHHEIX IeJI, IOOKYMEHTOB

PeecTp IOOKYMEHTOB (KOHTEMHEPOB 3BJIEKTPOHHEX IOKYMEHTOB) 3JIEKTPOHHOTO »Oeja:
<K >
N enm. xp. o onmcu VHoekc neJsa

3aroJIOBOK meJia

Jarta Per. N HanmeHoBaHMe AOKYMEHTa O6bem, M6 NpumeyvaHma
OOKYMeHTa OOKYMeHTa
1 2 3 4 5

HamMeHOBaHME OOJDKHOCTU
cocTaBUTEJIA OIIMCHU [lopnuce PaCMM@pOBKa ImoOrnmcm

<*> CocTaBysgeTCsa Ha KaxIoe B3JIEKTPOHHOE IeJio.

dopmaT A4 (210 x 297 mm)

MpunoxkeHne N 19

noPAAOK
COCTABEHWUA OMUCENA AEN NOCTOAHHOIO, BPEMEHHbIX (CBbILLE 10 JIET)
CPOKOB XPAHEHUA, NO JINHHOMY COCTABY, 3IEKTPOHHbIX AE/ <88>

[88] Cm. Takke nyHKTbl 4.31, 4.32 Mpasun 2015 .

B rocygapcTBeHHOM oOpraHe, OpraHe MECTHOTO CaMoOynpaB/ieHWA B KaXAOM CTPYKTYPHOM
noAapasfeneHnn exero4Ho COCTaBAATCA ONUCK Ha Aesla NOCTOAHHOro XpaHeHMA, BPEMEHHbIX (CBbllue
10 net) CpOKOB XpaHeHMs,, MO /IMYHOMY COCTaBY, 3/IEKTPOHHbIX Aen. OnucyM Aen cocTaBAAloTCcA MoA,
METOAMYECKMM PYKOBOACTBOM apxuBa rocyAapCTBEHHOrO OpraHa, opraHa MecTHOro camoynpaB/ieHus.


https://login.consultant.ru/link/?req=doc&base=LAW&n=185738&dst=100388
https://login.consultant.ru/link/?req=doc&base=LAW&n=185738&dst=100391

Mo 3TMM oOMMCAM [OOKYMEHTbl CAaloTCA B apxvMB rOoCyAapCTBEHHOrO oOpraHa, opraHa MecTHOro
camoynpasneHus.

Onucb gen CTPYKTYpHOro nogpasaeneHua npeactaBnsetr cobolt nepevyeHb Aen  C
camocToATeNbHOW BanoBoW (MopaakosBoi) Hymepauuwen aen. OCHOBOW COCTaB/NEHUA oONUcen aen
ABNAETCA HOMEHK/1aTypa aen.

Onucn  aen, nNOAroTOB/IEHHbIE CTPYKTYPHbIMM NOAPa3AeneHUAMMU, CAy»KaT OCHOBOW As
NoAroTOBKM CBOAHbIX OMUCEN Aen rocyAapCTBEHHOrO OpraHa, opraHa MECTHOro camoynpaB/eHus,
KOTOPble FOTOBUT apXMB rocyAapCTBEHHOrO OpraHa, opraHa MecTHOro camoynpaB/AeHUA U MO KOTOPbIM
OH COa€eT Aena Ha NOCTOAHHOE XpaHeHWe B COOTBETCTBYIOLLMIA rOCYAaPCTBEHHbIA UM MYHULIMNANbHbIM
apxuB.

Onucu gen CTpYKTYPHbIX NoApPa3AeNeHnii CoCTaBAAKTCA MO YCTaHOBAEHHOW dopme (NpunoKeHus
N 17, 18 K HacToAwMM MeToaMUYEeCKMM pPeKoMeHAauusaM) B ABYX 3K3emnaspax U npeacraBnatoTca B
apXMB rocyapCTBEHHOro opraHa, opraHa MecTHOro camoynpaBieHUA He No34Hee Yem Yyepes OAuH rog,
nocne 3aBepLieHnA aen B 4eI0NPOn3BOACTBE.

B onucax [gen ykasbiBaeTca nosHoe (6e3 coKpalleHWi) HaumeHOBaHWE CTPYKTYPHOro
noApasaesieHns, B KOTopom aena 6b1iv cGopMMPOBaHbl U 3aKOHYEHbI Ae/10MPON3BOACTBOM.

OnucatesnbHaa CTaTb OMWCU [en CTPYKTYPHOro MoApasfefieHna COAEPMUT  caeaylolume
3N1EeMeHTbI:

nopAAKoBbIM HOMep Aena (Toma) no onucw;

MHAEKc aena (toma);

3aro/IoBoK gena (toma);

fAaTa gena (toma);

KO/IMYECTBO IMCTOB B Aene (Tome) nnm obbem B M6 B ONMUCKU 3NEKTPOHHBIX A€/, LOKYMEHTOB;
CPOK XpaHeHus gena (Toma).

Mepes BHeceHWeM 3aro/IOBKOB e/ B OMUCb Aesl MpoBepsieTcs KavyecTBo (pOpMUPOBaHUA U
obopmneHus gen.

B onucb 3NEKTPOHHbIX A/, SOKYMEHTOB AOMONHUTENLHO BK/IOYAETCA MPU/IOXKEHME K OnuUcH -
peecTp 3/1€KTPOHHbIX AOKYMEHTOB (KOHTEMHEPOB 3/1EKTPOHHbIX AOKYMEHTOB), B KOTOPOM YKa3blBatoTCA
cBeAeHUA 06 31eKTPOHHbIX OKYMEHTAX, BK/IOUYEHHbIX B KaXK40€e 3N1eKTPOHHOoe Aeno.

Mpwn coctasneHnn onucu gen co6mop,armcn cneaymouime Tp86OBaHMﬂI

3aroz10BKM gen BHOCATCA B ONUCb B COOTBETCTBUMN C I'lpVIHﬂTOl‘;I cxemoit cnucremaTmsal M Ha oCcHoBe
HOMEHKANATypbl Aen;

Kaxgoe Aeno BHOCUTCA B ONMUCb No4 CaMOCTOATEJ/IbHbIM NMOPAAKOBbIM HOMEPOM (ech Aeno
COCTOUT N3 HECKOJIbKMUX TOMOB, TO Ka)KAblﬁ TOM, B TOM 4Hucne C¢OpMVIpOBaHHOG B OT,Cl,el'IbeIl)‘I TOM
npunoxeHue K aeny, BHOCUTCA B ONMUCb No4 CaMOCTOATE/IbHbIM HOMepOM),'

nopAAoOK Hymepauuun aen B onnucu - BaﬂOBbIl\/‘U

NopAAOK MPUCBOEHMA HOMEPOB OMUCAM CTPYKTYPHbIX MOAPasAesieHUin ycTaHaBAMBAETCA Mo
COrNacoBaHMIO C apXMBOM roCyAapCTBEHHOMO OpraHa, opraHa MecTHOro CamoynpaB/ieHus;



rpadbl oN1cK 3aNONHAKTCA B TOYHOM COOTBETCTBUM C TEMU CBEAEHUAMMW, KOTOPble BbIHECEHbI Ha
06/103KKY Aena;

MHOTOTOMHbIE A€ena B ONWCb BHOCATCA MO MOPAAKY HOMEPOB TOMOB; MPU BHECEHWM B OMUCH
nocneaHero Toma nocsie Homepa Toma aobasnaetca cnoso "lMocnegHnin.

lpada onucu "MpumevaHma" mucnonbsyetTca ANA OTMETOK O Npueme Aen, 0COBeHHOCTAX MX
du3nYecKoro coctosiHWA, O nepegaye Aen APYrMM CTPYKTYPHbIM NOApasAeneHUsiM CO CCbIIKOM Ha
COOTBETCTBYIOLMI aKT, O HAMYMM KONUI U Ap.

B KoHUe onucu Bcsed 3a nociegHel onucaTeslbHOW CTaTbel 3anoNHAETCA UTOroBas 3anucb, B
KOTopoW yKasbiBaeTcs (uMdpamn M NPONUCbIO) KOMYECTBO Ae/, YMCAAWMXCA MO ONMCU, NepPBbIA U
nocneAHnit Homepa Aen Mo OMNUCU, B OMUCU INEKTPOHHbIX AeN, AOKYMEHTOB - 06wWwuit obbem
3/IEKTPOHHbIX aen B M6.

Onucb Aen CTPYKTYPHOro noApasgefieHna MoAnuCcbiBaeTcs PyKoBoAauTesieM noapasaeneHus
rocy4apCTBEHHOro OopraHa, opraHa MeCTHOro CamMoynpaB/eHWsA, COr/acoBbIBAETCA C PYKOBOAMTE/NEM
Cny»6bl AenonpomssoAcTsa. MpuU HaAMUYMKM B CTPYKTYPHOM MOAPa3Ae/ieHNM 3KCMEePTHON KOoMMCCUM
onuncb Aen A0 ee YTBEPXAEHMA AO0/KHA BblTb COracoBaHa C 3KCMEPTHOM KOMMUCCUEN CTPYKTYPHOTro
noapasaeneHus.

PeecTtp 3N1EKTPOHHbIX [OKYMEHTOB, ABAIOWMACA MNPUIONKEHMEM K OMUCK  3I/IEKTPOHHbIX
[OOKYMEHTOB, NOAMNUCbIBAETCA COCTaBUTE/IEM PEECTPA C YKa3aHUEM AO0NXKHOCTU, MHULUWANOB, daMuanu.

Onucb Aen CTPYKTYPHOro noApasaeneHna opraHnsaLmmn cocTaBaAeTca B ABYX dK3eMnaapax, OAuH
M3 KOTOPbIX NepeaaetcA BmecTe C AeNaMWM B apXWMB rOCYAapCTBEHHOrO OpraHa, opraHa MecTHOro
CaMOyMpaBfeHUA, a BTOPOM OCTAeTCA B KauyecTBe KOHTPONbHOMO 3K3emMnasapa B CTPYKTYPHOM
nogpasfeneHvn. B apxuB rocyfapCTBEHHOro OpraHa, OpraHa MECTHOrO CaMOYMPABAEHUA TaKKe
nepegaeTca MO 3K3eMNAApPY OMNMCEeN Aen CTPYKTYPHbIX MNOAPAa3AeNeHuid B 3/1eKTPOHHOM BUAE B
pegakTMpyemom dopmare 414 UCNOAb30BAHMA B AasibHeNWeM 414 NOATOTOBKM apXMBHbIX OnNuUcen aen,
OOKYMEHTOB (rogoBbIX pa3genos).

MpY HaAMUYUK B CTPYKTYPHOM MOAPA3LENeHMU SKCNEePTHOM KOMUCCMUM ONKUCb AEN COCTaBAAEeTCA B
TPex 3K3emnaspax, TaK Kak OOMH 3K3eMMNAAp ONUCKM MNepefaeTcid B 3KCMNEPTHYD KOMMUCCUIO ANnA
paccMOTPEHUA U COrNacoBaHus.

Mpunoxkenue N 20

NPABUNA
OPOPM/NEHUA AEN N NOATOTOBKU AEN K NEPEAAYE
HA APXUBHOE XPAHEHUE

OdopmneHre gen Ha BymaxkHOM HOocuTese, Nog/exallmx nepesaye B apxus rocyfapCTBEHHOrO
OpraHa, opraHa MecTHOro caMmoynpasieHus, NpeaycMmaTpuBaer <89>:

<89> [lena BpemeHHbIX (40 10 fneT BKAOYUTENbHO) CPOKOB XpPaHEeHWA noasekar YacTUYHOMY
odopMIEeHNIO, NPU KOTOPOM Aefia MOrMYT XPaHWUTbCA B ManKax-CKOPOCLIMBATENAX, MATKUX OB/0XKaX,
cMcTeMaTtusauma AOKYMEHTOB B Ae/le He NPoBOAMTCA, INCTbI Aefla He HYMEepPYIOTCA, IMCTbI-3aBepuTen
Aena He CcOCTaBAAOTCA. PekBM3UTbI 06/M0XKM [ena 3anofHATCA MO YnpoweHHon cxeme (6e3



NpPOCTaBAeHNA apXMBHOTO WKdpa, KOANYECTBa INCTOB B Aene).

NoALLMBKY AOKYMEHTOB B €/10 MU NepeneT Aena;

HYMepaumto IMCTOB B AeNe;

COCTaB/IeHUE NUCTA-3aBepUTeNs Aena;

COCTaB/IEHME B HEOOXOAMMBIX C/ly4asixX BHYTPEHHEW ONUCU AOKYMEHTOB AEeNa;
opopmaeHne peKBU3UTOB 0B0XKKN aena.

O610KKa (TUTYNbHBLIA NUCT) Aena NOCTOSAHHOro, BpeMeHHoro (cBbiwe 10 neT) xpaHeHMAa U no
JIMYHOMY cocTaBy odopmaseTca Mo ycTaHoBAeHHOW d¢opme (npunoxkeHne N 22 K HacToAWMM
MeToanyeckum pekomeHgaumam). Hagnucu Ha o610)KKax gen (TOMOB) cnedyeT  BbIMOJHATb
yepHUIamu, pasbopumBo, 6e3 coKpauweHun. Ecnnm Ha 0O6N0XKKY HaK/IEeMBAEeTCA TUTY/IbHbIN JIACT,
N3roTOBAEHHbIN TUNOTPadGCKMM MW MHBIM MEeYaTHbIM CMOCO6OM, TO HAAMMUCU Ha HEM TaKXKe MOryT BbiTb
HaneyaTaHbl. TUTY/IbHbIN JINCT PEKOMEHAYETCA HaK/euBaTb C HaK/MaAKoW KAes Ha BClO NMOBEPXHOCTb
NCTa ¢ Tem, YTobbl NoA HUM He 06pa30BbIBANOCH MYCTOT.

Ha o6noKe AeNna yKa3blBaloTCA PEKBU3UTDI:

HaMMeHoBaHMWe rocyAapcTBeHHOro opraHa, opraHa MECTHOro camoynpasneHus
(boHpgo0bpasoBaTens);

HauMeHOBaHWEe CTPYKTYpHOro nogpasgeneHua ¢oHaoobpasosaTend, Aen0npon3BOACTBEHHbIN
Homep (MHAEKC) aena (MHAEKC Aena No HoOMeHKNaType aen);

3aro/I0BOK 4enNa;

AaTa gena (toma);

KO/IMYECTBO /ICTOB B A€/E;

CPOK XpaHEeHUA Aena u HoMep CTaTby NO NEPEYHIO;
apXuBHbIN WKdp aena.

PekBM3uUTbI, NpocTaBasiemble Ha 06/10XKKe (TUTYSIbHOM AncTe) aena, 0GOPMAAIOTCA CAEAYIOWMM
obpasom:

HanMeHOBaHME ToCyaapCTBEHHOIO OpraHa, opraHa MEeCTHOro cCaMoynpasBieHUNA YKa3blBaeTCA
NOZIHOCTbKO B WMMEHUTE/IbHOM MNajgexXe C YKa3aHuem od)mu,maano NMPUHATOrNO COKpalleHHOoro
HanMeHOBaHWMA, KOTOpPOEe YKa3blBaeTCA B CKOBKax nocne nosHoro HaumeHoBaHusA. B CQy4vaax, Korga B
TeyeHne ropga, 3a KOTOprVI Od)OpM}'IFHOTCﬂ aena, I'OCYLI,apCTBEHHbIﬁ OpraH, oOpraH MmecCcTHOro
camoynpassieHnAa 6bi1n nepenmeHoBaH (npeo6pa303aH) M 3TO HE BbI3Ba/1I0O BO3HMKHOBEHMA HOBOTIO
d)OH,CI,OO6pa3OBaTe.I'IFi, noA Ctapbim €ro HammeHoBaHMeEM NMeTcAa U HoBoe HaMMeHOBaHWUE,;

HaMMeHOBaHMe CTPYKTYPHOTO MOApa3fefieHus: 3anucbiBaeTcs ero HasBaHWe B COOTBETCTBUM C
YTBEPKAEHHOM CTPYKTYpOl (ecnv B TeyeHue rofa HauMMeHOBaHWe CTPYKTYPHOro noapasaeneHus
MEHSNI0Cb UAM  aeno 6blN0 nepefaHo B APYroM rocyAapCTBEHHbIM OpraH, OpraH MeCTHOro
caMoynpaBieHus WauM Apyroe CTPYKTypHOe noApasfefieHne, cTapoe HammeHOBaHWe 3aK/o4Yaercs B
CKOBKK, HOBOE HaMMEeHOBaHWe MULLETCA No4, CTapbim);

AeNonpon3BOACTBEHHbIA HOMep (MHAEKC) Aena: npoctasnserca uudposoe o0603HaYeHUe
(MHAEeKC) aena No HOMeHKNaType Aen; ecnn AeNo COCTOUT M3 HECKO/NbKMX TOMOB, TO Ha 06/10XKe
NMepBoro TOMa YKa3blBaeTCA KOAMYECTBO TOMOB 3TOrO [efa, a Ha noc/aeaylolmx Tomax - Homep



oYyepenHOro Toma, Ha nocaegHem Tome nocae ero Homepa gobaenseTca cnoBo "nocnegHuin";

3aro/iIoBOK (HaMmeHoBaHUe) Aena NepeHoCUTC U3 HOMEHKNaTYpbl Aen, B He0BX0AUMbIX Cy4YanX B
3aro/I0BOK BHOCATCS YTOYHEHUA: HOMeEpa MPWMKa30B, NPOTOKoA0B U Ap. Ecnv HanmeHoBaHWe aena He
pacKpbiBaeT coAeprkaHme NoALMUTbIX B HEM A0KyMeHTOB ("Pa3Has nepenucka", "Mepenncka no obuwmum
Bonpocam" U1 T.M.), COCTaBNAETCA HOBbIN 3aro/I0BOK AeNa, OTpaXKalolmii coaeprkaHue noALlnTbIixX B Aene
[ OKYMEHTOB;

AaTa Aena: yKasblBaloTcs rog(bl) 3aBeieHMA U OKOHYaHWA Aena B Aenonpoussoactse. [laton aen,
cogeprKallux pacnopaauTenbHyo AOKYMEHTaUMIO, a TaKKe ANA AeN, COCTOALLMX U3 HECKONbKMX TOMOB,
ABNAIOTCA KpailHMe pAaTbl AOKYMEHTOB Jena, To ecTb AaTthl (4Mcno, mecaud, rog) perncrpaumu
(cocTtaBneHus) camoro paHHero u camoro no3aHero AOKYMEHTOB, BK/OUYEHHbIX B Aeno. MNpu 3Tom uncno
(aBa 3HakKa) M rog (4eTbipe 3HaKa) ob6o3HayaloTCa apabckMmuM uMdpamu, HazBaHME MecAua nuueTca
cnoBoM. Ecnu B Aeno BKAOYEHbI AOKYMEHTbI (MPUNOXKEHUA U AP.), AaTbl KOTOPbIX BbIXOAAT 3a KpaliHue
AaTbl gena, To noj AaTaMu fena, C HOBOW CTPOKM Aenaetca o6 3Tom 3anucbh: "B aene umetotca
OOKYMeHTbI 3a ... roa(bl)". [aTtbl Aena MOryT He YKa3blBaTbcA Ha 0610Ke Aen, coaepsKallmx, Hanpumep,
rogoBble MNiaHbl AN OTYETbI, TaK KaK OHM OTPAXKaloTCA B 3aro/1I0BKax Aen.

Ona pen, cdopMUPOBaAHHbLIX U3 AOKYMEHTOB MO HOMWHAaNbHOMY MPWU3HAKY, TO ecTb Mo BMAaAM
OOKYMEHTOB (MpPMKasbl, pacnopaxKeHus, akTbl U Ap.), 4ATON Hayana Aena ABNAeTcA AaTa NoanucaHus
WUNWN YTBEPKAEHNA CAMOTO PaHHEro AOKYMEHTA, a AaTOW OKOHYaHMA - AaTa noAnuMcaHua (yTBep:KaeHus)
CaMoro nosgHero AoKyMeHTa.

Jatoli Aena, copepskalllero NPOTOKO/bl 3acefiaHuin, ABASETCA AaTbl YTBEP)KAEHUA (ecnm oHu
YTBEp}KAaloTcA) UK AaTbl NEPBOro U NocAeAHero NPOTOKO/I0B, BKAOYEHHbIX B AeN0.

KpalHMMKM gaTamum IMYHOTO Aena ABNAOTCA AaTbl NOANUCAHUA NPMKA30B O npueme (HasHaYeHuK)
N yBOJIbHEHUW (OCBOBOXKAEHUM OT AO/MKHOCTM) NMLA, Ha KOTOPOE OHO 3aBedeHo. B ciyyae cmepTu
NMUA, Ha KOTopoe 3aBefdeHO JIMYHOe [ef0, KOHeyHoN Jatol ABnseTcA AaTa  [AOKYMEHTa,
NOATBEPXAAIOLLIEr0 CMEPTL INLA, UAKN 3anNncb 06 3TOM COTPYAHNKA KagpoBOM CyXbbl.

[na gen, cogepawmx nepenucky, AaTol Hayana Aena ABAseTcA AaTa MNOCTyn/eHuA MnepsBoro
BXOAALLEro UAM AaTta NepBoro MCXOAALLEro AOKYMEHTa, a AaTOW OKOHYaHWA - Aata CaMoro nosAHero
BXOAALLErO UM UCXOAALLETO AOKYMEHTA HE3aBUCMMO OT MECTa HaxoXAeHUA 1X B gene.

Konnyectso NPOHYMEePOBaHHbLIX B Aesie INCTOB NPOCTaBaAETCA Ha OCHOBaHUWU /INCTa-3aBeputTena
Aena, 6es y4yeTa KO/In4ecTtBa /IMCTOB BHyTpEHHeﬁ OnnCcn JOKYMEHTOB Aesla U INCTa-3aBepuUTena aena.

Peksunsnt "Cpok XpaHeHUs Aena M Homep cTaTbM nepeyHa" nepeHocuTca Ha OBNONKKY Aena w3
COOTBETCTBYIOLLEN HOMEHKAATYPbl A&/ Noc/ie CBEPKU ero CoO CPOKOM XPaHEHMA, YKa3aHHbIM B nepeyHe
TUNOBbIX AOKYMEHTOB WM B NMepeyHe AOKYMEHTOB, 06pasyiolmxca B AeATeNbHOCTU rocyAapCTBEHHOro
opraHa, C yKasaHMem CPOKOB XpaHeHus (Npu BBeAeHWN B AeNCTBME HOBbIX NepeyHei AOKYMEHTOB CO
CPOKaMK XpaHeHUA cTapble 3aMMCK 3a4epPKUBAIOTCA, @ CBEPXY UM PALOM MULLYTCA HOBble AaHHble). Ha
Aenax NoCTOSAHHOTO XpaHeHus nuweTca: "XpaHUTb NOCTOAHHO".

ApxuBHbBIN WKNdp gena (coctout M3 Homepa oHAa, HOMEPA ONUCU U HOMepa Aena Mo ONUcK) Ha
0610}KKax oeN NOCTOAHHOrO XpaHeHWsA NPOCTABAAETCA YePHWIAMUK B apXUBE rocyAapCTBEHHOIO OpraHa,
OpraHa MecTHOro CamoynpaB/eHMA TONbKO MOC/e BKAOYEHMA 3TUX Aes1 B rof0Bble pa3aesibl CBOAHbIX
onucen pen, [OKYMEHTOB, yTBepAeHHbix IMK cooTeeTcTBylOWwero d¢egepanbHoro apxusa, MK
COOTBETCTBYIOLLEIO YNOJIHOMOYEHHOIO OpraHa WCMNO/IHUTENbHOM BAacTM cybbekTa Poccuiickol
depepaummn B chepe apxMBHOrO Jesa WAM TOCYAAPCTBEHHbIM  (MYyHMLMNANbHBIM) apXWMBOM B
COOTBETCTBUM C NPeAOoCTaBAEHHbIMU UM MOJHOMOYUAMM (A0 3TOr0 OH NPOCTABAAETCA KapaHAALIOM).

Ha 06/10%Kax AeNn NOCTOAHHOrO XpaHeHMs MpeaycMaTpUBAeTCa MeCTo A1 HaMMeHOBaHMSA
rocyaapcTBeHHoro (MyHMUMMNANbHOMO) apxuMBa, B KOTOpbIM 6yayT nepeaasaTbCA Aena, KoAoB
rocyAapCTBeHHOro (MyHMUMNANbHOrO) apxuMBa M rOCYAapCTBEHHOrO OpraHa, oOpraHa MecCTHOro



camoynpasneHua no Ob6uiepoccninckomy Knaccudpukatopy npeanpusaTuii M opraHusauuii (OKMO) u
Obwepoccninckomy KnaccupuKkaTopy opraHoB rocyaapcTBeHHOM BNacTu 1 ynpasneHus (OKOTY).

HanmeHoBaHuAa doHa006pa3oBaTeNa U CTPYKTYPHOrO noapasaesieHms, rog u Homep aena moryt
MPOCTaBAATLCA HAa 06/10XKe LWTAMMOM.

B uenax obecneyeHMss COXPaHHOCTM W 3aKpenieHWa MopsfaKka Pacrno/oKeHUA [AOKYMEHTOB,
BK/IIOYEHHbIX B [4€/10, BCE €ro JIACTbl, KPOME YMUCTbIX, /INCTa-3aBEPUTENA W BHYTPEHHEN onucw,
HYMepYIOTCSA B pa3BepHYTOM BUAeE apabckumu umdpamm, BafIoBOM Hymepaumen. YucTble AncTbl U3 gena
n3biMatoTcA (6e3 NoBpeKAeHUs LEeNOCTHOCTU Aena) M YHUUTOXKAloTCA. JINCTbl HYMepyloTcAa MPOoCTbiM
KapaHZ4awom CBepXy BHW3 B BO3PACTAlOWEM MOpPAAKE HOMEPOB, HauyuMHasa c nepsoro. Uundpbl
NPOCTaBAAIOTCA B MPAaBOM BEPXHEM YIJy /INCTA, He 3aJeBas TEKCTa AOKYMEHTOB. JINCTbl BHYTPEHHEMN
ONMUCK HYMEPYIOTCS OTAENbHO.

JInctbl Aen, cocToAWMX M3 HECKOJIbKMX TOMOB, HYMEPYIOTCA MO Ka)XAoOMy TOMY MM 4acTu
OTAEe/bHO, HauMHaa ¢ nepsoro. MNpuaoXeHusa K geny, NocTynuelne B nepennete, obopPMAAIOTCA KaK
CaMOCTOATE/IbHblE TOMa U HYMEPYHOTCA OTAE/bHO.

JOKyMeHTbl C COBCTBEHHON HyMepaLuen IMCTOB, B TOM YMC/Ie NeYyaTHble U3aaHus, HyMepyoTca B
obleM nopsaaKe WAM COXPaHAT COOCTBEHHYHD HyMepauuio, ecin OHa COOTBETCTBYET MOpPSAAKOBOMY
pacno/ioXKeHMo NCTOB B Aefe.

doTtorpaduun, yepTexru, guarpamMmmsl U Apyrve UANKOCTPATUBHbIE U Cneunduyeckme SOKYMEHTbI,
npeacTaBAAIoWLME CAaMOCTOATE/NbHbIN NUCT B Aene, HYMepylTca Ha OBOPOTHOWM CTOPOHE B /IEBOM
BEPXHEM YIAy.

CnoxeHHbln nuct 6onbworo ¢opmata (bopmarta A3, A2) pasBopaymBaeTca U HymepyeTca B
npaBoi 4YacTu BepxHero nonasa aucta. MNpu atom nuct noboro popmaTa, NOAWMTLIA 338 OAMH Kpald,
HymepyeTcAa Kak O4AWH JTUCT; a JIUCT, CNOXKEeHHbIN U I'IOALIJMTbIl‘;I 3a cepeguHy, noanexut nepewnske u
HyMepyeTcA Kak O4MH JINCT.

JINCT ¢ Harnyxo HakneeHHbIMU AOKyMeHTamMu (poTorpadusamu, Bbipe3Kamu, BbIMMCKaMKU M 4p.)
HYMEpPYeTca KaK OAMH JIUCT; B HUXKHEW YacTM WMAM Ha 0b6opoTe TaKoro AucCTa genaeTca onuch
HaK/IeeHHbIX Ha HEro JJOKYMeHTOB. BO BHYTPEHHel onucKy 1 B IUCTe-3aBepUTEsiE B KOHLE Aena O TaKuUX
NMCcTax AenaeTca orosopka. Hanpumep: "Ha nucte 6 HakneeHo 5 ¢otorpaduii cornacHo onucu Ha
obopoTte aucra".

KapTbl M CXeMbl, CKNeeHHble U3 HECKOIbKMX IUCTOB, HYMEPYIOTCA Kak OAMH ANCT. Ha TaKux McTax
Ha o6opoTe uMAM cBO6OAHOM OT TEKCTa MeCTe YKa3blBaeTCA KOJAMYECTBO /JIUCTOB B CKaeike. Bo
BHYTPEHHEN ONUCK 1 B INCTe-3aBepuTesie AeNa O TakMX IUCTax AefaeTca orosopKa. Hanpumep: "/uct 7
- KapTa-cknerka us 10 nncros".

Echnm K poKymeHTy (AncTy) noAkneeHbl OQHUM Kpaem Apyrve AOKYMEHTbl (BCTaBKM TeEKCTa,
nepesoAbl, BblPe3KW, CMPaBKM W Ap.), TO KaxKAbl AOKYMEHT HymepyeTcAa OTAEeNbHO, ovepenHbim
NnopAAKOBbIM HOMEPOM.

MoAwwnTble B 4e/10 KOHBEPTLI C BNOKEHUAMU HYMEPYIOTCA: BHAYa/le KOHBEPT, @ 3aTeM o4YepeaHbIM
HOMEPOM KaK4oe BNOXKeHWe B KoHBepTe. Hambonee LeHHble B UCTOPUYECKOM U XYO0MKECTBEHHOM
OTHOLUEHMM OOKYMEHTbI (YepTexu, pykonucu, rpaduka U Ap.) He NOALWMBAIOTCA, a BKAaAblBalOTCA B
KOHBEPTbI.

Ecnv B HyMepaumm NUCTOB AOMYLLEHO MHOMO oWWBOK, BCe AeNo HymepyeTcA 3aHOBO. lMpu 3Tom
cTapble HOMepa 3a4epPKMBAIOTCA OAHOM HAKNOHHOM YepToi M PAAOM CTaBUTCA HOBbIA HOMep AucTa. B
KOHUe Jena COCTaBAAETCA HOBbIM AUCT-3aBepuTenb Aena, NpyM 3TOM CTapblid  IMCT-3aBepuTesb
3a4YepKMBAETCA, HO COXPAHAETCA B Ae/ie; BO BHYTPEHHIOI ONUCb TaKXKe BHOCATCA WCMpPaBAeHUA Wau
BHYTPEHHSAA ONWUCb COCTaBAAETCS 3aHOBO.
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MpY HANUUUK OTAENbHBIX OWMBOK B HYMepauuu IMCTOB B fenax Npu NOAroTOBKE UX K caaye B
apxvMB [OMYCKaeTcA Mo COrlacoBaHMIO C apxuBoM ynoTpebneHue AuTepHbiX (C OYKBEHHbIMM
AOMO/HEHUAMM) HOMEPOB JINCTOB.

Mocne 3aBeplieHMA HyMepauuu JIMCTOB COCTaBAAETCA JIUCT-3aBepuTesib Aena (3aBeputesibHas
HaZMMCb), MOMeLLaemMblit B KoHLe Aena. JIucT-3aBepuTesib COCTaBAAETCA B Ae/ie Ha OTAe/IbHOM JiucTe-
3aBepuTene gena no ycTaHoBneHHoW ¢opme (npunoxkeHne N 23 K Hactoswmm MeToguyeckum
pekomeHgaumam). B nucte-zaBeputene uubpamum U NPONMUCbIO YKA3bIBAETCA KOJIMYECTBO JINCTOB B
OaHHOM fAene, 0OTMe4atoTcs 0COHBEHHOCTU OTAENbHbIX AOKYMEHTOB (YepTexu, doTorpadun, pUCyHKU u
ap.) n dU3MYecKoro coCToAHUA AOKYMEHTOB (MOMapKM, HepasbopumBbI TEKCT, NOPBAHHbIE JIUCTbI U

ap.).

nMCT-3aBepMTEIIb noanncbiBaeTcA ero cocrasutenem C ykKadaHnem AOO/IKHOCTH, paCLLIM(prBKM
noannucn n AaTtbl COCTaB/1EHUA.

Ons yyeTa QOKYMEHTOB OMpPEAENeHHbIX KaTeropuii NOCTOAHHOIO U BpemeHHbIX (cBbiwe 10 neT)
CPOKOB XpaHeHWsA, yYeT KOTOPbIX Bbi3biBaeTcA crneumMduKkoil AaHHOW AOKyMeHTauuu (0cobo LeHHble,
JIMYHble Aena, Aena c AOKYMEHTaMM OrPaHMYEHHOro AO0CTyna U Ap.), COCTaBAAETCA BHYTPEHHAA ONUCb
OOKYMeHTOB aena (npunoskeHue N 24 K HacToAWwmUM MeToaNYeCcKMM peKoMeHaaLMAM).

BHYTPEHHASA ONUCb AOKYMEHTOB AeNa COCTaBAAETCA TaKKe Ha o6bemHble Aena NoCTOAHHOro U
BpeMeHHbIX (cBbiwe 10 neT) CPOKOB XpaHeHWa, eciu OHU CPOpPMMPOBaHbI MO PA3HOBMAHOCTAM
[AOKYMEHTOB, 3ar0/IOBKM KOTOPbIX HE PACKPbIBAIOT KOHKPETHOE coAeprKaHne AOKYMEHTOB, B Lie/IAX yYeTa
N bonee BbICTPOro HaXOMKAEHWUA AOKYMEHTOB B Aefie. Bo BHYTPEHHIO ONWCb MOMWMMO AOKYMEHTOB,
NOAWMNTBIX B 4€/10, A0MKHbI 6bITb BHECEHbI M BCE OTHOCALLMECA K HUM NPUIOMKEHWS.

JINCTbI BHYTPEHHEN onuncK NoALIMBatOTCA B Havane gena. Ecan geno nepensiieTeHo MaM NOALIMTO
6e3 BHYTPEHHE ONUCKM AOKYMEHTOB, TO COCTaB/ieHHan NO YCTaHOBJAEHHON (OpPMe BHYTPEHHAS ONUCH
HaK/JIeMBaAETCA 3@ BEPXHWUI KPal K BHYTPEHHEM CTOPOHE NLEBOM 0610KKM aena.

HeobxoAMMOCTb  COCTaBNE€HMS BHYTPEHHEW OnWCU JOKYMEHTOB Aena OTAEeNbHbIX A4en
onpegensetca WMHCTpyKuMen no [enonpovs3BoACTBY FOCYAAPCTBEHHOTO OpraHa, OpraHa MeCTHOro
camoynpasneHus.

BHYTPEHHASA OMNMCb AOKYMEHTOB Ae/la COAEPKUT CBEAEHUA O MOPAAKOBbLIX HOMEPax AOKYMEHTOB
Aena, X MHAEKcax, AaTax, 3aro/ioBKax M HOMepax JIMCTOB Aena, Ha KOTOPbIX PAcMOOXKeH Kaxabli
OOKYMeHT. K BHyTpeHHeil onucuM [AOKYMEHTOB [ena COCTaBAAeTCA MTOroBas 3anucb, B KOTOPOM
yKa3blBaeTca umdpamm 1 NPOMNmUCbio KOMYECTBO BKIOYEHHbIX B HEE JOKYMEHTOB, NPUNONKEHUI K Aeny
N KOIMYECTBO INCTOB BHYTPEHHEN OMNUCH.

Mpy M3MEeHEeHMM CcoCTaBa AOKYMEHTOB Aena (M3bATUKM, BKAOYEHMM [AOKYMEHTOB, 3aMeHe WX
KOMUAMKW M Ap.) 3T M3MEHEHMA OTpaKkaloTcA BO BHYTpPeHHel onucu B rpade "MpumedaHue" co
CCbI/IKAMM Ha COOTBETCTBYIOLIME aKTbl M MPU HEOBXOAMMOCTM COCTAB/AETCA HOBas UTOroBas 3anuchb.

BHYTPEHHHH OnnCb OOKYMEHTOB Ae1ia NognucbiBaeTCcA CoCTaButenem C ykasaHMem O0/1KHOCTH,
paCLIJMd)pOBKI/I noannucn n Aatbl COCTaB/1EHUA.

JOKyMeHTbI B fie1ax NMOCTOAHHOTO, BpeMeHHbIX (cBbiwe 10 feT) CPOKOB XpaHEHUsA U MO JIMYHOMY
COCTaBy MOALIMBAIOTCA Ha YeTbIpe MPOKO/Aa MPOYHbIMU HUTKaMM B TBEPAYI0 0B/0XKY U3 KapToHa MAu
nepenseTalTca C YYeTOM BO3MOXKHOCTM CBOBOAHOIO YTEHMA TEKCTa BCEX AOKYMEHTOB, AaT, BU3 U
pe30/1toL it Ha HUX. TEKCT He AO/IKEH NOAXOAWUTb K AIMHUM NOAWMBKM (NepenneTa) 6amxe 2 CM, a IUCTb
He [0/KHbI BbICTYNATb 3a Kpas 06/10KKMW. B cyyanx, Koraa TEKCT Ha AOKYMEHTe pacnofioxeH 6amnsKo K
Kpalo /IMCTa, K TaKOMy JINCTY NOAK/AEMBAETCA MoJocKa bymaru, 3a KOTOPYH AOKYMEHT MOoALIMBaeTcs
(nepennetaetca) B aeno.

Pesontoumm pykoBOACTBA, BWU3bl, COCTaBJIEHHble HA OTAE/bHbIX NINCTAX, pPa3smeLLaloTca nepes



AOKYMEHTOM, K KOTOPOMY OHU OTHOCATCA, N B TAaKOM NMopAaKe NoaLwnBatoTCA B AeNO.

Mpu noarotoBKke Aen K noAluvBke (nepenieTy) npoBepsaeTcs NpPaBUAbHOCTb MX GOPMMPOBAHMUA,
obopMeHUs, MeTanandeckne ckpenneHus (bynaBkn, CKPENKK) U3 OKYMEHTOB yAANSAOTCA.

B penax NOCTOSHHOrO XpaHeHMa noaJjiexkaT M3bATUIO AybneTHble 3K3eMnaAapbl AOKYMEHTOB,
YEepHOBMKN, HEODOPMEHHbIE KOMUU [AOKYMEHTOB M HE OTHOCALLIMECA K BOMPOCY AOKYMEHTbl C
BPEMEHHbIMM CPOKaMM XPaHEHUS.

[ena nocToAHHOro XpaHeHus, COCToAWME W3 [OKYMEHTOB 0COBOM Hay4yHO-UCTOPUYECKON,
XY[0KECTBEHHOM U MHOM LLEHHOCTU MAN HepOPMaTHbIX JOKYMEHTOB (KapTbl, CXEMbI, NAaHbI, YEPTENKM,
GOTOCHUMKM U apyrne [OKYMeHTbl 6onblworo ¢opmarta), B LENAX MX COXpaHHOCTM M ypobcTBa
No/1b30BaHUA He MOZLIMBAOTCA B €13, @ XPAHATCA CIOMKEHHbIMW B 3aKPbITbIX TBEPAbIX MaNKax ¢ Tpems
KJanaHamMu U1 € 3aBA3KaMU WU B KapTOHHbIX GyTaspax (KopobKax) B KauecTse NPUAOXKEHUI K aenam. Ha
KaKayto nanky (KopobKy) cocTaBNseTcs BHYTPEHHSASA ONUCh HaXOAALMXCA B HEWM JLOKYMEHTOB.

Ecnv B aeno B xoae ero popmupoBaHMA BbiAn NOAWNTLI AOKYMEHTbI C PasNIUYHbIMU CPOKaMM
XpaHeHWsa, TO [eno pacwusaetcA M GOPMUPYIOTCA HOBble Aena, MCXOAA W3 CPOKOB XpaHeHuA
[JOKYMEHTOB. MpU 3TOM [OOKYMEHTbl C UCTEKWMUMW CPOKaMU XPaHEHMA YHUUTOMKAIOTCA MO aKTam B
yCTaHOB/IEHHOM MopAaaKe.

O610KKM gen c AOKYMEHTAaMU, UCMOJHEHHbBIMM HA CTaHAAPTHbIX ANCTAX, AOJIKHbl UMETb pasmepbl
229 x 324 mm. O6N0OXKKN agen ¢ AOKYMEHTaMW, U3roTOBAEHHbIMW Ha HECTAHAAPTHbIX JINCTax, MOryT
MMEeTb pa3mepbl, COOTBETCTBYIOLLME pa3Mepam NoALWNTbIX B HUX IUCTOB.

O6NOoXKM Aen ¢ AOKYMEHTaMU, UMELWMMN aauTenbHble (25 n 6onee NeT) CPOKU XpaHeHwus,
[OONIXKHbI BbITb U3roTOB/IEHbI M3 TBEPAOrO KapToHa. [na obnoxeK fen, caaBaemMblxX Ha rocyapCcTBeHHOe
XpaHeHune, NPUMeHAETCA HECKUCNOTHBIN KapToH.

[na npegoxpaHeHMsA OKYMEHTOB OT MEXaHNYEeCKOoM Nop4M Ha NepBOM U Noc/ieaHeM AnCTax aena,
TOMa nepes NPOLUMBKOW HaK/JEMBalOTCA NOMOCKM TOHKOTO KapTOHa, Yyepes3 KoTopble M Mpomnyckaerca

LLIHYP.

Mpy opopmneHnn aen NPUMEHATb KaHUENAPCKUI (CUIMKATHBIN) Kneil, MydyHOM M KpaxmaslbHbli
KnencTepbl He LONYyCKaeTcs.

B cootseTcTBMM € nyHKTamum 7.12 - 7.13 lNpasun genonpomsBoacTBa NOArOTOBKA 3NEKTPOHHbIX
OOKYMEHTOB K nepejaye B apxvMB roCyfapCTBEHHOrO OpraHa, OpraHa MeCcTHOro camoynpasieHuA
ocyuiecTsnaeTca B cooTseTcTBum ¢ Mpasmnamm 2015 r., npeaycmatpusarowmmm <90>:

<90> MNyHKT 4.34 MNpasun 2015.

NOAroTOBKAa 3NEKTPOHHbIX A/, AOKYMEHTOB K nepejadye B apXMB rocy4apCTBEHHOro opraHa,
opraHa MecTHOro caMoynpaB/eHMA OCYLLECTBAAETCA CTPYKTYPHbIM NoApasgaesieHMeM - Noab3oBatenem
cooTBeTCTBYOWEN WHPOPMALMOHHOM cUCTeMbl coBMecTHO co Cnyxk6oit  aenonpoussoactsa u
noapasgeneHnem (paboTHMKkom), obecneymsaoMM GYHKLUMOHMPOBAHME MHPOPMALMOHHOW CUCTEMDbI;

npun NoAroTtoBKke 3aNNEKTPOHHbIX OOKYMEHTOB, OTO6paHHbIX K nepegayvye B apxms rocyaapCcreBeHHoOro
OpraHa, opraHa MmecTHOro camoynpassieHnAa, BbINOJIHAKOTCA caeaytouime OCHOBHble npoueaypbl pa6OTbI
C AOKYMEHTaMMU:

npeobpa3oBaHMe TEKCTOBbLIX 3/1EKTPOHHbIX AOKYMEHTOB B pOpPMaT apXxMBHOro xpaHeHus PDF/A-1
UAM MHOW GOpPMAT MO COrMMacoBaHUIO C apPXMBOM TOCYAAPCTBEHHOIO OpraHa, OpraHa MecTHOro
CaMoynpaBAeHUs, eC/IM 3/IEKTPOHHDBIN OKYMEHT 6bla CO34aH UM BKIKOYEH B CUCTEMY B MHOM popmare;


https://login.consultant.ru/link/?req=doc&base=LAW&n=342093&dst=100488
https://login.consultant.ru/link/?req=doc&base=LAW&n=342093&dst=100489
https://login.consultant.ru/link/?req=doc&base=LAW&n=185738&dst=100011
https://login.consultant.ru/link/?req=doc&base=LAW&n=185738&dst=100403

dopmupoBaHMe B MHOOPMALMOHHOW CUCTEME OMUCel 3NEKTPOHHbLIX AeN, [OKYMEHTOB
CTPYKTYPHbIX NoapasaeneHui;

dopmupoBaHue B MHGOPMALMOHHON CUCTEME FOCYAAPCTBEHHOIO OpraHa, opraHa MEeCTHOro
CaMoynpaB/ieHNA KOHTEMHEPOB 3/IEKTPOHHbIX AOKYMEHTOB, BK/AOYAOLWMX: KOHTEHT M MeTafaHHble
3/IEKTPOHHOIO AOKYyMeHTa, gaisibl 3INEeKTPOHHbIX NOANUCEN, BU3YaNM3UPOBAHHYIO KOMWUIO TEKCTOBOMO
3NEKTPOHHOTO AoKymeHTa B ¢opmaTte PDF/A-1 uam nHom dopmaTe Mo COrNacoBaHUIO C apXMBOM
rocyapCTBEHHOrO OpraHa, opraHa MecTHOro CamoyrnpaBieHus;

dopmupoBaHme B WMHPOPMALMOHHOM CUCTEME TOCYAAPCTBEHHOIO OpraHa, OpraHa MeCTHOro
CaMOyNpaBAEeHUsA 3NEKTPOHHbIX AeN, SABAAIOWMXCA COBOKYMHOCTbIO KOHTEMHEPOB 3/IEKTPOHHBbIX
AOKYMEHTOB M/IN KOHTEMHEPOM 3N1EKTPOHHOTO AOKYMEHT3;

MUrPaLIMA SNEKTPOHHbIX AOKYMEHTOB Ha ¢u3ndeckm o60cobnieHHble MatepuanbHbie HOCUTENMN,
eCc/I AOKYMEHTbI NepeaaloTca B apxmB rocyAapCTBEHHOrO opraHa, opraHa MeCTHOrO camoynpas/ieHus
He Mo UHPOPMALMOHHO-KOMMYHMKALLMOHHbIM KaHanam;

npoBepKa BOCMPON3BOANMOCTU 3/IEKTPOHHbIX AOKYMEHTOB;
NPOoBEpPKa 3/IEKTPOHHbIX JIOKYMEHTOB Ha Ha/MYMe BPEAOHOCHbIX KOMIMbIOTEPHbIX MPOrpPamm;

bopmMUpOBaHME TPAHCMOPTHOrO KOHTEWHEpa, COAEPIKALLErO 3/IeKTPOHHbIE AeNa, BKAIOYEHHbIE B
ONWUCb 3NEKTPOHHbIX AN, AOKYMEHTOB CTPYKTYPHOro nogpasgeneHva (onucb gen nocToSHHOro
XpaHeHWs, BpeMeHHbIX (cBblle 10 feT) cpoKoB XpaHeHus, Aen No IMYHOMY COCTaBy).

MpunoxeHune N 21

HammMveHOBaHME OopraHM3alnmn

YTBEPXIAIO
AKT PykoBomuTesib opIraHmM3almm
N
HNopnmuco Pacumpposka
O BHOEJICHMM K YHUUTOXEHUIO OONNCHU
APXUBHEIX IOOKYMEHTOB <*>, IDaTa

He rnonjyiexaummMx XpaHEeHMIO

Ha ocHOBaHUM

(Ha3BaHMe ¥ BBIXOHOHEIE IaHHBIE IIE€pPedYHd IOOKYMEHTOB C YyKas3aHueM
CPOKOB MX XPaHEHU)

OTO@paHH K YHUYTOXEHUIO KakK He mMeKmue HaYQHO—MCTOqueCKOﬁ IIEHHOCTM "
yTrpaTuBiye IIPpaKTUUYeCKOoe 3HadeHMVe IOJOKYMEHTEI @OHﬂa N

(HaBsBaHMe ¢QoHIa)

N 3aronoBokK gena oAbl Homep | Homep ea. | Konnuvect | Cpoku xpaHeHua | Mpume
n/n (rpynnosoi onucu Xp. no BO e4. Xp. | U HOMepa cTaTel | YaHue
3aronoBoOK <EE> onucum Nno nepeyHto
JOKYMEHTOB)

1 2 3 4 5 6 7 8




NToro en. xXp. 3a TOIBL
(umbpaMm M NOPONUCHIO)
Onmcy nmeJj MNOCTOSAHHOTO XPaHeHUS 3a TOOBl yTBepXIOeHs 3IIK

(HaMMEHOBAHME aAPXUBHOT'O YUPEXIEeHUS)
(mpoToKOJ OT N )

HamMeHOBaHME IOOJIKHOCTMU
PYKOBOIUTEJIA apxXuba

(Mrua, OTBETCTBEHHOI'O 3a apXUB) [loonucob PacumdpoBka NOIOIUCU
COT'JIACOBAHO

[IpoToxois LUJOK (3K) opraHmszauum

oT N

<*> [lpu BbIGENEHUM K YHUUTOXKEHUIO [AOKYMEHTOB C WCTEKWMMWM CPOKAMMU XpaHEHWA U3
CTPYKTYPHbIX NogpasaeneHunii opraHmsaumm, npu opopmMmaeHnn akTa CIoBO "apXMBHbIN" UCKtoYaeTcA.

<**> Mpn BbIAENEHUM K YHUUTOXKEHUIO AOKYMEHTOB MPWU NOArOTOBKE AeNn K nepegaye B apxvBs
opraHusauuu, rpadol 4, 5 He 3anonHAOTCA.

dopma aKTa 0 BbIAENEHNN K YHUUTONKEHUIO apXUBHbBIX JLOKYMEHTOB,
He nog/exKawmx XpaHeHu o

MpoaonxeHue npunoxxkeHna N 21

IOKYMEHTE B KOJIMUECTBE en. xp.:
- Ha OyMaxXHOM HOCUTeJIe BEeCOM KI' COaHBl Ha YHUUTOXEHUE;
- Ha BJIEKTPOHHOM HOCHUTEJIe CIaHbl Ha YHUUTOXEHUE

(crmoco® yHMUTOXEHMUS)

HamMeHOBaHME OOJDKHOCTU pa@OTHVIKa,
CcomaBmero OJOKYMEHTEL [lopnuce PaCLUM(i)pOBKa ImoOrnmcm

IDaTa

VIBMEHEHMA B YyUEeTHBEE IOKYMEHTEl BHECEHEH.

HaumeHoOBaHME IOOJIXHOCTU pa6OTHMKa

apXMBa ;, BHeCIWeI'O M3MEHEHUHA

B YyUE€THHE IJOKYMEHTH [Topgnuce PacumppoBKa MNOONMUCHU

IDaTa

dopmaT A4 (210 x 297 mMm)

MpunoxkeHune N 22

(HaMMeHOBaHME T'OCYINapCTBEHHOT'O (MYyHMUMIIAJIBHOT'O) apxXuBa)



(HaMMeHOBaHME OpIraHM3alUM)

(HaMMeHOBaHME CTPYKTYPHOTO MNOIpas3IesieHNs)

OEJIO N TOM N

(3aroJIoBOK gJeJja)

(kpaviHMe IaTH)

Ha JICTax
XpPaHUThb
d. N
Om. N
o. N

dopmaT A4 (210 x 297 mmMm)

dopma 0610KKM gena

MpunokeHune N 23
JIMICT-3ABEPUTEJIE OEJIA N

B mejsie nmommTO M NPOHYMEPOBAaHO JVCTOB
(UmppaMmu M OPONMCHIO)

c N no N , B TOM UMCJIE:
JIMTEPHEIE HOMEpa JIMCTOB

IPOIyUEeHHEE HOMEepa JIMCTOB
+ JIMCTOB BHYTPEHHEM ONMCU

’

OcobeHHOCTU GU3NYECKOTO COCTOSAHMA U GOPMUPOBAHUSA Aena Homepa nncTos

1 2

HamMeHOBaHME IOOJDKHOCTU
paboTHUKA [Topgnuce PacumppoBKa MNOONMUCHU

IDaTa
dopmaT A4 (210 x 297 Mm)

dopma nucra-3aBepuTena gena



BHYTPEHHAA OINCH
IOKYMEHTOB nmejia N

MpunoxkeHue N 24

N PernctpaunoHHbIi [aTta 3aronoBoK Homepa nucrtos | NpumeyaHue
n/n | VHAEKC AOKYMEHTa OOKYMeHTa OOKYMeHTa aena

1 2 3 4 5 6
VToro IJOKYMEHTOB .

KonmnuecTBO JIMCTOB BHYTPEHHEM OIUCU

(undpaMm M OPONUCHIO)

HamMeHOBaHMe OOJDKHOCTM JMlla,
COCTaBMBIIET'O BHYTPEHHKK OIIMCH

OOKYMEHTOB Iejia

ITaTa

(umdpaMm M HOPONMUCHIO)

Noonmce

PacumppoBka NOONUCHU

dopmaT A4 (210 x 297 mm)

dopma BHYTpPEHHEW ONUCK AOKYMEHTOB Aena




